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ynpaslieHHe

Hanpasnennocts (npoduip) / crienuanuzanus: AIMUHUCTPATHBHOE U TEPPUTOPHAJIbHOE YIIpaBJIeHHe
®opma oOydeHus: 3a04Hasi (B TOM YHCJIe ¢ MPUMeHEeHHEeM NHCTAHIMOHHBIX 00pa30oBaTedbHBIX
TEXHOJIOTHil)
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O0beM JUCHMIIUHBI U BUAbI yU€OHOU AESITEIbHOCTU

Bunbl yueOHOM nesTeNbHOCTH 3 cemectp Bceero Enunuib

CamocrositenpHas padbora 94 94 4acoB
CamocrosiTenpHas padoTa 1Mo pyKOBOACTBOM MPETIOaBaTes 8 8 4acoB
KonTtponbHbie paboTbl 2 2 4acoB
ITonroroBka u ciava 3auera 4 4 4acoB
OO61mas Tpya0eMKOCTh 108 108 4acoB
(BKJIFOYAs MPOMEKYTOUHYIO aTTECTALIUIO) 3 3.€.

@opMBI IPOMEKYTOUHOM aTTECTALUs Cemectp Konngectso
3auer 3
KonTtponbHbie paboTbl 3 1

Tomck
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1. O01mue moJI0:KeHus
1.1. lean AUCHUIIHHBI

l. monydyeHue TEOPETUYECKUX 3HAHUNH U NPUOOpPETEHHE NPAKTUYECKUX HaABBIKOB

JOKYMEHTHPOBaHUS MH()OPMALMK Pa3IMUYHBIMU CIOCOOAMHU Ha OCHOBAHUH JEHCTBYIOIIUX HOPM H
IIpaBUIL.

1.2. 3agauy AUCHUILIUHBI

1. packppITh CYIIHOCTh NOKYMEHTa KaK COLMOKYJIbTYpHOTO (heHOMEHa, BUAB U (PYyHKUIHHU
JOKYMEHTOB; 2. W3Yy4YUTh IMpaBUJIa COCTABICHUS U O(QOpMIEHHUS NOKYMEHTOB (OpraHU3alMOHHO-
pacnopsaIuTeNbHbIX, HHPOPMAIMOHHO-CIIPABOYHBIX U Jp.); 3. COBEPIICHCTBOBATh HABBIKU PaOOTHI C
3JE€KTPOHHBIMU TEKCTOBBIMH pellakTopamu; 4. pa3BUTh HABBIKM BHUMATEIbHOCTH, aKKyPaTHOCTH MpPHU
COCTaBJICHUH JIOKYMEHTALIUH.

2. MecTo aucuunannsl B crpykrype OIIOIT

bnok nucuunnun: b1. ucuumiunast (Moayan).

Yacte Otoka gucrmiing: O0g3aTeIbHas 4acTh.

Monyne quctuminH: Moayns HampaBieHUs moAroToBku (special hard skills — SHS).
Nunexc qucuumiuasl: 51.0.03.15.

PeanusyeTcs ¢ mpUMEHEHHEM D3JIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHUH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTaTOB Oﬁy‘lel-[]/lﬂ mo JTMCUMIIJIMHE, COOTHECCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHus: TUCHUTUTMHBI HANpaBieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHOI 00pa3oBaTeabHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMneTreHInn 1 HHAUKATOPBI UX JOCTHIKEHUS
WNHauKaTOpsl OCTHKEHUS [Tnanupyemble pe3yabTaThl O0ydeHUS 110
KOMIICTEHIIMH JUCLUIUIMHE

Komnerenius

yHHBepcaJIbeIe KOMIIETCHIIUN

Oob6menpodeccnoHaibHble KOMIIETEHIIUN
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OIIK-7. Cnocoben
OCYIIECTBIISTh
BHYTPHOPTaHU3AIMOHHBIE
U MEXBEJIOMCTBEHHBIE
KOMMYHHUKAIIUH,
obecrieunBaTh
B3aMOJICUCTBHE OPTraHOB
BJIACTH C TpakJaHaMH,
KOMMEPUYECKUMU
OpraHu3alUsIMH,
WHCTUTYTaMH
IpakJaHCKOT0 00I11eCTBa,
CpeICTBaMH MacCOBOM
nH(bOpMaIUN

OIIK-7.1. 3HaeT OCHOBHbIE
BUJIBI U DTaIbI
BHYTPHOPTaHU3aIHOHHBIX U
MEKBEZIOMCTBEHHBIX
KOMMYHHKaIUi; 0a30BbIe
TEXHOJIOTMU B3aUMOICHCTBHS
OPraHOB BJIACTH C TPaXKJTaHaAMH,
KOMMEPUYECKUMHU
OpraHH3alusIMU, UHCTUTYTaMU
Ipa)IaHCKOTO 00IIecTBa,
CpeACTBaMH MacCOBOM
nH(bOpMaITUU

JOKyMEHTOBEUECKYIO TEPMUHOJIOTHUIO;
HOPMAaTUBHbBIE IOKYMEHTBI, PErJIaMEHTUPYIOLIHE
cocraBjieHHE U 0(hOpMIICHHE JTOKYMEHTAIINH,
HOPSIIOK pabOThI ¢ HUMHU; OCHOBBI
JeJI0NIPOU3BOJICTBA U SJIEKTPOHHOTO
JIOKyMEHT0000pOTa B OpraHU3alusIX, IPHEMBI
HCTIOJIb30BaHMS JJOKYMEHTO000pOTa;
rOCYJapCTBEHHYIO MOJHUTHUKY B cepe
JOKYMEHTAllUOHHOT0 00ECIIEYEeHUs YIIPaBICHUS
JIEKTPOHHBIMU JOKYMEHTAMU U JIEKTPOHHBIM
JOKyMEHTO000pOTOM; COBPEMEHHBIE
TpeOOBaHMS K OpTaHU3aINH, IPABUIIA U HOPMBI
paloThI ¢ JOKYMEHTAaMU; IPUHLUIIBI U
HPOLEAYPbI TOJrOTOBKHA OPraHU3allMOHHBIX U
pacropsAANTENIBHBIX JOKYMEHTOB C
UCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHUYECKUX
CpeACTB U NHPOPMALMOHHBIX TEXHOJIOTUH;
HpaBwIa JT0KYMEHTAJIbHOTO O(OPMIICHHUS
pelIeHuil B YIIpaBICHUN

OIIK-7.2. Ymeer
yCTaHaBIUBATh U
MOJIICPKUBATH
BHYTPHOPTaHU3AIIHOHHBIE U
MEKBEJIOMCTBEHHBIE
KOMMYHHUKAIIUH,
B3aUMOJIEWCTBHE OPTraHOB
BJIACTH C TPaKJaHAMH,
KOMMEPUYECKUMHU
OpraHM3aLUsIMU, HHCTUTYTaMHU
Ipa)IaHCKOTO 00IIecTBa,
CpeACTBaMH MacCOBOM
nHbOpMaIUH

Ha OCHOBE COOpaHHOHN MH(OpPMALIUU ONPEACTSITH
LIeJIM, BBIOUPATh CPEJCTBA BEICHUS JIETIOBOM
JOKYMEHTAIINK; TPaMOTHO pa3pabaThiBaTh U

0 OpPMIIATE YIIpaBIIEHYECKHE TOKYMEHTHI,
UCIOJIb3yEMbIE B JIEATEIIBHOCTH OPraHU3ALNNT;
COCTaBJIATh U MPABUIBLHO OPOPMIISTH
OpraHU3allOHHBIE U PACHIOPSAUTENIbHbBIE
JIOKYMEHTBI C IPUMEHEHHEM MHPOPMAIIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTU;
HCIOJIB30BaTh BO3MOKHOCTH OOIIETO U
JIEKTPOHHOTO JOKYMEHT0000pOoTa JUIs
TIPUHSATHS U TOKyMEHTAIBHOTO 0(hopMITCHHS
yIPaBIEHYECKUX PEIIEHUI; UCII0JIb30BaTh B
cBOEH Mpo(hecCHOHANBHOMN 1eATEIbHOCTH
MPUKJIaJHbIE IPOIPaMMHBIE CPEJICTBA U
Cpe/CTBa OPTTEXHUKHU; CAMOCTOATEIHHO
OCBaMBaTh 3HAHHS, HEOOXOAMMBIE JJIs1 pabOThI ¢
JIOKYMEHTOOOOPOTOM B KOHKPETHBIX Chpepax
JIesITEeIbHOCTH OpraHu3aliy; ONEpUPOBaATh
3HAHUSIMU, TIOJTYYCHHBIMH T10
JIETIOTIPOU3BOJICTBY B MPO(GECCHOHATBHOM
JEeATENbHOCTH

OIIK-7.3. Briianeet HaBbIKaMu
MIOJArOTOBKU OpPraHU3allMOHHO-
pacnopsIuTEeNbHON U UHON
JOKyMEHTallU1, He00X0AUMON
JUI BEICHUSI KOMMYHHKAIIUH B
XOJI€ pelIeHus
po(hecCUOHANBHBIX 33/1a4;
MHCTPYMEHTaMU U TEXHUKaMH
KOMMYHHUKALIUHA OPTaHOB
BJIACTH C LIEJIEBOM ayTUTOPUEH,
B TOM YHCJIE Ha OCHOBE
MIPUMEHEHUSI UHCTPYMEHTOB
digital-mapkerunra

IOHATH CYLIHOCTh ¥ HA3HAYEHHUE JOKYMEHTOB,
uX BUBI U GYHKIIUI; COBEpPIICHCTBOBATD
HaBBIKK pabOThI C 3JIEKTPOHHBIMU TEKCTOBBIMU
penakTopaMu; HaBbIKaMH O(QOPMIICHUS
JOKYMEHTALlUH B COOTBETCTBHUHU C
JEHCTBYIOLNIMMH CTaHAAPTAMH B TEKCTOBBIX
peAaKToOpax; HaBbIKaMHU BHUMATEIBHOTO,
AKKyPaTHOT'O COCTABJICHUS TOKYMEHTALUU
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IIpodeccuonanbHbIe KOMIIETEHIIUH

4. O0beM IMCUMIIMHBI B 324€THBIX eJUHULIAX C YKa3aHHEM KOJIHYeCcTBA aKa/leMH4YeCKUX YacoB,
Bbl/JIeJIEHHBIX HA KOHTAKTHYIO pa0oTy o0y4aroiuxcsi ¢ npenojaasarejieM
U HA CAMOCTOSITEJIbHYI0 Pa0oTy 00y4Yaromuxcs

OO61mmas TpyA0eMKOCTh AUCHUIUIMHBI COCTABISAET 3 3a4eTHBIX equHuIl, 108 akageMruuecKux 4acos.

