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1. Ilesu v 3272491 0CBOCHHSI JUCHHMILIMHBI (MOXYJIs1)

Lenvio n3ydenust aucuuIUIHBI «OQUCHBIC TEXHOIOTUH B JICIONPOU3BOJICTBE) SBIISCTCS
¢opMHpOBaHHE Y CTYIEHTOB CTAaHAAPTHOTO YPOBHS NPOPECCHOHATBHBIX KOMIIETEHIIHH,
CIIOCOOCTBYIOIIMX ~ CTAHOBJICHUIO  NMPO(ECCHOHATBHON  KOMIIETGHTHOCTH B BOIIPOCAax
JIeNTOTIPOU3BOCTBA M MH(OPMAIIMOHHBIX TEXHOJOTHH B yIIpaBIeHUH OpraHu3alueil.

N3yyenne aucrmminabel «O(UCHBIE TEXHOJIOTHH B JIENONPOM3BOJCTBEY» CHOCOOCTBYET
PELICHUIO CIEIYIOMNX 3a0ay:

- (opMupoBaHHE 3HAHUI TEOPETHYECKHMX OCHOB JOKYMEHTHPOBAHUS M TEXHOJOTHUECKUX
IPUEMOB COCTaBICHHS W O(OPMIICHHS DPA3IMYHBIX (OPM TOKYMEHTOB C HCIOJIB30BaHHUEM
COBPEMEHHBIX HMH(POPMALMOHHBIX TEXHOJNOTHH ¥  TEXHHUYECKHUX CPEICTB 00pabOTKU
nHpopmanuu;

- (hopMupOBaHHE HABBIKOB OCYIIECTBJICHUS MPOLEAYPHl CO3MAHUsS, UCIOMHEHHUS M XpaHEHHUS
JIOKYMEHTOB;

- (hopMupoBaHEe HABBIKOB BEICHUS JIETIOBOM MEPEUCKHY;

- (GopMHpOBaHHE HAaBBHIKOB JOKYMEHTHUPOBAHUS YIPABICHYECKOW MEATEIBHOCTH C YYETOM
cneuu(UKH CUCTEM JIOKYMEHTAIIUH;

- pa3BUTHE YMEHHH UCIIOIH30BAHMUS aBTOMATH3NPOBAHHBIX CUCTEM 00pPa0OTKH IOKYMEHTOB.

2. Mecto nucuumiiuHbl (MoayJis) B crpykrype OITIOII BO

Juctummaa «OQucHbIE TEXHOJIOTHH B IEJIONPOU3BOICTBE» OTHOCHTCS K JUCIUTLITTHAM
no BeIOOpY BapuatuBHOW yactu bioka 1 (b1.B.JIB.4). Ona obecnieunBaeT mpeeMCTBEHHOCTh U
TapMOHU3AIMI0 W3YYCHHsI TUCIUIUIMH 0a30BOT0 Kypca, YYETHBIX M CMEXKHBIX JHCIUILINH,
BKJTFOYCHHBIX B TPOPECCUOHATBHBIN ITHUKII.

TpeboBanus K BXOAHBIM 3HAHUSIM, YMEHUSM U KOMIETCHIHSIM (POPMUPYIOTCS N3yUdEHHUEM
CICAYIOUX  TUCHUIUIMH:  «MHKpOAPKOHOMHKA»,  «Makpo3KOHOMHUKa», «CTaTUCTHKaY,
«Dunancel», «MeHemkmeHT», «MapKkeTUHT», «IJKOHOMHUKA oOpraHu3anui», «DUHAHCOBBIN
yaer», «OKOHOMHYECKas Oe30macHoCTh W (HUHAHCOBAs  TOJUTHKA  MPEINPHUATHSY,
«CoBpeMeHHBIC MJIATSKHBIE CUCTEMBI U X O€30TaCHOCThY.

JucuunirHa sSBISeTCS MPEAIeCTBYIOMEH M1 JUCHUIUIUH «AYIUT», «YIPaBICHYECKHI
yueT», «KOMIIJIEeKCHBI SKOHOMHYECKUM aHadu3 XO3SHMCTBEHHOW MJEATEIbHOCTHY, «AHAIU3
Oyxranrepckoi (puHAHCOBOI) OTUYETHOCTHY, «JleI0Bast 1 KOHKypeHTHas pa3Beaka», «KoHTpoib
U peBuU3us», «bU3HEC-ILIaHMpOBaHUE». 3HAHMS, IOJYUYCHHBIC B Ipollecce O0ydeHUs, OyayT
WCITOJIH30BaHbI TIPHU HAIMMCAHUH BBITYCKHOW KBaTU(UKAITMOHHOW paOOTHI Ha CTETICHh OaKaiaBpa

3. TpebGoBanus K pe3yJabTaTaM OCBOEHHS COAEPKAHUS TUCHMILIIMHBI (MOTYJIS)

[Tporecc u3yyeHus AUCHUILIMHBI HAIIPaBIeH Ha (JOPMUPOBAHHE DJIEMEHTOB CIEIYIOLINX
npogheccuonanvrvix komnemenyuil (IIK) B coorBerctBun ¢ ®I'OC BO u OIIOII BO mo
JTAHHOMY HAaIlpaBJIEHUIO IOArOTOBKH (CIIELUAIbHOCTH):

CIOCOOHOCTH MCIOJIB30BATh ISl PELICHUS] aHAIUTUYECKUX M HCCIEA0BaTENbCKUX 3ajay
COBpPEMEHHBIC TEXHUUYECKHE cpecTBa U HH(popmarmoHHbie TexHomoruu (I1K-8);

CIIOCOOHOCTBIO HCIOJB30BaTh JJISl PEHICHUS KOMMYHUKATHBHBIX 3a/1ad COBPEMEHHBIE
TEXHUYECKHE cpecTBa 1 nHpopMarronHsie Texuonoruu (I1K-10).

C uenpio oBnageHusi NpodhecCHOHATbHBIMA KOMIIETEHLIUAMU CTYAEHT B XOJ€ OCBOCHUS
[Ipoduns nomxex:

3namop:

- HBOJIIOIUIO JIETIONPON3BOJICTBA U OPHUCHBIX TEXHOJIOTUH;

- TIOPSIIOK U MpaBUJIa COCTABIICHUS, y4eTa, XPAaHEHUS U HUCIIOJIb30BAHUS TOKYMEHTOB (B
TOM YHCJI€ OTPAHUYECHHOTO JJOCTYIIA) B OPraHU3aLUY;

- MPUHIUIOB U TpaBHJIa MOJATOTOBKU HWH(OPMALMOHHO-CIPABOYHOW M METOIUYECKON
JIOKYMEHTAI1H;



- COBPEMEHHbIE TEXHUYECKHE CPEACTBAa U MH()POPMAIIMOHHBIE TEXHOJIOI MU, UCIIOJIb3YEMbIE
IIPY PELICHUH HCCIEeI0BATENbCKUX 1 KOMMYHUKATUBHBIX 33a4;

- NpUHLUOBl (HOpPMUPOBaHMS HHGOPMALMM HAa paA3IMYHBIX YPOBHSX YIpPaBIIECHUS
HKOHOMHYECKUM CYOBEKTOM;

- CUCTEMBI YIPaBJICHUs 3JIEKTPOHHBIM JOKyMEHTOOOOPOTOM

Ymems:

- MCII0JIb30BaTh 3aKOHOMEPHOCTH U MIPUHIUIBI JOKYMEHTOBEICHHS U JA€I0IPOU3BOICTBA
B 00pa3oBaTEeIbHON U X03511ICTBEHHO-IPABOBOM JIEATEIILHOCTH;

- HCIOJb30BaTh MH(OPMALMOHHBIE CUCTEMBI M CPEJCTBA BBIYMCIMTEIbHON TEXHHUKH B
peleHnn 3a1a4d coopa, nepenadn, XpaHeHus: 1 00paboTKH YKOHOMHUYECKOW HH(POPMALINY;

- TOTOBUTb MH(OPMALMOHHO-CIPABOYHBIE JOKYMEHTBI, HEOOXOIUMBIE IJIs HMPHUHATHUS
YIIPABJICHUYECKUX PELICHUN;

- TOJb30BATHCS COBPEMEHHBIMM TEXHUYECKUMH CpPEIACTBAMU MU HH()OPMAIMOHHBIMU
TEXHOJIOTUSIMH JIJISl PELICHUsT KOMMYHUKAaTUBHBIX 33/1a4 B Ipolecce 00CYXACHUs, TPUHATHS U
peanu3anuy ynpaBlIeHYeCKUX peIIeHU, HayqHO-HCCIIEeJ0BATENbCKOMN 1€ TENbHOCTH;

- COCTaBJIATh B CHPAaBOYHON WH(POPMALMOHHON CcHCTeMe TMOAOOPKU JIOKYMEHTOB,
COJEpPXKALIMX HOPMBI, PEryJupyroliie OJKETHbIe, HAJOrOBble, BAJIIOTHBIC OTHOILEHHUS B
00J1aCTH CTPaxoBOil, 0aHKOBCKOH 1EATENbHOCTH, y4eTa U KOHTPOJIS

Bnaoemo:

- HaBBIKAMHU COCTaBJICHMA, cOOpa, XpaHEHHUs, 0OpabOTKH M yueTa JOKYMEHTHPOBAHHOMH
UH(pOpMaLUH, B TOM YHCIIE OTPAHUYEHHOTO JIOCTYTIA;

- HaBbIKAMHM BEJIEHUS M ONTUMH3AIMHU JOKYMEHTOOOOpOTa B pa3IMYHBIX chepax
NeSITeIbHOCTH;

- OCHOBHBIMH  HMH(OPMAIIMOHHBIMH  TEXHOJOTHSMHU  0OpabOTKM  COIMalIbHO-
SKOHOMUYECKOW MH(pOopMaIuu;

- HaBBIKAMH U COBPEMEHHBIMH TEXHMYECKHMMH CpPEICTBAMHU JJISI CaMOCTOSTEIHHOTO,
METOAMYECKU IIPABUIILHOTO peLeHus AHATTMTHUYECKHUX, UCCIIeI0BATEIbCKIX u
KOMMYHHUKATHBHBIX 33JJaHUN U 3a/1a4;

- HaBblkaMH  (OPMHMPOBaHUSA MOAOOPOK JOKYMEHTOB, COJEpXallluX HOPMBI,
perynupyomue OIoKEeTHbIC, HAaJOrOBble, BaJIOTHBIC OTHOLICHHS B OOJIACTH CTPaxOBOH,
0aHKOBCKOW JESITEIBHOCTH, Yy4€Ta M KOHTPOJS B CIPABOYHONW HH(POPMAIIMOHHON CHCTEME
Koncynprant Ilntoc.

4. Conep:xanue ¥ CTPYKTypa JMCHHMILIMHBI (MOIYJIsA)

Tabnuya 1. Conep:xanue TUCHMILIUHBI (MOaYJis1) «OdUCHbIE TEXHOJIOTHH B

JAeJIONPOU3BOICTBE
DopMBbI
Ne | HamMmeHOBaHUE TEMEI ConepxaHue TEMbI TEKYIIETro
KOHTPOJIA
1 2 3 4
[IpeameT, 0OBEKTHI, 1IEJIN 1 3a/1a4u y4eOHOM T, P, K, 13
TUCIUIUIAHBL «OUCHBIC TEXHOJIOTHH B
OCHOBHBIE IOHATHS U | ICJIONPOU3BOACTBE». METOI0I0THUECKUI aHAITU3
1 | HopmaTuBHas 6a3a B OCHOBHBIX TIOHSTHIA U KaTeropuii yaeOHO
JIETTONTPOU3BOJICTBE JUCIUINIMHEI. DTaIbl CTAHOBJIEHUSI
nenonpoussoacrsa B Poccun. HopmatusHo-
npaBoBas 0asa JIEJI0MPON3BOJICTBA.
[MoaroroBka u oopmiieHHE TOKYMEHTOB. T, P, K, 13,
JlokyMeHTupOBaHuUE
N Krnaccudukarus 10KyMEeHTOB. PK
2 | ynpaBiaeHYECKON
Opranu3zalmoHHO-PaCHIOPSIAUTENbHBIE IOKYMEHTHI.
NEeATeILHOCTH
NudopmanimoHHO-CrIipaBOYHBIE JOKYMEHTBHI.




KomnnernanbHbie JOKYMEHTHI.
TexHomnorus 1 opranu3zaiyst JeJ0porU3BOICTBA B
ynpaieHuu. CucremaTusaus JTOKyMEHTOB U
dbopMupoBaHue e
Opranmsaws [IpyHUHMIIBEI OpraHU3anuy AeJIONPOU3BOJICTBA. T,P, K, 13
P [IpaBuia cocraBnenus rpaduka JOKyMEHTO000pOTA.
JIEJI0NPOU3BOJICTBA
KoHTponb BeImoTHEHMS
Opranuzanus Tpyaa B opuce. beanokymeHntHas T, P, K, 3,
pabota oduca. MexaHu3anus JOKyMEHTAIIHOHHBIX PK
nporeccoB. TexHuka opuca. Bunbl cpencts cBsizu
OducHele cuctemMbl 1 | odpuca U UX BO3MOXKHOCTH. [IpaBua
TEXHOJIOTHHI HCIIOJIb30BaHUs CPEICTB CBsI3U. Benenue
JIEKTPOHHOIO TeneOHHBIX IeperoBOpoB. OCHOBHBIC BUJIBI
JEJIONPOU3BOJICTBA ANEKTPOHHBIX ceTeil. CTPYKTypa U BOZMOXKHOCTH
MCIOJIb30BaHUS JIOKAJIbHBIX U PETMOHAIBHBIX
AJIEKTPOHHBIX ceTeil. DYHKIMU T7100aTbHOM CeTH
Internet. DnekTpoHHast noyTa.
N OCHOBHBIE MIOHATHUS STIEKTPOHHOTO T, P, K, 13,
ONEeKTPOHHBIN
JIOKYMEHTO0BOpPOT JTOKyMeHT000opoTa. CUCTEMBI yIIpaBIeHUs PK
M ’ 3JIEKTPOHHBIM JIOKYMEHTOOOOPOTOM. DIIEKTPOHHBIHA
5 | DnexTpoHHBbIE
JOKYMEHTOOOOPOT OPraHOB BIACTH. DJICKTPOHHAS
aJMUHHUCTPATUBHBIC
dbopma peanuzaluuu aIMUHUCTPATUBHBIX
peryiaMeHTbl
periamMeHToB

B rtpade 4 mnpuBomArcs 1uiaHWpyeMbie (OPMBI TEKYIIETO KOHTPOJISL: 3alluTa
naboparopuoit padotsl (JIP), Bemmonaenne kypcoBoro npoekra (KIT), kypcosoii pabotsr (KP),
pacuetHo-rpadudeckoro 3ananus (PI'3), nomammuero 3amanus (/13) nanmucanue pedepara (P),
acce (D), komnokBuyM (K), pydexnsiii kouTpoib (PK), rectuposanue (T) u T.x.

Crpykrypa nucuuminHbl (Moayas) «OducHble TEXHOJOTHH B 1eJIONPON3BOACTBE»

Taobnuya 2. Oowan mpyooemkocms OUCUUNIUHBL (MOOYNA) cocmagisaem 3 3a4emHnle
eounuuwl (108 uacoe)

Bun pabotst TpynoeMKOCTb, 4achl
6 cemecTp

O0mas Tpy10eMKOCTh (B 4acax) 108
KonTakTHasi padora (B yacax): 30
Jlexyuonnwvie sansamus (J1) 15
Ilpaxmuuecxue 3auamus (113) 15
Cemunapckue 3ansamus (C3) -
Jlabopamopnwvie pabomut (JIP) -
CamocTosiTesqibHasi padora (B yacax): 78
PacuerHo-rpaduueckoe 3aganue (PI'3) -
Pedepar (P) 28
Occe (D) -
KonTtposnpHas padora (K) 10
CaMoCTOsTeTbHOE N3YUYCHHE Pa3/IeIOB/TeM 40
Kypcosas pabota (KP)/ Kypcosoii npoekr (KIT) -
Bua npoMekyTo4yHOI aTTecTANMU 3ayerT




Tabauuya 3. Jlekyuonnvie 3auamus

Ne n/m Tema
1 OcHOBHbBIE IOHATHS 1 HOPMAaTHUBHAs 0a3a B I€JIONPON3BOJICTBE
2 JIoKyMEeHTHpOBaHUE YIIPABJICHYECKON IEITEIHbHOCTH
3 Opranu3zanus AeJ0nponu3BOACTBA
4 OducHble CUCTEMBI M TEXHOJIOTUHU AJIEKTPOHHOTO AEJIONMPOU3BOACTBA
5 DJEKTPOHHBIA JOKYMEHTOOOOPOT. DIEKTPOHHbIE aIMUHUCTPATUBHBIE PETIaMEHTHI
Taonuuya 4. Illpakmuueckue 3anamus
Ne ni/m Tema
1 OcHOBHbIE OHATHS U HOpMaTHBHAs 0a3a B EJIONPOU3BOJICTBE
2 JIOKyMEHTHPOBAHUE YIIPABICHYECKON ACSATEIBHOCTH
3 Opranuzanusi 1eJ0IMpOU3BOJICTBA
4 OducHble CUCTEMBI U TEXHOJIOTHH MJIEKTPOHHOIO IEJIONPOU3BOICTBA
5 DJNEeKTPOHHBIA JOKYMEHTO000POT. DIEKTPOHHbIE 3 IMUHUCTPATUBHBIC PETrIaMEHThI

JlaboparopHblie paboThl 0 aucHuIuIMHEe «OPUCHBIE TEXHOJIOTUU B JIEIONPOU3BOJICTBEY HE
MPEeIyCMOTPEHBl yueOHBIM TIaHOoM Tio HampaieHuio 38.03.01 DxoHomuka, mpoduiib
«MHbOpMAIIMOHHO-aHATUTUHIECKOE W TPABOBOE OOECredeHue SKOHOMUYECKOH 0e30MacHOCTH

OuzHECay.
Taonuua 5. /labopamopuvie 3anamusn
Ne ni/m Tema
Taonuya 6. CamocmosamenvHoe uzyuenue pazoenos OUCUUnIUHbL
Ne n/mt Bormpocsl, BEIHOCUMBIE Ha CAMOCTOSTENIBHOE U3YUYECHHE
1 Hcropudeckuii 1 nHGOOPMAITMOHHBIN aCIIEKTHI B ONPEICIICHUN TOKYMEHTA
2 OCHOBHBIE KaTE€ropuu JEJIONPOU3BOJICTBA U JOKYMEHTOBEICHHUS
3 Ocobennoctr 0hOpPMIICHHS YITPABICHYECKUX JOKYMEHTOB
4 [TonsTHE FOpUANYECKON CHITBI TOKyMeHTa. CIOCOOBI MPUAAaHUS JOKYMEHTY
FOPUANYECKOU CHIIBI
5 Ycnosus Tpyzaa B oduce
6 Haznauenue u knaccuukanus CrpaBoyHO-UH(HOPMAIMOHHON JOKYMEHTAIINH B
YOPaBJICHUYECKOU 1eATeIbHOCTH
7 OCHOBHBIE TOKYMEHTAIIMOHHBIC U OPTaHU3AIMOHHBIC OTepaIuu oduca
8 Bup! oprann3aniioHHO-pacopsIUTENbHBIX TJOKYMEHTOB: KOH(UICHIIMATbHBIE,
(uHaHCOBbBIE, HAJIOTOBBIE, YUPEIUTENbHbIE H 0AHKOBCKHE JJOKYMEHTBI
9 KomnernansHble TOKyMEHTHI: peKBU3UTHI, IPaBHIia 0pOpMIIEHHUS, aBTOPCTBO,
JIEJIONIPOU3BOJICTBO, KOHTPOJIb UCIIOJHEHUS
10 CTpyKTypa ¥ BO3MOXKHOCTH TTI00ATBHON CETH

11

KopnopatuBHbie ceTH U UX BO3MOXHOCTH




5. OueHoYHbIe MAaTEPUAJIBI JIJIA TEKYLIEero U py0esKHOro KOHTPOJISl yCIeBAeMOCTH U
NMPOMEKYTOYHOM aTTeCcTalluu

KoneunbiMu  pe3ynpTaTaMM  OCBOEHHUS  MPOrpPaMMbl  JUCLUUIUIMHBI  SBISIOTCA
c(hOpMHUPOBAHHBIE KOTHUTHBHBIC IECKPUTITOPHI «3HATHY, KYMEThY, «BJIAJEThY, PACTUCAHHBIE 110
OTJIebHBIM KOMIETeHIUAM. DOpMHUpPOBAHUE 3TUX JECKPUITOPOB MPOUCXOJUT B TEUEHHE BCETO
ceMecTpa 10 dTarnaM B paMKax pa3lIiYHOrO BUJA 3aHATHI U CAMOCTOSTENILHON paOoTHI.

B xone u3yueHus: AUCUUIUIMHBI IPETYCMAaTPUBAIOTCS MEKYUiUil, pyOexcHblil KOHMPOJib
U NPOMENCYMOUHAA AmmeCmayus.

