





1. IEJIb OCBOEHUA JNCHUIIJIMHBI (MOAYJIA)

Llemm ocBoenust aucuurinasl. b1.B.J1B.08.02 «/le10npon3BoacTBo connab-
HOT'0 MeAAroray siBJsitoTCS:

— (hOpMHUPOBAHUE CIOCOOHOCTH AHAIM3UPOBATH COBPEMEHHOE TPABOBOE, HOPMa-
TUBHOE U METOJMYECKOE PETYIIMPOBAHUE JIETONPOU3BOJICTRA;

— (hopMHUPOBAHUE CTOCOOHOCTH aHAJIU3UPOBATH TEXHOJIOTMH JTOKYMEHTAIMOHHOTO
oOecrieueHust ypaBJICHUS] B COLUAJILHOM MMe1aroruKe;

— BBISIBJIEHUE U PACCMOTPEHUE COBPEMEHHBIX MPOOJIEM HOPMATUBHOM periaMmeH-
TalWu JEI0NPOU3BOACTRA.

3agayaMu yueOHON JUCHUITIUHBL «Jl€TOMPOU3BOACTBO COLMATIBHOIO MEAAroray
SIBJISIFOTCSI:

— PaCCMOTPEHUE UCTOPUH PErIaMEHTAINH ICJTONMPOU3BOJICTBRA,

— O3HAKOMJICHUE C MPOIECCOM OPraHM3aluu JOKYMEHTO000POTa B OpraHu3allii;
— U3yYCHUE HOPMATUBHO-METOIMYECKON 0a3bl I€TOMPONU3BOJICTRA B COLUATBHOM
NEJArOrvKy;

— BBISIBJICHUE CHEIU(UKH TOKYMEHTAIMOHHOTO 00ECIEYECHUS YIIPABJICHUS COIIU-
AJIbHOH paboTHI.

Koa kommne- | Coaep:xkanue komnereH- | VHIAHKATOPBI 10CTUKEHUS] KOM-
TeHIH 1101171 neTeHuii
IK-1 [TK-1. Cnoco6en ocBauBath | [1K-1.1. 3HaeT cTpyKTYypy, COCTaB U
1 UCIOJIb30BATh TEOPETUYE- | TUIAKTUUCCKUE €AMHUIIBI TPEAMET-
CKHE€ 3HAHUS U TTPAKTHYE- HOI 001acTH (MPENOIABAEMOTO
CKHAE YMEHUS U HABBIKH B npeaMETa).

OPEIMETHOM 00J1aCTH TPU [IK-1.2. YMeer oCyIeCTBIATh OT-
permeHnn npoeccuoHanb- | 0Op yUeOHOro CoEpKaHus AJIsl Er0
HBIX 33724 peain3anuy B PA3IMUHBIX PopMax
00y4YeHUsl B COOTBETCTBUM C TPeOO-
Banusimu OI'OC OO.

[1K-1.3. /IeMOHCTpUPYET YMEHUE
pa3padarbiBaTh pa3IMnuHbIC (POPMBI
yUEOHBIX 3aHATHIA, TPUMEHSTH ME-
TOJIbI, TPUEMBI U TEXHOJIOTUHU 00Y-
YEHMSI, B TOM YMCIIEC WH()OPMALMOH-
HBIE.

dI'OC OO u cnenupukoii yyeOHO-
r0 NpPeIMETA.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE QCHOBHOI71 HPOPECCH-
OHAJIBHOI OBPA30OBATEJBLHOI TPOTPAMMBI
















ux aesarenbHOCTU. OCHOBBI 3akoHoAaTeNbeTBa PO «O0 apxuBHOM (oHAe POy, @3
«O s3p1kax Hapo10B PDy». @3 «O06 0cHOBAaX rocy1apcTBEHHOM CTy>k0b1». UcTopus
pernaMmeHTalum AeI0MPOU3BOACTBA.

Tema 2. Meroau4eckoe peryJupoBaHue 1eJ10NPOU3BOACTBA

APXHMBHBIE OPraHbl, OCYIIECTBISAONINE 00IIEE METOANYECKOE PYKOBOICTBO.
[Tonoxenue «O ¢enepanpHoil apxuBHOU cityxx0e POy, EI'CJIOY. Tunosas wH-
ctpykuust o aenonpon3BoactBy. ['OCT. OcHoBHblE TpaBuiia pabOTHl BEAOM-
CTBEHHBIX apXMBOB. [IepeUHN JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEeHHs. THmo-
BOC TMOJIOKEHHE O BEICHUM JIETOMPOU3BOJACTBA MO MPEUIOKCHUSIM, 3aIBICHUSAM U
xanodaM rpaknad. CrienuanbHbIE aKThl U1 paOOTHI ¢ ONMPEACIEHHOW KaTeropuei
JOKYMEHTOB (OyXraJITepCKUil yder, KaapoBas AOKyMeHTanus). Hopmarueel 1o
TPyAy B 001acT paboT, BBITOJHAEMbIX PAOOTHUKAMH YIIPABJIIEHYECKOTO arapara.

