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[Tpu pazpaboTke pabodeit mporpaMMbl JUCIIUTUIMHBI B OCHOBY TTOJIOKEHBI:

1) ®I'OC BO mno cnemnanpHocT 23.05.01 - HaszemHble TpaHCIOPTHO-
TEXHOJIOTH4YecKue cpeacTna, yreepxaecHHbIi MOH PO 11.08.2016 r. Ne 1022

2) VYueOnplii 1mmiaH mo crnenuaidbHocTH 23.05.01 HaszemHble TpaHCIOPTHO-
TEXHOJIOTUYECKHE CPEJICTBAa CHeluain3aiud ABTOMOOUIIU U TPAKTOPHI, 0JJ0OPEHHBIHI
VYuenbim coBetoM @I'BOY BO Yysamickas ['CXA nporokos Ne 10 ot 19.04.2017 r.

3) VwueOneli mman mno crnenuansbHocTH 23.05.01 HasemHble TpaHCHOPTHO-
TEXHOJIOTHYECKHE CPEJICTBA CHenuain3auuu ABTOMOOUIIM U TPAKTOPBI, OJOOPEHHBIMI
VYyensim coBerom @I'BOY BO Yysamckas 'CXA, npotokos Nell ot 18 06.2018 r.

4) VYueOuwni tran mno coemuanbHocT 23.05.01 HaszemHble TpaHCIOpPTHO-
TEXHOJIOTHYECKHE CPEJICTBA CHenuann3auud ABTOMOOUIN U TPAKTOPBI, OJOOPEHHBIMI
VYuensim coBeroM @I'BOY BO Yysamckas 'CXA, npotokos Ne 11 ot 20.05.2019 1.
5) VYwuebnbii mman mno cneumanbHocTH 23.05.01 Hasemuble TpaHCHOPTHO-
TEXHOJIOTUYECKHE CPEJICTBA CIeluain3aiud ABTOMOOUIIU U TPAKTOPHI, OJJOOPEHHBIH
VYuenbM coBetoM OI'BOY BO Yysamickas ['CXA, nporokon Ne 12 ot 20.04.2020 r.
6) VYueOHbii mman 10 crnenuanbHOocTH 23.05.01 HaszemHble TpaHCIIOPTHO-
TEXHOJIOTUYECKHE CPEJICTBA CHeluain3aud ABTOMOOUIIU U TPAKTOPHI, OJJOOPEHHBIHI
VYuenbM coBetoM @I'BOY BO YUysamickuii 'AY, nmportokois Ne 18 ot 28.08.2020 r.

PaGouast mporpamma JUCHUIIIUHBI aKTyaIM3MpOBaHa Ha OCHOBAaHUM MIPHUKa3a OT
14.07.2020 r. Ne 98-0 n pemenns Yuenoro coera ®I'bOY BO Yysamcknii I'AY
(mporokon Ne 18 ot 28 aBrycrta 2020 r.) B CBSI3U C U3MEHEHHEM HAWMEHOBAHUS C
dbenepanbHOrO0 TrOCYAapCTBEHHOTO OIOHKETHOTO 00pa30BaTEIBHOTO — yUPEKICHUS
BbICIIEr0 oOpa3zoBaHus «YyBamickass TOCyJIapCTBEHHash CEJIbCKOXO03IMCTBEHHAS
akagemus» (OI'BOY BO UYysamickas ['CXA) Ha ¢enepaiibHOE TOCYIapCTBEHHOE
OrO)KEeTHOE 00pa3oBaTelIbHOE YUpEXKJEHUE BbIcHIero oOpa3zoBanus «YyBamickuit
rocyaapcTBeHHbIN arpapHbiil yauepcute™ (PI'bOY BO Uysamickuii ['AY).

B paGouyio nporpamMmy AMCHHUIUIMHBI BHECEHBI COOTBETCTBYIOIINE WU3MEHCHHUS:
B 1mpeamOyne W MmO  TeKcty  cioBa  «YyBamickas — rocynapcTBEHHas
CEJIbCKOXO03SMCTBEHHAS aKaJIemMus» 3aMECHEHBI CJI0BaMHU «HyBamckuit
rOCyJJapCTBEHHBIN arpapHblii yHUBepcUTET», ciioBa «UyBamickas ['CXA» 3aMeHEHBI
cinoBamu «HyBaickuii '’AY», c1oBo «AKageMus» 3aMEHEHO CIIOBOM «Y HUBEPCUTET)
B COOTBETCTBYIOIIEM MaJEHKE.

Pabouass mporpamma AMCHMIUIMHBI OAOOpEeHa Ha 3acelaHuM BBIMYCKaIOLIEH
kadeapsl « TpaHCIOPTHO-TEXHOJIOTHYECKUE MAITMHBI U KOMIUICKCHI», POTOKOJT Ne 13
or_31 aBrycra 2020 1.
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© ®I'BOY BO Yysamckuii 'AY, 2020
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1. HEJIX U 3AJAYU OCBOEHUSA AU CHUIIJINHBI

Llenvio yuebnoii Ooucyunaunvt «OCHOGbL 0€10NPOU3BOOCHIBA)» SBISETCS
OCBOCHUE TEOPETUYECKUX 3HAHUI 1O OCHOBHBIM BOMNpPOCAM JIOKYMEHTHPOBAHUS
yIpaBICHYECKON AESATEIbHOCTH, BHIPA0OTATh MPAKTUYECKUE HABBIKK COCTABICHUS
JIOKYMEHTOB u OpraHu3aluu JIOKyMEHTO000poTa, npruoOpeTeHne
po(heCCHOHALHBIX HABBIKOB U ((OPMUPOBAHUE HEOOXOAMMBIX KOMIICTCHITHI.

3adauu uzyuenusn OucyuUnIUHbGL:

- O3HaKOMHUTb CTYIACHTOB C OOUIMMHU MPUHIUIAMU JOKYMEHTAIIMOHHOTO
oOecrieyeHusi JEeATEIbHOCTH TMPEANPUATUNA, C TOPSIKOM JIOKYMEHTUPOBAHMUS
nHpopMauy;

- Hay4yuTh CTYICHTOB I'PaMOTHO pa3padaThiBaTh OCHOBHBIC YIIPABICHUECKUE
JIOKYMEHTBI, UCIIOJIb3yEMbIE B ACSTEIbHOCTH MPEAIPUSATHIA;

- O3HAaKOMHUTH CTYJAEHTOB C OpTraHU3alMell palMoOHAILHOTO JIBUXKCHUS
JIOKYMEHTOB Ha MPEANPUSITUH;

- 00y4YuTh CTYJICHTOB MpaBwiaM U hopmMaM BeJCHUS 1€JI0BOM MEPEIUCKU;

- HAy4WTh CTYJACHTOB MCIOJIb30BaTh W padOTaTh Ha KOMIIbIOTEpPE IIpHU

MOJITOTOBKE PA3JIMYHBIX JOKYMEHTOB CEIbCKOXO3SIMCTBEHHBIX MPEANPUITHIA.

1.1. Memoouueckue ykazanus no 0C80€HUI0 OUCUUNTUHDL O/1 CHLYOEHM 08
OUHOU hopmbl 00yUeHUA

Metoauka u3yudeHUsl Kypca MpeaycMaTpuBaeT Hapsay C JCKIUSIMU U
71a00pATOPHBIMU 3aHATUSAMH, OPTAHU3ALMIO CAMOCTOSTENIbHONW PabOThl CTY/ICHTOB,
MPOBEJCHUE  KOHCYJIbTAllUM, PYKOBOJACTBO  JOKJIaJaMH  CTYACHTOB ISt
BBICTYIUICHUSI HA  HAYYHO-TIPAKTUYECKUX KOH(EpPEHLHUsSX, OCYIIECTBICHUE
TEKYIIEero, IPOMEXYTOYHOTO U UTOTOBOTO (hOPM KOHTPOJIS.

Cucrema 3Hanudt 1o jgucuuiuiiHe  «OCHOBBI  JIJIOMPOU3BOJICTBAY
dbopmupyeTcss B XOJ€ ayJUTOPHBIX M BHEAYAUTOPHBIX (CAMOCTOSTEIHHBIX)
3aHsATHI. Vcmonib3ysi JEKIMOHHBIM MaTepuay, YYeOHHUKH M y4eOHBbIE TOCOoOus,
JIOTIOJIHUTENBHYIO JTUTEPATYPY, MPOSIBIISAS. TBOPUECKUN MOJIXO0I, CTYJIEHT TOTOBUTCS
K TPaKTUYECKUM 3aHSATHSM, paccMaTpuBas MX Kak IIOMOJIHEHHE, YriayOJeHue,
CUCTEMATHU3alIMs CBOUX TEOPETHUECKUX 3HAHUM.

J171s1 OCBOEHUS TUCIUTUIMHBI CTYICHTAaMH HEOOXO0IUMO:

1. Tlocemarh JEKIMU, HAa KOTOPHIX B CXXAaTOM U CHUCTEMHOM BHJIC
W3JIaraloTCs OCHOBBI JUCIUIUIMHBL: JAOTCS OMNpEAeCHUsl TOHATHM, 3aKOHOB,
KOTOpBI€ JIOJDKHBI 3HATH CTYJEHTHI; PACKPBIBAIOTCS 3aKOHOMEPHOCTU IOBEICHUS
DKOHOMHMYECKUX CyOBEKTOB. CTYIEHTY BaXHO TIOHATh, YTO JICKIUS €CTh
CBOeoOpa3Hasi TBOpueckas (opma caMocCTosiTebHONM padboThl. Hamo mnbeIiTaThbest
CTaTh aKTUBHBIM COYYACTHUKOM JICKIIUU: TyMaTh, CPABHUBATh U3BECTHOE C BHOBb
MOJTy4YaeMbIMU 3HAHUSMHU, BOWTH B JIOTUKY H3JIOKEHUS MaTepuayia JIEKTOPOM,
CIEOUTh 3a XOJIOM €ro MBbICIEH, 3a €ro apryMeHTalWed, HaXOAWThb B HEU
KaXyIecss BaM ciabocTu. Bo BpeMsi JEKIMM MOXHO 3aJaTh JIEKTOPY BOTPOC,
JKEJIaTeIbHO B MUChbMEHHOU (opMme, 4TOOBl HE MeIIaTh W HEe HapyIlaTh JIOTHKU
npoBenenust Jekiuu. Ciyrnas JeKInio, caeayeT 3apuKCUpoBaTh OCHOBHBIC UJIEH,
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MOJIOKEHUS, 00001IeHns, BhIBOALI. PaboTa Haa 3amuChI0 JIEKIMH 3aBEPIIACTCS
noma. Ha cBexyto royioBy (moka emie JeKuus B MaMaTH) HaJl0 YTOYHUThH TO, YTO
3aMMrca’o, 000raTUTh 3aMKUCh TEM, UTO HE YAAIOCh 3a)UKCUPOBATh B XOJIE€ JIEKIIUH,
3amucarh B BHUJI€ BOIIPOCOB TO, YTO HAJO MPOSICHUTH, O KOHIIA MOHATh. BaxkHO
COOTHECTH MaTepuall JIEKIIUU C TEMON y4eOHOU NMPOrpaMMbl U YCTAaHOBUTH, KaKHe
€€ BOMPOCHI HAILJIM OCBEIICHHE B MPOCIYHIAaHHOW JieKuu. Torma IMosie3Ho
oOpamarbcs U K yueOHUKy. JIekiusa u ydeOHUK HE 3aMEHSIOT, a JAOMOIHSIIOT APYT
Apyra.

2. Tlocemarh mpakTUYECKUE 3aHATHS, K KOTOPBHIM CIEAYyeT TOTOBUTHCS U
aKTUBHO Ha HHUX paboTaTh. 3agaHHe K MPAKTUYECKOMY 3aHSITHIO BBIIAET
IpenoiaBareib. 3alaHue BKIIIOYAET B ¢€0s OCHOBHBIE BOIPOCHI, 33J]a4H, TECTHI U
pedepatbl I CaMOCTOSTENbHON paboThl, muTepatypy. [lpakTuueckue 3aHATHA
HAYMHAIOTCA C BCTYIMUTEJIBHOIO CJIOBA MPENOAaBaTessl, B KOTOPOM Ha3bIBAKOTCS
nenb, 3aJadyd MU BONPOCHl 3aHATHSA. B mpouecce mNpoBeAEHUA 3aHATUN
MpenoAaBaTellb 3aJa€T OCHOBHBIE M JOMOJHUTEIbHBIE BONPOCHI, OPTAaHU3YET HX
oOcyxnenune. Ha mpakTHYECKUX 3aHSATUSAX PEHIAlOTCd KOHKPETHBIE 3a7auyd II0
JIEJIONPOU3BOICTBY, pa3OUparoTCs TECTOBbIC 3aJaHUsl M 3aJaHUsl, BbIJIAHHbBIC IS
CaMOCTOATENbHON  paboThl, 3acHylIUBaOTCA pedepaTuBHbIE BBICTYILJICHUS.
CTyneHTbl, NpPONYCTUBIIWE 3aHITHE, WM HE MOATOTOBUBIIMECA K HEMY,
MPUTJIAIAIOTCA HAa KOHCYJIbTAllMIO K MpenojaBarento. [Ipaktudeckoe 3aHsTHE
3aKaHYMBAETCS IOJBEJCHUEM MTOrOB: BBIBOJAMH [0 TEME M BBICTaBICHUEM
OLICHOK.

3. CucreMaTHYeCKd 3aHUMAThCA CAMOCTOSTEIBLHOW pabOTOH, KOTOpas
BKJIFOYAET B €051 M3yYEHUE HOPMATUBHBIX JTOKYMEHTOB, MaTEPHAIOB YU4EOHUKOB U
cTaTeil U3 PKOHOMUYECKOM JUTEPATypbl, PEIICHHE 3a7ay, HAIHCAHHWE JIOKJIAJOB,
pedeparoB, acce. 3amaHus IS CAMOCTOSITEIbLHOM — pabOOThI  BBIIAOTCS
IIPEMNOIaBATEIIEM.

4. Tlom  pykOBOACTBOM  TpenojaBaTelsl  3aHUMAThCS  HAYYHO-
UCCJIEIOBATENHCKOW paboToM, YTO Mpe/roiaraeT BBICTYIJICHUS C JOKJIaJaMy Ha
HAyYHO-TIPAKTUYECKUX KOH(EPEHIMIX U MyOJIMKAIMI0O TE3UCOB W CTATeU MO UX
pe3yabTaTam.

5. Ilpm BoO3HUKAIOUUX 3aTPYAHEHUSX TPU OCBOCHUH JIUCIUILIAHBI
«/lenonpon3BOACTBO», ISl HEYCIEBAIOIUMX CTYAEHTOB M CTYIEHTOB, HE
MOCEIIAIOIINX 3aHATHUS, MPOBOAATCS €XKEHEAENbHbIE KOHCYJIbTAallUHd, HA KOTOPbIE
NPUTJIAIIAIOTCA HEYCIIEBAIOIINE CTYJIEHTbI, a TaKXK€ CTYACHTBI, UCIBITHIBAIOLINE
NOTPEOHOCTH B IOMOIIH MPENnoAaBaTess NpU U3YYEHUN AUCIUIUIUHBI.

[Ipu wu3ydyeHun JucUUIIUHBI «OCHOBBI JIEONPOU3BOJICTBAY  CIEAYET
YCBOUT:

- TOKYMEHTUPOBaHHOE 0OecTieueHre NPEAIPUITHI U OpraHu3alui;

- COCTaB PEKBHU3UTOB JIOKYMEHTOB U TIpaBuiIa UX 0(OPMIICHUS;

- OpraHU3alMOHHO-PACTIOPAIUTENbHBIE JOKYMEHTHI, TPaBUJIa UX COCTaBIICHUS;
- OpTraHU3aIio paboThI C TIOKYMEHTaAMHU.

Pexomenoayuu no noocomogxe x nexyusam. 1Ipu MOArOTOBKE K OUYEPETHOMY
JIEKIIMOHHOMY 3aHSTHIO HEOOXOAUMO:



1. MakcuMmaibHO TOAPOOHO pa3padoTaTh MaTepHas, HW3JIaraBIIMICS Ha
NpeabIAyIeM JEKIMOHHOM 3aHSTUU, TPU 3TOM BBIIECIUTh HaubOJee BaKHYIO
4acTh U3JI0’)KEHHOT0 MaTepuaia (0OCHOBHBIE OmpeieTieHUs: U (OpMyIIbl).

2. IlocrapaThCst 3aIOMHUTHL OCHOBHBIE (DOPMYJIBI.

3. IlocTtapatbcsi MakCUMaJbHO 4YETKO CQPOPMYIHPOBaTH (TMOATOTOBUTH)
BOIPOCHI, BO3HUKIIIKME TP pa3dope MaTeprasna npeIblayiei JIeKIuu.

4. CpaBHUTb JIGKIIMOHHBIM MaTepuanl C aHAJOTHYHBIM MaTepualom,
U3JIO)KEHHBIM B JIMTEPATYPE, IOMBITATBCA CAMOCTOSITEIBHO HANTH OTBET Ha
BO3ZHHMKIINE MPU MOATOTOBKE BOIIPOCHI.

KemarenpHo:

1. U3yyas nureparypy, O3HAKOMHUTCS ¢ MATEPUAIIOM, U3JI0KEHUE KOTOPOTO
IUIAHUPYETCS Ha IPEICTOSUIEHN JIEKIUU.

2. Omnpenenuth HauboNee TPYAHYIO MJIs BaIlero IMOHAMAHUS dYacTh
MaTepuasa U MoNbITaTbCsl CPOPMYIUPOBATH OCHOBHBIE BOIIPOCHI 10 3TOM YacTH.

N3yuyenne Hanbosiee Ba)XKHBIX TEM WM Pa3JeiioB y4eOHOW UCIUIUIMHBI
3aBEpUIAOT MPAKTUYECKUE U Ja0OpaTOpHbIE 3aHTHUS, KOTOpble 00eCHeuYHUBarOT:
KOHTpPOJIb TOJTOTOBJIEHHOCTH CTYJEHTa; 3aKpelyieHue ydeOHOro Marepuala;
NpPUOOPETEHUE OMbITA YCTHBIX IMyOJMYHBIX BBICTYIUICHHUH, BEJCHUS TUCKYCCHUU, B
TOM 4YHCJIE€ apryMEHTAIlMd W 3allUThl BBIJBUTAEMbIX IOJOKEHUM M TE3UCOB.
JlaGopaTopHOMY 3aHSTHUIO TPEALIECTBYET CAMOCTOSTENbHAas paboTa CTyJEHTa,
CBs3aHHAs C OCBOCHHMEM MaTepHuala, MOJYYEHHOIO Ha JIEKUUSAX, U MaTepuasos,
U3JIOKEHHBIX B Y4yeOHHMKaXx M Y4YEOHBIX I[IOCOOMSX, a TaKXke JHUTEepaType,
PEKOMEHJOBaHHOM MPENoaaBaTeIeM.

Pexomenoayuu no noocomoseke « nabopamopuvim 3auamusm. Ilpu
MOJATOTOBKE K JAOOPATOPHBIM 3aHATHUSIM HEOOXOIUMO:

1. BblyuuTh OCHOBHBIE (OpPMYJIBI W ONPENECICHUS, COAEp)KaIIUecs B
JEKIIMOHHOM MaTepuaiie.

2. YTOuHUTH 00J1aCTh IPUMEHUMOCTH OCHOBHBIX (DOPMYIT U OmpeiesIeHu .

3. IlpunoxxuTe MakCUMyM YCHUJIUH JJIsi CaMOCTOSATEIBHOI'O BBIMOJHEHUS
JIOMAIITHETO 3aaHuUs.

4. MakcuMaJIbHO 4€TKO C(POPMUPOBATH MPOOJIEMBI (BOIIPOCHI), BO3ZHUKIIIHE
MIPY BBIMIOJTHEHUH JIOMAITHETO 3a/IaHMUS.

KenarenbHo:

1. [IpunymaTh UHTEpPECHBIE HA HAII B3I MPUMEPHI U 3a7a4d (CUTYaIiH)
JUTSL pACCMOTPEHMS MX Ha MPEACTOAIEM Ja00paTOPHOM 3aHSATHUH.

2. TlombITaThCs BBINOJHUTH JIOMAIIHEEe 33JaHUE, MCIOJb3YysS METObI,
OTIIMYHBIE OT TEX, KOTOpbIE MW3JIOKEHbl TNpErnojaBaTeieM Ha  JIEKIUIX
(;1abopatopHbIX 3aHATHAX ). CpaBHUTH NOJIYyYEHHBIEC PE3YJIbTATHI.

Tpebosanus, npeovsasniemvie K 8bINOJHEHUIO KOHMPOAbHbIX 3a0anuu. 1lpn
BBITIOJTHEHUH KOHTPOJIbHBIX 3a/1aHUM CIIEIyeT:

1. [Tonmy4nTh YETKUI1 OTBET Ha BCE BOIIPOCHI, COAEPIKALIUECS B KOHTPOJIBHOM
3aJJaHuM.

2. MakcuMallbHO YETKO H3JI0KUTh CIOCOO BBHIMOJHEHHUS] KOHTPOJBHOTO
3aJJaHusl.

3. OopmuTh 3a1aHK€ B COOTBETCTBUM C TIPEIBSIBICHHBIMU TPEOOBAHUSIMH.
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4. 1o BO3BMOXHOCTH, OCYILIECTBUTh MPOBEPKY MOJYUYEHHBIX PE3YJIbTAaTOB.

1o cornacoBaHUIO € IIPENOAABATENIEM MU 110 €T0 33JaHUIO CTYJAEHTHI MOTYT
TOTOBUTHh pedepaTsl MO OTAEIbHBIM TE€MaM JIUCHUIUIMHBIL. OCHOBY JOKIJIaJOB
COCTaBJISIET, KaK MPaBUJIO, COAECPKAHUE TIOJrOTOBIIEHHBIX CTYy/I€HTaMU peepaToB.
KauecTBo yueOHOI pabOThI CTYyI€HTOB IPEIOAAaBaATENb OLIEHUBAET IO PE3yJIbTaTaM
TECTUPOBAaHUSA M 3adera. TeCcTUpPOBAHME OPIraHU3OBBIBACTCA B KOMIIBIOTEPHBIX
Kjaccax. Bce Bompockl TecTHpPOBaHMSA OOCYXKIAIOTCS Ha JIEKIMOHHBIX U
nabopaTopHbIX 3aHATHSX. l[loAroroBKa K 3adery MpeanoJiaraeT H3y4YeHUe
KOHCIIEKTOB JIEKUIUH, PEKOMEHIYEeMOW JIUTepaTypbl W JPYTUX HCTOYHHKOB,
MOBTOPEHNE MATEPUAJIOB JJAOOPATOPHBIX U MPAKTUYECKHUX 3aHATHI.

1.2. Memoouueckue ykazanus no 0C80€HUI0 OUCYUUNTUHDL 01 CHLYOEeHM 08
3A0UHOI hopmbl 00yUeHUA

Cneundukoit 3aouHoil (opmbl 00ydeHHs ABISETCS Mpeobiagaronee
KOJIMYECTBO YACOB CaMOCTOATENIBbHON pabOThl MO CPaBHEHUIO C ayAUTOPHBIMU
3aHATUSMHU, TO3TOMY METOAMKAa H3y4YEHHUs Kypca NpelyCMaTpUBAET Hapsay C
JEKUUSIMU W JAOOPATOPHBIMHU  3aHATHSIMU, OPraHU3AIUI0 CaMOCTOSTENIbHOU
paboOThl CTYIEHTOB, MPOBEJIECHUE KOHCYJIbTAIMH, PYKOBOJACTBO JOKIJIaJaMU
CTYJE€HTOB I BBICTYIUIEHUS HA HAyYHO-TIPAKTHYECKUX KOH(EepeHUHUsX,
OCYILIECTBIEHUE TEKYLIET0, IPOMEKYTOYHOTO U UTOTOBOTO ()OPM KOHTPOJIS.

VY4eOHbIil mpolecc AJii CTYJEHTOB 3a04HOW (opMbl OOyUEHUS CTPOHUTCS
WHa4ye, 4eM I CTYJCHTOB-OYHHKOB. B CBSI3M C yMEHBIIEHHWEM KOJMYECTBA
ayJUTOPHBIX 3aHATUH (B COOTBETCTBUM C pabOYMMH YYEOHBIMH IUIAHAMH) JIOJIS
CaMOCTOSITENIbHOM pabOThl 3HAuUMTENbHO YyBenuuuBaeTcs. [IpenonaBarens B
polecce ayIuTOPHBIX 3aHSATHI  OCBEIIAET OCHOBHBIE KJIKOYEBBIE TEMBI
JUCUUIUIMHBL M OoOpallaerT BHUMAHUE CTYJEHTOB Ha TO, YTO OHM JOJDKHBI
BCIIOMHUTD W3 paHee MOJTYYSHHBIX 3HAHUM.

CTyneHTsl, wu3y4darolmue AUCHUIUIMHY «OCHOBBI JEJONPOU3BOJACTBA B
TPaHCIOPTHOM cdepe», MAOHKHBI 00JIagaTh HaBbIKaMM pabOThl C  y4eOHOU
JUTEPATYPOd U JIPYruMU MH(GOPMALMOHHBIMU HCTOYHUKAMH (CTATUCTUYECKUMU
COOpHUKAMH, MaTepHalaMd SKOHOMHYECKHX MCCIECOBAHUM, CTAaTbSIMH U3
NEePUOJMYECKUX  W3JIaHUW, Hay4YHbIMH paboTamu, ONyOJMKOBaHHBIMA B
CHELMANbHBIX U3JaHUSAX U T.I1.) B TOM YHCIIE, MHTEpHET-CalTaMu, a TaKkkKe BIaJIeTh
OCHOBHBIMH METOJJaMH, TEXHUKOW U TEXHOJOrued cbopa u 0o0pabOTKH
uHdopMaIuu.

CamocTtosTenbHass paboTa CTYIAEHTOB 3a04HOM (OopMbI OOyUeHHUS JTOJIKHA
HAYMHATBCS C O3HAKOMIICHUSI C pabodeil mporpaMMoOi TUCIUIUIMHBI, B KOTOPOU
NEPEYUCIICHbl OCHOBHASI W JIOTIOJIHUTEIbHAS JIUTEPATypa, y4eOHO-METOANUYECKHE
3a/laHdsl He0OXOAUMbIE I U3YUYEeHHs] TUCUUIUIMHBI U paOOThl Ha MPAKTHUYECKHUX
3AHATHUSX.

B pabGoueil mnporpamMmme OHUCHMIUIMHBI HMEETCS CHEUUaTIbHBIN pa3aen
(mpwioxenue 3. Meroauyeckue YyKa3zaHUS K CaMOCTOSITEIbLHOM paboTe
CTYJEHTOB). MeTonuueckue  yKa3zaHus  BKIIOYAalOT B ce0d  3a7aHus
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CaMOCTOSITENIbHOM pabOThI JUIsl 3aKpEIUICHUsI M CUCTeMaTU3allui 3HAHWM, 3aJaHus
CaMOCTOATENbHON palboThl 1711 (HOPMHUPOBAHMUS YMEHMM M 3aJaHusl IS
CaMOCTOSITETIbHOTO KOHTPOJISI 3HAHUM.

3amaHust A 3aKpeIUICHUs U CUCTeMaTH3allud 3HAHUW BKIIOYAIOT B cels
NepedyeHb TeM JOKIAI0B U pedepaToB, a TakKe PEKOMEHIAIMU IO TOJITOTOBKE
pedepara u noKIaIA.

3ananus ass GOpMUPOBAHUSI YMEHUN COAEpPKAT CUTYaAI[MOHHbBIE 33/1a4 T10
KypcCy.

3amaHus UIE CaMOCTOATENIBHOTO KOHTPOJISI 3HAHWM IMO3BOJAT 3aKpPENUTh
MPOUICHHBIN MaTeprall U CPOPMUPOBATH HABBIKM (POPMYIHPOBAHUS KPATKUX
OTBETOB HA [IOCTaBJIEHHBIE BOINPOCHL. 3aJaHUs BKIIOYAIOT BONPOCHI IS
CaMOKOHTPOJISI M TECTHI JIJIS1 OLIEHKHA YPOBHSI OCBOCHHS MaTepHalia TEOPETHUECKOTO
kypca. Jlis ymobctBa paboThl ¢ MarepuaioM, BCe 3aJaHHs Pa3OUTHI MO TeMam
JVCHUTLINHBIL.

N3yueHne KaxIOW TEeMbl CIEAyeT HAuYWHATh C BHUMATEIBHOIO
O3HaKOMJIEHUSI C HA0OpOM BOIPOCOB. OHU OPUEHTUPYIOT CTYAECHTA, OKAa3bIBAIOT,
YTO OH JIOJDKEH 3HATh Mo AaHHOU Teme. ClieyeT uMeTh B BUY, YTO YUY€OHUK WM
yueOHOoe mocoOre UMEET CBOIO JIOTHKY MOCTPOEHUS: OJHH aBTOPHI OoJiee MIKPOKO,
a apyrue 0OoJsiee y3KO pacCMaTpUBaIOT Ty WIM HHYIO mpooOnemy. [Ipu uszydenuun
JT1000#1 TeMbl pabodeil mporpaMmsbl CJIeIyeT MOCTOSTHHO OTMEYaTh, KaKWe BOIPOCHI
(MycTh B MHOM JIOTMYECKOM MOCIEI0BATENBHOCTH) PACCMOTPEHBI B TAHHOM TJIaBe
y4yeOHHKa, yueOHOro nocobusi, a Kakue omyuieHsl. [1o 3aBepiiennn paboOThl Haj
Y4eOHUKOM JI0OJDKHA OBITH SICHOCTH B TOM, KaKH€ TEMbI, BOIPOCHI MPOTPaMMBbI
y4eOHOro Kypca Bbl YK€ H3YUWIHM, & KaKue€ MPEICTOUT H3YYUTh MO JIPYruM
UCTOYHHUKAM. B cilyyae BO3HMKIIMX 3aTPyJHEHHM B MOHUMAHUU Y4eOHOTrO
MaTepuana cileyeT OOpaTUThCs K APYrMM HCTOYHUKAM, € U3JI0)KEHHE MOXKET
OKazaTbcst 00JIee TOCTYITHBIM.

[lonnmanue M yCBOEHHE COJEpKaHUS Kypca HEBO3MOXKHO 0€3 YEeTKOro
3HaHUS OCHOBHBIX TEPMHUHOB W TMOHATHI, UCIOJIb3YEMbIX B JAHHON IHUCIUIUIMHE
MO0 KaXJOW KOHKPETHOM Teme. [l 3TOro CTyAEHT [OJDKEH HCHOJIb30BaTh
ONpENICJICHNs] HOBBIX TEPMHUHOB, KOTOPbIE JABAJIUCh HA JIEKIIMU, a TaKXKe B
PEKOMEHIOBAaHHBIX YUE€OHBIX U HH(OOPMAITMOHHBIX MaTepuaax.

[Ipu u3zyuenun aucuuIUIMHBI «OCHOBBI JETONMPOU3BOACTBA B TPAHCIOPTHOM
cdepe» clienyeT yCBOUTD:

- TOKYMEHTHPOBaHHOE 0OecTieueHHe NMPEANPUITHI U OpraHu3alui;

- COCTaB PEKBU3UTOB JIOKYMEHTOB U MpaBuia ux o(hopMIICHHUS;

- OpPraHU3alMOHHO-PACIOPAIUTEIbHBIE JOKYMEHTHI, TpaBujla UX COCTaBICHUS;
- OpraHu3aIuio padoThl ¢ TOKYMEHTaMHU.

CoBpeMeHHbIE CpEJCTBA CBA3U MO3BOJIIIOT CTPOUTH B3aMMOOTHOILIEHHUS C
IpernoaaBaTesieM U BO BPEMSI CaMOCTOSITEIbHOM pabOThl C MOMOIIBIO MHTEPHET-
BHUJICO-CBS3U, 4 HE TOJIBKO BO BPEMs AyJIUTOPHBIX 3aHATUUA U KOHCYJbTalMu. [l
MIPOJYKTUBHOTO OOMICHUS CTYJIEHTY HEOOXOIMMO BIIAJETh HABBIKAMH JIOTHYHOTO,
MIOCJIEOBATEIBHOIO M TOHATHOIO M3JI0KEHUsI CBOEro Bompoca. JKenaTenbHo,
YTOOBI CTYACHT 3apaHee Hamucajl 3JeKTPOHHOE MUChMO, B KOTOPOM IEPEUUCITUII
WHTEPECYIOIIHNE €r0 BOIPOCHI MM BOIPOCHI, U3yYEHUE KOTOPBIX MPEACTABISETCS
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€My 3aTpyAHUTEIbHBIM. OJTO JacT BO3MOXHOCThH IMPENOAABATEN0 OMEPATHUBHO
OTBETUTh CTYJECHTY I10 MHTEPHET-CBSI3M M 00Jiee KAaYECTBEHHO IMOJTOTOBUTHCA K
MOCJICAYIOIITUM 3aHSATHSIM.

Heo6xo1uMo OTMETHTh, YTO CaMOCTOSATENIbHAs paboTa ¢ JUTEepaTypor H
WHTEPHET-UCTOYHHKAMU HE TOJBKO IIOJIE3HA KaK CpeJICTBO Oojiee TIIyOOKOTO
W3y4YeHUs 000N TUCHMIUIMHBI, HO M SIBJIAETCS HEOTHEMJIEMOW YacThIO0 OyayIIei
npodeCCUOHAIBHON JISATEIbHOCTH BBIMTYCKHUKA OakaiaBpuaTa.

2. MECTO JUCHUIIJINHBI B CTPYKTYPE OIIOII BO

HuctunnnHa «OCHOBBI JIEJIONPOU3BOJCTBA» OTHOCHTCS K BapUaTUBHOU
yactu quctuinive (b1.B.07) OITOII cnenmanutera. OHa usydaetcs B 9 cemectpe
CTYJIEHTaMU OYHOU (DOpMBI 00YUEHUS U HA S Kypce — CTYJIEHTaMU 3a04HOM (hOpMBbI
oOyJeHusl.

N3yuenue kypca mpearnosiaraeT, 4YTO INIpernojaBareib YHUTACT JICKIIHH,
MPOBOIUT J1aOOpaTOpPHBIC 3aHATHSA, OPTAaHU3YET CaMOCTOSTEIBHYI0 padoTy
CTYJIEHTOB, TPOBOAUT KOHCYJbTAllUH, PYKOBOAUT JOKJIQJaMH CTYyJCHTOB Ha
HAyYHO-TIPAKTUICCKUX KOH(DEPEHITUAX, OCYIIECTRISICT TEKYIIHHA, TPOMEKYTOTHBINA
¥ UTOTOBBIH (POPMBI KOHTPOJISL.

B neknusax wm3nararoTcsi OCHOBBI M3y4aeMOW AUCHUILIMHBL. JlabopaTopHbie
3aHITHS HAMpaBIICHBI HA 3aKPEIUICHHE 3HAHUN TEOPETHYEeCKOro Kypca. DopMbl
CaMOCTOATEILHON pabOTBl W peanm3allid €€ pPe3yJbTaTOB MHOT00OpPa3HBI:
BBICTYIUICHUS Ha CEMUHAapax, pedepaThl, KOHTPOJIbHbIE, 3a4ET.

KoHncynbramnum — Heo6xoaumas popma okazaHUsi TOMOILIU CTYJIEHTaM B UX
camocToATeNbHON padote. IIpenomaBarens oka3biBaeT MOMOINL CTYJAEHTaAM IpH
BBIOOpE TE€M JOKJIAJIOB Ha HAYYHO-TIPAKTUYECKUE KOH(MEPEHIIUH, UX TOJTOTOBKE U
HAIMMCAHUIO CTaTed M TE3UCOB B COOPHHKH, MYyOIMKyeMbIe IO pe3yjbTaTam
JAHHBIX KOH(EpeHITHA.

BaxxHbIM HampaBlieHHEM OpTaHHW3aAIlUU W3YYCHUS IUCHUTUIUHBI «OCHOBBI
JIETIOTIPOM3BOICTBA» SIBIIICTCS OCYIIECTBICHUE KOHTPOJIS 32 YPOBHEM YCBOCHUS
WU3y4aeMOT0 MaTepualia, ¢ IeIbI0 YeTro HCIOJB3YIOTCS WHCTPYMEHTHI TEKYIIETo,
MPOMEKYTOYHOTO U UTOTOBOTO (hOPM KOHTPOJIS.

2.1. IIpumepnan popmyauposxka «6xXxo00HbIX» mpedosanuil

Hucunminaa «OCHOBBI  JI€JIONPOU3BOJICTBA»  SIBIISIETCS  AMCUUILIMHON
BApUATUBHON YacCTH JUCHUIUIMH Y4e€OHOTO IUJIaHA MO HAaMpaBJICHUIO MOJTOTOBKHU
23.05.01 «HazemHbIe TpaHCIIOPTHO-TEXHOJOTHYECKHUE CPEACTBa» (KBAIM(UKAIUS
(ctenenb) «CrienuamIucT.

[To pesynbraram u3ydeHHs IUCHMIUIMHBI «OCHOBBI J1€IOTIPOU3BOJICTBAY
CTYJICHT JIOJIKEH 3HATH:

CBowu npaBa 1 00513aHHOCTH KaK TpaKJJaHUH CBOEH CTpaHBbI.

CryneHT 1mo  pe3yiabTaTaM  U3Y4Y€HHUS]  JUCHMIUIMHBL  «OCHOBBI
JEJIONPOU3BOJICTBA» JOJKEH YMETh:

HUcnonws3oBath ['pakgaHCKUMl KOJIEKC, IPYTHE IIPABOBBIE JOKYMEHTHI B
CBOEH JEATEIIBHOCTH.



CryneHT 1mo  pe3yiabTaTaM  U3Y4Y€HHUS]  JUCHMIUIMHBL  «OCHOBBI
JIETIOTIPOU3BOJICTBA» JOJDKEH BJAAAETh:

HaBpikamu cocTaBiieHUSI U BEJCHUS BCEH JOKYMEHTAIlUM TPEANPHUSATHS B
cootBeTcTBHUH ¢ 'OCTomMm.

