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1. IlepevyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHUsI M0 IUCHUIIINHE (MOTY-
JII0), COOTHECEHHBIX C INIAHMPYEMbIMH pPe3yJIbTATAMHU OCBOCHHUSA 00pa3oBa-
TeJbHOU NMPOrPaMMbI

[Ipotiecc uzydyeHus: JaHHOW AUCIUIUIMHBI (MOAYJIsl) HAINpaBieH HAa (OpPMHU-
pOBaHUE CIEAYIONIMX KOMIIETCHIIUH U UHAUKATOPOB UX JOCTHKEHUS, a TAKKe pe-
3yJIbTaTOB O0yUCHHSI, COOTHECCHHBIX C HHIUKATOPAMU JOCTIKCHUSI KOMIICTCHITHI:

Kox u nanmenoBanue
KOMIIEeTeHIIHNI

Koabl 1 nHANKATOPBI
AOCTHKEHHUSI KOMIIeTeHIHii

Konb! u pe3yabtarsl 00yueHust

YK-4. Cnocoben ocy-
LIECTBIIATH JIEJIOBYIO
KOMMYHHKAIUIO B YCTHOM
U THUCbMEHHOW (opmax
Ha roCy/1apCTBEHHOM
s3bike  Poccuiickoit ®e-
Jepalud U HUHOCTpaH-
HOM(bIX) s3bIKE(axX).

VYK-4.1. OcymecTBisier oOMeH
nenoBoi uHpopMaIuei B ycT-
HOM M NMUCbMEHHOU (hopmax Ha
rOCYJIapCTBEHHOM $i3bIKE PP u
HE MEHEe 4YeM Ha OJIHOM HHO-
CTPaHHOM SI3BIKE.

PO3 YK-4.1:

- 3HAaTh CIOCOOBI OOMEHA JIeJI0BOM
uHpopmarmeli B YCTHOH M TIHCh-
MEHHOU (popmax Ha rocyJapCTBEH-
HOM s3bIke PD u He MeHee yeM Ha
OJIHOM WHOCTPAHHOM SI3BIKE.

YK-4.2. Vcnons3yer coBpe-
MEHHBIE MH(}OPMAaLIMOHHO-
KOMMYHUKATHBHBIE  CpEACTBA
JUISL OCYIECTBJICHUS JI€JI0BOM
KOMMYHUKAIIHH.

POY YK-4.2:

- YMETh HCIIOJIb30BaTh COBPEMEH-
HBIC uH(pOPMaIMOHHO-
KOMMYHUKATHBHBIC CPEJCTBA ISt
OCYIIIECTBIICHUS JIEJIOBOH KOMMY-
HUKAIIH.

IIK-15. CrnocobeH Bectu
JICIIOTIPOU3BOICTBO,
AJIEKTPOHHBIA  JIOKYMEH-
TOOOOPOT M  apXHUBHOE
JIeJI0.

I1K-15.1. TloHumaer npHHIM-
MBI BEJCHUS JICJIOMPOU3BOI-
CTBa M apXMBHOIO JIEJIa.

PO3 [IK-15.1:

- 3HAaTb OCHOBHBIC IMOHATHA U TEP-
MHHBI, CBA3daHHBIC C IOCJIOIIPOU3-
BOACTBOM, OJICKTPOHHBIM  JIOKY-
MCHTOO60pOTOM U apXUBHBIM [C-
JIOM

I1K-15.2. OcymectBuser ne-
JIONPOU3BOACTBO,  3JIEKTPOH-
HBIA JTOKYMEHTOOOOpOT U ap-
XHUBHOC J€JI0.

POV IIK-15.2:

- YMETh BECTH JEJIONPOU3BOJCTBO,
JIEKTPOHHBIN JTOKYMEHTOOOOPOT U
apXUBHOE JIEO.

2. MecTo y4eOHOM AMCUMILIMHBI (MOAYJIS1) B CTPYKTYpe 00pa3oBaTe/IbHOM

NPOrpaMMbl

b1.0.26 JIucummimbaa «OCHOBBI JISJOMPON3BOJCTBAa» OTHOCHTCS K 00s3a-
TEJIBLHOW YacTH mporpamMmbl OakandaBpuaTa mo HampasieHuto noarotoBku 38.03.04
["ocynapcTBeHHOE M MYHUIIMTIIAIBHOE YIPABIICHUE.
[Ipouecc m3yueHus: AUCUUILIMHBI CTPOUTCS HA OCHOBE 3HAHUU U YMEHUH,

paHee MOYYeHHBIX 00yUYaIOIUMHUCS B XOJ€ OCBOCHHSI Psijia pa3/IesioB CISIYIOIINX
MPEANIECTBYIOMUX TUCIUTUINH: «H(DOpMaIIMOHHBIE TEXHOJIOTHH B YIIPABICHUN,
«OCHOBBI TOCYAAPCTBEHHOTO0 U MYHULIMNAIBHOTO YIPaBICHUS», «JlenoBble KOM-
MYHUKAIAW.

N3yuenne nuctmrminabl « OCHOBBI JISJIOMPON3BOICTBAY SIBISIETCS 0a30i Jis
M3yUYECHUS CIEAYIOIMNX TUCHUIUINH: «BBeaeHue B crnenuanbHOCTh», «l'ocymap-
CTBCHHOE pEryJIMpOBaHUE DJKOHOMUKHNY», «HpOpMaIlMOHHBIE TEXHOJIOTUU B
YIPaBICHUW.

Lenvio M3ydeHUs AUCHUIUIMHBL ABISETCS NMPUOOpPETeHHE OO0y4YaroIIMMUCS
TEOPETUUECKUX U MPAKTUUECKUX 3HAHUM K 0()OPMIIEHHIO U COCTABJICHUIO OpraHu-



3aIIMOHHO-PACTIOPSAIUTENBHBIX JOKYMEHTOB Kak 0a30BOMY TIPOIIECCY B peaan3a-
IIUU BCEX YMPABICHYCCKHUX (DYHKIIHH.

3aoauu v3ydeHUs: JUCIUTLIAHBIL:

- IO3HAKOMHTH OOYYArOIIUXCS C CHCTEMOW COBPEMEHHOT'O TOCY/IapCTBEHHO-
IO PETYJIUPOBAHHMS JICTOPOU3BOJICTBA,

- U3YYUTh OCOOCHHOCTH O(POPMIICHHUS Pa3IMYHBIX BUIOB JTOKYMEHTOB JICJIO-
BOI'O OOIIECHUS,

- BBIpa0OTATh MPAKTUYECKHUE HABBIKHU I O(OPMIICHHUS;

- OpTraHU3aAIMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB M HAIMMCAHUS JICIIOBBIX
IIHCEM.

3. O0beM qUCHUIINHBI (MOYJISA) B 32a4€THBIX €IMHUIIAX C YKA3aAHUEM
KOJIMYeCTBA aKaJleMUYeCKUX UM ACTPOHOMHYECKHUX YaCOB, BbIIeJIEHHBIX HA
KOHTAKTHYI0 padoTy 00y4alomuxcd ¢ npemnojaasaresieM (1o BUJAaM y4eOHbIX

3aHATHI) M1 HA CAMOCTOSATEJbHYI0O PadoTy 00y4a0IIUXCS

OO6mast Tpy10eMKOCTh (00beM) NUCIMIUIMHBI (MOIYJISI) COCTABIISIET 2 3a4eT-
Heie enuHuibl (3E), 72 akagemMudeckux ydaca.

. OYHO-3a04Has |3a04yHast popma
Buabl yueOHoii padorsl
o0y4deHus oOyueHus
OO0masi TPy10eMKOCTh JMCUMILVIMHBI (B Yacax) 72 72
AynutopHas padora (B yacax): 24 8
Jlexmmm (J1) 12 2
[TpakTueckue 3ansatus (I113) 12 6
CamocrositebHas padora (CP) (B yacax): 48 60
KonTpoas - 4
®opma UTOroBOro KOHTPOJISI IO THCIHMILIHHE 3a4er 3a4er

4. Cogepxanue TUCHUILIMHBI (MOAYJIs1), CTPYKTYPHMPOBAaHHOE 10 TeMaM
(pa3aenam) ¢ yKkazaHMeM OTBEICHHOI0 HA HUX KOJIMYeCTBA aKaAeMUYeCKHX
I ACTPOHOMHUYECKHX YaCOB U BUI0B Y4eOHbIX 3aHATHM

OuyHo-3204Has1 popma 00yUeHHS

Buner yaeOHo# paboTh 1
TPYAOEMKOCTH (B Yacax)

HaumeHoBanue pa3zieinoB U TeM KonrakTHas Or11eHOYHBIE Pe3ynbrarsl
< O0mmee
(Momyueit) pabora CpeacTaa 00y4eHHs
KBO 7 CP
4acoB o 3
JacoB
Tema 1. Benenne B ACIIOIPOU3BOI- 6 ) 1 1 IIpakTrueckas PO3 VK-1.1
cTBO. OCHOBHBIE TOHSTHS U TEPMHUHBI. pabota
Tema 2. Vcropust pa3BUTHA JEJIONPO- 6 2 11 Pedepar PO3 ITK-15.1
M3BOJICTBA.
Tema 3. CoBpeMeHHOE TOCYIapCTBEH- 6 ) 11112 Pedepar POY VK-1.2
HOE pa3BUTHE JIEIONPON3BOJICTBA.
Tema 4. IlpaBuna cocraBieHHs H 6 2 11114 [IpakTnueckas PO3 IK-15.1
o(opMIIEHHS JTOKYMEHTOB. pabora
Tema > OpranusaiomHo- 6 2 1114 Pedepar POY VK-1.2
pacnopsiANTENbHbBIE TOKYMEHTHI.
Tema 6. Cucrema wuH(pOPMALMOHHO- 6 2 11114 Pedpepar POY IK-15.2

CIPAaBOYHOM JIOKYMEHTAITUU.




Tema 7. Ciry>xkeOHas Tepenucka. IIpakTraeckas
8 2 1 (1|6 pabota POV IIK-15.2
Tema 8. JIOKyMEHTBHI IO TUYHOMY CO-
craBy. CocraBienue nuuHbIX TOKy- | 10 4 2 |2|6 Pedepar POV IIK-15.2
MEHTOB.
Tema 9. Opranuzanusi padOTHI C J0-
10 4 2 |26 Pedepar POV TIK-15.2
KYMEHTaMH.
Tema 10. Cuctemaruzanus U XpaHe- 8 ) 1 | 1|6 | Tecrnposanme | POY ITK-15.2
HHE yNPaBJICHYECKUX JIOKYMEHTOB. '
Bcero mo Kypcy 4acos: 72 24 | 12 |12 |48
3aounas popma 00y4eHus
Buap! yueoHoit paboThl 1
TPYAOEMKOCTH (B Hacax)
HanmeHnoBanue pa3zienoB U TeM 06 KonrakTHas OrneHounbIe PesynbTarel
(Momymeit) K_I::e pabota CP cpencTaa o0yueHus
4acoB Beero J 113
4acoB
Tema 1. Benenue B A€IONPOU3BOJI- IIpakTuueckas )
cTBO. OCHOBHEIE ITOHSTHS U TEPMUHBI. 8 2 117176 pabota PO3 VK-1.1
Tema 2. Vcropust pa3BUTHA JEJIONPO- 6 ) ) -l Pedpepar PO3 [IK-15.1
M3BOJICTBA. P '
Tema 3. CoBpeMEHHOE TOCyIapCTBEH- i
HOE pa3BUTHE JEJIONPOU3BOACTRA. 8 2 111]6 Pegepar POV VK-12
Tema 4. IlpaBuna coctaBieHHs H 7 1 - 1116 IIpakTrueckas PO3 [IK-15.1
o opMIICHUS JIOKYMEHTOR. pabota '
Tema 5. OpranuzaloHHO- 7 1 - 1116 Pedpepar POY VK-1.2
pacropsiAUTeNbHbIE JOKYMEHTHI. '
Tema 6. Cucrema HH(POPMAIHOHHO-
CHpaBOHOM JOKyMEHTAIT 7 1 16 Pedepar POV IIK-15.2
Tema 7. City>xeOHasi mepernucka. IIpakTuueckas i
7 1 1|6 pabora POV IIK-15.2
Tema 8. JIOKyMEHTHI IO TUIHOMY CO-
crapy. CocTaBjieHHE JIMYHBIX JOKY- 6 - - | -6 Pedepar POV TIK-15.2
MEHTOB.
Tema 9. Opranmzanus paboOTHI C I10- 6 ) ) -6 Pedpepar POY [IK-15.2
KYMEHTaMH.
Tema 10. Cuctemaruzanust U XpaHe- ) - | - | 6 | Tecruposarue | POY TTIK-15.2
HHE yNPaBJICHYECKUX JIOKYMEHTOB. P '
3auer 4
Bcero no Kypcy 4acos: 72 8 2 | 6160

Copepxxanue pa3iesioB M TeM TUCHUILIMHBI

Tema 1. BBeieHue B 1eJ10npon3BoAcTBO. OCHOBHBbIE MOHATHA U TEPMUHBI.
[Ipenmer u 3agaum Kypca AeI0npoOn3BOICTBO.