Tema 3. /leioBas nepenncka

SI3BIK B CTUIIB OPUIMATIEHOTO MUCHMA, CTPYKTYPA JEIOBOr0 MUChMA (aCnekK-
Thl IMCbMA B 3aBUCUMOCTH OT BHJAa U MH(POPMALVK, U3T0KEHHOH B HEM ). [lertoBast
NEPENUCKA: TPUHLMIBI COCTABIECHUS O(PUIMAIBHOIO MHChbMA W CTPYKTypa Ciy-
YKEOHOTO MMChbMA, STHKETHBIE PUTYAJIbl, CTHIIb OOPMIICHHS KaK OTPAKEHUE UMMU-
mka OCHOBHBIE TPEOOBAaHUS K TEKCTY MUCbMA, COCTAB PEKBU3UTOB. BUIBI U 0CO-
OCHHOCTH JEJIOBOH KOPPECHOHACHIMH. CUHTAKCUC MHUChbMA, PEKOMEHAALMU MO
UCIOJB30BaHUI0 IM(PP M CJIOB, PEKOMEHJAMM MO TOCTPOCHUIO (hpa3, CioBa-
COKpaUIEHHsI, TH(POPMATUBHOCTh U YOEAUTENBHOCTD, ITUKET B CIOBOH NEPEMUC-
Ke. Buapl nmMceM:  NHCbMA-NIPHUIJIAIEHUWS, MHACBMA-MPOCHOBI,  MHUChMa-
NPEIOKEHMS, COIMPOBOIUTEIIBHBIE NUChMa, NUChbMAa-3aMPOCHI "
T.A.).MexxayHapoaneie nmuceMa. CTaHAApPThl MEKIYHAPOIHOW OpraHu3anuu 1o
cranaaptuzanuu (MCO) Ha opopmieHue nepenucku. OTACIbHBIC TEKCTHI MEXKITY-
HAPOAHBIX MUCEM. PEKBU3UTHI MEXAYHAPOAHOTO MUChbMA. CPABHUTEIBHBINA aHATIN3
PEKBU3HUTOB NUCEM B POCCHMU M PEKBU3UTOB MEXAYHAPOIHBIX IMACEM.

Tema 4. Opranu3zauMoOHHbIE JOKYMEHTbI

Opranu3anMoHHbBIE JOKYMEHTHL. BUa OpraHu3anmoOHHO-MPaBOBBIX JOKYMECH-
TOB. [IpuMepHas CTPyKTypa HOPMATUBHBIX aKTOB. MOJIO’KEHUS, YCTaBbl, HHCTPYK-
. OcoOEHHOCTH MOATOTOBKM M O(QOPMIICHHS OPraHU3ALMOHHBIX JTOKYMEHTOB.
OCHOBHBIE 33241 KQXA0T0 BUJAa TOKYMEHTA.

Tema S. HH(popManHOHHO-CIIPABOYHBbIE JOKYMEHThI

HudopmanmonHo-cnpaBounble  JIokyMeHTbl. Buasl HHPOPMALMOHHO-
CIOPABOYHBIX JIOKYMEHTOB (JOKJIaaHAas 3amucKa, CIIy>kKeOHas 3amnucka, OObICHU-
TEIbHAS 3aMKCKa, CIpaBKa, MUCbMO, TeJerpaMma, Teseponorpamma, tene (pake) u
ap.). OdopmiieHue HHPOPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB.









HOBHMKOB, U KOMMEPUECKHX Opranm3auuii. OqHaKo mpoueccsl HHPOpMaTH3ALUH
UAyT MEUICHHO. JlaiiTe 0OBACHEHUE CYIIECTBYIOIICH CHTYallMd B COBPEMEHHOM
JEJIONPON3BOACTBA.

1. CemecTp — 7; popma aTTecranmu — 3a4eT

2.IlpuMepHbIii nepevyeHb BOMPOCOB K 3a4eTy

[ToHsITHE FOPUANYECKON CHITBI TOKYMEHTA.

CreneHu NOAJIMHHOCTA JOKYMEHTOB.

PekBu3nThl O1aHKa 1S MECHMA.

PeKBU3NTHI TOKYMEHTA «CIPABOYHBIE JAHHBIE 00 OPraHU3aLmy.

[Tops 10K TPUCBOEHUS M MPOCTABIEHUS PETMCTPALMOHHOTO HOMEPA JTOKYMEHTA.

TpeOoBaHuUs K PE30JTIOLMH U MOPSIAOK €€ 0(hOPMIICHHSI.

[Tops ok 0opopMIICHUS TPUIOKEHUH K JOKYMEHTY.

[Tops ok 0opopMIIEHUST PEKBU3UTOB «ITOANMUCH) H KOTMETKA O 3aBEPEHUU KOITUMNY.

[Topsmok 0POpPMIIEHHUS U COTTIACOBAHUS TOKYMEHTA, YTBEPKACHUS JOKYMEHTA.

10 JTansl MOArOTOBKU JOKYMEHTA.

11.CrpykTypa TOKyMEHTA.

12.0Oc0o0€HHOCTH SI3bIKA U CTHJIS CITYKEOHBIX JOKYMEHTOB.

