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1 OBIIME NMOJIOKEHU A
HopMaTHBHBIE JOKYMEHTBI, HCNIOJIb3yeMble IPU pa3padoTke padodeii MPorpaMMsbl JUCHUNIIMHBI

HopwmaruBHyto npaBoByio 06a3y pa3pabotku paboyeld mporpaMMBbl AUCUUIUIMHEI COCTABIISIOT:

- ®enepanbHbli 3aK0H 0T 29.12.2012 No 273-03 «O06 o6pazoBanuu B Poccuiickoit denepanumy;

- @enepanbHBI TOCYNAapCTBEHHBIH 00pa30BaTEIbHBIH CTaHAApPT BBICIIETO OOpa3oBaHHWs — OakanaBpuar IO
HanpasieHuto moarotoBku 43.03.01 Cepsucy, yTBepKIeHHBIN MpuKa3oM MHUHHCTEPCTBa HAYKH M BBICIIETO 00pa30BaHUA
Poccuiickoit @eneparun ot 08.06.2017 1. Ne 514;

- IlpoceccnonansHbiii crangapT «CrenuaiucT MO OPTaHW3ALUM TOCTIPOJAKHOTO OOCIYKHBaHMS WM CEPBUCAN,
YTBEp KICHHBIN MpUKa3oM MHHHCTEPCTBAa TpyHa M CONMAIBbHONW 3ammThl Poccuiickoit @enmepanmu ot 31.10.2014 1. Ne
864H;

- IIpodeccronanpbiii ctangapt «Crenuanuct Mo (GUHAHCOBOMY KOHCYJIBTHPOBAHHIO», YTBEPKACHHBIH MPUKa30M
MuHucTepcTBa TpyAa U couraibHoi 3amuTel Poccuiickoit @eneparmu ot 19.03.2015 1. Ne 167H;

- [Ipuka3z MunoOpnayku Poccun ot 06.04.2021 N 245 «O6 yrBepxknenuu [lopsiika opranuzaiyu 1 0CyIeCTBICHHS
00pa3oBaTeNbHOM NEeATeIbHOCTH 110 00pa30BaTeIbHBIM POrpaMMaM BBICILET0 00pa3oBaHus - IporpaMmaM OakanaBpuara,
IporpaMMaM cleluaauTeTa, IporpaMmMaM MarucTpaTypbi»;

- [Ipuka3z MunucrepcrBa obpazoBanus u Hayku PO ot 23.08.2017 Ne 816 «O06 yrBepsknenun [lopsaka npuMeHeHNs
OpraHM3alisIMH, OCYIIECTBISIONMMU 00pa3oBaTENbHYIO JESITENILHOCTh, JJISKTPOHHOTO OOYYEHHMs, JHCTaHIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI NPH peaTH3allii 00pa30BaTEIbHBIX IIPOTPAMMY;

- [Ipuka3 MuHuCTEpCTBa HAYKH M BBICIIETO 0Opa3oBaHus Poccuiickoit @enepannn, MUHACTEPCTBA MPOCBEIICHHS
Poccuiickoit @eneparun ot 05.08.2020 Ne 885/390 «O mpaxTryecKoil TOATOTOBKE 00YIAIOLIIXCS;

- JlokanbHBIC HOpMaTHBHBIE akThl HOBOMOCKOBCKOTO HHCTUTYTA (prumnana) PXTY um. .M. Menneneena.

Pabouas mporpamma muctumimebl (nanee — IIporpamma, PII/) cocraBieHa B COOTBETCTBHM C TPeOOBaHHAMH
denepanbHOr0 TOCYAapCTBEHHOTO 00pa30BaTENbHOIO CTaHAApTa BbIcHIero oOpa3oBaHMs (YpOBEeHb OakalaBpuara) IO
Harnpasienuro noaroroeku 43.03.01 Cepsuc, yTBEpkKIEHHOTO NPUKa30M MUHHCTEPCTBA HAYKU M BBICIIETO 0Opa3oBaHMs
Poccuiickoit @enepanuu ot 08.06.2017 r. Ne 514, pexomenmparmsamu YdyeOHO-MeToandeckoit komuccuu HU PXTY um.
J.U. MenneneeBa M HaKOIUIGHHBIM OIBITOM IPENOJAaBaHUs JUCHUIUIMHBL Kadenpoil «OKOHOMHKA, (QHUHAHCHI H
oyxrantepckuii yaer» HU PXTY um. JI.1. Menneneesa (nanee — IHCTUTYT).

KoHTpos ycrieBaeMoCTH CTYICHTOB BeJeTcs [0 MPUHATON B MIHCTUTYTe cucTeMe.

Pabouas mporpamMma JUCHUIUIMHBI MOXET OBITh pEaJM30BaHa C INPUMEHEHHEM JJIEKTPOHHOTO OOY4eHHsS |
JVCTaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTUH MOTHOCTHIO MIIM YaCTHYHO.

2 IIEJIb U 3AJAYM OCBOEHUS YYEBHOM IV CIUILIAHBI

Lenpto OCBOEHUS MUCHUIUIMHBI «J{OKYMEHTHPOBAaHHME YINPABICHYECKONH NEATEIBHOCTHY SBISIETCS IIOJNydCHHUE
6a30BbIX 3HaHWM ¥ (HOPMHUPOBAHHE OCHOBHBIX HAaBBHIKOB B OOJACTH JOKYMEHTAJIHLHOTO O(GOpMIICHHS YHPaBICHYECKUX
pELICHUH.

3aJaun NpernoAaBaHus AUCIUITINHEL:

- O3HaKOMJICHHE CTYJCHTOB C OOIIMMM MPHHLUUIAMH JOKYMEHTAI[HOHHOTO OOECIEeYEeHUs MAEATeIbHOCTH
MPENPHUITHS;

- OCBOCHHE CTY/ICHTAMH MPaBHI U (OPM JICIOBOIT 1 KOMMEPUECKOI KOPPECTIOHICHINH;

- O3HAKOMJICHHE CTYJCHTOB C OCHOBHBIMM BHJAaMHU TOKYMEHTOB, 00pa3yIONUXCs B IEATEIBHOCTH IPEANIPUATHI;

- opMUpOBaHHE y CTYJCHTOB 3HAaHUH W HABBIKOB PAIMOHAJIBHOW OpraHM3allK JOKYMEHTAIHIOHHOTO O0ecreueH s
yIIpaBIECHUSL.

3MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

Hucnumumaa B1.0.27 «JlokyMEeHTHpOBaHUE YIPaBICHYCCKON AEATEIFHOCTH» OTHOCHTCS K 00s3aTeIbHOW Y9acTH
Omoka 1 JIucuuIuIMHBL (MOIYIN).

JucnuiummHa Gasupyercss Ha aucnuIUIMHax (Moayisix): «Commonorus», «BBemeHue B mpodeccHio» U SIBISIETCS
OCHOBOW JUIsi TOCIEAYIOIUX TUCHUILIMH: «CTaHmapTuzanus, cepTUUKalus M JMIeH3upoBaHue», «OpraHuzanus u
IUTAHUPOBAHKE IEATENBHOCTH NMPEIIPUATHHA CEpBUCAY.

4 TPEBOBAHUA K PE3YJBTATAM OCBOEHUSA U CIUATIJINHBI

N3yuenne nucuuiuinHbl «JlOKyMEHTHpOBaHHME YNPABIEHUYECKOHW IEATENbHOCTH» HAMNpAaBICHO Ha MpHOOpeTeHHe
CIEAYIOUIMX KOMIETEHIUI U UHIUKATOPOB UX JOCTHKECHHUS :

Yuusepcanabuble komnereHunu (YK) 1 nHAUKATOPBI UX JOCTHKEHUSI:

Hanmenosanue
Kon 1 HanMeHoBaHUE MHIUKATOPA
KaTeropuu (TPyIIIb) Kox n HanmeHOBaHUE OCTHKEHHS
YHUBEpCaJIbHBIX yHHBepcanbHOI koMmeTeHun (YK) N
. YHUBEPCATHLHOW KOMITETEHIIUH
KOMIIETCHIIHI




KommyHnukanms

YK-4

Cnoco0eH oCyLIECTBIATh JAETI0BYIO
KOMMYHHKAIIUIO B YCTHON U MUCHbMEHHOU
(hopmax Ha TOCyIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuy 1 HHOCTPaHHOM(BIX)

YK-4.3

Bener nenoByto nepenucky Ha
roCyJapCTBEHHOM s3blke PD u nHOCTpaHHOM
SI3BIKE C YIETOM 0COOCHHOCTEH CTUIIMCTHKU
oduIHaNbHBIX U HEO(DUIMAIBHBIX ITHCEM U

sI3bIKe(ax)

COLIMOKYJIBTYPHBIX pa3lInuuii B popmaTte
KOPPECTIOHCHINHA

Oowenpogeccuonaibubie komnereHuuu (OIIK) u MHAMKATOPBI MX AOCTHIKEHUS

Kox n HanmeHoBaHMEe 00mIeIpodheCcCHOHATHHOM
KOMIETCHIIMH BBIITYCKHUKA

HHI[PIKaTOpr JOCTHXXCHHUA KOMIICTCHIITNH

OIIK-6

CriocobeH IpUMEHATH B IPO(ecCHOHATEHON
JeATeIbHOCTH HOPMAaTHBHBIE IPABOBBIC aKTHI B
cdepe cepBuca

OIIK-6.3
ObecnieunBaeT JOKYMEHTOOOOPOT B COOTBETCTBHUH C
HOPMAaTHUBHBIMH TPeOOBaHHUAMHU

OIIK-8

Crnoco0eH MoOHUMAaTh MPUHIMITEL PAOOTHI
COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOJIOTHI 1
UCIIOJNIb30BaTh UX JUIS PEIICHHS 3a/1a4
npo¢eCCUOHANBHOM JeSITeIBPHOCTU

OIIK-8.3

YMeeT BHIOHpATh COBpEMEHHbBIE HH()OPMAITUOHHO-
KOMMYHHUKAIIMOHHBIE U MHTEJUIEKTYaIbHbIE TEXHOJIOTHH,
NpOrpPaMMHO-TEXHUYECKHE TIaT(HOPMBI U IIPOrPaMMHBIE CPEJICTBA,
B TOM YHCJIE OT€YECTBEHHOTO ITPOM3BOICTBA JJISI PELIEHHS 3a1au
npo(eCCUOHANBHOM ACSITEIBHOCTU

Ipodeccuonanbubie komnerenuuu (IIK) 1 nHAUKATOPBI UX JOCTHIKEHUSI

Tun 3agad npodeccnoHaTEHOM
JEATETbHOCTH

Ko n HanmeHOBaHue
obmrenpodeccnoHaIbHOM
KOMITIETEHIIMH BBIITYCKHUKA

I/IH,I[I/IKaTOpr JOCTHIKCHUA
KOMIICTCHIINHA

CEPBUCHBII K-1

CriocoOeH yCTaHaBIMBATh U
NOAACPKMUBATH KOHTAKThI C
MOTpeOuTEISIMHU, TOBApOB (pador,
YCIIyT), OCYILIECTBIIAThH
nH(popMaMOHHOE 00CITy)KUBaHUE
moTpeOuTeNeH

K-1.2

I'otoBuT KOMMeEpUECKUE
MPEAJIOKCHUA, JOKYMECHTAlHUIO 110
Mpoaaxe TOBapoB (paboT, yciayr)

B pesyabrare n3y4eHusi AMCHMILUIMHBI CTY/IEHT 0aKaJaBpHaTa J0JLKeH:

3HaTh.

- ocHoBHble moHsATHS ['OCT P 7.0.97-2016 «Haumonanbneiii crangapt Poccuiickoit ®enepaunu. Cucrtema

CTaH/IApTOB 10 HH(pOPMAIHH,

6I/I6HI/IOT6‘IHOMY n  H3AaTCIIbCKOMY  ACIYy. Opl"aHI/ISaI_lI/IOHHO -pacnopsaaAnTCIbHAsA

JnokyMmeHTarus. TpeboBaHMs K 0OPMIIEHHIO TOKYMEHTOBY;
- CHCTEeMBbI JIOKyMEHTAIMH, TPeOOBaHUS K COCTABJICHHUIO U O(OPMIICHHIO JOKYMEHTOB;
- ocobeHHOCTH (POPMUPOBAHUS JJOKYMEHTOB Ha HECKOJILKUX SI3BIKAX;
- npaBuiIa U GOPMBI JICIIOBOI U KOMMEPUYECKOi ePENnCKH;
- TpeGOBaHUS K COCTABIICHUIO U O()OPMIICHHIO OTUYETHOM TOKYMEHTAINH;
- 0COOEHHOCTH UCTIOJIb30BaHMsI MH(OPMAIIHOHHBIX TEXHOJIOTHI 10 paboTe ¢ JOKYMEHTaMHU B OpraHU3alHu.

YMmern.

