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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-2 CnocoOGHOCT, K aHamu3y M OIIEHKE ITOKaszarejed MesTeIbHOCTH METUIIMHCKON OpraHu3alliu,
B3aUMOJICUCTBHIO C PYKOBOJICTBOM M CTPYKTYPHBIMH TOJIPA3ICIICHUSIMHU MEAUITTHCKOW OpTaHu3aIlin

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHUS ITUCITUTIINHEI:
- HAy4YHO-UCCJIEA0BATEIbCKHI
- OpraHU3allMOHHO-YIIPABICHYECKUI

1.3 JlucuuriinHa OpUEHTHPOBAHA HAa MOATOTOBKY OOydYaroUIMXCs K MPO(ecCHOHAIbHOM AEATEIbHOCTH B
chepax: 01 OOpazoBanme u Hayka (B cdepe oOmero, mpodeCCHOHATBLHOTO U JIOTOTHHTEIHLHOTO
npodecCHOHAIILHOTO 00pa3oBaHMs; B cdepe HayuyHbIX uccienoBanuii), 02 3apaBooxpaneHue (B cdepe

opraHm3anv CUCTCMbI 3JpaBOOXPAHCHUS B LCIIAX
obecriedeHus1 00IIECTBEHHOTO 310POBbsI)

1.4 B pe3ynbTare 0CBOCHHS JUCLHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,
HEOOXOOUMOM IS

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

npodeccroHaIbHEIC (hopMHpOBaHUS TPYJIOBOTO
nercTBus (MIpH HAUTHIUAH WIH PO eCCHOHATBLHOTO
npodcTangapra) TEHCTBUS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

I1K-2 Crnoco0HOCTh K
aHAJIU3y U OLICHKE
MoKa3arejaeH AeITeIbHOCTH
MEIMIIMHCKOW OpraHHU3aIlvH,
B3aMMOJCHCTBHIO C
PYKOBOJICTBOM U
CTPYKTYPHBIMHU
noapa3aeIeHUSIMU
MEMIIMHCKOW OpraHu3aIliu

AHaNMM3UPyeT OCHOBHBIC TOHSATHS JOKYMCHTAIHOHHOTO
obecrieueHus] yIpaBIeHUs] B MEAWIIMHCKON OpraHu3aIliH,
TpeOOBaHUS K  COCTaBICHHIO W OQOPMIICHHUIO
JOKYMEHTOB,  BHIBl  JOKYMCHTAIMH,  TEXHOJOTHIO
OpraHu3aIuu JOKyMEHTO000POTa ¥ aBTOMATH3UPOBAHHON
00pabOTKY TOKYMEHTAIHH

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

I1K-2 CnocoGHOCTh K aHaJIM3y M OIICHKE MOKa3aresiel AEATENbHOCTH MEIUIUHCKOM

OpraHMu3allli, B3aUMOJECUCTBUIO C PYKOBOJACTBOM M
MEIULIMHCKON OpraHu3alu

No
n/n

HanmenoBanme
JMCIATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3HU

®opma oOyueHus

OuHo-3a04Hasg
(cemecTtp)
11231415

1 | AAIMUHHCTPATUBHO-YTI +
paBiieHYecKas

MPaKTHKA

2 | busHec-IaHupPOBaHH
€ B ME/IUIUHE

3 [demorpadus u
OCHOBBI METUIIMHCKOH
CTaTUCTUKU

4{O01ecTBEHHOE
30POBbE U
3PaBOOXPAHCHHUE

CTPYKTYPHBIMH TOAPA3AECIEHUSIMU




5 [O3HakoMureabpHas +
MpaKTHKA

6|OcHOBHEBIE +
COINAJILHO-TUTHEHHY
eckue (haKTopsI
(hopMupOBaHUS
3a0071eBaEMOCTH
HACEJIEeHUs

7| [Ipennunnomuas +
MpaKTHKA

8 |[TpukmagHOM +
CTAaTUCTUYECKUI
aHaIn3

9|CranmapTu3anus B +
3PaBOOXPaHEHUU

10|CraTucTuueckut +
aHaigu3

11 |Dkonorusi, caHOJIOrUsI +
1 mporIakTHIeCKIe
TEXHOJIOTUU

2. Mecto nucuumiimabl B cTpykrype OII marucrparypsi:

HucuunnuHa «JlokymMeHTannoHHOEe oOeclieueHrne YIpaBJICHUS» OTHOCUTCA K 4acTd, (QopMHpyeMoit
y4aCTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUH, ydeOHoro turana OIl mo Hanpasnenuto moarotosku 32.04.01
- O011ecTBEHHOE 37JpaBOOXPaHEHUE.

JucuummHa «J{oKkyMeHTalMoOHHOE oOecIieueHue yIpaBIeHUs» u3ydaercs B 4 cemecTpe.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIMIUIMHEL: 2 3.€.
OunHo-3a04Hast: 2 3.€.

OuHo-3a04yHaA

Bup yueOHOIt paboThI
Ay p (Bcero yacos)

OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI 72
KonTaktHas pabora 16
Jlexnuu (Jlekiun) 6
[Tpaktuueckue (IIpakr. pab.) 10
CamocrosrenbHas padota (CP) 56

3auer -

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMbI TEKyIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
0-3{0-3|0-3
4 cemectp




1 OcCHOBHbIE TOHATHS Ormpoc;
JOKYMEHTAI[HOHHOT TectupoBanue
0 obecrieueHHS
yIpaBJICHUS B
MEAUIIMHCKHIX
OpraHu3aIHsIX

2 TpeboBanus Ompoc;

COCTaBJICHUIO U TectupoBanue;
o(OpMIICHHUIO [Ipesenrarus
JOKYMEHTOB

3 OpranuzanyoHHas Omnpoc;
JOKYMEHTAIHSI. TectupoBanue
PacnopsiautensHas
JOKYMEHTAIHs B
MEAMIIMHCKHUX
OpraHm3alusx

4 WNudopmanmonHo-c Pecepar;

[paBoOYHas TectupoBanue
JOKyMEHTalUs. 1 2 |10
JloxyMeHTanus 1no
JUYHOMY COCTaBY

5 JIOKyMEHTBI 11O Omnpoc;
CHAOXKEHHIO U TectupoBanue
cobITy. @UHaHCOBas
JOKYMEHTAIHs B
MEIUITUHCKUX
OpraHu3aIHsIX

6 TexHonorus u Omnpoc;
MPUHIIAI TecTupoBanue;
OpraHu3aINH Pedepar
JIOKyMEHTO000pOTa.
Texnonmorus
aBTOMaTU3UPOBAHHO
i 00paboTKn
JTOKYMEHTAIu1

Tema 1. OCHOBHbIE MOHATHS JOKYMEHTAIMOHHOI0 o0ecrevYeH sl YIPaBJeHUsl B MeIUIIMHCKHUX
opranuzanusx (I1K-2)
Jlekumus.

