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Pabowyas mporpamma aucrmmmmesl  B1.B.JIB.09.01  «JloxyMeHTaLMOHHOE
obecreveHne yIpapiIeHUs B OXpaHe TpyAa» I 0akaaaBpoB HAMPABIEHHS IOATOTOBKH
20.03.01 Texnocdepnas OezonacHocTs. [Ipoduns «Be30MacHOCTE TEXHOIOIMYECKHUX
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Pabowas nporpamma pacecMoTpena u ogobpeHa Ha 3aceannn YMK UHIKEHEPHO-
TEXHOJIOTUYECKOTO (paKyIbTeTa

oT 16 .05 . 20 23 r., mpotokon Ne 7
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1.Padouass mporpamma aucuumianabl Bb1.B./1B.09.01 «/lokymeHTaumoHHoe
o0ecrneyeHre ympaBJjieHHsI B OXpaHe TpPyJda» JJis 0akajiaBpuaTa HampaBJIeHUs!
noaroroBkun 20.03.01 TexHocdepHasi 06e30MaACHOCTb, NPOPUIb NOATOTOBKHU
«be30macHOCTh TEXHOJIOTHYECKHX MPOIECCOBY.

2.IlepeyeHr MUIAHMPYEMBIX Ppe3yJbTATOB O00y4YeHMsl 10 JMCUMILIMHE,
COOTHECEHHBIX C IUIAHHPYEMBbIMHM Ppe3yJabTAaTaAMHM OCBOCHHUSI 00pa30BaTeJbHOM
NporpamMmsl

2.1. leab 1 3a1a4¥ U3YyYeHUS TUCHUMILIMHBI (MOXYJIs1)

Henv oucyunaunvt (mooyns):
— MOATOTOBKA OYAYIIMX CIEIHAIMCTOB TPYIOOXPAHHOTO MPOQWIs K PEUIeHUIO 3a1ad,
CBSI3aHHBIX C OpraHu3alueld JOKYMEHTAJIbHOTO COMNPOBOXKIEHUS  YIPaBICHUS
TPYAOOXPAHHBIX MPOLECCOB OPraHU3ALINH.

Yueonvie 3a0auu oucyunaunvt (mooyns):
— MOJy4YEeHHE 3HAHWN IO OCHOBHBIM MPHUHIUIIAM, MOHATHSAM (POPMHUPOBAHUS HAYKHU
«JloKyMEHTUpOBaHUE YIPABICHUECKON JIEITEIBHOCTHY», NPUHIMIIOB U 3aKOHOB
OpraHM3aliy JOKYMEHTOOOOpOTa Ha MPEANPUATHH (B TOM YHUCIE U B TPYJOOXPAHHOM
acIieKTe);

— (opmupoBaHHE YIPABIEHYECKOW M HMHOM OpPraHU3aIMIOHHO- PACHOPSIUTEIHLHOM,
CIPaBOYHO-MH(POPMAIIMOHHON W CIPaBOYHO-aHAJIUTUYECKOM  JOKyMEHTAIWH,
CBA3aHHOM C TPYJIOOXPAHHOM JEATEIbHOCTBIO HA IPEANIPUATUN;
— (popmupoBaHHe yMEHUN MPUMEHSTHh MOJyYEHHbIE 3HAHUS K PEUICHUIO BOIPOCOB IO
OpraHU3aIMOHHBIM ITpoLieccaM B cpepe OXpaHbl Tpyna paOOTHUKOB Ha MPEANPUATHH;
— OBJAJICHHE OCHOBHBIMH TpPUHUUIAMUA  (HOPMUPOBAHMS  JTOKYMEHTHPOBAHUS
YIPABICHYECKON JIEeATEIbHOCTH, 3aKOHAMHM OpraHW3allid, HaBBIKAMHU COCTABJICHUS
HEOOXOMMBIX YIIPABICHUYECKUX W MHBIX JOKYMEHTOB.
2.2. IInanupyembie pe3yabTaThbl 0CBOCHHS M CHHUILIHHbI
[Tpouecc uzyuenus muctmmauasl b1.B.J1B.09.01 «/lokymeHTannoHHOe obecriedeHne
yIOpaBieHUS B OXpaHe TpyJda» HampaBieH Ha (OPMUPOBAHHE CIEAYIOUINX
YK-4 - CnocobeH oCyIecTBIATh ACTOBYI0 KOMMYHHUKAIMIO B YCTHOM M NMUCHhMEHHOMN
dbopmax Ha rocyaapcTBeHHOM si3blke Poccuiickoit denepaniuu U MHOCTPaAHHOM(BIX)
s3bIKe(ax)
[IK-1 - CnocobeH peanu3oBbIBaTh HOPMATHBHOE OOecrieueHne Oe30macHbIX YCIOBUHN U
OXpaHbl Tpyia
[IK-3 - CmocobeH ocymecTBIsITE cOOp, 00paboTKy W mepemady WHMOpMAIUU TIO
BOIIPOCAM YCJIOBUM U OXpaHbl Tpyia
B pesynbTaTe u3ydeHus TUCHUTUIMHBI CTYIEHT JOJIKEH:
3HaTB:
— HOPMAaTUBHbIE, KOMMYHUKATHUBHBIC, 3TUUECKHE ACHEKThl YCTHOW M MUCHhMEHHOMN
peuy;
— SI3BIKOBBIE XapaKTEPUCTUKUA THIIOB TEKCTOB M PEUYEBBIX >KAHPOB, PEATU3YEMBIX B
pa3auuHbIX (HYHKIIMOHATIBHBIX CTHISAX (O(QHUIIHAIBHO-IEI0BOM, OOMXOAHOM) B UX
YCTHOW Y TUCBbMEHHOUW Pa3HOBUIHOCTSIX;

3
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— HOPMAaTHBHYIO TpaBOByl0 0a3y B cdepe oOxpaHbl Tpyaa, TpPYAOBOE
3aKoHoAaTenbCTBO Poccniickon Penepanuu;

— BHUJIbI JIOKAQJbHBIX HOPMATUBHBIX aKTOB B c(epe OXpaHbl TpyJda U MOPAIOK HX
pa3paboTKH, COTrJIaCOBaHMs, YTBEPKACHUS U XPAaHEHMS,;

— OyTu (KaHajbl) JOBEACHHUS MH(POPMALIUU IO BOMPOCAM YCIOBUM U OXpaHbl TpyJa
710 paOOTHUKOB, MHBIX 3aWMHTEPECOBAHHBIX JIMLI;

— COCTaB U MOPSAOK OPOPMIICHUS OTYETHOW (CTATUCTHUECKOM) JOKYMEHTAIMH IO
BOIPOCAaM YCJIOBUHM U OXpaHbl TpyJa.

Ymersb:

— aHaJM3UPOBATh U CO3/1aBaTh TEKCTbl Pa3HBIX CTUJIEH B 3aBUCUMOCTU OT c(epsl
OOILIEHHUS;

— MPUMEHATh TOCYJApCTBEHHBIE HOPMATHBHBIE TPEOOBAaHUS OXpaHbl TpyAa MpH
pa3paboTKe JIOKAJTIbHBIX HOPMATUBHBIX aKTOB;

— NPUMEHATh HOPMATHUBHBIE TPABOBbIE aKThl M HOPMATUBHO-TEXHUYECKYIO
JOKYMEHTALIMIO B YaCTH
BbIJICTICHUSI B HHUX TpeOOBaHUM, MpOLEAyp, PErIaMEeHTOB, PEKOMEHIALMU IJis
ajlanTanuy u
BHEJIPEHUS B JIOKAIbHYIO HOPMATUBHYIO JIOKYMEHTALUIO;

— QHAJIM3UPOBATh U OLICHUBATH MPEIIOKCHUS U 3aMEYaHUs K IPOEKTaM JIOKAJIbHBIX
HOPMAaTHUBHBIX
aKTOB I10 OXpaHe TPyAa;

— TIOJIb30BaThCSA CIIPaBOYHBIMU nH()OPMAITMOHHBIMH 0azamu JTAHHBIX,
coAepKalyMu JOKYMEHTBI U
MaTepualbl 0 OXpaHe TPYyAa;

— pa3pabateiBaTh (TIepepabaThiBaTh) TMPOEKTH JOKAIBHBIX HOPMATHUBHBIX AaKTOB,
oOecreynBaOIMUX Cco3AaHie © (DYHKIMOHWPOBAHWUE CHUCTEMBI YIPaBICHUS
OXpaHOU TPyAa;

— MOJATOTaBIIMBAaTh  JOKYMEHTHI, COJCp)KallMe TIONHYI0 W  OOBEKTHUBHYIO
nH(OPMAITHIO TI0 BOTIPOCAM OXPaHbI TPY/Ia.

Baagers:

— MPUHIIATIAMA CO3JIaHUS TEKCTOB Pa3HBIX (PYHKITMOHAIBHO-CMBICIIOBBIX THIIOB;

— o0muMu  mpaBuiIaMd  OQOpPMIIEHUS JIOKYMEHTOB  pa3JIMYHBIX THUIIOB Ha
rOCy/apCTBEHHOM SI3bIKE;

— OCHOBaMH HOPMAaTHBHOTO 00ECIICUEHUSI CUCTEMBI YIIPABJICHUS OXPAHOU TPY/a;

— HaBBIKAMU  pa3pabOTKHM  MPOEKTOB  JIOKAJBHBIX  HOPMATHBHBIX  aKTOB,
obecrieunBaOIMIMX CO3AaHUE U (YHKIMOHUPOBAHWE CHUCTEMBI YIIPaBJICHUS
OXPaHOU TPyHa;

— HaBBIKAMU MEPepabOTKH JIOKAJbHBIX HOPMATHBHBIX aKTOB IO BOIIPOCAM OXPaHBI
TpyJa B cliydya€ BCTYIUIEHHUS] B CHUJIy HOBBIX WM BHECEHUS HU3MEHEHUN B
JNEUCTBYIOIIME HOPMATHUBHBIE MPABOBBIE AKTHI, COAEPKAIIME€ HOPMBI TPYIAOBOTO
MpaBa;



TB-23: Pa6ouas nporpamma aucuumuiabl 51.B.J1B.09.01 «/lokymeHTannoHHOE 0OecriedeHre ypaBieHnuss B OXpaHe Tpyaa»

— MeTomaMu  cObopa WHPOpPMAMM W TPEIJIOKCHWA OT PaOOTHHKOB, WX
MPECTAaBUTEIILHBIX OPraHOB, CTPYKTYPHBIX MOAPA3JEICHUNA OpTaHU3alUd TI0
BOMPOCAaM YCJIOBUH U OXpaHbI TPY/Q;

— METOJIaMH OpraHu3amuu cOopa U 00paboTku WHOOpPMAIUHU, XapaKTEePU3YIOIIeH
COCTOSIHHE YCIIOBUI U OXpaHbl TpyAa y paboTonaTeNs;

— HaBBIKAMH  TIOATOTOBKM  OTYETHOW  (CTaTUCTUYECKOH)  JOKyMEHTAIHH
paboToaress Mo BOIPOcaM YCIOBHUI U OXpaHbI TPYy/a.

3. Mecro aucuuiuiaabl B ctpykrype OITOIL.
Huctmmummaa b1.B.JIB.09.01 «JlokyMeHTanmoHHOE OOECIeYeHHE YIPaBJICHUS B
OXpaHe TpyAa» OTHOCHUTCS K JUCHUIUIMHAM II0 BBIOOpY dYacTH, (OpMHUPYEMOil
y4acTHUKaMu 00pa30BaTeIbHBIX OTHOIIEHWH y4eOHOTO IJIaHa.

4. O0beM TMCHUIINHBI (MOAYJIs1)
(B 3a4eTHBIX €IMHUIIAX C YKa3aHUEM KOJIMYECTBA  AKAJEMUYECKUX WU
ACTPOHOMHUYECKHUX YacOB, BBIJICICHHBIX Ha KOHTAaKTHYIO paboTy OOydaromuxcsi C
nperniofaBareneM (MO BUJAM YYEOHBIX 3aHATHH) M Ha CaMOCTOSITEIIbBHYIO pPaboTy
00yJaroIIXcsi)

KonTtakTHbIE Yach!
Oo1mee KOJI-BO Konrpoab
Cemectp KOJI-BO 3ad. 1263/ P cem. CP (BpeMs Ha
4acoB €IMHULL Beero [ nrex P e us3 KOHTPOJIb)
8 108 3 48 18 30 60 3a
Htoro mo OPO 108 3 48 18 30 60
9 2 2 2
10 106 3 14 4 10 88 3a (4 4.)
Hroro no 300 108 3 16 6 10 88 4

5. Copep:kaHue AUCHMILVIMHBI (MOAyJs) (CTPYKTYpHMPOBaHHOEe MO TeMaM
(pa3gennaM) ¢ yka3aHHeM OTBeJeHHOI0 HA HHMX KOJMYECTBa aKaJAeMUYeCKMX HJIU
ACTPOHOMHUYECKUX YACOB U BUJAOB YUeOHBIX 3aHATHIA)

KonnuectBo 1yacoB

®opma
HanmeHoBaHHE TEM ouHas (opma 3aouHas Gpopma p
(pasneios, Moxyieit) TEKYIIETO
TIEJI0B, MOJLYJIEH
p > \ B TOM YHUCTIE B TOM YHCIIE KOHTPOJII

n |nab| mp |cem| U3 | CP n |nab| op |cem| U3 | CP

N | Bceero

1

© | Bcero

41516718 1011 (12 13| 14| 15 16

Pa3gen 1. BBeaeHue B JT0OKyMeHTALMOHHOe o0ecneyenne ynpasiaenus. HopmaTruBHo-MeToauuyeckas 0a3a

1.1.0cHoBHBIE
IIOJIOKCHHUA 110
NIOKyMEHTUPOBAHUIO
YIPABICHYECKON
JeATETBHOCTH.
TpeboBanus k
0(OpMIICHHIO
PEKBH3HTOB.

8 | 4 4 1161 15 | yernii onpoc
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Paznea 2. I[OKYMBHTHI)OB?,IHHC YHUpaBJICHYCCKHUX TOKYMCHTOB

2.1. JIo0KyMEHTHUpPOBaHU
€ OpraHHu3allOHHO-
MIPAaBOBBIX IOKYMEHTOB

6 2 4 1161 1 15 | yernsiit onpoc

2.2 . JIOKyMEHTHUPOBaHU
€ OpraHu3alMoHHO-
paciopsIIUTeNbHBIX
JIOKYMEHTOB

8 2 6 |16 ] 1 15 | yernsiit ompoc

[IpakTuyeckas pabora
Nel. Tema:
<<Hp0€KTI/IpOBaHI/Ie u MPaKTHYECKOE
co3/laHKe ONITHKOB 3ajatne
JTOKYMEHTOB
OpTraHHU3alnn)»

2.3. JI0KyMEHTHPOBaHU
€ CIIPaBOYHO-
HH(POPMAIIMOHHBIX U
CIIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB.

18 2 16 1 1 YCTHBIH 0npoc

ITpakTHueckas paboTa
No2. Tema: «Co3nanue
1a0JIOHOB OJIaHKOB
OpraHu3aIuy ¢
yrHOBLIM TIPaKTHYIECKOE
PpacnoIOKCHUEM 3a/1aHne
PEKBU3UTOB C
HCITOJI30BAHUEM
HMHCTPYMEHTAIbHBIX
cpenctes Word»

2.4 JIoKkyMEHTUPOBAaHU
€ JIeATENbHOCTU
KOJUJIETUAJIBHBIX 10 2 8 15 15 | ycrusiii onpoc
OpraHoB U paboOTHI C
KaJpaMu.

2.5. JIOKyMEHTHUPOBaHU
€ TPYIOOXPaHHOH 10| 2 8 |16 1 15 | yernmiit onpoc
JesITebHOCTH

IpakTiueckas padoTa
Neo3. Tema:
«/loxyMeHTannoHHOE
obecrieueHue
ynpasienus (J{OY)
mpouecca 5 4 1 npa;;;v;t;c:oe
OpraHu3aluy u

MIPOBEICHUS
MIPEABAPUTEIHHOTO
MEIUIIMHCKOTO
0CMOTpay.
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[IpakTryeckas padbota
No4. Tema:
«JloxyMeHTannOHHOE
obecrieueHue
ynpasienus (JOY)
mponecca 5 4 1 2 2 Hpiz;‘:{ic:oe
OpTraHM3alluu 1

MPOBEICHUS
MIEPHOINIECCKOTO
MEHUIUHCKOTO
OCMOTpay.

Pazgen 3. Opranu3anusi 10KyMeHT0000pOTa

3.1.Peructpanus
JOKYMEHTOB.
Opranuzamnus
KOHTPOJIS 32
WCTIIOJTHEHHUEM
JIOKYMEHTOB.

8 2 6 14 1 13 | ycrmsiit ompoc

3.2.0pranuzanus
XpaHeHus
JJOKYMCHTOB. 3 2 1 YCTHBIH O1poc
[lepenaua nen B
apXmuB.

