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1. MecTo 1 meiu AMCUMILIMHBI ''"DJIeKTPOHHBIN 10KyMeHT0000poT'' B cTpykType OITOII

JlucuumimHa OTHOCUTCS K BapuaTUBHOM yacTH biioka 1 «/{ucuuninssl, MOgYIN» U SBISETCS
00s13aTeIbHON 711 U3YYESHUS 110 HampaByieHnio moarotoBku 38.03.02 MenemKMeHT Ha 3 Kypce JuTst

OYHOH ¥ 3204HOM (hopM 00yUeHHsI.

TpynoeMKOCTh NTUCHUIUIMHBI COCTABISIET 2 3a4E€THBIX €UHHUII
[enpo OCBOEHUS AUCIMILIUHBI SBISETCS M3y4YE€HUE OCHOB JIOKYMEHTAIIMOHHOTO O0ECTICUeHUS
OM3HEC-TIPOLIECCOB COBPEMEHHOM OpraHu3allid W peaju3aluu ee JOKyMeHTooOopoTa. 3amaueit
W3YYCHHS JUCHUIUIMHBI SIBIISETCS OBIAJICHUE CTYICHTAMH TEOPETUYECKUMH U MPAKTHYSCKUMHU
3HAHUAMHU B 00JIACTH TPAJAULIMOHHOTO U 3JIEKTPOHHOTO TIOKYMEHTO000pOTA.

2. [Inanupyemble pe3yJbTaThl 00yUeHHs MO JTUCHUILINHE, COOTHECEHHbIE € JIAHUPYEeMbIMH
pe3yJbTaTaMHU 0CBOCHHS 00pPa30BaTeIbHOI NPOrpaMMBbl

®opMupyemMbie KOMIETeHIIUN

IInanupyemsble pe3yJbTaThbl 00y4eHHUs MO
AUCHMITNHE, XapaKTepH3yIolue 3Tanbl
(¢opmupoBaHusi KOMIeTeHUM

K-8
BIIaJICHUEM HaBBIKAMHU JTIOKYMEHTaJIHLHOTO
0o(hOpMIICHHSI PEIIICHUH B YIPABICHUH ONIEPAIIMOHHON
(IpOU3BOACTBEHHOM) JEATENLHOCTH OpTraHU3alUd
[IpU BHEAPEHUH TEXHOJOTUYECKUX, MPOIYKTOBBIX
MHHOBAIIMI WM OPTaHU3aLIMOHHBIX U3MEHEHUI

3names HOPMATHBHO-TIPABOBYIO 0a3y IEIONPOHU3BOJICTBA,
c(OpPMUPOBAHHYI0 HA OCHOBE MHOTOJIETHErO OIbITA B
JTaHHOM cepe.

Ymemo JIOKYMEHTHPOBATh
YIPaBJICHYECCKUC PEIICHUS.
Braoems npakTHYeCKMMU HABBIKAMU IO COCTABIICHUIO U

OpraHn3anuoOHHO-

odopMIIeHHIO OpraHu3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB
[IK - 11 BmageHueM HaBbIKaMU aHaiu3a | 3Hamob MHOT000pasue CHCTEM BHYTPEHHETO
uHpOpMAUU O  (PYHKIUOHUPOBAHMU CHCTEMBI | JOKYMEHTOO00OPOTa, UX ()YHKIIMOHAIHHBIC BO3MOXKHOCTU
BHYTPEHHETO  JOKyMEHTOOOOpOTa  OpraHu3amud, | ¥ chepsl MPUMEHEHUS

BejieHHs 0a3 JaHHBIX 110 Pa3IMYHBIM MOKA3aTeNsIM U
dbopmupoBanus HMHOOPMAIMOHHOTO  OOECTIeUeHUS
YYaCTHHUKOB OPTraHU3al[MOHHBIX POEKTOB

Ymemv ananuzupoBaTh HHGOPMAIMIO, CBSI3AHHYIO C
opraHu3arei BHYTPEHHETO JIOKYMEHTO000pOoTa
Braoemwv HaBbIKaMu GOPMUPOBAHUS WHHOPMATMOHHOTO
obecrieueHust AJisl Y4aCTBYIOIIUX B OPraHU3al[HOHHBIX
MpOeKTax

3. CTpykTypa u coaepxkaHue IUCUUILTHHBI

O0beM AUCHUIUTUHBI (MOJIYJIsI) COCTABISET 2 3a4eTHBIE €IUHULIBI, BCero 72 4aca, U3 KOTOPBIX

It 04HOM popMBbI 00yUeHU s :

29 yacoB cocTaBiIgeT KOHTaKTHas paborta oOydaromierocs ¢ mnpenogasareneM (14 uacos

JIEKUMOHHOTO THIIA,
caMoCTosITeNIbHAsE paboTa 00YJIarOIIeToCs.
st 3a0uHoi popMbI 00yUeHHS:

14 yacoB mpakTHUYECKHE 3aHATHS,

3aHATUA

1 gac - KCP), 43 gaca cocraBisger

9 yacoB cocTaBisgeT KOHTAaKTHas paboTa oO0ydwaromlerocst ¢ IpernojaBareyiieM (4 4YacoB 3aHATHSA
JIEKIIMOHHOTO THUTA, 4 YacoB mpakTuyeckue 3anaTus, 1 gac - KCP), 4 yaca coctaBisieT KOHTPOJb, 59-

caMmocTosTenbHast paboTa 00yJaromerocs.

Conepyxanie IUCIUILINHBL (MOIYIIA)




HaumeHoBaHue U
KpaTKoe cojiep:KkaHnue
pa3iaesioB U TeM
JUCHUIIUHBI (MOAYJIA),

(¢hopma npoMe:kyTOUHOI
aTTecTaIluH 10
JUCHUITHHE (MOIYTI0)

Bcero
(gacwel)

B tom uncie

KonTakTHasi padoTa (padoTa BO B3aUMOJIEiCTBUM C
NpenoAaBaTesieM), 4achl
U3 HUX

Bcero

3auaTus
JIEKIIMOHHOI'0 THUII]

3angarus
CEMHHAPCKOT0

THNA
3ausTus
i1abopaTopHOro

THIIA

CamocTosiTe/b-as1 padoTa

00y4aromIerocs, 4acol

Ounas

O4HO-3204YHas

3aouHas
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Pasnen 2. Uctopuueckuit
paKypc CTaHOBIICHHUS
HOPMaTHBHO-TIPaBOBast
0aza COBpEeMEHHOTO
JIETIONPON3BOJICTBA.

10

Pasgen 3. Texaomorus
COCTABJICHUS M [IPaBUIA
o OopMIICHHS
YIOPABICHYECKUX
JTOKYMCHTOB.

18

23

10

20

Paszgen 4.
JlokymeHT0000pOT
TPaAULIMOHHBINA U
9JIEKTPOHHBIIL:
0COOEHHOCTH,
XapaKTCPUCTHKH.

20

17

12

15

Pazgen 5. CoBpemeHHbIE
CHUCTEMBI  3JEKTPOHHOTO
JIOKyMEHTO000pOTa

18

14

12

12

KCP

Kontponn

B—

[IpomexyTouHast aTTecTalys - 3a4eT

4.00pa3oBaTe/IbHbIE TEXHOJIOTUH

Ha nexumsix paccmarpuBaroTcs Hambosiee BaKHBIC MOHSTHS, OCMBICITHBAIOTCS COCTOSIHUS U
MEPCIIeKTUBBl  Pa3BUTUS  JOKYMEHTOOOOpPOTa OpraHU3aluid,
NeSTeNbHOCTh OOYYArOIIMXCS, TBOPUCCKHUM MOAXO0J K M3YYCHUIO TUCHUIUIMHBL. Ha mpakTHueckux u
7a00paTOPHBIX 3aHATUAX CTYIEHTHl TOJY4YalOT HAaBBIKM HCIOJB30BaHUS COBPEMEHHBIX CHCTEM
ANEKTPOHHOTO JOKyMEeHTOOoOopoTa. [Ipw 3TOM NPUMEHSIOTCS TEXHUYECKHE CpeIcTBa OOYYCHWS,
yueOHO-METO/IUYEeCKHEe TMOCOoOUs, a TaKkKe pa3iuyHble MPUEMbl AaKTUBU3AIMM [O3HABATEIBHOMN
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ACATCIIBbHOCTH.

5.Y4eOHO-MeTOoAMYeCKOe 00ecredeHue CaMOCTOATEILHON padoThl 00yYAO M XCS

CaMmocrosiTenbHasi paboTa CTYIEHTOB HampaBlieHa Ha YIUIyOJieHWe 3HAHUW MO BCEM TeMam
paboueiil mporpamMmel.

