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Pabouast mporpamMma y4eOHON TUCHUTIIMHBI «lOKyMEHTHpPOBaHHMe YNpaBJeHYeCKOMH
AesiTeIbHOCTH» pa3paboTtana KotoBoii A.A..

Pabouas mporpamMma y4eOHONH IUCHMIUIMHBI «/l0OKyMEeHTHpPOBaHUE YNPaBJeHYeCKOi
JAeAITeILHOCTH»  pa3paboTaHa  Ha  OCHOBaHMM  (peepalbHOTO  TOCYAapCTBEHHOTO
00pa30BaTeNbHOTO CTAHIAPTa BBICIIETO OOpa30BaHUS IO HampaBlieHUIO MoarotoBku 38.03.02
MenemxmeHT (ypoBeHb OakajaBpuara), YTBEP)KIEHHOTO NpUKa3oM MUHHCTEpPCTBA HAYKH U
BhICIIeTO 0Opa3oBaHus Poccuiickoit @enepamnuu ot 12 aBrycra 2020 r. Ne 970, yyebHoro rmiana
0 OCHOBHOI mpodeccnoHanbHOM 00pa3oBaTeNbHON MporpaMMe BBICIIETO 00pa3oBaHUs IO
HamnpapieHUIO ToAroToBkH 38.03.02 «MeHeKMEHT».
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1. O6uue moJsioxeHUs

1.1. Ilenv u 3a0auu oucuunIuHbL
Ilenp y4eOHOU JAWCHMIIIMHBL 3aKIIOYaeTCs B (OPMHUPOBAHWUU Yy  CTYACHTOB
TEOPETHYECKUX 3HAHMM M TPAKTHUYECKUX HABBIKOB I10 IOATOTOBKE | O(POPMIICHHUIO
OpraHU3aIlMOHHO-PACTIOPSAIUTEIBHBIX TOKYMEHTOB Kak 0a30BOro Mpolecca B peau3alii BCex
yIpaBICHYCCKUX QYHKIINHN.
3ajaun y4eOHON AMCITUILIMHBI:
B pesynbrare nzydeHust AUCIUIUTHHBI 00YYaIOITUNCS JOJKEH:
— TMOJIYYUTh CHCTEMHOE IMPEICTaBICHUE O MOJITOTOBKE M OPOPMIICHHIO OPTaHW3aI[MOHHO-
PactoOpsSIUTEILHBIX IOKYMEHTOB;
— OBJIAJIETh METOJUKON MOATOTOBKH U OGOPMIICHHSI OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB;
— MPUOOPECTH CHOCOOHOCTH Ha TMPAKTUKE OCYHIECTBIATH IMPOIEAYPY NOATOTOBKH U
odopMIIEHUS OPTaHU3AIMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB.

1.2. Mecmo yuebnoii Oucuyuniunsl 6 CHMPYKmMype OCHOBHOU RNPOPecCuOHANbHOU
o0pazoeamenvHoll RPOZPAMMBL.
JlucumiuinHa SIBJISICTCS 3JIEMEHTOM BapHaTUBHOW YacTH biioka 1 JHCHHUIIINH 1O BBIOOPY

OIIOIL

1.3. IInanupyemvie pezynomamovt 00yueHUA NO YYeOHOU OUCUUNIUHE 6 PAMKAX
NJIGHUPYEMBIX Pe3YIbmamo8 0C60EHUA OCHOBHOU RNPOPeccuoHanbHoll 00pa306amenvHoll
npozpammeol.

[Ipouecc ocBoeHuss yueOHOW IUCUUIUIMHBI HampaBieH Ha (QOpPMHpPOBAHUE Y
oOyuaromuxcs cneayromux komnereniuii: YK-4, ITK-5.

B pesynbpTaTe 0CBOCHUS TUCHUIUIMHBI CTYACHT JOJDKEH JEMOHCTPUPOBATH CIIEIYIOIINE
pe3yNbTaThl 00pa30BaHUS:

2. O0beM y4eOHOM THCHUILIHHBI, BKJIYAasd KOHTAKTHYI0 padoThl 00y4aroumerocs ¢
npenojaBarejieM H CaMOCTOATEbHYI0 padoTy 00yuyaomerocs

Kon
KOMITETEHIIHH Coneprxanne KOMIETSHIIUH PesynbraTel 00y4eHus

YK-4 Crnioco0eH oCyIIecTBIATh J1€I0BYIO VYK-4.1. Vcnionb3yeT pa3iuyHble
KOMMYHHKAITUIO B YCTHOM U (hopMBbI, BUIBI YCTHOW U
NUCHbMEHHOW (hopMax Ha MACbMEHHOW KOMMYHHKAIIMH Ha
rOCyJJapCTBEHHOM SI3BbIKE PYCCKOM, POJTHOM U
Poccuiickoit @enepanuu u WHOCTPaHHOM(BIX) sI3bIKe(ax).
WHOCTPaHHOM(BIX) SI3bIKE(aX) YK-4.2. CB060AHO BOCTIPUHUMAET,

aHAJIM3UPYET U KPUTHUECKH
OLICHUBAET YCTHYIO U MMCbMEHHYIO
JIETOBYI0 HH(GOPMAIIHIO Ha
PYCCKOM, POJHOM U
MHOCTPAaHHOM(BIX) SI3bIKE(aX).
VK-4.3. Bnageet cucteMoil HOpM
PYCCKOT0 JIUTEpaTypHOTO SA3bIKa,
POJIHOTO SI3bIKAa U HOPMAMH
HMHOCTPAHHOTO(bIX) SI3bIKa(OB).
VK-4.4. crionb3yeT A3bIKOBbIE
CPEJCTBA JJIsl JOCTHXKEHHUS




npodeccHnoHaNBHBIX TeNiel Ha
PYCCKOM, POAHOM U
MHOCTpaHHOM(BIX) sI3bIKe(ax).
VYK-4.5. BeicTpanBaeT cTpaTeruro
YCTHOTO U TMCbMEHHOT'O OOIIEeHUS
Ha PYCCKOM, POJHOM U
HMHOCTpaHHOM(BIX) sI3bIKE(ax)B
pamMKax MEKIMYHOCTHOTO U
MEXKYJIBTYPHOTO OOLICHHUSI.

[IK-5 Crioco0eH noy4ars,
UHTEPIIPETUPOBATH U

HUCCIIENOBAHUI

JOKYMCHTHUPOBATH PC3YJIbTATLI

IIK -5.1. 3HaeT 0CHOBEBI
WCCIIeI0BATENLCKOM PabOTHI.

[IK - 5.2. Baageet HaBBIKaMU
MHTEPIPETUPOBAHUS PE3yIHTATOB
HCCIIEI0OBATEIbCKOM pabOoThI

IIK - 5.3. Bumageer HaBBIKAMU
JIOKYMEHTHPOBAHHUS PE3yIbTATOB
MCCIIEIOBATEIbCKON pabOTHhI

OO6m1ast TpyA0€MKOCTh Y4€OHOM TUCIUIUIMHBI COCTABIISAET 6 3a4ETHBIX €UHUIL.

Ounas gpopma obyuenus

Bun yuebHoi paboThI Bcero wacos 1 Cemectpet 5
AyIuTOpHBIE YUeOHbIE 3aHATHS, BCET0 108 54 54
B Tom umcne:
VyeOHbIe 3aHATHS JEKIIHOHHOTO THIIA 36 18 18
[IpakTHueckre 3aHATHs 72 36 36
CamocTrosiTeibHasi padoTa 00y4Yal0UXCsl, BCET0 95 50 45
B Tom umcne:
CaMoIoAroToBKa, B T.4. IPAKTUYECKHE 3aJaHus 55 30 25
Joxnazsl/pedepaTs 20 10 10
TectupoBanue 20 10 10
KoHTpoib: BHI NPOMEKYTOYHON aTTeCTAMA 13 3auer IK3aMeH
(3aveT, IK3aMeEH) 4 9
O01as Tpy10eMKOCTh Y4eO0H i 11 CIMILIUHBI 216 108 108

Ouno-3aounas gpopma odyuenusn

Bup yueOHOM paboThI Bcero wacos 5 Cemectpet 6
AyauTtopHble y4eOHbIe 3aHATHS, BCEro 78 24 54
B ToMm uncie:
VYyeOHbIe 3aHATHS JIEKIIHOHHOTO THIIA 28 10 18
[IpakTHueckre 3aHATUS 50 14 36
CamocTrosiTeibHasi padoTa 00y4al0uXcsl, BCEro 125 44 81
B ToM uncrne:
CaMOIoATOTOBKA, B T.4. TPAKTUICCKUE 3aJaHUS 85 24 61
Joxnazsl/pedepaTs 20 10 10
TectupoBanue 20 10 10
KoHTposb: BHI NPOMEKYTOYHON aTTeCTAMA 13 3aver IK3aMeH
(3auet, IK3aMeH) 4 9
O01as TPy10eMKOCTh Y4eOHO0i 1 CIMIINHBI 216 72 144




3aounasa ghopma 0odyuenus

Bun yuebnoit paboTsI Bcero wacos 5 Cemectpet 6
AyIuTOpHBIE YUeOHbIe 3aHATHS, BCEro 28 14 14
B ToM uncne:
YueOHbIe 3aHATHS JIEKIIMOHHOTO THITA 12 6 6
IIpakTryeckue 3aHATHS 16 8 8
CamocTrosiTeibHasi padoTa 00y4arouxcs, BCero 175 90 85
B Tom uncne:
CaMOIIOATOTOBKA, B T.4. TPAKTUICCKUE 3aJaHUS 115 60 55
Joxmanpl/pedeparsl 20 10 10
TectupoBanue 40 20 20
KoHTposb: BHI NPOMeKYTOYHON aTTecTAMA 13 3aver IK3aMeH
(3auer, IK3aMeH) 4 9
O01as Tpy10eMKOCTh Y4e0H O THCIUTINHBI 216 108 108




3. Conepskanue y4eOHOM THCHUAIINHbBI

3.1. Yueono-memamuueckuit nian no ouHou hopme odyuenus
O0beM ayTMTOPHBIX 3aHATUH cocTaBmseT 108 u.
O6beM camocTosITeNIbHOM paboThl — 95 u.

