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1. OBJACTh NPUMEHEHHUSI PABOYEN MPOITPAMMBI YUEBHOI'O MNPEJMETA,
KYPCA, JUCUUIIIAHBI (MOAY.Is)

JlokyMeHTallMOHHOe 00eCrevYeHne YIpPaBJICHUS SBJSETCS YacThIO MPOrPaMMbl  TIOJTOTOBKHU
CrenuanucToB cpennero 3seHa B cooTBercTBUU ¢ DPI'OC mo cnemmansHoctu CIIO 38.02.01
«JKOHOMHKA U OyxranTepckuii yder (o orpacisim)», Kpaaudukaiys - Oyxrairep.

2. IIEJIA 1 3AJTAYU YYEBHOM JJUCIIUTIJIMHBI

1.1Hean u 3agaun AUCHUILIHHBI

ean:

- chopMHUPOBaTh IEJIOCTHOE TMPEACTABICHUE O TEHICHIUAX M 3aKOHOMEPHOCTSX pPa3BUTHS
COBPEMEHHOT0 JIOKYMEHTAIIMOHHOT'O 00ECTICUeHHsI YIIPABICHUSI OpraHu3aliuei.

3agaun:

- chopMUpOBaTh YMEHHUS B 0(POPMIICHUN JOKYMEHTAIIUU B COOTBETCTBHH C HOPMATHBHOM 0a30M,
MCIIOJIB3Ysl MH(POPMAITMOHHBIE TEXHOJIOTHU U CPEACTBA OPTTCXHUKH,

- UCIIOJIb30BaTh YHU(DUIIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIHH;

- OCYIIECTBIISITH XpaHEHUE, MOUCK JOKYMEHTOB.

3. MECTO YYEBHOM JUCHHUIIJIMHBI B CTPYKTYPE ITIPOI'PAMMBI ITOJAIOTOBKH
CIHEHUAJIMCTOB CPEJJHEI'O 3BEHA

VYuebHast aucuuiuiiHa «J{oKyMeHTanmnoHHOE oOecreueHne YIpaBlIeHHUs» B Iporpamme
MOATOTOBKH CIIEIUAIMCTOB CPEJHEr0 3B€HAa OTHOCHUTCS K 00IenpodeccHnoHalbHBIM JTUCHUIUIMHAM
npodeccuonanbHoro muKia y4eOHpix muctuiima  PIOC mo cnmemumanabHoctn CIIO 38.02.01
«IKOHOMHKA H OyXTaJITepCKHil yueT ( 110 0TpacasiM)», KBajdupukanus - Oyxraarep.

Jnis M3ydeHus: JAaHHOTO Kypca IMpenojaraeTcs Hajaudue 0a30BBIX MPEICTABICHUA B O0JIACTH
muctumne - OYVIL02  «Muadopmatuka», OVYAIL03  «Okonomukay, OIL08 «3koHoMmuKa
opranuzamumn», OI1.09 «IIpaBoBoe obecriedeHne B Mpo(ecCHOHATBHON NeSITETHHOCTH.

4. TPEBOBAHMS K PE3YJIBbTATAM OCBOEHUSI YYEFHOM JIUCIIATIIMHBI:
KoMmnerenuun ody4aromerocs, popmMupyembie B pe3yJibTaTe 0CBOCHHUS IHCHUILIHHBI.
[Iporiecc w3ydeHHs] AMCHMIUIMHBI HampaBieH Ha (OPMHPOBAHME U PA3BUTHE OCHOBHBIX

oOIIeKyNbTYpHBIX U Tpodeccruonanbubix KomnereHuuit: OK-1; OK-2; OK-3; OK-4; OK-5; OK 10;

OK-11, IIK 1.1.

OK 1. Bwibupamv cnocodvl peuieHusi 3a0ay  NPOPECCUOHANbHOU  O0esmenbHOCU

NPUMEHUMENbHO K PA3TUYHBIM KOHMEKCMAM.

3Hath: .

- OCHOBHBIE 3aKOHOJATEJIbHbIE M HOPMATHUBHBIE aKThl B O0JIACTH JOKYMEHTAIIMOHHOTO OOecredYeHust

yIPABIICHHUS;

- o0mIue mpaBwiIa OpraHu3auu paboThl ¢ JOKYMEHTAMU;

- COBpPEMEHHble HH(OPMAIMOHHBIE TEXHOJOTUHM CO3MaHUS JOKYMEHTOB U aBTOMATHU3AIMU

JIOKYMEHTOO00pOTa;

- OpraHu3airio paboThl C YEKTPOHHBIMH IOKYMEHTAMHU.

Ymersn:

- oOpMIIATh JTOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHUBHOW 0a30M, UCIOJIb3Yys HH(POPMAIIMOHHBIE

TEXHOJIOTHH M CPEJICTBA OPTTEXHUKH,

- HCIIOJIB30BaTh YHU(PUIIMPOBAHHBIC CUCTEMBI TOKYMEHTAIIHH.

OK 2. Ocywecmenamv nOUCK, aHAIU3 U UHMepnpemayuio ungopmayuu, HeobXooumou 0
8bINOIHEHUSA 3a0ay NPOYeCcCUOHATbHOU 0esimeNbHOCMU.

3HaTh:

- TpeOOBaHUs K COCTABICHUIO U O(DOPMIICHHUIO PA3IMYHBIX BUAOB JJOKYMEHTOB;