Uejlb CamMocmosimenpHou pa6OI’I1bl - MOArOTOBKAa COBPECMCHHOI'O KOMIICTCHTHOI'O CHCOUAIUCTa U
(dopMHpOBaHHE CIIOCOOHOCTEH M HABBHIKOB K HEMPEPHIBHOMY CaMOO00pa30BaHUIO W MPOQPECCHOHAIEHOMY
COBEPILICHCTBOBAHUIO.

CamocrosiTenbHast paboTa SBIIIETCS HauOoJee AeITeTbHBIM U TBOPUYECKUM TPOIIECCOM, KOTOPBIN
BBITIOJHSET PsIA  JUIAKTUYECKMX (QYHKIMA: CrocoOCTBYeT (OPMHUPOBAHUIO JAUAJIEKTUYECKOTO
MBINUICHHSI, BBHIPAOATHIBACT BBICOKYIO KYJIBTYPY YMCTBEHHOTO TpPYAQ, COBEPIICHCTBYET CIIOCOOBI
OpraHM3aliy MM03HABATEIbHON AESITEIbHOCTH, BOCIIUTHIBAET OTBETCTBEHHOCTh, 1I€JICYCTPEMIIEHHOCTD,
CUCTEeMAaTUYHOCTh M TMOCIEAOBAaTEIbHOCTh B paboOTe CTYACHTOB, pa3BHBAeT y HHUX OepexHOe
OTHOIIIEHHE K CBOEMY BPEMEHH, CITIOCOOHOCTh JOBOJAUTH /10 KOHIIa HA4aToe JIEO.

HN3yvyeHne NOHATHIHOIO ANMAPATA JHCLUININHbBI

Bes cuctema MHIUMBHYaTbHOM CaMOCTOSTENbHON pabOThl JOKHA OBITH TOJYMHEHA YCBOEHUIO
MOHATUMHOIO aIlapara, IOCKOJbKY OJHOM W3 BaXHEUIIMX 3aJa4 IOATOTOBKM COBPEMEHHOIO
IPaMOTHOTO CHEIHAINCTa SBJSETCS OBJAJCHHE W TPaMOTHOE NpHUMEHEHHE MpodeccuoHaNbHOM
TepMUHONOTUH. JlydimmeMy YCBOCHHIO M TIOHMMAHUIO JUCIHMIUIMHBI TIOMOTYT  pa3lIUYHbBIE
SHIMKJIONEINH, CJIOBAPH, CIIPABOYHUKH U APYTrUe MaTepualbl, yKa3aHHbIE CIIHCKE JINTEPATYPHI.

N3yueHne TeM caMOCTOSATEIBHOI MOATOTOBKH 10 Y4€OHO-TEMATHYECKOMY MJIAHY

®opMBI CaMOCTOSTEIILHON PabOTHI IO pa3ieam:

MEPBOMY U BTOPOMY — MIOJITOTOBKA K TECTUPOBAHUIO U YCTHOMY OIIPOCY;

TPETbEMY — BBIMIOJTHEHNE UHIUBUIYATbHBIX MPAKTUYECKUX paboT;

YETBEPTOMY U MATOMY — MOJATOTOBKA K TECTUPOBAHUIO U HaMKMCaHUE pedepara.

Oco0o0e MecTO OTBOJUTCS CAMOCTOSTENILHON TPOPa0OTKE CTYJEHTAMH OTICIBHBIX Pa3/IeioB U TEM
o U3y4yaemMou AucuuiuinHe. Takoi moaxo] BeIpabaThIBaeT y CTYACHTOB MHUIMATUBY, CTPEMIICHHE K
YBEJIMUEHUIO 00beMa 3HAHWH, BEIPA0OTKE YMEHHUI U HABBHIKOB BCECTOPOHHETO OBIAJICHUS CIIOCOOAMHU
U IpueMaMu po(hecCuOHATLHON e TEIbHOCTH.
M3yuenne BOMPOCOB OdYepenHOW TeMbl TpeOyeT TIyOOKOTO YCBOEHHUS TEOPETHUECKHUX OCHOB,
PacKpBITUSL CYHIIHOCTH OCHOBHBIX KATETOpUH CHCTEMbl BAJIIOTHOTO PETYIUPOBaHUS, MPOOIEMHBIX
ACTICKTOB T€MBI U aHaH3a (aKTUIECKOT0 MaTepHaia.

PaGora Haj OCHOBHOM M 1ONOJIHUTEIbHOM JIUTEPATYPOil
W3yuenne pekOMEHJOBAaHHOM JUTEpaTyphbl CleNyeT HAaYMHATh C y4YEeOHHWKOB M y4EOHBIX MOCOOMIA,
3aTeM TNepexoJuTh K HOPMAaTUBHO-NPABOBBIM aKTaM, HAay4YHbBIM MOHOrpagusM M MaTepuaiam
MepHoaNYecKnX n3nanuii. KoHCTIeKTUpOBaHUE — OJTHA M3 OCHOBHBIX ()OPM CaMOCTOSATEIHLHOTO TPYAQ,
TpeOyromiasi OT CTyJAEHTa aKTUBHO paboTaTh ¢ Yy4yeOHOW JHMTEpaTypod M HE OTrpaHUIMBATHCA
KOHCIIEKTOM JICKLIUM.

CTyneHT JOKEeH YyMETh CaMOCTOSITENIbHO MOI0MPaTh HEOOXOAUMYIO Ul y4eOHOM U HaydyHOU

pabotel muteparypy. Ilpm sToM cimemyeTr oOpamarteCs K TOPEAMETHBIM — KarajioraMm |
oubnuorpaduuecKkuM CripaBOYHUKAM, KOTOPBIE UMEIOTCS B OMOIHOTEeKaX.
JUis akKyMYISIITAE HHQOPMAIIUH 110 U3y9aeMbIM TeMaM PEKOMEHIYeTCsl JOPMUPOBATH JTHUHBIN apXUB,
a TakXe Karajor MCIOJb3YeMbIX MCTOYHUKOB. IIpu 3TOM ecnm yxe Ha mepBBIX Kypcax oOydeHus
CTYZIGHT oOIlpenenser ais ce0s Haubojiee MHTEpecHbIe cephl Ui M3ydeHUs, TO MoaoOHas padora
OyneT BechbMa MPOIYKTUBHOM C TOUKM 3peHHUs (hopMupoBaHUs OMOIMOrpaduu uisi TMOCIEAYIOIIETro
HAMMCaHMs IUTIJIOMHOTO MPOEKTa Ha BEITYCKHOM Kypce.

CamMonoaroToBka K NpakKTH4YeCKUM 3aHATHAM
[Tpu mMOATOTOBKE K MPAKTHUECKOMY 3aHSATHIO HEOOXOIMMO MTOMHUTh, YTO JIaHHAsl JUCIUILIMHA TECHO
CBSI3aHA C paHee U3y4aeMbIMH JTUCIUTUIMHAMHU.



Ha mnpakTtudeckux 3aHATUSIX CTYIEHT JOJDKCH TI0Ka3aTh HABBIKA BIAJACHUS WHPOPMAIMOHHBIMH
TEXHOJIOTHSIMHU, YMETh paboTaTh ¢ HHPOpPMaIIEH, TOCIe0BAaTEIbHO U3JIaraTh CBOM MBICITH.
J1J1s1 TOCTHKEHUS ATOH 1eJIM He0OX0UMO:

1) 03HaKOMUTBCS C COOTBETCTBYIONIEH TEMOU MPOrpaMMBbl U3y4aeMOU TUCIUTIIINHBL;

2) OCMBICIIUTH KPYT U3y4aeMbIX BOIIPOCOB U JIOTUKY UX PACCMOTPEHUS;

3) U3YYUTh PEKOMEHIOBAHHYIO Yy4E€OHO-METOAMYECKUM KOMIUIEKCOM JIUTEPaTypy IO JaHHOU
TEME;

4) THIATENBHO U3YYUTh JICKIIMOHHBIA MaTepual;

5) 03HAKOMUTKCS C BOIPOCAMU OYEPETHOTO MPAKTUUECKOTO 3aHATHUS;

6) BBITIOTHUTh TOJYYEHHOE MTPAKTUUECKOE 3a/IaHUE.
W3ydyeHne BOMPOCOB OUYEPEAHON TEeMBbI TPEOYET YCBOEHHUS TEOPETUYECKHUX OCHOB AMCIUILIMHBI U
BJIaJICHUS TPAKTUYECKUMHU HABBIKAMH.

