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1.1. LIEJIM OCBOEHMUS AUCLIAIIIMHBI (MOAYJIST)

1.1.1

3HAaKOMCTBO O6yqa}0H.U/IXCﬂ C OCHOBAaMHU JOKYMCHTOBEACHU A, ACITOITPOU3BOACTBA B

1.1.2

00pa3oBaTeNIbHOI OpraHU3aIlHH.

1.2. 3AJJAYHA OCBOEHMS JUCLIUIIINHBI (MOIYJIST)

1.2.1

OCBOCHHUC HOHSITI/If/'IHO-TepMI/IHOHOFI/I‘{eCKOFO arimapara B obnactu JOKYMCHTOBCACHUS,

1.2.2

3HAKOMCTBO C YIPaBJICHUECKOH KYIbTypOH BEICHUS JETONPOU3BOJICTBA B 00pPa30BATEIFHON yUPEKICHHN;

1.2.3

(dhopMHUpOBaHHE TEOPETUIESCKUX U MPAKTHUECKUX 3HAHUH 110 IOKYMEHTOBEICHUIO B 00pa30BaHUM;

1.2.4

(bOpMPIpOBaHI/IC 3HAHMH B 001aCTH Oprann3aliui 1 IpUMCHCHUHA 3J'I€KTpOHHOI>i 06pa3013aTem)H01?1 Cpeabl B YIIPABJICHUA
00pa3oBaTeNbHBIM IPOLIECCOM.

2. MECTO JUCIAIIVIMHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJIBHOU ITPOT'PAMMBI

Lukn (pazzmen) OIT: | DTN

2.1

TpeGoBaHus kK NpeIBapUTEIbHOM OATOTOBKE 00Y4aI0IIErocs :

2.1.1

OCHOBBI POCCHICKOH rOCYIapCTBEHHOCTH

2.1.2

TexHoMOrHU HU(PPOBOTO 0OPA3OBAHUS

2.2

JAucuuniaunbl (MOAY/I4) U NPAKTHKH, 1151 KOTOPHIX OCBOEHHE JAHHOIH JUCHUILINHBI (MO1YJ51) He00X0IMMO KaK
npejauecTByioLee:

221

[IpousBoacTBeHHAs MpakTHKa (TeJarornyeckas MpakTUKa: BOKATCKast)

222

ITpounsBoacTBEeHHAS MPAKTHKA (IEaroruueckas MPaKTHKa: KJIACCHOE PYKOBOACTBO)

223

[IpousBoacTBeHHAs MpakTHKa (TIeJarormyeckas MpaKkTHKa)

224

BrimonHeHwe ¥ 3aIIUTa BBITYCKHOM KBaTH(UKAIHOHHOH paboThI

3. KOMIIETEHIIMHN OBYYAIOIIIEI'OCS, ®OPMHUPYEMBIE B PE3YJIBTATE OCBOEHHUSA JUCIHUITJINHBI

(MOJLYJIST)

VK-4.1: Biageer cucTteMoidi HOPM PYCCKOro JIMTEPATYPHOTO SI3bIKA NMPH €ro MCMOJb30BAHUM B Ka4eCTBe roCyIapCTBEHHOTO
si3bika P® M HOpMaMH HHOCTPAHHOIO(bIX) f3bIKA(0OB), HCHOJB3YeT pa3iuyHble (OPMbI, BHAbI YCTHOH U NHMCbBMEHHOM

KOMMYHUKaIlUU.

YK-4.2:

Hcnoab3yer si3bIKOBBbIEC CPeACTBa VISl AOCTH:KEHHMS] NPO(ecCHOHAIbHBIX HLeJell Ha PYCCKOM M HMHOCTPAHHOM(BIX)

HBBlKe(aX) B paMKax MEKJINYHOCTHOI'0 U MEKKYJIbLTYPHOTO 0o01IeHHs].

VK-4.3: OcyuiecTBjisieT KOMMYHMKAIMIO B HU(POBOii cpeie Ajds T0CTH:KeHUs] MpodeccHOHAIBHBIX HeJieil n 3¢ ¢eKTHBHOIO

B3aUMOJIeHCTBHA.

B pe3yJibTaTe 0cBOEHUS AMCIUILTHHBI (MOYJIsI) 00yYAIOLINiiCS TOKeH

3.1

3HaThb:

3.1.1

MOHATHE JOKYMEHT, BHJBI U (DYHKI[MH JOKYMEHTOB;

3.1.2

IIPaBOBOE, OPraHM3ANHNOHHOE U TEOpEeTHIecKoe obecrieueHne paboTh ¢ JOKYMEHTaMH B 00pa30BaTeIbHOI OpraHu3aIliH;

3.13

OCHOBBI ACIOIIPOU3BOJACTBA B O6pa3OBaTCHBHOI>‘I OpraHu3alnun;

3.14

OCHOBBI Z[OKyMeHTHOf/II KOMMYHHKaIIUH;

3.1.5

COACPIKAHUEC IrOCYAapCTBCHHBIX CTAHAAPTOB IO JOKYMCHTOBCIACHUIO;

3.1.6

IpaBuiia 0pOpPMIEHHS JOKYMEHTOB, PEKBH3UTHI JOKYMEHTOB;

3.1.7

0COOEHHOCTH SI3bIKA U CTHIIS O(i)I/IHI/IaJ'ILHI)IX JOKYMCHTOB;

3.1.8

TIOAXO0Abl U METOABI TPOCKTUPOBAHUSA CUCTEM BJICKTPOHHOT'O I[OKyMeHTOO60pOTa,

3.1.9

METOAbI OLICHKH U BBI60pa HHCTPYMCHTAJIbHBIX CPCACTB IPOCKTUPOBAHUSA BHGKTpOHHOﬁ O6paSOBaTCIILHOﬁ Cp€abl IIKOJIbI
1 TIOKyMEHT0000pOTa;

3.1.10

METO/IBI ITIOMICKA HECTPYKTYPHPOBAHHOW MH(OPMALIUH B CHCTEMaX YIPABICHUS MIEKTPOHHBIMHU JJOKyMEHTAMH,

3.1.11

MCTOABI paCliIO3HABAHUA 06pa303 Ipu MacCOBOM BBOZEC ITOTOKOB 6yMa)KHBIX JOKYMCHTOB B BHCKTpOHHBIﬁ apXxuB,

3.1.12

MCTOABI YIIPABJICHUA JICKTPOHHBIM KOHTCHTOM.

3.2

Ymers:

3.2.1

COCTaBJIATH JOKYMCEHTBI Pa3JIMYHBIX TUIIOB U BUIOB;

322

OCYILECTBIISATH KOMMYHUKAIIHIO TOCPEACTBOM JOKYMEHTOB;

323

324

BBIBIIATE OCOOCHHOCTH 3JIEKTPOHHOM 00pa30BaTeIHHON Cpe/Ib IIKOJIEI;




3.2.5 | BBIABIATH OCOOCHHOCTH PabOTHI ¢ JOKYMEHTAMH U OpPraHU3alUH JOKYMEHTO000POTa, CYIIECCTBYIONIIE Ha TIPCAIPHSATHH;
3.2.6 | BBIIBIATH OCOOCHHOCTHU COCTABJICHUS TOKYMEHTOB, OTPaXKaloUX MPUHATHIE PELICHHUs, pa3padaThiBaTh OCTAHOBKY
3aJa4yd ¥ BEIOMPATh CPEACTBA IS BEACHUS M aKTyalIn3aluy 0a3 TaHHBIX ¢ (POpMaMH IIEKTPOHHBIX TOKYMCHTOB;
3.2.7 | pa3pabaTheIBaTh NOCTAHOBKY 3aJ1a4d U BRIOMPATH METOJIBI H CPEICTBA MMOCTPOCHHS CUCTEMBI IPeoOpa3oBaHus OyMaXKHBIX
JIOKYMEHTOB B JICKTPOHHYIO OPMY, BBOJIA UX B AJICKTPOHHBINM apXHB, OPTaHU3AINY XPAHESHHS U TIOUCKA IOKYMEHTOB,
3.2.8 | bopMHpOBaHUS OTYETOB O pabOTE CHCTEMBI,
3.2.9 | BBIABIATH 0COOCHHOCTH M (HOPMUPOBATH TPEOOBAHMS K CHCTEME OPraHH3ALMH KOJUICKTUBHOM pabOoThI C JOKYMEHTAMH B
3.2.10 | pexxume "groupware" 1 nepenauy UX Ha UCIIOJHEHHE IO SJIEKTPOHHOM MOYTE W 110 JIOKAJILHON CETH.
3.3 | Baajaers:
3.3.1 | HaBBIKAMU COCTaBJICHUS PA3JIMYHBIX JOKYMEHTOB;
3.3.2 | HaBBIKaMU OCYIIECTBIICHHSI KOMMYHHKAIIUH ITOCPENICTBOM JIOKYMEHTOB;
3.3.3 | HaBBIKaMH OPTaHU3aIUH JICTIONPOU3BOJICTBA B 00pa30BaTeILHON OpraHU3aIlny.
3.3.4 | paOOTHI B KOJUIEKTHBE CHEIHAIICTOB, MPO(ECCHOHAIBHO HCIIONB3Y HHCTPYMEHTAIBHBIE CPEICTBA IIPOSKTHPOBAHNS;
3.3.5 | akTHBHO yyacTBOBaTh B mpoiiecce pazpadorku CO10 u nHPpOpMAIMOHHBIX TEXHOJIOTHIT HA BCEX CTAIHAX U dTarax
MIPOSKTHPOBAHNS,
3.3.6 | mpOSIBIATE HHUIIMATHBY B BOIIPOCaX 00OCHOBAHMUS M BEIOOpA METOJ/IOB U CPEICTB aHAIH3a M Pa3pabOTKH IPOCKTOB.
4. CTPYKTYPA U COAEP KAHME JUCHUIIJINHBI (MO YJIS)
Kon HaumenoBanmue pasnesioB u tem /Bug | Cemectp / | YacoB | Komneren- Jluteparypa
3aHATHSA 3aHATHS/ Kype MM
Pa3nen 1. 1. TeopeTnueckne 0CHOBBI
JOKYMEHTOBe/IeHH S
1.1 JloKkyMeHTOBeIeHUE KaK HaydHast 4 2 YK-4.1 VK- JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
quctuminHa. OObEeKT, mpeaAMeT 4.2 VK-4.3 J12.6
JIOKyMEHTOBEICHUA. 3a1auu
JIOKYMEHTOBEICHHS. JTalbl pa3BUTHS
JIOKyMEHTOBeZIeHUsI. MeTo1bl
JIokyMmeHToBeeHus. Cucrema
nokymeHTanuu. OCHOBHBIE TEPMIHBI
JokymeHToBeneHus /Jlex/
1.2 JlokyMeHTOBeieHH e KaK HaydHast 4 2 YK-4.1 VK-
mucnumuinHa. OObEKT, MPeaMeT 42 VK-43
JIOKyMEHTOBEICHUA. 3a1a4i
JOKYMEHTOBEIEHHS. DTarbl pa3BUTHSA
JIOKYMEHTOBe/IeH!sI. MeTo bl
JoKyMeHTOBeneH s, Cucrema
nokymeHTannu. OCHOBHBIE TEPMIHBI
nokymeHToBeaenus /Cp/
1.3 JokymeHT u ero ¢pyakuun. CBoiicTBa 4 2 VK-4.1 VK-
JIOKyMEHTA. 42 VK-43
CrpyKTypa JOKyMEHTA.
HudpopmanoHHas cocTaBIsIOMAs
JIOKYMEHTA.
/JTex/
1.4 JokymeHT u ero pyakuuu. CBoicTBa 4 2 VK-4.1 VK-
nokymeHTa. CTpyKTypa J0OKyMeHTa. 42VK-43
WHdopmManmoHHast COCTaBISOMAst
nokymenta. /Cp/
1.5 JlokymMeHTOOOpa3yrolue Mpu3Hakd U 4 2 VK-4.1 VK-
cBoiicTBa nokymeHTa. [lepBuyHOCTD U 42 VK43
BTOPUYHOCTH JI0KyMeHTa. KOpunnueckas
cwiia njokymenrta. Konust
nokymenTa. Kimaccudukarms
JOKYMEHTOB. Buiel nokymeHToB. /JIek/
1.6 JokymeHTooOpasyrolue Npu3Haku U 4 2 VK-4.1 VK-
cBoiicTBa mokymeHTa. [lepBuuHOCTh U 42 VK-43
BTOPUYHOCTH JIOKyMeHTa. IOpunndeckas
cuna nokymenTa. Konust jokymeHra.
Knaccudukanus 1okyMmeHTOB. Brbt
ToKymMeHTOB. /Cp/