- IPUMEHSTh Ha MPAaKTHKE HOPMATHBHBIE IOKYMEHTHl IO CTAaHAAPTH3aLUU B OOJACTH JOKYMEHTHPOBAHHA,

JIeHCTBYIOIIKE Ha Teppuropun PO;

- IPaMOTHO OPTaHU30BATh CHCTEMY JOKYMEHTO000pOTa B OpraHU3alllu;
- (hopMHUpOBaATh JOKYMEHTHI HAa HECKOJIBKUX SI3BIKAX;
- (OpMyYIHPOBaTh TEKCTHI JEIOBBIX M KOMMEPYECKUX ITHCEM I CBOOOJHOTO M PaBHOIMPABHOTO OOIICHUS C

napTHEpPaMU;

- MHTEPIPETHPOBaTh (PUHAHCOBYIO, OyXTalTepcKyl0 M HHYI0 WH(OpManuio, COIEpKallylocsi B OTYETHOCTH

HOPEANPUSLTHI;

- IPUMCHSTH I/IH(I)OpMaL[I/IOHHI)IC TCXHOJIOTHUH I10 (1)0pMI/Ip0BaHI/I}O JAOKYMCEHTOB pa3IMYHOTI'O Ha3HAYCHU .

Baanern:

- HaBbIKaMM COCTABJICHUS JIOKAJIbHBIX IMPABOBBIX dKTOB 1 OCHOBHBIX OPTaHU3allMOHHBIX JOKYMCHTOB;
- HaBbIKaMM COCTAaBJICHUS [IPOCKTOB OCHOBHBIX YIIPABJICHYCCKUX JOKYMEHTOB U IMTUCEM;

- COBPEMCHHBIMHU I/IH(l)OpMaIII/IOHHI)IMI/I TCXHOJIOTHAMU O6pa6OTKI/I " XpaHCHUA I/IH(l)OpMaL[I/II/I;

- HaBbIKaMH CO3JIaHNA TOKYMEHTOB Ha HECKOJIBKHX A3bIKaX;




- HaBBIKAMH DPabOTHl C COBPEMEHHBIMH BHAaMH OPITEXHUKH W HCIOJIB30BaHUS CPEICTB MallOW OPITEXHUKH
(manok, ckopocimBarenei, CTenIIepoB, OpraHai3epoB U T.11.);

- HaBbIKaMU 0(OpMIIEHUs TpeOyeMbIX (POPM OTUETHOH JOKYMEHTAIINY;

- cienu QUKo GopMHUPOBAHUS JOKYMEHTOB B MH()OPMAITMOHHBIX TEXHOJIOTHSIX OpraHU3alnH.

5 OBBEM JJUCHUIIVIMHBI U BU/IbI OBPA3OBATEJIBHOI'O ITPOLECCA

OO0mmast TpyIOeMKOCTh AUCITUILTHHEI «J{OKyMEHTHpPOBaHHE YIIPABICHUECKON AeATeNsHOCTHY cocTaBisieT 108 gacos
nnn 3 3a4eTHBIC eNuHUNE (3.€). Aucruminaa nzydaercs Ha 1 kypce B1 cemectpe.

B TOM 4ucJje B popme
Bup yueOHoii padoTbl Oo0mbem, akaj. 4. NPaKTHYeCKOM
MOJATOTOBKH, aKaJ. 4.
O01ast TPYA0eMKOCTb TUCHUILIUHBI 108 30
KonTtakTHas pa6oTa 00y4aomerocs ¢ neiaroru4ecKumMu 68.3
pabdoTHHKaMH (Bcero) '
KonTtakTHasi pa6oTa - ayIMTOpHBbIE 3aHATHUS: 68 30
B Tom uncie:
Jlexru 34 12
[IpakTrdeckue 3aHATHS 34 18
KonrakrTHas caMocTosiTe/IbHAsI padoTa
(TpynmoBbIe KOHCYJIBTalN U HHANBUya bHas paboTa -
00yJaIOMHXCs C MeJarornaecKuM paboTHHKOM )
KonTtakTHasi pa6oTa - IpOMe;KYyTOYHAN aTTeCTALUS 0,3
CamocTosiTeTbHasI padoTa (Bcero): 39,7 -
B TOM YHCIIE:
Kypcogas pabora - -
IIpopaboTka JEKIIMOHHOTO MaTepuaa 13 -
ITonroToBKa K MPaKTUYECKUM 3aHATUSIM 13 -
IToaroroBka K TECTUPOBAHUIO 15,7 -
IToxroToBka K MpOMEKyTOUHOHN aTTeCTAIlUH (3a4eTy C OLECHKON) 4
®opma(bl) KOHTPOJIA: 3a4er ¢ OLIEHKOI
IIpoMeskyTouHas aTTecTanus (3a4eT ¢ OLEHKOM) - -

6 COAEP KAHUE JTUCHUIIJIMHBI

6.1 Pa3zgennl AMCHMIVIMHBI 1 BUABI 3AHATHH

AxkazieMm. yacos
N" B T.Y. B B T.4. B B T.Y. B B T.4. B
- /;l Pa3znen aucuuniauHbl ¢opme dbopme | TIpax. dopme JIa6. | dopme | Cam.
Beero TpaKT. JMescuun NPaKT. | 3apgrTus | MPAKT. |pagorei| MPAKT. |pajora
moar. moar. moar. moAar.
1 Pa3znen 1. OcHOBBI OpraHu3auuu 27 9 6 3 12 6 ) ) 9
AOKYMEHT0000pOoTAa HA NpeANPUsITUM
11 OCHOBHBIE TTOHATHS 10 6 2 2 1 1 1 ) ) 3
JIEJIONIPOU3BOACTBY
12 YHUQUIIPOBAaHHBIE CHCTEMEI 15 5 2 1 10 4 _ _ 3
JIOKYMEHTalluY Ha NPEAIPUATHN
1.3 | Opranusauus paboTsl C JOKyMEHTaMH 6 2 2 1 1 1 - - 3
2 Paznen 2. PasHoBHAHOCTH cHCTEM 80,7 21 28 9 22 12 ) } 30,7
JOKYMEHTAIUN
2.1 | Cucrema opraHM3allHOHHON TOKYMEHTAINH 21 5 7 2 6 3 - - 8
2.2 | Cucrema pactopsauTENLHON JOKyMEHTALMH 22 7 8 3 6 4 - - 8
23 Cucrema nH(OPMAIIMOHHO-CIIPABOTHON 20 5 7 2 5 3 ) ) 8
)IOKyMeHTaLU/II/I
24 CucreMa IIAaHOBOH U OTYETHOM 17,7 4 6 2 5 2 ) _ 67
JIOKyMCHTAIIUH
HUTOT'O 107,7| 30 34 12 34 18 - - 39,7
IToaroToBka K 3a4eTy ¢ OLEHKOI -




KonTtaxtHas camocrosTensHas paborta -

KonrakrHas pabora - 11

POMEXYTOUYHAS 0,3

HUTOI'O

108

6.2 CoaepskaHue pa3aeioB TUCHUILIUHBI

HaunmenoBanme
pasnea (moapasnaesa)
AUCHHUIVIMHBI

Coaep:xanue noapasjaesa

Pasnea 1. OcHOBBI Opranusa

MM 10KYMEHT0000pO0Ta HA NPeANPHUATHH

1.1 OcHoBHBIE NOHATHUSA 1O
JIENOTIPOU3BOICTBY

Hemn u 3amaun kypca «JlemonpounsBonctBoy». TepMHH «aenonpou3BoAcTBO». OCHOBHBIC
NMOHATHA  Kypca: HMHGOpMauus, JOKYMEHT, DPEKBHM3UT, OQMHIMalIbHbIE  JTOKYMEHTBI,
JOKYMEHTOOOOPOT, CHCTEMBI JOKyMeHTauuu. OCHOBHbIE HOPMATHBHBIE aKThI, PETyIHUpPYIOIINE
JOKYMEHTAI[OHHOE o0ecreyeHe YIpaBIeHHs.

1.2 Yuupuuuposanssie
CHCTEMBI IOKYMEHTAIIMI HA
IIPEANPHUATHH

VHndukamus ¥ craHgapTu3anus JOKyMeHTOB. OCHOBHBIE HAaIpaBICHUS W IIOPSIOK
NIPOBEACHHS] yHU(UKAIUM W CTaHZApTH3AIMU JOKYMEHTOB. YHHU(HIMPOBAHHBIE CHCTEMBI
JOKyMEHTAIIHH.

Knaccuduxanus goxkymenros. O6mue npasuia opopmiaenus gokymentos. [OCT P 7.0.97-
2016 «HauuonansHblii crangapt Poccuiickoii @enepanun. Cucrema cTaHIapTOB M0 HHPOPMALHH,
OUOIMOTCYHOMY M M3JaTelbCKoMy Jeiy. OpraHu3alMOHHO-PACHOPSAUTEIbHAS TOKYMEHTALHU.
TpeboBanus kK 0OPMICHUIO JTOKYMEHTOB»: Ha3Hau€HHE M COJAEp)KaHUe, MpaBHia OQOpPMIICHUS
Ka)KJIOTO PEKBH3HTA, 0OpMIIcHHE OJIaHKOB TOKyMeHTOB. Kiaccuukarys peKBH3HTOB.

1.3 Opranmsanus paboTsl ¢
JOKYMEHTaMH

[MonsiTne opranu3anuu padboTsl ¢ gokyMeHTamH. Ciyk0a JOKYMEHTAI[MOHHOTO o0ecredeHus
ynpaBieHusi. Permamenrtanmst nestensHocTH  cayxObl  JJOY. OpraHuzanuoHHBIE  (OPMBI
JenonpousBoacTsa. Bumsl noxymenTomotokoB. Cxema pokymeHToobopora. TpeOoBanus K
panMoHaNBHOI OpraHu3anuy JOKYMEHT0000poTa.

Orambl paboOTel € BXOJAIIUMH JOKyMEHTaMH: IONy4deHHe, oOpaboTka. Paccmorpenme
JOKYMEHTOB pyKOBOAWTEeNeM opranusanuu. Pesomonus. OOpaboTka M OTHpaBKa HCXOMISIINX
JOKyMEHTOB. PaboTa ¢ BHyTpeHHUMH TOKYMEHTaMU.

Perucrpanus [OKyMEHTOB: IOHSATHE, LIEIM PpErUCTpaluu. PerucrparioHHO-KOHTPOJIbHBIC
¢opmel. KoHTposis HWCHONHEHWS MOKyMEHTa: MHOHsATHe, Lend. [IpoBepka Xolxa MCHONHEHHS
JIOKyMEHTa. 3aBepllieHNe UCIIOIHEHUs JOKYMEHTA U CHATHE €ro C KOHTPOJIA.

Hasnauenne HoMeHKaaTypsl Jen. TpeOoBaHus K OGOPMICHHIO HOMEHKIATYpPBI Jell.
OmnepaTuBHOE XpaHeHHE. Bblgaua gen IpyruM MOApa3fieNeHUsIM M OpraHu3anusM. H3patue
JOKyMeHTOB. [IoAroTOBKa /Iel K apXUBHOMY XPaHEHHUIO.

Pa3gen 2. Pa3HOBHIHOCTH CHCTEM JOKYMEHTAUMH

2.1 Cucrema OpraHu3allMOHHON
JIOKYMEHTaIlIH

OpraHu3aoHHbIe JOKYMEHTHI KaK IPaBOBasi OCHOBA AESTENBHOCTH opraHm3anuu. OO6mue
TpeOboBaHMI K OQGOPMIICHHIO OpPraHU3alHOHHBIX JTOKYMEHTOB. [lopsgok —corjacoBaHus,
MOJIMCAaHNUS U YTBEP)KACHUS OpPraHU3allMOHHBIX JOKYMEHTOB. Ilopsiok BHeCEHUS M3MEHEHUH B
OpraHU3allMOHHBIE JOKYMEHTHI.

VYupenurenbHble JOKYMEHTHI: yCTaB OpraHM3alluM, YUpEIUTENIbHBINA HOrOBOp, MOJIOXKEHUE 00
opranmzanuu. llItaTHoe pacnucanue. [IpaBuna BHyTpeHHeEro TpyaoBoro pacrnopsika. Ilonoxenne
0 CTPYKTYPHOM IIOJpa3/eNICHNH, OpraHe ynpasieHus. JJomkHocTHas HHCTpyKIus. [Tonoxenne 06
YYETHOM MOJINTHKE.

2.2 Cucrema
pacrnopsiAUTEIbHON
JOKyMEHTAIlIH

Ienn wW37aHUS  PACIOPSIAMTENBHBIX  JOKYMEHTOB. PacropsauTeNbHBIE — JOKYMEHTBI,
H37aBaeMble B YCJIOBUSX €IMHOHAYANIWS: TPUKa3bl, YyKa3aHMS, PACIOPSDKCHUS, YKa3bl.
PacriopsiqutenbHBle  OKYMEHTBI, H3[aBacMble B  YCJIOBHSX KOJUICTHAIBHOCTH: PELICHUS,
MIOCTaHOBJICHHSI.

