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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

CopepxaHue

1. MNepeyeHb NnaHMpyeMbix pesynbTaToB 00y4eHWs No AMCUMUMIMHE (MOAY0), COOTHECEHHBIX C MNaHUPyEMbIMIA
pesynbtatamm ocsoeHms OlNMOI BO

2. MecTto gucumnnuxbl (mogyns) B cTpykType OIMOI BO

3. Obbem oncumnnnHbl (MOJJ,yJ'ISI) B 3a4€THbIX eOnHMUAax C yka3daHneM Konmyectsa 4acoB, BblAeNNIeHHbIX HA KOHTakKTHYHO
paboTy obyyatowmxcs ¢ npenogasatenem (Mo BuoamM y4ebHbIX 3aHATUI) 1 HA CaMOCTOSITeNbHYO paboTy 0byHaroWwmnxcs

4. CopepxaHue OMcuMnInHbl (MOayns), CTPYKTYpUpPOBaHHOE Mo TeMaMm (pa3fenam) ¢ ykasaHueM OTBeAEHHOro Ha HIX
KONMYeCTBa aKa4eMN4ecknx YacoB 1 BULOB yHeOHbIX 3aHSATUM

4.1. CTpyKTypa 1 TEMATNYECKMIA NMNaH KOHTAKTHOW 1 CAMOCTOSITENBHOM paboThl MO AUCLMNANHE (MOAYIIO)
4.2. ConepxaHue oMcuMnanHbl (Moayns)

5. NepeyeHb y4ebHO-MeToAMYECKOro 0BecrneyeHmnst AN CaMOCTOSTENbHOM paboTbl 0byyarowmxes no AUCLUUNInHe
(Momynio)

6. POHA OLEHOYHbIX CPEACTB NO AUCUMNIMHE (MOLOYHO)
7. MNepeyeHb nutepatypbl, HEO6XOANMOW A1 OCBOEHWS LMCLUMNAMHBI (MOAYNS)

8. MepeyeHb pecypcoB NHPOPMALIMOHHO-TENEKOMMYHUKALIMOHHOW ceTh "IHTepHeT", He0bX0ANMbIX AJ1s1 OCBOEHUS
ANCUUNAnHBI (MOayns)

9. MeTonmyeckue ykasaHusi ons oby4arowmnxcs no 0CBOEHWIO JUCUMIIHBI (MOZYNS)

10. MNMepeyeHb MHAOPMALMOHHBIX TEXHONMOTWIA, UCMOMNb3YEMbIX NPY OCYWECTBNEHM 06pasoBaTeNnbHOro npouecca no
OMCUMNIVHE (MOAYNio), BKNloYas NepeyeHb NporpaMMHOro obecrnedeHns n MHOPMALIMOHHbBIX CMPaBOYHbIX CUCTEM (NpK
HeobX04MMOCTHN)

11. OnncaHue maTepuanbHO-TeXHUYecko 6a3bl, He0BX0AMMOI ANs ocylecTBNeHNs 0bpa3oBaTeNbHOro npoLecca no
OMcumnnanmHe (MoLynto)

12. Cpe,EI,CTBa agantaunm npenonaBaHnua oUCUNNNNHDI (MO,EI,yJ'I;I) K I'IOTpeéHOCTFIM 06yqa|ou4v|xc;| MHBanNnOoB 1 nny, C
orpaHn4eHHbIMM BO3MOXHOCTAMN 300p0BbA

13. MNpunoxeHne Ne1. doHA OLEHOYHbIX CPEaCTB
14. MpunoxeHue Ne2. MNepeyeHb nTepaTypbl, HEOHXOAMMON NS OCBOEHWS OUCLIMMNWHBI (MOLYNS)

15. MpunoxeHue Ne3. NepeyveHb NHPOPMALIMOHHBIX TEXHONOMNIA, UCMOMNb3YEMbIX OS5I OCBOEHUS OUCLMIMIMHBI (MOSYy”Ns),
BK/I0YAS NepeyeHb NPOrpaMMHOro obecneyeHms N MHEOOPMALIMOHHBIX CMPaBOYHBIX CUCTEM
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

Mporpammy omcuunnmHel paspaboTtan(a)(n) LoueHT, K.H. boykapesa T.H. (Kadenpa negaroruku, qoakynbTeT NCUXonorm
n neparoruku), tatyana-n-boch@mail.ru

1. MepeyeHb NNaHMpyeMbIX pe3ynbTaToB 06yyeHUs No QUCLUNINHE (MOOYNI0), COOTHECEHHbIX C MIaHUPYEeMbIMU
peaynbtatamm ocBoeHns OMOIM BO

Obyuqarowumitcsi, OCBOVBWNIA AUCLUNAUHY (MOOY/b), LOMXEH obnanaTtb cneayowmnmMy KOMNeTEHLUAMU:

LWndop PaclumndppoBka
KOMMeTeHuUn npuobpeTaeMoi KOMNETeHLMK
OK-4 CNOCOBHOCTbIO POPMUPOBATL PECYPCHO-MHAPOPMALIMOHHBIE Ba3bl Ans

OCYLLECTBNEHNS NPAKTUYECKON NESTENbHOCTM B Pa3nnyHbIX cgpepax

OK-5 CrnocobHOCTbIO caMoCcTosITENbHO NprobpeTaTtb U NCMONb30BaTh, B TOM YUCNE C
NOMOLLbIO MHGOPMALNOHHbBIX TEXHONOMUIA, HOBbIE 3HAHUS U YMEHWS,
HenocpenCcTBEHHO He CBA3aHHbIe CO cdpeport MPOdPEeCCNOHaNIbHOM OesATeNbHOCTH

OrK-1 rOTOBHOCTbIO OCYLLECTBNATb NPOJIECCUOHANbHYIO KOMMYHUKALIMIO B YCTHOW U
NMCbMEHHOM hopMax Ha PYCCKOM Y MHOCTPAHHOM 53blKax AN peweHns 3anau
NpoheCCUOHaNbHOWN OeaTenbHOCTH

Orik-3 rOTOBHOCTbIO B3aUMOAENCTBOBATL C y4acTHMKaMu obpa3oBaTenbHOro npoLecca u
coumanbHbIMU NapTHeEPaMn, PyKOBOAMTbL KONNEKTMBOM, TONEPaHTHO BOCNPUHMMAsS
coumanbHble, 3STHOKOHPECCUOHANbHBIE N KYNbTYPHbIE pasnnyns

MnK-14 rOTOBHOCTbIO MCCNen0BaThb, OPraHn30BbIBaTb W OLEHMBATb YrpaBieHYeCcKnii
NPOLIECC C MCMOMb30BAHNEM NHHOBALMOHHbBIX TEXHONIOTNIA MEHEIXMEHTA,
COOTBETCTBYIOLMX OBWUM 1 CREeLMPUHECKUM 3aKOHOMEPHOCTSAM PasBUTUS
yrnpaBnsiemMon CUCTEMbI

O6yyatolmincs, 0OCBOMBLINA LUCLMUMANHY (MOOYNb):

JonxeH BeMOHCTpMPOBaTh CMOCOBHOCTL Y FOTOBHOCTb:

CnocobHOCTb hOPMMPOBATL PECYPCHO-UHPOPMALIMOHHBIE 6a3bl AN OCYLLECTBNEHUS NPAKTUYECKOA LeSATENBHOCTM B
pas3nnyHbIX copepax

CnocobHOCTb caMoCTOSTENBHO NprobpeTaTb U UCMONb30BaTb, B TOM YACAE C NOMOLWbIO0 UHDOPMALIMOHHBIX
TEXHOSOrMI, HOBble 3HaHUA N YMe 1S, HENOCPEACTBEHHO He CBA3aHHble CO cdpeport NPOPECCMOHaNbHOA
nearenbHocTn

COTOBHOCTb OCYLWECTBASATb NMPOECCUOHANBHYIO KOMMYHMKALMIO B YCTHOM U MUCbMEHHOW (hOpMax Ha PYCCKOM 1
WHOCTPaHHOM $13blkax O/ pelleHuns 3anaq npotecCcroHanbHOM AesTENbHOCTY

[TOTOBHOCTb B3aUMOAENCTBOBATb C y4acTHUKaMy 06pa3oBaTeNbHOro NpoLecca 1 counanbHbIMU NapTHeEpamim,
PYKOBOAWTb KONNEKTUBOM, TONEPAHTHO BOCMPUHMMAs CoLManbHble, STHOKOH(DECCUOHANBHbIE U KYNbTYpPHbLIE pPasnmuns

COTOBHOCTb UCCNENOBaTh, OPraHM30BbLIBATb M OLEHMBATL YNpaBieHYecKunii NPOLECC C UCMONb30BaHNEM
VHHOBALIMOHHbIX TEXHONOMNIA MEHEXMEHTa, COOTBETCTBYIOLMX OOIWMM 1 cneumndnyeckmm 3aKkOHOMEPHOCTSM
pasBUTUS YNpaBiseMoi CUCTEMBI

2. Mecto aucuunnuHbl (Moayns) B ctpyktype OMOIM BO

JaHHasa gucumnnuHa (Mogynb) BkNtoYeHa B pasgen "B1.B.AB.4 OucumnnuHbl (Mogynn)" OCHOBHON NPOtheCCUOHANbHOW
obpaszoBatenbHoi nporpammel 44.04.01 "Meparornyeckoe obpasosaHue (YnpasneHue OOWKONbHOW 06pa3oBaTefibHOM
opraHusauueit)" n 0OTHOCUTCS K AUCUMIAMHAM Mo BbiBopy.

