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Padouass mnporpaMmMa mno AUCHUIUIMHE «JleTONpon3BOACTBO» pa3paboTaHa B

cooTBeTCcTBUN ¢ DenepanibHBIM TOCYAAPCTBEHHBIM 00pa30BaTEIbHBIM CTAHJAPTOM BBICILETO
o0pa3oBaHus, YTBEPKICHHBIM MpHKa3oM MuHuctepcTBa oOpasoBanus u Hayku PO Ne 1011 ot
13.08.2020 r., IIpukazom MwunHoOpa3zoBanust u Hayku PD ot 06 ampens 2021 1. Ne 245 «O06
YTBEPKACHUM TOPSJIKA OpraHU3alMyd M OCYHIECTBICHUS OOpa30BaTENIbHON NEATEIbHOCTH IO
o0Opa3oBaTeNbHBIM IpPOTpaMMaM  BBICIIETO 00pa3oBaHMs — TMporpamMmaM OakajaBpuara,

porpaMMamM CIeHUAINTETa U MPOrpaMMaM MarucTpaTypb» U paboYrM yueOHBIM ITAHOM.

CocraButeab: Kusspkuna TarbsiHa AHATONBEBHA - KaHJ. UCT. HAayK, JOLIEHT, 3aB. Kadeapou
€CTeCTBEHHbIE M  COLMAJIbHO-TYMAaHUTapHble  Hayku  «JlagpbHeBOCTOYHOro  ¢uiinana
(denepasbHOro rocyIapCTBEHHOIO OO/DKETHOrO 00pa3oBaTeIbHOIO YUPEXkKAECHHUS BbICILIETO
oOpa3oBanus «Bcepoccuiickas akaneMus BHEIIHEH TOProBid MHUHHUCTEPCTBA SKOHOMHUYECKOTO

pasButus Poccuiickoit denepanum».
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COJEP)KAHUE

Opranu3alnOHHO-METOMYECKU pa3en

Pacrnipenenenre 4acoB QUCIUILIMHEI 110 hopMaM U BHAaM paboT
CtpykTypa U coliep>KaHue TEOPETUUECKOM YaCTH AUCIUILIIMHBI

CtpykTypa 1 cofepkaHne MPaKTHIeCKON YacTh AUCIUTLTUHBI
MeTtoauyeckue yka3aHusi 10 OCBOSHUIO AUCIUILIIUHBI
Y4eOHO-MeToInYecKoe 00ecreueHue CaMOCTOATEIbHON paboThl 00yJatOIUXCsl
[lepeuens nHGOPMALIMOHHBIX TEXHOJIOTHI U TPOrPaMMHOT0 OOecTieueHust
MarepuaabHO-TEXHHUECKOE 00eCTIeYeHNE UCIUTITNHBI
bubnuorpadudaeckuit cnucox

OneHouHble CpeCTBA

10.1.71acnopm oyenounwvix cpedcmas

10.2. Ilnan-epagpux nposedernuss KOHMPOILHO-OYEHOUHBIX MEPONPUSINULL
10.3.Tecmosvie 3a0anus

10.4. Temst pechepamos, 00kn1a008, scce

10.5. Temwt konmpoavuwvix pabom

10.6.Kormponvhvie 60npocsi, 8blHOCUMbLE HA 3aUem

10.7.Kpumepuu oyenku 3Hanuti cmyoeHmos

Jluct BHeceHus1 U3MEHEHUH B pabouyto nporpaMmy yueOHOM JUCIUILINHBI



1. OPTAHM3AIIMOHHO-METOJJUYECKHA PA3JIE

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

JlanHasi MUCHUIUITMHA OTHOCUTCS K JUCIUIUIMHAM IO BBIOOPY, 4YacTH, (OPMHUPYEMOM
y4acTHUKaMU 00pa30BaTeNIbHBIX OTHOIICHUN.

OO6miast TpyI0EMKOCTh OCBOSHHUS TUCIUIUIMHBI COCTABIsET 2 3a4. €., /2 4. Y4eOHbIM
IJIAaHOM TIPEAYCMOTPEHBI JJIA O4YHOM (opMbl O0Oy4YeHUs: JEKIMOHHBIC 3aHsATHS 14 4.,
MPAKTUYECKHUE 3aHATHS 22 4., CaMOCTOsATEIbHas padoTa CTyIeHTOB 36 4., IS OYHO-320YHOU
dbopMbI 00ydeHHS: 4 JIEKITNH, 6 MPAKTUYSCKUX 3aHITHSI, 62 9. CAMOCTOSTEIIBLHON paOOTHI.

]_Ie.]'lb U 3aa44 U3YyYCHUHA TUCHHUIIJINHBI

Iesbio H3yueHHs TUCHMILINHBI SIBIISIETCS (POPMUPOBAHUE Y CTYACHTOB 3HAHUM TEOPETUUECKUX U
IPAaKTUYECKUX OCHOB CO3/IaHUS JIOKYMEHTOB YIIPaBJIEHUs, a TaKKe NPUOOPETEHHE HaBBIKOB
rpaMOTHON U 3()()EeKTUBHON OpraHU3alMK COBPEMEHHOTO JIEJIONPOU3BOJCTBA HA MPEIIPUATUIX
M B OpraHu3anmiax.

B xoze nocTikeHus MOCTaBICHHOM eI HE00X0IMMO PEUINTD CICAYIONINE 3aa4UH:

. U3Y4UTh 3aKOHOJATEIIbHBIC u HOPMAaTUBHO-METOAUYECKUE JIOKYMEHTHI,

perilaMCHTHUPYIOIUe pa60Ty C JOKYMCHTAMU OpraHU3allnuu;

. 03HAKOMUTH C MTPABWIIAMU COCTABICHUS ¥ O(OPMIICHHS YIIPABICHYCCKUX JJOKYMEHTOB;

. W3YYHTH MOPSIOK PaOOTHI C TMYHBIMH H CITYKEOHBIMU JIOKYMCHTAMH;

. chopMUpOBaTh HAaBBIKM COCTaBIEHUS W OQOPMIICHHS OCHOBHBIX JIOKYMEHTOB
YIPaBJICHHUS;

. M3y4YUTh PabOTy CIYyKObI JOKYMEHTAIIMOHHOTO 00ECTICUECHHSI YIIPABIICHUS;

. O03HAaKOMHTh  CTYJICHTOB  C  COBPEMEHHBIMH  TEXHOJIOTHSIMA  OpTraHU3aINHN

JIOKYMEHTOO000pOTa NMPEeANPUIATUI U OpraHu3aIUil.

B pesynprare wu3yueHus [aHHOW JUCIHUIUIMHBI y 0OydYaromuxcsi (HOpMUPYIOTCS

CIICAYIOIME KOMIICTCHIIMH

Ilepeyenn
c¢(popMHPOBAHHBIX YHHBEPCAJIBbHBIX U 001IenpPodecCHOHATBHBIX KOMIIETEHIMI B IIponecce
O0CBOCHUSA JUCHUIIJIMHBbI

Kox u HaumeHoBaHMe
Kon u HaumeHoBaHMe IInanupyemMble pe3yJbTaThbl 00y4eHUSs
HHIMKATOPA JOCTUKEHHUS
KOMIIeTeHLIMH no aucuumniaune (3YH)
KOMIIETEHIIUH




YK-4.

si3bIKe(ax)

oCyHIecTBJIATH
KOMMYHHKALHUI0 B YCTHOM
M NUCbMEHHOI (opmax Ha
rocyJapcTBeHHOM
Poccuiickoit ®egepanuu u
HHOCTPAHHOM(BIX)

Cnocoden
JIeJI0BYIO

A3BIKE

VYK-4.1.
TOoCyAapCTBEHHOM W HHOCTPAHHOM
A3bIKaX KOMMYHUKATUBHO
JEJI0BOI'O
u

(-B1X)
IIprueMIIeMbIe
o01IeHMS,
HeBepOasbHbIE
KOMMYHHKaTHBHOT'O
B3aUMOJICHCTBHSL.

VK-4.3.
MEPEUCKY,
0COOEHHOCTH
OopHIHATBHBIX u
HeO(UIHANBEHBIX
COLHOKYJIBTYPHbIC
¢dopmare
roCyIapCTBEHHOM
HHOCTPaHHOM(-BIX) s3bIKaX.

YK-4.4.

VYK-4.5.
yMeHHe
aKaJeMHYECKUX
HHOCTPaHHOTO
TOCY/IapCTBEHHBIII S3BIK.

Bribupaer

CTHIIb
BepOanbHbIe

VK-4.2. OcymiecTBisieT MOUCK
HeoOxoxuMoit  uH(opManun s
pelIeHus
KOMMYHHKaTHBHBIX
rOCyJapCTBEHHOM
HHOCTPaHHOM(BIX)
HCTIONIb30BaHIEM MH()OPMAIHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHl.

CTaHJAPTHBIX
3a7a4

SA3BIKaX

Bener

pasnuuns
KOPPECHOHACHIINN

JIeTIOBOM

o01eHus

BBIIIOJIHATH
TCKCTOB

Ha

cpencTaa

Ha
n

JCIOBYIO
YUHUTBIBast
CTUJIIMCTUKHA

HceM,

Ha
n

OcymecTBisieT
YCTHYI0 KOMMYHHKAIUIO C y4eTOM
ocoOeHHOCTeH
npodeccnoHaNbHOI cdepbl 1 HOpM
KYJIBTYpbI
rOCYyAapCTBEHHOM M HHOCTPAaHHOM
(-BIX) sI3BIKaX.

n

Ha

JlemoHCTpUpYeET
HepeBost

(-px) Ha

3HaTL

JIHUTEepaTypHyIo Gopmy
TOCYJapCTBEHHOTO SI3bIKa,

OCHOBBI YCTHOM U TMCbMEHHOM

TpeboBaHMs K JeT0BOI KOMMYHHKAIIHN;

KOMMYHHKAIIUY Ha HHOCTPAHHOM SI3bIKE,
(YHKIMOHATIBHBIC CTHIN

POAHOTO A3bIKA,

C

YMmerb

B

POAHOM U MHOCTPAHHOM A3BIKE

B CUTYallH JEJI0BON

BbIpaXaTb CBOU MBICJIM HA T'OCYJapCTBECHHOM,

KOMMYHUKaIIUH,

Baagern

C

3HAaHUSAMU COCTaBJICHUS
TEKCTOB pa3HOH (pyHKINOHAIEHON
MIPUHAUIEKHOCTH U Pa3HBIX KAHPOB

Ha TOCYJapCTBEHHOM U POAHOM fA3BIKAX,

Ha POJHOM, TOBOpeHUs
Ha TOCYJapCTBEHHOM

1 UHOCTPAHHOM s3bIKaX.

TIEpEeBOJAa TEKCTOB C MHOCTPAHHOTO A3bIKA

Hepeqeﬂb C(l)Ole/IpOBaHHbIX l'[pO(l)CCCI/IOHaJII)HbIX KOMIIeTEHIINIi B nmpouecce OCBOCHUs

Tabmumna 2

JUCIUIIINHBI
3agaua
npodeccnon Ilnanupyemsbie
pod . Koa u HauMeHoBaHue py OcHoBaHHe
AJILHOU Koan pe3yJabTarhl
HHIMKATOpPa (npodeccuonaibHbl YpoBeHb
neATeJLHOCT| HaHMEHOBaHHE 00yuyeHust OTD
JMOCTUIKEHUS e cTaHAapThbl/ KB-I{UU
] KOMIIETeHIUH 0 AUCHUIINHE
KOMIIeTEHI{UH aHAJIN3 ONbITA)
(TpyaoBbie BYH)
AeiicTBust)
Camocmos [IK-1.1. BeisBiseT
MmeibHO IIK-1. Cn ocoben np06en],1 U KOJITM3uK [PaBujIa }opnzmtle(:l(oﬁ l_[pOCbeCCI/IOHaHbele
paspabamui NMPOEKTHPOBAThH JeiCTBYIOIIETO TEXHUKU KOMITETEHIIUU
eamb TPaBOBbIE€ HOPMbI 3aKOHOIATENHCTRA 1 KOHCTPYHPOBaHHS OTIpeNeNSIOTCS Ha
npoexmol JUTS1 pa3JIMYHbIX OIIpEIEIsIeT CIIOCOOBI HX HOPM TIpaBa u OCHOBE aHaJIM3a
HOpMamueH ypoBHeii MIPEOIOJICHUS 1 CTPYKTYp TpeGoBaHni K
bIX HOPMOTBOPYECTBA U yCTpaHEHHS. HOPMATHBHO- | MPO(eCCHOHATBHBIM
npasosuix ciep [TK-1.2. [Torumaer [IPABOBBIX AKTOB; KOMIIETEHLHAM,
aKmoes ﬂpO(l)eCCI/IOHaJIbHOﬁ CYLTHOCTh M YPOBHH NPEABABIIAEMBIX K
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AEATCJIbHOCTH.

HOPMOTBOPYECKOI'O
npouecca, BIACIIACT

. IPUMCHATH IIpaBUiIa

BBIITYCKHUKaM Ha
PBIHKE TPYZa,

craaun FOPHINYCCKOH 06061eHMs
HOPMOTBOPUYECKOM TEXHHUKH ITPH OTCYECTBEHHOT'O 1
HIPOLEAYPHI. KOHCTPYHPOBaHHUU 3apy0ex]HOTO
ITK-1.3.0opmisieT HOPM IIPaBa B |  omeITa, IPOBEACHHS
MPaBOIPUMEHUTEIIHBIE COOTBETCTBUU C KOHCYJIbTaluil ¢
aKThl B KOHKPETHBIX npoduieM CBOeH BEIYLIMMH
chepax ropuaudeckoii | NPOQECCHOHATBHON paboronatensmu,
JIEATETbHOCTH. ACATCIIBHOCTH, 00beANHEHUIMU
Baaners: paboTonarenei
3HaHUSAMHU | QTpaciu, B KOTOPOM
COCTaBJICHUS HOPM BOCTpe6OBaHBI
IpaBa, pa3pa60TK1/1 BBIITYCKHHKH.

IIPOEKTOB

HOPMAaTUBHO-

TIIPaBOBBIX aKTOB.

B pamkax u3ydaemoil TUCIUILUIMHBI BEIETCS BOCIHMTATEIbHAs pa0doTa, HAlpaBiICHHAs Ha
YIOBJICTBOPEHUE MOTPEOHOCTEH M MHTEPECOB OOYYAIOIIETOCS B COOTBETCTBUHU C KYJIbTYPHBIMHU
[IEHHOCTSIMH, KOTOpasi crocoOCTBYyeT (POPMUPOBAHUIO JTUYHOCTH, CIIOCOOHOW CaMOCTOSITEIIEHO
pemath npodeCCHOHAIbHBIC 3a7auyd M IPHICPKUBATHCS AKTUBHOM TI'PaXKIAHCKOW IO3MIIMH B
oO1ecTBe.

[lenpro BOCHUTATENLHOW PAOOTHI SBISETCS MPO(PECCHOHATBHO-TPYIOBOE, TPaKIAHCKO-
MPaBOBOE, TOCYAAPCTBEHHO-TIATPHOTHIECKOE,

AYXOBHO-HPAaBCTBCHHOC n TyYMaHHUTapHO-

JCTETUYECKOE  BOCHUTAHHME, B  paMKaX KOTOPBIX  oOCylIecTBIseTcs  (opMupoBaHue
MHCTPYMEHTAIBHBIX M CHCTEMHBIX 3HAaHMH W YMEHUH B pPaMKaxX YHHMBEPCAIbHBIX U
npo(eCCHOHANBHBIX KOMIETEHLIMH, MO3BOJIAIOIIMX BBIIYCKHUKY YCIEIIHO paboTaTh B

n30paHHOM cdepe npodhecCuOHATEHON e TENIbHOCTH U OBITh BOCTPEOOBAHHBIM Ha PHIHKE TPY/a.

PACHPEJEJIEHUE YACOB JUCHUIIVIMHBI 110 ®OPMAM U BUJJAM PABOT
Ba3oBble pa3aesbl JMCHHIIMHBI M BUABI Y4e0HOH padoThl, peKOMEeHAyeMble I H3YYeHHU S

CTy/leHTaM 04HO# (opMBbI 00yueHHust

Buabl yuyeoHoii
padoThl, BKJIIOYAS
CaMOCTOSITEILHYIO
paboTty oOyuarommxcs dopmbI TEKYLLIETO
Ne Paznen 1 TPYAOEMKOCTb (B 1 | KOHTPOJISI yclIeBaeMOCTH
n/ JucunnianHbl 3. e1. 36 yacax)
n
B s | s c/p
0
enmwn " 3aJ1a9u acce, TeCT, pedepar,
1. | nokymenTupoBanus 5 1 2 2 JTOKJIa/1, KOHTPOJIbHAs
yIpaBjIeHYECKON pabota




JACATCIIBHOCTH.

Hcropust n1enonpousBOACTBA B

YCTHBII orpoc, pedepar,

2. | Poccun. 4 1 1 2 3cce, TEeCT, KOHTPOJIbHAs
2 b
pabota
CoBpeMeHHOE
3. | ACTONPOH3BOICTRO. [Tonsitue 5 1 5 9 pedepar, scce, TeCT
" | JOKyMEHTHPOBAHHON KOHTPOJIbHAS paboTa
uHpOpMaLnH.
HopmaruBHO-MeTOAMUYECKAS CTHBIN ompoc, pedepar
b b
4. | basa JOKYMEHTAI[MOHHOTO | 5 1 2 2 3cce , TECT KOHTPOJIbHAS
obecrieueHust yrpaBieHuUs pabora
5 Odopmienue yrpaBiIeHUIECKON 4 1 5 9 KOHTpOJIbHAs paboTa
" | JOKyMEHTalUH pedepar, acce , Tect
Cmyxb6a JI0VY. YCTHBIH orpoc, pedepar,
6. 4 1 1 2 3cce , TECT KOHTPOJIbHAs
b
pabora
JoxymeHT0000pOT acce, TecT, pedepar,
7. | opraHu3zanum. 4 1 1 2 JOKJIa/1, KOHTPOJIbHAS
pabora
8 [udposas Tpanchopmaus 4 1 1 9 pedepart, 3cce, TeCT
" | MoOKyMeHTO06OpOTA. KOHTpOJIbHas paboTa
Opranu3anus paboThI c .
YCTHBII o1poc, pedepar,
JIOKyMEHTaMH.
9. 5 1 2 2 acce, TECT, KOHTPOIbHAas
Cucremaruzaisi U XpaHCHHE
pabora
JIOKYMEHTOB
CocraBneHue JIOKYMEHTOB. acce, TecT, pedepar,
10 | OcobernocTH sA3BIKa W CTHIA 5 1 5 2 KOHTpOJIbHas paboTa,
CITY’)KEOHBIX JIOKYMEHTOB. JOKJIaJ1
JlenoBbie mucbpMa JTNCKYCCHS
11 | OcobeHHOCTH OArOTOBKH U
TecT, pedepar, acce,
odopMIIeHUS OTACIBHBIX BUAOB | 5 1 2 2
KOHTpOJbHas paboTa
JIOKYMEHTOB.
12 | Pabota ¢ KoHHACHIHATBHBIME YCTHBIN orpoc, pedepar,
JIOKyMEHTaMu 4 1 1 2 3cce, TECT, KOHTPOJIbHAs
pabora
CucremaTuszanus U
13 | obecrieueHue COXPAHHOCTH acce, TeCT, pedepar,
JIOKYMEHTOB. [TonrotoBka | 4 1 1 2 JIOKJIaJl, KOHTPOJIbHAs
JOKYMEHTOB K  apXUBHOMY pabota
XPaHEHUIO
Cuctema  JI€JIONMPOU3BOJICTBA
14 | TOCYAApCTBEHHOI CITYKOBI. TecT. pedenar. 5oce
Pabora ¢ obpamenusmu, | 13 1 2 10 » pedepar, ’
KOHTpOJIbHas paboTa
3aBJICHUSAMH H  JKajmo0amu
TpaXKIaH
72 |14 | 22 | 36 3ayer




ba3oBble pa3ae/ibl AMCUUIIMHBI M BUIbI y4e0OHOH padoThl, peKOMeH1yeMble JIJIsl U3y4YeHu s

CTyJleHTaM 04YHO- 3204HOH GopMmMbI 00yUeHus!