Dranbel MOArOTOBKM M O(OPMIICHHS PacHOpSIUTEIbHBIX JOKyMeHTOB. CTpyKTypa TeKcTa
pacmopsAUTeNbHBIX AOKyMeHTOB. O(GOpMIICHHE pacTIOpSAUTENBHBIX HOKyMeHTOB. OdopmieHne
BBINMCOK M3 PACIOPSAUTEIbHBIX TOKYMEHTOB.

2.3 Cucrema nH(pOpMAIHOHHO-
CIPaBOYHOMN JOKYMEHTALUH

CocraB, Ha3HayeHHe HH(OPMAIMOHHO—CIPABOYHBIX JOKYMEHTOB. BHIBI IEpEIHCKH,
KIaccupUKanus caykeOHbIX nmuceM. OcoOeHHOCTH 0(OPMIICHHUS CITY:)KEOHOTO IIHChMa.

ITpoToxou, ero pa3HOBUIHOCTH, NPABHIA OQOPMIICHUS.

IMpaBuna oopMiIeHHUs aKTa.

2.4 Cucrema niaHoBoil u

BI/IZ[I)I MJIaHOBBIX JOKYMCHTOM pa3/IM4YHbIX ypOBHef/‘I YIpaBJICHUS. Cucrema OTUYETHOM

OTYECTHOU JOKYMECHTaIlUU

JOKYMEHTAIAU.

7 COOTBETCTBHE

COJAEPKAHUSA TPEBOBAHUSAM K PE3YJBTATAM OCBOEHUS

JUCIIUTITJIMHBI
Ne B pe3ynbrare ocBO€HUS AUCUMIIIMHBI CTYJEHT JTOJIKEH: Pasnen 1|{Pasnen 2
3HaTh:
ocrnoBuble morsaTus [OCT P 7.0.97-2016 «HaumnonansHerit cranmapt Poccuiickoit @eneparmu. +
1 | Cucrema craHmapToB 1o HHMOpPMAIHH, ONOTUOTCYHOMY H U3IATEIBCKOMY JCTY. +

Opran3aniOHHO-PACIIOPSANTENbHAS TOKyMeHTanus. TpeOoBaHus K 0(hOPMIICHHUIO TOKYMEHTOBY;

2 | cucrembl IOKYMEHTAIMH, TPEOOBaHHUS K COCTaBJICHHUIO 1 0O)OPMIICHHIO IOKYMEHTOB,; + +
3 | ocobenHoCcTH (HOPMHUPOBAHMUS JOKYMEHTOB Ha HECKOJBKUX S3bIKAX; + +
4 | mpaBuna u GOPMBI AETOBOKH U KOMMEPUYECKON MEPETHCKH; + +
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5 | TpeGoBaHUs K COCTABICHUIO M O)DOPMIICHUIO OTYETHOH JTOKYMEHTAIIHH; + +
6 0COOCHHOCTH UCTIOIb30BaHMsI HH(OPMALIMOHHBIX TEXHOJIOTHI 10 paboTe ¢ JOKYMEHTaMH B + +
OpraHH3aIHH.
YMmern:
1 | MPUMEHATL Ha NPAKTHKE HOPMATHBHBIE JJOKYMEHTBI 110 CTAHIAPTH3AINH B obnactu + +
JIOKyMEHTHPOBaHUsI, ACHCTBYOLIHE HA TeppuTopun PdD;
2 | rpaMOTHO OpraHU30BaTh CUCTEMY JOKYMEHTO00OPOTa B OpraHU3alny; + +
3 | ¢opmupoBaTh JOKYMEHTHI Ha HECKOJBKHX SI3bIKAX; + +
4 (hopMyTHpPOBATh TEKCTHI ICIOBBIX 1 KOMMEPYECKUX ITUCEM JJIsi CBOOOAHOTO M PAaBHOIPABHOTO + +
o0IIeHus ¢ mapTHEpamu;
5 | MHTEPHpETHPOBATE ($UHAHCOBYIO, OYXTaNTEPCKYIO U HHYIO HH)OPMAIIHIO, COAEPKALTYIOCS B + +
OTYETHOCTH MPEANPHUATHH;
6 | MPHMEHATH MH()OPMAIMOHHBIE TEXHOIOTHH 1O ()OPMHUPOBAHHIO JOKYMEHTOB Pa3IHIHOTO + +
Ha3HAYCHUSL.
Baangernb:
1 | HaBBIKAMH COCTABJICHHS JIOKAJBHBIX IIPABOBBIX AaKTOB M OCHOBHBIX OPTaHH3alMOHHBIX IOKYMEHTOB; + +
2 | HaBBIKAMH COCTABJICHHS MPOEKTOB OCHOBHBIX YIPABJICHUECKUX JOKYMECHTOB U ITHCEM; + +
3 | coBpeMEHHbIMU HH(POPMAIIMOHHBIMH TEXHOJIOTHSIMU 00pa0OTKH M XpaHEeHUs MH(opManny; + +
4 | HaBBIKAMU CO3JIaHUS JOKYMEHTOB Ha HECKOJIBKHX S3bIKAX; + +
5 HaBbIKaMH pa6OTLI C COBpCMCHHBIMU BUAaMH OPITEXHUKU U UCIIOJIB30BaHUA CPCIACTB MaJjou + +
OPTTeXHUKH (IIANOK, CKOPOCIIMBATENEH, CTENIUIEPOB, OPraHai3epoB U T.1.);
6 | HaBbIKamMu oopmileHUS TpeOyeMbIX (GOpM OTYETHOM JOKYMEHTAINH; + +
7 | cneundukoil GopMUpPOBaHUS TOKYMEHTOB B MHHOPMAIIMOHHBIX TEXHOJIOTHIX OPraHU3aLUH. + +

B PE3YyIbTaTC OCBOCHUA AUCHUINIMHBI CTYACHT JOJDKCH OBJIAACTH CICAYIOIUMH KOMICTCHIUAMN U UHAUKATOPaAMU
X DOCTHXKCHMUA:

KO,Z[ 1 HAUMCHOBAaHUC MHAUKATOPpA

Ne Kon 1 HauMeHOBaHHE KOMITETCHIIMU Pasnen 1|Paszen 2
JOCTIKCHUSI KOMIICTCHIIUH
YK-4
YK-4.3
Croco0eH OCYLIECTBIIATh IETIOBYIO
. Bepner fenoBylo nepenucky Ha rocyJapcTBeHHOM
KOMMYHHUKALIUIO B YCTHOH U
. s3bIKe P® 1 HHOCTPaHHOM S3BIKE C YIETOM
1 | nucemenHOI popmax Ha . + +
- 0COOCHHOCTEH CTHIIMCTHKH O(QHIIHAIBHEIX U
rocyaapcTBEHHOM si3blke Poccuiickoit
HEO(HUIMATBHBIX [IHCEM M COIIMOKYIBTYPHBIX
Denepauui u HHOCTPAHHOM(bIX) a3nuuuil B popMaTe KOppeCIOHACHIINN
sI3bIKe(ax) P P pp
OIIK-6
Crioco0eH MPUMEHSTh B OIIK-6.3
2 | mpodecCHOHATIBHON ESTEIbHOCTH O0ecrnieunBaeT JOKyMEHTOOOOPOT B COOTBETCTBHH C + +
HOPMAaTHBHBIC MIPABOBBIE aKThI B chepe HOPMATHBHBIMHU TPEOOBAHUAMHU
cepBuca
OIIK-8 OIIK-8.3
Croco0GeH MOHUMATh MIPUHLUITEL pabOThl | YMeeT BBIOMpaTh COBpEMEHHbIE HHPOPMALOHHO-
COBPEMEHHBIX HH(OPMALMOHHBIX KOMMYHHKAIIMOHHBIC U HHTEIICKTYaJbHBIC
3 | TEXHOJIOTHH U UCHIONB30BATh UX IS TEXHOJIOTHH, IPOrPAMMHO-TEXHIHYECKHE ITaTHOPMBI U + +
penreHus 3a1a4 NpopecCHOHaTBHON NPOrPaMMHBIE CPEJICTBA, B TOM YHCIIE OTCYECTBEHHOTO
JeATEIEHOCTH MPOU3BOACTBA VIS PELICHHS 33124 IPOHEeCCHOHATIBHON
JIeSTeIbHOCTH
MnK-1
Crioco0OeH yCTaHABIMBATh U
MO/IJIEP>KUBATH KOHTAKTHI C 1IK-1.2
4 | moTpeOuTENsIMHE, TOBApOB (padoT, T'oTOBUT KOMMeEpYECKUE MPEATIOKEHNUS, + +

YCIIYT), OCYIIECTBIATh
nHPOPMAIIMOHHOE 00CITY)KUBaHUE
moTpeOuTeNeH

JIOKYMEHTAITUIO TI0 MTPOJIake TOBapoB (paboT, yCiyr)

8 IPAKTUYECKHUE U JIABOPATOPHBIE 3AHATUS

8.1 llpakTHYecKue 3aHATHSA

TeMbl NPAKTHYECKUX 3AHATHIH M0 JUCHHUILINHE

Ne n/n|{(monpaznena)

Ne paznena

JACIUIIINHBI

TeMbl MpakTHUECKUX 3aHATUN

Tpyno-

gac.

eMKOCTh|TEKYLIETO
KOHTPOJIS [KOMIIETEHIIMU

®opma | Kox popmu-
pyemoit




11 M3ydenue oCHOBHBIX MOHATUI Kypca 1 HOpPMaTUBHO-IIPaBOBOT'O 1 T1,T2, T3] VYK-4.3,
' obecrieueHuns TOKyMEHTO000pOTa Ha MPEAIPHATHH OIIK-6.3,
12 3makomctBo ¢ I'OCT P 7.0.97-2016: 1nenp, OCHOBHBIE 9 01}[_115-18.23’
1 ' MTOJIOKCHHS, TIPaBIIIa 0(OPMIICHHS PEKBU3UTOB T
12 BrinonHeHre MHAMBUAYAJIBHOTO IIPAKTUYECKOTO 3aJaHusl Ha 3
' Temy «braHku»
21 BrlnonHeHe MHAMBUAYAJIBHOTO IPAKTUUECKOTO 3aJaHus Ha 5 T4 YK-4.3,
' Temy «OdopmileHnEe OpraHN3anMOHHbBIX JOKYMEHTOBY OIIK-6.3,
29 BEInonHeHe MHIMBHAYAIBFHOTO IPAaKTHYECKOTO 3aJaHusi Ha 5 OIIK-8.3,
' Temy «OdopMIiIeHHE PacTIOPAIUTENEHBIX JOKYMEHTOBY 1K-1.2
2 23 BeInonHeHne WHOMBUAYANTbHOTO INPAaKTHYECKOTO 3aJaHus Ha 4 >
Temy «OdopMIIeHne TETOBBIX ITHCEM»
24 P o 4
CIICHNE CUTYalid Ha TeMy «Perucrpanyst JOKyMEHTOBY
24 BrinonHeHre HMHAMBUAYaJbHOTO IPAKTUUECKOTO 3aJaHusl Ha 2
TeMy «PerucTpanys JOKYMEHTOBY
- VYK-4.3,
N OIIK-6.3,
3aiyta HHIUBUYAIbHBIX IPAKTHYSCKUX 3aJaHIH 1 OITK-8.3,
IK-1.2

8.2 JIaGopaTtopHble 3aHATHA
JlaGopaTtopHbie pabOThI HE MPEIYCMOTPEHBI.
8.3 KypcoBasi padora

KypcoBast pabota He mpenycMOTpeHa

9 CAMOCTOSTEJBHAS PABOTA

CamocrosiTenpHas paboTa IPOBOJUTCS C 11€IbI0 OCBOCHHS 3HAHUH M YMEHUIT 110 IUCHUIUIMHE ¥ IPEyCMaTpUBAaET:

- O3HaKOMJIEHHME W NpopadOTKy pPEKOMEHJOBAHHOM JUTEpaTypbl, paboTy ¢ 3JIEKTPOHHO-OMOIMOTEYHBIMU
CHUCTEMaMH, BKJIFOYAsl TEPEBOIbI MyOIMKANMA W3 HAy4YHBIX JKypHAJIOB, NUTHpyeMbix B 0azaxWeb of Science, Scopus,
Chemical Abstracts, PUHILI;

- IOCEIIIEHNE OTPACIIEBBIX BEICTABOK M CEMUHAPOB;

- yJacTHe B CEMHUHApax, KOHPEPEHIMSIX, MPOBOANMBIX B MIHCTUTYTE IO TeMaTHKE AUCIUILIAHBI;

- IOJrOTOBKY K BBITTOJIHEHHUIO TECTOB IO MaTepHaTy JEKINOHHOTO Kypca;

- MOJTOTOBKY K BBITIOJIHEHHIO M 3alIMTE WHAWBUIYaIbHBIX MPAKTHYECKNX 33JaHUH W clade 3adeTa C OLEHKOH I10
TUCLIUIIIINHE.

