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Padouass mnporpaMmMa mno AUCHUIUIMHE «JleTONpon3BOACTBO» pa3paboTaHa B
COOTBETCTBUHN C CDG,Z[Gp&JILHLIM ToCy1apCTBCHHBIM O6p8.30BaTCJIBHI>IM CTaHJapTOM BBICHICTO

o0Opa3oBaHus, YTBEPKIACHHBIM IpuKa3oM MuHuctepcTBa odpa3oBanus u Hayku PO Ne 1011 ot
13.08.2020 r., IIpukazom MunoOpazoBanust u Hayku P® ot 06 ampens 2021 r. Ne 245 «O6
YTBEP)KJICHUM TOPSAKA OPraHU3alUU M OCYIIECTBICHHS 00pa30BaTENbHON IESITEIBHOCTH IO
o0Opa3oBaTeNbHBIM MpOrpaMMaM BbICHIET0 00pa3oBaHUs — @porpamMmam OakajaBpHara,
porpaMMam CrHeluaguTeTa U MporpaMMaM MarucTparypb» U pabounuM yueOHBIM IIaHOM.

CocraButenb: Kusspkuna TartbsHa AHATONbEBHA - KaHJ. UCT. HAayK, JOLIEHT, 3aB. Kadeapou
€CTECTBEHHBIX M COLMAIBbHO-TYMAaHUTAPHBIX HayK «/lampHEeBOCTOUHOTO (hrmana ¢eaepaabHOro
rOCYJapCTBEHHOTO OO/HKETHOrO 00pa30BaTENbHOTO YUYPEXKIEHHUS BBICIIETO 00pa3oBaHUs
«Bcepoccuiickas akageMus BHEIIHEW TOProsin MUHHCTEPCTBA SKOHOMMYECKOIO DPA3BUTHUSA
Poccuiickoit denepanumny.
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0.

COJEPKAHUE

Opranu3alnOHHO-METOJUUECKUN pa3el

Pacrnipenenenuie yacoB QUCIUILIMHEI 110 opMaM U BHAaM paboT
CrtpykTypa U coliepKaHnue TEOPETHUECKON YaCTH JUCIIUILITTHBI

CtpykTypa U cofiep’kaHue NPaKTUYECKON YacTH AUCHUTIIHHBI
MeToaudecKkue yKa3aHusl 10 OCBOSHUIO AUCIIUILTUHBI
Y4eOHO-MeTOAMYEeCKOe 00ECIIEYCHHE CAaMOCTOSATEILHON Pab0OThI 00yJaIONTUXCS
[Tepeuens MHGOPMAITMOHHBIX TEXHOJIOTHI U TPOrPAMMHOTO 00ECTICUeHUS
MatepuaibHO-TEXHUYECKOE 00ecTIeYeHHE TUCIUTINHBI
bubnuorpaduyecknii cimcox

OneHouyHbIe CpeCTBA

10.1.71acnopm oyenounvix cpedcma

10.2. IInan-epaghux nposedenus KOHMPOIbHO-OYEHOUHBIX MEPONPUSINULL
10.3.Tecmosgvie 3a0anus

10.4. Temwt peghepamos, dok1aoos, scce

10.5. Tembt kommponvubiX pabom

10.6.KoumponvHuvie 6onpocwl, 8biHOCUMbIE HA 3a4em

10.7.Kpumepuu oyenxu 3Hanuii cmyoeHmos

Jluct BHeceHus: U3MEHEHUH B pabouyio MporpamMmy yuyeOHON AUCIUILITNHBI



1. OPTAHM3AIIMOHHO-METOJJUYECKHA PA3JIE

Pabouast mporpamma quCHUILIMHBI «J]eTompon3BOACTBOY» pa3paboTaHa B COOTBETCTBHH C
tpedoBanusimMu ®I'OC BO 1o naHHOMY HanpaBiIeHUIO.

JlaHHasi MUCIUIUTMHA OTHOCUTCS K JUCIUIUIMHAM IO BBIOOpY, 4acTtw, (QopMupyemoi
y4acTHUKaMU 00pa30BaTEIIbHBIX OTHOIICHHIA.

OO6mast TpyI0EMKOCTh OCBOSHHUS TUCIUIUIMHBI COCTaBIseT 2 3ad. €., 72 4. Y4eOHbIM
IJIAaHOM TIPEAYCMOTPEHBI JJIA O4YHOM (opMbl O0Oy4YeHUs: JEKIMOHHBIC 3aHsATHS 14 4.,
MPAKTUYECKHE 3aHITHS 22 4., CAMOCTOsITeNIbHAs paboTa cTyieHToB 36 .

]_le.ﬂb H 3aJa4Y4 H3YyYCHUA TUCIHUITJINHBI

Ileap0 U3yueHus TMCUMILITMHBI ABISICTCS (JOPMHUPOBAHUE Y CTYIEHTOB 3HAHUN TEOPETUYECKHUX U
MMPAKTUYCCKUX OCHOB CO3JaHHA JOKYMCHTOB YIIPABJICHUA, @ TAKXKC HpI/IO6peT€HI/I€ HaBBIKOB
rpaMOTHON U 3()(HEeKTUBHON OpraHU3alMK COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUATUAX
Y B OPraHU3aLMSIX.

B xoze nocTikeHus MOCTaBICHHOM eI HE00X0IMMO PEUINTD CIEAYIONINE 3a/ia4UHu:

° HU3YUUTh 3aKOHOJaTCIIbHBIC u HOPMAaTUBHO-METOJUYCCKHC JOKYMCHTHI,

perilaMCHTHUPYOIue pa60Ty C JOKYMCHTAMU OpraHU3allnuu;

. O3HAKOMUTb C IPABUJIAMHU COCTABIEHUS U OPOPMIICHHS YIIPABIEHUYECKUX JJOKYMEHTOB;

. M3YYUTH MOPSAJOK pabOThI C IMYHBIMH U CITY>KEOHBIMH JJOKYMEHTAMU;

. cOpMHpPOBATh HABBIKM COCTAaBICHHSA M OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
YIIPABJICHUS,;

. U3YYUTH paboTy CIyKObl TOKYMEHTALIMOHHOTO 00ecreueH sl YIPaBICHNUS;

. O3HAaKOMHUTb  CTYACHTOB  C  COBPEMEHHBIMM  TEXHOJIOTMSIMA  OpraHU3alMHU

JIOKYMEHTOO0O0pOTa PEANPUATUN U OpTraHU3aIHi.

B pesynbraTe un3ydeHus JaHHOM JUCHMIUIMHBI y oOydarommxcs GOopMHPYIOTCS
CJIEAYIOIINE KOMIIETCHIINHN:

Tabmuma 1
Ilepeyenn

c¢(popMHUPOBAHHBIX YHMBEPCAJIBHBIX H 001IeNPO(deCcCHOHAIBHBIX KOMIIETEHIINI B Npouecce
OCBOCHMS JMCIUIIIHHBI

Koa n HaumeHoBaHue
Koa n HaumeHoBaHue IInanupyemsie pe3ybTaThbl 00y4eHUS
HHAMKATOPA 10CTHKEHUS

KOMITeTeHINH no gucuumnianne (3YH)
KOMIIETEHINHU

YK-4. Cnocooen | YK-4.1. Bribupaer Ha | 3HaTL

JUTEPATYPHYIO (HOPMY rOCYIapCTBEHHOTO SI3bIKA,




OCYIIEeCTBJIATH

si3bIKe(ax)

KOMMYHHKAIIHI0 B YCTHOWM
U NMCbMEeHHOH (hopMax Ha
rocyAapcTBeHHOM
Poccniickoii ®denepanun u
HHOCTPAHHOM(BIX)

rOCY/IapCTBEHHOM W HHOCTPAHHOM
(-pIX) s3BIKAX KOMMYHHKATHBHO
OpHeMJIEMble  CTHIb  JIEJIOBOTO
001IEeHus, BepOaTLHBIC u
HeBepOabHbIE cpencrBa

CTHOU M IMCHMEHHON KOMMYHHKAIIUY HA HHOCTPAHHOM
sI3bIKe, (QYHKIIMOHAIBHBIE CTHIIM POJHOTO S3bIKa,
TpeboBaHUs K JIeT0BOI KOMMYHHKAIIHY;

KOMMYHHUKaTHBHOTO
B3aUMOJICHCTBUS.

YK-4.2. OcymiecTBiseT HOUCK
HeoOXomuMol wnH(opMarmy st
perIeHus CTaHJIapTHBIX
KOMMYHHKaTHBHBIX  3amad  Ha
rOCYIapCTBCHHOM u

BbIpaXaTb CBOU MBICJIM HA TOCYJapCTBECHHOM,
YMerb POAHOM U MHOCTPAHHOM A3BIKE B CUTYyallun JIETTOBOM

KOMMYHHUKaIIUH,

MHOCTPaHHOM(BIX) SI3BIKAX c
UCIIOJIb30BaHHEM HH()OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUIL.

VK-4.3.
MEPEITICKY,
0CcOOEHHOCTH
opHIHATBHBIX "u
HEOPHUIMATBHBIX UCEM,
COLMOKYIBTYPHBIC ~ Pa3IHuUs B
(dbopmare KOPpPECIIOHICHIIMK  Ha
rOCyJIapCTBEHHOM u
HMHOCTPAaHHOM(-BIX) S3BIKaX.

Bener  nenoByio
YUHUTHIBAs

CTHJIIMCTHKHU

YVK-4.4. OcyuiecTBisieT
YCTHYIO KOMMYHHKAIIAIO C y4€TOM
ocoOeHHOCTEelH JIeTIOBO u
npo¢ecCHOHANBHON cepbl 1 HOPM
KYJIBTYpPbI oOmIeHust Ha
TOCYyIapCTBCHHOM M HHOCTPAHHOM

AHUSIMUA COCTABJICHUSI TEKCTOB Pa3HOU (DYHKIIMOHATILHOU
MIPUHAUICKHOCTH U PA3HBIX KAHPOB Ha
TOCYAapCTBEHHOM U POJHOM SI3bIKax, IepeBOaa
TEKCTOB C MHOCTPAHHOTO SI3bIKa HAa POJIHOMH,
TOBOPEHHUS Ha TOCYJapCTBEHHOM M HHOCTPAHHOM
SI3bIKAX.

Baagernb

yMEHHE

(-BIX) sI3BIKAX.

YK-4.5.

aKaJIEeMHYECKUX
HHOCTPaHHOTO
rOCYJapCTBEHHBIH S3BIK.

JemoHcTpupyeT
BBINIOJHATE  INIEPEBOJ
TEKCTOB c

(-p1x) Ha

Tabmanma 2

IIepeyenb chopMHUPOBAHHBIX NPO(eCcCHOHAIBHBIX KOMIIETEHIUI B IIpoLecce 0CBOCHUS

AUCIHUIIJINHBI
ILnanupyemble
3anaua Koa n HamMeHOBaHME OcHoBaHue
npogeccunoHAIBHOI Kon u HHAUKATOpA PE3yILTATEL (npodeccuonaibHbl YpPOBeHb
P HAUMEHOBAHUE P o0yyeHust P P oTo®
NeATeJbHOCTH TOCTHIKEHU A e cTaHAapThbl/ KB-IIUH
. KOMIIETCHIMH o TMCHUIJINHE
(TpynoBbIe AelcTBUSI) KOMIIETCHIUM (YH) aHAJIM3 ONbITA)
Camocmosmenvho IIK-1.1. BeisaBiser

pa3pa6amblgamb co0eH NMPOEeKTUPOBATH Hp06e_]1],1 M KOJUTM3WHU [PaBujia }opw:mqeacoﬁ HpO(beCCI/IOHaJ'lBHBIe
npoexkmol nmpaBoBbI€ HOPMBbI HeﬁCTByIOHIeI‘O TEXHUKHU KOMIICTCHIIUHU
HOPMAMUBHBIX AJIA pa3siInYHbIX 3aKOHO/JAaTEJIbCTBA U KOHCTPYHUPOBaHUsA ONpECaCIAIOTCA Ha
npaeosvix aKkmos YpPoBHEH OTIPEIEIISIET CIOCOOBI UX HOPM I1paBa 1 OCHOBC aHalIn3a
HOPMOTBOPYECTBA U PEOI0ICHUS U CTPYKTYp TpeOOBaHMIA K
cep YCTpaHEHHS. HOPMATUBHO- | MPO(HeCCHOHATEHBIM
npogeccuoHANbLHOIM [1K-1.2. [TonuMaeT [IPaBOBbIX aKTOB, KOMITETCHIIHSIM,
JesiTeIbHOCTH. MPEbABIIEMBIX K

CYIIHOCTb H YPOBHHU
HOPMOTBOPYECKOTO
mpoItiecca, BbIICISIET
cTaguu

: IPUMEHSTH MpaBUIIa
IOpUANYECKON
TEXHUKH MIPH

BBIITYCKHUKaM Ha

PBIHKE TPYa,
00001IeH s
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HOPMOTBOPYECKON
IPOLIEAYPHI.
[TK-1.3.0dopmnsier
MPaBOMPHMEHUTEIbHbIE

KOHCTPYUPOBAHUH
HODM IpaBa B
COOTBETCTBHHU C
npoduneM cBoeit

OTEUECTBEHHOTO U
3apy0eKHOTO
OITIBITA, TPOBEACHUS
KOHCYJIbTallUi C

aKTHI B KOHKPETHBIX | NpOoQeccCHOHaIbHON BelyIIUMHU
cepax ropuIIIecKoit JIeATeITbHOCTH; paboToznaTensimMu,
JeTeTBHOCTH. Baaners: 00beIMHEHUSIMA
3HAHMSIMA paboTonaTenei
COCTABJICHUSI HOPM | OTpAaciy, B KOTOPOii
paBa, pa3padoTKH BOCTPEeOOBaHbI
IIPOCKTOB BBIITY CKHUKH.

HOPMAaTHBHO-

IIPaBOBLIX dKTOB.

B pamkax u3ydaemoil TUCIUILUIMHBI BEIETCS BOCIHMTATEIbHAs pa0doTa, HAalpaBiICHHAs Ha
YIOBJIETBOPEHUE MOTPEOHOCTEH M MHTEPECOB OOYYAIOIIETOCS B COOTBETCTBUU C KYJIbTYPHBIMHU
[IEHHOCTSAMHU, KOTOpas crocoOCTBYeT (POPMUPOBAHUIO JTUYHOCTH, CIIOCOOHOW CaMOCTOSITEIIBEHO
pemath npodeCCHOHAIbHBIC 3a7aud M IPHICPKUBATHCS AKTUBHOM TI'PaXKIAHCKOW IO3MIIMH B
oO1ecTBe.

[lenpro BOCHUTATENLHOW PAOOTHI SBISETCS MPO(ECCHOHATBHO-TPYIOBOE, TPAKIAHCKO-
MPaBOBOE, TOCYAAPCTBEHHO-TIATPHOTHIECKOE,

AYXOBHO-HPAaBCTBCHHOC n TyYMaHHUTapHO-

3CTETUYECKOE  BOCHUTAHHWE, B  paMKaX KOTOPBIX  OCyLIecTBIseTcs  (opMupoBaHue
MHCTPYMEHTAIBHBIX M CHCTEMHBIX 3HAaHMH W YMEHUH B pPaMKaxX YHHMBEPCAIbHBIX U
po(eCCHOHANBHBIX KOMIETEHLIMH, MO3BOJIAIOIIMX BBIIYCKHUKY YCIEIIHO paboTaTh B

n30paHHOH cdepe nMpodhecCHOHAIBHON AeSITeTHHOCTH U OBITh BOCTPEOOBAHHBIM Ha PHIHKE TPY/Ia.

PACHPEJAEJIEHUE YACOB JUCHUIIVIMHBI 110 ®OPMAM U BUJAM PABOT
Ba3oBbie pa3aesibl JMCHUIIMHBI M BUABI Y4e0HOH padoThl, peKOMEeHAyeMble I H3YYeHH S

CTy/leHTaM 04HO# (opMBbI 00yueHust

Buasbl yuednoit
padoThl, BKJIIOYAS
CaMOCTOATEIbHYI0
paboTty oOyuaroumxcs dopmbI TEKYLLIETO
Ne Paznen 1 TPYAOEMKOCTb (B 1 | KOHTPOJISI yclIeBaeMOCTH
n/ JAMcuMmImHbI 3. ell. 36 yacax)
n
BCET
/3 | /3 | clp
0
e u 3a/1a4uu
JIOKYMEHTUPOBAHUS scce, TecT, pedepar,
1 N —— 5 1 2 2 JIOKJIaJl, KOHTPOJIbHAs
abota
NeSITETTHHOCTH. p
Hcropus nenonpou3BOJCTBa B CTHBIN onpoc, pedepar,
2 4 1 1 2
Poccun. Jcce, TeCT, KOHTPOJIbHAS




pabora
CoBpeMeHHOE
3. | ACTONPOH3BOCTRO. [Tonsitue 5 1 5 9 pedepar, acce, TeCT
" | JOKyMEHTHPOBAHHON KOHTpOJbHAs paboTa
nHpopmanuu.
HopmaruBHO-MeToaMueCKast YCTHBIH ompoc, pedepar,
4. | 6aza JIOKYMEHTAIIHUOHHOT'O 5 1 2 2 3cce , TeCT KOHTPOJIbHAS
b
obecrieueHnst ypaBIeHUs pabota
5 OdopmiieHne yrpaBiIeHUYCCKON 4 1 9 9 KOHTpOJIbHAs padoTa
" | JOKyMEHTalUK pedepar, acce , TeCT
Cnyx6a J10YV. YCTHBIN orpoc, pedepar,
6. 4 1 1 2 3cce , TECT KOHTPOJIbHAs
pabora
JlokyMeHTOOO0pOT acce, TeCT, pedepar,
7. | opranusanumu. 4 1 1 2 JTOKJIa/1, KOHTPOJIbHAs
pabora
8 [{udposast Tparcopmarus 4 1 1 9 pedepar, acce, TecT
" | JOKyMeHTO06O0pOTA. KOHTPOJIbHAs paboTa
Opranuzanus paboThI c .
YCTHBII o1poc, pedepar,
JIOKYMECHTaMH.
9. 5 1 2 2 acce, TECT, KOHTPOJIbHAsS
CucremaTusanus W XpaHCHUE
pabora
JIOKYMEHTOB
CocraBnenue JIOKYMEHTOB. acce, TeCT, pedepar,
10 | Ocobennoct s3bIka M CTHIIA 5 1 5 9 KOHTpOJIbHAs paboTa,
CITy’K€OHBIX JIOKYMEHTOB. JOKJIaJ
JlenoBble mucsMa JIMCKYCCHSI
11 OCOOEHHOCTH TIOATOTOBKH U
TecT, pedepar, 3cce,
ohOopMIICHUS OTACIIBHBIX BHIOB 5 1 2 2
KOHTpOJIbHas paboTa
JIOKYMEHTOB.
12 | Pabota ¢ koH}HACHIMATBHBIMY YCTHBIH ompoc, pedepar,
JIOKYMEHTaMu 4 1 1 2 3cce, TeCT, KOHTPOJIbHAS
pabota
Cucremaruzanus u
13 obecrieueHne COXPaHHOCTH acce, TeCT, pedepar,
JIOKYMEHTOB. IToaroroBka 4 1 1 2 JTIOKJIaJl, KOHTPOJbHAS
JOKYMEHTOB K  apXUBHOMY pabota
XPAHEHUIO
Cucrema  JeNOMpPOM3BOJICTBA
14 | TOCYNapCTBEHHOM CITY>KOBI. TeCT. DeeDar. Hece
Pabora C oOpamenusimu, | 13 1 2 10 > beepar, ’
KOHTpOJIbHAs paboTa
3a9BJICHUSAMH H  JKajgo0aMu
rpaxJaH
72 | 14 | 22 | 36 3a4erT

3. CTPYKTYPA U COJAEPX KAHUE TEOPETHUYECKOMN YACTH JUCIUILIUHBI
B mpemiaraeMoM pyKOBOICTBE HMPUBOIUTCS COJEpKAHUE AYAUTOPHBIX 3aHATHU
JUIsl OCBOCHUSI MAaTE€pPUAJIOB JUCIUIIINHBI.



