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1. IlepevyeHb NIIaHMPYEMBIX Pe3yJbTATOB 00y4eHHS 110 JMCUHUILINHE (MOLY-
JII0), COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMH 0CBOCHUSI 00pa3o-
BaTeJbHOI MPOrpaMMblI

[Tpouiecc n3yveHus: JaHHOW AMCHUIUIMHBI (MOAYJIsl) HAIpaBjieH Ha QopMu-
POBaHUE CIEAYIOIIUX KOMIIETCHLIUA U HMHAUKATOPOB UX IOCTHIKEHMS, a TAKKE
pe3yJIbTaTOB OOYyYEHMs, COOTHECEHHBIX C HMHIUKATOPaMU JIOCTH)KEHUS KOMIIe-

TEeHIIUH:
Kox m HaumenoBanue Koabl 1 mvHAMKATOPBI
. . | Koapl u pe3yiabraThl 00yueHust
KOMIIeTeHIUH AOCTH/KEHHUSI KOMIIeTeHIIUH
OIIK-1. Cnocob6en ob6ec- | OIIK-1.1. Omnpenenser npuo- | PO3 OIIK-1.1:
Ne4YnBaTh MIPUOPUTET | PUTET MpaB U CBOOOJ] YesloBe- | - 3HATH MpaBa U CBOOOBI YeIOBE-
paB ¥ cBOOOJ YeJOBEKa; | Ka, HOPMbI 3aKOHOJATEIbCTBA | KA, HOPMbBI  3aKOHOJATEIbCTBA
cobmoaaTh HOpMbI | Poccniickoit  ®enepanuun  u | Poccuiickon Denepannu u
3aKoHOJarenbcTBa  Poc- | ciayxeOHON 3TUKH. CIIy’K€OHOM STHKHU.
cuiickoi ®Penepanuu  u | OIIK-1.2. Ocymecteuser co- | POY OIIK-1.2:
CIIly’)KeOHOM  3TUKM B | OJIOJICHUE TPaB M CBOOOM Ye- | - yMETh 00eCIeunBaTh MPHOPUTET
CBOCH  IpodeccroHalb- | JIOBEKa, HOpM | IIpaB ¥ cBOOOJ yenoBeKa, co0Ito-
HOM J1€ATeIIbHOCTH 3aKOHO/ATEIhCTBA Poc- | naTb HOpMBI 3aKOHOAATENHCTBA
CUICKOHU denepanun u | Poccuiickoit Denepanuu u

CIY)KEOHOW OSTHKHM B CBOEH
npoeCCUOHATIBHON JeATeNb-
HOCTH.

CITY)KeOHOW JTHKH B CBOEH TMpO-
(dbeccruoHaIbHON ACSITETLHOCTH.

OIIK-1.3. ObecnieunBaet mpu-
OpUTET IpaB U cBOOOA Ue-
JIOBEKa, COOJII0/IaTh HOPMBI
3aKOHOJaTeIbCTBA Poc-
CUHCKOU Qenepauun U
CIyeOHOI OSTUKH B CBOEH
npoheccCuoHaNbHON JAesTeNb-
HOCTH.

POB OIIK-1.3:

- BIAJETh CIIOCOOHOCTHIO oOecIe-
YUBATh MPHUOPHUTET MPaB U CBOOO
YyelnoBeka, CcoOJoaaTh  HOPMBI
3aKOHOIATEIbCTBA  POCCHICKOU
®denepaliiu U CIIy>KeOHOW STUKU B
cBOCH mpodeccHoOHATBHON Jesi-
TEJIHLHOCTH.

IIK-8. Crnocoben Bectn
JIeNIOTIPOU3BO/ICTBO, JIEK-
TPOHHBIM JOKYMEHT0000-
POT M apXUBHOE JIEJIO.

[1K-8.1. AmHanusupyer ueH-
TPaJIM30BaHHYI0 M CMeEIlaH-
Hy10 (GOpMBI BeIEHUs ello-
IIPOU3BOJICTBA; CUCTEMY B3au-
MOJIEUCTBUS B paMKax BHYT-
PUBEIOMCTBEHHOTO M MEX-

PO3 IIK-8.1:

- 3HAThb LEHTPAJIM30BAHHYIO U
CMEIIaHHYI (OpPMBI BEACHUS Jie-
JIOTIIPOU3BOJICTBA; CUCTEMY B3aH-
MOJCUCTBUS B paMKax BHYTpH-
BEJIOMCTBEHHOIO U MEXBEIOM-

BEJIOMCTBEHHOTO  DJICKTPOH- | CTBEHHOTO 3JIEKTPOHHOTO
HOTO JOKYMEHTOO0O0pOTa. JIOKYMEHTOO000POTA.
[1K-8.2. OcymectBasier neno- | POY I1K-8.2:

IIPOU3BOJICTBO, 3JIEKTPOHHBIN
JIOKYMEHTOO0OpOT M apXUB-
HOE JIEIO.

- YMETb BECTH JI€JIONPOU3BOJICTBO,
ANEKTPOHHBIA JOKYMEHTOOOOPOT
U apXUBHOE JIEJIO.

[1K-8.3. HMcnonb3yeT HaBBIKK
BEIIEHUS JIeJIONPOU3BOLCTBA,
AIIEKTPOHHOTO  JTOKyMEHTO-
000poTa M apXUBHOTO JIeTIA.

POB I1K-8.3:
- BJIaICTh HAaBbIKaMH BCIACHUSA ICIIO-
MPOU3BO/ICTBA, AIIEKTPOHHOTO

JOKYMEHTOO0OpOTa M apXHUBHOTO
Jena.

2. MecTo y4eOHOM AMCUUILIIMHBI (MOAYJIAA) B CTPYKTYpe 00pa3oBaTe/IbHOM

MPOrpamMmabI




b1.0.26 Hucuumiuna «OCHOBBI JI€ONPOU3BOJICTBAY» OTHOCUTCSA K 00s3a-
TEJIBHOM YacTH MporpaMmbl OakanaBpuara no HampasieHHio noAarotoBku 38.03.04
['ocyaapcTBeHHOE M MyHUIIMTIAIBHOE YIIPABJICHHE.

[Tpouiecc uM3yuyeHUs TUCUUIUIMHBI CTPOUTCS HA OCHOBE 3HAHMM U YMEHUH,
paHee MOJyYeHHBIX 00YUaIoIMMUCA B X0J1€ OCBOCHUS PAJla Pa3/IesioB CIEAYIOMIUX
peAIECTBYIOMUX JUCIUIUINH: «H(bOpMaIIMOHHbIE TEXHOJIOTHH B YIIPABICHUNY,
«OCHOBBI TOCYJapCTBEHHOTO M MYHHUIMIAJIBHOIO YIPABICHUS», «JlemoBbie
KOMMYHUKALN.

N3yuyenue nucuurinHbl « OCHOBBI J€IO0NPOU3BOJACTBA» SABIISIETCS 0a30i IS
U3Y4YEHUs CIEAYIOIIMX IUCUUIUIMH: «BBeneHune B cnenuanbHOCTh», «l'ocynap-
CTBEHHOE pEryJMpOBaHUE 3SKOHOMUKHN», «MH(POpMALMOHHBIE TEXHOJOIHMH B
YIPABICHUI.

[envio M3ydeHUs AUCHUIUIMHBI SBISIETCS TPHOOpPETEHHE O0Y4YarOIIMMUCS
TEOPETUUYECKUX U MPAKTHYECKUX 3HAHUM K O()OPMIIEHUIO U COCTABJICHUIO OPTaHU-
3alIMOHHO-PACTIOPSAIUTENBHBIX JOKYMEHTOB Kak 0a30BOMY MPOLECCY B peanu3a-
IIUU BCEX YNPaABIECHYECKUX (QYHKIIMM.

3a0ayu u3y4eHus TUCUUTIITUHBI:

- TIO3HAKOMUTh OOYYAIOMIMXCS C CHUCTEMON COBPEMEHHOI'O TOCYAAapCTBEH-
HOT'O PETyJINPOBAHUs JEJIOIPOU3BOCTBA;

- U3YYUTh OCOOCHHOCTH O(OPMIIEHUS Pa3IMYHBIX BUJOB JIOKYMEHTOB Jie-
JIOBOT'O OOIIICHMS,

- BBIpa0OTaTh MPAKTUUECKUE HABBIKU JIsI O()OPMIICHUS;

- OpPraHU3alMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTOB M HAMKMCAHUS JEJIOBBIX
MIHCEM.

3. O0beM AMCUMILIHHBI (MOAYJIs1) B 32a4€THBIX €IMHULAX ¢ YKA3aHUEM
KOJIMYeCTBA aKaJeMUYeCKNX WJIN ACTPOHOMHUYECKHX YaCOB, BbIJIeJIEHHbIX HA
KOHTAKTHYI0 padoTy 00y4ariuxcs ¢ npenogasaresemM (1o BUAaAM y4eOHBIX

3aHATHI) M HA CAMOCTOATEJILHYI0 Pa00Ty 00y4aromuXcs

Oo6mas Tpy10eMKOCTh (00bEeM) TUCIUTITUHBI (MOJIYJISI) COCTABIISET 2 3a4eT-
Hble equHunbl (3E), 72 akageMuueckux daca.

Brus1 yuebHoii pa6orsi ouHast (hopma | 0uHO-3a04Hasl |3a0uHas popma
oOydeHus o0yueHus o0yueHus
OO0uasi TPy10€eMKOCTh IMCHHUILTHHBI (B Yacax) 72 72 72
AyauTopHasi padora (B yacax): 34 24 8
Ulexmuu (JI) 16 12 2
[TpakTnueckue 3anstus (113) 18 12 6
CamocrositesbHas padora (CP) (B yacax): 38 48 60
KonTpoanb - - 4
@®dopMa UTOTrOBOI0 KOHTPOJIA 110 AUCHMILINHE 3auer 3auer 3auyer

4. Coaep:xanue TUCHUILINHBI (MOAYJisl), CTPYKTYPUPOBAHHOE 10 TEMaM
(pa3gesiam) ¢ yKa3aHueM OTBeIeHHOT0 HA HUX KOJMYEeCTBA aKaAJeMUYeCKUX
WIH ACTPOHOMUYECKUX YaCOB M BUJ0B YUeOHBIX 3aHATHI



Ounas ¢popma 00yueHust

Bunsl yueOHoi paboThl U

TPYJOEMKOCTb (B 4acax

HaunmenoBanue pa3nenoB u Tem 06 KonraktHas OueHouHbIe Pesynbrater
(Moyneit) K_]]J;se pabora CP cpencTaa 00yueHuUs
4acoB E;fgg J |13
Tema 1. BBeneHnue B en0npoU3BOI- 6 > 1 114 [IpakTuueckas PO3 OIK-1.1
cTB0. OCHOBHBIE MTOHSITHS U TEPMHUHBI. pabota
Tema 2. Hcropus pa3BuUTHS [€710- 6 2 | 114 Pedepar PO3 TIK-8.1
NIPOU3BOJCTBA.
Tema 3. CoBpeMEHHOE rOCy1apCTBEH- 3 4 2 lala Pedpepar POV OIIK-1.2
HOE€ Pa3BUTHE JEIOMPOU3BOJICTBA.
Tema 4. IlpaBuma coctaBieHHA U 3 4 2 12| 4 [IpakTrnueckas PO3 TIK-8.1
0(hOpMJICHHUS TOKYMCHTOB. pabora
Tema 5. Opranu3zaniuoHHO-pacopsIu- 3 4 224 Pedpepar POB OIK-13
TEJbHBIE TJOKYMEHTHI.
Tema 6. ?I/ICTeMa rH(OpPMAIMOHHO- 2 4 > 124 Pedpepar POV TIK-8.2
CIPaBOYHON JJOKYMEHTALHH.
Tema 7. Ciry>xeOHast mepenucka. 6 > _lala [IpakTrueckas POV TIK-8.2
pabora
Tema 8. JIOKyMEHTBI TO JHYHOMY
coctapy. CocraBieHHe  JIHYHBIX 8 4 2 1214 Pedepat POB IIK-8.3
JIOKYMEHTOB.
Tema 9. Opranuzamusi paboOTHl C
8 4 2 1214 Pedepar POY IIK-8.2
JIOKYMEHTaMH.
Tema 10. Cucremarusauns u xpae- 6 4 2 | 2 | 2 | TectupoBanue | POB IIK-8.3
HUE YIIPaBIeHUYECKHUX IOKYMEHTOB.
Bcero nmo kypcy 4acoB: 72 34 16 | 18|38
OuHo-3a04Has (hopMa 00yUeHUs
Buapr yae6HOM paboTh 1
TPYAOEMKOCTb (B Hacax
HaumenoBanue pa3nenos 1 TeM KonrakrtHas OneHovHbIe PesynbraTht
. Obuiee
(Momymeit) <-BO pabota CP cpencTea o0y4eHus
4acoB E:?gg J 113
Tema 1. BBenenue B enomnpou3BOI- 6 ) 1 1 [IpakTuueckas PO3 OIK-1 1
c¢tB0. OCHOBHBIE TTOHSTHS ¥ TCPMUHBL. pabora
Tema 2. Hcrtopus pasBUTHS HeIO- 6 2 1 1 Pedepar PO3 MK-8.1
NIPOU3BOJICTBA.
Tewma 3. CoBpeMeHHOE TOCyIapCTBEH- 6 ) 1 114 Pedpepar POY OIK-12
HOE Pa3BUTHE JEIOIPON3BOICTBA.
Tema 4. IlpaBmima cocTaBlICHHS | 6 ) 1 114 ITpakTuyeckas PO3 [IK-8.1
o opMIIEHUS TOKYMEHTOB. paboTa
Tema 5. Opranu3zaniuoHHO-pacropsIu- 6 ) 1 114 Pedepar POB OIIK-13
TEJbHBIE JOKYMEHTHIL.
Tewa 6. Cucrema mpopuammonmo- | o 2 | 1 |1]4| Pebepar | POYIIK-8.2
CIPaBOYHON JJOKYMEHTALHH.
Tema 7. City>xeOHast mepenucka. 8 ) 1 116 IIpakTrueckas POY TIK-8.2
pabora
Tema 8. JIOKyMEHTHI IO JHYHOMY
cocraBy.  CocraBieHHE  JIMYHBIX 10 4 2 1216 Pedepar POB I1K-8.3
JIOKYMEHTOB.
Tema 9. Oprammzamus paboOTHI ¢
10 4 2 1216 Pegepat POV IIK-8.2
JTOKYMEHTaMH.




