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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hampasnennocts (mpoduins) MeHeKMEHT opraHu3anuii

Krammduxamms Bbakanasp

dopma oOydeHHs 04HO-3204YHAS

OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108 Bupas! koHTpOIS:
B TOM YHCIIE: 3ayer
ayAUTOPHBIE 3aHATH 24
CaMOCTOsTebHAs paboTa 84

Pacnpeneﬂeﬂue YaCcoB JUCHHUILIMHBI ITO0 CeMECTpaM

Cemectp
(<Kypc>.<Cemectp 7 (4.1)
Ha Kypce>) Hroro
Henens 17 3/6
Bun 3arsaTait v | PO | vmo PIT

Jlexunn 8 8 8 8
IMpakruaeckue 16 (16 |16 |16
B tom uncne uHT. 8 8 8 8
Uroro ayn. 24 |24 |24 |24
KonraxrHas pabora |24 (24 |24 (24
Cam. pabota 84 (84 |84 |84
HUroro 108 | 108 | 108 | 108




[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
Hanpasnernocts (podnins) MeHemKMEHT OpraHn3aluit

, ono6pennsii YuensiM coBetoM PI'BOY BO Uysamickuit 'AY ot 30.08.2024 r., mpotokon Ne 16.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[Ipencenarens MeToAMYECKOH KOMUACCHHU (haKyIabTeTa

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBOEHHE TEOPETUUECKUX 3HAHUN 110 OCHOBHBIM BOIIPOCAM JOKYMEHTHUPOBAHUS YIIPABIEHUECKOH NEeATEIbHOCTH,
BBIPa0OTATh MPAKTHUECKHE HABBIKK COCTaBJICHUS JOKYMEHTOB U OpraHH3alUH JOKyMEHTO000pOTa, MPHOOpeTeHne
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | BHenIHeAKOHOMUYECKHUE CBS3U MPEANPHUATHH arpolpOMBIILUICHHOTO KOMILIEKCa

2.1.2 | UladopManmoHHBIE TEXHOIOTHH B MEHEIKMEHTE

2.1.3 | [IpeanpuHUMATENBCKOE TIPABO

2.1.4 | IHOCTpaHHBIH A3bIK

2.1.5 | lenoBbie KOMMYHHKAIIUW

2.1.6 | Ucropus (uctopust Poccun, BceoOmas HCTopus)

2.2 | AucuMmIinHbI ¥ IPAKTUKH, [JI51 KOTOPbIX OCBOEHHE JaAHHOW AMCUHUIIMHBI (MOIYJIA) HEOOXOAUMO KAK
npelIecTBYOIIee:

2.2.1 | MaremaTuieckoe MOICTUPOBAHUE B MEHEIKMEHTE

2.2.2 | IlpousBoacTBEHHAs MPAKTHKA, TEXHOJIOTHYECKas! (MIPOEKTHO-TEXHOJIOTHYECKAs!) MPAKTHKa

2.2.3 | Yrupasnenue 0a3aMu TaHHBIX

2.2.4 | TIpou3BoicTBEHHAs MPAKTHKA, TPEIAUILIOMHAS MTPAKTHKA

3. KOMIETEHIIMU OBYYAIOIIET OCSl, §OPMHUPYEMBIE B PE3VJILTATE OCBOEHUSI TUCLIATIIMHBI
(MOZY.JIsT)

YK-4. Cnoco6eH oCyIecTBIATh AeTOBYI0 KOMMYHHUKAIIUIO B YCTHON M MUCBbMEHHON ()OpMax Ha TOCYIapCTBEHHOM S3BIKE
Poccuiickoii @enepanny 1 HHOCTpaHHOM(BIX) sI3bIKE(aX)

YK-4.1 3HaeT: mpUHIUIBI TOCTPOEHHS YCTHOTO U MICEMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M HHOCTPAaHHOM SI3bIKaX, IpaBHUIa U
3aKOHOMEPHOCTH JI€JIOBOM YCTHOM M MUCbMEHHON KOMMYHHUKALIUU

YK-4.2 YMeeT: NpUMEHATh Ha IPAKTHKE IEIOBYIO KOMMYHHUKAIIMIO B YCTHOW W MUCBMEHHOM (hopMax, METOIBI H HABBIKH JICJIOBOTO
OOIIEHUS Ha PYCCKOM U HHOCTPAHHOM SI3BIKaxX

VYK-4.3 Mimeer HaBBIKK: YTEHHS U MIePEBOJIa TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIBEHOM OOIIeHNN

ITK-2. Ciocoben pa3pabaTbiBaTh METOIMUESCKYIO M HOPMATHBHYIO 0a3y CHCTEMBI YIIPaBIICHNS OpraHU3aieii ¢ yIeTOM IIPHHIIAIIOB
YIpaBIICHNS PICKAMH B PaMKaX OTACIBHBIX OM3HEC-TIPOIECCOB U (hYHKIMOHAIBHBIX HAIIPABICHUH

ITK-2.1 3HaeT: N0N0XEHUSI MEXIYHAPOAHBIX U HALIUOHAJIBHBIX CTAHIAPTOB 110 PUCK-MEHEIKMEHTY,
IIPUHIMIIBI IOCTPOEHUS PEECTPA PUCKOB, KAPTHI PUCKOB, METObI, TEXHUKHU, TEXHOJIOTUH YIIPABICHUS Pa3IMYHbIMU BUJAMU PUCKA

[IK-2.2 Ymeer: pa3pabaTeiBaTh METOUUECKYIO 023y 1 HOPMaTHBHYIO JOKYMEHTAIUIO CHCTEMBI YIIPaBICHHS OpraHu3anuei Ha
OCHOBE POCCHICKOTO 3aKOHO/IATEILCTBA U MEKIYHAPOIHBIX CTAH/IapTOB PUCK-MCHEPKMEHTA

ITK-2.3 imeeT nmpaKkTHYECKUI OMBIT: OPraHU3aIMU CUCTEMBI BHYTPEHHETO JTOKyMEHTO000POTa IPEANPHATHS C UCTIOB30BaHHEM
COBpPEMEHHBIX HH)OPMAITMOHHBIX TEXHOJIOTHIA

B pe3yabTaTe 0CBOCHUS TUCHUILINHDBI Oﬁy‘lamﬂll/lﬁCH JOJIKCH

3.1 (3HaTh:

3.1.1 | HOpMaTUBHO-METOANYECKYIO Oa3y nenonpousBoacTsa B Poccuiickoit ®eneparum;

3.1.2 [ 0ocoOCHHOCTH SI3BIKA M CTHIIS COCTABIICHUS CITY)KEOHBIX IOKyMEHTOB;

3.1.3 | cienuduKy opranu3anui HHHOPMAITHOHHO-TIOUCKOBON CHCTEMBI U KOH-TPOJISI UCTIOTHEHHS IOKYMEHTOB;

3.1.4 | TpeOoBaHMs K OJIaHKaM CITY)KEOHOTO JJOKyMEHTA,

3.1.5 | cocTaB pEeKBU3UTOB OPTraHU3AI[MOHHO-PACIIOPAAUTEIBHON TOKyMEHTAa-IIMHU 1 PaBmiIa NX oopMIICHNS;

3.1.6 Ha3HA4YCHUC, CTPYKTYPY U COACPIKaHUEC CUCTEMbI OPIraHN3allMOHHO —pacnopﬂnnrenbﬂoﬁ JAOKYMEHTAlUH;

3.1.7 | yauunpoBanHbie GOPMBI OPraHU3aLUOHHO-PACTIOPSAUTENBHBIX 10-KyMEHTOB;

3.1.8 | mOpsIIOK, 3TAIBI ¥ OCHOBHBIE IPOIEAYPHI OpPraHU3AIH PAOOTHI ¢ JOKY-MEHTAMH;

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OPTaHHU3AINH B ITPOIIECCe JOKYMEHTO-000pOTa M MOPSIIOK X PETHCTPaIny;

3.1.10 | mpaBma pabOTHI ¢ BXOISAIIAMHE, UCXOSIUMH U BHYTPEHHHMH JTOKY-MCHTaMH;

3.1.11 | ocobeHHOCTH PabOTHI C KaAPOBBIMHU JOKYMEHTaMH, C OOPAICHUSIMHU TPakIaH.

3.2 | YMeTh:

3.2.1 | opraHM30BBIBATH JOKYMEHTOOOOPOT M JJOKYMCHTAIILHOE CONPOBOXKAECHHE PAaOOTHI B OpraHaX TOCYyIapCTBEHHOH U
MYHUIMIIANBHOI BTaCTH M UHBIX OPTaHU-3aLUsiX;




322
JIMYHOMY COCTaBY;

0OpPMIIATh OpraHU3AIIOHHBIE, PACIOPAAUTENBHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10

323

OpraHu30BbBIBATH JOKYMECHTOIIOTOKA B CUCTEME ,HOKyMCHTOO60pOTa, MapupyThbl ABUKEHUA JOKYMEHTOB B OpraHu3aliu,
IOATOTOBKY €I K II€peaavc pEerucTpupoBaTbh AOKYMCHTEI B OpraHU3alluu;
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OpraHu30BbIBATH pa60Ty C BXOJAIMMMHU U C UCXOAAMIMMU JOKYMEHTaAMU
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TMOATOTABIIMBATH JOKYMEHTEI K IEPEIavu€C Ha XPaHCHUE B apXUB.

3.3

HNmeTh HaBBIKM M (MJIH) ONBIT JESITEIbHOCTH:

33.1

COCTaBJIEHHS, 00pabOTKH M PadOTHI ¢ JOKyMEHTAINEH pa3INgHOTO YPOBHS M HAIIPABJICHH;
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pacnopsauTeNTsHON JOKYMEHTAIINH;

COCTaBJICHUA, IIPABKU U PEAAKTUPOBAHHSA BUAOB JOKYMCHTOB, BKJIFOYEHHBIX B CHUCTEMY OpraHMU3allMOHHO-

3.3.3 | cocTaBiieHUs HOMEHKIIATYpPBI JI€T;

334

(bopmupoBaHus U 0pOPMIICHHS A€Na, OTIHCH AC.

4. CTPYKTYPA U COAEPJKAHHUE ANCLHUILIAHGI (MOLY.JIST)

HaumeHnoBaHue pa3jeoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTus/ Kypc 107071 pakT. | moar.
Pazgen 1. Conepixanue TeMaTHKHU Kypca
"IokyMeHTHPOBaHHUE YIIPABJIeHYECKOI
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOeCIIcUeHNE 7 1 YK-4.1 VK- JIL.1J12.1 0 0
IpennpusATHii 1 opranmzanuii /JIex/ 4.2 VYK-4.3 J12.2
€|
Tema 1. JlokyMeHTHPOBaHHOE OOecIieueHne 7 2 YK-4.1 VK- J1.1J12.1 0 0
TpeANPHUATH 1 opranusanmi /IIp/ 4.2 YK-4.3 J2.2
31
Tema 1. JlokyMeHTHpOBaHHOE OOECIIeUeHNE 7 12 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
npeanpusITuii u opranuzanuii /Cp/ 42 YK-4.3 J12.2 TECTUpPOBAHUE,
21 TBOpUECKas
pabota
Tema 2. CocTaB peKBH3UTOB JOKYMEHTOB U 7 2 VK-4.1 VK- JIT.1J12.1 2 0 poOIeMHast
npaBmia ux opopmienus /Jlex/ 4.2 YK-4.3 J12.2 JIEKIUS
31
Tema 2. CoctaB peKBU3UTOB JJOKYMEHTOB U 7 2 YK-4.1 VK- JIL.1J12.1 0 0
npaBmia ux ohopmitenus /TIp/ 42 VK43 J2.2
91
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 7 12 YK-4.1 VK- JI.1J12.1 0 0 Hoxnan,
mpaBuia ux ohopmienus /Cp/ 42 VYK-43 J2.2 TECTHpPOBAHUE,
91 TBOpYECKast
pabota
Tema 3. Opranu3zanioHHO- 7 2 YK-4.1 VK- JIL.1J12.1 2 0 poOeMHast
pacnopsauTeNnbHble TOKYMEHTBI, IPaBUia UX 4.2 YK-4.3 2.2 JIEKUUS
cocraBieHus /Jlex/ 31
Tema 3. OpranuzanoHHO- 7 2 YK-4.1 VK- JIT.1J12.1 0 0
pacIopsiAUTENBHBIE TOKYMEHTBI, IPABUJIa UX 42 VK-43 J2.2
cocrasnenus /Ilp/ 31
Tema 3. OpranuzaioHHO- 7 12 VK-4.1 VK- JI1.1J12.1 0 0 Joxman,
pacnopsiiuTeIbHbIe JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J12.2 TECTHpPOBAHUE,
cocraienus /Cp/ €| TBOpYECKast
pabota
Tema 4. HpopMaMoHHO — CIIpaBOYHbIE 7 1 YK-4.1 VK- JIL.1J12.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-43 J12.2
opopmnenus /Jlex/ 31
Tema 4. THpopManmmoHHO — CIIpaBOYHBIE 7 2 VK-4.1 VK- JIT.1J12.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VK43 2.2
odpopmnenus /Tlp/ 31
Tema 4. IH)OpMAaITMOHHO — CIIPaBOYHBIC 7 12 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
JIOKyMEHTBI, 0COOCHHOCTH WX COCTaBJICHHS U 42 VK-43 J2.2 TECTUPOBAHNUE,
odpopmnenus /Cp/ 31 TBOpUECcKas