- o0mIue mpaBwIa OpraHu3auu paboThl ¢ JOKYMEHTaMHU.
Ymers:
- OCYIIECTBIIATH XpaHEHHUE, IOUCK U aHAJIU3 IOKYMEHTOB,;
- UCTIOJTL30BATh TEIIEKOMMYHHUKAITHOHHBIE TEXHOIOTHUH B JICKTPOHHOM JIOKYMEHTOO0O0POTE.
OK 3. Ilnanuposamv u peanuzosvléamv cOOCMBEHHOE NPOPeCcCUOHANbHOEe U JTUYHOCMHOE
paseumue.
3Harth:
- OCHOBHBIC 3aKOHOJATENIbHbIC U HOPMATHBHBIC aKThl B O0JIACTH JTOKYMEHTAIIMOHHOTO O0ECIeYCHHUS
YIpaBICHUS;
- 001IMe IpaBuiia OpraHu3auy paboThl C TOKYMEHTAMH,
- COBpPEMEHHble HH(OPMALIMOHHBIE TEXHOJOTUM CO3JAaHUS JOKYMEHTOB M aBTOMATHU3alUH
JOKYMEHT0000pOTa;
- OpraHu3anuio paboThl C IEKTPOHHBIMH IOKYMEHTAMHU.
Ymersn:
- oOpMIIATh JOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHUBHOM 0a30i, UCIOJIb3Yysd MHPOPMAIIMOHHBIE
TEXHOJIOTHU U CPEJICTBA OPTTEXHUKH,
- HCII0JIb30BaTh YHU(PUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.
OK 4. Pabomamb 8 Koiiekmuge u Komanoe, 3hheKmuHo 83aumooetcmseosams ¢ Koie2amu,
PYKOBOOCHBOM, KIIUEHMAMU.
3HaTh:
- TpeOOBaHUs K COCTABICHUIO U O(DOPMIICHHUIO PA3IMYHBIX BUAOB JJOKYMEHTOB;
- 001IMe paBmUiia OPTaHu3aH PaboThI C TOKYMEHTAMH,
- COBpPEMEHHble HH(OPMALMOHHBIE TEXHOJOTUM CO3/IaHUSA JOKYMEHTOB M aBTOMAaTHU3alllH
JIOKYMEHTO000pOTA;
- OpraHu3aiuio paboThl C ANEKTPOHHBIMH JOKYMEHTaMHU.
Ymersn:
- oOpMIIATh JTOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHUBHOM 0a30i, UCIONIBb3Yysd MH(POPMAIIMOHHBIE
TEXHOJIOTHU U CPEJICTBA OPTTEXHUKH,
- HCIIOJIb30BaTh YHU(PUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH;
- OCYUIECTBJISITh XpaHEHUE, TOUCK U aHATN3 JJOKYMEHTOB.
OK 5. Ocywecmenams yCmuyl0 U NUCOMEHHYI0 KOMMYHUKAYUIO HA 20CYO0apCHEEHHOM S3blKe
Poccutickoii @edepayuu ¢ yuemom ocobenHocmeri COYUAIbHO20 U KYJIbMYPHO20 KOHMEKCMA.
3Harth:
- OCHOBHBIE TIOHSTHS JOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YITPaBJICHUS;
- 1I€T1, 33/1a4¥ ¥ MIPUHIIUITBI JOKYMEHTAIIHOHHOTO 00eCTIeUeHUS YIIPABICHHUS.
Ymersn:
- HCIIOJIb30BaTh YHU(PUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.
OK 10. [lonvzosamvcsi npogheccuonanvhoil  OOKyMenmayue Ha 20CYO0apCmeeHHOM U
UHOCIMPAHHOM A3bIKAX.
3HaTh:
- OCHOBHBIE TIOHATHUS JOKYMEHTAIIHOHHOTO O0ECTIeueHUs yIIPaBICHNUS;
- OCHOBHBIE 3aKOHOJATEJIbHBIC M HOPMATHUBHBIC aKThl B O0JIACTH JOKYMEHTAIIMOHHOTO OOecredeHus
yIIpaBJICHHUS;
- [1eTI1, 33/1a4¥ U TIPUHIIUITBI JOKYMEHTAIIHOHHOTO 00€CTIeYeHHsI YIIPaBICHUS;
- CHCTEMBI JJOKYMEHTAITMOHHOTO 00ECTICUeHHs YIIPABJICHHUS;
- 001IMe MpaBuia OpraHnu3anuu paboTel C TOKYMEHTAMHU.
Ymernb
- HCIIOJIb30BaTh YHU(PUIIMPOBAHHBIC CUCTEMBI TOKYMEHTAIINH.
OK-11  Hcnonvzoeamv  3HaHus  no  (UHAHCOBOU  2PAMOMHOCHU, NAAHUPOBAMb
NPeonpUHUMAMENbCKYIO 0esIMeNbHOCMb 8 NPOecCUOHATbHOU chepe
3HaTth:



- OCHOBHBIE 3aKOHOJATENIbHbIE U HOPMATHBHbBIE aKThl B O0JIACTH JTOKYMEHTALIMOHHOTO 00ecredyeHus
yIIpaBJICHUS;
- TpeOOBaHUs K COCTABICHUIO U O(DOPMIICHHUIO PA3IMYHBIX BUAOB JJOKYMEHTOB;
- 001IMe IpaBmuiia OpraHu3aiy PaboThl C TOKYMEHTAMH,
- COBpPEMEHHbIe HH(OPMALIMOHHBIE TEXHOJOTUU CO3/[aHUA JOKYMEHTOB U aBTOMAaTH3allUU
JOKYMEHT0000pOTa;
- OpraHu3anuio paboThl C SIEKTPOHHBIMH IOKYMEHTAMHU.
Ymers:
- oOpMIIATh JOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHUBHOM 0a30M, UCIOJIb3Yysd UH(POPMAIIMOHHBIE
TEXHOJIOTHH U CPEJICTBA OPTTEXHUKHU;
- UCTI0JIb30BATh TEJIEKOMMYHUKAITUOHHBIE TEXHOJIOTUU B JIEKTPOHHOM JIOKYMEHTO000pOTE.
1IK 1.1. Obpabamvieame nepsuunvle Oyxeanimepckue 0OKyMeHmMbl.
3Harth:
- TpeOOBaHUS K COCTABIICHUIO U O(DOPMIICHHUIO PA3IMYHBIX BUIOB JJOKYMEHTOB;
- 001IMe IpaBuiia OpraHu3auy paboThl C JOKYMEHTAMH.
Ymersn:
- oOpMIIATh JTOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHUBHOM 0a30i, UCIOJIb3Yysd MH(POPMAIIMOHHBIE
TEXHOJIOTUH M CPEJICTBA OPTTCXHUKH;
- HCIIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B JIEKTPOHHOM JIOKyMEHTOO00pOTE
Taxum 06pa3oM, B pe3yJibTaTe 0CBOCHHS TUCIUINIUHBI 00yYAOUIUICS T0JIKEH
Ymers:
VY1 - opopMIIATE JOKYMEHTAIUIO B COOTBETCTBUH C HOPMATHUBHOM 0230, HCIIONB3YS
nH(OPMAaLIMOHHBIE TEXHOJIOTUU U CPEACTBA OPITEXHUKH,
VY2 - ucnonap30BaTh YHUPUIIUPOBAHHBIC CUCTEMBI JJOKYMEHTAITUH;
VY3 - ocyliecTBIATh XpaHEHHE, TOUCK U aHAIHU3 TIOKYMEHTOB;
VY4 - uconap30BaTh TEIEKOMMYHUKAIIMOHHBIC TEXHOJIOTHH B 3JICKTPOHHOM JJOKYMEHTOO0O0pOTE.
3HaTth:
31 - OCHOBHBIC TTOHATHSI TOKYMEHTAIIMOHHOTO O0SCTICUCHUS YIIPABICHUS; 1IEJIH, 3814l W TTPHHITAITHI
JOKYMEHTAI[MOHHOTO OOECTeueHusl yMpaBiICHHsS; CUCTEMbl JOKYMEHTAI[MOHHOTO oOecreueHus
yIpaBJieHUs; OOIIHE MPaBUIa OpraHU3aIuu padOThI ¢ JOKYMEHTAMU;
32 - OCHOBHBIE 3aKOHOJATENIbHBIE 1 HOPMATUBHBIE aKThI B 00JIACTU JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
yIIpaBJICHUS;
33 - TpeboBaHUs K COCTABICHUIO U OPOPMIICHHUIO PA3IMYHBIX BUAOB JOKYMEHTOB,;
34 - coBpeMecHHBICE WH(POPMAIMOHHBIE TEXHOJOTHU CO3JIaHUS JOKYMEHTOB W aBTOMAaTH3aIlUU
JOKYMEHTO000pOTa; OpraHU3aIuio PadOThI C SJEKTPOHHBIMU JJOKYMEHTaMHU.



