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VYueOnsiii man mHadopa 2019 roxa

O0beM JUCHMIIMHBI U BUABI yUEOHOU AESITEIbHOCTU

Bunst yueOHOM nesTeNbHOCTH 3 cemectp 4 cemectp Bceero Enuaunel
JIeKIIMOHHbBIE 3aHATHSA 4 4 8 JacoB
[IpakTryeckue 3aHATUA 4 4 8 4acoB
CamocTtosarenbHas pabora 62 60 122 4acoB
KoHnTpoabHble paboThl 2 2 4acoB
IToaroroBka u cmava 3adera 4 4 YJacoB
OO0mast TpyZ0eMKOCTh 72 72 144 4acoB
(BKJTIFOUAs MPOMEKYTOUHYIO aTTECTALUIO) 4 3.€.

DopMBbI MPOMEKYTOYHOM aTTECTALUS Cemectp KomnuectBo
KonTtponbHbie paboTbl 3 1
3ader ¢ OIeHKOM 4
Tomck
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1. O01mue moJI0:KeHus
1.1. lean AUCHUIIHHBI

1. IIpuobpeTeHue cTyAeHTaMu 3HaHU# 0 crioco0ax, CpeACTBax U MpaBUIax CO3aHHUs TOKYMEHTOB,
OpraHU3aIMH UX JBMXKEHUS, OTIEPATUBHOTO XPaHEHHS U MCIIOJIb30BAaHM B TEKYILIEH paboTe yupexaeHusl.

1.2. 3agauy AUCHUILIUHBI

1. V3yunuTh NpOUCXOKIACHUE TOKYMEHTA, QYHKINHU U KIacCU(PHUKALUIO TOKYMEHTOB, CIOCOOBI U
CPEICTBA JOKYMEHTHUPOBAHUS, HOCUTENN JOKYMEHTUPOBAHHOM HH(OPMALIUH.

2. PaccMoTpeTh ATanbl pa3BUTHS OTEYECTBEHHOT'O JI€TIONPOU3BO/ICTBA.

3. OxapakTepu30BaTh HOPMATUBHOE 0OCCIICUCHHE ETOTIPON3BOICTBEHHOM IEATEITLHOCTH.

4. PackpbITh paBUiia COCTaBICHUS U OPOPMIICHHS YIIPABIEHYECKUX JOKYMEHTOB.

5. U3yunTh mopsgoK IBH)KEHUS TOKYMEHTOB B YUPEXKJEHUM, OPraHU3aLUI0 UX ONEPaTUBHOTO
XpaHEHUs U UCTIOIb30BAHMUS.

2. MecTo aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. Aucuumiunasl (Moayn).

Nunexc qucuummiunsl: 51.0.22.

PeanusyeTcs ¢ mpUMEHEHHEM D3JIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUM.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTAaTOB Oﬁy‘lel-[]/lﬂ no JTMCUMIIJIMHE, COOTHECCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHuss TUCHUTUTMHBI HANpaBieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBetcTBUU ¢ ®I'OC BO 1 0cHOBHOI 00pa3oBaTeabHOM MporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMneTeHnu 1 HHAUKATOPBI UX JOCTHIKEHUS
WNHauKaTopsl JOCTHKEHUS [Tnanupyembie pe3yabTaThl O0yYeHUS 110
KOMIICTEHIIMH JUCLUIUINHE

Komnerenius

y}lI/IBepcaJ'lLHble KOMIICTCHIIMH
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YK-4. Cnocoben
OCYILECTBIIATH JIEJIOBYIO
KOMMYHHKAITHIO B
YCTHOW U MUCHMEHHOU
dhopmax Ha
roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit denepanun
Y UTHOCTPAHHOM(BIX)
sSI3BIKE(aX)

VK-4.1. 3HaeT npuHIUIIBI
MOCTPOCHUS YCTHOTO U
MUCHBMEHHOTO BBICKA3bIBAHUS
Ha PYCCKOM U
WHOCTPaHHOM(BIX) SI3bIKAX,
IpaBUJia ¥ 3aKOHOMEPHOCTHU
JIETIOBOM YCTHOM U
MUCHbMEHHON KOMMYHHUKAIIHH;
BJIQ/ICET IMIMPOKUM CIIOBAPHBIM
3armacom, IOCTaTOYHbIM JIJIs
OCYIIIECTBIICHHUS JICJIIOBOM
KOMMYHHKAIIH B paMKax
aKaJIeMHYECKON U
npodeccruoHaIbHON
HaNpPaBJIEHHOCTH

3HAaeT COIMATBHYIO CYIIIHOCTb, BUJIBI,
(byHKIMY, IpaBHJIa COCTABIICHUS U
opopMIIEHHS TOKYMEHTOB

VK-4.2. Umeer
npezcTaBiIeHue 0o
0COOEHHOCTSIX YCTHOU U
MUCbMEHHOW KOMMYHUKAIHH B
COOTBETCTBHUH C Pa3INYHBIMU
CTWJISIMH, XKaHPaMH U
(hopMamMu JICTOBOTO OOIIIECHUS;
BBIOMpAET KOMMYHHKATUBHO
HpUeMJIEMbIE CTHIIN JICJIOBOTO
oO1ieHus1, BepOaabHbIE U
HeBepOaJIbHbIE CPEACTBA
KOMMYHHUKAINN

Hmeet npencraBiieHue 0 NOPsAIKE U
0COOEHHOCTSIX MOJATOTOBKH OPraHU3aI[MOHHO-
pacropsauTeIbHbIX, HH)OPMAIIMOHHO-
CIIPABOYHBIX, KaIPOBBIX U JIMYHBIX
JIOKYMEHTOB

VK-4.3. YMmeer cocTaBisATh
COOCTBEHHBIC YCTHBIC U
NUCbMEHHbIE BbICKA3bIBAaHUS
Ha PYCCKOM U
MHOCTPaHHOM(bIX) SI3bIKaX B
COOTBETCTBUH C PEUECBBHIMU
CUTyallusIMu, Haubosee
BOCTPeOOBAHHBIMU B paMKax
aKaJIeMHUYECKOH U
npodeccuoHaIbHON
HaIpPaBJIEHHOCTH; BJIaJIeeT
HaBBIKAMU YTEHUS U IEPEBO/Ia
UH(POpPMaLIUHU Ha
MHOCTPaHHOM(BIX) SI3bIKE(AX)
aKaJIeMUYECKOH U
npodecCuoHAITbHON
HapPaBJIEHHOCTU

YMeeT ucronbp30BaTh OCHOBHBIE CIIOCOOBI U
CpeICTBA CO3/IaHMsI TOKYMEHTHPOBAHHON
uHpopmauu

VK-4.4. Barangeet HaBEIKAMH
NPUMEHEHUs
UH(POPMAITMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTUH AJIst
OCYILIECTBIICHHUS IEIIOBOU
KOMMYHHKAITIH Ha PYCCKOM U
MHOCTPaHHOM(BIX) SI3bIKe(aX) B
MMMCbMEHHOW U yCTHOM popme

Brnasneer HaBbIKaMu MOJTOTOBKH JIOKYMEHTOB C
WCIIOJIb30BaHUEM MH(POPMAIIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI
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OomenpodeccuoHaNbHbIe KOMIIETEHIIHMT

OIIK-3. Cnocoben
COCTABJIATH U
0hOpMIIATH OTYETHI TIO
pe3yabTatamMm
npodecCuoHaIbHON

OIIK-3.1. 3naet hopmsbl u
crocoOb1 opopMIIEeHUS U
NPe3CHTAIH PE3YIbTaTOB
aHaju3a nMpoQeCcCUuOHATBHOU
JEeSITeTTHHOCTH

3HaeT OCHOBHBIE CIIOCOOBI U CPEJICTBA
MOJATOTOBKH OTYETOB O MPO(heCCUOHATBLHOM
JIESTEIIbHOCTH

NIeTeTLHOCTH B chepe
COITMATBHOM PabOTHI

OIIK-3.2. YMeeT cocTaBIATh
1 0(OPMIIATH B PA3THUHBIX
dbopMax OTYETHI 110
pe3ynbTaTam
npodeccCuoHaNbHOM
JIeITEIIbHOCTH

VYMmeeT co3naBaTh NMCbMEHHBIE OTYETHI 110
pe3yJbTaTtaM npodeccuoHaNbHOM
JeSATENBHOCTH

OIIK-3.3. Brageer HaBbIKaMu
CHUCTEMaTH3aIMH PE3yIbTaTOB
pohecCHOHATLHOM
JesITeTILHOCTH B (hopMme
OTYETOB

Brnazneer criocoOHOCTBIO yHOPSA0UEHUS
UTOTOB MPO(PECCUOHATBHOMN AESATEIbHOCTU
MyTEM COCTaBICHHUS U O()OPMIICHHUS OTYETOB

IpodeccuonanbHbIe KOMIIETEHIIUN

4. O0beM IMCUMIIMHBI B 3249€THBIX eJHHULIAX C YKA3aHHEM KOJIHYeCTBA AKA/IeMH4YeCKHUX 4aCOB,
BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcsi ¢ npenoaasarejieM
H Ha CAMOCTOSITEJILHYIO padoTy 00y4aromuxcst

OO01mmast TpyA0€MKOCTh JUCIUTUTHHBI COCTABISET 4 3a4eTHRIX eUHUI, 144 akaJeMHUeCKUX 9acoB.
Pacnipenenenue Tpya0eMKOCTH TUCIUILIAHEI 110 BUJAM YYEOHOU JEATEILHOCTH MPEICTABICHO B

tabmume 4.1.
Ta6ymma 4.1 — Tpy10eMKOCTh AUCITUILUIMHBI 110 BUAM YU4€OHOM JIeITeIbHOCTH
o Bcero Cemectpsl
Bunpl yueOHOI AesTeIbHOCTH
JacoB |3 cemecTp |4 cemecTp

KonTakTHas aynuTopHasi paboTa o0y4yaromuxcs ¢ 18 10 8
npenojasareJieM, Bcero
JIeKuMoHHBIE 3aHATHS 8 4 4
IIpakTHueckue 3aHATHA 8 4 4
KoHTponbHbIe paboThI 2 2
CamocrosiTeibHas padoTa 00y4alOIIUXCs, B T.4. KOHTAKTHasI 122 62 60
BHeayIUTOPHas padoTa 00y4yarommxcsi ¢ MpenojasarejieM, BCero
[TonroroBka K TECTUPOBAHUIO 13 8 5
[ToaroToBKa K yCTHOMY OIpPOCY / cOOECEeTOBAHHUIO 16 12
[ToaroToBka Kk KOHTPOJIBHOM paboTe 12 12
Hammcanne KOHCIIEKTa CaMOIIOATOTOBKHU 34 16 18
Pa3zpaboTka 3agannii, 3a1a49 ¥ yIPaXKHEHUH ¢ ONTUCAHUEM METOIUKH 42 14 28
UX pelIeHus
IToaroroBka K 3a4€Ty ¢ OLICHKOU 5 5
Iloaroroska u cxaya 3ayera 4 4

