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1. IOACHUTEJIBHAA 3AIINCKA

1.1 [MucuurmuuHa «J{oOKyMEHTOBEACHHUE H JAEIONPOHM3BOACTBO B JIOIIKOJIBHOW 00Pa30BaTEIBHOW OpraHU3alHm)
OTHOCHUTCS K MOMAYJIK 4YacTH, (OPMUPYEMOW YyYacTHHKaMu O0Opa3oBaTelbHBIX OTHOWmICHHMU, bioka 1
«JJucuummHB/ MOy OCHOBHOM TPodeCcCHOHANBHON 00pa30BaTeIFHON MPOTPAMMEI IO HAMIPABICHUIO MTOITOTOBKH
44.03.05 «Ilemarormueckoe obpazoBanue (C AByMS NpO(WISIMH TOATOTOBKH)» (YpOBEHb 00pa3oBaHMs OakajaBp).
JucuuiuimHa SBIsIeTCs AUCIUILIHHOM MO BEIOOPY.

1.2 O0was TpyRoeMKOCTb UCLMIUIMHEI cocTaBisier 3 3.e., 108 vac.

1.3 W3yveHue nIUCHMIUIMHBI «J[OKYMCHTOBEICHHE U JCJOMPOHM3BOACTBO B JIONIKOJBEHOW 00pa30BaTeibHOM
OpraHu3alMi» OCHOBAHO HA 3HAHUIX, YMECHUSIX U HABBIKAX, MOJYYCHHBIX MPU U3YYCHUU OOYYAFOIIMMHUCS CICAYIOINX
JUCHUIUIAH: «MeTtoandyeckas padoTa B JOIIKOIBHOM 00pa3oBaTeNbHOW opraHu3anuny, «OCHOBBI MCHEIKMCHTA,
«IlepconanpHbrii  MeHemxkMeHT», «[IpaBoBenenmey», «CTparernyeckuii MEHEIKMEHT», «Teopus yIpaBlIcHUS
oOpazoBaHHEeM», «YIPAaBICHUE IOMIKOIBLHBIM OOpa30BaHHUEM», TPU TPOBEIACHUU CICHYIOIIUX MPAKTUK: «y4eOHas
mpakTUKa (M0 OpraHW3alUi METOAMYECCKOM pabOThl B JOUIKONEHOW 0OPa30BaTEBHOW OpPTaHU3AINM)», «y4eOHAs
MpaKTUKA M0 (GOPMHUPOBAHUIO U(DPOBEIX KOMITCTCHITUI.

1.4 MucuurmnuHa «J{oOKyMEHTOBEACHHUE H JAEIONPOHM3BOACTBO B JIOIIKOJIBHOW 00Pa30BaTEIBHOW OpraHU3alHm)
dbopMmupyeT 3HAHHS, YMCHHS M KOMIICTCHIIMM, HCOOXOMUMBIC [UISI OCBOCHUS CICHYIOIUX JTUCIMIUIHH:
«l'ocymapcTBeHHO-00IIECTBEHHOE YIIPaBICHHUE OIIKOIBHON 00pa3oBaTenbHOI opranmsanucit», «HdopmarmonHoe
oOecricdeHHe YNpaBlCHHS JIOIMIKOJEHBIM — OoOpa3oBaHueM», «[IpaBoBelc OCHOBBI (DPHHAHCOBO-XO3SICTBCHHOM
JesTenbHOCTI», «CrcTeMa MCHEIKMEHTa KayecTBa B JOIIKOIBHON 00pa30BaTeIbHONM OpraHU3aluny, «YIpaBICHHE
00pa3oBaTeIbHBIM IPOLIECCOM B IOIIKOJILHOW 00pa30BaTEIbHON OpPraHU3alumy.

1.5 Lenpb u3yueHus: IUCUUIUIUHBIL:

CdopmupoBath y CTyACHTOB 3HAHHS B OOJNACTH OOLICH TCOPHM U MPAKTHKH JCIOMPOU3BOACTBA M OCOOCHHOCTSX
OpraHu3alfy JCJIOMPOU3BOACTBA B COBPEMCHHOM JOIIKOIBHON 00pa30BaTeIbHOM OpraHU3aIliK;, YMEHUS U BIIAJCHUS
rpaMoTHO O(opMIIATE O(UIMATBHBIE TOKYMECHTHI (IPUKA3bl, PACHIOPSDKCHHS, NMHChMAa W T.J.), paboTaTh ¢ HUMH, a
TaKXKe MPAaBUILHO BECTH JOKYMEHTOOOOPOT B COOTBETCTBUU C HOMCHKJIATYPOH Jen JOIIKOJIBHOH 00pa3oBaTeNbHON
OpraHu3aIlHy.

1.6 3agaun TUCUUTUIMHBL:

1) O3HakOMJIGHHE CTYACHTOB C COBPEMCHHBIMH HAyYHBIMH HCCIICAOBAaHHSIMH B O0JAacTH ICIOMPOU3BOICTBA,
HOPMAaTHBHBIMH JOKYMEHTAMH, COBPEMCHHOM MPAKTUKOH JICIIONMPOU3BOICTBA

2) ®opMupoBaHUE YMCHUH TOKYMCHTUPOBAHUS KAXKIOTO U3 BUAOB TIOKYMCHTOB;

3) OcylecTBIICHHE MEPEHOCA TCOPETUICCKUX 3HAHUI B MPAKTUICCKYIO PabOTy MO YIIPABICHYCCKON NS TEIbHOCTH
Ha OCHOBE 3HAHUI J1eJI0MPOU3BOICTBA;

4) BocriuTaHue OCO3HAHHOTO OTHOLICHHS K JICIONPOM3BOJICTBY KaK COCTABHOW YAacTH YMPABICHUS JONIKOIBHOMN
00pa3oBaTebHON OpraHU3aIueH.

1.7 TlepevyeHb TIAHUPYEMBIX PE3YJABTATOB OOYUYCHHS MO MUCHUIUIMHE (MOAYIIO), COOTHECECHHBIX C IUIAHHPYCMBIMH
pe3ylibTaTaMu OCBOCHHsI 00pa30BaTeIbHOM TPOTPaAMMBI:

Ne

u/n Kon u HanmeHoBaHne komnereHnun mo ®IroC

KO)I W HANMECHOBAHHMEC MHAUKATOPA TOCTHKCHHUS KOMIECTCHIIUN

[

TIK-1 cmocobeH ocBauBaTh U MCIOIL30BaTh OA30BLIE HAYy4YHO-TCOPCTUUCCKUEC 3HAHUSA U MPAKTUICCKUC YMCHUSA
[0 npemnoaaBacMomMy npeamMeTy B HpO(beCCHOHaHLHOﬁ JACATCIIBHOCTU

TIK.1.1 3naer coneprxaHue, 0COOEHHOCTH M COBPEMEHHOE COCTOSTHHE, TIOHSATHUS M KATETOPHUH, TCHICHITIH
Pa3BHUTHUS COOTBETCTBYIOIICH MPODUITIO HAydIHOU (TTPeaMETHOMH) 00JIaCTH; 3aKOHOMEPHOCTH, ONIPEIEIISIOIINE
MECTO COOTBETCTBYIOIICH HAYKH B OOIIEH KapTHHE MUPA; MPUHIIUITEI TPOSKTUPOBAHIS U peaTn3allui
001m1ero 1 (WIK) TOTIOTHUTEIHHOTO 00pa30BaHus TI0 IPEIMETY B COOTBETCTBHHU C PO HIIeM 00yUSHHS

TTK.1.2 YMmeeT npuMeHsTh 0a30BbIe HAYTHO-TEOPETUICCKUE 3HAHUS 110 TIPEAMETY H METObI UCCIICAOBaAHUS
B IIPEIMETHOI 001aCTH; OCYIIECTBIIET OTOOP CONEpKaHMsI, METOAOB M TEXHOJIOTHH 00yUeHHS IPEAMETY
(mpeaMeTHOM 00JIacTH) B Pa3IMYHBIX (POPMAX OpPTaHM3ANN 00Pa30BATEIBHOTO MpoIiecca

TTK.1.3 Brnageer mpakTHdeCKMMH HABBIKAMH B PEIMETHOMW 001acTH, METOIaMHU 0a30BbIX
HAy4YHO-TEOPETUUECKUX TIPECTABICHUIN ISl pelIeHuUs TPO(eCcCHOHATIBHBIX 3a/1a4

2|YK-4 ciocoOeH ocyniecTBIsATh AETOBYI0 KOMMYHUKAIMIO B YCTHOM M MMCbMEHHON opMax Ha
rocyIapcTBeHHOM si3bike Poccuniickoit denepannu 1 MHOCTpaHHOM(BIX) sI3bIKe(ax)

YK 4.1 3raeT NpHHIUIBI TIOCTPOCHUS YCTHOTO W MUCEMEHHOTO BHICKA3bIBAHMS HAa PYCCKOM M HHOCTPAHHOM
S3BIKAX; MPaBUIIa M 3aKOHOMEPHOCTH JEeJIOBOH YCTHOW M MHCHMEHHOW KOMMYHHKAIINH.

VK 4.2 YMmeeT ucnonb30BaTh pa3indHbie (YOPMBI, BUIbI YCTHON W MICbMEHHOW KOMMYHHKAIIMH Ha PYCCKOM
1 MHOCTpaHHOM(BIX) s13bIKe(ax); UCIIONB30BaTh sl KoMMyHuKanuu cpeactsa UKT; odopmisars
MUCHMEHHYIO JOKYMEHTAIMIO B SJIEKTPOHHOM BHJE B COOTBETCTBHH C JICHCTBYIONIMMH HOPMaMH,
MIPaBWIAMH B CTaHJAPTaMH.

VK 4.3 Bnageer HOpMaM# JeJIOBOM KOMMYHHKAITUH Ha PYCCKOM M HHOCTPaHHOM(BIX) si3bIKe(aX) B 00acTu
YCTHOU ¥ MUCHbMEHHOU pedn




Ne
n/n

Kon n HammeHoBaHne HHIUKaATOpa
AOCTHIKCHHUA KOMIIETCHIIUHA

Oo0pa3oBaTe/bHbIE Pe3yJbTaThl 10 JHCIUILJINHE

[IK.1.1 3naer conepxanue,
0COOEHHOCTH U COBPEMEHHOE
COCTOSIHUE, TIOHSATHSI U KaTerOpHH,
TEHJCHIUH PA3BUTHS
COOTBETCTBYIOLIECH MPOGHIIO HAyYHOH
(mpenMeTHO#T) obmacTu;
3aKOHOMEPHOCTH, OIPEACIISIONINe
MECTO COOTBETCTBYIOLICH HAyKH B
0011el KapTHHE MUPa; IPUHIUITE]
MPOEKTHPOBAHMUS M peasin3anuy o0Iero
U (WIK) TOTIOIHUTEIBHOTO 00pa30BaHUS
IO TPEMETY B COOTBETCTBHH C
npoduiem oOyueHus

3.1 Ha ocHOBE TeopeTHYECKUX 3HAHUI B 00JIaCTH 00CCIICUCHUS
JTOKYMCHTOBEICHUS | JCIOMPOU3BOICTBA, a TAKKE
HOPMATHBHO-IIPABOBOW 0a3bl MPOCKTUPYET U PEATH3YeT yIPABICHHUE
JTOKYMEHTOOOOPOTOM B JIOLIKOJILHON 00pa30BaTeIbHON OpraHu3alui,
peanu3ymolei Kak odIiee, Tak U TOMOJHUTEIBHOE 00pa3oBaHue JACTei
(ecru TaHHBIC CITYTH MPENOCTABIISIFOTCS).

[IK.1.2 Ymeer npumeHsTh 6a30BbIC
Hay4YHO-TEOPETUYECKUE 3HAHUS 110
IpeIMETy ¥ METOIBI CCIICIOBAHNUS B
IpeIMETHOH 00JIaCTH; OCYILECTBIISET
0oTOOp coepIKaHuUsl, MCTOIIOB U
TEXHOJIOTHH 00y4YeHHsI IPeIMETY
(mpeaMeTHOM 001aCTH) B Pa3IMYHBIX
(opmax opraHuzanun
00pa3oBarebHOTO Ipolecca

V.1 IIpu opraHu3anuu Jea0npon3BoICTBa U IOKyMEHTO000poTa B
JIOLIKOJIBHON 00pa30BaTeIbHON OpraHu3alnuy OCYIIECTBISICT aHAJIH3
aKTyaJIbHOW HOPMAaTHBHO-TIPaBOBOI 0a3bl B 00JaCTH YIIPaBICHHS
JIOKyMEHTOO0OPOTOM ¢ IIEJIbI0 00eCTeYeHUsI KauecTBa pealn3alin
o0pazoBarenpHOro npotecca u PyHKIMOHUPOBAaHHS 00pa30BaTeIbHOM
OpraHU3aliy B IIEJIOM.

