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1. IOACHUTEJIBHAA 3AIINCKA

1.1 Mucunumnuna «Opranuzanus nenomnpousBoactsa B JJOY» oTHocuTCs K BapUaTHUBHOM 4YacTH OCHOBHOM
npodeccroHanbHON 00pa30BaTeNbHOM MpOrpaMMbl 10 HampasieHuio moaroroBku 44.03.01 «Ilemarornyeckoe
oOpazoBaHue» (ypoBeHb 00pa3oBaHus Oakajasp).

1.2 O0mas TpyaoeMKOCTb JUCLMILINHBI COCTaBIseT 2 3.¢€., 72 vac.

1.3 Uzyuenne nuctumiunbl «Opranusanus aenonpousBoactsa B JJOY» oCHOBaHO Ha 3HAHUSAX, YMEHHAX U HaBbIKAX,
MOJYYEHHBIX TIPH M3YYCHHH OOYYAIOIIMMUCS CIEIYIOIMX IUCIUILIMH: «[lenoBoe obuienue», «udopmarmonnoe
obecrieyeHne yNpaBiIeHUs IOIIKOJIILHOM oOpa3zoBarenbHOM opranusanuei», «Meronuueckas pabora B IOV,
«IIpaBoBbIE OCHOBBI yNpaBJieHUsI U OpraHu3anus (PUHAHCOBO-X03sicTBEHHOM nestensHocTH B JIOO», «YipasieHue
JIOIIKOJIEHBIM 00pa3oBaHUEM, P IPOBEJICHNH CICAYIOIUX IPAKTUK: «ITPOM3BOJCTBEHHAS MPAKTUKA I10 MOJTYYCHHIO
npodeCcCHOHANBHBIX YMEHUH U OIIbITa MPOPECCHOHATILHON AESTEIBHOCTH (IIPOSKTHAS )».

1.4 JMucummmuna «Opranuzanust aenonpoussoactsa B JJOY» ¢opmupyer 3HaHUS, YMEHUS WM KOMIICTCHIUH,
HEOOXOMUMBIE JJIsi OCBOCHHMS CIEAYIOIIMX JAWCHUIUIMH: «TOCYAapCTBEHHBIH SK3aMeH», «YIpaBlIeHHE KadeCTBOM
obpazosanus JJOY», «OnekrpoHHbIl 1okyMeHTo000poT JJOVY».

1.5 Lenpb u3yueHus: AUCUUIUIUHBI:

CdopMupoBarh y CTyAEHTOB 3HaHMS B 00NacTu oOLIeH TEOPHH M MPAKTHKU JAEIONPOM3BOJICTBA U OCOOCHHOCTSIX
OpraHM3aIMy JIeJIONPOU3BOJCTBA B COBPEMEHHOHN JOIIKOIBEHON 00pa3oBaTenbHON OpraHU3aluy; YMEHUS U BIIAICHUS
rpamMoTHO O(OPMIIATH O(pHUIMAIBHBIE JOKYMEHTHI (IPUKAa3bl, PAacIOpsDKEHMS, MUCbMa U T.1.), padoTaTh ¢ HUMH, a
TaKKe MPaBHIBHO BECTH JOKYMEHTOOOOPOT B COOTBETCTBMM C HOMEHKJIATYpOW el JOLIKOJBHOM 00pa3oBaTeiIbHON
OpraHU3al|u.

1.6 3amaun TUCLUIUIMHBL

1) O3HakoMIIeHHE CTYIEHTOB C COBPEMEHHBIMH HAay4HBIMH MCCICOBAaHHMSMH B OOJNACTH JEJIONPOU3BOACTBA,
HOPMAaTUBHBIMU JOKYMEHTAMHU, COBPEMEHHON MPAKTUKOH JeI0NPOU3BOJACTBA;

2) ®opMupoBaHUE YMEHUN JOKYMEHTUPOBAHUS KaXKAOIO U3 BUAOB JOKYMEHTOB;

3) OcymiecTBieHnE NEPeHOCA TEOPETHIECKUX 3HAHUH B IPAKTHYECKYIO PadoTy 110 YIpaBIEHUYECKOH AEATEIbHOCTH
Ha OCHOBE 3HaHUH ENONPOU3BOICTBA;

4) BocrinTanue 0CO3HaHHOTO OTHOWLICHHS K JIEJIONPOU3BOICTBY Kak COCTaBHOM YacTH YIPaBJICHUS JOLIKOJIbHON
00pa3oBaTeIbHON OpraHu3aIueH.

1.7 IlepedeHb IUIAaHUPYEMBIX PE3yNbTaTOB OOydeHMs 110 JUCHUIUIMHE B (GopMme TpeOoBaHMH K 3HAHHAM, YMEHHSIM,
BJIJICHUSM CII0CO0aMH JIESTENEHOCTH U HaBbIKAMU MX PUMEHEHUS B IPAKTHYECKOM NEeITeIbHOCTH (KOMIIETCHIIHSM ):

Komnerenuus
KonkpeTn3upoBaHHbIE LI OCBOCHHUS AUCIUIIIIHEI
Ne [(comeprxanue n ob6o3HaueHne
n/n|B coorBercTBUM ¢ ®I'OC BO
1 OTTOIT) 3HATh YMETh BIAJCTh

1|OK-7 cnocoben 3.1 HopmarusHsle ocHoBEI |Y.1 Mcnionb3oBars B.1 Brnagers paznuuHbIMU
UCIIOJIb30BaTh 0a30BbIC OpraHu3aIH HOPMATHBHBIC JJOKYMEHTBI |TEXHOJIOTUSIMHU
MPaBOBBIC 3HAHUS B JIEJIOTIPOU3BOJICTBA B pu pa3paboTke JICIIOTPOU3BOJICTBA, B TOM
pa3UYHBIX cepax H00. JIOKaJIbHBIX aKTOB. gucie UKT.
JICSITEIBbHOCTH

2 |OIIK-4 roroB k 3.2 Teoperuueckue V.2 CocraBusiTh B.2 Bnazgers ciocobamu
npoQeCCHOHATBHOM OCHOBBI OpTraHU3AIIH a3 IMYHBIC BHIIBI paboTHI C TOKYMCHTaMU
JIeSITEIbBHOCTH B JIeTIOMPOU3BO/ICTBA B JIOKyMEHTOB B J00.
COOTBETCTBHUH C J100. COOTBETCTBHH C
HOPMAaTHBHO-ITPABOBBIMHU JIEHCTBYFONITUMH
JIOKyMEHTaMH# c(hepbl CTaHJaPTaMH.
o0pa3zoBaHUs

3 [TIK-8 criocoben 3.3 CtpykTypHbIE U V.3 PazpabarsiBars OOIT (B.3 CoBpemMeHHBIMU
MPOCKTHPOBATh coJiepIKaTeIIbHBIC JTOIITKOJIEHOTO METOIAMH U
o0pa3oBareibHbIC koMmoneHTH OOIT 00pa30BaHUs C YICTOM TEXHOJOTHSIMHU BHEPEHUS
[IPOrpaMMBbI JIOIIKOJIbHOTO LeH U 3aJa4 KOHKpeTHOH |u peanuzanuu OOII

00pa3oBaHHsI. J00. JIOIITKOJIEHOTO
o0pa3zoBaHUs.




2. TPYIOEMKOCTB JACIUILIMHEI (MOAYJIST) U BUJOB 3AHSITHI 1TO JUCIUATIINHE

MOAWIIIO)
Buapl yueoHoii pa6oTnl,
BKJII0YAsi CAMOCTOSITEJIbHYIO
padoTy CTyIeHTOB 1 HToro
HaumenoBaHue pasjeia IMCUUNIUHBI (TEMbI)
TPYA0EMKOCTh 4acoB
(B yacax)
JI I13 CPC
Hroro no pucuuninxe 4 6 58 68
IlepBhIii neprHox KOHTPOIA

Oowue ocnoswl denonpouseoocmea. Ocobennocmu opeanuzayuu 4 4 30 38
0e/10nPou3600cnea 8 0OUKONbHOU 00PA306AMENbHOI OP2AHUZAYUN.

ConeprkaHue ¥ 3Ha4YEHHE JEIONPOU3BOJICTBA. 2 4 6

City>kObI JOKYMEHTALMH ¥ CEKPETapCKON CITy>KOBI. 2 4 6

HopmarusHo-nipaBoBoe 000CHOBaHUE OpPraHNU3aluU ) 4 6
JIeTIONPON3BO/ICTBA.

[MonsiTre «nokymeHT». Kiaccnpukanust JOKyMeHTOB M UX 4 4
(byHKIMY.

[IpaBuiia MOArOTOBKM M COCTaBICHUS JOKYMEHTOB. 4 4

PexBU3HUTHI JOKYMEHTOB U HX OopMIIEHHE. 2 4 6

TpeboBanust k O6:1aHKaM 1 GopMyIIIpaM. 6 6
Paspabomka u cocmagnenue paznuiuHbviX U008 OOKYMEHMOG 6 2 28 30
O0UIKONILHOTL 00PA306amMeNbHOI OP2AHUAUUU.

CpencTBa COCTaBIEHHS TEKCTOBBIX JIOKYMEHTOB, KOIIMPOBAHUS ) 4 6
OIIEPAaTUBHOTO PA3MHOXKEHHUSL.