Pacnipenenenue Tpy10eMKOCTH JUCHIHUILUIMHBI 110 BUJAaM y4eOHOU NEATEIbHOCTH MPECTABICHO B
tabiuue 4.1.

Ta0auia 4.1 — Tpy10eMKOCTh JUCIMILIMHBI 1O BUIaM YUY€OHOU ACSTEIbHOCTH

Bcero |CemecTpbl

Bunpl yueOHO# nesTenbHOCTH
4acoB |3 cemecTp

KonTakTHas aynuTopHas padora 00y4alomuxcs ¢ npenogaparesieM, BCero 10 10

CamocrosTensHas padoTa 1o pyKOBOACTBOM IPETIOIaBaTeIs 8 8

KontpomabHbie paboThl 2 2

CamocTrosiTeibHast padoTa 00y4aomuxcs, B T.4. KOHTAKTHasi 94 94

BHeayIUTOPHas padoTa o0y4yarommxcsi ¢ nNpemnoaasarejieM, Bcero

CamocTosTenbHOE N3YYCHHE TEM (BOIIPOCOB) TEOPETHUECKON YacTh 78 78

JUCLIATUIMHBI

[ToaroToBka Kk KOHTPOJIBHOM paboTe 16 16

IloaroroBka u ciaya 3ayera 4 4
O0wmast Tpy10eMKOCTH (B Yacax) 108 108

Oo0mas TpynoemMkocTsb (B 3.e.) 3 3

5. CTpykTypa ¥ coaep:KaHue TUCHHUIIMHBI
5.1. Pa3nennl (TeMbl) JUCHUNJIMHBI U BUAbI Y4eOHOI 1eATeJIbHOCTH

CTpyKTypa IMCUUIUIMHBI TIO pa3jaeiaM (TeMaMm) U BHaaM y4eOHOM NesTeNIbHOCTH IMPUBEICHA B
tabmnuie 5.1.
Ta6ymma 5.1 — Pa3yennl (TeMbl) TUCHMILIMHBI M BUABI YICOHOH ACATCIBHOCTH

Cawm. | Becero yacos (0e3
HasBanus paznenos (TeM) JUCHUILINHBI Koutp. | CPII, pad., | mpoMexKyTOUHOM PopaupyeMeLe
pao. q. 4 arTecTan) KOMIIETEHI[UHA
3 cemecTp
1 ITpaBOBBIE U HOPMATUBHBIE OCHOBBI 2 1 10 13 OIIK-7
JIEIIONPOU3BOJICTB
2 CranapTusanus npouecca 1 10 11 OIIK-7
JIOKYMEHTHUPOBAHUS
3 OpraHu3aiMoOHHO-PACTIOPSAUTEIbHAS 1 12 13 OIIK-7
JNOKYMEHTAIUS: TIOATOTOBKA M O(OpMIICHHE
4 JlokyMeHTallMOHHOE o0ecIeueHne 1 12 13 OIIK-7
KaJIpOBOI pabOThI
5 Opranuzanusi paboThl C TOKYMEHTaMU 1 12 13 OIIK-7
6 CoBpeMeHHbIE MH(POPMAIIMOHHBIE 1 10 11 OIIK-7
TEXHOJIOTHH B JIEJIONPOU3BOJCTBE
7 KynbpTypa n1eoBoil MUCbMEHHOMN peyH: 1 14 15 OIIK-7
UCTOPUS U COBpeMEHHOCTh. OCOOEHHOCTH
A3bIKa CITY>KEOHOr0 JJOKYMEHTa
8 Oco0eHHOCTH S3bIKA CITYKEOHOTO 1 14 15 OIIK-7
JIOKyMEHTa
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Uroro 3a cemectp| 2 8 94 104

Hroro| 2 8 94 104

5.2. Conep:xanue pa3aesioB (TeM) IMCHUNINHBI

Coneprkanue pa3iesioB (TeM) IUCHUILIAHBI IPUBEACHO B Ta0IuIE 5.2.
Tabmuma 5.2 — CoaeprkaHue pa3ieiaoB (TeM) TUCITUTIIMHBI

HaszBanus pazaenon CPII,| ®opmupyembie
Coneprkanue pa3iesioB (TeM) TUCIUTLTAHBI
(TeM) TUCUUTITAHBI q KOMIIETEHIINH
3 cemecTp
1 IIpaBoBsbIE 1 OcHOBHBIE TIOHATHUS JEIONPON3BOACTBA. 1 OIIK-7
HOpPMAaTHBHBIC OCHOBBI  |DyHKIMH qokyMeHTa. Kitaccudukarms
JIEJI0NPOU3BO/ICTB JOKyMEHTOB. CucTeMa JOKyMEHTAlluu Ha
rocyapcTBeHHOH ciy»x6e. HopmaTtusHO-
IPaBOBOE U METOJUYECKOE 0OecrieueHe
JIEJIONPOU3BO/ICTBA.
Uroro| 1
2 CranpapTusanus CocTtaB peKBU3UTOB JOKYMEHTOB. TpeboBaHUs K 1 OIIK-7
nmporecca 0(pOpMIICHHIO PEKBU3UTOB JOKYMEHTOB.
JIOKYMEHTHPOBAHHUS TpeGoBanus k 61aHKaM JOKYMEHTOB.
Uroro| 1
3 Opranu3aiuoHHO- OpraHu3zalnMoOHHAs JOKYMEHTAIUs. 1 OIIK-7
pacrnopsiauTeabHas PacniopsimutensHas gokymenTanus. CrpaBo4yHO-
JIOKYMEHTalU: nH(GOpPMalMOHHAS U CIIPABOYHO-aHAIUTUYECKAs
MOJIFOTOBKA U JIOKYMEHTaIHSl.
odopmiieHue Hroro| 1
4 Jlokymentanronnoe  |CTpyKTypa U coliepKaHue KaJpoBoii 1 OIIK-7
obecrieueHne KaApoBol | 1oKyMeHTaluu. Oprann3anuoHHO-KaApOBbIE
paboThI JOKYMEHTbI. OpraHn3aloHHO-
pacnopsAUTEIbHbIE JOKYMEHTHI.
JIoKyMeHTHpOBaHUE TPYAOBBIX OTHOLIECHUM.
JIOKyMEHTaIllMOHHOE COIIPOBOXKIEHNE IPOLIEAYD
KaJPOBBIX TEXHOJOTHM.
Uroro| 1
5 Opranuzanus pabotel |Opranuzanus 10KyMeHToo0opoTa. Opranuzanus 1 OIIK-7
C IOKyMEHTaMH KOHTPOJISL UCTIOTHEHUS! JOKYMEHTOB.
CocraBnenne HomeHKnatypsl gei. [loaroroka
JIOKYMEHTOB K II€pe/laue Ha XpaHEHUE B apXUB
Uroro| 1
6 CoBpeMeHHbIE HopMaTtuBHO-METOAMYECKOE U PABOBOE 1 OIIK-7
nH(GOpPMallMOHHbBIE o0ecrneyeHne CTaHAapTU3alUU U aBTOMaTU3alluU
TEXHOJIOTHH B nenonpou3BoAcTBa. OCHOBHBIE MOHSTHS
JIEJIONPOU3BO/ICTBE AIIEKTPOHHOT'O AENONpon3BoAcTBa. CHCTEMBI
aBTOMAaTHU3aI1H JIeJIOIPOU3BO/ICTBA.
DJIEKTPOHHOE JOKYMEHTUPOBAHUE. DIICKTPOHHBIN
JIOKYMEHTOOOOPOT.
Uroro| 1
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7 Kynbprypa nenoBoit OcHOBHBIE aCEKThI KyJIbTYpPbI A€JIOBON PEUH. 1 OIIK-7

IIICBMEHHOU pEeYH: Hcropust pycckoi 1e0BOM MUCBMEHHOCTH U
UCTOPHUS U pa3BuTHE JOKyMeHTa. IHTepHAalMOHAIBHOE U
COBPEMEHHOCTb. HallMOHAJILHOE B CIIy’KEOHOM JOKYMEHTE.
OcobeHHOCTH sI3BIKA Crangapruzanus s3blka JOKYMEHTA. SI3bIKOBbIE

CIIyK€eOHOT0 TI0OKyMeHTa |TpeOoBaHUs K O(pOPMIICHUIO PEKBU3UTOB
JOKyMEHTa. SI3bIK0BOE 0(OpMIIEHUE JTMUHBIX
JOKYMEHTOB. /[eI0BO€ ICEMO: BHJIBI U SI3BIKOBOE
odopmiieHHE.

