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Llenn u 3apgaum gUcUUNANHbI

LUenb ancumninHel

Uenblo un3ydyeHUa aucuMnavHbl  «JlOKymeHTOBedeHue» sABAseTcA
YCBOEHME CTYAEHTaMM TEOPETMYECKMX OCHOB AOKYMEHTUPOBAHWUA, ero
COBpEeMEHHbIX npobnem W TEPMUHONOIMK, CNOCOOOB W CPeacTB
OOKYMEHTUPOBAHUA, KnaccudUKaLMM TUMNOB HOCUTENEM AOKYMEHTHOM
nHdopMaLMn, a TaKKe TUMOBOro COCTaBa AOKYMEHTALUMUN yuYpeKaeHNsa v
OCHOB COBPEMEHHbIX CUCTEM 3/IEKTPOHHOIO AOKYMeHToobopoTa.

3agaumn
ANCUNNNNHDI

- M3y4YEeHMEe TEOPETUYECKUX OCHOB OOKYMEHTOBEAEHMA KaK CUCTEMHOWM
Hay4yHOM AMCUMNAWHbLI, ero obbeKTa, npegmeTa, CTPYKTypbl, METOAOB,
NOHATUMHOrO annapaTa; 3TanoB pPa3BUTMA LOKYMEHTOBEAEHMA KakK
Hay4YHOM AUCLUMNAMHBI, WCTOYHMKOB W B3aMMOCBA3EM C ApyrMmu
Hay4YHbIMWN AUCUNNANHAMMU;

- MNPUMEHEHMe CUCTEMHOroO noaxoda K [OOKYMEHTY KaK O0b6beKTy
nccnefoBaHuUA, NOHATME O cpeacTBax MHOpPMaLMOHHOro obecneyeHus,
KnaccudumkaTopax, WHCTPYKUMAX, nNpaBunax wu  YHUOULMPOBAHHBIX
dopmax AOKYMEHTOB, NpeACcTaB/NEHNE O CYLLHOCTU U Pa3BUTUMN MNOHATMA
«OOKYMEHT», O €ro OTHOWEHWUIO K MOHATMAM «UHbOpMAUMA» W
«MaTepUanbHbIi HOCUTENbY»; U3YYEHME CBOMCTB, MPU3HAKOB U PYHKLMN
AOKYMEHTa, ero CTPYKTypbl, NPaBUA COCTaBNEHUA U 0DOPMIEHMSA;

- u3yyeHune cnocoboB M cpeacTB AOKYMEHTUMPOBAHMA U HOCUTenewn
AOKYMEHTUPOBAHHOM nHdopmaumm, BUAOB danbcndmkaymm
AOKYMEHTOB M cnocoboB 3almTbl, CneunanbHbiXx Mep Npu obpalieHum
3aLLUULLEHHbIX HOCUTeNnen nHpopmaumm;

- M3y4yeHWe npaBUN COCTaBNEHMA U OPOPMAEHUA YNPaBAEHYECKUX U
TEXHUYECKUX LOKYMEHTOB;

- NOHATME O MeToAaxX KnaccudMKauuM [OKYMEHTOB U AOKYMEHTHOM
MHOOPMALMU, WHOEKCUPOBAHUM [AOKYMEHTOB W YHUPULMPOBAHHDLIX
CUCTEMAX AOKYMEHTaLmu;

- NOHATME O KOHPUAEHUMANBbHOCTU WMHPOPMALMM WU  [OKYMEHTOB,
0CObBEeHHOCTM onpeaeneHna CoCTaBa [AOKYMEHTOB, OTHOCAWMXCA K
cny*KebHol TalHe.

MepeyeHb NNaHMpPYEMbIX pe3ynbTaToB 06yyeHUA No AUCLUNIUHE, COOTHECEHHbIX C
NAaHMPYEMbIMU pe3ybTaTaMMu 0CBOeHUA 06pa3oBaTe/ibHOM Nporpammbl

KomneteHuua OK-7

CNOCOBHOCTbIO K KOMMYHUKaLMKN B YCTHOW U NUCbMEHHOM popmax Ha PYCCKOM M MHOCTPAHHOM
A3bIKAX AR pelleHnsa 33434 MEKIMYHOCTHOTO U MENKKY/IbTYPHOro B3aMMOAEWNCTBUA, B TOM
yncne B coepe npodpeccnmoHanbHOM AeATENIbHOCTU

3HaeT

Ymeet Bnageet

- NpaBuWaa U HOPMbI 4EN0BOW
nepenncku; - BuAbl, cnocobbl
M cpeacTBa 4en0BOM
nepenuckn; - o0cobeHHoCTH
KOMMYHUKaLMn C
Mcnonb3oBaHWEM
KOPNOPaTUBHOM 3N1EKTPOHHOM
noyYTbl.

- COCTaBNATb AOKYMEHTbI Ha
nobom HocuTene B
3aBUCMMOCTM OT Ha3HaYeHus,
coaepKaHuaA 1 BMAA
OOKYMEHTa; - TPaMOTHO
CTPOUTb MUCbMEHHYIO PeYb B
[EeN0BOW NEPENUCKE; -
JIOTMYECKM BEPHO,

- AeNOoBbIM A3bIKOM Mpu
COCTaB/IEHUU IOKYMEHTOB; -
HOpPMamu 1 cpeacTBamm
NeNoBOW Nepenncku; -
CNocobHOCTbIO BeAeHUSA
[eN0BOoI Nepenmncku.
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apryMeHTMpPOBaHHO
odpopmnATb AeN0BYIO
AOKYMEHTaUuIo.