[enu, 3ajaun ¥ MPUHLHKIIBL AEJIONPOU3BOACTBA. VlcTopHs Aenonpon3BoaCcTBa Kak Hayku. [IpenMer u 3agaumn
Kypca. Kparkuii 0630p nuTeparypsl U UCTOUHUKOB IO JTAHHOMY Kypcy. PekomeHnanuu mo opraHusaiuu
CaMOCTOSITEIBHOW W BHEAyIUTOPHOH paboThl  cTyaeHTOB. [loHATHE O KOPPECTOHACHIIMU W
JEJIONPOU3BOACTBE. Jlornueckas CTpyKTypa AUCLMIUIMHBI, €€ MECTO B CUCTEME MOATOTOBKHM CIELUAINCTA,
MEXIpEAMETHbIE CBsI3U. lOCylnapcTBeHHas cHUCTeMa JIOKyMEHTAllMOHHOTO OOEeCHeueHusl YIpaBiIeHUS
(I'CAOY) — cBox mpaBwmiI, YCTaHABIMBAIOIINX €IUHBIE TPEOOBAHUS K JOKYMEHTUPOBAHUIO YIIPABICHYECKOM
NEeSITeIbHOCTH U OpraHu3alui padoThl ¢ JOKYMEHTaMH B METUIIMHCKUX OpraHU3aIUsX.

CocrtaB ympaBieHYeCKHX JOKyMeHTOB. [loHsitue cucrembl JokyMeHTanuu. OyHKIMOHAJIbHBIE U
OTpaclieBble CUCTEMbI IOKyMEHTAlWU. YHU(DUKALMS U CTaHAAPTU3AIUS YIIPABICHYECKUX TOKYMEHTOB

IIpakTnyeckoe 3ansATHE.
Bomnpocs! gt 06cyxaeHus:

1. BeisiBuTe AcUHUIMM TIOHATHS «IOKYMEHT», TMPEJACTABICHHbIC B HOPMATHUBHON JTOKyMECHTAIlUU H
BBIJICJICHHBIC CIIEIUATUCTAMH U3 pa3HBIX 001acTei.



2. CpaBuute mnousatus nokymenta B ['OCT P 7.0.8-2013. Cucrema cranmapToB 1o WH(pOpPMaLUH,
OUOIMOTEYHOMY U U3ATENIbCKOMY JeiTy. Jlenonpon3BoICTBO U apXUBHOE Ae0. TepMUHBI U ONpeaesieHus 1
B yrparusieM cuiry 'OCT P 51141-98. Jlenonpou3BoaCcTBO U apXUBHOE /1€710. TEpMUHBI U ONPEENIEHNUS,
yKaxkuTe oTanuusi. C yeM CBA3aHO BHECEHUE U3MEHEHUH B e PUHULIUIO TOKyMEHTa?

3. U3 rocynmapctBenHoro cranpapra P® «Cuctema cranmaaproB no uHpoOpMauuu, OMOIMOTEUHOMY U
u3aTebCcKoMy nieny. Jlenonpous3BOACTBO U apxuBHOe jeno. Tepmuusl U omnpenenenus» (IOCT P
7.0.8-2013) BoInuIIMTE BCE BUBI JOKYMEHTOB U JAHHBIE UM ONPEICIICHUS.

4. [IpoBenuTe aHaIU3 MOHITHS JOKYMEHTA, Jiejas yIop Ha yIpaBlieH4ecKue, MpaBoBble, H(OPMAIIMOHHEIE,
JOKYMEHTOBEUECKUE, apXUBOBEIYECKHE €ro acheKTbl MU CHHEPreTUYEeCKyl0 TEOpHI0 JIOKYMEHTA.
ChopmynupyiiTe cBOe MOHITHE JOKYMEHTa, KOTOpOE Obl OXBATHIBAJIO BCE €TI0 COCTABIISIOIINE.

5. Hcnonp3yst «OOmepoccHiickuii KiacCU(PUKATOp YIpPaBICHYECKON JOKyMEHTAIlMW», BBIIHUIIUTE BCE
YHU(PULIIPOBAHHBIE CUCTEMbI YIPABICHYECKOIN TOKYMEHTAIIUH.

6. Ucnonb3ys «O0mepoccuiickuii kiraccu(pukaTop ynpaBieHYECKOH JOKyMEHTAIUN, ONPEIEINTE BUIOBOM
COCTaB OPraHU3alMOHHO-PACIIOPAIUTEILHON JOKYMEHTALIUH.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
VYkakuTe apryMeHThI B TOAJIEPKKY Barel Touku 3peHust:
- MO>XHO 7T B COBPEMEHHOM MUpPE 000UTUCH 0€3 JOKyMEHTOB?
- Ponb 1 3HaueHME TOKYyMEHTOB B COBPEMEHHOM MHUpE /0011ecTBe/ 11 KOHKPETHOTO YEJIOBEKA.
- Kak OynyT paboTars ¢ JokyMeHTaMu B Oyayiiem?
- bymaxkHbIe UM IIEKTPOHHBIE JOKYMEHTHI?
IIpoBeps ceds:
1. BcraBbTe mponyIieHHbIe CJI0Ba:
Llokymenm — amo Ha Hocumerne
C PEKBU3UTaMHU, MMO3BOJISIIOIIMMH €€

Oguyuanvuuiii 0oKyMeHm — 3M0 OOKYMEHM, CO30AHHbI ,
0(hOpPMIICHHBIN B YCTaHOBJICHHOM

