[loKYMEHT NOANMCaH NpOCTO# 3NeKTPOHHOM NOANKUCHIO
MHbopmauus o Bragenbue:
®WNO: MuHuaes Maromep LLlaBanosuy

JomkHocTb: Pektop MHUHUCTEPCTBO HAYKH 1 BBICIIEIO OEP
P A30BAHUSI POCCHIICKOIT DEJIEPALIHH

Yikanessii nporpammit kibd-CSHEHCKHIA TOCYIAPCTBEHHBIi HEGTSIHO TEXHUYECKHI1 YHUBEPCHTET
236bcc35c2961119d6aafdc22836b21db5 2dbc0797 128686 3RO FAI0ASS, o

ka ML.JI. Muwsaanonmmnkona

% npopexTop
e \I.:;'.IaﬁpaGCKOB
: %*Eﬂ.’:‘/‘? 17’:'

Y
I(.
o

Wi

O NA
Saarct

<

1
v t‘g(.
,n‘\ AL,
N &i \
o

PABOYASI IPOI'PAMMA
JMCIHTTTHHBL
«nekmponnoe 0enonpouseo0cmeoy
Hanpasnenne noaroroskn
38.03.05. Busnec-undopmaruka

Hanpagaennocrs

«Ynpaenenue UT-npoexmamuy

KBannpukanus
baxanaep
lox navana noarorosku
2022

I"'po3usrit — 2022




1. llean v 3agaun AMCHUIJINHBI

Hens naHHOW MUCIMIUIMHBI 3aKIIFOYAECTCS B IMPUOOPETEHUH CTYICHTAMU TEOPETHYECKHX H
NPaKTUYECKUX 3HaHMA 10 O(GOPMJICHHIO U COCTaBJICHUIO OPraHU3allOHHO-PACTIOPSANTEIbHBIX
JIOKYMEHTOB.

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

- BECTH JCJIONPOU3BOJCTBO B OPraHU3aluy;

- TIOJIb30BAThCsl YHU(PULIUPOBAHHBIMH TOKYMEHTaMHU

- 0OPMIIATH YIIPABICHUECKYIO JOKYMEHTALUIO.

2. MecTO IMCHUILVIMHBI B CTPYKTYpe 00pa3oBaTeibHONH MPOrpaMMbl

JucuunimHa oTHOCUTCS K 050Ky 1, yactu, popmupyemMol ydacTHUKamMHu oOpa3oBaTelbHbIX
oTHomeHWH. JIsi wW3ydeHUs Kypca TpeOylOTCsl 3HAHHMS TakKMX JAMCHUIUIMH Kak: «Teopus
nHpopmanuny, « THGopMaTrkay.

B cBow ouepenp, HaHHBII Kypc, IOMHMO CaMOCTOSITEIBHOTO 3HA4YEHMs], SIBIJIAETCS
MPEANIECTBYIONIEH MUCIUIUIMHON ISl KypcoB: «O3HaKOMHUTEIbHAS MPAKTUKA», «IJIEKTPOHHBIN
ousHecy, « I T-uHdpacTpyKTypa IpeanpusITHs.

3. IlepeyeHb IUIAHUPYEMBIX Pe3yJbTATOB OOY4YeHHUS] MO JAMCHHUILIHHE
(MoOnyJI10), COOTHECEHHBIX ¢ HHANKATOPAMM J0CTHKEHUSI KOMIIeTeHIIHI

Tab6aunna 1
Ko mo ®I'OC NuHauxaTopsl 10OCTHKEHUSA IL1annpyemMsble pe3ybTaThl
o0y4eHHs 110 AMCHHUILINHE
(3YB)
Oo6menpodeccnoHalbHbIE
OIIK - 4 Cnocoben | OIIK 4.1. Hcnonb3yer | 3HATHL  OCHOBHBIE  ITPUHIIMIIBI
HCIIOJIB30BaTh MHMOPMAIHIO M METOJIBI ee chopa | CO3AHMs, PEIaKTHPOBAHUS U

HHPOPMALIUIO, METOIBl U
(opmarg A W 06pabOTKH IS TIOMIEPKKH ohopMIIeHUS JOKYMEHTALIH.

HIpOrpaMMHBIE CPEACTBA €¢ IpHEATES VIIPABIIEHYECKHX YMeTh TNpPUMEHATH CTAHIAPTHI
cOopa, ~ obpabotknm  u . opopmienus u  yHU(DUKAIUU
aHanusa A | PEIICHAH JTOKYMEHTAIIU!
HH@EOPMAIIMOHHO- )
(bopwman N Biaagern HaBBIKaMH
aHayutudeckor nopuepkku | OIIK 4.2. TlpumeHsieT MeToAbl CHONB3ORA COBDEME
UCIOJIb30BAHUSA BPEMEHHBIX
MPUHATUA YIPABICHYCCKUX C60pa 06pa60TKI/I U a”aiusa p
. ’ cHCTEM 3JIEKTPOHHOTO
peLIeHul;
HHpOpMaInHn JOKYMEHTO000poTa.

OIIK 4.3. Ucnonsiyer
OpOrpaMMHBIE  CpeACTBA  JUIA
cbopa u 06paboTku nHbopMaUU

4. O0beM IUCHUIVIMHBI M BUAbI Y4eOHOH padoThI

Tabauna2.
Bcero Cemectpsl
Buj yueOHoi1 padoThl yacos/ 3a4.e]. 2 2
0P0 0390 00 0390
KonrakTHasi pabora (Bcero) 64/ 1,8 64/1,8 | 64/1.8 64/ 1,8
B ToM uncie:
Jlexiuu 32/0,9 32/0,9 | 32/0,9 32/0,9
IIpakTHueckue 3aHsATUs