Paznen 2. 2. [lokyMeHTOBe/IeHUE B
o0pa3oBaTe/IbHOW OpraHu3aluu

2.1

IIpaBoBOE, OpraHU3aNNOHHOE U
TeopeTnieckoe odecredeHre paboThl ¢
JOKyMEHTaMU B

00pa3zoBaTeTLHON OpraHU3aIN
(HoxymenTanoHHOe obecrniedeHne
00pazoBaTeIbHON OpraHnu3alneH.
CoBpeMeHHOE 3aKOHOJAaTeNIFHOE U
HOPMAaTHBHO-METOIIYECKOE 00eCTIeueHe
B cepe JTOKYMEHTALMOHHOTO
o0ecrieueHys yrpaBIieHHs. U apXHUBHOTO
nena. UHCTpyk1ms 1o
JIeTONPOU3BOJICTBY. BHIBI JOKYMEHTOB B
00pa3oBaTenbHOM OpraHu3aIyu.
PeKxBH3NTHI TOKyMEHTA.

ITpumepHBIit TepedeHs 00s3aTeNBHBIX
JOKYMEHTOB 0 IKoe.) /Jlex/

VK-4.1 VK-
42 VK43

JI1.1 JI1.2J12.1 J12.2 J12.3 J12.4 JI2.5
J12.6

2.2

[IpaBoBoe, OpraHu3alMUOHHOE U
TEOpeTHIecKoe obecreueHne paboTHI ¢
JOKyMEHTaMH B 00pa30BaTeIbHON
opranuzanuu (JJoxkymeHTaunoHHOE
obecrnieueHue 00pa3oBaTeIbHON
opranusanuei. CoBpeMeHHOE
3aKOHOJATETbHOE H HOPMATHBHO-
MeToauuecKkoe obecredeHue B cepe
JOKYMEHTAIIHOHHOTO 00eCIICUCHIS
YIpaBICHUS U apXUBHOTO JEINA.
WHCTpyKIHS 1O AeTONPOU3BOICTBY.
Bubl JokyMEeHTOB B 00pa30BaTENBHOM
opraHu3aiyy. PeKBU3UTHI TOKyMEHTA.
IIpumepHBIit TepedeHs 00s3aTeNbHBIX
JOKYMEHTOB 110 1ikose.) /Cp/

YK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 JI2.5
JI2.6

23

I'ocynapcTBeHHBIE CTaHIAPTHI 110
JIoKyMeHTHpoBaHuIo (YHuUKAMS 1
CTaHapTH3ALUSL.

YHUGUIMPOBaHHBIE CUCTEMBI
JOKYMEHTALMX. Y HUPUIIMPOBaHHAS
CHCTEMa OPTaHU3AI[IOHHO
-pacHopsITUTENFHON JOKyMEHTAIHH.
TpeboBanus k opopmieHHIO
JIokyMeHTOB. ['occrannapTsl Poccuniickoit
Oenepanun) /Jex/

VK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 JI2.5
JI2.6

24

T'ocynapcTBeHHBIE CTaHAAPTHI 110
JOKYMEHTHpOBaHUIO (YHUbUKALMS U
CTaHAapTH3anus. YHUPHIUPOBAHHEIC
CHCTEMBI JOKYMECHTAINH.
YHuduuupoBaHHas cucrema
OpraHU3alMOHHO -PaclopsAUTEIbLHON
nokymeHTarun. TpeboBaHMS K

0 OPMIIEHHIO TOKYMEHTOB.
T'occranmaptel Poccuiickoit denepanun)
/Cp/

YK-4.1 VK-
42VK-43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
J12.6




2.5

Bumbl 10kyMeHTOB B 00pa30BaTENBHOM
opranuzarmu. OpopmileHHEe TOKyMEHTOB
B oOpaszoBatensHON opranuzanuu (Buas
JOKYMEHTOB B 00pa30BaTebHOI
opranuzanuu. CTpykTypa

JOKyMEHTA. Y HU(UITIPOBaHHAS

¢dopma moxymenra. TpeboBaHus K
0(opMIICHHIO PEKBU3HUTOB U OJIAHKOB
CITY’KEOHBIX TOKyMEHTOB. CHCTEMEI
JokyMmeHTauuu. TpeboBaHUs K
0(opMITCHHIO Pa3ITHIHBIX

BHJIOB CITY’)KEOHBIX TOKYMEHTOB.
IIpukassl. Paciopsxenus.

CrpaBku. Jloknagasie 1 00bSICHUTEIbHBIE
3amucy. JInaHoe N1eno coTpyaHuKa. SI3BIK
U CTHJTb CITY’)KEOHBIX TOKYMEHTOB) /JIex/

VK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
JI2.6

2.6

Bunst nokymMeHTOB B 00pa30BaTeNbHON
opranuzaiuu. OpopmiieHre T0KyMEHTOB
B 00pa3oBaTenbHOI opranuzanuu (Bumsl
JOKyMEHTOB B 00pa30BaTEIIbHOIM
opranu3auu. CTpyKTypa JOKyMEHTa.
YuudunupoBanuas GopmMa T0OKyMEHTAa.
TpeboBaHMS K 0(OPMIICHHIO PEKBH3UTOB
1 OJTaHKOB CITY>KEOHBIX JOKYMEHTOB.
Cucremsl fokymeHTanun. TpeboBaHus K
0(hOpPMIICHHUIO pa3IMYHBIX BUOB
CITY’KeOHBIX TOKyMEHTOB. [Iprka3sl.
Pacnopspxennst. CipaBku. JlokmagHeie 1
o0BsicHUTEbHBIE 3anucy. JInuHoe neno
COTPYIHHKA. SI3BIK M CTHIIB CITY)KEOHBIX
nokymeHToB) /Cp/

VK-4.1 VK-
42VK-43

JI1.1 JI1.2J12.1 J12.2 J12.3 J12.4 JI2.5
J12.6

2.7

Odopmiienune yaeOHO-TIearorndeckoit
JokyMmeHTauuu (AndaBuTHasE KHUTU
3anucH yqamuxcs. KHura TBHKeHMsI.
JInunoe

neno yqamuxcst. KiaccHble xKypHabl.
XKypraib! hakyTbTaTHBHBIX

3aHATuil. XKypHausl Irpymn NpoyIeHHOTo
nuasi. Kaura ygera 671aHKOB U BBIIAYH
aTTECTaTOB 00 OCHOBHOM 00ILEM
00pa3oBaHUM.

Kuura ygera 61aHKOB U BBIIAYU
aTTECTAaTOB O cpeaHeM (TIOJTHOM)
oOpazoBanuu. Knura ydera Beigauu
30JI0TBIX U cepeOpsHbIX Menaned. Kauru
MIPOTOKOJIOB MEJArOTHYECKOTO COBETA
LIKOJIBL.

Kuuru npukazos. Kauru yuera
JMYHOTO COCTaBa MEeNaroTHIecKix
paboTtHuKOB. JKypHai MPOMYIEHHBIX U
3aMelIeHHbIX ypokoB) /TIp/

YK-4.1 VK-
42VK-43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
J12.6




2.8

OdopmiieHne yaeOHO-TTeaarorndeckoit
nokyMmeHTanuu (AndaBuTHAS KHUTH
3amucy ydamumxcs. Kuura aBmkeHus.
Jlnganoe nmeno ydamuxcs. KiaccHbie
sKypHaITbL. JKypHaIbl PaKylIbTaTHBHBIX
3aHaTuil. XKypHaisl Ipymn NpoJIEHHOTO
nus. Kaura yyera 671aHKOB U BBIAAYH
aTTecTaToB 00 OCHOBHOM 00IIIeM
obpazosanun. Kanra ygera 61aHKOB 1
BBIJIa4YM ATTECTATOB O CpeiHeM (TIOJTHOM)
obOpazoBanuu. Knura ydera Beigaun
30JI0THIX U cepeOpsHbIX Menaneld. Kauru
MIPOTOKOJIOB MEarOTHYECKOTO COBETA
mkoJbl. Kuuru npukaszos. Kuuru yaera
JIMYHOTO COCTaBa MEeNarornIecKux
paboTHIKOB. XKypHaT IpOIyIEeHHBIX 1
3aMeIeHHBIX YpoKoB) /Cp/