[TonsiTHEe «AECIONPOU3BOACTBO», AOKYMEHTAIIMOHHOE OOEcleueHue Jeio-
npousBojicTBay (JIOY). [lonarus «uHbopManus» U «I0KyMEeHT» MecTo u poib
JIOKYMEHTOB B YIIpaBJCHUU. JHAUCHHE MH(GOPMAIUK ISl TPUHIATHS yIpaBieHYE-
CKUX PEILICHUN.

Bunb! ynpaBieHueckux JOKyMeHTOB. [oHsATHE «PYHKIIMU TOKYMEHTa», MO-
T YHKIMOHAIBHOCTh TOKYMEHTOB. CBoiicTBa JokymMeHTOB. Knaccudukanus mno-
KYMEHTOB.

Tema 2. UcTropusi pa3BUTHA AeJIONPON3BOACTBA.



Jlenorpon3BoacTBO B npeBHEpycckoM rocynapcrse (X-XI). [Ipukaznoe me-
I0onpou3BOACTBO. Koimexckoe aenonpon3BoacTBO MUHHCTEPCKOE AENONPOU3-
BOJICTBO.

Jlenonpon3BOACTBO B COBETCKHUX YUpexkAcHUsX. ['ocymapcTBeHHOE aeno-
IIPOU3BOJICTBO B COBPEMEHHYIO 3IIOXY.

Tema 3. CoBpeMeHHOE rocy1apCcTBEHHOE Pa3BUTHE AeJIONPOU3BOACTBA.

3akoHoAaTENbHOE peryiaupoBanue nenonpousBoactsa. EI'CIl u ocHOBHBIE
ee HanpasieHus. HopMaTuBHO-METOANYECKOE PEryIUPOBAHUE JEIONPOU3BOICTBA.
['ocynapcTBeHHBIE CTaHIAPTHI, UX POJIb U 3HAUYCHHE. TUMOBasi HHCTPYKIUS IO Jie-
JIOTIPOU3BOJICTBY B (hellepaibHBIX OpraHaxX MCIOJHUTENbHOU Biactu. [IpaBuia mo
JIEIOTIPOU3BOCTBY B (peepaibHBIX OpraHaxX HCIIOTHUTEIBHON BiIacTH. Metoau-
YeCKHe PEKOMEHAAIMU MO pa3padOTKe MHCTPYKIUNA MO JEIOMPOU3BOACTBY B (e-
JIepabHBIX OpraHax MCIOJIHUTEILHON BIacTH. YHUGUIMPOBAHHBIE CUCTEMBI JO-
KyMeHTauuu. HopMaTuBHBIE TOKYMEHTHI 110 TPYAY U OXPAHE U TPyHa.

Tema 4. IIpaBuia coctaBjieHus1 1 0popMICHUS TOKYMEHTOB.

dopwmatel Oymaru u nojs. Hymepanus nucros. ®opmynsap-odpasern. Tpedo-
BaHMs K OJlaHKaM JOKYMEHTOB. XapaKTEpHUCTHKA TOCYJapCTBEHHOTO CTaHAapTa.
«YHUPUIIMIPOBAHHBIE CUCTEMbI JOKYMEHTAIMKU. YHU(DUIIMPOBAHHAS CHCTEMa Op-
raHU3alMOHHO-PACTIOPSIUTEILHON TOKyMeHTaluu. TpeboBaHus K OQOPMIICHUIO
nokymeHToB» ['OCT P 6.30 — 2003. IlpaBuna odopmiieHUs TOKYMEHTOB MPH HC-
MOJIb30BAaHUU TEXHUYECKUX CPEJICTB.

IOpuaunueckas cuna nokymenTa. FOpuanuecku 3HaUMMbIe PEKBU3UTHI.

Tema 5. OprannzalHOHHO-PACIIOPAAUTEIbHbIC JOKYMEHTBI.

OpraHu3alMoHHO-TIPABOBbIE JOKYMEHTHI, UX HA3HAUCHHE U COJEpKaHUE.
OO6mme TpeOoBaHMS K OpraHU3AIlMOHHBIM JOKyMeHTam. [IpaBuia coctaBiieHue U
o(OpMIICHUE OT/ICJIbHBIX BUJIOB OPTaHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB.

Pacniopsiautenbubie  1okyMeHTBl. OCOOEHHOCTH TOATOTOBKU PaCIOPsIu-
TEJIbHBIX JOKYMEHTOB. [loaroroBka u odopmienue mnpukazoB. OcoOeHHOCTU
oopMieHUST BBHIMUCKA U3 Tpukasza. Crnernudurka HamUCaHUs PACIOPSIKEHUH, pe-
ICHUH.

Tema 6. Cucrema nHPOPMALMOHHO-CIIPABOYHON JOKYMEHTALIMH.

Ha3nauenne mHGbOpPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMU B yIpaBlieHYE-
CKOW  JEATENbHOCTU.  XapaKTEepPUCTUKA  OCHOBHBIX  BHUJOB  CIPABOYHO-
WH()OPMAIIMOHHBIX U CITPABOYHO-aHATUTHYECKUX JOKYMEHTOB.

TpeboBaHus K COCTaBICHUIO U OPOPMIICHHIO TTPOTOKOJIOB. [loHBIE U KpaT-
ke GopMbl MPOTOKOJIOB. TpeboBaHus K 0POPMIICHHUIO aKTOB.

[Tponenypa moAroToBKHU, COCTaBiICHUE U ODOPMIIEHHUE JOKIATHBIX U 00BsC-
HUTEJIBHBIX 3aIIMCOK, CIIPABOK, 3aBJICHUM, IPEACTABICHUM, IPEAJIOKEHUMN U JIP.

Tema 7. CnyxeOHasi nepenucka.

[IpaBuna u TpeboBanus Kk nenoBoMy muchbMy. COBOKYMHOCTh PEKBU3UTOB
ouIMaTHHOTO MUChMa U TIpaBuiIa uX ohopmiieHUs. SI3bIKU CTUITH OPUITHATBEHBIX
nuceM. CTpyKTypa nuchbmMa. ITUKET B J1€JI0BOM nepenrcke. OCHOBHBIE TpeOOBaHUS
K TEKCTy ciy>)keOHoro mucbMa. OTnenbHbIe BUABI nEiceM (MH(DOpPMAIMOHHOE, Ta-
PaHTHITHOE, MMChMO-0TBET, ITMCHMO-3aIPOC, COMIPOBOIUTEIHLHOE ITUCHMO).

Mexnaynaponnas nepenucka. CTpykTypa U CMBICJIOBBIE YacTH MHUChMA.



Ctuib TeKCTOB U 0(hOpMIIEHHUE J1€JI0BOTO HChMA.

Tema 8. lokyMeHTBI 110 TU4HOMY cocTaBy. CocraBiieHHe JTHYHBIX [J10-
KYMEHTOB.

CocTaB 1 BUBI JOKYMEHTAlMU IO JUYHOMY COCTaBy. YHHU(QHUIUPOBAHHbBIE
(OpMBI TOKYMEHTOB.

[Tpuxa3. Odpopmnenune npuéma Ha paboty. IlepeBox Ha npyryro paboTy.
[TpenocraBienue ormycka. YBojbHEHHE ¢ paboThl. COCTaBIECHUE JIMYHBIX JOKY-
MEHTOB.

Tema 9. Opranusanus padoTsl ¢ JOKYyMEHTAMH.

[Tonstre «moxkymeHToobopoTay. [IpaBuia opranuzanuu JOKyMEHTOOOOPO-
Ta. Yuer o0beMa JOKYMEHTO0O0poTa. OCHOBHBIE 3Tallbl U MPUHLUIIBI PadbOTHI €
BXOJIAIIMMH, UCXOAIIMMU U BHYTPEHHUMU JOKYMEHTAMH.

[IpaBuna perucTpanvvi U UHAEKCALUHU JOKYMEHTOB. POPMBI perucTparuu.
KOHTpPOJIb NCIIOJIHEHHSI TOKYMEHTOB.

Tema 10. CuctemaTu3anusi 1 XpaHeHHe YIIPABJIECHYECCKHUX JOKYMEHTOB.

[lonsTe «HOMEHKIATypa Jeil», BUABl HOMEHKIATYypbl aen. TpeboBaHus,
IPENBABIISIEMBIE K COCTABICHUIO HOMEHKJIATYPHI €I

dopmupoBaHue i1 B opraiuzanuu. TpeboBanus K GOpMUPOBAHUIO A€

DKcnepTr3a LHEHHOCTH JIOKYMEHTOB. TpeOoBaHUs, NPeabsIBIsIEMble K Opra-
HU3ALMH U IPOBEACHUIO HKCIIEPTU3BI HIEHHOCTH IOKYMEHTOB.

5. MeToan4yeckue yka3aHus AJis1 00y4arOIMXCH 110 OCBOCHHMIO TUCIUIIIMHBI

VYcnemHoe OCBOCHUE MUCHMIUIMHBI MPEANOJaraeT akTUBHOE, TBOPUYECKOE
y4acTue 00y4aromuxcsi MyTeM MIaHOMEPHOM, MOBCEAHEBHON PabOTHI.

Obwue pexomenoayuu

OOGyueHue mpeanoaraeT U3y4yeHue CoAep:KaHusl JUCHUIUIMHBI HA ayJIUTOP-
HBIX 3aHATUSIX U B XOJI€ CAMOCTOATEIIBHOU pa0OThl. AYAUTOPHBIC 3aHATHUS MPOXO-
JAT B (hopMe JIEKIUIA ¥ TTPAKTUYECKUX 3aHATUN/ceMruHapoB. CaMoCTOoATeNbHAS pa-
00Ta BKIIIOYAET pa3HOOOPa3HBIM KOMILIEKC BUIOM U (hOpM pabOTHI 00yJarommXxcsl.

N3yuyenue MUCHUIIINHBI CIeyeT HAUYMHATh C MPOpadOTKU HACTOsAIIEH pado-
4yeil mporpaMMbl, 0co00e BHUMaHUE yAENss LEeIsIM U 3ajadyaM, CTPYKTYpe U CO-
JepKaHUIO Kypca.

Crnenyetr oOpaTuTh BHUMAHHE HA CIIMCOK OCHOBHOW U JIOTIOJTHUTEIILHOM JIN-
TepaTyphl, KOTOpasi UMEeTCs B JIOKAJIbHOW WH(OPMAIIMOHHO-OMOINOTEYHON CH-
cteMe MHcTHTyTa, HAa MpeasiaraeMble MPernojiaBaTesieM pecypchl HHGOPMAIMOHHO-
TEeJIEKOMMYHUKAITMOHHON ceTu «MHTepHeT». DTa mHpopManus HeoOXoauma s
CaMOCTOATENIBHOM paboThl 00yYarOIIerocsl.

[Ipy MOATrOTOBKE K ayJUTOPHBIM 3aHATUSIM HEOOXOIMMO MOMHHUTH OCOOEH-
HOCTH KaXXJ10M (DOPMBI €ro NMpoBeICHHUS.

Paboma ¢ koncnekmom nexyuii

[IpocMoOTpUTE KOHCHEKT Cpa3y mociie 3aHiaTuil. OTMeThTe MaTepuan KOH-
CIIEKTa JICKIHUI, KOTOPBIM BBI3BIBACT 3aTPYAHCHHUS Uil TOHUMaHus. [lomnbitaitech
HaWTH OTBETHI HA 3aTPYJHUTEIbHBIC BOIPOCHI, UCIOJIB3YS MpEAsiaraeMylo JuTepa-
Typy. Ecnu camoctosiTenbHO HE ynamoch pa3odparbcs B Marepuaie, chopmynu-
pydTe BONPOCH U OOpaTUTECh HA TEKYIIEH KOHCYJIbTALlMM WU Ha Onmkaiiiei



JIEKIIUU 32 MOMOIIBIO K MPENOJaBaTEeNIo.