CemMuHapsl
JlaGopaTopHbie pabOThI 32/0,9 32/0,9 | 32/0,9 32/0,9
CamocTosiTesibHasi paboTa (Bcero) 116/3,2 116/3,2 | 116/3,2 116/3,2
B Tom uncne:
Kypcogas pabota (mpoekT)
PacuerHo-Tpadudeckne padoTh
TP
Pedepatnl 44/1,2 44/1,2 44/1,2 44/1,2
Jlokmaanl
[Ipe3enTannmn
U (unu) opyaue 8udvl camocmosimenvbHou pabomol.:
[ToaroToBka K J1a0OpaTOpHBIM paboTaM 36/1 36/1 36/1 36/1
[ToAroTOBKA K MPAKTUYECKUM 3aHSATUSIM
IToaroroBka K 3auery
[ToaroToBKa K 3K3aMEHY 36/1 36/1 36/1 36/1
Bua oryeTtHOCTH Ok3amMeH | Dk3aMeH | Dk3aMeH | DKk3aMeH
Oo0mast Tpy10eMKOCTh 180 180 180 180
JUCHHUTIJINHBI 5 5 5 5
5. Conep:xanue TUCHUIINHBI
5.1. Pa3gesnsl AMCOUILINHLI H BUABI 3aHATHH
Tadauna 3
Yacel gek. Yacel 1a0. Yacel geku. | Yacsl jgad.
Ne HaumenoBanue pasjaeia N . N N
n/n | AMCHMILIHHBI 0 ceMecTpaM 3aHATHI 3aHATHI 3aHATHI 3aHATHI
0P0 00 0390 0390
L Opranuzanus ciyx0 ) 4 ) 4
JIEJIONPOU3BOJICTBA
OcHoBHBIE TPEOOBaHHS K
0hOpMIICHHUIO
5. | ympaBieHIeCKuX 6 4 4 4
(opraHu3aIMOHHO-
pacropsiANTENbHBIX )
JTOKYMEHTOB
3 Jlenonpoun3BoCcTBO MO 4 6 4 6
JUYHOMY COCTaBY
4. OdopmneHue cmyKeOHBIX 6 4 6 4
UCEM
OdopmneHne u cocTaBieHUE
5. | OCHOBHBIX BUIIOB 4 6 4 6
YIpaBIeHYECKUX JOKYMEHTOB
Howmenxkiarypa gen.
6. | [TogroroBka TOKYMEHTOB IS 4 4 6 4
XpaHEHUs B apXUBE
7. Benenue nenonpounsBoacTsa 6 4 6 4
B OpTaHM3AIUH, YIPEKICHUU
UTOro 32 32 32 32




5.2. JIeKIIMOHHEIE 3aHATHSA

Taoauna 4

Pazn
el

HaunmeHoBaHue pa3iesia I CHUNITIHHBI

Conep:xanue paszaesa

1

Opranm3anus ciy>x0 JeI0nmpon3BOICTBA

1.Opranu3armoHHoe CITYXKOBI
JIEJIONPOU3BOICTBA

2.Paznenenue GyHKIUN MEXKTY
HOI[paB,Z[GHGHI/I}IMI/I I[GJIOHpOI/I3BOI[CTBa 148

HUCITOJTHUTCIISIMU

MOCTPOCHUE

OcHoBHBIE TpeOOBaHUS K 0POPMIICHHUIO
YIpaBICHYECKHUX (OpraHU3aluOHHO-
pacropsIUTeIbHBIX) TOKYMEHTOB

IIOJIOXKCHUA 10
YIIPaBJICHYECKOM

1. OcHOBHBIE
JIOKyMEHTHUPOBAHHIO
JEATEeIbHOCTHU

2. Yaudukanus u
YIPaBIEHYECKUX TOKYMEHTOB
3. Buapl TOKyMEHTOB U WX KJIacCUpUKAITUS
4.1lpaBuna odopmiieHUs  YIPaBICHYSCKUX
(OpraHM3aMOHHO-PACTIOPSI AU TEIIHHBIX )
JOKYMEHTOB

CTaHaPTH3AIUS

Jlenonpon3BOACTBO MO JTUYHOMY COCTaBY

1. TloHsTHe TUYHOTO COCTaBa.
2. Odopmienue npuema Ha paboty

OdopmieHue cayKeOHBIX MHCEM

1. O6mas XapaKTepUCTUKa CITy>KeOHOM

HEePETHCKY.

2. Odopmnenue

nuchMa
Pa3HOBHIHOCTH CITy’KE€OHBIX MHCEM

PEKBU3UTOB  CIYEeOHOTO

OdopmieHne U coOCTaBIeHHE OCHOBHBIX
BUJIOB YIIPABJIICHYECKUX IOKYMEHTOB

Opranu3anoHHas JOKyMEHTAITUs

JIOKyMEHTHI onepaTUBHON MHGOpPMAITUU

Homenkuarypa nen. Ilonroroska
JOKYMEHTOB JUJIsl XpaHCHHSI B aDXHUBE

3
1
2. PacnopsautenbHble JOKYMEHTBI
3
1

. OO01m1me monoxxeHuss HOMEHKIIATYPhI IeTT
2. dopmupoBaHue el

Benenue nenonpounsBoacTBa B
OpraHu3aluy, YIpEKICHUN

1. Opranuzanust 1oOKyMeHTOOOO0poTa (001me
TTOJIOKCHHS )

2. Peructpanus u y4eT NOCTYNAOLIUX B
OpraHM3aLHIO0 TIOKYMEHTOB

KOHTpOJIB 34 UCIIOJJHCHUCM JOKYMCHTOB

5.3. IIpakTnyeckue (ceMUHAPCKUE) 3aHATHS

IIpakTHyeckue 3aHATHA YUeOHBIM IUIAHOM He NMPeAyCMOTPEHbI.