13.PexBU3UTE MEKIYHAPOAHOTO NMUCbMa. OCHOBHBIE PEKOMEHJALMM IO COCTaBIIE-
HUIO TEKCTOB MEKYHAPOIHBIX TTUCEM.

14.Buzibl OpraHM3alMOHHBIX JOKYMEHTOB M OCOOCHHOCTH MX COCTaBIICHUS U 0(popM-
JICHHSI.

15.Bunbl  pacnopsAMTENbHBIX JAOKYMEHTOB M OCOOCHHOCTM WX COCTAaBJICHHS U
oopMIIEHUSI.

16.0OdopmieHre COBMECTHBIX TMCEM OPraHU3aluii.

17.0cobeHHOCTH cOCTaBaEHUS U OOPMJIEHUS TPOTOKOIA.

18.0OcobeHHoCcTH cocTapieHus U 0()OPMJIICHUS aKTa.

19. TpeboBaHus K COCTABICHHUIO U OPOPMIIEHUIO JOKJIAJHBIX 3aTUCOK.

20.TpeboBaHus K COCTABICHHUIO U O(POPMIEHUIO OOBACHUTEIBHBIX 3ATUCOK.

21.TpeboBaHus K COCTABICHUIO U O(OPMJIEHUIO CITPABOK.

22.0Oco0eHHOCTH cOcTaBEHUs U 0(OPMIIEHUS TENE(HOHOTPAMM.

23. JIOMKHOCTHBIE MHCTPYKIMK paOOTHUKOB. KakoBa CTPyKTypa TEKCTa JOJKHOCT-
HOW MHCTPYKLIUU.

24.OCHOBHBIC TOTOKHA JOKYMEHTOB B OPraHU3alnuy U KX OCOOCHHOCTH.

25.0c00eHHOCTH aBTOMATH3UPOBAHHOM CUCTEMBI PETUCTPALNU JOKYMEHTOB.

26.TloHdTHE CPOKOBOTO M TEKYIIETO KOHTPOJIS.

27 TloHaTre NPEAYNPEAUTEIIBHOTO U UTOTOBOIO KOHTPOJIS.

28 . HopMaTuBHO-METOAMYECKHUE TOKYMEHTBI, 3aKPEIIAIONIME TPpeOOBaHMS MO padoTe
¢ oOpallleHUSIMU TPAKAAH.

29.Benenue nemonpor3BoICTBA MO OOPAIICHUSIM TPAXK/IAH.

30.CocraBiieHHE aBaHCOBOT'O OTYETA.

31.0¢opMmaeHrue KOMaHIUPOBOYHOTO YIOCTOBEPEHUSI.

A e A e



32 .IlpaBuiia 3armoMHEHUs TPYAOBBIX KHIKEK.
33.0cobeHHoCcTr OOPMIICHUS MTPHKA3a 00 YBOJBHEHHH.
34.0OcobeHHOCTH OOPMIICHHS MPUKA3A O MPUEME.
35.TloHsiTHE ¥ 3HAYEHUE HOMEHKIATYPhI AEI.

36.I1onsaTre nenonpon3BOACTBA U JOKYMEHTO000poTa. X HOpMATUBHOE pEryiu-
pOBaHUE.

2. IlepeyeHp KOMIETEHIUIT U MHAUKATOPOB X AOCTHKEHHs, ONHCA-
HHE KPHTEPHEB OLECHHBAHUS KOMIIETCHUHI MPEICTABJSIIOTCA B

Tadauune

Kon xommne- YPOBHH OCBOCHUSI KOMIIETCHIAN
TCHIIAW, UHI- | TTponeuHyTHIH |  Ba3oBblii [ToporoBbrii He ocBoeHBI KOMTIC-
KaToPHI 10- TeHIIAH
CTHOKCHUA «OTIHYHOY «XOpOIIO» | «yIOBJIETBOPH- «HEYIOBJICTBOPH-
KOMICTECHLIMHK TEJILHO TENBHO»
(MK) «3a4TEHOY» «HE 3aYTEHOY
Komneteniust | paspabatbiBaeT | npuMmensier | BocnpousBoaut | He ymeet pazpada-
[K-1 pa3MYHBIC METOJIBI, TEPMHHBI, OCHOB- | THIBATh PA3JIMYHBIC
NJK-1.3 (Gopmbl yueO- | MpUEMBI W | HBIC OHSTHS. (opMmbl yueOHBIX 3a-
JIEeMOHCTPHPY- | HBIX 3aHATHI, | TEXHOJOTMM | 3HAET METOJBI, HATHHA, TPUMEHSTh
€T YMEHUE NPUMEHSTh oOy4yeHHsl, B | MPUEMBI U TEXHO- | METOJbI, TPUEMBI U
pa3pabaTeiBaTh | METOIBL, IPA- | TOM  YHMCIE | JOTUM OOYUYEHUS, | TEXHOJOTHUM 00yue-
pa3nuyHbIC €MBbI U TEXHO- | HH- B TOM YHUCJIC UH- | HHSI, B TOM YHUCJIE
(dopmbl yued- | morum o0yue- | popMaumoH- | GOpPMALMOHHBIE. | MHPOPMALIMOHHEIE.
HbIX 3aHSATHI, | HHS, B TOM HBIE. ®I'oOC OO u cne-
NPUMEHSATH yucie uHpop- | DI'OC OO n nu(puKoi yueOHOTO
METOJIbI, MPU- | MALIHOHHBIE. cnenuprKon npeaMeTa.
eMbl 1 TexHO- | DI'OC OO wu | yueOHOro
jgoruu o0yue- | cnenuukoil | mpeamera.
HUS, B TOM y4eOHOTO
yuciie tHPOp- | mpeaMerTa.
MAaLMOHHBIE.
OI'oC OO n
cnenupuKoi
y4eOHOro
pPEeIMETA.