VK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
JI2.6

2.9

OpraHu3zauus AeN0NpoU3BOJICTBA B
00pa3oBaTeIbHON OpraHU3aLiN
(Opranu3zanus TOKyMEHTO000poTa,
pabota ¢ foxymeHTamu. Jlema:
HOMEHKJIaTypa Jien, GOpMHUpOBaHUE
nen. [Ipuem u 00paboTKa BXOISAIINX
JIOKyMeHTOB. PaboTa ¢ ncxoasmumu
nokymeHtamu. Cxema pabota ¢
BHYTPEHHHMMH JI0KymMeHTaMu. KoHTpous
HCTIOJTHEHHSI JOKyMeHTOB. [ToaroToBka
JOKYMEHTOB U JIeJI K TIOCTOSHHOMY HJIH
BpeMEHHOMY XpaHeHHI0. [lepenaua
JIeTT B apXUB W YHHUTOXKCHHE
JOKyMeHTOB. CpencTBa COCTaBICHHS
TEKCTOBBIX JJOKYMEHTOB, CPEACTBA
KOIIMPOBAHUS U OTIEPATUBHOTO
Ppa3MHOXEHUs TOKyMeHTOB. CpencTaa
XpaHEHH U MOUCKA JOKYMEHTOB.
Cpencrsa nepenaut HHGOPMALUH.
TexHOIOTHN TOKYMEHTAIHOHHOTO
obecriedeHNs yIpaBICHIUS
oOpasoBatenpHOl opranuzauueii) /Ip/

YK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 JI2.5
JI2.6

2.10

OpraHu3zauus Aen0Npou3BOJICTBA B
00pa30BaTeIbHON OpraHU3aALNN
(Opranuzanus TOKyMEeHTO000pOTa,
pabota ¢ noxymentamu. Jlena:
HOMEHKJIaTypa 1en, GOpMHUpOBaHHUE JIe.
IIpuem 1 06paboTKa BXOSIIUX
JIOKyMeHTOB. PaboTa ¢ ncxoasmumu
nokymeHtamu. Cxema paboTa ¢
BHYTPEHHHMMH J0KyMeHTaMu. KoHTpous
HCTIONTHEHUSI JOKyMEHTOB. [loaroToBKa
JIOKYMEHTOB U JIeJI K IIOCTOSIHHOMY HJIH
BpeMEHHOMY XpaHeHHI0. [lepenaua nen B
apXWB ¥ YHUYTOXKECHHE TOKYMEHTOB.
CpencTBa cOCTaBIICHNS TEKCTOBBIX
JOKYMEHTOB, CPEACTBA KOIIMPOBAHUS U
OIIEPATHBHOTO Pa3MHOXKEHUS
JOKyMeHTOB. CpecTBa XpaHEHUS U
MOUCKa JOKyMeHTOB. CpesicTBa nepeiadn
nudopmannu. TexHonoruu
JOKYMEHTAIHOHHOTO 00eCIIeUeHIS
yIpaBieHHs 00pa30BaTeIbHOM
opranu3arueit) /Cp/

YK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 JI2.5
JI2.6




2.11

JloKkyMEeHTOOOpa3yroIie NPU3HAKU 1
CBOMCTBA JOKyMeHTa. [lepBUYHOCTD U
BTOPUYHOCTb JOKyMeHTa. IOpunnueckas
cuna okymeHra. Komnmst nokymenTa.
Knaccudmkanus noxkymeHToB. Brmpst
nokymeHToB. /Cp/

VK-4.1 VK-
42 VK43

JI1.1 J11.2J12.1 J12.2 J12.3 J12.4 J12.5
JI2.6

Paznea 3. 3. DieKTpoHHBII
JOKYMEHTO0000pPOT: TEPMUHOJIOTHS 1
OCHOBHBIE IOHSITHS

3.1

OIMEeKTPOHHBIN TOKyMEHTOO00POT:
TEPMHHOJIOTHUS
M OCHOBHBIE NOHATHA /JIeK/

VK-4.1 VK-
42 VK43

32

ONEeKTPOHHBIH JOKYMEHTOOOOPOT:
TEPMHUHOJIOTHS ¥ OCHOBHBIC MOHSITHS

/Cp/

VK-4.1 VK-
42 VK43

33

OneKTPOHHBIN JOKYMEHT: MOHSATHE,
CTpyKTypa,

knaccudukanys, Gopmatsl paiiioB
JNIEKTPOHHBIX TOKyMeHTOB /IIp/

YK-4.1 VK-
42VK-43

34

ONEeKTPOHHbIH JOKYMEHT: ITOHSTHE,
CTPYKTYpa, Kiaccupuxanus, GopMatsl
(haiyioB MEKTPOHHBIX JOKyMEeHTOB /Cp/

VK-4.1 VK-
42VK-43

3.5

CTpYKTYpHBIE JIEMEHTBI 3JIEKTPOHHOTO
JOKYMEHTA: PEKBU3UTHAS U
coJiepKaTenbHast YaCTH,
COTPOBOAUTENbHAS HH(OpMALIHS.
OnektpoHHas nupposas moAnucsy /Jlek/

YK-4.1 VK-
42 VK43

3.6

CTpyKTYpHBIE DJIEMEHTBI IEKTPOHHOTO
JOKYMEHTA: PECKBH3UTHAS U
colepKaTenbHas 4acTH,
COTPOBOAUTENbHAS HHOpMALIHS.
OnextponHas udposas moxnucs /Cp/

VK-4.1 VK-
42 VK43

3.7

CucreMsl JOKyMEHTAI[HOHHOTO
obecnieuenus ynpasnenus (C1OY).
Hasnauenne CJOY. CocraB ¢pyHKIHH 1
3anay, BinosiHsAeMbix B CAOY. Knacest u
ctpyktypsl CIOY. CocraB u

coJiep KaHUuEe KOMIIOHEHT
TrOCyAapCTBEHHON CHCTEMBI
JOKYMEHTALHOHHOTO 00eCIeUCHNS
ympasienus (I'CJIOY /Tp/

YK-4.1 VK-
42 VK43

3.8

CucreMbl JOKYMEHTAI[HOHHOTO
obecrieuenus ynpasienus (CI0OY).
Hasznauenne CJOY. Cocras ¢yHKIUI 1
3aga4, BemmoaHsAeMbiXx B CIIOY. Knaccel u
crpykrypsl CJIOY. Cocras u

CofIepKaHHE KOMIIOHCHT
TrOCyAapCTBEHHON CHCTEMBI
JOKYMEHTALIHOHHOTO 00eCIICYCHYSI
ynpasnernus (I'CAOY /Cp/

10

VK-4.1 VK-
42 VK43

3.9

CocraB yHUDUITUPOBAHHON CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSIIUTEIBHBIX
nokymeHToB (YCOPL). CtpykTyphl
nokymMeHToB. ConeprkaHue IIPOIICIyPhI
cocraBienus u oopaborku OP/] /TIp/

VK-4.1 VK-
42 VK43

3.10

CocraB yHU(UINPOBAHHON CUCTEMBI
OpraHU3aMOHHO-PACTIOPSIUTEIbHBIX
nokymeHToB (YCOPJ). CTpyKTypbl
JokyMeHToB. ComepkaHue IPOLEAYpPHI
coctasnenus u oopadotku OP/] /Cp/

YK-4.1 VK-
42VK-43

5. ®OHJ OIEHOYHbBIX CPEJCTB

5.1. IlepeyeHb HHANKATOPOB AOCTHKEHUS] KOMIIeTeHIMH, GOPM KOHTPOJISI H OLLEHOYHBIX CPEeACTB




VK-4.1 Bnanmeer cucteMoil HOPM PYCCKOTO JHTEPATYpPHOIO SI3bIKA MPH €r0 MCIONB30BAHUH B Ka4eCTBE TOCYIapCTBEHHOTO SI3bIKA
P® n HOpMaMu MHOCTPAaHHOTO(BIX) S3BIKA(OB), HCHONB3YeT pa3INdHbIe ()OPMBI, BUIBI YCTHONH M MHUCBMEHHOH KOMMYHHKAIUH.
YK-4.2  Hcnone3yer s3bIKOBBIE CPEACTBA IS JOCTMXKEHUS MPO(ECCHOHATBHBIX IeTeif Ha PYCCKOM U MHOCTPaHHOM(BIX) SI3BIKE
(ax) B paMKax MEXIMYHOCTHOTO M MEXKYIbTYPHOTO OOIICHHMS.

VYK-4.3  OcymecTBisieT KOMMYHUKAIUIO B IIH(POBOH cpee Il NTOCTHKEHUS MPO(ECCHOHATBHBIX Teel U d(PPEKTHBHOTO
B3aUMOJICHCTBUSL.

(DOpMBI KOHTPOJIA U OIICHOYHBIC CPEICTBA: TECTOBBIC 3aTaHUA, 3a1aHUA K IIPAKTUYCCKNUM 3aHATHUAM, BOIIPOCHI K 3a4€TY.

5.2. TexHoornyeckKas KapTa 10CTUKEHUSI UHAUKATOPOB

Ilepeuens nnaukatopos kommnerenumii: 11K -4.1, TIK -4.2, TIK-4.3
Buns! yueOHOI paOOTHI: JEKIIMOHHbIE 3aHTHUS
®DOopMBI KOHTPOJIS M OIICHOYHBIE CPEACTBA: TECTOBBIE 3ananus (20 6anoB)

ITepeuens nanukaropoB kommnerenuuid: [1K -4.1, 1K -4.2, TTK-4.3
Bunbr yaeOHO# pabOTHI: IpaKTHIECKHE 3aHATHS
@DOopMBI KOHTPOJISI M OIICHOYHBIE CPEACTBA: 3aAaHI IS MpakTHIecKuX 3aHaTHH (30 6amnos)

[Tepeuenn nnaukaTopoB komnerenuuii: 11K -4.1, T1IK -4.2, T1K-4.3
Bunbr yaeOHO# paboTHI: caMocTosITeNnbHas paboTa
DOopMBI KOHTPOJISI ¥ OIICHOYHBIE CPEACTBA: TecTOBEIE 3aMaHus (20 6amioB)

Ilepeuens nnaukaropos komnerenuuid: 11K -4.1, I1K -4.2, TIK-4.3
Buns! yuebHolt paboThL: 3a4eT
DOopMBI KOHTPOJISL U OLIEHOYHBIE CPENICTBA: BOMPOCHI K 3a4eTy (30 OamoB)

5.3. ®opMbI KOHTPOJISI U OLlEHOYHBbIE CPEICTBA

[IpuMeps! TECTOBBIX 3aJaHUI

1. JIokyMEHTUPOBaHUE — 3TO:

a) IpUAaHue FOPUANIECKOI CHITBI IPUHATOMY YIIPABIEHUECKOMY PEIICHHUIO C IOMOIIBIO JOKYMEHTOB;
0) 3amKCh B COOTBETCTBHUU C 3aKOHOJATEIbCTBOM;

B) CO3[JaHHE JOKYMEHTOB, T.€. 3aIICh IT0 YCTAHOBJICHHBIM (popMaM HEOOXOAUMOI! [UIs YIIpaBICHAS
nHpopManuy.

