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1. llean v 3agaun AMCHUIJINHBI

Hens naHHOW MUCIMIUIMHBI 3aKIIFOYAECTCS B IMPUOOPETEHUH CTYICHTAMU TEOPETHYECKHX H
NPAKTUYECKMX 3HAaHUH 10 O(OPMIEHHI0O M COCTAaBJIECHHUIO OpPraHW3aLMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB Kak 0a30BOMY IPOLIECCY B PEATH3AIMU BCEX YIPABICHUECKHUX (DYHKIIMH.

3ajayamMM M3y4eHUs JUCLMIUIMHBI SBISIOTCS IpPEUIOKEHUE CTyAEHTaM Takoro oomema
3HaHUH, KOTOPBIN IPH YCTPOHCTBE HA pabOTY MO CHENHUATBHOCTH O3BOJIHT:

- BECTH JCJIONPOU3BOJCTBO B OPraHU3aluy;

- TIOJIb30BAThCsl YHU(PULIUPOBAHHBIMH TOKYMEHTaMHU

- 0OPMIIATH YIIPABICHUECKYIO JOKYMEHTALUIO.

2. MecTo IMCHUIJIMHBI B CTPYKTYpe 00pa3oBaTeibHOM MPOrpaMmbl

JucnuruimHa oTHocuTcess K «Yacth, Qopmupyemas ydacTHHKaMU 00Opa3oBaTelIbHBIX
OTHOILIEHUI O10Ka 1.

B cBowo odepenb, JaHHBIA Kypc, TOMHMO CaMOCTOSTEIBHOTO 3HAYCHHUS, SBISCTCS
MPEIIeCTBYIOMEH MUCIUIUIMHON At KypcoB: «VH(pOpPMAIIMOHHBIE CHCTEMBI W TEXHOJOTHUU B
9KOHOMHKEY, «MHPOpPMAIIMOHHBIC CHCTEMBI MAPKETHHTAY.

3. IlepeueHb IUIAaHUPYEMBIX PpPe3yJbTATOB OOYYEeHUS] MO AMCHUILIAHE
(MOyJ110), COOTHECEHHBIX ¢ HHANKATOPAMHM J0CTHKEHUSI KOMIIeTeHIHii

Taoauna 1
Koa mo ®1'0OC NHaukaTopbl 10CTHIKEHU S Iliianupyemble pe3yabTaThl
00y4YeHus M0 TUCUMUILINHE
(3YB)
OoumenpogeccuoHaIbHbIE
OIIK-3 Cniocoben OIIK-3.1. ®opmynupyer | 3HAeT TPUHLMIBI, METOIAbl U
peumaTh CTaHAAPTHLIC IIPUHLMUIIBI, METOABI M CpPEICTBa CpCACTBA pCHICHUA CTAHIAPTHBIX
3a/1a4uu } peleHHs  CTAHAAPTHHIX  3ajad | 33139 npodeccrnoHanbHON
npogeccuoHaTbHON . JEeSTEIbHOCTH Ha OCHOBE
npogeccuoHaTbHON .
NesITeIbHOCTH Ha OCHOBE nH(OpMaLOHHON u
MH(POPMALIMOHHOM U ACATEIEHOCTH Ha OCHOBC | Gp6nmmorpaduueckoil  KymbTypbl
OuborpadgpuIecKoit MH(pOPMAIHOHHOH ¢ PUMEHEHHEM
KYJIbTYpPBbI C 6H6JII/IOFpa(1)I/I‘-IeCKOI71 KYJBbTYPBI C HH(bOpMaHI/IOHHO-
MIPUMEHEHHEM MPUMEHEHUEM HH(POPMAIIMOHHO | KOMMYHHUKAIIMOHHBIX
MH(OPMALMOHHO- KOMMYHUKAI[MOHHBIX TeXHOorui | TEXHOJIOrMM — H € ydCTOM
KOMMYHHKALOHHBIX - c yaeTom OCHOBHEIX | OCHOBHBIX § TpeOoBaHU
TEXHOJIOTHH U C YYETOM . . | nHDOpMATOHHOI
. TpeboBaHuil  MHGOPMALMOHHON
OCHOBHBIX TPeOOBaHUIA 5 0€30MacHOCTH.
MH(POPMAIIMOHHOM C30MacHOCTH. ¥Ymeer pemars CTaHAAPTHBIE
0€30MacHOCTH 3a/1a4uu npodeccuoHanbHOM
OIIK-3.2. Pemraer cTaHIapTHbIC pod
_ | mesTenpHOCTH Ha OCHOBE
3a/1a9un npodecCuoHATBHON MHDOPMAITHOHHOI -
ACATEIILHOCTH Ha OCHOBC | GubOmMorpauueckoil KylbTyphbl
nH(OPMAMOHHON uj|c MPUMEHEHHEM

6ubmorpadguuecKkoil KyIbTyphl ¢ | HHPOPMAIMOHHO-

npuMeHeHneM UHpopManuonHo | KOMMYHUKAHOHHBIX

. | TEXHOJIOTUH ¥ C  y4eToM
KOMMYHHKAIIUOHHBIX TEXHOJIOTHI -
OCHOBHBIX TpeboBaHMt

" C Y4eTOM OCHOBHBIX .
b " | nndopmManoHHOM
TpeOOBaHui  MHPOPMALMOHHON | GesomacHOCTH




0€e30IMacHOCTH

Biaajgeer HaBLIKAMH MOJATOTOBKU

0030pOB, AHHOTALIMH,
COCTaBJICHUS pedepatos,
HAaYYHBIX JIOKJIa]I0B,

nyOnukauuii, U Oubnuorpadun
10 HAayYHO-HMCCIIEA0BATEIbCKOM
pabore c yueTroM TpebOBaHUU

nH(pOpPMaITMOHHOMN
0€30MMacHOCTH.
OIIK - 4 Coocoben | OIIK-4.1. [Ipumenser | 3HaeT OCHOBHBIE CTaHAAPTHI
Y4aCTBOBATb B CTaHJApThl, HOPMBI W IIpaBUJIA, O(bOpMJIeHI/IH TEXHUUYECKOMU
pa3paboTke CTaHIapTOB, odopmIsIeT TexHuueckyro | AOKYMEHTAIMK  HA  PasTHIHBIX
HOPM M IpaBuUJ, a TaKKe CTaAMSX JKU3HEHHOTO  LHKJIA
. JOKYMEHTAllMI0 Ha PAa3JINYHbIX .
TEXHUYECKOU MH(OPMALIMOHHON CUCTEMBI.
JIOKyMEHTAIlUH, CTalMAX — KUSHCHHOTO  HHKIA | yyeer MPUMEHATh CTaHAAPThI
CBSI3QHHOM ¢ | MHOPMAIHOHHON CHCTEMBL. ohopmiieHHss H  YHH(DUKAIMH
npogeccuoHaTbHON JOKYMEHTAIUH.
JOEATEIIBHOCTHIO OITK-4.2. Pa3pa6aTblBaeT Baaneer HaBBIKaAMU
TEXHUYCCKYIO JOKYMECHTALMIO HA | ((o0opoo o pasHaHOi

Pa3IMYHBIX OSTalax »XHU3HCHHOI'O

UKJIa
CHUCTEMBI.

UH(POPMALMOHHOM

AOKYMCHTAllMKM Ha BCCX OJTalax

KHU3HCHHOI'O

WH(POPMAITMOHHON CHCTEMBI.

UKJIa

4. O0beM IMCHUIVIMHBI M BUAbI Y4eOHOM padoThI

Tabauna2.
Bcero CemecTpsl
Buj yueOHoi1 padoThl yacos/ 3a4.e]. 1 2

0P0 300 00 300
KonrakTHasi pa6ora (Bcero) 51/14 12/0,3 51/1.4 12/0,3
B ToMm uncie:
Jlexiuu 17/0,5 4/0,1 17/0,5 4/0,1
[IpakTHueckue 3aHATHUS
CeMuHapbl
JlaboparopHblie pabOTHI 34/0,9 8/0,2 34/0,9 8/0,2
CamocrosiTesibHas padora (Bcero) 93/2,6 132/3,7 | 93/2,6 132/3,7
B ToMm uncie:
Kypconast pabota (mpoekt)
PacuetHo-rpaduueckne paboTh
UTP
Pedepatsi 36/1 72/2 36/1 72/2
Jloxnaasl
[IpesenTanuu
U (unu) opyaue 8udvl camocmosmenvHol pabomoi.
[TonroroBka K 1a00paTOpPHBIM paboTam 36/1 36/1 36/1 36/1
[ToAroToBKA K MPAKTUYECKUM 3aHSATUSIM
IToaroroBka K 3a4ery
[ToaroToBKa K 3K3aMeHy 21/0,6 24/0,7 21/0,6 24/0,7
Buna oryerHocTH OKk3aMeH | Ok3aMeH | Dk3aMeH | DK3aMeH
O0mas Tpy10eMKOCTb 144 144 144 144
JMCIMIIJINHBI 4 4 4 4