Tema 1. Lean u 321241 JOKYMEHTHUPOBAHM S YIIPABJIEHYECKOI 1eATeJIbHOCTH.

Hpez[MeT JUCHUITIIMHBI. OCHOBHBIE TIOHSITHSA: AOKYMCHTHUPOBAHUC, OCJIOIPOU3BOJACTBO,
JTOKyMEHTOO0OopoT, apxuBHOe peno. Llenm u 3agauum  JOKYMEHTAIMOHHOTO oOecredeHus
YIIpaBIECHUA.

Tema 2. UcTtopus nenonpoussoacrsa B Poccunu.

Pazsutne nenompousBoiactBa B Poccum. JlenompousBogactBo B JpeBHeil Pycu; mnpukaszHoe
JIEJIONPOU3BOJCTBO; KOJUIEKCKOE  JEJONPOU3BOACTBO; MUHUCTEPCKOE JEIONPOU3BOICTBO;
nenonpoun3Boactso B CCCP

Tema 3. CoBpemeHnHoe e onpou3BoACTBO. [loHsiTHE TOKYMEHTHPOBAaHHOW MH(OPMAIUH.
Oco0eHHOCTH COBPEMEHHOTO JAeNonpou3BoaAcTBa. l[loHsTue HOKyMeHT. BuIbl JTOKYMEHTOB IO
pa3jMYHbIM  OCHOBaHUSAM Kiaccuuxaruu. @OYHKIMU JOKYMEHTOB: HWH(GOpPMAIMOHHAS,
KOMMYHHKATHBHAs, KyJIbTYpHasi, IPaBOBasi, yIpaBieHUECKas1, 0Oydaromias u ap.

Tema 4. HopmaTuBHo-MeTOAMYecKkas 6a3a JOKYMEHTAIMOHHOIO o0ecrieYeHns yIpaBJieHus
HopMaTuBHO-IIpaBOBOE pPEryJIupOBaHUE IOKYMEHTHPOBAHHS YIPABIECHYECKOW AESATEIbHOCTH.
['ocynapcTBeHHass cucTeMa JIOKYMEHTAallMOHHOro obOecrneueHus: ymnpasieHus. JleicTByromiue
HOPMATHUBHO-IIPABOBBIE aKThl M METOJAMYECKHE PEKOMEHJALMU, IpUMEHseMble B cdepe
JOKYMEHTUPOBaHUSA, UX 3HayeHHue. OCHOBHbBIE IIOJIOKEHUS HOPMATHUBHBIX JIOKYMEHTOB,
PEryJINPYIOIINX JOKYMEHTUPOBAHUE, UX UCIIOIB30BAHUE B YCIOBHIX KOHKPETHOW OpPraHU3alllY,
HPEIIPUITHS, YUPEKICHUS.

Tema 5. OdopmiieHue ynpaBjieH4eCKOM JOKYMEHTALMHU

YHUpUUUPOBAaHHBIE CUCTEMBI JOKyMEHTalMu. OpraHu3aliOHHO-IIPABOBBIE, PACIIOPSAAUTEIIbHbIE
¥ MH(OPMAIIMOHHO-CIIPAaBOYHBIE JOKYMEHTHI. Tpe0oBaHUs K OJlaHKaM OKYMEHTOB. SI3bIK U
CcTHIb cinykeOHbIXx aokymeHToB. 'OCT P 7.0.97-2025, ero 3HaueHWe M NPUMEHEHHE Ha
npaktuke. OOmme TpeboBaHus K O(GOPMIICHHIO yIpaBIeHYECKHX JOKyMeHTOB. Cocras,
¢byHkuuu U TpeOoBaHUS K O(OPMIIEHHIO PEKBU3UTOB JOKyMeHTa. OO0s3aTelbHbIE PEKBU3UTHI
JIOKyMEHTa

Tema 6. Cary:x06a JIOY.

3agaun u Qynkuun ciayx6sl JI0Y. Crpykrypa ciayxObl JIOY. OpranuzanuoHHble (HOpMBI
pabotsl ¢ nokymentamu. LlenTpanu3zoBannas popma. JlenenrpanuzoBanHas Gopma. CMmenanHas
¢dopma. THUMOBbIE OpraHU3aLMOHHBIE CTPYKTYPBlI CIIY>KOBI JI€ONPOU3BOACTBA. YIIpaBlIEHUE
nenamu. Kannenspus. O6muii otaen. JJomxHocTHOM coctaB ciyx0b1 JIOY. 3anaun u GyHkumuu
CIIy’KOBI 1€70IPON3BOACTBA. JI0KHOCTHAS MHCTPYKIHS J1€IOIPOU3BOIUTEN.

Tema 7. JIokyMeHTO00OPOT OPraHu3auum.
Opranuzanus paboThl ¢ TOKyMEHTaMU Ha MpeAnpusTud. Bxopasire, UCXoasII1e 1 BHYTPEHHUE
JOKYMCHTEIL. PGFI/ICTpaHI/ISI M KOHTPOJIb UCITOJTHCHUA TOKYMCHTOB

Tema 8. Hudposasi TpanchopManus 10KyMEHT0000pOTA.
OJEeKTPOHHBIMH  JOKYMEHT. JJEKTPOHHBIA  JOKYMEHTO0O0poT. CHCTeMy  3JIEKTPOHHOTO
ToKyMeHTooOopoTa. Knaccudukanus 31eKTpOHHOTO T0KYMEHTO000pOTa.



Tema 9. Opranusanusi pa6oTsl ¢ JokyMeHTaMu. CucTeMaTH3anus U XpaHeHHe JOKYMEHTOB
OO6mme TpeOoBaHMs K CHCTEMaTH3allMK JOKYMEHTOB. [IOHATHS OKYMEHTOOOOPOT U
OpraHm3aIys JTOKYMEHTOO00pOoTa.

HopmaTuBHO-MeTOMYEeCKass  peryiaMeHTanusi  JI0KyMeHTooOopoTa. OCHOBHBIE  TMpaBuia
OpraHu3alii  JOKYMEHTOOOOpoTa Ha mnpeanpusThHH. KadecTBeHHbIE XapaKTEPHUCTUKH
nokymeHnTtoobopora. Kiaccupukanus TOKYMEHTONOTOKOB: TOPU3OHTAJbHBIC, BEPTUKAIbHBIC,
BOCXOJAIIMUC, HHUCXOAAIHEC, BXOAJAIINC, HCXOMAINIMC W BHYTPCHHHUC. HOI[C'—ICT o0BeMa
JIOKyMEHTO000pOoTA.

O0paboTtka mocrynammux AokymMeHToB. [lepBuunHas oOpaboTka gokymeHToB. OOmue mpaBmia
perucTpanuu JOKyMeHTOB, (Gopmbl peructpauuu. Ilepemaya JOKyMEHTOB, pacCMOTpPEHHE HX
pykoBoauteneM. [lopsaok HampaBieHHs] TOKYMEHTAa Ha HUCIIOJHEHUE W Pa0OThI UCTIOTHUTENS C
nokymeHTtamu. VcnonHenue noxkymeHnta. Bumbsl u GopMbl KOHTpOJIS HCIIOJIHEHUS, CPOKOBas
KapTOTeKa.

Howmenknarypa nen. Buast Homenkiaryp. [lopsinok pa3paboTku v yTBEp:KIECHUS HOMEHKIIATYpPbI
nen. CocraBieHHE 3arojlOBKOB JIel. YCTAaHOBJIEHHE CpPOKOB XpaHEHHUs Jell. XpaHeHHe
JIOKYMEHTOB U (pOPMHUpPOBAHUE JIE.

Tema 10. CocraBiaenne I0KYMeHTOB. (OCO0CHHOCTH S$3bIKA M CTHJIA CJIYKeOHBIX
JAOKYMeHTOB. /leloBbIe MUCbMAa

JlenoBble MucbMa Kak CPEJCTBO PEAM3allMM BHEIIHUX CBsA3ed opraHu3anuu. Buasl 1enoBbIx
nmceM. S3BIK B CTHITh JACJIOBBIX ITHUCEM. CprKTypa JCJIOBOI'O ITMCbMa. OpraHmauHs[ MEPCIIMCKU

Tema 11. Oco6eHHOCTH MOATOTOBKH H 0(pOPMJIeHHS OT/IEJbHBIX BHI0B IOKYMEHTOB.
OpranuzaloOHHO-TIPABOBLIE JTOKYMEHTHI. TpeGoBaHus K OGOPMICHHIO PaCHOPSIUTEIbHBIX
JTOKyMeHTOB. MHpOpMaIOHHO-CIIpaBOYHAS TOKYMEHTAIIHSL.

Cnyxebnoe nucbMo. [Ipotokon 3acemanus. Axt. Jloknaanas 3anucka. CropaBka. CiyxeOHas
sammcka. OObBsicHWUTENbHAs 3amucka. [IpeacraBnenue. 3asBienume. TenedoHOrpamMma.
DNEKTPOHHOE COOOIICHHE.

Tema 12. PaboTta ¢ koHpHAEHINATBHBIMHA JOKYMEHTAMH

Cenenusi, oTHoOcsmMecs K KoHQUIAEHIMANbHOM uHQopManuu. 3ammra JOKYMEHTOB,
coJiepKalMX KoMMepueckyro TaiiHy. OpraHu3anusi paboThl C JIOKYMEHTaMH, COAEpKaIllUMU
KOH(QUICHIMAIbHbIE CBEIEHUSA. TEXHOJIOIMYECKHE CXeMbl 00pabOTKH KOH(UACHIMAIbHBIX
JIOKyMEHTOB

Tema 13. Cucremarmsanusi U o0ecnedyeHHe COXPAHHOCTH JOKymeHTOB. IloaroroBka
JAOKYMEHTOB K apXHBHOMY XpPaHEHUIO

OrneHka 3HaYMMOCTH JJOKYMEHTOB U CPOKHM MX XpaHeHHs. [lonroToBka nen Juist cjauyd B apXuB.
ObecrnieueHne COXpaHHOCTH JOKYMEHTOB. XpaHEHHUE U YUET apXUBHBIX TOKYMEHTOB

Tema 14. Cucrema 1eJI0NPON3BOACTBA TOCYAAPCTBEHHOM CJTYKOBI.

CnyxO0bl JOKYMEHTAI[MOHHOT'O 00eCIeYeHus YIPaBICHUs B FOCYJapCTBEHHBIX MYHHUIIMITATbHBIX
oOpa3oBaHusaX cyObekToB P@®. Cuctemsl JOKyMEHTAIMHU HAa TOCYJapCTBEHHOM CIIyK0e.
OcHOBHBIE  TIOJIOKEHUS ~ IO  JIOKYMEHTHPOBAHMIO  YIPABJIECHYECKOH  JEATEIbHOCTH
rOCYy/IapCTBEHHBIX OPraHoB BJIACTH. YHUQUKaIMS U CTaHIAPTU3AMs  YHPaBIEHUYECKUX
JIOKYMEHTOB.

[Tonstue «popmynsap-oOpazery. HWuauBuayanbHbld W THUHOBOM  (opMyinsapel. Tumnosas
yHuunupoBanHas ¢opma gokymeHrta. Crenuanu3upoBaHHas yHU(UIUpOBaHHAs Qopma
nokymeHta. @DopMynsp COBPEMEHHOTO YIPaBIEHUYECKOro JOKyMeHTa. TpeOoBaHusA K
0(pOpPMIICHHIO TEKCTOB CIYXEeOHBIX JOKYMEHTOB. CTpyKTypa TEKCTOB OTAEIbHBIX BHIOB
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JOKYMEHTOB (IIpHKa3a, MPOTOKOJNA, aKTa, MHCbMa W Jp.). TpadapeTHble TEKCTHI, MPOCThIE H
CJIO’KHBIE. DJIEMEHTBI TeKCTa. Bupl OJaHKOB M MOPSIOK PACHOJIOKEHUS PEKBU3UTOB B OJIaHKE
(yrmoBoe u 1neHTpoBaHHOe). OOt O6aHK, OJIaHK MHUCHhMa, OJIAHK JTOJKHOCTHOTO JIKIA, OJaHK
KOHKPETHOI'O BMJa JOKYMEHTa, OJaHK CTPYKTYpHOIO IOJpAa3/eleHus: OCOOEHHOCTH
oopmuenus. OpraHu3almoHHas TOKyMeHTauus (YCTaBbl, HHCTPYKIIMH, TIOJTOKEHU).

Pabota ¢ oOparieHusmMy, 3asBICHUSMHU U 5ka00aMu Ipak/aH.

4. CTPYKTYPA U COJIEPKAHUE IMPAKTUYECKOMN YACTH JUCIUATIINHBI

3aganus 1151 NPAKTUYECKUX 3aHATHI, B T. 4. B (popMe NpPaKTHYECKOH MOATOTOBKHU

Tema 1. Coaep:kaHue HM OCHOBHbI€ 3224 COBPEMEHHOI0 JOKYMEHTAIIMOHHOIO
o0ecrneyeHus: ynpaBjeHUs

llenv 3amamus: W3ydeHUE OCHOBHBIX TEepMUHOB U ompenenenuit JOVY; paccmorpenue
KJIaccu (KA TOKYMEHTOB.

Bonpocul onsa usyuenus:

[Tpenmer, conepxanue u 3agauu JJ0Y.

MecTo u posib TOKyMEHTOB B YIIPABJICHUN HA COBPEMEHHOM JTarle.

Knaccugukarus 10KyMeHTOB.

Tema 4. HopmaTuBHO-MeToau4eckas 6aza JJOY

Lenv 3anamusa: usydenue penepaibHbiX 3akoHOB, ' OCToB, kimaccu(ukaTopoB, peryIHpyOIIX
JOKYMEHTAllMOHHYIO JESTeIbHOCTb B Poccum.

Bonpocw 0na uzyuenus:

CocraB HOpMaTUBHO-MeToAM4YecKoi 6asel JIOY.

Cranpapruzanus u yaudukanus cucremst JJOVY.

Obwepoccuiickue KiacCu(pUKaTopbl JOKYMEHTALUH.

['ocymapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00ECTICUeHHSI YIIPaBICHUSI.

Tema 5. Oco0eHHOCTH MOATOTOBKH ¥ 0OPMJIEHHSI OTAeIbHBIX BU0OB TOKYMEHTOB.

Llenv 3amamusa: OOmme TpebOBaHUS K COCTaBICHHIO H OQOPMIICHHIO JTOKYMEHTOB.
XapakTepucTuka W TpeOOBaHMS K COCTaBJICHHIO JIOKYMEHTOB opranm3anuu. CocTaBiieHUE H
o(opMIIeHHE PA3IMYHBIX BUAOB JOKYMEHTOB TPAAUIIMOHHBIM CITIOCOOOM U B DJIEKTPOHHOM BUJIE.
Bonpocwl 0ns uzyuenus:

CocraBnenue u opopmiieHHE TOT0KEHHUS (MHCTPYKIIMHN).

CocraBnenue 1 0OpMIICHHE MPOTOKOJIA U TIPUKA3a.

CocraBnenue u opopmileHHE paCTIOPSHKEHUS U YKa3aHHUSL.

Cocranenue u 0OpMIICHHUE 3asBJICHUS, aKTa U JJOBEPEHHOCTH.

CocraBnenue u opopmiieHHe TOKIATHON 3aMUCKHU, CITY>KeOHOTO MHUChMa.

Tema 9. Opranmn3anusi J0KyMeHT0000poTa

Llenv 3anamua: u3ydyeHue BUKEHUS TOKYMEHTOB Ha MPEANPUATHU C MOMEHTA UX CO3JaHMs J10
3aBEpPLICHUS UCIIOJHEHNS NN OTIPABKH.

Bonpocwl 0n5 uzyuenus:

[ToHsITHE ¥ TPUHIMIIBI OPTraHU3ALUHU TOKYMEHTO000pOTA.

[TpoxokaeHue u NOpsAIOK UCIIOIHEHUS BXOIAIINX JOKYMEHTOB.

[TpoxoxkaeHne NCXOAAIMNX U BHYTPEHHUX TOKYMEHTOB.

Pabora ¢ koHpUAEHINATbHBIMU JOKYMEHTAMH.
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Pabora ¢ nucbMaMu 1 0OpaleHUsIMU TPakIaH.

3aoanus:

N3yuuTh 0OCOOCHHOCTH )KYPHAIBHOM PETUCTPAIMU TOKYMEHTOB:
KypHan perucrpanyu BXoAsIen KOppeCIOHACHINY

JKypnau perucrpanuy HCXOASIIEH KOPPECTIOHICHIIUH

KypHan perucrpanuy BHyTpEHHENH KOPPECIIOHICHIIUU

JKypnau perucrpanuu npukason

Tema 10. O01mme 0CHOBBI 1€J10BOI KOPPeCNOHACHIMHT

Lenv 3anamus: N3y4eHne 0COOCHHOCTEH COCTaBICHUS U O(OPMIICHHUS CITyKEOHBIX TOKYMEHTOB;
3HAKOMCTBO C OCOOCHHOCTSIMH SI3bIKa U CTUJISL CITYKEOHBIX JJOKYMECHTOB.
Bonpocbi 015 uzyuenus:

CnyxeOHast mepenucka Ha MpeaIpusTHH.

JlenoBast peub U ee TpaMMaTHYECKUEe OCOOCHHOCTH.

Jlornueckoe MOCTPOCHHUE JOKYMEHTOB.

3aoanus:

CamocTosTenbHO 0(OPMUTH CIETYIONINE BUBI CITYKEOHBIX TTHCEM:
MMCHMO-TIPOCh0a

MUCHMO-3aIpOC

rapaHTHIHOE THCHMO

HCbMO-TIOATBEPIKICHHE

CONPOBOANUTENHLHOE MUCHMO

HCbMO-TIPUTIIAIIICHHE.

Tema 11. TexkeT 1oKyMeHTa

Llenv 3aumsamus: W3ydeHUE OCHOBHBIX TpeOOBaHHWM MpPU COCTABIEHUM TEKCTa JOKYMEHTa,
BBIpAa00TKAa YMEHUN TPAMOTHO COCTABIISITh TEKCTHI CIIY>KEOHBIX JOKYMEHTOB.

Bonpocul onsa usyuenus:

[Tpu3Haky U 0COOEHHOCTH O(UIIMATBHO-1EI0BOIO CTHIISL.

[ToHsATHE «TEKCT JOKYMEHTa» MPU PA3IUYHBIX CIIOCO0AX TOKYMEHTHPOBAHHUS.

Cnoco0b1 yHU(UKAIIMY TEKCTA TOKYMEHTA.

TpeboBanust, npeabsBiIsieMble K TEKCTY JOKYMEHTA.

DJIEMEHTHI TEKCTa CITY>KeOHOTO JOKYMEHTA (3aroJIOBOK, MPUIIOKEHHUE).

3adanus:

[Tpoananusupyiite TEKCTbl JOKYMEHTOB (IIOCTAaHOBJEHMS, IpPHKa3a, CIyKeOHOro MHChMA,
*anoObl, aBTOOMOTpaduu, HAKJIaJHOM) 0 IUIAHY:

OcHOBHBIE CTHJIEBbIE YEPTHI, HALIEAIIUE OTPa)KEHHWE B JAHHOM TEKCT€ (TOYHOCTb —
pacIIBIBYaTOCTh, SMOIIMOHAIBHOCTh — O€CCTPACTHOCTh, 0OPa3HOCTh — OTCYTCTBHE OOPa3HOCTH,
KOHKPETHOCTh — a0CTPAaKTHOCTb, JIOTUYHOCTb U T.J.);

SI3BIKOBBIE CPENICTBA, UCIIOIb3YEMBIE B TEKCTE:

JIEKCUYECKHUE CPE/ICTBA;

MOp$OJIOrHUECKUE CPEICTBA;

CUHTAKCUYECKHE CPE/ICTBA.

dopmMasbHbIE CPEJICTBA CBA3H TEKCTa (KOMITO3UIMUS, JOTHUECKHUE, TEKCUUECKHE, CHHTAKCUYEKHE)

3ansaTue 13. ®opmMupoBaHue H XpPaHEHHE eI

Lenv 3anamus: u3ydeHue nporecca (GOpMUPOBAHMS J1€]1; O3HAKOMIIEHHUE C OCHOBHBIMH 3TallaMU
paboThI 10 MOATOTOBKE IOKYMEHTOB K apXMBHOMY XPaHEHUIO.