2.2. CoxepikaTesibHO-JIOTHYECKHE CBS3H IUCIMILIMHBI (MOLYJIA)

Conepn(aTeano-noqueCKHe CBA3HU

Kon
JTUCITA KOJIbI ¥ Ha3BaHWE YYCOHBIX TUCITUILINH (MOIYJICH ), IPAKTHK
TUTUHBI =
MOy Ha KOTOPBIE OMUPACTCS COJIEPIKAHHE JUIS KOTOPBIX COJIepKaHue TaHHON
1) JAHHOHM y4eOHOM MUCIUTLTAHBI (MOTYJIS) y4eOHON AUCIUTUTHHBI (MOTYJIS)
BBICTYIAET ONIOPOU
b1.B.07 b1.b.12 Undopmaruka B2.5.07(IT)  IIpennurmomHas

b1.B.05 NudopmarinoHHble TEXHOJOTHH | TIPAKTHKA
b1.6.07 MapkeTuHr

b1.B.36 TexHosorus npou3BoOJICTBA
aBTOMOOWJIEH U TPAKTOPOB

b1.5.38 PemoHT 1 yrunuzanus
aBTOMOOMIIEH U TPAKTOPOB

b1.5.42 JluarHoctuka aBTOMOOUIIEH
U TPaKTOPOB

b1.B.12 [Ipon3BoacTBEHHO-
TeXHHUYecKas 0a3a JJisi TEXHUYECKOTO
00CITyKMBaHUS ¥ TEKYIIIETO PEMOHTA
aBTOMOOMIIEH U TPAKTOPOB

b2.5.04(IT) IIpousBojacTBeHHas
MIPAKTUKA (TEXHOJIOTHYECKas MPAKTHUKA)

3. KOMIIETEHIIMU OBYYAIOHIETI'OCSA, ®OPMUPYEMBIE B
PE3YJBbBTATE OCBOEHUSA JUCHUIIJINHBI

B pesymbprare OCBOCHHMS JUCHMIUIMHBI  (POPMUPYIOTCS  CIICAYIOIIHEC
komnereniun: OIIK-1, I1IK-16, IICK-1.8

3.1. Ilepeyennb KOMIETEHIHIi, a TAKIKe NepPeYeHb MJIAHMPYEMBIX Pe3yJIbTATOB
00y4eHHUs MO AMCHHUIIUHE (MOAYJII0) (BHAHUS, YMEHUS BJIAJeHUA),
chopMyJMPOBaAHHBIC B KOMIIETEHTHOCTHOM opMmare

Howmep B pesynbrare u3ydeHus: y4eOHOM JUCIUTIIAHBI
/ o0y4aromuecs JOIKHbI
WHJEK Conepxxanne
c KOMITETEHIIUH
KoMmIe (1 ee vacTn) 3HaTh VMeTh Bnazers
TEHIIN
u
OIIK- | coco6uocThi0 pemars| CBOM  TpaBa ¥ | OpraHu30BaTh Hagbikamu
1 3aJjauu 00A3aHHOCTH  KaK | ppionHeHne nyOJIM4HOI peun,
npodeccHOHATBHOM Zggg‘lf;HHH CBOCH | xoHKpeTHOTO apTyMeHTaIlHH,
JIESATETbHOCTH Ha HIOPYYEHHOTO BEJICHUS
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Howmep
/
UHCK

KOMIIE
TEHIU

B pesynbpTate nzydeHus: yaeOHON AUCIIUTUIAHBI
oOydJaronuecst JOJIKHBI

Conepxanue
KOMITCTCHIIHH
(v ee 9acTH)

3HaThb

VYmMmeThb

Bnanerts

OCHOBE
MHPOPMAIMOHHOH U
oubmorpaduaeckoit
KYJIBbTYPBI c
MIPUMEHEHHEM
UH(POPMAIIMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI U C YYETOM
OCHOBHBIX TpeOoBaHU
MH(POPMAIIMOHHOM
0€30MacHOCTH

sTamna padoThl

AUCKYCCHH

[1K-16

CIIOCOOHOCTBIO

COCTaBJIATh TUIaHBbI,
OpoTpaMMbl,  TpaduKy
paboT, CMeTBHI, 3aKasbl,
3asBKH, HWHCTPYKIUH U
IPYTyl0  TEeXHHYECKYIO
JTIOKYMEHTAITUIO

CBou mpaBa u
00s13aHHOCTH  KaK
IrpaXJIaHUH CBOEH
CTpaHbI

OpranunszoBath
BBITIOJTHEHHE
KOHKPETHOTO
MOPYYEHHOTO
sTamna padoThl

Hasbikamu
myOIM4YHOM peyun,
apryMeHTaluH,
BEJICHUSA
TCKYCCHH

I1CK-
1.8

CITOCOOHOCTBIO
pa3pabaThIBaTh
TEXHOJIOTUYECKYIO
JIOKYMEHTAITUIO
IPOM3BOJICTBA,
MOJICpHU3AINH,
IKCIUTyaTaIuH,
TEXHHYECKOTO
o0cTyKUBaHUS "
pEeMOHTa aBTOMOOUJIEH U

JUIA

TPaKTOpPOB

Csou npaBa u
0053aHHOCTH KaK
TpaXKJJaHUH CBOEHU
CTpaHbI

OpranuszoBath
BBITIOJTHCHHE
KOHKPETHOTO
MOPYYEHHOTO
sTamna padoThl

Hapbeikamu
nyOIMYHOM peyH,
aprymMeHTanuu,
BEJCHUS
JTUCKYCCUU
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4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI
4.1 Cmpykmypa oucyuniunbl

OO0mast TpPyI0eMKOCTh TUCIUTIINHBI COCTABISIET 2 3a4CTHBIC CAWHUIIBI, 2

qaca.
4.1.1. CTpyKTypa TUCIMIUIMHEI IO OYHON (hopMe 00ydeHUS
Bunsl yaeOHOM paboTHI, dopma:
Bkirouast CPC u -TEKYIIEro
Ne TPYIOEMKOCTbH (B yacax) KOHTPOJIA
n/n % yCIIEBaEMOCTH,
€| Pasnen mucuMIUIMHEL TEMBI pasjeia a | CPC (o Henensim
3 o 5 o len| © é ceMecTpa);
S| E|F|R & | £ | -mpomexyrouHoi
= & | arrecrauuu (o
cemMecTpam)

1 |9 | Tema 1. HokymentupoBanHoe | 11 | 2 | 1 8 Omnpoc Ha
obecrieyeHre MPEIIPUATHIA u MPAKTUYECKUX
OpraHu3aIuii 3aHATHUSIX.

2 9 |Tema 2. CocraB pekBu3utoB | 11 | 2 | 1 8 Pemenue
JOKYMEHTOB W  TMpaBWiIa  HX CKBO3HOM 3aj1auu.
oopmieHus [ToaroroBka

3 9 | Tema 3. OpranuzanuonHo- | 11 2 1 8 JIOKJIaI0B U
pacropsuTeIbHbIC JIOKYMEHTHI, pedeparos.
MIPaBHJIa UX COCTABIICHUS TectupoBanue

4 |9 | Tema 4. MHapopmammonno —| 11 | 1 | 2 8
CIIPABOYHBIE JOKYMEHTHI,

O0COOCHHOCTH MX COCTaBJICHUS U
odopmIIeHUS

5 9 | Tema 5. Hasznauenme, | 10 | 1 1 8
KJIacCU(pUKaLUs CIyKEOHbIX IHUCEM,
0COOCHHOCTH MX COCTaBICHUS

6 |9 | Tema 6.Opramms3amus paborer c| 9 111 7
JIOKyMEHTaMHU

7 |9 | Tema 7. CocraBnenue u opopmiienue | 9 111 7
JIOKYMEHTOB 110 JINYHOMY COCTaBY
ITonroroBka, cgada 3adera
Hroro 72 | 10 | 8 54 3auer
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4.1.2. CTpyKTypa TUCIMIUIAHEI 0 3a09HOU opMe 00ydeHuUs

Buapr yaeOHO# paboTHI, dopma:

Bkimoyas CPC u -TEKYILETro

No TPYJIOEMKOCTbH (B Yacax) KOHTPOJIS
oo | o Pasger yCII€BAEMOCTH,
2. JeJ TUCIUILIHBI, TEMbI 2+ | CPC (110 negens

o pa3gena = = _
o Elm|m| 9O & cemecTpa); }
§ 2 |E 5| & | & | -mpomMexyrouHoi
= < | arrecrauuu (o

ceMecTpam)

1 |4 |Tema 1. HokymentupoBanHoe | 10 | 2 8 Omnpoc Ha
oOecrieyeHHe  MPENNPHATAH U NPaKTUICCKUX
OpraHu3auin 3aHATUSIX.

2 |4 |Tema 2. CocraB pekBuzutoB | 10 | 2 8 Pemenue
JOKYMEHTOB W  TMpaBWiIa  UX CKBO3HOM 3a/1a4.
oopmieHus [MoxroroBka

3 |4 | Tema 3. Opranuzanuonso- | 10 2 8 JOKJIaJI0B U
pacropsAMTENbHBIC  JIOKYMEHTHI, pedeparos.
MIPaBHIJIA UX COCTABIICHUS TectupoBanue

4 |4 | Tema 4. MHWapopmaumonno — | 10 2 8
CIIPABOYHBIE JOKYMEHTHI,

O0COOCHHOCTH WX COCTaBJICHUS H
odopmIIeHUS

5 4 | Tema 5. Hasnauenune, | 8 8
KJaccuuKanus CITy’KEOHBIX
TUCEM, 0COOEHHOCTH ux
COCTaBJICHUS

6 |4 | Tema 6.0Opranumsanus paborer c | 10 10
JIOKyMEHTaMHU

7 |4 |Tema 7. CocraBmenne u | 10 10
opopmiIeHHEe  JOKYMEHTOB IO
JUYHOMY COCTABY
IToaroroBska, caaya 3adeTa 4 4
Hroro 72| 4 | 4 60 | 4 |3auer

13




4.2 Matpuua ¢popMUpyeMbIX TUCHHIIJIMHOH KOMIIETeH M

Pa3zpgenbl 1 TEMBI TUCHUTIIMHBI Komnerenun
— © © Obuee
1 -
E& 7! ; KOJINYECTBO
O Ed O KOMIIETEHIINH
=
JloKkyMeHTHPOBaHHOE obecrieuenue + + + 3
MPEINPUITUI U OpraHU3aLNI
CocTaB pEeKBU3UTOB JIOKYMEHTOB U NpaBWJia UX + + + 3
odopmiteHUS
OpranuzanoOHHO-PacCOPSAUTEIbHbIC + + + 3
JOKYMEHTHI, IIPaBUJIa UX COCTABICHUSA
NudopmaninoHHO — cHpaBOYHBIE JOKYMEHTHI, + + + 3
0COOEHHOCTH UX COCTaBJICHUS U 0()OPMIICHUS
Haznauenwe, KJaccuukanus CIIy’)KeOHBIX + + + 3
MHUCeM, OCOOCHHOCTH UX COCTaBIICHUS
Opranu3zanus paboThl C JOKYMEHTaMu + + +
CocraBnenue u odopMiIeHHE IOKYMEHTOB IO + + +
JIMYHOMY COCTaBYy

4.3 Conep:xanue pas3aeoB JUCUUIINHBI (MOXYJIs1)

Copepxanue pa3zenoB (TeM)
JUCIUIUIAHBI (MOJYJIsA)

No
- HasBanue paznena (Tembl)
/1
1 | JoxkymeHTHpOBaHHOE obecrneuenue
NpeanpuATHIA U OPraHu3anuii
Ponp U 3HAa4YCHHE JIOKyMEHTOB B

Ilonsarne

Cocras YIPaBIEHYECKUX

TEXHOJIOTUH
YIPaBICHYECKON NEATEIbHOCTH

YIPaBIE€HYECKONW JESTENbHOCTH MPEeANpPUSTHIH.
«IOKYMEHT», «IJOKYMEHTUPOBAHUEY.
Knaccupukanus u  QyHKIUS JTOKYMEHTOB.
JIOKYMEHTOB
npennpustuii. HopmatuBHo-nipaBoBast 0aza u
0COOEHHOCTH HCIOJIBb30BAHUS KOMIBIOTEPHBIX
JOKYMEHTUPOBaHUS

3uanue: NOHATHI JOKYMEHTA,
JOKyMEHTUPOBaHMS,
KJIacCH(UKAINIO TIOKYMEHTOB
Ymenus: IpUMEHSTH OTy4SHHbIE
CBEJICHUS B IPAKTHIECKUX
CHUTYAIHIX

Bradenue: HaBbIKAMH MMyOITUYHON
pe4u, apryMeHTaluu, BEACHUS
JUCKYCCUU

2 Cocras PE€KBU3UTOB JOKYMEHTOB M IIpaBUJIa

X 0(pOpMJICHUHA

OJIaHKOB CITy’)K€OHBIX JIOKYMEHTOB
O0COOCHHOCTH  UX  O(hOpPMIICHHUS.
PEKBHU3UTOB JIOKYMEHTOB, MECTO
pacrojioKeHUsT B
[TpaBuna odopmiieHus PEKBU3HUTOB
cooTBeTcTBUH ¢ AeiictByromuM ['OCT

®opmarsl Oymaru U pasMmepbl nojedl. Buabl
u
Cocras
ux
KOHKPETHOM JIOKYMEHTE.
B

3nanue: COCTaBa PEKBU3UTOB
JIOKYMEHTOB, MECTO MX
PacrosoKeHus: B KOHKPETHOM
JOKYMEHTE

Vmenus: IpUMEHSTD TIOTy4CHHBIC
CBCICHUS B ITPAKTHYCCKUX
CUTyalusax

Braodenue: HaBbIKAMU MyOIMYHOM
peun, apryMeHTaluu, BEAECHUS
JTUCKYCCUU

3 | Opranu3anuoHHO-PACTOPSIANTEIbHbIE

3Hanue: PEKBU3UTOB M TPABUII
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/o

HasBanue pa3nena (Tembl)

Coneprkanue pa3iesioB (Tem)
JTUCITUATITAHBI (MOTYJIs)

AOKYMEHTbI, IPABUJIA UX COCTABJICHUS

Ha3nauenne u cocTtaB OpraHuU3allMOHHBIX U
pacropsiAUTENbHBIX JTOKYMEHTOB. PEeKBU3UTHI U
rpaBuja COCTaBJICHUS OCHOBHBIX
OpraHU3alMOHHBIX  JIOKYMEHTOB: yCTaBa,
LITATHOTO pacnucaHus, JTIOJKHOCTHOM
UHCTPpYKIUU. (OCOOCHHOCTH TIOATOTOBKH U
OoQOpMIIEHHS OCHOBHBIX PaCHOPSIAUTEIbHBIX
JIOKYMEHTOB: puKa3 o OCHOBHOM
JESATEIbHOCTH, PACIIOPSDKEHHE U PEIICHUE

COCTaBJICHUS OCHOBHBIX
OpraHU3alMOHHBIX TOKYMEHTOB
Vmenus: TPUMEHATH IOJTyYCHHBIC
CBEJICHMUSI B HPAKTHIECKUX
CHUTYyaLHUsIX

Braodenue: HaBbIKAaMHU IIyOJIMYHOU
peun, aprymMeHTaluH, BeEICHMs
JTUCKyCCUU

HNHpopManuOHHO-CIIPAaBOYHASA
AOKYMEHTAaIUsl, MOPAJ0K HX COCTaBJICHUS
Hazpauenme, cocTaB ®  TEXHOJOTHYECKHE
0COOEHHOCTH COCTaBJICHMS, oopmnenus
OCHOBHBIX MH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB: aKT,  IPOTOKOJ,  CIIPaBKa,
JOKIIaJHasi, OOBSICHUTENbHAs 3amucKa H  JIp.
PexkBu3nThl 3THX JOKYMEHTOB, IpaBujia HX
COCTaBIJICHUS U OPOPMIICHHS

3nanue: HA3HAYECHHUE, COCTAB M
0COOCHHOCTH COCTaBJICHUS,
odopmITeHHS OCHOBHBIX
nH(}OPMAIMOHHO-CIPABOYHBIX
JOKYMEHTOB

Ymenus: IMIPUMCHATL IMOJTYYCHHBIC
CBCIACHUS B MPAKTUICCKUX
CUTYyalUsIX

Bradenue: HaBbIKAMU MyOIMYHOM
peun, apryMeHTanuu, BeEIOCHUS
JMCKYCCUU

Ha3nayenme, kiaaccupukanms CiayKeOHbIX
nmuceM, 0CO0EHHOCTH MX COCTABJICHHUSA
Knaccupukanus u  QyHKOMS ~ OCHOBHBIX
CJIy7K€6HI)IX nu KOMMep‘-IeCKI/IX IINCEM. PGKBI/ISI/ITLI
nenoBbiXx nuceM. OCHOBHbIC TMPUHIUIBI U
MpaBWJIa COCTaBIEHUS TEKCTa CIY>KeOHOTo
IIMCbMa, A3bIK U CTHUJIIb I[CJ'IOBOI\/'I HepeHI/ICKI/I.

3nanue: KJ1accu(uKanuu "
(YHKIMM OCHOBHBIX CITy)KE€OHBIX
U KOMMEPUYECKUX IIUCEM,
PEKBU3UTHI JAEIOBBIX HCEM
Vmenusn: TPUMEHATH IOTyYCHHBIC
CBEJICHUS B HPAKTHIECKUX
CUTyaluAax

Braoenue: HaBBIKAMU ITyOJIMYHON
peun, apryMeHTaluH, BeACHUS
JUCKYCCUU

Opranu3anusi padoTbl ¢ JOKYMEHTAMH
[TonsTHE, OpraHu3anysi W  IPUHIHIIBI
JOKYMEHTO000pOTa U BHJIbl JOKYMEHTOIOTOKA
Ha mnpeanpuatuu. OpraHuzanus paOoThl ¢
BXOJSIIIUMH, HCXOISMIIAMU W BHYTPEHHUMHU
JOKyMeHTaMH. Perucrpainusi 10KyMEHTOB U €e
(bopMBL.

Homenknarypa nen, moHsTHe, KiacCUpUKAIMS,
nopsiok  ee  cocraBieHus.  CocraBieHue,
¢dopmupoBanue u opopmienue aen. Tekymee u
apXWBHOE XpaHEHHE JelT

3nanue: TOHATAN, OpPraHU3ALNN
Y IPUHLIUIIBI TOKYMEHTO000pOTa,
BUJIbI JOKYMEHTOIIOTOKA Ha
MPENNpPUATAN Y menus: IPUMEHSTh
IMMOJTY4YCHHBIC CBC/ICHUA B
MPAKTHYCCKUX CUTyalluAX
Braodenue: HaBbIKAMU MyOJIMYHOMN
peuu, apryMeHTaluu, BEAECHUS
JTUCKYCCUU

CocraBienue u opopMiIeHHEe JOKYMEHTOB IO
JIMYHOMY COCTaBYy

Haznauenwue )51 BUBI I/IH(I)OpMaI_II/IOHHO-
CIIPpaBOYHBIX JOKYMCHTOB. BI/I}]I)I, MMOPAI0K
BCACHUA n O(I)OpMJICHI/IH IMPOTOKOJIOB.

Ocobennoctu odopmieHus: akToB. JlemoBwie
MUChMa: Ha3HAYeHHE, WX KiIacCHpUKaIus, U
PEKBU3HTEL. OcCHOBHEBIE IIpaBrJia COCTABJIICHHUA U

3nanue: BUIOB HHPOPMAIIIOHHO-
CIIPABOYHBIX JOKYMEHTOB
Ymenus: pazpabareiBatsh 1
COCTaBIISITh JISIOBBIC U CITy>KeOHBIE
MchMa

Bradenue: HaBbIKAMH MTyOITUIHON
peun, apryMEHTAINN, BEJICHUS
IHUCKYCCUU
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o
Ne HasBanue pa3nena (Tembl) Coxepxanne pasieiios (Tem)
JTUCITUATITAHBI (MOTYJIs)

/o

odopmiieHus ciyxeOHbIx mrceM. OdopmieHue
CIIPABOK, TOKJIATHBIX U CITY)KEOHBIX 3aITUCOK.

4.4, JlabopaTopHbIii NPAKTHKYM

PaGounm y4eOHBIM TUTAaHOM J1a0OPATOPHBIC 3aHATHH MO OYHOW M 3a0YHOM
dbopmam 00yueHHUs HE TPEAYCMOTPEHBI.

4.5. [IpakTnyeckne 3aHATUSA (CEMUHAPHI)

4.5.1. MeToan4yeckue peKOMEHJIAUMHN K NPAKTHYECKUM 3aHATHAM CTYCHTOB
04YHO# (popMBbI 00yUeHUA

Pabotra mo moOAroTOBKE K MPAKTUYECKUM 3aHATUSAM M aKTHMBHOE B HHX
ydacTue - oAHa u3 GopM H3ydeHHUs MPOrpaMMHOr0O marepuaia kKypca «OCHOBBI
nenonpousBoAcTBay. (OHa HampaBieHa Ha TOATOTOBKY OakamdaBpoB IO
Hanpasnenuio 23.05.01 «HaszemHbpie TpaHCTOPTHO-TEXHOJIOTHYECKUE CPEICTBAY,
CTIOCOOHBIX OLIEHUTH JEIOMPOU3BOJCTBO U JOKYMEHTHPOBAHHUE JAEATEIHLHOCTH
IPEINPUITHIA, COCTABUTH 3aKII0UECHNE U peKoMeHAanuu. [[oAroToBKy K 3aHATHSIM
ClieyeT HAauWHATh C BHUMATEIBHOTO H3YyYEHHUS COOTBETCTBYIOLIMX pPAa3/IeiioB
y4eOHBIX MMOCOOMII W yYeOHHKOB, Jajnee - CIeayeT H3ydaTh CIEHUaIbHYIO
JUTEPATYPY U UCTOUYHUKHU, pabOTaTh C TaOIHMIIAMHU, CXEMaMM, HalMcaTh JOKIall,
€CJIM CTYJCHT MOJIy4MJI TAKOE 3a/laHue.

['OTOBSCH K 3aHATUAM M NMPUHUMAsi aKTUBHOE y4acTue B UX pabOTe CTYIEHT
MPOXOJIUT MIKOTY paOOThl HaJ UCTOYHHUKAMH WM JIUTEPATYPOM, MOJYy4aeT HABBIKH
CaMOCTOATENbHOM pabOThl HAJl MUCHbMEHHBIM U YCTHBIM COOOIIEHUEM (JTOKIAJI0M),
YUUTCS y4yacTBOBaTh B JHMCKYCCUSIX, OTCTauBaTh CBOIO TOYKY 3pEHUS,
dbopMynIupoBaTh U ApPTyMEHTUPOBATh BBHIBOABI. DOpMa MPaKTUUECKUX 3aHATUN BO
MHOTOM ompesensieTcs ero TeMoil. [IpakTika moka3pIBaeT, YTO OCHOBHBIE (DOPMBI
3aHATUN CIeAyIoNe: padoTa 3a KOMIBIOTEPOM B BHUJIE BBIOJHEHUS 3a/aHUs TI0
JIEIONPOU3BOICTBY.

B mnaHpl mMpakTHYECKHX 3aHATUN BKIIIOUEHBI OCHOBHBIE BOMPOCHI OOIIETO
Kypca. B xo/e 3aHATHII BO3MOXHA MX KOHKPETHU3AIHS U KOPPEKTUPOBKA.

Temamuxa npakmudecKux 3aHamuti no oYHou gopme ooyueHus

Ne Ny TpynoeMKOCTb
Temartuka 1aboOpaTOpHBIX 3aHATHI (CEMUHAPOB) PyA ’

/11 (dac.)
1 Pa3paboTka BUIOB OJaHKOB JIOKYMEHTOB IIPEITPHUSITHS 2
9 Pa3paboTka opraHM3allMOHHBIX JOKYMEHTOB: IITaTHOE PAaclUCaHue U 2
JOJDKHOCTHAST MHCTPYKITHS
CocraBineHue U O(QOpPMIICHHE OCHOBHBIX PAaCHOPSAUTENbHBIX 2

3 JIOKYMEHTOB TPEANPHSITHS: TPHKA3bl 10 OCHOBHOH JEATEIBHOCTH,
pacropsKeHUs U peleHust
4 Pa3paboTKa OCHOBHBIX HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB 2
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No . TpynoemMKkocTsb,
TemaTuka 1abopaTOPHBIX 3aHATHIA (CEMHUHAPOB)

/11 (dac.)
OPEeNNpUATHs: aKTa, MPOTOKONA, JOKJIAJHOW, CIyXKeOHOU w
OO0BSICHUTENIbHOM 3aIUCKU
UTOoro 8

4.5.2. MeToauyeckue peKOMEHIANUM K MPAKTHYECKHUM 3aHSITHSIM CTYJA€HTOB
3a04HOI GopmMbI 00yUeHHsI

st cTyneHTOB 3a04yHOM (opMbl 00ydeHUs MpeaycMoTpeHo 4 daca
MPaKTUYECKUX 3aHSATUH, B pPaMKax KOTOPBIX HEOOXOAMMO pa3o0paTh OCHOBHBIC
BOINIPOCH Kypca. B memsix yriyOneHHOTo W3ydeHHs JTUCIUIUIHMHBI CTYACHTaM
npeaiaracTcsl BBIIOJHUTH pedepar W BBICTYNUTH C JOKIAIOM Ha OJHOM W3
MPAKTUYECKUX 3aHITHI MO BHIOPAHHOW TEMAaTHUKE B paMKax TEM y4yeOHOTO Kypca.
dopma NMPaKTUYECKUX 3aHATUA BO MHOT'OM ompezenserca ero remou. IIpaktuka
MOKAa3bIBAE€T, YTO OCHOBHBIE (POPMBI 3aHATUN cienyronue: Oecea Ha OCHOBE
COCTABJICHHOI'O [penojaBaTelieM IlaHa (OHa HauOolsiee mpUemieMa Mpu
OOCYXXJICHUM OJHOTO M3 TEOPETHYECKHX BOIPOCOB MO IMpobOjeMaM TeMbl),
MOATOTOBKA MHCHBMEHHOIO JOKJaJa CTYAEHTOM, €ro YCTHBIM [IOKJIad W
00CYyXJIeHHE €r0 Ha MPAaKTUYECKOM 3aHSITHH.

Temamuxa npakmu4ecKux 3aHamutl no 3a04HoU gopme oOyueHus

Ne . TpynoemkocTs,
TemaTuka 1a00paTOPHBIX 3aHATHI (CEMUHAPOB)
/11 (dac.)

CocraBiienue U O(I)OpMJ'IeHI/Ie OCHOBHBIX  PaCIIOpAAUTCIBbHBIX 2
1 JOKYMCHTOB MNPCANPUATHUA: HNPHUKA3bI 10 OCHOBHOI JACATCIIbHOCTH,
PacCops’KCHUA U pCHICHUA

Pa3paboTka OCHOBHBIX MHGOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB 2
2 TPEeANpUATHS: aKTa, TMPOTOKONA, JIOKIATHOW, CIy)KEOHOW W
00BSCHUTENBHOMN 3aITUCKU

HUTOT'O 4

4.6 Conep:xaHue CaMOCTOATEIbHOI Pa00THI U (POPMBI €€ KOHTPOJISI

4.6.1. ConepxaHue caMOCTOSATEIbHON pabOThl U GOPMBI €€ KOHTPOJIS O
Oo4HOU popme 0OyUeHUs

No | HaumenoBanwue paznenoB |Bcero ConepxkaHne caMOCTOSATEIIbHOM ®dopma

n/n (TeMbl) 4acoB paboThI KOHTPOJIS

1 | JlokyMeHTHpOBaHHOE 8 PaGora ¢ yueOHoOil  mauTeparypoil. | Beimomnenue
o0ecrnieuyeHue 3akperyieHue HaBBIKOB  OQOpPMIICHMSI| 3a/JaHUH,
peanpUsATHHA u yIIPaBJIEHYECKUX JOKYMEHTOB OLIEHKa
OpraHu3arun

2 | CocraB PEKBU3UTOB | 8 PabGora c yueOHOH JsuTepaTypoit u | BwimomHenue
JOKYMEHTOB W TIpaBWIIa JIEKIIMIOHHBIM MaTEPHAJIOM T10 U3yYCHHIO |  3aJJaHHIA,
ux opopMIIeHUS U PACHOJIOKEHHI0O PEKBU3UTOB Ha|  OLEHKa

JOKYMEHTaX
3 | Opranu3aioHHO- 8 PaGota ¢ yueOHoil jureparypoil.| Ilposepka
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No | HanmenoBanue paznenoB |Bcero ConeprkaHre caMOCTOSATEIIbHOM ®dopma
n/n (TemMbl) 4acoB paboThI KOHTPOJIS
pacropsiAuTeIbHbIC Pazpaborare ¢ momompto  IIK| pedepartoB u
JOKYMEHTBI, MpaBHia MX JOJDKHOCTHOW ~MHCTPYKIIMM  TJIABHOTO|  OLIGHKA
COCTaBJICHUS SKOHOMHCTa M MPOCKTa MPHUKA30B IO
OCHOBHOMH JIeSITEIbHOCTH MPEIIPUSTHI
4 |MnadopmanioHHO- 8 Pabora ¢ yueOnoii swmrepatypoii.| IIpoBepka u
CHpaBOYHas Pazpaborath OCHOBHBIE BUJBI|  OICHKA
JNOKYMEHTAIUs, TOPSIOK WH(POPMAIIMOHHO-CITPABOYHBIX 3aJaHHsI
UX COCTaBJICHUS JIOKYMEHTOB MPEANPUITHI
5 |Ha3nauenue, 8 Cocrasnenue u opopmiienue pedeparo| IIpoBepka
KJaccupukanus 110 KOHKPETHOM TeMe 3aJjaHusl pedepaToB u
CITY>)KE€OHBIX IHCEM, OIICHKa
0COOEHHOCTH ux
COCTaBJICHUS
6 |CocraBnenue ulf/ CocraBnenue cxembl JBWkeHUs B| IIpoBepka u
oopmiIeHHE JTOKYMEHTOB OpraHu3aIu (mocTynaromux, OLICHKA
110 TMYHOMY COCTaBY WCXOJSAIINX, BHYTPEHHHUX JIOKYyMEHTOB) 3aJaHHsI
7 |Opranuzanus paboTel c| 7 PaGora ¢ yueGHOii  m;uTepatypoil.| IIpoBepka u
JIOKYMEHTaMHU Pazpaborars ¢ momomsio [1K o6pa3iisr OLICHKA
OCHOBHBIX BHUJIOB KaJpOBOW |  3aJaHus
JOKYMEHTAIIH
Hroro 54 3ayer

4.6.2 ConeprkaHue CaMOCTOSATEILHON pabOThI U (DOPMBI €€ KOHTPOJIS IO 3a0YHOM
dhopme o0yueHus

Ne | HaumenoBanue pazaenoB |Bceero CopeprkaHne caMoCTOSTEIbHOM ®opma

n/n (TemMbl) 4acoB paboTHI KOHTPOJIS

1 | JokyMeHTHpOBaHHOE 8 Pabora ¢ yueOHON suTepaTypoil.| BeimonHnenue
o0ecrieueHue 3akperieHue HaBbIKOB  O(OpMIICHHUs| 3aJaHuM,
NPEIIPUSTHHA u YIIPaBICHYECKHUX JTOKYMEHTOB OIICHKA
Opra"u3anumn

2 | CocraB PEKBU3UTOB | 8 PabGora ¢ yueOHOH nuTepaTypoil u|BslnonHenue
JIOKYMEHTOB U TpaBuia JIEKIIMOHHBIM MaTEepHaJiOM 110 U3YyYEHHIO |  3aJaHMi,
X 0pOpMIICHHS U DPACHOJIOKEHHWI0O PEKBU3UTOB Ha|  OIEHKA

JOKYMEHTax

3 | OpranusanoHHO- 8 PaGora ¢ yueOHoil sureparypoil.| Ilposepka
pacropsiANTENbHBIE Pa3paborars c IIOMOIIIBIO I1IK | pedepaTto u
JOKYMEHTBI, MpaBUia MX JOJDKHOCTHOW ~ MHCTPYKIIMM TJIABHOTO|  OLIEHKA
COCTaBIICHUS HSKOHOMHCTa M TPOEKTa NPHUKA30B TIO

OCHOBHOM JI€ATEIBbHOCTH NPEIITPUATUN

4 |MUnadopmanroHHO- Pabora ¢ yuebHoii smreparypoit.| IIpoBepka u
CIpaBOYHas Pazpabortath OCHOBHbIE BUJBI|  OIICHKA
JNOKYMEHTAIUs, TOPSIOK WH(POPMAIIMOHHO-CITPABOYHBIX 3aJaHHsI
UX COCTaBJICHUS JOKYMEHTOB NpepUITHI

5 |Ha3nauenue, 8 CocraBnenue u opopmienue pedeparos| [Iposepka
KJaccuukanus 110 KOHKPETHOW TeMe 3aJJaHus pedepaToB u
CITYEOHBIX ITHCEM, OIlcHKa
0COOEHHOCTH ux
COCTaBJICHUS
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No | HanmenoBanue paznenoB |Bcero ConeprkaHre caMOCTOSATEIIbHOM ®dopma
n/n (TemMbl) 4acoB paboThI KOHTPOJIS
6 |CocraBienue u| 10 |CocraBnenune cxembl JBWKeHHS B| IIpoBepka u
oopmileHHE JOKYMEHTOB OpraHHU3aluH (mocrynarommux,|  OLEHKa
110 JITYHOMY COCTaBY UCXOJSIINX, BHYTPEHHHUX IOKYMEHTOB) 3a7aHus
7 |Opranmzamust pabotsl c| 10 |PaGora ¢ yueOnoit  mmreparypoii.| IIpoBepka u
JOKyMEHTaMH Pazpaborare ¢ momomsio 11K oOpasmsl|  omeHka
OCHOBHBIX BUJIOB KaJpOBOii |  3a/aHHs
JOKYMEHTAINH
Hroro 60 3auer

5. ”TH®OPMAILIMOHHBIE 1 OBPA3OBATEJIBHBIE TEXHOJIOT'MHA

Dopmupy
emole
Komneme
. Hugpopmayuonnsie u
Ne Buowi yueonou HYuu
i Haumenoeanue pazoena pabomst (ykazbiea oopazoseamenvHbie
omes Koo mexHono2uu
Komneme
Huuu)
1 2 3 4 5
1. | lokymeHTHpOBaHHOE Jlexyus 1. OIIK-1, |Beoonas nexyus c
obecrieueHre MpeanpPUITHI [IK-  |ucnonvzosanuem
Y OpraHu3aiui IIpaxmuueckoe 16,I1CK- |6uoeomamepuanos
3ansamue 1. 1.8
Jlexyuu euzyanuzayuu c
Camocmosmenvhas npuMeHeHueM cpeocma
paboma MYTbmu-meoua
Pazeepnymas 6eceoa c
00cyscoeHuem 00KIA008
Kouncynomuposanue u
npoeepKa OOMAUHUX
3a0anuil nOcpeocmeom
91eKMPOHHOU NOYMbl
2. |CocraB pEKBU3UTOB|/lekyuu 2. OIIK-1, |Jlexyus-susyanuzayus c
JIOKYMEHTOB M IpaBHJIa HUX [IK- npumMeHenuem ciauo-
o(opmIeHHs Ilpaxmuueciue 16,[ICK- |npoexmopa
sauamus 2. 1.8
Iloozomoska k 3auamuio ¢
CamocmosmenvHas LCNONb30BAHUEM
paboma 9NEeKMPOHHO20 KYpCa TeKyuil
/[uckyccus
Kouncynomuposanue u
npoeepKka 0OMAaulHUx
3A0aHUll NOCPEOCMBOM
971EeKMPOHHOU NOYMbL
3. |Opranu3anuoHHO- Jlexyuu 3. OIIK-1, |Jlexyuu suzyanuzayuu c
pacropsiiuTeIbHbIC K- npuMeHeHuem cpeocms
IIpakmuueckue
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CamocmosmenvHast
paboma

JOKYMEHTBI, TIpaBWja WX |3auamus 3. 16,IICK- |myrvmu-meoua

COCTaBJICHUS 1.8
Camocmosmenvras [uckyccus
paboma

Iloocomoeka k 3anamuro ¢
UCNONIL30BAHUEM
NEKMPOHHO20 KYPCa JIeKYul
Koncynemuposanue u
npogepKa OOMAUHUX
3aA0aHUll NOCPeOCmEoM
2JIeKMPOHHOU NOYMbL

NudpopmannoHHo- Jlexyus 4. OIIK-1, |IIpobremnas nexyus

CripaBOYHAs JIOKYMEHTAIUs, TIK-

[HOPSTIOK UX COCTABIEHHS Ilpakmuyeckoe 16,TICK- 3ausamus 6 KOMRBLIOMEPHBIX
sauamue 4. 1.8 K1Accax ¢ 8bIX000M 8

unmepHem
Camocmosmenvras
paboma Kouncynomuposanue u
npoeepKa OOMAUIHUX
3A0aHULl NOCPEOCMBEOM
9NEeKMPOHHOU NOYUMbl

Ha3nauenue, Jlexyus 5. OIIK-1, |Jlexyus c pazbopom

KiacCU(UKAINS CITY)KEOHBIX IK- KOHKDEMHbIX CUMYayull

[11iceM, OCOOEHHOCTH Ipaxmuueckoe 16,IICK-

X COCTABJICHUS sanamue S. 1.8 uckyccus
Camocmosmenvras Koncyremuposanue u
paboma npoeepKa OOMAUIHUX

3aA0aHUll NOCPEOCMBOM
9NEeKMPOHHOU NOYUMbl

CocraBnenue u opopmienud/lexyus 6. OIIK-1, |Jlexyus-eusyaruzayus c

MOKYMEHTOB 110 [IK- npumMeHenuem ciauo-

TAYHOMY COCTaBY Ilpaxmuuecioe 16,[ICK- |npoexmopa
3ansimue 6. 1.8

Iloozomoska k 3auamuio ¢
Camocmosmenvras LCHONb308AHIEM
paboma 91eKMPOHHO20 KYPCa JIeKYuil
/[uckyccus

Opranm3amms ~ pabotel  dJlexyus 7-8. OIIK-1, |IlIpobaemnas nexyus

MOKYMEHTaMU TIK-

Ipaxmuueckue 16,TICK- 3auamus 6 KoMnvLIOMEPHLIX
sausmus 7-8. 1.8 K1Accax ¢ 8bIX000M 8

UHmepHem

Koncynomuposanue u
nPOBEPKA OOMAUHUX
3a0anuil LOCpeodcmeom

3]l€Kmp0HHOl/7 noumal
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5.1. UuTepakTBHBIE 00pa3oBaTe/ibHbIe TEXHOJIOTHH, HCII0JIb3yeMble B

AYAUTOPHBIX 3AHATUAX

5.1.1 MaTepakTuBHBIE 00pa30BaTEIbHbIE TEXHOJIOTUH, UCTIOIb3yEMbIE B
ayJIUTOPHBIX 3aHATHUSIX 10 OYHOU (hopMe o0OyueHus

Bug Komnu-
Hcnonb3yembie MHTEPAKTUBHBIC 00pa30BaTeIIbHEIC
Cemectp| 3aHATHS YECTBO
(U1 T13) TEXHOJIOTHH 4ACOB
9 J 1. [Tpobnemnuas nekuus «CocTaB peKBU3UTOB
JIOKYMEHTOB M TIPaBHJIa UX OPOPMIICHUS 6
2. Juckyccuonnas nexuust «Opranuzanus paboThl C
JTIOKYMEHTaMU»
3. JIOKyMEHTHPOBAaHHOE 00eCIICUeHUE MPEAPUITAN U
OpraHu3aui
113 Haznauenwue, knaccudukanus cirykeOHbIX TUCEM, 6
0COOCHHOCTH UX COCTABJICHHS
Cocranenue u ohopmIiieHUE TOKYMEHTOB MO TUYHOMY
COCTaBy.
Opranu3alvoHHO-PACTIOPIUTENbHBIE TOKYMEHTHI,
MIPaBWJIA UX COCTABIICHUS
Hroro: 12

5.1.2 UntepakTuBHBIE 00pa30BaTEIIbHBIE TEXHOJIOTHUH, UCIIOJIb3YEMbIE B
ayJIMTOPHBIX 3aHATUAX 0 3a04HOM hopme 00yUueHus

Bun Komnn-
Hcnonb3yeMble HHTEpaKTUBHBIE 00pa30BaTEbHbIE
Kypc 3QHATHS YECTBO
TEXHOJIOTHU
(JI, I13) 4acoB
) I13 «CocTaB peKBU3UTOB JOKYMEHTOB U IIPaBHJIa UX
0o OpMIICHHUS» 2
Htoro: 2
VYienbHbIA BEC 3aHATHH, NPOBOAUMBIX B HMHTEPAKTUBHBIX (opmax

cocraBisieT 66.6 % ot oOmero oovemMa ayauTOpHBIX 3aHATUN. [logpoOHBIM
NOPSJIOK OpraHu3allMd W NPOBEJIEHUS HWHTEPAKTUBHBIX (OpM  3aHATHUH,
MPENYCMOTPEHHBIX paboueit MpoOrpaMMon JACUUTIIUHBI «OCHOBBI
JIeJIONPOU3BOCTBAY IPUBENIEH B IPUJIOKEHUH 2 K pabouel mporpamme.
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6. ®OH/I OLIEHOYHBIX CPEJACTB JJISI TEKYIETO KOHTPOJIS
YCINEBAEMOCTH, IIPOMEKYTOYHOI ATTECTALIMH IO UTOTAM
OCBOEHUS JUCLUMITJIMHBI (MOAY.JI5T)

6.1. Ilepeyenb KOMIIETEeHUMI ¢ YKa3aHUEM 3TANOB UX ()OPMHUPOBAHUSA B
npoiuecce 0CBOCHHUS TN CHUTLTHHBI

6.1.1. IlepeyeHb KOMIIETEHIMI ¢ YKa3aHHeM ITANOB UX (POPMUPOBAHNS B
npouecce 0CBOCHHS 00pa3oBaTeIbHOM NPOrPaMMBbI

PabGouelt mporpammoit  aucHMIUIMHBL  «OCHOBBI  JIEJIOIIPOU3BOJICTBAY
MPEAYCMOTPEHO  y4dacTHe  JUCHMIUIMHBI B (OPMHUPOBAHUM  CJICIYIOIIMX
KOMIIETEHITN:

Komnerenmumn Kon Hucuunnuuel, npaktuku, HAP, OTalbl
JUCLUTUIMHBI gyepe3 KOTopble (POPMUPYIOTCS (dopmupoBaHus
KOMITETCHIIHS (KOMIIOHEHTHI) KOMIIETEHIINH B
nporecce
OCBOEHUS
o0pa3oBaTenbHON
IPOTPAMMBEI
OIIK-1 b1.b.12 Wupopmaruka 1,2
CIOCOOHOCTBIO b1.B.05 WudopmaninoHHbIEe TEXHOIOTUU 3
pemarh 3a1a4n b1.5.07 MapkeTunr 4
npodeccuoHaIbHON
JeSITEIbHOCTH Ha
OCHOBE
MHGOPMAIIMOHHON 1
6ubnuorpaduueckont
KYJIBTYPHI C
pUMEHEHUEM
HHGbOPMATTHOHHO- b1.B.07 OcCHOBBI 1€J10IPOU3BO/ICTBA 5
KOMMYHHKAIIHOHHBIX
TEXHOJIOTUH U C
Y4€TOM OCHOBHBIX
TpeboBaHUM
MH(}OPMALIMOHHON
0€30MacHOCTH
TICK-1.8 51536 TexHon0rus Npou3BOICTBA 1
CIIOCOBOHOCTBIO aBTOMOOMJIEH U TPAKTOPOB
pa3pabarbIBaTh 51.E.38 PeMOHT 1 yTunu3anus 53
TEXHOJIOTHYECKYIO o aBTOMOOMIIEN U TPAKTOPOB ’
JTOKYMEHTAIHIO JUTS 51.E.42 JluarHocTuka aBTOMOOMIEH 1 3
MIPOU3BO/ICTBA, TPaKTOPOB
MO/JICpPHU3ALIUH, [Tpon3BoACTBEHHO-TEXHUYECKAS
JKCIUTyaTaluH, 6a3a JUI1 TEXHUYECKOTO
TEXHUYECKOTO b1.B.12 OOCITY’)KUBaHUSI U TEKYIIETO 3
00CITy)KMBaHHS U pEeMOHTa aBTOMOOWIIEeH U
pEMOHTa TPAKTOPOB
aBTOMOOWIICH 1 B2.5.04(T) IIpon3BoacTBEHHAs PAKTUKA 4
TPaKTOpOB o (TexHoJornyeckas nNpakTHUKa)
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b1.B.07 OCHOBBI J1€J10NIPOU3BO/ICTBA 5
TexHonornyecKkue mpouecchbl
51B.14 TEXHUYECKOTO 00CITy )KHUBaHMUs, 5
PEMOHTA U IMaTHOCTUKH
aBTOMOOMIIEH U TPAKTOPOB
B1.B.JIB.07.01 HpOTI/IBOKOppOS}I/IOHHaH 3aImTa 5
aBTOMOOMIIEH U TPAKTOPOB
B1.B_JIB.07.02 JloposxHbie ycIIOBUS 1 5
0€30MMaCHOCTh JIBUKCHHS
[TIK-16 cnoco6HOCTHIO E1.E.09 Opranuzanus v IIaHupOBaHUE 1
COCTaBIISITh TUIAHBI, MIPOU3BOJICTBA
POrpaMMbl, TpaduKu B1.B.07 OCHOBBI J1€JI0NPOU3BOJACTBA 1
paboT, cMeTHI,
3aKasbl, 3asIBKU,
UHCTPYKLIUU U Bb2.5.07(11) [IpenauniomHas npakTuka 2
JIPYTYIO TEXHHUUYECKYIO
JOKYMEHTAITUIO

* Omanvl hopmuposanus komnemenyull 8 npoyecce 0C80eHUss 00pa3z08amebHOU NPOSPAMMbl
ONpeoenstomces cemecmpom U3yueHust OUCYUNIUH U NPOXOHCOCHUS NPAKIMUK.