5. Conep:xanue TUCHUIINHBI

5.1. Pazgenpl AMCHMILIMHLI U BUABI 3aHATHH

Tadauna 3
Yacsl geku. Yacsl J12a0. Yacsl geku. | Yacel Jad.
Ne HaumenoBanue pasjaeia N . N N
n/n | AMCHMILIHHBI o ceMecTpaM 3aHATHI 3aHATHI 3aHATHI 3aHATHI
0P0 00 300 300
L Opranuzanus ciyx0 ) 4 ) }
JIEJIONPOU3BOJICTBA
OcHoBHBIE TPEOOBaHHS K
0 OpMIICHHUIO
5. | YHpaBIEHUECKUX ) 6 ) )
(opraHu3aIMOHHO-
pacropsiANTENbHBIX )
JIOKYMEHTOB
3 Jlenonpoun3BoICTBO MO ) 6 ) )
JUYHOMY COCTaBY
4. OdopmneHue cmyKeOHBIX ) 6 5 5
UCEM
Odopmienue u cocTaBieHne
5. | OCHOBHBIX BUJOB 4 6 2 2
YIPaBICHUYECKUX IOKYMEHTOB
Howmenxkiarypa gen.
6. | [TonroroBka TOKYMEHTOB IS 2 4 - -
XpaHEHUs B apXUBE
7. Benenue nenonpounsBoacTsa 3 4 ) )
B OpTaHM3AIUH, YIPEKICHUU
UTOro 17 34 4 8
5.2. JlekunmoHHbBIE 3aHATHS
Tadnauua 4
Pa3n | HammenoBaHue pa3jaesia TUCHMILIUHBI Conep:xxanue pasaesa
(2
1 1.Oprauu3allioOHHOE  IMMOCTPOCHUE  CIIY>KOBI

Opranuzanus ciryx0 Jeonpon3BOACTBa

JICITIOTIPON3BOJICTBA
2.Paznenenue QyHKIUNA MEXKITY
MOJIPa3ICTICHUSMH JICTIOIPON3BOCTBA U
HCIIOIHUTEISIMA

OcHoBHBIE TpeOOBaHMS K 0(OPMIICHUIO
yIpaBiIeHYECKHUX (OpraHu3aOHHO-
pacropsIUTEIbHbBIX) TOKYMEHTOB

1. OcHOBHBIE MTOJIOKCHHUS 10
JOKYMEHTHPOBAHUIO yIIPaBICHYECKOU
JIEeITEIbHOCTH

2. Yauduxkanus " cTaHaapTya3anys

YIPaBIEHYECKHX JOKYMEHTOB

3. Bupl JOKyMEHTOB M UX KJIacCu(UKanus
4.TlpaBmma odopMIIeHHUS  yIPABICHUYECKUX
(OpraHm3alnMoOHHO-PACTIOPSIAUTENbHBIX )
JOKYMEHTOB




3 1. TloHsgTHe TMYHOTO COCTAaBA.

Jlenonpon3BOACTBO MO JTUYHOMY COCTaBY 2. OdopwicHHe npuema Ha pabory

4 1. O6mas XapaKTepuCTUKa CITy>KeOHO
HEePETHCKU.
Odopmiienne ciry)keOHBIX TUCEM 2. OdopmieHnue pPEKBU3UTOB  CIIy>KEOHOTO
nucbMa

3. Pa3HOBUAHOCTHU CIIy>KE€OHBIX MHCEM

5 1. OpraHuzanmoHHas TOKYMEHTAIIHs

OdopmieHne U coOCTaBIeHHE OCHOBHBIX

2. PacnopsautenbHble JOKYMEHTBI
BHJIOB YIIPABJIICHUYECKUX TOKYMEHTOB

3. JIOKyMEHTBI OepaTHBHON HH(POPMAIITHHI

6 Homenkuarypa nen. Ilonroroska 1. OGmue nonokeHust HOMEHKIATYPBI J1e
JOKYMEHTOB JUIsl XpPaHCHHS B apXHBE 2. ®opmupoBaHuUE Jien
7 1. Opranuzanust 1oKyMeHTOOOOpoTa (0o01me
TTOJIOKCHHS )

Benenue nenonpounsBocTBa B

2. Peructpanus u y4eT NOCTYNAOLIUX B
OpraHu3alyy, YYpe:KICHUU

OpraHU3aIMI0 JOKYMEHTOB
KoHTpoJb 32 UCIIOJIHEHHEM JIOKYMEHTOB

5.3. IIpakTnyeckue (ceMUHAPCKUE) 3aHATHS
IIpakTHyeckue 3aHATHA YUeOHBIM IUIAHOM He NMPeAyCMOTPEHbI.

5.4 JlaGopaTopHble 3aHATHS

Tadauua S
Ne HaumenoBanue pasjaesia
n/ U CIUIIINHBI Conep:xanue pasaena
n
OpraHusauus ciyxo JlaGopaTtopHasi padora Nel }
1 OCHOBHBIE 3TaIbl KOMITBIOTEPHOH MOJATOTOBKU TEKCTOBBIX
JeTIOTIPON3BOICTBA
KOMIIOHEHTOB JJOKYMEHTOB
OcHoBHBIE TpeOOBaHUS K JlabopaTopnasi paGora Ne2
o(OpMIICHUIO Pa3zpaboTka 6;1aHKOB JOKyMEHTOB
5 | YNpaBIeHyeCKuX CocraBiieHHe XapaKTePUCTUKH, 3asIBICHUS, aBTOOHOTpaduu
(opraHu3anoOHHO-
pacnopsAUTEIbHBIX )
JIOKYMEHTOB
JlabopaTopnasi paGora Ne3
J1enonpou3BoACTBO 110
3 [HUHOMY COCTABY Pa3zpaboTka u oopmiieHHE TPUKA30B IO JIMYHOMY COCTaBY
Cocrasnenue u opopmIIeHHE OPTaHU3AIMOHHBIX JIOKYMEHTOB
4 Odopmienne cirykeOHBIX JladopaTopnasi padora Ne4
MHUCEM Pa3zpaboTtka u oopMiIeHHE TUCEM
Odopmnenue u JlabopaTopnasi paGora NeS
5 | COCTABJICHNE OCHOBHBIX Pa3paboTka u opopmiieHne npukasa no OCHOBHOI
BUJIOB YIIPABJICHYECKUX JESITEIIbHOCTH
JIOKYMEHTOB Pa3paboTka u oopmiIeHHE TPOTOKOJIA
Homenkiarypa nein. JlabopaTopnasi paGora Ne6
6 | IlonroroBka JOKyMEHTOB Pa3zpaboTka u oopmiieHHE TOKIATHOM, CIY>KEOHOH 1

JUIsL XpaHEHUs B apXUBe 00BSICHUTENBHOM 3aMHCOK




Benenue nenonpousBoacrsa | [loaroroBka akToB, JOBEPEHHOCTEN, PACIIUCOK.
7 | B OpraHu3anuu,
YUPEKIACHUU

6. CamocTosiTesibHAs padoTa CTYJAeHTOB

Bompockl st  caMOCTOSITENNBHOTO UW3YYEHHUS TMPEACTABICHBI TEMaMU JUIS HM3y4YeHUS.
OTYeTHOCTBIO MO JAaHHBIM BONpOCaM SIBISIETCS caada pedepara mo u3ydeHHOW Teme. Pedepar
cIaeTcs 3a HeIeIo 10 Havauia 2-i pyOeKHO# aTTecTanuu, TeMaTuka peepaToB OTAAETCS CTYACHTaM
HAa MEpPBbIX 3aHATUSX.

Pedepar npunumaeTcs mpemnonaBareieM B YCTaHOBJIEHHOE BpeMs. B anekTpoHHOM Bufe.
[Tanka ¢ pedepaTom momkHa coaepkars 2 daiina: MS Word- cam noknan, MS Power Point.

MS Word- pedepar, BRITIOTHEHHBINA ¢ y9€TOM TPeOOBaHMI K BBITIOJHEHUIO TIOJIOOHOTO poia
pabot. Pedepar momkeH BKItoYaTh BBEIEHHUE, U INIaBy C PaCKpPbHITHEM 0003HAYEHHOM mpobiiemsl. B
JAHHOW TJIaBE€ JOJDKEH COJIEPKAThCS MYHKT W MPEAJIOKEHUU IO ONTUMHU3AIWN WIH PEHICHUIO
paccMOTpeHHOH mpoOsieMbl. B 3akimioueHWM OTOOpa)kaloTCs HCTOYHUKH — HCIIOJIb30BAHHOM
JTUTEPATYPHI.

