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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) YrpasieHue 4enoBeYECKUMH pecypcaMu

Krammduxamms Bbakanasp

dopma oOydeHHs 04HO-3204YHAS

OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108 Bupas! koHTpOIS:
B TOM YHCIIE: 3ayer
ayAUTOPHBIE 3aHATH 24
CaMOCTOsTebHAs paboTa 84

Pacnpeneﬂeﬂue YaCcoB JUCHHUILIMHBI ITO0 CeMECTpaM

Cemectp
(<Kypc>.<Cemectp 7 (4.1)
Ha Kypce>) Hroro
Henens 17 3/6
Bun 3arsaTait v | PO | vmo PIT

Jlexunn 8 8 8 8
IMpakruaeckue 16 (16 |16 |16
B tom uncne uHT. 8 8 8 8
Uroro ayn. 24 |24 |24 |24
KonraxrHas pabora |24 (24 |24 (24
Cam. pabota 84 (84 |84 |84
HUroro 108 | 108 | 108 | 108




[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
HampasnerHocts (mpo¢uib) VYmpaBieHHE YelOBEUSCKUMH pecypcaMmu, OJoO0peHHbIH YueHsiM coBetom @OIBOY BO
Uysamckuii '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'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.
[Ipencenarens MeToAMYECKOH KOMUACCHHU (haKyIabTeTa

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 | BHenIHeAKOHOMUYECKHUE CBS3U MPEANPHUATHH arpolpOMBIILUICHHOTO KOMILIEKCa

2.1.2 | UladopManmoHHBIE TEXHOIOTHH B MEHEIKMEHTE

2.1.3 | MlHOCTpaHHBIH A3bIK

2.1.4 | KapgpoBblil ayauT U JEI0IPOU3BOICTBO

2.1.5 | lenoBbie KOMMYHHKAIIUW

2.1.6 | Ucropus (uctopust Poccun, BceoOmas HCTopus)

2.2 | AucuMmIinHbI ¥ IPAKTUKH, [JI51 KOTOPbIX OCBOEHHE JaAHHOW AMCUHUIIMHBI (MOIYJIA) HEOOXOAUMO KAK
npelIecTBYOIIee:

2.2.1 | MaremaTuieckoe MOICTUPOBAHUE B MEHEIKMEHTE

2.2.2 | IlpousBoacTBEHHAs MPAKTHKA, TEXHOJIOTHYECKas! (MIPOEKTHO-TEXHOJIOTHYECKAs!) MPAKTHKa

2.2.3 | Yrupasnenue 0a3aMu TaHHBIX

2.2.4 | TIpou3BoicTBEHHAs MPAKTHKA, TPEIAUILIOMHAS MTPAKTHKA

3. KOMIETEHIIMU OBYYAIOIIET OCSl, §OPMHUPYEMBIE B PE3VJILTATE OCBOEHUSI TUCLIATIIMHBI
(MOZY.JIsT)

YK-4. Cnoco6eH oCyIecTBIATh AeTOBYI0 KOMMYHHUKAIIUIO B YCTHON M MUCBbMEHHON ()OpMax Ha TOCYIapCTBEHHOM S3BIKE
Poccuiickoii @enepanny 1 HHOCTpaHHOM(BIX) sI3bIKE(aX)

YK-4.1 3HaeT: mpUHIUIBI TOCTPOEHHS YCTHOTO U MICEMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M HHOCTPAaHHOM SI3bIKaX, IpaBHUIa U
3aKOHOMEPHOCTH JI€JIOBOM YCTHOM M MUCbMEHHON KOMMYHHUKALIUU

YK-4.2 YMeeT: NpUMEHATh Ha IPAKTHKE IEIOBYIO KOMMYHHUKAIIMIO B YCTHOW W MUCBMEHHOM (hopMax, METOIBI H HABBIKH JICJIOBOTO
OOIIEHUS Ha PYCCKOM U HHOCTPAHHOM SI3BIKaxX

VYK-4.3 Mimeer HaBBIKK: YTEHHS U MIePEBOJIa TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIBEHOM OOIIeHNN

ITK-2. Ciocoben pa3pabaTbiBaTh METOIMUESCKYIO M HOPMATHBHYIO 0a3y CHCTEMBI YIIPaBIICHNS OpraHU3aieii ¢ yIeTOM IIPHHIIAIIOB
YIpaBIICHNS PICKAMH B PaMKaX OTACIBHBIX OM3HEC-TIPOIECCOB U (hYHKIMOHAIBHBIX HAIIPABICHUH

ITK-2.1 3HaeT: N0N0XEHUSI MEXIYHAPOAHBIX U HALIUOHAJIBHBIX CTAHIAPTOB 110 PUCK-MEHEIKMEHTY,
IIPUHIMIIBI IOCTPOEHUS PEECTPA PUCKOB, KAPTHI PUCKOB, METObI, TEXHUKHU, TEXHOJIOTUH YIIPABICHUS Pa3IMYHbIMU BUJAMU PUCKA

[IK-2.2 Ymeer: pa3pabaTeiBaTh METOUUECKYIO 023y 1 HOPMaTHBHYIO JOKYMEHTAIUIO CHCTEMBI YIIPaBICHHS OpraHu3anuei Ha
OCHOBE POCCHICKOTO 3aKOHO/IATEILCTBA U MEKIYHAPOIHBIX CTAH/IapTOB PUCK-MCHEPKMEHTA

ITK-2.3 imeeT nmpaKkTHYECKUI OMBIT: OPraHU3aIMU CUCTEMBI BHYTPEHHETO JTOKyMEHTO000POTa IPEANPHATHS C UCTIOB30BaHHEM
COBpPEMEHHBIX HH)OPMAITMOHHBIX TEXHOJIOTHIA

B pe3yabTaTe 0CBOCHUS TUCHUILINHDBI Oﬁy‘lamﬂll/lﬁCH JOJIKCH

3.1 (3HaTh:

3.1.1 | HOpMaTHBHO-METOUUIECKYIO a3y Ienonpon3BoAcTBa B Poccuiickoit @eneparim;

3.1.2 [ 0ocoOCHHOCTH SI3BIKA M CTHIIS COCTABIICHUS CITY)KEOHBIX IOKyMEHTOB;