Bunsr yaeOHoI paboTHI,
aKaJeMHYECKHX YacoB

DOpMBI KOHTPOIISI OCBOCHHS 00YJAIOIINMHUCS
y4eOHON TUCIUITIIIHBI

Texkymuit KOHTPOJIb
§ KonrtaktHas padoTa yOCBoeHI/I:p IIpoMexyTouHas
b npenoaaBaTesa ¢ 06 YAHOIHMHCA aTTecTalus
g 06yYaIOIUMUCS yH 0byuatomuxes
2 y4eOHOM TUCITUTUINHBI
g
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4 cemecTp
Tema 1. JIokyMeHTOOOOPOT U
1 Jloxy P 52 126| 26 | 8 18 | + | + +
(hOpMEI €ro opraHu3aIuu
Tema 2. Opraau3aiuoHHO-
2 | pacnopsamuTenbHas 52 | 24 28 10 18 + + +
JIOKYMEHTaIUs
HToro no 4 cemecTpy 108 | 50 54 18 36 4
5 cemecTp
Tema 3. IIpon3BoaCTBEHHO-
3 o~ POMIBOA 99 | 45 | 54 | 18 36 | + | + +
XO3SICTBCHHAS TOKYMCHTAIIUS
HToro 1o 5 cemecTpy 108 | 45 54 18 36 9
BCEI'O YACOB 216 | 95 | 108 36 72 4 9




3.2. Yueono-memamuueckuit nian no 04Ho-3a04Hou hopme 00yuenus
OO0beM ayIUTOPHBIX 3aHATUH COCTABISAET 78 U.
O06beM caMoCcTOSTENIbHON paboThl — 125 u.

Buner yaeOHOI paboTHI,
aKaJeMHYECKHX YacoB

DOopMBI KOHTPOIISI OCBOCHHS 00YJAIOIINMHUCS
y4eOHON TUCIUIIIMHBI

Texkyluil KOHTPOJIb
=R
5 KonrtaktHas padoTa OCBOGHIS IIpoMexyTouHas
) TpernoaaBaTeist € 6 aTTecTalus
=f 00yuaromuMucs ODYHAIOIHMACA 0byuatomxes
) y4eOHOH TUCTIUTLIHHBI
£
Ne 2
/ Monyns, pa3zmen (Tema) s = =
N 2 S g E = o
3| % = = | 2| g 5
aa & o © = = © =
3 2 5 g & g g 5 s
o= 151 o=t X = a, X =N <
W o] Q < Q < ]
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5 cemectp
Tema 1. JIokyMeHTOOOOPOT U
1 68 | 44 24 10 14 + + +
(hOpPMBI €T0 OpraHU3aIIH
HrToro 1o 5 cemectpy 72 | 44 24 10 14 4
6 cemecTp
Tema 2. Opranu3aiuoHHO-
2 | pacnopsamuTenbHas 67 | 41 26 8 18 + + +
JOKYMCHTAITHSI
Tema 3. [Ipou3BoaCTBEHHO-
3 - Porson 68 | 40 | 28 | 10 | 18 | + | + +
XO3SICTBCHHAS TOKYMEHTAIIUS
HToro 1o 6 cemecTpy 144 | 81 54 18 36 9
BCEI'O YACOB 216 | 125 | 78 28 50 4 9




3.3. Yueono-memamuueckuit nian no 3a04Hoil popme 0oyuenus
OO0beM ayIUTOPHBIX 3aHATUH COCTaBIAET 28 U.
O06beM caMocTOsTENIbHON paboThl — 175 u.

Buner yaeOHOI paboTHI, ®DOopMBI KOHTPOJISI OCBOCHUS 00YYIAOIIUMHUCS
aKaJIeMHUIECKHX YacOB y4eOHOI TUCTIUTUTHHBI
Texkyluil KOHTPOJIb
) KonrakTHas pador
9 pabora OCBOCHHS [pomesxyTouHas
b npenoaaBaTesa ¢ 06 JAHOIHMHUCA aTTecTalus
g 06yYaIOIUMUCH M obyHarouxcs
) y4eOHOH TUCTIUTLIHHBI
g
Ne L§
/ Monyns, pa3zmen (Tema) s = =
o © o = = =
) e S = = o s
Q S = < = = <
aa o © = = © =
5 2 5 2 & g g 5 s
o= 151 o=t X = a, X =N <
- = Q < Q < 9]
=) [a) 9] 9] Q. = 1] o 5
o = = 5) o o Q)
= g = =y 5} =
X % 9 (5] ~ %)
S o = ~ X
5 = e =y
<) = =
=
<
@)
5 cemectp
Tema 1. JIokyMeHTOOOOPOT U
1 Hloxy P 52046 | 6 | 2 4 |+ | + +
(hOpPMBI €T0 OpraHU3aIIH
Tema 2. Opraau3aiuoHHO-
2 | pacmopsauTeIbHAS 52 | 44 8 4 4 + + +
JOKYMCHTAITHSI
HToro no 5 cemecrpy 108 | 90 14 6 8 4
6 cemecTp
Tewma 3. [IpousBoACTBEHHO-
3 - Porson 99 | 85 | 14 | 6 + |+ +
XO3SICTBEHHAS JOKYMEHTAIIHS
HToro no 6 cemecTpy 108 | 85 14 6 8 9
BCEI'O HACOB 216 | 175 | 28 12 16 4 9

4. Y4eOHO-MeTOANYeCKOe oOecreyeHue CaMOCTOATEIbHOH padoThl 00yUyaommxcs 1o
yueOHOM TMCHMIINHE

Tema 1. IlonsaTHe 3aTpar

Tema 1. lokymeHT0000pOT U OPMBI €r0 OPraHu3anuu

ITepedyenb n3y4aeMbIX 3JIEMEHTOB COJCP/KAHUA y4eOHOM TUCHUIINHBI

JlokymeHTo000poT U ¢dopmbl ero opranuzanuu. Dopmbl opraHuzanuu pabOTh C
ToKyMeHTaMu. Tabenb ¢opM MoKyMeHTOB. Pabora ¢ KOHpUACHIMATHHBIMH JTOKYMEHTAMH.
Pabora ¢ mucbmMamu M oOpalieHHsMH TpaxaaH. TpeOoBaHUS K PETUCTPALUU JTOKYMEHTOB.
KonTpons ucnonnenus nokymeHTtoB. HoMmeHkiaTypa aen opraHu3anuu. DKCIepTu3a IEHHOCTH
JOKYMEHTOB. Perucrtpanus u cucremarusanuss JOKyMEHTOB. KOHTpoib HCIIOJIIHEHUS
nokyMeHTOB. ®opmupoBanue nen. [loaroroBka JOKYMEHTOB K AapXMBHOMY XPAaHEHHIO.
XpaHeHHEe JOKYMEHTOB.

VHudukanyus M cTaHAapTU3alus B JEIONPOM3BOJACTBE. YHHU(PUIMPOBAHHAS CUCTEMA
nokyMmeHTaruu. OO0mepoccuiickuii kiaccudukaTop yrnpaBieHYeCKor gokyMmeHTanuu. CocTaB u
opopMIIEHHE PEKBU3UTOB OPraHU3ALMOHHO-PACHOPAIUTENIBHON  JOoKyMeHTauuu. brnanku
JIOKYMEHTOB.




HenoBoe mnucbMo. Ilucbma, TpeOyromiye NHUCbMa-OTBETa: MHCbMA-NPOCHOBI, MUCHMa-
oOpaleHusi, MNUCbMa-NPEUIOKEHU (MHChbMa-IPEICTABIICHUs), MHUChbMa-3aMpochl, MUCbMa-
TpeboBanus. [luceMa, He TpeOyrolue OTBETa: MUChMAa-HAMIOMUHAHUS, MUChMA-TIPUTIIANICHMS,
MUCHbMA-TIOATBEPKICHUSI, MHUCbMAa-0TKa3bl, COMPOBOJIUTEIbHBIE MHUCHbMA, MHUCbMa-U3BEILICHUS,
rapaHTUHHBIC TUChMA, HH()OPMAIIMOHHBIC TUCHMA.

Bonpocs! 111 caMONIOAT0TOBKH

1. JokyMeHTOOO0pOT U (OPMBI €r0 OpraHU3aIUN

2. YHudukanus v cTaHAapTU3aIus B AEJIONPOU3BOJICTBE.

3. JlemoBoe mrucbMO

DopMBbI KOHTPOJISI CAMOCTOSITEILHOI PadoThl 00yUalOIIUXCSI: MPOBEPKA OTBETOB HA
BOITPOCHI CAMOTIOJITOTOBKH.

Tema 2. Oprann3auHOHHO-PACTIOPAIUTETbHAS TOKYMEHTALUSA

Ilepeyenp u3y4aeMbIX 3JIEMEHTOB COEP:KAHUS Y4eOHOH THCIMIINHBI

OpraHu3anMoOHHO-paCcTIOpsANTENIbHAS ~ JOKyMeHTanus. [locTaHoBneHusi, pemeHus,
yKa3aHus, NPUKa3bl, PACHOPSDKEHMS, BBINMMCKUA W3 TPUKA30B M JAPYTUX OPraHU3alMOHHO-
PacHOPSIUTENBHBIX JOKYMEHTOB.

[TonroToBka  pacHopsIIMTENBHBIX — JOKYMEHTOB. l3yueHwe cymecTBa  BoOmpoca,
MOJrOTOBKA MPOEKTa JIOKYMEHTA, COTJIACOBaHUE JIOKyMEHTa, nmojanucanue. Koncrarupyromas u
pacropsIuTenbHast YacTh PacoOPsSIIUTENIEHOTO JOKYMEHTA.

WudopmanrnoHHO-CIIpaBOYHbBIE TOKYMEHTHI. [IpOTOKOIIBI, JOKIaIHBIE U OOBSICHUTEIIEHBIC
3aIMCKH, 3asBJICHHS, TEJIETPAMMBI, TEJIEKCHI, ()aKCOrpaMMBbl, Telne(hOHOTpaMMbl. AKTHI, CIIPaBKH,
CBOJIKH, 3aKJIFOYCHUS, IEPEUHH.

OpraHu3annoOHHO-TIPABOBbIE JTIOKYMEHTHI. Y CTaB, MOJOXEHHUE, HHCTPYKIMS, PerjaMeHT,
JIOJDKHOCTHAS! MHCTPYKIUS, LITAaTHOE PACIUCAHUE.

Bonpocs! 1J1s1 caMONIOAT0TOBKH

1. OpraHn3annoOHHO-PACTIOPITUTENbHAS JOKYMEHTAITHSI.

2. [ToaroToBKa pacmopsAUTENBHBIX JOKYMEHTOB.

3. MnpopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBHI.

4. Opranu3aiiOHHO-IIPaBOBbIE TOKYMEHTHI.

5. DxoHomuueckas 3 PpeKTUBHOCTh U KOHKYPEHTOCIIOCOOHOCTh HOBOM MPOAYKIIUH.

®opMbl KOHTPOJISAA CAMOCTOSITEJILHONH PadoThl 00y4YarOLIUXCsA: TPOBEPKA OTBETOB Ha
BOIPOCHI CAMOIIOJITOTOBKH.

