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[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
HanpasnenHocts (po¢uib) YpaBieHHE YeIOBSUECKUMH pecypcaMu

, ono6pennsii YuensiM coBetoM PI'BOY BO Uysamickuit 'AY ot 30.08.2024 r., mpotokon Ne 16.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[Ipencenarens Meroamyeckoir komuccnu axynprera Ommummosa C.I1.

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBOEHHE TEOPETUUECKUX 3HAHUN 110 OCHOBHBIM BOIIPOCAM JOKYMEHTHUPOBAHUS YIIPABIEHUECKOH NEeATEIbHOCTH,
BBIPa0OTATh MPAKTHUECKHE HABBIKK COCTaBJICHUS JOKYMEHTOB U OpraHH3alUH JOKyMEHTO000pOTa, MPHOOpeTeHne
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | Byxrantepckuii yueT 1 aHAIH3

2.1.2 | IIpou3sBoacTBEHHAs MPAKTHKA, TEXHOJIOTHYECKAs! (MIPOEKTHO-TEXHOJIOTHYECKas!) MPaKTHKa

2.1.3 | BHEIIHEOKOHOMHUYECKHE CBSI3H MPEANPHUATUN arpONpOMBIIUIIEHHOTO KOMILJIEKCa

2.1.4 | NlupopMannoHHbIE TEXHOJIOTHH B MEHEKMEHTE

2.1.5 | IHOCTpaHHBIH SA3BIK

2.1.6 | KagpoBblil ayauT U JE€I0IPOU3BOACTBO

2.1.7 | [Ipon3BoACTBEHHAs MTPaKTHKa, HAYTHO-HCCIE0OBATEIbCKas paboTa

2.1.8 | Cratncruka

2.1.9 | YueOHas npakTuka, HayqHO-HCCIIeI0BaTeIbCcKas paboTa (MOTydeHHE TEPBUYHBIX HABBIKOB HAYYHO-HUCCIISIOBATENbCKON
paboTHI)

2.1.10 | denoBble KOMMYHUKAIIUH

2.1.11 | MapkeTuHr

2.1.12 | Meroabl IpUHATHUS YIPABIEHYECKUX PELICHUI

2.1.13 | Uctopus (uctopust Poccuu, BceoOImas HCTOPHsI)

2.1.14 | YuebHas mpakTHkKa, O3HAKOMHUTEIbHAS IPAKTHKA

2.1.15 | OxoHOMHYECKAS TEOpUs

2.1.16 | DxoHOMHUYECKAS TTOJTUTOIOTHS

2.1.17 | DxoHOMUYECKasT COIUOJIOTHS

2.1.18 | [Icuxosorus IMYHOCTU U MPO(ECCHOHATBHOE CaMOOTIpEIeIEHIE

2.1.19 | [Icuxocamoperyssinust 00yJaromerocs: ¢ OTpaHUYEHHBIMHA BO3MOXHOCTSMH 3I0POBBS

2.2 | JMCUMIUITMHBI M MPAKTHKH, /15 KOTOPBIX OCBOEHHE TaHHOW THCIUTIMHBI (MOTYJIs1) HE00X0IUMO KaK
npeanIecTByIoIee:

2.2.1 | IlpousBoacTBEeHHAs NPAKTHKA, IPEAUIUIOMHAsSI IPAKTHKA

3. KOMIETEHIIMU OBYYAIOIIET OCSl, §OPMUPYEMBIE B PE3VJILTATE OCBOEHMSI IUCLIATIIMHBI
(MOZY.JIsT)

YK-4. CnocobeH ocymmecTBIATh AET0BYI0 KOMMYHHKAIHIO B YCTHOHN 1 MMCBMEHHOW ()opMax Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit denepanum 1 MHOCTpaHHOM(BIX) sI3bIKE(aX)

YK-4.1 3HaeT: mpUHIKIBI TOCTPOEHHS YCTHOTO U MICEMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKaX, IpaBHUIa U
3aKOHOMEPHOCTH J1€JIOBOM YCTHOM M NUCbMEHHON KOMMYHHUKALIUU

YK-4.2 YMeeT: NpUMEHATh Ha PAKTHKE JIEIOBYIO KOMMYHHUKAIIMIO B YCTHOW W MIUCBMEHHOM (hopMax, METOIBI H HABBIKH JICJIOBOTO
0OIIEHUS Ha PYCCKOM W HHOCTPAHHOM SI3BIKaxX

YK-4.3 imeet HaBBIKA: YTEHHS U MePEeBOJIa TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIBFHOM OOIIeHNN

ITK-3. CriocobeH ocymecTBIATh cOOp, MOHUTOPHHT M 00pabOTKy TaHHBIX C MCIOIb30BAHNEM TIEPEAOBBIX HHPOPMAIIMOHHBIX
TEXHOJIOTHH JUIS IPOBEJICHUS PACYETOB SKOHOMHUECKHX ITOKa3aTenei

TIK-3.1 3naer: MeToabl cOopa U 00pabOTKA IKOHOMHIUECKOW HHPOPMAILIMU, METOIBI YIeTa 1 aHAIN3a IKOHOMHUECKUX IoKa3aTenei

XO3UCTBEHHOM NEATEIbHOCTH OPraHU3aALMU U €€ IOAPA3AEICHUN ¢ y4eTOM OTPACIEBOM HAIIPABICHHOCTH AESATEIbHOCTU

IIK-3.2 YMeeT: ocyuiecTBIATE cOOP, MOHUTOPHHT U 00pabOTKY MCXOAHBIX JaHHBIX JUIS COCTaBICHUS MPOEKTOB (PMHAHCOBO-
XO3HCTBEHHOM, IPON3BOACTBEHHON N KOMMEPYECKO AesTeNbHOCTH (ON3HEC-TIIIAHOB) OpPraHU3aIiU

[TK-3.3 MimeeT npaKkTHYECKHil OTBIT: y4eTa U aHaJIM3a SKOHOMHUYECKHX IMOKa3aTenen AeITelIbHOCTH OpraHUu3alluu C
WCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHHUYECKIX CPEACTB M HH(POPMAIIMOHHBIX TEXHOIOTHH

B pe3yiabTaTe 0cBOCHHS THCHUTIIHHBI 00YYAIOIIHIACS T0/KEH

3.1 (3HaTh:

3.1.1 | HOpMaTUBHO-METOINYECKYIO 0a3y nenonpousBoacTsa B Poccuiickoit @enepanum;