Oo0mast Tpy10eMKOCTD (B Yacax) 144 72 72

Oo0mas TpynoemMkocTh (B 3.e.) 4 2 2

5. CTpykTypa ¥ coep:KaHue TUCHHUILIMHBI

5.1. Pa3nennl (TeMbl) JUCHUIJIMHBI U BUAbI Y4eOHOI 1eATeJIbHOCTH
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CtpyKkTypa IUCUMIUIMHBI MO pas3zienaM (TeMaMm) U BUJaM y4eOHOH JesTeITbHOCTH NMPUBEICHA B

tabymue 5.1.
Tabmuma 5.1 — Pa3nensl (TeMbl) TUCIUILIMHBI M BUABI YI€OHON ACSITEIHHOCTH
Jlek. Cam. | Bcero
HasBanwust paznenoB (TeM) TUCIIUTILTAHBI 3aH., Hpar. pab., | yacos (6e3 PopmHpyembie
g |3Hs T sKk3amena) KOMITETEHIINH
3 cemecTp
1 JIOKyMeHT KaK COLMOKYJIbTYPHBIH (heHOMEH. 2 2 11 17 OIIK-3, YK-4
ITonsiTve nenonpon3BoACTBa
2 Uctopus genornpou3BoacTBa B Poccuu - - 13 13 OIIK-3, YK-4
3 OcHOBHBIE TpeOOBaHMS K 0OPMIICHUIO 2 2 25 29 OIIK-3, YK-4
JIOKYMEHTOB
4 S13pIKOBBIE OCOOEHHOCTH O(UIHATIBHBIX - - 13 13 OIIK-3, YK-4
JIOKYMEHTOB
Uroro 3a cemectp| 4 4 62 70
4 cemecTp
5 IlpaBuna cocraBieHus: 1 0pOpMIICHUS 2 2 18 22 OIIK-3, YK-4
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB
6 IIpaBwmia cocraBieHus: U 0hOpMIICHUS 2 2 18 22 OIIK-3, YK-4
UH(POPMALMOHHO-CITPABOYHBIX JJOKYMEHTOB
7 IlpaBuiia cocTaBiaeHus: 1 OPOPMIICHUS KaJAPOBBIX | - - 8 8 OIIK-3, YK-4
U JINYHBIX IOKYMEHTOB
8 Opranuzanus paboThl C 0OpaIlleHUsIMH TPaXJIaH | - - 8 8 OIIK-3, YK-4
9 IlopsA0K ABUKEHUS JOKYMEHTOB B - - 8 8 OIIK-3, YK-4
opranuszanuu. CucremMarusanus U XxpaHeHUe
JIOKYMEHTOB
Uroro 3a cemectp| 4 4 60 68
HUroro| & 8 122 138

5.2. Conep:xanue pa3esoB (TeM) JUCHUNIMHBI

Copepxanue pa3aesioB (TeM) TUCIUTUINHBI (B T.Y. [0 JISKIIUSIM) IPUBEICHO B Tadwmie 5.2.
Tabmuma 5.2 — Conepskanue pas3ienoB (TeM) TUCIUILIMHEI (B T.4. IO JICKIUSIM)

TpynoeMkocTh
Hazpanus paznenos (Tem) ConepxaHnue pasnienoB (Tem) (TeKIHOHHEIE dopmupyemblie
JUCLIMITITMHBI JUCLMIUIMHBI (B T.4. 110 JIEKLUAM) KOMIIETEHIIUH
3aHATHS), 4
3 cemecTp
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1 JlokymeHT kak connokynbTypHbI  |[loHsSTHE KOMMYHUKau. Ponb 2 OIIK-3, YK-4
¢enomen. [lonstue KOMMYHUKAIIUH B )KU3HU OOLLECTBA.
JIeJIONPOU3BOICTBA Oransl pa3BUTHS KOMMYHUKALUH.
Bo3HuKHOBEHHE TMCHBMEHHOCTH.
[TosiBieHne JOKyMeHTa. DBOIIOLHUS
IIPENCTABICHUN O JOKYMEHTE.
Onpenenenne JOKyMEHTa B
rOCYJJapCTBEHHBIX CTAHAAPTAX.
®opMmyna nokyMmeHTa. [TonsaTtue
nokyMeHTHpoBaHUs. CriocoObl 1
CpezcTBa IOKYMEHTUPOBAHUSI.
Hocurenn nokymeHTHpOBaHHOU
nHpopmarmn. OyHKITUN
nokymeHToB. Kimaccudukanus
JOKyMeHTOB. [TonsTre
JeTonpon3BoACTBA. KOMITOHEHTHI
JIETONPON3BOACTBA. DOPMBI
OpraHU3aluy JeI0NPOU3BO/ICTBA.

Hroro 2
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2 Vctopus nenonpoun3BOICTBa B
Poccun

ITepBble noKyMeHTHI Ha Pycu.
Martepuan ans nucekMa. Opyaust
nucbMa. JOKyMEHTBI B IEpHO/T
MOJINTUYECKON pa3IpOOICHHOCTH.
Jluma, oTBevaBIue 3a padboTy ¢
JIOKyMEHTaMH. XpaHeHHe
JIOKyMeHTOB. Opranuzaius
nenonponsBoacTtsa B XVILIXVII BB.
[Topsimok paboTHI ¢ JOKYMEHTaMH B
npukazax. CTonbnoBast TEXHHUKA.
BunoBoii cocTtaB TOKYMEHTOB
MPUKA3HOTO JEJIONPOU3BO/ICTRA.
OcobeHHoCTH
JIEJIONPOU3BOCTBEHHOM
nesitensHOCcTH npu [letpe L
I'enepanbhbiit pernament 1720 r. u
€ro poJib B PEryJIMPOBAHUU PaOOTHI C
JoKymMeHTaMu. Bo3HUKHOBEHHE
HOBBIX BUJIOB JOKYMEHTOB.
Brinenenre pekBU3UTOB U3 TEKCTA.
MuHucTepckoe 1eJI00pOru3BOJACTBO.
«O011ee yupexaeHne MUHUCTEPCTBY
1811 r. Pa3Butue cpeacts
JIOKyMEHTHPOBAHUS.
Jlemonpon3BoACTBO B COBETCKUI
nepuon. [Touck ¢popm
JIETIOTPOU3BOACTBEHHON
JIeATeNbHOCTU B roAbl [ paxkanckoit
BOWHBI. J[BUKEHUE 32 HAYUHYIO
opranuzanuio Tpyaa B 1920-e rr. u
€ro BIIUSTHUE Ha PA3BUTHE COBETCKOTO
nenornpou3BoacTa. KoHcTuTynus
1936 r. 00 ympaBieHUECKUX
nokymeHTax. [IpoGieMsr B
OpraHu3alny JeIOTPOU3BO/ICTRA.
MeponpusaTHs 0 MOBBIIIEHUIO
YPOBHS JIEIOMPOU3BOJICTBEHHOMN
nesitenbHOCcTH B 1960011970-€ 1T
[ToaroTroBka crenuamTucToB B
00J1aCTH 1eTIOPOU3BO/ICTBA.
Yupexaenue Bececoro3HOro HayqHo-
HCCIEeI0BATENBCKOTO MHCTUTYTA
JIOKyMEHTOBEJICHUSI U apXUBHOTO
nena (BHUUIAA). Co3nanue
EnuHoit rocyaapcTBEHHOM CUCTEMBI
nenomnpoussoactsa (ET'CJI).
Buenpenue cpencts
BBIYHCIUTENBHON TEXHUKH.
Jenonpon3BoicTBO B IOCTCOBETCKUN
MEPHUO/I.

OIIK-3, YK-4

Hroro
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3 OcHOBHBIE TpeOOBaHUS K
ohopMIIEHHIO IOKYMEHTOB

HopmatuBHas 6a3a coBpeMEHHOI0
Jes10npou3BoACTBa. OCHOBHBIE
3JIEMEHTB HOPMAaTUBHON 0as3bl:
3aKOHOJATENbHbIE aKThl PD; yKa3bl
[Ipesunenta P®, noctaHoBIEHHS
IIpaButenscrBa P®; HOpMaTHBHO-
METOMYECKUE aKThl enepaTbHbIX
OpraHOB MCTIOTHUTEIHLHON BIIACTH;
TOCYJJapCTBEHHBIE CTAHIAPTHI;
HOPMATHBHBIE aKThl U METOIUYECKHE
JIOKyMEHTBI, IPUHATHIE B
OpraHU3alUAX U YIPEKICHHUIX.
[TonsiTe pekBU3nTa JOKYMEHTA.
IOpunnyeckas cuna JOKyMeHTa.
bnanku u ux Buasl. Pazmepsl nosei
nokyMeHTa. TpeboBanus K mpudry,
MEXCTPOYHOMY HUHTEpBaIy.
Hyw™mepanusa crpannn ToKyMeHTa.
[IpaBuna opopmiIeHNST PEKBU3UTOB
o(HIHATHHOTO TOKYMEHTA.

OIIK-3, YK-4

Uroro

4 SI3pIKOBBIE OCOOEHHOCTH
O(QUITMAIBHBIX JOKYMEHTOB

[Tonartue u yepThl opHULIHATHHO-
JesioBoro ctuiis. Jlekcuueckue
Mpo0eMbl OQUITHAIEHON peyH.
CoueraemocTts cioB. Mcnonb3oBanue
TepMuHOB. Vcnonbs3oBanue
MHOCTPaHHBIX ciioB. [Tneonasm.
TaBtonorus. [TapoHUMBL.
I'pammatnyeckue mpodIeMsl.
Hcnonp3oBaHue Npeasioros.
JleenpuyacTHbIE 0OOPOTHI.
HanusbiBaHue poauTebHOTO
nazaexa. CKIIOHEHUE YHCITUTENbHBIX.
Pacmennennoe ckasyemoe. IlpaBuna
COKpalleHus cioB. Mcnonp3oBaHue
MIPONMCHBIX M CTPOYHBIX OYKB.

OIIK-3, YK-4

HUroro

Uroro 3a cemectp

4 cemecTp
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5 IlpaBuna cocTaBieHus U
oopmIIeHHsI OpraHU3allMOHHO-
pacmnopsIINTENbHBIX IOKYMEHTOB

[TonsiTHE OpraHnU3aIMOHHBIX
JIOKyMeHTOB. BuioBoii coctan
OpraHU3alMOHHBIX JIOKYMEHTOB.
Oco0EHHOCTH TTOATOTOBKH
OpraHU3alMOHHBIX IOKYMEHTOB.
YcraB opranuzanuu. [lonoxenue.
Wucrpyknus. llltatHoe pacniucaHue.
IIpaBuna BHYTpEHHETO TPYIOBOTO
pacnopsiaka. Ponb, 3HaueHNE U BUIBI
pacnopsaIuTeNbHBIX JOKYMEHTOB.
DTanbl NOArOTOBKHU
pacnopsIUTeNbHBIX JOKYMEHTOB.
[Ipnka3 mo OCHOBHOM JIEATEBHOCTHU:
TIOHATHE, TOPSAAOK COCTABICHUS U
odpopminenus. [Toaroropka
pacnopsbKeHU. YKa3aHUe Kak
pacIopsANTENHHBIN TOKYMEHT.
Cocranenne u ohopmieHne
peIeHni U TOCTAaHOBJICHUH.