Tembl nJ1s pedeparos:
OcobenHocty U GOpMbl KOMMEPUECKON MEPENUCKU € 3apyO0eKHBIM TapTHEPOM
Typucrckas nokymMeHTaus
Opranu3anus 10KyMEeHT0000poTa
Cucrtemartu3anus TOKyMEHTOB B JI€JIOIPOU3BOJICTBE
NudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTBI
DKcrnepTr3a HEHHOCTH JOKYMEHTOB
[ToarotoBka JOKYMEHTOB K XpaHEHHIO

e B o

Opranu3zanys apXuBHOTO XpaHEHUS TJOKYMEHTOB B OpTaHU3allN

9. enonpou3BOACTBO MO MUCbMEHHBIM U YCTHBIM OOpaleHUSIM IpaskIaH

10. 3akoHonmaTenbHbIEC aKThl 1 HOPMAaTUBHO-METOIUYECKUE MaTEPUAIIbI, pErJIaMEeHTHPYIOLIHE
paBuJia JOKYMEHTUPOBAHUS U OPTaHU3AIUIO PAOOTHI C JOKYMEHTaMHU

11. CoBpeMeHHOE 1€10IPOU3BOICTBO

12. lenonpou3BOACTBO B CyJIax

13. OcoGeHHOCTH BeZieHHs KOH(PHUICHIIMATIBHOTO JIEIONPOU3BOCTBA

14. Vcropust n1enonponus3BoCTBA.

15. JlenoBbie mUChMa U UX KJIACCU(UKAIUIO

16. CocraBneHuro 1 0pOpMIICHUIO PEKBU3UTOB JJOKYMEHTOB

17. OcHoBHBIE BU/BI OJJaHKOB U TPEOOBaHUS K UX OPOPMIICHHUIO

18. Nudopmanus. O6miee nonstue. OcCHOBHBIE TpeOoBaHUs K nHGpopManuu. Pois
uH(pOpMaIlUU B YIIPaBICHUH

19. TlpaBuna u TpeOGOBaHUS, MPEABSIBISIEMbIE K OPOPMIICHUIO YIPABIEHYECKUX JOKYMEHTOB




7.0ueH0YHbIE CPeCTBA

7.1.Bonipochl K nepBoil py0exkHoi aTTecTaunuu

eI BN e

—_ O

SANRANE I e

7.

Opranu3anroHHOE TOCTPOEHUE CITYKOBI JIeTONPOU3BOICTBA
Paznenenue QpyHKIMI Mex Ty Moapa3AeIeHUSIMU U UCTIOTHUTEISIMU
OCHOBHBIE TIOJIOKEHHUS IO TOKYMEHTUPOBAHHIO YIIPABICHYECKOH e TeNbHOCTH
YHuudukanus u CTaHAapTH3AIMS YIIPABICHUYECKUX IOKYMEHTOB
Buasl nokymenToB. Mx knaccudukanms

[TpaBuna opopmiieHrs ynpaBIeHYECKUX JOKYMEHTOB

[ToHsiTHE TMYHOTO COCTaBA.

Odopmnenue npuema Ha padoTy

Pa3paboTka 0;1aHKOB TOKyMEHTOB

CocraBieHue XapaKTepUCTUKH, 3asBJICHUs, aBTOONOrpadun
OdopmiieHne MpUKa3oB MO JUYHOMY COCTaBY

IIpakTyeckue 3agaHus (BHIIOJHUTH HA 0yMa:KHOM HOCHTeJIe)
CoctaBuTh OJaHK € YIJIOBBIM M NIPOJOJIBHBIM PACIOIOKEHUEM PEKBU3UTOB

CocTaBUTh XapakTEpUCTUKY .

Hanwucars 3asB1eHre 0 npuemMe Ha paboTy U OTITYCK

Hanwucars 3asB1eHre 00 YBOJbHEHUHN U IIEPEBOJIE.

Hamucats aBToOuorpaduro.

CocTaBUTh MpPHUKa3 IO JUYHOMY COCTaBY.

CocTaBUTh NOJIKHOCTHBIE HHCTPYKIIMU PAOOTHHUKA (AOIKHOCTh HA CBOE

YCMOTPEHHE)

Obpaszey ammecmayuoHHo20 buiema
(3a 1 pybexcuyro ammecmayuio)

I'po3HeHckmii rocyrapcTBeHHbIH HePTAHON TeXHMYECKHMH YHUBEPCUTET

uM. akaa. M.JI. MWLTHOHIIIUKOBA
UIdD u TII
I'pynna «IIW» Cemectp «_1 »
JducnunimHa ""JjIeKTPOHHOE /1eJI0NPOU3BOACTBO"
buner Ne 1

1. OpraHu3anoOHHOE MMOCTPOCHHE CITY>KOBI IETONPOU3BOICTBA

2. CoctaBuUTb OJaHK C YIJIOBBIM U MPOAOIBHBIM PACIIONOKEHUEM PEKBU3UTOB

Hoanuch, mpenogaBarteist Hoanucs 3aBexyronero

kadenpoi

Bonpochl k0 BTOpO#i pyOesKHOM aTTecTaluu

e S o

OO0m1as XxapakTepucTrKa CIIyKEOHOU MepernucKu

OdopmieHne peKBU3UTOB CITY>)KEOHOTO MHUChMa

PazHoBuIHOCTH CiTyKEOHBIX THCEM

OpranuzanroHHas TOKyMEHTAILIUS

PacnopsinuTenbHble TOKYMEHTHI

OdopmiieHne 1 cocTaBlieHUE JOKYMEHTOB OIEPaTUBHON MH(POPMALIUU
OO111e mooKeHNsI HOMEHKIIATYPBI J1e

DopmMUpOBaHUE JIEIT



IIpakTuyeckue 3a1aHus (BbINOJHUTH HA OyMasKHOM HOCHTeJIe)
CocrtaBuTh ciykeOHOE TUCHMO

CocTaBuTh MPUKA3 IO OCHOBHOM JEATEIIBHOCTH
CocTaBUTh TPOTOKOJI

CocTaBHTh TOKJIAHYIO 3aMMUCKY

CocTaBUTh O0BSCHUTETBHYIO 3aIHCKY
CocCTaBHUTh aKT

NNk LD =

CocTaBuTh pacnucky

Obpaszey ammecmayuoHHo20 burema
(3a 2 pybexcuyro ammecmayuro)
I'po3HeHckmii rocyiapcTBeHHbIH HePTAHON TeXHUYECKHMH YHUBEPCUTET
uM. akaa. M.JI. MWTHOHIIIUKOBA
D n TII
I'pynna "IIN" Cemectp "1"
Jducnunimaa ""JjIeKTPOHHOE /1eJI0NPOU3BOACTBO"
Buaer Ne 1
1. OO6murast xapakTepuCTHKa CITy>KEOHON TTEPETUCKH

2. CocTaBUTbH JOKIAIHYIO 3aIIUCKY
Hoanuch, mpenogaBarteist Hoxnmucs 3aBexyroniero kageapoi




7.2. Bompocshl Ha 3K3aMeH
Opranu3aliioHHOE TOCTPOSHHUE CITYKOBI JEIOPOU3BOICTBA

Paznenenne GpyHKINNA MEXIy MOAPA3ACICHUSIMHA U UCIIOJTHUTEIISIMA

OCHOBHBIE MOJIOKEHHS IO JOKYMEHTHPOBAHUIO YIIPABJICHYECKON IEATEIHbHOCTH
YHudukanus u cTaHIapTH3aNNs YIIPaBIEHYSCKUX JOKYMEHTOB

Buasr noxkymenToB. Mx kinaccudukanms

[TpaBuiia opopmiteHUs yIpaBIeHIECKUX JOKYMEHTOB

ITonsiTHE TUYHOTO COCTaBa.

e S T

Odopmiienne mpuema Ha paboTy
PazpaboTtka G1aHKOB TOKYMEHTOB

— O
o -

CocraBrieHue XapaKTePUCTUKH, 3asBJICHUS, aBTOOHOrpadun
OdopmiteHre MPUKA30B MO JHYHOMY COCTaBY

OO0mas XxapakTepucTHUKa CITyKEOHOU MepenucKu
OdopmieHne peKBU3UTOB CITY>)KE€OHOTO MHChMa

e e T )
BN W N -

. PazHOBHIHOCTH CITyKEOHBIX MHUCEM

_‘
e

OpI‘aHI/ISaHI/IOHHaﬂ AOKYMCHTAaIUA

—_
(o)

. PaCHOp}II[I/ITCJIBHBIC AOKYMCHTBIL

_‘
~

OdopmiieHne 1 cocTaBlieHUE JOKYMEHTOB OIEpaTUBHON MH(POPMALIUU
OO1mue moyIoKeHns HOMEHKJIATYPBI J1eJT
DopmMUpOBaHUE JIEIT

—_
o

IIpakTHyeckue 3agaHus (BHIIOJHUTH HA O0yMa:KHOM HOCHTeJIe)
CoctaBuTh OJaHK € YIJIOBBIM M NIPOJOJIBHBIM PACIOIOKEHUEM PEKBU3UTOB

CocTaBUTh XapaKTEPUCTUKY.

Hanucats 3asBieHue o npueMe Ha paboTy U OTIIyCK

Hanwucars 3asB1eHre 00 yBOJbHEHUHN U ITEPEBOJIE.

Hanwucars aBroonorpaduio. CocTaBUTh MPUKa3 MO TMYHOMY COCTaBY.