3.1.2 [ 0ocOOCHHOCTH SI3BIKA U CTHIIS COCTABIICHUS CITyKEOHBIX JOKyMEHTOB;

3.1.3 | cienuduky opranu3anui HHHOPMAITHOHHO-TIOUCKOBON CHCTEMBI U KOH-TPOJISI UCTIOTHEHHS TOKYMEHTOB;

3.1.4 | TpeboBaHMs K OJIaHKaM CITY)KEOHOTO JJOKyMEHTA,




3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIOHHO-PACHOPAAUTEIPHON JOKYMEHTA-I[UN U IPaBHUiIa UX 0(OPMIICHHS;
3.1.6 | Ha3HaUEHUE, CTPYKTYPY U COAEPIKAHUE CHCTEMBI OPTaHU3AI[MIOHHO -PaCOPSAUTEIHHON JOKyMEHTAIIUY;
3.1.7 | yau¢umppoBaHHbIe (OPMBI OPraHU3aMOHHO-PACTIOPSAUTEILHBIX I0-KyMEHTOB;
3.1.8 | mOpsIOK, 3TaNBl 1 OCHOBHBIE IPOIEYPHI OPraHH3aLIH PAOOTHI C TOKY-MCHTAMHU;
3.1.9 | oTansl ABMKEHHS JOKYMEHTOB B OPraHM3alldy B IpOLecce JOKyMEHTO-000poTa U MOPSAIO0K UX PETHCTPALIH;
3.1.10 | mpaBuiIa paboThI ¢ BXOSAIUMHE, UCXOASIIUMH U BHYTPEHHUMH TOKY-MEHTaMH;
3.1.11 | ocoberHOCTH PabOTHI ¢ KAAPOBBIMHU JOKYMEHTaMH, C OOpAILEeHUSIMU TPaskIaH.
3.2 | YmeTh:
3.2.1 | opraHH30BHIBATE JOKYMEHTOOOOPOT M JOKYMCHTAIFHOE CONPOBOXKACHHUE pabOTHI B OpraHax roCyIapCTBEHHOH U
MYHHUIIMIIAIBHOM BIACTH M MHBIX OPTaHN-3aMHX;
3.2.2 | opopMIIATE OpraHU3aIOHHBIC, PACTIOPSAUTEIBHBIC, CIIPABOYHO--HH(POPMAIIMOHHBIE BUABI JOKYMEHTOB, TOKYMEHTHI 110
JIMYHOMY COCTaBY;
3.2.3 | opraHM30BHIBATE JOKYMEHTOIIOTOKH B CHCTEME JOKYMEHT0000pOTa, MapIIpyTHl IBIKECHIS JOKYMEHTOB B OpraHHU3aIlIH,
MOATOTOBKY JIeN K Ilepejaue perucTpupoBaTh JOKYMEHTH B OpraHH3aLlUH;
3.2.4 | opraHH30BBIBATH PabOTY C BXOAAIIMMHE U C HCXOISIIUMH JOKYMEHTaMH;
3.2.5 | noaroraBnMBaTh JOKYMEHTHI K IIepefjaue Ha XpaHEHUE B apXUB.
3.3 | IMeTh HABBIKH M (UJIH) ONBIT 1eSITeJbHOCTH:
3.3.1 | cocraBnenusi, 06paboTKu 1 pabOTHI ¢ JOKYMEHTALMEH Pa3IUUHOTO YPOBHS U HANIPaBICHUH;
3.3.2 | cocTaBieHHs, IPABKH U PeJaKTHPOBAHUS BHOB JOKyMEHTOB, BKIIFOUYEHHBIX B CHCTEMY OPTaHU3aIllMOHHO-
pacnopsauTenbHON JOKYMEHTALNH;
3.3.3 | cocTaBneHus HOMEHKIATYphI Jel;
3.3.4 | bopmupoBanus u 0GopMIICHHS Aeia, OTIUCH Jedl.
4. CTPYKTYPA U COAJEP KAHUE JUCIHHUIIJIMHBI (MOAY JIsI)
HaumeHoBaHue pa3nesioB M TeM /BU] Cemectp / | Yaco | Komneren- | Jluteparypa | Unrte | Ilpak. | Ilpumeuanue
3aHATHA/ Kypc 107071 pakT. | moar.
Paznen 1. Conep:kanue TeMaTHKH Kypca
"JIoKyMEeHTHPOBAaHUE YIIPABJICHYECKOH
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOecnieueHre 7 2 YK-4.1 VK- JIL.1J12.1 0 0
TPEANPHUATAN 1 opranusaruid /Jlex/ 42VYK-43 J2.2
[K-3.1 K- 31
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOecrieueHre 7 4 YK-4.1 VK- JI.1J12.1 0 0
NpeANpUITHi 1 opranusanmi /I1p/ 42VYK-43 2.2
[K-3.1 K- 31
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOECIIeUeHrEe 7 9 YK-4.1 VK- JI.1J12.1 0 0 Hoxnan,
MpeanpusITHii u opranusaruii /Cp/ 42 VK43 J2.2 TECTHPOBAHUE,
IK-3.1 TIK- 21 TBOpYECKAs
3.2TIK-3.3 pabora
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 7 2 YK-4.1 VK- JIL.1J12.1 2 0 poOeMHast
npaBuia ux opopmieHus /Jlex/ 42VK-43 2.2 JICKIIHS
ITK-3.1 IIK- 91
3.2TIK-3.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 7 4 YK-4.1 VK- JI1.1J12.1 0 0
npaBuia ux opopminenus /Ip/ 4.2 VK-4.3 2.2
ITK-3.1 IIK- 31
3.2TIK-3.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 7 9 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
npaBmia ux opopmienus /Cp/ 42 VYK-4.3 J12.2 TECTUPOBAHUE,
TIK-3.1 T1K- 21 TBOpUECKas
3.2TIK-3.3 pabora
Tema 3. Opranu3zanoHHO- 7 2 YK-4.1 VK- JIT.1J12.1 0 0
pacnopsauTeabHble TOKYMEHTBI, IpaBuUiia UX 42 YK-4.3 J2.2
cocraBnenus /Jlex/ TIK-3.1 IIK- 31
3.2TIK-3.3