OcBauBaetcs Ha 2, 3 kypcax B 4, 5 cemecTpax.

3. O6bem gucumunanHbl (MOayns) B 3a4eTHbIX eguHMLaX ¢ YKa3aHMeM KONMYecTBa YacoB, Bbloe/IeHHbIX Ha
KOHTaKTHyI0 paboTy oby4yaloLuxcs ¢ npenopasaresnem (Mo BUAAM yuyeOHbIX 3aHATUI) U HA CaMOCTOSATE/IbHYIO
paboTy obyuatloLmxcs

Obwas TpynoeMKOCTb AUCLMMAUHBI COCTaBNSET 2 3a4eTHbIX(ble) eanHML(bI) HA 72 Yaca(oB).

KoHTtakTHasi paboTa - 30 yaca(oB), B TOM 4Mcne nekuun - 8 yaca(os), npakTndeckne 3aHaTus - 22 yaca(os),
nabopatopHble paboTbl - 0 Yaca(oB), KOHTPONb CaMOCTOSITENLHOW paboThl - 0 yaca(os).

CamocTositenbHas paboTta - 38 yaca(os).
KoHTponb (3a4éT / ak3aMeH) - 4 yaca(os).
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CDopMa NMPOMEXYTOYHOIro KOHTPOJIA ANCUMNNINHDBI: OTCYTCTBYET B 4 ceMecCTpe; 3a4eT B 5 cemMecTpe.

4. CopepXxaHue OUCLUNNNHBI (MOAYNSA), CTPYKTYPMPOBaHHOE MO TeMaMm (pa3penam) ¢ yKkasaHMeM OTBe4eHHOro Ha
HUX KOonyecTBa akageMunyeckmnx yacos v BuaooB y‘-IeGHbIX 3aHATUNA

4.1 CTpyKTypa 1 TemaTM4yeckuii niaH KOHTaKTHOM M CaMOCTOSITe/IbHOW PaboThbl N0 AUCLUNAUHE (MOBYNIO)

Buabl u yachbl
KOHTaKTHOW paboTbl,

Paspenbl oucuMninHbl / MX TPYAO0EMKOCTb CamocTosiTenbHas
N Monyns Cemectp (B yacax) pa6ota
MpakTuyeckuellaboparopHble
Jlekumm 3aHATUSA paboTbl

Tema 1. BeeneHune B
1.|DoKyMeHT0060p0T 06pa3oBaTenbHbIX 4 2 4 0 8

opraHusauui

Tema 2. ['ocynapcTBeHHOe
2. perynuposaHue gokymeHtoobopoTa 4 0 4 0 8
3 Tema 3. OcHOBHble BUAObI 4 0 5 0 8

‘[BokymMeHTOB, X Knaccudomkaums

Tema 4. OpraHunsauus
4.|nokymeHToobopoTa B 5 2 6 0 7
06pas3oBaTenbHO OpraHu3aLmum

Tema 5. Vicnonb3oBaHmne cuctem

5.[anekTpoHHOro nokymeHToobopoTa B 5 4 6 0 7
opraHmsaumm
Toro 8 22 0 38

4.2 ComepxaHue auCUUMIUHLI (MOBYNS)
Tema 1. BBepeHue B B,oKyMeHTO060pOT 06pa3oBaTesibHbIX OpraHu3auumn

WNcTopus penonponssoacTBa U OCHOBHbIE 3Tanbl €ro pas3BnTUS Kak Hayku. MNpenmerT, uenum, cogepxaHue u CTpyktypa
AmcumnnmHbl. JJOKyMEHTUpPOBaHUE Kak NPOLECC CO30aHUS OKYMEHTOB, TO ECTb PErNAaMEHTMPOBAHHAS 3anunch
UHgopMaumm Ha Bymare unu opyrom HocuTene, obecnednBaiolas ee ropuamydeckyto cuny. OpraHnsaums paboTbl ¢
LLOKYMEHTaMM Kak CO3[aHne ONTMManbHbIX YCNOBUIA AN BCEX BUAOB paboThl 4OKYMEHTaMM; BKIOYAET OpraHn3aumio
LLOKYMEHTO060pOTa (IBMXEHNS OOKYMEHTA C MOMEHTA CO30aHUS UMW NOMYYEHNS L0 UCNOMHEHUS UK OTNPaBKK),
XpaHeHue OOKYMEHTOB U X UCMONb30BaHNE. 3Ha4YEHNe OENONPOU3BOLACTBRA.

3akoHomaTenbHble aKTbl, pernaMeHTupyowmne nenonpomn3soncteo

PaCCMOTpeTb BOMNpPOCHI Heobx0aMMOCTH OOKYMEHTMPOBAHUA OeATeNNbHOCTN opraHn3aunmn n ee 3Ha4eHune. BOI'IpOCbI
paﬁoTbI Mo XpaHeHN0 NOKYMEHTOB B opraHmn3aunn n B cneumann3npoBaHHbIX apXMBHbIX y4peXOeHUAX, X 3Ha4eHns.

Tema 2. T'ocynapcTBEHHOE perynimpoBaHue O0KyMeHToobopoTa

MoHaTMe N YHKUMM OOKYMEHTA. YHUMPULMPOBaHHbIE CUCTEMBI AOKYMEHTaUun. YHUULMPOBaHHAs cuctema
OpraH13auUvoHHO-pacnopsauTeNbHON LokyMeHTauumn. TpeboBaHns K 0popMNeHNto BokymeHToB. Mocctanaapt Poccum
o1 31 niona 1997 ropa Homep 273 1 TOCT P 51141798 ?Denonpon3BoACcTBO U apXuBHoe Aeno. TepMuHbl 1
onpeneneHns, yTBepXAeHHbIn noctaHosneHem Mocctanpapta Poccum ot 27 chespans 1998 rona Homep 28.

CDyHKLI,I/II/I OOKYMEHTOB! obuime 1 cneunanbHble: MH(popMauunoHHas, coumnanbHas, KOMMyHUKaTUBHas, KynbTypHas,
ynpaejieH4eckas, npasoBas, NCTOpMU4eCKas.

TpeboBaHUs K TeKCTaM ClyXeBOHbIX AOKYMEHTOB: KPATKOCTb U TOYHOCTb U3NOXEHWS MHCDOPMALIMK, UCKNIOYEHNE
LBOSIKOrO TONKOBAHUS, 06 EKTUBHOCTb 1 OCTOBEPHOCTb MHZDOPMALIMK, COCTaBNEHNE NPOCTbIX LOKYMEHTOB,
CTPYKTYpMpOBaH/Ee TEKCTa AOKYMEHTA, WMPOKOE UCMONb30BaHNE TpadpapeTHbIX 1 TUMOBbLIX TEKCTOB NP ONUCaHNUK
MOBTOPSIOWMXCS YNPABNEHYECKNX CUTYyaLNiA.

A3bIK U cTUNb CJ'Iy>Ke6HbIX OOKYMEHTOB: Hel7|TpaJ'IbeII7I TOH N3NO0XEeHUsA, TOYHOCTb N ACHOCTb N3N0XEHUA, NCKNIDYEeHne
NOBTOPOB N OTCYTCTBMNE U3NTNLLHNX I'IO,D,p06HOCTeI7I, yn0Tpe6neHV|e YCTOIZLIMBbIX, wabnoHHbIX CNNOBOCOYETAHNIA,
yn0Tpe6neHV|e cneunalibHbIX TEPMNHOB, NCMNOJIb30BaHNE COKpalleHHbIX CNOoB 1 Op.

TpeboBaHus, npeabssnsemMble kK 6naHkam nokyMeHToB. Hambonee ynotpebutenbHble coopmatbl A4, A5, ncnonb3osaHve
6naHkos coopmata A3 1 A6. bnaHkn [OKYMEHTOB B YHUPULMPOBAHHON CUCTEME OPraHU3aLMOHHO-PaCNoPSANTENbCKO
LOKYMEHTALMW.