CocTaBUTh TOJKHOCTHBIE MHCTPYKIIMU PAOOTHHUKA (IOJKHOCTh Ha CBOE YCMOTPEHHE)
CocrtaBuTh ciykeOHOE TUCHMO

CocTaBUTh MPUKA3 IO OCHOBHOM JeATeIbHOCTH. COCTaBUTh MPOTOKOJ

CoctaBuTh N0KIaHYIO 3aUCKy. COCTaBUTh OOBACHUTEIBHYIO 3aIIUCKY

O CocrtaButh akT. COCTaBUTh PACITUCKY

"\O.O°.\‘9\S”:‘>P’!\’t‘

Obpaszey bunrema Kk SK3ameHy
T'PO3HEHCKH I'OCYJAPCTBEHHBII HE®TSIHON TEXHUYECKU
YHUBEPCUTET um. akaa. M./I. MuJImoHIIMKOBA
buaer Ne 1
JucunminHa "JJIeKTPOHHOE 1eJI0NPON3BOACTBO"
Nucrturyr I u TII cmenumaasnHocts _IIM 1 cemecTp

1. Yaudukauus u cTaniapTu3aius yrpaBIeHYECKUX TOKyMEHTOB
2. Hammucatsb 3asBIeHNE 0 MpreMe Ha paboTy U OTITYCK

YTBEPXIEHO 3aB.
Kadeapoi

Ha 3aceiaHuu Kadenpsl

pOTOKOI No oT JI.P. MaromaeBa




7.3. Texkyumuii KOHTPOJIb
B kadecTBe OIICHOYHBIX CpPEJICTB HCIOJB3YIOTCS CPEICTBA KOHTPOJSI BBITOJHEHUS
7abopaTOPHBIX PabOT MO AMCHUIUIMHE. 3alluTa JIabopaTopHOM paboThl — OTBET HA KOHTPOJIBHBIE
BOTIPOCHI TIOCIIE BBIMTOJTHEHUS Ta00PaTOPHOI pabOTHI.
CpencTBa TeKyIIero KOHTPOJIS: YCTHBIM omnpoc (cobecemoBanue/onpoc, pazdop ydeOHOM
CUTyallud Ha BBIOPAHHYIO TEMY, IMOJITOTOBKA YCTHBIX COOOIIEHUN M JOKJIANOB), MPAKTUYECKOE
3a/1aHue (BBITIOJIHCHHE 3a/IaHUI B TUCbMEHHOM (hopme, B anekTpoHHor popme Ha T1K).

JladbopaTtopHas padora Nel

1. OnumuTe cxemy mnpouecca KOMIbIOTEPHONW MOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB
JOKYMEHTOB (YCTHBIN OIpPOC).

2. CocTaBUTh JOJDKHOCTHYIO MHCTPYKIIMIO paOOTHHKa OpraHu3aluH (AOJDKHOCTH Ha
CBOE YCMOTPEHHE).

JlaGopaTopHas paGora Ne2

1. CnpoekTupyiite 6J1aHKHU C YTJIOBBIM U NMPOJOJIbHBIM PACIIOJIOKEHUEM PEKBU3UTOB

2. CocTaBbTe:

—  XapaKTepUCTHKY-PEKOMEHAAIMIO Ha BAIIETO OJHOKYPCHHUKA;

—  HaNuIIUTE 3asiBJICHHUE O IpUEeMe Bac Ha paboTy

—  HaNUIIUTE 3asBJICHUE O NMPENOCTABICHUN BaM aJIMUHUCTPATUBHOI'O OTIIYCKa.
HaImUIIUTe aBTOONOTpadUIo.

ﬂaﬁopaTopHaﬂ padora Ne3

1. CoctaBpTe 1 0QPOPMHUTE MPUKA3HI 110 TUYHOMY COCTABY;

2. CocTaBuTh U 0(POPMUTH C MOMOIIBIO MEPCOHATBHOTO KOMIIBIOTEPA IITATHOE
pacnucanue pabOTHUKOB KOHKPETHOTO MPEINPUATHS U TOKHOCTHBIE HHCTPYKIIUU OJHOTO U3
COTPYIHUKOB.

JlaGopaTopnas padora Ne4

1. CoctaBbTe M OGOpPMHUTE CIyXEOHBIE NMHUChbMa Ha BHEIMIHEM OJIaHKE C YTJOBBIM
pacroioXeHueM peKBU3HUTOB.

JladbopaTtopHasi padora NeS

1. CoctaBbTe U 0(hOpMHUTE MPHUKA3HI IO OCHOBHOU JEATEILHOCTH.

2. CocTaBbpTe ¥ 0(hopMHUTE MPOTOKOJ 3aCeTaHUsI KOJJIETHATBHOTO OpraHa.

JlaGopaTopHas padora Ne6

1. CocraBbTe U 0popMUTE AOKIAIHBIE U O0BICHUTENbHBIE 3AMUCKH,

2. CocraBpTe Hu OQOpMHTE aKThl Ha BHYTPEHHEM OJIaHKE C TPOJOJIBHBIM
pacnooKeHUEM PEKBU3UTOB.

3. CocTaBuTh pacnucCKy B IOJYUYEHUHU JI€HEKHBIX CPENICTB.

Obpaszey 8vinoIHeHHOU 1AOOPAMOPHOU pabOmMbl

JdEMMAPTAMEHT MO JIEPKKH H PAIBHATHA MupexTopy meTrckoro caza Ne 1586
MAJIOI'O IIPEJIIPHHHMATEJIBCTBA M.A . Bauasgoii
Ilp. Ilytama 7. I posaem
Tenx.89298999416 Tex/darc 925-28-16
07.11.2018 Nel8-21/178
Ha Ne oT

«O nepeaaqde 3JaHHAad JETCKOTo ca,:r,a»l

Veaxaemana Mapua Anexkcasaposal

B __cBaszH ¢ pasBHTHeM NpellpHHHMAaTeIBCTBa, NpocHM Bac mepezaTes 3JaHHe JeTCKOIO caja UId

TEXHHYISeCEHX HY A JenapTaMeHTa. 3:1&1“1? HEDSXD.'J}!)-[O ocnoGomﬂ‘b K HAa9aTy COAeIyIOIOEro MeCcALa.

C YBAKSCHHEM

3am. aEpexTOpa Cyaeibganoe A B.



7.4. Onucanue nokasaresjeil U KpUTepueB OLEHNBAHUS KOMIIETEHIMI HA PA3JIMYHBIX dTanax ux ¢gopMupoBaHus,
ONKMCAHUE IIKAJIbI OLICHUBAHUS.

Tadauua 6
I[InannpyemMble pe3yJbTAaThl 0CBOCHHS KOMIIETCHIIUH Kpurepuu onenuBanusi pe3yabTaToB 00y4eHuUst HaunmeHoBanue
menee 41 6an10B 41-60 6an10B 61-80 GaunoB 81-100 6an108 OLIEHOYHOTO
(neynoBaeTBOpuTEILHO) |(YIOBIETBOPHTEILHO (xopo1uo) (0T IM4HO) cpecTBa

OIIK-3. CrnocobeH pemarh CTaHAAPTHBIE 337a4d MPOPECCHOHATBHON AEATENbHOCTH Ha OCHOBE WH(POPMALMOHHON M OuOnmmorpaduyueckod KylbTypbl C
IPUMEHEHHEM HH(OPMAMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI U C y4EeTOM OCHOBHBIX TpeOOBaHMH HH(OPMALMOHHOMN 0€30MaCHOCTH.

3HATh: IPUHIMIIBI, METOJIbI U CPELICTBA
pemeHusI CTaHJAPTHBIX 3a1a4
mpodeccCHOHAbHON JesITENLHOCTH Ha OCHOBE
nHpopManMoHHON ©  OuOnHorpaduyecKon
KyJIBTYyphl C MPAMEHEHHEM WH(POPMAIMOHHO-
KOMMYHHUKAIIUOHHBIX TEXHOJIOTHH U C YUuceTOM|
OCHOBHBIX TpeOOBaHUA HWH(POPMAIMOHHOM
0€30MMacHOCTH.

CDpaFMCHTapHLIe 3HaHUA

Henonnsie 3Hanus

ChopmupoBaHHbIe, HO
COJIepIKAIIKe OTAEIbHBIC
npoOebl 3HAHUS

CdopmupoBaHHbIE
CHCTEMaTHYECKUEC
3HAHUS

YMerTh: pemarb CTaHIAPTHBIC 3a]a4d
MpoeCCHOHATLHON JEesITeIbHOCTH Ha OCHOBE
nHpopManMoHHON ©  OuOnHorpaduyecKomn
KyJbTYyphl C MPUMEHEHHEM HH(POPMALUOHHO-
KOMMYHUKAIIIOHHBIX TEXHOJIOTHUH U C yY4ETOM
OCHOBHBIX TpeOoBaHMII HMH(DOPMAITMOHHON
0€30MacHOCTH.