[IK.1.3 BrnageeT npakTu4ecKkuMu
HaBBIKaMH B IIpeIMETHOI o0nacT,
MeTonaMH 0a30BBIX
HAay4YHO-TEOPETHUUECKUX MPEACTaBICHUN
JUISL petieHus! TPOoQeCcCHOHATIBHBIX
3a1a4

B.1 Ha ocHoBe noyiy4eHHBIX 3HaHUN CaMOCTOATEIbHO BEAET
JTOKYMEHTOOOOPOT ¥ KOHTPOIIUPYET ICITOIMPOU3BOICTBO B TOIIKOIEHOM
00pa30oBaTeIbHOM OpraHU3aIMY, YTO 00CCIICUNBACT PEIICHUE
po¢heCCHOHATBHBIX 3a7a4 OMPEICIICHHBIX HOPMATHBHO-ITPABOBBIMHU
JTOKYMEHTaMH B 00JIACTH JOIIKOJIBHOTO 00pa30BaHUS.

YK 4.1 3HaeT npUHIUNEI TOCTPOECHUS
YCTHOTO ¥ MUCHbMEHHOTO BBICKa3bIBAaHUS
Ha PYCCKOM U MHOCTPAHHOM fI3bIKaX;
MpaBUIa U 3aKOHOMEPHOCTH JEJI0BOM
YCTHOM U MUCbMEHHOW KOMMYHHKALIUU.

3.2 3HaeT TeopeTUUECKUE OCHOBBI JAEI0BOM KOMMYHHUKALIUU B YCTHOH U
IIMCEMEHHOH (popmax (Ha pyCCKOM M MHOCTPAHHOM $I3bIKaX ), B TOM
yucIe TpeOoBaHus K 0pOPMIICHUIO Pa3IMYHbIX BUIOB O(HIHATBHBIX
JIOKYMEHTOB: MIPUKa3bl, PACHOPSLKEHUS, TUCbMa U Jp.

VK 4.2 Ymeer ucnosb30Barhb
paznuuHbie (HOPMBI, BUBI YCTHOH U
MUCBMEHHON KOMMYHHKAITUH Ha
PYCCKOM U HHOCTPaHHOM(BIX)
si3bIKe(ax); UCIIONIB30BATh JIJIst
komMmyHukanuu cpencrsa UKT;
0QOpPMIISITh THCEMEHHYIO
JIOKYMEHTAIUIO B JIEKTPOHHOM BHUJIE B
COOTBETCTBUHM C JCHCTBYIOIINMHU
HOpPMaMHU, MIPABUIAMH U CTaHJAPTaMH.

V.2 Ha ocHOBe 3HaHHM pa3nuyHbIX GOPM U BUIOB YCTHOH U
MTMCEMEHHON KOMMYHHKALMK, O(OPMIISET U BEAET JOKYMEHTALHIO
JIOIIKOJIBHON 00pa30oBaTeIbHON OpraHu3alny, B TOM YHCIIE U B
JNIEKTPOHHOM Bujie ¢ ucnonb3oBanueM cpeacts KT, B coorBeTcTBUN
C IEHCTBYIOIUMH HOPMaMHU, IPaBUIAMU, CTaHAapTaMu (Kak Ha
PYCCKOM, TaK 1 HHOCTPAHHOM SI3BIKaX).

VYK 4.3 Bnaneer HopMaMu 1€10BOMI
KOMMYHUKAIIUU Ha PYCCKOM U
MHOCTpPaHHOM(BIX) sI3bIKE(aX) B 00IacTH
YCTHOM U MUCBMEHHOU peun

B.2 OcHoBbIBasiCh Ha HOpMaX BEJCHUSI IETI0BO KOMMYHUKAIIUHU, TOTOB
K CaMOCTOSATEIILHOMY BEICHHUIO TOKYMEHTAIMHU (O(pHUIIHaTbHAS
MepenucKa, NoAroTOBKa OTBETOB Ha 3aIIPOCHI Pa3IMUHbIX
OpraHU3aIHii, B TOM YHCIIC 3apyOCIKHBIX H T.II.) KaK HA PYCCKOM, TaK H
MHOCTPAHHOM SI3bIKE.




2. TPYIOEMKOCTB JACIUILIMHEI (MOAYJIST) U BUJOB 3AHSITHI 1TO JUCIUATIINHE

MOAWIIIO)
Buapl yueoHoii pa6oTnl,
BKJII0YAsi CAMOCTOSITEJIbHYIO
HaumenoBaHue pasjeia IMCUUNIUHBI (TEMbI) paboty cry1enTos u Wroro
TPYA0EMKOCTh 4acoB
(B yacax)
JI I13 CPC
Hroro no pucuuninxe 18 30 60 108
IlepBhIii neprHox KOHTPOIA
Oowue ocnoswl denonpouseoocmea. Ocobennocmu opeanuzayuu 14 14 28 56
0e/10nPou3600cnea 8 0OUKONbHOU 00PA306AMENbHOI OP2AHUZAYUN.
ConepxaHue U 3HaUCHHE AEJIONPOU3BOACTBA 2 2 4 8
City>kObI JOKYMEHTALMH ¥ CEKPETapCKON CITy>KOBI. 2 2 4 8
HopmarusHo-nipaBoBoe 000CHOBaHUE OpPraHNU3aluU ) ) 4 8
JIeTIONPON3BO/ICTBA.
[MonsiTre «nokymeHT». Kiaccnpukanust JOKyMeHTOB M UX ) ) 4 8
(byHKIMY.
IIpaBuna NOArOTOBKU U COCTABIECHUS JOKYMEHTOB 2 2 4 8
PexBU3HUTHI TOKYMEHTOB U HX oopmiIeHHE 2 2 4 8
TpeboBanust k O6:1anKaM U GopMyisapam 2 2 4 8
Paspabomka u cocmagnenue paznuiuHbviX U008 OOKYMEHMOG 6 4 16 32 52
OOUKOIbHOTL 00PA306aMeENbHOI OP2AHUZAUUU.
Oprasuzanus XpaHeHHs JOKYMEHTOB. 2 2 4 8
HVcnonb3oBaHue nepcoHaIbHOTO KOMIIBIOTEPA B ) ) 4 2
JIeTIONPON3BOJCTBE.
CpencTBa COCTaBIEHHS TEKCTOBBIX JIOKYMEHTOB, KOIIMPOBAHUS ) 4 6
OIIEPAaTUBHOTO PA3MHOXKEHHUSL.
CpencrBa nepeaadu HHPOPMALIUH. 2 4 6
Pa3paboTka opraHu3alMOHHbIX JOKyMEHTOB. 2 4 6
Pa3paboTka pacnopsUTeNIbHBIX JIOKyMEHTOB. 2 4 6
Pa3paboTka nHpOPMaALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. 2 4 6
TexHuyeckoe ocHalIEHUE AETONPOU3BOICTBA B JOLIKOIEHOE ) 4 6
00pa3oBaresIbHOI OpraHU3aIHH.
Wroro no Buaam yueOHOH paboThI 18 30 60 108
Dopma npomercymounoi ammecmayuu
3ager
Hroro 3a IlepBblii nepuos KOHTPOJIS 108




3. COAEP KAHUE JUCHUIIJIMHBI MOAVYJIA), CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3BJEJIAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA

AKAJIEMUYECKHUX YACOB M BUJIOB YUEBHbBIX 3AHATHIA

3.1 Jlekuun

HaumenoBaHnue pa3neja JTMCHUILTHHBI (MOAYJIs1)/

Tema n coaepkanue

TpynoeMkocTh
(K0,1-BO 4acoB)

1. Obugue ocrnoswt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 8
OOUIKONIbHOIL 00pA306amMenbHOll OP2AHU3AYUU.

14

Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmanmsl:
[K-1: 3.1 (IIK.1.1), V.1 (IIK.1.2)
YK-4:3.2 (YK 4.1), V.2 (YK 4.2)

I.1.

ConepxaHne 1 3HaUCHHUE AETIOMPOM3BOACTBA

IInan:

1. 3agaum, conepxanue, CTPyKTypa AUCIHUITUINHEL, 3HAYCHHE OPTaHM3aIiH IEIOIPOU3BOICTBA
B TIOATOTOBKE KOMIIETEHTHBIX CIEIHAINCTOB B 00JIACTH TOUIKOJIIEHOTO 0Opa30BaHUsL.

2. ConmeprkaHue AeITOTPON3BOCTRA.

3. OCHOBHBIE MTOHATHUS U OTIPEICIICHIS JOKYMEHTHPOBAHUS YIIPABICHUIECKON IEATSIFHOCTH B
J00.

Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12

IIpodeccronanpabie 6a3bl JTaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: |

1.2.

CiykObl TOKyMEHTAIIUN U CEKPETAPCKON CITY>KOBI.

IInan:

1. Heo6xommmMocTh BBEIECHUSI CITY»KObI TOKyMEHTAITUU B CEKPETAPCKOM CITy»KOBI.
2. 3amaun ¥ OCHOBHOE COJZIEpKaHUe paOOThI B HUX.

Y4ebHO-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12

1.3.

HopmarusHo-1ipaBoBoe 000CHOBaHNE OpPTaHU3ALNH JEIOPON3BOCTBA.

IInan:

1. OcHoBHBIE TpeOOBaHUS K OOPMIICHHIO OPTaHU3AIIMOHHO-PACTIOPSIUTETBHBIX
JIOKYMEHTOB.

2. O6mume TpeOoBaHMS K IOKYMEHTaM | CITy»)0aM JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs
YIpaBIICHUS.

3. OcHOBHBIE TIpaBHJIa pa0OTHI BEAOMCTBEHHBIX apXuBoB. OTIOpa Ha 3aKOHOIATENIbHEIC U
HOPMAaTHBHBIE JOKYMEHTEHI.

Y4ebHo-MeTomuUecKas muteparypa: 1, 2, 3, 4
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: |

1.4.

Toustre «1okymeHT». Kitaccupukanust JOKYMEHTOB U UX (pyHKIIHH.
IInan:

1. JIokyMeHT Kak MpeAMET TPyJa U KaK ero pe3yjbTaT

2. Bunel 1 kmaccu@ukarys TOKyMEHTOB.

3. OyHKIMH JOKYMEHTA.

Y4ebHo-MeToMuIecKas muteparypa: 1, 2, 3,4,5,6,9, 10

L.5.

ITpaBua MOATOTOBKH M COCTABICHUS IOKYMEHTOB

IInan:

1. Heo6xomuMocTh €IMHBIX TTPAaBHIT 0POPMIICHHUS TOKYMEHTOB.
2. [IpaBwmiia MOATOTOBKH U COCTABIICHHSI TOKYMEHTOB.

YyebHO-MeTOoMUUeCKas muTeparypa: 1,2, 3,4,5,6,9

1.6.

