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Pabouas nporpamma nuciuruiiHbl «OCHOBBI J€JIONPOU3BOICTBA» pa3paboTaHa Ha
ocuoe ®I'OC BO mno wnanpasienuto mnoaroroBku 36.03.01 Berepunapho-

CaHWTApHAs JKCIEPTH3a, YTBEPKISHHOTO MPUKa30M MUHHCTEPCTBA 00pa30BaHUS
u Hayku PO ot 19 centsopsa 2017 r. Ne 939.

CrT. mpenogaBareis 7 7 M. A. Byarapos

PabGouass mporpamma o0CyXjJeHa U PEKOMEHJIOBaHA K YTBEPXKIACHHUIO PEIICHUEM
Kadeapbl roCyIapCTBEHHOTO M MYyHHUIUNAIbHOrO ympasieHus ot 14.04.2023r.,
rpotokos Ne 30

3aBeayromuii kKadeapoit / '

npodeccop, A-p IKOH. HayK E. H. benkuna

PaGouas mporpamMma o100peHa Ha 3aceJaHIU METOIMYECKON KoMuccun (hakynbTeTa
BETEPUHAPHON MEIUITUHBI, MPOTOKOI OT 26.04.2023 Ne 8.

IIpencenarens

METOINYECKON KOMUCCHUH

JIOLICHT, KaH/. BET. HAYK PR \ M. H. Jludenuona
(

PykoBonurens
OCHOBHOW MpodeccnoHaIbHON
00pa3oBaTeIbHON MPOrPaMMBbI

npodeccop 7/ 20. A.A. llleBueHko

- -



1 He.]'lb H 3aJa49M 0CBOCHUA NUCHUIIJINHBI

Henablo ocBoeHUs IUCHUIUIMHBI «OCHOBBI JEIONPOU3BOJICTBA» SBISETCS
dbopMHUpOBaHUE KOMILJIEKCA 3HAHUM O TOKYMEHTUPOBAHUU U OpraHu3aiuu padoThl
C TOKyMEHTaMH, TPHOOpETEHNE TPAKTUUECKUX HABBIKOB PaOOTHI ¢ JIOKYMEHTAMU B
OpraHu3aIusx.

3agauu AMCIUILIMHBI

- U3YYUTb MOHITUS U KaTETOPUM, PACKPBIBAIOIINE CYIIHOCTh M COJIEPKAHUE
JIeJIONPOU3BO/ICTRA,;

- W3YYUTh COCTAaB PEKBHU3UTOB, HCIOJb3YEMBIX IIPHU COCTABICHUU U
o(pOpMIICHUH OpraHU3aIMOHHO-PACTIOPSIUTEIIbHBIX JOKYMEHTOB OpraHu3allnii;

- W3Y4YUTh OCHOBHBIC TIOJIOKCHHUSI 3aKOHOJATEbHBIX W HOPMAaTHUBHO-
METOJUYECKUX  aKTOB, ONPEACTSIONMNX MOPSAOK  JOKYMEHTHPOBAaHHUS U
opraHuzaius paboThl C OpPraHU3aIMOHHO-PACTOPSAUTEIHPHBIMU JIOKYMEHTAMHU B
MpOLIECCE€ OpraHu3ald BHYTPEHHUX KOMMYHHUKAIIMH ¢ OPraHu3allMOHHOIO
B3aMMOJICIICTBUSI C BHEITHUMU OPraHU3AIUsIMU U TPaKJaHAMMU;

- TOpUOOpPEeCTH TPAKTUUYECKHE HABBIKM COCTaBJICHHS W OQOpMIICHUS
OpraHU3aIMOHHO-PACTOPSIUTEIIbHBIX JOKYMEHTOB.

2 IlepeyeHb MUIAHUPYEMBIX pPe3yJbTATOB O0y4YeHHUS] 110
AMCIHMIVINHE, COOTHECEHHBIX C IUIAHMPYEMbBIMHM pe3yJbTaTaMH
oceoenus OIIOII BO

B pe3yabTaTe O0CBOEHHMSI IMCHUIUIMHBI (OPMHUPYIOTCS CJeTYIOIINe
KOMIIETEeHIINHU:

YK-1 - CniocobeH ocymiecTBIsITh TOUCK, KPUTUIECKUN aHATTU3 U CHHTE3
uHGOpMAIUH, IPUMEHATh CHCTEMHBIH MOIXO0 IS PEIICHUS TOCTABACHHBIX 33144

OIIK-5 - CnocobeH oQopMIsSTh JOKYMEHTAlUIO C HCIOJIH30BAaHUEM
CHEIUATM3UPOBAHHBIX 0a3 JaHHBIX B TPO(ECCHOHATBHON IeITeTbHOCTH

B pesynbrare wusydeHuss AUCHUIUIMHBL «OCHOBBI JI€JIONPOU3BOJCTBA»
OOYJarOMMICS TOTOBUTCS K OCBOCHHUIO TPYAOBBIX (YHKIIUA W BBITOJHEHUIO
TPYAOBBIX JICMCTBUN:

[Ipodeccuonaneupiii  cranmapt  «Berepunapubeiii  Bpau»  (IIpukas
MunucrepcTBa Tpyaa u couuanbHoi 3amuThl PO ot 23.08.2018r, Ne547H).

TpynoBas ¢yHKIUS: TPOBENCHUE BETEPUHAPHO-CAHUTAPHOM DKCIEPTHU3BI
Msica U IPOAYKTOB YOOS, MUILEBOTO MSICHOTO ChIPbsl, MSICHOM mpoaykiuu, A/01.6.

TpynoBble  HEUCTBHUS: TMOATOTOBKA II0  PE3yjbTaraM BETEPUHAPHO-
CaHUTAPHON HKCIEPTU3bl JOKYMEHTOB, MOATBEPXKIAIOMINX OE30MacCHOCTh Msica U
IPOAYKTOB yOOsI, MUIIEBOTO MACHOTO ChIPbSI, MSICHON TPOAYKIIUH «...cuvenneennen...

[Ipodeccuonanvubiii  crangapr  «Berepunapubeii  Bpau»  ([Ipuxas
MunucrepcTBa Tpyaa u couuaibHou 3amuTsl PO ot 23.08.2018r, Ne547H).



TpynoBass ¢QyHKUuUSA: NpPOBENEHUE BETEPUHAPHO-CAHUTAPHOM SKCIIEPTU3BI
MeJ1a, MOJIOKa U MOJIOYHBIX POJYKTOB, PACTUTEIbHBIX MUILEBBIX MPOAYKTOB, ULl
JoMarrHed ntunsl, A/02.6.

Tpynoseie geiictBusi: OdopmieHre 00 pe3yibTaTaM BETEPHUHAPHO-
CaHUTApPHOM  BKCHEPTH3bl JOKYMEHTOB, IOATBEPXKIAIOMMUX  O€30MacHOCTh
(omacHOCTb) Mena, MOJOKa M MOJIOYHBIX IPOIYKTOB, PACTUTEJBHBIX NMUIIEBBIX
OPOAYKTOB, SIUL[ JOMAILIHEW MTULIBI.

[Ipodeccuonanwvhblii crannapt «Betepunapubrit Bpau» (I1puxas
MunucrtepcTBa Tpyaa u corpanbHoi 3auuTel PO ot 23.08.2018r, Ne547hH).

Tpynosas GyHKIMs: TpOBEIEHNE BETEPUHAPHO-CAHUTAPHON IKCIIEPTU3bI
IIPECHOBOIHOM PHIOBI M PaKOB, MOPCKOM pHIOBI U UKpBI, A/03.6.

Tpynosble neiictBus: odopmileHHEe TIO0 pe3yJibTaTaM BETEpPUHAPHO-
CAaHUTAPHOM  OKCHEPTU3bl  JOKYMEHTOB, MOJATBEPXKIAIOUIMX  0€30macHOCTb
(OmacHOCTh) MPECHOBOAHOM PHIOBI 1 pAKOB, MOPCKOM PHIOBI 1 UKPHI

3 Mecro nucuumiuabl B cTpykrype OIIOII BO

«OcHoBHI aenonpoun3BojicTBay b1.0.23 sBiseTcs TUCHUIUTMHON 0a30BOM YacTH
OIIOIl BO moarotoBku oOywatommxcs 1o  HampasieHuio  36.03.01
«BerepuHapHo-caHUTapHas  DKCIEPTH3a», HANpaBICHHOCTh  «BerepunapHo-
CaHUTAapHAas SKCIIEPTU3A»

4 OobeM qucuunanHbl 108 yacoB,3 3a4eTHBIX €IMHUII)

. O0BeM, 4acoB
Bunel yue6Hoi paboThI
OuHas
KonrakTHas padora
B TOM YHCJIE:
— ayJIUTOpHAS 110 BUIAM 53
y4€OHBIX 3aHITUH
— JIeKLIUU 20
— NpPaKTUYECKHE 30
— BHeayJIUTOpHAas 3
— 2K3aMeH 54
CamocrosiTesbHast padoTa 1
B TOM YHCJIE:
—— TPOYHEC BUIBI 1
CaMOCTOSITEJIbHON PabOoThI
HToro no nucuuminue 108




5 Conep:xxanue TUCUUIIUHBI

[To uToram M3y4aeMoM JUCHUIUIMHBI CTYACHTHI (00y4aromuecs) clarT
HK3aMEH.
JucuumirHa uzydaercst Ha 3 Kypce, B D ceMecTpe.

Conep:xaHue U CTPYKTYpPa JTUCUMUILIMHBI 110 O4HOH hopMe 00yUeHUs

/11

HanMmeHoBaHME TEMBI
C YKa3aHUEM OCHOBHBIX
BOITPOCOB

dopMupyemblie
KOMIIeTeHIIUM

CemecTp

Buabl yueOHoI padoThl, BKIKOYas
CaMOCTOAITEJILHYIO PA0OTYy CTYAEHTOB

U TPYAOEMKOCTh(B 4acax)

Jlexiuu

IIpakTueckue
3aHATUS
(maGopaTopHbIe
3aHSATHS)

CamocrosTelib
Has
pabota

Pa3znen 1 JlokyMeHTHpOBaHUE yNPABIECHYECKON AESITEIBHOCTH

OCHOBBI
JIeJIOTIPOU3BO/ICTBA—
TEPMUHBI,
ONpeICIICHUS

1 .Iloustue
JIEJIOTPOU3BOICTBA
2.
JloxymeHTHpoBaHue
JIESTCIILHOCTH
OpraHu3aIuu

3. CocrasB
pexBu3uToB OPJ]

4, Opranuzanus
paboThI v
JIOKYMEHTaMH

JloxymeHnTrpoBanue
pacnopsiAuTeIbHON
NESITEILHOCTH
1.CocraB 5|
0COOEHHOCTH
pactopsAUTEIbHBIX
JTIOKYMEHTOB
2. CocraBinenne u
odopmiieHHE
OTACIBHBIX  BHIOB
pacropsAUTEIbHBIX
JIOKYMEHTOB

JlokymenTupoBanue
VICIIOJTHUTENbCKON




/o

HaunmenoBanue TeMbl
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB

dopmupyembie
KOMIIeTeHIIUH

CemecTtp

Buanbi yueoHoii paboThl, BKIIOYas
CaMOCTOSITEJIbHYIO pa00TY CTY1€HTOB

U TPYA0EMKOCTh(B 4acax)

Jlexuu

IIpakTueckue
3aHATHUS
(;mabopaTopHbie
3aHSITHS)

CaMocToATeIb
Hasi
pabora

ACATCIIbHOCTHU

1.Cocrasn u

0CO0EHHOCTH
CTIPaBOYHO-
MH(}OPMAaITMOHHBIX
JTOKYMEHTOB

2. CocraBieHue Hu
oopmienue
OTJEJIbHBIX
CIPaBOYHO-
MH(OPMALTHOHHBIX
JJOKYMEHTOB

BHUJIOB

. O
=
=~

JloxymeHTHpOBaHUE
OpraHu3aIMOHHO-
MIPABOBBIX
OTHOIIICHUH
1.CocraB u
0COOCHHOCTH
OpTraHU3aIMOHHO-
IIPaBOBBIX
JIOKYMCHTOB

2. CocraBienne u
oopmienue
OTIEJIbHBIX  BHJIOB
OpTraHU3aIMOHHO-
MIPABOBBIX
JTIOKYMEHTOB

JlokyMeHTHpOBaHUE
TPYIOBBIX
MPABOOTHOIIICHUN B
OpraHu3alu
1.Cocras
JTOKYMEHTOB o
JUYHOMY COCTaBYy

2.
JlokymMeHTHpOBaHuE
MPOLIECCOB
KaJIPOBBIX




Buanbi yueoHoii paboThl, BKIIOYas
CaMOCTOSITEJIbHYIO Pa0oTy CTYI€HTOB

Z =
= Z o
No HanmeHoBaHNE TEMBI S El 5 U TPYA0EMKOCTh(B 4acax)
C yKa3aHHEM OCHOBHBIX | £ §| & [IpakTueckue
n/n S 2 3 CamocrosTens
BOIIPOCOB S O 3aHATHUS
X Ty (;1aGopaTopHbIe Had
g = pabota
3aHSITHS)
MepEMEIICHUAN B
OpraHu3aiu
Pa3nen 2 Opranuzanus paboThl ¢ JOKYMEHTaMU
Perucrpanus
JAOKYMCHTOB VK-
5 1. Oynkmun 1; 5 5 ) ’
perucTpanuu OIIK
2. Buasl u popmbl &
perucTpaunu
KoHntposnb
HMCTIOTHCHUS
JIOKYMEHTOB
1.Ilemrn  KOHTpOIA YK'
[ | HCTIOJTHEHUS Oll‘[’K 5 2 2 2
JIOKYMEHTOB 5
2. Buasl KOHTpOJIS
HCTIOJTHEHMS
JIOKYMEHTOB
Opranuzanus
TEKYILEr0 XpaHCHUS
JIOKYMEHTA B| VK-
8 OpraHu3anuu 1; 5 9 5 5
1.Homenkmarypa OIIK
aei -
2. [TpaBuna
dhopMupoBaHUs 17
IloaroroBka
JIOKYMEHTOB K
nepeaavn Ha
XpaHEHUE B apXUB
1.OkcnepTHBIE Vlff‘
9 | xomuccun ok | ° 2 2 2
OpraHu3alu 5
2. [TpaBuna
MOJITOTOBKH
JIOKYMEHTOB Ha
XpaHEHUE
10 | Permamenrarus VK- | 5 2 2 2




o o Buanbi yueoHoii paboThl, BKIIOYas
E = o CaMOCTOSITEJLHYIO PA0OTY CTYJI€HTOB
No HanmeHoBaHNE TEMBI S E § U TPYA0EMKOCTh(B 4acax)
W | € YKA3aHHEM OCHOBHBIX S E = [IpakTrueckue CaMOCTOLTENL
BOIIPOCOB ¥ &) Texum 3aHITUS as
& 2 (;mabopaTopHbie pabora
3aHATHSA)
JIeTIONPOM3BOCTBA 1;
B Opra”Hu3anuu OIIK
1. MHCcTpyKIIMST ~ TIO >
JIEJIONPOU3BOJICTBY
2. Tabemp dopm
YIIPaBJIEHYECKUX
JTIOKYMEHTOB
3. Amnsbom dopm
YIIPaBJICHYECKUX
JTOKYMEHTOB
IloaroroBka K 8
AK3aMEHY
Hroro 20 30 28

6 IlepeyeHb Y4e0OHO-METOANYECKOT0 O0ecneYeHus s
CAMOCTOATEJIBbHOM Pad0oThl 00YYaKOIUXCH MO JUCIHUIIUHE

1. Camuii O. H. lokymentupoBanue: yue6. nmocooue. / O. H. Canuit. -
Kpacunonap: KyoI'AY, 2013. - 149 c. DnekTpoHHBI pecypc — Pexxum mgocryma:
https://edu.kubsau.ru/file.php/119/Dokumentirovanie.pdf

2. Cammit O. H., Hecrtepenko M. A., bepexnoit A. B. OcHOBbI
JenonpousBoacTBa: yueb. mocoodbme. - Kpacnomap: DxomnBect, 2014. — 164 c.
DJIEKTPOHHBIN pecypc - Pexum JIOCTYIIA:
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie Osnovy deloproizvodstva.p
df

3. OCHOBBI JICJIONIPOM3BOJICTBA . METOM. YKa3aHUA [ coct. M. A.
Bynrapos. — Kpacuogap : Kyo6I'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU Osnovy DP_Bulgarov M
A.pdf

/ ®OoH OLIEHOYHBIX CPEJCTB /JI51 POBeIeHNUsI POMEKYTOUHO I
arrecraunmuu

7.1 IlepeyeHb KOMIIETEHIMIA ¢ YKa3aHMEM ITaNoB UX ()OPMUPOBAHMSA B
npouecce ocsoenusi OIIOII BO



https://edu.kubsau.ru/file.php/119/Dokumentirovanie.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf

Oransl (GOPMUPOBAHUS U IPOBEPKH YPOBHA C(HOPMUPOBAHHOCTH KOMIIETEHIUH 110

Homep
cemectpa* JUCITUTIIINHAM,
npaktukam B npouecce ocsoenust OITIOII BO
VYK-1 - CnocobeH OCyIIeCTBISATh TOUCK, KPUTUYECKUWA aHalu3 ¢ CHUHTE3
nH(pOpMaIu, MPUMEHITh CHCTEMHBIN TTOIXO0.T TSI PEIICHUSI IIOCTABJICHHBIX 3a/1a4
1 buonorus
1 AHaTOMUS KUBOTHBIX
12 Heopranudeckas u aHaMTu4decKasi XuMus
2 duskomIongHasT XUMUS
2 BBenenue B crienuaibHOCTD
2 OcHOBBI (hr3H0JIOTUH
2 Opranudeckasi XuMus
234 buonorudeckas Xumus
34 MuxkpoOuomnorus
4 buorexnonorus
4 OCHOBBI ’KUBOTHOBO/ICTBA
4 DH3UMOJIOT U
4 [TpousBoaCTBEHHAS TTPAKTHUKA
5 OCHOBBI 1€J10IPOU3BOACTBA
5,6 Brytpennue Hesapasnbie 005e3HA
5,6 DONHU300TONIOTUS U MH(PEKIMOHHBIE O0JIE3HH
5,6 [Tapa3zutosiorust 1 ”HBa3MOHHBIE OOJIE3HU
5,6 [laTonornueckasi aHaTOMUS )KUBOTHBIX
6 OCHOBBI XUPYpPIruu
6 Berepunapnas gpapmakonorus
7 Opranuzanus ¥ 5JKOHOMHKa BETEPUHAPHOTO Jiejia
7 CrangapTu3aius U METPOJIOTHSI B BETEPUHAPUH
7 Tokcukoorus
8 [IpenauniaomHas mpakTHKa
8 3amura  BBIYCKHOM  KBaM(UKAMOHHOW  paboThl,  BKIIOYAs
MOJITOTOBKY K 3aIlIUTE U MPOLEIYPY 3alTUTHI
OIIK-5 - Cmoocoben odopMasaTh  JOKYMEHTAIMIO C  HWCIOJb30BAaHUEM
CHeUaIM3UPOBAHHBIX 0a3 JaHHBIX B TPO(DEeCCUOHATBHON J1EATETbHOCTH
4 [IpousBoaCTBEHHAs TPAKTUKA
5 Berepunapnas canutapus
5 OCHOBBI 1€J10POU3BOACTBA
6 TexHomornyeckas mpakTuka
7 [Ipon3BOICTBEHHBIN BETEPUHAPHO-CAHUTAPHBINA KOHTPOJIb
7 Opranuzamnus ¥ SJKOHOMHKA BETEPUHAPHOTO Jieyia
8 3amura  BBIYCKHOM  KBaIM(UKAIMOHHOW  paboThl,  BKIIIOYAsS

IOJIFOTOBKY K 3AIMTE U MPOLEAYPY 3alIAThI




7.2 Onucanue noka3zarejeid 1 KpUTepHeB OLIEHUBAHUSI KOMIETEHINA Ha
Pa3JIMYHBIX ITanax ux GopMHUPOBAHNS, ONIMCAHNE HIKAJIbI OIEHUBAHUS

[Tnanupyempig YpoBeHb OCBOCHHS
PE3YIBTATBL | yeviopnerBOpH-| yIOBIETBOPH- XOpOIIO OTITHHHO Ouenouroe
OCBOCHHA TEJBHO TEIIBHO . M CpeaCTBO
KOMITETCHUWH| (MUHUMABHBIN)| (TIOpOTOBBHIiA) (cpeuni) (BercoKmi)
VK-1 - CnocobeH OcCylecTBIATh TMOUCK, KPUTHUYECKUH aHalu3 M CHUHTE

uH(pOpMaIK, TPUMEHITh CHCTEMHBIN TTOIXO/ U PEIISHUS TOCTABIICHHBIX 3a/1a4

na-1
AHanmus3upyer
3aj1avy, BBIICTISS
ee 6a3oBbIe
COCTaBJIAIOIINE,
OCYIIIECTBIISIET
JEKOMITO3HLINIO
3a7a4n

W-2 Haxomut
KPUTHYECKH
aHaJIU3UpPyeT
UHpOPMAITHIO,
HEOOXOTMMYTO
JUTSL PEIICHUS
[IOCTABJIEHHOMN
3a]1a9u

na-3
Paccmarpusaer
BO3MO)KHBIE
BapH-aHTHI
peleHus 3aga4y
Oll€eHUBAas UX
JOCTOMHCTBA U
HEIOCTAaTKU
NJI-4 T'pamoTHO
JIOTHYHO,
apryMeHTHPOBay
o ¢popmupyet
COOCTBEHHBIE
CYXIEHUS U
OLICHKH.
OtinuaeTt axry
OT MHECHUM,
WHTEPIPETALNNI,
OLICHOK U T.JI. B
paccyXIeHusX
JPYTHX
YYaCTHHKOB
JeSTeTbHOCTH
na-5
Onpenenser u
OIICHHUBACT
MOCJIe/ICTBUSI
BO3MOXHBIX

He 3maer kak
aHaJM3UPOBAT
b 33124y,
BBIICIISAS €€
0a3oBbie
COCTABJISIONIN
e’
OCYIIIECTBIISIET
JTICKOMITO3HIIH
10 3aJ1a4U; He
HaXOIUT U
KPUTHYECKU HE
aHATN3UPYET
UHpOpMAIHIO,
HEO0OXOMMYIO
JUTSI peIICHUS
MMOCTaBJICHHON
3a7aun

He
paccMmarpuBac
T BO3MOKHEIC
BapU-aHTHI
pereHust
3aJa4H,
OlLl€HUBAas UX
JIOCTOMHCTBA U
HEJIOCTATKHU.
I'pamortHo,
JIOTHYHO,
apryMeHTHPOB
aHo He
dhopmupyer
COOCTBEHHBIE
CYXKIEHHS U
onenku. He
OTJINYaeT
(hakTsI oT
MHCHUH,
WHTEPIPETaIn
M, OIICHOK 1
T.I. B
paccyXKAeHUsIX
JIPYTHX
Y4aCTHUKOB

Nwmeer
IMOBEPXHOCTHBI
€ 3HaHU
aHanmza
3a/1a4w,
BBIJIETISIS €€
0azoBbIe
COCTaBIISIOIIH
e,
OCYIIIECTBIISIET
JIEKOMTIO3HILIN
10 3a]1a41
IToBepxHOCTHO
HaxOJHT U
KPUTHYECKU
aHAM3UPYET
nH(pOpMAITHIo,
HEOOXOIMMYIO
JUTSL peTeHust
MOCTaBJICHHOM
3a/1a4n
Paccmarpuae
T BO3MOJKHBIE
BapUaHTHI
peueHus
3a/1a4w,
OILICHUBASI UX
JIOCTOMHCTBA 1
HEJO0CTaTKU
IloBepxHOCTHO
, HO TPaMOTHO,
JIOTUYHO,
apryMeHTHPOB
aHo
¢dopmupyer
cOOCTBEHHBIC
CYXKICHHS U
OIICHKH.
Otnuuaet
(dakThl OT
MHEHUH,
WHTEpIpeTanu
1, OIICHOK U
T.J. B

3HaeT METObI
aHaymza
3a7a4d,
BBIJICIISSA €¢
0a3oBbIC
COCTaBJISIOLIH
e)
OCYIIECTBIISICT
JIEKOMITO3HIIN
10 33JaUH1
Haxoaur u
KPUTHYECKU
aHAIN3UPYET
WH(pOPMAIHIO,
HEOOXOTMMYTO
JUTSI pEIICHUS
MOCTaBJICHHOM
3a/1a4u
Paccmarpusae
T BO3MOJKHBIE
BapHAHTHI
peleHus
3a7a4d,
OIICHUBAS UX
JIOCTOMHCTBA U
HEIOCTaTKH
I'pamorHo,
JIOTUYHO,
apryMeHTHPOB
aHo
hopmupyer
COOCTBECHHBIC
CYXIIEHUS U
OILICHKH.
Otnuuaer
(bakTel oT
MHEHHH,
WHTEpIpeTanu
1, OIICHOK M
T.I. B
PacCyKIeHUSX
Apyrux
Y4aCTHUKOB
JIeSITeIILHOCTH

3Haer Ha
BBICOKOM
YpOBHE
METO/IBI
aHajam3a
3a7a4u,
BBIJICIISAS €€
0a3oBbIe
COCTABJISTIOLIN
e,
OCYIIIECTBIISICT
JIEKOMITO3HIIN
10 331491
Haxomut u
KPUTHYECKU
aHATM3UPYET
nH(pOpMAITHIo,
HEOOXOIMMYIO
JUTSL PeIIeHUs
IMOCTaBJICHHOM
3a7aun
PaccmarpuBae
T BO3MOKHEIE
BapHAaHTHI
pelieHus
3a7a4u,
OIICHUBAS UX
JIOCTOMHCTBA U
HEJ0CTATKH
I'pamorHo,
JIOTUYHO,
apryMeHTHPOB
aHo
(hopmupyer
COOCTBEHHEIE
CYXJICHUS U
OIICHKH.
Ornmyaer
(hakTel oT
MHCHUH,
HWHTEPIpeTaIu
H, OIICHOK 1
T.I. B
pacCyKICHUX

YcTHBIl o11poc,
MPAKTUYECKOE
3aj7aHue, Kenc-
3aJIaHue,
pedepartsl,
JIOKJIAJIbI,
HTOTOBOE
TECTUPOBAHUE




[Tnanupyemblg YpoBeHb 0CBOCHUSA
PE3YIBTATRL [ yeynopneTBOPH-| yIOBIETBOPH- Onenounoe
OCBOCHMA TEJBHO TEJIBHO XOporo OTIHHO CpeaCTBO
KOMIT€TCHIIMH| (MUHUMAIBHBIN) |  (TTOPOTOBBIH) (cpeumii) (Bbicoxwit)
pelIeHuid 3a1a4¥ IEeSITeIBHOCTH | paccykaeHusx | Ompenernsier M | Jpyrux
He JIPYTHX OLICHHUBAET YYaCTHHKOB
orpe/ieNisieT U | y4aCTHUKOB TIOCJIC/ICTBUSL | JIESATEILHOCTH
HE OLIEHWBAET | JEATEIBHOCTH | BO3MOYKHBIX Ompenensier u
nocieacTBus | Ompenensier U | perIeHui OLICHHUBAET
BO3MOXKHBIX OLICHHUBACT 3aja49u MIOCJICICTBUS
pemIeHuit TIOCJIC/ICTBUS BO3MOJKHBIX
3aJ1auu BO3MOXKHBIX pelIeHnit
peleHuit 332491
331341
OIIK-5 - CpoocobeH  opopMiiATh  JTOKYMEHTAIIMIO C  KCIOJb30BaHHUEN
CIICOUAJIM3NPOBAHHBIX 0as JaHHBIX B HpO(lJCCCHOHEUH:HOfI ACATCIbHOCTH
nia-1 He cmocoben | Crocoben Crocoben Ha | Cnocoded Ha | YCTHBIH ompoc,
Crniocoben oQOpMIISITH MOBEPXHOCTHO | JIOCTATOYHOM | BBICOKOM TIPAKTHYECKOE
ohopMIISTh YYETHO- ohopMIIITH yYpOBHE yYpOBHE 3ananue, Keiic-
YUYETHO- OTUYETHYIO YUYEeTHO- oopmATh oopmiATh 3aanme,
OTYETHYIO JOKYMEHTAIld | OTYETHYIO Y4YETHO- YYETHO- pedepars,
JOKyMEHTalll | 10 10 | JOKyMEHTalll | OTYETHYIO OTYETHYIO
10 10 | pe3ysbTaTtam 10 1o | mokyMenTany | gokymenramu | ACK/IaABL
pesynbTaTaM | BeTEpPHHAPHO- | pesylbTaTaM | 10 1o | 10 o | ATOroBOC
BETEPUHAPHO- | CAHUTAPHOM BETEPUHAPHO- | pe3yJbTaTaM | pe3yJbTaTam TECTUPOBAHNC
CaHUTapHOU OKCTIEPTH3Bl U | CAaHUTAPHOU BETEPHHAPHO- | BETEPUHAPHO-
OKCTIEPTH3Bl U | IPUMEHSTH OKCTIEPTH3Bl U | CAHUTAPHOU CaHUTapHOU
IPUMEHSTh COBPEMEHHBIC | IPUMEHSTh 9KCTEPTU3bl U | IKCIEPTHU3BI U
COBpPEMEHHBIE | MH- COBPEMEHHBIE | IPUMEHSTH PUMEHSTD
VH- (bOpMaIMOHHBI | HH- COBPEMCHHBIC | COBPEMEHHBIC
(hopMarvoHHbI | €, (OpMaIMOHHBI | UH- WH-
e, KOMITBIOTEPHBI | €, (dbopMaIoHHb! | GopMarOHHEI
KOMITBIOTEPHBI | € TEXHOJIOTHH, | KOMIIBIOTEPHBI | €, e,
€ TEeXHOJIOTHUH, | U 0a3bl | € TEXHOJIOTMH, | KOMIIBIOTEPHBI | KOMIBIOTCPHBI
u 0asnl | JaHHBIX B|H 0asnl | € TEXHOJIOTHH, | € TSXHOJIOTHH,
JaHHBIX B | cBOEH JAHHBIX B| H 0asel | U 0asbl
CBOCH pEeIMETHOU cBOEH JAHHBIX B | JAHHBIX B
[IPEIMETHON obnacty, PEAMETHON CBOEH cBOEH
obnactw, MaKeThI obnactw, peAMETHON IpeIMETHOM
MaKeThI TPUKJIITHBIX HaKeThl obnactw, obnactw,
MPUKIIATHBIX IporpamMM Uil | IPUKIIAJHBIX HaKeThI HaKeThl
IPOrpaMM JUIS | BBITOIHEHUS nporpamMM Ui | MPUKJIAJHBIX HPUKIIATHBIX
BBIIIOJTHEHUS HEOOXOAUMBIX | BBITOJTHEHHUS IporpamMM Uil | IIPOTrpaMM JJIst
HEOOXOJMMBIX | PacueTOB HEOOXO/IMMBIX | BBITOJHEHUS BBITTOJTHEHU ST
pacueToB pacueToB HEOOXOMMBIX | HEOOXOIUMBIX
pacyeToB pacyeToB
7.3 Tunossie KOHTPOJBbHBIC 3aJlaHUusA HJINn HHBbIC MaTepHualbl,

Heo0XoaMMBbIe /ISl OLEHKH 3HAHUM, YMEHHH, HABBIKOB, XaPaKTEPHU3YIOLIHX
JTanbl (pOPMUPOBAHUSA KoOMIleTeHI M B mpouecce ocBoenus OIIOII BO

YcTHBIN Ompoc.



