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PabGouast mporpamMma y4eOHOUW TUCHUTIINHBI «/[0KyMeHTHpOBaHHMe yNpaBJieHYeCKOil
AesiTeIbHOCTH» pa3paboTtana BonkoBoit M.A.

PabGouast mporpamMma y4eOHOW TUCHUILIMHBI «lOKyMeHTHpPOBaHHE YNpPaBJeHYeCKOM
JesITeJIbHOCTH» pa3paboTaHa Ha OCHOBAHUHU (heAepaIbHOTO TOCYAapPCTBEHHOTO 00pa3oBaTeib-
HOTO CTaHJIapTa BBICIIETO 00pa30BaHUs - MarucTparypa o HampasieHuto nmoarotosku 08.04.01
CTpouTtenbCcTBO, YTBEPKIEHHOI0 IIpUKa3oM MuHucTepcTBa 00pa3oBanus U Hayku Poccuiickoit
®Oenepannu ot 31 mast 2017 r. Ne 482, yyeOHOTrO0 1m1aHa 110 OCHOBHOM MpodecCHOHAIBHOM 00pa-
30BaTEIbHON MPOrpamMMe BbICIIEro 00pa3oBaHus 1o HanpasiaeHuto noarorosku 08.04.01 Crpo-
HUTeJIbCTBO.
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1. O01mue moJoKeHus
1.1. leab v 3224y TUCUHUILIMHBI

Lenbto aucuuIInHbl «J{oKyMeHTHpOBaHHE YIPAaBICHUYECKON AEITETbHOCTUY SIBISIETCS
npuodpeTeHre 00yJaroIUMUC TEOPETUYECKUX 3HAHUN U MPAKTUYECKMX YMEHUN 1 HaBBIKOB B pa-
oore ¢ JOKYMCHTaMH, KOTOPBIC HCO6XOI[I/IMBI AJI1 AOKYMEHTHPOBAHUA YITPABJICHUYCCKUX IIPOLECCOB
OpraHM3aIHy.

3aia4yu TUCHUIUINHBIL:

- U3Y4YEHUE OCHOBHBIX TOJIO)KEHHUI W CTaHIAPTOB IO JOKYMEHTHPOBAHUIO YIpPaBJICHYE-
CKOM J1eTeNbHOCTH,

- O3HAKOMJICHHE C COBPEMEHHBIMU CIIOCO0AMU U TEXHUKOU CO3/IaHUs JOKYMEHTOB,

- BbIpabOTKa MPAKTUYECKOIO HaBbIKAa B pa3pabOTKE OCHOBHBIX CIIyKEOHBIX JOKYMEHTOB
PErIaMeHTUPYIOIIUX YIIPABICHUYECKYIO AEATEIbHOCTD,

- OBJIaJICHUE MIPUEMAMH U HaBBIKAMU PAOOTHI C PA3IUYHBIMU JOKYMEHTAMH, PAllMOHAIIb-
HOM OpraHu3aluu JOKyMEHTO000pOTa Ha MPEANPUSATHH.

1.2. Mecto y4ye0HO#i AMCHMILUIMHBI B CTPYKType OCHOBHOW mnpodeccHoHaTbHOM
o0pa3oBaTeJIbHOM MPOrPaMMBbl.

JycuumiuHa peaau3yercs B 4acTH (OpMHUpPYyEeMON ydacTHUKaMU 0Opa30BaTENIbHBIX OT-
HOLIEHUH U sIBIIseTCS (PaKyIbTaTUBHOM.

1.3. Ilnanupyemble pe3yabTaTbl O0yYeHHUS MO y4eOHOH AUCHUILIMHE B PaMKax
IVIAHMPYEMbIX Pe3yJIbTATOB OCBOCHHSI OCHOBHOI NpodeccMoHA/JIbLHOH 00pa3oBaTe/IbHOM
NpOrpaMmsbl.

[Iporiecc ocBoeHHMs y4eOHOH TUCHMIUIMHBI HampaBieH Ha (OPMHPOBAHUE Y
oOyuaromuxcs cneayronux kommerennuii: OIIK-2, OITK-4.

B npouiecce nzyuenus JUCHMILIMHBL y 00YYarOIMXCs JOKHBI ObITh chOPMHUPOBAHBI Clle-
JQYIOIIHAE KOMIETCHIINHN:

Kon
komrie- | Coxep:kaHne KOMIETEHIIMH WNHaukaTopsl JOCTHKEHUS] KOMIIETEHIIUI
TEHIIUU
OIIK-2 | CriocobeH aHamu3upoOBaTh, OIIK-2.1.
KPUTHYECKH OCMBICIUBATH U COop u cucteMaTu3alus HayYHO-TEXHUUECKOMN HH-
HpeACTaBIATh HH(POPMALIUIO, (dopmanmu o paccMaTpUBaeMOM OOBEKTE, B T.U. C

OCYIIECTBIISATh IOUCK HAYYHO- | UCIOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHH
TEeXHUYECKOH MH(pOpMaIHH,

npuoOpeTaTh HOBBIC 3HAHUS, B OIK-2.2.

TOM YHCJIE C TIOMOIIBIO NH- OHeHKa AOCTOBECPHOCTHU HaquO-TeXHquCKOﬁ HH-

(GhOpMaIIMOHHBIX TEXHOJIOTHI (dbopmaruu o paccMaTpruBaeMOM OOBEKTE
OIIK-2.3.

Hcnonp3oBaHne cpeicTB MPUKIIAIHOTO TPOTPaAMM-
HOTO oOecrieueHust i 000CHOBAaHHUS PE3yJIbTaTOB
pereHus 3a1a4i TpopeCCHOHATBHOMN e TeIbHOCTH

OIIK-2.4.

Wcnonb3oBanue nHpopMamoHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH U1 0OpMIICHUS
JIOKYMEHTAIlMU U NpeACTaBIeHUs] HHPOpMaIuu




OIIK-4 | CnocobeH UCIIoIp30BaTh U OIIK-4.1.

OIIK-4.4.

OIIK-4.5.

pa3palaThIBaTh IPOEKTHYIO, Br16op aelicTByromIeii HOpMAaTHBHO-TIPABOBOH JTOKY-
pacropsaUTEIbHYIO JOKYMEH- | MEHTAllUHU, perjJaMeHTUpYollel npodeccuoHab-
TalHIo, a TAKXKE YYaCTBOBATh B | HYIO JACATEIBHOCTD

pa3pabOTKe HOPMATHUBHBIX OIIK-4.2.

IIPaBOBBIX aKTOB B 00JIACTH Br160p HOpMAaTUBHO-TEXHUYECKOM HH(pOpMAIHN IS
CTPOUTENIBHOM OTPAciu M XKHU- | pa3paOOTKU MPOEKTHOM, pacCOPSIAUTEIbHON JOKY-
JMIHO-KOMMYHAJIBHOT'O XO- MEHTaLUU

3s1CTBA OIIK-4.3.

[TonroroBka u ohopMiIeHHE MPOSKTOB HOPMATHBHBIX
Y PacHOPSAIUTEIIBHBIX JOKYMEHTOB B COOTBETCTBUH C
NEHCTBYIOIMMU HOPMaMu U IpaBUIaMU

Pa3paboTtka u opopmiieHHE TPOSKTHOM TIOKyMEHTa-
IIUM B 00JIACTH CTPOMUTEIILHON OTPACIH U JKHIIUIIHO-
KOMMYHaJIBHOI'O XO35IICTBA B COOTBETCTBUU C JCH-

CTBYIOLLIMMU HOpMaMH

KOHTpOHL COOTBCTCTBHUA HpOGKTHOﬁ JAOKYMCHTallUKU
HOPMAaTHBHBIM Tp€6OBaHI/I$IM

2. O0bem y4eOHOM JUCHUILIHHBI, BKJIIOYAS KOHTAKTHYI0 padoThl
o0y4yawuierocs ¢ npenoaBarejaeM U CAMOCTOATEIbLHYI0 padoTy 00y4aromerocst
OO01ast TpyA0€MKOCTh Y4EOHOH TUCHUIUIMHBI COCTABIISET 2 3aUE€THBIX €ANHMII.

QOunas popma 0dyuenusn

Cemectp
Bun yue6HO# paboThI Bcero wacos )
AyauTOpHBIE Y4eOHBIC 3aHATHS, BCEro 32
B ToM uucne:
YyeOHble 3aHATHS JEKIIMOHHOTO TUIIA 16
IIpakTHuecKue 3aHATHS 16
CamocrosiTesibHasi padoTa 00y4alOUINXCH, BCEro 36
B ToM uucae:
CamonoaroroBka 16
Joknanel/pedepats 10
TectupoBanue 10
KoHTpoJib: BHJ NPOMEKYTOYHON aTTeCTAllNH 4 3ayer
(3auer)
OO0masi Tpy10eMKOCTh Y4eOHOM 11 CHUIITHHbBI 72 72
Quno- 3aounan gpopma 0d6yuenusn
Cemectp
Bun yuebHoi paboTbl Bcero gacos 5
AyauTOpHBIE Y4eOHbIe 3aHATHS, BCEro 30
B ToM uucae:
YueOHbIe 3aHATHS JEKIIMOHHOTO THUTIA 14
IIpakTHuecKue 3aHATUS 16
CamocTosiTe/ibHasi paboTa 00y4arIMuXcsi, BCEro 38




B ToM uncre:
CamMmonoaroroBka 18
Joxnaasl/pedepatbl 10
TectupoBanue 10
KoHTpoJib: BUJ NPOMEKYTOYHOM aTTeCTalluH 4 3ayer
(3auer)
OO0masi Tpy10eMKOCTh Y4€OHOM 11 CHUIIITHHbBI 72 72
3aounan popma 0dyuenus
Cemectp
Buy yuebnol paboThl Bcero gacos )
AyauTOpHbBIE Y4eOHbIe 3aAHATHS, BCET0 16
B Tom uncne:
YueOHbIe 3aHATHS JIEKIIMOHHOTO THIIA 6
IIpakTHuecKue 3aHATHS 10
CamocrosiTesibHas padoTa 00y4aKIIHMXCsl, BCEro 52
B Tom uncne:
CaMOomnoaroToBka 22
Joxnanpl/pedepaTsl 15
TectupoBanue 15
KoHTpoJib: BUI IPOMEKYTOUHOM aTTECTALNH 4 3auer
(3auer)
O01masi Tpy10eMKOCTh Y4e€0HOM TUCIIUIIHHbI 72 72

3. Copep:xkanue y4eOHOM TUCHUIIMHBI

3.1. Yueono-memamuueckuii nnan no ounou gpopme odyuenusn

O0beM ayIUuTOPHBIX 3aHATUH cocTaBiser 32 u.
O06beM caMmocTOsTENIbHOM paboThl — 36 .