[IpaxkTuyeckas padora
Ne5. Tema:
"CocTtaBicHue 1 paKTHIECKOe
odopmiieHHe 3ajianne
UHCTPYKLHH 110
oxpase Tpyna'.

[Mpaktuyeckas padbota
Ne6. Tema:
"«/loxymMeHTalmOHHOE
obecrnieucHUe 4 4 2 2
opraHuzanuu padoT ¢
MOBBIILICHHOM
OIMaCHOCTRION.".

PaKTHIECKOE
3aJaHue

ITpakTiueckas paboTa
Ne7. Tema:
«JlokyMeHTalIOHHOE
obecrnieuenune MpaKTHYECKOE
OpraHu3anuy 1 3a1anue
MIPOBEIICHAS
TPEXCTYNEHYAaTOro
KOHTPOJISD.

[IpakTHyeckas padora
Ne8. Tema:
"CocraBneHue u
Oq)OpMHEHI/IG NPaKTHYECKOE
JIOKyMEHTa saflathe
"[Tomoxenne o
ciryx0e oXpaHbl
TpyAa"

Bcero gacos 3a

8 /10 cemectp 108| 18 30 60 | 104 6 10 88
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dopma IpOMEK.

3aueTr
KOHTPOJIS

3auer - 4 4.

Bcero uacon
JUCLHHUILIMHE

108| 18 30 60 [104]| 6

10

88

JacCcoOB Ha KOHTPOJIb

4

5. 1. TemaTnuyeckuii JIaH JeKIUH

Ne nekng

Tema 3aHsITHA U BOIIPOCHI JICKIIUH

dopma npose
JICHHUS
(axTHB.,

KomuuectBo

qacCcoOB

HWHTEpPaK.)

0100

300

=

1.1.0OcHOBHBIE NOJIOKEHHUS 110
JOKYMEHTHUPOBAHUIO YIIPaBIEHYECKOU
nesitenbHOCTU. TpeboBanus Kk opopmiIeHHIO
OcHosHble 80npochi:

1. HopmaTuBHO-MeToquueckas 6a3a
JIEJIONPOU3BOICTBA;

2. JlenoBble TOKyMEHTHI: IOHATHE, BUIBL,
odopmiienue. bianku nenoBBIX JOKYMEHTOB.

3. PexBU3UTHI: IOHATHE, KIACCU(DUKAIS, BUIBL.
IOpuanueckas cuiia TokyMeHTa

AKT.

4

1

2.1. JIoOKyMEHTHPOBAaHNE OpPraHU3aLMOHHO-
MIPaBOBBIX JOKYMEHTOB

OcHognbie 6onpocul:

1. [loHsiTHE, HA3HAYEHUE U COCTAB OCHOBHBIX
CUCTEM OpraHU3alMOHHO- TPABOBOM
JOKYMEHTALWH;

2. YcraB, NOJ0KEHNE, PETJIaMEHT, IITaTHOE
pacnucaHue, T0JKHOCTHAS HHCTPYKIUS KaKk
OCHOBHBIE OpTraHU3alIMOHHO-IIPABOBHIE
JOKYMEHTBI: UX HA3HAYEHHUE , COCTAaB PEKBU3UTOB,
UX pa3MEIICHHE B CTPYKTYpe JOKYMEHTA.

AKT.

2.2 . JIOKyMEHTHUPOBAaHNE OPraHU3alMOHHO-
pacropsiIuTEIbHbIX TOKYMEHTOB
OcHogHble 80npochl:

1. OcHOBHBIE BU/IbI OpraHU3aIUOHHO-
pacrnopsiIuTENbHbIX TOKYMEHTOB;

2. Ilpuka3s, ykazaHue, paciopsbkeHUE, Kak
JIOKYMEHTBHI, U3/1aBa€MbIE B YCIIOBHUSIX
€IMHOJIMYHOTO TIPUHATHS PEIICHNS,;

AKT.
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3. IlocTaHoBIEHUE U PEIICHUE, KaK JOKYMEHTHI,
W3aBAEMBIE B YCIIOBUSX KOJUICTHUAIIBHOTO
TIPUHATHS PEIICHUS

2.3.JIOKyMEHTHPOBAaHUE CIIPABOYHO- AKT. 2
MH(OPMAIMOHHBIX U CIIPABOYHO-aHATTUTUIECKUX
JIOKYMEHTOB.

OcHosHble 80npOCHi:

1. cHOBHBIE BUBI CITPAaBOYHO-UH(OPMAIIMOHHON
JIOKYMEHTAIIHH.

2. IIpoTokoi — MOHSATHE, PEKBU3UTHI, POPMBI,
MopsIIOK 0(hOPMIICHHUS,

3. IlpennoxxeHne u NpeacTaBiIeHUE KaK BUJIbI
CIIPaBOYHO-MH(POPMAIIMOHHOHN JTOKYMEHTAIINN;
4. JlenoBbie 3anuCKH (IOKJIagHAS, CITy>KeOHas,
00BSICHUTEIbHAS, TTIOSICHUTEIIbHAS) — TIOHATHE,
0COOEHHOCTH COCTaBIICHUS U O(POPMIICHUS;

5. JlenoBeie (ciy>keOHBIC) MUCbMa — TIOHSITHE,
BH/IbI, COCTaBIECHUE U 0(hopMIICHHE

2.4. JIOKyMEHTHPOBaHUE JESATENBHOCTH AKT. 2
KOJUIETHaJIbHBIX OPTaHOB M pabOTHI C KapaMHU.
OcHognbie 6onpocwl:

1. [ToHsATHE KOJUIETHATBHOTO OpraHa 1 MopsaoK
ero paboThI;

2. JloxymeHThI, 00pa3yromuecs B 1eITeIbHOCTH
KOJUIETHAIbHBIX OPTraHOB: PEILICHUS,
pacnopsKEeHHUs, TPOTOKOJIBI, MOPSII0K
COCTaBJICHUS U O(DOPMIICHHUS UX;

3. [IpaBuna cocraBiaeHUs U 0POPMIICHHUS
JOKYMEHTOB I10 INYHOMY COCTaBY:

TPYZOBbIE KOHTPAKTHI 11O 3asBICHUIO, TPUKA3HI TIO
JMYHOMY COCTaBy, aBToOHOTpadus,
XapaKTepUCTHKA, PE3I0OME, XOaTaliCTRa,
JIOBEPEHHOCTH.

2.5.J10KyMEHTUPOBAaHUE TPYIOOXPAHHOM AKT. 2
JeSITeNbHOCTU

OcHognbie 6onpocol:

1. Odbopmienne opraHu3almOHHO-
paclopsANTEIbHBIX TOKYMEHTOB IO OXpaHe

2. OdpopmiieHue TOKYMEHTOB IO OCHOBHBIM
MEPOIPUITUM IO OXpaHe TPYa;

3. Opranuszauus JOKyMEHTO000pOTa M0 OXpaHe
TpyZa.
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3.1.Peructpauus tokymeHToB. Opranuzanus
KOHTPOJIS 32 HCTIOJTHEHUEM IOKYMEHTOB.
OcHosHble 60npochyi:

1. IokyMeHTOOOOpOT, MOHATHE, OCHOBHBIC
TpeOOBAHMS K €r0 OpraHU3alHH.

2. IOKyMEHTOIIOTOKH, KJ1accu(UKaLKs, UX aHAJIN3
Y COBEPILECHCTBOBAHME;

3. OcHOBHBIE 3Tanbl padOTHI C TOKYMEHTaMHU.
[Topsinok MpoXOKACHUS BXOIAIIUX U BHYTPEHHUX
JOKYMEHTOB.

4. .Peructpanus ciyKeOHbIX TOKYMEHTOB.
CripaBouHO-UH(OPMALIMOHHBIE KAPTOTEKH;

5. Opranusanus UCIIOJIHEHUS JOKYMEHTA, CPOKU
UCHOJHEHUSI, HOPMBI KOHTPOJISL, CHSTHE
JOKYMEHTOB C KOHTPOJIA.

AKT.

2

3.2.0pranu3anus XpaHeHus: JOKyMEHTOB.
[Iepenaua nen B apxus.

OcHosHble 60npochi:

1. Opranu3zanus TEKyIIero XpaHeH!s: JOKyMEHTOB
2. HomeHknarypa Jie1: HOHSITHE U Ha3HAuYEHHUE,
BU/JIbI, 0(DOPMIIEHHE HOMEHKJIIATYP.
Cucremaruszanusi JOKyMEHTOB B JI€Je,
dbopmupoBaHue Jen. XpaHEeHUeE el B
CTPYKTYPHBIX TOJIpa3JICICHUSIX YUPEKICHUH,
MPEANPUATUNA, OpTaHU3ALINA.

3. IloaroroBka JOKyMEHTOB K I€peiaye Ha
apXMBHOE XpaHEHHE, COCTABJICHHUE ONUCEH AelT;

4. Onpenenenrie HEHHOCTU JOKYMEHTOB U
JOKYMEHTAIIMOHHOU NH(OpMALINH.

AKT.

Hroro

18

5. 2. TeMmbl NpAKTHYECKUX 3AHATHH

Ne 3aHgTHSA

HaunmeHnoBaHue IMPAKTUYICCKOI'O 3aHATUSA

®dopma npoBe;
JICHUS
(akTuB.,

KomnnuectBO
4acoB

HWHTEpaK.)

O0P0

3®0

=

IIpaktuueckas padora Nel. Tema:
«[IpoexTupoBanue U co3aanue OIMHKOB
JOKYMEHTOB OPTaHHU3aL1H )»

Ocnosnvie 6onpocwl.’

10

AKT.

4

2
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1. CoctaBuTh MakeT 001IEro O1aHKa OpraHu3aluu
C YTJIOBBIM BapHAHTOM PACIIOJIOKEHUS PEKBU3UTOB
Ha Oymare ¢opmara A4;

2. CocTaBUTh MakeT OJIaHKa MUChbMA C YIJIOBBIM
BapHAHTOM PACIOJIOKEHUS PEKBU3UTOB Ha Oymare
dopmara A4;

3. CocTaBUTh MaKeT OJIaHKa KOHKPETHOTO BUIA
JOKYyMEHTa (IIpuKa3a) ¢ yrioBbIM BApUAHTOM pac-
MOJIO’KEHUSI PEKBU3UTOB Ha Oymare ¢opmata A4.

[Ipaktuueckas padora Ne2. Tema: «Co3nanue AKT. 4
11abJI0HOB OJIAHKOB OPTaHU3ALMHU C YTIOBBIM
PacroI0KEHUEM PEKBU3UTOB C UCIOIb30BaHUEM
WHCTPYMEHTAIBHBIX cpeacTB Word»

OcHognbie 60npocol:

1. PazpaboTaTh mabdmaoH obmiero OjaHka
OpTraHMU3AIMHU C YTJIOBBIM PACTIOJI0KEHHUEM
PEKBU3HTOB;

2. Pa3pabotath 1mabs0H Oj1aHKa MUChMa C
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB;

3. Pazpaborats 6mank [Ipukaza ¢ yriaBeim
PacmoI0KEHNUEM PEKBU3UTOB.

3anauu:

1. Co3aatb 1 COXpaHUTh SMOJIEMY OpraHU3alINH;
2. Co3narthb 11abJI0H yriaoBoro Oj1aHka
OpraHH3aINH;

3. HaGpaTb nocTosiHHBIE pEKBU3UTHI 1a0I0HA
OJlaHKa.

[IpakTuueckas padora Ne3. Tema: AKT. 4
«JlokyMeHTaIMOHHOE 00eCIIeYCHHE YIIPaBICHUS
(JIOY) npotiecca opraHu3aiuy 1 MpoOBEICHUS
MIPEIBAPUTEIHLHOTO METUITTHCKOTO OCMOTPay.

Ocnoenvie 6onpocwul.’

11
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1. CocTaBUTh ONKCAaHKE AATOPUTMA OpraHU3alun
npoliecca NpeABapUTEIbHOIO METUIIUHCKOTO
OCMOTDA.

2. CocTaBUTh CIIUCOK KOHTUHT€HTOB paOOTHUKOB,
MOJIeKAIINX METUIUHCKUM OCMOTpPaM, B
COOTBETCTBHH C 33JaHUEM 10 BAPUAHTY.

3. CoctaBuTh 00Opa3zel JoroBopa ¢
JIMLEH3UPOBAHHON MEIUIIMHCKOM OPTraHU3aluein
Ha OKa3aHHE MEIMLMHCKUX yCIyT (MEI0CMOTpa), B
COOTBETCTBHHM C 33JaHUEM 10 BAPUAHTY.

4. Opopmuts noxkymeHT «Hampasnenue Ha
MpeABapUTENbHBIN (MIEPUOANYECKUIN)
METUITMHCKHIA OCMOTp (00CcIeI0BaHKE), COTIIACHO
3aJIaHUIO 110 BapUAHTY.

[Ipaktuueckas padora Ne4. Tema: AKT. 4
«JlokyMeHTaIMoHHOE 00ECTICeYCHHE YIIPABICHUS
(1OY) npotiecca opraHvzaiuu U MpoBeICHUS
MEPUOANYECKOTO METULIMHCKOTO OCMOTPay.

OcHosHble 80npOCHI:

1. CocTaBuUTh ONMCaHUE aITOPUTMa OpraHU3aIun
rpoIiecca MepruoguIecKoro MeAUIIMHCKOTO
OCMOTpA.

2. IloaroroButh mprika3 o0 opraHu3amuu padboT 1Mo
MPOBEJICHUIO TIEPUOIMUECKUX METUITMHCKUX
OCMOTPOB.

3. CocTaBUTh CTUCOK KOHTUHI'E€HTOB PAa0OOTHUKOB,
MOUISKAIUX MEIUIIMHCKOMY OCMOTDY, B
COOTBETCTBHH C 3aJIaHUEM 110 BapUAHTy
(MCT0JIB30BaTh CTMCOK KOHTUHTEHTA,
c(hOpMHUPOBAaHHBIN B IPaKTUYECKOM padoTe No3).

12
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4.CoctaBuTh 00pasell J0roBopa ¢
JIMLEH3UPOBAHHON MEIUIIMHCKON OPTraHU3alnein
Ha OKa3aHHE MEIULMHCKUX yCIyT (MEIOCMOTpa), B
COOTBETCTBHH C 33/IaHUEM I10 BAPUAHTY
(ucnosib30BaTh OOpasel] J0roBopa, COCTaBICHHBII
B MpakTu4eckoi padote Ne3).

5.CocTaBUTh NOUMEHHBIN CTUCOK PAOOTHUKOB,
MOJIeKAIIMX NEPUOIUNIECKOMY METULIUHCKOMY
OCMOTDY.

6.1loaroToBUTH NpHKa3 O HANPABIECHUU
pPabOTHUKOB Ha MEPUOANYECKUI METUIIMHCKUI
OCMOTP.

7.0dopmuts nokymeHT «Hampasnenue Ha
MEPUOANYECKUN MEAUIIMHCKUI OCMOTP
(oOcnenoBaHue), COrIACHO 3a/IaHUIO 110 BAPUAHTY.
8.0dopMuTh KypHai ydyeTa BblIauu HapaBJICHUN
Ha MEJAOCMOTP.

[Ipaktuueckas padora Ne5. Tema: "CocraBnenue AKT. 4
1 o(popMIIEHUE UHCTPYKIIMM 110 oXpaHe Tpyaa'.
OcHogHbie 60npocol:

1.M3y4nTh HOPMATUBHO-METOIUYECKYIO
JOKYMEHTAIIMIO TI0 Pa3pabOTKe U YTBEPKACHHUIO
MHCTPYKIIUI 110 0XpaHe TpyAa.

2. CocTaBUTh KpaTKOE OMUCAaHUE TEOPETUUECKUX
OCHOB U TpeOOBaHM K pa3paboTke, 0hOPMIICHHUIO
Y YTBEP>KJICHUIO HHCTPYKIUH MO OXpaHe Tpy/Ja
it ipodeccuu (JOPKHOCTH) UK BUJIa padoT.

3. Pa3zpaboTaTh MHCTPYKIIMIO IO OXpaHE TPya s
npodeccun (Buaa paboT) COTJIACHO BapUAHTY
(ucxoaHbIe TaHHBIEC JAHBI 10 BapUaHTaM
OT/ICJIbHBIMM (haiiyiaMu B BUJIE TpeOOBaHUH K
pabOTHUKAM WJIA BUJIaM paboT, AJisi KOTOPBIX
CTYJIEHT JIOJDKEH pa3paboTaTh HHCTPYKIIUIO).

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JIJIsI
CaMOTIPOBEPKHU.

13
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[Ipaktuueckas padora Ne6. Tema: AKT. 4
"«JlokyMeHTallMOHHOE 00ecCTieYeHUEe OpraHU3aluu
paboT C MOBBINICHHOW OTTACHOCTHION.".