Tema 10. CucremaTuzanus u XpaHe-

8 2 1 | 1| 6 | TectupoBanue | POB ITK-8.3
HUE YIIPaBIeHUYECKHUX IOKYMEHTOB.
Bcero nmo kypcy 4acos: 72 24 | 12 |12 |48
3aounas ¢gopma o0yueHus
Buapr yae6HOM paboTh 1
TPYAOEMKOCTb (B dacax
HaunmenoBanue pasznenos u Tem KonrakrtHas OneHovHbIe PesynbraTht
. Obuiee
(Momyeir) pabora cpencTBa 0o0yIeHus
KBO - "Beero P
4acoB J 113
4acoB
Tema 1. BBeaenue B Jenonpou3BO- 8 ) 1 116 IIpakTrueckas PO3 OIK-1 1
c¢tB0. OCHOBHBIE TTOHSTHS ¥ TCPMUHBL. pabora
Tema 2. Hcrtopus pasBUTHS geIO- 6 ) ) e Pedepar PO3 MK-8.1
POM3BOACTBA.
Tema 3. CoBpeMEeHHOE rOCyIapCTBEH- g ) 1 116 Pedpepar POY OIK-12
HOE€ Pa3BUTHE JEIOMPOU3BOJICTBA.
Tema 4. IlpaBmima cocTaBlICHHS | 7 1 ) 116 IIpakTuyeckas PO3 [IK-8.1
o opMIICHUS TOKYMEHTOB. paboTa
Tema 5. OpranuzaniuoHHO-pacropsIu- 7 1 ) 116 Pedepar POB OIIK-13
TEJbHBIE JOKYMEHTHIL.
Tema 6. E:I/ICTCMa MHGOPMAITHOHHO- 7 1 ) 116 Pedepar POV TK-8.2
CIIPABOYHON JOKYMEHTALIMH.
Tema 7. City>xeOHast mepenucka. 7 1 ) 116 IIpakTrueckas POY TIK-8.2
pabora
Tema 8. JIOKyMEHTHI IO JIHMYHOMY
coctay.  CocTaBneHHe  JIMYHBIX 6 - - | -16 Pegepat POB IIK-8.3
JIOKYMEHTOB.
Tema 9. Oprammszamus paboOTeI ¢
6 - - | -16 Pedepar POY TIK-8.2
JIOKYMCHTaMH.
Tema 10. CuctemaTuzauus U XpaHe- ) ) - | 6 | Tecrupoanme | POB ITK-8.3
HHE yNIPaBICHYECKUX TOKYMEHTOB.
3auer 4
Bcero mo Kypcy 4acos: 72 8 2 16|60

Conep:xanue pa3aejoB U TeM IMCIHUATIIAHBI

Tema 1. BBenenue B gesionpou3sBoacTso. OCHOBHbIC IOHATHS W TEPMHUHBI.
[Ipenmer u 3amaum Kypca AeI0npoOru3BOJICTBO.
[TonsiTHE «AETONPOU3BOACTBOY, NOKYMEHTALlMOHHOE OOECHEYEeHHUE [eN0-
npousBoacTBay (JOVY). [lonsatus «uHpopManus» U «JIOKyMEHT» MecTo U poib
JOKYMEHTOB B yIpaBJI€HUHU. 3HaUeHUE MHPOpMALUK AJIsl MPUHATHUS yTpaBiIeHYE-

CKHUX PELICHUN.

Buner ynpaBnenueckux H0KyMeHTOB. [loHsATHe «(DYHKIIMH JOKyMEHTay,
oM YHKITMOHAIBHOCTh JJOKyMeHTOB. CBoiicTBa nokymeHTOB. Kiaccubukarms

JOKYMEHTOB.

Tema 2. UcTopust pa3BuTHSA 1€JIONPOU3BOACTBA.

HenonpousBoactBo B npeBHepycckoM rocyaapctse (X-XI). Ilpukaznoe ne-
Jonpou3BoAcTBO. Komiexckoe aenonpon3BoacTB0O MUHHCTEPCKOE AEIONPOU3BO-

CTBO.

Jlenonpou3BOACTBO B COBETCKUX YUPEXKACHHUSIX. ['oCcyaapcTBEHHOE Melo-

MIPOU3BOJICTBO B COBPEMEHHYIO 3IOXY.




Tema 3. CoBpeMeHHOe rocy1apCTBEHHOE Pa3BUTHE 1eJIONPOU3BOCTBA.

3akoHogaTenpbHOEe peryaupoBanue nenonpousBojictBa. EI'CI] u ocHOBHBIE
ee HampasieHusl. HopMaTHBHO-METOAMYECKOE PETYINPOBAHUE JEIONPOU3BOICTBA.
['ocynapcTBeHHBIE CTAaHAAPTHI, UX POJIb U 3HAYEHHUE. TUIIOBasg MHCTPYKLUS MO Jie-
JIOPOU3BOJICTBY B (hellepaibHbIX OpraHax MCIOJIHUTENbHOU BiacTu. [IpaBuna no
JICTIOTIPOU3BOACTBY B (peiepalibHBIX OpraHax UCIOJHUTEIbHOU BiIacTu. MeToaunue-
CKH€ PEKOMEHAAIMHU IO pa3pabOTKe MHCTPYKIMI MO JIEeTOMpPOU3BOJICTBY B (e-
JepallbHbIX OpraHax HCHOJHUTEIbHON BIACTU. YHUPUIUMPOBAHHBIE CHCTEMbI
noKyMeHTanuu. HopMaTuBHBIE TOKYMEHTHI 110 TPYly U OXpaHe U TpyAa.

Tema 4. [IpaBuiia coctaBjieHusi M1 0(poOpMJIEHNSI IOKYMEHTOB.

®dopmatel 6ymaru u noisi. Hymepanus nuctos. @opmynsap-oopazen. Tpedo-
BaHMS K OJaHKaM JOKYMEHTOB. XapaKTepHUCTHUKA TOCYJAapCTBEHHOTO CTaHAapTa.
«YHUPUIIUPOBAHHBIC CUCTEMBI JOKYMEHTAIMH. Y HUPUIIMPOBaHHAs CUCTEMA Opra-
HU3AIMOHHO-PACTIOPSAUTEIFHON JOKyMEHTauu. TpeboBanus K o(OpMIICHUIO
nokymentoB» ['OCT P 6.30 — 2003. [IpaBuna opopMieHHs] TOKyMEHTOB MIPH HC-
MOJIb30BAaHUU TEXHUYECKUX CPECTB.

FOpuanyeckas cuna gokymenrta. KOpunnuecku 3Ha4UMMble PEKBU3UTHI.

Tema 5. Opranu3zanuOHHO-PACIOPAAUTEIbHbIC JOKYMEHTBI.

OpraHu3alMOHHO-IIPaBOBbIE JOKYMEHTHI, UX Ha3HAYEHUE U COJEpKAHHE.
OO6mue TpeOoBaHUSA K OpPraHU3alMOHHBIM AOKyMeHTaMm. I[IpaBuia cocraBieHue u
oopMIIEHUE OTJIEIBHBIX BUJIOB OPraHU3aIIMOHHO-TIPABOBBIX JTOKYMEHTOB.

Pacniopsiautenbabie 1OKyMeHTBl. OCOOEHHOCTH TMOATOTOBKHU PacHOPsIu-
TeJIbHBIX JOKyMeHTOB. [loaroroBka u odopmienue mnpuxazoB. OcobeHHOCTH
odopMIIeHUS BRITUCKH U3 Mpuka3a. Crernudurka HamucaHus pacropsiKeHUH, pere-
HUM.

Tema 6. Cucrtema HH(POPMAITHOHHO-CIIPABOYHON JOKYMEHTALIMH.

Haznauenme mHQPOPMAIMOHHO-CTIPABOYHON JOKYMEHTAI[MH B yIpaBleHYE-
CKOHM NIeATEeIbHOCTH. XapaKTepUCTUKa OCHOBHBIX BUOB CIPAaBOYHO-MH(OpMaLu-
OHHBIX U CIIPABOYHO-aHATUTUYECKUX JIOKYMEHTOB.

TpeboBaHus K COCTABICHUIO U OPOPMIICHUIO TTPOTOKOJIOB. [loMHBIE U KpaT-
kue GopMbl MpoTOKoJIOB. TpeboBaHus K 0DOPMIIEHHUIO aKTOB.

[Ipouierypa moAroTOBKHM, COCTaBIEHUE U OPOPMIICHUE TOKIATHBIX U 00BsC-
HUTEJIBHBIX 3alMCOK, CIIPABOK, 3asBJICHU, PEICTABICHUN, TPEAJIOKEHAN U JIP.

Tema 7. CnyxeOHasi nepenucka.

[TpaBuna u TpeboBanusi K JeiaoBoMy MucbMY. COBOKYMHOCTh PEKBU3UTOB
opUIMATBHOTO MUChMA U TIpaBMWiIa UX OGOpMIICHUS. SI3bIKU CTUIIH O(QUITHATBHBIX
nuceM. CTpyKTypa nNucbMa. DTUKET B J1eJI0BOM nepenucke. OCHOBHBIE TpeOOBaHUS
K TEKCTy ciy>)keOHOoro muchMa. OtaenbHble BHIBI uceM (MHGOPMAIMOHHOE, Ta-
pPaHTUIHOE, MUCbMO-OTBET, MUCHbMO-3aIIPOC, COMPOBOAUTEIBHOE TUCHEMO).

Mexnynaponnas nepenucka. CTpyKTypa ¥ CMBICIOBBIE YacTH IHUCHMA.
Ctunp TEKCTOB U 0POpPMIIEHUE AEIIOBOTO MUCHMA.

Tema 8. JloxkymenThl mo Jau4yHOMYy cocraBy. CocTaBjieHHe JIMYHBIX
JOKYMEHTOB.

CocTaB ¥ BUJIbI JOKYMEHTAIMHU 0 JUYHOMY COCTaBy. YHUPHUIIMPOBAHHbBIE
(bopMBbI JOKYMEHTOB.



[Tpuka3. Odopmienne npuéma Ha paboty. IlepeBom Ha Apyryro padory.
[IpenocraBnenue oTmycka. YBOJbHEHHE ¢ paboThl. CoCTaBi€HHE JHYHBIX
JOKYMEHTOB.

Tema 9. Opranusanusi padoTsl ¢ JOKYyMEHTAMHU.

[Tonsitue «goKkymeHTooO0OpoTay. IlpaBuna opraHu3aluu JOKYMEHTOOOO-
poTa. Yuer o0beMa JoOKyMeHT000opoTa. OCHOBHBIE ATallbl U IPUHILIUIBI pabOTHI ¢
BXOJSIIUMU, UCXOASAIIUMU U BHYTPEHHUMU JJOKYMEHTAMH.

[IpaBuna perucTpaliud M MHAEKCALUUUA JOKYMEHTOB. DOpPMBI pErucTpaliyi.
KoHTpoab ucronHeHus T0KyMEHTOB.

Tema 10. CucremaTu3anusi 1 XpaHeHHe YIPABJIEHYECCKUX JOKYMEHTOB.

[TonsiTue «HOMEHKIATypa JAeil», BUIbI HOMEHKJIATYphl nen. TpeOoBaHus,
IIPEABSABIISIEMBIE K COCTABIEHUIO HOMEHKJIATYPBI JEJI.

dopmupoBaHue €N B opranuzamnuu. TpedoBaHus K GOPMUPOBAHUIO JEII.