5.4 JlaGopaTopHble 3aHATHS

Taoauma 5
Ne HaumenoBaHue pasjaeia
n/ U CIHUIIINHBI Conep:xanue pa3aena
n
JlabGopaTopHasi padora Nel
Opranuzanus ciryx0 patop p .
1 OCHOBHBIE 3Tanbl KOMIIBIOTEPHOM MOATOTOBKH TEKCTOBBIX
JEeJI0TPOU3BOJICTBA
KOMIOHEHTOB JIOKYMEHTOB




OcHoBHBIE TPEOOBaHUS K

JlabopaTopnasi paGora Ne2

o(OpMITCHUIO Pa3zpaboTka 6;1aHKOB JOKyMEHTOB

YIPaBICHYECKUX CocraBiieHre XapaKTepPUCTUKH, 3asIBICHUS, aBTOOHOTpaduu
(opraHu3anoOHHO-

pacnopsAUTEIbHBIX)

JIOKYMEHTOB

Jlenonpon3BoICTBO MO
JINYHOMY COCTaBY

JlabopaTopnasi paGora Ne3
Pa3zpaboTka u oopmiieHHE TPUKA30B IO JIMYHOMY COCTaBY
CocraBnenue 1 oopMIIeHHE OPraHU3aLMOHHBIX JIOKYMEHTOB

Odopmienne cirykeOHBIX
1ceM

JlaGopaTtopHasi padora Ne4
Pa3paboTka u opopmiIeHHE THCEM

Odopmiienne u
COCTaBJICHHE OCHOBHBIX
BUJIOB YIIPABICHUYECKUX
JTOKYMEHTOB

JlaGopaTtopHasi padora NeS

Pa3paboTka u opopmieHre nprKas3a mo OCHOBHON
JeATEILHOCTH

Pa3paboTka u opopmiieHHEe IPOTOKOJIA

Howmenxknarypa aen.
IToaroroBka JOKyMEHTOB

JlaGopaTtopHasi padora Ne6
Pa3zpaboTtka u odopMiIeHHE JOKIATHOM, CITyKEOHOM 1

JUIsSL XpaHEHUs B apXUBE 00BSCHUTEIIBHON 3aITUCOK

Benenue nenonpousBojctea | [loAroroBka akToB, TOBEPEHHOCTEN, PACIIHCOK.
7 | B OpraHu3anuu,

YUPEKICHUU

6. CamocTosiTesibHAs padoTa CTYJAeHTOB

Bompocsl 1 caMOCTOSITENIBHOTO HM3YYEHHsS] MNPEACTaBICHBl TEMaMU JUIS HW3y4YCHHS.
OTYEeTHOCTBIO TIO JIAHHBIM BOIMpOCaM SIBIsIETCA chaava pedepara mo u3ydeHHOU Teme. Pedepar
cIaeTcs 3a HEJIENIO /10 Havaa 2-i pyOeKHOM aTTecTallui, TeMaTuKa pedepaToB OTAACTCS CTYACHTaM
Ha MEPBBIX 3aHATHIX.

Pedepar npuHMMaeTcs mpemnogaBareieM B YCTaHOBJICHHOE BpeMs. B anekTpoHHOM Buje.
[Tanka ¢ pedeparom nomxna comepxars 2 ¢aitna: MS Word- cam noknan, MS Power Point.

MS Word- pedepart, BHIIIOTHEHHBIH ¢ Y4eTOM TPeOOBaHUH K BBIIIOIHEHUIO TOJOOHOTO pojia
pabot. Pedepar momkeH BKItOYaTh BBEIEHHUE, U INIaBy C PaCKpPbHITHEM 0003HAYEHHOH mpobiiemsl. B
JAHHOM TJIaBe JOJDKEH COAEPIKAThCS MYyHKT M IMPEUIOKEHUH 10 ONTHUMM3ALMU WIM PEUICHUIO
paccMOoTpeHHOM mpoOiembl. B
JUTEPATYPHI.

3aKJIFOYCHU N 0T06pa>1<a}0T051 HCTOYHHUKU HCIIOJIb30BAHHOM

Tembl pi1s1 pedpeparoB:
OcobenHoctu 1 (hOpMbI KOMMEPUECKOI IEPENHCKHU C 3apYOEkKHBIM IAPTHEPOM
Typucrckas 1OKyMeHTaLMs
Opranuzanus 10KyMEeHT0000poTa
Cucremaru3zamusi JOKyMEHTOB B JI€JIONPOU3BOACTBE
NudopManmoHHO-CTIPaBOYHBIE TOKYMEHTBI
DKcnepTH3a IeHHOCTH JOKYMEHTOB
[ToaroroBka JOKyMEHTOB K XpaHEHHUIO
Opranusanys apXuBHOTO XpaHEHUS JOKYMEHTOB B OpraHU3aIMN

e I o e

9. lenonpou3BOACTBO MO MUCHbMEHHBIM U YCTHBIM OOpaIlieHusIM IpaxIaH

10. 3akoHonmaTenbHBIE aKThl 1 HOPMAaTUBHO-METOIUYECKUE MATEPUAIIbI, PETTIaMEHTUPYIOLIHE
npaBuia JOKYMEHTHPOBAHUS U OPTaHU3AIMIO pabOTHI C JOKYMEHTaMHU

11. CoBpeMeHHOE 1€10IPOU3BOICTBO




12.
13.
14.
15.
16.
17.
18.

Jenonpoun3BoICTBO B Cyaax

OcobeHHOCTH BeIeHUs! KOH(UCHIINAIBHOTO JIEIONPOU3BOICTBA

Hcropus aenonpousBoicCcTBa.

JlenoBeie MUChMa U UX KIaCCH(PHUKAIUIO

Cocranenuio u 0hOpMIICHUIO PEKBU3UTOB JJOKYMEHTOB

OcHOBHBIE BU/IBI 0JIaHKOB U TPEOOBaHUS K UX 0(POPMIICHHUIO

Nudopmarnus. O6mee nonsitue. OCHOBHBIC TpeboBanus K nHpopmaruu. Poib

uH(pOpMalliu B yIIpaBICHUN

19.

[TpaBuiia u TpeGoBaHUs, TPEIBABIIEMbIE K OPOPMIICHUIO YIIPABIEHYECKUX JOKYMEHTOB



7.0ueH0YHbIE CPeCTBA

7.1.Bonipochl K nepBoil py0exkHoi aTTecTaunuu

eI BN e

—_ O

SANRANE I e

7.