2. JlokyMeHTaIllHOHHOE 00ecreyeHre YIpaBIeHus — 3TO:

a) OTpacib JIeATeNbHOCTH, 00eceYnBaloNnIas JOKyMEHTHPOBaHUE U OPraHU3aINIO paboThI ¢ OPUIMAIBHBIMH JOKYMEHTAMU;
0) mpueM n 06paboTKa TOKYMEHTOB, HEOOXOUMBIX IS IPUHSATHS YIPaBICHYSCKIX PEIICHIH 1
peanu3aIyy yrpaBIeHueCKUX (YHKITHH;

B) 3aIIUCh 110 YCTAHOBJICHHBIM ()opMaM MH(OPMALMU, HEOOXOANMOM 110 peasi3aluy yIPaBICHYSCKHX PEIICHHH.
3. OnpenerneHne TepPMUHA «TOKYMEHT:

a) 3aKCHPOBAaHHASI HA MaTEPUAIIFHOM HOCHTEINE HHPOPMAIHS ¢ PeKBH3UTAMH, ITO3BOJISIONIIMHI

e€ WICHTU(PHULUPOBATD;

0) cpenCTBO 3aKpEIICHHS Pa3IMYHBIM CII0COOOM Ha CIICIAIbHOM MaTepHaIbHOM HOCUTENE HH(POPMALUK 00 YIIPaBICHUYECKUX
pelIeHHAX;

B) MaTepUalIbHBIA 00BEKT C 3areuaTiaeHHol nHpopmanuei.

4. CornacHo tpeboBanusM, ycraHoBieHHbIM B TOCT P 6.30-2003, kaxxnoe npeanpustre 00s3aHo
TPUMEHSTE!

a) oOmuit 6;anK, OIaHK pHUKa3a, OIAHKH KOHKPETHBIX BHIOB JTOKYMEHTOB;

6) OnmaHK npennpusATHs, OJaHK MUChbMa, OJJaHKH KOHKPETHBIX JOJHKHOCTHBIX JIMLL;

B) OJ1aHK ITEChbMa, OOIMIf OJIaHK, OJIAaHKH KOHKPETHBIX BUIOB JOKYMEHTOB.

5. IIpenmMyIiecTBa yriioBOro mTamIia 00ecIIeunBaroT:

a) 5KOHOMMUIO ILJIOIAIH JIUCTA;

0) coBpeMEeHHBIN AH3aiiH;

B) BhIMoTHeHHe TpeboBanuii 'OCTa.

6. ®opmymsap-oOpaser opraHu3aOHHO-PACTIOPAAUTEIHHOTO JOKYMEHTA MIPEACTABISIET COOO0H:

a) MakeT OJaHKa JOKYMEHTA, MOATOTOBIEHHOTO K U3AaHUIO TUIIOTPaQCKUM CIIOCOO0M;

0) oOpa3serr OJaHKa TOKYMEHTA;

B) CXEMY PacIIOJIOKEHHS PEKBH3UTOB OPTaHN3AIIMOHHO-PACTIOPSINTEIEHOTO TOKYMEHTA;

r) 0Opaser; KOHKPETHOTO BHa OPraHU3aI[OHHO-PACIOPSAUTEIBHOIO JOKYMEHTA.

7. CoBMECTHBII OpraHU3alIOHHO-PACIOPSAUTEIBHBIN TOKYMEHT 0(DOPMITIETCSL:

a) Ha OJlaHKe OJTHOM M3 OpraHM3aINi;

0) Ha coBMeCTHOM OJTaHKE JIBYX OpTaHM3aIUi;

B) Ha YHCTOM Jiucte popmara A 4;

r) Ha OJIaHKax BBIIIECTOSIINX OPTraHU3aIHi.

8. B xakoMm BapmaHTe OTBETa IIPABHIIHHO Ha3BAHBI PEKBI3HUTHI OOIIETO OJIaHKa:




a) HAaNMEHOBAaHUE OPTaHU3aINH, IMOJIeMa OpraHM3alliH WK TOBapHBIN 3HaK, HAMMEHOBaHKE BHA
nokymenTa, OI' PH, MHH/KTIII, 3aro;ioBOK K TEKCTY, aJipecar;

0) HaMMEHOBaHWE OPTaHU3AIH, MECTO IJISl BUJIA TOKYMEHTA, aTa, peruCTPallMOHHBIA HOMEpP JOKYMEHTA, MECTO COCTABJICHUS;
B) HAaMMEHOBaHKe OpraHu3anuu, koj opranusaiuu, OI' PH, MTHH/KIIII, cnpaBouHble qaHHBIE 00
OpTaHM3aIH, aTa, PETUCTPAI[IOHHBIH HOMEp, CChUIKA Ha PErHCTPAllMOHHBIN HOMEp U AaTy JOKyMEHTA.
9. B xakoM BapHaHTe OTBETA Ha3BAHBI PEKBH3UTHI KOHKPETHOTO BHJA JOKYyMEHTA!

a) TOCyIapCTBEHHBIN Tep0, Koa (OpMBI JOKyMEHTa, HAMMEHOBAHME BHJIA IOKYMEHTA, PETUCTPAIIMOHHbII HOMED, AaTa JOKyMEHTa,
MECTO COCTaBJIECHHUS;

0) HanMeHOBaHNE OPraHM3AINH, SMOIeMa WIIM TOBApHBIH 3HAK, HANMEHOBAaHNE BHA JOKYMEHTA,
KOJ OpraHu3aIlH, KoJ (OpPMBI TOKYMEHTA, AaTa, perUCTPALlMOHHBIA HOMED;

B) HAMMEHOBaHKE OpraHU3allly, HAMMEHOBaHHUE BUIA TOKYMEHTA, PETUCTPALlIOHHBIN HOMEp, aTa
JIOKyMEHTa, MECTO CO3JJaHHUS JOKyMEHTA.

10. B xakoM BapHaHTe OTBETa [IPAaBIIILHO HA3BaHBI PEKBU3UTHI OJIaHKA ITHChMa?

a) HAaMMEHOBAaHUE OPTraHU3alMH, KOJI OPTraHU3aluH, Ko pOpMBI TOKYMEHTA, CIIPABOYHbIC JaHHbIC
00 opraHu3anumy;

0) HaMMeHOBaHME OPTaHI3AIlNH, HANMEHOBAaHNUE BUA JOKYMEHTA, J]aTa, PErUCTPAI[HOHHBIN HOMED;
B) HAMMEHOBaHKE OpPTaHU3AIlNH, CIIPaBOYHBIe NaHHbIE 00 opranuzanuu, O PH, MHH/KTIII, nara,
PETUCTPALMOHHBIA HOMEp, CChUIKA HA PETUCTPALIMOHHBIA HOMEp U ATy JOKYMEHTA.

11. B xakoM BapHaHTe PaBIILHO Ha3BaHBI PEKBU3UTHI OTaHKa ITpHUKa3a?

a) TOCyapCTBEHHbIN Tep0d, HANMEHOBaHNE OpraHU3aINH, HAUMeHOBaHKe Buya nokymenTta «[IPUKA3», nata mokymeHTa,
PETHCTPAaLMOHHBIA HOMEP, MECTO COCTABJICHUS;

0) rocynapCTBeHHbIH rep0, HANMEHOBAaHKE OpraHU3aIMY, HAMMEeHOBaHKe BuIa fokyMeHTa « [IPUKA3y, nata, peructpaioHHbIi
HOMEp, MECTO COCTaBIICHUS, CIIPABOYHBIE JaHHBIC 00 OpraHU3aIlIH;

B) sM0JeMa, HaMMEHOBaHKUe opraHu3anuy, suj nokymenta « [ IPUKA3», nata, MecTo cocTaBIeHHUS.
12. Hymepanus cTpaHuLl JOKyMEHTa IPOU3BOAUTCS:

a) 1O TIEHTPY HIDKHETO TIOJIS;

0) B IpaBOM HIKHEM YTy JOKYMEHTA;

B) 110 LIEHTPY BEPXHETO MOJI;

T) B IPaBOM BEPXHEM YITIy JOKYMEHTA.

13. PexBU3UT JOKYMEHTA — 3TO:

a) upmeHHbIH OnaHK;

0) OCHOBHAs YacTh TOKYMCHTA;

B) €r0 OTAENbHAS YaCTh.

14. U neHTH()UKAITIOHHBIMU PEKBU3UTAMH JOKYMEHTA SIBIISFOTCS:

a) aBTOp, BUJ, 1aTa, HHJEKC, TEKCT, ITOIMHUCD;

0) maTa, MHAEKC, TEKCT, TIOAIICE, ITeYaTh, aJpecarT;

B) aBTOD, aJpecaT, BU3a, IOAIMNCE, Te9aTh, TEKCT.

15. Kakue cioco6s1 ohopMiteHus JaThl B JOKYMEHTAX SBISIOTCS IPaBUIbLHBIMU?

a) 05.02.07.

6) 05.02.2007

B) 05 despamnsa 2007 r.

r) 2007.02.05

n) 5 despansa 2007 T.

e) 07.02.05

xK) 05 derpans 2007

16. I'pud yrBep > aeHHUS CTABUTCS:

a) Ha JOKyMEHTaX, YKa3aHHBIX PyKOBOIUTENIEM (DHUPMEI;

0) Ha TOKYMEHTAax, OTIPE/ICIIEHHBIX 3aKOHOJATEIbCTBOM;

B) Ha BCEX BHYTPEHHUX JOKYMEHTAaX.

17. Kakum criocoOoM IpoCTaBisIeTcs 1aTa B rprde yTBep:KICHHS TOKYMCHTA:

a) MalIMHOTIMCHBIM CIIOCOO0M;

6) mpocTaBigeTcs OT PyKU CeKpeTapeM Iocie YTBep:KACHHS JOKYMEHTa PYKOBOIUTEIIEM;

B) NMPOCTABIISETCS CAMUM PYKOBOJHUTENEM B MOMEHT YTBEPKIEHUS JOKYMEHTA;

T) IIPOCTABIISACTCS JIFOOBIM CIIOCOOOM.

18. O6s3aTeTbHOMY YTBEP)KACHHIO ITOJICKAT:

a) MpUKa3bl;

0) ciy>keOHBIC 3aIMCKH;

B) KOHTPAKTHI;

T) IITaTHOE PACIHCAHUE;

1) rapaHTUIHbIE TUCbMA.

