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1. lean v 3axaun AMCHUIJIMHBI

Henas naHHONW MUMCHMIUIMHBI 3aKIIFOYAECTCS B IMPUOOPETEHWH CTYAEHTAMH TEOPETHYECKUX W
IMPAaKTUYCCKUX 3HaHUII TIO O(l)OpMJ'ICHI/IIO n  COCTAaBJICHHUIO OpPraHrU3allMOHHO-PACIIOPAAUTCIIbHBIX
JOKYMEHTOB KaK 0a30BOMY ITPOIIECCY B PEATU3aIUN BCEX YIIPABICHUECKUX (YHKITHH.

3ajayamMu KM3y4eHUs JUCLMIUIMHBI SBJSIIOTCS IPEUIOKEHHE CTYIEHTaM TaKoro oobema
3HAaHUH, KOTOPBIH TPH yCTPOHCTBE HA pabOTy MO CHENHUATBHOCTH O3BOJIHT:

- BECTH JEJIONPOU3BOACTBO B OPTaHU3ALINH;

- IOJIb30BaThCs YHU(UIIMPOBAHHBIMU JOKYMEHTaMH

- 0pOPMJIATh YIPABIECHYECKYIO JOKYMEHTALHIO.

2. MecTO IMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM IPOrpaMMbl

JucnuiumHa otHocuTes K - «Yacth, (Gopmupyemas ydaCTHHKaMH 00pa30BaTEIbHBIX
OTHOILIEHUI» O10Ka 1.

B cBow ouepenb, MaHHBIA Kypc, IOMHMO CaMOCTOSTEIBHOIO 3HAUCHHS, SBJISCTCS
NPEIIECTBYIONICH TUCIMIUIMHON ais KypcoB: «MH(pOpManMOHHBIE CHCTEMBI W TEXHOJOTUU B
9KOHOMHUKEY, «H(POPMAIIMOHHBIC CHCTEMBI MAPKETHHTA.

3. Hepequb INIAHUPYEMbBIX PE3YyJIbTaTOB Oﬁy‘leHI/ISI no JAUCHHUILINHE
(MOIlyJIlO), COOTHECECHHBIX ¢ HHAUKATOPAMHU TOCTHKCHUSA KOMIIeTeHIIU I

Taoauua 1

Kox mo ®I'OC

HNHaukaTopsl JOCTHKEHUS

IInanupyemsle pe3yJibTaThl
o0y4eHHUsI 1O AUCUMILINHE
3YB)

OobmenpodeccuoHaIbHbIE

OIIK-3 Cnocoben
pelarh CTaHAapTHbIE
3aJjauu
npo¢ecCuOHAITBHON
NESATEIbHOCTH Ha OCHOBE
MH(OPMALIMOHHON U
o6ubnuorpaduyeckoit
KYJIBTYPHI C
IPUMEHEHHEM
MH(}OPMALIOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH U C yYETOM
OCHOBHBIX TPeOOBaHMI
MH(OPMALIMOHHON
6e30macHOCTH

OIIK-3.1. dopmynupyet
MPUHIUIBI, METOJBl U CpPEeACTBa
peleHust CTaHIapTHBIX 3ajay
npodecCuoHaIbHON

TSI TeTbHOCTH Ha OCHOBE
nH(}OpMaLMOHHON "
O6ubanorpadguueckoil KyabTypsl
c IpUMEHEHUEM
UH(POPMAIIMOHHO
KOMMYHHUKAI[MOHHBIX
TEXHOJIOTUH W €  yuyeToM
OCHOBHBIX TpeOoBaHUM
nH(OPMaLOHHON
0€30MaCHOCTH.

OIIK-3.2. Pemaer craHgapTHbBIE

3a1aun npodeCCHOHATBHON
TSI TeTbHOCTH Ha OCHOBE
nH(}OpMaLMOHHON "
o6ubnuorpaduyeckoit KyJabTypbl
C pUMEHEHUEM
MH(POPMAIIMOHHO
KOMMYHHUKAIIHOHHBIX

3HaeT MNOpPUHLMIBI, METOIAbl U
CpPEACTBA PEIICHUS CTaHAAPTHBIX

3a1a4 npogeccuoHaTbHON
JIeSITEIIbHOCTH Ha OCHOBE
MH(POPMALMOHHOM u

oubanorpaduyueckoil KyapTypsl ¢
IpUMEHEHHEeM HH(OPMaIlMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA
u c y4eToM OCHOBHBIX
TpeOoBaHUN  MH(POPMAIIMOHHOMN
0€30MacHOCTH.

Ymeer pemate CTaHAAPTHBIE
3aJlauu npogeccuoHaTbHON
JeSITeTTbHOCTH Ha OCHOBE
MH(POPMALIMOHHOM u
o6ubanorpadguyueckoil KyapTypsl ¢
IpUMEHEHHEM HH(OpPMaIIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA

" c y4eToM OCHOBHBIX
TpeOoBaHUN  MH(POPMAIIMOHHOMN
0€30MacHOCTH.

Buiajeer HaBBIKAMH ITOATOTOBKH
0030poB, aHHOTAIUH,
COCTaBJICHUS pedeparos,

HAYYHBIX JOKJIA/I0B, MyOIMKaIHH,
u Oubnmorpadguu 1O HaAy4yHO-




TEXHOJOTMM W C  y4eTOM

OCHOBHBIX TpeOoBaHUI

“H(pOPMAITMOHHOKN O€30TaCHOCTH

UCCIIeIOBATENLCKON  paboTe ¢
Y4ETOM TpeOOBaHMI
MH(POPMALIMOHHOHN 0€30MacHOCTH.

OIIK - 4 Cnocoben
y4acTBOBaTh B
pa3paboTKe CTaHIapTOB,
HOPM U TIPAaBHII, a TAKXKe
TEXHUYECKOM
JOKYMEHTAIUH,
CBSI3aHHOM c
npodeccnoHaTBEHOM
JIEeITEIbHOCTRIO

OIIK-4.1. [Ipumenser
CTaHJApThl, HOPMBI U TIPaBUIIA,
oopmisier TEXHUYECKYIO

AOKYMCHTAIIMIO Ha Ppas3IMYHbIX

cTagusax KU3HCHHOTI'O OUKJIa

MH(OPMALIMOHHON CUCTEMBI.

OIIK-4.2. Pa3zpabarbiBaer
TEXHUYECKYIO JIOKyMEHTAIIUIO Ha
Pa3IUYHBIX 3Tarax >XKHU3HEHHOTO
UKJIa WHPOPMALMOHHOM

3HaeT OCHOBHBIE  CTaHIApTHI
odopmIIeHUS TEXHUYECKON
JOKYMEHTAllud Ha Pa3JInYHbIX
CTamusiX  JKU3HEHHOTO  IIMKJIA
MH(OPMALIMOHHON CUCTEMBI.
YMeer mNpPUMEHATH CTaHIAPTHI
obopmiieHuss ©  yHUpUKAIUHA
JOKYMEHTAIUH.

Baaneer HaBbIKaMU COCTaBJICHUS
pa3IMYHOM JOKyMEHTauuu Ha
BCEX ATamax >XU3HEHHOIO ITMKJIa
MH(OPMALIOHHON CUCTEMBI.

CHUCTCMBI.

4. O0beM IMCHUIIMHBI M BUbI Y4eOHOH padoThl

Tadauna2.
Bcero Cemectpbl
Buj y4eOHoii padoThI 4yacos/ 3a4.e/. 1 2

0P0 300 101010 300
KonTakTHasi padora (Bcero) 51/1,4 12/0,3 51/1,4 12/0,3
B Tom uncrne:
Jlekiyu 17/0,5 4/0,1 17/0,5 4/0,1
[TpakTHyeckue 3aHATHS
CemuHapbl
JlaGopaTopHbie pabOTHI 34/0,9 8/0,2 34/0,9 8/0,2
CamocTosiTe;ibHasi pa6oTa (Bcero) 93/2,6 132/3,7 | 93/2,6 132/3,7
B Tom uncrne:
KypcoBas pabora (IIpoeKT)
Pacuerno-rpaduueckue paboTsl
UTP
Pedepatsr 36/1 72/2 36/1 72/2
Jlokmnassl
IIpeseHTanuu
U (unu) opyaue 6uowvl camocmosimenvHou pabomwi:
[ToaroToBka K 1a00paTopHbIM paboTam 36/1 36/1 36/1 36/1
[ToaroToBKa K MPaKTUYECKUM 3aHSATHSIM
IToaroroBka k 3auery
[TonroroBka K SK3aMeHY 21/0,6 24/0,7 21/0,6 24/0,7
Bua oryeTHocTH Ok3aMeH | Ok3aMeH | Dk3aMeH | DK3aMeH
O01mas Tpy10eMKOCTh 144 144 144 144
JAMCIMIIJIMHBI 4 4 4 4