H3yuyenue caiToB Mo TeMaM JUCHUILIMHBI B ceT UHTEpHET

Pecypcel MHTEpHET SBISIOTCS OMHUM W3 QIbTEPHATHBHBIX HCTOYHHMKOB OBICTPOTO IOMCKA
Tpebyemoii uHpopmammu. HWX wucnonb3oBaHWe O00S3aTENbHO M TIOMYyYEHUS OCHOBHBIX U
JOTIOJTHUTEIBHBIX CBEJICHUI IO U3y4aeMbIM MaTepHraaM.

6.D0oH/ OLIEHOYHBIX CPEACTB /JIs1 MPOMEKYTOYHOMH aTTeCTAIMY MO AUCIUNJINHE

6.1 IIpouecc u3yuyeHusi AUCUMIIMHBI HANIPAaBJIeH HA (POPMHUPOBAHHE CJIETYIOIIMX KOMIETeH NI :
I[IK — 8 BnameHuMeM HaBBIKAMH JOKYMEHTAJIBHOIO O(OPMIICHUS pEIIEHUH B yIpaBICHUH
ONepanMoOHHON (MMPOU3BOACTBEHHOMN) NESITEIBHOCTH OPraHU3AIMi MPYU BHEAPEHUN TEXHOJOTHYECKHUX,
MPOAYKTOBBIX HHHOBALMM WUJIM OPTaHU3ALMOHHBIX U3MEHEHU
I[IK - 11 BnameHweM HaBbIKaMU aHaimu3a WHPOpMANMK O (DYHKIIMOHHUPOBAHUM CHCTEMBI
BHYTPEHHETO JIOKyMEHTO000pOTa OpraHU3aIiy, BeeHUs 0a3 JaHHBIX M0 PA3JIUYHBIM MOKa3aTeIsIM U
dhopmupoBanus THHOPMAIIMOHHOTO 00ECTICUCHHS YYaCTHUKOB OPTaHU3aIIMOHHBIX TPOCKTOB

OIEHKH C®OPMHPOBAHHOCTH KOMIETEHIIAM

I/IHI[HKaT()pbl KOMIIETCHIIMHA

HE 32a4YTCHO

3a4YTCHO

TloHoTa 3HAHMI

YpoBeHb 3HAHUN HUKE
MUHUMAaJIBHBIX TpeOoBaHui. MMenun
MECTO TpyObIe ONTHOKH.

YpoBeHb 3HaHHIN B 00BEME,
COOTBETCTBYIOIIEM IIPOrPaMMe
[IOATOTOBKH.

Hannune ymenuii

OTCyTCTBHE MIHAMAIBHBIX
YMEHHI
Hmenn Mecto rpyObie OMMOKH.

[IpomeMOHCTpUPOBAaHBI OCHOBHEIE
yMeHUs. PelieHsl TUITOBBIE 3alavH.
BrimosiHEHBI 3aaHusa

Hanuune HABBIKOB
(BJ1a1eHHE OMBITOM)

OTcyTCTBHE BIIAJACHHS
MaTepHaIoM.
Nmenu MecTo rpyOble OMIMOKH.

[IpoxeMoHCTpUPOBaHbI 0A30BbIC
HaBBIKH [IPU PEILICHUN
CTaHJAPTHBIX 3324

MoTtuBauus (TUYHOCTHOE OTHOIIEHHE)

[onnoe orcyTcTBUE yueOHOM
AKTUBHOCTH U MOTHUBALIUU

Hannuune yueOHOM akTUBHOCTH 1
MOTHBAIMH, UMEET MECTO
TOTOBHOCTB PEIIaTh IOCTABICHHbIE
3agauu

Xapakrepucruka cOpMHPOBAHHOCTH
KOMIIeTeHIIuN

Komnerennus B noiaHoi mepe He
chopmuposana. Meromuxcst
3HAHUW, yMEHUH, HABBIKOB
HEIOCTATOYHO [T PEIICHHS
MPaKTHIECKUX
(mpodeccuoHaIbHBIX) 3a1a4.
Tpebyercst noBTOpHOE 00YyUEHHE

CdopMupOBaHHOCTH KOMIICTCHIIMU
B IIEJIOM COOTBETCTBYET
TpeboBanusAM. MIMerommxcs
3HaHWM, yMEHUH, HABBIKOB U
MOTHMBALIMK B IIEJIOM JOCTaTOYHO
JUTSI pEIICHUS CTaHIaPTHBIX
MIPAKTHIECCKUX
(npodeccrnoHabHBIX) 3a71a4.

YpoBeHns chopMHPOBAHHOCTH
KOMIleTeH Ui

Huszkuii

JlocTaTouHbrit

6.2.0nucanue MKAaJ OLeHNBAHUS

[IIxana O1EHOK MPH OCYILECTBICHUHA UTOTOBOTO KOHTPOJISI 3HAHMH (3a4eT):

6




«3a4meno» - OCBOEHO TEOPETUUYECKOE COJEpKaHUE AUCUMILIMHBL. Pesynbrarel 2/3  Tekymmx
IIPOBEPOYHBIX paOOT HAITUCAHBI C TIOJIOKUTEIbHBIM PE3YIBTATOM.

«He 3aumeHO» - YaCTHYHO OCBOCHO TEOPETHUYECKOe cojepikaHue MUCHUIUIMHBL C OOJBIIMHCTBOM
TEKyIUX IPOBEPOUHBIX PabOT CTyAEHT He crpaBwics. Ha 3auere Obuin TOMyIEHBI
rpyObie ouOKH B OTBETAX.

6.3.Kputepun u mnpoueaypbl OLEHUBAHWS  Pe3yJabTATOB  O0y4YeHHsl JUCIHUILJINHE,
XapakTepusywinue 3Tanbl GopMUPOBaAHHMS KOMIIETEHIM A

JInsi oLleHUBaHMS TEKYIIUX Pe3yJbTaTOB OOYYEHHUsS B BUJE 3HAHUL WCIIONB3YIOTCS CIEIYIOIINe
MPOLEAYPHI U TEXHOJIOTUU:

- TECTUPOBAHUE,

- YCTHBIN OIpOC.

[IIxana oneHUBaHUs IPU OCYHIECTBICHUN MPOMEKYTOUHOTO KOHTPOJISI 3HAHUM (TECT):
«mecm oyeHeH NOJIOHCUMETbHO» - YUCTIO TIPABIIIBHBIX OTBETOB Ha BOMPOCHI TecTa - Oonee 65%.
«mecm oyeHeH OmpuyamesibHo» - YUCJI0 MPABUIBLHBIX OTBETOB HA BOIPOCHI TecTa — MeHee 65%.

Jlis oneHMBaHUS TEKYLIUX Pe3ylbTaTOB OOyUEHHUS B BUAC YMeHUll U 61a0eHUti UCTIOIb3YIOTCs
CJIeIYIOLIUE MPOLIEAYPhl U TEXHOJIOTHH:

- IPaKTHYECKUE KOHTPOJbHBIE 3aJaHUsI IO OQOPMIICHUIO OTAEIbHBIX PEKBU3UTOB U COCTaBICHUIO
KOHKPETHBIX IOKYMEHTOB, a TAK)KE MOMCKY OIHUOOK B CYIIIECTBYIOIIUX TOKYMEHTaX.

Kpurtepun oneHKH 0LlleHOYHBIX CPEACTB

Ounenka YpoBeHb NOATOTOBICHHOCTH, XaPAKTEPHU3yeMblii OLICHKOI

[IpeBocxomHO 3amaHne BBITOTHEHO B IMOJTHOM 00BheMe (BCE TTOCTaBICHHBIC 3a/1a4H PEIICHBI), OTBET
JIOTHYeH ¥ 000CHOBAH, 00YJaIONIMIACS OTBEYAET YETKO M MOCIEI0BATEIHHO, TIOKA3BIBACT
riry0OKO€e 3HaHHE OCHOBHOTO M JONOJHHUTEIEHOTO MaTepHaa

OTnraHO 3amaHue BBIMOJIHEHO B TIOJTHOM 00BbeMe (BCE IMMOCTABIICHHBIC 3a/1a4H PEIICHbI), OTBET
JIOTUYEH U 000CHOBaH, 00yJaIONIUICS OTBEYACT YETKO U MOCIIEA0BATEIHHO, TOKA3bIBACT
rIy0OKOe 3HaHHWE OCHOBHOTO MaTepualia

OdeHs X0po1Io 3amaHne BBITOTHEHO B IMOJTHOM 00BheMe (BCE TTOCTaBICHHBIE 33/1a4H PEIICHBI), OTBET
JIOTU4eH U 000CHOBaH, 00yYalOLIMHCS OTBEYAET YETKO M MOCIIEI0BATENILHO, TOKa3bIBACT
rIyOOKOE 3HAHKWE MaTepuaia, JOMYIICHO He OoJiee 2 HETOYHOCTEH HEPUHIUITHATLHOTO
xapakTepa

