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1. HAMMEHOBAHMUE U HEJIb OCBOEHUSA JUCIHUIIJIMHBI (MO YJIS).

VYuebnas aucruruinHa «/loKyMeHTalMOHHOE OOECIeYeHne YIPABICHUS» H3Y4aeTcs
00y4aroIMMuUCs, OCBaUBAIOIIMMU 00pa30BaTeIbHyIO IIporpaMmy «MeHEIPKMEHT OpraHu3alum»
B COOTBETCTBHU C DenepajbHBIM IOCyJapCTBEHHBIM 00pa30BaTEbHBIM CTaHAAPTOM BBICILIETO
oOpazoBaHusi — OakajmaBpuaT 10 HampaBiaeHuo moarotoBkd 38.03.02 «MeHemKMEHTY,
YTBEP)KJICHHBIM NpUKa3oM MuHHCTEpCTBA HAYKU U Bbiciiero oopazoBanus P@ or 12.08.2020 r.
Ne 970 (®I'OC BO 3++).

Lesn ocBoeHHs] AMCHUIVIMHBI:  (OpPMHUpOBaHME Yy OOYyYarOIIMXCS 3HAHUIM
TEOPETUYECKUX OCHOB B c(epe OpraHM3alMOHHOW [eATENbHOCTH, M3Yy4YEHHUs TEXHOJIOTUH U
METO/I0B IPOBEICHHS N3MEHEHHI B OpraHU3aIiH.

3agaum JUCHHMIIMHBI

- 00yuuTh O0OydYaIOIIMXCS  OCHOBAM HOPMAaTHBHO-TIPAaBOBOTO M METOIHYECKOTO
obecrieyeHus paboThl C JOKYMEHTaMU U IOKyMEHT0000poTa;

- o0ecrieynTh yCBOCHHWE TPABWJI  YIpPaBICHUS  KOMIUIGKCHBIMH  TPOILEIypaMu
JIOKYMEHTOO0OpOTa B OpraHU3aIliy;

- U3YYUTh OCHOBAHUSA, MOPSJIOK U MpaBUiIa JOKYMEHTHPOBAHUS PabOUYMX MPOLIECCOB U
o0ecrieyeHns 3alIUThl KOH(PUACHIIMATEHOW HHPOPMAITUH, COEPKAIUXCS B JOKYMEHTAX;

- YCBOUTB HaBBIKM COCTABJIEHUS OCHOBHBIX BHJIOB JIOKYMEHTOB, TpeOYyeMBIX B IIpoliecce
OCYIIIECTBJICHUS IOJDKHOCTHBIX 00513aHHOCTEN;

- oOyueHHe HaBbIKAMM  YBEpEHHO NPUMEHATh IMIpaBUia BeJCHHUs paldoThl ¢
JIOKYMEHTaMH.

W3yuenne y4yeOHOW IUCHMILJIMHBI HANpaBI€HO HA IOATOTOBKY OOYYaroLMXCs K
OCYIIIECTBJICHUIO JESATEIIbHOCTH 10 CTPAaTerMuecKOMY M TaKTHUYECKOMY IUIAHMPOBAHUIO U
OpraHu3allii IPOU3BOJICTBA, BHYTPEHHEMY ayauTy, YIPaBIECHUIO PUCKAMHU OpraHU3alHH,
OCYIIIECTBJICHUIO BHYTPEHHErO0 KOHTPOJS B IKOHOMHUYECKHMX CYOBEKTax B COOTBETCTBUU C
npodecCHOHATBHBIMU CTaHIaPTAMU:

«CrienualmcT 1Mo BHYTPEHHEMY KOHTPOJIIO (BHYTPEHHUIH KOHTPOJIEP)», YTBEPKIACHHBIN
npukazoM MuHHucTepcTBa TpyAa U couuanbHol 3amuTel PO ot 22 ampens 2015 r. N 236H u
BBITMIOJTHEHUIO 0000IIEHHOW TPYI0BOM (PYHKIIMH: PYKOBOJCTBO CTPYKTYPHBIM MOJIpa3fielieHueM
BHYTpeHHero KoHTpoisi (kojx C); TpymoBoW (yHKIMH: opraHuzanus padboThl CTPYKTYpPHOTO
noapazaenenus (kox C/01.6); TpynoBoit GyHkiuu: GopMupoBaHUE 3aBEPIIAOIINX TOKYMEHTOB
[0 pe3ysbTaTaM MPOBEJIEHHUs BHYTPEHHEr0 KOHTPOJS M MX TMpeJICTaBlI€HHE DPYKOBOJICTBY
CaMOCTOSITEIIbHOTO CIEIMAIBHOTO TOApa3AesieHust BHyTpeHHero KoHTpous (ko C/04.6);

«BHyTpeHHMI aynuTOp», YTBEpXKICHHBI npukasoM MuHHCTEepcTBa TpyAa H
counanbHoON 3amuThl PO ot 24 utonsa 2015 r. N 398H u BbInogHEHHIO 0000LIEHHON TPYA0BOM
(GyHKLIMU: TpOBEAEHHWE BHYTPEHHEH ayAMTOPCKOM MpoBEpKM U (MIM) BBIIOJIHEHUE
KOHCYJIbTAIIMOHHOTO TMPOEKTa CAaMOCTOSTEILHO WJIM B COCTaBe rpymnmbl (Koa A); 0000meHHON
TPYZAOBOW (PYHKIMH: MpOBEJECHHE BHYTPEHHEH ayIWTOPCKOW MpOBEpKU U (MJIM) BBIOJHEHHE
KOHCYJIbTAIllHOHHOTO MPOEKTa CaMOCTOSATENBHO WIIM B cOCTaBe rpynisbl (ko B);

«CrienuanucT 1Mo ynpaBJIeHHIO pUCKaMM» YTBEPKACHHBIH NpUKa3oM MUHHUCTEpPCTBA
Tpyaa u couuanbHoi 3amutel P® 30 aBrycta 2018 r. N 564H u BbIIOJHEHUIO 0000LIIEHHON
TpyZOBOW (yHKIMHU: pa3paboTKa OTAENbHBIX (YHKUMOHAIBHBIX HANpPaBICHUN YIpaBIECHUS
puckamu (koa B); TpynoBo#t ¢yHKIMHU: BBIPAaOOTKAa MEPONPUATHI MO BO3ACHCTBUIO HA PHUCK B
pa3pe3e OTHIEeIbHBIX BHUJOB M UX AKOHOMHUYeckass oreHka (kon B/01.6); Tpyaooil dyHKuuMU:
OKa3aHHe METOJMYECKON TIOMOIIM U TOJJEP)KKa TIpoliecca YNPaBICHUS PUCKAMHU IS
OTBETCTBEHHBIX 33 PUCK COTPYAHUKOB OPTaHU3AllUHU - Bia/ienblieB pucka (koa B/03.6).

2. INTAHUPYEMBIE PE3YJBTATHBI OBYYEHUSA 110 JUCHUIIJIMHE (MOJAYJIIO),
COOTHECEHHBIE C NJIAHUPYEMBIMH PE3YJIIBTATAMMU OCBOEHUA
OBPA30OBATEJIbHOM ITPOI'PAMMBI.

B pesynbrate n3ydeHus: IUCIUILIMHBI 00y4YaronIfecs JA0JKHBI OBIAJIETh CIeTyIOIUMH
KOMITCTEHIHSMHU:

OIIK-5 - cnoco0eH WUCMONb30BaTh NpPU pelICHHH NPo(ecCHOHANBHBIX —3a1ad



COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHBIe TCXHOJIOTHUH U MPOTpaMMHBIC CPCACTBA, BKIIKOYAA YIIPABJICHUC
KPYIIHBIMH MaCCBaMH JaHHBIX U UX HHTeJ’IJ’IeKTyaJ’IBHBIfI aHaJIn3.

Kog
dopmupyemast
KOMITETOHIHSI IInanupyemMsble pe3yJbTaThl 00y4eHHs pe3yJibTarTa
00yueHust
OIIK-5 [Tomxombl ¥ CTIOCOOBI OPTaHU3AINK CHCTEM TTOTydeHHUS, OIIK-5-3.1
CIIOCOOEH MCTIONIb30BaTh MPU XpaHeHHs1 ¥ nepepaboTKu HH(pOpMaIHy,
peIeHHH NpoPecCHOHANBHBIX | 3HaTh  |[lepeyeHb U BO3MOXKHOCTH IIPUMEHEHHUS METOJIOB U OIK-5 3.2
3a/1a4 COBPEMEHHBIE [POTPaMMHBIX CPEACTB 00pabOTKH EI0BOI ’
nH(OpMaLMOHHbIE nHdopmanuy;
TEXHOJIOTHH U IIPOTrpaMMHbIE [ToHMMAaTh ¥ IPUMEHATH Ha MPAKTHKE KOMITBIOTEPHBIE
CpeICTBa, BKIIOYAs TEXHOJIOTUU AJI PEUICHUs pa3IudHbIX 3a/1a4 OIIK-5-V.1
yHpaBJIC€HUE KPYITHBIMU KOMIIJIEKCHOT'O ¥ TapMOHHMYECKOT'0 aHaJIM3a,
MacCCHBaMH TaHHBIX U HX MCII0JIb30BaTh CTaHAAPTHOE ITPOrPaMMHOE 00eCIIeYeHNE,;
MHTEIUIEKTYalbHbIA aHAK3. Ymers lcronp30BaTh COBPEMEHHBIE METO/IbI OPraHU3aLUN OIK-5_V 2
[UIAaHUPOBAHUS OTIEPALMOHHON (TIPOM3BOACTBEHHOM) R
NIeSITeIIbHOCTH
MeTonaMu U CPENCTBAMU IOJIyYEHUS, XPAaHEHUS U OIIK-5-B.1
nepepabOTKK HH(pOPMAIHH,
HappIkamMy 1 ipeMaMy B3aUMOJEHCTBHS CO CIyX0aMu OITK-5 — B.2
Baagers [MHOOPMAIMOHHBIX TEXHOJIOTHH, HCTIOJIB30BAHMSA ’
KOPIOPAaTHBHBIX NH()OPMAIMOHHBIX CHCTEM.

3. MECTO JUCHUILIMHBI (MOAYJISI) B CTPYKTYPE OBPA3OBATEJIBHOM
INPOI'PAMMBI

b1.0.20 «/lokyMeHTalMOHHOE OOecreueHne YIpaBIeHHs» SBISETCS IUCIHUILTHHON
oOsi3arenbHOM yacTu bioka 1 y4eOHOro miaHa M M3y4yaercss CTyJIEHTaMU BTOPOro Kypca B
YETBEPTOM ceMecTpe 04HON (OpMbI 00yUeHHs (ITOJIHBIN CPOK O0yUEHHUS).

3.1. TpeOoBaHus K NpeABAPHUTEILHOM MOATOTOBKE 00y4a0Ierocs:

OcBoeHME JUCUUIUIMHBI OCHOBBIBAa€TCSA Ha 3HAHUSAX, YMEHMSIX U HaBbIKax,
NpUOOPETEHHBIX MPU M3y4eHUU JucuUIUIMH: «Comuonorusy, «llcuxonorusy», «Pycckuil A3bIk U
KynbTypa peun», «lIpaBoBenenue», «Mcropuss ympaBieHYecKOM MbIcaw», «Teopus
MEHEIKMEHTA.

3.2. JucuMnjuHel (MOAYJAM) W MNPAKTHKH, IS KOTOPHIX OCBOEHHE JTaHHOM
AUCHHUILIMHBI (MOAYJI51) HE0OX0AMMO KaK NMpeamecTByomee:

HucuummuHa — «/lokyMeHTanMoHHOe  o0ecrieueHue  yOpaBlIeHUS»  SBISETCS
NPEIUIECTBYIOEN [UIsl M3YYEHH TaKuUX AUCLMILIMH Kak «MapKkeTHuHr», «YIpaBlIeHYECKUN
yuer», «AHTUKPU3UCHOE YIpaBieHue», «CTpaTernyecKuil MEHEIKMEHT», «YTpaBlieHue
4eJI0BEYECKHMH PECYPCAMM.

40BbEM JUCHMIUIMHBI (MOJAYJSI) B 3AYETHBIX EJUHUIAX C
YKA3AHUEM KOJHUYECTBA AKAJEMHUYECKHX UYACOB, BBIJEJEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOIIUXCSI C TPEMNOJABATEJEM (II0 BUJAM
YYEBHBIX 3AHSITHIT) 1 HA CAMOCTOSITEJIBHYIO PABOTY OBYYAIOIINXCSL.

OO011ast TPYI0EMKOCTh JIUCIUILIAHBI COCTABIACT 2 3a4ETHBIC eMUHUIBI (72 yaca).
JlucuunnuHa npeanonaraet u3ydyeHue 9 tem.
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Pasnea 1. JlokyMeHTUPOBaHHE
Tema 1. JlokyMeHTanlmoHHOE OOECTICUCHHE 4 2 2 2 OIIK-5-3.1
YIPABJIEHUs: OCHOBHBIE TEPMHUHBI U OHATHUS. OIIK-5-3.2
Tema 2. CrarmapTu3amnsi, KiaccupuKars, 8 4 2 2 4 OIIK-5 - 3.1
COCTaB PEKBU3UTOB JTOKYMEHTOB. OIIK-5-3.2
Tema 3. TpeboBanus k 0popMICHUIO OIIK-5-V.1
PEKBHM3UTOB OPTraHU3allHOHHO- 8 4 2 2 4 |OHK-5-VY2
pacnops,AUTENIFHBIX TOKYMEHTOB.
Pasnea 2. Opranuzauus padoThl ¢ JOKYMEHTAMM
Tema 4. PaboTa ¢ BXOIAIKUMU, UCXOIAIINMHI OIIK-5-V.1
(OTIpaBaseMbIMHU) U BHYTPEHHUMU 4 2 2 2 |OIK-5-B.1
JIOKYMEHTaMHU
Tema 5. Perucrpanysi, UCIOJIHEHUE U KOHTPOJIb OIK-5 - .2
- CTHCTPAtiL, HEHod POTb | g | 2 2 4 |ONK-5-B2

JIOKyMEHTOB

Paspnen 3. IlpaBuiia ogopmiieHUsI OCHOBHBIX BUAOB JOKYMEHTOB B OPraHU3alMu

Tema 6. [TpaBuna odopmiieHus 8 4 2 2 4 OIIK-5-B.1
OpraHu3allMOHHBIX TOKYMEHTOB OIIK-5-B.2
Tewma 7. IlpaBuna odpopmieHus 8 4 2 2 4 OIIK-5-B.1
pacruopsiAUTENIbHBIX JOKYMEHTOB OIIK-5-B.2
Tema 8. [TpaBuna odopmieHus 8 4 2 2 4 OIIK-5-B.1
MHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB OIIK-5-B.2
Tema 9. [IpaBuna odopmiteHHs TOKYMEHTOB 110 8 4 2 2 4 OIIK-5 - B.1
JIMYHOMY COCTaBY OIIK-5-B.2
3a4er ¢ olleHKOMH 10 6
Hroro 3a 4 cemectp 72 | 30 14 16 38
OuHo-3a04Has popma o0yueHunst
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Pazpen 1. JlokyMeHTHpOBaHME




Tema 1. JlokymMeHTaIIMOHHOE 00ECIICUCHHE

OIIK-5-3.1

YIIPaBJIEHHUS: OCHOBHBIE TEPMHUHBI U MOHATHSL. 6 2 2 4 OIIK-5-3.2
Tema 2. CranmapTusamnysi, KiaccupuKars, OIIK-5 - 3.1
COCTaB PEKBH3UTOB JOKYMEHTOB. 10 | 4 2 2 6 | OIK-5-3.2
Tema 3. TpeGoBaHus K 0(OPMIIEHHIO OIK-5-V.1
PEKBU3HUTOB OPraHU3aI[HOHHO- 6 2 2 4 OIIK-5-VY.2
pacHopsIAUTENFHBIX TOKYMEHTOB.
Pa3gen 2. Opranuzanusi padoThl ¢ JOKYMEHTAMHI
Tema 4. PaboTa ¢ BXOIAIKUMU, UCXOIAIINMHI OIIK-5-VY.1
(oTIpaBiseMbIMH) U BHYTPEHHUMHU 6 2 2 4 OIK-5-B.1
JOKyMEHTaMH
Tema 5. Peructpanus, UCHOTHEHUE U KOHTPOINIb OIIK-5-VY.2
JOKYMEHTOB 6 2 2 4 | OIK-5-B.2
Pasnen 3. IlpaBuiia odopmiieHHsI OCHOBHBIX BH/IOB IOKYMEHTOB B OPraHU3alUHU
Tema 6. IIpaBuna odopmiienns OIIK-5-B.1
OpraHu3alMOHHBIX JOKYMEHTOB 8 4 2 2 4 OIIK-5-B.2
Tema 7. IIpaBuna odopmiienns OIIK-5-B.1
pacHopsaUTeIbHBIX JOKYMEHTOB 6 2 2 4 |OIK-5-B.2
Tema 8. IIpaBuna odopmiienns OIIK-5-B.1
MH(OPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB 8 4 2 2 4 |OIIK-5-B.2
Tema 9. IlpaBuna odopmileHHs! JOKYMEHTOB MO OIIK-5 - B.1
6 2 2 4 OIIK-5-B.2
JUYHOMY COCTaBY -0 -B.
3ayer ¢ OLEHKOM 10 6
HToro 3a 5 cemectp 72 | 24 10 14 44
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Pa3gen 1. JlokymenTHpOBaHHe
Tema 1. JlokyMeHTanMOHHOE oOecrieueHre OIIK-5 - 3.1
YIIPaBJIEHHUS: OCHOBHBIE TEPMHUHBI U MOHSATHSL. OIIK-5-3.2
Tema 2. CrangapTu3zanus, KiacCUPHUKAIS, OIIK-5 - 3.1
COCTaB PEKBH3UTOB JIOKYMEHTOB. 12| 2 2 10 OIIK-5-3.2
Tema 3. TpeGoBaHMs K 0OPMIIEHHIO OIIK-5-V.1
OIIK-5-VY.2

PEKBU3UTOB OpraHU3aMOHHO-
pacTopsaUTENbHBIX TOKYMEHTOB.