Bonpocwl 0na uzyuenus:

CocraBiieHrE€ HOMEHKJIATypBl JEll.
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®opmupoBanue u opopmIIeHHE eI

[ToaroroBka u nepeaaya JOKyMEHTOB Ha apXUBHOE XpaHEHUE.

CocraBieHre HOMEHKIATYPHI 1€ Ha TPEANPUITHN

3aoanus:

N3yuuTh OCOOCHHOCTH COCTABIICHUSI HOMEHKIIATYPHI A€ MPEIIPUATHS.

N3yunte mopsmok QopMmupoBaHus nen u odopmileHHS UX IS APXMBHOTO XPaHEHHS C
UCIIOJIb30BAHUEM CIIETYIOLINX GopM:

JlucT 3aBepuTels ena

O061105kKa J1e1a MOCTOSHHOTO U BPEMEHHOT'O XPAHEHUS

BHyTpeHHSs ONTUCh JOKYMEHTOB Jeia

5. METOAUYECKHUE YKA3AHMUSA 11O OCBOEHUIO JNCHUTIJIMHBI

CTyneHTy BaXHO YSCHHTHb TEXHOJIOTMIO OCBOCHHMsS YdeOHOro wmarepuana. JlaHHble
METOAMYECKHE PEKOMEHJIAIIMM MO3BOJIAT MOHSTh, KaK MPABUIbHO OPraHW30BaTh CBOE ydeOHOE
BpeMsl, HAYUUThCS UCIOJIb30BaTh Pa3iuuHble (GOpMbl 00yUEHUs sl ONTHUMAJIBHOIO OBJIA/JIEHUS
3HAHUSMH I10 [IPEIMETY.

JUis yCHelmIHOro OCBOEHHUS JUCHMIUIMHBI, CTYACHT JOJDKEH IOcCelaTb BCE BH/bI
AyJUTOPHBIX 3aHATHI, BECTH KOHCIEKTHI JEKIIMOHHBIX U MPAKTUYECKUX 3aHATHIA; CBOCBPEMEHHO
TOTOBHUTBHCS K ayAUTOPHBIM 3aHATHSIM, HCIIOJIB3YSI COOTBETCTBYIOIINE METOAMYECKIE MAaTEPHAIIBI,
yu4eOHYI0 M HCCJIENOBATENIbCKYIO JIMTEPATYpy U COOCTBEHHBbIE KOHCIEKTBI, BBIIOJIHATH
IOPEIyCMOTPEHHBIE y4YeOHBIM IIJJAHOM BHABI paboT, JOMallHWE 33JaHus Ha OCHOBE
COOTBETCTBYIOLMX METOJMYECKUX MAaTepHajoB, a IPU BOSHUKHOBEHUH BOIPOCOB 00palaThes K
IPEIoIaBaTelo 3a KOHCYIbTallueH.

K uyuciay wucnonb3yemblX CpeICTB IMPU  OCBOEGHMM  JMCLUIUIMHBI  OTHOCSTCS:
UCCIIeI0BaTEIbCKUE 3a/1a4l, pedepaTsl, J0KIabl, 3¢CE, TECThl, KOHTPOJIbHBIE PAOOTHI.

[Ipennonaraercs, 4To CTYAEHTBHl JOJDKHBI CaMOCTOSITEIbHO JopalaThiBaTh Yy4eOHBIN
MaTepuai, pacCMOTPEHHbIH B JIEKIMOHHOM mopsake. JlJis 3TOro peKoMEeHAYeTCsl pa3/ieiuTh
TeTpajJb AJIsl KOHCIEKTa JEKIUI Ha TPU 4acTu. 2/3 JUCTa UCHOJIBb30BaTh A (UKCALUU JIEKIIUN
npernojiaBaTensi, a Ha OCTaBIICWCS 4YacTH JeNlaTh BBIMUCKU-JIONONHEHUS 10 TeMe U3
PEKOMEHZOBaHHOW Y4eOHOH M HCCIeNOBATENbCKON JMTEPATyphl, MPABOBBIX AKTOB; BHOCHUTH
UHOPMaLIMIO, HE 3aTPOHYTYIO B JIEKIIMH. Takoro pojia «yCOBEpLIEHCTBOBAHHBIE» KOHCIEKTHI
JEKIMHA MO3BOJIAT CTYJIEHTY HE TOJBKO MOBTOPUTH MaTepuall, pACCMOTPEHHBIN B JIEKLIHOHHOM
HOpsi/IKe, HO BAYMYMBO M3y4YMThb Y4eOHBIM M JONOJHMUTENbHBIM MaTepual, W, ClIeOBaTeNbHO,
HOJY4YUTh OOJiee KaueCTBEHHbIE 3HAHMUS.

Onnoit 3 HaunOomee 3¢ HekTuBHON (HOpM 00yUEHHUS SIBISIOTCS MPAKTHUYECKUE 3aHITHSL.
OcHOBY paboThl COCTaBISET CAMOCTOATEIbHOE M3YUYEHHE CTYACHTaMH [0 3a/laHulo
npenojaBaTesiss OTJENbHBIX BOIPOCOB, MPOOJIEM, TEeM C NOCIAEAYIOUUM O(QOpMIIEHHEM
MaTepuaia B BUJIE JOKJIaJa, COOOIIEHNS U UX COBMECTHOE OOCYKICHHE.

OHM mpeacTaBIAOT cOO0M HE TONBKO CIMOCOO 3aKpernuTh M YriIyOUTh JIEKIIMOHHBIHN
MaTepHal, HO U OCYLIECTBUTh KOHTPOJIb HAJl XOJIOM CAMOCTOSITENIbHONU PabOThl 00yUarOIUXCS.
dopma MPaKTHUYECKOTO 3aHATUS MPEICTaBIseT co00i CHHTE3 ayTUTOPHON M BHEayIUTOPHOMH
pabotel. CTyieHTHl B T€UeHUE YUeOHON HEleIM CaMOCTOATENbHO PAacCMAaTPUBAIOT BOIPOCHI MO
TeME€ MpPaKTHYEeCKOro 3aHsATHs. AyauTopHas pabota B (opMe NPaKTUYECKOTO 3aHATHUS
IpelycMaTpUBaeT pelIeHHe 3aJay, peleHrue npoOJeMHON CUTYyalluu, BHICTYIIJICHHE CTYAEHTa B
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KAaueCcTBE OCHOBHOI'O JOKJaJ4MKa MO OTAEIbHOMY BONPOCY B pPaMKax HWHAWBUIYAJIBHOIO
TBOpYECKOro 3aHAtus (pedepara, scce). YuacThe CTyACHTA B AMCKYCCHM, TUCITYTE MO3BOJSET
pa3BUBAaTh MUPOBO33PEHNE, TBOPUECKOE MBILIUIEHUE U TIOBBILIEHUE YPOBHS 3HAHUM.

[IpakTHdeckue 3aHATUS SIBISIOTCS ACHUCTBEHHON (opMoi MpUOOIICHHUS CTYIEHTOB K
WCIIOJIb30BAaHUID MCTOYHUKOB M HCCIIEIOBATEIILCKOW JUTEPATypbl HA HAy4YHOW OCHOBE. Yaie
BCET0 HCIIOJIb3YETCs JIMOO BOMPOCHO-O0TBETHAs opMa, b0 oOcyxaeHue pedepaTos, padora B
MaJiblX Ipynmnax, NpoOBEAEHUE POJIEBBIX UIP U T. 1.

[logroroBka K NPAKTUYECKUM 3aHIATHSIM OCHOBaHAa Ha IUIaHE, ONPEIEICHHOM
npenojasareyieM K Kaxaod teMme. Kaxnas Tema NpakTUYECKMX 3aHATHM CONPOBOXKIAETCA
NepeYHeM HOPMATUBHBIX MPAaBOBBIX AaKTOB, a TaKkKe YUeOHOH M HCCIen0BaTeIbCKON
JUTEPATYPHL.

[Tpouecc MOAroTOBKM K MPAKTUYECKOMY 3aHSITHIO BKJIIOUAET 3HAKOMCTBO C COOTBETCTBYIOLIEH
TEMOH B YUeOHHKE, U3yUeHHE UCCIICA0BATENBCKOM JTUTEPATYpHI.

[Ipy moaroroBke K NPAKTUYECKUM 3aHATHUSIM CIEAYET BECTH KOHCIIEKTBI, KOTOpBIE
MPEJICTaBISIIOT COOOM pa3BepHYTHIN IUIaH OTBETa HA BOIIPOC, HO HE HMCUYEPIBIBAIOUINI OTBET.
TakyuM KOHCIIEKTOM, a TAaKX€ HOPMATUBHBIM MaTepUaJiOM CTYIEHT BIPABE I0JIb30BATHCS BO
BpeMsi OTBETa Ha 3aHATHM. B TO ke Bpems, cieayeT 3aMeTUThb, YTO CTYJIEHT HE JOJIKEH
3a4UTHIBATh KOHCIEKT OTBEeTa. OH MOXKET JIUIIb OMUPATHCS HA HEro, YTOOBI HE MOTEPSITh HUTH
paccyXaeHuUs.

Jlig BeieHHs KOHCIIEKTOB IPAKTUUECKUX 3aHSTUH CIEAYEeT 3aBECTU OTICJIbHYIO TETPalb.
[IpenogaBaTens NEPUOAMYECKU MPOBEPSAET KAYECTBO IMOATOTOBKHM K MPAKTUYECKUM 3aHATHUSM,
coOupasi KOHCTIEKThI. Ecliu CTyeHT mponmycTHiI MPaKTUYECKOe 3aHATHE, TO OH 00s3aH SIBUTHCS
Ha KOHCYJIbTALMIO K IPENOJABATENI0, NPEIbIBUTh CBOM KOHCIIEKT IO MPOIYIIEHHOW TeMe U
OTUYUTATHCS B YCTHOM (hopme.

Lenp kaxa0ro CTyJaeHTa - MPOSIBUTh CBOW 3HAHMS BO BpeMs MPOBEACHUS MPAKTUUECKUX
3aHaTuid. [lpy 3TOM MOryT HCHONB30BAThCSl caMmble pa3HOOOpasHbie (OPMBI  pabOTHI:
BBICTYIUICHHE B KaueCTBE OCHOBHOI'O JOKJAJuMKa, BBICTyIUIEHHME C pedepaToM, ydacTue B
JUCKYCCHUSIX M KPYTJIBIX CTONAaX, JAp. DTO NpUJAeT y4eOHOMY 3aHSATHIO XapaKTep KOJUIEKTUBHOU
paboThl, MOBBILIAET BHUMAHNUE U UHTEPEC CTYACHTOB.

BricTymnieHre Ha MPakTUYECKOM 3aHSATUM HOCHUT, MPEUMYIIECTBEHHO, 10OpPOBOJIBHBIN
xapaktep. CTyAeHT, JKeJaroliii OTBETUTh Ha BOMPOC IJIaHa, 3aHUMAET MECTO 3a Kadeapoil u
BBITIOJHSAET (DYHKIIMIO OCHOBHOTO JOKIam4duka. Ero pedr He MOXKET MpephIBaThCs, OO
KOMMEHTHpoBatTbcs. [lociae OKOHUaHMs BBICTYIUIEHUS CTYAEHTHI TPYIIBl BIOpaBe 3a]aTh
JTOKJIaTYNKy BOMPOCHl YTOUHSIONIETO XapakTepa, MO0 oOpaTUTh BHHMaHHE Ha Clabo
OCBEILIEHHBIE aceKThl TeMbl. [Ipu 3TOM IpenoaaBaTens OLEHUBAET «KauecTBO» BOIpocoB. OHU
HE JIOJDKHBI TyOnMpoBaTh 03ByYEHHBIM MaTepHall, COAEpPKaTh OJHO3HAUHBIX OTBETOB (J1a — HET),
JIOJDKHBI  OBITh  KOPPEKTHO CGhOPMYITHPOBAHBI M COOTBETCTBOBATH BOMpPOCY IUiaHa. Ecmu
BHUMaHuE y4yeOHOW Tpymnmbl BO BpeMsl BBICTYIUIEHHS OCHOBHOIO JOKJIQJUHMKa pPaccesHo, TO
MpernoAaBaTelb MPeI0CTaBIsAeT EMy CaMOMY TPaBo CHOPMYIHPOBATH PsAJT BOIIPOCOB, U aJIpeCyeT
UX KOHKPETHBIM cTy/ieHTaM. [Ipu HeoOX0AMMOCTH MpernoiaBaTeib 3a1aeT BOMPOCH! JOKIATIUKY,
1100 CTyJeHTaM.

ACTIeKTbI, HE OCBEIICHHbIE OCHOBHBIM JOKJIAAYUKOM, PACCMATPUBAIOTCS B KadyeCTBE
JIOTIONTHEHUH K 0TBeTY. [locie 3Toro rpymnmna nepexouT K pacCCMOTPEHHIO CIIEAYIOLIEro BOmpoca.
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IIpakTHyeckoe 3aHATHE 3aBepLIAETCs IMOJABEJEHMEM HTOroB pabotsl. IlpemnonaBaTens
pPE3IOMHUPYET PACCMOTPEHHBIE ACHEKThI TEMBI, OTBEYAET HAa BOMIPOCHI CTYJAEHTOB, aHAIU3UPYET
paboTy Bcell yueOHOM TPYIIBI U OTACTBHBIX CTYACHTOB.

[Ipu peanmuzanuu pa3IUYHBIX BUIOB Y4EeOHOH paOOTHI HCIONB3YIOTCS 3aHATHS B
uHTepakTHBHOM (opme. Ilpu oOcBOGHHMM [aHHON JUCUMIUIMHBI TpUMEHseTcs (opma
MHTEPAKTUBHOI'O 3aHATHA — Kpyriblid cton. Kpyrmelii cron - obmiectBo, cobpaHue B pamkax
Oosiee KpYyNHOro MeponpHsiTHs (Chbe3lla, CHUMIIO3UyMa, KOH(epeHuuu). Meponpusarue, Kak
IPaBUJIO, HA KOTOPOE MPUITIAIAIOTCS SKCIEPThl U CHELMAIMCThI U3 Pa3HbIX chep AeATeNIbHOCTH
JUIs OOCYXJIEHUS aKTyaJIbHBIX BOIIPOCOB.

JlanHasi MoJieNib OOCYKJCHHsI, OCHOBBIBAsCh HA COTJIAIICHHUSX, B KAUECTBE MTOTOB HAET
pe3ysbTaThl, KOTOpBIE, B CBOIO OYEpelb, SBIAIOTCA HOBBIMM corjamleHusMu. B mpornecce
KPYIJIBIX CTOJIOB OPUI'MHAJIBbHBIE PEILIECHUS U UAEU POXKAAIOTCS TOCTATOUYHO peako. boiee toro,
3a4acTyl0 KpPYIJIBIA CTOJN WIrpaeT ckKopee WH(GOPMAIMOHHO-TPOMAraHIUCTCKYI0 pPOJIb, a HE
CIIY’)KUT HMHCTPYMEHTOM BBIPAOOTKM KOHKPETHBIX PpELIEHHH. DTOT CIOCOO XapaKTepU3yercs
CJIEAYIOUIMMHU TPU3HAKaMU: L1e€Jdb OOCYXKJIeHHs — OOOOIINUTh MAECH U MHEHHsSI OTHOCUTEIHHO
oOcyxaeMoll MpoOIeMbl; BCE YYAaCTHUKH KpYIJIOTO CTOJa BBICTYNAIOT B POJIM OMNIOHEHTOB
(1OJKHBI BbIpa)kaTh MHEHHE IO TOBOAY OOCYXJaeMOoro BOIPOCAa, a HE IO IMOBOJY MHEHUH
JPYT'UX YYacTHHMKOB); BCE YYaCTHUKM OOCYKIEHHS PaBHONPABHbI; HUKTO HE HMEET IpaBa
JUKTOBATh CBOIO BOJIIO U PEIICHUS.

[IpenycmarpuBaercsi, 4To 0OydaroIIMecs [TOJKHBI CaMOCTOSATENbHO J0padaThiBaTh
yueOHBII MaTepuai, paCCMOTPEHHBIN B JIEKIIMOHHOM MOPSIKE.

Ecnu BO3HUKAIOT CIO0XKHOCTHU C BOCIPHATHEM y4eOHOro MaTepuana, CTyJIeHTY CleayeT
o0OpaTuThCs K npenojaasateinto. s MHAUBUIYaIbHON pabOThl IPEAYCMOTPEHBI eXEHeAeIbHbIE
KOHCYJIbTallUOHHBIE AHU. JIeHb HeZenu, BpeMs IIPOBEACHUS KOHCYIbTAllUi YKa3aHbl HA CTEHAAX
By3a 10 HaIIPaBJICHUSM MOJTOTOBKH.

Hapsny ¢ aynutopHOM paboToi Ui CTylneHTa NpU U3YyYEeHMHM TUCHMIUIMHBI 0coboe
3HaUE€HUE HMEET CaMOCTOsITeNIbHasg pabdoTa B COOTBETCTBHHM C HPEIyCMOTPEHHBIM YUE€OHBIM
IUTAHOM  pacrpeziefiecHueM BpeMeHU. MeToauueckue peKOMEHJAalMM 10  OCYILECTBICHHUIO
CaMOCTOSITENIbHOM paboThl MpEACTaBIEHBl B pasjene «YueOHO-MeToAnuYecKkoe oOecredeHue
CaMOCTOSITENIbHOIN paboThl 00YJarOIIUXCS».

6.YYEBHO-METOJNYECKOE OBECHEYEHUE CAMOCTOSITEJILHOI PABOTBI
OBYYAIOLMXCS

CamocrosiTennbHass paboTa OO0y4aromUiicsl TPOBOJUTCS B BHAEC CAMOCTOSATEIBHOMN
MOJATOTOBKA BO BHEYPOYHOE BpeMs MmyTeM paboThl € pEKOMEHAYEeMOW JIUTepaTypoi,
HOPMAaTUBHBIMH aKTaMH, nepuoaukoil. CaMmoctosiTenbHas pabota oOydaromuxcsi MpOBOIUTCS B
BUJIE CAMOCTOSITEIPHON TOJATOTOBKM BO BHEYPOUHOE BpeMs IyTeM pabOTHI ¢ PEKOMEHIYyeMOM
JTUTEePaTypOil, HOPMATUBHBIMU aKTaMU, TIEPUOTUKOM.

CaMocrtosiTennpbHast paboTa CTYIACHTOB OYHOM Qopmbl 0OydeHHUs Mpeanoiaraert
MOJITOTOBKY TEOPETHYECCKOT0 MaTepHaja JUIis Ompoca Ha MPAKTHYSCKUX 3aHATHIX M BOIPOCOB
JUISL  CaMOCTOSITEITHOTO HW3YYCHHUs, pEIICHWE TEeCTOB, HAIMCAHWE KOHTPOJLHOW padoTHI,
BAapHUAHTEBI KOTOpOﬁ MMpEaACTaBJICHBI HHUXKC.
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Jlj1a caMonpoBepKU KauyecTBa YCBOCHHS yueOHOro MaTrepualia MpeaycCMOTPEHbI TECTOBbIE
3aganust. OOydaronecs caMOCTOSATENIbHO MOTYT PelIaTh UX, TEM CaMbIM, TOTOBSICh K HTOTOBOMY
TECTUPOBAHUIO.

Ecnu BO3HHKAIOT CIIOKHOCTH C BOCIPHUATHEM Y4€OHOIO MaTepuana, CTyACHTaM CIeIyeT
00paTUThCA K MPEroJaBaTeio.