Ounas popma obyuenus

Ne
/

. @DOopMbI KOHTPOJISE OCBOEHHUS 00Y-
Bunsl yueGHOM paboTHI, .
AKAZIOMITECKIIX HTACOB YaOIUMHUCS yIeOHOH TUCIIUTIIN-
HbI
KonTaktHas padora Texymui KoH- [Ipomexy-
\ y y
& npenojaBaress ¢ TPOJIb OCBOCHHMS TOYHas at-
g oOy4aromumMucs 00yJaromuMucs TecTanus
g y4eOHOH Tuciu- o0yyaro-
8 TUTHHBI IAXCSI
<
=
Monynb, pa3zaen (Tema) 3 =
o 8 ® < E 2
() a 9 = & =
5] o = an! ] <
aa) 3~ = I~ = =
i o ” 5 5
=
=| o o) 2 B = 5
5 ) & & 2 = N
e Q s ) o [3a) <
= M S o = = ™
S = = 5 8
& 5 = 3 5)
Q =
) bl 2 = =
= = < 5]
= =¥ ~
@) =




Tema 1. lokymeHTO000-
1 | pot 1 popmsI ero opra- 18 9 8 4 4 + +
HU3ALIUH.
Tema 2. Opranusanuos-
2 | HO-pacnopsiguTeNbHas 18 9 8 4 4 + +
JIOKYMEHTalUs
Tema 3. OpranuzanuoH-
3 P B 18 9 | 8| 4 4 + +
HO-TIPABOBBIC JOKYMEHTBI
Tema 4. JlokyMeHTaIus
4 | mo opraHu3aluu MPOU3- 18 9 8 4 4 + +
BOJICTBA
BCEI'O YACOB 72 36 32| 16 16 4
3.2. Yueono-memamuueckuii nnian no 04Ho-3a04H0i popme odyuenus
O0beM ayIUTOPHBIX 3aHATUH cocTaBiseT 30 u.
O06beM camocTosTENIbHOM padoThl — 38 u.
Ouno-3aounas popma obyuenus
. ®opMBI KOHTPOJISI OCBOCHUS 00Y-
Bunet yueGHoI paboThI, P p . y
YaIOMUMHUCS YICOHOU TUCIUTLITU-
aKaJIEeMUYECKNX YaCOB o
HBI, PEUTUHTOBBIX 0AJJIOB
4 KoHnrakTHas pabora Tekymuit KOHTPOJIb [Tpome-
| mpemonasaTes ¢ 00y- | OCBOCHHS 00y4aro- | XKyTO4Has
g YAOIIUMHUCS HIUMHCS YIeOHOM aTTecra-
No g JUCITUTUTAHBI st 00y-
YAIOIIUXCS
n/ | Mogyns, paznen (Tema) % 5 o
o —
1 5|5 & = & =
Al 3 g S & = 2
5 2 o = ¥ = g o =
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Tema 1. JlokymeHnT0000-
1 | poT 1 dopmsI ero opra- 18 | 10 10 4 6 + +
HU3AIINY.
Tewma 2. OpranuzanmoH-
2 | HO-pacnopsAauTeNIbHAs 18 | 10 10 4 6 + +
JIOKYMEHTaITUS
Tema 3. Opranuzanmon-
3 p H 18] 9 5 | 3 2 + +
HO-TIPABOBBIC TOKYMEHTBI
Tema 4. JlokymeHTanus
4 | mo opraHu3anuu MNpoun3- 18 9 5 3 2 + +
BOJICTBa
BCET'O YACOB 72 | 38 30 14 16 4

3.3. Yueono-memamuueckuii nnan no 3aounoiut popme 0oyuenusn
O0beM ayIUTOPHBIX 3aHATUH cocTaBiser 16 u.
O06beM caMoCTOSTENIbHOM paboThl — 52 4.




3aounas hopma ob6yuenus

Bupl yaeOHO# paboThI,
aKaJeMIYECKHX 9acOB

@DopMBbI KOHTPOJISI OCBOCHHS 00Y-
YAOMIMMHUCS YIeOHOU TUCIIUILIHI-
HbI, PEUTUHTOBBIX 0AJJIOB

KonrakTHas pabora Tekymuii KOHTPOJIb IIpo-
= | Openozasarens ¢ 00y- | OCBOeHHs 00yYalOUIU- | MEXy-
§ YaIOUUMUCS MUCS Y4eOHOU Iuclu- | TOYHAs
% TUUTMHBI aTTe-
2 cTanus
<
2 o0Oy4a-

Ne S FOILIMX-
n/ | Monyns, pa3aen (Tema) s csl
n = 8
2| & 2
25 g = z
< = = ) <
T = < = =
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Tema 1. JoxkymeHTOO000-
1 | pot u opmsl ero opra- 18 | 13 5 2 3 + +
HU3AIIH.
Tewma 2. OpranuzanmoH-
2 | HO-pacnopsaauTeNIbHAs 18 | 13 5 2 3 + +
JIOKYMEHTaIUs
Tema 3. Opranuzanuon-
3 P B 18 13| 3 | 1 2 + +
HO-TIPABOBBIE JOKYMEHTBI
Tewma 4. JlokymeHTaIus
4 | mo opraHu3anUy NPOU3- 18 | 13 3 1 2 + +
BOJICTBA
BCEI'O YACOB 72 | 52 16 6 10 4

4. Y4eOHO-MeTOAMYECKOE oOOecTeYeHHe CAMOCTOATEJbHOH pPadoThl 00y4AIOIIUXCHA IO

yueOHOM TMCHMILINHE

Tema 1. IokyMeHT0000pPOT U (pOpPMBI €10 OpraHu3anuu
®opmbl opraHu3zanuu paboTsl ¢ JoKyMeHTaMHu. PaboTa ¢ KOH(pHIEHIMATbHBIMHU JIOKY-
MeHTamu. HomeHkaTypa zien opraHuzanuu. JKClepTU3a HEHHOCTH JOKyMeHTOB. Peructpanus
U cucTeMaTh3alus JOKYMEHTOB. KOHTponb MCHOIHEHMsSI AOKYMeHTOB. DOopMHpOBaHHE €Il
IToaroToBKa TOKYMEHTOB K apXMBHOMY XPAHEHUIO. XpaHEHUE JOKYMEHTOB.
YHuduuupoBaHHas cuctemMa JoKyMeHTanuu. O0mepoccuiickuii kiaccuukaTop yrnpas-

JEHYECKON  JOKYyMEHTalUH.

CoctaB wu odopmieHue

pacnopsIUTENbHON JOKYMEHTAIMU. bl1aHKu JOKyMEHTOB.
Bomnpocel 11 caMONOATOTOBKH

1. TokyMeHTO000pOT U (OPMBI €T0 OpraHu3aALUN
2. Vaudukanus u cTaHAapTU3aLus B 1€TONPOU3BOJICTBE.

PEKBU3UTOB

OpraHU3aIMOHHO-




3. JlemoBoe mucbMO
@®opMbI KOHTPOJIA CAMOCTOSAITEJILHOIH PadoThl 00y4aKOIIMXCS: MPOBEPKAa OTBETOB HA
BOIIPOCHI CAMOTIOJITOTOBKH.

Tema 2 Opranu3anuoOHHO-PACTIOPSAANTEIbLHAS TOKYMEHTANUSA

[TocTanoBneHus:, peuieHusi, yKkazanus, pyuKa3bl, pacliopsHKeHUs], BEITUCKUA U3 TPUKA30B U
JIPYTUX OpraHU3alMOHHO-PACIOPSAIUTENIbHBIX JTOKyMEHTOB. [loAroToBKa pacmopsauTenbHbIX
JTOKyMeHTOB. WH(}OpMamoHHO-CITPaBOYHBIC JOKYMEHTHI.

[ToaroroBka pacrnopsIMTENbHBIX JOKYMEHTOB. M3ydyeHue cyiecTBa BOIpoca, MoAroToB-
Ka IIPOEKTa JOKyMEHTA, COIVIaCOBAaHUE JIOKyMEHTa, noanucanue. Koncratupyomas U pacrnopsi-
JUTeNIbHAs YacTU PAcTIOPSIAUTEIHHOIO JOKYMEHTA.

Bomnpocsl 111 caMOnoOATr0TOBKH

1. Opranu3aioOHHO-pacHoOPsAIUTEIbHAS JOKYMEHTAIHS.

2. IloaroroBka pacrnopsiANTENIbHBIX TOKYMEHTOB.

3. MUudopMainoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

@opMBbI KOHTPOJISI CAMOCTOSITE/ILHOI PadoThl 00y4alolUXCs: IPOBEPKAa OTBETOB Ha

BOIIPOCHI CaMOIIOAIOTOBKH.

Tema 3. Opranu3aluoOHHO-NIPABOBBIE IOKYMEHTbI

YcraB, NON0XKEHUE, UHCTPYKLMS, PETJIaMEHT, JOLKHOCTHAS MHCTPYKIMS, INTATHOE pac-
[UCaHHUeE.

Bonpocs! 1J1s1 caMONIOATOTOBKH

1. Opranu3anoOHHO-IIPABOBHIE IOKYMEHTBHI.

2. DxoHOMHUYECKast 3PPEKTUBHOCTh U KOHKYPEHTOCIIOCOOHOCTD HOBOM MPOYKIIHH.

®opMBbI KOHTPOJISI CAMOCTOATEIHLHOH PadoThl 00y4arOIIUXCsA: IPOBEPKAa OTBETOB Ha
BOIPOCHI CAMOIIOATOTOBKH.

