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1. IEJI OCBOEHMSI YUEBHOM U CHUTIINHBI

[ensimu ocBoeHMsI JUCHUIUIMHBI (Moayiis) «KaapoBoe 1e10npon3BOACTBOY SIBISIETCS
nproOpeTeHne CTyJeHTaMU TEOPETHUECKUX 3HaHUI U IPAKTUYECKUX HABBIKOB B 001aCTH
KaJJpOBOT'0 MEHE/PKMEHTA U CHCTEMBbI JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs KaZpOBBIX CIIYXO,
03HAKOMJICHHE C IOKYMEHTAMH, UCIIOJIb3YEMBIMU B YIIPABICHUH IIEPCOHATIOM OpraHU3aLuH,
NOJTy4eHUE MPAKTUYECKUX HABBIKOB MO CO3/IaHUI0 1 00pabOTKe ITHX TOKYMEHTOB.

VYuebHble 3a/1aui AUCHUIUINHBL

- ¢(OpMHUPOBATH y CTYJCHTOB MPEACTABICHUE O HEOOXOJUMOCTH U POJIU KaJIPOBOTO
JOKYMEHTUPOBAHHUS B OpraHU3aliy;

- 00ecreunTh yCBOEHHE CYLIIHOCTH IIPOLECCOB AEIONPOU3BOICTBA 10 IMYHOMY COCTaBY;

- 03HAKOMUTh C OOIIMMH MPABUJIAMHU COCTABIICHUSI U BE/ICHUS YIPABICHUECKONH JOKYMEHTAIUH B
CUCTEME YIPABIEHUS IICPCOHAIIOM;

- OBJIQIETh METOAUKOM pa3pabOTKH KaJpOBBIX JOKYMEHTOB M UX IIPABUIBLHOIO O)OPMIICHHUS;

- OPUEHTUPOBATHCS B CUTYALUAX, TPEOYIOIIMX U3JaHUSI COOTBETCTBYIOLIUX KaJIPOBBIX
JIOKYMEHTOB;

- OCBOMTH IIPOBEJICHUE MPOLIETYP, CBA3aHHBIX C O(POPMIIEHUEM JABHXKEHUS KaJIPOB,
B3aMMOOTHOUICHUSIMA aJMUHUCTPALIUU U IIEPCOHANA, TOPAIKOM BEACHUS TPYIAOBbIX KHIKEK U
WHOM KaJIpOBOH JOKYMEHTALUU.

- OCBOUTb NOPAJIOK U MpaBuiia pa3pabOTKH U BHEIPEHUS KOPIIOPATUBHBIX CTaHAAPTOB
KaJIpOBOT0 00ECICUCHHUS, a TAK)KE COCTaBJICHHS U 3aIl0JIHEHUSI OCHOBOIIOJIAralOIINX KaIpOBBIX
JIOKYMEHTOB, B TOM YHCJIE, JOKAJIBHBIX



2. MECTO YYEBHOMH JJUCHUILJIMHBI B CTPYKTYPE OIl BO

VYuebnas qucuururHa "KaapoBoe 1e10npon3BoACTBO" OTHOCHTCS K OJIOKY 1
"ucuumauHbl (MOAYIU)" U BXOAUT B €T0 BAPUATUBHYIO YaCTh.

2.1. HaumeHoBaHUs NMpeaIeCTBYOIIMX JUCIHILUIAH

I[HSI HN3YUCHUA I[ElHHOfI JUCHUITIINHBI HCO6XOILI/IMBI CJICAYIOIIUC 3HAHUA, YMCHHUA U
HaBBbIKU, (bOpMI/IpyeMI)Ie OpeaAIICCTBYIOIUMHU JUCHUILIMHAMM:

2.1.1. MudopmaTuka:

3HaHus: poieccoB cOopa, nepeaadn, Noucka, 00padboTKU U HAKOIUIEHUS! HHPOPMAIIHH,
OCHOBHBIX BHUJIOB TEKCTOBBIX PEIaKTOPOB

VYMeHwust: paboThl C IPOrpaMMaMH TEKCTa, XpaHEHUSI HH(OPMALIUH Ha KOMITBIOTEPE
HaBbIku: oopmMiIeHus] JOKYMEHTOB Ha KOMIIBIOTEPE
2.1.2. PuTOpUKA: NPAKTUKA YCTHOWH M MUCHbMEHHONH KOMMYHUKAIIUH:

3HaHUs: HOPMBI JIUTEPATYPHOTO S3bIKa, OCHOBBI A(PPEKTHBHON peueBO KOMMYHHUKAIIHH;
OCHOBHBIC BH/JIbl apTYMEHTOB, KauecTBa XOpoulel peur, (hopMyJIbl pe4eBOr0 ITUKETA C yUETOM
UX HaIlMOHAJLHOHU crienn(puKy; 3aKOHbI 3()(HEeKTUBHON peyr, AEUCTBYIONINE B 001acTH
npo¢ecCHOHATBLHO OPUEHTUPOBAHHON PUTOPUKH; OCOOEHHOCTH J1€JI0BOr0 OOIIEHHUS U JIEJI0BOTO
ATHKETa; CIeun(UKY YCTHOM U MICbMEHHONH KOMMYHHUKAILIMU B CUTYaIUsIX AEJI0OBOTO U y4eOHO-
HAY4YHOT'O OOLIEHMS; TpaBUJIa BEJJCHUS IEPErOBOPOB U JETIOBBIX COBELIAHUMN

VYMeHus: oTOMpaTh A3BIKOBBIE CPEICTBA B 3aBUCUMOCTH OT 1ieJIeil U CUTyallud KOMMYHMKAIIUH;
pa3nuyath JOMyCTUMBIN M OIIMOOYHBINA BapUAHTHI; YMETh O(OPMIIATH TEKCT B COOTBETCTBHH C
TpeOOBaHUAMU KAHPOBON M CTHIIMCTHYECKONW PAa3HOBUAHOCTHU; COCTABIIATH TEKCThI TMYHBIX
JIOKYMEHTOB; YMETh BECTHU IIPOYKTUBHBINA TUAJIOT U JACJIOBBIE IIEPETOBOPHI, HE pa3pylias
OTHOILIEHHI; COCTaBJIATh TEKCThI JEJIOBBIX JOKYMEHTOB, a TAK)KE TEKCThI HAyYHBIX COOOILEHHIA;
TpaHc(OPMHUPOBATH MUCHMEHHBIE TEKCTHI B TEKCTHI YCTHBIX MTyOTMYHBIX BBICTYIUICHHIA; YETKO
OTIpesieNATh 1eJIb KOMMYHHMKAIUY U BBIOUPATh CPEACTBA AJIs €€ JOCTHXKEHUS C yUeTOM CUTYalluu
oO11eHMs; THOKO MCTIONIB30BaTh CUCTEMY PUTOPHUUECKUX TEXHUK IS TOCTUKECHUS
IIPOTHO3UPYEMOTO pe3yJIbTara.