YacTuuHble yMEHUS

Henonueie ymenus

‘YMeHus MoJIHbBIC,
JIOTTYCKAIOTCSI HEOOJIbIITHE
OIIHOKHU

CdopmupoBaHHbIC yMECHUS

3a0awnus 015 1a60PamopHoOU
pabomul, bunemul
pybedicHbix ammecmayutl,

membl 00KIA008




Biaagerb: HaBbIKAMH  HOJATOTOBKU
0030pOB, aHHOTAITNH, COCTaBJICHUS pedepaTos,
HAyYHBIX  JIOKJIAAOB,  NyOnwKamuii, u
ouobmorpadum o HAy4HO-
MCCIIeIOBATENIbCKOH ~ paboTe ¢ yd4eTom
TpeboBaHU HHPOPMAIIMOHHON 0€30TTaCHOCTH.

YactuuHoe BJIaaACHUC
HaBbIKaMH

Hecucremaruueckoe
[IPUMEHEHNUE HABBIKOB

B cucrematuueckom
MIPUMEHEHUN HaBBHIKOB
JIOTTYCKAIOTCSI TPOOEITHI

Vcnemnoe u
CHCTEMATHYECKOE
MPUMEHECHNE HABBIKOB

OIIK-4. CriocobeH ydacTBOBaTh B pa3pabOTKE CTaHAAPTOB, HOPM M MPaBHWJ, a TaKKe TEXHUYECKOW JITOKYMEHTAIMH, CBS3aHHON C MPOQeCcCHOHATHHOU

ICATCIIBHOCTBIO
3HaTh: OCHOBHBIE CTaHJAPThI
oopMIIEHUS TEXHUYECKOW JTOKYMEHTAIMH Ha|
pa3IUYHBIX CTaaAugX JKU3HEHHOI'O IIMKIIQ ChopmupoBaHHbIe, HO ChopmupoBaHHbIE
I/IH(bOpMaI_[I/IOHHOI\/'I CHUCTCMEI. dparMeHTapHble 3HAHH Henonneie 3Hanus coJiepKalue OTACIbHbIC CUCTEeMaTHUYECKUE
poOeITbl 3HAHUS 3HAHUS
3a0anus 018 1a60pamopHol
abomul, buremol
Ymers: IIPUMEHSATH CTaHJAPThI 6p ) O }
o €CHBIX ammecmayuti,
oQOpMIICHHS TEXHHYECKOH TOKYMEHTAIlHH Ha| YMeHHs NOJTHEIC, Cibopmupoarsie Py %
Pa3IMUHBIX  CTAAMSX IKH3HEHHOrO IMKIIA YacTuvHbIe YMEHUS Henonuble yMEHUS | 10MyCKAIOTCS HEOOMbBIINE - membl 00K1a008
MH(OPMAIIMOHHON CHCTEMBL. ommoKu
B.Ha[leTb: HaBbIKaMH COCTaBJICHUA

TEeXHUYECKOM JOKYMEHTAIlMM Ha Pa3IMYHBIX
QTanax JKU3HEHHOTO IHUKJIa MHPOPMAIIMOHHON
CHUCTEMEL.

YacTtrnaHoe BlaJIcCHUC
HaBBIKAMU

Hecucremarnueckoe
MPUMEHECHNE HABBIKOB

B cucremarnueckom
MNPpUMCHCHUHN HAaBBIKOB
JAOITyCKarTCA Hp06€HLI

Vcnemnoe u
CHUCTEMATHYECKOE
MIPUMCHCHHUE HABBIKOB




8. Ocol0enHocTn peanm3auvu JUCHMILIMHBI JUISi MHBAJWAOB M JHMI C

OrpaHH4Y¢HHBIMH BO3MOKHOCTAMMU 3/10POBbSA

Jlig  ocyliecTBiIeHMsT NPOLEAYP TEKYIIEro KOHTPOJS YCIEBAEMOCTH M IPOMEXYTOUYHOMN
aTTecTalluy 0OyYaIOUIMXCs CO3/aHbl (DOH/IBI OLEHOYHBIX CPEJICTB, alalTHPOBAHHBIC Il MHBAJIHIOB U
JUI C OrPpaHMYCHHBIMM BO3MOXHOCTSIMM 3[0POBbS U IO3BOJIAIOUIME OLEHUTh JOCTHKEHHE HMH
3aIJJTAHMPOBAaHHBIX B OCHOBHOM 0OpPa30BaTENIbHONW INpOrpaMMe pe3ysbTaTOB OOy4EHHUS U ypOBEHb
c(OPMHPOBAHHOCTH BCEX KOMIIETECHIMI, 3asBICHHBIX B o0Opa3oBareibHON mporpamme. dopma
NPOBEACHUS TEKYILIeH arTecTallii JJs CTYJEHTOB-MHBAJIUAOB YCTAaHABIMBACTCA C YYETOM
WHJIMBHIYATBHBIX TICUXO(DHU3NYECKUX OCOOEHHOCTEH (yCTHO, MMCHhbMEHHO Ha Oymare, MUCbMEHHO Ha
KoMmIbloTepe, B (popme TecTupoBaHus U T.1.). Ilpu tectupoBanum i craOoOBUAALIMX CTYJIEHTOB
UCTOJNB3YIOTCS (POHMIBI OLIEHOYHBIX CPEACTB C YKpPYHMHEHHbIM IpudTom. Ha sk3ameH mpuriamaercs
CONIPOBOKAAIONINI, KOTOPBI 0OecreyuBaeT TEXHUYECKOE COIMPOBOXKICHHE CTyAEHTy. llpum
HEOOXOJMMOCTH CTYACHTY-UHBAJIUAY MPEAOCTABISACTCA [JONOJHUTEIbHOE BpeMs A MOATOTOBKU
OTBETa Ha dK3aMeHe (UJTK 3a4ueTe).

OOyuaromecss ¢ OrpaHHYCHHBIMH BO3MOXHOCTSIMU 3J0POBBS M OOydalOIIMecss WHBAIUIBI
o0ecreynBalOTCs MEYaTHBIMU M JIEKTPOHHBIMHE 00pa30BaTeIbHBIMU pecypcaMu (IpOrpaMMBl, yaeOHbIE
nocoOust Ui caMOCTOSTENbHON pabdoThl U T.A.) B (hopMax, aganTUPOBAHHBIX K OTPAHUYCHUSM HUX
3JI0pOBbsI U BOCIIPUATUS MHPOPMALIUU:

1) JUIst MHBAIMJOB U JIUL] C OTPAHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbsI 110 3PEHHIO:

- VI cJenbIX: 3aJaHus U BBIOJIHEHHSI Ha CEMHUHApax M MPAKTUYECKHX 3aHATUAX O()OPMIISIOTCS
penbedHO-TOUeUHBIM IpupTOM bpaiinsg nianm B BUAE 3JIEKTPOHHOTO TOKYMEHTA, JOCTYIHOTO C
MIOMOIIBI0 KOMITBIOTEPA CO CIEUATIN3UPOBAHHBIM IIPOrPAaMMHBIM OO€CII€YeHHUEeM AJIs CIENbIX, JHO0
3aYMTHIBAIOTCS. ACCUCTEHTOM; NMHUCbMEHHBIC 3aJlaHMsl BBINOIHAIOTCA HAa Oymare pesbe(HO-TOYEUHBIM
mpudToM bpailins nim Ha KOMIBIOTEPE CO CHEIHATN3NPOBAHHBIM MTPOrPAaMMHBIM OOecrieueHHeM ISt
ClIenbIX JIMOO HAJUKTOBBIBAIOTCS ACCHUCTEHTY; OOYYalOIIMMCS JJsi BBINOJHEHUS 3aJaHHs TpU
HEOO0XOAMMOCTH NPEAOCTABIAETCS KOMIUIEKT MMCbMEHHBIX MPUHAIIEKHOCTEH U Oymara Juis mucbMa
penbedHO-TOYeuHbIM HIpU(pTOM bpaiinsg, KoMIbOTEp CO CHEUATU3UPOBAHHBIM IPOrPaMMHBIM
obOecreueHrEM MJis CIICIIBIX;

- 1Js caa00BUASIIMX: O00ECTICUNBACTCS MHAMBHUIyAIbHOE paBHOMEpHOE ocBemieHue He menee 300
JIOKC; OOydaromMMmcs Ui BBINOJHEHUS 33JaHus IpU  HEOOXOAMMOCTH  IPEOCTaBIISAETCS
YBEJIMYMBAIOLIEE YCTPONCTBO; BO3MOYKHO TAKXK€ HCIOJIb30BAHME COOCTBEHHBIX YBEIMUYMBAIOIIUX
YCTPOWCTB; 3a1aHUs /1JIs BHITIOJIHEHUS 331aHUI 0(hOPMIIAIOTCS YBETHUEHHBIM MpU(TOM;

2) Ui MTHBAJUOB M JIMI C OTPAaHHYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBBS MO CJIYXY:

- IS TJAYXHX M cjaadocablammx: o0ecreurnBaeTcss HajJuuue 3BYKOYCHJIMBAIOIIECH ammapaTypbl



KOJUIGKTUBHOTO  TOJb30BaHMS, TPU  HEOOXOAMMOCTH  OOydYaloIMMCS  NPEAOCTaBISIETCS
3BYKOYCWJIMBAIOIIasl —ammaparypa HWHAMBHAYAJIbHOTO IOJIb30BAHUSA;, MPEIOCTABISAIOTCS  YCIYyTH
CYpOOILEPEBOIUNKA,