Buabi yueOHoi
padoThl, BKJIKOYAS
CaMOCTOATEIbHYI0

padoTty o0y4aromuxcst

@®opMbI TEKYLIIETO
KOHTPOJISl YCIIeBAeMOCTH

Paznen U TpyaoeMKocTsh (B 1
JAMcuMIInHbI 3. el. 36 yacax)
BCer
n/3 | o/3 | c/p
0
Lenu u 3aJ1a49u
acce, TecT, pedepar,
JOKYMEHTHPOBaHUS
1. . 5 1 4 JTOKJIa/1, KOHTPOJIbHAS
yIpaBIeHIECKON
pabota
NeSITEIILHOCTH.
HcTopust 1emonpou3BoACTBa B YCTHBII o1poc, pedepar,
2. | Poccun. 5 1 4 acce, TECT, KOHTPOIbHAas
pabora
CoBpeMeHHOe
3 JenonpousBoAcTBo.  [loHsATHE 5 1 4 pedepar, acce, TecT
" | JOKYMEHTHUPOBaHHOM KOHTPOJIbHAS paboTa
uHpopmanuu.
HopmaruBHO-MeToAMUeCKas YCTHBII orpoc, pedepar,
4, Oaza JIOKYMEHTAIMOHHOTO | 5 1 4 acce , TECT KOHTPOJIbHAs
obecrnievueHns yIpaBIeHUS pabora
5 OdopmiieHne ynpaBiIeHUECKOU 5 1 4 KOHTPOJIbHAS paboTa
" | TOKyMEHTaluuu pedepart, acce , TecT
Cnyxb6a JI0VY. YCTHBIN orpoc, pedepar,
6. 5 1 4 3cce , TECT KOHTPOJIbHAS
pabota
JoxymMeHTO000pOT acce, TecT, pedepar,
7. | opranuM3anuu. 5 1 4 JIOKJIaJl, KOHTPOJIbHAs
pabora
8 [Mudposas Tparcopmarus 5 1 4 pedepar, acce, TeCT
" | nJokyMeHTO0OOpOTA. KOHTpOJIbHas paboTa
Opranuzanus  paboThI c .
YCTHBIH ompoc, pedepar,
JIOKyMEHTaMH.
9. 5 1 4 3cce, TECT, KOHTPOIbHAs
Cucrematuzaiius U XpaHEHUE
pabota
JIOKYMEHTOB
CocraBnenue JIOKYMEHTOB. acce, TeCT, pedepar,
10 Oco0OeHHOCTH SI3bIKA U CTHIIS 5 1 4 KOHTpOJIbHAS paboTa,

" | cmy&eOHBIX JIOKYMEHTOB. JOKJIa,T
JlenoBbie mchMa JTUCKYCCHS
OcCo0eHHOCTH MOATOTOBKH U

TecT, pedepar, acce,
11. | opopmnenus OTIENbHBIX | 4 4
KOHTpOJIbHas paboTa
BHJIOB JIOKYMEHTOB.
12 PaGora Clq 4 YCTHBIH ompoc, pedepar,
" | KoH(UICHIIMATTEHBIMU 3CCe, TECT, KOHTPOJIbHAS




JTIOKYMEHTaMHU pabora
Cucremaruzanus 5
obecneyenne COXPaHHOCTH acce, TecT, pedepar,
13. | TOKYMEHTOB. [ToaroroBka | 4 4 JIOKJIaJl, KOHTPOJIbHAs
JOKYMEHTOB K  apXUBHOMY pabora
XPaHEHUIO
Cuctema  JIeJIOMPOU3BOJICTBA
roCyJapCTBEHHOM CIYKOBL.
14, Pa6}c])Tap c O6paH_[eH};/I${MI/I, 10 10 Tect, pedepar, scce,
KOHTpOJbHas padboTa
3as4BJIICHUSMM U JKaJloOaMu
rpaKJIaH
72 4 6 62 3auer

3. CTPYKTYPA U COJAEP)KAHUE TEOPETUYECKON YACTH JUCHUILINHBI
B mpemyaraeMoM pyKOBOJCTBE IIPUBOAMUTCS COIEpKaHUE AyJUTOPHBIX 3aHATUN
JUISL OCBOCHHSA MaTEpHUAIOB JUCIUTUINHEI.

Tema 1. Leau u 3a1a4u JOKYMEHTUPOBAHNS YIIPABJIEHYECKOI 1eATeJTbHOCTH.

[Ipenver aucuumauHbl. OCHOBHBIE TOHATUA: JOKYMEHTHPOBAaHHE, JAEIOMPOU3BOICTBO,
JIOKyMEHTO00O0pOoT, apxuBHOe aeno. Llenm M 3agauum  JOKYMEHTAlMOHHOIO oOecnedeHus
yIpaBIeHHUS.

Tema 2. UcTopus nenonpousojacrsa B Poccun.

PazButue nenonpousBoactsa B Poccum. [denompousBoactBo B JlpeBHer Pycu; npukasHoe
JIETTONPOU3BOJICTBO;  KOJUIEKCKOE  JIETIOMPOU3BOJICTBO; MHHHUCTEPCKOE JIETIONPOU3BOJICTBO;
nenonpounsBoactso B CCCP

Tema 3. CoBpemenHoe 1e10npou3BoaAcTBO. IloHsiTHE JOKYMEHTHPOBAHHOW MH(OPMALMU.
Oco0OeHHOCTH COBPEMEHHOI0 Jenonpou3BoacTBa. [loHsTHe nokymeHT. Buabl 1OKyMEHTOB IO
pasIMYHBIM ~ OCHOBaHUAM  Kiaccupukaumu. DyHKIUM JTOKYMEHTOB: HH(pOpMaIMOHHAs,
KOMMYHUKaTHBHas, KyJIbTypHas, IpaBoBas, ylpaBjieHYecKas, o0yJaromas 1 Jip.

Tema 4. HopmaTuBHo-MeTOAMYeckas 6a3a JOKYMEHTAIMOHHOIO o0ecrieYeHusl yIpaBJieHus
HopMaTuBHO-IIpaBOBOE pPEryJIUpOBaHUE TOKYMEHTHPOBAHHS YIPABIECHYECKOW JAESITEIbHOCTH.
['ocynapcTBeHHass cucTeMa JIOKYMEHTAllMOHHOro oOecrnedeHus yrpasieHus. JleficTByromue
HOPMATHUBHO-IIPABOBbIE aKThl M METOJMYECKHE PEKOMEHJAllMu, IpUMeHseMble B cdepe
JOKYMEHTUPOBaHUSA, UX 3HayeHHue. OCHOBHbIE IIOJIOKEHUSI HOPMATHUBHBIX JIOKYMEHTOB,
PETYJINPYIOIINX JOKYMEHTUPOBAHUE, UX UCIIOIB30BAHUE B YCIOBUIX KOHKPETHOW OpraHU3allly,
MPEANPUSITHS, YIPEIKICHUS.

Tema 5. OdopmiieHue ynpaBjaeHYeCKOM JOKYMEHTAMU

YHuduumupoBaHHble CUCTEMBI TOKyMeHTauu. OpraHu3aloHHO-TPABOBBIC, PACTIOPSAUTENbHBIE
1 uH(OPMAIMOHHO-CIIPABOYHBIC JOKYMEHTHI. TpeOoBaHHs K OJIaHKaM JOKYMEHTOB. SI3bIK U
CcTIIb cinykeOHbIXx gokymeHToB. 'OCT P 7.0.97-2025, ero 3HaueHWe M TpPUMEHEHHE Ha
npaktuke. OOmue TpeOoBaHus K OGOPMIICHHMIO YIIpaBIEHUYECKHUX J0KyMeHTOB. Cocras,
byHKIIMM U TpeOoBaHUS K OPOPMIICHHIO PEKBU3UTOB JOKyMeHTa. OOsi3aTeNbHBIE PEKBU3UTHI
JIOKyMEHTa

Tema 6. Cary:x6a JIOY.



3amaun u Qynkmun ciayxosr J10Y. Crpykrypa ciayx6sr JIOY. OpranuzanuoHHbie (HOpMBI
pabotel ¢ nokymeHnTamu. LlentpanuzoBannas ¢popma. JlenenrpanuzoBannas hopma. CMemanHas
dopma. TUMOBBIE OpPraHW3AIMOHHBIC CTPYKTYPBI CIYXKOBI JIEJIOMPOU3BOJCTBA. YTIpaBlIeHUE
nenamu. Kannemspus. O6muit otaen. JlomkHocTHOH coctaB cinyk0wr JIOY. 3agaun u GyHKIMN
CITY>OBI J1eJ0NPOU3BOJICTBA. JIOMKHOCTHAS MHCTPYKILIMS A€TOTIPOU3BOAUTEIIS.

Tema 7. JIoKyMeHTO00OPOT OPraHu3auum.
OpI‘ aHu3anuAa pa6OTBI C JOKYMCHTAaMHU Ha IMPCAPUATHU. onz[;mme, HUCXOOAIINEC U BHYTPCHHUC
JIOKYMEHTHI. Perucrpanus 1 KOHTPOJIb UCTIOTHEHHS TOKYMEHTOB

Tema 8. Hudposas Tpanchopmanusi 10KyMeHT0000poOTA.
DONEKTPOHHBIM  JOKYMEHT. OJIEKTPOHHBIH  JOKYMEHTO00OOpoT. CHuCTeMy 3IIEKTPOHHOTO
nokyMeHToobopota. Knaccudukanus 3J1eKTpOHHOTO JOKYMEHTO000pOTA.

Tema 9. Opranusanus padoTsl ¢ JoKyMeHTaMu. CucreMaTHu3anus U XpaHeHUue J0KYMEHTOB
OO0mue TpeOOBaHUS K CHUCTEMAaTH3allUU JOKYMEHTOB. [IOHATHS JOKYMEHTOOOOpPOT U
OpraHuzaisi TOKyMeHTOOO0OpOTa.

HopmaruBHO-MeTOAMYECKasE  perjiaMeHTanus  JOoKyMeHTooOopora. (OCHOBHBIC — IpaBWIIa
OpraHu3aii  JOKYMEHTOOOOpOTa Ha NpeAnpusTHH. KauecTBEHHbIE  XapaKTEPUCTUKU
nokyMmeHToobopora. Kitaccupukamnusi JTOKYMEHTOIIOTOKOB: TOPU30HTAIBHBIC, BEPTUKAIBHBIC,
BOCXOJISIIIIAE, HUCXOIAIIME, BXOJIINE, HUCXOIANMe © BHyTpeHHHe. [lojcuer oObema
JIOKYMEHTO000pOTA.

OO6paboTtka nocrynamux AokymeHToB. [lepBuunas oOpadoTka gokymeHToB. OOIIMe mpaBuia
perucTpanyy TOKyMEHTOB, (opMbl peructpamuu. [lepemada TOKYMEHTOB, pacCMOTPEHHE WX
pykoBomuteneM. [Topsaok HanmpaBiIeHHs JOKYMEHTa Ha MCIIOJHEHHE W PaOOThI MCTIOJIHUTENS C
JTOKyMeHTaMu. VcrmonHeHune nokymeHTa. Bumsl u (OpMBI KOHTPOJIS HCIIOJHEHUS, CPOKOBas
KapTOTEKa.

Howmenxkmnarypa nen. Buasr HomenknaTyp. [lopsaok pa3paboTku M yTBEPKICHUS HOMEHKIIATYPHI
nen. CocTaBneHHE 3arojiOBKOB JIel. YCTaHOBJIEHHE CpPOKOB XpaHEHHUs Jiel. XpaHeHue
JIOKYMEHTOB 1 (pOPMHUPOBAHUE JIE.

Tema 10. CocraBienne 10KYMeHTOB. OC00€HHOCTH $3bIKA M CTHJIA CJIYKeOHBIX
JAOKYMEHTOB. JleJ10BbIe MUCHbMA

I[CJ'IOBI)IC IMMCbMa KakK CpCACTBO pC€ajiu3alilii BHCUIHHUX CBsI3EH opraHu3anuu. BI/II[BI JACJIOBBIX
nuceM. S3bIK ¥ cTuib 1enoBbiX nuceM. CTpyKTypa Aes10Boro nucbMma. Opranuzanus Nepenucku

Tema 11. OcoOeHHOCTH TOATOTOBKH H 0()OPMIICHHS OTACJbHBIX BH/0B JOKYMEHTOB.
OpraHu3alvoOHHO-TIPABOBbIE JIOKYMEHTHI. TpeOoBaHusS K OQOPMIIEHHMIO PaCHOPSIUTEIbHBIX
NOKyMeHTOB. MH(popMaIiMOHHO-CIIpaBOYHAas JOKYMEHTALU.

CnyxebHoe nucbeMo. IIpotokon 3acemanust. Axt. JloknaaHas 3anucka. CrpaBka. Ciy:xeOHas
3anucka. OObsacHuTenbHass 3anucka. IlpencraBienue. 3assnenue. TenedoHorpamma.
DIIEKTPOHHOE COOOIIECHHE.

Tema 12. Pabora ¢ KOHQUACHIHATBHBIMUA JOKYMEHTAMHU

CBenenus, OTHoOcsmMecs K KOHOUAGHIMATbHOW HMHPOpManuu. 3amura JIOKyMEHTOB,
coJlep’KalluX KOMMepuecKyro TaiHy. Opranuzanus paboThl ¢ JOKYMEHTaMH, COAEp KalluMu
KOH(HICHIIMATbHBIE CBeJIeHHUs. TeXHOJIOTHYEeCKHe CXeMbl 00paboTKM KOH(UIEHIIMATBHBIX
JIOKYMEHTOB



Tema 13. CucremaTrmsanusi U o0ecnedyeHHMe COXPAHHOCTH JoKymMeHTOB. IloaroroBka
JOKYMEHTOB K APXUBHOMY XPAHEHHUIO

OLIGHKa SHAYUMOCTHU JOKYMCHTOB M CPOKH UX XPAaHCHHUA. HOI[FOTOBKa AC I ¢Aa4u B apXUB.
ObecneueHne COXpaHHOCTHU IOKYMEHTOB. XpaHEHHUE U Y4ET apXUBHBIX JOKYMEHTOB

Tema 14. Cucrema 1eJI0NPOU3BOJACTBA IOCYAAPCTBEHHOM CJIYKObI.

Cry>x0bl TOKYMEHTAIIHOHHOTO 00ECIICUCHHMsI YITPABJICHHS B TOCYIAPCTBEHHBIX MYHHUIIUITATBHBIX
oOpa3oBanusax cyobekToB PO. Cuctembl JOKyMEHTAIMH HA TOCYJapCTBEHHOH CIIyK0e.
OcCHOBHBIE  TIOJIO)KEHUST 1O  JIOKYMEHTUPOBAHHWIO  YIPABICHUECKOH  JIEATEIHbHOCTH
rOCYIapCTBEHHBIX OPraHoB BJIACTH. YHUDUKAIMS U CTaHIAPTHU3ALMS  YIPaBICHUYECKUX
JIOKYMEHTOB.

[Tonsitue «hopmynsap-obpazen». HWHmuBuayanbHbli W TUNOBOM (Qopmynsapel. Tumnosas
yaudunupoBanHas ¢opma gokymenrta. Crenuanu3upoBaHHas yHUUIMpOBaHHAs (Qopma
nokymeHnta. @opMmyssp COBPEMEHHOIO YIPABIEHYECKOIO JOKyMeHTa. TpeboBaHus K
O(QOPMIICHHIO TEKCTOB CIY>KEOHBIX JTOKYMEHTOB. CTpyKTypa TEKCTOB OTIEIHHBIX BHJIOB
JOKYMEHTOB (IIpHKa3a, MPOTOKOJa, akTa, MuchMa W 1p.). TpadapeTHble TEKCThI, MPOCTHIE U
CIIOXHBIC. DJICMEHTHI TEKCTa. BUabl OJIAHKOB M MOPSIOK PACIIONIOKCHHUSI PEKBH3UTOB B OJIaHKE
(yrmoBoe u neHTpoBanHoe). OOt 61aHk, 6JaHK MUChMa, OJaHK JOHKHOCTHOTO JIMIA, OJaHK
KOHKPETHOTO BHUJA JOKYMEHTa, OJIAHK CTPYKTYPHOTO TIIOApA3JCICHHUS: OCOOCHHOCTH
oopmienus. OpranuzalvoHHast JOKyMeHTalus (YCTaBbl, UHCTPYKLUHU, TIOJOKEHUS).

Pabora ¢ oOpamieHusMu, 3asiBICHUSIMH U )KaJI00aMu Tpak/IaH.

4. CTPYKTYPA U COJIEPKAHUE IMMPAKTUYECKOMW YACTH JUCHUILINHBI

3agaHus 1J151 NPAKTUYECKHUX 3aHATHH, B T. 4. B ()OpMe NPAKTHYECKOI MOATOTOBKH

Tema 1. CopepxaHue ¥ OCHOBHbIC 3224 COBPEMEHHOI0 JOKYMEHTALHMOHHOIO
olecrieyeHus! ynpaBJaeHHA

Llenv 3amamusa: W3ydeHHE OCHOBHBIX TepMHHOB U ompeaenenuid JIOY; paccMoTpenue
KJIaCCU(UKALUU JOKYMEHTOB.

Bonpocwl ona uzyuenus:

[Tpenmer, conepxanue u 3agauu JJ0OY.

MecTo u posib JOKyMEHTOB B YIIPaBJIEHUH HA COBPEMEHHOM JTaIle.

Knaccudukanus 10KyMeHTOB.

Tema 4. HopmaTuBHo-MeToanueckas 6asa JI0Y

Lenv 3anamusa: usydenue genepaiabHbIx 3akoHOB, ' OCToB, kiaccu(uKaTopoB, peryIupyronmx
JIOKYMEHTAIllMOHHYIO JesTelIbHOCTh B Poccum.

Bonpocwl ona uzyuenus:

CocrtaB HOpMaTUBHO-MeTOoANUYeCcKOH 6a3bl JJOVY.

Cranpaptuzanus v yHudukanus cucreMsl JJOVY.

Obuepoccuiickue Ki1acCU(PpUKaTOpbl JOKYMEHTAIUH.

['ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00€CIeUeH sl YIIPaBJICHUS.

Tema 5. Oco0eHHOCTH NOATOTOBKH U 0)OpMJIEHUS OTAEeIbHBIX BU0B TI0OKYMEHTOB.
Lenv s3anamus: OOmue TpeOOBaHUS K COCTABICHUIO U OQOPMIICHUIO JOKYMEHTOB.
XapakTepucTuka U TpeOOBaHMS K COCTaBJICHHMIO JTIOKYMEHTOB opraHusaiuu. CocraBiieHUE U
oopmIIeHrEe Pa3TUYHBIX BHJIOB TJOKYMEHTOB TPAJAULIMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM BHJIE.
Bonpocwl 0na uzyuenus:
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CocraBnenue 1 oopMIICHUE MOJIOKEHHS (MHCTPYKLIUH).

CocraBnenne 1 0(opMIICHUE TPOTOKOJIA U TIPUKA3a.

CocraBnenue 1 0(opMIICHUE PACTIOPSHKCHUS U YKa3aHUSI.

Cocrasienne 1 oopMIICHHUE 3asBICHHS, aKTa U JJOBEPEHHOCTH.
Cocrasienue u opopmileHHE TOKIATHON 3aTUCKHU, CITY’)KEOHOTO IMHCHMA.

Tema 9. Opranusanusi 10KyMeHT0000pOTa

Lenv 3anamua: n3ydeHue ABUKEHUS JOKYMEHTOB HA NPEAIPUATHU C MOMEHTA UX CO3JaHUS 110
3aBEPILICHUS UCIIOJHEHUS UIN OTIIPABKH.

Bonpocul onsa usyuenus:

[ToHsiTHe ¥ IPUHLIUITBI OpraHU3aUU TOKYMEHTOO000pOTA.
IIpoxoxneHue u NOPsAAOK UCIIOJHEHUS BXOAAIIMNX JOKYMEHTOB.
[IpoxoxneHre HCXOAAIMMX U BHYTPEHHUX JOKYMEHTOB.

Pabora ¢ koH(pHIEeHIIMATBHBIMA JOKYMEHTAMH.

Pabora ¢ nmrucbmMamu 1 0OpalleHUus MU Tpak/iaH.

3aoanus:

N3yunTh 0COOEHHOCTH KYPHATBbHOM PErucTpalvi JOKYMEHTOB:
JKypHan peructpauuu BXOIAIIEH KOPPECHOHACHINN

Kypnai perucrpauuu UCXoAsI1IeH KOPPECTIOHICHIINH

JKypnau perucrpanny BHyTpEHHENH KOPPECIIOHICHIIUH

Kypnaun perucrpanuu npuka3zon

Tema 10. O01Iue 0CHOBBI /1€JI0BOI KOPPeCHOHAeHINH

Lenv 3anamusi: ©3ydeHUe 0COOCHHOCTEH COCTaBICHHS M OPOPMIICHUS CITYKEOHBIX JIOKYMCHTOB;
3HaKOMCTBO C OCOOEHHOCTSIMU $13bIKA U CTHJISL CITYKEOHBIX JJOKYMEHTOB.
Bonpocwt ona uzyuenus:

Crny>xeOHasl mepenucKa Ha NPeAnpUsSTHH.