5.1. Oyenounvie mamepuanvt 011 meKyuwyeco KOHmpoaa. Lleno mexywezo KOHmMpos —
OIICHKA PE3yNIbTaTOB pabOTHI B CEMECTpe M 0OeCIeueHuEe CBOCBPEMEHHOM 00OpaTHON CBS3H, AJIs
KOPPEKIIUA OO0y4YeHHUs, aKTUBH3AIMH CaMOCTOSTEIbHOM paboThl oOydaromerocs. OO0BEKTOM
TEKYIIET0 KOHTPOJSl SBISIOTCS KOHKPETU3MPOBAHHBIE pE3yabTaThl 0OydeHus (yueOHbIC
JOCTHKEHUS) 110 TUCHUTUTHHE

Texywguii KoHmpoJjp yCTeBaeMOCTH 00eCledrBaeT OIEHUBAHUE XOJa OCBOCHHS
muciuminael - «OQucHbIE TEXHOJOTUU B JENONPOM3BOACTBE» W BKIIOYACT: OTBETHl HA
TEOPETUYECKHE BOIMPOCHI HAa TMPAKTUYECKOM 3aHATHUU, PEHICHHE MPAKTUYECKUX 3a1a4 U
BBIMIOJTHEHHE  33JaHMi HAa  TMPAKTUYECKOM  3aHSATHH, CAMOCTOSATEIbHOE  BBINOJIHEHHE
WHAWBUAYAIbHBIX JOMAITHUX 3aJaHuil (HampuMmep, pelieHue 3a/ad) C OTYETOM (3aIluToi) B
YCTaHOBJICHHBIN CPOK, HAITMCaHUE JT0KIa/10B, pedepaToB, 3cce, AUCKYCCUU.

OneHka KkauecTBa TIOJATOTOBKM Ha OCHOBAaHWM BBITIONHEHHBIX 3aJaHU  BEAETCS
npenoaaBaresnieM (¢ OOCYKIEHHEM pe3yJabTaToB), OaJIbl HAYMCIAIOTCS B 3aBHCHUMOCTH OT
CJIOKHOCTH 3aJ[aHUs

5.1.1. Bonpocvt __no __memam___ Oucuyunaunsvt____<OduCHbIE  TEeXHOJOrHH _ B
AeJIONPOU3BOJICTBE»

Tema 1. OcHOBHbIE IOHATHA M HOPMATHBHAA 0a3a B /1eJI0NPON3BO/ICTBE

1. Ilpeamer, 3ama4yd, OCHOBHbIE KaTeropuu ydeOHON mucuuIuMHbl «OducHbIe
TEXHOJIOTUH B JICJIONPOU3BOJICTBE»

2. DTtansl CTAaHOBJIEHUS AEIONPOU3BOACTBA B Poccun

3. HopwmaruBHO-npaBoBas 0a3a IeT0NPOU3BOACTBA

Tema 2. JIOKyMEHTHPOBaHUE YIIPABJICHYECKOH AeATEIbHOCTH

1. TIporeaypa moaroToBku v 0OpMIICHUS JOKYMEHTOB

2. Knaccudukanus JOKyMEHTOB

3. CocraB 1 Ha3HaYEHHUE OPraHN3ALMOHHO-PACIOPSUTEIBHBIX TOKYMEHTOB
4. VH(popMaLMOHHO-CIPABOYHBIE IOKYMEHTHI

5. KomnernanbHble TOKYMEHTHI

6. TexHONOIMs M OpraHu3alys JeJIONPOU3BOICTBA B YIIPaBICHUH

7. Cucremaruzaius JOKYMEHTOB ¥ (JOPMHUPOBAHKE JEIT

Tema 3. Opranusanus 1eJI0NPOU3BOICTBA

1. TIpuHUMITBI OpraHU3aIuK IETONPOU3BOICTBA

2. Howmenknarypa nen

3. IlpaBuna cocraBieHus rpaguka JOKyMEHTOO00pOTa

Tema 4. OpucHBIE CHCTEMBI H TEXHOJIOTHH 3JIeKTPOHHOI0 /1eJI0NPOU3BO/ICTBA

1. Opranmzanus Tpyaa B opuce

2. be3nokymenTHas pabota oduca

3. MexaHu3zanusi JOKYMEHTAIMOHHBIX MPOILIECCOB

4. Texnuka opuca

5. Bunmsl cpencts cBs3u oduca U UX BO3MOKHOCTH. [IpaBuiia UCIOIB30BaHMS CPENICTB
CBS3U

6. Benenue TenedoHHBIX IEPETOBOPOB

7. OCHOBHBIE BU/JIbI AJIEKTPOHHBIX CETEH



8. CTpyKTypa 1 BO3MOXHOCTH MCIIOJIb30BAHNUS JIOKAJIbHBIX U PETMOHATIBHBIX 3JIEKTPOHHBIX
ceTen
9. ®ynkumu rmodanbHOM ceTu Internet. DnekTpoHHAs MoYTa

Tema 5. DJIEKTPOHHBI JOKYMEHTO000OpPOT. JJIEKTPOHHbIE AJIMUHHCTPATHBHBbIEC
perjiaMeHTbl

1. OcHOBHBIE MOHATHS JEKTPOHHOTO TOKYyMEHTOO0OPOTa

2. DIEeKTPOHHBIA JOKYMEHTOOOOPOT OPTraHOB BIACTH

3. Cuctemsl ynpaBlieHUs 3J€KTPOHHBIM IOKYMEHTOO00POTOM

4. DnexTpoHHas popMa peann3aly aIMUHUCTPATUBHBIX PETJIAMEHTOB

Kpumepuu ¢popmuposanus oyenok (ouenusanus) ycmmozo onpoca

VYCTHBIN ompoc SBIISIETCSI OJTHUM M3 OCHOBHBIX CIIOCOOOB yuéTa 3HAHWUU 00Yy4aromerocs
no aucuuruinae «O(QUCHBIE TEXHOJIIOTUU B JIEJIONPOU3BOICTBE». Pa3BEPHYTHIM OTBET CTyIEHTA
JOJIKEH TIPEJCTaBISITh COOOM CBSA3HOE, JJOTHUECKH MOCIIEeI0BaTEIbHOE COOOIICHNE Ha 3aJaHHYIO
TEeMy, TOKa3bIBaTh €r0 YMEHUE MPUMEHSATh OMpPeACTICHUSI.

B  pe3ynemame ycmmoco onpoca 3nanua, 00y4arOuiecoca OUEHUBAIOMCA NO
cnedywuenl wkane:

3 banna, CTaBUTCS, €CIU OO YyJAFOIITHIICS:

1) momHO wW3maraer W3y4YEHHBIM Marepual, JaéT TPAaBHIBLHOE OIMPEACICHHOE
SKOHOMMYECKUX TMOHSATHUMH;

2) oOHapyXWBaeT TOHMMAaHHE MaTepualia, MOXET OOOCHOBAaTh CBOU CYXKICHUS,
NPUMEHUTDH 3HaHUS Ha MPAKTUKE, MPUBECTH HEOOXOAUMbIE MPUMEPHI HE TOJIBKO MO Yy4eOHUKY,
HO U CAMOCTOSITEIIbHO COCTaBJICHHBIE;

3) wu3maraeT Marepuan IOCJIEIOBaTeIbHO M MPABWJIBHO C TOYKH 3pPEHUS HOPM
JUTEPATYPHOTO SI3BIKA.

2 fanna, craBuUTCA, eciid oOOydJarouuics Aa€T OTBET, YIOBJICTBOPSIONIUN TEeM Ke
TpeGoBaHuUAM, 4TO U A7 Oamna «1», Ho nomyckaeT 1-2 omuOKH, KOTOphIE caM K€ UCTIPABIISET, U
1-2 HemouéTa B MOCIEI0BATEILHOCTH U A3BIKOBOM O(DOPMIICHUH U31araeMoro.

1 6ann, craButcs, ecau oOydaroUMiics 0OHApYKUBAET 3HAHHE U TTOHUMAaHUE OCHOBHBIX
MTOJIOKSHUH TaHHOH TEMBI, HO:

1) w3naraeT Marepual HEMOJIHO U JOMYCKAET HETOYHOCTH B OMPEICIICHUH TTOHSITHIA,

2) He yMeeT JOCTAaTOYHO TJIIyOOKO M JI0Ka3aTeahbHO OOOCHOBAaTh CBOM CYXKICHUS H
MPUBECTH CBOU MPUMEPHI;

3) wu3naraeT Martepuan HENoCIeI0BaTeIbHO U JOMYCKaeT OIIMOKM B SI3bIKOBOM
0(OPMIICHUU U3TIaraeMoro.

0 6annoe, craBuTCs, €Clid OOYYAIOIIMIICS OOHApY)KHMBAET HE3HAHUE OOJIBIICH YaCTH
COOTBETCTBYIOIIIETO pa3jelia H3y4aeMoro Marepuaa, J0MycKaeT omuOKu B GOpMyITHpPOBKE.

bamnbr «3», «2», «1» MOTYT CTaBUTBhCSA HE TOJBKO 3a €AMHOBPEMEHHBIM OTBET, HO W 3a
paccpeOTOUYCHHBII BO BPEMEHH, T.€. 332 CyMMY OTBETOB, JAHHBIX CTYJCHTOM Ha MPOTSKCHHUH
3aHATHUS

5.1.2. Quenounvie mamepuaibl_ 011 __CAMOCHIOSAMEIbHOU __padombl _odyuarouiezocs
(munogule 3a0auu)

[lepeueHp TUITOBBIX 3a/1a4 7SI CAMOCTOSITENILHON PabOThl CPOPMHUPOBAH B COOTBETCTBHH C
TEMaTHKOM  TMPaKTUYECKUX 3aHATHA 1o  aucuuiimHe  «OducHble  TEXHOJIOTHH B
JEIIOTIPOU3BOICTBE.

IIpumepovl munoswix 3a0anuii
1. Pa3pabotaiiTe TOJKHOCTHYIO HHCTPYKIUIO 17151 Oyxrantepa (upMbl, OCHOBBIBAsACH Ha
MOJIOKEHUHU O OyXTaITepUH
2. CocTraBbTe JIMYHOE PE3IOME
3. CocraBbpTe CIPaBKy M0 YCTAaHOBJICHHOMY 00pa3iy




4. CocrtaBbTe pacmopspDKEHHEe JUPEKTOPa M0 BhIE3THOMY cO0py cTyneHdeckoro aktusa B COJI
«Yaiika»

5. Tlonp3ysick JOMKHOCTHOW MHCTPYKITMEH, COCTaBhTE TIEPEUCHb U3 JACCITH TPEOOBAaHUN K
pabote cexperaps-pedepenta. ONMUIIUTE TPH CUTYALTUH, WILTIOCTPUPYIOIINE BHITIOTHEHNE
JAaHHBIX TPeOOBaHUH

6. CocTaBbTe 110 OJHOMY BHUY JEJIOBOTO MHUChMA, UCIOJIB3Ys MPOAOIbHbIE (hOPMBI OJIaHKOB (3
MMChMa)

7. CocTaBbTe IO OJHOMY BHUY JAEJIOBOTO MUCHhMA, UCIOJIB3Ys YIIOBbIe (hOpMBI OJ1aHKOB (3
MMCHhMa)

8. Odopmurte mpoTOKOI 3acenanus Kadeapsl OyXraaTepckoro yueTa, aHajau3a 1 ayuTa

9.  OdopmuTte BBIIKMCKY U3 MPOTOKOJIA O PEIIEHUH Kadeapbl 10 KOHKPETHOMY BOIIPOCY

10. CocraBbTe aKT CIUCAHUS MAaT€pUATbHBIX LIEHHOCTEH

11. CocraBbTe OOBSICHUTEIBHYIO 3aMMMCKY HA 3aaHHYIO TEMY

12. CocraBbTe JOKIAIHYIO 3aIIUCKY HA 3aJJaHHYIO TEMY

13. CocraBbTe MO OAHOMY BHUIY IOKYMEHTA 110 OOpaIeHUsIM IpaKIaH

14. CoctaBbTe peecTp BXOASAIICH U UCXOIAIIeld HHPOPMAITUT

15. CocrtaBbTe OIHUCH JEIa

16. Pa3paboTaiiTe 3KCIIepTHOE 3aKJIFOUYCHHE IO TPOSKTaM U OpUTHHaIaM JOKYMEHTOB (5 MITYK),
onupasch Ha nosnoxkenuss [OCT P 6.3-2003

17. CocTaBbTe IPOEKT IOTOBOPA O COTPYAHUYECTBE MEKIY HeIIOMHCKIM roCy1apCTBEHHBIM
IelarOrMYecKM YHUBEPCUTETOM U 00111e00pa30oBaTeIbHON OpraHu3auen

18. CocTaBbTe BBIIUCKY U3 peIICHHs 0011ero coOpaHus KOJIIIEKTHBA

19. CocTtaBbTe MPOEKT HOMEHKJIATYPHI J1€J1 IPEANPUSITHS

20. CocTtaBbTe MPOEKT IUTATHOI'O PACIIUCAHUS

21. CocrtaBbTe MPOEKT MPOTPaMMbI KOH(DEPEHITUN

22. CocTtaBbTe NPOEKT IJIaHA dBAKYyallUU

23. CocTtaBbTe MPOEKT CIYKEOHOTO 3a/1aHMs paOOTHUKY

24. CocTaBbTe IPOEKT pacluCaHMsl YUeOHBIX 3aHATHH B MIKOJIE

25. CocTaBbTe MPOEKT CMETHI Ha TPOU3BOACTBO padoOT

Memoouueckue pexomendayuu 01 npaKkmuyecKux pabom

OnHoit W3 BaxXHBIX (OPM CaMOCTOSTEIHLHOM pPabOTHI SIBISETCS TMOJATOTOBKA K
HNPaKTUYECKOMY 3aHATHIO.

[Ipy moaroTroBke K MPAKTHYECKUM 3aHATUSAM CTYACHT JOJDKEH IPHUACPKUBATHCS
CIEAYIOLIEH TEXHOJIOTHU:

1. BHUMaTenpHO M3Y4YUTh OCHOBHBIE BOMNPOCHI TEMBI U IUIAH MPAKTHYECKOTO 3aAHSTHS,
OnpeaACIMTL MCCTO TCMbI 3aHATHA B O6H_IGM COACPpIKaHNHU, €€ CBA3b C APYTUMH TCMaMU;

2. Hahitu wu mnpopaboTaTh COOTBETCTBYIOIIHWE pa3ielbl B  PEKOMEHJIOBAaHHBIX
HOPMAaTHUBHBIX TOKyMEHTaX, y4eOHUKaX U JOMOJHUTEIbHOHN JINTepaType;

3. Ilocrme O3HaKOMJEHUSI C TEOPETUYECKHMM MaTe€pUajioM OTBETUTh HAa BOIPOCHI IS
CaMONPOBEPKH;

4. IIponymaTh CBOE€ NMOHMMAHHE CIOKHUBIICHCS CHTyalldd B M3ydaemou cdepe, MyTH U
CHOCOOBI pelIeHus: IPOOJIEMHBIX BOIIPOCOB;

5. Ilpogymars pa3BepHYTbIE OTBETHI Ha MPEIJIOKEHHBIE BOIPOCHI TEMBI, ONHUPAsACh Ha
JICKOHMOHHBIC MATCPUAJIbI, paClIupPAd U JOMOJHAA UX JaHHBIMU U3 y‘I€6HI/IKOB, I[OHOHHHTGHBHOﬁ
auTepaTypsl. B Xoje nmpakTH4ecKoro 3aHsITHsI HEOOXOIUMO BBIIOJHUTH MPAKTUYECKYI0 paboTy,
a 3aTeM 3allUTHUTh €e.

Kpumepuu ouenounoeo cpedcmesa no gpinoineHHbIM 3a0aHUAM, NPEOYCMOMPEHHble
0/18 NPAKMUYECKUX 3AHAMUL
1. CtyneHT BBIIOTHWII 3a/1aHus O3 omrO0K, 000CHOBAI BEIOOP METOIOB PEIICHHUs, OTBETHII BCE
Ha MTOCTaBJICHHBIE TEOPETHUECKUE BOTIPOCHI (3-4 Oaa);
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2. CTyIeHT B 1IeJIOM BBITIOJHUJ 3a/IaHUsI ¢ HEOOJBIIMMHU HeloueTaMu, He 000CHOBAJI HEKOTOPBIN
BBIOOp METO/JOB W MPUEMOB PEIICHHs, OTBETWJI HE HAa BCE HA IMOCTABJICHHBIE TEOPETHUYECKUE
BOIPOCHI (2-3 Gamna);

3. CTyneHT AOMyCTUI CYIIECTBEHHBIE OIITMOKHU, HE CMOT 000CHOBATH BEIOOP METO/IOB U MPUEMOB
pelieHus, OTBETHIJI HE Ha BCE MOCTaBJICHHbBIE TeopeTHUeckue Bornpockl (1 6amn);

4. CTyaeHT He CMOT BBIMOTHATH 3ananus (0 6amios).

5.1.3. Ouenounvie mamepuansl 014 bINOJIHEHUA Pehepamos

Iepeuenv mem o pehepamos

WX R WD —

OCHOBHBIE TOKYMEHTAIIMOHHBIC  OpTaHU3aLMOHHBIE Ollepaluu opuca

TexHuueckue cpeacTBa MOArOTOBKH TOKYMEHTOB

TexHuuecKue cpeacTBa perucTpal U OCTPOEHUSI yUETHO-CIIPAaBOYHOTO arnmapara
TexHuueckue cpeacTBa GOPMUPOBAHUS U HCTIOIb30BAHUS J1€T

dakcuMuUIbHAS CBA3b U €€ (YHKIIMOHATBHBIE BO3MOKHOCTH

BuneoxkondepeHnius Kkak pa3HOBUAHOCTh BUIEOCBS3H

Oducnas ATC, ee cTpyKkTypa 1 BO3MOKHOCTH

OcHoBHBIE cpenicTBa onepaTuBHOM nosmrpadun. OdceTHas nmeyathb

dotorpapuueckoe konupoBanue. OCOOCHHOCTH MOIYYEHUS! KOMUU CBETOKOMUPOBAIEHBIMU

anmapaTaMu

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

CrtpyKTypa 1 BO3MOXHOCTH JIOKJIbHBIX CETEH.

CTpyKTypa U BO3MOKHOCTH PETHOHAIBHOM CETH

CrtpyKTypa 1 BO3MOXHOCTH IJ100aIbHON ceTH

DJIEKTpOHHAs MOYTa

Bcemupnas nayruna

KopnoparuBHble ceTH U UX BO3MOKHOCTH

ApxusHblil ponz Poccuiickoit denepannu 1 €ro COCTaBHbIE YacTH
JlenoBoe mucbMo: 11e71b MTUChMa, TEKCT MUChMa, 00IIKe paBuiia
3amaun apXuBa OpeIpUsATUS

3anmTa JOKYMEHTOB, COJIEpKAIUX KOMMEPUYECKYIO TaAHY
OcHOBHBIE  TpaBWJIa  OpraHuM3aluu  paboOTBl €  JOKYMEHTaMH, COJEpKaIllUuMHU

KOH(HICHIIMAIbHBIC CBEICHUS

21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

OCHOBHBIE TIPaBUJIa YHUYTOXKEHUS TOKYMEHTOB. XapaKTepUCTHKA LIPEAEePOB
OcHOBHBIE XapaKTEPUCTUKU KHHOJIOKYMEHTHPOBAHHUS

OCHOBHBIE XapaKTEPUCTUKH (POHOAOKYMEHTUPOBAHUS

OcHOBHBIE XapaKTEPUCTUKHN (POTOTOKYMEHTUPOBAHUS

Ocobennoctu opopMiIeHUsI THCEM, TTEPeIaBAeMbIX IEKTPOHHONU OYTOM
[lepeueHb TUMOBBIX JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUS
[MuceMo-xanoba u OTBET HA HETO

[InceMo-3aKa3 U OTBET HA HETO

[Mucemo-3anpoc (TpeboBaHMEe) U OTBET HA HETO

[TuceMo-TipeisiokeHue U OTBET Ha HEro

[Tonsarue cpoka XpaHeHHs JOKYMEHTa

[TonsiTre 31EKTPOHHOTO JJOKYMEHTA, 3JIEKTPOHHOTO IOKYMEHTO000pOTa
[Ipuem-niepenaya apxuBHBIX €I

[TporpaMMbl cOCTaBIEHUS U PEIaKTUPOBAHUS IOKYyMEHTOB

Cpoku XpaHEeHHUsI JOKYMEHTOB MPEIIPUATHS

TpeboBanust k paboTe cexperaps, cekpetaps-pedepeHra
XapakTepUCTHUKa CBEIACHUN, OTHOCAIIUXCS. K KOMMEPYECKOU TallHe
DIIEKTPOHHBIN TOKYMEHTOOOOPOT U €ro MporpaMMHOE oOecrieueHne
DTHKET B JIENIOBOM MEPEITUCKE

Knaccudukanus nenoBeix niucem
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Memoduueckue pexomenoayuu no Hanucauwuio pegpepamos

Pedepar noarorasiuBaercs u opopmisiercs ¢ yuerom tpedosanuit 'OCT 7.32 -2001.
Hanucanue pedepara BKII0OUaeT BHIITOJIHEHUE CIEIYIOMINX 3TAIOB!

- BEIOOp TEMBI;

- MO00p ¥ U3YYCHHE JINTEPATypbl © HOPMATUBHOW 0a3bl 10 M30PaHHON TEME;

- COCTaBJICHHUE IIJIaHa PaboTHI;

- U3y4YeHHE 00bEKTa UCCIIEeIOBAHUS;

- cbop, 00paboTka 1 06001IeHNE TPAKTUIECKOTO MaTepUaa;

- HantucaHue u opopmieHue pedepara.

ITpu odopmnenun pecdepara ciaeayeT UMETh B BHIY, YTO OH BKIIIOYAET CIEAYIOIINE
COCTaBHbIE YacTU: TUTYJbHBIN JHCT, OTJIaBieHHE (COAEp)KaHUE), TEKCTOBYIO 4YacTh, CIIUCOK
UCIIOJIb30BaHHON JIUTEPATYPHI, MPHIIOKEHHS (IIPU HEOOXOIUMOCTH).

TutynbHbIl TUCT pedepara odhopmiiseTcs o TPeOOBAHMAM, YKa3aHHBIM HUXKE.

B ormaBnenuu (comep:KaHWHM) TIOCHENOBATEIbHO TMEPEUUCHAIOTCS HAMMEHOBAHMUS
BONPOCOB IJ1aHa pedepara ¢ ykazaHUEM HOMEpa HayallbHON CTPaHUIIbL.