- JAA8  CJeNOrJyXHX JONMyCKaeTcsl TMPUCYTCTBHE  ACCUCTEHTa, OKA3bIBAIOIIETO  YCIYyTH
tudrocypronepeBoaunka (MOMUMO TpeOOBaHUM, BBIMOIHIEMBIX COOTBETCTBEHHO IS CIENBbIX U
TIIyXUX);

3) mns JOUI] ¢ TSDKETIBIMU HAPYMICHUSMHU PEYH, TIYXUX, CIA0O0CHBIIANINX JEKIUU U CEMHHAPBI,
MPOBOAMMBIE B YCTHOU popme, TPOBOASTCS B MUCHMEHHOM opMe;

4) 1yid MHBAIMIOB U JIUL C OTPAHMYEHHBIMU BO3MOKHOCTSIMH 3/I0pPOBbS, MMEIOIIUX HAPYyUIEHUSs!
ONOPHO-ABUIATEJBLHOI'0 aNNapara:

- JI7IS1 JIUIT C HApYIIEHUSIMU OTIOPHO-ABUTATEIHHOTO arapara, HapyIICHUSIMH JIBUTATEIBHBIX ()YHKIIHIA
BEPXHUX KOHEYHOCTEH MM OTCYTCTBUEM BEPXHUX KOHEUHOCTEW: MUCHMEHHBIC 33JaHUSI BBITTOIHSIOTCS
Ha KOMIIPIOTEPE CO CIELHMATU3UPOBAHHBIM IPOrPaMMHBIM OOECHEUYeHHEM WU HaJUKTOBBIBAIOTCS
ACCUCTEHTY; BBIITOJTHEHHUE 3aaHUH (TECTOB, KOHTPOJIBHBIX PadOT), MPOBOIMMEIE B MUCHbMEHHOU (popme,

MIPOBOJIATCS B YCTHOM (popMe myTem ompoca, Oecesibl ¢ 00yUyaromumcst.



9. Y4yeOHO-MeTOoAMYecKOe U MHPOPMALMOHHOE O0ecnieyeHne JMCUMIINHBI

9.1. JIutepatypa

1. JenonpousBoactBo [DnekTponubiii pecype]/ Kysunenos U. H. - M. : lamkoB u K, 2014. — 9bC
«Koncynomanm Cmyoenma

2. JlenmonpousBoactBo [[lokymeHTanmonHoe obecrieueHre yrpasiaeHus| [ DIeKTpOHHBIN pecypc]
: yueOnuk / M.U. bacakos, O.U. 3ampinkosa. - U3n. 14-e, nepepad. - Poctos /]l : ®enukc, 2017. - IBC
«Koncynomanm Cmyoenmay

3. KonduneHnuanbHOe JeTONPOU3BOACTBO M 3AIUINEHHBINA 3JEKTPOHHBIA JTOKYMEHTOOOOpPOT
[DnexkTponnbiii pecypc]: yueonmk / H.H. KynseB, A.C. JIémymkun, T.B. Konmpamosa, A.l.
®abpuunos; noa oour. pex. H.H. Kynsiesa - M.: Jloroc, 2017. - 35C «Koucynomanm Cmyoenmay

4. YrpaBlieHHEe TIEPCOHAJIOM: TEOpHsl W TpakTHKa. Jlemonpou3BOJACTBO B KaapOBOW CIIyxkOe
[DnexkTpoHHEIH pecypc]: yueOHo-pakTudeckoe mocooue / M.B. Jlouesa, E.H. I'ankuna, E.B. I'yposa,
oz pen. A.Sl. Kubanosa. - M.: IIpocnekr, 2014. — IB5C «Koncynomanm Cmyoenma

5. IlpaBma 06 3MeKTPOHHOM JOKyMeHTooOopoTe [DnekTponHb pecype] / J.A. Pomanos, T.H.
Unbuna, A.1O. Jlorunosa - M.: JIMK Ilpecc, 2018. - 9bC «Koncyremanm Cmyoenmay

6. JlokymeHnToBeneHue [DnekTpoHHbI pecypc]: yueOnuk / H.H. Kynses, JI.H. Vpanos, A.L.
®abpuunos; oz pexa. npod. H.H. Kynsesa - M. : Jloroc, 2017 - 9BC «Koucyremanm Cmyoenmay

9.2. MeToguuyeckne yKa3aHus sl 00y4AIOIIUXCH 10 OCBOCHHMIO TN CIMILJIMHBI
(mpusiokenue )

10. MaTepuanbHO-TeXHHMYECKOe OOecredeHne JUCHUILTHHBI

10.1. MaTepuaJibHO-TeXHUYeCKasi 0a3a

JlexumoHHast ayAUTOPHUS, OCHAIICHHAs] KOMITBIOTEPOM, BUACOMPOEKIIMOHHBIM 000pYA0BaHUEM,
B TOM YHMCJIE JJISl IPE3EHTAUN, CPEICTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM.

MyneTuMeauiiHbIE CpeACTBa M Jpyras TeXHUKa JUIsl Mpe3eHTaluuil ydyeOHOro Marepuana,
odpucupi maker muporpamm MSWindows (MS Excel, MSWord) mns odopmiieHus pacdeTtoB
skoHOMHUYecKoi A exTuBHOCTH nHDOpMaImoHHbIX cucteM, OpenOfficeGoogleChrome.

10.2. IToMemeHus 115l CAMOCTOATENbHOM Pa0d0ThI

[Momemenne s camocrositenbHON pabotbl (I'nmaBHbld  yueOHBIH Kopmyc OI'BOY BO
«['po3HEHCKHI TOCYJapCTBEHHBIN HEPTIHON TeXHUYECKUU yHHBepcuTteT» 364902, YeueHckas
pecnyOnuka, 1. I'posnbiii, mpocnekt uMm. X.A. HMcaea, 100. Ayautopusi ocHamieHa HEOOXO0IUMOI
KOMITHIOTEPHOW TEXHHMKOW, B Hamu4yuu ecTh HeoOxomumoe I[10: WinPro 10 RUS Uprgrd OLP NL
Acdmc; OfficeStd RUS OLP NL Acdmc (npaBo Ha ucnonb3oBanue cornacHo Kontpakry Ne 267-2A/19
ot 15.09.2019 1.).

Cucrema 'APAHT (nponuerapnas muuensusi) Visual Studio-(Freemium) 1C Ilpennpusrue
noroBop ot 02.12.2020 peructpamnuonasle HoMepa MpoaykToB (9334859; 9334952) Sublime Text-
(oTkpoITHIH nocTym) Notepad++ (OTKpBITHII 0CTYyTI).



Ilpunosicenue
MeToanyeckue yKa3aHUsl 0 OCBOCHHIO M CIMILTHHBI

©JIeKTPOHHOE J1eJI0NPOU3BOICTBOY

1. MeToanueckue yKazaHusi JJisi 00y4alOIIUXCH MO IUVIAHMPOBAHUI0O M OPraHM3AIUU
BpeMeHH, He00X0IMMOro /ISl OCBOCHHUS TUCHHUILINHBI.

N3yuenne pekoMeHayeTCs HayaTh C 03HAKOMJICHHS C paboueld MporpaMMOM JUCITUTIIIMHBI, €€
CTPYKTYPOH M COAEp)KaHUEM pas3zenioB (Momyiieil), (POHIOM OIEHOYHBIX CPEICTB, 03HAKOMHUTHCS C
y4eOHO-METOIMUECKUM ¥ HH()OPMAITMOHHBIM 00SCTICYCHUEM JTUCITUTUTHHBI.

Jucuumimmna «DJeKTPOHHOE IEJIONPOU3BOJCTBO» COCTOUT U3 12 CBSI3aHHBIX MEXIY CO00I0
TeM, 00eCIeunBaloIInX MMOCIEI0BaTebHOE U3yUeHIE MaTepHara.

OOydeHue 1O JUCHUIUIMHE «DJEKTPOHHOE JEJIONPOU3BOACTBO» OCYIIECTBISAETCS B
cienyomux hopmax:

1. AyauTtopHble 3aHATUSA (JIEKIUU, TPAKTUYECKUE 3aAHSITHS).

2. CamocrosTenbHas paboTa cTyZeHTa (MOATOTOBKA K JIEKIHM, Ja0OPATOPHBIM 3aHATHAM,
pedeparaMmu WHBIM ¢GopMaM THCHBMEHHBIX Pa0OT, WHAMBHAyaIbHAas KOHCYJIbTAIUS C
MIPETo/1aBaTesieM).

