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1. HEJHU U 3AJAYN OCBOEHUA JTUCHUITJINHBI

1.1. Heab ocBoeHHMS] TUCHMILVIMHBI — J1aTh OCHOBOIIOJArarollee MpeaCcTaBICHHUE O

TpeOOBaHUAX K COBPEMEHHBIM TOKYMEHTaM O0()OpMIISIEMBIX JIMYHO TPAKIAHUHOM.
1.2. 3agaum ocBoeHHS TUCHHUIIIUHDI:

— IIPUBHTH HaBBIKU COCTaBJICHUA JIMYHBIX JOKYMEHTOB (aBToOuorpadus,
OOBSCHUTENIbHAS  3amuiCKa, JOKJIajHas 3amucka, 3asBJICHHE, JKalloba, TPEIJIOKEeHHE,
XapaKTEpUCTHKA, PE3IOME);

— IIPOAHAIIM3UPOBATH MPOIIECC CKIAABIBAHMS (OPMYIIsipa TOKYMEHTA;

— HpI/IBI/ITI: HABBIKHU COCTABJICHHS TCKCTA JIMYHOI'O I[OKyMeHTa;

— TIOKa3aTb COBPEMEHHBIC TPEOOBAHHUS K COCTABICHHIO M OGOPMIICHHIO JIMYHBIX
JIOKyMEHTOB (TpeboBaHUs K O(DOPMIICHUIO PEKBU3UTOB JOKYMEHTOB — 30HA PACIIOJNIOKCHHSI,
COCTaBHBIC YaCTH PEKBU3UTOB);

— INTOKa3aTh B3aMMOCBA3b I/IHq)OpMaLII/II/I nu I[OKyMeHTa.

2. MECTO JUCHUIIJIMHBI «A3bIK U CTUJIb JOKYMEHTOB» B
CTPYKTYPE OIIOII

2.1. VYuyeOHas AUCHUIIMHA <SI3BIK M CTWIb JOKYMEHTOB» IMpEJHA3HAuY€Ha st
CTYJICHTOB, 00yYaIOIUXCs IO MPOrPaMM IIHPOKOT0 OaKaaBpraTa 1 BXOJUT B IIUKJI JIEKTHBHBIX
TUCIUIIMH 0a30BoM 4YacTu. [lucruminHa uutaercs B 4 cemecTpe.

ConeprxkaHne TUCIUIUITMHBI OXBATHIBAET KPYT BOIPOCOB, CBA3AHHBIX C (POPMHUPOBAHUEM U
pPa3BUTHEM CHCTEM JOKYMEHTAllUW, W3YYCHHEM TEOPETHUYECKUX U MPAKTUYECKUX MPoOdIeM
CO3JIaHUs Y UCTIOIH30BAHUS JJOKYMEHTUPOBAHHOW MH(POPMAIIHH.

2.2, Jlasa wu3y4eHHs] MAHHOW Yy4eOHOHl MCHUILVIMHBI (MOZYJsl)) HeO0XOAMMBbI

cleayllde 3HAHUSI, YMEHHSI M HaBbIKH, (opMHpyemMble HpeIIIeCTBYIOIIUMHA
AUCUMIITUHAMM.

B pesynpraTe OCBOEHHS AMCHUILIMHBI OOYyYarONIMIiCs JOHKEH JEMOHCTPUPOBATH

CIIETYIOIINE PE3yIbTaThI:

3namo:

- CTPYKTYpy HOKYMEHTOB (OCOOEHHOCTH (OPMYISIPOB pPAa3IMYHBIX BHJIOB JIHYHBIX
JIOKYMEHTOB);

- IpaBUJIa COCTABIICHUS U OPOPMIICHHUS JTMYHBIX JOKYMEHTOB;

Ymems:

- TPOEKTHPOBaTh (POPMBI TOKYMEHTOB (COBOKYMHOCTh PEKBHU3UTOB M TPaBHIIA WX
PacCIIOJIOKEHHUS B TOKYMEHTE);

- COCTaBIIATh JOKYMEHTBI C HCIIOIb30BAHUEM SI3BIKOBBIX BAPHAHTOB B 3aBUCUMOCTH OT BUJA
JTIOKYMEHTA;

Bnaoemy:

- CIIOCOOHOCTHIO pa3padaThIBaTh M MPABHIBHO OOPMIIATh JTUYHBIC JOKYMEHTHI,

- CIMOCOOHOCTBIO OCYIIECTBISITh MUCBMEHHYIO U YCTHYIO KOMMYHHKAIIUIO Ha PYCCKOM
A3BIKE.

2.3. Ilocaenywomue y4deOHble NUCHMILUIMHBI (MOAYJW) M (WIH) NPAKTHKH, IS
KOTOPbIX He0O0X0AMMBbI 3HAHUS, YMEHHMSI M HABBIKH, (popMHUpYyeMble JAAHHOWH Yy4eOHOH
AMCUMILINHON (MOxyJiem).

B pe3ynbTaTe mosyueHHBIX 3HAHUM CTYIEHT CIIOCOOEH BBICTPAMBATh M PEAIN30BBIBATH
TPACKTOPHUIO CAMOPA3BUTHUS Ha OCHOBE MIPUHITUIIOB 00Opa30BaHMs B TCUCHUE BCEU KU3HU.

3. INTAHUPYEMBIE PE3YJIbTATHBI OBYYEHUSI 11O
JUCHUIIJIIMHE (MO YJIHO) «SA3bIK U CTUJIb ITOKYMEHTOB»
[Tporiecc ocBOCHMS MUCIUIUIMHEI HAMIPABJICH Ha (DOPMHUPOBAHHUE IIEMEHTOB CIEAYIONTUX
komnereHmii B coorBerctBUU ¢ PI'OC BIIO u OIl BO mno HampaBieHHIO MNOATOTOBKH
(cenuanbHOCTH):
VYuusepcansubie kommnerenuu (YK): YK-1.



Kon u mHaumeHoBaHue [Inanupyemblie pe3yibTaTbl OCBOCHUS AUCITUTUIMHBI
KOMIICTCHITUH 3HaThb YMeThb Bnaners

3HaeT VYMeer mnpoektupoBath | Bnageer  HaBblkamu
YK-1 Cnocoben TEOpeTHYECKHE u COCTaBIIATH | pa3paboOTKH u
OCYHICCTBJIATH IOUCK, ACTIEKTHI B 00JaCTH | IOKYMEHTHI C | opopMIICHUS TTUYHBIX
KPUTHYCCKUM QHAITM3 U | cOCTABJICHUS HCITOJIb30BAaHUEM JIOKYMEHTOB
CHHTE3 MH(OpMaLUH, JOKYMEHTOB SI3BIKOBBIX  (DOpPMYIl B
MNPUMCHATH CUCTCMHBIN 3aBHUCHUMOCTH OT BHJA
moAXOd JJId pCUHICHUA JIOKYMEHTa
IIOCTABIICHHEIX 3a7a4

4. CTPYKTYPA ¥ COJAEPKAHME JUCIATITUHBI (MOY.JIST)

OOm1ast TPyJ0€MKOCTb TUCHMIUIMHBI B COOTBETCTBUH C YY€OHBIM IUIAHOM COCTABIISIET 2
3aueTHbIE eIMHUITHI (72 yaca).

TpynoeMKOCTh OTAETBHBIX BUJOB Y4eOHON pabOThI CTYJECHTOB OYHOW, OYHO-3a0YHOU U
3a049HOM (opM 00yueHUs npuBeaeHa B Taomwmie 2.1.

Tabauna 2.1. TpynoeMKOCTh 0T/AeJbHBIX BUIOB Y4eOHO# paboThl 10 GopmMaM 00yueHHus

Bun yae6HO# 1 BHeyueOHOM paboThI TUIS OYHOM JUIsL OYHO- U1 3a09HOM
dbopmbl 3a0YHOMI hopmbl
o0y4yeHHs bopmbl o0y4YeHHS
oOy4eHus
O0BeM QUCIUIINHEI B 3a4ETHBIX €IUHULIAX 2
O0BeM OUCIUIUIMHEI B aKaJEMUYECKUX dacax 72
KonrtakTHas paboTta oOyqaronmxcs ¢ 10
npenojasaresieM (BCero), B TOM 4yucie (Jac.):
- 3aHATHS JIEKLIHOHHOTO TUIIA, B TOM YHUCIIE: 4
- MpaKTUYeCKasi MOJrOTOBKA (eCIn
MPEAYCMOTPEHA)
- 3aHATHA CEMHHAPCKOTO THIa (CeMHUHapBHI,
MpaKTHYECKHE, Ta0OpaTOPHBIE), B TOM YHUCIIE: 6
- MpaKTUYeCcKas MOJrOTOBKA (eCIu
MPeAyCMOTpPEHA) 0
- B XOJI€ TIOJIFTOTOBKH U 3aITUTHI KypCOBOM pabOTHI 0
- KOHCYyNbTalus (peadK3aMeHanOHHasl) 0
- IPOMEXKYTOYHASI aTTECTALMS 110 AUCHHUTIINHE 0
CamocrosiTenpHas paboTta o0y4aronuxcs (dac.) 62
®opMa MIPOMEKYTOUHON aTTECTALUN 3a4€T —
oOyyarorierocs (3auer/sk3aMeH), cemectp (bl) 4 cemecTp

Conepxanuve AMCHUIUIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pasjeniaM) C yKa3aHHeM
OTBEJICHHOTO Ha HMX KOJHMYECTBA AKaJeMHUYECKHMX YacOB U BHUAOB Y4EOHBIX 3aHATUH H
CaMOCTOSITENIbHON Pa0bOTHI, IS KaKI0U (hopMBbI 00yUEeHHS MIPECTAaBICHO B Tadbaue 2.2.




Taoauna 2.2. CTpyKTypa M coiepsKaHue IUCHUIINHBI (MOYJIf)
015 3a04HOIl hopmbl 00yHeHUA

Pa3znen, TeMa IUCIMIUIMHE
(Momyst)

KonrakTHas pabora, gac.

J

113

JIP

T.4.
IIIT

I13

T.4.
III1

JIP

T.4.
III1

KP

KII

CP,

gac.

Hroro yacos

®dopma
TEKYIIIETO
KOHTPOJISI
yCIIEeBaEMOCT
u, popma
MTPOMEKYTOY
HOM
aTTeCTallul
[no
cemecmpam]

Cemectp 4.

Tema 1. CocTaBjieHHe JUYHBIX
JOKYMEHTOB

15

®poHTaNBHBIN
orpoc,
TeMaTHIECCKHe
JIICKYCCHUH,
3ammra
pedepara,
3aImTa
TIpe3eHTalHH,
TIpaKTHYIeCKas
pabota

Tema 2. PaGoTa ¢ TMYHBIMH
JOKYMEHTBI

15

18

®poHTaNBHBIN
orpoc,
TEMaTHIECKHE
JIICKYCCHUH,
3ammTa
pedepara,
3aImTa
NIpe3eHTalHH,
NpaKkTHYeCKast
pabora

Tema 3. Ilpu3HaKu JOKyMeHTA:
OPHUTHHAJIBHOCTD, MOAJIUHHOCTD,
KONHUHHOCTH

16

18

OpoHTaNBHBIN
oIpoc,
TEMaTHIECKHE
JIICKYCCHUH,
3ammTa
pedepara,
3ammTa
Npe3eHTalN

Tema 4. Cnoco0bI
AOKYMEHTHPOBAHUS U
MaTepHaIbHbIe HOCHTEIN
HHpOpPMALNHU

16

18

OpoHTaNBHBIN
oIpoc,
TEMaTHYECKHE
JIICKYCCHUH,
3aImTa
pedepara,
3ammTa
Mpe3eHTalNN

KoHTpob mpoMeKyTOUYHOM
aTTecTaluu

3auer

HUTOI'O 3a cemecTp:

N

N

62

72

HToro 3a Bech nepuoj

N

N

62

72




Tadoimua 3 -MaTrpuua cooTHeCEHUs Pa3/iesioB, TeM Y4eOHO JUCHUIIMHBI (MOYJIs) U
¢opMupyeMbIX B HUX KOMIIETCHIM I

Pasen, Tema Kor-Bo Kox xoMmereHium OoGiee
KOJIMYECTBO
JTUCHUIIITUHBI (MOIYJIs1) 4acoB VK -1 N

KOMITIETCHIIUN

Tema 1. CocraBjieHue JHYHBIX 18 + 1

JTOKYMEHTOB

Tema 2. Pabora ¢ JHYHBIMH 18 + 1

JIOKYMEHTBI

Tema 3. Ilpu3Haku [JOKYMEHTAa: + 1

OPUTMHAJIBHOCTH,  MOJJIUHHOCTD, 18

KONMMHHOCTD

Tema 4. Cnoco0bl + 1

JOKYMEHTHPOBAHMS u 18

MaTepUajibHbIe HOCHTEJIH

uHopManumn

HToro 72

Kpatkoe cogep:xanue Ka:xn0i TeMbl TUCHUILINHBI

Tema 1. CocTaB/ieHHE JJUYHBIX JOKYMEHTOB

CocraBieHHE THUIOBBIX CUTyaluil, O(QOPMIISIEMBIX JHMYHBIMH JOKYMEHTaMHU. Bumibl
JMYHBIX TOKyMEHTOB. TpeboBanus k Gpopmyisipy Kaxaoro Buaa. MHpopMalnoHHO-CIIpaBOYHbIE
AOKYMCHTBI: aKThbl, CIHpPaBKW, HOOKJIAAHLIC H OGBHCHHTGJ’IBHBIG 3anmucku. VX cocraBieHue U
odpopmiienne. OcobeHHOCTH 0(DOPMIICHHS ACSITEIBHOCTH KOJUIETHATBHBIX OPTaHOB.