O3HakoMUTbCS M 06CYANTE HOPMATUBHO- CMPABOYHYIO JOKYMEHTAUMIO MO PErynmpoBaHnio opraHmaaumnm
nokymeHToobopoTta. O6cyanTb NOHSATVE CTaHAAPTOB OGPOPMIIEHNS LOKYMEHTALUMN, MPUMEHEHME YHUDULIMPOBAHHbIX
(POPM [OKYMEHTOB, M VX 3HAYEHUe B OpraHm3aumm 0okymeHToobopoTa. O3HaKOMUTLCS C CUCTEMOM CMPaBOYHIKOB U
KnaccngorkaTopoB AOKYMEHTOB.

Tema 3. OCHOBHble BUAbl AOKYMEHTOB, UX Knaccudpukaumsi
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

KJ'IaCCVIq.)I/IKaLI,I/ISI OOKYMEHTOB, €€ OCHOBHbIE NMPU3HakKun. KﬂaCCI/ICpVIKaLI,VIFI OOKYMEHTOB - OefieHne OOKYMEHTOB Ha KNnaccChbl
no Hanbonee obwWMM npu3Hakam, cxoncTtea 1 pa3nnydmda OKyMEeHTOB.

"pynnbl [OKYMEHTOB: NepBast - LOKYMEHTbI MO 0BLWMM 1 a AMUHUCTPATUBHBIM BOMPOCaM, T.€. Mo Bonpocam oblwero
PYKOBOACTBA NPEANPUATUEM U Er0 LEeSTENbHOCTBIO; BTOPAs - 4OKYMEHTbBI MO OYHKLMSIM YNpaBneHus.

KﬂaCCI/Iq.)I/IKaLI,I/IH CJ'Iy)KeﬁHbIX OOKYMEHTOB: OOKyMeHTauna no aoMMHNUCTPATUBHBIM BOMNPOCAaM; OOKyMeHTauuna rno
matepranbHO-TEXHNYECKOMY CHaﬁ)KeHI/IIO; OOKYMEeHTauun4 no nnaHMpoBsaHUIo; OKyMeHTauns no OﬂepaTMBHOIZ
0eATe/IbHOCTU; AOKyMeHTauuns no 6yxranTepCKomy ydeTy; OOKyMeHTauuns no NnoArotoeke N pacCtaHOBKE KanpoB;
JOKYMeHTauums no oHaHCOBO-KPEeAUTHbIM 1N BHELWHETOProBbIM BOMpocam v T.4.

Mo MecTy cocTaBneHMs: BHyTPEHHUE (OOKYMEHTbI, COCTaBMsieMble paboTHMKaMK AaHHOr0 NPEeAnpUsaTUS) U BHEWHWE
(BOKYMEHTBI, MOCTynatowWwme U3 apyrux NpeanpusTnii, opraHn3aunin u oT YacTHbIX NnL).

Mo cTeneHu yHUdprkaumum (No doopme) LOKYMEHTbI: MHAMBUAYyabHble, TUMOBbLIE, TpadapeTHbIe, MPUMEpHbIe,
YHUCPMUMPOBAHHbIE B BUAE aHKeTbl 1 Tabnuubl.

Mo NPONCXOXOEHUIO: cnyxeéHb|e, 3artparmearouime NHTepechbl NpeanpuaTna, opraHn3aunmn; nn4Hble, Kacarlmnecs
KOHKPEeTHOro nuua n asnatowmnecsa UMeHHbIMI.

Mo BUAY 0OOPMNIEHUS OOKYMEHTbI: OpUrHasbl (I'IO,EI,J'II/IHHVIKVI), KOnun, BbINNCKN, ,D,y6l'|l/IKaTbI.

Knaccuchrkaums no HauMeHoBaHMIO: NPVKasbl, PACMOPSIXEHWS], MNaHbl Y OTYETbI, aKThl, MPOTOKObI, OrOBOPbI, YCTaBbI,
WHCTPYKLMW, LOBEPEHHOCTM U T.4.

Mo cnocoby dorkcaumum HGoPMaLMm: NNCbMEHHbIE (PYKOMUCHbBIE, MaWWHOMNMCHbIE, TUMOorpagickue, NoAroTOBNEHHbIE Ha
MHOXMTENbHBIX annapaTax, HanedyaTtaHHble Ha NepcoHanbHbIX KOMMbloTepax), rpadomyeckue 1 goTo- OoHOo-
KWHOOOKYMEHTbI.

Mo cTeneHun cnoxHocTu: NPOCTble N CNOXHble OOKYMEHTbI.

Mo cTeneHn rnacHocTu: OOKYMEHTbl OTKPbITbIE (HecereTHble) N OOKYMEHTbI C OorpaHn4eHHbIM OOCTYMOM.
Mo }OpI/I,EI,I/I'-IeCKOVI cune NOKYMEHTbI: NoANIMHHbIEe N NOONOXHbIE.

Mo CpoKaM NUCMNONMHEeHNA: CPOYHble N HECPOYHbIE.

Mo CpokaM XpaHeHns 0OKYMEeHTbl BpEMEHHOIro 1 NOCTOAHHOIO CpokKa XpaHeHus.

Mo cTeneHun obsi3aTenbHOCTU: I/IH(*)OpMaLI,I/IOHHbIe, conepXxalne ceeneHna n (paKTbI [0} I'IpOMSBO,D,CTBeHHOIZ M NHOM
neAaATeNlbHOCTN opraHM3au|/||7|; ONPEKTUBHbIE - obsi3aTenbHble ons NCMNONHEeHNs, HOCALWNe XapakTep POpM,D,I/I‘-IGCKOI;I mnmn
TEXHUYECKOW HOPMBbI.

CocTaBnTb OOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHI/IFIMI/I CTaHOapToB.

Tema 4. OpraHusauusi BoKyMeHToo60poTa B 06pa3oBaTe/ibHOM OpraHM3auum
OpraHusauus nokymeHtoobopota, pabota ¢ gJokymeHTamu. [lena: HoMeHknatypa aoen, (oopMrMpoBaHue aen.

I'Ip|/|eM n o6pa60TKa BXOoOAWMNX OOKYMEHTOB. PaboTa ¢ ncxonsimumm OOKYyMeHTaMu. Cxema pa60Ta C BHYTPEHHUMU
OOKyMeHTaMu. KOHTpOJ'Ib MCNONHeHns N0OKYMEHTOB.

MonrotoBka AOKYMEHTOB U Len K NMOCTOSHHOMY WK BPEMEHHOMY XpaHeHuo. Mepenada oen B apxme 1 YHUHTOXEHWE
LLOKYMEHTOB.

Cpe,EI.CTBa COCTaB/ieHMA TEeKCTOBbIX OOKYMEHTOB, CpencTtBa KOnnMpoBaHuA 1 onepatnBHOro pasmMHOXeHns 0OKYMEHTOB.
Cpe,EI.CTBa XpaHeHns 1 NonckKa OOKYMEHTOB. Cpe,ﬂ,CTBa nepegayv Hgopmaumn.

CocTaBuTb HOMeHKNaTypy Len obpa3oBaTte/ibHO opraHnsaumm.

Tema 5. Ucnonb3oBaHne CUCTEM ANEeKTPOHHOro .D,OKyMGHTOOﬁOpOTa B opraHn3sauuvmum

Mcnonb3oBaHme nepcoHanbHOro KoMnbloTepa B Aenonponssoactee. lNporpaMmHoe obecrieyeHune noenonpon3esoncTea,
Mncnonb3oBaHne CUCTEM INTIEKTPOHHOIO ,EI.OKYMeHTOO60pOTa.

CoBpeMeHHble OPrTeXHNYEcKne cpencTea, Ucrnonb3yemble B cryxbax Aenonponssoactea. MHOXuUTeNbHAs TEXHMKA U
KOMMbIOTEPDI B 4E10NPON3BOACTBE. BO3MOXHOCTM 9NEKTPOHHON NOYThI 41 NEPECHINKM U NONYyYeHNs [OKYMEHTOB Yepe3
ceTb Internet.

MpoBecTn TeCTUPOBaHNE B PEXUME OEMO-BEPCUM CUCTEM 3NIEKTPOHHOMO NOKYyMEHTO060poTa C aHanM3oM NnepcrnekTms
ncnonb3osaHus B pabore.