3. NHrepakTuBHBIC (HOPMBI TPOBEACHUS 3aHATHIA (JICKIUSA-IUCKYCCHUS, TPYIIIIOBOE PEIICHUE
Keiica u ip. GopMBI).

Y4eOHBI MaTepuall CTPYKTYPHUpPOBaH H HW3Y4YCHHE JTUCIUIUIMHBI TPOW3BOJMUTCA B
TEMaTUYECKON TMocienoBaTeabHOCTH. KakIoMy NpakTUYECKOMY 3aHSATHIO U CAaMOCTOSITEILHOMY
U3yYEHHUIO MaTepHuaja MpPEeIIeCTBYeT JEKIHsS Mo JaHHOM Teme. OOyyaromuecs CaMOCTOSATEIBHO
MPOBOJST MPEIBAPUTEIHHYIO IOJTOTOBKY K 3aHSATHIO, IPUHUMAIOT aKTUBHOE U TBOPUECKOE yUacTHe
B OOCYXJIEHHUH TEOPETHYECKHX BOIIPOCOB, pa3dope MpoOIEMHBIX CUTyallMid M MOMCKOB MyTell MX
pemieHus. MHorue mnpoOieMbl, H3ydyaeMble B Kypce, HOCAT TUCKYCCHOHHBIM XapakTep, 4YTO
MpeJInoiaracT MHTEPAKTUBHBINA XapaKTep MPOBEICHHS 3aHATHI Ha KOHKPETHBIX TPUMEpax.

Onrcanue moCIeI0BAaTEILHOCTH ISHCTBUIM 00yUaromerocs:

[Ipn u3ydyeHuu Kypca clieqyeT BHHMATEIbHO CIYyMIaTh W KOHCIEKTUPOBATh MaTepHal,
U3NlaraeMblii Ha ayJuTOPHBIX 3aHATHAX. /s ero mMmoHMMaHWs U KayeCTBEHHOI'O YCBOEHUS
PEKOMEHIyEeTCs CIIeAYIOLIast TOCIE0BATEIbHOCTD ACUCTBUM:

1. Tlocme okoHuUaHUs Yy4YeOHBIX 3aHATHA IS 3aKPEIUICHUS MaTepHalia MPOCMOTPETh M
00yMaTh TEKCT JICKIIUH, IPOCIYIIaHHON CEerofHs, pa3odpaTh paccMoTpeHHble mpumepsl (10 — 15
MHUHYT).

2. Ilpu MOATOTOBKE K JICKIIUHU CIEIYIOIIETO JHS TMOBTOPHUTH TEKCT MPEIBIIyIIEH JEKIIUH,
MOJAYMaTh O TOM, Kakast MOXeT ObITh cieaytomas Tema (10 - 15 MmunyT).

3. B Teuenue Henenu BBIOpaTh BpeMs i pabOThI ¢ auTeparypoil B Ombnmoreke (mo 1
qacy).

4. IIpu MoAroTOBKE K NMPAKTUYECKOMY 3aHATHIO MOBTOPUTH OCHOBHBIE IMOHSTHUS MO TEME,
U3YYHTb IpUMeEpHI. Pernas KOHKPETHYIO CUTYaIUIO, - IPEBAPUTENHHO MOHATh, KAKOM TeOpeTHYeCcKuil
MaTepuan HY»HO MCIONb30BaTh. HaMeTuTh IuiaH pelieHusi, nonpoOoBaTh Ha €ro OCHOBE PELIUTH
nabopaTOpHBIE 3a/IaHUS.



2. Metoguyeckue yKasaHHus 110 padoTe 00y4aoImuXxcsi BO BpeMsi IPOBeAeHHS JTeKIH.

Jlekumu  nparor  oOydalOIIMMCA  CHUCTEMAaTU3UPOBAaHHBIE 3HAHUA MO  JUCIUIUIMHE,
KOHIICHTPUPYIOT MX BHHMMaHHE Ha HauOoJiee CIOXKHBIX M BaXKHBIX Bompocax. Jlekiuu oObIYHO
U3JIAraloTCsl B TPAAUIIMOHHOM WK B MPOOJIEeMHOM cTHiIe. J1Ji CTy/IeHTOB B OOJIBIIMHCTBE CIy4YacB B
npobiaemHoM ctuiie. [IpobnemMHBII CTHIIb TO3BONIAET CTUMYJIMPOBATh aKTHBHYIO TO3HABATEIbHYIO
JeSTENIbHOCTh 00yYalolUXCsl U MX MUHTEpPEeC K JUCIUILIMHE, (POPMUPOBATHTBOPUYECKOE MBIIILJICHUE,
npuberaTh K IPOTHBOMOCTABICHUSM U CPAaBHEHHSIM, J1€1aTh 0000IEeHNs, aKTUBU3UPOBATh BHUMaHHE
00y4aromuxcst MyTeM MOCTAaHOBKHU MPOOJIEMHBIX BOIPOCOB, OOMIPATH AUCKYCCHIO.

Bo Bpems JEKIMOHHBIX 3aHATHH PEKOMEHAYEeTCs BECTH KOHCIEKTUPOBaHHME YYeOHOTrO
MaTepuaia, oopamarb BHUMaHue Ha (OPMYJIMPOBKU M KAaTETOPUH, PACKPBIBAIOIINE CYTh TOTO WU
MHOTO SIBJIEHUS, WJIU TIPOLIECCOB, BBIBOBI U IPAKTUUECKUE PEKOMEHIALIUY.

KoHcnekT nekiuu Jiydine moipas3ieisaTh Ha MyHKTbI, COOM0as KPaCHYI0 CTPOKY. DTOMY B
Oompliol  cremeHH OyAyT  CIOCOOCTBOBAaTh  BOMPOCHI  IUIaHA  JIGKIUH, TPEAJIOKCHHBIC
npenogaBarensiM. Crenyer oOpamarb BHUMaHHME Ha AaKIEHTHl, BBIBOJbL, KOTOpBIE JENaeT
npernojiaBaTesb, OTMeuasi Haubosee BaKHbIE MOMEHTHI B JICKIIMOHHOM MaTepualie 3aMeYaHUusIMHU
«BaXKHO», «XOPOILO 3alIOMHUTHY» U T.II. MOKHO J1€7aTh 3TO U € MOMOLIBIO PA3HOLBETHBIX MapKEPOB
WIH py4eK, IOTUEPKHUBasi TEPMHUHBI U ONIPENETICHMUSL.

[{enecoobpa3Ho pazpaboTaTh COOCTBEHHYIO CHCTEMY COKpaIlleH!i, a00peBUaTyp ¥ CHMBOJIOB.
OpnHako npu fanbHei1el padoTe ¢ KOHCIIEKTOM CUMBOJIBI JIyUII€ 3aMEHUTh OOBIYHBIMU CJIOBAMU IS
OBICTPOrO 3pUTEILHOTO BOCIPUITHS TEKCTA.

Pabortas Hajg KOHCIEKTOM JIEKIMH, HEOOXOAMMO HCIOJIb30BaTh HE TOJIBKO OCHOBHYIO
JUTEPATYpPy, HO U Ty JIMTEPATYPY, KOTOPYIO JOMOIHUTEIBHO PEKOMEHI0BAN ITpenoaaBaTenb. IMEHHO
Takas cepbe3Has, KPONOTIMBas paboTa ¢ JEKIHOHHBIM MaTEpUAIIOM MO3BOJHUT TIyOOKO OBJIAICTh
TEOPETHYECKUM MaTEPUAIIOM.

TemaTuka nexiuii faercs B paboueit mporpaMmme TUCIHUITIIHHEIL.

3. Metoanueckue YKa3aHus od0yvarmmumcs no NOATOTOBKE K
J1a0OPATOPHBIM/CEMHUHAPCKUM 3aHATHSM.

Ha npaxkTiueckux 3aHATHSAX NPUBETCTBYETCS aKTUBHOE y4acTUE B 00CYKIEHUN KOHKPETHBIX
CHUTYyallMii, CIOCOOHOCTh HA OCHOBE IOJYYECHHBIX 3HAaHUM HaxoauTh HaubOoiee 3(deKkTuBHBIC
pelIeHrs TOCTaBJICHHBIX MpPOOJIeM, YMETh HAXOIUTh IMOJIE3HBIN JOMOJHUTEIBHBIA MaTepHall 10
TEMAaTHKE CEMUHAPCKHUX 3aHSATUH.

CryneHTy peKkOMEeHyeTCsl Cleayronias CXxeMa MOArOTOBKH K CEMUHAPCKOMY 3aHSTHIO:

1. O3HakOMJIEHME C IUIAHOM IPAKTUYECKOTO 3aHSITHsI, KOTOPBIM OTpa)kaeT CoAcpkKaHHUE
MPEIJI0KEHHON TEMBI;

2. [IpopaboTaTh KOHCIIEKT JICKITHA;

3. [IpounTarh OCHOBHYIO U JONOJHUTEIBHYIO JINTEPATYPY.