OKcrepTU3a [EHHOCTH TIOKyMEeHTOB. TpeboBaHus, mpeIbsiBiasieMble K OpraHu-
3alMH U POBEAECHUIO SKCIIEPTU3bI HEHHOCTH JTOKYMEHTOB.

5. MeToanueckue yKazaHus 1Jis 00y4aIOIUXCsl M0 OCBOCHUIO JUCHUILIUHBI

YcnemHoe OCBOEHHME JUCIHUILIMHBI MPEAIOIaraeT akTUBHOE, TBOPYECKOE
ydacTue 00yJaromuxcs MyTeM IIaHOMEPHOM, MOBCEAHEBHON PaOOTHI.

Obwue pexomenoayuu

OOyueHue npernoiaraeT U3y4eHne CoAepKaHus AUCIUIUIMHBI Ha ayUTOp-
HBIX 3aHATUSX U B XOJI€ CAMOCTOSITENIbHON pabOThl. AyJIUTOPHBIE 3aHATUS MTPOXO-
15T B (hopMe JICKIIMNA M TIPAKTUYECKUX 3aHATHI/ceMruHapoB. CamocTosiTenbHas pa-
00Ta BKIIIOYAET pa3HOOOPa3HBIM KOMILIEKC BUIOM B (hOpM pabOThI 00yJarOIIMUXCS.

W3yyeHnue TuCIUIUIMHBI ClIeyeT HAaUMHATh C MPOPadOTKX HACTOSAIIEH pado-
4yell mporpaMmbl, 0CO00€ BHUMAaHUE yACIsIs LEsIM U 3aJladaM, CTPYKTYpE U COIep-
YKaHUIO Kypca.

Cnenyet oOpaTuTh BHUMaHKE HA CIIMCOK OCHOBHOW W JOMOJHUTEILHON JIH-
TepaTyphl, KOTOpasi UMEETCsl B JIOKAJIbHOW HH(POPMAIIMOHHO-OUOINOTEYHOU CH-
cteMe MHcTUTyTa, Ha MpeasiaraeMble MpernojiaBaTesieM pecypchbl HHGOPMAIMOHHO-
TeJIEKOMMYHUKAIIMOHHON ceTu «MHTepHeT». DTa mHpopMarus HeoOXoauma s
CaMOCTOATENBbHOM paboThl 00yYarOIErocs.

[Tpy moAroTOBKE K ay/IUTOPHBIM 3aHSATUSM HEOOXOJUMO MOMHUTH OCOOEH-
HOCTH KaXXJ10¥ ()OpPMBI €r0 IMTPOBEICHHUS.

Paboma ¢ koncnekmom nexyuii

[IpocMoTpUTE KOHCHEKT Cpa3y mocie 3aHAThil. OTMETbTe MaTepuan KOH-
CIIEKTa JIEKIWI, KOTOPBIM BBI3BIBACT 3aTPyAHEHUS sl noHMMaHud. [lonbiTalitech
HAWTH OTBETHI HA 3aTPYJHUTENBHBIC BOIIPOCHI, HCIIOJIB3YSl MPENIAraeMyI0 JUTEpa-
Typy. Ecu camocTosiTenbHO HE yJaioch pa3oOparbecsi B Marepuane, chopmyliu-
pyiiTe BOmpochl U OOpaTUTECh HA TEKYIUEH KOHCYIbTAllMM WIM Ha Oimkaiien
JIEKIAH 32 MMOMOIIBIO K MPENOIaBaTeNo.

Kaxnyto Heneno oTBOAUTE BpeMsl Ui IOBTOPEHUS MPOMICHHOTO MaTepHa-
Jla, TIPOBEpsisi CBOM 3HAHUWS, YMEHHS M HABBIKA IO KOHTPOJIbHBIM BONpOCaM U
TECTaM.
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Buvinonnenue npakmuueckux 3adanui

Ha nepBoM 3aHSTHUM NONy4YUTE y MPENOJABATEINs TEMATUKY NMPaKTHUYECKUX
3aIaHUI HA TEKYIIUA CEMECTP U METOJANYECKHUE PEKOMEHIAIUU.

[lepen BbIMONIHEHUEM MPAKTUYECKUX 3aJaHUN U3YYUTE TEOPHUIO BOIPOCA,
MPEANOIaraéMoro K MCCiIe0BAHUIO, O3HAKOMBTECHh C PYKOBOACTBOM IO COOTBET-
CTBYIOLIEH paboTe U MOATrOTOBBTE MPOTOKOJ MPOBEIECHUS PaObOThI, B KOTOPHIN 3a-
HECUTE Ha3BaHUE U LIeJId pabOoThI.

[Ipu moAroToBke M paboTe BO BpeMs MPOBEICHUS MPAKTUUYECKUX 3aHSITHI
cienyeT oOpaTUTh BHMMaHHUE Ha CIEAYIOIIME MOMEHTBHI: Ha IpOoLecC MpeaBapH-
TEJIHbHOM TOJTOTOBKH, Ha pabOTy BO BpeMs 3aHATHSA, OOpabOTKY MOJYYEHHBIX
pEe3yIbTAaTOB, UCIPABJIECHUE MTOJYUYEHHbBIX 3aMEUAHUH.

[IpenBapurenbHas MOJATOTOBKA K MPAKTUYECKOMY 3aHITHIO 3aKIIOYAETCS B
M3YYECHHH TEOPETHUYECKOro MaTepuana B OTBEACHHOE ISl CAMOCTOSTENIbHOW pa-
00THI BpeMs, O3HAKOMJICHHE C WHCTPYKTUBHBIMU MaTe€puajiaMH C IIEJbI0 OCO3Ha-
HUS 337124 IPAKTAUYECKOTO 3aHSTHUS.

PaGora BO BpemMsi TpOBEACHUA MPAKTHUYECKOIO 3aHSATUS BKJIIOYAET
HECKOJIbKO MOMEHTOB:

- KOHCYJIbTUPOBaHUE 00yYaronIXcsl MPernogaBaTeIsiMU € LEIbI0 MPeI0CTaB-
JIEHUs UcUepIbIBaroIel nHopMalnu, HEOOXOAUMOM I CAMOCTOSITEILHOTO BbI-
MOJIHEHUS MPEJIOKEHHBIX IIPErnojaBaTesieM 3a/1ay;

- CAaMOCTOATENIbHOE BBITIOJHEHUE 33JaHUM COrJIaCHO 0003HAYEHHON TEMaTHKH.

OOpaboTka, 0000IIEHHE MOJYYEHHBIX PE3YJNbTaTOB PAOOTHI MPOBOIUTCS
O0OyYarOIIMMUCS CAMOCTOSITENILHO WJIH TO0J] PYKOBOJICTBOM IpernojiaBaress (B 3aBuU-
CUMOCTH OT CTEIEHHU CJIOKHOCTH MOCTaBICHHBIX 3a1a4). B pesynbrare odhopmiis-
€TCs MHIAUBHAYaJdbHbIA OTueT. [loAroTOBIEHHAA K Caye Ha KOHTPOJb U OIEHKY
paborta cpaetcs mpenogaBaTenio. opma OTYETHOCTH MOXKET OBITh MHUCHhMEHHAS,
yCTHas WM JBE€ OJIHOBPEMEHHO. [ TaBHBIM Pe3yJabTaTOM B JJAHHOM CIIy4Yae CIIYKHUT
MOJIYYE€HHUE TOJIOKUTEILHON OIEHKHU MO KaXJAOMY MPAKTUYECKOMY 3aHSITHIO. DTO
SBJISIETCS HEOOXOJMMBIM YCIIOBUEM IIPU MPOBEACHUU PYyOEKHOTO KOHTPOJISI U J0-
mycka K 3adery. [lpu momydeHHH HEyAOBJIETBOPUTEIBHBIX PpE3yJIbTaTOB 00Y-
YaroU[UICs UMEET MPaBo B JOMOJIHUTENIBHOE BpEMs MepecaTh MIPEnoJaBaTesio pa-
00Ty 710 MPOBEACHUS TPOMEKYTOUHON aTTECTAIINH.

CemuHnapckue 3anamus

Crnenyer pa3yMHO OPTaHM30BBIBaTH padOTY IO MOJTOTOBKE K CEMUHAPCKOMY
3aHATUIO. K Teme Kax10oro ceMrHapa Ja€Tcsl ONpEACIEHHBIN UIaH, COCTOSAIINN U3
HECKOJIbKUX BOMPOCOB, PEKOMEHYETCsI CIIUCOK JIMTEPATypPhl, B TOM YHUCIE, U 005-
3arenpHON. PaboTy clienyeT HauMHATh ¢ MPOUYTEHUS PEKOMEHIOBAaHHBIX TJIAB U3
Pa3TUYHBIX YY€OHUKOB, 03HAKOMUTHCS C OCTATHHONW PEKOMEHIOBAHHOMW JTUTEPATY -
poii. Jlamee crmemyer mpoaHaTU3UPOBATh HHPOPMAIHMIO W3 KAKIOTO HCTOYHHUKA.
BbIBOIBI U3 aHAJIM3a JOJDKHBI JENATHCSI CAMOCTOSATEIBHO, XOTS B HAYKE HE CIEIyeT
npeHeOperaTb aBTOPUTETOM 3HAMEHUTHIX aBTOPOB, HO CJIEAYET MOMHUTbH, YTO HE
BCE HAyYHBIC TTOJIOKEHUS SBJISIIOTCS OeccriopHoi uctuHon. Kputnueckoe oTHolle-
HUe (KOHEUYHO, 00 yMaHHOE) SIBISIETCS] 00s3aTeIbHBIM 2JIEMEHTOM HAyYHOW aHa-
JUTUYECKON paboThI.

[ToaroToBbTE OTBETHI HA KaXKbIH Bompoc IiaHa. Kaxoe nonoxeHnue oTee-
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Ta OATBEpXkKAaeTCs (ecnu opma ceMruHapa 3TO MPeyCMATPUBAET) BBIICPIKKOM U3
nokyMeHTa. [loaroToBKy ciielyeT oTpa3uTh B BUE IJIaHA B CIICLIMAIBHOM TETpaau
MOATOTOBKHU K CEMUHAPaM.

Crnenyer npoayMaTh OTBETHI Ha TaK HA3bIBAEMbBIE «IIPOOIEMHO-TOTUYECKUE»
3ananud. Kaxaoe u3 3Tux 3alaHuid CBA3aHO ¢ pabOTOM MO CPaBHEHUIO PA3IMYHbIX
MCTOPUYECKHX SIBJICHHUI, 000CHOBAaHUEM KaKOIr0-TUOO TE€3UCa, PACKPBITHEM COJIEP-
KaHWs ONpPEACIEHHOr0 NOHATUA. MX cienyeT nmpoaymare, a Te, KOTOPbIE YKa3aHbI
[PernoJaBaTeyeM, MOXHO BBITIOJIHUTh KaK KPaTKyl MUCbMEHHYIO paOoTy Ha Of-
HOM — JIBYX TETPaJAHBIX CTPAHUYKAaX.

Ecnu npenopaBaTeneM mopyyeHo MOJATOTOBUTH JOKIAA WU COOOIICHHE 10
KaKON-TO YKa3aHHOM TeMe, TO OH TOTOBHUTCS U B MMChbMEHHOMW U B YCTHOHU (hopMme (B
pacuere Ha 5-7 MuHYT cooOrieHus). [locie 3Toro He06X0UMO OOCYAHMTH €ro Ha
CEMUHApe Ha MPEAMET COOTBETCTBUS KPUTEPHUSM: TMOJHOTA, TTyOWHA PacKPBITHS
TE€MbI, CAMOCTOSITEIIbHOCTh BBIBOJIOB, JIOTHKA PA3BUTHS MBICIIH.

Ha cemunapckoM 3aHSTHH NPUBETCTBYETCs Jto0as opma BOBICUCHHOCTH:
y4acThe B OOCYXIEHUH, AOMOJHEHHs, KpUTUKA — BCE, UTO momoraer Oosiee moJ-
HOMY U SICHOMY TOHUMAaHHIO MTPOOJIEMBI.

Pe3ynpTaThl paboThl Ha CEMHUHApe MPENnoaBaTelib OLEHUBAET U YUUTHIBAET
B XOJI€ MMPOBEACHUS TEKYILETO KOHTPOJISI U TPOMEKYTOUYHOM aTTECTALIUH.

Kypcosvie pabomui

[TpoxykT camocTOATENbHOM paboThl O00y4YarolIerocs, MNpeACTaBIsIOIUN
co00¥ U3JI0’)KEHHUE B MMCbMEHHOM BHJIE MOTYUYEHHBIX PE3YJIHTATOB TEOPETUUECKOTO
aHaM3a OMpe/IeNIeHHON Hay4YHOU (y4eOHO-UCCIIeI0BaTEeIbCKON) TEMBI, TJI€ aBTOP
PaCKpBIBACT CYTh HCCIIEyEMOM MPOOIEMbI, IPUBOUT PA3IUUYHBIC TOUKU 3PEHUS, a
TaK)ke COOCTBEHHBIE B3IJIS/IBI HA HEE.