6.1.2. IlepeyeHb KOMIIETEHIMI ¢ YKa3aHHEM 3TanoB UX (OPMHPOBAHNS B
npouecce 0CBOEHHs THCIUIIIHHBI

[lepeueHb KOMMIETEHIIUN C YKa3aHUEM ATANoOB UX (POPMUPOBAHUS B MpOLIECCE

OCBOCHM JUCHUITIIMHBI «OcHOBBI ACITOIIPON3BOACTBA» IIPCACTABJICH B Ta6HI/I]_I€Z

Ne | Koumponupyempwie pazoenvt | Koo konmponupyemoii Haumenosanue

n/ ouCyUNIUHbL KomnemeHnyuu OUEHOUYHO020 cpedcmea

n (modyns) (Kkomnemenyuii)

1 JlokymMeHTUpOBaHHOE OIIK-1, TIK-16, TICK-1.8 Onpoc (KOJUIOKBUYM),
obecriedeHre NpeAnpusITUI U TECTUPOBAaHHUE MMUCbMEHHOE,
OpraHu3aIHii BBICTYIUIEHHE Ha CEMHUHape,

acce

2 | Cocras pexsusutoB | OIIK-1, I1K-16, [ICK-1.8 Omnpoc (KOJUIOKBUYM),
JOKYMEHTOB W TpaBWJIa HX TECTUPOBAaHUE NMHCbMEHHOE,
odopmiieHus BBICTYIUIEHHE HA CEMHHApe,

WH/IMUBUAYalbHbIE IOMall-
HUe 3a7aHus (pacueTHbIe
3a/IaHMs ), ICCe

3 | Opranu3anoHHo- OIIK-1, TIK-16, TICK-1.8 Omnpoc (KOUIOKBUYM),
pacropsIuTeabHbIe TECTUPOBAaHUE NMHCbMEHHOE,
JTOKYMEHTBHI, TIpaBWJIa  HX BBICTYIUICHHE HA CEMHHApe,
COCTaBJICHHS WHAWMBUYAJIbHBIE JOMAIll-

HUE 3a/1aHusl (pacUCTHBIC
3a7aHus), ICCe

4  |Nudopmannonno-crpasounas | OIIK-1, ITIK-16, [ICK-1.8 Omnpoc (KOJUIOKBUYM),

TOKYMEHTAIUs, TOPSIAOK UX TECTHPOBaHUE NMMCbMEHHOE,
COCTaBJICHHS BBICTYIIJICHHE Ha CEMHUHApe,
WHIMABUYAIbHBIEC JOMAIII-
HUe 3a/laHusl (pacyeTHbIe
3aJIaHMsl), ICCe
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Paznen 5. Ponb ¢unancoB B
pa3BuTHH 00IIECTBA

OIIK-1, TIK-16, TICK-1.8

Ompoc (KOJUTOKBUYM),
TCCTUPOBAHUC IMUCbMCHHOC,
BBICTYILJICHHE Ha CEMUHApE,

Jcce

6 |CocraBnenue u odopmieHHE
JOKYMEHTOB T10
JMYHOMY COCTaBY

OIIK-1, TIK-16, TICK-1.8

Ompoc (KOJUTOKBHYM),
TECTUPOBAHUE MICHMEHHOE,
BBICTYIIJICHHE Ha CEMUHApE,

WHIUUBUIYAIBHBIC IOMAIII-
HUE 3a/laHusl (pacyeTHbIC
3a7aHus), ICCe
Ompoc (KOJUTOKBUYM),
TECTUPOBAHUE MICHMEHHOE,
BBICTYILJICHHE Ha CEMUHApE,
WHIUUBUIYAIbHBIC IOMAIII-
HUE 3a/1aHusl (pacyeTHbIC
3a/IaHMusl), ICCe

7 |Opranuzanus OIIK-1, TIIK-16, TICK-1.8

JOKYMEHTaMu

paboThI c

6.2. MeTroguyeckue MaTepHuaJibl, ONpeAe/JaoLMe Npoueaypbl OLeHUBAHUS
3HAHUI, YMEHUI, HABBIKOB U (MJIN) ONBITA AeATEJIbHOCTH

Texkymmii KOHTpOJIb OCYIIECTBISIETCS B BHJE OLECHUBAHUS OTBETOB
CTYZEHTOB BO BpPEMsI OIPOCOB (KOJUIOKBUYMOB), MUCbMEHHOTO M KOMITBIOTEPHOTO
TECTUPOBAHMS, BBICTYIUICHUH Ha CEMHUHApaxX, WHAWBUAYAJIBHBIX JOMAIIHHUX
3aJjaHuil (pacueTHBIX 3aJaHuil) U scce. TecTupoBaHUE NMPOBOAUTCS HA YETBEPTOM
U TPUHAIUATOM MPAKTUYECKUX 3aHATHUSAX, BBIBISAET T'OTOBHOCTh CTYIEHTOB K
IpaKkTUYecKor pabore u oneHuBaerca A0 10 OamioB. MakcuManbHas OILIEHKA
BBINIOJIHEHUS KaXK/I0T0 MPAKTUYECKOTO 3aHATHS — 5 OaJIIOB.

[IpoMexyTOUHBI KOHTPOJIb 3HAHWM TPOBOAUTCSA B (hOpME, BKIIOYAIOIIHE
TEOPETUYECKHE BOMPOCHI U MIPAKTUUECKOE 3aaHNE, U oLleHnBaeTcs 10 30 O6aios.
B pe3ynabTaTe TEKyHIero W MPOMEKYTOUYHOIO KOHTPOJIA 3HAHUM CTYJIEHTHI
NIOJIYYArOT 3a4€T 1O KYpPCYy.

dopma OLIEHOYHOIO CPEACTBA KonuuectBo MaxkcuManbHbI Wtoro 6annos
pabor (B 6ain 3a 1 padoty
ceMecTpe)
Oos3aresbHbBIE
BricTymieHnst Ha MPaKTHYECKOM 10 1 10
3aHITHH (OTIPOC)
KoHTpospHOE TeCTUpOBaHUE 2 10 20
KonTtpons camocrositensHOM paboTh 3 10 30
- 0IpocC (KOJJTIOKBUYM)
NuauBunyanbHble JOMAIIHAE 4 25 10
3agaHus (IIPOEKT)
HToro - - 70,0
JlonosHuTEAbHBIE
Brictynnenue ¢ pedeparom,
JTOKJTaJIOM, COITPOBOXKTAFOIIEECS 2 5 10
MYJIBTUMENUMHON NIpe3eHTaluen
JlononHuTeNbHBIE UHIUBUTyaIbHbIE 4 25 10
JIOMAIIHKE 3a/laHus ’
Occe 2 5 10
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| Mitoro | | | 30,0

[Tnan—rpaduk npoBeaeHUsT KOHTPOIHHO-OIIEHOUYHBIX MEPOIPHUITUN HA BECh CPOK
U3Y4YEHUs TUCHUIUIMHBL « OCHOBBI 1e10NPOU3BOACTBA» [l CTYAEHTOB OYHOU

dbopmbl 00yUeHUS
Cpox HazBanue onenounoro | @opma O1EeHOYHOTO OOBekT
MEpPONPUSATHSI cpeAcTBa KOHTPOJIS

Cemunap 1 Texymuii KOHTPOJIb BeicTymuienue Ha OIIK-1, ITIK-16, ITICK-
CEMHUHape 1.8

CemuHap 2 Texymuii KOHTPOJIb BeicTymuienue Ha OIIK-1, ITIK-16, ITICK-
CEMUHape 1.8

Cemunap 3 Texymuii KOHTPOJIb BeicTymuienue Ha OIIK-1, ITIK-16, ITICK-
CEMUHape 1.8

Cemunap 4 Texymuii KOHTPOJIb BricTymuienue Ha OIIK-1, ITIK-16, ITICK-
CEMUHape 1.8

3auer [Ipomexxyrounas Bompocsr k 3auery | OIIK-1, I1K-16, TICK-
arTecTanus 1.8

OneHka «3a4TeHO», «yAOBJIETBOPUTEIIbHO» BBICTABISETCS O0yYarolemycs,
HaOpaBiieMy He MeHee 51 Oamia B pe3yibTaTe CyMMHpPOBaHHUSI 0asuioB,
MOJTyYEHHBIX TPU TEKYIIEM KOHTPOJIE U IPOMEKYTOUHOM aTTECTAIIHH.

[lomy4yeHHbli  COBOKYNHBIA  pe3ynbTaT (Makcumym 100  GamioB)
KOHBEPTHUPYETCS B TPAUIIMOHHYIO HIKATY:

100-6amipHas mkana TpagunmoHHas nIKanxa
86 — 100 OTIMYHO
71-85 XOpOIIIO 3a4TEHO
51-70 YIIOBJIETBOPUTEIBHO
50 u meHee HEY/IOBJICTBOPUTEIHHO HE 3aUTEHO

6.3. Onucanue nokasareseil 1 KpUTepueB OLCHUBAHUSA KOMIIETCHIIMH HA
Pa3JIMYHBIX 3Tanax ux GopMHUpPoOBaHMs, ONIMCAHNE IIKAJ OLlEHUBAHUS

Texywuti KoHmpob
OueHka 3a TEKyIlyl0 padOoTy Ha CEMUHAPCKUX 3aHATHUSIX, MPOBOJAUMYIO B
dbopMe yCTHOro Oompoca 3HaHUM CTYJIEHTOB, OCYIIECTBISIETCS B COOTBETCTBHUM C
OaTbHO-PEUTUHTOBOM cucTeMoil. OlleHMBaHUE OTBETA CTYAEHTAa MPOU3BOAMUTCS
0 CJICAYIOIICH IIKaje OaioB:

Kpurepnii oneHkn o

JleMOHCTpHUpYET TIOJIHOE TMOHMMAaHUE ITOCTABJIEHHOTO Bompoca. Jlaer momHbI 1,0
Pa3BEpHYTHII OTBET HA OCHOBHOW Bompoc. Jlaer JOru4eckd OOOCHOBAaHHBIM U
IIPAaBWIBHBIN OTBET HA JTONOJHUTEIBHBINA BOIIPOC

JlaeT mOCTaTOYHO TMOJHBIA OTBET, C HAPYIICHUEM IOCIEAOBATEIILHOCTH W3JIOKEHUSI. 0,5
OTBeyaeT Ha JOMOJHUTENBHBIN BOMPOC, HO 000CHOBATH HE MOKET.
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JlaeT HemoJIHBIM OTBET HAa OCHOBHOW Bompoc. He maeT oTBeTra HAa MONMOJHUTEIIBHBIN 0,2
BOIIPOC.

Her orBera 0

BeicTyIieHre  CTyaeHTa ¢ JOKJIagOM IIPEAoJjiaraeT 3HAYMTEIbHYIO
CaMOCTOSITENIbHYIO pa0OTy CTYACHTa, IIOITOMY OIICHMBACTCS I10 IOBBIIICHHOM
mKane OamwioB. B 0aIbHO-pEHTHHIOBOM CHCTEME BBICTYIUICHHE C JIOKJIAJI0M
OTHOCHTCS K JONOJHHMTEIbHBIM BHaaM pabor. Illkama nuddepeniupoBana Imo
psaay kputepueB. OOMMIA pe3ynbTaT CKIAIbIBACTCI Kak cymMma OalllIOB IO
IIPEICTABICHHBIM KpUTEpHSIM. MaKCUMaJIbHBIM OallT 32 BBICTYIUICHUE C JIOKJIAJI0M
— 5 OayutoB.

Kpurepuii oueHku baua

AKTYyaJIbHOCTb TEMBbI 0,5
ITomHOE packpeITHE MPOOIEMBI 0,5
Hannure coOCTBEeHHOM TOYKHM 3peHUs 1,0
Hannuue npe3enTanuu 2,0
Hayare oTBETOB Ha BOIIPOCHI AYANTOPHH 0,5
JIOrH4YHOCTH ¥ MOCJIEIOBATEILHOCTD U3II0KEHUS 0,3
OTcyTCTBHE OMUOOYHBIX HIIH IPOTUBOPEUHBBIX ITOJOKCHHIH 0,2
Hroro 5

Omnpoc  (KOJUIOKBUYM)  SIBJISIETCSI OJJHUM U3  O00SI3aTEJIbHBIX  ATAroB
(dbopMHpOBaHUS ATTECTAIMIOHHOIO MUHUMYyMa JUIsl MOJTYYEHUsSl JIONMYCKa K 3a4eTy.
MakcuMallbHOE KOJHMYECTBO OalioB, KOTOpPO€ MOXKET HaOpaTh CTYIEHT B
pe3yabpTare KaXKJI0ro sTama MpoMexyTouHou arrtectanuu — 10 OamnoB. OieHka
OTBETa CTYACHTA CKJIAJIbIBAETCS KaK CpeJHEEe 3HAUEHHUE MPU OTBETE Ha BOIPOCHI
MPenoIaBaTesis, KaKIblii U3 KOTOPBIX OIIEHUBAETCS IO CIECIYIOUIEH IIKae:

Kpurepuii oueHku bauaa

JleMOoHCTpHpyeT MOJIHOE IOHUMaHKE ITOCTABJIEHHOTO BOIIPOCA, JIOTUYHO U 10
NI0CJIEI0BATEIBHO OTBEYAET Ha BOIPOC. JlaeT pa3BepHYTHIN OTBET ¢
NPaKTUYECKUMHU IPUMEpaMH

JlaeT moJIHBIN U JIOTHYECKHU MPABWIIBHBIA OTBET Ha BOTPOC, HO chopMyIHpOBaTh 8
IIPUMEPBI 10 pACCMaTPUBAEMOMY BOIIPOCY HE MOKET

JleMoHCTpHpYyeT YaCTUYHOE MOHUMaHKUE CYyTH BOIIPOCA, CIIOCOOEH 6
0XapaKTepU30BaTh CyTh ((MHAHCOBOTO SIBJICHHUS.

CnocoOeH chopMynupoBaTh ONpeesieHNs] TEPMUHOB, IPUBECTU KJIACCU(PHUKAIUIO, 3)

MNEPCUUCIIUTDH (bOpMI)I, MCTOJBI U T.II., HO HC MOXCT JaTh UX XaPAKTCPUCTUKY

JleMoHCTpHpYyeT HEMOHMMAaHKUE BOIIPOCa, OTBEYAET C HAIMYMEM IPyObIX OIIMOOK B Mesnee 5
OTBeTE MO0 HE OTBEYAET Ha BOIPOCHI

Onenka 1O pe3ynbTaTaM TECTUPOBAHUS  CKJIAIbIBAETCS HUCXOAS U3
CYMMapHOT0 pe3yJbTaTa OTBETOB Ha 0JI0K BONpocoB. OOMii MaKCUMalIbHBINA Oasu
no pesyjbTaTaM TecTupoBanus — 10 GamtoB. 3a cemecTp Mo pe3yibTaTaMm JABYX
ATaNoOB TECTUPOBAHUA CTYACHT MOXET HaOpath 10 20 OamioB.

Kputepun  oneHuBaHMS  WHOUBUAYaJbHBIX  JOMAIIHUX  3aJaHUM
YCTaHABIMBAIOTCA HWCXOAS W3 MaKCHMAaJbHOTO Oayijia 3a BBITIOJHEHHE KaKIOU
yacTH 3afanus — 2,5 6amna. OOmuii MaKCMMalbHBIN pe3yabTaT 3a 00s3aTesIbHbIE
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BUJIBI pa0OT, BKIIOYAIOMUX JBE dYacTH — S5 OawioB. 3a BBHINOJHEHUE
JIONOJIHUTEIILHBIX 3aJaHMi, COCTOSIIMX M3 OJHOHM dacTu — 2,5 Oamna. MTorosoiit
pe3yJbTaT 3a BBINMOJHEHHE KaXKJIOW YacTd 3afaHus (OpMHUPYETCS HCXOIs W3
CJEYIOIINX KPUTEPHUEB:

Kpurepunii bana
JIornaHOCTh, ITOCIEIOBATEILHOCTD U3JI0KCHHUS 0,1
Hcnonb3oBanne HamOoJee aKTyalbHBIX JaHHBIX (MOCHEAHEW penakiuyd 3aKOoHa, 0,1
MOCJIEAHUX AOCTYMHBIX CTATUCTUYECKUX JIAHHBIX U T.I1.)

OOG0CHOBaHHOCTH M JJOKA3aTEIbHOCTh BBIBOJOB B paboTe 0,1
OpUrMHaNIbHOCTh, OTCYTCTBUE 3aUMCTBOBAHHI 0,2
[TpaBMIIBHOCTH pacYeTOB/ COOTBETCTBHE HOPMAM 3aKOHOATEIHCTBA 2,0
HUmoczo 2,5

OnenuBaeTcst 3cce MakCUMymM B 5 0amioB, KoTopble (HOPMHUPYIOT
npeMHuaibHbIe OauThl CTYACHTA 3a JOTOJHUTEIBHBIC BUABI padoT, TUOO0 Oasibl,
HEOOXOJMMBIE JJiA TONydeHHUs JOMycka K 3adeTy. OJcce OIECHUBAETCS B
COOTBETCTBHH CO CICAYIOIUMU KPUTEPUSIMU:

Kpurepwuii bana
CoOTBETCTBHE COJIEP>KaHMS 3asBJICHHON TEME 0,5
JIOrMYHOCTE ¥ MOCIIEA0BATEILHOCTD U3JIOKEHUS 0,5
Hanuyre coOCTBEHHON TOYKH 3pEHUS 1,5
O00CHOBAaHHOCTH BHIBOJIOB, HAJTMYHE TPHUMEPOB M MOSICHEHHIA 15
Vcnionp3oBanue B 3cce (PUHAHCOBOM, HEYIPOIICHHON TEPMHUHOJIOTUH 1,0
Hmoeo 5

Ilpomesicymounas ammecmayus
[IpomexxyTouHast arrectanusi 3aKiI04aeTcsi B OOBEKTHBHOM BBISIBICHUU
pe3ynbTaToB OOYYEHHS, KOTOPHIE MO3BOJISIOT ONPEACIUTh CTENEHb COOTBETCTBUS
JEUCTBUTENBHBIX PE3YyJbTaTOB OOYYEHMsS] W 3alUITAHUPOBAHHBIX B IMPOTPaMME.
HampaBnena Ha olieHMBaHHE OOOOIIEHHBIX PE3YJbTATOB OOYYEHHS, BBISIBICHHE
CTENICHU OCBOCHHS CTYJIE€HTAMHU CHUCTEMbl 3HAHUN M YMEHHM, MOJYyYEHHBIX B
pe3ynbTaTe U3ydyeHUs TUCIUTLTHHBI « OCHOBHI CIONIPON3BOICTBAY.

HpOMe)Ky'TO‘lHaSI arrecranus I10 JUCHUITIINHE «OCHOBBI
ACJIOIIPONU3BOACTBA» BKIKOYACT:
- 3a4C€T.

3ader kKak (opmMa KOHTpOJS MPOBOAMUTCS B KOHLE INEPBOrO Y4EOHOIro

CEMECTpa M MPEINOJIaraeT OLEHKY OCBOCHUS 3HAHWW M YMEHHM, MOJYYCHHBIX B
xone ydeOHoro mporecca. g gomycka K 3a4eTy CTYACHT JAOJDKEH MpPOWTH
TEKYIIyI0 aTTecTaluio, Ipeanoaramollyo Habop ot 51 go 70 OamioB, a Takxke
MOJTy4YE€HUE TPEMUATBFHBIX OAJIJIOB 32 BBIMOJIHEHHUE TOTOJHUTEIBHBIX BUOB padoT.
Meton KOHTPOJISL, NUCTIOJIB3YEMBIN Ha 3a4€T€ — YCTHBIM.

3aueTHBIN OWJIET BKIIIOYAET 3 BOIPOCA, JIBa U3 KOTOPHIX MO3BOJIAIOT OLICHUTH
YpOBEHb 3HAHUH, MPHUOOPETEHHBIX B MPOLIECCE U3YUEHUSI TEOPETHUUECKON YacTH, a
OJIMH — OLICHUTh YPOBEHb MOHMUMAHUS CTYJECHTOM CYTH SBJIEHUS M CIOCOOHOCTH
BBICKA3bIBaTh CYXICHUS, PEKOMEHJAlMW MO0 3aJaHHoM mnpobieme. IloaTomy
BOIIPOCHI K 3a4€Ty pa3/IeJICHbl HA 2 YaCTH:

- BOIIPOCHI JJIs1 OLIEHKU 3HAHUH
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- BOIIPOCHI TSI OIEHKH TIOHUMAaHUST/ YMEHHSI.

Jns  mpoMeXKyTOYHOM aTTecTaliid B Oa/UIbHO-PEUTHHTOBOM  CHCTEME
npeaycMoTpero 30 GamioB. ATtectanusi MPOU3BOAUTCS OTACIBHO MO KaXIOMY
Bompocy Owuiiera. Bompockl TeopeTudeckoro kypca oneHuBarotcss B 20 Oaios
MaKCUMyM KaKJblii. Bonpoc Ha moHumaHue/ ymeHue — MakcumyM B 10 Ganios.
bajnbHO-pEUTHHIOBas CUCTEMA MPEAYCMAaTPUBAET BO3MOKHOCTh OTBETA HA OJIMH
WIM JIBa BOMpoca U3 OujeTa Mo BBIOOPY NpernojaBareliss B TOM Cily4ae, €clid B
pe3ynbTaTe TeKyIel aTTEeCTaIluu CTYIeHT HaOpai 6omee 51 6amna.

6.4. TunoBble KOHTPOJIbHbBIE 32JaHUS WM HUHbIE MATEPHUAJIbI, HE00X0IUMbIE
JJISL OLlCHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) ONBITA AEATEJbHOCTH

(moJIHBIiH KOMILIEKT OHIOB OIEHOYHBIX CPEeICTB MPUBOAUTCS B

IIpunoxenue 1).
IIpumepHBIN NepeYyeHb BONPOCOB K 3a4eTy
Bonpocul 01a oyenku 3nanuii meopemuueckoz2o Kypca

OCHOBHBIE «TEPMUHBD», IOHSATHUS» IEIONPOU3BOJCTBA

Hcropus cTraHOBIEHUS pa3BUTHsI CUCTEMBI JesI0npon3BoicTBa B Poccun

Cy>x0bl TOKyMEHTUPOBAHUS YIPABIECHYECKON JNEATEILHOCTH: COCTaB U UX

byHKIAH

Opranuzanus genonpousBocTsa Ha npeanpusatusax AITK

HopmaruBHO-MeTOAMYEeCKas 6a3a AeTOMpPOU3BOCTBA

dopmatel Oymaru a1 0OpMIICHUS JOKYMEHTOB U UX pa3Mephl

Pa3meps! nosielt Ha OJaHKax TOKYMEHTOB

brnanku TOKyMEHTOB: IOHATHE, BHJIBI Ml KX PEKBH3UTHI

. PexBU3UTHI JOKYMEHTOB: TIOHITHE, COCTAB U MPaBUIA UX O(QOPMIICHHS

10 VYI10BO€ ¥ MPOJ0IBHOE PACTIONOKEHUE PEKBU3UTOB HA JTOKYMEHTAX

11. Knaccuduxarus u GyHKIIUU JOKYMEHTOB

12.CocraB ynpapieH4eCKUX JOKyMeHTOB nipeanpusituii AITK

13.TekcT noKyMeHTa, €ro CTPYKTypa U TpeOOBaHUs K €r0 COCTaBICHUIO

14 PacniopsauTeNnbHble  JOKYMEHTHI,  HM3JaBacMble  HAa  TMPHUHIHUIAX
KOJUIETUAJIbHOCTHU: BUJIbI, PEKBU3UTHI U MIpaBujIa UX 0hopMIICHHUS

15.PacniopsiauTenbHble TOKYMEHTBI, U3/1aBa€MbI€ B YCJIOBHSX €IUHOHAYAIIMS:
BU/IbI, PEKBU3UTHI, MPAaBUJIA UX ODOPMIICHUS

16.JIokyMeHTOO0OpOT: TOHATHE, KiIaccH(UKAUig W €ro OpraHu3alus Ha
npeanpustun AIIK

17. llopsanok paboTbl C BXOJAUIMMH, HUCXONAIIMMU M BHYTPEHHUMH
JOKYMEHTaMH

18.Peructpanuss JTOKyMEHTOB: BHJBI M TOPSIOK PETHCTPAIMKM BXOISIIUX,
UCXOJISAIIUX ¥ BHYTPEHHUX JTOKYMEHTOB

19.Homenknarypa [ei: TOHSATHE, BUJbI, PEKBU3UTHI, (HOPMHpPOBAHWE U
odopMIICHHE JIeTT

20.Opranu3anioHHbIe TOKYMEHTHI: TIOHITHE, HA3HAYCHHE, BUBI U MPABUIIA UX
ohopMIICHUS

21.MuopmarimoHHO-CIIPAaBOYHBIE JTOKYMEHTHI: BUbI, HA3HAYCHHUE, OCHOBHBIC
PEKBU3UTHI, MPaBUIA UX 0(DOPMIICHHUS

wn e

©CoN O~
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22.CnyxeOHbIe (Je/I0BbIE) THChMA: HAa3HAUYCHUE, BUJBI MHCEM, PEKBU3HTHI,
paBuiia UX 0POpMIIEHUS

23.ITpoTOKOJIBI COBEIIAHNN, COOpaHUN U 3aceJaHUil: BU/bI, COCTaB PEKBU3UTOB
U MOPSIIOK UX 0(OpMIIEHMUS

24, JlokyMeHTHI 110 TUYHOMY cocTaBy npennpusitus AIIK: Ha3HaueHue, cocTas,
OCOOEHHOCTHU pabOThI C KaIPOBBIMH JOKYyMEHTaMU

25. IIpukassl 0 TUYHOMY COCTaBY: BUABI U OCOOEHHOCTH UX O(pOpMIIEHUS

26.Busel v mopsAa0K paboThI ¢ MTUChbMaMH U 00paIlleHUAMHU TPaXxaaH

27.CoBpeMeHHBIC TEXHOJIOTUH JIOKYMEHTaILIMOHHOTO oOecreueHus
YIPaBIECHYECKOU AEATEIBHOCTH

28.Teky1iee 1 apXMBHOE XpaHEHHUE JOKYMEHTOB U JI€T

Bonpocel na oyenky nonumanua/ymenuil
1. Opranusauuss U TEXHOJIOTHS JTOKYMEHTAlMOHHOTO OOECIeueHUs
YIPABIICHHUS
2. Cnyx0bl JOKYMEHTUPOBAaHHUS YIPABICHUYECKOW J€ATEIbHOCTH:
cocTaB U (QyHKIIUU
3. Bunpl 01aHKOB JOKYMEHTOB, OCOOEHHOCTM WX COCTaBJIECHUS U
U3TOTOBJICHUS
4. HopmaTtuBHO-MeTOIMYECKasA 0a3a JOKYMEHTAIIMOHHOTO 00ecIeueH s
YIPABICHUS
5. JokymeHTamus 1o OCHOBHOW pnesrensHOCTH mnpennpusatuid  AlIK,
COCTaBJICHUE CXEMBbI JBUKEHUS TOKYMEHTOB (MOCTYNAIOLIUX, OTIPABISEMbIX U
BHYTPCHHUX )
6. [TonoxxeHue o ciry>x0e JOKYMEHTAlHOHHOTO 00€CIIEYEeHHsI YIIPaBICHUS
7. OcnoBubie mnonoxenus ['OCT P6.30-2003 u ero npuMmeHeHue Ipu
W31aHuM T0KyMeHTOB npennpuarus AITK
8. TexHomorusi paboThl ¢ JOKYMEHTAMH B OpPraHM3alMIX U MPEANPHUATHIX
AIIK
9. [JomkKHOCTHasi HWHCTPYKLUHUS CeKperaps-peepeHTa pyKOBOAUTEIS

CEIBX03MPEPUITHS
10. KomnbrorepHoe JIEJIONIPOU3BOJICTBO 5 aBTOMAaTH3aLUs
JIeJIOTIPOU3BOICTBA
11. [denoBas nepenucka: NOpsiA0K COCTABIEHUS U O(POPMIICHHSI CITY>KEOHBIX
IIHCEM

Oopa3zuvt mecmogwvlx 3a0aHuil

TectoBble 3amanusi K Teme 1.1 JlokymMeHTAUMOHHOE oO0ecneYeHne
npeanpusitusa AIIK

Tecm Nel.

Kaxoe u3z amux onpedenenuii 00KyMenma s611emcs He 8ePHbLM.

1) JlokyMeHT - MarepuaiabHBI OO0BEKT ¢ WHGOpPMAIMEH, 3aKpPETUICHHON
CO3JaHHBIM YEJIOBEKOM CIIOCOOOM ISl €€ Mepeaud BO BPEMEHHU U TPOCTPAHCTBE;

2) JlokyMeHT - 3auKCHUpOBaHHAS HA MAaTEPUATTLHOM HOCHUTENE HHPOPMAIIUS
C PEKBU3UTAMHU, MIO3BOJISIONIMMH €€ UICHTU(DUITMPOBATS;
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3) JloxymeHT - MaTepuaibHBIi OOBEKT YyNpaBiCHHs, KOTOPBIA MO3BOJSET
OPUHUMATh HAy4YHO-OOOCHOBAaHHBIE pELIEHUS € 1Ledbl0  A(P(PEKTUBHOTIO
(YHKIIMOHUPOBAHUS [TPOU3BOJICTBA.

Tecm No2.

Bnanku xasxcoozo euoa 00Kymenma mMo2ym u32omasiueamuCsl:

1) ¢ IpoIONBHBIM PACIOIOKEHUEM PEKBU3ZUTOB,;

2) ¢ YIJIOBBIM PacIojl0KEHUEM PEKBU3UTOB,;

3) ¢ MPOAO0JILHO-YTJIOBBIM PACIIOI0KEHUEM PEKBU3UTOB.

TecroBbie 3amanuss k TemMe 1.2 CocTraB pPeKBH3HUTOB JOKYMEHTOB H
TpedoBaHMs K UX 0()OPMJIEHUIO

Tecm Nel.

Pexsuzum  «pecucmpayuonnvlti  uHoekc OOKYMeHmMA»  COCMOUM U3
CREOYIOUWUX COCMABHBIX YACEl:

1) w3 HoMepa Jgela 1O HOMEHKJIAType, HHIAEKCA CTPYKTYPHOTO
oipa3ieJicHUs U TeeoHa COTPYAHHUKA, ITOJATOTOBHUBIIECTO JOKYMECHT;

2) W3 WHACKCA CTPYKTYPHOrO TIOJApa3JcicHUs, HOMEpa Jeja 1o
HOMCHKJIaType, B KOTOPOE dTa KOMMS IOIIIMBACTCS, IOPSAKOBOTO HOMeEpa
UCXOJISAIIETO JOKYMCHTA.

Tecm Ne2.

Pexeuzum «ccoiika Ha uHOekc u Odamy  6x005ulec0  OOKYMEHmMAay
npoCmMasisiemcs...

= Ha OJaHKaXx JJId IIHCEM;

. Ha BCEX JOKYMEHTaX MPEAPHUATHS.

TectoBble 3amanusa k Teme 1.3 Opranuzanusi AOKyMeHTO000pOTa,
CUCTEeMATHU3AIUA U XPAHEHHeEe JOKYMEHTOB

Tecm Nel.

1100 0okymenmoobopomom nonumaemcs...

1)  JBWXKEHHE JTOKYMEHTOB B OPraHM3allid C MOMEHTA MX CO3JaHUS WIN
MOJIYYEHHUS 10 3aBEPIICHUS UCTIOTHEHUS WM OTIPABIICHHUS;

2)  JIBWKEHHE JOKYMEHTOB B OpPraHH3allMyi C MOMEHTA MX TOJTY4YCHHUS WIN
CO3/IaHUs 10 YHUUYTOKEHHS UX B apXUBE.

Tecm Ne?2.

Jloxymenmonomoxamu opeanu3ayuu AesIomcs:

1) BXOJISIINE U UCXOJISIIHNE TOKYMECHTHI,

2) BXOJISIINE, UCXOISIINE U BHYTPECHHUE JOKYMEHTHI.

TecroBble 3amanussi K TeMe 2.4 OpraHu3aluoOHHbIE JOKYMEHTBI
npeanpusitus AIIK u ocodennoctu nx ogpopmiieHust

Tecm Nel.

Kaxue uz nepeyucnennvix 00Kymenmos ne sA61510mcs OpeaHu3ayuOHHbIMU?

1) ycras;
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2) TOMKHOCTHASI MHCTPYKIINS,
3) noCTaHOBJICHUE;
4) npaBuia.

Tecm No2.

Kaxoti pexsuzum ne 6xooum 6 cocmas opeaHu3ayuoHHbIX OOKYMeHmMos?
1) HanMeHOBaHME OPTaHU3AIH - ABTOP JOKYMEHTA,

2) anpecar;

3) Ha3BaHUE BUA IOKYMEHTA;

4) TeKCT;

5) MeCTO COCTaBICHHUSI IOKyMEHTA;

6) nara.

TecToBble 3a1aHud K Teme 2.5 Paciopsiaure/ibHbIe JOKYMEHTbI
npeanpusatus AIIK u npaBuiia ux ogpopmiieHust

Tecm Nel.

Kaxkoti 0okymenm ne sgnsemcs pacnopsoumenbHvim?

1) mpuxkas;

2) yka3aHue;

3) pacriopsiKeHue;

® [POTOKOJI;

® TIOCTaHOBJICHHUE.

Tecm Ne2.

Karxoii pexsuzum ne 6xooum 6 cocmas pacnopsaoumeibHuvlx O0OKYMeHmos?
1) HauMeHOBaHKE OpraHu3alMnu-aBToOpa JOKYMEHTA;

2) rpud yTBEpKACHHUS;

3) noAnuce;

4) nara;

5) MECTO COCTaBIICHHS JOKYMEHTA;

6) 3aroJIOBOK K TEKCTY.

TecroBble 3amanusa k Teme 2.6 MHNHpopMaumoHHO-CIIpaBOYHbIE
noxkyMeHTsI npeanpuaTus AIIK u nopsaaok ux opopmieHus

Tecm Nel.