XOpOHIO 3a,uaHMe BBIMIOJIHEHO B IIOJHOM 00bEMeE (BCC NNOCTaBJICHHLBIC 3aJa4n peHIeHI)I), OTBET
JIOTUYCH U 06OCHOBaH, JA0NYHICHBI HCTOYHOCTH HECIPUHIUIIAAJIBHOT'O XapaKTepa, HO
06y‘1310H1HfICH IMOKa3bIBACT CUCTEMY 3HAHUH 110 TeME CBOMMH OTBETaMHU Ha
TMOCTABJICHHBIC BOIPOCHI

Y n1oBneTBOPUTEIHHO 3aaHre BBIOIHCHO HE B IOJIHOM 00beMe (perieHo 6onee 50% MoCTaBICHHBIX 3a/1a49),
HO 00YyJaromuiAcs JOITyCKaeT OMMUOKY, HapyIlieHa TOCIeI0OBaTeIbHOCTh OTBETA, HO B
TIEJIOM PACKPBIBAET COACpKaHNEe OCHOBHOTO MaTepraia

HeynosnerBoputensHo | 3amaHue BBIMOJHEHO HE B ITOJIHOM o0beMe (pemreHo meree S0% mocTaBlIeHHBIX 3a1a4),
o0yuaroiuiics gaeT HeBepHYyI0 HHPOPMAIIMIO IPH OTBETE Ha MOCTABJICHHbIC 3a/1a4H,
JIONycKaeT rpyObie OMMOKK NP TOJIKOBAHUU MaTepHala, JeMOHCTPUPYET HEe3HAHUE
OCHOBHbBIX TEPMHUHOB ¥ MOHSITHH.

[Tnoxo 3amaHne He BHIIOJHEHO, 00YJaroNIHiics JEMOHCTPHUPYET MOJTHOE HEe3HAHNE MaTepraa

6.4.TunoBbie KOHTPOJbHbIE 3aJaHMS WJIM HHbIe MaTepHaJibl, Heo0XoAUMbIe /sl OLEHKH
pe3yJabTaToB 00y4YeHHsl, XaPAKTePU3YIOIIUX 3TANbl (POPMHUPOBAHUSA KOMIETEHIU U (MJIM) I
HUTOT0BOI0 KOHTPOJ1s1 cGOPMHPOBAHHOCTH KOMIIETEHIIHH.



BapI/IaHTbI TECTOBBIX BOIIPOCOB

1. Tlon oduuanbHBIM TOKYMEHTOM, NPEICTABISIIONIMI CUCTEMHBIH CBOJ HAaMMEHOBAHUW M KOJOB
KJIaCCU(UKALMOHHBIX TPYIITUPOBOK U (M) 0OBEKTOB KiIacCU(UKALIUYA TOHUMAETCS

a)
0)
B)
r)

KJaccu(ukaTop

KOH(UAECHIIMATBHBIN TOKYMEHT

HOMEHKJIaTypa Jie

crcTeMa JIOKyMEHTAIIMOHHOTO 00eCTICUeHHS yIPaBICHUS

2. PyxoBoauTenb GUpMBI ¢ TOMOIIBIO OPTaHU3ALIMOHHBIX TOKYMEHTOB

a)
0)
B)
r)

OCYIIECTBIISICT YBOJIbHEHHE PAOOTHIKOB

oTpeiesIsieT IpaBa U 003aHHOCTH COTPYTHUKOB

HOOH.Ip;IeT OTJIMYUBILCTOCS paGOTHI/IKa

OTIpeIeTIseT OCIeI0BATEILHOCTh ICUCTBUI TIPH BBHITTOJTHEHUH TOW UM MHOW pabOThI

3. DIIEKTPOHHBIN JOKYMEHTOOOOPOT — 3TO:

a)

0)
B)
r)
)

OpraHU3aIMOHHO-TEXHUYECKAs CHCTEMa, TIPEJICTABIISIONIas COOON COBOKYITHOCTD
POrpaMMHOT0, HH()OPMAIIMOHHOTO | alapaTHOr0 00eCIeUeH s, pealu3yolas XpaHeHHe U
oOpareHue

JJIEKTPOHHBIX TOKYMEHTOB

OpTraHHU3allMOHHO-TCXHUYICCKAsA CUCTEMA, ITO3BOJIAIOIIAA GBICTpO BBIBOJAUTH HaA I1€YaTh HIO60ﬁ
JIOKYMEHT

OpTraHHU3allMOHHO-TCXHUYCCKAsd CUCTCMA, MMO3BOJIAI0IIaA NCPCChlJIaTh JOKYMCHTBI MCIKIY
KOMITBIOTEPaMHU.

4. Kakuie (popMbI perucTpaiuu JOKyMEHTOB CYIIIECTBYIOT?

a)
0)
B)
3)

5.

anpOOMHAas, KHIDKHAS

BHEIITHSS, BHYTPCHHSIS

KypHaJIbHAS, KAPTOYHAS M aBTOMATU3UPOBAHHAS
[EHTPATN30BaHHAs, ICIICHTPATM30BaHHAs, CMEIIIAHHAS

Kakoii W3 mnepeunclieHHbIX JOKYMEHTOB HE COAEPKHUT pPEeKBU3UT «HanmeHoBanue Buaa

JOKyMEHTa»?

a)

ITOJIOKCHHUE

0) TmpeIcTaBICHUE

B)
r)

6.

aKT
IM1UCbMO

Kakass pa3HOBHAHOCTb 3JEKTPOHHOM MOJNUCH COOTBETCTBYET MOJMKCH, MOCTAaBICHHOM Ha

JOKYMEHTE COOCTBEHHOPYYHO, 3TO

a)
0)
B)
r)

ycuJieHHas! KBanu(UIIMpOBaHHAS
YCUJICHHAs! HE KBaJTU(UIIMPOBAHHAS
udpoBast MOANKCH

MPOCTast AJIEKTPOHHAS MOJIITUCH

7. JIBioKeHUE TOKYMEHTOB B OpPraHM3aliH ¢ MOMEHTA MX CO3/IaHUsI WU MOJTYYCHHUS 10 3aBEPIICHUS
HCIIOJIHCHUS WJIN OTIIPABJICHUS, 3TO:

JTOKYMEHTHPOBaHUE

JEJONPON3BOICTBO

perucTpanus J0KyMeHTOB

JTOKYMEHTO000POT



8. laToii npukasa siBJII€TCS J1aTa ero
a)  CorjlacoBaHMA
0) moAmUCaHMS
B)  YTBEpXKACHUSA
I)  perucTpauuu

9. O6BeM TOKyMEHTO000pOTa — 3TO:
a)  ITO MaKCHMMaJbHO PAllMOHATIHHOE COKpAIlEHNE KOJMUECTBA Yero-Ti00 IMyTeM CTaHIapTU3ALUHU K
enuHou hopme
0) MarepuadbHBI O0BEKT, comepkamuii nHGopMaIio B 3aUKCUPOBAHHOM BHUJIC M CIICIIHAIBHO
IIpeIHa3HAYEHHBIN 1)1 €€ Iepeaadn BO BpEMEHHU U IPOCTPAHCTBE
B) YCTaHOBJICHHE KOJIMYECTBA U COCTaBa apXHMBHBIX JOKYMCHTOB B CIMHUIIAX ydueTa W (puKcamus
MPUHAIIICKHOCTU KaX/10 eIMHUIIBI yYeTa K ONpeeIeHHOMY KOMIUIEKCY U OOIIeMYy MX KOJIUYECTBY B
YUYETHBIX JJOKYMEHTaX
I‘) KOJIMYCCTBO JOKYMCHTOB, IIOCTYIIMBIIMX B OpraHu3aluio MW CO3AdHHBIX CHO B TCUYCHUC
OIIPEICIIEHHOTO TIEPHO/Ia BPEMCHH.

10. CYB/I - ato0:
a) cucTeMa ynpasieHHus 0a301 JaHHBIX
0) COBOKYITHOCTh YHHUBEPCAIBHBIX OANTOB JIOCTYIIa
B) CHCTE€Ma YCOBEPIICHCTBOBAHUS OE30MACHOCTH IaHHBIX.

Bomnpocs! k 3auety

1 OcHoBorosararoniie  HOpMaTHUBHO-NIPABOBBIE aKThl B cdepe  JeJIONpOU3BOJCTBA U
uH(pOpMaTHU3ALINH.

2 Hcropuueckuit pakypc CTaHOBJICHUS AJIEKTPOHHOTO JJOKYMEHTOO0O0pOTA.

3 [lonarue noxymeHTa, ero PyHKIUHN U KJIaccu(HuKarus.