Iloocomoexa k skzameny (3auémy)

K sx3ameny (3au€Ty) HEOOXOAMMO TOTOBUTCS ILI€JICHAMPABICHHO, PETYIISIP-
HO, CUCTEMAaTHYECKHU U C MEPBBIX JHEH 00yUeHUs N0 JaHHOU auciuruinHe. [lonbrT-
KM OCBOMTBH JHCIUIUIMHY B MEPHOJ 3a4ETHO-IK3aMEHAIIMOHHOM CECCHM, KaK Ipa-
BUJIO, TOKA3bIBAIOT HE CIIMIIKOM yJIOBJIETBOPUTEIIbHBIE PE3YJIBTATHI.

[Tpu noaroroBke K 3K3amMeHy (3au€ry) oOpaTUTe BHUMAHUE Ha 3alUTY MpaK-
TAYECKUX 3aJJaHUI HA OCHOBE TEOPETUUECKOTO MaTeprala.

[Tpu moAroToBke K 9k3aMeHy (3a4€Ty) MO TEOPETUUYECKON YacTU BBIJCIUTE B
BOIIPOCE TJIaBHOE, CYIECTBEHHOE (MOHATHUS, MPU3HAKHU, KIaccCU(UKAIUMU U Tp.),
IPUBEJIUTE MPUMEPHI, ULTFOCTPUPYIOIIUE TEOPETUUECKUE TTOT0KEHUS.

6. MeToanueckue ykazaHusi o 0()OpMJICHHIO Pa3HbIX (D)OPM OTYETHOCTH
CaMOCTOAITEIbHOI PadOThI

1. Dcce — onHa 13 popM MUCBMEHHBIX palbOT, HanOosee 3PpPeKkTuBHAs IpH
OCBOCHHMH 0053aTeNIbHBIX JUCLUMIUIMH U JTUCUUIUIMH 4acTH, GOpMUPYEMON ydacT-
HUKaMU 00pa3oBaTeNIbHBIX OTHOIIEHUU. Ponb 3TOM (PopMBl KOHTPOJIST OCOOEHHO
Ba)KHA NIPU (POPMUPOBAHUU YHUBEPCAIbHBIX KOMIETEHIIMN BBIMTYCKHUKA, MTPEATO-
Jararonmx npuoOpeTeHne OCHOB I'YMaHUTAPHBIX, COLMATBHBIX U SKOHOMUYECKHUX
3HaHUM, OCBOEHHE 0A30BbIX METOJIOB COOTBETCTBYIOIUX HAYK.
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Hamucanue scce — 3TO BapuaHT TBOPUYECKOUW pabOTHI, B KOTOPOW JOJIKHA
OBITH BEIPKEHA TTO3UIIHSI aBTOpa 10 M30paHHOHN TEME.

Dcce — TPO3aMdecKoe COYMHEHHE HEOONBIIOro o0beMa W CBOOOIHOM
KOMITO3HIIMH, TPAKTYIOIIEE TEMY M MPEACTABIIAIONIEE MONBITKY NEPEAATh UHIUBHU-
IyallbHbIE BIIEYATIIEHUS U COOOpaKeHUs!, TAK WIM UHAYE, C HEMl CBSA3aHHbIE.

Dcce — CpeACTBO, MO3BOJISAIONIEE OLIEHUTh YMEHHUE 00y4aroerocsi MMCbMeH-
HO M3Jarath CyTh MOCTaBJIEHHOW MPOOJIEMBbI, CAMOCTOSATEIBLHO MPOBOAUTH aHAIIN3
ATOM MPOOJIEMBbI C UCTIOIB30BAHUEM KOHLETIIUNA U aHAIMTUYECKOTO MHCTPYMEHTA-
pHUsl COOTBETCTBYIOIICH AMCIMIUIMHEI, I€NaTh BBIBOABI, 0000IIAIONINE aBTOPCKYIO
MO3UIIUIO 110 TTOCTABJICHHOU MTpoOJIeMe.

Dcce NOMKHO COJepkKaTh YETKOE HW3JIOKEHUE CYTHM IOCTABICHHOW MpO-
OJ1eMBbl, BKJIIOYATh CAMOCTOSITENILHO MPOBEIACHHBIN aHaIM3 3TOW MpoOJIEeMBbl C UC-
MOJIb30BAHUEM KOHUEMIHMIA W aHAJIUTUYECKOIO WHCTPYMEHTapUs COOTBETCTBY-
IOLIEH AUCUMITIMHBI, BHIBOJIBI, 0000IIAIONINE aBTOPCKYIO MO3UIUIO 110 MOCTABIICH -
HOI mpoOieme. B 3aBucuMocTH OT crienuuKd TUCHUIUIMHBI (POPMBI 3¢CE MOTYT
3HAUUTENBHO AU PepeHpoBaThcs. B HEKOTOPBIX Cilyyasix 3TO MOXKET ObITh aHa-
JU3 COOpaHHBIX OOYYAIOIIMMCS KOHKPETHBIX JAaHHBIX IO M3ydaeMoi mpoOlieme,
aHaJgu3 MaTepHalioB M3 CPEACTB MAacCOBOW HH(pOpMaIUM, MOAPOOHBIA pa3z0op
MPEeAJIOKEHHOW MpernojaBaTeiaeM MpoOJeMbl € Pa3BEPHYTHIMHU MOSICHEHUSMH U
aHAJIM30M MPUMEPOB, WILTIOCTPUPYIOIIMX U3YYaeMYI0 IpoOIeMy U T.A.

TpebGoBanusg Kk 3cce MOTYT TpaHCHOPMHUPOBATHCA B 3aBUCUMOCTH OT KOH-
KPETHOW AUCIUIUIMHBI, OJJHAKO Ka4eCTBO PA0OTHI JOJKHO OIIEHUBATHCSA MO CIIETY -
IOIMM KPUTEPHUSIM: CAMOCTOSITEIbHOCTD BBIMIOJHEHUS, CIOCOOHOCTH apTyMEHTUPO-
BaTh MOJIOKEHUSI M BBIBOJbI, 00OCHOBAaHHOCTH, YETKOCTh, TAKOHUYHOCTh, OPUTH-
HaJIbHOCTh MMOCTAHOBKU MPOOJIEMBI, YPOBEHb OCBOCHHSI TEMbI U W3JIOKEHHS MaTe-
puana (000CHOBaHHOCThH 0TOOpa MaTepuaia, UCIOIb30BaHNUE TEPBUYHBIX UCTOYHHU-
KOB, CIIOCOOHOCTH CaMOCTOSITENIbHO OCMBICIATH (DAKThI, CTPYKTypa U JIOTUKA U3-
JoxeHud). /{1 moAroToBku 3cce 0OydaromeMycsl IpeloCTaBIsSeTCsl CIIUCOK TEM,
CIIUCOK 00sI3aTeNIbHON M JOTOJHUTEIIBHOU JIMTEpATyphl, TpeOoBaHus K odopmIe-
HHUIO.

Cmpykmypa 3cce:

1. TUTYIBHBIN JTUCT.

2. Ilnan.

3. BBeaenue ¢ 000CHOBaHHEM BBIOOPA TEMBI.

4. TexcToBOE M3IIOKEHUE MaTepuala (OCHOBHAS YacTh).

5. 3akrroueHue ¢ BEIBOJIAMH T10 BCeit paboTe.

6. CIuCOK MCTOJIb30BAHHOW JTUTEPATYPHI.

2. Pegpepam.

Peghepam — bopma nucbMeHHON pabOThI, KOTOPYIO PEKOMEHIyeTCs ITpUMe-
HATH TPU OCBOEHUM [UCLUMIUIMH 4YacTH, (OPMHPYEMOMl ydaCTHHKaMU 0Opa3o-
BaTenbHbIX oTHOUIEHUI. Kak npasuiio, pedepaT npeacraBisieT coOoi KpaTKoe 13-
JIO’)KEHUE COJIEPKAHUSI HAYUHBIX TPYJIOB, JINTEPATYPHI MO ONPEAEICHHON HAy4YHOH
TeMe.

Temy pedepara obyuaromyecs: BBIOUPAIOT 10 KeaaHuo. OCHOBHOM KpuTe-
puii BbIOOpa — yueOHO-HAYYHBIN U MPOPECCUOHAIBHBIA HHTEPEC 00YUaloIIerocs.
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Ileny wamucanus — Oosiee TIyOOKHWl YPOBEHb OCBOCHUS TEMATHKHU JUC-
nurnHBL. O0ydaromeMycs pu HamucaHuu pedepara MpeACTOUT CTaTh UCCIEI0-
BaTeJIeM, B3TJISTHYTh Ha TIPOOJIEMY CaMOCTOSITEIEHO M, MOXKET ObITh, OOHAPYKUTH,
OTKPBITh JJIs c€0s1 TO, YTO OCTABAJIOCh PAHEE HE3aMEUYECHHBIM.

Cmpykmypa pedepara BKIIOYAET CAEAYIOIINE KOMIIOHEHTHI:

- TUTYJIbHBIN JIUCT;

- CO/IepXaHUeE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh;

- 3aKJIFOUYCHHUE;

- CIHICOK MCIIOJIb30BaHHOM JIUTEPATYPHI;

- -MIPUJIOKECHMUSI.

Bo 6seodenuu 000CHOBBIBAETCS aKTyalbHOCTh BHIOPAHHOM TEMBI W JIMYHBINA
HMHTEpEC aBTOpa K TEME.

B ocnosnoti uacmu He06X0AUMO OCBETHUTD TE€ WIIM UHBIE CTOPOHBI TPOOIEMBI.
Martepuan OCHOBHOM 4acTH peKOMEHAYeTcsl u3nararhb B (popme naparpados. Baava-
Jie W3Jaraercs TEOPETHYECKUd Marephall: OMNHUCHIBAIOTCS pabO4yuMe TEPMHUHBI,
paccMaTpuBalOTCS UMEIOIIMECS B HAYYHOU JIMTEPATYPE TEOPETUUECKUE KOHIETIUH,
BaYKHBIE MOJIOKEHHUSI, aCTIEKThI. 3aTeM NPUBOAATCS (PaKTUUECKHUE TaHHBIE: HaOII0/1e-
HUS CHEIMAJIMCTOB, HAOMIOACHHS 00yyatouierocsi. Xopolo, eciau yJacTcsi KpuTuye-
CKU TIPOAHAIM3UPOBATH U COMIOCTABUTH TEOPETHUUECKHE U (DaKTUUYECKUE TAHHBIE.

B szaknrouenuu QopmMynupyroTcs BBIBOJBI, Ta€TCA OIEHKA MPOBEIEHHOTO
aHajau3a, U3y4eHHOT0 MaTepurara.

Pegepam  odpopmnsiercs  Ha  DIEKTPOHHOM  HOCHUTENE,  HIPUPT
TimesNewRoman, pazmep — 14 pt, moss mo 2 cm ¢ kaxoi ctoponbl. O6bem — 10-
12 ctp. Hymepauust crpanuil — 1o neHTpy BHU3Y. CHMCOK UCIOJIB30BAHHBIX HUC-
TOYHUKOB COCTaBJIsIeTCS B ajiaBUTHOM MOPSAKE METOIOM OMOIMOrpaduueckoro
onucanus o 'OCTy. B ciayyae ncnonb3zoBanus marepuanoB MHTepHET HEOOXO-
JIUMO YKa3bIBaTh JIEKTPOHHBIE CAUTHI.

B tekcte pedeparta B cilydae MCHOJB30BaHHUS LUTAT HEOOXOAMMO NENaTh
CHOCKH C yKazaHueMm Oubiuorpaduyeckux JaHHBIX U COOTBETCTBYIOIIECH CTpaHU-
1bl. TUTYJIBHBIA JUCT OPOPMIISIETCS B COOTBETCTBUU € 00pasliamMu, MpeoCTaBIIs -
eMbIMU Kadepoil.