5. Conep:xanue TUCHUIINHBI

5.1. Pa3zgennl AMCOUIIIMHBI 1 BUABLI 3aHATHNA

OpraHI/ISaHI/IH CJ'Iy>K6 ACIJIOIIPOU3BOACTBA

Taoauma 3
Yacel Jgeku. Yacs1 12a06. Yacel geku. | Yacel aab.
Ne HaumenoBanue pasjaesa . . . .
n/n | AMCHMIIHHBI 0 ceMecTpaM 3aHATHI 3aHATHH 3aHATHI 3aHATHI
100]0) 1010]0) 300 300
1 Opranu3zanus ciyx0 2 4 i i
JIEJIOTPON3BOJICTBA
OcHoBHbIE TpeOOBaHUS K
0(OPMIICHHIO
o | YMpaBleHueCKHX 9 5 i 9
(opranu3anuoHHO-
pacopsiAUTEIbHBIX )
JIOKYMEHTOB
3 Jlenonpou3BoACTBO MO 2 5 i 9
JUYHOMY COCTaBY
4 Odopmienue cmyKeOHbIX 2 5 9 9
MHMCeM
Odopmienue u cocraBieHue
5. | OCHOBHBIX BUJIOB 4 6 2 2
YIPaBJICHUYECKUX JTOKYMEHTOB
Howmenkunarypa aen.
6. | [lonroroBka JOKYMEHTOB JIJIsi 2 4 - -
XPaHEHUs B apXUBE
7 Benenue nemonpounsBoacTBa 3 4 i i
B OpraHu3aluy, yYIYpexxJIeHUN
HUTOI'o 17 34 4 8
5.2. JlekumoHHBIE 3aHATHS
Tabauua 4
Pa3n | HammenoBanue pa3jaesa JTUCHMILIHHBI Conep:xanue pa3iena
el
1 1.OpraHu3alluOHHOE  TMOCTPOEHHUE  CIIY>KOBI

JEJIOIPOU3BOICTBA
2.Paznenenue GpyHKIMHA MEXTY
MOJPA3AEICHUAMU IEI0IPOU3BOACTBA U
UCIIOJIHUTEIISIMU

OcHoBHbBIE TpeOOBaHHS K OPOPMIICHHIO
yIpaBieHYeCKUX (OpraHU3aliOHHO-
pacropsIUTeIbHbIX) TOKYyMEHTOB

1. OcHoBHBIE
JIOKYMEHTHUPOBAHUIO
NEeATETLHOCTH

2. Yaudukanus u
YIPABICHUYECKUX TOKYMEHTOB
3. Bunbl TOKyMEHTOB U WX KJIacCU(UKALIUS

4. TlpaBmma odopMIIeHUS  YIPABICHUYECKUX
(opraHu3alMOHHO-PACTIOPSIIUTETHHBIX )
JTOKYMEHTOB

MOJIOKEHUS o
YIIPABIIEHYECKON

CTaHdapTU3anu-d

I[eJ'IOHpOI/IBBOIlCTBO 10 JINYHOMY COCTaBy

1. TloHsTHE TUYHOTO COCTaBa.
2.  Odopmiienue npuema Ha paboTy




4 1. OO6mas XapaKTepUCTUKA CITy’KeOHOM
MIEPEITUCKH.
Odopmiienne ciry>keOHBIX TUCEM 2. OdopmieHre PpEKBU3UTOB  CIYKEOHOTO
MChMa
3. Pa3HOBUAHOCTHU CITy)KEOHBIX THCEM
5 1. OpranuzanuoHHas JOKyMEHTALUS
OdopMieHne U COCTaBIIEHUE OCHOBHBIX P H JOKY H
2. PacnopsimurenbHBIC TOKYMEHTBI
BUJIOB yIIPABJICHUYECKUX TOKYMEHTOB .
3. JIoKyMeHTHI oniepaTUBHOM HH(pOpMAIHH
6 Homenkiarypa nen. [loaroroska 1. OO6mume mosoKeHUsI HOMEHKIIATYPBI JEI
JOKYMEHTOB ISl XpaHCHHS B apXHBE 2. ®opMHpOBaHUE JEI
7 1. Opraamzamnus 10KyMeHTO0O0O0poTa (00rmIHe
TTOJIOXKCHHS )
Benenue nenonpoun3BoicTsa B
2. Perucrpanus u y4eT MoCTyHaroOIIUX B
OpTaHU3aIMH, YIPEKICHUH
OpraHu3aIHIo0 JIOKYMEHTOB
KoHTpoIb 32 UCTIOJIHEHHEM TOKYMEHTOB

5.3. IIpakTnyeckue (ceMHUHAPCKUE) 3aHATHS
IIpakTuyeckue 3aHATHS YUeOHBIM ILUIAHOM He MPeAyCMOTPEHbI.

5.4 JIabopaTopHbIie 3aHATHS

Taoauma 5
Ne | HaummeHoBaHMe pa3jesa
n/ JUCHUIIIMHBI Conep:xanue pa3aena
n
JlabopaTopnas paGora Nel
Opranuzanus ciayx0 .
1 OCHOBHBIE 3TaITbl KOMITBIOTEPHOH ITOATOTOBKH TEKCTOBBIX
JIeNIOTIPON3BOICTBA
KOMIIOHEHTOB JIOKYMEHTOB
OcHoBHbIE TpeOOBAHUS K JlabopaTopnasi paGora Ne2
oopmieHuro Pa3paboTka 6J1aHKOB JIOKYMEHTOB
o | YnpaBeHuecKux CocraBieHne XapakTepUCTUKH, 3asiBI€HUs, aBTOOnOrpapuu
(opranu3anoHHO-
pacropsIAUTENbHBIX )
JOKYMEHTOB
JlabopaTopnasi padora Ne3
Jlenonpon3BoICTBO MO
3 HOMY COCTAR Pa3pabotka n opopmieHne NpuKka3zoB 10 JINYHOMY COCTABY
Y Y CocraBieHnue u opopmiIeHHEe OPraHU3allMOHHBIX TOKYMEHTOB
4 Odopmiienne ciry>xeOHbIX JlabopaTopnasi paGora Ne4
HceM Pa3zpaboTka u odopmiieHne uceMm
Odopmnenue u JlabopaTopnasi paGora NeS
g | cocTaBieHne OCHOBHBIX Pazpabotka n opopmieHne mpukasa Mo OCHOBHOM
BUJIOB YIIPABICHUECKUX JeSITeTbHOCTH
JTOKYMEHTOB Pa3zpaboTka u odopmiieHHE POTOKOJIA
Howmenxknarypa nein. JlabopaTopHas padora Ne6
6 | [ToaroToBka JOKYMEHTOB Pa3pabotka u opopmieHne 10KIaIHOM, CIyKeOHOH U
IUTs XpaHEHUs] B apXUBE OOBSICHATEIBHOM 3aITNCOK
Benenwue nenonpoussosactea | [loaroropka akToB, 10BEpEHHOCTEN, PACITUCOK.
7 | B OpraHu3aIvy,

YUPEKICHUU




6. CamocTosiTe/ibHASI padoTa CTYJAE€HTOB

Bonpockl 11  caMOCTOSITEIPHOTO M3Y4YEHHs MPEJCTABICHBI TEMaMH ISl HM3Y4EHUS.
OTYETHOCTBIO MO JaHHBIM BONpOCaM SBJISETCSA caada pedepara mo uU3ydeHHOU Teme. Pedepar
C/1aeTcs 3a HeIeNo 0 Havasa 2-i pyOe)KHOMH aTTecTaliy, TeMaThKa peepaToB OTJaeTCs CTyICHTaM
HA TICPBBIX 3aHITUSX.

Pedepar npuHMMaeTcs mpemnogaBaresieM B YCTAHOBICHHOE BpeMs. B 3JIEKTPOHHOM BHIE.
[Tanka ¢ pedeparom nomkHa comep:karh 2 ¢aitna: MS Word- cam mokiaan, MS Power Point.

MS Word- pedepar, BEITIOJHEHHBIH ¢ Y4€TOM TPeOOBaHHUi K BBIIOIHEHUIO TIOJO0HOI0 poa
pabot. Pedepar nomkeH BKIIOYATh BBEJCHHE, U TJIaBY C pacKpbITHeM 0003HauE€HHOH Mpodiaemsl. B
JAHHOW TJIaBE€ JOJDKCH COICPXKAThCS MYHKT M TMPEAJIOKEHUU MO0 ONTHUMH3AIUN WA PEIICHUIO
pacCMOTpPEHHON TpoOJieMbl. B 3aKkiIO4eHHH OTOOpPaXaroTCs WCTOYHHKH —HMCIOJIh30BAaHHOU
JUTEPATYPHI.