Tema 4. /lokymMeHTanusi 10 OPraHU3ANMHA NPOU3BOACTBA

JIOKyMeHTaI¥s 110 TPYAOBBIM OTHOIIEHHIM. JIMUHOE €70 U TpyAoBasi KHM)KKa pabOTHH-
Ka.

ByxranTtepckas 1 ¢uHaHCOBO-pacueTHas JOKyMeHTarws. OCHOBHBIE BUIBI JOKYMEHTOB
10 (MHAHCOBO-PACYETHBIM ONEPALUAM: IEHEKHBIH YK, pacUeTHBIN YeK, YeKOBbIE KHIKKH, CUe-
Ta-(paKTypbl, aKThl PEBU3HH, TUIATSKHBIC TIOPYUCHHUS, JIUIEBBIE CUETA.

JIOKyMEHTBI 10 CHAOKEHMIO U COBITY.

Bomnpocs! 1J1s1 caMONOAT0TOBKH

1. byxranrepckas ¥ (MHAHCOBO-pacyeTHas JOKyMEHTALHS.

2. JIOKyMEHTBI 110 CHa0KEHHIO U COBITY.

(I)OprI KOHTPOJIA CaMOCTOSITEIbHOI paﬁoTbI oﬁyqaloumxca: IMPOBEPKa OTBETOB HA
BOIIPOCHI CaMOIIOATOTOBKHU.

S. ®oHx OLEHOYHBIX CPEACTB I NPOBEACHHMA TEKylled U IPOMEKYTOYHOMI
arrecTalMu 00y4aOIIMXCS M0 Y4eOHOM THCIUIINHE

5.1. ®opma npoMeKYTOYHOIH aTTeCTAMU 00Y4AKOIIErocs Mo y4eOHOH JUCHMILINHE.

KoHTpoibHBIM MeponpuaTHeM MPOMEXYTOUHOM aTTecTallud o0ydaromuxcs Mo y4eOHoH
JUCLUTUIMHE SIBIISETCS 3aueT (2 ceMecTp), KOTOPbIi MPOBOIUTCS B YCTHOM (Gopme.



5.2. IlepeyeHb KOMIIETEHI M ¢ YKa3aHHeM 3TANoOB UX (POPMHPOBaHUs B IpoLecce
0CBOCHHUs1 00pa30BaTEJIbHON IPOrPAMMBI.

Pesynbrarsl PesynbraTel 00yde-
Kon Coneprxanue oOyueHus HUS
WNHaukaTophl 1OCTUKEHUS
KOoMIIe- KOMIIETEH- N
KOMIIETEHIINH
TEHLIUH 1007071
OIIK-2 | Cnocoben Komnonentsr | OIIK-2.1. 3HATB: OCHOBHBIC
aHaJIM3upPo- KOMIIC- COop u cucremMaru3anus HAIpaBJICHHUA IOUCKa
BaTh, KPUTHU- | TEHLIMH COOT- | HAYYHO-TEXHUYECKON MH- | HAYTHO-TEXHHIECKOH
YECKH HOCATCS ¢ CO- | (hopMarmu 0 paccMaTpu- | MHdopmarim
OCMBICITU- JepKaHEM BaeMOM OOBEKTE, B T.4. C
BaTh U Npel- | JUCLH- UCTOJIb30BaHUEM HH(DOP-
CTaBIIATH IUIMHBL KOM- | MALMOHHBIX TEXHONOrMH | © METh: AHATH3NPOBATE,

KPUTHYCCKHU OCMBICIIN-

nHpopMa- METEHIIUS pe- P
OIIK-2.2. BaTh U MPEJCTABIATh
LU0, OCY- anu3yercs o
LIECTBIISATh YaCTUYHO OrierKa 10CTOBEPHOCTH HHPOPMALITIO
IIOUCK Hay4- HAyYHO-TEXHUYECKOMN UH-
HO- -
X HIECKO (bopmaiuu o paccmarpu Baanerb: HaBbIKaMH
Ba€MOM OOBEKTE pHOGPETEHHS HO-
uipopua- BbIX 3HAHUH, B TOM
MU, TPHOO- OIIK-2.3. ’

CTATE HO- YHUCJIE C TOMOIIBIO
p Hcnonb3oBanue cpeacTs MH(OPMALIOHHBIX
BBIC SHaHUA, IMPUKJIAAHOI'O IporpaMm- TEeXHOJIOTUH
B TOM YHCJIE

HOT'0 00ecTeueHus 11
C IOMOLIBIO
mH OpMAI- 000CHOBaHHUS PE3yJIbTAaTOB
OHHBIX TEX- peUIiCHUs 3aJa49n HpO(I)eC—
HOJIOTUH CUOHAJIBHOU JIEATEIbHO-

CTH

OIIK-2.4.

Hcnonb3oBanue uupop-

MaIMOHHO-

KOMMYHUKAIIUOHHBIX TEX-

HOJIOTUH 11 0OPMIICHHUS

JNOKYMEHTALUU U Npea-

CTaBJIeHUs HH(OpMALIUU

OIIK-4 | Crocoben Komnonentsr | OIIK-4.1. 3HaTBL: HOpMATHB-
HUCIIOJIBb30- KOMIIC- BI)I60p )ICP'ICTBYIOHIeﬁ HO-TIPABOBbLIE AKTOB
BaTh U pa3- TEHIUU COOT- | HOPMATHUBHO-IIPABOBOM B 06J1aCTH CTPOH-
pabaTbIBaTh | HOCSITCS C CO- | IOKYMEHTAllUU, PerJia- .
. TEJIbHON OTpaciu u

IIPOEKTHYIO, | JEpKaHUEM MEHTHpYIOLIEH mpodec-

KUJTUTITHO-
pacnopsau- | IUCIU- CHUOHAJIbHYIO JIEeSATENb- JTAIIHO
TENbHYIO JI0- | IUIMHBI, KOM- | HOCTh KOMMYHAJIbHOTO XO-
KyMEHTa- nereHus pe- | OIIK-4.2. 3s51ICTBA
LU0, & TAK- | aIU3yeTcs Br16op HOpMaTHBHO-

K€ y4acTBO- | YaCTUYHO TEeXHUUYECKO HHPopMa-
BaTh B paz- L s PaspabOTKU PO~ | yrurar s om0
paboTke €KTHOM, pacropsiuTeb-

BaTh U pa3pabdaTsl-
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HOpMaTHUB- HOM TOKyMEHTaluu BaTh IIPOEKTHYIO,

HBIX IIpaBO- OIIK-4.3. pacropsauTeIbHy0

BBIX aKTOB B [ToaroroBka u opopmiie- JTOKYMEHTAIIHIO

obnacTtu HUE MPOEKTOB HOPMATHB-

CTPOUTEIb- HBIX U PACIOPSIIUTEIbHBIX

HOM OTpaciu JIOKyMEHTOB B COOTBET-

Y KUJIUIIHO- CTBHU C JAEHCTBYIOIIUMH Biajers: HaBbIKaMu

KOMMYHaJlb- HOpMaMU U NpaBUIaMHU pa3paboTKn HopMa-

HOT'O XO3sTi- OIIK-4.4. TUBHBIX MPABOBBIX

CTBa PaspaboTka u ohopmite- aKTOB B 061132“’1
HHE IPOEKTHOM JoKyMeH- | CTPOUTEILHOM OT-
TaIlMM B 00JIACTH CTPOH- paciii ¥ XHIHIIHO-
TEJILHOM OTPACIIH U XKH- KOMMYHAJILHOTO XO-
JMIIHO-KOMMYHAJIBHOTO 34uCTBa

XO035ICTBA B COOTBETCTBUHU
C JEHCTBYIOLIMMH HOpMa-
MH

OIIK-4.5.

KoHTposib cOOTBETCTBUS
MPOEKTHOM IOKYMEHTAIIUH
HOPMAaTHBHBIM TpeOOBa-
HUSIM

5.3. Onucanue mnoka3arejeili M KpHUTepHEeB OLEHUBAHMS KOMIIETEHUMI Ha
Pa3IHYHBIX 3TANAaX UX GOPMHPOBAHHUS, ONIMCAHME IKAJ OLICHUBAHUS

Kon Dtansl popMupoBaHus komre- | MHCTpyMeHT, ouenn- | Ilokasarens olleHUBaHMS KOMIIC-
KOMITE- TCHIHU BaroIHii copmMupo- TCHILUH
TEHLNH BAaHHOCTbh KOMITCTEH-
ouu*
OIIK-2 | Oran ¢popmupoBanus 3Hanue- | Jokman/pedepat* A) TOJHOCTBIO CPOpMHUpPOBAHA - 5
OIIK-4 | BOit OCHOBBI KOMIIETEHITHI TectupoBanue™ OaytoB
(3Tan hopmupoBaHus conep- 3ayer * B) wactuuno copmuponana - 3-4
KATEILHO-TEOPETUIECKOTO Oanmna
0a3rca KOMIETEHIIH) C) He chopmupoBana- 2 1 MeHee
JleKuMOHHbIE ¥ TPaKTUYECKHe OaiioB

3aHATHS 110 TEMaM:
Tema 1. JJokyMeHTOOOOPOT U
(hOopMBI €ro OpraHu3aIuy.
Tema 2. Opranu3aliluOHHO-
pacnopsiiuTeNnbHas JOKyMEH-
TaIus

Tema 3. OprannzannoHHO-
MPaBOBBIE TOKYMEHTHI

Tewma 4. JlokymeHTaIws 1Mo
OpraHH3alMU IPOU3BOJICTBA

*XapakTepuCTUKH HHCTPYMEHTOB (CPECTB), OLCHUBAIOIIMX CHOPMHUPOBAHHOCTH KOMITCTCHITHIA:

Pedepar — mpoIyKT caMOCTOSTENbHON pabOTHl CTYJEHTA, MPEACTaBISIONNN coOOH
KpaTKO€ U3JI0)KEHUE B NMHMCbMEHHOM BHJIE TOJYYEHHBIX PE3YyJIbTAaTOB TEOPETHYECKOTO AHAIN3A
OTpe/ielIeHHOW Hay4HOU (y4eOHO-HMCCIeI0BaTeNbCKON) TEMBI, TJI€ aBTOP PACKPBIBAET CYTh HC-
ciexyeMoi nmpoOieMbl, IPUBOIUT pa3IMUHbIe TOYKU 3PEHUSI, a TaKKe COOCTBEHHBIE B3IJISIbI Ha
Hee. B pedepare nomkHa OBITH pacKpbITa TeMa, CTPYKTypa JOJDKHA COOTBETCTBOBATh TEME U
OBITH OTpaXK€Ha B OTJIABJICHUHU, pazMep padoThl — 10-15 cTp. meyaTtHoro TeKcTa (CIMUCOK JTUTepa-
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TYpbl U TIPUJIOKEHUS B 00bEM HE BXOJIAT), CHA0KEHHOTO CHOCKAMHU U CIIUCKOM HCIOJIb30BaHHON
auteparypsl. TekcToBas 4acTb pabOTHI COCTOMT M3 BBEACHUS, OCHOBHOW YAaCTH M 3aKJIIOUYCHHS.
Bo BBeneHun obyyaronmiics KpaTko 0OOCHOBBIBAE€T aKTyaJIbHOCTh M30paHHOM TeMbl pedepara,
pacKphIBaeT LENb U 3a]1a4d, KOTOPble OH COOMpPAETCs PEIIUTh B XOJ€ CBOEro HEOOJBIIOro MC-
cienoBaHus. B oCHOBHOI yacTu (MOXKET COCTOSTh U3 2-3 maparpadoB) MOApPOOHO pacKpbIBaeTCs
CoJiepKaHHEe BOMPOCOB TEMbI. B 3aKkimroueHNH AOIKHBI OBITH KPAaTKO C(HOPMYITHPOBAHBI MOIY-
YEHHBIE PE3yJIbTaThl UCCIEIOBAaHUS, PUBEIEHBI 0000IIAIONINE BBIBOABL. 3aKIIOYEHHE MOXKET
BKJIIOUATh IPENJIOKEHUSI aBTOPA, B TOM YHUCIIE U 1O JajbHENIIEMY M3y4YEHUIO 3aUHTEPECOBaB-
nieit ero npodaemsl. B cnircok nuTeparypbl 00y4arouiicss BKIIIOYAeT TOJIbKO T€ U3JaHUs, KOTO-
pble OH HCIIOJIL30BAJI NP HamucaHuu pedepata (He MeHee 5-7). B Tekcre 00s13aTeIbHBI CCHUIKH
Ha HMCIOJIB30BAaHHYIO JUTEPATypy, ohopmieHHbie B cooTBeTcTBUU ¢ [[OCToM. B mpunoxkenun
pedepary MOTYT BEIHOCHTBCS TaOJIUIBI, TpaUKH, CXEMBI U APYTrUe BCIOMOTaTeIbHbIE MaTepHa-
JIbI, HA KOTOPBIE UMEIOTCS CCBUTKK B TekcTe pedepata. Kpurepum ouenku pedepara: 1) Cre-
IICHb PACKPBITUS CYIIHOCTH BOIIPOCA: a) COOTBETCTBHE IUIaHA TeMe pedepaTa; 0) COOTBETCTBUE
coJlep’KaHusl TeMe M MIaHy pedepara; B) MOJHOTA MPOAHATU3UPOBAHHOIO MaTepuaja 1Mo TEME;
yMEHHE paboTaTh ¢ OTEYECTBEHHBIMU U 3apyOeKHBIMU HAYYHBIMU WCCIICIOBAHUSMH, KpUTHYC-
CKOH JHUTepaTypoii, MepUOJUKON, CUCTEMAaTU3UPOBATh U CTPYKTYpPUPOBATh MaTepuai; I') o0oc-
HOBAHHOCTh CIIOCOOOB M METOJI0B padOThI ¢ MaTepUaioM, aJIeKBaTHOE U [IPAaBOMEPHOE UCIOJIb-
30BaHUE METOJIOB KJIACCHU(PUKAIIUU, CPABHEHUS U JIp.; €) yMEHHE 00001IaTh, e/1aTh BBIBObI, CO-
MOCTABJIATh PA3JUYHBIE TOYKU 3PEHUS MO OJHOMY Bompocy (mpobieme). 2) OpUTrHHAIBHOCTH
TEKCTa: a) CAMOCTOATEIHHOCTh B TOCTAHOBKE MPOOIeMbl, (POPMYIHMPOBAHUE HOBOTO aCIEeKTa U3-
BECTHOM NMpOoO0JIEMBbI B YCTAHOBJICHUH HOBBIX CBSI3€H (MEXIPEIMETHBIX, BHYTPUIPEIMETHBIX, NH-
TErpalMoOHHbIX); 0) SIBICHHOCTh aBTOPCKOM MO3UIIMHU, CAMOCTOSTEIILHOCTh OIICHOK U CY)KJICHUH;
1) CTHJIEBOE €IMHCTBO TEKCTA, €AMHCTBO KAHPOBBIX 4epT. 3) OOOCHOBAaHHOCTH BHIOOPA UCTOU-
HUKOB: a) OLIEHKA MCIOJIb30BAaHHOW JINTEPATYPhI: MPUBJICUCHBI JIU Hanbosiee N3BECTHbIE PaOdOTHI
10 TeMe UCCIEeNOBaHMA (B T.4. )KypHAJIbHBIC ITyOIMKALUN MOCTIEIHUX JIET, MOCIeIHUE CTaTUCTH-
Yyeckue JaHHbIe, CBOJAKHU, CIpaBku U T.1.). 4) CobOmonenue TpeboBaHui K 0GOPMIICHHIO: a)
HACKOJIbKO BEPHO O(OPMIIEHBI CCBIJIKUA Ha MCIIOJIb3YEMYIO JINTEPATypy, CIIUCOK JIUTEPATyphl. O)
OLIEHKAa TPaMOTHOCTH M KYJIbTYpbl M3JI0KEHHUS (B T.4. opdorpapuueckoil, MyHKTyallMOHHOMH,
CTUJIMCTUYECKOMN KYJbTYpHI), BIaJCHUE TEPMUHOJIOTHEN; B) cOOMt0IeHne TpeOOBaHUM K 00BEMY
pedepara.

Joxyiag — mpoayKT CaMOCTOSITENHHOM pabOThI 00YYArOIIETOCs, MPEACTABISIOMNN co00
nyOIMYHOE BBICTYIJICHHE IO MPEICTABICHHUIO MOJYYEHHBIX Pe3yJIbTaTOB PELICHUs ONpeesieH-
HOM y4eOHO-IIPaKTHUECKOHM, y4eOHO-HCCIe10BaTeIbCcKOW WM HayyHOW Tembl. [lokman — 3To
Hay4YHOE COOOIIEHHE Ha MPAKTHUYECKOM 3aHSATHH, 3aCE€JaHUU HAYYHOTO KpYy)KKa MM y4eOHO-
TeopeTnueckoi koH(pepeHunu. Kpurepun oneHKH J0KJIaja: COOTBETCTBUE COJIEP)KaHUS 3asB-
JIEHHOW TEeMe€; aKTyaJIbHOCTb, HOBU3HA M 3HAYMMOCTb TEMBI; apIyMEHTHPOBAHHOCTb, IOJIHOTA,
CTPYKTYPUPOBAHHOCTh U JIOTUYHOCTh M3JI0KEHHS; CBOOOTHOE BJIaJIEHUE MAaTEPHAIOM: MOCIIE0-
BaTEJIbHOCTb, YMEHUE BECTH IUCKYCCHIO, INPABUJIBHO OTBEYAaTh HAa BOMIPOCHI; CaMOCTOSITEINb-
HOCTb, CTE€TIEHb OPUTHHAIBHOCTHU MPEAJIOKEHHBIX PEIICHNUH, HIUTFOCTPATUBHOCTH, 0000IIEHUN 1
BBIBOJIOB; HaJMuuWe COOCTBEHHOTO OTHOIIEHHUS aBTOpa K paccMaTpHBaeMoil mpobieme/Teme
(HaCcKOJIBKO TOYHO M apryMEHTHPOBAHO BBIPAKEHO OTHOLICHHE aBTOpa K TeMe JIOKJIa/aa); mpe-
CTaBJICHHE MaTepuaya: KaueCTBO MpPE3CeHTAIMH, OQPOPMIICHHS; KYJIbTypa peud, OpaToOpcKoe Ma-
CTepCTBO (COOMIOACHHE HOPM JIUTEPATYPHOTO A3bIKA, MPAaBUILHOE IPOU3HOIIECHUS CJIOB U (pa3,
ONTUMAJIBHBIA TEMII PEUN; YMEHNE MPABUIBHO PACCTABIIATh AKLEHTHI; YMEHNUE TOBOPUTH J10CTa-
TOYHO TPOMKO, YETKO U YOeIWTEeNIbHO); MCIOJB30BaHUE MPOo(eccHOHATbHON TEePMUHOJIOTUN
(o11eHKa TOro, HACKOJIBKO MOJHO OTPAXKEHBI B BHICTYIUIEHUH 00y4arolierocs npopeccuoHaabHbIe
TEPMHUHBI U OOIIEKYJIbTYPHbIE TIOHATUS MO TEME, a TaK)K€ HACKOJIbKO YBEPEHHO BBICTYIAIOIIMA
VMU BIIAJIEET); BBIACPKAHHOCTD PETJIAMEHTA.