pabora




Tema 5. Ha3nauenue, knaccuukanus 7 1 VK-4.1 VK- JI1.1J12.1 0 0
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 J2.2
cocraBieHus /JIex/ 21
Tema 5. Ha3nauenwe, kiaccudukanms 7 2 YK-4.1 VK- JI1.1J12.1 2 0 Kelchl
CITy’KeOHBIX ITUCEM, OCOOEHHOCTH HX 4.2 VK-4.3 2.2
cocrasienus /I1p/ 31
Tema 5. Ha3nauenue, kiaccudukarys 7 12 VK-4.1 VK- JI1.1J12.1 0 0 Hoxman,
CITY’KeOHBIX ITFCEM, OCOOEHHOCTH HX 4.2 VK43 2.2 TECTHPOBaHME,
cocrasnenus /Cp/ 91 TBOpYECKAsI
pabota
Tema 6.0Opranusaius paboTsl ¢ 7 1 YK-4.1 VK- JIL.1J12.1 0 0
JokyMeHTam¥ /JIex/ 4.2 VYK-4.3 J2.2
91
Tema 6.0Opranu3zamust paboTsI ¢ 7 2 YK-4.1 VK- JIT.1J12.1 2 0 JlenoBas urpa
nokymeHntamu /TIp/ 42 VYK-4.3 2.2
31
Tema 6.0pranu3zamus paboThI ¢ 7 12 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
nokymenrtamu /Cp/ 42 VK-43 J2.2 TECTHUpPOBAHUE,
31 TBOpYECKast
pabora
Tema 7. CocraBienue u ohopMIICHHE 7 4 YK-4.1 VK- JIT.1J12.1 0 0
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 42 VK-43 J12.2
31
Tema 7. CocraBnenue u oopmieHue 7 12 YK-4.1 VK- JI1.1J12.1 0 0
JIOKyMEHTOB IO THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 J2.2
€|
3auer /3auét/ 7 0 VYK-4.1 VK- JI1.1J12.1 0 0
4.2 YK-4.3 2.2
31
5. ®OH/J] OHEHOYHbIX CPEJACTB
5.1. IlpumepHbIii NepeyeHb BONPOCOB K 3a4eTy
1. OCHOBHBIE «TEPMHHBI», «IOHITHS» JOKYMEHTHPOBAHUE
2. Vicropusi CTaHOBIICHUSI Pa3BUTHUSI CHCTEMbI JCIONPOU3BOACTBAa B Poccuu
3. Coyx0bl JTOKYMCHTHPOBAHHS YIIPABICHUCCKON AESATEIFHOCTH: COCTaB U UX (DYHKIUHU
4. OpraHu3amys IeToIpOn3BOICTBA Ha MPENAIPHATHIX
5. HopmaTtuBHO-MeToqM4ecKass 6a3a J1eIompOn3BOACTBA.
6. ®dopmatel Oymarn Ui 0GOPMIICHHS TOKyMEHTOB M HX Pa3Mephbl
7. Pa3smepbl mosieit Ha OyiaHKax JOKYMEHTOB
8. bnaHku NOKYMEHTOB: HOHSATHE, BUIbl U UX PEKBU3UTHI
9. PeKBU3UTHI TOKyMEHTOB: MOHSATHE, COCTAB M IPaBHIa UX O(POPMICHHS
10. VYTII0BOE U MPOJOIBHOE PACIONOKEHHE PEKBH3UTOB Ha JOKYMEHTaX
11. Kriaccuduramus u QyHKIMH JOKYMEHTOB
12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPEIAIPHSATHH.
13. TexkcT AOKyMEHTa, ero CTpyKTypa M TpeOOBaHUS K €ro COCTaBICHHIO
14. PacmiopsiinTenbHBIe TOKYMEHTHI, W37aBaeMble Ha IIPHHIMIIAX KOJUICTHAJIBHOCTH: BHIBI, PEKBH3HUTHI U MpaBHIIa UX
opopmITeHHS
15. PacniopsiinTenbHbie JOKYMEHTBI, U3/[aBa€MbIC B YCIOBUSX €AMHOHAYAIMS: BHU/bI, PEKBH3UTHI, IPaBUiIa UX O(GopMIICHUS
16. JIoKyMeHT000OpOT: MOHATHE, KIaCCH(OUKALUS U €ro OpraHH3alis Ha MPEIIPHSATHH.
17. IMopsimok pa®oTHl ¢ BXOASMIMMH, UCXOMAIINMH U BHYTPEHHAMH JTOKyMEHTaMHU
18. Perucrpanms JOKyMEHTOB: BUABI M TIOPSIOK PETHCTPAIIUH BXOJSIINX, UCXOASAIINX U BHYTPEHHUX IOKYMEHTOB
19. HomenknaTtypa nen: mOHSTHE, BUIbI, PEKBU3UTHI, (hopMUpOBaHHE U OPOpPMIICHUE el
20. OpraHu3aoHHbIe JOKyMEHTHI: MOHATHE, Ha3HAUCHHE, BUIBI M IpaBHiIa MX O(QOPMIICHHS
21. WudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3HTHI, TIPaBHIa UX O(GOpPMIICHHS
22. CrayxeOHble (IeNIOBbIE) MUCbMA: Ha3HAYEHHE, BUABI MHCEM, PEKBU3HUTHI, IIPaBUIa UX O(OPMIIECHUS
23. IIpoTokoiBl CoBElIaHMA, COOpaHUI M 3acelaHU: BHIBI, COCTaB PEKBU3UTOB M MOPSIOK HX O0(QopMIICHUS
24. JIOKyMEHTHI IO JTHYHOMY COCTaBY IPEIIPHATHS: HasHaYeHHE, COCTaB, 0COOCHHOCTH PadOTHI C KaJpPOBBIMH
JOKyMEHTaMH
25. [puKasbl MO JIMYHOMY COCTaBY: BHIBI U OCOOCHHOCTH MX O(OPMIICHUS
26. Bunpl v opsaok paboThl ¢ MTUCbMaMH U OOpaIleHUSIMU TpaXkaaH
27. CoBpeMeHHBIE TEXHOJIIOTHH TOKYMEHTAIMOHHOTO O0ECIEeUEeHNs YIPaBICHIECKOH IeITeTbHOCTH