5. MepeyeHb yueO6HO-MeTOAMUYECKOrO O6ecneyeHus Ajisi cCaMoCTosiTeNbHON paboThl o6yyaroLMxcs no
AucuunnuHe (Moayno)

CamocTosiTenbHas pabota 0by4arolyxcs BbINOMHAETCS N0 3a0aHNI0 U MPU METOLMYECKOM PYKOBOACTBE Npenofasatens,
HO 6e3 ero HenocpeACTBEHHOro y4acTns. CamocTosiTenbHas pabota nogpasnensieTcsl Ha CaMoCTOATENbHYIO paboTy Ha
ayLUTOPHBIX 3aHATUSIX U HA BHEAYAUTOPHYIO CaMOCTOSTENbHYI0 paboTy. CamocToaTenbHas paboTta obyyarowmxcs
BK/OYAET Kak MOMHOCTbIO CAaMOCTOSITENIbHOE OCBOEHNE OTLEMNbHBIX TEM (Pa3fenos) AUCLMMANUHBI, Tak 1 NpopaboTky Tem
(pa3penos), ocBaMBaEMbIX BO BPEMS ayanTopHON paboTel. Bo BpeMsi caMocTosiTeNnbHOM paboTbl 0ByYatoWwmnecs YnuTarT u
KOHCMEKTUPYIOT y4eBOHYI0, Hay4HYHO 1 CMIPABOYHYIO MTEPATYPY, BINONHAT 3aaHUs, HANPaBNEHHbIE HAa 3aKpenneHne
3HaHW 1 0TPaBOTKY YMEHUIA U HABBIKOB, FOTOBSTCS K TEKYLWEMY 1 MPOMEXYTOYHOMY KOHTPOSO MO AUCLMUMIUHE.

OpraHunsaumsi caMocTosTeNbHOM paboTbl 0Oy4alOWNXCA PernaMeHTMpyeTCsl HOPMaTUBHBIMU JOKYMEHTaMu,
yuyebHO-MeToANYEeCcKOon NUTepaTypoii N aNeKTPOHHbLIMM 00pa30BaTeNbHbIMU Pecypcamm, BKoYas:
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

Mopsnok opraHM3aLummy 1 oCyLecTBIEHNS 0Dpa3oBaTenbHON AeaTENbHOCTY NO 06pasoBaTebHbLIM NPOrpaMMam BbiCLIErO
obpaszoBaHus - nporpammam bakanaepuara, nporpamMmMam crieuuanuteTa, nporpammam MarucTpatypbl (YTBepXAeH
npvkasom MuHucTepcTBa obpasoBaHust U Hayku Poccuiickoin ®enepauun ot 5 anpens 2017 rona Ne301)

MucbMo MuHucTepcTea obpasosaHus Poccuiickoin depepaunm Ne14-55-996mH/15 ot 27 Hosibps 2002 r. "O6
aKTVBM3aLMM CaMoCTOATENBHOM paboThl CTYAEHTOB BbICLIMX y4EOHbIX 3aBEAEHUIA"

YcTaB cheaepanbHOro rocyapcTBeHHOr0 aBTOHOMHOIO 06pa3oBaTensHOro yupexaeHns "KasaHckmin (MprBonxckuii)
denepanbHbI yHUBepcuTet”

MpaBuna BHyTPEHHEro pacnopsaka enepansHOro rocynapCTBEHHOO aBTOHOMHOMO 06pa30BaTENbHOMO yHpeXaeH s
BbICLEro npodgeccroHanbHoro obpasosanus "KasaHckuii (Mpreonxckuid) coenepanbHblii yHUBEpPCUTET"

JlokanbHble HopMaTMBHbIE akThl KazaHckoro (IpuBonxckoro) coenepansHoro yHusepcuTeta

6. POHA, OLLEHOUYHbIX CPEeACTB MO AUCUUMNIMHE (MOAYNIO)

®DOoHAO OLEHOYHbIX cpencTs no gucunnnnHe (Mo,u,ymo) BKIOYaEeT OLUEeHO4YHble MaTepuasibl, HanpaB/ieHHble Ha NPOBEPKY
OCBOEHMNS KOMMETEHUWNA, B TOM YMCIE 3HAHWN, yMeHVII7I 1 HaBblkoB. POHAO OLEHOYHbIX cpencTs BKO4YaeT oueHOYHble
cpencTea TekKylero KoOHTponda 1 oueHo4YHble cpenctea ﬂpOMe)KyTOLIHOIZ arrectauumn.

B choHLe OLEeHOYHBIX CPEACTB COAEPXUTCS Creaytolas uHpopmMaums:

- COOTBETCTBME KOMMETEHUUI NNaHMpPyeMbIM peadynbTatam oby4eHus o JucUnnivHe (Momynio);

- KPUTEPUM OLIEHMBAHNS CHOPMUPOBAHHOCTY KOMMETEHLWIA;

- MEXaHU3M (DOPMUPOBAHMS OLIEHKYM MO AMCUMNVHE (MOAYNIO);

- onucaHve nopsiaka NPUMEHeHUs U NpoLeaypbl OLEHMBAHNS LS KaXA0r0 OLEHOYHOro CPeacTBa;
- KpUTEpPUM OLIEHMBAHNS 015 KaXA0ro OLEeHOYHOro CpecTBa;

- cogepXaHue OLEHOYHbIX CPeacTB, BK/oYas TpeboBaHus, NpeabsBisemMble K 0ecTBUSAM 0bydatowmxcs,
IEMOHCTPVPYeMbIM peadynbTaTtaMm, 3a1aHns PasnnyHbIX TUMOB.

DOoHAO OLEHOYHbIX cpencTs no gucumninHe HaxogonTcs B an/IﬂO)KeHI/IVI 1k nporpamme oucumnnnHbl (MO,EI,yJ'II'O).

7. NepeyeHb nuTepatypbl, HEO6XO0AUMMON OIS OCBOEHUS OUCLUNMHBI (MOAyNst)

OcBoeHVe aucuMNAUHLI (MOSYNS) NpeLnonaraeT U3yYeHrne OCHOBHOW 1 LONONHUTENLHOW y4ebHOM nuTepaTypbi.
NuTtepatypa MoxeT ObITb AOCTYMHA 00yyalowWwmuMcs B O4HOM U3 BYX BapUaHTOB (M160 B 060MX N3 HKX):

- B 9NIEKTPOHHOM BUIE - YEPES ANEKTPOHHbIE BUBNNOTEYHbIE CUCTEMBI HA OCHOBAHMMW 3aKkNtoueHHbIX KDY norosopos ¢
npasoobnanatensimu;

- B NeyatHoM Buae - B HayyHoi 6ubnuoteke um. H.N. Nlobayesckoro. Obyyarowmecs nonyyaroT y4ebHyto nutepatypy Ha
aboHeMeHTe Mo YnTaTeNbCcKM brneTam B COOTBETCTBUM C NpaBunamy nonb3osaHus HayyHol 6GnbnnoTekoi.

OneKTPOHHbIE N30aHUS BOCTYMHbI AUCTAHUMOHHO 13 NoB0i TOUKM Npu BBEAEHNN 00yHaOLWMMCS CBOETO NOMMHA 1 Naponst
OT NNYHOro KabuHeTa B cMcTeMe "ONEKTPOHHbIA yHMBepcUTeT". Mpun MCNONb30BaHMM NeYaTHbIX U3LaHWA BUBNNOTEYHbIN
ooHA AomxeH ObITb YKOMMNIeKToBaH UMK M3 pacyeTta He MeHee 0,5 aksemnnspa (ans obydyatowmxcst no ProC 3++ - He
meHee 0,25 ak3eMnngapa) Kaxooro n3 n3gaHnini OCHOBHOWM nuTepatypbl n He meHee 0,25 sk3emnngapa AONONHUTENbHON
nuTepaTypbl Ha Kaxaoro obyyatowerocs M3 yucna nuu, 0LHOBPEMEHHO OCBAMBAIOWMX OAHHYIO OUCLMNANHY.

MepeyeHb OCHOBHOW U [OMONHUTENBHOMN y4eBHON NTepaTtypbl, HEOOXOANMMON OJ1 OCBOEHUS AUCLUMMNAVHBI (MOOyns),
Haxonutcs B MNpunoxeHun 2 Kk paboyeli nporpamMme AUCUMNAMHBL. OH NOANEXUT OOHOBNIEHMIO NPY U3MEHEHUN YCITOBUIA
noroeopos K®Y ¢ npasoobnagatensiMm anekTPOHHbIX U3OAHWA U NPU N3MEHEeHM KOMNNIEKTOBaHNUS ooHa0B Hay4Hoi
onbnuotekn KdY.