HaBbiku: HOpMaMu TUTEPATYPHOTO SI3bIKA B YCTHOM U MUCEMEHHOW peuu; BIa/IeTh HaBbIKaMHU
MPOQPECCHOHAIBHOTO OOIIEHHS C YIETOM €T0 HAITMOHAIBHON crienu(PUKH, TyOIMIHOTO
BBICTYIUICHHUS, a TAK)KE STUKETHBIMU (DOpPMYyIIaMu pedu, IPUHATHIMH B YCTHON U MTMCbMEHHOM
JIeJI0BOM KOMMYHHUKalMu Kak B Poccun, Tak 1 3a pyOekoM; HaBbIKaMH BEJIEHHUS [IEPETOBOPOB,
COBeIllaHuH, coOeceToOBaHU, a TaK)Ke HABBIKAMH YCTHOTO MyOJIMYHOTO BBICTYIICHUS;  TAKXKe
HaBbIKaMHW UCIIOJIB30BAHUSA PUTOPHUUCCKUX TEXHHUK MMPHU MCKIUNIYHOCTHOM U I'PYIIIIOBOM O6HI€HI/II/I
JUTSL TOCTHXKEHUSI KOHCEHCyca.

2.1.3. ConuoJsiorus:

3HaHUS: IPUHIUIIOB U HOPM (PYHKIIMOHUPOBAHHUS OOIIECTBa, TOBEACHUS KaK OTJEIbHOMN
JUYHOCTH, TaK ¥ COLMAIBHBIX IPYIII U OOLTHOCTEH

YMeHus: BEIIBIISATE U XapaKTEPU30BaTh COMUAIIBHBIC HpO6J’IeMH, HX aKTYaJIbHOCTb;
AHAJIU3UPOBATH U TPAMOTHO OLCHHUBATH COLIMAJIBHBIC ITPOLECCHI U SIBJICHUA

HaBbIku: ncnons30BaHus COIMONIOTHYECKUX 3HAHUH B MPOPECCHOHANTBHOMN IeATeTbHOCTH U
0OIIIECTBEHHOMN KU3HU

2.2. HauMeHOBaHuUe NOCJIEYIOIIMX THCHMIIINH



Pe?)y.]'IBTaTBI OCBOCHMU NUCHHUIUIMHBI UCITOJIB3YIOTCA TP U3YUYCHUHU IMOCIICAYIOIINX
y‘le6HI)IX JUCLHUIIINH:

2.2.1. MoTuBanus nepcoHana
2.2.2. Opranu3aloHHOE TIOBEICHHE
2.2.3. YrpaBieH#e 4eI0BEYSCKUMU pecypcamMmu

2.2.4. DKOHOMHKA COIUATBHO-TPYIOBBIX OTHOIICHHIA



3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 11O JUCIIMIIJIMHE (MOAYJIIO),
COOTHECEHHBIE C IINTAHUPYEMbBIMH PE3YJIbTATAMHU OCBOEHMUSA
OBPA3OBATEJIbHOM ITPOT' PAMMBbBI

B PE3YIbTAaTC OCBOCHUA NUCHUIUIMHBI CTYACHT JOJIKCH:

Ne
i Kon n Ha3BaHNE KOMIIETEHIINN OsxupaeMble pe3yabTaThl
1 IIKC-19 CnocobeH nporao3npoBaTh, ITKC-19.1 3HaeT cyntHOCTh U MOPSIOK PETyIUPOBAHNUS

IUIAHUPOBATh U AHAIM3UPOBATh IOKA3aTENN
COLMANILHO-TPYIOBOH chepbl OpraHU3aIHH C
MPUMEHEHHUEM COBPEMEHHBIX IIH(PPOBBIX
TEXHOJIOTHM.

TPYZIOBBIX OTHOLICHUH, MEXaHU3M NTPOTHO3UPOBAHUS,
TUTAHUPOBAHUS U YIIPABJICHHS YEIOBEYECKUMHU
pecypcami.

ITKC-19.2 Bnazneet HaBbIKaMu 00paOOTKH
CTaTHCTHYECKOH nH(pOopMauy IS TOTyYeHUs
OCHOBHBIX TIOKa3areneil pyHKIMOHMPOBAHMS PhIHKA
TpyZla ¥ ©3MEPEHHUS BIUSHUS COLHAIBHO-
HYKOHOMHYECKUX (PaKTOPOB Ha CYOBEKTHI PHIHKA TPY/A.
ITKC-19.3 OcymecTBisieT aHann3 MoKas3areien
COILMATBHO-TPYNOBOH c(hepbl OPraHU3aINN U OLICHUBACT
3¢ GEeKTUBHOCTS OpPraHN3aluy TPYAA Ha IMPEIIPUSITHH.
[IKC-19.4 Bnaneer coBpeMEHHBIMU
MH()OPMAIMOHHBIMH TEXHOJIOTUIMH PEryITUPOBAHHA
COLMAIBHO-TPYJOBO c(hepbl OpraHU3aIIH.




4. OBBEM JUCIHHUIIVIMHBI (MOAYJIs) B BAYETHBIX EAUMHUIIAX U

AKAJEMUYECKHUX YACAX
4.1. O0mas Tpya0eMKOCTb AU CHUIJINHBI COCTABJIAET:

3 3avetHble equHUIBI (108 ak. 4.).

4.2. Pacnpenesienue 00beMa yueOHOM JMCUMILIMHBI HA KOHTAKTHYI0 padoTy ¢

NnpenoaaBaTejieM U CAMOCTOSITEIbHYIO Pa00Ty 00y4Yaromuxcsi

KomngecTBo yacos

Bcero no Cenect
Bun yaeOHOM paboThI yaeOHOMY 5 p
TUTaHY
KonTakTHas pabora 48 48,15
AyauTopHble 3aHATHS (BCETO): 48 48
B Tom uuce:
nexmun (JI) 16 16
npaktudeckue (I13) u cemunapckue (C) 32 32
CamocTosTenpHas padora (BCero) 60 60
OBLIAS TpyOeMKOCTh TUCIUILINHEI, Yachl: 108 108
OBUIAS Tpya0eMKOCTbh AUCHUILUIMHBI, 3a4.€]1.: 3.0 3.0
Texymiuii KOHTPOJIb YCIIEBAEMOCTH (KOJIMYECTBO M BUJ] TEKYILIETO I1K2,
[1K2, TK
KOHTPOJISI) TK
Buipl mpoMexxyTOYHOM aTTecTanuu (9K3aMeH, 3a4eT) 3auer 3auer