Kaxnyro Henenro 0TBOAUTE BpeMs ISl IOBTOPEHHUS MPOUIEHHOIO MaTepua-
J1a, TPOBEPSISL CBOM 3HAHMS, YMEHHUS M HABBIKM IO KOHTPOJIbHBIM BOIIPOCAaM U Te-
CTaM.

Buvinonnenue npakmuueckux 3a0anutl

Ha mepBoM 3aHATHH MONYYUTE y MPENOJABATENS] TEMATUKY MPAKTHUYECKUX
3aIaHUM HA TEKYIIUNA CEMECTP U METOJANYECKNE PEKOMEHAAIUU.

[lepen BBITOTHEHHEM MPAKTUYECKUX 3aJAHUM U3YYWUTE TEOPUIO BOMIPOCA,
IIPEANO0JIAraeéMOro K MCCIEN0BAaHUIO, O3HAKOMBTECH C PYKOBOJICTBOM IO COOTBET-
CTBYIOIIICH pabOTe U MOATOTOBHTE MPOTOKOJI MPOBEACHHS padOTHI, B KOTOPHIH 3a-
HECUTE Ha3BaHUE U I PabOTHI.

[Ipu moaroroBke M padoTe BO BpeMs MPOBEACHUS NMPAKTUUECKUX 3aHSITUI
cieayeT oOpaTuTh BHUMAHHUE Ha CIEAYIOIIME MOMEHTBHI: Ha MPOLeCC MpeaBapH-
TEJIHLHOM MOJTOTOBKH, HA pabOTy BO BpeMs 3aHSTHs, 00paOOTKY MOJYYEHHBIX pe-
3yJbTaTOB, UCIPABICHUE MOJIYYEHHBIX 3aMECUYAHUM.

[IpenBapurenbHas NOATOTOBKA K MPAKTUYECKOMY 3aHATUIO 3aKIIFOYAETCS B
U3YYEHUU TEOPETHUECKOTO0 MaTepuaia B OTBEICHHOE ISl CAMOCTOSITEIbHOM pabo-
Thl BpeMsi, 03HAKOMJICHUE C MHCTPYKTUBHBIMH MaT€pUajaMU C LEJIbI0 OCO3HAHUS
3a/1a4 MPAKTUYECKOTO 3aHATHSI.

PaboTa BO BpeMs MmpoBeAeHUS MPAKTUYECKOTO 3aHATHUS BKIIOYAET HECKOJIb-
KO MOMEHTOB:

- KOHCYJIbTUPOBaHUE 00yYaroUIUXCsl IPENOoJaBaTEs MU C LIEJIbIO TIPEI0CTaB-
JICHUS UCUepIbIBatoNel nHOpMaILNK, HEOOXOAUMOM JJII CaMOCTOSATEIIBHOTO BBI-
MOJTHEHUS MPEJJIOKEHHBIX MIpernogaBaresieM 3aady;

- CAaMOCTOSTEJIbHOE BBITIOJHEHUE 33/1aHUH COTTIAaCHO 0003HAYEHHON TEMATHKH.

OO0paboTka, 0000IIEHHE TOIYYEHHBIX PE3YJIbTATOB PA0OTHI MPOBOIUTCS
OOYYarOIIMMUCST CAaMOCTOSITEILHO WJIM TOJ PYKOBOJCTBOM TpemnojaBatesns (B 3a-
BUCHMOCTH OT CTETIEHH CIIOKHOCTH TOCTABJIICHHBIX 3a7a4). B pesynbTate odopm-
JSI€TCSl MHAMBUAYAIbHBIA OoTueT. [loAroToBNeHHAsA K c1aue Ha KOHTPOJIb U OLIEHKY
paborta cpaetcs mpernogaBaTeno. opma OTYETHOCTH MOXKET OBITh MUChbMEHHAS,
YCTHas WM JBE OJTHOBPEMEHHO. [ TaBHBIM PE3yJIbTaTOM B JAHHOM CIIy4ae CIIYKUT
MOJIYYEHHE TOJIOKUTEIbHON OLEHKHU MO KaXJAOMYy NPAKTUYECKOMY 3aHSITHIO. JTO
SBJIIETCSI HEOOXOIUMBIM YCIIOBHEM TIPH MPOBEICHUN PYOEKHOTO KOHTPOJIS U JI0-
nycka k 3adery. [Ipu monydeHUn HEyAOBJICTBOPUTEIBHBIX PE3yJIbTATOB 00yUaro-
Uica UMeeT MPaBo B JOMOJHUTEIBHOE BpeMs MepecaaTh mpenoaaBaresnto padbory
JI0 TIPOBEICHUS TPOMEKYTOUHON aTTeCTAINH.

Cemunapckue 3anamus

CrnenyeT pa3yMHO OpPTaHU30BBIBaTh PabOTy MO MOJATOTOBKE K CEMHUHAPCKOMY
3aHATHIO. K TemMe Kaxx1oro ceMuHapa Ja€tcsi OnpeAeaEHHbIN TIaH, COCTOSIIIUN U3
HECKOJBKHUX BOMPOCOB, PEKOMEHYETCsI CIIMCOK JIMTEPATypPhl, B TOM YHUCIE, U 005-
3arenpHOM. PaboTy crenyer HauMHATh ¢ MPOUYTEHUS PEKOMEHIOBAHHBIX TJIAB U3
pPa3TUYHBIX YY€OHUKOB, 03HAKOMUTHCS C OCTATHHOM PEKOMEHI0BAHHOM JTUTEPATY-
poii. Jlamee ciemyer mpoaHaIU3UPOBATH MH(POPMAIMIO W3 KAKIOTO MCTOYHHKA.
BbiBO/IbI M3 aHAIM3a JIOJKHBI JIETIAThCSl CAMOCTOSITENIbHO, XOTS B HAYKE HE CJIEIyEeT
npeHeOperaTh aBTOPUTETOM 3HAMEHHUTHIX aBTOPOB, HO CIIEIYyET MMOMHHUTH, YTO HE



BCE Hay4HbIe TOJIOKEHUS SBISAIOTCSA OeccropHoi uctuHoil. Kpurnueckoe otHore-
HUE (KOHEYHO, 00JyMaHHOE) SIBJIIETCS 00s13aTeIbHBIM 3JIEMEHTOM HAay4YHOW aHa-
JUTUYECKOUN pabOTHI.

IToaroroBbTE OTBETHI HA KaXbI BONpOC M1aHa. Kaxxioe monoxxeHne oTBe-
Ta moATBepKaaeTcs (eciu popma ceMuHapa 3TO IPe1yCMaTPUBAET) BBIIECPKKON U3
JnokyMeHTa. [IoAroToBKy ciienyer oTpa3uTh B BUJIE TUIAHA B CIIEHUAIIBHOW TETPAIN
MOATOTOBKHU K CEMUHApaM.

Crnenyer npoayMaTh OTBETHI Ha TaK Ha3bIBAEMbIE «ITPOOJIEMHO-IOTHYECKUE
3ananud. Kaxaoe u3 3Tux 3alaHuiil CBA3aHO C pabOTOI MO CPAaBHEHUIO PA3ITUYHBIX
WUCTOPUYECKHUX SIBJICHHH, OOOCHOBAHHMEM KaKOT0-IMOO Te3Wca, PaCKPBITHEM CO-
JIEpKaHUsl ONpeAesIEHHOro noHATus. Mx cinexgyer mpoaymarts, a Te, KOTOpbIE yKa-
3aHbl MPENOAABaTEIEM, MOXKHO BBIIIOJHUTh KAK KPaTKyK MUCBMEHHYIO paboTy Ha
OJIHOM — IByX TE€TPAJAHBIX CTPAHUYKAX.

Ecnu npenopaBaTeneM NOpyYEHO MOATOTOBUTH JOKJIAA UM COOOUIEHHUE IO
KaKOW-TO yKa3aHHOM TeMe, TO OH TOTOBUTCS U B MIUCbMEHHOM U B yCTHOM (opMe (B
pacuere Ha 5-7 muHyT cooOmienus ). [locie 3Toro HeO6X0IUMO OOCYAUTH €r0 Ha
CEMUHApe Ha MPEAMET COOTBETCTBUS KPUTEPHUSIM: IMOJHOTA, TyOWHA PacCKPBITUS
TE€MBbI, CAMOCTOSITEIIBHOCTh BBIBOJIOB, JIOTUKA PAa3BUTHS MBICIIH.

Ha cemunapckoMm 3aHATUM MPUBETCTBYETCS Jit0Oast (hopmMa BOBJICUEHHOCTH:
ydacTue B 0OCYXJIE€HUHU, JOMOJIHEHUS, KpUTUKA — BCE, YTO MOMoOraeTr oosee moJj-
HOMY U ICHOMY IOHHMMAaHHIO TPOOJIEMBI.

Pe3ynbpraTel paboThl Ha CEMHHApE MPENOIaBATENb OLUEHUBAET U YUUTHIBACT
B XO/I€ MTPOBEACHUSI TEKYILIEr0 KOHTPOJISI U MPOMEXYTOUHON aTTECTAIUU.

Kypcosvie pabomui

[TpoaykT camMoCTOATENbHOM pabOThl 00YyYaroIeTrocs, MPEACTaBISIONIUNA CO-
OOl M3JI0’)KE€HHE B MUCbMEHHOM BHUJE MOIYYEHHBIX PE3yJbTaTOB TEOPETHUECKOTO
aHaIM3a OMpeIeNIeHHON Hay4YHOU (y4eOHO-MCCIEI0BATENbCKOM) TEMBI, TJe aBTOP
PaCKpBIBAET CYTh MCCIIETYyEMOM MPOOJIEMbI, MPUBOIUT PA3IMUHbIC TOUKH 3PEHUS, a
TaK)Ke COOCTBEHHBIE B3IJISI/IbI HA HEe.

Iloocomoska x sk3ameny (3auémy)

K sx3ameny (3au€ty) HEOOXOJUMO TOTOBUTCS ILi€JICHANPABIECHHO, PETyIsIp-
HO, CUCTEMaTHYECKH W C TMEpBBIX AHEH oOydeHus mo maHHoW aucturuivae. [lo-
NBITKK OCBOUTH JUCHUMIUIMHY B MEPUOJ 3a4€THO-3K3aMEHAIIMOHHOW CECCUH, Kak
MpaBUIIO, TOKA3bIBAIOT HE CIMIIKOM yIOBJIETBOPUTEIbHBIE PE3YJIbTATHI.

[Ipu moaroroBke K 3K3aMeHy (3a4€Ty) oOpaTUTe BHMMAaHHE Ha 3alIUTy
MPaKTUYECKUX 3aJ]aHUi HA OCHOBE TEOPETHUECKOTO MaTepuara.

[Ipu moAroToBKE K 3K3aMeHy (3a4€Ty) MO TEOPETUUYECKON YaCTH BBIACIIUTE B
BOIIPOCE TJIaBHOE, CYIIECTBEHHOE (MOHSATHUSI, MPU3HAKU, KJIacCU(PUKAMKU U Tp.),
NPUBEAUTE MPUMEPHI, UIUTIOCTPUPYIOLINE TEOPETUYECKHUE MOJTO0KEHUS.

6. MeToanueckne yKa3aHus 10 0(p)OPMIIEHHIO Pa3HbIX (JOPM OTUETHOCTH
CaMOCTOAITEIbHOI PadoThI

1. Dcce — onHa U3 popM MUCbMEHHBIX padoT, Haubosee 3pPexTuBHAS TpU
OCBOEHUU 0053aTEIbHBIX AUCUUIUIMH U TUCHUIUIMH YacTd, GOpMHUPYEMOH y4yacT-
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HUKaMU 00pa30BaTeNbHBIX OTHOLICHWH. Ponb 3Toi QopMBI KOHTPOJISE OCOOECHHO
Ba)KHA MIPU (POPMUPOBAHUU YHUBEPCAIBHBIX KOMIETEHIIUN BBIMTYCKHUKA, MTPEATO-
Jararnmx npuoOpeTeHne OCHOB T'YMaHUTAPHBIX, COLIMAIBHBIX U 9KOHOMUYECKHUX
3HAaHMM, OCBOEHUE 0A30BBIX METO/I0B COOTBETCTBYIOIINX HaYK.

Hamnucanue scce — 3T0 BapuaHT TBOPYECKOH pabOThI, B KOTOPOM JOHKHA
OBITH BBIPAKEHA MO3UIIMS aBTOpa MO0 U30paHHOM TEME.