Opranu3anroHHOE TOCTPOEHUE CITYKOBI JIeTONPOU3BOICTBA
Paznenenue QyHKIMI MeX Ty Mopa3AeIeHUIMU U UCTIOTHUTEISIMU
OCHOBHBIE TIOJIOKEHHUS TI0 TOKYMEHTUPOBAHHIO YIIPABICHYECKOH eI TeNbHOCTH
YHuudukanus u CTaHAapTH3AIMS YIIPABICHUYECKUX IOKYMEHTOB
Buasl nokymenToB. Mx knaccudukanms

[TpaBuna opopmiieHrs ynpaBIeHYECKUX JOKYMEHTOB

[ToHsiTHE TMYHOTO COCTaBA.

Odopmnenue npuema Ha padoTy

Pa3paboTka 0;1aHKOB IOKyMEHTOB

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 «bBUH» Cemectp «_2 »
JducnunimHa ""JjIeKTPOHHOE /1eJI0NPOU3BOACTBO"
buner Ne 1

1. OpraHu3anoOHHOE MMOCTPOCHHE CITY>KOBI IETONPOU3BOICTBA

2. CoctaBuUTb OJaHK C YIJIOBBIM U MPOAOIBHBIM PACIIONOKEHUEM PEKBU3UTOB

Hoanuch, mpenogaBarteist Honnmuck 3aBenyromero kageapoi

Bonpocekl ko BTOpOii py0exkHoi aTTecTauuu

e S

OO1m1ast XxapaKTepUCTHKA CITYKeOHOM MepenucKu

OdopmieHne peKBH3UTOB CITYKEOHOTO TUChMa

Pa3HOBUAHOCTH CITyKEOHBIX MTHCEM

Opranu3anMoHHas JOKyMEHTaIUs

PacnopsiiutenbHble 1OKyMEHTBI

OdopmiieHne 1 cocTaBlieHUE JOKYMEHTOB OIIEpaTUBHON MH(POpMaLUU
O0111e Moy10KeHNs] HOMEHKIIATYPhI J1e1

dopMupoBaHUe 1eI



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 "BUH" Cemectp "2"
Jducnunimaa ""JJjIeKTPOHHOe /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 0yMa: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.

Hanwucare aBroonorpaduio. CocTaBUTh MPUKa3 MO JMYHOMY COCTaBY.

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

CocTaBUTh MPUKA3 IO OCHOBHOM JeATeIbHOCTH. COCTaBUTh MPOTOKOJ

CoctaBuTh 10KIaHYIO 3aUCKy. COCTaBUTh OOBACHUTEIBHYIO 3aIIUCKY

O CocrtaButh akT. COCTaBUTh PACTUCKY

"\O.O°.\‘9\S”:‘>P’!\’t‘

Obpaszey bunrema Kk SK3ameHy
T'PO3HEHCKH I'OCYJAPCTBEHHBIN HE®TSIHON TEXHUYECKU
YHUBEPCUTET um. akaa. M./I. MuJIimoHIIMKOBA
buaer Ne 1
JucunminHa "JJIeKTPOHHOE 1eJI0NPON3BOACTBO"
Hucturyr I u TII cmenmanbnocts _BHUH 2 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 MPOJOJIbHBIM 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 CIyXKEeOHBIE NMHChbMa Ha BHEINIHEM 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 AOKITATHBIE 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
MenHee 41 61108 41-60 6an10B 61-80 GaunoB 81-100 6an108 OLIEHOYHOTO
(neynoBaeTBOpuTEILHO) |(YIOBIETBOPHTEILHO (xopo1uo) (0T IM4HO) cpecTBa

OIIK-4. Crocoben ucmons3oBarh WHGOPMAIHIO, METOABI W MPOrPaMMHBIE CpeficTBa ee cbopa, 06pabOTKH M aHajaM3a I MH()OPMAIMOHHO-aHATHTHIECKON MOIIEPIKKH

[IPUHATHS YIIPABICHYECKUX PEILICHUN;

3HaTh OCHOBHEIC IMPUHIUIIEI CO3AaHu,

peaaKTUPOBAHUI u odopmiieHus
TOKyMEHTALINH.
CdopmupoBaHHbIe, HO CdopmupoBaHHbIe
®dparmeHTapHbIe 3HAHUS HemnonHble 3HaHUSA | copepIKaliue OTACIIbHBIE CHCTEMaTHYECKUE
MIPOOEITBI 3HAHUS 3HAHUS
Ymernb MPUMEHSTh CTaHJapThI
YMeHus nojiHbie
oopmieHrs U yHUPHUKAIIUK JOKYMEHTAIHH. , CibopMEPOBAHEEe
YacTHYHbIC YMCHHS Henonuble yMEHUS | 10MyCKAIOTCS HEOOMbBIINE
yMEHHS

OLINOKHU

B.J]a}:[eTb HaBbIKaMHU HCIIOJIB30BaHUS]
COBPEMEHHBIX CHCTEM AIIEKTPOHHOTO
NTOKYMEHTO000pOTA.

YactuuHoe BJIaaCHUC
HaBbIKaMH

Hecucremarunueckoe
MPUMEHEHHE HABBIKOB

B cucrematnueckom
MIPUMEHEHUN HAaBBIKOB
JIOTTYCKAIOTCS TTPOOEITBI

Vcnemnoe u
CHCTEMATHYECKOE
MIPUMEHEHUE HABBIKOB

3a0anus 01 1a60pamopHo
pabomul, buremol
PpybedicHbix ammecmayutl,
membl 00K1a008




8. Ocol0enHocTn peanm3auvu JUCHMILIMHBI JUISi MHBAJWAOB M JHMI C

OrpaHH4Y¢HHBIMH BO3MOKHOCTAMMU 310POBb1I.