OcHognbie 6onpocul:

1. I3y4nTh HOPMATUBHO-METOIMYECKUIN MaTepUal
M0 JOKYMEHTAaIlMOHHOMY 00€CIeUeHHIO Ipoliecca
OpraHM3alMy J0MycKa pabOTHUKOB K
BBITNIOJIHEHUIO pabOT C MOBBIIIEHHOM ONAaCHOCTBIO.
2. CocTaBUTh KPATKOE OMUCAHUE TEOPETUYECKHUX
OCHOB THIOJITOTOBKU pa0bOT € NOBBILIEHHOMN
OMACHOCTHIO M TPEOOBaHUH K O(OPMIICHUIO U
YTBEPKACHUIO Hapsiia — IOMycka paOOTHUKAM.

3. OdopMuUTh HaAPSAA-TOMYCK pAOOTHUKAM JJISI
BBITNIOJIHEHUS PabOT C MOBBILIEHHON OMACHOCTHIO
COIJIaCHO 3a/IaHHOMY BapHaHTY.

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JUIS
CaMOINPOBEPKH.

[IpakTuueckas padora Ne7. Tema: AKT. 4
«JlokyMeHTalMoOHHOE 00€ecIiedeHne OpraHu3aliu
Y TIPOBEJICHUS TPEXCTYIEHYaTOr0 KOHTPOJIS.

OcHnognbie 6onpocul:

1. U3yunTh HOpMATUBHO-METOAUYECKUI MaTEpHAIT
M0 JOKYMEHTAITMOHHOMY 00€CIEeUeHHIO Mpoliecca
OpraHU3alliy U MPOBENCHUS TPEXCTYIIEHYaTOro
KOHTPOJIS.

2. CocTaBUTh KpaTKOE OIMCAHUE TEOPETUUECKUX
OCHOB OpPTraHHU3alUU U NPOBEICHUS
TPEXCTYIEHYaTOro KOHTPOJIS.

3. OdopmMuTh crieayromume T0KyMEHTHI:

1. MpUKa3 0 BBEJCHUH TPEXCTYNEHYATOTO
KOHTpOJIA U co3aanuu komuccuu no OT;

11. )KypHaJ TPEXCTYyeHYaTOro KOHTPOJIS 3a
COCTOSIHHUEM OXPaHbI TPyZa, IPOU3BOJCTBEHHOMN
CaHWUTapHH,

4. OTBETUTh HAa KOHTPOJIBbHBIE BOIPOCHI IS
CaMOIPOBEPKH.

14
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8. [IIpakTuueckas paborta Ne8. Tema: "CocTaBicHue u AKT. 2 2
odpopmienue gokymenta "[lomoxxenne o ciryxoe
oxpaHsl Tpyna"

OcHognbie 6onpocul:

1. 3amcats HOMEP MPAKTUUECKOUN pabOThI, TEMY H
11eJ1b pabOTHI.

2. ChopmynupoBath 3a7a4u, PEIICHUE KOTOPHIX
MIPUBEIET K IOCTABICHHON LENH.

3. O3HaKOMUTHCS C TEOPETHUECKON YaCThIO
paboTHI.

4. CoctaBuTh U OPOPMUTH 3a/TaHHBIE
IIPENOIABATEIIEM IO BAPUAHTAM JOKYMEHTBI.

5. IlpousBectu aHanu3 CTPYKTYPBI U COAEPKAHUS
c(OpMUPOBAHHOTO IOKYMEHTA, ONUCATh €T0
MIpeHA3HAYCHHE.

Hroro

5. 3. TeMbl CeMMHAPCKHUX 3aHATHI

(He peyCMOTPEHBI yueOHBIM IITAHOM)

5. 4. Ilepeyenb 1a00paTOPHBIX padoT

(He PeTyCMOTPEHO YIEOHBIM IIIAHOM)

5. 5. TeMbl HHAMBUAYAJIBHBIX 3AHATHHI

(He PeryCMOTPEHO Y4EOHBIM TIIAHOM)

6. IlepeueHb y4eOHO-METOAMYECKOT0 00ecniedyeHH s I CAMOCTOATEIbHOM
padoThI 00yYAKOIIMXCH M0 TUCHUILIHHE (MOTYJII0)

CamocTtosaTenbHast paboTa MO TaHHOW JTUCIUIUIMHE BKIIIOYAET Takue (popmMbl pabOTHI
Kak: paboTa c 0a30BbIM KOHCIIEKTOM; IOATOTOBKAa K MPAKTHYECKOMY 3aHITHIO;
MOJIFOTOBKA K YCTHOMY OTPOCY; HAlMCaHWE KOHCIIEKTA; MOJArOTOBKA K 3a4eTy.

6.1. Coaep:kaHue caMOCTOATEbHOI Pa00THI CTYICHTOB 110 JUCHUILIMHE (MOAYJII0)

HaumeHoBaHue TeM 1 BOIIPOCHI, BHIHOCUMBIE Ha Kon-Bo acoB
Ne ®opma CP
CaMOCTOSITENIbHYIO paboTy P
OdO | 30
1 [1.1.0cHOBHBIE MOJOXKEHUS IO TO/IrOTOBKA K
o YCTHOMY 4 15
JOKYMEHTHPOBAHUIO YITPABICHYCCKOM onpocy:
nesitenbHOCTU. TpeboBanus K opopmiIeHHIO Harcanue
OCHOBHEIE BOIIPOCHI: Konerierta

15
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1./lokymeHTOBEeiICHHE KaK Hay4YHas TUCUUIUIMHA.
2.J1enonpou3BOJCTBO: MOHATUE U MPUHLUIIBI,
Hay4yHas OpraHu3alys AeJ0NpOU3BOJICTBA.
3.HopmaTuBHO-MeTOIMYECKas 0a3a ynpaBIeHUS
JTOKYMEHTAILUEH.

4.CTpyKTypa OpraHoB JIOKYMEHTAallMOHHOTO
oOecrieueHus yrnpapieHUsl.

5.braHku TOKyMEHTOB, Ha3HAYEHUE U TPeOOBaHUS
K Onankam. OOmue 61aHKH, OJIaHKU ITMCEM U
KOHKPETHOT'O BHJIa TOKYMEHTOB.

6. Ha3znauenue pekBU3UTOB, UX POJIb B
yHUUKAINH TOKYMEHTOB M UCTIOJIb30BAHUH
TEXHUYECKUX CPEJICTB B pab0OTE C JOKYMEHTAMH.
7. CoctaB 00s3aTEIIBHBIX U JOTOJIHUTEIHHBIX
PEKBU3UTOB JOKYMEHTA, MpaBujia uX 0hOPMIICHHUS,
0COOCHHOCTH HCITOJTHCHHUS.

8. CocraBnenue popmyssipa - oOpasia

2.1.JIoOKyMEHTHPOBaHNE OpPraHU3aLUOHHO-
MIPaBOBBIX JOKYMEHTOB

OCHOBHBIE BOIIPOCHI:

1. TekcThl JOKYMEHTOB: X YHU(DUKALINA,
TpeOOBaHUS U BUJIBI TEKCTOB.

2. OpraHu3alOHHO-IIPAaBOBAsI TOKYMEHTALU:
BUJIbI, CTPYKTYpa, COCTaBJI€HUE U 0(OpMIICHHIE
JOKYMEHTOB.

MIOJITOTOBKA K
YCTHOMY
orpocy;

HaIlucaHue
KOHCIIEKTa

15

2.2. JIOKyMEHTHpPOBaHNE OPTraHNU3alOHHO-
pacnopsIUTEIbHBIX JOKYMEHTOB
OcCHOBHBIE BONPOCHI:

16

HanmrcCaHue
KOHCIICKTa

15
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1.ITocTpoenne U TEXHOIOTHSI MOATOTOBKH
pacnopsAIUTEIbHOrO JOKYMEHTA B €IUHOJINYHOM
CUCTEME YIpPaBJICHUS.

2.Bupl pacnopsIuTEIbHON TOKYMEHTAUH.
3.Ilopsaok u3gaHusl pacopsIuTENbHOTO
JOKYMEHTA B YCJIOBHSX €IUHOJIUYHOTO IPUHITHUS
pELIeHHUS.

4.IToarotoBka u 0OpMIICHHE PACTIOPSIIUTEITBHBIX
JOKYMEHTOB, CO3/I1aBa€MbIX Ha KOJJIETHAJIbHON
OCHOBE.

5. ITopsimok oopmIIeHHS IPOTOKOJIOB.

6. [Topsaok GyHKITMOHUPOBAHUS KOJIJICTHAIILHBIX
OpraHoB. 7.
Cocrasnenue u 0()OpMIICHHE OpTraHU3AIMOHHO-
pacnopsauTenbHbIX JokymeHToB (OP/])

[TpakTuueckas padora Nel. Tema:
«IIpoexTupoBaHUE M CO3TaHNUE OIITHKOB
JOKYMEHTOB OPTaHHU3AINH )»

OCHOBHBIE BOIIPOCHI:

1. CoctaBuTh MakeT oO1ero 0jlaHKa OpraHu3aluu
C YIJIOBBIM BapHUAHTOM PACIIOJI0KEHUS PEKBU3UTOB
Ha Oymare ¢opmata A4;

2. CocTaBuTh MakeT OJIaHKa MUChMA C YTIIOBBIM
BApUAHTOM PACTIOJIOKEHUS PEKBU3UTOB Ha Oymare
dbopmara A4;

3. CocTaBUTh MakeT OJIaHKa KOHKPETHOTO BUIA
JIOKyMeHTa (IIprKa3a) ¢ yriIOBBIM BApUAHTOM pac-
TIOJIO’KEHHS PEKBU3UTOB Ha Oymare popmara A4.

MIOJITOTOBKA K
YCTHOMY
orpocy;

HOArOTOBKA K

MIPAKTUYECKOMY
3aHATUIO

2.3.JIOKyMEHTHPOBAHUE CIIPABOYHO-
MH(POPMAITMOHHBIX U CIIPABOYHO-aHATUTHYECKUX
JIOKYMEHTOB.

OcCHOBHBIE BONPOCHI:

17

MOJrOTOBKA K
YCTHOMY
orpocy;

HalMcaHue
KOHCIIEKTa

16
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1.XapakTepucTrka CripaBOYHO-UH(OOPMAIIMOHHBIX
JOKYMEHTOB, 0COOCHHOCTH UX COCTaBJICHUS U
odopmiieHusl.

2.IlpumeHeHne 0pUCHON OPTTEXHUKHU IS
OTIIPaBKU CIPABOYHO-UHPOPMAITMOHHBIX
JOKYMEHTOB.

3.lenoBoe MUCHMO: crienu(puIecKue
XapaKTEPUCTHKU, OCOOEHHOCTH HAIIMCAHU.

4. CocraBienue u opopmiieHne HHPOPMAIIIOHHO-
CIIPAaBOYHOM JOKYMEHTALIUH

[Ipaktuueckas padora Ne2. Tema: «Co3nanue
11abJI0HOB OJIAHKOB OPTaHU3ALMHU C YTIOBBIM
PacroI0KEHUEM PEKBU3UTOB C UCIOIb30BaHUEM
WHCTPYMEHTAIBHBIX cpeacTB Word»

OCHOBHBIE BOIIPOCHI:

1. PazpaboTaTh mabdmaoH obmiero OjaHka
OpTraHMU3AIMHU C YTJIOBBIM PACTIOJI0KEHHUEM
PEKBU3HTOB;

2. Pazpabotath maba0H OJ1aHKa TUChMa C
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB;

3. Pazpaborats 6mank [Ipukaza ¢ yriaBeim
pacmoIoKeHNEM PEKBU3UTOB.

3anauu:

1. Co3aath ¥ COXpaHUTh SMOJIEMY OpraHU3alINH;
2. Co3narthb 11abyioH yriaoBoro Oj1aHka
OpraHH3aINH;

3. HaGpaTh nocTosiHHbIE pEKBU3UTHI I1a0JI0HA
OJlaHKa.

MOJIrOTOBKA K
YCTHOMY
orpocy;

MIOJTOTOBKA K

MPAKTHIECKOMY

3aHSITHIO

2.4.JIOKyMEHTUPOBAHUE JEATEILHOCTH
KOJUIETUATIBHBIX OPTraHOB M pabOTHI C KaJlpamMu.
OCHOBHBIE BOIIPOCHI:

1.Oprann3alMOHHbIE JOKYMEHTHI KaJpOBOU
CITYKOBI.

2.XapakTepucTHKa JOKYMEHTOB, OTHOCSIIIUXCS K
JOKYMEHTALIMH MO0 JINYHOMY COCTaBY.
3.CocTaB IOKYMEHTOB JIMYHOTO JIEJIa.
OdopmiieHne T0KyMEHTOB.

4. TpeboBaHus K 3aMIOTHEHUIO, BEACHUIO U
XPaHEHUIO TPYIAOBBIX KHUKEK.

5. CocraBnenue u opopMIICHUE TTHCEM

18

MOJrOTOBKA K
YCTHOMY
orpocy;

HalMcaHue
KOHCIIEKTa

15
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2.5.J10KyMEHTUPOBAaHUE TPYIOOXPAHHOM
JEeSTENbHOCTU

OCHOBHBIE BOTIPOCHI:

1. Oprann3alnoOHHbIE JOKYMEHTBI TPYI00XPAHHOM
JEeSITENbHOCTH.

2. CocTaB JOKYMEHTOB IO KOHTPOJIIO YCIOBUHN U
0€30MacHOCTU TPY/a.

3. Hoxkymentsi mo COVYT.

4. CocraBienue u opopmiieHUE TOKyMEHTOB TIO
opranuzauuu u nposeaeauun COYT

MOJIrOTOBKA K
YCTHOMY
orpocy;

HanucaHue
KOHCIIEKTa

15

[Ipaktuueckas padora Ne3. Tema:
«JlokyMeHTaIMoHHOE 00eCTIeYeHHE YIPABICHUS
(J1OY) npotiecca opranuzaiuu U MpoBeICHUS
MIPEIBAPUTEIHLHOTO METUITTHCKOTO OCMOTPAy.

OCHOBHBIE BOIIPOCHI:

1. CocTaBUTh ONMCaHKE aITOPUTMa OpraHU3aIun
rpo1iecca MpeBapruTeIbHOI0 MEAUITUHCKOTO
OCMOTpA.

2. CocTaBUTh CIIUCOK KOHTUHI€HTOB paOOTHHUKOB,
MOUIeKAIINX METUIIMHCKUM OCMOTpaM, B
COOTBETCTBHH C 3aJJaHUEM I10 BapUAHTY.

3. CocTtaBuTth 0Opaszel; JoroBopa ¢
JIMIIEH3UPOBAHHOW MEIMIIMHCKOM OpraHu3anuen
Ha OKa3aHUE MEJAUIIMHCKUX YCIYyT (MEI0CMOTpa), B
COOTBETCTBHH C 3aJ]aHUEM I10 BapUAHTY.

4. Opopmuts noxkymeHT «Harnpasienue Ha
MpeBapUTEIbHbBIN (TIEPUONUECKUIN)
MEJIUIIMHCKUM 0cMOTp (00cieIoBaHue), COTJIACHO
3aJIaHUIO 110 BapUAHTY.

MOJIrOTOBKA K
YCTHOMY
orpocy;

IIOJTOTOBKA K

MPAKTHICCKOMY

3aHSTHIO

10

IIpaktuueckas padora Ne4. Tema:
«JlokyMeHTaIMoHHOE 00ecTIeYeHHE YIPaBICHUS
(1OYVY) npotiecca opraHvzanuu U MpoOBEICHUS
NEPUOAMYECKOTO MEAULIMHCKOTO OCMOTPay.

OcCHOBHBIE BONPOCHI:

19

MIOJITOTOBKA K
YCTHOMY
o1pocy;

MOJTOTOBKA K

MIPAKTUYECKOMY

3aHATHIO
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1. CocTaBUTh ONKCAaHKE AATOPUTMA OpraHU3alun
npolecca NepuoIuYECKOro MEIMIUHCKOTO
OCMOTDA.

2. IToaroroBUTh MpuKa3z 00 opraHu3aiuu padboT mo
MPOBEACHUIO IEPUOJUUECKUX METULIMHCKUX
OCMOTpOB.

3. CocTaBUTh CIMCOK KOHTUHT€HTOB PAOOTHUKOB,
MOJIeKAIINX MEIUIIMHCKOMY OCMOTpPY, B
COOTBETCTBHH C 33/IaHUEM I10 BapUAHTY
(MCONB30BATH CIIMCOK KOHTHHIEHTA,
c(hOpMUPOBAHHBIN B MpaKkTU4IeCcKor padote Ne3).

4.CocTaBuTh 00paser] 10roBopa C
JIMLEH3UPOBAHHON MEIMIIMHCKON OpPraHU3auen
Ha OKa3aHHe MEIUIIMHCKUX yCcIyr (MEJ0CMOTpa), B
COOTBETCTBHH C 33/IaHUEM I10 BApPUAHTY
(ucmonb30BaTh 0Opazel J0roBOpa, COCTABICHHBIN
B IIpakTHUecKoi pabote Ne3).

5.CocTaBuTh MOMMEHHBIN CIIHCOK PAOOTHHUKOB,
MOJIEKAIIMX NEPUOINIECKOMY METULUHCKOMY
OCMOTpY.