Tema 3. OpranuzaioHHO- 7 4 VK-4.1 VK- JI1.1J12.1
pacnopsiiuTe bHbIE JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J2.2
cocrasnienus /IIp/ TIK-3.1 IIK- 21
3.2TIK-3.3
Tema 3. OpranuzaioHHO- 7 9 YK-4.1 VK- JI.1J12.1 Hoxnan,
pacnopsauTeNnbHble TOKYMEHTBI, IpaBUiia UX 42 VYK-43 J2.2 TECTHpPOBAHUE,
cocrasienust /Cp/ ITK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 4. IHpopMamMOHHO — CIIpaBOYHBIE 7 2 YK-4.1 VK- JIL.1J12.1
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VK43 J2.2
opopmienus /Jlex/ ITK-3.1 TIK- 31
3.2TIK-3.3
Tema 4. THpOpMaITMOHHO — CIIPaBOYHBIE 7 4 YK-4.1 VK- JIT.1J12.1
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 4.2 YK-4.3 J12.2
odpopmnenus /Tlp/ ITK-3.1 TIK- 31
3.2TIK-3.3
Tema 4. lHpopMaImMOHHO — CIIpaBOYHBIE 7 9 YK-4.1 VK- JIT.1J12.1 Hoxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 YK-4.3 J12.2 TECTUPOBAHUE,
odpopmienus /Cp/ TIK-3.1 ITK- 21 TBOpYECKast
3.2 TIK-3.3 pabota
Tema 5. Ha3znauenue, knaccuukamms 7 2 YK-4.1 VK- JIT.1J12.1
CITy’KeOHBIX MHCEM, 0COOEHHOCTH UX 4.2 VK43 2.2
cocrasienus /JIex/ IK-3.1 IIK- 31
3.2TIK-3.3
Tema 5. Ha3znauenue, kiaccuukarms 7 4 VK-4.1 VK- JIT.1J12.1 KEHChI
CITy’KeOHBIX ITUCEM, OCOOCHHOCTH HX 4.2 YK-4.3 J12.2
cocrasnerus /TTp/ TIK-3.1 IIK- 31
3.2TIK-3.3
Tema 5. Ha3znauenue, kiaccuukarms 7 9 VK-4.1 VK- JI1.1J12.1 Hoxman,
CITy’KeOHBIX ITHCEM, 0COOEHHOCTH HX 4.2 VK-4.3 2.2 TECTUPOBAHUE,
cocraienus /Cp/ TIK-3.1 I1K- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 6.Opranuzamus paboTsl ¢ 7 2 YK-4.1 VK- JIT.1J12.1
nokymeHTamu /JIex/ 4.2 YK-4.3 J2.2
IIK-3.1 IIK- 31
3.2TIK-3.3
Tema 6.Opranuzaius paboTsl ¢ 7 4 YK-4.1 VK- JIL.1J12.1 JlenoBas urpa
noxymenTtamu /IIp/ 4.2 VK-4.3 2.2
IIK-3.1 K- 31
3.2TIK-3.3
Tema 6.0Opranuzaius paboTsl ¢ 7 9 YK-4.1 VK- JIL.1J12.1 Hoxnan,
nokymenTtamu /Cp/ 4.2 VK-4.3 J2.2 TECTUPOBAHHE,
TIK-3.1 IIK- 31 TBOpUECKast
3.2 TIK-3.3 pabora
Tema 7. CocraBienue u ohopMIIeHHE 7 2 YK-4.1 VK- JIL.1JI2.1
JIOKyMEHTOB I10 JINYHOMY cocTaBy /JIex/ 4.2 VK-4.3 2.2
IK-3.1 IIK- 31
3.2TIK-3.3
Tema 7. CocraBneHue u opopmiIeHHE 7 6 YK-4.1 VK- JIL.1J12.1
JIOKyMEHTOB I10 THYHOMY cocTaBy /I1p/ 4.2 VK-4.3 J2.2
IK-3.1 IIK- 31
3.2 TIK-3.3
Tema 7. CocraBneHue u opopMiICHUE 7 10 YK-4.1 VK- JIL.1J12.1 Joxnan,
JIOKyMEHTOB IO JTHYHOMY cocTaBy /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
TIK-3.1 IIK- 21 TBOpYECKAS
3.2TIK-3.3 pabota
3auer /3auét/ 7 0 YK-4.1 VK- JIL.1J12.1
4.2 VK43 2.2
TK-3.1 IIK- 31
3.2 TIK-3.3

5. ®OH/JI OHEHOYHbIX CPEJCTB

5.1. IIpumepHbIii nepeyeHb BOMPOCOB K 3a4eTy

1. OCHOBHBIE (TEPMUHBD», «IOHATHA» NJOKYMCHTHPOBAHUS




2 Vicropus cTaHOBIIGHHS pa3BUTHUS CHCTEMBI AEIONPON3BOACTBAa B Poccun

3 CiryxObl TOKyMEHTUPOBAHUS YIIPABICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKLIHH
4 OpraHu3amnys IeToIpON3BOICTBA Ha MPENIPUATHIX

5. HopmaTtuBHO-MeTOqM4ecKast 6a3a J1eIompOn3BOACTBA.

6 ®opmatel Oymaru i opopMIIeHUS! TOKYMEHTOB U MX pa3Mepsl

7 Pa3meps! noseit Ha GiaHKax JOKYMEHTOB

8 bnaHku NOKYMEHTOB: HOHSATHE, BUIbl U UX PEKBU3UTHI

9. PexBHU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB M IPaBHUIa X O(QOPMIICHHS

10. VYrioBoe U MpoaOIbHOE PACIOIOKEHHE PEKBU3UTOB Ha JOKYMEHTax

11. Kiaccuduramus v QyHKIMH JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPEAIPHSATHH.

13. TekcT AOKyMEHTa, ero CTpyKTypa M TpeOOBaHUS K €ro COCTaBICHHUIO

14. PacnopsanTenbHble JOKYMEHTBI, W3[aBaeéMble Ha NPHUHIMIIAX KOJUIETHAAbHOCTH: BHJBI, PEKBU3UTHI U MPaBUIIA UX
opopMITeHHS

15. PacniopsauTenbHble JOKYMEHTHI, M37aBaeéMble B YCIOBUSIX €AMHOHAYANMS: BHIBI, PEKBU3UTHI, IpaBUIa UX o(opmiieHns
16. JlokyMeHTO000pOT: MOHSTHE, KIacCU(HUKALUS ¥ €0 OpraHu3alys Ha MPEIIPHATHH.