TecTupoBaHue — 3TO KOHTPOJIbHOE MEPOTIPUATHE 0 yUeOHOMY MaTepuaily, COCTOsIIEE B
BBINOJIHEHUH 00YYaroIUMCsI CUCTEMBI CTaHJapTU3MPOBAHHBIX 33/1aHUI, KOTOpasi MO3BOJISET aB-
TOMaTU3UPOBATh MPOLEAYPY U3MEPEHHs YPOBHS 3HAHUN U yMeHH oOyuaroierocs. TectupoBa-
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HUE BKJIIOYAeT B ce0s CIeIyIONIMe TUIIbl 33JJaHUi: 3aJlaHue C €IMHCTBEHHBIM BHIOOPOM OTBETA
U3 MPEAJIOKEHHBIX BapUAHTOB, 33/IaHUE HA OIpE/IeNIEHHE BEPHBIX U HEBEPHBIX CYKJICHUI; 3a/1a-
HUE C MHO>KECTBEHHBIM BbIOOpOM oTBeTOB. KpuTepum oumenku: ot 90% no 100% npaBuibHO
BBITIOJIHEHHBIX 33JlaHuil — oTJIM4HO; OT 70% 10 89% mnpaBUILHO BBINOJHEHHBIX 3aJaHUN - XO-
poiio; ot 50% 10 69% npaBUIIBHO BBIMOJHEHHBIX 3aJJaHUN — yAOBIETBOPUTEILHO; OT 0 10 49 %
MPaBUJILHO BBIMOJHEHHBIX 3a/IaHUI — HE yI0BIETBOPUTENIBHO.

3ayeT — KOHTPOJIBHOE MEPOIPHUATHE, KOTOPOE MPOBOAUTCS MO Y4eOHOIM TUCIUILIMHE B
BUJIE, IPETyCMOTPEHHOM y4eOHBIM IUIAHOM, TI0 OKOHYAHUW M3YUYEHHS Kypca. 3aHATHE ayIUTOp-
HOE€, TIPOBOJUTCA B YCTHOM WM NMHUCBMEHHOH (opme ¢ MCHoiab30BaHUEM (DOHIOB OIEHOYHBIX
CPE/CTB MO y4eOHOM AUCIUTUIMHE.

5.4. TunoBbie KOHTPOJIbHBbIC 33/IaHUSI WJIM MHbIE MaTepHajibl, HEOOXOAUMBIE IJIs
OLlEHKHU 3HAHMH, YMEHHUii, HABBIKOB M (MJIHM) ONbITA EATEJIbHOCTH, XapaAKTEePHU3YyIOUIUX
Tranbl GOPMUPOBAHNSI KOMIIETEHIIMI B Npolecce 0CBOEHUsI 00Pa30BaTeJIbHOI MPOrPpaMMbl

Texkymas arrecrauus:

Tembl 10K12/10B /pepepaToB:

1  Hcropus pa3BUTHS CUCTEMBI TOCYIaPCTBEHHOTO JIETIOMPOU3BOJICTBA

2. HopwmartuBHO-MeTOaMueckas 0aza JeJIOmpoU3BOJICTBA (3aKOHOAaTeNbHbIe akThl PO B
cdepe nHpopmMauy U JOKYMEHTALIMHN).

3. PexBusuthl 1okyMeHTOB. [IpaBuia opopmiieHrs peKBU3UTOB JOKYMEHTOB
JIoKyMEHTHUPOBAHHUE YIIPABICHUYECKOMN JACSITEIILHOCTU TIPEATIPUSITHSL.

Cucrema OpraHu3allMOHHO — MPABOBOM IOKYMEHTAIIUU.

Cucrema pacropsiAMTEIIbHONW JOKyMEHTAIUH.

Cucrema CripaBOYHO — aHATUTUYECKON TOKYMEHTAIUH.

OtueTHas JOKyMeHTaIus. Buabl oT4eTOB.

JloKkyMeHTHpOBaHKE TPYAOBBIX TPABOOTHOLICHHH.

10. YaudunupoBanHnas cucrema JIOKyMEHTAIIUH. .

11. Jlenonpou3BOACTBO 1O YCTHOMY U MUCbMEHHOMY OOpAIICHUIO TPAXKIaH.
12. OcHOBHbIE BU/IbI OJJAHKOB, IPUMEHSIEMBIX B YUPEKIACHUH.

oo No YA

TecTtupoBanune no yue0Ho# AucuuninHe «/JlokyMeHTHpOBaHHE YIIPABICHYECKOM Aes-
TeJIbHOCTH
Ilpumepnvie 3a0anus
Huempykyus: BHUMATEIbHO IPOYUTANTE 3a/1aHUS, BBIOEpUTE OJJUH WJIM HECKOJIBKO BapHAHTOB,
OTMEThTE B OJIAaHKE OTBETOB.
1. 'apanTHiItHOE MHCBMO — 3TO:

a) JOKYMEHT, COOOIIAIONINI O MPUOIMKEHUH, YCKOPEHUH, HCTEUEHUH CPOKA UCTIOTHEHUS
KaKoro-ian0o nencTBus

0) TOKyMEHT, co/iep Kallluii MpUrialeHe Ha MEpOIpUsTHE

B) JIOKYMEHT, B KOTOPOM T'apaHTHUPYETCs OIUIaTa BBIIOJIHEHHON paboThl WM MPEIOCTaB-
JIeHHe 4ero-nmu6o (paboThl, MOMEIIEHUs U T.]1.)

I') JOKYMEHT, MOATBEPKIAIOIINNA MMOJIy4eHUE [IEHHOCTEN

2. JlaitTe onpeaeneHue JOKYMEHTa:

a) MaTepHalbHBIi 00BEKT ¢ MHpopMaIuel, 3apUKCHPOBAHHON CO3JaHHBIM YEIIOBEKOM
crocoboM, 715l e€ repeayu BO BpEMEHU U POCTPAHCTBE

0) COBOKYITHOCTh PEKBH3UTOB O(HUIIHAIBHOTO MHChMa

B) CTaHJIapTHOE PaCIoJIOKEHUE MaTepraia

') TEKCT

3. Hlaiite onpenenenue popmyspa-oopasia:
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a) COBOKYITHOCTh PEKBHU3UTOB JIEJIOBOTO MHChMa
B) COBOKYIHOCTb PAaCIIOJIOKEHHBIX B ONPENEIECHHOMN MOCIeA0BATeIbHOCTH PEKBU3UTOB,

IMPpUCYIIHUX BCEM NOKYMCHTaAM OHpe,Z[eJICHHOI;'I CHUCTEMbI JOKYMCHTaIlUA

HUs.

B) COBOKYIIHOCTb PEKBU3UTOB IIPHKa3a
I') COBOKYITHOCTb PEKBH3UTOB aKTa

4. Jlata 1OKyMEHTa — 3TO:

a) JaTa ero MOAMUCAHUS, TIPUHSATHUS

0) 1aTa ero COCTaBJICHHS

B) JIaTa €ro MOITUCAHMS, IPUHATHS, YTBEPKICHS, COCTABIICHUS, 1aTa COOBITUS
1) nara cCOOBITHUS

5. Jenonpoun3BoicTBO — 3TO:

a) MpaBWIbHOE 0(hOpPMIICHHE JOKYMEHTOB.

0) opranuzanus 10KyMeHTO000pOTa B YUPEKACHUU.

B) COBOKYITHOCTh JOKYMEHTOB, OTPAXKAIOIIUX YIPABICHYCCKYIO JIEATEIBHOCTh YUPEKIe-

I') COBOKYIHOCTh pabOT MO JTOKyYMEHTUPOBAHMIO JAEATEIbHOCTU YIPABIEHUS U MO Opra-

HHU3alU JOKYMCHTOB B YUPCIKIACHHUU.

6. ILCHTeHBHOCTB aIrrapara ynpaBJICHHA, OXBAaTbIBArOI[asA BOIIPOCHI JOKYMCHTHUPOBAHUA U

OpraHu3anuu padoThl ¢ JOKYMEHTaMH — 3TO:

a) IOKyMEHTAI[MOHHOE 00eCIICUeHHE YIIPaBICHUS
0) cTanmapTH3anus

B) EI'C/]

') cucTeMa JJOKyMEHTAlUU

7. JJoKyMeHT, 3aKpeIuIIOIIi JOKHOCTHON M YUCIICHHBIA COCTaB NMPEANPUITHS C yKa-

3aHueM (poHAa 3apabOTHON ATkl — 3TO:

a) TOJKHOCTHAsI MHCTPYKIUS
0) ycraB

B) TIOJIO’KEHUE

I') IITaTHOE paclucaHue

8. JlokyMeHT, puKcHUpyIOmUi X0 00CY>KACHUsT BOTIPOCOB U MPUHATHS PELICHUH Ha co-

OpaHMsIX, 3aCeTaHMIX, COBEIIAHUSAX U T.IL.:

a) OOBSICHUTEIbHAS 3aITUCKa
0) moKyaHas 3amucKa

B) aKT

I') IPOTOKOJI

9. lokyMeHTaIlMOHHOE 00ECTIEYeHHE YIIPABIECHUS — 3TO:
a) MpoIlecCc YCTAaHOBIICHUS U MMPUMEHEHHUSI TIPABUJI C IIENIbIO YIIOPSIIOUYCHUS I TENbHOCTH

B ICJIOIIPOU3BOJICTBE.

6) ACATCIIBHOCTD allllapaTa YIPaBJICHHA, OXBAaTbIBAKOIasl BOIIPOCHI JOKYMCHTHPOBAHUA U

OopraHu3aIu padoThl ¢ JOKYMEHTaMH.

MCHTA.