Hroro| 1

8 Ocobennocty s13pika | CTaHgapTH3alMs A3bIKa TOKYMEHTA. SI3bIKOBBIE 1 OIIK-7
CIIy>keOHOT0 IOKyMEHTa |TpeOoBaHUs K 0(OPMIIEHUIO PEKBU3UTOB
JOKyMEHTa. SI3bIKoBOE 0(OpMIIEHUE JTMUHBIX
JIOKYMEHTOB. /[e110Boe M1CcbMO: BUBI U SI3bIKOBOE
odopmieHue

Hroro| 1

Hroro 3a cemectp| 8

Hroro| 8

5.3. KontposabHbie padoThI

Bupl KOHTPOJIBHBIX Pa0OT M Yackl HA KOHTPOJIbHBIE pabOThI MPUBEIEHBI B Ta0muLe 5.3.
Tabmuma 5.3 — KontpoabsHbie paboThl

Ne .. Buipl KOHTpONIBHBIX paboT TpynoemkocTs, 4 Popmmpyemere
KOMIIETEHIIUH
3 cemecTp
1 |KoHTponbHas paboTa ¢ aBTOMaTU3UPOBAHHOM 2 OIIK-7
MPOBEPKOI
Hroro 3a cemectp 2
Hroro 2

5.4. JlabopaTopHbIe 3aHATHSA
He npegycmoTpeHo y4eOHbIM IIJIaHOM
5.5.KoHTpOJIb caMOCTOATEIbHOI PadoThI (KYPCOBO NMPOEKT / KypcoBasi padora)
He npenycMoTpeHO yueOHBIM IIaHOM
5.6. CamocTosiTeqIbHAs1 padoTa

Buasr camocTosiTenbHOM paboOThI, TPYIOEMKOCTh U JOPMHUPYEMbIe KOMIIETEHIIMH TTPEJICTABICHBI B
Tadmie 5.6.
Tabmuia 5.6 — Buabl caMocTosATeabHON padoThl, TPYJA0EMKOCTh U (DOPMHUPYEMbIE KOMIIETEHIIUN

Buner
HasBanwus paznenos (Tem) . | TpyroeMKkocTh, | DopMupyembie Dopmbl
CaMOCTOSITEIbHON
JUCITUTUTHHBI q KOMITETEHIIUU | KOHTPOJIS
paboThI
3 cemecTp
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1 TIpaBoBBIE U HOPMATHUBHBIE OCHOBBI
JIeTIONTPOU3BOICTB

CamocTosTenpHOe
HU3Yy4YCHHUEC TCEM
(BompocoB)
TEOPETUYECKON
4acTH
JTHUCLUILINHBI

OIIK-7

3auér,
TectupoBaHue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponbsHas
pabora

HUtoro

2 CranpapTu3zaiys npoiecca
JIOKYMEHTHPOBaHUS

CamocTosTenpHOe
HU3Yy4YCHHEC TCEM
(BotipocoB)
TEOPETUYECKON
4acTH
THUCLUIIINHBI

OIIK-7

3auér,
TectupoBaHue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponbsHas
pabora

HUtoro

10

3 OpranuzaluoHHO-
pacropsauTenbHasi JOKyMEHTalHs:
HOJrOTOBKA U opopmieHHE

CamocTosTenpHOe
HU3Yy4YCHHEC TCEM
(BompocoB)
TEOPETUYECKON
4acTH
THUCLUIINHBI

10

OIIK-7

3auér,
TectupoBanue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponpnas
pabora

HUtoro

12

4 JIokyMEHTalMOHHOE O0ecIieueHIe
KaJpOBOii pabOTHI

CamocTosTenpHOe
HN3YyUCHHUC TCM
(BotpocoB)
TEOPETUYECKON
4acTH
THUCLUIIINHBI

10

OIIK-7

3auér,
TectupoBanue

IToaroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTtponpsHas
pabora

HUtoro

12

5 Opranwuzanus paboThI C
JIOKyMEHTaMHU

CamocTosTenpHOe
U3y4YeHHE TEM
(BompocoB)
TEOPETUYECKON
4acTH
JUCIUTUTMHBI

10

OIIK-7

3auér,
TectupoBanue

[Toaroroska k
KOHTPOJIbHOMN
pabote

OIIK-7

KoHnTtponbsHas
pabora

HUroro

12
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6 CoBpeMeHHbIe HH(POPMAITMOHHBIE
TEXHOJIOTUU B JIETOMPOU3BOICTBE

CamocTosTenpHOe
HU3Yy4YCHHUEC TCEM
(BompocoB)
TEOPETUYECKON
4acTH
JTHUCLUILINHBI

OIIK-7

3auér,
TectupoBaHue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponbsHas
pabora

HUtoro

10

7 KynbTypa 1e510BOi MMCbMEHHOM
peun: UCTOPUS U COBPEMEHHOCTb.

OcoOeHHOCTH fA3bIKA CIIYyKEOHOTO

JIOKYMEHTa

CamocTosTenpHOe
HU3Yy4YCHHEC TCEM
(BotipocoB)
TEOPETUYECKON
4acTH
THUCLUIIINHBI

12

OIIK-7

3auér,
TectupoBaHue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponbsHas
pabora

HUtoro

14

8 OCOOCHHOCTH S3bIKA CITYKEOHOTO
JTOKYMEHTa

CamocTosTenpHOe
HU3Yy4YCHHEC TCEM
(BompocoB)
TEOPETUYECKON
4acTH
THUCLUIINHBI

12

OIIK-7

3auér,
TectupoBanue

ITonroroBka k
KOHTPOJIbHOU
pabote

OIIK-7

KoHnTponpnas
pabora

HUtoro

14

Hroro 3a CEMECTpP

94

IToaroroBka u
clada 3adera

3auer

HUroro

98

5.7. CooTBeTcTBHE KOMIIETEHUMH, (POPMUPYEMBIX NPH U3YUYEHUU TUCUMUIIIMHBI,

U BU/J0B YU4eOHO 1esITeJIbHOCTH

CooTBeTcTBUE KOMIIETEHIIUM, (POPMUPYEMBIX NMPU U3YUYECHHH TUCLHHUIUIUHBI, U BUJIOB yueOHOM
JEATEILHOCTH MPEICTaBIICHO B TadyumIIe 5.7.
Tabnuna 5.7 — CooTBETCTBUE KOMIETEHIIHNH, ((OPMUPYEMBIX IPU U3YUYECHUHN AUCLIUILINHBI, U BUOB

3aHATHN

dopmupyemble KOMIETEHIH

Bupl yaeOHOI nesiTenbHOCTH

Kounr.Pa6.

CPII

Cam. pa6.

DopMBbI KOHTPOJIS

OIIK-7

+

+

+

3auér, KonrponbHas pabora,
TectupoBanue

6. PeliTuHroBasi cucreMa /Uil OLEHKH YCIIeBAeMOCTH 00y4YaI0IIUXCs

PeitTuHroBasi cuctemMa He UCIOIb3YETCS

7. YueOHO-MeTOAnYecKoe 1 MH(OPMAIITHOHHOE o0ecneyeHue TUCIUTIIUHbI

7.1. OcHOBHas JqUTEpaTypa
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1. lysanosa H. H., UBanosa A. KO. OcHOBBI nemonpon3BocTBa. SI3bIK CIIY)KEOHOTO TOKYMEHTA
[DnekTpoHHBIH pecypc]: y4eOHUK W TMPAKTHKYM JJIs aKajJeMudeckoro OakamaBpuarta. — M. :
Ns3natenbcTBO Opair, 2018. — 375 C. Pexuwm gocTymna:
https://urait.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-413325 (moctyn wu3
JIUYHOTO KaOWHETa CTYJEHTA).

2. O6paszoBarenbHblii ctanaapT Byza OC TYCVYP 02-2021. PabGoThl cTyaeHUECKHUE IO
HamnpaBJIEHUAM MOATOTOBKU U CIEIHUAIbHOCTAM T'ymMaHutapHoro npoduig. Ob6mue TpeGoBaHUS U
npaBwia opopmieHus ot 25.11.2021 Pexxum noctyma: https://regulations.tusur.ru/documents/71 (moctym
W3 JIMYHOTO KaOWHEeTa CTY/ICHTA).

7.2. JlonoTHUTEIbHAS JJUTEpaTypa

1. Ky3uenos, M. H. JlokymeHTanmmoHHoe oOecneueHue ymnpasieHus. JJokymeHTOO00pOT U
JIeNTOTIPOU3BOJICTBO [DIIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM Ul MIPUKIAIHOTO OakanaBpuata / 1.
H. Ky3nenos. — 3-e usn., nep. u gon. — M. : U3natensctBo FOpaiit, 2018. — 461 c. Pexum nocryna:
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-
412578 (mocTym U3 TUYHOTO KaOMHETa CTYICHTA).