6.IToaroToBUTH NTPUKa3 O HAIIPaBICHUH
pabOTHUKOB HA MEPUOANUECKUNA MEAUIIUHCKUN
OCMOTD.

7.0¢opmuts noxkymenT «Hanpasnenue Ha
MEPUOINYECKUI METUIIUHCKUNA OCMOTP
(obcnenoBanme), COTACHO 3aJaHUIO TI0 BAPHAHTY.
8.0dopMuTh KypHaI yyeTa Bblaun HalpaBICHHUH
Ha MEIOCMOTP.

11

3.1.Peructpauus tokymeHToB. Opranuzanus
KOHTPOJIS 32 HCIIOJTHEHUEM JIOKYMEHTOB.
OcCHOBHBIE BONPOCHI:

20

MIOJITOTOBKA K
YCTHOMY
orpocy;

HaIlMCcaHue

13
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1.J1o0KkyMeHTOOOOpOT: MOHATHE U MTPABHUIIA
OpraHM3aIny, y4eT 00beMa JOKYMEHTO000poTa.
2.IlepBuynast 06pabOTKa JOKYMEHTOB H MOPSIOK
WX PETUCTPAIIHH.

3.HomeHnkmatypa niei, ux BUIbI, TPEOOBAHMSI K
COCTaBJICHHUIO ¥ 0(DOPMIICHHIO.

4.Opranuzanusi KOHTPOJIS 32 UCTIOJTHEHUEM
JOKYMEHTOB (JOKYMEHTBHI TIOJJIeKAIIIHE
KOHTPOJTIO, 3JIEMEHTHI MEXaHU3Ma KOHTPOJIA,
CPOKHU UCTIOTTHEHHSI TOKYMEHTOB, CHATHE
JOKYMEHTA ¢ KOHTPOJIA).

KOHCIICKTa

12

3.2.0praHu3anus XpaHeHus I0KYMEHTOB.
[Iepenaua nen B apxus.

[OATOTOBKA K
YCTHOMY OIIPOCY

13

[Ipaktuueckas padora Ne5. Tema: "CocraBnenue
1 o(popMJIIEHUE UHCTPYKIIMM 110 oXpaHe Tpyaa'.
OCHOBHBIE BOIIPOCHI:

1.3y4nTh HOPMATUBHO-METOIUYECKYIO
JOKYMEHTAIIMIO TI0 Pa3pabOTKe U YTBEPKACHHUIO
MHCTPYKIIUI 110 0XpaHe TpyAa.

2. CocTaBUTh KpaTKOE OMUCAaHUE TEOPETUUECKUX
OCHOB U TpeOOBaHM K pa3paboTke, 0hOPMIICHHUIO
Y YTBEP>KJICHUIO HHCTPYKIUH MO OXpaHe Tpy/a
it ipodeccuu (JOKHOCTH) WK BUJIa padoT.

3. Pa3zpaboTaTh HHCTPYKIIMIO IO OXpaHE TPya s
npodeccun (Buaa paboT) COTJIACHO BapUAHTY
(ucxoaHbIe JaHHBIEC JAHBI 110 BapUaHTaM
OTZIETbHBIMU (pailiaMu B BUE TpeOOBaHUH K
pabOTHUKAM WIH BHJIaM padoT, AJi KOTOPBIX
CTYJIEHT JIOJDKEH pa3paboTaTh HHCTPYKIIHUIO).

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JIJIsI
CaMOTIPOBEPKHU.

MOATOTOBKA K
YCTHOMY
orpocy;

MIOJrOTOBKA K

MPAKTHIECKOMY

3aHSTHIO

14

[Ipaktuueckas pabora Ne7. Tema:
«JlokyMeHTaImoHHOe 0OecredeHre opraHu3aliu
Y IPOBEJICHUS TPEXCTYNEHYATOr0 KOHTPOJIS.

OCHOBHBIE BOIIPOCHI:

21

MIOJITOTOBKA K
YCTHOMY
o1pocy;

MOJTOTOBKA K

MIPAKTUYECKOMY

RAHATUH)
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1. I3yunTh HOpMATUBHO-METOIUYECKUI MaTEpHAIT
M0 TOKYMEHTAITMOHHOMY 00€CIeUeHHIO Mpoliecca
OpraHU3alliy U MPOBEACHUS TPEXCTYIIEHYaTOro
KOHTPOJIS.

2. CocTaBUTh KpaTKOE OMMCAHUE TEOPETUUECKUX
OCHOB OpPTraHMU3aluU U NPOBEICHUS
TPEXCTYNEHYATOr0 KOHTPOJIS.

3. OopMuTh ciaemyronme T0KyMEHTHI:

1. IpUKa3 O BBEJICHUU TPEXCTYNEHYATOT O
KOHTpOJIA U co3aanuu komuccuu no OT;

11. )KypHaJI TPEXCTYIIEHYaTOro KOHTPOJIS 3a
COCTOSIHUEM OXPaHbI TPyZAa, MPOU3BOJCTBEHHOMN
CaHUTapHH;

4. OTBETUTHh Ha KOHTPOJIbHBIE BOMPOCHI IS
CaMOITPOBEPKH.

15

[Ipaktuueckas pabora Ne§8. Tema: "Cocrapnenue u
odopmiienue gokymenta "l[lonoxxenue o ciayxoe
oXpansl Tpyaa"

OCHOBHBIE BOIIPOCHI:

1. 3anucate HOMEp MPAKTUYECKOUN pabOThI, TEMY U
1eJb PabOTHI.

2. ChopmynupoBaTh 3aJa4u, pelIeHHe KOTOPhIX
MPUBEAET K NOCTABICHHON LENH.

3. O3HaKOMUTBCA € TEOPETUYECKON YaCThIO
paboTHI.

4. CoctaBuTh U OQOPMHTD 3a/IaHHBIC
MIPENoIaBaTeIeM 0 BApUaHTaM JOKYMEHTBHI.

5. IIpon3BecTn aHAINA3 CTPYKTYPHI U COACPIKAHUS
c(OpMHUPOBAHHOTO TOKYMEHTA, ONKCATh €T0
MpeIHA3HAYCHHE.

MOATOTOBKA K
YCTHOMY
orpocy;

MIOJTOTOBKA K

MPAKTHIECKOMY

3aHSTHIO

Hroro

60

88

7. @oH/1 OLIEHOYHBIX CPEJICTB /ISl IPOBeIeHUs POMEKYTOUYHOM aTTecTallun
00y4aOUIUXCH MO0 IMCIHUIUIHHE (MOIYJII0)

7.1. IlepeyeHb KOMIETEHUMI ¢ YKa3aHUEM 3TANOB UX GOPMHUPOBAHKS B Npolecce
0CBOeHMS 00pa30BaTeJbHON MPOrPAMMBI

Jeckpun
TOPBI

Komnerenimu

O1eHOYHBIE
cpencTBa

YK-4

22
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3HaTh

HOPMAaTHBHbBIE, KOMMYHUKATUBHBIE, STUYECKHUE ACTIEKTHI
YCTHOM ¥ TMCBMEHHOM PEYH; SI3bIKOBBIE XapAKTEPUCTUKHU
THIIOB TEKCTOB U PEUYEBBIX )KAHPOB, PEAUIU3YEMBIX B
Pa3IUYHBIX (YHKIIMOHATIBHBIX CTUIISX (OQHUIIMATBHO-
JIEIIOBOM, OOMXO/THOM) B UX YCTHOW M MMUCbMEHHOM
Pa3HOBUIHOCTAX

YCTHBIU OIPOC

YMeTh

aHAJM3MPOBATH U CO3/1aBATh TEKCTHI Pa3HBIX CTHJICH B
3aBUCUMOCTH OT C(hephl OOIICHUS

MPaKTUYECKOE
3aJaHue

Baaners

NPUHIUTIAMH CO3/ITaHUS TEKCTOB Pa3HBIX (YHKIIMOHATBHO-
CMBICTIOBBIX THUIIOB; OOIIMMH MTpaBUIIaMHU O(popMIIeHUS
JIOKYMEHTOB Pa3JIMYHbIX TUIIOB HA TOCYAAPCTBEHHOM
A3BIKE

3a4€T

IIK-1

3HaTh

HOPMAaTHBHYIO IPaBOBYIO 0a3y B cepe oXpaHbl TPY/a,
TPYAOBOE 3aKOHOIaTENbCTBO Poccuiickoit denepanuu;
BHU/IbI JIOKAJTbHBIX HOPMATHBHBIX aKTOB B Chepe OXpaHbI
Tpy/Jia ¥ TOPSI0K UX pa3pabOTKH, COTIIACOBAHUS,
YTBEPKJICHUS U XPAHCHHUS

YCTHBIN ONpoC

YmMmerh

MPUMEHSTH TOCYAAPCTBEHHbIE HOPMATUBHBIE TPEOOBAHMUS
OXpaHbl Tpy/1a MpH pa3pabOTKe JOKATbHBIX HOPMATUBHBIX
aKTOB; IPUMEHATHh HOPMATHUBHBIE PABOBBIE aKThI U
HOPMATUBHO-TEXHUYECKYIO JOKYMEHTALIMIO B YaCTU
BbIJICJICHUS B HUX TpeOOBaHUM, IPOLIEYpP, PETIaMEHTOB,
PEKOMEHIalui AJis aJanTaliid UBHEAPEHUS B JIOKAJTbHYIO
HOPMATHUBHYIO IOKYMEHTAIUIO; aHAJTU3UPOBATh U
OIICHUBATh MPEIJIOKEHUS U 3aMEUYaHUsI K TPOECKTaM
JIOKaJIbHBIX HOPMATUBHBIXAKTOB 10 OXpaHE TPYAa;
M0JIb30BAThCS CIIPABOYHBIMU UH(OPMAIIMOHHBIMU Oa3aMu
JAHHBIX, COJIEPKAIIUMH TOKYMEHThI UMAaTEepUaIb MO
oXpaHe Tpyza; pa3pabdareiBaTh (epepadaThiBaTh) MPOEKTHI
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB, 00€CIIEYNBAIOIINX
co3JaHue 1 PyHKIIMOHUPOBAHUE CUCTEMBI YIIPABICHHUS
OXpaHoM Tpyza

MIPAKTUYECKOE
3a1aHUE

23
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Baaners

OCHOBaMH HOPMATUBHOTO 0OECIIEYEHUS CUCTEMBI
YIPAaBIICHUS OXPaHOH Tpy/a; HAaBBIKAMHU Pa3pabOTKH
MIPOEKTOB JIOKAJIbHBIX HOPMATUBHBIX aKTOB,
00eCIeuynBaIINUX COo3AaHNe H (PYHKITMOHUPOBAHUE
CHUCTEMBI YIIPABIICHUSI OXPAHOU TPYyJAa; HABbBIKAMU
nepepaboTKHU JTOKAJbHBIX HOPMATUBHBIX aKTOB MO
BOIIPOCAM OXpPaHbl TPyAa B CIIy4ae BCTYIUICHUS B CUITY
HOBBIX WJIM BHECEHUSI U3MEHEHUN B JEUCTBYIOIINE
HOPMATUBHbBIEC IPABOBBIE aKThI, COACPKAIINE HOPMBbI
TPYAOBOIO IIpaBa

3a4€T

IK-3

3HaThL

nyTH (KaHaJbl) TOBEACHUS MHGOPMAIIUH T10 BOITPOCAM
YCIIOBHI U 0XpaHbl TpyAa 10 paOOTHUKOB, HHBIX
3aMHTEPECOBAHHBIX JIUL[; COCTAB U MOPSAIAO0K 0(QOPMIICHUS
OTYETHOM (CTAaTUCTUYECKON) TOKYMEHTALMH 110 BOIPOCcam
YCJIOBUHM M OXpaHbI TPY/a.

YCTHBIN ONpoC

YMmeThb

MOJIFOTaBINBATh IOKYMEHTBI, CO/IEPIKAIUE MTOTHYIO U
00BEKTUBHYIO MH(DOPMALIHIO 110 BOIPOCAM OXPaHbI TPyZa.

MMPAKTHICCKOC
3a1aHuC

Baagerns

MeToaMu cOopa HHGOPMAIIUH U MPEATIOKEHUIN OT
pabOTHHUKOB, UX MPEICTABUTEIbHBIX OPTAHOB,
CTPYKTYPHBIX TOJpa3ACTICHUI OpraHU3aIiH 110 BOIPOCaM
YCIIOBHI U OXpaHbl TPyAa; METOIaMU OpraHU3aIu coopa
1 00paboTKu HH(POpPMAINH, XapaKTePU3YIOIIEH COCTOSTHIE
YCIIOBHI U OXpaHbl TpyAa y paboToIaTeNs; HABBIKAMU
MOJITOTOBKU OTYETHOMN (CTATUCTUYECKON) JOKYMEHTALIUN
paboToaTesns Mo BOMpocaM YCIOBUN U OXPaHbI TPY/Ia.

3a4€CT

7.2. Onucanue nokasareJieil 1 KpUTepreB OLCHNBAHUS KOMIIETEHIIUI HA
Pa3JIMYHBIX 3Tanax ux (JOPMHPOBAHUSA, ONIUCAHUE IIKAJ OLCHUBAHUSA

YPOBHI/I C(l)OpMI/IpOBaHHOCTI/I KOMIICTCHIIMH
OneHouHble
CDencTBa KomnerentHocts bazossiit ypoBens  |locTaTouHblil ypoBeHb|  Bbicokuii ypoBeHb
pea Hec(hopMUpOBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH KOMIIETEHTHOCTH
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NPAaKTUYECKOE
3aIaH1e

He BeImonnena
WJIN BBIIIOJIHEHA C
rpyOBIMU

Pa6oTa
BBINIOJIHEHA B
MMOJIHOM 00BéME,

Pabora
BBIIIOJTHEHA
CaMOCTOSITEJILHO, B

Pabora BeImoIHEHA
MTOJHOCTBIO,
odopmIieHa IO

omnOKaMy U HE B |HO ¢ ommOKkaMu.  |[mosHOM 00béMe U [TpeGoBaHUSM.
nosHoM oObeme.  |B xone 3amuTe B COOTBETCTBUH C
BriBoIBI JaHBI MPaKTHIECKOM 3aJJaHUEM.
¢dbopmanbHO UM |paboThl cTyneHT | Bo3MokHBI
OTCYTCTBYIOT HE MOXET HE3HAYUTEIIHHBIE
000CHOBATH OINOKY WK
MIPUHSATHIC HETOYHOCTH.
peLieHus.

YCTHBIA ONpOC OtBeT He OtBeT OtBer OTBeT paBUILHBIMN,
MIPAaBWIBHBIN WUJIW C|IPaBUIIBHBIN, HO C |IPABUIIBHBIM, CTPYKTYPHUPOBAHHBI
rpyOsIMU omuoKamMu CTPYKTYpUPOBaHH (i U CBsi3aH C paHee
omunOKaMu U HE B 13178 WU3YYCHHBIM
MTOJTHOM 00BheMe Ilens onpoca Marepuanom. Llenb

JIOCTUTHYTA ompoca I0CTUTHYTa
3a4eT He packpsIT Teop. Bopockl Teop. Bompockl Teop. Bopockl

MIOJIHOCTBIO HU PACKPBITHI C PACKpPBITHI C PacKpPBITHI
OJIMH TEOp. 3aMeYaHusIMU, HECYIIECTBEHHBIM |TIOJIHOCTHIO,
BOIIPOC, OJIHAKO JIOTHKa Y 3aMEUYaHUSIMU, |[PAKTUUYECKOE
MPaKTUYECKOE coOro/IcHa. OTMEUAIOTCS 3a/1aHue 0(pOPMIICHO
3a/laHre He [IpakTrueckoe HECYIIECTBEHHBIE |10 TPEOOBAHMSIM.
BBITIOJIHEHO WJIM  |3a/1aHue HEJIOCTAaTKH B
BBITIOJIHEHO C BEITIOJTHEHO, HO ¢ |0(OpMIICHUH.
rpyOBIMU 3aMeYaHUsIMU:
OIIMOKaMHU HaMEYEeH XOJI

BBITIOJTHCHUS,

OJIHAaKO He TIOJTHO

PaCKpBITHI

BO3MOKHOCTH

BBITIOJTHCHUS

7.3. TunmoBble KOHTPOJIbHbIE 32JAHUA WIH HHbIE MATEPUAJIbI, HEOOXOAUMBbIE IJIS
OLICHKH 3HAHUW, YMEHH i, HABBIKOB M (MJIM) ONBITA AeATEJIbHOCTH,
XapaKTepu3yIIUX 3Tanbl POPMHUPOBAHMS KOMIIETEHIIMH B MpoIecce 0CBOEHUS
o0pa3oBaTe/IbHOM NPOrpaMMBbI

7.3.1. IllpumepHbIe NpaKTUYECKHE 3aIaHUS
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l.Ilpaktnueckass pabora Nel. Tema: "lIpoexktupoBanue u co3gaHue OJAaHKOB
JIOKYMEHTOB". [Hemn
paboThl - @ TMPUOOpPETEHHWE HABBIKOB MPOEKTHUPOBAHUS W COCTABJICHUSI OJAHKOB
OpraHU3ALMOHHO-PACIOPSIAUTENBHBIX ToKyMeHTOB (OP /1) opranuzanuu.