B) COBOKYITHOCTb JIOKyMEHTOB, IPUMEHSIEMBIX B OIIPEJeICHHON cepe aesITeTbHOCTH.
I') COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIIEHHBIX B COOTBETCTBHU C (POPMYJISIPOM TOKY-

10. Ykaxxute TepMUH, UMEIOIUI TaKOH jK€ CMBICI, KaK U TEPMUH «IEJIOMPOU3BOICTBOY.
a) JlokyMeHTHupOBaHUE
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0) Cucrema JOKyMEHTAIIH
B) JlokyMeHTanmoOHHOE 00eCIIeYCHHE YIIPaBICHUS
r) JloxymenTupoBanHas nH(GopManus

11. Ecnmu Bam HeoO6xoauMo 1aTh OMMCaHUE PEKIaMUPYEMBIX YCIyT, Bbl cocTaBuTe
a) JIOTOBOPHOE MHCHMO

0) pexiIaMHOE TTUCHMO

B) COMPOBOIUTEIHHOE MUCHMO

I') IUCEMO-TIPUTTIAICHNE

12. Ecnmu Bam HeoOxoauMo npeapsIBUTh PETEH3UH MapTHEPY, Bbl cocTaBuTe
a) JIOTOBOPHOE MHCHMO

0) nHpOPMAITMOHHOE TTUCHMO

B) COMPOBOIUTEIHHOE MUCHMO

T') IUCEMO-TIPETEH3UIO

13. Ecin Bam HE00X0IMMO MPUTIACUTh OPTaHU3AIUI0 WM JIOJDKHOCTHOE JIUIO HA COBE-
IaHue, BcTpevy, Bel coctaBuTe

a) MUChbMO-TIPUTJIANICHHUE

0) COMPOBOIUTEIIEHOE MTUCEMO

B) MUCHMO-TIOJITBEPKICHUEC

') JOTOBOPHOE MUCHMO

14. Ecmu Bam Heo6xoauMo cooOIIUTh O MPOBEICHUHN MEpONpusiTHs, Bbl coctaBute
a) COMPOBOJIUTENHHOE TUCHMO

0) MUCHEMO-TIOATBEPKICHUC

B) JIOTOBOPHOE MHCHMO

') UHQOPMALIMOHHOE TUCHMO

15. Ecnu Bam HE00X01uMO COCTaBUTH MUCHhMO, HHGOPMHPYIOIIIEE aipecaTa O HarpasJe-
HUU K HEMY MIPUCHUIaeMBIX JOKYMEHTOB, BBl cocTaBuTe

a) COMPOBOIUTENHEHOE TUCEMO

0) M1CbMO-yBeIOMIICHHE

B) IUCbMO-IIOITBEPIK/ICHUE

I') JOTOBOPHOE MHCHMO

16. Eciiu Bam Heo0Xx0auMO COCTaBUTh MUCHMO, CONPOBOXKIAIOIIEE T0TOBOP, TO OHO OY-
JIeT HOCUTh Ha3BaHHE (110 COJIEPIKAHUIO)

a) MUCbMO-TIOATBEPIKICHHE

0) TOTOBOPHOE

B) CONPOBOJUTEIHHOE

I') IUCbMO-YBEIOMJICHHE

17. Ecniu Bam He0OX0AMMO YBEJIOMHUTH OTIPABUTEINS O MOTYYEHUH JTOKYMEHTOB, BhI co-
CTaBUTE

a) "HGOPMAIIMOHHOE TTUCEMO

0) JOrOBOPHOE MTUCHMO

B) COTIPOBOUTENHHOE MMUCHMO

') MUCbMO-TIOATBEPKICHHE

18. Eciu pacnopsianTeNbHas 4acTh TEKCTa HAUMHACTCS CII0BAaMH “‘0053bIBaI0”’, TO 3TO
a) MpHuKas3
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0) 3asBIECHUE
B) pacnopsKeHUe
I') yKa3aHue

19. Ecnu pacnopsiautesibHasi 4aCTh TEKCTa HAUMHAETCS CIIOBAMM “‘lipejyiararo’’, TO 3TO
a) MpHUKa3

0) pacniopspKeHHE

B) MHCTPYKLUS

I') yKa3aHue

20. Uaaekc noKymMeHTa — 3TO

a) IOPSIKOBBIM HOMEP PETUCTpaIiH

0) MHJIEKC CTPYKTYPHOTO MOJIpa3/IeieHUs

B) 1(ppoBoe, OYKBEHHOE WM KOMOMHMPOBaHHOE 0003HAUCHHE TOKYMEHTa, YKa3bIraro-
I11€€ MECTO €r0 COCTABJICHUS U XpaHEHHUS

') HOMED JieJia 10 HOMEHKJIAType Jell

21. NndopmManimoHHO-CTIPAaBOYHBIN JOKYMEHT, COCTABISIONIMICS TPYITION JIUI] IS TIOJ-
TBEPKACHUS YCTAaHOBJIEHHBIX (PAKTOB — 3TO

a) IOKJIaJIHAs 3aIiCcKa

0) aKT

B) IIPOTOKOJI

) 00BSCHUTENbHAS 3aMHUCKa

22. KoMIIekc B3auMOYBS3aHHBIX JIOKYMEHTOB, PErIaMEHTUPYIOIUX CTPYKTYpY, 3a]auH,
GYHKIUHM OpeaIpUuaTus, OpraHu3aluio ero padboTsl; IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTbh PY-
KOBO/JICTBA U CIIELUAINCTOB NPEANPUATHS — ITO

a) pacrnopsiAUTEIbHbIE JOKYMEHTBI

0) ycraB

B) CIPaBOYHO-MH(POPMAIIMOHHbIE

I') OpraHU3aIMOHHbIE TOKYMEHTHI

23. Ha3oBuTe JOKyMEHT, HE BXOSIINHI B IPYIINY PacOpsANTENbHBIX JOKYMEHTOB
a) CTPYKTypa U IITaTHAsl YUCIICHHOCTh

0) yka3aHue

B) IpUKa3

I') IIOCTaHOBJICHUE

24. HazoBuTe JOKYMEHT, HE BXOJSIIUI B COCTaB HH(POPMALIMOHHO-CITPABOYHBIX
a) MPOTOKOJT

0) cripaBka

B) pacropsbKeHue

) aKT

25. HazoBuTe pasjien, He BXOIAIIMIA B TEKCT yCTaBa
a) perJIaMeHT JIeITeIbHOCTH

0) 00IIIHE MOTOKEHHUS

B) OPraHU3AIIOHHOE €TUHCTBO

T') JOJDKHOCTHBIE 00SI3aHHOCTH

26. HazoBuTe pekBU3UT, HE BXOIALIMNA B OPMYJISIp aKTa

a) TOJINUCH
16



0) TeKCT
B) agpecar
T') 3aT0JIOBOK

27. Ha3oBuTE pEKBU3HUT, HE BXOAAIIMI B (hOPMYJISIp yCcTaBa
a) Ha3BaHME OpraHu3aluu

0) HauMEHOBaHNE MUHUCTEPCTBA WJIK BEJJOMCTBA

B) HAMMEHOBAHME BU/IA IOKYMEHTA

T) agpecar

28. Ha3oBure 1ienu nokiana

a) apryMeHTanus

0) napopMUpOBaHUE U YOCKICHUE
B) JI0KA3aTeJIbCTBO

r) yoexaeHue

29. OpraHu3alMoOHHBIH TOKYMEHT, B KOTOPOM YKa3bIBaIOTCS BCE CTPYKTYpPHBIE MOJIpa3-
JIeJICHUST TIPEINPHUATHS, BBOJAUMbBIC HA MPEANPUITHH JOJKHOCTH W KOJMYECTBO INTATHBIX €IH-
HUI[ 00 KaXKI0U U3 JOJHKHOCTEH — 3TO

a) MpaBuJia BHYTPEHHETO U TPYJOBOTO PACIIOPSIKA

0) ycraB

B) IITaTHOE paclMCaHue

') CTPYKTypa U IITaTHAsl YUCICHHOCTh

30. OCHOBHBIE YaCTH TEKCTa MPOTOKOJIA
a) KOHCTaTUpYIOLIasi, BBOJIHAS

0) OCHOBHAsI, pacoOPsAIUTEIbHAS

B) KOHCTATHPYIOIIAs, PACTIOPSTUTEIIbHAS
T') BBOJIHAs, OCHOBHAS

Ilepeuenv 6onpocoe 0na npomedxcymounoi ammecmayuu Ha 3aueme (2 cemecmp):
1.CooTHOIIIEHUE TIOHSATUN MAETOMPOU3BOJACTBA U JTOKYMEHTHPOBAHUS YIIPaBICHUYECKOMN
nesitenbHOCTH (JIOY).
2.HopmartuBHO-MeToANuecKas 6a3a JOKYMEHTHUPOBAHUS YIIPABICHUECKOH 1€ATEIbHOCTH.
3.KazxpoBble OCHOBBI JOKYMEHTUPOBAHHUS YIIPABIECHUYECKON AESITEIbHOCTH.
4.T'ocygapcTBEHHBIE CUCTEMBI JOKYMEHTAI[MOHHOIO OOECIeueHus yIpaBiIeHUsl, UX 3Haue-
HUE.
5.YHudukanus u cTaniapTU3alys yrnpaBlIeHYeCKUX JOKYMEHTOB.
6.3HadyeHue TOKyMEHTOB B yrpaBiieHUH. [IoHATHE TOKyMeHTa U ero QyHKIHH.
7.Knaccudukanys JOKYMEHTOB U €€ BUAbl. DJIEKTPOHHBIN JOKYMEHT, €r0 IPEUMYIIECTBa
Y HEJIOCTATKH.
8.ITonsiTue GiiaHKa TOKYMEHTA, MX BUbl. BapHaHThl pacniosio;KeHusl PEKBU3UTOB.
9.M3yueHue pacronoKeHHs! OT/IEIbHBIX PEKBU3UTOB Ha OJJaHKE TOKYMEHTA.
10.CoctaB u cneuuduka opopmiieHus: OTAEIbHBIX peKBU3UTOB (OOsA3aTeNbHbIE U TOMOJ-
HUTEJIbHBIE PEKBU3UTHI).
11.CocTaBiieHHrE TEKCTOB OTAEJIBHBIX JTOKYMEHTOB 10 33JIaHUIO MPETO1aBaTeNsl.
12.IIpaBuna oopmieHus: yrnpaBlIeHYeCKUX (OpraHU3allMOHHO-PACTIOPIUTEIbHBIX) TOKY-
MEHTOB.
13.¥Opuanueckas cuiia JOKYMEHTa.
14.Ha3HaueHre W COCTaB OpPraHU3allMOHHO-IIPABOBBIX JOKYMEHTOB. VX cocraBiieHHE U
odopmIiIeHHE.
15.Cuctema pacropsauTeIbHOM TOKyMEHTAIIMU (COCTaBJIeHHE U 0(hOPMIICHHE).
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16.Cuctema nHGOPMAITMOHHO-CITPABOYHON TOKYMEHTAITUH.

17.Ha3nayenue u coctaB HHPOPMALMOHHO-CIIPABOYHON JOKYMEHTALIUH

18.ITopsimok cocTaBieHus: U 0COOEHHOCTH 0hOopMIIEHUST HHPOPMAIIMOHHO-CIIPABOYHOM 10-
KyMEHTAaLUH.