Memoouueckue pexomenoayuu no HANUCAHUIO pepepamos, 00KIA008

Pedepar (ot lat. «mokmambIBaTh», «COOOIIATH») MPEACTABIAET COOOH MHUCHMEHHBIH
JOKJIaJl Ha OIpPENEJICHHYI0 TEMY, BKIIOYAIOMUNA 0030p COOTBETCTBYIOLIUX JIUTEPATYPHBIX WU
JIPYTHX UCTOYHHKOB, a TaKKE€ COOCTBEHHbBIE BBIBOJbI [0 OCHOBHBIM BOIPOCAM JTAHHOM TEMBI.
Pedepar sBnsieTcs mepBOil CTYNEHBIO HAa IYTH OCBOCHHUS HABBIKOB IPOBEICHHS HAay4HO-
UCCIIEIOBATEIbCKON paboThl. M30paHHas CTYACHTOM MpobiemMa U3ydaeTcsl U aHAJM3UPYETCs Ha
OCHOBE OJIHOTO WJIM HECKOJIBKMX HCTOYHUKOB, pedepaT HampaBiIeH HA aHAIU3 OJHOM WU
HECKOJIbKUX HAayYHBIX PadoT.

Hanucanue pedepara, noknana He siBiseTcs o0s3aTenbHOM paboToil oOyuaromierocs u
MPaKTUKyeTCd B Yy4eOHOM IIpoliecce B IENSIX HPUOOpPETEHHUS CTYACHTOM HEOoOXOAUMOMN
npoecCHOHANBHOM MOArOTOBKH, Pa3BUTHS YMEHHS U HaBBIKOB CaMOCTOSITEIBHOIO HAyYHOTO
MOKCKA: U3YUYCHHs TUTEPaTyphl IO BEIOPAHHOM TeMe, aHallM3a Pa3MYHBIX HCTOYHUKOB U TOYEK
3peHwusi, 0000IEeHHsT MaTepuaia, BBIICICHUS TIIABHOTO, (OPMYIHPOBAaHUS BBIBOJOB H T.m. C
MIOMOIIBIO pedepaToB CTYAEHT TIy0Ke MOCTUTAET HAauboIIee CI0KHBIC MTPOOJIEMBI TUCIIUILIIHHEI,
YUUTCSI JIAKOHHYHO H3JIaraTh CBOM MBICIH, NPABWIBHO O(GOpMISATE paboTy, JOKIaIbIBaTh
pe3yabTaThI CBOETO TPYAA.

Lensimu Hanucanus pedeparta, JOKIaaa SIBISIOTCS:

- pa3BUTHE Y CTYACHTOB HAaBBIKOB IIOWCKA aKTyalbHBIX MPOOJIEM COBPEMEHHOTO

3aKOHO/ATEJIbCTBA;

- pa3BUTHE HABBIKOB KpPAaTKOTO W3JIOKEHHS MaTepuajga C BbIACIECHUEM JIUIIb CaMbIX

CYIIIECTBEHHBIX MOMEHTOB, HEOOXOIUMBIX JI1 PACKPBITHS CYTH MPOOIEMBI;

- pa3BUTHE HaBHIKOB aHalM3a M3YYEHHOTO Marepuaja W (QOpMyTUpOBaHHS COOCTBEHHBIX

BBIBOJIOB TI0 BEIOPAaHHOMY BOIIPOCY B IMUCbMEHHOH ()OpME, HAYIHBIM, TPAMOTHBIM SI3BIKOM.
3ajavuaMu HanmMcaHus pedepara, JOKIaaa SBISTFOTCS:

- 0o0y4YeHHe CTyJIeHTa MaKCHMaJlbHO BEpPHO IepenaTb MHEHHs aBTOPOB, Ha OCHOBE padoOT

KOTOPBIX 00yyaroIuiics muiieT cBoi pedepar;

- o0ydeHue CTyleHTa I'paMOTHO H3JlaraTh CBOIO IMO3UIUIO 10 aHaIM3MpyeMoil B pedepare

npobieme;

- TOATOTOBKA CTY/AEHTA K JaJbHEHIIEeMYy y4acTHIO B HAyYHO — MPAKTUYECKUX KOH(DepeHUusX,

CEeMHMHapax M KOHKypCax;

- TOMOILb CTYACHTY ONPEAECIUTHCS C HHTEPECYIOLIEH €ro TEMOM, JajbHEWIlee PacKpbITHE

KOTOPOM BO3MOYKHO OCYLIECTBUTh IPU HAIMCAaHUM KypCOBOW pabOThl WM BBIMYCKHOMN

KBaJIM(DUKAIIMOHHOM paboThI;

- BBIPa0OTKAa HABBIKOB KOHTPOJS M3JI0KEHUS HPUYMHBI CBOErO corjiacusi (Hecorjacus) c

MHEHHMEM TOT'0 MJIM MHOTO aBTOpa 10 JaHHOU mpolieme.

[Iponecc Hanucanus pedepara, J0KIaa BKIIOYACT:

* BBIOOp TEMBI,

* COCTaBJICHUE TIJIAHA;

* TOI0OP UCTOYHUKOB U UX M3YYCHUE;
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* HamMcaHUe TeKCTa paboThl U ee 0hOPMIICHHE.

Temy pedepata, mOkIaga CTyIEHT BBIOMpPAET CaMOCTOSTENBHO, OMUPAsICh Ha
npeuiaraeMyo TemMatuky. B pabore Ha OCHOBE THIATENHHOTO aHAIM3a U 00O0OIIECHHS HAyYHOTO
MaTepHuaja COINOCTABIISIOTCS PAa3IUYHBIC B3IJISIBI ABTOPOB M OINpPENENsIeTcss COOCTBEHHAs
MO3HIIKS 00YYArOIIETOCs ¢ U3JI0KEHUEM COOTBETCTBYIOIIUX aPTyYMEHTOB.

PaGoty Hax pedeparom, TOKIAIOM CIeNyeT HAYMHATH C OOLIEr0 O3HAKOMIICHHUS C TEMOU
(mMpoYTeHNE COOTBETCTBYIOIIEIO pa3zelia yueOHUKa, yueOHOTo MOCOOHs U IPYTUX UCTOYHUKOB).
OpHaKo mepeueHb UCTOYHHKOB HE JTOJDKEH CBS3BIBATH MHUIIMATHBY oOydaromerocs. OH MOXET
UCIIOJIB30BaTh HAYYHYIO JIUTEPATYPY, OJOOPaHHYIO CaMOCTOsATENbHO. OCOOCHHO BHUMATEIHLHO
HEOO0XO/IMMO CIIEIUTh 32 HOBOHM JHMTEpaTypoil Mo M30paHHOW mpoOiieMaTHKE, B TOM YHUCIE 32
KYpHaJIbHBIMH CTaThsiMH. Kpome Toro, He nMIIHMUM OyIeT O3HAKOMHTbCA € pedeparamu
NPEIIECTBEHHUKOB 110 aHAJIOTUYHON MJIM TOXOXKEH TeMe, TJie MOKHO MOYEPIHYTh HEKOTOPHIE
uzeu (mpu 3ToM 0053aTeNbHO CIeNaTh CHOCKY B TEKCTE pabOThI), a TAKXKE MPUHATh BO BHUMAaHUE
npaBuwia opopmiieHus pedepara, AokiIana. B mpoiecce n3ydeHus JIMTepaTypbl pEeKOMEHyeTCs
JIeNiaTh BBIMKMCKH, TOCTCIICHHO TPYIIHPYS W HAKalUIMBas TCOPETHYECKUHW M TPAKTUYCCKHM
marepuai. [lman pedepara, mAokiana JODKEH OBITH COCTAaBICH TakKUM 00Opa3oM, 4TOObI OH
pacKpbIBal TeMy pabOTHI.

CTpyKTypHBIMH 3JIeMeHTaMu pedepara, JJOKIaga SBISAIOTCA: TUTYJIBHBIH  JIUCT,
coJiepKaHue, BBeJIEHNE, OCHOBHAS YaCTh, 3aKIIOUEHHE, CITUCOK JINTEPATYPbI, IPHIIOKEHHS.

Bo «BBenmeHmm» HEOOXOAMMO pACCMOTPETh AKTYAIbHOCTh TEMBI C TOYKH 3pPEHHA
COBPEMEHHOW HAayKH, HBIHEIIHEr0 COCTOSIHUS OOIIeCTBa M KyJIbTyphl. Clenyer ykazaTb MECTO
0003HauEHHOH MPOOIIEMBI CPEU IPYTHX, KaK YaCTHBIX, TaK U OoJiee 00IIUX, a TaKKe U30paHHOe
Bamu HampaBiieHHe €€ pacCCMOTPEHHUSL.

BBenenne okaHumBaercss (OpMyJaMpOBaHMEM MM W 3a1ad uccienoBanus. Llenb
pedepara MOXKET 3aKJIFOYAThCS B TOM, YTOOBI O0OOIIMTh WINM CPaBHUTH PA3IMYHbBIC ITOAXOJBI K
pPacCMOTPEHHIO MTPOOJIEMBI, BRIIBUTH HAMMEHEE WIIM Han0oJiee U3YUYCHHBIC €€ CTOPOHBI, TIOKa3aTh
OCHOBHOM CMBICIT HCCJIEIOBATEIbCKOTO HANpPaBICHUS, HAMETHTh IyTH €ro JaJbHEHIIero
pa3BuTHA. 3amauu (UX MOXKET OBITh HECKOJBKO) OTpakaroT Oojee eTaibHOE PACCMOTPEHHE
nenu. B kauecTBe 3a7a4 MOTYT BBICTYIIATh: aHATHN3 JINTEPATYPHI IO N30pPaHHON TeMe, CpaBHEHUE
pa3MYHBIX TOJXOMOB K PEHICHHUI0 MPOOIEMbI, MCTOPUYECKUH 0030p, OMHCAHWE OCHOBHBIX
MOHSITUI UCCIIETOBAHUS U T.J.

«OcHOBHasi 4acTb» TOCBSIIIEHA CAaMOMY HCCIEIOBaHHUIO. B Hell, B COOTBETCTBUU C
MOCTaBIICHHBIMU 3a/1adyaMH, pPAacKphIBaeTcs Tema paboThl. 3Aech HYXKHO MPOCIHEAUTH ITYTH
pelIeHHs MOCTaBICHHOM MpoOsieMbl. DTO Jenaercs ¢ MOMOIIbI0 IIMTHPOBAHUS M IepecKasa
TEKCTa WCIOJIB3YEMBbIX BaMH JIMUTEPATYPHBIX MCTOYHHKOB. COOCTBEHHBIE CIIOBA, KAaK IMPABHIIO,
3/1eCh HY)KHBI JIISI CMBICIIOBBIX CBSI30K W JUIsS BBICKa3bIBAaHUSI CBOETO OTHOIICHHUS K TO3UIMU
aBTOpA.

[Tpn monroToBke pedepara, MOKIAAa BaXXHO HAYYHTHCS BBINENATH TIIABHOE B TEKCTaX
NEPBOMCTOUYHUKOB, C KOTOpbIMH Bbl paboraere. IIpexae Bcero, Hajlo «IOHSATH» Ha3BaHUE
MOHOTpaUU WK CTAThH, IOTOMY YTO UIMEHHO B HEM, KaK MPaBUJIO, KOHIICHTPUPYETCS OCHOBHAS
ujes aBTopa. 3aTeM MOCMOTPETh OTJIaBJICHHUE U MPEIMETHBIN yKa3aTelb (YTOOBI MOHSATh, €CTh JIU
B KHUT€ TO, YTO BaM HYXHO). [loToM ciemyeT HalTH Te 4YacCTH TEKCTa, KOTOPBIE COJEpKaT
KJTFOYEBBIC MTOJIOKEHHS N3y9aeMON HAYYHOH MPOOJIEMBI, IPHYEM H3JI0KUTh HE TOJBKO BBIBOJBI
aBTOPOB, HO M T€ MCCIIEIOBAHNUS, KOTOPBIC K HUM TTPHUBEIIH.
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Jlns HamucaHus OCHOBHOM dYacTu TpeOyeTcsi OCOOCHHO TIIATENbHO BBIACTATh U3
MPOYUTAHHBIX HAYYHBIX TEKCTOB TJIABHBIC IOJOXKCHHs, OTHOCAIIUECS K Mpolieme, a 3areM
KpaTKO, JOTMYHO W JIUTEPaTypHO IpaMOTHO UX u3nararb. C 3TOH LENBI0 MOJE3HO MIATH OT
o0IIero K 4YacTHOMY: Ha3BaHME M KIIOYEBBIC TOHSATHS TEOPHH, €€ aBTop, Korja Obuia
IpeiokKeHa U IoYeMy, K KaKUM pe3yjbTaTaM IpuBela, KEM M KaK KpPUTHUKOBANACh, KTO
JOTIOJHSUT ¥ Pa3BUBAJ €€, KAKOBO COBPEMEHHOE COCTOSIHUE MpoOIeMbl, MHEHHE aBTOpa IO 3TOU
npoOieme.

OcHOBHasi 4acTb MOKET MPEACTaBIATh COOOW LENbHBIM TEKCT, a MOXET COCTOSITh U3
HECKOJIbKUX maparpadoB, HAYMHAIOIIMUXCS MPOHYMEPOBAHHBIM  MOJ3arojoBkamu. Jlis
WITIOCTPAIIMM OCHOBHOTO COJCPXAaHUS MOXHO HCIOJBb30BaTh PUCYHKH, CXEMBbI, Tpadukw,
Ta0JINLBI, JUarpaMMbl U IIPOYNE HATJIAHbIE MAaTEPUAIIbI.

BbIBo/1BI 3aBEpIIAIOT OCHOBHYIO YacTh. B HMX KpaTKO U3/1aratoTcsi OCHOBHBIE PE3YJIbTATHI
paboThI IO IMYHKTaM, COOTBETCTBYIOLIUM 3a/ladyaM HUCCJIEI0BAaHUS U OTPaKaeTCsl MHEHHME aBTOpa
0 pe3ylbTaTax CpaBHEHHUS W/WiIM O0OOIIEHHS TOYEK 3PEHHUs Pa3IMuYHbIX YyYeHBIX. B BbIBO/Iax
JOJIKHO OBITH TIOKa3aHO, YTO II€JIb UCCIIEIOBAHUS TOCTUTHYTA.

«3akiIoYeHne» MpeacTaBiIsieT co0or oOumil UTor paboThl ¢ KPAaTKUM IEPEUHCICHUEM
BBITIOJTHEHHBIX aBTOPOM 3TaloOB MCCIIEIOBAaHUS. 31ECh KE MOXHO OTMETUTh IYyTH JAJIbHEUIIETro
MCCJIEJOBaHMSI, BO3MOXXHOCTHU MPAaKTUYECKOT0 PUMEHEHUS MOJIYYEHHBIX PE3yIbTaTOB U T.[.

WznoxxeHne Marepuana JODKHO OBITh KpPAaTKUM, TOYHBIM, I10CJIEI0BATEIbHBIM.
HeobxonuMo n3berath HEMPHUBBIYHBIX WIIH JABYCMBICICHHBIX MMOHSATHH W KATETOPHMA, CIIOKHBIX
rpaMMaTudeckux o00poToB. TepMuHBI, OTIEIbHBIE CIIOBA U CIOBOCOYETAHUS JIOMYCKAETCs
3aMEHATh MPUHSATHIMU TEKCTOBBIMH COKpAIICHUSIMH, CMBICT KOTOPBIX SICEH U3 KOHTEKCTA.
Pexomenayercss Bkiro4ath B pedepaT cxembl M TaOJHMIBI, €CIM OHU TIOMOTAIOT PACKPHITh
OCHOBHOE COZIepKaHK€e MPOOJIEMBI M COKpaIlaT 00beM padoThI.

Odopmnenue pedepara, goknaaa

O6bem pedepara o0bIYHO coaepkuT 18+3 crpanui meyaTHoro tekcra. KosmdecTBo
CTpPaHULl 3aBUCUT OT OOBEKTUBHOM CIIOKHOCTH PACKPBITHS TEMBI M JOCTYITHOCTH JIUTEPATyPHBIX
MCTOYHUKOB.

[TepBsiii mucT pedepara, 10KIana - TUTYJIbHBIN (Ha TUTYJIHHOM JIMCTE HOMEP CTPaHUIIBI
HE CTaBUTCS, XOTS U YUUTHIBAETCH).

Cnucok nuTepaTypsl HE IOJDKEH OTPaHHYMBATHCS TOJNBKO YUeOHUKAMU U HE MOXKET OBITh
MeHee 5 UCTOYHMKOB. CHHCOK IUTEpaTyphl AODKEH COAep aTh Ha3BaHHUS HUCTOYHHKOB,
dbamMunMy ¥ MHUIHANIBI KX aBTOPOB, U31aTEILCTBO, MECTO U TOJ] OMYOJIMKOBAHUS, a TaKxKe olIiee
KOJIMUYECTBO cTpanuil. bubnuorpadus BeicTpanBaercs B aipaBUTHOM TOPSIKE.

B nponecce paboTel HEOOXOAUMO JI€TaTh CCHUIKM Ha PabOTHI yYEHBIX, MBICIH KOTOPBIX
HCIIOJIb30BaHbI B paboTe, U o Mepe HaJOOHOCTH 0(OPMIISTH CHOCKH.

HanmenoBanue dopmar

dopmar Oymaru A4

Ipudr Times New Roman, pa3mep (kerns) 14
Me:X1yCTpOUHBIN HHTEpBal 1,5

[Tosist: cieBa/cnipaBa/cBepXy/CHU3Y 2/1/2/2

CHocku (mpudr) Times New Roman, pasmep 10

Howmep crpanuiisl
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Pedepar, noxkmam CTyaeHT MOXET WUIIOCTPUPOBATh Tmpe3eHTanue. [lpu cocraBneHun
IPE3EeHTAIMU HEOOXOIMMO YUUTHIBATh CIIEAYIOLINe TPeOOBaHUSI.

JUis  MOATOTOBKM  IPE3EHTAlMM  PEKOMEHAYETCS  MCIOJIb30BAaHUE  MPOTrpamMMbl
MicrosoftPowerPoint. CdopmynupoBaTh I1enb Mpe3eHTAMH, ONPEACTUTHC C  (OPMATOM,
BBICTPOUTD JIOTUYECKYIO LIEMIOUKY, OIPENETUTHCS C KApTUHKAMU WILTIOCTPALUN, AMarpaMMaM
* IIpe3eHTaIUs He JoJIKHA ObITh MeHbIe 10 crnaiiaos;

* TIEPBBI JIUCT — 3TO TUTYJIBHBIN JTUCT, HA KOTOPOM 00SI3aTEIBHO JOJIKHBI OBITh MPECTABIICHBI:
Ha3BaHME MPOEKTa; (HaMUIIHs, UMs, OTYECTBO aBTOPA;

* CIEAYIOUIMM CIaiiioM JOKHO OBITh COAEp:KaHHWE, TJIe NPEICTaBICHbl OCHOBHBIE 3Tallbl
(MOMEHTBI) PE3EHTALlUN; )KEJIATEIBbHO, YTOOBI U3 COAEPMAHUS 110 TUIIEPCCHIIIKE MOYKHO MEPENTH
Ha HEOOXOMMYIO CTPAHUILy U BEPHYTHCS BHOBb Ha COJICPIKAHHE;

* JM3aliH-3PrOHOMHYECKHE TPEOOBaHMSA: COYETAEMOCTb IIBETOB, OTPAHUYCHHOE KOJHMYECTBO
00BEKTOB Ha cJIalizie, IIBET TEKCTA;

* IOCJIEIHUMU ClIaliJaMH MIPE3EHTAIH JTOJDKHBI OBITH TJIOCCAPHUIl U CIIUCOK JINTEPATYPHI.