Tembl 1J1s1 pedeparToB:
Ocob6eHHocTd ¥ POpPMBI KOMMEPUYECKOH MEPEIHUCKHU C 3apyOeKHBIM MApTHEPOM
Typucrckas ToKyMeHTanus
Opranu3zanus J0KyMeHT0o000poTa
CucremaTtu3aus JOKYMEHTOB B I€IOIPOU3BOJICTBE
NudopmannoHHO-CIIPaBOYHBIC TOKYMEHTBI
DKcnepTu3a HEHHOCTH T0KYMEHTOB
[ToaroToBKa JOKYMEHTOB K XpaHEHHIO
Opranu3anys apXuBHOTO XpaHEHHsI TOKYMEHTOB B OpraHH3aIuu

©oNe bk wDdPE

. Jenonpon3BoCTBO O MUCbMEHHBIM U YCTHBIM OOpAILlEHUSIM I'pakJaH

10. 3akoHOnaTenbHBIE AKTHI U HOPMATUBHO-METOJMUECKUE MaTepHalIbl, PErJIaMEHTUPYIOLIHE
npaBuia JOKYMEHTUPOBAHUS U OPraHU3aAIMI0 pabOThl C JOKYMEHTaMHU

11. CoBpemeHHOE J1eI0IPOU3BOJICTBO

12. Jlenompou3BOICTBO B Cyaax

13. OcobeHHOCTH BeleHUsT KOH(PUICHIIMAIEHOTO JISIOMPOU3BO/ICTBA

14. Ucropus nenonpousBoOJCTBa.

15. [lenoBble nucbMa U UX KJIACCU(PUKALINIO

16. CocraBienuto u 0hOpMIEHUIO PEKBU3UTOB IOKYyMEHTOB

17. OcHoBHbIE BU/IbI OTaHKOB M TpeOOBaHUS K UX O(hOPMIICHHUIO

18. Nndopmanus. O6mee noustie. OCHOBHbIE TpeboBaHMs K HH(popMauu. Posib
UHpOpMaLUU B YIPaBICHUN

19. TlpaBuna u TpeOoOBaHHS, IPEABIBISIEMbIE K 0(OPMIICHUIO YIIPABICHYECKIX JTOKYMEHTOB



7/.O1eHOYHbIE CpeIcTBA

7.1.Bonipockl K NepBoii pyOe:kHOi aTTecTalluu
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. Odopmienue nNpuKa3oB Mo JUYHOMY COCTABY

Opranu3aluoHHOE OCTPOCHHE CITY>KOBI 1€JIONPOU3BOACTBA

Paznenenue QpyHKIMI MEX Ty OIpa3IEICHUSIMHI U UCTIOTHUTEIISIMU

OCHOBHBIE TIOJIOKEHHUS 10 JOKYMEHTUPOBAHHIO YIIPABICHYECKOH 1S TENbHOCTH
YHuUKaMs U cCTaHAapTH3AIKS YIIPABICHYECKUX JOKYMEHTOB

Buapr nokymenToB. Mx knaccudukarus

[TpaBuia opopmiieHHS YIIPaBICHYECKUX JTOKYMEHTOB

[ToHsiTHE TUYHOTO COCTaBA.

Odopmienue npuema Ha padoTy

Pa3zpaboTka 01aHKOB TOKyMEHTOB

CocraBneHne XapakTepUCTUKH, 3asBJICHUs, aBToOnOrpadun

HpaKaneCRue 3aJlaHusA (BI)IHOJIHI/ITL Ha 6yMa)KHOM HOCHTeJIe)
CocTaBuTh OJIaHK C YIJIOBBIM U TPOJAOJIEHBIM PACIIOJIOKCHUEM PEKBU3UTOB

CocTaBUTh XapaKTEPUCTHUKY.

Hanwucars 3asB1eHne 0 mpuemMe Ha paboTy U OTITYCK

Hanwucats 3asB1eHne 00 yBOJIBHEHUH H NIEPEBOJIC.

Hamnucars aBToOuorpaduro.

CocTaBUTh MPHUKA3 IO JIUYHOMY COCTaBY.

CocTaBUTh 1OJKHOCTHBIE HHCTPYKLIUU paOOTHHKA (JOJKHOCTH Ha CBOE

YCMOTpPEHHUE)

Obpasey ammecmayuonno2o ouiema
(3a 1 pybexcuyro ammecmayuio)

I'po3HeHcknii rocy1apcTBeHHbIH He(PTAHON TEXHUYECKHIT YHUBEPCUTET

uM. akaa. M.J[. MWIIMOHIIMKOBA
NP u T
I'pynna «IIU» Cemectp «_1_»
Jucuunimmua ""JJeKTpOHHOoe /1eJ10NPOU3BOICTBO"
buaer Ne 1

1. OpFaHI/BaHI/IOHHOe MMOCTPOCHUC CJ'IY)K6LI ACIJIOMPOU3BOJACTBA
2. CocTaBUTh OJIaHK C YIJIOBBIM U TPOJAOJIEHBIM PACIIOJIOKCHUEM PEKBU3UTOB

Hoanmucs npenogasarteist Hoanmucek 3aBeayrouiero

kadenpoit

Bomnpocsl ko BTOpOii py0e:XkHOM aTTecTallui

O N Ok owd PR

OO11ast XxapakTepUCTHKA CIyKeOHOW MepenucKu

OdopmiteHne peKBU3UTOB CIIY>)KEOHOT0 MHChMa

PazHoBUAHOCTH CITYyKEOHBIX MMHCEM

Oprasu3anuoHHasT JOKYMEHTAIHSI

PacropsimuTensHbIe TOKYMEHTHI

Odopmienue 1 cocTaBiieHHe JOKYMEHTOB ONlepaTUBHOM HHpOpMau
OO611re noI0KeHNsT HOMEHKIIATyphI J1e

dopmupoBaHue el



IIpakTuyeckue 3aaHus (BbINOJHUTH HA OyMasKHOM HOCHTeJIe)
CoctaBuTh Ciy)KeOHOE MTUCHMO

CocTaBUTh MPUKA3 10 OCHOBHOM JICATSIIBHOCTH
CocTaBUTh MPOTOKOJI

CocTaBuTh JOKIAJIHYIO 3aIMHCKY

CocTaBUTh OOBSICHUTEIBHYIO 3AIIUCKY
CocTaBHUTh aKT

No o,k wdRE

CocTaBuTh pacrucKy

Obpaszey ammecmayuonnozo buiema
(3a 2 pybedxcuyro ammecmayuio)
I'po3HeHcKkHi rocyqapcTBeHHbI HePTAHON TeXHUYECKUd YHUBEPCUTET
um. akaga. M.JI. MUUTHOHIIMKOBA
HID u TII
I'pynna "IIN" Cemectp "1"
JAucuunianna "JIeKTPoOHHOoE 1eJ10NPOUu3BOACTBO"
Buier Ne 1
1. OOmas xapakTepucTHKa CIIy>KeOHOU MepenucKu

2. CoCTaBHTH JOKJIATHYIO 3aITUCKY
IMognuck, mpenogasareJist Hoanucek 3aBenywuero kadenpoi




7.2. Bomnpochl Ha YK3aMeH
Opranu3alioHHOE TOCTPOSHUE CITYKOBI IEIOMPOU3BOICTBA

Paznenenne GpyHkIuii Mexay moapas3aAeICHHSIMU U UCIIOJTHUTEIISIMA

OCHOBHBIE TIOJIOKEHHS TI0 TOKYMEHTHPOBAHUIO YIIPABICHUESCKOU JIEATEIbHOCTH
YHudukanus u craHIapTU3aus YIPaBICHYSCKUX TOKYMEHTOB

Buapl nokymenToB. Mx kiaccudukarms

[TpaBwiia opopmiteHUs yIpaBIeHISCKHX JOKYMEHTOB

IloHsiTHE TUYHOTO COCTaBa.

Odopmnenue npuema Ha paboTy

PazpaboTtka G1aHKOB IOKYMEHTOB

© oo Nk wdE

[EEN
©

CocraBieHue XapakTepUCTUKH, 3asBJICHUs, aBTOOHOrpaduu
OdopmieHne npuka3oB Mo JINYHOMY COCTaBy

OO61mas xapakTepuCcTHKa CITy>KeOHON MEepenucKu
OdopmneHne peKBU3UTOB CITYKEOHOTO MHChMa

O e o
hanl S A

. PasHoBHIHOCTH Cily’K€OHBIX MHCEM

[EEN
o1

OpFaHI/BaHI/IOHHaﬂ JOKYMCHTAI A

[EEN
(2]

. PaCHOpHI[I/ITeJII)HBIG AOKYMCHTEIL

[EEN
~

Odopmitenne u cocTaBlieHHE JOKYMEHTOB ONEpaTHBHON HH(DOpMaIim

[HEN
®

OO61re no0KeH!s HOMEHKIIATYPhI JIe
®dopmupoBaHue e

[EEN
©

HpaKaneCRue 3aJlaHus (BI)IHOJIHI/ITL Ha 6yMa)KHOM HOCHTeJIe)
CocTaBuTh O/aHK C YIJIOBBIM U TPOJAOJIBHBIM PACIIOJIOKCHUEM PEKBU3UTOB

CocTaBUTh XapaKTEPUCTHUKY.

Hanucats 3asBieHue o npueme Ha paboTy U OTITYCK

Hanucatsb 3asB1eHe 00 yBOJBHEHUU U IIEPEBO/IE.

Hamucars aBToOuorpaduro. CoctaBUTh NprKa3 Mo JUYHOMY COCTaBY.