JenoBast peub U ee TpaMMaTUYECKHE OCOOCHHOCTH.

Jlornueckoe nMocTpoeHrne JOKYMEHTOB.

3aoanus:

CamocTosATeabHO 0OPMUTH CIIEAYIONIUE BUABI CITYKEOHBIX TTUCEM:
MMCHMO-TIpOCch0a

MHACHbMO-3aMpOC

rapaHTUITHOE MUCHMO

MUCHMO-TIOATBEPKICHUE

COTIPOBOUTEIHHOE MUCHMO

MUCbMO-TIPUTIIALICHUE.

Tema 11. Tekcr noxkymMeHnTa

Llenv 3aunsamus: W3ydeHHE OCHOBHBIX TpPEOOBAaHW TIPH COCTABICHWM TEKCTa JOKYMEHTa,
BbIpabOTKa YMEHUI TPAMOTHO COCTABIISATh TEKCTHI CIIYKEOHBIX JOKYMEHTOB.

Bonpocbi 015 uzyuenus:

[Tpu3Haku U 0COOEHHOCTH OPUIIUATBHO-]IEIIOBOTO CTHIIS.

[ToHsATHE «TEKCT JOKYMEHTa)» MPH PA3IUIHBIX CIIOCO0aX JOKYMEHTHPOBAHHUS.

Crioco0b! yHH(UKAIIUK TEKCTA TOKYMEHTA.

TpeboBaHwMsI, TPEIBIBIsEMbIE K TEKCTY JTOKYMEHTA.

DJIeMEeHTHI TEKCTa CIIY>KeOHOT0 TOKyMEHTa (3aroJIOBOK, PUIIOKEHHUE).

3aoanus:
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[Tpoananu3upyiiTe TEKCTHI JOKYMEHTOB (IIOCTAHOBICHHS, IPHKa3a, CIy>KeOHOro MHChMA,
XKaoObl, aBTOOMOTpaduu, HaKJIaTHOK) TIO TIJIaHY:

OCHOBHBIE CTHUJIEBBIE YCpThl, HAICAIHNEC OTPAXKCHUC B JAHHOM TCKCTC (TO‘-IHOCTB -
PacIUIBIBYaTOCTh, SMOIIMOHAILHOCTh — O€CCTPACTHOCTD, 00OPa3HOCTh — OTCYTCTBHE OOPa3HOCTH,
KOHKPETHOCTh — a0CTPaKTHOCTH, IOTHYHOCTH H T.1.);

SI3BIKOBBIC CPEICTBA, UCIIOJIB3YEMbIE B TEKCTE!

JIEKCHUYECKUE CPEJICTBA,

MOP(OJIOTHUECKUE CPEICTBA,

CHUHTAaKCUYECKHE CPEJCTBA.

dopmasbHbBIE CPENICTBA CBSI3H TEKCTa (KOMITO3UIINS, JIOTHUECKUE, JTICKCHYECKIE, CHHTAKCUICKHE)

3ansiTue 13. @PopmupoBaHue U XpaHeHHe JeJl

Lenv 3anamus: u3ydeHnue nporecca GOpMUPOBAHUS €], O3HAKOMIICHHE C OCHOBHBIMH 3TallaMH
paboTHI MO MOATOTOBKE IOKYMEHTOB K apXUBHOMY XpaHEHHUIO.

Bonpocul onsa usyuenus:

CocraBieHre HOMEHKJIATyphI Jell.

dopmupoBanue u opopMIICHHE IeT

[ToaroroBka u nepenaya JOKYMEHTOB Ha apXHMBHOE XpPaHEHHUE.

CocraBieHre HOMEHKIATYPHI e Ha TPEATNPUSITHA

3aoanus:

N3yunTh OCOOCHHOCTH COCTABIICHUSI HOMEHKIIATYPHI €T MIPEIITPUATHS.

W3yunts mopsinok GopmupoBanus neid u OGOpMICHHS HX JUIsi apXMBHOTO XpaHEHUS C
UCTIOJIB30BaHUEM CIIETYIOMHX (HOpM:

Jluct 3aBepurens nena

O06J105kKa J1e1a TOCTOSIHHOTO M BPEMEHHOT'O XpaHEeHUsI

BHyTpeHHs onKCh TOKYMEHTOB Jela

5. METOAUYECKHUE YKA3AHUS 11O OCBOEHUIO JTNCHUIIJIMHBI

CryneHTy BaXHO YSCHUTb TEXHOJIOTMIO OCBOEHHUS YydeOHoro wmarepuana. JlaHHble
METOJMYECKHE PEKOMEHAIMHU MO3BOJISIT MOHATh, KaK MPaBUILHO OPraHU30BaTh CBOE y4eOHOE
BpeMsl, HAYUUThCS UCIOJIb30BaTh Pa3iuuHble (HOpMbl 00yUEHUs sl ONTHUMAJIBHOIO OBJIAJIEHUS
3HAHUSIMH I10 IIPEAMETY.

JUig ycremHoro OCBOEHHS IUCHMILIMHBIL, CTYIAEHT JOJDKEH IIOCEIaTh BCE BHJIBI
ayIUTOPHBIX 3aHATHH, BECTH KOHCIIEKTHI JIEKLIMOHHBIX U MPAKTUYECKUX 3aHATHI; CBOEBPEMEHHO
TOTOBUTHCS K ayJUTOPHBIM 3aHATUSM, UCIIOJIb3YSl COOTBETCTBYIOIIUE METOJUUYECKHE MAaTEPUATIBL,
yu4eOHYI0 M HCCJIENOBATENbCKYI0 JIUTEPATYpy M COOCTBEHHBbIE KOHCHEKTbI; BBINOIHSTH
IPEyCMOTPEHHbIE y4YeOHBIM IIJJaHOM BHJBI paboT, JOMalIHWE 3aJaHUsl Ha OCHOBE
COOTBETCTBYIOILIMX METOJIMYECKUX MATEpUAJIOB, a IPH BOZHUKHOBEHUHU BOIIPOCOB 00paIaThecs K
IIPENOAABATEIIO 32 KOHCYJIbTAIIUEH.

K uucnmy wucnons3yemblX CpeACTB INPU  OCBOCHHUM  JUCHMIUIMHBI  OTHOCATCS:
UCCIIeIOBaTEIbCKUE 3a/1a4l, pedepaTsl, TOKIabl, 3¢Ce, TECThl, KOHTPOJIbHBIE PAOOTHI.

[Ipennonaraercs, 4TO CTYAEHTHl TOJDKHBI CaMOCTOSITEIBHO J0palaThiBaTh Yy4eOHBIN
MaTepuai, pacCMOTPEHHBIH B JIEKIMOHHOM mopsake. JlJis 3TOro peKoMEeHAYEeTCs pa3ieiuTh
TeTpajb JJIsl KOHCIEKTa JeKIUI Ha TpU 4acTu. 2/3 JUcCTa UCHOIB30BaTh A (PUKCAIUU JIEKLIUU
mpernojaBaTesisi, a Ha OCTaBIIEHWCS YacTU [eNaTh BBIIUCKU-IOINOJIHEHUS 10 TeMe U3
PEKOMEH/IOBaHHOW Y4eOHON W HCCiIeoBaTeNbCKON JIUTEpaTyphl, NMPABOBBIX aKTOB; BHOCHUTH

I/IH(I)OpMaI_II/IIO, HC 3aTPOHYTYIO B JICKIIUH. Taxkoro poada «yCOBCPIICHCTBOBAHHBIC)» KOHCIICKTHI
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JICKIMIA TIO3BOJIAT CTYIEHTY HE TOJIbKO MOBTOPHUTH MaTepUall, pACCMOTPEHHBIN B JIEKIIMOHHOM
MOpsIIKe, HO BIYMYMBO M3YUUTh yUEOHBIH W JOMOJHUTEIBHBIM MaTepHal, M, CIeIOBATEIbHO,
MOJyYHUTh 0OJIee Ka4eCTBEHHBIC 3HAHMUS.

Onnoit u3 Hanbosnee 3¢hhekTuBHON (HOpM 00YUEHHUS ABISIOTCA TPAKTUIESCKUE 3aHATHS.
OcHOBY pabOTBl COCTaBISIET CAMOCTOSITEIbHOE HW3Y4YEHHE CTYJACHTaMH [0 33JaHHUIO
npernoJiaBaTelsi OTACIbHBIX BONPOCOB, MPOOJIEM, TeM C MOCICAYIOUMM O(QOpPMICHHEM
Marepuala B BUJE JOKJIaaa, COOOIICHUS M UX COBMECTHOE OOCYK/ICHUE.

OHM TIpeCTaBIAIOT COOOM HE TONBKO CIOCOO 3aKperuTh W YrIIyOUTh JICKIIMOHHBIHN
MaTepHall, HO U OCYIIECTBUTH KOHTPOJIb HaJl XOJJOM CAMOCTOSITEIILHON pabOThl 00yYarOIIUXCSI.
dopma TPAKTUYECKOTO 3aHATHS TPEICTABISICT COOOW CHHTE3 ayAMTOPHOW W BHEAYJAUTOPHOUN
pabotbl. CTyeHTHl B T€UeHUE YUeOHOW HEIEIH CaMOCTOATENbHO PAacCMAaTPHBAIOT BOIPOCHI MO
TEME MPaKTHYECKOro 3aHAThsA. AyauTopHas paborta B (opMe NPAKTUUYECKOTO 3aHATHUA
npeaycMaTpuBaeT peuieHue 3a1a4, peuieHne npoOIeMHON CUTyalluy, BHICTYIUIEHHE CTy/IEHTa B
Ka4ecTBE OCHOBHOTO JOKJIQJ4YMKa IO OTICIHHOMY BOIPOCY B pPaMKax HHIMBHIYaIbHOTO
TBOpYECKOro 3aHsaTus (pedepara, scce). YdacThe CTYACHTA B JAMCKYCCHH, TUCITYTE MO3BOJISET
pa3BUBaTh MUPOBO33PEHUE, TBOPUYECKOE MBIILJICHHE U MOBBIIICHUE YPOBHS 3HAHHIA.

[IpakTuyeckue 3aHITHS SBISIOTCS JCUCTBECHHON ()OPMOW MPHOOIIEHHS CTYACHTOB K
WCIIOJIb30BAHUID MCTOYHUKOB M HCCIIEIOBATEIILCKOM JIMTEPATypbl HA HAy4YHOW OCHOBe. Yaiie
BCEr0 HCIOJIb3yeTcs JIHO0 BOIPOCHO-OTBETHAs Gopma, b0 obcyxaeHue pedeparos, pabora B
MaJIBIX TPYIIax, IPOBEACHUE POJICBBIX UTP U T.1.

[lonroToBka K TPAKTHYECKUM 3aHATHSIM OCHOBAaHA Ha IUIaHE, OMNPEICICHHOM
npernojiaBaTesieM K Kaxaod teme. Kaxkmas Tema NpPaKTUYECKHX 3aHSATHHA COMPOBOXKIACTCS
NEpEYHEM HOPMATHUBHBIX IPABOBBIX AaKTOB, a TaKXe Y4YeOHOW U UCCIEIOBATEIbCKOU
JUTEPATYPHI.

[Iporecc MOATOTOBKH K MPAKTHUECKOMY 3aHSTHIO BKIHOYAET 3HAKOMCTBO C COOTBETCTBYIOIICH
TEMOU B YUCOHHKE, U3YUCHHUE UCCIICA0BATEIILCKOM JTUTEPATYPHI.

[Ipy TOATOTOBKE K TPAKTHUYECKUM 3aHATHSM CIIEyeT BECTH KOHCIIEKTHI, KOTOPBIC
NPECTaBISIOT CO00M pa3BEepHYTHIN IUIaH OTBETa Ha BOMPOC, HO HE HMCUYEPIBIBAIONINIA OTBET.
TakuM KOHCIIEKTOM, a Tak)K€ HOPMATHBHBIM MAaTEpHUalOM CTYJICHT BIPaBEe IMOJB30BATHCS BO
BpeMs OTBETa Ha 3aHATHU. B TO ke Bpems, CIIEAyeT 3aMEeTHUTh, YTO CTYICHT HE JOJDKCH
3aUUTHIBATh KOHCIEKT oTBeTa. OH MOXET JIUIIb OMUPATHCS HA HEro, 4ToObl HE MOTEPSITh HUTH
paccyXaeHusl.

Jl1g BeieHHUs KOHCTIEKTOB MPAKTHUECKUX 3aHSITUN CIEAYyeT 3aBECTH OTIENbHYIO TeTPab.
[IpenogaBaTens MEpUOAMYECKU MPOBEPSET KA4eCTBO MOJATOTOBKHU K MPAKTUYECKUM 3aHSATHUSM,
coOupasi KOHCTIEKThI. ECITU CTYIEHT MpOITyCTHI MPAKTHYECKOE 3aHATHE, TO OH 00s3aH SIBUTHCS
Ha KOHCYJBTAIMIO K TIPETOAaBaTeN0, MPEAbSBUTh CBOW KOHCIEKT IO TPOIYIIEHHOH TeMe U
OTYUTATHCS B YCTHOM (hopme.

[{enb KaXXI0T0 CTYAEHTA - MIPOSBUTH CBOM 3HAHHS BO BPEMs MPOBEICHUS MPAKTUUCCKUX
3arsaTuif. [Ipm 3TOM MOTYT HCHOJB30BAaThCS caMmble pa3HOoOOpasHbie (opMbl PabOTHI:
BBICTYIUICHHE B KaueCTBE OCHOBHOIO JOKIAIuMKa, BBICTYIUIEHHE ¢ pedepaToM, ydactue B
JTUCKYCCHUSIX M KPYTJIBIX CTOJAX, Ap. DTO MPUIAET YIeOHOMY 3aHSATHIO XapaKTep KOJUIEKTHBHON
paboThl, TOBBIIIAET BHUMaHUE U HHTEPEC CTYICHTOB.

BricTymiieHre Ha TPAKTHYECKOM 3aHATHU HOCHT, TPEUMYIIECTBEHHO, TOOPOBOJIBHBIN
xapakrtep. CTyIeHT, jKelarolIuii OTBETUTh Ha BOMPOC IUIaHA, 3aHUMAaeT MECTO 3a Kadenpou u
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BBINOJIHAET (PYHKIMIO OCHOBHOIO JoKjiaauuka. Ero peubs He MOKET MpepbiBaThCs, MO0
KOMMEHTHpoBaThcsl. [locine OKOHUaHUS BBICTYIUIEHHS CTYIEHTHl TpYyINIbl BIpaBe 3aaaTh
JOKJIQJYUKY BOIPOCHl YTOUHSIONIETO XapakTepa, JuO0 o0paTuTh BHUMaHME Ha Ci1abo
OCBEILIEHHBIE aceKThl TeMbl. [Ipu 3TOM IpernoaaBaTens OLEHUBAET «KauecTBO» BOIpPocoB. OHU
HE JIOJDKHBI yOJIUpOBaTh 03BYUYEHHBIH MaTepuall, COJepkKaTh OJHO3HAUYHBIX OTBETOB (7]a — HET),
JIOJDKHBI  OBITh KOPPEKTHO C(OPMYJIUpPOBaHbl M COOTBETCTBOBaTb BOINpOCYy IUIaHa. Ecnu
BHUMaHHME y4yeOHOM Ipynmbl BO BpeMsl BBICTYIUIEHUS OCHOBHOT'O JIOKJIAUUKa PACCEsSHO, TO
Iperno/iaBaTesb NIPeAOCTABISAET EMY CAMOMY IIPaBO COPMYJIMPOBATH PsJl BOIPOCOB, U aJpecyeT
UX KOHKpETHBIM cTyzeHTaM. [Ipu Heo6xonuMocTu npenoaasarens 3aJaeT BOIPOCHl JOKJIAAUUKY,
mu0O0 CTy/IeHTaM.

AcIeKTbl, HE OCBEUICHHBbIE OCHOBHBIM JOKJIAJAUYUKOM, pacCMaTpUBAIOTCS B KadyeCcTBE
JIOTIONIHEHUH K oTBeTY. [locie aToro rpynna nepexoauT K pacCMOTPEHHIO CIIEAYIOLIEro BOIpoca.

[IpakTuyeckoe 3aHATHE 3aBEpIIACTCS IOJABEJCHHEM MTOroB padoTsl. IlpemonaBaTtens
PE3IOMHUPYET PACCMOTPEHHBIE ACHEKThl TEMbI, OTBEYAET HA BOINPOCHI CTYAECHTOB, aHAJIU3UPYET
paboTy Bcell yueOHOM IpyIIIbl U OTAEIbHBIX CTYJCHTOB.

[Ipu peanuzanuu pa3IUYHBIX BUIOB Y4eOHOH palbOThI MCIONB3YKOTCS 3aHATUS B
uHTepakTUBHOM (Qopme. Ilpu ocBoeHMM JaHHOM JMCLUIUIMHBI TNpUMeHseTcs (opMma
MHTEPAaKTUBHOIO 3aHATUS — Kpyriblid cros. Kpyrislii cTton - olmiectBo, coOpaHue B paMKax
Oojee KpyNHOro MepomnpusiTus (Cbe3da, CUMIO3MyMa, KoHpepeHuuu). Meponpusrue, Kax
IIPaBUJIO, HA KOTOPOE MPUTJIALIAIOTCS SKCIEPTHI U CIIELUAIUCTBI U3 Pa3HbIX Cep AeATeIbHOCTU
JUIsL 00CYK/JIEHUSI aKTyaJIbHbIX BOIIPOCOB.

JlanHas MoJiesib 00CY)KJ€HMsI, OCHOBBIBAsCh Ha COTJIAIICHUSX, B Kaue€CTBE MTOTOB HAET
pe3yibTaThl, KOTOpble, B CBOIO OuYE€peb, SABIAIOTCS HOBBIMU cCorJalleHusiMu. B mpouecce
KPYIJIBIX CTOJIOB OPUTMHAJIbHBIE PEIIEHUS U WU POXKIAKTCS J0CTAaTOYHO peako. boiee Toro,
3a4acTyl0 KpYIJbIH CTOJI WIpaeT ckopee HHGOPMALKMOHHO-TPONAraHJUCTCKYI0 pOJib, a He
CIIY’)KUT HMHCTPYMEHTOM BBIPAOOTKM KOHKPETHBIX PpELIEHUH. DTOT CIOCcO0 XapaKTepu3yercs
CJIENYIOIMMH TIPU3HAKAMU: 11eJIb OOCYKJIeHUsI — OOOOIUTh MACH W MHEHHUS OTHOCHUTEIIBHO
oOcyxxaaeMoil mpoOJIeMbl; BCE YYaCTHUKM KPYIJIOrO CTOJa BBICTYNAIOT B POJM ONIOHEHTOB
(TOKHBI BBIpaXKaTh MHEHME IO TMOBOJY OOCYXKIAaeMOTO BOMPOCA, a HE IO TOBOJY MHEHHI
JIPYT'UX YYacTHHMKOB); BCE YYAaCTHHKM OOCYXKIECHHS PaBHONPABHbI; HUKTO HE HMeEET IpaBa
JUKTOBAaTh CBOIO BOJIIO U PEIICHUS.

IIpenycmaTtpuBaercs, 4To OOydYaromuecs JOJKHBI CaMOCTOSTENIbHO JopadaThIBaTh
y4eOHbII MaTepuall, paCCMOTPEHHBIH B JIEKITUOHHOM TOPSIJIKE.

Ecnu BO3HUKAIOT CIO0XKHOCTH C BOCIPHATHEM y4eOHOTrO MaTepuana, CTyJIeHTY CleayeT
o0OpaTtuTthecs K mpernojasatento. J[ins MHIMBHUIYadbHOM pabOThl MPENYCMOTPEHBI €XKEHEEIbHbIE
KOHCYJIbTallUOHHBIE THU. [leHb Helenu, BpeMsl IPOBEACHHS KOHCYIbTAllMi yKa3aHbl HA CTEHIaX
By3a 110 HaIIPABJIEHUSIM MTOJATOTOBKH.