[lepen HayaioM MPAaKTUYECKOI'O 3aHSTHS Ha OCHOBE M3YUYEHHOI'O B MPOIIECCEe
CaMOCTOATENFHOW Pa0OThI MaTepuaja HEO0OXOJUMO OTBETUTh Ha CIEAYIONINE
BOIIPOCHI

Tema 1 OcHOBBI J€IONMPON3BOACTBA — TEPMUHBI U OTIPEIETICHUS

1. TlonsiTHE N1EeNONpPOU3BOACTBA

2. DTansl pa3BUTHS IETIONPON3BOACTBA B PO

3. JIoKyMEeHTHpOBaHHE ACSITEIbHOCTH OPraHU3aluN

4. AIMUHHUCTPATUBHOE TOKYMEHTUPOBAHHE

5. O0111ee JOKyMEHTUPOBAHUE

6. [lonarue nokymeHTa

7. Knaccuduxarus 70KyMEHTOB

8. CpaBHUTENBHBIN aHAIN3 YIPaBIEHYECKUX JOKYMEHTOB Ha 3JIEKTPOHHOM
1 OyMa>XHOM HOCHUTENSIX

9. Ilonsrue cucrtembr OP /]

10. CocraB pexkBusuToB cucteMbl OP /]

11. 1okyMeHTOOOOPOT OpraHu3aluu

12. Dranel opranuzanuu padboThl ¢ JOKYMEHTAMHU

Tema 2 JlokyMeHTHpPOBaHHUE PACTIOPSIAUTEIBHON AEITEIHHOCTH

1.CymHocTh 1 coepkaHue pacopsAUTEIbHON 1€ATEIbHOCTH

2. CocTraB JOKYMEHTOB OTpPaXarOMIMX COACPKAHHE PACHOPSAUTEIHHON
NEeATEIIbHOCTU

3. mpuKa3bl, UX BUJBL, TOPAIOK COCTABIECHUS U OOPMIICHHUS

4. PacniopsikeHUs1, UX BUJIBI, OPSIIOK COCTaBICHUS U 0()OPMIICHHUS

5. [locranoBneHus

6. Pemenus

7. Ykazanus

Tema 3 JlokymMeHTHPOBaHNE UCTIOTHUTEIBCKON JACSITEIILHOCTH

1. 3HaueHne UCTIOIHUTENTHCKOMN JAESITEIbHOCTH B MPOLIECCE YIIPaBICHUs

2.  CpaBHUTENBbHBIA  aAHAIM3  PACHOPAIUTEIBHBIX W CIPABOYHO-
UH(OPMAIIMOHHBIX JOKYMEHTOB

3. AKTBI, UX BHUJIBI, TOPSAOK COCTaBICHUS U O(hOpPMIICHHS

4. TTpOoTOKOJBI, X BUJBI, TOPSIOK COCTABJICHUS 1 O(hOpPMITCHUS

5. JloknaiHble 3alTUCKU, UX BUBI, TOPSOK COCTABICHUS U O)OpMIICHUS

6. OObBsAcHUTENbHBIC 3alMCKH, WX BHJABI, TMOPSJOK COCTaBICHUS U
oopMIICHHS

7. 3asiBICHUS, UX BUJIBI, OPSIIOK COCTABICHUS U 0 OpMIICHHUS

8. CnipaBKu, WX BHJIBI, IOPSIIOK COCTaBICHUS U OPOpMITCHHUSI

9. lenoBble MuchbMa, UX BUBI, MOPSIIOK COCTABICHUS U OOPMIICHU S

Tema 4 JlIokyMEHTUPOBaHNE OPraHU3ALMOHHO-TIPABOBBIX OTHOLIECHUN
1.CymHocTh 1 cofepKaHue OpraHru3alMOHHO-TTPABOBBIX OTHOIIECHUI
2. XapakTepuCTHKa JOKYMEHTOB, ONPEEISIIONIUX CTaTyC OpraHu3aluu
3. YcraB opranuzaiuu



4. TlonoxxeHue 00 opraHu3aluu

5. JIOMKHOCTHBIE HHCTPYKLIUU

6. lllTatHoe pacnicanue

7. Ilopsaiok oopmIIeHHs T0TOBOPHBIX OTHOILIEHU

Tema 5 JlokymMmeHTUpOBaHKE TPYIOBBIX TPABOOTHOIIEHUI B OpraHu3aluu
1 .3akoHOaTENbHOE PErYIMPOBAHNUE TPYAOBBIX IPABOOTHOIIECHU I

2. CocTaB JOKYMEHTOB, PETYJIUPYIOIIUX TPYJOBbIE IPABOOTHOIIECHU I

3. CocraB JOKYMEHTOB O()OPMIISIOIINX ITPUEM Ha padoTy

4. CoctaB JOKyMEHTOB O()OPMIISIONINX YBOJILHEHHE PaOOTHUKA

5. CocraB 1OKyMEHTOB O(OPMIISIOIINX TIEPEBOJIBI PAOOTHHUKOB

Tema 6 Peructpaiist JOKyMEHTOB

1.3HaueHue perucTpaluy JOKYMEHTOB B OpraHu3alid  padOThI
JNOKyMEHTaMH

2. OyHKIUU PETUCTPALIUU

3. Llentpanu3oBanHas (opMa perucTpanuu J10KyMEHTOB

4. JleneHtpain3oBaHHas (opMa perucTpanuu J0KyMEHTOB
5. CMmemanHas popma perucTpaui JT0KyMEHTOB
6. XKypHanpHas perucrpanusi JOKyMEHTOB
7. KaprouHas perucrpanus 10KyMEHTOB
8. DNEKTpOHHAs PETUCTPALMS JOKYMEHTOB

Tema 7 KOHTpOJIb HCTIOJTHEHUSI JOKYMEHTOB

1.Ileap KOHTPOJIS UCIIOTHEHUS JOKYMEHTOB

2. KoHTpOIh UCTIOTHEHUS TOKYMEHTOB I10 CPOKaM

3. KoHTpoabs UCTIOTHEHUST TOKYMEHTOB T10 CYIIIECTBY
4. TunoBblie CPOKU UCTIOTHEHUS IOKYMEHTOB

5. DTanbl KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB

Tema 8 Opranuzanus TEKyIEro XxpaHeHHs TOKYMEHTOB B OPTaHU3aI[UU
1.IToHsiTHE MENONPON3BOACTBEHHOTO TOa

2. Buipl HOMEHKIATYp Jet

3. [lonsarue nena

4. TlpaBuna ¢hopMupoOBaHUS JE

5. OTBETCTBEHHOCTh PYKOBOJIUTEISI 32 COXPAHHOCTh JJOKYMEHTOB

Tema 9 IlonroroBka JOKYMEHTOB K Iepe/iaye Ha XpaHEHUE B ApXUB
1.®opMupoBaHUE IKCIIEPTHBIX KOMHUCCHIT\

2. ITopsimok paboThl SKCIEPTHBIX KOMHUCCUN

3. [lopsiaok cocraBiieHus onucei, Ha JOKYMEHTBI, IlepejaBaeMble B apXUB

Tema 10 'ocynapcTBeHHOE peryiupoBaHUE ACIOMPOU3BOACTBA
1.OyHKIMK TOCyIapCcTBa B PETYIMPOBAHUH JEIONPOU3BOICTBA
2. 3aKOHO/IaTeNbHOE PETYIMPOBAHUE IO POU3BOACTBA



3. CocraB (hesrepalibHBIX 3aKOHOB, PETYJIMPYIOLIUX JEIO0NPOU3BOJCTBA

4. Ponmp w 3Hauenue PocapxuBa B  HOPMaTHBHO-METOJIUYECKOM
PEryIUpPOBAHUHU JEIONPON3BOACTBA

5. 'ocynapcTBeHHbIE CTaH1apThI

6. YHuuImpoBaHHbIE CUCTEMBI IOKyMEHTAIIUU

7. OOmepoccuiickue  KiaacCU(PUKATOPhl  TEXHUKO-DKOHOMHUYECKOU U
COLIMANIbHOUN MH(pOpMALIMH

Tema 11 PernmamenTanus 1ei0npor3BOACTBA B OPraHU3ALNT

1.CocTtaB U CTpyKTypa TEKCTa MHCTPYKLUHU 1O JEIONPOU3BOJICTBY

2. Tabenb hopM ynpaBiIeHUECKUX TOKYMEHTOB

3. Meronuka pa3paboTku Tabemns o GyHKIHUSIM yIpaBICHUS

4. Meroauka pa3paboTKu Tabesis 0 COCTaBY CTPYKTYPHBIX MOApPA3AeIICHUN

5. Ans0om ¢popma ynpaBieHYECKUX JOKYMEHTOB

IIpakTHYecKkoe KOHTPOJIbHOE 3a/1aHHe

Tema 1 OcHOBBI 1€TONPON3BOJACTBA — TEPMUHBI H ONIPEIETICHUS
3ansTue 1 — ceMuHapCKoe 3aHATHE

KoHTposbHBIE BOPOCHI

1.Tlonstue nemonpousBoactea, 1OV, ucrtopus pazsutus B Poccun
2. CyIHOCTb U COJIEpP’KaHNE JOKYMEHTUPOBAHHUS

3. YnpaBieHUE€CKUI JOKYMEHT

4. Knaccudukanus ynpaBJIeHYECKUX IOKYMEHTOB

3aHsATHE 2 — MPAKTHYECKOE 3aHIATHE

Lenp 3aHsATHA: U3yYUTh COCTaB peKBU3UTOB OP /]
Conepxxanue 3a1aHus:

1.Berueptuts popmynsip oOpaser yrioBoro 0iaHka

2. Berueptuts popmynsip o6paser; mpoodsHOTO OaHKa
3. M3yuuth coctaB pekBu3uToB OP/]

Tema 2 — JIOKyMEHTUPOBaHUE PACIIOPAIUTEILHON AESITEIILHOCTH

3ansTue 1 — mpakTUUECKOE 3aHATHE

Llenb 3aHATHSA: U3YUYUTh METOAUKY COCTaBIEHUS, OOPMIICHHSI TPUKA30B

ConepxaHue 3a1aHusA:

1.Mcnonb3yst MCXOIHBIE JAHHBIE NPOBEPUTH NPABUIBHOCTH COCTABJICHUS
oopmiieHuss mpukaza 1Mo OOHIMM BONpOCaM M IpPU HAJIMYUKM B HEM OIIUOOK
COCTaBUTH IIPABUJIBHBIN JOKYMEHT

2. Hcnonp3ys HCXOAHBIE JaHHBIE IIPOBEPUTH MPABUIBLHOCTH COCTABJICHUS
oopMieHHsT TpHUKa3a MO JUYHOMY COCTaBy W NpPH HATUYMU B HEM OIIUOOK
COCTaBUTH MPABUIIBHBIN JOKYMEHT

3aHsTHE 2 — MPAKTHYECKOE 3aHSITHE



[lenp  3aHATHA: WM3YYUTh  METOAMKY  COCTaBICHHS,  O(OpMIICHHS
pacTopsKEHUS

Conepxanue 3a1aHus:

1.Vcrionb3ysl WCXOAHBIC IaHHBIC IMPOBEPHUTHh MPABHILHOCTH COCTABIICHUS
oopMIICHUST pacIOPSKEHUSI IO OOIIIUM BOIIPOCaM U NMPU HAIMYUHU B HEM OLIUOOK
COCTaBUTh TIPABWIIbHBIN JTOKYMEHT

2. Wcnonb3ys MCXONHBIE JAaHHBIE MPOBEPUTH MPABUIHLHOCTH COCTABJICHUS
oopMIIEHUST paCIOPSKEHUSI TI0 IMYHOMY COCTaBY Y MPU HAIMYUU B HEM OIIUOOK
COCTaBHUTh NIPABWIIbHBIN JTOKYMEHT

3ansTe 3 — MPAKTUYECKOE 3aHSATHE

[lenp  3aHATHA:  U3YYUTh  METOAMKY  COCTaBlEHHUS, O(OpPMIICHUS
IIOCTAHOBJICHU, PEICHUHN, YKa3aHUU

Conepxanue 3a1laHus:

1.Mcnonb3yst MCXOAHBIE AAHHBIE ITPOBEPUTH NPABUIBHOCTH COCTABJICHUS,
o(opmiieHUs TOCTAHOBJIEHUMN, PEILICHUH, YKa3aHUN U NPU HAIMYUU B HEM OIIUOOK
COCTaBUTH IIPABUJILHBIN JOKYMEHT

2. Hcnonp3ys MCXOAHBIE JaHHBIE NPOBEPUTH IPABUIIBHOCTH COCTABICHUS,
o opMIIEHUS TOCTAaHOBJICHUW, PEIIEHUH, YKAa3aHUI U MIPU HAJIMYHUHA B HEM OLIMOOK
COCTaBUTH IIPABUJILHBIN JOKYMEHT

3aHsATHe 4 — CEMMHAPCKOE 3aHATHE

KoHTposbHBIE BOITPOCHI

1.CymHOCTh M COJEp)KaHHME JOKYMEHTHUPOBAaHHS PacloOpsAUTENbHON
NEATEIbHOCTU

2. cOCTaBJIEHHE U OPOPMIIEHUE PACTIOPSIUTENbHBIX JOKYMEHTOB B YCIOBUSIX
€IUHOJIMYHOTO NPUHATHUS YIIPABICHUYECKUX PELICHUN

3. cocraBieHne U 0hOpMIICHHUE PACTIOPSIUTEIBHBIX JOKYMEHTOB B YCIOBUSAX
KOJUIETUAJIBHOTO MPUHATHUS YIIPABICHUYECKUX PEIICHUN

4. CopepxaHue ITOKYMEHTHUPOBAHMUS PACHOPAIUTEIBHON IEATEIbHOCTH B
PETMOHAJIIBHBIX OpPraHax TOCYJApPCTBEHHOM BJIACTM M OpPraHax MECTHOIO
CaMOYTIPABJICHUS

Tema 3 JlokymMeHTHPOBaHNE UCTIOTHUTEILCKOU AESATETHHOCTH

3ausatue 1 — nmpakTHUeCcKOe 3aHITHE

Lenp 3aHaATHS — W3YyYUTh METOAMKY COCTaBJICHHS, OQOPMICHUS
JIOKYMEHTOB, COCTABIIIEMBIX B ITPOLIECCE UCITOTHUTEIIBCKOW JAEATEIbHOCTH

Conepxanue 3a1aHus:

1.CoctaButh M O(GOPMUTH JTOKYMEHT, YAOCTOBEPSIOIIUNA TPYIIONA JIUIY
HaJMyue Kakux-1bo (HakToB, COObITUHM, NEeHCTBUI

2. CoctaBuTh ¥ O0GOPMUTH JOKYMEHT, OTPAKAIOIIMI MPOIIECC MPOBEICHUS
coOpaHMil, COBEIIaHUM, 3aCeTaHNI 1 MPUHSATHIX Ha HUX PEIICHUIN

3anHsATHE 2 — MPAKTHYECKOE 3aHIATHE

[enb 3aHATHS - U3YYUTh METOIUKY COCTABJICHHUSI, ODOPMIICHHS IOKYMEHTOB,
COCTaBJISIEMBIX B MPOIIECCE UCTIOJHUTEIBCKON AEATEIbHOCTH



Conepxanue 3a1aHus:

1.CoctaButh U OGOPMUTH JOKYMEHT, COACPKABIIMKA MpOCbOy WU
MPEJIOKEHUE U aAPECOBAHHBIN PYKOBOIUTEIO

2. CcOCTaBUTh T O(OPMHUTH JOKYMEHT, CoOIepXalluii HHGOPMALMIO O
HaJIMYUU KaKuX-Tu00 (PaKToB, COOBITUH, NEUCTBUIN C MPEAJIOKEHUE COCTABUTENS O
T€X MeEpax, KOTOpbIe, MO €ro MHEHHUIO, JOJDKEH MNPEANPUHATH PYKOBOAUTEIb B
CJIOXKUBILEWCS CUTYalluH

3. CocraBuTh M ODOPMUTH JOKYMEHT, OOBSCHSIOMIUA MPUUNHBI HATHUIHUS
Kakux-J1100 (HakToB, COOBITUH, AEHCTBUIM

3ansTe 3 — MPAKTUYECKOE 3aHSATHE

[lenp 3aHATHS: W3YYUTh METOAUKY COCTaBIEHUS ©  O(OPMIICHHS
JOKYMEHTOB, COZEpIKaIIINX CBEICHUS IPOM3BOJICTBEHHOTO WIH
aBTOOMOrpaHUUecKOro XapakTepa WM HHYIO HH(OpMAIUIO, HCIOIb3YEMYIO B
JIEJIOBOM TIEPETIUCKH

Conepxanue 3aganus 6

1.CoctaBuTth U O(GOPMUTH JTOKYMEHT, MOATBEP)KJAIOUINI HaIUYUE KaKUX-
1100 (PaKTOB MPOU3BOJACTBEHHOTO MM aBTOOHOTpaUuecKoro xapakrepa

2. CocraButh #u O(GOPMHUTH JOKYMEHT, MpeAHA3HAUEHHBIM  Jis
OCYILIECTBJICHUS JI€JIOBOM NEPENUCKU MEXAY JIEJIOBBIMU apTHEPaMHU

3aHsTue 4 — CEeMHUHAPCKOE

KoHTposbHBIE BOIIPOCHI:

1.CymHOCTh ¥ COJIEpKAHUE HCIIOJHUTEIBCKOW JEATEIBHOCTA B IPOIECCE
BHYTPEHHUX U BHEIIIHUX KOMM YHHUKAIIUH

2. CocTraB M Ha3HAYEHUE JOKYMEHTOB, BXOASIIUX B CHUCTEMY CIIPAaBOYHO-
nH(pOpMaIIMOHHON TOKYMEHTAIIMU

3. 0COOEHHOCTH MCMOJIb30BaHUS OJAHKOB MPU COCTABJICHUU CIPABOYHO-
UH(OPMAIIMOHHBIX TJOKYMEHTOB

Tema 4 JIokyMEHTHPOBaHUE OPraHU3ALMOHHO-IIPABOBBIX OTHOLIEHUI

3anstue 1 — npakTudeckoe

Ilenp 3aHATHS: UM3Y4UTh METOOUKY COCTaBICHHS U O(OpMIIEHMS
JNOKYMEHTOB, UCIIOJIb3YEMBIX B OPraHU3ALMOHHON JIEATEIBHOCTH

Copnepxanue 3a1aHus:

1.CoctaButh ¥  OQOPMHUTH  JIOKYMEHTBI,  OINPEACISIOUIUE  CTaTyC
OpraHu3aluy, €€ NoAPa3AeICHHM, paOOTHUKOB

2. CocraBuTh ¥ OQOPMHUTH JOKYMEHTBI, ONPEICIIAIONINE JOrOBOPHBIE
OTHOLLIEHUS

3aHsTHE 2 — CEMHUHAPCKOE

KoHTposbHBIE BOIIPOCHI:

1.ConepkaHre TOKYMEHTUPOBAHUS OPraHU3alMOHHOMN AEATEIbHOCTH

2. CymiHOCTh U COJIEP)KaHHE JTOTOBOPHBIX OTHONIIEHWUN M OCOOEHHOCTH X
JTOKYMEHTUPOBAHUS



Tema 5 JlokyMeHTHpPOBaHUE MMPABOBBIX OTHOLLIEHU B OpraHu3aluu

3anstue 1 — npakTHueckoe

Llenb 3aHATHS: U3yYUTh METOJUKY COCTABJIEHUS, OPOPMIICHUS JOKYMEHTOB
110 0(hOPMJIEHHIO TPYAOBBIX MPABOOTHOLIEHUI B OpraHu3aluu

Conepxanue 3a1aHus:

1. BBIUEPTUTH CXEMY COCTaBa OCHOBHBIX IPYII JOKYMEHTOB, UCIIOJIb3YEMBIX
npu  OoQpOPMIIEHUM TPYAOBBIX IPABOOTHOLIEHUN B OpraHu3aliM, JAaTh UX
XapaKTEPUCTUKY

2.  BBIYEPTUTH  CXEMYy  IIpolecca  JOKYMEHTUPOBAaHUS  THUIOBBIX
YIIPABJICHYECKUX CUTYALUU B CUCTEME TPYAOBBIX IPABOOTHOLICHUN

Tema 6 Perucrpanusi JOKyMEHTOB

3ansarue 1 — ceMuHapckoe

KoHTposbHBIE BOIIPOCHI:

1.3HaueHHue perucTpaly B OpraHu3aiuy paboThl ¢ TOKyMEHTaMU
2. OyHKIUU PETUCTPALIUU

3. Buasl perucrpanuu

4. CpaBHUTEIbHBIN aHAIN3 PA3IMYHBIX ((OPM U BUIOB PErUCTPALNH

Tema 7 KOHTpOJIb HCHIOJTHEHUS] JOKYMEHTOB

3ansatue 1 — ceMruHapckoe

KoHTposbHBIE BOITPOCHI:

1.KoHTponb HWCHONMHEHUS JOKYMEHTOB B OpraHusanud padoThl ¢
JTOKYMEHTaMH

2. Buabl KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB

3. DTanbl KOHTPOJISI UCIIOTHEHUS IOKYMEHTOB

4. TexHOJIOTHSI TOCTAHOBKHU JJOKYMEHTA Ha KOHTPOJIb

Tema 8 Opranuzanus TEKYIIEro XpaHeHUs TOKYMEHTOB

3anstue 1 — npaktuyeckoe

Lenb 3aHATUA: U3YUYUTh TEXHOJIOTHIO OPraHU3aLMN TEKYIIETO XpaHEHUs
JOKYMEHTOB

Coneprxanue 3a/1aHus:

1.Mcnonp3yst mpuMepHYI0 HOMEHKIIATYpy e, pa3paboTaTb HOMEHKIATYPY
1€l KOHKPETHOW OpraHu3aluu

Tema 9 IlonroroBka JOKYMEHTOB K Iepeaade JOKYMEHTOB B apXHUB

3ansatue 1 — ceMruHaApCKOE

KOHTpOIBbHBIE BOIIPOCHI:

1. ®opMupoBaHUE IKCIEPTHBIX KOMUCCHN OPraHU3ALNU

2. TexHONOrus NMOATOTOBKM JOKYMEHTOB K Iepefadye MX Ha XpaHEHUE B
apXuB

Tema 10 I"'ocynapcTBEHHOE peryJMpOBaHUE IEIONPOU3BOACTBA B PD

Tema 11 PernamenTanusi AeJ10NPOU3BOJICTBA B OpraHU3alluN

3ansarue 1 — ceMuHapcKoe



1.3aKoHO/aTENbHOE PErYIMPOBAHUE JETOIPOU3BOJICTBA
2. HopMaTHuBHO-METOANYECKOE PETYIMPOBAHKE €TI0 POU3BOICTBA
3. PernmamenTanus nenonpon3BoICTBA B OpraHU3alH

Keiic-3apanuns

Tema 2 «/lokymMmeHTHPOBaHUE PACTIOPSIAUTEIbHOM 1eATEIbLHOCTID)

3ananue 1. CoctaBbTe U OPOPMUTE MPUKA3BI IO OCHOBHOU JIEITEIHHOCTH, U
Apyrue  pacnopsauTeNbHble  JOKYMEHThI,  HEOOXOJUMBIE B JAHHBIX
YIPABJIEHYECKUX CUTYALHSIX.

Keiic 1

Ha H-ckom xomOuHaTe MO MPOU3BOJCTBY MY3BIKAJIbHBIX MHCTPYMEHTOB U
Mebenu (TocynapcTBEHHOE MpeanpusTue), KOTopeld BxonuT B KoHuepH 1o
pa3paboTke W MPOU3BOJACTBY NPOAYKIHU MY3BIKAIBHOM MPOMBIIUIEHHOCTH
(POCMY3IIPOM), netictByer IlonokeHne O NpeMUPOBAHUU PYKOBOJUTEIEH
IIEXOB, OTACNIOB U CiIyx0, yrBepxkaeHHoe 05.01.2003 Ne 27.

12 ampesnst Tekymiero roga AUpekTop komOuHata B.M.JlapuoHOB mopyuun
HaYaJIbHUKY OTJAeNa Tpylda W 3apabotHoM marel MapkoBy H.I'. paccuurath
pa3Mep IpeMHUH PYKOBOAMUTEISIM OTHENOB, LIEXOB M CIIy’)kO KOMOWHATa M0 UTOraM
paOoThl 3a mepBbIM KBapTad K 15 ampens, a riaaBHoMy Oyxraiarepy KomOuWHara
Tpommnoii C.I'. — opranu3oBath BblIIaTy IpeMuu K 20 ampesns TeKyLero roja.

HauanpHuK mimaHoBO-3KOHOMHUECKOro oraeciia Marseesa C.H. u rimaBHEBIM
oyxranrep Tpomuna C.I'. 3aBU3MpoBaliM MPOEKT NMpPUKa3a IUPEKTOpa KOMOUHATA.

Keiic 2

A.H.lllunoB, mnpexacenarenb POCCHUICKOrO areHTCTBa MEXKIYHAPOIHOIO
COTPYIHUYECTBA U pa3BUTHS (rocyaapcTBeHHas opranusauus npu [IpaBurenscrse
P®), 24 epasis Tekyilero roja MOPYYWS CTPYKTYPHBIM TMOJPA3ACIICHUSIM
areHTCTBa COBMECTHO ¢ mpenctaButessiMu ['ockomumymectBa Poccum k10
anpenss  MOATOTOBUTh  IPOEKT MPOrpaMMbl  NPUBJIEYEHHS  MHOCTPAHHBIX
WHBECTUIIMHA K IPOLIECCY AKUMOHUPOBAHMS TOCYJAPCTBEHHBIX MPEINPUATHIA.
[Topydenne ObUTO AaHO BO MCIIONIHEHHME TTocTaHoBieHUs [IpaBurensctBa PO ot 24
¢deBpans Tekymero roga Ne 246 I'naBHOMY yHOpaBIEHHUIO  OTPAaciEBBIX
MHBECTULIMOHHBIX IMporpamMM, ['MaBHOMY IOTrOBOPHO-IPAaBOBOMY YIIPABICHUIO U
['maBHOMY yIpaBJIEHUIO CTPATErMU U MHBECTUPOBAHUS.

[IpoekT mpukasza mpeacenaTess areHTCTBa ObLI 3aBU3MPOBAH €r0 MEPBBIM
3amectutenem J[.H.@egopoBbIM 1 HavyaabHUKOM [ JTaBHOTO TOTOBOPHO-IIPABOBOT'O
ynpasiiennsd U.B.MnbunbiM. KOHTpOJb 32 WCIIOTHEHUEM TpUKa3a ObLUT BO3JIOKEH
Ha JI.H.®enoposa.

Keiic 3

Hupextop OO0 «Meuta» IlomsikoB B.M. 10 okTs0ps Tekymero roga mu3aai
IPHUKa3 O NPOBEIECHWHM WHBEHTAPU3ALlMM TOBAapPHO-MATEpUAJIbHBIX LIEHHOCTEH Ha
ckinaae npeanpusTus. OH Ha3HAYMI KOMMCCHIO TIOJA  MPEACEAaTeNbCTBOM
KOMMepueckoro naupekropa 3onorapeBa E.J. . B coctaB KoMHCCHUU BOIIUIH
rnaBHblil Oyxranrep Bonoauna E.H. u Oyxrantep MBanosa B.C. B npukase Obu10
NOPYYEHO MPEACTaBUTh HA YTBEPKIEHUE JTOKYMEHTHI CKJIIaJCKOro ydyera (1o



COCTOAHMIO Ha 1 OKkTAOps) M oT4yerbl 00 OCTaTkax TOBApHO-MATEPUAJIBHBIX
HeHHOoCTe! (1Mo coctossHUIo Ha 10 okTAOpPs) K 15 oKTAODSL.

[TpoekT mpukasza ObLI 3aBU3UPOBAH SKOHOMHUCTOM HpeAnpustus MuTuHON
O.A.

TecTbl

1. JloKyMeHTauHOHHOe o0ecnieyeHue ynpaBJieHus - 3TO ...
O mporuecc obecrneueHus: pabOTHUKOB JJOKYMEHTaMH

(] MOATOTOBKA OPHIIMATBHBIX JOKYMEHTOB

(] COBOKYIHOCTbH pa0oT ¢ TOKyMEHTaMHU

4 coBOKyMHOCTH pabOT MO TOKYMEHTUPOBAHUIO U OPraHU3aluu PaboOThI C JOKYMEHTaMHU
2. JIOKyMeHTHPOBaHUE YNPABJIeHYECKOM 1esITeIbHOCTH - 3TO ...

[J paboTa ¢ JOKyMEHTaMH

] nesTeNbHOCTh pa0OTHUKOB YIIPABIIEHUS

O cocraBienue opuIHAIbHBIX JOKYMEHTOB

[ cooTBeTCTBYIOIIEE 0POPMIIEHHE OPULIIHATIBHBIX JOKYMEHTOB

Y coctaBienne 1 0opMIICHHE YIIPABICHY €CKHUX IOKYMEHTOB

3. Opranusanusi padéoTsl ¢ JOKYMEHTaMHU- 3TO ...

[] Bca paboTa ¢ JOKyMEHTaMH

U OTPAKCHUC ACATCIIbHOCTHU OpraHu3alu B Oq)I/IL[I/IaJ'IBHLIX JOKYMCHTaXx

A obecrieueHre JOKYMEHTHPOBAHHOM MH(OpMannel pabOTHUKOB yIIPaBICHHUS BCEX
YPOBHEW yIIpaBJIEHUS

_ cocTaBlIeHUE IOKyMEHTOO00pOTa OpraHu3aluu

Tembl pedeparos

Pexkomenayemas Tematuka pedepaToB 110 Kypcy:

1CymHoCTh ¥ cofiepkaHle TOKYMEHTAlMOHHOTO 00ECIIeUeHUs YIPaBICHHUS.

2CymHOCTh W COAEp)KAHWE  JIOKYMEHTHUPOBAHUS  YIPaBICHYECKOU
NEeSTENbHOCTH.

3CyIHOCTh U COIEpKAHNE OpraHN3alluu PabOThI ¢ JOKYMEHTAMH.

41ToHATHE TOKYMEHTA U CUCTEMBI JTOKYMEHTALMH.

STlonsiTHe U KIaccU(pUKALMS YIPABICHYECKUX TOKYMEHTOB.

6HopmaTuBHO-METOINYECKOE obecrieueHue JOKYMEHTHPOBAHUS
YIIPABJIEHYECKOM JESITEIHOCTH.

7THOpuanueckas cujia yrnpaBJIEHYECKOTO JOKYMEHTA.

8Dopmymsip-obpasel, ero Ha3HaYeHHEe, COCTaB PEKBU3UTOB.

9006mue GyHKIIMH YyIPABICHUYESCKOTO TOKYMEHTA.

10CnennanbHbie QyHKIUU YIIPABIEHYECKOTO TOKYMEHTA.

1 1baHku yripaBiaeHUYECKUX JOKYMEHTOB.

12MammHonucHoe opopMIICHHE YITPaBICHUECKUX JOKYMEHTOB.

13®opMyIsApbl ynpaBIeHUYECKUX TOKYMEHTOB.

14®yHKmn ynpaBieHYECKUX JOKYMEHTOB.

15IlonsaTre, 3HaUeHNE U KaYeCTBO JOKYMEHTHPOBAaHHON MH(pOpMaIUK.

16 TexHonorust perakTUPOBaHUS IEIOBBIX TUCEM.

17 1okyMEeHTOOO0POT OpraHu3aIky.

18CoBpeMEHHbIE TEXHOJIOTMU OpraHU3allii KOHTPOJIA 32 MCIOJHEHUEM
JIOKYMEHTOB.

19HoMeHknaTypsl A€, UX BUIbl U HA3HAYCHHE.



20COBpeMCHHBI€ CITOCOOBI M  TEXHMKa CO3JaHuA  YIIPABJIICHUYCCKUX

JOKYMEHTOB.
211IpaBuna U (oOpMbI KOMMEPUYECKOM MEpPEenucKu C 3apyOeKHBIMU
IIapTHEPAMU.
220OcHOBBI OpraHu3aluuy HHHOPMAIIMOHHBIX TEXHOJIOTUH.
230Opranuzanus paboThI c JOKYMEHTAMH, CoZIepKaAUMHU

KOH(pUACHIIMATBEHYI0 HHGOPMAIIUIO.

24TexHonorusi y4éra U pacCMOTPEHHUS MOCTYNMBIIUX KOH(UIACHIMAIbHBIX
JTOKYMEHTOB.

25WcnonHuenne, o0paboTka U XpaHeHUE KOH(PUACHIIUATBHBIX TOKYMEHTOB.

26CocTaB OpraHoB TOCYAAPCTBEHHOI'O  YIIPABJIECHHUS, PETYIUPYIOLINX
POLECC TOKYMEHTALMOHHOTO 00eCrieueHus yrpaBieHus, uX QyHKIUH.

TeMbI 10KTIa10B

Pekomenayemas Tematuka 10KIa10B IO KypCYy.

1TIpennochIKy pa3BUTHS CUCTEM JOKYMEHTUPOBAHMUS.

2CyuIHoCTh U CofiepKaHUe MPUKA3HOTO JIETIONPOU3BO/ICTBA.

3CymHOoCTh U coJiepKaHne KOJUIEKCKOT0 AeTIONPON3BO/ICTBA.

AllpyyuHBl  BO3HHMKHOBEHHMS M  OTambl  pa3BUTHS  MHHHUCTEPCKOTO
JIeTIOTPOU3BO/ICTBA.

50c00eHHOCTH COBETCKOTO Jenornpon3BojicTra (JJOVY).

6BO3HMKHOBEHUE U Pa3BUTHE HAYYHBIX OCHOB JJOVY.

73akoHogarenbHoe obecneuenue JJOY Ha Bcex aTamnax ero pa3BUTHSL.

Bonpocs! u 3a5aHust 1JI9 NPOBeIeHUS NMPOMEKYTOUYHOI 0 KOHTPOJIA

Komnerenuusi: Cnnoco0eH oCymiecTBJIATh MOMCK, KPUTHYECKHI aHAJIN3
U cuHTe3 HHPOPMALNMHU, NPUMEHATH CHCTEMHbIA TMOAXO0A [Jsl PelleHus
nocraBjeHHbIX 3a1a4 (YK-1).