3. Jluckyccus (8 pesicume oHaaiin).

Juckyccust aBiseTcss OJHOM M3 BaxkHEHIMX (popm oOpazoBaTenbHOM nes-
TEJIbHOCTH, CTUMYJIUPYIOIICH MHUIIMATUBHOCTh YYaIlIUXCs, Pa3BUTHE pedIIeKCUB-
HOT'O MBIIIEHUS. B 0CHOBE IUCKyccHH — METOJ] OOCY>KIACHHS U pa3pelieHus Crop-
HBIX BOMPOCOB. B oTnmume ot oOCyXIeHus Kak 0OMeHa MHEHHUSMH, TUCKYCCHEH
Ha3bIBAIOT OOCYKJIEHHE-CIIOP, CTOJIKHOBEHUE TOYEK 3PEHHUS, MO3UIMNA U T.4. [Juc-
KycCHsl — paBHOIIPaBHOE OOCyXJeHHEe oOydaromumucs (Moj PyKOBOJCTBOM M C
Y4ETOM IJIAaHUPOBAHUS MPENOAABATENEM) BOIPOCOB, HA KOTOPBIX HET €IMHOIO OT-
BETa B XOJI€ OCBOEHUSI MaTepuasa u3y4yaeMoil AUCIUIUIMHBL. Pe3ynbratom auckyc-
CUU MOXET OBbITh 0011lee COTJIallleHue, JIydlllee MOHUMaHKUe, HOBBIM B3IJISAJl HA MPO-
0JieMy, COBMECTHOE pellleHHe. B oHaiiH pexxuMe o0yuaromumcs Ipeaaraercs
o0CyANTh 3asBJICHHYIO TEMY, HAUTH CIOCOOBI MPOPECCHOHAIBHOTO TOBEACHUS B

14



TOW Win WHOM cutyanuu. [IpenonaBarens BHITIONHIET PYHKITUU BEIYIIETO TUCKYC-
cuu. OH OIICHMBAET: aKTUBHOCTh KaXKJOTO YYaCTHUKA; CTCTICHb BIAJCHUS 3HAHH-
SIMH KQKJIOTO YYaCTHHUKA; OPUTHHATBHOCTh MPEJTaraéMbIX UJIeH, PEeIIeHUN.

4. Jloxknao (c npezenmayueti)

Joknao — BUJ camMOCTOSATENBHOM pabOThI, CrIOCOOCTBYET (HOPMHPOBAHUIO
HaBBIKOB HCCJIEIOBATEILCKOM pabOThI, pacuIupsieT MO3HABAaTEIbHBIE WHTEPECHI,
MPUYyYaeT KPUTUICCKH MBICIIUTb.

['maBHass 0COOEHHOCTH JIOKJaJa 3aKjIo4yaeTcs B TOM, YTO Iepen
oOy4JaronIMMcsi CTOUT 3ajiaya MPOJIEMOHCTPUPOBATH CBOE OPATOPCKOE MCKYCCTBO,
yMEHHE B TeueHue S-7 MHHYT KpaTKO H3JI0KUTh OCHOBHBIE TIOJIOKECHHUS
M3y4YEHHOT'0 MaTepurasa, ObITh TOTOBBIM OTBETUTDH HA 33/IaHHBIE BOTIPOCHI.

[ToaroToBka gokiana TpeOyeT OONBIION CaMOCTOATEILHOCTH U CEPhE3HOU
WHTEJUICKTYallbHOM paboThl. OHA BKIIIOYAET HECKOIBKO ATAIMOB M MPeayCMaTpuBa-
€T JUIMTEIbHYIO, CHCTEMATHUECKYI0 paboTy 00ydJaronuxcsi ¥ MOMOIIb MeAaroron
0 Mepe HEOOXOUMOCTH:

— COCTaBJISIETCS IUIaH JIOKJIaJla IyTeM OO0O0IIEHUS U JIOTUYECKOr0 TOCTPOe-
HUS MaTepuaia JI0KJIaa;

— ToaAOUparoTCs OCHOBHBIC HCTOYHUKH WH(POpMAINH;

— CHCTEMAaTH3UPYIOTCS TIOJYyYCHHBIE CBEJICHUS ITyTEeM HM3ydeHHUs Hamboee
BaXHBIX HAyYHBIX PabOT MO JaHHOW TeMe, MepeueHb KOTOPBIX, BO3MOXHO, AT
caM IpernojaBaTeb;

— JIeNaroTCs BBIBOABI U 00OOIIEHUS B pe3yJibTaTe aHajiu3a HU3yYEeHHOTO
MaTepualia, BblIeJIeHUsT HanboJiee 3HAYMMBIX JUIsl PACKPBITHS TeMbI JoKiana (ak-
TOB, MHEHUH Pa3HBIX YUYCHBIX U TPEOOBAHUSI HOPMATHUBHBIX JIOKYMEHTOB.

K nokmany mo yKpynmHEHHOW TeMe MOTYT IMPUBJIEKATHCS HECKOJIBKO 00Y-
YAIOIIUXCSI, MEKTy KOTOPBIMH PACIIPEACIISTIOTCS. BOPOCHI BBICTYIIIICHUSI.

OOBIYHO B KauecTBE TEM JJisl JOKJIAJO0B IMPENoJiaBaTeieM Mpeasiaracrcsa TOT
MaTtepuall y4eOHOro Kypca, KOTOpPbIM HE OCBEIIaeTCs B JIEKIUAX, & BHIHOCUTCS Ha
camocTosiTelibHOe u3yueHue. [loaToMy JOKianabl, CAC/IaHHbIE Ha MPAKTHUYECKHUX
(ceMUHApPCKUX) 3aHATHSAX, C OJHOW CTOPOHBI, TIO3BOJISIOT JIOTIOJIHUTE JICKITMOHHBIH
MaTepual, a ¢ APyrou, — JaroT MpernogaBaTesto BO3SMOKHOCTh OLIEHUTh YMEHHUS, 00Y-
YAFOIIHUXCSI CAMOCTOSITEIIBHO pab0TaTh ¢ Y4EOHBIM U HAYYHBIM MaTEPUAIIOM.

[TocTpoenue qoknaaa, Kak U JHOOOU APyro MUCbMEHHOM pabOThI, TPaJIUIIH -
OHHO BKJIFOYAET TPU YAaCTH: BCTYIIEHUE, OCHOBHYIO YaCTh U 3aKJIIOUYCHHE.

Bo BcrymieHun o6o3HayaeTCcs aKTyaJlbHOCTh HCCIEAyeMON B JOKIIaJe
TEMBbI, YCTaHABIIMBAETCS JIOTUUECKAsl CBSI3b €€ C IPYTUMU TEMaMHU.

B ocHOBHOI1 yacTu pacKphIBaeTCs CoJIepKaHNE pacCMaTPUBAEMOT0 BOIIPOCa.

B 3aximouennn GopMyIUpyrOTCS BBIBOJBI, ACIAIOTCS MPEIIOKCHUS U MO/ -
YEPKUBAETCS 3HAUECHUE PACCMOTPEHHOM TPOOTIEMBI.

Jloknag MOXET CONpOBOXKAAThCA TMpe3eHTauuen. [lpesenmayus — 3TO
JOKYMEHT WJIM KOMIUICKT JOKYMEHTOB, TMPEAHA3HAYCHHBIA JJIs TPEIACTABJICHHUSI
4ero-auoo (opraHuszanuu, MpoeKTa, MpoaykTa u T.1.). Llenb npeseHTanuu — oHe-
CTH JI0 IIEJIEBOM ayJIUTOPUHU TOJIHOLICHHYI0 MHpOpMaIuio 00 00BheKTe Mpe3eHTa-
IIUU B yJI00HOU Qopme.

[Tpu npoBeaeHUN NPAKTUYECKUX (CEMHUHAPCKUX) 3aHITHI METOJIOM pa3Bep-
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HYTOH Oece/Ibl 10 OTAEIBHBIM BOIIPOCAM MOKET BBICTYIHUTh 3apaHee MOATOTOBIICH-
HOE COOOIIIeHHE.

CoobweHus OTIMYAIOTCS OT JOKJIAI0B TEM, YTO TOMOJIHIIOT BOMPOC (PakTH-
YECKUM WM CTATUCTUYECKUM MaTEPHAIIOM.

Heo0xoaumo BbIpa3uTh CBOE MHEHHE TI0 TIOBOJY OCTABJICHHBIX BOIIPOCOB M
MOCTPOUTH CBOM OTBET B JIOTHUECKON B3aUMOCBSI3U C y)K€ BBHICKA3aHHBIMH CYKJIe-
HUSIMH.

BrimonHeHns onpeaeneHHbIX TpeOOBaHU K BBRICTYIUICHHAM OOyUaroMUXcs Ha
NPaKTUYECKUX (CEMMHAPCKUX) 3aHATHUSX SIBISIOTCS OAHUM M3 YCIOBWI, obecrie-
YUBAIOIIUX YCIEX BHICTYIAOIIUX.

Cpenu HUX MOXKHO BBIJICIUTD CIEIYIOIIHE:

1) B3aMMOCBS3b BBICTYIIJICHUS C MIPEALIECTBYIOIIENH TEMOW MIIM BOIIPOCOM;

2) pacKpBITHE CYIITHOCTH MPOOIEMBI;

3) MeToI0JIOTHUYECKOe 3HAYEHHE HCCIEAyeMOro Bompoca ajs mpodeccuo-
HAaJIbHOM Y ITPAKTUYECKOM ACATEIBbHOCTH.

5. Kypcosas paboma

Kypcosas paboma — 3amanue, KOTOpOE BBIMONHAETCA CTYJIEHTAMH B BHUJE
HCCIIeIOBATENbCKOM paboThl. KypcoBbie paboThI BBITIOIHSIOT MO MPEAMETaM, KOTO-
pBIe SBISIOTCS OCHOBHBIMH T10 CTIEIIMATLHOCTH.

Cooepoicanue KypcoBoil pabotel. KypcoBas padoTa, Kak MpaBUIIO, BKIIO-
qaeT meopemuyeckyro 9acTb — U3JI0KCHHUE TMO3UIMA U TIOJIXO/I0B, CIOXHUBIITUXCS
B HayKe M0 JAHHOMY BOIIPOCY, U araiumuieckyto (MPakKTUYECKYI0 4acTh) — CO-
JIEpIKaIlyI0 aHaJIU3 MPOOJIeMbl HAa NMPUMEPE KOHKPETHON CUTyaluu (Ha MpuMepe
MPEANPUATHUS, COIUATBLHOMN TPYIITIHI).

KypcoBas paboTa B 00s13aTeIbHOM NOPSIKE COAEPKUT OrJIaBlieHUe (Coaep -
aHWe), BBEJCHUE, TeopeTuueckuii(ue) pasnaein(bl), npakTuueckui(ue) pasaein(bl),
MHOTJa MPOCKTHYIO YacCTh, B KOTOPOH OOYYAIOIIUICS OTpakaeT MPOEKT PelIeHus
paccMaTpuBaeMoi TPOOIEMBl, 3aKII0YEHUE, CITUCOK JTUTEPATYPhI, U MPHIOKCHHS
no Heooxoaumoctu. O0BEM KypcoBOi pabOThl MOXKET BapbUPOBATHCS.

Beedenue nomxHO OBITH BRICTPOEHO IO OMPEACTICHHON CTPYKTYPE U JOIKHO
COJIEpKaTh aKTyalbHOCTh (JOJDKHA pAcCKphIBaTh BAKHOCTh W3YUYCHHsI paccMar-
pUBacMoii MpOOJIEMATHKH) WCCICAOBAaHUsS, I1EeNb (0XKHIaeMbIi KOHEUYHBIN
pe3yabTaT UCCae0BaHusl), 3aa4n (dTaIbl TOCTHKECHHS 1eJIH) PpadoThl (3TO OObIY-
HO jenaercsi B GopMe MEPEUUCICHUS: U3YUUMb, NPOAHATUZUPOBAMb, ONUCAMD,
8bIABUMb, UCCIE008aMb, Npedoxcums U T.J. KomudecTBO U coaepikaHue peria-
€MBIX 3a7a4 JOJDKHO COOTBETCTBOBATh HA3BAHUIO U COJIECPKAHUIO TJaB, Ta-
parpadoB), o0BeKT (COOBITHE, SIBICHHUE, MPEAMET HAa KOTOPBIM HAIMPaBIECHHO HC-
CJIEIOBaHMS) U MPeAMET (ONpe/IeIeHHasl YacTh, CBOMCTBO, XapaKTEPUCTHUKA O0bEK-
Ta) HWCCJEJOBaHUs, CTENEHb Pa3padOTaHHOCTH MPOOJIeMbl (aHATU3 HAYYHOU JIH-
TepaTyphl IO TEME MCCIEI0BaHUs. 31€Ch BBIBISIOTCS Hanbolee BaXHbIE, UCKYC-
CHOHHBIE BOIIPOCHI HM3y4yaeMOW TEMbl M HaWMEHEe HW3yYEHHBIE AacCleKThl Mpo-
0JiIeMbl), METOAOJIOTUIO HCCIIEOBaHUs (TEOpEeTUYECKUE pa3pabOTKU U MpaKTHYe-
CKHE€ METO/bI, C TIOMOIIBIO KOTOPBIX PEIIaIMCh MOCTABICHHBIE 3a/1a4M), CBEICHUS
0 CTpyKType uccienoBanus. OCHOBHOE MpeTHA3HAYCHNE BBEACHHUS — 3TO TIOJATOTOB-
Ka YUTaTeNs K TOHUMaHUIO MTPOOIEMAaTUKK TEMbI KypCOBOM PaOOTHI.
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OObeM BBeJICHUS HE JIOJDKEH MPEBHIIATh 2 CTPAHUIIBL.