Hapsiny ¢ ayauropHoit paGoTod 1uisi CTyAeHTa NpU HM3YyYEHUH AMCLHUILIMHBI 0c000€
3HaYeHHE HMEET CaMOCTOsTeNIbHas paboTa B COOTBETCTBHM C IPEIyCMOTPEHHBIM Yy4eOHBIM
IUIAHOM  paclpefielieHueM BpeMeHU. MeToauueckue peKOMEHJAalMM 10  OCYILECTBICHHIO
CaMOCTOSITENIbHOW paboThl MpelCcTaBleHbl B pasnene «YdyeOHO-MeToAnuecKoe obecreueHue
CaMOCTOSITENIbHON PabOThI 00yUaIOIIUXCSI.
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6.YUYUEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSITEJIbHON PABOTHI
OBYYAIOIIXCHA

CamocrosiTenbHass pabora oOOydaroluiicss MPOBOJUTCA B BHUIE CaMOCTOATEIbHOU
MOJATOTOBKA BO BHEYPOYHOE BpeMsi IyTeM paboThl € pEKOMEHAYEeMOH JIUTepaTypoi,
HOPMAaTUBHBIMH aKTamH, rnepuoaukoil. CamocrosiTenbHas padota oOydaromuxcsi MpOBOJUTCS B
BUJIE CAMOCTOSITENIbHOW MOATOTOBKM BO BHEYPOUHOE BpEMsl IyTeM PalOOTBhI C PEKOMEHIyeMOn
JUTEPATYpPOU, HOPMATUBHBIMU aKTAMMU, IIEPUOAUKOM.

CamocrosarenbHass paboTa CTYICHTOB O4YHOM (OopMBl OOy4YeHHs TpPEAIoyaraet
MOJATrOTOBKY TEOPETUYECKOT0 MaTepuaia Jjs ONpoca Ha MPAKTUYECKUX 3aHATUSX M BOIPOCOB
JUISL  CaMOCTOSITENIPHOTO HW3YY€HHUS, pEIIeHHWE TEeCTOB, HAMMCAaHHE KOHTPOJIBHOM paboThl,
BapHaHThl KOTOPOU MPEJICTABICHBI HIKE.

Jlj1a caMonpoBepKU KauecTBa YCBOCHHS yueOHOro MaTrepualia npeaycCMOTPEHbI TECTOBbIE
3aganus. OOydaroluecs: CaMOCTOSITENIbHO MOTYT pelIaTh UX, TEM CaMbIM, TOTOBSICH K UTOTOBOMY
TECTUPOBAHUIO.

Ecnu BO3HHKAIOT CIIOKHOCTH C BOCIPHUATHEM YY€OHOTO MaTepuana, CTYACHTaM CIeqyeT
00paTUTHCA K MPEToaBaTeio.

Memoouueckue pexomenoayuu no HANUCAHUIO pedhepamos, O0KIA008

Pedepar (ot lat. «mokmambIBaTh», «COOOIIATH») MPEACTABIAET COOOH MHUCHMEHHBIM
JOKJIaJl Ha OIpPENEJCHHYI0 TEeMY, BKIIOYAIOIIUNA 0030p COOTBETCTBYIOIIUX JIUTEPATYPHBIX WU
JIPYTUX HUCTOYHHKOB, a TaKXKE COOCTBEHHBIE BBIBOJbI [0 OCHOBHBIM BOIPOCAM JTAHHOM TEMBI.
Pedepar sBnseTcs mepBoil CTYNEHbIO Ha IYTH OCBOCHHUS HABBHIKOB IPOBEICHUS HAYYHO-
UCCIIeIOBATEeNbCKOM paboThl. M30paHHast cTyieHTOM npoliemMa u3ydaercs U aHAIM3UPYeTCs Ha
OCHOBE OJIHOTO WJIM HECKOJIbKMX HCTOYHUKOB, pedepaT HamnpaBiIeH Ha aHAIU3 OJHOM WU
HECKOJIbKUX HAyYHBIX PadoT.

Hanucanue pedepara, noknana He siBisieTcs 00si3aTeNIbHOM paboToil oOyuaroierocss u
INPAaKTUKyeTCd B ydeOHOM IIpoliecce B ILENsSIX HNPUOOpPETEeHUs CTYAEHTOM HEOoO0XOAMMOMN
npodecCHOHATBLHON MOJATOTOBKH, PAa3BUTHUS YMEHHUS M HaBBIKOB CaMOCTOSITEIbHOTO HAay4YHOT'O
MIOUCKA: U3YYEeHHUs JIMTepaTyphl 110 BEIOPAHHOM TeMe, aHaIM3a Pa3IUYHbIX HCTOYHUKOB M TOUYEK
3peHust, 0000IIEeHUsT MaTepuaia, BbIIEICHUS TJIaBHOTO, (OPMYIHPOBaHUS BbIBOJOB M T.i. C
MOMOIIBIO pedepaToB CTYAEHT IIy0Ke MOCTUTraeT Hauboiee CI0KHbIE MPOOJIEMbl TUCIUITIIHHBI,
YYUTCSI JIAKOHHYHO H3JIaraTh CBOM MBICITH, TPABWIBHO O(GOpMISTE paboTy, JOKIaIbIBaTh
pe3yaBTAaThI CBOETO TPYAA.

Llenssmu Hanmcanus pedepara, TOKIaaa SBISIOTCS:

- pa3BUTHE y CTYICHTOB HaBBIKOB TIIOMCKa AaKTyaJbHBIX TPOOJIEM COBPEMEHHOTO

3aKOHOJIaTeIbCTBA;

- pa3BUTHE HAaBBIKOB KpPAaTKOTO W3JIOKEHHUS MaTepuajga ¢ BbIJENEHHEM JIMIIb CaMbIX

CYIIECTBEHHBIX MOMEHTOB, HEOOXOAUMBIX JIIsl PACKPBITUSL CYTH MPOOJIEMBI;

- pa3BUTHE HaBBIKOB aHalM3a M3Y4YEHHOro Marepuaia U (GOpMyTUpOBaHHMsS COOCTBEHHBIX

BBIBOZIOB TI0 BELIOPaHHOMY BOTIPOCY B IMUCbMEHHOHN ()OpMe, HAYIHBIM, TPAMOTHBIM SI3BIKOM.
3amauamu HanMcaHus pedepara, TOKIIaaa SBISTFOTCS:

- 00yYeHHEe CTyJIeHTa MaKCHMaJlbHO BEPHO IepenaTh MHEHHs aBTOPOB, Ha OCHOBE padoOT

KOTOPBIX 00y4aroUuiics muieT cBoi pedepar;
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- oOyueHue CTyAEeHTa I'paMOTHO H3JlaraTh CBOIO TO3MIMIO MO aHAJIM3UpyeMoill B pedepate
npobieme;

- TOATOTOBKA CTY/AEHTA K JaJbHEUIIEMYy Y4acTHIO B HAYYHO — MPAKTUYECKUX KOH(DEpeHUusX,
CEMHMHapax U KOHKYpCax;

- IIOMOIIb CTYIEHTY OIPEIEIUThCA C HHTEPECYIOLIEH €ro TEeMOH, HaJbHEUIee pacKpbITHE
KOTOPOM BO3MOXKHO OCYHIECTBUTH INPU HAIMCAaHUH KypCOBOW pabOThl MU BBIMYCKHOMN
KBATM(UKAIIMOHHON PabOTHI;

- BBIpA0OTKAa HABBIKOB KOHTPOJISI HM3JI0KEHHUS MPUUYMHBI CBOETO coOIacus (Hecorjacus) c
MHEHHEM TOT'O WJIM HHOTO aBTOPA IO JIaHHOM mpolieme.

[Iponecc Hanucanust pedepara, J0KIaa BKIIOYACT:

* BBIOOp TEMBI;

* COCTaBJICHUE IUIAHA;

* MOI00P UCTOYHUKOB U UX M3YYCHUE;

* HallMcaHUe TeKCcTa paboThl U ee 0hOpMIICHHE.

Temy pedepata, pokiIaga CTyIEHT BBIOMpPAaET CaMOCTOSATENbHO, ONUPAsCh Ha
npeiaraeMyro TeMaTuky. B pabore Ha OCHOBE THIATENBFHOTO aHaIU3a U 000OIIEHUS HAYYHOTO
MaTepuana COIMOCTABISAIOTCS Ppa3IUYHbIE B3IJISIABI aBTOPOB M OIpeAemsieTcs COOCTBEHHAas
MO3HIIUS 00YYAFOIIETOCs ¢ U3JI0KEHUEM COOTBETCTBYIOIIMX apTyYMEHTOB.

Paboty Han pedeparom, HOKIaIOM ClleAyeT HAYMHATH C OOIIETO O3HAKOMIICHHUS C TEMOMU
(mpouTeHHEe COOTBETCTBYIOIIETO pa3jiena yueOHUKa, yueOHOro mocooust U JPyrux UCTOUYHUKOB).
OpnHaxo nepeuyeHb UCTOYHUKOB HE JOJKEH CBSI3bIBaThb MHULMATUBY oOydaromierocs. OH MOXeT
MCIIOJIb30BaTh HAYYHYIO JTUTEpPaTypy, MOJ00paHHYI0 caMOCTOATENbHO. OCOOEHHO BHUMATEIBHO
HEOOXOUMO CJEeIUTh 32 HOBOW JHUTEpaTypod mo m3OpaHHOW mpobiieMaTHKe, B TOM 4YHCIE 3a
KYpHAJIBHBIMU CTaThsiMU. Kpome Toro, He JHMIIHUM OyaeT O3HAKOMHUTBCS C pedeparamu
MPEIIECTBEHHUKOB 10 aHAJIOTHMYHOMN WM MOXO0XKEW TeMe, TJie MOKHO MOYEPIHYTh HEKOTOPHIE
uzeu (IIpu 3TOM 0053aTeNbHO CAENaTh CHOCKY B TEKCTE pabOThI), a TAKXKE MPUHATH BO BHUMAaHUE
npasuiia opopmiieHus pedepara, 10kiIaaa. B npouecce nzydyeHus auTepaTypbl pEKOMEHIYETCS
JIeNIaTh BBIMMCKHU, IOCTETIEHHO TPYNIUpPYS M HAaKallluBas TEOPETHYECKUM W MpaKTHUYeCKUH
Marepuan. Ilman pedeparta, moknamga AOMKEH OBITH COCTaBIEH TAaKUM OOpa3oM, 4YTOOBI OH
pacKpbIBall TEMY paOOTHI.

CTpyKkTypHBIMU 3JeMeHTamMHu pedepaTa, [HOKIala SIBISIOTCS: TUTYIBHBIA  JIKCT,
coJlep;KaHue, BBEACHNE, OCHOBHAS 4aCTb, 3aKJIFOUEHUE, CIIUCOK JIUTEPATYPbl, IPUIIOKEHUS.

Bo «BBeneHMM» HEOOXOIUMO pacCMOTPETh AKTYaJIbHOCTh TEMBI C TOYKH 3pEHHUS
COBPEMEHHOM HayKH, HBIHEIIHEro COCTOSIHUS O0IIecTBa U KyJabTypbl. Cienyer ykazaTb MECTO
0003Ha4YeHHOU MPOOJIEMBI CPENI IPYTUX, KaK YaCTHBIX, TaK U 0oJjiee O0IINX, a TaKkKe N30paHHOe
Bamu HanpaBneHue ee pacCMOTPEHUA.

BBenenue okxaHumBaercs (QopMyJIuMpOBaHHMEM 1€MW M 3anad uccienoBaHus. Llensb
pedepaTa MOXKET 3aKIFOUATHCS B TOM, YTOOBI 00OOIINTH WJIM CPABHHUTH PA3JIMUHBIE TIOJIXOBI K
paccMOTpEeHUIO MPOOIIEMBI, BHIIBUTH HAMMEHEE WM HauboJiee U3ydeHHbIE €€ CTOPOHBI, TOKa3aTh
OCHOBHOI CMBICII HCCJIEN0BATENbCKOTO HANpPAaBJIEHUS, HAMETUTh IyTH €ro JaJbHEWUIIEro
pa3BuTHs. 3anauu (MX MOXKET OBITh HECKOJIBKO) OTpa)kaloT Oosiee NEeTaJbHOE pPacCMOTpPEHHE
nenu. B kauecTBe 3a7a4 MOTYT BBICTYIATh: aHAJIN3 JIUTEPATYPHI 110 U30paHHOI TeMe, CpaBHEHHE
pPa3IMYHBIX MOJAXOJOB K PELICHUIO MPOOJIeMbl, UCTOPUYECKUN 0030p, ONMUCAaHHE OCHOBHBIX
MMOHATHH UCCIEeTOBAHUS U T.1I.
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«OcHOBHasi 4acTh» IOCBSIIEHA CAMOMY HCCIENOBaHUIO. B HEH, B COOTBETCTBUU C
MOCTaBJICHHBIMU 3ajlayaMH, PAaCKpBIBAE€TCS TeMa paloThl. 31eCh HYKHO MPOCIEAUTH IyTH
peLIeHHs MOCTABJICHHOM MpoOJieMbl. DTO JenaeTcs ¢ MOMOILIbI0 IIMTUPOBAHHS M IEpecKasa
TEKCTa WCIOJb3YEMBIX BaMH JHMTEPATYPHBIX MCTOYHHKOB. COOCTBEHHBIE CIIOBA, KAaK IMPAaBHIIO,
3/1eCh HY)KHBI JJISI CMBICIIOBBIX CBSI30K M IS BBICKa3bIBaHUS CBOETO OTHOIIEHHUS K TO3UIHH
aBTOpa.

[Ipu moaroroBke pedepara, HOKIaJa BaXKHO HAYYUTHCS BBIIEIATH TJIAaBHOE B TEKCTaX
MEPBOMCTOYHUKOB, C KOTOpeiMH Bbl pabotaere. Ilpexae Bcero, Halo «IOHSTHY» Ha3BaHUE
MOHOTpadUU WK CTAThH, IOTOMY YTO UMEHHO B HEM, KaK MPaBUJIO, KOHIICHTPUPYETCS] OCHOBHAS
ujes aBTopa. 3aTeM IMOCMOTPETh OTJIaBJICHUE U MPEIMETHBIN yKa3arenb (4TOObI MOHATh, €CTh JIN
B KHHI€ TO, YTO BaM HYXHO). [loToMm ciegyeT HaliTW Te 4yacTH TEKCTa, KOTOpPbIE COAEp)KaT
KJIIOUEBbIC MOJIOKEHHUS N3Y4aeMON HAYYHOH MPOOJIEMBI, IPHUEM HU3JI0KUTH HE TOJBKO BBIBOJBI
aBTOPOB, HO M T€ MCCJIEI0BAHNUS, KOTOPBIE K HUM MPUBEIH.

Jns HamucaHus OCHOBHOM dYacTu TpeOyeTcsi OCOOCHHO TINATEeNbHO BBIACTATh U3
MPOYUTAHHBIX HAayYHBIX TEKCTOB TJIABHBIE IOJOXKEHHs, OTHOCAILIUECS K IMpolieMe, a 3aTreM
KpaTKO, JOTHYHO U JIMTEPATYpPHO TpaMOTHO WX u3naratb. C 3TOW IENbI0 TMOJIE3HO HITH OT
o0IIero K 4YacTHOMY: Ha3BaHUE M KIIIOYEBbIE TIOHATHUA TEOpPUH, €€ aBTOp, Korja Oblia
Ope/UIo’keHa W TO0YeMy, K KakuM pe3yibTaraM IpHBeNia, KeM H KaK KPHUTHKOBalIach, KTO
JIOTIOJTHSUT ¥ Pa3BHBAJ €€, KAKOBO COBPEMEHHOE COCTOSIHUE MPOOJIEMBbl, MHEHHE aBTOpa MO 3TOH
npobiieme.

OcHOBHasi 9acTh MOXKET IMPEJICTABIATh COOOW IEIBHBIH TEKCT, & MOXET COCTOSTh U3
HECKOJIbKMX  maparpadoB, HAYMHAIOIIMUXCS MPOHYMEPOBAHHBIM  MOJ3arojoBkamMu. Jls
WUTIOCTPAIIMM OCHOBHOTO COJEP)KAHMSI MOKHO HCIIOJIb30BaTh PHUCYHKH, CXEMbI, TpaduKy,
TaOJIMLIBI, TUarpaMMbl U IIPOYHE HATJISHbIC MAaTepUAIIbI.

BrIBOIBI 3aBepIlIalOT OCHOBHYIO YacTh. B HUX KpaTKO M3J1araloTCsi OCHOBHBIE PE3YJIbTATHI
paboThl IO MYHKTaM, COOTBETCTBYIOLIUM 3a/1adyaM HCCJIEIOBAaHUS U OTPaKaeTCs MHEHHE aBTOpa
0 pe3ylbTaTax CpaBHEHHUs W/WIM OOOOIIEHHS TOYEK 3PEHHUs pa3IudHbIX Y4YeHbIX. B BbIBOmax
JIOJDKHO OBITH TMIOKA3aHO, YTO 1ENb UCCIIEOBAHMS JOCTUTHYTA.

«3aKJII0YeHe» MPEJCTaBIsAEeT cOO00N OOMMI MUTOr PabOThl C KPATKUM MEPEUUCICHUEM
BBITTOJIHEHHBIX aBTOPOM JTArloB MCCIIEIOBAHUSA. 3/1€Ch K€ MOKHO OTMETUTh ITyTH JTAbHEHIIIEro
UCCIIEIOBaHMsI, BO3SMOXHOCTH MPAKTUYECKOT'0 IPUMEHEHHUS TIOJIYYEHHBIX pe3yJIbTaToB U T.JI.

N3noxeHne wmarepuaiga JOJDKHO OBbITh KpaTKUM, TOYHBIM, IOCJIEJOBATEIbHBIM.
Heo6xonnmMo u3berarb HENPHUBBIYHBIX MM JABYCMBICIEHHBIX MOHATHH M KaTEropui, CIOKHBIX
rpaMMaTu4eckux o0OpoToB. TepMHUHBI, OTAEIbHbIE CIOBA M CIOBOCOYETAHUS JOIMYCKAeTCs
3aMEHSTh TPUHATHIMH TEKCTOBBIMH COKPAIEHUSIMH, CMBICT KOTOPBIX SICEH M3 KOHTEKCTA.
Pexomenmyercss Bkio4aTh B pedepaT CXeMbl W TAONHIIBI, €CIIM OHH IIOMOTAIOT PAaCKPHITh
OCHOBHO€ cO/iepKaHHe MPOOJIEMbI M COKpaIlaloT 00beM pabOoThI.

Odopmnenue pedepara, qoxnama

O6wem pedepara 00bIYHO conepkuT 18+3 crpanHul] meyaTHoro Tekcra. KomuuecTBo
CTpaHMII 3aBUCUT OT OOBEKTHBHOM CIIOKHOCTH PACKPBITUSL TEMBI U IOCTYITHOCTH JIMTEPATYPHBIX
UCTOYHUKOB.

I[TepBeiii mucT pedepara, 1OKIAAA - TUTYIbHBIN (HA TUTYJABHOM JIMCTE HOMEP CTPAaHUIIBI
HE CTAaBUTCS, XOTS U yYUTHIBACTCS).
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Crcok muTeparypsl He IOJDKEH OrPaHnYHBaThCS TONBKO YIEOHMKAMHU M HE MOXKET OBITh
MeHee 5 wucTouHuKoB. CHHCOK JUTEpaTypbl HOJDKCH COJCp)KaTh Ha3BaHUS HCTOYHUKOB,
(bamMuINK ¥ MHULHAAIBI KX aBTOPOB, H3/1aTENICTBO, MECTO U TOJ OMyOJIMKOBAHMS, a TAKKe o0IIee
KOJIN4ecTBO cTpanull. bubnmorpadus BeicTpanBaeTcs B andaBUTHOM HOPSIIKE.

B mpornecce paboThl HEOOXOMMO JA€IaTh CCHUIKM Ha pabOTHI YYEHBIX, MBICIHA KOTOPBIX
UCTIONIL30BaHBI B paboTe, U 110 Mepe HaJJOOHOCTH O(OPMIISITH CHOCKH.

HanmeHnoBanue dopmar

dopmar Oymaru A4

Hlpudt Times New Roman, pa3mep (kerns) 14
MeX1yCTpOYHBINH HHTEPBAI 1,5

[Tosst: cieBa/cripaBa/CBEpXy/CHHU3Y 2/1/2/2

Cuocku (mpudr) Times New Roman, pa3mep 10

Homep cTpanuis

Pedepar, noxmam CcTyIeHT MOXET WUIOCTpUpoBaTh mpe3eHTanueil. I[lpu cocrtaBnenun
Mpe3eHTAlMl He0OX0IUMO YUUTHIBATh CIEAYIOUINE TPEOOBaHUS.