CocTaBuUTh T0JKHOCTHBIE MHCTPYKIIMM PaOOTHHUKA (JIOJKHOCTh HA CBOE€ YCMOTPEHHUE)
CocraBuTh city>ke0HOE THCEMO

CocTaBuTh NpUKa3 10 OCHOBHOM IeATENBHOCTH. COCTaBUTH IPOTOKOJI

CocTtaBuTh NOKIAHYIO 3aUCKy. COCTaBUTh OOBSICHUTEIBHYIO 3aIICKY

10. CoctaButh akT. COCTaBUThH PACIHCKY

©oN Ok wDdPE

Obpasey bunema K 3K3aMeHy
I'POSHEHCKHM I'OCYJIAPCTBEHHBIV HEOTAHOMW TEXHUYECKHM
YHUBEPCHUTET um. akaa. M.J{. MIILJIMOHIIITUKOBA
buner Ne 1
Jucuunimna "JJjeKTPOHHOoe /1eJ10NPOU3BOICTBO"
Huctutyr 1D u T cnenuaabnocth _IIU _ 1 cemecTp

1. Yaudukanus u ctaHzapTU3aus yIpaBiIeHYeCKHX JOKYMEHTOB
2. Hanucats 3asBieHue 0 pueMe Ha paboTy U OTITYCK

YTBEPXJIEHO 3aB.
Kadeapoii

Ha 3acenanuu Kadeapsl

POTOKOJ Ne oT JI.P. Maromaesa




7.3. Texkymmuii KOHTPOJIb
B kauecTBe OIIGHOYHBIX CpPEJICTB HCHONB3YIOTCS CpPEICTBA KOHTPOJIS BBITIOJHEHUS
7a00paTOpHBIX pabOT MO JUCHUIUIMHE. 3anmTa Ja0opaTOPHOH pabOThl — OTBET HA KOHTPOJIBHBIC
BOIIPOCHI ITOCTI€ BBIMOJIHEHUS JIAOOPaTOPHON pabOTHI.
CpencTBa TEKyIIETo KOHTPOJIS: YCTHBIM omnpoc (cobecemoBaHue/onpoc, pazdop yueOHOH
CUTyallil Ha BBIOPAHHYIO TEMY, MOJATOTOBKA YCTHBIX COOOIIECHUH W JIOKJIAJIOB), MPAKTUYECKOE
3a/1aHue (BBITIOJIHCHUE 3a/IaHMI B TUCbMEHHOH (hopMme, B aekTpoHHol hopme Ha [1K).

JladbopaTtopHas padora Nel

1. Onumure cxeMmy Ipolecca KOMIBbIOTEPHONH MOATNOTOBKH TEKCTOBBIX KOMIIOHEHTOB
JOKYMEHTOB (YCTHBIA OTIPOC).

2. CocTaBUTh AOJDKHOCTHYIO MHCTPYKLHMIO pa0OTHHUKA OpTaHU3aluu (JOJDKHOCTH Ha
CBOE€ YCMOTpEHHUE).

JlabopaTopuas padora Ne2

1. CripoekTupyiiTe OJJaHKH C YTIOBBIM U NMPOJOJIbHBIM PACHOJIOKEHUEM PEKBU3UTOB
2. CocraBsbTe:

—  XapaxkTEepUCTUKY-PEKOMEHJAlMI0 Ha BAILIETO OJHOKYPCHUKA;

—  HaIUIIUTE 3asBJIEHUE O IPUEME Bac Ha paboTy

—  HANUIIKTE 3asBJIE€HUE O IPEJOCTABICHUHU BaM aJIMUHUCTPATUBHOI'O OTIIYCKa.
—  HaNWImuTe aBTOOMOTpadHUIo.

Jlaboparopnas padora Ne3

1. CoctaBbTe 1 0POPMHUTE MPUKA3HI 110 TUIYHOMY COCTABY;

2. CocTaBuTh U OQPOPMUTH C TOMOLIBIO IEPCOHATBHOI'O KOMIIbIOTEpA LITATHOE
pacnucanue pabOTHUKOB KOHKPETHOTO MPEANPHUSATUS M JOJDKHOCTHBIE HHCTPYKIIUU OJHOTO M3
COTPYJIHUKOB.

JlabopaTopnasi padora Ne4

1. CoctaBbTe M o(popMuUTE CIyKeOHBbIE NUCbMAa Ha BHEIIHEM OJlaHKE C YIJIOBBIM
pacnooKeHNEM PEKBU3UTOB.

JlaGopaTopnas padora Ne$

1. CocTtaBbTe ¥ 0OPMUTE NMPUKA3HI 10 OCHOBHOMN /1€ATEIHHOCTH.

2. CocrtaBbpTe U 0OPOPMHUTE NIPOTOKOJI 3aCETaHUSA KOJJIETHABHOTO OpraHa.

JlabopaTopnasi padora Ne6

1. CocrtaBbTe U OQOPMHUTE JOKIAJHBIE U OOBSICHUTENIbHBIE 3aMUCKH,

2. CocrtaBpTe U O0(QOpMHUTE akKThl Ha BHYTPEHHEM OJIaHKE C TPOJOJIbHBIM
PacIoJIOKEHUEM PEKBU3UTOB.

3. CocTaBuUTbh pacnUCKy B MOJYYEHUH JE€HEKHBIX CPEICTB.

Obpas3ey 8vinoHeHHOU 1a00PAMOPHOU pabomul

AEIMAPTAMEHT IO JEPKKH H PA3BHTHA Hupexropy aerckoro caza Ne 1586
MAJIOI'O IPEAITPHHHUMATEJJIBCTBA M.A. Bauaseoit
IIp. ITyraua 7. T posHent
Tex.89298999416 Tex/daxc 925-28-16
07.11.2018 ©18-21/178
Ha Ne oT

«O nepenaade sgqaHHua JETCKOro ca.:xa»l

Veaxaemas Mapua Aaexcauaposa!

B__ceazH ¢ pasBHTHEM NpeINpHHHMATEILBCTBA, NMpocHM Bac mepesares 3JaHHe JeTCKOro caja aIA

TEXHHYECKHX HY X AcnapTaMeHTa. 3:(8]{“& Heo6xo,:n{.\xo ocsoSo;urrb K Ha9aIdy CIIeOVIOLOEro MecAana.

& YEaAKEHHEM

3anm. aupexTopa Cyaeinanoe A B.



7.4. Onucanue noxkasarejied u KPUTEPHUEB OLICHUBAHUA KOMHeTeHHI/Iﬁ Ha pa3/inYHbIX 3Tallax ux (l)OpMI/IpOBaHI/lH,
OIIHCAHHC IIKAJBbI OHCHUBAHUA.

Tabamnna 6
Il1anupyeMble pe3yJibTaTbl 0CBOCHHS KOMIIETEHIIUH Kpurepuu onennBanus pe3yabTaToB 00y4eHust HaumenoBanue
menee 41 6anon 41-60 6an108 61-80 6an10B 81-100 6anson OLEHOHOr0
(HEey/I0BJIETBOPUTEIBLHO) (ynosaersopurennno (xopomo) (oTiM4HO0) Cpe/cTBa

OIIK-3. CrocobeH pemarb CTaHAAPTHBIE 33Ja4d TMPO(ECCHOHATBHON JEATEIHPHOCTH Ha OCHOBE HH(OPMAIMOHHOW M OMOMMOrpaduveckoil KyabTyphl C
[IPUMEHEHHEM UH()OPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI U C y4€TOM OCHOBHBIX TpeOOBaHUI MH(OPMAIIMOHHON 0€30MacHOCTH.

3HATH: IPUHIIMITBI, METOJIBI U CPEIICTBA
peieHuUsI CTaHJAPTHBIX 3aja4
MpohecCHOHATEHOM ACSITETLHOCTH Ha OCHOBE
nHpOpMaMOHHON u  OmOMMorpaduIecKoit
KyJIbTYypbl C IPUMEHEHHEM HH(OPMAIMOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTHH U C YU4E€TOM
OCHOBHBIX TpeOOBaHUU HHQPOPMAIOHHOM
0€30MacCHOCTH.

®parMeHTapHbIC 3HAHUSA

Henomxbie 3HaHUS

CcopmupoBaHHbIE, HO
COJICpIKaIliie OTACIbHBIC
poOEITHl 3HAHUS

CcopmupoBaHHBIE
CHCTEeMaTHYECKHE
3HAHMA

YMerp: pemiath CTaHJIApTHBIE 33Jauu
npoQecCHOHATBHON 1ESTETHHOCTH Ha OCHOBE
nHpOpMalMOHHON U OGubnuorpaduueckon
KyJIbTYypbl C IPUMEHEHHEM HH(OPMAaIMOHHO-
KOMMYHHUKAI[HOHHBIX TEXHOJIOTHH U C y4yeToM
OCHOBHBIX TpeOOBaHUU HH(POPMALMOHHOM

0€30IIaCHOCTH.