Bonpockl K 3K3aMeHy

1 FOpuanueckas cuia yrpaBieHYeCKOro JOKyMEHTa.

2 CyImHOCTb U COZiepKaHre OpraHu3aIii padoThI C TOKYMEHTaMHU

3 O6mue u ceruaibHble GYHKIIMU JOKYMEHTA

4 HaszHauennme ®  COCTaB  OpPraHHU3AIMOHHO-PACIIOPSAUTEIHHBIX
JIOKYMEHTOB

5 CocTaB opranu3anmOHHO-TIPABOBBIX JOKYMEHTOB, UX XapaKTEPUCTUKA

6 CocTaB pacropsIuTeTbHbIX JOKYMEHTOB, UX XapaKTEePUCTUKA

7 Copeprxanue mpoliecca MOArOTOBKU M H3AaHUS TIPUKA30B

8 CocraBnenue u opopmiIeHHE TTPUKA30B MO OOIIUM BompocaM (1o
OCHOBHOM J€STEILHOCTH)

9 CocraBnenue u opopmMIIeHHE TPUKA30B 1O JTHIHOMY COCTaBY

10  Cocran CIPaBOYHO-UH(POPMAITMOHHBIX JIOKYMEHTOB, ux
XapaKTepUCTHUKA

11 CocraBnenue u ohopMIIEHUE aKTOB



12

Cocrapienue u 0popMIIeHHE TPOTOKOJIOB

13 CocraBnenue u 0OpMIICHHE 3asBICHUI

14 CocraBnenue u opopmiIeHUE JOKIAHBIX U OOBSICHUTEIbHBIX 3aIIHCOK

15  CocraBnenue u ohopMIIEHHUE IETOBBIX MTUCEM

16 CoBpemeHHOE rocyaapCTBEHHOE peryarupoBanue mnpoiecca [[OY

17  Permamenrtauus JJOY B opranuzaunuu

18  Tlomstme  moxkymeHTOoOOOpOoTa. OCHOBHBIE  HAmpaBIEHUS  €r0
COBEpIIICHCTBOBAHUS

19  Peructpauusi TOKyMEHTOB, €€ ()yHKIIMH, BU]IbI

20  ®opMbl perucTpaIviul TOKYMEHTOB

21 OcHoBHbIE paBwiia GOPMUPOBAHHUS JIETT

22  OyHKUWU YIPABIEHYECKUX TOKYMEHTOB.

23  IlonsTune, 3HaYeHUE ¥ KAYECTBO JOKYMEHTHPOBAHHON HH(POPMAITHH.

24 TexHonmorus peJaKTUPOBAHUS AETOBBIX MMHCEM.

25  CoBpeMEHHbIE TEXHOJOTMU OPraHU3alUK KOHTPOJIS 3a UCIIOJIHEHHEM
JOKYMEHTOB.

26  CrnenuanbHble QYHKIIUU YIIPABICHYECKOTO TOKYMEHTA.

27  CymHOCTb U COJAEpXKaHUE JIOKYMEHTALMOHHOIO 00ecneueHus
yIIpaBJICHUS

28  CymHOCTb M COAEpKAHME JIOKYMEHTHPOBAHMS YIPAaBIECHUYECKOU
JeSITebHOCTU

IIpumMepHbIe TecTOBBIE 3aJaHNUA /151 IK3aMeHA

1 Aenonpou3BOCTBO — ATO ...

MOJIy4€eH

OTpacyb 3HAHUS
BUJI YIIPABJICHYCCKOM JCSITEIBHOCTH

CHHOHHM TEPMHUHA «JOKYMEHTAIMOHHOE 00ECTICYCHHE YIIPABICHIS)
BCs paboTa ¢ TOKyMEHTaMH, HAaYMHAsl C MOMEHTA MX CO3/IaHuUs W
Vsl ¥ IO CJJaYU B apXUB

paboTa ¢ TOKyMEeHTaMu

2 Jleno sTo ...

BOIIPOC, PelIaeMblii paOOTHUKAMH YIIPaBICHUS
COBOKYITHOCTb JOKYMEHTOB, CTPYIIIUPOBAHHBIX 110 ONPEACIEHHOMY

pPU3HAKY

YIIPABIIEHYECKHUE JTOKYMEHTHI
ManKa-CKOPOCIINBATEIb C TOKYMEHTaAMHU
IIPOIECC pelleHus MpodemM

3 JlokyMeHTaIlMOHHOE O0eCTIeueHUe yIPaBIeHUs 3TO ...

YIIPABIICHUYECKUH ITPOLECC

npoiiecc ooecnedeHrst pabOTHUKOB JJOKYMEHTaMHU

MOJITOTOBKA O(PUIIMAIBHBIX IOKYMEHTOB

COBOKYITHOCTb paboT C JOKYMEHTAMHU

COBOKYITHOCTB Pa0OT MO JOKYMEHTUPOBAHUIO U OpraHU3aluu paboThI ¢

JOKYMEHTaMH



4 JIoKyMEHTHUpPOBAHHUE YIIPABIECHYECKOMN NAESITEILHOCTH 3TO ...
paboTta ¢ TOKyMEHTaMHU
JESITeIbHOCTh PAOOTHUKOB YIIPaBIICHUS
COCTaBJICHHE OPHUIIMATLHBIX IOKYMEHTOB
COOTBETCTBYIOLIEE 0(hOpPMIIEHHE OPUINATIBHBIX TOKYMEHTOB
cocTaBJieHHE U 0(hOpMIIEHUE YIIPABIEHYECKIX JOKYMEHTOB

5 Opranuzaiiusi paboThl C JOKYMEHTaAMH ...
BCsl paboTa ¢ JOKyMEHTaMu
OTpaKE€HHUE CATEIHPHOCTH OPTaHU3AINH B OQUITHATEHBIX JOKYMEHTaX
oOecrieyeHue JOKyMEHTUPOBAHHOM nH(pOopMalriel pabOTHUKOB

yIpaBJICHUsI BCEX YPOBHEH yIpaBiIeHUs

COCTaBJICHHE JOKYMEHTO0O0POTa OpraHn3alun

Komnerenuus: Cnocoben opopmiATh JTOKYMEHTAIMI0 c
HCMOJb30BAHUEM CHEeNMAIU3HPOBAHHBIX 0a3 JHaHHBIX B NMpPodeccHOHATbHOU
nesteabHocT (OITK-5)

BOHpOCLI K 3K3aMEHYy

[Tonsitue u kinaccudukanus ynpaBieHYECKUX TOKYMEHTOB
MarmmHonucHoe opopmiIeHUE TOKYMEHTOB
brnanku JOKYMEHTOB, UX HA3HAUYCHUE U BUJIbI
dopmyrsip oOpaszell ero Ha3HAYEHHE W COCTaB PEKBU3UTOB
Metoauka KOHTPOJIS 32 UCTIOJHEHUEM JOKYMEHTOB
Buabsl HOMEHKIATYp /eI, MOPSIA0K UX COCTABJICHUS U UCTIOJIb30BAHUS
DKclepTHas OLEHKAa JOKYMEHTOB M MOATOTOBKA WX Uil MEpelladyd B

~No ok~ wdNE

apXuB

8 OCHOBHBIE BUJIBI ACTOMPON3BOACTBA UX XapaKTEPUCTUKA

9 CoBpeMeHHBIE CIIOCOOBI W TEXHHKA CO3JaHUS YIPaBJICHYECKUX
JTOKYMEHTOB.

10 CymHocTh U coziepkaHue KOJIEKCKOT0 AeIONPOU3BOICTBA.

11  ®opmynsipbl ynpaBIeHUYECKUX JOKYMEHTOB.

12 JlokyMeHTOOOOPOT OpTraHu3aIlvu.

13 Homenknatypsl Aen, UX BUABI U Ha3HAYCHHE.

14  ®opmynsip-obpasel], ero Ha3HaYeHHE, COCTaB PEKBU3UTOB.

15  OO6mwme QpyHKIMHA YyIPAaBICHYECKOTO JOKYMEHTA.

16  Bo3HuKHOBEHHE U pa3BUTHE HaydHBIX OcHOB J[OVY.

17 3akonomarenpHoe obecnieuenue JJOY Ha Bcex 3Tamax ero pa3BUTHS.

HpI’IMeprIe TECTOBBIC 3aJaHHUA 1JI1A IK3aMECHA

1 Knaccudukanus 10KyMEHTOB B 3aBUCIMOCTH OT CPOKOB UCITOJTHEHUS
peayCMaTpUBAET JEJICHUE UX HA ...
CpPOYHBIE U OOBIYHBIE
JyOTMKATHI U BBITTUCKA



BHYTPCHHUE U BHEILIHUE
O€JIOBBIE U YEPHOBBIE TOKYMEHTHI
IIOVIMHHUKU U KOITUU

2 KomnusiMu JOKYMEHTOB Ha3bIBAIOT ...
TyOJIMKAThI, BBIUCKH, OTITYCKU
0eJIOBbIE M UEPHOBBIE JOKYMEHTBI
YEPHOBBIE JOKYMEHTBI
0eJIoBbIE JTOKYMEHTHI
NOJTMHHUKHU

3 FOpuauueckyro crity opuiuaibHOMY JOKYMEHTY 00€eCIieunBacT

COOTBETCTBHE €TO ...

IIPaBWJIaM COCTABJICHUS O(DUIIMAIEHOTO IOKYMEHTA

BHYTPEHHEMY PACIIOPSIKY JAHHON OpraHu3aiuu

KOMITIETEHIIUH JTIOJDKHOCTHOTO JIUTIA

JEHCTBYIOIINM CPOKOM COCTaBIICHUS JOKYMEHTA

3aKOHOJIaTEIbCTBY, KOMIIETCHIIMN U3/IAIOIIETO €ro OpraHa Wiu paboTHUKA
yIIPaBIICHUS, YCTAHOBJICHHBIM MPaBUJIaM COCTABJICHUS U O(POPMIICHUS

4 Cucrtema JOKyMEHTAlUH — 3TO ...
COBOKYITHOCTh JJOKYMEHTOB, B3aUMOCBSI3aHHBIX IO OJHOMY U3 IMPU3HAKOB
Ha0O0p OUIMATIEHBIX IOKYMEHTOB
COBOKYITHOCTh O(PHUITHATBHBIX JOKYMEHTOB, OTPAKAIOITUX TEKYITYIO
JESATENBHOCTh OpTraHU3aINH
JIOTUYECKasi B3aUMOCBSI3b OPUIIMAILHBIX IOKYMEHTOB
MOCJIeIOBATEIbHOE COSIMHEHNE TEKYITNX JOKYMEHTOB OpraHU3aIliu

5 IokyMeHTOO000pOT 3TO ...
CXeMa COCTaBJICHUS JOKYMCHTOB
HaOOp IOKYMEHTOB B OPTaHU3AITUU
cxema JIBUKCHHUS JOKYMEHTOB B OpraHU3alluu
oOecriedeHrne JOKYMEHTaMU OpraHu3aluu
TIOPSIOK COCTABJICHUS M O(OPMIICHHS TOKYMEHTOB

6 Opranu3zanus paboThl C JOKYMEHTaMH BKJIIOYAET B c€0s1 pabOTHI ...
COCTaBJICHHUE JTOKYMEHTOB
oopMIICHHE TOKYMEHTOB
nepeaya JJOKyMEHTOB BHYTPU OpraHu3aIiu
pacmpeneneHue padoT ¢ JOKyMEHTaMH MEXTy paOOTHUKAMU yITpaBICHUS
oOecrieyeHue JOKYMEHTUPOBAaHHOM MH(MOpMaIre paOOTHUKOB BCEX
YPOBHEHU YITPABIICHUS



7.4  Mertognueckue MaTepUaibl, ONpelejsIONIde  MPOUeAyPbI
OlleHUBAHUSI 3HAHUI, YMEHHii, HABBIKOB XapaKTePU3YKINUX JTamNbl
(popMupoBaHNs KOMIETEHIIH A

Kontpons ocBoenus auciuiuiuibl b1.B.16 «OCHOBBI JOKYMEHTAIlMUOHHOTO
oOecrieueHus1 B opraHu3aiusax (UHAHCOBOUW chepbl» MPOBOAUTCS B COOTBETCTBUU
c IIn Kyol'AY 251 - 2016 «Tekymmii KOHTPOIb YCIEBAEMOCTH H
MPOMEXKYTOUYHAs aTTeCTalds CTYAEHTOB». TEeKylHMil KOHTPOJb MO JAUCHUILIIMHE
MO3BOJISIET OLICHUTh CTEMEHb BOCIPUATUS Y4EOHOTO MaTepuaia U MPOBOJUTCS st
OIICHKU PEe3yJhTAaTOB M3YUCHHs Pa3/IeTOB/TEM JUCIUIUIMHBL. TeKyImui KOHTPOIh
MPOBOJUTCS KaK KOHTPOJIb TEMATUYECKUU (10 UTOraM M3Y4EeHUsl OMpPeIeSICHHBIX
TeM JUCHMIUIMHBI) U PYOekKHBIH (KOHTPOJIb ONPEACICHHOTO pa3fena Wik
HECKOJIbKUX PA3/EI0B, Mepe TeM, KaK MPUCTYIUTh K U3YYCHUIO OUEPEAHON YacTu
y4eOHOro Matepuania).

Kpurepuu oneHuBaHus BbINOJHEHHUS Kellc-3a1aHNIM:

OTMeTKa «OTIMYHO»: paboTa BBINOIHEHA B TOJTHOM 00beMe ¢ COOMIOCHIEM
HEOOXOJMMOM TOCTIE0BATEIbHOCTH JEUCTBUI; paboTa MpoBefeHa B YCIOBHSX,
00eCIeYnBAIOIMINX MOTYyICHUE TPABWIBHBIX PE3YIbTATOB U BBIBOJIOB;COOIIOICHBI
IpaBUJia TEXHUKHU 0€30MaCHOCTH;B OTBETE MPABWIBHO U aKKYPAaTHO BBITIOJIHSET BCE
3aMuCcH, TaOJUIIbl, PUCYHKH, YEpTeXH, TrpaduKku, BBHIYUCICHUS;IIPABUILHO
BBITIOJIHSIET aHAJIN3 OLINOOK.

OTMeTKa «XOpoInoy: padoTa BHITIOJIHEHA MPABUIBLHO C YUETOM 1-2 MENKHUX
MOTPEITHOCTe Wi 2-3 HEJOYETOB, HCIPABICHHBIX CAMOCTOSTEIBHO TIO
TpeOOBaHUIO TIPEToIaBaTesl.

OTMeTKa «yAOBIIETBOPUTEIBHOY»: padOTa BBHINIOJHEHA MPABUJIBHO HE MEHEe
YeM HaIOJIOBUHY, TOMYIIEHBI 1-2 OrpeIIHOCTH WIIM OHA TpyOas ommoKa.

OTMeTKa «HEYIOBJIIETBOPUTEIIHLHO»: JOMYIIEHb JBEe (M OoJiee) TpyObIe
OIMOKH B XOJI€ pabOThI, KOTOPhIE OOYJAIOIIUIICS HE MOXKET UCIPABUThH JAXKE IO
TpeOOBaHMIO TIPEMOIaBATENS WU padoTa HE BBITTOJIHEHA TTOTHOCTHIO.

KpuTepuu oneHky 3HaHNH CTYJA€HTOB NPH MPOBeIeHUH TECTUPOBAHNUS

OueHka «OTJIMYHO» BBICTABJISIETCSI TpPH YCJIOBUU TPABWILHOIO OTBETA
CTyZeHTa He MeHee YeM 85 % TeCTOBBIX 3a/IaHuiA;

OrneHka «XOpOIIO» BBICTABISICTCSI TPU  YCIOBUU TIPABHJILHOTO OTBETA
cTyneHTa He MeHee yeM /0 % TecTOBbIX 3a/laHuid;

OreHKa «yIOBICTBOPUTEIHLHOY» BBICTABIISICTCS MPU YCIOBUU MPABHILHOTO
OTBeTa cTyAeHTa He MeHee 51 %; .

OneHka «HEYTOBICTBOPUTEIHLHO»BBICTABIISICTCS MPU YCIOBUUITPABUIBHOTO
oTBeTa cTyJeHTa MeHee yeM Ha 50 % TecTOBBIX 3a/1aHUH.

Pedepar — 3T0 KpaTKoe HM3J0KEHHE B MMCbMEHHOM BHJIE COJCPMKAHUS U
PE3yJIbTaTOB MHAUBUAYAIBHON Y4eOHO-HMCCIIEI0BATEILCKON NIEATETbHOCTH, UMEET
PETIaMEeHTHPOBAHHYIO CTPYKTYPY, COAEpKaHUe U 0OpPMIICHHE.

3amauu pedepara:

1. ®opMHUpOBaHWE YMEHHH CaMOCTOATENBHOM pabOThl  CTYACHTOB C
UCTOYHUKAMU JIUTEPATYPhI, UX CUCTEMATU3AIINS,

2.Pa3BuTHE HABBIKOB JIOTHYECKOT'O MBITUICHHUS,



3. Yriy0sieHne TeopeTUYecKuX 3HaHUu| 1o mpodJieMe UCCIeI0BaHuUS.

Tekct pedepara nmomxeH coaepkaTh apryMEHTHPOBAHHOE W3IOKEHHUE
onpezelieHHOW TeMbl. Pedepar nomkeH OBITH CTPYKTypupoBaH (IO TjaBam,
pa3menam, maparpadaM) © BKIIOYaTh pa3lieibl: BBEACHHWE, OCHOBHAS YacTh,
3aKJIFOUYCHHE, CITMCOK HCIOIb3YEMbIX MCTOYHHUKOB. B 3aBHCHMOCTH OT TeMaTHKH
pedepata K HeMy MOryT OBbIThb O(OPMIICHBI MPUIOKEHHUS, COAEpIKAIINE
JTOKYMEHTBI, HJUTFOCTPAITAN, TAOIHIIBI, CXEMBI U T.]I.

KpurepussMu  oueHku  pedepara  SBISIOTCS:  HOBH3HA  TEKCTa,
000CHOBaHHOCTH BbIOOpPa HWCTOYHHUKOB JIMTEPATyphbl, CTCMEHb  PACKPBITHS
CYIIIHOCTHU BOIIPOCa, COONMIOeHUS TpeOOBaHMI K 0(DOPMIIEHHUIO.