TexcroBas yacTb pedepara JOKHA COACPIKATH:

1. BBenenue.

2. OCHOBHYIO (CIEIUATBHYIO) YaCTh.

3. 3akIIfoueHHE.

B cnomcok nuTepaTypsl BKJIIOYAIOTCS BCE HMCTOYHUKM (Y4eOHHMKH, MOHOTpaduu,
3aKOHOJATEIbHbIE U HOPMATUBHBIE aKThI, CIIPABOYHUKH, KYpHAJIbHbBIE CTATbH), UCTIOJIb30BaHHBIE
IIPU KCCIIEZIOBAaHUM BBIOpaHHOW TeMbl pedepata, JIuTeparypHble HCTOYHHKH PACHOJaraloTcs B
andaBUTHOM NopsaKe (aMUIM aBTOPOB U Ha3BaHUN HOPMATHUBHOTO JOKYMEHTA.

Hanucanue mexcma pegpepama

Hauunaercs pedepar ¢ BBenenus. Bo BBeneHnn Heo0X01MMO 000CHOBATh aKTYaIbHOCTh
BBIOPAHHOW TEMBI, ONPECTUTh LENb U PACKPBITh COJACPXKAHUE MOCTABICHHBIX 337134, a TaKXke
yKa3aTh 00BEKT U MPEeIMET UCCIIET0BaHUS.

AKTyanbHOCTh — 00si3aTelbHOE TpeboBaHMe K Jt000i HayyHOW pabore. OcelieHue
aKTyaJIbHOCTH HE JOJDKHO OBITh MHOTOCJIOBHBIM. J[OCTaTO4YHO B mpenenax OJHOW CTpaHUIIbI
NOKa3aTh TJIABHOE — CYTh MpPOOJEMBI, KOTOpas SBISIETCS TEMOM JaHHOro pedepara. 3areMm
JIOTUYHO ClIeAYeT MeperT K (opMyIUpOBKE LIETU MPEANPUHUMAEMOTrO UCCIIEOBAHMS, a TaKKe
yKa3aThb Ha KOHKPETHBIC 3a/1auM, KOTOpBIE MPEJICTOUT peulaTb B COOTBETCTBUHU C STOU LIEJbIO.
D10 00BIYHO nenmaeTcs B ¢opMe mepedyuciaeHuss (M3Y4YHTh..., PACKPBITh..., IOKa3aTh...,
YCTQHOBUTH... U T.I.). DOPMYIUPOBKM 3TUX 3aJad HEOOXOIMMO JAenaTh Kak MOXKHO Oolee
THIATEIbHO, TMOCKOJbKY ONUCAaHHE HX pPEIIeHUs JO0JDKHO COCTaBUTh COJEp)KaHHE BOIPOCOB
pedepara.

B Bompocax ocHOBHOI wacTu pedepara HOAPOOHO paccMaTpUBAETCs METOAMKA H
TEXHUKa HCCIe0oBaHus M 0000matTcs pe3ynbTarbl. ConepikaHue BONPOCOB OCHOBHOW YacTH
JOJI’KHO TOYHO COOTBETCTBOBATh TEME pedepara U MOJHOCTHIO €€ PaCKpPhIBATh.

OcHOBHast 4YacThb MOJXET JEIUTbCA Ha TEOPETUYECKYI0 U IpakTHYecKyo. B
TEOPETUYECKOW 4YacTH M3JaraloTcsi W aHAJIM3UPYIOTCS Hambojee OOIIME TOJOXKEHHUS,
KACaroLIMeCs JaHHOM TEMBbI; B IIPAKTUYECKOM YaCTH PacCMAaTPUBACTCS KOHKPETHBIA TEKCTOBBIN
WM NIPaKTUYECKUIl MaTepHall.

B ocHoBHOI1 yacTu pedepara nznaraercs npeaMer, KOTOpOMY MOCBSIIEHa TeMa PaOOTHI.
TexkcT nomkeH OBITH MOCTPOEH CBSI3HO, JENIUTHCS Ha OIpeIejeHHbIE CMBICIOBBIE YacTH, B
KOTOPBIX IOCIIEOBATEIbHO PACKPBIBAIOTCS OCHOBHBIE BOIPOCHL, KAacalolIMecs MpeaMera
paboThl, €ro CcBOWCTB, (YHKIMA © BHUIAOB. OTH YacTH JODKHBI HMETh Ha3BaHUS,
3a(pUKCUPOBAHHBIE B «COJCPKAHUM» C OTMETKOW COOTBETCTBYIOIIEH CTPaHUIIBI, C KOTOPOM
HauMHAETCs JaHHas 4yacTh MaTepuaina. B TekcT pedepara 06s13aTenbHO BXOJIAT U COOCTBEHHBIE
MBICIM CTYJAEHTa IO aHajdu3y JaHHOM mpoOieMbl Ha TEKYLIIMH MOMEHT B JUTepaTrype u
IpaKkTHKe. 3/1eCh TakKe MOTYT ObITh YMECTHBI MPUMEPHl U Pa3IUYHAs HAMJIAIHOCTH (00pa3Ilbl
JIOKYMEHTOB).
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OcHoBHasi uacTh pedepara I[OKa3bIBaeT YyMEHHE CTYAEHTa CXaTo, JIOTUYHO U
apryMEeHTHPOBAHO U3JIaraTh MaTepuan pedepara o BHIOpaHHOM TeMe.

3akaHuuBaeTcs pedepaT 3akiroueHHEeM. JTa YacTh pedepaTa IJOHKHA HPEACTABISTH
co00# TOCIIeI0BATENIBHOE, JIOTHYECKH CTPOMHOE M3JI0KEHHUE MTOTyYSeHHBIX UTOT'OB IPOBEIEHHOTO
HCCJIEIOBAHMS M UX COOTHOIIEHHE ¢ OOLIEH 1eNbl0 U KOHKPETHBIMU 33JauaMy, TOCTaBIEHHBIMU
U chOPMYIMPOBAHHBIMU BO BBEJCHUU. 3aKIIOUEHUE BKIIOYAeT B ce0S M TPaKTHUECKUE
MPEJIOKEHUS, KOTOPble 0053aTeIbHO JOJIKHBI HCXOIUTh U3 Kpyra BOMPOCOB, U3YYEHHBIX JINYHO
CTYACHTOM B IIpoIlecce MPOBEACHHOT0 UCCaeI0BaHMs. VIHBIMU CIIOBaMH, CTYACHTY HEOOXOIUMO
MoKa3aTh pOJb M 3HAaYeHHEe TeMbl pedepara [ TEOPUHM U MPAKTUKH COBPEMEHHOIO
JIOKYMEHTOBEACHUS U JACJIONPOU3BOACTBA HA MPEANPUATUIX OTpaciael TPOrU3BOICTBA.

[Tocne 3akir0o4eHUs TPUBOAUTCA CHUCOK MCIOJIB30BAHHON JIUTEPATYPbl, COCTABIISIOMIMNIA
OHY M3 CYIIECTBEHHBIX dYacTell KypcoBoil paboTel. OH OTpakaeT CaMOCTOSTEIbHYIO
TBOPYECKYIO paboTy cryaeHTa. Kakaplii BKIIFOUYCHHBIM B TaKOW CIHUCOK JUTEPATYPhl HCTOYHUK
JIOJDKEH MMETh OTpaXeHHWE B OCHOBHOM uacTu pedepara. Ecnu cTyneHT Jenaer CChUIKY Ha
KaKue-1100 3aMMCTBOBAaHHBIC (DAKTHI WIIH ITUTUPYET pabOThI aBTOPOB yUEOHHUKOB, TO OH JIOJDKEH
00s13aTeNbHO yKa3aTh B KOHIIE CCHUIKM WJIM ITUTaThl HOMEp JIMTEPATYPHOTO HMCTOYHUKA U3
CIHUCKa, OTKyAa ObUT B3SAT Marepuasl. KonMyecTBO HCTOYHHUKOB B CIIMCKE OMNpENENseTcs
CTYACHTOM CaMOCTOSITEIbHO, AN pedepara mx pexkomenayemoe konmyectBo ot 10 mo 20.
Cenenust 00 ucTouyHUKax nMpuBoAsATcs B coorBeTcTBUU ¢ TpeboBanusmu ['OCT 7.1. TOCT 7.80.
I'OCT 7.82.5.10.2.

Tpebosanus no opopmaenuio peghepama:

1. Iledatnas ¢popma — TOKYMEHT JOJDKEH OBITh CO37]aH Ha KOMITBIOTEPE, B MPOrpaMMe
Microsoft Word.

2. O6weMm pedepara — He MeHee 15 crpanun U He Oosiee 20 cTpaHUI] MAITMHOMTUCHOTO
Tekcta (0e3 ywyeTa THUTYJIBHOTO JIMCTA, CHHCKAa KIIOYEBBIX CJIOB, COJAEp)KAaHUS, CIIHCKA
MCIIOJIb30BaHHBIX MCTOYHHMKOB M IPUJIOKEHUH). PacnieyaTka nmpou3BOAUTCS HA OJHOM CTOpPOHE
nucta. DopMar cranaapTHbIN — A4.

3. Ilons crpanuisl: neBoe — 30 MM, MpaBoe, BEpXHee, HIKHEE Mo — 110 20 MM.

4. BeipaBHMBaHUE TeKCTa — 10 mupuHe. KpacHas ctpoka odopmiisieTcs Ha OJHOM YPOBHE
Ha Bcex cTpaHunax pedepara. OTCTyn KpacHOU CTpoKH paBeH 1,25 cm.

5. lIpudTt ochoBHOTO TekcTa — Times New Roman. Pazmep — 14 m. I{Ber — 4depHBbIii.
HHuTtepBan Mexay CTpOKaMU — IOJyTOPHBIM.

6. Haspanus rJ1aB MPONUCHIBAIOTCS MOTY>KHUPHBIM (pa3mep — 16
1), TOA3ar0JIOBKHU TAaK)KE BBIACISAIOT KUPHBIM (pasmep — 14 1.). Eciu 3aronoBok pacnosoxeH
IO LIEHTPY CTPAHMIIBL, TOUKA B KOHIIE HE CTABHUTCS. 3aroJIOBOK He moauepkuBaercs. Hazpanus
pa3aeNoB U MOAPa3/IeOB MPOIMUCHIBAIOT 3arIaBHBIMU OyKBamMu. KaxIIblil CTPYKTYpHBIN SJIEMEHT
pedepaTa HaUMHAETCS C HOBOM CTPAHUIIBL.

7. Mexny Ha3BaHUEM TJIaBbl 1 OCHOBHBIM TEKCTOM HEOOXOIMM MHTEpBaI B 2,5 MyHKTA.
NHtepBan MexIy MOA3arojlOBKOM M TEKCTOM — 2 1. Mexay Ha3BaHUSIMH pPa3lielioB U
MOAPa3/IeI0B OCTABIISIIOT IBOMHON UHTEPBAIL.

8. Hymepanusi cTpaHull HAUMHAETCS ¢ TUTYJIBHOIO JINCTA, HO CaM TUTYJBHBIN JIUCT HE
Hymepyercs. Mcnonb3ytores apadekue nudpbl. CTpaHUIBI HYMEPYIOTCS B HUKHEM IPABOM YTITY
0e3 ToYeK.

9. [IpuMeuanus pacnojiaraloT Ha TOW JK€ CTpaHuUlle, TJe caenaHa cHocka. Llurarel
3aKIJII0Ya0TCA B CKOOKU. ABTOPCKasi MyHKTYaIUsl ¥ TpaMMaTHKa COXPaHsEeTCs.

10. TI'nmaBel HymepyroTcs pumckumu 1mppamu (I'maBa I, T'masa II), maparpadsr —
apabckumu (1.1, 1.2).

11. TuTynbHBIN JUCT — B BEpXHEH 4YaCTH YKa3bIBAIOT IMOJIHOE Ha3BaHUE YHUBEPCHUTETA.
Hwxe ykaspiBatloT Tum u Temy pabotel. Mcmonws3yror Oonbmoit kernb. [log Temol, cmpaba,
pa3MerarT nHpopmaluo 00 aBTOpe U HAYYHOM PyKOBOJUTENe. B HUXKHEH 4acTu MO MEHTPY —
Ha3BaHUE IOPOJIa U I'OJT HAIIMCAHUS.
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12. Comucoxk HCIMOJIb30BaHHBIX HMCTOYHUKOB JIOJDKEH (OPMUPOBATHCA B alipaBUTHOM
nopsiake 1o GamMWwIMd  aBTOPOB. Bce WCTOYHMKM HYMEPYIOTCS | paclojiaraiorcs B
ONpPENIETIEHHOM MOPSIKE:

- 3aKOHBI;

- nocraHoBieHus [IpaBurenscTBa;

- Ipyrasi HOpMaTUBHAas JOKYMEHTAIUS;

- CTATUCTUYECKUE JTAHHBIE;

- HAy4YHbIE MaTEepUaJbl;

- Ta3eThl ¥ )KypPHAJIbL;

- yUeOHUKH;

- DJIEKTPOHHBIE PECYPCHI.

BxitoueHHass B CIUCOK JIMTEpaTypa HYMEPYETCs CIUIOLIHBIM MOPSIKOM OT MEPBOTO 10
nocineAHero Ha3BaHus. [lo kaxaoMy JIMTepaTypHOMY HCTOYHHMKY YKa3blBaeTcs: aBTOp (WK
rpyIia aBTOPOB), MOJIHOE HAa3BaHWE KHUTH WM CTaThbU, MECTO U HaUMEHOBAHHUE W3/1aTEIbCTBA
(11 KHAT ¥ OpoOWIIOp), TOJ W3JAHMS; JUIS JKypHaJIbHBIX CTaTel yKa3blBaeTCs HaUMEHOBaHHUE
JKypHaJIa, ToJ] BeITycka U Homep. [1o cOopHUKaM TpyaoB (CTaTeil) yKa3pIBaeTCsl aBTOp CTaThH, €€
Ha3BaHME U Jjajiee Ha3BaHUE KHUTU (COOpHUKA) U €€ BBIXOJHbIE NaHHble. CChUIKM HAa MHTEPHET-
pecypcsl B pedepare mpaBuiibHO 0GOpMIISTh B COOTBeTCTBHH ¢ ykazanusmu [ OCT 7.82.

13. B npwioxkeHHsi pPEKOMEHIYeTCS BKJIIOYATh MaTepuaibl HIUIIOCTPATUBHOTO U
BCIIOMOTATEeNLHOTO XapakTrepa. B mpuioxeHwss MOryT OBITh TOMEIIEHBI: TaOIHIBl U
WUTIOCTpaluu 60Jb1I0ro (hopmara; HonodHUTENbHBIE pacueThl. Ha Bce mpuiiokeHus B TEKCTe
paboThl OMKHBI OBITH JaHBl CChUIKH. [IpHuioxkeHus pacronaraior B padote U 0003HAyYaIOT B
MOPSAJKE CChUIOK Ha HUX B Tekcre. [Ipunoskenus 0003HAUaIOT 3arjaBHBIMU OyKBaMU PYCCKOTO
andaBuTa, HauMHas C¢ A, 32 HCKIIOYEHHEM OYKB B, 3, 1, O, 4, b, bl, b. Hanpuwmep:
«IIpunoxenne b». Kaxmoe npwioxeHue B padoTe cleAyeT HAYUHATHP C HOBOTO JIMCTA
(cTpaHMIIBI) C yKa3aHWEM HaBEpXy IOCEpeaUuHE CTpaHUIlbl cioBa «lIpunoxeHue» M €ro
o0o3Havenus. [lpusoxkeHne AOMKHO MMETh 3arojioBOK, KOTOPBIA 3alMCBIBAIOT CUMMETPUYHO
TEKCTY C MPONMUCHON OYKBBI OTJICIIEHOM CTPOKOH.

Kpumepuu oyenounozo cpedcmea no pegpepamam (6ceco — 3 banna)

1. CooTBeTCTBUE CONIEpKAHUS 3asIBIICHHON Te€Me, OTCYTCTBHE B TEKCTE OTCTYILJIEHHH OT
tembl — 0,5 0amios;

2. JIoru4HOCTB W TIOCJIEIOBATEIFHOCTh B U3JIOKEHUH MaTtepuaia — 0,5 6amios;

3. CnocobHOCTh K paboTe ¢ IuTepaTypHbIMU HCTOUHUKaMu, HTEepHET-pecypcamu — 0,5
0aJoB;

4. CriocoOHOCTh K aHaIM3y MU 0000meHHI0 HWH(OPMAIMOHHOTO MaTepuana, CTEleHb
MOJTHOTHI 0030pa COCTOSHUS BOIPOCa, 000OCHOBAaHHOCTH BBIBOJIOB — 1 Oaiw;

5. IpaBuibHOCTH odopmiieHus (cooTBeTCTBHE CTaHIIAPTY, CTPYKTypHast
YIOPSIOYEHHOCTbD, CCHUIKH, ITUTATHI, TAOHIIBI U T.11.) — 0,5 Gamios.

5.2. Ouenounvie mamepuanvt 0na pyodexcHozo Kommponas. Pybescuviii xommpons
OCYILIECTBIIICTCS M0 00JIee WM MEHEE CaMOCTOSATENBHBIM pa3JieliaM — y4eOHBIM MOJYISIM Kypca
U TIPOBOJUTCS MO OKOHYAHUU H3Y4YEHMs] MaTepuasia MOAYJs B 3apaHee YCTaHOBJICHHOE BpeMsl.
PyOexHbIli KOHTPOJb TPOBOJUTCS C IENBI0 OINpENeleHUs KadecTBa YCBOSHUS MarepHaia
yueOHOro MoAayns B IeoM. B TeueHue cemecTpa MPOBOAUTCS MPU MAKUX KOHMPOIAbHBIX
Meponpuamus no 2paguxy.

B kauectBe QopMm pyOeKHOro KOHTPOJS MOXHO HCIOJIb30BaThb TECTUPOBAHUE
(MMCbMEHHOE WJIM KOMITBIOTEPHOE), TPOBEACHHE KOJUIOKBUYMa WM KOHTPOJBHBIX paboT.
Beimonnsemble paboThl JODKHBI XpaHUThCS Ha Kadedpe TeueHWH Yy4eOHOro rojma M IO
TpeOOBAaHUIO TIPEOCTABIATLCS B YIIpaBlIeHHE KOHTPOJS KadecTBa. Ha pyOekHbIE KOHTPOIJILHEIE
MEpPONpPUSTHS PEKOMEHJIyeTCS BBIHOCUTH BECh IMPOrPaMMHBIA Marepuai (Bce pasfenbl) Mo
JTUCIUTIMHE.
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5.2.1. Ouernounvie mamepuanvl 011 KOHMPOAbHOU PAOOMbL:

Ilepeuenb mem KOHMPOALHBIX pabom.:
1. JlokyMeHT Kak crocob (ukcanum ynpasiieH4eckoil HHQOpPMALUU U UHCTPYMEHT yIpPaBJICHHUS.
2. UndopmanronHas QyHKOHS JOKyMEHTAa KakK CpEICTBO 3amedariieHuss © XpaHeHUs
nHpopmanuu.
3. Ucropus pa3Butus nenonpousBoacTsa B Poccun.
4. DBomrouusl  JIEJONMPOM3BOJCTBA W OQPHUCHBIX TexHojoruid. Mcropust  cTaHOBIEHUS
JIeI0NpOn3BOICcTBA HA Pycu.
5. DTanbl KOMOBIOTEPUIALNU TPEATPUATHA OT NEPBBIX BHIUUCIUTENBHBIX LIEHTPOB, 10 CETEBOU
UHPPACTPYKTYPHI COBPEMEHHBIX KOPIIOPALUiA.
6. Ucropus pa3BuTusi 0UCHOTO MPOrpaMMHOTO obecreueHus. Pa3BuTue makera Mmporpamm
Microsoft Office, u ero BaxHeWMX KoMIOHeHTax. Haumbornee momynspHbIE HPOTrPaMMBI,
JOTIONHSAIONME O(pHUCHBI Habop mporpamm Microsoft, a Takke CBeIEHHUS O Iporpammax
KOHKYPEHTOB.
7. Ctpyktypa  mpeampusitési,  HUHQOpPMAlMOHHBIE  TOTOKM  BHYTPH  MPEIAIPUATHA.
JIOKyMEHTAI[MOHHOE YIPABICHHE MPEANPUITHEM
8. ndopmarmonnsie mOTOKH B OTAeIbHOM oduce. DyHkiuu oducHOro 000pymaOBaHMS,
o0ecreunBaroIero o(hucHbIe KOMMYHHUKAIIUH.
9. YHudukanus 10KyMEeHTOB, Y HUPHUITUPOBAHHBIC CHCTEMBI JJOKYMECHTAITHH.
10. CoBpeMeHHOE COCTOSIHUE HOpMaTHUBHO-MeToandeckoi 6asel JIOY (0630p).
11. Cranmaptuzanus B J€10MPOU3BOJICTBE.
12. Uctopus poccuiickoro repoa.
13. TpebGoBanus kK ’MOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
14. O6mepoccuiickue Kiaccu(puKkaTopbl Kak JOKYMEHTHI [0 CTaHIapTU3AIUH.
15. XapakrepucTuka OTAECIBHBIX TPYIIT OPraHU3aMOHHO-PACTIOPSAUTENbHBIX TOKYMEHTOB
16. OcoOeHHOCTH CO3/1aHuUs PUKA30B.
17. OOGpatenus rpaxaan, mpaBuiia paboTHI.
18. Xapakrepuctuku u pesrome. Oco0eHHOCTH 0()OPMIICHHS.
19. PexoMeHIaTeIbHOE TUCHEMO.
20. Kommepueckue nucrMma.
21. OcoOeHHOCTH SI3bIKA U CTUJIS CITYKEOHOTO JIOKYMEHTA.
22. Ucropust yHu(pUKALUU TEKCTOB CIYKEOHBIX THCEM.
23. DIEeKTpOHHOE COOOIICHNE — OCOOEHHOCTH SI3bIKA M CTHJIA.
24. Nndopmanmonnas (yHKIHUS JTOKYMEHTAa KakK CpEICTBO 3amedariieHus ¥ XPaHCHUs
uHpopmanuu.
25. CoumanpHas (QyHKUIUS JOKYMEHTa, €€ pOJib B IOBBIIMIEHUH MPaBOCO3HaHUs oOIiecTBa.l19.
KommyHukaTuBHas GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr UHPOpMaIIiH.
26. IlpaBoBasi (pyHKIMS IOKYMEHTa KaK CpPEICTBO YCTAHOBJICHHS MPABOOTHOIICHUH MEXITY
IOPUANYECKUMHU U GUZNYECKUMU JIULIAMHU.
27. OyHKUMS TOKYMEHTa B KQU€CTBE HCTOPUUYECKOTO UCTOUHHKA.
28. VnpapneHueckass (yHKIUS JOKYMEHTa B POJIM OCHOBHOI'O HHCTPYMEHTA JUJIsl PEIleHUs
aIMUHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABICHUSI.
29. Craructudeckas QyHKIUS JOKYMEHTA.
30. bnaHk JOKyMeHTa, HCTOpUS €ro pa3BUTHUA. bBIIaHKM COBPEMEHHBIX YIPaBICHYECKHX
JIOKYMEHTOB.
31. O6mee mnpencraBieHue 00 MHTepHETe Kak COBOKYMHOCTH MajblX M OOJBIIUX CETeH,
00BbeIMHEHHBIX 110 Bcemy Mupy. [Ipunnun agpecanuu B ['modansHoi Cetn.
32. O630p cepucoB HMurepuera (WWW). I'mneprekcT, S3bIK THIEPTEKCTOBOW pa3METKU
(HTML), mexanusm padotsl Web-cepsepa.
33. Bpaysep u naHHbIE O BCIIOMOTAaTEIbHBIX MporpaMmax ais pabotel B Web — HHrepHer -
NepeBOUMUKaX, CPEICTBAX aBTOHOMHOro mpocMmorpa Web-cTpanuu. MHCTpyMeHTHI co3naHus
Web-caiitoB. [Iporpammer it co3nanust Web-ctpanul, npencraBieHus TekctoB Ha Web-caiite
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34. XapakTepucTHKa 3aKOHOJIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO JIOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBJIeHUsI.