Hnghopmayuonno-cnpasounvie 0oKymeHmol:

1) conepxat nopyueHus;

2) 0053bIBAIOT JICWCTBOBATH CTPOTO MIPEMHUCAHHBIM 00pa30M;

3) coo0marT cBeAeHUs, MOOYXKIAIMUEe MPUHUMATL OIpPEACICHHBIC
pELICHMS.

Tecm Ne2.

Jlamoti nucvma sgnsemcs...
1) nata yTBep)IaeHUS;

2) natra BU3UPOBAHUS;
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3) mara coOBITHS;
4) mata ToIMMCaHuUs;
5) nara BHeCEHHUs PE30JIIOIUH.

TecroBble 3a1anns K TeMe 2.7 JIOKyMeHTbI 110 JTUYHOMY COCTABY U MO
padoTe ¢ rpaxkaIaHaMu

Tecm Nol.

Kaxue u3 nepeuucnennvix OOKYMEHMO8 He OMHOCAMCA K KAOPOBbIM
QoKymeHmam (OOKyMeHmam no JuvYHoM)y cocmaey)?

1) mpukas mo kKazapam;

2) 3asBJICHUE;

3) NpoTOKOT,;

4) TpyaoBasi KHIKKA.

Tecm No2.

Cpox xpaHnenusi npuKaz08 no IU4HOM) COCMas)...
1) 5 ner;

2) 25 nmer;

3) TeKyUui U MPOIICAIINI TO/T;

4) 75 ner.
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7. YAEBHO-METOINUYECKOE U TH®OPMALIMOHHOE
OBECIIEYEHME JUCIIUITJINHbI

7.1. OcHOBHas JMTEpPaTYpa

KomunuecTtBo
HK3EMIUISIPOB
Ne T'onn Hcnonb3yercs §
n/ HaumenoBanue ABTOp(BI) | MECTO | NpH M3YdEeHHH | S
n W3/1aHus pas3zenon S | 6ubm | Ha Kad.
Jenonpon3BocTBO
(IOKyMEHTallMOHHOE M.
obecrieuenue ympapinenus Ha| M. U. o
L ocaoBe I'OCT P 6.30-2003)| Bacakos. I[I?m;(;);g Bee pasnener d 10
[Tekcr] : yaebHOE TIOCOOHE / - ’
5-€ u3J., nepepad. u JIoIl.
Hemonpoussoacteo / - ISBN
978-5-394-01981-4 - Tekcrt :
AIIEKTPOHHBIN // 3BC M.
"Koncynprant crynenta" :| KysHenos N On.
2 lcaiir]. - URL | WL ﬂé%‘é‘ﬁ“ Bee paspemnt | 9| o
http://www.studentlibrary.ru/b ’ '
00k/ISBN9785394019814.ht
ml

7.2. lonosiHUTEILHAS JIUTEPATYpPa

1. lemompousBoictBo: OOpasiiel, TOKyMeHThl. OpraHu3aius U TeXHOJIOTHUs
pabotel. bonee 120 nokymenToB [Tekcr] : yueOHoe nmocobue / B.B.I'anaxos, 1.K.
Kopnees u ap.; nox pen. N.K. Kopueera, B.A. Kynpsiea. - 3-e u3z., nepepad. u
nor. - M. : Ilpocnexkt, 2016. - 480c.

2. JlenonpousBojacTBO [JloKyMeHTAallMOHHOE OOeCTeUeHUe YIpaBJICHUS |
[Texcrt] : yueOnux/ M.U.bacakos, O.1.3amebInkoBa. - U3a. 14-e, nepepad. - PocTtos
H/]1 : ®enukc, 2014. - 376 c.

3. HenonpousBoactBo: Yuebnuk / T.A. bwixkoBa, JI.M. BsuioBa, JI.B.
Cankuna; Ilon pen. T.B. Ky3nenoBoi. - 3 wusn., nepepab. u gom.- M.:HUI]
NH®PA-M, 2013. - 364 c.

4. Kysunenos, 1. H. Jlemonpon3BocTBO [DIEKTpOHHBIN pecypc] : YaeOHo-
cupaBoyHoe mocobue / M. H. Ky3nenon. - 6-¢ u3m., mepepad. u mom. - M.
N3 nartenscko-Toproast kopnopauus «/Jlamkos u K°», 2013. - 520 c.

5. Conory0, O. IlI. Jlenonpou3BOACTBO: COCTABJICHHE, PEIAKTHPOBAHUE U

obpaboTka mokyMeHTOB [Tekcr]: yueoHoe mocodue / O. I1. Comory6. - M. : Omera-
J1, 2007.
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6. bacakos, M. U. Jlenonpou3BoACTBO (IOKYMEHTAIIMOHHOE OOECIICUCHHE
ynpasieHnust Ha ocHoBe ['OCT P 6.30-2003) [Tekct] : yuebHoe nmocodue / M. U.
bacakos. - 5-¢ u3g., nepepad. u gom. - M. : Jlamkor u K, 2006

7. bapnaes, O. A. JlokymenToBenenue [ Tekct]: yuebnuk / 3. A. bapnaes, B.
b. KpaBuenko. - 2-¢ u3m., crep. - M. : Akagemusi, 2010

8. busnec-kommyHukanuu. MacrepcTBo aenoBoro oomenus. [Ipaktuueckoe
pykoBoacTBo. - M.: Kawxubeii mup, 2008. - 384 c¢. — Pexum pocryna:
http://www.studentlibrary.ru/book/ISBN9785804103072.htmi

9. lokymentoBenenue: yueonuk / H.H. Kynses, A.H. VYpamos, A.I.
®abpuunoB; o pea. npod. H.H. Kynsesa. - M.: Jloroc, 2012. - 352 c. (Hoas
YHUBEPCUTETCKAs OonbmmoTeKa).
http://www.studentlibrary.ru/book/ISBN9785987043298.html.

7.3. IlIporpammHuoe obecnieueHue 1 MHTEpHET-pecypcehl

[Tporpammuoe obecneuenue: OducHeie mporpammsl: Microsoft Office 2007;
Microsoft Office 2010, Microsoft Office 2013, Microsoft Visual Studio 2008-2015,
no nporpamme MS DreamSpark MS Project Professional 2016, mo nporpamme MS
DreamSpark, MS Visio 2007-2016, mo mporpamme MS DreamSpark, MS Access
2010-2016, mo mporpamme MS DreamSpark MS Windows, 7 pro 8 pro 10 pro,
AutoCAD, Irbis, My Test, BusinessStudio 4.0, 1C: Ilpennpustue 8. Cenbckoe
x03s11icTBO. KoMIiekT msiss oOyueHust B BBICIIUX U CPEAHUX YUEOHBIX 3aBElICHUN
(o6nomnenne 2020 r.), KoHCynbTalmoHHO-CIIpaBOYHbIE CiIyxkObl ['apaHT
(oOHOBIICHHE 2020 r.), Koncynprant (oGHOBIICHME 2020 r.),
SuperNovaReaderMagnifier (IIporpamma 5KpaHHOTO yBEIHYEHHUS C TOJIEPIKKOM
peuu JIJIs JIUI] ¢ OTPAHUYCHHBIMU BO3MOXHOCTSIMH).

HNnTepHeT pecypcsl:

http://www.edou.ru/enc/ - IleHTp KOMIETEHLHMH IO  BONPOCAM
JAOKYMCHTAIMOHHOI'O oOecrieueHus YHPaBJIICHUA U apXUBHOI'O ACJIa
http://working-papers.ru/chto-takoe-delovoe-pismo.html - O6pasusr  u

11abJIOHBI TOKYMEHTOB

http://www.funnycong.ru/ - Jlenonpowu3BoactBo. Bee, 94To BbI XOTEIH 3HATD.

http://www.aup.ru/books/m1282/ - AJIMUHHCTPATUBHO-YIPABICHYCCKHIA
rnopran

http://bookland.net.ua/category.php?main=129 - JlesoBas nuteparypa

http://www.top-personal.ru/officeworks.html - VYmpasnenue mnepcoHamoM.
ApxuB xypHaia «/lenonpon3BocTBO»

http://www.delo-press.ru/journals.php - Jlenonpou3BOACTBO u
JIOKyMEHTOOOOPOT Ha MPEAIPUSITHH
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8. HEPEYEHb YYEBHO-METOANYECKOI'O OBECIIEYEHUA JJI5A

CAMOCTOSATEJBHOMN PABOTHI OBYUAIOIIUXCS

CopepxaHue CaMOCTOSTEIILHON paboThl U (hOPMBI €€ KOHTPOJIS, 3aJIaHUsI CAMOCTOSTEIHbHON
paOboTHI IS 3aKPEIUICHUS U CHCTEMAaTU3aliy 3HAaHUH ¥ (QOPMHPOBAHHUS YMCHHH MPEICTABICHBI
B IIPWJIOKEHUU 3.

Aynutopuu 123, 1-204, 1-401, 1-501 nocTymHBI AJI1 CaMOCTOSTEHHOM pabOTHI CTYICHTOB.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYHEHHUE

JUCHUILIAHBI

MaTepI/IaJIBHO-TGXHI/I‘-IeCKOG o0OecIcucHue JUCHUITIIMHBI «OCHOBEI ACIOIPONU3BOACTBA»

BKJIFOUACT TepeyeHs ayautopui (35a, 37a, 45a) ¢ ycTaHOBICHHBIMU B HUX 000PYIOBAHUEM.

OcHarienue ayiuTopuil yaeOHbIM 000pyI0BAHUEM:

ayTUTOPHS

Ha3HAYCHHUC U OCHAILICHUE ayJUTOPHU

35a

Yuebnas ayautopusi As TPOBEACHUS 3aHATUH JIEKUMOHHOTO THIIA, 3aHATHH
CEMHMHAPCKOT0 THIIA, KypCOBOTO INPOCKTUPOBAHHUS (BBIMOJHEHUS KYpPCOBBIX padorT),
TPYNIOBBIX U MHIUBUAYAJIbHBIX KOHCYJIBTANNH, TEKYIIEro KOHTPOJIS U HPOMEKYTOYHON
aTTeCTalvu.

Cron npenogasarens (1 wmrT.), ctonsl (30 mrT.), crynes (60 wr.), cTyn npenoaasatens (1
mrT.), focka aynutopHas (1 mrT.), TpuOyHa (1 mT.), JAeMOHCTpaIMOHHOE 00OPYIOBaHUE
(6bemas makoBas MarHUTHO-MapkepHas mocka (1 mrr.), mpoextop Toshiba (1 miT.),
HOYTOYK Acer (1 mT.)) U yueOHO-HATJISAHBIE TOCOOUS.

OC Windows 7, Office 2007.
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VYueOHass ayauTopus JUIs TPOBEICHHS 3aHATHH CEMHHAPCKOTO THIA, KYypCOBOTO
MPOCKTHPOBAHUS (BBIMOJIHEHNUSI KYPCOBBIX paboT), TPYNIOBBIX W WHIWBUAYaJIbHBIX
KOHCYJIBTALIMH, TEKYLIETO KOHTPOJISI U TPOMEKYTOUHOM aTTECTaLlUN.

Cron npenogasatens (1 mr.), cronsl (12 mr.), ctynes (24 mrt.), ctyn npernoaasarens (1
mT.), focka (1 mr.).

45a

YueOHass ayauTopusi s TPOBEACHUS 3aHATHH JIEKIUOHHOTO THIIA, 3aHATHHA
CEMHUHApPCKOTO THUMA, KypCOBOIO MPOEKTHPOBaHMS (BBIIOJHEHUS KYpCOBBIX paboT),
TPYNIIOBBIX U WHAWBUAYAIBHBIX KOHCYJIBTALMH, TEKYLIETO KOHTPOJISI M IPOMEXYTOUHON
aTTecTaluy.

Cron nmpenoaasarens (1 mrt.), cronsl (6 wrT.), cTynbs (18 mrt.), ctyn npenogasarens (1
mr.), nocka (1 mT.), crom xommbroTepHbrd (10 mT.), crymes (10 1mr.),
JIeMOHCTpauuoHHoe obOpynoBanue (kommnbiorep Intel G32603 3 GHz 3 M (10 mr.),
MOJIOTHO pyJioHHOE (1 MIT.)) M yueOHO-HAIIISTHBIC TTOCOOUSI.

OC Windows 8. License 65635986 Poaurtensckas mporpamma : OPEN
95640528ZZE1708. Iloanucka «Microsoft Imagine Premium». Jorosop Nel53-2016 ot
19.07.2016 r. Microsoft Office Standard 2013. License 65635986 Poaurenbckas
nporpamma: OPEN 95640528ZZE1708. DneKTpoHHBIM MEPUOAMYECKUN CIPaBOYHHUK
«Cucrema ['apant». [oroop Nel-214/2019 ot 27.12.2018 r. CmpaBouHasi mpaBoBas
cuctemMa  Koncynprantllmoc.  JJoroop  Ne2019 TC JICB 84  mnoctaBku U
compoBOXKIeHUs dK3eMIusipoB cucteM Koncymbrantllmoc ot 09.01.2019 1. Project
Expert 7 Holding loroBop Ne0048/111-06 ot 15.05.2019 Apxusarop 7-Zip (JIunensus
LGPL), pactpossiii rpaduueckuii penaktop GIMP (Jluuensuss GPL), nporpamma s
paboThl ¢ 3NMEKTPOHHON MouToi U rpynmamu HoBocted MozillaThinderbird (JIunensus
MPL/GPL/LGPL), oduchsiii naker npuioxenuii LibreOffice (Jlumensuss LGPL), Be6-
Opaysep MozillaFirefox (Jlumensus MPL/GPL/LGPL), memuanpowurpsiBatens VLC
(JInienzus GNU GPL).

AyIUTOPHUH JUIsl CAMOCTOSITEIEHOM pabOTHI CTY/IEHTOB
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ITomerienue aJist CaMOCTOATEIHLHON pabOTHI.

KomnbroTepHasi TexHHKa € BO3MOXHOCTBIO TMOJKIIOUeHUs K cetu "Hurtepuer" u
obecriedyeHneM JIOCTyNa B JIIEKTPOHHYI) HWH(OPMAIIMOHHO-00pa30BaTEeNbHYIO CpeLy
opraam3ammu (19 mr.), cromsr (17 mT.), KOMOBIOTEPHBIA CcTON 6-W MecTHBIN (3 mIT.),
CTynbsi ydeHwdeckue (34 mr.), crymbs m/m (18 miT.), CTeIUTaXu ¢ JUTEpaTypoH,
BupeoyBenmuntess Optelec Wide Screen (1 mit.).
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SuperNovaReaderMagnifier. OC Windows 7. Microsoft Office 2007 Suites.
DIIeKTPOHHBIA TTepHOIUIeCKUil cripaBouHuK «Cuctema ["apanT». CripaBodHas mpaBoBas
cucrema Koncynbrantllmoc. ApxuBatop 7-Zip, pacTpoBblii rpaduveckuil peaakTop
GIMP, mnporpamma s pabOThl € JIEKTPOHHOW MOYTOM W TpyNIaMH HOBOCTEH
MozillaThinderbird, odwucHslii maker mnpmmoxkenuit LibreOffice, Be6-Opayzep
MozillaFirefox , megumanpourpesatens VLC.

JTONMOJITHEHUS U U3MEHEHUS B PABOUEM ITPOT'PAMME

Howmep
WM3MEHEHUS

Howmep nucra Jara Jara Bcero IToanucek
W3MEHEHHOI | HOBOTO | U3BSATOr | BHECCHUS | BBEACHUS | JUCTOB B | OTBETCTBEHHOT
0 0 W3MEHEHHU | U3MEHEHU | IOKYMEHT | O 32 BHECEHHUE

s s e M3MEHEHU N
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Hpunoxenne 1

®OH/JI OIEHOYHDLIX CPEJICTB TEKYILIETO KOHTPOJISI
MPOMEXYTOYHOM ATTECTALIMM IO JUCIUATIJIVHE

B cootBercTBUM ¢ TpeboBanusmu OGI'OC BO u pexomenmanusmu OITOII
BO 1o wnanpasnenuto mnoarotoBku 23.05.01 «HazemHbie TpaHCIOPTHO-
TEXHOJIOTUYECKHUE CPEJICTBAY» JIJIsI IPOBEACHUS TEKYIIEr0 KOHTPOJS YCIIEBAEMOCTH
U TMPOMEKYTOUHOM aTTeCTallud AMCIUIUIMHBI pa3paboTaH «®DOHJ OIEHOYHBIX
cpencte  mo  aucuuiuiniHe  «OCHOBBI  JIETIOMPOU3BOJICTBA»,  SBIISIOIIUICS
HEOThEMJIEMOM  YacThl0  y4eOHO-METOJUYECKOr0  KOMIUIEKCAa  HaCTOSIIeH
JUCITUTUTUHBI.

OT10T GHOH/T BKITIOYAET:

a) macropT GOH/1a OIIECHOYHBIX CPEJCTB;

0) ¢oHa TEKYIIETOo KOHTPOJIS:

- KOMIUIEKThI BOIPOCOB I YCTHOTO OMNpOCa, MEepeyYeHb MPUMEPHBIX TEM
JTOKJIa/I0B U KPUTEPUU OLICHUBAHUS;

- KOMILIEKT BOIIPOCOB K ONPOCY (KOJUTOKBUYMY) U KPUTEPHH OLICHUBAHMUS,

- KOMIUIEKT TECTOBBIX 3aIaHUI U KPUTEPUU OIICHUBAHUS;

- KOMIUIEKT HWHIUBUIYAJIbHBIX JIOMAlllHUX 3aJaHUd U KpPUTEpUHU
OIICHUBAHUS;

- TEMBI 3CCE U KPUTEPUU OIICHUBAHUS.

@opMBI TEKYIIEro KOHTPOJS MpeAHa3HAYEHBbI ISl OICHUBAHUS YPOBHS
c(hOpMHPOBAHHOCTH KOMIIETEHITMN Ha OMPEJICICHHBIX dTarmax 00y4eHUs.

B) GOH MPOMEKYTOUHON aTTECTAIUU:

- BOIIPOCHI K 3a4€Ty U KPUTEPUH OIICHUBAHUS;

@OHJT OIICHOYHBIX CPEACTB SBISIETCS €IUHBIM IS Bcex Tnpoduien
MOJITOTOBKH.

B  ®oHzme  OIEHOYHBIX  CpEeACTB MO  auciuiiiHe  «OCHOBBI
JIETIOTIPOU3BOJICTBA» TPEJCTABICHBI OIEHOYHBIE CpPENCTBA CHOPMUPOBAHHOCTU
MPETYCMOTPEHHBIX pabouel mporpaMmmMon KOMIIETSHITH.

1. IacmopT poHJA OLIEHOYHBIX CPEJACTB MO JUCHHUIIMHE « OCHOBBI
AeJIONPOU3BO/ACTBA B TPAHCIIOPTHOM chepe»

DopmMa KOHTPOJIS \ OIIK-1 I1K-16 ICK-1.8

DopMbI TEKYLIET0 KOHTPOJIA

Omnpoc (KOJUIOKBUYM) + + +
TecTupoBaHue NMCbMEHHOE + +
BricTynuienne Ha ceMuHape + +
WuauBuyanbHble JOMAIIHUE 3a/1aHuUs (pacyeTHbIe + +

3aJlaHus)
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Occe \ + +
D opMBbI TPOMEKYTOYHOTO KOHTPOJIS
3auer ‘ +
O0BbeKThI KOHTPOJIA U 00bEKTHI OICHUBaAHUA
Homep B pesynbTare uzydeHus y4eOHON TUCIUIIIAHBL
/ 00yJaroImuecst TOJHKHBI
WHJIEK Conepxxanue
C KOMITCTCHIHH
KoMIie (um ee acTH) 3HATh YMmeTh Bnanetsb
TEHIIH
u
OIIK- | cnoco6nocTeio pemars| CBOM  mpaBa U | Opranu3oBarh Hasbikamu
1 3aJIa9M 00513aHHOCTH KaK | pprmosHeHne yOJIMYHOM peyn,
npodecCHOHATBHOM TPKIAHAH CBOCH | ¢ opypeTHOTO apryMeHTaIl}H,
TS TEIbHOCTH nal &P MOPYYCHHOTO BC/ICHUS
OCHOBE sTana padboTsl JTUCKyCCUU
WHPOPMAIIMOHHON U
oubmmorpaduyeckoit
KYJIbTYPBI c
NPUMCHEHHEM
MH(pOPMaIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH U C YyU4ETOM
OCHOBHBIX TpeOoBaHUI
HH(pOPMAITMOHHOM
0e30macHOCTH
IIK-16 |cmoco6HOCTBIO Ceon mpaBa ¥ | Opranu3oBaTh HaBbikamu
COCTaBJISITh 1uansL,| 00A3aHHOCTH KaK | pprmosHeHne myOJIMYHOM peyun,
nporpamMMel,  rpaduku| TPPRAAHUH CBOCH | ¢ opyyperroro apryMeHTalluH,
paboT, CMeThI, 3aKa3bl, CTParbl MOPYYEHHOTO BEJICHUS
3asBKH, WHCTPYKIUH W] aTamna padoThl THCKYCCUH
JIPYTYyI0  TEXHUYECKYIO
JOKYMEHTAITHIO
IICK-  |ciocoOHOCTBIO CBou npaBa u OpraHu3oBaTh HaBbikamu
18 pa3pabarbIBaTh 00513aHHOCTH KaK | BBIIIOJHEHHE yOIM4YHOM peun,
TEXHOJIOTUYECKYIO TpaKJIaHUH CBOCH | KOHKPETHOTO apryMeHTalluH,
JOKYMEHTAITUIO JUTsA| CTPaHbI MOPYYEHHOTO BEJICHUS
IPOU3BO/ICTBA, sTamna padoThI THCKYCCUH
MOJICpHHU3AIUH,
IKCILTyaTaIuH,
TEXHUYIECKOTO
o0CTyKUBaHUS u
pPEMOHTa aBTOMOOWIECH 1
TPAKTOPOB
CocTaB ()OH/I0B OLIEHOYHBIX CPEJCTB MO0 (hopMaM KOHTPOJIS:
DopmMa KOHTPOJIA Hanosinenue o
TEKYIIUH KOHTPOJIb

BrIcTyruieHne Ha ceMHHape

‘ KoM1uiexTel BonpocoB Jijisl YCTHOTO omnpoca ‘
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[lepeyeHb MPUMEPHBIX TEM JOKJIAIOB 1
Kpurepuu onenku 10

Onpoc (KOJUIOKBUYM) [lepeueHb BOpOCOB, BHIHOCUMBIX Ha OIIPOC 10
(KOJITOKBUYM) 30
KPUTEPHUU OIICHKU

TectupoBaHye MUCHMEHHOE KomruiekTsl TecToB 10
KPUTEPUH OIICHKH 20

WuauBuayanbHBIE TOMAITHAE 3ananus, 00s3aTENbHBIC IS BHIIOJTHEHUS

3aanus (pacueTHBIC 3a/1aHMUS ) JlonoTHUTEIbHBIC 3aJaHUS 2,5
KPUTEPUH OLICHKH 10

Occe KoMIuiekT npuMepHbIX TeM 3cce 5)
KPUTEPHUHU OIICHKH 10

INPOMEXKYTOYHASA ATTECTALIUSA

3auer Bomnpocs! k 3auety 1

KPUTEPHUHU OIICHKH 30

Pacnpenesienue 02/10B B COOTBETCTBUHM € 0AJLTIbLHO-PEUTHHIOBOM
CUCTEMOH M0 (popMaM TeKyLIEro KOHTPOJIS
Jlna ounoii popmul 06yuenus (na o0un cemecmp)

PopMa OLIEHOYHOTO CPEACTBA Konnuectso MakcumanbHbIN Wtoro 6annos
pabor (B 6amn 3a 1 pabdoty
CEMECTpE)
Oos3areabHbIe
BricTynnenns Ha MpaKkTHYECKOM 10 1 10
3aHITHH (OTPOC)
KoHTponpHOE TecTupoBaHue 2 10 20
KoHTposib camocTosTeNnsHON paboThI 3 10 30
- 0Npoc (KOJJIOKBUYM)
WunuBryanbHBIE JOMANTHIE 4 25 10
3a1aHus (TPOEKT)
Hroro - - 70,0
JlomoJHMTENbLHBIE

Brictymuienune ¢ pedeparom,
JIOKJIaZI0M, COIIPOBOXK/IAI0IIIEECs 2 5 10
MYJIBTUMENNINHON Npe3eHTauen

I[OHOJ]HI/ITC.HBHBIC WHIAWBUAYAJIbHBIC

4 25 10
JIOMAIllHUE 3a1aHNs
Dcce 2 5 10
Hroro 30,0

2. Ilnan-rpaguk npoBeAeHNs] KOHTPOJIbHO-OLEHOYHBIX MEPONIPUATHI HA

BeCh CPOK U3yYeHUs AMCUHUILIMHBI « OCHOBHI A€/I0NPOU3BOACTBA »
J1s cTyaeHTOB 04HOH GOpMBbI 00yUeHHS
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Cpok HasBanue onenounoro | dopmMa o1ieHOYHOTO O0BeKT
MEpONPUSITHS cpelcTBa KOHTPOJIA

Cemunap 1 Tekyimuii KOHTPOJIb BricTymiienue na OIIK-1, IIK-16, IICK-
CEMUHape 1.8

Cemunap 2 Tekymuii KOHTPOJIb BricTymiienue Ha OIIK-1, IIK-16, IICK-
CEMUHape 1.8

Cemunap 3 Tekyimuii KOHTPOJIb BricTymiienue na OIIK-1, IIK-16, IICK-
CEMUHape 1.8

Cemunap 4 Tekyimuii KOHTPOJIb BricTymiienue na OIIK-1, IIK-16, IICK-
CEMUHape 1.8

3ayer [IpomexxyTouHas Bomnpocs! k 3auery | OIIK-1, I[IK-16, ITCK-
aTTeCcTaIus 1.8

O EHOYHBIE CPEJICTBA TEKYHIEI'O KOHTPOJISA
YCIHEBAEMOCTH, MIPOMEXXYTOUYHOM ATTECTALIUM,
NCITOJIB3YEMBIE B INCHUIIIMHE «OCHOBBI Ae/IONPOU3BOACTBA»

1. @opmol meKyuiezo KOHMPONA 0C60EHUA KOMNEM eHUUIL

Texymass  arrecraumst  CTYA€HTOB 1Mo  AWcCHMIUIMHE  «OCHOBBI
JIEJIONPOU3BOACTBA» MPOBOAUTCS B COOTBETCTBUM C YCTaBOM aKaJIEMHH,
JIOKaJTbHBIMHU TJOKYMEHTAMH aKaJIEMHUH U ABIIAETCS 0053aTEIbHOM.

JlanHasi aTTecTanys MPOBOAUTCSA B (pOpME KOHTPOJIBHBIX MEPONPUATHN TIO
OLICHMBAHUIO (DAKTUYECKUX PE3YyJbTATOB OOYUEHHS CTYAEHTOB U OCYILECTBISACTCA
BEIyIIUM IpernojaBareneM. TeKyluid KOHTPOJIb MPOBOJUTCS C LENbI0 OUEHKH U
3aKpEIUICHUs TOJIYYEHHBIX 3HAHUN U YMEHHi, a Takke 0OecreyeHus: MeXaHu3Ma
(GbopMHpOBaHUS KOJMYECTBA OAJJIOB, HEOOXOOUMBIX CTYACHTY M JOMyCKa K
3aueTy. OleHKa HOCUT KOMIUIEKCHBIA XapakTep M YYWUTHIBAET JTOCTHXKCHHS
CTYJIEHTa 10 OCHOBHBIM KOMIIOHEHTaM Y4€0OHOro IMpoliecca 3a TeKYIIUd NEepPHOJI.
OneHuBaHNE OCYIIECTBIISECTCS C BHICTABJIEHUEM OAJLIOB.

@opMBl  TEKYHIETO  KOHTPOJSI W KPUTEPUHM  HUX  OICHUBAHHS
muddepeHrpoBaHbl MO BUAAM paboOT - 0o0s3aTesibHble W AOMOJHUTENbHbIE. K
00s3aTeNbHBIM OTHECEHBbI (HOPMBI KOHTPOJISL, MpeanoJiararoimme (GpopMupoBaHue
POXOJHOrOo Oajia Ha 3a4€T B COOTBETCTBUHU C MPUHATON OaUIbHO-PEHTHUHIOBOU
cucteMol mo aucuuiuinHe. K [OMOJHUTENBHBIM OTHECEHBI (DOPMBI KOHTPOJIS,
npeanojarammme (opMUpoBaHUE NPEMHAIBHBIX OalloB CTyAE€HTa, a TaKXkKe
OayIsI0B, HEOOXOAUMBIX NJisi (OPMHUPOBAHUS MUHHUMYyMa JJis JOIMYCKa K 3a4eTy B
TOM CJly4dae, €clid OHU He HaOpaHbI 0 00s3aTeILHBIM BHIaM paloT.

K obs3amenvHuviv hopmam TEKyero KOHTPOJISI OTHECEHBI:

- BBICTYIUICHHE Ha CEMHUHAPE;

- onpocC (KOJUTOKBUYM);

- TECTUPOBAHUE TUCHMEHHOE;

- MHAVBUAYATbHBIC TOMAITHHAE 3aJaHusl.

K oononnumenvhviv popmam TEKyIIEro KOHTPOJISE OTHECEHBI:

- JOITOJIHUTCJIbHBIC I/IHI[I/IBI/I)IyaJ'IBHBIC JOMAIITHUC 3adaHUA,
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- 3CCC
- JOIIOJIHUTCIIbHOC BBICTYIVICHUC HAa CCMHUHAPC.

1.1. BeicTymjieHHe Ha ceMUHape

1.1.1. IlosicHUuTeIbHAS 3aIIHCKA

BricTymienue Ha cemuHape siBisieTcss GopMOi KOHTPOJIS AJist OLEHKU YPOBHSA
OCBOCHHMSI ~ KOMIIETEHIMH, TPUMEHAEMOW HA  CEMUHApPCKUX  3aHATHUSAX,
OpPraHM30BAaHHBIX B TPAJAUIIMOHHOU opMme o0yueHHs. BricTyreHne Ha ceMuHape
MOJKET TMPOBOJUTHCS C HCIOJIB30BaHHEM (OpPM YCTHOTO OMpoca, OOCYKICHUS
JIOKJIaJIOB, 3CCE€, BBIMOJIHEHHBIX WHANBUAYAIbHBIX 33JaHUA W MPOOJIEMHBIX
BOMNPOCOB. BrICTyIIeHHEe Ha ceMHHAape, TaKUM 00pa3oM, BKIIIOYAET 00A3aTENbHYIO
JUISl BCEX CTYAEHTOB OLIEHKY TEKYILIEro KOHTPOJIS 3HAaHUM B BHJI€ YCTHOI'O OIPOCa,
a TaKXkKe BBICTYIUICHHME CTYACHTOB IO MPOOJEMHBIM BONPOCAM OpraHU3ALMH
(rHaHCOBBIX OTHOLIEHUI. BTOpas yacte sBisieTcss HE 00s13aTENbHON U PELIEHUE O
MOJATOTOBKE JOKJIaJa WM HpOOJIEMHOro BoIpoca Jjisi OOCYXAEHHUS CTYIEHTOM
MPUHUMAETCS CAMOCTOSATEIBHO.

Takum o0Opa3om, (GOHJ OILICHOYHBIX CPEACTB MO JaHHOW (dopMe KOHTPOJIsS
BKJIFOYAET B ce0s 2 AIIEMEHTA:

- BOIIPOCHI JJIsl YCTHOT'O OIpOca U KPUTEPUU OLIEHKU OTBETOB;

- IPUMEPHBIE TEMBI JI0KJIaJIOB U KPUTEPUU OLEHKH BBICTYTUICHHUS.

OObexTaMu AaHHOW (OpMBI KOHTpOJIA BbICTynaroT komnereHuuu: OIIK-1,
ITIK-16, IICK-1.8. O0bekTamMu OIICHUBAHUS SIBJISIOTCS

OIIK-1-cnocoOHOCTHIO pemaTh 3a/1aund TPoQecCuoHaIbHON IeSITEILHOCTH Ha
OCHOBE MH(POPMALMOHHON M OuOIMOrpapuyecKkoll KylbTyphl C NPUMEHEHHEM
MH()OPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM OCHOBHBIX
TpebdoBaHu HHGOPMAITMOHHON OE30MTaCHOCTH.

[TK-16-ciocOOHOCTBIO COCTABNSATH TUTAHBI, TPOTPAMMBI, Tpapuku padoT,
CMETBI, 3aKa3bl, 3aIBKHA, MHCTPYKIUU U IPYTYIO0 TEXHUUYECKYIO JOKYMEHTALIHIO.

[1CK-1.8 - cnocoOHOCTBIO pa3pabaThIiBaTh TEXHOIOTHUECKYIO TOKYMEHTAIIUIO
JUTSl IPOM3BOJICTBA, MOJACPHU3AINH, IKCIUTyaTallu1, TEXHUYECKOr0 00CITy>KUBaHUS
Y PEMOHTa aBTOMOOMJIEH U TPAKTOPOB.

1.1.2. Bonipochl K CEMUHAPCKUM 3aHATHAM

Bormpocsl pa3zieneHbl Ha 4YaCTH, COOTBETCTBYIOUIUE KOJIUYECTBY CEMHUHApPOB,
POBOJUMBIX B (hopme ycTHOro ormpoca. Bompocbl K ceMuHapam BKJIHOYArOT
OLICHKY 3aKpeIJICHUs MaTepuana, MpOWIEHHOIO Ha JIEKLHUSX, a TakKe BOIPOCHI,
HaIlpaBJICHHbIC HA BBISIBJICHHE YPOBHS MOHUMAHUS CTYACHTOM CYTH (DMHAHCOBBIX
OTHOLIIEHUM.

Yacrs 1.

Bonpocwer na npoeepky 3nanutl
1. CoBpeMeHHbIe OpraHu3alMOHHbIE (POPMBI CITYKOBI 1€T0NMPOU3BOICTBA
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2. llonatue noxymeHTa, TOKyMEHTOO000pOTa
3. Llenu BHEIPEHUS AIEKTPOHHOTO JOKYMEHTO000pOTa

Bonpocwel na npoeepky nonumanus

1.JTokymMeHT B UH(OPMAIIMOHHOW CUCTEME

2. IlpenMy1iecTBa BHEPEHUS CUCTEMBI DJIEKTPOHHOTO TOKYMEHTO000pOTa

3. CucreMbl aBTOMATH3AIUH JI€JIONPOU3BO/ICTBA

4. Knaccudukanus cOBpeMEHHBIX HOCUTENEH nH(OpMaLuu

5. Bunasl 1 opMbI Oprann3alioOHHO-PaCcTIOPSIIUTENBHBIX TOKYMEHTOB

Yacrs 2.

Bonpocvl na nposepky suanuii

1. MHCTpyKuMs 1O J€JIONPOU3BOJACTBY - OCHOBHOM HOPMATHMBHBIA akT
OpraHu3alyy JeJI0POU3BOACTBA

2. KanpoBoe obecrnieueHne 1eI0mpOnu3BOIUTEIBHBIX CITYXKO

3. JlenoBoe MUCHMO U TIPABHJIA €70 COCTABICHUS U OPOPMIICHUS

4. Tlonatue, TepMUHBI U HOpMaTHBHAs 0a3a JEIOMPOU3BOACTBA

Bonpocwl na npoeepky nonumanus

1. CpoiicTBa ¥ PyHKIIMU JOKYMEHTA

2. PacniopsiAuTeNnbHBIE JOKYMEHTHI

3. JlenmoBoii SI3BIK B ICIIOMPOU3BOJICTBE

4. CocraB nokymenToB npeanpusatus AIIK

Yacrs 3.

Bonpocwl na nposepky suanuii

1. OcobeHHOCTH MEeYaTHBIX TEKCTOB CIYKEOHBIX TOKYMEHTOB

2. IloHATHE ¥ UCTOPUUYECKUN XapaKTep CIIOCOOOB TOKYMEHTUPOBAHHUS

3. [lopsimox nBM>KEHUSI JOKYMEHTOB

4. ®yHKUMH U KITacCUPUKALNS TOKYMEHTOB

Bonpocuvl na nposepxy nonumanus

1. MecTo 1OKyMEHTa B CUCTEME 3HAHUA

2. Oco0GeHHOCTH pabOTHI C OTACTHLHBIMU TPYIIaMH JOKYMEHTOB

3. [lpuka3pl MO JUYHOMY COCTaBy, OCOOEHHOCTM UWX COCTaBJICHHS W
odopmIIeHUS

4. Opranu3zanusi CIy>0bI 1eJI0Npou3BoicTBa Ha ipeanpusaTusx AITK

1.1.3. IlpumepHbIe TeMbI J0KJIA/I0B

BricTymuienue ¢ JOKIa0M Ha CEMUHAPE SBIISIETCS JOTMOJIHUTENbHBIM BUIOM
pabot s (HOpMUPOBAHMS TOBBIIIEHHOTO YPOBHS OCBOCHMSI KOMIIETEHUMU U
MpEAnojaraeT CaMOCTOSATENbHbIA MOJ00p CTYAEHTOM TEMbI I JIOKJIaja Io
COrJIaCOBaHUIO C TIpernojaBaresieM, JU00 BHIOOP U3 MPEMJIOKEHHBIX TEM.
BoicTymiieHne ¢ JOKJIaJA0M MOKET OCYUIECTBISTHCA C NPUMEHEHUEM Wi 0e3
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PUMEHEHUS TPE3EHTAalN. PernaMeHT BbICTYIUIEHUS — 5-7 MHUHYT.
TeMbl 10KJI12/10B
1.0co0eHHOCTH TMCEMEHHOTO JIEJI0BOTO OOIICHHMS.
2.TOCT P 6.30 - 2003 u ero 0cOOEHHOCTH.
3.CucTeMbl TOKYMEHTOB.
4.0Opraau3alMiOHHO-TIPABOBBIE TOKYMEHTHI.
5.PacniopsiauTeNnbHbIE TOKYMEHTHI.
6.HpopMallMOHHO-CIIPaBOYHBIE IOKYMEHTHI.
7.PexBu3uThl oKyMeHTOB. O0s3aTenbHbIE U (haKyIbTaTUBHBIC.
8.PexBU3UTHI JaTa, MOANUCH B POCCUMCKOM H 3apy0eKHOM
JIOKYMEHTOBEICHUMU.
9. DTUKETHBIEC ACHIEKTHI JEJIOBOTO MUChMA.
10.2KaHpsI MMCEMEHHOTO JIEJIOBOTO OOIICHMSI.
11. 3aroi0BOK M Ha3BaHKUE BUJA JOKYMEHTA.
12.ConpoBOUTENBHOE MUCHMO K JOKYMEHTAM.
13.HupkynspHble NUCbMA.
14 IIpuka3sl.
15.1TucbmMo-nIOATBEPIKICHUE.
16.Teneponorpamma.
17.bnanku.
18.Tpadapetsl, popMyIIsIpbl, 11a0TOHBI.
19. [IpeTreH3noHHas MEPENUCKA.
20. Kommepuecknit 3ampoc.