17. IMopsimok pa®oTHl ¢ BXOAAMIMMH, UCXOMAIINMH U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIINX, UCXOMAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomenknaTtypa nen: mOHSTHE, BUIbI, PEKBU3UTHI, (hopMUpoBaHHE U OQOpPMIICHUE e

20. OpraHu3anOHHbIC JOKYMEHTHI: MOHSTHE, Ha3HAUCHHE, BU/BI U MPaBUIA UX OQOPMIICHHS

21. WudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, Ha3HAUEHHE, OCHOBHBIC PEKBH3HTHI, TIPaBHIa UX O(GOPMIICHHS
22. CayxeOHbIe (eNI0BbIE) MUCbMA: Ha3HAYEHHE, BUABI MHCEM, PEKBU3HUTHI, IIPaBUIa UX O0(OPMICHUS

23. ITpoTokouisl coBemanui, COOpaHuil U 3acefaHuii: BUIbI, COCTAB PEKBU3UTOB M MOPSIOK UX OPOPMIICHHS

24. JIOKyMEHTHI 11O JTHYHOMY COCTaBY IPEIIPHATHS: Ha3sHaYeHHE, COCTaB, 0COOCHHOCTH PadOTHI ¢ KaJpPOBBIMH
JOKyMEHTaMH

25. [Tpukasel MO TMYHOMY COCTaBY: BUJABI U OCOOCHHOCTH MX O(OPMIICHUS

26. Bunsl 1 nopsaok paboTsl ¢ MUCbMaMM M OOpaIlCHUsIMH TPak/iaH

27. CoBpeMeHHBIE TEXHOJIOTHH TOKYMEHTAIMOHHOTO O0ECIeUEeHNs YIPaBICHYECKOH IeITebHOCTH

5.2. IlpumepHBliil NepedyeHb BOIPOCOB K IK3aMEHY

He npenycMoTpeHO yaeOHBIM IIAHOM

5.3. TeMaTHKa KypCcOBbIX PadoT (KypCOBBIX IPOEKTOB)

He npenycMoTpeHO y4eOHBIM IIITAHOM

5.4. ®OHA OLEHOYHBIX CPEACTB AJIS NPOBeJeHUs TeKYIero KOHTPOJIsI

TeMmbI TOKIaI0B

1.0co06eHHOCTH TUCEMEHHOTO JIETOBOTO OOIIEHHS.

2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.

3.CucreMbl JOKyMEHTOB.

4.0praHu3annOHHO-TIPABOBEIC JOKYMEHTEIL.
5.PacniopsinuTenbHble JOKyMEHTBHI.

6.} opMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.

7.PexBu3uTh foKyMeHTOB. O0s3aTeNbHbIC U (haKyTbTaTHBHEIE.
8.PexBu3uTHI AaTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHHU.
9. DTUKETHbIE ACIEKTHI 1€I0BOTO MHUChMa.

10.2KaHpbI MHCHMEHHOTO JISTIOBOTO OOIICHUS.

11. 3arooBoK 1 Ha3BaHWE BUA JOKyMEHTA.
12.ConpoBoAUTENBHOE MUCBMO K JOKyMEHTaM.
13.1{upkynsipHbIe TUCHMA.

14 .IIpuxa3ssl.

15.ITucbMo-noATBEPIKICHHUE.

16.TenedonorpamMma.

17 .bnanku.

18.Tpadapetsl, popMymnsapsl, ITA0IOHBL.

19. IIpereH3noHHas nepenucka.

20. Kommepueckuii 3anpoc.

Tematuka scce

baza manHBIX

bnank noxymenra

JlenoBas nepenucka. JTUKa W MpaBuia
JlokymMeHT0000pOT

JIoKyMeHTOOOOPOT Ha KOMIIBIOTEPE
JIOKyMEHTBI U UX KIacCH(pUKaIHs
JIOKyMEHTBI TIO JITYHOMY COCTaBYy

Nounkwbe—




I[OKyMGHTI)I IO JINYHOMY COCTaBy U UX OCHOBHBIC BU/IbI

9. Enunas rocymapcrBennas cucrema nenornpousBojictea (EI'CJI)
10. 3ammura J0KyMEHTOB
11. 3amuTa >IEKTPOHHBIX TOKYMEHTOB
12. WzroToBneHue TOKyMEHTa Ha KOMITBIOTEpE
13. WudopmannoHHO-CcIIpaBoYHast paboTa 10 JOKYMCHTaM Ha KOMITIBIOTEpe
14. WudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI
15. Hcropus pa3zsutus ciyx6 mokymeHTauun B Poccun
16. Kraccuduxanuu 10KyMEHTOB
17. KoHTposp ncnonHenus JOKyMEHTOB
18. Ha3nadeHune 1 OCHOBHBIE BB HH(POPMAI[IOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 10 JOKYMEHTALIMOHHOMY OOECIEUeHHIO YIPaBICHUS
20. OOBEKT M TIPEAMET JIEIOTIPOU3BOICTBA
21. Oprasu3anun paboTHl ¢ JOKYMEHTaMH
22. OpraHu3anoHHas CTPYKTypa HepcoHana, 00ecleunBaromero paboTy ¢ JOKyMEHTaMHU
23. OpraHu3aluOHHbIE TOKYMEHThI, X Ha3HaYCHHUE U BUJbI
24. OCHOBHBIE TIPUHIIMITEI OPraHU3alUH PAOOTHI C JOKYMEHTaMH
25. IlepBuyHBIA OOKYMEHT
26. [TuceMo, BHABI MHCEM
217. IToaroToBka HOKYMEHTOB K apXUBHOMY XPaHEHHIO
28. [IpaBuna BHyTpEeHHET0 TPYIOBOTO pacropsiaka
29. [Ipuxka3
30. Perucrpanust 10KyMeHTOB
31. PexBU3UTHI JOKYMEHTOB
32. Ponp nHGOpMAIK B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHIX
33. CucreMa OopraHM3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUN
34, Crioco0sl 3akperuieHuss HHYOPMALMH JUTS TOKyMEHTAI[HOHHOTO HCIOJIb30BaHUS
35. CranpapTu3anus B CUCTEMAaxX AENOIPOU3BOJCTBA
36. CrpyKkTypa OpraHHM3aIuu
37. TexHonorust XpaHeHUs] TOKyMEHTOB
38. YHuduupoBaHHas cUCTeMa JOKYMEHTAIINU
39. VYcras npeanpustus
40. dopmupoBanue U opopMIIeHHE e
6. YHAEBHO-METOINMYECKOE U UH®OPMAILIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAYJIS)
6.1. Pexomennyemas auteparypa
6.1.1. OcHoBHas JUTEpaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komnu-Bo
JI1.1 | Kocteirosa JI. A. JIoKyMEeHTHpOBaHHE YIIPABICHYCCKOH N TeIBHOCTH: yaeOHOe M.: MUCuC, 2012 | OnexrpoH
nocobue HBII
pecypce
6.1.2. lonoHUTeIBLHAS JIUTEPATypa
ABTOpBI, COCTaBUTENHU 3arnaBue WznatensctBo, roa | Komuu-Bo
JI2.1 |Bacunsesa U.H., OpraHu3aiys Ie10IpOnu3BOCTBA U IePCOHATBHBIA M.: By3oBckuit 0
Kenuunckuii I. C. MEHEDKMEHT: yueOHoe ocobue yue6HuK, 2004
JI2.2 | Ky3nenos U. H. JIoKyMeHTaIIMOHHOE 00eCIICUCHUE YITPABICHUS U M.: FOpaiir, 2010 0
JIETIOMPOH3BOJICTBO: YICOHHK
6.2. Ilepeuens pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHMKAIIMOHHOM ceTH ""UHTepHeT"
21 | XKypnuan "JemonponsBoactso"https://www.top-personal.ru/officeworks.html
6.3.1 Ilepeyensb NporpaMMHOro odecrneyeHus
6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016