4.3. Copepxanue JMCHUIIMHBI (MOAYJIs), CTPYKTYPHPOBAHHOE 110 TeMaM
(pa3nesnam)

Cemectp

Tema (paznen)
yueOHOM
JIACITUTLTHHBI

Bunsl yueOHOU AEATEIEHOCTH B yacax/
B TOM YHCJIC UHTEPAKTHBHOU hopme

JIP

DopMbL
TEKYLIET0
KOHTPOJIS

YCIIEBAEMOCTU U
IIPOMEKY-

TOYHOMU

aTTeCTalluu

3

~| KCP

10

Paznen 1

OCHOBHI
JOKYMEHTAITMOHHOTO
obecrnieueHHs
YHOpaBJICHUS
(Knaccuduxarus
JIOKYMCHTOB.
JIOKyMEHTUpOBaHHE
YIPaBICHUYECKOU
JeSITCIIBHOCTH.
Yuauduxanus u
CTaHJapTH3AIHS
JOKYMCHTOB.
Odopmienne
PEeKBU3UTOB. Bumer
OJaHKOB U
TpebOBaHUS K HUM.
OpraHu3ainmuoHHO-
pacropsauTeIbHas
JIOKYMEHTAITus).

10

Slo| I3/
|| CP

|| Beero

Paznen 2
JlokyMeHTUpOBaHue
KaJpOBBIX
TIPOLIECCOB
(ynpaBneHus
MIepCOHAJIOM.
OdopmireHne
JOKYMEHTOB IIpH
npueMe Ha pabory.
JlokyMeHTUpOBaHue
JIBHIKCHUSI
HepcoHasa.
JlokyMeHTUpOBaHue
Mep TOOMIPEHUSI U
B3BICKAHHSA).

13 21

36

TK

Pasnen 3
Opranuzauus
paboTEI ¢
JOKYMEHTaMHU
(Opranmzanus
JOKyMEHT0000pOTa
B CITyx)0e€
yIpaBIiieHUs
MIEPCOHAIOM.
Opranuzanus
OIEePaTHBHOTO
XpaHCHHUS
JIOKyMEHTOB B
ciryx0e ynpaBieHUs
MIEPCOHAIOM.
Okcneprusa

13




Bunpl yueOHOW AEATEIEHOCTH B Yyacax/

Dopmbl

B TOM YHCJIE HHTEPAKTUBHOH (hopme TEKYIIEro
No % Tema (paznen) KOHTPOJIA
. /;1 % yueOHOH yCIIEBAEMOCTH H
@) JVCIUTITHHBI E N g MPOMEKY-
a9 o O a8 5] TOYHOU
= & 5 © a aTTecTalyu
1 2 3 4 5 6 7 8 9 10
LICHHOCTH
JIOKYMEHTOB).
4 5 | Pazgen 4 2 4 6
Jpyrue 10KyMeHTBI
CBSI3aHHBIE C
KaJIpOoBOH’
JeATEIbHOCTBIO
5 5 | 3ager 0 3auer
6 Bcero: 16 32 60 108




4.4. JlabopaTopHbie padoThI / NPAKTHYECKHE 3aHATHS

JlaboparopHbie pabOThI y4€OHBIM TUTAHOM HE MPETYCMOTPEHBI.

[IpakTUyeckue 3aHATHS IPEyCMOTPEHBI B 00beMe 32 ak. .

Ne
cemecTpa

Tema (pazaen)
yUeOHON TUCITUTLITHHBI

HaumMmeHoBanue 3aHaTHi

Bcero ga-
COB/ U3 HUX
JacoB B
WHTEpaK-
THUBHOU

bopme

4

5

PA3JEJI 1

OcHOBBI
JOKyMEHTAI[HOHHOTO
obecrieueHus
yIIpaBJICHUs
(Knaccuduxarus
JOKYMEHTOB.
JlokyMeHTUpOBaHue
YIPaBICHYECKON
JEATETLHOCTH.
Yauduxanus u
CTaHAAPTU3ALNA
JOKYMEHTOB.
OdopmireHne
PEeKBH3UTOB. Bup!
OJIaHKOB U TPeOOBaHMUS K
HuM. OpraHu3alnoHHO-
pacropsiauTesbHas
JIOKyMEHTAITus).

I13 Ne2. JTomkHOCTHAS HHCTPYKIHS

1

PA3JIEJT 1

OcHoBBI
JOKYMEHTAITHOHHOTO
obecrnieueHHs
YIpaBJICHUS
(Kimaccuduxanms
JIOKYMEHTOB.
JlokyMeHTUpOBaHue
YIPaBIECHUYECKOU
JIeSTeIILHOCTH.
Yuudukanus u
CTaHAapTU3alUs
JIOKYMEHTOB.
OdopmireHne
PEeKBU3UTOB. Bumbr
OJaHKOB U TpeOOBAHUS K
HUM. OpraHu3annoHHO-
pacropsiuTesbHas
JIOKYMEHTAITu).

I13 Ne2. JTomkHOCTHAs! MHCTPYKLIHS




Ne
cemecTpa

Tema (pazgen)
yueOHON TUCIUILITHHBI

HanmeHnoBanue 3aHATHH

Bceero ua-
COB/ U3 HUX
4acoB B
HWHTEpaK-
THBHOU

¢hopme

3

4

5

PA3JIEJT 1

OCHOBEI
JIOKYMCHTAITHOHHOTO
obecneueHus
YHOpaBJICHUS
(Kimaccuduxanms
JOKYMEHTOB.
JlokyMeHTUpOBaHue
YIPaBJIEHYECKON
JIEATEILHOCTH.
Yuaudukanus u
CTaHJapTU3AIHS
JIOKYMCHTOB.
OdopmieHue
PpeKBU3UTOB. Bupl
ONaHKOB U TpeOOBAHUS K
HUM. OpraHu3annoHHO-
pacropsauTeIbHas
JOKYMCHTAITHS).

I13 Ne4. Brinucka U3 npoTokoJa

1

PA3JIEJ 1

OCHOBEI
JIOKYMCHTAITHOHHOTO
obecrieueHus
yIpaBJICHUS
(Knaccuduxarus
JOKYMCHTOB.
JloKyMeHTHUpOBaHHE
YIpaBICHIECKOH
JIESITENBLHOCTH.
Yauduxauus u
CTaHJapTH3AIHS
JIOKYMCHTOB.
OdopmieHue
PpeKBU3UTOB. Busl
OJIaHKOB U TPEOOBaHHUS K
HuUM. OpraHu3alnoHHO-
pacropsauTeIbHas
JOKYMCHTAITHS).