OIIK-3, YK-4

Uroro

6 IIpaBuia coctaBieHus U
odopmieHHsI HTHPOPMAITMOHHO-
CIPAaBOYHBIX IOKyMEHTOB

[Tonarue nudopmamoHHO-
CTIPaBOYHBIX TOKYMEHTOB.
CooTtHoleHre HHGOPMAIIMOHHO-
CIPaBOYHBIX M PACTIOPSIUTEIBHBIX
JOKyMEHTOB. Busl
UH(POPMAIIMOHHO-CIIPABOYHBIX
JMIoKyMeHTOB. Cry:ke0HO€E MHUCHMO:
TIOHSITHE, BUJIBI, TOPSI0K
COCTaBIICHUS 1 OPOPMIICHUSL.
TpeboBaHus K MOATOTOBKE
MPOTOKOJIOB. AKTBI: COCTAaBJICHUE U
odopmiienue. CiyxeOHbIC,
JOKJIaTHBIE U OOBSCHUTEIbHBIC
3aMHCKH: CYIIHOCTh, 0COOGHHOCTH
noarotoBku. CripaBka: MOHSTHE,
BUJIBI, COCTaBIICHHE U 0(hOpMIICHHE.
IToaroroBka 3aKiIrOYeHUN.
Tenedonorpamma: MoHATHE, MTOPSTOK
MOJITOTOBKH.

OIIK-3, YK-4

HUroro
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7 IlpaBuna cocTaBieHUs U
o(opMIIEHHSI KaIpOBBIX M JIMYHBIX
JIOKYMEHTOB

[TonsaTne KaApPOBBIX JOKYMEHTOB.
Poib kKagpoBBIX JOKYMEHTOB B
’KHM3HU o01ecTBa. Bupl KaxpoBbIx
JIOKYMEHTOB. TpynoBOH TOTOBOP:
MOHATHUE, COZIEPKAHUE, TOPATIO0K
noarotoBku. [Tpukas mo tnaHOMY
COCTaBy: MOHSTHE, BUIIBI,
cocraBjeHHE U 0()OPMIICHHE.
TpynoBast KHMKKa KaK KaJpOBBIA
JIOKYMEHT: TTOHSTHE, 3HAUYCHUE,
ocobennoctr opopmerus. JInanas
kapTouka Gopmel T-2 ¥ THYHBIHA
JUCTOK TIO YYETY KaJpOB:
cojiepKaHue U 0POPMIICHHE.
XapakTepuCTUKA: TIOHSTHE,
cocraBienue u opopmiienue. Jlmanoe
neno. [TorsaTre TMYHBIX JOKYMEHTOB.
BunoBoii cocTaB JINYHBIX
nokyMeHToB. CocTaBieHUE U

o opMIICHHUE 3asABIICHUH.
ABToOuorpadus u pe3rome: MOHATHE,
MOPSAOK MOJATOTOBKH.
JloBepeHHOCTh: MMOHATHE, BUBL,
cocTraBjieHHe U 0(OpMIICHHE.
[ToHaTHe 1 MOATOTOBKA PACTTHCKH.

OIIK-3, YK-4

Utoro

8 Opranuzarus paboThI C
oOpalleHUsMH TpaxJIaH

OO6paineHust TpakaaH Kak
MHCTPYMEHT OCYIIECTBIICHHS TIPaB
TUYHOCTH. Buspl oOpaieHui.
[TpunIMIBEI PabOTHI C OOPAIIEHUSIMHU.
TpeboBaHuUs K COCTABICHUIO U
oopMIIeHIIO MUCHEMEHHOTO
oOpareHus rpaxJaHuHa.
Perucrpanus obpareHus.
Ucnonuenne obpamenus. [Topsaox
paboTHI ¢ yCTHRIMH OOPAIICHUSIMH.
O0paboTKa OTACTHHBIX BHIOB
oOparenuii. [Ipobiems! B
opraHu3anuyu paboThl ¢
0OpaIlCHUSIMH TPaK/IaH.

OIIK-3, YK-4

HUroro

CornacoeaHa Ha noptane N2 65967
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9 IlopsAnoK NBMXKEHUS TOKYMEHTOB B
opranuzanuu. CucremaTu3anus u
XpaHEHHE JOKYMEHTOB

[Tonatue noKyMeHTOOO0pOTA.
[TpuHLIMIIBI OpraHu3aluu
JOKyMEHTO000pOTa. DTaIlbl
JnoKyMeHTooOopoTa. IlepBuuHas
00paboTKa JOKYMEHTOB.
Perucrpanust 10KyMeHTOB.
HcnonHeHne 1OKYMEHTOB U
KOHTPOJIb 32 UX UCIIOJTHEHHEM.
OrnpaBka nokymMeHTOB. [lepenaua
JOKYMEHTOB B JIeJIO HA XpaHEHHE.
[TpaBuna popmupoBaHus 1ei.
TpeboBaHus K OnepaTHBHOMY
XPaHEHUIO IOKYMEHTOB.
Howmenknarypa aen. @yHkuun
HOMEHKJIATypsbI fen1. CocTaBieHue
HOMEHKJIATYpBI Jel. DKCIepTr3a
[IEHHOCTH JJOKYMEHTOB.
Hcnone3oBanne JOKyMEHTOB B
TeKyIel paboTe OpraHu3aIyy.

OIIK-3, YK-4

Uroro -

Hroro 3a cemectp

Utoro 8

5.3. KouTposibHble padoThl

Buibl KOHTPOIBHBIX Pa0OT U YaChl HA KOHTPOJIBHBIE pa0OThI MPUBEACHBI B TabuIe 5.3.
Tabauma 5.3 — KonrpoapHbie paboThl

No .. | Buibl KOHTPOJIBHBIX PadboOT TpynoemMKocCTs, 4 ®opMupyemble KOMIETEHIUU
3 cemecTp
I |Kourponsas paGora 2 OIIK-3, YK-4
Hroro 3a cemectp 2
Hroro 2

5.4. JlabopaTopHbIe 3aHATHSA

He npemycMoTpeHO y4eOHBIM ITaHOM

5.5. lIpakTu4yeckue 3aHATHS (CEMUHAPbI)

HanMeHnoBaHue npakTHYECKUX 3aHATUN (CEeMHHAPOB) MPUBEACHO B TabmuIe 5.5.
Tabmmma 5.5 — HauMeHOBaHMEe MPAKTHYECKUX 3aHATHH (CEMHUHAPOR)

HazBanus pasnenoB (Tem)
JICIIATUTHHEI

HammeHoBaHHE PaKTUYECKUX
3aHATUH (CEMUHAPOB)

TpynoemMKkocTb,
q

dopmupyembie
KOMITETEHIINH

3 cemecTp

1 JIoKyMEHT KaK COLMOKYJIbTYPHBIN
¢denomen. [lonstue
JIEeJI0NIPOU3BO/ICTBA

[TonsATHE M TPOUCXOXKICHHE
nokymeHTta. CriocoOsl U
CPEJICTBA JOKYMEHTHUPOBAHUS.
Hocurenn
JIOKYMEHTUPOBAHHOU
uHpopMaiuu. yHKINN U
KJaccu(uKanus T0KyMEHTOB.
Jenonpoun3BoACTBO: OHATHE,
KOMITOHEHTHI, ()OPMBI
OpraHM3alH.

OIIK-3, YK-4

Htoro

CornacoeaHa Ha noptane N2 65967
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3 OcHoBHBIE TpeOOBaHUS K
0hOpPMIICHHUIO IOKYMEHTOB

HopmaruBnas 6a3a
COBPEMEHHOTO
JIETIONPOU3BOJICTBA. PEKBU3UT
nokyMmeHrta. fOpunnueckas
cuia nokymenrta. O0mme
TpeOOBaHUS K CO3/IaHUIO
JOKYMEHTOB.

[IpaBuna opopmienus
PEKBU3UTOB JOKYMEHTOB.

OIIK-3, YK-4

Htoro

Hroro 3a cemectp

4 cemecTp

5 IlpaBuna cocTaBiieHUS U
odopMIICHUS OpPTaHU3AITMOHHO-
paclopsAUTEIbHBIX IOKYMEHTOB

[TonsiTHE OpraHU3alMOHHBIX
ToKyMeHTOB. O01mume
TpeOOBaHMS K UX OPOPMIICHUIO.
CocraBnenue u 0opMIICHHE
YCTaBOB, MOJIOKEHHI,
uHcTpyKiui. [llTaTHOE
pacnucaHue, mpaBuiia
BHYTPEHHETO TPYA0BOTO
pacnopsiika: CoOCTaBlIeHUE U
opopmienue. [Tonstue n
001 MOPSIIOK MOJITOTOBKU
pacnopsaAUTEeNbHBIX
TOKyMeHTOB. [Tpuka3s,
pacnopsikeHue, ykazaHue,
pelieHre, IoCTaHOBJICHHUE:!
TpeOOBaHMS K COCTABJICHUIO U
0 OpMIICHUIO.

OIIK-3, YK-4

Hroro

6 IIpaBuiia cocTaBiaeHUs U
odopmieHns HHPOPMALTMOHHO-
CIIPpaBOYHBIX JOKYMCHTOB

[onsarue naOpMaAITHOHHO-
CIPABOYHBIX JJOKYMEHTOB.
CocraBnenue u opopmiieHHE
CITy>KeOHOTO MUChMa.
CocraBnenue u opopmiieHHE
IPOTOKOJIOB U aKTOB.
CyxeOHble, JOKJIaIHbIE U
OOBSCHUTEIIbHBIC 3AMUCKU:
cocTaBiieHuE U 0POpPMIICHHE.
CrpaBku, 3aKJII04YCHHUS,
TeneOHOTPAMMBI:
cocTaBJIeHUE U 0POpPMIICHHE.

OIIK-3, YK-4

Htoro

Hroro 3a cemectp

Hroro

5.6. KypcoBoii npoekT / kypcoBasi pabora
He npeaycmoTpeHo yaeOHBIM MIJIaHOM
5.7. CamocTosiTesibHas pabora

Buasl caMmocTosTeNIbHOM paboThI, TPYAO0EMKOCTh U (POPMUpPYEMble KOMIIETEHIIMU PEICTABIIECHBI B
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Tadimue 5.7.