4 OcHoBHBbIE 3Tarbl padOThl ¢ BHEITHUMH U BHYTPEHHUMH JOKYMEHTAMH.

5 JIoKyMeHTOOOOpOT: ATambl, OpraHU3aIus, 00bEM.

6 JIOKYMEHTOMOTOKHM OPraHU3alluy U UX MapaMeTphl.

7 Perucrpanus 10KyMEeHTOB.

8 O6mme tpedoanus ['OCT P 7.0.97-2016

9 Poxnb 01aHKOB ¥ X BHUIEL.

10 PexBU3UTHI TOKYMEHTOB: COCTaB, Ha3HAaYEHUE, OPOpMIICHUE.

11 OpranuzanoOHHO-IIPABOBbIE TOKYMEHTHI: BU/bI, HA3HAUYEHNE.

12 PacniopsianTenbHble JOKYMEHTBI: BU/IbI, HA3HAYCHUE.

13 NudopmanronHO-CrIpaBOYHBIC JOKYMEHTBI: BUJIbI, HA3HAYCHHE.

14 OcobeHHoCcTH paboOTHI C TOKYMEHTAMH B TPATUIIMOHHOMN M 3JIEKTPOHHOU (popMe.
15 Cucremaru3zaius 1 o0ecrieyeHre COXpPaHHOCTH JOKYMEHTOB.

16 [TpeumyriecTBa ¥ HEAOCTATKU AJIEKTPOHHOTO JOKYMEHTOO0OPOTA.

17 DNEKTPOHHAs TIOJIMUCE: TIOHATHE, BUIBI, XaPAKTEPUCTUKH.

18 Mapurpytuzanusi JOKyMEHTOB.

19 Hasnauenue u ocHOBHBIE cBoMicTBA CO/I.

20 O0630p cUCTEM DJIEKTPOHHOTO JOKYMEHTOOOO0pOTA.

6.5.MeToau4yeckue MaTepualibl, onpeaeJsone NPpoueaypbl OlleHMBAHUSA.

H3yuenue meopemuyeckoeo mamepuana ONpenensercs pabode ydeOHOH mporpamMmoit
JUCHUIUIMHBI, BKIIOYEHHBIMU B HEE KAJICHJAPHBIM IIJIAHOM H3Yy4YEHUS IJUCHUIUIMHBI U TMEepeyHEM
JUTEPaTyphl; PEKOMEHIYETCS MPU MOATOTOBKE K 3aHATHUSM MOBTOPUTH MaTepHasl MPealIeCTBYIOMINX
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TeM pabovero yueOHOTo IUIaHa, a TAaKXKe MaTepual MPeIIIeCTBYIONUX YUeOHbIX TUCIUILUIMH, KOTOPbIH
CIIy>)KUT 0a30i M3y4aeMoro pasjena JaHHOW AMCUMIUIUHBL [Ipu nodzomoeke K NpaAKmudecKkomy
3anAmMuU0 HEOOXOAUMO H3YYUTh MaTepHalbl JIGKIUH, PEKOMEHIOBAaHHYIO JHUTEparypy. M3ydeHHBbIH
MaTepuai cieayeT MpoaHaIu3upoBaTh B COOTBETCTBUHU C IIJIAHOM 3aHATHS, 3aT€M MPOBEPUTH CTETICHb
YCBOEHHUS COZIEP>KaHUSI BOIIPOCOB.

Ilpaxmuueckue 3ansimus Hepa3pbIBHO CBSI3aHBI C JOMAIITHUMU 33JaHUSIMU KaK OCHOBHBIM BHJIOM
TEKyIIeH CcaMOCTOSITEIbHOM paboThl, SBISAACH, B COYETAHMH C CHUCTEMATUYECKUM H3yYEHUEM
TEOPETHYECKOTO MaTepHraia OCHOBON PEHTUHTOBOM OLICHKU 3HAHHH, GUKCHPYEMOU B MPOMEKYTOTHOM
Y UTOTOBOM aTTeCTalUsX.

Camocmosmenvnas paboma TPOBOAUTCA C UENbIO YriayOleHHs 3HAHUW MO AUCUUIUIMHE U
IIpelyCMaTpUBAET:

- IOBTOPEHUE MPOIIEHHOr0 Y4eOHOT0o MaTepuaia, YTeHHe PeKOMEHJOBAaHHOMN JIUTEPATYphI;

- IOATOTOBKY K IPAKTUYECKUM 3aHATHIM;

- BBINIOJIHEHUE OOIIMX M UHIUBUIYaTbHBIX TOMAIIHUX 3aJaHUH;

- paboTy € AJIEKTPOHHBIMU HCTOUYHUKAMH;

- IOATOTOBKY K CIaye K3aMeHa (3ayeTa).

[TnanupoBaHKe BpeMEHH Ha CAMOCTOSITENILHYIO pabOTy BaXXKHO OCYIIECTBISATH HA BECh CEMECTD,
npeaycMaTpuBas Ipyu 3TOM [MOBTOPEHUE MPOIIEHHOT0 MaTepHraia.

BaxHyto poiap B M3yYEHUM JUCUUIUIMHBI UIPAET HOO020MOBKA  KOHMPOIbHOU  UNU
Kypcogotipabomsl (IpU HAIMYMU B yaeOHOM 1u1ane). [Ipexie 4yem mpucTynuTh K HamMCaHUIO PaboThI,
ClIeAyeT BHMMATEIIbHO O3HAKOMHTBHCS C TEMOM M PEKOMEHJO0BaHHOHM suTepaTypoil. Llenecoobpazno
TaKk)X€ HCIOJIb30BaTh MOHOTpauu, >XypHallbHble W Ta3€THbIE CTAaTbH, HOPMATHBHOE IIPaBOBbIE
JOKYMEHTBI, D3JIEKTPOHHBbIE pecypchl. IlepeueHb MCHOIB30BAaHHBIX JIMTEPATYpPHBIX HCTOYHUKOB
CBUJETEIBCTBYET O IIyOMHE MpopabOTKU TeMbl. Bech M3ydeHHBIM MaTepHall CUCTeMaTU3UpyeTcs U
U3JIaraeTcs B COOTBETCTBUHU C IUIAHOM. BajkHO, MpHM HamMCaHWU KOHTPOJIBHOHM (KypcoBO#) paOoThI
BBIPAa3UTh COOCTBEHHYIO MO3MIIMIO 10 M3yyaeMol mpobieme. Marepuai ciieqyer usjaratb TpaMoOTHO,
YeTKO, 0€3 TOBTOPEHHI U COKpALIeHUH (KpoMe OOIIETTPHHSTHIX ).

Ilpu noozomoske x sx3ameny (3auemy) cienyeT PyKOBOACTBOBATHCS MEPEYHEM BOIPOCOB JUIS
MOJIrOTOBKM K HUTOTOBOMY KOHTPOJIIO 1O Kypcy. [Ipu 3TOM HEoOXOIMMO YSICHHTH CYThb OCHOBHBIX
MOHSATHH TUCIUITAHBL.

CamocrodarenbHas paboTa CTYJGHTOB, MPEXJAE BCEro, 3aKJIIYaTCs B M3YYEHUH JHUTEPATypHI,
JOTIONTHSIONICH MaTepuall, Hu3JlaraeMblii B JICKIIMOHHOW dYacTH Kypca. HeoOxomumo oBIageTh
HaBbIKaMU OMOMMOrpaduyeckoro Moucka, B TOM YHCIE B CETEBBIX VHTepHET-pecypcax, Hay4HThCs
COIIOCTABJIATH Pa3JIMUHbIE TOUKH 3PEHUS U ONPEAEIATh METObI UCCIIEOBAHUIA.

[Ipennonaraercd, 49TO, NPOCIYIIAB  JIEKLHIO, CTYJEHT JIOJDKEH  O3HAaKOMHUTBCS C
PEKOMEH/I0BaHHOM JUTEepaTypoll U3 OCHOBHOTO CIIMCKa, 3aT€M OOpaTUTCS K UCTOYHHMKAM, YKa3aHHbBIM
B Oubnuorpaduyeckux CIUCKAaX H3YYEHHBIX KHHI, OCYILECTBHT IMOMCK M KPUTHYECKYIO OIICHKY
Marepuaia Ha caiitax HTepHeT, codepeT Heo0X0uMyro HH(OpMAaITHIO.

Cy1ecTByeT HECKOJIBKO METO/I0B pabOTHI C JTUTEPATYpPO.

OavH U3 HUX — METOJl TOBTOPEHHUS: CMBICI MPOYUTAHHOTO TEKCTAa MOXHO 3ay4UTh HAU3YCTh.
IIpocToe moBTOpEeHNE BO3AEHCTBYET HA NaMATh MEXaHUYECKU U NMOBEPXHOCTHO. IlomyueHHble TakuM
IIyTEeM CBEJEHUS JIETKO 3a0bIBAIOTCA.