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; NMHCbMEHHBIC 3aJlaHMsl BBINOIHAIOTCA HAa Oymare pesbe(HO-TOYEUHBIM
mpudToM Bpailinsg nim Ha KOMIBIOTEPE CO CHEHATN3NPOBAHHBIM MTPOrPAaMMHBIM OOecrieueHHeM ISt
CllenbIX JIMOO HAJUKTOBBIBAIOTCS ACCHUCTEHTY; OOYYalOIIMMCS JJIsi BBINOJHEHUS 3aJaHHs TpU
HEOO0XOAMMOCTH MPEAOCTABIAETCS KOMIUIEKT MMCbMEHHBIX MPUHAIIEKHOCTEH U Oymara Juis mucbMa
penbedHO-TOYeUHbIM HIpU(pTOM bpaiinsg, KoMIbIOTEp CO CHEUATU3UPOBAHHBIM IPOrPaMMHBIM
obOecrieueHrEM MJis CIICIIBIX;

- 1Js caa0oBUASIIMX: O00ECTIeUNBACTCS 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 MTHBAJIUIOB 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 HWHAMBUAYAJIbHOTO IOJIb30BAHUS;, MPEJOCTABISIOTCS  YCIYyTH
CYpOOILEPEBOAUNKA,

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

3) mns JOUI] ¢ TSDKETBIMHA HAPYIMICHUSMU 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 JIMIT C HApYIIEHUSIMU OTIOPHO-ABUTATEIHHOTO arapara, HapyIICHUSIMH JIBUTATEIbHBIX ()YHKIIHIA
BEPXHUX KOHEYHOCTEH MM OTCYTCTBUEM BEPXHUX KOHEUHOCTEW: MUCHMEHHBIC 33JaHUSI BBITTOHSIOTCS
Ha KOMIIBIOTEPE CO CIELHMATU3UPOBAHHBIM IPOrPaMMHBIM OOECHEUYeHHEM WM HaJUKTOBBIBAIOTCS
ACCUCTEHTY; BBIIIOJTHEHHUE 3aJaHUH (TECTOB, KOHTPOJIBHBIX PadOT), MPOBOIMMEIE B MUCHbMEHHOU (popme,

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



9. Y4yeOHO-MeTOoAMYecKOe U MHPOPMALMOHHOE O0ecnieyeHne JMCUMIINHBI

9.1. JIutepatypa

1. HacronpHas KHUTA OTBETCTBEHHOTO 3a JACIIONMPOU3BOICTBO [ DIEKTpOHHEBIHN pecypc] / Poxorun
M.1O., 2019. - 3BC «Koncynomanm Cmyoenmay

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

3. KonduneHumanbHOe JeTONPOU3BOACTBO M 3AIUINEHHBIA 3JEKTPOHHBIA JTOKYMEHTOOOOpPOT
[DnexTponnbiii pecypc]: yuebnmk / H.H. KynseB, A.C. JIémymkun, T.B. Konnmpamosa, A.l.
®abpuynos; nox obmr. pex. H.H. Kynsiesa - M.: Jloroc, 2017. - 35C «Koucynomanm Cmyoenmay

4. TlpaBma 00 3JME€KTPOHHOM AOKyMeHTooOopoTe [DnekTponnsiii pecypc]| / JI.A. Pomanos, T.H.
Nnpuna, A.1O. Jlorunosa - M.: JIMK Ilpecc, 2018. - 95C «Koncynomanm Cmyoenma

5. HoxymenrtoBenenue [DnektpoHHbli pecypc]: yueonuk / H.H. Kynses, /I.H. Ypamos, A.T.
®abpuunos; nox pea. npod. H.H. Kynsesa - M. : Jloroc, 2017 - 9BC «Koncynomanm Cmyodenmay

9.2. MeToguuecKkue yKa3aHus JJis1 00y4aOIIMUXCH M0 0CBOEHUIO TUCHHUIIJIMHBI
(mpusoxkeHue )

10. MaTepuaibHO-TEXHHYECKOE o0ecredeHue TUCIUIIMHBI

10.1. MaTepuajbHO-TeXHUYecKasi 0a3a

JlekMOHHAast ayIUTOPHUS, OCHALLICHHAs KOMITBIOTEPOM, BUICONPOCKIIMOHHBIM 000pYy/10BaHHEM,
B TOM YHCJIC JJIsl TIPE3EHTAINN, CPEICTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM.

MynbTUMEIUIHBIE CPEJCTBA W JApyras TEXHHMKa Ui NpPE3eHTAlMi ydeOHOTro Marepuana,
odpucHerii maker nporpamm MSWindows (MS Excel, MSWord) s odopmienus pacueToB
HKOHOMHYECKOH 3 pexTuBHOCTH HH(popMarmoHHbIX cucteM, OpenOfficeGoogleChrome.

10.2. IToMeleHus 11 CAMOCTOATEIbHOM PadoThI

[Tomemenue st camocTosiTeNibHOM paboThl (HoBbIi mimaBHBIN yueOHBIN kKoprmyc @THOY BO
«['po3HeHCKM TrocynapcTBEHHBI HEPTSIHONH TexHUYecKui yHuBepcuter» 364902, YeueHckas
pecniyonuka, . I'posnbiii, nmpocnekt uM. X.A. HcaeBa, 100. AyauTtopus ocHaimieHa HEO0OXOIMMON
KOMIIBIOTEPHON TEXHUKOW, B Hanmuuuu ectb HeoOxoaumoe I10: WinPro 10 RUS Uprgrd OLP NL
Acdmc; OfficeStd RUS OLP NL Acdmc (npaBo Ha ucnionbs3oBanue corinacHo Kontpakty Ne 267-2A/19
ot 15.09.2019 r.).

Cuctema 'APAHT (mponumerapnas nunensusi) Visual Studio-(Freemium) 1C Ilpeanpusitue
noroop ot 02.12.2020 perucrparnuioHHbie HOMepa mpoaykToB (9334859; 9334952) Sublime Text-
(otkpeIThIi mocTyn) Notepad++ (OTKpBITBIN AOCTYI).



Ilpunosicenue
MeToanyeckue yKa3aHUsl 0 OCBOCHHIO M CIMILTHHBI

©JIeKTPOHHOE J1eJI0NPOU3BOICTBOY

1. MeToanueckue yKazaHusi JJisi 00y4arlOIIUXCH MO IUVIAHMPOBAHUI0O M OPraHM3AIUU
BpeMeHH, He00X0AUMOro 1Jisl 0CBOCHHS M CUHMILIUHBI.