PexBH3HUTHI JOKyMEHTOB U UX 0pOpMIICHHE

IInan:

1. Tlonarue «PexkBe3utsr».

2. TpeboBaHus K 0POPMIIEHHUIO U PACTIONOKECHHUIO PEKBU3UTOB.
3. CocTaB peKBU3HUTOB JIOKyMEHTOB.

4. TIpaBuia ohOpMIICHHS PEKBU3HUTOB.

YyebHO-MeToIUUecKas muTeparypa: 1,2, 3,4,5,6,9




1.7. TpeboBanus k 61aHKaM 1 HopMyIsIpaMm
IInan:
1. ITonsitue «bank moxyMeHTay, «DopMyssp - oOpasem.
2. Bunpr GriankoB.
3. TpeGoBaHus K TOCTPOSHUIO popMyIIsipa — oOpasia.
YyebHO-MeToIUUecKas muteparypa: 1,2, 3,4,5,6,9

2. Pazpabomka u cocmaenenue paziuiHblX U008 0OKYMEHMOG8 8 OOUIKOIbHOU 00PA308AMenbHO

opzanuzayuu. 4
Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmansl:
[IK-1: V.1 (TIK.1.2), B.1 (TIK.1.3)
YK-4: V2 (YK 4.2),B.2 (YK4.3)
2.1. OpraHu3amnus XpaHeHHS TOKYMEHTOB. 2
IInan:
1. IlpaBuina rpu opraHU3alvK XpaHEHUs Jel.
2. DKcrepTH3a MEeHHOCTH TOKYMEHTOB.
3. 3amaun SKCIEPTU3HI.
Y4ebHO-MeTOoMUIeCKas muTeparypa: 2, 3,4,5,6,7, 8,9
2.2. Hcnonp30BaHUE IEPCOHAIBLHOIO KOMIIBIOTEPA B AEIONPOU3BOICTBE. 2
IInan:
1. 3HaueHNe epCOHAIEHOTO KOMITBIOTEPA B ICIIOTIPON3BOJICTBE.
2. TpeboBaHUs K COCTABICHUIO JOKYMEHTOB Ha KOMITHIOTEPE.
Y4ebHo-MeToIUIecKas muTeparypa: 1,2, 3,4, 5,6
3.2 IlpakTHYecKue
HaumenoBaHue pa3neja JTMCHUILTUHBI (MOAYJIs1)/ TpynoeMkocTh

Tema u coaepkanue

(K0,1-BO 4acoB)

1. Obugue ocrnoewt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 8
OOUIKONIbHOIL 00pA306amMenbHOll OP2AHU3AYUU.
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Dopmupyemvie Komnemenyuu, 06pazoeamensvHbvle Pe3yibmMansl:

TK-1: 3.1 (TIK.1.1), V.1 (TIK.1.2)
VK-4: 3.2 (YK 4.1), V.2 (YK 4.2)

1.1. ConeprkaHue M 3HAYCHHE JEIIOTPON3BOICTBA

IInan:
1. OcHOBHBIE TOKYMEHTHI YIIPABICHUS U UX TPYIIIHL.
2. [IpaBwmina opopmiIeHUS! OTAECTHHBIX TOKYMEHTOB.

YyebHO-MeToIUUeCcKas muTeparypa: 1,2, 3,4,5,6,9

1.2. CiryObl JOKyMEHTAIIUN M CEKPETAPCKOU CITy>KOBI.
IInan:
1. 3amaun ciry>kObI JOKMEHTAINN U CEKTEPAPCKOI CITy»KOBI.
2. OYHKIMH CIYXKObI TOKyMEHTAIIUN B CEKPETAPCKOM CITy»KOBI.
3. Bunsl paboT, BHITIOTHSIEMBIE CITY>KOaMH.
Y4ebHo-MeToIuIecKas muTeparypa: 2, 3,4, 5,6, 9, 10

1.3. HopmaruBHO-TIpaBOBOE 000CHOBaHHME OPTaHU3AINH IEIOIPON3BOICTRA.
IInan:
1.TOC P7.0.97-2016 "HannonansHbiit cranaapt Poccutickoit @enepannu. Cuctema
CTaHAapTOB 10 HH(HOPMAITUH, OUOITMOTEUHOMY W U3/IaTEITLCKOMY JIEIY.
OpraHu3anuoHHO-PACTIOPATUTENbHAS JOKyMeHTaus. TpeboBanus K 0(hOpMIICHHIO
nokyMeHToB" (yTB. [Ipukazom Poccranmapra ot 08.12.2016 N 2004-cT).
2. ®enepanbHblii 3akoH "O06 HHGOpPMAIUK, THPOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3aIUTe
napopmaru" ot 27.07.2006 Ne149-D3
3. ®enepanbHeblii 3akoH "O06 apxuBHOM jene B Poccutickort @enepanun” ot 22.10.2004 Ne
125-@3.
4. ®enepanbublit 3akoH "O mepcoHanbHBIX JaHHBIX" oT 27.07.2006 Ne 152-D3.
Y4ebHO-MeTOoIUIeCKas TuTeparypa: 2, 3,4, 5,6,7, 8
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIC CUCTEMBI: |




1.4.

[onsarne «moxymenT». Knaccnpukanus JOKyMEHTOB U UX (DYHKITUH.
IInan:

1. [TonsITHE «TOKyMEHTOOOOPOT» U €TO 3HAYCHHE.

2. OCHOBBI OpraHHU3AIMH JOKYMEHTO00O0pOTA.

3. JlIokyMeHTaIMOHHOE 00eCIIeYeHNE YIIPABICHIECKOTO PEIICHHS.

4. ITpuHIAIIEI OpTaHNU3AINH JBIDKEHHUS JOKYMEHTOB.

5. Ilonsrue «Peructparus».

6. 3amaun ¥ MpaBUIIa PETUCTPAIMH JOKYMEHTOB.

Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12

L.5.

[IpaBuma MOATOTOBKH M COCTABICHHS JOKYMEHTOB

IInan:

1. O6mue Tpedoanus mo 'OCTy P 7.0.97-2016.

2. OdopMmieHne TEKCTa.

3. OopmieHue TUTYIBHOTO JIUCTA.

Y4ebHo-MeTomuIecKas muTeparypa: 2, 3,4, 5,6, 9

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.6.

PexBH3HUTHI JOKyMEHTOB U UX 0pOpMIICHHE

Ilnan:

1. Buabl peKBU3UTOB, HCIIONB3YEMBIE B JOKYMEHTOO00POTE.

2.TOCT P 7.0.8-2013 "HannonanbHbI# cranaapt Poccutickoit @enepannu. Cuctema
CTaHIAPTOB 10 HH(OpMANH, OMOINOTETHOMY U H3JaTeNbCKOMY Aemy. [lenonpon3BoaCcTBO U
apxuBHOE N1e0. TepMuHbI U onipeeneHus "

Y4ebHO-MeTomuIecKas muTeparypa: 2, 3,4, 5, 6,9, 12

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.7.

TpeGoBanus k 6maHkam u GopMyaspam

Ilnan:

1. Buner 6mankoB 1 (OpMYIISIPOB, HCIIONB3yeMbIe B ToKymMeHToooopote JJOO.

2.TOCT P 7.0.8-2013 "HannonanbHbI# ctanaapt Poccutickoit @enepannn. Cuctema
CTaHIAPTOB 10 HH(OpMANH, OMOINOTETHOMY U H3JaTeNbCKOMY Aemy. [lenonpon3BoaCcTBO U
apxuBHOE N1eo0. TepMuHbI U onipeeneHus "

Y4ebHO-MeTOIUIeCKas TuTeparypa: 2, 3,4, 5,9, 12

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

2. Pazpabomka u cocmaenenue paziuiHblX 64008 0OKYMEHMOG8 8 OOUIKOIbHOU 00PA308AMenbHO
opzanusayuu.
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Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle pe3yibmMansl:
[IK-1: V.1 (TIK.1.2), B.1 (TIIK.1.3)
YK-4: V2 (YK 4.2),B.2 (YK4.3)

2.1.

Opraan3anus XpaHeHH JOKyMEHTOB.

IInan:

1. IlpaBuina rpu opraHu3alvK XpaHEHUs JEIl.

2. DKcriepTH3a MEeHHOCTH IOKYMEHTOB.

3. 3amaun SKCIEPTU3HI.

4. OT60op TOKYMEHTOB Ha ITOCTOSTHHOE XpaHEHHE.
5. Cnaga nen Ha TOCyZapCTBEHHOE XpaHEHHE.

Y4ebHO-MeToIuIecKas TuTeparypa: 2, 3, 6, 9, 12

2.2.

HVcnonp30BaHre IEpCOHAIBHOTO KOMITBIOTEpA B IEIONTPOU3BOICTBE.
IInan:

1. 3HaueHNe IepCOHAIBHOTO KOMITBIOTEPA B ICIIOTIPON3BOJICTBE.

2. TpeboBaHUs K COCTABICHUIO JOKYMEHTOB Ha KOMITHIOTEPE.

3. PacmiewaTka JOKyMEHTOB Ha IIPHUHTEPE.

4. DneKkTpoHHAs KapTouka ¥ TpeOOBaHUs K HEl.

5. Xpanenue noxkymeHToB B [1K.

Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12

2.3.

CpencTBa COCTaBIECHHUS TEKCTOBBIX JOKYMEHTOB, KOITMPOBAHMS 1 ONEPATHBHOTO
Pa3sMHOKCHHSI.

IInan:

1. Heo6x0onmMOoCTh BBEACHHUS TEXHHIECKUX CPEACTB WH(POPMAITMOHHBIX TEXHOIOTHH.
2. CpenctBa COCTaBIICHUST M M3TOTOBIICHUS JIOKYMEHTOB.

Y4ebHO-MeToIuIecKas muteparypa: 1, 2, 3,4,5,6,9, 11, 12
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2.4. Cpexncrta nepegadu HHGOPMAIIH. 2
IInan:
1. CpencrBa KOmMPOBaHUS JOKYMEHTOB.
2. OcHOBHBIE CpE/ICTBA Mepeadyu MHPOPMAIINY U UX 3HAYCHUE.
YyebHO-MeToIUUeCcKas muTeparypa: 1,2, 3,4,5,6,9

2.5. Pa3paboTka opraHW3aIliOHHBIX JOKYMEHTOB. 2
IInan:
1. Buas! opraan3anuoHHbIX JoKyMeHToB B JIOO: ycTaB, TOIKHOCTHAS HHCTPYKITHS,
MOJIOKEHHE, IITAaTHOE PAaCIICaHue.
2. TpeboBaHus K pa3pabOTKe OPraHU3AMMOHHBIX TOKYMEHTOB.
3. TexHomorus pa3paboTKH OPraHU3alMOHHBIX JTOKYMEHTOB.
YyebHO-MeTOMUIeCKas muTeparypa: 1, 2, 3,4, 5, 11, 12

2.6. Pa3paboTka pacropsANTENIbHBIX JOKYMEHTOB. 2
IInan:
1. TpeGoBaHus K pa3pabOTKe paCIOPSTUTEIBHBIX TOKYMEHTOB.
2. Texnomnorus pa3paboTKu pacHOPSIIUTEIBHBIX JOKYMEHTOB.
3. Pa3paboTka MpuKa30B 10 OCHOBHOM AEATENbHOCTH, IPHKA30B TI0 INYHOMY COCTaBY,
oopMIIeHNE TUIHBIX JeIl.
Y4ebHO-MeToIUIecKas muTeparypa: 1, 2, 3,4,5,6,9, 11, 12

2.7. Pa3zpaboTka nH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. 2
IInan:
1. TpeboBanus K pa3paboTke HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
2. TexHomorus pa3padboTK HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
3. Pa3paboTka akToB, muceM, (PaKcoB, MPOTOKOJIOB, JOKJIAIHBIX 3aITUCOK, CITPABOK,
TeaehoHOTpaMM.
YyebHO-MeTOoMUIeCcKas muTeparypa: 1, 2, 3,4,5,6,9, 11, 12

2.8. TexHUYECKOE OCHAIIEHHE JIEIONMPON3BOICTBA B IOMIKOJILHOE 00pa30BaTeILHOM
OpTraHu3aIuH. 2
IInan:
1. CpenctBa xpaHeHHsI, IONCKa JOKYMEHTOB, Tiepeaadn nHpopmarwn. [Iporpammuaoe
o0ecriedeHne IeIOPON3BOJICTRA.
2. BoamoxxnocTu nporpamMmsl 1C JIokyMeHTOO0O0POT.
3. TpeGoBaHus K pa3MeleHuIo HHpopMaruu 006 00pa30BaTEIbHBIX OPraHU3aAIUsIX B CETH
WHTEPHET.
YuebHO-MeToguyecKas aureparypa: 1, 5

3.3CPC
HaumenoBaHnue pa3nejia JTMCHUILTUHBI (MOAYJIs1)/ TpynoeMkocTh

Tema 1J11 cCaMOCTOATETBHOIO N3yYCHUHA

(K0,1-BO 4acoB)

1. Obugue ocrnoeswt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 6
OOUIKONbHOIL 00pA306amMenbHOI OP2AHU3AYUU.
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Dopmupyemvie Komnemenyuu, 06pazosamenvHbvle pe3yibmansl:
[K-1: 3.1 (IIK.1.1), V.1 (IIK.1.2)
YK-4:3.2 (YK 4.1), V.2 (YK 4.2)

I.1.