Jlis ~ TOATOTOBKHM — TMPE3EHTAllMM  PEKOMEHAYETCS  HCIOJb30BAaHUE  MPOTPaMMBbl
MicrosoftPowerPoint. CdopmynupoBaTh Leiab NOpe3eHTAMH, OMNpPeNeIuThcss ¢ (popmarom,
BBICTPOUTD JIOTUYECKYIO LIEMIOUKY, OMPENETUTHCS ¢ KApTUHKAMU WILTIOCTPALIUiA, AUarpaMMaM
* IIpe3eHTAIs HEe JOJIKHA ObITh MeHbIe 10 crnaiiaos;

* TIEPBBIN JIUCT — 3TO TUTYJIBHBINA JIUCT, HA KOTOPOM 0053aTEIBHO JOJDKHBI OBITH MPEICTABIICHBI:
Ha3BaHUE MTPOEKTA; PaMUIHs, UMsI, OTYECTBO aBTOPA,

* CICAYIOUIMM CIAiiioM JODKHO OBbITh COAEpKaHHWE, IJIe IPEICTaBIECHbl OCHOBHBIE 3Tallbl
(MOMEHTBI) MPE3eHTALINH; )KEJATEIbHO, YTOOBI U3 COACPKAHUS 110 TUIIEPCCHIIIKE MOXKHO MeperTH
Ha HEOOXOAMMYIO CTPAaHHUILY U BEPHYTHCS BHOBb Ha COZCPIKAHME,

* IMU3alH-3PrOHOMUYECKUE TpPeOOBAHMS: COUYETAEMOCTh I[BETOB, OTPAaHUYCHHOE KOJIMYECTBO
00BEKTOB Ha claiizie, IIBET TEKCTa;

* MOCJIETHUMU CIIaliJaMH MPE3EHTAINH JIOJDKHBI OBITH TTIOCCAPHI U CITUCOK JINTEPATYPHI.

KauectBeHHOE OCBOEHHME y4eOHOro MaTepuansa HEBO3MOXKHO 0€3  OCBOEHHUS
COOTBETCTBYIOILIETO MOHATUHHOTO ammapaTa, ¢ 3TOM LENb0 CTYJIEHThl MOT'YT BOCIOJIB30BaThCS
rJIocCapueM, BKITIOYAIOIUM TEPMHUHBI U TOHATUS. TepMHH — 3TO CJIOBO, WJIM COYETaHUE CIIOB,
ABIIAIOIIEECS] TOYHBIM OOO3HAUEHHWEM ONPEJEICHHOTO IMOHITHUS KaKoH-TH0O0 CrHeluaaIbHOM
obnmactu Hayku. [loHsiTHE — MBICIB O TpeaAMeTaXx W SBICHHUSIX JCHCTBUTEIHHOCTH,
oToOpaskarorias ux oOlIMe U CyIeCTBeHHbIE IPU3HAKH, CBSA3U U OTHOIICHUS.

Memooduueckue pexomenoayuu o HANUCAHUIO ICce.

TpeGoBanust K comep)kaHUIO 3cce. Dcce MUILETCS Ha OJHO U3 HMXKE MPEUIOKEHHBIX
HAYYHBIX HW3BICKAaHWK TOTO WJIM WHOTO aBTOpa, HO IPEIBApUTEIBHO TEMAaTHKa 00s3aTelIbHO
COIIacoBbIBaeTCs C mpenogaBaTeneM. Ilepen TeM Kak MepelTH K HaMMCaHUIO 3CCE€ HYXKHO
MOJIYYUTh TO Hay4YHOE NMPOU3BEJCHHE, Ha KOTOPOE coOUpaeTech B ajbHelIeM Hanucarh 3cce, U
BHHUMATEJIbHO MNPOYUTATh €ro (PEeKOMEHIYyeTcs HCIO0JIb30BaTh OubnuoreuHsli (ona «IBOD
BABT», a Takke MHTEPHET pPECypcChl, CIIpaBOYHO-TPaBoOBYIO cuctemy «Koucymprant Ilmroc»
pas3zien KijaccMka IpaBOBOTO Hacleaus M Jpyrue ucrouyHuku). [locme dero HeoOXoauMo
U3NIOKUTh KPaTKoe CoJep)KaHUue MpouuTaHHoro Bamu HaydHOro mpousBeneHus, u Barie
cOoOCTBEHHOE MHEHHE Ha PacCMaTpPUBAEMbli HAYYHBIH TPy TOTO WU MHOTO aBTopa. [Ipu aTom B
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OCCC YKA3bIBAKOTCA KaK JOCTOMHCTBA, TaK U HCAOCTATKHN aHAJIM3UPYEMOI'O IMIPOU3BCACHUSA, U €TI0

BKJIaJ] B OTEYECTBEHHYIO U 3apYOCIKHYIO HAYKY.

Occe MOMKHO OBITh O(QOPMICHO M COAEP)KATh: THUTYJABHBIA JIMCT M OCHOBHYIO YacTh

(HemocpeICTBeHHO cojiepxkanue scce). OObeM dcce TOJKEH COCTABIATh IPUMEPHO 7-15 mucToB

MmarnuHonucHoro Tekcra (mpudt TimesNewRoman, mpudt 14, uatepsain 1,5).

IInan-rpa¢guk BINOJHEHHSI CAMOCTOATEIBLHOM padoThI

O4YHasl | OYHO-
Tpynoem Buani

Ne Y4ebH0-00pazoBaTeIbHbIE KOCTb CaMOCTOATEIbHOI 3a0HH

n/m €IUHUIBI TUCIIUTIINHEI CPC, padoThI CTY/1€eHTOB an
Yachl
Lenwu u 3aJ1a49M 214 Dcce 0,5 1
JIOKYMEHTHUPOBAHUS Jloxman 0,5 1
1 YIPaBIECHYECKON AEATEIbHOCTH. KonrposnbHas pabora 0,5 1
Pedepar 0,5 1
2/4 Pedepar 0,5 1
2 | Uctopust nmenompou3BojicTBa B Jloknan 0,5 1
Poccunm. Konrponsnas pabora 1 2
CoBpeMeHHOE 2/4 Jloxman 0,5 1
3 | ACTOMPON3BOACTEO. ITonsarue Pedepar 0,5 1
EEI;};B;?;IEEQB&IHHOH KonrpomnbHas pabora 1 2
HopmatuBHO-MeTOIMUYECKAS KoHntposbHas padota 0,5 1
4 | 6aza JOKYMEHTAIMOHHOTO 214 Tect 0,5 1
o0ecrieueHHs yIpaBJICHUS Pedepar 1 2
Odopmnenune ympaBlIeHYECKOU 2/4 Dcce 0,5 1
5 JIOKYMEHTAITU! Tect 0,5 1
KontposnbHas pabota 1 2
Cnyx06a JIOV. Pedepar 0,5 1
5 2/4 Joknan 0,5 1
KonrponsHas pabora 0,5 1
Tect 0,5 1
JloKyMeHTO000pOT 2/4 Pedepar 0,5 1
7 | opranuzamnuy. Jloxitan 0,5 1
KoHTponsHas paboTa 1 2
[udposas TpancdopmaIms Dcce 0,5 1
JOKYMEHTOO00pOTA. 2/4 TecT 05 1
3 :

KonTponbHas pabora 0,5 1
Pedepar 0,5 1
Opraunusanys paboTHI c 2/4 Dece 0,5 1
JnokyMeHTamu. CuctemaTtusanus Tect 0,5 1
9 M XpaHCHHUE TOKYMCHTOB Pedepar 0,5 1
KonTpossHas pabora 0,5 1
10 | CocraBnenue JIOKYMEHTOB. 2/4 Hoxnan 0,5 1
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OCOOEHHOCTH A3bIKA W CTHIA Pedepar 0,5 1

CITy>K€OHBIX JIOKYMEHTOB. Yoce 05 1

JlenoBeie muchMa Tocr 05 1

Oco0eHHOCTH IIOATOTOBKUA U 2/4 Joxman 1 1

11 | obopmieHHsT OTIENBHBIX BUJIOB Dcce 0,5 1

JIOKYMEHTOB. Pedepar 0.5 2

12 PaboTa ¢ koH(pHUACHIHATEHBIMU Dcce 1 2

JOKYMEHTaMHU 2/4 Tect 1 2

Cucremaru3zanus u 2/4 KonrponbHas pabora 0,5 1

obecrnieueHue COXPaHHOCTHU Pedepar 0,5 1

13 | 1OKyMeHTOB. [ToaroroBka Jloknan 0,5 1

JOKYMEHTOB K  apXHBHOMY 0,5 1
XPaHEHUIO Tecr

Cucrema nenonpousBoactea | 10/10 Pedepar 1 1

14 roCy/1apCTBEHHON CITYKOBI. TecT 1 1

[TonroroBka K 3a4ery 8 8

36/62 36 62

B ocBoeHMH IUCHMIIIMHBI MHBAIWJAMM M JIMLAMH C OTPaHUYEHHBIMH BO3MOXKHOCTSMU
3I0pOBBsI OOJIBIIOE 3HAUCHHE MMEET WHAMBHIyaldbHas padorta. Ilog mHaMBUIYaTbHON paboTON
noJpasymeBaroTcs ABe (HOpMbl B3aUMOJEHCTBHS ¢ IpenojaBaTeieM: HHAUBUyalbHas ydeOHas
pabora (KOHCYJbTalluu), TO €CTh JOIOJIHUTEIbHOE pa3bsCHEHHE Y4eOHOro Marepuaia Hu
yIiIyOJIeHHOE M3Y4YEeHHE MaTepuasia ¢ TeMH 00y4yarolIUMUCs, KOTOPbIE B 3TOM 3aMHTEPECOBAHBI,
U UHJUBUJyalbHas BOCHUTaTenbHas padbora. HauBUAyanbHbIE KOHCYJIBTALUU 1O NPEAMETY
SBJISIIOTCSL  BaXKHBIM  (DAaKTOPOM, CHOCOOCTBYIOUIMM  HHAMBHIyalIM3allUM OOydeHUs W
YCTQHOBJICHHIO BOCIIMTaTEIbHOIO KOHTaKTa MEXIy IpenojaBareleM U 00ydaronuMcs
MHBAJIUIOM WM 00y4arOUIMMCS C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/10POBbSL.

Y4ebHO-MeToIMYeCKHe MaTepualibl Uil CaMOCTOSTEIbHOM pPabOThl OOydarOIIMXCS M3

qucjia MHBAJIMAOB U JIUI[ C OTPAHWUYCHHBIMU BO3MOXHOCTAMHU 3O0POBBI HMPCAOCTABIAIOTCS B

dbopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 370POBbS U BOCIIPUATHS UH(pOpMALIUU:

01 MUY, ¢ HAPYWEeHUAMU 01 MUY, ¢ HaApYyWeHUAMU 01 Uy, ¢ HaApYWeHUAMU
3penun: cayxa: ONnoOpHO-06U2AMEILHO20
annapama:
— B re4aTtHoi hopme — B 1eyaTtHoi (opwme, — B 1e4aTHoi (opwme,
YBEJIMYEHHBIM HIpUPTOM, — B (hopMe JIEKTPOHHOTO — B (hopMe JIEKTPOHHOTO
— B (popMe 3IIEKTPOHHOTO JIOKYMEHTA. JIOKYMEHTA,
JIOKYMEHTA, — B (popme aynuodaiina.
— B (popme ayamodaiina.

7. MIEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT U U TIPOTPAMMHOI'O
OBECIIEYEHUA
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B ydeOHOM mporiecce HCHONB3YIOTCS JIMIICH3HMOHHBIE BEPCHUH TPOTPAMMHBIX MPOIYKTOB,
o0ecreunBarOINe TOBBIICHUE KAadeCcTBa IMPOBEJCHUS 3aHATHH Ha OCHOBE HCIIOIH30BAHUS
COBPEMEHHOW KOMIBIOTEPHOH TeXHUKH: onepannoHHas cuctema Windows XP, 7,0, 8.1; maker
nporpamm MicrosoftOffice 2013; antuBupycHoe nmporpammuoe obecrneuenne eset ENDPOINT

ANTIVIRUS . DnekrponHo-6uommoreynas cuctema (ObC) www.znanium.com. Ilpe3eHranun

odopmisroTest B mporpamme PowerPoint.

B ciaysae BO3HUKHOBEHHs (BO3OOHOBJIEHHS) CIOXHOH  AMHMIEMHOJIOTHYECKON
00CTaHOBKOW B peruoHe, BbI3BaHHOW maHjemuedt kopoHaBupyca COVID-19 wnm wuHBIMH
HEOJIAroNpUsATHBIMU YCIOBUSIMHU, Y4EOHBIH MPOLIECC MPOBOAMUTCS B JUCTAHIIMOHHOW (opme ¢
npumenenneM JIOT nocpencTBom miaatdopMel st IPOBEACHUS ayAUO U BUICOKOH(PEPEHINA B
peKUMe JIBYCTOPOHHEW BHICOKOH(EpEHIMH, Ie OOy4aromMHCs W NpenojgaBaTreib HMEIOT
BO3MOXXHOCTh BUJIETD U CIIBIIIATH APYT APYTa, COTNIACHO CIEAYIOUIEH mpoienype:

- mpoeccopcKo-MpenoaBaTeIbCKHil COCTaB OCYILECTBISAET 3aHATHS C 00YYarOIIUMHUCS,
TEKYIIYI0 M IPOMEXYTOUHYI arrecrauuto ¢ npumeHenuem JIOT, Bkimrouas oOydeHue c
UCIIOJIb30BAHUEM COBPEMEHHBIX HMH(POPMALMOHHBIX M TEJIEKOMMYHUKAIIMOHHBIX CHUCTEM,
METOJUYECKOe, TEXHOJOTMYeCKOe W OpraHu3alMOHHOE obecredeHre Y4eOHOTo Mpolecca;
OKa3bIBaeT 00YUaIOIUMCS HHIUBUAYAIbHBIE KOHCYJIbTAIIMN C TPUMEHEHHEM HH()OPMALIMOHHBIX
U TEJIEKOMMYHHUKALMOHHBIX TEXHOJIOTUHA IOCPEICTBOM: JJIGKTPOHHOM IOYTHI; OHJIAHH
KOHCYJIbTallUM C MCIIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX TEXHOJOIHH; KOHCYJIbTALlUU C
HCIIOJIb30BaHUEM JJIEKTPOHHOU HH(OPMALMOHHO-00pa3oBaTeNbHON cpeabl (4ar, BeOuHap),
KOHCYNIbTalluM B (opyMax Y4eOHBIX AUCHUIUIMH 3JIEKTPOHHOM CHCTEMBbl IAMCTAHIIMOHHOTO
00y4eHus;

- KaX/1bIil oOyuaromuiicss umeet cBoOOIHBIN nocTyn Ko BceM cepBucam DNOC, koTopblit
NEepCOHAIM3UPOBAH (MO €AMHOM yUeTHOH 3alMChi0) U UMEET €IMHYIO TOUKY BXO/a;

- JIMI0, OTBETCTBEHHOE 3a TEXHHUYECKOE COIMPOBOXKICHME Y4eOHOro mpolecca,
OCYIIECTBIISIET MOJKJIIOUEHHWE K BEOMHApHOW KOMHATe NpernoaaBaress, A oOecreyeHUs

ydacTus o6yqa}0m14xcs[, B U3Yy4YCHHUU y‘I€6HI)IX JUCHUITIINH.

HaumenoBanue Ha3naveHue ¥ THII JTMLIEH3MHU POTPAMMHOI0 00ecrie4eHHs
NPOrpaMMHOI0
obdecrieyeHus
Linux. WHTerpupoBaHHbIi MaKeT MPUKIIAJAHBIX IPOTPAMM.
JIuuen3nonHas Bepcust
Openoffice WHTerpupoBaHHbIi MaKeT MPUKIIAJAHBIX TPOTPAMM.
CB000JIHO pacpOCTpaHsIEMBbIit
NIIC WHupopmanmoHHO-TIOUCKOBasE CUCTEMA, IT03BOJIsIONIast paboTaTh C
«Koncynprantlirocy HOPMAaTUBHO-TIPAaBOBBIMU aKTaMH, y4eOHON U HAyYHOU
URL: JIUTEPATYPOH.
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http://www.znanium.com/

http://www.consultant.ru/ | JluniensnonHas Bepcus

3HaHUYM
URL:
search.znanium.com

DneKTpoHHass OMOIMOTEYHAS CUCTEMA.
JIutieH3nOHHAs BEpCUs

Hay4nas ssekTpoHHas
Ooubnanoreka
www.e-library.ru

Poccuiickast Hay4dHast SJIeKTpOHHAs OHOIHOTEKA.
CBoOoaHBIi JOCTYyN

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JJUCHUIIJINHBI

Jns  obecrieueHWst TOATOTOBKM — oOywarommxcsi B «JlanbHeBOCTOUHOM  duuinane
®enepalibHOTO TIOCYAApCTBEHHOTO OFOKETHOTO 00pPa30BATEIbHOTO YUYPEKACHHS BBICILETO
oOpa3zoBanus «Bcepoccuiickas akalemMusi BHEIIHEH TOProBiau MHMHHCTEPCTBA SKOHOMUYECKOTO
pasButust Poccuiickoit @enepauuu» co3naHa HeoOxoiumas HHPOpMalMoOHHas 0aza, H
o0ecrieyeH JOCTyN 00YyJaroImuXcs K Pa3IMYHbIM CETEBBIM HCTOYHUKAM MH()OpMAIHH, BKIFOYas
HuTtepHer, uto cnocoOcTBYeT 3(h(HheKTHBHOMY MOITyUEHHUIO MTPO(ECCHOHANBHBIX HABBIKOB.

OcBoeHMe AMCLUUIUIMHBI OCYLIECTBISETCA B yUeOHON ayauTopuu, paccuntaHHod Ha 80-130
CTYACHTOB, 00OpPYJOBAHHOW MYJIbTHUMEAMWHBIM KOMIUIEKCOM M 3KpPaHOM [yl JEMOHCTpalUH
CJIAliIOBBIX TPE3EHTAUMI W MHBIX HEOOXOJMMBIX MaTepHuajoB. sl caMOCTOATENbHOW PabOThI
oOydaromuxcsi MOTyT ObITb HCHOJb30BaHbl yueOHble ayautopun Ne 415 («Hayuno-
uccienaoBarenbekas saboparopusi»), Ne 206 («KoMmbIOTepHBIH Ki1accy).

Aymuropun 6ubnuorexku 207, 209 o6opyaoBaHHbIE 5 pabOYMMHU CTAaHIUSAMH C JIOCTYIIOM K
cetu «MIHTEpHET» U B NEKTPOHHYIO HHPOPMAIITMOHHO-00pa30BaTeNbHYIO CPEly OpTaHU3alu1, U
KOMILJIEKTOM y4eOHOM MeOenn Ha 35 MocajouHbIX MECT.

B cooTBeTcTBUM C COAEpPKAHMEM TEOPETUYECKOM M IMPAKTHYECKOM YacTH Kypca
UCTONb3yeTCsl Hay4dHas JMTeparypa, O3JEKTPOHHBIE pecypchl, TEXHHYECKOe 00opyroBaHME
(oucHas TexHuka, kommbioTepel) [IB® BABT u Tex opranuzauuii u ydpexIeHHH, rie
CTYJEHTBI IPOXOJAT UCCIIEI0BAaHUS U POU3BOICTBEHHYIO [TPAKTUKY.

OOyueHne UWHBWIMAOB M JIML C OrPAaHUYEHHBIMH  BO3MOYKHOCTSMHU  3710pPOBBS
OCYILECTBIISICTCS ¢ IPUMEHEHHUEM CIIELUAILHOTO 000pyI0BAHUS:

a) JUTSl JTUI] C HAPYIICHUEM ClyXa (aKyCTUUECKHI YCWIMTENb U KOJIOHKU, MYyJTbTUMETUNHBII
MIPOEKTOP);

0) nmns JuI ¢ HapyUIeHHeM 3peHus (MYyJIbTHUMEIUHHBIM HpPOeKTOp (MCIOJIb30BaHHE
IIPE3EHTALMN ¢ YKPYITHEHHBIM TEKCTOM);

B) JUISl JIMI] C HApYIIEHUEM OIOPHO-JIBUraTeNIbHOTO ammnapara (epcoHalbHble MOOUIIbHBIE
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KOMIThIOTEPBI-HETOYKH ).
ITpu nHeobxoaumoctu ucnonbdyercs Kab. Ne 107 — «KabuneTr niast MHBaJIMIOB M JIMIl C

OB3».

9. BUBJINOTPA®UYECKHI CITUCOK

HopmaTuBHO-paBOBBIE TOKYMEHTBI
1. ®enepanpubiii 3ak0H oT 27.07.2006 N 149-03 "O6 umHbopmanymu, HHHOPMAITMOHHBIX

TEXHOJIOTHAX U O 3anuTe nHdopmaruu'

2. ®denepanbHbIii 3aK0H OT 27.07.2006 N 152-®D3 "O nepcoHaIbHBIX JaHHBIX"
3. ®enepanbHblil 3akoH 0T 06.04.2011 N 63-D3 "O0 351eKTpOHHON NOAIUCH";
4, Vka3 Ilpesugenra Poccuiickoit denepanun ot 06.03.1997 N 188 "OO6 yrBepxkaeHuu

[Tepeuns cBeaeHU KOH(DHUICHIIMATIBLHOTO XapakTepa'.