Pa3zpen 2. Oprauusanus padoThl ¢ JOKYMEeHTAMH
Tema 4. PaboTa ¢ BXOIAIKUMU, UCXOIAIINMHI OIIK-5-V.1
(oTIpaBisEMbIMH) U BHYTPEHHUMHU OIK-5-B.1
JOKYMECHTaMH
12 | 2 2 10
Tema 5. Peructpanus, HCHOTHEHUE U KOHTPOIb OIIK-5-VY.2
JOKYMEHTOB OIIK-5-B2
Pa3gen 3. IlpaBuia odopmMiieHHsI OCHOBHBIX BUIOB IOKYMEHTOB B OPraHU3alNK
Tema 6. IIpaBuna odopmtenns OIIK-5-B.1
OPraHU3alMOHHBIX JOKYMEHTOB OIIK-5 - B.2
Tema 7. IIpaBuna odopmitenns OIIK-5-B.1
PacMOPAAUTEIBHBIX JOKYMEHTOB OIIK-5-B.2
12 | 2 2 10
Tema 8. IIpaBuna odopmiienns OIIK-5-B.1
MH()OPMAIIMOHHO-CIIPABOYHEIX IOKYMEHTOB OIIK-5-B2
Tema 9. IIpaBuna odopmiieHHs! JOKYMEHTOB MO OIK-5 - B.1
JIMYHOMY COCTaBY OIIK-5-B2
Hroro 3a 4 cemectp 36 6 2 4 30
5 cemecTp
3ayer ¢ OLEHKOM 36 4 32
Hroro 3a 5 cemectp 36 4 32
Hroro 3a kypc 72 6 2 4 4 62

5. COJIEP)KAHME JUCHUILUIMHBI (MOJYJIS), CTPYKTYPUPOBAHHOE IIO
TEMAM (PA3/EJAM).

Pa3nen 1. [lokyMeHTHpOBaHUE

Tema 1. lokymMeHTallMOHHOe o00eclieyeHne YIPaBJIeHUsI: OCHOBHbIEC TEPMUHBI H
TOHATHSA

[TonsiTue 0 JOOKyMEHTaX, CHOC00ax JIOKYMEHTHPOBAHMsS, HOCHUTENSIX HHGPOpMaluu HU
¢bynkuusax aokymenta. FOpuauueckas cuiia JokymeHTa. Ilpu3Haku M cTpyKTypa JAOKYMEHTA.
[IpaBoBass ¢(yHKUIMS HDOKyMEHTa. Y4eTHas W KyJdbTypHas (QyHKUIUU J0KyMmMeHTa. OCHOBHbIE
CBOWCTBA M NpHU3HAKU JOKyMeHTa. [lomnuHHble W moanoxkHble ((danbcuduuupoBaHHbIE)
nokyMeHThl.  CTpykTypa  ympaBieHHMs  JIOKyMEHTalMeW; TOoCyJapCTBEHHBbIE  OpraHbl,
YIOPAaBISAIOLUUE CO3JaHUEM U MCIOJIb30BAaHUEM JOKyMeHTauuu. DyHKIMU rocyAapCTBEHHBIX
opraHoB. TumoBasi MHCTPYKIUS IO AEIONPOU3BOACTBY. JlOKyMEHTHpOBaHUE YIpaBiIeHYECKON
NeSITeIbHOCTH B MHHHUCTEpCTBaX M BefoMcTBax. Ciyx0a JOKYMEHTAIMOHHOTO OOecledYeHus
ynpasnenus (JJOVY).*

Tema 2. CtanaapTuzanms, Kiaccu(puMKalus, COCTAB PEKBU3UTOB I0KYMEHTOB

YuudunupoBanuele CcuUcTeMbl ymnpabieHdeckoi gokymeHTtanuu (YCJH). Ilonstue
CTaHJapTU3alUMU CTaHJapTa. Y HUGUIMPOBAHHAS CHUCTEMa OpraHU3allMOHHO-PACTIOPSIUTEIbHON
nokymentaiun  (YCOPH). bnank nokymentoB. ®opmynsap-obpaserr OP/l.  PexBusutsl
yIpaBIE€HUYECKUX JOKYMEHTOB: ajpecaT, MOJIMUCh, MECTO COCTaBJIEHHS, BM3a, PE3OJIOLUS,
COIJIACOBAaHUE, YTBEPXKJEHHE, pErucTpauus, Has3BaHue, medatb M T.1. OOs3arenbHble U
JIOTIOTHUTENIbHBIE PEKBU3UTHI. BapuaHTel odopmiieHus pekBU3UTOB*. Buabl O6iaHKOB: 00mumit
OnmaHk; OJaHK NHUCbMa; OJaHK KOHKPETHOTO BHUAA JOKyMeHTa. biaHku opranuzanuii c
BocrmpousBeneHueM [ocymapctBeHHoro repba Poccuiickoit denepanuu U repOOB CyOBEKTOB
Poccuiickoit denepanuu




Tema 3. TpeOoBanusi K O(QOPMJIEHHIO PEKBU3UTOB  OPraHM3aIMOHHO-
pacnopsiiuTeJbHbIX IOKYMEHTOB

TpeGoBanusi K BOCHPOM3BOJACTBY HM300paxkeHus [ ocymapctBeHHoro repba Poccuiickoit
®denepauuu.

[lepeuenr opranuzauuii M y4peKJIeHUM, Ha OJaHKaX KOTOPBIX BOCIHPOU3BOIUTCS
['ocynapctBennslii repd Poccuiickoit @eneparuu. ['ep6 cyobekra Poccuiickoit denepanuu.

DOMOnemMa opraHu3alluy WM TOBAPHBINA 3HAK (3HAK oOciayxuBanus). Koa opranuzanuu.
OcHoBHOH rocymapcTBeHHbIM perucrpanuonselii Homep (OI'PH) ropunmueckoro nuna.
neHTuUKaMOHHBI HOMEp HAaJOroIiaTeNblIuKa / KOJ MPUYMHBI TOCTAHOBKM HA YyYeT
(MHH/KIIII). Wnentuduxanmonnsiii Homep Hanoromnatensimuka (MHH). Kox  ¢opmsr
nokymeHnTa. PexBusut «HanmenoBanue opranuzauuny. [Ipoune peKBU3UTHI.

Pa3nen 2. Opranusanusi padoTsl ¢ JOKyMEHTAMH

Tema 4. PaGora ¢ BXoAAIIMMH, HCXOAAIIMMH (OTIPABJISEMbIMHA) 1 BHYTPEHHUMH
AOKYMEHTAMH

Otanbl paboThl C BXOMAUIMMH JOKYMEHTaMH: MpHeM U 0O0paboTKy JIOKYMEHTOB;
paccMOTpEeHHE JIOKYMEHTOB PYKOBOAMTENIEM (PE30JIIOIHKsA); PETHCTPAlUI0 JOKYMEHTOB;
UCIIOJTHEHUE JIOKYMEHTOB; KOHTPOJIb MCIIOJHEHHUS IOKYMEHTOB; XpPaHEHHE W HUCIOJIb30BaHUE
JIOKYMEHTOB; Tlepefadyy Ha apxuBHOe XpaHeHue. [lepBoHauanbHas oOpaboOTKa MOCTYNMUBIIEH
KoppecnoH/ieHIIMH. [lepeueHb HeperucTpupyembix IJOKYMEHTOB. PaccMoTpeHHe IOKYMEHTOB
pyKOBOACTBOM. Pe3omtonusi pykoBoauTensi. DTambl 00pabOTKM HCXOIAMUX (OTIPABIISIEMBIX )
nokymeHToB. CoctaBneHue npoekra gokyMmeHnTta. CorjacoBaHue MpoeKTa JToKymeHTa. Pabora ¢
BHYTPCHHUMU JOKYMEHTAMH.

Tema S. Perucrpanusi, KOHTPOJIb UCIIOJHEHHS JOKYMEHTOB

Perucrpanuss NOKyMEHTa: OCHOBHBbIE onepanuu. HasHaueHue U Lelb perucTpanuu
JTOKyMEHTOB. IHAeKCcHpoBaHuE JOKYMEHTOB. PerucrpaionHble y4eTHbIe (DOPMBI: JKypHaIbHasl,
KapTouHas, KoMIbloTepHas. CnpaBodHas KapToTeka. KOHTpOJb HMCHONHEHMS JOKYMEHTOB:
MOHSTHE, Ledb, 3Tanbl. Ciy’)kObl U PYKOBOJIUTEIH, OCYLIECTBIISIIOIINE KOHTPOJIb MCIOJHEHUS
JOKYMEHTOB. JloKyMeHTaM, MOJUIeXaliie o0s3aTeNbHOMY KOHTpoJto. CHSATHE IOKYMEHTOB C
KOHTpoJsl. CpOKM MCIOJMHEHHUS! JOKYMEHTOB: THUIIOBBIE M MHAMBHUAYyalbHbIE. [IpouieHue cpoka
UCIIOJIHEHUS TOKYMEHTOB.

Pa3nea 3. IIpaBunia odopmiieHHsi OCHOBHBIX BHAOB JOKYMEHTOB B OPraHM3aLHH

Tema 6. IIpaBuiia ogopmiieHHsI OPraHN3aLMOHHBIX JOKYMEHTOB

VYcraB u ero pasnensl: OOIIME MOJIOKEHHs; OpPraHU3allMOHHOE EIWHCTBO; PErJIaMeHT
NeSITeIbHOCTH; (PUHAHCOBO-MaTepuaibHas 0a3za; OTYETHAss W PEBU3UOHHAs JEATElIbHOCTD;
MOPSAIOK JIMKBUAALIMM W OTBETCTBEHHOCTh MO JenaM opranuzanuu. dopmymsip-odpazen
YCTABA. Pa3HOBUAHOCTH WHCTPYKUMU. J[OJKHOCTHAs WMHCTPYKLUHMSI M €€ pasfjelbl: oOuiue
MOJIOKEHHUS; JOJDKHOCTHBIE OOSI3aHHOCTH; TMpaBa; OTBETCTBEHHOCTh. Mdopmysip-odpaszern
NMHCTPYKIUWU. IlonoxkeHnue u ero paszienbl: oOOIIHMe TOJOKEHUsS, OCHOBHBIE 3aJaud H
GbyHKIMY, TpaBa, opraHu3anus padboThl B LEJIOM WIH OTJCIbHBIX CTPYKTYPHBIX HOJIpa3aeseHuil.
@opmyisip-oopazery  [TOJIOXKEHUSA. IllratHoe pacnucanue. CTpykTypa W IITaTHas
YUCJIEHHOCTb.

Tema 7. IlpaBusa oopmiieHHs pacliopsiAMTEIbHBIX JOKYMEHTOB

CxemMa TMOATOTOBKM paclOPSAUTENbHBIX JOKYMEHTOB. IIpoeKkT pacnopsauTeabHbIX
nokymeHToB. IIpuka3. IloaroroBka mpoekta mpukaza. TeKCT MpuKaza: KOHCTATHPYIOIIAs U
pacropsuTeNbHas YacTH M CXeMbl UX mocTpoenusi. @opmyssip-oOpasen nmpukasza. Beimucka u3



MPHUKa3a U ee PEKBU3UTHL. PacmopsbkeHne: CTpyKTypa TekcTa, mpaBuia odhopmiueHus. opmyssip-
oOpaser] pacnopspkeHHs. YKazaHWe: CTPYKTypa, OCHOBHBIE JJIEMEHTHI, (opmyisp-oOpaserl.
[ToctaHoBNEeHHE: CTPYKTYpa, PEKBU3UTHI, (hopmyIsip-oOpaserl. Pemienne: cTpykTypa, OCHOBHbBIE
PEKBU3UTHI, MPaBHiia 0(HOPMIICHUS.

Tema 8. IIpaBuiia opopmiieHuss UHGOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB

[TonsTe MHPOPMAITMOHHO-CIIPABOYHON JOKYMEHTALMU. AKT H MPaBUJIA €r0 COCTABICHHUS.
BBonHas u xoHcTaTtupyromas yacTu akta. PexBusuthl popmynsipa-obpasua akra. [Iporoxon u
TpeOoBaHUsT K ero odopmieHHO. BBogHas M OCHOBHAash 4YacTu MpoTokona. llocrosiHHas u
nepeMeHHas wuHpopmanus B nportokoie. Jlokmaanas 3amucka. CiyxeOHas —3amucKa.
OObsicHUTENBHAS 3aIIUCKA U €€ CTpYyKTypa. [IucbMO M €ro pa3HOBHUIHOCTHU: CONPOBOJIUTENBHOE
MUCHMO, MHCHMO-TIPUIJIALICHHE, MHQOPMAIIMOHHOE MHChbMO, MHUCHhMO-U3BEUICHHE, pPEKIaMHOe
MMUCbMO, MUCBMO-TIOATBCPIKACHUC, NHCbMO-HAIIOMUWHAHUC, FapaHTHﬁHOG IIUCbMO, IIMCBMO-
MpeTeH3usl, MUCcbMO-0TBET. CripaBKa U €€ BUbI.

Tema 9. IlpaBusa opopmiieHHsI JOKYMEHTOB 110 THYHOMY COCTABY

HoxymenTanuss mo JuyHomy coctaBy — mnoxacuctema OPJI. CoctaB HOKyMEHTallUH:
HEpBUYHbIC, PACHOPSAUTENbHbIE, JUUYHBIEC, MO COLHUAIBHOMY oOecrneueHHo. JlokymeHTauus,
COINPOBOKAAIOIIAs JBM)KEHUE KaJpoB (MpHKa3bl MO JUYHOMY COCTaBYy, JIMYHBIE 3asBICHUS,
OpPEICTaBICHUs O IEpPeBOAE, MOOUIPEHUSX M T. J.), YYETHO-KOHTPOJIbHas JOKYMEHTAIlMsl.
TpeboBaHusl K BEIACHHUIO TPYAOBBIX KHMXEK; o(opMieHHe, 3aHECeHHE CBeIeHWil o padore,
HarpaXACHUsAX W ToolpeHusix. BHecenue wusmeHenuit®. JlyOonukar. XpaHeHue U yder.
Od¢opmnenne auusbix Aen®. CocTaB JAOKYMEHTOB: JIMYHBI JIMCTOK 10 YYeTy KaJpoB,
JIOTIOJIHEHHE K JIMYHOMY JIUCTKY. Y U€eT, BPEMEHHOE I10JIb30BAHUE.

5.1. Ill1anbl cCEeMMHAPCKUX, IPAKTHYECKHUX, J1A00PATOPHBIX 3aHATHIA

Cemunap no teme 1: JlokymeHTanmoHHOE OOECIIEYCHNE YIIPABICHUS: OCHOBHBIE TEPMHHBI
U TIOHSATHS.
1.IlonsiTHE O MOKYMEHTaX, CIoco0ax TOKYMEHTHPOBAHHS, HOCUTENSX HH(pOpManud u
(GYHKLIUAX TOKYMEHTA.
2.JOpunndeckast cuia TOKyMEHTA.
3.Ilpu3HaKu U CTPYKTypa JOKyMEHTA.
4.11paBoBasi pyHKIIMS TOKYMEHTA.
5.Y4eTHas U KyJnbTypHas QyHKIMH JOKYMEHTA.
6.0OcHOBHBIE CBOWCTBA U IPU3HAKH JOKYMEHTA.
7 IlopyuHHbIe ¥ TO10KHbIE ((abCUPUIIMPOBAHHBIE) TOKYMEHTHI.
Cemunap no teme 2: CtanaapTu3anus, KI1acCUPHUKAIH, COCTaB PEKBU3UTOB JOKYMEHTOB.
1.VaudunupoBaHHble cUCTeMBI yripaBieHueckoil tokymentauuu (Y C/I).
2.IloHATHE CTaHOAPTH3AIMK CTaHAApTa. YHHU(PHUIMPOBAHHAS CHCTEMa OPraHH3aIlMOHHO-
pacniopsiaurensHol qokyMmeHTauu (Y COP/L).
3.brmank noxymenToB. @opmyisip-oopazer; OP/I.

4. PekBU3UTHI YIIPaBIEHYECKHX JOKYMEHTOB: aJpecar, MOAIHCH, MECTO COCTABICHMS,
BH3a, PE30JIIOLIMS, COIVIACOBAHKE, YTBEPK/ICHHUE, PETUCTPalllsl, HA3BaHUE, NIeYaTh U T.II.

5.00s13aTeNBHBIC U JOTIOTHUTEIBHBIC PEKBU3UTHI. BapraHThl 0(hOpMIICHHS] pEKBU3UTOB.

6.Bunbt 61ankoB: 00mMii O1aHK; OJaHK MEChbMa; OJTaHK KOHKPETHOTO BUJA TOKYMEHTA.

7.bnanku opraHuzanuii ¢ BocmpousBeaeHHeM [ocymapctBeHHOTO repba Poccuiickoit
Oenepanun u repooB cyobekToB Poccuiickoii deneparui.

Cemunap no teme 3. TpeboBaHus K 0POPMIICHHIO PEKBU3UTOB OPTaHU3AIIMOHHO-
pacTopsAUTEIHHBIX TOKYMEHTOB.
1. TpeboBanusi Kk BOCIPOU3BOACTBY M300paxkeHus: ['ocymapcrBeHHoro repba Poccuiickoit

denepauuu.



2.Ilepedyenp opraHuM3anuil W y4YpeXIEHHH, Ha OJIaHKaX KOTOPBIX BOCIPOM3BOAUTCS
I'ocynapcrBennsiii repd Poccutickoit deneparuu. ['epd cyobekta Poccutickoii deneparnmm.

3.OM0iema opraHu3anuy WM TOBAPHBIN 3HAK (3HAK OOCITY>KUBAHHUS).

4. Kon opranmzaruu. OCHOBHOM TOCYAapCTBEHHBIM peructpannoHHbii Homep (OI'PH)
IOPUAMYECKOTO JINLA.

5. nenTnduKanoHHbI HOMEp HaJOroIIaTeNbIINKa / KO/l IPUYUHBI TOCTAHOBKU HA y4eT
(MHH/KIII). Unentudukanunonusii Homep Hanorormiarensimka (MHH).

6.Kox ¢popmer nokymenTa. PexBusur «HanmeHoBaHue opraHu3aiuim.

7.Ilpoune peKBU3UTHI.

IIpakTuyeckoe 3ansitue mno Teme 4. Pabora ¢ BXOJIIMHUMH, HCXOASIIUMH
(OoTHpaBiIsiEMBIMH) U BHYTPEHHUMH TOKYMEHTaMU
1. Teopemuueckue onpocui.
1.19tanbel paboThl C BXOAAIIMMH JOKYMEHTAMHU: NMpPUEM U OOpabOTKY TOKYMEHTOB;
paccMOTpeHHE JOKYMEHTOB PYKOBOIHUTENEM (PE30JIIOIHs); PETUCTPALUI0 JTOKYMEHTOB;
UCIIOJIHEHUE JIOKYMEHTOB; KOHTpPOJIb HCIIOJIHEHUS JOKYMEHTOB; XpPaHEHHME W HUCIOJIb30BaHUE
JIOKYMEHTOB; Tiepeiauy Ha apXUBHOE XpaHEHHE.
1.2 TlepBonauanbpHast 00padOTKA MOCTYMUBIICH KOPPECIIOHICHIINH.
1.3 IlepeueHb HEPETUCTPUPYEMBIX JOKYMEHTOB.
1.4 PaccMoTpeHune T0KYMEHTOB PYKOBOACTBOM. Pe30onust pyKoBOJUTEIS.
1.5 Dranbl 00pabOTKH UCXOAAIMIUX (OTIPABISIEMbIX) TOKYMEHTOB. COCTaBICHHE MPOECKTA
nokymMmeHTa. CoriacoBaHne nIpoeKkTa JOKyMEHTa.
2. Pewenue cumyayuoHHsix 3a0ay.
IIpakTHyeckoe 3aHsATHEe 1O Teme S: Perucrtpanus, KOHTPOJIb HCIOJIHEHUSA
JIOKYMEHTOB.
1.Teopemuueckue 6onpocui.
1.1 Perucrpanust 1OKyMeHTa: OCHOBHBIE OIIEPAIUH.
1.2 Ha3znaueHue 1 1eJTb PErUCTPAllUU TOKYMEHTOB.
1.3 PerucrpanuonHsle yueTHble (POPMBI: XKypHaIbHAsA, KAPTOUHAs!, KOMIbIOTEPHASL.
1.4 KoHTpOJb UCTIOIHEHUS JOKYMEHTOB: TIOHATHUE, 11€JTb, 3TaIlbI.
1.5Cny0bl U PYKOBOJUTEIH, OCYIIECTBISIOIINE KOHTPOJIb HCIOJHEHUS JOKYMEHTOB.
JlokymeHTam, noasiexaiine o0a3aTeIbHOMY KOHTPOJIIO.
1.6.Cpoku ucnonHeHus] JOKYMEHTOB: THUIIOBblE M WHAMBHIyanbHble. [IpojieHne cpoka
MCIIOJTHEHUS IOKYMEHTOB.
2. Pewenue cumyayuoHnsix 3a0ay.