Haubonee >¢dexTuBHbII METON — METOJ OCO3HAHHOTO 3allOMHUHAHUSA: MPOYUTAHHBINA TEKCT
HY)XHO TIOABEPTHYTh OOJBIIEH, dYeM TMpOCToe 3aydyuBaHue, 00paboTke. UTOOB OCHOBATEIBHO
o0paboTaTh HMH(POPMALUIO, BAXHO MPOU3BECTH IENBIH  PSAA  MBICIUTEIbHBIX  ONEpaLUii:
MIPOKOMMEHTUPOBATh HOBBIE JIaHHBIC; OIIEHUTh WX 3HAUEHUE; MOCTAaBUTh BOIMPOCHI; COMOCTABHUTH
IIOJIyYE€HHBIE CBEJIEHUS C PAHEE U3BECTHBIMHU.

Jna ynyumienust o0paboTKu MHPOpPMAIMK OYEHb Ba)KHO YCTAHABIIMBATH OCMBICIIEHHBIE CBS3H,
CTPYKTYpUpPOBaTh HOBBIE CBeneHUs. M3yueHuwe HaydHOU, y4eOHONM W HMHOM IUTEepaTypbl TpeOyeT
BelleHusT paboumx 3amuced. dopma 3amuceld MOXKET OBITh BEeChbMa pPa3HOOOPa3HOM: MPOCTOW HIIU
pa3BEpHYTHIH IJIaH, TE3UCHI, IUTATHI, KOHCIIEKT.
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7. YueOHO-MeTOoAUYeCKOe U MH(pOPMAaHOHHOE o0ecTieYeHne AU CHUIIIMHbBI

a) OCHOBHAs JIUTEepaTypa:

1.JlokymeHTanmonHoe oOecnedeHne yIpaBieHus (IeTOnmpor3BOACTBO) @ yueb. mocodbme / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gon. — M. : UHOPA-M, 2017. —
304 c. + lomn. matepuanbl [DIeKTpOHHBIN pecypc; Pexum moctyma http://www.znanium.com]. —
(Beicmiee  oOpazoBanme: bakamaBpuar). — (moctymHo OBC  «3HaHMymM», pPEXHM JIOCTYyIIA:
http://znanium.com/catalog/product/762591)

2. Kabamos, C. KO. DrnekTpoHHOE MPaBUTENBCTBO. DIEKTPOHHBIN JOKYMEHTO00OpOT. TepMUHBI U
onpeneneHus : yde6. mocobue / C.}O. KabamoB. — Mocksa : UHO®PA-M, 2019. — 320 c. —
(Beicmiee obpa3oBanue: bakanaBpuar). - ISBN 978-5-16-006835-0. - Tekct : snekrponHsiid. - URL:
(moctymHO DBC «3HaHMYyM», pexuM aoctyna: https://znanium.com/catalog/product/1002479 )

3. DIEKTpOHHBIH JIOKYMEHTOOOOPOT M obecredeHrue Oe30MacHOCTH CTaHAApTHBIMU CpPEJICTBAMH
WINDOWS : yuebnoe mocobue / JIL.M. EBmoxumona, B.B. Kopsoxkun, A.H. I[lpuiekun, O.T.
[IIBeukoBa. - Mocksa : KYPC, 2019. - 296 c. - ISBN 978-5-906923-24-0. - TekcT : 3JeKTpOHHBIN. -
URL: (moctynHo OBC «3Hanuym», pexum nocryna: https://znanium.com/catalog/product/1001864 )

0) JOMONIHUTENbHAS TUTEpaTypa:

1. bynar, P. E. JlokymMmeHTallMOHHOE OOECIICUCHHE YIIPaBICHUS IIEPCOHANIOM : yueOHoe mocobue / P.E.
bynar. — M.: UH®PA-M, 2019. — 234 c. + [on. marepuansl [DIeKTpOHHBIN pecypc; Pexum
nocryna  http:/www.znanium.com]. —  (Bmicuee oOpa3oBaHue: bakanaspuar). -
www.dx.doi.org/10.12737/6596. - ISBN 978-5-16-010318-1. - Tekct : snexkrponHsii. - URL:
(moctynHo DBC «3HaHMyM», peKuM aocTyna: https://znanium.com/catalog/product/1007087 )
KupcanoBa, M. B. Kypc npemonpous3BoacTBa: JOKYMEHTAITMOHHOE OOCCIICUCHHE YIpPaBICHUS :
yueOHoe mocobue / M.B. KupcanoBa, FO.M. AkceHoB. — 6-¢ u3a., uchp. u jgon. — MockBa :
NH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DnekTpoHHbIN pecypce]. — (Briciee odpa3oBanue:
bakanaspuar). - ISBN 978-5-16-006789-6. - Tekct : snexktponHsid. - URL: (moctymno 3BbC
«3HaHUYM», pEKHUM AocTymna: https://znanium.com/catalog/product/1088888 )

2. Tlanacenko [O.A./lenonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOECIeueHue yImpaBiceHus: YueOHoe
nocobue / [Tanacenko 10.A., - 3-e uzn. - M.:PUOP, UHDOPA-M, 2016. - 112 c. - (BO: bakanaBpuar).
(moctynHo DbC «3HaHUyM», pexuM goctyna: https://znanium.com/catalog/product/542773)

3. XBopenkoB C.I'. Cucrema 3yeKTpoHHOTO aOKyMeHTooOopora (CDOJ[) ma mmatrdopme
1C:Ilpennpusitue 8.2 (Poua o6pa3oBaTeIbHBIX 3TEKTPOHHBIX pecypcoB HHI'Y)

[lyséanosa, H. H. Opranusanus 1 TEXHOJIOTHS TOKYMEHTALlMOHHOTO 0OecredeH sl yIpaBIeHuUs
yueOHUK U mpakTukyM aiis By30B / H. H. lllyBanoBa. — 2-e u3a., nepepad. u gon. — Mockasa :
WznarensctBo KOpaiit, 2019. — 265 ¢. — (Bricmee o6pa3zoBanue). — ISBN 978-5-534-12358-6. —
Texct : anexTponnslii / OBC FHOpaiit [caiit]. — URL: (moctynno 3bC «lOpaiiT», pexxum

JOCTYyTIA: )

B) UHTEPHET-PECYPCHL:

1. ECM-Journal.ru — moptan 00 opraHu3aluy JIEKTPOHHOTO JOKYMEHTOOOOpOTa M YIpaBICHUHU
JIEJIONPOU3BOCTBOM, [3JIEKTPOHHBIN pecypc]: nntepHer-noptain. URL: http://ecm-journal.ru
1C Ipeanpustue 8.3 (YuebHas Bepcusi)

Caiit OHUMKIIONE U SKOHOMUCTA [31eKkTpoHHBIN pecypc] URL: www.Grandars.ru
OmneparmonHas cuctema Microsoft Windows

[Taker npuxnanHeix nporpamm Microsoft Office

[IpaBoBas cucrema «KOHCYIbTaHT TUTFOC»

IIpaBoBas cucrema «I apanT».

ok wd

8. MaTepuajibHO-TeXHUYeCKOe o0ecneyeHue JUCHHILINHBI (MOTYJIs1)
Peanuzarust mporpamMmel penoiaracT HaIMIne:
- ayIUTOPUIA JUTSI IEKITMOHHBIX U MTPAKTHYECKUX 3aHATUH C HEOOXOAUMBIM 000PYyIOBaHHEM;
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- KOMITBIOTEPHOTO KJIacCa, MMEIOIIEr0 KOMIIBIOTEPhl, OObEIUHEHHBIC CEThI0 C BBIXOJOM B

HNuTtepner;

- IMLEH3MOHHOrO (onepanuoHHas cucrema Microsoft Windows, makeT MpHMKIaJHbIX IPOrpaMm

Microsoft Office) u cBOO0THO pacIPOCTPaHIEMOTO POTPAMMHOTO OOECTICYCHUSI.

B xozne mpoBeneHus 3aHATHI PEKOMEHIYeTCS UCTIONB30BaTh KOMITBIOTEPHBIC WILTIOCTPAIHH ISt
MOAJICPKKH PA3IUYHBIX BHJIOB 3aHSTHH, MOATOTOBJICHHBIE C UCIONb30BaHueM Microsoft Office nmu
JIPYTUX CPEICTB BU3yAIM3alMHA MaTepHana.

JlocTynm K 31€KTPOHHBIM HH(DOPMALIMOHHBIM pECypcaM OCYIIECTBISETCS B KOMIIbIOTEPHOM
Kiacce u Oubnuoreke gunuana.