N3yuenne pekoMeHayeTcs HayaTh C 03HAKOMJICHHS C paboueld MporpaMMOM JUCITUTIIIMHBI, €€
CTPYKTYpOH U CoJiep>KaHueM pa3AenioB (Moysieit), GOHIOM OLEHOYHBIX CPEICTB, 03HAKOMUTHCS C
y4eOHO-METOIMYECKUM ¥ HH()OPMAITMOHHBIM 00CCTICYCHUEM JTUCITUTUTHHBI.

JuctumimHa «DIEeKTPOHHOE JEIONPOU3BOJCTBO» COCTOUT M3 7 CBS3aHHBIX MEXIY COOOIO
TeM, 00eCIeunBaloIIUX MMOCIEI0BaTeIbHOE U3YyUeHIE MaTepHara.

OOyueHne 1O AWCHHUIUIUHE «DJCKTPOHHOE JENOMPOU3BOACTBO» OCYIIECTBISETCS B
cienyomux hopmax:

1. AynurtopHbie 3aHATUS (JIEKIIUH, JIA0OpATOPHBIE PAOOTHI).

2. CamocrosTenbHas paboTa cTyJeHTa (TOATOTOBKA K JIEKIHIM, Ja0OPATOPHBIM 3aHATHSAM,
pedeparaMmu WHBIM ¢GopMaM TMHCHBMEHHBIX pPabOT, WHAMBHAyaJbHAsS KOHCYJIbTAIUS C
MIPETo/1aBaTeieM).

Y4eOHBI MaTepuall CTPYKTYPHUpPOBAaH H W3YYCHHE JTUCIUIUIMHBI TPOW3BOJAMUTCA B
TEMaTUYeCKOW TmocieaoBaTeibHOCTH. Kaxkaol mabopaTopHOW pabOThl U CaMOCTOSITEILHOMY
M3YYCHHIO MaTepuaja MpealiecTByeT JEKIUs Mo JaHHOU Teme. OOydaromiyecs: caMOCTOSITEIEHO
MPOBOJST MPEIBAPUTEIHHYIO IOJTOTOBKY K 3aHSITHIO, IPUHUMAIOT aKTUBHOE U TBOPUECKOE yUacTHe
B 00CYXJEHUU TEOPETUUYECKUX BOIPOCOB, pazdope MpOOJIEMHBIX CUTyalluld U TIOUCKOB MyTEeH WX
pemieHus. MHorue mnpoOieMbl, H3ydaeMble B Kypce, HOCAT JTUCKYCCHOHHBIM XapakTep, 4YTO
MpeJInoiaracT MHTEPAKTUBHBIN XapakTep MPOBEICHHS 3aHATHI Ha KOHKPETHBIX TPUMEpax.

Ornrcanue moCJIeI0BAaTEILHOCTH IEHCTBUIM 00YUaromerocs:

[Ipn wm3ydyeHuu Kypca clieqyeT BHHMATEIbHO CIYyIMIaTh W KOHCIEKTUPOBATh MaTepHal,
u3JlaraeMblii Ha ayJuTOPHBIX 3aHATHAX. /I ero mMmoHMMaHUs U KayeCTBEHHOI'O YCBOEHUS
PEKOMEHIyEeTCs CIIeAYIOIIast TOCIIEI0BATEIbHOCTD ACUCTBUM:

1. Ilocme okoHuUaHWs Yy4YeOHBIX 3aHATHHA IS 3aKPEIUICHUS MaTepHalia MPOCMOTPETh M
00yMaTh TEKCT JICKIIUH, IPOCIYIIaHHON CEerofHs, pa3odpaTh paccMoTpeHHble mpumMepsl (10 — 15
MHUHYT).

2. [Ipu moAaroTroBKe K JIEKIMU CIEAYIOLIEro JHS MOBTOPUTH TEKCT MPEIbIAYLIEH JEKIIHH,
MOJAYMaTh O TOM, Kakast MOXeT ObITh cieaytomas Tema (10 - 15 MmunyT).

3. B Teuenue Hemenu BBIOpaTh BpeMs Ui pabOThI ¢ auTeparypoil B Ombmnoreke (mo 1
qacy).

4. IIpn moaroToBke K j1a0OpaTOPHOMY 3aHATHUIO MOBTOPUTH OCHOBHBIEC MOHSATUS IO TEME,
U3YYHTb IIpUMeEpHI. Pernas KOHKpPETHYIO CUTYaIUIo, - IPEABAPUTENbHO MOHATh, KAKOM TeOpeTHYeCcKuil
MaTepuai Hy»HO MCIOib30BaTh. HaMeTuTh IuiaH perieHusi, nonpoOoBaTh Ha €ro OCHOBE PELIUThH
nabopaTOpHBIE 3a/IaHUS.



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

Jlekuuu  ma0T  OO0y4YaloOIUMMCST  CHUCTEMAaTH3UpPOBAHHbIE 3HAHUS 10  JMCLUIUIMHE,
KOHIICHTPUPYIOT MX BHHMMaHHE Ha HauOoJiee CIOXKHBIX M BaXKHBIX Bompocax. Jlekiuu oObIYHO
U3J1aratoTcsl B TPaJAULMOHHOM MJIM B MPOOJIEMHOM CTHIE. /| CTYyI€HTOB B OOJIBIIMHCTBE CIIy4aeB B
npobiaemHoM ctuiie. [IpobnemMHBII CTHIIb TO3BONIAET CTUMYJIMPOBATh aKTHBHYIO IO3HABATEIBHYIO
JESITEIbHOCTh O0YYAIOIUXCA U UX MHTEpeC K TUCLMILIMHE, (POPMUPOBATHTBOPUECKOE MBIIUIEHUE,
npuberaTh K IPOTHBOIMIOCTABICHUSM U CPAaBHEHHSIM, J1€1aTh 0000IEeHNs, aKTUBU3UPOBATh BHUMaHHE
00yyaroImuxcs MyTeM NOCTAaHOBKU IMPOOJIEMHBIX BOIIPOCOB, NOOILPSTH JUCKYCCHIO.