KauectBeHHOE OCBOEHHME y4eOHOrO MarTepuansa HEBO3MOXKHO 0e€3  OCBOCHHUSA
COOTBETCTBYIOIIETO MOHATUMHOIO ammapara, ¢ 3TOM LENbI CTYAEHThl MOTYT BOCIOJIb30BaThCA
[JI0CCapUeM, BKJIIOYAIOLIUM TEPMHUHBI U MOHATUSA. T€pMUH — 3TO CIIOBO, UM COYETAHHUE CIIOB,
SIBJISIIONICECS] TOYHBIM OOO3HAYCHHWEM OIPENIENIEHHOTO IMOHATUS KaKOH-THO0 CrenuanbHOM
obnactu Hayku. [loHsiTue — MBICIP O I@peaMeTax U SABICHUSX JEHCTBUTEIBHOCTH,
otoOpakaromias ux oOIe U CyIEeCTBEHHbIC TPU3HAKH, CBSA3U M OTHOIICHUSI.

Memoouueckue pexomenoayuu no HANUCAHUIO ICce.

TpeGoBanust K coaep)kaHUIO 3cce. Dcce MUILETCS Ha OJHO U3 HMXKE IPEUIOKEHHBIX
HAyYHBIX HU3BICKAHUN TOTO WM MHOTO aBTOpa, HO MPEABAPUTEIHHO TeMaTHKa 00s3aTeNbHO
COTJIaCOBBIBAETCs € mpemnojasareneM. llepen Tem kak NepedTH K HANMCAHUIO 3CCE HYXKHO
MOJIYYUTh TO Hay4YHOE MPOU3BEJCHHE, Ha KOTOPOE coOUpaeTech B IajbHeHIeM Hanucarh 3cce, U
BHUMATEJIbHO MNPOYHUTATh €ro (PeKOMEHIYeTCs HCIOoJIb30BaTh OubnuoreuHsii (oua «IBOD
BABT», a Takke MHTEpPHET pecypchl, CIpaBOUYHO-NpaBoByl0 cuctemy «KoucympranT Ilaroc»
paszen Kjaccuka IpaBOBOrO Haciequss U jApyrue wucrouHuku). [locne dvero HeoOXoauMo
U3JIOKUTh KpaTKoe coJepkKaHue IpouyuTaHHoro Bamu HaydyHoro mnpousBeneHusi, u Baiie
coOCTBEHHOE MHEHHE Ha paccMaTpUBaeMblil HAyYHBIM TPy TOrO UM MHOTO aBTopa. [Ipu 3Tom B
3CCE YKa3bIBAIOTCS KaK JOCTOMHCTBA, TaK M HEJOCTAaTKN aHAJIM3UPYEMOTO NMPOU3BEAECHUS, U €T0
BKJIa/l B OTEYECTBEHHYIO U 3apyO0eKHYIO HayKy.

Occe JOMKHO OBITh O(QOPMIEHO M COAEP)KaTh: TUTYJIbHBIM JIMCT M OCHOBHYIO 4YacTh
(HemocpeICTBEHHO cojiepxkaHue 3cce). OObeM 3cce T0JIKEH COCTABIATh NPUMEpPHO 7-15 mucToB
MmarnuHonucHoro Tekcra (mpudt TimesNewRoman, mpudr 14, uarepsain 1,5).

IInan-rpadguk BHINOJHEHHS CAMOCTOATEIBLHOM PadoThI

o4yHas

Tpynoem .

Buanl caMocTOosAITEILHOM
Ne Y4eOH0-00pazoBaTeIbHBIE KOCTh

PadoThI CTY/IECHTOB
n/m CAWHMIIBI TUCITUTIIIMHBI CPC,
Yackl
1 Lemu 51 3a71a4n 2 Dcce 0,5
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JIOKYMEHTHUPOBaHUS Jokman 0,5

YIPaBIEHUYECKON AESITEIbHOCTH. KontponbHas pabora 0,5

Pedepar 0,5

2 Pedepar 0,5

2 Uctopua nenonpousBojacTBa B Joxian 0,5

Poccun. KontponbHnas pa6ora 1

CoBpeMeHHOe 2 Jokiman 0,5

3 | Aenonpomssoncteo.  IMonstue Pedepar 0,5

JOKYMEHTHPOBAaHHOMN 1
HHGbOPMAIIHIL KonTtpomnbsHas pabora

HopmatuBHO-MeTOIMUECKAS KontponbHas padbora 0,5

4 | Ga3za JOKYMEHTAI[MOHHOTO 2 Tecr 0,5

obecrieueHust yrpaBIeHUs Pedepar 1

Odopmiienue  ymnpaBIeHYECKON 2 Occe 0,5

5 JIOKYMEHTaIuU Tect 0,5

KontponbHas pabora 1

Cmyxb6a JI0VY. Pedepar 0,5

6 2 Jloknan 0,5

KontponpHas pabora 0,5

Tect 0,5

JlokyMeHTOOO0pOT 2 Pedepar 0,5

7 OpraHu3aIiy. Jokian 0,5

KonTponsHnas pa6ora 1

Ludposas TpanchopManus Dcce 0,5

g JIOKyMEHTO000pOoTA. 2 TecT 0,5

KontponbHas pabora 0,5

Pedepar 0,5

Opranuzanus paboTHI c 2 Dcce 0,5

nokymeHTamu. Cuctematusarus Tecr 0,5

9 M XpaHCHHUE TOKYMCHTOB Pedepar 0,5

KonTponbHas pa6ora 0,5

CocrasiieHue JIOKYMEHTOB. 2 Joxnan 0,5

OcoOeHHOCTH sA3bIKA M CTUIIA Pedepar 0,5

10 | ciryskeGHbIx JIOKYMEHTOB. Soce 05

JenoBble nucbma Teor 05

Oco0eHHOCTH IIOATOTOBKH U 2 Jlokman 1

11 | ohopmieHHsT OTAENBHBIX BHJIOB Dcce 0,5

JOKYMCHTOB. Pe(bepaT 0,5

12 Pabora ¢ xoH(UIEHIIMATBHBIMU Occe 1

JIOKyMEHTaMHU 2 Tecr 1

CucremaTu3anus " 2 KonTposipHas pabora 0,5

o0ecrieueHue COXPaHHOCTH Pedepar 0,5

13 | nOKyMeHTOB. [TonroroBka Joknan 0,5

JOKYMEHTOB K  apXUBHOMY Tect 0,5

XPaHEHUIO
14 | Cuctema JEJIONPOU3BOACTBA 10 Pedepar 1
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TOCYJaPCTBEHHOM CITYKOBI. TecT

IToaroroBka k 3auery

36 36

B ocBoeHMH IUCHMIIIMHBI MHBAIMAAMU M JIMLIAMHM C OTPAHUYEHHBIMU BO3MO>KHOCTSAMU
310pOBbsI OOJIBIIOE 3HAUCHHE MMEET MHAMBHIyalbHas padorta. Ilog nHaAMBUIYaTIbHON paboTON
noJpasymeBaroTcs ABe (HOpMbl B3aUMOJEHCTBUS ¢ IpenojaBaTeieM: HHAUBUyalbHas ydeOHas
pabota (KOHCYJbTALMU), TO €CTh JOMOJHUTEIBHOE pa3bACHEHHE Yy4eOHOro Marepuaga u
yIIIyOJIeHHOE M3Y4YEHHE MaTepuasla ¢ TeMH O0y4yarolIMMUCs, KOTOPbIE B 3TOM 3aMHTEPECOBAHBI,
U WHAMBHIyalbHas BOCHUTaTeNbHas pabora. VHAMBHIyadbHbIE KOHCYJIBTAIMH IO NPEIAMETY
ABIISIIOTCSL  BaKHBIM  (DAaKTOPOM, CHOCOOCTBYIOUIMM  MHAMBHMIyaldu3alMd OOydeHHs U
YCTaHOBJICHHIO BOCIMTATEIbHOIO KOHTAKTa MEXIY MpEnojaBaTelieM M OO0y4aromuMCs
MHBAJIUIOM WM 00y4aroUIMMCs C OTpaHUYEHHBIMH BO3MOKHOCTSIMU 310POBbSI.

VY4ebHO-MeToIM4YeCKHe MaTepuaibl Ui CaMOCTOSTEIbHOM pPabOThl OOydaroLIMXCS M3

YucCjia MHBAJIMAOB W JIMI C OIPpaHUYCHHBIMU BO3MOKHOCTAMU 3O0POBBSA HNPCAOCTABIIAIOTCA B

¢dopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 370POBbS U BOCIIPUATHS UH(POpMALIUU:

071 1Y, ¢ HAPYWIEHUAMU
3penus:

071 1Y, C HAPYWIEHUAMU
cayxa:

071 1Y, C HAPYWIEHUAMU
ONOPHO-08U2AMENBHOZ0
annapama:

— B TIeUaTHOU (hopme
YBEIMYEHHBIM MIPAPTOM,
— B opMe DIEKTPOHHOTO
JIOKYMEHTA,

— B TIeUaTHOU (opme,
— B opMe IIEKTPOHHOTO
JOKyMEHTA.

— B TIeUaTHOU (opme,

— B hopMe dIEKTPOHHOTO
JOKyMEHTa,

— B popme ayanodaiina.

— B Qopme aynnodaiina.

7. MEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT U ¥ TIPOTPAMMHOI'O
OBECIIEYEHMUSA
B yueOGHOM mponecce HCHONB3YIOTCSA JIHMIIEH3UMOHHBIE BEPCHUM MPOTPAMMHBIX MPOAYKTOB,
o0ecreynBaoIMe MOBBIIIEHNE KadyecTBa MPOBEACHUS 3aHATHM Ha OCHOBE HCIOJIb30BAHUSA
COBPEMEHHOU KOMITBIOTEPHON TEXHUKH: omepanuonHas cuctema Windows XP, 7,0, 8.1; maker
nporpamm MicrosoftOffice 2013; antuBupycHoe nporpammuoe obecneuenue eset ENDPOINT

ANTIVIRUS . DnekrponHo-6ubmmoteynas cuctema (OBC) www.znanium.com. Ilpe3eHraunu

odopmisroTest B mporpamme PowerPoint.

B cnayuae BO3HUKHOBEHUsI (BO30OHOBIEHHS) CIIOKHOM  AMUIEMHUOJIOTHYECKOMN
00CTaHOBKOM B pervoHe, BbI3BaHHOWN maHjemueil kopoHaBupyca COVID-19 wumu uHBIMHU
HEeOJIaronpusATHBIMUA YCIOBHSIMH, Y4EOHBIM Npolecc MPOBOAMTCS B TUCTAHIIMOHHOW (opme c

npumenenueM JIOT nocpeacTBom miaatdopMel AJs IPOBEACHUS ayIMO U BUJCOKOH(EpEHIN B
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pEeKUME JIBYCTOPOHHEH BHMICOKOH(EpPEHIMH, Ine OOydaroliMics W NpenojaBaTeilb HMEIOT
BO3MO>KHOCTb BUJIETD U CIIBIIATH APYT APYTa, COIVIACHO CIEAYIOLIEN NMpoLenype:

- Ipo(heCcCOpCKO-TIPENoaBaTeIbCKHI COCTAB OCYIIECTBISET 3aHATUS C 00yUYaIOIIMMUCH,
TEKyLIYyI0 M IPOMEKYTOUHYyI0 arrectanuio ¢ npumeHenueMm JIOT, Bkirodas oOydeHue ¢
UCIIOJIb30BAHUEM COBPEMEHHBIX HMH()POPMALMOHHBIX M TEJIEKOMMYHHUKAIIMOHHBIX CHUCTEM,
METOAMYECKOE, TEXHOJOTMYECKOEe W OpraHu3allMOHHOE ofecreueHne Y4eOHOro mpoliecca;
OKa3bIBaeT 00YYArOIUMCS WHAWBUIYAIbHBIE KOHCYIBTAIUU C IPUMEHEHNEM MH()OPMALIMOHHBIX
U TEJICKOMMYHUKALlMOHHBIX TEXHOJIOTMHA IIOCPEICTBOM: JJIEKTPOHHOM IIOYTHI; OHJIANH
KOHCYJIbTAllUM C MCIIOJIb30BAHUEM TEJIEKOMMYHHUKALIMOHHBIX TEXHOJIOIMH; KOHCYJIbTALMHU C
UCITIOJIB30BAaHUEM 3JICKTPOHHOM HH(OPMAIIMOHHO-00pa3oBaTeNbHON cpeabl (uaT, BeOHHAp),
KOHCYNIbTallMM B (opyMax Y4eOHBIX AUCHHUIUIMH 3JICKTPOHHOM CHCTEMBI AMCTAHIIMOHHOTO
oOy4deHus;

- Kax/pIil oOyuaromuiicss umeeT cBoOOAHBIN AoCcTyM KO BceM cepBucam DMOC, KoTopblit
NEPCOHAIN3UPOBAH (110 €JMHON YYETHOW 3alKChI0) U UMEET €MHYIO0 TOUKY BXO/a;

- JIMLIO, OTBETCTBEHHOE 3a TEXHHUYECKOE COINPOBOXKIECHHE Y4YeOHOro mpoliecca,
OCYILECTBIIICT MOAKIIOUEHHE K BeOMHApHOW KOMHATe mpernojaBaTeis, A oOecrnedeHus

y4qacTusa o6yqa10u1nxc;1, B U3y4YCHUU y‘IC6HBIX JUCHUIIINH.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI

Jis  oOecnieyeHuss TMOATOTOBKM — oOydarommxcs B «JlampHEBOCTOYHOM  (uinane
®enepallbHOTO TOCYAAPCTBEHHOTO OIOKETHOTO 00pa30BaTEIbHOTO YUYPEKACHHSI BBICILIETO
oOpa3zoBanus «Bcepoccuiickas akalemMusi BHEIIHEH TOProBiaM MHMHHCTEPCTBA SKOHOMUYECKOTO
pasButus Poccuiickoit ®@enepauuu» co3naHa HeoOxoiumas HWHPOpMalMoOHHas 0aza, U
o0ecrnedeH JOCTyN 00yJarolMXxcs K pa3jIMuHbIM CETEeBbIM HCTOUYHUKAM HMH(OpMAalKU, BKIIOYas
HuTepHer, uTo crnocoO0cTBYeT AP (HEKTUBHOMY MOIYYEHHUIO MPOPECCUOHANIBHBIX HaBBIKOB.

OcBoeHMe AUCIUIUIMHBI OCYIIECTBISETCS B YI€OHOU ayAuTOpuH, paccuntaHHoi Ha 80-130
CTYAEHTOB, 00OpPYJOBAaHHOW MYJIbTUMEAUWHBIM KOMIIJIEKCOM M 3KPaHOM Ui JEMOHCTPaLUU
CJIalIOBBIX NpPE3eHTAlMi U MHBIX HEOOXOIUMBIX MaTepuasioB. J[1si caMOCTOATENbHOM paboThI
oOydaromuxcsi MOTYT OBITb HCHOJb30BaHbl yuyeOHble ayautopun Ne 415 («Hayuno-
uccieaoBarenbekas saboparopusi»), Ne 206 («KoMmbroTepHBI K1accy).

Aynutopun 6ubmuotexu 207, 209 oGopynoBaHHbIe 5 pabOYMMU CTAHLUSAMH C JOCTYIIOM K
cetu «VIHTEpHET» U B JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO Cpey OpraHu3alum, U

KOMILIEKTOM y4eOHOM MeOenn Ha 35 MocaJouHbIX MECT.
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B cooTBeTcTBUM € COIEpXKAHUEM TEOPETHUUYECKOM U MPAKTHYECKOM YacTh Kypca
UCTIONB3YETCSl HayyHas JUTepaTypa, JJIEKTPOHHBIE PECypChl, TEXHUYECKoe 000pyaoBaHUE
(opucnas texnuka, xommbiorepbl) IB® BABT u Tex opranuzanmii W y4dpexIeHHH, TIe
CTYZIEHTBI IPOXOJST UCCIEAOBAHUS U IPOU3BOACTBEHHYIO IPAKTHKY.

OOyyeHne UWHBAIWAOB M JIMI C OrPAaHUYCHHBIMH  BO3MOXKHOCTSMHU  3JIOPOBBS
OCYIIECTBIISIETCS C MPUMEHEHHEM CIIeIIUATHLHOTO 000PYI0BaAHUS:

a) JUIsl JIUI] C HApYIICHUEM CyXa (aKyCTHUUECKHI YCWIMTENb U KOJIOHKU, MyIbTUMEIUNHBII
MIPOEKTOP);

0) i Jul ¢ HapyUleHHeM 3peHus (MyJIbTUMEIUWHBIM NPOEeKTOp (MCHOJB30BaHUE
MPE3CHTALNN C YKPYITHEHHBIM TEKCTOM);

B) JUIsl JIWI] C HAPYIICHHEM OIOPHO-JIBHUTaTEIILHOTO armapara (epcoHaTbHbIE MOOMIBHBIC
KOMIBIOTEPBI-HETOYKH).

[Ipu HeobxoaumocTu ucnonb3dyerca Kabd. Ne 107 — «Kabuner s MHBANUAOB U JIHIL C

OB3».

9. BUBJINOTPA®UYECKHI CITUCOK

HopMaTHBHO-TIpaBOBbIE IOKYMEHTBI
1. ®enepanbublii 3akoH 0T 27.07.2006 N 149-®3 "O06 unbopmammu, WHPOPMALNOHHBIX
TEXHOJIOTUSX U O 3aiuTe uHpopmau”
2. ®denepanbHblii 3aK0H oT 27.07.2006 N 152-®3 "O nepcoHalbHBIX JaHHBIX"
3. ®enepanbHblii 3aK0H OT 06.04.2011 N 63-03 "O06 »1eKTpOHHON TOAMUCH";
4. Vka3 [lpesunenra Poccuiickoit ®enepannu ot 06.03.1997 N 188 "OO6 yrBep)KaeHUH
[Tepeuns cBenpeHni KOHDUIEHIIMATIBHOTO XapaKkTepa'.
5. I'OCT P HUCO 30300-2015 «CUBUd». Undopmanuss u gokymeHTarusi. CHUCTEMBI
ynpaByieHus JokyMeHTaMU. OCHOBHBIE TTOJIOKEHUS U CIIOBAph)»
6. I'OCT P UCO 7.0.101-2018/ 1CO 30301 «CUBUd». Nudopmanust U TOKyMEHTALIUS.
CucreMsl ynpaBieHus J0KyMeHTaMH. TpeGoBaHUs».
7. I'OCT P 7.0.95-2015 Cucrema craHmaptoB mno uHpopMmanuu, OUOIMOTEYHOMY U
U3JaTeIbCKOMY JIeNy. OJEKTPOHHbIE JOKyMEHTbl. OCHOBHBIE BHJIbl, BBIXOJHBIE CBEJICHMS,

TeXHOoJOorn4ueckue xapakrepuctuku. (YT1B. [lpukaszom DenepaabHOr0 areHTCTBA IO

TEXHUYECKOMY PETYINPOBAHUIO U MeTpoaorun oT 9 .12. 2015 . N 2127-c1).

OcHoBHasi TUTEpPaTypa

SJIEKTPOHHO-BUBJIMOTEYHOM CUCTEMBI (3EC)
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http://docs.cntd.ru/document/456003190
http://docs.cntd.ru/document/456003190

azpec: www. znanium.com
1.BoeBonuna, E. B. TexHonoruu WHKIIO3MM MHBAIMAOB U JIMI C OrPAaHUYEHHBIMU

BO3MOXKHOCTSIMH 3JI0pOBbsl : YueOHoe mocobue / E. B. BoeBommna. - 1. - Mocksa : OOO

"Hayuno-u3narensckuii mentp MHOPA-M", 2024. - 203 c..https://znanium.ru/read?id=442073.

JlomoTHUTeILHAS JINTepaTypa
SJIEKTPOHHO-BUBJIMOTEYHOM CUCTEMBI (35C)
azpec: www. znanium.com

1. IIpodeccnonanbHas OpUCHTAIMsS B CHCTEME BBICHIET0 MPO(ECCHOHATBHOTO 00pa30BaHMUS:
yuebHoe mocooue / K.A. Bonkoa, B.B. [lerrspera, moa o6meii pen. K.A. Ocemyk. — HoBocubupck:

H3-so HI'TY, 2019. -176 c. https://znanium.ru/read?id=397913

HMmMmeeTcs B HaIMYUHU B QJICKTPOHHBIX OMONMMOTEYHBIX CHUCTEMAX B BUAC BJICKTPOHHOI'O AOKYMCHTA IJIid

OCBOCHHUA JUCHUIITIMHBI HHBAJIMAaMHU WIH JIMIIaMX C OT'PaHUYC€HHBIMU BO3MOKHOCTAMU 3J0POBbA.