! HpI/I OLCHKC KHCYAOBJICTBOPUTCIIBHO», KHE 3aUTCHO» HCIIOJIB3YHOTCA (I)OpMy.]'lI/IPOBKI/I «HEC 3HACT...», KHC YyMC-

CT...», KHC BJIaACCT...»




8. VYAEBHO-METO/IMYECKOE U UH®OPMAIIMOHHOE OBECIEYE-
HUE TUCHUTUINHBI (MOJLYJIST)

8.1. Ilepeyenb 0CHOBHOI1 y4eOHOIi JIMTEpaTyPBI

1.HoBukoB E.A. Jlenonpon3BoAcTBO B ClaykOe mepcoHana [DNeKTPOHHBIN
pecypc]/ HoBukoB E.A.— DnekTpoH. TekCToBbIE AaHHbIe.— Caparos: Al [1u Op
Menua, 2007 — 293 c— Pexxum JOCTyIA:
http://www.iprbookshop.ru/1532 . html.— 9BC «IPRbooks»

2.Henoroma A.B. J/lenonpon3BoacTBo opranu3aiuu. [loarotoeka, opopmiie-
HUE U BEACHHUE NOKYMEHTaUWU. 75 00pas3lOB OCHOBHBIX JOKYMEHTOB [DIEKTPOH-
Helli pecypc]/ Hemoroma A.B., CemueHko [L.A.— DJEKTPOH. TEKCTOBBIE NaH-
Hele.— CaparoB: Al Ilm Op Memma, 2009.— 313 c.— Pexum pocryna:
http://www.iprbookshop.ru/1534.html.— 2BC «IPRbooks»

3.3axapkuna O.M. Kagposas cmyx0a npeanpusatus. [lenonpou3BOACTBO,
JIOKYMEHTOOOOPOT U HOpMaTUBHAs 0a3a [DneKTpoHHbIH pecypc]/ 3axapkuna O.U.,
I'ycataukosa [[.E., [IlutoBa M.A.— DJIEKTPOH. TEKCTOBBIC HaHHbIE.— (Caparos:
Ain  Ilm DOp Memma, 2009— 237 c¢— Pexum  pgocryna
http://www.iprbookshop.ru/1537 . html.— 2bC «IPRbooks»

8.2. IlepevyeHnb JONOJTHUTENBHOM Y4€OHOIl TUTEPATYPbI

1. ITepenenmuneina FO.P. [TpakTukym 1o KyJIBTYpe PyCCKOH YCTHON U TMCBMEHHOR
peur (HOPMATUBHBIN aCMEKT PYCCKOTO sA3bIKA) [ DNEKTPOHHBIA pecypc]: yueOHoe
nocoOue/ [lepenenuipiaa KO.P.— DnekTpoH. TEKCTOBbIC JaHHbIC.— CTaBpOMOJIb:
Ceepo-KaBkasckmii penepanbhblii yausepeuret, 2016.— 243 ¢.— Pexxum 10-
cryna: http://www.iprbookshop.tu/66091 .html.— 5BC «IPRbooks»

2.Jlelineka A.B. YpaBicHHE EPCOHAIOM OPTraHU3alnN [ DNEKTPOHHBIN pecypc]:
yueOHUK AJis1 OakanaBpos/ Jlelineka A.B.— DNEKTPOH. TEKCTOBBIE JaHHbIE.—
Mocksa: Jlamkos u K, 2015.— 288 ¢.— Pexxum nocryna:
http://www.iprbookshop.ru/52294 html.— 55C «IPRbooks»

3.Jletineka A.B. YnpaBneHue MepCOHATIOM OPraHA3aliy [ DNEKTPOHHBIN pecypc]:
yueOHUK A1 OakanaBpos/ JleliHeka A.B.— DNEKTPOH. TEKCTOBBIE JAHHbIE.—
Mockga: Jlamko u K, 2018 — 288 ¢.— Pexxum nocryna:
http://www.iprbookshop.ru/85634 html.— 55C «IPRbooks»

4 I'sacBa W.B. /lenonponsBoacTBO [DNEKTPOHHBINA pecypc]: cnpaBouHuk/ [ 'BacBa
N.B., Cobanescknii C.B.— DOnekTpoH. TekcToBbIe NaHHble.— MuHCK: TerpaCu-



cremc, Terpamut, 2014.— 224 ¢.— Pexxum gocrtymna:
http://www.iprbookshop.ru/28072 html.— 55C «IPRbooks»