CpencrBa nepeaadu HHPOPMALIUH. 6 6

Pa3paboTka opraHu3alMOHHbIX JOKyMEHTOB. 6 6

Pa3paboTka pacnopsUTeNIbHBIX JIOKyMEHTOB. 6 6

Pa3paboTka nHpOPMaALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. 6 6
Wroro no Buaam yueOHOH paboThI 4 6 58 68

Dopma npomercymounoi ammecmayuu

3ager 4

Hroro 3a IlepBblii nepuos KOHTPOJIS 72




3. COAEP KAHUE JUCHUIIJIMHBI MOAVYJIA), CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3BJEJIAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA

AKAJIEMUYECKHUX YACOB M BUJIOB YUEBHbBIX 3AHATHIA

3.1 Jlekuun

HaumenoBaHnue pa3neja JTMCHUILTHHBI (MOAYJIs1)/
TeMa u cofep:kaHue

TpynoeMkocTh
(K0,1-BO 4acoB)

1. Obugue ocrnoswt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 8
O0OUWIKOJIbHOUL 00pA306amenbHOIl OPZAHUZAUUU.

4

Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmanmsl:
OK-7 (3.1, ¥.1)
OIlK-4 (3.2, ¥.2)
IIK-8 (3.3, ¥.3)

1.1. ConeprkaHre U 3HaAYSHHE JIEIOIPONU3BOICTBA.
IInan:

1. 3agaum, conepxanue, CTPyKTypa AUCIUIUINHEL, 3HAYCHHE OPTaHU3aIiH 1EIOIPOU3BOICTBA

B TIOJITOTOBKE KOMIIETEHTHBIX CHELUAIMCTOB B 00JIACTH JOIIKOILHOTO 00pa30BaHMsI.
2. ConmeprkaHue AeIOTPON3BOICTRA.

3. OCHOBHBIE TTOHATHUS U OTIPEICIICHIS JOKYMEHTHPOBAHUS YIIPaBICHIECKON IEATSITFHOCTH B

J00.
YyebHo-MeToIUIecKas muTeparypa: 1,2, 3,4, 5,6

1.2. PexkBH3HUTH JOKyMEHTOB U UX 0pOpMIICHHE.
IInan:
1. Tlonarue «PexkBe3utsr».
2. TpeboBaHus K 0POPMIIEHUIO U PACTIONOKECHHUIO PEKBU3UTOB.
3. CocTaB peKBU3HUTOB JIOKyMEHTOB.
4. TIpaBuia ohOpMIICHHS PEKBU3HUTOB.
Y4ebHO-MeToMUIecKas muTeparypa: 1,2, 3,4, 5,6

3.2 IlpakTHYecKue

HaumenoBaHnue pa3nejia JTMCHUILTHHBI (MOAYJIs1)/
TeMa u cofep:KaHue

TpynoeMKocTh
(K0,1-BO 4aCoB)

1. Obugue ocrnoewt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 8
O0OUWIKOJIbHOUL 00PA306amebHOI OPZAHUZAUUU.

4

Dopmupyemvie Komnemenyuu, 06pazosamenvHbvle pe3yibmansl:
OK-7 (3.1, ¥.1)
OIIK-4 (3.2, ¥.2)
IIK-8 (3.3, ¥.3)

1.1. CiryxObl JOKyMEHTAIINN M CEKPETAPCKOU CITy>KOBI.
IInan:
1. 3amaun ciry>kObI JOKMEHTALIUN U CEKTEPAPCKOI CITy»KOBI.
2. OYHKIMH CIYXKObI TOKyMEHTAIIUH B CEKPETAPCKOM CITy»KOBI.
3. Bunsl paboT, BHITIOTHSEMBIE CITY>KOaMH.
YuebHo-MeTomuueckas mureparypa: 1, 2, 3,4, 5, 6, 10

1.2. HopmaruBHO-TIpaBOBOE 0O0CHOBaHHE OPTaHU3AINH IEIOIPOU3BOICTRA.
IInan:
1.TOC P7.0.97-2016 "HannonaneHb1it crangapt Poccutickoit @enepannu. Cuctema
CTaHAapTOB 10 HH(OPMAITUH, OMOIMOTEUHOMY W M3/IaTEITLCKOMY JIEIY.
OpraHu3annoOHHO-PACTIOPATUTENbHAS JOKyMeHTaus. TpeboBanus K 0(hOpMIICHHIO
nokyMmeHToB" (yTB. [Ipukazom Poccranmapra ot 08.12.2016 N 2004-cT).
2. ®enepanbHblii 3akoH "O06 HHGOpPMAMK, THPOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3aIIUTe
napopmaruu" ot 27.07.2006 Ne149-D3

3. ®enepanbHeblii 3akoH "O06 apxuBHOM jene B Poccutickort @enepanun” ot 22.10.2004 Ne

125-03.
4. ®enepanbublit 3akoH "O mepcoHanbHBIX JaHHBIX" oT 27.07.2006 Ne 152-D3.
YuebHo-MeTomuueckas nureparypa: 1, 2, 3,4, 5, 6, 10

2. Pazpabomka u cocmaenenue paziuiHslX 64008 0OKYMEHMOG8 8 OOUIKOIbHOU 00PA308AMENbHO

op2aHu3ayuu.




Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmManmsl:
IIK-8 (B.3, ¥.3)
OIIK-4 (B.2,V.2)
OK-7 (B.1, ¥.1)

2.1. CpenctBa cocTaBIeHHS TEKCTOBBIX JOKYMEHTOB, KOITMPOBAHUS M OTIEPATUBHOTO
Pa3sMHOKCHHSI.
Ilnan:
1. Heo6x0onmMOoCTh BBEACHHUS TEXHUIECKUX CPEACTB WH(POPMAITMOHHBIX TEXHOIOTHH.
2. CpenctBa COCTaBIICHUS M M3TOTOBIICHUS JIOKYMEHTOB.
Y4ebHo-MeTomuUecKas mureparypa: 1, 2, 3,4, 5, 6, 10

3.3CPC

HaumenoBaHnue pa3nejia JTMCHUILTHHBI (MOAYJIs1)/
TeMa I CAMOCTOSITEILHOTO U3YyYeHHS

TpynoeMKocTh
(K0,1-BO 4acoB)

1. Obugue ocrnoswt 0enonpouszsoocmea. Ocodvennocmu op2anu3ayuu 0e10nPOU3600CHI8a 6
OOUIKONIbHOIL 00pA306amMenbHOI OP2AHU3AYUU.
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Dopmupyemvie Komnemenyuu, 06pazosamenvHbvle pe3yibmansl:
OK-7 (3.1, ¥.1)
OIlK-4 (3.2, ¥.2)
IIK-8 (3.3, ¥.3)

1.1. ConeprkaHue U 3HaAYSHHE JIEITONPONU3BOICTBA.
3aoanue 013 camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:
1. Ha KOHKpETHBIX MpHMepax IMoKa3aTh 3HAYCHHE JIETOIPOU3BOICTBA B )KU3HH OOIIECTRA,
OpraHU3aIiH, YEIOBEKa.
2. [Ipoananu3upoBarh onpeAeeHUs] TEPMHUHOB, UCTIONB3yomuXcs B pa3Hbix [OCTax u
COCTaBUTh MUHH-CIIOBApPb.
YyebHo-MeTomuuecKas mureparypa: 1, 2, 3,4, 5, 6, 10

1.2. CiryObl JOKyMEHTAIIUN M CEKPETAPCKOU CITy>KOBI.
3adanue onn camocmoamensHozo 6bINOIHEHUSL CHIYOCHIMOM:
[ToAroToBUTH JOKIAA U MYJIBTUMEIMHHYIO TPE3CHTALUIO Ha TeMy "VcTopust pa3BuTHs
CHUCTEMBI JOKYMEHTAIIMOHHOTO 00eCTICUeHHS yIIpaBIeHUs"
YuebHo-MeTomuueckas mureparypa: 1, 2, 3,4, 5, 6, 10

1.3. HopmaruBHO-TIpaBOBOE 000CHOBaHHE OPTaHU3AINH IEIOIPOU3BOICTBA.
3aoanue 013 camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:
1) U3y4nts TeMy 10 TUIaHY, COCTABUTh KPATKUI KOHCIICKT:
Ilnan:
1. OcHOBHBIE TpeOOBaHUS K O(OPMIICHUIO OPTaHU3AIIMOHHO-PACIIOPSAUTEIEHBIX
JIOKYMEHTOB.
2. O6ume TpeOoBaHMs K JOKYMEHTaM U CIyk0aM TOKYMEHTAI[MOHHOTO 00CCIIeYCHHUS
yIpaBJICHHUSL.
3. OcHoBHBIE TIpaBUiIa paOOThI BEAOMCTBEHHBIX apXUBOB. ONOpa Ha 3aKOHO/AATENbHbIE U
HOpPMAaTHUBHBIE IOKYMEHTBI.

2) [IpoBecTu aHamM3 NEHCTBYIONIMX M OTMECHEHHBIX CTAHIAPTOB HA O(OPMIICHUC 1 BEHHUE
JIOKYMEHTOB. BBISBUTh OTJIMYUTEIBHBIE 0COOCHHOCTH B O(OPMIICHUU IOKYMECHTOB 1O
COBPEMEHHBIM CTAHAAPTaM U MPE/IICCTBYIOIIAM HM.

YuebHO-MeToaMYeCKast aureparypa: 1,2,3,4,5,6,8,9, 10

Ipodeccronanpubie 0a3bl JAHHBIX © UHPOPMAIIMOHHBIC CIIPABOYHBIC CUCTEMBI: |

1.4. Tlonsarue «goxkymeHT». Knaccudukanus JOKyMEHTOB U UX (DyHKIIUH.
3adanue 013 camocmoAmMenbHO20 6bINOIHEHUSA CHYOCHIMOM:
1. CoctaButh TaOMUIy «BUABI TOKYMEHTOBY» C IPUMEPAMH.
2. [ogoOparh HECKOIBKO BHIOB JOKYMEHTOB M HA MX OCHOBE MOATOTOBUTH XapPAKTEPUCTHKY
JIOKYMEHTOB TI0 Pa3HBIM IPU3HAKAM, BBIJICIIUTh U HA3BATh OCHOBHBIC PEKBH3HTHL.
3. [ToaroToBuTh pedepar (CooOIIeHHE) O TPaBHIaX HCIIOIh30BAHUS JIEIIOBOTO CTHIIS PEUU B
JIOKYMCHTAX.
YuebHO-MeTogMUeCcKast ureparypa: 1,2, 3,4,5,6,7, 10




1.5. IlpaBuiia NOATOTOBKU M COCTABIEHMSI JOKYMEHTOB.
3aoanue 013 camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:

Omnwmpasich Ha CTaHAAPTHL, COCTaBBTE MEPEICHB MPABUII TIOATOTOBKH M COCTABICHUS
JIOKYMEHTOB ]ISl 3aBEIYIOIIETO JAOIIKOJIBHON 00pa30BaTeIbHOM OpraHH3aIieH.