IImanupoBaHue BpeMEHH Ha CAMOCTOSTEIbHYIO paboTy, HEOOXOAMMOTO Ha U3yUeHHE AUCIUIUINHBI, CTYJACHTaM HaJ0
OCYULIECTBJISIT HA BECh IIEPUOJ U3YUEHHUs, IPELyCMaTpPUBasl IPU 3TOM PETYJIIPHOE NIOBTOPEHHE NPONACHHOIO MaTepuaa.
Matepnan, 3aKOHCIEKTHPOBAHHBIM Ha JIEKIUAX, HEOOXOTUMO PETYJSIPHO JOMOJIHATH CBEACHUSMH W3 JHUTEPaTyPHBIX
MCTOYHMKOB, MPEJACTAaBICHHBIX B pabouell mnporpamme. [Ipu paboTe ¢ yKka3aHHBIMH HCTOYHHUKAMH DPEKOMEHIYeTCs
COCTAaBJIATh KPAaTKUH KOHCIIEKT MaTepHaa, ¢ 00s3aTesibHbIM (PUKCHPOBaHUEM OMOIHOTpadUueCcKUX JaHHBIX UCTOYHUKA.

10 OHEHOYHBIE MATEPHAJIbI
OneHo4uHbIe MaTepHaibl IPEACTABICHBI B BUIE OTACIBHOIO JOKyMeHTa — DOHa OLICHOYHBIX CPEJICTB.
11 METOJUYECKHE YKA3AHUWSA 11O OCBOEHHWIO JUCHUTIJIUHbI

Opraamsanust 00pa3oBaTENEHOTO TpOIecca PerIaMeHTHPYETCs Y4YeOHBIM IUIAHOM W PacHCaHHeM YYeOHBIX
3aHATHHA. SI3BIK O0O0ydeHWs (MpemomaBaHus) - pycckuid. J[is BceX BHIOB ayIUTOPHBIX 3aHSATHHA «d4acy yCTaHABIUBACTCS
MPOJOJHKUTENBHOCTHIO 45 MUHYT. 3a4eTHas €IMHUIA COCTABISIET 27 aCTPOHOMUYECKUX 4acoB WM 36 akaeMHUYECKUX Yac.
UYepe3 kaxzaple 45 MHH KOHTaKTHOH pabOTHI JienaeTcst MepephlB MPOJODKUTENFHOCTRIO 5 MHH, a IOCiie JBYX dac
KOHTAaKTHOW pPabOTHI AETaeTCs IePEePhIB MPOJAOIDKUTEIBHOCTRIO 10 MUH.

CereBas popma peanuzanuu MporpaMMbl JUCITUTUTHHBI HE UCIIOJIb3YETCSI.

OOyyaronuiicss UMEeT MpaBO Ha 3a4eT pe3ysbTaToB OOyYeHHs 1O IUCUUIUIMHE, €CM OHa OCBOCHA WM TIpH
MOJIYYEHUU CPETHEr0 MPOo(eCcCHOHATLHOTO 00pa30oBaHMS W (MJIM) BBICIIETO0 00pa3oBaHUs, a TaKXKe JIOTOJHUTEIHLHOTO
oOpa3oBanus (TIpY HaJTMYWK) (Hajee - 3a4eT Pe3ylbTaTOB O0YYeHHs). 3aUTCHHBIC PE3yJIbTaThl O0YUCHUS YIUTHIBAIOTCS B
Ka4eCTBE PE3yJIbTATOB IPOMEKYTOYHOH aTTeCTAIlH B YyCTAHOBICHHOM B THCTUTYTE MOpsIKE.

11.1 OdpazoBaTenbHbIe TEXHOJIOTHA



OOpazoBaresIbHBIA MPOLECC NMPH OCBOCHUM JUCUUIUIMHBI OCHOBBIBAETCS Ha MCIOJIB30BAHUM TPaIMLIUOHHBIX,
WHHOBAIIMOHHBIX W HMH(GOPMAIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTWI. Bo3Mo)kHa peanuzanus AWCUMIUIMHBI C
NPUMEHEHWEM  3JIEKTPOHHOrO OOy4eHWss M JUCTAaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJOrMH. TpaauuuoHHbBIE
o0Opa3zoBaTeNbHbIE  TEXHOJOTMM  NPEACTABICHBI  JICKIMSAMH W CEMUHAPCKMMHU  (IIPAKTUYECKHMH)  3aHATHSIMHU.
MHHOBanMOHHbIE 00pa30BaTENbHBIE TEXHOJOTHH HCHOJIB3YIOTCS B BHIE NPUMEHEHUS! aKTUBHBIX M MHTEPAKTHBHBIX (HhOpM
npoBeneHuss 3aHATHHA. VHDopMannoHHBIE 00pa3oBaTeNIbHBIC TEXHOJIOTHH PEATU3YIOTCS IyTeM aKTHBU3aLUH
CaMOCTOSTENIFHON pabOTHl CTYACHTOB B WH(POPMAMOHHOW 0Opa3oBaTensHOU cpexe. Ilpu mpoBeneHnn ydeOHBIX 3aHATHH
obecreunBaeTcsi pa3BUTHE y OOYYAIOIIUXCS HABBIKOB KOMAaHIHOW pabOThHI, MEKJIMYHOCTHOH KOMMYHHMKAIIUH, TPHHATHS
peILICHHUH, JTUACPCKUX Ka4eCTB B TOM YHUCIE C yYETOM PETHOHAIBHBIX OCOOCHHOCTEH NMPOQecCHOHATIBHON NesITeNbHOCTH
BBIITYCKHUKOB U TIOTpeOHOCTEH paboTomareneit).

11.2 Jlexuuu

JIeKUMOHHBIM Kypc TMpeArnojiaraeT CUCTEeMaTH3MPOBAaHHOE H3JI0)KEHHE OCHOBHBIX BOIPOCOB  COJEPXKAHUS
JCLUIIIHHBL.

Ha mepBoif nexuuu JekTop 00s3aH NpenyNnpeauTh CTYAEHTOB, NMPUMEHHUTEIBHO K KakoMy 0a30BOMY y4YeOHHKY
(yueOHuKaM, y4eOHBIM TOocOOMsIM) OyeT IPOYHTaH KypC.

JlekumoHHBIH Kypc obecrieunBaer Oojiee IiIyOOKOe MOHMMaHWE YYeOHBIX BOIPOCOB IPH 3HAYUTEIHBHO MEHBIIEH
3arpaTe BPEMEHH, YeM 3TO TpeOyeTcsl CpeTHECTATUCTHIECKOMY CTYJICHTY Ha CaMOCTOSITENIbHOE H3yYeHNE MaTepHana.

11.3 3aHATHS cEeMUHAPCKOTO THUNIA

CemuHapckue (NMpakTHYECKHE) 3aHATHSA MPEACTABISIIOT COOOH AETaNM3alHUI0 JICKIMOHHOTO TEOPETHIECKOTO
Marepuasna, HalpaBJIeHbl Ha OTPa0OTKY HABBIKOB, IPOBOJATCS B IIEIISIX 3aKPEIUICHHS Kypca M OXBaTHIBAIOT BCE OCHOBHBIE
pa3aensl TUCLUIIINHEIL.

OcHOBHOW (OpPMOH TPOBEACHUS CEMHHAPOB M TIPAKTHYECKUX 3aHATHH sBIeTCS o0OcyxaeHue Hamboiee
NpOOJIEMHBIX U CIIOKHBIX BOIIPOCOB MO OTJEIbHBIM TEMaM, a TaK)Ke pellieHHe 3a1a4y ¥ pa30op MPUMEPOB U CUTYaLUi NpH
KOHTaKTHOW pabote. B 00sd3aHHOCTH mpernojaBaTeisl BXOAAT: OKa3aHHE METOJMUYECKONW MOMOIIM U KOHCYJIbTHPOBaHHE
CTYACHTOB II0 COOTBETCTBYIOIIUM T€MaM Kypca, OTBEThI Ha BOIIPOCHI, YIPABJICHUE NPOLIECCOM pPEIIeHHs 3a1au.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHATHAX OLIEHUBAETCS 110 CICAYIOIUM KPUTEPUIM:

- OTBETHI Ha BOIIPOCHI, NIpeJIaraeMble IIpernoiaBaTesieM;

- y4acTHe B AUCKYCCHSX;

- BBITIOJIHEHHE 33/1aHHH (pelIeHne 3a/1a4);

Jloknmanel ¥ ONNOHMPOBAHUE JAOKIAJOB IPOBEPSIOT CTENEHb BIAJCHHsS TEOPETHYECKMM MAaTEpHANIOM, a TaKXKe
KOPPEKTHOCTB U CTPOTOCTh PACCYKACHUI.

OneHrBaHuE MPAKTHYECKUX 33JaHUI BXOJUT B OLICHKY.

11.4 CamocTrosiTesibHAasE padoTa CTyIeHTa

Jis ycnenrHoro ycBOEHUs JTUCHUILIMHBI HEOOXOIMMO HE TOJIBKO ITOCEINATh ayIUTOPHBIC 3aHATHS, HO M BECTH
aKTHUBHYIO CaMOCTOATENIbHYIO paboTy. [Ipu camocTosTeIbHOM TpopaboTKe Kypca 00ydaromuecs JOIKHBL:

MOBTOPUTh 3aKOHCIIEKTUPOBAaHHBIM Ha JIEKIMOHHOM 3aHATUM MaTepual U JONOJHUTb €ro ¢ Yy4eToM
PEKOMEH/I0BAaHHOM 10 JAHHOM TeMe JINTEPATYPBI;

U3Y4YUTh PEKOMEHJOBAaHHYK) OCHOBHYK U [JOIOJHUTEIbHYIO JIUTEPATYPY, COCTABIATh TE3UCHl, AHHOTALMHU MU
KOHCIIEKTHI HanboJiee BayKHBIX MOMEHTOB;

WCIIONIB30BaTh JUI CAMOIIPOBEPKH MaTepHaja OLICHOYHBIE CPENICTBA.

WuauBHayansHOE 3aJaHUE OLEHUBAETCS MO CIETYIOIUM KPUTEPHUSIM:

- IPABUIBHOCTb BBITMIOJIHEHUS 33/1aHHS;

- aKKypaTHOCTH B 0()OpMIICHUH PaOOTHI;

- HCNOJIb30BAHUE CIEINATIbHOMN JIUTEPATYpPHI;

- CBOEBPEMEHHAsI C/1aua BBITIOIIHEHHOTO 3a/IaHus (YKa3bIBAETCS IPETIOIaBaTENIEM).

11.5 MeToauuyeckue peKkoMeHAALMH /sl IpenogaBaTeJiei
OcHOBHBbIE IPUHIMIBI 00y4YeHH

1. Ilens 0Oy4eHUs — pa3BUTH MBIIIUIEHHE, BEIPaO0OTaTh MHUPOBO33PEHHE; TO3HAKOMHUTD C UACIMHU H METOAAMHU HAYKH;
HAYYHUTh IPUMEHSTH IPUHIIUITEI U 3aKOHBI T PEUICHNS IPOCTHIX M HECTAHAAPTHBIX IKOHOMHYECKHX 3a/1a4.

2. O0yueHune JI0DKHO OPraHMYEeCKU COYeTaThesl ¢ BocnuTanueM. Hy»HO pa3BHBaTh B CTY/IEHTaX BOJICBBIC KayecTBa
u Tpyaoiroone. HeHaBsA34MBO, K MECTY IPUBHUBATD JIEMEHTHI KYJIBTYPHI ITOBEICHHS. B 4acTHOCTH, MperogaBaTelb JOIKeH
JUYHBIM OPUMEPOM BOCHHTBHIBATE B CTYJEHTaX MyHKTYaJbHOCTh M YBaXKEHHE K 4YyXoMy BpeMmeHu. Henomyctumo
Nperno/iaBaHue OJHOCEMECTPOBOH y4eOHOM AMCIMIUIMHBI MPEBpallaTh B MHOroceMecTpoBoe. Bo3Hukmas akajgeMuueckas
33J10JDKEHHOCTD JIOJDKHA OBITh JINKBUIMPOBAHA B TIEPHOJL CIIETYIOIIET0 CeMECTpa 0 Havyaia 3a4eTHOW HeAemH.

3. OOyueHue TOKHO OBITh HE MMACCUBHBIM (COOOLIMM CTYICHTaM HEKOTOPBIH 00beM HHGOPMAIIUH, PACCKAKEM, KaK
pELIAOTCSl Te WM HMHbIE 3aJayd), a aKTHBHBIM. HyKHO CTpOUTH OOydYeHHE TakK, 4TOOBI B OBJQJCHUU MaTEpUAJIOM
OCHOBHYIO pOJIb UTpajia NaMsATh JIOTHYecKas, a He (opMmaibHas. 3allOMHHAaHUE JIOJDKHO JOCTUTaThes depes IiryOokoe
MOHUMAaHHE.