KomneTteHuua OMNK-7

[eATeNbHOCTH

CNOCcobHOCTLIO NPUMEeHATb HOPMaATUBHbIE MNPABOBbIE aKTbl

B CBoeil npodeccnoHanbHoOM

3HaeT

Ymeet

Bnageet

- OCHOBHbIE HOPMaTUBHbIE
npaBoBble aKTbl B 061acTK
obecneyeHus
MHGOPMALMOHHOM
6e30nacHOCTH; - CNocobbl U
cpeacTsa
AOKYMEHTUPOBAHWA,
KnaccupuKaumio TMnos
HocuTenen LOKYMEHTHOM
MHbOPMALMM, TUNOBOM
COCTaB AOKyMeHTaLuMmn
yyupexneHus; -
OpraHM3aunoHHO-
pacnopaguTenbHble u
MHGOPMALMOHHO-
CNPaBOYHbIE AOKYMEHTbI; -
CTPYKTYPY LOKYMEHTOB U
HOpPMaTUBHble TpeboBaHMA K
COCTaB/IEHMIO 1 0DOPMIEHUIO
ynpaBAeHYECKUX N Hay4YHO-
TEXHUYECKUX LOKYMEHTOB; -
npasusia odopmIeHUA U

9KCN1yaTauMNOHHO-
TEXHUYECKOMY

cetelt n obopynoBaHUA
MOBUNbHOM €BA3U, NO
nporpammam UCMbITaHUN.

cornacoBaHmnA AOKYMEHTOB Mo

06CcNyKMBAHUIO COOPYKEHNN,

- NPUMEHATb HOPMaTUBHblE
npaBOBble aKTbl U
HOPMaTMBHbIE MEeTOANYECKME
AOKYMeHTbI B 061acTu
obecneyeHun
MHPOPMALMOHHOM
6e3onacHOCTU; -
pa3pabatbiBaTb GOpPMbI
HOPMaTUBHOM
AOKYMEeHTaummn; - opopmMNaTb
AOKYMEHTbI B COOTBETCTBUM C
TpeboBaHMAMM OTpPACNEBbIX
CTaHAAPTOB; - 0POPMIATH
HOPMaTUBHbIE,
WHCTPYKTUBHbIE U
METOANYECKME [OKYMEHTDI.

- HaBblKaMM aHaNn3a
AOKYMEHTA; - FOTOBHOCTbIO
odbopmIeHMA 4OKYMEHTOB Ha
OCHOBE NPMMEHeHMA
HOPMAaTUBHbIX M NPABOBbIX
aKTOB; - HaBblKamMu
COCTaB/IEHUA AOKYMEHTOB C
npUMeHeHnem
KOMMbIOTEPHbIX MPOrpPamm; -
ymeHnem opopmanTb
NOKYMEHTaLMIo No
3KCnyaTauMOHHO-
TEXHUYECKOMY
06CNYXKMBAHNIO COOPYKEHUN,
ceTeit 1 0bopyaoBaHMUA
MOb6UNbHOM CBA3M, NO
nporpammam UCnbITaHUN.
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CTpYKTypa AUCLUNIUHDI

TemaTnuecKkuit nnaH

Ne HanmeHoBaHWe pa3genos AUCUUNAUHDI Lindp ¢0pMMpyevMbIX
n/n KOMNeTeHUM
1 TeopeTunyeckue OCHOBbI OoKkymeHToBegeHuA. | OK-7, OMK-7
[JOoKyMmeHT Kak 06bekT wuccneposaHuA. [pasuaa
cocTasneHna n opopmMmaeHna LOKYMEHTOB
2 JOKYMEHT KaK 06beKT HanageHua w  3awmtbl. | OK-7, OMK-7
KoHbuaeHumanbHOCTb nHbopmaymm 7
AOKYMEHTOB. HeCaHKUMOHMPOBaHHbIA J0CTyNn K
AOKYMEHTUPOBAHHOW  MHPopmaumn.  Cnocobbl
danbcndmKaunm AOKYMEHTOB U METOAbI 3aLMUTbI
3 MoaroToBKka M NpoxoxAaeHMe npomexyTtodHou | OK-7, OMK-7
atrectaumu
dopmMbl NPOMEKYTOUHOM aTTecTaumm
3auet He npeaycmoTtpeH (OyHasa dopma obyyeHus)
JK3ameH 1 cemecTp (O4yHaa popma 0byyeHuUs)

KypcoBas paboTa

He npeaycmoTpeHa (OuyHaa dopma obyyeHums)

KypcoBoi npoeKT

He npeaycmoTpeHa (OuyHaa dopma obyyeHus)
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TpyA0eMKOCTb AUCLUMINHDI