IIpakTuyeckoe 3ansaTHeE MO Teme 6: [IpaBuna opopmiieHns: OpraHU3alMOHHBIX JOKYMEHTOB.

1.Teopemuueckue 6onpocoi.

1.1.VcraB u ero paszenbl: oOIIye MOJIOKEHUS; OPTaHU3AIIMOHHOE €UHCTBO; PETJIaMEHT
NeSITeIbHOCTH; (PUHAHCOBO-MaTepHUaibHas 0a3za; OTYETHass W PEBU3UOHHAs JEATElIbHOCTD;
MOPSAOK JIMKBUAALIMK U OTBETCTBEHHOCTH IO JIelaM OpraHU3aIiu.

1.2.®opmynsip-obpazerr YCTABA. Pa3HOBUAHOCTH HHCTPYKIUH.

1.3 Jlo;okHOCTHAsE WMHCTPYKIHMST W €€ pasleNbl: OOIIue TION0XKEHUS; JTOJDKHOCTHBIE
00513aHHOCTH; MpaBa; OTBETCTBEHHOCTb.

1.4 ®opmynsap-oopazen MHCTPYKIUMU. ITonoxxenne u ero pa3aeinsl: o0IIue OJI0KEHHS,
OCHOBHBIC 33724 M (YHKIMM, TpaBa, OpraHu3alus paboTHl B IEJIOM WIH OTIEJIBHBIX
CTPYKTYPHBIX ITOAPA3ACIICHUAMN.

1.5 ®opmynsip-oopazen; [TOJIOXKEHUS. IlltatHoe pacnucanue. CTpykTypa W IITaTHas
YHUCIIEHHOCTb.

2. Pewienue cumyayuoHubix 3a0au.

IIpakTuyeckoe 3ansaTHe N0 Teme 7: [IpaBuna opopmiieHns: pacropsIUTENbHBIX

JIOKYMEHTOB
1. Teopemuueckue onpocui.
1.1 Cxema noAroTOBKU PacoOpsIUTENbHBIX JOKYMEHTOB.



1.2 TloaroroBka mTpoeKTa TmpHKa3za. TekcT mpuKa3a: KOHCTaTHpyioUlas H
pacrnopsiAUTEIbHAs YaCTH U CXEMbI UX ITOCTPOCHHUSL.

1.3 ®opmynsap-oOpaser npukasza. Beimucka u3 nmpukasa u €€ peKBU3HTEHI.

1.4 PacriopspkeHue: CTpyKTypa TeKkcTa, mnpaBuia odopmieHus. Dopmynsp-oOpaszern
pacropsKEeHHUS.

1.5 Vkazanue: cTpykTypa, OCHOBHBIC 3JIEMEHTHI; (hopMyJIsip-oOpasel.

1.6 IlocraHoBNeHME: CTPYKTYpa, PEKBU3HTHI, (hopMmyisip-oOpasew. Pemenue: cTpykrypa,
OCHOBHBIE PEKBU3UTHI, MpaBujia 0HhopMIIeHUS.

2. Pewenue cumyayuonnsvix 3aoau.
IIpakTuyeckoe 3aHsitue mno Teme 8. IlpaBuna odopmiieHus HHPOPMAITMOHHO-
CIPAaBOYHBIX TOKYMEHTOB
1. Teopemuueckue onpocui.

1.2 IousTue nH(HOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTALINH.

1.3 AKT u nipaBuIIa ero cocraBjeHus. BBogHas U KOHCTaTUPYIOLIAs YaCTH aKTa.

1.4 PexBuzutsl popmymnspa-oOpasua akra. [IpoTokon u TpeboBaHus K €ro 0(OpMIICHUIO.
BBojHas 1 OCHOBHAS YaCTH MPOTOKOJIA.

1.5 Hoxnamnas 3anmcka. CmyxeOHas 3amucka. OOBSICHUTENbHAs 3allUCcKa W ee
CTPYKTYypa.

1.6 ITuceMoO U ero pasHOBUAHOCTH: COMPOBOAUTEIHFHOE MUCHMO, MMUCHMO-TIPHUTIIALICHNUE,
MH(OPMAILIMOHHOE MHUCHhMO, MHCbMO-U3BEIIEHUE, PEKIIaMHOE MHCHbMO, MHUCEMO-TIOATBEPKIACHHE,
NUChbMO-HAIIOMUHAHKE, TAPAHTUITHOE MUCHhMO, TMCEMO-TIPETEH3Hs, IINChMO-OTBET.

1.7 CripaBka u e¢ BUJIBI.

2. Pewenue cumyayuonmnvix 3aoau.
IIpakTuyeckoe 3ansaTHe mo Teme 9: IlpaBuna odopmieHHss TOKYMEHTOB IO JIMYHOMY
COCTaBy.
1.Teopemuueckue 6onpocoi.

1.1 JoxymeHTaus o JM4HOMY cocTaBy — noacucrema OP/JI.

1.2 CoctaB 1OKyMEHTAlMU: EPBUYHbIE, PACHIOPSAUTENbHBIE, IUYHBIE, 10 COLMATBLHOMY
00ecne4eHuIo.

1.3/lokymMeHTausi, CONPOBOXKAAIOLIAsl JABMXKEHHE KaapoB (IpHUKa3bl IO JUYHOMY
COCTaBy, JIMYHBIC 3asBJICHUS, MPEICTABICHUS O IEPEBOJE, MOOMIPEHHSX U T. [I.), YU4ETHO-
KOHTPOJIbHAS TOKYMEHTAIHSI.

1.4 TpeOGoBaHusi K BEJECHUIO TPYAOBBIX KHMIKEK; 0(OpMIICHHE, 3aHECEHUE CBEACHUU O
paboTe, HarpaxaeHUsAX U noolpeHusx. Buecenne n3menenuit™. Jlyonukar. XpaHeHue u yder.
Odopmnenue TUUHBIX ae*.

1.5 CocTtaB JOKYMEHTOB: JMYHBIH JIUCTOK MO YYETy KaJpoB, JOMOJIHEHUE K JIUYHOMY
JHUCTKY. YYeT, BpEMEHHOE MOJIb30BaHHeE.

2. Pewienue cumyayuoHubix 3a0au.

6.MIEPEYEHDb YYEBHO-METOJANYECKOI'O OBECIHHEYEHMUSA JJIA
CAMOCTOSTEJBHOM PABOTBI OBYUYAIOHIUXCS O JUCHUILIVHE.

OAHMM U3 OCHOBHBIX BHJIOB JIEATEIBHOCTH 00YYaroOIIErocs sBJISETCS CaMOCTOSTENbHAS
pabota, KoTOopasi BKJIIOYaeT B ce0sl U3yUeHHE JIGKIIMOHHOTO MaTepuana, Y4eOHUKOB U y4eOHBIX
ocoOuii, MepBOMCTOYHUKOB, MOATOTOBKY COOOIIEHUH, BBICTYIUIEHUS! HA TPYIIOBBIX 3aHSITHSX,
BBINOJIHEHHE TPAKTUYECKUX 3aJaHui. MeTonuka caMoCTOSTENbHON palboThl MpeaBAPUTEIHHO
pa3pACHIETCS IPENnoJaBaTeieM M B MOCIHEAYIOIMIEM MOXET YTOYHATBCA C  y4ETOM
UH/IMBUYAJIbHBIX OCOOCHHOCTEH CTYJIeHTOB. BpemMs H MecTo caMOCTOATENbHOM paboThI
BBIOMPAIOTCS CTYIEHTaMU MO CBOEMY YCMOTPEHHIO C Y4eTOM DPEKOMEHJAIMH IperoiaBaTens.
CamMocToATenbHYI0 pabOTy HaJ IUCLUIUIMHON CleqyeT HauuHATh C HM3y4eHHUs MpPOrpaMMbl,
KOTOpasi COJCPKUT OCHOBHbIE TPeOOBaHUS K 3HAHUSAM, YMEHHMSIM M HaBbIKaM OOydaeMbIX.
OO0s3aTenbHO  ClleAyeT BCIIOMHHUTh PEKOMEHJAIMM  IIpernojaBaTelis, JaHHblE B  XOJe
YCTAaHOBOYHBIX 3aHATHH. 3aTeéM — MPUCTYNaTh K HM3YYEHHUIO OTAEIbHBIX DPA3AeiioB U TEM B



Hopsi/IKe, MPEeTyCMOTPEHHOM MporpaMMoii. [TomyunB npeacraBieHne 00 OCHOBHOM COJEpKaHUH
paszena, TEMbI, HEOOXOIWMO H3YyYHUTh Marepuand ¢ Tomomblo ydeOHmka. [lemecoobpaszHo
COCTaBUTh KPATKUH KOHCHEKT WM CXEMY, OTOOPAKAIOLIYIO0 CMBICI U CBSI3U OCHOBHBIX MOHATUH
JAHHOTO pa3fiela U BKIIOYEHHBIX B HEro TEM. 3aTeM IIOJEe3HO HU3YyYUTh BBIIEPKKH U3
NEpBOMCTOUYHUKOB. [Ipy ’KeJaHWM MOXKHO COCTaBUTh HMX KpPaTKUH KOHCHEKT. OO0s3aTenbHO
CJIeZlyeT 3allMUChIBaTh BO3HUKIINE BOIIPOCHI, HA KOTOPbIE HE YAAJIOCh OTBETHTh CAMOCTOSATEIIBHO.

Jlia Oonee TOMHOW peanu3aluy LEIM, I[OCTaBICHHOM TIpU H3YYEHUH TEM
CaMOCTOSITENIBHO, CTyJEHTaM HEOOXOJUMbI CBEAE€HUs 00 OCOOEHHOCTSX OpraHu3aluu
CaMOCTOSITENIbHOU PadOThI; TPEOOBAHUAM, IPEIBSIBIIIEMBIM K HEM; a TaK)Ke BO3MOXKHBIM (popMam
U COJEP)KaHMIO KOHTPOJs M  KauyecTBa  BBINOJHSAEMOH  CaMOCTOATENBbHOM  PabOTHI
CamocrosTenbHas padoTa CTyIeHTa B paMKax JIEHCTBYIOMIET0 y4eOHOTO MIaHa M0 peaTn3yeMbIM
00pa3oBaTeNbHBIM [IPOrpaMMaM pa3IU4YHbIX (GOpPM 00YydeHHUs IpearosaracT caMOCTOSTEIbHYIO
paboTy TO JaHHOW Y4eOHOH IOUCHUIUIMHE, BKIIOYCHHOW B Yy4eOHBIM T1utaH. OObeM
CaMOCTOSTeNIbHOW paloThl (B yacax) MO paccMaTpUBaeMOil ydueOHOM AMCLUIUIMHE OIpenesieH
y4€OHBIM TIITAHOM.

B xoze camocTosTenbHOM paboThl 00yUYaIOIIUNACS T0JIKEH:

- OCBOUTH TEOPETUYECKUH MaTepHall MO HM3y4aeMOW IHCHUIUIMHE (OTAETbHBIC TEMBI,
OTJIeJIbHBIE BOIIPOCHI TEM, OTAEIbHbIC MTOJOKEHUS U T. [1.);

- IPUMEHUTH MOJTyYCHHbIC 3HAHUS ¥ HABBIKH IS BBITOJIHEHUS MPAKTHYECKHUX 33aHUH.

OOyuaronuiics, NPUCTYNAIOMUI K U3yYEHUIO JAHHOW yueOHOM TUCIMIUIMHBL, OIy4aeT
uHpopMmanuio 000 Bcex (oOpMax CaMOCTOSATEIBHOH paboOThl MO KypCy C BBIICICHUEM
00s13aTeJIbHOM CaMOCTOSITENIbHONW pabOThl M KOHTPOJIUPYEMOM CaMOCTOATENbHOM padoThl, B TOM
Yycie Mo BBHIOOPY. 3amaHus ISl CaMOCTOSITEIHbHOM pabOThl CTyIEHTa TOJDKHBI OBITH YETKO
c(hOpMyYIUPOBaHbl, pa3rpaHUuYEHbl 110 TEMaM H3y4aeMOW IUCIHMIUIMHBI, U UX 00BbEM JOJKEH
OBITH OTPEICTICH YacaMu, OTBEICHHBIMHU B YU€OHOH IporpaMmme.

CamocrosTenbHas paboTa 00y4aroLUIMXCs J0JKHA BKIIOYATh!

- MOJITOTOBKY K ayAUTOPHBIM 3aHATHAM (JICKIUSM, Ta00paTOPHO-TIPAKTHIECKUM);

- oMcK (moA00p) U U3ydeHHe JUTEPATyphl U JIEKTPOHHBIX UCTOUHUKOB MH(pOpMAIUU
M0 MHAMBUIYaJBHO 33JaHHOM MpolOiieMe Kypca;

- CaMOCTOATENIbHYI0O pa0OTy Haa OTIACIbHBIMH TEeMaMH Y4eOHOH IUCHMIIMHBI B
COOTBETCTBUH C KaJCHIAPHBIM TUIAHOM;

- JOMalllHee 3aJaHue, MpelycMaTpUBalollee 3aBepLICHUE MPAKTUUYECKUX ayJUTOPHBIX

pabor;

- IOATOTOBKY K 3a4U€Ty HUJINU 3K33.M6Hy;

- paboTy B CTyJIEHYECKMX HAayYHBIX OOIIECTBaX, KPYXKKax, CEMUHApax  T.1.;

-y4acTHe B Hay4HOH M Hay4HO-METOn4ecKoi paboTe kadeapsl, pakynpTera;

- y4acTue B HayYHbIX M Hay4YHO-TIPAaKTUYECKUX KOH(EpEeHIUAX, CEMUHapaXx.

6.1 3aganus nJs yriayoJeHus U 3aKpensieHusi NpUoOpeTeHHbIX 3HAHMIA
Ko
®opmupyemas A
pe3yJabTaTa 3ananue
KOMIIETeHIUs
00yueHusn
OIIK-5 1. C wuCHoOnb30BaHMEM pPEKOMEHIYEMbIX HCTOYHUKOB JIUTEPATYPHI
Cnocoben packpoiite 3apyOeXHBI  ONBIT JOKYMEHTAl[MOHHOTO  00OecnedeHus
UCIIOJIb30BaTh PH yIIpaBIeHUSI.
OIIK-5-3.1

penieHun 2. C wucnonb3oBaHUEM MHTEPHET-PECYpCOB  IPOBEAUTE  aHAIN3
npodeccHoHaIBHBIX MEpHOINYECKUX H3IaHUH B 00JIACTH JIOKYMEHTAallMOHHOTO OOecTe4eHHs
3aj1a4 COBPEMEHHBIC YIPaBJICHUS U COCTABUTh MX KpaTKUi 0030p.
nH(OpMaIMOHHEIE 1. TIpoBectn aHanm3 JUTEPAaTYPHBIX HCTOYHMKOB 10 T.4 m cocTaBuThH
TEXHOJIOTHH 1 CTPYKTYPHO-JIOTHUECKYI0 ~ CXeMy «JTambsl  paboThl € BXOJISIIUMH
NpOrpaMMHBIE JIOKyMEHTaMM»;
CpENCTBA, BKIOYast OIIK-5—-3.2 | 2. U3y4uTh peKOMEHIYEMYIO JUTEPATYPY U COCTABUTH KPATKUil KOHCIICKT
yIpaBIeHUE C OTpaXEHHEM CIIEAYIOMETO Bompoca: «I'peboBaHus K BEAECHUIO TPYIOBBIX
KPYIHBIMHU KHIDKCK.
MacCHBAMHU JAHHBIX U




ux
I/IHTeHHeKTyaHBHHﬁ
aHaJIns3.

6.2 3aganus, HanpaBJeHHbIe HA (PopMUPOBaHHe MPO¢eCCHOHATBHBIX YMEHHU

Kon
®opmupyemast
pe3yJjbTara 3ananue
KOMITETEeH IS
o0y4eHus
OIIK-5 1..C ucronp30oBaHHeM HH()OPMAIMOHHO-TIOUCKOBBIX CHCTeM COCTaBHUTh
CrnocoGen MEepevYeHb OpTraHM3aluii ¥  yUpeKIeHWHd, Ha ONaHKax KOTOPBIX
UCMOJIL30BATH U OIIK-5- V.1 | pocnpoussoautcss T'ocynapcTeeHnblii rep6 Poccuiickoift Denepauun  u
PCIICHUH pe3ynbTaThl  OPEACTaBUTH B BHAC  JOKIaga  O(pOPMIICHHOTO
PO(hECCHOHATBHBIX NpEe3eHTAIIMOHHBIMU MaTepraniaMu B iporpamme Power Point;
3az1ad COBpCMCHHBIC 1.C npuMeHeHHEM TPaBOBOW HMH(POPMAIIMOHHO-CIIPABOYHON CHCTEMBI
MH(OPMALIHOHHEIC I'APAHT nmnpenocraBuTh KpaTkuii 0030p OCHOBHBIX HOPMAaTHBHBIX
TCXHOJIOTHN 1 JIOKYMEHTOB, PErIaMEeHTHPYIOIINX  JIeSTEIbHOCTD B obnactu
HpOTPaMMHbIC JIOKYMEHTAIIMOHHOTO 00ECIICUeHHsI YIPaBICHHSL. ;
CpEICTBa, BKIIIOYAsT
yHIpaBjIeHUC OIIK-5-V.2
KPYIHBIMA

MacCcCHBaMHU JaHHBIX
" uXx
I/IHTCHHGKTyaHBH}Jﬁ
aHaJIn3.

6.3 3aganns, HanpaBJeHHbIe HA (OPMHPOBaHHe NPOGeCCHOHATbHBIX HABBIKOB

Kon
®opmupyemasn pe3yabTarta 3ananue
KOMIETEeHIUsl o0y4eHust
OIIK-5 1. CoctaButh ¥ 0POPMUTH NIPHUKA3 IO OCHOBHOI! J€ATEILHOCTH
Criocoben Wucnekuns Munucrepctsa mo Hayoram u co6opam P® mo r. I'maszoy YP
HCIIOJIB30BaTh MPH MOJATOTOBMIIA MIPHUKA3 00 YTBEPXKIEHHH MTOTOB aTTECTAI[MH BO HCIIOJHEHHE
peleHuun VYkaza [Ipesunenta Poccuiickoit @eneparn «O0 yTBEpKASHUH TOI0KEHUSI
npodeccrnoHamTbHBIX 0 KJIACCHBIX YMHAX TOCYIapCTBEHHBIX cayxammux» oT 19.07.2018 Ne 876. B
33124 COBPEMECHHBIE NpUKa3e COJIEPKAJIUCh CIEIYIONINe IMyHKTBI: O TPH3HAHWU PE3YJbTaToB
nH()OpMaIMOHHbIE aTTeCTAIllM COTPYJHHWKOB HMHCIIEKIMH COTJIaCHO [IOJIOXEHWI0 O KIIACCHBIX
TEXHOJIOTHH 1 OIK-5_ B.] | ™Hax M  TPOTOKOINY  3ace/anHs aTTECTAI[MOHHOW  KOMHCCHM; 00
MpOTpaMMHBIE YTBEPKIEHUN NTOTOB aTTECTAIMU. 3aMECTUTENIO PYKOBOANUTEISI MHCIIEKIINT
Cpe/CTBa, BKJIIOYAs B.P.KiieMeHThEBOH IOpYyYanoch BHECTH COOTBETCTBYIOIIME HM3MEHEHHUS B
yIpaBieHUe IITaTHOE pacluCaHWe WHCHEeKIMH. KOHTpOIb HCHOITHEHUS IpHKa3a
KPYITHBIMHU BO3JIOKEH Ha HadanbHuKa othena kaapoB A.C.Cyxux. Ilpukas moammcan
MAacCHBaMH JTaHHBIX pykoBogutenieM uHcnekiiud MHC P® coBeTHHMKOM HAaJOTOBOW CIyxObI |
U UX panra H.JI.BoctpernossiM. Ha nmpuka3e uMeroTcst BU3bI TIIaBHOTO OyXrairepa
WHTEJUICKTyaIbHbIH U TpencenaTess aTTeCTalnOHHOW KoMuccud. OCTaJbHbBIC JTaHHBIE YKAKUTE
aHaJu3. CaMOCTOSITENIBHO.
1.Ha Onanke ¢ yrioBeIM pacroiioxkeHneM pekBm3uToB OAO «Pamyray
HOJArOTOBUTH  MNpPHKAa3 O  PEOpraHU3allMd  KaHIEIsIpUH B OTHEN
nH(pOpMaMOHHO-TOKYMEHTALHIOHHOTO obecrieueHns (Onao). B
KOHCTAaTUPYIOIEeH YacTH HEOOXOAMMO COCJIAThCSl HA pacIIMpeHne (QyHKIUH
W BHEJpPEHHE B PabOTy CHUCTEMBI 3JEKTPOHHOTO JIOKyMeHTooOopora. B
pacnopsaUTeNbHON YacTH yCTaHABIUBAETCS IITaTHAS YMCIEHHOCTD OT/ENa B
OIIK-5—-B.2 | konuyecTBe 7 YeJOBEK, JAIOTCS MOPYYEHHsS HAYaJIbHUKY SKOHOMHYECKOTO

OTJea M0 BHECEHWI0 M3MEHEHHH B INTATHOE PACIHMCAaHWE W HAYAIbHUKY
KaHIensapun 1o paspaborke monoxenns o6 OMJO. OcranpHbIE JaHHBIE
YKaXHTE CaMOCTOSATENBHO.