Apxuemwviti OOKyMeHm — 5mo OOKYMeHm, WU NOOTIeHCAUYUT
B CHITy €r0 TS TPaKIaH, 00IIecTBa, TOCyIapCTBa.
DnekmpoHHbI OOKYMEHM — Mo , UHGopMayus Komopoeo npeocmasiena 6
gopme.
Hokymenmuposannas — ungopmayus — —  9mo ungopmayus,  3agukcuposannas
Ha

Tema 2. TpeOoBanus k coctaBjieHu0 1 opopmieHuro 1okymenToB (I1K-2)

Jlekumus.
OdopmieHre TOKyMEHTAllMd B COOTBETCTBHM C HOPMAaTUBHOW 0a30if, B TOM 4YHCIIE C HCIIOJIb30BAHHUEM
MH(POPMALMOHHBIX TeXHOJOrMH. OCHOBHBIE MTpaBUiIa OPOPMIICHUIO MAIIMHOMUCHBIX TEKCTOB. TpeboBaHus
K 0(hOPMIICHHIO TEKCTA.
OcCHOBHBIE PEKBU3UTHI TOKYMEHTa, WX Kiaccudukanus, npasuia opopmienus B coorBercTBuu ¢ I'OCT.
@opmyssip 1 OJIaHK JTOKyMEHTA.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
1. Hcnonw3ys mpaBoBele 0Oa3bl «Koncymprant mmmoc» wuinm  «lapaHT», cocTaBbTe mepedeHb
HOPMAaTHUBHO-TIPABOBBIX u HOPMAaTHUBHO-METOJMUECKUX JTOKYMEHTOB, perIaMeHTUPYIOIINX
JOKYMEHTHUPOBAHHWE  YIPABICHUYECKOM JEATENbHOCTH, OpraHM3aluio paboTel € OQUIHMATHLHBIMU
JOKyMEHTAaMH M apXHBHOE XpaHEHHWE JOKyMEHTOB. HopMaTuBHBIE IOKYMEHTHI pPACHOJIOKUTE MO HX
IOpUNYECKOM CUIIE.
2. Mpoanamuzupyiite [OCT P 7.0.97-2016. Cucrema ctanmaptoB 1no uHpopMmaiuu, OHOINOTEUHOMY H
u3aaresbekoMy Aeny. OpraHu3alMoHHO-PACOPSAUTENbHAS TOKyMeHTauus. TpeboBaHus K OpOPMIICHHIO
JTOKYMEHTOB.
OTBeThTE Ha CIIEYIOIINE BOIIPOCHL:



2.1. KakoBa 005acTh MpUMEHEHHsI JAHHOTO TOCYIapCTBEHHOTO cTaHaapra?
2.2. V3 Kakux pa3ziesioB COCTOUT JTaHHBIN TOKYMEHT? ONHUILNTE KPATKOE COEPKAHUE KAXKIOTO pa3jea.

2.3. Jaiite ompenencHUe MOHITHIO «PEKBU3UT». CKOJIBKO PEKBU3UTOB CYIIECTBYET Yy JOKyMEHTa (110
JAHHOMY IOCyIapCTBEHHOMY CTaHIapTy)?

2.4. Kakue TpeOOBaHUSI B COOTBETCTBUU C JIAaHHBIM HOPMAaTUBHBIM JIOKYMEHTOM JOJDKHBI MPEIBSIBIATHCS K
O71aHKaM JTOKyMEHTOB?

2.5. Kakue npunoxeHust coiepkarcs B JAHHOM JIOKyMEHTe?

3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.
-M3y4eHue yueOHOM, HayqHOH U METOIUYECKON JIUTEPaTypbl, MAaTEPHATIOB MEPUOTUUECKUX U3TaHHHA C
MIPUBJICYCHUEM DJIEKTPOHHBIX CPEICTB O(QUIIMATEHON, CTATUCTUYECKOM, IEPUOAMYECKON 1 HAyIHOU
uHpOpMaLNY;
-IIOATOTOBKA K OIIPOCY, TUCKYCCHH;
-IIOJTOTOBKA K TECTUPOBAHUIO.

Tema 3. Opranu3zanuoHHas JOKyMeHTanus. PacnopsaaurejbHasi JOKYMEHTAUS B MeIMIMHCKUX
opranuzanusx (I1K-2)
Jlekumus.
YCOP]] — yHudumupoBaHHas cucTeMa OpPraHU3alMOHHO — PACIOPSIUTEIHON TOKYMEHTAIlUU: COCTaB,
obOmactu ee mnpuMmeHeHus. OpraHu3allMOHHBIE JTOKYMEHTBHI, MX Ha3HaueHue, (HopMysspbl — OOpasIbl.
[Ipouenypa cocraBineHuss U OGOPMIICHHS OPraHU3allMOHHBIX JOKyMEeHTOB. OO0nacTb MNpPUMEHEHUS
OpraHMU3aIMOHHBIX JOKYMEHTOB. Vcrnonb3oBaHue yHUPUIMPOBAHHBIX (OPM.

PacniopsimuTensHble TOKYMEHTHI, X Ha3HadeHue, Gopmymsapsl — oOpasmbl. [Ipornemypa cocraBieHus u
oopmiieHnsT pacropsAUTENbHBIX MOKyMEeHTOB. OOIacTh MPUMEHEHHUS OpPTaHW3alMOHHBIX JIOKYMEHTOB.
Hcnonb3oBanne yHUPUITUPOBAHHBIX (HOPM.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr nst o6cyxnenus:
1. M3yuure pasnen «bnanku nokymenros» I'OCT P 7.0.97-2016.
2. OTBeTHTE HA BONPOCHI:
2.1. Yro Takoe OnaHK JOKyMeHTA?
2.2. Kakue BuIbI OJTAHKOB MCTIONB3YIOTCS MPU CO3TAHUH JTOKYMEHTOB?
2.3. I'me npuBenens 00pa3ibl OJIAHKOB TOKYMEHTOB?
2.4. Korna ucnonb3yercst o0yt 61aHk?
2.5. B xakux cimydasx mMpuMEHSIOT OJaHK KOHKPETHOTO BUA TIOKyMeHTa?
2.6. B ueM pa3Huiia Mexy o0mmM O0J1aHKOM U OJIAaHKOM KOHKPETHOTO BHJIa JJOKYMEHTA?
2.7. Kakue TpeOoBaHMs MPEIBSBISIOTCS K OIaHKaM JIOKYMEHTOB?
2.8. Kakue noist oM KHBI ObITh Y OJIaHKOB?
2.9. Kakue cxembl pacriooKeHHUs PEKBU3UTOB HCTIONB3YIOTCS Ha OaHKax?