35. Poub ciyx0b1 JIOY B nesITENBHOCTA OpraHU3aIiy.

36. Opranuzanus paboyux MecT U YCIOBHH Tpyaa nepconana ciyxos JJOY.

37. Tonoxenue o cnyxoe I0OY. Ctpykrypa, GyHKIIHH, METOUKA pa3pabOTKH.

38. HomxHocTHast MHCTPYKIHs. OYHKIUH, CTPYKTYpa, METOAMKA Pa3padOTKH.

39. Opranu3anus T0KyMEHTO000pOTa, OCHOBHBIC HAIIPaBJICHUS COBEPIICHCTBOBAHUS.

40. OOBEKTHBHBIC U CYyObEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHTO000pOTA.

41. DNEeKTpOHHBIH JOKYMEHTOOOO0pOT. [IpoOiieMbl M IEPCIIEKTUBBI PAa3BUTHSL.

42. TlonmynsipHBIE CHCTEMBI 3JIEKTPOHHOTO JoKyMeHToobopoTa (CO ) B PD.

Memoouueckue pexomenoayuy no 8ublNOIHEHUI) KOHMPOIbHOU PAbOmbL

KonTposnpHble pabOTBl CTYAEHTHl BBINOJHAIOT s Oojiee MOJHOTO OCBOCHHUS
NpakTUYecKol dYactu Kypca. OHM WrpalOT CYIIECTBEHHYIO pOJb B  (OPMUPOBAHHUU
npo(eCcCHOHANBHBIX W MHCTPYMEHTAIBHBIX KomreTeHIui. KoHTponbHas paboTa cocTOMT H3
TPEX TCOPCTHUYCCKUX BOIIPOCOB. K BeImonHEHHIO KOHTpOHBHOﬁ paGOTBI CJICAyCT NOAXOOUTH
TBOpUeckH. KauecTBo ee olleHuBaeTCsl 10 TOMY, HACKOJIBKO MPABMIIBHO U CAMOCTOSTEIIHHO TaHBI
OTBCTbI Ha IOCTAaBJICHHBLIC BOIIPOCHI U B Kakoil CTEIEHH MCIOJb30BaHa PCKOMCHAOBAaHHAaA
auTepatypa. B oTBeTax Ha BOHPOCH KOHTPOJBHOW pabOTHl HEOOXOAMMO MOKa3aTh YMEHHE
aHaM3UpPOBaTh, CHCTEMATU3UPOBATh W 0000mIaTh W3ydyeHHBIH Matepuan. [lpu KoHTpose
CaMOCTOATENIFHONH pabOThl CTYIACHTOB MpENOAaBaTeNlb OPraHU3YeT CIUIOUIHYIO IPOBEPKY
KOHTPOJIbHBIX PabOT U UX BEIOOPOUYHOE 00CYKACHHUE.

Kpumepuu oyenounoco cpedcmsa no KonmpoavHvlM pabomam

[Ipenen AMTEILHOCTH KOHTPOJIA 45 MuH
[IpennaraemMoe KOJIMYECTBO 3aTaHUI 3
Kpurepuu OLIEHKH: COOTBETCTBHE | 10 3 OaLIOB

MpeIoiaracMbIM ~ OTBETaM;  IPABHIIBLHOE
HCITIOJIBb30BAHUC aJIFOpI/ITMa BBITITIOJIHCHU A
NENUCTBUM (METOIUKHU, TEXHOJIOTHH WU T.1.);
JIOTUKA  PACCYXKJEHUH; HEOPIUHAPHOCTH
MOJIX0J1a K PEIICHUIO

5.2.2. Ouenounvie mamepuansvl 014 KOJIJTOKBAYMA:

Bonpocul, ebiHocumbie HA KOJNOKBUYM.

a) ona_1-ou pelumunco80u moyKu

[Ipeamer u 00bEKT yueOHOM TUCIUIIIHHEI

[enum u 3amaun y4eOHOM TUCITUTIITAHBI

OCHOBHBIE KaT€rOpUU JEIONPOU3BOJICTBA U JOKYMEHTOBEACHUS
Kiacchl yripaBieHYeCKUX JOKYMEHTOB

Bunb! ynpaBieHUECKUX JOKYMEHTOB

YHudukanus u cTaHIapTU3aNKs YIIPaBICHYSCKUX JOKYMEHTOB
TunoBble CPOKU UCTIOTHEHUS YIIPABICHUYECKUX IOKYMEHTOB
Ocobernoct 0hOpMIICHHSI YITPABICHYECKUX JOKYMEHTOB

. FOpuanueckas 3HaUUMOCTh PEKBU3UTOB CITY)KEOHBIX JJOKYMEHTOB
10. 3amura KOMMEpUYECKOI TallHbI B IOKYMEHTAX

11. JIokyMeHTBI C 0COOBIMH OTMETKAMHU

12. TlonsiTue caykeOHON OTBETCTBEHHOCTH JOKHOCTHBIX JIMII IO Tporeaypam oQopMiIeHUs
JIOKYMEHTOB

13. Buabl OTBETCTBEHHOCTH 3a MOJIENIKY JOKYMEHTOB

14. Bunbl OTBETCTBEHHOCTH 32 XpaHEHHUE JOKYMEHTOB

OO N U AW
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15. Bumbl OTBETCTBEHHOCTH 32 OIIMOKH B IOKyMEHTaX
16. IIpaBoBbIe CiTy4an HACTYIUICHUS] OTBETCTBEHHOCTH IO CITY>KEOHBIM IOKYMEHTaM

0) Ons 2-0ti pellmuH2080t Mo4KU

Kaxkue cpeacrsa npeaHa3HaueHbl JUIsl COCTABJICHUS JOKYMEHTOB?

HazoBuTe Buabl 1 0COOEHHOCTH CPEJICTB XpaHEHUs, TOMCKa U Mepefadn JOKYMEHTOB
Kakwue Buzpl cpeictB 00pabOTKU JOKYMEHTOB BbI 3HaeTe?

HazoBuTe npuHIunbl paboThl pa3IMYHBIX BUAOB KOMMPOBATLHO-MHOXKUTEIHHONW TEXHUKH.
Pacckaxxute o0 cpeacrBax CBSI3M, KOTOpbIE HAXOAAT IPUMEHEHUE B COBPEMEHHOM
€JIONPOU3BOJICTBE

Pacckaxure 0 BO3SMOKHOCTSIX COBPEMEHHBIX NMEePCOHANBHBIX KoMIbioTepoB (1K)
HazoBute ocHoBHBIe 6510KHM [TK

UYro takoe nporpammuoe obecneuenue [1K?

. Jns gero mHeobxoguma apromatuzanus JJOY?

10. Kak ocymectBisgercs apromaruszanus JOY?

11. OcHOBHBIE MOJOKEHUS TOKYMEHTUPOBAHUS YIIPABICHYECKOUN AEATEIbHOCTH

12. HomeHknaTypa A€ B CpeiHEM U MAJIOM OU3Hece

13. JIOKyMEHTHpPOBAaHHE B CpEIHEM U MajloM On3HECE

14. Knacchl ¥ BUIbI YIPaBIEHYECKUX TOKYMEHTOB

15. IlpaBuna opopMieHUs yIPaBICHUISCKUX TOKYMEHTOB

16. KoHTpoJIb 32 HCIIOJIHEHUEM YIIPABIEHYECKUX TOKYMEHTOB

17. PexkBU3UTHI U CTATYChl YIIPABICHYECKUX IOKYMEHTOB

VP NOE LW~

8) 0114 3-ell pelimun2080U Mo4KU

PeKkBU3UTHI 37IEKTPOHHBIX JOKYMEHTOB

[IpaBuna opopmiieHHs SJTEKTPOHHBIX JTOKYMEHTOB

ABTOpPCTBO 3JIEKTPOHHBIX IOKYMEHTOB

Jlenonpon3BoACTBO ANEKTPOHHBIX TOKYMEHTOB

KOHTpoJIb 32 HCHIOJTHEHNEM AJIEKTPOHHBIX JOKYMEHTOB

UYro Takoe 371€KTPOHHBIA aAMUHUCTPATUBHBINA periaMeHT?

KakoBa posib 3JIeKTPOHHOTO IOKYMEHTOO0OpOTa B MPEAOCTAaBICHUH TOCYIaPCTBEHHBIX yCIYyT
rpaxxaaHam?

8. B uem cocTosT mpeuMyliecTBa 3JIEKTPOHHOTO apXyuBa?

9. KonduneHuuanbHble JOKYMEHTHI

10. dunaHCOBBIE TOKYMEHTHI

11. HamoroBsle JOKYMEHTHI

12. YupenurtenbHble TOKYMEHTHI

13. baHKOBCKHME JOKYMEHTBI

14. CoBpeMeHHbIE TpaBUJia COCTABICHUS JETOBBIX MTUCEM

15. OcoGennoctu paboThl cekpeTaps-pedepeHTa, MOMOIIHUKA PYKOBOJHUTENS, YUEHOTO
cekperapsi, IOMOILIHUKA JIeITyTaTa

16. Ksanudukanuonusie TpeO0BaHMS K TOMOIIHUKAM PyKOBOAUTENIEH

17. KonnernanpHble  JAOKYMEHTBI:  PEKBU3WUTHI, TNpaBwia  oQOpMIICHHS,  aBTOPCTBO,
JIEJI0NPOU3BOJCTBO, KOHTPOJIb UCIIOJIHEHUS

18. MudopmamoHHbIe TOKYMEHTbI: pEKBU3UTHI, TpaBHia 0POPMIICHHUS, OTBETCTBEHHOCTD

19. CnpaBoyHbIE TOKYMEHTBI: pEKBU3HTHI, IPaBUia OQPOPMIICHHSI, OTBETCTBEHHOCTD

20. Jlenonpou3BOACTBO MO0 HHPOPMAITMOHHO-CIIPABOYHBIM JIOKYMEHTaM

21. ApxuBHOE 00CTY>KHBaHHE JOKYMEHTOB Ha MPEINPHATHH

22. ApxuBHOE 00CITy)KMBaHUE IOKYyMEHTOB B ['ocynapcTBeHHOM apxuBe PD

23. IlpuHIMIIBI SKCIEPTU3BI JOKYMEHTOB Ha IIPEANIPUATHH U B [ 0Cy1apCTBEHHBIX apXnBax

Nk Wb =
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Memoouueckue pexomenoayuu K n0020moeKe K KOJJIOKGUYMY

[Ipy moAroTOBKE K KOJUIOKBUYMY CIEAYET, MPEXKAE BCETO, MPOCMOTPETH KOHCIIEKTHI
JIEKIMNA ¥ MPAKTUYECKUX 3aHATHUN U OTMETUTh B HUX MMEIOIIHECS BOMPOCH KOJUIOKBUYMA. Ecimn
KaKHe-TO BOIIPOCHI BBIHECEHBI NPENOAABATEIEM HA CaMOCTOSITEIIbHOE W3Y4YEHHE, CIEAYET
00paTuThes K y4eOHOU TUTEepaType, PEKOMEHIOBAHHOM MpeIoaBaTeIeM B KA4eCTBE UCTOYHUKA
CBCICHUI.

Kpumepuu oyenounoeo cpedocmsa no koniokeuymy
1) mpaBuiibHbBIE OTBETHI AaHbl Ha 75-100% Bompocos - (5-6 6amna);
2) mpaBWIbHBIE OTBETHI JaHbl Ha 51-75% Bompocos - (3-4 6amnna);
3) ecnu mpaBHIIbHBIE OTBETHI AaHbl Ha 26-50% Borpocos - (1-2 6amn);
4) mpaBUJIbHBIC OTBETHI IaHBI MEHEee ueM Ha 25% BKIt0UuTENbHO - (0 6aios).

5.2.3. Ouenounvie mamepuasnsl 0151 MEeCHOBbIX 3A0AHUIL:

Obpaszybl mecmogvix 3a0aHUll

1. YnpaBneHueckuil mpoIecc, BKIIIOYAOIMUN paboTy ¢ TOKyMEHTaMH, - 3TO:
a) IpeaMeT JOKYMEHTHPOBaHUS;

0) 0OBEKT JOKYMEHTHPOBAHMUS,

B) YaCTHOE JJOKYMEHTHPOBAHHUE.

2. Kakoe Ha3BaHMe NMesa JOKyMEHTAaLOHHAs HayKa, BO3HUKILAs B KOHIIE 19 Beka?
a) KHUT0-apXUBO-MY3€€BE/ICHUE;

0) bubnmoreko-onbIMorpado-apXuBOBEICHNUE;

B) JOKYMECHTAJIMCTHKA.

3. IOKyMEeHTOBEICHUE — ITO:

a) mporiecc pa3paboTKH, CO3IaHMs, YTBEPKIACHUS JOKYMEHTOB;

0) mporecc co3naHus, pa3pabOTKH, YTBEPXKACHUS, OTOOpA, 3KCIEPTU3BI, KIACCH(PHUKAINN
TOBapOB JUIS peau3allny;

B) MpOLIECC CO3JaHMs, pPa3pabOTKH, YTBEPXKICHUS, OTOOpa, KIACCUPUKAIMH, SKCHEPTHU3BI
JOKYMEHTOB JUTS peasn3aiiy GYHKIMHA yIpaBICHUS IPEAIPHITHEM.

4. JIokyMEHTHI pa3InyaroT M0 Ha3HAYCHHIO (BBIOCPUTE JIUIITHEE):
a) OpraHu3allOHHbIE;

0) MyJIbTUMETUHHEIE;

B) pacHopsiIUTEIIbHBIE;

I') HOpMaTUBHBIE.

5. FOpunuueckuii TOKyMEHT — 3TO:

a) MaTepHAIbHBIA 00BEKT, COEep KA HH(DOpMAIUIO B 3a)UKCUPOBAHHOM BHJIC U CIICIIHAIIBHO
npeIHa3HAYSHHBIN AJIs €€ Mepeadu BO BpEMEHHU U MPOCTPAHCTRE;

0) 3aKOHOJATENBHBIA aKT, COJAEPKAIUNA CHUCTEeMAaTU3UPOBAHHBIE HOPMBI KaKOW-THOO OTpaciw,
HECKOJIBKUX OTpPACIIEH;

B) JIOKYMEHT, YJOCTOBEPSIIONIUN C COOJIIOJICHHEM YCTaHOBJICHHONW (OpMBI M 00s3aTeIbHBIX
PEKBH3UTOB HMYIIECTBEHHBIE IpaBa, OCYIIECTBICHHWE WM Tiepeqadya KOTOPBIX BO3MOKHBI
TOJIBKO MIPH €r0 MPeIbsBICHUHY;

') MaTepUaIbHBIA HOCUTENh, OOPMIICHHBIN U COCTABJICHHBI B COOTBETCTBHH C TPEOOBaHUSIMU
JENCTBYIONIEro 3aKOHOAATEIbCTBA, CO3JAIONINM Y JIUI TpaBa U 00SI3aHHOCTH.

6. [IpoexT qoKymMeHTa — 3TO:
a) TOKYMEHT O(HIIUAILHOTO MPOUCXOXKICHHUS B OKOHYATEILHOW PENaKIUH, YAOCTOBEPEHHBIN
COOTBETCTBYIOLIIUM 00pa3oMm;
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0) PK3EeMIUTSAP TOKYMEHTA, SIBIISTFOIIUICS HCXOAHBIM MaTePHAIIOM TSI KOTTMPOBAHUS;
B) MPEJBApUTEIbHBIA BapUaHT JOKYMEHTA, IPEAHA3HAYEHHBIH I paCCMOTPEHMUS;
T') pYKOIIUCh JJOKYMEHTa

7.Kakum rpudom He TOMEUaroT, HeCyIrne HH(HOPMALIUIO ¢ OTPAHHYEHHBIM JOCTYIIOM:
a) «KonduaeHmumaibHO;

0) «Jly1g 0011Iero MOJIb30BaHU Y,

B) «KommMmepueckas TaiiHay;

r) «CexkpeTHO»

8. Kak MOXHO U3MEHUTH yCJIOBUS TPYAOBOr0O JOTOBOpa
a) MO COTJIAIIICHUIO 00OUX CTOPOH, B YCTHOM (popme;

0) B muCbMEHHOH (opMe, B OJHOCTOPOHHEM TOPSIIKE;

B) 110 COTJIANIEHUIO 000MX CTOPOH, B MUCBMEHHOU (hopMe;
T') B yCTHOH (hopMe, B OTHOCTOPOHHEM TOPSIIKE

9.Kak mpaBUIBHO 3aMHCHIBAIOTCS JIEHb, MECSI] U TOJl POXKIACHUS BIaJeiblla TPYIAOBON KHIKKU
cornacHo MHaCTpyKImu (1. 2.3):

a)25.04.71 r.;

06) 25 mas 71 1.

B) 25.04.1971 r.

10.Yto 13 nmepevyrcIeHHOr0 He OTHOCUTCS K (DYHKIITMOHAILHBIM 3aJ1auaM cekpeTraps-pedepenra:
a) JIeToBasi epenucKa U COCTaBJIEHUE JOTOBOPOB;

0) opraHu3aIys BbICTABOK M BCTPEY C KJIUEHTAMHU;

B) IPOBEACHNE BHYTPUKOPIIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

11.Kak Ha3bIBaeTCs TOKYMEHT, KOTOPBIA MOJATBEPKAACT YCTAHOBIICHHBIE (DAKThI, COOBITUS WU
JEUCTBUS:

a) CTIpaBKa;

0) cmyxeOHas 3armcka;

B) aKT

12.Kakoii u3 JOKYMEHTOB pEraMEHTHPYET A TENbHOCTh JOJKHOCTHOTO JINLA!

a) JOJPKHOCTHAsI HHCTPYKIIHS,

0) mosioxkeHue 00 oTene;

B) IIpUKa3

13. DkcnepTHU3a IEHHOCTH TOKYMEHTA - 3TO:

a) CUCTEMaTU3UPOBAHHBII CIIMCOK BUIOB M KATErOPUH JOKYMEHTOB, COJIEPKAIUi HOPMATUBHBIE
yKa3aHHs O CPOKAX MX XPAHEHUS;

6) oTOOp JOKYMEHTOB Ha TOCYJapCTBEHHOE XPAHEHHE WM YCTAaHOBJIEHHUE CPOKOB UX XPaHEHHs
Ha OCHOBE NMPUHSATHIX KPUTEPHUEB

14. MOXHO 1 B apXWBE XpaHUTh HHOOPMAITUIO B SJIEKTPOHHOM BHUJIC:
a) na;

0) HeT;

B) MaJIOBEPOSITHO

15. ApxuB, XpaHsuui TOKYMEHTBHI BCEX OpTraHU3aluii, OTHECEHHBIX K ONMPEACICHHON OTpaciu,
BCEX YPOBHEW IOJYMHEHHOCTHM M HE3aBUCUMO OT HUX TEPPUTOPUAIBHOIO PaCIOJIOKEHUS
Ha3bIBACTCS:

a) apxXuB OpraHa BjacTu cyobekToB Pd;

0) apXuB OpraHU3AINH;

B) LICHTPAJIbHBIN OTPaCiIEBON apXUB
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Memoouueckue pexomenoayuu K mecmuposanuio

TecTel — 3TO BOIPOCHI WM 3aJaHusl, IPELYCMaTPUBAIOIIME KOHKPETHBIM, KpPAaTKUH,
YETKUH OTBET HA UMEIOIIHNECS ITAIOHBI OTBETOB.