19. ABTOpPOM CITyXKE€OHOTO NHCHMA SIBIISIETCS:

a) JOJDKHOCTHOE JINTIO, ITOIHCABIIEe JOKYMEHT;

0) UCTIOJIHUTENb, COCTABUBLINNA JOKYMEHT;

B) OpraHu3alusi, OT UMEHHU KOTOPOH OTHPaBISETCs MUCHMO.

20. ITo4ToBEIi azpec B peKBU3NUTE «AApecaTy» Ha CIIy)kKeOHOM ITHCEME YKa3bIBACTCS:

a) Bcerna,




0) B HEKOTOPBIX CITyJasix;

B) HE yKa3BIBACTCSL.

21. Ha moxymeHTax pa3pemaercsi mpocTaBIsATh He Ooiee:

a) OJTHOTO ajpeca;

0) IBYX aJpecoB;

B) TPEX aJ[PecoB;

T) 4ETBIPEX aPecoB.

22. Ha KakoM CITy>KeOHOM IHCBME TIPOCTABIIACTCS CChUTKA Ha HOMEp U JIaTy TOKYMCHTa:
a) TapaHTUHHOM;

0) CONPOBOIUTETHHOM;

B) OTBETHOM,;

T) IUPKYJISIPHOM;

) Ha BCEX MUCbMax.

23. Yro sBnsieTcst 1aTON MPOTOKOJIA!

a) Jara IOJIHACaHuS;

0) mara 3aceaHus;

B) JlaTa PETHCTPALIUH.

24. 3aroJI0BOK K TEKCTY JOKyMEHTa MOYKHO HE COCTaBIISTh:

a) Ha COBMECTHBIX JOKyMEHTAX;

0) Ha TOKYMEHTax, COCTaBJIICHHBIX Ha OJIaHKaX JOKHOCTHOTO JIUIIA;
B) Ha JOKYMEHTAX, HAMIPABJISAEMbIX B [IOJJBEIOMCTBCHHBIC YUPEKICHHS,
T) Ha JOKyMeHTax (opmara AS.

25. OTMeTKY 0 HAJTMYUH MPHUIIOKEHUS 00sI3aTEITBEHO HMEET:

a) 3ampoc;

0) HHPOPMALIMOHHOE MTUCHMO;

B) COIIPOBOAMUTEIHHOE IIHCHMO;

T) BCE CITy>KEOHBIE TOKYMEHTHI.

26. IIpu cocTaBiICHHH OTMETKH O MIPUIIOKCHUH K TEKCTY CIY)KEOHOTO MMCbMa HE YKA3bIBACTCS KOJIMUECTBO JINCTOB, €CITU
TpUJIaTaeMBIi TOKYMEHT:

a) Ha OJTHOM JIUCTE;

0) cMIIKOM 00BEMHBIN;

B) Ha OJTHOM JIHICTE C 000POTOM;

T) cOpOIIIOPOBaH.

27. OrMeTKa 0 KOHTPOJIE IIPOCTABIACTCS HA JOKYMEHTE:

a) Ha BEPXHEM II0JIC B IPABOM YIJIY;

0) Ha HIDKHEM TI0JIe B IPAaBOM YIIIY;

B) Ha JICBOM IIOJIE;

T) IPOU3BOJIBLHO.

IIpuMepsl IPaKTUYECKUX 3aJaHUH

1. CocraBbTe CpaBHUTEIBHYIO TAOIHILY TOJIOKHUTEIBHBIX U OTPULIATENLHBIX CTOPOH OPraHU3allul
JIOKYMEHTOO0OPOTAa B TPAJHIMOHHOM U 3IEKTPOHHOH (opme. BIUsIOT 11 XapaKTepHCTHKN OpraHU3anuu
Ha BBIBOJI O IIET€CO00Pa3HOCTH BHEAPEHHS aBTOMATH3HPOBAaHHBIX TEXHOJIOTHH TOKYMEHTO000pOTa B €€
paboty?

2. Pemure cuTyallmOHHYIO 3a1a4y.

«B 0a3e maHHBIX HOYTOYKa, KOTOPHIH HHOTIAa BEIHOCHUTCS 32 TIPEIEIbl OpTaHU3aIliH, XPaHUTCS
crrykeOHas ¥ TM9HAs HHPOPMAIHs, B TOM YHCIIe HHPOPMAIHSA O COTPYIHUKAX:

— (hammnsi, UMs1, OTYECTBO;

— JlaTa ¥ MECTO POXKICHUS;

— a/Ipec MecTa KHUTEIbCTBA;

— BUJ JOKYMEHTAa, YIOCTOBEPSIOLIETO JTUIHOCTh, CEpUS K HOMEp ITOTO JJOKYMEHTa, HAUMEHOBaHHE

WM KOJI OpraHa, BBIJIABIIEro JOKYMEHT, AaTa BbIAAYM JOKYMEHTA;

— ceMelHOe MOJI0XKEHHE;

— obOpa3oBaHmHe;

— CBEJIEHH O JOXO0JaX, UMYIIECTBE U 0053aTeNbCTBaX UMYILIECTBEHHOTO XapaKTepa;

— MEIUIIHCKOE 3aKIIOYCHUE 00 OTCYTCTBHH 3a00JIEBaHMUS, IPEIATCTBYIOMIETO OCTYINICHUIO Ha

paborty;

— TOAHOCTBH K BOGHHOH cIyxk0e;

— MHJIUBUAYaJbHBIA HOMEp Hanororuiarenbinuka (MHH);

— CBEIEHHS O CTPaXOBOM CBHIETEIHCTBE;

— HoMep Tenedona;

— BJIaJIeHHe UHOCTPAHHBIMU SI3bIKAMH,

COCTABJISAIONIUE B COOTBETCTBUU ¢ DenepaibHbIM 3aKOHOM «O TIepCOHANBHBIX JaHHBIX» (Nel152-D3)
CTpOTO KOHPHUICHINATEHYIO HHPOpManuio. JaHHBIH HOYTOYK HMeeT OeCIIPOBOIHOM BBIXOJ B CeTh MIHTEpHET.
Uro HeoOX0AUMO MPEANPUHUMATH JUIS 3alIUTHI CITY)keOHOH HH(POPMAIIUU 1 IEPCOHANBHBIX TaHHBIX COTPYAHUKOB B TAHHOM




ciydae?»

3. OrpenaxTupyiiTe TaHHBIC HIDKE IPEITOKEHUS B COOTBETCTBHH ¢ HOPMAMH COBPEMEHHOTO PYCCKOTO JINTEPATYPHOTO S3BIKA:

1. Bo ucnonHeHne nmpruKka3za HaMeYeHbl MEpHhI 10 €T0 BHIOJIHEHHIO.

2. Bropsie npodeccun — cMexxHbIE PodEeccuu, He MEHSISI CBOETO OCHOBHOTO BUJIa NMPO(ECCHOHAIBHON JIEATENbHOCTH, HEOOX0IMMBI
0co0eHHO B Opuranax.

3. Ins oT0# 1enu Hama GupMa UCHOIb3YeT HMEIOIINECs TOACOOHBIE ITOMETICHNSI.

4. OueHuBast pe3yabTaThl PadOTHI OTJENA, Y HETO OTMEYAETCs BHICOKUN MPOLIEHT BHEAPEHHBIX Pa3paboToOK.

5. B mporpamMme 00y4eHUs! yIUTBIBAIOTCSI IOXKEIAHHS CITyIIaTeNel, KOTOPbIE IPUCHUIAIOTCS COBMECTHO C ITOJTBEPKIACHUEM O
COTJIACHH TIPHHATH yJacTue B paboTe Kypca.

6. Crietyer 0OecTieuuTh MOBBIIICHNE TUYHOH OTBETCTBEHHOCTH IUIAHOBO-(DHMHAHCOBBIX, OYXTaNTepCKUX U IOPUIUIECKUX CIIYXO, UX
COBMECTHBIN KOHTPOJIb HaJl MCIOJIL30BAaHUEM OFOKETHBIX CPEJICTB.

7. C aboHEeMeHTOM OBLT 3aKIFOYEH JOTOBOD.

8. ITo cBegeHUSIM M3 OCBEIOMIICHHBIX HCTOYHUKOB, HaMe4eHO noanucanne CoraneHns 0 HaHOHAIBHOM COTTIACHH.

9. JInuHO s Ha/IErOCh Ha MOBBIIIEHHUE OKIAJA.

10. Oro HeoOXoauMO BBISICHUTH Y JIMuTpus Boprcosuua I1leBuyk.

Bomnpocs! k 3aueTy

1. JIemonpou3BoACTBO (TOKYMEHTAIIHOHHOE 00ECTIeUeHNE YyIIpaBIeHNs ) Kak QYHKIS YIIpaBIeHHs, COBPEMEHHBIE TPEOOBAHUS K €T0
oprarm3aruy. OCHOBHBIE TEPMUHBI IETOIPONU3BOJICTBA.

. JIoOKyMeHT, OCHOBHBIC NOHATHS, PYHKI[UU U CHOCOOBI JOKYMEHTHPOBAHHUS.

. Undpopmanus u nokymenTt. Knaccudukamms fokyMeHTa.

. DNMeKTPOHHBIN TOKyMEHT U TOKYyMEHTOOOOPOT.

. YHuGUKanus U CTaHIapTU3aIKs Kak OCHOBHOE HAIIPABJICHHE COBEPIICHCTBOBAHMS JOKYMEHTOB.

. CucreMbl fOKyMEHTaIMH. Y HUQUIUPOBaHHbBIC CUCTEMBI JJOKYMEHTALHH.

. Obume TpeboBaHUS K TEKCTY JOKyMeHTa. [opsIok N3MoKeHNs TeKCTa JOKyMEHTa. SI3BIK CIy)KeOHBIX JOKYMEHTOB.

. HopmaTtuBHO-TIpaBoBast 6a3a AeIONPOU3BOICTBRA.

. XapaKTepucTuka, coctas u coaepxkanue ['OCTa P 6.30-2003.

10. Buzns! 6:1aHKOB JOKYMEHTOB, UX XapaKkTepucTHKa. [IpaBuina oopMIleHNs, H3TOTOBIICHNUS, YIETa, HCIIOIb30BAHMS U XPAaHESHHS
OJIAHKOB OpTaHU3AINH.

11. FOpunndeckas cuina JOKYMEHTOB.

12. XapaKkTepHcTHKa U COCTAaB OPraHU3alIOHHO-TIPABOBBIX JJOKYMEHTOB: TPEOOBaHHMS K COCTaBICHHIO H 0(hOpMIICHHUIO.

13. XapaxkTepuCcTHKa U COCTaB PACHIOPSIUTEIBHBIX JOKYMEHTOB: TPEOOBAHMUS K COCTABICHHIO U 0(OPMIICHHIO.

14. XapaxrepucTuka u cocTaB HH(GOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB: TPEOOBAHMS K COCTABICHHIO X O()OPMIICHUIO.