HpO(l)eCCI/IOHaJ'lI)HbIe 0a3bl JAHHBIX U I/IH(l)OpMaIII/IOHHbIe MOUCKOBBIC CUCTEMbI, HHTCPHET-PECYPCHI

CBOOOTHOT0 aocrymna

1.  Yenosek, obuiecTBo, nHKI03M: https://incjournal.ru/index.php/incjournal

2.  MunucrepctBo Tpyna Poccuiickoii peneparum
CommanbHas monmtuka https://mintrud.gov.ru/social/social
3. Odwunmaneuelii caiiT npaButenbcTBa Kamuarckoro kpas: —https://www.kamgov.ru/gov-

entity/iogv.

4.  MuHucTepcTBO TpyAa M pa3BUTHUA KaJpoBOro ImoTeHuuana Kamyarckoro Kpas:

https://www.kamgov.ru/agzanyat

5. Tlopran oTkpeIThIX AaHHBIX Poccuu https://data.gov.ru/

6.  bubmuoreka gymatoriero o Poccun http://www.patriotica.ru/

7. WudopmanimoHHbie CUCTEMBI, CChUIKM Ha KoTopbie pasmerieHsl B OBC JIB® BABT http://dvi-
vavt.ru/bibliotekal/help_stud/
8.  Druka: Mmopaib, punocodus, penurus http://ethicscenter.ru/
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JlanbHeBocTOUHBIN Quinnan PenepanbHOro rocyJapCTBEHHOIO 010 KETHOTO
00pa30BaTENbHOIO YUPEKACHUS BBICILIETO 00pa30BaHuUs
«Bcepoccuiickas akageMusi BHEITHEN TOPrOBIU
MuHuncrepcTBa 3KOHOMUYECKOTO pa3BuTus Poccuiickoit denepannny»

KA®EJAPA ECTECTBEHHBIE U COHUAJIBHO-TYMAHUTAPHBIE HAYKHU

10.0. ONEHOYHBIE CPEJACTBA U MATEPHAJIbBI

o HanpasieHuto noarotoku 40.03.01 «¥OpucnpyneHums»
HanpasnenHocTs (mpoduib) «Mex1yHapoAHO-TTPABOBOM»
(vposensv bakanaspuama)

({ucyunnuna no evi60py, uacmu, hopmupyemou y4acmHuKamu
00pa308ameIbHbIX OMHOUEHUIL)

®dopma o0yueHus (OuHast/ OUHO-3a09HAS)

r. [lerponasioBck-Kamuarckuii
2025 rop
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10.1.IMACIIOPT

OLHEHOYHBIX CPEJACTB
Ne OueHo4YHbIE CpecTBA
u/n KonTposmpyemble KOMIIETEHIIMA
TEeCT, pedepar, T0KIaa, KOHTPOIbHAS
1 | VK4 paboTa, YCTHBII OTBET, 3¢ce, KOHTPOJIbHBIC
BOITPOCHI, BBIHOCHMBIE Ha 3a4€eT
TeCT, pedepar, JOKIaa, KOHTPOIbHAS
> | IK-1 paboTa, yCTHBIN OTBET, 3cCe, KOHTPOJIbHbBIE
BOIIPOCHI, BBIHOCUMBIE Ha 3a4€ET
JlJISl CTYI€HTOB € OrPAaHMYEHHBIMHU BO3MOKHOCTSIMM 310POBbS MPeIyCMOTPEHbI
cJeAyoue OeHOYHbIe CPeICTBa:
Ne Kamezopuu Dopma KORMPONA U OYEHKU
P Buowt ouenounvix cpeocme P P “
n/n mazucmpos pe3ynsmamos o0yuenus
C HapylieHueM HayuHble cTaThu, NHCbMEHHBIE [Ipenmy1iecTBEHHO MUCEMEHHAS
1 ciayxa CaMOCTOSITENTbHBIE Pa0OTHI, BOIPOCHI K IIpOBEpKa
3auery, pedepart, scce
C napymeHuem CobecenoBaHue Mo BOMpOcaMm K [IpenmytiecTBEHHO yCcTHAs
2
3pEHUS 3a4€Ty; BBICTYIUIIEHHE C JOKJIAI0M, npoBepKa(MHINBHIYaTBHO)
C HapyiieHueM Tecr, ,pedepar, nokmnanu, acce, Opranuzaiusi B3auMo1eHCTBUS
OIIOPHO- BOIPOCHI K 3a4eTy ¢ 00y4arONMMHKCS TOCPECTBOM
3 .
JABUTI'aTCIBbHOI'O OJICKTPOHHOM I1OYTHI,
arnrnapara MHUCbMEHHAs IPOBEPKA
10.2 Ilnan — rpa¢uk NpoBeeHNUsI KOHTPOJIbHO-0LEHOYHBIX MEPONPUSITH I
1o AucumunimnHe «/lesonpousBoacrso»
Ha3zBanmue Cpok
Bup ouenoynoro
OLICHOYHOI0 ceM/Kypc
cpeacTBa O0BbeKT KOHTPOJISA
MeponpHusTUs OuHoe/3a04HOE
BxonHol KOHTPOJIB YcTHBIN onpoc YpoBeHb 3HaHUI 4/3
KauecTBO ocBOCHHMS 4/3
TECT Marepuaia
. edepar, 10K, OPUTHHAJIBLHOCTD
Texymuil KOHTPOJIb pedepar, 1 o P
acce, Marepuaia

KOHTpOJIbHasI paboTa

cobmoieHre TpedoBaHUH
OCBOCHHE KOMIIETECHIIUN
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[TpaBUIBHOCTH OTBETOB Ha 4/3

Nroroseii BOIIPOCHI
3a4er

KOHTPOJIb

10.3 Tecmoswie 3a0anusn
Bompoc 1. JlokymeHntannonnoe obecrieuenue ynpasienus (JJOY) oxBaTreiBaeT BOIPOCHI:
- JIOKyMEHTHPOBAHHUS, OpraHM3aluu pabOThl C JOKYMEHTAMH U CHUCTEMAaTH3AIHI0 apXHBHOTO
XPaHEHUs JOKYMEHTOB
- IOKYMEHTOBEICHUS
- JOKYMEHTO000pOTa U apXUBHOI'O XPAHEHUS
- CUCTEMaTHU3aIMH IOKYMEHTOB
- TOKyMEHTUPOBAHUS
Bonpoc 2. HopmaTuBHBIM  JOKyMEHT, YCTaHABIUBAIOIIMN  e€UHbIE TpeOOBaHMUS K
JOKYMEHTHPOBAHUIO YIIPABICHYECKON AEATEIbHOCTU U OpraHu3aluu paboTsl C JOKYMEHTaMU:
- YauduuupoBanHas cucrema goxkymentanuu (Y CJI)
-I'OCT
- UHCTpYyKIIMS 1O AETI0NPOU3BOICTBY
-Ircaoy
- JIoJKHOCTHAS. MHCTPYKLUSA
Bompoc 3. UeM pernameHTHpYETCS AESITEILHOCTh pa0OTHUKOB ciyk0b1 JIOY
-I'OCTom
- JI0JDKHOCTHOM UHCTPYKLIMEH
- IPUKa30M JAUPEKTOpPa
- PEKUMOM pabOThI IPEATPUATHUS
- HU4eM
Bonpoc 4. undopmamus o coOBITUAX U SIBIEHUSAX OOBEKTUBHOW JEHCTBUTEIBHOCTH U
MBICIIUTEIBHOM JeSTETbHOCTH 4YeNloBeKa, 3a(MKCHpPOBAaHHAs HA MaTepUalbHOM HOCHTENE C
PEKBU3UTAMU- ITO:
- JloxymenT
- hopmysip
- OJIaHK JOKyMEHTa
- cucTeMa JIOKyMEeHTaluu

- KOMITBIOTEP
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Bompoc 5. Kakue ¢pyHKIIMM TOKYMEHTA SBISIOTCS CHCIU(DUUSCKIMHU:
- KyJIbTypHasi, COUMalIbHas1, UH(HOPMAIIHOHHAS

- yrpaBiieH4YecKasi, TH(pOpMaIluoHHas, IpaBoBasi,

- yrpaBJieHYecKasl, IpaBoBasi, UCTOpUYECKas

- KyJbTYpHasi, UICTOpUYECKasi, COLUATbHAS

- HeT cnenuuuecKnx GyHKIUH

3amanue 2

Bormpoc 1 JlesiTenbHOCTD 110 CO37aHUI0 JOKYMEHTOB Ha3bIBACTCS:

- ICJIIONIPOU3BOJICTBO

- JOKYMEHTO000POT

- TOKyMEHTUPOBaHUE

- cUCTeMa JIOKYMEHTAlUU

- TOKyMEHTOTIOTOK

Bompoc 2. YcraHoBienue enuHooOpas3usi coctaBa M (OpPM YIPABIEHYECKUX JIOKYMEHTOB,
(bUKCHPYIOIIUX OCYIIECTBICHUE OJHOTHITHBIX YIIpaBIeHUECKUX (QYHKIMI U 3a/1a4 Ha3bIBACTCS:
- CTaHJIapTU3AIHCH

- yHU(UKaueH

- IOKyMEHTaluHuen

- KnaccuduKkaruein

- TUIIM3aIen

Bompoc 3. Kakue Bubl 0J7aHKOB peKOMEHAYIOTCS Ha IPEAIPUSITUN?

- TOJIBKO JISI KOHKPETHOT'O BH/IA JIOKYMECHTOB

- JUIsl BHYTPEHHUX JTOKYMEHTOB (OOIIIHiT)

- JUTSL BHEIITHUX TOKYMEHTOB (TIHCEM)

- OJaHK Cy>ke0HOTO MHUChMa, OJIAHK JJIsI KOHKPETHOTO BUA IOKYMEHTOB, OOIIUN OJIaHK
- HET YeTKUX PEKOMEH It

Bonpoc 4. Uem otinuaercst 6JaHK 111 BHYTPEHHUX TOKYMEHTOB OT OJIaHKa IS TTHUceM?
- Ha ONaHKe I TMCEM MEHbIIIe PEKBU3UTOB

- Ha OJIaHKe JUTS TTHceM OOJTbIle PEKBU3UTOB

- HE OTJIMYAETCS HUYEM

- PacmoI0KEHUEM PEKBU3UTOB

- oTinyaercs popmarom

Bomnpoc 5. Kakue popmarsl Oymaru ucnonp3yrorcs i 61aHKOB?
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- TonbKO A4
- A4, AS, A3, A6
- TONBKO AS
- TObKO A3

-Abu A4

3ananue 3.

Bormpoc 1.Ha kakue BubI Ki1acCHPUIUPYIOTCS JOKYMEHTHI IT0 MECTY COCTaBIICHHUSA?
- BHEIIIHHE ¥ BHYTPEHHHE

- PYKOIIMCHBIE U II€YaTHbIE

- JJUYHBIC " O(bI/H_[I/IaJIbHLIe

- TOPOJICKHE U paiiOHHbIE

- yIIpaBJIeHYeCKUEe, HayIHbIC

Bomnpoc 2. JIokyMEeHTBI 110 JITUHOMY COCTaBY OTHOCSATCS K TPYIIIE...

- pacnopAauTCIIbHBIX JOKYMCHTOB

- OPraHU3alMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB

- CIIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB

- (puHAHCOBO-pacUETHBIX TOKYMEHTOB

- JIMYHBIX TOKYMCHTOB

Bormpoc 3. K xakoii rpymnmne TOKyMEHTOB OTHOCSTCS peKJIaMHbIE OOBIBICHHS, 0030pPbI, IrpaduKH,
crucku?

- K pactiopAAuTCIbHBIM JOKYMCHTaAM

- K OpraHn3alilMOHHBIM JOKYMCHTaM

- K CTIPaBOYHO-MH()OPMAIIMOHHBIM IOKYMEHTaM

- (PMHAHCOBBIM JIOKYMEHTaM

- K JIUYHBIM JOKYMCHTaM

Bompoc 4. [Ipuxa3sbl, yka3aHus, pacriopsbKeHUs, peLIeHHs] OTHOCATCS K TPYyIIIIE. ..
- OPraHU3alMOHHBIX JTOKYMEHTOB

- CIIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB

- pacnopAauTCIIbHBIX JOKYMCHTOB

- HICXOJAIINX JOKYMCHTOB

- CIIy>keOHOH MepenucKu

BOHpOC 5. Kakue JAOKYMCHTBI Ha3bIBAKOTCA I/IH(I)OpMaL[I/IOHHO-CHpaBOLIHBIMI/I?
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- IOKYMEHTBI, periJaMeHTUPYIOIINE CTPYKTYPY, 3afau, QYHKIUU HPEANPHUATHS, OpraHU3alUIo
ero paboTsbl, IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh PYKOBOAMTENIEH U CIICIIHATTUCTOB

- TOKYMEHTBI, XapaKT€pU3YIOIIHNE TPYJOBbIE OTHOIIECHUS MEX Y NPEANPUATHEM U pAOOTHUKOM
- JIOKYMEHTBI, cojepkaiue HHpopMaluio O (HaKTHUYECKOM IIOJOXKEHHUU [ell, CllyXKaliue
OCHOBAHMEM JUJIs IPUHSTUS PELICHUH, U3/IaHUsI PaclioOpAUTEIbHBIX JOKYMEHTOB

- TOKYMEHTBI, OOpaleHHbIE K HUYKECTOSALINM OPraHU3aIUsAM, TPYIIIaM WU OTAEIbHBIM JIHIIaM
- TOKYMEHTBI, OTpakaroI1e JOrOBOPHbIE OTHOIIEHUS MEXAY NPEANpUITUIMU

3ananue 4.

Bomnpoc 1.Kakoe pacnonokeHue peKBU3UTOB PEKOMEHAYETCS JJIsl TUceM?

- YIJI0BOE U (hi1aroBoe

- IPOJI0JIBHOE U LIEHTPOBAHHOE

- YIJI0BOE U MPOJIOJIBHOE

- (h1aroBoe U HEHTPOBAHHOE

- IPOAOJIbHOE U (IIaroBoe

Bompoc 2. Ha xakue 9acTtu JenuTcs JOKYMEHT py 0OpMIICHHUN?

- 3aroJI0BOYHYI0, OCHOBHYIO U 3aKJIIOUUTEIIbHYIO

- 3ar0JI0BOYHYI0, OCHOBHYIO ¥ 0()OPMIISIOLIYIO

- HayaJlo, Cepe/iiHa U KOHell

- IEPBYI0, BTOPYIO, TPETHIO

- TeKCT Ha YacCTH He JIeIUTCS

Bomnpoc 3. I'ne pacnionaraercss peKBU3HUT “HaUMEHOBAHUE MIPEANIPUATHS !

- [IOCJI€ PEKBU3NTA "pErucTpallMOHHbIN HOMEpP JOKyMeHTa"

- [10/1 PEKBU3UTOM "3MOJieMa OpraHu3aliy Uil TOBapHbIN 3HaK"

- B LIGHTPE BEPXHETO IOJIS

- B opopmIIsitoIeit yacTu

- IoJ1 pekBU3UTOM "aapecatr”

Bomnpoc 4. B kakux 10KyMeHTax yKa3bIBaIOT CIIPABOYHBIEC JAHHBIE O MPEITPUITHHN ?

- BO BCEX

- BO BHEIIIHUX

- BO BHYTPEHHUX

- B [IPHKa3ax M0 OCHOBHOM J1eATEIbHOCTH

- B PaCHOPSAUTENbHBIX TOKyMEHTaxX

Bomnpoc 5. Kakum cioco6om cregyet odopmuts naty «20 oktsaops 2025r» B A€TOBBIX TUCHMAX?

1. 20/10/25
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2. 20.10.25

3. 20 oktsa6ps 2025
4. 2025.10.20

5. 20.10.2025
3aganue 5

Bonpoc 1. Kak Ha3piBaeTcsi MpaBOBOWM akT ONpPENeNIONUI MOpSAOK 0o0pa3oBaHuUs, IpaBa,
00513aHHOCTH U OPraHU3aALNI0 PaOOTHI PEANIPUITUS HA JUIMTEIbHBINA CPOK BpEMEHU?
- IIPUKa3

- IIOJIO’KEHHE

- I0TOBOP

- yCTaB

- IITATHOE pacIUCaHKe

Bompoc 2. HopMaTuBHBIi aKkT, U3/1aBaeMblil pyKOBOJIUTENIEM IPEIIPUITHS - 3TO...

- IpUKa3

- HHCTPYKLHUSA

- IIOJIOXKECHHE

- pacnopspKeHUe

- I0TOBOP

Bomnpoc 3. Kak Benercss HyMmepanusi IpUKa3oB [10 OCHOBHOM AESTEIbHOCTH?

- 110 OPSAAKY C MOMEHTa 00pa30BaHUs MPEIIPUATHSL

- 110 IOPSZIKY B IpeJesax Mecsana

- 110 IOPSZIKY B IpeJenax rojaa

- HE BEZIETCsI BOOOIIIE

- BEJIETCS IPOU3BOJIBHO

Bompoc 4. Kakoii JOKYMEHT COJIEpXUT MH(OpPMALMIO O MpaBax, O00S3aHHOCTIX U (PYHKUIHAX
COTpPYJIHUKA MPENNPUATHS?

- TPYZAOBON KOHTPAKT

- TPyZIOBOM JOTOBOP

- pYKa3 O MpueMe Ha padboTy

- TOJKHOCTHAs! MHCTPYKIIUS

- ycTaB NpeANpHUATHS
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3amanue 6.

Bompoc 1. Kak Ha3bpiBaeTcsi mpoueaypa 3alMCH CBEACHMH O JOKYMEHTE C IOCIEAYIOLIUM

IIPOCTaBJICHUEM UHJEKCA U 1aThl?
- CUCTeMaTh3auus

- perucTpanus

- apXUBHUPOBaHUE

- TOKYMEHTHUPOBaHUE

- KaTaJloru3anus

Bormpoc 2. Kak 1omkHa OCyIIECTBISITHCS IEpBUYHAS 00paOd0TKa BXOIAIINX JTOKYMEHTOB?

- B TE€YEHUE CYTOK

- B JIEHb MOCTYIIJICHUS

- B TEUEHHE HEe/IEIH

- 10 Mepe HAKOIUICHUs

- B 3aBUCHUMOCTH OT BaXHOCTHU JOKYMEHTa

Bompoc 3. Kak npousBoautcs peructpanus J0KyMEHTOB?
- ICLIEHTPAJIN30BAHHO

- IEHTPAJIN30BaHHO

- BBIOOPOYHO

- 10 YKa3aHUIO PYKOBOJIUTEIIS

- perucTpanus He NPOU3BOAUTCS

Bonpoc 4. Kakne 1OKyMEHTBI IOAJIEXKAT PETUCTPALN?

- BXOJSIIUE U UCXOIALINE

- YUE€THO-CTaTUCTHUYECKHE

- BXOJAIIME, UCXOSLINE U BHYTPEHHUE

- OpraHU3alMOHHO-PACIOPSAUTEIBHBIE

- BCE JIOKYMEHTBHI, TpeOyIolue YydeTa, WCIOIHEHUs W JajbHeilero

CIIPaBOYHBIX LCIIAX

HUCIIOJIB30BaHUA B

BOHpOC 5. PeFI/ICTpaI_II/IOHHI:Jﬁ HWHJCKC BXOIAMUX U UCXOAAINX JOKYMCHTOB BKJIIHOYACT:

- IOPSAKOBBIM HOMEp B MpeJiesiax JaHHOM IPyMIbl JOKYMEHTOB
- IOPSIIKOBBIM HOMEP M MHJIEKC TI0 HOMEHKIJIAType Nl

- KIraccu(huKaTop KOPPECHOHICHTA

- IaTy perucTpanuu

- AaTa pEerucTpanvum u HOpSII[KOBBIﬁ HOMCP
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3amanue 7.