3.1.3 | cienuduKy opranu3anui HHHOPMAITHOHHO-TIOUCKOBON CHCTEMBI U KOH-TPOJISI UCTIOTHEHHS IOKYMEHTOB;

3.1.4 | TpeOoBaHMs K OJIaHKaM CITY)KEOHOTO JJOKyMEHTA,

3.1.5 | cocTaB pEeKBU3UTOB OPTraHU3AI[MOHHO-PACIIOPAAUTEIBHON TOKyMEHTAa-IIMHU 1 PaBmiIa NX oopMIICHNS;

3.1.6 Ha3HA4YCHUC, CTPYKTYPY U COACPIKaHUEC CUCTEMbI OPIraHN3allMOHHO —pacnopﬂnnrenbﬂoﬁ JAOKYMEHTAlUH;

3.1.7 | yauunpoBanHbie GOPMBI OPraHU3aLUOHHO-PACTIOPSAUTENBHBIX 10-KyMEHTOB;

3.1.8 | mOpsIIOK, 3TAIBI ¥ OCHOBHBIE IPOIEAYPHI OpPraHU3AIH PAOOTHI ¢ JOKY-MEHTAMH;

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OPTaHHU3AINH B ITPOIIECCe JOKYMEHTO-000pOTa M MOPSIIOK X PETHCTPaIny;

3.1.10 | mpaBma pabOTHI ¢ BXOISAIIAMHE, UCXOSIUMH U BHYTPEHHHMH JTOKY-MCHTaMH;

3.1.11 | ocobeHHOCTH PabOTHI C KaAPOBBIMHU JOKYMEHTaMH, C OOPAICHUSIMHU TPakIaH.

3.2 | YMeTh:

3.2.1 | opraHM30BBIBATH JOKYMEHTOOOOPOT M JJOKYMCHTAIILHOE CONPOBOXKAECHHE PAaOOTHI B OpraHaX TOCYyIapCTBEHHOH U
MYHUIMIIANBHOI BTaCTH M UHBIX OPTaHU-3aLUsiX;




322
JIMYHOMY COCTaBY;

0OpPMIIATh OpraHU3AIIOHHBIE, PACIOPAAUTENBHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10
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OpraHu30BbBIBATH JOKYMECHTOIIOTOKA B CUCTEME ,HOKyMCHTOO60pOTa, MapupyThbl ABUKEHUA JOKYMEHTOB B OpraHu3aliu,
IOATOTOBKY €I K II€peaavc pEerucTpupoBaTbh AOKYMCHTEI B OpraHU3alluu;
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OpraHu30BbIBATH pa60Ty C BXOJAIMMMHU U C UCXOAAMIMMU JOKYMEHTaAMU
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TMOATOTABIIMBATH JOKYMEHTEI K IEPEIavu€C Ha XPaHCHUE B apXUB.

3.3

HNmeTh HaBBIKM M (MJIH) ONBIT JESITEIbHOCTH:

33.1

COCTaBJIEHHS, 00pabOTKH M PadOTHI ¢ JOKyMEHTAINEH pa3INgHOTO YPOBHS M HAIIPABJICHH;
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pacnopsauTeNTsHON JOKYMEHTAIINH;

COCTaBJICHUA, IIPABKU U PEAAKTUPOBAHHSA BUAOB JOKYMCHTOB, BKJIFOYEHHBIX B CHUCTEMY OpraHMU3allMOHHO-

3.3.3 | cocTaBiieHUs HOMEHKIIATYpPBI JI€T;

334

(bopmupoBaHus U 0pOPMIICHHS A€Na, OTIHCH AC.

4. CTPYKTYPA U COAEPJKAHHUE ANCLHUILIAHGI (MOLY.JIST)

HaumeHnoBaHue pa3jeoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTus/ Kypc 107071 pakT. | moar.
Pazgen 1. Conepixanue TeMaTHKHU Kypca
"IokyMeHTHPOBaHHUE YIIPABJIeHYECKOI
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOeCIIcUeHNE 7 1 YK-4.1 VK- JIL.1J12.1 0 0
IpennpusATHii 1 opranmzanuii /JIex/ 4.2 VYK-4.3 J12.2
€|
Tema 1. JlokyMeHTHPOBaHHOE OOecIieueHne 7 2 YK-4.1 VK- J1.1J12.1 0 0
TpeANPHUATH 1 opranusanmi /IIp/ 4.2 YK-4.3 J2.2
31
Tema 1. JlokyMeHTHpOBaHHOE OOECIIeUeHNE 7 12 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
npeanpusITuii u opranuzanuii /Cp/ 42 YK-4.3 J12.2 TECTUpPOBAHUE,
21 TBOpUECKas
pabota
Tema 2. CocTaB peKBH3UTOB JOKYMEHTOB U 7 2 VK-4.1 VK- JIT.1J12.1 2 0 poOIeMHast
npaBmia ux opopmienus /Jlex/ 4.2 YK-4.3 J12.2 JIEKIUS
31
Tema 2. CoctaB peKBU3UTOB JJOKYMEHTOB U 7 2 YK-4.1 VK- JIL.1J12.1 0 0
npaBmia ux ohopmitenus /TIp/ 42 VK43 J2.2
91
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 7 12 YK-4.1 VK- JI.1J12.1 0 0 Hoxnan,
mpaBuia ux ohopmienus /Cp/ 42 VYK-43 J2.2 TECTHpPOBAHUE,
91 TBOpYECKast
pabota
Tema 3. Opranu3zanioHHO- 7 2 YK-4.1 VK- JIL.1J12.1 2 0 poOeMHast
pacnopsauTeNnbHble TOKYMEHTBI, IPaBUia UX 4.2 YK-4.3 2.2 JIEKUUS
cocraBieHus /Jlex/ 31
Tema 3. OpranuzanoHHO- 7 2 YK-4.1 VK- JIT.1J12.1 0 0
pacIopsiAUTENBHBIE TOKYMEHTBI, IPABUJIa UX 42 VK-43 J2.2
cocrasnenus /Ilp/ 31
Tema 3. OpranuzaioHHO- 7 12 VK-4.1 VK- JI1.1J12.1 0 0 Joxman,
pacnopsiiuTeIbHbIe JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J12.2 TECTHpPOBAHUE,
cocraienus /Cp/ €| TBOpYECKast
pabota
Tema 4. HpopMaMoHHO — CIIpaBOYHbIE 7 1 YK-4.1 VK- JIL.1J12.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-43 J12.2
opopmnenus /Jlex/ 31
Tema 4. THpopManmmoHHO — CIIpaBOYHBIE 7 2 VK-4.1 VK- JIT.1J12.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VK43 2.2
odpopmnenus /Tlp/ 31
Tema 4. IH)OpMAaITMOHHO — CIIPaBOYHBIC 7 12 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
JIOKyMEHTBI, 0COOCHHOCTH WX COCTaBJICHHS U 42 VK-43 J2.2 TECTUPOBAHNUE,
odpopmnenus /Cp/ 31 TBOpUECcKas