Dcce — Mpo3anyeckoe COYMHEHUE HEOOJIBIIOro 00beMa U CBOOOIHON KOM-
MO3UINH, TPAKTYIOIIee TEMY M IPEJCTaBISIIONIEE TOMBITKY NepeaaTh WHANBUIY-
aJIbHbIC BIICUATICHUS U COOOpaKeHHMsI, TaK WM MHAYe, C HEll CBSI3aHHBIE.

Dcce — CpeacTBO, MO3BOJIIONIEE OIEHUTh YMEHHE 00ydJaromerocs MUCh-
MEHHO M3JIaraTh CyTh MTOCTABJIEHHOM MPOOIEMBbI, CAMOCTOSTEIILHO IPOBOIUTD aHa-
JU3 3TOM MPOOJIEMBI C HCIOIB30BAaHUEM KOHIEMIMA U aHAJTUTHYECKOTO MHCTPY-
MEHTapusl COOTBETCTBYIOLIEH MUCIUIUIMHBI, JENaTh BBIBOJBI, 0000IIaomnue aB-
TOPCKYIO MO3UIUIO MO MTOCTABJIEHHOM Mpolieme.

Dcce TOKHO coAepikaTh YETKOE M3JI0KEHHE CYTH MOCTABJIEHHOM mpoobiie-
MBI, BKJIFOYaTh CAMOCTOATEIBHO MPOBEACHHBIN aHAIN3 3TOM MPOOJIEMBI C UCIOJIb-
30BaHUMEM KOHILIECTIUNA M AHAJUTHUUYECKOIO0 HHCTPYMEHTapHsl COOTBETCTBYIOLIEH
JUCHUIUIMHBL, BBIBOJBI, 000OLIAIONIME ABTOPCKYIO MO3UIUIO IO MOCTaBIECHHOU
npobisieMe. B 3aBucuMOCTH OT cnequpuKy JUCHMILUIMHBI (POPMBI 3CCE MOTYT 3Ha-
YUTENIBHO AU(PPEpeHINpPOBaThCA. B HEKOTOPBIX CiIydasX 3TO MOXET ObITh aHAJIN3
COOpaHHBIX O0YYaIOUTUMCSl KOHKPETHBIX JAaHHBIX MO M3y4aeMou mpobieme, aHa-
JIU3 MaTepHalioB U3 CPEICTB MaccOBOM MH(OpMaiuu, moapoOHbId pa3dop mpen-
JIO’)KEHHOM MpenojiaBaresieM MpoosieMbl ¢ Pa3BEPHYTHIMU MOSICHEHUSIMU U aHAIU-
30M MPUMEPOB, WILTIOCTPUPYIOMINX U3ydaeMyro IpooOIeMy U T.J.

TpeboBanust k 3cce MOTYT TpaHC(HOPMHUPOBATHCS B 3aBUCHMOCTH OT KOH-
KPETHOW JMCUHUIUIMHBI, OJHAKO KauyecTBO PabOTHI JOIKHO OICHUBATHCS IO Clie-
JYIOIUM KPUTEPUSIM: CaAMOCTOSITENIbHOCTh BBITIOJIHEHUS, CHIOCOOHOCTh apryMEH-
TUPOBATH MOJIOKEHHUS U BBIBOJIbI, 000CHOBAHHOCTh, YETKOCTh, JAKOHUYHOCTb, OpHU-
TMHAJIBHOCTh NTOCTAHOBKU MPOOJIEMBI, YPOBEHb OCBOEHUS TEMbl U M3JI0KEHUS Ma-
Tepuana (00OCHOBAaHHOCTh OTOOpa Marepuaia, HUCIOIb30BaHUE TMEPBUYHBIX HC-
TOYHUKOB, CIIOCOOHOCTh CAMOCTOSITEIBHO OCMBICIIATH (PaKThl, CTPYKTYpa U JIOTHKa
u3noxxkeHus). s MOArOTOBKM 3cce O0ydYaromemycsi MpeoCTaBIseTCSl CIHUCOK
TEM, CIHCOK OOs3aTeIbHOM W JOMOJHUTENBHON JUTEpaTypbl, TpeOOBaHUSI K
0(hOpPMIICHHUIO.

Cmpykmypa 3cce:

1. TUTYBHBIN JTUCT.

2. IInan.

3. Beenenue ¢ 000CHOBaHHEM BBIOOpPA TEMBI.

4. TekcTOBOE U3JIOKEHUE MaTeprala (OCHOBHAS YacTh).

5. 3akmroueHue ¢ BBIBOJIAMH T10 Beer padoTe.

6. CIIuCOK MCHOJIb30BAHHOW JIUTEPATYPHI.

2. Pegpepam.

Peghepam — dhopma nucbMeHHON pabOThI, KOTOPYIO PEKOMEHIYETCS IpUMe-
HATh TIPU OCBOCHHM JUCHUIUIMH YacTH, (pOopMHpyeMol ydacTHHKaMHU 0Opa3oBa-
TeNbHBIX OoTHOIIEeHUH. Kak mpaBuio, pedepat mpencrapisieT co0oil KpaTKoe U3710-
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YKEHHUE COJAEpP)KAHUSI HAYUYHBIX TPYAOB, JUTEPATyphl MO ONPEICICHHON Hay4yHOU
TEeMe.

Temy pedepata oOydaroniecs: BHIOUpAIOT 1O kenanuio. OCHOBHOUM KpuTe-
puit BbIOOpa — yueOHO-HAYUYHBIN U podecCHOHANTBHBIA HHTEPEC 00YUarOIIerocs.

[]envy Hanucanus — OoJee riayOOKUil YpOBEHb OCBOCHHUSI TEMATHUKU JTUCIU-
winHbel. OOydaronieMycs Npyu HanmucaHUM pedepara MpecTOUT CTaTh MCCIIe0Ba-
TeJeM, B3IJISIHYTh Ha MPOOJIEeMY CaMOCTOSITENIbHO U, MOXET ObITh, OOHAPYXKUTH,
OTKPBITH 1J11 c€0sl TO, YTO OCTABAIOCHh PAHEE HE3AMEUYCHHBIM.

Cmpyxkmypa pedepara BKIIOUAET CICAYIOIMINE KOMIIOHEHTHI:

- TUTYJIbHBIU JIUCT;

COJIEpKaHHUE;

- BBEJICHUE;

- OCHOBHYIO YacCTh;

- 3aKIIIOYEHUE;

- CIHCOK UCIIOJIb30BaHHOM JIUTEPATYPHI;

- -MIPUJIOKECHUSL.

Bo 6sedenuu 000CHOBBIBAETCS aKTyalbHOCTh BBIOPAHHOW TEMbI U JIMYHBIM
WHTEPEC aBTOpa K TEME.

B ocrosHoti yacmu HeoO6X0IMMO OCBETUTD T€ WJIM UHBIE CTOPOHBI TIPOOJIEMBI.
Matepuan OCHOBHOI 4acTu peKOMEeHAyeTcsl u3narath B ¢opme maparpadon. Bua-
yaJjie M3JIaraeTcsi TECOPETUUECKUN MaTepHrall: OMUCKIBAIOTCA pabodyre TEPMUHBI, pac-
CMaTPUBAIOTCSI MUMEIOIIUECS B HAYYHOU JIMTEPATYpEe TEOPETHUUYECKUE KOHICIIINU,
Ba)KHBIE TMOJIOKEHUSI, aCIIEKThI. 3aTeM MPUBOIATCS (HaKTUUECKUE JTaHHbIE: HAOIItO-
JICHUS CTICIIMAIUCTOB, HAOMIOeHUsT 00yUarolerocsi. XopolIo, eCiu yIacTCs KPUTH-
YECKU MPOaHATIM3UPOBATh U COMTOCTABUTH TEOPETUUECKUE U (DAKTUUECKUE JaHHBIE.

B 3axnmouenuu GbopmynupyroTcsi BBIBOJIBI, JA€TCsl OIEHKA MPOBEIACHHOTO
aHaju3a, U3y4eHHOT0 MaTepuala.

Pepepam  odbopmnsieTcs  Ha  IJICKTPOHHOM  HOCHTENE,  IMIPUPT
TimesNewRoman, pazmep — 14 pt, mosst mo 2 cM ¢ kaxaoi ctoporsl. O6bem — 10-
12 ctp. Hymepauusi ctpanuil — 1o 1HeHTPY BHU3Y. CIHUCOK MCIIOJb30BAHHBIX HC-
TOYHMKOB COCTAaBIISIETCSA B ali()aBUTHOM TOPSAJKE METOAOM OuOIrorpadudeckoro
ormcanus o 'OCTy. B ciayuae ucnonbszoBanust matepuasioB HTepHEeT HE0OXO-
JIMMO YKa3bIBaTh AJICKTPOHHbBIEC CAUTBHI.

B Tekcte pedepara B ciiyyae HCMOIb30BAaHUS IIUTAT HEOOXOAUMO JeiaTh
CHOCKM C yKazaHueMm Oubiuorpadyyeckux JaHHBIX M COOTBETCTBYIOIIECH CTpaHU-
1bl. TUTYIBHBIN JTUCT OPOPMIISIETCS B COOTBETCTBUHU C 00pa3liaMu, IpeaocTaBJsie-
MBbIMHU Kadeapoi.

3. [luckyccus (8 pescume oHnaiin).

Juckyccust siBiseTcs OQHOM M3 BaxkHeHmMX (opm oOpa3zoBaTeabHOU Jes-
TEJIHbHOCTH, CTUMYJIUPYIONMICH MHUITMATUBHOCTh YYAIUXCS, PA3BUTHE PEQIICKCHB-
HOTO MBIIUICHUS. B OCHOBE TUCKYCCHU — METOJ OOCYXICHHUS W pa3peuicHus
CIIOPHBIX BOIPOCOB. B oTnmume oT oOcykIeHusl Kak 0OMeHa MHEHUSIMU, JTUCKYC-
CHEl Ha3bIBAIOT 0OCYKIEHUE-CIOp, CTOJIKHOBEHUE TOYEK 3PCHMUS, TIO3UINA U T.1.
Jluckyccust — paBHOMPABHOE OOCYX)IAEHUE O0yJarOIIMMUCs (TIOJT PYKOBOJICTBOM U
C YYETOM IUIAHUPOBAHUS MPENOJaBaTENeM) BOIMPOCOB, HA KOTOPBIX HET €IMHOTO
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OTBETa B XOJI€ OCBOEHHS MaTepuaia M3y4aeMol AUCHUUIUIMHBI. Pe3ynpraToM muc-
KyCCHUU MOXET ObITh 00Illee COTJalleHue, Jydlliee MOHMMaHue, HOBBIM B3Il Ha
npo0semMy, COBMECTHOE penieHue. B onnaitH pexume o0ydaromumcs npejiaraer-
csi OOCY/IUTh 3asIBIICHHYIO TEMY, HAUTH CIIOCOOBI MPOo(heCcCCUOHATBHOTO MOBEICHHUS
B TOUW uiu uHOM cutyanuu. [IpenogaBaTenb BBHIMOMHAET (PYHKIIUN BEIYILIETO JUC-
Kyccuu. OH OIIEHMBAET: aKTUBHOCTh KaXKJIOT'O YYaCTHUKA; CTETICHb BIIAJICHUS 3HA-
HUSMH Ka)KJI0TO YYaCTHHUKA; OPUTMHATBHOCTD MPEIaraéMbIX UeH, peleHuu.

4. Jloxnao (c npesenmayueti)

Jloknao — BUJ caMOCTOATEIBHON pabOThI, COCOOCTBYET (POPMUPOBAHUIO
HABBIKOB HCCIJIEIOBATEILCKON pabOThl, paciIupsieT MO3HABaTEIbHbIE HHTEPECHI,
pUy4aeT KPUTHIECKH MBICIIUTb.

['maBHas 0COOEGHHOCTH AOKJIaJa 3aKJIIOYAeTCs B TOM, YTO Mepes o0ydaro-
HIMMCSI CTOUT 3aJiada MPOJEMOHCTPUPOBATH CBOE OPATOPCKOE MCKYCCTBO, YMEHHE
B T€UEHHUE 5-7 MUHYT KPaTKO U3JIOKUTh OCHOBHBIE MOJIOKEHHSI U3yYEHHOTO Mate-
puasa, ObITh TOTOBBIM OTBETUTDH Ha 33JIaHHBIE BOTIPOCHI.