Tema 2. PaboTa ¢ TMYHBIMH JOKYMEHTbI

ABtop nokymenTta. [lopsimox o00o3HaueHUss—aBTOpa JOKyMeHTa. CIipaBOYHBIE JTaHHBIE 00
aBTOpE, MX COCTaB, pa3MelleHre Ha OJaHKe. ABTOPBI TMUHBIX JOKYMEHTOB.

[Toanuck, nedars Kak MPU3HAKKU aBTOPA.

Bun noxymenTa, ero pa3Butue. Buibl 10KyMEHTOB, ONpeesieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHBIMHM akTamH. CBSI3b BHUJIOB JOKYMEHTOB U (DYHKUMH yrpaBieHHs. YKa3aHHE BHAA
JIOKYMEHTa, €r0 MECTO ¥ Ha3Ha4YeHUE B POpMyIsipe JOKYMEHTa. 3aBUCUMOCTh (DOPMBI IOKYMEHTA
OT €ro BUJA.

Ob6o3nauenue anpecara. I[IpaBuna HammcaHus ajpecaTa M MECTO YKa3aHHs aapecara B
dbopmymsipe mokymenTta. OtpaxkeHue cdepbl ACHCTBUA JOKYMEHTa B ero aapecare. [lopsoox
oopMIIeHHS JOKYMEHTA ¢ HECKOJILKUMHU afpecatamu. [lopsmok oopmiieHus MOYTOBOTO azpeca.

Jlata moxymeHTa. 3Haue€HHUE JATUPOBAHMS JTOKYMEHTa. ABTOPCKHE NaThl (COCTaBJICHUE,
NOAMKMCAHUE), AaThbl, OTHOCSIIMECS K cojaepkaHuio. JlaTel, XapaKTepu3ylolIHe 3IEMEHTHI
dbopmysipa. Jlater 06padoTku nokymeHToB. [lopsnok odhopmienus aar.

CocraB ynocroBepeHus NOKyMeHTOB. Ha3znauenue momnucanus nokymeHTOB. [IpaBuia
MNOJMUCH JOKYMEHTOB pa3lM4HbIX KaTeropuil. Mecto moamucu B (QopMyssipe JOKYMEHTa.
DNEeKTpOHHAs MOANKCH.

[Tewatn w wx Ha3zHaueHue. Buael medareir. ['ocymapcTBeHHass repOoBas IeyaTh.
3aKOHOAATETHCTBO 00 U3TOTOBICHUH U MOJIb30BAHUH MedaTssMu. [Iopsok mpocTaBieHus mevyaTu
Ha JOKYMEHTaXx.

YTBepxkaeHue maokyMeHTOB. CrnocoOwl yTBepxkacHHs. CoctaB rpuda yTBEpKICHUS,
MOPSIOK ero 0(hOpMIIEHUS, MECTO B (POpMYJIIsipe JOKYMEHTA.

CornacoBanne nokymeHnTa. [lopsimok u BuabI coriacoBaHusi. Bussl u rpud coriacoBaHus,
ux opopmieHre, MecTO B GOpMYJIsIpe TIOKyMEHTA.

OtmeTku Ha HOKyMeHTax. MIX poiib B MPOXOXKIACHUH U UCIIOJHEHUU JTOKYMEHTa, MECTO B
dopmynsape nokymenta. Ocoboe Ha3HadeHHE pe3oonuu. TpeOoBaHHME K €€ COIEPKaHHIO U
oopmienno. OTMETKH O B3ATUU JOKYMEHTa Ha KOHTPOJIb, UCIIOJTHEHUH IOKYMEHTa U JIp.




[ToHATHE «TEKCT TOKYMEHTa» MpPH Pa3IHUHBIX crloco0ax JoKyMeHTHpoBaHus. CiieHapuid
HOATOTOBKH AoKyMeHTa. CoepKaHne MPOCTHIX U CIIOKHBIX JOKYMEHTOB.

[Topsimoxk WM3IO0XKEHUsT TEKCTa JOKyMEHTa. 1pe0oBaHUS YETKOCTH M SICHOCTH TEKCTa
nokyMmeHTa. Jlormdyeckasi CTpyKTypa TekcTa. B3ammocBs3p conmepxkaHus U GOpPMBI JOKyMEHTA.
dopmanu3zanms TeKCTa JOKYMEHTA.

OnemeHThI TeKCTa. [IoHATHE «3ar0n0BOK JOKyMeHTa». Ha3zHaueHue 3aroyoBKka, ero Mecto
B popmyisipe nokyMeHTa. [IpuinoxkeHus K TeKCTy U MOPSAI0K UX 0POPMIICHHUS.

VHudukanms [OKyMEHTa KaK OJHO W3 HANpaBJICHUH €ro COBEPIICHCTBOBAHMA.
[pennoceuiku yaudukanuu. Meron yHuPUKAITUH.

VHuuKams CTpyKTypsl TEKCTa. DJIeMEHTHl (hopManu3annu. YHUPHUKAUS S3BIKOBBIX
cpeactB. Popmbl yHH(UKALMU: TUTOBOM, TpadapeTHbli TEKCThl, TabiuIa, aHKeTa, rpadukw,
JIarpaMMBl.

Tema 3. Ilpu3HaKu JOKYMEHTA: OPUTHHAJIBHOCTD, MOAJMHHOCTb, KOMUINHOCTH

IlonsaTHe opuruHama, IPU3HAKM OPUTMHANIA. YMHOXXEHHBIE OpPUIMHAIbl. UEpHOBUKU U
OEOBUKM  TEKCTOBBIX JOKyMEHTOB. ABrorpadgsl. Pemakiuu. OpuruHaiel KUHO H
¢doronoxymeHToB. OpuruHansl poHOJOKYMEHTOB. OpUTrHHAIBI TEXHUYECKUX JOKYMEHTOB.

[Tonsatue «moMMHHUKY. [loATMHHEBIE ¥ TOAOXKHBIE JOKYMEHThL. Buasl panscuduxanun
nokymMeHToB. ®@anbcudukanus copepkanus. Murtepromsius  Danbcuukanus  coctaBa
YIOCTOBEpPEHUs, OJIaHKA.

Ilonsatne «xomus». Mcropudeckoe pa3BuTue KOnUH. Buael Komwmii, omnpenensieMble
crioco0oM ux BocipousseaeHus. Konun, panudaemsle no crnocody ux yaocrosepenus. [lopsaok
odopmiieHus konuid. FOpunudeckas criia KOTHiA.

Tema 4. Cioco0bl JOKYMEHTHPOBAHHMS M MATepHAJIbHbIC HOCUTEIH HHpOpManun

3ByKOBasl peub, €€ BO3MOXXHOCTH M HEJJOCTATKU B 3aKPEIUVICHUU U Tepeaade HHPOpMAaIIH.
[IpenmeTHBI M 3HAKOBBIA CIOCOOBI mepenadn cooOuieHuil. IloHsATHE AOKYMEHTHpPOBAHHS
«crocod». Mcropuueckuil XapakTep AOKYMEHTOB M JOKYMEHTHPOBaHHUS. OTalbl pa3BUTHUS
CHOCO0O0B JOKYMEHTUPOBAHUSI.

Haueprarenbnpiii  croco® 3akperuieHuss W nepemaun  uHdopmaruu. TekcroBoe
NoKyMeHTHpoBaHue. [IMkTorpaguueckoe mucbMo U ero ocodeHHocTu. Jlororpaguyueckoe MucbMo
(nmeorpaduveckoe MICHMO), €T0 JTOCTOMHCTBA U HEOCTaTKHU. [IpuMeHenne mukTorpadudeckoro
U Jororpaguueckoro mnHcbMa B Hactosmiee Bpems. CioroBoe mnucbMo. Bo3HHMKHOBeHHE
dboHeTnyecKkoro (OyKBEHHOTO) TUCHMA.

PazButue rpapuku pycckoro mnuceMma. CreHorpadus. IlpumeHeHHe TEKCTOBOTO
JIOKYMEHTHPOBAHHUS.

Texuuueckoe nOKyMeHTHpoBaHUE. OCHOBHBIE TPYMIbl TEXHUYECKOW JTOKYMEHTAIIHH.
Buapl TexHuueckux 10KyMeHTOB. O0IacTH MPpUMEHEHHUS! TEXHUYECKOTO JOKYMEHTHUPOBAHUS.

doTon0KyMEHTHpOBaHHUEe. 3HaueHue ¢oTorpaduu Kak crocoda Gpuxcanuu uHHOPMAIIHH.
[Tpumenenue GOTOJOKYMEHTOB.

KunonokymentupoBanue. IloHsiTHE  «KHHOIOKYMEHT». Buabsl KHHOIOKYMEHTOB.
Buneosamnuce.

donomokymeHTHpOBaHUE. ETo 0cOOEHHOCTH, 00JIaCTH MPUMEHEHUS.

JIoKyMeHTUpOBaHuE C MPUMEHEHNEM UH(POPMAIIMOHHO-IOTHYECKUX MAIlIKH.

CoBpeMeHHbIe cITOCOObI TOKYMEHTHPOBAHUS C UCIOJIB30BAHUEM HOBBIX TEXHOJIOTHUH.

Hocutenn nndopmaruu. JIpeBHeime MaTepuaisl 1 muchbMa. MaTepuaibl 11t TUChMa
B Ilepenneit Asum (xknuHOmuCHBIE TaOauuku). M3rotoBieHue M TNpPHUMEHEHHE Manupyca.
Hcnonp3oBanue i MUChbMa MeprameHTa, 0epecTsl U Apyrux MaTtepuanos. M3o0perenue Oymaru,
ee JIOCTOMHCTBA, OOYCJIOBUBIIME ITOBCEMECTHOCTh €€ paclpocTpaHeHHs. BojasHble 3HaKH
(punmurpanu). CpeacTa ¥ OpyaIus MUChMa M X BIUSHHUE HA pa3BUTHE TpadUKU TUCHMA.

Marepuansl ISt TEXHUYECKOTO JTOKYMEHTUPOBAHHUSL. Marepuans ISt
(bOoTOKMHOAOKYMEHTHpOBaHUS. BuaeorpamMmbel. Marepuansl 111 (OHOAOKYMEHTHUPOBAHUS.



Komnbrotepusie Hocutenu nHdopmanuu. Brusaue Hocurens nHGOpMaIy Ha JOJITOBEYHOCTh U
CTOMMOCTbH TOKYMEHTA.

5. METOAUYECKHUE YKA3AHMUA 11O NPEINIOJJABAHHUIO
N OCBOEHMIO JUCIUIIVIMHBI (MO Y JIS)

5.1. ¥Ykazanusl 1Js npenojaBaresieid M0 OPraHU3alMUM U NMPOBEAEHUI0 YYeOHBbIX
3aHATHH N0 JMCUHUILIHHE (MOTYJII0)

[Ipy moAroToBKe K JIEKIUU, CEMUHAPCKUM 3aHATHUSAM, BBIIIOJIHEHHUE CaMOCTOSTEIbHBIX
pabot HE00X0IUMO BOCIIOJIb30BaThCs CUCTEMON «dudposoe o0y4yeHue»:
https://moodle.asu.edu.ru/course/view.php?id=832