5.2. IlpuMepHBlii NepedyeHb BOIPOCOB K IK3aMEHY

He npenycMoTpeHO yaeOHBIM TIAHOM

5.3. TeMaTHKa KypCcOBbIX PadoT (KypPCOBBIX IPOEKTOB)




He npenycMoTpeHo yueOHBIM IIIaHOM

5.4. DoH OLIEHOYHBIX CpeacTB AJisl IPOBEICHUS TEKYHIE€ro KOHTPOJIs

Tembl 10KIa10B

1.0co0eHHOCTH THCEMEHHOTO JCIOBOTO OOIICHHS.

2.I'OCT P 6.30 - 2003 u ero 0COGEHHOCTH.

3.CucreMbl JOKyMEHTOB.

4.0Opranu3anOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacniopsinutenbHble JOKYMEHTBHI.
6.Ma}opMannOHHO-CIIPaBOYHBIE JOKyMEHTEL.

7.PexBu3uThl okymeHToB. Ob0s3aTenbHble U (HaKyIbTaTUBHBIE.
8.PeKBU3HTEHI 1aTa, TIOAIICE B POCCHICKOM 1 3apyOS)KHOM JOKYMCHTOBE/ICHHH.
9. DTHUKETHBIE aCIEKThI JeT0OBOTO MHUChMA.

10.2)KaHpbI MHCHMEHHOTO JETOBOTO OOIIEHUS.

11. 3aronoBok u Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBoAUTEIHLHOE TUCHMO K JIOKyMEHTaM.
13.1upKyssipHbl€ IUCHMA.

14.IIpuxassl.

15.ITucbmMo-noATBEPIKACHHE.

16.TenepororpamMma.

17.brnanku.

18.Tpadapetsl, HopMyIapbl, N1a0TOHBI.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepueckuii 3anpoc.

TemaTuka scce

1. ba3a maHHBIX

2. bnank nokymeHra

3. JlenoBast mepemnucka. DTUKAa U MpaBMIIa

4. JlokyMeHT0000pOT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTHI M MX KIacCH(HKAIHS

7. JIOKyMEHTBI IO JINYHOMY COCTaBY

8. JIOKyMEeHTBI 1O TMYHOMY COCTaBY U UX OCHOBHBIE BH[bI

9. Ennnas rocymapctBenHas cucteMa aeiomnpousBojctsa (EI'C/I)

10. 3amuTa JOKyMEHTOB

1. 3ammra 3JIeKTPOHHBIX JOKyMEHTOB

12. H3sroroBneHue JOKyMEHTa Ha KOMIBIOTEPE

13. WudopmannonHO-cIIpaBoYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpe

14. HudopmMannoHHO-CIIPaBOYHbIE JOKYMEHTHI

15. Hcropus pa3BuTHS CIyx0 JTOKyMeHTaluu B Poccuu

16. Kraccnguxanmm nOKyMeHTOB

17. KoHTposb ucnonHenus GOKyMEHTOB

18. Haznauenune u ocHOBHBIE BUIBI MH(POPMAIMOHHO-CIIPABOYHBIX TOKYMEHTOB
19. HopmartuBHBIE TOKYMEHTBI MO JOKyMEHTAallMOHHOMY OOECHEYEHHIO YIpaBICHHS
20. OOBEKT U IpeIMET IeNONIPON3BOACTBA

21. Opranu3anun paboTsl ¢ JOKYMEHTaMH

22. OpraHu3alnyioHHas CTpYKTypa IHepcoHaia, o0ecrednBaronero paboTy ¢ JOKyMEHTaMu
23. OpranuzaloHHbIE TOKYMEHTBI, UX Ha3HAUYEHUE W BUIBI

24. OCHOBHBIE NIPHUHIIMITEI OPraHU3aNUN PAOOTHI C JOKYMEHTaMHU

25. [lepBUHBIi JOKYMEHT

26. [TuceMo, BUABI MUCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO

28. IIpaBua BHYTPEHHETO TPYHAOBOIO PacIoOpsIKa

29. [Tpuka3

30. Perucrpanus nokymeHTOB

31. PexBU3UTHI JOKYMEHTOB

32. Ponp undopMayu B COBpeMEHHBIX OOIECTBEHHBIX OTHOIIEHHUIX

33. Cucrema OpraHu3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTALUU

34, Crioco0bl 3aKkperuieHus] HHPOPMALIUHU TS TOKYMEHTAIIMOHHOTO HCIIOJIE30BaHHS
35. CranmapTHu3anus B CHCTEMAax AEIONPOU3BOJCTBA

36. CrtpykTypa OpraHuzaluu

37. TexHonorust XxpaHeHus: TOKyMEHTOB

38. YHuduuupoBaHHas cCHCTeMa JOKyMEHTAIHN

39. YcraB npeanpusTus




40.

DopmupoBaHue U 0hopMIICHHE el

6. YYHEBHO-METO/JUYECKOE 1 TH®OPMAIIMOHHOE OGECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)

6.1. Pexomenayemas quteparypa

6.1.1. OcHoBHas JIUTEpaTYypa

ABTOpLI, COCTaBUTECIIN

3aryaBue

MSZ[aTCJ'IBCTBO, rona

Konnu-Bo

Koctrirosa JI. A.