O6wmnit 06vem

B TOM Yyncne aygutopHaa KOHTaKTHaA pa60Ta

®opma (Tpysoemkoctb) | KoHTakTHaA obyudatolmxca ¢ npenoaasaTesiem, yac Kypcosa
Kypcbl | CemecTtpbl CamocTtonTesibHan paboTa 3ayet, | JK3ameH,
o6yquvm paboTa, yac CemunHapckue, na6 6 ( )
aborTa, yac OEKT), | cemec cemec
Yacos 3ET Bcero | Jlekuuu | npakTuyeckue aboparophbie pabora, 4 npoekT MecTp MecTp
3aHATUA cemecTp
3aHATUA
OuHasn
dopma 1 1 144 4 71.5 34 18 0 16 72.5 1
0byyeHus
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CopeprKaHne AUCUUNIUHDI

OuHana ¢opma obyuyeHus

Koa ) TpyaoemKocTb,
HanmeHoBaHWe Tem 3aHATUN aKa4eMUYECKNX
3aHATMA
yacos

Paspen 1 «TeopeTnyeckmne oCHOBbl AOKYMeHTOBeAeHUA. [JOKYMEHT KaK

06beKkT uccnegosaHua. NMpasuna cocrasneHus u opopmaeHus 68.00

DOKYMEHTOB»

JleKuuun

nil TeopeTunyeckue OCHOBbI OOKYMeHTOBeAeHUA.
JOoKymeHTOBeAEHME KAaK CUCTEMHAA Hay4YHas AMCUMNAMHAE,
06BEKT M NpeameT AOKYMEHTOBEAEHWS, €ro CTPYKTypa M 500
CBA3b C APYIMMU HAYyYHbIMWU AUCLUNANHAMMU OOKYMEHTHO-
KOMMYHUKALUMOHHOIO UMKAa. WCTOYHWMKM U OCHOBHble
STanbl Pa3BUTUA

ni.2 CucTemMHbIM  NoaxoAd K OOKYMEHTY  Kak  O6beKTy
nccneposaHua. CywHOCTb, TEHE3NC M PA3BUTME MNOHATUA 500
«OOKYMeHT». [loHATMS «uHPopmaumna, cooblueHne w '
AOKYMeHT». CBOMCTBA, NPU3HAKM U PYHKUUM SOKYMEHTA

nis3 Knaccudmkauma A[oKymeHTOB. [MTOHATUA «PEKBUIUT» M
«popmynap». Buabl gokymeHToB. Obwme TpeboBaHMA K
coctaBneHnio 1 odopmiaeHuto, TpeboBaHMs K 6GnaHKam. 2.00
OcobeHHOCT odopMNEHMA U O0OpaLLEHUA INEKTPOHHbIX
OOKYMEHTOB

nia Cneunduka coctaBaeHna n odopmneHma oTaeNbHbIX BUAOB
yNpaB/iEHYECKMX AOKYMEHTOB. [0ONOXKEHWE, MHCTPYKLMUS, 500
NMPOTOKO/, MOCTAaHOB/IEHWE, MNPUKA3, aKT, [OBEPEHHOCTb,
3anB/eHMe, 4OKNAAHaA 3anMcKa, cay*KebHoe NMCbMo

nis OcobeHHOCTU cocTaBAeHUA U O0DOPMAEHUA TEXHUYECKUX
OOKYMEHTOB. Hay4Ho-uccnepoBatenbckue,
KOHCTPYKTOPCKUE N TEXHONIOTUYECKME AOKYMEHTbI. OTYET O 500
HWUP, NOACHUTENbHAA 3anuncka, yepTeéNx, CXema, '
TEXHNYECKoe OnUcaHue, cneumduKaLmsa, TEXHONOTNYECKNE
KapTbl

NabopaTopHbie 3aHATUA

P1.1 CocTaBneHune un opopmaeHne 6mubnmorpadmnyeckoro cnmcka 500
NUCTOYHMKOB MHPOPMALMM NO 3aJaHHOM Teme '

P1.2 AHanNM3 NapameTpoB rpynnbl 4OKYMEHTOB 2.00

P1.3 PaspaboTtka M odopmneHMe npuKasa MO OCHOBHOM 4.00
OeATeNbHOCTH

P1.4 MNoaroToBKa 1 opopmaeHne 4eN0BON KOpPECNOHAEHL MM 6.00

P1.5 MoaroToBKa 1 opopmneHne AOKNAAHOM 3aNUCKK 2.00

CamoctonaTenbHas pabota

Ci11 CpegactBa MHOOPMALMOHHOIO obecneyeHus: 4.00
KnaccuduKaTopbl '

Cl1.2 CpeactBa MHPOpMaUMOHHOrO obecneyeHua: TUMOBbIE 4.00
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NHCTPYKLMU U YHUPULMPOBaAHHbIE GOPMbI

C1.3 CBOWCTBA, NPU3HAKM U GYHKUMU LOKYMEHTA 8.00

C14 OcHOBHblE aTanbl pa3suTuA 7 WUCTOYHUKMU B 5.00
OOKYMEHTOBEAEHUM

KoHTaKTHaA BHeayauTOpHaAa pabota

KBP1.1 Buabl aoKymeHTOB. TpeboBaHWS K COCTaBNEHUIO M 4.00
odopmneHuto, TpeboBaHUA K 6raHKam '

KBP1.2 OcobeHHOCTM odopmaeHns M obpalleHUA 3N1EKTPOHHbIX 4.00
AOKYMEHTOB

KBP1.3 OdopmneHune ynpaBaeHYECKNX LOKYMEHTOB 4.00

KBP1.4 OdopmneHne Hay4HbIX U TEXHUYECKUX LOKYMEHTOB 4.00

KBP1.5 OtyéTt o HUP, noAacHuTeNnbHana 3anucKka 3.00

KBP1.6 TexHuyeckoe onucaHue, cneundpuKaumnsa, TEXHONOTNYECKNe 200
KapTbl

Paspen 2 «[JOKyMeHT KaK 00 beKT HanageHusa 1 3aLuThbl.