I13 Ne4. Brinucka u3 mpoToKosa

PA3JIEJI 2
JloKyMeHTHUpOBaHHE
KaJPOBBIX MTPOIIECCOB
(ynpaBnenus
MIEPCOHAIIOM.
OdopmiieHue
JOKYMEHTOB IIPH ITpHEME
Ha pabory.
JIoOKyMeHTUpOBaHHE
JIBIDKEHUS TIEpCOHANA.
JIOKyMEHTUpOBaHHE MEP
TIOOIIPEHHUS U
B3BICKaHMUS).

I13 Ne10. ITepeBon Ha Apyryr0 paboty




Ne
cemecTpa

Tema (pazgen)
yueOHON TUCIUILITHHBI

HanmeHnoBanue 3aHATHH

Bceero ua-
COB/ U3 HUX
4acoB B
HWHTEpaK-
THBHOU

¢hopme

3

4

5

PA3JIEJI 2
JloKkyMeHTHUpOBaHHE
KaJpOBBIX MIPOLIECCOB
(ynpaBneHus
MIEPCOHAJIOM.
Odopmienne
JOKyMEHTOB P TIpHEME
Ha paboTy.
JlokyMeHTUpOBaHuE
JBHDKCHUSI TIepCOHaJa.
JloKyMEeHTHpOBaHHE MEp
TIOOIIPEHHUS 1
B3BICKaHUSA).

I13 Nell. IIpenocTtaBaeHue OTIycKa

1

PA3JIEJI 2
JloKyMeHTHpOBaHHE
KaJpOBBIX IIPOIIECCOB
(ynpaBneHus
MIEPCOHAJIOM.
Odopmienne
JOKYMEHTOB TP IIpHEME
Ha pabory.
JlokyMeHTUpOBaHue
JIBHDKCHUSI TIepCOHaJa.
JloKyMeHTUPOBaHUE MEP
MOOLIPEHHS 1
B3BICKAHHSA).

113 Nel2. IpexpaiieHre TpyJ0BOTO JOTOBOPA

PA3JIEJI 2
JloKyMeHTHUpOBaHHE
KaJPOBBIX MTPOIIECCOB
(ynpaBnenus
MIePCOHAJIOM.
OdopmiieHue
JIOKyMEHTOB TP IIpHEME
Ha padory.
JlokyMeHTUpOBaHue
JIBIDKEHUS TIEpCcOHama.
JloKyMEeHTHpOBaHHE MEp
MTOOIIPEHHUS 1
B3BICKAHHSA).

I13 Ne13. OdopmiieHrE TPOLIETYPHI TOOIIPEHAS

PA3JIEJI 2
JlokyMeHTUpOBaHue
KaJpOBBIX ITPOIECCOB
(ynpaBnenus
MIEPCOHAIOM.
Odopmnenne
JOKYMEHTOB IIpH IIpHEME
Ha paboTy.
JlokyMeHTupoBaHHe
JBIDKEHUS IEpCOHANa.
JlokyMeHTUpOBaHHE MEP
MOOILPEHUS U
B3BICKAHHSA).

13 Ne14. OdopmiteHue nporeypsl
JIMCIUTITMHAPHOTO B3bICKAHHSI




Ne
cemecTpa

Tema (pazgen)
yueOHON TUCIUILITHHBI

HanmeHnoBanue 3aHATHH

Bceero ua-
COB/ U3 HUX
4acoB B
HWHTEpaK-
THBHOU

¢hopme

3

4

5

10

PA3JIEJI 2
JloKkyMeHTHUpOBaHHE
KaJpOBBIX MIPOLIECCOB
(ynpaBneHus
MIEPCOHAJIOM.
Odopmienne
JOKyMEHTOB P TIpHEME
Ha paboTy.
JlokyMeHTUpOBaHuE
JBHDKCHUSI TIepCOHaJa.
JloKyMEeHTHpOBaHHE MEp
TIOOIIPEHHUS 1
B3BICKaHUSA).

I13 Nel5. JloknaaHas ¥ 0OBACHUTENbHAS 3aTUCKH

2

11

PA3JIEJI 2
JloKyMeHTHpOBaHHE
KaJpOBBIX IIPOIIECCOB
(ynpaBneHus
MIEPCOHAJIOM.
Odopmienne
JOKYMEHTOB TP IIpHEME
Ha pabory.
JlokyMeHTUpOBaHue
JIBHDKCHUSI TIepCOHaJa.
JloKyMeHTUPOBaHUE MEP
MOOLIPEHHS 1
B3BICKAHHSA).

13 Ne16. JInunast kKapTouka pabOTHHKA

12

PA3JIEJI 2
JloKyMeHTHpOBaHHE
KaJPOBBIX MTPOIIECCOB
(ynpaBnenus
MIePCOHAJIOM.
OdopmiieHue
JIOKyMEHTOB TP IIpHEME
Ha padory.
JlokyMeHTUpOBaHue
JIBIDKEHUS TIEpCcOHama.
JloKyMEeHTHpOBaHHE MEp
MTOOIIPEHHUS 1
B3BICKAHHSA).

I13 Ne 17. OdopmieHne neHCHn

13

PA3JIEJI 3
Opranuzanus paboTsI ¢
JIOKyMEHTaMHU
(Opranmzarnust
JIOKYMEHT0000pOTa B
CITy0€e ynpaBiIeHUs
MIepCOHAJIOM.
Opranuzanus
OTIEPaTHBHOT'O XPaHEHUS
JOKYMEHTOB B CITyX0e
yIpaBJICHUS
MIepCOHAJIOM.
DKcnepTu3a NeHHOCTH
JIOKYMEHTOB).

I13 Nel8. ®opMupoBaHHe TUIHBIX €T




Bcero ua-

COB/ M3 HUX
No No Tema (pazgen) . 4acoB B
o HanmeHoBaHnue 3aHATHI
/I cemecTpa | y4eOHOW AUCITUILTHHEI HWHTEpaK-
TUBHOH
¢hopme
1 2 3 4 5
5 OCHOBBI JJOKYMEHTAIIHOHHOTO 00eCIICUeHUS 16
ynpasienus (Knaccupukanus 10KyMEHTOB.
JloKyMEHTUpOBaHHE YIPABICHUECKOH eI TEIbHOCTH.
14 YHu}ukanus u cTaHIapTU3ANNS JOKYMEHTOB.
OdopmiieHre pekBU3UTOB. Bus! 611aHKOB U
TpeboBaHus K HUM. OpraHU3aIoOHHO-
pacropsauTeIbHas JOKyMEHTAIHSA).
BCETI'O: 34/0

4.5. lIpumepHasi TeMATHKA KYPCOBBIX POEKTOB (padoT)

KypcoBbie paboThl (IPOEKThI) HE MPEAYCMOTPEHBI.