pabora




Tema 5. Ha3nauenue, knaccuukanus 7 1 VK-4.1 VK- JI1.1J12.1 0 0
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 J2.2
cocraBieHus /JIex/ 31
Tema 5. Ha3nauenwe, kiaccudukanms 7 2 YK-4.1 VK- JI1.1J12.1 2 0 Kelchl
CITy’KeOHBIX IHCEM, 0COOEHHOCTH UX 4.2 VK-4.3 2.2
cocrasienus /I1p/ 31
Tema 5. Ha3nauenue, kiaccudukarys 7 12 VK-4.1 VK- JI1.1J12.1 0 0 Hoxman,
CITY’KeOHBIX ITFCEM, OCOOEHHOCTH HX 4.2 VK43 2.2 TECTHPOBaHME,
cocrasnenus /Cp/ 91 TBOpYECKAsI
pabota
Tema 6.0Opranusaius paboTsl ¢ 7 1 YK-4.1 VK- JIL.1J12.1 0 0
JokyMeHTam¥ /JIex/ 4.2 VYK-4.3 J2.2
91
Tema 6.0Opranu3zamust paboTsI ¢ 7 2 YK-4.1 VK- JIT.1J12.1 2 0 JlenoBas urpa
nokymeHntamu /TIp/ 42 VYK-4.3 2.2
31
Tema 6.0pranm3anust paboTHI ¢ 7 12 YK-4.1 VK- JI1.1J12.1 0 0 Joxnan,
nokymenrtamu /Cp/ 42 VK-43 J12.2 TECTHUpPOBAHUE,
31 TBOpYECKast
pabota
Tema 7. Cocrapnenue u opopMIIeHIE 7 4 YK-4.1 VK- JI1.1J12.1 0 0
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 42 VYK-43 J12.2
31
Tema 7. CocraBnenue u oopmieHue 7 12 YK-4.1 VK- JI1.1J12.1 0 0 Hoxnan,
JIOKyMEHTOB IO THYHOMY cocTaBy /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
€| TBOpUYECKast
pabota
3auer /3auét/ 7 0 YK-4.1 VK- JI.1J12.1 0 0
4.2 VYK-4.3 2.2
€|
5. ®OHJ]I OHEHOYHbIX CPEJACTB
5.1. IlpumepHBIii NepevyeHsb BONMPOCOB K 3a4eTy
I. OCHOBHBIE «TEPMHHBI», IOHITHS» JOKYMEHTHPOBAHUS
2. Hcropust cTaHOBIEHUSI PAa3BUTHUS CUCTEMBI AEIONPOU3BOJACTBAa B Poccuu
3. CryxObl JJOKyMEHTHPOBAHUS YIIPABICHUSCKOW JESITEIBHOCTH: COCTaB U MX (DyHKIHMH
4. OpraHu3anus IeIoIpOnU3BOACTBA HA MPEANPUATUIX
5. HopmaTuBHO-MeTOqMuecKast 6a3a AeI0MpOU3BOJICTBA.
6. ®opmathl Oymarn Ut 0GOPMIICHHS TOKyMEHTOB W HX Pa3Mephl
7. Pa3meps! moselt Ha OlaHKaX JOKYMEHTOB
8. bnanku JOKyMEHTOB: MOHSATHE, BUIBI U UX PEKBU3UTHI
9. PeKBU3UTHI TOKyMEHTOB: MOHSATHE, COCTAB M IPaBHIa MX O(POPMIICHHS
10. VY1II0BOE M MIPOIOIBHOE PACIIONOKEHHE PEKBH3UTOB Ha JOKYMEHTax
11. Knaccnduxamms u GyHKIUN JOKYMEHTOB
12. CocraB ynpaBleHUECKUX JTOKYMEHTOB MpEINpPUSTHIHA.
13. TekcT JOKyMeHTa, ero CTpyKTypa W TPeOOBaHHMS K €ro COCTABICHHIO
14. PacriopsianTenbHBIe TOKYMEHTHI, W37aBaeéMble Ha NPHHIUIIAX KOJUICTHATBHOCTH: BH/BI, PEKBU3HUTHI U MpaBHIIa UX
odopmieHHs
15. PacriopsiiuTenbHbBle TOKYMEHTHI, W3[aBaeMble B YCIOBUSX €AWHOHAYANHS: BHIBI, PEKBU3UTHI, IPaBWiIa HX o(opMIIeHUS
16. JloKyMeHT0000pOT: MOHATHE, KIaCCH(UKAIINS U €ro OpraHHW3aIls Ha MPEIIPHITHH.
17. IMopsimok paboTHI ¢ BXOASIIMMH, UCXOAAIIUMH U BHYTPEHHUMH JOKyMEHTaMHU
18. Perucrpanms JOKyMEHTOB: BUABI U HOPSIOK PETHCTPALMH BXOJSIIUX, UCXOAAIIMX U BHYTPEHHUX IOKYMEHTOB
19. HowmeHknaTypa jmen: MOHATHE, BUABI, PEKBU3UTHL, (opMHpOBaHHE U 0(OpPMIICHHE eI
20. OpraHu3anoHHbIe JTOKyMEHTHI: MOHSATHE, Ha3HAUCHHE, BUIBI M IIPaBUiIa MX O(QOPMIICHHS
21. WudpopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI: BU/IbI, HA3HAUCHHE, OCHOBHBIE PEKBU3UTHI, MpaBuUia UX 0(GpopMIIeHuUs
22. CnyxeOHble (Ie0BbIC) MMChMa: Ha3HAYEHUE, BUJBI ITUCEM, PEKBH3HTHI, MPaBHiIa UX OPOPMIICHHUS
23. IIpoToxoins! coBemanmii, coOpaHUH W 3acefaHUii: BHIBI, COCTAB PEKBU3UTOB W MOPSIOK HX O0(opMIICHUS
24. JIOKyMEHTBI 1O THYHOMY COCTaBY IPEIIPHATHS: Ha3HAUEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJpPOBBIMH
JIOKyMEHTaMH
25. [IpuKasbl MO0 THYHOMY COCTaBY: BHIBI U OCOOCHHOCTH MX O(OPMIICHU
26. Bupsr 1 mopsiiok paboThel ¢ THCBMaMH U 0OpaIIeHUIMH TPaXIaH
27. CoBpeMeHHbIE TEXHOJIOTHH TOKYMEHTAlMOHHOTO OOECHEeUYeHNs YIPaBICHIECKOH AeITeIbHOCTH