YacTuaHbie YMCHUA

Henomnasie YMEHUA

YMeHus noJiHbIe,
JIOTTYCKAlOTCS HEOOMbIIIHE

OIINOKH

CdopmupoBaHHbIe YMEHUS

3a0anus 015 1a60pamopHoU
pabomul, buremol
pybesicHbix ammecmayutl,
membl OOKIA008




Biaagers: HaBBIKAMH  TIOJTOTOBKH
0030pOB, aHHOTAIUI1, COCTaBJICHUs pedeparos,
HAyYHBIX  JIOKJQJOB,  MyOJIMKAaNWid, U
oubmorpadumn o Hay4HO-
MCCIIeIOBAaTENbCKOM ~ paboTe ¢ yueToM
TpeboBaHU HHPOPMAIIMOHHON 0€30MacHOCTH.

YacTruHOE BIIaJcHUC
HaBBIKAMU

Hecuncremaruueckoe
MIpUMEHEHNE HaBBIKOB

B cucremaTnyeckom
MIPUMEHEHNHU HAaBBIKOB
JIOIYCKAFOTCSl TPOOeIIBI

Ycnemnoe u
CHCTEMATHYECKOE
MIPUMEHEHNE HABBIKOB

OIIK-4. CnocoGeH ydacTBOBaTh B pPa3pabOTKE CTAaHAApTOB, HOPM M MpaBWI, a TaKXKe TEXHUUYECKON NOKYMEHTAIlMu, CBA3AHHOW C MpodecCcHOHANbHOM

ACATCIIBHOCTBIO

3HaTh: OCHOBHBIE CTaH/apThl
O(bOpMJ'IeHI/IH TEeXHUYECKOU JOKYMCHTAIIUU HQ
pa3IUYHBIX CTAaaWAX JKHU3HEHHOIO IIMKJIa CdopmupoBaHHbIe, HO CdopmupoBaHHBIE
I/IH(bOpM&IlI/IOHHOfI CHUCTCMBI. ®parMeHTapHbIe 3HAHUS Hemnonneie 3nanus COZCpIKAIMEC OTACIbHbBIC CHUCTEMATHYCCKHEC

npoOeJTbl 3HAHUS 3HaHUS
3a0anus 015 1a60pamopHoU

YMmerb: NPUMEHSTh  CTaHAAPTEI 6p abomet, bunembt )
o(hopMIIeHHSI TEXHHYECKOI TOKYMEHTAallUu Ha YMeHuUs ONHBIE, Cpopmpoansie PYOEIICHDLY ammecmaytit,
PAa3IMYHBIX CTAAMSX OKH3HEHHOrO IMKJIA YacTUuHbIe YMEHUsI HemnosnHble yMEHU | JOMYCKAIOTCS HEGOIBIITE - meMbl 00K1a006
MH(POPMALIMOHHOM CUCTEMBI. ombKH

B.Tla)leTb : HaBbIKaMH COCTaBJICHHA

TEXHHYICCKOM JOKYMCHTAIlUU Ha Ppa3jJInYHbIX
OTalax »XU3HCHHOI'O ITHUKJIa PIH(I)OpMaLIPIOHHOfI
CHUCTCMBI.

YacTuyHOE BlaJIeHUE

HaBbIKAMH

Hecucremarnueckoe

IIPYUMEHCHUEC HABBIKOB

B cucrematnueckoM
NMPUMEHCHUN HABBIKOB
JAOIMYCKAKTCA npoGem,I

YcnenHoe u
CHCTEMATHYECKOE
MIPUMEHEHNE HABbIKOB




8. Oco0eHHocTM peajqu3anuM AUCHUILUIMHBI Ui HHBAJWAOB M JHI C

OIrpaHU4Y€¢HHBIMHA BO3MOKHOCTHMH 310POBbHA

Jlnsg  ocyiiecTBiI€HHMsT NPOLEAYP TEKYLIEro KOHTPOJS YCIIEBAEMOCTH M IIPOMEXKYTOUHOM
aTTecTaluu OOyUYaIOIMIMXCs CO3aHbl (DOHJIBI OLICHOYHBIX CPEJICTB, aJalTUPOBAHHBIC 11 HHBAIHU/IOB U
JUI C OrPaHMYCHHBIMM BO3MOXHOCTSIMM 3[0POBbS M IO3BOJSIONIME OLEHUTh JOCTHXKEHHE HMHU
3aIUIAHUPOBAaHHBIX B OCHOBHOM 0Opa30BaTeNbHON IpOrpamMMme pe3yjabTaToB OOydeHHsI M YpPOBEHb
c(OPMHPOBAHHOCTH BCEX KOMIICTEHIMH, 3asBICHHBIX B 0Opa3oBarenbHON mnporpamme. Popma
IIPOBEJEHUS TEKyIleld aTTecTaluu M CTYJEHTOB-MHBAJIUJOB YCTAHABIMBAECTCS C Y4YETOM
MH/AMBUYAJIBHBIX MCUXO(QU3NYECKUX OCOOCHHOCTEN (YCTHO, MMCbMEHHO Ha Oymare, MMCbMEHHO Ha
KoMmIbloTepe, B (hopme TectupoBaHus u T.1.). Ilpu TectupoBanum i craOoOBUAALIMX CTYJCHTOB
UCTONB3YIOTCS (DOHIIBI OLIEHOYHBIX CPENCTB C YKPYHMHEHHBIM mpudrom. Ha sk3amen mpwuriamaercs
CONIPOBOKAAIONINH, KOTOPBI 00ecneuynBacT TEXHHUYECKOE COMPOBOXKIEHHE CTyAeHTy. llpm
HEOO0XO/MMOCTH CTYIEHTY-UHBAJIUAY IPEIOCTABISACTCA ONOJHUTEIbHOE BpeMsl ISl MOATOTOBKU
OTBETa Ha dK3aMeHE (UJIU 3a4eTe).

OOyuJaronecss ¢ OTpaHMYCHHBIMH BO3MOXKHOCTSMHU 3JI0POBBSI M OOYYarOIIUECS HHBAJIH/IbI
00ecTIeYnBAarOTCS TIEYaTHBIMH M DJIEKTPOHHBIMHU 00pa30BaTeNIbHBIMU pecypcamMu (IIPOrpaMMBbl, y4eOHbIE
mocoOust Uil CaMOCTOATENBbHON paboThl W T.A.) B (opMax, aJanTHPOBAHHBIX K OTPAaHHYCHHSIM HX
3JI0POBbSI U BOCIIPUATHUS HHPOPMALIUH:

1) Ui UHBAJIUAOB M JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3710POBbS 110 3PEHHUIO:

- VI CJIeNbIX: 3aJlaHus JUIsl BBIIIOJHEHHUS HAa CEMUHApaxX M MPAKTHUYECKUX 3aHATUSIX O(OpMIISIOTCS
penbedHo-ToueuHbIM HpudToM bpailngd win B BUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C
MOMOIIIbI0 KOMIIBIOTEPA CO CIEIHUATU3UPOBAHHBIM MPOTrPaMMHBIM 00€CIeYeHUeM JUIsl CIIENbIX, JTUO0
3aYUTHIBAIOTCS ACCUCTEHTOM; NMHUCHbMEHHbIE 33JJaHMs BBINOJIHAIOTCS Ha Oymare penbe(HO-TOYEUHBIM
mpudrom Bpaiing uim Ha KOMIIBIOTEPE CO CHENMATU3UPOBAHHBIM MPOTPaAaMMHBIM OO€CIIEYeHUEM ISt
CIIENbIX JIMOO HAJAMKTOBBIBAIOTCS ACCHUCTEHTY; OOYy4YarolUMCSl JUIsl BBIIOJHEHHUS 3a/aHus Ipu
HE00XO0AMMOCTH MPEAOCTABIAETCS KOMIUIEKT MUCbMEHHBIX NMPUHAUIEKHOCTEH U Oymara Jajsl mucbMa
penbedHO-TOYeUHBIM HIpU(pTOM bpailinsg, KOMIBIOTEp CO CHEUATU3UPOBAHHBIM MPOTPAMMHBIM
obecrieueHEeM IS CIICTIBIX

- IJISl CJIA0OBUASIIMX: OOECIeYMBAeTCs WHIWBHIYyAIbHOE paBHOMEpHOE ocBelieHne He Menee 300
JIOKC; OOyyaromuMcsi JJisi  BBIOJIHEHHWs 3aJaHusl Tpd  HEOOXOJUMOCTH  IPEIOCTaBISAETCS
YBEIMUYMBAIOIIEEe YCTPOMCTBO; BO3MOXHO TaKXe HCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUYMBAIOIIMX
YCTPOMCTB; 3aAaHUS TSI BHITTOJIHEHUS 3aJJaHUI 0(OPMIISIIOTCS YBETMYEHHBIM IPUPTOM;

2) Ul MHBAJUAOB U JIUL C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbSI MO CJAYXY:

- VI TJIyXUX MU C.]'IaﬁOC.TILIIJIaI].[I/IX: oOecrieunBacTCs HaIU4ue 3BYKOYCI/IHI/IBaIOH_IeI>'I arrapaTrypbl