5. OBPA3OBATEJIBHBIE TEXHOJIOT' T

B X071 TeKIIMOHHBIX 3aHATHI CTYJCHTHI MOIy4atoT HH()OPMAIIHIO 110 TeMaM. JTH TEMbl UMEIOT
OCHOBOIIOJIATalOINI XapaKTep MPU U3yYEHUH IUCLHUIUIMHBL, IPEAYCMOTPEHHBIN CTaHAapTOM. B
JEKUUAX Jal0TCA OCHOBOIIOIATraloMe MOMEHTBI KaK JEJIONPOU3BOACTBA B LIEIOM, TaK U
JOKYMEHTAIlMOHHOT0 o0ecrieueHue yrpasieHus (B T.4. KaJpoBOi cityx0bl) B opranusaunuu. Bee
JIEKIIMM COITPOBOKIAIOTCS MPE3EHTALUIMHU, B KOTOPBIX YKa3aHa COIIPOBOIUTEIIbHAS
UH(pOPMaLUs: OCHOBHBIE ITOHSTHUS, CTPYKTYPBI U IPUMEPHI JOKYMEHTOB.

Ha ocHOBe IpOYNTaHHBIX JIEKLIMM IPOBOASATCS CEMUHAPCKUE 3aHATHUS, HA KOTOPBIX
00CYX/1at0TCs ¥ ITPOBEPSIIOTCS 3HAHUS 110 IPONECHHOMY MaTepuaily, COCTAaBISIOTCS pa3IuyHble
BUJIBI IOKyMEHTOB, 3aTOJIHIIOTCA YHU(DUIIUPOBAHHBIE ()OPMBI JOKYMEHTOB B LIEJIAX
pUOOpETEHNs HABBIKOB BEJICHUS KaJpOBON JOKyMEHTallMU. Bce nmpakTuueckue 3aHaTUs
COIIPOBOKIAIOTCS MPE3CHTAIMSIMHY, B KOTOPBIX YKa3aHa COMPOBOAUTEIbHAS HHPOPMALIUS 110
paccMaTpUBaeMbIM IOKyMEHTaM: OCHOBHbIE MIOHATHS, ClIELIU(UKA CTPYKTYpPbI TIOKYMEHTA U
IIPUBEJICHBI UX IIPUMEPBI.

Ha npakTuueckux 3aHATHIX CTyAE€HTaM pa30upaeTcs BblJaBaeMoe 3aJaHKe I 3aKpeIICHHS
IPONJICHHOIO Ha JIEKIMUSIX MaTepuaia ¢ IpUMEHEHUEM NHHOBALIMOHHBIX METO/10B O0yUEHUS,
TaKue KaK MeToJ1 OJIUI-0Npoca AJIs MPOBEPKU M 3aKpeIUIeHUs IPOHIeHHOro MaTepuaia. B xone
paccMOTpEHMsI ONPEAEICHHBIX TEM MOJEIUPYETC IPOPECCUOHATIbHAS NESITEIbHOCTD:
JOKYMEHTHPOBAaHUE HAIOXKEHUS IUCLUILIMHAPHOTO B3bICKAHUs Ha paOOTHUKA, HE SIBUBLIETOCS
Ha paboTy 0e3 yBaKUTEIbHBIX MPUYUH U Ap. Takke HA MPOTSHKEHUN BCETO 00yUeHUS
cocTaBiseTcs (KaX10€e 3aHsTHe ONOoIHeTCs) aab0oM (HOpM KaapOBBIX JOKYMEHTOB, KOTOPbIE
MOHAA00STCS CTYIGHTaM B OyIylIeM I IPOXOKACHUS IPAKTUK U TabHEHIIeH paboThl B
KaJ[pOBOH CTy»0€e 10 CBOEH CIeLUaNlbHOCTH.

CamocrositenbHas paboTa CTYJIEHTOB BKIIIOUAET B ce0s JOMAIIHEE TIOBTOPEHHUE H3YYEHHOTO
MaTepHaa, BbIIOJIHEHUE JOMAIIHUX 3a/laHUH (COCTaBIEHHs JOKYMEHTOB COIJIAaCHO 3a/1aHHON
CHUTYaIllH), COCTaBJICHHUE albOOMa (OPM JTOKYMEHTOB, a TAK)XK€ H3y4EeHHUE JONOTHUTEIbHOM
JUTEPATYpBI 110 TAHHOW JUCLUIUIMHE U 110 AEJIONPOU3BOICTBY B LIEJIOM.

[Tpu cocTaBiieHUH IPOEKTOB TOKYMEHTOB MJIM UCIIPABICHUN B HUX OIIUOOK CTYACHTHI 10JIKHBI
I10JIb30BATHCSI HOPMAaTUBHBIMU ITPABOBBIMU aKTaMH, a TAK)KE KOHCIIEKTaAMU JIEKLUN U
MIPaKTUYECKHUX 3AHITHUM.

[TpuBoAMTCS OMMCaHNE 00pa30BATEIBHBIX TEXHOJOTHH, 00ECTICYNBAIOIINX JOCTHKEHUE
IUTAHUPYEMBIX PE3YJIbTaTOB OCBOCHMS MOJYJIS (TUCIUILIIMHBI):

Crneuuduka couetanus METOJ0B U (popM opraHuzanuu oOyuyeHus: OTpakaeTcsi B MaTpuLe (CM.
Ta611.) [lepedens MeTo10B 00yueHus 1 (popM opraHuzany 00yuyeHHst MOKET ObITh PAaCIIMPEH.
Metonb! u hopmbl opranuzanuu ooydenus (POO)

Mertonb! 1 GOpMBI aKTUBHU3ALMHU ACATEIBHOCTH Buabl yueOHOM esTeIbHOCTH

JIK Cemunap CPC

Huckyceus X X

IT-MeTOBI X X X

Komangnast pabora x

Pa360p keiicoB x

Onepexatomas CPC x x

NunuBunyanpHOE 00ydeHHE X X

[TpobnemHoe oOyueHue X X X

OOyueHne Ha OCHOBE OIIBITA X X

Jl1st noCTHKEeHUs TOCTaBICHHBIX LEJIEH MPENoJaBaHus JUCUUILINHBI PEATU3YIOTCs CIEAYIOIINe
CPEJIICTBA, CIIOCOOBI U OpraHU3aUOHHbBIE MEPOTIPUSATHS:

- U3y4EHUE TEOPETUUECKOr0 MaTeprala AUCLUIUIMHBI HA JIEKLIUAX C UCIIOJIB30BAaHUEM
KOMIIBIOTEPHBIX TEXHOJIOTUH (COMPOBOXKIECHUE JIEKIIUNA MTPE3ECHTALUSIMHU);



- CAaMOCTOSITEJIbHOE N3YUEHHE TEOPETUYECKOr0 MaTepHasa JUCIUIUIMHBI C HCIIOJIb30BaHHEM
Internet-pecypcos, nHbOpMaITMOHHBIX 0a3, METOIUYECKHUX Pa3pabO0TOK, CIICIIUATBLHON y4eOHOU U
Hay4HOU JIUTEPATYPBHIL;