2.BBIONHATE  CaMOCTOATENBHOE YacTHOE HCCIEeJOBaHUE Ha TeMy:
«YHUQUIUPOBAHHBIE ~ CHUCTEMBI  YIPABJICHYECKOH  JOKYMEHTaLUM»
c(OpMHUpPOBATh THUNOTE3Y, OO0OOMINTH pe3yibTaThl M cHOpMyINpOBATH




BBIBO/JIbI.

7. ®OHJI OHEHOYHBIX CPEJACTB AJIsA IPOBEJAEHUSA TEKYIIETI'O KOHTPOJIA
U TPOMEXYTOUYHOM ATTECTAIIMM OBYYAIOIIUXCA 110 JUCIHHUAIJINHE

MOAYJIIO).

Ilacnopm ¢ponoa oyenounwvix cpeocme

DOC ®OC
Popmupyemas IInanupyemMsble pe3yJbTaThl 00y4eHHs JUDL TEKYIero A .
KOMIIeTeHIUsl KOHTPOJIs NPOMEKYTOYHOIA
aTTecTaluu
OIIK-5 [Toaxoms! 1 criocoOBI
criocobeH OpraHU3aIK CUCTEM
MCIIONIb30BATh MPU MOTyYeHHs], XPAaHEHHS U
[peIIeHUH nepepabOTKU HHPOPMaIHH;
podeccHoHaNbHBIX OIIK-5-3.1 Tecr Bomnpocs! k 3auery ¢
3a7a4 COBpEMEHHEBIE | 3HATDH [lepeueHb U BO3MOKHOCTH OLICHKOM
nH(pOpMannOHHbIE MPUMEHEHUS] METOIOB U
TEXHOJIOTHUH U MPOrPaMMHBIX CPEACTB
[IpOTpaMMHEIC 00pabOoTKHU AETOBOM
CpencTBa, BKITIOYAs nH(opManuy;
yIpaBiIeHHE OIIK-5-3.2
KPYIHBIMU [ToHHMAaTh U IPUMCHSATH Ha
MAaCcCUBaMK TaHHBIX MPAaKTHKS KOMIILIOTCPHBIC
U UX TEXHOJIOTHH JJISI PELICHUS
MHTEJJICKTya bHBIN pasIMYHBIX 33129
aHaII3 KOMILIEKCHOTO 1
rapMOHHUYECKOTO aHaJIH3a,
MCIIOIb30BaTh CTaH/IapTHOE Bompocs! K 3a4eTy ¢
VMers [porpaMMHOe o0ecreucHue. Pecepar OLICHKOIA
OIIK-5-V.1
Vcrios1b30BaTh COBPEMEHHBIE
METOJIbI OPraHN3aluI
[UIAHUPOBAHMUS ONIEPALMOHHOM
(TIpOHM3BOACTBEHHON)
IMesITeIbHOCTH
OIIK-5-V.2
MeTtoamMu 1 cpeicTBaMu
MOTy4CHHsI, XPaHEHHS U
nepepadoTku HHpOopMAaIH
OIIK-5 - B.1
HaBbikamu u npuemamu IIpakTuueckue B
Buagers  [B3aumopeiicTBusI CO 3aJ1aHusl OTPOCKI K 33UETY €
ciry>x0amMu HHPOPMAITHOHHBIX onerron
TEXHOJIOTHiA, HCIIOJIb30BAHUS
KOPIIOPATHBHBIX
MH(OpPMALIMOHHBIX CUCTEM.
OIIK-5—B.2

Onucanue nokazameneu u Kpumepuee OuéHUuBAaHuA Komnemeuuuﬁ HA pA3JILYHbLX Imanax ux
qbopmupoeauuﬂ, onucanue wKal OyeHU6aAHuUuA

Kputepuu oueHnBanus pe3yibTaToB
®opmupyemas
InaHupyemble pe3yJibTaThbl 00yUeHHsl o0yueHust
KOMIeTeH U
2 3 4 5
OIIK-5 IMomxompl 1 cIOCOOBI
YactuuHo
CHocoOcH OpraHu3alnuu CUCTEM He 3naer 3HaeT OTiauyHO
3HaTh 3HaeT
WCIOJIB30BaTh NpHU MOJIyYEHUs], XpPaHEHUS 1 3HaeT
pelIeHun nepepaboTKu HHOpMAIHH;




npoQheCCHOHATBHBIX OIIK-5-3.1
3aJa4 COBPEMEHHBIE [TepeueHb 1 BO3MOKHOCTH
nH()OpPMALMOHHbIE MPUMEHEHUS METOIOB U
TEXHOJIOTHH U MPOTPaMMHBIX CPEACTB
TIpOTpaMMHBIE 00paboTKHU AETOBOM
CpPEACTBa, BKJIFOYAs nHpopmanuy;
yIpaBJIeHUE OIIK-5-3.2
KpYIHBIMA [lonnmarth ¥ IPUMEHATH Ha
MacCrBaMH TaHHBIX MPAKTHUKE KOMIIBIOTEPHbIC
U UX TEXHOJIOTUH JJISl PELICHUSI
MHTEJUIEKTYaIbHbIH pasIMYHBIX 33124
aHaIM3 KOMIUIEKCHOTO U
rapMOHHMYECKOTO aHaJIn3a,
UCTIONIBb30BaTh CTaHAAPTHOE
NporpaMMHOE 00ecIedeHHe. YactuuHo CBoboaHO
He ymeer Ymeer
Ymern OIIK-5-V.1 yMeeT yMeeT
Ucnons3oBath
COBPEMCHHBIC METO/IBI
OpTaHM3aIN
TUTAaHWPOBAHUS
ONepalMOHHON
(TIpoU3BOACTBEHHOI)
JIeSITeTIBHOCTH
OIIK-5-V.2
Meronamu U cpencTBaMu
MOJTYUCHHs], XPAaHEHHS U
nepepabOTKH HH(POPMAIUU
OIIK-5-B.1
HaBbikamu u npuemamu
B3aNMOIEUCTBHUS CO YacTtrnaHo Brazeer CB00OIHO
Baagers | ciyxOamu He Bnaneer| Bnaneer BIIAJICCT
MH()OPMAIMOHHBIX
TEXHOJIOTHH,
WCTIOJNIb30BaHMS
KOPIOPaTHBHBIX
MH(OPMALIMOHHBIX CUCTEM.
OIIK-5-B.2
7.1. ®OC pas npoBeleHUs TEKYIIEro KOHTPOJIS.
7.1.1. 3apanus 11 ONEHKH 3HAHUH
®opmupyemast Kon
KOMIIETeHIHSsI pesyaabrata 3ananme
o0y4eHus
OIIK-5 Tect
CIOoCOOCH 1. YUrto npeacraBJsieT co00i 10KYMeHT?
WCIIONIB30BaTh MIPH a. MHCTpyMeHT ynpaBieHus
pelieHnn 6. Hocurens uadopmariim
npodeccHoHaIBHBIX B. Jemo
3aj1a4 COBPEMEHHBIE r. MarepuanbHblii 0OBEKT.
nH(OpMaIMOHHbIE 2. Kakne cnioco0b! perucrpanuu Bel 3naere?
TEXHOJIOTMH U a. KypnHanbHblif;
OIIK-5-3.1 .
MpOrpaMMHbIE 6. Ludporoii;
Cpe/CTBa, BKJIIOYAs B.  ABTOMaTH3MpOBaHHBIN;
yIIpaBJICHUE r.  KoHTpoubHBIi.
KPYIHBIMHU 3. YTo u3 nepeyucJeHHOr0 BXOAUT B PEKBU3UT OJIaHKA JOKYMeHTa?
MacCHBAaMH JaHHBIX a. Iloxmmcs;
" UX 6. Bwug moxymenra;
MHTEIJUIEKTYaIbHBIH B.  Anpecar;
aHAIH3 r. MecTo cocTaBiIeHUs] JOKYMEHTA.




4. Kakas u3 Ha3BaHHBIX CTPYKTYP OTBe4aeT 32 AeJIONPON3BOJACTBO?

a. [lpuewmnas;

6. AJMHUHHCTPATHBHO-XO3AWCTBEHHAS CITyK0a;

B. Kanuenspus;

r.  Otzmen MapkeTHHTa

5. Kakme u3 nepeyuMciIeHHBIX Ppa3leJloB BXOIAT B COCTaB
AOJLKHOCTHOH MHCTPYKIMA?

a.  0OIIMeE MOJIOKCHHUS,

6. CocraB IpHCYTCTBYIOILUX;

B. OOs3aHHOCTH;

T. DOyHKINA

6. KakuM H3 mnepevyHCIeHHBIX pa3/lejjOB HOPMATHBHBIX aKTOB
PYKOBoOACTBYeTCsl ciiy:x0a JJOY?

a. Jlorosopowm;

6. IlocraHoBieHueMm;

B. 3aKIIIOYEHHEM;

r. IlonoxxeHuem.

7. UYro M3 HA3BAHHOIO0 OTHOCUTCH K  XapaKTepHCTHKe
AOKyMeHToo0opoTa?

a. CocTtaB JOKyMEHTOB;

6. PacnopsaurenbHas TOKyMEHTaLUs;

B. HepI/IOZ[I/I‘-IHOCTI) MpCACTaBJICHUA TOKYMEHTOB;

r.  MapmpyT 1BHKEHUSI JOKYMEHTOB.
8. Kakme wu3 mnepedynciIeHHBIX JOKYMEHTOB OTHOCATCH K
YHuduuupoBaHHoii cucTeMe OPraHU3ALMOHHO-PACHOPAIMUTEIbLHOM
AOKyMeHTauuu?
a. HMupopmanmoHHas CIpaBKa;
0. CormacoBaHue;
B. Pacmopsoxenue;
r. 3akiIroveHHUE.
9. Kakue BuIbI KOHTPOJISA McOTHeHHs Bbl 3HaeTe?
a.  Tumogoii;
6. OpraHu3alMOHHBIN;
B. MHauBuayanbHbIN;
r. @DopMalbHBIH.
10. Yto npencrasJisier co00ii HOMeHKIATYypa 1ena?

OIIK-5-3.2

a.  CrnpaBOYHHK IO PErHCTpanny JOKYMEHTOB,

6. IlepeyeHb HANMEHOBaHMH 3aBOANMBIX JIEIT;

B. JIOIDKHOCTHBIE MHCTPYKIHH;

r. IlepeueHp THHNOBBIX JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHUS.
Tect

1. B kakom cnpaBOYHMKE MOKHO Y3HAThb O CPOKax XpaHeHUs

JTOKYMEHTOB?

a.  TIOJIOKEHWH O KaHIEeISAPUH;

6. Ilepeune HOKyMEHTOB;

B. Howmenknarype nemn;

r. Taberne popM TOKYMEHTOB.

2. Ha kakux M3 TeEpPEeYHUCJEHHBIX JOKYMEHTOB He00XoAuMo

NnpocTapJieHue nevyaru?

a.  JlokimamHBIX 3aIuCKax;

6. TapaHTHIHBIX MUCHEMaX;

B.  YcTaBax opraHusaluii;

r.  3asBICHUSIX TPAKIaH.

3. Kakue u3 Ha3BaHHBIX NPUHIUIOB JeXKAT B OCHOBE CHCTeMATH3ALMHU
JOKYMEHTOB B jeja?

a.  ABTOpCKWHIi;

6. IIpOTOKONBHBIN;

B. HymepauuoHHbIi,

r.  AndaBUTHBIH.

4. BoiOepuTe U3 NpeAIoKeHHBIX T0JKHOCTell Te, KOTOPbIe OTHOCATCS K
cyxoe genonpousBoacrea?

a. Menemxep;

6. DxcmeauTop;




B.  OBakyaTop;

r. IlouransoH.

5. Yro, no Bamemy MHeHHUI0, J0JIKHO BXOJAUTh B COCTAB Pe30JIOLMH HA
AOKyMeHTe?

a ITonmmcs;

6. OrmeTka O MONYyYCHHUHN TOKYMEHTA;

B. Damunus UCIIOTHUTES;

r. Ileuars.

6. TapanTuiiHOe MMCHEMO 00513aTEJbHO J0JZKHO OBITH MOAMHCAHO:

a. PYKOBOJUTENEM MPEANPHUATHS U INIaBHBIM OyXTanrepoM;

6. pykoBoauTENEeM MPEANPUATHS U OTBETCTBEHHBIM HCIIOJIHUTEIEM
MHUCHMa;

B.  IJIaBHBIM OyXTaJTepOM U OTBETCTBEHHBIM HCIIOJIHUTENIEM ITUCHMa;

T.  HCKIIIOYUTEIHHO ITIABHBIM OyXTaJTepOM IPEAIPHATHSL.

7.  Kaxkoii 10.1:kHa ObITH NOANNCH HA JTOKYMEHTe, eCJI OH COCTaBJIeH
Ha (pMpPMEeHHOM 0J1aHKe KOMIIAHUM:

a. Tenepanpnbril qupekrop (moamuck) @. E. [letpos;

6. Tenepanpubri qupexktop OAO «Jlmmus» (moxamuce) Ilerpos @. E.;

B. Ilerpos @. E. (mommwce).

8. OrTHCK mNe4yaTH Ha CIY:KeOHOM JOKYMEHTe CTaBAT TaKHM
00pa3oM, YTOOBI OH 3aXBaThIBAJ:

a.  TepBble HECKOJIBKO OYKB Ha3BaHUS JOJDKHOCTH JIMIIA, MOJIHCABILETO
JIOKYMEHT;

6. mocimenHHME  HECKONBKO OyKB  Ha3BaHUS  JIOJDKHOCTH  JIMIIA,
TO/IKCABIIET0 JOKYMEHT;
B. IOCICOHHE HECKOJBKO OyKB (aMWIM{ JIMIa, IOXNHCABLIETO

JIOKYMEHT;
I.  TOCJIEIHIOI CTPOUYKY TEKCTa CIIy>KeOHOTO JOKyMEHTA.

9. Kakum cmoco6oM mpocTaBjsieTcsl AaTa B rpude yTBep:KIeHHs
AOKyMeHTa?

a.  MalIMHOIIUCHBIM CITIOCOOOM;

6. mpocTaBisfeTCA OT PYKH CEKpeTapeM II0Ciie YTBEPKACHHUS JTOKyMEHTa
PYKOBOJIUTEIIEM;

B. IIPOCTAaBIIIETCA CaMHM pPYKOBOJMTEINEM B MOMEHT YTBEPKICHUSA
JIOKYMEHTa;

I.  IPOCTABISAETCA JTIOOBIM CIIOCOOOM.

10. Kakoii u3 yKa3aHHBIX BUIOB MPHUKA30B SIBJSIETCS OIIMO0YHBIM:
MPUKa3 110 OCHOBHOM JIESITEIbHOCTH;

MPUKa3 110 aJIMUHUCTPATHBHO-XO3SIHCTBEHHOH JeATeIbHOCTH;

MpHUKa3 10 (PMHAHCOBO-XO3SIMCTBEHHOHN JIESITEINEHOCTH;

MPUKa3 110 JUYHOMY COCTaBY.

Jwoe

Kpurtepun oneHkn Tecra:

KoauuecTBo ominook Ouenka
0-1 OTnuyHO
1-3 Xoporio
3-7 Y 10BIIETBOPUTENHHO
6omee 7-mu OmuOOK HeynosneTBopuTensHO
7.1.2. 3ajanus 1Jisi OeHKW YMEeHHUii
Ko
®opmupyemas A
pe3yJjabTara 3aganme
KOMIIeTeHIHs
00yueHus
OIIK-5 Temsbl pedepaToB
crocobOeH 1. HopmatuBHO-MeTOAMUECKast 6a3a AETOTPON3BOICTBA
WCTIOJB30BaTh TPU 2. Hemn, 3amaun, Gyakunu ciyxos1 JJOY
penIeHnn ONK-5-V.1 | 3, Kiaccudukanus 10KyMeHTOB
npodeccrnoHaTbHBIX 4. Yaudukanus TOKyMEHTOB

3aga4 COBpEMCHHBIC

5. CtpykTypa 1 00eM TOKYMEHTO000POTA.




nH(OpMaLMOHHbIE
TEXHOJIOTHH 1
MpOTpaMMHBIE
CpPEACTBA, BKJIIOYAs
yTIpaBIIEeHUE
KPYIHBIMHU
MacCHUBaMH JaHHBIX
U UX
MHTEJUIEKTYaIbHBIH
aHau3

OIIK-5-V.2

Temsl pedepaTos
1. CywsocTh ¥ pa3HOBHIHOCTH OPraHU3aMOHHBIX JOKYMEHTOB.
2. CucTeMaTu3anys ¥ apXMBHOE XPAHEHHE IOKYMEHTOB.
3. VH}pOopManroHHO-CIIPaBOYHBIE JOKYMEHTBI U MX PA3HOBUIHOCTH.
4. CymHOCTb U Pa3HOBUAHOCTHU PACTIOPSAUTENLHBIX TOKYMEHTOB.

Kpurepun onenkn yyeOHbIX AelicTBHI 00yyarommxcsi (BBICTYIICHHE C JOKJIa10M, pedepat

1o 00CyK/1aeMOMY BOIIPOCY)

Onenka

XapaKTepHCTHKH 0TBETA 00y4aloIIerocs

OTJHYHO

o0y4arouiics ri1y00Ko 1 BCECTOPOHHE YCBOMII IIPOOJIEMY;

- YBEPEHHO, JIOTHYHO, MOCJICAOBATEIHHO M IPAMOTHO €r0 U3JIaracT;

- omMpasich Ha 3HAHUS OCHOBHOW M JIOMOJHHUTEIBLHOW JIUTEPATYPHI,
TECHO MPHUBA3BIBACT YCBOCHHBIC HAYYHBIC TTOJIOKEHUS C MPAKTHUCCKON
JEATEILHOCTRIO;

- yMeso 000CHOBBIBACT U APTYMEHTHPYET BbIBUTAEMBIC UM HIICH;

- IeJIaeT BBIBOJBI U O0OOIIEHN.