B mpomecce MOArOTOBKM K MPAaKTUYECKUM 3aHATHIM, HEOOXOIUMO OOpaTUTh o0coboe
BHUMAaHUE Ha CAMOCTOSITEJIbHOE W3YYEHUE PEKOMEHJOBAaHHOM nutTeparypsl. IIpm Bcell momHoTE
KOHCIIEKTUPOBAHUS JIEKIIMM B HEMl HEBO3MOXKHO M3JI0KUTh BECh MaTepUall U3-3a JIUMHUTA ay IMTOPHBIX
gacoB. [loaTomy camocTosiTenpbHas paboTra ¢ y4dyeOHUKaMH, y4YEOHBIMH TIOCOOMSIMHU, HAy4YHOM,
CIPaBOYHOMU TUTEPATYpOH, MaTeprajaMy NepuOIUIeCKUX u3aanuii u lHTepHera sapnsercs Hanbomee
3¢ (PeKTUBHBIM METOJIOM TOJY4Y€HHUS JOMOJHUTENbHBIX 3HAHWM, MO3BOJISIET 3HAYUTEIBHO
aKTUBU3UPOBATH IMPOLECC OBIAACHUs MH(pOpMaImei, crnocoOcTByeT Oosiee TiIyOOKOMY yCBOSHHIO
U3y4aeMoro marepuaia, GopMUpyeT y CTyJCHTOB OTHOILIEHUE KKOHKpPETHOM mpobieme. Bee HOBbIE
MOHATHUS 10 U3y4aeMOW TeMe HeO0OXOAMMO BBIyUYUTh HAU3YCTh M BHECTH B IJIOCCAPHM, KOTOPBIH
1e1eco000pa3HO BECTU C CAMOT'0 Hayvaja U3y4eHus Kypca;

4. OTBETUTH Ha BOMPOCHI TIJIaHA MPAKTUICCKOTO 3aHITHS;

5. BEITTOJTHUTE JOMaITHEE 3aJaHu¢E;

6. [IpopaboTath TECTOBBIE 3aJaHUS U 3a]]a4H;

7. Ilpu 3aTpynHeHHIX C(HOPMYIUPOBATH BOMPOCHI K MPEIIOAaBaTENIO.

PesynbraT Takoi pabOThI JOJKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/IEHTa CBOOOHO OTBETUTh



Ha TEOPETUYECKHE BOMPOCH! MPAKTUKYMa, BHICTYIIaTh U y4aCTBOBATh B KOJIJIEKTUBHOM O0CYKJIEHUU
BOTIPOCOB M3y4aeMOW TEMBbI, MPABUIBHO BBITIONHATH MPAKTUYECKHE 33aHUs W WHBIC 3a/IaHUf,
KOTOpBIE AAtOTCS B OHJIE OLEHOYHBIX CPECTB IUCHUTIIHHBI.

4. MeToguyecKkue yKasaHHs 00y4aOIIMMCS 110 OPraHU3allii CaMOCTOSATeJIbHOM PadoThI.

Ilens opraHu3amuu  CaMOCTOSITEIIBHOW  pabOThl MO  JIUCHHUIUIMHE  «DJIEKTPOHHOE
JEIIONPOU3BOJICTBO» — ATO YINIyOJICHWE W PACIIMPEHHE 3HAHWW B OOJIACTH T'yMAHHTAPHBIX HAYK;
dbopMupoOBaHNE HAaBbIKA U MHTEPECA K CAaMOCTOATEIbHON MMO3HABATEILHOM J1€ATEIbHOCTH.

CamocrosTenpbHas paboTa 0OydYalOMIUXCS SBISETCS BAXKHEUIINM BHUJOM OCBOCHUS
coJlep’KaHus JUCIHUIUIMHBL, TOATOTOBKH K MPAaKTUYECKUM 3aHATHUAM U K KOHTPOJbHOM padote. Ciona
e OTHOCSTCS M CaMOCTOSITEJIbHOE YIIIyOJeHHOE M3Y4YeHHE TeM IUCHHILIMHBI. CaMOCTOsATENbHAsS
pabota mpeacTaBiseT COOON TOCTOSHHO JACHCTBYIOIIYIO CHCTEMY, OCHOBY 0O0Opa30BaTEIbHOTO
mpolecca U HOCHT HCCIIEOBATEIbCKUN XapaKTep, YTO IMOCITYXHT B OyIylieM OCHOBaHUEM IS
HAIMCaHMs BBIMYCKHON KBaTU(pUKAIMOHHONW DPAaOOTHI, MPAKTUYECKOTO MPUMEHEHUS MOJYyYEHHBIX
3HaHUM.

Opranuzanys caMOCTOATEIbHOM paboThl OOydYaIOIIUXCS OpPUEHTHPYETCS Ha aKTHUBHBIE
METO/BI OBJIAJICHUS 3HAHUSAMH, Pa3BUTHE TBOPYECKHX CIIOCOOHOCTEH, MEpexo] OT MOTOYHOro K
VMHAUBUAYATU3UPOBAHHOMY O0YUYEHHIO, C YUETOM MOTPEOHOCTEN U BO3MOKHOCTEN JIMYHOCTH.

[IpaBunbHast opraHW3aIys CaMOCTOSITEIBHBIX Y4YEOHBIX 3aHATHH, WX CHCTEMATHYHOCTD,
1enecoo0pa3sHoe IUIAHUPOBaHHE PA0OuYero BPEMEHM MO3BOJISIET CTYJEHTaM pPa3BUBAaTh YMEHHUS M
HABBIKM B YCBOCHHH W CHCTEMAaTHU3allUU MPUOOpPETAeMbIX 3HAHMI, 00ECTICUnBaTh BHICOKHUI YPOBEHB
yCIEeBAaeMOCTH B TIEpUO/1 00YUEHHUS], TOJIyUUTh HaBbIKM MOBBIIICHHS TPOPECCUOHANIBHOTO YPOBHSI.

[MoaroroBka Kk nabOpPaTOpPHOMY 3aHSATHIO BKIIIOYAET, KpPOME MPOpPAOOTKH KOHCIEKTa H
Ipe3eHTAlMK JIEKIUHU, TOUCK JIUTEpaTyphbl (10 PEKOMEHJOBAHHBIM CIIMCKaM M CaMOCTOSATEILHO),
peleHue 3a1a4 U3 MnepeyHs J1adopaTopHbIX padoT (TeKyuuii KOHTpoib). JlabopatopHoe 3aHsATHE —
BBIMIOJTHEHHE IIOCTABJIEHHBIX Tepel] CTYyAEHTOM 3aaauy c ucnonb3oBanueM [IK u crneumanpHOro
POTPaMMHOTO 00eCTIeUCHHS.

[Ipu moAroToBKE K KOHTPOJIBHON padoTe OOyYArOIIMICS TOJDKEH TOBTOPSATH MPOWIESHHBIN
MaTepuajg B CTPOIOM COOTBETCTBHM C YYEOHOW MpOrpaMMOM, HCHOJBb3ys KOHCIEKT JICKIHH |
JIUTEpaTypy, PEKOMEHIOBaHHYIO mpenoaaBareneM. [Ipu HeoOXOIMMOCTH MOXHO OOpaTUThCS 3a
KOHCYJIbTallMEl U METOIMYECKON TOMOUIBIO K IPENOAABATEIIIO.

CamocrosTenbHas paboTa peannsyercs:

— HEMOCPEICTBEHHO B IMPOLIECCE AYAMTOPHBIX 3aHITHA - Ha JICKIHSIX, MPAKTHUYECKUX
3aHATHUSAX;

— B KOHTAaKT€ C IMpernojaBaTelieM BHE PaMOK PACHUCAHUS - HA KOHCYJIBTALUAX 110 YICOHBIM
BOTIPOCaM, B XOJI€ TBOPUECKHUX KOHTAKTOB, MPU JIMKBUAAINH 330JKCHHOCTEH, MPH BBHITOJHEHUU
WHAUBUAYAIbHBIX 3a/1aHUM U T.1.

— B Oubnmoreke, noma, Ha Kadeape MpH BBHIMOJHEHHH OOYyYaOIIUMCS YYEOHBIX U
MPAKTUYECKHX 3a7ay.

Buast CPC u kputepuu olieHOK
(mo 6amnbHO-peiTuHTOBOM cucteme [ THTY, CPC onenuBaercs B 15 6aiioB)
1. Pedepar/doxknan/IIpesenranus
2. NnauBunpyanbHOE 3a7aHuE

Tembl IS CaMOCTOSITENBHONW pabOThl MPOMHUCAHBI B padouell mporpamMme AWCIUILTAHBL
O} PeKTUBHBIM CPEACTBOM OCYIIECTBICHUSI OOYYAIOIMIUMCS CaMOCTOSITEIBHONW pPabOTHI SABISETCS
3JICKTpOHHAsT WH(OpPMAIMOHHO-00pa3oBaTebHAs Cpela YHUBEPCHUTETa, KOTOpas oOecrneunBacT
JOCTYN K Y4eOHBIM TJIaHAM, Pa0OYMM MpOrpaMMaM TUCHUIUTHH (MOAYJEH), TPAKTUK, K U3IaHUSIM
JEKTPOHHBIX OUOIMOTEUHBIX CUCTEM.



CocTaBuTeNb:

Cr. npenonasarens xad. «CI»

COI''TACOBAHO:

3as. Brmyckatomeit kagp. «VICI»

Hupextop TYMP
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/Maromaes T.P./

/Maromaesa JL.P./

/MaromaeBa M.A./
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