6.3.1.4 | Project 2016

6.3.1.5| Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox




6.3.1.1

MozillaThinderbird

6.3.1.1

7-Zip

6.3.1.1

CrpaBounas npaBoBas cuctema Koncynsrantllinroc

6.3.1.1

DJIeKTPOHHBIH Teproauueckuii cripaBoyHuk «Cucrema ['apanT»

6.3.1.1

OfficeStandard 2010

6.3.1.1

OfficeStandard 2013

6.3.1.1

LibreOffice

6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: Ipennpustue 8. Cenpckoe X03sHcTBO. KOMIUIEKT /11 00y4eHHs B BEICIINX U CPEIHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJIE»

6.3.1.2

MenuanpourpsiBatens VLC

6.3.2 [lepeuenb MHGOPMANHOHHBIX CPABOYHBIX CHCTEM

6.3.2.1

HanunonaneHast anekTpoHHas 6ubaroTeka. JJocTyn mocpeacTBOM UCTIONb30BaHus ceTu «VHTepHeT» Ha 32 TepMUHAaIa
nocryna. https://H36.pd/

6322

DneKTpoHHbIH nepuonudeckuii cripaBoyHuk «Cucrema TAPAHTY. [TonHoTekcToBBIN, 00HOBIsIEMBIH. JloCTyI IO
JIOKaJIBHOH CEeTH aKaJleMHH

6.3.2.3

DnekrponHas cucrema «['ocunaHCh». [I0MHOTEKCTOBAsI ANEKTPOHHASI CHCTEMa, TIOCTOSIHHO TOIOTHACMAsI.
WuauBuaya bHBIA HEOTPAaHHYCHHBIN TOCTYN Yyepe3 PUKCHPOBaHHBIA BHeNTHHN [P aapec akameMun U3 T000# TOYKH, B
KOTOpO# nMeeTcs noctym k cetr aTepHeT. http://www.gosfinansy.ru/

6324

6.3.2.5

DnexrponHas 6ubmmoreunas cucrema «95C FOPAUT www.biblio-online.ruy». [ToTHOTEKCTOBAS IEKTPOHHAS
6nbnoTeka. IHANBUyaTbHEI HEOTPAaHWIEHHBIN TOCTYI Yepe3 (GMKCHPOBaHHEIN BHeIHUH [P anpec akagemun
HEOTPaHHYEHHOMY KOJIMYECTBY MOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOIl HMeeTcs OCTYI Kk ceTu IHTepHeT.
https://www.biblio-online.ru/

6.3.2.6

DnexrpoHHO-OnbanoTeunas cucrema ZNANIUM.COM. IlosnHoTekcToBast ayieKTpoHHasi OubianoTeka. MHAMBUYa IbHBII
HEOTpaHUUYECHHBIN JOCTYI Yyepe3 pUKCHPOBaHHbIH BHEIHUH [P ajgpec akageMun HeOrpaHHYEHHOMY KOJIMUECTBY
MOJIb30BaTeNeH U3 000N TOYKH, B KOTOPOIt MMeeTcs TocTyi K cetn MHTepHeT. http://znanium.com/

6.3.2.7

OnekrponHas 6nbnmoreka rexundeckoro BY3a (35C «KoncynbraHT cTyneHTa). [lomHOTEKCTOBAS 31€KTpOHHAS
6nbnmoTexa. VHAMBHIYa IbHBINH HEOTPAaHMUCHHBIN NOCTYN Yepe3 GUKCHPOBaHHEIN BHenHHU [P anpec akagemun
HEOrpaHMYEHHOMY KOJHMYECTBY M10JIb30BaTeIeH 13 000 TOUKH, B KOTOPOI UMeeTcs TOCTyN K ceTh VIHTepHeT.
http://www.studentlibrary.ru

6.3.2.8

OnekTpoHHas OubIMOTEUHasl cucTeMa u3narenbcTBa «Jlanpy. [TomHOTEKCTOBAs 2IEKTpOHHAs OUOIHOTEKA.
VHnuBHIyanbHBIN HEOTpaHMYCHHBIHN TOCTYN Yepe3 (GUKCHpOoBaHHBIN BHeHNMI [P anpec akageMun HeOrpaHUIECHHOMY
KOJIMYECTBY TIOJIH30BaTENEH 13 JIF000# TOUKH, B KOTOPOU MMeeTcst 1OCTym K ceth MHTepHeT.http://e.lanbook.com

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHUIIJINHBI (MOAYJIS)