7.3. YueOHO-MeTOANYEeCKHE MOCOOUs
7.3.1. O6s13aTe/IbHbIE YUeOHO-MEeTOAUYECKHE MOCOOHSI

1. Manaxosckas E. K. OcHOBBI enonpou3BoACTBa [DIEKTPOHHBIA pecypc|: METOANYECKHE
yKa3zaHUs MO0 OpPraHU3aI[Md CaMOCTOATEIbHOW paboThl A CTYJEHTOB 3a04HON (OpMBI 00yueHUA
HampaBieHus noarotoBku 38.03.04 'ocymapcTBEHHOE ¥ MYHHIIMIIAILHOE yIpaBleHHEe, 00yJaronuxcs ¢
MIPUMEHEHUEM THUCTAHITMOHHBIX oOpa3zoBaTenbHbIX TexHOJoTHM / E. K. ManaxoBckas, A. A. Cumopos. —
Tomck : O, TYCVYP, 2018. — 22 c. Pexxum gocrtyna: https://study.tusur.ru/study/library/ (moctyn u3
JTUYHOTO KaOMHETa CTY/ICHTA).

7.3.2. YueOHO-MeTOAUYECKHE TOCOOUS IJISA JIUIY
€ OrpaHUYeHHBIMU BO3MOKHOCTSMH 3/I0POBbSI M HHBAJIH/I0B

Y4eOHO-MeTOoAMUECKIE MaTepUabl Il CAMOCTOSATEIbHON U ayJUTOPHOI paboThl 00yUaIOLUIUXCs
W3 YUCJIA JIUI] C OTPAaHUYCHHBIMH BO3MOXHOCTSIMH 37I0POBbSI M HHBAJIUIOB MPEIOCTABIAIOTCS B opMax,
a/IalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3I0POBBS U BOCTIPUTHS HHPOPMALIUH.

J1st Iuu ¢ HapylIeHUsIMU 3PeHu:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B I1€YaTHOW (hOpMe YBEIUICHHBIM MIPUPTOM.

J1s Iuu ¢ HapyLIeHUsIMU cIyXxa:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B miedaTHou popme.

J1s Iun ¢ HapyLIeHUsIMU OTIOPHO-IBUIaTeIbHOI0 anmnapara:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B miedatHou popme.

7.4. NHoe y4eOHO-MeTOAMYECKOE 0OecIiedeHue

1. ManaxoBckas E.K. OcHOBBI nenonpou3BoACcTBa [ DIEKTPOHHBIN pecypc]: 3JIeKTPOHHBINA Kypc /
E.K. ManaxoBckas, A.A. Cunopos. - Tomck: TYCYP, ®J10, 2018. (noctyn u3 IUYHOTO KabuHETa
CTYICHTA).

7.5. CoBpeMeHHbIe PO eccuoHATIbHBbIE 0a3bI JAHHBIX
1 MH(OPMAIMOHHBbIE CIIPABOYHbIEC CHCTEMBbI

1. Tlpu u3yyeHUHn NUCUUIIIMHBI PEKOMEHAYETCS 00paiaTbCsd K COBPEMEHHBIM 0a3aM JaHHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIM M MOUCKOBBIM cHcTeMaM, K KOTopeiM Y TYCVYPa oTkpbIT gocTym:
https://lib.tusur.ru/ru/resursy/bazy-dannyh.

8. MaTepuajibHO-TEXHHYECKOE U POrpaMMHoOe ofdecrnedyeHre JUCHMIITIHHbI

8.1. O0mue TpedOBaHUS K MATEPHAJBLHO-TEXHHYECKOMY M MPOrPAMMHOMY 00ece4eHHI0
AUCHUTLTUHBI
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https://urait.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-413325
https://regulations.tusur.ru/documents/71
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-412578
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-412578
https://study.tusur.ru/study/library/
https://lib.tusur.ru/ru/resursy/bazy-dannyh

Y4yeOHble ayaIUTOPUU AJS NPOBEIACHHUS 3aHITHUH Ta0OpaTOPHOro THIA, TPYNIOBBIX U
UHIUBUAYAJIbHBIX KOHCYJIbTAaUUN, TEKYLIETO KOHTPOJS M MNPOMEXKYTOYHON aTTecTaluu, I
CaMOCTOSITENIbHOM pabOThl CTYJIEHTOB

634034, Tomckas obnacts, T. Tomck, Bepmununa ynuma, 1. 74, 207 ayn.

Onucanue uMeroerocs 000pya0BaHuUs:

- Be6-kamepa - 6 mt.;

- Haymauku ¢ MEKpO(OHOM - 6 IIT.;

- KommiekT cnenuann3upoBaHHON yueOHOM Mebenu;

- PaGouee mecTo mpenogaBaTels.

[IporpamMmHoe obecrieueHue:

- 7-Zip;

- Google Chrome;

- Kaspersky Endpoint Security mist Windows;

- LibreOffice;

- Microsoft Windows;

8.2. MaTepua/ibHO-TeXHNYECKOE U MPOrpaMMHOe o0ecredyeHue 1Jisl CAaMOCTOSATEIbHOM padoThI

Jlist caMoCTOSTeNbHOU pabOThl UCTIONB3YIOTCS YUeOHbIE ayaUTOPHUH (KOMIIBIOTEPHBIE KIIACCHI),
PacoNOKEHHBIC TI0 apecaM:

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

- 634045, Tomckas ob6nacts, r. Tomck, yi. KpacHoapmetickas, 1. 146, 209 ayn.;

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

- 634034, Tomckas o6nacth, T. Tomck, Bepmmauna ynuna, a. 74, 207 ayn.

Omnwucanue UMeEIONIEerocss 000pPy0BaHUS:

- yuebHas mebenb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJIKITIOUCHBI K ceTu «MHTepHEeT» U 00eCnednBalOT JOCTYI B IJIEKTPOHHYIO
nHpopMaMoHHO-00pa3oBarebHylo cpeay TYCYPa.

[Tepeuens mporpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mnst Windows;

- 7-Zip;

- Google Chrome.

8.3. MaTepl/laﬂbHO-TeXl{H‘leCKoe odecneyeHue AUCHUINJIMHBI 1JIs1 JIMI ¢ OrPAHUICHHBIMU
BO3MOKHOCTSAIMH 310POBbA U UHBAJINI0B

OcBoeHME AUCHUILIMHBI JIMIIAMU C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI U MHBAJIUJAMHU
OCYIIECTBIISIETCS C UCTIOIb30BAHUEM CPEICTB 00YUEHUS OOIIEro U CreluaIbHOro Ha3HAYEHUS.

[Ipu 3aHATHAX ¢ OOy4YarOUIMMHCA C HAPYWIEHHSMH CJyXa MPEIyCMOTPEHO HMCIOJb30BaHHE
3BYKOYCHJIMBAIOIIEH ammapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTHUX TEXHUUYECKHUX CPEJICTB
npuema/nepenadn yuyeOHol nHpopMalmy B JOCTYIHBIX (opMax, MOOMIIBHON CHUCTEMBI MTPEINOJaBaHUs
JUTsL 00YYaIOIIUXCSl ¢ UHBAJMHOCTHIO, TOPTATUBHON MHAYKIIMOHHON CHCTEMBbl. YueOHas ayauTOpus, B
KOTOPOHW 3aHUMAIOTCSl 00ydJaromuecs: ¢ HapyIIeHUEeM CiyXa, 000pyJa0BaHa KOMIBIOTEPHOM TEXHUKOM,
ayAMOTEXHUKOM, BUACOTEXHUKOM, SJIEKTPOHHOU IOCKOM, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHUSIX ¢ 00yUaIONIMMUCS C HAPYLIEHUSIMHU 3PeHUs MPETYCMOTPEHO UCIOJIb30BAaHUE B
JEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpaA YAAJI€HHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claiijia Ha dKpaHe) MpH MOMOILM BUACOYBEIUUHUTENEH 9 KOMPOPTHOTO
MIPOCMOTpa.

[Ipu 3aHgATHSAX ¢ OOYyYaIOIIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOIr0 ammapara
HCIIOJIBb3YIOTCS alIbTEpHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U ApYyrue TEXHUYECKUEe CpeacTBa
npuema/mnepeaadyn yueOHoM nHGOpMaIMH B JOCTYHMHBIX GopMax, MOOMIIBHON CUCTEMBI OOYUYCHUSI IS
JIIOIEN ¢ MHBAIMIHOCTEIO.

9. OueHOYHbIe MaTePUAJIbl M METOAUYECKHE PEKOMEHIAMY 110 OPraHU3aALMH U3YUeHUs!
JTUCIUTINHBI
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9.1. Conep:xaHue OLIEHOYHBIX MATEPHUAJIOB JI TEKYLIEr0 KOHTPOJISI
U MPOMEKYTOYHOI aTTecTaluu

[[J'IH OLOCHKHU CTCIICHHU C(bOpMHpOBaHHOCTH " YPOBHA OCBOCHUA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ

KOMITETEHITNH UCIIONB3YIOTCS OIICHOYHBIE MaTepualbl, MpeCcTaBlIeHHbIe B Tabnue 9.1.
Tabmuia 9.1 — ®opMbI KOHTPOJISL U OLIEHOYHBIE MaTEPHAIIBI