8.3. llepeuens UHTEpHET-pecypcoB, HEOOXOAMMBIX /11 OCBOCHHS N CIUTLIN-
HbI (MOAYJIA1)

Hayunas snekrponnas Oubnmoteka - elibrary.ru

OtkpsiTas snexkrponHas oundnmoreka. — URL: http://orel.rsl.ru
OnexkTpoHHO-0nbmoTeyHas cucrtema — IbC - iprbookshop.ru

dyHnamenTaabHas ouonuoreka JAI'TIY - http://lib.dspu.ru

8.4. llepevyenp NHPOPMANMOHHBIX TEXHOJIOTHI H MPOTrPAMMHOI0 00eCeYeHHst
Jlns ocyliecTBIEHUs 00PA30BATENBLHOIO MPOLECCa MO AUCHUIIIMHE HEOOXOAUMO
UCIOJb30BAHUE CIICAYIOLIETO JHUICH3UOHHOTO M CBOOOJHO PacnpoCTPAHIEMOTrO
MPOrpaMMHOr0 00€CnEUYEHMs, B TOM YMCJIE OT€YECTBEHHOTO MPOU3BOJICTBRA:

MS Office 2007/2010.

Apxusaropel: WinRar, WinZip

AHnTUBHpYCHBIE cpeacTBa: Kaspersky

[Tporpammel anst paboTel ¢ n3oOpaxkenruem: AcrobatReader

[Tporpammel asist paboThl ¢ Internet u anekTpoHHo# noutoii: Opera, Microsoft In-
ternet Explorer, Google chrome, Mazilla FireFox

9. MATEPUAJIBHO-TEXHNYECKOE OBECIIEYEHUME JINCIIUTLJIN-
HbI
Jlnsa ocyuiecTBiieHUs: 00pa30BaTEIbHOTO MPOIecca MO AUCHUIUIMHE HE00Xoamma
CIICYOIIAs MaTEPHATIbHO-TEXHUYECKas Oa3a:
Peanuzanus aucummivHabl TpeOyeT HATMYKS JICKIMOHHOM ayIMTOPUH, SKPaH,

MYJBTUMEANHHBIN TPOEKTOP, HOYTOYK, pa3IaTOYHbIA MaTeprAal.

10. METOAUYECKHUE YKA3AHUA JIJISI OBYYAROLIUXCS 11O OCBO-
EHUIO INCIUIIJINHbI
[Tpuctynas Kk M3y4eHUIO TUCLUIUIMHBI, 00yYarommMes HeIeco00pa3Ho O3HA-

KOMUTBCS ¢ €€ paboyeil mporpaMMoi, yueOHOH, HAyYHOH U METOIMYECKON JIUTE-
parypol, uMeroLIeics B OMONMOTEKE YHUBEPCUTETA, @ TAKXKE C MPEUIaracMbIM I1e-
peYHEM 3aJaHUM.

Pekomenoauuu no nO020moeKe K ayoumopHouIM 3aHAMUAM

Jlekuyuonnwie 3anamus



YMEHUE COCPENOTOUEHHO CYIIATh JICKLIMU, AKTUBHO BOCIIPUHUMATh M3J1ara-
E€MBIE CBEACHUS — 3TO BAKHEHILEE YCIOBUE OCBOCHUS JAHHOW JUCLMIIMHEL Kax-
Jas U3 JIEKIHMA COMPOBOXKAACTCS KOMITBIOTEPHOM mnpe3eHTauueid. Kpome Ttoro, B
KOHLIE KOKAOM JIEKIMH C LENBIO CO3IaHUS YCITOBUIM 71l OCMBICIIEHUS CONEPIKAHUS
JEKIMOHHOTO Marepuajia 00ydJarouMmcs MPEeAIaracTcs OTBETUTh HA BOMPOC AJIs
pasmbiiuieHus. Kparkue 3anucu JeKuuid, uX KOHCIEKTUPOBAHUE MTOMOTAET YCBO-
uTh Mareprasl. [1o3ToMy B XOJ€ JIEKIMOHHBIX 3aHATHH HEOOXOOMMO BECTH KOH-
CIEKTUPOBAHUE y4eOHOro marepuasia, oOpamias BHUMAHME HA CaMO€ BAKHOE U
CYLIECTBEHHOE B HEM. MIMeeT CMBICH OCTaBHTh B pa0OuYMX KOHCIEKTaxX MOJs, Ha
KOTOPBIX J€JIaTh MOMETKH, 3aMEYaHusl, TONONHEeHHS. [{enecoobpa3no pazpadoTaTh
COOCTBEHHYIO "Mapkorpaduro” (3HaYKH, CHMBOJIBI ), COKPALICHHS CJIOB.