5.2. IIpuMepHblii NepevyeHb BOMPOCOB K IK3aMeHY

He mpexycMoTpeHO ydeOHBIM IIaHOM




5.3. TemaTuka KypcOBBIX padoT (KypcOBBIX IPOEKTOB)

He npenycMoTpeHO yueOHBIM IIIaHOM

5.4. ®oHJ O1IEHOYHBIX CpeacTB AJisd MPOBEICHUS TEKYLIE€ro KOHTPOJIs

Tembl 1O0KITan0B

1.0co0eHHOCTH THCBMEHHOTO JCIOBOTO OOIICHHS.

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

3.CucreMbl JOKyMEHTOB.

4.0Opranu3aliOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacnopsinutenbHble JOKYMEHTBI.
6.MadopMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.

7.PexBu3uThl oKkyMeHTOB. O0s3aTenbHbIe U (HaKyIbTaTUBHBIE.
8.PexBU3UTHI aTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHUU.
9. DTUKETHBIE aCIEKThI JeI0OBOTO MHUChMa.

10.2KaHpBsI MHCEMEHHOTO JETI0BOTO OOLICHHS.

11. 3aroyioBoK 1 Ha3BaHKE BUJA JIOKYMCHTA.
12.ConpoBoAuTENBHOE TUCHMO K IOKYMEHTaM.
13.1upKyssipHbIE IUCHMA.

14.IIpuxassl.

15.ITucbmMo-noATBEPIKACHHE.

16.Teneororpamma.

17 .bnanku.

18.Tpadapersl, popMynsipsl, 1aOIOHBI.

19. IlpereH3noHHas nepenucka.

20. Kommepueckuii 3anpoc.

Tematuka scce

1. Basza maHHBIX

2. bnank noxymeHnra

3. JenoBas nepenucka. DTUKA U MpaBuUila

4. JokyMeHT0000pOT

5. JloKyMEeHTOOOOpPOT Ha KOMIIBIOTEpPE

6. JIOKyMEHTBI M MX KIacCHHKAIHS

7. JIOKyMEHTBI IO JINYHOMY COCTaBY

8. JIOKyMeHTB! IO TMYHOMY COCTaBY U UX OCHOBHBIE BHJbI

9. Enunas rocynapcrBeHHast cucteMa nenonpownsBojnctsa (ET'CI)

10. 3amura J0KYMEHTOB

1. 3ammra >JIeKTPOHHBIX JOKyMEHTOB

12. H3sroroBneHue JOKyMEHTa Ha KOMIBIOTEPE

13. WudopmannonHO-cIIpaBoYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpe

14. HHudopMannoHHO-CIIPaBOYHbIE JOKYMEHTHI

15. Uctopus pazsutus ciyx0 noxymeHtanuu B Poccun

16. Kiraccnguxamum nOKyMEHTOB

17. KoHTposb ucnonHenus JOKyMEHTOB

18. Hasnadenne 1 0CHOBHBIE BHJbI HH(OPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmartuBHBIE TOKYMEHTBI MO JOKyMEHTAallMOHHOMY OOECHEYEHHIO YIpaBIiIeHHs
20. OOBEKT U IpeIMET JIeNONIPON3BOICTBA

21. Oprasu3anun paboTsl ¢ JOKYMEHTaMH

22. OpraHu3aluoOHHas CTPYKTypa MepcoHana, 00ecrneyrBaroero paboTy ¢ J0KyMEeHTaMu
23. OpranuzalnoHHbIE JTOKYMEHTBI, UX Ha3HAYECHUE W BUIbI

24. OCHOBHBIE TIPUHIIMITEI OPraHU3aIUHN PAOOTHI C JOKYMEHTaMH

25. [lepBUYHBIH JOKYMEHT

26. ITuceMo, BUABI MUCEM

27. IlonroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO

28. IIpaBuna BHYTPEHHETO TPYAOBOIO PacloOpsIKa

29. [Tpuka3

30. Perucrpanus nokymeHTOB

31. PexBU3UTHI TOKYMEHTOB

32. Ponp uHdopManyu B COBpEMEHHBIX OOIECTBEHHBIX OTHOIIECHHAX

33. Cucrema OpraHu3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTALUU

34. Croco0bl 3aKkperuieHus] HHPOPMALUH TS TOKYMEHTAITMOHHOTO HCIIOJIE30BaHHS
35. CraHgapTH3anus B CHCTEMAax ACIONPOU3BOCTBA

36. CTpyKTypa OpraHu3aliu

37. TexHonorust XxpaHeHus: TOKyMEHTOB

38. YHudunupoBaHHas cuCTeMa JOKyMEHTAIHN




39.
40.

VYceras npeanpustus

dopmupoBanue 1 0HOPMIICHUE /eI

6. YHEBHO-METOJUYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIINHBI (MOAY JIST)

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas 1UTEpPaTypa

ABTOpBI, COCTaBUTENN

3arnaBue

W3nmatenscTBO, TOI

Komnu-Bo

Kocreirosa JI. A.

JIOKyMEHTHPOBAHHE YIIPABICHYCCKOH e TeIBHOCTH: yaeOHOEe
rmocooue

M.: MUCuC, 2012

OIeKTpoH
HBIA

pecypc

6.1.2. JlonosiHuTEIBHAS JIUTEPATYPa

ABTOpLI, COCTaBUTCIIU

3aryaBue

UsnarenscTBo, rox

Komnnu-Bo

J12.1

Bacunsesa 1.H.,
Kenmawnuckuii I'. C.