5.CTPYKTYPA U COJEP)KAHUE YUYEFHOM JJUCIIUILJINHBI
5.1 O0beM yueOHO 1MCUMIJIMHBI M BUABI Y4e0HO0# padoThl

Oovem uacos

Bup yuedHoii padoTbl geeco
Ounoe
1210m,2210m |
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 32
O0s3aTesIbHASI AYAUTOPHAsI YueOHasi Harpy3Ka (Bcero) 32
B tom unciie:
TEOPETUIECKOe 00ydeHne 22
MIPAKTUYECKHE 3aHATUS 10
CamocTtosiTeibHas padora o0yuyaouerocs (Bcero) 0
B ToM uucne:
pabora 1o Temam
MOJTrOTOBKA JOKJIAJIOB 110 TEMaM
Hrorosrie arrecranuu 1,3 ceMecTp
JADK

Oovem uacos

Bup yuyeoHoii padoTbl 6ceco
3aounoe
2210m/3210m

MakcumasnbHas yueOHasi Harpy3ka (Bcero) 32
O0s3aTesbHAsi Ay IUTOPHAsA yuyeOHas Harpy3Ka (Bcero) 10
B Tom uncine:

TEOpPETUYECKOE 00YUEeHUE 4
MPAKTUYECKHUE 3aHSITUS 6
CamocrosiTesibHas paboTa o0yuyaruierocs (Bcero) 22

B ToM uncie:

pabora 1o Temam

noATrOTOBKA AOKJIAJ0B 110 TEMaM

HUTorossie arTecTanuu 1/ 2xypce
JPK




5.2. TemaTuyeckuii NJIaH M coJiep:KaHue YUeOHOMH TMCUMILUTHHBI «/loKyMeHTallMOHHOe o0ecniedeHne YIPaBJIeHU »

O0BeM

Yposen
Conep:kanue y4eOHOro MaTepuaa, IpakTU4YecKue 3aHATHS, CAMOCTOsSITeJIbHAsI padoTa acon b
HaumeHoBaHue pa3iesioB u TeM ouHoe/
00y4arImXxcs 0CBOCHH
3204HO
o |
1 2 4
Tema 1 2
OcHOBHBbIEC NOHATHS
AeJI0NPOU3BOACTBA
Coneprxanue y4eOHOro MaTepuasa 1/0,5 2
3aHATHSA JIEeKIMOHHOTO THIIA
1. 1enornpoun3BoICTBO KaK COCTaBHAS YacTh YIIPaBJICHUS IEPCOHATIOM B opraHu3aiuu. OCHOBHBIC
TUTIOBBIEC JOKYMEHTHpPYEMbIE OTepaIiy B MPOIlecce YIPaBIEHUS TEPCOHATIOM.
1.1 Iporece ympaBieHust 4 poib | 2. MecTo 1 Pojib JOKYMEHTOB B ypasieHun. OGIIie 1 OCHOBHbIE TPEGOBAHMS 1 IIPABUIA O(OPMICHHUS
JTOKYMEHTUPOBaHUS JIOKYMEHTOB.
YIPABJICHYECKOI ASSTCIBHOCTH. 3. HopMaTuBHBIC MaTepHalIbl 110 TOKYMEHTHPOBAHHIO YITPABICHYECKOW NEATSILHOCTH M OPTaHU3aluN
Bunpl 10KyMeHTOB ¥ X paboThI C TOKYMEHTaMH.
KIaccuuKarms 4. Busipl ynpaBlieHYeCKUX JOKYMEHTOB M UX KJIacCU(UKAIHS.
IpakTnyeckue 3aHATHS 0,5/0
Joxnasl, coobmenus (ycrao) (OK 1, OK 2, OK 3, OK 4, OK 9, TIK 1.1)
CamocrosiTe/ibHasi padoTa CTY/1eHTOB 0/1
[TpopaboTKka KOHCTIEKTOB JEKIIUH, Y4eOHOM TUTEPATYPHI.
Copaepxxanue yqyeOHOIro MmaTepuasa 1/0 2

1.2 Yauduxanus u




CTaHJapTu3anus
YIpaBJICHYCCKHUX JOKYMCHTOB.

3aHATHA JTIeKIMOHHOIO THIIA

1. IlonsaTHs cranaapTuzanuy U yHupukanuy. OCHOBHbIE IPUHIUIIBI IPU IPOBEJACHUN YHUDUKALUY U
CTaHJApTHU3aLMU YIIPABICHYECKUX JOKYMEHTOB.

2. YHU(UUIUPOBAaHHbBIE CUCTEMBI JOKyMeHTauuu. OCHOBHbIE ITpaBUiIa 0(OPMIIEHUS TOKYMEHTOB.
Dopmysip-odpaser.

3. PexBU3UTHI yIIPABICHUECKUX JOKYMEHTOB U IIPABUJIA UX OPOPMIICHHUSL.

4. bnanku u opmatsl TOKyMeHTOB. [Ipuianue ToKyMeHTaM I0pUINYECKON CUJIBI.

IIpakTHyeckue 3aHATHS
3anmanue 2. YHUPUKAIUSA U CTaHIAPTU3AINS YIIPABICHYSCKUX JOKYMEHTOB. BIIaHKHM U PEKBU3UTHI
nokymenToB (OK 2, OK 3, OK 4, OK 9, TIK 1.1)

0,5/0

CamocrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTKa KOHCIIEKTOB JICKIIHiA, y4eOHOU JINTEPATYPHI.
2 IloaroroBka QOKJIAI0B II0 TEMAM

0/1

1.3 IlpaBuna opopmieHus
YIIpaBJIEHYECKUX
(opraHu3anuoHHO-
pacropsIUTeIbHbIX) TOKYyMEHTOB

Coaep:xanue yueOHOro MaTepuaJia

3ansaTus JICKIHMOHHOI'0 THUIIA

0/0

IIpakTHyeckne 3aHATHA
3amanwue 1. [Ipouecc ynpaBieHus: U pojb JOKYMEHTHPOBAHUS YIIPABICHYECKOMN ACSITEIHHOCTH.
TectoBoe 3aganue (OK 5, OK 10)

0/0

CamocTrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIIHiA, y4eOHOM JIUTEPATYPHI.
2.IloaroroBka JOKJIAHAO0B II0 TEMaM

0/1

Tema 2
JlokyMeHTHpOBaHHE
OPraHu3alMOHHO—
pacnopsiiuTe IbHO’
AeATeTbHOCTH




2.1 OpraHuzanMoOHHO-IIPAaBOBas
JIOKyMEHTAIUS

Conepxxanue y4eOHOro Marepuasa

3aHATHSA JIeKIMOHHOIO THIIA

1. ITpaBuiia BHyTpeHHero TpynoBoro pacnopsaka (Ilonoxenue o nepconaie).
2. Ycras. [lonoxxenue 06 opraHu3anuu. Y YpeIuTeaIbHbIA T0TOBOP.