3. CormocTaBsTe HIDKEIIPUBEICHHBIE HOMEpa PEKBU3UTOB 00ImIero OmaHka, OnaHka THUChbMa W OJIaHKa
KOHKPETHOTO BHJa JOKyMeHTa ¢ nopsaakoBbiM HomepoM B ['OCT P 7.0.97-2016, BeIYepKHUTE T€ HOMEpA
PEKBHU3UTOB, KOTOPbIE HE COOTBETCTBYIOT BUY OlaHKa, WM 100aBbTE T€, KOTOPHIX HE XBaTaeT.

Oo6umii 6mank: 01, 03, 09, 11, 14, 20.
bnank nucema: 01, 02, 03, 04, 05, 06, 08, 09, 11, 12, 13, 14, 15, 17, 18, 19, 20.
bnank konkperHnoro Buna gokymenra: 01 (02, 03), 08, 10, 11, 12, 13, 18, 19.
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
-M3y4eHue yueOHOM, HayqHOH U METOIUYECKON JIUTEPaTypbl, MAaTEPHATIOB MEPUOTUUECKUX U3aHHH C
MIPUBJICYCHUEM DJIEKTPOHHBIX CPEICTB O(QUIIMATEHON, CTATUCTUYECKOM, IEPUOAMYECKON 1 HAyIHOU
uHpOpMaLNY;
-IIOATOTOBKA K OIIPOCY, TUCKYCCHH;
-IIOJTOTOBKA K TECTUPOBAHUIO.



Tema 4. UndopMannoHHO-CIPaBOYHAS JOKyMeHTanus. JlokyMeHTanus no Juunomy cocrasy (ITK-2)
Jlexknus.

WudpopMamoHHO-CIpaBOYHBIE ~ JTOKYMEHTBI: HMX Ha3HaueHue, (opmymsapsi-oopasusl. [Iponenypa

COCTaBlIeHUS W OQOpMIIeHHUS HH(POPMALMOHHO-CIIPABOYHBIX JOKyMeHTOB. O0nacTe NpUMEHEHHS

MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. VM crionb30Banne yHU(DUITUPOBAHHBIX (POPM.

[TakeT mMOKyMEHTOB TIO JHMYHOMY cocTaBy. (OcOOCHHOCTH pabOTBl € KaJAPOBBIMH JOKyMEHTaMHU.
JIOKyMEHTHpOBaHUE TPYIOBBIX OTHOIIEHWH. Vcmonap3oBaHne yHU(GUIUPOBAHHBIX (OPM JOKYMEHTOB IIO
JUYHOMY coCTaBy. M3naHue mpuka3zoB Mo JHYHOMY cocTaBy. DopMHpOBaHWE M BEICHHUE JHYHBIX JIE.
Benenne TpynoBbIX KHHKEK PAOOTHUKOB.

IIpakTn4yeckoe 3ansATHE.
Bomnpocs! ams o6cyxaeHus:
1. Onpenenute BUIOBOM COCTaB KaJAPOBOW TOKYMEHTAIUU.

2. 3 «O61mepoccuiickoro kiaaccupukaropa yrpapieHUECKON TOKYMEHTAUN (CHCTEMBbI JOKyMEHTAIUuN
ksacca 0200000 u 0300000) BeIIUIIMTE JOKYMEHTBI, KOTOPBIE OTPAXKAIOT JBUKEHHE [IEPCOHAA B
OpraHU3aIHH.

3. Ucnonw3yst mpaBoBbie 0a3bl «I'apanT» 1 «KOHCYIBTaHT IUTIOCY, COCTABBTE NIEPEUCHb
HOPMaTUBHO-IIPABOBBIX JOKYMEHTOB, CB3aHHBIX C JBM)KEHUEM MepcoHalia B opranu3aiuu. JJokyMeHTsl
PaCHOIOKHUTE MO UX IOPUIUIECKON CHIIE.

4. ITo3HaKOMBTECH ¢ YHU(DHUIIMPOBAHHBIMU (POPMAMHU TMPUKA30B 10 TUYHOMY COCTABY, IITaTHHIM
pacnucaHueM, TpagKoM OTITyCKOB, OTIPEIEIUTE 0COOCHHOCTH 3aMOIHEHHS STHX IOKYMEHTOB.

5. Nzyunre ocobeHHOCTH 0hOpPMITEHUS JIMYHOTO JeNia COTPYIHUKA!

5.1. HaitauTe B pOCCHIICKOM 3aKOHO/IATENbCTBE JOKYMEHTHI, PEINIAMEHTUPYIOIIHNE MPaBUiia BEICHUS U
XpaHeHUs JIMYHBIX J1€] COTPYIHUKOB.