Hasanus pasnenos (rem) PopmHpyemBIe ®opmebl koHTpOJst | OnieHounbie MaTepuansl (OM)
JUCLUILIAHEI KOMIIETCHIINH
1 IIpaBOBBIE 1 HOPMATUBHBIE OIIK-7 3auér IIepeyens BonpocoB 11t
OCHOBBI JIEJIOIIPOU3BOJICTB 3aueTa
KoHntposbHas [IpuMepHBIil nepeyeHb TeM U
pabota TECTOBBIX 33/IaHUI Ha
KOHTPOJIbHBIE paOOTHI
TectupoBanue [IpumMepHBIii TIEpeUeHb
TECTOBLIX 3aJaHUN
2 CrannapTusanus rnpouecca OIIK-7 3auér IIepeuyens BOonpocoB 11t
JIOKYMEHTHPOBAHHUS 3aueTa
KoHnTtponbHas [IpuMepHBIil nepeyeHsb TeM 1
pabora TECTOBBIX 3a/IaHUI Ha
KOHTPOJIbHBIE paOOTHI
TectupoBanue [IpuMepHbIi TEpeUeHb
TECTOBBIX 3alaHNUN
3 Opranu3anuoHHO- OIIK-7 3auér [Iepeuens BOonpocoB yisl
pacnopsiauTeabHast 3aueTa
JMOKYMCHTAIUsSI: TIOATOTOBKA 1 KoHTtponbHas [IpuMepHBIil nepeyeHb TeM U
oopmIIeHHE pabora TECTOBBIX 33/IaHUI Ha
KOHTPOJIbHBIE paOOTHI
TectupoBanue [IpumepHBIii nepedeHb
TECTOBBIX 3a/laHNI
4 JloKkyMEHTallMOHHOE OIIK-7 3auér [Iepeuyens BonpocoB it
obecrieueHne KaapoBOi pabOTHI 3aueTa
KonTponbHas [IpumMepHbIil IEpedYeHb TEM U
pabora TECTOBBIX 3aJaHUI Ha
KOHTPOJIbHBIE PAOOTHI
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3a/laHNUN
5 Opranuzanus padboTsl ¢ OIIK-7 3auér [lepeuenp BonpocoB Jyist
JIOKyMEHTaMu 3aueTa
KonTponbsnas [IpumMepHBIil IEpedYeHb TEM U
pabora TECTOBBIX 3aJaHUI Ha
KOHTPOJIbHBIE PaOOTHI
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3a/laHUN
6 CoBpeMeHHbIE OIIK-7 3auér [lepeuenp BOonpocoB Jyist
MH(POPMAIMOHHBIE TEXHOJIOTHH 3auera
B JICJIONIPOU3BO/ICTBE KontponbHas [IpumepHbIii IepeyeHb TEM U
pabota TECTOBBIX 3a/laHUI Ha
KOHTPOJIbHbIE pabOThI
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3aJaHUN
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7 Kynbtypa nenoBoit OIIK-7 3auét [Tepeuens BompocoB 1ist

MMCbMEHHOU Peuu: UCTOPHS U 3aueTa
COBPEMEHHOCTH. OcobeHHOCTH KoHntponbHas [IpumMepHBIil IEpedYeHb TEM U
A3bIKA CITY’KEOHOI0 JIOKyMeHTa pabora TECTOBBIX 3aJaHUI Ha
KOHTPOJIbHBIE PaOOTHI
TectupoBanue IIpuMepHBIi IepeyeHb
TECTOBBIX 3a/laHUN
8 Oco0eHHOCTH S3bIKa OIIK-7 3auér [lepeuens BonpocoB Jyist
CITyeOHOTO TOKyMEHTa 3aueTa
KonTtponbnas [IpumMepHbIil IEpedyeHb TEM U
pabota TECTOBBIX 3a/IaHUI Ha

KOHTPOJIbHBIE paOOTHI

TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3aJaHUI

[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. 1. B lenapramente 3AI'C TomMckoii 001acTi MPOBOIUTCSA KOHKYPC Ha 3aMellleHHe BaKaHTHOU
JOJIKHOCTHU TOCYAapCTBEHHOM IrpaskJaHCKOH cityk0bl B HEM. CekpeTapb KOHKYPCHOW KOMUCCUU
C03/1a€T JOKYMEHT, B KOTOPOM (PUKCUPYETCS XOJ 00CYkKAEHHUS COMYTCTBYIOUIUX BOIPOCOB U
NPUHATHIX pemieHnii. Kak Ha3bIBaeTCs JaHHBIN TOKyMEHT?

1) mpoTokon 2) mpuKa3 Mo JUYHOMY COCTaBy 3) AOKJIaJHas 3amnucka 4) cpaBka

2. JIOKYMEHTBl KakKoro BHJa HEOOXOJUMO COCTaBUTh AJd (PUKCUPOBAHUS pELICHUS
aJIMUHUCTPATUBHBIX U OPraHU3AaIMOHHBIX BOIPOCOB JESATEIbHOCTU JAENapTaMEHTOB,
MYHHUIMIAJIbHBIX NMPEANPUATUN U APYTUX OpraHu3auuii?

1) pacniopsiiuTeNbHBIE TOKYMEHTBI

2) nH(hOpPMaLIMOHHO-CIPABOYHbIE TOKYMEHTBI
3) AOKYMEHTBI JIMYHOTO MPOUCXOKICHUS

4) TeKCTOBbIE TOKYMEHTHI

3. JIoKyMEeHTHI KaKoro BUJa B paMKax oOecrieueHus: U KOOPAMHALIUU AesITeIbHOCTH MUHUCTepCTBa
TpyJla U conuanbHoro pa3Butus HoBocubupckoil o61acTu mO3BOJIAIOT €r0 OpraHy yrnpaBleHus
obecrnieynBaTh peagnu3aliio NOCTaBIECHHBIX MEepe]l MUHUCTEPCTBOM 3aJ]a4, a B IOPUINYECKOM
IUTAaHE OTHOCSTCS K IPABOBBIM aKTam?

1) Bxoasiye TOKyMEHThI

2) pacriopsiiuTeNbHbIE TOKYMEHTBI

3) uHpOpMAITMOHHO-CTIPABOYHBIEC TOKYMEHTHI
4) TpadapeTHble JOKYMEHTBI

4. Kakoii JOKYMEHT HEO0OXOIMMO COCTaBHTh M MOANHCATh PykKoBoauTENIO AemapTaMeHTa
obpaszoBanust H-ckoit obmactu, KOTOphI Obl MOATBEpKAAN MpUEM rpakaanuHa Poccuiickoit
®enepany Ha BaKaHTHYIO JI0JDKHOCTD B JAHHOM JierlapTaMeHTe?

1) nocranoBieHue
2) peuieHue

3) npuka3s

4) u3BelieHue

5. Bel pa3pabarbiBaeTe METOAUYECKHUE PEKOMEHJAIMM IO COCTABJICHUIO OPraHU3aIMOHHO-
pacropsauTenbHON TokyMeHTauuu B Jlemapramente 3apaBooxpaneHus H-ckoit obiactu Ha
OCHOBaHMHM HOPMAaTHBHO-IIPaBOBOM 0a3bl AenonpousBojcTsa B Poccun. Kakoit mpumep MoxkHO
HCIIOJIH30BaTh B KAUE€CTBE MPABMWIHBHOTO 00pa3iia oopMIICHUS PEKBU3NUTA JjaTa JOKYMEHTA?
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1) 15 mions 2021 r. 2) 3/V1/2022 3) 1/06/2023 r. 4) Ilepoe mapta 2019 roxa

6. BblI cocTaBnisieTe opraHU3allMOHHO-PACIIOPATUTENBHYIO JOKYMEHTAIUIO B paMKax JeAaTeIbHOCTH
Aamunuctpanuu ropoga H. Kakoil npuMep MOXKHO HUCIIOJb30BATh B Ka4€CTBE MPAaBUIBHOMN
(GbopMyIIMPOBKY 3arojoBKa K TEKCTY Mpukaza?

1) co3aaTh aTTeCTallMOHHYIO KOMUCCHUIO

2) 0 co37aHUU aTTECTAITMOHHOW KOMHCCHH

3) opranuzarus paboThl ATTECTAIIMOHHON KOMUCCHUU
4) coriacoBaTh CO3/IaHHME aTTECTAIIMOHHON KOMUCCHUU

7. Kako# mpumep MOXXKHO CYHUTAaTh KOPPEKTHBIM B KaueCTBE MPaBHJIHBHOTO 00pa3iia ohopMiIeHUS
pekBu3uta npukaza «llognuce» ¢ TOYKH 3peHUS MOJOKEHUH HOPMATUBHO-METOJUYECKUX
JIOKYMEHTOB 10 JEJIONPOr3BOACTBY B Poccun?

1) Usanosa Enena (IToamuce) 16.06.2019

2) Hupexrop [enapramenta Manaxosckas E.K. (IToamuce)
3) (IToamuce)

4) Hupexrop (IToanmuce) E.K.MiBanoBa

8. IleyaTp sABIsIETCS OJAHUM U3 PEKBU3UTOB JOKYMEHTOB, Ba)XXHBIX IpPU OCYIIECTBICHUHU
MEXBEJOMCTBEHHOM W MHOW KOMMYyHHKauuu. Ileyats 3aBepsieT MOIJIMHHOCTH MOANUCHU
JIoJKHOCTHOTO juna. Kakoe mpaBuiio K 0QpOpMIIEHHIO JAHHOTO PEKBU3UTA COOTBETCTBYET
MOJIOKEHUSM HOPMATHBHO-METOJUUYECKUX JTOKYMEHTOB IO JAEJIONPOM3BOJCTBY B Hallei
cTpane?