Tema 3. IIpon3BoaACTBEHHO-X0351/ICTBEHHAS] JOKYMEHTAI U
Ilepeuenb u3y4yaeMbIX 3J1€eMEHTOB COJleP:KAHUS Y4eOHOM TUCHUTIINHBI

JlokyMeHTanusi 1O TPYJIOBBIM OTHOUIEHMSIM. 3asBI€HHUs O IpueMe Ha paboTy
(YBOJIbHEHUH, TIEPEBOJIE), TPYAOBBIE TI0TOBOPHI, MPUKA3bI (PACIOPSIKEHUS) 110 JTMYHOMY COCTaBY,
JUYHAs KapTouka pabOTHMKA, XapaKTEepUCTHKa U aBToOMorpadus pabOTHUKA, aHKeTa
paboTHuka. JInuHoe 1eno u Tpya0oBas KHUKKa pabOTHHKA.

Byxrantepckas M (QHUHAHCOBO-pacueTHass JokyMmeHTanus. Kiaccupukamus ydyeTHbIX
JIOKYMEHTOB TI0 Ha3HAYEHUIO, COJAEP)KAaHUIO XO3SHCTBEHHBIX OIepaluii, 00beMy OTpa’keHHBIX
orepanuii, crnoco0y HCIONb30BaHUS, YHMCIY YYUTHIBAEMBIX MO3MUIMM, MECTy COCTABJICHUS.
CrnocoObl COCTaBIIGHHUSI W WCIPABIEHUS OIMMOOK B JTHUX JOKyYMeHTax. OCHOBHBIC BHJIBI
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JOKYMEHTOB TI0 (PMHAHCOBO-PACUYETHBIM OIEPAIUSIM: JICHEKHBIA Y€K, PACYCTHBIA Y€K, YEKOBbIC
KHUKKH, c4eTa-PaKkTypbl, aKThl PEBU3UH, TUIATEKHBIE TOPYUYCHHUS, JINIIEBBIC CUETA.

JlokyMeHTBI 10 cHaOkeHuto u cObITy. OOmme TpeboBaHus K goroBopy. JloroBop o
MOJTHOM WHAMBHYaJbHON MaTepHalbHONW OTBETCTBEHHOCTH, JIOTOBOP KYIUTU-IPOIAXKH, IOTOBOP
MIOCTaBKH, TPOTOKOJBl pa3HOTJacuii K jJoroBopam. JlOBEpeHHOCTh, HaKJIaJHas, HaPsII.
Kommepueckue akTol. [IpeTeH3nn, HCKOBBIC 3asBICHUS

Bomnpocs! 1J1s1 caMONIOATOTOBKH

1. JlokyMeHTaIHs IO TPYAOBBIM OTHOLICHHUSIM. .

2. byxrantepckas u (PMHAHCOBO-pacyeTHAs JIOKYMEHTAIIHS.

3. JIoKkyMeHTHI IO CHaOKEHUIO U COBITY.

@opMbl KOHTPOJISI CAMOCTOSITEIbHOI PadoTbl 00y4alIIMXCA: TPOBEPKAa OTBETOB HAa
BOIIPOCHI CAMOIIOITOTOBKH.

5. ®oHa OUEHOYHBIX CpPeACTB /Jisi NPOBeJeHHs] TeKylleil M MNPOMEKYTOUHOM
arrecTalMu 00y4arOIIMXCH M0 y4eOHO INCHUILIHHE

5.1. ®opma npomesxxcymounou ammecmayuu o00yuaOULE0cs NO  Y4eOHOI
oucyuniuHe.

KOHTpObHBIMU  MEPONPUATHAMU IPOMEXKYTOUHOH aTTecTaluu OO0ydYarolMUXcs IO
y4eOHOM TUCLUIUIMHE SBJSIOTCS 3a4eT (ouHas (opma oOydeHust 4 cemMecTp, OYHO-3a04HAs U
3a04Hasd - 5 cemecTp) U ’K3aMeH (ouHas opma 00ydeHHUsI 5 CeMeCTp. OYHO-3a04Has ¥ 3a04Hasl -
6 cemecTp), KOTOpBIE MPOBOSATCSA B YCTHOU (opMme.

5.2. Ilepeuenv Komnemenyuu ¢ yKazanuem >manoé ee (opmuposeanus é npouecce
0c60enUs 00PA306amebHOI NPOZPAMMBL.

Kon Coneprantie KoMnoHeHTEI HNuaaukatopsl
KOMITETEH KOMHSTeH o KOMITCTEHIINH, JOCTHYKEHHS Pe3ynbraTh
1012071 o KOMH@]I“IGHLII/II/I) CTEIEeHb MX npodeccHoHATBHBIX 00yueHHsI
OCBOEHUS KOMIIETEHIINI
VK-4 Coocoben KommoneHTsI VYK-4.1. 3HaTh: pa3IHIHbBIC
OCYIIECTBIATH KOMIICTCHIIHH Hcnonw3yer hopMmBbI, BHIIBI
JIeIOBYIO COOTHOCSTCS C pasimunbie hopmer, | YCTHOHH
KOMMYHHUKAIHMIO B CONCPKAHNEM BHIbI YCTHOM U [THCEMCHHOH
9 ., | TUCUIUIUIMHBI, U . KOMMYHHKaIHH
YCTHOM ¥ MUCHbMEHHOMN JctL ’ MAUCbMECHHOM y 1
KOMITETEHIIHS
dbopmax Ha peanmsyeres KOMMYHHMKAIMH HA |y .
rocy;lapCTBe}EHOMv YACTHYHO PYCCKOM, POIHOM M | /(oo o
si3pike Poccuiickoit WHOCTPaHHOM(BIX) SA3BIKOBBIE CPEJICTBA
denepannu u A3bIKe(ax). JUISL IOCTIDKEHHUS
MHOCTPaHHOM(BIX) VK-4.2. CBOOOAHO | mpodeccroHambHbIX
sI3bIKe(ax) BOCIIPUHUMAET, nemnei
aHAIU3UPYET U
KpUTHUYECKHU BHa)IeTBZ CHUCTEMON
OLIEHUBAET yCTHYIO 1 | HOPM PYCCKOro
THCEMEHHYIO JMTEPATypPHOTO
SA3bIKA
JIETIOBYO
nH(popMalnIo Ha
PYCCKOM, POIHOM U
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WHOCTPaHHOM(BIX )
si3bIKe(ax).

VYK-4.3. Bnaneer
CHUCTEMOU HOpM
pycckoro
JUTEPATyPHOTO
SI3bIKA, POJHOTO
SI3pIKa U HOpMaMu
HWHOCTPaHHOTO(BIX)
sI3bIKa(OB).

VK-4.4.
Hcnonb3yer
SI3BIKOBBIE CPEJICTBA
JUISL TOCTHKEHUS
po(hecCHOHATLHBIX
Hesnel Ha pyccKoM,
POJHOM U
MHOCTPaHHOM(BIX)
si3bIKe(ax).

YK-4.5.
BeicTpanBaer
CTPATETUI0 YCTHOTO
Y TUCbMEHHOTO
oOLIeHHs Ha
PYCCKOM, POJIHOM H
MHOCTPaHHOM(BIX)
sI3bIKe(aX )B paMKax
MEXKJIMYHOCTHOTO U

MEXKYIbTYPHOI'O

oOLIeHHUS.

[IK-5 | Cnocoben nonydats, | KoMnoHeHTHI I1K -5.1. 3naer 3HaTh: OCHOBBI
WHTEPIPETUPOBATh U | KOMIIETEHIIUH OCHOBBI HCCIIEI0OBATENIBCKO
JIOKYMEHTHUPOBATH COOTHOCSITCS C HCCTIE0BATENIbCKON | 1 pabOoThI
pe3yabTaThl coJiepKaHUuEM paboTHLI.

HUCCIeJ0BaHUN JUCHUIIIINHBI, U IIK - 5.2. Baaneer YMeTh:
KOMITETCHITHS HaBBIKAMH WHTEPIPETUPOBATH
peanusyercs UHTEPIPETUPOBAHUS | PE3YJIbTATHI
YaCTUYHO pe3yJIbTaTOB HCCIIEIOBATEIIBCKO

UCCIIeIOBaTeNbCKONW | i paboThI

paboTsl

[IK - 5.3. Bnageer | Bnanets:
HaBBIKAMH HaBBIKAMH
JOKYMEHTUPOBAHUSL | TOKYMEHTHPOBaHHU
pe3yJIbTaTOB sl pe3yJIbTaTOB
HCCIEA0BATENIbCKOM | MCCIEA0BATENbCKO
paboThI 1 paboThI

5.3. Onucanue noxkazameneii u Kpumepuees oueHu6anusl Komnemenuuu Ha pa3jiuiHovlx
manax ee qbopmupoeauu;l, onucanue wKal ouyenueanun

Kon
KOMIICTCH

Oransl HopMHUPOBaHUS
KOMITETEHIIUU

WNHcTpymeHT,
OLICHUBAOILHN

Iloka3zaTenb OLleHUBAHUS
KOMIICTCHIINU
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UK c(OpMHPOBAaHHOCTH

KOMIIETEHIINN*
YK-4 Oram dhopmuposanus | Jokman/pedepar* A) motHOCTRIO chopMHUpOBaHa - 5
[K-5 3HAHUEBOU ocHoBHI | [IpakTnyeckue 3amanus™ | GamnoB
KOMITCTCHITHH (aram | TectupoBanme* b) wactuuno chopmuponana - 3-4
hopMHUpOBaHUS 3ager* Oaia
CoJepKaTeIbHO- Ok3ameH* C) He copmupoBaHa- 2 1 MeHee
TEOPETUUECKOTO Oaznca OasnoB

KOMITCTCHIIAHN)

JIek1IMoHHBIE U
NPaKTUYECKUE 3aHATHUS 110
TeMaM:

Tema 1.
JokymenTo000poT 1 hopMbI
€ro OpraHu3aluu

Tema 2. Opranu3auoOHHO-
pacnopsauTenbHas
JIOKyMEHTaIusA

Tema 3.
IIpou3BoACTBEHHO-
X0341CTBEHHAs TOKYMEHTaUs

*XapaKTepl/ICTI/IKI/I HHCTPYMEHTOB (CpeIlCTB), OICHHUBAKIIHUX C(l)OpMHpOBaHHOCTI) KOMHeTeHIIHfl:
Pedepar — mpoaykr camMocTOSTENbHOM pabOThl CTYIEHTa, MPEICTaBIISAIOLIMM CcOOOM
KpaTKOE H3JI0)KEHHE B MMCBbMEHHOM BHUJIE IOJIYYEHHBIX PE3yJbTaTOB TEOPETUUYECKOTO aHaIM3a
olnpeneNeHHOW HayyHOH (y4eOHO-HCCIe0BaTeIbCKOM) TEeMbl, IJ€ aBTOP PACKPBIBAET CYTh
UCCIIEyeMOl MPOOIJIEMBI, IPUBOIUT PA3JIMYHBIE TOYKU 3PEHUS, a TAK)KE COOCTBEHHBIC B3TJISIBI
Ha Hee. B pedepare nomkHa ObITh pacKkpbiTa TeMa, CTPYKTypa JAO0JKHA COOTBETCTBOBATH TEME U
ObITh OTpak€Ha B OIJIaBJIEHUH, pazmep paboTsl — 10-15 crp. medaTHOro Tekcra (CHUCOK
JUTEpaTyphl W TPWIOKEHUS B 00BEM HE BXOIAT), CHAOXEHHOTO CHOCKAMH H CIHCKOM
UCIOJIb30BaHHON JUTEpaTyphl. TekcToBas 4acTh pabOThl COCTOUT U3 BBEJCHHSI, OCHOBHON 4acTH
U 3aKiaroueHus. Bo BBeneHun oOydvaromuiics KpaTko 0OOCHOBBIBAET aKTyallbHOCTh M30paHHOM
TeMBbl pedepara, pacKpblBaeT Lelb M 337a4l, KOTOpble OH COOMpAETCs PEIIUTh B XOJI€ CBOETO
HEOOJBIIOTO HccheoBaHusl. B OCHOBHOM dacTh (MOXET COCTOATh U3 2-3 maparpado)
HOJPOOHO PACKPBIBAETCS COJEpKAHNUE BOMPOCOB TeMbl. B 3aKIIIOYEHUHU JOJKHBI OBITH KPaTKO
c(hopMyJIHpPOBaHbI MTOJIyYEHHBIE PE3yJIbTAaThl UCCIEAOBAHUS, IPUBEAECHBI 0000IIAIOIINE BBIBOIBI.
3aKII0OYeHHe MOJKeT BKJIIOYATh MPEUIOKEHUS aBTOpa, B TOM 4YMCIE€ M MO JalbHeimemy
M3YYEHUIO 3aMHTEpECOBaBIell ero npobdiemel. B crnmcok nureparypbl 00ydyaronuiics BKIIOYAET
TOJIbKO T€ W3JaHWs, KOTOpble OH HCIOJb30BaJ MpH HamucaHuu pedepara (He menee 5-7). B
TeKcTe 00s3aTeNIbHbl CChUIKA Ha MCIOJIb30BaHHYIO JUTEPATYpy, OPOPMIIEHHbIE B COOTBETCTBUU
¢ 'OCTom. B npunoxxenun k pedepaTy MOTYT BBIHOCHUTBCS TaOJIUIbI, TpaUKH, CXEMBbl U
JIpyrue BCIOMOTaTeIbHbIE MaTepualibl, Ha KOTOpPbIE HMMEIOTCA CCBhUIKM B TEKCTe pedepara.
Kpurtepun ouenku pedepara: 1) CteneHb pacKpbITHs CYHUIHOCTH BOINPOCA: a) COOTBETCTBUE
miaHa Teme pedepara; 0) COOTBETCTBHE COJNEpKaHUS TeMe W IUaHy pedepara; B) TMOJHOTA
NPOAHAJIM3UPOBAHHOTO MaTepuaslia MO TeMme; yMeHue paboTarb C OTEUECTBEHHBIMU U
3apyOC)KHBIMH ~HAyYHBIMH  HWCCIICIOBAHHMSMH, KPUTHYECKOW JIMTEPaTypod, TEpUOTUKOM,
CHCTEMaTH3UpPOBaTh U CTPYKTypUPOBaTh MaTepuall; T') 0OOCHOBAHHOCTH CIIOCOOOB M METOJ/I0B
paboThl ¢ MaTepuaoM, aJIeKBaTHOE U IIPABOMEPHOE UCIOJIb30BaHUE METOAOB KilacCU(UKALINU,
CpaBHEHMs U Jp.; €) yMeHHe 0000marh, Aenarb BBIBOJbI, COMOCTABIATh Pa3IHMYHBIE TOUYKH
3peHust 10 OJTHOMY Bompocy (mpobieme). 2) OpUrHHATFHOCTh TEKCTA: ) CAaMOCTOSITEILHOCTh B
IIOCTAaHOBKE MpoOsieMbl, (HOpMYyTUpOBaHME HOBOTO acHeKTa M3BECTHOH mpolieMbl B
YCTAaHOBJICHUH HOBBIX CBSI3€H (MEXIPEAMETHBIX, BHYTPUIIPEIMETHBIX, UHTEIPAllMOHHBIX); O)
SIBICHHOCTb aBTOPCKOH MO3MIIMH, CaMOCTOSTENIBHOCTh OIIEHOK U CYXXICHHMH; 1) CTHIIEBOE
€MHCTBO TEKCTa, €IMHCTBO >KaHPOBBIX uepT. 3) OOOCHOBAHHOCTH BBIOOpAa MCTOYHHKOB: a)
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OIICHKAa UCMOJb30BaHHOM JIUTEPATypbl: MIPUBIICUEHBI U HanOosee U3BECTHbIE PabOThI MO TEMeE
uccieoBaHusl (B T.4. KypHaJbHbIC MyOIMKAIIUHM MOCIECIHUX JIET, TOCIEIHUE CTATUCTUYCCKUE
JIAaHHBIE, CBOJIKH, CIIPaBKU | T.1.). 4) ColOmoneHue TpeboBaHul K 0pOPMIICHHUIO: a) HaCKOJBKO
BEPHO O(OPMIICHBI CCBUIKM Ha HCIIOJIB3YEMYIO JIUTEpaTypy, CIHCOK JHUTEpaTyphl. 0) OLEHKA
rPaMOTHOCTH U KyJbTypbl U3JOXKeHus (B T.4. opdorpaduyeckoif, NyHKTyallMOHHOMH,
CTHJIMCTUYECKON KYJIbTYPHI), BIIaJICHIE TEPMUHOJIOTHEH; B) COONMIOACHIE TPEOOBaHMIA K 00bEMY
pedepara.

Jloky1aj — IPOIYKT CaMOCTOSTENbHON paboThl 00yUaromerocs, NpeACcTaBIsomui co0oi
nyOJMYHOE  BBICTYIJICHHME IO  MPEJICTaBICHHUIO IOJYYEHHBIX  PE3YyJbTaTOB  pPELICHUS
OTIpE/ICIEHHOW  Y4eOHO-TIPAaKTUUYECKOM, Y4eOHO-HCCIEIOBATEIbCKOM WM HAYYHOH TEMBI.
Jlokiiaq — 3T0 Hay4yHOE COOOIEHUE HA MPAKTHUYECKOM 3aHSTHM, 3aCEIaHUU HAYYHOTO KPYXKKa
W y49e0HO-TEOpeTHYeCKOl KOoH(epeHInn. KpuTepuu oOmeHKH 0KJIAaJAa: COOTBETCTBUE
Collep)KaHUsl  3asBJICHHOM  TeMe; aKTyaJbHOCTb, HOBH3HAa M  3HAYUMOCTb  TEMBbI;
apryMEHTUPOBAHHOCTb, MOJIHOTA, CTPYKTYPUPOBAHHOCTh U JIOTHYHOCTH W3JIOKEHUS; CBOOOIHOE
BJIaJICHHE MaTepuajoM: IMOCIIe0BATeIbHOCTh, YMEHHE BECTU AMCKYCCHIO, IPABUIIBHO OTBEYaTh
Ha BOIPOCH; CaMOCTOSITEIIBHOCTb, CTEMEHb OPUTHMHAIBLHOCTH TIPEIJIOKEHHBIX PEIICHUH,
WUTIOCTPATUBHOCTH, OOOOIIEHMWI M BBIBOJIOB; HAJIMYUE COOCTBEHHOI'O OTHOULICHHS aBTOpa K
paccmarpuBaeMoil mpobieme/TeMe  (HACKOJIBKO TOYHO W apryMEHTHPOBAHO BBIPAXKEHO
OTHOIIICHHE aBTOpa K TeMe JOKJaja); IMpeICcTaBlIeHHE MaTepuaa: KauecTBO IMPE3CHTalluH,
oopmIeHHS; KyIbTypa peud, OpaTopCcKoe MacTepcTBO (COOIIOACHHWE HOPM JIUTEPATYPHOTO
A3bIKa, MPABUIBHOE MIPOU3HOIICHUS CIIOB U ()pa3, ONTUMAIBHBIN TEMI PeYH; YMEHHE MPaBUIHHO
paccTaBisATh aKIEHTHI, YMEHHME TOBOPUTH JIOCTATOYHO TPOMKO, YETKO U YOEIUTEIHHO),
MCIOJIb30BaHue MpodeccnoHaNbHON TePMUHOIOTHUN (OIIEHKA TOT0, HACKOJIBKO MOJIHO OTPaKEHbI
B BBICTYIUICHUU 00y4Yaronierocsi mpoecCuoHaIbHbIE TEPMUHBI U OOIIEKYJIBTYPHBIC TOHATHS 110
TeMe, a TaKXKe HACKOIbKO YBEPEHHO BBICTYNAIONIMA WMMH BIAJCET); BBIICPKAHHOCTH
periameHTa.

[IpakTuyeckoe 3aJaHue — 3TO YACTHUYHO pETJIaMEHTHPOBAHHOE 3aJjaHHe, UMEIOIIee
AITOPUTMUYECKOE WJIM HECTAHJIaPTHOE pEIICHHE, MO3BOJSIONIEe JMArHOCTHUPOBATH yMEHUS
WHTETPUPOBATH 3HAHUS PA3NIUYHBIX HAYUHBIX 00NacTeld, apryMEeHTHUPOBATh COOCTBEHHYIO TOUKY
3pEHMs, T0KA3bIBaTh MPABUILHOCTh CBOEH MO3HUIIMH. MOXXET BBIMOIHATHCS B WHIUBUIYATHHOM
MOPSIKE WK TPYNHoN 00y4daronuxcs.