Bomnpoc 1. Kakas ¢opma peructpanum ToKyMeHTOB HanboJiee onepatuBHa 1 3¢ ¢eKkTuBHa?
- JKypHaJIbHAS

- KapTOouHas

- LIGHTPAJTU30BaHHAs

- aBTOMAaTH4YecKas

- CMEIlIaHHAs

Bomnpoc 2. Kakue 10KyMeHThI O1JI€5KaT KOHTPOJIIO UCTTOTTHEHUS?
- BCE JJOKYMEHTBI

- 3apPETUCTPUPOBAHHBIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUS

- OpPraHU3alMOHHO-PACTIOPSIUTEIbHBIE

- “H(OPMALIMOHHO-CITPABOYHbBIE

- uHAHCOBBIC

Bompoc 3. Yto Takoe HOMEHKIIaTypa aen?

- IEpeYEeHb 3ar0JIOBKOB JIEJI U CPOKOB MX XPAHCHUS

- CIIUCOK BCEX JIeJI, UMEIOIINXCS Ha MPEAIPUITUN

- IepeueHb JeN AJs Iepejaul B apXUB

- CIIUCOK 0CO00 BAKHBIX JIOKYMEHTOB

- CIIPaBOYHBIC JJAHHBIE

Bonpoc 4. Uem 3aHuMaeTCs SKCepTHAST KOMUCCUS MTPEANIPUATH?
- IPOBEPSIET COXPAHHOCTh TOKYMEHTOB

- OIIEHUBAET CTETIEHh CEKPETHOCTH IOKYMEHTOB

- MPOBEPSIET MPABWIHBHOCTh COCTABIIEHUS TJOKYMEHTOB

- IPOBOJIUT DKCIEPTU3Y LIEHHOCTH JJOKYMEHTOB

- KOHTPOJIMPYET UCIIOJIHEHUE TOKYMEHTOB

Bompoc 5. Uto HeoOX0oauMO cenath mnepes] caave el Ha apXuBHOE XpaHeHue?
- CTPYIIHPOBATH M MOIINTH JeJa B TIATKU

- 0OpMUTH U OTHUCATh Jeja

- COCTaBHUTh OMUCH TOKYMEHTOB

- CHCTEMaTH3UPOBATh U YTOUHUTH JJOKYMEHTHI

- CKOTIMPOBATH 0CO00 Ba)KHBIE JIOKYMEHTHI

3ananue 8.

Bomnpoc 1. lns yero neooxoauma apromatusaius J0Y?
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- mus moBbieHust dddextuBHOCTH Tpyna padotHukoB JIOY, cokpamieHue Tpymao3arpaT Ha
JTOKYMEHTHUPOBAHUE, ISl PAlIMOHAIU3AINHA JOKYyMEHTO000pOoTa

- JUTst OCBOOOKIEHUST pabOYUX MECT

- JUTIsl OCBOOOXKIEHUSI CEKpPeTapsl OT BEJCHUS TOKYMEHTAIUH

- JUIsl yHU(UKALIMY U COKPAIIEHUS KOJIMYECTBa JOKYMEHTOB

- HET HEOOXOMMOCTH B aBTOMAaTU3AIIUN

Bompoc 2. Ha kxakux 3Tamax JIOKyMEHTAllMOHHOTO OOECHEYCHHUs YIPaBICHUS MPUMEHSIOTCS
MeXaHM3aIMs U aBTOMaTH3aIHs?

- Ha 3Tare perucTpaluy u IoucKa JOKyMEHTOB

- Ha 3Tare YKCIEAUIIMOHHON 00paOOTKH.

- Ha TIOJITOTOBUTEIILHOM 3Tare (COCTaBJICHHUE, KOMMPOBAHUE, PAa3MHOKECHHUE JJOKYMEHTOB)

- Ha 3aKJIIOYUTENIBHOM JTarle (mepeaaya Ha apXUBHOE XpaHEHHE)

- Ha BCeX dTanax 00paboTKU JOKYMEHTOB

Bompoc 3. Or d4ero 3aBUCHUT COCTaB KOMIUIEKTOB MPUMEHSEMBIX CPEICTB M IPOTPAMMHOIO
obecrieueHus?

- OT KOHKPETHBIX yCJIOBHM paboThI anmapara yrnpaBieHHs ¢ JOKyMEHTaMu

- OT 9KOHOMHYECKHX BO3MOKHOCTEH MPEeANPUATHS

- OT CTEIICHU TIOJITOTOBKY CIICIIHATTUCTOB

- OT IPUPOIHBIX YCIOBUU

- OT PCKJIaMbI

10.4Temut pechepamos, doxnaoos, ycce
1  TlonsTHE «IOKYMEHT», OTIMYNTEIILHBIC TIPU3HAKU JTOKYMEHTA, UCTOPUS PA3BUTHS MOHSATHS,
COBPEMEHHOE COCTOSIHHE BOIIPOCa.
2 JIoKyMeHT Kak cuctema. DJIeMeHThI, (PopMupyrome J0KyMEHT KaK CHCTEMY.
3 OOs3arenbHble TpPU3HAKH JOKYMEHTA, CBOWCTBA JIOKYMEHTA, COIHUAIbHBIC (YHKIHHA
JOKYMEHTA.
4  CoumanbHas KOMMYHHKAIMs, YCJIOBHS €€ pealn3alu, HeoOXOAMMOCTh € TOJIE3HOCTH,
KOMMYHHUKAIIMOHHAs TOTPEOHOCTh, KOMMYHHMKAIIMOHHBIC KaHaJbl CBA3HM, JOKYMEHT Kak
MaTepHraibHasi OCHOBA COIMAIbHON KOMMYHHKAIINH.
5  JIokyMeHT B CHCTEME COIMAIbHON KOMMYHHKAIMH, €0 CBOWCTBa W (PYHKIUH C TOYKH
3peHHsI COLMAIbHOW KOMMYHHUKAIIMH, KOMMYHUKAIMOHHBIE Oapbepbl, CIOCOObI KOJIMYECTBEHHOM

OLICHKH ,[[OKYMCHTHOﬁ KOMMYHUKAIIUH.
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6  JlokyMeHTHas eATelIbHOCTh, MPOIECChl OOpaIeHHs TOKYMEHTA.

7 JlMcuMIJIMHapHOE IOCTPOCHHME COBPEMEHHOM HayKu, Jlenonpou3BOJICTBO Kak Hay4Has
JTUCITUIIMHA, MECTO IOKYMEHTOBEICHUS B PSATY IPYTHX HAYYHBIX JUCIHUTIIHH.

8  IIpenMer N1OKyMEHTOBEIEHUS U METO/bI HCCIEI0BaHUS.

9  OO0mue NpUHLUIBI CUCTEMATHU3AMH U KiIacCU(UKAIMN HW3y4aeMbIX OOBEKTOB, OCHOBHAS
TEPMHHOJIOTHS, TPUMEHSeMas TpU KIACCHPUKAIUU HM3Y4aeMbIX OOBEKTOB, TMPUHITUIIBI
KJIaccu(pUKaIUN JOKYMEHTOB.

10 Knaccudukamnus T0KyMEHTOB 110 crioco0y pukcannu HHGOPMAIUK B IOKYMEHTE.

11 Knaccudukanusi JOKYMEHTOB 10 BHIaM MaTEpUaIbHOW OCHOBHI IOKYMEHTA.

12 Knaccudukanus JOKyMEHTOB IO BUAaM UH(OpMaIiy, 3apUKCUPOBAHHON B TOKYMEHTE.

13 Knaccudukarusi JOKYMEHTOB 0 BHJIaM PEKBU3HUTOB, MPUMEHSEMBIX I UACHTU(DHUKAIIH
JIOKYMEHTA.

14 Knaccudukarus JOKYMEHTOB 1o croco0y uaeHTU(UKaIn nH(popmanuu,
3a(pUKCUPOBAHHOMW B JIOKyMEHTE.

15 Knaccudukaius JOKyMEHTOB I10 CIioco0y OBITOBaHUS JOKYMEHTA B UEJIOBEUECKOH cpejie.
16 VuuBepcanbHas [ecsATHYHAs KilacCHPHUKAIUSA: €€ Ieb U Ha3HaueHue, MpUMeHsemast
TEPMHHOJIOTHS, IPaBUJIA €€ TIOCTPOCHUS, MOPSA0K €€ OPTaHU3alHH.

17 MexnayHapoaHass TaTeHTHas KIACCU(pUKAIM: €€ Ielb M Ha3HaYeHHWe, NpUMEHsAeMas
TEPMUHOJIOTHS, IPAaBUJIA €€ TIOCTPOCHUS, MOPSIOK €€ OpraHU3aIHH.

18 Tumonorudeckas kiaccHU(UKalus IOKYMEHTOB: €€ Ieib U Ha3HaueHue, MpUMEHseMas
TEPMHHOJIOTHS, IPaBUIIA €€ TIOCTPOSHUS, TIOPSI0K €€ OPTaHU3allHH.

19 Krnaccudukanus 10KyMeHTOB JUis el popMHUpPOBaHUS TIEPBUIHBIX

10.5Temuvt konmponsHwix padbom

1. OcHoBHBIE (HYHKIIMOHATLHBIE CUCTEMBI JOKYMEHTAIIHH.

2. Kmaccupukaropsl JOKYMEHTUPOBAHHOW WH(pOpMAMK: IeTb CO3JMaHUS W Ha3HAYCHHE
MIPUMEHEHUS.

3.IloHATHE «IOKYMEHTHBIA pECypc» M H3HAYaJIbHBIE €ro CBOMCTBA. Jl[MHAMUKAa COCTOSIHMUS,
napaMmeTpsl ero GoOpMUPOBAHHUS.

4.IlonpasneneHue JOKyMEHTHOTO pecypca 1Mo UCTOUHUKAM CO3JJaHUs U MECTaM XPaHEHHUS.

5.loxymenTHbIe pecypebl ApxuBHoro dhonaa Poccuiickoit deneparun.
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6.JlokyMeHTHBIE pecypchl (efepalbHOr0 PEerucTpa HOPMAaTUBHBIX MPABOBBIX AKTOB CYOBHEKTOB
Poccuiickoit @enepanuu.

7.J10KyMEHTHBIC PECYPCHI TOCYIapPCTBEHHON CHCTEMbI HAYYHO-TEXHUYECKOU HH(OPMAIIUH.
8.JlokyMeHTHBIE pecypchl ['ocynapcTBeHHOro narenTHoro onga Poccuiickoit denepanun.
9.lokyMeHTHBIE pecypchl deaepanbHOro HHPOPMAIIMOHHOTO (HOH/Ia TEXHUUYECKUX PEriiaMeHTOB
Y CTaHJapTOB.

10.Enunas nabOpMaIMoOHHAs CUCTEMA 110 TEXHUIECKOMY PEryIHPOBAHUIO.

10.6 Konmponwnsie éonpocel, 8blHOCUMbLIE HA 3a4em
[Ipeamer, conepxanue u 3agauu JOVY.
MecTo u posib TOKyMEHTOB B YIIpaBI€HUHU Ha COBPEMEHHOM JTaIle.
Knaccugukanus 10KyMeHTOB.
CocraB HOpMaTUBHO-MeToauueckon 6asel JIOY.
Crangapruzanus u yHudukanus cucremsl JJOY.
Ob1epoccuiickue KiaacCuPpUKaTOpbl JOKYMEHTAIUH.
I'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecieueH sl yIpaBIeHuUs.
bnaHku T0OKyMEHTOB U TpeOOBaHUS K HUM.
Crpykrypa noxkymenra. TpeboBanus k opopmienuto fokymeHTos 1o I'OCT.
Cucrema OpraHu3allMOHHON JOKYMEHTAIIUH.
Cuctema pacnopsiAUTEIbHON JOKYMEHTAIUH.
Cuctema HHPOPMALIMOHHO-CIIPABOYHON JOKYMEHTAIMH.
CnyxebOHas nepenucka Ha MpeAnpUsSTHH.
JlenoBas peub U €e rpaMMaTH4YeCKHe 0OCOOEHHOCTH.
[ToHATHE M IPUHIUIIBI OPraHU3alMK JOKYMEHTO000pOTA.
IIpoxokaeHne 1 NOopsAOK UCIIONHEHNS BXOIAIINX JOKYMEHTOB.
[IpoxoxxaeHne UCXOaAIMX U BHYTPEHHUX TOKYMEHTOB.
Pabota ¢ koHbUaEHIINATFHBIMU TOKYMEHTAMH.
Pabota ¢ nucbMaMu 1 00palieHUIMHU TPaKIaH.
CocraBiieHne HOMEHKJIATYpPBI JEIl.
®dopmupoBanue 1 0hopMICHHE JIE.
[ToaroroBka u nepenavya JOKYMEHTOB Ha apXUBHOE XpaHEHHE

10.7. Kpumepuu oyenku 3nanui

Kpurepun onieHKkH yCTHOIO 0TBeTa
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OneHKka «OTJIMYHO» BBICTABJISETCS 3a MOJHBI OTBET HAa IOCTABJIECHHBIA BOIPOC C
BKIIIOYEHHEM B COJEp)KaHWE OTBeTa JIEKIUH MarepuanoB y4yeOHUKOB, JIOTIOJHUTEIHLHON
JIUTEpaTyphl 0€3 HABOASAIINX BOIIPOCOB.

OrneHKa «X0poIL0» BBICTABIISIETCS 32 MOJIHBII OTBET HA MOCTaBJICHHBIN BOIPOC B 00beMe
JEeKIMM C BKIOYEHHEM B COJAEp)KaHHME OTBETa MAaTepHalioB YYEOHHKOB C UYETKUMHU
MI0JIO)KUTEIBHBIMU OTBETAMHU Ha HABOJAIIME BOIIPOCHI ITPENOaBATEIS.

OreHKa «yAOBJIETBOPUTEIBHO» BBICTABIISICTCS 32 OTBET, B KOTOPOM O3BYY€HO Ooliee
IIOJIOBHHBI TpeOyeMOro MaTepuana, ¢ MOoJI0KUTEIbHBIM OTBETOM Ha OOJIBIIYIO YaCTh HABOISIIUX
BOIIPOCOB.

OneHka «HeyA0BJIETBOPUTEIbHO» BBICTABIISETCS 3a OTBET, B KOTOPOM O3BYYEHO MEHEE
IOJIOBUHBI TpeOyeMoro MaTepuajia WM HE O3BYYEHO TIJIAaBHOE B COJEP)KaHHHM BOIpOCa C
OTPHUILIATEIbHBIMUA OTBETAaMH Ha HABOJALIME BOIPOCHI WM CTYAEHT OTKa3ajicsi OT OoTBeTa 0e3
IPEeBapUTEILHOTO O0BSICHEHUS YBAKUTEIBHBIX PUYUH.

Kpurtepun onenkn 3HaHnii 00y4aeMbIX PH NPOBeIeHNH TeCTHPOBAHHUS.
OneHka «OTJIMYHO» BBICTABISETCS MPU YCIOBUM MPABUIBLHOIO OTBETA CTYJIEHTAa HE MEHEE YeM
85 % TecTOBBIX 3aJaHUH.
OneHka «X0pomo» BBICTABIIAETCS TP YCIOBUM IIPABWIIBHOIO OTBETA CTYJEHTAa HE MEHEE YEM
70 % TecTOBBIX 3aJJaHUII.
OneHka «y10BJeTBOPHUTEIbHO» BbICTABISETCS IIPU YCIOBUU MIPABIIIBHOIO OTBETA CTYJEHTa HE
Mmenee 51 %.
OneHka «HeyA0BJIETBOPUTEIbHO» BBICTABIISIETCS IIPU YCIIOBUU MPAaBUIBHOIO OTBETAa CTYAEHTA
MeHee yeM Ha 50 % TecToBBIX 33JaHUH.

Kpurepussmu ouneHkn B AMCKYCCHM (KPYIVIOM CTOJI€)  SIBISIFOTCA:  TOYHOCTh
apryMEeHTOB (MCIOJIb30BaHME TPUYMHHO-CIEACTBEHHBIX CBs3el); dYeTkas (QOpMyJIHUpOBKa
apryMEHTOB ¥ KOHTPapryMEHTOB; JOCTYHHOCTb (IIOHATHOCTb) MW3JIOKEHHS; JIOTHYHOCTh
(cooTBEeTCTBHE KOHTPApryMEHTOB BBICKa3aHHBIM apryMEHTaM); KOPPEKTHOCTh HCIOJIb3yeMOM
TEPMHHOJOTMM C Hay4yHOM TOYKM 3peHHs (IIpaBAMBOCTb, JOCTOBEPHOCTb, TOYHOCTH
onpeneNeHuil); yaayHas mojada MaTepuana  (3MOLMOHAIBHOCTb,  WJIIIOCTPATHBHOCTb,
yOeaUTeNbHOCTD); OTAeTIeHHE (aKTOB OT CyOBEKTHBHBIX MHEHHH; HCIIOJIb30BaHHE MPUMEPOB
(apryMeHTHpOBAaHHOCTD); BHUJAECHHE CYTH IPOOJIEMbl; yMEHHE OPUEHTUPOBATHCSA B MEHSIOLIECS
CUTYalluu; KOPPEKTHOCTb I10 OTHOILIEHHUIO K OIMOHEHTY (TOJEPAHTHOCTb, YBaXXKEHHE IPYIHX
B3IJIS10B, OTCYTCTBHE JUYHOCTHBIX HANaJOK, OTKa3 OT CTEPEOTHUIIOB, Pa3KUTAIOIIUX PO3Hb U
HETPUS3HB).

OneHka «OTJMYHO» CTaBUTCS, €CIM apryMEHTbl NMPUBOAMIUCH IO CYIIECTBY, KPaTKO
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JJAKOHUYHO, C UCIIOJIb30BAaHUEM HEOOXOAUMON TEPMUHOJIOTHH, B IOHSITHON U JOCTYHON (hopMme;
dopmMa momaun WHPOPMAIUU COOTBETCTBYET €€ COJCP)KaHUIO; BIAJCHUE BHUMAHUEM
ayJIUTOPUHU, KOPPEKTHOE U YBAKUTEIbHOE OTHOUICHUE K OCTAJIbHBIM YYaCTHUKAM JHMCKYCCHH; B
BBICTYIUICHUU (DaKThl OTHEIEHBI OT COOCTBEHHOIO MHEHUS; WCIIOJIb30BAHUE IPUMEPOB;
BUJICHUE CYTHU MPOOJIEMbI; YMEHUE OPUEHTHPOBATHCS B MEHSIOIIEHCS CUTYaIUU.

OrneHKa «XOpPOIIO» CTABUTCS, €CIM apTyMEHTHl MPUBOJIWINCH MO CYIIECTBY, HO OBLIN
OTKJIOHEHHSI OT CyTH BONpPOCA, MPU APTyMEHTAIMU MPUCYTCTBOBAIMU JOJTHE BCTYIUICHHUS U
MOSICHEHUSI, HE TpeOyrolue HeoOXOIUMOCTH; HCIIOIB30BAHUE B PEUM TEPMHHOJIOTHH, dopma
nojiayu nHGOpMalKK He Bcerja Oblla yMECTHA, B CBSI3U C YEM TEPSUIOCHh BIIaJIeHHE BHUMAaHUEM
ayJIUTOPUHU, KOPPEKTHOE U YBAKUTEIbHOE OTHOUICHUE K OCTAJIbHBIM YYaCTHUKAM JHMCKYCCHH; B
BBICTYIUICHUH (DAaKThl CMEIINBATIUCH C COOCTBEHHBIM MHEHHEM, YTO MIOPOKAAIIO CIIOPHI.

OueHKa «yA0BJETBOPUTEIbHO» CTABUTCS, €CIIM CTYJEHT HE OPUEHTUPYETCS B CUTYalUH
WIN OPUEHTUPYETCS HE IOJHOCTHIO, HE MOXKET IPUBECTH apryMEHThl Ha IOCTaBJICHHBIE
BOTIPOCHI, @ TAK)KE HE TIOKA3bIBACT YMCHHE BECTH JUCKYCCHIO B COOTBETCTBYIOMICH (popme.