15. PazpaboTka JOKyMEHTaIUH, OTpakaroniel (PMHaHCOBO-XO035HCTBEHHYIO JeITENbHOCTh OPraHU3aluy.

16. Pa3zpaboTka TOKyMEHTAIUH, OTpaskatomieii KOMMEPUYECKYIO AESITEIbHOCTh OpraHN3aluH.

17. JokyMeHTHpOBaHUE PabOTHI ¢ IepcoHanoM. KoMruieke kapoBoi TOKYMEHTAIINH.

18. Yaudunuposanasie GOpMbl IEPBUIHON YUETHOH JOKYMEHTALUH MO YUeTy TpyAa H ero oruiaTel. Obmme npasuia ohopMIeHHS
HPUKA30B 0 THYHOMY COCTaBY.

19. TpynoBoii 10roBop: coep:KaHue U MOPSIOK 3aKIIIOUCHHUS.

20. Oco0eHHOCTH TOKYMCHTHPOBAHHS 3TAIlOB TPYAOBOH AeATEIbHOCTH PA0OTHHKA: IPHEM, IIEPEBOJ], OTIYCK, KOMaHIUPOBKA,
YBOJIbHEHHE, TOOLIPEHUE, TUCIUIIIMHAPHOE B3bICKaHHE.

21. TpynoBast KHIDKKa: IPaBHIIa BEACHNSI U OOPMIICHHUSI.

22. OdopmIieHNe U BEICHNE THIHOW KapTOYKH ¥ JTUIHBIX JET.

23. TIpouecc 3amunTh TpoQecCHOHATBHBIX JaHHBIX B KaJIpOBOM CITyX0e.

24. 3ama4yn U QYHKIUU KaapoBOit cirykObl. OpraHnu3alHOHHAs CTPYKTYpa KaAPOBOM CIyXKOBI.

25. INpuHIUIE 1 GOpMBI OpraHM3aINH AETOTPON3BOICTBA HA MIPEATIPUATHH.

26. Cayx0a JOKyMEHTAIMOHHOTO 00ECIeYeHHs YIIPABICHHU: (hYHKIIUH, CTPYKTYPa, TODKHOCTHOH COCTaB.

27. TloHsiTre, MPUHLMIIBI U XapaKTEPUCTUKH JOKYMEHTOO00pOTA.

28. OCHOBHBIE ATaITBI JOKYMEHTOO0O0POTA.

29. IlepBoHauanmbHast 00pabOTKA JOKYMEHTOB B OpTaHHU3AIHH.

30. TexHONOTHUS PACCMOTPEHUS JOKYMEHTOB B OPTaHU3AIHN.

31. Iousitue Cuctemsl Jlokymentannontnoro Obecneuerus Ynpasienus (CJIOY). CoctaB QyHKIHIA U 3a/1a4, BBIMTOJHAESMbIX B
CHOY.

32. Knaccer u ctpykrypsr CAOY.

33. CocraB u coaepxanue KomrnoHeHT ['ocynapcrBennoit Cucremsl JlokymenrtanuonHoro Obecneuenus: Ynpasnenus (I'CAOY).
34. Tlonsitue Gopmsbl nmekTpoHHOTO HokyMeHTa (D]1). Buasr D1,

34. Oramsl pa3BUTHSA CPEACTB aBTOMATH3HPOBAHHOTO XPAHEHHUS U TIOUCKA TEKCTOBBIX JTOKYMEHTOB.

35. Ionsitue nHpOpMATMOHHO-TIOUCKOBOH cucteMbl. OcHoBHBIE KoMTIOHEHTHI UTTC 1 Texnonorus padotsl ¢ UTIC Ha mpumepe
«KoncynbTanTt», «I"apanT» 1 NOUCKOBBIX MalIyH Internet.

36. [ToHsATHE CHCTEMBI yIIpaBiIeHHs 31eKTpoHHBIME gokyMeHTamu (CY M), dyaknum, Bemonasemsle CY . Ctpykrypa CY/ u
Ha3HAYCHHUE €€ KOMIIOHEHT.

37. Mertoap! opranu3zauuy xpanenus gokymentos B CY JI. Kimaccudukauus MeTo10B MOKUCKA.

38. OCHOBHBIC 33J]a4l OPTAaHU3ALUHU CUCTEMBI JICKTPOHHOTO JoKyMeHTooOopoTa (COJ10). Drams pazsutus COJ10. Kinaccs
Col0.

39. IIpuHIUIIEI ¥ 0COOEHHOCTH MOCTPOCHUS AaBTOMaTU3UPOBAHHBIX CUCTEM KOHTPOJIS UCTIONHEHUs JoKyMeHToB (ACKI ).
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5.4. Ouenka pe3yJbTaTOB 00y4eHHs B COOTBETCTBHHU ¢ HHAMKATOPAMHU JOCTUKEHUS KOMIIeTeH it

Heynosi.: He TOCTUTHYT

3aureno (Y o). [loporossrii yposeHs: TeopeTinueckne CBeCHUS 0 AUCHUILTHHE (OHATHE JOKYMEHT, BUIBI X (DYHKITHH
JIOKYMEHTOB; [IPaBOBOE, OPraHN3allMOHHOE U TeopeTniecKoe obecneueHre paboThl ¢ JOKYMEHTaMH B 00pa30BaTelIbHOM
OpraHHU3al11; OCHOBBI JIEIIONPOU3BO/ICTBA B 00pa30BaTe/IbHON OpraHN3alliK; OCHOBBI JIOKyMEHTHOH KOMMYHHKALINY;

CoZIepKaHUe TOCYNAapCTBEHHBIX CTAHAAPTOB IO JTOKYMEHTOBEACHHIO; IIPaBHIIa O(OPMIICHHS JOKYMEHTOB, PeKBH3HUTHI IOKYMEHTOB;
0COOCHHOCTH SI3BIKA M CTHJIS O(HINAIBHBIX JOKYMEHTOB) 3HAET HE B IOJTHOM 00beMe, TOITycKaeT (haKTUIECKHE OMMOKH IIPH UX
BOCrpou3BeieHnH. [IpakTuueckie yMeHus 0 AUCHHUILIMHE (COCTABIATH JOKYMEHTHI Pa3iIMYHBIX TUIIOB U BUJIOB; OCYILECTBIISAT
KOMMYHHKAIIHIO ITOCPEACTBOM JOKYMEHTORB) IPOSBIISCT IIPH ITOJTHOM HHCTPYKTaXKe M KOHTPOJIE CO CTOPOHHI IpenoaBaTers. He
BJIJICET HABBIKAMHU COCTABJICHUS PA3IMYHBIX JOKYMEHTOB; HABBIKAMH OCYIIECTBICHUS KOMMYHHUKAIHH IIOCPEICTBOM JIOKYMEHTOB;
HaBBIKAMH OpraHU3alUH JSIOIPOU3BOICTBA B 00pa30BaTENbHON OpraHU3aIny.

3aureHo (Xopomo). ba3zoBelit ypoBeHs: TeopeTnueckne CBECHUS IO JUCHUILIMHE (IOHATHE JOKYMEHT, BUbI U QYHKIIUN
JOKYMEHTOB; [IPaBOBOE, OPraHW3alMOHHOE U TeOpeTHIecKoe obecreueHne paboTsl ¢ JOKYMEHTaMH B 00pa30BaTeIbHON
OpTaHM3aINH; OCHOBHI JEJIONPOU3BOICTBA B 00pPa30BaTEILHOI OpraHU3aIiK; OCHOBBI JJOKYMEHTHOI KOMMYHHKAIIHH; COIEpKaHHIEe
rOCY/IapCTBEHHBIX CTaHIAPTOB 110 JOKYMEHTOBEACHHUIO; ITpaBHiIa 0()OPMIICHHUS JOKYMEHTOB, PEKBU3HUTHI JOKYMEHTOB; 0COOCHHOCTH
S3BIKA ¥ CTHIIA O()UIMANTEHBIX JTOKYMEHTOB) BOCIIPOM3BOANT HE B TIOJTHOM 00BeMe, JOIyCKaeT HEeTOYHOCTH. [IpakTHueckne yMeHHs
M0 AUCHIUIUIHHE (COCTaBIIATh JOKYMEHTHI Pa3IMYHBIX THUIIOB U BUJOB; OCYIIECTBIATH KOMMYHHKAIUIO IIOCPEICTBOM JIOKYMEHTOB)
HPOSIBIISIET IIPY YaCTUYHOM MHCTPYKTa)XKe CO CTOPOHBI IpernoiaBaTens. Biageer ymMmeHneM pa3iudHbIX JOKYMEHTOB; YMEHHEM
OCYIIECTBIICHU KOMMYHUKAaIlUK TIOCPEACTBOM JJOKYMEHTOB; YMEHHEM OPraHHU3allH JAeIONPOU3BOACTBA B 00pPa30BaTEIbHOM
OpraHHU3alHN.

3aureno (OrnuuHO). Bricokuii yposeHs: Teopernaeckne cBeeHUS 0 AUCHUILIHHE (OHITHE JOKYMEHT, BUIBI U (DYHKIUN
JOKYMEHTOB; [IPaBOBOE, OPraHW3allMOHHOE U TeopeTniecKoe obecneueHre paboTsl ¢ JOKYMEHTaMH B 00pa30BaTelIbHOM
OpTaHM3aIMH; OCHOBHI JIEJIONPOHU3BOJICTBA B 00pPa30BaTEIFHOI OpraHU3aIliK; OCHOBHI IOKYMCHTHO KOMMYHHKAIIHH; COJIep KaHHe
TOCYIAapCTBEHHBIX CTAaHAAPTOB IT0 JOKYMEHTOBEICHHUIO; IIpaBHiIa 0(hOPMICHUSL

JIOKYMEHTOB, PEKBH3UTHI JOKyMEHTOB; OCOOCHHOCTH SI3bIKa U CTWJISI O(UIIMAIBHBIX JOKYMEHTOB) 3HAET U BOCHPOU3BOJAUT B
nosHOM oObeMe. [IpakTidaeckre yMeHus! 0 JUCLUILIMHE (COCTaBIATh JOKYMEHTHI Pa3INYHbBIX THIIOB M BUJOB; OCYLIECTBIISITH
KOMMYHHKAITHIO TOCPEACTBOM JJOKYMEHTOB) OCYIIECTBIISIET CAMOCTOSITENIFHO M KOPPEKTHO. BirageeT HaBBIKAMHU COCTaBICHHS
Pa3IUYHBIX JOKYMEHTOB; HABBIKAMH OCYIIECTBICHNS KOMMYHHKAIUH OCPEICTBOM JOKYMEHTOB; HABBIKAMU OPraHH3aIlUH
JIeIIOTIPOM3BO/ICTBA B 00pa30BaTEIbHON OpraHU3alliH.