JUnist TydInero 3aoOMUHAHMS MaTepraa 1ejaecoo0pa3Ho UCIOJIb30BaTh UHIUBUAYaIbHbIC
OCOOCHHOCTH U pa3Hble BHUJIbI MaMITH: 3pUTENbHYIO, CIIYXOBYIO, ACCOIUATUBHYIO. Y CIIEIIHOMY
3alIOMMHAHUIO CIIOCOOCTBYET MPUBEICHHE SIPKUX CBHUACTEIBCTB M HATJSIHBIX IPUMEPOB.
YueOHBIII MaTepuall JIOJDKEH TIOCTOSSHHO TIOBTOPSTBCS M 3aKperiaTbes. llonroroBka k
NPaKTUYECKOMY (CEMHMHApPCKOMY) 3aHSATHIO HAUMHAETCA C TINATEIBHOTO O3HAKOMIICHHS C
YCIOBUSIMU TIpencTosimeld paboThl, T. €. ¢ oOpallleHuss K BONPOCAM CEMHUHAPCKUX 3aHSATHII.
OnpenenuBIIMCh ¢ TpoOJIEMOil, cieayeT oOpaTHTbCS K peKoMeHayemoil siureparype. Ilpu
MOATOTOBKE K MPAKTUYECKOMY (CEMHHAPCKOMY) 3aHSATHIO 00s3aTelIbHO TpeOyeTcss u3ydeHue
JIOTIOJIHUTEIBbHON JIUTEPATYphl 110 TEME 3aHATUA. be3 MCIoab30BaHUS HECKOJIBKMX HCTOUYHUKOB
nH(popManuu HEBO3MOXHO TPOBEICHUE NHCKYCCHH Ha 3aHATHAX, 00OOCHOBaHHME COOCTBEHHOM
MO3UIUH, MOCTPOCHHE apryMeHTanmuu. Eciu oO0CyKIaeMblii acleKT HOCUT AMCKYCCHOHHBIN
XapakTep, cIeayeT U3yUUTh CYIIECTBYIOUINE TOUKH 3PEHUS U BBIOPATh TOT MOIXO0J, KOTOPBIA BaM
Kaxercss HambOosiee BepHbIM. [Ipu 3TOM clenyer yduThIBaTh HEOOXOAUMOCTH 00s3aTeNbHOM
apryMeHTalud CcOOCTBEHHOW mo3unuu. Bo BpeMs NpakTHUECKUX 3aHATHI pPEKOMEHIyeTcs
aKTUBHO YYacCTBOBATh B OOCYXJIEHUH PACCMATPUBAEMOIl TEMBbI, BBICTYIATh C MOJTOTOBICHHBIMU
3apaHee JOKJIAJAaMH M Mpe3eHTAlUsIMH, MPUHUMATh y4acTHE B BBIOJHEHUU MPAKTUYECKUX
3aganuii. C 1enpio o0ecTeyeHns YCIEeIIHOTO O0yUeHHsI CTYIEHT JIOJIKEH TOTOBUTHCA K JIEKLIUH,
MOCKOJIbKY OHa SIBJIIETCS BaXKHOU (hOpMOii opraHu3aiui yaueOHOro mporecca: 3HaKOMUT ¢ HOBBIM
y4eOHBIM MaTepuajoM; pa3bsCHAET YydueOHble DJIEMEHTHI, TPYAHbIE I TOHUMAaHMUS;
CUCTeMaTHU3UpyeT Y4eOHbIl MaTepuan; opHeHTHpyeT B yueOHOM mporecce. [loaroroBka k
JEKLUU 3aKJII0YaeTcsl B CIEAYIOLIEM: - BHUMATEJIbHO NPOYMTANTE MaTepuall Ipeablayluein
JEKIUU; - Y3HAWTe TeMy MPEeCTOALICH JIeKIHH (II0 TeMAaTUYECKOMY IJIaHy); - O3HAKOMBTECH C
y4eOHBIM MaTEPUAIIOM O YU4EOHBIM MTOCOOUSM; - TOCTAPAUTECH YSICHUTh MECTO U3Y4aeMON TEMBI
B CBOel MpodeccHOHaIbHONW MOATOTOBKE; - 3alMIINTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BbI
3a/1la]uTe IPENOAABATENI0 Ha JIEKIIMU. Bo Bpems JeKInn peKOMEHAYETCSI COCTABIIATH KOHCIIEKT,
bukcUpyIoInii OCHOBHBIE MOJIOKEHHS JIEKIIUU U KITI0YEBbIE ONpEesIeHuUs M0 MPOHIEHHON TeMe.
K 3auery HE0OXOIUMO TOTOBUTCS IIEJICHANIPABICHHO, PETYISPHO, CUCTEMATUYECKU U C MEPBBIX
nHeil oOyueHusi Mo AucUUIUIMHE. B camoMm Hauane y4eOHOTO Kypca CTYAEHTY CIEIyeT
MIO3HAKOMHUTBCS CO CIIEAYIOIIEeH y4eOHO-METOJUYECKON MOKyMEHTaluen: - MporpaMMoi
TUCIHUIUIMHBI, - TEpeYHEeM 3HAaHUN U YMEHUH, KOTOPbIMH CTYICHT IOJDKEH OBIAAETh;, -
TEMaTUYECKUMH IJIaHAMU JIEKLIUN, CECMUHAPCKUX 3aHATHH; - KOHTPOJIBHBIMH MEPOIIPUATUAMY; -
yueOHBIMU TOCOOUSIMU 10 AUCLUILUINHE; - IEpEeYHEM BOIPOCOB k 3aueTy. [locne atoro y cryaenra
JIOJDKHO C(OPMHPOBATHCS YETKOE IMpeJCTaBleHHe 00 00beMe M XapakTepe 3HAaHUM U yMEHUH,
KOTOPBIMH HaZ0 OyAeT oBiageTh Mo AucuuIuinHe. CHcTeMaTH4eCcKOe BBIMOJTHEHHE Y4eOHOMH
paboThI Ha JIEKLIUAX, CEMUHAPCKUX 3aHATHUAX U B MIPOIECCE CAMOCTOATEIBHON PabOThI MTO3BOJIUT
YCIIEIIHO OCBOUTH TUCIUILUIMHY U CO3AaTh XOPOIyIo 0a3y AJid cjauu 3a4eTa U SK3aMeHa.

[Tpu peanuzanmu IporpaMMbl JUCHUIUIMHBI HCIOIB3YIOTCS pa3UUHble 00pa30BaTEIbHbIC
TEXHOJIOTHH — JIEKIIMH, CEMUHAPbI U MIPAKTUUECKHE 3aHATH ¢ ucnoiib3oBanueM [1K.

N3ydyeHne TeopeTndecKkoro Marepuaia Ha JIeKYUAX C UCIOIb30BaHUEM KOMIIBIOTEPHBIX
TexHoyioruii. CaMOCTOSITEIbHOE H3y4YeHHE CIEeNUaTbHON y4eOHOWM W HAyYHOW IJIUTEpaTyphl,
BKJII0Yas 3JIEKTPOHHBIE CPEICTBA MH(OPMAITIH.



B mnpouecce cemunaposé wcnonb3yiorcs Takue (GopMbl Kak OOCYXICHHME IOKJIAlOB,
JIMCKYCCHUH TI0
HanOoJee CI0KHBIM BOIPOCAM, MPE3EHTALINH.

Jlist  caMOCTOSITENIbHOW  pabOThl  CTYJAEHTAM HEOOXOIMMO OOpaTUTBhCS K CIHUCKY
JUTEpaTyphl, KOHCIIEKTaM JIEKLUH MpernoaBaTess. 3aTeM CleqyeT MPOBECTH aHaJIN3, UCXOs U3
COZIepKaHHs BOIIPOCOB.

CemuHapcKue 3aHATUS MPOBOAITCSA B ayAUTOPUU W/WIM B KOMIIbIOTEpHOM kitacce AI'Y.
Hcnonp3ytoTcst mpaBoBble HH(POpManMOHHBIE cUCTeMBI «['apaHT» U JIp., a TaKXkKe pa3aaTOuHBIN
matepHai.

Pa3zgarounslii Marepuan CONEPXHT BBIACPKKM W3 3aKOHOJATEIBHBIX W HOPMATHUBHBIX
IPaBOBBIX aKTOB, HOPMATHBHO-METOJMYECKUX JTOKYMEHTOB, COOTBETCTBYIOIIUX TeME KaKIOTO
3aHATHSA; COOPHUKHN YIPABICHUYECKUX CUTYAIIMH 1 JOKYMEHTOB.

Bri0op TeM ceMuHapCKHUX 3aHATUH 00YCIIOBIIEH OOLIMM COJIEpKAaHUEM Kypca W HaleleH
Ha yriIyOJIeHHOE N3YYCHHE eTO OTACTBbHBIX Pa3/IelioB.

[ToaroToBka K MPAaKTUYECKUM 3aHATUSAM IPEAYCMAaTPUBAET CAMOCTOATEIbHYIO paboTy
CTYZICHTOB I10 U3Y4EHHIO JICKIIHOHHOTO Kypca, ICTOYHUKOB M JIUTEPATypPhl, PEKOMEH/IOBAHHBIX K
KaX/IOMY 3aHATHIO.

Ha xa)x1oM 3aHATHH IPOBOAUTCS ONPOC M KOJJIEKTUBHAS Oecesia 1o TeMe, pa3bsICHIIOTCS
nenu M 3agaud  e€ u3ydeHus. Pe3ynbTaThl  caMOCTOSITEIBHO BBINIOJHEHHBIX —3aJlaHUM
IpernoaaBaTeb IPOBEPsIeT B KOHIIE 3aHATHI. [IponyIieHHble 3aHATHS CTYACHTHI 0TPa0aThIBAIOT
CaMOCTOSITENBHO.

5.2. VYka3zaHus i 00y4alOUIUXCS 10 OCBOCHUIO U CHUNINHBI

Camocmoamenvnan paboma cmyoenmog TOJPa3yMEBAET BHINOJHEHUE MPAKTHUYECKUX
3aJaHHii, TEOPETHYECKYI0 MOATOTOBKY II0 TEMAaTHUKE AWCLUILIMHBI; WHAMBHUIyanbHas paboTta
CTYJEHTOB IPEAINOaraeT Takke padoTy B KOMIBIOTEPHOM KJlacce U OMOIMOTEeKEe YHUBEPCUTETA.

Jns  caMoCTOSITeNbHOW pabOThl  CTyJAEHTaM HEOOXOAWMO OOpaTHThCS K CIHCKY
JUTEpaTyphl, KOHCIIEKTaM JIEKIIHI mpernoAaBaress. 3aTeM ClIeyeT MPOBECTH aHAINU3, UCXOMAS U3
COJIep’KaHusl BOIIPOCOB.

Taoauna 4 - Coaep:xxkanue caMOCTOATEIbHOM Pad0Thl 00y4ar0IUXCS

Temvi/6onpocnwl, 6bIHOCUMbIE HA CAMOCTOAMENLHOE Kon-60 Dopmul pabomel
usyuenue Yacos

Tema 1. CocTaBjieHne JUYHBIX JOKYMEHTOB 18 3alnTa pedepara, 3aIuTa
IpEe3eHTalNH, IPaKTHIecKas padbora

Tema 2. PadoTa ¢ THYHBIMH JOKYMEHTBI 18 3ammTa pedepara, 3amuTa
MPe3eHTAlMH, TPaKTHUecKas paboTa

Tema 3. IIpu3HakH JOKYMEHTa: OPHUIMHAJBHOCTD, | 18 3amuTa pedepara, 3ammra

NOVIMHHOCTh, KOMMITHOCTH [IPe3eHTaluU

Tema 4. Cnoco0bl TOKyMeHTHPOBAHUS U MaTepuaibHbie | 18 3ammTa pedepara, 3amuTa

HocHuTe U nHopMauu pe3eHTaluu

Hroro 72

5.3. Buovt u opmer nucemenunvix padom, npeodycCMOmMpPEHHLIX HPU OCEOCHUU
oucyunaunsl (Mo0yis), 6bINOJAHAEMbBIE 00YYAIOUWUMUCA CAMOCHIOAMEIbHO

Camocmoamenvnaa paboma cmyoenmos TOApa3yMeBaeT BeleHHe paboueil TeTpany,
BBINIOJTHEHUE TPAKTUYECKUX 3aJIaHUH, TEOPETHYECKYIO TMOATOTOBKY IO TEMaTHKE JWCIHILUINHBI;
UHIWBUyaJIbHAs PaboTa CTYAECHTOB INPENIoiaraeT Takke padoTy B KOMITBIOTEPHOM Kiacce W
OMOJIMOTEKEe YHUBEPCUTETA.

Jns  caMocTOSITeNnbHOW palbOThl  CTyJAEHTaM HEOOXOAWMO OOpaTHThCS K CIHHCKY
JUTEPATyphl, KOHCIIEKTaM JICKIIMH MperoaBarelis. 3aTeM cieqyeT IPOBECTH aHAIN3, HCXOI U3
COJIepKaHUsl BOTIPOCOB.



Hanucanue scce

Hanucanue scce BO3MOXKHO Kak Ha 3aHSATHH (YTO MO3BOJIHUT CTYAEHTAM COCPEIOTOUUTHCS
Ha TeMe 32 KOPOTKOE BPeMsl, a IIPEToaBaTell0 0TCEYh BO3MOKHOCTh UCIIOIb30BaHUS CTYICHTAMU
JIOTIOJTHUTEILHBIX UCTOYHHUKOB MH(pOpPMAIUK), Tak U B (GOpMe JOMAITHEro 3a1aHus (B JaHHOM
ciiydae y cTyaeHTa Oynet Ooublie BpeMeH! Ha paboTy, HO BO3MOXXHOCTh 3aMMCTBOBAHUS MBICIICH
BO3pacTaer).

Cytb 3aganus: B opMe 3CCE U3II0KUTH CBOE MHEHUE OTHOCUTENIHHO BIUSHUS JOKYMEHTOB
Ha JKM3Hb 4YeJoBeka. BaKHO orjacuth Al CTYACHTOB OCHOBHBbIE TPEOOBaHUS K HAIKCAHUIO
BY30BCKOTO  3cce€  (CaMOCTOSITENbHOCTh  MBICIH,  HaIH4Ue  CTPYKTYphl  TEKCTa,
HECTaHJaPTHU3UPOBAHHOCTh O0BEMA H T. I1.).

Pexomenoayuu no nanucanuio peghepamog

dopMoii caMOCTOSTEILHON paboThl sBIsAeTCS Hamucanue pedeparon. [IpumepHsbIit
nepeyeHb pedepaToB MPUBOAUTCS Aaliee.

Pekomenpanuu no Hamucanuio pedepaTroB: Ha OCHOBE O3HAKOMIIEHUS C IPOrpaMMoii
Kypca, B COOTBETCTBUHU C JKEJIAHHEM IyOJIMYHOTO BBICTYIUICHUS HA CEMHHApPE WM 3allUThI
MaTepuraia Ha KOHCYJIbTalllu OCYLIECTBIIsIETcs BEIOOp TeMbl. XKenaTenbHbli MopsAI0K paboThl HaJl
HEW:

- u3ydeHue yuyeOHHKa 110 TeMe, B Ipe/iesaX KOTOpoi BbIMoHsAeTcs pedepart,

— MPOCITYIIIMBAHUE COOTBETCTBYIOIICH JIEKIINH,

- noa00p AUTEpaTyphl, YKa3aHHOW B JAHHOM IpOrpaMmMme,

MPUBJICYCHHE OTIOTHATEIHLHOU JTUTEPATYPhl WIH UCTOUHUKOB.