Xopowo

oOyJaromuiicss TBEpJO YCBOWJI TEMYy, TPaMOTHO H IO CYIIECTBY
M3JIaraeT ee, OMHUPasch Ha 3HAHUS OCHOBHOW JIUTEPATYPHI;

- HE JIOIIYCKaeT CYIICCTBEHHBIX HETOYHOCTEH;

- YBSI3BIBACT YCBOCHHBIC 3HAHMS C MIPAKTHYECKON IEATEIFHOCTHIO;

- apryMEHTHPYET Hay4HbIE TMOJI0XKESHHS;

- JIeJIa€T BBIBOJBI U 000OIIECHHS.

YaoBaersopurenbHO

TeMa PAacKphITa HEJOCTATOYHO YETKO U MOJHO, TO ecTh OOydaromuiics
ocBoul mpoOsieMy, 1O CyHIECTBY H3JlaraeT e, OMUpasch Ha 3HAHMSA
TOJIBKO OCHOBHOM JIUTEPATYPHI;

- JIONyCKaeT HeCYIECTBEHHbIE OLTMOKH U HETOUHOCTH;

- UCHIBITBIBACT 3aTPYAHCHUA B IIPAKTUYECKOM IMPUMEHCHUN 3HaHHﬁ;

- c11a00 apryMEHTHPYET HayqHbIE MTOJ0KEHHS;

- 3aTpyaHseTcsa B pOpPMYIHPOBaHMH BBIBOIOB M 0000IIECHHH.

HeynoBaerBopurenbHo

00y9arOIMACs HEe YCBOMII 3HAYUTEIIBHOMN YacTH IIPOOIEMBL;

- JIONyCKaeT CYIICCTBEHHbIE OIMMOKA W  HETOYHOCTH
PaccMOTpeHHH ee;

- MCIIBITBIBACT TPYAHOCTH B IPAKTHIECKOM [IPHMEHEHHUH 3HAHMUI;
- HE MOXKET apryMECHTUPOBATh HayYHbIE ITOJOKEHUSL;

- He (hOPMYJIUPYET BBIBOIOB U 000OLICHHIA.

pu

7.1.3 3anaHus IS OUEHKH BJIAJCHUI, HABLIKOB

Kon
®opmupyemas
KOMIIETeHIHSsI pesyabrata 3ananne
o0yyeHus

OIIK-5 1. Cocrasste u opopmure npukasz no OO0 «TOT» o npueme JlornHoBo#
croco0eH Oxcanpl CepreeBHBI Ha MOCTOSHHYIO Pa0OTy KOHAYKTOPOM MapUIpyTHOTO
WCIIOJIb30BAaTh MIPH aBToOyca. Pasmep oxmama coctaBisier 3,5 Thic. py0. OcCHOBaHWEM IS
pemeHnn m3gannsa npukaza nocuayxuin 3ageierne O.C.JlormHOBOH M TpyHOBOH
npodeccrnoHaIbHBIX noroBop Ne 21.
3aj1a4 COBPEMEHHBIC 2. CocraBpTe u O0(GOpPMUTE COKpAIICHHBIH NPOTOKON  coOpaHus
nH(OpMaIMOHHbIE OIK-5 —B.1 oOyuatomuxcst Bameil yuyeOHoOH rpynmbel. Ha coOpaHun mpucyTCTBOBaIH
TEXHOJIOTHH 1 ’ BCE 00yYaroLIrecs rPYIIIbl, a TAK)KE METOHUCT OT/ICJICHHS HEIOPHIMUECKHX
NpOrpaMMHBIE crneruanbHocTel. CekperapeM ykaxkuTe cels, a Ipesice1aTeneM — CTapocTy
Cpe/CTBa, BKJIIOYAs rpynnsl. B moBecTke mHS coOpaHMsi OAMH BOIPOC — BBIOOPHI HOBOTO
yIpaBJIeHUE crapoctel rpymnbl. CooOlieHue chenan TNPEeKHHH CTapocTa, yKas3aB
KPYIHBIMHU NPUYUHBL, 10 KOTOPHIM OH HE MOXCET OOJNBIIE BBINOJHATh MPEXKHHUE

MaCCHBaMH JaHHBIX
" ux

obs3aHHOCTH. BrICTYynmmm aBoe oOy9aromuXcs TPYIIIEL,
KaHAMJATYphl HOBOTO CTapocThl. Pemrenme coOpaHus

MIPEATIOKUB
U JApyrue




I/IHTGJ’IJ’IGKTyaHLHHﬁ
aHaJu3

HCOOCTarOMEC CBCACHUA C(l)OpMyHprﬁTe " YKAXKUTEC CaAMOCTOSATCIIbHO.

OIIK-5-B.2

1.CocraBpTe aKkT mpueMa rnepemadd ey npu cMmeHe cekperaps B OAO
«Crpotikommiekcy. beBmmii cexperapsr H.H.KopoBuna mepemaer nmena
BHOBb Ha3HaueHHOMY cekperapio O.C.AOGpamMOBOHi B TPUCYTCTBHH
HadanpHUKa KaHnemwipuun M.D.PomanmeBoit (mpencenaTens KOMHCCHN).
Ilepenano 18 nmen B cOOTBETCTBUM C HOMEHKJIATYpOU AeN Ha TEKYLIUil ro.
Bce menma odopmieHBI B CKOPOCHIMBATENSAX. AKT COCTaBIeH B 2-X
sK3eMIuLipax, oauH — B aeno Ne 01-17, Bropoit — H.H.KopoBunoii. Akt
YTBEPKJEH 3aMeCTHTeNIeM reHepainbHoro aupektopa OAO mo mepcoHany
M.M.IIamko.

2.Ha Omanke c yrioBbIM pacrojiokeHneM pekBuzutoB OAO «Pamyra»
HNOJATOTOBUTH MpHKa3 O pPEOpraHM3allud  KaHLEISIpUH B OTHAEN
nH(opMaMOHHO-TOKyMEHTalMoHHoro  obecrnieuenust  (OMJ1O0). B
KOHCTAaTHPYIOIIEH 9acTH HEOOXOIMMO COCIIAThCS Ha pacuInpeHue (QyHKIUH
W BHEIpPEHHE B pabOTy CHCTEMBI 3JEKTPOHHOTO IOKyMEeHTooOOpoTa. B
pacHopsIANTENILHON YacTH yCTaHABIMBACTCS IITATHAS YHCICHHOCTh OTIEIa
B KOJIMYECTBE 7 YETOBEK, AAIOTCS MOPYUCHHS HAYaIbHUKY SKOHOMHYECKOTO
OTZENa 10 BHECCHUIO M3MCHEHHWH B INTATHOE PACIMCAHNWE W HAYAIbHUKY
KaHIEIIpun 1o pa3pabortke moioxeHus o6 OMJIO. OcranbHble TaHHBIC
YKa)KHTE CaMOCTOSITENBHO.

Kpurepun oneHkn yueOHbIX AeliCTBHI 00yYalOIMXCSl HA MPAKTHYECKUX 3aHATHAX

Onenka

XapaKTepI/lCTI/IKI/I OTBETa CTyAEHTA

OTJn4YHO

OOyuaronuiics CaMOCTOATENBHO U MPaBUJIBHO PEIINII
y4eOHO-TIPO(ECCHOHATIBHYIO 3a1ady, YBEPEHHO,
JOTUYHO, TOCJIEIOBATENBPHO ¥  ApryMEHTHPOBAHO
U3J1araj CBOe pelIcHue.

Xopowo

OOyJaromuiicst caMOCTOSITEIbBHO ¥ B OCHOBHOM
MPaBIJIBHO PElII y4eOHO-ITPO(EeCCHOHANBHYIO 3a/1ady,
YBEpEHHO, JIOTUYHO, TIOCJIEI0BATEIILHO u
apryMEHTHPOBAHO M3Jaraj CBOe pelleHHeE.

YaoBaersopurenbHO

OOyuatonuiics B~ OCHOBHOM  pemIlma  y4eOHO-
npodeccHoHaIBHYI0 3ajady, JOIYCTHII
HECYIIECTBEHHBIE OIMNOKH, CIIa00 apryMEHTHPOBAI CBOE
pelieHue.

HeynosyerBopurebHo

OOyyaronuiicsi He pell y4eOHO-IPOecCHOHANTBHYIO
3ajady.

7.2 ®OC pas npoBeeHUsI IPOMEKYTOYHOM aTTeCTalllH.

7.2.1. 3apaHus 1JId ONEHKH 3HAHUIN K 324YETV C OLEHKOM

Kon
®opmupyemas
KOMIIeTeHIUsl pesyabrara 3ananme
00yueHust

OIIK-5 Ilepeuens Bonpocos
croco0eH 1. HopmatnBHO-MeToAMYecKast 6a3a Jemonpon3BOICTBA
HCII0JIb30BaTh IIPU 2. lenn, 3apaun, GyHkmmm ciryxos JJOY
pelieHnn 3. Knaccugukamust JOKyMeHTOB
npodeccrnoHaIbHBIX 4. Yandukanus J0KyMEHTOB
3a/1a4 COBpEMEHHbBIE 5. CtpykTypa 1 00beM TOKyMEHTO000pOTa
nH(OpMaIMOHHbIE 6. Ilpriem 1 00paboTKa BXOASIINX JOKYMEHTOB
TEXHOJIOTMH U OIIK-5-3.1 | 7. IlpumepHBIii mepedeHb OKYMEHTOB, HE IIOJUICXKAIINX PETHCTpalnu
IpOTrpaMMHBIE ciryxooii JJOY
Cpe/CTBa, BKJIIOYAs 8. PaccMoTpeHune JOKyMEHTOB PyKOBOJCTBOM (PE30ITIOLIHS)
yIpaBleHUE 9. Pabora ¢ ucxonsumH (OTIIPaBIIEMbIMH) TOKYMEHTaMH
KpYIHBIMU 10. PaboTa ¢ BHyTpEHHIMH JIOKYMEHTaMH

MaCCHBaMH JaHHBIX
" ux
I/IHTeHHeKTyaHBHHﬁ

11. Perucrpanust TOKyMEHTOB
12. apekcupoBaHuie JOKYMEHTOB
13. ®opMBbI perucTpanu




aHaIM3 14. IpaBuna 3an0NHEHNS] PEKBU3UTOB KapTOUYKH
15. CripaBoyHas KapToTeKa
Ilepeyenn Bonpocos
1. PaboTa ucnonHUTENEH C JOKYMEHTaMH
2. KoHTpOJIb MCIIOJHEHHS IOKYMEHTOB
3. CpoKH HCIIOTHEHHS JOKYMEHTOB
4. ®opmymsap-obdpasery
5. OdopmiieHre peKBH3UTOB TOKYMEHTOB
6. TpeboBanus k OIaHKaM
7. MakcuManbHBIA Ha0Op pEKBU3NUTOB
8. CynHOCTb M Pa3HOBHIHOCTH OPTaHU3AILMOHHBIX TOKYMEHTOB
9. YcraB u ero pazneinsl
10. lomkHOCTHAsT HHCTPYKIMS
OIK-5-3.2 | 11 Monoxenue
12. llltaTHOE pacnucaHue, CTPYKTypa M IITaTHast YUCICHHOCTh
13. CymHOCTh ¥ pa3HOBHHOCTH PAaCHOPSIUTENBHBIX JOKYMEHTOB
14. OdopmiteHre IpHUKa3a U PACTIOPSHKCHHS
15. Ykazanue
16. [TocraHOBICHUE
17. Perenue
18. HNupopMannoHHO-CIIPAaBOYHbBIC JOKYMEHTHI M HX PA3HOBHIHOCTH
19. Akt
20. ITporoxon
21. TpebGoBaHus, MpeIbIABIIEMBIC K TOKJIATHON 3aIHCKe.
7.2.2. 3anaHus 1Js OLEHKH YMEHHUI K 3a4eTy
®opmupyemast Kon
KOMIICTOHILHST pe3yJabTaTa 3ananue
00yueHust
OIIK-5 Ilepedyenn BonpocoB
criocodeH 1.IlopsiakoBbIii HOMep OJ1aHKA CJIedyeT pacnoJiararh:
UCIIOJIb30BaTh PU a. B BEpXHEH YacTH JHLEBON CTOPOHBI OJIaHKa;
pelieHun 6. B HIDKHEH 4acTu JIUIIEBOI CTOPOHBI OJIAHKA,;
npohecCHOHATBHBIX B. B BepXHEH 4acTH 0OpaTHON CTOPOHBI OJIAHKA,
3a/1a4 COBPEMEHHBIE I. B HIDKHEW yacTu 0OpaTHOM CTOPOHBI OJIaHKA.
nH(OpMaIMOHHbIE 2. Kakme u3 npHBeIeHHBIX HHUKe BXOISIIMX JAOKYMEHTOB He
TEXHOJIOTHH 1 MO/IVIEKAT PEerncTpanmm:
HpOrpaMMHBIE a.  TO3JPaBUTEIIbHBIC MUCHEMA;
CpencTBa, BKIIFOYast 0. TrapaHTHifHBIC TUCHMA;
yIpaBJieHUE B.  IHCbMa-3arpochl;
KPYIHBIMHU I.  CONPOBOJMUTEJbHBIE MUCHMA.
MacCHUBaMH JJAHHBIX 3. B In4HyI0 KapTOYKY COTPYAHHKA He 3aHOCAT CBEIEHHUSI:
U UX a. O BOMHCKOM y4eTe;
MHTEJUICKTYalbHbIH 6. O NIPUHAMICIKHOCTH K IOJUTHYECKUM TMAPTHSIM U OOILIECTBEHHBIM
aHau3 OIIK-5—-3.1 | opranm3anusm;

B. 00 oOmmem craxe padoTHI;

I. O CeMEHHOM MOJN0KEHUH.

4. CayxeOHbIH TOKYMEHT, KOTOPBIii COJeP:KHT NpeNJIoKeHHEe O
HA3HAYCHUH HA JOJLKHOCTD, NepeBo/e Ha JPYTyI0 A0JKHOCTh (padoTy)
WJIH NOOIPeHNH (Harpaje, NPeMHPOBAHNHN) COTPYAHHKA OPraHU3ANMH
HA3bIBAETCSH:

MpUKa3 10 JUYHOMY COCTaBY;

JOKJTaHAs! 3aITUCKa;

IIpUKa3 1o a)IMI/IHI/ICTpaTI/IBHO-XOSHﬁCTBGHHHM BOIIpOCaM;
IIPEACTABICHUE.

PexBuzur «@aMuausi UCMOJHUTENSI U HOMep ero TejedoHa» B
CIy:ke0HOM JOKyMeHTe, O(GOpMIICHHOM Ha HECKOJbKHX JHCTAX,
YKa3bIBaIOT:

a. B JIEBOM HIXKHEM YITy JIMIEBOH CTOPOHBI
JIOKYMEHTa;

oo wE o

IOoCICAHETO JIUCTa




6. B JICBOM BEpXHEM YIIy OOpaTHOM CTOPOHBI MOCIEIHEro JIMCTa
JIOKYMEHTA;

B. B JIEBOM HW)XKHEM YIJIy JIMIIEBOW CTOPOHBI IIEPBOTO JIUCTA JOKYMEHTA;
. B JIEBOM HIDKHEM YIiy oOOpaTHOW CTOPOHBI IIOCIEIHETO JIFCTa
JIOKYMEHTA.

6. ;151 yero mpoBoANTCH YHH(PUKALUSA TOKYMEHTOB?

a. ISl TOKyMEHTHPOBAHMSI YIIPABJIEHUECKON JESITEIbHOCTH;

0. U1 OpraHu3anuu padboThI ¢ JOKYMECHTAMU;

B. JUIS CHUIKEHHsI KOJMYECTBA MPUMEHSIEMBIX JIOKYMEHTOB, CHIKEHUS
TPYAOSMKOCTH UX 00pabOTKH.

7. B kakoM [0OKyYMeHTe MOryT ObITb OrOBOPEHbI YCJOBHUS
PeopraHu3aluy 1 JUKBUAANNH OPpraHu3anuu?

a. B ycraBe opranusanuy;

6. B monoxeHnn o CTpyKTypHOM TOpa3IelICHAN;

B. B 1OMKHOCTHOM MHCTPYKLIUU;

r. B npukase no oCHOBHO! AEATEIBHOCTH.

8. JleAITeJILHOCTD 10 CO3IAHMIO IOKYMEHTOB HA3bIBAETCH ...

a. JlenonpousBoaCTBO

6. HoxymeHnTOo000pOT

B. JIOKyMeHTUpOBaHUE

r. CucteMa JOKyMEHTallUU

9. JIoKyMeHTBI 10 TUYHOMY COCTABY OTHOCATCH K IPyHIIE ...

a. OpraHu3allMOHHO-PACTIOPAIUTENBHBIX TOKYMEHTOB

0. PacnopsiiuTesibHBIX TOKYMEHTOB

B. CripaBOYHO-HH(POPMAIMOHHBIX TOKYMEHTOB

r. DUHAHCOBO-PACYETHBIX TOKYMEHTOB

10. AKTBI, NUCbMA, (PAKCHI, JOKJIAAHbIE 3AIIUCKH OTHOCATCSH K...

a. Opranu3alMOHHBIM JOKyMEHTaM

6. CripaBoYHO-WH(POPMAMOHHBIM JOKYMEHTaM

B. PacnopsaauTenbHbIM JOKyMEHTaM

r. BHEIIHUM JOKyMEHTaM.

OIIK-5-3.2

IlepeueHb BONIpoOCOB
1. B kakoM CcHpaBOYHHKe MOXHO Y3HATh O CPOKax XpaHeHUs
JIOKYMEHTOB?
IMOJIOKECHHUU O KaHUECIIAPHUU,
IIepeune 1OKyMEHTOB;
Howmenknatype aen;
taberne GopM TOKYMEHTOB.
. Ha kakmx u3 mNepeyHMCIEHHBIX JAOKYMEHTOB He00X0AUMO
npocraBJieHue neyaTu?
a. JloknmagHbIX 3ammckax;
6. TapaHTHITHBIX HICEMAaX;
B.  YcCTaBax OpraHU3aLuii;
r.  3asBJICHUAX TPAXKIIAH.
3. Kakue U3 Ha3BaHHBIX MPUHIUIOB JIEKAT B OCHOBE CHCTEMATH3ALMHU
JIOKYMEHTOB B jeja?
a.  ABTOpCKHI;
6. TIpOTOKOJBHBIN;
B. Hywmepaunonssiii;
r.  AndaBUTHBIH.
4. Bei0epuTe U3 NMpeIOKECHHBIX N0JKHOCTEH Te, KOTOPbIe OTHOCATCH K
cay:kbe neJIonpon3BoacTBa?
a. Menenxep;
0. Dkcregurop;
B.  OJBakyarop;
r. IlouranboH.
5. YUro, no BamieMy MHEHHU10, 10JIKHO BXOJAUTh B COCTAB Pe30JIIOLIUHM HA

ND o

JOKyMeHTe?

a. Iloamuce;

6. OTtMeTKa 0 IOMYyYEHUH TIOKYMEHTA;

B.  damuinus UCTIOIHUTEIIS;

r. Ileuats.