Tabmuia 5.7 — Busel caMmocTosATeIbHON pabOThI, TPYJ0EMKOCTh U (hOPMHUPYEMbIE KOMITETEHIIUN

CornacoeaHa Ha noptane N2 65967

HazBanwust paznenos (Tem) Buaet . | TpynoemkocTs, | DopMupyembie dopmbl
CaMOCTOSITEIIbHOM
T CITUTUTAHBI q KOMITETEHITUH KOHTPOJISI
paboThI
3 cemecTp
1 JlokyMeHT Kak cOnMoKyIbTypHbId |I[loaroroBka k 2 OIIK-3, YK-4 | TectupoBanue
tdhenomen. [TonsTne TECTUPOBAHUIO
ACIONPON3BOACTBA [ToaroroBka 6 OIIK-3, YK-4 | Ycrnsiii onpoc /
YCTHOMY OIIPOCY cobeceoBaHme
/ cobecemoBaHHIO
[Toaroroska x 3 OIIK-3, YK-4 | KouTtponbHas
KOHTPOJIHHOU pabora
pabote
Uroro 11
2 Vctopust 1e10npon3BOICTBA B ITogroroska k 2 OIIK-3, YK-4 | TectupoBaHue
Poccun TECTUPOBAHUIO
ITogroroska k 3 OIIK-3, YK-4 | KonrtponpHas
KOHTPOJIbHOU pabora
pabote
Hanucanue 8 OIIK-3, YK-4 Koncnekr
KOHCITEKTa CaMOIIOJITOTOBKH
CaMOTIOITOTOBKHU
Uroro 13
3 OcHoBHBIE TpeOOBAHUS K Pa3pabotka 14 OIIK-3, YK-4 3agauu u
0 OPMIICHHIO TOKYMEHTOB 3aJlaHuH, 331249 U YIpaKHEHUS
YIPa)XHEHUH C
OTIMCAaHHEM
METOJIUKH UX
penieHus
ITonroroBka k 2 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
ITonroroBka k 6 OIIK-3, YK-4 | YcrHbrii onpoc /
YCTHOMY OIIPOCY cobecenoBaHue
/ cobecemoBaHUIO
ITonroroBka k 3 OIIK-3, YK-4 | KoutponbHas
KOHTPOJIbHOM pabota
pabote
Hroro 25
4 SI3bIKOBBIE OCOOCHHOCTH ITonroroBka k 2 OIIK-3, YK-4 | TectupoBanue
o(HIIMATBHBIX JTOKYMEHTOB TECTUPOBAHUIO
ITonroroBka k 3 OIIK-3, YK-4 | KouTtponbHas
KOHTPOJIbHOM pabota
pabote
Hanucanue 8 OIIK-3, YK-4 Koncnexr
KOHCIICKTa CaMOIIOITOTOBKH
CaMOITOATOTOBKH
Hroro 13
Uroro 3a cemectp 62
4 cemecTtp
13
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5 IlpaBuiia cocTaBieHUs U [Toaroroska k 1 OIIK-3, YK-4 | 3auér c ouieHKo#
o opMIICHHS OpTraHU3alMOHHO- 3a4eTy C OIIEHKOU
pacrnopsaauTENbHBIX JOKYMEHTOB [TonroroBka k 1 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
Pa3paboTtka 14 OIIK-3, YK-4 3amgaun u
3aJlaHu}, 331249 U yIpaKHEHUS
yIpaXHEHUH C
OTIICAaHHEM
METOJINKH UX
pelIeHus
[ToaroroBka k 2 OIIK-3, YK-4 | Ycrusrii onpoc /
YCTHOMY OIIPOCY cobecenoBanHme
/ cobecemoBaHUIO
Uroro 18
6 IIpaBuna cocraBieHus u [Tonroroska x 1 OIIK-3, YK-4 |3auéT ¢ oneHKOI
odopmieHHst HHPOPMAITMOHHO- 3a4eTy C OIICHKOU
CIIPABOYHBIX TOKYMEHTOB ITonroroBka x 1 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
Pa3pabotka 14 OIIK-3, YK-4 3agaun u
3aJlaHu}, 331349 U YIpaKHEHUS
YIOPaXXHEHUU C
OTIMICAaHHEM
METOJINKH UX
pelIeHus
[TonroroBka k 2 OIIK-3, YK-4 | Ycrubrii onpoc /
YCTHOMY OIPOCY co0eceroBaHue
/ cobece10BaHHIO
Uroro 18
7 IIpaBuiia COCTaBJICHUS U ITonroroBka k 1 OIIK-3, YK-4 | 3auér c oneHkoi
o OopMIICHHSI KQJIPOBBIX M IMYHBIX  |3a4eTy C OICHKOM
JAOKYMCHTOB IToaroroBka k 1 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
Hanucanue 6 OIIK-3, YK-4 Koncnext
KOHCIICKTa CaMOTOATOTOBKH
CaMOTIOATOTOBKH
Hroro 8
8 Opranuzanus paboTsI ¢ ITonroroBka k 1 OIIK-3, YK-4 |3auér c oneHkoi
oOpallleHusAMHU TpaXkaaH 3a4eTy C OLICHKOH
ITonroroBka k 1 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
Hanucanue 6 OIIK-3, YK-4 Koncnexr
KOHCIICKTa CaMOIIOATOTOBKH
CaMOITOATOTOBKH
Hroro 8
14




9 Tlopsiok nBuxeHUs TOKyMeHTOB B |[loaroroBka k 1 OIIK-3, YK-4 | 3auér c ouieHKo#
opranuzanuu. CucremaTu3anus u 3a4eTy C OLICHKOMH
XpaHCHUE JOKYMCHTOB [TonroroBka k 1 OIIK-3, YK-4 | TectupoBanue
TECTUPOBAHUIO
Hanucanue 6 OIIK-3, YK-4 Koncnekr
KOHCTIEKTa CaMOMOJATOTOBKH
CaMOIIO/ITOTOBKH
Uroro 8
HUroro 3a cemectp 60
IToaroroBka u 4 3ayeT ¢ OLIEHKOH
claya 3aueTa
Uroro 126

5.8. CooTBeTcTBHE KOMNIETeHIUIH, GOpMHPYEMBIX IPH H3YYEeHNH AUCHHUIINHBI,
1 BHJ0B Y4eOHOI 1esiTe IbHOCTH

CooTBeTcTBUE KOMIIETEHUUH, (OPMUPYEMBIX NMPU U3YUYEHUH JUCLUIUIMHBI, U BUJIOB yueOHOM
NeSATeTLHOCTH MPEICTABIICHO B TabyuIie 5.8.

Tabnuna 5.8 — CooTBeTCTBUE KOMIETEHIMH, ((OPMUPYEMBIX IPU U3YUEHUU AUCLUILINHBI, U BUOB
3aHATHI

Bunbr yueOHoiA
dopmMupyemsbie JEATEIIbHOCTU
@OpMBI KOHTPOJIA
KOMIIETCHLIUU Jlek. | Ilpak. | Cam.
3aH. 3aH. pao.
OIIK-3 + + + 3ajauu u ynpaxkHeHus, 3a4€T ¢ oueHkor, KoHcnekT
camonoarotoBku, KontposbHas padora,
TectupoBanue, Y cTHBIN onpoc / cobecemoBaHne
YK-4 + + + 3ajauu u ynpaxHenus, 3a4€T ¢ oneHkon, Koncnekr
camornoarotoBku, KontponpHas padbora,
TectupoBanue, Y CcTHbIN orpoc / cobeceoBaHme

6. PeiiTuHroBasi cucremMa /Jisl OLlEHKH yCIIeBA€MOCTH 00y4arouXxcs
PeittuHroBasi cuctema He UCIOIb3YETCS
7. YueOHO-MeTOANYecKoe 1 MH(OPMAIIHOHHOE o0ecneyeHue TUCIUTIIUHbI
7.1. OcHOBHas JqUTEpaTypa

1. JenonpousBoactBo: Yuebnoe nocobue / JI. U. KazakeBuu - 2018. 132 c. [DneKTpOHHBIH
pecypc]: — Pexxum poctymna: https://edu.tusur.ru/publications/7542.

7.2. JlonoiHUTEIbHAS JJUTEpaTypa

1. I'po3zoBa O. C. [lenronpousBoAcTBO : yuebHOoe mocobue. - M. : FOpaiit, 2022. - 124 c.
[DnexTponHbIi pecypc]: — Pexum gocryna: https://urait.ru/book/deloproizvodstvo-492786.

2. Ky3nenoB M. H. JlokymeHTanimoHHOE 00ECTEUEHHUs YIPaBICHUS U JIEJTONPOU3BOJCTBO :
yueOHuk. - M. : FOpaiit, 2012. - 576 c. (nanuuue B oubdauorexe TYCVYP - 26 5k3.).

3. Anapeesa B. W. Jlenonpou3BoACTBO: OpraHU3alus U BEACHHUE : Y4eOHO-IPAKTHUECKOE MTOCOOHeE.
- M. : KnoPyc, 2010. - 294 c. (mHanuuue B 6ubmmuoteke TYCVYP - 16 3k3.).

7.3. YueOHO-MeTOAMYeCKHE MOCOOUs
7.3.1. O6s3aTes1bHbIE YUeOHO-MEeTOANYEeCKUE M0COOUs

1. Jenonpou3BoAcTBo: YueOHO-METOAMYECKOE MOCOOMe sl MOATOTOBKM K MPAKTUUYECKUM
3aHSATHSM U CaMOCTOSTENIbHOM padoThl / A. B. Kypenkos - 2018. 15 ¢. [DnekTponHHbIH pecypc]: — Pexum
nocryna: https://edu.tusur.ru/publications/7822.
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7.3.2. Y4yeOHO-MeTOAUIECKHE ITOCOOUS JIsl JINII
C OrPaHUYEHHBIMH BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIU/I0B

Y4ebHO-MeToAnUeCKIEe MaTepUabl s CAMOCTOSTEILHON U ayJUTOPHOI paboThl 00yYaromuxcs
W3 YHUCJIA JIUI] C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH 3JJ0POBbSI M HHBAJIUOB MPEIOCTABISIOTCS B (hopMax,
a/IalITUPOBAHHBIX K OTPAHUYCHUSIM UX 3I0POBbS U BOCTIPUITHS HHPOPMALIUH.

Jost i ¢ HapylIeHUsIMU 3PeHus:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B I1€YaTHOW (hOpME YBEIUICHHBIM IPUPTOM.

Jst U ¢ HApyIIeHHsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeyaTHOH (opme.

J1st i1 ¢ HAPYIIEHHSIMU OTIOPHO-IBUTATEIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

7.4. CoBpeMeHHbIe TPpo(deccuoHATIbHBIE 0a3bI JAHHBIX
1 UH(OpPMAIHOHHBIE CTIPABOYHbIE CHCTEMbI

1. Ilpu u3yyeHUHn AUCUUIIIMHBI PEKOMEHAYETCS 00pamaTbCsd K COBPEMEHHBIM 0a3aM JaHHBIX,
MHPOPMAIIMOHHO-CIIPABOYHBIM M MOUCKOBBIM cHcTeMaM, K KOTopeiM Y TYCVYPa oTkpbIT gocTy:
https://lib.tusur.ru/ru/resursy/bazy-dannyh.