CprKTypa pedepara:

1. TUTYJIBHBINA JTUCT (B COOTBETCTBHUH C TpeboBaHussMu Kadeapsr TUI'TI)
2. OIJIaBIICHUE

3. OCHOBHas 4acTh (2-3 maparpada)

4. 3aKJIFOYEHUE

3. CIIHCOK UCTOYHUKOB H JIUTEPATYPHI

Oo6mwem pedepara B mpenenax 15 — 18 nucro ¢popmara A4 (1,5 uarepsana, mpudt Times
Noew RomaNe. Pazmep mpudra 14, mapameTpsl cTpaHUIIBL: TTpaBOE, BEpXHEE, HIbKHEE ToJist — 20
MM, JieBoe moie — 30 MM, OTCTYIBI B Havaje ab3ama 1,27 cM; TaOnuibl WK PUCYHKU — BHYTPHU
TEKCTa, CCBUTKU (CHOCKHM) Ha 3aMMCTBOBAHUS TOCTPAHUYHBIE (KHU3Y KaXKJ0W CTPaHHUIIBI).

Bo BBeneHnn 00s13aTeIbHO TOKEH OBITh MPUBEAEH 0030p MPUBIEKAEMBIX TyOIUKAIUI 1
MCTOYHUKOB; B OCHOBHOM YacCTH U 3aKJIIOYEHHH — YeTKas CHCTEMa Pa3BUBAIOIINXCS BBIBOJOB 1O
pazzenaM U TEME B LIEJIOM.

Pedepar 3acuuthiBaeTcs mocie ero ampodanuyu aBTOPOM Ha CEMHUHApe WM 3allliuTe Ha
KOHCYJIbTaIlNH,

Kpumepuu oyenku peghepama

Onenka pedepara BO3MOXKHA TOJIBKO B IBYX (POPMAX: «3aUTEHOY HITU «HE 3aUTCHO.

Jlnst  Ttoro, urtoObl pedepaT ObUT 3auTeH, CTYACHT JOJDKEH BBIMIOJHUTH BCE
BBILIECTIEPEUUCIIEHHBIE YCIOBUSI.

Pexomenoauuu no pazpadbomre npesenmayuii no Kypcy

Cocrasienue (pa3paboTka) Mpe3eHTaluN 110 KypCy paccMaTpuBaeTcs Kak ofHa u3 Gopm
TBOPYECKON camMocToATeNbHOW paboThl. OHa MOXET 3aMEHUTh pa3pabOTKy W HalHMCaHHUE
pedepara.

Tema mpe3eHTalny BBIOMPAETCS CaMOCTOSITENBHO, UCXOJS M3 TEMAaTUKH Kypca, IUIaHa
JIEKLIUM, IMYHBIX IPUCTPACTUN aBTOpA.

OO0s3aTenbHO OHA JOMKHA OBITH yTBep)KIeHa mpenonaBareneM. C HuUM Tpelyercs
00CynuTh ClieHapuid, TOJ00P UCTOYHUKOB U UCCIICIOBAHHIA.

B npe3enTanun HeoO6X0aMMO BBIZIEPKATh TPHU OJIOKA:

BBOJIHBIN (TUTYJIBHBIN CHAii/ ¢ yKa3aHUEM TEMBI, Kypca),



OCHOBHOM (Ka)XZIbIil ClIaii]l 1EMOHCTPUPYET | IIENIBbHBIN CIOKET, HE NEPETPYKEH TEKCTOM,
aKIIEHT Ha CMBICJIOBYIO CXEMaTH3allhi0, MPOCThle HEOObEMHBIE TAOJUIIBI, XYIOXKECTBEHHBIC
WUTIOCTPAIK, MSTKUH CBETNBIH (DOH), 3aKIIOYUTENBHBIN (YKa3aHUEM IOJIHBIX BBIXOJIHBIX
OoubmMorpadguIecKux JaHHBIX MO caiaM OCHOBHOW YacTH, HCTIOJTHUTENCH ).

[Tpe3enTanus neMOHCTpUpPYETCs (C MOCIEAYIONIeH 3aluTo) Tn00 Ha ceMuHape, 100 Ha
KOHCYJIbTALIVH.

Kpumepuu oyenxu npezenmayuu

B ciyuae cobmoienust 3TUX TpeGOBaHUI MPE3EHTAIIMS 3aCUUTHIBACTCS.

B Hauane y4eOHOro rojia CTYICHTHI 3a4HCIISIIOTCS HA CAUT AUCTAHIMOHHOTO OOYYEHHS C
NOJIydEeHHEM JIOTHHA U TapoJst Ha Kype «JlokyMeHToBeneHre» 1o aapecy: http://ido.aspu.ru/. Ha
caiiTe IUCTaHIMOHHOTO OOYYeHHs pa3MEIICHbl 3aJaHusl s INPAKTUYCCKUX 3aJaHuil |
CaMOCTOSITENIbHON PabOTHI CTYACHTOB, TECTHI.

6. OGPASOBATEJIbBHBIE U UH®OPMAILIMOHHBIE TEXHOJIOI'MU

6.1. O0pa3oBaTe/ibHbIE TEXHOJIOTHHU
[Ipu peanusauuu pa3inU4YHBIX BUAOB y4eOHOH pabOThI MO AMCLUUIUIMHE MOTYT HCHOJIB30BATHCS
AJICKTPOHHOE OOyYeHHE W AMCTAHIIMOHHBIC 00pa3oBaTebHBIC TEXHOJOTHHU. JJIg JOCTHKEHHS
uenef/'l I/ISY‘IGHI/I}I JOUCIHUITIIINHBI I/ICHOHBBYIOTC}I AKTHUBHBIC (.HGKI_[I/II/I, CGMI/IHapBI) nu I/IHTepaKTI/IBHBIG
MPOBOAUTLCA C TNPUMEHEHHEM HH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIX ~ CETeH  Ipu
OMOCPEOBAaHHOM (Ha pPACCTOSHUM) HMHTEPAKTUBHOM B3aUMOACUCTBUHM OOyJalomuUXcs H
npenojaBareNisi B pexumax on-line w/mmm off-line B dopmax: Bumeonekiui, IEKIIHiA-
pe3eHTAINi, BUICOKOH(DEPEHIINH.

Tabauma 5 — O0pa3oBaTe/ibHbIe TEXHOJOTMH, UCIOJb3yeMble MPH pPeajn3alui Y4eOHbIX
3aHATHH

Paznen, Tema dopma yueOHOTO 3aHATHS
JTUCTIUTUTAHBI (MOIYIIS) Jleknmst [IpakTryeckoe JlabopaTopuas
3aHITHE, CEMHUHAP pabota
Tema 1. CocTaBjieHHe JUYHBIX IOKYMEHTOB He ®poHTaNBHBIN onpoc, | He npedycmomperno

npedycMOmpeno | TeMaTHYeCKue
JCKYCCUM, 3alluTa
pedepara,  3amuTa
npe3eHTalHy,
paKTHIeckasi pabora

Tema 2. PaGoTa ¢ THYHBIMH JOKYMEHTbI He DpOoHTaJIBHBII He npedycmompeno
npedycmompeno | onpoc, TeMaTH4ecKue
JICKYCCHUH, 3alUTa
pedepara, 3amuTa
Mpe3CHTAIIUH,
MpaKkTU4ecKas padoTa

Tema 3. IIpuznakn JOKYMEHTa: He OpoHTaNBHBIN He npedycmompeno
OPUTHHAJIBHOCTD, NOJIHHHOCTb, KOMMITHOCTD | 1pedycmMompero | OIPOC, TeMaTHYECKHUE
JVICKYCCHH, 3aIUTa
pedepara, 3amura

npe3eHTaIuu
Tema 4. Cnocodbl JOKYMEHTHPOBAHHUSI M He DpOoHTaJIBHBII He npedycmompeno
MaTepHuajbHble HOCHUTEIN HHPOPMALUT npedycmompeno | OMpoc, TEMaTHICCKHE

JIMCKYCCHH, 3aI1Ta
pedepara, 3amuTa
Ope3eHTALU

6.2. UndopManiuoHHbIE TEXHOJIOTHH



http://ido.aspu.ru/

[Ipu peanuzanuu pa3IUYHBIX BHJOB Y4eOHOH W BHEY4eOHOW pabOThI HCIONB3YIOTCS
cienyromuye WHPOpPMAIMOHHBIC TEXHOJIOTHH: BUpTyajbHas oOydaromas cpema (Wi cucTeMa
ynpasieHus: ooyueHnem LMS Moodle) wnu unHble MHQOpMAMOHHBIE CHUCTEMBI, CEPBHUCHI H
MECCEH]IKEPHI.

--UCIOJB30BAHUE CPEIACTB NpEACTaBICHUs YyueOHOW uHpopManuu (IPOBEIEHUE OYHBIX
(TpaIUIIMOHHBIX ) JIEKIIUA U CEMUHAPOB C UCIIOJIb30BAaHUEM TIPE3CHTAIMN U T.11.);
--UCTOJIb30BAHNE HMHTEPAKTUBHBIX CPEJICTB B3aMMOACWUCTBUS YYAaCTHHKOB OOpPa30BaTEIbHOIO
mpoliecca Ha OCHOBE oOpa3zoBareNbHOro nHTepHET noptaia AI'Y// http:// asu.edu.ru/

- UCHOJb30BAHUE 3JCKTPOHHBIX YUEOHMKOB M PA3JIMYHBIX CAUTOB (3JIEKTPOHHBIC OMOIMOTEKH,
JKYpHAJIbI U T.JI.) KaK UCTOYHUKA HH(POpMaIInu;

- ACTIOJIb30BaHNE BO3MOKHOCTEH AIIEKTPOHHOH ITOYTHI ITPETO1aBaTelIsl.

6.3. IIporpamMHoe oOecnieueHne, COBpeMeHHbIe NMPo(ecCuoOHATbHbIE 0a3bl TaHHBIX
U MH(OPMAIMOHHBbIE CTIPABOYHbIE CHCTEMBI

HanmenoBanme mporpaMMHOTO 00ECTICYCHIS Haznauenue
Adobe Reader [Iporpamma mIsi TpocMOTpa  AIEKTPOHHBIX
JIOKYMEHTOB

[Inardpopma muctanumoHHoro oOydenusi LMS BupTyanbHas oGydaiomas cpeia

Moodle
Mozilla FireFox Bpaysep
Microsoft Office 2013, Oducnas nporpamma

Microsoft Office Project 2013,
Microsoft Office Visio 2013

7-zip ApxuBaTop
Microsoft Windows 7 Professional OmnepauroHHas cUCTEMa
Kaspersky Endpoint Security CpeacTBO aHTUBUPYCHOM 3aIUTHI

IlepeyeHb coBpeMeHHBIX MPOPeCCHOHATBHBIX 023 TaHHBIX, HH(POPMAIHOHHBIX
CIPABOYHBIX CHCTEM
Haumenosanue cospemennvix npogeccuonanvhuix 6a3 0aHHbIX, UHDOPMAYUOHHBIX
CNPABOUHBIX CUCTEM
OnexrponHbli kKatanor Hayunoit 6ubanorexu AI'Y na 6aze MARK SQL HITO «Hudpopm-
cuctem». https:/library.asu.edu.ru
OnexktpoHHbIi Katanor «Hayunsie sxypHansl AI'Y»: http://journal.asu.edu.ru/
YHuBepcanpHas ClpaBOYHO-MHGOPMAIIMOHHAS MTOJTHOTEKCTOBAas 6a3a JaHHbIX
nepuoanueckux m3gaanuii OO0 "MBUC". http://dlib.castview.com Mms noavzoeamensi:
AstrGU Ilaponv: AstrGU
DIeKTpOHHO-0nbanoTeyHas cucrema elibrary. http://elibrary.ru
KopnopatuBHblit poekT Accolnanuy peruoHaIbHbIX OMOINOTEUHBIX KOHCOPIINYMOB
(APBMKOH) «MexpernonanbHas aHauTHueckas pocnuck crateit» (MAPC) - cBogHast
0a3a JaHHBIX, COJIEpKAIIasl MOJHYIO aHATUTHYECKYIO pocruch 1800 Ha3BaHUM KypHAIOB
10 Pa3HBbIM OTPACIISIM 3HAHUWU. Y YaCTHUKH MPOEKTA MPEAOCTABISAIOT APYT APYTY
ANEKTPOHHBIE KOMUHU OTCKAHUPOBAHHBIX CTaTeH U3 KHUT, COOPHUKOB, KYPHAJIOB,
coniepkammxcs B (oHmax ux ombmmorek. http://mars.arbicon.ru
CnpaBounas npaBoBas cucrema Koncynerantllmtoc.
ConepXuTcst OrpOMHBIN MaCCUB CIIPAaBOYHOHN MPaBOBON MH(POPMALIUH, POCCHICKOE U
pEeruoHaIbHOE 3aKOHOIaTENIbCTBO, CYACOHYIO MPAKTUKY, (PMHAHCOBBIE U KaJpPOBBIE
KOHCYJIbTAIlNH, KOHCYJbTAIIUU JJIsl OFOPKETHBIX OpPTaHU3aIHii, KOMMEHTapUH
3aKOHOAATENIHCTBA, POPMBI JOKYMEHTOB, MPOEKTHl HOPMATHUBHBIX MPABOBBIX aKTOB,
MEXKITyHApOHbBIE TIPABOBBIC aKThI, PABOBBIC AKTHI, TEXHUYECKHE HOPMBI U MTPaBUIIA.
http://www.consultant.ru



https://library.asu.edu.ru/
http://journal.asu.edu.ru/
http://asu.edu.ru/images/File/dogovor_IVIS1.pdf
http://asu.edu.ru/images/File/dogovor_IVIS1.pdf
http://dlib.eastview.com/
http://elibrary.ru/
http://mars.arbicon.ru/
http://www.consultant.ru/

7. POHJA ONEHOYHbBIX CPEACTB JJs TEKYIIETI'O KOHTPOJIA U
IMPOMEXYTOYHOM ATTECTAIIUA
7.1. IlacnopT ¢oHA OLIEHOYHBIX CPEACTB
[Tpu mpoBeAeHHM TEKYLIEro KOHTPOJIS M MPOMEXKYTOUHOM aTTeCTallud MO JUCIUIUINHE
(Monyni0) «SI3BIK M CTHIJIb JOKYMEHTOB)» IPOBEPsieTCs CPOPMHUPOBAHHOCTH Y OOYyYaromuXcs
KOMITETCHIIMM, YKa3aHHBIX B pas3jienie 3 HACTOSAIICH MPOrpaMMBbL DTamHOCTh (OPMUPOBAHUS
JTAHHBIX KOMIIETCHIIMHA B TIPOIIECCE OCBOCHHS OOpa30BaTENbHONW MPOrPaMMBI OMPEICNSIEeTCs
MoCJeI0BaTEIbHBIM OCBOEHUEM JAUCHUIUINH (MOJyJIel) U MIPOXOKICHUEM MPAKTHUK, a B Ipoliecce
OCBOCHHA AUCHUIIIINHBI (MOI[y.HSI) — MOCICAOBATCIbHBIM JOCTHKCHUCM PE3YJIbTATOB OCBOCHUA
COZIepKaTeIbHO CBA3aHHBIX MEXIY COOOM pa3ziesoB, TEM.