KOJUICKTHBHOTO  TIOJb30BaHUS, INPH  HEOOXOMUMOCTH  OOYYalOUIMMCS  MPEJOCTaBIISCTCS
3BYKOYCHJIMBAIONIasl —almapaTrypa WHIUBUAYAJIBHOTO IIOJIb30BAHUS, TPEIOCTABISIIOTCS — YCIIyTH
CYpIIOTIEPEBOUNKA;

- AJs  CJeNOIrJyXHX JIONYCKAeTCs MPUCYTCTBHE  ACCUCTEHTa, OKA3bIBAIOIICTO  YCIIYTU
TU(IOCYpIoNepeBOUMKa (TIOMUMO TpeOOBaHU, BBITIOJIHIEMBIX COOTBETCTBEHHO JJISl CIETBIX W
TIIYXHX);

3) mns JUIl ¢ TSDKEIBIMHA HAPYIMICHUSMHU PEYH, TIYXHUX, CIA0O0CHBIIANINX JEKIUU U CEMHHAPBI,
MIPOBOAMMBIC B YCTHOU (popMe, TPOBOASTCS B MUCBMEHHOH (opMe;

4) nns MHBAIWIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI, HMEIOIIHX HAPYIIEeHUS
ONOPHO-IBUIaTeJIbHOTO annapara:

- JIJIS1 JIMIT C HApYIISHUSIMU OTIOPHO-ABUTATEIBHOTO amnmapara, HapyIICHHSIMH IBUTATSIIbHBIX ()YHKIIAN
BEPXHHUX KOHEYHOCTEH HIIM OTCYTCTBHEM BEPXHUX KOHEYHOCTEH: MMChbMEHHBIC 3a/IaHUS BBITIOTHSIIOTCS
Ha KOMIIBPIOTEPE CO CICHUAIM3UPOBAHHBIM IPOrPAMMHBIM OOCCIICYCHUEM WM HAJUKTOBBIBAIOTCS
ACCHUCTCHTY; BBIIIOJIHEHUE 3aJJaHUl (TECTOB, KOHTPOJIBHBIX PadoT), IPOBOIMMBIC B TMCBMEHHOU (hopme,

MPOBOJIATCS B YCTHOM (hopMe ImyTeM orpoca, Oeceibl ¢ 00yJIaromuMCs.



9. YueOHO-MeTOAUYECKOE M HHPOPMALIMOHHOE O0ecnevYeHne TN CIUTIIUHbI

9.1. JIutepatypa

1. Hdenonpou3Boactso [DnekrpoHHsbIi pecypc]|/ Ky3nemnos U. H. - M. : Jlamkos u K, 2014. - 35C
«Koncynomanm Cmyoenmay

2. Jlenonpou3sBoicTBoO [[lokymMeHTaIlMOHHOE OOecriedeHue yrnpaBiieH s | [ DIeKTpOHHBINA pecypc]
: yuebnuk / M.U. Bacakos, O.U. 3ameirkoBa. - 3n. 14-e, mepepad. - Pocros v//] : @ennkc, 2017. - IBC
«Koncynomanm Cmyoenma

3. KondunennuansHoe IeNONpOU3BOACTBO M 3AIIUIICHHBINA 3JCKTPOHHBIA JOKYMEHTOOOOPOT
[DnexkTponnsiii pecypc]: yueOonuk / H.H. Kynse, A.C. [émymxkun, T.B. Konapamona, A.Tl.
®abpuynos; noj oomr. pen. H.H. Kynsiera - M.: Jloroc, 2017. - 35C «Koncynomanm Cmyoenmay

4. YmpaBieHue IMepCOHAJIOM: TEOpUs M TMpakTUka. J[enompous3BOJICTBO B KaapoBOM cCiyxOe
[DnexTpoHHBIi pecypc]: yueoHo-npakTHueckoe mocooue / M.B. Jlopuesa, E.H. I'ankuna, E.B. I'ypoga,
nox pen. A.Sl. Kubanosa. - M.: IIpocnekr, 2014. — 3B5C «Koncynomanm Cmyoenmay

5. IlpaBma 006 3MeKTPOHHOM JOKyMeHToOoOOpoTe [DnekTponHbi pecype] / J.A. Pomanos, T.H.
Wnsuna, A.1O. Jlornnosa - M.: JIMK Ilpecc, 2018. - 95C «Koncynomanm Cmyoenmay

6. okymenTtoBenenue [DnekTpoHHbId pecype]: yueonuk / H.H. Kynses, [[.H. Vpanos, A.T.
®abpuunos; nox pen. npod. H.H. Kynsesa - M. : Jloroc, 2017 - 3b5C «Koncynomanm Cmyoenma

9.2. Meroauyeckmne yKa3aHus sl 00yYAIOIIUXCH 110 OCBOCHHUIO TUCHMILIMHBI
(mpuyIoKeHue)

10. MaTepuaibHO-TeXHHYECKOe o0ecnedeHne JUCIMILTUHbI

10.1. MaTepuajbHoO-TeXHU4YeCKas 06a3a

JlekMOHHAas ayUTOPUsl, OCHALLICHHAs KOMIIbIOTEPOM, BUACONPOECKIIMOHHBIM 000pyI0BaHUEM,
B TOM YHCIIE JJISl TIPE3EHTAINN, CPEICTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM.

MynbTuMeuiiHbIE CpeACTBa M Jipyras TEXHUKa MAJs TNpe3eHTauuil ydeOHOro marepuana,
odpucuHbli maker nporpamm MSWindows (MS Excel, MSWord) ans odopmiienuss pacueroB
HKOHOMHUECKOH 3 dexkTHBHOCTH HHPopMannoHHbIX cucteM, OpenOfficeGoogleChrome.

10.2. ITomeneHus AJ151 CAMOCTOSITEIbHOM PadoThI

[Tomemenue st camocrosiTenbHOM paboTel (I'maBHbIM yuebHbt kopnyc DPI'BOY BO
«['po3HeHCKMI TroCynapcTBEHHBIH HePTSIHON TexHuueckuil yHuBepcuter» 364902, YeueHckas
pecniybnuka, 1. I'po3nbiii, npocnekt uMm. X.A. HMcaeBa, 100. Ayautopusi ocHaieHa HEOOXOIUMOMN
KOMIBIOTEPHON TeXHUKOW, B Hanuuuu ectb HeoOxoaumoe [10: WinPro 10 RUS Uprgrd OLP NL
Acdmc; OfficeStd RUS OLP NL Acdmc (mpaBo Ha ucnioib3zoBanue corinacHo Kontpakry Ne 267-2A/19
ot 15.09.2019 1.).

Cucrema 'APAHT (mponuerapnas nuuensusi) Visual Studio-(Freemium) 1C Ilpennpusitue
noroBop ot 02.12.2020 peructpannoHHble HOMepa MpoaykToB (9334859; 9334952) Sublime Text-
(oTkpeIThI nocTyn) Notepad++ (OTKpBITBIN AOCTYII).



Ilpunooicenue
MeToanyeckue yKa3aHusl 0 OCBOEHHIO THCHMILINHBI

<JIeKTPOHHOE J1eJI0NPOU3BOICTBO»

1. MeToanuyeckue yKazaHusi JJisi 00y4arOUIUXCH MO IJIAHUPOBAHWIO U OPraHU3aLUM
BpeMeHH, He00X0AMMOro0 /11l OCBOCHHUS TUCHHUILINHBI.

W3ydeHne peKOMeHIyeTcsl HauaTh C 03HaKOMJICHHsI ¢ pabouell MporpaMMoi IUCHUIUINHBI, €€
CTPYKTYpPO#l M copepiKaHUEM pa3zenoB (Moayieil), GOHIOM OIEHOYHBIX CPEJCTB, 03HAKOMHUTHCS C
yu4eOHO-METOINYECKUM U HH(POPMAIIMOHHBIM 00eCTIeueHUEM TUCHUUILINHBL.

Jucuumimna «3JIeKTPOHHOE JIEeNIONPOU3BOJCTBOY» COCTOUT U3 12 CBsI3aHHBIX MEXIY COO0I0
TeM, 00eCIeunBalOIIUX MOCIEI0BATeIbHOE U3yUeHIE MaTepHara.

OOydyeHne 1O AMCUMIUIMHE «DJIEKTPOHHOE JEJIONPOU3BOACTBO» OCYIIECTBISAETCS B
cnenyromux popmax:

1. AyautopHble 3aHATUSA (JEKLUNHU, TIPAKTUYECKUE 3aHATHS).

2. CamocrosTenbHas paboTa cTyJeHTa (IOATOTOBKA K JIEKIMAM, JJAOOPATOPHBIM 3aHATHUSM,
pedepatamu uWHBIM ¢GopMaM TNHCBMEHHBIX pabOT, WHIWBUAYaJlbHAs KOHCYJIbTAIUS C
MPEToAaBaTeeM).