8. MaTepuajibHO-TEXHHYECKOE U POrpaMMHoOe odecrnedyeHre JUCHUIITIHHbI
8.1. MaTepuajibHO-TeXHHYECKOE U MPOrPaMMHOe oOecriedeHue 1JIsl JeKIUOHHBIX 3aHATH I

Jlnst mpoBeneHUs 3aHATUN JEKIIMOHHOTO TUIA, IPYIIIOBBIX U MHAUBUIYaIbHBIX KOHCYJbTALU,
TEKYILEro KOHTPOJISI ¥ IIPOMEKYTOYHOH aTTeCTAllMN UCTIONb3yeTCs yueOHast ay TMTOPHS C JOCTATOYHBIM
KOJIMYECTBOM TOCAI0UHBIX MECT Ui y4eOHOH rpymibl, 000pyJOBaHHAs JOCKOM U CTaHIAPTHOW yueOHOM
Mebenblo. MiMeroTes MynbTUMeInitHOe 000pyT0OBaHUE U yueOHO-HATIIAHbIE TTOCOO0US, 00eCTIeYrBaIOIINe
TEMATUYECKHE NIUTIOCTPALMH T10 JIEKIIMOHHBIM pa3ziesiaM AUCLUILINHBIL.

8.2. MaTepuajibHO-TeXHHYECKOE U IPOrpaMMHOe olecriedeHne Uil MPAKTHYEeCKUX 3aHATHI

VYyeOHas aynuTopusi: yueOHas ay JUTOPUS AJIsl IPOBEACHUS 3aHATUI MPAKTUYECKOT0 THUIIA, yueOHas
ayIUTOPUS [l MPOBEJICHUS 3aHATUN CEMHHAPCKOTO THUIA, TOMEIIEHHE ISl IPOBEACHUS TPYNIOBBIX U
WHJUBUIYaIbHBIX KOHCYJIbTAIMM, MOMELIEHUE JJI MPOBEACHUS TEKYIIEro KOHTPOJIS U MPOMEKYTOUHOM
atrectanuu; 634050, Tomckas obmacte, T. Tomck, Jlenuna npocmnekt, 1. 40, 303 ay.

Onucanue uMeroerocs 000pya0BaHus:

- InTepakTuBHAs MaHEIb;

- Kamepa;

- Muxpodos;

- Tym06a nyist mokagumKa;

- MaruuTHoO-MapKepHas J0CKa;

- KommiekT cnenuann3upoBaHHON yueOHOM Mebenu;

- PaGouee mecTo mpenogaBaTels.

8.3. MaTepuaibHO-TeXHNYECKOE U MPOrpaMMHOe o0ecnedyeHue 1Jisl CaMOCTOSITeIbHOM padoThI

Jlist caMoCTOSATeNbHOU pabOThl UCTIONB3YIOTCS YUueOHbIE ayaUTOPUH (KOMIIBIOTEPHBIE KIIACCHI),
PacCIIOJIOKEHHBIE TI0 aJpecam:

- 634050, Tomckas o6nactb, T. Tomck, Jlennna npocnexkr, 1. 40, 233 ayn.;

- 634045, Tomckas obnacts, r. Tomck, yi. KpacHoapmetiickas, 1. 146, 209 ayn.;

- 634034, Tomckas ob6nacth, T. Tomck, Bepmmauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacth, T. Tomck, Bepmmanna ynmuna, a. 74, 207 ayn.

Onucanrie UMEIOIIErocss 000pyI0BaHUS:

- yuebHas mebenb;

- KOMIIBIOTEPHI;

- KOMIIBIOTEPHI MOJIKITIOUCHBI K ceTu «MHTepHEeT» U 00eCnednuBaloT JOCTYI B IJIEKTPOHHYIO
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nH(popmManmoHHo-00pazoBaTenbHy0 cpeny TYCYPa.
[lepeyeHp mporpaMMHOTO 0OECTICUCHUS:
- Microsoft Windows;
- OpenOffice;
- Kaspersky Endpoint Security 10 qns Windows;
- 7-Zip;
- Google Chrome.

8.4. MaTepuaJIbHO-TeXHHYECKOE 00ecrevyeHne TUCIMTILTAHBI IS JTUI] C OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3710POBbsI 1 HHBAJIN/IOB

OcBoeHue AMCHUIUIMHBI JIMIIAMH ¢ OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU 3/10POBbSI M MHBAIHIAMHU
OCYILIECTBIISICTCS C UCTIOJIb30BAaHUEM CPEJCTB 0OYUEHUS OOILEro U CHeMaIbHOI0 Ha3HAYCHHUS.

[Ipu 3aHATHSAX ¢ 00YYAIOIIMMUCS C HAPYWIEHHSAMH CJYyXa MPEIyCMOTPEHO HCIIOJIb30BAHUE
3BYKOYCHUJIMBAIOIIEH ammaparypbl, MyJIbTUMEIUUHBIX CPEACTB M JIPYTUX TEXHUUYECKHX CPEICTB
npuema/nepenaun yueoHoi HHGOpMaluu B TOCTYIHBIX (opMax, MOOUIBHOM CUCTEMBI IPEToaaBaHus
U1 00y4aloUUXCs C MHBAJIUAHOCTBIO, MOPTATUBHON MHAYKIIMOHHOW CHCTEMbI. YueOHast ayaAuTopHs, B
KOTOpO# 3aHUMAIOTCA 00ydJaromuecs ¢ HapyUIeHHEeM cllyXa, 000pyA0BaHa KOMIIBIOTEPHON TEXHUKOH,
ayIMOTEXHUKOHU, BUJCOTEXHUKOU, dJICKTPOHHOU TOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHAX ¢ O0YYAIOMIMMHUCS C HAPYIIEHUSIMH 3PeHHs MPETyCMOTPEHO HCIOIb30BAHHE B
JEKIMOHHBIX U YYEOHBIX ayJUTOPUSIX BO3MOXKHOCTH MPOCMOTPA YJaJEHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM cllaiijla Ha dKpaHe) MPH MOMOIIM BUACOYBEIUUYUTENEH 111 KOM(POPTHOTO
IPOCMOTpA.

[Ipu 3aHATHAX C OOYy4YarOUIMMHUCS C HAPYUWIEHHUSIMH ONOPHO-IBUIaTeJbHOI0 ammapara
UCIIOJIB3YIOTCS aJbTEPHATUBHBIC YCTPOMCTBA BBOAA MH(MOPMALUU U APYrHe TEXHUYECKHE CPEICTBa
npuema/nepenayn yueOHoil nHGopmaluu B JOCTYIHBIX opMax, MOOMIBHON CHCTEMbI 00yYeHUS IS
JIIOJeY ¢ MHBAJIUIHOCTBIO.

9. OneHovnblie MaTepHuaJbl U METOAUIECCKUE PEKOMCHAALIMMA 110 OPraHU3aAllMU U3YICHUSA
JAUCHHUIIIMHBI

9.1. Conep:xaHue OLIEHOYHBIX MATEPHUAJIOB IJI TEKYLIEr0 KOHTPOJISI
U MPOMEKYTOYHOI aTTecTaluu

Jlnst oueHKu cTeneHu chOPMUPOBAHHOCTH M YPOBHSI OCBOCHHS 3aKPETUICHHBIX 32 AUCIUIIIUHOMN
KOMITETEHITNI UCIIONB3YIOTCS OIICHOYHbIE MaTepualbl, peCcTaBlIeHHbIe B Tabuue 9.1.
Tabmuia 9.1 — ®opMbI KOHTPOJISL U OLIEHOYHBIE MaTEPHAIIBI

Hasanus pasnenos (rem) PopmHpyemBIe ®opmebl koHTpOJs | OnieHounbie MaTepuansl (OM)
JUCLIATUIMHBI KOMIIETEHIIUH
1 JIokyMeHT Kak OIIK-3, YK-4 KonTponbHas IIpuMepHBIil IepeyeHb
COLIMOKYJIbTYPHBIH (heHOMEH. pabota BapHaHTOB (3a4aHUMN)
ITonsiTve nenonpon3BoACTBa KOHTPOJIbHBIX PaboOT
Ycrablit onpoc / [IpumepHBIil nepeyeHb
co0eceni0BaHNE BOIIPOCOB JJIsl YCTHOTO
orpoca / codeceoBaHUS
TectupoBanue [IpumMepHbIii TIEpedeHb
TECTOBBIX 3aJaHUN
2 Ucropus nenonpoussozcrea B | OIIK-3, VK-4 Koncnekr IIpuMepHBIii IEpeyeHs TeEM
Poccun CaMOIIOATOTOBKH | JUIsl KOHCIIEKTOB
CaMOIIOATOTOBKH
KoHnTtponbHas [IpumepHBIil nepeyeHb
pabota BapUAHTOB (3aaHUi)
KOHTPOJIbHBIX paboT
TectupoBanue [IpumMepHbIii TEpeUeHb
TECTOBBIX 3a/laHUM
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3 OcHoBHBIE TpeOOBaHUS K OIIK-3, YK-4 KonTponbHas [IpumepHbIiil nepedeHb
0(OPMIIEHHIO TOKYMEHTOB pabora BapHaHTOB (3aaHUI)
KOHTPOJIBHBIX PaboT
VYcrHbI# onpoc / [IpuMepHBIii TIEpeYeHb
cobecenoBaHNe BOIPOCOB JJIsl YCTHOTO
ompoca / codbecenoBaHUs
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3aJaHUI
3anauu u [IpuMepHBIi IepeyeHs TeM
yYIpaKHEHUS JUISL COCTABJICHUS U
pa3paboTKu COOCTBEHHBIX
3a/1a4 ¥ yNPaKHEHUN
4 SI3BIKOBBIE OCOOCHHOCTH OIIK-3, YK-4 Koncnekr [IpuMepHbIil IEpedyeHb TEM
O(pUIHATBHBIX JOKYMEHTOB CaMOTIOATOTOBKH | JIJIsl KOHCIIEKTOB
CaMOTIOATOTOBKH
KonTponbnas IIpuMepHBIil IepeyeHb
pabota BapHaHTOB (3aaHUM)
KOHTPOJIbHBIX padoT
TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBLIX 3aJaHuN
5 IlpaBuna cocraBiieHUS U OIIK-3, YK-4 3auér c ouenkoir  |Ilepeuenr BonmpocoB it
o opMIIEHHS OpraHU3aAIUOHHO- 3aueTa ¢ OLEHKOM
pactnopsAnuTeIbHbIX YcTHbIi onpoc / [IpumepHsIil nEpeUYEHb
JMOKYyMCHTOB cobeceToBaHKE BOTIPOCOB JJIsl YCTHOTO
orpoca / cobeceoBaHUS
TectupoBanue [IpumepHBIil nepeueHb
TECTOBLIX 3aJaHuN
3amauu u [IpuMepHBIil nepeyeHs TeM
YOpaKHEHUS JUISL COCTABIICHUS U
pa3pabOTKH COOCTBEHHBIX
3a/1a4 U yIpaKHEHHUH
6 IIpaBuiia cocTaBiaeHus U OIIK-3, YK-4 3auér ¢ onenkort | [lepeuenn BOompocoB Jist
odopmiieHHst THHOPMAITMOHHO- 3a4eTa ¢ OI[CHKOM
CIIpaBOYHBIX TOKYMCHTOB VeI onpoc / [IpumMepHbIi IEpedeHb
colece0BaHNE BOIPOCOB JJIsl YCTHOTO
ompoca / codbeceroBaHUs
TectupoBanue IIpuMepHBIii IepeyeHb
TECTOBBIX 3aJaHUI
3anauu u [IpuMepHBIii IepeyeHs TeM
YIpaKHEHUS JUIsL COCTABJICHUS U
pa3paboOTKu COOCTBEHHBIX
3a/1a4 ¥ yIpaKHEHUN
7 IlpaBuna cocTaBlIeHUS U OIIK-3, YK-4 3ayét c onieHkoil  |[lepedenn BOIPOCOB 1Jist

odopMIICHUS KaJAPOBBIX U
JIMYHBIX TOKYMEHTOB

3a4yeTa ¢ OLIEHKON

Koncnekr [IpuMepHBIii IEpeyeHs TeM

CaMOIIOATOTOBKU | ISl KOHCIIEKTOB
CaMOIIOATOTOBKHU

TectupoBanue [IpumepHBIil nepeyeHb

TECTOBBIX 3aIaHUN
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8 Opranu3zanus paboThl C OIIK-3, YK-4 3auét c ouenkoil  |Ilepedyenp BonpocoB s