Taoauna 6 - CoorBercTBHE pPa3iejioB, TeM JUCHHUIUIMHBI (MO1YJIfA), Pe3yJbTaTOB 00y4eHM I
10 JUCHUNJINHE (MOAYJI0) M OLIEHOYHBIX CPEICTB

No Kontponupyemslie pa3aenbl Kon HaumenoBanue o1eHOUHBIX
n/m JTUCTIUTITUHBI (MO/TYIIS) KOHTPOJIHPYEMOH CPEenCTB
KOMTICTCHIIUN
(xoMmeTeHIHiN)
1. Tema 1. CocraBjeHue JHYHBIX VK- 1 @pOoHTaIBHBIA OIIPOC,
JOKYMEHTOB TeMaTHYeCKHe AUCKYCCHUH, 3alITa

pedepara, 3amuTa npe3eHTAIHH,
MpaKTUYecKas padora

2. Tema 2. PaGora ¢ JHYHBIMH VK- 1 @pOoHTaIBHBIA OIPOC,
JOKYMEHTBI TeMaTHYeCKHEe AUCKYCCHH, 3alUTa
pedepara, 3ammuTa npe3eHTAIHH,
TpaKkTA4YecKas padbora

3. Tema 3. Ilpu3Haku JOKYMeHTA: VK- 1 @pOoHTaIBHBIA OIPOC,
OPUTHHAJIBHOCTD, NOJAJUHHOCTD, TEeMaTUYECKUE TUCKYCCUH, 3alUTa
KONUIHOCTH pedepara, 3amuTa Npe3eHTAIUN

4. Tema 4. Crnocoobl VK- 1 @pOoHTaIBHBIA OIIPOC,
JOKYMEHTHPOBAHUA " TeMaTHYeCKHEe AUCKYCCHH, 3alITa
MaTepHaJibHbIE HOCHTEJIN pedepara, 3amuTa Npe3eHTAIUN
uHpopManun
Hmozosaa ammecmayus 3auem/nopmaonuo

Pexomenodyemvle munvt KOHmMpPOA 0N OUEHUBAHUSA PE3YIbMAMO8 00YYeHUsL.

J1J1s OLleHUBaHUS Pe3yJIbTaTOB OOYUCHHI B BUI€ 3HAHUH UCIIONIB3YIOTCS CIEAYIONIUE THITBI
KOHTPOJIS:

- TECTUPOBAHUE;

- UHIUBUYyalbHOE co0ece10BaHue,

- MUCbMEHHBIE OTBETHI HA BOTIPOCHI.

TectoBble 3aaHus JODKHBI OXBAThIBATh COJEP)KaHHWE BCEro MPOHAEHHOIO MaTepuaa.
WnauBunyanbHoe cobeceoBaHuE, MHCbMEHHass paboTa MPOBOAATCA MO Pa3pabOTaHHBIM
BOITPOCAM I10 OT/ICIILHOMY Y4EOHOMY AJIEMEHTY MPOTPaMMBbI (JIUCIIUTUIHHE).

Jlnis olleHWBaHUs PE3yNbTaTOB OOYYEHUS B BUIE YMCHHH W BIQJICHUN HCIIONB3YIOTCS
CJIETYIOIINE TUITBI KOHTPOJIS:

- TpaKTUYeCKHe KOHTPOJIbHBIE 3amanus (manee — [IK3), BKIOYarOmmMX OIHY WU
HECKOJIBKO 3a/1a4 (BOIIPOCOB) B BUJIE KPATKOW (POPMYIMPOBKH ACHCTBUHN (KOMILJIEKCA TCUCTBUH),
KOTOPBIE CIIETYET BBHITIOIHUTH, U OMMCAHUE PE3yNIbTaTa, KOTOPHIH HYKHO MOJIYYHUTh.

ITo cnoxnoctu [1K3 pa3nenstoTcst Ha MPOCThIE U KOMIUIEKCHBIE 3aJaHUS.

IIpocteie IIK3 npeanonaratot penieHne B 0JHO WK Ba AeicTBUS. K HUM MOXXHO OTHECTH:
MPOCTHIC CUTYAI[MOHHBIE 33Ja4U C KOPOTKHM OTBETOM WJIM MPOCTHIM JCHCTBHEM; HECIOXKHBIC




3aIaHUA 110 BBITOJIHCHUIO KOHKPCTHBIX ,Z[GI\/'ICTBI/II‘/JI. HpOCTBIe 3alaHuA IPUMCHAIOTCA I OLICHKU
ymenuid. KommiekcHble 3a1anusi TpeOYIOT MHOTOXOJIOBBIX PEUIEHUN KaK B TUIIMYHOH, TaK U B
HECTaHAAPTHOM CUTYyaIUsAX. DTO 3a7aHUs B OTKPBITON (hopme, TpeOyroIIre MOITAIHOTO PeIICHHS
U pa3BepHYTOIO OTBETA, B T.Y. 3a/laHUs HA WHIAUBUAYAIbHOE WU KOJUIEKTUBHOE BBIIOJHEHUE
IIPOEKTOB, Ha BBHINIOJHEHUE MPAKTUUYECKUX JIEHCTBUNA MM 1abopaTopHbIX paboT. KoMruiekcHble
MPAKTUYECKHE 3a/IaHusl IPUMEHSIOTCS JUIsl OLIEHKHU BJIaJICHUH.

7.2. Onucanue nokas3aresjed U KpUTepreB OLIEHMBAHUS KOMIIETEHUUIA, ONTMCAHMEe KA

OIICHUBAHHUA

Taoauna 7 - [loka3areu olleHUBAHUSA Pe3yJIbTATOB 00yYeHUS B BU/I€ 3HAHU I

IITkana oneHUBaHUS

Kpurepuu onieHnBaHusI

JIEMOHCTPHUPYET TITyOOKOe 3HAHWE TEOPETUYECKOTO Marepuasa, YMEHHE

5 00OCHOBAaHHO H3JIaraTh CBOM MBICIH TIO0 OOCYXIAeMBIM BOIPOCAM,
«OTIIMYHO» CIIOCOOHOCTh TOJHO, TMPAaBWIBHO M apryMEHTHPOBAaHHO OTBEYaTh Ha
BOIIPOCHI, IPUBOJAUTH PUMEPHI
JIEMOHCTPHUPYET 3HAHHE TEOPETHYECKOTO Mmarepuana, ero
4 MOCTIeIOBATENbHOE HU3JIOKEHHE, CIIOCOOHOCTh TPUBOIUTH IPHUMEPHI,
«XOPOILIO» JOMYCKaeT EAMHUYHBIC OIMMOKM, HCIPABIsIEMbIe MOCIE 3aMEYaHHs
IperoiaBaTess
JIEMOHCTPUPYET HEMONHOe, (parMeHTapHOE 3HAHUE TEOPETHYECKOTO
3 Marepuaa, Tpedyroliee HaBOISIIIX BOIIPOCOB IPENoAaBaTes, JOMyCKaeT

«KYHOOBJICTBOPUTCIIEHO»

CYIIECTBEHHbIC OHNIMOKU B €ro M3JI0KEHUH, 3aTPYJHIETCS B MPUBEICHUN
IPUMEPOB U (POPMYITHUPOBKE BHIBOJIOB

2
«HEYJOBJIETBOPUTEILHO»

JEMOHCTPUPYET CYILECTBEHHbIE MpOoOeibl B 3HAHMU TEOPETHUYECKOIO
MaTepuanga, He CIOCOOCH €ro H3JI0XKHTh M OTBETUTh Ha HABOJSIIHNE
BONPOCHI MIPENojiaBaTelis, He MOXKET PUBECTH MPUMEPDI

Taouauna 8 - [loka3aresu oneHUBAaHUA Pe3yJIbTATOB 00y4eHHUS B BU/Ie YMEHUI U BJIaJeHUI

Ikama oneHUBaHUA

Kpurepuu onennBanus

JEMOHCTPUPYET CIIOCOOHOCTh MPHUMEHSATh 3HAHUE TEOPETHUYECKOIO

5 MaTepuasa TPy BHINOJHEHUU 3aJaHUM, MOCIECIOBATEIFHO W MPABUIBHO
«OTJIIMYHOY BBITIOJTHSET 3aJaHUsI, yMeeT 0OOCHOBAHHO M3JIaraTh CBOM MBICIIH U JIENaTh
HE00XO0IMMBIEC BHIBOJIBI
JEMOHCTPUPYET CIIOCOOHOCTh MPHUMEHSATHh 3HAHUE TEOPETHUYECKOIO
4 MaTepuasa TMpU BHIOJHEHUHU 3aJaHUM, MMOCIEIOBATEIFHO W MPABUIBHO
«XOpOIIO» BBITIOJTHSET 3aJaHUsI, yMeeT 0OOCHOBAHHO M3JIaraTh CBOM MBICIIH U JIENaTh
HE0OXOIMMBIC BBIBOJIBI, JIOMYCKACT CIUHUYHBIE OITUOKH, HCIIPABIISEMbIC
MOCJIe 3aMEYaHMsl IPENoIaBaTeNsl
JEMOHCTPHUPYET OTACIbHBIC, HECHUCTEMATU3HPOBAHHBIC HABBIKH, HE
3 CHOocOOEH TMPUMEHUTh 3HAHUE TEOPETHUECKOro MaTepuaia Mpu

«KYOOBJICTBOPUTCIIBEHO»

BBITTOJIHEHUH 33JaHUM, UCTIBITHIBACT 3aTPYIHEHHUS M JOIMYCKaeT OLIMOKH
P  BBINIOJHEHUM 3aJaHUM, BBINOJIHACT 3aJaHUE IIPpU IOACKa3Ke
IperoiaBaTess, 3aTpyaHsieTcsl B JOPMYIHPOBKE BHIBOJIOB

2
«HEYJIOBJIETBOPUTEIBLHO»

HE CITI0CO0eH IMPAaBUJIbHO BBIIIOJIHUTHL 3a/IaHUC

7.3. KoHTpO/IbHBIE 32JaHUS WIH HHbIe MaTePHAJIbI, HEO0OXOAUMBbIe /15l OLeHKH 3HAHUIA,
YMeHUii, HABBIKOB U (MJIM) ONbITA [eATeIbHOCTH

Tema 1. CocTaBiieHHe JMYHBIX JOKYMEHTOB




Ilenv 3ad0anusa — w3yuyeHHE HA3HAYCHUS JIMYHBIX JIOKYMEHTOB U OCOOEHHOCTEH
oopMIICHHS Ka)XI0TO BHJIA 3TOW TPYIIIBI JOKYMEHTOB.

B pezynomame 6vinoinenus 3a0anuil Cmyo0eHm 00aM)4cen:

— IMETh TPEJICTABICHUE O THITOBBIX CUTYAIUSIX, OQOPMIISIEMBIX JINYHBIMH JJOKYMEHTAMHU;

— 3HATh BUJBI JINYHBIX JTOKYMEHTOB; TPEOOBaHUS K (OPMYIIAPY KaXI0T0 BUJIA;

— YMETh COCTaBJISITh BCE JIMYHBIX JOKYMEHTOB U UMETh HaBBIKHA UX OPOPMIICHHSI.

3aoanus 0na camocmoamenvHou padoomaol

1. M3yunth mpaBwiia cOCTaBICHHS M O(GOPMIICHHS JUYHBIX JOKYMEHTOB, OOpaTHB
BHUMaHUE Ha 0OCOOEHHOCTH TPEOOBAHMIA K KAXKIOMY BUTY.