YyebHo-MeTomuIecKas muteparypa: 1, 2, 3,4, 8,9, 10, 12

1.6. PexkBH3HTHI JOKyMEHTOB U UX 0pOpMIICHHE.
3aoanue 013 camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:
M3yunTs TeMy 1O IJIaHy B COCTaBbTE HE MeHee 5 00pa3ioB pa3HBIX JOKYMEHTOB C
HCTIOJIB30BAHNEM Pa3HBIX PEKBU3UTOB. KakIbIii peKBU3UT 0003HAYBTE IMOPSIKOBBIM
HomepoM cornacHo ['OCTy.
IInan:
1. Ilonarue «PekBe3utsr».
2. TpeboBaHus K 0POPMIIEHHUIO U PACTIONOKECHHUIO PEKBU3UTOB.
3. CocraB PeKBU3HUTOB JIOKYyMEHTOB.
4. TIpaBuia ohOpMIICHHS PEKBU3HUTOB.
YyebHO-MeToTUUecKas muTeparypa: 1,2, 3,4, 5,6,7

1.7. TpeboBanus k 6:1aHKam 1 HOpMyIsIpaM.
3adanue onn camocmosamenbHozo 6bINOIHEHUSL CHIYOEHIMOM:

I/ISY‘H/ITB TEMY U IOATOTOBBTE OTBETHI B IMCBMCHHOM BHUAC Ha CIICAYIOIIUEC BOIIPOCHI:

1. B 9yem pa3HuIla NOHATHH TOKyMEHT U OQUIIHATBHBINA TOKyMEHT?

2. Kakue knaccuukauy TOKyMEHTOB BBl 3HaeTe?

3. Ilpu KaKuX YCIOBUIX MOMIMHHUK M JyOIHKAT TOKYMEHTa 00JIa1al0T OJMHAKOBOI
FOPUIMYECKOM CHUITON?

4. B ueM omimmune odopMiieHHs OJlaHKa TTChbMa U 00IIero OJlaHKa OpraHu3ainm?

5. OxapakTepu3yiTe 0COOCHHOCTH JEIOBBIX 000POTOB PEYH.
YyebHO-MeToMUIeCcKas muTeparypa: 1,2, 3,4, 5, 6,7

2. Pazpabomka u cocmaenenue paziuiHslx 64008 0OKYMEHMOG8 8 OOUIKOIbHO
00pazosamenbHoUl Op2anu3ayuu.
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Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmMansl:
[IK-8 (B.3, ¥.3)
OIIK-4 (B.2,V.2)
OK-7 (B.1, ¥.1)

2.1. CpenctBa cocTaBleHHS TEKCTOBBIX JOKYMEHTOB, KOITMPOBAHUS M OTIEPATUBHOTO
Pa3sMHOKCHHSI.
3aoanue 013 camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:
M3yunTh TeMy ¥ OArOTOBBTE JOKIAA C MYJbTUMEANITHON Npe3eHTaluel Ha TEMY:

"DBOITIOIUS CPEICTB COCTABICHUS TEKCTOBBIX TOKYMEHTOB, KOIIMPOBAHHS 1 ONIEPATHBHOTO

pa3sMHOXKEeHHS".
Y4ebHo-MeTomuIecKas muteparypa: 1,2, 3,4, 5,6

2.2. Cpencrta nepegadu HHGOPMAIHIH.
3adanue onn camocmoamenbHozo 6bINOIHEHUSL CHIYOCHIMOM:

[ToAroToBbTE OTBETHI HA BOIPOCHI B MMCHbMEHHOM BH/IE:
1. CpencrBa KOMMPOBaHHSI JIOKYMEHTOB.
2. OCHOBHBIE CpE/ICTBA Mepeadyu MHPOPMAIINY U UX 3HAUYCHUE.

3. OxapakTepn3ylTe HapaBICHHUS NCIONb30BaHUS HOBBIX HH()OPMAIIMOHHBIX TEXHOJIOTHN

py opraHu3anuu aenonpousBoactsa B JJOO.

4. BO3MOXHOCTH OpTaHU3alMy Hepenadd HHGOPMAIIUH ITPH TOMOIIH JICKTPOHHBIX
nocureneit B8 J100.

YyebHo-MeToIUIecKas muTeparypa: 1, 2, 3,4, 5,6




2.3. Pa3paboTka opraHW3aIiOHHBIX JOKYMEHTOB.
3aoanue 013 camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:
W3yunTs TeMy 1O TUIaHy U BBITTOIHUTE 3aaHuUs:
IInan:
1. Buas! opraan3aimoHHsX JokyMeHToB B JIOO: ycTaB, TOIKHOCTHAS HHCTPYKITHSA,
MOJIO’KEHHE, IITAaTHOE PAaCIICaHue.
2. TpeGoBaHus K pa3pabOTKe OPTaHU3AMMOHHBIX TOKYMEHTOB.
3. TexHomorus pa3paboTKH OPTaHU3alHOHHBIX JTOKYMEHTOB.
3amanus:
1. Ilpoananm3upoBath 0pOpMIIEHHE B COOTBETCTBHH C TPEOOBAHUSIMHE JOIKHOCTHBIX
WHCTPYKIUN, HHCTPYKIUH 1O OXpaHe Tpyaa, Apyroi opraHu3allMOHHON JOKYMEHTAIHI
J00.
2. CocTaBUTH MakeT 0(pOPMIICHHUS TOKHOCTHON HHCTPYKIINH, IPABUII BHYTPSHHETO
TPYZOBOTO PacCHOpPSIIKA.
YuebHo-MeTomUIeCcKas muTeparypa: 1, 2, 3,4, 6,7, 10

2.4. Pa3paboTKa pacropsANTENIbHBIX JOKYMEHTOB.
3aoanue 0na camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:
W3yunTs TeMy 1O TUIaHy U BBITIOIHUTE 3aaHUs:
IInan:
1. TpeGoBaHus K pa3pabOTKE paCIOPSTUTEIBHBIX TOKYMEHTOB.
2. Texnonorus pa3paboTKu pacHOPSIIUTEIBHBIX JOKYMEHTOB.
3. Pa3zpaboTka MpUKa30B 0 OCHOBHOM AEATENbHOCTH, IPHKA30B TI0 INYHOMY COCTaBY,
oopMIIeHNE TUYHBIX JeIl.
3amanus:
1. CoctaBuTh MakeT 0(pOPMIICHHS TIPUKa3a 10 OCHOBHOW AEATEIIEHOCTH H BBIMCKU U3
MprKasa.
2. CocraButb pacropsprenue mo JJOO.
3. Pa3zpaboTarp arOpuTM W3aHUS IIPUKa3a IO OCHOBHOW JEATEIFHOCTH.
YuebHO-MeToan4ecKas aureparypa: 1,2, 3,4, 6,7, 10

2.5. Pa3zpaboTka nHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
3aoanue 013 camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:
M3yunTs TeMy 1O TUIaHy U BBITOIHUTE 3aaHUS:
IInan:
1. TpeboBaHus K pa3paboTke HHPOPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB.
2. TexHomorus pa3paboTKu HHPOPMAITMOHHO-CIPABOYHBIX JTOKYMEHTOB.
3. Pa3paboTka akToB, mUceM, (PaKcoOB, MPOTOKOJIOB, JOKJIAIHBIX 3aITUCOK, CITPABOK,
TeaeoHOTpaMM.
3amanus:
1. CocTaBUTh MaKeT CIIPaBKHU 10 TpoBepke nestenprocTa JJOO.
2. OhopMHUTH CITY’KeOHYIO 3aIHUCKY, OOBICHUTEILHYIO 3aIHICKY.
3. CocTaBHTh MUCHMO Ha KOHKPETHYIO TEMY.
4. CocTaBHUTh MaKeT IMPOTOKOJIA 3aCETaHM [1eIarOTHIECKOTO COBETA.
YuebHO-MeToan4ecKas aureparypa: 1,2, 3,4, 6,7, 10




4. YYEBHO-METOAUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUIIJINHBI

4.1.

YueOHo-MeTOANYECKAS JTUTEPATYPa

Ne
/1

bubmmorpadudeckoe onvcanue (aBTop, 3arjiaBue, BUI U3TaHUS, MECTO,
W3/1aTeNbCTBO, TOJ U3/IAHMUS1, KOJINYECTBO CTPAHHIL)

Ccoinka Ha uctouyHuk B OBC

OcHoBHas auTEparypa

Bonobyena, JI. M. Jlenonpon3BoACTBO B AOIIKOJIEHOM 00pa3oBaTeIbHOM
yupexnenuu : yaeonoe mocobue / JI. M. Bomobyesa. — Mocksa : [Ipomereii, 2013. —
72 c. — TekcT : aneKTpoHHbIH // DnekTpoHHO-O0nOMMoTeuHas cuctema IPR BOOKS :
[caiiT].