OrneHka «OTIMYHO»CTABUTCS, €CJIM BBIIOJHEHBI BCE TpeOOBaHUS K
HamucaHuio pedepara: ob6o3HaUeHa mpobieMa U 00OCHOBaHA €€ aKTyaJlbHOCTD;
CIeNaH aHaIW3 PA3IMYHBIX TOYEK 3PEHUS Ha PACCMATPUBAEMYIO MPOOJIEMY H
JIOTUYHO M3JIOKEHAa COOCTBEHHAs! MO3MIUS; CHOPMYIUPOBAHBI BBIBOJBI, TEMa
pacKpbITa MOJHOCTHIO, BBIJAEPKAH 00BEM; COONIOEHBI TPEOOBAHUS K BHEIIHEMY
0(pOPMIICHHIO.

OneHka «XOpoILIO»— OCHOBHBIE TpeOoBaHUsI K pedepaTy BBIITOJIHEHbI, HO
Py OTOM JOMYIICHBI HEMOYETH. B YacTHOCTH, WMEIOTCS HETOYHOCTH B
U3JIOKEHUU Marepuala; OTCYTCTBYET JIOTMYECKas IOCJEeI0BAaTEeIbHOCTh B
CY>KJIEHUSIX; HE BBIJIEP)KaH 00bEM pedepaTa; UMEIOTCs yIyleHus B 0 OpMIICHUU.

OneHka «yI0BIETBOPUTEIILHO»— UMEIOTCS CYIIECTBEHHBIE OTCTYILICHUS OT
TpeOoBaHMiA K pedepupoBaHUi0. B 4acTHOCTH: TeMa OCBEIICHA JIMIND YAaCTUYHO;
JIOTyIIeHbl (paKTUYECKHe OIMOKH B cojepKaHuu pedepara; OTCYTCTBYIOT
BBIBO/IBI.

OneHka «HEYJIOBJIETBOPUTEIHLHO»— TeMa pedepara HE packpseiTa,
OoOHapy)KHMBaeTCs CYIIECTBEHHOEC HEMOHMMaHue TMpobiembl win pedepar He
IIPEICTaBJICH BOBCE.

Joxaan.

Jloknag — 9STO TNHCBMEHHOE WM YCTHOE COOOIICHHWE, Ha OCHOBE
COBOKYITHOCTHU paHee ONMyOJMKOBAaHHBIX HMCCIIEI0BATENbCKUX, HAYYHBIX padOT WU
pa3paboTOK, IO COOTBETCTBYIOUICH OTpaciy Hay4YHBIX 3HAHUH, UMEIOIINX
Oomplioe 3HaYeHHE Uil TEOPUM HAyKW U TMPAKTUYECKOTO TMPUMEHEHUS,
npeacTaBiasieT co0oil  0000IIeHHOE HW30KEHHWE pe3yJbTaTOB IPOBEACHHBIX
UCCIIEIOBAaHUN, DKCIIEPUMEHTOB W pa3padOTOK, W3BECTHBIX IIUPOKOMY KpYTy
CHEIMATUCTOB B OTpacid Hay4yHbIX 3HaHWid. CompoBOXKIaeTcsl Mpe3eHTaluen
MaTepuania.

[esnb MOATOTOBKU JOKJIAJA:

— chopMupoBaTh Hay4YHO-HCCIENOBATEIILCKME HABBIKM W YMEHHUS Y
o0ydJaromerocs;

— CIIOCOOCTBOBATH OBJIAJICHUIO METOAAMH HAYYHOTO ITO3HAHUS;

— OCBOHUTH HAaBBIKW MTYOJIMYHOTO BBICTYIIJICHHS;

— HAYYUTHCSI KPUTUUECKU MBICIIUTb.



Tekcr noknama JOMKEH CoOAEpkKaTh apryMEHTHUPOBAHHOE HU3JIOKEHUE
onpeAesieHHOM TeMbl. JOKJaj [OKeH ObITh CTPYKTYPUPOBAH W BKJIIOYATH
BBEJICHUE, OCHOBHYIO YaCTh, 3aKJIOYECHUE.

Kpurepun oneHKky 3HaHUH 00y4AIOIMXCSl IPH BHICTYIVICHUH C JOKJIAJA0M

Iloka3aTenn IMpagauus bamisl
CootBercTBHE JIOKJIaJIa | COOTBETCTBYET IMOJHOCTHIO 2
3asBJIGHHOM TeMme, 1eIM U | €CTh HECOOTBETCTBUSA (OTCTYIIJICHHS) 1
3aJlayaM MpPOEKTa B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypHpOBaHHOCTh CTPYKTYPHPOBAHO, O0eCIieurnBaeT 2
(opranuzarus) JOKJIaJa, | CTPYKTYpUPOBaHO, He obecreunBacT 1
KOTOpas oOecreunBaeT | He CTPYKTYPHUPOBAHO, HE 00ecreurBaeT 0
MMOHUMaHUE €r0 COJIePKAHUS
Kynabrypa  BhICTymIeHMsT — — | paccka3 6e3 oOpalleHust K TeKCTY 2
YTEHHE C JIMCTa UJIM pacckas, paccka3 ¢ 00palieHHEM TeKCTY 1
00palEHHBIN K ayTUTOPUU YTEHHE C JINCTA 0
JoctynHoCTb JIOKJIaza 0 | JocTymHO 6€3 YTOUHSAIOIINX BOIIPOCOB 2
COIAEpP)KAHMU  MPOEKTa,  €ro | JOCTYHNHO C YTOUHSIOUIMMH BOIIPOCAMU 1
LeJsIX, 3a7ja4ax, MEeToAax | HEJOCTYIHO C YTOYHSIOIIUMH BOIIPOCAMHU 0
pe3ybpTaTax
[lenecoobpa3HOCTD, nernecoodpazHa 2
WHCTPYMEHTAJIbHOCTh 1[e1eco00Pa3sHOCTh COMHUTEIbHA 1
HaIJIHOCTH,  ypOBeHb €€ | He 1ernecoodpa3Ha 0
HCIOJIb30BAHUS
CobOumoieHne BPEMEHHOTO | co0JIt0IEH (HE MPEBBIIICH ) 2
permameHTa noknana (He Ooliee | MpeBBINICHHE 0€3 3aMeYaHUs 1
{ MUHYT) MPEBBILLIEHUE C 3aMEYaHUEM 0
YETKOCTh U IOJHOTa OTBETOB Ha | BCE OTBETHI YETKHE, IIOJIHEIS 2
JIOTIOJTHUTENIbHBIE BOMPOCHI MO | HEKOTOPHIE OTBETHI HEUETKUE 1
CYIIECTBY IOKJIa1a BCE OTBETHI HEUETKHUE/HETIOTHBIC 0
Bnanenue CrenuaIbHOl | BiIageer cBOOOIHO 2
TEPMUHOJIOTUEN o TeMe | MHOT/Ia OBbLT HETOYEeH, OImMOacs 1
MPOEKTa, UCIOJIb30BAaHHON B HE BIajeeT 0
JIOKJIaJ1e
Kynprypa nuckyccum — yMEHME | OTBETHII HA BCE BOIPOCHI 2
MIOHSATh cobeceHuKa U | OTBETUJI HA OOJIBILYIO YaCTh BOIIPOCOB 1
apryMEHTHPOBAHO OTBETUTh Ha | HE OTBETUJI Ha OOJBIIYIO YACTh BOIPOCOB 0
€ro BOIPOCHI

HIxana oueHK 3HAHNH 00YYaIOLIUXCS NPH BBICTYIUICHUM € JOKJIAAOM:

Ornenka «oTauuHo» — 15-18 6amnos.

Onenka «xopomo» — 13-14 6amios.

Ornenka «ya0oBJjeTBOpUTEabHO» — 9-12 Gasios.
OreHKa «Hey/I0BJIeTBOPUTEIbHO» — 0-8 Gaos.

IK3aMeH

Kpurepuu oueHKku 3HAHNI 00YyYAKOIINXCSH HA IK3aMeHe

OneHKka «OTJMYHO» BBICTABISICTCS OO0yYarolmeMycsi, KOTOPBIM o0yagaeT
BCECTOPOHHUMHU, CHUCTEMATHU3UPOBAHHBIMU U TJIYOOKMMHM 3HAHUSMHU Marepuaia
y4e0HOU MpOorpamMMbl, yMeeT CBOOOIHO BBHIMOJHATH 3a/IaHUsl, TPEAYCMOTPEHHBIC



y4eOHOH MpOrpaMMOM, YCBOMJI OCHOBHYIO M O3HAaKOMWICA C JONOJHUTEIbHOU
JUTEPATypOil, peKOMEHJOBaHHON ydeOHOM mporpammoid. Kak mpaBuio, oreHka
«OTJIMYHO» BBICTABIIAECTCA OOYYAIOIIEMYCSl YCBOMBIIEMY B3aUMOCBSI3b OCHOBHBIX
NOJIOKEHUM M TOHATUH JUCHUIUIMHBI B WX 3HAYEHUU JUIsI IpuoOpeTacmoit
CHEUANIbHOCTH, TMPOSIBUBIIEMY TBOPUYECKHE CHOCOOHOCTHM B TMOHHUMAaHHM,
U3JI0KEHU U 17} UCIIOJIb30BaHUU y4eOHOro  marepuana, IIPaBUIILHO
00OCHOBBIBAIOIIEMY MPUHATHIE PEIICHUS, BIAJCIOIIEMY pPa3HOCTOPOHHUMU
HaBbIKAMH U PUEMaMH BBIITOJIHEHUS TPAKTUUECKUX padoT.

OneHka «XOpomo» BBICTaBISIETCS OOy4aroleMycs, OOHapYXHUBLIEMY
NOJTHOE 3HAHUE MaTephaja Y4eOHOM MpOrpaMMbl, YCHEIIHO BBIMOJHSIOLIEMY
IPEelyCMOTPEHHbIE y4yeOHOW MporpaMMoil 3ajaHusi, YCBOMBIIEMY MaTepHual
OCHOBHOM JIUTEPATYpPbI, PEKOMEHIOBAaHHON yueOHOI mporpammoii. Kak mpasuso,
OLICHKA «XOpOULIO» BBICTABIISIETCS oOyuaroemycs, IIOKa3aBIIEMY
CHUCTEMAaTU3UPOBAHHBIN XapakTep 3HAHUW MO JUCIUIUIMHE, CIIOCOOHOMY K
CaMOCTOSITEJIbHOMY TIONMOJIHEHUIO 3HAHUW B XOJ¢ JajJbHEHINEH ydyeOHOW u
poeCCUOHATBHON JESITENbHOCTH, MPABWIBHO MPUMEHSIONIEMY TEOPETHUECKUE
IIOJIOKEHHSI IIPU PEIICHHM IIPAaKTUYECKUX BOIIPOCOB M 3aJ1ay, BIAJCIOLIEMY
HEOOXOIMMBIMH HABBIKAMU Y MIPUEMAMHM BBIIOJIHEHUS TPAKTUYECKUX PadOT.

OneHka «ya0BJIeTBOPHUTEIbHO» BBICTABIAECTCA 00ydaroleMycsi, KOTOPBIN
MOKa3ajl 3HAaHUE OCHOBHOIO Marepuaiga y4deOHOM mporpamMMbl B 00BbEME,
JOCTaTOYHOM U HEOOXOAMMBIM JUIsl JajbHeHel yueObl U IpeAcTosiie padoThl
[0 CIEHHAIBHOCTH, CIIPABHJICS C BBITOJHEHUWEM 3aJaHUM, NPETYCMOTPEHHBIX
y4e0HO TporpamMMmoil, 3HAKOM C OCHOBHOW JHTEpPaTypoH, PEKOMEHIOBAaHHOU
yuyeOHOM  mporpammoii. Kak  mpaBuio, OIEHKA  «YIOBIETBOPUTEIHHOY
BBICTABJISIETCSI  O0Oy4aroleMYCsl, JTONYCTHBIIEMY MOTPEIIHOCTH B OTBETAaX Ha
HK3aMEHE WJIM BBINOJHEHUU SK3aMEHAIIMOHHBIX 3a/laHui, HO 00JajaroieMy
HEOOXOJMMBIMU 3HAHUSMH MO/ PYKOBOACTBOM IMpEnojaBareiisi g yCTpaHEHUs
OTUX MOrPEIIHOCTEN, HAPYIIAIOLIEMY [OCIEI0BATENIBHOCT B M3JI0KEHHUU
y4eOHOro MaTepuana W HUCHBITHIBAIOIIEMY 3aTPYAHEHHUS IIPU  BBITOJHEHUU
MPAKTHYECKUX padoT.

OneHka «HeyI0BJIEeTBOPUTEIBLHO» BbICTABIsIETCA OOydaloniemMycs, He
3HAIOIIEMY OCHOBHOW YacTH MaTephajia ydeOHOM IpOrpaMMbl, JOMYCKAIOIIEMY
OPUHLUINNAIbHBIE OMMOKA B  BBIIOJHEHUM IPEIYCMOTPEHHBIX  y4yeOHOU
MIPOrpaMMON 3a1aHUI, HEYBEPEHHO C OOJBIIMMU 3aTPYJHEHUSAMH BBIIOJHSIOIIEMY
npaktuueckue paborel. Kak mpaBuiio, OLEHKAa «HEYIOBJIETBOPUTEIILHO
BBICTABJISIETCSI O0y4YalOIIEMyCs, KOTOPbI HE MOXET MPOJODKUTh OOy4YEeHUE WU
IOPUCTYNUTD K AESITEIBHOCTH IO CIELHUAIBHOCTU 110 OKOHYAHUU YHUBEpPCUTETa 0€3
JOTIOJIHATEIIbHBIX 3aHSITUH 110 COOTBETCTBYIOWIEH TUCIUILIINHE.

8 IlepeyeHb OCHOBHOM U ONOJHUTEJIbHON YUeOHOM JIUTEPATYPbI



OcHoBHas yyeOHasi 1uTepaTypa

1. bpeckuna H.B. OcHOBBI Jenompou3BOACTBa [DIEKTPOHHBIN pecypc]:
yaeoHoe mocobme/ bpeckmna H.B.— DnekTpoH. TEKCTOBbIE JTaHHBIC.—
CraBponons: CeBepo-KaBkasckuii denepanbubiii yauepcuter, 2014.— 123 ¢.—
Pexum noctyna: http://www.iprbookshop.ru/63228.html.— 3BC «IPRbooks»

2. Cammit O.H., Hecrepeako M.A., bepexnoit A.B. OcHOBHI
JIEIONPOU3BOICTBA: yueh.mocooue. - Kpacuomap: Dxounsect, 2014. — 164 c.

https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvod

stva.pdf

3. PwibakoB A.E. OcHOBBI J1eTOMpPOM3BOACTBA [DIIGKTPOHHBINA pecypc]:
yueOHuk/ PpidakoB A.E.— DIleKTpoH. TEKCTOBblE JAaHHbIe.— MWUHCK:
Pecnybnmkanckuii ”HCTUTYT Tipodeccruonansaoro oopazosanus (PUIIO), 2016.—
320 c.— Pexum pocryma: http://www.iprbookshop.ru/67690.html. — DBC

«IPRbooks»

JlonosHUTEIbHAS yueOHasi JInTepaTrypa

1. Kpumrramok A.H. KonpuaenunaasHoe AETOMPOU3BOACTBO U 3aIIUTa
KOMMeEpUYECKOU TaiiHbl [ DNEKTPOHHBIN pecypc]: Kypc nekiuit/ A.H.
Kpumiramok.— D1eKTpoH.TeKCTOBbIe nanHble.— Opern: MexpernoHanbHas
Axanemus 6e3omacHocty U BepkuBanus (MABHMB), 2014.— 199 ¢.— Pexum
noctyna: http://www.iprbookshop.ru/33427.html.— 3BC «IPRbooks», mo mapoio

2. I'BaeBa N.B. [lenompon3BoACTBO [ DIEKTPOHHBIN pecypc]|: CipaBOYHUK/
N.B. I'aeBa — DyieKTpOH.TEKCTOBBIE HaHHbIe. — MuHCK: TerpaCucremc, Terpanur,
2014. -224c¢. —Pexum noctyna: http://www.iprbookshop.ru/28072.html 56C
«IPRbo0Ks», 1o mapoJto

3. Caymuii O.H. lokymentupoBanue: yuednoe nmocoore/O.H.Canuii. -
Kpacnogap: KyoI'AY, 2013.-230c.

4. MupromikuHa }O.B. [lenonpon3BoACTBO U TOKYMEHTAIITMOHHOE
o0ecreyeHue TOCy/IapCTBEHHON U MYHHUITUTIAIBHON CITYKObI [ DNIeKTPOHHBIN
pecypc] : npaktukym / FO.B. MupromkuHa. — DJIEKTPOH. TEKCTOBbIE JaHHbIE. —
Crasponons: CeBepo-KaBkasckuii dhenepanbubiii yauepeuret, 2016. — 116 ¢. —
2227-8397. — Pexxum nocryma: http://www.iprbookshop.ru/66028.html.