3. CtpykTypa u mraTHas yucieHHocTh. llltatHoe pacnucanue.

4. ITonoxenue o CTPYKTYPHOM IOJIpa3iesiCHUH.

5. JIOJDKHOCTHBIE HHCTPYKIUU.

4/0,5

IIpakTH4yeckue 3aHATHS

3ananue 3. CocraBiienue u 0o(hopMIICHUE OPraHU3allMOHHO-TIPABOBOM JTOKYMEHTAIIHH.

PaGota ¢ HOpMaTUBHBIMU JOKYMEHTaMHU:

JIOKyMEHTUpOBaHHE XO3AWCTBEHHBIX OIEpaldii W BeIeHHE OYXTalTepCKOro ydera aKTHBOB
OpraHH3aIiH.

Benenne OyxranTepckoro ydera HCTOYHHMKOB (OPMHPOBAHUS aKTHBOB, BBIMIOJIHEHHE paboT 1m0
WHBEHTapHU3allil aKTOB M (DMHAHCOBBIX 0053aTENbCTB oOpraHuzanuu. [IpoBeneHue pacdeTroB C
OI0/KETOM 1 BHEOIOHKETHBIMU (DOHIAMU.

CocraBieHne 1 uUcmonb3oBanue Oyxrantepckoii (punancosoit ) oruernoctu. (OK 1, OK 2, OK 3, OK
4,0K9,1IK 1.1)

2/1

CamocrosiTesbHast padoTa CTYICHTOB
1.IIpopaboTka KOHCIEKTOB JIEKIIMH, y4eOHOM JIUTEPATypHI.
2.PaboTa ¢ HOpMAaTUBHBIMU JIOKYMEHTaMH.

0/1

2.2 PacniopsiiuTeNIbHbIC
JIOKYMEHTBI

ConepxaHue yueOHOro Marepuasa

3aHATHSA JIEeKIMOHHOIO THIIA

1. PactiopsauTenbHble TOKYMEHTHI, IeHCTBYOIINE HA (eiepallbHOM YPOBHE, YpOBHE CyOBeKTOB PD,
Kpasi, 00J1aCTH, FOPOJOB PECIyOINKaHCKOTO 3HAUYEHHs], aBTOHOMHBIX 00JIaCTel U KPYTrOB.

2. Obume mpaBuia cOCTaBICHUs U 0(OPMIIEHUS] OPraHU3AIMOHHO — PACMIOPSAUTENBHBIX TOKYMEHTOB
YUPEKIACHUH, IPEANPUATANA, OpTaHU3ALHI.

3. Ilpukas.

4. PacnopskeHue.

2/0,5




ITpakTu4eckue 3aHATHS

Omnpoc. Jloknaasl o TeMe.

3ananue 4. CocraBieHue 1 0pOpPMIICHHE PACTIOPSAUTENBHBIX TOKYMEHTOB, PErJIAMEHTUPYIOIINX
paboTy ¢ IepcoHAIOM yupexkaeHuid, opraru3anuii, npeanpustuii. (OK 1, OK 2, OK 3, OK 4, OK 9,
K 1.1)

2/1

CamocrosiTe/ibHast padoTa CTYACHTOB
[IpopaboTka KOHCIIEKTOB JIEKIHH, y4eOHON JIUTEPATYPHI.
Pabota ¢ HOpMaTHUBHBIMU JOKYMEHTaMH

0/2

Tema 3. UndopmaunonHo-
CIIPABOYHbIE JOKYMEHTBhI

3.1 CocraB nH(pOpMaIMOHHO-
CIIPaBOYHBIX JJOKYMEHTOB

Conepxanue y4eOHOro Marepuasa

3aHATHSA JTeKIHOHHOIO THIA

1. JIokyMEHTHpOBaHHE ACATEIBHOCTH KOJIJIETHAIBHBIX OPTraHoOB, 0()OpMIICHHUE
IPOTOKOJIOB.

2. AKT

3. JloxnagHas 3anucka, 00bsCHUTEIbHAS 3aMUCKa

4. CripaBka

5. CoBpemeHHoe JientoBoe MMcbMO. COCTaBICHHE TEKCTOB CITY>KEOHBIX
JIOKYMEHTOB.

4/0,5

IIpakTH4eckue 3aHATHSA

3ananue 5. MTHGOpMAIMOHHO-CIIPABOYHBIE IOKYMEHTEHI.

BrinosiHeHnEe TECTOBBIX 3a1aHUM:
CoctaBuTh 1 0)OOPMUTH JOKJIATHBIE 3aMTUCKH, HEOOXOIUMBIE B YIIPABJICHUECKUX CHUTYAIUAX (TPOTOKOJ
BaceqaHus, aKT, JOKJIaHAs 3aMKicKa, MPEAIOKEeHUE, CIIy)KeOHast U 00BSCHUTENbHBIC 3aIMCKH, CIIPAaBKa U

r.m.). (OK 2, OK 3, OK 4, OK 5, OK 9, OK 10, ITK 1.1)

1/0,5
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CamocTosiTe/ibHAst padoTa CTYA€HTOB
1.IIpopaboTka KOHCTIEKTOB JICKIIUHA, y4€OHOH JINTEpaTypHI.
2.IloarotoBka J0KIJIA0B IO TEMAM.

0/1

Tema 4
Od¢opmiieHue TOKYMEHTOB 10
TPYAOBBIM IPABOOTHOLIEHUAM

4.1 Knaccudukanus J0KyMEHTOB
10 TMYHOMY COCTaBY

Conepxanue y4eOHOro Marepuasa

3aHATHSA JIEKIMOHHOIO THIIA

1. JlokyMeHTHpOBaHKE TPYIOBbIX IPaBOOTHOLIEHUH. COocTaB TOKYMEHTOB IO JIUYHOMY COCTaBY
(xagpam).

2. IlpaBuia noAroTOBKM U 0(hOPMIIEHUS PUKA30B 110 JINYHOMY COCTaBY.

TpynoBoiil 10roBop (KOHTPAKT).

3. TpynoBblie kHMXKKU. POPMUPOBAHKE U XPaHEHHE JINYHBIX €] pAOOTHUKOB.

4. Tlopsiiok yueTa U pacCMOTPEHHUSI IPEATIOKEHUH, 3asBJICHUM U Kaio0

rpaxzaad. Jlenonpon3BoACTBO MO 00pallleHUsIM I'paXk/iaH.