Aynuropus

Bun pabot

Haznauenwne

OcHaIEHHOCTh

35a

Jlex

YuebHast aynuTOpuUs

Cron npenogaBatens (1 mrt.), ctonsl (30 wT.), cTynbs (60 wrT.), cTyn
npenonasatens (1 wr.), nocka aynutopHas (1 wr.), pulyna (1 wr.),
JIEMOHCTPaIMOHHOE 000pynoBaHue (Oenas JJakoBasi MarHUTHO-
MapkepHas focka (1 mr.), mpoekrop Toshiba (1 mT.), HOYyrOyk Acer
(1 1T.)) ¥ yueOHO-HATIISIIHBIE TOCOOHS

236

CP

ITomemmenue miist
CaMOCTOSATELHON pabOThI

JleMOHCTpalioHHas TeXHUKa (MHTepakTHBHAs nocka Hitachi
Starboard FX-63 D (1 mr.), HoyrOyk Acer Asp T2370 (1 mur.),
npoekrop Toshiba (1 mrT.)), cToNI MOTMPOBAHHEIH (3 MIT.), CTONT
yaeHudeckui (7 mr.), cToa kommeiorepusli (11 mwr.), ctya (20 mrt.),
CTyJbsl, KOMIBIOTEPHAs TEXHUKA C BO3MOKHOCTBIO IIOAKITIOUEHHUS K
cern "MHTepHET" M 0OECIIeUeHNEM TOCTYIIA B HJICKTPOHHYIO
nH()OPMAIIMOHHO-00pa30BaTEIbHYIO cpeay opranu3anuu (10 mr.)

123

CP

ITomemenue ais
CaMOCTOSTENILHON pabOThI

KoMmbrorepHast TeXHHKA ¢ BO3MOXKHOCTBIO ITOKIIOIEHHS K CETH
"UuTepHeT" U oOecrieyeHneM JOCTYIa B 3JIEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHYIO cpeny opranu3anuu(19 mir.),
ctoisl (17 mT.), KOMIBIOTEPHBIH CTOJ 6-1 MECTHBIH (3 IIT.), CTYNbs
yuenuudeckue (34 wr.), ctyaps /M (18 mr.), cremnaxu c
nuTepartypoii, Buaeoysennuntens Optelec Wide Screen (1 mit.)

51a

VYueOHas ayquTopHs

Cron npeniogaBatens (1 mT.), mapra 3-xMecTHas co ckameiikoit (10
mT.), CTYAbs (5 wr.), cryn npenogasatens (1 wr.), gocka (1 mrT.),
TpubyHa (1 mt.), AeMoHCTpaMoHHOE 000pynoBaHue (Oenas JakoBast
MarHUTHO-MapkepHas gocka (1 mT.), mpoekrop Toshiba (1 mit.),
HOYTOYK Acer Asp T2370 (1 mrT.)) 1 yueOHO-HATIIAAHBIE TOCOOH

45a

Y4eOHast aynuTopus

Croxn npentonaBarens (1 mr.), ctomnsl (6 mrt.), cTymss (18 mT.), cTyn
npenongasatens (1 wr.), gocka (1 mwrT.), cTon kommbloTepHbIi (10
wT.), cryabs (10 mrT.), 1eMOHCTpallMOHHOE 00pyI0BaHKHE (KOMITBIOTED
Intel G32603 3 GHz 3 M (10 mur.), mosotHO pynonHoe (1 mT.))
y4eOHO-HATJISTHBIE TIOCOOHS

8. METOMYECKHE YKA3AHUSA /IS OBYYAIOIIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MOZLY JIS)

Mertouka H3y4eHHs Kypca MpeaycMaTpIBAeT HapsLy C JISKIIHSIMH 1 IIPAKTHYESCKUMHE 3aHATHSIMH, OPTaHI3AIIHI0 CAMOCTOSTEIEHOH
paboTHI CTY/ICHTOB, IPOBECHUE KOHCYIbTALUH, PYKOBOACTBO JOKIAJAMHU CTYJCHTOB JUIs BBICTYIJICHHS Ha HAYIHO-IIPAKTUIECKUX
KOH(EpEeHINAX, OCYIIECTBICHHE TEKYILIET0, IPOMEXYTOUYHOTO M UTOTOBOr0 (JOpM KOHTPOJIS.

Cucrema 3HaHUH 1O TUCIUIUINHE «/|OKyMEHTHpPOBaHNE YIIPaBICHUSCKOH IEITEFHOCTI» (GOPMHIPYETCs B X0/I€ ayTUTOPHBIX U
BHEAYTUTOPHBIX (CAMOCTOSATENBHBIX) 3aHATHH. cronb3ys JICKIMOHHBIN MaTepHal, yIeOHUKH U yaeOHbIe TOCo0Hs,
JOMOTHUTENBHYIO IUTEPATYpPY, IPOSBISS TBOPUECKUN TOAXO0J, CTYAEHT TOTOBUTCA K MPAKTUUECKIM 3aHATHUSIM, pacCMaTpUBast UX
KaK IOTIOJTHEHNE, YIITYOJICHHE, CHCTeMaTH3alusl CBOMX TEOPETHUCCKAX 3HAHUH.

Jn1s 0CBOCHUSI TUCITUILIMHEI CTYAEHTaMHI HEOOXO0IMMO:
1. ITocemaTs NeKuUH, Ha KOTOPBIX B CKATOM M CUCTEMHOM BHUJI€ U3JIaralOTCsl OCHOBBI AUCIUILTHHBL JAIOTCS ONpeIeIeH s
HOHSTHH, 32KOHOB, KOTOPBIE JOJDKHBI 3HATh CTYACHTHI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH IOBEACHNS SKOHOMHYECKUX CyOBEKTOB.
CTyneHTy BaKHO ITOHATH, YTO JISKIHNS eCTh cBoeoOpasHas TBopUueckas popMa caMOCTOSTeNHOM padoTsl. Hamo meITaThcs cTaTh
AKTUBHBIM COYJaCTHHKOM JICKIHH: TyMaTh, CPABHUBATH H3BECTHOE C BHOBD IIOIY4a€MBIMH 3HAHUSIMHU, BOMTH B JIOTHKY N3JI0KCHUS
MaTepHala JEKTOpOM, CIeIUTh 3a XOJI0M €ro MbICJIEH, 3a ero apryMeHTanueil, HaxoJUTh B Hel KaxKyluecs: Bam cinadoctu. Bo
BpeMs JICKIUH MOXKHO 331aTh JISKTOPY BOIIPOC, KENaTeIbHO B MICHbMEHHOH (hopMme, YTOOBI HE MEIIATh M HE HapyLIATh JIOTHKA
nposeneHus Jeknun. Cirymast JTeKIuio, ciaeayeT 3ahIKCHPOBaTh OCHOBHEIC HJICH, ITOJIOXKEHHS, 000011eHns, BEIBOABL. PaboTta Hax
3aMHCHIO JISKI[UH 3aBepiIaeTcsa gfoma. Ha cBexxyro ronoBy (Toxa ere JeKIHs B aMsITH) HaJl0 YTOUHHUTH TO, YTO 3aIHCAHO,
000raTUTH 3aIiCh TEM, YTO HE yAAJIOCh 3a()MKCUPOBATh B XOJ€ JIEKIUH, 3a[IHCATh B BUE BOIIPOCOB TO, YTO HAJIO MPOSICHUTb, 10
KOHIIa IOHATE. Ba)kHO cOOTHECTH MaTepHall JIEKIUN ¢ TEMOH y4eOHOH IIPOTpaMMBI H YCTAHOBHTH, KaKHE €€ BOMPOCH HAIILIH
OCBEII[EHUE B MPOCIYIIAHHOH JeKuy. Toraa mone3Ho o0pamarsest U K yueOHHKY. JIekius i yaeOHHUK He 3aMEeHSIOT, a JOIOIHSIIOT