JIOKyMEHTHPOBaHKE YIIPABICHYECKOM IeATeIbHOCTH: yueOHOE
rmocoove

M.: MUCuC, 2012

DNEKTPOH
HBIT

pecypc

6.1.2. lonoITHNTe/IBLHAS JIUTEPATYPa

ABTOpBIL, COCTaBUTENN

3araBue

W3znarenscTBO, TOI

Komnu-Bo

J12.1

Bacuneesa .H.,
Kenauuncknii I'. C.

Opraau3zanus I1eI0TPOU3BOACTBA U MEPCOHATBHBIN
MEHEPKMEHT: yueOHoe nocobue

M.: By3oBckuit
yuebHuk, 2004

0

2.2

Kyznenos U. H.

JloKyMeHTallMOHHOE 00eCIIeueHUE YIPaBICHUS U
JIETIONIPOH3BOJICTBO: YICOHHK

M.: FOpaiir, 2010

6.2. Ilepeuenn pecypcoB HH(PpOPMAIHOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH "UHTepHeT"

91

Kypnaun "IenonponsBoactso " https://www.top-personal.ru/officeworks.html

6.3.1 IlepevyeHsb MpPOrpaMMHOro odecrevyeHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

6.3.14

Project 2016

6.3.1.5

Visio 2016

6.3.1.6

VisualStudio 2015

6.3.1.7

Office 2007 Suites

6.3.1.8

GIMP

6.3.1.9

MozillaFirefox

6.3.1.1
0

MozillaThinderbird

6.3.1.1
1

7-Zip

6.3.1.1
2

CrpaBounas npaBoBas cucrema Koncynsrantllinroc

6.3.1.1
3

DJEeKTPOHHBIN MepruognyYecKuil cripaBoyHUK «Crcrema [apaHT

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013

6.3.1.1
6

LibreOffice

6.3.1.1
7

OC Windows Vista

6.3.1.1
8

OC Windows 7

6.3.1.1
9

OC Windows 8

6.3.1.2
0

OC Windows 10

6.3.1.2
1

Ubuntu (Mint)

6.3.1.2
2

Project Expert 7 Holding

6.3.1.2
3

OpenOffice 4.1.1




6.3.1.2

1C: Ipennpustue 8. Cenpckoe x03s1HcTBO. KoMIUIeKT /1t 00y4eHus B BEICIINX U CPETHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJIVE»

6.3.1.2

MeauanpourpeiBatesis VLC

6.3.2 Ilepeyenb HHGPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

DJeKkTpoHHas: OMOIMOTEeYHAasl cCHcTeMa u3aTenbeTBa «Jlanpy. [loTHOTEKCTOBAs 3IEKTPOHHAST OUOIHOTEKA.
WHuauBuaya bHBIA HEOTPAaHHICHHBIN TOCTYN Yyepe3 PUKCHPOBaHHBIA BHENTHHN P aapec akameMun HEOTpaHUICHHOMY
KOJTMYECTBY TOJIb30BaTEINEeH 13 JIF000# TOUKH, B KOTOPOU MMeeTCst 1OCTyn K ceth MHTepHeT. http://e.lanbook.com

6.3.2.2

OnekrponHas 6nbnmoreka Texanaeckoro BY3a (3bC «KoncynbraHT cTyneHTa). [lomHOTEKCTOBAS 31€KTPOHHAS
O6nbnmoTexa. VHAMBHIYa IbHBIN HEOTPAHUUCHHBIIN JOCTYN Yepe3 GUKCHPOBaHHEIN BHenHNUI [P anpec akagemun
HEOIpaHMYEHHOMY KOJHMYECTBY M0JIb30BaTeIeH 13 000 TOUKH, B KOTOPOI UMeeTcs TOCTy K ceTh VIHTepHeT.
http://www.studentlibrary.ru

6.3.2.3

DnexkrporHo-6ubaroTeunas cucrema ZNANIUM.COM. ITomHOTeKCcTOBas 3eKTpoHHAss 6ubinoTeka. IHINBUIyaTbHbIH
HEOTpaHWYCHHBIN JOCTYIT Yepe3 PUKCUPOBAHHBIN BHEIHMI [P ajpec akageMun HEOTpaHUICHHOMY KOJIMIECTBY
OJIb30BaTeNel 13 000 TOYKH, B KOTOPOI UMeeTcs TocTyn K cetr MaTepHeT. http://znanium.com/

6324

Dnekrponnas GubaHoTeunas cuctema « 95C FOPAUT www.biblio-online.ru». TToMHOTEKCTOBAs HIEKTPOHHAS
6ubnuoTexa. IHAMBUAyaTbHBIM HEOTPAaHUYIEHHBIH TOCTYII uepe3 (GUKCHpOBaHHbIN BHemHUH IP anpec akagemun
HEOTrpaHMUYEHHOMY KOJIMYECTBY MOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOI HMeeTcs OCTYyI K ceTu IHTepHeT.
https://www.biblio-online.ru/

6.3.2.5

OnexrpoHHas cucreMa «['ochrHaHCh». [10ITHOTEKCTOBAS IEKTPOHHAS CHCTEMa, TOCTOSIHHO MOIOJIHSIEMasl.
VHnuBuayanbHBIN HEOTpaHMYCHHBIH TOCTYN Yepe3 GUKCHpOoBaHHBIN BHeMHMH [P anpec akagemun u3 o000 TOUKH, B
KOTOpO# uMeeTcs focTyl k cetn MHTepHeT. http://www.gosfinansy.ru/

6.3.2.6

6.3.2.7

DJekTpoHHbIH iepuoaueckuil cpaBouHuk «Cucrema 'APAHT». [TomHOTEKCTOBBIHM, 00HOBIseMBIi. JlocTyn 1Mo
JIOKAJIbHOM CETU aKaJIeMUN

6.3.2.8

HanmonaneHast anekTpoHHas 6ubiaroTeka. JJocTyn mocpeacTBOM nCrons30BaHus ceTr «VHTepHeT» Ha 32 TepMuHama
nocryma. https://H36.pd/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUILITIMHBI (MOAY JIS)

Aynuropus Bug pabot Haznauenue OCHAIIEHHOCTb
YueOHast ayauTopust Cron nmpeniogaBarens (1 mrt.), ctomnst (30 mT.), cTynbs (60 wrT.), cTyn
npenonasatens (1 wr.), gocka aynutopHas (1 wr.), pudyna (1 wr.),
35a Jlek JEMOHCTpalMOHHOE 000pynoBaHue (Oenas JaKoBast MarHUTHO-

MapkepHas jocka (1 mrt.), mpoekrop Toshiba (1 mit.) u yaeOHo-
HaTJSIIHBIE TIOCOOHS

236

ITomerenne mist JleMoHCTpalMOHHAs TeXHUKA (MHTepakTUBHAs nocka Hitachi
camocTosATenbHON padoThl | Starboard FX-63 D (1 mit.), HoytOyk Acer Asp T2370 (1 mur.),
npoektop Toshiba (1 mrT.)), cTONT MOMMPOBAHHEIH (3 IIT.), CTOXT
CP yaeHudeckui (7 mr.), cTon kommeiorepHsii (11 mr.), cryn (20 mrt.),
CTYJIbsI, KOMIIBIOTEPHAs TEXHUKA C BO3MOKHOCTBIO TIOAKITIOUCHUS K
cetn "MHTEpHET" M 00ECTICYCHUEM JIOCTYIIA B SIEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHYIO cpemy opranu3anuu (10 mT.)