OpraHusaiiys 1eI0NPOU3BO/ICTBA U [IEPCOHATBHBIN
MEHEDKMEHT: yaeOHOoe TToco0ue

M.: By3oBckuit
yaeoHuK, 2004

0

2.2

Kyznenos U. H.

JlokyMeHTannoHHOE 0OecIIeUeHNE YIIPaBICHHS 1
JIETIONPOM3BOJICTBO: yIEOHHIK

M.: Opaiir, 2010

6.2. [lepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTu ""UnTepHer"

Ol

Kypnan "Ienonpounzsoactso"https://www.top-personal.ru/officeworks.html

6.3.1 Ilepevyenn NporpaMMHOro odecrnev4eHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

63.14

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
0

MozillaThinderbird

6.3.1.1
1

7-Zip

6.3.1.1
2

CrnpaBouHas npaBoBas cuctema KoncynsrantlIiroc

6.3.1.1
3

DJeKTpOHHBIN nepuoauueckuil cnpaBouHuk «Cucrema I'apanT»

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013

6.3.1.1
6

LibreOffice

6.3.1.1
7

OC Windows Vista

6.3.1.1
8

OC Windows 7

6.3.1.1
9

OC Windows 8

6.3.1.2
0

OC Windows 10

6.3.1.2
1

Ubuntu (Mint)

6.3.1.2
2

Project Expert 7 Holding




6.3.1.2 | OpenOffice 4.1.1
3
6.3.1.2 | 1C: Ilpennpustue 8. Cenbckoe x03s11cTB0. KoMmiekT it 00y4eHns B BBICIINX U CPETHUX Y 3.
4
6.3.1.2 | «I[Tanopama 3EMJIEAEJINE»
5
6.3.1.2 | mennanpourpsiBarens VLC
6
6.3.2 IlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | HanimonanbHas 3neKTpoHHast 6ubnnoTeka. JIoCTym MOCpeaCTBOM UCTIONIb30BaHus ceTh «IHTepHeT» Ha 32 TepMHHAIa
nocryma. https://H30.pd/
6.3.2.2 | DnexTpoHHBINA Ieproarndeckuil cripaBouHUK «Crctema TAPAHTY. I[TomHOTEKCTOBBIH, 0O0HOBIseMBIiH. JlocTym Mo
JIOKaJbHOM ceTu akaJeMUuu
6.3.2.3 | DnexrponHas cucreMa «['ocuHaHch». [ToTHOTEKCTOBASI AIIEKTPOHHAS CUCTEMA, TTOCTOSTHHO TTOTIOJTHSAEMAs.
VHnuBHuayanbHBIN HEOTpaHMUCHHBIH JOCTYN Yepe3 GUKCHpOoBaHHBIN BHeNHNMI [P anpec akagemun u3 mo00# TOUKH, B
KOTOpOi nmeetcs noctyn k cetn aTepHeT. http://www.gosfinansy.ru/
6324
6.3.2.5 | Dnexrponnas 6u6muoTeunas cucrema «I5C FOPAUT www.biblio-online.ruy». IToMHOTEKCTOBas HIEKTPOHHAS
oubnuoteka. MTHIMBUAYanbHBIA HEOTPAaHUUEHHBIN TOoCTyN Yepe3 GukcupoBaHHBIN BHeIIHUH [P anpec akagemun
HEOTPaHIMYCHHOMY KOJIMYIECTBY IOJI30BaTENCH 13 000N TOYKH, B KOTOPOI MMEeTCsl TOCTYI K ceTH HTepHeT.
https://www.biblio-online.ru/
6.3.2.6 | OnexrporHo-6nOMHOTeYHAs cucteMa ZNANIUM.COM. ITosHOTEKCTOBAS 3IEKTpOHHAs OnbIHoTeKka. MHANBHUyaIbHBIN
HEOTpaHMYECHHBIH JOCTYI Yepe3 GUKCHPOBaHHBIN BHenTHNI [P agpec akageMun HEOTpaHUICHHOMY KOJITIECTBY
[oJIb30BaTeNel 13 000 TOUKH, B KOTOPOI nMeeTcs 1ocTyn K cetr HTepHeT. http://znanium.com/
6.3.2.7 | Onexrponnas 6nbnmorexa Texandeckoro BY3a (OBC «KoncynpraHT cTynenTa»). I[IomHOTEKCTOBAs 3€KTPOHHAS
oubnnoTeka. VHIUBHIYa IbHBINA HEOTPAHUUCHHBIN JOCTYI Yepe3 PUKCHPOBaHHBIN BHemHuH [P anpec akagemun
HEOTpaHMYCHHOMY KOJIMYIECTBY ITOJIb30BaTENeH 13 JIF000H TOUKH, B KOTOPOI HMeeTcs TOCTYI K ceTH MHTepHeT.
http://www.studentlibrary.ru
6.3.2.8 | OnexrponHas OMONMMOTEYHAs cHcTeMa M3aTenbeTBa «Jlanby. [loTHOTEKCTOBAs IIEeKTpOHHAS OHOIHOTEKA.
WHnuBuayanbHBIN HEOTpaHMUCHHBIN JOCTYN Yepe3 GUKCHpOBaHHBIN BHeNHNMI [P anpec akagemun HEOTpaHUUICHHOMY
KOJIMYECTBY MOJIb30BaTENCH U3 JII000W TOUKH, B KOTOPOH nMeeTcs nocTy k cetn MuTteprer.http://e.lanbook.com
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)
Aynutopus Bup pabot Hasznauenwne OcHaIIEHHOCTh
YueOHast ayauTopust Cron npenogaBatens (1 mrt.), ctonsl (30 wT.), cTynbs (60 wrT.), cTyn
npenonasatens (1 wr.), nocka aynutopHas (1 wr.), pulyna (1 wr.),
35a Jlex JIEMOHCTPAIMOHHOE 000pynoBaHue (Oenas JJakoBasi MarHUTHO-
MapkepHas focka (1 mr.), mpoekrop Toshiba (1 mT.) n yae6n0-
HaIISLIHBIE TTOCOOUS
ITomerenune st JleMOHCTpalioHHas TeXHUKa (MHTepakTHBHAs nocka Hitachi
camocTosATenbHON padoThl | Starboard FX-63 D (1 mrt.), HoyrOyk Acer Asp T2370 (1 mur.),
npoekrop Toshiba (1 mrT.)), cTOMI MOTMPOBAHHEIH (3 MIT.), CTONT
236 CP yaeHudeckui (7 mr.), cTox kommeiorepusli (11 mwr.), cryn (20 mrt.),
CTYJIbsI, KOMIIbIOTEpHAs TEXHUKA C BO3MOKHOCTBIO ITOAKIIOUEHUS K
cern "MHTepHET" M 0OCECIIeUeHNEM TOCTYIIA B HJICKTPOHHYIO
nH()OPMAIMOHHO-00pa30BaTeNbHYIO cpeay opranu3anuu (10 mr.)
ITomemenue st KoMmbrorepHast TeXHHKA ¢ BO3MOKHOCTBIO ITOKIIOIEHHS K CETH
camocTosATenbHON paboThl | "MHTepHET" U obecrieyeHneM JOCTYIa B 3JEKTPOHHYIO
123 cp nHGOPMaAITMOHHO-00pa30BaTEIBHYIO Cpeay opranu3anni(19 mr.),
ctoisl (17 mT.), KOMIBIOTEPHBIHA CTOJ 6-1 MECTHBIH (3 IIT.), CTYNbs
yuenudeckue (34 wr.), ctyaps /M (18 mr.), cremnaxu c
muTepartypoii, Buaeoysennuutenb Optelec Wide Screen (1 mit.)
VYdeOHas aymuTOpHs CCrou npeniogasarens (1 mT.), mapta 3-xMecTHast co ckamerikoi (10
mT.), CTYAbs (5 wr.), cryn npenogasarens (1 wr.), gocka (1 mrT.),
51la TpubyHa (1 mt.), AeMoHCTparMoHHOE 0060pynoBanue (DKpaH ¢
anekrpornpuBoaoM Electric Screen (1 wit.), mpoekrop Toshiba (1 mrT.),
HOYTOYK Acer Asp T2370 (1 mrT.)) ¥ yueOHO-HATIIAAHBIE TOCOOH
Y4eOHast aynuTopust Cron npeniogaBatens (1 mrt.), ctoisl (6 mrt.), cTyabs (18 mrt.), cTyn
npenonasatens (1 wr.), gocka (1 mwrT.), cTon kKommbloTepHbIH (10
45a wT.), cryabs (10 mrT.), 1eMOHCTpallMOHHOE 00pyI0BaHHE (KOMITBIOTED
Intel G32603 3 GHz 3 M (10 mur.), mosotHO pynonHoe (1 mT.))
y4eOHO-HATIISTHBIE TIOCOOHS