[TonroroBka gokiaga TpeOyeT OOJBIION CaMOCTOSITEILHOCTH U CEPhE3HOMN
MHTEJJIEKTyallbHOU paboThl. OHa BKIIIOYAET HECKOJIBKO ATAIOB M IpelycMaTpuBa-
€T JJIUTENbHYI0, CUCTEMAaTHUECKYI0 paboTy 00yyarommxcs U MOMOIIb I1€1aroros
10 Mepe HEOOXOIUMOCTH:

— COCTaBJIsieTCs IJIaH JIOKJIa/a IMyTeM O0OOOLIeHHs U JIOTMYECKOTro MOCTpo-
CHHsI MaTepHualia JOKIaa,;

— TOA0MPaIOTCs OCHOBHBIE HCTOUYHUKH WH(OPMAIIUH;

— CHCTeMAaTH3HMPYIOTCS TOJyYeHHBIC CBEJCHHS IMyTEeM U3y4eHHUs HanOojee
BaXHBIX HAayYHBIX pa0OT MO JAHHOW TeMe, MepPevYeHb KOTOPBIX, BO3MOXHO, JaeT
cam TMpenojiaBaTeb;

— JIeTAIoTCS BBIBOJBI M 000OIICHUS B pe3yJbTaTe aHAIN3a U3YYEHHOTO Ma-
Tepuaa, BblIeJIeHUs Hanbosee 3HAUUMbIX ISl PACKPBITUSI TEMBI JOKJIaia (aKkToB,
MHEHUN pa3HbIX YYCHBIX U TPEOOBAaHUSI HOPMATUBHBIX JJOKYMEHTOB.

K nmoxnany mo ykpynHEHHOW TeMe MOTYT NMPHUBJIEKAThCSl HECKOJIBKO 0oOyua-
IOLIUXCS, MEX/Ty KOTOPBIMU PacIpeIestOTCsl BOIPOCH! BBICTYIICHUS.

OOBIYHO B KauecTBe TeM ISl JIOKJIAAOB MpernojaBaTesieM Ipelaraercs TOT
Mmarepuai yueOHOro Kypca, KOTOpbIid He OCBEIIAeTCs B JICKIUSIX, & BHIHOCUTCS Ha ca-
MOCTOsITeNTbHOE H3yueHue. [loaToMy noKianpl, cielaHHbIe Ha MPAKTUYECKUX (CeMHU-
HApPCKUX) 3aHATHUSX, C OJTHON CTOPOHBI, TIO3BOJISIIOT JOTIONHUTH JICKITMOHHBIN MaTepH-
al, a ¢ JPyrod, — Jal0T TMPENoJaBaTeIl0 BO3MOXHOCTh OICHUTh YMEHHsI, 00ydaro-
HIMXCS] CAMOCTOSITENILHO padOTaTh ¢ Y4EOHBIM U HAYYHBIM MaTEpUAIOM.

[TocTpoeHue nokiana, Kak v JIFOOOW APYro MUCbMEHHON paboThl, TpaIUIIU-
OHHO BKJIIOYA€T TPH YaCTH: BCTYIUICHHE, OCHOBHYIO YacTh M 3aKTFOUCHHE.

Bo BcTymieHnn 0603HaYaeTCsl aKTyalbHOCTh HCCIEAYEMOU B JOKJIAne Te-
MBI, YCTaHABIUBAETCS JIOTUYECKAs CBA3b €€ C APYTUMHU TeMaMH.

B ocHOBHO# "yacTu packpbIBaeTcs CoIepKaHUE PacCMaTPUBAEMOT0 BOIIPOCA.

B 3akmtoueHnn popMyIupyIOTCS BBIBOJBI, AETAIOTCS MPEIIOKEHUS U MO~
YEPKHUBACTCS 3HAUEHUE PACCMOTPEHHOM MPOOIEMBI.

JIoKJiag MOKET COMPOBOXKAATHCA Npe3eHTauuei. /lpezenmayusi — 3T0 JOKY-
MEHT WJIU KOMIUIEKT JOKYMEHTOB, NMpPEAHA3HAUYECHHBIM ISl MPEACTAaBICHUS Yero-
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160 (opraHu3aIu, IPoeKTa, MPOAYyKTa U T.1.). Llens nmpe3eHTanum — T0HECTH 10
1EJeBOM ay/IUTOpUM TOJHOIICHHYIO HH(MOpManuio 00 00beKTe Mpe3eHTallud B
ynoOHoM (popme.

[Ipu npoBeneHNN MPAKTUYECKUX (CEMUHAPCKUX) 3aHITHI METOJIOM pa3Bep-
HYTOU Oecefibl MO OTIETbHBIM BOIPOCAM MOXKET BBICTYIUTH 3apaHee IMOJTrOTOB-
JIEHHOE COOOIIIEeHHUE.

Coobwenus OTANYAIOTCS OT JOKJIAJ0B TEM, YTO JAOIMOIHSIIOT BOMPOC (PaKTu-
YECKUM WM CTATUCTHYECKUM MaTEPHAIIOM.

Heo6xoammo BeIpa3uTh CBOE MHEHHUE TIO TTIOBOJY OCTaBIICHHBIX BOTIPOCOB H
MTOCTPOUTH CBOM OTBET B JIOTUYECKOW B3aUMOCBS3H C YK€ BBICKA3aHHBIMU CYKIIe-
HUSMH.

BremonHeHns onpeneneHHpIX TpeOOBaHUI K BRICTYIUICHUSIM OOYJarOIINXCs Ha
MPAKTUICCKUX (CEMUHAPCKUX) 3aHATHSAX SBJSIFOTCS OHUM W3 YCJIOBUM, 00ecIeqn-
BAIOIIUX YCIIEX BBICTYMAIOIINX.

Cpenu HUX MOXHO BBIJICIUTH CIIETYIOIIHE:

1) B3auUMOCBSI3b BBICTYIUICHUS C TIPEIIIECTBYIONIEH TEMOM UM BOIIPOCOM;

2) pacKphITHE CYITHOCTH MPOOIIEMBI;

3) METOJ0JIOTMYeCKOe 3HAYEHUE HCCIEAYyeMOro Bompoca s mpodeccro-
HAJIBHOM U MPAKTUYECKON JESTEIHHOCTH.

5. Kypcosas paboma

Kypcosas paboma — 3amanue, KOTOpOE BBITIOJHACTCA CTYJICHTAMH B BHJIE
HCCIeI0BaTeNbCekoil paboThl. KypcoBbie pabOThl BBIMOJHSIOT MO MpeaMETaM, KO-
TOPBIE SBIISIOTCSI OCHOBHBIMU TIO CTICIIHAIBHOCTH.

Coodeparcanue xypcoBoi pabotsl. Kypcoas paboTa, Kak MpaBujo, BKIOYA-
eT meopemuyecKyro 9acThb — U3JIOKEHUE TMO3UITUN U TOIX0I0B, CIOKHBIITUXCS B
HayKe Mo JaHHOMY BOIPOCY, U anarumuyeckyro (MPaKTUUYECKYIO 4acTh) — COJEP-
KAITyl0 aHalnu3 TpoOJeMbl Ha MPUMEpPe KOHKPETHOW cUTyaluu (Ha TpUMEpe
OPEANPUITHUS, COITUATBLHOMN TPYIITIHI).

KypcoBast pabota B 00s3aTeIbHOM MOPSJIKE COJEPKHUT OrjaBieHue (co-
nep)kaHue), BBeICHHE, TeopeTuueckuii(ue) pasnen(bl), MpakTHUYECKU(Ue) pas-
nen(pl), UHOTa MPOEKTHYI0 YacTh, B KOTOPOM 00YYaIOIIMICS OTpa)kaeT MPOEKT
perieHus paccMaTpuBaeMon MPOOIEMBbl, 3aKIIOYEHUE, CIUCOK JIUTEPATyphl, H
npuiIoKeHus: Mo HeobxomumocTu. OObeM KypcOBOM pabOThI MOXKET BapbHUPO-
BaThCH.

Beedenue nomKHO OBITH BHICTPOCHO IO ONPEACICHHON CTPYKTYPE U JOJIKHO
coJlepKaTh aKTyadbHOCTh (IOJDKHA PACKPBIBATh BAXXHOCTh U3YUYCHHUS pacCMaTpH-
BaeMOl MPOOJIEMATHKHN) UCCIEAOBaHUS, 1eTb (0KUAACMbI KOHEYHBIA PE3yJIbTaT
WCCIICIOBAaHUS ), 3a/1a4 (3Tambl JOCTHXKEHUS 11eJIM) PabOThI (3TO OOBIYHO JIesIaeTCs
B (hopMe MEPEUUCIICHUS: UZYUUMb, NPOAHATUSUPOBAMb, ONUCAMb, BbIAGUMb, UCCTIe-
0osamy, npednodxcums U T.4. KonuuecTBo U cofepxaHue peliaeMbIX 3a7ad JT0JK-
HO COOTBETCTBOBATh Ha3BAaHHIO M COACPIKAHUIO I1aB, maparpadoB), 00beKT (COObI-
THE, SBJICHHUE, MPEAMET Ha KOTOPHIA HAMPaBIEHHO HCCIICIOBAHUS) W TIPEIAMET
(onpeneneHHas 4acTh, CBOMCTBO, XapaKTEPHCTHKA OOBEKTA) MCCIICIOBAHMS, CTe-
neHb pa3paboTaHHOCTH MPOOJIEMbI (aHATU3 HAYYHOW JIMTEPATYPHI 0 TEME HCCIIe-
JOBaHUS. 3/1€Ch BBISABIISIOTCS HanbOosee BaXKHBIC, TUCKYCCHUOHHBIE BOTIPOCHI H3yda-
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€MOU TEeMbI 1 HAUMEHEEe N3YUYEHHBIC aCTIEKTHI TPOOIEMBI), METOOJIOTHIO UCCIIEIO0-
BaHUs (TEOpETUYECKUE Pa3pabOTKU U MPAKTUYECKHUE METOJIbI, C MOMOIIbIO KOTO-
pPBIX pEIIAUCh MOCTABJICHHBIC 3a/layu), CBEACHHUS O CTPYKTYpE HCCIEIOBAHMS.
OcHOBHOE NpeAHa3HAUYCHUE BBEACHHS — ATO MOJTOTOBKA YUTATENsl K MOHUMAaHHUIO
pOo0JIEMAaTUKKU TEMbI KypCOBOM paOOTHI.

OO0bem BBeJIeHUs HE JOJIKEH MPEBBIIATH 2 CTPAHUIIBI.

B ocHosmnoti yacTu packpbIBaeTCsl CYIIHOCTHBIE OCHOBBI, CTPYKTYpPHBIE U
JTUHAMAYECKHUE aCMEKThl UCCIICTyeMOTO SIBJICHUS WJIA TIPOIIecca, 1aeTcs UX Teope-
THYECKOe 000CHOBAHUE C MTUPOKUM HCIIOJIb30BAaHUEM CIICIIUATILHOM JIUTEPATyPHI U
CTAaTUCTHYECKUX MATEPUAJIOB.

PaccMoTpenne kakaoro BOIPOCa 3aBEPIIACTCS 8b16000M, B KOTOPOM JTA€TCs
yrpaBiieHYeCKas OIICHKA MCCIIETyeMOTr0 BOMPOCa, OCYIIECTBIISACTCS JTOTHICCKHMA Tie-
pEXOJl K MOCJEeAYIOIIeMY H3JI0KEeHUI0. MaTepran OCHOBHOM 4YacTU JOJDKEH OBITh
CBSI3aH C COBPEMEHHBIMH TNpOOJIeMaMU TOCYAapCTBEHHOTO (MYHHUIIUIIAIBHOTIO)
ynpasnenusi B Poccun. O6beM 0CHOBHO#M yacTu — 70 20 CTpaHuIl.

OcHoBHas 4yacTh KypcoBO#l pabOThI, KaK MPAaBHIIO, COCTOUT U3 JIBYX (Tpex)
IJIaB.

B nepBoii riaBe paccMaTpUBaETCsl CYIIHOCTh M TEOPETUUECKUE OCHOBBI HC-
CJIEIyeMOTO SBJICHHSI WJIM TIpoliecca (B YaCTHOCTH, MOJIXOJbI U3YYCHHUIO M TOUKH
3peHus MPeACTaBUTENCH pa3IMYHBIX IIKOJ U TeYeHUM). BIABISAIOTCS UX TIpearno-
CBUTKH, YCIIOBUS Pa3BUTHS, XapaKTepU3yeTCs CTPyKTypa (wim kiaccuduraims),
aHAM3UPYIOTCS TIOKA3aTeIu U MX 3HAYUMOCTb.