Ilpakmuueckue 3anamus

B xoae MOArOTOBKM K MPAKTUYECKUM 3aHITHSIM HEOOXOAMMO M3YUYHTh OC-
HOBHYKO JIMTEPATYPY, O3HAKOMHUTHCS C JONOJHUTENBHOW JIMTEPATypPOil, HOBBIMHU
nyONUKaUsIMi B MIEPUOJMUCCKUX M3AAHUAX. JKyPHAax, razerax u T.1. [lpu sTom
BXHO YYMTHIBATH PEKOMEHIALMM MpPEMoAaBarens U TpeOoBaHUs y4eOHOW Mpo-
rpaMMbl. BaKHO Taxoke OnmMpaTbCsi HA KOHCIIEKTHI JIEKIUI. B X0/ 3aHATHS BaXKHO
BHUAMATEJIBHO CIYINATh BBICTYIUICHUS CBOMX OJHOKYPCHHMKOB. IIpu HEoOxomumo-
CTH 3aJaBaThb UM YTOYHSIOIIME BOMPOCHI, AKTUBHO YYAaCTBOBATH B OOCY>KICHUH
M3y4aeMbIX BOTPOCOB. B X0/1€ CBOETO BBICTYIUIEHUS LIENECO0OPA3HO UCITOIb30BATh
KaK TEXHUYECKUE CPEICTBA OOYUYCHHUS, TaK U TPAAULMOHHBIE, TO €CTh JOCKY U MEN
(Ipy HEOOXOAUMOCTH).

Opzanusauus éHeayOUMOPHOU 0eaAmebHOCHIU 00yuaouuUxcs

BreayautopHas AesTeNbHOCTh OOy4YarOWIErocss MO JAHHOW AUCHMILIAHE
OPEINOaracT CaMOCTOSTENbHBIA MOMCK HHPOPMALH, HEOOXOAUMOH, BO-NIEPBBIX,
JUTS. BBITTOJIHEHUS 3aJaHUH CaMOCTOSTENIBHON Pa0OThl (MHBAPUAHTHOM M BapUaTHB-
HOW 4YacTeil) W, BO-BTOPBIX, MOATOTOBKY K TEKYyLICH M MPOMEXKYTOYHOH arTecTa-
UMY, YCIelHas OpraHu3auus BPEMEHU 10 YCBOCHUIO JAHHOM M CLMIUIAHBI BO
MHOTOM 3aBHCUT OT HAJIMYMS y OOyUYarOLIErOCsl YMEHHSI CAMOOPraHu30BaTh ceOsl v
CBOE BpPEMSI JJIsL BBIITOJIHEHHUS PEUIOKEHHBIX JOMAIIHUX 3aJaHUH.

Iloozomoeka k 3auemy (IK3amemy)

B npouecce moaAroToBky K 3a4eTy 0O0y4arolIeMycsi PEKOMEHyEeTCs TaK Op-
raHU30BaTh CBOKO yueOy, uTOoObl BCE BUABI pabOT W 3alaHWi, MPEIyCMOTPECHHBIE
paboueii mporpaMmMoii, ObUTHA BBIIOJHEHBI B CPOK. OCHOBHOE B MOJATOTOBKE K 3a4e-
Ty - 3TO MOBTOPEHUE BCErO MaTepuasia yu4eOHON AUCUMITIMHEL B THU MOATrOTOBKM
K 3Q4eTy HEOOXOAMMO M30€rarth Ype3MEpPHOW NMEPErPy3KH YMCTBEHHONH paboToi,
yepeays TpyA U oTabix. [Ipy MOAroToBKE K coade 3adera crapaitech BeCb 00bEM
paboTHl pacnpenensaTh PABHOMEPHO IO JHSAM, OTBEACHHBIM JJIsi TOJATOTOBKU K 3a-
4YeTy, KOHTPOJIUPOBATh KaXABIH JACHb BBINOJHEHUS pa0oThl. Jlydlle, eciii MOKHO



NEPEBBINONHUTE T1aH. Toraa Becerna OyaeT pe3epB BpeMeHH. [Ipyu moArotoBke K
3a4eTy LEeNeco00pa3HO MOBTOPATH MPONACHHBIA Marepuan B CTPOrOM COOTBET-
CTBUM € YYEOHOH MPOrpaMMOi, MPUMEPHBIM MEPEYHEM YUEOHBIX BOMPOCOB, 3a/1a-
HUi1, KOTOPBIE BBIHOCSITCS HA 3a4E€T U COACP)KALIMXCS B JAHHONH TPOrpamme.