URL:
http://www.iprbookshop.ru/
18565.html

Kyssmuna, U. B. JlenonpounsBoactso : yuedHnoe nmocodue / M. B. Ky3pmuna. —
Mocksa : MOCKOBCKHI T'yMaHuUTapHbIH yHUBepcuTeT, 2017. — 128 ¢. — Teker :
JEKTPOHHBIH // DnekTpoHHO-O0nOmoTednas cuctema IPR BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
74718.html

Cewmko, M. A. OcHOBHI etonpou3BocTBa : yueoHoe mocodbue / M. A. Cemrko, JI. A.
AntyxoBa. — CtaBponons : CexBoiisi, 2018. — 119 ¢. — Tekcr : aneKTpOHHBIH //
OnexTpoHHO-0nbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
92992 .html

Ankosuy, 111. A. JIe10mpon3BoACTBO B KAAPOBOH CITYKOE : yUSOHUK JIJISl CTYICHTOB
BYy30B, oOyuaronuxcs 1o cnenuanbHoct 062100 «Yrpasnenue nepconamomy / 111
A. STakoBm4. — Mockga : FOHUTHU-IIAHA, 2017. — 160 c. — TekcT : 3MeKTpOHHBIH //
OnexTpoHHO-0nbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
81624 .html

JlonoyiHuTEILHAS TNTEPATypa

I'BaeBa, 1. B. [lenonpounsBonctso : cripaBounuk / M. B. I'BaeBa, C. B. CobaneBckuil.
— Mumnck : TerpaCuctemc, Terpanur, 2014. — 224 ¢. — TekcT : 37IeKTPOHHBIH //
OnexTpoHHO-0MbOMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
28072.html

JlokyMeHTalnnoHHOe oOecrieueHne ypapieHus | Y4eOHUK JUIs CTYIEHTOB By30B,
00yYaroIKXCsl 110 HAMPABICHUSIM « JKOHOMUKa» U « MEHEDKMEHTY,
crerpanbHocTIM «MHpOpMaTHKay, «JoKyMeHTOBEICHHE U JJOKYMEHTAIIMOHHOE
obecrievueHre ynpasieHus», « ABTomarn3zanus 1 ynpasienue» / A. C. Ipunbepr, H.
H. Top6aués, H. H. T'op6aués, O. A. MyxamermmHa. — Mocksa : KOHUTU-JTAHA,
2017. =391 c. — Tekct : aNeKTpOHHBIH // DNeKTpoHHO-0nbmoTeuHas cucrema [IPR
BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
71213.html

JIOKyMEHTOBEICHHE U apXHBOBEICHHUE : CJIOBAPb-CIIPABOYHUK /TSI CTY/ICHTOB,
obyugaromnuxcs o cnenuanbHocT 032001 JlokyMeHTOBEIeHNE 1
JIOKyMEHTaIMoHHoe obecnieuenue ynpasienus / O. I. Ycanosa, A. B. Jlymaukosa,
A.T. Asnarynosa, M. B. Mortopnas. — YensOunck : YensOnHckuit
TOCYIapCTBEHHBIM HHCTHTYT KyIbTYpBI, 2015. — 116 ¢. — TekcT : 3neKTpOHHBIH //
OnexTpoHHO-0nbMHoTeuHas cucrema IPR BOOKS : [caiit].

URL:
http://www.iprbookshop.ru/
56404.html

KonduaeHnuaipHOE ASTOMPOU3BOACTBO U 3AIMUIIECHHBIN dJIEKTPOHHBIN
nokyMeHToo00poT : yueonuk / H. H. Kynses, A. C. Aémymxkun, A. I. ®abpuyHoB,
T. B. Konnpamesa ; nox penakmueid H. H. Kynses. — Mockaa : Jloroc, 2013. — 452
c. — Tekcr : anexTpoHHBIH // DnekrporHO-O0nbMMoTeunas cuctema IPR BOOKS :
[caiiT].

URL:
http://www.iprbookshop.ru/
9083.html

Kysnernosa, 1. B. KouduneHnmanbHoe 1eI0MPOU3BOACTBO U 3AIUIIICHHBIH
JEKTPOHHBIN TOKYyMEHTOOOOPOT : yueOHoe mocobue as 6akanaspos / 1. B.
Kysnernosa, I'. A. Xauarpsin. — Mocksa : Aii [Tu Ap Menua, 2020. — 192 c. — TekcT :
JNEKTPOHHBIH // DnekTpoHHO-O0nOmuorednas cuctema IPR BOOKS : [caiiT].

URL:
http://www.iprbookshop.ru/
97083.html

10 |Kynses, H. H. JlokymentoBenenue : yaeonuk / H. H. Kynses, /I. H. Ypanos, A.I. |URL:
®dabpuunoB ; ox penaknuerd H. H. Kynses. — Mockga : Jloroc, 2015. — 352 ¢c. — http://www.iprbookshop.ru/
TekcT : aneKTpoHHBIN // DnekTporHo-0nbmmoTteyHas cucrema IPR BOOKS : [caiit]. |70692.html

11 |ManTtyposa, H. C. KagpoBoe nenonpon3BoacTBo : yaeOHoe mocobue ams ctyaeHTos, [URL:
obyugaronuxcs o cnenuansbHocT 032001 JlokyMeHTOBEIeHNE U http://www.iprbookshop.ru/
JIOKyMeHTaImonHoe ooecniedenne ynpasieaus / H. C. MantypoBa. — UenssOunck : (56420.html
YensOMHCKHUI rocyIapCTBEHHBIM HHCTUTYT KyIbTypbl, 2013. — 100 c. — TekcT :
JEKTPOHHBIH // DnekTpoHHO-O0nOmnorednas cuctema IPR BOOKS : [caiiT].

12 [TTonoBunkmHa, M. JI. DTHUYECKHE aCTIEKThI MUChMEHHBIX KOMMYHHUKAITUH : URL:

METOIUYECKHE YKa3aHUs U CTYACHTOB BceX (OopM OOYUEHHS 110 CIICIAaTbHOCTH
«JloxkymeHnToBenenue u apxuBoseneuue» / M. JI. Tlonosunkuna, O. U. Bo3Hiok. —
Jlunenk : JIunernkuii rocynapcTBeHHbIN TexHnYeckuid yauepcutet, ObC ACB,
2017. —31 c. — TekcT : 2MeKTpOHHBIH // DeKTpoHHO-OnOMMoTeuHas cuctema IPR
BOOKS : [caiiT].

http://www.iprbookshop.ru/
73096.html




4.2. CoBpeMeHHBIe IPO(heccHOHANBHBIC 0a3bI JAHHBIX H HH(POPMAIMOHHBIE CIPABOYHBIE CHCTEMBI,

HCMOJIb3yeMbI€ MTPU OCYIIECCTBJICHUHN 06pa30BaTeJ’leOF0 nmpoiecca nmo JTuCuunjaInHe

Ne

n/n

HanmenoBanue 6a3el JaHHBIX

Ccblika Ha pecypc

[

CnpaBquaﬂ IpaBoBas CUCTEMaA KOHcyﬂbTaHT IIFOC
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5. ®OHJI OEHOYHbBIX CPEACTB VIS IPOBEJEHUA TEKYIIETI'O KOHTPOJISA U
MHNPOMEXKYTOYHOU ATTECTAIIUHU OBYYAIOIIIUXCA 110 JUCHUIIJIMHE (MO YJIIO)

5.1. Onncanne noka3areseil 1 KpUTepHeB OLCHNBAHNUS KOMIIeTCHIMIA

Kon xomnerennuu mo ®I'OC

3
g ox
g =
£ 5
Texyuuil KOHTpOINIb & §
o]
=
g 5
2
Kon o6paszosarensHOro =
pe3ynbTara TUCIMILTHHBL ° =
w [5) = o
< = = =
So3 = z
a = =~ o o= = 8
5 s 3 S E I3) %
S & & = o Q)
Q9 ¢ = = 2
= eE=¢ < g =
I S & > 5]
S & E z
2 e S &
OK-7
3.1 + +
bA + + +
B.1 + +
OIIK-4
3.2 + +
v2 + + +
B.2 + +
IIK-8
33 + +
V3 + + +
B.3 + +

5.2. TunoBble KOHTPOJbHBIC 33JaHUSI WJIH MHBbIC MaTepHaJbl, He00XOQHMBbIe /UISl OLlCHKH 3HAHMIl, YMEHHI,
HABBIKOB H (WJIH) ONbITA AeSITETbHOCTH, XapaKTePH3YIOLIHX 3TaNbl GOPpMUPOBAHUS KOMIeTeHIIMIi.