4. OgHO U3 BOKHEHUIINX YCIIOBHH yCIIEIIHOTO 00y4YeHH — YMEHHE OPTaHM30BaTh paboOTy CTYIEHTOB.

5. OTHOmIEHHE TIpenoiaBaTels K CTYACHTaM J0JKHO HOCHTB XapakTep 100pokeIaTenbHoi TpeboBaTenbHOCTH. [l
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CTUMYJIMPOBaHUSI PabOThl CTYJEHTOB HY)KHO HCIIOJb30BaTh IOOIIPEHHE, OJ00peHHe, MOXBaly, HO HE IOpHLaHHE
(mopuiaHKe MOXKET IPUMEHATHCS JHIIb KaK HCKIoUeHue). [IpenonaBaTtesb JOKEH ObITh IS CTYACHTOB JOCTYIHBIM.

6. HeoOxomuMm peryisipHbIii KOHTPOJIb pPadOThl CTyAeHTOB. IIpaBMIbHO IIOCTaBJICHHBIH, OH IIOMOTaeT WM
OpPraHM30BaTh CUCTEMATUYECKHE 3aHATHS, a IPENOaBaTENIO0 JOCTHYb BBICOKHUX PE3yJIbTaTOB B O0yYEHHUH.

7. Baxneiimed 3agadell mpenoaasaTeseld, BeIyIIMX 3aHATHUS 10 AWCIMIUIMHE, SBJISETCS BBHIpAOOTKa y CTYIEHTOB
OCO3HaHHA HEOOXOJVMOCTH M IIOJIE3HOCTH 3HAHMS IUCHUIUIMHBI KaK TEOPETHYECKOH M MPAKTHIECKOW OCHOBBI A
W3y9ICHUS NPO(GUIBHBIX AUCIUILINH.

8. C menpro Oornee 3(pPEKTHBHOTO YCBOCHHUS CTyISHTaMH MaTeprala JaHHOW NWCIUILIMHBI PEKOMEHAYeTCS Ipu
MPOBEICHUHN JICKIIHOHHBIX, TIPAKTHIECKUX W JJA0OPATOPHBIX 3aHATHH HCIONb30BaTh COBPEMEHHbBIE TEXHUIECKHE CPEICTBA
00y4eHNs, a MMEHHO NPE3CHTAlUH JEKIWH, HArJIAHBIE TOCOOMS B BUAE CXEM NPHUOOPOB, AeTaled M KOHCTPYKIWI
puOOPOB, KOMITBIOTEPHOE TECTUPOBAHHE.

9. s 6osiee riry0OKOT0 M3y4EHHs PeMETa U MOATOTOBKH PsAJia BOIIPOCOB (TEM) JUIsi CAMOCTOSTENEHOTO H3YUEHHS
MO pazjenaM AMCHMIUIMHBI TPENoJiaBaTellb MPEeNIOCTaBIseT CTYyIEHTaM HEOOXOJMMYI0 MH(OPMAIHIO O HCIOJIb30BaHUU
yueOHO-MeToAnYecKoro obecrieueHus: y4yeOHHMKax, y4eOHBIX MOCOOMsSIX, COOpHMKaxX MPUMEPOB M 33/a4 W OIMCAHUE
71a00paTOpHBIX paboT, HATMYUK MIHTEpHET-pecypcoB.

IIpn TekymieM KOHTpOJE pEKOMEHIYeTCs HCIOIb30BaTh KOMIBIOTEPHOE WM OJaHKOBOE TECTHPOBAHME,
KOHTPOJIbHBIE KOJUIOKBUYMBI T KOHTPOJIbHBIE PaOOTEHI.

KonTponpHOe (MTOTOBOE) TECTUPOBAHKE BKIIOYACT B ceOsl 3aaHMS [0 BCEM TeMaM paszeiia pabodeil mporpaMMBbl
JVCIUIIIHHBL.

10. Hems nexmmu — (GOPMHPOBAHWE y CTYACHTOB OPHEHTHPOBOYHON OCHOBBI U IOCIEAYIOMIETO YCBOCHUS
Marepuaga METOAOM CaMOCTOSTeNbHOH pa®oTel. ConepskaHue JICKIMH AOJDKHO OTBEYATh CIEAYIOIINM IHIAKTHISCKUM
TpeOOBaHUAM:

- M3JI0KEHUE MaTepualia OT IIPOCTOro K CJI0KHOMY, OT U3BECTHOTO K HEU3BECTHOMY;

- JJIOTUYHOCTB, YETKOCTh U ACHOCTb B U3JIOKCHUU MaTEpUaia,

- BO3MOXHOCTb IIPOOJIEMHOTO U3JIOKEHHUS, TUCKYCCUH, JHAJIOTa C IIeTIbI0 aKTUBU3ALIUH JICTEIbHOCTH CTYACHTOB;

- oImopa CMBICIIOBOM YacTH JICKOMHU Ha IMOAJIMHHBIC (baKTI)I, CO6I)ITI/I$I, SABJICHUA, CTATUCTHYCCKUC JAHHBIC,

- TeCHas CBs3b TCOPETUYCCKUX TIOJOKEHUH W BBIBOJOB C MPAKTUKOH U Oynymiei mpodeccHoHaIbHOM
JIeSITETIbHOCTBIO CTYICHTOB.

[TpenomaBarenb, YUTAIOMNKA JIEKIIMOHHBIE KYPCHI, TOJDKCH 3HATh CYIIECTBYIOIIME B IEJarormdecKOi MpaKTHKe
BapUaHTHl JIEKIWH, WX AWAAKTHYECKHE W BOCIUTHIBAIOIINE BO3MOXKHOCTH, a TAaKKe MX MECTO B CTPYKTYpe IIpoliecca
00y4YeHHS.

11. Ilpn mpoBeneHHH aTTECTALMH CTYASHTOB Ba)KHO BCETIa IOMHHUTH, YTO CHCTEMAaTHYHOCTh, OOBEKTHBHOCTb,
apryMEHTHPOBAaHHOCTh — TJIaBHBIC NPHHIMIIEI, HAa KOTOPHIX OCHOBAHBI KOHTPOJIb M OICHKA 3HAHUH CTYICHTOB. 3HAaHHUE
KPHUTEPHEB OLICHKH 3HaHUI 0053aTEIbHO AJIs IPENOAaBATENsl U CTYICHTA.

11.6 MeToan4yeckne yKazaHusi JUIsl CTyIEHTOB
ITo noaroToBKe K TeKUHOHHBLIM 3aHATHAM

I/I3yquHe JUCHUIIINHBI Tpe6yeT CUCTEMATHYCCKOTO M IOCJIEA0BATCIIbHOTO HAKOIIJICHHUA TCOPETHUCCKUX 3HaHHﬁ,
CJIEI0BATENILHO, MPOITYCKU OTENIBHBIX TEM HE MO3BOJIAIOT INIyOOKO OCBOUTH IpeaMeT. CTyAeHTaM He0OX0JHUMO:

- Iepe]] KaKIoH JIEKI[HeH MpocMaTpuBaTh pabodylo MporpaMMy AUCIUILINHEI,

- riepent cieyIomei JeKnue Heo0X0MMOo IIPOCMOTPETH 110 KOHCIEKTY MaTeprall IIpe by IeH.

[Ipu 3aTpyaHEHHAX B BOCIPHATHH MaTepraia clelyeT 0OpaTUTHCS K OCHOBHBIM JINTEPATYPHBIM McTOYHMKaM. Eciu
pa3obOparbkCcsi B Marepualie He yJalloch, HEOOXOANMO OOpaTHUThCS K JIEKTOPY WM K MPENOAABATENI0 Ha NMPAKTHYECKHX
3aHATHSX.

ITo moaroroBKe K MNPAKTHYECKHUM 3aHATUAM

Ilenb mMpakTHYECKUX 3aHATHHA — yriIyOJeHUe, pacIIUpEHHUe, MeTaau3allus 3HAHWM, MOJIyYCHHBIX Ha JICKIUAX B
00001IeHHON (Qopme, cojaeiicTBHe BBHIPAOOTKE YMEHHH HCIOJIL30BAaTh TEOPETHUCCKUN MaTepuan [Uis pEeIICHUsS
MpaKTUYCCKUX 3ajJiad B O6J'IaCTI/I I/ISleaeMOﬁ JUCHUIIIINHBI 1 HABBIKOB, HeO6XOI[I/IMI)IX JIIsL (I)OpMI/IpOBaHI/ISI KOMHeTeHHHﬁ 110
OUCLMILIMHE.

CryzieHTaM cienyer:

- MPOBOAUTH MNPEABAPUTCIbHYIO MOATOTOBKY K MPAKTUYCCKOMY 3aHATHIO, ITPOCMATpPUBAsA KOHCIICKThI HeKHHﬁ,
PEKOMEHIOBaHHYIO TUTEeparypy, MHTepHET-pecypCHl;

- IPUHOCHUTH ¢ OO0 PEKOMEHIOBAHHYIO MPEIoIaBaTeNieM K KOHKPETHOMY 3aHSTHIO JIUTEPATypy;

- B Hayaje 3aHATUH 3aJaTh IPEMOJABATENI0 BOMPOCHI MO MAaTepHady, BBI3BABIIEMY 3aTPYAHCHUS B XOJC
CaMOCTOSITEIIEHOU pabOTHI;

- COOTHOCUTHh TEOPETHYECCKHI MaTephall C COBPEMEHHBIM COCTOSHHUEM JIeJI, TaK KaK B COJCPKAHHH IIpPEeaMeTa
MOTYT OSBUTHCSI U3MEHEHHUS, JIOTIOJTHEHUSI, KOTOPBIC HE BCET/Ia OTPAXKCHEI B YUSOHOM IHTEpaType;

- JIOBOJIUTH KaXJIO€ 3aJaHue [0 OKOHYATEJIbHOTO PELICHUs, JEeMOHCTPHPOBATh MOHWMAaHHE IPOBEICHHBIX
pacyeToB (aHAIN30B, CUTYAITHH);

- B Clly4ae 3aTpy/HeHUI 00pamaThes K MPernojaBaTelio;

- B X0€ YCTHOI'O OIIpoCa HE OTBJICKATHCA, JaBaThb KOHKPETHBIC, YCTKHUE OTBETHI 11O CYHICCTBY BOIIPOCOB.
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CTyHeHTaM, OpOoNyCTUBIIUM 3aHATUA (He3aBI/ICI/IMO oT HpI/I‘II/IH), WK HC BBINOJHUBIINM PACCMATPUBACMBIC Ha
3aHATHUU 3aJlaHusA, PCKOMCHAYCTCS HC MO3KE UCM B ﬂByXHCHeHLHLIﬁ CPOK SABUTHCA HAa KOHCYJIbTAUIO K IMMPCOAaBaTCIIO U
OTUYUTATHCA IO TCMC 3aHATHA.

Ilo opraHusanvuu CaMOCTOATEILHOM paﬁOTbI

CamocrosTenbHas pad0oTa CTYACHTOB BKIIOYACT B CeOs BBIMOJNHCHHE PA3IMYHOTO pOJA 3aJaHHid, KOTOPBIC
OpPHEHTHPOBaHbl Ha Oosiee TIyOOKOE YCBOGHHE MaTepHana n3ydaeMod NUCUMIUIMHBL. K BBITOJHEHHIO 3aJaHuil AJst
CaMOCTOSATENIbHOM pabOThl MPEABSIBISIOTCS CIEAYIONINE TPeOOBAHMUS: 3aaHKs [ODKHBI HUCIOJHATHCS CAaMOCTOSTENFHO U
MPE/ICTABISTHCS B YCTAHOBIICHHBIH CPOK, a TAK)KE COOTBETCTBOBATH YCTAHOBJICHHBIM TPEOOBAHUSIM 10 O(OPMIICHHIO.

CryneHTram cienyer:

- PYKOBOJICTBOBATHCSI INIAHOM KOHTPOJIBHBIX ITYHKTOB, OIPEACICHHBIM paboueil mporpaMMoii AUCIHUILINHEL,

- BBINOJIHATH BCE IUIAHOBBIC 33JaHUs], BbIaBacMblC MPENOAaBaTEIeM Uil CAaMOCTOSTENLHOTO BBIIONHEHUS, U
pa3dupath Ha CEMUHAPAX M KOHCYJIBTAIMIX HESCHBIC BOIIPOCHI;

- HCIOJB30BaTh MPU MOATOTOBKE HOPMATHBHBIC NTOKYMeHTHI BY3a (TpeboBaHusS K O(QOPMIICHUIO MHCHMCHHBIX
pabort u 1p.).

[pu penieHnu 3a1a4 1e1ec000pPa3HO PYKOBOACTBOBATHCS CICAYIOIIAMHE MTPABHIIAMH.