11. CIIEHUAJIBHBIE YCJIOBUA U1 MHBAJINJIOB U JINL C OI'PA-
HNUYEHHBIMU BO3ZMOKHOCTAMUA 3/10POBbSA

[Ton cnenmanbHBIMA YCIOBUSIMH ISl TOJTyYEHUsT 00pa30BaHusl 00yYarOIMXCS
C OrPAaHUYEHHBIMHU BO3MOKHOCTSIMHU 3[I0POBbsI MOHUMAKOTCS YCIOBHS OOy4YECHUS,
BOCIIUTAHUS M PA3BUTHs TaKUX CTYACHTOB, BKIIFOUAKOIIUE B C€Osl MCIOJIB30BAHUE
npU HEOOXOJMMOCTH aJaNTHPOBAHHBIX O00PA30BATENBHBIX MPOrPaMM W METOJIOB
OOy4eHHS M BOCIUTAHUS, CIENUATBHBIX YYCOHUKOB, YYEOHBIX TOCOOMI U AUIaK-
TUYECKMX MATEPUAIOB, CICHUATBHBIX TEXHUYECKUX CPEICTB OOYUYCHHS KOJUICK-
TUBHOTO M WHAMBHIYAJbHOTO MOJb30BaHUS, MPEIOCTABIEHUE YCIYr ACCUCTEHTA
(TTOMOIIHMKA), OKA3bIBAOIIETO HEOOXOAUMYIO TOMOLb, MPOBEACHUE TPYIIOBBIX U
WHAMBHAYaAJIbHBIX KOPPEKIMOHHBIX 3aHATHIA, 00ecIieueHre JOCTyIa B 3JaHHs By3a
W IPYTHE YCIOBHS, 0€3 KOTOPhIX HEBO3MOYKHO WJIM 3aTPYAHEHO OCBOCHHE 00pas3o-
BaTEJBHBIX MPOTPaMM O0YYarOIUXCS ¢ OrPAaHUYCHHBIMU BO3MOKHOCTSMH 3J0PO-
BbSI.

OOyueHue B paMKaxX y4eOHOH AUCIUIUTMHBI 00yYarOIUXCs C OrPAHMYCHHBIMU
BO3MOKHOCTSIMH 3/I0POBbSI OCYIIECTBIISIETCS C YYETOM OCOOCHHOCTEH neuxopusu-
YECKOTO Pa3BUTUS, HHIMBUAYAIbHBIX BO3MOXKHOCTEH M COCTOSIHUSL 3OPOBbS Ta-
KHAX 00y4aronmxcs.

OOyueHne No y4yeOHOH TUCHUILUIMHE OOYYArOIIMXCS C OTPAHUYEHHBIMU BO3-
MO>KHOCTSIMM 30POBbSI MO>KET ObITh OPraHM30BAaHO KaK COBMECTHO C JAPYTUMHU
00y4aroIMMUCS, TaK U B OTACIBHBIX IPYIIIaX.

B mensix mroctynmHocTi 00y4YeHus MO AUCLMIIIIMHE 00ECIIeYnBACTCS:

1) Ut ML ¢ OTPAHUYEHHBIMA BO3MOKHOCTSIMH 3[I0POBbS 110 3PEHUIO:

- HAUTMYKE AJIbTEPHATUBHON Bepcur O(MIMAIBHOTO caiiTa MHCTUTYTA B CETH
«UHTEpHET» NS CIIa0OBHASALINX,

- BECh HEOOXOIMMBIH AJI1 M3YUEHUS] MAaTEPHaAJl, COTJIACHO Y4eOHOMY IUIaHy (B
TOM YHCIIE, ISl 0OY4YaromMXcs N0 WHAMBUAYAIbHBIM YUYEOHBIM IJIaHaM) MPEao-
CTABJIIETCS B AJICKTPOHOM BHJIE HA JIMCKE.

- MHIMBUYalIbHOE PABHOMEPHOE OCBELIEHUE HE MeHee 300 oK,

- TIPACYTCTBHE ACCHCTEHTA, OKA3bIBAIOLICTO OO0YYarIEMYCS HEOOXOAMMYO
NOMOIIb;

- 00ecreueHre BO3MOYKHOCTH BBIIMTYCKA ATbTEPHATUBHBIX (DOPMATOB MEYATHBIX
MaTepUaoB (KPYMHbIA WPUQPT UK ay uo(aiiser);

- o0ecnedyeHne T0CTyna 00y4aromerocs, BISIOMIErOCs CJICMbIM U UCHOJIb3Y-
IOLIETO COOAKy-MMPOBOIHUKA, K 3JAHUI0 MHCTHTYTA.

2) Jisl UL ¢ OTPAHMYEHHBIMHA BO3MOYKHOCTSIMH 3JJ0POBbS 1O CIIYXY:

- HATM4YKEe MUKPO(OHOB M 3BYKOYCHJIMBAOLIECH anmapaTypbl KOJUIEKTUBHOTO
NOJIb30BAHUS (ayAMOKOJIOHKH ),



3) IS WL ¢ OTPAHMYEHHBIMA BO3MOKHOCTSIMH 3JJ0POBBS, UMEIOLINX HAPY-
HICHHUS OIMOPHO-/BHUraTe/IbHOTO amnmnapara, MaTepUaJIbHO-TEXHUUYECKUE YCIIOBUS
JOJKHBI 00€CIEYMBAaTh BO3MOKHOCTh O€CPEMSITCTBEHHOIO IOCTyNa 00yYaromnX-
Csl B YUEOHBIE TIOMEUICHUS, CTOJIOBBIC, TYAJIETHBIE U APYTHUE TTOMEUIEHUS! OPTraHH-
3allid, a TakKe NpeObIBaHMs B YKA3aHHBIX MOMEHICHHUIX (HAJIUYKAE MaHIyCOB, MO-
PYYHEH, PACIIMPEHHBIX ABEPHBIX MPOEMOB U IPYTUX TPHUCIIOCOOJICHHUIA ).