8. METOIMYECKHUE YKA3AHUA /IS OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHHUIIJIMHBI (MOY JISA)

MeroauKka H3ydeHUs Kypca mpelycMaTpuBaeT Hapsay ¢ JEKIUAMH U IPAKTUIECKUMHU 3aHSITUSMU, OpraHU3aIHIo
CaMOCTOSTEIHFHON paOOTHI CTYACHTOB, IPOBE/ICHNE KOHCYIBTAIINH, PYKOBOJCTBO JOKIAIaMH CTYICHTOB JIsI BEICTYIUICHUS Ha
HAYIHO-IIPAKTHIECKIX KOH(EPEHIUAX, OCYIIECTBICHHAE TEKYIIETO, TPOMEXYTOYHOTO X HTOTOBOTO (hOpM KOHTPOJISL.

Cucrema 3HaHUH MO AUCHUIIINHE «/]OKyMEHTHPOBAHHE YIIPAaBIEHUECKOH NeATEIbHOCTI» (POPMHUpYETCs B XOJ1€ ayTUTOPHBIX U
BHEAYUTOPHBIX (CAMOCTOSTENbHBIX) 3aHATHI. [ICII0IIb3ys JTEKIMOHHBII MaTeprall, yaeOHUKU U ydeOHbIE Tocoous,
JIOTIOTTHATEIBHYIO JIUTEPATYpPY, MPOSBIISLA TBOPUYECKUHN ITOIXO], CTYACHT TOTOBHUTCS K IPAKTHUECKIM 3aHATHSIM, pACCMaTPUBAast MX
KaK TIOIIOJIHeHNUE, YITIyOJIeHNe, CHCTEMAaTH3aUs CBOUX TEOPETHIECKAX 3HAHHUH.

Jlns ocBOEHUS JUCLMILUIUHBI CTYAEHTaMH HEOOXOIUMO:

1. TTocematsp JIeKIiH, Ha KOTOPBIX B C)KATOM U CHCTEMHOM BH/IC U3JIATal0TCS OCHOBBI TUCIUIUIMHEL: TAIOTCS ONIPEICIICHAS
MOHATHI, 3aKOHOB, KOTOPBIE JOJDKHBI 3HATH CTYJCHTHI; PACKPBIBAIOTCSA 3aKOHOMEPHOCTH MOBE/ICHNS SKOHOMHYIECKHUX CyOBEKTOB.
CTyzneHTy BaXKHO MOHSTD, YTO JIEKIHS €CTh CBO€OOpa3Has TBOpUeckast popma caMoCTOsATeNbHON paboThl. Hano meiTaThes craTh
AKTUBHBIM COYYaCTHUKOM JIEKI[HH: TyMaTh, CPABHUBATh H3BECTHOE C BHOBb MOIY4a€MbIMH 3HAHUSIMHU, BOMTH B JIOTHKY U3JI0KEHUS
MaTepralia JEKTOPOM, CIEIUTh 33 XOI0M €ro MbICIIEH, 3a €ro apryMeHTaIleH, HaX0AUTh B Hell KaxyIuecs Bam ciaboctu. Bo
BpeMsI JIEKIIMU MOKHO 33JaTh JIEKTOPY BOIPOC, KETAaTeIbHO B MNCbMEHHON (hopMe, YTOOB! HEe MEIIATh M He HAPYIIATh JIOTUKH
nposeneHus Jekuuy. Ciylast J1eKuuto, ciaeayeT 3ahHKCUpOBaTh OCHOBHBIE HJIEH, TOJI0XKEH s, 000011eH s, BbIBOABL. PaboTa Haz
3aITHCHIO JICKIINH 3aBepIuaeTcs qoMa. Ha cBexyro rooBy (TI0Ka erre JISKIUS B TTaMSATH) HaI0 YTOYHUTB TO, YTO 3aIHCaHo,
000TaTUTH 3aINCh TEM, YTO HE yIAN0Ch 3a(UKCHPOBATh B XOJI€ JIEKIINH, 3aIIMCaTh B BUAE BOIPOCOB TO, ITO HA/O MPOSICHAUTS, 10
KOHIIa OHATh. BaXkHO COOTHECTH MaTepHuall JEKIUU ¢ TeMOH ydeOHOH IMPOrpaMMBbl U YCTAHOBUTH, KaKUe €€ BOIPOCHI HAIIIH
OCBEIIICHUE B POCITYIIaHHOM Jiekiunu. Toraa mosie3Ho oopamaThest U K yaeOHUKy. JIeKus 1 y4eOHHK He 3aMEHSIOT, a JOIOJIHSIOT
ApyT Apyra.