1.1.4. Kpurepnu oueHUBaHUs
OueHka 3a TEKyIlyl0 padoTy Ha CEMHHApCKUX 3aHATHSIX, MPOBOJAUMYIO B
dbopMe yCTHOTrO Oompoca 3HaHUM CTYJIEHTOB, OCYILIECTBISIETCS B COOTBETCTBUHU C
OAJITbHO-PEUTUHTOBOM cucTeMoil. OLieHMBaHUE OTBETA CTYJIEHTAa MPOU3BOAUTCS
O CJICAYIONICH 1IKaje OaioB:

Kpurepuii oueHku oo

JleMOHCTpHUpYeT TIOJIHOE TIIOHMMaHUE IIOCTaBJIEHHOTO Bompoca. Jlaer momHbIM 1,0
pa3BepHYTHII OTBET Ha OCHOBHOHM Bompoc. JlaeT mnormdecku OOOCHOBAaHHBIN W
IIPABWIbHBIN OTBET HA JONOJHUTEIBHBIN BOIIPOC

JlaeT m0CTAaTOYHO TMOJHBIM OTBET, C HAPYIICHUEM IOCIEAOBATEIILHOCTH W3JIOXKEHUSI. 0,5
OTBeyaeT Ha JOMOJHUTENBHBIN BOIPOC, HO 000CHOBATH HE MOKET.

JlaeT HemoJIHBI OTBET HAa OCHOBHOW Bompoc. He maer orBera Ha HOMOJIHUTEIBHBIN 0,2
BOIIPOC.

Her oTBera 0

BricTyniieHne CTyAaeHTa C  JOKJIAAO0M MPEANOJaraeT 3HAYUTEIbHYIO
CaMOCTOSITEJIbHYI0O pabOTy CTYyJIEHTa, MO3TOMY OILICHHBAETCS IO TOBBIIMICHHOM
mkane OamnoB. B OalnbHO-pEHTUHIOBOM CHUCTEME BBICTYIUICHHE C JIOKJIAJIOM
OTHOCHUTCSl K JIONOJHUTEIbHBIM BujaM pabdot. Illkama muddepennupoBana mo
pany kputepueB. OOmMI pe3yabTaT CKJIAIbIBaeTCs Kak cymMma OalljioB MO
MPECTaBICHHBIM KpUTEepUsiM. MakcUMalIbHBIN 0asll 32 BBHICTYILJICHHE C JIOKJIAIOM
— 5 6anos.
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Kpurepuii ouenkn bana

AKTYaJIbHOCTh TEMBI 0,5
ITomHOE packpeITHE MPOOIEMBI 0,5
Hanuune coOCTBEHHOM TOYKHU 3peHUs 1,0
Hanuuue npe3enTanuu 2,0
Hanaue oTBeTOB Ha BOIIPOCHI AYANTOPHH 0,5
JIOTHYHOCTH ¥ MOCJIEIOBATEILHOCTD U3JI0KEHUS 0,3
OTtcyTcTBHE ONMOOYHBIX MITH MPOTHBOPEUUBBIX MTOJIOKEHUI 0,2
Hroro 5

1.2. Onpoc (KOJJIOKBHYM)

1.2.1. IlosicHUTeIbHAS 3aIIUCKA

Onpoc (kOJUTOKBUYM) 1O JauCHUILIMHE «OCHOBBI JICJIONPOM3BOJICTBAY
UCIIOJIb3YETCs B KaueCcTBE (POPMBI KOHTPOJIS JUIsl IPOBEICHUSI KOHTPOJIBHON TOYKH.
KomnokBuyMm mpeamnoniaraeT MNpOBEECHUE «MHHHU-IK3aMEHa» I10 pe3yJbTaTaM
U3Y4YCHUS paszelia JUCIUTUIHBIL.

OObexTaMu J1TaHHOM (opMbI KOHTpoJisi BhicTynatoT kommereHiuun OIIK-1,
ITK-16, IICK-1.8. O0bekTaMu OIICHUBAHUS SIBJISTFOTCS:

OIIK-1-criocoGHOCTBIO pemaTh 3a7a4uu Tpo(ecCHoHaIbHOM NeATeIbHOCTH Ha
OCHOBE HMH(POPMALMOHHON Hu OubIMorpaduyeckor KylabTyphl C MNPUMEHEHHEM
WH()OPMAITMOHHO-KOMMYHUKAIITMOHHBIX TEXHOJOTUA M C Y4YETOM OCHOBHBIX
TpebOoBaHMI HH(POPMAIIMOHHOM 0€30MMaCHOCTH.

[1K-16-ciocOOHOCTBIO COCTABJISITH IUIAHBI, TPOrPaMMbl, Tpapuku padoT,
CMETBI, 3aKa3bl, 3aBKU, UHCTPYKIIUHU U JIPYTYIO0 TEXHUYECKYIO TOKYMEHTAIIHIO.

[1CK-1.8 - cnoco6HOCThIO pa3padaThiBaTh TEXHOJIOTHYECKYIO TOKYMEHTAIUIO
JUTSI TIPOM3BOJICTBA, MOJICPHU3AIINH, SKCILTyaTallii, TEXHUYECKOTO 00CITyKUBaHUS
Y PEMOHTa aBTOMOOWIICH U TPAKTOPOB.

1.2.2. [lepeyeHb BONPOCOB, BBIHOCHUMBIX HA ONPOC
Omnpoc 1.

Hcropust oTeuecTBEHHOTO ACIONPOU3BOICTBA
CnocoObl yHH(HUKAITUHA TEKCTOB JOKYMEHTOB
Knaccudukanus 10KkyMeHTOB

Howmenknarypa nen

Perucrpauus 1OKyMeHTOB

Yro Takoe PeKBU3UT JOKyMEHTA?

Kakue pekBH3UTBI OTHOCSTCS K IOPHIUUCCKH 3HAUNMBIM?
JlaiiTe onpesiesicHUE POTOKOJIA

©WooNoO kWD R

B kako#i cpok 10KHA MTPOU3BOAUTELCS 00paboTKa JOKYMEHTOB | Iepeiada ux
HCTIOJTHUTESAM?

10. CoctaB ocHOBHBIX TOKyMeHTOB npeanpusitus AITK

11. Bunasl 61aHKa JOKyMEHTA B TPEOOBAHUS K HUM

12. ®dopmatel Oymaru u pa3Mepsl Mojei
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13. CocraB peKBU3UTOB JOKYMEHTOB

14. TpeOGoBaHUS K U3TOTOBJICHUIO TOKYMEHTOB

15. Pa3paboTka opraHu3allMOHHBIX JOKYMEHTOB

Omnpoc 2.

Kpatkas uctopusi CTaHOBICHHS 1€J0MPOU3BOIcTBa B Poccun
Opranu3zaimoHabie GOpMbI pabOTHI C JOKYMEHTaAMH
HopMmatuBHO-MeToAMuecKas 6a3a AeI0Npon3BOICTBA
OyHKIUN IOKYMEHTOB

Bunbl 6;1aHKOB 1 TpeOOBaHMS K HUM

®opMatbl Oymaru v pa3mepsl HoJien

OcHoBHBIE MpaBUJIa COCTABICHUS U OPOPMIICHUS PEKBU3UTOB JOKYMEHTOB
CocTaB OpraHu3alMOHHBIX JOKYMEHTOB

©ooNOOEWNER

[lITaTHOE pacnrcanue

[HEN
o

CocTaB pacnopsiAuTENbHBIX TOKYMEHTOB

[HEN
=

Cocrasnenue u opopmiIeHUE PACIOPSIAUTEIBHBIX JOKYMEHTOB

[HEN
N

CoctaB nH()OPMaLIMOHHO-CIIPABOYHBIX TOKYMEHTOB
CocTaB KaJIJpoBOW IOKYMEHTAIIUA
[ToHsTHE M BUBI CITYKEOHBIX MHUCEM

e el
o b~ w

Buabl 1okyMeHTOB 10 paboTe C TpaKJaHaMU

1.2.3. Kpurepnu oneHUBaHUs

PesynbTaThl  MpOBENEHUS ~ KOHTPOJIBHOM  TOYKM  OTpaxarTcs B
MPOMEXKYTOUHONH BeaoMocTu. Onpoc (KOJJIOKBUYM) SBJISIETCA OJHUM U3
00sI3aTeNIbHBIX ATanoB (OPMUPOBAHUSI ATTECTAIMOHHOTO MHUHUMyMa IS
MOJYyYeHUs] JOMycKa K 3auery. MakcHMallbHO€ KOJIMYECTBO 0aioB, KOTOpPOE
MOXET HaOpaTh CTYAEHT B pe3yJibTaTe KaxJoro JTamna MPOMEXYyTOUHOU
arrectaimu — 10 6ayoB. OlleHKAa OTBETa CTYJIEHTa CKJIAJbIBACTCS KaK CpeiHee
3HAQYCHUE TIPU OTBETE Ha BOIMPOCHI MpENojaBaTeisi, KaKIbIH U3 KOTOPBIX
OIICHUBAETCS O CJICAYIONICH IIKae:

PesyabTar bana

JleMOHCTpHpYyET NOJHOE MOHUMAaHKUE MOCTABJIEHHOIO BOIIPOCA, JJOTUYHO U 10
IIOCJIEIOBATEILHO OTBEYAET Ha BOIIPOC. JlaeT pa3BEPHYTHIN OTBET C
IIPAaKTHYECKUMU IPUMEPAMHU

JlaeT MOMHBIN U TOrMYeCKU MPAaBUIIbHBIN OTBET Ha BOIPOC, HO C(hOPMYIMPOBATH 8
IIPUMEPHI [0 pACCMATPUBAEMOMY BOIIPOCY HE MOKET

JleMoHCTpHpyeT YaCTHYHOE IOHUMaHKUEe CYTH BOIIPOCa, CIIOCOOEH 6
0XapaKTepU30BaTh CYyTh (PUHAHCOBOTO SIBJICHUS.

Crioco6eH copMynupoBaTh ONpeaesieH!s] TEPMUHOB, IPUBECTH KJIACCH(PUKALIUIO, 5

MNEPCUUCIIUTD q)OpMI)I, MCTOJBI U T.I1., HO HC MOXKET JaTh UX XapPaKTCPUCTUKY

JleMOHCTpHpyeT HETOHMMaHUe BOIPOCA, OTBEYAET C HAIMYHEM I'pyObIX omnOOK B | Menee 5
OTBETE JIMOO HE OTBEYAET Ha BOIPOCHI

1.3. TecTupoBaHHe NUCbMEHHOE

1.3.1. IlosicHuTEABbHAA 3AIIUCKA
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TectupoBanne kak popmMa MUCEMEHHOTO KOHTPOJS MO3BOJISIET AAaTh OICHKY
3HAHMSIM U HaBbIKAM CTYJEHTOB B YCIIOBHUSX OTCYTCTBHS IOMOIIM CO CTOPOHBI
npenojasaresns. TecTupoBaHUE MPEANOJIAraeT HUCIOJIb30BAHUE PA3IMYHBIX BUIOB
TECTOB: 3aKPBITBIA TECT (MHOXXECTBEHHBIH BBIOOP), OTKPBITBHIA TECT (KpaTKU
OTBET), TECT HAa BBHIOOP BEPHO/HEBEPHO, TECT HA COOTBETCTBHE. Vcmoip3oBaHHe
pa3IMYHBIX BUJOB TECTOB IMO3BOJISIET OLEHUTH YPOBEHb BJIAJCHHS CTYIEHTOB
TEOPETUYECKUM MaTEpUAIIOM, a TAK)KE YMEHUE JIeJIaTh JOTUYECKUE BBIBOBI.

Ob6bekramu AaHHON (QOpMBI KOHTposs BbicTynaioT kommerenuuu: OIIK-1,
IIK-16, IICK-1.8. O0bekTaMu OIICHUBAHUS SBISIOTCS:

OIIK-1-criocoGHOCTRIO pemaTh 3aaun Ipo(hecCHOHATBLHON NeATeIbHOCTH Ha
OCHOBE HMH(POPMAIIMOHHON M OuOIMOrpa@uueckoi KyJIbTypbl C NPUMEHEHHEM
UH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTMA © C YYE€TOM OCHOBHBIX
TpeboBaHuil HHGOPMAITMOHHON OE30MTaCHOCTH.

[TK-16-criocoOHOCTBIO COCTaBIATH IUTAHBI, MPOTpaMMbl, Tpaduku padoT,
CMETBI, 3aKa3bl, 3aIBKU, UHCTPYKIIUHU U IPYTYI0 TEXHUYECKYIO TOKYMEHTALIHIO.

[1CK-1.8 - cnocoOHOCTBIO pa3pabaThIiBaTh TEXHOIOTHUECKYIO IOKYMEHTAIIUIO
JUISl IPOM3BOJICTBA, MOJICPHU3AIINY, SKCIUTyaTallui, TEXHUYECKOr0 00CITy>KUBaHUS
Y PEMOHTa aBTOMOOWJIEN U TPAKTOPOB.

1.3.2. ba3za TecroB

OuneHka OCBOEHUSI KOMIIETEHUMH C TOMOIIbIO TECTOB HCIIOIb3YETCS B
yueOHOM mpouecce 1Mo AucHuIuinHe «OCHOBBI  JEJIONPOU3BOACTBA»  Kak
KOHTPOJIBHBIN Cpe3 3HaHUU JIBa pa3a B MEPBOM YUYE€OHOM CEMECTpPE U JiBa pa3a BO

BTOpOM. TecTupoBaHue, Kak MpaBuiIo, MPOBOJUTCA B dJIEKTPOHHOU (popme.
ba3a tectoB 1 cemecTpa

TecroBble 3amanusa Kk Teme 1.1 JlokymeHTanuoHHOe o0ecneveHune
NpeanpusiTus U OPraHu3auni

Tecm Nel.

Kaxoe u3z smux onpedenenuii 0okymenma a611emcs He 8ePHbLM.

1) JlokyMeHT - MaTepuanbHBI 00BEKT ¢ WH(pOpMAIMEH, 3aKpPETUICHHON
CO3/IaHHBIM YEJIOBEKOM CII0COOOM JUIsl €€ Mepeiadl BO BpEMEHH U MTPOCTPAHCTBE;

2) JIokyMeHT - 3auKCHUpOBaHHAas Ha MaTEpPUATILHOM HOCHUTENE HHPOpMaLUs
C PEKBU3HUTAMM, MO3BOJISIOIIUMHU €€ UIECHTU(PUIIMPOBATS;

3) JokyMeHT - MarepualbHbIi OOBEKT YNpPaBIEHHUS, KOTOPBIM IMO3BOJSET
NpUHUMATh  HAYyYHO-OOOCHOBAHHBbIE  pEIIeHHUs ¢ 1enblo  3(PHEKTUBHOTO
(GyHKUMOHUPOBAHUS IPOU3BOJICTBA.

Tecm No2.

Bnanku xasxcoozo euoa 0oKymeHma mMo2ym u3eomasiueamsCsl:

1) ¢ mpooJIbHBIM PACMONOKEHUEM PEKBU3UTOB;

2) C YIJIOBBIM PACHOJIOKEHUEM PEKBU3UTOB;

3) ¢ POAOJILHO-YTJIOBBIM PACIIOI0KEHUEM PEKBU3UTOB.

TecroBble 3amanusi kK TemMe 1.2 CocraB pPeKBU3UTOB [I0KYMEHTOB H
TpeOoBaHUA K UX 0QPOPMJICHHUIO
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Tecm Nel.

Pexsusum  «pecucmpayuonnviti  uHOeKC  OOKYMEHMA»  COCMOUm U3
Ce0YIOWUX COCMABHBIX YaACEl:

1) w3 HoMmepa Jena TO HOMEHKIAType, MWHJAEKCa CTPYKTYpPHOTO
nojApasjeiacHus u TeleoHa CoTpyaHHUKA, TOATOTOBUBIIETO TOKYMEHT;

2) w3 WHACKCAa CTPYKTYpHOrO TOJApa3jeiieHus, HoMepa Jelia IIo
HOMEHKJIaType, B KOTOpPO€ dTa KOIMHS MOJIIMBACTCS, IOPSJAKOBOIO HOMEpa
UCXOJISAIIETO JOKYMEHTA.

Tecm Ne2.

Pexsusum «ccoiika Ha umoekc u oamy 6x005uje20  OOKYMEHmay
NPOCMABIISLEMCAL. ..

= Ha OJaHKaXx JUIS IIHCEM;

. Ha BCEX JIOKYMEHTAaX MPEAIPHUSITHA.

TecroBble 3aganmss k Teme 1.3 OpraHusanmsi JTOKYMEHT0000pOTa,
CHCTEMATHU3AIUSA U XPaHeHHe TOKYMEHTOB

Tecm Nel.

1100 0okymenmoobopomom nonumaemcs...

1)  JBWKEHHUE JIOKYMEHTOB B OPraHM3allid C MOMEHTA UX CO3JaHUS WIN
MOJIYYECHHUS JI0 3aBEPIICHUS UCIIOJTHEHUS WIIA OTIPABIICHHUS;

2)  JIBWKCHHUE JIOKYMEHTOB B OpPraHM3allMyd C MOMEHTA MX TOJTY4YCHUS WIN
CO37aHMS 10 YHUUTOKCHUS UX B apXUBE.

Tecm No2.

Jloxymenmonomoxamu opeanu3ayuu A8IsI0mcs:

1)  BXOASAIINME U UCXOMSIINE JOKYMCHTHI;

2)  BXOJMIIHME, UCXOISIINE U BHYTPCHHHUE JOKYMEHTHI.

TecroBble 3aganusi K Teme 2.4 OpraHu3anuoOHHbICE JOKYMEHTBI
NnpeInpusaATHs U 0COOEHHOCTH X O0opMiIeHHs

Tecm Nel.

Kaxue uz nepeyucnennvix 00KymeHmos e A61A0Mcs OPSAHU3AYUOHHBIMU?

1) ycras;

2) NOMKHOCTHASI UHCTPYKIIUS;

3) MOCTAHOBIICHHUE;

4) npaBuna.

Tecm No2.

Kaxoti pexsuzum ne 6xooum 6 cocmas opeanu3ayuoHHbIX OOKYMEHMO8?

1) HanMEeHOBaHME OPTaHU3AIUH - ABTOP JOKYMEHTA,

2) anpecar;

3) Ha3BaHUE BUA JTOKYMEHTA;

4) TeKcT;

5) MecTo cocTaBJIEHUsI JOKYMEHTA;

6) nara.

TecToBble 3a1aHud K Teme 2.5 Pacniopsiiure/ibHbIe JOKYMEHTBI
NpeInpuATHS U NPaBUJIa ux opopmjaeHust

Tecm Nel.

Kakoti 0ookymenm ne aensemcs pacnopsoumenvHovim?
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1) npukas;

2) yka3zaHue;

3) pacnopsiKeHHeE;

® TIPOTOKOII;

® [I0CTaHOBJICHHE.

Tecm No2.

Karxoii pexsuzum ne 6xooum 6 cocmas pacnopsoumenbHuvlx OOKYMeHmMos?

1) HanMeHOBaHKE OpPraHU3aUU-aBTOPA JOKYMEHTA;

2) rpud yTBEPKIAECHUS;

3) noamnuce;

4) nara;

5) MecTo cocTaBlieHUs TOKYMEHTA;

6) 3aroJIOBOK K TEKCTY.

TecroBble 3amanusa Kk Teme 2.6 WHpopManmoHHO-CIIpaBOYHbIE
AOKYMEHTBI NPeANPUATHS U MOPSAA0K UX 0()OpPMIICHUS

Tecm Nel.

Hnghopmayuonno-cnpasounvie 0oKymeHmul:

1) conepxat nopydeHus;

2) 0053bIBAIOT JIEWCTBOBATH CTPOTO MPEANHUCAHHBIM 00pa30M;

3) coo0marT cBeAeHHUs, MOOYKIAKIINUEe NPUHUMATh OIPEIACICHHbIE
pEILICHMS.

Tecm No2.

Llamoii nucbma sensemcs...

1) naTa yTBEepKICHUS;

2) nata BUSUPOBAHUS,

3) nara coOBITHS;

4) nara MOJIMUCAHUS;

5) naTta BHECEHUS PE3OJIIOIUH.

TecToBble 3a1aHus K Teme 2.7 JIOKYyMEHTHI 110 JIHYHOMY COCTABY U IO
padore ¢ rpa:xxaaHamMu

Tecm Nel.

Kaxue u3z nepeuucnenuvix OOKYMEHMO8 He OMHOCAMCA K KaOpOBblM
0oxymenmam (OOKyMeHmam no JuYHoM)y cocmaey)?

1) mpukas no kaapam;

2) 3asBJICHUE;

3) npoToKO;

4) TpyaoBasi KHUKKA.

Tecm Ne2.

Cpoxk xpanenusi npuxazo8 no IU4HOM) COCMas)...

1) 5 ner;

2) 25 ner;

3) Texkylui U IPOIIEAIINMA TOI;

4) 75 ner.

1.3.3. Kpurepun oueHMBaHUs
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OueHka 1o pe3yJapTaTaM TECTHPOBAaHUS  CKIIAJBIBAETCS HMCXOAS W3
CYMMAapHOT0 pe3yJibTaTa OTBETOB Ha 0JI0K BonpocoB. OOIIMII MaKCUMAaIbHBINA OaJi
no pesyiprataM TectupoBaHus — 10 GaioB. 3a cemecTp Mo pe3yibTaTOB JBYX
ATANOB TECTUPOBAHUS CTYAEHT MOKET HabpaTh 10 20 Oaios.

1.4. UapnBuayaJbHbIE IOMAlIHUE 3a]aHus (PacYeTHbIE 32/IaHHA)

1.4.1. llosicHuTeIbHASA 3alIMCKA

NHpuBrayalbHBIE JOMAIIHWE 33JaHUs SIBJISIOTCS BaXXHBIM JTAallOM B
dbopMHpOBaHUM KOMITETCHIIUKA OOydJaromierocs. BpImonHeHne Takux 3aaHuil
TpeOyeT HE TOJBKO TEOPETUYECKOM TMOATOTOBKH, HO U CaMOCTOSITEIBHOTO
HAay4YHOIO I[IOMCKAa. BpINonHEHHWE 3aJaHUii M WX NpPOBEpKa MO3BOJISIIOT
chopMupoBaTh M  OIICHUTh YPOBEHb OCBOCHHUS  BCEX  KOMIICTEHIIUH,
IPELYyCMOTPEHHBIX pabodeil mporpaMMold JIUCHMIUIMHBL.  MHIMBHIyallbHOE
nomainHee  (pacyeTHOE) —3aJaHue MpEArnojaraeT IMOUCK U 00paboTKy
CTaTUCTUYECKOr0, TEOPETHYECKOr0 M MPAKTUYECKOTO MaTepuaja I0 3aJaHHOU
TEME.

OO0bexTaMu J1TaHHOM (opMbI KOHTpoJisi BhicTynatoT kommereHiuun OITK-1,
ITK-16, IICK-1.8. O0bekTaMu OLICHUBAHUS SIBJISIOTCS:

OIIK-1-criocoGHOCTBIO pemaTh 3a7a4uu TpodecCHoHaIbHOM AeATeIbHOCTH Ha
OCHOBE MH(POPMALMOHHON Hu OubIMorpaduyeckor KylabTyphl C MNPUMEHEHHEM
WH(OPMAITMOHHO-KOMMYHUKAIITMOHHBIX TEXHOJOTUA HU C Y4YETOM OCHOBHBIX
TpebOoBaHMI HH(POPMAIIMOHHOM 0€30MMaCHOCTH.

[1K-16-ciocOOHOCTBIO COCTABJISITH IUIAHBI, MPOrpPaMMbl, Tpapuku padoT,
CMETBI, 3aKa3bl, 3aIBKU, HHCTPYKIIUHU U JIPYTYIO0 TEXHUYECKYIO TOKYMEHTAIIHIO.

[1CK-1.8 - cnocoOHOCThIO pa3padaThiBaTh TEXHOJIOTHUECKYIO JOKYMEHTAIUIO
JUTSI TIPOM3BOJICTBA, MOJICPHU3AIINH, SKCILTyaTallii, TEXHUYECKOTO 00CTyKUBaHUS
Y PEMOHTa aBTOMOOWIICH U TPAKTOPOB.

1.4.2. IlepeyeHb MHANBUAYAJbHBIX JOMAIIHUX 32aHUI

NHauBrayallbHBIE JOMAIlHWE 3aJaHusl  pasleieHbl Ha 2  4YacTh —
oOsi3aTeNbHbIE ISl BBINOJIHEHUS, SBIISIOLIMECS ATanoM (opMHUpOBaHUS AOIMycKa
CTYJIEHTa K 3a4eTy; W JONOJIHUTEJIbHbIC 3aJIaHUs, BBIIOJHIEMBIE CTYIAEHTOM B
Hensix (GOpMUPOBAHUS MOBBILICHHOTO YPOBHSI OCBOCHHSI KOMIIETEHIIMH, a TaKXKe B
TOM CJIy4ae, €Clii B TEUEHHUE CEMECTpa CTYACHT He CMOI Ha0paTh KOJUYECTBO
OamoB, HeoOXonuWMoOe [JIsl JOMycKa. Y4eOHbIM TIpapuKOM JUCUUILIUHBI
MPETYCMOTPEHO BBINIOJHEHKE 4 00s3aTENIbHBIX TOMAITHUX 3aaHHM .

3ananus, o0s13aTe/ibHbIE 1JIs1 BLINOJIHEHUS

3aoanue 1.

1. OcBoUTh METOAUKY M MPUOOPECTH HABBIKU COCTABJICHUS U O0()OPMIICHHUS
OTIIEJBHBIX  OPraHU3allMOHHBIX  JOKYMEHTOB  (IITAaTHOTO  pACHHCAHUS WU
JOJDKHOCTHOW ~ MHCTPYKIMH  OTBETCTBEHHOro  pabOTHHKAa 32  BEICHHE
JIEJIONPOU3BOCTBA).

2. U3yunte u OCBOWTE MpaBUia COCTABICHHS U O(OPMIIEHUS OCHOBHBIX
BUJIOB PACIIOPSAIUTENBHBIX TOKYMEHTOB.

3aoanue 2.
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1. U3yuntp coctaB MHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, OCBOHTb
METOJMKY W TMPUOOPECTH MPAKTUYECKUE HABBIKM COCTABJICHUS M O(opMIieHHUs
BaXHEHIIINX BUIOB ATHX JOKYMEHTOB.

2. Odopmuth cropaBKy IO 3ampocaM TpaxIaH U MPOU3BOJCTBEHHBIM
BOIIPOCAM.

JlonoJIHUTe IbHbIE 32 JaHUA

3adanue 1. I3yunte OCHOBHBIE BHUJBI CIYKEOHBIX MUCEM U HA UX OCHOBE
OCBOMTE METOAMKY COCTaBJIE€HUS M OQOpMIIEHHs Haubosiee pacHpOCTPaHEHHBIX
BUJIOB THCEM, C MOMOIIBI0 KOTOPBIX OCYIIECTBIIACTCA O(QUIIMANbHAS MEpPErnucKa
MEX/1y OpTaHU3aALUAMU.

3aoanue 2. 3yunte OCHOBHBIE TOKYMEHTHI 10 JUYHOMY COCTAaBY U OCBOMTE
METOJIMKY pa3paboTKu KaApOBOM JOKYMEHTAIMH, OPOPMIIIEMOM MPHU MpUEME Ha
paboTy, mepeMeIeHNH U YBOJIbHEHIH PAOOTHUKOB.

1.4.3. Kpurepuu oneHuBaHUs.

Kputepun OLICHHMBaHUS VHIMBUTYaJIbHBIX JIOMAIITHUX 3aJlaHUM
YCTAHABJIMBAIOTCS HCXOJSI M3 MaKCHMaJIbHOrO Oajijla 3a BBIMIOJHEHHE KaKJIou
yacTu 3adaHus — 2,5 6amna. OO MakCUMaIbHBIN pe3ynbTaT 3a 00s3aTelIbHbBIC
BUJIBI pabOT, BKIIOYAIOIMIMX JIBE dYacTd — 5 OamwioB. 3a BBIOJIHEHHUE
JIOIIOJIHUTEINILHBIX 3aJaHUM, COCTOSAIIMX M3 OJHOM 4YacThu — 2,5 O6aymia. MToroBbii
pe3yJbTaT 3a BBINOJHEHHE KaXKIOHW YacTh 3afaHus (OpMHUPYETCS HCXOIs U3
CJICIYIOIIUX KPUTEPHUEB:

Kpurepuii baua
JIOrHYHOCTB, MOCTIEIOBATEIBHOCTD U3JI0KEHHS 0,1
Hcnonp3oBaHne HamOojee akTyalbHBIX JaHHBIX (TOCIEeIHEH pelaKkuu 3aKoHa, 0,1
NOCJIETHUX JOCTYMHBIX CTATUCTUUECKUX JAHHBIX U T.I1.)

OOG0CHOBaHHOCTh M JIOKA3aTEIILHOCTh BHIBOJIOB B pa0OTE 0,1
OpUTrHHAIBHOCTh, OTCYTCTBUE 3aMMCTBOBAHUIN 0,2
[TpaBUIBHOCTH pacyeToB/ COOTBETCTBHE HOpPMaM 3aKOHOIaTENIbCTBA 2,0
HUmoczo 2,5

1.5. Jcce

1.5.1. IlosicHuTe IbHAS 3aIIUCKA

Dcce kak (opmMa OLEHOYHOIO CpEJICTBa IIOMOTaeT OLEHUTh YPOBEHb
TBOPYECKUX M aHAIIUTUYECKHUX CIIOCOOHOCTEN cTyneHTa. Kpome Toro, BeIMOJHEHUE
3cce TpeanojaraeT BbICKa3blBaHWE JMYHOW TOYKM 3pEHHs] aBTopa, He
MPETeHAYIOLEH Ha OTHO3HAYHOE PEIICHNE TOCTaBICHHOU MPOOIEMBI.

O6bexTamu 1anHoM Gopmbl koHTpodis Beictynatotr OINK-1, TIK-16, TICK-1.8.
OObeKTaMu OILIECHUBAHUS SABJISIFOTCS:

OIIK-1-cnocoOHOCTHIO peliaTh 3a1auu MpodecCUOHAIEHON ACSATEILHOCTH Ha
OCHOBE MH(POPMALMOHHON M OubIMOrpaduyeckor KylbTypbl C MNPUMEHEHHEM
WH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM OCHOBHBIX
TpeboBaHU HHGOPMAITMOHHON OE30MaCHOCTH.
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[1K-16-ciocOOHOCTBIO COCTABJISITh TUTAHBI, TPOTPAMMBI, Tpaduku padoT,
CMETHI, 3aKa3bl, 3a5IBKU, UHCTPYKLIHH U IPYTYIO TEXHUYECKYIO IOKYMEHTAIIUIO.
[1CK-1.8 - cnocoOHOCTBIO pa3pabaThIiBaTh TEXHOJIOTHUECKYIO IOKYMEHTAILIUIO
JUTSI TIPOM3BOJICTBA, MOJICPHU3AIINH, dKCIUTyaTaIlui, TEXHUYECKOTO 00CITyKHBAHUS
¥ PEMOHTa aBTOMOOWIICH U TPAKTOPOB.
1.5.2. IlpumepHbIe TeMBI 3cce
Tembl 3cce ABISIOTCS TPUMEPHBIMU, TO €CTh BBIOOpP MPOOIEMBI CTYICHTOM
MOKET OCYHIECTBIISTHCS CAMOCTOSITEIBHO, JTMOO HAa OCHOBAHUM PEKOMEHAAII
Mperno/iaBaTe’is.
o baza ma"nabpIx
» buank nokymenra
o Jlenosas nepenucka. ITUKA U MpaBUiia
o JloxymeHTOO060pOT
o JlokymMeHTOOOOpOT Ha KOMIIBIOTEPE
o JIOKyMeHTHI U X KiaccuUKaius
o JIOKYMEHTHI O TUYHOMY COCTABY
o JIOKyMEHTBI IO TUYHOMY COCTABY U UX OCHOBHBIC BUJIbI
o Enunas rocygapcrBennas cuctema aenonpousBoactsa (EI'C/I)
o 3ammra JOKYMEHTOB
o 3amuTa 3JEeKTPOHHBIX JOKYMEHTOB
o HM3rortoBieHue JOKyMEHTa Ha KOMITBIOTEPE
o HudopmanmonHo-cnpaBoyHasi paboTa 1o JOKyMEHTaM Ha KOMITBIOTEpE
o HudpopMannoHHO-CIPaBOYHBIE TOKYMEHTHI
o MHcropus pa3Butus ciayx0 gokymeHtanuu B Poccun
o Krnaccudukaruu 10KyMeHTOB
o KoHTpOJIb HCTIOJIHEHUS! JOKYMEHTOB
o Haznauenue u oCHOBHBIE BU/IbI HH()OPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB
o HopmaTuBHbBIE JOKYMEHTHI IO JOKYMEHTAIUOHHOMY 00€CIICYEHUIO
yIpaBJICHUs
o OOBEKT U NpeAMET JIeTONPOU3BOICTBA
o Opranuzanuu paboThl C TOKYMEHTaMU
o Opranu3zaloOHHas CTPYKTYypa nepcoHala, o0ecrneunBaroniero paborty ¢
JTOKYMEHTaMU
o Opranu3allMOHHbIE TOKYMEHTBI, UX HA3HAYEHUE U BUJIbI
o OCHOBHBIC TPUHITUITBI OPTaHU3AIUN PAOOTHI C JOKYMEHTAMHU
o IlepBuUYHBIN JOKYMEHT
o IIuceMoO, BUABI THCEM
o IloaroroBka TOKYMEHTOB K aQpXHWBHOMY XPaHEHUIO
o IlpaBuna BHYTpEHHErO TPYJIOBOIO PacClopsaKa
o Ilpukas
o Peructpanus 10KyMeHTOB
o PekBU3UTHI TOKYMEHTOB
o Pousib uHdOpMaIIKM B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIIEHUSIX
o Cucrema opranu3alOHHO-PACIOPSIAUTEILHON JOKYMEHTAIUH
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« CnocoOsI 3akpernieHus: HHPOPMAIUH JIJIs1 TOKYMEHTAIIMOHHOTO
UCTIOJIb30BAHUS

o CrangapTusanys B cucTeMax JeJI0IpOU3BOICTBA

o CrpyKTypa opranuzanuu

« TexHomnorus xpaHeHus JOKYMEHTOB

o YHuuuupoBaHHas CUCTEMa JOKYMEHTAIIH

o YcTaB npeanpusiTHs

o ®opmupoBanue u opopmIICHHE AEI

1.5.3. Kpurepuu onieHuBaHus

OnenuBaeTcst 3cce MakCUMymM B 5 0amioB, KoOTopbie (OPMHUPYIOT
npeMualbHble Oalulbl CTYACHTAa 3a JONOJHHUTENbHbIE BHIBI paboT, aub0 Oaiisl,
HEOOXOUMbIE Ui IIOJIyY€HHs JOIyCKa K 3a4eTy. OCCe OLEHUBAETCA B
COOTBETCTBHUHU CO CIEAYIOLIIUMU KPUTEPUSIMU:

Kpurepwuii bana
CoOTBETCTBHE COJIEP>KaHMS 3asBJICHHON TEME 0,5
JloruyHOCTH ¥ MOCTIEA0BATEILHOCTD U3JI0KEHUS 0,5
Hanuyre coOCTBEHHOM TOYKU 3pEHUS 1,5
O060CHOBaHHOCTB BHIBOJIOB, HAJTMYHE TPUMEPOB U MOSICHEHHIA 1,5
Vcnonp3oBanue B 3cce (PUHAHCOBOM, HEYITPONICHHONW TEPMUHOJIOTHA 1,0
Hmoeo 5

2.  @Dopmbl npomedscymouHo20 KORMPOA
[IpomexxyTouHast arrecTtauus 3aKiIo4yaeTcsi B OOBEKTHBHOM BBISBICHHH
pe3ynbTaToB OOYy4EHHMs, KOTOPbIE MO3BOJSIOT ONPEAECIUTh CTENEHb COOTBETCTBUS
JNEHUCTBUTENBHBIX PE3yJbTaTOB OOYYEHMS U 3aIUIAHMPOBAHHBIX B IMPOTPaMME.
HampaBnena Ha oueHuMBaHHE OOOOUIEHHBIX PE3YJbTaTOB OOYYEHHS, BBISIBICHHE
CTENIEHU OCBOCHMS CTYJEHTAMH CHUCTEMbl 3HAHUH M YMEHHH, MOJYyYEHHBIX B
pe3ynbTaTre U3y4yeHUsl TUCUUIITUHBI « OCHOBBI JACIONPOU3BOICTBAY.
[TpomexxyTouHast aTTecTauus o JTUCLUTIIINHE «OCHOBBI
JEJONPONU3BOACTBA» BKIIIOYAET:
- 3a4€T.
2.1. 3auer
2.1.1. ITosicHuTe/IbHASA 3aNIMCKA
3aduer kak (opma KOHTPOJS MPOBOAUTCA B KOHIIE NEPBOr0 y4eOHOTO
CeMecCTpa M MPEAIOJIAaracT OLUEHKY OCBOCHHUS 3HAHWM M YMEHWH, IMOJIyYCHHBIX B
xolle ydyeOHoro mporecca. s nomycka K 3ayeTy CTYAEHT JOJKEH MpPOWUTU
TEKYIYI0 aTTeCTallMIo, Mpeanojarawoilyo Habop ot 51 go 70 GamnoB, a Takxke
MOJIyYeHHE TPEMHUAIbHBIX OAJIJIOB 32 BBHIMOJIHEHUE JOTIOTHUTEIBHBIX BUOB PadOT.
MeTtoa KOHTPOJIs, UCIIOJIb3YEMBIA Ha 3a4€TE — YCTHBIM.
OObekTaMu J1aHHOM (opMbI KOHTpoJis BhicTynaroT kommereHuuun OIIK-1,
IIK-16, IICK-1.8. O0beKkTaMu OLICHUBAHHUS SIBJISFOTCS:
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OIIK-1-criocoGHOCTRIO pemaTh 3a7a4uu ITpo(hecCHOHaTbHON NeATeTbHOCTH Ha
OCHOBE HMH(POPMAIMOHHON M OuOIMOrpaduueckoi KyJIbTypbl C NPUMEHEHHEM
UH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHMM M C YYE€TOM OCHOBHBIX
TpeboBaHM HHPOPMAITMOHHOM 0€30IMaCHOCTH.

[1K-16-criocoOHOCTBIO COCTaBIATh IUIAHBI, MPOTrpaMMmbl, Tpaduku padoT,
CMETBHI, 3aKa3bl, 3asBKH, MHCTPYKLIUU U IPYTYIO TEXHUYECKYIO JOKYMEHTAIHIO.

[1CK-1.8 - cnocoOHOCTBIO pa3pabaThiBaTh TEXHOJIOTHYECKYIO TOKYMEHTAIHIO
JUISL TIPOM3BOJICTBA, MOJCPHU3ALINH, SKCIUTyaTallul, TEXHUIECKOTO 00CTyKUBaHUS
U pEMOHTa aBTOMOOMJIEH U TPAKTOPOB.