5.2.1. Tekymuii KOHTPOJIb.

TumoBsle 3amanus K pazaeny "OOmue 0CHOBEI Aenonpon3BoAcTBa. OCOOCHHOCTH OPTaHU3aAINHY AETOIPOU3BOICTBA B
JIOTITKOIIFHOW 00pa30BaTeIbHON OpraHu3anuu.":
1. CutyanimoHHbI€ 32241
CocraBbTe 2 JII00BIX JOKYMEHTA U3 HUKETPUBEACHHBIX IPUMEPOB C YUETOM BCEX TPEOYEMBIX PEKBU3UTOB:
- 0 mpueMe Ha paboty Bocrnutarens FiBanoBoit M.I.
- 00 yBonmbHEHUH mepeBojoM B Apyryo JJOO Bocnurarens [Terposoit 1.1
- B KagecTBe 3asexytomiero JJOO cocTaBpTe XapaKTepHCTUKY Ha Iearora.
- HaITMIIUTE 3asBlIieHUE 0 ipreMe Bac Ha paboty metonuctoMm B JIOO.
- HaIIWIIUTE 3asBICHHUE O MPEIOCTaBICHINH BaM aIMIHHACTPAaTHBHOTO OTITYCKa IO CEMEIHBIM 00CTOSTEIHCTBAM.
- COCTaBETEe MPHUKa3 0 rmepeBoie BocnuTarens CMUPHOBOM M.A. Ha TOHKHOCTE CTAapIero BOCIUTATeNs (BHYTPEHHUH
npuka3 o J100).
KomnmuecTso 6ammos: 15
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2. Teer
1. [aiiTe onpeneneHne TepMUHY «/Jlemonpon3BoaCTBO»:
a. OTpacib IeSTEIBHOCTH, 00eCIIeUNBAIOIasl JOKYMEHTHPOBAHHUE M OPTaHNU3AINIO pabOoThI ¢ O(UIHATIHHBIMA
JOKYMEHTaMH;
0. IeATeNbHOCTD TI0 OPTaHU3ANHN IBWKEHHUS TOKYMEHTOB Ha MPEIPUATHN C MOMEHTA UX CO3JaHUS WU IOy YCHHS
IO 3aBEPIICHHNS UCIIOTHEHNS;
B. OpPTraHU3alMOHHO-TEXHUYECKAs CHCTEMA, 00eCTIeYrBarOIast MPOIECC CO3MaHMs, YIPABICHHUS TOCTYIIOM U
pacrpocTpaHeHHs MIEKTPOHHBIX TOKYMEHTOB B KOMITBIOTEPHBIX CETSX.
2. Kaxkas cuctema obecriednBaeT paboTy C AIEKTPOHHBIMA BEPCUSAMH JOKYMEHTOB H PEKBH3UTAMHU
PETUCTPAIIMOHHO-KOHTPOJIBHBIX (DOPM B COOTBETCTBUH C IPUHIATHIMU B CTPaHE MPAaBIWIIAMH U CTaHAAPTAMU
JIeIIONIPON3BOICTBA?
a. CHCTEMa MEXBEJOMCTBEHHOTO HH()OPMAIIMOHHOTO B3aUMOICHCTBHS;
0. cucTema AIIeKTPOHHOTO JAEIIOMPON3BOACTBA;
B. CHCTEMa 3JIEKTPOHHOTO TOKYMEHTO000poTA.
3. Nadopmanms, nepeaHHas WIH MOTyYeHHAs T0JIb30BaTeNIeM HH()OPMAIMOHHO-TEICKOMMYHUKAITHOHHON CeTH—
3TO...
. JJIIEKTPOHHOE COOOIICHHE;
. DIIEKTPOHHBIA JOKYMEHT;
. DIIEKTPOHHAS TIOJIITUCH.
. YKa)knTe KOJTMYECTBO OCHOBHBIX IIPHUHIIAIIOB TOCTPOEHHS CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO000pOTA:
IIECTB;
. BOCEMb;
. IIECSITb.
. [ocTpoenne cxemsl, COTIACHO KOTOPOH COOOIIEHHS TTEPEAAIOTCS MEeX Ty pabodrMy MecTaMu moss3oBareneiit APM
—9T0...
. MapIIPyTH3aHA COOOIIEHHUI B CHCTEME NEKTPOHHOTO JJOKYMEHTO00O0POTa;
. DIIEKTPOHHOE PACIPOCTPaHEHHE TOKYMEHTOB;
. OpraHU3aIHs TOUCKOB JOKYMEHTOB.
. Kakoii u3 mepeunciieHHBIX CHCTEM MapIIPyTH3ALMUHN HE CYIIECTBYeT?
. CUCTEMa JIIEKTPOHHOH MOYTEI,
. aTpuOyTHUBHAS MapIIPyTH3AINS;
. CBOOOIHAS MapIIPyTH3ALIHS.
. YUTo U3 mepeUyrcIeHHOT0 OTHOCUTCS K dTaraM IMPOSKTUPOBAHNS M BHEIPECHUS CHCTEMBI YIIPABICHHU JOKYMEHTaMH?
. KOHBEPTHUPOBAHUE U MHUTPAIIHS;
. OIIEHKA CYIIECTBYIOIINX CHCTEM YIPaBICHUS;
. JOKyMEHTHPOBAHHE OTIePALIii.
. UTo U3 MepeurcIIeHHOTO BKITFOYAET B ce0sI ATl MPeABAPUTEIIEHOTO 00CIeIOBaHMS?
. cOop nHpOPMAIIH Ha OCHOBE aHAIH3a JOKyMEHTAIBHBIX NCTOYHIKOB W IIyTEM HWHTEPBBIOMPOBAHUS;
. cbop mHpOPMAIH U3 TOKYMEHTAJIbHBIX ICTOYHUKOB U ITyTEM MHTEPBHIOMPOBAHIS,
. oTIpefiesieHre U GOpPMYITHPOBaHHE TPEOOBAaHUN K TOKYMEHTAM.
. CKOJIBKO 3TanoB MPOEKTHPOBAHKS M BHEAPCHUS CHCTEMBI YIIPABICHHUS TOKYMEHTaMH CyIIECTBYET?
. BOCEMb;
. TIIECTH;
B. IIATh.
10. Yro u3 mepeyrcIeHHOro He BXOAUT B )KM3HEHHBIN UK JOKYMEHTa?
a. cTaaus OITyOTMKOBAaHHOTO JOKYMEHTA;
0. cTamus pa3pabOTKH TOKYMEHTA;
B. CTaI¥sI BHEIPCHUS TOKYMEHTA.
11. Yro Takoe ocHOBHas 00pa3oBaTesibHas porpamMma JIOMKOILHOTO 00pa3oBaHus?
a. OpraHN3aIMOHHO-PACTIOPAUTEIBHBIH JOKyMEHT
0. HOPMaTHBHO-YTIPABICHUECKUI TOKYMEHT
B. HH()OPMAIIMOHHO-CIIPABOYHBIA JOKYMEHT
12. TlepeuncnuTe Kakue pas3aesl BKIIOYaeT OCHOBHAS 00pa3oBaTeNbHast IPOTrpaMMa JIOIIKOIEHOTO 00pa30BaHus:

VMW O AW O

QAP OW AP O AP AW AL T O

Komnuectso 6amios: 10

TunoBsle 3aganus K paszgeiny "Pa3paboTka u cocTaBIeHHE Pa3INYHbIX BUIOB JOKYMEHTOB B JOIIKOJIBHOM
00pa3oBaTeNbHON OpraHU3anm. ":
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1. KonTpossHas padoTa no pasaeay/Teme
ITpumepHBIe BOITPOCHI KOHTPOJIBLHOMN pabOTHI:
Bapwuanr 1.
1. bnaHku TOKyMEHTOB MPEATIPUATHH (0OIIHIA, TUChMa, KOHKPETHOTO BHJA TIOKYMEHTA, IPOOIBHBIN, YIJIOBOH,
CTIEIUATBHEIN ). DOopMyIsp-oOpasel JOKyMEeHTa.
2. CTpyKTypa | IITaTHAS YUCIEHHOCTH, IITaTHOE paclycaHue, IPHKa3 O BHECCHUH N3MEHEHHH B IITaTHOE
pacrniicanue.
3. [Mopsamox odopMieHHs MPUKA30B TI0 JTHIHOMY cocTaBy. OOpasubl GOpMyITHPOBOK MIPHUKA30B IO JUTHOMY COCTABY.
BapwuanT 2.
1. TpynoBas kHMXKa: ohopmieHne 1 Benenne. OOpasisl GOpMYyITHPOBOK 3aMMCEH B TPYAOBYIO KHUXKKY.
2. JIMCTOK TO y4eTy KapoB, pe3foMe, aHKETA.
3. IIpoTtoxoin. @OpMEI IMTOTHOTO U KPATKOTO MPOTOKOJIA.
Bapwuanr 3.
1. Baemmss nepenucka. akcHMUIBHBIE COOOIICHISI.
2. CrpaBka. PazHoBUAHOCTH cripaBOK. OCOOEHHOCTH 0(OPMIICHHS CITPABOK: ¢ MeCTa PabOThI, O HATMYHHA MaTepHAIOB
Ha CKJIaJie, O IPOAETaHHON paboTe.
3. OcdopmieHre TPYIOBBIX TOTOBOPOB.
Bapwuanr 4.
1. OdopMmieHre TOTOBOPOB O TBOPUYECKOM COTPYIHHUESCTBE.
2. OdopmieHre JOTOBOPOB KyTUTH-TIPOAKH.
3. Homenkiarypa Jiel, MopsaoK ee COTIaCOBaHMA U yTBep KIeHHA. I [pOeKT HOMEHKIIATypHI €.
Bapuanr 5.
1. Peructpamms 70KyMeHTOB, (hOpMBI PErUCTPAIMOHHBIX KYPHAIOB M KapTodek. [IlepeueHs JOKyMEHTOB He
TOAJIC)KAIINX PETUCTPAIIHN.
2. Axt. PazHoBHIHOCTH akTOB. OOpa3Ilbl AKTOB C YITIOBBIM M IIPOIOJIBHBIM PACIIONIOKEHHUEM PEKBU3UTAM.
3. O6paboTka MOCTYNAIOIINX JOKyMEHTOB. biiok-cxema paboThl ¢ BXOASIIAMH JTOKYMEHTaMHU.
Bapwuanr 6.
1. O6paboTKa OTIPABIIEMbIX JOKYMEHTOB. bilok-cxema paboThl C HCXOMAITUMH IOKYMEHTaMHU.
2. ABTOMaTH3UPOBAaHHBII KOHTPOIb UCIIOTHEHUS TOKYMEHTOB.
3. ®opMupoBaHHUE J1e)T ¥ TIOATOTOBKA A€ K cJjade B BEIOMCTBEHHBIA apXHB.
Bapuant 7.
1. ABTOMaTH3UpOBaHHAS HIEKTPOHHAS (pOpMa pETUCTPAIIH JOKYMEHTOB.
2. Jleno, OpSAIOK €To 3aBeCHUS B JeIONPOU3BOACTBE opranm3annu. O6noxka gena. PopMUpOBaHNE U XpaHEHUE JelT
B TeKyIel padore.
3. INopsimok mepenayn JOKyMEHTOB B BEOMCTBEHHBIH apxuB. OmuicH aed.
Bapwuanr 8.
1. TpeboBaHus1, MpeAbABISIEMbIC K TEKCTaM IOKyMEHTOB.
2. JIOKyMEHTHI TI0 JIMYHOMY COCTaBy: aBTOOHOTrpadus, XapaKTepruCTHKa, 3asBICHAE U JIp.
3. Ocobennoctu opopmiteHus 3asBineHnid. Ciry)keOHas1, TOKIaHas U OObSICHUTEbHAS 3aITUCKH.
KomnmuecTso 6ammos: 15
2. CuTyalMOHHBIE 321a49U
1. Beriiast Ha caliT m000# JOUTKOIBHON 00pa30BaTeIbHON OpraHU3aIluy, MPOAHATU3UPYHTE €€ yCTaB ¢ TO3UINH ydeTa
HOPMAaTHBHBIX TOKYMEHTOB.
2. Pazpaboraiite 2-3 3agaun, TpeOyromuye yueTa i HCIOIb30BaHU HOPMAaTHBHBIX TOKYMEHTOB.
3. CocTaBpTe KOHKPETHYIO HOMEHKIIATY Py JeJl s JOIIKOJIBHOH 00pa30BaTeIbHOM OpraHn3aIiii.
4. TIpencraBpTe 00pasel Kakoro-1rbo Jena Mo HOMEHKIJIAType N,
5. CocTaBbTe IEeOBOE MUCHMO C UCTIONB30BAaHNEM HEOOXOAUMBIX PEKBU3UTOB.
6. [TonrotoBbTEe 0OpA3IILI MPHUKA30B:
- mo opranuzanuu padotsr JJOO;
- TI0 HA3HAYCHHIO KaJpOB;
- TI0 YBOJIBHEHHIO C JOJDKHOCTH;
- 0 TIPEIOCTABICHUH OTITYCKa;
7. IlonroToBETE 0Opaser Aena.
8. CocTaBbTe aKT HAa YHHUTO)KEHHE JIeTia.
KomnmuecTso 6ammos: 15