00OpaleHUsIMU TPaKIaH 3a4eTa ¢ OLEHKOM
Koncnekr [IpuMepHbIil IEpeYeHb TEM
CaMOIIOJATOTOBKM | ISl KOHCIIEKTOB
CaMONOJATOTOBKHU
TectupoBanue IIpuMepHBIi IepeyeHb
TECTOBBIX 3aJaHUI
9 IlopsaoK ABMKEHUS OIIK-3, YK-4 3auét c ouenkoit  |IlepedyeHp BompocoB st
JIOKYMEHTOB B OpraHH3al1u. 3a4eTa ¢ OLCHKOM
Cucremarusanus u XxpaHeHUe Koncnekr [IpuMepHBIil IEpedyeHb TEM
HAOKYMCHTOB CaMOIIOArOTOBKM JIJIs1 KOHCIIEKTOB
CaMONOATOTOBKHU
TectupoBanue IIpuMepHBIil IepeyeHb

TECTOBBIX 3aJIaHUN

[Ixana oneHku cHPOPMUPOBAHHOCTU OTAEIbHBIX MIAHHUPYEMBIX PE3yJIbTAaTOB OOyUYEHHS IO
JTUCIUIUIMHE TpuBeaeHa B Tabnuue 9.2.
Tabnuna 9.2 — Illkama oneHkn cHopMUPOBAHHOCTHU IUIAHUPYEMBIX PE3YJbTATOB OOyYEHHUS IO

JAUCLUIIIINHE
®dopmynupoBKa TpeOOBaHUI K CTETICHH C(HOPMHPOBAHHOCTH
Ornenka banner 3a OM MJIAHUPYEMBIX Pe3yJIbTaTOB 00ydeHUS
3HATh YMETh BJIQ/IETh
2 < 60% ot OTCYTCTBHE 3HAHUU OTCYTCTBHE OTCYTCTBHE
(HEyIOBIETBOPUTENHHO ) | MAKCUMATHHOMU | UITU ()parMeHTapHBIC YMEHHUH UITN HABBIKOB WJIN
CYMMBI 0aIOB 3HAHUS YaCTUYHO (dbparmMeHTapHbIE
OCBOEHHOE MpUMEHEHUE
yMEHUe HABBIKOB
3 ot 60% 1o obmue, HO He B 1I€JIOM YCIICIITHO, B IICJIOM
(YIOBJIETBOPUTEIHHO) 69% ot CTPYKTYPUPOBAHHbBIE HO HE YCIIEIIHOE, HO HE
MaKCHMAaJIbHOM 3HAHUS CHCTEMAaTUYECKH | CHCTEMaTUYECKOe
CyMMBI 0aJIIoB OCYIIECTBIISIEMOE MIpUMEHEHNE
yMeHHue HABBIKOB
4 (xopotio) ot 70% no chOopMHUPOBaHHEIE, B LIEJIOM B IIEJIOM
89% ot HO CozepKalue yCIICLLIHOE, HO YCHEUIHOE, HO
MaKCHUMaJIbHOM OTJIEbHbIE coJieprKalie coJieprKaliue
CyMMBbI 0auioB | mpoOsaemMbl 3HaHUS OTJICIbHbIE OTJIeIbHbIE
poOeIbl yMeHue poOeIbI
MpUMEHEHHE
HABBIKOB
5 (oTIM4HO) >90% ot chopmupoBaHHbBIE | CHOPMHUPOBAHHOE YCIELTHOE U
MaKCUMaJbHOM | CHUCTEMaTUYECKHE yMEHUe CHUCTEMATUYECKOe
CYMMBI 0aJIOB 3HAHUSA MPUMEHECHHE
HABBIKOB

[IIkanma KOMIUIEKCHOM OLIEHKH C()OPMHPOBAHHOCTH KOMITCTCHIIMI MPpUBEIeHa B Ta0uIe 9.3.
Ta6mmma 9.3 — [llkayia KOMIUIEKCHOM OIEHKH C(hOPMHUPOBAHHOCTH KOMITETCHIIUH

Ouenka dopMynrpoBKa TPeOOBAHUN K CTETICHH KOMIIETEHITUN
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2 He nMeet He0oOXOAMMBIX MIPEACTABICHHI O TPOBEPSIEMOM MaTepuase
(HEeyAOBIETBOPUTENBHO) | UJIU
3HaTh HA YPOBHE OPUEHTHPOBAaHMS, peicTaBiieHnid. OOydaromuiics 3Haet
OCHOBHBIC MPU3HAKH WM TEPMHUHBI U3y9IaeMOTO 3JIEMEHTA COACPKAHMS, UX
OTHECEHHOCTH K ONPEICIICHHON HayKe, OTPAC/Id WIH 00bEKTaM, y3HACT B
TEKCTax, N300PAKEHUSIX UITU CXeMaX U 3HAeT, K KAKMM HCTOYHUKAM HYKHO
oOpaiuarbcs 1)1 00Jiee 1eTalnbHOIO €ro YCBOSHHUS!.

3 3HaTh ¥ YMETh Ha PeNPOAYKTUBHOM ypoBHE. OOyJaronuxcs 3HaeT
(YIOBIIETBOPUTENBHO) |M3YUYEHHBIH 3JIEMEHT CO/IepKaHUSI PENPOAYKTUBHO: IPOU3BOIBHO
BOCIPOM3BOAMT CBOU 3HAHUS YCTHO, MUCHMEHHO WJIH B IEMOHCTPUPYEMBIX
NEUCTBUAX.

4 (xopo11o) 3HaTh, yMETh, BIA/I€Th HA AHAJMTHYECKOM ypOBHE. 3Has Ha
PENnpoayKTUBHOM YPOBHE, YKa3bIBaTh Ha 0COOEHHOCTH U B3aUMOCBS3H
U3yYEHHBIX 00BEKTOB, HA UX JOCTOWHCTBA, OTPAHUYEHUS, UCTOPHIO U
HEePCHEKTUBBI Pa3BUTUS 1 OCOOCHHOCTH JJIS1 pa3HBIX 0OBEKTOB YCBOCHHUS.

5 (oTIM4HO) 3HaTh, yMETh, BJIa/IETh HA CHCTEMHOM ypoBHe. OOyyaromuiics 3HaeT
M3yYEHHBIN 3JIEMEHT COAEP)KaHUSI CUCTEMHO, POU3BOJIBHO U JI0KA3aTEIBHO
BOCIIPOMU3BOJUT CBOM 3HAHUA YCTHO, IMCbMCHHO WUJIK B ACMOHCTPUPYCMbIX
HeﬁCTBHHX, YUUThIBAA U YKa3bIBasA CBA3U U 3aBUCUMOCTH MCKIY 3THM
9JICMCHTOM U APYTUMH DJICMCHTAMU COACPIKAHUA JUCHUIIIMHBI, €TO
S3HAYUMOCTD B COACPKAHUN JUCHUIIINHBI.