2/0

IIpakTu4eckne 3aHATHA

3ananue 6. Cucrema TOKyMEHTAllMU 110 TUYHOMY COCTaBY.
Jlenornpou3BoACTBO M0 MUCbMEHHBIM U YCTHBIM OOpaIlleHUsIM IpaX/iaH
Tect. (OK 1, OK 2, OK 3, OK 4, OK 9, [IK 1.1)

0,5/0,5

CamocrosiTesbHast padoTa CTYICHTOB
1.IIpopaboTka KOHCIIEKTOB JIEKIIUHA, y4eOHOM JIUTEPATYPHI.
2.IloaroToBKa 10KJIa/10B IO TEMaM

0/1

4.2 OdopmieHre TOKyMEHTOB,
HCIOJIb3YEMBIX TIPU TIpHEeMe Ha
paborty.

ConepxaHue y4eOHOro Marepuaja

3aHATHA JTeKIMOHHOI0 THIIA
1. ITpaBuiia HOArOTOBKU U O(hOPMIIEHUS TIPUKA30B 10 JIMYHOMY COCTaBY.
TpynoBoit 10oroBop (KOHTPAKT).

1/0,5
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2. TpynoBblie KHIDKKA. DOpMUpPOBaHHE U XpaHEHUE JTUYHBIX JIEJI PAOOTHUKOB.

IIpakTnyeckue 3aHATHS

Pabora ¢ noxymeHnTamu (mpukassl, TpyaoBoii qorosop). (OK 1, OK 2, OK 3, OK 4, OK 9, IIK 1.1) 0,5/0,5
CamocrosiTesibHast padoTa CTYeHTOB
1.IIpopaboTka KOHCIEKTOB JIEKLIUi, y4eOHOM JIUTEPATYPHI.
2 IToaroroBka AOKJIAJIOB 110 TEME: 0/1
Coaep:xanue yue0HOro MaTepuajia 0/0
4.3 OdpopMieHHE npuKasa 3aHATHSA JTeKIHOHHOI0 THIA.
(p%cnop ADKEHNS) O HepeB%z[e IIpakTH4eckune 3aHATHA 0,5/0,5
PAbOTHIKA Ha APYLYIo paboTy. WnTepaktuBHas Gpopma npoBeeHNs 3aHATHS — BBIOJIHEHHE MTPAKTUYESCKHUX 3a/1aHUH
Pabora ¢ nokymentamu (pacnopspkenus). (OK 1, OK 2, OK 3, OK 4, OK 9, 11K 1.1)
CamocTosiTe/IbHAsA padoTa CTY/IEHTOB 0/2
[IpopaboTka KOHCIIEKTOB JEKIMH, y4eOHOU TUTEpaTyphl.
ConepxaHue y4eOHOro Marepuasa 1/0
3aHATHSA JTeKIMOHHOIO THIA
Odopmitenne mpukasza (pacropsHKeHHUs) O MPEKPAICHAN JISHCTBHS TPYAOBOTO JJOTOBOPA YBOJIbHEHUH
4.4 Odopmienue mprkasa paboTHHKA
(paciopsixenus) O NPEKPAIICHAH | [pakTHUeCKHE 3aHATHS 0,5/0,5
JICHCTBHS TPYJIOBOT'O J10TOBOpA WnTepakTuBHas Gpopma NpoBeIeHHs 3aHATUS — BBINOJIHEHHE IPAKTUYECKUX 3a/1aHUH (COCTaBUTh
YBOJIbHEHHH PabOTHHKA IpUKa3bl: 00 YBOJbHEHUU MEPEBOIOM B APYTYIO OPraHU3aIMIO ; 0QOPMUTH 3aMKCh B TPYAOBOI
kamkke 1 ap.) . (OK 1, OK 2, OK 3, OK 4, OK 9, I1K 1.1)
CamocTosiTe/IbHAsA padoTa CTY/IeHTOB 0/2

[TpopaboTKa KOHCTIEKTOB JICKITUH, y4eOHOU TUTEPaATYypPHI.

Tema 5
TexHonorusi padoTsl ¢
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AOKYMEHTaAMH

5.1 CocraBneHne HOMEHKJIATYPbl
aen

Conep:xanue yueOHOro MaTepuaJia

3aHATHSA JIEKIIUOHHOTO TUIIA

1. OcHoBHBIE MpaBUIIa OPTaHU3aAlUU JOKYMEHTooOopoTa. Cxema opraHuzauuu
paboThI C IOKYMEHTaMH B OPTaHU3ALIUH.

2. lMopsanox 0OpabOTKU BXOJSAIMIUX M UCXOIAIINX JOKYyMeHTOB. [IpaBuiia
PEerucTpalvi 1 MHACKCUPOBAHUA JOKYMCHTOB.

3. KonTpounb ucnonHneHus: 10kyMeHTOB. PaboTa ucnoigHuTenei ¢ TOKyMeHTaMu.
4. CocraBieHre HOMEHKIATYPHI 1ei1. DopMupoBanue U 0pOopMIICHHE JCII.

2/0,5

IIpakTHyeckue 3aHATHS
3amanne 7. Texnonoruu aenonpons3BoacTea. (OK 1, OK 2, OK 3, OK 4, OK 9, OK 10, IIK 1.1)

0,5/0,5

CamocrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTka KOHCIIEKTOB JICKIIHiA, y4eOHOU JIUTEPATYPHI.
2 IloaroroBka JOKIAI0OB 10 TEMaM

0/2

5.2 ®opMupoBaHue U
oopmieHue e B TEKyIeM
JETONPOU3BO/ICTBE

Coaep:xxanue yueOHOro MaTepuaJia

3ansaTus JICKIHMOHHOI'0 THUIIA
CDOpMHpOBaHI/IC )4 OCI)OpMJ'IeHI/IC ACJI B TCKYHIEM JCJIONPOU3BOJCTBC.

1/0,5

IMpakTHyeckue 3aHATHS
Hoxmaasl mo Teme (OK 1, OK 2, OK 3, OK 4, OK 9, OK 10, I[TK 1.1)

0,5/0,5

CamocrosiTe/ibHasi padoTa CTY/IeHTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIIHiA, y4eOHOMN JIUTEPATYPHI.
2.IloaroroBka JOKJIAHA0B II0 TEMaM

0/2

5.3 Opranusanus XpaHeHus
TOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

3ansarus JICKIHMOHHOI'0 THUIIA
Opl" aHM3alusl XpaHCHUA JOKYMCHTOB.