- 3aKperIeHUE TEOPETUYECKOT0 MaTepHaa npy IpOBEICHUH TPEHHUHIOB, BHIITOJIHEHUS
poOJIEeMHO-OPUEHTHPOBAHHBIX, TOMCKOBBIX, TBOPYECKUX 3a/1aHUI



6. YAEBHO-METO/MYECKOE OBECIIEYEHHUE JIJI1 CAMOCTOATEJBbHOM

PABOTbBI OBYYAIOHIIUXCSI MO AUCHUTITIUHE (MOAYJIIO)

No No
n/m ceMecTpa

Tema (paznen)
yUeOHOM JUCITUTUTNHBI

Bun camocrosiTenbHOM pabOTHI CTy/ACHTA.
[epeuenp y4eOHO-METOANIECKOTO
obecrnieyeHust Uil CaMOCTOSITENbHON paboThl

Bcero
4acoB

1 2

3

4

1 5

PA3JIEJT 1

OCHOBHI
JIOKYMEHTaIIHOHHOTO
obecrieueHus
yIpaBJICHUS
(Knaccuduxarys
JIOKYMEHTOB.
JIoKyMeHTHpOBaHHE
YIPaBJIEHYECKOU
JIeSITeTTHbHOCTH.
Yanduxanus n
CTaHIAPTU3AIIHS
JIOKYMCHTOB.
OdopmieHne
PEeKBU3UTOB. Buabl
OJIaHKOB U TPEOOBAHMS
K HUM.
OpraHu3aioHHO-
pacnopsaurenbHas
JIOKyMEHTaIIus).

Wzyuenne yaeOHO aUTEpaTypHI U3
TIPUBEJICHHBIX HCTOYHHKOB: [1], [4], a Taroke
pecypcoB HH(POPMAITHOHHO-
TEJICKOMMYHHUKAIIHOHHOW CETH «MHTEPHET
(1.8 HacTosIIEeH pabouelt mporpaMmel) U
KOHCIIEKTOB JIGKLIUH U MPAKTHUECKUX 3aHATUI

PA3JIEJT 1

OcHOBBI
JIOKYMEHTaIIHOHHOTO
obecrieueHUs
YIpaBICHUSL
(Knaccuduxanus
JIOKyMEHTOB.
JloxymMeHTHpOBaHue
YIPaBJIEHYECKOU
JIeSTeIIbHOCTH.
Yuudukamus u
CTaHIApTU3AIIHS
JIOKYMCHTOB.
Odopmienue
PEKBU3UTOB. Buer
OIaHKOB ¥ TpeOOBaHHSA
K HUM.
OpraHu3aioHHO-
pacnopsaurenbHas
JIOKyMEHTaIus).

Wzyuenne yueOHOI auTEpaTypHI U3
MIPUBEACHHBIX UCTOYHUKOB: [1], [4], a Takxke
pecypcoB HHPOPMAIMOHHO-
TEJICKOMMYHHUKAIIHOHHON CETH «MHTEPHET
(1.8 HacTosIIeH pabodeli MporpaMMBI) U
KOHCIIEKTOB JIEKIIMH U IIPAKTHUYECKUX 3aHATUM

PA3JIEJI 2
JlokyMeHTHpOBaHMe
KaJpOBBIX IIPOLIECCOB
(ynpaBneHus
HNEPCOHAJIOM.
Odopmienue
JIOKYMEHTOB IIpU
nmpueMe Ha paboTy.
JloxymMeHTHpOBaHue
JIBIDKEHUS TIePCOHANA.
JloxymMeHTHpOBaHue
Mep MOOIIPEHUS ’
B3BICKaHHSA).

Nzydenne yueOHOM aUTEpaTYpHI U3
MPUBEAECHHBIX UCTOYHUKOB: [2], [3], [5], a
TaKXe pecypcoB HHPOPMAIIMOHHO-
TEIEKOMMYHHUKAIIMOHHOMN CEeTH «IHTEPHET)
(1.8 HacTosIIEeH pabouelt mporpaMmel) U
KOHCIICKTOB JICKIIWIA U MPAKTHYCCKUX 3aHITUN

21

PA3EJ 3
Opranusanus paboTsl

N3y4yenue yueOHOM auTepaTypsl U3
IpUBEJEHHBIX HcTouHMKOB: [1], [2], [3], [4],

10




C JOKYMEHTaMH
(Opranusamus
JIOKYMEHTO0000pOTa B
ciyx0e yrmpaBiIeHUs
HEPCOHATIOM.
Opranuzanus
OIIEPaTHBHOTO
XpaHeHHs JOKYMEHTOB
B CIIy’K0€ ynpaBieHUs

[5], a Takxke pecypcoB HH(DOPMAITHOHHO-
TEIEKOMMYHHUKAIIMOHHOM CETH «HHTEPHET
(1.8 HacTOsIIEH pabodeli MporpaMMBI) U
KOHCIEKTOB JIEKIIMHA U IPAKTUYECKUX 3aHATHI

MIEPCOHAJIOM.
DKcrnepTu3a HEHHOCTH
JOKYMEHTOB).
PA3JIEJT 4 Wzyuenne yueOHO IUTEpaTypHI U3 4
Jpyrue moKyMeHTHI TIPUBEJICHHBIX HCTOYHHKOB: [2], [5], a Taxoke
CBsI3aHHBIE C KaJpOBOH | pecypcoB HH(OpManOHHO-
JESATEILHOCTBIO TENICKOMMYHHUKAIIHOHHONW CETH «MHTEPHET
(1.8 HacTosIIEH pabouelt mporpaMmel) U
KOHCIIEKTOB JIGKLIUH U MPAKTHUECKUX 3aHATUI
OCHOBBI JOKyMEHTAI[HIOHHOTO 00eCIeYeHUs 20
ynpaenenus (Kinaccudukanus 10KyMeHTOB.
JloKyMeHTHpOBaHHUE yIIPaBICHIECKON
JEATENIFHOCTH. YHU(HUKAINSA U CTaHIapTH3AL
nokyMmeHToB. OdopmiieHre peKBU3UTOB. Busl
OmaHKOB ¥ TpeOOBAHUS K HIM.
Opranu3annoHHO-pacOPsIIUTENbHAS
JIOKyMEHTaIH).
BCEI'O: 65




7. IEPEYEHb OCHOBHOA U IONIOJIHUTEIbHOM JIUTEPATYPBI,
HEOBXOJNMOI JJIs1 OCBOEHUS U CIATITAHBI (MOY.JIST)

7.1. OcHoBHas1 IUTEpaTYpa

Hcnonb3yercs
Ne HaiMeHOBAHME Astop (b1) I'on u MecTo M3nanus NIPY U3YYCHUHU
n/n Mecto goctyna pa3zenoB, Homepa
CTpaHUI]