8. MNepeueHb pecypcoB MHPOPMALMOHHO-TE/IEKOMMYHUKaLMOHHOMN ceTh "UHTepHeT", He06X0AUMbIX NS
OCBOEHUS1 AUCLMMNIINHBI (MOaYIIs)

Bubnunoteka y4ebHo 1 Hay4YHOW nuTepaTtypsl - http://sbiblio.com/biblio
HopMaTtuBHble MaTepuansl MuHobpHayku PD Ha cepsepe VMHgopmuku - http:/www.edu.ru
Ob6pasosaHue B PyHeTe - http://ict.edu.ru/konkurs

9. MeTognueckue ykasaHusi oisi 06y4aroLLLMXCS MO OCBOEHMUIO AUCLUMN/IMHBI (MOAYNS)
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

Bup pabot MeTtoaunyeckue pekomeHaauum

nexkummn Nekunn Hanbonee uenecoobpasHo NPOBOAUTb B O4HOM M3 HUXENPMBEAEHHbBIX aKTUBHBLIX CDOPM.
MeTton Cokpara ? MeTo BONPOCOB, Npeanonaramwmx KpUTNYeckoe OTHOWEHME K 00or-MaTUYecKnMm
YyTBEPXOEHNSM, HAa3bIBAETCS elwé Kak MeTod ?CoKpaTOBCKON UPOHUN?. DTO yMeHne n3enekaTb
CKpbITOE B YE/TOBEKE 3HAHWE C NOMOLLbIO NCKYCHBIX HABOASALWMX BONPOCOB, NOAPa3yMeBatoLero
KOPOTKWIA, MPOCTOl U 3apaHee Npeackasyemblii OTBET.

MeTon OManeKkTUY4ecKnM, T.K. OH NPMBOAUT MbICb B ABUXEHMWE (CNOP MbIC/IN C caMoii CoboiA,
MOCTOSIHHOE HanpaB/ieHNe ee K UCTMHE). B ocHoBe AManekTu4eckoro MeTona v CeroaHst ocrancs
OManor Kak CTONKHOBEHME NPOTUBOMNONOXHOCTEN, NPOTUBOMONOXHbBIX TOYEK 3PEHNS.

MpewnMylwecTBa y 3TOro MeTona Takue:

1. OH OepXuT BHUMaHne cobecenHuka, He 0aéT oTBneYbCs.

2. Ecnu yTo-To B Baweii normyeckoi Lenoyke anst cobecenHmka HeybeantenoHo, Bbl 3TO BOBPEMS
3ameTuTe.

3. CobecenHvK NPUXoanT K UCTUHE caM (XOTSl U C Bawel NOMOLLbIO).

VHTepakTMBHas nekums ? BbiCTynneHve seaylero obyyatouero nepen 6onblwoi ayan-topueii ¢
NMPVUMEHEHUEM CleaytoLMX akTMBHbIX doopM 0byyeHuns: ouckyccus, becena, AEMOHCT-pauUns cnangos
nUnK y4ebHbIX OUNbMOB, MO3rOBOW WITYPM.

Jlekums-npecc-KoHepeHLMs - MPOBOANTCS KaK HAay4YHO-NPaKTUYeCcKoe 3aHsTue, ¢ 3apa-Hee
rocTaBneHHoM NpobnemMoit 1 cucTeMol LOKNaaoB, ONNTENbHOCTbIO 5-10 MUHYT. Kaxnoe BbiCTynneHve
npeactaensieT coboi NorMyeckn 3aKkOHYEHHbIN TEKCT, 3apaHee NoAroTOBMEHHbIM B paMKax
npeanoXeHHol npenoaasatenem nporpamMmbl. COBOKYNHOCTb NpeacTaBNeHHbIX TEKCTOB NMO3BOMNT
BCECTOPOHHE 0CBETUTbL Npobnemy. B KoHUe nekuun npenonaeaTesib NOABOAUT UTOMK
caMmocTosiTeNbHOM paboTbl U BbICTYNNEHWUI CTYAEHTOB, OOMOMHAS UKW YTOYHSS NPELNOXEHHYIO
NHGopMaLMIO, 1 (OOPMYNNPYET OCHOBHbIE BbIBOAbI.

JNekums BOBOEM (BUHapHas nekumsl) - 3To Pa3HOBUAHOCTb YTEHUS NekumMmn B popMe ama-nora aByx
npenonasatenei (nMbo kak npeacTaBuTenein AByX Hay4YHbIX WKON, NMBOo Kak Teope-Tuka 1 NpakTuka).
HeobxoOuMbl: eMOHCTPaUUsS KyNnbTypbl ONCKYCCUK, BOBEYEHME B 06CYyX-aeHne npobnembl
CTYOEHTOB.

Jlekums ¢ 3apaHee 3annaHNUPOBaHHbLIMU OWKNbKaMu - paccymMTaHa Ha CTUMYINPOBaHNE CTYEHTOB K
MOCTOSIHHOMY KOHTPOJO NpeanaraeMoi MHpopMauum (Mouck owmnbkun: coaepxa-TenbHowm,
METOA0NOrMYECKOn, METOANYECKON, opchorpachnyeckoit). B KoHUe nekuumn npoBoanT-cs AnarHocTunka
cnywartenel n pasbop caenaHHbIX oWwnbok.

MpobnemMHas nekuus - Ha 3TOI NeKUMM HOBOE 3HaHME BBOAUTCS Yepes NpobneMHoCTb BOnpoca,
3a4a4u nnm cutyauuu. MNpy aToM Npouecc NnosHaHus CTY4EeHTOB B COTPYAOHUYECTBE 1 Amanore ¢
npenonasatenem npubnmxaercs K uccnenosartenbckon agestensHoctn. ConepxaHue npobnembl
packpblBaeTCsl NyTEM OpraHn3aLmMmn noucka ee peweHns nnm CyMMUpPOBaHNS 1 aHa-nnaa
TPaONLMOHHbBIX 1 COBPEMEHHbIX TOYEK 3PEHNS.
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

Bup pabot MeTtoaunyeckue pekomeHaauum

npaktuyeckme | CeMmHapckme 3aHATUS OPraHn3yloTCs, Kak NpaBuio, B oOpMe CMMMNo3nymMa Unm KONnoK-smyma.
3aHATUS OnHuM 13 ycnosuia, obecnednBaoWmx YCnex Takoro 3aHATusl, ABIsieTcs COBOKYMNHOCTb

onpenenéHHbIX KOHKPETHbIX TpeboBaHWUiA K BbICTYNNEHMAM, Aoknanam, pedepatamM CTy0EHTOB;

TpeboBaHU YETKNX, HO HE CKOBbIBAIOWMX TBOPHYECKYHO MbICNb BbICTYMNAOWMX.

ST1oMy TpeboBaHMIO YO0BNETBOPSET CNeayowWnii KOMNIEKC MUHUMANbHbIX TPEOOoBaHWIA:

1. CooTBETCTBME COOEPXKAHUS TEME.

2. PackpbiTuie cywHoCcTM Npobnembl, MoNHOE U KpaTkoe.

3. JlornyHoe 1 cBsI3HOE NOCTPOeHWe foknama.

4. Hannyne o60CHOBaHHbIX BbIBOOOB.

5. BHaHWe UCTOYHMKOB 1 YMEHUE CCbINATbCS Ha HUX.

Ob6si3aTenbHbIM TpeboBaHMEM K BbiCTynatolweMy, 0cOOeHHO B Ha4ane CeEMUHAPCKOro Kypca, SBNsSeTcs

3a4ynTbiBaHME NnaHa BbICTynneHns. MoXHO pekoMeHaoBaTb CTyAEHTY OCBETUTb NULWb OAMH UK ABa

MyHKTa ero foknana, 4To oopMUpPYyeT rmbKOCTb MbIWIEHNS, CNOCOBHOCTL NepeknoyaTb BHUMaHMe,

6bICTPOTY NEPEOPNEHTMPOBKN. PYyKOBOOMTENIO X€E CeMMHapa 3T0 No3BONSEeT NpenoTepawaTtb

NMOBTOPEHWNS, BbIOENSATb MMaBHOE, 3KOHOMUTb BPEMS.

BaxHeliwune TpeboBaHUs K BbICTYMNEHUSIM CTYAEHTOB ? CaMOCTOSITENIbHOCTL B Nonbope

dhakTUyeckoro Matepmana u aHanMTU4eCkoM OTHOWEHUN K HEMY, YMEHUE paccMaTpuBaTth Npu-Mepbl 1

(hakTbl BO B3aNMOCBSI31 1 B3anMoobycnoBneHHoCcTH, oTbrnpaTb Hanbonee CyleCcTBEHHbIE N3 HUX.

MpuBoANMbIE Y4ACTHUKOM CEMUHApa NpUMepbl 1 goakTbl 4OMXKHbI 6biTb CYWECTBEHHbLI-MM, MO

BO3MOXHOCTM NEPEKMKaTbes ¢ npodomnem oby4yeHns 1 B To Xe BpeMs He BbiTb CANLL-KOM

?cneunannanpoBaHHbiMK?. MpuMepbl M3 obnactu Hayk, 6nmM3kux K 6yaylwei cneumnanbHO-CTK

CTyAeHTa, N3 cgoepbl MO3HaHNS, 0By4eHMsI NOOWPAIOTCS PYKOBOAUTENEM CEMUHAPA.