5.2. Ilepeuncaute BUAbl JOKYMEHTOB, KOTOPBIE TOMEIIAIOT B JIMYHOE JEJI0 COTPYAHHUKA.
6. U3yunrte ocobenHoctu oopmienus JInunoit kaprouku padotauka (yHudunuposansas gopma T-2):
6.1. Haitaure oTBETHI Ha CIEAYIOUIME BOMPOCHI:
- Ko 3anonsser 1n4Hy1o KapTouKy paboTHHUKA?
- Kaxkoii cymiecTByeT nmopsiioK 3amoHeHUS TIMYHOW KapTOUYKH paOOTHHKA ?
- Kakue 1oKyMeHTBI IpU 3TOM HUCIIOB3YOTCS?
- KakoBo npeaHa3zHavyeHUE TUYHON KapTOUKH paOOTHUKA?
6.2. U3yunte yaupunupoannyo Gopmy T-2 (JInunas kapTouka pabGOTHHKA), BBIJCTUTE OCHOBHBIC
pas3zeibl JaHHOTO JOKYMEHTA.
7. U3yunte ocobeHHOCTH 0(hOPMIICHUS TPYIOBON KHMKKH:
7.1. HaitauTe noHsATHE «TPyAOBasi KHUYKKa» U ONPEIETUTE €ro Ha3HAYEHHUE.
7.2. O3HaKOMBTECH C CYIIECTBYIOIIEH AUCKYCCHEH 00 00s3aTeIbHOCTH BeIEHUS TPYJAOBOM KHUKKH. KakoBo
Bame muenue?
7.3. Ucnionb3yst ipaBoBbie 0a3bl «['apanT» n « KOHCYNbTaHT IUIIOCY», COCTABBTE MEPEUCHD
HOPMaTHBHO-IIPABOBBIX JOKYMEHTOB, PEIIAMEHTUPYIOIINX PAaBUJIa BEIECHUS TPYAOBBIX KHIKEK.
JIOKYMEHTBI PACIIOJI0KUTE 110 UX IOPUIUYECKOM CHIIE.
7.4. Haitnute B pOCCHIICKOM 3aKOHOIATENIbCTBE JOKYMEHTHI, PEITIaMEHTHPYIOIINE ITPaBUila XpaHECHUS
TPYAOBBIX KHHUKEK.
7.5. Ucnionb3ys OJlaHK TPYJOBOM KHUKKH, 3aIIOJTHUTE TUTYJIbHBIN JIUCT, C/IEJANTe 3aiUCh O IpUEeMe Ha
padoty B OAO «Ilynscy MBana MBanoBrya liBaHoBa rmaBHEIM OyXTraiaTepoM B COOTBETCTBHH C €TO
3asiBJICHHEM OT 15 siHBaps M 3aKJII0OYEHHBIM TPYIOBBIM JOTOBOPOM OT 20 sitHBaps Tekyuiero roga. Cruenaire
3aBEPUTENIBHYIO 3aIIUCh HA KOIIMH TPYAOBOW KHMKKHU.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
- U3y4eHHe yueOHO, HayuHOW U METOAMYECKON JINTepaTyphl, MaTEpPHUaIOB NEPUOAMUCCKUX U3AHUN C
MIPUBJICYCHUEM JIEKTPOHHBIX CPEICTB OQUIIMATEHON, CTATUCTUYECKOM, IEPUOAMYECKON 1 HAyIHOU
uHpOpMaLNY;
- IOATOTOBKA JTOKJIAJI0B U pedeparos;
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- U3y4eHHUE M CUCTeMaTH3alus OQHUIMAIbHBIX TOCYIapPCTBEHHBIX JOKYMEHTOB - 3aKOHOB, IIOCTaHOBJICHUH,
YKa30B,  HOPMATUBHO-MHCTPYKLIMOHHBIX M  CIPAaBOYHBIX  MarepUaJioB €  MCIOJIb30BAHUEM
MH(POPMALMOHHO-TTOUCKOBOH cucTeMbl « KOHCYIBTaHT-ILTIOCY, TIT00aIbHOM ceTn « HTepHET.

Tema 5. /lokyMeHTBI 10 CHAOKeHUIO U COLITY. PMHAHCOBAS IOKYMEHTALMS B MeIUIMHCKUX
opranuzanusx (I1K-2)

Jlekumus.
[TonsTue noroBopa (koHTpakTa), cornameHus. Tunosas Gopma koHTpakTa. OCHOBHBIE pa3ziesibl KOHTPAKTA.
JloroBop O MOJHOW WHIMBHUIYaJbHOM MaTepHalbHOM OTBEeTCTBEHHOCTH. CoaepkaHUE M CTPYKTypa
JI0TOBOpa KYyIUTH — MpoJaku ToBapoB. [IpumepHas ¢popma goroBopa nocraBku. [IpoTokoss! pazHoriacuit k
JI0OTOBOPAM ITOCTaBKH.
Kommepueckue aktol. bianku kommepdeckux akToB. OdopMiieHHe aKTOB MPUEMKH MPOIYKIUH (TOBApOB)
Mo KojuuecTBy W KadecTBy. OcdopmieHHe aKTOB IO OKa3aHUIO BO3ME3IHBIX yciayr. OOpasibl akTOB.
JIOBEpEHHOCTH: pa3oBbIe, CIICIUaIbHbIE, TeHepabHbIe. OOpa3Ilbl TOBEPEHHOCTEH.

Ponp OGyxranrepun B penieHnr (PMHAHCOBBIX CTPATETUYECKUX 3a/1ad B MEAMIIMHCKUX opraHmu3amnusax. Oomas
XapaKTEepPUCTUKA JIOKYMEHTOB 10 (DMHAHCOBO-pacyeTHBIM omnepanusM. Kiaccudukanus y4eTHBIX
JIOKYMEHTOB.
OcHOBHBIE BHJIBI JOKYMEHTOB IO (DMHAHCOBO-PACUETHBIM omepanusaM. JIeHeKHBIM YeK, pacueTHBIM YeK,
YyekoBbIe KHIKKU. CueT-hakrypa. AKT peBu3uu. [lnarexxnoe nopydenwue. JiuieBoi cuer.

IIpakTnyeckoe 3ansATHE.
Bomnpocs! ams o6cyxaeHust:
- Odopminenue 1oKyMeHTa «JloroBOp KyIUTH-TIPOIaXKN»;
- Odopmiienue 1 3anoIHEHUE YHUPHUIUPOBAHHON (opMbI «CHUeT - hakTypbI»;
- Odopmrnenue u 3anoHeHne yHuumupoBanHoi ¢hopmsl «llnarexxHoe mopydeHune»

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
- U3y4eHue yueOHOH, HAayYHOU U METOINYECKOM JINTepaTyphl, MAaTEPHAIIOB MEPUOTNUECKUX U3IaHUN C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OPHUIIUATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHON
uHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 6. TexHo10rusl 1 NPUHUMII OPTraHU3AIMU TOKYMeHT0000poTa. TexHomorus
ABTOMATH3HPOBAHHOI 00PA0OTKH TOKYMEHTALMHU
(IIK-2)
Jlekumus.

Opranuzainus T0OKyMEHTOOOOpoTa: mpueM, 00paboTKa, perucTpanus, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa nen. TpeboBaHus k 3arojoBkam nei. @opmupoBanue aen. Cucremarusanus JOKYMEHTOB
BHYTpH Aena. Odopmienue aen. Tunossie CPOKU XpaHEHUS! JOKYMEHTOB.