TecTupoBaHue — 3TO KOHTPOJIbHOE MEPOIIPUATHE 0 yUeOHOMY MaTepuay, COCTOsIIEE B
BBITIOJTHEHUH OOYYalOIIUMCSl CUCTEMBbl CTaHIAPTH3UPOBAHHBIX 33/JaHUN, KOTOpas MO3BOISET
aBTOMATU3UPOBATh MPOIEAYPY H3MEPEHUs YPOBHS 3HAHUM M YMEHHH OOydYaromierocs.
TectupoBanue BKIIOYaeT B ceOs CleQyrollUe THIBI 33JaHUl: 3aJaHue C EIUHCTBEHHBIM
BBIOOPOM OTBETA U3 MPEIIOKEHHBIX BapHAHTOB, 3a/IaHUE Ha OIPEJCIICHHE BEPHBIX U HEBEPHBIX
CY>KICHH; 3aJaHie C MHOXXECTBEHHBIM BbIOOpOM oTBeTOoB. KpuTepum omenku: ot 90% mo
100% mnpaBUJIBHO BBINOJHEHHBIX 3aJaHuil — ominuHo; oT 70% nmo 89% mpaBuibHO
BBINIOJIHEHHBIX 3aJaHuil - xopomo; oT 50% 10 69% mnpaBUIIBHO BBINOJHEHHBIX 3aJaHUM —
yaosierBoputenbHo; OoT 0 1m0 49 % mnpaBWIBHO BBINOJHEHHBIX 3aJaHUN  — HE
YAOBIIETBOPUTENBHO.

3ayer, 3K3aMeH — KOHTPOJBHBIE MEPOINPHUATHS, KOTOPbIE MPOBOIATCA MO y4eOHOU
TUCITUIIIMHE B BHUJE, MPEIYCMOTPEHHOM YYE€OHBIM TJIAHOM, O OKOHYAHWU HM3Y4YEHHs Kypca.
3aHsATHE ayJIWTOPHOE, TMPOBOIUTCS B YCTHOW WM NMHCHMEHHON (opMe C HCIOJIb30BaHUEM
(OHJIOB OLIEHOYHBIX CPEJICTB MO YUeOHOM TUCIUILINHE.

5.4. Tunoevie KonmpobHble 3A0AHUA UIU UHbIE MAmMeEpuanvl, HeodXooumvle 014
OUEeHKU 3HAHUI, YMEHUll, HAGLIKOE U (U1u) onvima OeamenbHOCmU, XapaKmepusyujux
Imansvl GopMuUpoEaHUA KOMNEMEHYUTL 8 NPOYecce 0C60EHUA 00PaA308amMeaIbHOU NPOZPAMMbL

Texkywmas arrecrauus.
Tembl 10K12/10B /pedpepaToB.
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JlokyMeHTO000pOT U (hOPMBI €r0 OpraHu3aIuH.
Yuudukanus u cTaHAapTH3AIMS B JIETONPOU3BOJICTBE.
OpranuzanoHHO-pacTIOpsIUTENbHAS TOKYMEHTALIUS.
[ToaroToBka pacropsAMTENbHBIX JOKYMEHTOB.
HudopmalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.
Opranu3anoOHHO-TIPaBOBbIE JOKYMEHTHI.

JlemoBoe mMUCbMO.

JloKyMeHTaIus TI0 TPYAOBBIM OTHOIIICHUSIM.
byxranrepckas u ¢uHaHCOBO-pacyeTHas JOKYMEHTaIHUs.
0 JIOKyMEHTBI 110 CHAOKEHHIO U COBITY.

_‘\OPO.\'SJ\P‘:';P’!\N—‘

TecTupoBanue no yuyeOHoO#W aucuMIIMHe «/loKymMeHTHpOBaHHMe YyNpaBJIeHUYECKOM
e TeIbHOCTI
Bompoc 1. 'ocynapcTBeHHas cuctemMa JOKyMEHTAllMOHHOTO 00ecriedeHHsl yIpaBIeHUsI.
a) eJMHbIC IPABUJIA JOKYMEHTHUPOBAHUS YIIPaBICHUYECKOM 1eATEIbHOCTU
0) cuctemMa JOKyMEHTUPOBAHHUS
B) METOJMYECKHUE YKA3aHUS.

Bomnpoc 2. Yto Takoe yHH(pUKALUSA JOKYyMEHTOB?
a) cTaHAapTU3alUs JOKYMEHTOB
0) eqmHOOOpa3ue JOKYMEHTOB
B) KJaccu(uKanus JOKyMEHTOB.

Bomnpoc 3. Uto Takoe cTaHIapTU3aIMS TOKYMEHTOB?
a) yHU(UKALUS JOKYMEHTOB
0) enHOOOpa3ue JOKYMEHTOB
B) opopmIIeHHE TOKYMEHTOB.

Bomnpoc 4. Homenkinarypa nen
a) cucTeMaTH3aIus JOKYMEHTOB
0) nmepevyeHb JOKYMEHTOB
B) CTPYKTypa Jed.

Bompoc 5. JlokyMeHTO060pOT:
a) TOKyMEHT
0) ABMKEHHE JOKYMEHTOB
B) IpaBuiia ohopmiIeHus.

Bompoc 6. Konmnuecto pexkBuszutos o I'OCT P6.30-97
a) 30
0) 29
B) 28.

Bompoc 7. @opmynsip-obpazei:
a) ONpe/IeIeHHbII HA0Op PEKBU3UTOB
0) CTpYKTypa JOKyMEHTOB
B) PEKBU3UTHI.

Bompoc 8. Drambl cTaHOBICHHS AETONPOU3BOACTBA B Poccun
a) Mo UepapXuIeCKOMY MPUHIIUTTY
0) 1Mo CTPYKTypaM BIIaCTH
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B) CHCTEMHO.

Bomnpoc 9. KoppekTypHbie 3HaK1
a) 3HaKu IpENuHaHUsA
0) 3HAKH IS UICIIPABJICHHS TEKCTa
B) CUCTEMa 3HAKOB.

Bompoc 10. YaudunupoBannas cuctema JTOKyMEHTAIUN
a) CTaHJAPTU3AIMS TOKYMEHTOB
0) yHH(pUKAIUS TOKYMEHTOB
B) CHCTEMa CTaHJIAPTU3AIUN U YHU(DUKAIIUH JOKYMEHTOB.

Bompoc 11. JIokyMeHTBI KaJJpOBOM CITy>KObI
a) COCTaB KaIPOBOM JOKYMEHTAIUU TI0 €MHBIM TPEOOBAHUIM
0) TpyAOBast KHIKKA
B) JINCTOK JIMYHOTO Y4YETa.

Bompoc 12. Haznauenue I'OCT P6.30-97
a) IPUMEHEHHE SIUHBIX MTPABHII
0) COCTaB PEKBU3UTOB YIPABICHYECKUX IOKYMEHTOB
B) TpeboBaHUsI K ODOPMIICHUIO JOKYMEHTOB.

Bomnpoc 13. ITpuka3s:
a) YIpaBJICHYECKUN TOKYMEHT
0) ynpaBieHUYECKUi JOKYMEHT, H3[aBaeMblii pyKOBOJUTEIEM
B) JIOKYMEHT, U3/1aBa€MbIil KaJIpOBO CITyKO0H.

Bompoc 14. IlpoTtokon:
a) JOKyMEHT, QUKCUPYIOIIUI 1eHCTBO
0) BHyTpPEHHUHN JOKYMEHT
B) BHELIHHUH JJOKYMEHT.

Bompoc 15. Pe3tome:
a) XapaKTepUCTHKa
0) omucaHue AesITeNbHOCTH
B) ompeneneHHast popma TOKyMEHTa.

Bompoc 16. Opopmienue gatsl 10KyMeHTa
a) mudpoBon
0) CTTOBECHBIN
B) CIIOBECHO-IIU(POBOH.

Bompoc 17. JlenoBast KoppecnoH1eHIus
a) MpHuKas3
0) mpoToKOI
B) JIETIOBBIE MIHChMA.

Bomnpoc 18. PacniopsnurenbHbie TOKYMEHTHI
a) mpuKas
0) MpOTOKOJ
B) JI€JIOBOE ITUCHMO.
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Bomnpoc 19. OpranuzaimoHsbie JOKyMEHTbI

a) IITaTHOE paclucaHue
0) HHCTPYKIIUU
B) adepra.

Bompoc 20. JIBimkeHune 10KyMEHTOB

a) TOKYMEHTO000pOT
0) BHEITHUI TOKYMEHT
B) mpaBujia opopmiIeHUSI.

llepeuenv 6onpocos 01 npomedcymoynolu ammecmayuu Ha 3a4ere (o4Has ¢opma
o0y4yenusi 4 ceMecTp. 0YHO-3204HAasl U 32049HasA PopMbI -5 cemecTp).

1. IIpenmer u conep:kaHue OpraHu3alvy IPOU3BOJICTBA.

2. Tumsl Ipou3BOACTBA.

3. 3aKOHOMEpPHOCTH OpraHU3alMH POU3BOICTBA HA IPEIIPUITUH.

4. Tlonstue 06 opraHu3anuu MaTepHaIbHbIX IOTOKOB Ha MPEANPUITHH.

5. IlpennpusTtre Kak OpraHU3alMOHHAs CUCTEMA.

6. @DOopMbI OpraHu3alyy MaTEPUAIIbHBIX IIOTOKOB B IIPOU3BO/CTBE.

7. IIpouecc opranu3anuy NPOU3BOACTBA.

8. Meronpl MaTepuaIbHOrO 0OECIeueH s TPOU3BOICTBA.

9.  Opranu3alMOHHO-NIPABOBBIE (POPMbI KOMMEPUYECKUX OpraHU3alui.

10. IlonsiTue 00 ynpaBiIeHUU KaueCTBOM.

11. [IeATenpHOCTb NPEeANpUATUA. Y IIPaBICHUE MPEITPUATUEM.

12. U3ydeHnue norpeOHOCTE M (OpMHpOBAaHUE IUIAaHA IPOM3BOJCTBA M pealn3aluu
HPOIYKIIUH.

13. CopneprkaHue U 3a7ja4u NOArOTOBKU IIPOU3BO/CTBA.

14. ObecrieueHne MPOU3BOICTBA MaTEpUATbHBIMU PECYPCAMHU.

15. IlmaHupoBaHue NOKa3aTesIel MPOU3BOACTBA HOBBIX U3JICIIUN.

16. OpraHu3allMOHHbBIE PEe3€pPBbI PA3BUTHS IIPOU3BOJICTBA.

17. CopepxaHue U 3aja4y IUIAHUPOBAHUS MOATOTOBKH IPOU3BOJICTBA.

18. CopaepxaHue M 3a/1a4y OPraHU3aLMH TEXHUYECKOTO 00CITYKMUBAHUS IPOU3BOJICTBA.

19. IIporpaMMHO-1€1€BO€ IUNIAHUPOBAHUE ITOATOTOBKU ITPOU3BOCTBA.

20. 3agaud U OPraHU3alMOHHO-TIPOU3BOJICTBEHHAS CTPYKTYypa PEMOHTHOIO XO3sICTBA.