5.2.2. IIpoMe:kyTOUHASI ATTECTAIUSI

IIpoMesxyTouHasi aTTECTALsI IPOBOJUTCS B COOTBETCTBUH C [l0JIOKEHHEM O TEKYIIEM KOHTPOJE W IPOMEKYTOYHOM
arrecranuu B ®T'BOY BO «lOYpI TTIV».

IlepBhlii mepuoOx KOHTPOJISA
1. 3auer
Bompockr k 3ageTty:
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1. [laiiTe onpeneneHne JOKyMEHTa U HA30BUTE BHUJIbI JOKYMEHTOB.

2. KakoBbI OCHOBHBIE TpeOOBaHUS K U3JIOKESHHUIO TEKCTA JTOKyMEeHTa?
3. Yrto Takoe «KOPPECTIOHACHIINAS» ?

4. OxapakTepu3yiTe TOKYMEHTHI, TIOMIHHHBIC TI0 IOPUANICCKON CHITe.
5. OxapakTepHu3yiTe MOHATHE YTPABICHYECKUN JOKYMEHT.

6. Uto Takoe BXOASIINN JOKYMEHT U UCXOASIIUN TOKyMEHT?

7. Knmaccudukarus T0KyMEeHTOB (ITpU3HAKH KiIacCH(pHUKAIN).

8. Uto Takoe IeIonpoOn3BOICTBO?

9

. Uto Takoe peKBU3UT U KaKHe COCTaBHBIC YacTH (peKBH3UTHI) Byl 3HaeTe? PacmonokeHrie OCHOBHBIX PEKBH3HUTOB B
JOKyMEHTaX. PeKBU3HUTEI, He 00s3aTeNbHbIE IS OQUIIHATFHOTO MUCHMA.
10. Yro Takoe GpopMyisap TOKyMEHTa, To4eMy OOJIBITHHCTBO JOKYMEHTOB MMEIOT OTHU H T€ K€ PEKBU3UTHI, HO
KaXIBIH BUI TOKYMEHTa — CBOM hopMysip?
11. Yro BKiIIOUAET B ce0s MOHATHE «yTBEPKICHUE TOKyMEHTa»? Kakue pekBU3UTHI BXOIAT B COCTaB rpuda
yTBepxkaeHus? [ e onu pacmonararorcs?
12. HazoBuTe peKBU3UT, KOTOPBIA OPOPMIISIETCS TIPH PETUCTPAIIUU TOKYMEHTOB.
13. O6pscHUTE Ha3HAUCHHE PEKBU3HUTA (IIOAIHCEY, KAKUE HIEMEHTHI BXOIAT B 3TOT PEKBU3HUT?
14. B kakux ciaydasx o0s3aTeIbHO HAO 3aIONIHATh PEKBU3UT «CCHUTKA HAa MHIEKC U IaTy BXOMAAIIETO TOKYMEHTa»?
15. Kakne peKBU3UTHI TPOCTABIISIOTCS B TIPABOM BEpXHEM yTITy OnaHka?
16. Kakoii peKBU3UT OINpenesieT MOJUTMHHOCTh TOKyMEHTa?
17. O6BsicHUTE HA3HAYCHUE PEKBU3UTA «PE3OITIOLINSD).
18. Uto Takoe «BH3a» Ha JOKyMEHTE?

19. O6BsicHUTE HA3HAYCHUE PEKBU3UTA «COTIIACOBAHNE JOKYMEHTa». M3 KaKUX 2JIEMEHTOB COCTOUT TPUQ
COTTIacOBaHUSA?

20. Kak hopMupyeTcst 3arojioBok K TekcTy? B Kakux JOKYMEHTax 3aroJIoBOK COTIacyeTcs ¢ HAMMEHOBAaHUEM BHJIA
JIOKYMEHTA B Tajiexe?

21. OdopmMuTE HECKOIBKO 3ar0JIOBKOB K TEKCTaM: IMMChMa, aKTa, MPOTOKOJIA, TOKJIATHOW 3aITUCKU

22. CKoIbKO aApeCcoB MOKHO MAaKCUMAJILHO MIOMECTHTD Ha OHOM JTIOKyMEHTe?

23. OdopmuTE HECKOIBKO BUIOB OTMETOK: 00 UCTIONHHTENE, 00 UCTIOTHEHUH JOKYMEHTA U HAPaBJICHUH €T0 B JIEJI0, O
MNOCTYIUICHUH JOKYMEHTA.

24. Yto Takoe OP]] (opraHu3anmoOHHO-pacIOpPSAUTENbHAS JoKyMeHTaIws ). OObsCHUTE Ha3HAYCHUE
pacnopsAUTENbHBIX TOKYMEHTOB M MPUBEUTE IPUMEPHI.

25. Oxapakrepu3yiiTe Ha3HaYEHHE OPTaHN3AIOHHBIX JOKYMEHTOB, IPUBEANTE IPHMEPHI.

26. O0BsCHUTE HA3HAYCHNE MHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, IPUBEAUTE TIPUMEPHI.

27. O0bsAcHHUTE Ha3HAUCHHE JOKYMEHTA «IOKJIaJHAs 3anmnuckay. Kakue peKBU3UTHI HCIONIB3YIOTCS IIPHA COCTABICHIH
JIOKJIaIHOM 3aIuCcKu?

28. Yto Takoe 0OBSCHUTEIIbHAS 3aMicKa?

29. K xaxkomy Buny OPJ] otHOCHTCSt TpoTOoKOon? Kakue peKBU3UTHI HCITOJIB3YIOTCS TIPU COCTABIEHUH MpoTokoia? 13
KaK{X 9acTeil COCTOHUT TEKCT IMPOTOKOIa?

30. K xakomy Buny OPJ] oTHOCHTCS aKT, KaKHe PEKBH3HUTHI UCTIONB3YIOTCS TIPH COCTABIICHUN aKTa M KaKHe BUIBI aKTOB
MOJIeKAT YTBEPKACHHUIO?

31. Yro Takoe AODKHOCTHASI MHCTPYKIUS?

32. Yto Takoe «IIpukasy, u3 KaKuX 4aCTe COCTOUT €T0 TEKCT U Kak (POPMHUPYIOTCS IMTyHKTHI PACIIOPSTUTESILHON YaCTH
npukasza’?

33. Topsaaok opopMIICHHUS BBIMTUCKH U3 TPUKa3a, KaK OHA 3aBepseTCs?

34. OdopmiteHrE PUKA30B MO JTUIHOMY COCTABY.

35. Benenue TpyaoBbIX KHIDKEK paboTHHKOB: oopmierne TK, opopmieHne Brmaapimei, «xyomukaroy. Yaer TK.
Odopminenne snekrporHoit TK. BHecenne naMeHeHHUs 3amucei.

36. 13 kakux pasaesioB COCTOMT KOHTPOJbHAs KapToTeKa?

37. Yro sBnsieTcss OOBEKTOM KOHTPOJIIS HCIIOTHEHHUS TOKYMEHTOB, KaKHe CPOKH FICTIOTHEHHUS CYIIECTBYIOT,
JOJDKHOCTHBIE JTUIIA, CHUMAIOIINE TOKYMEHT C KOHTPOJIS.

38. 13 kakux 3JI€MEHTOB COCTOUT PETUCTPAMOHHBIN HH/IEKC JOKyMEeHTa?

39. OdopmuTe Ha TOKYMEHTaX PEKBU3UT «OTMETKA O KOHTpoJiey. Vicuncienne Cpoka UCTIONTHEHUS U KOHTPOJIb 3a
UCIIOJHEHHEM JOKYMeHTOB. [1opsiIok MpOAJIeHHsI CPOKA UCIONHEHUS JOKYMEHTA.

40. Yo Takoe TOKyMEHTOOOOPOT, B 4eM IIeJh IOKyMEHT000opoTa. Kakre TOKyMEeHTHI MTO3BOJISIOT OCYIIECTBUTH
aHaJIM3 U COBEPLICHCTBOBAHHE IOKyMEHTO000POTA.