2. INocemats MpaKTUYeCKUe 3aHATHS, K KOTOPBIM CIIEAyeT TOTOBUTHCS U aKTHBHO HAa HUX paboTaTh. 3alaHNE K IPAKTHICCKOMY
3aHATUIO BBIAAET NpenoiaBaTelb. 3alaHle BKII0UAeT B ce0s1 OCHOBHBIE BOIIPOCHI, 3a7a4l, TECThI U pedepaTsl A
CaMOCTOSTEIBHOM pabOTHI, INTEpaTypy. [IpakTudeckne 3aHATHA HAUWHAIOTCS C BCTYIMUTEIBHOTO CIIOBA MPEIoIaBaTes, B KOTOPOM
Ha3BIBAIOTCS IIENTb, 3a]]a9H U BOIIPOCH 3aHATHA. B mpomecce mpoBeaeHus 3aHATHH Ipero1aBaTells 3a1acT OCHOBHBIC H
JIOMOTHUTENbHBIE BOIIPOCHI, OPraHU3yeT UX obcyxaeHue. Ha mpakTudeckux 3aHATUSAX PEIIAlOTCsl KOHKPETHBIE 3a1a41 10
JIeIIOTIPOU3BO/ICTBY, Pa30MpPAIOTCsl TECTOBBIC 3aJaHHS U 3aJlaHUs], BEIJAHHbIC JUIS CAMOCTOSITENIBHON PabOTHI, 3aCIYIINBAIOTCS
pedepaTrBHBIE BEICTYIUICHUS. CTYICHTHI, IPOITYCTHBIINE 3aHATHE, MIIM HE MTOJTOTOBUBINHUECS K HEMY, IPUTIIAIIAIOTCS Ha
KOHCYJIBTAaIlMIO K IpernoaaBaTento. [Ipakrnueckoe 3aHATHE 3aKaHIMBACTCS [IOIBEJCHHEM HTOTOB: BEIBOJAAMH IO TEME I
BBICTABJIEHHEM OILIEHOK.

3. CucTeMaTH9eCcKu 3aHUMAaThCS CaMOCTOSTENEHON paboTo|, KoTopast BKITIIOYaeT B ce0st M3ydeHHEe HOPMATHBHBIX JOKYMEHTOB,
MaTepraoB yIeOHUKOB M CTaTeH M3 SKOHOMHUYECKON JINTEPaTypPhl, PEIICHNe 3a1ad, HallUCaHIe TOKIaZ0B, pedepaTos, 3cce.
3afaHus AT CAMOCTOATENBHON pabOTHI BBIIAIOTCSA MPENOaBaTeIeEM.

4. ITon pyKOBOACTBOM IIPENOIaBaTENS 3aHUMAThCS HAyIHO-HUCCIIE0BATENbCKOH pabOTOM, 4TO MpeIoIaraeT BBICTYIUICHUSI C
JIOKJIaIaMH Ha HaAyYHO-TIPAKTHIECKUX KOH(PEPESHIMAX U IyOIMKAIIHIO TE3MCOB U CTaTeH TI0 UX pe3yIbTaTaM.

5. IIpy BO3HUKAIOMIMX 3aTPYAHEHHSAX IPH OCBOCHUH JUCIHUIUINHBI «JJOKyMEHTHPOBAHUE YIIPABICHUYECKON IESTEILHOCTIY, IS
HEYCIIEBAOIUX CTYEHTOB U CTYIEHTOB, HE NMOCEIIAIOIUX 3aHATUS, IPOBOAATCS €KEHEIeIbHbIe KOHCYIbTAINH, HA KOTOpPbIE
MPUTIIAIIAIOTCS HEYCTICBAOIINE CTYICHTHI, a TAKOKE CTYACHTHI, HCIBITHIBAIONIIE IIOTPEOHOCT B IOMOIIIX TIPETIOJaBaTeNs Ipr
W3ydeHUH QUCIHATUINHEL

[Ipu u3ydeHnn TUCIUIIINHBL « JJOKyMEHTHPOBAaHHUE YIIPABIEHUECKON ESITEIbHOCTI) CIEAyeT YCBOUTh:

- JOKYMEHTHpPOBaHHOE oOecnedeHue NPeaNpUATHH 1 OpraHu3aIiii;

- COCTaB PEKBU3UTOB JJOKYMEHTOB U ITPaBMIIa HX 0()OPMIICHUS;

- OpraHU3aIOHHO-PACHOPIAUTEIIFHEIE JOKYMEHTHI, IPAaBIIIa HX COCTaBIICHNUS;

- OpraHM3aIHIo paboThI C JOKYMEHTAMHU.

Pexomenmanmu 1mo moaroToBKe K JeKIHsM. [IpH MoAroToBKe K 04epeTHOMY JIEKIHOHHOMY 3aHATHIO HEOOXOIMMO:

1. MakcumaabpHO OAPOOHO pa3padboTaTh MaTepuall, H3IaraBIINiicsa Ha IPEIBIIYIIEM JISKIIHOHHOM 3aHATHH, IPH 9TOM BBIIEIHTD
HanboJiee BaXKHYIO YacTh M3JI0KEHHOTO MaTepHalia (OCHOBHBIE ONpeNeNIeHHS U POPMYIIBI).