Bo Bpems JEKIIMOHHBIX 3aHATHH PEKOMEHAYETCs BECTH KOHCIEKTUPOBaHHME Y4YeOHOIO
Mmarepuaina, oOpamarb BHUMaHUuEe Ha (OPMYJIMPOBKH M KaTErOPUHU, PACKPBIBAIOIINE CYTh TOrO WIN
MHOTO SIBJIEHUS, WU TIPOLIECCOB, BBIBOBI U IPAKTUUECKUE PEKOMEHIALIUY.

KoHcnekt nexkuuu mydine noapasaesaTb Ha MYHKThI, COOMI0Ias KPACHYIO CTPOKY. DTOMY B
Oompliol  cremeHH OyAyT  CIOCOOCTBOBAaTh  BOMPOCHI  IUIaHA  JIGKIUH, TPEAJIOKCHHBIC
npenojasarensimM. Crenyer oOpamare BHMMaHUE Ha AaKIEHTBl, BBIBOJABI, KOTOpPBIE J€acT
npernojiaBaTesb, OTMeuasi Haubosee BaKHbIE MOMEHTHI B JICKIIMOHHOM MaTepualie 3aMeYaHUusIMHU
«BAXKHO», «XOPOILO 3aIIOMHUTH» U T.I. MOKHO J1eJ1aTh 3TO U C IOMOILBIO Pa3HOLIBETHBIX 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
OBICTPOTO 3pUTEIBHOIO BOCIPUATHUS TEKCTA.

PaboTtas Hajg KOHCIEKTOM JIEKIMH, HEOOXOAMMO HCIOJIb30BaTh HE TOJIBKO OCHOBHYIO
JUTEPATYPY, HO U Ty JIUTEPATYPY, KOTOPYIO TOMOJHUTEIBHO PEKOMEHI0BaJ IIpenoiaBaresb. IMeHHo
Takas cepbe3Has, KPONOTIMBas paboTa ¢ JEKIHOHHBIM MaTEpUAIIOM MO3BOJHUT TIyOOKO OBJIAICTh
TEOPETUYECKUM MaTEPHATIOM.

TemaTuka nexiuii faercs B paboueit mporpaMmme TUCIHUITIIHHEIL.

3. MeToguyeckue yKazaHusi 00y4arouuMcs 10 MOAT0TOBKe K JIA00PaTOPHBIM 3aHATHSIM.

B mpormecce moOAroTOBKM K JIaDOpPAaTOPHBIM 3aHATHUAM, HEOOXOAMMO OOpaTUTh 0coboe
BHUMaHHME Ha CAMOCTOSITEIbHOE H3y4YE€HUE PEKOMEHJOBaHHOW nuteparypsl. [Ipu Bcell momHOTE
KOHCIIEKTUPOBAHUS JIEKIIMM B HEMl HEBO3MOXKHO M3JI0KUTh BECh MaTepUall U3-3a JIUMHUTA ay ITMTOPHBIX
gacoB. [loaTomy camocTosiTenpbHas paboTra ¢ y4dyeOHHMKAMH, yYEOHBIMH TIOCOOMSIMHU, HAy4YHOM,
CIPaBOYHOU TUTEPATYpOH, MaTepraJIaMy NepuOIUIECKUX n3aanuii u lHTepHeTa saBnseTcs Hanbomee
3G (QEeKTUBHBIM METOJOM IIOJIyY€HHUsS JIOTOJIHUTENbHBIX 3HAHUH, MO3BOJSAET 3HAYUTEIBHO
aKTUBU3UPOBATH IPOLECC OBIAACHHs MH(OpMaIme, crnocoOcTByeT Oosiee TIIyOOKOMY yCBOSHHIO
U3y4aeMoro mMatepuaina, GopMHpYET y CTYAEHTOB OTHOLIEHNE K KOHKpETHOH npobieme. Bee HoBbIE
MOHATHUS 10 U3y4aeMOW TeMe HeOoOXOAMMO BBIyUUTh HAU3YCTh M BHECTH B IJIOCCAPHM, KOTOPBIH
11eJ1ecO00pa3HO BECTH C CaMOro Havasia U3y4eHus Kypca;

1. OTBeTUTH Ha BOMPOCHI TJIaHa JJAOOPATOPHOTO 3aHATHS,

2. BeImoHUTE TOMaIlIHEee 3a/IaHue;

3. [IpopaboTarh TECTOBBIE 3aJaHUS U 3a]]a4H;

4. Ilpu 3arpynHeHusx chopMyarpoBaTh BOIPOCHI K MIPENOaBaTeNIo.

PesynbraT Takoi pabOThI JOIKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/AEHTa CBOOOHO OTBETUTh
Ha TEOPETUYECKHE BOMPOCH! MPAKTUKYMa, BHICTYIIATh U y4aCTBOBATh B KOJIJIEKTUBHOM O0CYKJIEHUU
BOIIPOCOB I/I?)y‘IaeMOﬁ TCMbI, NPABUJIBHO BBINIOJHATH HaGOpaTOpHBIe 3aJaHusd W HHBIC 3aJaHUsd,
KOTOpBIE AAtOTCS B OH]IE OLEHOYHBIX CPEICTB IUCHUTIIHHBI.

4. MeToguyecKkue yKazaHHsA 00y4aOIMMCS 110 OPraHU3alliu CaMOCTOSATeJIbHOM PadoThI.

Ilenrs opraHu3amuu  CaMOCTOSITEIIBHOW  pabOThl MO  JUCHHUIUIMHE  «DJIEKTPOHHOE
JIeTTOTIPOU3BOICTBO» — 3TO YIJIyOJIeHHWEe M pacIIMpeHHe 3HAaHUM B 00JIACTH T'YMaHMTApHBIX HayK;
dbopMupOBaHNE HABbIKA U MHTEPECA K CAaMOCTOSATEIHHON MO3HABATEILHOM J1eATEIbHOCTH.