1. IIpex e Bcero, HYXKHO XOPOIIO BHUKHYTh B YCIOBHE 3a/1a4H, 3alIUCATh KPATKO €€ YCIOBHE.

2. Eciiit mo3BOJISIeT XapakTep 3a/1auu, 00s3aTeIbHO CICNIaTh PUCYHOK, TOSCHSFOIIUI €¢ CYIIIHOCTb.

3. 3a peaKuMu HCKIIOYCHUSAMH, Kakaast 3a7ada JOJDKHa ObITh CHaYaja perieHa B oOmeM Buzae (T.e. B OyKBEHHBIX
0003HaYCHHSIX, a HE B YHUCIIAX).

4. Tlony4uB YMCIIOBOM OTBET, HYXKHO OIIEHHTh €ro MPaBIONOJ00HOCTh. Takas OlleHKa MOXET B Psc ClydacB
O0OHAPYXUTh OLIMOOYHOCTH MOJTYUYEHHOTO PE3yabTaTa.

Pemrenue 3amad mpuHeceT HAHUOOJBUIYIO MMOJB3Y TOJBKO B TOM CIydYae, €ClIM OOYYaroU[HICs pelraeT 3aJadu
CaMOCTOATENIbHO. Penuth 3ama4dy Oe3 momoiry, 0e3 MoJCKa3Ky YacTo ObIBaeT HEJErKo U He Bcerda ymaetrcs. Ho maxe He
yBeH‘IaBHII/IeCSI ycnex0M IIOIIBITKH HaﬁTI/I peIlIeHI/IC, €CJIN OHH HpeﬂHpI/IHI/IMaJ'II/ICI) J0CTAaTOYHO HaCTOﬁ‘IHBO, HpI/IHOCHT
OIIyTUMYIO IMOJIb3Yy, TAK KaK Pa3BHUBAIOT MBIIUICHUEC M YKPCIUISIOT BOJIIO. PellleHHe 3a/a4 HU B KOEM Cllydac He CIeoyeT
OTKJIa/IbIBATh HA MOCICIHUN BeYep Mepe]] 3aHATHIMU, KaK, K COKAJICHUIO, HEPEIKO MOCTYMAIOT CTYACHThI. B 3TOM ciyuae
OoJiee CIIOXKHBIC M TPUTOM HaubOJIee COCPKATEIBHBIC U MOJIC3HBIC 3a]]a4d 3aBEIOMO HE MOTYT OBITh PEIICHBI.

ITo pabore ¢ iuTepaTypoii

B paboueii mporpaMme IUCHUITIMHBI INIPEACTABICH CIIMCOK OCHOBHOW M JIONOJHUTEIBHOW JUTEPAaTypbl — 3TO
y4eOHHUKH, Y4eOHO-METOIMUYCCKHE TOCOOns WM yKazaHHs. JOTMONHMTENbHAs JUTEpaTypa — y4eOHHKH, MOHOTpauH,
COOpHHMKH HAyYHBIX TPYJOB, JXYPHaJIbHbIE M Ta3€THBIC CTaTbH, PA3IMYHBIC CIPABOYHMKH, SHIMKIONEAnH, VIHTEepHET-

pecypchl.

Jlrobast opma camocTOsATENbHONW paboThl CTyAeHTa (MOATOTOBKA K CEMHUHAPCKOMY 3aHSATHIO, JOKIAAy U T.IL.)
HAYMHACTCS C U3YUCHHUS COOTBETCTBYIOICH JTUTEPaTyphl KaK B OMONIHOTEKE / 3JCKTPOHHO-OMOIHOTEUHOM CHCTEME, TaK U
JoMa. M3yueHune yka3zaHHBIX HCTOYHUKOB PACIIMPSIET IPAHUIIBI IOHUMAHUS TPEAMETa TUCIUTUTHHBL.

IIpu paboTe ¢ MUTEpaTypOi BBIACISIOTCS CIACAYIOIIUE BUIbI 3anuceil. KOHCIEKT — KpaTkasi cxeMaTHdecKasl 3aich
OCHOBHOTI'O COJICpKaHUs HAyYHOH paboThl. L{enbro SIBJISETCS HE MEePEeNUChIBAHNUE MPOU3BEACHUS, & BBISBICHUE €T0 JIOTHKH,
CHCTEMBI JIOKA3aTeIbCTB, OCHOBHBIX BHIBOJIOB. XOPOIINH KOHCIIEKT JODKEH COYETATh MOJHOTY U3JIOKCHHUS ¢ KPATKOCTHIO.
[{uTtaTta — TOYHOE BOCIPOU3BECHHUE TEKCTA. 3aKIFOYACTCS B KaBbIUKHM. TOYHO YKa3bIBACTCS CTPAHUIA UCTOUYHHKA. Te3UCHI
— KOHICHTPUPOBAHHOE H3JI0KEHUE OCHOBHBIX IOJIOKECHUI MPOYUTAHHOrO MaTephana. AHHOTAIUS — OYEHb KpaTKoe
M3JIOKEHUE COJICPXKAHUSI TPOYUTAHHON paboThl. Pestome — Hamboniee oOIME BBIBOJIBI U TIOJIOKECHUS pabOThI, ee
KOHIETITYaIbHbIE UTOTH.

11.7 OcobeHHOCTH OpraHU3auH 00Pa30BaTEIHHOIO MPoIecca I HHBAJIHI0B | JIMI ¢ OTPAHHYeHHBIMHA
BO3MOKHOCTSIMU 310POBbS

IIpodeccopcko-npenoaaBaTebCKUl  COCTAB  3HAKOMHUTCS C  IICHXOJIOT0-(DH3HOIOTHYECKUMH  OCOOCHHOCTSIMHU
oOyyaromuxcs HHBAJIUIOB U JIUI] C OTPAaHMYCHHBIMH BO3MOXXHOCTSMH 3/I0POBBS, HMHAWBUAYAJIBHBIMH IIPOrpaMMaMu
peabmwinTanuu WHBANHIOB (Ipu Hanuuuu). IIpu HEOOXOTUMOCTH OCYIIECTBIIETCS JIOTIOJHHUTEIbHAs MOJEpKKa
MperoaBaHus ICUXO0JIOTaMH1, COI[HATIBHBIMI PaOOTHUKAMH, MIPOIIEANINMH MOATOTOBKY aCCUCTEHTAMHU.

[IpeamnonaraeTcs WUCHOIBL30BaTh COLMAIBHO-aKTUBHBIE W pEeQIEKCHBHbIE METOAbl OOY4YEeHHUS, TEXHOJIOTHUH
COLIMOKYJIBTYPHOH pEadMIUTalNK C IeTbI0 OKa3aHWS IOMOIIM B YCTAHOBJICHHHM IIOJIHOLIEHHBIX MEXJIMYHOCTHBIX
OTHOIIEHUH C APYIMMH CTYIEHTaMH, CO3JaHWH KOM(OPTHOrO ICHXOJIOTMYECKOro KiMMara B CTYAEHYECKOW rpyrIe.
[ondop u pazpaboTka y4eOHBIX MaTepHaOB MTPOU3BOASATCS C YUETOM INPEIOCTABICHHS MaTepHaia B pa3InuHbIX GopMax:
ayJMaIbHOM, BU3yaIbHOM, C HCIOJIB30BAHUEM CIIEIMAIBHBIX TEXHHYECKUX CPEJCTB M MH(MOPMAIMOHHBIX CHCTEM.

OcBoenne aucuuuinHbl junamu ¢ OB3 ocymiecTBisieTcss ¢ WCIOJIB30BAHHUEM CPEJCTB OOydYeHHs OOIIero u
CHELMAIBHOrO Ha3HAUEHUs (IEPCOHANIBHOIO U KOJUIEKTUBHOTO UCIIOJIb30BaHMUS).

Hns crynenroB ¢ OB3 mpexycmarpuBaeTcss JocTynHas (opMa MpeoCTaBICHHs 33aJaHui OLEHOYHBIX CPEICTB, a
MMEHHO:

- B [ICYaTHOHN WU JIIEKTPOHHON (opMe (A1 JIHII C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO allapara);

- B MmevaTHOW (opMe WM SIEKTPOHHOW (GopMe ¢ YBEIMYCHHBIM MIPH(TOM M KOHTPACTHOCTHIO (AT JIHIl C
HapyIICHUSMH CITyXa, PeUH, 3peHHs);

METOZIOM YTEHHS aCCHCTEHTOM 3aJaHMs BCIYX (JUIS JHI C HAPYIICHUSIMH 3PCHHUS).
11



CryneHTaM ¢ MHBIMAHOCTBIO YBEIMYHMBAETCS BpPEMs Ha IMOATOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL J[ns
TaKUX CTYAEHTOB IPEIyCMaTpUBAETCs JOCTyIHas (hopMa NpeIoCTaBICHUS OTBETOB Ha 3a/1aHMsI, 3 IMEHHO:

- MUCBMEHHO Ha Oymare Wi HAOOpOM OTBETOB Ha KOMIIBIOTEPE (VIS JIMI C HAPYIICHUSAMH CIyXa, PeUH);

- BBIOOPOM OTBETA M3 BO3MOXKHBIX BapHAHTOB IIPU TECTUPOBAHHUHU C HUCIIOJIB30BAHUEM YCIIYT ACCHCTEHTA (ISl JIUIL C
HapyLEHUSIMHU ONOPHO-ABUIaTEIbHOTO alnapaTa);

- YCTHO (AJIst T C HApYIIEHUSMH 3PEHNUS, OTIOPHO-/IBUTATEIbHOTO aIlapara).

[Ipn HEoOXOMMMOCTH T 00YHAIOIMINXCSl C HHBAIUIHOCTHIO MPOLIEAYpa OIIEHHBAHUS PE3YIbTATOB 00YUCHHS MOXKET
MPOBOAUTHCS B HECKOJIBKO JTAIOB.

12 YYEBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUITJINHBI

HNubopManmoHHyI0 MONIEPKKY OCBOCHHS NUCIMIUIMHBI OCYIIECTBIsieT OmbOimoTreka WHcTHTyTa, KOTOpas
obecreunBaeT 00yJarONIMXCsl OCHOBHOHN y4eOHOH, y4eOHO-METOMUIECKOW W HAyYHOUW JINTEpaTypol, HEOOXOJAMMOH s
opraHusaiu 00pa3oBaTEIBHOrO Mpolecca mo aucnuiumHe. OOumit 00beM MHOTOOTpacyeBoro ¢ouaa Ha 01.03.2021 r
cocrapisiet 6onee 405 000 3k3.

Bubnuoteka pacmonaracT y4eOHOH, y4eOHO-METONMYECKONH M HAyYHO-TCXHHYCCKOW JHMTEpaTypod B ¢dopme
MCYaTHBIX W JJICKTPOHHBIX M3/aHWM, a TaKkkKe BKIIOYACT OQHIHMANBHBIC, CIPAaBOYHO-OMOIHOTpadHUeCcKue,
CHCIMATM3UPOBAHHBIC OTCYCCTBEHHBIC M 3apyOCKHBIC MNEPUOTUUSCKUE W HMHGOPMAIMOHHBIC W3[aHusA. buOnmoreka
o0ecreynBaeT A0CTYI K MpoheCCHOHATBHBIM 0a3aM JaHHBIX, HH(GOPMAIMOHHBIM, CITPABOYHBIM U MIOMCKOBBIM CHCTEMaM.

Kaxxnprid oOygatonuiicss obecriedeH CBOOOJHBIM JOCTYIIOM M3 JIIOOOW TOYKH, B KOTOPOH MMEETCS JOCTYH K CETH
HHTepHeT U K 31eKTpoHHO-0nbmmoteuHoi cucreme (OBC) MHcTuTyTa M YHHUBEpPCUTETa, KOTOPAst COACPKUT Pa3INIHbIC
W3IaHUSA 110 OCHOBHBIM HM3YYaeMBIM TUCIHIUITHHAM U c(DOPMHpPOBaHA TI0 COTIIACOBAHUIO C MPAaBOOOIAAaTEIIMU YIeOHOHM 1
y9e0HO-METOJUUECKON TUTEPATYPHI.

[TomHEI IEpedeHb PICKTPOHHBIX HH(POPMAIIHOHHBIX PECYPCOB, HCIIONB3YEMBIX B IIPOIIecCe 00YUeHIS, IPEICTaBICH
B OCHOBHO#1 00pa30BaTe/IbHOM MPOTpaMMe.