3anaHue.

1. CocraBurh Maker oOmero OJaHKa OpraHU3aluud C YIJIOBbIM  BapHAHTOM
pacmnoioKeHus! peKBU3UTOB Ha Oymare popmata A4;

2. CocTaBUTh MakeT OJlaHKa MUChMa C YTTIOBBIM BAPUAHTOM PACIOIO0XKEHHS PEKBU3UTOB
Ha Oymare ¢opmara A4;

3. CocraBuTh MakeT OJaHKa KOHKPETHOTO BHAa JOKyMEHTa (IpHKa3a) C YIJIOBBIM
BapHAHTOM pac-TIOJIOKEHUS peKBU3UTOB Ha Oymare opmara A4.  3amauu:

1. O3HaKOMHUTBCS TEOPETUYECKUMH OCHOBamMH ¢opmupoBanus OmankoB OPJ]
OpraHu3alNY;

2. Bprueptuth mabmoH 30H OPJ[ ¢ yrioBeIM pacmoyioKEHHEM PEKBH3UTOB B
cootBercTBHE ¢ Tpeboanusimu ['OCT P 6.30-2003;

3. Berueprurh mabioH ¢opmyisapa-oopasia Ciy)keOHOTO JOKYMEHTa C YIJIOBBIM
PacIog0KEeHUEM PEKBU3UTOB C TOCTPOUYHON PA3IMHOBKOM;

4. CocTaBUTh PYKONMUCHBIM 111a0soH OnaHkoB 3amaHHbix OPJl 1o pexBu3uTam,
3a/IaHHBIM IO BapHAHTAM;

5. CocTaBUTh KOMIIBIOTEpHBIE MeYaTHbIE BapuaHThl 3ajaHHbix OPJ] mo pekBusurtam,
3a/IaHHBIM IO BapHAHTAM;

2.Ilpaktuueckas pabora Ne2. Tema: "Co3nanue mabioHOB OJaHKOB OpraHU3AIUHM C
YTJIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB C UCTIOIH30BAaHUEM MHCTPYMEHTAIBHBIX CPE/ICTB
Word". llens mnpakTuueckoi pabOTHI — pa3BUTHE HABBIKOB CO3JIAHHS OJIAHKOB
OpeanpusTUs B TEKCTOBOM peaakTope Word.

3agaHue:

1. Pazpabotarps mabiaoH oOmiero GiaHka OpraHU3aIMH C YIJIOBBIM PAaCHOJIOKEHHEM
PEKBU3UTOB;

2. Pa3paborats ma0ioH O6JaHKa MHCbMa C YIIIOBBIM PACHO0KEHUEM PEKBU3UTOB;

3. Pazpaborats Onank Ilprkasza ¢ yriaBeIM pacnoioKeHHEM PEKBU3HUTOB.

3anauu:

1. Co3maTh ¥ COXpaHUTH SMOJIEMY OpTraHU3alNY;

2. Co3naTh mabIoH YriIoBOro OJaHKa OpraHu3allny;

3. HabpaTh mocTosiHHBIE peKBU3UTHI I1a0I0Ha OJIaHKa.
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3.Ilpaktuueckass pabora Ne3. Tema: "JlokyMeHTallmoHHOE OOECIEUCHUE YMIpPaBICHUS
(JAOY) mpomecca opraHu3allud W TPOBEACHUS MPEABAPUTEIBHOTO MEIUIIUHCKOTO
ocmortpa". Lenp mpakTuyeckoil pabOThI:
OCBOWTH AQJITOPUTM OpPraHu3ali MPEJBAPUTEIBHOIO MEIULIHUHCKOIO OCMOTpAa,
IPUOOPECTH HABBIKU MCIIOF30BaHUSI HOPMATUBHO-METOIMYECKOM 0a3bl ¢ CO3JaHIEM Ha
UX OCHOBE JIOKAJIbHbIX HOpMatuBHbIX akToB (JIHA) wu  opranuzanuoHHO-
pacnopsauTenbHbIx JokymeHToB JIOY npornecca opranuzaiu Me0CMOTPOB.

3agaHue:

1. CocraBuTh oOmHMCaHWE aJIrOpuTMa OpraHU3alMU TMpoIlecca MPEIBAPUTEIHHOTO
MEIMIIUHCKOT0 OCMOTpA.

2. CocCTaBUTh CITMCOK KOHTHHTCHTOB pPAOOTHUKOB, IMOJICKAIINX MEIUITMHCKAM
OCMOTpaM, B COOTBETCTBUU C 3aJJaHUEM I10 BAPUAHTY.

3. CocrtaBuTh OOpasel JOroBOpa ¢ JUIICH3UPOBAHHOW MEIUIIMHCKOW OpraHM3aIieil Ha
OKa3aHWe MEIUIMHCKUX YyCIyr (MeIOCMOTpa), B COOTBETCTBHU C 3aJlaHUEM IO
BApUAHTY.

4. Odopmuts aokymeHT «HampaBieHue Ha mpeaBapUTEIbHBIN (MIEPUOTUICCKUI)
MEJMIIMHCKUN 0cMOTp (00cieIoBaHUE), COTJIACHO 3aJaHUIO0 110 BApUAHTY.

5. OdopmuTh KypHasl yueTa BblJaul HaApaBICHUN Ha MEIOCMOTP.

4 Ilpaktuueckas padbotra Ned4. Tema: «JloKkyMeHTallMOHHOE OOECTICUCHHUE YIIPaBICHUS
(JIOY) mnpouecca opraHuzaiyd M TMPOBEACHHUS TMEPUOJIUUYECKOTO METUIIUHCKOTO
OCMOTpa». [Henb MPaKTUYECKON
paboThI: OCBOUTH AJNTOPUTM OPTaHMU3AIUU MEPUOJUYECKOTO MEIUIMHCKOTO OCMOTPA,
IPUOOPECTH HABBIKU MUCIIOJB30BaHMUsI HOPMATUBHO-METOIMYECKON 0a3bl C CO3aHHEM Ha
WX OCHOBE JIOKaJdbHbIX HoOpMatuBHBIX akToB (JIHA) w  opranusarimoHHo-
pacnopsiauTenbHbIX JokyMeHToB JJOY mpoiiecca opranuzanuu Mea0CMOTPOB.

3agaHue:

1. CocraBurh ONHWCAHHE aNTOPUTMA OpPraHU3ALMM MpoOIEcca MNEPHOIUYECKOTO
MEIUIIMHCKOTO OCMOTpA.

2. TlogroroButh mnpukas 00 opraHm3anuu paboOT MO MPOBEACHUIO TMEPHOAMUYECKUX
MEJUIIMHCKUX OCMOTPOB.

3. CocTaBUTh CIIMCOK KOHTHHI€HTOB paOOTHUKOB, TMOJICKAIIUX METUIIMHCKOMY
OCMOTpPY, B COOTBETCTBUM C 3aJlaHMEM MO BapHaHTy (KCIOJH30BAaTh CIHCOK
KOHTUHT€HTa, CPOPMHUPOBAHHBIN B MpakTHUeCKou padore Ne3).
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5.4.CoctaButh 00pasell J0roBopa C JUIEH3UPOBAHHON MEIUIIMHCKON OpraHu3aiueil Ha
OKa3aHHE MEIULHUHCKUX YCIyT (MEIOCMOTpPA), B COOTBETCTBHH C 33JAHHEM 110 BAPUAHTY
(ucmosib30BaTh 00pasell JOroBOpa, COCTABICHHBIN B TPaKTHUECKOH padoTe Ne3).
5.CocTaBuUTh TMOWUMEHHBIH CHHCOK pPAOOTHHUKOB, TMOJJICKANINX TMEPUOIUIECKOMY
MEIUIMTHCKOMY OCMOTDY.

6.IloaroToBUTH MpHKa3 O HAMPABIEHUU PAOOTHUKOB HA NEPUOAMYECKUN METUITTHCKUIMA
OCMOTP.

7.0popmuths nokyMeHT «HampaBieHue Ha TEPHOIUYCCKUN MEIUIIMHCKUH OCMOTP
(oOcnenoBaHue), COTJIACHO 3a/IaHUIO 110 BAPUAHTY.

8.0 opMuUTh KypHaJ y4eTa BbIAauu HAMPaBICHUNA HA MEIOCMOTP.

7.3.2. IlpumepHbIe BONPOCHI AJIS1 YCTHOTO ONpoca

1.1. JokyMeHTOBeIcHUE KaK HAy4YHas! JUCIUILIMHA.

2.  JlenompouW3BOACTBO:  MOHATHE W  NPUHLHUIBI,  Hay4yHas  OpraHU3aIus
JIeJIOTPON3BO/ICTBA.

3. HopmaTuBHO-MeToin4ecKas 6a3a ynpaBiaeHHs JOKyMEHTAIUEH.

4. CTpyKTypa OpraHoB JOKYMEHTALMOHHOTO 00eCreueHus yIpaBiIeHHUS.

5. Pa3zBuTue u cTaHOBJIEHHE TOCYIAPCTBEHHOTO JIETIONPOU3BOJICTBA.

6. banku 1OKyMeHTOB, Ha3HaueHHe U TpeboBaHus K Onankam. OOmue O1aHKH, OTaHKH
IUCEM U KOHKPETHOI'O BUJIA IOKYMEHTOB.

7. HazHaueHHne pEeKBU3UTOB, UX POJIb B YHU(PHUKAIUHU JTOKYMEHTOB U HCIOJIb30BAaHUU
TEXHUYECKUX CPEACTB B pabOTe C JOKYMEHTaMH.

8. CoctaB 00s3aTeNbHBIX M JOMOJHUTENBHBIX PEKBU3UTOB JOKYMEHTa, MpaBWiIa UX
odopmIIeHHUsI, 0COOEHHOCTH MCIIOJTHEHHUS.

9. CocraBienue Qopmynspa-oOpasiia JOKYMEHTa C YIJOBBIM U  IPOJOJIBHBIM
pacmoI0KEeHHEM PEKBU3HUTOB.
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2.10. TekcThl TOKYMEHTOB: UX YHU(PUKALHS, TPEOOBaHUS U BUAbI TEKCTOB.

11. OpranuzaunoHHO-NIPaBOBas JOKYMEHTALMs: BHJbI, CTPYKTypa, COCTaBICHUE U
odopmIIeHHEe TOKYMEHTOB.

12. TloarotoBka u odopmieHHE PACHOPSAUTEIBHBIX JIOKYMEHTOB, CO37aBacMbIX Ha
KOJUIETHAJIbHOU OCHOBE.

13. Iopsanok oopmiieHHs] TPOTOKOJIOB.

14. Tlopsinok PyHKIIMOHUPOBAHUS KOJUIETUATIBHBIX OPTraHOB.

15. TlocTpoeHne © TEXHOJIOTHS MOATOTOBKU PACHOPSAUTEILHOIO JIOKYMEHTa B
€IMHOJIMYHON CUCTEME YIIPABICHUS.

16. Buael pacnopsIuTenbHOW JOKYMEHTALUH.

17. Tlopsgok u3AaHMs PacCHOPAIUTENBHOTO JTOKYMEHTa B YCIOBHUSAX €IMHOJIUYHOTO
NPUHATHUS PELLICHUS.

18. XapaktepucTtuka CHpaBOYHO-UH(POPMAIIMOHHBIX JTOKYMEHTOB, OCOOCHHOCTH UX
COCTaBJICHHS U O(POPMIICHUS.

19. IIpumenenue opUCHON OPTrTEXHHUKH UISI OTHPABKH CIPABOYHO-WH(OPMAIIMOHHBIX
JIOKYMEHTOB.

20. [lenoBoe mucbMo: ceruduuecKkrue XapakTepUCTUKU, 0COOCHHOCTH HAIMCaHMUS.

3.21. Opranu3alvoHHbIE TOKYMEHThI KaAPOBOH CIIy>KOBI.

22. XapaKTepuCTHUKa JTOKYMEHTOB, OTHOCSIIMXCS K JOKYMEHTAllMd [0 JIMYHOMY
COCTaBy.

23. CocraB JOKyMEHTOB JIMYHOTO jAena. OdopmiieHre JOKyMEHTOB.

24. TpeOoBaHUS K 3aMIOJIHEHUIO, BEJICHUIO U XPAHEHUIO TPYIOBBIX KHIDKEK.

25. JlokyMeHTOOOOpOT: TOHSATHE © TMpaBWila OpTraHu3alud, ydeT oObema
JIOKYMEHTO000pOTa.

26. [lepBuyHas 00pabOTKa TOKYMEHTOB U MOPSJIOK UX PETUCTPALIUH.

27. HomeHkJatypa e, uX BUJbI, TpeOOBaHUS K COCTABJICHUIO U 0(DOPMIICHHUIO.

28. OpraHuzanus KOHTPOJIS 332 UCTIOJHEHHEM JOKYMEHTOB (JIOKYMEHTHI IMOJIeKAIIIe
KOHTPOJIIO, 3JIEMEHThl MEXaHM3Ma KOHTPOJI, CPOKHU MCIIOJIHEHHUSI JOKYMEHTOB, CHSTHE
JIOKyMEHTa C KOHTPOJIS).

29. DkcnepTr3a UEHHOCTH IOKYMEHTOB: SKCIIEPTHBIE KOMUCCHH: BUABI U UX (PYHKITUH.
30. DkcnepTr3a HEHHOCTH JOKYMEHTA: MOHATHE, KPUTEPUU IIEHHOCTH YIIPaBICHUYECKUX
JIOKYMEHTOB.

31. [lonsitue apxuBa u ucropusi hopmupoBanus ['ocygapcTBEHHONW apXUBHOM CITY>KOBI
Poccuiickon @enepanumu.

32. Vcnonp30BaHME COBPEMEHHBIX TEXHHUYECKHUX CPEICTB YIpaBieHUS U O(HUCHOTO
nporpaMmMHOro  oOecriedyeHuss Ui ONTUMHU3AIMU  JIETONPOU3BOJICTBEHHOIO
00CITy>KUBaHHUSI.

7.3.3. Bonipocsl K 3a4ety
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l.YnpaBneHueckass JOKyMEHTalUs: MOHSATHE, Ha3Hauy€HHWE, OOIas TUIIOJIOTHYecKas
XapaKTEePUCTHKA.

2.J1enonpou3BOACTBO: TOHITHE, COBPEMEHHBIE KOHLENUUHU. J[eTOnmpon3BOICTBO Kak
yueOHast TUCIUILTMHA U 00J1aCTh MPAKTUYECKON JeSITEbHOCTH.

3.JIoKkyMEeHTOBEICHHUE: TMOHATHE, COBPEMEHHbIE KOHILENIMH. J[OKyMEHTOBEAECHHE Kak
yueOHas TUCIUILTUHA U 00J1aCTh MPAKTUIECKON eI TEbHOCTH.

4.Ponb cexperaps B JOKYMEHTALIMOHHOM OOECIIeUE€HUH YIIPABIICHUS.

5.Cnyx06a JOKYMEHTAIlMOHHOTO OOECTeueHHs] yIpaBlIeHHs: CTPYKTypa, 3aJaud,
byHKUIUU.

6.HopmatuBHo-MeToiMueckass 6a3a JOKYMEHTAI[MOHHOTO OOecreueHUs] YIpaBlIeHUS:
COCTaB U O0IIas XapaKTePUCTHKA.

7.061mue npaBuna oGopMIIEHHUS TOKYMEHTOB.

8.braHku TOKyMEHTOB: BUIbI, 0COOCHHOCTH OPOPMIICHHUSI.

9.PeKBU3UTHI 3ar0JI0BOYHOM YaCTH JIOKYMEHTA.

10.06s13aTenbHbIE PEKBU3HUTHI TOKYMEHTOB.

1 1.PexBU3UTBI, YIOCTOBEPSIONINE TOKYMEHT.

12.Tlopsiok coraacoBaHus TOKYMEHTOB.

13.1Topsimok moAnUCcaHusl JOKYMEHTOB.

14.PexBu3uthl — oT™MeTKU. [IpaBuia ux opopmiieHus.

15.Cucrema  OpraHM3allMOHHO-IIPABOBOM  JIOKYMEHTAllMW: HA3HAYEHUE, COCTAaB,
0COOEHHOCTH CTPYKTYPHI.

16.Cucrema pacnopsaUTENbHON JOKYMEHTAIlMU: Ha3HAue€HHE, COCTaB, OCOOEHHOCTHU
CTPYKTYDBL.

17.CoctaBnenue u odopMieHHE JOKYMEHTOB, CBSI3aHHBIX C JIEATEIIBHOCTHIO
KOJUIETHAIbHBIX OPTaHOB.