123

ITomemenue st KoMmbrotepHast TeXHHKA ¢ BO3MOYKHOCTBIO ITOIKIFOIEHHS K CETH
camocTosATenbHON paboThl | "MHTepHET" U oOecreyeHneM JOCTYIa B 3JIEKTPOHHYIO
HHGPOPMAIIMOHHO-00pa3oBaTeNbHyI0 cpeny opranuzanuu(19 mr.),
ctoisl (17 mrT.), KOMITBIOTEPHBIA CTOJ 6-M MECTHBIH (3 IIT.), CTYNbS
yaenudeckue (34 mwr.), ctyaps /M (18 mr.), cremnaxu ¢
nuTepartypoii, Buaeoyseanuutens Optelec Wide Screen (1 mir.)

CP

51a

VYdeOHas aymuTOpHs CCron npenonasarens (1 mrT.), mapra 3-xMecTHast co ckameiikoi (10
mT.), CTYAbs (5 wT.), cryn npenogasatens (1 mr.), gocka (1 mrT.),
TpubyHa (1 mwT.), NeMoHCcTpanroHHOe 000pynoBaHue (DKpaH ¢
anekrpornpuBoaoM Electric Screen (1 wr.), mpoekrop Toshiba (1 mit.),
HOYTOYK Acer Asp T2370 (1 mit.)) 1 y4eOHO-HATIIAAHBIC TOCOOUS

45a

VYdeOHas aymuTOpHs Cron npeniogaBatens (1 mt.), cToisl (6 mrt.), cTyabs (18 mT.), cTyn
npenoxasatens (1 mrt.), mocka (1 mt.), cron koMmmbroTepHsIi (10
mrT.), cTyAabs (10 mrT.), IeMoHcTpamoHHOe 00pyaOBaHuE (KOMIIBIOTED
Intel G32603 3 GHz 3 M (10 mur.), moioTHO pysioHHoe (1 mT.)) u
y4eOHO-HATTISTHBIC TIOCOOHS

8. METOIMYECKHE YKA3AHUSA U151 OBYYAIOIUXCSA 11O OCBOEHUIO JTUCHUIIJIMHBI (MOAY JIS)




Mertoarka U3ydeHus Kypca IpeaycMaTpUBaeT HapsIy C JIEKIUAMHU U PAKTHYECKUMH 3aHSATHSIMU, OPTaHU3ALIUI0
CaMOCTOSTENbHON pabOThI CTYAEHTOB, IPOBEJCHNUE KOHCYIIBTAIIMH, PYKOBOJICTBO J0KIaAaMHU CTYAEHTOB JJIsl BHICTYIUICHHS Ha
HAYIHO-TIPAKTHIECKIX KOH(PEPEHIHAX, OCYIIECTBICHHE TEKYIIETO, TPOMEXYTOYHOTO X HTOTOBOTO (hOpM KOHTPOJIS.

CucreMa 3HaHHN O AUCHHIUIHHE «J{OKyMEHTHPOBaHUE YIPABICHUYECKOH NIEITENBHOCTHY (HOPMUPYETCS B XOA€ ayTUTOPHBIX U
BHEAYIUTOPHBIX (CAaMOCTOSITENbHBIX) 3aHATUH. ICIOB3Ysl TEKIMOHHBINA MaTepual, yueOHUKA U ydeOHbIe mocoous,
JIOTIOJIHUTEIBHYIO JIUTEPATYPY, IPOSBIISISL TBOPUECKUN OAXO0, CTYAEHT FTOTOBUTCS K NPAKTHUYECKUM 3aHATHIM, pacCMaTpUBas UX
KaK TIOTIOJTHeHNE, YIITYOJICHHE, CHCTEMATH3alNsI CBOUX TEOPETHUCCKAX 3HAHHH.

J71s 0cBOEGHMS IUCIMIUIMHBI CTYJEHTaMH HEOOXOIUMO:

1. ITocemaTs JAEKIMH, HA KOTOPBIX B CKATOM M CUCTEMHOM BH/JIE U3JIararoTcsi OCHOBBI AUCLIUITIIMHBL: JAIOTCS OIPEeIETIEHUs
MIOHATHH, 3aKOHOB, KOTOPBIE JOJDKHBI 3HATE CTYCHTHI; PACKPBIBAIOTCS 3aKOHOMEPHOCTH MOBEICHNS SKOHOMHYECKHUX CYyOBEKTOB.
CTyzneHTy BaXKHO MOHSITb, YTO JIEKIHS €CTh CBO€OOpa3Has TBOpUECcKast popMa caMOCTOsATeNbHON paboThl. Hano meiTaThest cTaTh
AKTMBHBIM COYYaCTHUKOM JIEKIHH: IyMaTh, CPAaBHUBATh U3BECTHOE C BHOBB MOJIy4a€MbIMHU 3HAHUSIMH, BOMTH B JIOTHKY M3JI0KEHUS
Martepuana JEKTOpOM, CICANUTH 3a XOI0M €ro MBICICH, 3a ero apryMeHTalluel, HAXOJUTh B Hell Kaxyluecs BaM cinaboctu. Bo
BpeMsI JIEKIIMH MOYKHO 33J1aTh JIKTOPY BOIIPOC, XKETaTeIbHO B IINCbMEHHON (hopMe, 9YTOOBI He MEIaTh M He HApYIIAaTh JIOTHKH
npoBeneHus jgekun. Ciymias JeKIHIo, cieayeT 3apUKCHpOBaTh OCHOBHBIE UJIEH, TIOJIOKEHUS, 00001IeHu s, BEIBOBL. PaboTa Hax
3aIKChIO JIEKIUHU 3aBepiiaeTcs qoMa. Ha cBexyro rojoBy (I10oKa ele JEeKIus B IaMsITH) HaJl0 YTOUHUTh TO, YTO 3alHUCaHo,
000TaTHTH 3aIUCh TEM, YTO HE yIAI0Ch 3aUKCHPOBATH B XOJI€ JIEKINH, 3aIHCaTh B BUAE BOIPOCOB TO, YTO HAJIO MPOSICHAUTE, 10
KOHIIA TIOHATh. Ba)KHO COOTHECTH MaTepHall JIEKIUHU ¢ TEMOH y4eOHOH MporpaMMbl H YCTAHOBUTH, KAKHeE €€ BOTIPOCH! HAIILIN
OCBellIeHHE B POCTyLIaHHO Jekiun. Toraa moyne3Ho oOpamarbes ¥ K yueOHUKy. JIekius 1 yueOHUK He 3aMEHSIOT, a JJOMIOJIHSIOT
Apyr Apyra.