ApYT Apyra.

2. TlocemaTp pakTUUECKHE 3aHATHS, K KOTOPBIM CIIEyeT TOTOBUTHCS U AKTUBHO Ha HUX pad0OTaTh. 3aaHNe K IPAKTHICCKOMY
3aHATHIO BRIJIAET MIPEMoAaBaTeNb. 3aJaHue BKIIOIAET B ce0s OCHOBHBIE BOIPOCHI, 3a]Ja4H, TECTHI U peepaTsl I
CaMOCTOATEIBHON PabOTHI, TUTEpaTypy. [IpakTudeckre 3aHATHS HAUWHAIOTCS C BCTYNUTENBHOTO CI0BA MPEMoAaBaTens, B KOTOPOM
Ha3bIBAIOTCS LIENb, 33Jja4l U BOIIPOCHI 3aHATHA. B mpolecce mpoBeaeHNs 3aHATHH IpenojaBaTellb 3aJaeT OCHOBHBIE U
JIOTIOTTHATEBHBIE BOTIPOCHI, OPTaHNU3YeT UX o0cykaeHne. Ha mpakTHdeckix 3aHATHAX PEIaloTcsl KOHKPETHBIEC 3a1a4H 110
JIeTIONPOU3BOJICTBY, Pa30HPArOTCs TECTOBBIE 3aJaHNs U 33JaHH, BEIIAHHBIC I CAMOCTOSTENBHON pabOoTHI, 3aCITyIINBAIOTCS
pedepaTuBHbIe BhICTyIUICHHs. CTYAEHTHI, NPOIYCTUBIINE 3aHATHE, WM HE TOrOTOBHUBIINECS K HEMY, NPHUIVIALIAIOTCS Ha
KOHCYNBTALMIO K penoaaBaTento. IIpakrnueckoe 3aHATHE 3aKaHYMBAETCS MTOJIBEJEHUEM UTOTOB: BEIBOJAMH IO TEME U
BBICTaBJICHHEM OLICHOK.
3. CucreMaTH4eCKu 3aHUMAThCSA CaMOCTOSTENBHON paboTOM, KOTOpast BKIIIOUAeT B ce0s N3ydeHHe HOPMATUBHBIX JOKYMEHTOB,
MaTepHalloB YUeOHHKOB M CTaTeH M3 3KOHOMUYECKOI JINTepaTyphl, pelieHHe 3a1a4, HallMcaHue J0KIano0B, pedeparos, scce.
3aaHust AT CaMOCTOSATENbHOM paOOTHI BBIIAIOTCS IIPEMOAABATEIIEM.

4. Ilox pykOBOJCTBOM IIPENIOJaBATENs 3aHUMAThCS HAyTHO-HCCIIeJ0BATEIbCKOI paboTOH, 9TO MPEeANOoIaraeT BEICTYINICHUS C
JIOKIaJJaMH Ha HayqYHO-IPAKTHYECKHX KOH(EPEHIMSX 1 ITyOIMKALIMIO TE3UCOB U CTATEH 10 UX pe3ylbTaTaMm.

5. IIpu BO3HHUKAIOMMX 3aTPYJHEHUAX IPH OCBOCHUU TUCLHUILUIMHBI «JJOKyMEHTHPOBAHUE YNIPABIECHUECKON NESATEIbHOCTIY, I




HEYCIIEBAIOIUX CTYACHTOB U CTYICHTOB, HE MOCEIIAIOIUX 3aHATHS, IPOBOAATCS eXKEHEIeIbHbIE KOHCYIBTAINH, HA KOTOPBIE
MPUIIIAIIAIOTCS HEYCIICBAOIIUE CTYICHTHI, 8 TAKKE CTYACHTBI, HCIBITHIBAIONIIE IIOTPEOHOCTh B IOMOIIX TIPEIIOJaBaTeNs [IPU
W3ydeHUH TUCIATUTNHEL

[Ipu u3ydeHnn TUCIUITINHEL « JJOKyMEHTHPOBAaHHUE YIIPABIEHUECKON ESITETFHOCTI) CIEAyeT YCBOUTh:

- TOKyMEHTUPOBaHHOE 0OecredeHue MpeanpusITUii 1 OpraHu3aLHii;

- COCTaB PEKBU3UTOB JOKYMCHTOB U ITPaBUIIa HX O()OPMIICHUS;

- OpraHU3aIIOHHO-PACIOPIIUTENBHBIE JOKYMEHTHI, TPaBHJIa HX COCTaBIICHNS;

- OpraHMU3aIHIo pabOThI C JOKYMEHTAMHU.

PexoMennanuu no noAroToBke K jJekuusM. IIpyu noaroroBke K ouepeqHOMY JEKIHOHHOMY 3aHITUIO HE0OXOUMO:

1. MakcumaabpHO OAPOOHO pa3padoTaTh MaTeprall, H3IaraBIINics Ha MPEBIIYIEeM JICKITHOHHOM 3aHATHH, IIPH 3TOM BBIICIUTD
HanboJiee BayKHYIO YaCTh M3JI0KEHHOTO MaTeprala (OCHOBHBIE OTIPENeNICHUS U (JOPMYIIBI).