1) TpebGoBaHMil K JAHHOMY PEKBU3UTY HE CYIIECTBYET

2) meyaTh pacrmoJiaraeTcs B JI0OOM MecTe JOKyMEHTa, He3aBUCHUMO OT MOJMUCH JIHLA,
MOAMKCABIIETO JOKYMEHT, WK B MecTe, 0003HaueHHOM «MII» («MecTto meuatn)

3) meyaTh NPOCTaBISIETCA MOBEPX COOCTBEHHOPYUHOW MOAMHUCH JIMLA, MOAMNHCABIIETO
JIOKYMEHT, WJIH B MecTe, 0003HaueHHOM «MII» («MecTto meyaTny)

4) meyaTh MPOCTABISAETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHON MOJIKCH JIMIIA, MTOAMKCABIIETO
JIOKYMEHT, WK B MecTe, 00o3HadueHHOM «MID» («Mecto meyaTny)

9. [ns ocyuiecTBICHHUs] KOMMYHUKAI[MU OpraHaM BJIAaCTH MOXET HampaBisaTh nucbma. OnuH U3
PEKBU3UTOB, KOTOPBIN yKa3bIBae€TCs B TaKUX JIOKYMEHTax — «AJpecar», B COCTaB KOTOPOTo
MO>KET BXOJUTh MOYTOBBIN ajipec. B kakoM mpumMepe peKBU3UTHI aJipeca yKa3aHbl B IPABUIIbHOM
MOCJIEIOBATEIILHOCTH, yCTaHOBJIEHHOU [IpaBuiaaMu oka3zaHus YCIyr MOYTOBOW CBS3H,
YTBEPKICHHBIMU MPUKa30M MHUHUCTEPCTBA CBSI3M U MAaCCOBBIX KOMMYHHUKAIM Poccuiickoit
®enepanuu ot 31 urons 2014 r. Ne2347?

1) 636000, Poccus, 3ATO Cesepck, yn. Kanuauna 61-8, E.K. ManaxoBckoit
2) Manaxosckoit E.K., yn. Kanuauna, 1.61, k8.8, 636000, Poccus, Tomckas obnacts, 3ATO
Cesepck
3) 634050, Agmunuctparnus Tomckoit o6nactu, 1om 6, 1. Jlennna, Tomck
4) Anmunauctpanus Tomckoit obmactu, . Jlennna, 6, Tomck, Tomckas 06:1., 634050

10. OnHUM U3 3JIEMEHTOB JOKYMEHTOB, CO3[1aBa€MbIX B I'OCYJapCTBEHHBIX OPraHU3AIUIX U
YUPEXKICHUSAX, SIBISIETCS HOMEP CTPAHUIIBI. Y KakKuTe TpeOOBaHUE K HOMEPY CTPaHHIIbI, KOTOPOE
cootrBeTcTBYET mosnoxkeHusm ['OCT P 7.0.97-2016. HauuonansHblil cTanaapT Poccuiickoi
®enepaunu. CucreMa cTaHAApTOB MO HHGOPMAIU, OUOINOTEYHOMY U U3/1aTEIbCKOMY JIETy.
OpraHu3alnMoHHO-pacnopsAAuTeabHass JOoKyMeHTauus. TpeOoBaHui K O(OpPMIEHUIO
JIOKYMEHTOB"
1) TpeGoBaHMsI K HyMepaluy CTPaHULl JaHHBIM JOKYMEHTOM HE YCTaHABIMBAIOTCS
2) mpocCTaBIIIeTCSl TOCEpPEeANHE HUKHETO MO TOKYMEHTa Ha pacCTOSIHUU He MeHee | ¢M oT
HUKHETO Kpas JTUCTa
3) mpocTaBiseTCs MOCEPEIMHE BEPXHETO IMOJIs JOKYMEHTa Ha paccTosiHUU He MeHee 10 MM oT
BEPXHEro Kpasi JINCTa
4) mpocTaBIIsIeTCs B BEPXHEM MPABOM YIJIy JOKYMEHTa Ha paccTOsSHUU He MeHee 10 MM ot
BEPXHEro Kpasi JIuCTa

11. B tekcToBOM penakTope Brl odopmiseTe puCyHOK M MOAMKUCH K HeMY B cooTBeTcTBHHU ¢ OC
TYCVYP 02-2013 «PaboThl cTyieHUECKHE 110 HAMPABICHUSIM MOATOTOBKU U CIEIHATBLHOCTIM
rymaHuTtapaoro npoduis. O6mue TpedoBaHus U npaBuiia opopmiieHus». Kakoe BhpaBHUBaHNE
HEO00XOIMMO YCTAaHOBUTH JAHHBIM dJIeMEHTam?
1. ITo neBomy Kpato
2. ITo uentpy
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12.

13.

14.

15.

16.

17.

18.

19.

20.

3. Ilo npaBomy Kpato

4. 1o mmpune

Bu1 odopmisiere JOKYMEHT B TEKCTOBOM peaakTope. B kakoM ¢opmare He0OX0aMMO yKa3aTh
¥M$ (3ar0JI0BOK) TPEThEH TaOIUIIHI B TJIaBe 1, KOTOpast HAXOAUTCS B MyHKTE 1.2 B COOTBETCTBUH
¢ OC TYCVYP 02-2013 «PabGoTwel cTyaeHYecKHe TO HAMpaBJICHHUSAM IMOATOTOBKHU H
CIIEIUATILHOCTSIM TyMaHuTapHOTO npodmis. O6mue TpeboBaHus U MpaBmiia 0hOpMIICHUS?
1. Tabmuma 1.2.3 — /luHaMuKa 9MCICHHOCTH HACEIICHUS

2. Tabmuma 1.3. JIlnuHaMuKa 9UCIICHHOCTH HACEJICHHUS.

3. Tabmuma 1.3 — JInHaMHKa YUCIICHHOCTH HACCICHUS

4. Tabnuna 3 — /[nHaMUKa YMCICHHOCTH HACEIICHUS

Br1 opopmiisieTe OTUETHBIM JOKYMEHT B TEKCTOBOM penaktope B cooTBeTcTBUM ¢ OC TYCYP
02-2013 «PaboTel cTyaeHYECKHE IO HAINPaBICHHUAM MOJATOTOBKH W CIEIUAIBHOCTIM
ryMmanutapaoro npoduis. O0mue TpedboBanus u npasuia ohopmieHus». Kakoe 3HaueHue
HEO0OXO0IMMO YCTAHOBUTH JJIsi MEXKIYCTPOUHBIX HHTEPBAJIOB OCHOBHOT'O TEKCTa JOKyMEHTa?

1. JlaHHO€ 3HaUYE€HHUE HE PETJIAMEHTUPYETCA CTAaHAAPTOM

2.1,0 mm 1,5

3. 1,5

4.1,0

B xaxom mosie 3JIeKTpOHHOM MOYTHI YKa3bIBAECTCS aJlpec COTPYAHUKA OpraHU3allK, KOTOPOMY
M0JIE3HO 03HAKOMUTHCS C COJEp’KaHMEM IUChbMa, HO OTBETa OT Hero He Tpedyercs? [Ipu sTom
OCHOBHOMY ITOJTy4aTeNIo0 JOCTYIIEH CIIMCOK 3TUX aJpecaToB.

1. Komy

2. Konus

3. CkpblTas Konus

4. Tema nucema

NBanoB N.N. sBasgercs npecc-cexkperapem Anmuuuctpanuu ropoaa H. Kakoil mokymeHT,
MOATBEPKIAIOIINNA TaHHBIN (aKT, MOXKET MOJTOTOBUTh €My KaJpoBas Ci1y>k0a?

1. 'apanTHitHOE TMCHMO

2. JlokmagHas 3ammcka

3. CipaBka

4. 3axnroueHue

JIoOKyMeHTBl KaKoro BHJa HEOOXOAUMO COCTAaBUTh il (UKCUPOBAHUS peEIICHUS
aJIMUHUCTPATUBHBIX U OPraHU3AIMOHHBIX BONPOCOB JESITEIbHOCTU JAENapTaMEHTOB,
MYHUIMTAIBHBIX NPEANPUATANA U JPYTUX OpraHU3aiuii?

1. pacniopsiiuTeNbHBIE TOKYMEHTBI

2. nH(hOPMaLIMOHHO-CIPABOYHbIE TOKYMEHTBI

3. JOKYMEHTBI JJUYHOTO MPOUCXOKICHUS

4. TEKCTOBbIE TOKYMEHTHI

JlokanbHBIMU HOPMATUBHBIMHU aKTaMH, PETYJIHUPYIOMUMH IPUMEHEHHE KaJpOBbIX TEXHOJIOTHUH,
SBIISIOTCS:

1) mrTaTHOE pacnucanue

2) NOMKHOCTHBIE UHCTPYKLUU

3) mosioxeHue 00 UCTIBITATEIHBHOM CPOKE

4) mosokeHue o KaJpoBOM pe3epBe

Bunpl 6:1aHKOB OpraHu3aluu:

1) 61ank mUcbMa

2) G1aHK pacnopsHKEHUS

3) G;1aHK YBOJIbHEHHSI

4) o0muit 6;aHK

K noxymeHTaMm, He mojsiexaluM perucTpaluu, OTHOCITCS:

1) meuaTHbIC U3TAHUS

2) 6aHKOBCKHE TapaHTHH

3) nuchMa, MpUCIIaHHbIE ISl CBEICHUS

4) 3asBIICHUSI TPAXKIaH

ApTtedakTsl EKTPOHHOTO 00pa3a JOKyMEHTa — 3TO:

1) nonmnucu, neyaTH, WTaMIIbI

2) pe30IOLIUN, BU3BI
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3) TEKCT ¢ U3JIOKEHHBIMU (haKTaMHu
4) anpec moyryJaTens

9.1.2. IlepeyeHb BONPOCOB ISl 3a4€Ta

[IpuBeneHsl mpUMepHl TUIIOBBIX 33JaHUM W3 O0aHKA KOHTPOJBHBIX TECTOB, COCTABICHHBIX IO
MPOMICHHBIM pa3jienaM AUCHUIUIMHBI “OCHOBBI 1€IONPOU3BOACTBA”

1.