BbicTynneHvne cTyneHTa ONXHO COOTBETCTBOBATL TPeboBaHUSM norvkun. YéTkoe Bbl-4NeHeHne

nanaraemoi npobnemsbl, ee To4Has POPMYNNPOBKA, HEYKOCHMTENbHAs NocneaoBa-TeNbHOCTb

aprymMmeHTaumMm UMeHHo OaHHoi npobneMbl, 63 HeonpaBaaHHbIX OTCTYNNEeHNI OT Heé B npouecce

obocHoBaHMs, 6e3ycnoBHasl 00Ka3aTenbHOCTb, HEMPOTMBOPEYMBOCTD U MOIHOTA apryMeHTaumm,

npaBunbHOE N coaepXaTenbHOe NCMNONb30BaHNE MOHATUIA 1 TEPMUHOB.

HeoTbemMneMoii YacTbio CEMMHAPCKOro 3aHATUS SBNSIETCA TECTUPOBAHME C LIENbIo 3aKpe-NIeHns 1

akTyanuaaumm 3HaHWin CTyoeHToB. TecTupoBaHe NPOBOAUTCS B HaYane cemmHapa,

NPOLONXUTENBHOCTL ? 15 MUHYT. Mepen NpoBeneHNEM TECTMPOBAHUS LlenecoobpasHo pasbsic-HUTD

METOAWKY BbIMNONIHEHUSI TECTA U KPUTEPUN €ro oLeHnBaHus. MNocne BbiNoNHeHNs Tecta Heobx0anUMo

03HaKOMUTb CTYAEHTOB C MPaBW/IbHBIMKA OTBETAMM M OPraHn30BaTb CaMOMNPOBEPKY. 3afaHns K Tectam

patTcs B cootBeTcTBUM ¢ POC.

Llenbto omckyccun siensietcs BolpaboTtka y CTyAeHTOB HABbIKOB OOPMYNIMPOBKY, BbICKa-3blBAHMS 1

aprymeHTaumm CBoel MMPOBO33PEHYECKOI No3uunn. Peannsauuns naHHoi uenv npegnonaraet

peleHve 3anay:

- bopMMpoOBaHMe y CTyAEHTOB HaBbIKOB KOMIEKTUBHOrO B3aMOAENCTBUS,

- pasBuUTME B3aUMOYBaXEHNS

- NOBbIWEHME YPOBHS 06Lwei KynbTypbl

- yrnybneHve 3HaHWiA No NPoiaéHHbIM pa3nenaM Moaynsi

CueHapuin gnckyccun

1 aTan: opneHTaums

B TeueHne 7-10 MMH. CTyOEHTbI pa3fensaioTca Ha noarpynnel no 5-7 yen. 3atem 1M npennaraeTcs

Tematmka AMckyccun. B kaxpown rpynne HasHavyaeTcs CekpeTapb, Ha KOTOPOro Bo3naraeTcs BeaeHmne

NPOTOKONAa MHEHWI, BbiICKA3aHHbIX y4aCcTHUKAMUN 1 OOPMYNMPOBKA OKOH-YaTe/IbHOr0 MHEHNS.

Bo3MoxHa 3annck npoTtokona B TabnuyHon doopMe rno yCMOTPEHMIO Npe-noaasaTens ? mogepartopa

LNCKycCcun.

2 9Tan: oLeHka.

Ha naHHOM aTane npencTaBuTeny rpynn nanaraioT COPMUPOBAHHYIO TOUKY 3pEHMS, KOTopas 3aTeM

obcyxnaeTcs B Xoe OTKPbITON ANCKYCCUM.

3 aTan: koHconmuaauus.

B pesynbtate 0606WeHns 1 COBMECTHOro obcyxaeHuns B tedeHune 20-25 MUH. onpene-nsoTcs

coBnagjawolme B3rnsabl U BbIBOAUTCS NpeBanmpyowee MHEHE O OOMUHMPYIOLLEM TUMNe

NpPaBOCO3HaHWUS POCCUIACKOro 06LEeCTBa 1 YPOBHE Ero NpaBoBOW KyNbTypbl

4 atan: pasbop anckyccun. MoneeneHne ntoroe paboThbl.
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camocTtosi- | MpurcTtynas K OCBOEHWIO ANCLMMANHBI, HEOOXOAMMBIM 3TAMNOM SBASIETCS PEGNEKCUS NC-XOAHBIX
TenbHas 3HaHwit. Mon pedonekcueit 3nech 1 ganee nonpasyMeBaeTcs nepeocMblicieHre obyyalo-lwmmes
pabota COBCTBEHHOrO ONbITa, NMOMYYEHHOrO NPY OBNaAEHNM MOLYNEM, N PE3YNbTATOB AEATENb-HOCTU B

yuebHoM npouecce. MNpu pedpnekcrnm Heobxooumo 3anatb cebe cnepytowme BONPOCHI:

1) Y10 HOBOrO & y3Han?

2) Yto 9 Hayumncs nenatb?

3) YeM 370 MOXeET ObITb MHE NONE3HO B AalbHEIIEM?

4) YTo MHE HENOHATHO B OCBOEHHOM Matepuane?

5) Yemy s xoTen 6bl Hay4UTbCs B NPOAOIXEHUE CLENAHHOIO?

6) Kak MHe npeofonetb 3aMe4eHHbIe HeJoCTaTkn?

Coobpasysicb C OTBETaMU Ha 3TU BOMPOCHI CedyeT, NoNb3ysCb PEKOMEHA0BAHHLIMU UC-TOYHUKAMMU,

NPOOONXUTL PaboTy HaLL OCBOEHWEM OMNCLUMNHBI.

B xoZie 0CBOEHUSI AUCLMNAUHBI HEOBX0AMMO BbINOMHUTL P y4ebHbIX AeAcTBMiA: pabo-Ta B Manoi

rpynne, yyactve B gucnyTax, HanucaHue acce, paboTta B colmanbHbIX coobLecTrax nefaroros,

HanucaHwe 0OoKNanoB ANs e-NopTdOoamMo 1 UX 3awmTa.

MonroToBka K ayAMTOPHbIM 3aHATUSM. CaMmocTosTenbHas pabota CTyAeHTOB Noapasae-nsercs Ha:

ayVUTOPHYIO (No4 KOHTPOMEM NpenofasaTens ? 370 caMocTosATeNbHas paboTta CTy-AEHTOB Ha

CEMUHAPCKNX U NPaKTUYECKNX 3aHATUSX) 1 BHeayIMTOpHyto ?6e3 npenonasartens? (npopaboTka

?y4ebHOro maTepuana B COOTBETCTBUM C rpadiikOM CaMOCTOATENbHON paboThl (MO KOHCNEKTaM,

y4yebHOI 1 Hay4yHOI NuTepatype), NOArOTOBKA K ayAUTOPHBLIM 3aHATMSIM?, NO4 KOTOPOA MOXET

NMOHUMATLCS 3aKpeneHne KOHCNEKTOB NEKUMIA, NOArOTOBKA K CEMUHAPCKUM 1 MPAKTUY4ECKUM

3aHATUSAM, NOArOTOBKA K CAa4e MPOMEXYTOYHOrO M MTOFOBOrO KOHTPONS, 3a4€Ta Unm ak3ameHa, a

TakXe HanucaHvne pecpepaTos, AOKNAA0B, BINOMHEHNE KYPCOBLIX U AUMIOMHBIX paboT, BbINONHEHNE

Hay4YHO-UCCneaoBaTenbCKo paboThl, NOArOTOBKA K KOHKYPCY, ONMMnuane, caMoctosTenoHas pabota

BO BPEMS MPakTWKM, MPOCMOTP BUAEO(NIbMOB).

-~ = —

3ayet Llenb 3a4éTa - npoBepka v oLeHKa YPOBHS MOMyYEeHHbIX CTYAEHTOM CneulnanbHbIX NO3HAHWA No
yuebHO ANCLUMNNHE, @ TaKXe YMEHWS NIOTMYECKM MbICINTb, apPryMEHTUPOBaTb M3BPaHHY Hay4HYHO
no3nUMI0, pearnpoBaTth Ha LOMNOMHUTENBHbIE BONPOCHl. OLEHKEe NOANEXNUT TakXe 1 NPaBUIbHOCTb
peun cTyneHTa. JononHNTENBHOM LENbO NTOrOBOMO KOHTPONS B BUAE 3a4éTa SBNSETCS
(POPMUPOBaHME y CTyLEHTA TaKUX KAYECTB, Kak OPraHn30BaHHOCTb, OTBETCTBEHHOCTb, TPy Lonobue,
CaMOCTOSATENBHOCTb. TakMM 06pa3oM, 3a4€T No AUCLUMNAUHE NPOBEPSET CNOXMB-WYIOCS Y CTyAeHTa
CVCTeMy 3HaHWii No AaHHOW oTpacnu npasa v urpaet 6onblyto Pofb B NoA-rotoBke Hyayilero
cneumanncta, cnocobCcTByeT NonyYeHMo qoyHoaMeHTaNbHOM 1 CrneuyanbHO NoaroTOBKN.