Cozieprkanue U 3HaUYCHHE JIENIONPOU3BOJICTBA

3adanue onn camocmonamenbHozo 6bINOIHEHUSL CHIYOEHIMOM:

1. Ha KOHKpeTHbIX IpUMepax oKa3aTh 3HAYCHUE JACTIOMPOU3BOICTBA B KM3HU O0OLIECTRA,
OpraHu3aliu, 4ejJ0BeKa.

2. [Ipoananu3upoBarh onpeAeIeHUs] TEPMUHOB, UCTIONB3yomuXcs B pa3Hbix [OCTax u
COCTaBHUTh MUHHU-CJIOBAPb.

Y4ebHO-MeToIuIeCcKas muTeparypa: 2, 3,4, 5, 6,9, 12

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAIIMOHHBIE CTIPAaBOYHBIC CUCTEMBI: |

1.2.

CykObl TOKyMEHTAIIUN U CEKPETAPCKON CITY>KOBI.

3adanue onn camocmosamensHozo 6bINOIHEHUSL CHIYOCHIMOM:

[ToAroToBUTH JOKIAA U MYJIBTUMEIMHHYIO TPE3CHTALUIO Ha TeMy "VcTopust pa3BuTHs
CHUCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeUeHHS yIpaBIeHus"

Y4ebHO-MeToIUIecKas muTeparypa: 2, 3,4, 5,6, 9
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1.3.

HopmaruBHO-11paBoBoe 000CHOBaHUE OPraHU3alMH JIeI0NPOU3BO/ICTRA.

3adanue onn camocmoamenbHozo 6bINOIHEHUSL CHIYOCHIMOM:

IIpoBecTty aHaIM3 ICHCTBYIOMINX M OTMEHEHHBIX CTAHAAPTOB Ha 0(OPMIICHHE 1 BEHHE
JIOKyMEHTOB. BBISIBUTh OTIIMUUTENbHBIE 0COOEHHOCTH B O(DOPMIICHUH JOKYMEHTOB I10
COBPEMEHHBIM CTaHIAPTaM U MPEALICCTBYOIIUM UM.

Y4ebHo-MeToIuIecKas muTeparypa: 2, 3,4, 5, 6,9, 12

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.4.

Toustre «1okymeHT». Kitaccupukanust JOKYMEHTOB U UX (pyHKIHH.

3adanue onn camocmoamensHozo 6bINOIHEHUSL CHIYOCHIMOM:

1. CocraButh Tabnuily « Buabl JOKYMEHTOBY» C IIPUMEPAMH.

2. TTono6parh HECKOJIbKO BUIOB JOKYMEHTOB M Ha MX OCHOBE IOI'OTOBUTH XapaKTEPUCTUKY
JIOKyMEHTOB T10 Pa3HbIM IIPH3HAKAM, BBIIEIUTh  HA3BaTh OCHOBHBIC PEKBH3UTHI.

3. [MoxrotoBuTh pedepar (coodieHNe) 0 MpaBUIIaX UCIIOIB30BaHUS JIETIOBOTO CTHIIS PEYH B
JIOKyMEHTaX.

YuebHO-MeTOoANYeCKas ureparypa: 1,2,3,4,5,9

L.5.

HpaBHna IIOATOTOBKH U COCTABJICHUA JOKYMCHTOB
3aoanue 014 camocmosamenbHO20 6bINOJIHCHUS cmydenmwn:

Omnwmpasich Ha CTaHAAPTHL, COCTaBBTE MEPEICHB MPABUII TIOATOTOBKH M COCTABICHUS
JIOKYMEHTOB JTSI 3aBEIYIOIIETO JAOIIKOJIBHON 00pa30BaTeIbHON OpraHu3aIlieH.

Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12
IIpodeccronanpabie 6a3bl JAHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.6.

PeKBU3UTHI JOKYMEHTOB U HX OQopMIIeHHE

3adanue onn camocmosamensHozo 6bINOIHEHUSL CHIYOEHIMOM:

CocraBbTe He MeHee 5 00pa3ioB pa3HbIX JOKYMEHTOB C HCIIOJIb30BAHUEM PAa3HBIX
pekBH3UTOB. KaXkIblil peKBU3UT 0003HAYBTE MOPSIKOBEIM HOMepoM cortacHo ['OCTy.
Y4ebHO-MeToIUIeCcKas muTeparypa: 2, 3,4, 5,6, 9

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.7.

TpeboBanus k 6maHkam u GopMyspaM

3aoanue 013 camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:

IToaroToBETE OTBETH B MMCEMEHHOM BHUJIE HA CIEAYIOMINE BOMPOCHL:

1. B 9yem pa3HuIla NOHATHH TOKyMEHT U O(QUIIHATBHBINA TOKyMEHT?

2. Kakue kiaccuukaiuy T0KyMEHTOB BBl 3HaeTe?

3. Ilpn KaKuX YCIOBUIX MOMIMHHUK M JyOJIHKAT TOKYMEHTa 00JIa1al0T OJMHAKOBOI
IOPUIMYECKOM CHUITON?

4. B ueM omimmume odopMiieHHs OJlaHKa TIChbMa U 00IIIero OjlaHKa OpraHu3ainm?

5. OxapakTepu3yiTe 0COOCHHOCTH JIEIOBBIX 000POTOB PEYH.

YyebHO-MeTomUUecKas muteparypa: 1,2, 3,4,5,6,9

2. Pazpadbomka u cocmaenenue paziuiHslx 64008 0OKYMEHMOG8 6 OOUIKOIbHOIL
00pazosamenvHol Opzanu3ayuu.
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Dopmupyemvie Komnemenyuu, 06pazosamenvHbvle Pe3yibmManmsl:
[IK-1: V.1 (TIK.1.2), B.1 (TIIK.1.3)
YK-4: V2 (YK 4.2),B.2 (YK 4.3)

2.1.

Opraan3anus XpaHeHH JOKyMEHTOB.

3aoanue 013 camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:

M3y4nth TpeOOBaHUS K XPAaHHHUIO IOKYMEHTOB pa3IMUHBIX Kareropuii. Pazpaborarh
WHINBUAYaATBHYI0 HOMeHKIATypy aen i JJOO ¢ onpeneneHneM CpOKOB XpaHEHHS
JIOKYMEHTOB.

YyebHo-MeTomuuecKas mureparypa: 1,2, 3,4, 5,6, 12
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

2.2.

Hcnonp30BaHne IepCOHAIBHOTO KOMITHIOTEpA B IEITONTPOU3BOICTBE.

3aoanue 013 camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:

1. IToaroTOBUTH CPAaBHUTENIBHBIN aHATN3 OpraHu3anuu aenomnpon3BoacTea B 0O ¢
ucnonezoBanneM [1K u 6e3 Hero. Beissuts "+" 1 "-".

2. Ha ocHOBE KOHKpETHOW OpraHU3AIMOHHONW CTPYKTYPHI YIIPABICHHS JOITKOIHHON
o0pa3oBarebHON OpraHn3anuell pa3padoTaTh CXeMy JIEKTPOHHOTO JOKYMEHTOO00pOTa.
Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12
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2.3.

CpeacTBa COCTABICHHUS TEKCTOBBIX JOKYMEHTOB, KOIIMPOBAHMS M ONICPATHBHOTO
Pa3MHOKCHHS.

3aoanue 01 cCamocmoamenbHoO20 6bINOJIHEHUS CHYOCHMOM:

IToaroroBbTe JOKIAM M MYTBTHMEAMUHYIO IPE3CHTALMIO HA TeMY: "DBOIIIOINS CPESICTB
COCTaBJICHHUS TEKCTOBBIX TOKYMEHTOB, KOIMPOBAHUS U OIEPATHBHOTO Pa3MHOKEHUS".
Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12

2.4.

Cpencrta nepenadn nHGOpMaIny.

3adanue onn camocmoamensHozo 6bINOIHEHUSL CHIYOCHIMOM:

[ToAroToBbTE OTBETHI HA BOIPOCHI B MMCHbMEHHOM BH/IE:

1. Oxapakrepu3yiiTe HanpapiIeHHs UCTIOIb30BAHUS HOBBIX HH(POPMAIMOHHBIX TEXHOIOTHI
Mpu opraHu3anuu nexonpouspoactsa B JJOO.

2. BO3BMOXXHOCTH OpraHu3alyy rnepeaadd nHGOpMaIiK P MOMOIIHN AIEKTPOHHBIX
nocureneit B8 J100.

YyebHO-MeToIUUecKas muTeparypa: 1,2, 3,4,5,6,9

2.5.

Pa3paboTka opraHM3aMOHHBIX TOKYMEHTOB.

3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:

1. Ilpoananu3upoBath 0pOpMIIEHHE B COOTBETCTBHH C TPEOOBAHUSIMHE JOIDKHOCTHBIX
WHCTPYKIMW, HHCTPYKIUH IO OXpaHe Tpyaa, APyroi opraHu3allMOHHON JOKYMEHTAIHI
J00.

2. CocTaBUTh MakeT 0(OPMIICHHUS TOHKHOCTHON WHCTPYKINH, IPABUII BHYTPSHHETO
TPYAOBOTO PacHOpPSIIKA.

YyebHO-MeToMUUecKas muTeparypa: 1,2, 3,4,5,6,9

2.6.

Pa3paboTka pacropsauTeIbHBIX JOKYMCHTOB.

3aoanue 01 cCamocmoamenbHO20 6bINOJIHEHUS CHYOCHIOM:

1. CocraBuTh MakeT 0(OPMIICHHS IPUKa3a 10 OCHOBHOM JAESTEIbHOCTH M BBIMIMCKA M3
pHKa3a.

2. CocraButh pacropsprenue mo JJOO.

3. Pa3paborarh aJITOPUTM HU3aHUS IPUKa3a 10 OCHOBHOU JEATCILHOCTH.
YyebHO-MeToIUUeCcKas muTeparypa: 1,2, 3,4,5,6,9

2.7.

Pa3paboTka nHGOPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.

3adanue onn camocmoamenbHozo 6bINOIHEHUSL CHIYOCHIMOM:

1. CocTaBUTh MaKeT CIIPaBKHU 10 TpoBepke nestenprocTa JJOO.

2. OhopMHUTH CITY’KEOHYIO 3aIHUCKY, OOBICHUTEILHYIO 3aIHCKY.

3. CocTaBHTh MUCHMO Ha KOHKPETHYIO TEMY.

4. CocraBUTh MakeT MPOTOKOJIA 3aCEJaHUS [IEJarOrMYEeCKOr0 COBETA.
YyebHO-MeToIUIeCcKas muTeparypa: 1,2, 3,4,5,6,9

2.8.

TexHHYeCcKoe OCHAICHHE JACIOMPON3BOICTBA B IOMIKOJILHOE 00pa3oBaTeIbHON
OpTraHu3aIuH.

3aoanue 013 camocmoamenIbHO20 GbINOJIHEHUA CHIYOCHIMOM:

1. [ToaroToBUTHL COOOIIEHNE ¢ MYTBTUMENUHHON MPE3EHTAITNEH 00 UCITOIL30BaHUH
KOMITBIOTEPHBIX IPOTpaMM 110 fesonpousBoactsy B J100.

2. Hammucarp acce Ha Temy: «OpraHu3aliys 1ei10mporu3BOICTBa B IETCKOM Caxy OyayIeroy.
Y4ebHo-MeTomuueckas mureparypa: 1,2, 3,4,5,6,9, 12
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4. YYEBHO-METOAUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUIIJINHBI

4.1.

YueOHo-MeTOANYECKAS JTUTEPATYPa

Ne
/1

bubmmorpadudeckoe onvcanue (aBTop, 3arjiaBue, BUI U3TaHUS, MECTO,
W3/1aTeNbCTBO, TOJ U3/IAHMUS1, KOJINYECTBO CTPAHHIL)

Ccoinka Ha uctouyHuk B OBC

OcHoBHas auTEparypa

Bonobyena, JI. M. Jlenonpon3BoACTBO B AOIIKOJIEHOM 00pa3oBaTeIbHOM
yupexnenuu : yaeonoe mocobue / JI. M. Bomobyesa. — Mocksa : [Ipomereii, 2013. —
72 c. — TekcT : aneKTpoHHbIH // DnekTpoHHO-O0nOMMoTeuHas cuctema IPR BOOKS :
[caiiT].