10.

O6bem 10KyMeHTO000pOoTa — 3TO:

1) KOTMYECTBO JOKYMEHTOB, MOCTYNUBIINX B OPraHU3AIMIO U CO3JAaHHBIX B HEH B TCUCHUE
OTIpeIeIEHHOT0 BPEeMEHHU

2) KOIMYECTBO UCXOMAAIINX JTOKYMEHTOB, HAIPaBJIEHHBIX KOHTPAareHTaM OpraHu3anun

3) Ka4ecTBO TEXHOJOTHUECKOW OCHAIIIEHHOCTH MPOLIECCOB PAOOTHI C IOKYMEHTaMH

Br100op opranu3aiiioHHON (GOpPMBI 1eTONPOU3BOACTBA 3aBUCUT OT:

1) Bua BHyTpEHHHUX JJOKYMEHTOB

2) obbeMa TOKyMEHT0000poTa

3) xauecTBa NOATOTOBKH JIOKyMEHTOB

. Pe3osmronus:

1) siBnsieTCSL OCHOBHBIM PEKBU3UTOM PErMCTpPALMK JOKYMEHTA

2) SBIISETCS IONOJHUTENIBHBIM PEKBU3UTOM PETUCTPALIMU JOKYMEHTA

3) He sBiIsSIETCA PEKBU3UTOM PErHMCTpaLuu

Bxondume, ucxoaamye 1 BHyTPEHHUE TIOKYMEHTBI:

1) 3anchIBatOTCS B OOIIMIA Ky pHAT

2) perucTpupyroTCs OTAEIBHO

3) BHOCSTCSI B HOMEHKJIATYpPY A€

Bribepure BepHOE yTBEpIKICHHUE.

1) moxpnexaniye perucTpanuy JOKYMEHTHI JOJKHBI OBITh MEPEUUCICHbl B HHCTPYKIUU T10
JIEJIONPOU3BOJICTBY OpraHU3aluu

2) peructpupyercsi aOCOIIOTHO BCSI BXOAIIAs KOPPECTIOHICHITHSA

3) KypHanpHas ¢opma pPEerucTpaluu HMCIOJIb3yeTCsl B OpPTaHU3aIUAX, JOKYMEHTOOOOpOT
KOTOpBIX cocTaBisgeT 6osee 1000 TOKyMEHTOB B roJt

Bribepure BepHOE yTBEpKICHHUE.

1) Bce 6e3 UCKITIOUEHHUS BXOASIINE JOKYMEHTHI MIEpeAaroTCsl Ha PACCMOTPEHUE PYKOBOAUTEIIO
OpraHu3aluu

2) agpecoBaHHbIE HETTOCPEICTBEHHO CTPYKTYPHBIM MTOAPA3IEICHHUSIM WIN JOKHOCTHBIM JIUL[aM
JOKYMEHTBI MepeIatoTcs [0 Ha3HAYEHUIO 0€3 pacCMOTPEHHS PYKOBOIUTEIEM

3) mocie pacCMOTpPEHUS NOKYMEHTa PYKOBOJIMTENb MEPENAET €r0 HENOCPEACTBEHHO
VCIIOJTHUTEIIIO

. Crangaptuszauus — 3T0:

1) ynpaBiasieMoCTh JOKYMEHTAIMOHHBIX IOTOKOB

2) co3aHKe U TUPAKUPOBAHHUE JOKYMEHTOB B CUCTEME YIPABIICHUS OpraHu3anueit

3) neATeNnbHOCTh MO YCTAHOBJICHUIO MPABWI U XapAKTEPUCTHK B LIENIAX UX JOOPOBOJILHOTO
MHOT'OKPaTHOTO UCIIOJIb30BAHUS

Cucrema snekTpoHHOro aenonpoussoactsa (CI/):

1) He oOecrieunBaeT LEHTPAIM30BAaHHOE XPaHEHHE JOKYMEHTOB B JIIOOBIX (hopMaTax

2) obecrnieynBaeT ymnpaBieHUE JTOKYMEHTaMU TOJBKO C IMOMOUIBIO KECTKOI'O OIpPEaesICHHS
MapuIpyTOB JIBUKECHUS

3) mpenycmMaTpuBaeT 4ETKOE pasTpaHMYEHHE JOCTyla IO0JIb30BaTelell K pa3JuuHBIM
JOKYMEHTaM

PaGora ¢ BHYTpEeHHUMH JIOKYMEHTAaMH OpTaHHM3allMd B CUCTEME JJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa MpeTyCMaTPUBAET:

1) TonbKO Nepeavy JOKYMEHTOB COTPYTHHKAM Ha MCIIOJHEHHE/03HAKOMIICHHE

2) nepenavdy JOKYMEHTOB COTPYAHHMKAM Ha MCIIOJIHEHUE/03HAKOMIICHHE U KOHTPOJIb JBHKEHUS
U MCIIOJTHEHHS JOKYMEHTOB

3) moasiep KKy MOJIHOTO IUKJIA PabOTHI C MPOEKTAMHU JIOKYMEHTOB

OTnu4UTENbHON YepTOi MUCbMEHHOTO O(UITHATIEHO-AETIOBOTO CTUIIS SBJISIETCS:

1) cBoGOa BBIpaXKeHUH

2) nmadocHOCTh
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3) persiaMeHTUPOBAHHOCTh
9.1.3. IlpuMepHbBIii NepedyeHb T€M M TECTOBBIX 3aIaHUI HA KOHTPOJIbHbIE PA0OThHI

OCHOBBI A€TONPOU3BOACTBA

1. B npuka3sHOM J€JI0NPOU3BOICTBE:
1) IpUMEHSITUCh HEKOTOPbIE METO/IbI 3AIIUTHI JOKYMEHTA OT (albCUPHUKAIINN
2) peKBU3UTHI BCETJa YETKO BBIIEISUINCH U3 TEKCTA JOKYMEHTA
3) ObLTH IPUHSATHI TOJBKO YCTOHYNBBIE KOMMYHUKATHBHBIE (POPMBI
2. O¢unmansHO-AEI0BOM CTHIIb PEYH TPUMEHSAETCS:
1) TonBKO B chepe BHYTPUTOCYJAPCTBEHHBIX AETOBBIX OTHOLICHUN
2) TONBKO B chepe MEKIoCyJapCTBEHHBIX J€TIOBbIX OTHOLICHUN
3) B chepe BHYTPUTOCYAAPCTBEHHBIX M MEKIOCYIaPCTBEHHBIX JEJIOBBIX OTHOIICHUI
3. buaro3ByuHble SKBUBAJICHTBI, 3aMEHSIOIINE PE3KUE CJIOBA B AEJIOBOM IIUCbME, — ATO:
1) ’xaproHu3Mbl
2) 3BpeMU3MBbI
3) metadopsl
4) runepOobI
4. SI3bIK c1yKEeOHBIX JOKYMEHTOB:
1) He oTIMYAETCS OT SA3bIKA IMyOJUIIMCTUKY M HAYYHOTO S3bIKa
2) COOTBETCTBYET SA3BIKY XYA0XKECTBEHHOM! JIUTEPATYPbI
3) uMeeT TUHTBUCTHYECKUE OCOOCHHOCTH, OTJIMYAIOIIUE €T0 OT APYTUX CTHIICH
5. PedeBoii mrami — 3710:
1) nocTosiHHO U 0e3 U3MEHEHUs BOCTIPOU3BOASIINECS B PA3IINYHBIX YCIOBUSAX CIIOBOCOYETAHHS
2) clioBeCHbIE KOHCTPYKIIMHU, UCIIONB3YIOIINECS TOJIBKO B CIIYKEOHBIX TOKYMEHTaxX
3) paxcumuie BU3BI pyKOBOAUTEIS
6. OyHKUUEH A3BIKOBOM (POPMYJIIBI B TEKCTE SBISIETCS:
1) npeacTaBieHnE YUCIOBBIX JaHHBIX B YTOOHOM BHUJIE
2) BbIpaK€HUE TUIIOBOI'O COACPKAHMSI TOKyMEHTa
3) noguepkUBaHUE YHUKAIbHOCTH TOKyMEHTA
7. «/loBomum no Barero cBesieHUsI. .. » — 3TO CIIOBOCOUYETAHUE:
1) aTHKETHOTrO XapakTepa
2) aTpuOyTUBHO-UMEHHOT'O THIIA
3) ¢ NpOU3BOAHBIMH NPEIJIOTaMHU
8. Tpadaper noKymeHTa — 3TO:
1) Texct ¢ mpoGenamu, KOTOPBIE 3aMONIHAIOT IEpEMEHHOM nH(popMaIen
2) CBA3HBIN TEKCT C TPAJAULIMOHHOMN JIMHEHHON 3alKChiO
3) TekcT-aHKeTa
9. ®paza «CraBum Bac B U3BECTHOCTB, UTO...» ABIAETCS KIOUYEBOU JJIA:
1) xpeaTuBHOTO NKCHMa
2) nucbMa-HaAIOMHUHAHUS
3) cOnpOBOAUTENBHOTO MUChMA
4) nucepMa-3arpoca
10. PenaktupoBaHue JOKYMEHTA!
1) BKIItOUaEeT NPOBEPKY JOCTOBEPHOCTH CBEIEHUI
2) BKJIIOYAET IMPOLIECC COCTABICHUS JOKYMEHTA
3) HampaBIIEHO Ha YJIyUYUIEHUsI CTUJIS TEKCTa
4) oCyLIECTBIISIET JIULIOM, 3aHUMAIOLIUM JIOJKHOCTD «PEJAKTOP JOKYMEHTOB)

9.2. MeTonnueckne peKOMeHIalUN

YueOHBI MaTepuan u3iaraercs B GopMme, MPeroiaraliie caMoCTOsSTEIbHOE MBIIIICHUE
CTYJIEHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosITeNbHas paboTa CTyICHTOB UIPAET PEIIAIOIIYIO POJIb
B XO/JI€ BCETro y4eOHOro mpoliecca.