1/0
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IIpakTn4yeckune 3aHATHA
Joxuanet mo teme (OK 1, OK 2, OK 3, OK 4, OK 9, OK 10, IIK 1.1)

0/0

CamocrosiTe/ibHasi paboTa CTYJI€HTOB 0/2
1.IIpopaboTka KOHCIIEKTOB JICKIIHU, y4eOHOM JIUTEPATYPHI.
2.IlonroToBKa JOKJIAJ0B MO TEMaM
Tema 6
NupopManHOHHbIE TEXHOJIOTHH
B o0ecnieyeHnu 3P PEeKTUBHOIO
JOKYMEHTO0000pPOTa KOMIIAHUM
Coaepxkanue yue0OHOro MaTepuajia 2/0,5
3aHATHSA JTeKIHOHHOIO THIA
6.1 KomnbroTepHble TEXHOIOTHH
KomnbroTepHble TEXHOIOIMH NOJATOTOBKU TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.
MOJIrOTOBKH TEKCTOBBIX
IIpakTHyeckue 3aHATHSA 0/0
KOMITIOHEHTOB JIOKyMEHTOB .
TecToBble 3a1aHu 10 MOATOTOBKH JIOKYMEHTOB (KoMmmnbtoTepHbIii BapuanT) (OK 9, [1IK 1.1)
CamocrosiTesbHast padoTa CTYICHTOB 0/1
[TonroToBKa K TECTOBBIM 3aJJaHUSM
Coaep:xaHue yue0HOro MaTepuaja 0/0
627 . 3aHATHSA JeKIHOHHOI0 THNA
.2 DIeKTpOHHBIN
JIOKyMEeHT0000poT. ObecneueHue PH%aKT"quK"e 3AHSITHHA . 1 OK 9. TIK 1.1 1/0,5
SQUATH! MEGOPMAIHH aboTa ¢ MHPOPMAITMOHHO-TEIEKOMMYHHKAIIMOHHOH ceThio «HTepHEeT». ( , 1)
CamocrosiTesbHast padoTa CTYICHTOB 0/2
[TpopaboTKa KOHCTIEKTOB JICKITUH, Y4EOHOU TUTEPATYPHI.
BCEI'O 32/32

JList XxapaKTepUCTUKH YPOBHS OCBOCHHS YI€OHOTO MaTepHalia UCTIOIb3YIOTCS ClIeAYyoNne 0003HAYCHHUS
1. — o3HAaKOMUTEJIbHBII WM MUHUMAJIbHBII YypoBeHb (Y3HaBaHHE paHee U3yUCHHBIX 00BEKTOB, CBOMCTB);
2. — penpoayKTHUBHBIH HJIH 0a30BbIi YPOBEHD (BBITIOJHEHUE JICATEITHHOCTH 110 00pa3ily, MHCTPYKIIUU WIIH 10T PYKOBOJICTBOM)
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| 3. — NPONYKTHBHBIIi WJIH BLICOKHii yPOBeHb (ITAHHPOBAHNUE U CAMOCTOSTENBHOE BBIONHEHHE JESTEIbHOCTH, PEIIeHHE NPOOIEeMHBIX 331a4)
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3aHATHS, TPOBOJAUMBIE B MHTEPAKTUBHBIX (hopMax

Ne
w/n Tema 3ansaTHs ®opma
WntepaktuBHas  dopma
1 [TpakTHdeckue 3aHATH 110 TeMaM 4- 6 IIPOBEICHUA  3aHATUA  —
BBIIIOJIHCHHE
MPAKTUYECKUX 3aJaHUN

6. YCJIOBUS PEAJIM3AIIAYN ITIPOT PAMMBI YYEBHOU U CIIUILINHBI

6.1. TpeOboBaHUs K MUHMMAJIbLHOMY MaTEePHAIbHO-TEXHUYECKOMY 00ecnedyeHUIo
Peanuzanust mporpamMmbl  JUCHUIUIMHBL  TpeOyeT Haiau4yus y4eOHOTO KaOHHETa.

O06opynoBaHue yueOHOro KabuHeTa:

-paboune MecTa 1Mo KOJIMYECTBY 00YJarOIIUXCs;

-pabouee MecTo mperoiaBaTers;

-KOMIUIEKT y4eOHO-METOJMUECKON JOKYMEHTAIIH;

-HarJIsAHBIC TOCOOUS: Pa3/1aTOYHbIA MaTepUa;
TexHuueckue cpencTBa 0OydeHus:

- KOMIIBIOTEP, MyJIbTHMEIMa KOMIUIEKC IPE3EHTAIIMOHHOTO MaTepraa.

6.2 UndopmanuonHoe odecrieueHne o0y4eHust

OcHoBHasi iMTeparypa
OcHoBHas1 JIUTepaTypa

1. Kysnenona, 1. B. JlokymeHTanoHHOe o0ecrieyeHue yrpapieHus: yueOHoe nocodue
st CITO / U. B. Kysnenosa, I'. A. Xauatpsia. — 2-e¢ u3a. — Caparos: [IpodoOpazoBanue, A
[Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr:
ANEKTPOHHBIN // OnexkrpoHHO-OMOnmoreynass cucrtema I[PR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/80326.html (zara o6pamenus: 15.10.2020). — Pexum nocryna: st
aBTOPU3HUP. OJIB30BATENEH

2. BemkypoBa, A. b. JlokymeHTallmoHHOE OOecTieueHne ynpaBleHus: yueOHoe mocodue
JUIsL CTYAEHTOB cpeAHero mnpodeccuoHaibHoro obpasosanus: [12+] / A. b. Bemkypoa. —
Mocksa; bepnun: Aupext-Meaua, 2020. — 170 c.: ni., Taba. — Pexxum goctyna: no nojamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=570999 (mara obpamenus: 07.07.2022). —
bubmuorp.: c¢. 156-159. — ISBN 978-5-4499-0436-2. — DOl 10.23681/570999. — Tekcrt:
AJIEKTPOHHBIN.

3. Jlankosa, A. I'. JlokyMeHTallMOHHOE OOecrieyeHne yrpaBieHHs epcoOHAIOM: yueOHOoe
nocobue: [16+] / A. T'. Jlankosa, B. A. llpirankoB; OMCKu# TOCYIapCTBEHHBI TEXHUYECKUN
yHuBepcuteT. — Omck: OMckuil rocynapcTBeHHbIN Texundeckuii yausepeuter (OmMI'TY), 2019.
- 154 c¢: wmn, Tabm, cxem. — Pexum  jmocTyma: 1O MOANUCKE.  —
URL:https://biblioclub.ru/index.php?page=book&id=683240 (nata obpamenus: 07.07.2022). —
bubmmorp.: c. 104. — ISBN 978-5-8149-2860-3. — TekcT: 31EeKTPOHHBIH.