21. CereBoe NIaHUPOBAHUE MMOATOTOBKHU MPOU3BOICTBA.

22. U3ydenue mnotpebHOCTEN M (QopMUpOBaHUE IIJIaHA TPOU3BOACTBA U pealu3aluu
HNPOIYKIIUH.

Ilepeuenv sonpocos Onsi npomedcymouHou ammecmayuyu Ha IK3amMeHe (ouHasi popma
o0y4eHHs 5 ceMecTp. 04HO-3204HAsI M 3a04Hasi popmbl -6 cemecTp).

1.

el e A

—_ O

[Ipenmert u copepxaHre OpraHU3aluy IPOU3BOICTBA.

Tunsl Ipon3BOACTBA.

3aKOHOMEPHOCTH OpraHu3aliy IPOU3BOJICTBA HA MIPEANPUSATHH.
[TonsiTHe 06 OpraHu3alui MaTePUAIbHBIX ITOTOKOB HA MPEIIPUATHH.
[TpenmpusiTie KaKk OpraHU3allMOHHAs CHCTEMA.

@®opMBbl OpraHu3aluy MaTepUAIbHBIX IOTOKOB B ITPOU3BO/ICTBE.
[Tpouecc opranu3anuu Mpou3BOJICTBA.

MeToapl MaTepruatbHOTO 0OecIeueHus POU3BO/ICTBA.
OpranuzalvoHHO-IIPABOBbIE POPMBI KOMMEPUECKUX OpPTaHU3aALNM.
[TonsiTue 06 ynpaBieHUN KaYeCTBOM.

. JeaTenpHOCTh NpeapuATUs. Y IpaBICHUE NPEIITPUATHEM.
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12. U3yuenue motpebOHOCTEH W (QopMUpOBaHWE IUIaHA MPOU3BOJCTBA W peaTH3alUU
POIYKITUH.

13. CopeprxaHue 1 3a7a4¥ OATOTOBKH MTPOU3BOJICTBA.

14. ObecnieueHne Mpon3BOICTBA MAaTEPUAILHBIMU PECYpCaMH.

15. TInanupoBaHue MoKaszaTesieil MPOU3BOICTBA HOBBIX U3ICIIUM.

16. Opranu3zalimoHHbIE pe3€pBbl pa3BUTHS IIPOU3BOJICTBA.

17. Copep:kaHue U 3ajauu IJIAHUPOBAHUS OATOTOBKU IPOU3BO/ICTBA.

18. Cogepskanue 1 3ajauu OpraHU3alMy TEXHUYECKOTo 00CITy)KMUBaHUS TIPOU3BOICTBA.

19. IIporpammHO-1I€7€BOE INIAHUPOBAHKE OATOTOBKU IIPOU3BO/ICTBA.

20. 3agauu U OpraHU3alMOHHO-IIPOU3BOICTBEHHAS CTPYKTYypa PEMOHTHOIO X035 CTBA.

21. CereBoe IUTaHUPOBAHKE MTOJITOTOBKH ITPOU3BOJICTBA.

22. W3ydenue motpeOHOCTEH M (OPMHpPOBAHWE IUIAaHA MPOM3BOJCTBA M peaIU3alUuU
HIPOAYKILHH.

23. Meroabl aHaIM3a COCTOSIHUS TOATOTOBKY MTPOU3BO/ICTBA.

24. OGecrnieyeHue NPOU3BOJICTBA MaTEPHAIbHBIMU PECYPCAMHU.

25. Ilpumenenue QyHKIIMOHATEHO-CTOMMOCTHOTO aHaJIM3a IMMOATOTOBKH IPOU3BOICTBA.

26. Pa3paboTka IUIaHAa  COBEPIIEHCTBOBAHUS  OpPraHM3AaLMU  IPOU3BOJACTBA  Ha
TPEINPUSTHH.

27. HayuHble NpUHIMIIBI OPraHU3ALUHU IPOLIECCOB IPOU3BOJICTBA.

28. Copep:xaHue U METO/Ibl OPraHU3AUOHHOTO IIPOEKTUPOBAHUS.

29. Opranu3zanus Npou3BOACTBEHHBIX ITPOLECCOB B IPOCTPAHCTBE.

30. Ionartue 00 opraHW3alMKM MaTEPUATBHBIX IMOTOKOB Ha MpennpusTtur. DakTopsl
3¢ (EeKTUBHOCTH OpraHU3aluu MPOU3BOJICTBA.

31. Opranusanus NpOU3BOACTBEHHBIX [IPOLIECCOB BO BPEMEHH.

32. OpraHu3alMOHHbIE Pe3ePBbI pa3BUTHS IPOU3BOCTBA.

33. CopneprkaHue U 337a4y IUIAHUPOBAHUS [TOATOTOBKU ITPOU3BOJICTBA.

34. OpraHu3alMOHHbIE Pe3ePBbI pa3BUTHS IPOU3BOCTBA.

35. Ilpeamer u conep:kaHue OpraHU3alMK IPOU3BOJICTBA.

36. Tunbl NpoU3BOJICTBA.

37. IlporpammHO-1I€]IeBOE TIJIAHUPOBAHUE TTOATOTOBKU ITPOU3BOICTBA.

38. IlnanupoBaHue MaTepuaibHOro obecneueHust MnpousBojicTBa. DopMupoBaHue
3aracoB Ha NpeANpUsTUH.

39. 3aKOHOMEPHOCTH OpraHM3aLMHU POU3BOCTBA HA MIPEIIPUATHH.

40. Copep:xaHue U 3aJ]a4l TEXHUYECKOTO 00CITyKUBaHMsI IPOU3BOJICTBA.

41. Ilpouecc opranu3anuu IpoU3BOICTBA.

42. Copep:xaHMe U 3aJ]a4l OpraHU3a[MN TEXHUUYECKOTr0 00CTyKUBAaHUS IPOU3BOCTBA.

5.5. Memoouueckue mamepuansl, onpeoenaroujue npoueodypvl OUEeHUBAHUA 3HAHUIL,
YMeHuil, HaévlIKo6 U (unu) onvima OeAMeIbHOCMmU, XaAPAKMEPUZYIOUWUX IMaAnsvl
dopmuposanua komnemenyuil

OTBeTbl OOydarolerocs Ha 3adyeTe OLIEHUBAIOTCS I€Jarori4ecKuM paOOTHUKOM IO
BapHaHTy 3a4TEHO/HE3aYTEHO.

«3auteHo» — oOydarommiics TIyOOKO W TIPOYHO OCBOMJ MPOTPaMMHBIA MaTepua,
MCYEpIBIBAIOIE, IOCIEeI0BAaTENIbHO, T'PAMOTHO W JIOTHUECKH CTPOMHO €ro M3jaraer, TEeCHO
VBS3BIBAET C 3aJadyaMu U Oyaymied JesTeNbHOCThIO, HE 3aTpPyJIHSETCS C OTBETOM TpHU
BUJIOM3MEHEHUH 3a/1aHus, CBOOOJHO CHpAaBISETCS C 33JauyaMd M MPAKTHUYECKUMHU 3a/laHUsIMHU,
MPaBUJILHO OOOCHOBBIBAET MPHUHSTHIE PEIICHUS, yMEET CaMOCTOSATEIHHO 0000IIaTh W U3JaraTh
MaTepual, He A0IycKasi OlINO0K;

«Hezaurenoy - oOydaronuiicss He 3HaeT 3HAYUTENHFHON YaCTH MIPOrpaMMHOTO MaTepHara,
JIOTTYCKAeT CYIIECTBEHHBbIE OMIMOKH, C OONBIIMMHU 3aTPYJHEHUSMHU BBIIOJIHSIET MPAaKTHUECKUE
3a/1aHMsl, 3aJa4H.
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OTBeThI 00yUaroIIerocss Ha SK3aMeHE OIICHUBAIOTCS MEarorndecKuM pabOTHUKOM T10 5-
0aJUIbHOM IIKaJIE.

Kpumepuu oyenxu omseema na sonpocol meopemuueckozo 010Ka.

«5»  — oOyuarommuiicss TIyOOKO ¥ MPOYHO OCBOWJI TIPOTPaMMHBIA MaTepual,
HCUEPIBIBAIONIE, MOCIEA0OBATEIbHO, IPAMOTHO M JIOTUYECKHM CTPOMHO €ro M3JlaraeT, TECHO
YBA3BIBACT C 3aJayaMu W Oyaylied AesTelIbHOCTbIO, HE 3aTPYIHSETCS C OTBETOM IpHU
BHUJIOM3MCHEHUH 3aJIaHWs, CBOOOJHO CIPABJISAETCSA C 3aJayaMHd M MPAKTHYECKUMHU 3aaHHUSIMHU,
MPAaBUJILHO OOOCHOBBIBAET MPHHSTHIE PEIICHUS, YMEET CAMOCTOSATEIHHO 0000IIAaTh W M3JaraTh
MaTepHa, He JOIycKas OIuO0K;

«4» - o0yuaronuiicss TBepA0 3HAET MPOTPAMMHBIN MaTepHall, TPAMOTHO U 1O CYIIECTBY
M3J1araeT ero, He JI0NycKasi CyIIECTBEHHBIX HETOYHOCTEW B OTBETE HAa BOIPOC, MOKET ITPABUIIBHO
MPUMEHSATHh TEOPETUUYECKUE TIOJIOKEHUS U BIaJCeT HEOOXOAUMBIMU YMEHUSIMU U HaBbIKAMU TPU
BBITTOJTHEHUH TPAKTHYECKUX 3aaHU;

«3» - oOyJarommiics OCBOWJI OCHOBHOHN MaTepuas, HO HE 3HACeT OTACIbHBIX ICTalcH,
JOMyCKaeT  HETOYHOCTH,  HENOCTaTOYHO  TMpaBUIIbHBIE  (DOPMYIMPOBKH,  HapylIaeT
MOCJIEA0BATEIbHOCTh B M3JIOKEHUM NPOrPaMMHOIO MAaTEpHAIa M UCIBITHIBACT 3aTPYIHECHUS B
BBITTOJTHEHUH TPAKTUYECKUX 3aaHU;

«2» - oOywaromuiicss He 3HAeT 3HAYUTEIHLHOW YacTH NPOrPaMMHOTO MaTepHuaa,
JOTYCKAeT CYIIECTBEHHBIC OMIMOKH, C OONBIIMMU 3aTPYIHEHUSMHU BBHIMOTHSIET MPAKTHUECKUE
3aJlaHus, 3a1a49H.