KoHdupgeHunanbHOCTb MHPOPMALMK N [OKYMEHTOB. 49.00

HecaHKLMOHMPOBAHHbDIN [0CTYN K AOKYMEHTUPOBAHHOW MHPOpMaLUK.

Cnocobbl panbcupurKaumm AOKYMEHTOB U METOAbI 3aLUTbIN

NeKuuun

n2.1 Cnocobbl M cpeactBa AOKYMeHTMpoBaHMA. MOANMHHOCTb
AOKYMEHTOB. Hocutenu AOKYMEHTUPOBAHHOM
nHdopmaumn. HecaHKLMOHMPOBAHHbIN [ocTyn K 2.00
nHbopmauum, suabl danbcudUKauMM AOKYMEHTOB U UX
Hocutenemn

n2.2 Cnocobbl M cpeacTBa 3aWMTbl AOKYMEHTOB M HOCUTenen
AOKYMEHTUPOBAHHOW WHbOpMauMm oT danbcupuKaumm. 2.00
OnpegeneHune NOAIMHHOCTU AOKYMEHTOB

n2.3 KoHduaeHumanbHOCTb MHGOPMALMM U JOKYMEHTOB. ITanbl
onpepeneHna coctaBa KOHPUAEHLMANbHbIX AOKYMEHTOB. 500
OcobeHHOCTM  onpeaeneHua  cocTaBa  [OKYMEHTOB, '
OTHOCALLUMXCA K CNyKebHoM TaliHe

n2.4 MeToapl KnaccuduKkaumMm AOKYMEHTOB U  AOKYMEHTHOM
nHdopmaumn. NHaekcuposaHue OOKYMEHTOB. 2.00
YHUOMUMpPOBaHHbIE CUCTEMbBI OKYMEHTALLUM

CamocroATenbHan pabora

c2.1 Cnocobbl 1 cpeacTsa 4OKYMEHTUPOBAHUS 8.00

C2.2 Hocutenn goKymeHTMpoBaHHOM MHPOpMaLmm 4.00

Cc2.3 Buabl panbcudPpmuKaumm 4OKYMEHTOB U UX HOCUTENEN 4.00

C2.4 Cnocobbl M cpeacTBa 3almUTbl AOKYMEHTOB M HOCUTENEN 6.00
AOKYMEHTUPOBaHHOM MHPopMaLmMn oT panbcndunKaumnm '

C2.5 OnpepgeneHne NOAMHHOCTU AOKYMEHTOB 4.00

C2.6 CneumanbHbie Mepbl NPU  U3roTOBAEHUM, 0bpalleHUn
TPAHCNOPTUPOBKE M XPAHEHUMN 3aLMULLEHHBIX HOCUTEnen 1.00
nHpopmaumm

KoHTaKTHaA BHeayauTOpHaA pabota

KBP2.1 CocTaB AOKYMEHTOB, OTHOCALLMXCA K CNy>KeOHOM TaliHe 4.00

KBP2.2 KoHoumaeHumanbHOCTb MHGOPMALMK U AOKYMEHTOB 4.00

KBP2.3 dTanbl  onpeaeneHMA  COCTaBa KOHPUAEHUMANbHbBIX 4.00
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OOKYMEHTOB
KBP2.4 OnpegeneHne cocTaBa [AOKYMEHTOB, OTHOCALLMXCA K 200

cnyxebHol TaliHe '
Paspen 3 «MoarotoBka U NpoxoxXaeHne NPOMEKYTOUHOMN aTTecTaLum» 27.00
23.1 MoarotoBKa K caave sk3ameHa 24.50
KBP3.2 KoHcynbTauma nepeq sk3ameHoOMm 2.00
KBP3.1 Cpaya sKk3ameHa 0.50
UToro 144.00

CopeprkaHme AUCUMNAUHBI JaHHOM paboyer nporpammbl Ucnosib3yeTca npu obyvyeHumn
no uHAMBUAYaNbHOMY y4ebBHOMY nnaHy, NpPuM YCKOPEHHOM O0OOy4YeHWW, Npu NPUMEHEHUU
OVCTaHLUMOHHbIX 06pa3oBaTe/ibHbIX TEXHOIOTUIM U 3NEKTPOHHOM 06yYeHUM (Npu Hannumm).
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MeToguueckue yKkasaHua anAa ob6yyalowmxca no 0CBOEHUIO AUCLUNUHDI

YcnewHoe o0OcCBOeHME AMCUMMNIMHBI NpeanonaraeT aKTUBHOE, TBOPYECKOEe YyyacTue
obyuatouleroca Ha Bcex 3Tamnax ee OCBOEHMA NMyTem MJIaHOMEpPHOM, NoBCceaHEeBHOM paboThbl.
Obyuatowmiica obs3aH nocewaTtb JIEKUUKM, CEMUHAPCKMUE, MpaKTU4eckme M nabopatopHble
3aHATMA (MPM  MX HaAAWYMKM), NOAYY4aTb KOHCY/NbTaUMKM MpenogasaTtena M BbINOJHATL
camocToAaTeNbHYyto paboTy.