6. YAEBHO-METO/JUYECKOE U HH®OPMAINIMOHHOE OBECIIEYEHHME JUCIUITJIMHBI (MO YJIS)

6.1. Pexomenayemasi iuteparypa

6.1.1. OcHoBHas1 UTEepaTypa

ABTOpBI, COCTaBUTENHU N3nanue OK3.
JI1.1 |H. H. Kynses, 1. H. JoxymentoBenenue: yuednuk — Mocksa : Jloroc, 2015 — URL: 9999
Vpanos, A. T http://www.iprbookshop.ru/70692.html
DabpuyHOB
JI1.2 | C. B. Pa6oBa JlokyMeHTanmoHHOE 00eCTIeUeHIE YIPaBICHUECKON JISATEILHOCTH: yaeOHOE TocoOre 9999
— YIIBSHOBCK : YIIbSHOBCKUI IOCYNapCTBEHHbIM TEXHUUECKUN YHUBEpCUTeT, 2021
— URL: https://www.iprbookshop.ru/121268.html
6.1.2. JlonosiHuTEILHAS JIUTEPATYPA
ABTOpBI, COCTAaBUTENN W3nanue DK3.
JI2.1 |[mox oOm. pexn. H. H. KonpuaeHnnanpHoe AEIONPOU3BOICTBO U 3aIIUIICHHBIN ICKTPOHHBIH 9999
Kynsiepa] JIOKYMEHTO000poT: yueOHnk — Mockaa : Jloroc, 2016 — URL:
http://www.iprbookshop.ru/66416.html
JI2.2 | T. B. Anekceesa, O. JlokyMeHTanmoHHOE 00eCTIieueHNe YIpaBIeHHs: yIeOHUK IJIsl CTYACHTOB 9999
A. CtpaxoB YIpeXIeHuil cpeqHero npodeccuoHaIbHOro 00pa3zoBanus — MoOCKBa : YHUBEPCUTET
«Cuneprust», 2020 — URL: http://www.iprbookshop.ru/101344.html
JI2.3 | . B. Ky3nenosa, I KoHdpuneHnuanpHOE IeT0MPOU3BOICTBO U 3alTUIICHHBIA JICKTPOHHBIH 9999
A. XavatpsH JIOKYMEHTO000poT: yaeOHoe mocodue s 6akanaBpoB — Mocksa : Aii [Tu Ap
Menmua, 2020 — URL: https://www.iprbookshop.ru/97083.html
JI2.4 |II. A. MycunoB HopmaTuBHO-1IpaBOBOE U JOKYMEHTAIIMOHHOE 0OecIeyeHre esITeNbHOCTH 9999
oOpazoBaTenbHOM opranu3anmu. Yacts 2: yaeOHO-MeTomiaeckoe nmocooue — ['opHo-
Anraiick : TAI'Y, 2018 — URL: https://icdlib.nspu.ru/views/icdlib/6540/read.php
JI2.5 |II. A. MycuHoB HopmaTtuBHO-IIpaBOBOE M JOKYMEHTAIIOHHOE 00ECIIEICHHE 1A TEITHHOCTH 9999
obpasoBartensHON opranuzanuu. Yacts 1: yueGHO-MeToan4eckoe nocodue — ['opHO-
Anraiick : TAT'Y, 2018 — URL: https://icdlib.nspu.ru/views/icdlib/654 1/read.php
JI2.6 | A. B. Cnnuak KoHdpuneHnuanpHOE AeT0MPOU3BOJICTBO: yueOHOE TocoOrue — HrKHEBapTOBCK : 9999
HuxueBaproBckuii rocyaapcTBeHHbI yHuBepcutet, 2020 — URL:
https://www.iprbookshop.ru/118982.html

6.3.1 IlepeyeHb MPOrpaMMHOro odecrneyeHust




6.3.1.1 | [Taker Microsoft Office
6.3.1.2 | [Taker LibreOffice
6.3.1.3 | [Taxer OpenOffice.org
6.3.1.4 | Onepanmonnas cucrema cemeiictea Windows
6.3.1.5 | Onepanmonnas cucrema cemecta Linux
6.3.1.6 | UntepueTt Opaysep
6.3.1.7 | IIporpaMma Jutst IpOCMOTPA IEKTPOHHBIX JOKyMEHTOB opmara pdf, djvu
6.3.1.8 | Menua npourpeIBaTelib
6.3.1.9 | Ilporpamma 7zip
6.3.1.1 | ITaxer Kaspersky Endpoint Security 10 for Windows
0
6.3.1.1 | Pegaxtop nzobpakenuit Gimp
1
6.3.1.1 | Penaxtop nzoodpakenuii Inkscape
2
6.3.1.1 | CorelDraw Graphics Suite X4
3
6.3.1.1 | Labview education edition
4
6.3.1.1 | ABBYY FineReader 9.0 Corporate Edition
5
6.3.2 TlepeyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | TapanT: nHQOpPMAIIIOHHOC-TIPABOBOE 00ECTIeUCHUE

6.3.2.2

Iudposoii o6pazoBatenbHbIil pecype IPR Smart / Aii [Tu Ap Menua

6.3.2.3

eLIBRARY.RU : Hay4Has 31eKTpOHHAs OMOIHOTEKA

6324

OnekrponHas 6ubnmoreka HIIB / Anraiickuil rocyaapcTBeHHBIH Hearoruueckuii yausepeurer, HaygaHo-menarornyeckast
OubnmoTeka

6.3.2.5

MD3b. MexBy30BCcKas aneKTpoHHast 6rbnroTeka / HOBOCHOMPCKHUI rocy1apCTBEHHBIN MeJarornieckuii YHUBEPCUTET

6.3.2.6

MesxpernonasnbHas aHaATUTHYECKasl POCIIUCH cTaTel : MOMCK cTatel B poccuiickoil nepuoauke (MAPC) / APBUKOH

6.3.2.7

HanunonaneHast anekTpoHHas OHONMoOTeKa : emepanabHas FocyIapcTBeHHas HHYOPMALMOHHAs cucTeMa / MUHUCTEPCTBO
KyabTypbl Poccuiickoit denepannu, Poccuiickas rocyaapcTBeHHas 6ubnnoTeka

6.3.2.8

CerteBas pneKTpOHHAs! OMOIMOTEKA IEAArOTHIeCKUX By30B // DneKTpoHHO-0ubnnoTeuHas cuctema Jlans / znarenbcTBo
Jlanb

6.3.2.9

IIpesunenrtckas 6ubnuoreka numenu b. H. Enpunna

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOAYJIS)

7.1

OO6opynoBaHHBIE yIeOHBIC AyTUTOPHH, B TOM YHCIE C UCIIOIb30BaHNEM MYIbTHUMEANHHBIX KOMIIEKTOB, TTOAKIIOYCHHEM
K ceTH «/HTepHeT» U JOCTYHOM B 3IEKTPOHHYIO HH(OPMAIIHOHHO-00pa30BaTEIBHYIO Cpely Y HUBEpCUTETA.

7.2

AymuTopun ISl CAMOCTOSATETIFHOM PabOTHI ¢ TOJKITIOUCHNEM K ceTH «VHTepHeT» M JOCTYIIOM B 3IEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTENbHYIO CpeAy Y HUBEPCUTETA.

8.

METOJUYECKHUE YKA3AHUSA VI OBYJAIOIIINXCSA IO OCBOEHHUIO JUCHUIIJIMHBI (MO YJISA)

IIpu 0CBOSHHMU IUCIMIUTMHBI IPEATIONAraeTcs BOBICUEHHE CTYACHTA B CIIEAYIONINE BUABI YI€OHOH e TeNbHOCTH:
1. Ha ayaMTOpHBIX 3aHATHSIX:
* TIPOCITYIIMBAHKE JICKIHH;
* BBITIOJTHEHHE 3aJ]aHUH HA JTa00OPATOPHBIX 3aHSITHUSX;
* TUAJIOTOBOE B3aMMO/ICHCTBHUE 110 TEMATHUKE AUCIMIUIMHBL.
2. I1pu oCyIECTBICHUH CAMOCTOSATEIBHON pabOTHL:
* aKTyaJIM3aLus TEOPETUYECKOTO MaTepHala, IPOCIIYIIAHHOIO Ha JIEKLIUY 110 COOTBETCTBYIOLIEH TEMaTUKE;
* BBITIOJIHEHHE 3aJ]aHUH JIJIsl CAMOCTOSITENNFHON pabOTHI;
* IOATOTOBKA K 3alIUTe TaOOpaTOPHBIX padoT;
* [IOATOTOBKA K TECTOBOMY CpE3y 3HaHUH.
3. IIpu npoBeaeHUU KOHCYIIbTALMNI:
* IOATOTOBKA OTYETOB O CAMOCTOSTENILHON padoTe;
* IMAJIOTOBOE B3aMMO/IEHCTBUE € MPENOAaBaTEeNIEM 110 TEMATUKE AUCIIMIIMHEL.
4. Texymuil KOHTPOJIb:
* MMpe3eHTalHs TOTOBHOCTH 10 TeMaM Ja0opaTOPHBIX 3aHATHH;




* y4acTHe B KOHTPOJIBbHOM CPE3€ Ha OCHOBE BBIIOTHEHHUS TECTOBBIX 33aJaHUI.
Meroaeckue yKa3aHUs 10 MOATOTOBKE K 3aHATHAM 0 AUCHUILTHHE. 3aHATHS IPOBOIITCS B hopMe T1abopaTOpHEIX pador,
KOTOPBIE COCTABIISIOT BYKHYIO YACTh TEOPETHYECKON U MPO(eCcCHOHANBHON MPAaKTUIECKOM MOATOTOBKY CTYAEHTOB. BrinomHeHne
o0yJaromumMucs 1ab0opaTOpHBIX pabOT HANPaBIICHO Ha!