18.Cucrema crnpaBOYHO-MH(QOPMAIIMOHHOM TOKyMEHTAllMH: Ha3HAUYE€HHE, COCTaB,
O0COOCHHOCTH CTPYKTYPHI.

19.Cny>xeOHbIe MChbMa: BUJIBI U MTpaBUiIa 0(PopMIICHUS.

20.Cucrema JOKYMEHTAIlMH IO JMYHOMY COCTaBy: Ha3HAa4eHHE, COCTaB, OCOOEHHOCTH
CTPYKTYDBL.

21.J1o0KkyMeHTOOOO0pOT: MOHSTHE, ITAIbl, TPEOOBAHUS K €r0 OpraHu3aIHiH.

22.0cHOBHBIE ATambl PabOTHl C YNPaBICHYECKUMHU TOKYMEHTAMHU: XapaKTepUCTHUKA,
TEXHOJIOTHSI peau3aluu.

23.1lpuem u nepBUYHOE PACCMOTPEHUE JOKYMEHTOB.

24 Peructpanus ¥ y4€T TOKYMEHTOB.

25.PaccMoTpeHne JOKYMEHTOB PYKOBOIUTENIEM.

26.0pranu3zauys KOHTPOJIA 3@ UCIIOJHEHUEM JOKYMEHTOB

277.0pranu3anysi XpaHeHHs JOKYMEHTOB.

28.Ilopsmox ¢popMupoBaHus Aed.

29.Tlopsinok oopmiteHHs eI

30.HomenknaTtypa zief: moHATHE, 3HAYEHUE, ITPaBUia COCTABIICHHUS.

31.I1oHATHSA «LIEHHOCTh JOKYMEHTAY, «AKCIEPTH3A LICHHOCTH.

32 . IlpuHIMIBL, KPUTEPUU IKCIIEPTU3BI LIEHHOCTH TOKYMEHTOB.
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33.Ilpouenypa nepenayu JOKYMEHTOB Ha apXHMBHOE XPaHEHHUE.

7.4. MeToanuecKkue MaTepHabl, ONpeAe/solue Npoue1ypbl OHeHUBAHUS
3HAHUM, YMEHHUH, HABBIKOB M (MJIM) ONBITA JeATEeJbHOCTH, XapaKTePHU3YIOLIHUX
Tanbl GOPMHUPOBAHUSA KOMIIECTEHIIMH.

7.4.1. OueHuBaHMe NPAKTHYECKOT0 321aHUS

Kpurepuit YpoBHU HOpMHUPOBaHMS KOMITETEHIIHI
OLICHUBAHUSA bazoBs1it JlocTtatouHslii Bricokuit
3HaHUE TEOPETUUECKOTO Teopernueckuit Teoperuueckuit Teoperndeckuii Mmarepuan
MaTepuana 1o MaTepHan yCBOeH MaTepuan yCBOEH U YCBOCH M OCMBICJICH, MOXET
MPEII0KEHHOM mpodiiemMe OCMBICJICH OBITH IPUMECHECH B

pa3J'II/I‘IHI>IX CI/ITyaHI/ISIX 10
HEOOXOAUMOCTH

OBnaneHue npueMaMu
paboThI

CryneHt MoxeT
HpI/IMeHI/ITL NUMCHOILIINECA
3HAHUA OJIs1 peIHeHI/Iﬂ
HOBOM 3a1a4u, HO
HE00X0oa1MMa IIOMOIIb

CryzneHT MOXeT
CaMOCTOSATEILHO
MPUMEHUTH UMEIOIIHECS
3HAHUS IS PEIICHUS
HOBOM 3aJ1a4H, HO

CryneHT MoXeT
CaMOCTOSTEIBLHO
MPUMEHUTH UMEIOIIHECS
3HAHUS 7S pEIICHUS
HOBOM 3a/1a4n

MPeno/aBaTess BO3MOXXHO He Oosee 2
3aMevYaHui
CaMOCTOSATEIbHOCTD 3ajaHne BBIIOJHEHO 3ajaHuye BIIOIHEHO 3amaHye BBIIOJIHEHO
CaMOCTOSTENBHO, HO €CTh |CaMOCTOATENBHO, HO €CTh |IIOJHOCTHIO
He Ooiree 3 3aMedaHMit He OoJree 2 3aMeYaHMMi CaMOCTOSTEILHO
7.4.2. OneHuBaHue yCTHOIO ONpoca
Kpurepunii YpoBHU (HOpPMHUPOBAHMS KOMITETEHITHI
OLICHUBAHMUS bazoBsrit JlocTatouHbIii Bricokuit
[Honnora u npaBunbHOCTG  |OTBET MOJIHBIN, HO €cTh  |OTBET MOJIHBIH, OTBET IOJHEBIN,
OTBETa 3aMevaHus, He Oojee 3 [mociemoBaTeNbHBIN, HO  |MOCIIEIOBATEIBHEIMH,
€CTh 3aMeYaHus, He Oosee |JIOrnYHbBIH

2

CTereHb 0CO3HAaHHOCTH,
IIOHUMAHUSL I/I3yquHOFO

Marepuan yCBOEH U
H3JaraeTcs OCO3HAHHO,
HO ecTh He Ooiree 3
HECOOTBETCTBUH

Marepunan yCcBOEH 1
H3jaraeTcs 0CO3HAHHO,
HO ecTh He Oojee 2
HECOOTBETCTBHI

Marepuan ycBOEH U
U3J1araeTcsa OCO3HaHHO

S3bIKOBOC OOpMITCHHE
oTBeTa

Peus, B 11enom,
rpaMOTHas1, COOJOICHBI
HOPMBI KYJIbTYpPBI PEUH,
HO €CTh 3aMEYaHusI, HE
Oonee 4

Peus, B 11e710M,
rpaMOTHas1, COOIIOICHBI
HOPMBI KYJIBTYpBI pEUH,
HO €CTb 3aMeYaHus, He
6oiee 2

Peus rpamoTHas,
COOJTIO/IEHBI HOPMBI
KyJIBTYpPbI peuu

7.4.3. OnennBanue 3a4yera

Kpurepuii

YpoBHU POpMHUPOBAHUS KOMITCTCHIIUN
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OLICHUBAHUSA bazoBs1it JlocTatouHbIi Bricokuit
IlonHoTa oTBeETA, OTBeT MOJHEIN, HO ecTh  |OTBET MOIHBIMH, OTBET MOJIHEIH,
MOCJEA0BATENIBbHOCTD U 3aMeuaHnus, He Oonee 3 MOCJICIOBATEIILHBIN, HO  |TTOCIIEIOBATEIBHBIH,
JIOTHKA U3JI0KCHUS €CTh 3aMeYaHus, He 0oJiee | TOTUIHBII

2

[IpaBUIILHOCTH OTBETA, €TO
COOTBETCTBHE paboyeit
mporpamme y4eOHOM
AUCHUITIINHBI

OTBeT COOTBETCTBYET
paboueii mporpamMmme
y4eOHOU TUCITUTUINHBI,
HO €CTh 3aMEYaHusI, He
Oonee 3

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM TUCIUTUINHEI,
HO €CTh 3aMEYaHUsI, HE
Oonee 2

OTBET COOTBETCTBYET
paboueii mporpamMme
yueOHOI TUCIMITIIMHBI

CriocoOHOCTH CcTy/IeHTa
apryMEHTHPOBATh CBOU
OTBET Y MPUBOIUTH
MIPUMEPHI

OTBeT apryMeHTHPOBaH,
TIPUMEPHI TIPUBEJICHBI, HO
ecTh He Ooiee 3
HECOOTBETCTBUI

OTBeT apryMeHTHpOBaH,
MIPUMEPHI IPUBEJICHBI, HO
ecTb He Oonee 2
HECOOTBETCTBHUI

OTBeT apryMeHTUPOBaH,
MIPUMEpPHI IPUBEAEHBI

OCO3HAHHOCTH U3JIaraeMoro
MaTte€pualia

Marepuan ycBOE€H U
H3JIaraeTcs OCO3HAHHO,
HO ecTb He Ooiee 3
HECOOTBETCTBUI

Marepuan yCBOEH U
u3JaraeTcs 0OCO3HaHHO,
HO ecTb He OoJee 2
HECOOTBETCTBUI

Marepuain ycBoeH 1
H3J1araeTcsi OCO3HaHHO

CooTBeTcTBHE HOPMaM
KYJIBTYPBI pe4u

Peus, B 1ienom,
rpaMOTHas!, COOJIOIEHBI
HOPMBI KyJIBTYPBI PeUH,
HO €CTh 3aMCYaHUs, HE
6onee 4

Peus, B ienom,
TrpaMoTHas1, COOJFOICHBI
HOPMBI KyJIbTYPHI PEeUH,
HO €CTb 3aMCYaHUs, HE
boiree 2

Peus rpamoTHas,
COOJIIO/IEHBI HOPMBbI
KYJIBTYPBI pe4H

KauecTBo oTBEeTOB Ha
BOIIPOCHI

Ectb 3ameuannsa
oTBeTaM, He Ooiree 3

B nienom, oTBeTHI
PacKpBIBAIOT CYTh
BOTIpOCa

Ha Bce Bonpocs! OIy4€eHB!
HCUCPIBbIBAOIINE OTBETHL

7.5. UToroBasi peMTHHIOBasi OLIEHKA TEeKYLIEeH M MPOMEKYTOYHOM aTTeCTALMU
CTYAEHTA MO0 AMCUHUIIIMHE

[To yuebHoM muctuiuinHe «J{0OKyMeHTallMOHHOE 00ECIICYeHHE YIIPABICHUS B OXpaHe
TpyJa» HUCHOJb3yeTcs 4-O0ajlibHasi CUCTEMa OLICHUBAHMS, UTOT OLEHUBAHUS YPOBHS
3HaHUM O0O0ydYaroumxcsl MpeaycMaTpuBaeT 3ayé€T. 3ayeT BBICTABISIETCA BO BpeMs
MOCTIC/THETO TPAKTUYECKOTO 3aHATHA TPH YCIOBUHM BBIMOJHEHUS HE MeHee 60%
y4eOHBIX TOPYYEHHM, MpPeayCMOTpeHHbIX y4ueOHbIM mmaHom u PIIJI. Hamuuue
HEBBITIOJIHEHHBIX YYEOHBIX TTOPYUYEHU MOXKET ObITh OCHOBAHUEM JIJIS1 IOTIOTHUTEbHBIX

BOIIPOCOB ITIO JUCHUILIIMHC B XOJC HpOMC)KYTO‘-IHOﬁ arrecranuu. Bo Bcex ocrtaibHBIX

ClIydasax 3a4cT CcHacTCs O6y‘-IaIOIHI/IMI/IC$I B JaTbl, HAa3HAYCHHBLIC IIPCIIOAABATCICM B

MEPUOJ COOTBETCTBYIOIIUMN IMTPOMEKYTOUYHON ATTECTALMH.

IHIkana ouenusanua mexkyuiei u RPOMeIHCYmoYHOl ammecmayuu cmyoeHma

YpoBHU hOopMUPOBAHUS OreHKa 1Mo 4eThIpex0aTbHOM MIKae
KOMIIETEHIIUU JUIs 3a4€ta
Bricokuit
JlocTaTouHbIN 3a4TEHO
ba3oBbIit
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Komnerenius e

chopMupoBaHa

HC 3a4TCHO

8. IlepeyeHb OCHOBHOM M 1ONOJHUTEIbHOI YUeOHOI JUTEPATypPbl, HEOOX0AUMOM

JJISL OCBOCHMS JUCHUILIMHBI (MOAYJIA)

OcHoBHas JuTEpaTypa.

Ne bubnuorpaduyeckoe onrcanue (Y‘w;l;g YH6 Kon-so »
wn | OO
1. |Kymmnapenko H.H. JloxymenToBenenue: yueOnuk / H. H.
Kymnapenko ; pen.: FO. H. Cronspos, B. A. Unbranaesa. -| y4eOHUK 10
K.: 3nanns, 2008. - 459 ¢
2. |YcanoBa, O. I'. JIokyMeHTOBEJICHUE W apPXHUBOBEJICHHUC -
cioBapb / O. I'. Ycanosa, A. B. JlymnukoBa. — 2-¢ H31.,
crep. — Cankr-IlerepOypr : Ilmanera my3wiku, 2019, — https://e.
172 ¢c. — ISBN 978-5-8114-3873-0. — TekcT : lanbook.
AJEKTpOHHBIN //  JlaHb JJICKTPOHHO-OMOMMOTe Hast| Crosapu | com/boo
cuctrema. — URL: https://e.lanbook.com/book/113186 k/11318
(mata oOpamenus: 18.09.2020). — Pexum goctyma: mjs 6
aBTOPH3. TIOJIB30BATENCH.
3. |AmupoB, A. P. JlokymeHTalMoHHOE oOOecreyYeHne
yIpaBIIeHUs] B OpraHmM3anusx : ydeOHoe mocodue / A. P. https://e.
Ammpos, B. M. Muxaitnos. - Y¢a : BITIY umenu M.| Y4eOusie [lanbook.
Axmyimisl, 2009. - 176 c. nocobus | com/boo
k/42213
4. |HoxkymenroBenenue. Yactp 1 yuebHoe Tmocooue [/
coctaBurenb C. B. Munyk. — Jluneuk : Jluneuxuii I'TIY, https://e.
2017. — 56 c¢.— Tekcr: osnextponnbiii // Jladp lanbook.
AJIEKTPOHHO-OUOMNOTEUHAs cCUCTEMA. — URL: ¥aebubie com/boo
https://e.lanbook.com/book/111986  (nata  obpamenms:| "CC°0HT |1 /11198
29.09.2020). — Pexum jgocTyma: Uil aBTOPHS3. 6
MOJIb30BATEIIEH.
5. |ABTOMaTH3aIHUs TOKYMEHTOOOOpOTa : yueOHOe mocobue /
A. A. Tumenko, FO. M. Kazakos, M. B. TepexoB [u ap.].
— Mocksa : ®JIMHTA, 2018. — 108 c¢. — ISBN 978-5- https://e.
9765-4024-8. —  Tekcr: onextponnbiit //  Jlame | lanbook.
yeOHbBIC
3JIEKTPOHHO-ONOINOTE HAs cucrema. = — URL:|  eug | €O m/boo
https://e.lanbook.com/book/113481 (nara  oGpamieHus: k/11348
29.09.2020). — Pexum gocTyma: s aBTOPUS. 1
MI0JIb30BATEIIEH.
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6. |Koctpoa, 1O. b. Opranmszamuss W  TEXHOJIOTHUA
JIOKYMEHTAIlHOHHOTO 00ECTIeUCHNUs YIIPaBICHHS . yueOHOe https://e.
noco6ue / 0. B. Kocrposa, JI. b. Eroposa, O. B. Jlososas. { Y4e0ubIe |lanbook.
Cankr-TerepGypr : UDO CIIGYTYuD, 2012. - 347 c. nocobust | com/boo

k/64087
JlonoJIHUTe IbHAS JIUTepaTypa.

Ne bubmuorpaduyeckoe onrcanue (chﬁ};:d YH6 Kon-so »

I / I p nocobue, 3(;%61{0-1;461‘0,1 6I/I 6_]1 .

nocobwue, ap.

1. |Ky3uenoB, WM. H. [lemonpou3BojcTBO y4eOHO- https://e.
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10. MeToguyeckue yKazaHus JJisi 00y4al0IIUXCH M0 0CBOEHHUIO TN CIUILINHBI
(MoayJist)

OO0mue peKOMEeHIALMH 10 CAMOCTOATEIbHOH padoTe 0akaIaBpoB
[TonroroBka coBpeMeHHOro OakajgaBpa MpPEINoJaraer, 4YTo B CTEHAaX YHUBEPCUTETA
OH OBJIAJICET METOJ0JI0TUEN camMo00pa3zoBaHus, CaMOBOCTIMTaHMS,

CaMOCOBEPIIICHCTBOBAHUSA.  JTO  ONpEICIsSeT  BaXHOCTh  aKTUBHM3AIMH  €ro
CaMOCTOSTEIIbHOU pabOTHI.
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CamocrositennpbHas pabota GOpPMHPYET TBOPYECKYIO AKTHBHOCTH OaKalaBpOB,
MPEACTABIICHHE O CBOMX HAYYHBIX W COIUAIBHBIX BO3MOKHOCTSX, CIOCOOHOCTH
BEIWICHATH  TJIABHOE, COBEPIICHCTBYET TMpPHUEMBI  OOOOIIEHHOTO  MBIIUICHHS,
npeanonaraeT Oojiee TIAYyOOKYyHO TPOPAOOTKY WMH OTHACTBHBIX TEM, OIPEICIICHHBIX
MPOrpaMMON.

OcCHOBHBIMH BUJaMHU U (HOpPMaMH CaMOCTOSTEILHOW pabOThI CTYJCHTOB IO JAHHOU
JTUCITUTUTHHE SBJISIOTCS: CAMOTIOIIOTOBKA 10 OTACIBHBIM BOIpPOCaM; paboTa ¢ 6a30BbIM
KOHCITEKTOM; MTOATOTOBKA K MPAKTUYECKOMY 3aHATHIO; TTOJATOTOBKA K YCTHOMY OTIPOCY;
HaIMCaHue KOHCIIEKTA; MOJArOTOBKA K 3a4eTy.