Bo BTOpoii TimaBe XapakKTEepHW3yIOTCS COCTOSHUE, TUHAMHUKA, TPOOJIEMBI, a
TaK)Xe TCHACHIIMHM Pa3BUTH MCCIASAYEMOTO SBJCHUS WM TIpoliecca (Kak MpaBHIo,
3a MOCTEAHNE HECKOIBKO JIET). BBISBISIIOTCS M OIEHUBAIOTCS OTKJIOHCHHS TTPAKTH-
KA OT TCOPWHU, YCTAHABIWBAIOTCS IIOJOKUTEIbHBIC W HETATUBHBIC TCHICHIINH,
OTMMCHIBAIOTCS CIIOCOOBI YCTPAHEHHS MIIA OCJIA0JICHUS UX JIEHCTBHUS.

ConeprxaHue TJIaB OCHOBHOM YacTH JOJDKHO TOYHO COOTBETCTBOBATH TEME
KyPCOBOIi paOOThI ¥ TIOJHOCTHIO PACKPHIBATH €€.

B 3aknouenuu monBoasTCS WUTOTH HCCIEAOBaHUS, (POPMYyIUPYIOTCS KpaT-
KH€, CAMOCTOSITEIbHBIEC BHIBOJIBI IO COACpKaHUIO paboThl. Kak mpaBuiio, cogepxa-
TEJBHBIM ACTMEKT 3aKIIOYEHUSI OINpEAeNsIeTcs] MOCTaBICHHOW B paboTe IENbl0 U
chOpMyIMPOBAHHBIMU 3aJa4aMH. 3JI€Ch K€ OTMEUaeTCs MPaKTUYECKas HaIpas-
JIEHHOCTb U IIEHHOCTh PabO0ThI, 00IaCTh €€ HACTOSIIIETO UM BO3MOXKHOTO OyayIiie-
rO MPUMEHEHUS.

BaxHO TOKa3aTh, 4TO MOCTABJICHHBIC 33aJ1a4d PEIICHBI M IEb JOCTUTHYTA.
Ecnmu mpoBeneHHOE HCCIIEIOBaHWE HE JTOCTHIJIO IIEJH, HEOOXOJAMMO OTMETHUTH,
HACKOJIbKO aBTOPY yAAJIOCh MPHOJU3UTHCS K PEIICHUIO JTaHHBIX 3a7a9 U UMECTCS
JIM BO3MOKHOCTH PEIINTh MX MOJTHOCTHIO WIIA YaCTHYHO.

BriBog B 3aKitOUE€HHMH HE JIOJDKEH MPEJCTaBISAThH COOOW MEXaHWYECKOTO
CYMMHPOBaHHSI pe3lOMe, COJAEpIKAIUXCs B KOHIE TJiaB. B 3akirodeHun JOHKEeH
coJlep KaThCsl OOITUI UTOT BCETO MCCIEAOBAHMS, €T0 KOHEYHBIN Pe3yIIbTar.

PekoMeHnyeMblit 00beM 3aKiIIOueHus: — 2-3 CTPaHHUIIBI.

7. IlepeyeHb yueOHO-METOAMYECKOr0 o0ecnevYeHus AJIsl CAMOCTOSITEIbHOM
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padoTHI 00y4aKOIIMXCH MO JMCHHUILVINHE (MOLYJII0)

CamocrosTenbHas paboTa 00y4aromUXCsl BKIIOYAET CIIECTYIONINE (POPMBI:

- ayIUTOpPHAsi CaMOCTOATENbHAs paboTa;

- BHEAYJUTOPHAsI CAMOCTOSITENIbHAs padoTa;

- TBOpYECKAasi, B TOM UHCIIE HAyYHO-UCCIIEeI0BaTeIbCKas padoTa.

AyautopHasi camocTosiTelbHasi paboTa OO0ydaroIMXcs MO JaHHOW JMCIIH-
IUTMHE TIPETyCMaTPUBAET:

- BBITIOJTHEHUE CAMOCTOATEIBHBIX PaboT;

- BBITIOJTHEHUE KOHTPOJIBHBIX U MPAKTUYECKUX padoT;

- peLIeHHE 3a7]a4 TEOPETUUECKON U IPAKTUYECKOW HAIPABJIEHHOCTH;

- paboTy CO CIIPaBOYHOM, METOIUYECKON U HAYYHOU JIUTEPaTypOH;

- pELIEHNE KEHCOB, EJI0BBIE UTPHI.

OCHOBHBIMHU BUJaMH CAMOCTOSITENIbHOM pabOThl 00y4aroUuxcs Mpu U3yue-
HUU JAHHOU TUCHUTUTUHBI SBJISIFOTCS:

- MOATOTOBKA K AayAMTOPHBIM 3aHATUSM U BBIIOJIHEHUE 33aJaHUIl pa3HOro
YPOBHS CIIO)KHOCTH: K IPOOJIEMHBIM JIEKLUSM, CEMHUHApaMm, AUCKYCCHUAM, KOJIJIO-
KBUYMaM H T.IL.;

- U3y4YEHHE OTAENIbHBIX TEM WJIM BOIPOCOB yuye€OHOW IHCUUIUIMHBI, COCTaB-
JI€HHE KOHCIIEKTOB, CAMOKOHTPOJIb 3HAHU;

- BBITMIOJTHEHHE KOHTPOJBHBIX pad0T, KOHTPOJIBHBIX JOMAITHUX paboT, TBOP-
YECKMX 3aJJaHUM;

- MOATOTOBKA JIOKJIAJI0B, COOOIIeHUH, pedepaToB, scce, Mpe3eHTAIHA, U T.1.;

- BBINIOJIHEHHWE TECTOBBIX 3aJaHUil C UCIOJb30BAaHUEM HWHTEPHET-
TPEHAXKEPOB;

- MOATOTOBKA K YYaCTHIO B HAYYHBIX U HAYYHO-TIPAKTUIECKUX KOH(EpeHIH-
X U CEMUHapax.

Meponpusitus, co3aarouue NpeArnoChUIK U YCJIOBUS AJI pealu3aluu ca-
MOCTOSITENIbHON PaboThI, JOJKHBI TIPEyCMaTPUBATh 00ECIICUCHHE KaXKI0ro 00Y-
YaOIIETO:

- METOAMKAaMHU BBIIIOJIHEHUS! TEOPETUYECKHMX M MpPaKTHUYeCKux (y4eOHO-
UCCIIEIOBATENbCKUX U JIp.) paboT;

- “H()OPMAIMOHHBIMU pPecypcaMu (CIPaBOYHUKH, yUeOHBIE TOCOOMs, OaHKU
WH/IMBUIYAJIbHBIX 33JaHUi, 00yJaroIme mporpaMMsbl U T.J1.);

- METOJAMYECKMMHU MaTepuaiamu (yKa3aHHs, PYKOBOJCTBA, MPAKTUKYMBI H
T.1L.);

- KOHTPOJMPYIOIUMHU MaTepraiaMu (TECThl, KOMIBIOTEPU3UPOBAHHOE Te-
CTUPOBAHHUE);

- KOHCYJIBTAIUSIMU;

- BO3MOKHOCTBIO ITyOJMYHOTO OOCYKICHHSI TEOPETUUECKUX W/UIU TIPAKTU-
YECKUX Pe3ybTaTOB, MOJYUYEHHBIX OO0YYarOIMIMMHCS CaMOCTOSITENbHO (KOH(pepeH-
MU, KOHKYPCBI).

8. ®oHA OLIEHOYHBIX CPEACTB A5 NPOBeIeHNs MPOMEKYTOUYHOMH aTTecTAlMN
o0yuarouuxcst o JUCHUIIHHE (MOAYJII0)
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®onp onleHOYHBIX cpeacts (nanee — @OC) — KOMIUIEKT METOJUYECKUX Ma-
TEpPUAJIOB, HOPMUPYIOIIUX MPOLEAYpPHl OLICHUBAHUS PE3YJIbTAaTOB OOy4YEHHs, T.€.
YCTaHOBJICHUS] COOTBETCTBUS YUEOHBIX JOCTHXKEHHUM 3aIJIAHUPOBAHHBIM PE3yJibTa-
taM oOyuenus: u TpeboBanusim OIl BO, pabouux mporpamMm AUCHUIUIMH (MOMY-
aeit). ®OC npenHa3HaueH Uil MPOBEACHUS TEKYIIETO KOHTPOJISI YCIIEBAEMOCTU U
MPOMEKYTOUYHOM aTTeCTALMH.

@OC kak cucreMa OLIEHUBAaHUS COCTOMUT U3 CIEIYIOIINX OCHOBHBIX YacCTEH:

1. ®oH/ OLICHOUYHBIX CPEICTB: 00IIas XapaKTEPUCTHUKA;

2. IlepeueHb KOMIIETEHIIMH C YKa3aHHEM STAloB UX (POPMUPOBAHUS:

2.1. KommeTeHIIMM ¢ yKa3aHUEM JTanoB WX (OPMUPOBAHUS B MPOIECCE
OCBOEHHSI IUCUUIUTMHBI U UHJIUKATOPBI UX JOCTUKEHUS.

2.2. IInanupyembie pe3yabTaThl 00YUSHHsI IO JUCIUILTNHE, COOTHECEHHBIE C
WHUKATOPaMH JIOCTUKEHUST KOMITETEHIIUH.

3. [TacnopT poHJa OLIEHOUHBIX CPEJICTB TEKYIIETO KOHTPOJIsS, COOTHECEHHBIX
C UHJIMKATOPaMHU JOCTUKEHHSI KOMITETEHIUH.

4. Buapl TeKylero KOHTPOJIA, a TaKKe MOKa3aTe U KPUTEPUU UX OLICHU-
BaHUs (110 BUIAM).

5. CozepxaHue OLICHOYHBIX CPEJICTB TEKYIEro KOHTPOJIS, COOTHECEHHBIX C
WHUKATOPaMH JIOCTUKEHUST KOMITETEHIIUH.

6. ConmeprkaHre OLIEHOYHBIX CPEICTB MPOMEKYTOYHON aTTEeCTAI[H, COOTHE-
CEHHBIX C UHANKATOPAMH TOCTH>KEHHSI KOMIIETEHIUH.

/. Kputepun OLEHUBAaHUS PE3yIbTAaTOB OOYYEHHUs MPOMEKYTOUHOH arTe-
CTal¥ MO JUCHUIUINHE.

DOC sBaseTcs HEOTHEMIIEMOM YacThlO pabouell MporpaMMbl JUCHUTIINHBI
u opopmieH kak [Ipunoxxenne k paboueli mporpamMmme AUCIUIUIUHBI.

Bonpocwt 014 noozomoeku k 3auemy:

1. Tlonstue nmoxkymenrta. Buabl n kimaccudukanus ymnpaBlIEHYECKUX OKY-
MEHTOB.

2. 3agaun u PyHKIMH CITYy>KO JET0MPOU3BOACTBRA.

3. Ucropust pa3BUTHS CUCTEMBI 1€TONPOU3BO/ICTBA.

4. OCHOBHBIE 3aKOHOJATEIbHBIE, HOPMATUBHO-METOINYECKUE JOKYMEHTHI B
cdepe ToKyMeHTalMoHHOTO obecrieuenus ynpasnenus. (Xapakrepuctuka ['OCT P
6.30-2003 «YHudunupoBaHHbIE CUCTEMbI JOKYMEHTAIUU. Y HU(DUIIMPOBAaHHAS CHU-
CTeMa OpPTraHU3alMOHHO-PACTIOPSIUTEILHON JOKyMEHTauu. TpeboBaHUS K
0(OPMIICHUIO TOKYMEHTOBY).

5. YHudukanus u cTanaapTu3anus J0KyMEeHTAIUH.

6. OcHOBHbIE TpeOOBaHUS K COCTaBJIEHUIO U O(OPMIICHHUIO JTOKYMEHTOB.
(I'OCT P 6.30-2003). KpaTtkast xapakTepHUCTHKA.

7. Ilonatue pekBU3UTa JOKyMeHTa. TpeOoBaHus, MPeabsIBIsIEMbIEe K 0pOpM-
JIEHUIO PEKBU3UTOB.

8. TpeboBaHuek O1aHKaM TOKyMEHTOB.

9. TpeboBaHMEe K CTUIIIO IETOBBIX TOKYMEHTOB.

10. OcobenHocTH OPOPMICHUS PEKBU3UTOB: OTMETKA O HAIUYUH MPHIIOKE-
HUIl, HAUMEHOBAaHUE OpPTaHM3AIMN — aBTOpa JAOKyMEHTa, IPU{Q COTIaCOBaHUS J0-
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KyMEHTA.