3. UnTepakTuBHBIE GOPMBI MPOBEACHHUS 3aHATHI (JIEKIHS-AUCKYCCHS, TPYIIIIOBOE pEIICHUE
Keica u J1p. GopMBI).

Y4eOHbIE MaTepuan CTPYKTYPHUPOBAaH M H3YYEHHE JUCIHHIUIMHBI TMPOU3BOAMTCA B
TEMaTHUYECKON MOCIeqoBaTeNbHOCTU. KakIoMy MpakTUYEeCKOMY 3aHSATHIO U CaMOCTOSTEILHOMY
M3YYEHHIO MaTepuasa MpeallecTBYeT JEeKUUs Mo JaHHOM Teme. OOydaromuecs CaMOCTOSITENIbHO
MPOBOJSAT MPEBAPUTEIHHYIO MOJATOTOBKY K 3aHITHIO, IPUHUMAIOT aKTUBHOE U TBOPUECKOE y4acTHE
B 00CYXXJIEHUM TEOPETUYECKUX BOIIPOCOB, pazdope MpOoOJEMHBIX CUTyallud M MOUCKOB IMyTEH HX
pemienus. MHorue npoOieMbl, H3ydaemble B Kypce, HOCSAT AMCKYCCUOHHBIA XapakTep, 4YTO
[peJoiaracT MHTEPaKTUBHBIN XapakTep MPOBEACHUS 3aHATHI Ha KOHKPETHBIX MTPUMEpax.

Onucanue nocnea0BaTeIbHOCTH IeHCTBUI 00yJaroerocs:

[Ipy u3yueHum Kypca cieayeT BHUMATENIbHO CIYIIaTh M KOHCIIEKTHPOBAaTh MaTepuall,
u3JaraeMblii Ha ayJIUTOPHBIX 3aHATHAX. JlJI1 €ro NOHUMaHHMsS M KadeCTBEHHOI'O YCBOEHUS
PEKOMEHIyeTCA CIIEYIOIIas MOCIEA0BATEIbHOCTD IECTBUM:

1. Tlocne oxoHuaHMsI Y4eOHBIX 3aHATUN U 3aKpeIUIEHHs Marepuana IMpPOCMOTPETh U
00ryMaTh TEKCT JIEKIIMH, IPOCITYIIIAHHON CEero/iHs, pa3o0paTh paccMOTpeHHble npumepsl (10 — 15
MHUHYT).

2. IIpy MOATOTOBKE K JIEKIUU CIEIYIOMIETO ITHS MOBTOPUTH TEKCT TPEABIAYIIEH JICKINH,
HOIyMaTh O TOM, Kakasi MOXKeT ObITh crieyromas rema (10 - 15 munyT).

3. B Teuenue Henmenn BeIOpaTh BpeMs IS paOOTHI C JIMTEpaTypoil B Oubmmoreke (mo 1
qacy).

4. Ilpu MOATrOTOBKE K MPAKTUYECKOMY 3aHSATHIO MOBTOPUTH OCHOBHBIE MOHATUS IO TEME,
U3YYUTh IPUMEpHL. Peras KOHKpEeTHYIO CUTYAIHIO, - IPEIBAPUTENBHO MOHATh, KAKOM TeOpeTHYeCKuil
MaTepuai HYXHO HCIOJIb30BaTh. HaMeTuTh IulaH pelieHusi, nornpoOoBaTh Ha €ro OCHOBE PELIUTH
nmabopaTOpHBIE 3a/TaHUS.



2. Metoauyeckue yKazaHHus 0 padoTe 00y4aommxcsi BO BpeMsi POBeAeHHUs JeKIUH.

Jlekuuu  fpar0T  00yYaroIUMMCS  CHUCTEMAaTH3MpPOBAHHbIE 3HAHUS [0  JAMCLUIUIMHE,
KOHIICHTPUPYIOT MX BHHMaHHE Ha HauOojiee CIOXKHBIX M BAXHBIX Bompocax. Jlekmuu oObIYHO
U3J1araroTcs B TPAJAULUOHHOM MM B IPOOJIEMHOM CTHJIE. /{71 CTyIeHTOB B OOJIBIIMHCTBE CIIy4aeB B
npobiaemaom ctuiie. [IpoOneMHBIN CTHIIb TO3BOJIET CTUMYJIMPOBATH AaKTHBHYIO IMO3HABATEIBHYIO
JESITeIbHOCTh O0YYaIOLUXCA U UX MHTEPEC K JUCLMIUIMHE, (OPMUPOBATHTBOPUECKOE MBILUIEHUE,
npuberaTb K IPOTHBOIMIOCTABICHUSAM U CPAaBHEHHSM, JIe1aTh 0000IEHH, aKTUBU3UPOBATh BHUMAaHHE
00y4aroImuxcst yTeM NOCTAHOBKU IPOOJIEMHBIX BOIIPOCOB, HOOIIPSTH JUCKYCCHIO.

Bo Bpems JNEKIMOHHBIX 3aHATHH PEKOMEHIYETCS BECTH KOHCHEKTHPOBAHHE Y4eOHOTO
Mmarepuaia, oOpamarb BHUMaHUe Ha (GOPMYIMPOBKH U KaTErOpUH, pacKpbIBarOIUE CYTh TOrO WU
MHOTO SIBJIEHUS, WJIU TIPOLIECCOB, BBIBO/IBI U IPAKTUUECKUE PEKOMEHIALIUU.

KoHcnekT nekuuu sydiie noapasieisaTh Ha IMyHKThI, COOJ0asi KPaCHYIO CTPOKY. DTOMY B
OonpmioN  creneHW OyayT  crmocoOCTBOBaTh  BOINPOCHI  IUIaHA  JIEKUMH, [PEUIOKEHHbIE
npenojaBarensiM. Cruenyer oOpamare BHUMAaHHE Ha aKLEHThl, BBIBOJABI, KOTOPHIE [JEJIAaeT
npenojaBaresb, 0OTMeuasi HauboJiee BaKHbIE MOMEHTBHI B JIEKIIMOHHOM MaTepuajie 3aMeyaHUsIMU
«BAYKHOY, «XOPOILO 3aIOMHUTH» U T.I. MOKHO J1e/1aTh 3TO U C MOMOILBIO PAa3HOLIBETHBIX MapKepoOB
WIH py4eK, O JUepKHUBasi TEPMUHBI U ONPEAETICHUSL.

[{enecooOpa3Ho pa3paboTaTh COOCTBEHHYIO CUCTEMY COKpaIleHH, a00OpeBHaTyp U CUMBOJIIOB.
Opnaxo npu AanpHEIIel padoTe ¢ KOHCIIEKTOM CUMBOJIBI JIYUIlE 3aMEHUTh OOBIYHBIMU CIIOBAMU IS
OBICTPOTrO 3pUTEIBLHOIO BOCIPUSATHUS TEKCTA.

Pabortass Hajg KOHCIEKTOM JIEKIWH, HEOOXOAMMO HCIIONB30BaTh HE TOJIBKO OCHOBHYIO
JUTEPATypy, HO U Ty JINTEPATypPy, KOTOPYIO JOMOJIHUTEIBHO PpEKOMEHI0BaI pernoaBareib. IMeHHo
Takas cepbe3Has, KPONOTJIMBas paboTa C JEKIMOHHBIM MaTepHAIOM IO3BOJHT TIIYOOKO OBIAIEThH
TEOPETUYECKUM MaTEPHATIOM.

Temaruka nekuuii gaercs B paboueil mporpaMmme JTUCHUILUIMHBIL.

3. Metoanueckue YKa3aHus 00y4arIMMcs 1o MOATOTOBKE K
J1a0OPATOPHBIM/CEMHUHAPCKUM 3aHATHSIM.

Ha npakTudeckux 3aHATHSIX NPUBETCTBYETCS aKTMBHOE y4acTHE B OOCYXJIEHUN KOHKPETHBIX
CUTyallui, CIIOCOOHOCTh HAa OCHOBE IIOJIyYEHHBIX 3HAHUN HaXOOuTh HaubOosee 3PQPeKTUBHbIE
pelIeHHs MOCTABJICHHBIX MPOOJIEeM, yMETh HaXOAWUTh MOJE3HBIH JOMOJHUTEIbHBIN MaTepual Io
TEMaTHKE CEMUHAPCKUX 3aHATUH.