OGH_IaSI XapaKTCpUCTUKAa OPraHU3alMOHHBIX TCEXHUYCCKUX CPCACTB. ABTOMaTI/I3I/IpOBaHHBI€ CUCTEMBI
nenonpousBonctBa. OO030p COBPEMEHHBIX CPEICTB OPITEXHUKU I TepeJadyd W nepepadoTKu
uHpopmanmu. [lpaBuna W MOPAAOK THUPAKHUPOBAHUS JOKYMEHTOB. ONEKTpoHHas moyta. Cucrema
ONTHYECKOrO pacno3HaBaHus TEKCTOB. Mcronb30BaHuE CIIPaBOYHO-TIPABOBBIX CUCTEM.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
1. Ocoboe BHUMaHHE B JAEJONPOU3BOJACTBE YACHSACTCS XPAaHEHHIO TOKYMEHTOB. Humke mepedncieHsl

OCHOBHBIC HOPMAaTHUBHBIC aKThl, KOTOPBIE PETYIHPYIOT OpPraHU3aIMI0 apXUBHOW pabOTHI ¢ JOKyMEHTaMH,
clenaiTe MICbMEHHBIN KpaTKUii 0030p JaHHBIX TOKYMEHTOB:

- O6 apxuBHOM 1ene B Poccuiickoit @enepanun: Oenepanbabiii 3akoH oT 22.10.2004 1. Ne 125-D3 (pex. ot
28.12.2017 );



- OO0 yTBepXJEHUHM TpPaBWJ OPTraHU3AIMH XPAHCHHs, KOMIUIEKTOBAaHUS, ydeTa M HCIOJIb30BAHUS
noKkyMeHTOB ApxuBHOro ¢onma Poccuiickoii ®enepanuu M APYruX apXUBHBIX JOKYMEHTOB B OpraHax
rOCYyJJlapCTBEHHOM BJIACTH, OpPraHax MECTHOIO CaMOYIPABJICHMsS W OpPraHM3auusax: Ipuka3 MuHucTEepcTBa
KyapTypbl PO ot 31.03.2015 1. Ne 526;

- OO0 yTBepXKXICHHWU TMEPEYHs THUIOBBIX YIPABICHYECKUX AapXMBHBIX JIOKYMEHTOB, OOpa3yloIIMXcs B
npoliecce AeATeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIPABJICHUS U OpPTraHU3allHid,
C YKa3aHHEM CPOKOB XpaHEHMs: Mpuka3 Munucrtepcersa KyasTypbl PO 25.08.2010 1. Ne 558.

2. I/ISYIII/ITC BBIICPKKH M3 HOPMATUBHBIX IOOKYMCHTOB W HA30BHUTC CTAaTbU 3aKOHOAATCIIBHBIX AKTOB,
YCTaHaBJIMBAOIIUEC 00513aTeNILHOCTE XpaHCHHSA TOKYMCHTOB.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
- U3yueHHe yueOHO, HayuHOW U METOAMYECKOHN JINTepaTyphl, MaTepUaIOB NEPUOAMUCCKUX U3TaHUN C
MPUBJICYCHUEM JIEKTPOHHBIX CPEICTB OQUIIMATEHON, CTATUCTUYECKOM, IEPUOAMYECKON 1 HAyIHOU
uHpOpMaLNY;
-IIOATOTOBKA K OIIPOCY, TUCKYCCHH;
-IIOATOTOBKA K TECTUPOBAHUIO.

4. Kontpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Omnpoc

Tema 2. TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB
. Kakune BuIbI OJTaHKOB MCTIONB3YIOTCS TIPY CO3JJAHUU JTOKYMEHTOB?
. I'me npuBeneHs! 00pa3ibl OJaHKOB TOKYMEHTOB?
. Korma ucnonw3yercst oOuuii 61ank?
. B Kakux ciydasx mpuMeHSIOT OJIaHK KOHKPETHOTO BHIa JOKyMEHTa?
. B ueM pazHuia Mmexy oM 6JaHKOM 1 OJJAHKOM KOHKPETHOTO BHJIa TOKyMEHTa?
. Kakue TpeboBanus npeabsaBisioTcs K OaHKaM JOKYMEHTOB?
. Kakue mosnst momxHbI ObITH Y OJ1aHKOB?

0 I N n bW

. O3HaKOMBTECH C CYIIECTBYIOIICH MUCKyCCHEeW 00 00s3aTeIbHOCTH BEICHUS TPYIOBOWM KHIKKH. KakoBo
Bamie muenue?

9. MUcnonw3ys mpaBoBble ©0a3pl  «lapant» u  «KOHCyIbTaHT TIUIIOC», COCTaBbTE IEPEUYCHBb
HOPMATUBHO-IIPABOBBIX JOKYMEHTOB, pPEIIAMEHTUPYIOIIMX IpaBWJIa BEACHUS TPYAOBBIX KHUXKEK.
JIOKYMEHTBI PACIIOJIOKUTE 110 UX IOPUIUYECKOM CHIIE.

10. Haiimure B pOCCHICKOM 3aKOHOJATEIBCTBE IJOKYMEHTBHI, PEINIAMEHTUPYIOIIUE MpaBUJIa XPaHCHHS
TPYIOBBIX KHUXKEK.

Ipe3enTauus

Tema 2. TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB
Tembl Ipe3eHTalnid:
1. OcHoBHBIE TIpaBUIIa OPOPMIICHUIO MAIIMHOMIMCHBIX TEKCTOB.
2. TpeboBanus K 0POPMIICHUIO TEKCTA.
3. OcHOBHBIE PEKBU3HUTHI JOKYMEHTA, X KJIaccu(ukanus, npasuia opopmienus B coorsercteuu ¢ [OCT.
4. ®opmyrsip 1 OJTaHK TOKYMEHTA.

Pedepar
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Tema 4. adopmanioHHO-CIIpaBoYHas JOKyMEHTAIus. JJOKyMeHTalus 1Mo JUIHOMY COCTaBY
Tembl pedeparos:
1. Ponp 1 3HaUE€HNE HOMEHKJIATYPHI JIe]l B CUCTEME YIIPaBICHUS JOKYMEHTAIbHBIM (POHIOM OpraHU3aIUH.
2. DKcnepTH3a EHHOCTU JOKYMEHTOB: IIpaBUi1a IPOBEIACHMSL.
3. HopmaruBHOE peryinupoBaHHe XpaHEHHUsI JOKYMEHTOB B OpraHU3aI[iH.