JlonoJTHUTeIbHAS JIUTepaTypa

4. JlokymeHTanmoHHOe oOecriedeHne ympaeineHus. CocraBieHne ©  oQopMIICHHE
JENOBBIX JTOKyMEHTOB: yueOHoe mocobme mns CIIO / cocraButenu E. W. bammakoBa. —
Caparos, Mocksa: [IpododpazoBanue, At [lu Ap Meana, 2021. — 144 c¢. — ISBN 978-5-4488-
1080-0, 978-5-4497-0964-6. — Texkct: anekrponHsii // LnppoBoil oOpa3oBaTenbHbINA pecypc
IPR SMART: [ca#it]. — URL: https://www.iprbookshop.ru/103343.html (mata oOparieHus:
21.09.2023). — Pesxxum octyna: Juisi aBTOPU3MP. MOJIb30BATEINCH

5. ApacmanoBa, B. A. JlokymeHTanmoHHOE OOECTICUCHHE YIPABJICHUS: Y4YEOHO-
IpakTUYeCcKoe 1Mocodue B cxemax, Tabiunax, oopasuax: [12+] / B. A. Apacnanosa. — 2-e u3f.,
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nor. u mepepadb. — MockBa; bepnun: dupekr-Meaua, 2020. — 266 c.: wi., Tadn. — Pexum
noctymna: o mommucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 (mara

obopamenus: 01.10.2021). — bubmmorp. B kH. — ISBN 978-5-4499-1454-5. — DOl
10.23681/578394. — TeKCT: IIEKTPOHHBIN.
6. Kyszuenos, U. H. lenonpousBoacteo: yuedbnoe mocobue: [16+] / . H. Ky3nenos. — 9-¢

u3 ., nepepad. — Mocksa: JlamkoB u K°, 2020. — 406 c.: wi1. — Pexxum qoctyna: mo moJmcKe. —
URL: https://biblioclub.ru/index.php?page=book&id=572967 (nata obpamenus: 01.10.2021). —
bubmuorp.: c. 312-323. — ISBN 978-5-394-03881-5. — TekcT: 37€KTPOHHBIHA.

Pecypcm I/IH(l)OpMaIII/IOHHO-TeJIeKOMMyHHKaIII/IOHHOi/i ceTHn «HHTepHeT», H606XOL[HMLIC IJIA
OCBOCHMA NTUCHHUIIJIMHBI

1. URL: http://biblioclub.ru/index.php?page=book&id=463666
2. URL: http://www.iprbookshop.ru/57135.html
3. CnpaBouno-npaBoBas cuctema «Koncynbrantllnrocy - http://www.consultant.ru
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7. KOHTPOJIb H OIIEHKA PE3YJIbTATOB OCBOEHUSI YYEFHOM
JAUCHHUIIJINHBI

Pabouast mporpamma yueOHOW AMCHUIUIMHBI OOEcIieuyeHa OICHOYHBIMU MaTepHallaMu IS
MIPOBEJICHUS TEKYIIEr0 KOHTPOJIA U IPOMEXKYTOUYHOM aTTECTALIUU.

[IpomexyTodHass aTTecTalus CTYASCHTOB OYHOH (OpMBI OOYYEHHS MPOBOIUTCS IO
OKOHYAHMIO Kypca nucuuruimHabl B popme JJDK.

Texkymuii  KOHTPOJb  pe3yJdbTaTOB  OCBOEHUS  JUCHUIUIMHBI  OCYILECTBIIACTCS
npernojaBaTesieM B Ipoliecce MPOBEACHHS MPAKTUYECKUX 3aHATUN B (opme TecTHpOBaHWUS,
YCTHOTO OIPOCa, MOATOTOBKH JIOKJIAJI0B, a TAK)KE BBIMOTHEHUSI CUTYAlIMOHHBIX 3a7a4.

Ilepeuyens BonpocoB k JAPK
1. lokyMeHT 1 criocoOBI €ro MOoIy4eHusl.
2. O6mue u cnenuduueckue QyHKIUU JOKYMEHTA.
3. OcHoBHbIE TPeOOBaHUSL, IPEIBABISEMbIE K JOKYMEHTaM.
4. MecTo U pojib IOKYMEHTOB B yIIPABJICHUH.
5. lens u 3amaun 'CJIOY.
6. CoBpeMeHHast CTPYKTYpa yIpaBleHus JoKyMeHTanuei B PO.
7. YHubukanus u CTaHIapTU3aIMs YIPABIEHYECKUX TOKYMEHTOB.
8. HopmaTtuBHO-MeTO1MYeCKas 06a3a 1e10Ipon3BOJICTBA.
9. CoBpeMeHHbIE CHCTEMBI IOKYMEHTALIUH.
10. brianku u popMaThl JOKYMEHTOB.
11. PexBusuthl ympasiendeckux gokymertos (o 'OCT P 6.30 — 2003).
12. Cuctema opraHu3alliOHHO-TIPABOBOM TOKYMEHTAIUH.
13. Cucrema pacnopsiiuTeIbHONU JOKYMEHTAIIHH.
14. Cuctema cripaBoyHO-MHGOPMAIITMOHHON U CITPABOYHO-aHATUTHYECKON TOKYMEHTAIIUH.
15. JlokymeHTaIus 1o odecrnevyeHuto kaapamu (1o JUYHOMY COCTaBy).
16. JlokymMmeHTHpOBaHME U OpraHU3alus padoThl ¢ JOKYMEHTaMH (OCHOBHbIE
ollepalu IeJI0MPONU3BOJICTBA).
17. Opranuszanus pallioOHAIBLHOTO IBUKEHUS JOKYMEHTOB BHYTPU OpraHU3al[ul
(IOKyMEHTO000POT).
18. Perucrpauust u uHAEKCAIMs TOKYMEHTOB.
19. KoHTpoJ1b 32 HCHIOJHEHUEM JOKYMEHTOB.
20. CocraBiieHne HOMEHKJIATYpBI JIe]l B OpraHU3aIusiX.
21. Obuue TpeboBanus K GOPMUPOBAHUIO JEII.
22. DKcnepTH3a EHHOCTH IOKYMEHTOB, IOPSAAO0K UX YHUUTOXKEHHUS.
23. 3ajaum apxuBa U 0QpOpMIICHHUE A€ JUIUTENbHBIX CPOKOB XpaHEHHUS.
24. Cocrasnienue 1 o(hopMIIeHIE OITUCEH J1eN U nepeada Jell B BEJOMCTBEHHBIN apXUB.
25. 3amaun, pyHKIMU U cocTaB ciyxos1 JJOVY.
26. SI3b1K TOKyMEHTa U OCOOCHHOCTH O(UIIMATIEHO-IEIOBOTO CTHIIS.
27. CoBpeMEHHOE JeI0BOE MUChMO, BUIbI IIHCEM.
28. JIokyMEeHTUPOBAaHHE IEATEILHOCTH KOJUIETHATBHBIX OPTaHOB (CTPYKTypa
JI0KJ1a/1a 1 0(OpMIIEHUE ITPOTOKOJA).
29. IopsiiOK 3aKITIOYECHHUS U OCHOBHBIE Pa3/iesibl KOMMEPYECKOTO J0TOBOpa
(KoHTpaKTa).
30. Knaccudukanus cpecTB OPrTEXHUKH JJISI COBPEMEHHBIX O(DHCHBIX TEXHOJIOTHH.
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8. METOANMYECKHUE YKA3AHUA JJid OBYYAKOLIUXCHA IO OCBOEHUIO
JAUCHHUIIJINHBI

Mertoanueckue ykazaHus MO BBITOJTHEHHUIO JEKIIMOHHBIX 3aHATHI

Hanucanme koHcmekTa JEKUMN: KpPaTKO, CXEMaTUYHO, IOCIEOBAaTEIbHO (UKCHPOBATH
OCHOBHBIC TIOJIOKEHUS, BBIBOJBI, (OPMYIUPOBKH, OOOOIIEHUS; TOMEYaTh BAXKHBIC MBICIH,
BBIICTISITh  KIIIOYEBBIE CJIOBAa, TepMHUHBL. [IpoBepka TEpMHUHOB, TMOHATUH C IOMOIIbIO
SHIUKJIONIEINH, CTIOBapel, CIIPaBOYHUKOB C BBITMCBIBAHUEM TOJIKOBAaHUN B TeTpaab. O003HAUYNUTH
BOIIPOCHI, TEPMUHBI, MaTepuai, KOTOPbIA BBI3bIBACT TPYJHOCTH, IOMETUTH U MOMbBITATHCS HAWTU
OTBET B pPEKOMEHIyeMoil mureparype. Ecnmm camocTosTenbHO He yaaercss pa3oO0parbcsi B
MaTepuase, Heo0X0IUMO CPOPMYIUPOBATH BOMPOC U 33/1aTh MPEMOJABATENI0 HAa MPAKTUYECKOM
3aHSITHUU.