12.1 Hepeqenb OCHOBHOM M JONMOJIHUTEJIbHOM JIUTEPATYpPhbI, HCOGXOI[I/IMOi;I AJI OCBOCHHUSA JUCHUIIJIUHBI

a) OCHOBHAf JINTepaTypa

OcHoOBHas TUTEparypa Pexxum noctyna ObecneueHHOCTh
O-1. Yypunos, A. 10. IOpunudeckoe nenomnponu3BOACTBO : O6p asoBaTeIbHAT N
mardopma FOpaiit [caiir].
yueOHOe 1mocobue JUis CPeIHEr0 NPOPECCHOHATBHOTO | URL -
obpazoBanusi / A. 1O. Uypunos. — 3-¢ 3L, Memp. u https://urait.ru/viewer/yurid Jla
norn. — Mocksa : HzpatensctBo [Opaiit, 2022. — | ° :
icheskoe-deloproizvodstvo-
285c.— (IIpodeccuonanpbHoe  0Opa3oBaHUE). — 508854#page/4 (nata
E_E3A. 9 __ . o dUsccos#page/a
ISBN 978-5-534-15583-9. — TeKcT : 3JeKTPOHHBIHA obpamenus 01.06.2022)
0O-2. JIoKyMEHTOBEJCHHE : €OHUK W TPaKTUK JIs Obpasoarebias
’ M . e P yM Ui mratopma FOpaiit [caiT].
By30B/ JI. A. Jloponuna [u ap.]; nox penakumed | URL-
JI. A. JoponuHo#t. — 3-¢ m3n., mepepad. W AOI. — ) . . '
Mocksa : M3patenmsctBo FOpaiiT, 2022. — 336 c. — mgﬁggg;;::{wewer/d0ku Ha
(Briciiee  obpazosanme). — ISBN 978-5-534-15753- | — s 1)
6. — TekcT : SNeKTPOHHBIN 50961 7#page/4 (nara
) ' obpamrenus 01.06.2022)
0) 10MOJIHUTEIbHAS JTUTEpPaTypa
JlononHUTEIHHAS TUTEPATypa Pexxum goctyma O06ecrnieueHHOCTh
J-1. Kysnenos, W. H. [lokymeHnrannonHoe obecrieyenne | OOpa3oBarenbHast
yIpaBJICHHUs] IEPCOHATIOM : YICOHHK M MPakTHKyMm s | mwiatdopma IOpaitr [caiir].
By3oB/ MW. H.Ky3nenos. — 2-¢ wu3n.— Mocksa: | — URL:
UsnmarensctBo FOpaiit, 2022. — 393 ¢c.— (Bsicmee | https://urait.ru/viewer/doku Jla
obpasosanue). — ISBN 978-5-534-14830-5. — Teker : | mentacionnoe-obespechenie-
AIIEKTPOHHBIH upravleniya-personalom-
489305#page/6 (mara
obpantenus 01.06.2022)

*JloroBop Ne 33.03-J1-3.1-4377/2022 Ha oOKa3zaHME YCIYI IO IIPEAOCTaBICHHIO JIOCTyHa K 00pa3oBaTesIbHOM
wiatdopme «tOpaiit» K3 22 1770707263777070100100040015814244 ot 16.03.2022r., cpok aevictus ¢ 16.03.2022 no
15.03.2023r.

12.2 Uudopmannonno-odpa3oBaTebHbIe pecypchl, MpodeccHOHATbHBIE 0a3bI JAHHBIX H HH(OPMAIMOHHbBIE
CIPABOYHbIE CHCTEMBbI

Ilpy OCBOEHWHM JUCHUIUIMHBI CTYAEHTHI JIOJKHBI
00pa3oBaresbHbIE PECYPChI CIIEAYIONIMX IOPTAJIOB U CAITOB:

1 DKOHOMHYECKHE HAYKH: HAy4YHO-WH()OPMALMOHHLIN KypHaI. Pexum moctyma: http://ecsn.ru/ (mata obGparenus
01.06.2022).

HCII0JIB30BaTh I/IH(i)OpMaIII/IOHHLIe u I/IH(I)OpMaIII/IOHHO-
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https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-508854#page/4
https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-508854#page/4
https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-508854#page/4
https://urait.ru/viewer/dokumentovedenie-509617#page/4
https://urait.ru/viewer/dokumentovedenie-509617#page/4
https://urait.ru/viewer/dokumentovedenie-509617#page/4
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/6
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/6
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/6
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/6
http://ecsn.ru/

2 EnnHoe okHO moctymna K 0oOpa3oBaTelIbHBIM pecypcaM: OecriiaTHast 3JIeKTpoHHas Oubianoreka. Pexxum nocryna:
http://window.edu.ru/ (nata o6parienus: 01.06.2022).

3 NndopmanunoHHbIH noprain «EREPORT.RU: MHUPOBas 9KOHOMHUKA. Pexum JoCTyna:
http://www.ereport.ru/stat.php (nata o6pamenus 01.06.2022).

4 bubmuoreka HU PXTY um. JI.U. Menneneera / Odurmanpusiii caiit HU PXTY um. JI.U. Menneneera. Pexum
nocryma: http://www.nirhtu.ru/administration/library/elibrary.html (zata o6parenns 01.06.2022).

5 Kadenpa «OxoHommka, ¢uHancel u Oyxranrepckuit yuer» / Odummaneusii caiit HU PXTY mm. J.U.
Memnpneneesa. Pexxum nocryma: http://www.nirhtu.ru/faculties/economics/efibu.html (nata o6pamennst 01.06.2022).

6 YueOHbII Kypc «J{OKyMEHTHpOBaHHE YIpaBICHUYECKOH aesTensHOCTHY / CrucTeMa MoAiepKKu yIeOHBIX KypcoB
HU PXTY. Pexxum moctyma: https://moodle.nirhtu.ru/course/view.php?id=63 (mara o6pamenwus 01.06.2022).

13 MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

VYuebOHbie AyAUTOPUHN U1 TIPOBCACHUA 3aHATHI JEKIIMOHHOTO THIIA, 3aHATHI CEMHHApPCKOro Tuia, IrpymnmnoBbIX U
MHAWBUAYAJTbHBIX KOHcyHLTaHHﬁ, TCKYHWIECTO KOHTPOJA H HpOMe)KyTO‘IHOﬁ aTTeCTaly, a TakKXKC IIOMCHICHUA IJIA
CaMOCTOSITEIIbHOM pa60T1,1 o6yqa}ouu/1xc>1, OCHaIICHHBIC KOMHLIOTepHOfI TEXHHUKOM C BO3MOKHOCTBIO MOAKIIOUCHHUS K CETH
«I/IHTepHeT» H 00ecrieueHHbIE JOCTYIIOM B 3JICKTPOHHYIO I/IH(l)OpMaIII/IOHHO-06pa30BaTeJlLHyIO cpeny I/IHCTI/ITyTa.

[Ipucnocobi1eHHOCT
HanmeHnoBaHue crienuaabHBIX . MIOMEIIEeHUH 115t
N ., OCHaIEHHOCTh CHENNABHbBIX TTOMEIIECHUH 1
MIOMEIICHNH 1 TIOMEIIEHUH ., N HCTIONb30BaHUS
. TIOMEIIEHUH 111 CAMOCTOSTENEHON paboThI
JUISL CAMOCTOSITENEHON paboThI WHBAJIHMIAMH U JIUIIAMH C
0 OB3
YueOHast MeOeb (CTONBI CTYIbs, JOCKa), IEPEHOCHAs
JlekunoHHas ayauTopus "
(ay1.215) MPEe3eHTallMOHHAs TEXHUKA (HOYTOYK, TPOEKTOp, 3KPaH - | MPHCHOCOOICHO
YA MTOCTOSIHHOE XpaHeHue B ay. 215).
Aynuropus At IPOBEICHUS YyebHast MeOenb (CTONIBI CTYIBS, JOCKA), IEPEHOCHAs
3aHATHUI CEMHHAPCKOTO TUIIA Npe3eHTallMOHHAs! TEXHHUKA (HOYTOYK, TPOEKTOp, IKpaH - | MPHCHOCOOIeHO*
(ayn. 215) MOCTOSIHHOE XpaHeHue B aya. 215).
AynuTtopusi st TPYIIIOBBIX U
Y P Py YyeOHast Mebenb (CTOMBI CTYINbsS, TOCKA), IEPEHOCHAS
WHIIUBHyaJIbHBIX "
N Npe3eHTallMOHHAs TEXHHUKa (HOYTOYK, TPOEKTOp, SKpaH - | MPUCHOCOOIIEHO
KOHCYJIbTAIMH 00yYaromixcst
MOCTOSIHHOE XpaHeHue B aya. 215).
(ayn.215)
Ayauropus JUis TEKyIIETO YyeOHast Mebenb (CTONBI CTYINbs, TOCKA), IEPEHOCHAS
KOHTPOJISI M IPOMEKYTOYHOH | TPEe3eHTalMOHHAsI TEXHUKA (HOYTOYK, IPOEKTOP, 3KpaH - npuUcIocoOseHo *
arrecrainuu (ayn.215) MIOCTOSIHHOE XpaHeHue B ay. 215).
YueOHas MeOeb.
Kommproteps! B cOopke (2 MmT.) ¢ BOSMOXHOCTEIO
MPOCMOTPa BUACOMATEPHAIOB U MPE3CHTALINH, TOCTYIIOM
Aynuropus s K ceTH «/IHTepHEeT», IEKTPOHHBIM 00pa30BaTeIbHBIM U
CaMOCTOSITENILHOM paboTHI nH(pOpMAMOHHBIM pecypcaMm, 6a3e TaHHBIX npucriocodieHo™*
CTYICHTOB (ayn. 222) anekTpoHHoro karagora HU PXTYVY, cucteme
ympasienust yaeousimu kKypcamu Moodle. TpunTep.
MHoropyHKIIMOHATBHOE YCTPOUCTBO (MIPUHTEP, CKaHEP,
KOIIHP).

* JI71st MTHBAJIMJIOB | JIUI] C OTPAHUYEHHBIMU BO3MOXHOCTSMH 37J0POBbS €CTh BO3MOKHOCTh IIPOBOJUTE JIEKIINOHHBIE
3aHATHUS U 3aHATHA CEMHUHAPCKOTO THMA Ha 1-BIX 3Taxkax y4eOHBIX KOpIycoB. Bosie BXOAHBIX ABepel B yueOHbIE KOpITyca
YCTaHOBIEH 3BOHOK B JCKYPHYH COTpyAHMKY. IIpenycMmorpensl mupokue JABEpHble IpoeMbl. VMerores
CHEUAIN3NPOBaHHbIC KAOMHETHI ISl CAMOCTOSTENFHON M MHAMBUAYaJIbHOM paboThl, ocHamieHHbIe [1K.

Texnudeckue cpeacrsa o0ydyeHMs, cCJyxalide JJsl NpeAocTaBjeHUusi y4eOHoil wHdopMauuu 060JbLIOH
ayIuTOPUH

HoyTOyk ¢ BO3MOXXHOCTBIO TPOCMOTpa BHACOMATEPHAIOB W TIPE3EHTALWH, AocTynoM K cetu «UHTepHETY,
JJIEKTPOHHBIM 00pa30BaTeIbHBIM M WH(POPMAIMOHHBIM pecypcaM, 0a3e NaHHBIX AJIEKTPOHHOTO KaTaiora MHcTHTyTa,
cucTeMe ynpasiieHus: yueOHbiMU Kypcamu Moodle.

IIpoekTop, 3xpaH.

ITporpamMMHoe obecneyenne

1 Onepanunonnas cucrema MS Windows XP u MS Windows 7 Geccpounsie TpaBa u GeccpovHast JUIEH3HS 10
noamnucke Microsoft Imagine Premium, waentudukarop noxmucku: a936248f-3805-4c6a-a64f-8c344976ef6d,
uneHtudukarop noanucunka: ICM-164914.

2 Unrepuer-6paysep Mozilla Firefox. Pacipoctpansiercst ox munensueii Mozilla Public License 2.0 (MPL).

3 TekcroBslii penaktop LibreOffice Writer. Pacnpoctpansercs nox smuensueit LGPLv3.

4 MS Excel u3 naketa MS Office 365 Al Gecrathas BeG-Bepcust Office https://products.office.com/ru-
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http://window.edu.ru/
http://www.ereport.ru/stat.php
http://www.nirhtu.ru/administration/library/elibrary.html
http://www.nirhtu.ru/faculties/economics/efibu.html

ru/academic/compare-office-365-education-plans aist yyaruxcsi, npenogaBarteieii 1 COTpyIHUKOB.

5 Penaxrop npesenrtannii LibreOffice Impress. Pacnipoctpansiercst mon nunensueit LGPLV3.

6 CpencrBo urenusi ¢aitmos PDF Adobe Acrobat Reader DC smisiercss OecrulaTHIM M JOCTYIHO JUIst
KopropatuBHOro pacrnpoctpanenus (https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader/volume-distribution.html).

7 Apxusarop 7zip (pacupoctpansiercs nox smienzuer GNU LGPL license)

ITeyaTHble ¥ 3J1eKTPOHHBIE 00pa3oBaTe/lbHbIe U HH(POPMALMOHHBIE Pecypchl

HHdopmannoHHO-METOANYECKUE MaTEepHAlTbl: YIeOHbIE H3IAHUS 110 JUCIUILINHE.