1 | JlokyMeHTaIoHHOE Ky3neuos U.H. M.: U3narenscTBO ISBN 978-5-534-
obecrieueHne yIpaBICHHUS. IOpaiir, 2018 — 461 04275-7
JlokymMeHT0000pOT 1 c., 2018
JIETIONPON3BOJICTBO: YUEOHHK 1
TPAKTHKYM JIJIsI TIPUKIITHOTO http://library.miit.ru/

OaxanmaBpuaTa

2 | JJoKyMEeHTalMOHHOE Abymanze J1.T., WznarenscTBO ISBN 978-5-534-
obecrieueHre ynpasieHus Brempsxkuna U.B., IOpaiir, 2018 — 299 00875-3,Pazzen
MIepCOHAJTIOM: y4eOHHK 1 Macnosa B.M c., 2018 2Paznen 3
NPaKTHKYM IS
aKaJIeMMYeCcKoro OakaiaBpuara http://library.miit.ru/

3 | HokymenroBeneHue: yucOHuk u | Jloponuna JILA. WznatenbcTBO Pasnen 2Paznen
NPaKTHKYM IS IOpaiir, 2018 — 309 3Pazzen 4
aKaJeMU4IecKoro OakamaBprara c., 2018

http://library.miit.ru/
7.2. JlonoiHMTEIbHAS JIUTEPaTypa
Hcnone3zyercs
Ne HaMeHOBAHNE ATop (b1) o u MecTo 3naHus NPY U3YyYCHUHU
n/n Mecto noctyna pasziesoB, HoMepa
CTpaHuUI]

4 | OCHOBBI IETONPON3BO/ICTBA. IllyBanosa H.H. M3nparenscTBO ISBN 978-5-534-
SI3BIK ciTy’)k€OHOTO TOKyMEHTa: IOpaiir, 2018 — 375 00297-3
Y4IeOHHK U IPAKTUKYM IS c., 2018
aKaJIeMH4ecKoro OakanaBpuara

http://library.miit.ru/

5 | TpyznoBoe mpaBo : yueOnuk s | Kyp6anos P.A. M.: U3natenscTBO ISBN 978-5-534-

aKaJIeMHUYeCKOTO OaKalaBpuara IOpaiir, 2018 — 409 01118-0
c., 2018
http://library.miit.ru/

8. NIEPEYEHH PECYPCOB WH®OPMAIIMOHHO-TEJJEKOMMYHUKALIMOHHOM
CETHM "MHTEPHET", HEOBXOJIMUMBIE JJISI OCBOEHHUS M CHUATIIVHBI
(MOY.JIS)

1. http://miit-ief.ru/student/methodical literature/ (Dnexkrponnast 6udaHoTeKa UDD)

2. http://library.miit.ru (HTb MUHNTa (o1eKTpoHHO-OMOINOTEUHASI CHCTEMA))

3. https://www.biblio-online.ru (QnekTponnas 6ubnuoreuynas cucrema «HOpai», 10CTyI ISt
CTyIeHTOB U npenoaasareneit PYT(MUNT))

4. http://e.lanbook.com (DnexkTpoHHO-OMOIHOTEYHAs cucTeMa «JIaHb», TOCTYN I CTY/ICHTOB H
npenonasareneid PYT(MUUNT)

5. https://www.book.ru/ (3BC book.ru — qoctym m1st mpenogaBaTeneit u CTyASHTOB
PYT(MUUT)

6. [TouckoBsie cuctemsr: Yandex, Google, Mail.

7. opran muia pykoBoaurenei ciyx6 JJOY u cexperapeit Bcex ypoBHei
http://www.sekretariat.ru/

8. MudopmarmonHo-npaBoBoii moptain http://www.garant.ru/



9. Opunmansueiii caiit komnanuu "Koncynerantllntoc http://www.consultant.ru/
10. Tpymosoii kogekc PD 2015-2014 http://www.trudkodeks.ru/

11. "BKK" - HarnoHanbpHBIN COr03 KaapoBukoB http://www.kadrovik.ru/

12. HR-Coo6miectBo u ITyonukanuu http://hr-portal.ru/

13. http://docs.cntd.ru/ - anekTpoHHbI (HOH TPABOBOI U HOPMATUBHO-TEXHUYECKOM
JIOKYMEHTAIHH.

9. HIEPEYUEHb MHO®OPMALIMOHHBIX TEXHOJIOTHil, IPOTPAMMHOI'O
OBECHEYEHHUS 1 THOPOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM,
HUCIOJb3YEMBIX [P OCYIIECTBJIEHUH OBPA30BATEJIBLHOI'O MPOLIECCA
MO JUCHUILIMHE (MOYJIIO)

[TpenogaBanvie quciuIuMHbl «KaapoBoe MeIonporn3BOICTBO» OCYIIECTBISETCS B GopMe JISKITHA
U IIPAKTUYECKUX 3aHATHH € SJIIEKTPOHHBIM COMPOBOXKACHUEM B (hopme mpe3eHTanuii Power
Point.

Jlist mpoBeieHust JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATHI HE0O0X0IMMa Crelialn3upoBaHHAas
ayauTopusi, 000py10BaHHAs MyJIbTUMEIUNHBIM 000pYJOBaHUEM (IIPOEKTOP, IKPaH,
HOYTOYK/TIepCOHaIbHBIN KoMIbIoTep). HoyTOyK/IIepcoHanbHbI KOMIBIOTEP JOJKEH ObITH
obecrieveH CTaHIapTHBIMU ITPOTPAMMHBIMHE MTPOTYKTaAMH B 00s3aTEIILHO MPOTPAMMHBIM
npoaykrom Microsoft Office.

JIJ1st caMOCTOSITENBHON pabOTHI CTYICHTOB HEOOXOAMM HOYTOYK/TIEPCOHABHBIN KOMITBIOTEP C
BBIXOJIOM B UHTEPHET, a Takxke npuHTep. HoyTOyk/mepcoHanbHblii KOMIBIOTEP TOJIKEH ObITH
obecrieveH CTaHIapTHBIMU MTPOTPAMMHBIMHE ITPOTYKTaAMH B 00s3aTEIILHO MPOTPAMMHBIM
npoaykroM Microsoft Office.