Mpwn noaroToBke K 3a4éTy CTYLEHT LOMKEH NPaBUIbHO U PALMOHANBHO pPacniaHNpoBaTh CBOE BPeEMS,
4TObbI YCNEeTb KAYECTBEHHO 1 HA BLICOKOM YPOBHE MOArOTOBUTLCS K OTBETAM MO BCEM BOMPOCaM.
3ayét nprasaH nobynnTb CTyAEHTA NONYYUTb LOMOMHUTENBHO HOBbIE 3HAHUS. Bo BpeMs noaroToBku
K 3a4€Ty CTyAEHTbl TakXe CUCTEMATU3UPYIOT 3HAHWS, KOTOPbIE OHU NPOBpPe-Nn NPU N3yYeHUn
pa3nenos kKypca. 910 NO3BONSET UM YSICHWUTb NOFMYECKYIO CTPYKTYPY Kypca, 06 beanHUTDL OTAENbHbIE
TEMbI B €0MHYI0 CUCTEMY.

PekomMeHoyeMble y4ebHUKM 1 crieumanbHas nutepaTypa npu U3yyeHun Kypca, MMetTcs B
PEKO-MeH0BaHHOM CMUCKE NnuTepatypbl B pabouel nporpamMmme no gaHHoMy Kypcy.

CTyLEHT B LensiX NONyYeHNst KAYECTBEHHBIX U CUCTEMHbIX 3HAHWUI AONXEH HaYMHaTb NOLrOTOBKY K
3a4éTy 3340Nr0 O €ro NPOBELEHMS, Nyylle C CaMOro Hayana nekuMoHHoro kypca. LienecoobpasHo
NPy M3yYeHUn Kypca nonb3oBatbes paboyeli nporpaMmoit U y4ebHO-MeTOANYECKMM KOMIMIEKCOM.
CamocTosiTenbHas pabota no noAroToBKe K 3a4éTy BO BPEMSI CECCUM [OMXKHA NNAaHNPOBATbCA
CTYLEeHTOM, ucxoas us obuwero o6bema BONPOCOB, BbIHECEHHbBIX HA 3a4ET U OHEMN, OTBEAEHHbIX HA
MOAroTOBKY K 3a4éTy. [Mpun aTOM HeobxoaMMO, 4TOBbI NOCNeAHUA OEHb NN YacTb ero, Obin BbloeneH
LNsi LOMOMHUTENBHOIO NOBTOPEHWS BCEro 06 bemMa BOMPOCOB B LIENIOM. OTO NO3BONSET CTYAEHTY
CaMOCTOSATENBHO NEepPenpoBEPUTb YPOBEHb YCBOEHUS MaTeprana. BaxHo nMeTb B BU-ay, 4TO Ans
Lieneil BOCNpon3BeLeHUs MaTeprana y4ebHoro kypca 60nbluyto BCOMOraTeNbHY0 POjilb MOXET
cbirpatb MHGOPMaLIMS, KOTopasi CooepPXMTCs B paboyein nporpamMme Kypca.

10. MepeyeHb MHPOPMALMOHHBIX TEXHOIOTMIA, UCMO/Ib3YEeMbIX MPU OCYLLLEeCTBNEHUM 06pa3oBaTeNbHOro
npouecca no gucuunanHe (MOAyno), BKOYasi nepedeHb NPorpaMMHOro obecneyeHnst 1 UHCOOpPMaLMOHHbIX
CnpaBOYHbIX CUCTEM (MPU HEO6X0AMMOCTH)

MepeyeHb MHPOPMALMOHHBIX TEXHOMOMUIA, UCTONIb3YEMbIX NMPU OCYILECTBEHM 06pa3oBaTebHOro npoLecca no
AUCUMNAVHE (MOLyNio), BKNOYas nepedeHb NporpaMMHOro obecnedeHns n MHGOPMALIMOHHbBIX CMPaBOYHbIX CUCTEM,
npenctasneH B MpunoxeHun 3 k paboyen nporpaMMe AUCLMNNVHBI (MOOYNS).

11. OnucaHue MaTepVIaanO-TEXHVI‘-IeCKOﬁ 6a3bl, Heob6xooumon ons ocyuiecTB/ieHus oﬁpaaoBaTeanoro
npouecca no gucuuvrnjinHe (MO,IJ,an-O)
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Mporpamma amcumnnnmHel "OokymeHTo060p0T B 06pasoBaTtebHbix opraHm3aumnsx”; 44.04.01 "Meparormyeckoe obpasosaHue”.

MatepuanbHO-TeXHU4ECKOEe obecrneyeHune o6pasoBaTeanoro npouecca no gucumnnmHe (MO4yNo) BKAKYAET B cebs
cnenywouwme KOMMOHEHTDI:

MoMelueHmMst ons caMocTosATENbHOM paboTbl 0ByYaOLWMXCS, YKOMMIEKTOBAHHbIE CNeLMann3npoBaHHoi Mebenbto (CTosbl 1
CTYNbs1) U OCHAIWEHHbIE KOMMbIOTEPHOM TEXHUKOM C BO3MOXHOCTbBIO NOAK/O4EHUs K ceTu "MIHTepHeT" 1 obecneveHnem
[OCTyna B 3NEKTPOHHYI0 MHAPOPMaLMOHHO-06pasoBatefbHyio cpeay KdY.

YyebHble ayamMTopun 1S KOHTAKTHOW paboThl C NpenoaaBaTteneM, yKOMMNIeKTOBaHHbIe CNeLmanm3npoBaHHon mebenbo
(CcTONbI W CTYNbS).

KomnbloTep v npuHTep Ans pacnedvarky pasnatoyHbix MaTepuanos.
MynbTumeouitHas ayoutopums.
KomnbloTepHbIli knacc.

12. Cpe.u,cma ajantauumm npenogasaHus oauCcUNNMNIUHBbI K nmpeﬁnocmm 06yl-|a|ou.|,v|x09| UHBaANUAOoOB U nNuuy c
orpaHn4eHHbIMU BO3MOXHOCTSIMU 300pPO0BbSA

Mpw HeobxoomMMocTy B 06pa3oBaTeNibHOM NMPOLECCe NPUMEHSIOTCS cleaytowme MeToabl 1 TexXHonorum, obneryaroume
BOCMpUSATHE NHpopMaLMKN 0By4yatoWwmMMncst MHBANIMAAMI U NNLAMW C OFPaHNYEHHBIMU BO3MOXHOCTSIMI 300PO0BbS:

- co3aHne TEKCTOBOW BepCumn Nto60oro HeTEKCTOBOrO KOHTEHTA [/l ero BO3MOXHOIo I'Ip806pa3OBaHVIFI B
anbTepHaTuBHbIE DOPMBI, y,D,06HbIe ONg pasnunyHbIX NoNb30BaTenen;

- CO3[aHVe KOHTEHTA, KOTOPbI MOXHO NPEeACTaBUTb B Pa3NNYHbIX BuLax 6€3 noTepn AaHHbIX U CTPYKTYpbI,
npenycMOTPETb BO3MOXHOCTb MacwTabupoBaHus TekcTa U nsobpaxeHuii 63 noTepm kayecTsa, NpeayCMoTpeTb
LOCTYMHOCTb YNPaBNEHUSI KOHTEHTOM C KNaBuaTypbl;

- co3aaHne BO3MOXHOCTEN ans o6yqa+oumxc;| BOCMPUHUMATb OL4HY U TY Xe MHhopMaumio U3 pasHblX MICTOYHUKOB -
HanpuMmep, Tak, y10bbI NULA C HapyweHnamu cnyxa nony4anm MHoOpMaLnio BU3yanbHO, C HAPYLLEHNAMU 3PEHUS -
ayonanbHo;

- NPVIMEHEHNEe MPOrpaMMHbIX CPEACTB, 06ecnevMBatoLmMx BO3MOXHOCTb OCBOEHMSI HABLIKOB 1 YMEHUIA, OOPMUPYEMBIX
OVCLUUMIVMHOM, 3a CHET aNlbTepHaTUBHbIX CMOCOO0B, B TOM YMC/e BUPTYasbHbIX nabopaTopuii U CUMYNSILMOHHbIX
TEXHONOIA;

- NPUMEeHeHne OUCTaHUNOHHbIX 06p330BaTeJ'IbeIX TEXHONOrnn ang nepegayn I/IH(pOpMaLI,I/II/I, opraHu3aumnmn pasnnyHblx
(*)OpM I/IHTepaKTI/IBHOIZ KOHTaKTHOM pa6OTbI oéyqalomeroc:ﬂ C npenonasartenem, B TOM 4nucne Be6I/1HapOB, KOTOpble MOryT
ObITb MCMONb30BaHbI A5 nposeneHnsa BnpTyanbHbIX NeKUMn ¢ BO3MOXHOCTbLIO B3aUMOOENCTBUS BCEX y4aCTHUKOB
AONCTaHUMOHHOIo 06y‘-leHI/19|, nposeneHns ceMmnHapos, BbICTyNNeHUsA ¢ okKnagamm 1 3alnTbl BbINONMHEHHbIX pa60T,
nposeneHns TpeHNHros, opraHmn3aunn KONNEKTUBHOW paGOTbI;