4. OTBeTCTBEHHOCTH pabOTONATENS 32 HEMIPABUIIBHYIO OPTaHU3AIMI0 paboThl ¢ JOKYMEHTaMH U X
XpaHECHHUE.

5. ApXUB OpraHU3alNK KaK CTPYKTYpPHOE MOJApa3AesieHEe, OCYIIECTRISIIONIEE XPAaHEHUE apXUBHBIX
JOKYMEHTOB.

TecTupoBanme

Tema 2. TpeGoBanus K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB
1. Yto oTHOCHUTCS K IPU3HAKAM JOKYMEHTA:

A) QyHKIIMOHAIBHOCTH HH(POPMALINY;
B) ToxnecTBeHHOCTH camMmoMy cebe;

C) 3aKOHHOCTb;

D) 3aBepuIeHHOCTDL COO0LIECHNS .

2. . Kakoli noruueckuii mpreM, UCHoiIb3yeTCs MPH CO3AaHUN JTOKYMEHTOB:
A) onpenesieHue;

B) ycranosnenue;

C) obocHOBaHuE;

D) pa3bsicHenue.
3. Ecnn Bam HeoO6xonuMo aaTh ONMCaHue peKJIaMUpYyeMbIX yciyT, Bel cocTaBure:

A) 10roBOpHOE MUCHMO
B) pexiaMHoe MUCbLMO
C) conpoBOAUTENIBHOE MUCHMO

D) nucsmo-npuramienue
4. Ecnmu Bam HE0OX01MMO MpebsIBUTH MPETEH3UH MapTHEPY, BbI cocTaBute:

A) IOTOBOpPHOE MUCHMO
B) undopmarmonHoe nucsmMo

C) conpoBOAUTEIIBHOE MUCHMO
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D) nucbMo-npeTeH3nio

5. YKaxnuTe OTIMYUTEIHLHOE CBOMCTBO IOKYMEHTA:!

A) KOTIMITHOCTB;

B) wopuanyeckas cuja;

C) MHOXXECTBEHHOCTb;

D) TouHOCTB.

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE MPOBOIUTCS B opMe 3adeTa

Tunosbie Bonpocsl 3auera (I1K-2)

1. McTopus nosiBIeHUs 1OKyMEHTA.

2. JlokyMeHT U TOKyMeHTHpoBaHHast nH(popmMarus: odiiee 1 ocoOeHHOE.

3. DAEKTpOHHBIC JOKYMEHTBI: 0COOEHHOCTH U TIPOOIEMBI UCTIOIB30BAHUSL.

4. Bu10BO#i COCTaB yIpaBJI€HUYECKON JOKYMEHTAIMHU B JOPEBOIIOIIMOHHONW Poccum.
5. Buasl 3a1McoK Kak JOKYMEHTA.

He npenycmoTrpeHsl.

Tunosble 3axanus s 3a4era (IIK-2)

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

Onenka

Kommnerenmu

Heckpuntopsl (ypOBHH) — OCHOBHBIE IIPU3HAKH OCBOCHUS (ITOKA3aTeNn
JTOCTHKCHHUSI pE3yJIbTaTa)

«Ba4YTCHO»

[1K-2

[TpaBUIbHO aHAJTM3UPYET OCHOBHBIC MOHATHS JTOKYMEHTAIIMOHHOTO
oOecriedeHUsT  YNpaBICHHS B MEIUIMHCKOW  OpraHU3alud,
JIEMOHCTPUPYET  3HaHWE TpeOOBaHWUH K  COCTABICHUIO U
opopMIIEHHIO  TOKYMEHTOB, 3HAaHHE BHUJOB  JOKYMCHTAIUH.
JleMOHCTpHUpYeT BEpHOE MPEACTABICHNE O TEXHOJIOTUN OpraHU3aIiu
JIOKyMEHTO000pOTa u ABTOMAaTHU3UPOBAHHOMN 00paboTKu
JTOKYMEHTAIIH

«HE 3a4TCHO»

[1K-2

He anamu3upyeT OCHOBHBIC TIOHATHS JOKYMEHTAIIHOHHOTO
oOecriedeHUs YIpaBICHUS B MEIUIMHCKOW OpraHM3alMH, He
JNEMOHCTPUPYET  3HaHWE TPeOOBaHWH K  COCTaBICHUIO M
oOpMIIEHHIO  JOKYMEHTOB, 3HAaHWUC BHJOB JIOKyYMCHTAIIHH.
JleMoHCTpUpYyeT (parMeHTapHOE TMPEACTABICHUE O TEXHOJIOTHH
OpraHH3aINH JTOKYMEHTOOOOpOTa | aBTOMAaTH3MPOBAHHOU
00pabOTKH TOKyMEHTAIUN

5. MeTonnueckue ykazaHusi AJisl 00y4a0IUXCS 10 OCBOCHUIO M CHUILTHHBI (MOLYJIs)
5.1 MeTtoandeckue yka3aHus 110 OPTaHU3aIlNA CaAMOCTOSTEIBHOM PadOThI 00YUYaIOIIUXCSI:

[Tpuctynas K M3Y4YEHUIO AMCUMIUIMHBI, B TEPBYIO oOdepenb OOy4arolUMMCs HEOOXOIUMO O3HAKOMHTHCS
copepkanueM paboueit mporpammbl nucuuruinabl (PIT[), xotopas ompexpensier coiep:kanue, o0ObeM, a
TaKKe MOPAIOK N3yUEHHsI U TIPENoAaBaHus y4eOHOU AUCIUIUINHBI, €€ pa3/elia, YacTH.