41. Oxapakrepusyiite nmousaTus «Jlemo» n «Homenknarypa nem». [To kakuM prU3HAKaM CTPOSATCS HOMEHKIIATYPhI J1e?
42. Yto Takoe perucTpamnus J0KyMeHTOB?
43. Yro Takoe AEIONPOU3BOACTBO, YKAKUTE OCHOBHBIE €TO CTAIUH.
44. HazoBuTe dTamnsl paboThI ¢ JOKYMEHTaMHU, XapaKTepHbIE ISl TOKYMEHTOO00pOTA.
45. Yro Brrovaet B cedst moHsATHE «@OpMHUpOBaHUE AET»?
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46. KTO OCyIIIEeCTBIISIET PEABAPUTEIBHOE PACCMOTPEHHE TOKYMEHTOB?
47. JlaiiTe onpeneseHne SKCIEPTU3bI IEHHOCTH TOKYMEHTOB. B deM 3akimrouaroTcs 3a7a4qu SKCIEPTHU3bl TOKyMEHTOB?
48. Kakne BUIBI HOMEHKIIATYD JeNT pa3padaThIBAIOTCS YUPEIKICHUSIMHE?

49. T'pymibl JOKYMEHTOB 110 CPOKAaM XpaHEHHsI yCTaHABIMBaeMble MepedHsMu. 110 KaKOMY MPHUHIMITY TIPOUCXOIHUT
0TOOp TOKYMEHTOB Ha XpaHEHUE WM YHUUITOXKEHUE?

50. Kakune TpeboBanus He0OXOIMMO COOIIOAATH TIPH TIEPETIIETE WiTH ITOIIIMBKE JIeJ MOCTOSHHOTO, BPEMEHHOTO
(cBeimie 10 neT) XpaHeHUs ¥ 10 TMIHOMY cocTaBy? Kakue qaHHbBIE YKa3bIBAIOTCS HA TUTYJIBHOM JIUCTE OMTUCH
MTOCTOSTHHOTO XpaHCHHSI?

TunoBbIE MPAKTHYECKHIE 3aIaHHS:
1. CocTaBbTe BapHaHThI MHChMa-3aMpoca U MMChMa-0TBETa.
2. CocTaBbTe rapaHTUHHOE IMHCHMO.

3. CoctaBpTe JOKIAAHYIO 3aMUCKY O IPUINHAX HECBOEBPEMEHHOTO MPEACTABICHUS HH(OPMALINH O BHITIOTHEHIH
MIpHKa3a 3aBEeIyIOIIETO.

4. CocraBbTe CIPaBKy O 3apIljiaTe Balllero COTPYAHUKA AJIsI IPEIOCTABICHHUS 110 MECTY TPEOOBaHHSI.
5. CocraBbTe aBTOOHOTpadHIo.

5.3. IlpuMepHbIe KPUTEPUH OLIEHUBAHMS OTBETA CTYIEHTOB Ha IK3aMeHe (3aueTe):

OT1meTka Kpurepuu oueHuBanus

- ZIaeTCsl KOMIUIEKCHAS OLICHKA MPE/IOKESHHON CUTyalin

- IGMOHCTPHPYIOTCS ITyOOKHE 3HAHUSI TEOPETUIECKOI0 MaTepraia i yMeHUe UxX
"Ormm4aHo" MIPUMEHSTD

- IOCJIEI0BATEIbHOE, TPABUIILHOE BHIMOJHEHHE BCEX 3aJaHuil

- yMeHne 000CHOBAHHO W3J1araTb CBOM MBICITH, J€IaTh HEOOXOJMUMbIE BHIBOJIBI

- ZIaeTCsl KOMIUIEKCHAS OLICHKA MPE/IOKESHHON CUTyalnn

- IGMOHCTPHPYIOTCS [TyOOKHE 3HAHUSI TEOPETUIECKOI0 MaTepraia i yMEeHUe Ux
MIPUMEHS T

"Xopomio" - TIOCJIeIOBATENbHOE, MPABUIIHLHOE BHITIOJIHEHNE BCEX 3aJaHUi

- BO3MOXHBI SIHHUYHBIE OIIHMOKH, UCTIPABIISIEMbIC CAMUM CTYACHTOM IIOCIIE 3aMeYaHus
npernoxaBaTe’st

- yMeHHe 000CHOBAaHHO W3J1araTb CBOM MBICITH, J€aTh HEOOXOJMMbIC BHIBOJIBI

- 3aTPYHEHUS C KOMIUIEKCHOM OIEHKOM MPEeI0KEHHON CUTYaIluU
- HETIOJIHOE TEOpPEeTHIeCcKoe 000CHOBAHNE, TPEOYyIOIIee HaBOISAIINX BOIIPOCOB

"VYnoB1EeTBOPUTEIHHO"
" " IperoaaBaTess
("3a4yreHo") .
- BEITIOJTHEHHE 3aaHUH ITPH MOACKA3Ke IMPerogaBaTesst
- 3aTpyAHEHUS B (DOPMYITHPOBKE BEIBOIOB
"HeynosnerBopurenabHo" - HeTMpaBWJIbHAS OLICHKA MPEJIOKEHHON CUTYaI[uu
("He 3auTeHo" - OTCYTCTBHE TEOPETUIECKOTO 0OOCHOBAHUS BHITIOTHEHHS 3aaHUH

15




6. METOJIMYECKHE YKA3ZAHUS VIS OBYYATOINXCSI IO OCBOEHUIO
TACIHUATIIVHBI

1. Jleknun

Jlexuus - onHa M3 OCHOBHBIX (POPM OpraHM3alMK y4eOHOTO Ipoliecca, MPEeACTABIAomas coO0l yCTHOE, MOHOJIIOTHYECKOE, CHCTEMAaTHYEeCKoe,
MOCIIeOBATENIbHOE H3I0XKEHHE IperoiapaTesieM yu4eOHOro MaTeprana ¢ JeMOHCTpanueil crainoB u ¢uibMoB. Pabora o0ydaronmmxcs Ha JeKIHU
BKJIFOYACT B CeOS: COCTABICHHE WM CJICKCHHE 3a IUIAHOM YTCHMS JICKIMH, HAlHMCAHWE KOHCIIEKTa JICKIWH, IONOJIHEHHE KOHCICKTa
PEKOMEHOBaHHOM JIUTEPATYPOil.

TpebGoBaHUs K KOHCIIEKTY JEKIUH: KPAaTKOCTh, CXeMaTHYHOCTb, NOCIICA0BATENbHAs (PUKCAIMSA OCHOBHBIX MOJOXKEHHH, BHIBOIOB, (POPMYINPOBOK,
0000mennil. B KOHCIIEKTe Hy»KHO IIOMEYaTh BajKHbIE MBICIH, BBIACIATH KIIOUEBHIE CI0Ba, TepMuHEL [locmemyromas pabora Hax MaTepHaIoM
JIEKLU NpeyCMaTpHBAeT NPOBEPKY TEPMUHOB, OHATUH C MOMOIIBIO SHIMKIIONEIUH], cI0Bapeii, CIIPaBOYHUKOB C BBIIHCHIBAHUEM TOJIKOBaHUM B
TeTpaab. B KoHCIEKTe HyXKHO 0003HAYUTH BOIPOCHI, TEPMUHEL, MaTEpHAI, KOTOPHIH BBI3BIBACT TPYAHOCTHU, IOMETUTD M HOMBITATHCS HAHTH OTBET B
pexomeHayeMolt sTeparype. Eciu camocTosiTensHO He yhaercs pa3oOpaThcs B MaTepualie, HEOOXOIUMO C(hOpPMYIHpPOBaTh BOIPOC U 33a1aTh
MIPENOaBaTeNI0 Ha KOHCYIBTALUM, Ha IPAKTUYECKOM 3aHATUH.

2. lIpakTH4eckue

IpakTuyeckre (CEMMHApPCKHE 3aHATHA) HPEACTABISAIOT COOOH JETaNU3alMIo JEKIHOHHOTO TEOPETHYECKOro Marepuaia, HPOBOMATCS B LENAX
3aKpEIUICHUsI Kypca M OXBATHIBAIOT BCE OCHOBHBIC PA3JCIIbL.

OcHoBHOI (h)OpMOIT IPOBEJICHNS MPAKTHYECKUX 3aHATHIl M CEMUHAPOB SBISETCS 00CYXk/IeHNEe HanOoee MPOOIEMHBIX U CIOXKHBIX BOMPOCOB 10
OT/ENBHBIM TEMaM, a TAaKXKe PELICHUE 3a1a4 1 pa30op NPUMEPOB U CUTYALUi B ayINTOPHBIX YCIOBHSX.

IIpy moaroTOBKE K MPAaKTHYECKOMY 3aHATHIO HEOOXOAMMO, O3HAKOMHUTBCS C €ro INIAHOM; U3y4YHTh COOTBETCTBYIOIINE KOHCIIEKTBI JEKIUH, TIIaBbI
y4eOHHMKOB M METOAMYECKHX ITOCOOMI, pa3obpars IpUMEpbl, 03HAKOMHUTBCS C JTOIOTHUTEIBHO TUTEPATypOil (CIIPAaBOYHUKAMH, SHIIMKIIONCUIMH,
cioBapsiMu). K HanOoee BaXXHBIM 1 CIIOXXHBIM BOIPOCAM TEMbI PEKOMEH/IYETCsl COCTABIISTh KOHCIIEKTHI OTBETOB. ClieyeT TOTOBUTH BCE BOMPOCHI
COOTBETCTBYIOLIETO 3aHATHS: HEOOXOQMMO YMETh JaBaTh OIPEACICHUS OCHOBHBIM IIOHSTHSM, 3HATh OCHOBHBIC IOJOXKCHHS TCOPHH, NPABHIA H
(hopMyJIBI, IPETOKEHHBIE IS 3AIIOMUHAHMS K KaX/10i TeMe.

B X0/1e PaKTHYECKOTO 3aHATHS HAJ0 AaBaTh KOHKPETHBIC, YETKHE OTBETHI 10 CYLIECTBY BOIPOCOB, JOBOANTH KAXKIYO 3aady 0 OKOHYATCIBHOTO
PpeIICHHUS, ISMOHCTPHPOBATh TIOHMMAaHHE MPOBEICHHBIX PACYETOB (aHAIM30B, CUTYAIlHil), B Cllydae 3aTpyAHCHHMIT 00pamarbcst K MpenoaaBaTelo.