CryneHTy peKOMEHIyeTCs CIeNyIolIasi cXemMa IMOATOTOBKH K CEMMHAPCKOMY 3aHATHUIO:

1. O3HakomileHHE C IUJIAHOM MPAaKTHYECKOI'O 3aHATHS, KOTOPBIA OTpa)kaeT cojeprKaHHe
IIPEJI0KEHHON TEMBIL;

2. [TpopaboTaTh KOHCIIEKT JICKIIHIA,

3. IIpounTaTh OCHOBHYIO U JIOIOJIHUTENBHYIO JIUTEPATYPY.

B nmpouecce moaroroBKM K MPAaKTUYECKUM 3aHATUSAM, HEOOXOAMMO oOpaTUTh o0coboe
BHUMAaHUE HA CaMOCTOSITEJIbBHOE H3Y4YEHHE PEKOMEHIOBAaHHOW JmTeparypbl. IIpm Bceld momHoTe
KOHCIIEKTUPOBAHUS JIEKIIMH B HEIl HEBO3MOXKHO M3JI0KHUTh BECh MaTepUa U3-3a JUMHUTA ayTUTOPHBIX
yacoB. [loaTomy camocrosiTenbHass paboTa ¢ ydeOHUMKaMH, y4eOHBIMH IOCOOMSMH, HAy4YHOH,
CIIPaBOYHOM JINTEPATYPOH, MaTepHaIaMu MePUOINUYECKIX U3aHui u VIHTepHeTa siBnsercs Hanbosee
3QGEKTUBHBIM  METOJIOM TMOJY4YeHHUS JOMOJHHUTEIbHBIX 3HAHHWH, TO3BOJSIET 3HAYUTEIHHO
aKTHBU3HMPOBATH MPOIECC OBJIaJACHUS WMH(OpMalmen, crnocodcTByeT 0osiee TIyOOKOMY YCBOEHHIO
U3y4aeMoro mMarepuana, GopMHUpYeT y CTYJEHTOB OTHOIIEHHE KKOHKPETHOH mpobieme. Bece HOBBIE
MOHSATHS 10 M3Yy4aeMON TeMe HeOOXOIMMO BBIYYHUTh HAaW3YCTh M BHECTH B TJIOCCAPHM, KOTOPBII
1esecoo0pa3Ho BECTH € CaMOro Havaja U3y4eHHus Kypca;

4. OTBETUTH HA BONIPOCHI TIaHA TPAKTUUECKOTO 3aHATHS;

5. BBINOTHUTH JOMAIlIHEe 3aJaHKE;

6. [IpopaboTarh TeCTOBBIC 3a/IaHUS U 33/1a4H;

7. Ilpu 3aTpyaHeHusx chopMyIupoBaTh BOIPOCH K IPENo1aBaTelIto.

Pe3ynbrar Takoit paboOThl JOKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/I€HTa CBOOOJIHO OTBETUTH



Ha TEOPETUYECKHE BOMPOCH MPAKTUKYMa, BBICTYIATh U Y4acCTBOBATh B KOJIJIEKTUBHOM OOCYKIEHUU
BOTIIPOCOB M3y4aeMOW TEMbI, MPABWIHHO BBITIONHATh MPAKTHUYECKHUE 3a/laHWs W WHBIC 3a/IaHus,
KOTOpBIE JAOTCS B (POHJIE OLEHOYHBIX CPEJICTB AUCLUUILIHNHBL.

4. MetoauvecKue yKa3aHHA 00y4AOLIMMCS 110 OPTaHU3AIUHM CAMOCTOSTeIbHOI padoThl.

Ilenp opraHuzalUd  CaMOCTOSITENIBHOM — pabOThl MO  JUCHUIUIMHE  «DJIEKTPOHHOE
JIeNTOTIPOU3BOJICTBO» — 3TO YIJIyOJIeHHMEe M pacIIupeHUe 3HAHUM B 00JIACTH T'YMaHHMTapHBIX HaYK;,
dbopMupOBaHUE HABbIKA U UHTEpECa K CAMOCTOSITEIbHON MTO3HABATENIbHO e TEIbHOCTH.

CamocrositenibHass  paboTa OOydYalOIIMXCS —SABJSIETCS  BaXXKHEHIIMM  BUJAOM  OCBOCHHS
coJlepKaHus JUCIUILIMHBL, TOATOTOBKU K MPAKTUYECKUM 3aHATUSAM U K KOHTpOJIbHOU padoTte. Crona
K€ OTHOCSITCSI M CaMOCTOSITEJIbHOE YINIYOJIEHHOE M3y4€HUE TeM AUCUMIUIMHBL. CamMocTosTeNbHas
paboTta mpencTaBiseT CcOOON MOCTOSIHHO JEWUCTBYIOIIYIO CHUCTEMY, OCHOBY 00pa3oBaTEIbHOTO
nporecca U HOCUT HCCIIEAOBAaTENbCKUI XapakTep, YTO TOCIYXUT B OyAylleM OCHOBaHHMEM JIJIs
HAIMCAHMs BBITYCKHOM KBaTHM(UKAMOHHON pPAaOOTHI, MPAKTUYECKOTO MPUMEHEHUS MOJYyYEHHBIX
3HAHUM.

Opranuzanus caMOCTOATEIbHOW paboThl OOYYaIOUIUMXCS OPHUEHTHPYETCS Ha aKTHUBHBIE
METO/BI OBJIAJICHUS 3HAHHMSIMH, PAa3BUTHE TBOPYECKHUX CIIOCOOHOCTEH, MEPeXoi OT MOTOYHOTO K
WHAUBUAYAIN3UPOBAHHOMY O0YYEHHIO, C YUETOM MOTPEOHOCTEH 1 BO3MOXKHOCTEH JINYHOCTH.

[lpaBunbHas OpraHW3amys CaMOCTOSITEIBHBIX YYEOHBIX 3aHSATHH, WUX CHCTEMATUYHOCTD,
1enecoo0pa3Hoe IUIAHUPOBAaHHE Paboyero BPEMEHU MO3BOJISET CTYAEHTaM pa3BUBaThb YMEHHS U
HaBBIKM B YCBOCHUH U CHCTEMATH3aLlMU MMPHOOPETaEMBIX 3HAHUMN, 00ECTIeYnBaTh BHICOKUN YPOBECHb
yCIIEBAEMOCTH B TIEPUO/1 O0YUECHHUSI, TOJIYIUTh HABBIKM MOBBIIICHHS MPOPECCUOHATBHOTO YPOBHSI.

[ToaroroBka k 1a0OpaTOPHOMY 3aHATUIO BKIIOYAET, KpoMe MpopabOTKH KOHCIEKTa W
MpEe3CHTAMU JIEKIUHU, TMOUCK JUTEepaTyphl (IO PEKOMEHJOBAaHHBIM CIMCKAM U CAMOCTOSITENBHO),
pelieHne 3a1a4d U3 mepedyHst 1abopaTopHBIX padoT (TEeKyImii KOHTPOoJb). JlaboparopHoe 3aHsTHE —
BBIMIOJTHEHHE MIOCTABJICEHHBIX NEpe] CTYACHTOM 3aaauy c ucnosb3oBanueM [IK u cmenmanmpHOTrO
MIPOrPaMMHOTO O0ECTICUCHUSI.

[Tpu moAroTOBKE K KOHTPOJIBHON paboTe 0OydaromIMNCs TOJKEH MOBTOPSATH MPOMIEHHBIN
MaTeprajl B CTPOrOM COOTBETCTBHM C Y4YE€OHOW MPOrpaMMOM, HCHONB3Yysd KOHCHEKT JICKIUH |
JUTEpaTypy, PEKOMEHA0BaHHYIO mpernojaBarteneM. [Ipy HE0OXOAMMOCTH MOXKHO OOpaTUThCS 3a
KOHCYJIbTalle U METOIMYECKON MOMOUIBIO K IPEI01aBaTENIo.

CaMocTosiTenbHast paboTa peanusyercs:

— HEMOCPEICTBEHHO B IMIPOLECCE ayAMTOPHBIX 3aHATUNH - Ha JIEKIMSX, NPAKTUYECKUX
3aHITHSIX;

— B KOHTAaKT€ C MpernojaBaTesieM BHE PaMOK PacHHUCAHUS - HA KOHCYJbTALUAX 110 Y4eOHbIM
BOIIPOCaM, B XOJI€¢ TBOPUECKUX KOHTAKTOB, MPU JIMKBUAALNU 3aJ0JHDKEHHOCTEH, NP BBIOJIHEHUU
WHAWBUAYAIbHBIX 33IaHUH U T.1.

- B Oubmuorteke, Aoma, Ha Kadenpe MpU BHIMOJHEHUH OOYy4alOmUMCS YYE€OHBIX U
MPAKTUYECKHX 3a7au.

Buast CPC u kputepuu orieHOK
(mo 6amnbHO-periTunroBOi cucreme [ THTY, CPC onenuBaercs B 15 6anioB)
1. Pedepar/Hoxmnan/IIpesenTarus
2. VunuBumyanpHOE 3ajaHUE

Tembl 11 caMOCTOSITENbHOM paboThl MpomMcaHbl B pabouell mporpamMme JAMCUUILIUHBL
O GhEeKTUBHBIM CPEICTBOM OCYIIECTBICHUS OOYJaIOMUMCS CaMOCTOATEIBHONW pPaOOTHI SBISETCS
ANIEKTPOHHasE MH(pOPMAIMOHHO-00pa3oBaTebHas Cpela YHHMBEpPCHTETa, KOTOpas o0ecneunBaeT
JOCTYN K y4eOHBIM IJIaHaM, pabouuM MpOrpaMMaM JUCHUIUIMH (MOAYJEH), MPakTHK, K U31aHUIM
AIIEKTPOHHBIX OMOJIMOTEUHBIX CUCTEM.



CocTaBuTeNb:

Cr. npenonasarens xad. «CI»

COI''TACOBAHO:

3as. Bemyckatomeit kagp. «ICI»

Hupextop IYMP

7/
o

/Maromaes T.P./

/Maromaesa JL.P./

/MaromaeBa M.A./
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