9.1.1. IlpuMepHBIii IepedeHb TeCTOBBIX 3a1aHUI

1. Kakoii cioco0 JOKYMEHTHUPOBAHUS OTHOCUTCS K YUCITY TPaJUIIMOHHBIX ?
a) MEXaHUYECKUH
0) 2JIEKTPOHHBII
B) HauepTaTeIbHBIN
r) poToxumMuyeckuit
2. Kakue u3 ykazaHHBIX PEKBU3UTOB BIMSIOT HAa IOPUINUECKYIO CHUITY JOKyMEHTa?
a) perucTpaoHHbII HOMEp, 3ar0JI0BOK K TEKCTY, OTMETKA O MPUIIOKEHUN
0) nara JOKyMEHTa, MOANKCH, TpU( yTBEPKACHUS
B) MECTO COCTaBJIEHUS (M3/1aHNUs) TOKYMEHTa, OTMETKa O KOHTpoJIe, aMOaema
I') CIpaBOYHbIE JaHHbIE 00 OpraHU3ally, OTMETKAa O MOCTYIUIEHUU JOKYMEHTa, OTMETKa 00
UCIIOJTHUTEIIE
3. T'otoBuUTCS MpHKa3 O OCHOBHOM JestenbHOCTU. Kakoe neficTBre HEOOXOIUMO NPEANPUHSITH
JUIs1 TOTO, YTOOBI 3apuKCUpOBaTH HH(MOPMAIHIO 00 aBTOpE JOKyMEeHTa?
a) OTPa3UTh CBEJIEHUS 00 YUPEKICHUH, KOTOPOE SBJIIETCS aBTOPOM JIOKyMEHTa
0) obopMHUTH PEKBU3UT "HaMMEHOBaHUE OPraHU3AIUN - ABTOPA IOKyMeHTa"
B) 0pOpPMHTH PEKBU3HT "CIIpaBOYHbBIC JaHHBIE 00 OpraHu3anuu’”
r) obOopMUTh PeKBU3UT "aspecat”
4. T'oroBuTcs ciyx)edHoe mrucbMo. Kakoe nelicTBue HE0OX0IUMO MPEANPUHSTE TSI TOTO, YTOOBI
3aukcupoBaTh HHPOPMALUIO 00 YUPEKIECHUH, B KOTOPOE HaIlpaBIsieTcs JaHHBIA JOKYMEHT?
a) oopMUTh PEKBU3UT ""CIIPABOYHBIE TaHHBIE 00 opranu3anuu’
0) obopMHUTH PeKBU3UT "Tpu coriacoBaHus JOKyMeHTA"
B) opopMUTH peKBU3UT "aapecat"
') IOMETUTh Ha JOKYMEHTE aJIpeC YUpexACHUS
5. Kakum 06pa3oM HYKHO OCYIIECTBISATh XpaHEHHE JJOKYMEHTOB B CTPYKTYPHOM IO/Ipa3ieieHun?
a) JOKYMEHTBI JIOJKHBI OBITh CTPYNIUPOBAHBI B JI€JI0, IOMEIIEHBI B 3anuparoniuecs mradpol 1
ceiidml
0) JOKYMEHTBI JJOJKHBI OBITh CTPYIIIIMPOBAHBI B TOMA, IOMEIIEHBI B 3alIUpaoIIrecs MKagbl
B) JIOKYMEHTBI JOJKHBI ObITh CTPYIIUPOBAHBI B OJIOKH, TOMEIIEHBI B 3alUparonirecs mkadol
') JOKYMEHTBI JIOJKHBI OBITh paclpeiesieHbl MO MarkKaM U MOMEIIEHbI B cel(bl
6. Kakum oOpa3oM Hy>XKHO OCYIIECTBISATh NEPBUYHYIO 00pabOTKY MOCTYNUBIINX JOKYMEHTOB?
a) MPOBEPUTH MPABUIBLHOCTH JIOCTABKH, IPOCTABUTHh PEKBU3HT "OTMETKA O KOHTpoJe"
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0) NpoBepUTHh MPABHIBHOCTH JOCTaBKU, MPOCTAaBUTh PEKBU3UT "OTMETKA O MOCTYIUICHUU
JIOKymMeHTa"
B) 3apETUCTPUPOBATH IOKYMEHT
T) epeaath JOKYMEHT Ha XpaHEeHHe
7. Kakum o0Opa3oMm ocymiecTBisieTcs nepepadboTka nHGOpMaLuK, CoAepKalleicss B 0OpalieHun
rpaKAaHUHA, TOCTYHBIIEM B yUpeKIeHUE?
a) BCECTOPOHHEE M3yUYeHHUE BOIIPOCa, PUIIIALICHHE IPAKIAaHUHA B YUPEXKICHUE
0) 3anuchk nHpOpMaIUU Ha OyMaXKHBIN HOCUTEITh
B) BCECTOPOHHEE U3yUEHHE BOMPOCa, MOJATOTOBKA MMCbMEHHOTO OTBETA
') aHaJIU3 CBEACHUN Ha MPEIMET UX COOTBETCTBHS 3aKOHOATEILCTBY
8. Kako#i n3 ykazaHHBIX BUJIOB OJJaHKOB COACPIKUT CITPAaBOYHBIC JaHHBIC 00 OpraHu3anun?
a) OJ1aHK MUChMa
0) oOmmii OIaHK
B) OJJaHK KOHKPETHOTO BHJIa JOKyMEHTa
r) OJaHK TOJDKHOCTHOTO JIMIIA
9. YacTh TekcTa pacnopsiAUTENLHOTO TOKYMEHTA, B KOTOPOM M3JIaratoTcsl MPpUUYMHBI €T0 U3JaHus,
UMEHYeTCs
a) o0miei
0) KOHCTaTHpYIOIEH
B) pacnopsIuTeIbHOMN
T') 3aKJIIOYUTEITHLHOMN
10. CucreMatu3upoBaHHBIN NMEPEUYCHB 3ar0JIOBKOB JI€J, CO3/IaBa€MbIX B OPTaHU3aIMH, C YKa3aHUEM
CPOKOB UX XpaHEHUsI UMEHYEeTCs
a) OIMHUCHIO
0) CIIpaBOYHUKOM
B) ITyTEBOAUTEIIEM
T') HOMEHKJIaTypOi
11. K uyncny npuHIMIIOB pabOTHI C OOpaIICHUSIMU TPaXKJIaH OTHOCUTCS MPUHITUTI
a) OOBEKTUBHOCTH
0) pUTMHUYHOCTH
B) MEXJIUCIUIUIMHAPHOCTU
T') peryJupoBaHus
12. JlaToif opraHu3alMOHHBIX JOKYMEHTOB SIBJISIETCS, KaK TPaBUJIO, AaTa UX
a) TIOJIIMTUCAHMS
0) 3aBepeHUs
B) YTBEPXKICHHS
T') OTIIPaBKH

9.1.2. IlepedyeHb BONPOCOB /ISl 324€Ta C OLEHKOM

[TonsTHe U GYyHKIMU JOKYMEHTA.

Jlenonpou3BoACTBO: MOHATHE, KOMIIOHEHTHI, (OPMbI OpraHU3alny.

Oransl pa3BUTHUS 1EIONPOU3BOACTBa B Poccuu.

[ToHsiTHE U CTPYKTYpa HOPMATHUBHOM Oa3bl COBPEMEHHOTO JeNIONPOU3BOICTBA.
OO6ume TpeGOBaHUS K CO3JaHHUIO JOKYMEHTOB.

[TonsiTue pexkBu3nTa 1okyMeHTa. [lpaBuna opopmieHus peKBU3UTOB TOKYMEHTOB.
OcoOeHHOCTH S3bIKa U CTHIIS OQUIIMATIBHBIX JJOKYMEHTOB.

VYcTaB opraHu3anuy: MOHITHE U OCHOBHBIE Pa3JIeIbl.

TpeboBaHUs K COCTABICHUIO JJOPKHOCTHONW MHCTPYKLIUH.

10. Ilpukas mo OCHOBHOM JIEATENLHOCTH: MIOHATHE, TPEOOBAHHS K COCTABJICHUIO U 0(OPMIICHUIO.
11. IlpaBuna coctaBieHust 1 OPOPMIICHUS PACTIOPSIKECHUH.

12. OcobenHocTu cocTaBieHHs U 0HOPMIICHHUS PELICHUH U TOCTAHOBICHUH.

13. Cnyxe6HOe MUCHhMO: MTOHATHE, BU/IbI, TPEOOBAHHS K COCTABJICHUIO U 0(OPMIICHUIO.
14. CocraBienue 1 0popMIICHHE TPOTOKOJIOB U aKTOB.

15. CocraBnenue u opopmiieHHE TOKIATHBIX, O0BICHUTEIBHBIX U CITY’KEOHBIX 3aMTUCOK.
16. CnpaBka: moHsATHE, BUbI, TPEOOBAHUS K COCTABICHUIO H O(POPMIICHHIO.

17. TpynoBoii 1oroBop: MOHATHE, COJIEPKAHKE, TIPABUIIA COCTABIICHUS U 0(POPMIICHHUS.
18. IIpaBmiia NOArOTOBKU IIPUKA30B 10 JUYHOMY COCTaBY.

XA R D=
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19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
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16.
17.
18.

19.

l.
2.

Cocrasienue u opopmIIeHHE XapaKTEPUCTUKH.

3asiBIeHUE: TOHITHE, 0COOCHHOCTH MOATOTOBKH.

ABtoOuorpadus u pe3roMe: TpeOOBaHUS K COCTABICHUIO U 0()OPMIICHHIO.
[TpaBuia coctapneHust 1 0OpMIICHHS TOBEPEHHOCTH U PACTIMCKH.
[TonsiTHe W BUJIBI OOpAIICHHUH TpaXkIaH.

[TpuHIIUTIEI pabOTHI ¢ OOpAIICHUSIMH TPAXK/IAH.

TexHomorust paboThl ¢ OOpAICHUSIMHU TPAXK/IaH.

[TonsiTie TOKYMEHTOOOOPOTA U MPUHLIUIIBI €M0 OpraHU3aIUH.
XapakTepHucTHKa OCHOBHBIX 3TalloB JOKYMEHTOO0OpOTA.

OnepatuBHOE XpaHeHHE JOKYMEHTOB. TpeboBanus K GOpMHUPOBAHUIO JIETI.
[Tonstue, GpyHKIMU 1 0COOEHHOCTH MOATOTOBKA HOMEHKIIATYPHI J1e1.
DKcnepTu3a HEHHOCTH JOKYMEHTOB.

9.1.3. IIlpuMepHbIii NepedyeHb BAPUAHTOB (3aaHNI) KOHTPOJIbHBIX padoT

[TpoGiema mpOUCXOKACHUS JOKYMEHTA.

Pons noxymeHnTa B ob1iecTse.

Oranbl pa3BUTH 1ETONPOU3BOACTBa B Poccum.
[ToHsATHE M 3HAUEHUE FOPUIUYECKON CUJIBI JOKYMEHTA.
S3BIK ¥ CTHITB OPHUIIMATTEHOTO TOKYMEHTA.

9.1.4. [IpuMepHbIii NepevyeHb BONMPOCOB /IJIsl YCTHOTO ONpoca / codeceq0BaHUs

. UTo moHMMaeTcs MoJ JOKYMEHTOM?

Yewm Ob110 00YCITIOBICHO BOSHUKHOBEHHUE TOKyMEHTA?

Kakue cymiecTByIoT cnocoObl U cpeicTBa JOKYMEHTUPOBAHUS, HOCUTENU JOKYMEHTHPOBAHHOM
nHdopmanun?

Kakue hpyHKIIMY BBITOTHSAIOT TOKYMEHTHI?

Kakum 06pa3om MOKHO KIacCU(DUIIMPOBATH JOKYMEHTHI?

Uto noHMMaeTcs o 1eI0NPOU3BOICTBOM ?

KaxoBbl ¢popMBI OpraHu3amnuu 1eI0IpOrU3BOICTBA?

KakumMyu HOpMAaTHBHBIMH U METOJMYECKUMHU aKTaMHU pPETyJIUPYEeTCS COBPEMEHHOE
JIETTONTPOU3BOJICTBO?

Uto noHMMaeTcs Mol pEKBU3UTOM JOKyMEHTa?

. OT 4ero 3aBUCHUT IOpUIMYECKas CHJIA IOKYMEHTa?
11.
12.
13.
14.
15.

KaxoBsl 061111e TpeGoBaHUs K CO3IaHUIO OPHUITUATBHBIX JOKYMEHTOB?

Kakum 06pazom ohopMIsitoTCs peKBU3UTHI OPHUITHATBHOTO TOKYMEHTa?

KaxoBbl npaBuiia opopmiieHus: OpraHu3aliiOHHBIX JOKYMEHTOB?

W3 kakux 3TamnoB CKJIAJbIBAETCS MOJTOTOBKA PACTIOPSIUTEIbHBIX JOKYMEHTOB?

KaxkoBbl nmpaBmia coctaBieHus U 0hOpMIICHUS MIPUKA30B, PACIIOPSHDKCHUH, YKa3aHUM, PEIICHUI
Y IOCTaHOBJICHUI?

Kaxkue noxkymeHTBI 00pa3yroT cUucTeMy HH(GOPMAIIMOHHO-CITPABOYHON JOKYMEHTAITUH ?

Kakum 06pa3om cocraBisercs 1 0hopMIIsIeTCs CITyKeOHOe MUChMO?