6. TapanTHiiHOe MHCHEMO 00513aTeJHHO I0JKHO OBITH MOANMCAHO:




a. PyKOBOJUTEIIEM NPEATIPUATHS U TTIaBHBIM OyXrajiTepom;

0. pyKOBOAWTENEM NPEANPUSATHA M OTBETCTBEHHBIM HCIIOJIHUTEIICM
MUCHbMa;

B.  TJABHBIM OyXTalTepoM U OTBETCTBEHHBIM HCIIOTHHUTEIIEM IHCHMA;

I.  HCKIIOYUTENBHO ITaBHBIM OyXTalTepOM MPEANPHSTHS.

7. Kakoii 10/5kHa OBITH MOANNMCH HA TOKYMEHTE, €CJIM OH COCTAaBJIeH
HAa (pMPMEHHOM 0J1aHKe KOMIIAHUM:

a. TI'enepanssslii qupekrtop (moamuce) ®. E. Iletpos;

6. Tenepanshslit qupexrop OAO «Jlunus» (noxamucsk) [erpo @. E.;

B. IlerpoB @. E. (moamnuce).

8. OTTHcKk meyaTH Ha CJIY)KeOHOM [OKyYMEHTE CTaBAT TaKHM
00pa3oM, YTOOBI OH 3aXBATHIBAJI:

a. TIepBble HECKOJBKO OYKB Ha3BaHWS JIOJDKHOCTH JIMIA, TOJAMMCABIIETO
JOKYMEHT;

6. TmociemHME  HECKONBKO OyKB  Ha3BaHWUS  JOJDKHOCTH  JIHIIA,
MTOITMCABIIETO JOKYMEHT;
B. TIOCIEHAHHE HECKONbKO OykB (aMWIMU JHIa, MOAMHCABIIETO

JOKYMEHT;
I.  TOCIEIHIOI CTPOUYKY TEKCTa CIIY>KEOHOTO JOKyMEHTA.

9. Kakum cmnoco6oM mnpocraBiisieTcsi Aata B rpude yTBepKIeHHs
JIOKyMeHTa?

a.  MAIIMHOIKMCHBIM CITOCOOOM;

0. TpOCTaBiSeTCS OT PYKHU CEKpETapeM IOCie yTBEPXKICHUS HOKYMEHTa
PYKOBOJUTEINEM;

B. MPOCTAaBIIETCd CaMUM pPYKOBOAMTENIEM B MOMEHT YTBEPKACHUS
JOKYMEHTa;

I.  TPOCTABISIETCS JTIOOBIM CIIOCOOOM.

10. Kakoii U3 yKka3aHHBIX BHIOB NPHKA30B ABJISIETCS OIIHOOYHBIM:
MIPHUKa3 [0 OCHOBHOM IEATENLHOCTH;

MIPHUKa3 [0 aAMUHUCTPATUBHO-XO035ICTBEHHO! JEATENBHOCTH;

HpuKa3 Mo (UHAHCOBO-XO3AHCTBEHHON AEATENbHOCTH;

HpHUKa3 [0 JUIHOMY COCTaBYy.

J® o

7.2.3. 3aganus 1Js ONEHKH BJAACHHII, HABLIKOB K 324YeTy ¢ OLEHKOH

Kopn
®opmupyemast
KOMIIeTeHIUsI pesyabTara 3ananne
00yueHust
OIIK-5 [pakTuyeckue 3aqaHust
Croco0eH 1. CocraBbre u opopmure npuka3 mo OO0 «TOT» o mpueme JlornHOBOI
HCIIOJIb30BaTh IIPU Okxcanpl CepreeBHbl Ha MOCTOSHHYIO pabOTy KOHIYKTOPOM MapLIpyTHOTO
pelieHnn aBToOyca. Pasmep oxmajma coctaBisier 3,5 Thic. py0. OcHOBaHUEM IS
podecCHOHATBHBIX n3gaHua npukaza nocuyxuian 3ageieHue O.C.JlormHOBOH M TpymOBOH
3a/1a4 COBPEMEHHBIE noroBop Ne 21.
MHPOPMALMOHHBIE 2. CocraBbte u O(GOPMHUTE COKpAIEHHBIH MNPOTOKON CcOOpaHus
TEXHOJIOTUU U OIK-5 — B.1 oOyuaromuxcsa Bameil ydeOHOH rpymmel. Ha coOpaHuUM HpHCYTCTBOBAJIH
NpOrpaMMHBIE BCE 00yYaroLIrecs rPYIIIbl, a TAK)KE METOHUCT OT/ICJICHHS HEIOPHIMUECKHX
Cpe/CTBa, BKJIIOYAs crneruanbHocTel. CekperapeM ykaxkuTe cels, a Ipesice1aTeneM — CTapocTy
yIpaBJIeHUE rpynnsl. B moBecTke aHS coOpaHMsi OAMH BOIPOC — BBIOOPHI HOBOTO
KPYIHBIMHU crapoctel rpymnbl. CooOmieHne chenan TNPEeKHHH CTapocTa, yKas3aB
MacCHUBaMH JaHHBIX NPUYUHBI, 10 KOTOPHIM OH HE MOXET OOJbIIe BBINOJHATh HPEXHHUE
U UX o0s3aHHOCTH. BBICTYNHMIM J1BOe 0Oydaromuxcs TIpYIbI, IPEIIOKHB
HMHTEJUIEKTYalbHbINA KaHIUAATYpPBl HOBOTO CTapocThl. Pemenwe coOpaHuss W JIpyrue
aHau3 HEJIOCTAIOMINE CBeICHUS CHOPMYTHPYHTE U YKAKUTE CAMOCTOSTENBHO.
IIpakTuyeckue 3axaHus
1.CocTaBpTe aKkT mpuema Tepemadd Jea mpu cMmeHe cekperaps B OAO
«Ctpoiikomruiekcy. besmmii cekperappr H.H.KopoBmna mnepemaer nena
OIIK-5-B.2 | BHOBp Ha3HaueHHOMY cekperapio O.C.AOpaMOBO B TNPHUCYTCTBUH

HavyabHUKa KaHmexipuu M.D.PomanreBoii (mpemcenaTellb KOMHCCHN).
[Tepenano 18 nmen B cCOOTBETCTBUM ¢ HOMEHKJIATYPOU JeN Ha TeKYLIHil Tof.
Bce pmena odopmieHBl B CKOpPOCHIMBATENsAX. AKT COCTaBI€H B 2-X




sK3eMIusIpax, oguH — B geno Ne 01-17, sropoit — H.H.KopoBunoil. Akt
YTIBEpKIEH 3aMeCTHTeNIeM TeHepanbHoro ampekropa OAO mo mepcoHary
M.M.Iamxko.

2.Ha Omamke c yriioBBIM pacroiioxxeHneM pekBm3uToB OAO «Pamyray
MOATOTOBUTh IPUKa3 O PEOPraHW3aLUKM KaHOEIAPHH B  OTAEN
HHPOPMAINOHHO-TOKYMEHTAIIIOHHOTO oOecrieueHus (01 J0). B
KOHCTAaTHPYIOIIEH 9acTH HEOOXOIMMO COCIIAThCS Ha pacuIMpeHue (QyHKIUH
W BHEIpeHHEe B pabOTy CHUCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa. B
pacnopsAUTENILHOM YacTH yCTaHABIMBACTCS LITATHAS YHCIEHHOCTh OT/eia
B KOJIMYECTBE 7 4EJIOBEK, AAIOTCS MOPYYSHHs HaYaJIbHUKY YIKOHOMHYECKOTO
OT/eJa 10 BHECCHUIO M3MEHEHHH B INTATHOE PAaCHHMCaHWE W HaYaJbHUKY
KaHIeIIpuu 1o paspadborke nojxoxeHus oo OWJIO. OcranbHble naHHBIE
YKaKUTE CAaMOCTOSITENBHO.

YPOBHH H KPpUTEPUHA HTOrOBOM OLIEHKH pe3yJbTaTOB 0CBOCHUA JUCHUIIIMHBI

KpnTepnn OIICHUBAHUA Hrtorosasi onenka

Yposens 1. He3HnaHue 3Ha4UTEIBLHON YaCTU IPOrPAMMHOIO HeynoBneTBopuTebHO/HE3aUTEHO
HepnocraTounslii | MaTepuana, HEyMEHHE JaKe C IIOMOILBIO
npenojaBarens chopMyIHpOBaTh IPaBUIbHbIE OTBETHI
HAa 337]aBacMbl€ BOIIPOCHI, HEBBIIIOJIHEHUE
IPAKTUYECKUX 3aJaHUil

YposeHs 2. 3HaHUe TOJIBKO OCHOBHOT'O MaTepHaia, J0IyCTHMBI Y 10BIIETBOPHUTEIILHO/3a4TEHO
ba3zoBbrIit HETOYHOCTU B OTBETE Ha BOIIPOCHI, HAPYIIEHUE
JIOTUYECKON NOCIEA0BATENBHOCTH B U3JI0KEHUH
MPOrpaMMHOI0 MaTepuaia, 3aTpyAHEHHS [IPU
pELICHNN NPaKTHYECKUX 3a1a4

Yposens 3. TBep/ible 3HaHUA IPOTPaMMHOTO MaTepuana, Xopo11o/3a4TeHO
IToBBIIIEHHBINH JOMYCTUMBIC HECYHMICCTBCHHBIC HETOYHOCTHU ITPHU
OTBETE Ha BOIPOCHI, HAPYILIEHNE JOTHYECKON
MOCJIEIOBATEIIEHOCTH B H3JIOKEHUH IIPOTPAMMHOTO
MaTepHana, 3aTpyAHSHUS [IPH PEIICHUHN MPAKTHISCKUX

3ajaq
Yposens 4. I'my6okoe ocBOeHHE TPOTPaMMHOTO MaTepuarna, OTnn4yHO/3a4TEHO
[IponBuHyTHIH JIOTHYECKH CTPOHHOE €ro N3JI0KEHHE, yMEHHE CBI3aTh

TEOPHUIO C BOZMOXKHOCTBIO €€ IPUMEHEHM S Ha
MpaKTHKE, CBOOOHOE PEIICHHE 3a/1a4 1 000CHOBaHHUE
IIPUHSTOTO PELICHUS

8. IEPEYEHb OCHOBHOM U JJOIIOJTHUTEJBbHON YYEBHOWM JINTEPATYPHI,
HEOBXOIMMOMH JJIs1 OCBOEHUSA JUCHUTIIIMHBI (MO1YJIS).
8.1. OcHoBHas y4eOHasl IuTEpaTYypa

1 KazakeBuu T.A., Txammu A.W. JlokymeHtoBeneHue. J[OKyMEHTAIlMOHHBINH CEpPBHUC:
yueOHUK U IPaKTUKyM i1 OakanaBpuata. — M.: FOpaiit, 2019.

8.2. lonotHUTEILHAS y4eOHAs JUTEpaTypa

1. Ky3nenor M.H. [enonpousBonctBo : y4deOHO-crpaB.mocodue. — M.: [JlamkoB u K,
2014.

2.J1enonpou3BOACTBO: 00pa3Ibl, JOKYMEHThl. OpraHu3anus U TEXHOJOTUS padoOThI /
pen. L.K. Kopuees, B.A. Kyapsies. — M.: [Ipocnekr, 2014.

9. IEPEYEHh PECYPCOB MH®»OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM
CETU <MHTEPHET», HEOBXO/JUMBbIX JJIA OCBOEHUA JUCIUAIIJIMHBI (MOAY JISA).
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baza manubIx ¢ pyopukatopom: 53 orpaciu / 600 HCTOYHUKOB /
8 ¢denepanpueix okpyroB P® / 235 crpan m Teppuropuii /
TJIaBHBIE MaTepraibl / cTaTbu ¥ WHTEpBBIO 13000 mepBBIX JHII.
ExenHeBHO ThICSYa HOBOCTEH, IOJIHBIM TEKCT Ha PYCCKOM
si3pIKe. MWUIMOHBI CIO)KETOB HH(OPMAreHTCTB M JIEJIOBOM
npeccsl 3a 15 net. IHTEepHET-CepBUCHI IO OTPACIIAM U CTPaHaM.

Bropo Ban [laiik (BvD)
https://www.bvdinfo.com/ru-
ru/home?utm_campaign=search&utm_mediu
m=cpc&utm_source=google

Bropo Bam [laiik (BvD) myOmmkyeT HCYEpHBIBAIOIIYIO
nHpopManuio o KommaHmsix Poccum, Ykpawmnsl, Kazaxcrana u
BCETO MHPa, a TAKKe OM3HEC-aHATUTHKY.

YuuBepcurerckas nHGOpMaIMOHHAS CHCTEMa
POCCHUA
https://uisrussia.msu.ru/

Temarndeckass dnekTpoHHas OuOimoreka w  0asa s
NPUKITAAHBIX  HCCIEAOBaHWUI B 00MACTH  3KOHOMHKH,
VIPaBICHUS,  COLMUOJNIOTHM,  JIMHTBUCTUKH,  (uiocodum,
(UITONOTHH, MEXTyHAPOIHBIX OTHOIICHUH, MpaBa.

®DenepanpHas Ciryk0a TocyIapCTBECHHOM
CTaTUCTUKHU
http://www.gks.ru/

VYnoBneTBopeHHe  NMOTPEOHOCTEH  OpraHoB  BIACTH U
YIpaBleHUS, CPEACTB MaccOBOH WH(OpMAINK, HacEICHUs,
Hay4YHOH OOINECTBEHHOCTH, KOMMEPYECKMX OpraHM3aluid u
OpeJIpUHIMaTeNed,  MEXIYHapOIHBIX  OpraHU3alud B
pa3HooOpa3HOW, OOBEKTUBHOW W TIONHOW CTaTHCTHYECKOM
nHpopmanmun — TriaBHas 3amada  DemeparbHOW  CIyXKOBI
TrOCYJJapCTBEHHON CTaTUCTUKH.

MexayHaponHas —3KCIepTH3a IpHU3HAJa  CTaTHUCTHYECKUE
naHHble DenepanbHON CIy)kObl TOCYapCTBEHHOI CTaTUCTUKU
Ha/IeKHBIMH.

Hay4Has 3JIeKTpoHHas 6ubanoreka Elibrary
http://elibrary.ru/

Hayunas osmexrponnas Oubmmoreka eLIBRARY.RU - 310
KpPYMHEHIHUH POCCUHCKHI HMH(MOPMAaMOHHO-aHAIUTHYECKUI
nopral B O0NacTM HAayKH, TEXHOJOTMM, MEIULIUHBl WU
00pa3oBaHus, COAEpKaIIni pedepaThl U MOJHBIE TEKCThI OoJiee
26 MJH Hay4yHbIX crareii W mnyOnukauuid, B TOM 4HCIIE
9NeKTpoHHBIE Bepcun Oomee 5600 poccuiickux HaydHO-
TEXHUYECKUX JKypHAJIOB, U3 KOTOPhIX Oosiee 4800 >xypHAIIOB B
OTKpPBITOM JOCTYTIE

nopras DIeKTpoHHast Onbarorexa:
JICCEepPTALNH
http://diss.rsl.ru/?menu=disscatalog/

Poccuiickass rocymapcTBeHHas OMONMHOTEKa MPEIOCTABISET
BO3MOXXHOCTh JIOCTyNa K IOJHBIM TEKCTaM JUCCEepTaluil u
aBTopedepaToB, HAXOASIIUMCS B DJIIEKTPOHHOHN (opMe, UTO J1aeT
VHUKAJIbHYIO BO3MOXXHOCTh MHOTHUM YHTATEJSIM  TIONYYHTh
HWHTEPECYIONYI0 HH()OpMAIMI0, HE IOKWAAs CBOETO TOpOoja.
Hns nocryna x pecypcam OB PI'b cosparorcs BuptyanbHbie
YHUTaJbHBIC 3allbl B OMONMOTEKaX OpraHW3aluil, B KOTOPHIX U
MIPOUCXOJUT  TPOCMOTP  DJIEKTPOHHBIX  JUCCEpTALUd U
aBTopedeparoB  monp3oBaTelsiMH.  Karajmor — DIeKTpoHHOM
oubmmorekn nguccepranuii PI'B  Haxomutcss B cBOOOIHOM
JIOCTYyTIE JIJIs TF00O0TO MOIb30BaTens ceTn VIHTepHeT.

caiiT lHCTUTYTa HayYHO! HHPOPMAIHH 110
obmecTBeHHBIM Haykam PAH.
http://www.inion.ru

bubnuorpapuueckne ©6azer mamneix MMHWOH PAH 1o
COLMAJIbHBIM U TYMaHUTApHBIM HayKaM BeayTcd ¢ Hadana 1980-
X TomoB. OOmmi 00BEM MacCHBOB COCTaBISICT Gojiee 3 MUIH.
500 Teic. 3ammuceii (nanuble Ha 1 sHBaps 2012 1.). ExkeromHbrit
npupoct — okoJio 100 Thic. 3amuceii.

B 6a3p1 JaHHBIX BKIIOYAIOTCS aHHOTHPOBAHHBIC ONHCAHUS KHHUT
U CcTared W3 O>KypHaloB W cOopHUKOB Ha 140 s3pIKax,
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nocTynuBmux B @DyHaameHTanpHyro Ouoimorexky WMHWOH
PAH.

Omnwmcanus cratell ¥ KHUT B 0a3ax JaHHBIX CHAOKEHBI MUPPOM
XpaHEHHWs M CCHUIKAMHM Ha IIOJHBIE TEKCThl HCTOYHHUKOB U3
Hay4Hol 31eKTpoHHON OMOIMOTEKH.

®epepanbublii  nmopraix «Poccumiickoe o0pazoBaHue» —
YHUKAJbHbII HHTepHeT-pecypc B cdepe oOpazoBaHus u
HAYKH.

ExenHeBHO MyOnMKyeT caMble aKTyasbHbIE HOBOCTH, aHOHCHI
coObITHi, NHPOPMAMOHHBIE MaTepHaIbl Ul HIMPOKOTO Kpyra

®enepanbubiil nopran «Poccuiickoe yyrarened.  ExeHenenbHo Ha - IOpTale  pa3sMELLAKOTCS
obpazoBaHue» [DIEeKTPOHHBIH pecypc] — SKCKJIIO3UBHBIE  MaTepHalbl, HHTEPBBI0 C  BEAYIIMMU
http://www.edu.ru CHCIHMANIUCTAMHA — TMEAaroraMu, IICHXOJOraMH, YYCHBIMH,

penopTaxu U aHATUTHYECKUE CTAThH.
UuTaresn MONy4yalOT JOCTYN K HOPMAaTUBHO-NIPAaBOBOM Oase
chepsl 00pa3oBaHMS, OHHM MOTYT IIOJB30BaThCA CAMBIMHU
Pa3IMYHBIMY TIOJIC3HBIMU CEPBHCAMHM — TAKMMH, KaK OHJIaiH-
TECTUPOBAHHE, ONIPOCHI 110 AKTYaJIbHBIM TEMaM U T.JI.

10. METOANYECKHUE YKA3AHUSA JJIsd OBYYAIOUIUXCS MO OCBOEHUIO
JUCHUATLIAHBI (MOIYJIST).

OCHOBHBIMU BHJIaMU ayIUTOPHOI pabOTHl 00yYaroIIerocs Npyu U3y4eHUH AUCLUITINHBI
SBJISIIOTCS JICKIMM U ceMUHapcKue 3aHatus. OOydaroluiics HEe MMeeT IpaBa NpOIycKaTh 0e3
YBAXKUTCIBbHBIX NPUYWH AYJUTOPHBIC 3aHATHA, B IPOTHBHOM CJIy4aC OH MOXKCT OLITH HE
JIONYIIEH K 3a4eTy/9K3aMeHY.