HauaTp uzydeHue AuCHHUIUITMHBI HEOOXOIMMO CO 3HAKOMCTBA C paboueil mporpaMMoi, CIUCKOM
y4e0HO-METOUYECKOTO U MporpaMMHOro odecrnedeHusi. CamocrosiTenbHas padoTa CTyeHTa BKIIOYaeT
paboTy ¢ yueOHBIMH MaTepuajiaMH, BBIOJTHEHHE KOHTPOJIbHBIX MEPONPUATHH, MPeayCMOTPEHHBIX
y4€OHBIM TUTAHOM.
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B npouecce uzydeHus: TUCUUILIMHBI JUIsl Ty4YIIETO OCBOEHUS MaTepHaia He0OX0IUMO PEryJspHO
oOpamaTbCcsi K pEKOMEHAYEMOW JUTEepaType M MCTOYHUKAM, YKa3aHHBIM B y4eOHBIX MaTepHanax;
MOJIb30BaThCsl yepe3 KaOMHET CTy/AeHTa Ha cailte YHuBepcuteTa o0pa3oBaTeIbHBIMU pecypcaMu
ANEKTPOHHO-OMOIMOTEYHON CUCTEMBI, a TAK)KE 00IIETOCTYTHBIMU UHTEPHET-TIOPTAIaMU, COACPKAIIUMHU
HAayYHO-TIONYJSIPHbIE U CIEIUaJIU3UPOBAHHBIE MaTepHasbl, MOCBSIICHHbIE PAa3JIUYHBIM acHEeKTaM

y4eOHON NMCITUIUIMHBI.

[Ipu camMoCTOATEILHOM U3YYEHHUU TEM CIIEAYHTE PEKOMEHIAIHSIM:

— YTEHHE HWJHM MPOCMOTP MaTepHualia OCYLIECTBISHTE CO CKOPOCTHIO, NOCTATOYHOM Ay
WHAUBHUAYATbHOTO MOHMMAHUS U OCBOEHHS MaTepuaja, BbIJENsis OCHOBHbIE UJEH; HA OCHOBAHUHU
M3YUYEHHOT'0 COCTaBUThH Te3UChl. OCBOMB MaTepual, MOMbITATbCS COOTHECTH TEOPHUIO C MPUMEpPAMHU U3

MIPAKTUKU;

— €CIIM B TEKCTE BCTPEUAIOTCS HE3HAKOMbIE UM MAJIO3HAKOMbBIE TEPMHHBI, CIIEYET BBISICHUTH UX
3HAauYeHHE JIJIsl TOHUMaHUS JajbHEHIIero MaTepuarna;

— OCMBICIIMBalTE MPOYUTAHHOE U N3YUYEHHOE, OTBEUATE Ha MPEJI0KEHHbBIE BOIIPOCHI.

CtyneHThl MOTYT MOJy4aTh HHAUMBUIyalbHbIE KOHCYJIbTAIMH, B T.4. C UCIIOJb30BAaHUEM CPEJICTB

TCJIICKOMMYHHKAIIUH.

[lo nucuunavHe MOTYT MPOBOJIUTHCA JOMOJHUTEIbHbIE 3aHATUS, B T.4. B opMe BEOMHAPOB.
Pacniucanue BeOMHApOB U 3anycy BeOMHAPOB MyOIHUKYIOTCS B 3JIEKTPOHHOM KypCe IO TUCHUIUIMHE.

9.3. TpeGoBaHusi K OLIEHOYHBIM MaTepPHAJIaM ISl JIMI ¢ OTPAHUYEHHBIMH BO3MOKHOCTIMU

3/10POBbsI H HMHBAJINI0B

s nun ¢ OrpaHUYEHHBIMH BO3MOXHOCTSMHU 3J0POBbS M MHBAJIHUIOB INPEAYCMOTPEHBI
JIOTIOJTHUTEJIHHBIE OLIEHOYHBIE MaTepHalibl, IEPEeYeHb KOTOPHIX yKa3zaH B Ta0mwie 9.2.

Tabnuma 9.2 — JlomonHUTENbHBIE MaTepHalbl OLICHUBAHUS IS JIUIl C OTPAHUYCHHBIMH
BO3MOKHOCTSIMUA 3JJ0POBbsi 1 WHBAJINJIOB

Kareropuu o6yuaronmxcs

Buapl 7onoMHUTENBEHBIX OLIEHOYHBIX
MaTCpHaIOB

@DopMbI KOHTPOJISL ¥ OLICHKH
pe3yJabTaToOB 00yUYeHUs

C HapylmeHusIMH cIyxa

TecThl, TUCbMEHHBIC
CaMOCTOSITENIbHBIE PAOOTHI, BOIPOCHI
K 3a4€Ty, KOHTPOJIbHBIE pa0OTHI

[Ipenmy11eCTBEHHO MMCbMEHHAS
IIPOBEPKA

C HapyHICHUSMU 3pEHUS

CobecenoBaHue 1o BOIpocam K
3a4eTy, OMPOC MO0 TEPMHUHAM

[Ipenmy1iecTBEHHO yCTHas
poBepKa (MHAUBUYAJIBHO)

C HapyluIeHUsIMH OIIOPHO-
JIBUTATEIIHLHOTO arlapara

Pemenue nucTaHIIMOHHBIX TCCTOB,
KOHTPOJIbHBIC pa6OTBI, IIMCBbMCHHBIC
CaMOCTOATCIIbHBIC pa6OTBI, BOIIPOCHI

K 3a4CTy

HpeI/IMYH_IeCTBeHHO
JUCTAaHIMOHHBIMH MCTOAaMU

C orpaHvyYeHUsSIMH TIO
o0IIeMe TUIIMHCKUM
MOKa3aHUSM

TecThl, TUCbMEHHBIC
CaMOCTOSITENIbHBIE PAOOTHI, BOIPOCHI
K 3a4eTy, KOHTPOJIbHBIE pa0OTHI,
YCTHBIE OTBETBI

[IpeuMy1ieCTBEHHO POBEpPKA
METOAaMU, ONIPCACTIAIONIUMUCA
UCXOMS U3 COCTOSIHUS
o0ydaromerocss Ha MOMEHT
IIPOBEPKU

94. MeToanuyecKkue PCKOMEHAAIHUHA 110 OMCHOYHBIM MaTepHaJIaM JIJd JUIl ¢ OrPAaHUYCHHBIMHA

BO3MOKHOCTSIMMU 310POBbS 1 HHBAJIMI0B

Jns nun ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3J0POBbSI U MHBAJIUJIOB MpPEayCMaTPUBACTCS
noctymnHas popma MpeaoCTaBICHHS 3a/IaHUi OIIEHOYHBIX CPEJICTB, & HMCHHO:

— B mieuaTHoOu hopme;

— B I1€YaTHOW (hopMe C yBETUUYEHHBIM IIPHPTOM;

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— MCTOAOM YTCHHUA aCCUCTCHTOM 3aJIaHUSA BCIIYX;

— MPEJIOCTABJICHUE 33JaHMUS C UCTIOJIL30BAHUEM CYPIOIEPEBO/IA.

.HI/IIIaM C OIrpaHUYCHHBIMU BO3MOXHOCTAMHU 3JO0POBLA U MHBAJIMAAM YBCIIMYUBACTCA BPEM Ha
IMOATOTOBKY OTBCTOB HAa KOHTPOJIBHBIC BOIIPOCHI. I[J'[SI TaKuX 06yt1a}01111/1xcs{ npeaycMaTpmuBacTCd
nocTymHas popMa Ipe0CTaBICHHS OTBETOB HA 3aJaHHsI, a UMEHHO:
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— MUCBMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHNEM YCIIYT aCCHCTEHTA;

— MPEJICTaBJIIEHUE OTBETOB YCTHO.

[Ipouenypa omeHUBAHHUS PE3yIbTATOB OOYYECHHUs JUIl C OTPAaHUUYCHHBIMU BO3MOXXHOCTSIMHU
3I0pPOBbSI U MHBAIUIOB 10 AUCIUILIMHE TPEIyCMAaTPUBACT MPEAOCTaBIeHNE HHPOpManuu B GopMax,
aIalITUPOBAHHBIX K OTPAaHUYCHHSIM UX 3JI0POBbsI U BOCTIPHATHSI HHPOpPMAITUH:

Jst U ¢ HapylIeHUsIMU 3PeHH:

— B (popMe 2IIEKTPOHHOTO TIOKYMEHTA,

— B IIeYaTHOUW popMe yBEITUUCHHBIM HIPUPTOM.

J st U ¢ HApYIIeHUsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIe4aTHOU (opme.

J st U1 ¢ HApYLIeHHUsIMU OTIOPHO-IBUTaTeIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIeYaTHOU (opme.

[Ipn HEOOXOMMMOCTH IS JUIl C OTPAHHUYCHHBIMU BO3MOXXHOCTSIMH 3J0POBbSI U MHBAJIHJIOB
mpoIielypa OIEHHBAHUS PE3yJIbTaTOB 00yUEHHSI MOKET MPOBOAUTHCS B HECKOJIBKO 3TaIIOB.
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