S. I'OCT P HMCO 30300-2015 «CHUBUI». Huadopmanus u moxkymentarms. Cucrembl
yrpasieHus TokyMeHTaMu. OCHOBHBIE TTOJIOKEHUS B CIIOBAPb)

6. I'OCT P UCO 7.0.101-2018/ UCO 30301 «CUBU». Uudopmanus U AOKyMEHTALIHS.
CucreMsl ynpaBieHus: J0KyMeHTaMH. TpeGoBaHUs».

7. I'OCT P 7.0.95-2015 Cucrema craHmapToB 1O HHPOpPMAIUH, OUOIMOTCUHOMY U
U3JaTeICKOMY JIeTy. OJEKTPOHHBIE JOKyMEHTHl. OCHOBHBIC BHIIbI, BBIXOJHBIC CBEICHHS,

TCXHOJIOTUYCCKUE  XAPAKTCPUCTUKU. (yTB. IIpukazom denepalibHOTO arCHTCTBa 110

TEXHUUYECKOMY PETrYIUPOBAHUIO U METPOJoruu oT 9 .12. 2015 r. N 2127-cT1).

OcHoBHast TuTeparypa
SJIEKTPOHHO-BUBJIMOTEYHOM CUCTEMBI (3EC)
azpec: www.znanium.com
Kynses, H. H. lenonpoussoactso : yuebnuk / H. H. Kynses, /1. H. Ypanos, A. I'. ®abpuuHoii ;
non pen. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa : Jloroc, 2020. - 352 c. - (HoBas
yHHBepcuTeTcKas ombimoreka). - ISBN 978-5-98704-329-5. - Tekct : anekrponHbid. - URL:
https://znanium.com/catalog/product/1211628

JononHuTtenpHas IUTEpaTypa
DJIEKTPOHHO-BUBJIMOTEYHOM CUCTEMBI (35C)
ajzipec: www.znanium.com
brikoBa, T. A. JlokyMeHTallMOHHOE OOECIIeUeHHE YIPaBICHUS (JIEIOMPOU3BOJICTBO) : yueOHOe

nocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mox o6mi. pea. T.B. Ky3nenoBoit. —
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http://docs.cntd.ru/document/456003190
http://docs.cntd.ru/document/456003190
https://znanium.com/catalog/product/1211628

2-¢ u3p., nepepadb. u gon. — Mocksa : UHOPA-M, 2020.— 304 c. + [lon. marepuaibl
[DnexTpoHHBI pecypc]. — (Briciiee o6pasoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anextponnbiid. - URL: https://znanium.com/catalog/product/1078152

MMeeTcs B HAJIMYHMHU B DJICKTPOHHBIX OMOIMOTEYHBIX CHCTEMAX B BUJIE SJIEKTPOHHOTO JOKYMEHTA

JUIS OCBOEHHsI JMCIMIUIMHBI WHBAIAIAAMH WM JIMIAMHA C OTPAaHUYEHHBIMH BO3MOKHOCTSAMH

3/I0POBBSL.

ITpodeccuonaibHble 6a3bl JAHHBIX M HHPOPMANHOHHbIE MOMCKOBbIE CHCTEMbI, HHTEPHET-
pecypchbl CBOOOIHOIO A0CTyNA

1. OdwunmanbHplii calT mnpaBuTelbcTBa Kamuarckoro kpas: https://www.kamgov.ru/gov-

entity/iogv.

2. MuHHCTEpCTBO Tpyda H pa3BUTHUS KaapoBOro mnoreHnuana Kamuarckoro Kpas:

https://www.kamgov.ru/agzanyat

HenomnpousBoactso. Mudopmannonnsiii moprai. http://www.dist-cons.ru

Oxpana tpynahttps://ohranatruda.ru/

HenornpousBoactso. Mupopmannonnsiii moprai: http://www.funnycong.ru/

IIpaBoBoii mopTai o aeionpousBoacTBy. http://delpro.narod.ru/

N o g A~ W

Oxpana tpyna Poccun https://ohranatruda.ru/

- uHdopmanmoHHbIi moptan https://ohranatruda.ru/

- koHCynbTaruu https://ohranatruda.ru/consultant/index.php

8. MudopmanimoHHbIe CUCTEMBI, CCBUTKH Ha KoTopsie pa3meiiensl B OBC JIB® BABT http://dvf-
vavt.ru/bibliotekal/help_stud/
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10.1.MACHIOPT
OIEHOYHBIX CPEACTB

Ne OueHouHBbIE cpeCcTBa
KoHTpommpyemble KoMIIeTeHIIUH

TECT, pedepar, TOKIaa, KOHTPOIbHAS
1 | VK4 paboTa, yCTHBINA OTBET, 3CCE, KOHTPOJIbHBIC
BONPOCHI, BLIHOCUMBIC Ha 3a4eT

TecT, pedepar, J0KIaa, KOHTPOIbHAS
2. | IIK-1 paboTta, YCTHBIN OTBET, 3¢ce, KOHTPOJIbHBIE
BOIPOCHI, BHIHOCUMBIC Ha 3a4eT

I[.J'Iﬂ CTYACHTOB C OrPAHUYCHHBIMHA BO3MOYKHOCTHMM 310POBbS MPEAYCMOTPECHDbI

cJIeyIolIHe OIeHOYHbIE CPeICTBA:

Ne Kamezopuu Dopma KOHMPOJA U OUEHKU
Buow oyenounwvix cpeocme
n/n Ma2ucmpos pe3yiomamos 00yyenus
C HapymieHueM HayuHbie cTaThu, MICHMECHHBIE [TpenmytiecTBEHHO
1 ciyxa CaMOCTOSITeNIbHbBIE PAOOTHI, MUChbMEHHAs MPOBEpKa
BONIPOCHI K 3a4eTy, pedepar, acce
2 C HapyuieHuem CobecenoBanue 1o BOpocam K [Ipenmy1iecTBEHHO ycTHas
3peHust 3a4eTy; BBICTYIUICHHE C JIOKJIAZOM, | NpOBepKa(MHIUBUIYATHHO)
C HapyuieHuem Tecr, ,pedepar, noknan, scce, Opranu3zanus
OTIOPHO- BOIPOCHI K 3aUeTy B3aMMOJICHCTBHUS C
3 IIBUTATEIHLHOTO oOyyJarouMucs
amnmapara MOCPEACTBOM DIIEKTPOHHOMN
MIOYTHI, TUCHMEHHAS
MIPOBEpKa

10.2 lnan — rpaduk npoBeaeHUs1 KOHTPOJIbHO-OLEHOYHbIX MEPONPUATHI

no JTMCHMIIJINHE ((I[CJ'[O]IPOI/II;BO}ICTBO»

Ha3Banme Cpok
Bup ouenoynoro
OLICHOYHOI0 ceM
cpeacTBa O0BbeKT KOHTPOISA
MeponpHUsTHUs OuyHoe/0uHO-
3a049HOE
BxoaH0ii KOHTPOJIb YCTHBIN onpoc YpoBEHb 3HAHUM 5/5
KauecTBo ocBOCHHMs 5/5
TECT MaTepuana
pedepar, noknan, OPUTMHAILHOCTH

Texyumit KOHTPOIb
ym p acce, Marepuaia

KOHTpOJIbHAs paboTa | coOmroeHne TpeOoBaHmMit
OCBOCHHE KOMIIETEHIIUI

[TpaBWIILHOCTH OTBETOB Ha 5/5
3aueT BOITPOCHI

HNroroserit
KOHTPOJIb
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10.3 Tecmoswie 3a0anusn
Bomnpoc 1. lokymenranuonHoe obecniedenue ynpasieaus (JJOY) oxBaTsiBaeT BOIPOCHL:
- JOKYMEHTHPOBAHUS, OpraHU3aluu paboThl C AOKYMEHTaMH W CHCTEMAaTH3allUI0 apXHUBHOTO
XpaHEeHUs! JOKYMEHTOB
- TOKYMEHTOBE/ICHUS
- IOKYMEHTO000pOTa U apXUBHOTO XPaHEHUS
- CUCTEMAaTH3alUH JOKYMEHTOB
- TOKYMEHTUPOBaHUS
Bompoc 2. HopmartuBHBIA  JOKYMEHT, yCTaHaBIWBAIOUIMN €OUHBIC TpeOOBaHHS K
JIOKYMEHTUPOBAHHUIO YIPABIEHYECKON AESITEIbHOCTH U OpraHU3aluyi paboThl C JOKYMEHTAMU:
- YuudunupoBanHas cuctema qokymenrtanuu (YCJI)
-I'OCT
- MHCcTpyKIMs IO AEN0NpPOU3BOACTBY
-rcaoy
- JloikHOCTHAS. MHCTPYKUUSA
Bomnpoc 3. Uem periiamMmeHTUpyeTCs 1€ATeIbHOCTh PA0OTHUKOB ciyx)0bl JIOY
-T'OCTowm
- JI0JPKHOCTHOM MHCTPYKLIMEH
- IPUKAa30M JUPEKTOpa
- PSKUMOM pabOThI MPEATPUATHUS
- HI4eM
Bonpoc 4. undopmanus o0 CcOOBITHUSX U SBICHUSX OOBEKTHMBHOW JIEWCTBUTEIIBHOCTH U
MBICTUTENILHON JIeATEeIbHOCTH 4YeNoBeKa, 3adUKCUpPOBaHHAs Ha MaTepHaTbHOM HOCUTENE C
PEKBU3UTAMHU- ITO:
- JloxymeHT
- hopmymsip
- OJIaHK JOKyMEHTa
- CUCTEeMa JIOKYMEHTAILNH
- KOMITBIOTEP
Bompoc 5. Kakue ¢pyHKIINM TOKYyMEHTA SBISIOTCS CHEITU(DUUSCKIMHU:
- KyJIbTYpHasi, COIaibHasi, THGOPMAIMOHHAS
- ynpaBieH4ecKasi, nH(popMalMoHHasi, MpaBoBasi,

- yIpaBJI€HY€ECKas, IpaBOBasi, UCTOPUUYECKAS
27



- KyJIbTYpHasi, UICTOpUYECKasi, COLUaIbHAs

- HeT crenu@uueckux GyHKIUH

3amanue 2

Bormpoc 1 JlesiTenbHOCTD 110 CO3JaHUI0 JOKYMEHTOB Ha3bIBACTCS:

- ICIIONIPOU3BOJICTBO

- JOKYMEHTO000POT

- TIOKYMEHTHPOBaHUE

- CHCTEeMa JIOKYMCHTAIINH

- TOKYMEHTOTIOTOK

Bompoc 2. YcraHnoBnenue emuHOOOpaszusi coctaBa U (HOpM YIPaBIEHYSCKUX JTOKYMEHTOB,
(bUKCHPYIOIIUX OCYIIECTBICHUE OJTHOTHITHBIX YIIpaBiIeHUYEeCKUX (QYHKIUI U 3a/1a4 Ha3bIBACTCS:
- CTaHJIapTU3AIHCH

- yHU(pUKaUeH

- IOKyMEHTaluHuen

- KnaccuduKkaruein

- THOU3ALUER

Bompoc 3. Kakue Buibl 0J1aHKOB peKOMEHAYIOTCS Ha IPEAIPUITAN?

- TOJIBKO JUISI KOHKPETHOT'O BHJIa JIOKYMCHTOB

- JUIsl BHYTPEHHUX JTOKYMEHTOB (OOIIIHiT)

- JUTSL BHEIITHUX TOKYMEHTOB (THCEM)

- OJaHK Ccy>ke0HOTO MTUChMa, OJIAHK JJIsI KOHKPETHOTO BUA IOKYMEHTOB, OO OJIaHK
- HET YeTKUX PEKOMEH AU

Bonpoc 4. Uem ornunuaercst 61aHK 111 BHYTPEHHUX TOKYMEHTOB OT OJIaHKa IS ITUceM?
- Ha ONaHKe I MTMCEM MEHbIIIe PEKBU3UTOB

- Ha OJIaHKe TS TTMCeM OOJTbIIe PEKBU3UTOB

- HE OTJIMYAETCS HUYEM

- pacroiI0KeHNEeM PEKBU3UTOB

- oTninyaercs popmarom

Bormpoc 5. Kakue dhopmatsl Oymaru uCmoib3yrOTCs sl 6J1aHKOB?

- TOIbKO A4

- A4, A5, A3, A6

- TOIBKO A5

- TOJILKO A3
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-Abu A4

3ananue 3.

Bonpoc 1.Ha xakue BubI KilacCUGUIUPYIOTCS JOKYMEHTBI IO MECTY COCTaBIJICHUS?

- BHEIIIHUE U BHYTPEHHUE

- PYKOIIUCHBIE U M€YaTHBIE

- TUYHBIE U OUITUATBHBIE

- TOPOJCKUE U PallOHHbIE

- YIpaBJI€HYECKUE, HAyYHbIE

Bompoc 2. JIokyMeHTBI 10 JIMTUHOMY COCTaBY OTHOCSATCS K TPYIIIE...

- pacnopsIIUTENbHBIX IOKYMEHTOB

- OPraHHU3alMOHHO-PACIIOPSIUTENbHBIX TOKYMEHTOB

- CIIPaBOYHO-UH(OPMALIMOHHBIX IOKYMEHTOB

- (pHAHCOBO-PACUYETHBIX JOKYMEHTOB

- INYHBIX JJOKYMEHTOB

Bonpoc 3. K kakoii rpynmne J0OKyMEHTOB OTHOCSITCSI peKJIaMHbIe 00bsIBICHUS, 0030pHbI, rpadukwy,
CIIUCKU?

- K pacTiopsiAuTEIbHBIM IOKYMEHTaM

- K OpraHu3alMOHHBIM JOKYMEHTaM

- K CIIPaBOYHO-UH(POPMAIIMOHHBIM JOKYMEHTaM

- (puHAHCOBBIM TOKYMEHTaM

- K JINYHBIM JJOKYMEHTaM

Bompoc 4. [Ipukassl, ykazaHusi, pacops»KEHUs, PEIICHUs] OTHOCSATCS K TPYIITIE. ..

- OPraHU3alMOHHBIX JOKYMEHTOB

- CIIPaBOYHO-WH(OPMALIMOHHBIX IOKYMEHTOB

- pactopsIIUTENbHBIX IOKYMEHTOB

- UCXOIAIINX JTOKYMEHTOB

- CIIy>)keOHOH MepenucKu

Bomnpoc 5. Kakue 1okyMeHThI Ha3bIBalOTCS HH(DOPMALIMOHHO-CITPABOYHBIMU?

- JIOKYMEHTBI, PETJIAMCHTHPYIOITUE CTPYKTYPY, 3a/1a4uu, QYHKIIMH TPEANPUITHS, OpTraHU3aINIO0
ero paboTsbl, paBa, 00513aHHOCTH U OTBETCTBEHHOCTh PYKOBOJUTENIEH U CIIELUAINCTOB

- TOKYMEHTBI, XapaKTePU3YIOIINE TPYJOBbIE OTHOIICHUS MEXAY MPEANPUITHEM U PAOOTHUKOM
- JIOKYMEHTBI, cojlepkane WHPOpMalio O (aKTHUECKOM TMOJIOKEHUH JIeJ, CIy)Kallue

OCHOBAHHEM JISI IPHUHATHA pemeHI/Iﬁ, HU3JaHUs PACTIOPAAUTCIIbHBIX TOKYMCHTOB
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- TOKYMEHTBI, 00pallleHHbIe K HIKECTOSIIIUM OpraHU3alHsIM, IPyIIaM WiIH OTAEIbHbBIM JTUaM
- IOKYMEHTBI, OTPaKaroI1e TOrOBOPHBIE OTHOIICHUS MEXIY IPEANPUITUSIMU
3ananue 4.

Bomnpoc 1.Kakoe pacnonokeHue peKBU3UTOB PEKOMEHAYETCS JJIsl TUceM?

- yraoBoe u ¢uaroBoe

- IPOJI0JIBHOE U LIEHTPOBAHHOE

- YIJI0BOE U MPOI0JIBHOE

- (pmaroBoe U LIEHTPOBAHHOE

- IPOJI0JIbHOE U (hIaroBoe

Bompoc 2. Ha xakue 9actu qenurces JOKYMEHT mpu opopMiteHun?

- 3ar0JIOBOYHYI0, OCHOBHYIO U 3aKJIFOUUTEIBHYIO

- 3ar0JIOBOYHYIO, OCHOBHYIO U O(OPMIISIOIIYIO

- HayaJo, cepe/iiHa U KOHell

- IEPBYI0, BTOPYIO, TPETHIO

- TEKCT Ha YacTH HE JCJIUTCSA

Bomnpoc 3. I'ne pacnonaraercs peKBU3UT ‘‘HAUMEHOBaHUE MPEANPUsITUS?

- IOCJI€ PEKBU3UTA "PEruCTPALlMOHHBIN HOMEp JOKyMeHTa"

- TIOJT PEKBU3HUTOM "dMOJIeMa OpraHu3auy WM TOBAPHBIA 3HAK"

- B LIGHTPE BEPXHETO IOJIS

- B oopMIISIIOLIEH YacTH

- IOJ] pekBU3UTOM "aapecar”

Bompoc 4. B kakux JOKyMEHTax yKa3blBalOT CIIPABOUHBIE JaHHBIE O MPEANPUATUH?
- BO BCEX

- BO BHEIIIHUX

- BO BHYTPEHHUX

- B [IPMKa3ax M0 OCHOBHOM J1eATEIbHOCTH

- B pacropsiANTEIbHBIX TOKYMEHTaX

Bomnpoc 5. Kakum cioco6om cnenyer opopmuts aaty «20 okTsi0pst 2025r» B 1€10BbIX MHCbMax?

1. 20/10/25

2 20.10.25

3 20 okTtsa6ps 2025
4. 2025.10.20

5 20.10.2025
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3aganue 5

Bonpoc 1. Kak Ha3piBaeTcsi MpaBOBOW akT ONpenNeNsIomuil MOpsSAoK oOpa3oBaHuUs, IpaBa,
00513aHHOCTH ¥ OpraHu3aluio paboThl NPEAIPUITUS HA AIUTEIbHbIN CPOK BpeMEHNU ?
- IpUKa3

- IOJIO’KEHUE

- IOTOBOD

- yCTaB

- IITATHOE paclUCaHUE

Bonpoc 2. HopmaTuBHBIN aKT, U37aBa€MbIii pyKOBOAUTEIEM MPEAIPUATHS - 3TO...

- IpUKa3

- UHCTPYKLIHS

- IOJIO’KEHUE

- pacnopspKeHue

- IOTOBOD

Bompoc 3. Kak BengeTcst Hymeparusi IpruKa3oB 10 OCHOBHOM JI€ATEITbHOCTH?

- 110 TOPSAKY C MOMEHTa 00pa30BaHUs MPEATPUATUS

- 110 OPSZIKY B MpeJenax Mecana

- 110 MOPSAKY B IIpeJienax roja

- HE BEJIETCS BOOOIIEe

- BEZIETCSI POU3BOJIBHO

Bomnpoc 4. Kakolf JOKyMEHT colep>KUT MH(OpMAIMIO O IMpaBax, OOSM3aHHOCTIX M (YHKLHAX
COTpPYJIHUKA MPENNPUATHS?

- TPY10BOM KOHTPaKT

- TPyZIOBOM JOTOBOP

- IPUKa3 O MpueMe Ha paboTy

- TOJKHOCTHAs! MHCTPYKIIUS

- YCTaB NpEAIPUITUS

3aganue 6.

Bonpoc 1. Kak Ha3piBaeTca mpoueaypa 3amucud CBEICHHH O JOKYMEHTE C MOCIEeAYIOIIUM
MIPOCTABIICHUEM HHIECKCA U AaThl?

- CUCTeMaTHU3alus

- perucTpanus
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- apXUBUPOBaHHUE
- TOKyMEHTUPOBaHUE

- KaTaJloru3anus

Bormpoc 2. Kak 1omkHa 0CyIecTBIAThCS IEpBUYHAS 00paboTKa BXOIAITUX TOKYMEHTOB?

- B TE€YCHUE CYTOK

- B JICHb MOCTYIUICHUS

- B TCUCHUE HEJICIN

- 110 Mepe HAKOIJICHUS

- B 3aBUCHUMOCTH OT BaXHOCTHU JOKYMEHTa

Bomnpoc 3. Kak npousBoauTcst peructpausi JOKyMeHTOB?
- JELIEHTPAIM30BaHHO

- LEHTPATU30BAHHO

- BBIOOPOYHO

- 110 YKa3aHHUIO PYKOBOJIUTEIS

- perucTpanus He MPOU3BOIUTCSA

Bonpoc 4. Kakue 1oKyMeHTBI OAJIekKAT pErucTpanum?