2.1.2. Bonpocsl Kk 3a4eTy

3aueTHBIN OUJIET BKIIIOYAET 3 BOIPOCA, JIBa U3 KOTOPHIX MO3BOJIAIOT OIICHUTH
yYpOBEHb 3HAHUH, MPUOOPETEHHBIX B MPOIIECCE U3YUEHHUS] TEOPETUUECKON YacTH, a
OJIUH — OIICHUTHh YPOBEHb MOHHUMAHUS CTYIACHTOM CYTH SIBICHUS M CIOCOOHOCTH
BBICKA3bIBaTh CYXICHHUS, PEKOMEHJAlUWMW 1O 3aJaHHOM mnpobieme. IloaTomy
BOTIPOCHI K 3aU€Ty pa3/IesIeHbl Ha 2 YacTH:

- BONIPOCHI JJIsI OLICHKN 3HAHUU
- BOIIPOCHI JUISI OIICHKU TIOHUMaHUS1/YMECHHUS.
Bonpocul 0na oyenku 3Hanuii meopemuuecko2o Kypca
Benenue Tpy10BBIX KHUKEK
['ocynapcTBeHHOE pEryIupoBaHue JOKYMEHTALIMOHHOTO 00eCTIeYeHUS
yIpaBiICHUS
JlenoBoe MMCcbMO
JlenoBoii 3THKET ouc MeHemKepa
Jlenonpon3BOACTBO B KaJpOBOil CITy>K0€ NMpeAnpusiTUs
HenonpounsBoacteo u [1IK
JlokyMeHTOCHCTEMA
JIOKyMEHTBI JIeJI0BOTO OOIIEHHUS
. JIOIDKHOCTHAsA HHCTPYKIIUS
lO HcTopust pa3BUTHS CEKPETAPCKOTO Jena
Bonpocel na oyenKy nonumanua/ymenuil cmyoenma
Knaccudukarop TOCHU
KoHntposnbHas paborta
Jlexcuka Ae0BOro 001eHUs
Jlekunu no 1eI0NpOU3BOJICTBY
HerocynapcTBeHHbIE apXUBBI
OO6mme TpeboBaHus K 0OPMIICHUIO TOKYMEHTOB
Opranu3zanus 1 TEXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs Ha
KOHKPETHOM IPEINPUITHH
8. OCHOBBI JEOMPOU3BOACTBA
9. OducHas TexHuKa
10. Pa3paboTka KoMILIeKca JeJI0BOM MEPENUCKU (PUPMBbI

A

©CoON Ok

NogakowdE

2.1.3. Kpurepuu oueHuBaHUS
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http://tululu.org/sam/doc/38147/
http://tululu.org/sam/doc/38150/
http://tululu.org/sam/doc/38150/
http://tululu.org/sam/doc/38151/
http://tululu.org/sam/doc/38152/
http://tululu.org/sam/doc/38153/
http://tululu.org/sam/doc/38154/
http://tululu.org/sam/doc/38155/
http://tululu.org/sam/doc/38156/
http://tululu.org/sam/doc/38157/
http://tululu.org/sam/doc/38158/
http://tululu.org/sam/doc/38159/
http://tululu.org/sam/doc/38160/
http://tululu.org/sam/doc/38161/
http://tululu.org/sam/doc/38162/
http://tululu.org/sam/doc/38163/
http://tululu.org/sam/doc/38164/
http://tululu.org/sam/doc/38165/
http://tululu.org/sam/doc/38165/
http://tululu.org/sam/doc/38166/
http://tululu.org/sam/doc/38167/
http://tululu.org/sam/doc/38169/

Jis  mpoMexyTOouHOM arrecTanuu B OajUIbHO-PEUTHMHIOBON  cHUCTeMeE
npexycMoTpero 30 OamtoB. ATTecTamusi MPOW3BOAUTCS OTACIBHO MO KaXIOMY
BoIpocy Owmiiera. Bompockl TEOPETHUECKOTO Kypca OLEHUBAIOTCS B 15 OamioB
MaKCUMyM Kaxblid. Borpoc Ha monumanue/ ymenue — makcumym B 10 6amios.
KommuiekcHast onieHKa cTyfeHTa (GOpMUPYETCS MCXOAS W3 CICAYIOMIeH MaTpHIIbI
0aJuIoB.

bamipHO-pedTUHTOBas CUCTEMa MPETyCMaTPUBAET BO3MOXHOCTh OTBETA Ha
OJIMH WJIM J[Ba BOIpOca U3 OmiieTa 1o BHIOOPY MpernoiaBaTess B TOM cllydae, eciu
B PE3YJIBTATE TEKYIEH aTTECTAIlMU CTYeHT HaOpain 6omee 51 6amios.

2.2.3. Kpurepuu oueHUBaHUSA

JInst  mpoMeXyTOYHOW aTTecTalMd B OaJUIbHO-PEUTHHIOBOM  CHCTEME
npexycMoTpero 30 OamioB. ATTecTamusl MPOW3BOAUTCS OTACIBHO MO KaXIOMY
BOIIpOCy OmIeTa.

baniabHO-pedTUHTOBas CUCTEMa MpEeayCcMaTpUBAET BO3MOXHOCTh OTBETA Ha
OJIMH WJIX JBa BOIIpoca W3 OMiieTa mo BBIOOPY MpPENoaBaresis B TOM Cilyyae, eciiu
B pe3ysbTaTe TEKYIEW aTTecTalluu CTyJIeHT HaOpan Oonee /0 6aioB, MOCKOJIBKY
CyMMAapHBbII pe3yJbTaT IO WTOraM TEKYyIIeM W NPOMEKYTOYHOM aTTeCTalluu HE
Mo>keT npebimarh 100 6anios.
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IIpunoxenue 2

METOANYECKHUE YKA3ZAHMUA 110 IOAT'OTOBKE U TIPOBEJAEHUIO
UHTEPAKTUBHBIX 3AHATHUH IO JUCHUIIJIMHE

B cooTBetcTBHE C (eaepatbHBIMU TOCYAAPCTBEHHBIMUA 00Opa30BaTEIbHBIMU
cragaaptamu (PI'OC) peanuzarus yueOHOTO Mpoiiecca T0JDKHA MPEayCMaTpUBATh
MPOBEJICHUE 3aHATHI B UHTEPAKTUBHBIX M aKTUBHBIX (pOpMax.

Buenpenne WHTEpakTHUBHBIX (OpM OOy4YeHHS] — OJHO U3 BaKHEHIINX
HaIlpaBJIEHUI COBEPIIEHCTBOBAHUS MOJTOTOBKH CTYAEHTOB B COBPEMEHHOM BY3€
J1000TO HAIPABJICHHSI TIOJTOTOBKH.

JlpyruMu ClIOBaMH, HHTEPAKTHBHOE OOyuY€HHE - 3TO, TMPEXKAE BCEro,
JIMajoroBoe 00y4yeHue, B X0/1e KOTOPOTO OCYHIECTBISETCS B3aUMOICHCTBUE MEXKIY
CTYJEHTOM M MPENoAaBaTEIeM, MEXKY CAMUMU CTYJIEHTAMHU.

Mecto mnpenopaBareisi Ha HWHTEPAKTUBHBIX 3aHATHUAX CBOAUTCS K
HaIPaBJIEHUIO AESATEIbHOCTU CTYIEHTOB Ha JOCTH)KEHUE LIEeTIEH 3aHATHS.

Llenp WHTEpPaKTUBHOIO OOy4Y€HUS — CO3[aHUE KOMQOPTHBIX YCIOBHA
oOy4eHHMsI, IPU KOTOPBIX CTYAEHT WM CIyIIaTellb YyBCTBYET CBOKO YCIIEIIHOCTD,
CBOIO MHTEIIEKTYaJIbHYIO CaMOCTOSITENIbHOCTh, YTO JENAaeT MPOAYKTUBHBIM CaM
npoiiecc 00yueHusi, 1aTh 3HAHUS U HABBIKH, a TaK K€ cOo3/1aTh 0a3y AJisi paboThI 10
pELICHUIO TPOOJIEM MOCTE 3aBEPUICHUS 3aHITHIA.

3aiayaMy UHTEPAKTUBHBIX (OpM 00YUEHUS SBISIOTCS:

- npoOyxeHre y o0yJarommnxcsi HHTepeca;

- s pexkTrBHOE yCBOEHUE YUeOHOT0 MaTepuaa;

- CaMOCTOATENbHBIN MOUCK YYalllMUMHUCS MYT€H U BAPUAHTOB PEILICHUS
MOCTaBJICHHOW y4eOHOM 3a1a4u (BBIOOp OJHOTO U3 MPE/JI0KEHHBIX BAPUAHTOB WU
Hax0XXJIeHUE COOCTBEHHOI'0 BapuaHTa U 000CHOBaHUE PEIICHUs);

- YCTaHOBJICHHE BO3/CUCTBUS MEXAY CTyJIEHTaMH, 00yueHue paboTaTh
B KOMaHJe, MPOSIBIATh TEPIUMOCTh K JIFOOOW TOYKE 3pEHHUs, YBaXKaTh IPaBO
Ka)KJI0TO Ha cCBOOOY CJI0BA, YBaXKaTh €ro JOCTOUHCTBA,

- (dbopmHpoBaHrEe y 00yUYarOIIMUXCS MHEHHSI U OTHOILICHHUS,

- (bopMHUpPOBaHUE KUZHEHHBIX U MPO(ECCUOHATBHBIX HABBIKOB;

- BBIXO/ HA YPOBEHb OCO3HAHHOW KOMIIETEHTHOCTH CTYJICHTA.

IIpoBeneHre WHTEPAKTUBHBIX 3aHATUM HAIIPAaBJICHO HAa OCBOCHHME BCEX
KOMIIETEHLIUM,  TPEIyCMOTPEHHbIX  paboyeil  mporpaMMod  JIHMCLUILIAHBI
«Jlemorpon3BoACcTBO». B pamkax oOCBaMBaeMbIX KOMIIETEHUMH CTYIECHTBI
NPUOOPETAIOT CIENYIOLIME 3HAHMSI, YMEHUS U HABBIKU:

OObekTaMu J1TaHHOM (OpMbI KOHTpoJisi BhicTynatoT komnereHuuu OIIK-1,
ITK-16, IICK-1.8. O0bekTaMu OIICHUBAHUS SIBJISIOTCS:
OIIK-1-crnocoGHOCTBIO pelaTh 3aa4u Mpo(ecCHOHANBbHON 1eITeIbHOCTH Ha
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OCHOBE HMH(POPMAIMOHHON M OuOIMOrpaduueckoi KyJIbTypbl C NPUMEHEHHEM
UH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTMA © € YYE€TOM OCHOBHBIX
TpeboBaHM HHPOPMAITMOHHOM 0€30IMaCHOCTH.

[1K-16-ciocOOHOCTBIO COCTABJISITh TUTAHBI, TPOTPAMMBI, Tpapuku padoT,
CMETBHI, 3aKa3bl, 3asBKH, MHCTPYKLUU U IPYTYIO TEXHUYECKYIO JOKYMEHTAIHUIO.

[1CK-1.8 - cnocoOHOCTBIO pa3pabaThIiBaTh TEXHOIOTHUECKYIO IOKYMEHTAIIUIO
JUISL TIPOM3BOJICTBA, MOJCPHU3ALINH, SKCIUTyaTallul, TEXHUIECKOTO 00CTyKUBaHUS
U pEMOHTa aBTOMOOMJIECH U TPAKTOPOB.

1. VYYEBHBIN [IJIAH TPOBEJIEHUSI UHTEPAKTUBHBIX
3AHATUU

Y4eOHBIM IJIAHOM AUCIUIUIMHBL JUIsl CTYJEHTOB OYHOU (POpMBI OOydeHHUs
npeaycMoTpeHo 12 4acoB WMHTEPAKTUBHBIX 3aHSATHH M JUIsl CTYJCHTOB 3a04YHOM
dbopmbl 00yUeHHS — 2 Yaca UHTEPAKTUBHBIX 3aHITHM.

2. ®OPMBI 1 TIOPSIJIOK OPTAHU3AIINM MHTEPAKTUBHBIX
3AHSATHN O JUCHUILIAHE

NurtepaktuBHbiii («Inter» - 3T0 B3aMMHBIN, «act» - AEHCTBOBATH) — O3HAYAET
B3aMMOJICHCTBOBATh, HAXOJAUTHCS B PEKUME OeceIbl, JUaora ¢ KeM-Iuoo.

NurepakTuBHOE 00ydeHHME — 93TO CcHeluaibHas ¢opMa OpraHU3aIUU
MO3HABATENbHON JeATeNbHOCTH. OHa MOApa3yMeBaeT BIOJHE KOHKPETHBIE U
IIPOTHO3UPYEMBIE LETIH.

IpyHUMIIBI pa00THI HA HHTEPAKTUBHOM 3aAHATHM:

- 3aHATHUE — HE JIeKIKs, a o01as padora.

- BCE YYaCTHHMKHM PaBHbI HE3aBHCUMO OT BO3pAacTa, COLIMAJIBHOIO CTaTyca,
OTIbITa, MECTA PAOOTHI.

- KaXIbI YYaCTHUK HMMEET MpaBO Ha COOCTBEHHOE MHEHHUE IO JI00OMY
BOIIPOCY.

- HET MeCTa MPSMON KPUTUKE JIMYHOCTHU (MTOJABEPTHYTHCS KPUTHUKE MOMKET
TOJIBKO UJIes).

- BCE CKa3aHHOE Ha 3aHATUU — HE PYKOBOJICTBO K JCHCTBHUIO, a HH(MOpMAITUs
K Pa3MBbILLICHUIO.

WNuTepakTuBHOE 00y4YeHHE MO3BOJSIET PEIIaTh OJHOBPEMEHHO HECKOJIBKO
3a/1a4, TJIAaBHOM W3 KOTOPBIX SBJSETCA Pa3BUTUE KOMMYHHMKATUBHBIX YMEHUU WU
HaBBIKOB. OHO MMOMOTraeT YCTAHOBJICHUIO AMOIUOHAIBHBIX KOHTAaKTOB MEXIY
CTyJIE€HTaMH, OO0EeCreYnBaeT BOCIHUTATEIBHYIO 3a7ady, ITOCKOJbKY MpUydacT
paboTtatb B KOMaHJAE, NPHUCIYIIMBATECA K MHEHHUIO CBOUX TOBApHIIEH,
o0OecrieuynBaeT BBICOKYIO MOTHBAIMIO, TPOYHOCTh 3HAHWUMA, TBOPYECTBO W
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(danTa3zuoo, KOMMYHHKAOEIbHOCTh, AKTUBHYIO XKHU3HEHHYIO MO3MIIMIO, LIEHHOCTb
WHAUBUIYAIBHOCTH, CBOOOJY CAMOBBIPQKEHHS, AaKIEHT Ha JAeATeIbHOCTb,
B3aMMOYBa)XCHHUE M JEMOKPAaTUYHOCTh. VCIosib30BaHNEe MHTEPAKTUBHBIX (HOpPM B
nporecce oOydeHHs, KaK IMOKa3blBaeT IMPaKTUKA, CHUMAeT HEPBHYIO Harpys3Ky
oOydaromuxcs, JaeT BO3MOXHOCTh MEHSATh (GOpPMBI HUX JIEATEIHHOCTH,
NEPEKIII0UaTh BHUMAHUE Ha y3JI0BbIE BOIIPOCHI TEMBI 3aHSATHIA.

B yude6noit nucruruimae «OCHOBBI JETONPOU3BOJICTBAa» HCIOJIB3YIOTCS JBa
BUJIa MHTEPAKTUBHBIX 3aHATHI:

- TPyIIOBasi TUCKYCCHS;

- IeJIoBast Urpa.

Juckyccusn (ot nar. diSCUSSI0O — wuccieIoBaHUE, PAaCCMOTPEHHE) — 3TO
BCECTOPOHHEE 00CYK/ICHNE CITIOPHOTO BOMPOCa Ha cCOOpaHuu coOOpaHHH, B YaCTHOU
Oecene, crnope. pyrumu cioBaMu, JUCKYCCHS 3aKJIHOYAETCS B KOJUIEKTUBHOM
00CYXJI€HUU KaKoro-JIn0o BOIpoca, MpoOIEMbI WJIM COMOCTABICHUN HH(POpMaIIH,
ujei, MHeHUl, npeioxenui. Llenn npoBeaeHuss TUCKYCCHM MOTYT OBITh OY€Hb
pa3HooOpa3HbIMH:  OOy4YeHHUe, TPEHHMHI, JIMarHOCTHMKa, MpeoOpa3oBaHuUE,
W3MEHEHHE YCTaHOBOK, CTUMYJIMPOBAHNUE TBOPYECTBA U JIp.

Bo Bpems auckyccun CTyAEHTBI MOTYT JIMOO NOTOJHATH APYT Apyra, Ju0o
IPOTUBOCTOSTH OJIMH JIpyroMy. B mepBom ciydae mposBISIOTCS YepThI AUAOTa, a
BO BTOPOM JHUCKYyCCHS IPHOOPETAET XapaKTep Cropa.

Ponb opeanuzamopa «kpyanoco cmona» c6o0umcsi K cieo0yrouemy:

- 3apaHee MOJrOTOBUTH BOIPOCHI, KOTOPHIE MOXHO OBUIO OBl CTaBUTh Ha
00CyXIeHHE TUCKYCCUHU;

- HE JIONyCKaTh yXO0Ja 32 paMKH 00CY>K/1aeMOi MpoOJIeMBl;

- o0ecneuynTh MIMPOKOE BOBIEYEHHE B PA3TOBOpP KaK MOKHO OOJBIIEro
KOJIMYECTBA CTYACHTOB, a Ty4Ille — BCEX;

- HE OCTaBlATh 0€3 BHUMaHHUS HH OJHOTO HEBEPHOTO CYXIEHHUS, HO HE
JlaBaTh Cpasy ke MPaBWIbHBIN OTBET;

- HE TOPOIUTHCSA CaMOMY OTBEUYaTh Ha BOMPOCHI MaTepuasa AUCKYCCUH, UX
ClIelyeT TIepeapecoBbIBATh ayIUTOPUN;

- CIeOuTh 3a TeM, YTOObl OOBEKTOM KPHUTHUKH SIBJISZIOCH MHEHHE, a He
YYaCTHUK, BBIPA3HUBIINHN €TO.

- CpaBHUBATH Pa3HbIC TOYKH 3PEHUS, BOBJIEKAs CTYJCHTOB B KOJJICKTUBHBIN
aHanu3z W oOcyxacHue. Ipgexmusnocms npogedeHuss OUCKYCCUU 3a8UCUM OM
maxkux ¢paxkmopos, Kax:

- TMOAroTOBKAa (MH(MOPMUPOBAHHOCTh M KOMIIETEHTHOCTb) CTYJEHTa IO
MPEI0KEHHOU TPoOIeMe;

- CEMAaHTHYECKOe 0JIHO0Opa3ue (Bce TEPMUHBI, NeDUHULIMU, TOHSATUS U T.1I.
JIOJKHBI OBITH OJJMHAKOBO MOHSTH BCEMU YUAIIUMUCH);

- KOPPEKTHOCTh TIOBEJICHUS YIaCTHUKOB;
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- YMEHHUE NPENoIaBaTeNs MIPOBOIUTE JUCKYCCHIO.

3aBeplIaroIMM JTAaoOM JHUCKYCCHUH SBIISIETCS BBIPAOOTKA OINpeAeNeHHBIX
€IUHBIX WM KOMIIPOMHUCCHBIX MHEHUH, TO3ULIMM, PEILICHUM.

/enoean uzpa sBnsercs MeronoM 3(G(GEKTUBHOTO OOYYEHHMSI, MOCKOJBKY
CHUMAET MPOTUBOPEUHUS MEXTY aOCTPaKTHBIM XapaKTepoM y4eOHOro mpeaMera H
peallbHbIM XapakTepoM TMpodeccnoHanbHOl aesTenbHOCTH. CyliecTByeT MHOTO
Ha3BaHUM W PA3HOBUAHOCTEH [E€JOBBIX UIP, KOTOPBIE MOIYT OTIUYATHCS
METOJMKON TPOBEIEHHUS M TIOCTABICHHBIMU LEISMU: JUJAKTHYECKHE U
VIOPABJICHUYECKUE  WIPbI, POJIEBBIE  UIPHI, MPOOJIEMHO-OPUEHTUPOBAHHBIE,
OpPraHU3alUOHHO - JEATEIbHOCTHBIE UTPBI U JIP.

JlenoBasi urpa no3BOJIAET HAWUTH MyTH PELICHMS CIOKHBIX NMPOOJIEM IyTeM
IPUMEHEHUSI CHEIUAIBHBIX MPAaBUI OOCYKIEHUS, CTUMYJIUPOBAHHUS TBOPYECKOMN
AKTUBHOCTH YYACTHHKOB KaK C TIOMOIIBIO CHEHHAIbHBIX METOJIOB PabOThI
(HanpuMep, METOJOM «MO3TOBOTO IITypMa»), TAK U C MOMOILIBIO MOJEPATUBHOM
paboThI ICUXOJIOTOB-UTPOTEXHUKOB, 00ECIIEUNBAIOLIUX MPOTYKTHBHOE OOIICHHE.

Cneunduka 1e10BOW WUrpbl, KAK METOAA aKTUBHOTO OOY4YEHHS, COCTOUT B
CJIEIYIOLIEM:

- npouecc 00y4eHUs] MAKCUMaJIbHO MPUOJIMKEH K PEaIbHOM MPaKTUYECKON
NEATEIbHOCTH PYKOBOJUTENEHM MW CHEHHAIUCTOB. JTO JOCTUTAeTCs IyTeM
MCITIOJIb30BAHUS B JEJIOBBIX UTPaX MOJENEH pealbHbIX COUATBHO-3KOHOMUYECKHUX
OTHOILICHUH.

- METOJI IEJIOBBIX MIP MPEACTABISIET COOOM HE YTO MHOE, KaK CIELHAIBHO
OpPraHU30BaHHYIO JAESITENbHOCTh MO AKTUBU3ALMHU IOJTYYEHHBIX TEOPETUUYECKUX
3HaHUM, IEPEBOAY UX B IESITEIBHOCTHBIN KOHTEKCT.

Yenosus nposedenus 0enoswix uep:

- [POUTPHIBATh PEATIbHBIE COOBITHS;

- NPUBOAUMBIE (PAKTHI TOJKHBI OBITh UHTEPECHBIMHU, <OKHUBBIMI;

- CUTyallu¥ JOJOKHBI OBITh MPOOJIEMHBIMU;

- o0OecrieueHHe COOTBETCTBHS BBHIOPAHHOW MIPOBOM METOJIMKH Y4E€OHBIM
LEISM U YPOBHIO MOATOTOBIEHHOCTH YYaCTHUKOB,;

- MPOBEpPKA NPUTOAHOCTU ayIUTOPHUH ISl 3AHSITHS;

- HWCIOJb30BaHUE AJEKBATHBIX XapaKTepy WIPhbl CIOco00B (pukcanuu ee
npoliecca MoBeICHUS UTPOKOB;

- ompeneseHue crnocoOOB aHaiM3a WIPOBOrO MpOlEcca, OLEHKA ASUCTBUI
UTPOKOB C MOMOILBIO CUCTEMbI KPUTEPUEB;

- OnTUMU3ALMS TPeOOBAaHUM K YUACTHUKAM;

- CTPYKTYpUpOBaHUE WIrPbl BO BpPEMEHHU, OOECreYeHUue MPUMEPHOTO
COOJIIOJICHUSI €€ BPEMEHHOI'O PErjlaMeHTa, POI0JKUTEILHOCTH 1ay3, 3aBEPIICHUU
ATAoOB M BCETO MPOLIECCA UTPHI;

- (hopmupoBaHUE UTPOBO TPYIIIIHI;
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- PYKOBOJICTBO UI'POM, KOHTPOJIb 32 €€ MPOLIECCOM;
- IOABEACHHUE UTOIOB M OLIEHKA PE3yJIbTaTOB.

Ilpumep npasun denosoii uepwl:

- paboTa TO W3YYCHHIO, aHATWU3y U OOCYKICHUIO 3aJlaHuid B KOMaHJax
OCYLIECTBIISIETCSI B COOTBETCTBUU C MPEIOKEHHON CXEMOM COTPYTHHUYECTBA.

- BBICTYIUICHHE [JOJDKHO COJEpXKaTh aHain3 M 00o00meHue. OTBETH Ha
IpEJIOKEHHBIE BOMPOCHl JOJDKHBI OBITh apTYMEHTHUPOBAHHBIMH M OTpPaXaTh
MPAKTHYECKYIO0 3HAYUMOCTh PACCMATPUBAEMOM MTPOOIEMBI.

- TIOCJIE BBICTYIUICHUS JIIOOBIM YYaCTHUKOM MOTYT OBITH 3a/IaHbl BOIIPOCKHI HA
YTOYHEHHE WM pa3BUTHE MpoOieMbl. Bompockl MOMKHBI OBITH KpAaTKUMU U
YETKUMHU.

- OTBETHI Ha BOMPOCHI JOJHKHBI OBITH CTPOTO IO CYIIECTBY, 000CHOBAaHHBIMU
Y JIAKOHUYHBIMHU.

- NOpd HEOOXOOUMOCTH pa3BUTUS M YTOUYHEHHS NPOOIEMBbI JFOOBIM
YYaCTHUKOM HIPBl MOTYT OBITh BHECEHBI MPEAJIOKEHUS M JomnoiHeHus. OHu
JIOJKHBI OBITH KOPPEKTHBI U JOOPOKETATEIbHBI.

IIpumep npag u obsa3anHocmen yuacmHuKos:

1) IIpenonaBarenb:

- HHCTPYKTUPYET YYaCTHUKOB JIJIOBOM UTPBI O METOAMKE €€ IPOBEJICHNUS;

- (hpopMupyeT KOMaHly ¥ SKCIEPTHYIO IPYMILY;

- PYKOBOAMUT XOAOM JI€IOBOM UIPBHI B COOTBETCTBUU C IpaBUJIAMH JEIOBON
UTPHI,

- BHOCUT B Y4Y€OHYIO JAESATENbHOCTh ONEPATUBHBIE WM3MEHEHUsS, 3aJaeT
BOIIPOCHI, BO3paaeT M NpU HEOOXOJAUMOCTH KOMMEHTHPYET COJEpKaHUE
BBICTYIUUIEHU;

- BHHMKAeT B pabOTy 3KCIEpPTOB, y4acTBYeT B OOILEHWU U TOJIBEJICHUU
UTOTOB UTPHI.

- OpraHu3yeT MOABEACHUE UTOrOB.

2) DKcrepTHas rpyIa:

- OLICHUBAET JEATEIbHOCTh YYACTHUKOB JEJIOBOM HUIPbl B COOTBETCTBHM C
pa3paboTaHHBIMU KPUTEPHUSIMU;

- TOTOBUT 3aKJIIOYEHUE MO OLIEHKE AESATEIBHOCTH KOMaH, 00CYKIAl0T €ro C
Mperno/iaBaTesieM;

- BBICTYTIAET C PE3YJIbTaTaMH OLIEHKH JESITEIbHOCTH KOMaH/I;

- pacnpenenseT MO COrJacoBaHUIO C TMPernojaBaresieM MecTa MEXIy
KOMaHJIaMHU.

3) V4acCTHHUKH UTPHI:

- aKTMBHO OOCYyXJaroT MpoOJeMbl B  COOTBETCTBUM CO  CXEMOH
COTPYIHHMYECTBA B KOMaHAaX;
- 100poKenaTeabHO BHICTYIIMBAIOT MHEHUS KAXKOTO YYACTHUKA;
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- TOTOBSIT BOIIPOCHI, TOTIOJTHEHUS;
- CTpOro COONIOAAIOT PErJIaMEHT;
- AKTUBHO YYacTBYIOT B BBICTYIIJICHHH.

3. COIEP) KAHUE U THOOPMALIMOHHOE OBECIIEYEHUE
WHTEPAKTUBHBIX 3AHATHU 110 TEMAM JIUCHOUTLTAHBI

Tema 1. lokymeHTALIMOHHOE 00ecIieYeHUE MPeINPUATHIA U OpPraHu3aluil

1 Ilpobnemnas nekyus no 60NPOCAM NPABUTLHOU OP2AHUZAYUU CUCTNEMbL
VIpasaeHyeckou OOKYyMeHmayuu npeonpusmuti U OpeaHu3ayull.

B Xozme nekuuMum pacKpbIBAIOTCS CIEAYIONIME MPOOJIEMHBIE BOMPOCHI,
CBSA3aHHBIE OPTraHU3ALMK CUCTEMBI YIPABICHUYECKOW JOKYMEHTALIMH MPEAIPUITHIA
Y OpPTraHU3alHl B YCIIOBUSX PBIHOYHOW SKOHOMUKH:

- IEJIONPOU3BOJICTBO - OAHA U3 (YHKLMIA yIIpaBICHUS;

- poJb W 3HAYCHHE YIPABIECHYECKOM JOKYMEHTAlMd B JACSATEIbHOCTU
NPEANPUATUL;

- CO3JaHME. YIIPABICHYECKUX JOKYMEHTOB B COOTBETCTBHHM C JEHCTBYIOLIUM
3akoHoAaTenbCcTBOM U TpeboBanusmu ['OCT P.6.30-2003;

- TOCYyJapCTBEHHas CHUCTEMa JOKYMEHTAIlMOHHOTO O0ecrneueHus: u
HOPMATUBHO-METONYECKas 0a3a;

- OpraHm3anusi JOKYMEHTOOOOpOTa M TEXHOJIOTUS 0OpabOTKM U JABMXKEHUS
YIPaBJIECHYECKUX TOKYMEHTOB;

- UCTOJIb30BaHUE B pab0OTE ¢ JOKYMEHTAMH COBPEMEHHON BBIYMCIUTEIBHOMN
TEXHUKHU U UH()OPMAIIMOHHBIX TEXHOJIOTUH;

- BBIOOp ONTHUMAJIBHON (OPMBI OpPraHu3alMy CUCTEMBI YIPABICHYECKOU
JIOKYMEHTAIIUH.

[IpenonaBatens MO XOIy H3JIOXKEHUS MaTepHalla CO3[aeT MpOOJIEMHBIE
CUTyallUM W TOATAJIKUBAET CiylaTele K TOHUCKY MPAaBUIBHOIO pPEIICHUS
npobiemsl B (hopme xkuBoro auanora. OH BBICKa3bIBAET CBOKO MO3UIUIO, 33]1a€T
BOIIPOCHI, HAXOAUT OTBETHI U MPEACTABISET UX BCEU ayJUTOPUH.

OO6meHrne co CTyJAeHTaMHU CTPOUTCS TaKUM 00pa3oM, YTOOBI cienaTh UX
COyJaCTHMKaMHM TIOMCKAa M HAaXOXJCHUS TMyTeH pa3pelieHus MpoOJieMbl,
BBIHECEHHBIE HAa 00CYK/IEHUE JIEKIIUH.

1. Vuebnasa (oenosas) oOuckyccus no eonpocam 6vlb6opa ONMUMATLHOU
cmpykmypusl (Gpopmwvi) cydcObl 0en0npouU3800CmMEa ¢ y4emom OpeaHu3ayuoHHO-
npasosvix hopm npeonpusamust u 06vema ux 00KymMeHmoobopoma.

[Ipy moATrOoTOBKE K JUCKYCCHUU CTYACHTHI TIPEABAPUTEIBLHO H3Y4aroT
MaTepHabl, pACCMOTPCHHBIC Ha JICKIMAX MO OCHOBHBIM BOIIPOCAM OpTaHW3aIldN
TEXHOJIOTMH JIOKYMCHTAIIHOHHOTO OOECIICUCHUS  YIPaBJICHUS ©  CIIYXKOBI
JIOKYMEHTHUPOBAHHMS YIIPABICHYCCKOMN TEITCILHOCTH.

[IpenyioxkeHHBIE MaTepHalibl TO3BOJISIOT CTYACHTaM IOJYYUTh OOIIHe
MIPEICTABIICHUS] O POJIM M 3HAYECHUU JOKYMEHTOB, TPEOOBAHUS K COCTaBIICHUIO U
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opopMIIEHHIO JOKYMEHTOB M O CTPYKType CIyXObl JOKYMEHTAI[MOHHOTO
oOecriedeHus ynpaBIeHUs MPEANPUITHH.

Xo0 nposedenus epynnosoil OUCKyccuu:

Benymuii (mpemogaBaTtenb) (QOpMHUPYET OCHOBHYIO 3adady, KoOTopas
BBIHOCUTCSI Ha OOCYXXICHHHM TUCKYCCHH WM ONPEICISIeT, MOKHO JId €€ pPelIUTh
MyTeM TMPOBEACHUS AUCKycCHU. [[JIsi 4ero BceX YYaCTHHKOB PAacCaKUBAIOT 3a
KPYTJIBIM CTOJIOM, YTOOBI BCE YYaCTHHKH CMOIJIM MPHHSITH aKTHUBHOE y4acTHE B
0OCY>KICHUH TEMbI TUCKYCCHH.

Jlanee mnpenonaBarens (opMHupyeT NpodieMy Ui BHECEHUS €€ K
OOCYXKICHHUIO M apTyMEHTHPOBAHO OOOCHOBBIBAET 11€7IECO00PA3HOCTh MOCTAHOBKHU
3TOM MpOoOJIEMBI Ha KOJUIEKTUBHOE 00CYXKICHHE.

3ateM CTYIEHTBl NPUCTYMAIOT K OOCYXKIECHHUIO TEMBI KPYIJIOro CTOa,
BBICKA3bIBasi CBOM MHEHHUS O CO3/JaHUU CIYXOBI JEIONPOM3BOJCTBA B Pa3HBIX
dopMax: ymnpaBieHHE JAellaMHu, KaHLEIsApHs, OTAeN MO paboTe C JOKYyMEHTaMH,
ciry>k0a 1eJI0pOU3BOICTBA U T. 1.

B xone auckyccun pykoBOAUTENb O0ECIIEUYMBAET PAaBHOLIEHHOE U aKTUBHOE
ydacTue BceX NpucyrcTByromux. OH He JOJDKEH MO3BOJISATH KOMY-TO OJHOMY
BJAJIETh XOJOM JUCKYCCHM, a cama JUCKYCCHUS JOJDKHA OBITh OYKUBJICHHOM.
Kaxaplil usieH rpyIisl JOJKEH NPUHATh aKTUBHOE y4acTUe B OOCYKICHHUM.

PykoBonuTens TaHHYIO MpoOeMy MOKA3bIBAET C Pa3HbIX TOUEK 3PEHHUs, HE
OTKJIOHSSICH OT TE€MbI, 1 OJHOBPEMEHHO CaM HE JOJDKEH IMOKa3bIBaTh, YTO OH BCE
3HAaeT W He JIOJDKEH JTOMHUHHPOBATh HAJl TPYMIOW, HE HaBSI3bIBATh CBOE MHEHHE
JPYTHM.

B xone mpoBeneHus AWCKYCCHU CTYIACHTBI JOJDKHBI apTyMEHTHPOBAHO U
TIIATETTFHO aHATM3UPOBATh TEMY JMCKYCCHUU C Pa3HBIX TOUEK 3PEHHUS, MPOSBIATH
TEPIUMOCTh U YBAKCHHH K KOKJOMY YUYaCTHUKY JUCKYCCHU M CTIOCOOCTBOBAThH Ha
MOUCK ONTUMAJIbHBIX BAPUAHTOB PELICHUS 110 TEME IUCKYCCHUHU.

B KoHIEe aMcKyccuu Bce 4JIeHbl AMCKYCCUU JOJDKHBI NMPUHTH K OJHOMY
€IMHCTBEHHO MPaBUJILHOMY PEIICHUIO 110 00CYXAaeMOMY BOIIPOCY.

4. KPUTEPUU OUEHKU PABOTBI CTYAEHTOB HA
NHTEPAKTUBHbBIX 3AHATHUAX
Kaxnas ¢gopMa HHTEpaKTUBHOTO 3aHATHUS HalleJieHa Ha (OpPMHpPOBAHUE Y
CTYJICHTOB HaBBIKOB KOJUJIEKTUBHOM pabOTHI, a TAaK’KE€ HABBIKOB (hOPMYITHPOBAHUS
COOCTBEHHBIX BBIBOJJOB M CYXJICHHM OTHOCUTEIHHO MPOOJIEMHOTO BOMpOCa.
Bmecte ¢ TeM, ¢dhopmbl TIpPOBENECHUS MPEAYCMOTPEHHBIX 3aHATUMA Pa3IUYarOTCs,
MO3TOMY KPUTEPHUU OIICHUBAHUS YCTAHABIUBAIOTCS OTACIIBHO NIl KaXKI0U (hOPMBI
3aHATHI. MakCUMalTbHBIN 0all 3a y9acThe B KPYTJIOM CTOJIE, Y4eOHOW AUCKYCCUU

WJIM IETIOBOM UTPE MJISt CTYIEHTOB OYHOU (hOpMBI 00ydeHUsI— 2 Oauia.
Kputepun onnennBaHusi padoThl CTY/A€HTA B IPYNNOBO# JUCKYCCHH

Kpurepuii 10

JleMOHCTpHpYeT MOJIHOE TIOHUMaHHe 00CYkK1aeMOil MPoOIEeMBbI, BEICKA3bIBAET 2,0
cOOCTBEHHOE CY)KJI€HHE 110 BOIPOCY, apr'yMEHTHPOBAHO OTBEYAET HAa BOMPOCHI
Y4aCTHUKOB, COOJIIO/Ia€T PErJIaMEHT BBICTYIICHUS
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[ToruMaet cyTh paccMaTpruBaeMoi MpoOIeMbI, MOKET BBICKa3aTh TUIIOBOE CyxaeHue 1o | 1,0
BOIIPOCY, OTBEYAET Ha BOMPOCHI YYACTHUKOB, OJHAKO BBICTYIUIEHHE HOCUT 3aTSHYTHIN

WJIN HE apTyMEHTHPOBAHHBINA XapaKTep

[Ipunumaer ydactue B OOCYXKIEHHH, OJHAKO COOCTBEHHOro MHEHHUs mo Bompocy He | 0,6
BBICKA3bIBACT, JIMOO BBHICKA3bIBaCT MHEHHE, HE OTIHMYAIOIICEeCSs OT MHEHHUS JPYIHX
JIOKJIQTYMKOB

He nmpuauMaeT yyactus B 00CYKJICHUN 0
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IIpunoxenne 3

METOJNYECKUE YKA3AHUA K CAMOCTOSITEJIbHOM PABOTE
CTYAEHTOB 110 JIUCHUIIJINHE

Nzydenne muctuminHbl « OCHOBBI JEIOMPOU3BOJCTBAY IMPEAyCMaTPUBAET
CHUCTEMAaTUYECKYI0 CaMOCTOSITENIbHYI0 pPAa0OTy CTYJIEHTOB HaJa MaTepualaMu,
pa3BUTHE HABBIKOB CAMOKOHTPOJIS, CIIOCOOCTBYIOMIMX MHTEHCU(DUKAIIMKA YIeOHOTO
npouecca. V3ydeHue JEKIMOHHOIO Marepuana IO KOHCHEKTY JEKIMH OJHKHO
CONPOBOXKAATHCS  M3YYEHHEM PEKOMEHIYEMOM  JIMTEpaTypbl, OCHOBHOW U
JONOMHUTENbHOU. OCHOBHOM 1II€JIBI0  OpraHU3allud  CaMOCTOSITETIbHOM pabOThl
CTY/ICHTOB SIBJIIETCS] CUCTEMAaTHU3allis U aKTUBU3ALMs 3HAHUH, TIOJyYEHHbIX UMY Ha
JEKIUAX U B IPOLIECCE MOATOTOBKH K MPAKTUYECKUM (CEMUHAPCKUM) 3aHATHSIM.

OCHOBHBIMU ~ 33JlauaMU  CaMOCTOSITEJIbHBIX ~ BHEAyJIUTOPHBIX  3aHATUH
SBIISIFOTCA:

- 3aKpeIIeHUe, yriayOleHue, paclIMpeHne U CUCTEMaTU3alusl 3aHsITHI;

- (hopmupoBaHme MpodeccuoHANTBHBIX YMEHH U HABHIKOB,

- ¢dopMupOBaHHE YMEHHI U HABBIKOB CaMOCTOSTEIBHOTO YMCTBEHHOTO
Tpy/a;

- MOTHUBHMPOBAHHE DPETYISPHON IIeNIeHANpPaBICHHOW pabOThl MO OCBOEHUIO
JUCIUTIINHBI;

- pa3BUTHE CAMOCTOSITETLHOCTH MBIIIUICHHUS;

- (hopMHpoBaHHE YBEPEHHOCTH B CBOMX CHJIAX, BOJIEBBIX UEPT Xapakrepa,
CHOCOOHOCTH K CaMOOpTraHU3alllH;

- OBJIQJICHUE TEXHOJOTUYECKUM YUEOHBIM HHCTPYMEHTOM.