ITpu camMOCTOATENEHON MOATOTOBKE K TECTUPOBAHUIO CTYIEHTY HEOOXOIUMO:

1. TotoBsick Kk TecTHpOBaHUIO, MpopaboTaTh WH(POPMAIMOHHBIN MaTepuag 0
TUCLUUIUIMHE, TIOJIyYUTh KOHCYJIBTALMIO TIpenojaBareist IO BONPOCY BBIOOpa y4ueOHOM
JUTEPaATypPhL;

2. BBISICHUTB BCe YCIIOBHSI TECTHPOBAHUS 3apaHee: CKOJIBKO TECTOB OyIET MPEeAIOkKEHO;
CKOJIbKO BPEMEHH OTBOAMUTCS HA TECTUPOBAHME; KAKOBA CHCTEMA OLIEHKH PE3yJIbTaTOB U T.1.

3. Ilpu pabote ¢ Tectamu, HEOOXOAUMO BHUMATEIBHO M JIO KOHIIA IPOYUTATh BOMPOC U
npeayiaracMble BapUaHTBl OTBETOB. BBIOpaTh NpaBUiibHBIE (MX MOXKET OBITh HECKOJhKO). Ha
OTJENFHOM JIMCTKE OTBETOB BBINHCATh IUQpPYy BOmpoca U OYKBBI, COOTBETCTBYIOIINE
MPABUJIBHBIM OTBETaM;

4. B mpouecce peleHus XKeJlaTelbHO MPUMEHATh HECKOJIBKO IOAXOA0B B PELICHUH
3aJaHus. ODTO TO3BOJIIET MAaKCHUMaJbHO THOKO OINEpUPOBATH METOJAMU PEIICHUs, HaXOJs
KQ)K]IbII pa3 ONITUMAJIbHBIN BAPUAHT;

5. Ecnu BecTpeTwiicsl TPYIHBIA BOMPOC, HE CIEAYET TPAaTUTh MHOTO BPEMEHU Ha HETO,
Jyd4llle IEPEUTH K IPYTUM TECTaM M BEPHYTHCS K TPYTHOMY BOIIPOCY B KOHIIE.

6. OOs3aTebHO CIIENYET OCTaBUTh BpPEMs IS MPOBEPKH OTBETOB, YTOOBI M30EKATh
MEXaHHYECKUX OLTHOOK.

Kpumepuu OYCHUBAHUA MeCcnlO6blX cpe()cme

[Ipenen IUTENBHOCTH KOHTPOJIS 30 muH

[Ipennaraemoe KOJIMYECTBO 3aJaHUM U3 20-25 TeCTOBBIX 3aJaHUI
OJIHOTO KOHTPOJIMPYEMOTO TI0Ipasiesna

Kpurepuu onieHkn

«4 Oamnay, ecinu 76-100%
«3 Gamnay, eciu 51-75%
«2 Oamay, ecinu 26-50%
«1 Gamn», eciu 11-25%
«0 GamIoBy», ecinu 0-10%

5.3. Oyenounvie mamepuanvt 011 npomedxcymounou ammecmayuu. Ilenvio
NPOMEJCYMOUHLIX ammecmayuti 1O JUCLUUIIIMHE SBJISETCS OLIEHKa KadecTBa OCBOEHUS
JTUCIUIUIMHBI 00YYarOIIUMHUCH.

[TpomexxyTouHasi arrecTanus TIpenHa3HauyeHa s OOBEKTHBHOTO TOATBEPXKICHUS U
OLICHUBAHMSI IOCTUTHYTHIX PE3yJIbTaTOB OOyUYEHUS IMOCIIE 3aBEPUICHUS] U3yUEHUS AUCLIUILTHHBL
OcymiecTBisieTcss B KOHIIE CeMecTpa M TPEACTaBIIseT COOOH HTOTOBYIO OLIEHKY 3HAHUH IO
mucruminie «OducHbIe TEXHOIOTHUHN B ASTONPOU3BOICTBE) B BUE MTPOBEICHUS 3a4eTa.

[TpomexyTouHasi aTrTecTalusi MOXKET MPOBOAUTHCS B YCTHOM, MUCHBMEHHOW (opme, U B
dbopme TecTupoBanus. Ha mpoMexxyToOUHYIO aTTeCTaiio OTBOAUTCS 10 25 OalIoB.

5.3.1. Cniucoxk BONPOCOB K 3a4eTy

1. TIIpaBoBoii, ynpaBieHUECKUH, HICTOPUYECKHI 1 MHPOPMALMOHHBIA acTeKThl B OMpPEACICHUN
JIOKYMEHTA.

2. B3auMocBs3b NOHATHH «IOKYMEHT» U «MH(pOpManusy». Buas unpopmarum.

3. JIOKyMEHT Kak crmocod Qukcanuu yopaBiIeHYECKOH WHHOPMAIIMM ¥ HWHCTPYMEHT
YIpaBJICHHUS.

4. ABTOMAaTH3MpPOBAaHHOE JIOKYMEHTHPOBAHHUE;, TMOHATHUS:  <QJIEKTPOHHBIM  JTOKYMEHT»,
«BUCOTPaAMMay, «IOKYMEHT Ha MAIlIMHHOM HOCHUTEJIE.

5. DOBoromus  JIETOTPOU3BOJICTBA W O(PHUCHBIX TeXHOJOTWi. VcTopus cTaHOBIEHUS
JIeTOnpon3BoIcTBA HAa Pycu
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6. Hcropust pa3ButHs 0pHUCHOTO MPOrpaMMHOro oOecrieueHus. Pa3BuTue makera mporpamm
Microsoft Office, u ero BaxHeWIMX KOMIOHeHTax. Haumbonee momynspHbIE TPOTrpaMMBI,
JOTIONHAIONKME O(pHUCHBI Habop mporpamm Microsoft, a Takke CBeIEHHUS O Iporpammax
KOHKYPEHTOB

7. CoBpeMeHHbIE CUCTEMBbI OOMeHa nH(popMaliel 1 0CHOB HHGOPMAITMOHHON O€30MaCHOCTH.
8. Kpunrorpaduueckas 3ammra uHpopmauuu. Ludpossie ceprudurarsl, MexaHu3M pabOTHI
AJIEKTPOHHOM U(PPOBON TTOATIHCH.

9. Cnoco0bl nocTHXeHus: KoHQHUAESHIMaTbHOH 1 Oe3omacHoi pabotel B Web. YcrpoiicTsa,
KOHTPOJIMPYIOIIKE AOCTYN K 3JEKTPOHHBIM XpaHWINIIAM MH(GOpMalnu (TOKEHbI, CMapTKapThI).
buomeTrpuueckue cpeacTBa KOHTPOJIS AOCTYIIA.

10. Mudopmaius 0 KOMIBIOTEPHBIX BUpPYCaX U JPYrUX BPEIOHOCHBIX MPOTrpamMmax, CPeiICcTBO
060pbOBI C HUMU — aHTUBHPYCHI U MEKCETEBBIE SKPAHbI.

11. TTonsTHE OPUAMYECKON CUIIBI JOKyMeHTa. CrocoObl MpUAaHUS TOKYMEHTY FOPHUINYECKON
CHJIBI.

12. O6mee mnpencraBieHne o0 MHTepHETe KaK COBOKYIMHOCTH MajblX U OONBIIMX CETEH,
00BbEeTMHEHHBIX 10 Bcemy Mupy. [Ipunimn agpecanuu B ['nobansHoit Certn.

13. HopmaTHBHO-METOIWYECKHE aKThl, OMPEACISIONMNE TOPSIOK CO37AaHUS U OQOopMIICHUS
JIOKYMEHTOB.

14. TpebGoBaHMs K COCTABJICHHUIO U 0(OPMIICHHUIO OPTaHU3AIIMOHHBIX TOKYMEHTOB.

15. TpebGoBaHus K COCTaBICHUIO U O(POPMIICHHIO PaCTIOPAIUTEIbHBIX JJOKYMEHTOB.

9. Ha3znmauenme wu kjaccuduKanus CHPaBOYHO-WHPOPMAIIMOHHOW  JTOKYMEHTAallUH B
YIPaBIEHUYECKON AESITEIbHOCTH.

10. MHCTpYKIMSA MO AOKYMEHTAIIMOHHOMY OOECIIEUEHUIO YMPAaBJICHUS (IEIOMPOU3BOJICTBY) -
OCHOBHOI HOPMAaTHUBHBIM aKT MO PEerIaMEHTallu OpraHu3aluy u Texuosnoruu J10VY.

11. OpraauzanuonHbie GOpMBI  JIEIONPOU3BOJACTBA. WX 3aBUCHMOCTh OT cHenuukd u
OpPraHU3AIMOHHOU CTPYKTYPhI YUPEKICHUS.

12. Ilenb, ocHOBHBIE 3a71a49u B PYHKIIUU Cy)KOb1 JJOY.

13. Peructpauusi kak coctaBHas 4acTb TexHojoruu JIOY, menu u NpUHLMIBL PErUCTpalUU
JIOKYMEHTOB. MecTa perucTpaunu J0KyMEHTOB.

14. 3nauenue U BUAbI KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB.

15. Tlonsitue genonpousBoacTBa. JJokymentupoBanue. Opranusaius padboThl ¢ TOKYMEHTaMHU.
16. 3HaueHne JOKYMEHTOB B ypaBieHuHU. [lonaTue nokymenTa. @yHKIIUU TOKYMEHTA.

17. TloHdaTMEe HOPMATUBHO-METOJIUYECKON OCHOBBI JI€JIONPOM3BOACTBA. BHAbI HOPMATHUBHBIX
JOKYMEHTOB. MIHCTpYKIMS 110 AETONPOU3BOACTBY OPraHU3alUH.

18. TTonsiTe kmaccuukanuy JOKyMEHTOB, BUABI KJIacCU(DUKAIINH.

19. DneKTpOHHBII JOKYMEHTOOOOPOT, MPEUMYILIECTBA U HEIOCTATKH.

20. Tlonsatue u BUIBI YHUPHUIMPOBAHHBIX CHCTEM JOKYMEHTAlMH, Tabeab YHU(UIIMPOBAHHBIX
¢dbopM TOKYMEHTOB.

21. CocraB peKBU3HTOB JJOKYMEHTOB, IIPaBUIa UX OQOPMIICHHUS.

22. TloHsATre 0 0COOEHHOCTH S3bIKA CITYKEOHBIX JOKYMEHTOB.

23. Tlonstue OmaHkKa MOKyMeHTa. Buabpl W pEeKBH3WUTHI OJIAaHKOB. BapuwaHTBI pacrionoxeHus
PEKBU3UTOB.

24. ®opmyisip - oOpaser] JOKyMEHTa.

25. OcHOBHbIE BU/bI YCTABOB U MIpaBUjia UX COCTaBJICHUSI.

26. OCHOBHBIE BH/IbI MTOJIO)KEHU U MPABUIIA UX COCTABICHUS.

27. OcHOBHBbIE BUIbI MHCTpYKIMi. [IpaBuia ux cocraBieHus.

28. JomKkHOCTHAs MHCTPYKIMS, PaBUjIa COCTaBICHHUS.

29. Ilonarue npukasa. [IpaBuna cocraBieHus.

30. [TousTue pacnopsixenus. [IpaBuna coctaBieHusl.

31. IlonsaTue pemenus. [IpaBuia cocraBineHus.

32. [lonstue nmpotokona. [IpaBuna coctaBieHusl.

33. Buap! aktoB. [IpaBuna cocraBieHusl.
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34. OcHoBHBIE BUIBI TTHCEM. [TpaBuiia NX cocTaBiIeHUS.

35. IlonaTue NOKIAIHOM, CITY)KeOHON M 0OBSICHUTEIBHOM 3aIMCOK, paBiia UX 0(hOPMIICHUS.

36. Buasl cipaBok, MpaBuiia COCTaBICHUS.

37. IlonaTue KOHTpaKTa, TpeOOBaHUS K KOHTPAKTY, MpaBuiia 0hOpMIICHUS.

38. [loHsiTHE MOBEPEHHOCTH, MPaBUIa COCTaBICHUS.

39. IlonATue npuKasza 1no JHYHOMY COCTaBY, IPaBUJIa COCTABICHHS.

40. [TonsiTHE MITATHOTO PAaCIUCAHMS, TPABHIIA COCTABJICHUS.

41. ITonsiTHE TPYIOBOTO AOTOBOpa, TPeOOBAHUE K TPYAOBOMY JI0TOBOPY, MPABUIIA COCTABICHUS.
42. IlonsiTve TUYHON KapTOUKH, TPABUJIA COCTABJICHUS.

43. TlpaBo rpaxaaH Ha oOpamieHuss U >kanoObl. Buapl oOpamieHuil U MopsgoK padoOThl C
oOpaIeHus MU TPaK/IaH.

44. Opranuzanus paboTsl ¢ JoKyMeHTaMu. JJIokyMeHT0060poT. OCHOBHBIE TPYIIIBI JOKYMEHTOB
Y TIPUHLHUIT paOOTHI C HUMHU.

45. Bxoasuye JOKYMEHTBI, 3Tarbl 00pab0OTKH U MOPSIIOK pabOThI C HUMHU.

46. Ucxopsmue TOKYMEHTHI, 3Tarbl 00paOOTKH U MOPSI0K PabOThI C HUMH.

47. BHyTpeHHHE JOKYMEHTBHI, 3Talbl U MOPSA0K PabOThI C HUMHU.

48. TIlonstue peructpaiuu JOKyMeHTOB. @DopMbl W BUIBI perucrpanuu. ['pymnmnsl
PETUCTPUPYEMBIX U CIIUCOK HEPETUCTPUPYEMBIX JOKYMEHTOB.

49. Lenp u copepkaHWe KOHTPOJS HCIOIHEHHUS JOKYMEHTOB, CPOKM U MOPSAOK MPOBEIEHUs
KOHTPOJISI UCTIOTHEHUS JJOKYMEHTOB.

50. IloHATHE HOMEHKIATYPHI JA€J; BUJbI, COJIEP)KAHUE U MOPSJIOK COCTABIEHUS HOMEHKIIATYPHI
Jell.

51. Iopsnok popmupoBanus 1 paBuiaa oPopMICHUS JEI.

52. Ilonarue KOH(UICHINAIBHOCTH TOKYMEHTOB U TPaBUIa pabOThI C HUMHU.

Memoouueckue pekomendayuu no nod2omoske u_npoyeoype oCcyulecmenenus KOHmpoJis
BbINOIHEHUS

[TogroroBka K 3a4eTy NPOM3BOAUTCS IMOCIENOBATENbHO, C YYETOM KOHTPOJIBHBIX
BOITPOCOB, pa3pab0oTaHHBIX BEAYIINM IpenoaBareneM kadeapsl. Onpenaensercss MecTo Kakaoro
KOHTPOJILHOTO BOINPOCAa B COOTBETCTBYIOLIEM pa3zeiie TEMbl, U3y4alOTCs PEKOMEHIOBAaHHBIC
HaydHbIe pPAa0OTHI, COOTBETCTBYIOUIME pa3/ieibl PEKOMEHJOBAaHHBIX y4eOHHKOB. Ilpm sTOM
MI0JIE3HO JeJaTh KPaTKHe BBIMUCKU U 3aMETKH.

Jnst oGecrieueHns MOTHOTH OTBETa Ha KOHTPOJIBHBIE BOIPOCH! U JIYYIIETO 3aIIOMUHAHHS
TEOPETUYECKOr0 MaTepuaa peKOMEH/IyeTCsl COCTaBIATh IJIaH OTBETA HA KOHTPOJBHBINA BOIPOC.
OTO MO3BOJMUT COKOHOMHTBH BpEeMs JUIS MOATOTOBKM HETIOCPEICTBEHHO IEpe/ 3a4eTOM 3a CUeT
oOpalIeHus He K TUTeparype, a K CBOMM 3aIUCSIM.

[Tpn moaroroBke HEOOXOMMO BBISBIISATH HANOOJIEE CIOXKHBIC, TUCKYCCHOHHBIE BOIPOCHI,
C TeM, 4TOObI OOCYAUTH UX C MpEeroAaBaTesieM Ha 0030PHBIX JIEKIUAX U KOHCYNIbTalusIx. Hemb3s
OTPaHMYMBATH TOATOTOBKY K 3a4eTy MPOCTHIM IIOBTOPEHHEM H3YyYEHHOTO Marepuaa.
Heo6xoaumo yriayOuTh M paclIMpUTh paHee MPUOOPETEHHbIC 3HAHMS 33 CUET HOBBIX HJEH H
IIOJIO’KEHUH.

5.3.2. KoHTpoJibHbIE 3a1aHUS

L]ens KOHTPOJIBHBIX 3aJaHUN: (HOPMUPOBAHHME MTPAKTUYECKUX HABBIKOB JTOKYMEHTAIBLHOTO
oopMIIeHHs pELIeHUH B YIpPABICHUM HPEANPUHUMATEIBCKON JESITEIbHOCThIO OpraHU3alUU.
3adauu KOHTPONBHBIX 3aJaHHUN: 3aKpEIUIEHHE TEOPETHYECKUX 3HAHUM O CYIIHOCTH O0a30BBIX
KaTeropui Jea0nponu3BOACTBa; (POpMUPOBaHHE MPAKTUYECKUX HABBIKOB Pa0OThI C HOPMATHUBHO-
npaBoBoi 0a30il, perynmupyrouieii BONPOCH JOKYMEHTAI[MOHHOTO OO0ECIeYeHUsl YHpaBICHUs
O6usHecoM; (OPMHPOBAHHE HABBIKOB OCYLIECTBIEHHS NPOLEIYpbl CO3IAHUSA, WUCIOIHEHUS U
XpaHEHHs TOKyMEHTOB; ()OPMHUPOBAHUE HABBIKOB BEICHHUS JICIIOBOU MEPENUCKU; (POpMUpPOBaHUE
HaBBIKOB JIOKYMEHTUPOBAHMsI YNPABIEHYECKOH MAEATEIIBHOCTU C Y4E€TOM CHEUM(DPHUKH CUCTEM
JOKYMEHTALUU.
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KoHntposnbHoe 3ananue 1

OdopmuTte 1e10BOE TUCHMO.

PexBu3uter s opopmienus Onanka: AO «Crapt». IlouroBerii agpec: 115218, T.
Mocksa, yn. Hosas, 28, tenedon (095) 123-45-89, dakc 231-56-78, e-mail: dir@start.msk.ru,
p/cu. 45687912304837500096.

KontponbHoe 3aganue 2

Odopmure 3asBKy.

Hupexkrop AO «Crapt» O.H. HekpacoB HampaBiseT 3asiBKy Ha y4acTHE B BECEHHEU
SKCIO3UIMU TUPEKTOPY BHICTABOYHOTO IIEHTpa «IDkcno-busznec» r-uy CtpaxoBy FO.B. u mpocut
3aKJIIOYUTh TPEANPUATHE B YHUCIO YYAaCTHUKOB BbICTaBKUM. K mHCbMy mnpuiaraercss IUIaH
3KCIo3uImu Ha 3 J1. B 2 3k3. [louToBsIil agpec BrictaBounoro nentpa «kcno-busnec»: 110020,
r. Mocksa, yn. Boctpsikosa, 118

KontponbHoe 3ananue 3
OdopmuTe IpOTOKOJI 3aceIaHusl.
IIporokon. 12.05.00. r. MockBa. 3acegaHne HAy4YHO-TEXHUYECKOM KOMHUCCHM  TIO
OOIIETEXHUYECKUM U OpraHU3allMOHHO-MeToAnYecknuM cranaapram. llpeacenarens I1.B.
Mengenes, cekpetapb U.B. Antommuna. [IpucyrcrBoBanu 9 denosexk.
[ToBecTka nHs:
I. O nmpoekte rocygapcTBEHHOTo crTaHaaprta «EnuHas cucremMa TEXHOJIOTHYECKOU
JOKYMEHTAIMHU. Y4eT IPUMEHSIEMOCTH TeXHOoJorndeckoi ocHacTkuy. (JJoknax uiena HTK B.M.
Ocwuriosa).
2. O mpoekTe TrocynapcTBEHHOro cranaapra «MHKpopOTOKOUpoBaHHe. TepMUHBI U
onpenenenus». (Joxnax unena HTK A.Jl. Jlopodeenra).
1. CJIIYIIAJIN: B.M. Ocunosa — noxnan npunaraercsa. [IOCTAHOBWJIN:
1) IlIpoexT cTanmapTa yTBEpAUTH
2) VYcTaHOBUTH CPOK BBEJIEHUS cTaHaapTa B aeiicteue ¢ 1 suBapsa 2002 r.
3) KoHTposb 3a BBeIeHHEM CTaHapTa BO3JIOKUTH Ha YTpaBieHue ['occtangapra.
2. CIYUIAJIA: A.A. Jopodees — noknaxa npunaraetcs. IOCTAHOBUIIN:
1) IlIpoexT ctanmapTa yTBEpAUTH
2) VYcraHOBUTH CPOK BBEJIEHUS cTaHaapTa B aeiicteue ¢ 1 suBapsa 2002 r.
3) KonTposib 3a BBeiecHHEM cTaHAapTa BO3JIOKUTh Ha YTIpaBieHue ['occranmapra.
4) [Ipeacenarens [1.B. Mensenes. Cexperaps 1.B. Anrommna

KonTponbHoe 3ananue 4

Horapuycom I'ankuasiM HM.M. npu cocCTaBlIeHMM CTaTUCTUYECKOIO OTYETa CBOEH
NEeSITEIbHOCTH ObUIM OOHapy)KeHbl OHIMOKHM B HyMepallud HOTapUalbHBIX JCHCTBUIl B peecTpe
JUISL PErUCTpaliy HOTAPUAIBHBIX JEUCTBUM. JIJIs1 yCTaHOBIEHUs IPAaBUIBHONM HYyMEpaLUH
pEerucTpanyy HOTAapUaJbHBIX JACWCTBUII HOTApUyC HWCHOpPaBWI HANUCAaHHbIE IUPpPHl Ha
IIPaBUJIbHBIE.