O1eHKa «Hey/0BJIETBOPUTEIbHO» CTaBUTCA, €CIU CTYACHT OTKAa3aJlCsi y4acTBOBATh B

AUCKYCCHHU IO IPUYIHUHE HC3HAHUA MaTCpraia.

Kpurepun onenkn pedepara, noxiaana

- OLIEHKA «OTJIMYHO» BBICTABIIETCS 32 CAMOCTOATEIBHO HAIHMCaHHBIA pedepar mo teme;
YMEHHE H3JaraTh MaTepual IPaMOTHO M TOCJIEI0BaTeNbHO; apryMEHTUPOBATh CBOKD TOYKY
3peHHsl, KOPPEKTHO CChIJIasiCh HAa aBTOPUTETHBIE NCTOUHUKH; JIe1aTh HEOOXO0uMble 00001IeH s
Y BBIBOJIBL;

- OlLIEHKa «XOPOLIO» CTAaBUTCS, €CIM pedepaT B OCHOBHOM YAOBJIETBOPSET TPeOOBaHUSAM
Ha OIICHKY «OTJIMYHO», HO MPU 3TOM HUMEET OJMH U3 HEJIOCTAaTKOB: B M3JI0)KEHUH JOIMYILICHbI
HeOoubIIMe MpoOenbl, HeloueThl, He MCKa3MBIIUE cojepkaHue pedepara; JomMylieHa OomuoKa
Wi Oojee JByX HEJAOYETOB IPH OCBEIIEHUHM BTOPOCTENEHHBIX BOIPOCOB, KOTOPBIE JETKO
MCIPABIIAIOTCA 110 3aMEYaHUI0 npenojasatens. B pedepare MoxkeT ObITh HEAOCTATOYHO IOJIHO
pa3BepHyTa apryMeHTalus;

OLIEHKA «YJAOBJIETBOPUTEJBHO» CTAaBUTCS, €CIM HEMOJHO MM HENOCIeJ0BaTEIbHO
pPacKpbITO OCHOBHOE COJepXKaHHe, HO T[OKa3aHO oOmlee TOHMMaHue BoOIpoca U
MIPOJIEMOHCTPUPOBAHBI YMEHHUSI, IOCTATOUHbIE /7S JaIbHEHIIIET0 YCBOSHHS MaTepuaa; UMeIUCh
3aTpyAHEHUS WU  JIONYyIIEHbl OMIMOKM B  OINpENEeNeHUH TOHATUH, HCIOJIb30BAHUU
TEPMUHOJIOTHH, KOTOpble ObUIM HCIpaBJIEHbl TOCIE 3aMEYaHHUil IMperojaBaTens; CTYAEHT He

MOXET IPUMECHUTH TCOPUIO B HOBOH CUTyalluu,
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OLICHKA «HeY/0BJIETBOPUTEIbHO» CTABUTCS, €CIH HE PACKPBITO OCHOBHOE COJEPKAHUE
yuyeOHOro Marepuana; OoOHApy)KEHO HEe3HaHHME WJIM HeloHMMaHue Oombllel Wi Haumbosee
BOXHOM YacTH yd4eOHOro Mmarepuaia; JOMyIIEeHbl OIIMOKM B OIpPENCIICHUU TMOHSATHHA, NpU
UCIIOJIb30BAHUH TEPMHHOJIOTHH, KOTOPbIe HE OBUTH HCIPABIICHBI MTOCIE HECKOJIbKUX 3aMEYaHUH
NpernoaaBaTessl; HapylIeHa JIOTHKA B M3JI0KEHUU MaTepHaia, HeT HEOOXOJUMBIX 0000IIeH!H 1
BBIBOJIOB; HEJOCTaTOYHO C(OPMHPOBAHBI HAaBBIKM MUCHBMEHHOW peun; pedepaT SBIsETCS

IUIaruaToM Apyrux pedeparon Oonee yem Ha 90%.

Kpurepun ouenku scce

O1cHKa «OTJIMYHO)» CTaBHUTCS, CCIIH:
1) Bo BBeneHUE YETKO CHOPMYJIMPOBAH TE3HUC, COOTBETCTBYIOLINI TEME 3CCe, BHIIOJIHEHA 3a/1a4a
3aMHTEPECOBATh YNTATEIIS,
2) mpociexxuBaeTcs YETKOE JISTICHNE TEKCTa Ha BBEJICHHE, OCHOBHYIO YacTh U 3aKJIFOYCHUC,
3) B OCHOBHOW YacTH JIOTHYHO, CBSI3HO M TIOJHO JOKa3bIBAETCS BBIIBUHYTHIN TE3UC;
4) 3aKIIOYEHUE CONEPKUT BBHIBOJIBL, JIOTHYHO BBHITEKAIOIINE M3 COACPIKaHUS OCHOBHOM YacTH;
5) mpaBmIIbHO (YMECTHO M JOCTATOYHO) UCTIONB3YIOTCS pa3HOOOpA3HbIE CPEACTBA CBSI3H;
6) JUIS BBIPQXKECHUSI CBOUX MBICJICH HE MOJIb3YETCS YIPOIIEHHO-IIPUMHTHBHBIM S3bIKOM;
7) IEMOHCTPUPYET MOJTHOE TOHUMAHKUE TIPOOIICMBI.
Bce TpeboBanust, mpeabsBIsieMble K 33/1aHUIO0, BHITIOJTHEHBI.
O1eHKa «XOPOII0)» CTaBUTCS, €CIH:
1) Bo BBeZieHHE YETKO CPOPMYIMPOBAH TE3UC, COOTBETCTBYIOLIMIA TeMe 3Cce, B M3BECTHOM Mepe
BBINOJIHEHA 3a/1aua 3aUHTEePEeCcOBaTh YUTATEIS;
2) B OCHOBHOW YacTH JIOTUYHO, CBSI3HO, HO HEJAOCTATOYHO ITOJIHO JTOKA3bIBAETCS BBIABHUHYTHIN
TE3NC;
3) 3axiItoYeHHE COJEPKUT BBIBObI, JIOTHUHO BHITEKAIOLIUE U3 COJEPKaHUsS OCHOBHON YacTH;
4) yMeCTHO HCIIOJIb3YIOTCSI pa3HOOOpa3HbIe CPE/ICTBA CBSI3H;
5) muIst BBIp@KEHUsI CBOWX MBICTICH OOYYaIOMIMICS HE TOJB3YETCs YIMPOIIEHHO-TPUMHUTHBHBIM
SI3BIKOM.
OreHka «yA0BJIETBOPUTEIbHO» CTABUTCS, €CIIH:
1) BO BBeaeHHUE Te3UC CHOPMYIUPOBAH HEUETKO MIIM HE BIIOJIHE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOM YaCTH BBIIBUHYTHIN TE€3UC TOKA3BIBAECTCS HEJOCTATOYHO JIOTUYHO (YOSAUTEIIBHO)
U TIOCJIEZIOBATEIILHO;

3) BBIBOJIBI HE TTOJTHOCTBIO COOTBCTCTBYIOT COACPIKAHUTO OCHOBHOI1 qacTu,
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4) HEIOCTATOYHO WJIH, HA00OPOT, U30BITOYHO HCIIOJIB3YIOTCS CPEACTBA CBS3H;
5) s13bIK paOOTHI B IIETIOM HE COOTBETCTBYET YPOBHIO CTYJACHUYECKON paOOTEHI.
OrieHKa «HEY10BJIE€TBOPUTEIBHO» CTABUTCS, CCITH:
1) BO BBeIeHHE TE3UC OTCYTCTBYET WJIM HE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOM YaCTH HET JIOTHYHOTO MOCJIEIOBATEILHOTO PACKPBITUS TEMBI;
3) BBIBOJIBI HE BBITEKAIOT M3 OCHOBHOM YacTH;
4) cpencTBa CBS3HM HE 00ECTICUMBAIOT CBI3HOCTH H3JI0KCHHUS,
5) OTCyTCTBYET JieJIeHHE TeKCTa Ha BBEJACHHUE, OCHOBHYIO YacTh U 3aKJIIOYECHHUE;
6) S3bIK PaOOTHI MOYKHO OL[EHUTH KaK «IIPUMHUTHUBHBIN».
Kputepun onieHKH KOHTPOJILHOMH PadoThI

OreHKa «OTJIUYHO» CTABUTCS, €CITM KOHTPOJIbHAS paboTa BBIMOJTHEHA CAMOCTOSTEIBHO U
B MIOJIHOM OOBbeme. JlaHbl HcuepIbIBaIOIUe, apTyMEHTUPOBAHHBIE OTBETHI HA BCE MOCTaBJICHHbIE
BOMNPOCHL.  J[eMOHCTpUpyeTcsi 3HaHHEe Y4eOHOro Marepuana, HOPMATHBHBIX JTOKYMEHTOB U
PEKOMEHI0BaHHOUW JuTeparypbl. CTYIEHT TMOJOMIEN] K BBIMOJHEHUIO KOHTPOJIBHOW pPabOTHI
TBOPYECKHU, MPUBJICKAs TOTOJHUTEIbHBIC UCTOYHUKHA M MaTepUAbl HAYYHBIX HCCIICIOBAHUIA,
yMeeT BBIpaXaTb CBOM MBICIM B MUCBMEHHOH (opMme, HCIONb30BaTh WILIIOCTPATHUBHBIC
MaTepuabl

OneHka «XOpOLIO» CTaBUTCS, €CJIM JaHbl [paBWIbHBIE, HO HE JIOCTATOYHO
apryMEHTUPOBAHHBIC OTBETHI HA IMIOCTABJICHHBIC B 3aJJaHUK HAa KOHTPOJIBHYIO padOTy BOIPOCHI C
OMOpol HA HOPMATHBHBIE JIOKYMEHTHl M Ha y4eOHYIo nuteparypy. He mpomemoHcTpupoBaHa
coOCTBEHHAasl TOUKa 3pEeHMsI, HET 00OCHOBAHUS BBICKA3bIBaEMBIX MoyokeHuid. PaboTa cinaHna He B
YCTaHOBJICHHBIN CPOK.

OrneHka «y/I0BJEeTBOPUTEIBHO» CTaBHUTCS, €CITM KOHTPOJIbHAS paboTa BBHITIOJIHEHA, HO
YacTh BOIIPOCOB PACKPHITA HE B MOJHOM oO0bemMe. [Ipu BBIMONMHEHUU 3a/1aHus CTYIEHT JAOMYCTUI
HETOYHOCTHU U MOTPEITHOCTH PEeIaKIIMOHHOTO XapaKTepa, UCIOIb30Ball YCTApEBIIINEe UCTOYHHKH,
HE TIPOJCMOHCTPHUPOBAJI TTOJIHOTO 3HAHUS Yy4eOHOr0 Marepwajia U HOPMATHUBHBIX JOKYMEHTOB
10 BOIIPOCaM KOHTPOJIBHOM paboThI.

OHeHKa «HEYAOBJETBOPUTECJIBbHO0» CTaABUTCA, €CJIM KOHTPOJIbHAsA pa60Ta HC BBIIIOJIHCHA.

KpuTtepuu onieHKH UTOTOBOI0 KOHTPOJIA
[Ipu onieHKE OTBETOB CTYJEHTOB B IIPOLIECCE UTOIOBOIO KOHTPOJIS OLICHUBAIOTCSI:
-YBEpPEHHBIE 3HAHUS, YMEHUS U HABBIKH, BKIIFOUEHHBIE B COOTBETCTBYIOIIYIO KOMIIETEHIIHUIO;
- 3HaHME CUTyallud M yMEHHe MPUMEHHUTh NpPaBWIbHBIM Hay4HBIH METOAMYECKHH MOJXOA U

WHCTPYMEHTApUH JJIsl peIICHUSI MPAKTUYECKUX 3aJaHU;
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- CIOCOOHOCTh YCTAaHABIMBATh TNPHYMHHO-CIICJCTBEHHBIC CBS3M B H3JIOKEHUHM MaTepHaia,
JIeNaTh BHIBOJIBL;

- YMEHHUE IPUMEHATh TEOPETUUECKUE 3HAHUSA ISl aHAIM3a KOHKPETHOW CUTYaIlHH.

3a4eThl OICHUBAIOTCS OLICHKOM: «3aYTEHO0», «He 3a4TeHO0».

OreHka «3a4TeH0» BBICTABIISICTCS CTYJICHTY, KOTOPBIN:

- YCBOMJI IPEAYCMOTPEHHBINA IPOTPaMMHBIN MaTepHaj B IOJIHOM 00beMe;

- IPaBUIILHO, APTYMEHTHUPOBAHO OTBETHJI Ha BCE BOIIPOCHI, C IPUBEACHHEM IIPUMEPOB;

- TOKa3ajd TIyOOKHME CHCTEeMaTH3HpPOBAaHHBIC 3HAHUS, BIAJECT IMPHEMaMU pPACCYXICHHS H
COMNOCTABISIET M3 Pa3HBIX MCTOYHHKOB; TEOPHIO CBSA3BIBACT C MPAKTHKOW, IPYTUMH TEMaMH
JAHHOM TUCHMIUIMHBL, APYTUX U3y4aeMbIX PEIMETOB.

OO0s3aTenbHBIM YCIOBHEM SIBISIETCS yOTpeOIeHrne Mpo(ecCHOHANTBHON TEPMUHOIOTHH.

OueHka «He 3aYTEHO» BBICTABISETCS CTYACHTY, KOTOPBI B Xoje coOeceloBaHUS HE
cupaBuicsa ¢ 50% BOmpocoB U 3aJaHHil JIMOO B OTBETaxX Ha BONPOCHI U 3aJ@aHMsl JOMYCTHI
cyliecTBeHHbIe oOmuOkn. He oOTBeTMI Ha IOTMOJHUTENBHBIE BOMPOCHI, IPEIIOKECHHBIC
npernoJiaBaTeyieM, a TaKXKe MPOSBUI HE 3HAaHUE TEPMHUHOJIOTUM OCHOBHBIX HMOHSTHH, KaTeropui
0 TUCIUTUINHE.

[Tpn HEOOXOAMMOCTH MHBATIMIAM U JIULIAM C OTPAaHMYCHHBIMH BO3MOXHOCTSIMH 3/10POBbSI
NPEOCTABIISCTCS JOMOJHUTEIFHOE BPEMS 7Sl IOATOTOBKY OTBETA HA 3a4eTe.

[Tpu mpoBeneHUU MPOIETYpPhl OLICHUBAHUS PE3YIbTATOB O0YUYECHUSI WHBAIMOB M JIUI] C
OTpaHMYCHHBIMH BO3MOYKHOCTSIMHU 370pPOBbS IPEAYCMaTPUBACTCS MCIIOJIb30BAHNE TEXHHYECKHUX
CPEeACTB, HEOOXOUMBIX UM B CBS3M C MX HMHIUBHIYaJIbHBIMH OCOOEHHOCTSAMH. DTH CpE/ICTBa
MOTYT OBITH TNPENOCTaBICHbI (PHINATIOM aKaJeMHH WJIA MOTYT HCIIOJNB30BaThCsl COOCTBEHHBIE
TEXHHYECKHE CPEJICTBA.

ITponienypa ornieHMBaHUs Pe3yIbTaTOB OO0Y4YeHMs MHBAJIUAOB M JIUI[ C OrpPaHUYEHHBIMHU

BO3MOJKXHOCTAMHU 3J0POBBA 110 AUCHUILUIMHE IMMPEAYCMATPUBACT NIPECAOCTABIICHUC HH(bOpMaHHH B

dopMax, aanTUPOBAHHBIX K OTPAHUYEHUSIM UX 37J0POBbS U BOCIIPUATHS UH(POpMALIUU:

Ne Kamezopuu Buowvt oyenounvix cpeocme Dopma KORMPONA U OUEHKU
n/m mazucmpos pe3yibmamos o6yuenus
1 C napyienuem Hay4Hnble cTaTbu, MMChbMEHHBIE [Ipenmy1iecTBEHHO MUCHMEHHAS

ciyxa

CaMOCTOSITeNTbHBIE Pa0OTHI,
BOIIPOCHI K 3a4eTy, pedepar, scce

poBepKa

2 C napymenuem Cobecenosanue 1o BOIpocam K ITpenMy1ieCTBEHHO yCTHAs
3peHus 3a4eTy; BBICTYIUIEHHUE C J0KJIAZOM IpoBepKa(HHIHBH Ty aTbHO)
3 C HapylieHueM Hayunsie crareu, pedepar, Opranuzanus B3auMOJICUCTBUSA C
OIIOpPHO- JOKJIaz, 3CCe, BONPOCHI K 3a4€Ty, 00y4aroIMMHCS TTOCPEACTBOM
JIBUT'aTEJILHOTO KOHTPOIIbHAs padoTa, AIICKTPOHHOM MOYTHI, TUCbMEHHASI
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‘ ammapara ‘ ‘ poBepKa

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOydJaronuxcs.

IIpu npoBeneHun mpouenypsl OLEHUBAHUS PE3YyJIbTaTOB OOYUYEHUs MHBAIMUJOB M JIUI] C
OTPaHUYECHHBIMH BO3MOXKHOCTSIMU 3[0POBbS MO IHCLUUIUIMHE OO0ECIEYMBACTCS BBITIOJIHEHUE
CJICAYIOIIMX JIOTOJHUTEIBHBIX TPEOOBAaHUN B 3aBUCIMOCTH OT WHAMBUIYAIbHBIX OCOOCHHOCTEH
0o0ydJaronuxcs:

a) MHCTPYKLUS IO MOPSAIKY MPOBEACHUS IPOLENyphbl OLEHUBAHUS IPEAOCTABIACTCS B
JOCTyIHOMU (hopme (YCTHO, B MTUCbMEHHOH (opme);

0) nocrynHas ¢opma MpPeIOCTaBICHUS 33/JaHUIl OIICHOYHBIX CPEICTB (B IEYaTHOM
dopme, B meuyaTHOil (GopMme yBEIMUEHHBIM MIPUPTOM, B (HopMe 3IIEKTPOHHOTO TOKYMEHTA,
3aJJaHUs 3aYUTHIBAIOTCS ACCUCTEHTOM);

B) J0CTynHas (opMa HpeoCTaBIeHUs] OTBETOB Ha 3a/JaHus (MMCBMEHHO Ha OyMmare,
HaOOp OTBETOB HAa KOMIIBIOTEPE, C UCIOIb30BAHUEM YCIIYT aCCUCTEHTA, YCTHO).

[Tpu HEOOXOAMMOCTH 715t 0OYUAIOIIMXCS ¢ OTPAHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBbBSI U
MHBAJIUOB IPOLEypa OLIEHUBAHUS PE3yJbTaTOB 0OyueHHs MO JUCLUIUIMHE (MOAYII0) MOKET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[IpoBenenne mpoueaypsl OLEHUBAHHS PE3YIbTATOB OOYYCHHS WHBAIMIOB W JIHI[ C
OTPaHUYCHHBIMH BO3MOKHOCTSIMHU 3JIOPOBBSI JIOIYCKAETCS C MCIIOJIB30BAHUEM IHCTAHIIHOHHBIX

O6paBOBaTeJ'IBHBIX TEXHOJIOTHIA.
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11. JUCT BHECEHUSI MU3MEHEHHI B PABOUYIO IIPOITPAMMY YYEBHOU
JUCHHUIIJINHBI
JlononHeHus U U3MEHEHHsI B porpaMMy y4deOHoOM aucuuiuiuHel «Jlenonpoussoacrso» 20 -

20 y4eOHbIii ro.

B nmporpammy yueOHON AUCHUTUIMHBI BHOCATCS CIEIYIOIIUE U3MEHEHUS:

1.

W3meHeHus B pabodyro mporpamMmy y9eOHOM TUCITUTUIMHBI BHECEHBI:
JIOKHOCTD,

3BaHuUe MpenoiaBaTelis OUO

Buecenne wu3MeHeHHMII B pa0O4yl0 NporpaMMmy Y4eOHOW JUCHUIUIMHBI YTBEP)KICHBI Ha
3acelaHuy Kadenpbl « »
[Iporokon Ne  or . .20 ropa.

3aB. kadenpoii 0)4[0)
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