Ha JICKOUAX OAIOTCA W PA3bACHAIOTCA OCHOBHBIC TMOHATHA TEMBI, CBA3AHHBIC C HeH
TEOpPETUYECKHE U MPaKTUUYECKUEe MpoOJIeMbl, PEKOMEHIAIMH /ISl CaMOCTOsATEeNIbHOW paboTsl. B
X0JIe JIEKIIMM 00ydYaroIuiics JOJKEH BHUMATEIbHO CIyllaTh U KOHCHEKTHPOBATh JIEKIIMOHHBIN
matepHal.

3aBepuIalOT M3yuyeHHE HauOosee BAXKHBIX TeM Y4YeOHOM AMCUMILIMHBI CEMHUHApCKUE
3aHATUSA. OHHM CcIyKaT JUIsl KOHTPOJIA MOJATOTOBJICHHOCTH OOYyYarollerocs; 3akperjieHus
HN3YUCHHOT'O Marcpuaia; pa3BUTHA YMCHHA W HABBIKOB IMOATOTOBKH JOKJIad0B, COO6H1€HI/II\/'I 110
€CTeCTBEHHOHAYYHOH npoOieMaTuke; MpHOOPETEHUs ONbITa YCTHBIX MYOJUYHBIX BBICTYIJICHUMH,
BCACHUSA NUCKYCCHUH.

CemuHapy mnpeAlIecTBYeT CaMOCTOsATENbHAs paboTa oOyyaromerocsi, CBsA3aHHas C
OCBOCHHMEM JICKIIMOHHOTO MaTepHuaja ¥ MaTepUalIOB, M3JIOKEHHBIX B Y4eOHHKax, y4eOHBIX
nocoOusX W B PEKOMEHJOBAHHOW THpernojaBaTeleM TemaThdeckod nuteparype. Ilo
COTJIACOBAHUIO C MPENOaBaTeeM WM €T0 33JaHNI0 00yJaroIHiics MOXET TOTOBUTH pedepaTsl
[0 OTJENIHBIM TeMaM JUCHUIUIMHBL. [IpuMepHble TeMbl JOKIal0B, peepaToB U BOIMPOCOB IS
06CY)K)IGHI/I$I OPUBCACHBI B HACTOAIIUX PEKOMEHAAIUAX.

10.1. PadoTa Ha JeKuMH.

OcCHOBY TeOpeTHYecKOro oOyueHHUsi OOydaloIUXCsl COCTABISIIOT JieKiuuu. OHU JaroT
CHCTEMAaTH3UPOBAHHBIC 3HAHUA OOy4YalOMMUMCS O HauboJee CIOXKHBIX U aKTYaJIbHBIX
dunocodckux mpobdnemax. Ha nmexkuusx ocoboe BHHUMaHHE yeisieTcs HE TOJIbKO YCBOCHHIO
00yJaronMMuUC HM3y4aeMbIX MPOOJIeM, HO U CTUMYJIMPOBAHHUIO UX aKTUBHOM IMO3HABATEIbHON
JEATENIbHOCTH,  TBOPYECKOTO  MBIIUICHHS,  Pa3BUTHI0  HAYYHOIO  MHUPOBO33PEHHS,
MpoQeCCHOHAIBHO-3HAUYMMBIX CBOMCTB M KadecTB. M3maraemelii MaTepral MOXET MOKa3aThCs
0o0y4JaromUMCsl  CIIOKHBIM, HEOOBIYHBIM, TMOCKONBKY BKJIIOYAeT 3HAHUS, TOYEPIHYTHIE
MIPENoIaBaTesIeM U3 Pa3jW4HbIX OTPACiell HAyKH, PEJIMTHMH, UCTOPUH, MPAKTUKHA. BoT mouemy
HE00X0UMO TOOPOCOBECTHO U YIIOPHO paboTaTh Ha JNeKuusax. OcymecTBss yueOHbIe JeHCTBHS
Ha JIEKIMOHHBIX 3aHATHUAX, OOydaroniyecs IODKHBI BHUMATEIbHO BOCHPUHUMAThH JEHCTBUS
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mpernoaaBarelis, 3allOMHUHATh CKJIAJbIBAIONIMEeCs 00pa3bl, MBICIUTH, JOOUBATHCS MOHUMAHUS
M3Yy4aeMOTo0 MpeaMeTa.

OOyuaromuecs TOJKHBI aKKypaTHO BECTH KOHCIIEKT. B ciyyae HeTOMOHUMAaHUS KaKO -
anb0 4yacTH IpeaMeTa cleqyeT 3aJaTh BONPOC B YCTAHOBICHHOM MOpPSAKE IMpenojaBarenio. B
mporecce padoThl Ha JIEKIMM HEOOXOIWMO TaK € BBIMOJIHATH B KOHCIIEKTaX MOJETH
U3y4aeMoro mpeaMera (pUCYHKH, CXEMbl, YEpPTeKU U T.J.), KOTOpPBIE HCIOJIb3YyeT
IIpernoaaBarelb.

OOyvaromumcs, H3y4yalolUM KypC, PEKOMEHIYeTCs pacHIMpsATh, YriayOusTh,
3aKPEIUISATh YCBOCHHBIC 3HAHUS BO BPEMsI CAMOCTOSITETLHOW pabOThI, 0COOEHHO MPH MOJATOTOBKE
K CEMUHApCKUM 3aHSATHSM, H3y4aThb M KOHCIIEKTUPOBATh HE TOJBKO O00S3aTENbHYIO, HO U
JIOTIOJIHUTEIIBHYIO JIUTEPATYPY.

10.2. PaGoTa ¢ KOHCIIEKTOM JICKIIUH.

IIpocMoTpuTE KOHCIEKT cpa3y mnocie 3aHAThil. OTMEThTE MaTepuall KOHCIIEKTA JIEKIH,
KOTOPBI BBI3BIBACT 3aTPyJHEHMs [ NOHMMaHuA. llomblTaliTech HaWTH OTBETHI HA
3aTPYJHUTEIBHBIE BOIIPOCHI, UCIIONB3Ys NPEAJaraeMyro JuTepaTypy. Ecin caMocTosATenbHO He
yrajgoch pa3oOparbcsi B MaTepuane, copMyJIupylWTe BOIPOCHI W OOpaTUTECh Ha TEKYyIEH
KOHCYJIbTAllMM WIIM Ha OinKaiien JeKIMY 3a TOMOLIbIO K MPENoAaBaTeNo.

Kaxnyro Henemo oTBOAMTE BpeMs I INOBTOPEHMs IPOMAECHHOIO MaTepuala,
IIPOBEPSIS CBOM 3HAHMSI, YMEHUS U HaBBIKH I10 KOHTPOJIBHBIM BOIIPOCAM U TECTaM.

10.3. BoinosiHeHHe MPAKTHYECKUX PaldoOT.

[To Haubonee cinoxHBIM NpodaeMaM yueOHOW AUCHUILIMHBI IPOBOJSATCS IPAKTUYECKUE
3aHaTud. VX rinaBHOU 3ajaveil sBISeTCS YriayOJeHHe U 3aKperieHHe TEOPETUYECKUX 3HAHHUH Y
o0yyJaroumxcsi.

IIpakTHueckoe 3aHATHE IPOBOAUTCA B COOTBETCTBUH C IUIAHOM. B 1utaHe ykas3bIBaroTcs
TeMa, BpeMs, MECTO, LEJIN U 3aJauM 3aHATUSA, TeMa JOKJIaZa U peQepaTUBHOTO COOOIIEHUS,
oOcyxnaemble BoOINpochl. JlaeTcss cHUCOK 00s3aTelnbHON M JONOJHUTENBHOM JHMTEpaTyphl,
PEKOMEHIOBAHHOM K 3aHATHIO.

[TonroroBka 0Oy4aromuXCs K 3aHATUIO BKJIIOYALT:

-3a0J1arOBpEMEHHOE 03HAKOMJIEHHUE C IJIAHOM 3aHSITHS,

-U3y4EHUE PEKOMEHI0BAHHOM JIMTEPATyphl U KOHCIIEKTA JIEKIIWIA;

-MIOJrOTOBKY IMOJIHBIX U TIyOOKHMX OTBETOB IO Ka)/IOMY BOIPOCY, BHIHOCUMOMY IS
o0CyXIeHus;

-MIOATrOTOBKY JIOKJIaJia, pedepara o yKa3aHUIO NMPEernojaBaTeis;

[Ipu mpoBeneHMM NPAKTHUECKUX 3aHATUN ynensiercss ocoboe BHUMaHME 3a/laHUsM,
IpeIoJiaratollluM HE TOJIbKO BOCIPOMU3BEIEHUE O0YJYaIOUIMMUCS 3HAHUM, HO U HaIlpaBJIEHHBIX
Ha pa3BUTHE y HHUX TBOPYECKOIO MBIIIJIEHHUS, HAay4HOTO MHpOBO33peHHs. [l myumiero
YCBOEHHUS M 3aKpEIUIeHHWs MaTepualia Mo JaHHOW TUCHUIUIMHE NMOMHMO KOHCIIEKTOB JIEKIIUH,
oOyyaromuMcsi HeoOXOAMMO HaydyuThCsl paboTaTh ¢ 00s3aTeIbHONM U JOMOJHUTEIHHOM
autepatypoil. W3ydeHuwe, IUCHUIUIMHBI MpeArojaraeT OTCIeKHWBAaHME MyOJUKaUuld B
nepuoauueckux n3nanusx u padory ¢ INTERNET.

[{enecooOpa3HO TOTOBUTHCS K MPAKTUUECKUM 3aHATHSAM 3a 1-2 HeAenu 10 uX Hadaja, a
MMEHHO: HAa OCHOBE M3YYEHHUs PEKOMEHJOBAHHOM JIMTEPATyphl BHIMUCATH B KOHTEKCT OCHOBHBIE
KaTeropu M MOHATHUS MO0 y4eOHON AMCLUMILIMHE, MOATOTOBUTh Pa3BEPHYTHIE IJIAHBI OTBETOB U
KpaTKoe CcoJep>KaHHe BBINOJHEHHbIX 3anaHuil. OOywaromuiicss IOKeH OBITh TOTOB K
KOHTPOJIBHBIM ~ OIIpOcaM Ha KakXJoM y4dyeOHOM 3aHsATuu. OnolOpsieTcss U moouipsercs
WHUIIMATUBHBIC BBICTYIUICHHUS C JOKIaAaMH U pedepaTamu 1Mo TeMaM MPaKTUIECKUX 3aHATUH.

10.4. IloaroroBka 10KJIA/10B, (PMKCHPOBAHHBIX BBICTYIVICHUI 1 pedepaTos.
[Ipn moaroToBke K JOKJIAMy IO TeMe, yYKa3aHHOW MperojaBaTesieM, O0ydJaroIuics
JIOJKEH O3HAKOMMTHCSI HE TOJIBKO ¢ OCHOBHOM, HO U JOIOJHUTEIBHOU JIUTEPATYPOM, a TAKXKE C



NOCIETHUMH MYOJIUKAIMSIMU 110 3TOM Tematuke B cetu MuTepHer. Heo0XoauMo moaroToBUTh
TEKCT JOKJIa/Ia ¥ WITIOCTPATHBHBIN MaTepHrall B BUAE Npe3eHTanuu. JloKiaa T0KeH BKIIOYATh
BBEJICHHWE, OCHOBHYIO 4acTh W 3akmoueHue. Ha nokmax orBomurcs 10-15 mMuHyT ydyeOHOTO
BpeMmeHu. OH J0JDKEH OBITh Hay4YHBIM, KOHKPETHBIM, OIPEICICHHBIM, TITyOOKO pPacKpbIBaTh
npoOJeMy U IyTH €€ PEIICHUS.

PexomeHnamu K BHIMOJHEHHUIO pedepaTa:

1. PaboTa BbInoNHAETCS Ha OJJHON CTOpOHE JHcTa popmara A 4.

2. Pazmep mpudra 14, MeKCTpOUHBIN HHTEPBAJ (OUHAPHBIN).

3. O0BéM paboThI JOKEH cOoCcTaBIATh 0T 10 10 15 McTOB (BMECTE C MPUIOKEHUSIMHU).

4. OctaBusieMble 110 KpasiM JIUCTA TOJIE UMEIOT CIICIYIOUINE Pa3Meph:

Caesa - 30 mm; cpasa - 15 mm; cBepxy - 15 Mm; cHu3y - 15 MM.

5. Conepxanue pedepara:

o Tumynousiii 1ucm.
o Cooepoicanue.
e Bseoenue.

BBenenune nomkHO BKIHOYATh B ce0si KpaTkoe OOOCHOBaHHME AaKTyaJbHOCTH TEMBI
pedepata. B 3TOl WacTH HEOOXOOMMO TaK)Ke IOKa3aTh, MOYEMY JaHHBIH BOMPOC MOXKET
NPE/CTABIIATh HAYYHBIH HHTEPEC M KAKOE MOXKET UMETh IIPAKTUYECKOE 3HAUCHHE.

e OcHosHOU Mamepua.i.
® 3axmouenue.

3akioueHne - 4acTb pedepara, B KOTOpoi (popMymupyroTCst BRIBOJBI IO maparpadam,
oOpamiaercss BHHUMAaHHUE Ha BBIMOJIHEHUE IIOCTABJICHHBIX BO BBEICHHMM 3a7ady M ICJICH.
3aKIII0YeHNE TOJDKHO OBITh YETKUM, KPATKUM, BHITEKAIOIIUM M3 OCHOBHOM YaCTH.

e Cnucox numepamypul.

6. Hymepanusi cTpaHMIl IPOCTABISETCS B MIPABOM HIDKHEM YIJIy, HAYMHASI C BBEICHUS
(ctp. 3). Ha TUTYIBHOM JIUCTE M COJIEPIKAHUH, HOMEP CTPAHUIIBI HE CTABUTHCS.

7. Ha3zpanusi pa3zienoB M MOAPA3AeOB B TEKCTE JOJKHBI TOYHO COOTBETCTBOBATH
Ha3BaHUM, IPUBEIAEHHBIM B COJICPKAHHH.

8. Tabauupl MOMEMIAIOTCS 10 XOAY H3JI0KEHHs, TOJKHBI UMETh MOPSIKOBBIA HOMeED.
(Hampumep: Tabnuua 1, Pucynok 1, Cxema 1 u T.11.).

9. B Ttabnunax u B TEKCTE ClEAyeT YKPYMHITh €IMHUILIBI U3MEPEHUs OOJIBIINX YHCEN B
3aBHCUMOCTH OT HEOOXOIMMOM TOYHOCTH.

10. TI'paduku, pucCyHKH, TaOJAMIBI, CXEMBbl CJIEIYIOT TOCJIE CChUIKM Ha HHUX U
pacrosararoTcsi CAMMETPHYHO OTHOCHUTEINILHO IIEHTa CTPAHHMIIBI.

11. B cnucke autepatypsl yKa3blBaeTCsl MMOJHOE Ha3BaHME MCTOYHHUKA, aBTOPOB, MeCTa
W3JJaHUS, U3/1aTEIbCTBO, TO/I BBIITYCKAa U KOJIMYECTBO CTPAHUII.

10.5. Pa3pa6oTKka 3JIeKTPOHHOI Mpe3eHTAlNH.

Pacmipenenenne TemM mpe3eHTAMK MEXy O0YUaIOIIMMUCS U KOHCYIbTHPOBAHUE UX TIO
BBITIOJTHCHUIO TTUCHMEHHOW pabOThI OCYIIECTBISIETCS TaKkxke Kak u 1o pedepary. [Ipucrynas k
MOJTOTOBKE MHUCHbMEHHON pabOThl B BHJIE SJEKTPOHHOUN MPE3eHTAMU HEOOXOAUMO UCXOIUTh U3
IeNneil Tpe3eHTallMd M YCIOBHWHA €€ TPOYTeHHs, KaK MpaBHJIO, TaKylo padoTy oOydaemble
MPEJCTABISIIOT MPENoAaBaTeNl0 Ha IMPOBEPKY IO DJIEKTPOHHOM TOYTe, YTO MCKIIOYaeT
BO3MOXKHOCTb JIONIOJTHUTEILHBIX KOMMEHTAPUEB U MOSCHEHUH K MPEICTABIICHHOMY MaTepHaIy.

[To cormacoBanuto C mpenoaaBaTeneM, MaTepUaIbl MPE3CHTAUU 00YJIAIOIIUICS MOXKET
npeacraButh Ha CD/DVD-aucke (USB ¢uom-gucke).

DNEeKTPOHHBIE MPE3EHTAINH BBIMOIHAIOTCS B mporpamme MS PowerPoint B Bume
CJIaliIOB B CJIEIYIOIIEM TTOPSIKE:

-TUTYIIBHBIN JIUCT C 3ar0JIOBKOM TEMBI M aBTOPOM HCIIOJIHEHUS TIPE3CHTALINN;

-TUTaH Mpe3eHTAIuH (5-6 MyHKTOB -3TO MAKCUMYM);

-OCHOBHas 4acTh (He 6onee 10 cnaitnos);

-3aKJIFOYCHHE (BBIBO);



OO6u1re TpeboBaHUS K CTUIEBOMY O(DOPMIICHUIO MTPE3CHTAINH:

-IM3aiH JOJKEeH OBITh MPOCTHIM U JIAKOHUYHBIM;

-OCHOBHasI IIeJIb - YUTAEMOCTh, & HE CYObEeKTHBHAs KpacoTa. [Ipu 3TOM He HaJO BIAJaTh
B JIPYTYIO KpailHOCTh U MHCAaTh Ha OEJBIX JIMCTAaX YEPHBIMU OYKBaMU — HE Y BCEX 3TO MOIYy4aeTcs
CTHJIBHO;

-IIBETOBas raMma JI0JKHA COCTOATh He 0ojiee YeM U3 ABYX-TpPeX LIBETOB;

-BCerja JO/DKHO OBITh JIBa THIA CIANJOB: JIJS TUTYJAbHBIX, IUTAHOB WU T.OI. U JJIS
OCHOBHOTO TEKCTa,

-pazmep mpudTa JoHKeH ObITh: 24—54 myHKTa (3aroyioBoK), 18—36 myHKTOB (OOBIYHBIIA
TEKCT);

-TeKCT JIOJDKEH OBITh CBEPHYT 10 KIIOYEBBIX CIIOB U (pa3. [lomHble pa3BepHyTHIC
MPEJIOKEHHUS Ha cllaiiflaX TaKUX MPE3eHTAlUN MCHOIB3YIOTCS TOJIBKO MpH HUTHpoBaHuu. llpu
HEO0OXOJMMOCTH, B TOJE «3aMETKU K CJaiaM» MOXKHO MPHUBECTH KPATKUE KOMMEHTApUU HITU
MOSICHEHHS.

-Ka)KIbIi CIIaiij TOJDKCH MMETh 3ar0JIOBOK;

-BCE CIaii/Ibl TOJDKHBI OBITH BBIIEPKAHBI B OJTHOM CTHUIIE;

-Ha Ka)XJIOM cJaii/ie JOKHO ObITh He 0oJiee TpeX WIUTIOCTpalui;

-CIIaiiIbl TOJKHBI OBITh IPOHYMEPOBAHBI C YKa3aHUEM OOIIETO KOJTUYECTBA CIIAN/I0B;

-HCII0JIH30BaTh BCTPOCHHBIC 3(PPEKTHI aHUMAIIMH MOXKHO TOJBKO, KOrja 0e3 3TOro He
000MTHCH.

OOBIYHO aHWMAIIMS WCIOJB3YeTCS JUIS TPHUBJICUYCHUS BHHUMAHUS — CIyIIaTeleh
(HarpuMmep, MOCIe0BATEIbHOE TOSBIICHNE JIEMEHTOB IUArPaMMBI).