CaMmocTosTenbHast pa60Ta 06yqaloumxc;1 SIBIISIETCA  BaKHEHUIIINM BHUIOM OCBOCHUA
coJlep’KaHusl AUCLIUILTUHBI, TOJTOTOBKH K JJa0OpAaTOPHBIM 3aHIATHUSIM U K KOHTPOJIbHOM padore. Cioaa
KE OTHOCATCA U CaMOCTOATCIbHOC yrny6neHHoe HU3YYCHUC TCEM JUCHUIIINHBI. CaMmocTosTenbHast



pabota mpeacTaBiseT COOON TOCTOSHHO JACHCTBYIONIYIO CHCTEMY, OCHOBY 0O0Opa30BaTEIbHOTO
mpolecca U HOCHT HCCIIEOBATEIbCKUN XapaKTep, YTO IMOCITYXHUT B OyIylIeM OCHOBaHUEM IS
HAIMCaHMs BBIMYCKHON KBaIU(pUKAIMOHHONW DPAaOOTHI, MPAKTUYECKOTO MPUMEHEHUS MOJYyYEHHBIX
3HaHUM.

Opranuzanys CcaMOCTOATEIbHOM paboThl OOydYaIOIIUXCS OpPUEHTHPYETCS Ha aKTHUBHBIE
METO/BI OBJIAJCHUS 3HAHUSAMH, Pa3BUTHUE TBOPYECKHX CIIOCOOHOCTEH, Mepexo] OT MOTOYHOTO K
VMHAUBUAYATU3UPOBAHHOMY O0YUYEHHIO, C YUETOM MOTPEOHOCTEN U BO3MOKHOCTEN JIMYHOCTH.

[IpaBunbHast OpraHm3alys CaMOCTOSTENBHBIX YUYEOHBIX 3aHATHUH, WX CHCTEMATHYHOCTD,
1enecoo0pa3Hoe IUIAHUPOBaHME PA0OUero BPEMEHM MO3BOJISIET CTYJEHTaM pPa3BUBAaTh YMEHUS U
HABBIKM B YCBOCHHH W CHCTEMAaTHU3allUU MPUOOpPETAeMbIX 3HAHMI, 00ECTICUnBaTh BHICOKHUI YPOBEHB
yCIEeBaeMOCTH B TIEpHO/1 00YUEHHUS], TOJIyUUTh HaBbIKM TOBBIIICHHS TPOPECCUOHANIBHOTO YPOBHSI.

[MoaroroBka Kk na0OpPaTOpPHOMY 3aHSATHIO BKIIIOYAET, KPOME MPOpPAOOTKH KOHCIIEKTa H
Mpe3eHTAllu JIEKIUHU, TOUCK JUTEpaTyphbl (10 PEKOMEHJOBAHHBIM CIIMCKaM M CaMOCTOSATEILHO),
pelieHue 3a1a4 U3 rnepeyHs J1adopaTopHbIX padoT (TeKyuuii KOHTpoib). JlaboparopHoe 3aHsATHE —
BBIMIOJTHEHHE [IOCTABJIEHHBIX Tepel] CTYyACHTOM 3aaauy c ucnonb3oBanueM [IK u crnenmanpHOro
IPOTPaMMHOTO 00eCTIeUCHHS.

[Ipu moAroToBKE K KOHTPOJIBHON padoTe OOyYarOIMIMICS TOJDKEH TOBTOPSATH MPOWIESHHBIN
MaTtepuajl B CTPOIOM COOTBETCTBHM C YYEOHOW NPOrpaMMOM, HCHOJB3Ys KOHCIEKT JICKIHH H
JIUTEpaTypy, PEKOMEHIOBaHHYIO mpenoaaBareneM. [Ipu HeoOXOIMMOCTH MOXHO OOpaTUThCS 3a
KOHCYJIbTallMEl U METOIMYECKON TOMOUIBIO K IPENOAABATEIIIO.

CamocrosTenbHas paboTa peannsyercs:

— HEMOCPEACTBEHHO B TPOIECCe AyIUTOPHBIX 3aHITHHA - Ha JIEKIUSAX, J1a0OPaTOPHBIX
3aHATHUSAX;

— B KOHTAaKT€ C MpernojaBaTelieM BHE PAaMOK PACHHCAHUS - HA KOHCYJIBTALUAX 110 YICOHBIM
BOMPOCaM, B XOJIe¢ TBOPUECKUX KOHTAKTOB, NPU JIMKBUAALMU 33J0JKEHHOCTEH, MPH BBITOJIHEHUU
WHAUBUAYAIbHBIX 3a/1aHUM U T.1.

— B Oubmnmoreke, noma, Ha Kadeape MpH BBHIMOJHEHUH OOYyYaOIIUMCS YYEOHBIX U
MPAKTUYECKHX 3ajay.

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

Tembl IS CaMOCTOSITENPHONW pabOThl MPOMHUCAHBI B pabouell mporpamMme AMCIUILTAHBL
O} PeKTUBHBIM CPEACTBOM OCYIIECTBICHUS OOYYAIOIIUMCS CaMOCTOSITEIBHONW pPaOOTHI SABISETCS
3JICKTpOHHAsT WH(OpPMAIMOHHO-00pa3oBaTebHAs Cpela YHUBEPCHUTETa, KOTOpas oOecreunBacT
JOCTYN K y4eOHBIM TJIaHaM, pabOYUM MpOrpaMMaM TUCHUIUTHH (MOAYJIEH), TPAKTUK, K U3IaHUSIM
JIEKTPOHHBIX OUOTMOTEUHBIX CUCTEM.



Cocrasurenan:

Cr.npenojasaresns kad. « 1CH»

COI'JIACOBAHO:

3an. sbityckaomeit kag. « MCH»

Jlupextop JIYMP

I stetsy

s

/Marowmaes 1.P./

/Maromaena J1.P./

/Maromaesa M.A./
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