Jli1st caMOCTOSITENTFHON paOOThl BAKHOE 3HaUCHUE UMEIOT paszieibl «O0beM U cofepikaHue TUCIIUILTHHEDY,
«Y4eOHO-MeTomuIecKkoe U HH(popMaImoHHOE 00eCTIeYeHNE TUCIUILTHHBD U «MarepruaabHO-TEXHUIECKOEe
obecrieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodeccCuoHaIbHbIC Oa3bl TaHHBIX U
WH(POPMAIIMOHHBIC CIIPABOYHBIC CUCTEMBIY.
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B pazmene «O0veM u copepkaHWe AWCHUILIMHBDY YKA3bIBAIOTCS BCE pa3lenbl M TEMBI U3ydaeMOM
JTUCIUIUTAHBL, @ TAK)KE BUJIbI 3aHITHIA U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasmene «YdeOHo-meromuueckoe U uH(pOpManuoOHHOE oOecledyeHne AUCHUIUIMHBDY —yKazaHa
peKoMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUeHUE ITUCIUIUIMHBL, TMPOTPaAaMMHOE oOOecreueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IMEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJISi OCBOCHHUS
JTUCIUTUTNHBL.

5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH elle pa3 mpe3eHTanuio Jekunu B cucreMe MOODLe, NOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha
JIEKIIMOHHOM 3aHSTUU MaTrepual M JOMNOJHHUTh €ro ¢ Y4YeTOM PEKOMEHJIOBAaHHOM JOMOIHUTEIbHOU
JTUTEPaTyphl;

- IIPY CAMOCTOSITEIBHOM M3YyYE€HUH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JJIsI CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B yHKTe 3.2 PIT/I.

- TP TIOAATOTOBKE K TEKYIIEMY KOHTPOIIIO UCTIOIB30BaTh MaTepuaibl (oHna oneHouHbIX cpeacts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHUTEPaTYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboTel W HEoOXoAMMAa TPU TMOATOTOBKE K YCTHOMY ONPOCY HAa CEMUHAPCKHUX 3aHATHSAX, K Jebaram,
TECTUPOBaHUIO, dk3aMeHy. OHa BKIIOYAeT MPOPaOOTKY JIEKIIMOHHOTO MaTepHalia U PEKOMEHIOBAHHBIX
HMCTOYHHUKOB U JINTEPATYPHI 110 TEMATUKE JICKIIUH.

KoHcriekT nekuu T0KeH cofepxarh pedeparuBHyI0 3alIMCh OCHOBHBIX BOIPOCOB JICKIIMH, B TOM YHCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
Te€MaM, BBIBOJBI MO KAKIOMY BOMPOCY. KOHCIIEKT MOXeT ObITh BBHIMOJIHEH B PaMKaX pPacHeyaTKd BBLIAYH
Mpe3eHTAINi JeKIUH UM B OTACIBbHON TeTpamu mo npeamery. OH JomkeH ObITh aKKypaTHBIM, XOPOIIIO
YUTAEMbIM, HE COJIEPIKaTh HE OTHOCAIIYIOCS K TeMe UH()OPMAIIUIO UM PUCYHKH.

KoHcnekTbl HaydyHOW JNHUTEpaTyphl MPU CAMOCTOATENBHOM MOATOTOBKE K 3aHSATHUSAM JOJDKHBI COAEPkKATh
OTBETHl HA KAXKIBIM TOCTABICHHBIA B TEME BOIPOC, MMETh CCBUIKY HA HMCTOYHUK HHYOpPMAIMU C
00s13aTeNIbHBIM yKa3aHWEM aBTOpa, Ha3BaHUS M Trofa W3JaHHs HCIOIh3yeMOH HAy4YHOU JHTEparyphl.
KoHcriekT MOXET OBITH OMOPHBIM (COAEP)KaTh JIMIIhL OCHOBHBIC KIIOUEBBIE IMO3WIIMU), HO TPU 3TOM
MO3BOJISIIONIMM J]aTh TOJHBIA OTBET IO BOMPOCY, MOXET ObITh TOAPOOHBIM. OO0BEM KOHCIEKTa
OMPEEISIETCS CAMUM CTYIECHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOI CTYICHT MOXKET:

- Jienarb 3aldCH O XOAYy YTEHHsS B BHUJE MPOCTOTO0 WJIM Pa3BepHYTOro IulaHa (co3daBaTh IMEpPEUYEHb
OCHOBHBIX BOITPOCOB, PACCMOTPEHHBIX B UCTOYHUKE);

- COCTaBJATH TE3UCHl (IUTHPOBaHHE HAWMOOIEe BAXKHBIX MECT CTaTbd WM MOHOTpaduu, KOPOTKOE
M3JI0)KEHHE OCHOBHBIX MBICIIEH aBTOpA);

- TOTOBHUTH aHHOTAINUHU (KpaTkoe 0000IIeHNe OCHOBHBIX BOIIPOCOB pa0dOTHI);

- CO3/1aBaTh KOHCIIEKTHI (pPa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1allU1 110 TOJTOTOBKE K OTJIEIbHBIM 33JJaHUSIM TEKYLIErO KOHTPOJIS

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTHUYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBWJIBHOCTh OTBETA 110 COAECPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUsI MaTepHania;

- pPalMOHAJIBLHOCTh UCIIOJIb30BAaHHBIX IPUEMOB U CTIOCOOOB PEIlIEHUS TOCTABIEHHON yueOHO! 3a/1auu;
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- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISAIHBIX MOCOOMN M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONOJHUTEIBHOTO MaTepraa;

- palMOHAJIBLHOCTD UCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo odpamarb BHUIMaHUE
Ha TaKUE€ MOMEHTBI KaK:

- Ccolep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHA, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEP)KaHUIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBUE COACpKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBiIe€HHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON (QopMe, aleKBaTHOCTh MCIOIb30BAHUSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBo€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CITOCOOHOCTH. COOIIOIEHHE PETIaMEHTa, SMOIMOHAIBHOCTh, YMEHHE
OTBETHTH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIC, TITyOOKHE 1 TIOHBIC 3HAHUS 110 BCEM pa3JiesiaM IPOTrPaMMBI:
- COIEepKaHHWE BBICTYIUICHUS: JIOTMYHOCTh W3JIOKEHUS Marepuaia, PacKpbITHE TEeMbl, JOCTYITHOCTh
u3nokeHus, dS¢pdextuBHOCT, TpuMeHeHust cpeactB  WKT, cmocoObl W yCIOBUSL  TOCTHIKCHHS
PEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1 BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
JESITeTBbHOCTH, JOKA3aTeIbHOCTh NMPUHUMAEMBIX PEUICHHH, YMCHHUE apTyMEHTHUPOBATh CBOW 3aKJIIOYCHUS,
BBIBOJIBI.
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