BaxxHO# 4acThi0 CaMOCTOSITEIbHON palOTHI SIBISIETCS YTEHUE YI€OHOM JTUTEpaTypHhI.
OcHoBHas (yHKIUS Y4eOHUKOB — OpPUEHTUPOBATH B CHUCTEME T€X 3HAHUM, YMEHHH U
HaBBIKOB, KOTOpBIE JOJDKHBI OBITH YCBOEHBI MO JAHHOM AMCHUIUIMHE OyayluMU
CHEIMATUCTAMU. YUYEOHHK TaKKe CIYy)KUT IIyT€BOAUTEIEM I10 MHOTOYHUCIEHHBIM
IIPOU3BEIACHUSAM, OpPHUEHTHUPYS B HMMEHaX aBTOPOB, CHELHMAIMZHPYIOLIUXCS Ha
ONPENCIIEHHBIX HAyYHBIX HAIIPABICHUAX, B Ha3BAHMAX MX OCHOBHBIX TPYIOB. Bropas
¢yHKIMS ydyeOHUKA B TOM, YTO OH OYEpPUYMBAECT HEKHM KPYr OO0s3aTENbHBIX 3HAHHM I10
IpeaMeTy, He MPETeH Iysl Ha TITyOO0KOe UX pacKpBITHE.

UreHne peKOMEHJOBAaHHOM JHUTEpaTypbl — O3TO Ta TJlaBHas YacTh CHCTEMBI
CaMOCTOSITeNIbHOM yueObl OakanaBpa, KOTOpas oOecneurBaeT MOJIMHHOE YCBOEHHUE
Haykd. YUTaTh 3Ty JUTEpaTypy HYKHO IO MPHUHIIMITY: «UJesl, TEOpUs, METOJ B OJHOM, B
JIPYTOU U T.J. KHUTaX».

Bo Bcex ciydasx pEKOMEHIYETCS PacCMOTPEHUE TEOPETUUYECKHX BOIPOCOB HE
MEHEE YeM I10 TpeM UCTOYHUKaM. M3yueHne npoOiemMbl o pa3HbIM UCTOYHUKAM - 3aJI0T
r1yOOKOro ycBOeHUs Haykd. VIMeHHO »9ToT OJIoK, Hapsay C BBINOJHEHHUEM
MPAKTUYECKUX 3aJaHUM SBIISETCS BEIYIIMM B CTPYKTYpPE CaMOCTOSITEILHOW PabOThI
CTYJICHTOB.

BHuManuio 0akamaBpoB TpEUIaralOTCs CHUCOK JIUTEPaTyphbl, BOIMPOCH K

CaMOCTOSITEILHOMY U3yYEHUIO U BOTIPOCHI K 3a4ETy.

JIis yCIenIHOTO OBNAJACHUS AMCUUIUIMHON HEOOXOIMMO BBINOJHATH CIEAYIOIINE
TpeOOBaHUS:
1) BBITIOTHATH BCE ONPE/ICIICHHBIC TPOTrPaMMOU BUJIBI padoT;
2) mocemarh 3aHATHUS, T.K. BECb TEMAaTUYCCKAN MaTepHaj B3aMMOCBSI3aH MEXITy COOOi
M, 3a4acTyl0, CaMOCTOSITEIbHOTO TEOPETUYECKOTO OBIAJACHUS MPOMYIICHHBIM
MaTepuasoM HEJOCTAaTOYHO Jisi KaYECTBEHHOTO €r0 yCBOCHUS;
3) Bce paccmaTpuBacMble Ha 3aHATUSAX BOMPOCH 00s3aTenbHO (PUKCHPOBATH B
OTJICbHYIO TETPab U COXPAHATH €€ JO OKOHUAHUSI 00yUeHUS B BY3€;
4) MpOSBIATh AKTUBHOCTH MPHU MOJTOTOBKE M HA 3aHITHUAX, T.K. KOHCYHBIH pe3yJbTatr
OBJIAJICHHS COJICpPIKAaHWEM JIMCIUIUIMHBI HEOOXOIWM, B TEPBYIO OdYepelb, CaMOMY
OaxanaBpy;
5) B ciydasix IpoIycKa 3aHsITHH 10 KaKMM-JIN00 MPUIMHAM 0053aTe/IbHO OTPadaThIBATh
NPOIYyIIEHHOE TPENOaBaTEeNI0 BO BpeMsl MHIUBUIYaTIbHBIX KOHCYIIbTAIHH.
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Bueypounas nesTensHOCTh 0akaigaBpa Mo JaHHOW AMCHUIUTMHE MPEINoiaraer:

- CaMOCTOSITEIbHBINA MOUCK OTBETOB W HEOOXOAUMOW MHGOPMAIMH MO MPEITOKEHHBIM
BOIIPOCAM;

- BBITIOJTHEHHE MPAKTUYECKUX 3aJaHU;

- BBIpaOOTKY YMEHUI HAYYHOU OpraHu3aIuy Tpyaa.

YcnemHas opraHu3aiisi BpeMEHHU M0 YCBOSHHUIO JAaHHOW TUCIUILUIMHBI BO MHOTOM
3aBHCUT OT HaIW4Ms y OakanaBpa yMEHHS CaMOOPTaHM30BaTh ce0si U CBOE BpeMms s
BBIMIOJTHEHUS TIPEAJIOKEHHBIX JOMAaImHUX 3afanuil. OOBEM 3agaHWil paccuuTaH
MaKCUMaJIbHO Ha 2-3 Yaca B Hemenro. [lpm 3TOM anropuT™M MOATOTOBKU OyIEeT
CIEeIYIOLIUM:

1 stan — mouWCK B JUTEpaType TEOPETHYECKOW HWHEPOPMALMU MO MPEIIOKEHHBIM
IpernoiaBaTeIeM BOIpocaM;

2 9TaI — OCMBICIICHHUE MOTYyYeHHOW HH(POpMaIIK, OCBOCHHE TEPMUHOB U TIOHSITHIA;

3 aTam — cocTaBJeHHE TJIaHa OTBETA Ha Ka)/IbIi BOMPOC;

4 3Tamn — MOMCK NPUMEPOB IO TaHHOW MpobIeMaTHKe.

PadoTa ¢ 02a30BLIM KOHCIIEKTOM

[IporpaMMoit JUCHMITIMHBI IPEIYCMOTPEHO YTEHHE JIEKIUH B pa3iU4HbIX (opMax
UX TPOBEICHMSA: NPOOJIEMHBIE JIEKIIMU C DJJIEMEHTaMH JBPHUCTUYECKOM Oecemsl,
UHPOPMAIIMOHHbIE JICKIUHM, JEKIUH C OINOPHBIM KOHCIEKTHPOBAHUEM, JIEKIIUU-
BU3YAJIN3ALIAHN.

Ha nexumsix mnpenojgaBaTesib pacCMAaTpPUBAET BOIMPOCHl MNPOrpaMMbl  Kypca,
COCTaBJICHHOW B COOTBETCTBHH C TOCYJIAPCTBEHHBIM 00pa30BaTEIbLHBIM CTaHAApTOM. M3-
3a HEJOCTAaTOYHOTO KOJIMYECTBA AayJUTOPHBIX YAaCOB HEKOTOPHIE TEMBI HE YIAETCs
OCBETUTh B IOJIHOM 00BbEME, MO3TOMY IMPENoJiaBaTeiib, MO CBOEMY YCMOTPEHHIO,
HEKOTOpBIE BOIPOCHI BHIHOCUT Ha CaMOCTOSITEJIbHYIO Pa0dOTy CTYJCHTOB, PEKOMEHIYS
Ty WJIW UHYIO JTUTEpaTypy.

Kpome sToro, mist gydiiero OCBOCHHs MaTepuaia U CHCTEMAaTH3allui 3HAHHWMA 1O
JTUCIUITINHE, HE0OX0IMMO IMTOCTOSTHHO pa30upaTh MaTepHalibl JISKIIUN 10 KOHCTIEKTaM U
y4€OHBIM ITOCOOUSIM.

Bo Bpems camocTosiTenbHOM MNpOpadOTKU JIEKIIMOHHOTO MaTepuaia ocoboe
BHUMAaHHE CJIEyeT YACNSATh BOSHHUKIINM BOIPOCAM, HEMTOHSITHBIM TEPMHHAM, CTIOPHBIM
TOYKaM 3peHusi. Bce Takre MOMEHTHI ClIelyeT BBIJICINUTh WM BBIKCATH OTACIHHO IS
JaJIbHEHTIIeT0 OOCY)KIIEHUS Ha MPaKTHYEeCKOM 3aHATHU. B cimydae HeoOxomumocTu
oOpaiarbcsi K TpernojaBaTeiito 3a KOHCynbTanuen. [loMHbIH CHCOK JUTEepaTyphl MO
JTUCIMIIIIMHE MTPUBEICH B paboueil mporpaMmMe TUCIUTUIAHBI.

Hanucanue KOHCIEKTA
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Koncmekr (oT yat. cOnspectus — o0630p, u3nokeHue) — 1) MUCEMEHHBIN TEKCT,
CHUCTEMaTUYECKH, KPaTKO, JIOTUYHO U CBS3HO MEpeNaloluil coaepKaHHe OCHOBHOTO
UCTOYHUKA WH(POpMAIMK (CTaThbH, KHHUTH, JCKIUU U JAp.); 2) CHHTe3Hupyomas ¢popma
3aIliCH, KOTOpas MOKET BKJIIOYATh B ceOd IUIaH UCTOYHHMKA WH(OPMAIINH, BHIITUCKU U3
HETO M €T0 TE3HCHI.

Buapl KOHCIIEKTOB:
— TUTAHOBBIA KOHCHEKT (IUIAaH-KOHCIEKT) — KOHCIIEKT Ha OCHOBE C(OPMHUPOBAHHOTO
IUIaHA, COCTOSLIET0 W3 OINpEeAENIEHHOrO0 KOJIMYECTBA ITYHKTOB (C 3arojloBKaMu) U
IOJIMTYHKTOB, COOTBETCTBYIOIIUX ONPEIEICHHBIM YacTsIM UCTOUHUKA HH(OPMALINY;
— TEKCTyaJIbHbIM KOHCIIEKT — MOApoOHas Qopma H3I0KEHHs, OCHOBaHHas Ha
BBIMKMCKAaX U3 TEKCTAa-UCTOYHHUKA U €r0 HUTHUPOBAHUHU (C JIOTUYECKUMU CBSI3AMH);
— MPOU3BOJIbHBIN KOHCTIEKT — KOHCIIEKT, BKIIOYAIOIINN HECKOIBKO CIIOCOO0B paboThI
Ha/I MaTepHuaaoM (BBIMUCKH, IUTUPOBAHUE, IIJIaH
up.);
— CXEMAaTUYECKUWA KOHCIEKT (KOHTEKCT-CXeMa) — KOHCIEKT Ha OCHOBE IUIaHa,
COCTaBJICHHOI'O U3 MYHKTOB B BUJI€ BOIIPOCOB, HA KOTOPBIE HY>KHO JaTh OTBET;
— TEMaTUYECKUN KOHCHEKT — pa3paboTKa M OCBEIIEHHWE B KOHCIIEKTHBHOHN (opme
ONPEJIETICHHOI0 BOIIPOCA, TEMBI;
— omnopHbld KoHcmekT (BBeaeH B. @. IllaTanoBbiM) — KOHCIEKT, B KOTOPOM
colepKaHUE MCTOYHUMKA HMH(POpPMALMU 3aKOJAUPOBAHO C TOMOMIbIO TpapuuecKux
CHUMBOJIOB, PUCYHKOB, LIU(P, KIIFOUEBBIX CJIOB U Jp.;
— CBOJIHBIM KOHCIIEKT — 00pab0TKa HECKOJIBKUX TEKCTOB C LIEJIbIO UX COMOCTABIEHUS,
CPaBHEHUS U CBEICHUS K €IMHON KOHCTPYKITUH;
— BBIOOPOYHBINA KOHCIIEKT — BBIOOP U3 TEKCTa HHPOPMAIIMH HA ONPEACICHHYIO TEMY.
®opMBbI KOHCTIEKTUPOBAHUSI:
— miad (IMPOCTOM, CIOXKHBIM) — (opMa KOHCHEKTUPOBAHUS, KOTOpas BKIIOYAET
aHaJlM3 CTPYKTYphl TEKCTa, 000OIIECHNE, BBIJCICHUE JIOTUKU Pa3BUTHS COOBITHH U HX
CyTH;
— BBINIUCKM — TMpocTedmas (opma KOHCIEKTUPOBAHUSA, IOYTH JIOCIOBHO
BOCIIPOU3BOSIIAS TEKCT;
— Te3uchl — (GopMa KOHCIEKTUPOBAHMS, KOTOpas MPEACTAaBISIET COOOW BBIBOJBI,
CeJIaHHbIE HAa OCHOBE MPOYUTAHHOTO. BBIACNAIOT MPOCTHIE UM OCJIONKHEHHBIE TE3UCHI
(KpoMe OCHOBHBIX TMOJIOKEHUH, BKIIOYAIOT TAK)KE BTOPOCTETNICHHBIE);
— IUTUPOBAHME — JOCJIOBHAs BBINMKMCKA, KOTOpas HCIOJIb3YeTCs, KOrjaa MepenaTh
MBICJIb aBTOpPA CBOMMHU CJIOBAMU HEBO3MOKHO.

BrimonHenue 3ananus:
1) onpenenuTh 1eNIb COCTABICHUS! KOHCIIEKTA;
2) 3amucaTh Ha3BaHHUE TEKCTa UJIHM €T0 YacTH;
3) 3anucarh BHIXOJHbBIE JaHHBIE TEKCTA (aBTOP, MECTO U TOJ] U3JaHUs);
4) BBLACTUTH MPU IEPBUYHOM YTCHUH OCHOBHBIE CMBICIIOBBIC YaCTH TEKCTA;
5) BBIIEIUTH OCHOBHBIE MOJIOKEHUSI TEKCTA;
6) BBIICIUTD MOHSTHS, TEPMHUHBI, KOTOPBIE TPEOYIOT Pa3bsCHEHUN;
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7) mocnenoBaTeIbHO U KPATKO MU3JI0XKHUTH CBOUMH CIIOBAMH CYIICCTBEHHBIC TOJIOXKCHHUS
U3y4aeMoro MaTepuaa;
8) BKJIIOYUTH B 3alKCh BBIBOJBI [0 OCHOBHBIM ITOJIOKEHHSIM, KOHKPETHBIM (hakTaM u
npuMepaM (06e3 Mo poOHOr0 OMMCAHNSA);
9) wucnonp30BaTh MPHEMbl  HAMISTHOTO  OTPAXCHHS  cojaepkaHus  (ab3arrsl
«CTYMEHbKaMI», Pa3IUYHbIE CTIOCOOBI MOAYEPKUBAHUS, PYUKH PA3HOTO 1IBETA);
10) coOromaTh nmpaBUiia MUTUPOBaHMS (IIUTATa JOJDKHA OBITh 3aKJIFOYEHA B KaBBIUKH,
JlaHa CChIIKA HA €€ UCTOYHUK, yKa3aHa CTPAHUIIA).

[Tnanupyemsble pe3ynbTaThl CAMOCTOSTEIBHON pabOTHI:
— CIIOCOOHOCTh CTYJICHTOB aHAJIM3WPOBATh PE3YJIbTAThl HAYYHBIX HCCIICIOBAHHHA H
NPUMEHATh MX TPU PEHICHHH KOHKPETHBIX O0Opa30BaTEIIbHBIX U HCCIICIOBATEILCKUX
3azad;
— CIIOCOOHOCTH peIlaTh CTaHIAPTHBIE 3a7add MPO(EeCCHOHATBLHOW JEATSIILHOCTH Ha
OCHOBE HMH(POPMAIIMOHHON ¥ OUOIHOrpadUUEcKOl KyJIbTypbl C TPUMEHEHHEM
nH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH U C y4€TOM OCHOBHBIX TPEOOBAHHIA
UH(POPMAITMOHHOM 0€30MacHOCTH.

HO}IFOTOBK& K IPAKTHYE€CKOMY 3aHATHUIO

Meroanyeckue peKOMEHIALNH 110 IMOArOTOBKE K IMPAKTUYECKUM 3aHATHAM

[logroroBka K MNPAaKTUYECKOMY 3aHATHIO BKIIOYAET CIEAYIOIIHUE DJEMEHTHI
CaMOCTOSATENIBHOM  JEATENbHOCTH: YETKOE IPEACTaBICHUE LEIM U 3a4ad  €ro
IIPOBEJICHUSA;  BBIJCJICHUE HABBIKOB  yYMCTBEHHOW, AHAJUTUYECKOW, HAy4YHOU
NEeSTENbHOCTH, KOTOPBIE CTAHYT PE3YJIbTATOM IMPEACTOAIIEH PaOOTHI.