ITpaBunbHO 1 moctynui Hotapuyc? Kakum 0o0pa3oM MOTyT ObITh UCIIpaBIIEHbl OLIMOKH
TEXHUUYECKOT'0 XapaKTepa B peecTpe sl perucTpallui HOTapUaIbHbIX AEUCTBUNA?

KoHTtposbHOE 3a1anue 5

Kakne 10KyMEHTHI JOJKHBI OBITH MPHIIOKEHBI K ICKOBOMY 3asIBJICHUIO:

a) 0 BOCCTAHOBJIEHHWHU Ha paboTe JIMIIa, YBOJIEHHOI'O IO COKPAILIEHUIO IITaTa;

0) o Bo3MeleHNH yiiepOa, MPUYNHEHHOTO MOBPEXKACHUEM 3I0POBbsS pAaOOTHHUKY B CBSI3U
C HCTIOJHEHHEM UM TPYAOBBIX 00s13aHHOCTEH;

B) O JIMIIICHUU POJIUTEILCKUX IPAB;

r') 00 YCTaHOBJIEHUU OTIIOBCTBA;

1) 0 B3BICKAaHUH aJTMMEHTOB Ha COJIEepKaHHe JAeTei

KoHTtponbHoe 3a1anue 6
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CocraBpTe mpuMepHbI noroBOp TocTaBku ToBapa OOO «Toproeeii Jlom "KyOGanp'»
UHAMBUAYyaJIbHOMY  npeanpunHumarento  Jlykomenko Hukonaro  Bacuneesnuy (MHH
230800176150). Jlata rocymapCTBEHHON PETHCTPAllUM MPEANTPUHUMATEIHCKON JEATETbHOCTH —
24.01.2007 (cBugerenscTBO O peructpanuu Ne 906544). Anpec peructpanuu (10 MeECTY
)utenscTBa) — 350000, r. Kpacronap, yn. Bumnskosoid, 2/2. [IpeameT moroBopa: cyxoe MOJIOKO
B konnuecTBe 10 T. Llena ToBapa onpeaensercs no Bamemy yeMoTpeHuio.

PexBuszuter mpogasia: OOO «Toproseiii Jlom "Kyb6ans'"», 350040, r. KpacHonmap, yi.
Cee3nena, 86/1, MNHH 2309044072/KIII1T 230901001, pacyeTHBIH cUeT
40702810610020010323, xkopcuer 30101810100000000796, BUK 040349796 B KpacHonapckom
¢mmane AKb «Pocbank» 1. KpacHogap. OKOHX 71100, 71200. OKIIO 47459473. Qupextop
00O «Toprogsrii [Jom "Kybanp"» - CamymiioB M6parum CaydacoBud.

Henocratoniye pekBU3UTHI BHECUTE CAMOCTOSATEIBHO.

KonTponbHoe 3aganue 7

CocraBbre mpuka3 1mo I[TAO «Kyb6anbArponpoaykr» o0 YTBEpXIEHUU WHCTPYKLIHHU TI0
JEJIONPOU3BOJACTBY Ha IPENIPHUATHH. B KOHCTaTUPYIONIEH 4aCTH yKaKUTE, YTO B COOTBETCTBUNU
C TUIIOBOM HMHCTPYKLMEH IO IEJIONPOU3BOJCTBY B MHUHMCTEPCTBAX, BEAOMCTBaxX Poccuiickoin
®enepanun, yrBepxkaeHHOU pacnopsikeHueM [IpasutenscrBa PO Ne 1118-p, 'OCT 7.097-2016
U KaHIeIspuel mpeanpusaTis pa3paboTaHbl MOPAIOK MPOXOXKIACHUS JOKYMEHTOB M CTaHIApThI
Ha OPraHNU3allMOHHO-PACIIOPSAUTENBHYIO JOKYMEHTALUIO.

B pacnopsaauTenbHONM YacTM YTBEPAMTE MHCTPYKIMIO W TMOPYYUTE 3aBENyHOLIEH
karnenspueir (MBanosoit JI.C.) oOecreyuTh METOIWYECKOE PYKOBOJCTBO OpraHM3aIiden
JIeNIOTIPOU3BOJICTBA HAa TMPENNPUATHH M YCTAaHOBUTH KOHTPOJb MCIOJHEHUS TpeOOBaHUIA
MHCTPYKLHUH.

KonrtponbHoe 3aanue 8

CocraBpre npuka3 mo OO0 «Kamurtam» 00 uTorax peBH3uU MO MpoBepKe (PUHAHCOBOTO
yueTa. B KoOHCTaTupyromel dYacTH yKakHTe, YTO peBHU3HMEW OOHapy>keHbl (akThl TIpyOoro
HapymeHus: (GUHAHCOBOTO ydYeTa, MOJTHOE OTCYTCTBHE KYpHAIa yueTa JOBEPEHHOCTEH.

KontponbHoe 3aganue 9

CocraBpTe crnpaBKy O noxonax (3apaborHoit turare) 3a 2017 r. MBanoBoit TaThsiHbI
Hukonaesnsl, 3anumaromeii 1okHocTh Kaccupa B OO0 «Maes» ¢ 01.04.2012 u no Hacrosiee
Bpems. Pa3mep [OOMKHOCTHOTO OKJIaga M HEJOCTAIOIIME DPEKBU3HUTHI JIOKYMEHTa BHECHUTE
CaMOCTOSITENIBHO.

KonTpoarHOe 3amanue 10

CocraBbTe MPOTOKOJ BHEOUEPEAHOTO 3acenanus copera nupekropoB OO0 «DopryHay,
npoxoauBiiero 25 mas 2018 r. IloBecTka aHS: yBETWYCHHE YCTaBHOTO KamuTaia oOIIecTBa.
IIpencenarens xomuccun — TynukoB C.M., cekperapp — MBamkuna M.II. ITpucyrcrBoBanu:
Huxonaes C.II., CumopoB M.C. Henocraonme pekBU3UTHI JTOKYMEHTa BHECHUTE
CaMOCTOSTEIIBHO.

Memoouueckue pekomenoayuu no no020mosKe u npoyedype oCcyulecmeaieHus KOHmpoJis
BbINOJIHEHUS

CryneHTy HEOOXOOUMO H3Y4YHTh MPEUIOKEHHYIO IperojaBaTesieM JIUTepaTypy H
XapaKTepUCTUKY YCJIOBUHM 3ajaud, BbIOpaTh ONTHUMAaNIbHBIN BapuaHT (10A00paTh U3BECTHBHIE U
CTaHJapTHBIE AJTOPUTMBbl ACWCTBHS) WIM BAapUAHTBl DPA3PELICHUS] KOHTPOJBHBIX 3aJaHMM.
Pemenne kax10ro KOHTPOJIBHOTO 33/1aHUSI JOJKHO 3aKAHUYMBATHCS BBIBOJOM, B KOTOPOM JAeTCs
OLIEHKA IOJIy4YeHHBIX pe3yabTaToB. KOHTpoIbHOE 3a7aHne He00X0AUMO aKKypaTHO OOPMHTD U
cIaTh HAa KOHTPOJIb IPEMOABATENIO 10 UCTEYEHUU BPEMEHH, OTBEICHHOTO HA CJlayy 3a4eTa.
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Kpumepuu oyenusanus
O1ieHKA BBLITOJIHEHUA 1o 10 6amoB
MIPAKTUIECKOTO 3a/IaHus
Orenka codece10BaHus IO 1o 15 damoB
TEOPETUYECKON YacCTH

Kputepuu onieHkH (pe3ynbTaT onpenesseTcsi Kak CyMMa BCEX COCTABIISIFOIIMX )

«23-25 GannoBy, eciu B cooTBeTcTBHM ¢ TACIOPTOM KOMIETEHLIMU
— TOKa3bIBaeT TIyOOKOE M TOJHOE KaTreropuil (T.e. 3HaHHE
OCHOBHOTO COJIEP)KaHMs YI4eOHOTO 3JIeMeHTa (MOayJIs));
— TPOSBISET BBICOKHM ypOBEHb YMEHHM MPUMEHSTh 3HAHUS U
METO/IbI JIsl PEIICHUS TPAKTUICCKUX 3a]1a4/3aJaHHIA;
— BJaJEeT HaBBIKAMU UCIONB30BaHUS HUX B  cdepe
npoeccroHaBbHOMN e TENbHOCTH;
— JIEMOHCTPUPYET TIOHUMAHHE BaXHOCTU MPUOOPETEHHBIX
3HAaHUW W yMeHMH g Oyaymed mnpodeccruoHaIbHON
JeSITeTbHOCTH
«20-22», ecnu B cootBeTcTBHM ¢ TacCmOPTOM KOMIETEHIIMT
— JIEMOHCTpUpYET 3HaHHEe TMpoOJeM U MPOLECCOB, HO
JIOMYCKAeT HETOYHOCTH B X OOBSCHEHUH;
— TPOSIBISICT  YAOBJICTBOPUTENBHBI  YPOBEHb  YMCHHIA
NPUMEHSTh 3HAHUS M METOAbl U PEIICHUS MPaKTUYECKUX
3a1a4/3a1aHuig;
— JIEMOHCTPUPYET HEKOTOPhIE HABBIKM  HCIIOJIb30BAHHUS
MOYYEHHBIX 3HaHWUW B  Oyaymed mpodeccruoHaIbHOM
JeSITeNbHOCTH,
— JIEMOHCTPUPYET TOHUMAaHUE MPUOOPETCHHBIX 3HAHUU W
yMeHuH 1 Oyaymen mpoeCCHOHAIBHON JIEATEIbHOCTH
«15-19», ecnu B cooTBeTcTBHM ¢ TACMOPTOM KOMIETEHIIMT
— UMeeT [peiACTaBlIeHHEe O Kareropusix (T.e. 3HaHHE
OCHOBHOTO COZIepXaHus Y4eOHOTO dNIeMeHTa (MOIYIIS));
— WCTBITHIBACT CIIO)KHOCTH MPHU BBIOOPE METOJIOB OOBSICHCHHUS
uXx;
— MOXET C TpPYAOM TIOKa3aTh HaBBIKU HCIIOJIb30BAHUS
MOJYyYeHHbIX 3HaHMH B Oyaymeidl mpodeccuoHambHOU
JesITeIbHOCTH

5.4. Konmponw Kypcosvix padbom (npoekmos)

KypcoBas pabota (mpoekt) o aucuuruimae «O(ucHbIe TEXHOJIOTHH B JICTONPOU3BOICTBE
HE MPEAYCMOTPEHBI y4eOHBIM TUIaHOM 10 HampaBieHnio 38.03.01 DkoHomuKa, MPOPHIL
«MHbOpMAIIMOHHO-aHATTUTHIECKOE W TPABOBOE OOECreYeHue SKOHOMUYECKOW 0e30MacHOCTH
Ou3Hecay.

6. MeToauyeckne MaTepUuaJibl, ONpeaessolue NPpoueaIypbl OllecHUBAHUS 3HAHUI, yMEHUI,
HABBIKOB M (MJIM) ONbITA JeATEJIbHOCTH

Kputepuem oreHKH YpOBHS CPOPMUPOBAHHOCTH KOMIIETCHIIMHA B paMKaxX Y4eOHOM
muctuminHbl «OpucHbIe TEXHOJIOTHH B JIEIONPOU3BOACTBE» B VI cemecTpe siBisieTcs 3a4erT.

Jlns morycka K 3adeTy CTYAEHT JOJDKEeH HabpaTh B XOJ€ TEKYHIEro M PyOex HOro
KOHTPOJIS YCIIEBAEMOCTH HE MeHee 36 6auioB.

ILHH MOJIy4YCHHUA 3a4€Ta, KOTOPbIM 3aKAHYUBACTCSA H3YUCHUC NUCHUIIIIMHBI «O(bI/ICHInle
TEXHOJIOTUH B JENONPOU3BOJACTBE» B 6 ceMecTpe, CTYACHTY HeoOX0IMMO MMETh He MeHee 61
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O6ayma. Ecnu mo wToraM TEKyIIero M pyOeXHOTO KOHTPOJsS YCIIEBAEMOCTH CTYIEHT HaOpas
yrciao 0amtoB B mpenenax 36 < (Srex. + Spys.) < 61, To OH Jomyckaercs K chaaue 3adeta. [lo
WUTOTaM CIAa4d 3a4€Ta OH MOXKET MOBBICUTh CyMMY OaiioB 70 61 (He Oomee), HEOOXOAMMBIX JIJIst

MOJIY4YCHHS 3a4CTa.

Lenvro npomesrrcymounslx ammecmayuil 1o AUCHUIUIMHE SIBISETCS OLICHKA KaueCcTBa
OCBOCHMS JUCITUTUTHHBI 00YJarOITUMUCS.

Taonuua 7. Pezynomamot 0céoeHus yueOHol OucCyunIunbl, noodjaexcaujue npogepke

Pe3ynbrarel o0ydeHus
(KOMITETEHITUN)

OCHOBHBIE TIOKA3aTeJIH OIICHKH
pE3yNbTATOB O0YUCHHS

Bun onieHounoro
Marepuaia

CnocoOHOCTD
WCTIONIb30BATh IS
peIIeHNs aHATUTUICCKUX
U UCCIIE0BATEIBCKUX
3a71a4 COBPEMEHHbBIE
TEXHUYECKHUE CPEJICTBA U
nH(pOpMaIMOHHBIC
texHonoruu (ITK-8)

3Hanue:

- IOPSIIKA U TIPABUJI COCTABIICHUS,
ydeTa, XpaHEHUs U UCIIOJIb30BaAHUS
JIOKYMEHTOB (B TOM YHUCJIE
OTPaHUYCHHOTO JIOCTYTA) B
OpraHH3aIiiy;

- BUJIOB OTBETCTBEHHOCTH 3a
OmKOKH B JOKYMEHTaX U
HapyiieHus B opopmiieHHU U paboTe
C JIOKYMCHTaMH;

- OCHOBHBIX METOJIOB PEIICHUS
AHAJIUTHYECKUX U
HCCIIeIOBATEIILCKHUX 3a/1a4;

- COBPEMEHHBIX TEXHHUECKUX
cpencTB 1 HHGOPMAITMOHHBIX
TEXHOJIOTUH, UCIIOJIb3YEMBIX TIPH
pEIICHUH UCCIIeI0BAaTEIbCKUX 3a1a4
YwmeHue:

- UCIIOJIH30BATh 3aKOHOMEPHOCTH U
MPUHIIMITBI TOKYMEHTOBEICHUS U
JIEIOTIPON3BO/ICTBA B
00pa30BaTeNbHON U XO3SIICTBEHHO-
MPaBOBOM JAEATEILHOCTH;

- COCTaBJIsAITh, 00pabaThIBaTh,
UCIOJIb30BaTh, XPAaHUTh U
YYHUTHIBATh YIIPABICHYCCKUE
JOKYMEHTBI OTKPBITOTO U
3aIUIIEHHOTO JJOKYMEHTO000pOTa;
- TIOJIB30BATHCSI COBPEMEHHBIMU
TEXHUYECKUMH CPEJICTBAMH U
WH()OPMAIIMOHHBIMU TEXHOJIOTHSIMH
Brnanenwue:

- HaBBIKAMU BEICHUS U
ONTUMU3AINH IOKYMEHTO000pOTa B
pa3nuYHbIX chepax AesITeIbHOCTH;
- HaBBIKAMHU U COBPEMEHHBIMHU
TEXHUYECKUMH CPEJICTBAMHU ISt
CaMOCTOSITEIIBHOTO, METOIUYSCKHU
MPABIJIBHOTO PEUICHUS
AHAJIUTHYECCKUX U
HCCIIeN0BaTEIbCKUX 3aJaHui U

KouTtpons  BbINONHEHUs
CaMOCTOSITENIHOM PabOTHI
[IpakTrueckoe 3aganue
KomnoxBuym
TectupoBanue

Pedepar

KonTposnbHoe 3a1anue
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3aga4

CnocoOHOCTb
UCTIONIb30BATh IS
pereHus
KOMMYHHKATHBHBIX 3a7a4
COBpPEMCHHBIC
TEXHUYECKHUE CPEJICTBA U
nH(pOpMaIMOHHBIE
texHonoruu (ITK-10)

3HaHue:

- OCHOBHBIX MOJIOKEHUI
JOKYMEHTUPOBaHUS
YIpaBIEHYECKOU JESITeLHOCTH;

- OCHOBHBIX METOJIOB PELICHUS
KOMMYHHKATHUBHBIX 3a71a4;

- crienUKH Pa3IMIHbIX CITIOCOO0B
pelieHrss KOMMYHHKATUBHBIX 3a7a4;
- COBPEMEHHBIX TEXHHUUECKHUX
CpeICTB ¥ MHPOPMAITMOHHBIX
TEXHOJIOTUH, UCIIOJIb3YEMBIX TIPU
pelIeHn KOMMYHUKATHBHBIX 3a7a4;
- IPUHIUIOB (hOPMHUPOBAHUS
nH(OPMALINY HA PA3TUIHBIX
YPOBHSIX YIIPaBJICHUS
HKOHOMHYECKUM CYOBEKTOM;

- CHCTEM YIIPaBJICHUS 3JIEKTPOHHBIM
JOKYMEHTOO00POTOM

YwMeHue:

- OPraHU30BbIBATH
JOKYMEHTAI[MOHHOE TIPOU3BOACTBO
Ha TIPEIIPUITUSX OTPACITU U
aHaM3UpOBaTh I3 (PEKTUBHOCTH
JIAaHHOM JICATCIBHOCTH;

- TI0JIb30BAThCSI COBPEMEHHBIMU
TEXHUYECKUMH CPEJICTBAMU U
MH(OPMALIMOHHBIMU TEXHOJIOTUSIMH
JUTSL PeIeHUsI KOMMYHUKATHBHBIX
3a/1a4 B MIPOIIECcCe 0OCYKICHNUS,
MPUHSATHS U Peaiu3aiun
yIpaBIeHYECKUX PeIlleHuH, HayqHO-
HCCIIEIOBATENLCKOMN IeITeTbHOCTH
Bianenue:

- HaBBIKaMU JOKYMEHTAJIbHOTO
odopmIleHUs peneHui B
yIpaBiIeHUU NPeIIPUHUMATENbCKON
JeSITebHOCThIO OPTaHU3AIINH;

- HaBBIKaMU JJIS CAMOCTOSITENIHOTO,
METOJINYECKH MPABUIBLHOTO PEIICHUS
KOMMYHHMKATHUBHBIX 3a71a4;

- TEXHUYECKUMHU CPEJICTBAMHU U
MH(OPMALIMOHHBIMU TEXHOJIOTUSIMU
MIPH PEIICHUHA KOMMYHUKATHBHBIX
3azaqy

KonTtpons  BbIMONHEHUs
CaMOCTOSITENIbHOM PabOTHI
[IpakTueckoe 3aganue
Komnoxsuym
TectupoBanue

Pedepar

KonTposnbHoe 3a1anue

7. YueOHO-MeTOAUYeCKOe o0ecneyeHre JUCHUMIIIUHBI (MOTYJIs)

7.1. HODMCZMM@HO-&’GKOHOaameJZbHble AKnivl

1. I'paxxnanckuii konekc Poccuiickoit ®enepannu. denepanbubiii 3akoH ot 30.11.1994
No 51-@3 [DnekTpoHHbIHN pecypc]. — DneKkTpoHHO-cripaBouHas cuctema «Koncynprantllimrocy
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2. Tpynosou konekc Poccuiickoit @enepanuu. Oenepanbueiii 3akon PO ot 30.12.2001
Ne 197-@3 [DnexTpoHHBIN pecypc]. — DnekTpoHHO-cripaBouHas cuctema «Koncynprantlinroc»

3. ®enepanpubiii 3akoH 0T 10.01.2002 Ne 1-®3 «OO6 351eKTpOHHON U(PPOBON MOITHUCH
[D1eKTpOHHBIN pecypc]. — DlIeKTpoHHO-cpaBo4Has cuctema «Koncynprantllimrocy

4. ®enepanbhbiii 3akoH 0T 20.02.1995 No 24-D3 «O6 nndopmaruu, nHGOpMaTH3AIH 1

3ammTe  MHQOpManuu» [DIEKTpOHHBIM pecypc]. — DJIEKTPOHHO-CIPAaBOYHAs CUCTEMa
«Kouncynprantlmrocy

5. ®enepanbubiii 3ak0oH oT 22.10.2004 Ne 125-03 «O6 apxuBHOM jene B Poccuiickoit
denepannn» [DnexkTpoHHbIN pecypc]. — DIIEKTPOHHO-CIIPaBOYHAs cucrema
«Koncynprantllimroc»

7.2.  OcnosHas numepamypa

1. AobGanakoBa O.B. OducHbie TeXHOJIOTUU [DIEKTPOHHBIA pecypce]| : ydeOHo-
METOJUYECKHI KOMILIEKC AJIsl CTYJACHTOB OYHOM U 3a04HOM (opM OO0yueHUs MO HANpaBIECHUSM
noaroroBku: 100100.62 «Cepucy, mnpodunb MOATOTOBKH «COIMOKYIBTYPHBIA CEPBUCY,
100400.62 «Typuszm», npodusns moaroroBku «TeXHOJIOTHS W OpraHU3alMs SKCKYPCHOHHBIX
ycIyry, kBanudukanus (CTeneHb) BhIMyckHUKA — OakamaBp / O.B. AbGamakoBa. — DIEKTpPOH.
TeKCTOBbIE HaHHbIe. — KeMepoBo: KemepoBCckuil rocynapCTBEHHbIM MHCTUTYT KyJabTyphl, 2014.
— 100 ¢. — 2227-8397. — Pexum nmoctyma: http:// www.iprbookshop.ru/29692.html

2. CoBpeMeHHBIE KOMITHIOTEPHBIC O(UCHBIE TEXHOJOTUH [DIEKTPOHHBIN pecypc] :
nocoone / T.B. Acrankumaa [u ap.]. — DJEKTPOH. TEKCTOBBIE MAaHHBIE. — MUHCK:
PecniyOnmmkanckuit mHCTUTYT mipodeccuonanbHoro obpazoanus (PUIIO), 2014. — 368 ¢. —
978-985-503-418-7. — Pexum nocryna: http://www.iprbookshop.ru/67738.html

3. Kypasnera T.}O. MudbopmarmoHHbie TeXHOJOTUHM [DIEKTPOHHBIM pecypc| :
yuebHoe mocobue / T.}O. XKypaBneBa. — DnekTpoH. TEeKCTOBble naHHble. — (Caparos:
By3oBckoe o6Opazoanme, 2018. — 72 c. — 978-5-4487-0218-1. — Pexum pgocryna:

http://www.iprbookshop.ru/74552 . html

4. JIokyMEHTallMOHHOE 0OECTICUCHHE YIPAaBICHUS [DIEKTPOHHBIA pecypc]: yueOHUK s
CTYJICHTOB BY30B, OOYYalOIIMXCS 1O HAmpaBlIeHUsIM «IDKOHOMHKA» U «MEHEIKMEHTY,
cnenuanbHocTsIM «MHpopmaTKay, «JloKyMEeHTOBeAEHHE M JAOKYMEHTAIlMOHHOEe oOecredeHne
ynpaBieHus», «ABromatuzanus u ympasiaerue» / A.C. I'punbepr [u ap.]. — DnexTpoH.
TtekcroBele Aanuble. — M. : FOHUTU-HAAHA, 2017. — 391 c. — 978-5-238-01770-9. —
Pexxum noctyna: http://www.iprbookshop.ru/71213.html

5. Cumonssu  P.Sl. JlokyMmeHTanimoHHOe  OOecredeHHue  CHUCTEMBl  yIPaBIICHHS
opranuzaieil [DnekTpoHHBIH pecypc|: yuebHoe mocobue / P.SI. CumoHsH. — DIeKTpoH.
TekcToBble HaHHble. — CapatoB: Ai [Iu Dp Menua, 2018. — 180 c¢. — 978-5-4486-0167-5. —
Pexxum moctyna: http://www.iprbookshop.ru/72458.html

7.3.  Hdononnumenvhas rumepamypa

6. Aungpeesa B.M. Jlenompou3BOACTBO B KaJApOBOW chyxkOe: TpakT. mocodue ¢
obpasmnamu gokymentoB / B.1. AanpeeBa. — M.: buznec-mkona «MaTen-Cunresy, 2010. — 251c.