2. CoctaBuTh 1 OPOPMHUTH B COOTBETCTBUHU C TPECOOBAHUIMU:

- TOKJIQJHYIO 3alMCKY (BHYTPEHHIOIO M BHEIIHIOHN));

- O0BSICHUTETHFHYIO 3aMMMCKY (BHYTPEHHIOI U BHEITHION));

VYkazanusa no evinonnenuro 3a0anusn

1. YTOUHUTH BUBI JIUYHBIX JOKYMEHTOB M MPU KaKUX YNPABICHUYECKUX CUTYALUsX OHHU
CO3JIaf0TCA.

2. BeIsSBUTh OCOOCHHOCTH KaXI0TO BUA TUYHOTO JOKYMEHTA.

3. U3yunth TpeboBaHus K 0GOPMIICHUIO KaXJA0T0 BUAA JIUYHOTO JOKYMEHTA.

4. CocraBuTh U 0OPOPMHUTH TOKYMEHTHI B COOTBETCTBUHU C TIOTYYCHHBIMU 3aJaHUSIMHU.

Konmponwvnwie eonpocut

1. aiiTe ompeeneHue U yKaXuTe TUIIOBOM (PopMyIIsp:

- TIOKJIATHOM 3aITNCKH;

- 00BSCHUTENILHOM 3aIIMCKH.

KEVC-3AJIAUYA
3ananmue (s1):
Tema. JInuHbIe TOKYMEHTHI.

CryneHTaM Tpe/IararoTCs JOKYMEHTBI C 3aBEIOMO JOMYIIEHHBIMH OIIMOKAMHU.
Heo6xoaumMo BBISIBUTH OMIMOKH, TPOKOMMEHTHPOBATH CBOE PEIICHHUE U MPEIOKUTH MPABHIHHO
O(OPMIICHHBIN MPOEKT TOKYMEHTA.

1. [Ipemmaratorcst 0Opa3iibl JIMYHBIX TOKYMEHTOB. OOBSICHUTEIbHAS 3aMUCKa U JIP..

Tema 2. PaboTa ¢ JIUYHBIMU JOKYMEHTBI

JAEJIOBASA (POJIEBAS) UTPA
1. Tema (nmpo6sema) PaGoTa ¢ THYHBIMH TOKYMEHTHI
2. Konuenuus urpbl

CryneHTaM pa3lelieHHbIM Ha TPYNNbl MO 5-7 YeENOBEK, Mpejaralorcs 3aJaHus I0
pazpaboTke ¥ OQPOPMIICHHIO JHYHBIX JOKYMEHTOB. KaKIblii y4acTHUK KOMAHJbI IMO3TAITHO
BBITOJIHSET CBOIO POJIb B pabOTE C JOKYMEHTOM.

3. Posn:

Kaxnas rpynma coctouT u3 5-7 cTyAeHTOB. B kaxaoil rpymnmne Ha3zHa4yaeTcs JUPEKTOP
(GUpPMBI, TIaBHBIM OyXrairtep, IOPUCT, CEKpeTapb, Ha4YaJbHHUK OTIENa, apXuUBapuyc u Mp.
CHEIUAIINCTHI.

4. Oxxunaemblii (e¢) pe3yabTar (bl)

3akperyieHue M3Y4eHHOr0 Marepualia ¢ yMEHMEM Ha MpakTUke O(QopMIIsATh JIMYHbIE

JAOKYMCHTEIL.

Konmponwnoie sonpocet:

1. U3yuuTh BUIBI U pAa3HOBUIAHOCTH JOKYMEHTOB.

2. BbIIBUTH 0OCOOCHHOCTH 0(hOPMIICHUSI pEKBU3UTA «aBTOP», OMUCATH COCTAaB OJIaHKA U €T0
BU/JIBL.



3. 3y4nTh TEKCT JOKYMEHTA.

4. Onucatb NOPSAOK aPECOBAHUS JOKYMEHTA.

5. Bemmcarh naThl cocTaBleHUS, 0OpaOOTKH, MOMANMCAHUS M JIp., yKa3aTh MECTO HX
PAaCIIONIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. OnucaTh BUIBI OTMETOK.

8. CoctaBUTh (POPMYISAPHI 2-X JOKYMEHTOB.

Hoarorosurs Ilpe3eHTanuio Ha TeMy:
CoBpeMeHHbIe TpeOOBaHMS K HOPMYIISPY TOKYMEHTOB.

IIpakTuyeckasi padora — Odopmuts Ha ¢dopmare A4 OJaHK KOHKPETHOTO BHIA
JIOKYMEHTOB, 10 TpeboBanusM neiictByromero [OCTa

JloKyMeHTHpPOBaHHUeE AeATeJbHOCTH KOJIJIerHAJbHbIX OPTraHOB

Koumponwvnuwie eonpocwt:

1. Ilepeuncnure peKBU3UTHI, BXOASIIKE B GOPMYIIAp MPOTOKOJIA.

2. HazoBuTe CTpYKTYpy TEKCTa IPOTOKOJIA.

3. B 4éM oTimumre nmpoToKoIia MOJHOTO U KPAaTKOTO.

4. YKaxuTe MOpsSAOK MOArOTOBKH COBEIIAHUS M KaKUE€ JTOKYMEHTBHI CO3/Ial0TCS B XOJE
MOJIFOTOBKHU.

5. Ilepeuncnure peKBU3UTHI, BXOASIIUE B HOPMYIISP PELICHHUS.

6. B yeM Ha3HaueHKE BBINTUCKU U3 TPOTOKOJIA.

IMoaroroButh pedepar Ha TeMy:
KOMHLIOTepI/ISaI_[I/ISI ACJIOMMPOU3BOJACTBA.

Hoarorosuts Ilpe3eHTanuio Ha TeMy:
JIOKyMEHTUPOBaHUE IEITEIBHOCTH KOJIJIETHATIbHBIX OPTaHOB.

CocrasiieHue HHGOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
Koumponwvnuie eonpocwt:

1. [laliTe onpeneneHue U YKaKUTE TUIIOBOU (hopMyJisp:

- ITOKJIaJHOM 3aIlHCKU;

- 0OBSICHUTENLHON 3aIIMCKHU,

- CIIPaBKHU;

- aKTa;

BeinosiHeHHe NPAKTHYECKHUX 3aJaHHMI - 10 IPEITI0KEHHOMY pa3IaTOYHOMY MaTepHary
(COBOKYIHOCTh ~ XAaOTMYHO  MPEUIOKEHHBIX  PEKBU3UTOB)  OGOPMHUTH  (POPMYISPHI
MH(OPMaLMOHHO-CIPABOYHBIX TJOKYMEHTOB.

CamocrosiTesqibHOI padoThl Mo TemaM CoBpeMeHHble TpeOoBaHHsI K (opmyasipy
JOKYMEHTOB — IO MPEIJIOKEHHBIM 00Opa3iaM OKYMEHTOB OIPENCIUTh HECOOTBETCTBUS M
omuOKu B 0popMIIeHUH HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IMoaroroBuTh pedepar Ha TeMy:
l. CoBpeMeHHBII  O(UIIMATBHBIA  JOKYMEHT KaK HCTOPUYECKHM
UCTOYHHUK.
2. OcobeHHOCTH cOCTaBIIEHUS U OPOPMIICHUS JOKYMEHTOB.



Hoarorosuts IlpesenTanuio Ha TeMy:
CocraBnenne HHPOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.

Bonpocek! u 3apanus:

3aganue. CocraBbTe U odopmure JOKJIaTHYIO 3aIMUCKY PYKOBOJIUTEINS
npousBogactBeHHoro otaena MVYII CK  «Cnencrpoitmontax» 3umuHa A.I. Ha wums
PYKOBOJMTEINS 0 KOMaHIMPOBAHUU WH)KEHEpa Kyapuna A.C. Ha

MaIMHOCTPOUTENbHBIN 3aBox T. OpenOypra c 20.04.2015 cpokom Ha 3 pHA 1A
HaJIaJIK! TTOCTAaBJIEHHOTO 000y 10BAHHUS.

3ananue. Haiinure ommoOKku B 0opmiIeHHMH 00bSICHUTENbHOMN 3alIUCKH.
OOBbsicHUTETbHAS 3AITHCKA

3aMeCTHUTENI0 TeHepaabHoro aupekropa 3A0

A.JO. CokonoBy

26.05.2015

busnec-man pa3pabarbiBaeTCs OTACIIOM HA MIEPHOJ: HEIETs, 1eKala, MECSII B
Tpex k3eMIutsapax. [lepBblii FK3eMIUIsIp MpeaocTaBisieTcs B Oyxranreputo AO,
BTOpOil — HauanbHUKY [13V, TpeTuii — ocraercs B nenax oraena peanuzauuu. Cpok
COCTaBJICHMS IUIaHa — 3a JIEHb 10 HACTYIUIEHUS IIaHupyeMoro nepuoaa. [lopsaox
pa3paboTKU U MPEOCTABICHUS TNIAHOB YCTaHOBIeH B [lomoxkeHuu o0 otaene u
MpUKa3e 0 pacmpeneseHny oosi3anHocTel 1o ynpasiaeHuto ot 23.08.2009 No 53.
Hauvanbpuuk ornena A.H. ®uiumMoHoB

Tema 3. IIpu3HaAKHU JOKYMEHTA: OPUTHHAJIBbHOCTD, IOJJIMHHOCTD, KONMMHHOCTH

1. Ilonsitue opuruHana, NIpU3HAKH OPUTHMHANA. Y MHOKEHHBIE OpUTHHAIIBI. YEepHOBUKH U
OCTOBUKM  TEKCTOBBIX  JOKYMEHTOB. ABrorpadsl. Pemakmuu. OpuruHaisl KUHO U
dorogokymenToB. OpuruHasnsl HOHOJOKYMEHTOB. OpUTHHANBI TEXHUYECKUX TOKYMEHTOB.

2. Tllonstne «mnommuHHUK». lloanuHHBIE W TOMJIOXKHBIE JTOKYMEHTHI. Busl
danscudukanuu 1okymMmeHToB. Danscudukanus coaepkanus. Muarepnonsauus Danbcuduxarus
COCTaBa y/I0CTOBEpEHUs, OIaHKa.

3. Tlonstue «xonusi». Mcropuueckoe pa3BuTue Konuid. Buawsl komuid, ompeaensieMble
criocoboM ux Bocmpou3BeaeHus. Konuu, paznndaeMbie 1o croco0y ux ynocroepenus. [lopsmox
odopmiienus konwil. KOpuanueckas cuia KOMHiA.

Tema 4. Crioco0b1 JOKYMEHTHPOBAHHUA U MaTepHAJIbHbIEe HOCUTEJIH
uHpopManu

I]ens 3a0anua — u3yvdeHne pa3INdHbIX CIOCOOOB 3ameyaTiieHus] HH)OpMAIIH.

B pe3ynivmame évitnonnenusn 3a0anuii cmyoeHm 00J1)4cen:

— 3HaTh (PYHKIUHM JOKYMEHTa, CIOCOOBI 3amedarieHus WH(GOpMAIMU, 3Talbl Pa3BUTHA
TEKCTOBOT'O IOKYMEHTUPOBAHMS;

3aoanusn 013 camocmoamenvHou paoomaol

- W3yuntp »sTambpl TEKCTOBOIO JOKYMEHTHUPOBaHHUS, O3HAKOMUTbCA C 0OpaslaMu
MUKTOTPaAMM H JIOTOTPaMM, JaTh UX KPATKYIO XapaKTEPUCTHUKY.

- O3HakoMuUThCS ¢ 0o0pa3laMu TEXHUYECKUX JOKYMEHTOB M 3alHcaTh MX COJAEp)KaHUe
TEKCTOBBIM CIIOCOOOM.

Ykazanua no évinonnenuro 3a0anui

1. U3y4uTh NUKTOTpaMMBI M JIOTOT PAMMBI, TIPE/ICTaBICHHBIE B KOJUIEKIMHU. [laTh onucanue
I- 2 nwuxrorpamm. I[IpoBecTn aHanu3 3HAKOB JIOTOrpaMM, Y4YWUTHIBash MPH 3TOM, YTO 3HAKY
COOTBETCTBYET CJIOBO. 3apHcOBaTh 2-3 oOpas3la M ONpeAeiuTb MPEUMYIIECTBA U HEAOCTATKH
JIOTOrpaMM.



2. N3yunts 1-2 yepreka U TEKCTOBBIM CIIOCOOOM 3aIMCaTh UX COJACPKAHUE.
Konmponsusie éonpocwi:

1. KakoBbI 3Tansl pa3BUTHS TEKCTOBOTO JOKYMEHTHUPOBAHMUS?

2. KakoBbl criocoOrI 3anevatiieHusi HiHGOpMarim?

IlepeyeHb BONPOCOB U 32IaHUI, BBIHOCUMBIX HA 3K3aMeH / 3a4éT /
Au(ppepeHupOoBAHHBIN
IlepeyeHb BOPOCOB K 3a4eTy (IK3aMeHY)

1. JIOKyMEHT M €r0 MECTO B CUCTEME YIPABJICHMUSL.

2. HopmaTuBHO-METOAMYECKHE aKThl, perjaMeHTHpYIOIIHe co3qaHue U odopMIIeHHE
JIOKYMEHTOB.

3. IloHsATHE «TOKYMEHT» U €r0 Pa3BUTHE.
. CBs13p MH(OpMAINK U JOKYMEHTA.
. OOmue u 9acTHpIe (YHKIIMH IOKYMEHTA.
. CrtocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
TekcToBOE JOKYMEHTUPOBAHKE U ITAIIbl €T0 PA3BUTHSL.
[Tukrorpammsl. [Ipumenenne NUKTOrpaguuecKoro NUCbMa Cero HsI.