3. 3auer

HCJ'H) 3a4e€Ta — IMPOBEPKAa U OLCHKA YPOBHS IIOYYCHHBIX CTYAEHTOM CIEHHAJIBHBIX 3HAHUH 10 yqe6H0171 JUCHUINIMHE U COOTBETCTBYIOIIUX UM
yMCHI/Iﬁ 1 HABBIKOB, a TAaK)XC YMEHHUSA JIOTUYCCKU MBICIUTDH, apryMEHTHPOBATH mﬁpaﬂﬂy}o Hay4HYIO IO3ULHIO0, pearupoBaTb Ha AONOJHUTCIIbHBIC
BOIIPOCHI, OPUCHTUPOBATHCS B MACCUBE I/IHd)OpMaLII/II/I.

IToaroroBka 3a4CTy HAYMHACTCA C NEPBOI0 3aHATUA MO AUCUHUIUIMHE, Ha KOTOPOM 06yqa101unec;{ ToxyJaroT HpeZ[BapI/ITeHLHBIﬁ NEpEICHb
BOIIPOCOB K 3aqéTy " CIIUCOK peKOMeHHyCMOﬁ JIMTEPATYPhI, UX CTABAT B U3BECTHOCTH OTHOCUTEIIbHO KPUTCPUCB BBICTABJICHUA 3auéTta u Cl'[eI_II/ICbI/IKe
TeKyILICﬁ M UTOroBo# arrecrauuu. C caMoro Havasia skeJiaTesIbHO TUTAHOMEPHO OCBaMBaTh MaTe€puall, pyKOBOACTBYACH IEPEIYHEM BOIPOCOB K 3a4ECTYy
n CIIHCKOM peKOMeHHyCMOﬁ JIMTEPATyphbl, a TaKKe HyTéM CaMOCTOSATECIIbHOI'O KOHCIICKTUPOBAHHUSA MaTepUaioB 3aHATUN U PE3YyIBTAaTOB
CaMOCTOATEJIBHOI'O U3yUYCHUA y‘{eGHLIX BOIIPOCOB.

ITo pe3ynpTaTraM CAa4u 3a4€Ta BBICTABIISICTCA OLEHKA «3a4YTCHO» HUIIHN «HE 3aUYTCHO».

4. Tect

Tect 3T0 cucTema CTaHAAPTU3HPOBAHHBIX BOIPOCOB (3amaHMil), IMO3BOJMIONIMX ABTOMATH3HPOBATh HPOIEAYPY H3MEPEHHS YPOBHS 3HAHHII H
yMeHuii oOy4daromuxcs. TecTsl MOTyT OBITh ayJUTOPHBIMH U BHeayAUTOpHBIMU. [IpenonaBareb JOBOMUT 0 CBEICHHS CTYACHTOB HH()OPMALHUIO O
IIPOBEJCHHUN TECTa, €ro (hopMe, a TAKKe O paszelne (TeMe) JUCIUILINHEL, BRIHOCHMON Ha TECTHPOBAHHE.

ITpu caMmoCTOATENBHOM MOATOTOBKE K TECTUPOBAHHUIO CTYJIEHTY HEOOXOJHMO:

—  mpopaborarts HMHGOPMAIMOHHBI MaTepHanl IO AUCHUILINHE. I[IpOKOHCYIBTHPOBAThCA C IIpEIoJaBaTeleM IO BOIPOCY BbIOOpa ydeOHOU
JIUTEPATYPhI;

— BBUICHHTDH BCE YCIOBHS TECTHPOBaHUS 3apaHee. HeoOXommumo 3HATh, CKOJIBKO TECTOB BaM OyIeT MPEIIoKeHO, CKOIBKO BPeMEHH OTBOJHUTCS Ha
TECTUPOBAHME, KAKOBA CHCTEMA OLIEHKH Pe3yJIbTaToB H T.1.

— pabotas ¢ TecTaMH, BHUMATEIbHO U 10 KOHI[A IPOYECTh BOIPOC U IpeularaeMble BapHaHTh OTBETOB; BEIOPATh MPABUIIBHBIC (X MOXET OBITH
HECKOJIBKO); Ha OTJCIBPHOM JIUCTKC OTBETOB BBINMUCATh IM(pPy Bompoca U OyKBBI, COOTBETCTBYIOIIMEC MPAaBHIBHBIM OTBeTaM. B ciryudae
KOMITBIOTEPHOT'O TECTUPOBAHHS YKa3aTh OTBET B COOTBETCTBYIONIEM MOJIE (TIOMIAX);

— B IIPOLECCE PEIICHUS KeIaTeIbHO NPUMEHATh HECKONBKO MOJXON0B B PELICHUM 3aJaHusA. DTO MO3BOIACT MAKCHMAJIBbHO THOKO ONEpPUpPOBATh
METOJIaMH PEICHUS, HAXOAs KaXKIbIH pa3 ONTUMAIbHBII BAPHAHT.

— PpeLMTH B IIEPBYIO OYEPE/Ib 3a/IaHNs], HE BBI3bIBAIOIINE TPYAHOCTEH, K TPYZAHOMY BOIIPOCY BEPHYThCS B KOHIIE.

— OCTaBHUTH BpeMs UL IPOBEPKH OTBETOB, YTOOBI H30€KaTh MEXaHUIECKHUX OIIHOOK.

5. CuTyauuoHHbIe 3a1a41

CI/ITyaLII/IOHHaﬂ 3aa4a IpEACTaBIACT co0oit 3alaHUEC, KOTOPOE€ BKJIIOYACT B cebst XapaKTCPUCTUKY CUTyallUU U3 KOTOpOﬁ HY>XXHO BI)IﬁTPI, I
TIPEAIIOKUTD €€ UCIIPABUTH; OXapaKTECPU30BaTh YCIOBUA, B KOTOPBIX MOKET BOSHUKHYTH Ta UK UHAs CUTyallus U MIPEAJIOKUTH HAaWTH BBIXOJI U3 HEe
U T.O.

HpI/I BBITTOJTHCHUH CI/ITyaLII/IOHHOf/‘I 3agaqyn HBOGXOZ[I/IMO COGJ’IIOL[aTB CJICOYIONINE YKa3aHUs:

1. BHumarensHO NPOYUTATh TEKCT npeunomeﬂﬂoﬁ 3a1a44 U BOIIPOCHI K HEil.

2. Bcee BOIIPOCHI JIOTHUYHO CBSA3AHEBI C camoi HpeHHO)KeHHOﬁ 3?1[[3‘161‘/‘1, TIOOTOMY HeOﬁXOHI/IMO pa60TaT}, C KaXXJbIM U3 BOIIPOCOB OTAECIIBHO.

3. BOHpOCLI K 3a1a4€ pacIioyOKEHBbI 110 MEPE YCIIOKHEHUS, IIO3TOMY KEJIATCIIbHO pa6OTaTI> C HUMH B TOM IOPAAKE, B KOTOPOM OHHU IIOCTABJICHBI.

6. KonTposnbHas padoTa no pasaeny/Teme

KontponbHas paboTa BBIIONHAETCS C LEIbI0 IPOBEPKU 3HAHUII U YMEHHUII, IOIyYCHHBIX CTYAEHTOM B XOJI€ JTEKIIMOHHBIX U MPAKTUUCCKUX 3aHATUH
U CaMOCTOATENIBHOTO M3Y4eHHs AUCHUIUINHBL. Harmncanne KOHTPOIBbHONH pabOThl MPU3BAHO YCTAHOBUTH CTEHEHb YCBOCHMS CTYICHTAMH Y4eOHOTO
Marepuana pa3jena/TeMbl ¥ (OPMHUPOBAHUS COOTBETCTBYIONIHX KOMIIETECHIIUH.

IToaroToBKy K KOHTpOJIBHOH padoTe clieflyeT HauMHATh C IOBTOPEHHS COOTBETCTBYIOLIETO paszieiia ydeOHHKA, Y4eOHBIX MOCOOMi MO JaHHOMY
paszeny/TeMe U KOHCIIEKTOB JICKIIHH.

KoHnTpospHast paboTa BBINOIHACTCS CTYJCHTOM B CPOK, YCTAHOBJICHHBIH MpeNoaBaTeIeM B MUCHMEHHOM (TI€4aTHOM HIIM PYKOITHCHOM) BHJIE.

Ipu odopmiaeHHH KOHTPOIBHOH PabOTHI CIELyeT NPUACPIKUBAThCS PEKOMEHIAIHNHM, IPEACTABICHHBIX B JOKyMeHTe «PermamMeHT odopmieHus
MTHCBMEHHBIX PaboT».
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7. MEPEYEHBb OBPA3OBATEJBHBIX TEXHOJOT Ui

1. IIpoGmemHoe 00yueHue
2. Pa3BuBatomiee oOyueHue
3. [ludpoBbie TEXHOJIOTHH 00yICHUS
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8. OIMCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3BI

1. KOMITBIOTEPHBIN KJIacC — ayTUTOPHS ISl CAMOCTOSTEITLHON PabOThI
2. yueOHas ayIUTOPHS [UIS JIEKIMOHHBIX 3aHATHH
3. yueOHas ayIUTOPHS VISl CEMUHAPCKHX, IPAKTHYSCKHUX 3aHATHI
4. JIuneH3noHHOE TIPOTpaMMHOE 00eCIIeUeHHeE:
- Onepauunonnas cucrema Windows 10
- Microsoft Office Professional Plus
- AaTuBHUpycHoe nporpamMmHoe obecrnieueHue Kaspersky Endpoint Security muist 6usneca - Cranmaprthblii Russian
Edition
- CripaBoyHast mpaBoBast cucreMa KoHcynbTaHT mioc
- 7-zip
- Adobe Acrobat Reader DC

18