MeToauueckne yKa3aHHs BKJIIOYAIOT B ce0s 3aJaHUS CaMOCTOSTEIbHOMN
palboThl AJi 3aKpEIyICHUs] U CUCTEMaTU3allui 3HaHUMU, 3aJjaHusl CaMOCTOSITEIIbHON
paloThl 111 GOPMUPOBAHUS YMEHUHN U 3aJjaHUs ISl CAMOCTOSATEIBHOIO KOHTPOJIS
3HAHUMU.

3amaHus JUid 3aKperuieHUs] U CHCTEMaTH3allMy 3HAHUN BKIIIOYAIOT B CEOs
nepeyeHb TeM pedepaToB, a TakKe PEKOMEHJALUU MO MOATOTOBKE pedepaTta u
JIOKJIaJa.

3ananus A GOPMUPOBAHUS YMEHUN COJEPKAT CUTYAllMOHHBIC 3a7a4M TI0
Kypcy.

3agaHusi AJiE CaMOCTOATENIBHOTO KOHTPOJS 3HAHWM MO3BOJSAT 3aKPENUTh
MPOWJICHHBIN MaTeprall U CPOPMUPOBATH HABBIKM (POPMYIHPOBAHUS KPATKUX
OTBETOB Ha MOCTABJICHHBIE BOITPOCHI.

3agaHusl BKJIIOYAIOT BOIMPOCHI I CAMOKOHTPOJISI M TECThl ISl OLIEHKHU
YPOBHSI OCBOEHHUSI MaTepHalia TeopeTudeckoro kypca. st ygoOctBa paboThl ¢
MaTepHuaioM, BCE 3a/laHusl pa30UTHI IO TEMaM JTUCITUTIIINHBI.

CaMocCTOsTENbHBIN KOHTPOJIb 3HAHUM CTYJEHTAMHU TO3BOJISIET CPOPMUPOBATH

CJIEIYIONTNE KOMITETCHIIUH:
OIIK-1-criocoOHOCTRIO petIaTh 3aa4u MPoPECCUOHATIBHOMN IS TEIbHOCTH Ha
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OCHOBE MH(POPMAIIMOHHOM U 6nbIHorpadguueckoit KyabTyphl ¢ IPUMEHEHUEM
UHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH U C yU€TOM OCHOBHBIX
TpeboBaHUM MHPOPMAITMOHHON OE30MTaCHOCTH.
[1K-16-crmocoGHOCTBIO COCTABIIATH IIJIAHBI, MPOTPaMMBI, TpaduKu padoT,
CMETBHI, 3aKa3bl, 3asBKH, MHCTPYKIIUU U IPYTYIO TEXHUYECKYIO JOKYMEHTAITHIO.
[1CK-1.8 - ciocoOHOCThIO pa3padaThIiBaTh TEXHOJOTUYECKYIO TOKYMEHTAIUIO
JUTSL TIPOU3BO/JICTBA, MOJICPHU3AIINHN, IKCIUTyaTalluH, TEXHUIECKOTO
0OCITy>)KMBaHHS 1 PEMOHTa aBTOMOOHJIECH U TPAKTOPOB.

1. Coaep:xanue caMoOCTOATEIbHOI PadoThI U GOPMBI €e KOHTPOJIA

HaumenoBanue pasnenos CopeprkaHue caMoCTOSTEIbHOM ®opma
1/ (TembI) paboThl KOHTPOJIS
JIOKyMEHTUPOBAHHOE Pabora ¢ ydebHoOl nuTepaTypoil. 3akperuieHue | Beimomnenue
obecrieueHne HaBBIKOB oopmienus YIIPaBIICHYECKUX |  3aJlaHHH,
IpeIPUATHIA U | TOKyMEHTOB OLICHKA
Opra"u3aruin
Cocras pekBu3uTOB |PaboTa ¢ yueOHOI IuTepaTtypoil U JeKIMOHHBIM | Brimonnenue
JOKYMEHTOB M TIpaBWJIa |[MaTepUAIOM IO HW3YYEHHUIO M PACIOJIOKEHHIO| 3aJaHHi,
ux oopMIICHHS PEKBHU3UTOB Ha JOKYMEHTaxX OLICHKA
OpranuzanyoHHO- Pabora ¢ yuebHoii nurepatypoii. Pazpaborars c¢| IlpoBepka
pacnopsiiuTeIbHbIC nomouipto  IIK  momxHOCTHON — MHCTpyKuIMH | pedepaToB U
JOKYMEHTBI, MpaBWja MX |TJIABHOTO AKOHOMHCTA W TPOEKTa MPHUKA30B IO OLICHKA
COCTaBJICHHS OCHOBHO 1€ TEIbHOCTH NMPEATNPUATUI
Nudopmanmonno- PabGora c¢ yueOHo# smreparypoii. Paspabotars| I[IpoBepka u
CIpaBOYHas OCHOBHBIE BHUIbl WH(GOPMAIMOHHO-CIPABOYHBIX |  OIICHKA
JOKYMEHTAIUs, TOPSIOK | TOKYMEHTOB TPEIIPUITHN 3a/laHus
UX COCTaBIICHUS
Haznauenwue, CocraBnenue u odopmienue pedeparoB mo| IIpoBepka
KIaccupuKanus KOHKPETHO! TeMe 3aJaHUs pedeparoB u
CITYEOHBIX MIHACEM, OIIEHKa
0COOEHHOCTH ux
COCTaBJICHUS
CocraBnenue u|CocTaBiieHne cxembl IBIKEHUS B opraHusauuu | [IpoBepka u
oopmieHre TOKYMEHTOB |(TIOCTYIMAIOMNX,  WCXONAIINX,  BHYTPEHHUX|  OIEHKA
M0 TUYHOMY COCTaBY JIOKYMEHTOB) 3a/laHus
Opranuzanusa pabotel c|Pabora ¢ yuebHol nuTeparypoil. Pazpaborats ¢| IlpoBepka u
JIOKyMEHTaMU nomomipio  I[IK  00pa3ubl  OCHOBHBIX  BHJOB OIICHKA
KaJJpOBOY JTOKYMEHTAIHN 3aJaHHS

2. 3agaHus caMOCTOATEILHOM PadOThI /151 3aKPeIICHUs

M CUCTEeMAaTHU3AlMU 3HAHUM

2.1. IlloaroroBka q0KJaajaa

Hoxnax — 310 popma paboThI, TpeHAZHAYEHHAS JIJI1 YCTHOTO COOOIIEHUS.

OH 3a7a€Tcsl CTYIAEHTY B XOJ€ TEKylled y4yeOHOM NesATeIbHOCTH, ISl YCTHOTO
BBICTYIUICHUS HAa OJHOM M3 CEMHUHApPCKUX WM MpaKTHYeCKuX 3aHsATMd. Ha
MOJIFOTOBKY OTBOAMUTCS JOCTaTOYHO MHOTO BpeMEHH (0T Heenu u 0oiee).
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YcTHOE  BBICTyIUIEHHE, 4YTOOBI OBITh  YAAQUHBIM, JOJDKHO  XOPOIIO
BOCIIPUHUMATHCS HA CIIYX, TO €CTh ObITh MHTEPECHO ISl Ay JTUTOPUHU MTOAAHO.

Texcr mokiaga MOMKEH OBITH MOCTPOCH B COOTBETCTBUM C PErVIAMEHTOM
npeacTosero BwicTyIuieHus. [IpenonaBarens OOBIUHO 3apaHee COOOIIAET,
CKOJIbKO BPEMEHU OTBOAMTCS JOKIATUUKY (5-7 MUHYT) U OYEHBb BaXKHO YJIOKHUTHCS
B PEIJIAMEHT.

Crnenyer ynenutb BHUMaHUE YTEHUIO JoKIaAa. HamrcaB 4epHOBOM BapuaHT,
nonpoOylTe MpPOYecTh €ro camomy cede BcayxX. IIpu 3TOM HYXKHO 4HMTaTh He
TOPOTISICh, HO 0€3 JHIIHEH MEIJIUTEIFHOCTH W BOJHEHUS, CTapasich MPUOIU3ZUTH
TEMII peYd K CBOEMY OOBIYHOMY TEMITy YTEHHUS BCIyX. Ecimu TeKcT nokiana
HEBO3MOKHO IPOYUTATh 32 YCTAHOBJIEHHOE PETIAMEHTOM BPEMsI, TO €ro CIeAyeT
COKpaTUTh M OCTaBUTh TJIABHOE, H30aBUTHhCS OT JHUIIHUX cJoB. Craenas
NEPBOHAYAIILHOE COKpAICHHE, IEPEUYUTANTE CHOBA TEKCT. ECiiM OIATh HE y1ajaocCh
VIOXKUTBCS B PETJIAMEHT, 3HAYUT, HYKHO YTO — TO pPAJUKAIbHO MEHSTH B
CTPYKType TEKCTa, HO, B JIIOOOM cilyyae, B 3aKIIOUYUTEIbHOW YacTH OCTaBUTh
BBIBOJIBI, HX CIEIYyET IPOHYMEpPOBaTh M W3JIOKHUTh TE3UCHO, CHAEJIAaB HX
MAaKCHUMAJIbHO YETKUMU U KPATKUMH.

Bribupass Temy, cienyer BHUMATEIbHO IPOCMOTPETh CIMCOK U BHIOpaTh
HECKOJIbKO Haubo0JIee NHTEPECHBIX U MPEANOUYTUTENbHBIX AJIs1 BaC TEM.

JIoKJ1a[ MUIINTE aKKypaTHO, 6€3 moMapokK, YTOObI OBICTPO BOCHOIb30BATHCS
TEKCTOM IPU HEOOXOIUMOCTH.

OtBeyaTh Ha BONPOCHI KOHKPETHO, JIOTUYHO, MO TEME, C BBIBOJAMU U
0000111eHHEM, TTPOSIBIISISE COOCTBEHHOE OTHOLIEHUE K MpolJeMe.

B koHIIe T0KIa7a YKaXKUTE UCTIOIb3YEMYIO JIUTEPATYPY.

[IpuBoAMMbBIE B TEKCTE LIUTATHI U BBIMUCKU O0S3aTENIBHO TOKYMEHTUPYWUTE
CO CCBUIKaMHU Ha UCTOYHUK.

Tembl 10KI1210B

1.0co0eHHOCTH MHCEMEHHOTO JIEJI0BOT0 OOIIEHHUS.

2T'OCT P 6.30 - 2003 u ero 0cOOEHHOCTH.

3.CucteMbl TOKYMEHTOB.

4.0Opranu3aliMiOHHO-TIPABOBBIE TOKYMEHTHI.

S.PacniopsiaurenpHble TOKYMEHTHI.

6.MnpopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI.

7.PexBu3uTHl TOKyMeHTOB. O0s13aTeNbHbIE U (DAKYIHTATUBHBIE.

8.PekBU3UTHI JaTa, MOJIUCH B POCCUIICKOM U 3apy0eKHOM

JIOKYMEHTOBEICHHH.

9. DTHUKETHBIE aCMEKTHI AEJTOBOrO MUCHhMA.

10.2KaHpbl TUCBMEHHOTO JIEJIOBOTO OOIIICHHUS.

11. 3aroso0BOK ¥ Ha3BaHMUE BUJA JOKYMEHTA.

12.ConpoBOIUTENBHOE MUCHMO K JOKYMEHTAM.

13.upkynsipHble NUCHMA.

14 ITpuka3si.

15.1TucbmMo-nIOATBEPIKICHUE.

16.Teneponorpamma.

17.bnanku.
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18.Tpadapetsl, opMyIspbl, 1a0TOHBIL.
19. TlpeTeH3noHHas nepenucka.
20. Kommepueckuii 3ampoc.

2.2. lToaroroBka pedepara

Pedepar (ot nar. refero ‘coobmiar’) — KpaTkoe U3JI0KEHHE B TUCbMEHHOM
BUJIE WK B hopMe MyOIMIHOTO TOKIaia CoAepKaHusl HAyqyHOTo Tpy/aa (TPYIoB),
ATO CaMOCTOSITEIbHAS HAY4YHO — UCCIeNOoBaTeNbcKas paboTa CTyJeHTa, T/Ie aBTOP
PaCKPBIBAET CYTh UCCIAEAYEMOMN TTPOOIEMBI.

Ortambl paboThl HaJ pedeparom:

1) BBIOOD TEMBI;

2) mox0op MCTOYHUKOB IO TeMe (Kak MpaBHiIo, NMPHU pa3paboTke pedepara

ucroJibdyercs He MeHee 8 -10 pa3IMYHbIX HCTOYHUKOB);

3) pa3paboTka miaHa pedepara

CrtpykTypa pedepaTa 10KHA OBITH CIIETYIOMICH:

1. TutynpHBIN TUCT

2. Conpepxanue (B HEM MOCIENOBATEIFHO M3JAralOTCs Ha3BaHUS MyHKTOB
pedepara, yKa3zbIBalOTCSI CTPAHUIIBI, C KOTOPBIX HAUMHAETCS KaXKIbIN MTYHKT).

3. Bsenmenune (dopmynupyeTcs CyTh  HCCIEIyeMOM  MpPOOJIEMBI,
00OCHOBBIBACTCS BBIOOP TEMBI, OMpeeseTcss €€ 3HAYUMMOCTh M aKTyallbHOCTD,
yKa3bpIBaeTCsA IeNb 3amadyn pedepara, AaETCSd XapaKTEPUCTHKA HCIOJIb3yeMOn
JUTEPATYPHI).

4. OcHoOBHas 4acTh (KaXIbIli pasaen e€, AoKa3aTeldbHO PACKphIBas
OTIEIBHYI0 TMpoOJieMy WIM OJHY #3 €€ CTOPOH, JIOTHYECKH SBIISCTCS
MIPOIOJDKEHUEM MPEABITYIIETO.

5. 3akmrodeHue (IMOABOIATCS WTOTH WM JaéTcss O0OOOMIEHHBIM BBIBOJ IO
TeMe pedeparta, npeayiaraloTcs peKOMEHAInN ).

6. CIIuCOK MCHOJIb30BAHHOW JTUTEPATYPHI.

Ha3sBanue rnaB wu maparpadoB He cieayeT JelaTh HU  CIHIIKOM
MHOTOCJIOBHBIMM, JUIMHHBIMU, 3aHUMAIONINE HECKOJIBKO CTPOK, BBITIISIAT
TPOMO3JIKUMH U C TPYJIOM BOCIPUHUMAIOTCS, TaKK€ KPAaTKOE Ha3BaHUE TepseT
BCSKYIO0 KOHKPETHOCTh M TUIOXO BOCIIPUHUMAETCHI.

CruimcTuka Tekcera

OdeHb BaXXHO HE TOJIBKO TeMa pedepara, HO U SI3bIK, CTHIb H3JI0KCHHUS
TEKCTa.

CoxpanieHusi B TEKCTE

B TekcTte mpuHsTa enMHas cUCTeMa COKpalleHUH, KOTOpOW HEOO0XO0IUMO
CJIeZIOBaTh U MIPU HAMMCAHUU PabOThI

B koH1le npejoxenus (HO HE B cepeuHe!) MPUHITO MHOTIa T0JIb30BATHCS
YCTAaHOBJICHHBIMU COKPAIIIEHUSIMA HEKOTOPBIX CJIOB M 000POTOB, HANPUMEpP: «HU
Ip.» (1 apyrue.

[TopsinkoBBIE UYMCITUTENBHBIC, KOTJAa OHHM 3aMUCHIBAIOTCS apaOCKUMHU
udpamu, TpeOYIOT MaIeKHBIX OKOHYAHUH, KOTOPBIE TODKHBI COCTOSITh: U3 OJTHOM
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OYKBBI B T€X CIydyasx, KOTJa Mepe]l OKOHYaHUEM YUCIHUTEIBHOIO CTOUT OJIHA WM
JIBE COTJIACHBIE WIIU «i»: «5-s1 TpyIay.

[TopsinkoBbIE YHCIUTEIbHBIC, 3aMUCHIBAIOTCS PUMCKUMU U paMu, HUKOTAA
HE UMEIOT NAJEKHbIX OKOHYAHUM, Hanpumep, «B XX BEKE», a HE «B XX-OM BEKE»
U T. .

Pedepar nmomxken ObITH OTIEYaTaH Ha KoMmIbloTepe. TekcT pedepara
JIOJDKEH OBITh OTIeyaTaH Ha Oymare cTtaHgapToM A4 ¢ OCTaBJIEHHEM TOJIeH 0
CTaHJAPTY: BEPXHEE U HUKHEe 1o 1o 2,0 cMm., ciesa - 3 cM., cpaBa — | cMm.

3armaBus (Ha3BaHuEe TrJaB, maparpadoB) cleAyeT TMe4yaTaTb KHUPHBIM
mpugTom (14), TekcT — 00pruHBIM mpudTOM (14) U MHTEPBATIOM MEXKAY CTPOK 1,5.

B TekcTe momkHBI OBITH YETKO BBIIENIEHBI a03aibl. B a03aie oTcTymieHue
KpPaCHOM CTPOKH JOJKHO COCTaBIIATH 1,25 cM., T. €. 5 3HaKoB (nmevaraercs ¢ 6-ro
3HaKa).

Pabota nomxHa MMETh CKBO3HYIO HyMepaluio apadckumu nudpamu. Homep
CTPaHUIbl CTABUTCS] BHU3Y CTPAHUIIBI IO LEHTPY 0€3 TOUKHU Ha KOHIIE.

Paspeinsl 1OKHBI HIMETh TIOPSAIKOBBIE HOMEPA B MPEENIAX BCET0 JOKYMEHTA
(dactu) U 0003HaYATHCS apabCKUMU U ppamu.

IToapa3nenbl TOJDKHBI MMETh HyMEpAUUIO B IpEAesiax KaXAoro pasiena.
Homep monpasnena COCTOMT M3 HOMEPOB pas3fesa M IOApaslesa, pa3feeHHbBIX
TOYKOW. B KOHIIE HOMEpa noapasiena TOYKa He CTaBUTCS.

Paspensl u monpasnensl JOJDKHBI HMETh 3arojIOBKH, KpaTkKO M YETKO
OTpaXKalolllue COJAEpPXKAHUE Pa3JeioB M TMOJPa3JeioB. 3arojlOBKH CIEIYET
neyaTaTb ¢ IPONMUCHOM OYKBBI O€3 TOUKM B KOHIIE. [lepeHochl cI0B Mo ciioram B
3aroJIoBKax HE JOITYCKAOTCA.

PaccrosiHug Mexay 3aroJoBKOM M TE€KCTOM MPU BBIMOJIHEHUH JOKYMEHTa
MAIIMHOMKUCHBIM CLIOCOOOM JIOJKHO OBITh paBHO 3-4 HHTEpBaJIaM.

ITpu BeIOOpE TeMBI pedepaTa cTapaiiTech pyKOBOACTBOBATHCS:

- BalllUMH BO3MOKHOCTSIMHA U HAyYHBIMHA UHTEPECAMU;

- DIyOMHOM 3HAHUS TI0 BRIOPAaHHOMY HaIlpaBJICHUIO;

- JKEJIaHWEM BBINOJHUTh PAOOTY TEOPETHUYECKOIo, NMPAKTUYECKOTO WU
OIBITHO — HKCIIEPUMEHTAJILHOTO XapaKTepa;

- BO3MOXXHOCTBIO  TNPEEMCTBEHHOCTH  pedepaTta ¢  BBIIYCKHOM
KBATM(PUKAIIMOHHON pabOTOM.

O06BEM pedepara MOXKET KoJebaThes B Tipeenax 5 — 15 meyaTHbIX CTpaHUII;
BCE MPUJIOKEHUS K paboTe HE BXOJST B €€ 00BEM.

Pedepar nomkeH OBITh BBIIOJIHEH I'PAMOTHO, C COOJIIOJICHUEM KYJIbTYpPHI
U3JI0KEHUS M PACTIOJIOKEHUEM HYKHBIX PEKBU3UTOB.

O0s13aTeNbHO AOHKHBI UMEThCS CCHUIKM Ha MUCTIOJb3YEMYIO JIUTEPATYPY.

TemaTuka pedeparon
1. Opranuzammss ¥ TEXHOJOTHUS JOKYMEHTAllMOHHOTO 0OOecreueHusI
YIIPaBIICHUSA
2. CinyxObl TOKYMEHTUPOBAHHSI YIPABICHUECKON JCATEIHHOCTH: COCTAB U

byHKIIUN
3. Bunpl OnaHKOB JOKYMEHTOB, OCOOEHHOCTH HX COCTaBJICHHUS W
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W3TOTOBJICHUS

4. HopmaruBHo-mMeTonuyeckass 0aza JAOKYMEHTAllMOHHOTO OOecredeHus
yIpaBICHUS

5. JlokyMeHTaIusl 10 OCHOBHOM JESITENIbHOCTU MPEANPUITHI, COCTaBICHHE
CXEMBI JIBIDKCHUSI IOKYMEHTOB (ITOCTYMAIOIINX, OTIPABISEMbIX U BHYTPEHHUX )

6. [Tonoxxenue o ciry>x0e JOKYMEHTAIIMOHHOTO 00ECIIEYeHUsI YIIPaBICHUS

7. OcnoBuble mnonoxenuss ['OCT P6.30-2003 u ero npuMmeHeHUe Ipu

W3JIaHUU JOKYMEHTOB MPEANPHUATHS

8. TexHonorus padOThI C JOKyMEHTAMH B OpPraHU3alUaX U IPEINPUATUIX

9. [JomkHOCTHasi HWHCTPYKLUHUSA CEKpeTaps-pedepeHTta pyKOBOAUTEIS

CEIbXO03MPEANPUITHS
10. Kommbroreproe JIEIIOMTPOU3BOJICTBO 151 aBTOMAaTH3aLHs
JEJIOIPOU3BO/ICTBA

11. [enoBas mepemnucka: MOpsiIoOK COCTaBICHUSI U OPOPMIICHUS CITY>KEOHBIX
IMCEM

3. 3aiaHus caMOCTOSITEILHOI padoThI 1J1s1 GopMUPOBaAHUS YMEHUMH
3amanue 1

Pa3zpabdoratb OCHOBHBbI¢ OJIAHKH [OKYMEHTOB TMpPeANPUATHI ©
OpraHu3amui.

Llenv 3a0anus: OCBOUTh METOAMKY pPa3paOOTKHM OCHOBHBIX BHUJIOB OJIAHKOB
JOKYMEHTOB C BKJIIOYEHHEM OO0s3aTeNbHBIX PEKBU3UTOB JUIsl Ka)KIOrO BHIA
0JIaHKOB.

[Ipu BBINOJHEHUU CAMOCTOSATEIBHON padOThI CTYJAEHT JODKEH pa3padoTaTh
cienyromme BUAbl ONaHKOB: oOmMA OnaHk; OJaHK KOHKPETHOTO BHUAA
JIOKYMEHTOB; OJaHK NHUCbMa C VYIJOBBIM U TMPOJOJBHBIM PaCIOJIOKEHUEM
PEKBHU3UTOB, a TAKkKE OJIAHK JIOJBKHOCTHOTO JIUIIA.

llopsiook u memoouka evinonneHus 3adanus. Jlo Hauana BBIIOJHEHUS
CaMOCTOATENILHOM  pabOThl  CTYIEHT JOJDKEH M3Y4YUTh BHJBl  OJIAHKOB,
UCIIOJIb3yeMbI€ B YNPABICEHYECKON JESITEIbHOCTH MPEANPUSTUN U TPEOOBAHHM K
WX U3TOTOBJICHUIO U O(POPMIICHUIO C BKIIIOUEHHEM OOS3aTEIbHBIX PEKBU3UTOB Ha
KaKJIOM KOHKPETHOM OJIaHKe.

Pa3paboTka O1aHKOB JOKYMEHTOB BBIMOJHSETCS C HCIOJIH30BAHUEM
CBEJICHMM TEX XO35MCTB, B KOTOPBIX CTYIEHT IPOXOIUI IPOU3BOJCTBEHHYIO
MPaKTUKY, WIK pabOTaeT B JAHHOE BPEMs B APYTOl OpraHU3ALMH.

3aganue 2

CocTaButh 1 0)OPMHUTH TOZKHOCTHYH) MHCTPYKIHUIO CHIENHATUCTA 1O
BeJIeHUI0 J1eJI0MPOU3BO/ICTBA.

Llenv 3a0anus: O3HAKOMHTLCS C METOJIHMKOW COCTaBJIICHUS JOJKHOCTHOM
WHCTPYKITUU paOOTHHUKA IO BEACHUIO JOKYMEHTAITUHN Ha MPETPUATHSIX.

llopsidox u memoouxka 6wvinoiHenus 3adanusi. B TepByr0 odepens,
HEO0OXOMMO U3YIUTh IPUMEPHBIE TUTIOBBIC TOJDKHOCTHBIC MHCTPYKITUH.

Jlanee mo pe3yiabTaraM MOJMYYeHHOW HWHQPOpPMAlUU B 3aBUCUMOCTH OT

68



OpraHu3aIMOHHON (HOPMBI pabOTHI C TOKYMEHTAMH CTYJEHT JIOJDKEH pa3paboTaTh
KOHKPETHbIE  JIOJDKHOCTHBIE HHCTPYKIMM Ha pabOTHHKA MO  BEACHHUIO
JOKYMEHTAallMd C COONIOACHHEM BceX TpeOOBaHMH K COCTaBJICHUIO 3TOTO
JOKYMEHTa U MPaBUJIbHBIM PACIIOIOKEHHEM HEOOXOIUMBIX PEKBU3HUTOB.

3ananue 3

Pa3paGorarth npuKa3 MO OCHOBHOH /JeSiTeILHOCTH NpeINpPUATHA, B
KOTOPOM BbI MPOXOAWIN MPAKTHKY WIK padoTaeTe B TaHHOe BpeMsl

Llenv 3a0anus; O3HAKOMHUTBCA C METOAMKOW COCTaBICHHS M OPOPMIICHHUSA
MIPUKA30B 10 OCHOBHOM AEATENHHOCTHU. J[J1s1 cOCTaBIeHNS PUKA30B MUCIOJIb30BaTh
CJIeAYIONINE TEMBI (110 BBIOOPY):

- TI0 TIPOBEICHUIO aTTECTAIMH TJIABHBIX CIICIUATUCTOB W CIICIIMAINCTOB
CpEIHETO0 3BEHA;

- 00 o6pazoBanuu «Ciy>KOBI 1€JIOMPOU3BOJICTBAY.

llopsidox u memoouka evinonnenusi 3adanus. llpexne dem mnepertu K
COCTABJICHUIO TIPHKa3a, HEOOXOIUMO OOpaTUTh BHUMAHUE Ha 001IKe TpeOOBaHUS K
ero pa3paboTKe U O3HAKOMUTHCSA C MPUMEPHBIMHU pa3pabOTaHHBIMU OOpa3liamMu
MIPUKA30B.

[lo pesynbpTaTam mody4eHHOM HH(OpMaAIUU HEOOXOaUMO pa3paboTaTthb
MPOEKT TMpHKa3a MO yKa3aHHOW BBIIIE TeMe, IJe JOJKHBI OBITh OTPaXKEHBI BCE

PCKBU3HTHI, KOTOPBIC JO/OKHBI OBITH NPABHJIBHO COCTaBJICHBI W O(POPMIICHBI B
cootBercTtBuu ¢ 'OCT P.6.30-2003.

3ananmue 4

Cocrasienue u opopmiIeHHE PACTIOPSIKEHUS WM YKA3aAHUS

L]env 3a0anus: 3TOT TOKYMEHT COCTaBIIACTCS U O(DOPMIISIETCS aHAIOTHYHO
MPUKa3y 10 OCHOBHOM JESTEIbHOCTH, HO PACTIOPSANTENIbHASI YaCTh PACIIOPSHKCHUS
HAYMHAETCS CO CIIOBA «00SI3bIBAIO» WJIH «IIPEJIararo.

JUist  pemieHusl TMOCTaBIEHHBIX MPOM3BOJICTBEHHBIX 3a7ad MPEANPUITUS
nyTéM M3JIaHUs PACTIOPSDKEHHUST MOYKHO HCIIOJIB30BaTh CIEAYIOMUE TEeMbl (T10
BBIOODY):

- 0 IPOBEPKE BEJICHUS JIETONPON3BOJICTBA;

- O TOBeJeHUU CyOOOTHMKAa 10 O3€JICHEHUI0O U 0JaroycTponcTBY
TEPPUTOPHH.

Tlopsioox u memoouxa evinoanenuss 3adanus. CTYIAEHT JODKEH BBIOpATh
OJIHYy M3 TPEUIOKEHHBIX TEM M IO ATOW TEME COCTAaBUTh PACIIOPSIKEHUE WIIH
yKa3aHHe.

3ananue S

Pa3paGorath OCHOBHble HH(POPMAIHOHHO-CIIPABOYHBbIE JOKYMEHTHI,
u3aBaeMble B IPeANPUATHIX U OPraHU3aANMUSAX

I]env 3a0anusi; OCBOUTH METOAMKY W MPUOOPECTH MPAKTHUYECKUE HABBIKU
cocTaBieHHs] U O(OPMIICHUS CIIYKEOHOUW M OOBSICHUTEITHLHON 3alHCKH, a TaKXKe
aKTa U TPOTOKOJIOB.

1. s  cocmasenenus cnysicebHOU U OOBACHUMENbHOU 3ANUCKU

npeonazaromcs ciedyowue memvl (o 8b100pY):
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- JIOKJIaJHas 3alKcKa IJIaBHOTO OyxrajaTepa Ha MMs PYKOBOAUTENS O HEJOCTaye
JIEHET B Kacce MpeAnpusiTus;

- OoOBsicHUTENbHAs 3alMKMcKa CHEHUANIKNCTa JIeJONPOU3BOJICTBA HAa UM
PYKOBOJMTEIIS O MPUOOPETEHUH HOBOTO «KCEPOKCay.

2. /[Ina cocmaenenuss u ogopmaeHus akma u nNpoOmMoKoId Npeondcaromcs
credyrowue memol (N0 8b100pY):

- COCTaBUTh M O(POPMUTH AaKT O CIHCAHUM MaTEPHAIbHBIX IIEHHOCTEW B OTIEje
JEJIONPOU3BOCTBA;

- COCTaBUTb aKT O MPOBEPKe (PEBU3UH) JIETOMPOU3BOJCTBA HA MIPEATIPUITHH;

- COCTaBUTh U O(OPMUTH MPOTOKOJ 00IIero codpanusi Bamiero npeanpusitus mo
CJIEYIOIIMM BOIPOCAM IMOBECTKU JHSI:

A) BbIOOpA ITTaBHOTO SKOHOMMUCTA;

b) 0 cokpalnieHnn YuCIeHHOCTH CIeIUAIUCTOB (OyXranTepa, Kaccupa).

3. llopsaoox u memoouka evinonneHus 3adanus. J1o Hadaia COCTaBIICHUS U
oopmiieHUsT 3TUX JOKYMEHTOB HEOOXOAMMO O3HAKOMHUTBHCSI C OCHOBHBIMU
TpeOOBAHUSIMU, TMpEIaraéMbIMU K COCTABJICHHUIO JAHHBIX JIOKYMEHTOB U
OCHOBHBIMH MX PEKBHU3UTAMM, COOJIOJAs HUX MECTO paclojOXEHHE WU
HIPAaBUIBHOCTb UX O(hOPMIICHUS.

CTyneHT NOJKEH COCTaBUTh aKT WJIM IMPOTOKOJ IO MPEAJIOKEHHOU Teme
3aJJaHusl.

3axanue 6

CocraBJjienue u oopMiIeHHE OCHOBHBIX BH/I0OB CJIY:KeOHBIX MU CeM

Llenv 3a0anus’: OCBOUTH METOJIMKY COCTAaBJICHHUS U OPOpPMIICHUS HamOoJiee
pacnpoCTpaHEHHBIX BUJOB MUCEM C YUETOM MX HA3HAUEHUS U COJACPKAHUS.

JUist cocTaBieHus: MUCEM MpeAJIaraloTcs CaeAyolne TeMbl (TI0 BBIOOPY):
- odopmnenne mnmuceMa B aapec Munduna YP o Begenennn Bamemy
Ka3Ha4yeiCcTBy kpeauta Ha npuodperenue ['CM;
- odopmiileHHE MNHCbMa B aJpec HAJIOrOBOM CIIy»kObl O NPOAJIEHUU CpOKa
NOTalIeHHs 3ajlora Ha 3€MJII0 B CBA3U C TPYAHBIM (PMHAHCOBBIM IOJOXKEHHEM
NpEANPUSATHUS.

llopsiook u memoouka evinoanenusi sadanus. CTyleHT 10 Hadaja

COCTaBJICHUs] UChbMa JOJDKEH M3YYUTh 00s3aTeNbHbIE PEKBU3UTHI MHCbMa, MECTa
pacnoJioKeHUs Ha OJIaHKe MUChbMa M MPaBUIIBHOCTh UX 0(opMIleHHs], OOpaTUB MPU
ATOM Ha CTUJIb, ITUKET, U3JI0KEHUS TEKCTa MUChMa.

CTyaeHT U3 npeasioKeHHBIX TEM J0JHKEH BhIOpaTh, IO CBOEMY YCMOTPEHUIO,
OlHY M3 TE€M M MO HEW [OJDKEH COCTaBUTh IHUCbMO B COOTBETCTBUM C
TpeOOBAHUSIMHU, MPEIAraEMbIMU K MUCbMaM.

3aganue 7
CocraBienue u o(opMiIeHHE OCHOBHBIX JOKYMEHTOB I0 JIMYHOMY
COCTaBY
I]env 3a0anus. OCBOWUTH MOPSAOK COCTaBIICHUSI M O(POPMIICHUS OCHOBHBIX
JOKYMEHTOB [0 JIMYHOMY COCTaBY, KOTOPBIE HCHOJB3YKOTCS B JEATEIBHOCTH
MPEINPUITANA U OPTraHU3aALU M.
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CTyneHT mpH BBINOJHEHUH CAMOCTOATEIBHOW pabOThI JOKEH OT CBOETO
UMEHU COCTaBUTh CJEAYIOIIME KaJapoBble JOKYMEHTHI C HCIOJb30BaHUEM
CBEJICHUH MPEANpUATHI, B KOTOPbIX BBl mpoxoaunu mpakTUKy win paboTaeTe B
HACTOSIIIIEE BpEMS:

- 3asBJIeHHe O mpueme Bac Ha paboTy Ha JAOHKHOCTH TJIABHOTO OyXTanTepa WiH
TJIaBHOTO 9KOHOMUCTA;

- 00 YBOJIbHEHUU C pa0OTHI C YKAa3aHUEM MPUYUHBI YBOJIBHEHUS;

- COCTaBHUTbH Ha cebsi pe3romMe u aBTodbuorpaduio.

Tlopsiook u memoouka evinonnenus 3a0anus. J1o Hadana COCTaBICHHUS
3THUX JOKYMEHTOB CTYAEHT  JOJDKEH  O3HAaKOMUTHCS C OCOOCHHOCTSIMU
cocTaBleHUs 1 0(OPMIICHHSI OCHOBHBIX KaJIPOBBIX TOKYMEHTOB, X PEKBU3UTAMHU.

Jlanee CTyAeHT OT CBOEr0 MMEHM COCTAaBISE€T JBa BHUAA JOKyMeHTa (IO
BBIOOPY): 3asiBJICHUE O IpUeMe Ha padoTy U pe3loMe WIH APYrue JTOKYMEHTBI:
3asiBJIeHHE 00 YBOJBHEHUU U XapaKTEPUCTHUKY.

3aganue 8

CocraBiienue u o(popMiIeHHE HOMEHKJIATYPHI J1eJ1

Llenv 3a0anus: OCBOUTH OCHOBHBIC NPaBHJIA COCTABJICHUS HOMEHKJIATYPHI
JIeJl Ha BCE U3J]aBacMbI€ B OpTraHU3AIMAX U MPEAIPHUATHIX TOKYMCHTHI.

Ilopsioox u memoouxa evinoauwenus 3aoanus. CTyIeHT 0 Hadaja
COCTABJICHHSI HOMEHKJIATYPhI e JOJDKEH H3YIUTh €€ BUIBI, (OPMHUPOBAHUEC H
odopMIICHHE ACNT U UX XPAaHCHHE, 3HATH PA0O0Ty C BXOMAIIMMU U MCXOISIIUMH H
BHYTPCHHUMHU JTOKYMEHTaMH U (pOpMaMu UX pPETUCTPAIIHH.

3aTeM CTYACHT JOHKCH M3YYUTh M3AaBAE€MbIC JOKYMEHTHI TIPEANPHUATHSA, B
KOTOPOM OH TIPOXOJWJ MPAKTHKy WX paboTaeT B JaHHOE BpeMs, W IS HETO
pa3paboTaTh MPUMEPHYIO HOMECHKIATYPY Je.

4. 3amaHus 1J5 CAMOCTOATEIBLHOI0 KOHTPOJISI 3HAHUM

Tema 1. /lokymenmuposannoe obecneyenue npeonpuamuil u OpeaHu3ayuil
KoHTpoJibHBIE BONIPOCHI:

1. Yo BKIIOYAET B CEOSI KMOHATUE ACIOMPOU3BOICTBOY

2. Kakue ¢hyHKIUU BBITIOIHSIET TOKYMEHT?

3. KakumMu HOpMAaTUBHBIMU JJOKYMEHTAMU PETIaMEHTUPYETCS NeATEeIbHOCTD

CITY>KOBI ICJIONPOU3BOJICTBA

4. Ha3zoBuTte TUMOBBIC OPraHU3AIMOHHBIE CTPYKTYPHI CITY>KObI
JIeTIOTPOU3BOJICTBA
JlaitTe onpeneneHue MOHATUIO «TOKYMEHT
6. Ilepeuncnure KiIaccupUKaIMIO JOKYMEHTOB M0 UX HA3HAUYCHUIO

o1

Tecmor:

1. /aToil OpraHu3aluOHHOT0 JOKYMEHTA SABJIAAETCH. ..

1) JlaTa ero COCTaBJICHUS,;

2)  JaTta ero yTBEPKICHUS,

3) JaTa ero IMOAMUCaHU,

4)  nmara COrIacOBaHHS CO BCEMH 3aMHTEPECOBAHHBIMU I10Ipa3eICHUIMHU
71



2. Kakoii 10KyMeHT He sIBJIsIeTCS PaclOpsiAUTeIbHBIM?

1)  mnpukas; 4) mpOTOKOIT;

2)  yKasaHWHe; 5) mocTaHOBJICHHE.

3) pacnopspKeHue;

3. Kakoidi pekBH3UT He BXOAUT B COCTAB PACHOPAIAUTEJbHBIX
JTOKYMEHTOB?

1) HauMeHOBaHKE OpraHu3aIMUu-aBTOPa JOKYMEHTA;

2) rpud yTBEpKACHUS;

3) moAmnuce;

4) nara;

5) MeCTO COCTaBJICHUS JOKYMEHTA;

6) 3aroJIOBOK K TEKCTY.