2. ITocrapaThbcs 3alIOMHUTH OCHOBHBIE (POPMYJIBL.

3. [TocrapaTbcsi MAKCUMAJIBHO YETKO C(OPMYITUPOBATH (IOATOTOBUTE) BOIIPOCHI, BOSHUKIIHE ITPH pa3dope MaTepralia mpeablIymei
JICKIIHH.

4. CpaBHHTS JICKIIMOHHBIN MaTepHal C aHAJIOTHYHBIM MaTEPHUAJIOM, U3JI0KEHHBIM B JTUTEPAType, HOMBITAThCS CAMOCTOSTENEHO
HaTH OTBET HA BO3HUKILIUE ITPU MOJTOTOBKE BOIPOCHL.

KenarenpHo:

1. 3ygas nmutepaTypy, 03HAKOMUTCS C MATEPHATIOM, H3JIOKEHUE KOTOPOTO TNIAHUPYETCSI Ha MPEACTOSIIECH JICKITHH.

2. Onpenenuth HanboIee TPYAHYIO ISl Balllero MOHMMAaHUS YacTh MaTepHaja 1 MONbITaTbesl CPOPMYIUPOBATH OCHOBHBIE BOIIPOCHI
I10 3TOH yacTu.

Wzydenne Hanboee BaXKHBIX TEM HITH Pa3iefioB yaeOHOM NUCIMIUIMHEI 3aBEPIIAIOT IPAKTHICCKAS 3aHATHS, KOTOPBIC
o0ecreunBaroT: KOHTPOJIb MTOATOTOBICHHOCTH CTY/ICHTA; 3aKpeIIeHHe yIeOHOTO MaTepHaa; IpHOOPETEeHNE OTIbITa YCTHBIX
yOIMYHBIX BBICTYIUIEHHH, BEIEeHUS AUCKYCCHH, B TOM YHCJIEe apTyMEHTALMH U 3aIUThl BBIIBUTAEMBbIX [TOJIOKEHUH U TE3UCOB.
3aHATHIO IPEIIECTBYET CAMOCTOATENbHAs paboTa CTYICHTa, CBA3aHHAS C OCBOSCHHEM MaTepHaa, TI0yIeHHOTO Ha JICKIHSX, H
MaTepraoB, H3JI0KEHHBIX B YIeOHUKAX U yIeOHBIX TOCOOMAX, a TAlOKe JIUTEpaType, PEKOMEHIOBAHHOMN MPENOo/aBaTeIeM.
PexoMenanuu 1o nmoAroTOBKE K NPAaKTUYECKUM 3aHATHIM. [Ipu MOATrOTOBKE K MPAaKTHYECKUM 3aHSATHIM HEOOXOIUMO:

1. BEIyduTh OCHOBHBIC (JOPMYIIBI M ONIPEACIICHHUS, COJCPIKAIIHECS B JICKIIMOHHOM MaTepHale.

2. YTO4YHUTH 00J1aCTh MPUMEHUMOCTH OCHOBHBIX (POPMYIT U OTIpeIeTICHUH.

3. IIpunoXKuTh MAKCHMYM YCUNHUI JJI1 CAMOCTOSITETbHOTO BBIIIOTHEHHUS JOMAIITHETO 3aJaHusl.

4. MakcuMabpHO 4eTKO c(hOpMHUPOBATH MPOOIEMBI (BOIIPOCHI), BOHHUKIINE MPH BBIMOJHEHHH JOMAIIIHETO 3aIaHHs.
KenarenpHo:

1. IlpuayMaTs MHTEpEeCHBIE HA HAI B3IVIS IPUMEPHI U 331a9X (CHTyalluH) [UIS PACCMOTPEHHMS X HA IPEJICTOSIIEM TPAKTHISCKOM
3aHSATHH.

2. ITonpITaThCs BBIOJIHUTD JOMAIIIHEE 3aJaHUE, UCIOJIb3YSI METOAbI, OTJIMYHBIE OT T€X, KOTOPbIE U3JI0KEHBI IPENOAaBaTeNIeM Ha
TEKIHAX (MPAKTHIECKUX 3aHATHAX). CPaBHUTH TOTyIE€HHBIE PE3yIIbTaThL.

TpebGoBaHUs, IpeAbABIACMBIE K BHITIOJIHCHUIO KOHTPOJIBHBIX 3aJaHui. [IpH BRIMOIHEHNU KOHTPOJIBHBIX 3alaHUN CIEIyeT:

1. ITomyuuTh 4eTKUH OTBET HA BCE BOIIPOCHI, COJIEPIKALLUECS B KOHTPOILHOM 3a/laHUH.

2. MakcuMabHO YETKO M3JI0KUTH CIIOCO0 BBITTOJIHEHHUS KOHTPOIBHOTO 3aIaHHS.

3. OcopmuTs 3a7aHNE B COOTBETCTBUH C IIPEABIBICHHBIMH TPEOOBAHUAMIL.

4. 1o BO3MOKHOCTH, OCYIIECTBUTH MIPOBEPKY MOIyIEHHBIX PE3yIIbTaTOB.

ITo cormacoBaHMIO ¢ IMPENoOAaBaTEIEeM I 110 €ro 3aJaHHIO CTYICHTHI MOTYT TOTOBUTE pedepaTsl 10 OTACIBHBIM TeMaM
JqucuuIrHGL. OCHOBY TOKITAaZIOB COCTABIISET, KaK IPaBHIIO, COEpKaHNe IOATOTOBIEHHBIX CTyAeHTaMH pedeparo. KagecTBo
y4eOHOM paboThI CTyAEHTOB MPEIoAaBaTeNb OLEHUBAET [0 Pe3ylbTaTaM TECTUPOBAHUS U 3aueTa. TecTUpOBaHUE
OpPraHU30BBIBACTCS B KOMITBIOTEPHBIX Ki1accax. Bee Bonmpockl TecTupoBaHus 00CYKAaI0TCs Ha JIEKIMOHHBIX M TPAKTHYECKUX
3aHATHAX. [IoATrOTOBKA K 3a4eTy IpeArnoIaraeT H3ydeHne KOHCIIEKTOB JISKITHHA, peKOMEHTyeMOH JIUTepaTyphl ¥ JPYTHX
HCTOYHHKOB, IOBTOPEHUE MATEPHAJTIOB MIPAKTHYECKUX 3aHATHH.
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JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