- BXOJSIIUE ¥ UCXOIAIINE

- YYETHO-CTaTUCTUUYECKHE

- BXOJISIIIIUE, UCXOSIINE U BHYTPEHHUE

- OpraHu3alMOHHO-PACTIOPSATUTENbHbIC

- BCE JIOKYMEHTBHI, TpeOylollue ydera, HCIONHEHUS U JalbHeHIero

CIIPaBOYHBIX LCIIAX

HCIIOJIb30BaHUA

Bomnpoc 5. PeructpaiinoHHbIN MHAEKC BXOASAIIUX U UCXOASIINX TOKYMEHTOB BKJIIOYAECT:

- IOPSIZIKOBBIM HOMEP B MpeJieNiaX JaHHOW TPYIIbI JOKyMEHTOB
- TOPSIKOBBIM HOMEP M WHJIEKC TI0 HOMEHKJIAType JIeI

- Klraccu()uKaTop KOPPECHOHICHTa

- Ty PETUCTPALIAN

- AaTa perucTpanvu u HOpH,Z[KOBBIﬁ HOMCEDp

3amanue 7.

Bonpoc 1. Kakas popma perucrpannu 1oKkyMeHTOB HanOoliee onepatuBHa U 3¢ dekTuBHa?

- ’KypHaJIbHas
- KapTO4Has

- IEHTpaJIN30BaHHAs
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- aBTOMaTHYeCKast

- CMEIIaHHas

Bompoc 2. Kakue 70KyMeHTbI MOJI€KaT KOHTPOJIIO UCTIOTHEHUs?
- BCE JJOKYMEHTBI

- 3aperuCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIOIINE NCIIOIHEHUS

- OpraHu3alMOHHO-PACIOPSAIUTENbHbIE

- “H(POPMALIMOHHO-CIIPABOYHbIE

- uHAHCOBBIC

Bomnpoc 3. Uto Takoe HOMeHKJIaTypa aei?

- [IEpEUEHb 3ar0JIOBKOB JI€J U CPOKOB UX XPaHEHUS

- CIIUCOK BCEX JI€JI, UMEIOUINXCS HA NPEAIPUITUN

- IepeueHb JeN AJs Iepejaul B apXUB

- CITUCOK 0C000 BaXKHBIX TOKYMEHTOB

- CIIpaBOYHbIE JaHHbIE

Bompoc 4. YeMm 3aHnMaeTcst 3KCHEpTHAsE KOMUCCHSI IPEATPUATUS?
- IPOBEPSIET COXPAHHOCTh IOKYMEHTOB

- OIICHUBAET CTENEHb CEKPETHOCTH TOKYMEHTOB

- IPOBEPSET MPABUILHOCTb COCTABIICHUS JOKYMEHTOB

- IPOBOJUT JKCIEPTU3Y LIEHHOCTH JOKYMEHTOB

- KOHTPOJHUPYET UCIIOJIHEHUE TOKYMEHTOB

Bomnpoc 5. Uto Heo6xo1uMo caenaTh nepes caadei e Ha apXuBHOE XpaHeHue?
- CIpYNIHUPOBATh U MOAIINTE JeJa B HaKu

- 0OpMUTH U OIHUCATh Jieja

- COCTaBUTb OIIUCH TOKYMEHTOB

- CUCTEMAaTU3UPOBATh U YTOUHUTH JOKYMEHTBI

- CKOIIUPOBATh 0CO00 BaXKHbIE JOKYMEHTBI

3aganue 8.

Bomnpoc 1. JIns gero neobxonuma aBromatuzanus JJ10Y?

- Juld ToBbIIeHUs 3(QQeKkTUBHOCTH Tpyna pabotHukoB JOVY, cokpamieHue Tpynosarpar Ha
JIOKYMEHTHUPOBAHUE, JJISl pallHOHAIN3AIMHA JOKYMEHTO000pOoTa

- JUIsl OCBOOOXKIEHUSI pabOYUX MECT

- 71 OCBOOOXKJICHUS CEKpeTaps OT BEACHUS JOKYMEHTAIH

- U1 yHU(UKAIUKY U COKPAILIEHHsI KOJIMYEeCTBA JOKYMEHTOB

- HCT HGO6XOHI/IMOCTI/I B aBTOMAaTu3aluu
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Bompoc 2. Ha kakux sTamax JOKYMEHTAIIMOHHOTO OOECIEYCHHS YIPABICHUS MPUMEHSIOTCS
MEXaHU3alus U aBToMaTu3anus?

- Ha dTalle PerucTpalry U MOMUCKa JOKYMEHTOB

- Ha 3Tare SKCIeAUIMOHHON 00pabOTKHU.

- Ha IOJITOTOBUTENILHOM 3Talle (COCTaBlIeHHEe, KOMMPOBAaHUE, PA3MHOKEHHUE JOKYMEHTOB)

- Ha 3aKJIIOYUTEIBLHOM 3Tare (1epeaada Ha apXUBHOE XpaHEHUE)

- Ha BCeX dTanax 00paboTKH JOKYMEHTOB

Bonpoc 3. Ot 4ero 3aBUCHT COCTaB KOMILUIEKTOB MPHUMEHSIEMBIX CPEACTB U IMPOrPAMMHOIO
obecrieueHus?

- OT KOHKPETHBIX yCJIOBHU pabOTHI anmapara yrnpaBieHHs ¢ JOKYMEHTaMHU

- OT 9KOHOMHUYECKUX BO3MOKHOCTEH MPeaTpUsSTUS

- OT CTEIEHU MOJTOTOBKH CIIEIIUATHUCTOB

- OT IPUPOJHBIX YCIOBUHN

- OT pPEKJIaMBbl

10.4Temwt pechepamos, ooknaoos, Icce
1  TloHsTHE «IOKYMEHT», OTIHYUTEIIbHBIC IIPU3HAKU JOKYMEHTA, UCTOPHS Pa3BUTHS TOHSTHS,
COBPEMEHHOE COCTOSIHHE BOIIPOCA.
2  JIOKYMEHT KaK CUCTeMa. DJIEMEHTHI, (JOPMUPYIOIIUE TOKYMEHT KaK CUCTEMY.
3  OOs3arenpHble TPU3HAKK JOKYMEHTa, CBOICTBA JIOKyMEHTa, COLHUaIbHbIE (YHKIIUU
JIOKYMEHTA.
4  ConuanbHas KOMMYHHUKAIHS, YCIOBHS €€ pealu3alii, HeOOXOJWMOCTh € ITOJIe3HOCTH,
KOMMYHHKAITIOHHAsI TOTPEOHOCTh, KOMMYHHKAIIMOHHBIC KaHaJbl CBS3U, JOKYMEHT Kak
MaTepuaibHas OCHOBA COIUANTBHON KOMMYHUKAIIUH.
5  JIOKyMEHT B CHUCTEME€ COLMaJbHOW KOMMYHUKAIIUU, €T0 CBOWCTBA U (DYHKIHUU C TOUYKHU
3peHUs COIMAIBEHON KOMMYHHKAIINH, KOMMYHUKAIIMOHHBIE Oapbephl, CITIOCOOBI KOJNICCTBCHHON
OIICHKH JIOKYMEHTHON KOMMYHUKAIIUH.
6  JlokyMeHTHas IesTeIbHOCTh, MPOIECCHl OOpaIeHHs TOKYMEHTA.
7 JlucuMIiMHapHOE TOCTPOCHHE COBPEMEHHOH Hayku, Jlenompou3BOACTBO Kak Hay4yHas
JUCITUTUINHA, MECTO JIOKYMEHTOBEIICHUS B Py IPYTHX HAYYHBIX JTUCIUTIIHH.

8 Hpe}IMeT AOKYMEHTOBCACHUA U MCTOABI UCCIICAOBAHU .
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9  OOmue mpUHIMIIBEI CHCTEMAaTHU3aIlui M KIacCU(UKAIMN U3y4aeMbIX OOBEKTOB, OCHOBHAS
TEPMHHOJIOTHS, TPUMEHSeMas TMpU KIaCCH(PUKAUKU U3Y4aeMbIX OOBEKTOB, MPUHIUIIBI
KJIaccu(pUKauy JOKYMEHTOB.

10 Knaccudukamnus T0KyMEHTOB 110 crioco0y pukcanuu HHGOPMALUKA B IOKYMEHTE.

11 Knaccudukanus JOKYMEHTOB IO BUJaM MaTepUAIbHOW OCHOBBI JIOKYMEHTA.

12 Knaccudukanus JOKyMEHTOB IO BUAaM WH(popMau, 3apUKCUPOBAHHON B TOKYMEHTE.

13 Knaccudukaiusi JOKYMEHTOB 0 BHJIaM PEKBU3HUTOB, MPUMEHSEMBIX I UACHTU(DHUKAIIH
JOKYMEHTA.

14 Knaccudpukanmuss  TOKYMEHTOB IO  crmoco0y — uaeHTH(dUKAiuu  uHGOpMAIUH,
3a()MKCUPOBAHHON B JIOKyMEHTE.

15 Knaccudukaiusi JOKYMEHTOB IO CIIOCO0y OBITOBaHHUS JOKYMEHTA B YEJIOBEUECKOH cpejie.
16 VYHuBepcanbHas JecsaTUYHAs KiIacCUUKAIM: e¢ Iellb M Ha3HaYCHHEe, MpHMEHseMast
TEPMUHOJIOTHSI, IPAaBUJIA €€ IIOCTPOCHUSI, MOPSIOK €€ OpraHH3aIlHH.

17 MexnayHnapoaHasi TMaTeHTHas KiIacCH(PUKAIMA: €€ Ieb W Ha3HaYeHue, NpUMeHseMast
TEPMUHOJIOTHSI, IPAaBUJIA €€ TIOCTPOCHUSI, MMOPSIOK €€ OpraHU3aIHH.

18 Twunonoruueckas kiaccu(uKaius JTOKYMEHTOB: €€ IeJIb M Ha3HAuCHHE, MpHMEHseMast
TEPMUHOJIOTHSI, IPABUJIA €€ IIOCTPOCHUSI, MOPSIOK €€ OpraHH3aIlHH.

19 Knaccudukanus J0KyMEHTOB JUIs 1esieil JOpMHUPOBAHUS TIEPBUYHBIX

10.5Temwvt konmponsuwix padbom

1. OcHoBHbIE HYHKIIMOHATIBHBIE CUCTEMbI TOKYMEHTALIUH.

2. Knaccupukaropel TOKYMEHTHPOBAaHHOW WH(OpPMAIMKM: Iedh CO3AaHUS ¥ Ha3HAYCHHE
MPUMEHEHHUS.

3.IloHATHE «IOKYMEHTHBI pecypc» W HM3HA4albHbIE €ro CBOWCTBA. J[MHaMMKa COCTOSIHUS,
napameTpsl ero popMHUpoBaHus.

4.Ilogpa3neneHue JOKyMEHTHOTO pecypca o UCTOYHUKAM CO3/1aHUs U MECTaM XPaHEHUS.
5.lokyMeHTHBIE pecypcbl ApxuBHoro ¢onaa Poccuiickoit denepannu.

6./lokymMeHTHBIE pecypchl (elepabHOTO PErHCTpa HOPMATHUBHBIX MPABOBBIX AKTOB CYOBEKTOB
Poccuiickoit @enepanuu.

7. JIoKyMEHTHBIE pecypChl TOCY1apCTBEHHON CUCTEMbl HAYYHO-TEXHHUECKOW HHPOPMALIUH.

8. JlokymeHTHBIE pecypchl ['ocynapcTBeHHOr0 nareHTHoro (ouaa Poccuiickoit denepanun.
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9.lokyMeHTHBIE pecypchl deaepanbHOro HHPOPMAIIMOHHOTO (JOH/Ia TEXHUUYECKUX PErjiaMeHTOB
U CTaHJapTOB.

10.Enunas nabOpMaIMOHHAs CUCTEMA 110 TEXHUIECKOMY PEryTHPOBAHUIO.
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10.6 Konmponwnsie 6onpocel, 8biHOCUMbLIE HA 3a4em
[Ipeamer, conepxkanue u 3agauu JOVY.
MecTo u posib TOKyMEHTOB B YIIpaBI€HUHU Ha COBPEMEHHOM JTarle.
Knaccugukanus 10KyMeHTOB.
CocraB HOpMaTUBHO-MeToauueckon 6asel JIOY.
Crannaptuzanus u yaudukanus cuctemst JJOVY.
Oobmepoccuiickue Ki1accu(PpUKaTOpbl JOKYMEHTAIUH.
I'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecieueH sl yIpaBiIeHuUs.
bnaHku 10KyMEHTOB U TpeOOBaHUS K HUM.
CrpykTypa nokymenta. TpeboBanus k opopmieHuo nokymeHToB mo ['OCT.
Cucrema opraHu3allMOHHON JOKYMEHTAIIUH.
Cucrema pacnopsiAUTEIbHOM JOKYMEHTAIUH.
Cuctema HHPOPMALMOHHO-CIIPABOYHON JOKYMEHTALMH.
CnyxebHas nepenucka Ha MpeAnpUsSTHH.
JlenoBas peub U €€ rpaMMaTU4YeCKHE OCOOEHHOCTH.
[ToHATHE M IPUHIUIIBI OPraHU3alUU JOKYMEHTO000pOTA.
IIpoxokaeHne 1 NOpsAOK UCIIONHEHNS BXOIALINX JOKYMEHTOB.
[IpoxoxxaeHne UCXoaAIMX U BHYTPEHHUX TOKYMEHTOB.
Pabota ¢ koHbUaEHITNATFHBIMU TOKYMEHTAMH.
Pabota ¢ nucbMaMu 1 00palieHUIMHU TPaKIaH.
CocraBiieHne HOMEHKJIATYpPBI JEIl.
®dopmupoBaHue 1 0HopMICHHUE JIEN.
[ToaroroBka u nepenavya JOKYMEHTOB Ha apXUBHOE XpaHEHHE

10.7. Kpumepuu oyenku 3nanui
Kpurepun onieHKH yCTHOTO 0TBeTa

OHCHKa «OTJIMYHO» BBICTABJIACTCS 3a IIOJHBLI OTBET HA ITOCTABIICHHBIN BOIIPOC C

BKJIFOYCHUEM B COACPIKAHHUE OTBETaA J'IeKI_[I/II\/'I MaTcpuraioB y‘Ie6HI/IKOB, HOHOHHHT@HBHOﬁ

JIUTEpaTyphl 6€3 HABOAAIIMX BOIIPOCOB.
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OrneHKa «X0pOoILI0» BBICTABIISIETCS 32 MOJIHBII OTBET HA MOCTaBJICHHBIN BOIPOC B 00beMe
JeKIIMM C BKJIIOYEHHEM B COJAEp)KaHHE OTBETa MAaTepHalioB Y4YEOHHKOB C UYETKUMH
[I0JIO)KUTEIbHBIMU OTBETaMU Ha HABOJAIIME BOIIPOCHI IIPENOaBATEIS.

O1eHKa «ya0BJIETBOPUTEIBHO» BBICTABIISAETCS 3a OTBET, B KOTOPOM O3BY4€HO OoJiee
IIOJIOBHHBI TpeOyeMOro MaTepuana, ¢ MOoJI0KUTEIbHBIM OTBETOM Ha OOJIBIIYIO YaCTh HABOISIIUX
BOIIPOCOB.

OneHka «HeyA0BJIETBOPUTEIbHO» BHICTABIISETCS 3a OTBET, B KOTOPOM O3BYYEHO MEHEE
IOJIOBUHBI TpeOyeMoro MaTepuala WM HE O3BYYEHO IJIABHOE B COJIEP)KaHMM BOIpoOca C
OTPULIATEIbHBIMUA OTBETAaMH Ha HABOJALIME BOIPOCHI WIM CTYAEHT OTKa3ajcsi OT OTBeTa 0e3
IpeIBapUTENLHOTO O0BSICHEHUS YBAKUTEIBHBIX PUYMH.

Kpurtepun onenkn 3HaHnii 00y4aeMbIX PH NPOBeIeHNH TeCTHPOBAHHUS.
OrneHKa «OTJIMYHO» BBICTABIISIETCS NPU YCIIOBHM MIPABUIIBHOIO OTBETA CTYJEHTA HE MEHEe 4eM
85 % TecTOBBIX 3aJaHUH.
O1neHkKa «X0pouo» BHICTABIIAETCS IIPH YCIOBUM IPaBWJIBHOIO OTBETA CTYJEHTA HE MEHEE YEM
70 % TecTOBBIX 3aJJaHUIl.
OreHKa «y10BJIeTBOPHTEIbHO» BbICTABIISIETCS IIPH YCIOBUYU IIPAaBUIBHOIO OTBETA CTYACHTA HE
Mmenee 51 %.
OneHka «HeyJA0BJIeTBOPUTEIbHO» BBICTABIIAECTCS IIPU YCIOBUM MPABUIBLHOIO OTBETA CTY/EHTA
MeHee yeM Ha 50 % TecToBBIX 3aJaHUH.

Kpurepusimu  omeHKM B AUCKYCCHMHM (KPYIJIOM CTOJe) SIBISIOTCS:  TOYHOCTb
apryMEeHTOB (MCIOJIb30BaHME TPUYMHHO-CIEACTBEHHBIX CBs3el); dYeTkas (QOpMyJIHpOBKa
apryMEHTOB U KOHTPAapryMEHTOB; JOCTYMHOCTb (TIOHATHOCTb) W3JIOXKEHMS; JIOTMYHOCTb
(cooTBEeTCTBHE KOHTPApryMEHTOB BBICKa3aHHBIM apryMEHTaM); KOPPEKTHOCTh HCIOJIb3yeMOM
TEPMUHOJIOTUM C HAayyHOW TOYKM 3peHus (IpaBIMBOCTb, JOCTOBEPHOCTb, TOYHOCTb
onpeneNieHui); yhayHas I[ojlaya Marepuana  (3MOLMOHAIBHOCTb,  WIIIOCTPATHUBHOCTb,
yOEIUTENbHOCTD); OTAEICHHE (PAKTOB OT CYOBEKTHUBHBIX MHEHMI; MCIIONb30BaHHE MPUMEPOB
(apryMeHTHpOBaHHOCTD); BHUJAECHUE CYTH IPOOJIEMBI; YMEHNE OPUEHTUPOBATHCSA B MEHSIOLIEHCS
CUTYalluH; KOPPEKTHOCTh MO OTHOIIEHHIO K OMIOHEHTY (TOJEPaHTHOCTb, YBAXKEHUE JIPYIHX
B3IJIS10B, OTCYTCTBHE JIMYHOCTHBIX HAMAJOK, OTKa3 OT CTEPEOTHUIIOB, Pa3KUTAIOIIUX PO3Hb U
HENPUSI3HB).

OneHka «OTJMYHO» CTaBUTCS, €CIM apryMEHTbl NMPUBOAMIUCH IO CYIIECTBY, KPaTKO
JAKOHUYHO, C UCTIOJIb30BaHHEM HEOOX0IMMOW TEPMUHOJIOT MM, B IOHATHOM U JOCTYMHOH (Gopme;
dopma momaum HHGOpPMAIMKM COOTBETCTBYET €€ COJIEPXKAHMIO; BJaJeHHE BHUMAaHUEM

AyAUTOPUH, KOPPEKTHOC U YBAXKUTCIIBHOC OTHOHICHHUE K OCTAJIbHBIM YYaCTHHUKAM JHUCKYCCHUH; B
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BBICTYIIJIEHUN (DAaKThl OTHEJIEHbl OT COOCTBEHHOTO MHEHHS; MCIIOJIb30BaHUE IPUMEPOB;
BUJICHUE CYTHU IPOOJIEeMbl; YMEHHE OPUEHTUPOBATHCS B MEHSIOILEHCS CUTYAIUH.

O1eHKa «XOpOIIO» CTABHUTCS, €CIM apryMEHTBhl NPUBOAMUIMCH MO CYIIECTBY, HO OBUIH
OTKJIOHEHHMSI OT CYTH BOIpPOCA, NPU apryMEHTAllMA INPUCYTCTBOBAJIN [OJITME BCTYIUICHUS U
HOSACHEHMsI, He TpeOyrolue HeoOXOJUMOCTH; MCIOJIb30BaHUE B pedyM TEPMMHOJIOTHH, (opma
nojgaun uH(GopMau He Bcerja OblIa yMECTHA, B CBS3M C YEM TEPSUIOCHh BJlaJieHHE BHUMAHUEM
ayIUTOPUH, KOPPEKTHOE U YBAKUTEIBHOE OTHOLICHUE K OCTAJILHBIM YY4aCTHHUKAM JHCKYCCHUM; B
BBICTYIIJIEHUU (PaKThl CMELIMBAIUCH C COOCTBEHHBIM MHEHHUEM, YTO IIOPOXKIAJIO CIIOPBI.