O [lepeyeHnb pecypcoB HHGPOPMAMOHHO-TEJIEKOMMYHUKAIMOH-
Hoil ceTu « AHTEpHET)

Ilepeuens ObC
Ne | HammenoBaHue Temaruka
1 | Znanium.com YHuBepcagbHas
2 | IPRbook YHuBepcaabHas
3 | ObpazoBarenbHbIl Op| YHUBEpcaIbHAs
Kyol'AY

[Tepeuens peKOMEHAYEMBIX UHTEPHET CAaUTOB:


http://www.iprbookshop.ru/63228.html
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
http://www.iprbookshop.ru/67690.html
http://www.iprbookshop.ru/33427.html
http://www.iprbookshop.ru/28072.html
http://www.iprbookshop.ru/66028.html

1 Caifr mo KaapoBOMY JEJIOMPOU3BOACTBY [DNEKTpOHHBIN pecypc]:Pexum
noctyna; https://www.kadrovik-praktik.ru/

2 Delo-ved.ru Bce o aenmompousBoiacTBe [DieKTpoHHBIA pecypc]: Pexum
nocryma: http://delo-ved.ru/

3 JIEJIO ITPO Bce mpo nenonpou3BOACTBO [DNIEKTpOoHHBINA pecypc]: Pexxum
nocryma: https://delo-pro.ru/

4 Tlopran PRO-genonpousBoactBo: JKypHanm miIs  pyKOBOJMUTEICH,
CEeKpeTapeH, AeNOoNporu3BOIUTENEH [DIEKTpOHHBIA pecypc|: Pexum pocrymna:
https://www.sekretariat.ru/

10 MeTonuveckue yKazaHusi sl 00y4aKIIUXCH 10 OCBOCHUI)
TUCHUTLTAHBI

1 OcHOBHI JIeTONPOU3BOJICTBA : METOA. Yka3zaHus / cocT. M. A. bynrapos. —
Kpacunogap: Kyol'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU Osnovy DP Bulgarov M

A.pdf

11. HEPEYEHb MH®OPMAIIMOHHBIX TEXHOJOI'UMH,
NCIHHOJIB3YEMBIX P OCYHIECTBJIEHUUA
OBPA3OBATEJIBHOI'O INIPOLHECCA 11O AUCHMIIJIMHE,
BKJUIIOYAS HHEPEYEHDb ITPOI'PAMMHOI'O OBECIHHEYHEHUA
N UTHOOPMAIIMOHHO-CITPABOYHBIX CUCTEM

Nupopmanmonsbie TEXHOJIOTUH, HCIOJIb3YEMBIE pu OCYIIECTBICHUU
00pa3oBaTeIbHOTO MPOIecca MO JAUCIHUIIMHE TO3BOJISIIOT: 00ECTIEYUTh B3aUMOJCHCTBHE MEXITY
y4aCTHUKaMHU 00pPa3oBaTEIbHOrO Ipoliecca, B TOM YHUCJIE CUHXPOHHOE M (MJIM) aCMHXPOHHOE
B3auMoJieiicTBue mocpeactBoM cetu «MHTepHeT»; (uKcHpoBaTh XOX 00pa30BaTEIBHOI O
npolecca, pe3yabTaTOB IIPOMEXKYTOUHON aTTECTAllMU IO JUCHUIUIMHE U Pe3yIbTaTOB OCBOEHHS
00pa3oBaTeIbHON MPOrpaMMbl; OpPraHU30BaTh MpolLecc 00pa3oBaHUA MYTEM BU3yaJIU3aLUU
n3yd4aeMoil MH(OpPMalLMKU IOCPEACTBOM HCIOJIb30BAaHUS IpPE3EHTALUN, Y4eOHBIX (DUIBMOB;
KOHTPOJINPOBATH PE3yJIbTaThl 00YUEHHsI HA OCHOBE KOMIIBIOTEPHOI'O TECTUPOBAHUS.

11.1. IlepeyeHb MPOrpaMMHOTO JTHIIEH3HOHHOTO 00ecTeYeHust

Ne HaumMmeHoBaHue TemaTuka

1 Microsoft Windows OmneparpoHnHas cucTemMa

2 | Microsoft Office (Bxuirouaer Word, Excel, [Maker 0(UCHBIX TPUITOKSHU I
PowerPoint)

11.2. Ilepevyenb npoecCHOHAIBHBIX 023 JAHHBIX 1 HHPOPMALMOHHBIX CIIPABOYHBIX
cucrem

Ne HaumenoBanue Temarnka DNEKTPOHHBIN ajipec

1 | Hayunas snektpoHHast OMOInoTeKa YHHBepcalbHasI https://elibrary.ru/



http://www.kadrovik-praktik.ru/
http://delo-ved.ru/
https://delo-pro.ru/
https://www.sekretariat.ru/
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://elibrary.ru/

eLibrary
2 | 'apant [TpaBoBas https://www.garant.ru/
3 | KoncynbTant [IpaBoBas https://www.consultant.ru/

11.3. Joctyn k cetu UHTEpHET

Hoctyn x cetu MHTepHET, AOCTYN B AJIEKTPOHHYIO MH(POPMALIMOHHO-00Pa30BaTEIbHYIO
Cpeny YHUBEpPCUTETA.

12. MarepuajbHO-TeXHHYECKOEe o0ecnevyeHne OOy4deHHs TIO
aucoumiIngae A aun ¢ OB3 u uaBaanaoB

BxozaHas rpynna B ryaBHbIA yueOHBIH KopIyc 000py10BaH MaHycoOM, KHOIIKOH BBI30Ba,
TAKTUJIBHBIMM ~ TaOJIMYKaMM, ONOPHBIMU  MHOPYYHSAMHM, NPEIyHPEeKAAOUMMHU  3HAKaMH,
JOCTYIHBIM PACIIMPEHHBIM BXOJOM, B KOPIIyCE €CTh CIELUaIbHO 000pYyAOBAHHASI CAHUTAPHAs
komHaTa. [ mepememienuss uHBamuaoB u JIOB3 B mnomemeHunn uMeercs INepenBHKHOM

TYCEeHHYHBI CTyneHbkoxox. Kopmyc ocHamieH npOTHBOIIOXKAapHOW 3BYKOBOW M BHU3YaJlbHOU
CUTHaJIM3aluen

HnaHpreMLIe MMOMEIICHUSA OJI1 ITPOBECACHUSA BCCX BUIOB yqe6H0171 JACATCIIBHOCTH.

HanmvenoBanme yaeOHBIX HanmMmenoBanue nmomMermeHuii st Anpec (MecToroIoKeHme)
MIPEAMETOB, KYpPCOB, MIPOBEICHUSI BCEX BUIOB yIEOHOM TIOMEIEHUH JUTS IPOBEICHUS
JTUCHUTUIAH (MOIYJIeH), JIESITeTbHOCTH, TIPEAYCMOTPEHHOH BCEX BUAOB YU4eOHOM
MIPAKTUKH, NHBIX BHJOB y4eOHBIM IITAHOM, B TOM YHCIIE, JeATeTbHOCTH,
yueOHOW AeATeTbHOCTH, MOMEIIEHUN JUIsl CaMOCTOSTENbHOM MPEIYCMOTPEHHON yIeOHBIM
MIPELYCMOTPEHHBIX paboTHI, ¢ yKa3aHUEM IIEPEYHSI OCHOBHOTO | IITAHOM (B CITydae pealn3alin
yaeOHBIM TUTAHOM 00opynoBaHUs, YIeOHO-HATIISIHBIX 00pa3oBaTeIbHBIX IPOTPaAMM B
o0pazoBaTenbHON OCcoOnit ¥ HCIIOTTB3YEMOTO cereBoit hopme
TIPOTPaMMBI MIPOTPaMMHOTO 00ECTIeUEeHHS JIOTIOJTHUTEIHHO YKa3bIBaeTCS

HauMEHOBaHHE OPTaHU3AalHH, C
KOTOPOH 3aKJIFOUEH JOTOBOP)

2 3 4
OCHOBEI Tlomemenne Ne221 I'VK, mmomans —
JIETIOTIPOU3BO/ICTBA 101m?; mocagoYHbIX MecT — 95; yueOHas

ayIUTOPHS JUISl TIPOBEACHUS YIEOHBIX
3aHATHUH, U1 CAMOCTOSTEIHHON paboTHI
o0yyaromuxcsi, B TOM YHCie I
oOy4aroimuxcst ¢ MHBanuAHOCThI0 1 OB3
crielaIn3upoBaHHas Meoenp (yueOHas
JIOCKa, yueOHasi Me0eJIb), B T.4 JIIs
oOy4aroiuxcsi ¢ MHBaUAHOCThIO 1 OB3;
TEXHUYECKHE CpelICTBa 00ydeHHsI, HabOpHI
JEMOHCTPalMOHHOTO 000PYIOBaHU U
yaeOHO-HATTISAHBIX TocoOuit (HOYTOYK,
MIPOEKTOP, SKPaH), B T.4 IS
oOygaromuxcs ¢ HHBaATHIHOCTRIO 1 OB3;
nporpamMmmuoe obecnieuenue: Windows,
Office.

350044, KpacHomapckuii kpai,
r. Kpacnonap, yn. um.
Kanununa, 13

TTomemenue Nel 14 300, miomanp —
43M?; MOCaOYHBIX MECT — 25; yueOHas
ayJAUTOPHS ISl IPOBEIACHUS YICOHBIX
3aHATHUH, U CAMOCTOSTEIBHON pabOThI
00yJaroIIUXCs, B TOM YUCIIC IS
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oOyyaromuxcs ¢ HHBATUAHOCTEI0O U1 OB3
CrenraIn3upoBanHas Mebenb (yueOHas
JTOCKa, yaeOHast MeOeIb), B TOM YHCIIC JIIS
obOygaromuxcs ¢ uHBATUAHOCTEI0 1 OB3

13. Oco6ennocTu opranusanuu ooy4uenusi jui ¢ OB3 u

HHBAJIHU/I0B

Hma wmaBamumoB u aunm ¢ OB3 MoXeT H3MEHSTBCA OO0BEM  AUCIUILIMHEI
(Momynsi) B Yacax, BBIJICJICHHBIX Ha KOHTAKTHYIO pPaboTy oOydaromierocs ¢
npenojaBaTeieM (MO BUJAM Y4EOHBIX 3aHSTHI) U Ha CaMOCTOSTENbHYIO paboTy
oOydarorierocsi (Mpu 3TOM HE YBEIMYHMBACTCS KOJIMYECTBO 3a4ETHBIX CIMHMII,
BbIJICJIEHHBIX Ha OCBOCHHE IUCIMILINHBI).

DOoHBI OIIEHOYHBIX CPEJICTB ATANTUPYIOTCS K OFPAaHUYECHUSIM 3]I0POBbSI U
BOCHIpUATHSI HTHGOPMALIUKA 00 yHJaIOLIUMHUCS.

OcHoBHBIC (HOPMBI MPEACTABICHUS OIEHOYHBIX CPEJCTB — B MEUATHOMN
dbopMme uin B opme IEKTPOHHOTO IOKYMEHTA.

®opMbI KOHTPOJIS U OLIEHKH Pe3yJIbTATOB 00yYeHUs MHBAJIUI0B M JINI

¢ OB3
Kareropuu @dopma KOHTPOJISI U OLIEHKU PE3yIbTATOB 00 yICHHUS
CTYJIEHTOB C
OB3u

WHBAJIUTHOCTHIO

C nHapywenuem | — yCTHasi MpOBEpKa: TUCKYCCHHM, TPEHWHTH, KPYTIbIE  CTOJBI,

3penust cobece0BaHusl, YCTHbIE KOJJIOKBUYMBI U JP.;
- C MCIOJb30BaHMEM KoMmIbloTepa M crneuuainpHoro IIO: pabota ¢
AJNIEKTPOHHBIMU 00pa30BaTEIbHBIMU pPECYypcamMH, TECTUpOBaHUE, pedepaTsl,
KYpPCOBBIC TPOEKTHI, UCTAHIIMOHHBIE (OPMBI, €CIH IO3BOJSIET OCTPOTA
3peHus - rpaduyeckue paboThl U 1Ip.;
IIPU BO3MOXKHOCTH MM CbMEHHas IPOBEpKa C MCI0JIb30BAHUEM pelibehHO-
TOYEUHOM cucTeMbl bpaiins, yBennuenHoro mpudTa, MCHOJIb30BaHNE
CHelHaIbHBIX TEXHUUECKHX CPEACTB (TH(IOTEXHUYECKUX CPENICTB):
KOHTpPOJIbHBIE, Tpadudeckue paboThl, TECTUPOBAHUE, JOMAIIHUE 33/1aHMUS,
acce, OTYETHI U JIp.

C napywenuem | — MUChbMEHHAs TPOBEpKa: KOHTPOJbHBIE, Tpaduueckue padoThl,

cayxa TECTHPOBaHUE, JOMAIIHUE 3aJaHus, d5Cce, MUChbMEHHbIE KOJJIOKBHYMBI,
OTYETHI U JP.;
- C UCHOJB30BAHMEM KOMIIBIOTEpa: paboTa ¢  AIEKTPOHHBIMH
o0pa3oBaTeIbHBIMU  pECypcaMH, TECTUPOBaHHE, pedepaTsl, KypCOBBIE
MIPOEKTHI, Tpapuueckue padoThl, TUCTAHIIMOHHBIE POPMBI U IP.;
OpUd  BO3MOXHOCTH yCTHAsi MPOBEPKA C UCIIOIb30BAHUEM CIHEIHAIbHbBIX
TEXHUYECKUX CPENICTB (ayIMOCPEACTB, CPEACTB KOMMYHHUKAIIUH,
3BYKOYCHJIMBAIOIIEH anmapaTypsl U Jp.): JUCKYCCUU, TPEHUHTH, KPYTJIbIe
CTOJIBI, cCOOECEeIOBaHMs, YCTHBIE KOJUIOKBHYMBI U JP.

C napywenuem | — MACEMEHHAS MPOBEPKA C UCIOJIb30BAHUEM CIEIUaTbHbIX

onopHo-

TCXHUYCCKHUX CPCACTB (aJ'IBTepHaTI/IBHI)IX CpCACTB BBOJ4, YIPABJIICHUSA




oguzamenbHo2o | KOMIIBIOTEPOM M JIp.): KOHTPOJIbHBIE, Tpauueckue paboThl, TECTUPOBAHUE,
annapama JIOMAIIIHKE 3aJIaHus, 3CCE, MUCbMEHHbIE KOJUIOKBUYMBI, OTUETHI U AP.;

- yCTHas MPOBEPKAa,  C UCIOJIB30BAHMEM  CIELHAJBbHBIX
TEXHUYECKUX CPEJCTB (CPEICTB KOMMYHUKALIUI): TUCKYCCUH, TPEHUHTH,
KpYTJIbIe CTOJIBI, coOece10BaHMsl, yCTHbIE KOJUIOKBUYMBI U JIP.;

C UCIOJIb30BaHNEM KOMIIbIOTEpa U cnenuanbHoro I10 (anbrepHaTHBHBIX
CpencTB BBOJIa U YIPaBIICHUS] KOMITBIOTEPOM H JIp.): paboTa C
AJIEKTPOHHBIMH 00pa30BaTEIbHBIMU PECYpPCaMH, TECTUPOBAHUE, pedepaTsl,
KypCOBBI€ TPOEKTHI, rpaduueckue paboThl, AUCTAHIIUOHHBIE (OPMBI
IpeANoYTUTENbHEE 00yYarOIUMCsl, OTPAHUYCHHBIM B TIEPEABMKEHUHN H JIP.

Ananrauus npoueaypbl NpoBeACHU MPOMEKYTOUYHOU
arrecTaluy 1Jis MHBAJIMA0B U jul ¢ OB3:

B xoze mpoBeneHus MpoMeKyTOYHOM aTTecTalliy IpelyCMOTPEHO:

- MpeabsBICHHE OOYy4YaloUMCs TEYaTHBIX U (WJIM) DJIEKTPOHHBIX
MaTepuasioB B (popmax, aJaniTHPOBAHHBIX K OTPAHUYCHUSM HUX 370POBBS;

— BO3MOKHOCTh TIOJIb30BAaThCSl WHAUBUIYAIbHBIMU YCTPOMCTBAMU H
CpeICTBaMHM, MO3BOJISIIOIIUMU aJallTUPOBATh MaTepHabl, OCYIIECTBISTh MPUEM U
nepenayy nHGpopMaIuy ¢ y4eToM UX HHIUBUIYAIbHBIX OCOOCHHOCTEH;

- yYBEJIMYEHUE TTPOJIODKUTEILHOCTH IPOBEACHUS aTTECTAllUH;

- BO3MO>KHOCTh MIPUCYTCTBUS aCCUCTEHTA M OKa3aHUsI UM HEOOXOAUMOi
noMmomy (3aHATh pabouee MeCTO, TEepEeABUTAThCH, MPOUYUTaTh U OPOPMUTH
3aJlaHue, o0IAThCS € MPENnoJaBaTeseM).

@opMbl MPOMEKYTOUHOM aTTECTAlMU [Jis1 MHBAIUAOB U Jinull ¢ OB3 momkHbI
YYUTHIBATh WHIUBUyaTbHbIE u ncuxopu3nIecKue 0COOEHHOCTHU
oOyuaromerocs/ooyqatomuxcst mo AOIIOIT BO (ycTHo, miuChbMEHHO Ha Oymare,
MMCbMEHHO Ha KOMIThIOTEpE, B (JOpME TECTUPOBAHMUS U T.I1.).