2. ITocemaTh npakTHYECKIE 3aHATHA, K KOTOPBIM CIEIyeT TOTOBUThCS M aKTHBHO HA HUX paboTaTh. 3aJaHue K MPAaKTHIECKOMY
3aHSTHIO BBIJACT MPEMoAaBaTellb. 3aJaHue BKIIOUAeT B ce0sl OCHOBHBIE BONPOCHI, 3a]]a4H, TECTHI U pedepaTsl s
CaMOCTOSTENbHON paboThl, TUTEpaTypy. [Ipakruueckre 3aHATUS HAYMHAIOTCS C BCTYIIUTENBHOIO CJI0Ba NpernoaBares, B KOTOPOM
Ha3BIBAIOTCS 1IENTb, 33]Ja9H U BOIIPOCH 3aHATHA. B mporecce mpoBeneHus 3aHATHH Iperro1aBaTellb 3a1acT OCHOBHEIC H
JIOTIOJTHUTEIBHBIE BOTIPOCHI, OPTaHU3YeT UX o0CyxkneHrne. Ha mpakTiueckix 3aHATHSIX PEIIAOTCs KOHKPETHBIE 3a1a4H IO
JIENTOTIPOU3BOICTBY, Pa30MpPalOTCs TECTOBBIE 3aJaHUs U 3aJaHHs, BBIAAHHBIC 115l CAMOCTOSATENILHON pabOThI, 3aCIYIIMBAIOTCS
pedepaTrBHBIC BEICTYIUICHUS. CTYICHTHI, IPOITYCTHBIINE 3aHATHE, WIIX HE ITOJrOTOBUBINHUECS K HEMY, IPHUTIIANIAIOTCS Ha
KOHCYJIBTANMIO K IpernoaaBaTento. [Ipakrinueckoe 3aHATHE 3aKaHIMBACTCS [TOIBEICHHEM HTOTOB: BEIBOIAMH TI0 TEME 1
BBICTaBJIEHHEM OLICHOK.

3. CucTeMaTH4ecKd 3aHUMAThCSI CaMOCTOSTENBEHON paboToM, KOTOpast BKIIIOYAET B ce0sl U3ydeHUE HOPMATHUBHBIX JOKYMCHTOB,
MaTepuanoB yaeOHHKOB M CTaTel M3 SKOHOMHUYECKOW JINTEPaTyphl, PelIeHne 3a1ad, HallHCaHHe TOKIaoB, pedepaTos, scce.
3agaHus 7Sl CAMOCTOATENLHONW paOOTHI BBIJAIOTCS MTPETOIaBaTEIIeM.

4. Mo pykOBOACTBOM NIpeNoJaBaTeNs 3aHUMAThCSl HAyYHO-HUCCIIEI0BATENbCKON paOOTOM, UTO MPEATOJIaraeT BEICTYIICHUS C
JIOKJIaIaMH Ha HAyYHO-ITPAKTHIECKUX KOH(PEPCHIUAX 1 IYOTMKAIHIO TE3MCOB U CTATeH 110 HX pe3yIbTaTaM.

5. TIpy BO3HUKAIOMIWMX 3aTPYAHEHHUAX TIPH OCBOSHHUH JUCITUIUIMHBI «J[OKyMEHTHPOBAaHUE YIIPABICHIECKON IESTEIBHOCTIY, IS
HEYCIIEBAIOIINX CTYACHTOB U CTYIEHTOB, HE MOCEUIAIOMINX 3aHATHS, IPOBOASTCS €XKEHEACTIbHbIE KOHCYAbTALUH, HA KOTOPbIE
MPUIIIAIIAIOTCS HEYCIICBAOIIUE CTYICHTHI, 8 TAKKE CTYACHTHI, HCIBITHIBAIONIIE IIOTPEOHOCTh B IOMOIIX TIPEIIOJaBaTeNs [IPU
W3yYICHUH JUCIUTLTHEL.

IIpu n3ydeHNn TUCIUILTUHEI « JJOKyMEHTHpOBaHHE YIIPABIEHUECKOW AEATEILHOCTH CIEIyeT YCBOUTD:

- TOKyMEHTUPOBaHHOE 0OecredeHue MpeanpusITUii 1 OpraHU3aLHii;

- COCTaB PEKBU3UTOB JOKYMEHTOB U ITPaBHIIa HX 0()OPMIICHUS;

- OpraHU3aIIOHHO-PACIOPIIUTENBHBIE JOKYMEHTHI, TPaBHJIa HX COCTaBIICHNUS;

- OpraHu3anuio paboThl ¢ TOKYMEHTAMHU.

PexoMenanuu o noAroToBke K jgekuusM. [Ipu moaroroske K ouepeqHOMY JEKIHOHHOMY 3aHITUIO HEOOXOUMO:

1. MakcumMannsHO ToApoOHO pa3paboTaTh MaTepHal, H3JIaTaBIIMICS Ha MPEAbIIYIIEM JICKIIHOHHOM 3aHSATHH, IIPH 3TOM BBIICITUTD
HanboJiee BayKHYIO YaCTh M3JI0KEHHOTO MaTepralia (OCHOBHBIE OTIPENeNIeHHUS U OPMYIIBI).