2. TlocTrapaTbest 3aIIOMHUTH OCHOBHBIC (DOPMYIIBI.

3. ITocrapaTbcst MAKCHMAJIBHO 9E€TKO C(OPMYIHNPOBATH (IIOATOTOBUTE) BOTIPOCHI, BOSHUKIIHE ITPH pazdope MaTepralia IpeablIyen
JIEKIIHH.

4. CpaBHHTH JEKIIMOHHBIN MaTepHal C aHAJIOTHYHBIM MaTEPUAIOM, U3TI0)KEHHBIM B TUTEPAType, MONBITAThCS CAMOCTOSTENBHO
HAWTH OTBET Ha BO3HUKIIKE IIPH TOATOTOBKE BOIPOCHL.

Kenarenpno:

1. 3ygas nmutepaTypy, 03HAKOMUTCS C MATEPHATIOM, U3JI0KEHHE KOTOPOTO TIAHUPYETCSI Ha MPEACTOSIIEH JISKIHH.

2. Onpeznenuts HanOOJICE TPYAHYIO AT BAlIero IOHUMAaHUS YacTh MaTepHaja 1 IOMBITaThcsl chOPMYINPOBATH OCHOBHBIC BOIIPOCHI
10 3TOH YacTu.

W3zydenne HanboIee BaXKHBIX TEM WM Pa3/elIoB yueOHOI NUCIUIUIMHBI 3aBEPIIAIOT IPAKTHIESCKAES 3aHATHUS, KOTOPhIE
o0ecreunBaroT: KOHTPOJIb MOATOTOBICHHOCTH CTY/IEHTA; 3aKpelieHe ydeOHOro MaTepHrana; IpUOOPETEHNE OMbITa YCTHBIX
MyOJIMYHBIX BEICTYIUICHHH, BEICHNS TUCKYCCHH, B TOM YHCIIC aPTYMECHTAIIMH U 3aIUTHI BEIBUTAEMBIX ITOJIOKESHHUH W TE3HUCOB.
3aHATHIO IPEIIECTBYET CAMOCTOATENbHAS padoTa CTYACHTa, CBA3aHHAS C OCBOCHHEM MaTepHaa, TIOJyIeHHOTO Ha JICKIHSX, H
MaTepuaoB, U3JI0KEHHBIX B YIeOHUKAX U yUeOHBIX TOCOOHAX, a TaloKe TUTEpaType, PEKOMEHI0BAHHOMN MPENo/jaBaTeIeM.
PexomeHanmu 1o NoAroTOBKE K MPaKTUYECKUM 3aHATUSAM. IIpH NOATOTOBKE K MPAKTUUECKHM 3aHATHSIM HEOOXOIUMO:

1. BEIyauTh OCHOBHBIE (QOPMYIIBI B OTIPEACIICHHMS, COJePIKaIecs B JICKIIHOHHOM MaTepHale.

2. YTOUHHTH 001aCTh IPIMEHUMOCTH OCHOBHBIX (DOPMYIT U OTIPEACTICHIH.

3. IIpunoxuTh MaKCUMyM YCUNHU [ CAMOCTOSITEIbHOTO BBIIOIHEHHUS JOMAIIIHETO 3aJaHusl.

4. MakcuMaibHO 4eTKO c(hOpPMHUPOBATH MPOOIEMBI (BOIPOCHT), BOSHHUKIIHE ITPH BBIIOJIHEHUN JOMAIITHETO 3a/1aHHs.
Kenarenpno:




1. IIpuayMaTh HHTEpeCHBIE HAa HAI B3IVIS IPUMEPHI U 33a4X (CHTyallu ) JUIS PACCMOTPEHHUS X Ha IPECTOSIIEM IPAKTUIECKOM
3aHATHH.

2. ITombITaThCS BBIIOJIHAUTE TOMAIITHEE 3aJaHNe, MCIOIb3Ys METOBI, OTJIMYHBIE OT TE€X, KOTOPHIEC M3JI0XKEHHI IIPEoaBaTeeM Ha
TEeKIUAX (MPAaKTUIECKUX 3aHATUAX). CPaBHUTH HOTyIEHHBIE PE3yIbTaThL.

TpeboBanus, NpebsABISEMbIE K BHIITOJHEHUIO KOHTPOJIBHBIX 3a/1aHui. [Ipy BBIIIOJIHEHUH KOHTPOJIbHBIX 3aJIaHUH CIIeyeT:

1. TTomy4nTh yeTKnit OTBET Ha BCE BOIIPOCHI, COAEPIKAIIIECS B KOHTPOJIBHOM 33aHHU.

2. MakcuMaIbHO YETKO M3JI0KUTH CTIOCO0 BBITTOJHEHHUS KOHTPOIBHOTO 3aIaHHUS.

3. Oopmuts 3a7aHNE B COOTBETCTBUH C IMIPEABIBICHHBIMHA TPEOOBAaHUAMH.

4. ITo BO3MOXHOCTH, OCYIIIECTBUTH IIPOBEPKY HOJIYYCHHBIX PE3Y/IbTATOB.

ITo cormacoBaHMIO ¢ MPENOAaBaTENEM WIIH 10 €0 33JaHHIO CTYACHTH MOTYT TOTOBUTE pedepaTsl 10 OTAeTBHBIM TeMaM
JqucruirHbL. OCHOBY TOKITAZI0B COCTABIISET, KaK IPABUIIO, COJEepKaHNE MOATOTOBIEHHBIX CTyAeHTaMu pedeparos. KagecTso
y4eOHOI pabOTHI CTYAEHTOB MPENo/aBaTelb OLEHUBAET [0 Pe3y/IbTaTaM TECTUPOBAHMS U 3a4eTa. TecTupoBaHue
OPraHH30BbBIBACTCS B KOMITBIOTEPHBIX KiIaccax. Bce BOIPOCH! TECTUPOBaHUS 00CYKIAIOTCS Ha JIEKIMOHHBIX U MPaKTHYECKIX
3aHATHAX. [IoATOTOBKA K 3a4eTy IpeArogaraeT u3ydeHne KOHCIIEKTOB JICKITHHA, PeKOMEHTyeMOH JTUTepaTyphl U JPYTHX
UCTOYHMKOB, IOBTOPEHUE MATEPHATIOB MPAKTUYECKUX 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