19.0cHOBHBIE BBl IMCEM U PABHUJIA UX COCTABIICHHUS.

20.OcHOBHBIE IPUHIHUIIBI PAOOTHI C TOKYMEHTaMH, TIOHATHE JOKYMEHTOO00POTAa.

21./IBmxeHue T0OKyMEHTOB B OpraHU3alyu.

22.TuroBbIe CXeMbl ABUKEHUS TOKYMEHTOB.

23.Pabora ¢ BXOASIIMMU JOKYMEHTaMH: MOPSAOK U 3Tarbl 00pabOTKH.

24 Peructpanus 1 UCIOJIHEHUE TIOKYMEHTOB.

25.9Tansl ¥ NOPAI0K 00pabOTKH UCXOAIINX JOKYMEHTOB.

26.XpaHeHnEe JOKYMEHTOB, COCTaBJIEHUE HOMEHKJIATYPhI JEJl.

27.KangpoBas mOJMTUKA OpraHU3aIi, OCHOBHbIE 1IETTU U 33/1a4H.

28.KoMIuIeKC IOKyMEHTOB, PETYIUPYIOLIUNX TPYAOBbIE U IPABOBbIE OTHOIIEHMS.

29. IlocnenoBaTenbHOCTh U OOPMIICHHE IOKYMEHTOB IPHU IpueMe Ha padboty Cxemaruy-
HOE 0TOOpa)KEHHE BCEX ITAIOB MPHEMA.

30. IlepeBox paboTHHKA OPraHU3AIMH, €TI0 BUABI U MOPSIOK OPOPMIICHHUS.

31.Ilopsinok yBonbHEHUs B opranu3anuu. [locnenoBaTeibHOCTD 11aroOB.

32.0cobennoctu ohopmiieHUsI TPUKA30B M0 JTUYHOMY COCTaBY.

33.0cobGeHHOCTH 0POPMIICHHS TPYAOBBIX KHIKEK.

5.5. Memoouueckue mamepuansl, onpeoensaouiue nPoueoypbvl OUCHUCAHUA 3HAHUIL,
YMeHull, HaéLIKO8 U (uau) onvlma OeAMeIbHOCmU, XAaAPAKMEPUZYIOUWUX IMAnbl
dopmuposanun komnemenyuil

OTBeThbl 00yYaroIIerocsi Ha 3a4eTe OLIEHUBAIOTCS KaXIbIM [1€AarorHueCKuM pabOTHUKOM
110 BapUaHTY 3a4T€HO/HE3aYTEHO.

Kputepuu onieHKM 0TBETa Ha BOIIPOCHI TEOPETUYECKOI0 OJI0Ka:

«3auTeHOo» — OOydYarmuiics TITyOOKO W TMPOYHO OCBOWJ MPOTPaMMHBIN Marepua,
UCUEpIIbIBAOIE, IOCIEeI0BaTEeIbHO, IPAMOTHO W JIOTUYECKH CTPOWHO €ro M3Jlaraer, TECHO
YBSI3BIBACT C 3aadyaMu M Oyaymied JesTeNbHOCTBIO, HE 3aTPYAHSETCS C OTBETOM NpHU
BUJOM3MEHEHNUHU 3aJ[aHus, CBOOOJHO CIIPaBIISETCS C 3aJjayaMd M MPAKTHUUYECKUMM 3aJaHMSIMHU,
NPaBUIHHO OOOCHOBBIBAET MPUHSTHIE PEIICHHUS, YMEET CAMOCTOSTENIFHO 0000IaTh W M3JIarath
MaTepHal, He JI0IycKasi OUIHO0K;

«HezaureHoy» - 00yJaromuiicst He 3HaeT 3HAYUTEIFHON YaCTH MPOTPaMMHOTO MaTepHara,
JIOMYCKAeT CYLIECTBEHHbIE OIIMOKH, ¢ OOJBIIMMH 3aTPyAHEHHUSIMM BBIIOIHIET MPaKTHUECKUE
3aaHus, 3a0a4H.

6. IlepeyeHb OCHOBHOI M JONIOJTHUTEJIBLHOM Y4eOHOH JTUTEPATYPHI AJIsl OCBOCHHA
y4eOHOM TMCHMILINHBI

6.1. Ocnosnaa numepamypa.

1. I'punbepr, A.C. JlokymeHTamoHHOE oOecrieyeHue ynpasieHus : yueouuk / A.C.
['pun6epr, H.H. T'op6aués, O.A. Myxamermmna. — Mocksa : FOuutn, 2015. — 391 c. : Tadmn.,
rpad., wi., cxemsr http://biblioclub.ru/index.php?page=book&id=115031

6.2. /lononnumenvnan 1umepamypa

1. I'po3oma, O.C. [lenonpousBozactso : yueoHoe nocodbue / O.C. I'po3osa ; pex. JI.C. Ky-
paByieBa ; [IOBOIKCKHMII TOCY1aPCTBEHHbII TEXHONOIMYECK il yHHBEPCUTET. — Momkap-

Onmna : IloBomKCKuI TOCYJapCTBEHHBIN TEXHOJIOTUYECKUM yHUBEpcUTeT, 2015. — 124 ¢. :

ui. — Pexum nocryna: no noanucke. — URL:

http://biblioclub.ru/index.php?page=book&id=439196
2. bmromun A.M., ®eoktuctoB H.A. MupoBbie nHMDOpMAIIMOHHBIE PECYPCHI: Y4UeOHOEe T0-
cobue. lamxos u Ko 2016 r. http://biblioclub.ru/index.php?page=book&id=453024

Ilepuoouuecxkue uzoanusn
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I. DKOHOMHKa CTPOUTENIBCTBA M TOPOJACKOTO XO03siMcTBa. OTKPBITHIA KaTaJIOr HAy4YHBIX
JKypHAJIOB Hay4HOU JJIEKTPOHHOU OoubaMoTeKku «E LIBRARY.RU»
http://elibrary.ru/projects/ subscription/rus _titles free.asp

2. busHec: S5KOHOMHKA, MAPKETUHT, MEHEDKMEHT. OTKPBITHIN KaTauor HAYYHBIX KYPHAIOB
HayyHoU onektpoHHoW Oubmuoreku «E LIBRARY.RU» http://elibrary.ru/projects/
subscription/rus_titles free.asp
7. Ilepeyenbp  pecypcoB  HH(POPMANUOHHO-TEJIEKOMMYHUKAIMOHHON  CeTH

«/HTepHeT», cOBpeMeHHbIe NMpo(ecCHOHANbHbIe 0a3bl JAHHBIX U MH(POPMAIIMOHHbIE CH-
CcTeMbl, He00X0aMMbIe IJIS OCBOCHUSI YUeOHOH THCHMIINHBI

1. http://mon.gov.ru — caiit MunobGpuayku PD

2. http://www.edu.ru/ — 6ubnmoreka denepanpHoro nopraina «Poccuiickoe oO6pa3oBa-
HUE» (COACPKUT KATAIOT CChUIOK HA MHTEPHET-PECYPCHI, JIEKTPOHHBIE OMOIMOTEKH TI0 pa3iuy-
HBIM BOTIpocaM 00pa3oBaHMs)

3. http://www.prlib.ru — [Ipesunentckas OubimmoTeka

4. http://www.rusneb.ru — HarimonanbHast 35eKTpoHHasi OMOIMOTEKA

5. http://elibrary.rsl.ru/ — caiit Poccuiickoil TocynapcTBeHHOH OMOIMOTEKH (pa3aen
«IneKkTpoHHas OUOIUOTEKA)

6. http://elibrary.ru — HayuHas 3nexTpoHHass onbmmoreka «Elibrary»

7. https://uisrussia.msu.ru - YHuBepcurerckas uHpopmanuonHas cucrema POCCUA

(YUC POCCHA)

8. http://window.edu.ru/ - EnnHoe okHO 10cTyIa kK 00pa3oBaTelIbHBIM pecypcam

9. http://biblioclub.ru 9BC YHuBepcurerckas 6ndIrnoTEKa

8. Meroanyeckne ykazaHusi a8 O0y4alOIIMXCA 10 OCBOCHHIO Y4eOHOMH
AUCHHILIMHBI

OcBoenne oOyyarommMcst yd4eOHOU AUCIUIUTNHBI «OCHOBBI HHBECTHLIMOHHOTO NMPOEK-
THPOBAHUS MPEIIONIAracT U3y4eHUE MATEPUAIOB IUCIMIUIMHBI HA ayJUTOPHBIX 3aHATUAX U B
XOJIe CAMOCTOSITETIbHON paboThl. AyIUTOPHBIE 3aHATHS MPOXOJAT B (hopMe JeKIMi 1 mpaKkTHyie-
ckux 3aHATui. CamocTosATenbHas padoTa BKIIOYAET Pa3sHOOOPa3HbIN KOMILJIEKC BUAOB U (opM
paboThl 00yYaAIOIIUXCS.

JUist yCIemHoro oCBOeHUsl y4eOHOM TUCHUIUIMHBL U JOCTH)KEHUS TOCTaBIEHHBIX Lieen
HEO0OXOJMMO BHUMATEJIbHO O3HAKOMUTBHCS HAacTosIed pabouel mporpamMmbl ydeOHOW IUCIU-
winHbl. Ee MoXKeT mpeacTaBuTh NpernoaaBaTeab Ha BBOJHOM JIEKIIUU UM CAaMOCTOSITENILHO 00Y-
YaroIIMics UCIoNIb3yeT HHpopMaluio Ha opunnanbHoM MHTepHeT-caiite UHcTUTYTA.

CrnenyeTr oOpaTUTh BHUMaHHE Ha CIUCOK OCHOBHOW M JIOTIOJIHUTEIBHON JINTEPATYPHI, HA
npejiaraeMble IpenojaBareiaeM pecypchl HHPOPMALMOHHO-TEIEKOMMYHUKAMOHHON cetn WH-
TepHeT. DTa HHpopMaIus HeoOX0UMa JJIsi CAMOCTOSTENIbHON paboThl 00yYaroIerocs.