BripaOoTka HaBBIKOB OCYLIECTBIISIETCS C TIOMOIIBIO MOTyYeHUs] HOBOW MH(POpMAIIH
00 M3y4yaeMbIX MPOIECCaX U C MOMOIIBI0 3HAHUS O TOM, B KaKOH CTENEHU B JaHHOE
BpEMsI CTYJEHT BIIAJICET METONAMHU HCCIEA0BATEIBCKON NESITENbHOCTH, KOTOPBIMU OH
CTaHET I0JIb30BaThCs HA PAKTUYECKOM 3aHATHH.

CnenoBaTennbHO, paboTa Ha MPAKTUYSCKOM 3aHSATHHM HAmpaBiIeHAa HE TOJBKO Ha
MO3HAHHUE CTYACHTOM KOHKPETHBIX SBJICHHUU BHEIIHETO MHUpa, HO W Ha W3MCHEHHE
camoro ceos.

Bropoii pe3ynbTaT OueHb Ba)KEH, MOCKOJIBKY OH obecrmeunBaeT (popmupoBaHHE
TaKUX OOIIEKYJIBTYPHBIX KOMIIETCHIIMH, KaK CIIOCOOHOCTh K CaMOOpPraHU3alliu M
caM000pa30BaHUIO, CIIOCOOHOCTh HCIIOJIB30BaTh METOABl cOopa, 0OpabOTKU W
UHTEPIIPETAllMd  KOMIUIEKCHOW WH(GOpMAalMU JUIsl  PEIIeHUsT OpTraHUu3allOHHO-
YIPaBJICHYECKUX 3a7ad, B TOM YHUCIIE HAXOMISIIUXCS 3a TpeesiaMy HeTOCPEICTBEHHOM
cdepbl IeATENBHOCTH CTYJEHTA. TIPOIIECCOB W SIBJICHHIA, BBIJCIISIIOT OCHOBHBIE CIIOCOOBI
JI0Ka3aTeNIbCTBAa aBTOPAMHU HAYYHBIX PaOOT IIECHHOCTH TOTO, YeM OHH 3aHUMAIOTCH.

B xome caMoro mnpakTU4YeCKOro 3aHATUA CTYAEHThl CHadala IPEICTaBISIIOT
HaliIecHHbIE MU BapUaHTHl (POPMYIHPOBKU aKTYaIbHOCTH HCCIIEIAOBaHUSA, 00CYKIAIOT
uX 1 000CHOBBIBAIOT CBO€ MHEHHUE O HAWIYUIIIeM BapuaHTE.

O0BEM 3a1aHM paccYUTaH MAaKCUMAIBHO Ha 1-2 yaca B HEACIIO.
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IloaroroBka K yCTHOMY OIIPOCY

C 1enpl0 KOHTPOJSI M MOATOTOBKH CTYACHTOB K M3YYEHHMIO HOBOW TEMBI BHAJale
KOKJ0M MPaKTUYECKOTO 3aHATHS MPEnojaBaTesieM MPOBOIUTCS WHIWBUIYATbHBIN WU
(GpOHTANBHBIN YCTHBIN OMPOC MO BHITIOJHEHHBIM 33JaHUSM TIPEABIAYIICH TEMBI.

Kpurepuu o1ieHKH YCTHBIX OTBETOB CTYICHTOB:

— TPaBUIBHOCTH OTBETA MO COACPXKAHHUIO 3a7aHus (YYUTHIBACTCS KOJIMYECTBO W
XapakTep OMOOK MPH OTBETE);

— TIOJTHOTA U TJIyOMHA OTBETa (YUUTHIBACTCSI KOJMYECTBO YCBOCHHBIX (DaKTOB, MOHSATUI
U T.IL);

— CO3HATENBHOCTh OTBETA (YUUTHIBAETCSI MOHUMAHUE U3J1araéMoro Marepuasa);

— JIOTMKAa W3JI0KEHUs Marepuana (y4UTHIBA€TCS YMEHHE CTPOUTH IIEITOCTHBIN,
MOCJIEIOBATENBHBINA PacCcKa3, FPaMOTHO MOJIb30BATHCS CIEIUATBHOM TEPMUHOJIOTHEH );
— paIMOHAJIBHOCTh WCIIOJB30BAHHBIX MPHEMOB M CIOCOOOB PEIICHHs MOCTAaBICHHON
yueOHON 3amaun (yYUTHIBACTCS YMEHHE HCIIOJIb30BaTh HAWOOJiee MPOTPECCUBHBIC U
3¢ pexkTuBHBIE CITOCOOBI TIOCTUIKEHUSI 1IEIH ),

— CBOEBPEMEHHOCTb M AS()(PEKTUBHOCTH HCIIOJIB30BaHUS HATIIATHBIX TOCOOWMA U
TEXHUYECKUX CPEACTB MPHU OTBETE (YUUTHIBAETCS TPAMOTHO WM C TMOJIb30H MPHUMEHSTH
HATJISAHOCTH M IEMOHCTPAIIMOHHBIN OTIBIT TIPU YCTHOM OTBETE);

— UCIOJIb30BaHUE JIOMOJIHUTEIBLHOTO MaTepHaiia (00s3aTeIbHOE YCIOBUE);

— palMoHAIBHOCTh UCIOJIb30BAaHUSI BPEMEHH, OTBEJIEHHOTO Ha 3ajjaHue (He ogo0psercs
3aTSHYTOCTh BBINIOJHEHMSI 3aJaHHs, YCTHOIO OTBETa BO BPEMEHH, C YYETOM
WHIVNBUIYaJTbHBIX OCOOCHHOCTEHN CTYJICHTOR).

IToaroroBka K 3a4eTy

3auer ABISETCS TPATAUIMOHHOU (HOPMOM MPOBEPKU 3HAHUHM, YMEHUHN, KOMIIETEHIIHH,
c(hOpMHUPOBAHHBIX Y CTYACHTOB B IMPOLIECCE OCBOCHMS BCETO COJEPKAHUS M3ydaeMOM
quciuIuiMHbl.  OOBIUHBIA  3aUeT OTJIMYaeTCs OT H3K3aMEeHAa TOJbKO TEM, 4YTO
npenojaBareib He AuddepeHupyeT 0amibl, KOTOPbIE OH BHICTABIISET MO €70 UTOraM.

CamocTosiTenbHas MOJATOTOBKA K 3a4€Ty JOJKHA OCYIIECTBISATHCS B TEUEHUE BCETO
CEMECTpa, a HE 32 HECKOJIbKO JHEU JI0 €ro MPOBEICHUS.

[TonroroBka BKJIIOYWAET clieayromiue AercTBUs. [Ipexae Bcero Hy»KHO MEpPeYUTaTh
BCE JIEKIMU, a TaKXKE€ MAaTepuajabl, KOTOPbI€ TOTOBWINCh K CEMUHAPCKUM H
MPAKTUYECKUM 3aHATHSIM B TEUEHUE CEMEeCTpa. 3aTeéM HaJ0 COOTHECTH JTY
uHpopMauio C BONpocaMH, KOTOpbie JaHbl K 3adery. Ecim wuHboOpManuu
HEJIOCTAaTOYHO, OTBETHl HAXOISAT B MPEHAJIOKEHHON IIpernojiaBaTesieM JIUTepaType.
Pexomenayercs paenath Kparkue 3anucd. Peyb wuAeT He O IImaprajike, a o
dbopMUpPOBAHUM B CO3HAHUHU YETKOM JIOTUYECKOM CXEeMbI OTBETa Ha Bompoc. HakanyHe
3adyeTa HEOOXOJAMMO TOBTOPUTH OTBETHI, HE 3arfiisiapiBas B 3amucud. Bpems Ha
MOATOTOBKY K 3a4€Ty [0 HOpMAaTUBaM YHHUBEPCHUTETA COCTABISIET HE MEHEE 4 4acoB.
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11. IlepeyeHb MH(POPMALTHOHHBIX TEXHOJIOIHH, HCIIOJIb3YEeMBbIX IIPH
OCYIIEeCTBJICEHMH 00pa30BaTeJIbHOI0 MPOLECcca MO JUCHUILINHE (MOYJII0)
(BKJIIOYAsI epeYeHb NPOrPaMMHOIo odecriedeHus 1 HHGOPMAIIHOHHBIX

CIMIPABOYHBIX CHCTEM (IIPU HEOOXOTUMOCTH)

NudopmaiimonHbie TEXHOIOTHH PUMEHSIOTCS B CIIEAYIONTUX HAMPABICHUSX:
opopMIIeHHE THCHMEHHBIX pabOT BBHIMOTHIETCS C HCHOJB30BAHUEM TEKCTOBOTO
penakTopa;

JEMOHCTpAILUS KOMITBIOTEPHBIX MAaTepUaJIOB C HCIOJIb30BAHUEM MYJIbTUMEIUINHBIX
TEXHOJIOTHH;

UCTIOJIb30BaHNEe WH(POPMAIMOHHO-CIIPABOYHOTO 0O0ECIIEYeHHSI, TAKOTO KaK: MPaBOBbBIE
cnpaBouHble cuctembl (KoncynmpTanT+ ® 1p.), OHNAWH CcJIOBapH, CHPABOYHUKHU
(I'pamora.py, Untyut.py, Bukunenus u ap.), Hay4Hble MyOJUKaLUH.

UCTIOJIb30BaHUE CIICIIMATN3NPOBAHHBIX CIIPABOYHBIX CUCTEM (IJIEKTPOHHBIX Y4EOHUKOB,
CIIPAaBOYHUKOB, KOJUJIEKUMHA WJUIIOCTpalMii u  (orouszodbpakeHuid, (HoToOaHKOB,
npo(hecCHOHATBHBIX COLMANBHBIX CeTEH U Ip.).

OpenOffice Ccruika: http://www.openoffice.org/ru/

Mozilla Firefox Ccpuika: https://www.mozilla.org/ru/firefox/new/

Libre Office Ccpuika: https://ru.libreoffice.org/

Do PDF Ccsuka: http://www.dopdf.com/ru/

7-zip Ccouika: https:// www.7-zip.org/

Free Commander Ccpuika: https://freecommander.com/ru

be Reader Ccpuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlnomno

Gimp (rpaduueckuii pegaktop) Cebika: https://www.gimp.org/

ImageMagick (rpaduaeckwii pemaKkTop) Cchuika:
https://imagemagick.org/script/index.php

VirtualBox Ccbuika: https://www.virtualbox.org/

Adobe Reader Ccruika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Omnepanmonnas cuctema Windows 8.1 JlunensnonHas Bepcus o poroBopy Ned71\1 ot
11.12.2014 1.

DNeKTpOHHO-0MOIMoTeYHas cucTemMa bubinokoMIiekTaTop

HarnmonanwsHa snexTponHas Oubnuoreka - genepalbHOe TOCYAapCTBEHHOE OIOIKETHOE
yapexaenne «Poccuiickas rocynapcrseHHas oubanorekay (PI'BY «PI'by)

Penakuus bassl nanueix «I1OJIITPE/] CripaBouHuKMWY

OnekTpoHHO-0nOmoTedyHas cucrema «JIAHby»

12. Onucanne MaTepuaJIbHO-TEXHHUYECKOI 0a3bl, HEO0OXO0AUMOI 1JIs
OCyILIeCTBJIeHHSI 00Pa30BaTEeJbLHOIO Npolecca Mo TUCHUILINHE (MOTYJII0)

-KOMIBIOTEPHBIN KiIacc W AoCcTyn K ceth MHTepHeT (BO BpeMs CaMOCTOSITEIbHOU
MOJITOTOBKH) (IOJIKEH OBITH MPHIIOKEH TpaduK 3aHITOCTH KOMIBIOTEPHOTO Kiacca);
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-TIPOEKTOP, COBMEIICHHBI C HOYTOYKOM JUIS TPOBEICHUS JIEKIIMOHHBIX 3aHSATHIM
IpEeToAaBaTeieM U MPEe3eHTAINN CTYICHTaAMU PEe3yIbTaTOB PaboThI

-pa3aTOYHBIA MaTepuai Uil IPOBEIECHUS TPYNIIOBOM paboThI;

-METOJUYECKUE MaTepuaibl K NPAKTUYECKUM 3aHATUSAM, JEKUUU (PYKOIHUCH,
9JEKTPOHHASI BEpCUA), AUIAKTHUYECKUI MaTepuai Ijs CTYJEHTOB (TE€CTOBBIE 3aJaHUS,
MYJIbTUMEIMHHBIE PE3EHTALINH);

-JInss  mpoBenmeHusT  NEKIMOHHBIX M NPAKTHUECKUX  3aHATHH  HeoOxoauma
CIIELIMAJIN3UPOBAHHAs ayIUTOPHUs, OCHAIICHHAs UHTEPAKTUBHOM JIOCKOW M CTEHIAMU C
HEOOXOMMBIMUE HATJISTHBIMU MTOCOOUSIMHU.

13. OcoGenHocTH OpraHu3anuu OO0y4YeHUs] MO JUCHUIJIHHE O0YyYalOIIUXCHA W3
YK CJIa MHBAJU/I0B H JIMI ¢ OTPAHUYCHHBIMH BO3MOKHOCTSAIMHU 310poBbs (OB3)

[Tpu HEOOXOAMMOCTH B 00pa30BaTENbHOM IPOLIECCE MPUMEHSIOTCS CIIEAYIOLIIe
METOJbl M TEXHOJIOTMH, OOJIErYarolue BOCHpUATHE HH(GOPMALUU O0Yy4arOIUMUCS
nHBaIMIaMu 1 aunamu ¢ OB3:

- CO3/JaHKME TEKCTOBOM BEPCUH JFOOOT0 HETEKCTOBOTO KOHTEHTA JIJISl €T0 BO3MOYKHOTO
npeoOpazoBaHus B aJIbTEPHATUBHBIE (POPMBI, yIOOHBIE ISl pa3JIMUHBIX MOJIb30BaTENCH;

- CO3/IaHME KOHTEHTA, KOTOPBIM MOKHO TIPEJICTABUTH B PA3IMYHBIX BUIaX 0€3 MOTEPh
JAHHBIX WU CTPYKTYpPHI, MPEAYCMOTPETh BO3MOKHOCTh MAacIITaOMPOBAHUSA TEKCTa U
n300pakeHnii 6e3 MoTepH KauecTna;

- CO3/JaHME BO3MOXKHOCTH JIJIs1 O0Y4aroNIMXCsl BOCIIPUHUMATD OAHY U Ty e UH)Op-
MAaIMI0 U3 Pa3HbIX MCTOYHHUKOB — HAMPUMEP, TaK, YTOOBI JIUIA C HAPYIICHUEM CITyXa
noJTy4ad HHGOPMAITUIO BU3YAIBHO, C HAPYIICHUEM 3PEHHSI — ayIHalIbHO;

- IPUMEHEHNE IPOTPAMMHBIX CPEACTB, 00ECNEUYMBAIOIINX BO3MOXKHOCTh OCBOEHUS
HaBBIKOB M YMEHHH, (OPMHUPYEMBIX TUCIUILUIMHON, 32 CUET albTePHATUBHBIX CIIOCOOOB,
B TOM YHCJI€ BUPTYAJIbHBIX J1a00paTOpUil ¥ CUMYJIALIMOHHBIX TEXHOJIOTUH;

- IPUMEHEHNE NUCTAHIIMOHHBIX O0pa30BaTEIbHBIX TEXHOJOTHH ISl Mepenadyu
YECKUX 3aHSATHH, BBICTYIUIGHHS C JOKJIAJaMH M 3allUTOW BBITIOJHEHHBIX paldorT,
NPOBEJICHUE TPCHUHTOB, OpPTraHU3aI[MH KOJUICKTHBHOW paOOTHI;

- IPUMECHEHNE NUCTAHIIMOHHBIX OO0pa30BaTENbHBIX TEXHOJOTHHA JUI OpraHU3aIiH
TEKYILEro U MPOMEXYTOYHOTO KOHTPOJIS;

- YBEJIIMYCHHE TTPOJOIDKUTEILHOCTH CIa4l 00YJYarOIIMMCS HHBAIHIOM WJIH JIHIIOM C
OB3 ¢opM mnpomMexyTOUHOW aTTecTalid 110 OTHONICHUI0O K YCTaHOBJIECHHOW
IPOAODKUTEIBHOCTH UX CIaud: 3a4eT M SK3aMEH, MPOBOJMMBIN B MUCbMEHHOU (opme,
— He 6onee yem Ha 90 MUH., TPOBOAMMBIN B yCTHOH (hopme — He Oonee yem Ha 20 MuH.,
— MPOJIOJDKUTENILHOCTH BBICTYIUICHUSI 00YYaromIerocs MpH 3alliuTe KypcoBO paboThI —
He Oosiee ueM Ha 15 MuH.

14. Buabl 3aHATHI, IPOBOAUMBIX B (POpMe NMPAKTHYECKOI MOATOTOBKH

(He mPeLyCMOTPEHO P H3YYEHUH THCILIMILIHHBI)
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