Kpumepuu oyenxu npakmuueckozo 3a0anusi:

«5» — 3a7laHuE BBINOJHEHO BEPHO, JIaHbI SCHBIE AHAJTUTUYECKUE BBIBOJBI K PEIICHUIO
3a/1a4M, MOJIKPEIJICHHBIE TEOPUEH;

«4» — 3alaHKe BBIMOJHEHO BEPHO, OTMEUAETCS XOPOIIee pa3BUTHE apryMEHTa, OJHAKO
OTMEYCHBI TOTPEITHOCTH B OTBETE, CKOPPEKTUPOBAHHBIC IPU COOECEIOBAHUH,

«3» — 3a/laHu€e BBIMOJHEHO C MAaTEMAaTUYECKUMH OIMOKaMH, OTCYTCTBYIOT JIOTHUECKHUE
BBIBO/JIbI U 3aKJIIOUEHUS K PEILICHUIO;

«2» — 3alaHue HE BBIMOJHEHO, MPEACTABICHHBIC PAacueThl MPOBEJEHBI C OIMOKaMH,
CI€JIaHbl HEBEPHBIE BBIBOJBI I10 PELICHUIO 3a/1a4H.

6. IlepeyeHb OCHOBHOI M /IONOJHHUTEJBbHOH Y4eOHOH JHMTEPATYpPbl JJIA OCBOCHHS
YueOHOM TUCUMILINHBI

6.1. Ocnosnasn r1umepamypa.

1. ApacnanoBa, B. A. JlokymeHTanimoHHOE 0OecriedeHne ynpaBIeHus: y4eOHO-
MpaKkTUYECKoe MmocoOue B cxemax, Tadiaunax, oopasuax : [12+]/ B. A. Apacnanosa. — 2-e u3.,
Jo1. u nepepad. — Mocksa ; bepnun : [lupexr-Menua, 2020. — 266 c. : ui., Taba. — Pexum
noctymna: o noanucke. — URL: https://biblioclub.ru/index.php?page=book&1d=578394

6.2. /lononnumenvuan 1umepamypa

1. Kysuenos, . H. [lenonpousBoactso : yuebnoe nmocobue : [16+] / Y. H. Ky3nenos. —
14-e u3n. — Mocksa : [lamkoB u K°, 2025. — 406 c. — Pexum nocrymna: no noanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=720252

7. Ilepeyenbp  pecypcoB  HH(POPMALUMOHHO-TEJIEKOMMYHUKAIMOHHON  CeTH
«HTepHeT», coBpeMeHHbIe NpodeccHOHATbHBbIE 0a3bl JAHHBIX W HMH(OPMALHMOHHBbIE
CHCTEMbI, He00X0AUMBbIE VISl OCBOCHUS Y4eOHOM M CIUTIIUHbI

1. http://mon.gov.ru — caiit Munobpnayxu PO
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2. http://www.edu.ru/ — Oubmuorexka denepanpHoro moptana «Poccuiickoe
oOpa3oBaHme» (COAEPIKUT KATAIOT CCHUIOK HAa MHTEPHET-PECYPCHI, dJICKTPOHHBIE OUOIMOTEKH TI0
Pa3JIMYHBIM BOIIPOCaM 00pa30BaHMs)

3. http://www.prlib.ru — Ilpe3unentckas 6udbmuorexka

4. http://www.rusneb.ru — HartmonanbHast 35ieKTpoHHast OMOIn0oTeKa

5. http://elibrary.rsl.ru/ — caiit Poccuiickoil rocynapcTBeHHONH OMOIMOTEKH (pasen
«DnexTpoHHass OMOINOTEKA)

6. http://elibrary.ru — Hay4Has snekTponHas oubnmnoreka «Elibrary»

7. http://biblioclub.ru 9bC YHuBepcuteTckas Ondimmoreka
8. https://uisrussia.msu.ru yHuBepcuTeTcKas uHpopManmonnas cuctema POCCUS
(YUC POCCHA)

8. Mertoanyeckne ykazaHusi I  O0OYy4alOUIUXCA 10 OCBOEHHMIO Y4eOHOM
AUCHHUILIMHBI

OcBoeHue 00yYaromuMcs yueOHoM JUCIUIIMHBI «/lokymeHTHpOBaHUE
YIPABJICHYECKOH JesiTeJIbHOCTH» IPEINOoJaracT M3y4eHHE MAaTepUajoB JUCLUIUIMHBI Ha
ayJIMTOPHBIX 3aHATUAX U B XOJI€ CAMOCTOSITENIbHON paboThl. AyJAUTOPHBIE 3aHATHS MIPOXOJAT B
dopme nekuuit 1 npakTu4eckux 3aHATuil. CamocrosdTenbHas paboTa BKIOYAET pa3HOOOpa3HbII
KOMILJIEKC BHJIOB B (hOpM paboTHl 00YUarOIIXCSI.

JU1sl yCIemHOro OCBO€HUsl y4eOHOW JUCLUIUIMHBL U JOCTHKEHHs MOCTABICHHBIX Lesei
HEOOXOIMMO BHHMMATEIIbHO O3HAKOMHTBHCS HACTOsIEH paboyeil mporpamMmbl  y4eOHOM
JUCLMIUINHEL. Ee MOXeT npeacTaBUTh NPEenojaBaTeilb Ha BBOJHOM JIEKIIUU WIH CAMOCTOSTEIBHO
oOyyaronuiics ucnoiab3yeT nHpopmaiuio Ha opunmansanom MuTepruer-caiite Macturyra.

Crnenyer oOpaTuTh BHUMaHUE Ha CIUCOK OCHOBHOM U JIONOJHUTENIBHOW JINTEpaTypbl, Ha
npeJyiaraeMple IpEenoJiaBaTesieM pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON CceTu
WutepHer. Ota nHbopManus Heo0XoauMa JUIsd CaMOCTOATENIbHOW paboThl 00yUaroIerocs.

[Ipu moAroToBKE K ayJUTOPHBIM 3aHATHIM HEOOXOJUMO OMHUTH OCOOEHHOCTH Ka) 101
(bopMBI ero MpoBeAECHUSI.

Ilooeomogka Kk yuebHOMY 3aHAMUIO JeKYUOHHO20 MUNa 3aKI0YaeTCs B CIETYIOLEM.

C uenpto obecriedyeHUs] YCHEIIHOrOo O0OydeHUs OOyd4aroIIMMCs OJKEH TOTOBUTHCSA K
JIEKIIMH, TIOCKOJIbKY OHa SBJISIETCS BakKHEHIIeW (opmoil opraHuzanuu y4eOHOTro Ipoliecca,
MIOCKOJIBKY:

- 3HAKOMUT C HOBBIM y4€OHBIM MaTepUalioM;

- pa3bsICHAET yueOHbIE 3JIEMEHTBI, TPy IHbIE /1JIs1 TOHUMAaHUS;

- CUCTEMATU3UPYET yueOHbI MaTepual;

— OPUEHTHPYET B y4eOHOM TIpoliecce.

C aToli nenso:

- BHHUMATEJIbHO IPOYUTANTE MaTepHall IPEIbIIyIIEN JIEKIIH;

- 03HAKOMBTECh C YUYE€OHBIM MAaTEpUalIOM MO y4eOHHUKY M Y4eOHBIM MOCOOHUSIM C
TEMOW MPOYNTAHHOM JICKIINUH;

- BHECUTE JIONOJHEHMS K MOJYyYEeHHBIM paHee 3HaHUSM I10 TeMe JIEKIMU Ha MOJISIX
JIEKIIMOHHOH TETpaiH;

- 3alMILIUTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BBl 3aJaJUTE JEKTOPY Ha JIEKIUH IO
MaTepHuaty U3y4YeHHOH JIEKIUH;

- MIOCTapaUTECh YACHUTh MECTO U3YYaeMOU TEMBI B CBOEH MTOATOTOBKE;

- y3HaiTe TeMy npecTosIel IeKInH (110 TeMaTHYECKOMY IIaHy, 0 HHPOpMaLuu
JIEKTOpa) U 3alMIIuTe HH(POpMaIHI0, KOTOPOH BBl BajieeTe Mo JAHHOMY BOIIPOCY

Ilooecomoska k npakmuieckomy 3aHamuio

[Ipn moaroroBke u paboTe BO BpeMsl MPOBENEHUS NPAKTHUUECKUX 3aHSITHH Ciexyer
0o0paTuTh BHUMaHHUE Ha CIIEAYIOIIME MOMEHTHI: Ha MPOLECC MPeIBapUTEIbHOM MOATOTOBKH, Ha
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paboTy BO BpeMms 3aHATHUS, OOpPaOOTKY IMOIYYEHHBIX PE3yJIbTaTOB, MCIPABJICHHUE MOJyYEHHBIX
3aMEUYaHui.

IIpeosapumenvras no02omoska K NPakmuieckomy 3auAmuio 3aKI0YaeTcsl B U3yUYEeHUU
TEOPETUIECKOI0 MaTepHalia B OTBEACHHOE IS CAMOCTOSATEIHHOU paObOThI BpeMsi, 03HAKOMJICHHE
C UHCTPYKTUBHBIMU MaTepHallaMU C IIeJIbI0 OCO3HAHUS 33/1a4 NMPAKTUYECKOTO 3aHATHUS, TEXHUKHU
0€3011aCHOCTH TpH paboTe B ayAUTOPHH.

Paboma 6o epemsa npoeedenuss npakmuueckoeo 3aHAMUA BKIIOYAET HECKOJIBKO
MOMEHTOB:

— KOHCYJIbTUPOBAaHHE CTYJCHTOB TMPEMOJABATEeNIIMA C [EIbI0  MPEAOCTABICHHUS
ucuepnbiBaomield  MHGOpManuu, HEOOXOAUMOW  JUISI  CaMOCTOSTEIHHOTO  BBITIOJHEHUS
MPEJIOKEHHBIX MPENo/iaBaTesieM 3a/1a4, 03HaKOMJICHHE C TIPaBUJIaMH TEXHUKU O€3011acCHOCTH;

— CaMOCTOSITEIbHOE  BBIMOJHEHHE 3aJaHUi  COrJIacHO 00O3HAueHHOM  y4eOHOi
IIPOrpaMMON TEMATHUKHU.

Obpabomka, 0000uenue TIOTYYCHHBIX PE3yJbTaTOB IPOBOJUTHCS OOYyYAOITUMUCS
CaMOCTOSITCNIFHO WJIM TIOJ PYKOBOJCTBOM TIpemnojaBaTesis (B 3aBUCUMOCTH OT CTCIICHU
CJIOHOCTH TIOCTaBICHHBIX 3a1a4). [loAroToBneHHas K ciaue Ha KOHTPOJIb U OIIEHKY paboTa
cmaercs mpernogaBarento. dopmMa OTYETHOCTH MOXKET OBITh NMHUCHMEHHAs, YCTHAs WIA JBE
OJIHOBPEMEHHO.