-CIIUCKM HAa Claiijlax He JOJDKHBI BKJIOYaTh Oosee 5—7 anemeHToB. Ecimu sneMeHTOB
CIIUCKa BCEe-Taku OoJbllle, X Jy4Yllle PacloiOXKUTh B JBE KOJOHKH. B Tabnuiax He HOKHO
OBITH 00JIee YETBIPEX CTPOK M YETHIPEX CTOJIOIOB — B MPOTUBHOM Cly4dae JaHHBIC B TaOJIHIC
OyIyT OUeHb MEJIKUMH U TPYAHO PA3ITUUYUMBIMU.

10.6. MeToauka padoTsl ¢ 00y4alOIIMMHCH C OTPAHMYCHHBIMH BO3MOKHOCTAMHM
310POBbSI.

B UHcTuTyTe co3aHbl crienMaibHble YCIOBHS Ul MOJYyYEHHs BBICIIEr0 0Opa3oBaHMs
no o00pa3zoBaTeNbHBIM MporpaMmaM OO0YYarOIIMMKCS C OrPaHHMYEHHBIMH BO3MOXHOCTSMU
3n0poBbs (OB3).

Jlig mepemelieHrs MHBAJIUAOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOKHOCTSMHU 370POBbS
CO3JIaHbl CIIeIUAlIbHbIE YCIOBHS JJIs OECIpensITCTBEHHOIO JOCTYyNa B y4yeOHbIE NMOMEIEHHUs U
JIpyrue TIIOMEIIEHUs, a TakkKe HuX TMpeObIBaHUS B YKA3aHHBIX IIOMEIIEHUSAX C Y4YETOM
0Cc00EHHOCTEH MCUXO(PU3MUECKOTO Pa3BUTHUS, WHAMBHUIYAIbHBIX BO3MOXKHOCTEH M COCTOSHUS
3/10pOBbs TAKUX 00yYarOIINXCS.

IIpu monmy4yenun oOpa30BaHUS OOYYAIOUIMMCS C OTPAaHUYEHHBIMH BO3MOXHOCTSIMU
3I0pOBbsl MPU HEOOXOJUMOCTHU MPEOCTABISAIOTCS OECIUIaTHO CHelHalbHble Y4YeOHUKH U
yueOHble 1ocobus, nHas yueOHast muTeparypa. Takke uMeeTcss BOSMOXKHOCTD MPEI0CTaBICHUS
YCIYyT AaCCHUCTEHTa, OKAa3bIBAIOIIEr0 OO0YyYarolmMMCS C OrPaHUYEHHBIMH BO3MOXHOCTSMU
3/I0pOBbsI HEOOXOJUMYIO TEXHMYECKYIO MOMOIb, B TOM YHCIE YCIYr CYpAONEpPEBOJYUKOB U
TU(hI0CYpIOTIEPEBOTUUKOB.

[TomyyeHue JOCTYMHOTO M KAuyeCTBEHHOTO BBICHIETO0 00pa3oBaHMs JHUIAMU C
OTpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/10pOBbsl oOecriedeHo myTeM co3jnaHus B MHcturyre
KOMILIEKCa HEOOXOIMMBIX YCIOBUM 0OydeHHs JUIs JaHHOM KaTeropuu OO0Yy4arolIuXxcs.
Wudopmaniig o crenualbHBIX YCIOBHSX, CO3/JaHHBIX Ui OOydaroluXcsl ¢ OTrpaHUYEHHBIMU
BO3MO>KHOCTSIMH 37I0POBbsI, pa3MellleHa Ha caiite HcTuTyTa.

Jns  oOyuenuss uHBamuaoB u Jyui ¢ OB3, uMeromMX HapylleHHs OIOPHO-
JIBUTATENILHOTO armapara 00eCHeunBalOTCsl U COBEPIICHCTBYIOTCS MaTepUATbHO-TEXHHUYECKHE
ycIoBHsA OECHpensTCTBEHHOTO [JOCTyna B Yy4yeOHble IIOMEILEHHs, TyaleTHble, Jpyrue
MIOMEIIEHUS, YCIIOBHSI UX NMpeObIBaHUS B yKa3aHHBIX NMOMEIICHUAX (Hanuuue nudTa, MaHIycoB,



NOpYYHEH, paCIIMPEHHBIX IBEPHBIX IPOEMOB H Jp.).

Jlnst aganTanuu K BOCHPHATHIO OOydaromMMHCS HHBaMAamMu W juramu ¢ OB3 ¢
HApyIICHHBIM  CIyXOM  CIPAaBOYHOTO,  y4eOHOro  Marepuaia,  MPEAyCMOTPEHHOTO
0o0pa3oBaTeNbHONW MPOrpaMMON IO BBIOPAHHBIM HAIIPABICHUSM IOJArOTOBKH, 00ECIEUHBAIOTCS
CIIEAYIOIIME YCIOBHSI: JJs JIydlled OpHUEHTAlMd B ayIUTOPHH, MPHUMEHSIOTCS CHTHAJIBL,
OIOBEILAIOIINE O Hayaje M KOHLE 3aHATHUA (CIOBO «3BOHOK» IUILETCS Ha JIOCKE); BHUMaHHE
CJ1a0OCIBIIIAIIEr0 00YYaoIerocs MPUBIEKACTCS MEAaroroM XeCcToM (Ha TUIedo KIIaJeTcs pyka,
OCYILECTBIISICTCSI HEPE3KOE MOXJIONBIBAHUE); Pa3roBapHuBasi ¢ 00y4aroLUMCsl, NeAaror CMOTPUT
Ha HEro, TOBOPHUT SICHO, KOPOTKHUMH HPEJIOKEHUSIMH, 00ecrednBasi BO3MOKHOCTh UYTCHHS IO
rybam.

Komnencanust ~ 3aTpyAHEHHIl ~ peueBOr0 M HMHTEIUICKTYAIBHOTO  Pa3BUTHA
ciabocnplmamux MHBanUAoB U v ¢ OB3 mpoBoauTcst 3a CYET: MCHOJNb30BAHUS CXEM,
JiarpaMM, PHUCYHKOB, KOMIBIOTEPHBIX MPE3CHTAMH C TUIEPCCBUIKAMU, KOMMEHTHUPYIOIIUMU
OTJE/IbHbIE KOMIIOHEHTBl H300pa)KeHMsl; PpEeryJspHOro IPUMEHEHHs YIOpaXHEeHUH Ha
rpaduvecKkoe BBIICJICHUE CYIIECTBEHHBIX IPHU3HAKOB NPEAMETOB M SIBJICHUN; OOECIICYCHHUS
BO3MOXHOCTH JIs1 00Y4arolerocs MoJIy4YUTh apEeCHYI0 KOHCYJIBTALMIO 110 3JIEKTPOHHOM 1ouTe
10 Mepe HEOOXOIUMOCTH.

JUs agantanuy K BOCOPUATHIO MHBanuAaMu U aunaMu ¢ OB3 ¢ HapymeHusiMu 3peHus
CIPaBOYHOTO, YU€OHOTO, IPOCBETUTEIHCKOTO MaTeprala, IpeayCMOTPEHHOTO 00pa3oBaTeIbHON
nporpaMMoii MHcTuTyra 1o BbIOPaHHOW CIEHUAIBHOCTH, OOECIEUYMBAIOTCSA CIEAYyIOIINe
YCIIOBHS: BEJETCA afanTtanus O(UIMAIbHOTO caiiTa B ceTH VHTEpHET C y4eToM OCOOBIX
noTpeOHOCTe MHBAIMIOB IO 3pEHHUI0, OO0ECleYMBaeTCsl HaJlu4ue KpyMHOMIPU(TOBOM
CIpaBOYHOW HHGOPMAIMM O pACIUCAHUM Y4YEOHBIX 3aHATUH; B Hayajge ydeOHOro roma
oOyyarolyecsi HECKOJIbKO pPa3 MpPOBOJATCS MO 37aHui0 VHcTUTyTa A0 3alOMUHAHMS
MECTOPACIIOJIOKEHNsI KaOMHETOB, TIOMEIIEHNH, KOTOPBIMA OHU OyIyT HOJB30BATHCS; TEIAror,
€ro co0eceTHUKH, IPUCYTCTBYIOLINE MPEACTABIAIOTCA 00YJatonMMcs, KaK/Iblii pa3 Ha3bIBaeTCs
TOT, K KOMY Teflaror odpamaercs; JeiCTBUS, JKECTHI, IIEPEMEIICHHUs TIe1arora KOPOTKO U SICHO
KOMMEHTHUPYIOTCS; Ie4aTHas HHQOpMalus NpeAocTaBisieTcs KpynHbIM mpudrom (ot 18
IYHKTOB), TOTaJbHO O3BYYMBAETCs; OOECHEeYMBAETCS HEOOXOIMMBIN YpPOBEHb OCBEUIEHHOCTH
MOMEIIEHUH; MPEeI0CTaBIsAETC BO3MOKHOCTh UCIOIB30BATh KOMITBIOTEPHI BO BpPEeMs 3aHATHH U
MpaBo 3aMucu 0OBSICHEHHUS Ha TUKTO(OH (I10 KEeJIAaHUI0 00YYarOIIEeTocs ).

dopma npoBeieHNs TeKyIeH 1 MPOMEKYTOUHOM aTTecTaluu A1 ooyqaromuxcs ¢ OB3
OTIpeNeNsieTCsl TpenoaBaTeleM B COOTBETCTBUM C y4eOHBIM IutaHoM. [lpu HeoOXxoammocTn
oOyuyatomiemycss ¢ OB3 ¢ ydyeroM ero WMHAMBHIYalbHBIX NCHUXO()U3MUECKUX OCOOEHHOCTEH
JTaeTcsi BO3MOXKHOCTH TMPOUTH MPOMEXKYTOUYHYIO aTTECTAllMI0 yCTHO, MHCBMEHHO Ha Oymare,
NUCbMEHHO Ha KOMIIbIOTEpe, B (opMe TecTUpOBaHHMA M T.M., JIMOO MpPerOCTaBISIEeTCS
JIOTIOJTHUTETIFHOE BPEMS JIUTsl TIOATOTOBKH OTBETA.

11. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOT M, UCTIOJIb3YEMBIX ITPU
OCYWECTBJIEHUU  OBPA3OBATEJIBHOI'O TIPOLHECCA IIO JUCHUIVIMHE
MOAVYJIIO), BKJ/IIOYAs IIEPEYEHbL IPOI'PAMMHOI'O OBECIIEYHEHUSA U
NH®OPMALMOHHBIX CIIPABOYHBIX CUCTEM.

[Ipy nmpoBeneHMM JIEKIMOHHBIX 3aHATUN IO JHCHUIUIMHE MPENOJaBaTellb UCIOIb3YET
ayJMOBU3YyallbHbIE, KOMIBIOTEpHbIE U MYJIbTUMENUNHBIE cpelncTBa oOyueHuss MHctutyTa, a
TaK)K€ JIEMOHCTpPAllMOHHbIE (MIpPEe3eHTAllMM) U HAIISIHO-WIIIOCTPALMOHHBIE (B TOM 4YHCIIE
pa3gaTo4yHbIE) MaTEPHAIIBI.

[IpakTnueckue 3aHATHA 10 JAHHOW JUCHUIUIMHE TPOBOAATCS C MCIOJIb30BAHHEM
KOMITBIOTEPHOTO M MYyJIbTUMeAuiHOro oOopynoBanuss MHCTUTyTa, MPH HEOOXOAMMOCTH — C
IIPUBJICYECHUEM MOJIE3HBIX IHTEpHET-pECYPCOB M MMAKETOB MPHUKIAJIHBIX IPOIPAMM.

JIutieH3HOHHOE Microsoft Windows,
IpOrpaMMHO- Microsoft Office,
UHGOPMAIHOHHOE Google Chrome,




obecrieucHme Kaspersky Endpoint Security

CoBpemeHHbIE 1. KoncynpranT+
npodeccuonanbabie | 2. CripaBouHas mpaBoBas cucrema «["APAHT».
0a3bl JaHHBIX

Nudopmanmonnsie | 1. Dnexrponnas oubauoreunas cucrema (ObC) OO0 «CoBpeMeHHBIE

CIIPaBOYHBIE UG POBBIC TEXHOIOTHI»

CHCTEMBI 2. https://elibrary.ru - Hayunas snextpoHHas OHOIHOTEKA
eLIBRARY.RU (pecypchl OTKpPBITOTO JI0CTYTIA)

3. https://www.rsl.ru - Poccuiickas I'ocynapcrBennas bubiaroreka
(pecypchbl OTKPBITOTO JIOCTYIIA)

4. https://link.springer.com - MexayHapoanas pedeparuBHas 0aza
JAHHBIX Hay4HBIX u3aanuil Springerlink (pecypcbl OTKpBITOrO
JIOCTYTIA)

5. https://zbmath.org - Mexnynapoanas pedeparuBHas 6a3a JaHHBIX
HayuyHbIX uzganuii zbMATH (pecypchl OTKPBITOTro A0CTYIIA)

12. HEPEYEHDb YUYEBHBIX AYJIUTOPUI n OBOPYJIOBAHNSI,
HCHOJB3YEMBIX [J NPOBEJIEHHST YYEBHBIX 3AHATHNA N0 JIUCHUAILIAHE
(MOJIYJIIO).

VY4eOHble 3aHATUS MO JUCLUUIUIMHE MPOBOJATCS B CIELUAIM3UPOBAHHON ayaUTOPHH,
ob0opynoBanHoil [IK, ¢ Bo3moxHOCTAMU TOKa3a npe3eHTauuil. B mpouecce uTeHus JeKUUM,
IPOBE/ICHUS] CEMMHApPCKMX W MPAKTHMYECKUX 3aHATUI MCIOJIB3YIOTCS HarJsIHble I10COOUs,
KOMIUIEKT CJIaiiJI0B, BUACOPOIUKOB.

[Ipumenenne TCO (aynumo- W BHUACOTEXHUKH, MYJIbTUMEAMMHBIX CpEACTB)
o0OecrieunBaeT MAaKCHMaJbHYIO HArJsiHOCTb, I103BOJSET OJAHOBPEMEHHO TPEHUPOBATH
pa3javyYHbIE BUABl PEUYEBOH JEATEIBHOCTH, IIOMOTraeT KOPPEKTUPOBAaTh pEYEBBIE HABBIKH,
CIOCOOCTBYET Pa3BUTHUIO CIIYXOBOM M 3pUTENBHOM MaMATH, & TAK)KE YCBOCHMIO U 3alIOMUHAHUIO
00pa31oB NPaBUIIbHOM peyH, COBEPILIEHCTBOBAHUIO PEUYEBbIX HABBIKOB.

Iepeuensv 0b6opydosannpix yueoHvIx ayoumopuil u CneyuanibHbIX NOMeu|eHuil

Ne 503 KabuneTt ynpaBieHYECKUX JUCITUTUINH

YyeOHast ayuTOpus Al IPOBEACHHS 3aHATHI IEKIIMOHHOTO U CEMHUHAPCKOTO THIIA
- I0CKa

- CTOJI TIperoaBaTens

- KpecIIo JUIs Iperno/iaBaTess

- TpuOyHa

- KOMIUIEKTHI yueOHOM Mebemu

- IEMOHCTPAIIMOHHOE 000PYJIOBAHKE — IIPOCKTOP ¥ KOMITHIOTED

- y4eOHO-Har I IHBIC TTOCOOMS

[IporpammHuoe obecrieueHue:

Microsoft Windows ([{orosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (Joroop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Co6oaHo pacnipoctpansemoe [10),

Kaspersky Endpoint Security ({loroBop Ne877/JIH ot 25.05.2016).

No 503 KabuneT ympaBiaeHYECKUX AUCITUTUIAH

Y4yeOHast ayTuTOpUS AJIs TPYMIOBBIX U MHAWBUIYabHBIX KOHCYIbTAIIMMA, TEKYIIEr0 KOHTPOJIS
Y TIPOMEKYTOUYHOMN aTTECTAIluU

- IOCKa

- CTOJI IIperoaBaTes

- Kpeclio AJis MpenoaaBaTes

- TpuOyHa




- KOMIUIEKTHI Y4eOHOU MeOenn

- IGMOHCTPAIIMOHHOE 000PYI0BAHUE — IIPOCKTOP M KOMITLIOTEP

- yueOHO-HarJIaJHbIe TOCOOHS

[Tporpammuoe obecrieueHue:

Microsoft Windows ([{orosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (Jorosop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Cob6ozaro pactpoctpansemoe I10),

Kaspersky Endpoint Security (loroop Ne§77/JIH ot 25.05.2016).

Ne 404, 511

[TomernieHus 151 CaMOCTOSITEILHON pabOTHI

- KOMIUIEKTHI Y4eOHON MeOenn

- KOMIIBIOTEpHAs TEXHUKA C MOJKIIIOYCHHUEM K ceTu «VHTepHeT» U JOCTYIIOM B 3JICKTPOHHYIO
nH(OPMALIMOHHO-00pa30BaTEIbHYIO CPENY

[Tporpammuoe obecrieueHme:

Microsoft Windows (J{orosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (Joroop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Cro6oano pactipoctpansiemoe I10),

Kaspersky Endpoint Security (Jorosop Ne§77/JIH ot 25.05.2016),

CrnpaBouno-npaBoBas cucreMa «["apant» (Jorosop Nel4-I1J1/2020 ot 31 okts16ps 2019 roga).

Ne 404

bubnuoreka, unTaabHBIN 321 ¢ BEIXOJOM B CeTh MIHTEpHET

- KOMILJIEKThI yueOHOM Mebenu;

- KOMIIBIOTEPHAs TEXHHUKA C MOAKIIOUYeHHEM K ceTu «HTepHeT», HOCTYNOM B IIEKTPOHHYIO
MH(POPMAIIMOHHO-00PA30BATEIBHYIO CPEY U JIEKTPOHHO-OMOINOTEYHYIO CHCTEMY.
[IporpamMmMHoe obecrieueHue:

Microsoft Windows (/Torosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office ([JoroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Co6osHo pactipoctpansemoe I10),

Kaspersky Endpoint Security (JJoroBop Ne877/JIH ot 25.05.2016),

CrnpaBouno-npaBoBas cucteMa «I"apant» (Jorosop Nel4-I1J1/2020 ot 31 oxTs16ps 2019 roga).

Ne 401

AKTOBBII 3aJ1 [U1 IPOBECHUS HAYYHO-CTYJ€HUECKUX KOH(EpEHIINH U MEpONPUITUI
- CHeNMAIM3UPOBAHHbIE Kpeciia JUIsl aKTOBBIX 3aJI0B

- CIIeHa

- TpubyHa

- DKpaH

- TEXHUYECKHE CPE/ICTBA, CIyXallie Ul IpeCcTaBIeHUs HHPOpMaLuu OOJIBIION ayIuTOPHH
- KOMIIBIOTEP

- IGMOHCTpAIlMOHHOE 000PyI0BaHKE U ayAHOCHCTEMA

- MUKPOGhOHBI

[TporpammHuoe oOecrieueHue:

Microsoft Windows (J{orosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (Jorosop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Cob6ozaro pactipoctpansemoe I10),

Kaspersky Endpoint Security (loroBop Ne§77/JIH ot 25.05.2016).

Ne 515

[Tomernenue ist XpaHeHHsI U TPOPHIAKTHUECKOTO 00CTY)KUBaHUS YIeOHOTO 000PYI0BaHUS
- CTEJUTAXHU

- yueOHOE 000pyOBaHKE

Paspadorumk: IMoassnekuii [.C.