M3yyeHMe AucuMNAWHBLI cnedyeT HayMHatb C nNpopaboTKM HactoAwen pabouei
NPOrpammbl, METOANYECKMX YKa3aHWM W pas3paboToK, yKasaHHbIX B nporpamme, ocoboe
BHMMaHMeE yAeNnnTb Lenam, 3a4a4am, CTPYKTYPE U COAePKAHNIO AUCLUNINHDI.

lNaBHOM 3ap3a4elt KaXKAOW NEeKUUN ABNAETCA PACKPbITUE CYLWLHOCTM TEMbI U aHaNu3 ee
OCHOBHbIX MOJIOXKEHUI. TemaTuKa NeKuMin onpepenseTca HactoAwen pabodyelt nporpammoit
ANCUMNANHBI.

JleKumm — 3TO CUCTEMATMYECKOE YCTHOE W3/I0XKeHMe yyebHoro matepuana. Ha Hux
obyyatowmmnca nosy4aeT OCHOBHOM 06bem MHOOPMALMU MO KaxKOOM KOHKPETHOW Teme.
Nekumm 0bbIYHO HOCAT NPOBAEMHDIN XapaKTep U HaLeNeHbl Ha OcBelLleHMe Hanbonee TpPyAHbIX
N ANCKYCCUOHHBIX BONPOCOB.

Mpeanonaraetcs, 4To obyyalowmeca nNPUXOAAT Ha  NIeKuuKn, npeaBapuUTeNbHO
npopaboTaB COOTBETCTBYIOWMI Yy4yebHbIM MaTepuan no WMCTOYHMKAM, PEKOMEHAOBAHHbLIM
nporpammoii. Yacto oby4yarowmmcs TPyAHO pa3obpaTbca C ANCKYCCUMOHHbIMM BOMPOCAMM, AaTb
O4HO3HAYHbIM oTBeT. [penogasaTenb, CPABHMBAA PA3/IMYHbIE TOYKU 3PEHUA, U3NAraeT CBOM
B3rNA4 W HALeNMBAEeT MX Ha AaNbHEWLWMNE UCCNe0BaHMA U NOUCK Hay4yHbIX peweHui. Mocne
NEeKLMU KenaTesibHO BEYEPOM MepeymTaTb M 3aKPEenUTb MOAYyYeHHY WMHPOpmaumio, Toraa
3¢ PEKTUBHOCTb €€ YCBOEHMA 3HAUUTENbHO BO3pacTaeT. lpu paboTe C KOHCMEKTOM NeKuuMu
Heobxo4MMO OTMEeTUTb MaTepuan, KOTOpPbIA Bbi3blBaeT 3aTPyAHEHWA AAs8 NOHUMaHWUSA,
nonbITaTbCA HAWTWU OTBETbl Ha 3aTpyAHWUTE/IbHble BOMPOCHI, WMCNO/b3yA MNpeasiaraemyto
nutepatypy. Ecnm camoctoAaTenbHO He yaanocb pasobpaTbca B maTepuane, chopmynupyinTte
BONPOCHI U 06paTUTECh 33 MOMOLLBIO K MpenogasaTento.

Llenbto ceMMHapCKMX 3aHATUI ABNAETCA NPOBEPKA YPOBHA NOHMMaHMA obyyatowmmumncs
BOMPOCOB, PAaCCMOTPEHHbIX Ha IEKLMAX U B y4ebOHOM nnuTepaTtype.

Lenbto npakKTMYecknx U NabopaTopHbIX 3aHATUIN ABnAeTca (GOpPMUPOBaAHME Y
06yyYaloLWMXCA YMEHMIA U HABbIKOB MPUMEHEHMA TEOPETUUYECKUX 3HAHUIM B PeasibHOM NpPaKTUKe
pelleHna 3a4a4; BOCNOAHEeHMe Npobenos B NPOMAEHHON TeOPeTUYECKOM YacTuM Kypca.

CeMHWHapcKKe, NpaKkTUYecKne 1 1abopaTopHbie 3aHATMA B PAaBHOW Mepe HanpaB/ieHbl Ha
COBEPLUEHCTBOBAHNE WHAMBMAYANbHbIX HABbIKOB pPELUEHUA TEOPETUYECKUX W MPUKNALHDLIX
3a/a4, BblpabOTKy HaBbIKOB MHTENNEKTyaNbHON pPaboTbl, a TaKkKe BefeHUA AUCKyccui. Ons
YCNELWHOro y4acTua B CEMMHAPCKMX, NPAKTUYECKUX U 1aBOPATOPHbIX 3aHATUAX 0byYatoLLemyca
cnepyeT TWATENbHO NOAFOTOBUTLCA.

OcHoBHOM ¢GOpPMOM MNOArOTOBKM 0OyYaloWMXCA K NpakTU4eckum (nabopaTopHbim)
3aHATMAM ABAAETCA CamocToATesNbHAaA pabota c yyebHO-MeToAMYECKMMW MaTepuanamm,
Hay4YHOW NUTepPaTypoi, CTaTUCTUYECKMMM AAaHHbIMU U T.N.