URL:
http://www.iprbookshop.ru/
18565.html

Kyssmuna, U. B. JlenonpounsBoactso : yuedHnoe nmocodue / M. B. Ky3pmuna. —
Mocksa : MOCKOBCKHI T'yMaHuUTapHbIH yHUBepcuTeT, 2017. — 128 ¢. — Teker :
JEKTPOHHBIH // DnekTpoHHO-O0nOmoTednas cuctema IPR BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
74718.html

Cewmko, M. A. OcHOBHI etonpou3BocTBa : yueoHoe mocodbue / M. A. Cemrko, JI. A.
AntyxoBa. — CtaBponons : CexBoiisi, 2018. — 119 ¢. — Tekcr : aneKTpOHHBIH //
OnexTpoHHO-0nbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
92992 .html

Ankosuy, 111. A. JIe10mpon3BoACTBO B KAAPOBOH CITYKOE : yUSOHUK JIJISl CTYICHTOB
BYy30B, oOyuaronuxcs 1o cnenuanbHoct 062100 «Yrpasnenue nepconamomy / 111
A. STakoBm4. — Mockga : FOHUTHU-IIAHA, 2017. — 160 c. — TekcT : 3MeKTpOHHBIH //
OnexTpoHHO-0nbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
81624 .html

JlonoyiHuTEILHAS TNTEPATypa

I'BaeBa, 1. B. [lenonpounsBonctso : cripaBounuk / M. B. I'BaeBa, C. B. CobaneBckuil.
— Mumnck : TerpaCuctemc, Terpanur, 2014. — 224 ¢. — TekcT : 37IeKTPOHHBIH //
OnexTpoHHO-0MbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
28072.html

JlokyMeHTalnnoHHOe oOecrieueHne ypapieHus | Y4eOHUK JUIs CTYIEHTOB By30B,
00yYaroIKXCsl 110 HAMPABICHUSIM « JKOHOMUKa» U « MEHEDKMEHTY,
crerpanbHocTIM «MHpOpMaTHKay, «JoKyMeHTOBEICHHE U JJOKYMEHTAIIMOHHOE
obecrievueHre ynpasieHus», « ABTomarn3zanus 1 ynpasienue» / A. C. Ipunbepr, H.
H. Top6aués, H. H. T'op6aués, O. A. MyxamermmHa. — Mocksa : KOHUTU-JTAHA,
2017. =391 c. — Tekct : aNeKTpOHHBIH // DNeKTpoHHO-0nbmoTeuHas cucrema [IPR
BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
71213.html

KonduaeHnuaipHOE ASTOMPOU3BOACTBO U 3AIMUIIECHHBIN dJIEKTPOHHBIN
nokyMeHToo00poT : yueonuk / H. H. Kynses, A. C. Aémymxkun, A. I. ®abpuyHOB,
T. B. Konnpamesa ; nox penakmueid H. H. Kynses. — Mockaa : Jloroc, 2013. — 452
c. — Tekcr : anexTpoHHBIH // DnekrporHO-O0nbMMoTednas cuctema IPR BOOKS :
[caiiT].

URL:
http://www.iprbookshop.ru/
9083.html

Kysnemnosa, 1. B. KouduneHmanbHoe 1eI0MPOU3BOACTBO M 3AIUIIICHHBII
JNEKTPOHHBIN TOKYMEHTOO000POT : yueOHoe mocobue as 6akanaspos / 1. B.
Kysnernosa, I'. A. Xauarpsin. — Mocksa : Aii [Tu Ap Memua, 2020. — 192 c. — TekcT :
JNEKTPOHHBIH // DnekTpoHHO-O0nOmuoTednas cuctema IPR BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
97083.html

Kynses, H. H. lokymentoBenenue : yueobnuk / H. H. Kynses, /1. H. Ypanos, A. T.
®dabpuunoB ; ox penaknuerd H. H. Kynses. — Mockga : Jloroc, 2015. — 352 ¢c. —
TekcT : aneKTpOHHBIH // DnekTpoHHO-0nbOmmoTedHast cuctema IPR BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
70692.html

10 [Mantypona, H. C. KagpoBoe Jemonpou3BoaCcTBO : yueOHOoe mocodue st ctynenTos, [URL:
obyugaronuxcs o cnenuansbHocTH 032001 JlokyMeHTOBEIeHNE 1 http://www.iprbookshop.ru/
JIOKyMeHTaImonHoe ooecnedenne ynpasieaus / H. C. MantypoBa. — YenssOunck : (56420.html
YensOMHCKUI rocyIapCTBEHHBIM HHCTHTYT KyIbTypbl, 2013. — 100 c. — TekcT :
JEKTPOHHBIH // DnekTpoHHO-O0nOmuorednas cuctema IPR BOOKS : [caiiT].
11 |[TomoBuHKKHA, M. JI. DTHYECKHUE aCTIEKThI MUCbMEHHBIX KOMMYHHUKAIIHUH : URL:
METOAMYECKIE YKa3aHUs IS CTYASHTOB BcexX hopM oOyueHwus 1o ciennanbHoct  |http://www.iprbookshop.ru/
«JloxymeHnToBenenue u apxuBosenenue» / M. JI. [lonosunkuna, O. U. Bosuiok. —  (73096.html
Jlunenk : JIunernkuii rocynapcTBeHHbIN TexHnueckuid yauepcutet, ObC ACB,
2017. —31 c. — TekcT : 2MeKTpOHHBIH // DNeKTpoHHO-OnOMMoTeuHas cuctema IPR
BOOKS : [caiiT].
12 |[ToxyMeHTOBeIEHUE B apXUBOBEICHHUE : CIIOBAPb-CIIPABOYHUK IS CTYICHTOB, URL:

obyugaromnuxcs o cnenuanbHocT 032001 JlokyMeHTOBEIeHNE 1
JIOKyMEHTaImoHHoe obecnieuenue ynpasienus / O. I. Ycanosa, A. B. Jlymaukosa,
A.T. Asnarynosa, M. B. Mortopnas. — UensOunck : YensOnHckuit
TOCYIapCTBEHHBIM MHCTHTYT KyIbTYpbI, 2015. — 116 ¢. — TekcT : 3neKTpOHHBIH //
OnexTpoHHO-0nbMHoTeuHas cucrema IPR BOOKS : [caiit].

http://www.iprbookshop.ru/
56404.html
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4.2. CoBpeMeHHBIe IPO(heccHOHANBHBIC 0a3bI JAHHBIX H HH(POPMAIMOHHBIE CIPABOYHBIE CHCTEMBI,

HCMOJIb3yeMbI€ MTPU OCYIIECCTBJICHUHN 06pa30BaTeJ’leOF0 nmpoiecca nmo JTuCuunjaInHe

Ne

n/n

HanmenoBanue 6a3el JaHHBIX

Ccblika Ha pecypc

[

CnpaBquaﬂ IpaBoBas CUCTEMaA KOHcyﬂbTaHT IIFOC
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5. ®OHJI OEHOYHbBIX CPEACTB VIS IPOBEJEHUA TEKYIIETI'O KOHTPOJISA U
MHNPOMEXKYTOYHOU ATTECTAIIUHU OBYYAIOIIIUXCA 110 JUCHUIIJIMHE (MO YJIIO)

5.1. Onncanne noka3areseil 1 KpUTepHeB OLCHNBAHNUS KOMIIeTCHIMIA

Kon xomnerennuu mo ®I'OC

3
W
oS
<l=
E =
Texyuuil KOHTpOINIb ;’ 5
S E
s
2
Kon o6paszosarensHOro =
pe3ynbTara TUCIMILTHHBL ° =
52 : 5
Z 2 0o = =
a = = o = g
5 e3 gz 5 2
255 5 5 o Q
) = < = =
E '3 = > 0 3
S & E z
2z a S o]
TIK-1
3.1 (IIK.1.1) + +
V.1 (TIK.1.2) + + +
B.1 (IIK.1.3) + +
YK-4
3.2 (YK 4.1) + +
V2 (YK 4.2) + +
B.2 (YK 4.3) + +

5.2. TunoBble KOHTPOJbHBIC 33JaHUSI WJIH MHBIC MaTepHaJbl, He00XOQHMBbIe /UISl OLCHKH 3HAHMIl, YMEHHI,
HABBIKOB H (WJIH) ONbITA AeSITETbHOCTH, XapaKTePH3YIOLIHX 3TaNbl GOPMUPOBAHUS KOMIETeHIIMIi.

5.2.1. Tekymuii KOHTPOJIb.

TumoBsle 3amanus K pazaeny "OOmue 0CHOBEI Aemonpon3BoacTBa. OCOOCHHOCTH OpTaHU3aINHY AETOIPOU3BOICTBA B
JIOTITKOIIFHOW 00pa30BaTeIbHON OpraHu3anuu.":
1. CutyanimoHHbIe 32241
CocraBbTe 2 JII0OBIX JOKYMEHTA U3 HUKETPUBEACHHBIX IPUMEPOB C YUETOM BCEX TPEOYEMBIX PEKBU3UTOB:
- 0 mpueMe Ha paboty Bocrnutarens FiBanosoit M.I.
- 00 yBosbHEHUH mepeBojoM B Apyryo JJOO Bocnurarens [Terposoit 1.1
- B KagecTBe 3aBexyromiero JJOO cocTaBpTe XapaKTepHCTUKY Ha Iearora.
- HaITMIIWTE 3asBlIieHUE 0 ipreMe Bac Ha paboty metonuctoMm B JIOO.
- HaIIWIIIUTE 3asBICHHUE O MPEIOCTaBICHINH BaM aIMIHACTPAaTHBHOTO OTITYCKa 10 CEMEIHBIM 00CTOSTEIHCTBAM.
- COCTaBEbTE MPHUKa3 0 mepeBoie BocnuTarens CMUPHOBOM M.A. Ha TOHKHOCTE CTAapIIero BOCIUTATeNs (BHYTPSHHUH
npuka3 o J100).
KomnmuecTso 6ammos: 15
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2. Teer
1. [aiiTe onpeneneHne TepMUHY «/Jlemonpon3BoaCTBO»:
a. OTpacib IeSTEIBHOCTH, 00eCIIeUNBAIOIasl JOKYMEHTHPOBAHHUE M OPTaHNU3AINIO pabOoThI ¢ O(UIHATIHHBIMA
JOKYMEHTaMH;
0. IeATeNbHOCTD TI0 OPTaHU3ANHN IBWKEHHUS TOKYMEHTOB Ha MPEIPUATHN C MOMEHTA UX CO3JaHUS WU IOy YCHHS
IO 3aBEPIICHHNS UCIIOTHEHNS;
B. OpPTraHU3alMOHHO-TEXHUYECKAs CHCTEMA, 00eCTIeYrBarOIast MPOIECC CO3MaHMs, YIPABICHHUS TOCTYIIOM U
pacrpocTpaHeHHs MIEKTPOHHBIX TOKYMEHTOB B KOMITBIOTEPHBIX CETSX.
2. Kaxkas cuctema obecriednBaeT paboTy C AIEKTPOHHBIMA BEPCUSAMH JOKYMEHTOB H PEKBH3UTAMHU
PETUCTPAIIMOHHO-KOHTPOJIBHBIX (DOPM B COOTBETCTBUH C IPUHIATHIMU B CTPaHE MPAaBIWIIAMH U CTaHAAPTAMU
JIeIIONIPON3BOICTBA?
a. CHCTEMa MEXBEJOMCTBEHHOTO HH()OPMAIIMOHHOTO B3aUMOICHCTBHS;
0. cucTema AIIeKTPOHHOTO JAEIIOMPON3BOACTBA;
B. CHCTEMa 3JIEKTPOHHOTO TOKYMEHTO000poTA.
3. Nadopmanms, nepeaHHas WIH MOTyYeHHAs T0JIb30BaTeNIeM HH()OPMAIMOHHO-TEICKOMMYHUKAITHOHHON CeTH—
3TO...
. JJIIEKTPOHHOE COOOIICHHE;
. DIIEKTPOHHBIA JOKYMEHT;
. DIIEKTPOHHAS TIOJIITUCH.
. YKa)knTe KOJTMYECTBO OCHOBHBIX IIPHUHIIAIIOB TOCTPOEHHS CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO000pOTA:
IIECTB;
. BOCEMb;
. IIECSITb.
. [ocTpoenne cxemsl, COTIACHO KOTOPOH COOOIIEHHS TTEPEAAIOTCS MEeX Ty pabodrMy MecTaMu moss3oBareneiit APM
—9T0...
. MapIIPyTH3aHA COOOIIEHHUI B CHCTEME NEKTPOHHOTO JJOKYMEHTO00O0POTa;
. DIIEKTPOHHOE PACIPOCTPaHEHHE TOKYMEHTOB;
. OpraHU3aIHs TOUCKOB JOKYMEHTOB.
. Kakoii u3 mepeunciieHHBIX CHCTEM MapIIPyTH3ALMUHN HE CYIIECTBYeT?
. CUCTEMa JIIEKTPOHHOH MOYTEI,
. aTpuOyTHUBHAS MapIIPyTH3AINS;
. CBOOOIHAS MapIIPyTH3ALIHS.
. YUTo U3 mepeUyrcIeHHOT0 OTHOCUTCS K dTaraM IMPOSKTUPOBAHNS M BHEIPECHUS CHCTEMBI YIIPABICHHU JOKYMEHTaMH?
. KOHBEPTHUPOBAHUE U MHUTPAIIHS;
. OIIEHKA CYIIECTBYIOIINX CHCTEM YIPaBICHUS;
. JOKyMEHTHPOBAHHE OTIePALIii.
. UTo U3 MepeurcIIeHHOTO BKITFOYAET B ce0sI ATl MPeABAPUTEIIEHOTO 00CIeIOBaHMS?
. cOop nHpOPMAIIH Ha OCHOBE aHAIH3a JOKyMEHTAIBHBIX NCTOYHIKOB W IIyTEM HWHTEPBBIOMPOBAHUS;
. cbop mHpOPMAIH U3 TOKYMEHTAJIbHBIX ICTOYHUKOB U ITyTEM MHTEPBHIOMPOBAHIS,
. oTIpefiesieHre U GOpPMYITHPOBaHHE TPEOOBAaHUN K TOKYMEHTAM.
. CKOJIBKO 3TanoB MPOEKTHPOBAHKS M BHEAPCHUS CHCTEMBI YIIPABICHHUS TOKYMEHTaMH CyIIECTBYET?
. BOCEMb;
. TIIECTH;
B. IIATh.
10. Yro u3 mepeyrcIeHHOro He BXOAUT B )KM3HEHHBIN UK JOKYMEHTa?
a. cTaaus OITyOTMKOBAaHHOTO JOKYMEHTA;
0. cTamus pa3pabOTKH TOKYMEHTA;
B. CTaI¥sI BHEIPCHUS TOKYMEHTA.
11. Yro Takoe ocHOBHas 00pa3oBaTesibHas porpamMma JIOMKOILHOTO 00pa3oBaHus?
a. OpraHN3aIMOHHO-PACTIOPAUTEIBHBIH JOKyMEHT
0. HOPMaTHBHO-YTIPABICHUECKUI TOKYMEHT
B. HH()OPMAIIMOHHO-CIIPABOYHBIA JOKYMEHT
12. TlepeuncnuTe Kakue pas3aesl BKIIOYaeT OCHOBHAS 00pa3oBaTeNbHast IPOTrpaMMa JIOIIKOIEHOTO 00pa30BaHus:

VMW O AW O

QAP OW AP O AP AW AL T O

Komnuectso 6amios: 10

TunoBsle 3aganus K paszgeiny "Pa3paboTka u cocTaBIeHHE Pa3INYHbIX BUIOB JOKYMEHTOB B JOIIKOJIBHOM
00pa3oBaTeNbHON OpraHU3anm. ":
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1. KonTpossHas padoTa no pasaeay/Teme
ITpumepHBIe BOITPOCHI KOHTPOJIBLHOMN pabOTHI:
Bapwuanr 1.
1. bnaHku TOKyMEHTOB MPEATIPUATHH (0OIIHIA, TUChMa, KOHKPETHOTO BHJA TIOKYMEHTA, IPOOIBHBIN, YIJIOBOH,
CTIEIUATBHEIN ). DOopMyIsp-oOpasel JOKyMEeHTa.
2. CTpyKTypa | IITaTHAS YUCIEHHOCTH, IITaTHOE paclycaHue, IPHKa3 O BHECCHUH N3MEHEHHH B IITaTHOE
pacrniicanue.
3. [Mopsamox odopMieHHs MPUKA30B TI0 JTHIHOMY cocTaBy. OOpasubl GOpMyITHPOBOK MIPHUKA30B IO JUTHOMY COCTABY.
BapwuanT 2.
1. TpynoBas kHMXKa: ohopmieHne 1 Benenne. OOpasisl GOpMYyITHPOBOK 3aMMCEH B TPYAOBYIO KHUXKKY.
2. JIMCTOK TO y4eTy KapoB, pe3foMe, aHKETA.
3. IIpoTtoxoin. @OpMEI IMTOTHOTO U KPATKOTO MPOTOKOJIA.
Bapwuanr 3.
1. Baemmss nepenucka. akcHMUIBHBIE COOOIICHISI.
2. CrpaBka. PazHoBUAHOCTH cripaBOK. OCOOEHHOCTH 0(OPMIICHHS CITPABOK: ¢ MeCTa PabOThI, O HATMYHHA MaTepHAIOB
Ha CKJIaJie, O IPOAETaHHON paboTe.
3. OcdopmieHre TPYIOBBIX TOTOBOPOB.
Bapwuanr 4.
1. OdopMmieHre TOTOBOPOB O TBOPUYECKOM COTPYIHHUESCTBE.
2. OdopmieHre JOTOBOPOB KyTUTH-TIPOAKH.
3. Homenkiarypa Jiel, MopsaoK ee COTIaCOBaHMA U yTBep KIeHHA. I [pOeKT HOMEHKIIATypHI €.
Bapuanr 5.
1. Peructpamms 70KyMeHTOB, (hOpMBI PErUCTPAIMOHHBIX KYPHAIOB M KapTodek. [IlepeueHs JOKyMEHTOB He
TOAJIC)KAIINX PETUCTPAIIHN.
2. Axt. PazHoBHIHOCTH akTOB. OOpa3Ilbl AKTOB C YITIOBBIM M IIPOIOJIBHBIM PACIIONIOKEHHUEM PEKBU3UTAM.
3. O6paboTka MOCTYNAIOIINX JOKyMEHTOB. biiok-cxema paboThl ¢ BXOASIIAMH JTOKYMEHTaMHU.
Bapwuanr 6.
1. O6paboTKa OTIPABIIEMbIX JOKYMEHTOB. bilok-cxema paboThl C HCXOMAITUMH IOKYMEHTaMHU.
2. ABTOMaTH3UPOBAaHHBII KOHTPOIb UCIIOTHEHUS TOKYMEHTOB.
3. ®opMupoBaHHUE J1e)T ¥ TIOATOTOBKA A€ K cJjade B BEIOMCTBEHHBIA apXHB.
Bapuant 7.
1. ABTOMaTH3UpOBaHHAS HIEKTPOHHAS (pOpMa pETUCTPAIIH JOKYMEHTOB.
2. Jleno, OpSAIOK €To 3aBeCHUS B JeIONPOU3BOACTBE opranm3annu. O6noxka gena. PopMUpOBaHNE U XpaHEHUE JelT
B TeKyIel padore.
3. INopsimok mepenayn JOKyMEHTOB B BEOMCTBEHHBIH apxuB. OmuicH aed.
Bapwuanr 8.
1. TpeboBaHus1, MpeAbABISIEMbIC K TEKCTaM IOKyMEHTOB.
2. JIOKyMEHTHI TI0 JIMYHOMY COCTaBy: aBTOOHOTrpadus, XapaKTepruCTHKa, 3asBICHAE U JIp.
3. Ocobennoctu opopmiteHus 3asBineHnid. Ciry)keOHas1, TOKIaHas U OObSICHUTEbHAS 3aITUCKH.
KomnmuecTso 6ammos: 15
2. CuTyalMOHHBIE 321a49U
1. Beriiast Ha caliT m000# JOUTKOIBHON 00pa30BaTeIbHON OpraHU3aIluy, MPOAHATU3UPYHTE €€ yCTaB ¢ TO3UINH ydeTa
HOPMAaTHBHBIX TOKYMEHTOB.
2. Pazpaboraiite 2-3 3agaun, TpeOyromuye yueTa i HCIOIb30BaHU HOPMAaTHBHBIX TOKYMEHTOB.
3. CocTaBpTe KOHKPETHYIO HOMEHKIIATY Py JeJl s JOIIKOJIBHOH 00pa30BaTeIbHOM OpraHn3aIiii.
4. TIpencraBpTe 00pasel Kakoro-1rbo Jena Mo HOMEHKIJIAType N,
5. CocTaBbTe IEeOBOE MUCHMO C UCTIONB30BAaHNEM HEOOXOAUMBIX PEKBU3UTOB.
6. [TonrotoBbTEe 0OpA3IILI MPHUKA30B:
- mo opranuzanuu padotsr JJOO;
- TI0 HA3HAYCHHIO KaJpOB;
- TI0 YBOJIBHEHHIO C JOJDKHOCTH;
- 0 TIPEIOCTABICHUH OTITYCKa;
7. IlonroToBETE 0Opaser Aena.
8. CocTaBbTe aKT HAa YHHUTO)KEHHE JIeTia.
KomnmuecTso 6ammos: 15

5.2.2. IIpoMe:kyTOUHASI ATTECTAIUSI

IIpoMesxyTouHasi aTTECTALsI IPOBOJUTCS B COOTBETCTBUH C [l0JIOKEHHEM O TEKYIIEM KOHTPOJE W IPOMEKYTOYHOM
arrecranuu B ®T'BOY BO «lOYpI TTIV».

IlepBhlii mepuoOx KOHTPOJISA
1. 3auer
Bompockr k 3ageTty:
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1. [laiiTe onpeneneHne JOKyMEHTa U HA30BUTE BHUJIbI JOKYMEHTOB.

2. KakoBbI OCHOBHBIE TpeOOBaHUS K U3JIOKESHHUIO TEKCTA JTOKyMEeHTa?
3. Yrto Takoe «KOPPECTIOHACHIINAS» ?

4. OxapakTepu3yiTe TOKYMEHTHI, TIOMIHHHBIC TI0 IOPUANICCKON CHITe.
5. OxapakTepHu3yiTe MOHATHE YTPABICHYECKUN JOKYMEHT.

6. Uto Takoe BXOASIINN JOKYMEHT U UCXOASIIUN TOKyMEHT?

7. Knmaccudukarus T0KyMEeHTOB (ITpU3HAKH KiIacCH(pHUKAIN).

8. Uto Takoe IeIonpoOn3BOICTBO?

9

. Uto Takoe peKBU3UT U KaKHe COCTaBHBIC YacTH (peKBH3UTHI) Byl 3HaeTe? PacmonokeHrie OCHOBHBIX PEKBH3HUTOB B
JOKyMEHTaX. PeKBU3HUTEI, He 00s3aTeNbHbIE IS OQUIIHATFHOTO MUCHMA.
10. Yro Takoe GpopMyisap TOKyMEHTa, To4eMy OOJIBITHHCTBO JOKYMEHTOB MMEIOT OTHU H T€ K€ PEKBU3UTHI, HO
KaXIBIH BUI TOKYMEHTa — CBOM hopMysip?
11. Yro BKiIIOUAET B ce0s MOHATHE «yTBEPKICHUE TOKyMEHTa»? Kakue pekBU3UTHI BXOIAT B COCTaB rpuda
yTBepxkaeHus? [ e onu pacmonararorcs?
12. HazoBuTe peKBU3UT, KOTOPBIA OPOPMIISIETCS TIPH PETUCTPAIIUU TOKYMEHTOB.
13. O6pscHUTE Ha3HAUCHHE PEKBU3HUTA (IIOAIHCEY, KAKUE HIEMEHTHI BXOIAT B 3TOT PEKBU3HUT?
14. B kakux ciaydasx o0s3aTeIbHO HAO 3aIONIHATh PEKBU3UT «CCHUTKA HAa MHIEKC U IaTy BXOMAAIIETO TOKYMEHTa»?
15. Kakne peKBU3UTHI TPOCTABIISIOTCS B TIPABOM BEpXHEM yTITy OnaHka?
16. Kakoii peKBU3UT OINpenesieT MOJUTMHHOCTh TOKyMEHTa?
17. O6BsicHUTE HA3HAYCHUE PEKBU3UTA «PE3OITIOLINSD).
18. Uto Takoe «BH3a» Ha JOKyMEHTE?