Kakue tpeboBaHus NpeabsABISIOTCS K COCTaBICHUI0O U 0OPMIICHHIO IPOTOKOJOB, aKTOB,
JOKJIaTHBIX, OOBSICHUTEIbHBIX U CIYKEOHBIX 3aHCOK?

Kakum 06pa3om cocTaBisroTcst 1 0POPMIISIOTCS CIIPABKH, 3aKIFOYCHUS U TesieOoHOTrpaMMbl?

9.1.5. IlpuMepHbBIii NepeYyeHb TeM ISl KOHCIIEKTOB CaMOINOAT0TOBKH

. CTaHOBIEHHME U pa3BUTHUE ETIONPOU3BOACTBA B Poccuu.
. [IpoGnembl s3bIKa U CTHISA OQUIHATBHBIX JOKYMEHTOB.
. KanpoBble u Tn4HbBIE TOKYMEHTBHI.

1

2

3

4.
5
9.

Pabota ¢ oOpalieHussMu rpakaaH.

. I[BI/DKCHI/IG AOKYMCHTOB B OpraHu3alu. CI/ICTCMaTI/ISaL[I/IH " XpaHCHUC NOKYMCHTOB.

1.6. HpI/IMeprlﬁ MmepeIeHb TEM JIst COCTABJICHUA U pa3pa60TKn COOCTBEHHBIX 3agad u

yHpasKHEeHUH

Odopmuts O6s1aHK TUCHMA.
[ToaroToBUTH NpUKa3 MO OCHOBHOM AESTEIbHOCTH.
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3. IloaAroToBHUTH CIYyKEOHOE MTHUCHMO.
4. IloaroToBUTH MPOTOKO.
5. 11oArOTOBHUTH CIIPaBKYy.

9.2. MeToan4yeckne peKOMeH AU

VYyeOHubIil MaTepuan uznaraercs B (Gopme, mpenanoaramplileii caMoCcTOATeNIbHOE MBIILICHHE
CTYICHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosTenbHast paboTa CTYA€HTOB UTPAET PEIIAIONIYIO POJIb
B X0/I€ BCETro y4eOHOro mporecca.

Hauatp n3ydeHne MUCHMILUIMHBI HEOOXOIUMO CO 3HAKOMCTBA ¢ padoueil MporpaMMoOid, CIIUCKOM
y4eOHO-METOMUECKOT0 U MporpaMMHoro obdecnedyenus. CamocrosTenbHas paboTa CTyAeHTa BKIIOYAET
paboTy ¢ yuyeOHBIMU MaTepHalaMH, BBINOJHEHHE KOHTPOJBHBIX MEPONPUITHH, MPETyCMOTPEHHBIX
y4eOHBIM IITAHOM.

B nporecce n3ydeHuns: IUCUUIUIMHBI IS JIyYIIETO OCBOCHUS MaTepuana He0OXOAMMO PETYISIPHO
oOpamarbcsi K PeKOMEHAYEMOH IuTeparype U MCTOYHMKAM, YKa3aHHBIM B y4eOHBIX Marepuaiax;
MOJIb30BAThCS 4Yepe3 KaOWHET CTyJAeHTa Ha caiiTe YHuBepcuUTeTa o0pa3oBaTENbHBIMH pecypcamu
AJIEKTPOHHO-OMOIMOTEYHOM CHUCTEMBI, @ TaKXKe OOIIEAOCTYITHBIMUA HHTEPHET-IOPTAIaMH, COJCPKAILUMHU
Hay4YHO-TIONYJSPHBIE U CIELUAIU3UPOBAHHBIE MaTepHasbl, IMOCBSIIEHHBIE PAa3JIUYHBIM aCIEKTaM
y4eOHOM JUCUUIUINHBL.

IIpu caMOCTOATEIBLHOM U3YYEHUU TEM CIEAYHTE PEKOMEHIALMSIM:

— YTEHHME HWJIM NPOCMOTP MaTepHuajla OCYLIECTBISANTE CO CKOPOCTHIO, NOCTATOYHOM s
WHAUBHUAYAIbHOTO TTOHUMAaHUS U OCBOEHMS MaTepuaja, BblIIENss OCHOBHBIE UJEH; HA OCHOBAHUHU
N3yUYEHHOI'0 COCTAaBUTH Te3UChl. OCBOMB MaTepual, MONbITaThCSI COOTHECTH TEOPHUIO C IPUMEpPAMHU U3
MIPaKTUKU;

— €CJIM B TEKCTE BCTPEYAOTCS HE3HAKOMBIE UJIM MAJIO3HAKOMbBIE TEPMUHBI, CIEAYET BBISICHUTH UX
3HAYEHUE NI IOHMMaHUS JaJbHEHNIIEro MaTepuaa;

— OCMBIC/IMBAlTE IPOYUTAHHOE U U3YUEHHOE, OTBEYANTE Ha MPEJI0KEHHBIE BOIIPOCHI.

CryneHTsl MOTYT NOJy4aTh HHAMBUyalbHbIE KOHCYJIbTALMH, B T.4. C UCIIOJb30BAaHUEM CPEJICTB
TEIEKOMMYHHUKALUH.

[To gucuuniauHe MOTYT MPOBOAMTHLCS OMOJHHUTEIbHBIE 3aHATHUSA, B T.4. B (hopmMe BeOMHAPOB.
Pacnucanvne BeOMHAPOB U 3alMUCHU BEOMHAPOB MYOJHMKYIOTCS B 3JEKTPOHHOM Kypce / 3JIeKTPOHHOM
YKypHaJIE 110 TUCLUIUINHE.

9.3. Tpeﬁona}mﬂ K OCHOYHBIM MaTepuajJdamM Jisl JUll ¢ OrpaHHYCHHBIMHA BO3MOKHOCTAMMU
310pOBbHA U HHBAJIUA0OB

Jns nun ¢ OorpaHWYEHHBIMH BO3MOJXKHOCTSIMH 370pOBBSI U WHBAJIHUJOB MPEIYCMOTPEHBI
JOTIOJTHUTEIBHBIE OIEHOYHBIE MaTepPHAJIbl, MEpeUeHb KOTOPHIX yKa3aH B Tabiuie 9.2.

Tabnuna 9.2 — JlomoJHUTENbHBIE MaTEpHaNbl OINCHUBAHUSA JUISA JIUI C OTPaHUYCHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI M1 MHBAJIUIOB

Kareropuu oby4aromuxcs

Buasl 1ooIHUTENEHBIX OLIEHOYHBIX
MaTepHuaioB

q)OpMI)I KOHTPOJIA U OLICHKHU
pe3yIbTaTOB OOyUECHHS

C HapylIeHHsIMU cllyXa

TecTbl, TUCbMEHHBIC
CaMOCTOSITENIbHBIE PAaOOTHI, BOITPOCHI
K 3a4€Ty, KOHTPOJIbHBIE pabOThI

[IpenmymiecTBEHHO TUCHbMEHHAS
MpoBepKa

C HapyLIeHUAMU 3pEHUS

CobecenoBaHue 1o BOIIPOCaM K
3a4eTy, Onpoc MO TePMUHAM

[Ipeumy1iecTBEHHO yCTHas
poBepKa (MHIUBUYATBHO)

C HapylLIeHUSIMH OIIOPHO-
JIBUTATEJILHOTO alapara

Pemenue nucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE pa0OThI, TMCbMEHHbBIE
CaMOCTOSITeNIbHBIE PaOOTHI, BOITPOCHI

K 3a4eTy

[IpeumyiecTBEHHO
JUCTAaHIMOHHBIMU METOIaMH

C orpaHu4YeHHUSIMHU 110
o01IIeMe IUIINHCKUM
MOKa3aHHUSIM

TecTbl, TUCbMEHHBIC
CaMOCTOSTENIbHBIE PAaOOTHI, BOITPOCHI
K 3a4€Ty, KOHTPOJbHBIE paOOTHI,
YCTHBIE OTBETHI

[Ipenmy1iiiecCTBEHHO MPOBEpPKa
METOJIaMH, ONPEIEISIOIIMMHUCS
UCXOS U3 COCTOSIHUS
oOyyJaromerocss Ha MOMEHT
MIPOBEPKU
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9.4. MeToauuecKkue PEKOMEHIAUHA MO OMCHOYHBIM MaTepuadamM AJd JUIl ¢ OrPpAaHUYCHHBIMHA
BO3MOKHOCTSAMH 310POBbA U HHBAJIUI0B

Jnst Ui ¢ OTpaHUYEHHBIMH BO3MOXKHOCTSMH 3JI0POBbS U WHBAJIHUIOB MPEAyCMaTPUBACTCS
nocTymnHas popMa npeaoCTaBICHHS 3aJaHHI OIICHOYHBIX CPEIICTB, & UMEHHO:

— B Ie4YaTHOH (hopme;

— B IeYaTHOM (hopMe C YBEITUUYCHHBIM IIPHPTOM;

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— METOJIOM YTCHUS aCCUCTCHTOM 3aJIaHHs BCIIYX;

— MPEIOCTaBICHHE 3aIaHUs C UCIIOJIB30BAHUEM CYPJIOTIEPEBO/IA.

JIumam ¢ orpaHUYEHHBIMH BO3MOXHOCTSIMHU 3[I0POBbSl M MHBAIUIAM yBEIHMYHBACTCS BpEeMs HA
MOJATOTOBKY OTBETOB Ha KOHTPOJIbBHBIC BOMPOCHL. /[ Takux oOydaroIIMXcs MpeaycMaTpUBaeTCs
JocTymHas popMa npe0CTaBICHHUS OTBETOB HA 3aJJaHHs, 2 UMEHHO:

— MUChMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHUEM YCIIYT aCCHCTEHTA;

— MPEJICTABJICHUE OTBETOB YCTHO.

[Ipouenypa omeHUBaHHUS PE3yIbTATOB OOYyYCHHUS JHUIl C OTPAHUYCHHBIMU BO3MOXKHOCTSIMHU
3I0pPOBbSI U MHBAIUOB 0 JAUCIUILIMHE TPEyCMaTPUBACT MPEAOCTaBlIeHuE HHPopManuu B hopmMax,
aJIalITUPOBAHHBIX K OTPAHUYCHHSIM UX 3JI0POBbsI U BOCIIPHATHSL HH(POPMAIUH:

Jst i ¢ HapylIeHusIMU 3PeHus:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B I1€YaTHOW (hOpME YBEIMICHHBIM IPUPTOM.

Jst i ¢ HApYIIeHHsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeyaTHOU (opme.

J1s i1 ¢ HAPYIIEHHUSIMU OTIOPHO-IBUTATEJIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

[Ipu HEOOXOMMMOCTH JJISI JUIl C OTPAHHUYCHHBIMU BO3MOXKHOCTSIMH 3J0POBbsI U MHBAJIHJIOB
mpoIielypa OlEHUBAHUS PE3yJIbTATOB 00yUEHHSI MOXKET MPOBOJAUTHCS B HECKOJIBKO 3TATOB.
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