MN3yumB KOHKPETHYIO TeMY, 0BYYaOLWMINCA MOXKET ONpPeaeUTb, HACKOIbKO XOPOLIO OH B
Hel pa3obpanca. Ecan Kakme-To MOMEHTbI OCTa/IMCb HEMOHATHLIMM, LLesnecoobpasHo COCTaBUTb
CMWCOK BOMPOCOB M Ha 3aHATMM 3aAaTb UX npenogasaTento. lMpaKkTuyeckne (nabopaTopHble)
3aHATMA NPefoCTaBAAOT 0byYalolemycs BO3MOXKHOCTb TBOPYECKM PACKPbITbCA, MPOABUTL
WHULMATUBY N Pa3BUTb HaBblKM NYBANYHOIO BeAEeHMA AUCKYCCUA U OOLLEHMA.

CamocTtoATenbHasa paborta obyvatowmxca BKAOYaeT B cebA BbINONHEHME Pa3/IMYHOIO
poaa 3agaHui  (M3yyeHMe y4yebHOM WM HAy4yHOM NMTepaTypbl, MATEPUANoB NEKLUMN,
CUCTEMATM3AUMIO MPOYMTAHHOrO MaTepuana, NOATrOTOBKY KOHTPO/JbHOW paboTbl, pelweHune
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3afa4y, NOAroTOBKA AOKNAA0B, HanucaHue pedepatos, Ny6AMKALMA TE3NCOB, HayYHbIX CTaTEN,
NOAroTOBKa M 3aliMTa KypcoBoi paboTbl / NpoeKkTa M Apyrue), KOTopble OPUEHTMPOBAHbI Ha
rnyboKoe ycBOoeHMe matepuana n3y4yaemom ANCUMNAnHbI.

Obyyarowmmcs peKoMeHAyeTcA CUCTEMATMYECKM OTBOAMTb BpemA ANA MNOBTOPEHWUA
NpPonAEeHHOro maTepurana, NPOBEPAA CBOM 3HAHWUA, YMEHUA U HABBIKM.

BHYTpeHHAA cMCTemMa OLLEHKM KayecTBa OCBOEHWUA OUCLMMNAWHLI BKAKOYAET BXOAHOM
KOHTPO/Nb YPOBHA MNOArOTOB/NIEHHOCTU OOYYaOWMXCA, TEKYWMA KOHTPO/Ib YCNEeBaemMoCTH,
NPOMENKYTOUYHYIO  aTTecTauuio, HANpPaBNEHHYI Ha OUEeHMBAHWE MNPOMENKYTOUYHbIX U
OKOHYaTe/IbHbIX Pe3y/IbTaTOB 0Oy4YeHUsA NO AUCUUNANHE (B TOM YMCe Pe3ybTaTOB KYpCoOBOro
NPOEKTUPOBAHUSA (BbINONHEHWA KYPCOBbLIX PAbOT) NpU HaAU4UK).

Mpn npoBeseHWM MNPOMENKYTOUYHOM aTTecTauum  obyyatowerocAa  y4MTbIBaAOTCA
pe3ynbTaTbl TEKYLLETO KOHTPOA, MPOBOANUMOrO B TE4EHME OCBOEHUA ANCLMM/IUHBI.

Mpoueaypa OUEHMBAHWA pPe3yNbTaTOB OCBOEHMA AUCUMMAMHBI OCYLLECTBAAETCA Ha
OCHOBE AelCTBYHOLWMX /IOKaIbHbIX HOPMATUBHbIX akToB PIEQY BO «BATCKUIA rocyaapCTBEHHbIN
YHUBEPCUTET», C KOTOpbIMM oOby4yarowmecs O03HAKAM/IMBAKOTCA Ha oduuManbHOM cante
yHMBEpPCUTETA WWW.Vyatsu.ru.
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YuyebHO-meToaMuecKoe obecneueHne gUCLUNAUHDI, B TOM Yncne yuebHo-
meToguyeckoe obecneueHne camocTosaTeNbHOM paboTbl obyuatoweroca no
AucumnauvHe

Yye6Hasa nutepatypa (ocHoBHas)

3) Napbkos, Hukonait CemeHoBmu. [lokymeHToBeaeHue : y4eb. / H. C. JlapbKoB. - 3-e
nsg., nepepab. n gon. - Mocksa : Mpocnekt, 2018. - 412 c. - bBubaunorp. B KOHLe rnas. -
ISBN 978-5-392-28000-1 : 500.00 p. - TEKCT : HENOCPEACTBEHHbIN.

4) bappgaes, dayapa ApkagbeBuu. [lokymeHToBeaeHue : yuebHuK / 3. A. bapaaes, B. b.
KpaBueHKo. - 3-e un3pg., nepepab. n gon. - MockBa : Akagemus, 2013. - 332, [1] c. -
(Bbicwee npodeccmoHanbHoe obpasoBaHue. bakanaspuat. WHbopmauymoHHas
6e3onacHoCTb). - Bubawnorp.: c. 324-328. - ISBN 978-5-7695-8492-3 : 578.60 p. - TeKcT :
HEenocpeaCTBEHHbIN.