9. Oco0eHHOCTH OPraHu3aNuM 00y4eHH sl N0 AUCHUIJINHE /151 HHBAJU/IO0B H JIHUII €
OrpaHNYeHHBIMH BO3MOKHOCTSIMH 310POBbSI

9.1. O0y4eHue 00y4aIOIMUXCS ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH 310POBbSI TPH HEOOXOIUMOCTH
ocyliecTBisieTcs: (UINAIOM C MCIOJIb30BaHUEM CHEIHATbHBIX METO/I0B OOyUYeHHUS U TUIAKTHYECKHX
MaTepHalioB, COCTABJIEHHBIX C YU€TOM 0COOEHHOCTEH NMCUXO(PU3NIECKOTO Pa3BUTHS, WHANBUYaTbHbBIX
BO3MOKHOCTEH M COCTOSIHHS 37J0POBbS TAKMUX 00yUaromuxcs (00yJaromnierocs).
[Ipodeccopcko-nieqarornyeckuit  cocTaB 3HAKOMUTCS C  IICUXOJIOTO-(PH3UOIOTHIECKUMU
O0COOCHHOCTSIMH OOYYaIOIUXCsl MHBAJIMWJOB M JIMI[ C OTPAHMYEHHBIMH BO3MOXHOCTSMHU 3/10POBbS,
WH/IMBUYAIbHBIMUA TPOTpaMMaMU peadWINTAllMd WHBAIKWIOB (IpU Haiuuuu). B cooTBeTcTBHM C
METOAMYECKUMHU peKoMeHnanusiMu Munoopraayku PO (ytB. 8 ampenst 2014 r. N AK-44/058H) B Kypce
npeanojaracrcsa HCMOJb30BaATh COUOHUAJIBHO-dKTHUBHBIC U peq)JICKCI/IBHBIe METOAbI O6y‘-IeHI/I5I,
TEXHOJIOTUU COLMOKYJIbTYpPHOM peaOuiauTaluu C LEeIbl0 OKa3aHWS IOMOUIM B YCTaHOBJICHUU
IIOJIHOLOCHHBIX MEXKINYHOCTHBIX OTHOIIICHUHN C APyYruMru CTyACHTaMU, CO3JaHUU KOM(bOpTHOFO
MICUXOJIOTHYECKOTO KJIMMaTa B cTyAeH4eckoi rpymme. [Togbop u pa3zpaboTka ydeOHBIX MaTepUaioB
NPOU3BOJATCS C YYETOM NPEJOCTABICHUS Marepuansa B passIMYHbIX (opMax: ayaualbHOM,
BU3YaJbHOMU, C UCTIOIH30BAHUEM CIIEIUAIBHBIX TEXHUUECKUX CPEACTB U MH(OPMALIMOHHBIX CHUCTEM.

9.2. B neasix ocBOoeHHsI Y4eOHOH MNporpaMmMbl JUCHUIUIMHBI HHBAJMIAMH M JIMIAMH C
OrpaHHYeHHbIMHU BO3MOKHOCTSIMH 37I0pOBbs (pHIIHaAI 00ECIIEYHBACT:
1) A1 MHBAJINIOB U JIUL C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 37I0POBbSI 110 3PEHUIO:

* pa3MelIeHUE B JOCTYIHBIX JJIs1 00YYaIOUIMXCs, SBISIOMIMXCS CICTIBIMUA WM CIA0OBUISIIUMH,
MeCTax W B QJalTUPOBAHHON (opMe CIpaBOYHOM HMHPOPMALMU O PACIUCAHUU YYEOHBIX
3aHSTUN;

* MPUCYTCTBHE ACCHCTEHTA, OKAa3bIBAIOLIETO 00yYaIoIeMycst HEOOXOAUMYIO TIOMOIIIb;

*  BBINYCK QIbTEPHATUBHBIX (JOPMATOB METOJUYECKUX MATEPUAIIOB (KPYITHBINA MIPUPT).

2) 17151 UHBAJIMJIOB U JIAL C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMH 3/I0POBBSI 110 CITYXY:

* MIPUCYTCTBHE AaCCHCTEHTA, OKa3bIBAIOIIETO 00yyaroemMycs HeoOX0IMMYIO TOMOIIIb.

3) Uil MHBJIWJOB M JIMI C OIPAaHUYCHHBIMH BO3MOXKHOCTSIMHU 3/I0pPOBbS, MMEIOLIUX HapyIIECHUs
OTIOPHO-JIBUTaTENILHOTO arnrapara:

* BO3MOXKHOCTHb OECHpPENsTCTBEHHOTO [IOCTyNa OOydJalomuxcs B Y4YeOHBIC IOMEIICHUS,
TyaJleTHble KOMHATBI U IPyTUe MOMEIICHHUs], a TaKKe MpeObIBaHNE B YKa3aHHBIX TOMEILEHUSX;

* MPUCYTCTBHE ACCHCTEHTA, OKAa3bIBAIOLIETO 00yYalomeMycs HE00OX0AUMYIO TOMOIIIb.

9.3. Oo0pa3oBanue 00y4arlOUIUXCS ¢ OrPAHMYEHHBIMH BO3MOKHOCTAMM 310POBbSI MOXET OBITh
OpraHnu30BaHO KaK COBMCCTHO C JpYruMu O6y‘IaIOH_[I/IMI/IC$I, TaK U B OTACJIBHBIX TPpYIIIIaX WIA B

OTACIIBHBIX OPraHu3anugax.

9.4. Ilepeuenb y4ueOHO-METOAUYECKOT0 O0ecredeHHsI CAMOCTOSITEIbHOH pPadoThl 00y4YalouMXxXcst
MO AUCHUIIHHE.
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Y4eOHO-MeTOINYeCKHEe MaTepHallbl JUIsl CAMOCTOSTENIbHONW paboThl OO0YYAIOLUIUXCS W3 YHUCIa
MHBAJIUJIOB W JIMI C OTPAaHWYECHHBIMH BO3MOXKHOCTSIMH 3[0POBBSI NPEJOCTABIIOTCA B (opmax,
alalTHPOBAHHBIX K OTPAaHUUYEHHSM UX 3JI0POBbs U BOCIIPUATUS HHPOPMALIUH:

Ne Kpurepum cTtyneHToB DopMbI
n/n
1 C HapymieHneMm ciyxa * B medaTHou popme
* B HOpPME 3/IEKTPOHHOTO JOKYMEHTa
2 C HapymieHueM 3peHust * B IEYaTHOH popme yBeTHMUEeHHBIM MIpU(TOM
* B opMe IIEKTPOHHOTO JTOKYMEHTa
3 C HapyleHHueM OTIOPHO- * B MeyaTHoOU popme
ABUTATCJILHOIO armapara * B (hopMe DIIEKTPOHHOIO TIOKYMEHTA

JlaHHBI TIepeueHb MOXKET OBbITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHICHTA
00yJaronuxcs.

9.5 ®oHI OLEHOYHBIX CPEACTB AJIs NPOBeAeHHUS MPOMEKYTOYHOMH aTTeCTAMU 00yYal0IMXCs 110
AUCHUILIUHE.
9.5.1 Ilepeuenv onoos oyenounvix cpeocms, COOMHECEHHBIX C WIAAHUPYEMbIMU pPe3VIbmamamu
0c6oeHUsi 06paz08amenbHoOl NPOSPAMMbI.

JU1g CTyIEeHTOB C OrpaHMYEHHBIMH BO3MOXHOCTSIMHU 3/10pPOBbsl NPEAYCMOTPEHBI CIENYIOIIHNE
OILICHOYHBIE CPE/ICTBA:

Ne Kpurepun crynenros Bujbl oieHOYHBIX ®opMBbI KOHTPOJIS U OLIEHKH
n/n CPeacTB pe3yJ1bTaToOB 00y4eHHs
1 | C napymeHueM ciyxa TECT IPEUMYIIECTBEHHO TMCbMEHHAS
IpoBEepKa
2 | C HapylIeHHEM 3pEHMUS cobecesi0BaHuUE 110 IPEUMYILIECTBEHHO yCTHAas
BOIIpOCaM IIpOBEpKa (MHINBUIYaJIbHO)
3 | C HapylieHueM ONOpHO- | pEIIEHNE TUCbMEHHBIX NUCbMEHHAs MPOBEPKA
JIBUTATENIHOTIO anmnapaTa | TEeCTOB, KOHTPOJIbHBIE
BOIIPOCHI

CrygeHTtaM ¢ OrpaHMYEHHBIMH BO3MOXHOCTSIMH 3J0POBbs YBEIMUUBAETCA BpeMsl Ha
MOJITOTOBKY OTBETOB K 3a4ETY/IK3aMEHY.