4. JlokyMeHT o0JiagaeT HOPUAMYECKON CHJION IOCIIe...

1) cormacoBaHusi CO BCEMH 3aMHTCPECOBAHHBIMH  OpTaHH3AIUSIMHU,
MO/Ipa3/IeICHUsIMU U CTICIUATUCTaAMU;

2) TOJKMCAHUS PYKOBOIUTEIICM;

3) odopmiieHHs BEIpaOOTaHHOTO PEIICHHS Ha OJIaHKe JOKYMEHTA.

5. OTiIM4HeM OKOHYATEJBLHOI0 PACHOPAINTETbHOI0 JOKYMEHTA OT €ro
NMPOEKTA SABJIsIETCH. ..

1) HaM4Ke Ha MPOEKTE PACTIOPSAUTEIILHOTO JOKyMeHTa ciioBa «IIpoekt»

2) Ha POEKTE PACHOPAIUTEINBHOTO TOKYMEHTA CTABSITCS BU3bl, KOTOPBIX HET
Ha OKOHYATEJIbHOM BapUaHTE IOKYMEHTA;

3) paznuune B CTPYKTYpE TEKCTa;

4) Hannuue Ha npoekre ciaoBa «[IpoekT» 1 BU3 COTriacoOBaHUs;

5) IPOEKT COCTaBIIAETCS Ha OOBIYHBIX JIUCTaX Oymaru 0e3 peKBU3UTOB.

Tema 2: CocTaB peKBU3MTOB JIOKYMEHTOB M TPe0OOBaHUA K UX 0OPMJICHHUIO
KoHTpoJibHBIE BONIPOCHI:
1. HazoBuTe OCHOBHBIE BU/IbI OJJAHKOB JJOKYMEHTOB, IPUMEHSIEMbBIX B
OpraHu3aIusIX
Yewm otnuvaercs oOmuii 61aHK OT OJ1laHKa MUChMa
[lepeunciute OCHOBHBIC PEKBU3UTHI, BXOSIINE B COCTAaB OJaHKA MHUChMa
4. HazoBwuTe Tpu BapuaHTa o(popMIIeHUS AaThl JOKYMEHTa U OCOOCHHOCTH UX
ohopmiieHUS
5. KakoB nopsiaok opopMieHus: pEKBU3UTOB «IIOAIMUCH» U «OTMETKA 00
UCITOJIHUTENE JOKYMEHTA)
HazoBuTte naty noanucanus akTa, puKasa, NuchbMa 1 MpoTOKOJIa
Kakue TpeGoBanus MpeabsIBISIOTCS K TEKCTY JOKYMEHTA
Kaxkue hopmaTsl Oymaru ucnonib3yroTcst Ipu 0POpMICHUH TOKYMEHTOB
[lepeunciure coCTaB peKBU3UTOB HCTOIb3yeMbIE TP 0(OPMIICHUN U
COCTABJICHHH TOKYMEHTOB

W N

© 0N

Tecmuoi:
1. Kakme wu3 mepevyHCIEHHBIX HHKe [OKYMEHTOB He MPOXOIAT
Npoueaypy yTrBep:KIaeHus?
1) akThi 4) ycraBbl;
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2) MOJOXKEHHUS; 5) npuKasbl IO OCHOBHOM €SI TEIbHOCTH;
3) JOKJIagHBIC 3aMUCKU; 6) ITaTHBIC PACIIHCAHMUS.
2. Pe3oamoumsi - 3TO PEKBU3UT, OrPAHUYUBAKIIMH J0CTYNl K

HH(pOpPMAMHU, COAEPKALICHCH B JOKYMEHTE.

1) Her; 2) na.
3. PeKBH3HUT «3arojI0BOK K TEKCTY» pa3Melaercsi:
1) B JeBOM BepXHEM yIiIy AOKYMEHTa TOJi OCHOBHBIMH PEKBH3UTAMHU

OJlaHKa [IUPUHON HE 00Jiee MOJOBUHBI CTPOKH;

2) 1o ueHTpy OJaHKa, paBHOYJAJIEHO OT MPaBOro U JEBOTO MOJIS.

4. JlesioBasi MepenucKa Beaercs...

1) or TpeThero auia, MECTOMMEHHSI 3aAMEHSIOTCS CYIIECTBUTEIbHBIMU;

2) OT mepBOro JULA.

5. TeKkCT JOKYMEHTOB CTPOUTCH

1) B BHAC aHKETHI, TAOIHIIBI U CBI3HOTO TEKCTA,

2) B BUJE TaOIHIIBI;

3) B BHUJIE CBA3HOI'O TEKCTA;

4) B BUJE aHKETHI, TAOJIUIIbI, CBI3HOTO TEKCTA, & TAKXKE B BUJE COCTUHEHMUS

TUX GHOpM;

5) B BUJIC QHKETHI.

Tema 3. OpzanuzayuonHHo-pacnopaoumenvHvle  OOKYMEHmMbl, NPABUIA UX
cOCmaeeHu
KoHTpoJsibHBIE BONIPOCHI:

1.
2.

w

~

HazoBuTe 0OCHOBHBIC BUIBI PACTIOPSIAUTEIBHBIX TOKYMEHTOB

Kakne  pacmopsimurenpHble  JOKYMEHTBI — HW3JAIOTCA  €IMHOJIUYHO
PYKOBOJHUTEIIEM NPEANPUATHI

[lepeuncnute OCHOBHBIE PEKBU3UTHI IIPHKa3a MO0 OCHOBHOM JIESTEIILHOCTH
HazoBute ocoOeHHOCTHM cocTaBlieHUs W O(OpPMIICHHS TMPUKA30B TIO
OCHOBHOM JIESTEIBHOCTH OT MPUKA30B M0 JIUYHOMY COCTaBY

Kakue pacnopsauTenbHble JOKYMEHTBl COCTABIISIFOTCS KOJIJIETHAJIbHBIM
OpPraHoM (COBETOM TUPEKTOPOB, COOpaHUEM TPYIOBOTO KOJUIEKTHBA )

Ha xaxkom Buie Gi1aHKa COCTaBIISIFOTCS IPUKa3bl 10 OCHOBHOM J1€ATEIbHOCTH
Y TIPUKAa3bl IO JTUYHOMY COCTaBY

HazoBute cpok XpaHeHUs NPUKa30B

Kakue TpeboBaHMsS TPEABSIBISIOTCS K COCTABICHHUI0O U O(OPMIICHHUIO
JOKJIATHOW U OOBSICHUTEILHOM 3aMCKH

Tecmuor:
3. JlaToii opraHn3anMoOHHOr0 JOKYMEHTA SIBJISIeTCS ...
1)  nara ero cocTaBlICHUS;
2)  JaTta ero yTBEPKICHUS;
3) JaTa ero IMOAMUCaHU,
4)  nmara corylacoBaHHS CO BCEMH 3aWHTEPECOBAaHHBIMU TOIpa3ACIICHUSIMU
4. Kakoil J0OKYMEHT He SIBJISIeTCH PACTIOPSAAUTEIbHbIM?
1)  mpwukas; 4) MpOTOKOI;
2)  yKasaHWe; 5) nmocTaHOBJICHHE.
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3) pacnopsiKeHue;

3. Kakoil pexkBH3UT He BXOIMT B COCTaB PACHOPSAUTETbHBIX
JTOKYMEHTOB?

1) HauMeHOBaHKE OpraHUu3aIMUu-aBTOPa JOKYMEHTA;

2) rpud yTBEpKICHUS;

3) noamnuce;

4) nara;

5) MECTO COCTaBJICHUS JOKYMEHTA;

6) 3aroJIOBOK K TEKCTY.

4. JlokyMeHT o0JiaaeT HOPUAMYECKON CHJION MOCIIe...

4) cormacoBaHHs CO BCEMH 3aMHTEPECOBAHHBIMH  OPTaHU3AIMSIMH,
NO/IPA3/ICICHUSIMU U CIIEHUATIUCTaAMU;

5) noanucaHusi pyKOBOAUTEICM;

6) odopmieHHs BEIpaOOTAHHOTO PEIICHMS Ha OJIaHKE JOKYMEHTA.

5. OTiIM4HeM OKOHYATEJBLHOI0 PACHOPAINTETbHOI0 JOKYMEHTA OT €ro
MPOEKTA SABJIsIETCH. ..

1) HanM4Ke Ha MPOEKTE PACTIOPSAUTEIILHOTO JOKyMeHTa ciioBa «IIpoekT»

2) Ha MPOEKTE PACTIOPSIUTEIHHOTO TOKYMEHTA CTABATCS BU3bI, KOTOPBIX HET
Ha OKOHYATEJIbHOM BapHaHTE JIOKYMEHTA;

3) pa3nuuue B CTPYKTYpE TEKCTA;

4) Hannuue Ha npoekte cioBa «[IpoexkT» 1 BU3 cOriacoBaHus;

5) IPOEKT COCTaBIIAETCS Ha OOBIYHBIX JIUCTaX Oymaru 0e3 peKBU3UTOB.

Tema 4. Hugopmayuonno-cnpasounana O0oKymeHmayusa, nopaooK ux
cocmaeienus
KoHTpoJsibHBIE BONIPOCHI:
1. Kakue mOKyMEHTBI OTHOCSITCS K OpTaHU3AIIMOHHBIM JIOKYMEHTaM
CENbXO03NPEATPUATUI
2. JlaiiTe OHATHE «TOJDKHOCTHASI MHCTPYKITHS
3. HazoBute 0CHOBHBIE TOJKHOCTHBIE 00sI3aHHOCTH TJIABHOT'O SKOHOMUCTA
WJIM TJIAaBHOTO Oyxrayirepa
[lepeuncnure OCHOBHBIE PEKBU3HUTHI YCTaBA MPEANPUITHI
KeMm yTBepkaaercs yctaB npeAnpusTHi
Ha koro cocraBinsercs mTaTHOE pacnycaHrue U Ha30BUTE OCHOBHBIE €r0
PEKBU3UTHI
VYkaxuTe OCHOBHBIE pa3/Iebl TEKCTA TOJDKHOCTHOM UMHCTPYKITUU
8. Ha koro cocraBiseTcst JOJKHOCTHAS UHCTPYKIIUS U KOTJ]a OHA BCTYIAET B
CUITY

o o bh

~

Tecmur:
1. ABTOpPOM CiIyXKe0HOT0 MUCHMA SIBJISIETCS...
1) opranuzanusi, OT UMEHU KOTOPOU MOCHLIAETCS MUChMO;
2) MOMKHOCTHOE JIMIIO, KOTOPOE MOMUCHIBAET MUCHMO;
3) UCNOTHUTENb, KOTOPBIM FOTOBUT TEKCT MUCHMA.
2. B kakoMm ciy4ae NpaBWIbHO 0(pOPMIICH PEKBU3HUT «IOAMUCH)?
1) dupektop
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3A0 «JIYY» H.H. HoBuxos;

2) dupexrop
3A0 «JIYY» Hosuxos H.H.;

3) 'maBHBIN YKOHOMHUCT M.C. biinHoBa
Hupekrop H.H. HoBukos.

3. C Kako# HeJbI) HA NMUCbMe YKa3bIBAWT (GaMuiaui u TejaedoH
HCIOJTHUTEA?

1) nnst npugaHus TOKYMEHTY FOPUANYECKON CHUIIBI;

2) i onepaTUBHOM CBSI3H.

4. UH(popMaALMOHHO-CIIPABOYHbIE JOKYMEHTbI:

1) conepxat nopydeHus;

2) 00s13bIBAIOT JIEWCTBOBATH CTPOTO MPEINMCAHHBIM 00pa3oM;

3) coobmarT cBeAeHUS, MO0YKIAIIUE NPUHUMATh OIpPEACIICHHbIE
pelIeHus.

S. IIpoToxoJi 3ace1aHus NMOANMMCHIBACTCH:

1) pyKOBOIUTEIIEM OpPIraHU3AIIHH;

2) pPYKOBOJHWTEIIEM OpPraHU3allid WK €r0 3aMECTUTEJIEeM, HUCIOIHSIONIUM
€ro 0053aHHOCTH BO BPEMsI IJTUTEIILHOTO OTCYTCTBHS;

3) npeacenaresieM 3aceaaHus;

4) mpeacenaresieM 3acelaHusl U CEKPETAPEM;

5) npencenareneM 3aceJaHusl U BCEMU YJICHAMU.

Tema 5: Haznauenue, Kiaccupuranms cayKeOHbIX MUCEM, 0COOCHHOCTH
UX COCTABJICHHUS
KoHTpoJsibHBIE BOIIPOCHI:
1. Yto BKJIIOYAET B c€0SI MOHSITHUS «CITYKEOHOE MUCHMOY
2. Tlepeuncnure cocTaB CIIy>KEOHBIX MHCEM M3J]aBa€MbIX HA MPEAPUSITHH
AIIK
[lepeunciure OCHOBHBIC PEKBU3UTHI CITY>KEOHBIX IMHCEM
4. Kaxkue TpeOoBaHUS MPEABIBISIOTCS K COCTABICHUIO U O(DOPMIICHHUIO
CITy’KEOHBIX TTHCEM
5. KTo nmoamnuceiBaeT MMCbMO U Kakasi 1aTa CYUTAETCS AATOU CITYKEOHOTO
MUChMa
6. Ykaxure TpeOOBaHUS NMPEABABIIEMBIC K TEKCTY MHUChMa
VYKaxkute MeCTO pacroioKEeHUs B MUCbME PEKBU3HTA «aApecaT» U
MPaBUIBLHOCTH €ro 0O(hOopMIEHUS
Ha xakom Bujie 6;1aHKa 0(hOpMIISIIOTCSI BCE BUBI CITY>KEOHBIX MHUCEM
9. Kako¥li pekBU3UT HE CTAaBUTCS Ha OJIaHKE MHChMa
Tecmeot.
1. Bu3a Ha NpoOTOKOJIE MPOCTABJSIETCS:
1) B JIeBOM HUKHEM YTy JOKYMEHTA;
2) Ha JIEBOM T0JIe TOKYMEHTAa, Ha YPOBHE 3alIMCU BBICTYILJICHHUS;
3) Ha 00OPOTHOM CTOPOHE MOCIICTHETO JINCTA.
2. OcHOBHAs 4aCTh NMPOTOKO0JIA, B MOBECTKE JHA KOTOPOro 2 BONpoca,
CTPOMTCS IO cXeMe:

w

~

o
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1) CJIVITAJIN: 3) CJIVITAJIN: 1.
BBICTVYIINJIN: 2.
PEHINJIM: 1. BBICTVIIWJIN: 1.
2. 2.
PEHINJINM: 1.
2.
2) 1. CJIVIIAJIN:
BBICTVYIIWJIN:
PEIINJIN
2. CJIYIIAJIN
BBICTVYIINJIN
PEIINJIN;
3. IaToil NpoTOKOJIA ABJISAETCH:
1) naTa MPOTOKOJIMPYEMOTO COOBITHS;
2) ata MoIMCaHus;
3) nata yTBEpKICHUS,
4) nata BRIHECEHUS PE30JIIOIUH.
4. B kakoM ciyuyae nNpaBWjibHO 0()OpMJIeHA MOBECTKA AHSA?
1) O nmogBeneHur UTOTOB JiesiTeabHOCTH TipeanpusTus B 2017 ronys;
2) ITogsenenue UTOroB JiesTeabHoCTH ipeanpusTus B 2017 roay;
3) IlogBenenuwe WTOroB jAesTedbHOCTH npeanpustus B 2017 romy.
Jloknamguuk ri. sxoHomuct EBceeB J1./1.;
4) O mnoaBeleHUM WUTOrOB JAesTeabHOCTH npeanpustus B 2017 romy.
Jloxknamguuk ri. 5koHoMucT EBcees J1. /.
5. Kakoii peKBM3UT He CTABUTCH HA OJIaHKe aKTa?

1) Ha3Banue BUJ1a JOKYMEHTA; 4) I'pud yTBEpKIaEHUS;
2) 3aroyioBOK K TEKCTY; 5) Anpecar.
3) IToanuce;

Tema 6: CocraBiieHue u opopMiIeHHE TOKYMEHTOB 110 JUYHOMY COCTABY
KoHTpoJibHBIE BONIPOCHI:

1. HazoBuTe OCHOBHBIE KaJIpOBBIE JOKYMEHTHI cenbxo3npennpustuii AITK

2. Tlepedncnure OCHOBHBIE PEKBU3UTHI JOKYMEHTOB M0 TUYHOMY COCTaBY

(3as1BJICHUS, IPUKA3BI)

3. B kakoit mocneoBaTeIbHOCTH 0OPMIIIETCS PE3FOME

4. Ha ocHOBaHMM KaKoOro JJOKyMEHTa U3JaeTcsl IPUKa3 O MepeBoie paboTHUKA
Ha JAPYTYIO TOJKHOCTh
B ueM 0cOOEHHOCTH BEJIeHUS ACIONPOU3BOICTBA MO OOpALIEHUSIM TPaXKIaH
6. KakoBbl cpoku paccMOTpeHHUs OOpaleHus rpaxaaH BhIIIECTOSIIUMU

JOJKHOCTHBIMH JIUIIAMU
7. YKaXuTe CPOK XpaHEHUs MIPUKA30B 110 JUYHOMY COCTABY

Tecmui.

1. O6beM 10KyMeHT0000POTA NPEANPUATHS - ITO ...

1) KoJIMUECTBO IOKYMEHTOB BCEX MTOTOKOB 3a rOJI;

2) KOJIMYECTBO BHYTPEHHUX JOKYMEHTOB 3a rOJ;

o1
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3) KOJIMYECTBO BXOASIINX U UCXOAIIUX TOKYMEHTOB 3 TO/I;

4) KOJMYECTBO JOKYMEHTOB BCEX IIOTOKOB TMPEANPUATHS C MOMEHTa
CO3JaHMs MPEINPUATHUS IO €0 JUKBUAAIMHI WA PEOPraHU3aLIUU.

2. OTMeTbTe HECYLIECTBYWIHII 3Tal B TEXHOJOTHYECKOH Ieno4Ke
00padoOTKU M JBUKEHHS JOKYMEHTOB

1) mpuem u nepBuyHasi 00paboTKa JOKYMEHTOB;

2) mpeBapUTEILHOE PACCMOTPEHHUE U PACIIPE/ICIICHUE TOKYMEHTOB;

3) peructpanus;

4) KOHTPOJIb UCIIOTHEHUS;

5) uHpopmMaImOHHO-CIIpaBOYHAas padboTa;

6) UCIIOJTHEHHE TOKYMEHTOB M OTITPABKa,

7) peructpaiusi JOKyMEHTOB JIJIsl QpXUBHOTO XPAHCHHMS.

3. B o00s3aHHOCTH KaKoOro [JAOJKHOCTHOIO JIMIIA He BXOAHUT
OCylIeCTBJICHHE NPUEMA U IEPBUYHOM 00pad0TKH JOKYMeHTAuM ?
1) cekperaps; 3) COTpYAHUK KaHIIECJISIPUU.

2) pYKOBOJIUTEIIb MPEIPUSITHS;

4, @opMBbl perucTpamum MoryT ObIThb ...

1) s)xypHaiIbHasi, 4) KHUKHAS;

2) KapTOYHas; 5) aBTOMaTU3UPOBAHHAS JIEKTPOHHAS

3) KapTOYHO-)KypHAaJIbHAS;

5. Ecam nokyMeHT 0o()opmJ/ieH HeNpPaBHJIbHO WM NPEACTABJIEH He B
MOJTHOM KOMILJIEKTE:

1) oH BO3BpamaeTcs UCTIOTHUTEIIO JI TOPabOTKU;

2) cekpeTapb BHOCUT HCTIPABIICHUS U OTIPABIISICT TOKYMEHT apecary.

Tema 7: Opranuszanusi padoThl ¢ JOKYyMEHTAMHA

KoHTpoJibHBIE BONIPOCHI:

Yto Takoe HOMEHKJIaTypa Jeil

HazoBuTe BUBI HOMEHKIIATYPHI 1€ U TPeOOBAHUS K HEH

Uro moHumaetcst moa GopMupoBaHueM 1 0HOPMIICHHEM JIeTT

KakoB nopsiiok cocraBieHusi HOMEHKIATyphI A€l

KaxoB nmopsiok paboThl ¢ BXOJSIIMMEU TOKYMEHTaMH

KaxoB nmopsiok paboThl ¢ UCXOASIIUMUA U BHYTPEHHUMH JTJOKYMEHTAMHU
HazoBute gpopmbl peructpaiiuu JOKyMEHTOB

Pacckaxxute 0coOOEHHOCTH MOATOTOBKHU JOKYMEHTOB Ha XpaHEHUE.

NGk owbdE
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[Ipunoxenue 4
METOANYECKUE PEKOMEHJALIUUA 110 OPTAHU3ALIMN
OBYYEHUA 11 UHBAJIMIOB U JIMI] C OT'PAHUYEHHBIMH
BO3MOXHOCTAMMU 310POBbA

OOyuenue oOydYaronIMXcsi ¢ OrPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/10POBbBS
npu HeoboxomumocT ocymectsisiercs B ®I'BOY BO Yysamickuit 'AY (nanee —
VYHUBEpPCUTET) C UCMNOJIB30BAaHUEM CIEHHAIBHBIX METOJOB OOy4YeHUus U
TUIAKTHUYECKUX ~ MaTepHalioB, COCTAaBIEHHBIX C  Y4eTOM OCOOEHHOCTEH
MCUXO(PU3NYECKOTO PA3BUTHS, WHIAWBUAYATHHBIX BO3MOXKHOCTEH W COCTOSHHS
3I0POBbS TAKUX OOyYaromuxcs (00y4Jaronierocs).

B uensax ocBoeHuss yuyeOHOM mMporpamMmbl JUCHMIUIMHBI WHBAIUJAMHU U
JUIIaMM  C  OTPAHUYCHHBIMH  BO3MOXKHOCTSMH  3JI0POBbSI Y HUBEPCUTET
o0ecreunBaeT:

0151 UHBANUOO8 U JUY C O02PAHUYEHHLIMU BO3MONCHOCMAMU 300P08bsi NO
3peHuUIo:

- pa3MelieHue B JOCTYNHBIX JJisi OOYYarOMIMXCS, SBIISIFOIIMXCS
CIETIBIMA WU  CIa0OBUIAIIMMHU, MeECTax ¢ B aJanTHUPOBaHHOW ¢dopme
CIIPaBOYHOM MHGOPMAIIMH O PACTTUCAHUHN YUEOHBIX 3aHSITHIA;

- TPUCYTCTBUE  ACCHUCTEHTAa, OKa3bIBaIOIIEro  oOydaroniemycs
HEO0OXOIMMYIO OMOIIIb (B ClIydae HEOOXOIUMOCTH);

- BBINYCK aJIbTEPHATHUBHBIX (OPMATOB METOIUUYECKUX MaTEpUaTIOB
(xpynHbIF WpUPT UM ayiuodansl);

- Hajmuyue B OUOIMOTEKE U YWUTAIBHOM 3ajie Y HUBEpPCUTETa
bpaiiyieBCKOl KOMIBIOTEPHOW TEXHUKH, 3JIEKTPOHHBIX JIYI, BUICOYBEIUYUTEIEH,
pOrpamMM HEBU3YaJbHOTO AOCTyNa K MH(OpMAIUK;

0151 UHBANUOO08 U Y C OCPAHUYEHHBIMU BO3MOINCHOCMAMU 300POBbS NO
CAYXY:

- HaJIeKAIUMU 3BYKOBBIMU CpeACTBaMHU BOCIIPOU3BEICHUE
uHdopmaIuy;
- HAJIMYME€ MYJIbTUMEIUNHON CUCTEMBI,

011 UHBANUOO8 U JUY C OCPAHUYEHHbIMU BO3ZMONCHOCMAMU 300POGbA,
UMeIoWUX HapyueHus ONOPHO-08U2AMENbHO20 annapama:

- BO3MOXXHOCTh OECHpENSITCTBEHHOr0 JO0CTyna OOyYarolluxcsi B
y4eOHbIC TTOMEIIECHHUSI, TyaJICTHbIE KOMHATBI U JIPYTHE MTOMEIICHHUST Y HUBEPCUTETA,
a Takke NMpeObIBaHKUE B YKA3aHHBIX MIOMEIIICHUSX.

O6pazoBanue OOyYarlIMXCSI C  OTPAHUYCHHBIMH  BO3MOXKHOCTSIMU
3JI0POBbSI MOKET OBITh OPIraHU30BAHO KaK COBMECTHO C JAPYTUMH OOYyHarOIIMMUCH,
B OTJIEJIBHBIX TPYyNMNax v yJaJeHHO ¢ TPUMEHEHUEM JUCTAHIIMOHHBIX TEXHOJIOTHH.

IlepeyeHb y4eOHO-METOAMYECKOTO 00ecreYeHHsI CAMOCTOSITeIbHOM
padoThI 00y4aOIIMXCH M0 JMCHHUILIHHE.
Y4eOHO-MEeTOAMYECKHE  MaTepHalibl  JJII  CAMOCTOSTEIbHOW  paboThI
oOyvarolmuxcss M3  4YHWCla  HMHBAIMAOB W JIMI C  OTPAaHUYECHHBIMU
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BO3MOXHOCTAMH
OIpaHUYCHHAM HUX 300POBbS

3I0pPOBBSl MPEAOCTABISIOTCS B (opMax, aganTHUPOBAHHBIX K

Y BOCHIPUSITHSI HHPOPMALIUHU:

Kareropuu ctyseHToB

DopMbI

C HapyliieHueM ciyxa

- B IeyaTHOU opme
- B (popMe 3IEKTPOHHOIO JOKYMEHTA

C HapylieHueM 3peHus

B IMe4aTHOW  (opMe  yBEIMYCHHBIM
mpudTom

- B (hopMe AIEKTPOHHOTO JOKYMEHTA

- B hopme ayanodaiina

C HapymeHuem
OTIOPHO-JIBUTATEIBHOTO
anmnapara

- B IeyaTHOU opme
- B (hopme 3IeKTPOHHOTO TOKYMEHTA,;
- B hopme ayaunodaiina

JlaHHBI 1TIEpeYEHb M

0XET OBITh KOHKPCTU3HUPOBAH B 3aBUCHUMOCTH OT

KOHTHUHI€HTa 00y4YarOIIHUXCS.
DoH/1 OLIEHOYHBIX CPEACTB AJIsl POBeIeHUs] POMEKYTOYHOM
arrecTaluu 00y4YaroUuXcs M0 AUCHUILTHHE.

JInst  CTyHeHTOB C  OTPaHMYEHHBIMH  BO3MOXKHOCTSIMHM  370pPOBBS
PETYCMOTPEHBI CIEIYIOLUIME OLIEHOYHBIE CPECTBA!
Kareropun Bunel  oneHOYHBIX @opMBI KOHTPOJISA U
CTYJEHTOB CPENCTB OLICHKHU
pEe3ynbTaTOB
oOy4eHus
C HapylieHueM ciayxa TECT IPEUMYILECTBEHHO
MMCbMEHHAs MPOBEPKa
C HapylIeHHeM 3peHHUs co0eceoBaHnE MPEUMYILIECTBEHHO
yCTHasi  MpOBEpKa
(MHAMBUAYAJIBHO)
C HapylieHueM OINOpHO- | pelIeHUE OpraHu3alysi KOHTPOJIA C
JBUTATEJIBHOTO aIIapaTa | AUCTAHIMOHHBIX TECTOB, | [IOMOIIBI 3JIEKTPOHHOU
KOHTPOJIBHBIE BOITPOCHI ob6onouku MOODLE,
NMCbMEHHAs! IPOBEPKA

CryneHTam ¢ OrpaHUYEHHBIMU BO3MOYKHOCTSIMHM 3/I0POBbSI YBEIUUYUBACTCS
BpeMs Ha TOATOTOBKY OTBETOB K 3a4€Ty, pa3peliacTcsi TOTOBUTH OTBETHI C
WCIIOJIb30BaHUEM JIMCTAHITMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHA.

MeToauyecKkue Mat
3HAHMH, YMEHUH,

epuaJibl, ONpeae/AIIe NPoueAyPbl OLeHUBAHMS
HABBIKOB M (MJIM) ONbITA [ESATEJbHOCTH,

Xapakrepu3ywouue 3Tanbl GopMUPOBaHUA KOMIIETCHIUIA.

IIpu 1poBenenun

HHBAJIMAOB MW JIHI] C

o0yueHust
3JI0pPOBBS

nmpoocaypbl OHOCHUBAHUA  PE3YJIbLTATOB
OI'PaHUYCHHBIMHA BO3MOXHOCTAIMHU

npeayCcMaTrpruBacTCA UCIIOJIb30BAHUC TCXHUYCCKUX CPCACTB, HGO6XOI[I/IMI)IX UM
B CBiJA3M C MUX MHIAUBUAYAJIbHBIMH OCOOECHHOCTIMH. ITH cpeacrBsa MOryr OBITH
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IPEIOCTaBICHbl YHUBEPCUTETOM WM MOTYT HCIOIb30BAThCS COOCTBEHHBIE
TEXHUYECKUE CPEJICTBA.

[Ipouienypa olleHMBaHUSI pe3yJIbTATOB OOYYEHUS WHBAIUJIOB U JIUI[ C
OTPaHUYECHHBIMA BO3MOKHOCTSIMU 3JI0POBBSl MO JAUCIHUIUIMHE MpPeaycMaTpUBACT
npenocTapieHue uHgopManuu B Gopmax, aganTUPOBAHHBIX K OFPAHUYCHHUAM UX
3JI0POBbs U BOCTIPUATHS UHPOPMAIIUU:

s uy ¢ HapyweHusMU 3peHust:

- B IIeYaTHOM (popMe YBETMUECHHBIM MIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina.

s uy ¢ napywenuamu cayxa:

- B Ie4aTHOM (hopme;
- B (hopme 31eKTPOHHOTO JOKYMEHTA.
s uy ¢ HapyweHusMu OnopHO-08U2amenbHO20 annapama:
- B Ie4aTHo# (opme;
- B (hopme 31eKTPOHHOTO JOKYMEHTA;
- B popMe ayanodaiina.

JlaHHBIN TIepedYeHb MOXKET OBITh KOHKPETH3UPOBAaH B 3aBUCUMOCTU OT
KOHTHHI€HTa 00yYarolIXcs.

[Ipu mnpoBeneHMH NpPOLEAYPHl OLIEHUBAHUSA PE3YJIbTATOB OOY4YEHHUS
WHBAJIMIOB W JHMII C OrPAaHUYCHHBIMH  BO3MOXKHOCTSIMH  3JI0POBbS IO
TUCIUTIINHE (Momynro) obecrneunBaeTcs BBITIOJTHCHHE CIIETYIOIINX
JIOTIOJTHUTETHHBIX TpeOoBaHMiA B 3aBUCUMOCTH OT WHIWUBUIYaJIbHBIX
0COOEHHOCTEN 00yYaOIIUXCA:

- MHCTPYKIMSI TI0 TIOPSAKY MPOBEIEHUS TMPOIEAYphl OILIEHWBAHUS
MPENIOCTaBIsAECTCA B JOCTYNMHON (popme (YCTHO, B MUCBMEHHOM (opMe, YCTHO C
UCIIOJIb30BaHUEM YCIYT CYpIONEPEBOIUNKA);

- nocTymnHas opma npeaocTaBiIeHUs 3aJaHUI OLIEHOYHBIX CPEACTB (B
neyaTHoi (Gopme, B TmeyaTHOW (opme yBenuueHHbIM mipudTOM, B (opme
AIIGKTPOHHOTO JIOKYMEHTAa, 3aJaHMsl 3a4UTBIBAIOTCS ACCUCTEHTOM, 3aJlaHus
IPEIOCTABIISIOTCA C UCIIOJIB30BaHUEM CYPIONEPEBOIA);

- jgoctynHass (opMa TNpeAOCTaBICHUS OTBETOB Ha  3aJaHUs
(muckmMeHHO Ha Oymare, HaOOp OTBETOB Ha KOMIIBIOTEPE, C HCIOJIb30BAHUEM
yCIYr accucTeHTta, yctHo). Ilpu HeoOXomumocTu st OoOydYarommxcs ¢
OTPaHUYEHHBIMH  BO3MOXHOCTSIMH 3JI0pOBbS M HHBIMJOB  MPOIEAypa
OILICHUBAHUSI  PE3yJIbTATOB  OOyYEHUS MO JAUCIHUIUIMHE (MOJIYJII0) MOXKET
MIPOBOUTHCS B HECKOJIBKO ATATOB.

[TpoBenenue npoueaypsl OIICHUBAHUS PE3yJIbTATOB OOYUCHHS WHBAIUIOB U
JUIl C OTPaHWMYEHHBIMH  BO3MOXHOCTSIMH  37I0POBbSl  JIOMYCKAaeTCA  C
UCIIOJIb30BaHUEM JIUCTAaHIIMOHHBIX 00pa30BaTeNIbHBIX TEXHOJIOTHH.

IlepeyeHb OCHOBHOI W [ONMOJHMTEJbHON y4eOHOH JHMTEpaTyphl,
He00X0AMMOi1 VISl OCBOCHUSI AUCHUILIHHBI.
JIns OCBOEHMS IHCLUMIUIMHBI MHBAIWAAMM U JIMIAMU C OIPAaHUYECHHBIMHU
BO3MOXKHOCTSIMHA  3JI0POBbsl  IIPEIOCTABIIAIOTCA OCHOBHAsi M JONOJIHUTENbHAsS
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ydeOHas JMTepaTypa B BUIE AJIEKTPOHHOTO JTOKyMeHTa B (GoHIe OMOIMOTEeKH U /
WIH B DJIGKTPOHHO-OMOJIMOTEYHBIX CHUCTEMaX. A TakXKe MPeAOCTaBISIOTCS
OecruiaTHO CHelualibHble Y4YeOHUKHM W y4deOHble TocoOus, uHas YyuyeOHas
JUTepaTypa U ClielualbHble TEXHHUYECKHE CPeACTBa OOYYEHHUs KOJJICKTUBHOTO W
WHIMBUIYAIBHOTO TIOJIB30BAaHMS, a TaKXKe YCIYyTH CYpAONEPEeBOAYUKOB H
TU(DIOCYPIOTIEPEBOTINKOB.

Meroanuyeckue ykazaHusi AJsi 00y4aKIIMXCSH 110 0CBOCHHUIO
AUCHUIIHHBI.

B ocBoeHMM AMCHMIUIMHBI WHBaJUAAMU M JULUAMUA C OrPaHUYECHHBIMU
BO3MOXKHOCTSIMHU 3JIOPOBBSI OOJIBIIIOE 3HAUYCHHWE HMMEET WHIAMBUAyalbHas pabora.
[Ton maAMBHIYalIbHOM paboTOI MoapazymeBaeTcs 18e (OPMbI B3aUMOJICHCTBUS C
mpernojiaBaTesieM: WHIWBHAyalbHas YydeOHas pabora (KOHCYJNbTAlMH), T.€.
JIOTIOJIHUTEIBHOE PA3bSICHEHHE yuyeOHOro MaTrepuaja M yriayOJeHHOe H3ydeHue
MaTepuaiga ¢ TeMHU OOYyYalOLIMMUCS, KOTOpblE B 3TOM 3aUHTEPECOBAaHbI, MU
UHAMBHIyaJlbHAs BOCIUTAaTENbHas pabora. VHauBUAYyanbHbIE KOHCYJIbTAllUU 10
OpeaIMeTy SIBISIOTCS BaXKHBIM (PAKTOPOM, CIOCOOCTBYIOLIUM HMHIMBUYyaTU3aluU
OoOy4YeHUsl U YCTAaHOBJICHUIO BOCHUTATEIBLHOTO KOHTAKTa MEXIy IperoaaBaTeseM
U o0yyaromMMmcsT HWHBaJMJIOM WM  OOydYarmoIMMCAd C  OIpPaHUYECHHBIMU
BO3MOYKHOCTSIMU 3/I0POBBSI.

Hanuuyue cnienuaJbHBIX CpPeCTB 00yueHusi HHBaIu0B U il ¢ OB3.

OcBoeHne JUCHUIUIMHBI WHBAIHJIAMHA W JIMIIAMH C OTPaHUYEHHBIMHU
BO3MOKHOCTSIMH 3JIOPOBbSI OCYIIECTBISICTCS C UCTIOIB30BAHUEM CPEJICTB 00yUEHUS
OOIIIEeTo U CIEIUAIBEHOTO Ha3HAYCHUS.

na obyuarowuxca ¢ nHapywenuamu ciyxa TPEAYyCMOTpPEHA KOMIBIOTEpHAS
TEXHUKA, ayJAUOTeXHUKA (AaKyCTHUECKHH yCWIWTEIh 3BYyKa U KOJIOHKH),
BUJICOTEXHUKA (MYJIbTUMEIUNHBIA  TPOEKTOpP, TEJIEBU30p), HUCIHOJBb3YIHOTCS
BUJIEOMATEPUAIIbI, HAYIIHUKU JJI1 TPOCITYIIUBAHMS, 3BYKOBOE COTPOBOXKICHHE
y4eOHOM JIUTEpaTyphl B AJIEKTPOHHON OmOMMoTeuHor cucreme «KoHCynbTaHT
CTYJICHTa.

Jna obyuarowuxca ¢ HapyweHusmMu 3penus TPEeAYyCMOTPEHa BO3MOKHOCTb
MPOCMOTpa yJIaleHHBIX O0BEKTOB (HampuMep, TEKCTa Ha JOCKE WM claija Ha
9KpaHEe) MpU TMOMOIIM BHUACOYBEIMUMTENEH s YAAJICHHOrOo MpocMoTpa. B
OnOIMOTEeKE Ha KaKIOM KOMITBIOTEPE MPETyCMOTPEHA BO3MOYKHOCTh YBEITHMUCHUS
mpudTa, IpemIocTaBIsAeTCs OecriaTHas JUTEpaTypa Ha PyCCKOM W MHOCTPAHHBIX
A3bIKaX, U3IaHHAs peabeHO-TOUECYHBIM HIpUdTOM (110 bpaiinto).

s obyuarowuxcs ¢ HapywleHusmMu OnopHO-08U2AMENbHO20 annapama
MIPETYCMOTPEHO MCIOJIb30BaHUE AIbTEPHATUBHBIX YCTPOWCTB BBOJIa WH(MOPMAITUH
(omeparmonHas cuctema Windows), Takue Kak SKpaHHas KJIaBUATypa, C TOMOIIBIO
KOTOPO MOHO BBOAUTH TEKCT. YueOHbie aymutopuu 101/2, 101/3, 101/4, 101/5,
110, 112, 113, 114, 116, 118, 119, 121, 123, 126, 1-100, 1-104, 1-106, 1-107
UMEIOT OeCHpEemnsTCTBEHHbI  JMOCTYN i OOydYaroluxcsi WHBAJIHUIOB U
OOy4JaromMXcsi C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 370pOBbs. B OubOmmorexe
CHenuaibHO 000pYy/IOBaHbI pabounMe MeCcTa, COOTBETCTBYIOIIMM CTaHIApTaM H
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TpeboBanusiM. OOydaromuecs B yAAJE€HHOM JOCTyNE€ HMMEIOT BO3MOXHOCTh
BOCIIOJIb30BATHCS AJIEKTPOHHOM 0a30il TaHHBIX HAYYHO-TEXHUYECKON OMOIMOTEKU
Uysamickoro 'AY, no HEOOXOIUMOCTH TOJYy4aTh BUPTYAJIbHYIO KOHCYJBTAIUIO
OubIMoTEeKaps MO UCIOIB30BAHUIO DJIEKTPOHHOTO KOHTEHTA.
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