- MPUMEHEHNE LMCTAHUMOHHbIX 0Bpa3oBaTeNbHbIX TEXHONOIMIA [Jis OpraHnu3aLunmn oopM TEKYLLETO U MPOMEXYTOYHOIO
KOHTpOnS;

- YBeﬂVI‘-IeHMe I'IpO,ElOJ'I)I(I/ITeﬂbHOCTI/I coadyum 06yqaroummcs| nHBannoom mnn NnMUoMm C OrpaHI/I‘-IeHHbIMM BO3MOXHOCTAMU
300p0oBbs POPM NPOMEXYTOHHOM aTTecTaumnn No OTHOWEHWNIO K YCTAHOBNEHHOM MPOOONXUTENBHOCTU NX COauN:

- NPOOONMXUTENbHOCTU caa4m 3a4éta UM sK3aMeHa, MPOBOAMMOro B MMCbMEHHOI dhopMme, - He Bonee YyeM Ha 90 MUHYT;

- NPOAONXNTENbHOCTM NOAroTOBKM 06ydatollerocs K oTBeTy Ha 3a4éTe Unn aKk3ameHe, NPOBOAVMOM B YCTHOM doopMe, - He
6ornee yeM Ha 20 MUHYT;

- NPOOOIXNTENBbHOCTU BbICTYNNIEHUA 06y'-|a+ou4erocs:| npu sawuTe KprOBOVI pa6OTbI - He bonee yem Ha 15 MUHYT.

Mporpamma coctaeneHa B cootBeTcTBMU ¢ TpeboBaHnsamMm ®FOC BO n yyebHbiM nnaHom no HanpasneHuto 44.04.01
"Meparormyeckoe obpasoBaHue" U MarucTepckol nporpamme "YnpasneHne OOWKONbHOM obpa3oBaTesbHOM

opraHusaumven’”.
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lMpunoxerne 2

K pabo4eii nporpamme AUCLUNINHBI (MOAYNS)
651.B.[B.4 [okyMeHT0060pOT B 06pa30BaTe/IbHbIX
opraHn3aumsx

MepeyeHb nuTepartypbl, HEOOXOAUMOM 4Nt OCBOEHUS OUCLMIUINHBI (MOLOYNS)

HanpasneHnve noarotosku: 44.04.01 - Meparormyeckoe obpasoBaHue

Mpogounb NOAroTOBKM: YNpaBneHue AoWwKoabHON 06pa3oBaTenbHOn opraHuaaumei
KBanucukaums BbinyCKHUKA: MarncTp

dopma 0byyeHus: 3a04Hoe

SA3bik 0by4eHuns: pycckuia

oa Hauana obyyeHus no obpasosatenbHol nporpamme: 2017

OcHoBHas nuTeparypa:

1. Cnaguin E. B. okymeHTaumnoHHoe obecneyeHne ynpasnerus: YuebHoe nocobue/lMaouinE.B. - M.: ML PUOP, HALL
NH®PA-M, 2016. - 249 c.

http://znanium.com/bookread2.php?book=304633

2. ONeKTPOHHOE NPAaBUTENLCTBO. DNEKTPOHHBIA JOKYMEHTO060POT. TepMuHbl 1 onpeneneHus: YuebHoe nocobue / C.10.
Kab6awos. - M.: HAL MIH®PA-M, 2017. - 320 c.

http://znanium.com/bookread2.php?book=809828

3. Kncenes, I'. M. IHGbopMaLMOHHBbIE TEXHONOMMW B 3KOHOMIKKE 1 ypaBneHnn (agochekTneHas pabota B MS Office 2007)
[OnekTpoHHbIf pecypc] : YyebHoe nocobue / . M. Kucenes, P. B. BoukoBa, B. V. CacpoHoB. - M.:
W3paTenbcko-Toprosas kopnopaums 'Hawkos n K-', 2013. - 272 c.

http://znanium.com/bookread2.php?book=415083

JononHutenbHas nuteparypa:

1. KupcaHoBa M. B. CoBpemeHHOe fenonpon3soacTeo: YuebHoe nocobue / M.B. KupcaHosa; Poccuiickas Akanemusi
roc. cnyx6bl npu MNpesnaeHte PO (PAIC). - 4-e nag. - M.: HAL MIH®PA-M,2014 - 312c.

http://znanium.com/bookread2.php?book=395921

2. [lokyMeHTMpOoBaHWe ynpaeneHyeckom aesitenbHocTun: YuyebHoe nocobue / Kptokosa H.M. - M.:MHOPA-M
MNapatensckuin om, 2014. - 268 c.

http://znanium.com/bookread2.php?book=432033

3. OcHoBbl fenonpounssoncTtea: YuebHoe nocobue / A.M. Acanues, N.W. MupoHoBa, E.A. Kocapesa, I".I". BykoBuu. - M.:
HUL MHDPA-M, 2017. - 146 c.

http://znanium.com/bookread2.php?book=782839
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lMpunoxerve 3
K pabo4eii nporpamme AUCLUNINHBI (MOAYNS)

61.B./1B.4 [lokymeHT0060p0T B 06pa3oBare/ibHbIX
opraHu3aumsix

nepe'-IeHb MHPOPMaLIMOHHbIX TEXHONMOINMMK, UCNONb3YyeMbIX AJ1s1 OCBOEHUS AUCLUMIUHbI (MO,IJ,ynil), BKo4yas
nepe4yeHb nporpaMmMHOro obecneyeHns u MH(POPMaLIMOHHbIX CMPaBOYHbIX CUCTEM

HanpasneHnve noarotosku: 44.04.01 - Meparormyeckoe obpasoBaHue

Mpogounb NOAroTOBKM: YNpaBneHune AoWKoabHON 06pa3oBaTenbHOn opraHuaaumei
KBanucukaums BbinyCKHUKA: MarncTp

dopma 0byyeHus: 3a04HoE

SA3bik 0by4eHms: pycckuia

oa Hauana obyyeHus no obpasosatenbHol nporpamme: 2017

OcBoeHWe ancuMnInHbI (MOoyns) npeanonaraeT UCMnonb3oBaHne CneayolWero NPorpaMMHoro obecneyeHns u
VHPOPMAaLIMOHHO-CMPAaBOYHbIX CUCTEM:

OnepauuoHHas cuctema Microsoft Windows 7 MpodbeccuonanbHas unum Windows XP (Volume License)

MakeT odpucHoro nporpammHoro obecneverus Microsoft Office 365 nnu Microsoft Office Professional plus 2010
Bpayaep Mozilla Firefox

Bpaysep Google Chrome

Adobe Reader XI unn Adobe Acrobat Reader DC

Kaspersky Endpoint Security ang Windows

YyebHo-meToamyeckas nurepatypa ons AaHHOW ANCLMNANHBI UMEETCS B HANNYMK B 3NEKTPOHHO-6MBNNOTEYHOM cncTeme
"ZNANIUM.COM", nocTyn K KoTopoii npenoctasneH obyyatowmmes. I6C "ZNANIUM.COM" coaepXuT npom3BeneHns
KPYNHERILNX POCCUINCKMX YHEHBIX, PYKOBOAUTENEN rOCYapCTBEHHbIX OpPraHoB, Npenoaasarenei BefyLumnx By30B CTPaHsbl,
BbICOKOKBaNMULMPOBAHHbIX CNELManMCcToB B pasnnyHbix cgpepax busHeca. PoHnO 61bAmMoTeku cHopMUPOBaH C yHETOM
BCEX N3MEHEHNI obpa3oBaTenbHbIX CTaHAAPTOB W BKOYaET y4ebHuKN, yuebHble nocobus, yiebHo-MeToanYeCKme
KOMMneKchbl, MOHorpaduu, asTopedeparbl, Auccepraunm, 3HLUMUKNONEeANn, CRoBapu 1 CNPaBoOYHUKN,
3aKoHoJaTenbHO-HOPMaTMBHbIE AOKYMEHTbI, CrneLmnanbHbie Nepmoanyeckne n3naHns n n3naHus, Bbinyckaemble

nspartenbcteamu By30B. B HacTosiwee Bpems S5C ZNANIUM.COM cooTBeTCTBYET BCEM TPeOOBAHMSAM (oeepanbHbIX
rocynapcTBeHHbIX 06pasoBaTtenbHbIX CTaHAapToB Bbicwero obpasosaHust (PrOC BO) HoBOro NokoneHus.

CrpaHnua 12 ns 12.