B ocHnosnoii yactu packpbIBaeTcsl CyIIHOCTHBIE OCHOBBI, CTPYKTYPHBIE U JIU-
HAMHYECKHE aCMEKThl UCCIEAYEMOro0 SIBICHUS WX MPOIEcca, AaeTCsl UX TEOPETHU-
YeCcKoe 00OCHOBAHUE C IIMPOKUM HUCIIOJIH30BAHUEM CIELHUATIBHOW JTUTEpaTyphl U
CTaTUCTUYECKUX MaTEPHUAJIOB.

PaccMoTpeHune Kak0ro BOMpoca 3aBEPIIAeTCs 6616000M, B KOTOPOM JIA€TCs
yIpaBjeHYeCKasl OllEHKa UCCIEAYyEeMOro BOIMPOCca, OCYIIECTBIISIETCS JJOTHYECKUM Tie-
PEXOJ K TMOCIEAYIOEeMY H3JIOKEHUI0. MaTepranl OCHOBHOM 4YacTU JIOJDKEH OBITh
CBS3aH C COBPEMEHHBIMH IIpOOJEMaMU TOCYJapCTBEHHOTIO (MYHUIIMIIAIBHOTO)
ynpaienus B Poccun. O6beM 0CHOBHO# YacTu — 10 20 CTpaHHIl.

OcHOBHasi 4acCTh KypCOBOW palOThI, KaK MPABUIIO, COCTOUT U3 JIBYX (Tpex)
TJ1aB.

B nepBoii rmaBe paccMaTpuBaeTCs CYITHOCTh M TEOPETHUYECKUE OCHOBBI HC-
CJIEIyeMOTO SIBJICHHUSI WJIHM TIpoliecca (B YaCTHOCTH, MOAXObI U3YYCHHUIO U TOYKU
3peHUs MPEACTABUTENICH Pa3IMUHBIX IIKOJ U TEUEHUH). BRIABISIOTCS MX TIpenaro-
CBUIKH, YCJIOBUS DPa3BUTHS, XapaKTEPU3yeTCs CTPYKTypa (Wiau kiaccudukaims),
aHAJTM3UPYIOTCS TTOKA3aTEIU U UX 3HAYUMOCTb.

Bo BTOpoOi#i TNaBe xapakTepuU3ylTCs COCTOSHUE, NUHAMHUKa, MpoOJieMbl, a
TaKkKe TEHJICHIIMU Pa3BUTHS UCCIICyEMOT0 SIBJICHUS WM Tpoiiecca (Kak MpaBuo,
3a TMOCJEIHUE HECKOJBKO JIET). BBISBISIOTCS M OIEHUBAIOTCS OTKJIOHECHHS MpPaK-
TUKHA OT TEOPHHU, YCTAHABIIMBAIOTCS IOJIOKUTEIbHbIC W HETaTUBHBIC TCHJCHIIUH,
OTIMCBIBAIOTCS CITIOCOOBI YCTPaHEHUSI HIIH OCTIa0JICHUS UX JCHCTBHS.

ConepkaHue TJIaB OCHOBHOM YacTH JOJKHO TOYHO COOTBETCTBOBATH TEME
KypCOBOM pabOTHI U MTOJTHOCTHIO PACKPHIBATH €€.

B 3axnrouenuu moaBoasATCS UTOTH HCCIICIOBaHHSA, (POPMYIUPYIOTCS Kpart-
KHE, CAaMOCTOSTCIbHBIC BBIBOABI 110 CoOJAepKaHMio padorel. Kak mpaBuio, co-
Jiep>KaTeIbHBIN aCIIEKT 3aKIIOUEHUS ONPEIEsAeTCs TOCTaBICHHON B pabOTe LETbIO
1 chopMyIUpPOBAaHHBIMU 3aJa4aMu. 3/1€Ch )K€ OTMEYAETCsl MPaKTUYEeCKasi HalpaB-
JIEHHOCTb W IIEHHOCTh PabOThI, 00JaCTh €€ HACTOSIIEro MM BO3MOXHOIO Oymay-
IEro MPUMEHEHUSI.

BaxxHo nokasaTh, 4TO MOCTaBJIECHHbBIC 3aJ]a4l PEUIEHbI U IeJb JOCTUTHYTA.
Ecnu npoBenenHoe nccnenoBaHue He JOCTUTIIO 1€, HEOOXOAMMO OTMETUTh, Ha-
CKOJILKO aBTOPY YAQJIOCh MPUOIU3UTHCS K PEIICHHUIO JaHHBIX 33/1a4 U UMEETCS JIH
BO3MOKHOCTh PEIIUTh MX MOJTHOCTHIO WJIK YaCTUYHO.

BriBom B 3akiO4YeHUH HE JIOKEH MPEJCTaBISITH COOOM MEXaHWYeCKOTo
CYMMHPOBAHHMS PE3IOME, COJICPIKAIINXCS B KOHIIE TIaB. B 3aKIII0UeHUH TOJIKEH CO-
JeP>KaThCsl OOIIMIT UTOT BCETO MCCIICIOBAHMS, €T0 KOHCUHBIN PE3yJIbTaT.

Pexomenmyemsbrit 00beM 3aKITFOUCHHS — 2-3 CTPAHUIIBI.

7. IlepevyeHb y4eOHO-METOAMYECKOI0 O0ecredeHUs AJIs1 CAMOCTOSITeJIbHOM
padoThI 00Yy4AKIIMXCS MO JUCHHUILTIMHE (MOYJII0)

CamocTosiTenbHast paboTa 00y4arolKXCsl BKIIIOYAET CAeAYomue Gopmbi:
- ayTUTOpHAsl CaMOCTOSATENIbHAs paboTa;

- BHCAYAUTOPHAA CaMOCTOATCIIbHAA pa60Ta;
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- TBOpUYECKasi, B TOM YHCJIe HayYHO-UCCIe0BaTeNbCcKas paboTa.

AynutopHasi caMoCTOsATelIbHass padoTa OOyyaroumxcs MO JaHHOW JIHC-
LUIUIMHE NIPeyCMaTPUBAET:

- BBIIIOJIHEHUE CAMOCTOSITENBHBIX PA0OT;

- BBITIOJTHEHUE KOHTPOJBHBIX M MPAKTUIECKUX padoT;

- pelleHue 3a1a4 TEOPETUYECKON U MPAKTUYECKOU HAIIPABIEHHOCTH;

- paboTy CO CIIPaBOYHON, METOAMYECKON U HAYYHOM JIUTEPATypOH;

- pelIeHne KeMcoB, IeOBbIE UTPHI.

OCHOBHBIMHM BUJAMH CAMOCTOATEIBHONW pabOThl 00YyYArOIIMUXCS IPU HU3yde-
HUM JAaHHOW JUCIUIIMHBI SABIISIOTCS:

- MOATOTOBKAa K ayAMTOPHBIM 3aHATUSM U BBIIIOJIHEHUE 3aJaHUIl Pa3HOro
YPOBHSL CJIOXKHOCTU: K HPOOJIEMHBIM JIEKLIUSM, CEMHUHApaM, JIHUCKYCCHUSIM, KOJI-
JIOKBUYMaM U T.IL.;

- U3y4YeHHE OTAENbHBIX TEM WJIM BOIPOCOB y4E€OHOW AMCIMILIUHBI, COCTaB-
JIEHUE KOHCIIEKTOB, CAMOKOHTPOJIb 3HAHHI;

- BBIIIOJIHEHHUE KOHTPOJIBHBIX padOT, KOHTPOJIBHBIX JOMAIIHUX PadboT, TBOP-
YEeCKHX 3aJIaHMM;

- MOATOTOBKA JOKJIa10B, COOOUIEHUH, pedepaToB, cce, MPe3eHTALNM, U T.1.;

- BBINOJHEHUE TECTOBBIX 3aJaHUN C HCIIOJIb30BAHUEM HHTEPHET-TPEHANXE-
POB;

- IOATOTOBKA K YYAaCTHIO B HAYYHBIX U HAyYHO-IIPAKTUYECKUX KOH(pepeHIH-
X U CEMUHapaXx.

Meponpustus, co3jaloolue MNPeANOoChIKM M YCIOBUS JJIsl pealu3aliu
CaMOCTOSITENIbHOM paboThl, JOJDKHBI MpeaycMaTpuBaTh OOECHEUYEeHHE KaKJI0ro
00yyJaromiero:

- METOAMKAaMHU BBINIOJHEHUS TEOPETHYECKHX M MpaKTU4YeCKuX (ydeOHo-
HCCIIEIOBATENbCKUX U JIp.) paboT;

- “”H(OPMAIMOHHBIMU pecypcaMu (CIPaBOYHUKHU, YUeOHbIe TOCOOUs, OaHKU
WMHJMBUYAJIbHBIX 33JaHUi, 00yJarolye NporpaMmsl U T.1.);

- METOJMYECKUMH MarepuanamMu (yKazaHus, pyKOBOJACTBA, MPAKTUKYMbI U
T.1L.);

- KOHTPOJUPYIOIIUMH MaTepHaliaMH (TeCTbl, KOMIIbIOTEPU3UPOBAHHOE Te-
CTUPOBAHUC);

- KOHCYJIbTallUsIMU;

- BO3MOXXHOCTBIO ITyOJUYHOTO OOCYXKJICHUS TEOPETUUECKUX W/UIIM TIPAKTH -
YECKUX pe3yJbTaTOB, IOJYYEHHBIX OOYYaIOIIMMUCS CaMOCTOATEIbHO (KOH(e-
PEHLIUH, KOHKYPCBI).

8. ®oH/ OLIEHOYHBIX CPEACTB ISl POBEAEHNs IPOMEKYTOYHOM ATTECTALNH
00y4arIuxcs Mo JUCUMUILIIMHE (MO1YJII0)

®onxa oneHouHbIx cpeAacTB (manee — MOC) — KOMIUIEKT METOIUYECKHUX
MaTepHaoB, HOPMHUPYIOIIUX MPOIEYpPhl OIICHUBAHUS PE3YJIbTATOB 00yUYCHUS, T.€.
YCTaHOBJICHUS] COOTBETCTBUS YUCOHBIX JOCTH)KCHUN 3aIlJITaHUPOBAHHBIM PE3yJIbTa-
tam o0ydeHus u tpedoBanusM OIl BO, paGouux mporpamm AUCIUILIUH (MOIY-
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neit). ®OC npenHazHayeH JUisl TPOBEACHUS TEKYIIET0 KOHTPOJISI YCIIEBAEMOCTU U
IIPOMEKYTOUYHON aTTECTALUH.

®OC kak cucteMa OLICHUBAHUS COCTOUT U3 CIAEAYIOIIMX OCHOBHBIX YaCTEMH:

1. ®oHA OLEHOYHBIX CPEJCTB: 00IIAsl XapaKTePUCTHKA;

2. IlepedyeHb KOMIIETEHIIUM C yKa3aHUEM 3TAMOB UX (POPMUPOBAHUS:

2.1. KoMrereHuuu € yKa3zaHMEM 3TanoB WX (OPMHPOBAaHUA B MpoLEcce
OCBOEHMSI TUCLIUIUTMHBI U UHJIUKATOPBI UX JOCTUKEHUS.

2.2. [Inanupyemsble pe3ysibTaTbl 0OYYEHHs MO AUCLIMILIMHE, COOTHECEHHBIE C
MUHIUKATOPaMM JOCTHKEHUS] KOMIIETEHLUH.

3. ITacnopT QoHIa OLEHOUYHBIX CPEACTB TEKYIIEr0 KOHTPOJI, COOTHECEHHBIX
C UHMKATOPaMHU JOCTHKEHUSI KOMIIETCHIIU.

4. Buapl TEKyILEro KOHTPOJIA, a TAK)KE [TOKA3aTEIN U KPUTEPUU UX OLICHHUBa-
Hus (110 BUIAM).

5. ConepxkaHue OLIEHOYHBIX CPEACTB TEKYILIErO0 KOHTPOJIS, COOTHECEHHBIX C
WHJUKATOPAMU TOCTHKEHHUSI KOMIIETEHIIUH.

6. ConeprxaHre OLICHOYHBIX CPEJICTB MPOMEKYTOUHOM aTT€CTAllMH, COOTHE-
CEHHBIX C UHAUKATOPAMH TOCTHXKEHHS] KOMIIETEHIUH.

7. Kputepuu oueHuBaHUs pe3yJIbTaTOB 00yUYEHUsI MPOMEXKYTOUHOU aTTecTa-
MU TIO TUCUUILIIUHE.

8. O1ieHOYHBIE MaTepHalIbl sl (POPMUPOBAHMS TUATHOCTUYECKON paboThI B
X0JIe caM0o00CyIe10BaHusl.

®OC sBnsieTcs HEOThEMJIEMON YaCThIO pabodel mporpamMmbl JUCHUIUIMHBI
u opopmieH kak [Ipunoxkenue k paboueli mporpamme AUCIUTUIMHBI.

Bonpocut 01a noozomoeku k 3auemy:

1. Ilonste noxkymeHta. Buabpl u kimaccupukanus yHopaBlIeHYECKHX
JOKYMEHTOB.

2. 3amaun u QYHKIUU CITY>XO AETONPOU3BOICTBA.