MeTtoauyeckue yka3aHusl 110 BBIIMOJTHEHUIO MPAKTUYECKUX 3aHITUN
[TpopaboTka paboueit mporpammsl, ynaensisi 0co00e BHUMaHHUE LENsSM U 3a7adaM CTPYKType U
COJIEP’KaHUIO0 NUCUUIUIMHBI. KOHCIEKTUpOBaHME MCTOYHUKOB. PaboTa ¢ KOHCIEKTOM JEKIUH,
MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIYEMOU JUTEpaTyphl,
paboTa ¢ TeKCTOM (yKa3aTh TEKCT U3 UCTOUHHUKA U JIp.). PellleHne pacueTHBIX 3a/laHul, pelieHue
3a/1a4 M0 aJITOPUTMY U JIp.

MeToaudeckue yKka3aHus 10 BBIMOJIHEHUIO 3a/1aHUH JJI1 CAMOCTOSITENIbHOM paboThI

3HaKOMCTBO C OCHOBHOM U JIOMOJHHUTENBHOM JUTEpaTypoil, BKIIOYasi CIPaBOYHbBIC
u3/1aHusl, 3apyO€KHbIE MCTOYHUKH, KOHCIIEKT OCHOBHBIX IOJIOKEHHM, TEPMHHOB, CBEICHUU,
TpeOyrommx s 3alOMHHAHUS U SIBISIIOIIMXCS  OCHOBOIIOJNATAIOUIMMH B O3TOW TEMe.
CocraBiieHre JOKJIaJ0B 110 TPOYNTAHHBIM JIMTEPATYPHBIM UCTOUHUKAM U P

MeTtoauyeckue yKa3aHus 110 BbINOJHEHUIO TOKJIA10B

Hoxnan: Tlouck muTepaTypsl U COCTaBICHHE OMOIMOTpaduu, MCIOJIB30BaHUE OT 3 110 5
HAy4YHBIX padoT, U3JI0KEHHE MHEHUS aBTOPOB U CBOETO CYXKJEHHUS MO BHIOPAaHHOMY BOIPOCY;
M3JI0’KEHUE OCHOBHBIX aCTMEKTOB MPOOIEMBI.

Jloknazg mo TeMe - 3TO U3yuyeHUe HayqyHOU, y4eOHOM, HOPMATUBHON U JPYTOi JUTEpaTyphL.
Ot6op HeoOXomuMmoro wmarepuayia; (OPMHUPOBAHHWE BBIBOJOB M pa3pabOoTKa KOHKPETHBIX
PEKOMEHJAalMid MO PEIICHUI0 TOCTaBICHHOW MLeId W 3aJaud; MPOBEACHUE MPAKTHUUYECKHX
WCCJIEI0BAHMH TI0 TAHHOM MPOOJIeMe HIIA BOIIPOCY.

Metoaunyeckue ykazanus no noaroroske k JI®K.

Haunbonee oTBETCTBEHHBIM 3TarioM B OOyYEHWUU CTYJIEHTOB SIBJISETCS SK3aMEHAI[MOHHAS
ceccus. Ha Hell CTYAEHTHI OTUYUTHIBAIOTCS O BBIMOJHEHUU Y4eOHOI MporpaMMmbl, 00 YpOBHE U
00beMe TONYYEHHBIX 3HAHMA. ODTO TOCYIApCTBEHHAas OTYETHOCTh CTYJIEHTOB 3a TE€PHOJ
oOydeHus1, 3a u3ydeHne yueOHO! AUCIUTIITHBIL.

3aJIoroM yCIenrHo# caun 3a4yeTa sSBISIOTCS CHCTEMaTUYeCKHe, T0OPOCOBECTHBIC 3aHATHS
ctyneHTa. OIHaKO 3TO HE UCKITIOYaeT HEOOXOAMMOCTH CIEIUANIbHON paboThI Mepes ceccuet U B
nepuoa caadu 3adeta. Crienupuveckoit 3agadeit cTyJaeHTa B Mepruo/1 SK3aMEHAIIMOHHON CEeCCUU
SBIISIOTCS IOBTOPEHUE, 0000IIEHNE U CHCTeMaTH3alis BCEro MaTepuana.

B mpomecce mMOBTOpeHUST aHANM3HPYIOTCA ©W  CUCTEMATHU3WPYIOTCS BCE 3HAHWUS,
HAKOIUICHHBIE MPU HM3YYCHHH MPOTPAMMHOI0 MaTepuasia: JaHHble Y4eOHWKA, 3aluCH JIEKIIUH,
KOHCIIEKTHI TTPOYNTAHHBIX KHHT, 3aMETKH, CJCITaHHBIC BO BPEMsI KOHCY/IbTAIIMN WJIM CEMHUHAPOB,
u Jp.

KoncynpTanuu, KoTopsie MpOBOASTCS ISl CTYICHTOB B MEPUOJ YK3aMEHAIIMOHHON CECCHH,
HEOOXOUMO WCIONb30BaTh IS YIAyONeHWs 3HAHWUW, Ui BOCIIONHEHUS MPOOEToB W s
paspenieHust BCeX BOZHUKIINX TPYTHOCTEH.

[Ipu moAroToBKe K 3a4eTy HEOOXOIUMO eIlle pa3 MPOBEPUTH ceOs Ha MPEeIMET yCBOCHUS
OCHOBHBIX KaTErOpUid M KJITIOYEBBIX MOHITHH Kypca .
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9. IUCT COI'/TACOBAHUA

Ne n/n [Toapaznenenue damunus [Joanuco JHata
Kadenpa sxonomuku O.B. 3y0koBa W/7 25.04.2023
2 Kadeapa MuVTI E.B. Mackaiikuna / Q/L;,; } 25.04.2023
3 Kadenpsr TEM/] E.I1. Mackaiikuu e/[‘/;t_/f/' B 25.04.2023
4 Yueb.-MeToa. oTaen M.O. lepsibnuena (Il 1 rvs 25.04.2023
. bubmuoreka I".B. llInakosa ////}ﬁg[/ﬂg/ 25.04.2023
i /
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