B o0pasoBarensHOM mporiecce MPUMEHSIOTCS CIISAYIONIe HHPOPMALMOHHBIE TEXHOIOTHH:
MEPCOHAIBHBIE KOMITBIOTEPHI; KOMIIBIOTEPHOE TECTUPOBAHUE; MYIbTHMEINHHOE

10. ONUCAHUE MATEPUAJIBHO TEXHUYECKOW BA3bI, HEOBXOIUMOM 1151
OCYIIECTBJEHMS OBPA3OBATEJILHOT'O MTPOIIECCA IO JUCHHUATIJIVHE
(MOJZIYJIIO)

Jls1 ycrienrHoro mpoBeICHHS Ay TUTOPHBIX 3aHATUNA HEOOXOIUM CTaHAAPTHHIN HAOOP
CHeMaln3upOBaHHON yueOHOU Mebenu 1 yueOHoro obopynoBanus. [y npoBeneHus 3aHATHI
He0OXorMa CeIUATN3UPOBAHHAS aAyIUTOPHS C MYJIbTUME/IMA arllapaTypoi.

Jl1st opraHu3anuu caMoCTOATENbHONM paboThl CTYIECHTOB HE00X0IMMa ayJUTOPHS C paboYrMHU
MecTaMu, obecrieunBaronuMu Beixo1 B UuTepHeT. HeoOxoaum TOCTyI KaXK10TO CTYIeHTa K
WH(OPMAILIMOHHBIM PeCcypcaM — HHCTUTYTCKOMY OMOIHOTeuHOMY (DOHJIY U CETEBBIM pecypcam
Nurtepner.

11. METOAUYECKHUE YKA3AHUS /151 OBYUAIOIMXCSI 10 OCBOEHHUIO
JUCHUILIMHBI (MOLYJIS)

Jlns mpoBeieHust IPaKTUUECKUX 3aHATUI

PexomenayeTcs cienyronum o6pa3oM OpraHu3oBaTh BpeMsl, HE0OX0IUMOe 7Sl U3yYEeHUs
JUCIUIIIAHBL:

* 3y4eHHUE KOHCIEKTa JIEKIIUU B TOT K€ JIeHb, nocie Jekuuu — 10-15 MuHyT.

* IOBTOPHBII MTPOCMOTP KOHCIIEKTA JICKIIAH TIepeN cieaytomei sekuueid — 10-15 MuayT.

* IO/IFOTOBKA K MpakTHUecKoMy 3aHATUIO — 20-30 MUHYT.

B Xo0/1e NEKIIMOHHBIX 3aHATUNA PEKOMEHYETCS

* BECTH KOHCIIEKTHPOBAaHUE YUeOHOI0 MaTepHaa,

* oOpamiath BHUMaHHUE Ha KaTeropuu, GOpMyJIHPOBKH, PaCKPBIBAIOIINE COJIEPIKaHUE TeX WU
MHBIX TIPOIIECCOB, HAYYHBIE BBIBO/IBI U IPAKTUYECKHE PEKOMEHIALIUH 110 UX IPUMEHEHMIO;

* 33/1aBaTh MPENOJaBaTelI0 YTOUHSIONINE BOIIPOCHI C LENbIO YICHEHUS TEOPETUUECKUX
MI0JIO’KEHUH, pa3pelIeHNs CIIOPHBIX CUTYalUi;

* J)KeJIaTeIbHO OCTABUTH B pab0YMX KOHCIEKTaX I0JIs, HA KOTOPHIX BO BHEAYJUTOPHOE BPEMs



MOJKHO CJIeaTh MIOMETKU U3 PEKOMEHJOBAHHOM JINTEPATYPHI, JOMOIHSIIOIINE MaTEpHUa
MPOCITYIIIAHHOM JIEKIIMH, a TAK)KE MOTYEPKHUBAIOIIIE 0CO0YI0O BAXKHOCTh T€X WJIM UHBIX
TEOPETUYECKUX TTOJIOKEHHIM.

[Tpu moAroTOBKE K MPAKTUYECKUM 3aHATHUSAM, O0yUYaAIOUIUMCS TOJIE3HO U3YYUTh OCHOBHYIO
JUTEPATYpPy, O3HAKOMUTHCS C JONOIHUTEIBHON TUTEPATYpO. [Ipu 3TOM ydecTh peKOMEH AU
npenojaBaress U TpeOoBaHus yueOHOU mporpaMMbl. B xo/1e HOArOTOBKY K MPAKTHUYECKUM
3aHITHSIM HEOOXOIMMO OCBOUTH OCHOBHBIE TIOHATHS U TPEOOBaHUS MO 0(HOPMIICHUIO
JIOKYMEHTOB. B TeueHHe NpaKTUYECKOT 0 3aHATHS CTYJEHTY CIEAYeT BECTH KOHCIIEKT 110 TEME
3aHATUSA U KOMMEHTAPUEB 110 BBIIIOJHEHUIO 3aJJaHus, BEIIAHHOTO IPEIOJaBaTEIEM.
Teopernueckuii MaTepuai Kypca CTaHOBUTCS O0Jiee MOHITHBIM, €CIIU IOIOJHUTENBHO K
IIPOCIIYIIMBAHUIO JIEKIIMY U U3YYEHUIO KOHCIIEKTa, U3y4aloTCsa U KHUTU. Pekomenayercs, BMECTO
IIPOCTOTO «3ayYHMBAHUS» MaTepuasa JOOUTHCS MOHUMaHUs U3ydaeMoii TeMbl. C 3TOM Lebio
CJIeyeT CBOEBPEMEHHO BBIIOJIHATH IPAKTUYECKHUE 3aJaHUs, BBIABAEMBbIE IIPEIIOJABATEIEM 10
TEME 3aHATUS.

[Tpu BBINOJHEHUU IOMAIIHUX 33JaHUH HE0OXOJMMO CHavajia [IOBTOPUTh OCHOBHBIE CBEJIEHUS 110
TeMe 3a1aHusl. [Ipy BBITOTHEHUHN NPAKTUYECKOTO 3aJaHUs HY>KHO [TOBTOPUTH COOTBETCTBYIOILIUN
KOHCIIEKT Y U3Y4YHUTh PEKOMEHIYEMYIO JINTEPaTypy.

Texkymuii KOHTPOJIb OCYIIECTBIIECTCS B BUJIE KOMIUIEKCHOHN OLIEHKU, KOTOpasi BKJIIOYAeT B ceOsl:

* [I0CEIAEMOCTh IIPAKTUYECKUX 3aAHATHUM;

* CBOEBPEMEHHOE BBIIIOJIHEHUE TPAKTUYECKUX 3a/I1aHUN;

* OLICHKY BBIIIOJIHAEMbIX IPAKTUYECKUX 3aJaHU.

[Ipu noAroTOBKE K 3a4€Ty CTYJAEHThI 1OJKHBI HOBTOPUTH MAaTepUal JICKIUOHHBIX U
IPAKTUYECKUX 3aHATUHN 110 OTMEYEHHBIM IIPETOAABaTENAM TEMaM.