11. Ocobennoctu odopmMIleHHS PEKBU3UTOB: dMOJeMa OpraHu3alvu, MOj-
MUCh, OTTUCK TICYATH.

12. OcobenHoctu opopmiIeHHs] peKBU3UTOB: HA3BaHUE BUJIA JOKYMEHTA, Ja-
Ta, pETUCTPAIIMOHHBIA HOMEP TOKyMEHTa

13. OcobenHoctu ohopmIIeHHS] PEKBU3UTOB: CChUIKA Ha PETUCTPAIMOHHBIN
HOMED U JIaTy JOKYMEHTa, 3ar0oJIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHUS U U3/1a-
HUS TOKyMEHTA.

14. Ocobennoctu opopMiICHUST PEKBU3UTOB: aJipecaT, PE30IONNs, OTMETKA
O HaJIMYWU TPUIIOKEHUH, CIIPaBOYHBIE JaHHBIE 00 OPTaHU3AIINH.

15. HaznaueHnune u cocTtaB OpraHu3aiOHHO-IIPAaBOBOM JOKYMEHTALINH.

16. UHCTpyKIIUU: BUIBI, COCTAB COJEPKATEIBHON YacTH, OPOPMIICHUE PEK-
BHU3UTOB.

17. YcraB, NOJI0XKEHUE: COCTAB COAEPKATEIbHOW YacTH, OhOpMIIEHUE PEK-
BHU3UTOB.

18. OcoOeHHOCTH MOATOTOBKM M HANKCAHUS PACHOPSAUTEIbHBIX JTOKYMEH-
TOB (0oopMieHHE JIF0O0TO JOKYMEHTA MO BHIOOPY 00YyUarOIIerocs).

19. Ilpuka3s, BbIIUCKA U3 MPHUKa3a: OCOOEHHOCTH MOATOTOBKH, 0(OPMIICHHUS
PEKBU3UTOB (TIpuMep 0hOPMIICHHUS ).

20. Crneuuduka opopmiaeHus: pacropsbKeHUM, perienuii (mpumep odopmiie-
HUS).

21. Xapakrepuctuka HH(HOPMAIMOHHO-CITPABOYHBIX TOKYMEHTOB. TpedoBa-
HUs K odopmieHuto (opopmieHue a000ro T0KyMeHTa Mo BbIOOPY 00ydaroiiero-
cs).

22. IIpoTOKOJ: BHJIBI, COCTAB COJEPKATEIbHON YacTH, PEKBU3HUTHI (IIpUMEP
o(opMIICHHS TTPOTOKOJIA).

23. AKT: COCTaB COJIepKaTeIbHON YacTH, PEKBU3UTOB (mpumep odopmuie-
HUSA).

24. CnpaBka: 0COOCHHOCTH COCTaBJICHUs, 0(hOPMIICHUS PEKBU3UTOB.

25. OObscHUTENbHAsA, AOKJIAAHAs 3alUCKU: OCOOEHHOCTH COCTaBIICHUS,
oopMIIEHUSI PEKBU3UTOB (MPUMEPHI 0(HOPMIICHNUS ).

26. CocraB 1 Ha3HauYEHUE CIYKeOHOU (nmenoBoit) nepenucku. Knaccuduka-
1Sl JOKYMEHTOB, COCTABIISIOIINX NIEPETHCKY.

277 IlpaBunantpedoBanuskaenoBoMynucbMy. Buasimucem. Crienndukananuc
AHUSABCTYIUTEILHONN 3aKIIOYUTEILHON yacTu (mpumep ohopMIICHUS MO BBHIOOPY
oOyyaroierocs).

28. Ilucemo (MHUIIUATHBHOE, WHPOPMAITMOHHOE): OCOOCHHOCTH COCTaBJIC-
HUsA, 0(POPMIICHUSI PEKBU3UTOB (MpUMep 0POpMIICHUS).

29. Oco0eHHOCTH MOArOTOBKHM JOKYMEHTOB IO JINYHOMY COCTaBy MpEANpHU-
ATHUSL.

30.Tpy0BOif OTOBOP: COCTaB COJAEPKATEIHHOU YacTH, 0(DOPMIICHHE PEK-
BHU3UTOB.

31. Ilpukassl 0 TMYHOMY COCTaBY: OCOOCHHOCTH MOATOTOBKH, O(hOpMIICHHE
PEKBHU3UTOB.

32. JInunbie nokyMeHTbl. OCOOCHHOCTH HAMMUCAHUS 3asBIICHUSI.

18



33. McxoaHble MOHATHS 1€TONPOU3BOCTBA.

34. Jlenonpou3BOICTBO U €ro CTAHOBJICHHE.

33. lokyMeHT u ero ¢GyHKIIUH.

36. Kimaccuduxarnus 1enoBoi Oymar.

37. O6mue HOpMBI U TIpaBuia opopmMiIeHUE TOKYMEHTOB.

38. Knaccudukaius u CTpyKTypa OpraHu3alluOHHO-PACTIOPSAUTENbHBIX J10-
kymeHToB (OPJI).

39. Cocras pekBuzutoB OP/I.

40. biiaHKM TOKYMEHTOB.

41. TpeboBanue k opopmienuro pekBu3sutoB OPJI.

42. TpeboBanus Kk 0pOPMIICHHIO PEKBU3UTOB Pa3MEIIAEMbIX HA IOJIE yTJIO-
BOT'O ¥ IPOJOJIBHOT'O IITAMIIOB.

43. TpeboBanusa K 0(GOPMIIEHHUIO PEKBU3UTOB pa3MEIaeMbIX Ha paboueM
MOJI€ TOKYMEHTHI.

44. TpeboBaHue K 0HOPMIICHUIO PEKBU3UTOB Ha CITY>KEOHOM I10JIe JOKYMEHTA.

45. OdopmiieHHe OpraHU3alMOHHBIX JOKYMEHTOB 0(OpMIICHHE PacopsiIu-
TEJIbHBIX JOKYMEHTOB.

46. Odopmiierrie THPOPMAITUOHHO-CIIPABOYHOM IOKYMEHTAITHS.

47. lokyMeHTanus 1o TPYIOBbIM OTHOIIIEHUSIM.

48. Knaccudukanuys J0KyMEHTOB 10 JUYHOMY COCTaBY.

49. OdopmiieHrE JOKYMEHTOB NP MOCTYIJICHUU HA PadoTy.

50. OdopmiieHrE U 3aMOTHEHUE TPYAOBOU KHIKKH.

51. CocTaB AOKYMEHTALMK MO0 0POPMIIIEMOM TIPH YBOJIbHEHUU paOOTHHKA.

52. OCHOBBI OpTraHU3alUH EJI0 MPOU3BOJICTBO.

53. OpranuzaiiioHHasi CTPyKTypa CJIy»ObI J1€J10 TPOU3BOICTBO.

54. Opranuzaiusi JOKyMEHTO000pOTa.

55. ITpoxoxkaeHre U NOPSAIOK UCTIOJTHEHUS BXOJAIINX JOKYMEHTOB.

56. [IpoxoxaeHrne UCXOAAIUX TOKYMEHTOB.

57. IlpoxoxaeHre BHYTPEHHUX JOKYMEHTOB.

58. Pabora ¢ koH(DUIEHIIUATEHBIMU TOKYMEHTAMH.

58. Perucrpanuu 10KyMEHTOB.

60. KoHTpoJIb 32 UCTIOJHEHHE IOKYMEHTOB.

9. IlepevyeHb OCHOBHOM M JONMOJTHUTEJLHONH YUeOHOI JTUTEpPATYyPHI,
HEe00X0AMMOii 17151 OCBOCHUS TUCUUILIMHBI (MOTYJIA)

@) OCHOGHAA TUmMepamypa:

1. I'po3oBa, O.C. Jlenonpou3BOACTBO : y4eOHOE IocoOme st BY30B /
O. C.I'pozoBa. — 2-¢ uza. — Mocksa : U3pgatensctBo Opaiit, 2024. — 131 c. —
(Beiciiee obpaszosanue). — ISBN 978-5-534-15964-6. — TekcT : 31eKTpOHHBIN //
O6pazoBatenbHas maTdopma Opaiit [caifT]. —
URL.: https://urait.ru/bcode/539522.

2. yBanosa, H. H. OcHoBBI nenonpou3BoAcTBa. S3bIK CiIykeOHOTO JOKY-
MeHTa : yuyeOnuk s By3oB / H. H. lllyBanosa, A. }O. MBanoBa ; mojg oOmieit pe-
nakmuert H. H. IllyBamoBoii. — 3-e u3., mepepad. u gom. — Mocksa : M3gaTenbcTBO
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FOpaiit, 2025. — 355 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-20343-1. —
Texcr : onektpoHHbl // OOpazoBaTenbHas 1atdopma IOpaiit [cailt]. —
URL.: https://urait.ru/bcode/560174.

0) oononnumenvHan 1umepamypa:

1. Joponuna, JI. A. OpraHuzamusi ¥ TEXHOJIOTHS JIOKYMEHTAIlMOHHOTO
oOecrieueHusl YIpaBleHUs : YYeOHUK U MpakTukym it By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3z., nepepad. u gomn. — Mocksa : M3gatensctBo FOpaiir,
2025. — 270 c. — (Bsicmiee obOpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr :
anekTpoHHbn  //  OOpaszoBatenbHas — 1argopma  HOpaitt  [caitt]. -
URL.: https://urait.ru/bcode/560116.

10. IIpodeccuonanbHbie 6a3bl JAHHBIX U HH(POPMANIMOHHbIE CIIPABOYHbIE
CHCTEMBI

1. www.biblio-online.ru — snexkrponHast Oubmuoreunas cucrema «HOpanT,
JOCTYI B on-line pexxum K GOJIbIIOMY YUCITYy HaMMEHOBaHMM MOHOTpaduii, yuaed-
HUKOB, CIPaBOYHHUKOB, HAyYHBIX XYpPHAJIOB, AHCCEPTAMA W HAyYHBIX CTaTCH B
pa3imuuHbIX 00nactsax 3HaHud. @oHa OBC MOCTOSHHO MOMOJIHAETCS AJIEKTPOHHBI-
MU BEPCHSMHU H3IaHUNA POCCHMCKUX M3ATEIBCTB, a TAKXKE MPOU3BEICHUSIMHU OT-
JeNbHBIX aBTOPOB. DOH/I 31EKTPOHHOM OnbmuoTeku cocranisier 6oaee 6000 yueod-
HUKOB U y4€OHBIX MOCOOHIA.

2. WwWw.e-xecutive.ru — obyugarorieecs CooOmecTBo MeHekepoB. K yuya-
CTHIO B ITPOEKTE MPUBJICYCHBI JIyUYIIINE OTCYCCTBEHHBIC U 3apy0e)KHbIC KOMIIAHUH U
OpTaHU3aIiH, IPU3HAHHBIC BO BCEM MHPE SKCIIEPTHI, AHATUTUKU U KOHCYJIbTAHTHI.
WMHpopManmoHHbIE pecypChl caldTa MPEACTABISIOT CTPATEIHYECKYI0 HHPOPMAIIHIO
JUJIS MEHEIKEPOB-TTPOECCUOHATIOB.

3. http://www.aup.ru — busHec-nopran npeaHasHaveH I PyKOBOIUTEICH,
MEHE[’KEPOB, MapKETOJIOTOB, ((MHAHCUCTOB U YKOHOMHCTOB Tpeanpustuii. OcHo-
BOH rmopTaja SBJISCTCS DJICKTPOHHAsT OMOIMOTEKa JIEIOBOM JUTEPAaTyphl U JOKY-
MEHTOB, a TaKxe OHM3Hec-(hOpyM IO Pa3IMIHBIM aCIIEKTaM TEOPUHU U MTPAKTUKU Op-
TaHW3AIH, TUTAHUPOBAHUS U YIIPABIICHUS JIEATEITHBHOCTHIO TIPEIITPHSITHHA.

4. http://ecsocman.hse.ru — ®enepanbHbiii 00pa3oBaTEIbHBINA TOPTAT «IKO-
HoMuKa. Cormonorus. MeHeDKMEHT» — 3TO CUCTeMa TeMAaTUYEeCKHX Ipodeccro-
HAJIBHBIX CAWTOB, BBITIOJHCHHBIX TI0 CXOJHOMY 3aMBICITy U PabOTaONIUX B CTUHBIX
cTaHaaprax ooMeHa uHpopmalmei.