7. ApremoB O.FO. KanpoBelii MEHEIKMEHT: MpakT. PYKOBOACTBO [UIsl pPyK. U
crienpanucToB kaap. cayx6 / O.}O. ApremoB, H.M. Apxumosa, W.H. Epmakora, H.B.
OsunnHukoBa. — M.: I[IPHUOP, 2011. — 448 c.

8. 'OCT P 6.30-2003 YHudumupoBaHHbIE CUCTEMBI JOKYMEHTAIIUU. Y HUDUIIMPOBAHHAS
CUCTEMa OPraHU3alMOHHO-PACTIOPSIUTENHHON JOKyMeHTanuu. TpeboBaHus K oO(OpMIIEHUIO
nokyMmeHToB. M.: M3naTenscTBO crangapTos, 2003

9. T'ocynapctennslii crangapt PO I'OCT P 51141-98 «Jlenonpou3BoACTBO U apXUBHOE
neno. Tepmunsl u onpeaenenus». — M.: U3narenscTBo cranmaptos, 2003

10.  I'punbepr A.C. JlokyMeHTanMOHHOE OOECHeYeHUEe YIPaBICHUS [DIEKTPOHHBIN
pecypc]: yuebnuk / A.C. I'punbGepr, H.H. T'opbGaueB, O.A. MyxamermmHa. — DJIEKTPOH.
tekcToBble nanHbie. — M.: FOHUTU-JIAHA, 2012. — 392 ¢. — 978-5-238-01770-9. — Pexxum
nocrtyma: http:// www.iprbookshop.ru/10497.html
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1. JlokymMeHTarmoHHOe o0ecredeHue yrpaBieHus [ DIeKTPOHHBIN pecypc] : yueOHoe

nocodbne / . — DIEKTpOH. TEeKCToBble mdaHHble. — HoBocubupck: HoBocubupckuii
rOCYIapCTBEHHBI arpapHbli YHUBEPCHUTET, 30J10TOM KoJoc, 2014. — 106 c¢. — 2227-8397. —
Pexxum noctyna: http:// www.iprbookshop.ru/64716.html

12. [Tono6en M.B., Tlomob6en J.I. OdwucHble TEXHOJIOTUH B COBPEMEHHOM

Jenonpou3BozcTBe: yueOHoe nocodue / mox pen. ILE. Antontoka: BUITD CIIGI'YIIT/, CIIG.,
2017.-49 c.

13. PoxustoBckas M.P. JlokymeHTanmoHHOE oOecreueHue [DIeKTpOHHBIA pecype] :
yaeOHoe mocobue / 1.P. PoxxHsTOBCKass. — DIEKTPOH. TEKCTOBBIE NaHHBIE. — CuMdepomnoib:
VYHuBepcUTET »HKOHOMUKM U ympaieHus, 2016, — 104 c¢. — Pexum pocrymna:
http:// www.iprbookshop.ru/73265.html

14. CrentokoB M.B. JlokyMeHTBL. Jlenonpou3BOACTBO: IpakT. IocoOue 1o
JIOKYMEHTAIIMOHHOMY oOecrieueHnto nesteapbHocTr npeanpustuii / M.B. CrentokoB. — M.:
I[MPUOP, 2012. — 140 c.

7.4.  Ilepuoduueckue uzdanus
Kypuan «CoBpeMeHHbIE TEXHOJIOTUU JEIONPOU3BOACTBA U JJOKYMEHTOO0OPOTaY.
Kypnan «lenonpousBoacTBOY.
Kypnan «Kaapooe nemno».
Kypnan «PuHaHCHI.
KypHan «byxrairepckuil yuer».

Nk W=

7.5.  Humepnem-pecypcwi
Hayunas snexkrponnas oubnuoreka «Kubepnenunkay: https://cyberleninka.ru/
. CIIC «Koncynbsrantllmtocy: http://www.consultant.ru/
3. CIIC «"apanT»: http://www.garant.ru/

N —

7.0. Memoouueckue ykazanus no I/ZD06€0€HMIO PA3TUYHbIX V‘l€6Hblx 3AHAMUL, K KYPCOBOMY
npoekmupoearuro u ODVZMM BUOAM _CAMOCINOAMENbHOU pa60mz;z

VYyeOHnas pabora no pucruiuinae «OduUcHbIE TEXHOJOTUHU B JIEIOMPOU3BOJICTBE» COCTOUT
U3 KOHTaKTHOW paboThl (JIEKIMH, MPAKTHYECKHUE 3aHATHUS) U CaMOCTOSATEIbHOU paboThl. [Jlomns
KOHTAKTHOM y4eOHOW paboThl B 00meM o0O0beMe BpPEMEHH, OTBEACHHOM I HW3YYCHUS
JTUCLUIUIMHBL, cocTaBisieT 28 % (B TOM 4Hcie JEKIUOHHBIX 3aHATUH — 14 %, mpakTuueckux
saasaTUi — 14 %), monst camocrosiTenbHOM paboTel — 72 %. COOTHOIICHHWE JEKIIMOHHBIX,
CEMHUHApPCKHX, JIA0OPATOPHBIX W TPAKTHUYECKUX 3aHATUH K OOIEeMy KOJUYECTBY YacoB
COOTBETCTBYyeT YyueOHomy Tiany Hampasnenus 38.03.01 — DOkoHomuka, mnpoduib
«MHpOpMAIIOHHO-aHATTUTHYECKOE U TPaBOBOE OOECIeYeHHEe IKOHOMUYECKOW 0e30MacHOCTH
OuzHecay.
JIJisi IOATOTOBKHM K MPAKTHYECKUM 3aHATHSIM HEOOXOAMMO PAcCMOTPETh KOHTPOJIHHBIC
BONPOCHI, MpPU HEOOXOAUMOCTH OOpaTUTHhCS K PEKOMEHIyeMOW JuTeparype, 3alucaTh
HETMOHSTHBIE MOMEHTBI B BOIIPOCAX ISl YSICHEHHS MX Ha MPEACTOSIIEM 3aHITHH.

Memoouueckue pekomenoayuu no uzydenuro oucyuniunovt «Ogucnvlie mexnonocuu 6
0e10npou3800cmee) 01sa 00yuaruuxcs
Ilens kypca «OducHBICE TEXHOJOTHH B JEIOMPOU3BOACTBE» - (OopMHUpOBaHUE Y
CTYJICHTOB CTaHJAPTHOTO YypPOBHA MPO(PECCHOHAIBHBIX KOMIIETCHIHH, CIOCOOCTBYIOIINUX
CTAaHOBJICHUIO TPO(ECCHOHATBHOW KOMIIETEHTHOCTH B BOINPOCAX JICJIOMPOU3BOJACTBA U
JOKYMEHTAI[MOHHOTO 00ECTICUeHHs yIPABICHHS HA COBPEMEHHBIX MPEANPHUITHIX.

[Ipuctymas kK W3y4eHUIO AUCIUIUIMHBI, O00ydJaromeMycs HEOOXOIMMO O3HAKOMHUTHCS C
TEMaTUYECKUM TUUIAHOM 3aHSTUH, CIIMCKOM PEKOMEHIOBAaHHOW yueOHOU sureparypsl. Cremayer
VSICHUTBH TIOCJIEIOBATEILHOCTh BBITIOJIHCHHS WHAWBUAYATbHBIX YYEOHBIX 3aJaHWN, 3aHECTH B
CBOIO pPabodyl0 TETpaab TEMbI M CPOKH MPOBEICHUS CEMHUHAPOB, HANMCAHHS Y4eOHBIX U
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TBOpuecKux paboT. Ilpu u3ydeHMM AUCHMILIUHBL, O0YyYaroIIMecs BBIMOIHSIOT CIEIYIOIINe
3a/laHus: U3y4aloT PEKOMEHIOBAHHYIO YUEOHYIO U HAYYHYIO JIMTEPATYpPY; MUIIYT KOHTPOJIbHBIC
paboThl, TOTOBAT MOKIa[bl, pedepaThl U COOOUICHHUS K MPAKTUYECKUM 3aHSATHUSM; BBIOIHSIOT
CaMOCTOSITENIbHBIE TBOPYECKHE pPa0OTHI, YJAaCTBYIOT B BBIMOJTHCHHH TMPAKTUYSCKUX 3aJTaHUM.
YpoBeHb U ri1yOMHa YCBOCHUS JUCIMILIMHBI 3aBUCAT OT aKTUBHON U CUCTEMAaTUYECKOW padOThI
HA JIEKIUSX, W3YYCHHsS] PEKOMEHIOBAHHOW JIMTEPATyphl, BBIMIOJHEHUS KOHTPOJBHBIX
MMACbMEHHEIX 3aJJaHuN

Kypc u3ydaercs Ha JEKIMSIX, CEMUHApax, MPU CAMOCTOSTEILHON W WHIWBHIYaTbHOU
pabore oOydarommxcs. OOywarouuiics I TOJTHOTO OCBOCHHMS MaTepuaia JODKeH He
MPOIyCKaTh 3aHATHS W aKTUBHO y4acTBOBAaTh B ydeOHOM mporiecce. JIeKnuu BKIIOYAOT BCE
TEMbl U OCHOBHBIE BOMNPOCHl TEOPHUH W MPAKTUKH JEIONpou3BoAcTBa. Jlis MakcuMaabHOU
3G(HEeKTUBHOCTH W3YYCHHS] HEOOXOJUMO TIOCTOSIHHO BECTH KOHCHIEKT JIeKIUH, 3HATh
PEKOMEHAYEMYIO TpernoaBaTelieM JIMTEepaTypy, MO3BOJISIIONIYIO JOMOJHUTH 3HAHUS U JIydYlle
MOJTOTOBUTHCS K CEMHUHAPCKUM 3aHITHSIM.

B coorBercTBUM € y4eOHBIM IJIAaHOM Ha KaXAyl0 TEMY BBbIIEICHO HE00X0IuMoe
KOJIMYECTBO YACOB MPAKTUYECKHUX 3aHATUM, KOTOPBIE IPOBOJSATCS B COOTBETCTBUU C BOIIPOCAMH,
PEKOMEH/JIOBaHHBIMM K U3YYEHHIO 10 OmpeAesieHHbIM TeMaM. OOydJarommecss IOJKHBI
PETYISIPHO TOTOBUTHCS K CEMHHAPCKHUM 3aHATHSAM M y4acTBOBATh B OOCYKICHHUH BOMPOCoB. [Ipu
MOJIFOTOBKE K 3aHATHUSIM CIIEyEeT PYKOBOJCTBOBATHCS KOHCIEKTOM JIEKIMI U PEKOMEHI0BaHHON
auTeparypoil. TemaTudeckuil miaH AUCHUILUIMHBL, y4eOHO-METOIMUECKUE MaTepHalbl, a TaKKe
CIIUCOK PEKOMEHJOBAaHHOM TUTEpaTyphl IPUBEACHBI B paboueil mporpamme

B xome wu3yueHus AWCHUIUIMHBI OOYYAIONIUUCS HMMEET BO3MOXKHOCTH TOJTOTOBHTH
pedepat mo BeIOpaHHOU W3 TIpeaIokeHHOro B PabGoueli mporpamMMe cnimcka Teme. BoicTyrieHune
¢ JokiagoM 1o pedepaTy B rpymnme MpOBOAUTCS B GopMe Mpe3eHTAMH C HCIOJIb30BAHUEM
MYJIbTUMEINNHON TEXHUKHU.

Memoouueckue pekomenoayuu npu padome HA0 KOHCREKMOM 80 8PeMs RPOGEOCHU JIeKYUU

B nmpomecce NEKIMOHHBIX 3aHATHH I11E€J€CO00PAa3HO KOHCIEKTHUPOBATH  yUeOHBII
Matepuai. J{Jst 3TOro UCIonb3yloTces O0IIMe U YTBEpAUBILUECS B MIPAKTUKE MPABUIIA, U IPUEMBI
KOHCIIEKTUPOBAHUS JEKIHIl:

KOHCHGKTHpOBaHI/IC JICKI_[I/Iﬁ BCACTCA B CIICHUAJIBHO OTBGI[CHHOﬁ AJig 3TOro TETpaiu,
KOKIBIA JIUCT KOTOPOM JOJKEH HMETh MO, Ha KOTOPBIX [ENaloTCsl TIOMETKH U3
PEKOMEHIOBAaHHOW JIUTEPATYPBI, JAOMOJHSIOIIME MAaTepUal IPOCIYIIAHHOW JIEKIIMM, a TAaKkKe
MOIYEPKHUBAIOIINE 0COOYIO BAXKHOCTh TE€X WJIM UHBIX TEOPETUUECKUX MOTOKEHHH.

IenecooOpa3Ho 3amMChIBaTh TEMY U IUIAH JIEKIHA, pEKOMEHIYEeMYIO JIUTEPATypy K TeMe.
3anucu pa3zenoB JEKIUU TOJDKHBI MMETh 3arojIOBKH, MOA3aroJIOBKH, KpacHble cTpoku. Jliis
BBIACIICHUA pa3aciioB, BBIBOOOB, OHpCHGHGHHﬁ, OCHOBHBbIX I/I,Zleﬁ MOXHO HUCIIOJIB30BAaTh IIBETHBIC
KapaHJany 1 GJIoMacTephl.

HasBanurie B JICKOUHA CCBIJIKK Ha NMECPBOUCTOYHUKU HAZJO0 TIOMCTUTH Ha MOJIIX, I-ITO6I:;I npu
CaMOCTOSITENIbHOM paboTe HaAWTHM W BHOUCAaTh HX. B KOHCHEKTE [IOCIOBHO 3alMChIBAIOTCS
ONpCACIICHUA HOHHTHI>'I, KaTeFOpI/Iﬁ 1 3akoHOB. OcTaabpHOE JOJI?KHO 6I:ITB 3alluCaHO CBOUMH
CJIOBaMH.

Kaxnomy cryneHTy HeoOXOQMMO BbIpadOTaTb M HUCHOJb30BAaTh  JOMYCTUMBIE
COKpaleHus: HanOoJiee paclpoCTPaHEHHBIX TEPMUHOB U TIOHATHUH.

Memoouueckue pekomem)auuu 1O nO02OomMogGKe K RpaAKmu4eCKum 3anamuim

[IpakTuyeckne (ceMHHApCKHUE) 3aHATHA — COCTaBHas 4YacTh Yy4eOHOro Iporecca,
rpymmoBasi GopMa 3aHATHH TNPU aAKTHBHOM YYaCTHH CTYIEHTOB. [lpakTUdeckue 3aHSATHS
CIOCOOCTBYIOT YIJIYOJIEHHOMY HW3yY€HHIO HauOojiee CIIOKHBIX NpoOJeM HAayKd U CIIyXaT
OCHOBHOM (OpMOHW TOJBECHUS HMTOTOB CaMOCTOSTENBHOW paboThl oOywaromuxcs. llenpro
NPAaKTUYECKUX 3aHATUI SBJISIETCS YIIyOJieHMe U 3aKpeIuIeHHEe TEOPEeTUYECKUX 3HAHHM,
MIOJTYYCHHBIX 00yYarOIUMUCS Ha JICKIHSIX U B IPOIIECCE CAMOCTOSTEILHOTO U3YUCHHS YIeOHOTO
MmarepHaia, a, cJaeoBaTeIbHO, JOPMUPOBAHUE Y HUX ONPEICICHHBIX YMEHUH U HABBIKOB.
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B Xone MmoOArOTOBKM K CEMHUHApCKOMY 3aHSATHIO HEOOXOIMMO IPOYUTATH KOHCIEKT
JIEKLIMM, HU3YyYUTh OCHOBHYIO JIUTEpPATypy, O3HAKOMHUTHCS C JOIOJHHUTEIBHON JIUTEpPaTypoOu,
BBIIIOJIHUTh ~ BBIIAHHBIE MpEMoJaBaTelieM NpakThdeckue 3amaHus. llpu dSToM  ydecTh
peKOMEHJalUU TpenojaBareiast U TpeOoBaHus MporpaMmel. JlopabaTbiBaTh CBOM KOHCHEKT
JICKIIMH, Jieasi B HEM COOTBETCTBYIOIINE 3AIIMCH U3 JINTEPATYPHI.

KenareapHo npu IIOATOTOBKE K MPAKTUYCCKUM 3aHATUAM 10 JUCHUIIIIUHEC
OJTHOBPEMEHHO HCIOJIB30BaTh HECKOJIBKO NCTOYHUKOB, PACKPHIBAIOIINX 3a/IaHHBIC BOITPOCHI.

Ha mnpaktuueckux 3aHATHAX OOYyYarolIuecs Ydarcsi TPaMOTHO H3JaraTbh IMPOOJIEMBI,
CBOOOJTHO  BBICKA3bIBATh CBOM  MBICIM H  CYXKICHHS, pPacCMATPUBAIOT  CHUTYallHH,
CIOCOOCTBYIOITUE PA3BUTHUIO MPOPECCHOHATBHON KOMIETEHTHOCTH. ClielyeT UMeTh B BUY, YTO
MOJTOTOBKA K MPAKTHYECKOMY 3aHSTHIO 3aBUCHT OT (OPMBI, MECTa IMPOBEICHHUS CEMHHApA,
KOHKPETHBIX 3aJaHUi U MOPYYCHHA. DTO MOKET OBITh HalMCaHHWE JOKJIaaa, dcce, pedepara (¢
MOCJICTYIONTUM X 00CY)KJICHHEM ), KOJUIOKBHYM.

Memoouueckue pekomenoayuu no OP2AHU3IAUUN CAMOCHOAMENbHOI PaAdOmbl

CamocrosiTennpHass paboTa OCYIIECTBISIETCS TPU Bcex (opmax oOydeHUs: OYHOU M
3a04HOM.

CamocrosiTennpHass paboTa OOydYarOIIMXCS - CHOCOO0 AKTHUBHOTO, IEJICHANPaBICHHOTO
nproOpeTeHus CTYACHTOM HOBBIX Ul HETO 3HAHUN W YMEHUH 0€3 HEeMOCPEICTBEHHOTO y4acTus
B 3TOM MpoIiecca npemnoaaareseid. [loBpileHne poinyu caMOCTOSATEIbHON padOThl 00yUYaOIIUXCS
IIPY IPOBEICHUU PA3IMYHBIX BHIOB YUYCOHBIX 3aHITHIA MTPEAIOIAracT:

— ONTHMH3ALHUIO METOJIOB OOYy4YeHMs, BHEIpPEHHWE B Y4YEeOHBIH MpOIECC HOBBIX
TEXHOJIOTHI 00y4eHHUsI, TTOBBIIIAIOMINX MPOU3BOAUTEIBLHOCTh TPyZa MpPENnoaaBaress, aKTUBHOE
UCIIOJIb30BaHUE UH(POPMALIMOHHBIX TEXHOJIOTUH, TTO3BOJISIIOIIUX 00YyJaromeMycsl B yI00HOe 1Jist
HEro BpeMsl OCBauBaTh y4eOHbIN MaTepua;

—  IIUPOKOE BHEAPEHHE KOMIBIOTEPU3NPOBAHHOTO TECTUPOBAHNS;

—  COBEpIIECHCTBOBAHNE METOJMKHU IPOBEICHUS NPAKTUK U HAyYHO-HCCIEI0BATEIbCKON
paboThl OOYYArOIIMXCsI, MMOCKOJIBKY MMEHHO 3TH BUIbI y4eOHOH pabOThI B TEPBYIO OYEPEIb
TOTOBST O0YYAIOIIUXCSI K CAMOCTOSTEIIbHOMY BBIITOJHEHHIO MTPO(ECCHOHATBHBIX 3a/1a4;

—  MOJIGPHM3ALIMIO CUCTEMbI KYpPCOBOTO M JUIUIOMHOTO NPOEKTHPOBAHUS, KOTOpas
JTOJI’KHA MOBBIIIATH POJIb CTYJIEHTA B MOA00pe MaTepuana, MoMcKe myTel peleHus 3aaauy.