9. Jlororpammsl. Micnonb30BaHuE JOTOrpaMM CETOIHS.

10. TexHudyeckoe  NOKYMEHTHPOBaHHME.  Buasl  KOMIUIEKCOB — TEXHUYECKOM
JIOKYMEHTALUU.

11. ®oronokymentuposanue. [losBienue, pa3BuTue, IPUMEHEHHE.

12. KunonoxymentupoBanue. [losBienue, pazsutue. Buaeozanuce.

13. ®ononokymentupoBanue. [losBienue, pa3BuTue, IPUMEHEHUE.

14. Marepuan 1 1okyMeHTUpoBaHus. Ero pasButue.

15. ITommunuky u xonuu. Bunae! konuid. 11opanok ya0cToOBEpeHUN KOIIHMN.

16. [IpaBuna mo AEMONpPOU3BOACTBY B (heaepaibHBIX OpraHax HCIOJHUTEIbHON
Bnactu 15 utons 2009 r. Ne 477.

17.  TOCT P 7.0.97-2025. TpeGoBanust K 0(pOpMIICHUIO TOKYMEHTOB.

SR I NV RN

18.  PexBH3UT «HAMMEHOBAaHWE OPTraHMU3AIMH—aBTOpa JOKYMEHTa», TpPEOOBaHUS K
HEMY.

19. PexkBU3UT «crmpaBoYHBIC NaHHBIE OO0 OpraHU3alUU—aBTOPE TOKYMEHTa», €ro
COCTaB.

20. PexBusuT «agpecary, ero 3HaUCHUE U COBPEMEHHBIE TPeOOBaHUs K 0(OPMIICHHIO.

21. Hater B tokymenTe. TpeboBanus Kk ux opOpMIICHHUIO; 1aTa KaK COCTaBHAsl 4acTh
JIPYTUX PEKBU3UTOB.

22. PexBU3HUT «perucTpalluOHHBIN HOMEP TOKYMEHTa», €ro 3HaYCHHE.

23. PekBU3NT «CChIIKA HA PETUCTPALIMOHHBINA HOMED U 1aTy AoKyMeHTa». Korga u roe
OH IIPOCTaBISACTCS?

24. PexBusuT «rpud orpaHmueHUs MOCTyMa K JOKYMEHTY». Ero 3HaueHue, B KaKux
CIIy4asiX OH IPOCTABJISETCS HA TOKYMEHTE.

25. [Topsimok cornmacoBaHus HTOKYMEHTOB M O(OPMIICHHUS BHYTPEHHETO U BHEUTHETO
COTJIaCOBaHUSI.

26. [Topsinok yTBepxKACHUSI JOKYMEHTOB, BUIbl YTBEPKICHUS.

27. [Topsimok moanucanus T0KyMEHTOB.

28. [leyaTtp kak peKBU3UT JOKyMeHTa. Ha Kakux JOKyMEHTax MpOCTaBISIETCS
repOoBas reyatb?

29. CocraB ynocroBepeHHs JOKyMeHTOB. IIpaBuna odQopmieHHs PEKBU3UTOB,
YIIOCTOBEPSIOLINX IOKYMEHT.

30. OTMeTKH Ha TOKYMEHTE, UX 3HaueHue U ohopMIiIeHHE.

31. Peszomromus. Ee 3nauenue. TpeboBaHus, mpeabsBIsieMbIC K PE30JTIOIHH.

32. PexBHU3UT «OTMETKA 00 UCIIOIHUTEIIEY, €Er0 3HAUCHHE.

33. PexBu3HTHI, puaronme JOKYMEHTY IOPUANYECKYIO CUITY.



34. YHUpHUKAIHS TEKCTa JOKYMEHTA.

35. TpadaperHsie TekcThl. MeToarKa pa3padoTKH.

36. CriocoObl  mpencTaBieHUs] YHU(PHUIIMPOBAHHBIX TEKCTOB (AHKETHI, TaOJHUIIBI,
TpadapeTHBIC TEKCTHI).

37. OOu1re TpeOoBaHUS K TEKCTY JOKYMEHTA.

38. Cuenapuii MOArOTOBKH JIOKYMEHTA.

39. DJeMEeHTHI TEKCTa: 3aroJIOBOK, MIPHIIOKEHUS, TPEOOBAHMS K HUM.

40.  TpebOoBaHus K COCTAaBJICHHI0O U O(DOPMIICHHIO OOBSICHUTEIBHBIX W JTOKJIAJTHBIX
3aMyCcoK (BHEIIHUX U BHYTPEHHUX).

41. TpeboBanms K COCTaBICHUIO U O(POPMIICHHUIO CIIPABOK (BHBI CIIPABOK, CIIPaBKH
BHEIIHUE U BHYTPEHHUE).

42. TpeboBanwus K COCTaBICHUIO U 0OPMIICHUIO aKTa.

43. «CreHapuii» OATOTOBKY M IIPOBEJEHUS COBELIaHUs. JJOKYMEHTBI, CO3/1aBacMble
B IIPOLIECCE MOATOTOBKU COBEILIAHMS.

44. TpeboBanus K COCTABICHUIO U O(OPMIICHHUIO IIPOTOKOJIA.

Ta6auna 9 — IlpuMepsl 0LIEHOYHBIX CPEACTB € KJIHYaMH NPABWIBHBIX 0TBETOB

Ne
/1

. Bpems
Tun TIpaBuiibHBIN
DopMynHpOBKa 3aTaHAS BBITIOTHEHUS
3a/1aHAs OTBET
(B MUHYTaX)

K00 u naumenosanue nposepsemoit komnemenyuu YK-1

1.

3amanue Ha  BHyTpeHHMX  HmOKyMmeHTax, | | 1
3aKpBITOr0 | MOJIMHHUKH KOTOPBIX OCTAIOTCS B
THUIA OpraHM3aliy, BU3a MPOCTABIISIETCS:

1. Ha HwkHelW dYacTH 000pOTHOMU
CTOPOHBI IIOCIICTHETO JINCTa
MOJUTMHHUKA JOKYMEHTA

2. Ha wHwkHel dYacTH JHIEBOMH
CTOPOHBI IOCIICTHETO JIKCTA
MOJUTMHHUKA JOKYMEHTA

3. Ha wHmxkHeH 4YacTH IHUIEBOM
CTOPOHBI TIEPBOTO JICTA
MOJUTMHHHUKA TOKYMEHTa

4. Ha HmxHEW vacTd 0OOpPOTHOM
CTOPOHBI [TOCJIETHETO JICTA
BTOPOTO  dJK3eMIursipa  (KOITHH)

JOKyMEHTa
2. Ioxnmuce Ha ciryxkeOHOM | 1 1
JOKYMEHTE 3TO:
1. PexBusur JIOKYMEHTA,
IpeCTaBISIOIUIT coboii
COOCTBEHHOPYYHYIO pocnuck
MOJTHOMOYHOTO JIOJDKHOCTHOTO
Ivna
2. damMunmnio, UM, OTIECTBO
aBTOpa JOKyMEHTa
3. ®akcumue
4. VYxazanne @.1.0.
paboOTHUKA,  COCTAaBHWBIIEIO |
ogopMHBLIETO TOKYMEHT
3. Wndopmanns - ato: 1 1

1. cBeieHus O JUIAX, IPEAMETaX,
(hakTax, COOBITHSX, SIBICHUSIX H
npolieccax He3aBUCHMO OT (POPMEBI
UX TPEJCTaBJICHUS;

2. MOCIeI0BaTEeIbHOCTD 3HAKOB
HEKOTOPOTO andaBuTa;

3. KHIDKHBIA QoHT




Bpewms

MIPENOCTaBUTh MyOIMUHYI0 HH()OPMAIIHIO,
KOTOpass HaxXxOOUTCA B €ro BIAICHHU.
A obparenue 310 H3II0)KCHHBIC B
[IMCbMEHHOM WU YCTHOM dopme

Ne Tun IIpaBunbHbBIT
i - DopMyTHpOBKa 3aTaHAS oTBET BBITIOTHEHUS
(B MUHYTaX)
4. K urdopmarmm mommumo 1 1
JIOCTOBEPHOCTH ¥ TOYHOCTH
MIPEIBSIBIISIOT €IIe Ba JKECTKUX
TpeboBaHus; 3aJ0T 000CHOBAHHOTO
7 3P PEKTUBHOTO YIIPABIECHIECKOTO
pelIeHus, MPOAYKTUBHOMN U
LesIecoo0pa3Hoi AesTeIbHOCTH:
1.  CBOEBPEMEHHOCTHb
MOJyYCHHUST M JOCTATOYHOCTBH JIJIst
MPUHATHUS HAWTYYIIETO PELICHUS;
2.  LEHHOCTh M TIOHATHOCTB
TS TIPUHATHS HAWTYYIIeTo
peleHus;
3. COTIOCTaBUMOCTh u
BaXHOCTP TS TIPUHATHSL
HAIUTY4IIero perieHus;
5. CpencTBoM MaTepHaIu3auu 1 1
nHpOpPMAINH, 3aKPEIUICHHUS € B
MIPOCTPAHCTBE U BO BPEMEHHU
SIBIISICTCS (SIBJISTFOTCS):
1. JOKyMeHT;
2. TOKyMEHTAllMOHHOE
obecrieueHne ynpaBJeHus;
3. TEXHHYECKHE CPEIICTBA
BOCTIPOM3BEICHAS MHPOPMALIUT;
6. 3amanue Kaxkue ectb BuIBI 0OparieHus? OOpameHus rpakJiad~ MOTYT  OBITh B 5
OTKPBITOTO YCTHOW, MHUCHMEHHOUW (opme, a TaKke B
THIIA ¢dopmMe  DNEKTPOHHOTO JOKyMeHTa. B
MOCTEeTHUX JBYX (opMax pa3indaroT
TaKWe BHUJIBI obpareHnt, Kak
Ipe/IoKEHNe, 3asBJIeHue U kanoba (1. 1
cT. 4 ®enepanbHoro 3akoHa ot 02.05.2006
Ne 59-03 «O MOPSJIKE
paccMoTpeHHst OOpaICHUH rpaXKaaH
Poccuiickoii @enepanum»

7. Kakue cnoBa oGparenus? OOparenue — CJI0BO MJIM COYETaHUE CIIOB, 3
HA3bIBAIOIICE TOTO, K KOMY WIH K 4YeMy
obOpammarotest ¢ peunto. [Ipumep: «llofiTe,

JIIOJTH, TOPOA U PEKH !»
8. Kaxue Buabl obOpamenuii rpaxaan | CoriaacHo CT. 3 3akona Ne 393 5
MIPEIYCMOTPEHBI 3aKOHOM? 10T 0OpaIIeHUSIMHA rpaXkIaH cieayeT
0Ipa3yMeBaTh M3TI0KCHHBIC B
MMACbMEHHOM WIu YCTHOM dhopme
MPE/UIOKCHUsT  (3aMEYaHusl), 3asiBICHHS
(XxomaTalcTBa) U JKAIOOBI.
9. CkousbKo BpeMeHH Jaercst Ha otBeT | 1. IlucemMeHHOe oOpaleHue, ocTynuBIlIee 5
Ha 3anpoc? B rOCYJapCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYTIPABIICHUSI WIH JOJDKHOCTHOMY JIHILY
B COOTBETCTBMM C HX KOMIICTECHIIHEH,
paccmatpuBaetcs B TeueHue 30 qHel co qHs
perucTpanuy MMICHbMEHHOTO OOpaIIeHus, 3a
HCKJTIOYEHHUEM CITydasi, yKa3aHHOTO B YACTH
1.1 nacrosueii craten. 1.1.

10. Uem 3ampoc  oTimyaeTcss  OT | 3ampoc Ha MyOJUYHYI0 WHPOPMAILHUIO - 3TO 8

oOpartenus? mpock0a K pachopsAnTeNo HHPOpMAIUH




N Bpems
Ne Tun IIpaBunbHbBIT P
DopMyTHpOBKa 3aTaHAS BBITIOTHEHUS
n/n 3aIaHus OTBET
(B MUHYTaX)

MpeayoKeHus:  (3aMedyaHusi), 3asBICHHS
(X0omaTaicTBO) 1 )KaJOOBI.

[TonHBI KOMIUIEKT OIICHOYHBIX MAaTE€pUaIOB MO AUCHHUIUIMHE (MOAyio) (dhoHx
OIICHOYHBIX CPEJICTB) XPaHUTCS B AJIIEKTPOHHOM BHJE Ha Kadeape, yTBepxaarolield padbodyio
pOTpaMMy TUCIHILTHHEI (MOyJs1), M B LleHTpe MOHUTOpHHTA U aynTa KauecTBa O0y4YCHHUSI.