3. Ucropus pa3BUTHS CUCTEMBI AEJIONPOU3BOJICTBA.

4. OCHOBHBIE 3aKOHOJATEIbHbIE, HOPMATUBHO-METOANYECKUE JTOKYMEHTHI B
cepe T0KyMeHTalMOHHOTO o0ecnieueHus ynpasinenus. (Xapakrepuctuka 'OCT P
6.30-2003 «YHubUIUpOBAHHBIE CUCTEMbI JOKYMEHTAIUU. Y HU(DUIIMPOBAHHAS CH-
cTeMa OpraHU3alMOHHO-PACHIOPAIUTEIBLHOM JOKyMEeHTaluu. TpeboBaHHs K
0(OPMIICHUIO TOKYMEHTOBY ).

5. VHu}uKanus u crangapTu3anus JOKYMEHTaUH.

6. OcHOBHbIE TpeOOBaHHSA K COCTABJIEHUIO U O(OPMIIEHUIO JOKYMEHTOB.
(I'OCT P 6.30-2003). KpaTkast xapakTepuCTHKa.

7. Ilonarue pekBu3UTa JOKyMeHTa. TpeboBaHus, MpeabsBiIsieMbie K 0hopm-
JIEHUIO PEKBU3UTOB.

8. TpeboBanuek O1aHKaM TOKyMEHTOB.

9. TpeboBaHuUE K CTUIIIO JEIOBBIX JTOKYMEHTOB.

10. OcobennocTn 0opMIIEHHSI PEKBU3UTOB: OTMETKA O HAJIMYUU MPUIIOKE-
HUM, HAUMEHOBAaHWE OpPraHU3ALMK — aBTOpa JOKYMEHTa, Ipu( coriacoBaHus
JOKYyMEHTa.

11. OcobenHoctu oGOpMIICHUS PEKBU3UTOB: HMOJEMa OpraHu3allu,
HOJIUCh, OTTUCK IEYaTH.
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12. OcobenHoct OQOpMIICHHS PEKBU3WTOB: Ha3BaHHWE BHJA JTOKYMEHTA,
7aTa, peruCTPalMOHHBIN HOMEP TOKYMEHTa

13. OcobGennoctu 0opMIIEHUSI PEKBU3UTOB: CChLIKA HA PErUCTPaIllMOHHBIN
HOMED U ATy JOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHHS U U3/1a-
HUS JOKYMCHTA.

14. Ocobennoctu ohopMIICHUSI PEKBU3UTOB: aJpecaT, pe30JItoIus, OTMETKA
O HaJIMYUH NPUIIOKEHUI, CTIPAaBOYHbIE JaHHbIE 00 OpraHU3alUu.

15. HazHaueHue u cocTaB OpraHU3allMOHHO-IIPABOBOM TOKYMEHTALIUH.

16. UHCTpyKIMK: BUIBI, COCTAB COJIEPKATEIbHON YacTH, 0()OpMIICHUE PEK-
BU3HUTOB.

17. YcraB, MOJI0OKEHHE: COCTAB COACPIKATEIBHON YacTH, 0hOpMIICHUE PEK-
BHU3UTOB.

18. OcobeHHOCTH MOATOTOBKH M HANMCAHUS PACIIOPSIAUTEIbHBIX JTOKYMEH-
TOB (oopmieHuEe IF0O0TO JOKYMEHTA O BRIOOPY 00yUarOIIerocs).

19. Tlpukas, BeIIUCKA U3 MPHUKa3a: OCOOCHHOCTH MOATOTOBKH, O(OPMICHUS
PEKBU3UTOB (pUMEp 0POPMIIEHUS).

20. Cneuuduxa oopmieHus pacnopsyKeHU, peleHuit (mpumep odopmiie-
HHUS).

21. XapakrepucTrka HH(HOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. TpeboBa-
Husl K opopmiieHnio (oopmiieHue Jt000ro JOKyMEHTa 1Mo BhIOOPY 00ydaroIero-
cs).

22. [IpoTOKO: BUJIBI, COCTAB COAEPKATEIBHON YacTH, PEKBU3UTHI (TIpUMeEp
o opMIIEHUS TPOTOKOJIA).

23. AKT: COCTaB COACPKATEIIbHOM YacTH, PEKBH3UTOB (IMpumep odopmiie-
HUS).

24. CnpaBka: 0COOCHHOCTH COCTaBJICHUS, 0()OPMIICHUS PEKBU3UTOB.

25. OObscHUTENbHAs, IOKJIaaHas 3alucKH: OCOOEHHOCTH COCTaBJICHUS,
oopMIIEHUS] PEKBU3UTOB (MpUMEpPbl 0HOPMIICHUS).

26. CocTaB u HazHayeHue ciyxkeOHou (nenoBoil) nepenucku. Kiaccuduka-
1Sl JOKYMEHTOB, COCTABJISIOIINX MEPETIHCKY.

27 IlpaBunautpeOoBaHusgkAeIoBoMynucbMy. Buasimucem. Cnenudu-
KaHaMMCAHUSIBCTYUTEIbHOWN 3aKIIIOUUTENbHON yacTu (rpumep ohopMIIeHUS 1O
BBIOOpY 00y4YaroImerocs).

28. [ucbmo (MHMLIIMATHBHOE, UH(GOPMAIIMOHHOE): OCOOEHHOCTH COCTaBIIe-
HUs1, 0pOpMIICHUSI PEKBU3UTOB (IIpuMep opopmIiIeHHUS).

29. Oco6eHHOCTH TTOATOTOBKHU JOKYMEHTOB I10 JIMYHOMY COCTaBY MPEANpHs-
THSL.

30.TpynoBoii 1OTOBOP: COCTaB COAECPKATEIHLHON YacTH, OPOPMIICHUE PEKBHU-
3UTOB.

31. ITpukassl 10 JIMYHOMY COCTaBY: OCOOEHHOCTH MOJATOTOBKH, OPOPMIIEHUE
PEKBU3UTOB.

32. JInunble 1okyMeHTbl. OCOOEHHOCTH HAMMCAHUS 3asBIICHHUS.

33. UcxonHble NOHATHS AEIOTPOU3BOACTBA.

34. Jlenonpou3BOJICTBO U €r0 CTAHOBJICHHE.

33. JlIokyMeHT u ero ¢hyHKIIUH.

20



36. Knaccudukarus aenoBoi Oymaru.

37. Ob6mue HOpMBI U TIpaBMIIa 0(hOPMIICHHE TOKYMEHTOB.

38. Kiaccudukanus m CTpyKTypa OpraHH3aIlMOHHO-PACTIOPSIUTEIHHBIX
nokymentoB (OPJI).

39. CocraB pexBuzutoB OP/I.

40. bnanku TOKYMEHTOB.

41. TpeboBanue k opopmiennto pekBusuToB OPJI.

42. TpeboBanust K OGOPMIICHHUIO PEKBU3UTOB pa3MEIIaeMbIX Ha IOJIE
YIJI0BOTO ¥ MPOJIOJIBHOTO IITAMIIOB.

43. TpeOoBanuss kK OQOPMIEHHIO PEKBU3UTOB pa3MEIIAEMbIX Ha paboyem
110JI€ JOKYMEHTBI.

44. TpeboBanue kK 0POPMIICHUIO PEKBU3UTOB Ha CITy>KEOHOM TI0JI€ JOKYMEHTA.

45. OdopmiieHrne OpraHu3alMOHHBIX JOKYMEHTOB 0(OpMIICHHE pacopsiin-
TEJbHBIX JJOKYMEHTOB.

46. Oopmnenre HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAITH.

47. JloxyMeHTanus 1o Tpy10BbIM OTHOIIEHUSIM.

48. Knaccudukanus JOKyMEHTOB M0 JUYHOMY COCTaBY.

49. OopmiieHre TOKyMEHTOB TP MOCTYIUIEHUH HA padoTy.

50. OdopmiieHrE U 3aMOTHEHUE TPYAOBOM KHIKKH.

51. CocTaB JOKyMeHTAIMK 10 0GOPMIIIEMOM TPU YBOJIBHEHUU paOOTHHUKA.

52. OCHOBBI OpraHu3aluy €0 IPOU3BOJICTBO.

53. Opranu3anyoHHasi CTPyKTypa Ci1y>KObI J1e]10 IPOU3BOCTBO.

54. Opranu3zaius J0OKyMEHTO000poTa.

55. IIpoxoxaeHne u MOPsAI0K UCITOJHEHUS BXOIAIINX JTOKYMEHTOB.

56. [IpoxoxkaeHrne UCXOAIIUX JOKYMEHTOB.

57. IIpoxoxaeHrne BHYyTPEHHUX TOKYMEHTOB.

58. PaboTa ¢ koHbUACHIMATEHBIMUA JOKYMEHTAMHU.

58. Perucrpannn 1OKyMEHTOB.

60. KoHTposb 32 HCTIOJTHEHHE TOKYMEHTOB.

9. IlepeyeHb OCHOBHOM U J0NOJHUTEILHON YU4eOHOM JIMTEPaTYpBhI,
HEe00X0AUMOI1 I OCBOCHUSA TUCHMUILIMHBI (MOIYJIA)

@) OCHOBHAaA Tumepamypa:

1. I'po3oBa, O. C. [enonpou3BoacTBo : yueOHoe nocodue st By3oB / O. C.
I'po3zoBa. — M. : UznarensctBo FOpaiit, 2020. — 124 ¢. — (Bricmiee o6pa3oBaHue). —
ISBN 978-5-534-06787-3. — Tekct : anekrponnsiii // 3bC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/453969.

2. IlysamoBa, H. H. OcHOBBI 1enonpou3BOACTBA. SI3BIK CIyKEOHOTO
JIOKyMEHTa : y4eOHHUK U mpakTtukym ajs By3oB / H. H. lllyBanosa, A. FO. UBano-
Ba ; mojx o6ml. pexa. H. H. lllysanosoit. — M. : U3marensctBo FOpaiit, 2020 — 428 c.
— (Bricmiee o6pazoBanue). — ISBN 978-5-534-10848-4. — Tekct : 2neKTpOHHBIN //
OBC HOpaiir [catit]. — URL: https://urait.ru/bcode/450549.

0) OoonornumenvHan aumepamypa:

1. KysumenoB, N. H. JlokymeHTanmoHHoe oOeclieueHne YIpaBIeHUSI.
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JIOKyMEHTOOOO0POT | JIETOMPOU3BOJICTBO : YUEOHUK M MPAKTHKYM i By30B / .
H. Ky3nenoB. — 3-e uzn., nepepab. u non. — MockBa : U3parensctBo IOpaiiT,
2020. — 461 c. — (Beiciiee obpazoBanue). — ISBN 978-5-534-04275-7. — Texker :
anextpoHHsbIl // DbC FOpaiir [caiit]. — URL: https://urait.ru/bcode/449769.

10. IIpogeccuonanbHbie 0a3bl JAHHBIX U HH(POPMALIHOHHBbIE CIIPABOYHbIEC
CHCTEMbI

1. www.biblio-online.ru — snexrponHas 6ubauoreunas cucrema «kOpaity,
JOCTYII B on-line pexxuM K OOJIBIIIOMY YHCITy HaMMEHOBaHHWI MoHoTpadwuii, yueo-
HUKOB, CIIPABOYHHKOB, HAYYHBIX >KYPHAJIOB, JUCCEPTAIMA M HAYYHBIX CTaTel B
paznuyHbix obrnacTsax 3HaHuM. ®onng OBC MOCTOSHHO TOMONHSAETCS AJICKTPOH-
HBIMH BEPCHUSMU U3JIAHUN POCCUMCKUX M3ATENIbCTB, a TAK)KE MPOU3BEICHUSIMH OT-
JEBHBIX aBTOPOB. DOH/I NIEKTPOHHOUN OnbIMoTeKn coctaBisieT 6omee 6000 yued-
HUKOB U Y4eOHBIX TOCOOHIA.

2. www.e-xecutive.ru — oOyuatouieecss CooOmiectBo MeHemkepoB. K
Y4acTHIO B TIPOEKTE MPUBIICUYCHBI JTyUIINe OTEUECTBEHHBIC U 3apyOeKHbIE KOMIIa-
HAW W OpraHW3allid, TPU3HAHHBIE BO BCEM MHUPE OKCIEPTHI, AHAIUTHKH H
KOHCYNbTaHThl. MH(pOpMalMoOHHBIE pecypchl calTa MPEACTaBISAIOT CTpaTeruye-
CKyI0 MH(POPMAITHIO /ISl MEHEKEPOB-TIPO(HEeCCHOHATIOB.

3. http://www.aup.ru — busnec-nopran npenHa3Ha4YeH AJisi PyKOBOAMUTEIEH,
MEHE/DKEPOB, MAapPKETOJOroB, (PUHAHCUCTOB W SKOHOMHUCTOB MPEIIPUITHIA.
OcHOBOI1 mopTasia SIBISETCA AJIEKTPOHHAss OMOJIMOTEKA JENOBOW JIUTEPATYpPhl H
JIOKYMEHTOB, a Takke Ou3Hec-(hopyM MO pa3IUYHBIM ACTIEKTaM TEOPUU U TIPaK-
TUKH OpPTaHU3aIUH, INIAHUPOBAHUS U YIIPABIECHUS JEATEIHHOCTHIO TIPEIIPUSTHH.