CamocrosiTenbHas padora.

s Gomnee yriiyOIEHHOTO M3Y4YEHHS TEMbl 3aJaHHsl [JIsl CAMOCTOATEIbHOM paboThI
PEKOMEH/IyeTCSl BBIMOIHATh MApaUICTbHO C W3YYCHHWEM JaHHOW TeMbl. [lpu BBINONHEHUU
3aJaHUil MO0 BO3MOXXHOCTH HCIIOJIb3YHTE HaIJIAHOE TWpelCTaBleHue Marepuana. bomee
noapoOHass nH(poOpMAIMA O CaMOCTOATENBHON paboTe MpeicTaBieHa B paszuenax «YdeOHo-
METOuYeckoe oOecleyeHrne CaMOCTOATEIbHOW paboThl 1O AMCHUIUIMHE (MOMIYIIIO)Y,
«Meroanueckre yka3zaHusl K CAaMOCTOSTEIILHON paboTe 1O JUCIHUILTAHE (MOIYITIO).

Iloocomoska k 3auemy, 3K3aMeHY.

K 3agety um »9Kk3aMeHy HEOOXOAWMMO TOTOBHTCS IICJICHANIPABICHHO, PETYJSPHO,
CUCTEMAaTUYECKH U C MEPBBIX JHEU 00y4eHHUs MO TaHHOW JUCIHUILTHHE.

[Tpu MOATOTOBKE K 3a4eTy W IK3aMEHY O0paTUTe BHUMAaHUE Ha MPAKTUYCCKUE 3aaHHsI Ha
OCHOBE TEOPETHUECKOT0 MaTepuaa.

[Ipn moaroToBke K OTBETY Ha BONPOCHI 3aUeTa W DK3aMEHA 10 TCOPSTHUYECKON YacTh
y4eOHOM NUCUMIUIMHBI BBIIEIUTE B BOMPOCE TJABHOE, CYIIECTBEHHOE (TIOHATHSA, MPHU3HAKHU,
KJIAaCCHU(UKAIIUY U TIP. ), TPUBEAUTE IPUMEPHI, HIDTFOCTPUPYIOIINE TEOPETHUSCKUE TTOJIOKEHUS.

[Tocne mpemmoxKeHHBIX YKa3aHUM y OOydaromuxcsl TOIKHO C(HOpMHpPOBATHCS UYETKOE
npeJicTaBICHHe 00 00beMe U XapaKTepe 3HAHWA W YMEHUW, KOTOPBIMH HaJI0 OyJIET OBJIAJIETh T10
TUCITUTLIINHE.

9. [IporpammHoe obecnieyeHne HH(POPMALMOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHA

9.1. Hnghopmayuonnsie mexnonozuu
1. [lepcoHanbHbIE KOMITBIOTEPHI;
2. Joctym k nHTEpHET

3. [IpoexTop.

4 Cucrema VOTUM.

9.2. Ilpozpammnoe obecneuenue
1. Windows 7

2. LibreOffice Writer,

3. LibreOffice Calc,

4. LibreOffice Impress

9.3. Hnghopmayuonnsie cnpagounsie cucmemol
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1. VYuusepcurerckas nadopmarmonnas cucrema POCCUSA - http://www.cir.ru/

2. I'apant
3. DIeKTpOoHHass OMOJIMOTEYHAsI CUCTEMA Y HUBEPCUTETCKas OMOInOTeKa -
http://biblioclub.ru

10. Ilepeuyenb MaTepuaIbHO -TEXHHMYECKOro oOecrevyeHHsl, HeOOXOAUMOIo Jisi
peajiu3any NpPorpaMMspl Mo y4eOHOM JUCHMILIUHE

HanmeHnoBaHuMe nmoMelnieHnii 1Ji1 MPOBeAeHUs
BCeX BH/IOB Y4eOHOM 1eATeJIbHOCTH,
Npe1yCMOTPEHHOH Yy4eOHbIM IJIAHOM, B TOM
YyHcJie MOMellleHHs /ISl CAMOCTOATe/ILHOM
padoThI, C yKa3aHUeM NepevyHsi OCHOBHOI0
000pyI0BaHNs1, Y4€OHO- HATJISAHBIX IOCOOMIA 1
HCMO0JIb3YeMOr0 MPOrPpaMMHOI0 obecreyeHust

Anpec (MecTONOJIOKEHHE) MOMeLeH il 1151
NMPOBeJAeHUs BCeX BU0B YUeOHOI
AeSITeIbHOCTHU, IPeTyCMOTPEHHOH Y4eOHbIM
IUIaHOM (B cJIydae peaju3aluu
o0pa3oBaTe/IbHOM NPOrPaMMBbI B CeTEBOI
(opme 10MOTHUTETIBHO YKA3BIBAETCSA
HAHMMEHOBaHUE OPraHU3ALNHU, C KOTOPOil
3aKJII0Y€eH JI0TOBOP)

YueOHas ayauTopus 1Jis1 NPOBeIeHUs
3aHATHH JIEKIIHOHHOT0, CEMHUHAPCKOT0
TUNA (MPaKTH4YeCKHEe 3aHATHS), TPYNIIOBBIX
U MHAWBUAYAJBHBIX KOHCYJIbTAIUIA,
TeKYILIero KOHTPOJIA ¥ MPOMEeKYTOYHOM
aTTecTaluu
OcHalleHHOCTh
o Kowmmiaekt mebenu
e uHTepakTHBHas qocka Trace Board c
YCTaHOBJIEHHON CUCTEMOMU
MHTEPaKTUBHOIO onpoca Votum-11
e  Monutop Panasonic
e [lopraruBHslii 3D BUIEOMPOEKTOP
InFocus IN 122 nns npe3eHtanuii

109542, r. Mocksa, Psi3anckuii mpocnekr, 86/1,
ctp.3, atax 3, YacTh HEXKHUIIOTO IIOMEIICHHS

bubaunorexka (YMTAJIBLHBII 32J1), IOMelLlEHUE
AJISl CAMOCTOSITEIbHOM PadoThI
o0yyarumuxcs
OcHaleHHOCTh
e Kommiekt meGenu
e  KOMIBIOTEPHI C BO3MOXHOCTBIO
nojkJtoueHus K cetu "HMutepHer" n
obecneuenueM goctyna B DM1OC
MHCTHUTYTa
® [IpUHTED
[TporpammHoOe obecrieueHue:
e Windows 7
LibreOffice Writer,
LibreOffice Calc,
LibreOffice Impress
OIIC «Cucrema I'apanT»
OBbC «YHuBepcurerckas OubInoTeKa
OHJIAWH»

109542, r. MockBa, Psi3anckuii mpocmekr, 86/1,
ctp.3, aTax 3, YacTh HEXKHUIOTO MOMELIEHUS

ITomemenne 1Jist CAMOCTOATEILHOM PadOTHI
odyuyawuuxcs. [lomenienne 1isi XxpaHeHust

109542, r. Mocksa, Psi3anckuii mpocnekT, 86/1,
ctp.3, aTax 3, YacTh HEKUIIOTO MOMEIICHUS
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U NPOPUIAKTHYECKOT0 00CTY:KMBAHUS
Yy4eOHOro 000pya0BaHust
KoMmmiekT mebenu
e KoMmbprOTEpHI ¢ BO3MOXHOCTBIO
NOAKJII0YeHUA K ceTu "NHTepHer" u
obOecnieuenueM aoctyna B OM1OC
MHCTUTYTA
® [IpUHTEP
IIporpammHoe o0ecnieuenue:

e  Windows 7

e LibreOffice Writer,

e LibreOffice Calc,

e LibreOffice Impress
YueOHas ayauTopus 1Jis1 NPpOBeIeHUs 109542, r. Mocksa, Psi3anckuii mpocnekT, 86/1,
3aHATHH JIEKIIHOHHOTO THIIA, 3aHATHH ctp.3, aTax 3, YacTh HEKUIIOTO MOMEIICHUS

CEMHHAPCKOro THNA (MPaKTHYeCKHe
3aHSATHUS), KYPCOBOI0 MPOEKTHPOBAHUSA
(BbINOJIHEHHE KYPCOBBIX pador),
rPyNNOBbIX U MHANBHIYAJIbHBIX
KOHCYJIbTALMIi, TEKYIIero KOHTPOJIS U
NMPOMEKYTOYHOM aTTeCTAllUN
KommiekT mebdesn
e [lepeHOCHbIE KOMIIBIOTEPHI (HETOYKH
Asus -11 mt.)
e KoMmekT AeMOHCTPallMOHHBIX
MaTepuajoB
IIporpammHoe o0ecnieueHue:
e LibreOffice Writer,
e LibreOffice Calc,
e LibreOffice Impress

11. O6pa3oBaTe/ibHbIC TEXHOJIOTHH

[Ipn peanuszanuu y4eOHOM JUCHMIUIUHBL «JlOKyMeHTHpOBaHHe YNpaBJIeHYeCKOM
NAeSITeIbHOCTH» TPUMEHSIOTCS pa3iiyHble 00pa30BaTelbHbIE TEXHOJIOTUH, 00ECTeYMBaIOIIUe
pa3BUTHE Yy OOY4YalOIIMXCS HaBBIKOB KOMAHJIHOM pabOThI, MEXIMYHOCTHOM KOMMYHMKAIUH,
OPUHATHS DPELICHUH, JUACPCKUX KauecTB (BKJIOYAs MPOBEJACHUE HWHTEPAKTUBHBIX JICKIIHH,
TPYIIOBBIX TUCKYCCH, aHAIN3 CUTyallil U UMUTAI[MOHHBIX MOJIEeH).

OcBoenne  yueOHOM  gucuuIUIMHBL  «/JloKyMeHTHpOBaHMe  yHpaBJeHYeCKOI
AeATEeJBLHOCTH» TpeAyCMaTpUBAaeT HCIOJb30BaHHE B Yy4eOHOM IIpollecce AaKTUBHBIX U
MHTEPAKTUBHBIX (OPM MPOBECHHs YUeOHBIX 3aHATHH B BHJIE JUCKYCCHH, pa30opa KOHKPETHBIX
CUTyalluii W TPAKTHUYECKHX 3a7ad B COUYETAHWM C BHEAYJAUTOPHOM paboTO C IEJbI0
(dbopmMHpOBaHUS U pa3BUTH MPO(HECCHOHAIBHBIX HABBIKOB 00YUaIOIIUXCS.
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