DnekTpoHHbIE 00pa30BaTeIbHbIC PECYPCHI: ANEKTPOHHbBIE MPE3CHTALMH K pa3jenaM JeKIIMOHHOTO Kypcea; yueOHo-
METOIUYEeCKHe pa3pabOTKM B 3JCKTPOHHOM BH[E, CIPABOYHBIE MaTephalbl B JJICKTPOHHOM BHIE;, KadeapanbHas
OmOnMMoTeKa HIEKTPOHHBIX U3JaHUH.
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https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader/volume-distribution.html

IIpunoxenue 1
AHHOTAIUA
padoueii mporpaMMbl AU CUMIJIMHbBI
B1.0.27 «/lokyMeHTHpOBaHUe YIPABJIeHYECKO AesITeJTbHOCTI

1. O6mas Tpyroemkocts (3.e./ ak. yac): 3/ 108. Konrakraas pabora 68,3 4acoB, U3 HUX: JEKIIUMOHHBIE 34, MPAKTHUECKHE
saaaTus 34. CamocrosTensHas paborta crynenra 39,7 gacoB. @opma HPOMEKYTOYHOTO KOHTPOJISA: 3a4eT C OICHKOM.
Hucnuminza usydyaercs Ha 1 kypee B 1 cemectpe.

2. MecTO AUCHMILIAHBI B CTPYKTYpe 00pa30BaTeJbHOI IPOrpaMMbl

JucnumnmHa peanu3yercs B paMkax o0s3atenbHoi gactu OOIL.

Jnst 0CBOCHHUS TUCIMIUIMHBI HEOOXOMUMBI 3HAHWS, YMEHHSA M KOMIICTCHIUH, ITOJYYCHHBIE CTYICHTAMH B XOI€ OCBOCHUS
CIIeNYIOINX JUCIHILTHH: «Colnonorusy», «BBeneHue B IpoGecCHIo» U SBIACTCS OCHOBOH IUIS MOCIEIYIOIHMX JUCIUILIHH!
«Crannaptuzanys, ceprudukanus W JMIeH3upoBaHue», «OpraHuzanysi ¥ IUIAHUPOBAHUE JESTEIBHOCTH NPEIIpHUSITHIA
CEPBUCAY.

3. ]_leJIb U 3a1a4Y1 U3YyICHUS TUCUUILIMHBI

Lenpto ocBOCHUS AMCLMIUIMHBI «/]OKyMEHTHpOBAaHUE YIIPABIEHUYECKON JEATEIbHOCTHY SIBISICTCS IMOJydeHHE 0a30BBIX
3HaHU{ ¥ (OPMUPOBAHUE OCHOBHBIX HABBIKOB B 00JIACTH TOKYMEHTAIBHOTO 0()OpMIICHNUS YIIPABICHYECKUX PEIICHHH.
3agauu NpernoAaBaHus NUCIUILINHEL:

- 03HAKOMJICHHE CTYACHTOB C OOLIMMH NMPUHINIAMH JOKYMEHTAIMOHHOTO 00ECIIEUCHNUS IS TENbHOCTH PEIIPHUSITHS;

- OCBOCHHE CTY/ACHTAMH NPaBUI U ()OPM AEITOBOI 1 KOMMEPUECKOI KOPPECTIOHICHIINH;

- 03HaKOMJICHHE CTYICHTOB C OCHOBHBIMH BH/IaMH JIOKYMEHTOB, 00pa3yIOIUXCs B AEATEIBHOCTH MPEAIIPUATHH;

- opMHpOBaHWE y CTYACHTOB 3HAHWH W HABBIKOB DPAIMOHAJIBHOW OpPraHM3alMH JOKYMEHTAI[HOHHOTO OOECIICYEHHUS
yIIpaBICHUSL.

4. Conep:xkanue TUCHUTLIAHBI

OCHOBHBIE TOHATHSA [OKYMEHTHPOBAaHHUS YIpaBIeHYEeCKON mesTenbHOCTH. JlokymMeHThl. CucTemMa OpraHH3allMOHHON
JokyMmeHTauu. CucTeMa pacropsiiuTeNnbHON JokyMeHTanuu. Cucrema WH(OPMAaNMOHHO-CIIPABOYHON JTOKYMEHTALMH.
Cuctema IIIaHOBOM M OTYETHOW JoKyMeHTauuu. OpraHuszanus paboThl ¢ JOKYMEHTaMU.

5. lnanupyemMble pe3yJbTaThl 00yUeHHs 0 JUCHUILINHE, 00ecTeYrBalolIMe JOCTUKEHNEe NIAHMPYeMbIX
pe3yJIbTaTOB OCBOEHUsI 00Pa30BaTelbHOI NPOrpaMMbl

B pesynprate ocBoenmst OOIIl ©OakamaBpmata oOydaroImMiCS MOJDKEH OBJAJETh CICAYIOIIUMH KOMIETCHIUSIMH H
MHIMKaTOPaMHU JOCTHXEHUS KOMITETCHIIUH]:

CrnocoOeH OCyIIECTBIIATH JICIOBYI0 KOMMYHHKAIIMIO B YCTHOW W NHCHMEHHOH (OpMax Ha TOCyJapCTBEHHOM S3bIKE
Poccuiickoii ®eaeparun u nHOCTpaHHOM(bIX) s3bike(ax) (YK-4):

- Bener nenoByio nepenucky Ha rocyAapcTBEHHOM si3bike PD 1 MHOCTpaHHOM SI3BIKE C Y4€TOM OCOOCHHOCTEH CTHIIMCTHKH
ounHanbHBIX U HEO(UIUABHBIX MUCEM M COLMOKYIBTYPHBIX pa3inuuii B popmate koppecnonaeniuu (YK-4.3);
CriocoGeH MPUMEHSITH B TIPO(ECCHOHATIBHOMN JIeATeIbHOCTH HOPMATHBHBIE MIPaBOBBIC akThl B cdepe cepsuca (OITK-6):

- OGecreunBaeT JOKyMEHTOOOOPOT B COOTBETCTBUH ¢ HOpMaTtuBHBIME TpeboBanusmu (OITK-6.3);

Crnoco0eH MOHUMATh IPUHIUIIEL paO0Thl COBPEMEHHBIX WH(POPMAIMOHHBIX TEXHOJIOTHUI U UCIOIb30BaTh UX JUIS PEIICHUS
3aja4 mpodeccroHatbHoi aestenpHocTd (OITK-8):

- YMeer BbIOMpATh COBpEMEHHbIE HH(OPMAIIHIOHHO-KOMMYHHUKAIIMOHHBIE U MHTEJUIEKTYalIbHbIE TEXHOJIOT MU, POTPAMMHO-
TEXHUYECKHUE IIaTPOPMBI ¥ TPOTPAMMHBIE CPEJICTBA, B TOM YHCIIE OTEYECTBEHHOTO TPOU3BOJICTBA JUIs PEILICHHUS 3a/1a4
npodeccronansHoit gesrensroctu (OITK-8.3);

Crnoco0eH ycTaHaBIMBATh U TTOAEPKUBATH KOHTAKTHI C OTPEOUTEIIMH, TOBapoB (padoT, yciyT), OCYIIECTBIISATh
undopmannontoe obcnyxuBanue norpedureneit (IMK-1):

- F'oTOBHUT KOMMEpUECKHE MPEUIOKESHHUS, JOKYMEHTALIHIO TI0 MPojaxe ToBapos (pabor, yeiyr) (ITK-1.2).

B pesynbrate copMUpOBAaHHOCTH KOMIIETCHIIMH CTY ICHT JIOJDKEH:

3HaTh!

- ocHoBHble oHATHS ['OCT P 7.0.97-2016 «HarmonaneHsiit crannapt Poccuiickoit ®@eneparm. CucremMa CTaHIapTOB 110
uHpopmanum, ONOIMOTEHHOMY U M3/IaTeNbCKOMY Jeity. OpraHu3alMoOHHO-PAaCOpIIUTeNbHAs JOKyMeHTalus. TpeboBaHus
K 0(hOPMIICHHIO JOKYMEHTOBY;

- CUCTEMBI JJOKyMEHTAIUH1, TPEOOBAHMUS K COCTABICHUIO U O(OPMIICHHUIO IOKYMEHTOB;

- 0cobeHHOCTH (HOPMHUPOBAHMSI TOKYMEHTOB Ha HECKOJIBKUX SI3bIKAX;

- paBuJIa ¥ OPMBI ICTIOBOM ¥ KOMMEPUECKOH MepPEINCKHY;

- TpeOOBaHUS K COCTABIEHUIO U O(OPMIIEHHIO OTYETHOM JOKyMEHTAIHN;

- 0COOCHHOCTH MCTIOIb30BaHHS MH()OPMAITMOHHBIX TEXHOJIOTHH MO paboTe ¢ JOKYMEHTaMU B OpraHU3aIlUH.

YMmeTh:

- IPUMEHATH Ha NPaKTHKEe HOPMAaTHBHBIE JOKYMEHTHI 10 CTaHJAPTH3ALMK B 00JaCTH JOKYMEHTHUPOBAHUS, JICHCTBYIOMINE
Ha Teppuropuu Pd;

- 'PaMOTHO OPTaHHU30BaTh CUCTEMY JIOKYMEHTOO0OPOTa B OpraHH3alnHy;

- (hopMHPOBATh TOKYMEHTHI Ha HECKOJIBKHX SI3bIKAX;
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- (hopMyJIMPOBATH TEKCTHI AEIOBBIX M1 KOMMEPYECKUX ITHCEM IJIsl CBOOOHOTO M PAaBHOIIPABHOTO OOLICHUs C MapTHEPaMU;
- HHTEPIIPETHPOBATh (PMHAHCOBYIO, OYXI'aJITEPCKYI0 U HHYIO HH(OPMALHIO, COAEPKALLYIOCS B OTYETHOCTH NPEATIPUSTHH;
- IPUMEHSATh NH(POPMAMOHHBIE TEXHOJIOTHH 110 (JOPMHUPOBAHMIO TOKYMEHTOB Pa3InYHOI0 Ha3HAYCHHUSI.

Baagers:

- HaBBIKAMH COCTABJICHHS JIOKAJIbHBIX ITPABOBBIX AKTOB M OCHOBHBIX OPI'aHH3aLMOHHBIX JOKYMEHTOB;
- HaBBIKAMH COCTABJICHHS IIPOEKTOB OCHOBHBIX YIPaBJICHYECKUX JOKYMEHTOB U ITUCEM;

- COBPEMEHHBIMU HH(POPMAIIMOHHBIMH TEXHOJIOTHSIMHU 00pa0OTKH U XpaHeHHs HH(opManumy;

- HaBBIKAMH CO3/1aHMsI JOKYMEHTOB Ha HECKOJIBKHUX SI3BIKAX;

- HaBBIKAMHM PabOThl C COBPEMEHHBIMHM BHJAMH OPITEXHHMKH M HCIIOJIb30BaHHS CPEACTB MAJIOW OPITEXHUKH (IIarok,
CKOpOCIINBATENEH, CTENIICPOB, OpraHai3epoB U T.1I.);

- HaBBIKaM# oopMiIeHNs TpeOyeMbIX (OPM OTYETHON JOKYMEHTAIIHH;

- cnenudukoil GopMHPOBaHUSA JOKYMEHTOB B HH()OPMAIMOHHBIX TEXHOJIOTUAX OPTraHU3aIHH.

6 Buabl yueOHoi#i paGoThl M X 00beM
HucnummHa nzydaetcs Ha 1 kypce B 1 cemectpe.

B TOM 4ucJje B popme
Bup yueOHoii padoTbl Oo0mbem, akaj. 4. NPaKTHYeCKOM
MOAT0TOBKH, aKaJ. 4.
OO01ast TPYA0€MKOCTb TUCHHILIHHBI 108 30
KonrakTHasi padoTa o0yuyarouerocs ¢ negaroru4ecCKuMu 68.3
padoTHKaMu (Bcero) '
KonTtakTHasi pa6oTa - ayIuTOpHBIE 3aHATHUS: 68 30
B Tom uuciie:
Jlexnuun 34 12
[TpakTuyeckue 3aHATHS 34 18
KonrakTHas caMocTosiTe/IbHAsi padoTa
(TpynmnoBble KOHCYJIBTallMM U MHAWBUYyajIbHas paboTta -
00yJaIOMHXCS C IeJarornaecKuM paboTHHKOM )
KonrakTHas padoTa - npoMe;KyTOYHAsI aTTeCTausl 0,3
CamocTosiTe1bHAsI padoTa (Bcero): 39,7 -
B TOM YHCIIE:
Kypcogast pabora - -
[IpopaboTka JEKIIMOHHOTO MaTepuaia 13 -
ITonroToBka K MPaKTUYECKUM 3aHATUSIM 13 -
IToaroroBka K TECTUPOBAHUIO 15,7 -
IToxroToBka K MPOMEKyTOUYHON aTTECTAIIUH (3a4ETy C OLECHKON) 4
®opma(bl) KOHTPOJIS: 3a4er ¢ OLIEHKOI
IIpomeskyToUuHas aTTecTanus (3a4eT ¢ OLEHKO) - -
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