7.4. MeToan4eckne MaTepuaJibl, ONpeaessiionue npoueaypbl OeHuBaAHU S
pe3yJbTaToB 00yYeHHs 0 TUCHUIINHE (MOAYJIIO)
Tabauna 10 — TexHoJsiornyeckasi KapTa peMTHHIOBbIX 0AJIJIOB 10 TUCHUIINHE (MOIYJII0)

Ne n/mt KonTponupyemsie Konnuectso MakcumansHoe | Cpok
MEPOIPUATHS MEPOMPUATHIA | KOJIUYECTBO MpEJICTaBICHUS
/ Gamsl OaoB
OcHoBHoI1 0J10K
1. OTBeT Ha 3aHATUU 4 20 ITo
pacnucaHuIo
2. BrinonHenue npakTuyeckoro 3afganus | 12 20 ITo
(mpe3eHTarus) pacIiCaHHuIO
3. Pedepar 12 20 ITo
pacnucaHuIo
Bcero 40/90
briok 6onycoB
4, [Tocelenue 3aHATUH 10/0,5 5 ITo
pacnucaHuIo
5. CBOEBpEMEHHOE BBIITOTHEHUE BCEX 4/1,2 5 ITo
3aJaHuN pacnucaHuio
Bcero 10
JIoOTHUTENBHBIA 010K
6. |
Bcero 50
UTOI'O 100

Ta6auna 11 — Cucrema mrpagos (11 OAHOT0 3aHATHSA)

[Tokazarens bann
Onoszoanue na sanamue 0,2
Hapywenue yuebnoti oucyuniunwl 0,2
Hezomosnocmo x 3anamuro 0,3
IIponyck 3anamus 6e3 y8ajicumenbHoU NPUYUHDBL 0,3

Tadauna 12 — Illkajsa nepeBoaa PeMTHHIOBBIX 0aJJIOB B HTOTOBYIO OIIEHKY 3a ceMeCTp
1o AUCHUIJINHE (MOAYJII0)

CymmMma GasuioB Orenka 10 4-0aJuTbHOH IIKaJIe
90-100 5 (OTIUYHO)
85-89
7584 4 (xoporo)




Cymma 6amioB Orenka 10 4-0aJuTbHOH IIKaJIe
70-74
65-69 3
60-64 (YIOBIETBOPUTEIIHLHO)
Hwxe 60 2 (HeYZOBJICTBOPUTEIIHHO)

[Ipu peanuzanuu TUCHUIUIMHBI (MOIYJSI) B 3aBUCUMOCTH OT YPOBHS MOJATOTOBJIEHHOCTH
00yJaromUXCcsi MOTYT OBITh HCIOJNB30BaHBI HHBIE (OPMBI, METOABI KOHTPOJISI U OICHOYHBIC
CPEICTBA, UCXO/I U3 KOHKPETHOU CUTYallUH.

8. YYUEBHO-METOANUYECKOE U TH®OPMALIMOHHOE OBECIIEYEHUE
JAUCHUIIJIMHBI (MOY JISA)
a) OCHOBHasl JINTepaTypa:

1. JlokymeHTOBe[ieHHE: YUYE€OHHMK M MPAKTUKYM IJs CpPeIHEro MnpogecCHOHaTbHOIO
obpazoBanus / JI. A. Jloponuna [u np.] ; moxa penakmueii JI. A. JlopoHuHON. — 2-€ u31., iepepaod.
u gon.— MockBa: W3marensctBo IOpaiit, 2020.— 309c.— (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-04330-3. — Tekcr: anekrponssiit / IBC FOpaiit [caliT]. —
URL: http://www.biblio-online.ru/bcode/450946

2. KazakeBuu, T. A. JlokymeHroBeneHue. J[OKyMEHTalMOHHBIM CEpBUC : YUEOHHK U
npaktukym s By30B/ T. A. Kazakesuu, A. U. Tkanuy. — 2-e u3f., ucnp. u 1on. — MocKBa :
WznarenscrBo FOpaiit, 2020. — 177 ¢. — (Briciiee oOpazoBanme). — ISBN 978-5-534-06273-1.
— Tekcr : oanektponnsii // OBC HOpaiit [caiit]. — URL: http://www.biblio-
online.ru/bcode/452701

3. Kysnenos, U. H. [lokymeHTanimonHoe ooecrieueHre ynpasieHus. JJokyMeHToo00poT 1
JIeNTOTIPOU3BOICTBO : YU€OHUK U MpakTUKyM a7s By30B / U. H. Ky3HenoB. — 3-e u3j., nepepad. u

non. — Mocksa : WznarensctBo [Opaiit, 2020. — 461 c.— (Bricmee oOpaszoBanue). —
ISBN 978-5-534-04275-7.—Texct: oanektponnsii // ObC IOpaiit [caéit] — URL:
http://www.biblio-online.ru/bcode/449769

4. Kysnenos, 1.H. JloKkyMeHTaIllMoOHHOE obOecreueHre YIpaBlIeHHUsI NEepCOHAIOM:

Y4eOHHMK M TIPAKTUKYM JIJIsl IPUKIIaJl. OakamaBpuara; pek. YMO Beicil. 00pa3oBaHUs B Ka4eCTBE
yueOHHUKa 7151 CTYACHTOB BY30B, 00yd. 10 3KoOHOMHY. Hampas. u cnerl. / . H. Ky3nenos. - M. :
FOpaiit, 2015. - 520 c. - (bakanasp. [Ipuknannoii kypc). - ISBN 978-5-9916-4000-8: 529-43: 529-
43. (6 7k3.)

5. Ky3nenos, U.H. JlokyMeHTaimoHHOE 00€CTICUeHHUE YITPABIEHUS U JACIONPOU3BOACTBO:
yueOHUK Juis 6akanaBpoB; nom. M-BoMm oOpa3oBaHusi 1 Hayku P B kayecTBe ydeOHUKA JUIS
CTYJICHTOB BY30B, 00y4. mo skoHomuu. crerl. / M. H. Ky3nenos. - M.: IOpaiit, 2014. - 576 c. -
(baxanasp. ba3osslit kypc). - ISBN 978-5-9916-3606-3; 978-5-9692-1517-7: 560-01: 560-01. (10
9K3.)

0) oonoanumenvHan 1umepamypa

1. Jenonpon3BoicTBO [[lokyMeHTanmoHHOe obecrieueHne yIpaBJICHUS |
[OnexTponHsbIii pecypc]: yueonuk / M.U. bacakos, O.W. 3amsinkoBa. - M3a. 14-e, nepepad. -
PoctoB u/[l: ®enukc, 2014. - (Cpegnee mpodeccruonanibHoe oOpa3oBaHue). Pexxum gocryna:
http://www.studentlibrary.ru/book/ISBN9785222230633.html; (3BC «KoHcynbTaHT CTyIEHTa»)

2. JlokymMeHTaIimoHHOe 00€ecTIeueHrue yIpaBieHUs [DIECKTPOHHBIA pecypc]: yueOHUK
JUI CTYJEHTOB BY30B, OOYYaloIIUXCA IO HampaBICHUSIM «OKOHOMHKa» U «MEHEIKMEHTY,
cnenuanbHocTsIM «MHpopmaTHkay, «JloOKyMEeHTOBelIeHHE M JOKYMEHTAIIMOHHOE oOecredeHue
yIpaBiIeHUs», «ABTOMaTH3aMs U yripaBieHuey/ A.C. I'punbepr [u ap.].—NEeKTPOH. TEKCTOBbIE

NAHHEIE.— M.: IOHUTU-IAHA, 2017.— 391 C. Pexum JIOCTyMa:
http://www.iprbookshop.ru/71213.html. (3BC «IPRbooks)
3. Kynses H.H. JlokymenToBeaenue [ DnekTpoHHbIA pecypc]: yueonuk/ Kynses H.H.,

VYpanos /[.H., ®abpuunoB A.I'.— DnekTpoH. TekcToBbe JaHHble.— M.: Jloroc, 2015.— 352 c.



https://www.biblio-online.ru/bcode/450946
https://www.biblio-online.ru/bcode/452701
https://www.biblio-online.ru/bcode/452701
https://www.biblio-online.ru/bcode/449769
http://www.studentlibrary.ru/book/ISBN9785222230633.html

Pexxum moctyna: http://www.iprbookshop.ru/70692.html. (3bC «IPRbooks)

4. Opranuzanuss ¥ yOpaBJICHHE KOMMEPUYECKOW ESITENbHOCTHIO [DJIEKTPOHHBIN
pecypc] / JHamxos JI. II. - M.: JamkxoB wu K, 2012. Pexum gocryma:
http://www.studentlibrary.ru/book/ISBN9785394011450.html; (ObC «KoHCYabTaHT CTyIEHTa)

5. [TonoBunkuna M.JI. DTuyeckne acmekTbl MUCbMEHHBIX KOMMYHUKAIIU

[D5eKTpOHHBIN pecypc]|: METOIWYECKHe YyKa3aHWs A CTYACHTOB BceX (opM OOydYeHHS IO
cnenuanbHOCTU «J/lokymeHnToBenenue u apxuBoseneHue»/ [lonosunkuna M.JI., Bozaiok O.1.—
OJIEKTPOH. TEKCTOBbIE JaHHble.— Jlumenk: Jlumemkuii TroCynapCTBEHHBIM TEXHUYECKHM
yausepcuret, ObC ACB, 2017.—31 c. Pexwum noctyna: http://www.iprbookshop.ru/73096.html.
(BBC «IPRbooksy)

B) [lepeyenn pecypcoB nHGpOPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTn «AHTEepHeTY,
He00XO0AUMBIH JJIf1 OCBOEHH S TUCHUNIMHBI (MOIYJIA)
IlepedeHb 2J1eKTPOHHO-0MOIMOTeYHBbIX cucTeM (IBC)
Haumenosanue 365C

JIeKTPOHHAas1 0M0/IMOTeKa «ACTPAXaAHCKHUI IOCYAapPCTBEHHbII YHUBEPCUTET» COOCTBEHHOM
reHepanuu Ha mwiaargopme IbBC «duekTponnbiii UnuranabHbiid 3271 — budanoTex».
https://biblio.asu.edu.ru

Yuemnas zanuce obpazosamenvrozo nopmana AI'Y

JeKTpOoHHO-0MOMoTeynass cucremMa (ABC) OO0OO «Iloaurexpecype» «KoHcyabTaHT
crygenta». Jlus dakynpTeTa HWHOCTPAHHBIX SI3BIKOB Kadeapel «BOCTOYHBIC — S3BIKH.
MmuoronpodunbHblii  0Opa3oBatenbHbIil  pecypc «KOHCYmbTaHT CTyICHTa» SIBISETCS AJICKTPOHHOM
OMOIMOTCYHON CHUCTEMOM, MPEMOCTABIAIONIEH AOCTYN depe3 ceTh MHTepHeT K y4eOHOW JUTeparype H
JIOTIOJTHUTEIILHBIM MaTepHaiaM, IPUOOPETCHHBIM HAa OCHOBAHHH TMPSIMBIX JIOTOBOPOB C MPAaBOOOIIAIaTeN MK
1o HamnpablieHuto «BocTounbie s3pIkn». www.studentlibrary.ru. Pecucmpayus ¢ komnvromepos AI'Y
duekTpoHHO-OmOanoreynasi cucreMa (ObBC) 00O «Ilonurexpecype» «KoHcyabTaHT
cTyaeHTa». MHoronpoduiabHe 00pa3oBaTeNbHbll  pecype «KOHCYNBTaHT —CTyleHTa»  SBISETCS
DJICKTPOHHON OWONMOTEYHONH CHCTEMOM, MPEAOCTaBISIONICH JOCTYN dYepe3 ceTh VHTepHeT K y4eOHOI
JUTepaType ¥ JOMOJHHUTEIBHBIM MaTepHallaM, NPHOOPETCHHBIM Ha OCHOBAaHHMM MPSMBIX JOTOBOPOB C
npaBoobnanatensmu. Karanor cogepxur 6onee 15 000 HanMeHOBaHUN W3IaHHMA.

www.studentlibrary.ru. Pecucmpayus ¢ komnvromepos AI'Y

JJIeKTPOHHAsE OMOJMOTEeYHasi cHCTeMa WU31aTelbCTBA IOPAﬁT, pasnen «JlereHpapHbie
KHUTW»., www.biblio-online.ru, https://urait.ru/

J1eKTPOHHO-0MOmoTeuHnasi cucteMa BOOK.ru

9. MATEPUAJILHO-TEXHUYECKOE OBECIIEYEHUE JUCHUILINHBI
(MOJY.JIST)

.HGKLII/IOHHBIG 3aHATUA IO AUMCHUIIIMHE «I3BIK U CTHIIB AOKYMCHTOB» IMPOBOIAATCA B
AyIUTOPUHU C UCIIOJIB30BAHUEM MYHBTHMCHHﬁHOFO OCHalICHHA.

PaGouast mporpamma MUCHHMIUIMHBI (MOYJISI) MPU HEOOXOJAMMOCTH MOXKET OBITH aJanTHpOBaHA
IUIst 00y4deHus (B TOM YHUCIIe ¢ PUMEHEHHEM TUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOIOTHI)
JIWII ¢ OTPaHUYCHHBIMU BO3MOKHOCTSIMU 3[I0OPOBbSI, UHBATUAOB. J[J1st 5TOT0 TpeOyeTcs 3asBlIeHHIE
Oo0ydJaromUXCsl, SBISIONUXCS JHUIAMH C OrPAHUYCHHBIMA BO3MOXKHOCTSIMH  3/I0POBBS,
WHBAIMAAMH, WIH MX 3aKOHHBIX TMPEICTABUTENCH M PEKOMEHIAIMH TICHXOJIOT0-MEIUKO-
MeAarorndeckoil kKomuccuu. Jljiss WHBAIUAOB colepkaHue pabodell MporpaMMbl JTUCHIUTLIMHBI
(MOmyIIsi) MOJKET OMpEAETAThCS TAKKEe B COOTBETCTBUU C HMHIUBHAYAJIbHOW IMPOrpaMMOn
peabunuTary HHBaITUAA


http://www.iprbookshop.ru/70692.html
http://www.studentlibrary.ru/book/ISBN9785394011450.html
http://www.iprbookshop.ru/73096.html
https://biblio.asu.edu.ru/
http://www.studentlibrary.ru/
http://www.studentlibrary.ru/
http://www.biblio-online.ru/
https://urait.ru/
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