9.5.2 Memoouueckue mamepuaisi, onpeoensiouue npoyedypsbl OYeHUBAHUSL 3HAHUL, YMeHULl, HABLIKO8
u (unu) onvlma desimeNbHOCMU, XapaKkmepusyoujue 3mansl GopmMupo8aHus KOMnemeHyull

[Ipn mpoBeneHUM NPOIEAYPHl OICHUBAHHS PE3YIbTATOB OOYYCHHS HWHBAIHIOB W JUI[ C
OTPaHUYEHHBIMA BO3MOXKHOCTSMHU 37I0POBBSl IPEIyCMATPUBACTCS HCIIOJIb30BAHUE TEXHUYECKHUX
CPEICTB, HEOOXOAMMBIX UM B CBSI3H C UX HHJIUBUIYaTbHBIMA OCOOCHHOCTSIMHU.

[Ipouenaypa olLeHUBaHUSA pe3yJlbTaTOB OOyYEHHsS WHBAIUAOB M JIMI C OTrPaHHUYEHHBIMU
BO3MOXXHOCTSIMU 370POBbsSI 0 JTUCIUIUIMHE TNpPEAyCMaTpUBaeT NpeNoCTaBlieHue HHpopManuu B
dbopMax, aTanTUPOBAHHBIX K OTPAHUYEHUSIM HX 37J0POBBS U BOCIIPUATHS UH(DOpPMALIUH:

JUis U1 ¢ HapYIICHUSIME 3PCHUS:
* B IIEYaTHOW (opMe YBETHMYCHHBIM MIPHU(PTOM;
* B $opMe EKTPOHHOTO JOKYMEHTA.
Jliig U1 ¢ HapyILIeHUSIMH CyXa:
* B IEYaTHON opme;
* B (hopmMe INIEKTPOHHOTO JOKYMEHTA.
JlJist vII ¢ HapyIICHUSIMA OTIOPHO-JIBUTATEeILHOTO amnmapara:
* B TIeYaTHOH hopme;
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* B (hopmMe INIEKTPOHHOTO JOKYMEHTA.

JlaHHBI TIepedYeHb MOXKET OBITh KOHKPETH3HPOBAH B 3aBHCHUMOCTH OT KOHTHHICHTA
oOydJaronmxcs.

[Ipu mpoBeneHMH TpPOLENYpPHl OICHWBAHUS PE3YJIbTATOB OOYYEHUS WHBAIUIOB U JIMIl C
OrpaHUYCHHBIMU BO3MOXXHOCTSIMH 370POBBS IO AUCIUILTUHE (MOJYJTI0) 00ECTICYMBACTCS BBITIOTHEHUE
CJICAYIOIUX JOIMOJHUTCIIbHBIX Tpe6OBaHHﬁ B 3aBUCUMOCTH OT HWHAUBHUAYAJIbHBIX OCOGGHHOCTCﬁ
oOydJaronuxcs:

1. HHCTPYKIUA IO MOpAAKY IIPOBCACHHUA MNPOUCAYPbI OLCHUBAHUA NPCAOCTABIISCTCA B
JTOCTYIHOM (hopme (YCTHO, B MUCbMEHHOM (opme);

2. goctymHas (opma MPEeIOCTABICHUS 33aJaHUN OLEHOYHBIX CPEICTB (B me4yaTHoW ¢opme, B
nmeyaTHOW QopMe yBEIMYCHHBIM MIPUPTOM, B (QopMe IJIEKTPOHHOTO JTOKYMEHTA, 3aJaHus
3a4YUTHIBAIOTCA aCCI/ICTeHTOM);

3. nmoctymHas (opma MpEeAOoCTaBICHUs OTBETOB Ha 3adaHus (MMCbMEHHO Ha Oymare, Habop
OTBCTOB Ha KOMIIBIOTCPEC, C UCIIOJIB30OBAHUCM YCIIYT' aCCUCTCHTA, YCTHO).

[lpr HeoOXoAMMOCTH ISl OOYYAKOIIUXCS C OTPAHWYCHHBIMH BO3MOKHOCTSIMH 3I0POBBS U
WHBAINJIOB TPOLEAYpa OLEHUBAHUSA PE3yJbTaTOB OOYyYEHHUS IO AMCHUIUIMHE (MOAYIIO) MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

9.6. IlepeyeHb OCHOBHOI M IONOJTHUTEIbHON YUeOHOM JTUTEPATYPHI, HEOOXOTUMON 1JI51 0CBOEHHS
AUCHUTLTUHBI

Jlisg ocBoeHUs AMCHMIUIMHBI MHBAJIMJAMH W JIMLAMU C OTPaHUYEHHBIMH BO3MOXKHOCTSIMU
3A0POBbA NPCAOCTABIIAOTCA OCHOBHAA U JOIIOJIHUTCIIbHAA y‘-ICGHaSI JUTCpaTypa B BUAC IJICKTPOHHOT'O
TOoKyMeHTa B (oHAe OMOIMOTEKH U/ UIIH B DJIEKTPOHHO-OMOIMOTEUHBIX CHCTEMAX.

9.7. MeToanuyecKkue yKa3aHUus JJIs 00y4aIOMIUXCSl 110 OCBOEHUIO U CIIUTIIHHBI

B OCBOCHUHN OUCIUIUJIMHBI HWHBaJIUAaMU U JIMIIaMU C OFpaHI/I‘-IeHHBIMI/I BO3MOXHOCTAMU
3I0pOBBsl OONBIIOE 3HAYCHHUE WMEET WHAWBUIyalbHass pabora. [log wHAMBUAYyadbHON pabOTOMN
noJipasymeBaeTcs e (opMbl B3aUMOJICHCTBHS C MPENoAaBaTesieM: HHANBUyalbHas yueOHas pabora
(KOHCYJbTALNM), T.€. JOMOJTHUTEIBHOE pa3bsICHEHUE yU4eOHOTO MaTepHania M yriyO0JeHHOE U3YYeHUE
MaTtepuaga ¢ TEeMU OOYyJaroIMMHCS, KOTOpble B 3TOM 3aMHTEPECOBaHbl, M WHAWBUIYyaJIbHas
BocnuTarenbHas paborta. WMHIuBHayanbHbIE KOHCYIBTAIMW TIO TPEAMETY SBISIOTCS BaKHBIM
(akTOpOM, CIOCOOCTBYIOIIMM HHIUBUAYATU3aUN OOyUeHHs] W YCTAaHOBJCHHUIO BOCIUTATEIHHOTO
KOHTAaKTa MEXAy TMpernojaBareeM W OOyYaroIIMMCS WHBAIMIOM WM  OOy4JalomUMCS C
OFpaHI/I‘-IeHHBIMI/I BO3MOXHOCTSIMHA BI[OpOBBH.

9.8. Omnucanme MaTepHaJlbHO-TeXHHYECKOH 0a3bl, He00XOAMMON [JJsi OCYLIeCTBJICHHUS
o0pa30BaTe/IbHOIO MpoLecca Mo JMCUUIIIMHE

OcBoenune AUCHUIINIMHBI UHBAJIMAAMU U JIMIAMH C OTPAHUYCHHBIMU BO3MOKHOCTAMU 3JOPOBbA
OCYILECTBIISIETCS C UCIOJIB30BAHUEM CPEJCTB 00yUEHUs OOIIEro U CreluaibHOrO Ha3HAYEeHNUS:

* JIEKUMOHHAs AayAUTOpUS — MYJIbTHUMEAMIHOE O00OpyIOBaHWE, HMCTOYHUKM THMTAHUS JUIS
UHIUBUAYAIBHBIX TEXHUYECKUX CPEICTB;

* yueOHass ayauTOpus JUIsl TPAKTHYECKUX 3aHATHH (CEMHHApOB) - MYJIbTUMEIUHHOE
0o0opynoBaHUE, UICTOYHUKH MUTAHUS JJI1 HHAUBUIYAIbHBIX TEXHUUECKUX CPE/ICTB;

* yueOHass ayAUTOpUS IS CAMOCTOSITENbHOW pabOThl — CTaHIapTHBIE pabodyne MecTa ¢

MEePCOHANBHBIMU KOMIIbIOTEpaMH; paboyee MECTO C MEpPCOHANbHBIM KOMIIBIOTEPOM, C

MPOrpaMMoOil 3KPaHHOTO JOCTYIA, MPOTPaMMOM 3KPAaHHOTO YBEIUUYECHUS «IKpaHHAS Jyma» JJs

CTYJCHTOB C HApYIICHUEM 3PEHUSI.

B aymuropum, rme oOydaroTcs WHBaIUABl M JIMIA C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU
3J10pOBbS, IPETYCMOTPEHBI MeCTa AJIsi 00YyJaoIIUXCs C YUETOM OIpaHUUYECHUM UX 310POBBSL.
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