19. O6BsicHUTE HA3HAYCHUE PEKBU3UTA «COTIIACOBAHNE JOKYMEHTa». M3 KaKUX 2JIEMEHTOB COCTOUT TPUQ
COTTIacOBaHUSA?

20. Kak hopMupyeTcst 3arojioBok K TekcTy? B Kakux JOKYMEHTax 3aroJIoBOK COTIacyeTcs ¢ HAMMEHOBAaHUEM BHJIA
JIOKYMEHTA B Tajiexe?

21. OdopmMuTE HECKOIBKO 3ar0JIOBKOB K TEKCTaM: IMMChMa, aKTa, MPOTOKOJIA, TOKJIATHOW 3aITUCKU

22. CKoIbKO aApeCcoB MOKHO MAaKCUMAJILHO MIOMECTHTD Ha OHOM JTIOKyMEHTe?

23. OdopmuTE HECKOIBKO BUIOB OTMETOK: 00 UCTIONHHTENE, 00 UCTIOTHEHUH JOKYMEHTA U HAPaBJICHUH €T0 B JIEJI0, O
MNOCTYIUICHUH JOKYMEHTA.

24. Yto Takoe OP]] (opraHu3anmoOHHO-pacIOpPSAUTENbHAS JoKyMeHTaIws ). OObsCHUTE Ha3HAYCHUE
pacnopsAUTENbHBIX TOKYMEHTOB M MPUBEUTE IPUMEPHI.

25. Oxapakrepu3yiiTe Ha3HaYEHHE OPTaHN3AIOHHBIX JOKYMEHTOB, IPUBEANTE IPHMEPHI.

26. O0BsCHUTE HA3HAYCHNE MHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, IPUBEAUTE TIPUMEPHI.

27. O0bsAcHHUTE Ha3HAUCHHE JOKYMEHTA «IOKJIaJHAs 3anmnuckay. Kakue peKBU3UTHI HCIONIB3YIOTCS IIPHA COCTABICHIH
JIOKJIaIHOM 3aIuCcKu?

28. Yto Takoe 0OBSCHUTEIIbHAS 3aMicKa?

29. K xaxkomy Buny OPJ] otHOCHTCSt TpoTOoKOon? Kakue peKBU3UTHI HCITOJIB3YIOTCS TIPU COCTABIEHUH MpoTokoia? 13
KaK{X 9acTeil COCTOHUT TEKCT IMPOTOKOIa?

30. K xakomy Buny OPJ] oTHOCHTCS aKT, KaKHe PEKBH3HUTHI UCTIONB3YIOTCS TIPH COCTABIICHUN aKTa M KaKHe BUIBI aKTOB
MOJIeKAT YTBEPKACHHUIO?

31. Yro Takoe AODKHOCTHASI MHCTPYKIUS?

32. Yto Takoe «IIpukasy, u3 KaKuX 4aCTe COCTOUT €T0 TEKCT U Kak (POPMHUPYIOTCS IMTyHKTHI PACIIOPSTUTESILHON YaCTH
npukasza’?

33. Topsaaok opopMIICHHUS BBIMTUCKH U3 TPUKa3a, KaK OHA 3aBepseTCs?

34. OdopmiteHrE PUKA30B MO JTUIHOMY COCTABY.

35. Benenue TpyaoBbIX KHIDKEK paboTHHKOB: oopmierne TK, opopmieHne Brmaapimei, «xyomukaroy. Yaer TK.
Odopminenne snekrporHoit TK. BHecenne naMeHeHHUs 3amucei.

36. 13 kakux pasaesioB COCTOMT KOHTPOJbHAs KapToTeKa?

37. Yro sBnsieTcss OOBEKTOM KOHTPOJIIS HCIIOTHEHHUS TOKYMEHTOB, KaKHe CPOKH FICTIOTHEHHUS CYIIECTBYIOT,
JOJDKHOCTHBIE JTUIIA, CHUMAIOIINE TOKYMEHT C KOHTPOJIS.

38. 13 kakux 3JI€MEHTOB COCTOUT PETUCTPAMOHHBIN HH/IEKC JOKyMEeHTa?

39. OdopmuTe Ha TOKYMEHTaX PEKBU3UT «OTMETKA O KOHTpoJiey. Vicuncienne Cpoka UCTIONTHEHUS U KOHTPOJIb 3a
UCIIOJHEHHEM JOKYMeHTOB. [1opsiIok MpOAJIeHHsI CPOKA UCIONHEHUS JOKYMEHTA.

40. Yo Takoe TOKyMEHTOOOOPOT, B 4eM IIeJh IOKyMEHT000opoTa. Kakre TOKyMEeHTHI MTO3BOJISIOT OCYIIECTBUTH
aHaJIM3 U COBEPLICHCTBOBAHHE IOKyMEHTO000POTA.

41. Oxapakrepusyiite nmousaTus «Jlemo» n «Homenknarypa nem». [To kakuM prU3HAKaM CTPOSATCS HOMEHKIIATYPhI J1e?
42. Yto Takoe perucTpamnus J0KyMeHTOB?
43. Yro Takoe AEIONPOU3BOACTBO, YKAKUTE OCHOBHBIE €TO CTAIUH.
44. HazoBuTe dTamnsl paboThI ¢ JOKYMEHTaMHU, XapaKTepHbIE ISl TOKYMEHTOO00pOTA.
45. Yro Brrovaet B cedst moHsATHE «@OpMHUpOBaHUE AET»?
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46. KTO OCyIIIEeCTBIISIET PEABAPUTEIBHOE PACCMOTPEHHE TOKYMEHTOB?
47. JlaiiTe onpeneseHne SKCIEPTU3bI IEHHOCTH TOKYMEHTOB. B deM 3akimrouaroTcs 3a7a4qu SKCIEPTHU3bl TOKyMEHTOB?
48. Kakne BUIBI HOMEHKIIATYD JeNT pa3padaThIBAIOTCS YUPEIKICHUSIMHE?

49. T'pymibl JOKYMEHTOB 110 CPOKAaM XpaHEHHsI yCTaHABIMBaeMble MepedHsMu. 110 KaKOMY MPHUHIMITY TIPOUCXOIHUT
0TOOp TOKYMEHTOB Ha XpaHEHUE WM YHUUITOXKEHUE?

50. Kakune TpeboBanus He0OXOIMMO COOIIOAATH TIPH TIEPETIIETE WiTH ITOIIIMBKE JIeJ MOCTOSHHOTO, BPEMEHHOTO
(cBeimie 10 neT) XpaHeHUs ¥ 10 TMIHOMY cocTaBy? Kakue qaHHbBIE YKa3bIBAIOTCS HA TUTYJIBHOM JIUCTE OMTUCH
MTOCTOSTHHOTO XpaHCHHSI?

TunoBbIE MPAKTHYECKHIE 3aIaHHS:
1. CocTaBbTe BapHaHThI MHChMa-3aMpoca U MMChMa-0TBETa.
2. CocTaBbTe rapaHTUHHOE IMHCHMO.

3. CoctaBpTe JOKIAAHYIO 3aMUCKY O IPUINHAX HECBOEBPEMEHHOTO MPEACTABICHUS HH(OPMALINH O BHITIOTHEHIH
MIpHKa3a 3aBEeIyIOIIETO.

4. CocraBbTe CIPaBKy O 3apIljiaTe Balllero COTPYAHUKA AJIsI IPEIOCTABICHHUS 110 MECTY TPEOOBaHHSI.
5. CocraBbTe aBTOOHOTpadHIo.

5.3. IlpuMepHbIe KPUTEPUH OLIEHUBAHMS OTBETA CTYIEHTOB Ha IK3aMeHe (3aueTe):

OT1meTka Kpurepuu oueHuBanus

- ZIaeTCsl KOMIUIEKCHAS OLICHKA MPE/IOKESHHON CUTyalin

- IGMOHCTPHPYIOTCS ITyOOKHE 3HAHUSI TEOPETUIECKOI0 MaTepraia i yMeHUe UxX
"Ormm4aHo" MIPUMEHSTD

- IOCJIEI0BATEIbHOE, TPABUIILHOE BHIMOJHEHHE BCEX 3aJaHuil

- yMeHne 000CHOBAHHO W3J1araTb CBOM MBICITH, J€IaTh HEOOXOJMUMbIE BHIBOJIBI

- ZIaeTCsl KOMIUIEKCHAS OLICHKA MPE/IOKESHHON CUTyalnn

- IGMOHCTPHPYIOTCS [TyOOKHE 3HAHUSI TEOPETUIECKOI0 MaTepraia i yMEeHUe Ux
MIPUMEHS T

"Xopomio" - TIOCJIeIOBATENbHOE, MPABUIIHLHOE BHITIOJIHEHNE BCEX 3aJaHUi

- BO3MOXHBI SIHHUYHBIE OIIHMOKH, UCTIPABIISIEMbIC CAMUM CTYACHTOM IIOCIIE 3aMeYaHus
npernoxaBaTe’st

- yMeHHe 000CHOBAaHHO W3J1araTb CBOM MBICITH, J€aTh HEOOXOJMMbIC BHIBOJIBI

- 3aTPYHEHUS C KOMIUIEKCHOM OIEHKOM MPEeI0KEHHON CUTYaIluU
- HETIOJIHOE TEOpPEeTHIeCcKoe 000CHOBAHNE, TPEOYyIOIIee HaBOISAIINX BOIIPOCOB

"VYnoB1EeTBOPUTEIHHO"
" " IperoaaBaTess
("3a4yreHo") .
- BEITIOJTHEHHE 3aaHUH ITPH MOACKA3Ke IMPerogaBaTesst
- 3aTpyAHEHUS B (DOPMYITHPOBKE BEIBOIOB
"HeynosnerBopurenabHo" - HeTMpaBWJIbHAS OLICHKA MPEJIOKEHHON CUTYaI[uu
("He 3auTeHo" - OTCYTCTBHE TEOPETUIECKOTO 0OOCHOBAHUS BHITIOTHEHHS 3aaHUH
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6. METOJIMYECKHE YKA3ZAHUS VIS OBYYATOINXCSI IO OCBOEHUIO
TACIHUATIIVHBI

1. Jlexknuu

Jlexuus - onHa M3 OCHOBHBIX (POPM OpraHM3alMK y4eOHOTO Ipoliecca, MPEeACTABIAomas coO0l yCTHOE, MOHOJIIOTHYECKOE, CHCTEMAaTHYEeCKoe,
MOCIIeOBATENIbHOE H3I0XKEHHE IperoiapaTesieM yu4eOHOro MaTeprana ¢ JeMOHCTpanueil crainoB u ¢uibMoB. Pabora o0ydaronmmxcs Ha JeKIHU
BKJIFOYACT B CeOS: COCTABICHHE WM CJICKCHHE 3a IUIAHOM YTCHMS JICKIMH, HAlHMCAHWE KOHCIIEKTa JICKIWH, IONOJIHEHHE KOHCICKTa
PEKOMEHOBaHHOM JIUTEPATYPOil.

TpebGoBaHUs K KOHCIIEKTY JEKIUH: KPAaTKOCTh, CXeMaTHYHOCTb, NOCIICA0BATENbHAs (PUKCAIMSA OCHOBHBIX MOJOXKEHHH, BHIBOIOB, (POPMYINPOBOK,
0000mennil. B KOHCIIEKTe Hy»KHO IIOMEYaTh BajKHbIE MBICIH, BBIACIATH KIIOUEBHIE CI0Ba, TepMuHEL [locmemyromas pabora Hax MaTepHaIoM
JIEKLU NpeyCMaTpHBAeT NPOBEPKY TEPMUHOB, OHATUH C MOMOIIBIO SHIMKIIONEIUH], cI0Bapeii, CIIPaBOYHUKOB C BBIIHCHIBAHUEM TOJIKOBaHUM B
TeTpaab. B KoHCIEKTe HyXKHO 0003HAYUTH BOIPOCHI, TEPMUHEL, MaTEpHAI, KOTOPHIH BBI3BIBACT TPYAHOCTHU, IOMETUTD M HOMBITATHCS HAHTH OTBET B
pexomeHayeMolt sTeparype. Eciu camocTosiTensHO He yhaercs pa3oOpaThcs B MaTepualie, HEOOXOIUMO C(hOpPMYIHpPOBaTh BOIPOC U 33a1aTh
IIPETIOAABATEII0 Ha KOHCY/IBTAINY, Ha IPAKTHIECKOM 3aHATHH.