5. http://window.edu.ru — Mudopmanuonnas cuctema «EnuHoe okHO J10-
cTyna K oOpa3oBaTelbHBIM pecypcam» OOBEAMHSET B €AMHOE MH(POPMAIMOHHOE
MIPOCTPAHCTBO AJIEKTPOHHBIE PECYPCHI CBOOOAHOTO JOCTYyIA /ISl BCEX ypOBHEH 00-
pasoBanus B Poccumn. B paznene «bubnuoreka» mpencraBieHo 6osee 28 000
y4eOHO-METOINYECKUX MAaTEPHUAJIOB.

6. http://www.mevriz.ru/ — »xypHaa COaepXUT MaTepHuajbl M0 TEOPHUHU, Opra-
HU3AIMHA 1 SKOHOMUKE MEHEDKMEHTA, YIPABJICHUIO MEPCOHATIOM, ((MHAHCOBOMY U
OTPAcICBOMY MEHEIKMEHTY, YIPABICHUIO MEXIYHAPOAHBIM OW3HECOM, YIpaB-
JICHYECKOMY KOHCAJITUHTY, HOBBIM TEXHOJIOTHSIM MEHEKMEHTA.

7. http://www.reputationinstitute.com/ — MHCTUTYT H3y4eHHUs pemyTaluu
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(Reputationlnstitute), CIIIA.

8. http://www.rjm.ru/ — Hay4HbI# )ypHaI B o0nactu ympasienus «Poccuii-
CKUH )KypHAJl MCHEIDKMEHTAY.

9. http://www.garant.ru/ — CipaBounasi npaBoBas cucreMa «I"apaHr».

10. Matepuanbl IO COIMATEHO-YKOHOMHYECKOMY TMOJIOKCHHUIO U Pa3BUTHIO B
Poccunm — http://www.finansy.ru.

11. Odunmanbubiii caiit banka Poccum (aHanmutuyeckue MmaTepuaibl) —
http://www.cbr.ru.

12. Odunmaneueiii caiit denepanbHOil CITyKObI TOCYJApPCTBEHHOM CTaTH-
ctuku Poccuiickoit denepanuun. [DnekTpoHHBIN pecype]. — Pesxxum nocryma: http://
www.gKs.ru.

11. Ilepevyenb MH(OPMANUOHHBIX TEXHOJIOTHI, HCIIOJb3YeMbIX IIPH
OCYIIECTBJIEHMH 00PA30BaTEJIbHOI0 NMPOLECCA MO AUCIHUTIIUHE (MOLYJII0),
BKJII0YAs epeYeHb MPOrPaAMMHOI0 o0ecnevyeHnsi 1 MH(POPMANMOHHBIX
CNIPABOYHBIX CUCTEM (IIPH HEOOXOAMMOCTH)

NudopmaiimoHHbie TEXHOJIOTHMH OXBaThIBAIOT BCE PECYPChI, HEOOXOAUMbBIC
JUTISL yIpaBieHus: “HPOpMalnei, 0COOEHHO KOMIBIOTEPHI, MPOrpaMMHOE oOecte-
YeHUE U CETH, HEOOXOUMBIE JIJIsi CO3JIaHUsl, XPaHECHUS, YIIPABJICHUS, MIepeadl U
noucka nHpopmanuu. MHPOpMaIIMOHHBIE TEXHOJIOTHH, UCIIOJIb3YEMbIE B y4EOHOM
MpoIlecce: KOMITbIOTEPHBIE CETH, TEPMUHAIBI (KOMIBIOTEP, COTOBBIC TeIC(OHHI,
TEJIEBU30D), YCIYTH (IEKTPOHHAS IMOYTA, TOUCKOBBIE CUCTEMBI).

Peanuzanust y4eOHOM IUCHUIUIMHBI TpeOyeT HaJIUYUS KOMIIBIOTEPHOTO
KJIacca Co CIEAYIOMIMM 00eCIIEeYeHUEM:

- u3 pacuéra 1 nomenienue Ha 1 (ogHy) rpynmy ody4yaembix u 1 (oauH) npe-
MO/IaBaTelNb MPEJOCTABIIACTCS MOMEIEHHE ¢ Pa0OYNMMH MECTaMH, C KOMIIbIOTEpa-
Mu (ABTromaTtusupoBaHHbie Paboune Mecra, APM), o0beAMHEHHBIMU B JIOKAJIh-
Hyto ceTb (JIBC);

- TIPETIOIaBaTENIO MPEOCTABIISIETCS YUE€THAS 3aMKUCh C MTPaBaMU JIOKAJIbHOTO
Y CETEeBOr0 aMUHHUCTpaToOpa Ha Bcex APM;

- xapaktepuctuku APM: OC ne nmke Windows XP SP3, IE 6.0; anmapart-
Hoe oOecneuenne: He Hike IntelPentium III 1000 MI', 512 M6 RAM, 80 I'6
HDD, SVGA (1024x768x32), 100 Mour EthernetAdapter;

- xapaktepuctuku cetu: 100 Mout FastEthernet, nanuune nocryna B Un-
TEpHET;

- MPOEKTOP C BO3MOKHOCTBIO MOJKIIIOUEHUE K pazbeMy D-Sub u, xenarens-
1o, DVI unu Bo3moskHOCTh moakmrouenus Flash-nakonurens;

- TIPOCKIIUOHHBINA PKpaH ¢ OCJIBIM MPOCKIIMOHHBIM MOJIOTHOM 0€3 KPYITHBIX
buszngeckux ne(eKToB;

- JIBC nomxHa MMETh BBICOKOCKOPOCTHOE MOJKIII0UeHUE K ceTu Internet.

12. Onucanue MaTepuaJIbLHO-TeXHUYECKOH 0a3bl, HEOOXOAUMOI 11t
OCyIIIeCTBJIEHUS] 00Pa30BaTEJbHOI0 MPOLECcca MO IMCHUIINHE (MOTYJII0)
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JIeKMOHHBIE ayAUTOPUH, aAyAUTOPUH ISl POBEACHUS MPAKTHYESCKUX 3aHS-
TUW, OCHAIICHHBIC CPEACTBAMHU JIJIi MYJIbTUMEAUNHBIX MPE3eHTalUM, UPPOBOH
ayquo- U BUAeo- (hUKcAluu, U BOCHPOU3BEACHUS MH(GOPMAIMK, KOMIIBIOTEPHOU
TEXHUKOHN C JIMIEH3UPOBAHHBIM MPOTPAMMHBIM OOECIIEUeHHEM, TaKeTaMU MpPaBoO-
BBIX U JPYTUX MPUKIIATHBIX TPOrpaMM O TEMATUKE TUCIUILTAHBI.

Peanuzanus nporpamMmbl y4eOHON TUCHUIUIMHBI TpEOYyeT HAIMYUE y4eOHOTO
kabunera (ayautopuu). O6opynoBanue yueOHOro kabuHera (ayAUTOPUH) TIPEATo-
JaraeT KOMIUIEKT CIeIUaIM3UPOBAaHHON MeOenu IIs:

- OpraHu3aiuu padbodero MecTa Mpeno aBaTelis;

- Opra’u3aiuu paboyux MeCT 00y4aroIuXcs;

- PAalMOHAJIBHOIO Pa3MEILECHUS U XPAHEHHSI CPEJICTB 00YUEHUS;

- OpraHu3aly UCIO0JIb30BaHUs annaparyphl.

[Ipy u3yyeHUM IUCUUIUIMHBI WCIOJIB3YIOTCS ayAUTOpUU, 00OPYJAOBaHHBIE
MYJIBTUMEIUMHBIMUA CPEJICTBAMU OOYUEHHUsSI: TMPOECKTOPOM, HOYTOYKOM, MHTEPAK-
TUBHOM JOCKOW. Mcnonb30BaHHE MHTEPHET-PECYPCOB MPEANOJIAraeT MPOBEICHUE
3aHATHI B KOMIBIOTEPHBIX KJlaccax C BbIX0JOM B MHTepHeT. B KOoMMBbIOTEpHBIX
KJlaccax oOywaronyecs UMEIOT JOCTyll K MH(POPMAlMOHHBIM pecypcaM, K 0asze
JMaHHBIX OuOMMoTeKu. [[ns oOydaromuxcs C OrpaHUYEHHBIMH BO3MOKHOCTSMU
3I0pOBbsi HEOOXOUMBI CIIELMATIbHBIE YCIOBUS JUIsl TOJMydeHus oOpa3oBaHus. B
HEIsAX JOCTYIHOCTH TOJYYE€HHsI BBICIIErO0 00pa3oBaHHs MO 00pa3oBaTEbHBIM
nporpaMMaM HMHBAJIUAAMU U JIMI[AMUA C OTPAHUYECHHBIMH BO3MOKHOCTSIMU 370pO-
Bbsl IHCTUTYTOM 00O€ecIieunBaeTcs:

1. Hannuue anbTepHAaTUBHON Bepcun oduimanbHoro caiira MHcTutyTa B ce-
] «HTepHEeT» I C1a00BUAAIINX.

2. IlpucyTcTBHE acCCHUCTEHTa, OKa3bIBAIOIIETO OOydYaromemycsi HeoOXOu-
MYIO TIOMOIIIb.

3.Jl1s1 MHBAJIMZIOB U JIUIl C OTPAHUYEHHBIMH BO3MOXXHOCTSIMHU 3JI0POBBSI 110
CIIyXy — qyOnupoBaHUE BCIyX CIIPABOYHOU MH(MOPMAIIUU O PACTIMCAHUH YIEOHBIX
3aHATHI; 0OecrieYeHre HaJJIeKaIlUMHA 3ByKOBBIMH CPEJICTBAMU BOCIIPOU3BEICHUS
uHdopMaIuu.

4. J171s1 ’HBAIUIOB M JIMI] C OTPAHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBBSI, UME-
IONMX HAapYIIEHUs OIOPHO-BUTATEIILHOTO armapara, CO3JaHbl MaTepUabHO-
TEXHUUYECKHE YCJIOBUS, OOECIEUMBAIOLINE BO3MOXKHOCTH OECHPENSITCTBEHHOIO JI0-
CTyIa O0yJaroluxcsl B y4eOHbIC MOMEIICHHs, 00BEKTY MUTaHUs, TyaJeTHBIE U JIPY-
rue TmomMenicHns MHCTUTyTa, a Takke NpeObIBaHMS B YyKa3aHHBIX ITOMEIIECHHUSIX
(HayTM4Ke pacIIMPeHHBIX IBEPHBIX IPOEMOB, TOPYUHEH U IPYTUX MPUCTOCOOJICHUT).

[Tpu mpoBeneHNN MPAKTUYCCKUX U JICKITMOHHBIX 3aHSATHH, a TaK)Ke MPHU BbI-
MOJIHEHUH CaMOCTOSITENIbHOM pabOThl MCHOJIB3YIOTCS TaKUME MPOrpaMMHbBIE MPO-
nykThl, kKak Word, Excel, Power Point, Internet Explorer.

Jiist 6oree yriryOJIeHHOTO U3y4eHUsI TUCIUILIMHBI M PACCMOTPEHUS €€ MpakK-
TUYECKUX ACHEKTOB MpenycMOTpeHo wucnoiib3oBanue cucteM CIIC «I'apant» u
CIIC «KoncynbranT [ntoc», 4To 1aeT BO3MOKHOCTh CBOEBPEMEHHO OTCIIEKUBATh
U3MEHEHHUS B HOPMATUBHO-TIPABOBOM 0a3e, periaMeHTUPYIOUIEH KOMMEpPUYECKYIO
NEeATEIbHOCTh OPraHu3alui.
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13. IIporpammHoe obecneyeHne (KOMIUIEKT JUIEH3MOHHOTO MPOrPAMMHOI0
obecrneyeHms)

JIJIsl TIOBBINICHHUSI KauyecTBa IOJATOTOBKM M OICHKH IOJYYCHHBIX 3HAHHM
JacTh MPAKTUYCCKUX 3aHATHUH IJIAHUPYETCS MMPOBOJIUTH B KOMIIBIOTEPHOM KJIacce C
HCIIOJIB30BaHueM KomItoHeHToB MicrosoftOffice 2007, 2008, 2010: Word, Excel,
Access, PowerPoint, Visio, 1C: [Ipeanpustue.
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