OneHka «ya0BJIeTBOPUTENBbHO» CTAaBUTCS, €CIIA CTYIEHT HE OPUEHTUPYETCS B CUTyalluu
WIM OPUEHTUPYETCS HE IIOJIHOCTBIO, HE MOXET IIPUBECTH apryMEHThl Ha I10CTaBIICHHBIE
BOIIPOCHI, @ TAK)KE HE TIOKA3BbIBAET YMEHUE BECTU AUCKYCCHIO B COOTBETCTBYIOILEH popme.

OneHka «HeyI0BJIETBOPUTEIbHO» CTaBUTCS, €CIM CTYAEHT OTKAa3aJCsi y4yacTBOBAaTh B

AUCKYCCHHU IO NIPUYHUHE HC3HAHUA MaTCpHraia.

Kpurepuu onenku pedepara, 1oxaana

- OLICHKA «OTJIMYHO» BBICTABISETCS 32 CAMOCTOSITEIBHO HAIMCAaHHBIA pedepar mo Teme;
yMEHHE Hu3JaraTh MaTepHal I'paMOTHO M IIOCJIEIOBaTEIbHO; apryMEHTHPOBAaTh CBOIO TOUKY
3peHUs, KOPPEKTHO CChLIASICh HA aBTOPUTETHBIC UCTOYHHKH; JeTaTh HEOOXO0IMMbIC 0000IIeHNs
" BBIBOJbI,

- OLICHKA «XOPOII0» CTAaBUTCS, €ciu pedepaT B OCHOBHOM YIOBJIETBOPSET TPEOOBaHUSAM
Ha OIICHKY «OTJIMYHO», HO MPU 3TOM HUMEET OJMH U3 HEJIOCTAaTKOB: B M3JI0KEHUH JOIMYILICHbI
HeOobIINe TPOoOesbl, HEJ0UYEThl, HE MCKa3UBILINE cOojepaHue pedepara; JOIMyIleHa OlnoKa
win Ooyiee MBYX HEIOYETOB IPH OCBEUICHHH BTOPOCTEIIEHHBIX BOMPOCOB, KOTOPHIE JIETKO
UCTIPABIIAIOTCS MO 3aMEYaHuIo npernojasareis. B pedepare MoxkeT ObITh HEIOCTATOYHO MOJIHO
pas3BepHyTa apryMeHTalus;

OILICHKA «yAOBJIETBOPUTEJbHO» CTaBUTCS, €CIM HEIMOJHO MM HENOCIeI0BaTeIbHO
pPacKpbeITO OCHOBHOE COJAEpKaHWE, HO IIOKa3aHO oOmiee TMOHMMaHWE BOIpOca U
IPOIEMOHCTPUPOBAHBI YMEHUS, 1OCTaTOYHBIE JJIS JaJIbHEHIIIEr0 YCBOSHHs MaTepraa; HUMEINCh
3aTPYAHEHUS WU  JIONYyIIEHbl OWIMOKM B  ONpENEeNeHUH TOHATUH, MCIOJIb30BaHUU
TEPMUHOJIOTHH, KOTOpbIe OBUIM WCIPABIICHBI TIOCIE 3aMEYaHUil IperoaaBaTelis; CTYICHT He
MOXET MPUMECHUTHb TCOPUIO B HOBOH CUTyalluu,

OLIEHKA «HeY/10BJeTBOPUTEIbHO0)» CTaBUTCS, €CIM HE PACKPBITO OCHOBHOE COZEp)KaHUE
yuyeOHOro Marepuana; OoOHapyK€HO HEe3HaHHE WJIM HelNoHMMaHue OoJbllel Wi Haumbosee

BaXHOW YacTH Y4eOHOro Marepuaia; AOIMYIIEHbl OUIMOKH B OIpENelIeHUM IOHATUH, Npu
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MCIIOJIb30BaHUU TEPMUHOJIOTUHU, KOTOPbIE HE OBLIM HCIPABJICHBI MOCIE HECKOIbKUX 3aMEeUaHUl
IpernoiaBaTesisl; HapylleHa JIOTUKA B M3JI0OKEHUH MaTepHualia, HeT He0OXOAUMBIX 0000IIeHNH 1
BBIBOJIOB; HEJOCTaTOYHO C(OPMHPOBAHBI HABBIKM IUCBMEHHOM peun; pedepar sSBIseTCS

riaruaToM Apyrux pedeparos 6omaee yem Ha 90%.

Kpurepum ouenkmu 3cce

O1eHKa «OTJIMYHO)» CTaBUTCS, €CIH:
1) Bo BBeneHue 4€TKO c(HOPMYIHPOBAH TE3UC, COOTBETCTBYIOLIMI TEME 3CCe, BHIIIOTHEHA 3aj1aua
3alHTEpPeCcOBaTh YUTATEIS,
2) mpocekuBaeTcst 4€TKoe JeJIeHHE TEKCTa Ha BBEJIEHUE, OCHOBHYIO YacTh U 3aKJIIOUEHUE;
3) B OCHOBHOM YacTH JIOTHYHO, CBSI3HO M TIOJHO JOKa3bIBAETCS BBIIBUHYTHIH TE3NUC;
4) 3aKIIOYEHUE CONEPKUT BBHIBOJIBL, JIOTHYHO BBHITEKAIOIINE M3 COAEP)KaHUS OCHOBHOM YacTH;
5) npaBUIBEHO (YMECTHO M IOCTATOYHO) UCIIOJIB3YIOTCS pa3HOOOpa3HbIE CPECTBA CBS3H;
6) 175 BBIPQXKEHUS CBOUX MBICIICH HE MOJIb3YETC YIPOIIEHHO-TIPUMUTUBHBIM S3BIKOM;
7) AEMOHCTPUPYET MOJTHOE MOHUMAHKE MTPOOICMEI.
Bce TpeboBanust, mpeabsBIiIsieMble K 33/1aHUIO0, BHITIOJTHEHBI.
OreHKa «XOPOII0» CTaBUTCS, €CIIH:
1) Bo BBeAeHHE YETKO cPOPMYIMPOBAH TE3UC, COOTBETCTBYIOLINII TEME ICCE, B U3BECTHON Mepe
BBINOJIHEHA 3a/1a4a 3aUHTEPECOBATh YUTATEIIS;
2) B OCHOBHOW YacTH JIOTUYHO, CBSI3HO, HO HEJAOCTATOYHO ITOJIHO JTOKA3bIBAETCS BBIABHUHYTHIN
TE3UC;
3) 3aKII0YEHHE COAEPIKUT BBHIBOJIBI, TOTUYHO BHITEKAIOIINE U3 COACPKAHUSI OCHOBHON YacTH;
4) yMECTHO UCIOJIB3YIOTCSI pa3HOOOpa3HbIE CPEICTBA CBSI3H;
5) ISt BBIp@KEHUsI CBOWX MBICTICH OOYYaIOMIMICS HE TOJB3YETCs YMPOIIEHHO-TPHMHUTHBHBIM
S3BIKOM.
OreHKa «y/10BJIETBOPUTEIBLHO» CTABUTCS, €CIIU:
1) BO BBemeHHUE Te3HUC CHOPMYIUPOBAH HEUETKO MIIH HE BIIOJIHE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOM YacCTH BBIIBUHYTHIN TE€3UC JOKA3BIBAECTCS HEJOCTATOYHO JIOTUYHO (YOSAUTEIIBHO)
U TIOCTIEIOBATENBHO;
3) BBIBOJBI HE MOJHOCTHIO COOTBETCTBYIOT COJICPKAHUIO OCHOBHOM YacTH;
4) HEIOCTATOYHO WJIH, HA00OPOT, U30BITOYHO MCIIOIB3YIOTCS CPEICTBA CBS3H;
5) s3BIK pabOTHI B 1IETIOM HE COOTBETCTBYET YPOBHIO CTYAECHYECKOM pabOTHI.

OI_ICHKE[ «HEYAOBJIETBOPUTEJIABbHO» CTaBUTCA, €CIIN:
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1) BO BBeZieHHE TE3UC OTCYTCTBYET MIIM HE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOW YaCTH HET JIOTUYHOTO MOCIIEA0BATEILHOTO PACKPBITHS TEMBI;
3) BBIBOJIBI HE BBITEKAIOT M3 OCHOBHOM YacTH;
4) cpencTBa CBs3U HEe 00€CIIEUUBAIOT CBS3HOCTh U3JI0KEHMS;
5) OTCYTCTBYET JeJICHHE TEKCTa Ha BBEJIEHHE, OCHOBHYIO 4acTh M 3aK/IIOUCHHE;
6) sI3bIK pa0OTHI MOKHO OIICHUTH KaK «IIPUMHUTHBHBII.
Kpurepun onieHkn KOHTPOJILHOMH padoThI

O1eHKa «OTJIMYHO» CTAaBUTCS, €CJIM KOHTPOJIbHAsA paboTa BBINOJIHEHA CAMOCTOSITEIbHO U
B IIOJJTHOM o0beMe. JlaHbl HCcUepIbIBaAIOIINE, ApIYMEHTHPOBAHHBIE OTBETHI HAa BCE MOCTABICHHbBIE
BOMPOCHL.  JleMOHCTpUpyeTcsi 3HaHHWE y4eOHOro MmarepHuaia, HOPMATHBHBIX JIOKYMEHTOB U
pPEKOMEH/I0BaHHOM JuTepaTypbl. CTYAEHT NOJOILIENT K BBIIOJHEHHIO KOHTPOJIBHOW palbOThI
TBOPYECKH, INPHUBIIEKAsl JIOTOJHUTEIbHbIE MCTOYHUKM M MaTe€pHajbl HAyUHBIX HCCIIEJIO0BaHMH,
yMeeT BbIpaXaTh CBOM MBICIM B IUCBMEHHOM ¢opMme, HCIOIb30BaTh HJUIIOCTPATUBHBIE
MaTepuabl

OneHka «XOpoOWIO» CTaBUTCS, €CJIM JaHbl IpPaBWIbHbIE, HO HE JIOCTATOYHO
apryMEHTHPOBAaHHBIE OTBETHI Ha IIOCTABJIEHHBIE B 33JJaHUU HA KOHTPOJIbHYIO paboTy BOIPOCHI €
OIOpOIl HA HOpPMAaTHBHBIE JOKYMEHTHI W Ha y4yeOHylo aureparypy. He npoaemoHcTpupoBaHa
COOCTBEHHAs! TOYKA 3pEHHS, HET 000CHOBAHMUS BBHICKA3bIBAEMBIX MOJIOKeHUU. PaboTra ciana He B
YCTaHOBJICHHBIN CPOK.

O1eHKa «yAOBJEeTBOPUTEJ]bHO» CTaBUTCS, €CIM KOHTPOJIbHAS paboTa BBIIOJIHEHA, HO
4acTh BOIIPOCOB PACKpbITa HE B MOJHOM oObeMe. Ilpu BbIMONHEHUM 3a/1aHUS CTYAEHT JOIYCTHI
HETOYHOCTHU U MOTPEUIHOCTH PENAKIIMOHHOTO XapaKTepa, UCII0JIb30BaJl YCTAPEBILINE NCTOYHUKH,
HE IPOJEMOHCTPUPOBAJI ITOJIHOTO 3HAHUS y4eOHOro MarepHuaja U HOPMATHUBHBIX JOKYMEHTOB
10 BOIPOCaM KOHTPOJIbHOM paboThI.

OI_IGHKa «HEYAOBJETBOPUTECJIBbHO» CTaABUTCA, €CJIM KOHTPOJIbHAA pa60Ta HC BBIIIOJIHCHA.

Kpurepun oueHKH HTOr0BOro KOHTPOJIS
IIpu oLieHKE OTBETOB CTYIEHTOB B IIPOLIECCE UTOTOBOIO KOHTPOJISA OLICHUBAKOTCS:
-YBEPEHHBIE 3HAHMs, YMEHUS U HaBBIKHU, BKIIFOUEHHBIE B COOTBETCTBYIOIIYIO KOMIIETEHLIUIO;
- 3HAHUE CUTyallUM W yYMEHHUE NPHUMEHHUTHh NPABWIBHBIA HAy4YHBI METOJWYECKHHA IMOAXOJ H
WHCTPYMEHTAPUN JUIs1 PEILICHUs] IPAKTUYECKUX 3aJaHU;
- CIIOCOOHOCTH YCTaHABJIMBATh IMPUYMHHO-CIEICTBEHHbIE CBSI3M B HW3JI0XKEHUU MaTepuana,
JleaTh BBIBOJBL;

- YMCHHC NIPUMCHATH TCOPETUUCCKUE 3HAHUSA JJJIA aHAIN3a KOHerTHOﬁ CUTyalluu.
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3a4eThl OICHUBAIOTCS OLICHKOM: «3aYTEHO0», «He 3a4TeHO0».

Or1eHKa «32a4TEHO0» BBICTABIIACTCS CTYJIEHTY, KOTOPBIN:

- YCBOMJI IPEAYCMOTPEHHBIA IPOTPaMMHBIN MaTepHaj B IOJIHOM 00beMe;

- IPaBWJIBHO, apPTYMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;

- TOKa3aJd TIyOOKHE CHCTEeMaTH3HpPOBAaHHBIC 3HAHUS, BIAJECT IMPHEMAaMU PACCYXICHHUS |
COIIOCTABJISIET M3 Pa3HBIX HMCTOYHHUKOB; TEOPHIO CBA3BIBACT C MPAKTUKOH, IPYTUMH TeMaMHu
I[aHHOﬁ JAUCHUIUIMHBI, JPYTUX U3YYACMbBIX IPCIMCTOB.

OO0s3aTeIHbHBIM YCIIOBHEM SIBIISICTCS YHOTpeOIeHNnE MPO(hECCHOHAIBHON TEPMUHOIOTHH.

OueHka «He 3aYTEHO» BBHICTAaBISCTCSA CTYACHTY, KOTOPBHI B XOae coOecemoBaHUs HE
cupaBuwics ¢ 50% BOMpPOCOB W 3alaHMil JIMOO B OTBETaxX Ha BONPOCH W 3aJaHHs JOMYCTHI
CYHICCTBCHHBIC omubOku. He orTBeTHn Ha JOIIOJIHUTCIIBHBIC  BOIIPOCHI, IPCIJIOKCHHBIC
IpernoaaBaTeieM, a TaK)Ke MPOSIBUI HE 3HAHWE TEPMUHOJIOTUU OCHOBHBIX MOHSTHH, KaTErOpui
0 TUCIUTUINHE.

HpI/I H€O6XOIII/IMOCTI/I HHBaJIMAaM U JIMIaM C OrpaHU4YCHHBIMH BO3MOKHOCTSAMU 310POBbA
NPEOCTABIISCTCS JOMOJHUTEIFHOE BPEMS JIJIs IOATOTOBKU OTBETA HA 3aUeTe.

[Tpu npoBeeHUN TPOLETYPHl OLICHUBAHUS PE3yIbTaTOB O0YYEHUS] MHBAIHUIOB U JIUIL C
OTPaHMYCHHBIMH BO3MOYKHOCTSIMH 370POBbS ITPEAYCMAaTPUBACTCS HCIOIb30BAaHHE TEXHHYECKUX
CpCacTsB, H€O6XOI[I/IMI>IX UM B CBA3M C UX HHIAUBUAYAJIbHBIMH 0COOEHHOCTIMH. OTH cpeacrBa
MOT'YT OBITH MpEaAOCTAaBJICHLI (bI/IJ'II/IaJ'IOM aKaJICMHUU HJIK MOT'YT HCIIOJIb30BATbHCA CcOOCTBEHHbBIE
TEXHHYECKHE CPEJICTBA.

ITponientypa ornieHMBaHUs Pe3yJbTaTOB OO0Y4YEHMs WHBAJIUAOB M JIUI[ C OrpaHUYEHHBIMHU
BO3MOXHOCTAMHU 3J0POBBA MO AWUCHUILIMHE MPEAYCMATPUBACT NIPECAOCTABIICHUC I/IH(i)OpMaHI/II/I B

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

Ne Kamezopuu Buowt oyenounvix cpeocme Dopma KORMPONA U OUEHKU
n/m Mazucmpoe pe3ynbmanos 00yueHus
1 C nHapyueHueM Hay4Hble cTaThu, NMCbMEHHBIE [Ipenmy1iecTBEHHO MMCbMEHHAs
ciyxa CaMOCTOSITeNTbHBIE Pa0OTHI, IpoBepKa

BOIIPOCHI K 3a4€eTy, pedepar, scce

2 C nHapyueHueMm CobecenoBanue 1o BOIpocam K [TpenmymiecTBEHHO yCTHAs
3peHusa 3a4€TYy,; BBICTYIIJICHUC C TOKJIIa/IOM HpOBepKa(I/IHI[I/IBI/II[yaJII)HO)
3 C nHapyleHuemM Hayunsie crareu, pedepar, Opranusanys B3auMOIEHCTBUS C
OIIOpPHO- JOKJIaz, 3CCe, BONPOCHI K 3a4€Ty, 00y4aroUMMICS TOCPEACTBOM
JIBUTaTeJILHOTO KOHTpOJIbHAs padoTa, AIIEKTPOHHOM MOYTHI, TUCbMEHHASI
armapara POBEpKa

HaHHBIfI MNEPCUCHb MOXKCET OLITH KOHKPETU3UPOBAaH B 3aBHCHMOCTHU OT KOHTHHICHTA

oOydJaronuxcs.
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[Tpu nmpoBeneHNH TPOLETypPHl OLICHUBAHUS PE3yIbTaTOB O0yUEHUS] MHBAIHUIOB U JIUIL C
OTPaHUYEHHBIMU BO3MOXXHOCTSIMU 3[0POBbSl IO JUCIMIIMHE OOECIIEYMBAETCS BBIOJHEHHE
CJICAYIOIIMX JIOMOJHUTEIbHBIX TPEOOBAaHUN B 3aBUCIMOCTH OT WHAMBUIYATbHBIX OCOOCHHOCTEH
o0ydJaronuxcs:

a) MHCTPYKLUS 10 TOPSAIKY HPOBEICHUS MPOLEAYpPHl OLEHUBAHUS IMPEJOCTABISETCS B
JOCTYyIHOMU (hopme (YCTHO, B MTUCbMEHHOH (opme);

0) nocrynHas ¢opma MpPeIOCTaBICHUS 33JaHUIl OIICHOYHBIX CPEICTB (B TIEYaTHOM
dopme, B meyatHOW (opMe YBETMUCHHBIM MIPUPTOM, B (hopMe 3IEKTPOHHOTO JTOKYMEHTa,
3a1aHUs 3a4UTHIBAIOTCSI ACCUCTEHTOM);

B) AocTynHas (opma HpeoCTaBIEHUs] OTBETOB Ha 3ajJaHus (MMCBMEHHO Ha Oymare,
Ha0Op OTBETOB HA KOMITBIOTEPE, C UCTIOIB30BAHUEM YCIYT aCCUCTEHTA, YCTHO).

[Tpu HeoOXoaMMOCTH 715t 00YHarOLIUXCSI ¢ OrPAHUYEHHBIMH BO3MOXKHOCTSIMU 370POBbSI U
MHBAJIHJIOB IPOIIEypa OLICHUBAHUS PE3yJIbTaTOB OOYYEHHUS MO JUCLUUILIMHE (MOIYJIIO) MOXKET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[IpoBenenne mpoueaypsl OLIEHUBAHHS PE3YIbTATOB OOYYCHHS WHBAIMIOB W JIHI[ C
OTpaHMYCHHBIMH BO3MOKHOCTSIMU 3JI0POBBSI JIOITYCKA€TCSl C MCIIOJIB30BAHUEM JTUCTAHIIMOHHBIX

06paSOBaTeJ'IBHBIX TEXHOJIOTHH.
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11. JUCT BHECEHUS W3MEHEHUH B PABOYYIO IIPOTPAMMY YUYEBHOU
JUCIHUIIVIMHBI
JlononHeHNs W M3MEHEHHs B Mporpammy yueOHO# aucuumiuHbsl «/lemnonpousBoacteo» 20 -

20 y4eOHbIii rof.

B nmporpamMMy y4eOHO# TUCHUIUIMHBI BHOCATCS CIEIYIOIINE N3MEHEHUS:

1.

N3meHenus B pabouyro mporpaMmy y4eOHOU TUCITUTIIINHBI BHECEHBI:
JIOJKHOCTD,

3BaHMe IpenoaaBaTess ()5(0)

Bhecenne wusMeHeHuii B pabodyr0 NporpaMMy Yy4eOHOM JAHMCHUIUIMHBI YTBEPXKAEHBI Ha
3aceaHnu Kaenpsl « »
ITporokon Ne  or . .20 ropa.

3aB. kadenpoii 015(0)
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