CamocrosiTennbHasi paboTa TNPUBOAUT CTYACHTa K TIOJIYYEHHUIO HOBOTO 3HAHUA,
VIOOPSAOYEHUIO U YIUIYOJNIGHUI0O  UMEIOHIMXCA  3HaHuM, (QOpPMHpOBaHHIO Yy  HErO
npo(hecCHOHANBLHBIX HABBIKOB U yMEeHHH. CaMOCTOATeIbHAs padoTa BRIMOTHSIET Psil PYHKIIHIA:

—  pa3BUBAIOIIYIO;

—  “H(OPMAIIMOHHO-00YYaIOIIYIO;

—  OPHUCHTHPYIOIIYIO U CTUMYJIHPYIOIIYIO;

—  BOCIHTHIBAIONIYIO;

—  HCCIIe0BATEIbCKYIO.

B pamkax kypca BBITOJHSIOTCS CIEAYIOINE BHIBI CAMOCTOATEIHHONU PaboTHI:

1. TIlpopaborka yueOHOTO Marepuana (IO KOHCIIEKTaM, Y4eOHOM H HayIHOU
JIUTEpaType);

2. BreimonHeHue pa3HOYPOBHEBBIX 3aj1a4 U 3alaHUN;

3. Pabora ¢ Tectamu 1 BOpocaMu JiIsl CAMOIIPOBEPKHU;

4. BrInonHEeHNE UTOTOBOM KOHTPOJILHOM paOOTHI.

CryneHTaM peKOMEH]IyeTCsl C CaMOro Havana OCBOEHHS Kypca paboTaTh ¢ JIUTEpaTypor U
npeyiaraéMbIMU 3aJJaHUsIMU B (pOpMe MOJATOTOBKU K OYEPETHOMY ayJUTOpHOMY 3aHsATHIO. [Ipu
ATOM aKTYaJIM3UPYIOTCS MMEIOLIMECs 3HaHUs, a TaKkKe co3laerca 0as3a Uit YCBOEHHSI HOBOTO
MaTepuaia, BO3HUKAIOT BOIPOCHI, OTBETHI HA KOTOPBIE CTYJEHT MOIYYaeT B ayIUTOPHUH.

Heo0XxoauMo OTMETHUTb, YTO HEKOTOpbIE 3aJaHusl JJIS CaMOCTOSITENbHOW paldoThl IO
Kypcy UMEIOT onpeeneHnyto cnenuduky. [Ipu ocBoeHnn kKypca CTYIEHT MOXKET MOJIb30BaThCs
O0uOIMOTEeKON By3a, KOTOpasi B IOJHOM Mepe oOecredeHa COOTBETCTBYIOIICH IUTEpaTypoil.
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3HAYUTENbHYIO TTOMOLIb B MOJATOTOBKE K OYEPEIHOMY 3aHSITHIO MOXKET OKa3aTh MMEIOLIUIiCS B
y4eOHO-METOIUYECKOM KOMIUIEKCE KPaTKUi KOHCHEKT JeKIuil. OH jk€ MOXeT UCIIOIb30BATHCS
JUTSL 3aKpeTIeHUs TIOJy4YeHHOTo B aynuTopun maTtepuana. CamocTodTenabHas padoTa CTYJEHTOB
OpeIyCMOTpPEeHa Y4eOHBIM IIJIJAHOM U BBIONHSETCA B 00s3aTeNbHOM TMOpsAKe. 3agaHus
IPEJIOAKEHBI O KaXJA0H U3ydyaeMO TeMe U MOTYT TOTOBUTHCS UHIWBUIYAIbHO WM B TPYIIIIE.
[Io HeoOXOAMMOCTH CTYAEHT MOXeT oOpamaTrbcs 3a KOHCYJIbTAllMe K IpernoiaBaTeno.
BrimonHenue 3a1anuii KOHTPOJIMPYETCS U OLIEHUBAETCS IIPEToAaBaTesieM.

JUisi  yCTIEIIHOTO CaMOCTOSATENBHOTO M3YyYCHHMsS MaTepuaia CEeroJHS HCHOIb3YIOTCS
pa3IUYHbIE CPeJCTBAa OOYUYEHUs, CPeIU KOTOPBIX 0CO00E MECTO 3aHMMAaIOT MH(POPMAIMOHHBIE
TEXHOJIOTUM PAa3HOTO YPOBHSI M HANPABIEHHOCTHU: SJEKTPOHHBIC YYCOHUKH M KYpPCHI JICKIIHH,
0a3bl TECTOBBIX 3aJIaHUN M 3a/Ja4. DJIEKTPOHHBIA YUEOHHK MPEICTaBIsIeT CO00 MpOrpaMMHOE
CpPEeICTBO, MO3BOJIAIONIEE MPEACTABUTD I U3YUYECHUSI TEOPETUUECKUN MaTepuall, OpraHu30BaTh
anpoOupoBaHUE, TPEHAK U CAMOCTOSATEIbHYIO TBOPUECKYIO padOTy, MOMOTaloIIee CTYACHTaM U
IPEeno/IaBaTel0 OLEHUTh YPOBEHb 3HAHUH B ONpENEICHHOW TEeMaTHKe, a TakXKe coleprKaliee
HEOOXOAMMYIO CIIPAaBOYHYIO MH(POPMANHMIO. DJIEKTPOHHBIH YYEOHHK MOXET WHTETPUPOBATH B
ce0e BO3MOXKHOCTH Pa3IMYHBIX MEJarorH4ecKuX MPOTPaMMHBIX CPEICTB: OO0YYarolux
pOorpaMM, CIIPaBOYHUKOB, yUeOHBIX 0a3 TaHHBIX, TPEHAKEPOB, KOHTPOIUPYIOIIUX IPOrpaMM.

Jlnst ycrnemHoi OpraHu3aldyd CaMOCTOSITETIbHON paOOThl BCE aKTHBHEE NMPUMEHSIOTCS
pazHooOpa3Hble 0o0Opa3oBaTeNbHbIE pecypchl B ceTh VHTepHeT: CHUCTeMbl TECTUPOBAHUSA IO
pa3IUYHBIM  O0JIACTSM, BUPTYAJIbHBIC JIEKIIMU, JIA0OPATOPUHU, MPU DITOM TOJIH30BATEIIO
JIOCTaTOYHO MMETh KOMIBIOTEp U MOAKIIOUeHHe K MHTepHeTy ajis TOTro, 4TOOBI CBS3AaThbCA C
IperoaaBaTesieM, peliaTh BEIYUCIUTEIbHBIC 33a4d U TIONydaTh 3HaHUs. Vcnonb30BaHue certen
YCUJIMBAET POJIb CaMOCTOSTEIbHOW PAa0OTHI CTYACHTAa U TMO3BOJSET KapAUHAIBHBIM 00pa3oM
W3MEHUTh METOJUKY MPETOIaBaHUS.

CTyneHT MOXeT Moiy4yaTh BCE 3aJaHUS M METOJWYECKHE YKa3aHHUs uepe3 cepBep, 4YTO
JIaeT eMy BO3MOXKHOCTb IIPUBECTU B COOTBETCTBUE JIMYHBIE BO3MOXHOCTH C HEOOXOMMBIMH IS
BBIMOJIHEHUsT paboT Tpyno3aTparamMu. CTYAEHT UMEET BO3MOXHOCThH BBINOIHATH paboTy aoma
WK B ayauTopuu. boibiioe BocriuTareabHOE M 00pa3oBaTeIbHOE 3HAUEHUE B CAMOCTOSTEIEHOM
yueOHOM TpyJie CTydeHTa UMEEeT CaMOKOHTPOJb. CaMOKOHTPOJb BO30YXKAA€T U MOJIEPKUBACT
BHUMaHUE M WHTEPEC, IMOBBIMIAET AKTHBHOCTh MAMSTH W MBIIIICHUS, MO3BOJISIET CTYACHTY
CBOEBPEMEHHO OOHApYXUTh U YCTPAHUTH JNOMYLICHHbIE OMIMOKH M HEIOCTaTKH, OObEKTHBHO
OTIpEeNIeIUTh YPOBEHb CBOMX 3HAHUHM, MpaKTHYeCKHMX yMeHHi. CaMoe IOCTYIMHOE M IPOCTOE
CPEICTBO CAMOKOHTPOJISI ¢ IPUMEHEHHUEM HMH(POPMAIIMOHHO-KOMMYHHUKAMOHHBIX TEXHOJIOTUH -
3TO Al TECTOB «on-line», KOTOphIE MO3BOJISAIOT B PEXKUME PEaIbHOTO BPEMEHHU ONPEIEIUTh CBOU
YpOBEHb BIAJIEHUS TMPEIMETHHIM MaTepUaloOM, BBIABUTh CBOM OLIMOKH M  IOJYYUTh
PEKOMEHIAINHU TI0 CAMOCOBEPILICHCTBOBAHHUIO.

Memoouueckue pekomenoayuu no padome ¢ aumepamypou

Bcro nureparypy MOKHO pa3fefuTh Ha YUeOHUKU U y4eOHBbIC MOCOOUS, OpUTHHAILHBIC
Hay4yHble MOHOTpapuuecKrue UCTOYHUKHU, HAyYyHbIe MYOJIMKAMK B MEPHOJUYEcKOor neyatu. M3
HUX MOJHO BBIJICJUTh JIUTEPATypy OCHOBHYIO (PEKOMEHAYEMYIO), JOIMOJHHUTEIbHYI0 U
JUTEpaTypy Uil yTiayOaeHHOTO U3YYEeHUS] TUCIUTUINHBI.

N3ydyeHne NUCHUIUIMHBI CIEIyeT HAuYWHATh C Yy4eOHUKA, MOCKOJBKY YYeOHHUK — 3TO
KHUTa, B KOTOPOH H3JIOKEHBI OCHOBBI HAy4YHBIX 3HAHUU MO OMNpPEIEICHHOMY IMpEeAMETY B
COOTBETCTBUH C LIETSAMH U 33/1a4aMH 00y4ICHHS, YCTAHOBICHHBIMU MTPOTPAMMOIA.

[Ipu pabore c nureparypoil HEOOXOAMMO YUUTHIBATh, YTO MMEIOTCS PA3TUYHBIE BU/IbI
YTEHMSI, U KOKIBIA U3 HUX UCIOJIb3YETCS Ha ONPEEIIEHHBIX dTalaXx OCBOESHUSI MaTepuaa.

IIpeosapumenbHoe uTeHnEe HANPABICHO HA BBISIBICHHUE B TEKCTE HE3HAKOMBIX TEPMUHOB
U IIOMCK HMX 3HA4YEHMs B CIPABOYHOW JuTeparype. B 4YacTHOCTH, NpH YTEHUU YKa3aHHOU
JUTEPATYPBI HEOOXOIUMO MOIPOOHEUIITUM 00pa30M aHATU3UPOBATH MTOHSATHUS.

Ck603H0€e umeHue TIpEANoNaraeT MpoYTEHNE MaTepraia oT Hadaia 10 KoHua. CKBO3HOE
YTeHHE JUTEepaTyphl U3 MPHUBEACHHOTO CIHCKAa JAeT BO3MOXHOCTb CTYIAEHTY CHOpPMHUPOBATH
CBOJI OCHOBHBIX TOHSATHH U3 N3y4yaeMoi 00JacTH U CBOOOHO BIIAJIETh UMH.
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Buibopounoe — Ha0060pOT, UMEET LIETBIO MOUCK B 0TOOp Marepuana. B paMkax maHHOTO
Kypca BEIOOpOYHOE YTEHHUE, KaK CII0COO OCBOEHUS COJEpKAaHUsS Kypca, JOJDKHO MCIIOb30BaThCs
IPU MOATOTOBKE K MPAKTUYECKUM 3aHSATHUSM IO COOTBETCTBYIOIIUM pa3zeliaM.

Ananumuueckoe umeHue — 3TO KPUTHUECKUH pazbop TEKCTa C MOCIEAYIOIIUM €ro
KOHCIIeKTUpOoBaHHeM. OCBOCHHME yKa3aHHBIX MOHATHH OyneT Hanbosnee 3()PEKTUBHBIM B TOM
ClIydae, eCli P YTEHUU TEKCTOB CTYIEHT OyJeT 3a/1aBaTh K TUM TEKCTaM BOMpPOCkl. YacTh u3
3TuX BompocoB chopmymupoBana B ®OC B mepeune BONpocoB st codbecenoBanus. [lepeueHp
ATHX BOMPOCOB OTPAHUYEH, IOATOMY BaKHO HE TOJIBKO COJIEpP:KaHHE BOIIPOCOB, HO CaM MPUHIIUII
OCBOEHUS JIUTEPATYPHI C TOMOIIBIO BOIIPOCOB K TEKCTaM.

Lenbto uzyuaroweco 4TeHUs ABISETCS TNyOOKOE M BCECTOPOHHEE MOHHMMaHHE y4eOHOU
uHpopmManuu. EcTh HECKOJIBKO MPHUEMOB U3YYaIOIIEro YTEHUS:

1. UteHue mo anropuTMmy Ipennojaraet pazoreHue uHpopMmauuu Ha OJOKH: Ha3BaHUE;
aBTOp; MCTOYHUK; OCHOBHAas HJes TEKCTa; (pakTHUecKuil MaTepual; aHalu3 TeKCcTa IyTeM
COITOCTABJICHUSI UMEIOIUXCSl TOYEK 3PEHHs 110 pacCCMaTPUBAaEMbIM BOIIPOCAM; HOBU3HA.

2. Ilpuem mocTaHOBKHU BOMPOCOB K TEKCTY UMEET CJICAYIONIUN aJrOPUTM:

—  MEeIJICHHO MPOYHUTATh TEKCT, CTAPasCh MOHATH CMBICI U3JI0KEHHOTO;
—  BBIJICIIUTH KIIFOUEBHIC CTIOBA B TEKCTE;
—  TOCTapaTrhes MOHATH OCHOBHBIE UJIE€H, MTOATEKCT U OOIINIA 3aMBICEN aBTOpA.

3. Ilpuem Te3upoBaHHs 3aKIOYacTCs B (POPMYIMPOBAHUM TE3UCOB B BHUJE TOJIOKCHUH,
YTBEPKJICHUM, BBIBOJOB.

K »TtoMy MOXHO 100aBUTHh W UHBIE TPUEMBI: MpPHEM pePepupoBaHUs, IPUEM
KOMMEHTHPOBAHUSI.

Baxxnoli coctaBistomeld g000TO COJMIHOTO HAYYHOTO HW3JAHUS SIBIAETCS CIHCOK
JUTEpaTyphl, Ha KOTOPYIO CChUIaeTcs aBTop. [IpM BO3HMKHOBEHMH HHTEpeca K KaKOW-TO
obcyxmaeMoii B TeKcTe TmpoOjeMe Bceraa €CTh BO3MOXKHOCTh OOpAaTHTBhCS K  CIHUCKY
OTHOCALICHCAS K HeW Jureparypel. B aToM ciydae Bcs mpobiema kak Obl pa3OuBaeTcs Ha
COCTaBJISIFOLIME YaCTH, Kaxaass U3 KOTOPBIX MOKET M3ydaThCs OTHAEIbHO OT Apyrux. [Ipu stom
Ba)XHO HE TEPATH U3 BUIa OOIIUI KOHTEKCT M HE TIOTPYXKAThCsl Ype3MEPHO B JETAIH, TIOTOMY YTO
TakKUM 00pa30M MOXHO HE YBUJIETh TJIaBHOTO.

[MoaroroBka k 3K3aMeHy JOJDKHA IMPOBOJUTHCS HA OCHOBE JICKIIMOHHOTO MaTepHaa,
MaTepuaia MPaKTUYECKUX 3aHATUH ¢ 00sf3aTeIbHbIM OOpalleHHeM K OCHOBHBIM Y4eOHUKaM I10
Kypcy. OTO TMO3BOJUT HCKIIOUUTh OIIMOKKM B TIOHUMAaHUM MaTepuana, OOJETYuT €ro
OCMBICJIEHHE, IPOKOMMEHTHPYET MaTepHUaa MHOTOYNCIEHHBIMH IPUMEPAMHU.

8. MarepunajibHO-TeXHUYECKOe o0ecnedeHne JUCHUINIMHBI (MOLyJIs1)

Crnenuanu3upoBaHHas ayuTopust MHcTHTYTa NTpaBa, 5KOHOMHKH U puHaHcoB KBI'Y mms
MIPOBEICHUS 3aHATUN JICKIIMOHHOTO U cemMuHapckoro tuma Ne 209 (kopmyc Ne9), ocHareHHas
KOMIUIEKTOM yueOHOW Mebenu (mpenojaBaTenbCKUe CTON, CTYJd; CTOJIBI W CTYJIbS IS
obyvaronuxcst — 40 mocagouHbIX MECT), MHTEPAKTUBHBIM 000pyI0BaHUEM (HOYTOYK, TPOCKTOP,
WHTEPAaKTHBHAS JIOCKa), HAOOpOM JEMOHCTPAIMOHHOTO OOOpYIOBaHMS M Yy4eOHO-HATIISTHBIX
ocoOuii Mo U3yyaeMbIM paszziesiaM, 00eCceurnBaoIINe TEMAaTHUECKHUE UILTIOCTPALIHH.

[Tepeuenb mpoOrpaMMHBIX TPOAYKTOB:

1. IMpoaykret MICROCOFT (Desktop Education ALNG LicSaPk OLVS AcademicEdition
Enterprise), noanucka (Open Value Subscription), Ne V 2123829

2. Kaspersky Endpoint Security, Cranmaptabiii Russian Edition, Ne nunensuu 17E0-180427-
050836-287-197

AltLinux (Anet O6pazoBanue 8), No AAA.0252.00

AcademicMathCADLicense

[Tpoayxter AUTODESK

Apxusarop 7z

®daiinoBblid MeHekepFarManage

AdobeReader (cBoboaHOE pactipocTpaHeHHE)

PN W

33



JInst CTyJeHTOB ¢ OTpaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI CO3JIaHBI CIICIIHATbHBIC
yCIOBHUA JUIS TOJNydYeHHUs oO0pa3zoBaHus. B mensiX JOCTYNHOCTH TIONYYEHHUS BBICHIETO
o0pa3oBaHus 1O 00pa3oBaTENBHBIM MPOTPaMMaM HWHBAIUAAMH M JIUIIAMH C OTPAaHWYCHHBIMH
BO3MOXHOCTSIMH 37I0POBBSl YHHBEPCHTETOM obecreunBaeTcs: 1. AJNbTEpHATUBHOW BepcHen
odpunmansHoro caiita B cetu «MHTepHeT» mis cnaboBunmsmux; 2. [IpucyrcTBHEe accHUCTEHTa,
OKa3bIBaIOLIEro oOydaromieMycst HeOoOXOAMMYIO momoulb;, 3. Jlis WHBaIMAOB W JHUI C
OTPAaHMYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSl 10 CIyXy — IyOJMpOBaHHE BCIYX CIPaBOYHOU
UHPOpPMALIMKM O pacluCaHUM Y4YeOHBIX 3aHATHH; oOecreueHHe HaJIeKAIUMH 3BYKOBBIMHU
cpencTBaMu BocnpowsBeneHuss uMH(opmanuu; 4. s MHBAIMIOB M JIUI C OTPAaHHMYCHHBIMH
BO3MOXXHOCTSIMH 3I0POBbSI, HIMEIOLNX HApYIIECHHUs OMOPHO-ABUraTEeIbHOIO ammapara, Co3/1aHbl
MaTepUaIbHO-TEXHUYECKUE YCIIOBHS, OOECIEeYMBAIONINE BO3MOXXHOCTH OECIPENTCTBEHHOTO
JOCTyna oO0ydJaomuxcs B y4deOHbIE TOMEIIEHUS, OOBEKTYy NHUTAHHUS, TyaJleTHbIE U JApYyrHUe
IOMEIICHNSI YHUBEPCHTETA, a TakXKe MpeObIBaHMSA B YyKa3aHHBIX IOMEIICHHAX (HATUMYUe
pacIIMpeHHBIX TBEPHBIX MPOEMOB, TOPYUYHEN U IPYTHX MPUCTIOCOOIECHUH).
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9. JlucT usMeHeHUM (IOMOJTHEHMI)

B paboueit mporpaMmme AUCIUIUTHHBI (Moayisi) «OQUCHBIE TEXHOJIOTHH B JACIIONPOU3BOICTBE) 11O
HanpaBneHuto moarotoBku 38.03.01 DOxonomuka, mpoduns oOyueHus «MHbopmanmoHHO-
AQHAIUTUYECKOE U TMpaBOBOE oOOecrneueHue SKOHOMHUYECKON Oe3omacHOCTH Ou3Heca» Ha

20 /20 yueOHbIi rog

Ne n/m daemenTt (myHkr) PII/]

IlepeyeHb BHOCHMBIX
HU3MeHEeHUil (10N0JIHEeHMIH)

IIpumeuanue

Obcyocoena u pexomeH008aHa HA 3acedanuu Kagheopwvl Oyxeanrmepckoz20 yuemd, AHAIU3A U

ayouma
[TpoTokon Ne 1 oT « » 20 T.
3asedyrowuii kageopoti A.X. Hluoos
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