4. http://ecsocman.hse.ru — ®enepanpHblli  00pa30BATENBHBIA  TOPTAT
«9xoHomuka. Couuosnorus. MeHeKMEHT» — 3TO CUCTEMa TeMAaTUYECKUX mpodec-
CHOHAJBHBIX CAWTOB, BHIIMIOJIHEHHBIX MO CXOJHOMY 3aMBICITy M paOOTaIONINX B €U~
HBIX CTaHAapTax oOMeHa uH(popmaluen.

5. http://window.edu.ru — Mudopmannonnas cucrema «EnuHoe OKHO J10-
CTyma K oOpa3oBaTelbHBIM pecypcam» OOBEAMHSET B €AMHOE MH(POPMAIMOHHOE
MPOCTPAHCTBO DJICKTPOHHBIE PECYPCHl CBOOOIHOTO JIOCTyMa JJisl BCEX ypOBHEH
obOpaszoBanus B Poccuu. B pazpene «bubmmoreka» mpencraieHo 6omee 28 000
y4e0HO-METOJUYECKUX MAaTEPUAIIOB.

6. http://www.mevriz.ru/ — 5KypHaji COAEPKUT MaTepUaIbl 10 TEOPUH, Opra-
HU3AIMHU U SKOHOMUKE MEHEPKMEHTA, YIIPABJICHUIO MEPCOHATIOM, (PMHAHCOBOMY H
OTpacjIeBOMY MEHEKMEHTY, YIPaBICHUIO MEXKIyHApOIHBIM OW3HECOM, YIIpaB-
JICHYECKOMY KOHCAJITUHTY, HOBBIM TEXHOJIOTHSIM MEHEPKMEHTA.

7. http://www.reputationinstitute.com/ — MHCTUTYT H3y4deHHs peIyTaliu
(Reputationlnstitute), CIIA.

8. http://www.rjm.ru/ — Hay4HbIi XypHan1 B oOnactu ympasieHust «Poc-
CUNCKHM )KypHAJI MEHEKMEHTA).

9. http://www.garant.ru/ — CnpaBouHas mpaBoBas cuctema «I['apant».

10. MaTtepuaisl 1o COIMaIbHO-9KOHOMHYECKOMY TTOJIOKESHHUIO M PA3BUTHIO B
Poccun — http://www.finansy.ru.
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11. Odurnmanpueii caiit banka Poccum (aHamuTuyeckue MmaTepuayibl) —
http://www.cbr.ru.

12. Odunmanbubiii calT dDenepanbHON CIyX OBl TOCYAapCTBEHHOW CTaTH-
ctuku Poccuiickoit @eneparuu. [OnekTpoHHbIN pecypc]. — Pexxum nocryna: http://
www.gks.ru.

11. Ilepeyenb HHPOPMAUOHHBIX TEXHOJIOT Ui, HCIIOJIb3yeMBbIX MIPH
OCYLIIECTBJIEHMH 00PA30BaTEJIbHOI0 MPOIECCa MO JUCHUIINHE (MOTYJIIO),
BKJIKOYASl NepevYeHb NPOrPaMMHOI0 odecnedeHusi 1 UHGOPMALMOHHBIX
CIIPABOYHBIX CMCTeM (MPH HEOOXOTUMOCTH)

NudopmarnmoHHble TEXHOJIOTUHM OXBATHIBAIOT BCE PECypChl, HEOOXOIUMbIE
JUTSL yripaBieHus: nHpopMaIyeil, 0cOOEHHO KOMITBIOTEPHI, MPOrpaMMHOE obectieue-
HUE W CETHU, HEOOXOIMMBIC NJIsi CO3/IaHUs, XPAHCHHS, YNMPABICHUA, Mepeaadyn H
nouncka naHpopmanmu. MHDOpMAIMOHHBIE TEXHOJIOTHH, UCTIONB3YEMbIE B y4eOHOM
MpOIIECCe: KOMIBIOTEPHBIE CETH, TEPMUHAIIBI (KOMIIBIOTEP, COTOBBIE Tele(OHHI,
TEJIEBU30D), YCIAYTHU (PIEKTPOHHAS [M0YTA, TOUCKOBBIC CUCTEMBI).

Peanuzanus y4eOHOM AUCHUIUIMHBI TpeOyeT HaJIWYMUsl KOMIBIOTEPHOTO
KJIacca Co CIEAYIOMIMM 00ecrieYeHUEM:

- u3 pacuéra 1 nmomenienue Ha | (ogHy) rpymnmy oOyvaembix U 1 (0auH)
IpernojaBaTesb MPEJOCTaBISIETCS MOMEIICHHE ¢ pabouMMHU MECTaMH, ¢ KOMIIbIO-
tepamu (ABTOMatm3upoBaHHble Paboune Mecra, APM), 0o0beauHEHHBIMH B
nokanbHy10 ceth (JIBC);

- IPENOAABATENIO IPEAOCTABISETCA YUETHAS 3aIIUCh C TPAaBaMM JIOKAJIbHOIO
1 CETEeBOro aMUHHUCTpaTOpa Ha Bcex APM;

- xapakrepuctuka APM: OC ne mmwkxe Windows XP SP3, IE 6.0; anmapat-
Hoe oOecneyenne: He Hke IntelPentium III 1000 MI', 512 M6 RAM, 80 I'6
HDD, SVGA (1024x768x32), 100 Mout EthernetAdapter;

- xapaktepuctuku cetu: 100 Mout FastEthernet, nanuuue noctyna B MH-
TEpHET;

- IPOEKTOP C BO3MOKHOCTBIO TOJAKIIOUEHHE K pazbeMy D-Sub u, sxenarens-
Ho, DVI unn Bo3aMoxHOCTE noaximoueHus Flash-nakonurens;

- TIPOEKIMOHHBIN 3KpaH ¢ OeNbIM MPOEKIIMOHHBIM MOJOTHOM 0€3 KPYMHBIX
dbusnyeckux nedeKTos;

- JIBC noikHa UMETh BHICOKOCKOPOCTHOE MOAKIIIOYEHHE K ceTH Internet.

12. Onucanue MaTepuaJIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM 1151
OCylIeCcTBJIEHHS 00pa30BaTEJIbHOI0 MPOLecca Mo TUCHUILINHE (MOIYJII0)

JIeKIMOHHBIE ayIUTOPUH, ayAUTOPUH IS IPOBEACHUS PAKTUYECKUX 3aHSI-
TUW, OCHAIICHHBIC CPEJACTBAMHU JUJIi MYJIbTHUMEIUUHBIX Mpe3eHTalui, nudpoBoit
ayJIuo- U BUAEO- (PUKCALMU, U BOCHPOU3BENEHUS MHPOPMALUU, KOMIIbIOTEPHOU
TEXHUKOW C JIMIEH3WPOBAHHBIM MPOrpaMMHBIM OOECIieueHHnEeM, aKeTaMHu MpaBo-
BBIX U JPYTUX MPUKIAJHBIX IPOrPaMM MO TEMATUKE TUCLHUILTAHBI.

Peanuzauus nporpamMmsl y4eOHOU TUCHUILIMHBI TPeOyeT HAIMYUE y4eOHOTO
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kabunera (ayautopun). O6opynoBanue yueOHOro kabuHera (ayAUTOPUH) TIPEIIO-
JaraeT KOMIUICKT CTICIHAIM3UPOBAHHON MEOEIH IS

- OpraHu3anuy paboyero MecTa MpenogaBaTens;

- Opranu3ainuu pado4ynx MecT oOyqaronInuxcs;

- PallMOHAJILHOTO Pa3MEILCHUs U XPaHEHUS CPEACTB O0YUCHHUS;

- OpraHu3aIuy UCIIOIb30BaHUS alapaTyphl.

[Ipyn m3yyeHUH TUCUUIUIUHBI WCIOJIB3YIOTCS ayAUTOPUH, 0O0OpPYIAOBAHHBIE
MYJIbTUMEIUUHBIMU CPEJCTBAMU OOYYEHHS: IPOCKTOPOM, HOYTOYKOM, HWHTEp-
aKTUBHOU JTIOCKOHM. Mcronb3oBaHWE MHTEPHET-PECYPCOB MpENrnoiaraeT MmpoBese-
HUE 3aHITHI B KOMIIBIOTEPHBIX KJlaccax ¢ BbIxogoM B MHTepHeT. B KoMmbroTep-
HBIX Kjaccax oOydaromiuecss UMMEIOT JOCTyNn K HH(POPMAIMOHHBIM pecypcam, K
0aze nmaHHBIX OuONMHMOTEeKkH. (s 00ywaromuxcsi ¢ OrpaHUYEHHBIMH BO3MOXHO-
CTSIMU 37I0POBBSI HEOOXOJIMMBI CIICIUANIbHBIE YCIOBUS JI TIOJMy4eHHs] 00pa3oBa-
HUA. B 11ensX TOCTYIMHOCTH TOMyYeHHsI BBICIIETO 00pa3oBaHus Mo 00pa3oBaTeib-
HBIM TMpPOTpaMMaM WHBAJIUJIAMU M JUIAMUA C OTPAHMYCHHBIMU BO3MOYKHOCTSIMHU
310poBbs IHCTUTYTOM 00€CTIeUnBaETCS:

1. Hanuuue anprepHaTUBHOM BepcuM oduiManbHOro caiWta MHcTUTyTa B
cetu «IHTepHET» 1715 Cl1aOOBUIALIUX.

2. IlpucyTcTBHE acCHCTEHTa, OKa3bIBAIOIIETr0 OOydaroIeMycs Heo0Xo-
JTUMYIO TIOMOIIIb.

3.J171s1 MHBAJIMJOB U JIMIl C OTPAHUYEHHBIMH BO3MOXHOCTSIMHU 3JI0POBbSI 10
CIIyXy — TyONnupoBaHUE BCIyX CIIPAaBOYHOU MH(MOPMAIIMU O pACTIMCAHUM Y4EOHBIX
3aHATHI; oOecrieueHre HaJJIeKAIIMMUA 3BYKOBBIMH CPEACTBAMU BOCIIPOU3BEACHUS
uHdopmauu.

4. Jlns WHBaIMIOB W JIMI] C OTPAaHUYEHHBIMA BO3MOXHOCTSIMH 37I0OPOBBSI,
UMEIOIINX HapYIIEHUs] OMOPHO-JBUTATEIBLHOTO ammapara, CO3JaHbl MaTepHaIbHO-
TEXHUYECKUE YCIOBUS, OOECIIEUHUBAIOIINE BO3MOXKHOCTh OECIPENsATCTBEHHOIO J0-
CTyna oOy4aromuxcsi B y4eOHbIE TMOMENICHUs,, OOBEKTYy MHUTaHUsA, TyaJeTHbIE U
npyrue nomenieHus MHCTUTYTa, a Takke MPeObIBaHUS B YKA3aHHBIX MOMEIICHUSIX
(HanMuMe paclIMPEeHHBIX ABEPHBIX MPOEMOB, TOPYYHEN U IPYTHX NPUCTOCOOTICHUN).

[Tpu mpoBeACHUYU MPAKTHYECCKUX W JICKITMOHHBIX 3aHATHH, a TaK)KE MPHU BBI-
MOJIHEHUU CaMOCTOATEIIbHOM pabOThl HUCIHOJB3YIOTCS TaKWe MPOrpaMMHBIE
npoaykTtsl, kak Word, Excel, Power Point, Internet Explorer.

Jliist 6onee yriyGiIeHHOro U3y4eHHs AUCIMIUIMHBI U PACCMOTPEHUS €€ Mpak-
TUYECKUX AacMeKTOB MpenycMoTrpeHo ucnoib3oBanue cucteM CIIC «["apant» u
CIIC «KoncynbranT [lntoc», 4To 1aeT BO3MOKHOCTh CBOEBPEMEHHO OTCIIEKUBATH
M3MEHEHUS B HOPMATHUBHO-TIPABOBOW 0aze, periaMeHTHPYIOMEeH KOMMEPUYECKYIO
NEeATENbHOCTh OpraHu3aIui.

13. IlporpammMHoe obecnieyenne (KOMILIEKT JUIEH3MOHHOT0 TPOTPAMMHOT0
odecrneyeHms1)

I[J'ISI IMOBLIICHUA Kad€CTBa IMOATOTOBKM MW OLCHKH IIOJYYCHHBIX 3HAHUM
HaCTb MPAKTHYCCKHUX 3aHITUMN IIaHUPYETCA IPOBOAUTL B KOMIIBIOTCPHOM KJIaCCE C

ycnojb3oBanneM komnoHeHToB MicrosoftOffice 2007, 2008, 2010: Word, Excel,

24



Access, PowerPoint, Visio, 1C: IIpeanpustue.
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