2. ITocrapaThbCs 3alIOMHUTH OCHOBHBIE (POPMYIIBL.

3. [TocrapaTbcsi MAKCUMAJIBHO YETKO C(OPMYIUPOBATH (IOATOTOBUTE) BOIIPOCHI, BOSHUKIIHE ITPH pa3dope MaTepralia mpeablIymei
JICKIIHH.

4. CpaBHHTS JICKIHOHHBIA MaTepHall ¢ aHAJIOTHYHBIM MaTEPUAIOM, U3JI0KEHHBIM B JIUTEPATYpE, MOMBITATHCS CAMOCTOSATENEHO
HalTH OTBET HA BO3HUKILIUE ITPU MOJTOTOBKE BOIPOCHL.

KenarenpHo:

1. M3ydas nmuTtepatypy, O3HAKOMUTCS C MATEPUAIIOM, U3JI0KEHUE KOTOPOTO TUIAHUPYETCSl Ha TIPEACTOSIIEH JIEKIIHH.

2. Onpenenuth HanboIee TPYAHYIO IS BallIeTO MOHMMAaHUS YacTh MaTepuaja U MONbITaTbCsl CPOPMYIUPOBATE OCHOBHBIE BOIIPOCHI
IO 3TOM 4acTH.

Wzydenne Hanboee BaXKHBIX TEM WITH Pa3iesioB yaeOHOH NUCIMIUIMHEI 3aBEPIIAIOT IPAKTHICCKAES 3aHATHS, KOTOPBIE
o0ecreunBaroT: KOHTPOJIb IOATOTOBICHHOCTH CTYJCHTA; 3aKpeIieHne y4eOHOTo MaTeprana; IPHOOpPEeTeHUE OIIBITa YCTHBIX
MyOJIMYHBIX BBICTYIUIEHHH, BeIeHUS AUCKYCCHH, B TOM YHCJIe apTyMEHTALMH U 3aIUThl BBIIBUTAEMBIX MTOJIOKEHUH U TE3HCOB.
3aHATHIO IPEIIECTBYET CAMOCTOSATEIbHAS paboTa CTYICHTa, CBAI3aHHAS C OCBOCHHEM MaTepHaia, TI0JyIeHHOTO Ha JICKIHSX, H
MaTepHaJioB, U3JI0KEHHBIX B yIOHUKaX U YIeOHBIX MTOCOOUSX, a TAKKE JIUTEPATYPE, PEKOMEHIOBAHHOM MPEToIaBaTeIIeM.
PexoMenanuu 1o nMoAroTOBKE K NPAKTUYECKUM 3aHATHIM. [Ipu MOAroTOBKE K MPAaKTHYECKUM 3aHSATHIM HEOOXOJUMO:

1. BEIyduTh OCHOBHBIC ()OPMYIIBI M ONIPEACIICHHUS, COJCPIKALIHECS B JICKIIHOHHOM MaTepHale.

2. YTOYHATH 00JIACTh IPIMEHUMOCTH OCHOBHBIX (DOPMYIT B OTIPEAEIICHHI.

3. [IpninoKuTh MAKCHMYM YCHIIUH IS CAMOCTOSITENIHHOTO BBITIOJTHEHHSI JOMAIITHETO 3aJaHHs.

4. MakcuMaJIbHO 4eTKO C(pOPMHUPOBATEH MPOOIIEMBI (BONPOCHI), BOSHUKIINE ITPH BHINOJIHEHUN JIOMAIIHETO 3a1aHusl.
KenarenpHo:

1. IlpuaymaTh HHTEpECHBIE HA HAII B3IJISII IPUMEPHI U 3371291 (CUTYAIIUH) ISl PACCMOTPEHUS MX Ha MPECTOSIIEM MPAKTUIECKOM
3aHSATHH.




2. ITombITaThCs BBINOJIHAUTE JOMAIITHEE 3aJaHNE, HCIOIb3ys METOABL, OTJIMYHBIE OT TeX, KOTOPHIE H3JI0KEHBI IPEroaBaTeIeM Ha
NeKUsAX (MpaKTU4ecKUX 3aHATUsAX). CpaBHUTH MOTy4EHHbIE PE3YIbTATHI.

TpeOGoBaHMsA, MPEeIBABIIACMBIC K BHITIOIHEHNIO KOHTPOIBHBIX 3aJaHuH. [Ipy BEIOTHEHNH KOHTPOJIBHBIX 3a/IaHUN CIIEIyeT:

1. IlonyuuTs 4eTKUH OTBET HA BCE BOIIPOCHL, COAEPKALUECA B KOHTPOIbHOM 3a1aHUMU.

2. MakcuManbHO YETKO U3J0KUTh CTIOCOO BBIMOJHEHUS] KOHTPOIBHOTO 3aJaHHUSI.

3. OdopmuTh 331aHNE B COOTBETCTBHH C IIPEIbSBICHHBIMU TPEOOBaHUSIMH.

4. ITo BO3MOKHOCTH, OCYILIECTBUTH IIPOBEPKY MOJIy4EHHBIX PE3YIIbTATOB.

o cormacoBaHmIO ¢ penoaBaTeIeM WK 0 €r0 3aJaHUI0 CTYICHTHI MOTYT TOTOBUTH pedepaTsl 0 OTASIbHBIM TeMaM
JucuuILIMHbL. OCHOBY JIOKIIAJ0B COCTABIISIET, KAK IPaBUIIO, COJIEPKaHHUE MOATOTOBICHHBIX CTyAeHTaMH pedepaToB. KadectBo
y4eOHO pabOTHI CTYAEHTOB MIPENOIaBaTENb OLICHUBACT MO PE3YNIbTaTaM TECTUPOBAHMS U 3a4eTa. TecTHpOBaHUE
OpTaHM30BHIBAETCS B KOMIBIOTEPHBIX KIaccax. Bce BOMPOCH TeCTHPOBaHHS 00CYKIAIOTCS Ha JIKIIMOHHBIX M MPAKTHIECKIX
3aHATUAX. [IoATOTOBKA K 3a4eTy IpernonaraeT H3ydeHle KOHCIEKTOB JIEKIHi, peKOMEHIyeMOH TUTepaTypsl U APYIUX
UCTOYHMKOB, IOBTOPEHUE MATEPUAIIOB MPAKTUYECKUX 3aHATUH.
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JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