2. lIpakTH4eckue

IpakTuyeckre (CEMMHApPCKHE 3aHATHA) HPEACTABISAIOT COOOH JETaNU3alMIo JEKIHOHHOTO TEOPETHYECKOro Marepuaia, HPOBOMATCS B LENAX
3aKpEIUICHUsI Kypca M OXBATHIBAIOT BCE OCHOBHBIC PA3JCIIbL.

OcHoBHOI (h)OpMOIT IPOBEJICHNS MPAKTHYECKUX 3aHATHIl M CEMUHAPOB SBISETCS 00CYXk/IeHNEe HanOoee MPOOIEMHBIX U CIOXKHBIX BOMPOCOB 10
OT/ENBHBIM TEMaM, a TAaKXKe PELICHUE 3a1a4 1 pa30op NPUMEPOB U CUTYALUi B ayINTOPHBIX YCIOBHSX.

IIpy moaroTOBKE K MPAaKTHYECKOMY 3aHATHIO HEOOXOAMMO, O3HAKOMHUTBCS C €ro INIAHOM; U3y4YHTh COOTBETCTBYIOIINE KOHCIIEKTBI JEKIUH, TIIaBbI
y4eOHHMKOB M METOAMYECKHX ITOCOOMI, pa3obpars IpUMEpbl, 03HAKOMHUTBCS C JTOIOTHUTEIBHO TUTEPATypOil (CIIPAaBOYHUKAMH, SHIIMKIIONCUIMH,
cioBapsiMu). K HanOoee BaXXHBIM 1 CIIOXXHBIM BOIPOCAM TEMbI PEKOMEH/IYETCsl COCTABIISTh KOHCIIEKTHI OTBETOB. ClieyeT TOTOBUTH BCE BOMPOCHI
COOTBETCTBYIOLIETO 3aHATHS: HEOOXOQMMO YMETh JaBaTh OIPEACICHUS OCHOBHBIM IIOHSTHSM, 3HATh OCHOBHBIC IOJOXKCHHS TCOPHH, NPABHIA H
(hopMyJIBI, IPETOKEHHBIE IS 3AIIOMUHAHMS K KaX/10i TeMe.

B X0/1e PaKTHYECKOTO 3aHATHS HAJ0 AaBaTh KOHKPETHBIC, YETKHE OTBETHI 10 CYLIECTBY BOIPOCOB, JOBOANTH KAXKIYO 3aady 0 OKOHYATCIBHOTO
PpeIICHHUS, ISMOHCTPHPOBATh TIOHMMAaHHE MPOBEICHHBIX PACYETOB (aHAIM30B, CUTYAIlHil), B Cllydae 3aTpyAHCHHMIT 00pamarbcst K MpenoaaBaTelo.

3. 3auer

HCJ'II) 3a4e€Ta — IMPOBEPKAa U OLCHKA YPOBHS IIOYYCHHBIX CTYAEHTOM CIEHHAJIBHBIX 3HAHUH 10 yqe6H0171 JUCHUINIMHE U COOTBETCTBYIOIIUX UM
yMCHI/Iﬁ 1 HABBIKOB, a TAaK)XC YMEHHUSA JIOTUYCCKU MBICIUTDH, apryMEHTHPOBATH I/I36paHHy}0 Hay4HYIO IO3ULHIO0, pearupoBaTb Ha AONOJHUTCIIbHBIC
BOIIPOCHI, OPUCHTUPOBATHCS B MACCUBE I/IHd)OpMaI_II/II/I.

IToaroroBka 3a4CTy HAYMHACTCA C NEPBOI0 3aHATUA MO AUCUHUIUIMHE, Ha KOTOPOM 06y'-IaIOI.LII/IeC$[ ToxyJaroT Hpe[[BapPITeHLHBIP’I NEpEICHb
BOIIPOCOB K 3aqéTy " CIIUCOK peKOMeHI[yeMOﬁ JIMTEPATYPhI, UX CTABAT B U3BECTHOCTH OTHOCUTEIIbHO KPUTCPUCB BBICTABJICHUA 3auéTta u Cl'IeLII/ICI)I/IKe
TeKyILICﬁ M UTOroBo# arrecrauuu. C caMoro Havasia skeJiaTesIbHO TUTAHOMEPHO OCBaMBaTh MaTe€puall, pyKOBOACTBYACH IEPEIYHEM BOIPOCOB K 3a4ECTYy
n CIIHCKOM peKOMeHI[yeMOﬁ JIMTEPATyphbl, a TaKKe HyTéM CaMOCTOSATECIIbHOI'O KOHCIICKTUPOBAHHUSA MaTepUaioB 3aHATUN U PE3YyIBTAaTOB
CaMOCTOATEJIBHOI'O U3yUYCHUA y‘{eGHLIX BOIIPOCOB.

ITo pe3ynpTaTraM CAa4u 3a4€Ta BBICTABIISICTCA OLEHKA «3a4YTCHO» HUIIHN «HE 3aUYTCHO».

4. KonTponbHas paboTa 1o pasaeixy/reme

KOHTpOJ'ILHa?[ pa60Ta BBINIOJIHACTCA € LEJIbIO IIPOBEPKU 3HaHUU U yMeHHﬁ, TIOTYYC€HHBIX CTYACHTOM B XOA€ JICKIIHOHHBIX U MPAKTHYCCKUX 3aHATHH
1 CaMOCTOATEIIPHOTO U3YUCHHUSA NUCHUILINHBIL. Hammcanue KOHTpOHLHOﬁ pa60TI)I MIPpU3BAHO YCTAaHOBUTL CTCIICHb YCBOCHUS CTyJCHTAMHU y‘IC6HOI‘0
Marepuaia pasz[ena/TeMLI u Q)OPMHpOBaHHSI COOTBETCTBYIOILIUX KOMIIETCHIUH.

HOI[I‘OTOBKy K KOHTpOHLHOﬁ pa60Te CJIEAYET HAaYUHAThH C IIOBTOPCHHUS COOTBETCTBYIOLICTO pas3fciia yqe6HnKa, y‘leGHLIX mocoouii 1o JAaHHOMY
pasz[eny/TeMe M KOHCTICKTOB JICKITHH.

KOHTpOJ’ILHaﬂ pa60Ta BBITIOIIHACTCA CTYACHTOM B CPOK, yCTaHOBHeHHLIfI IpeTrogaBaTeyieM B IIMCbMEHHOM (He‘{aTHOM Jineze pyKOHI/ICHOM) BHUJIC.

Ipu odopMiIeHHH KOHTPOIBHOW PabOTHI ClEIyeT NMPUACPKUBATHCS PEKOMEHIAIMMH, MPEACTABICHHBIX B TOKyMeHTe «PerameHT odopmieHus
MMHUCBMCHHBIX pa60T».

5. CuTyauMoHHbIe 3a1a4H

CI/ITyaLII/IOHHaﬂ 3aja4a IpEeACTaBIACT co0oit 3alaHUEC, KOTOPOE€ BKJIIOYACT B cebst XapaKTCPUCTUKY CUTyallUU U3 KOTOpOﬁ HY>XXHO BbIﬁTPI, I
TIPEAJIOKUTD €€ UCIIPABUTH; OXapaKTECPU30BaTh YCIOBUSA, B KOTOPBIX MOKET BOSHUKHYTH Ta UK UHAsA CUTyallus U MIPEAJIOKUTH HAWTH BBIXOJl U3 HEe
U T.O.

HpI/I BBIITOJTHCHUH CI/ITyaLII/IOHHOf/‘I 3agaqyn HCOGXOZ[I/IMO COGJ’IIOL[aTB CJICOYIONINE YKa3aHUs:

1. BHumarensHo NPOYUTATh TEKCT npezmon(eﬂﬂoﬁ 3a1a44 U BOIIPOCHI K HEil.

2. Bee BOIIPOCHI JIOTHUYHO CBSA3AHEBI C caMmou HpeﬂJ’IO)KeHHOfI 3&[[3‘16171, TIO3TOMY HeO6XOHI/IMO paGOTaTI) C KaXXJbIM U3 BOIIPOCOB OTAECIIBHO.

3. BOHpOCLI K 3a/1a4€ pacIiojOKEHBbI 110 MEPE YCIIOKHEHUS, IIO3TOMY KEJIATCIIBHO paﬁOTaTL C HUMH B TOM IOPAJAKE, B KOTOPOM OHHU IOCTABJICHBI.

6. Tect

Tect 3T0 cucTeMa CTaHAAPTU3MPOBAHHBIX BONPOCOB (3a7aHuMil), MO3BOJAIONIMX ABTOMATHU3HPOBATh HPOLEAYPY H3MEPEHHS YPOBHS 3HaHMH M
yMmeHui oOydaromuxcsi. TecTsl MOIYT OBITH ayTUTOPHBIMHE M BHEAYJUTOPHBIMH. [IpenofaBaTens JOBOAUT IO CBEACHUS CTYAEHTOB HH(GOPMAIHIO O
HIPOBE/ICHUH TeCTa, ero hopme, a TaKxke 0 paszelie (TeMe) JUCLIHUILUIMHEL, BRIHOCUMOH Ha TeCTUPOBaHUE.

ITpu caMOCTOATENBHON MMOATOTOBKE K TECTUPOBAHHUIO CTYJCHTY HEOOXOJHMO:

—  mpopaboTaTh MH(OPMALMOHHBIN MaTepuan Mo AMCHMILIMHE. [IpOKOHCYIBTHPOBAaThCS C MpENoaBaTelieM II0 BOIPOCY BHIOOpa y4eOHOMH
JIHTEePaTypPEhL;

— BBISICHUTB BCE YCJIOBHS TECTUpOBaHMs 3apaHee. HeoOX0AMMO 3HATh, CKOJIIBKO TECTOB BaM OyJCT NMPEIIOKEHO, CKOJIBKO BPEMEHH OTBOAUTCS Ha
TECTHPOBAHHE, KAKOBA CHCTEMA OLICHKH Pe3yIbTaToB U T.1.

— paboTast ¢ TeCTaMH, BHUMATEJIBHO M JI0 KOHIA MPOYECTh BONPOC H MpeAIaraeMble BaApUaHThl OTBETOB; BBIOPATh MPABHIbHBIC (MX MOXET OBITh
HECKOIIbKO); Ha OTACIBHOM JHCTKE OTBETOB BEIMHCaTh LU(py Bompoca M OyKBBI, COOTBETCTBYIOINME NPABHIBLHBIM OTBeTaM. B ciydae
KOMITBIOTEPHOTO TECTHPOBAHHS yKa3aTh OTBET B COOTBETCTBYIOIIEM T0JI€ (TOJISX);

— B IIpoLIECCEe PEIICHUS JKeIaTeNbHO MPHMEHSITh HECKONBKO MOIXOA0B B PEIICHHH 3aJaHUs. DTO IO3BOIIET MAKCUMAIBHO THOKO ONEPHPOBATh
METO/IaMH PEILEHHs, HAX0s KaX bl pa3 ONTUMAaJIbHBII BApUAHT.

— PpeILIMTH B IEPBYIO OYepelb 3a1aHuUs, HE BEI3BIBAIOIINE TPYAHOCTEH, K TPYAHOMY BOIIPOCY BEPHYTHCS B KOHIIE.

— OCTaBHUTh BPeMs JUIs IIPOBEPKU OTBETOB, YTOOBI N30EXKaTh MEXaHUUECKHX OIIHOOK.
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7. MEPEYEHBb OBPA3OBATEJBHBIX TEXHOJOT Ui

1. [TnppoBbie TEXHOJIOTHH 00yIESHUS
2. Pa3BuBatomiee oOyueHue
3. [IpoGmemHoe 0OyueHue
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8. OIMCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3BI

1. KOMITBIOTEPHBIN KJIacC — ayTUTOPHS ISl CAMOCTOSTEITLHON PabOThI
2. yueOHas ayIUTOPHS [UIS JIEKIMOHHBIX 3aHATHH
3. yueOHas ayIUTOPHS VISl CEMUHAPCKHX, IPAKTHYSCKHUX 3aHATHI
4. JIuneH3noHHOE TIPOTpaMMHOE 00eCIIeUeHHeE:
- Onepauunonnas cucrema Windows 10
- Microsoft Office Professional Plus
- AaTuBHUpycHoe nporpamMmHoe obecrnieueHue Kaspersky Endpoint Security muist 6usneca - Cranmaprthblii Russian
Edition
- CripaBoyHast mpaBoBast cucreMa KoHcynbTaHT mioc
- 7-zip
- Adobe Acrobat Reader DC
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