1) PoroxuH, M. tO. lenoBble AOKYMEHTbI B Npumepax 1 obpasuax : COopHUK TUMOBbIX
AokymeHToB / M.IO. PoroxuH. - M.|bepauH : Aupekt-Megua, 2014. - 496 c. - ISBN
978-5-4475-1581-2 : b. U, - URL:
http://biblioclub.ru/index.php?page=book&id=253701/ (mata obpaleHus:
24.03.2020). - Pexxum goctyna: I6C YHuBepcuteTckas bubanoreka ONLINE. - TeKcr :
3/IEKTPOHHbIN.

2) KyHsaes, H. H. [lokymeHToBeaeHue : y4uebHuK / H.H. KyHAaes. - Mocksa : Jloroc, 2011.
- 178 c. - (HoBaa yHuBepcuteTckaa bubnmorteka). - ISBN 978-5-98704-329-8 : b. u. -
URL:  http://biblioclub.ru/index.php?page=book&id=84880/ (mata obpalueHus:
24.03.2020). - Pexkum poctyna: 36C YHusepcutetckaa 6ubnmnoreka ONLINE. - TekcT :
3/IEKTPOHHDbIN.

Yue6Hasa nutepartypa (AononHUTeNbHasn)

1) Kapposoe  aenonpousBoAcTBo:  0GOpPM/IEHME  TPYAOBbIX  OTHOLUEHWN,
dbopmumpoBaHue [OOKymeHTOB W aen. COOPHUK HOPMATUBHbLIX AOKYMEHTOB. -
HoBocnbupck : Cnbupckoe yHmBepcuteTckoe mnsgatenbctso, 2005. - 544 c. - ISBN 5-
94087-440-1 : b. u. - URL: http://biblioclub.ru/index.php?page=book&id=57558/ (gata
obpauweHus: 24.03.2020). - Pexum pgoctyna: IBC YHuBepcuTeTcKaa 6ubanoTteKa
ONLINE. - TeKCT : 9N1eKTPOHHbIN.

yue6no-me‘rop,uqecxue nspaHuAa

1) EnudaHos, Masen CepreesBuy. PyHKUMOHANbHbLIA aHaNM3 MapamMeTpoB rpynmnbl
AOKYMEHTOB : yyebHO-meToa,. nocobue gna cTyAeHTOB NO Hanpas/ieHUAM NOATOTOBKM
10.03.01, 10.05.02, 11.03.01, 11.03.02 / M. C. EnudaHos ; Batry, UMUC, ©ABT, Kad.
P3C. - Kupos : Batl'y, 2018. - b. U. - TEKCT : 3/1EKTPOHHbIN.

2) EnndaHos, Masen CepreeBny. YnpaBaeHYecKkMe 4OKYMEHTbI B NPMMEpPaX U 3a4a4ax :
y4yebHo-meToA,. nocobue ana cTyaeHToB Mo HanpasneHuam noagrotoskm 10.03.01,
10.05.02, 11.03.01, 11.03.02 / N. C. Enudaxos ; Batly, UMUC, ®ABT, kadp. PIC. -
Knpos : Batl'y, 2018. - b. U, - TEKCT : 3N1eKTPOHHBbIN.
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YyebHo-HarnaaHoe nocobue

1) Enudanos, M. C. Pa3paboTka U opopmeHne ynpaBaeHYECKUX AOKYMEHTOB : y4eb.
nocobue pana cryaeHtoB HanpasneHma 090900.62, 210700.62 Bcex npodunen
NoAroToBKKM U cneumanbHocTb 090302.65 / M. C. EnudaHos ; Batry, ®MNMT, kad. PIC. -
Kupos : Batl'y, 2013. - 3arn. ¢ TUTYAN. 3KpaHa. - IIEKTPOH. Bepcus ney. nybamkauuu. - b.
U. - TEKCT : 9NEeKTPOHHbIN.

dneKTpoHHble 06pa3oBaTenbHble Pecypcbl

1) MopTan AucTaHuMoHHOro obydyeHusa BATIY [3neKTpoHHbI pecypc] / - Pexum
poctyna: http://mooc.do-kirov.ru/

2) Pasgen odpuumanbHoro cainta Batly, comeprkawuii onucaHue obpasoBaTesibHOM
nporpammol [3neKTpOHHbIV pecypc] / - Pexunm AocTyna:
https://www.vyatsu.ru/php/programms/eduPrograms.php?Program [ID=3-10.05.02.01
3) /IN4HbIN KabMHeT cTyaeHTa Ha oduLManbHOM canTe BATIY [aneKkTpoHHbIN pecypc] / -
Pexum poctyna: https://new.vyatsu.ru/account/

4) EaMHOe OKHO AocTyna K obpasoBaTesibHbIM pecypcam http://window.edu.ru/

dNeKTpoHHble 6ubaunoTteuyHble cuctemol (36C)

* 36C «HayuyHana anekTpoHHaa 6ubnanoteka eLIBRARY» (http://elibrary.ru/defaultx.asp)
¢ 36C «M3paTenncrea MaHb» (http://e.lanbook.com/)

* 3BC «YHuMBepcuteTckaa bubamnoteka online» (www.biblioclub.ru)

® BHYTpeHHAA 3NeKTPOHHO-6MbAnoTeYHan cuctema Batly (http://lib.vyatsu.ru/)

e 36C «HOPAWT (https://urait.ru)