CnenuanbHble YCI0BHS, O0ecriednBaeMblie B mpoiecce
NpenoJaBaHus JUCUMILINHbBI

CTyIleHTLI C HADYIICHUSIMMU 3PCHUSA

- MpEeOCTaBICHUE  00pa30BaTEIbHOIO  KOHTEHTA B  TEKCTOBOM
ANEKTPOHHOM  (opmare,  MO3BOJSIONMIEM  TMEPEBOJIUTH  IJIOCKOIEUYATHYIO
UH(OPMAIINIO B ayIUAJIHYIO WU TaKTUIIBHYIO (OpPMY;

- BO3MOKHOCTh ~ HCHOJIb30BaTh HWHIWBHUAYAJIbHBIE YCTpPOIICTBA H
CpPeICTBa, MO3BOJSIOIIME AJaNTHUPOBATh MaTEpHUalbl, OCYIIECTBIATH MPUEM U
nepeaady uHGoOpMaluM ¢ y4eTOM WHIUBUAYaTbHBIX OCOOCHHOCTEH M COCTOSIHUS
3I0POBBS CTYJEHTA;

- MIPEAOCTABICHUE BO3MOXKHOCTH IPEAKYPCOBOIO O3HAKOMIICHHS C




coliepKaHWeM Yy4eOHOM JUCHUIUIMHBI W MarepuajioM TII0 Kypcy 3a CUéT
pa3MenieHus ”HGOpMAaIUU Ha KOPIIOPATUBHOM 00pa30BaTEeIbHOM MOPTAJIE;

— UCIOIb30BaHUE YETKOTO M YBEJIMYEHHOTO MO pasmepy mpudra u
rpaguIecKkux 0ObEKTOB B MYJIbTUMEIUNHBIX MPE3ECHTALIHAX;

— HCIIOIb30BaHNE MHCTPYMEHTOB <JIyIa», «IIPOXKEKTOP» IMpHU padoTe C
WHTEPAKTUBHOU JTOCKOW;

- 03BY4YUBAHUE BU3YaJIbHOU uHdopmaIuu, MIPEACTAaBICHHOU
00y4JaromumMcs B X0/i€ 3aHITUH;
- obecrieueHue pa3IaToOYHbIM MaTepHaioMm, TyOJIMPYIOIIUM

uH(OpMAIIHIO, BEIBOIUMYIO Ha DKPaH;

— HAIMYUE TIOAMNNCEH MW OMHCAaHWs y BCEX HCIOJb3YEMBIX B MPOIECCE
OOy4eHHsI PHCYHKOB M HWHBIX T'pa(UYECKUX OOBEKTOB, UTO AAET BO3MOXKHOCTH
NEePEeBECTH MUCbMEHHBIN TEKCT B ayIUaTbHBIMH,

- obecrieueHne 0COOOTr0 pPEUYeBOr0 PEKKMMA MPENOAABAHUA: JICKLIUU
YUTAIOTCA TPOMKO, pa3z0Op4yMBO, OTYETIMBO, C May3aMH MEXIY CMbICIOBBIMU
OnokamMu  uHGOpMalUMU, OOECHEUMBACTCS  MHTOHHPOBAHUE, IOBTOPEHHUE,
aKIEHTUPOBaHHE, MPOPHUIAKTHKA PACCEBAHUS BHUMAHUS;

- MUHUMU3AIMS ~ BHEIIHETO IymMa #  00OecrnedeHue CHOKOWMHOMN
ayIMaJIbHOW OOCTaHOBKHU;

- BO3MOXHOCTh BECTH 3alliCh Y4eOHOM WH(}OpMAIMU CTyJE€HTAaMHU B
ynooHoU miisg HuX (opme (ayAualibHO, ayJAHMOBU3yalbHO, HA HOYTOYKE, B BHJIEC
IIOMETOK B 3apaHee MOATOTOBICHHOM TEKCTE);

— YBEJIMYEHHE JOJIM METOAOB COLHMAIbHOM CTUMYISILUU (oOpalrieHue
BHUMAaHUS, aneulus K OrpaHUYCHUSM IO BPEMEHH, KOHTAaKTHBIE BHIBI padoT,
TPYNIOBBIC 3aIaHUSI U JIP.) HA MPAKTUUECKUX U JTA0OPaTOPHBIX 3aHATUSIX;

— MUHUMH3HPOBAHUE  3aJaHUM, TPEOYIOIMX AaKTUBHOTO  HCIIOJb30BAHUS
3pUTEIHHON MaMATH U 3pUTEILHOTO BHUMAHWSI;

— MPUMEHEHHE T[OATAlHOM CHUCTEMbl KOHTpOJA, OoJjiee YacThlii KOHTPOJIb
BBITIOJIHEHUS 3aJJaHUH /111 CAMOCTOSITEILHOM PaOOTHI.

CTyleHTBI ¢ HAPYIIEHUSIMU ONOPHO-ABUIaTeJIBLHOI 0 annapara
(Mas10M00MJILHBbIE CTYI€HTBI, CTY/I€HTbl, UMeEIOIIie TPYAHOCTH
nepeIBHKEHNs U MATOJOTMI0 BEPXHUX KOHEYHOCTE )

- BO3MOXHOCTb HCMOJIb30BATh CIICLIMATILHOE MPOrPaMMHOE
o0ecrieyeHue M CrelnualbHOe OOOpYIOBAHHME U IO3BOJISIONIEE KOMIIEHCHPOBATH
JIBUTATENIbHOE HapylieHUe (KOJISACKU, XOYHKH, TPOCTU U JIP.);

- IIPEAOCTABICHUE BO3MOKHOCTHU MTPEAKYPCOBOTO O3HAKOMIIEHUS C
COJIep’)KaHMeM y4eOHOW MUCUUIUTMHBI K MaTepUajIoM I0 Kypcey 3a CuéT
pa3MelieHus: MHPopMalnu Ha KOPIOPAaTUBHOM 00pa30BaTEILHOM MOPTAJIE;

- MIPUMEHEHUE JOMOTHUTENBHBIX CPEACTB aKTUBU3AIMHU ITPOLIECCOB
3allOMUHAHUS U TIOBTOPEHUS;

- OIopa Ha OMNpPeJIeICHHbIC U TOUHBIC TIOHITHS;



~ WCIIOIb30BAHUE JI WIUTIOCTPALIUH KOHKPETHBIX IPUMEPOB;

~ MIPUMEHEHUE BOMIPOCOB IS MOHUTOPUHTA IOHUMAaHUS,

- pasjiesieHre U3y4yaeMoro MaTepuasina Ha HeOOJIbIIINUE JTOrMYeCKUe
0J10KH;

- YBEJIMUEHUE JIOJIM KOHKPETHOTO MaTepraia u coOJIto/IeHne MPUHIIUTIA
OT MPOCTOTO K CIOKHOMY MpU 0OBSICHEHUN MaTepHalIa;

~ HaJu4yue 4E€TKOW CUCTEMBI U aJITOPUTMa OpraHu3aIluu
CaMOCTOSITETILHBIX PA0OT U TPOBEPKH 3aJaHUM C 0053aTETHLHON KOPPEKTUPOBKON U
KOMMEHTapUSIMU;

- YBEJIMUCHUE JOJIM METOJOB COIMAIBHOW CTUMYJsuu (oOpalieHue
BHUMAHWS, aNlMeNAus K OTPAaHUYCHHSIM TI0 BPEMEHHU, KOHTAaKTHBIE BUIBI padoT,
IPYNIOBBIE 3aaHUS AP.);

- obecrieueHre OECHPENITCTBEHHOTO JIOCTYNa B MOMEIICHUS, a TaKXKe
npeObIBaHUS HUX;

~ HaJM4ue BO3MOKHOCTH MCIOJIb30BaTh UHAWBUIyalbHbIE YCTPOICTBA
U CPECTBA, MO3BOJIAIONINE 00ECIICUUTh pealli3alui0 3PrOHOMUYECKUX PUHITUTIOB
U KoMdopTHOe TmpeObIBaHHME HAa MECT€ B TEUEHHME BCero nepuoga y4eobl
(moacTaBKH, CTIEUATBHBIE TOYILIKH U JIp.).

CTyaeHTBbI ¢ HAPpYLUEHUAMH CJIyXa (riayxue, cjiadociabliiainue,
MO3/IHOOIJIOXIIIHE)

— MpeAoCTaBlIeHUE  OOpa3oBaTEILHOIO  KOHTEHTA B TEKCTOBOM
3JIEKTPOHHOM (hopmaTe, MO3BOJIIONIEM NTEPEBOIUTh ayAHATbHYIO (POPMY JEKIINH B
IJIOCKOTNIEYaTHYIO HH(pOpMaIIHio;

— Hau4yue BO3MOXXHOCTHU UCIIOJIb30BaTh WHIUBUTyaJIbHBIE
3BYKOYCHJIMBAIOIIAE YCTPOMCTBA M CYPJOTEXHUUYECKHE CPEICTBA, MO3BOJISIONINE
OCYIICCTBIIATH MPUEM | TIepenady WH(POpMaIUK; OCYIIECTBISITh B3aUMOOOPATHBIH
NEPEeBOJT TEKCTOBBIX U ayauodanoB (OJOKHOT JyUIsi pEYEeBOTO BBOJA), a TaKKe
3aMKCh ¥ BOCTIPOU3BEICHNE 3pUTEIHLHON MHHOPMAIIHH.

— HaJU4Me CHUCTEMBl 3aJlaHui, OOECMEYMBAIOIINX CHUCTEMAaTH3AIUIO
BepOallbHOrO Marepuasna, €ro CXeMaTu3aluio, MepeBOoJ B TaOMUIbI, CXEMBbI,
OTIOPHBIE TEKCTHI, IJIOCCAPUIA;

— HaJM4Me HArsAHOrO  CONPOBOXKACHHS  M3y4aeMOro Marepuania
(CTpYKTYypHO-JIOTHYECKHE CXEMbI, TaOIWIbl, TpaduKu, KOHICHTPUPYIOIIHE W
o0o01arore HHPOPMaIUIo, ONTOPHbIE KOHCIIEKTHI, pa31aTOYHbIM MaTepuan);

— Hajgu4ue 4ETKOM CHUCTEMbI M aJITOPUTMA OpraHU3alUA CaMOCTOSATENbHBIX
paboT ¥ MPOBEPKH 3aaHUI C 00s3aTEIILHON KOPPEKTHPOBKOW U KOMMEHTAPHUSIMH,

— obecrieueHrne TPAKTUKU OMEPEkKAIOMIEro YTEHHs, KOrJa CTYJIEHTHI
3apaHee 3HAKOMSTCS C MaTEpHaiOM W BBIICISAIOT HE3HAKOMBIC W HETOHSITHBIC
CJIOBa U (pparMeHTHI;

— 0COOBIN peueBOi pekuM padoThl (0TKa3 OT JJIMHHBIX (pa3 U CIOXKHBIX
MPEIJIOKEHUN, XOPOoIiasi apTUKYIISIIHS; YETKOCTh U3JI0KEHUSI, OTCYTCTBUE JIUIITHUX
CJIOB; TIOBTOpeHHUE (pa3 0e3 M3MEHEHMs CJIOB U TOpsAJIKa UX CJICAOBAHUSA,



oOecrieyeHue 3pUTEIBLHOTO KOHTAaKTa BO BpeMs TOBOPEHUSI U 4yTh OoJjee
MEJIEHHOTO TEMIIa PEYH, UCIIOIb30BaHNE €CTECTBEHHBIX )KECTOB U MUMUKH );

— 4€Tkoe COONIOJIGHHE  airopuTMa  3aHsATUS W 3aJaHuil 1A
CaMOCTOATENFHOM PaboThl (Ha3bIBAHWE TEMBI, TIOCTAHOBKA II€JIM, COOOIIECHHE U
3aMKCh IJIaHa, BBIJICJIEHNE OCHOBHBIX MOHATUM U METOJIOB UX U3YUCHHUsI, YKa3aHUE
BUJIOB JIEATEIHLHOCTH CTYIEHTOB U CIIOCOOOB MPOBEPKH YCBOCHHUS MaTepHana,
cioBapHasi paborta);

— coOmofieHne TpeOOBaHUM K MPEIbSBISAEMbIM YYEOHBIM TEKCTam
(pa30MBKa TEKCTa Ha YACTH; BBIJCIICHHE OMOPHBIX CMBICIOBBIX ITYHKTOB; HCIIOJb-
30BaHME HATJSITHBIX CPEJICTB);

— MUHHUMH3AIUS BHEITHUX [ITyMOB;

— MPEeAOoCTaBlIeHNE BO3MOKHOCTA COOTHOCUThH BepOaIbHBIM U Tpaduueckuit
MaTepuan; KOMILUIEKCHOE HCIOIb30BaHNE MHCHbMEHHBIX M YCTHBIX CPEICTB
KOMMYHUKAILIUU MpU paboTe B TpyIIe;

— COUYETaHHME Ha 3aHATHUSX BCEX BUJOB PEUEBOU JEATEILHOCTU (TOBOPEHMS,

CIIyIIaHMS], YTEHUS, TUCbMa, 3pUTEIHHOTO BOCIIPUATHS C JIUIA TOBOPSAILETO).

CTyaeHTBI ¢ IPOYMMU BUIAMH HAPYIII€HU i
(AII ¢ HapymieHUsiMH pedu, 3a001eBaHUS IHTOKPUHHOM, IEHTPAJIbHOMI
HEPBHOM M CEPAEYHO-COCYAMCTON CUCTEM, OHKOJIOTHYecKue 3a001eBaHMs)

— HQJIAYHE BO3MOKHOCTH HCIOJI30BATh NHINBUAYAJIbHBIE YCTPOUCTBA U
CpEeICTBA, MO3BOJISIONIME OCYUIECTBIATh MPUEM U Tiepeaady HH(popMalnu;

— HaJIM4Me CUCTEMbI 3aJIaHUi, 00ECTIEUNBAIOIINX CUCTEMATU3ALINIO
BepOaIbHOrO MaTepuaia, ero CXeMaTru3aluio, epeBo] B TaOJIUIIbI, CXEMBI,
OIOPHBIE TEKCTBI, IIIOCCAPUM;

— HQJIAYHE HATJISJHOTO COMPOBOXKIAEHUS U3y4aeMOr 0 MaTepuania;

— HQJIAYHE YETKOW CHCTEMBI U aJITOPUTMA OPraHU3alluHA CAMOCTOATEIIBHBIX
paboT ¥ MPOBEPKH 3aJ]aHUM C 0053aTEIILHON KOPPEKTHPOBKOW U KOMMEHTAPHUSIMH,

— obecrnieueHne NPaKTUKHU ONEPEkKAIOIIET0 YTEHUS, KOTJa CTYICHThI
3apaHee 3HAaKOMSITCS C MaT€pUaJIOM U BBIACIIOT HE3HAKOMBIE U HEITOHSATHBIC
CJIOBA U ()parMeHTHI;

— MpeIoCTaBlIEHNE BO3MOXHOCTH COOTHOCUTH BepOaNIbHBIN U TpadudecKuit
MaTepHall; KOMILIEKCHOE HUCITOJIb30BaHUE ITMCbMEHHBIX U YCTHBIX CPEJICTB
KOMMYHUKALIMK pU paboTe B IPYNIIE;

— COYETaHME Ha 3aHATHUSIX BCEX BUJOB PEUEBO 1EATEIBHOCTH (TOBOPEHMS,
CIIYLIaHUS, YTEHHS], TMCbMA, 3PUTEITLHOI0 BOCIIPUSITHS C JIULIA TOBOPSIIET0);

— IperocTaBiieHuEe 00pa30BaTEIbHOrO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare;

— NPEIOCTABICHHE BO3MOXHOCTH  IPEAKYPCOBOTO  O3HAKOMJIEHUS  C
COJIEp)KaHMEeM Y4eOHOM AUCHUIUIMHBI M MaTepuajoM IO Kypcy 3a Cuér
pa3MelleHrs nH(popMaluy Ha KOPIIOpaTUBHOM 00pa30BaTEIbHOM MOpTaJIe;

— BO3MOJKHOCTb BECTH 3alluCh Yy4yeOHOM HH(QOpMaluu CTyJeHTaMu B
ynoOHo# anst HuX opme (ayauanbHO, ayJuOBU3yalIbHO, B BUE TIOMETOK B



3dpaHCC ITIOATOTOBJICHHOM TGKCTG).

— MPUMEHEHUE MOATAIMHOU CUCTEMBI KOHTPOJISA, 00JIee YaCThIi KOHTPOJIb
BBITIOJIHCHUS 3a/IaHUH /TSI CAMOCTOSITEIbHON PadoTHI,

— CTUMYJIUPOBAHHE BHIPAOOTKU Y CTYJ€HTOB HAaBBIKOB CAMOOPTraHU3alNKU U
CaMOKOHTPOJIS;

— HaJIM4YUC 11ay3 I OTAbIXa 1 CMCHBI BUAOB ACATCIbHOCTH 11O X0y
3aHATHA.
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