ITpu moAroToBKE K ayTUTOPHBIM 3aHATHSIM HEOOXOJMMO MOMHUTH OCOOCHHOCTH KaXKIOH
(bopMBI ero MpoBeACHUSI.

Iloocomoska Kk yuebHOMY 3aHAMUIO JEKYUOHHO20 MUNA 3aKI0YaeTCsl B CIEIYIOLEM.

C nenpio obecredeHust yCrenHoro 00yueHus o0yJarouics TOKEH TOTOBUTHCS K JIeK-
MW, TIOCKOJIBKY OHAa SIBJIAETCS BaKHEHWIIed ¢GopMol opraHu3auu ydyeOHOro mpoliecca, Io-
CKOJIBKY:

— 3HAKOMHT C HOBBIM YUEOHBIM MaTEpPUAIIOM;

- Pa3bBACHACT y‘-IG6HI)IG SJICMCHTBI, TPYAHBIC 111 IOHUMAaHWA,

- CUCTEMAaTHU3UPYET YUeOHBI MaTepHa;

— OpPHUEHTHPYET B y4eOHOM IpoLecce.
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C 3TOi IeNbIo:

- BHUMATEJIBHO IPOYUTANTE MaTEpUAIl IPEAbIAYILEH JICKIUH;

- 03HAKOMBTECh C Y4eOHBIM MaTepHaIOM 110 YYEOHUKY U y4EOHBIM ITOCOOUSIM C Te-
MOW MPOYUTAHHOU JIEKIUU;

- BHECUTE JIONOJHEHMS K IOJYyYEHHBIM paHee 3HAHMUAM I10 TEME JICKLUU Ha IOJIIX
JIEKIUMOHHOM TETpau;

- 3alIULINTE BO3MOXKHBIE BOIIPOCHI, KOTOPBIE BbI 33aaUTE JIEKTOPY Ha JIEKLIMH 110
MaTepualy U3y4EeHHOH JICKIUU;

- IIOCTapAUTECh YSACHUTH MECTO U3YYaEMOM TEMBI B CBOEH ITOATOTOBKE;

- y3HaiiTe TeMy npeAcTosel IeKIuu (110 TEMaTHYECKOMY IIaHy, 10 HHPOpMaLuu
JIEKTOPA) U 3aluuIuTe MHGOPMAIMIO, KOTOPOH BB BIIaJIE€Te 10 JaHHOMY BOIIPOCY .

Tlooeomoska k npakmuyeckomy 3aHAmuI0

[Ipu nmoaroroBke u paboTe BO BpeMsi MPOBEICHUS MTPAKTUUECKUX 3aHATUM ClIeIyeT 00pa-
TUTh BHUMaHUE Ha CJIEIyIOIIIe MOMEHTHI: Ha MpoIlecc MpeABapUTEIbLHON MOATOTOBKH, Ha pado-
Ty BO BpeMs 3aHATHA, 00paOOTKy MOJYYEHHBIX PE3yIbTAaTOB, UCIPABICHUE MOJYYCHHBIX 3aMe-
YaHUH.

Ilpeosapumenvuas noocomosxka K NpaKmMuiyecKkomy 3aHAmMur0 3aKII0YaeTCs B U3yYCHUU
TEOPETHYECKOr0 MaTepHralia B OTBEACHHOE JIJII CAMOCTOSTEIbHON pabOThI BpeMsi, 03HAKOMJICHUE
C MHCTPYKTUBHBIMH MaTe€pHaIaMH C IeJIbI0 OCO3HAHMS 3a/1a4 MPAKTUYECKOTO 3aHATHSI, TEXHUKU
0€30MacHOCTH IPH padboTe B ayAUTOPHH.

Paboma 6o epems nposedenus npaxmuueckoeo 3aHAmusi BKIOYAET HECKOJIBKO MOMEH-

TOB:

— KOHCYJIbTUPOBAaHUE CTYACHTOB TMPEINOJaBaTEIIMU C IICJIBIO MPEAOCTABICHUS HCYEp-
nbpIBaroleld HHGOpMAIUK, HEOOXOIUMOM ISl CAaMOCTOSITEIBHOTO BBITIOJIHEHUSI TTPEAJIONKEHHBIX
MIpernoiaBaTesieM 3a/1a4u, 03HaKOMJICHHE ¢ TIPaBUJIaMH TEXHUKH 0€30T1aCHOCTH;

— CaMOCTOSITENbHOE BBINOJIHEHHE 33aJJaHUi coriacHo 0003HAaYeHHOW YyueOHOM mporpam-
MOM TeMaTHKH.

CamocTosiTeJIbHAS padoTA.

Jliia Gonee yriryOIeHHOTO M3y4eHHUs TeMbI 3aJJaHUs ISl CAMOCTOSITENIHOM pabOTHI PeKo-
MCHAYCTCS BBINIOJIHATE MAapalJICIIbHO C U3YYCHHUEM I[&HHOﬁ TEMBI. HpI/I BBITIOJIHCEHU N SaI[aHI/Iﬁ 110
BO3MOKHOCTH HCIIOJIB3YHTE HArJsIIHOE TpE/ICTaBlIeHue MaTtepuana. bomee mompoOHas mHDOp-
MaIlus O CaMOCTOSITENIbHON paboTe Mmpe/cTaBleHa B pa3zenax «YueOHO-MeToauYecKoe odecre-
YEHUE CaMOCTOSITEIbHOW PabOThI MO JUCHUILIIHHE (MOIYII0)», «MeToanyeckue yka3aHus K ca-
MOCTOSITENILHOM paboTe MO JUCIUILTUHE (MOIYITIO).

Toozomoska k 3auemy

K 3ageTy HEOOXOAMMO TOTOBUTCS IEICHANPABICHHO, PETYIISIPHO, CUCTEMATHUYSCKHA U C
NEepBBIX JTHEeH oOydeHus Mo JaHHOW nucruruinHe. [lpu moArotoBke k 3adyeTy oOpaTuTe BHUMA-
HUE Ha MPAaKTHYECKUE 3a/IaHUsI HA OCHOBE TEOPETUIECKOTO MaTepHaa.

[Ipu moaroToBKE K OTBETY Ha BOMPOCHI 3aU€Ta MO TEOPETUUYECKOW YacTh y4eOHOU amc-
LOUIIIMHBI BBIACIIUTE B BOIIPOCE I'TaBHOC, CYIICCTBECHHOC (HOHSITI/ISI, IPU3HAKH, KJ'IaCCI/I(i)I/IKaI_[I/II/I u
1p.), IPUBEIUTE MPUMEPHI, HILTFOCTPUPYIOIINE TEOPETUYECKUE TIOTOKEHUSI.

[Tocne mpenoKEeHHBIX YKa3aHWM y OOYYaromUXCs TOJKHO CHOPMHPOBATHCS HYETKOE
npencTaBieHne 00 oObeMe U XapakTepe 3HAaHUK M YMEHH, KOTOPBIMU HaJ0 OyAeT OBIaAETh MO
JUCITUITIIINHE.

9. IIporpamMHoOe oOecniedyeHHe HHPOPMALMOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJIOT U
9.1. Ungpopmayuonnvie mexnonozuu
1. [IepcoHaTbHBIE KOMITBIOTEPHI;
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2. JocTyn k MHTEpHET
3. [IpoexTop.
4. Cucrema VOTUM

9.2. Ilpozpammnoe odecneuenue
. Windows 7

. LibreOffice Writer,

. LibreOffice Calc,

. LibreOffice

. Impress

. ZOOM (OTKpBITBHIN JOCTYT)

. «Ckaimn» (OTKpBITBIA JOCTYII)

NN N R W=

9.3. Hnghopmayuonnsvie cnpasounsie cucmemol
l. YuuBepcurerckas nunpopmannonnas cucrema POCCUS - http://www.cir.ru/
2. ["apant

10. Ilepeyenr MaTepuaIbLHO-TEXHUYECKOr0 o0ecrieyeHNsl, HEOOXOAUMOro /Jisl pea-
JIN3allUM NPOTrPaMMBbI 10 Y4eOHOM JMCUHUILTHHE.
1. YueOHbie ayAuTOpUH ISl POBECHUS 3aHATUHN JIEKIIMOHHOTO TUIIA, MPAKTUYECKUX

321H$[TPII>1, IpyHnmnoBbIX W HWHIAWBUIAYAJIbHBIX KOHCYJII)TaIII/IfI, TCKYIIECTO KOHTPOJIA U
HpOMe)KYTOqHOﬁ aTTcCTalluu.

2. ITomemienus s CaMOCTOATECIbHON pa6OTbI CTYACHTOB, OCHAIIICHHBIC KOMHBIOTepHOﬁ
TEXHUKOH C BO3MO>KHOCTBIO INOAKIOYCHUA K CCTH ((I/IHTepHeT» h obecrieyeHneM A0CTylla B
QJICKTPOHHYIO I/IH(I)OpMaI_II/IOHHO-O6paSOBaTeJ'IBHy}O cpeay MHCTUTYTA.

11. O0pa3oBaTesibHbIC TEXHOJIOTHH

IIpu peanuzauuu y4eOHONH JAUCHMIIMHBI «JlOKyMEHTHpPOBaHHE YINpaBJIeHYeCKOi
AeSITeIbHOCTH IPUMEHSIOTCS pa3InyHble 00pa30BaTeIbHbIE TEXHOIOTHH.

OcBoeHue  yueOHOM  nucHUIUIMHBI  «/lOKyMeHTHpOBaHue  yHpaBJIeHYeCKOi
AeATEeJbHOCTH» TPEJyCMaTPUBAEeT MCIOIb30BaHUE B y4e€OHOM IIpoliecce aKTUBHBIX (opM
IIPOBEJCHUS YyUeOHBIX 3aHIATUN B (hopme, pa300p KOHKPETHBIX CUTyallMi U MPaKTHYECKUX 3a/1a4
B COYETAaHMM C BHEAayJAUTOPHOM paboTOM C 1enblo (QOPMHUPOBAHUS U PA3BUTHUS
PO ECCHOHATBHBIX HABBIKOB 00YYarOITUXCS.
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