* 00001IIeHNE, CHCTEMATH3AIINIO, YIITYOJIeHNEe, 3aKPeTICHHE TOTyIeHHBIX TEOPETHICCKUX 3HAHUH 1T0 KOHKPETHBIM TeMaM
y4eOHOW AUCIUIIINHEL H (POPMHUPOBAHNE MEKIIPEIMETHBIX CBSI3EH;

* popmupoBanue NpodecCHOHANTBHBIX KOMIETEHIIUH.
CocraB 1 cofepxaHue J1a00paTOPHEIX PadOT ONpeAeIsIoTcs TPeOOBaHUAMH K pe3y/IbTaTaM 00ydeHUs 10 y4eOHOH AUCIUILINHE B
COOTBETCTBHH C TPEOOBAaHHUAMHE CTaHAApTA.
JlabopaTopHsle pabOTHI, KaK IPAaBUIIO, TEMATHUECKU CIEAYIOT 3a ONpEIeIeHHBIMU TeMaMH TEOPEeTHIECKOT0 MaTepuana yaeOHon
JUCLUIUIAHBL.
JlaboparopHas paboTa Kak BUA yaeOHOTO 3aHATHS MPOBOJHUTCS B KOMIBIOTEpHOM Kitacce. HeoOX0oMMMBIMI CTPYKTYPHBIMHU
3JIeMEHTaMH JTab0PaTOPHOH pabOTHI, TOMHMO CAMOCTOSATEIBHON IESATEIFHOCTH 00YJaIONIUXCs, ABIISIOTCS HHCTPYKTAXK,
MIPOBOIUMBIH MperoiaBaTeNeM, a TAaK)Ke 3alUTa BHIIOJHEHHON 1a00paTopHOM paboThI.
BrinonHeHHI0 1a00paTOpHBIX paboT MPEeIIIECTBYET JOMAIIHSIS TOIrOTOBKA C UCIIONB30BaHUEM COOTBETCTBYIOMIEH JTUTEPATYpPHI
(y4eOHMKH, JTEKINH, METOINYECKIE TOCOOHS M yKa3aHUS | Ap.) M IIPOBEpKa 3HAHUH 00ydIaromuxcst Kak KpUTEepHit uxX
TEOPETUYECKON TOTOBHOCTH K BBHINOIHEHHIO 33 JaHHUSI.
ITepen BEIOIHEHUEM JTa0OPaTOPHON pabOTHI TPEOYeTCs HOIYIUTh BAPHAHT 3alaHusL.
Jlanee HEOOXOMMO 03HAKOMHUTHCS C 3a/IlaHUEM. DINEeKTPOHHBIE KOTIMH 3aJaHUH BBIAAIOTCS MIPEOIaBaTeIeM.
BrmonHenne 1abopaTopHOit pabOTEI ClegyeT HauaTh C U3y4CHUS TCOPETHIECKHIX CBECHHUH, KOTOPBIE IPUBOAATCS B HA4aje
ONMHCaHMS KaX101 JabopaTopHOil paboThI.
PesynbraTel paboTh HE0OX0JUMO O(OPMHUTH B BUAE OTHETA.
JlabopaTtopHast paboTa CUUTAETCS BHIIOJIHEHHOH, €CITH

* IPEAOCTABIICH OTYET O PE3yNbTaTaX BBITOIHEHUS 3adaHUs;

* IPOBEJICHA 3all[iTa MPOJIENaHHON PaOOTEHL.
3amuTa IPOBOANTCS B []BA 3TAIA:
1) IeMOHCTPHPYIOTCS Pe3yIbTAaThl BRIIOTHCHNUS 3aJaHNS,;
2) TpeOyeTcst OTBETUTH Ha PSIII BOIIPOCOB U3 MEPEUHsI KOHTPOJIBHBIX BOIIPOCOB, KOTOPBIi MPUBOAUTCS B 3aJaHUU K JIAOOPATOPHOM
pabore.
Kaxnas mabopaTopHas paboTa OIleHHBAETCS OIPE/IeTICHHBIM KOJIMYECTBOM OalIoB.

Meroaudeckue peKOMEHIAUH ATl CTYAECHTOB, OCBAaMBAIOMIMX JUCLUILUIMHY 110 HHAUBHYaJbHOMY y4€OHOMY IIaHy.

CTyneHTHl, epeBeIeHHBIC HAa HHANBHUYaJIbHBIN YIeOHBIH ITaH, IO HaYaja 3aHATHH [0 AUCIUIUIIHE JOJDKHBI 00paTHTHCS K
[IPENOJaBaTENI0 U MOJIyYUTh NAKET 3aaHUM 110 JUCHUILIUHE AJIS CAMOCTOSTEIBHOIO OBJIAJCHUS MATEPUAIIOM, @ TAKXKE OIPENEIIUTh
C IIpernoaaBaTeneM TOUKH PyOeKHOTO KOHTPOJIS U CIIOCOOBI AUCTAaHIIMOHHOTO B3aUMOJICHCTBHSL.

Metoanyeckue pekoMeHaauu st ooydaromnuxcs (¢ OB3)

I[Tox crienuanbHBIMKU YCIOBHSAMH JUIS ITOTy4EHUS] 00pa30BaHusl 00y4aIOMUMUCS C OTPAaHUYCHHBIMU BO3MOKHOCTSMH 310POBbSI
TIOHMMAIOTCSI YCTIOBUS 00ydeHNsI, BOCHUTAHMS M Pa3BUTHS, BKIIIOYAIONIIE B ce0s NCITOIB30BaHNE CIIEIHATBFHBIX 00pa30BaTeIbHBIX
HIpOrpaMM B METOJ0B OOYHIEHHS U BOCITUTAHHSA, CIEHATBHBIX YI€OHUKOB, YIeOHBIX TOCOOMI U AUAAKTHUECKAX MATEPHATIOB,
CIIEIUAaNbHBIX TEXHUUECKUX CPEICTB 00ydeHHs KOJIEKTUBHOTO U MHAUBHIYaIbHOTO MONb30BaHus. [locTpoeHne o6pa3oBaTeIbHOTO
nporecca OpHEHTHPOBAHO HA YUET WHIUBHUYaIbHBIX BO3PACTHBIX, NCUXO(U3HIECKNX 0COOCHHOCTEH 00yJaromMXcsl, B YaCTHOCTH
MpeIoIaraeTcsi BO3MOXKHOCTD Pa3padOTKU HHANBHAYATbHBIX yUeOHBIX IIaHOB. Peann3anus HHANBHYaIbHEIX yIeOHBIX TIAHOB
COIPOBOXKAAETCSI MOAACPIKKOM ThIOTOpa (POIUTENS, B3ABLIETO HA ce0sl THIOTOPCKHE (PYHKIKH B MpoLecce 00ydeHus], BOJIOHTEPA).
Obyuarowmecs ¢ OB3, kak 1 Bce OCTaJIbHbIE CTYACHTBI, MOTYT 00ydJaThCsl 110 UHANBHYaIbHOMY yueOHOMY ILIaHY B
YCTaHOBJICHHBIE CPOKH C YIETOM HHANBHUIYaJbHBIX 0COOCHHOCTEH M ClIeIHabHBIX 00pa30BaTeNbHBIX TOTPEOHOCTEH KOHKPETHOTO
oOyuarommerocs. IIpu cocTaBieHNN HHAUBHIYaIbHOTO rpaduxa o0ydeHus s aui ¢ OB3 BO3MOXHBI pa3IHYHbIC BAPHAHTHI
NpOBEACHNS 3aHATHH: IPOBEICHNE NHIUBUIYaIbHBIX UITH IPYIIOBBIX 3aHATHUI C LEITbIO YCTPAHEHUS CTI0KHOCTEH B YCBOGHHHU
JIEKLIMOHHOTO MaTepuana, HOATOTOBKE K CEMUHAPCKUM 3aHATUAM, BBITIOIHEHUIO 33laHUM 110 CAaMOCTOATENbHOM paboTe. Jlyist v ¢
OB3, 1o ux mpock6e, MOTYT OBITH aIANTHPOBAHBI KaK CAaMH 33aHU, TaK ¥ (JOPMBI UX BBIIOIHEHNUS. BeimomHeHne mox
PYKOBOJCTBOM IIPENOJIaBaTeNs MHIUBUIYaIbHOTO IPOEKTHOTO 3aJaHNUs, TO3BOJISIOMIET0 COYETaTh TEOPETHUECKUE 3HAHUS U
MpaKTHYECKUE HABBIKH; IPUMEHEHHE MYIbTUMEIUMHBIX TEXHOJIOTUH B MPOLIECCE 03HAKOMUTENBHBIX JIEKIIUH 1 CEMHHAPCKUX
3aHATHH, 9TO MO3BOJIET SKOHOMHTH BPEMsI, 3aTpadyrBaeMoe Ha H3JI0KCHHE HE0OX0ANMOT0 MaTepralla M YBEIHIUTh €T0 00BEeM.
Jlnist ocyIiecTBIICHHS MPOIEAYP TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M IPOMEXKYTOUHOH aTTECTAIIH IPENoJaBaTelH, B
COOTBETCTBHU C MMOTPEOHOCTSMHU CTY/I€HTa, OTMEUEHHBIMU B aHKETE, U PEKOMEHIAIUAMHE CIIEIUAINUCTOB Je(heKTOIOTHYECKOTO
npo¢uist, pa3padarsiBaeT HOHIBI OLIEHOUHBIX CPEJCTB, aJAITHPOBAHHBIC JJIS JIUI C OTPAaHHIEHHBIMH BO3MOKHOCTSIMH 37I0POBBSI U
TIO3BOJISIONINE OIIEHUTH JTOCTHKEHHUE UMH 3aIUIaHUPOBAHHBEIX B OCHOBHOM 00pa30BaTEeIbHOM IpOrpaMMe pe3ylibTaToB OOydeHUS U
ypoBeHb c(OPMUPOBAHHOCTH BCEX KOMIETCHITHH, 3asBIEHHBIX B 00pa3oBaTenbHOM nporpamme. @opma npoBeaeHHs TeKyIeH
aTTecTalyu 1yt cTyneHToB ¢ OB3 ycTaHaBiIMBaeTcs ¢ y4eTOM MHIMBUAYaIbHBIX ICHXO()U3NYECKUX 0COOCHHOCTEH (YCTHO,
MICEMEHHO Ha Oymare, MICEMEHHO Ha KOMIBIOTEpe, B JopMe TeCTHpOBaHMA | T.11.). JIntam ¢ OB3 MokeT OBITh IpeocTaBIeHO
JOMOTHUTEIBHOE BpeMs JUIS TIOATOTOBKH K OTBETY HA 3K3aMEHE, BHIIOTHEHHUS 3aJaHUS JUI CAMOCTOSTENBHON paboTHL

IIpu He06XOIUMOCTH CTYAEHT C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBBSI IT0JJa€T MUCbMEHHOE 3asBICHHE O CO3aHUHU I HETO
CIIeNMAJIbHBIX YCIOBUH B Y4eOHO-METOIMYECKOE YIIPaBICHHE Y HUBEPCUTETA C IPUIIOKEHNEM KOIHIT JOKYMEHTOB,
MOJTBEPKIAIOLIMX CTaTyc MHBanIuaa uin auna ¢ OB3.
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