CospemeHHble npodeccuoHanbHble 6a3bl AaHHbIX U MHGOPMALMOHHbBIE CNPaBOYHbIe
cucTembl

e TAPAHT

e KoHcynbTaHTMAOC

e TexakcnepT: Hopmbl, NpaBuna, cTaHAapTbl

® PocnateHT (https://www1.fips.ru/elektronnye-servisy/informatsionno-poiskovaya-

sistema)

e Web of Science® (http://webofscience.com)
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MarTepuanbHoO-TeXHU4YecKoe obecneueHne AUCLUNAUHDI

LemoHcTpaumoHHoe o6opyaoBaHue

MepeyeHb Ucnonb3yemoro o6opyaoBaHus

MYNbTUMEOWUA TPOEKTOP CASIO XJ-A141V C 3KPAHOM HACTEHHbIM  180*180CM,
WTATUBOM PROFFIX 63-100CM U KABEJTIEM VGA 15.2M

CneuunanusmpoBaHHoe o6opyaoBaHue

MepeyeHb UCMONb3yeMoro obopyaoBaHus

rPAGUYECKAA PABOYAA CTAHLMA DEPO Race X340S

KOMMBKOTEP HP Bundle 3300Pro MT Core i5-2400S 4Gb

NEPCOHA/IbHbIM KOMMbIOTEP ICL $253.MI (MOHOB/10K)

PABOYAA  CTAHUMA  TENEKOMMYHWKALIMOHHOINO  AOCTYMA K  KJ/IACTEPHOW
BbIYUCNUTE/IbHOM CUCTEME WU XPAHUNULLLY AAHHbIX
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MepeuyeHb MHHOPMALMOHHBIX TEXHONOMUIA, UCMONb3YEMbIX NPU OCyLLECTBAEHUN 06pa3oBaTeNbHOro Nnpouecca no
AUCUUNAUHE, B TOM UMCIE NNLEH3UOHHOE M cBo6oaHO pacnpocTpaHaemoe MO (BKatouasa MO oTeuecTBEHHOro NPoOMU3BOACTBA)

Ne | HaumeHoBaHue MO KpaTKaa xapaKTepuCcTnKa HasHadeHma MO
n.n
1 MporpammHaa cuctema C  moaynamu  Ana | NMporpammHbIA KOMMAEKC ANA NPOBEPKM TEKCTOB Ha MNpeaMeT 3aMMCTBOBaAHMA U3
06HApPYKEHUA TEKCTOBbIX 3aMMCTBOBAHWUM B y4eOHbIX | MHTEPHET-UCTOYHMKOB, B KONNEKUMM AauccepTauma u astopedepatoB Poccuickon
M Hay4yHbIX paboTax «AHTUNAArMaT.By3» rocyaapctseHHon  6ubnnotekn  (PFB) M KOANeKUMM  HOPMATUBHO-MPaBOBOW
OOKymeHTaumu LEXPRO
2 Microsoft Office 365 ProPlusEdu ALNG SubsVL MVL | Habop Beb6-cepBrcoB, NpeaocTaBAsAoWmniA A0CTYN K Pa3/IMYHbIM NPOrpaMmMam 1 ycayram
AddOn toOPP Ha ocHoBe nnatdopmbl Microsoft Office, anekTpoHHOM nouTe OM3Hec-KNacca,
bYHKLUMOHany ana obweHna n ynpasaeHna 4OKYMEHTaMum
3 Office Professional Plus 2016 MakeT npuaoxKeHun anAa paboTbl C PaA3AUYHBIMKM TUNAMW LOKYMEHTOB: TEKCTAMM,
3/IEKTPOHHbIMM Tabanuamu, 6azamm AaHHbIX, MPE3EHTALMAMM
4 Windows Professional OnepaunoHHasa cuctema
5 Kaspersky Endpoint Security ans 6usHeca AHTUBMPYCHOE NporpammHoe obecneyeHne
6 CnpaBoyHaa npasoBaa cucTtema «KoHcynbTaHT | CNnpaBOYHO-NPaBOBAsA cMCTEMa NO 3aKoHoAATenbCcTBy Poccuinckont Pepepaumnm
Mnoc»
7 DNEKTPOHHbIN Nepuogmdeckmin cnpasodHnk FTAPAHT | CnpaBo4HO-NpaBoBas cMCTeMa NO 3aKoHoAaTenbcTBy Poccuinckon degepauymm
AHanntuk
8 Security Essentials (3awuTHUK Windows) 3awmTa B peume peasibHOro BPeMeHU OT LWMNMOHCKOro NporpammHoro obecnedyeHums,
BMPYCOB.
9 Moi1Odunc CtaHaapTHbIN Habop npunoxeHnit ans paboTbl C 4OKYMEHTAMM, NOYTON, KaNeHAAPAMM U KOHTAKTamm
Ha KomMmnbtloTepax 1 Beb bpaysepax
10 | ONLYOFFICE oHNanH-oduc (rpynnosas paboTa c gokymeHTamu, CRM u ap.)

O6HOBNEHHbIN CNUCOK NpPOrpaMmmMmHOro

obecneyeHun

OaHHOM pabouei nporpammbl HaxoauTca no

agpecy:

https://www.vyatsu.ru/php/list it/index.php?op id=93144
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