Ilepen Hayamom 0Oy4YEHHMS MOTYT MPOBOAMTHCS KOHCYJTbTATUBHBIC 3AHSTHS,
NO3BOJIAIOIINE CTYJEHTAM C OFPAHMYCHHBIMH BO3MOKHOCTSIMH aJalTHPOBATHCS K
y4eOHOMY MPOIECCY.

B  npouecce  BeacHus — yueOHOM — AMCHUIUIMHBL  mpodeccopcko-
NPENOAABATENILCKOMY COCTABY PEKOMEHAYETCS HKCIOJIB30BAHAE COLUAIBHO-
AKTUBHBIX U PEQICKCUBHBIX METOJOB OOYYEHHUS, TEXHOJIOTUH COLMOKYJILTYPHOM
peadunuTanmu ¢ UENbK OKA3aHWs MOMOIIM OOYYAOIIMMCS ¢ OTPAHUYCHHBIMU
BO3MO>KHOCTSIMH 370POBbsl B YCTAHOBJICHHH MOJHOLICHHBIX MEKITMYHOCTHBIX OT-
HOLIEHUI ¢ IPyrMMH O0YyYarOIIUXCs, CO3JaHMN KOM(OPTHOrO NCUXOJIOTHYECKO-
ro Kammara B y4eOHOM rpymrie.

OcoOeHHOCTH TPOBEACHHS TEKYLICH M MPOMEKYTOYHOM aTTECTallMA MO
JUCLUIIIMHE I O0y4aronmxcss ¢ OrPaHMYEHHBIMA BO3MO>KHOCTSIMU 30POBbBS
YCTAHABIIMBAKOTCA C YYETOM WHIMBUAYATBHBIX MCUXO(PU3UUECKAX OCOOEHHOCTEH
(YCTHO, MUCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMIBIOTEPE, B (POPME TECTUPOBA-
HUsL U apyroe). [Ipu HeoOXOAMMOCTH MPEAOCTABIISIETCS JOMOJHUTEIBHOE BPEMS
JUTSL TOATOTOBKM OTBETA HA 3a4YETE WU SK3aMEHE.



AHHOTAIIAS PABOUEN MTPOTPAMMBI JTMCHUTTJINHBI
(MOAYJIsA):
b1.B./IB.08.02 «/le10npon3BoaACTBO CONMMAJIBLHOIO NEAATOra)

1. Heassmu yueOHoi qucuunauasl b1.B./1B.08.02 « IETONMPON3BOACTBO COIIH-
AJIBHOT O TIEJIAT OT' A» SIBJISIIOTCS:
— ®OPMHPOBAHUE CTIOCOBHOCTH AHAJIM3UPOBATL COBPEMEHHOE ITPABOBOE,
HOPMATHUBHOE Y1 METOJIMYECKOE PET'YJIMPOBAHUE JIEJIOTTPOM3BOJICTBA,
— ®OPMHPOBAHUE CITOCOFHOCTH AHAJIM3UPOBATH TEXHOJIOTHH JIOKYMEHTALIU-
OHHOT'O OBECTIEYEHM A YITPABJIEHMS B COLIMATIBHOM IMEJTIATOTHIKE;
— BBISABJIEHUE U PACCMOTPEHUE COBPEMEHHBIX ITPOBJIEM HOPMATHUBHOM PET JIA-
MEHTALIUM JIEJIOTIPOM3BO/ICTBA.
2.MecTO AUCHHUIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHOI NPOrpaMMbl

Jucounnuaa b1.B./1B.08.02 «AEJOIPOMN3BOACTBO COILIUAJIBHOTI'O TIEJATOTA»
OTHOCHTCS K BAPUATUBHOM YaCTH JUCLUILIMH BbIOOPa 00pa3oBaTeNbHOM Mporpam-
MBI 110 HarpaBiaeHuio MoAroToBku 44.03.01. «Ilemarornueckoe oOpa3oBaHue».

3.TpeGoBaHusi K pe3yJibTATaAM OCBOCHHS IHCUHININHBI(MOXYJIS):
IIK-1. CnocobeH ocBanBaTh M HCIIOJIB30BATh TEOPETUYECCKUE 3HAHMS M TPAKTHYEC-
CKME YMEHUS U HABBIKHM B MPEAMETHOM 00JIaCTH NIPU PEIEHUH MTPOPECCHOHAIBHBIX
3ama4y
[TK-1.1. 3HaeT CTpyKTYpy, COCTAB U AUAAKTHUECKUAEC €AMHULIBI PEAMETHOM 00I1a-
CTH (MPEMOAABAEMOTO MPEIAMETA).
[TK-1.2. YMeer ocymiecTBISATh 0TOOP yUeOHOrO COACPKAHUS T €r0 Peau3aluu
B pa3A4HBIX (opMax 00ydeHHs B COOTBETCTBUU ¢ TpeboBanusimu OI'OC OO.
[TK-1.3. JleMOHCTpUPYET YyMEHUE pa3padaTeiBaTh Pa3InuHbIC (POPMbI YUEOHBIX 3a-
HATHI, MPUMEHITH METO/BI, PUEMBI U TEXHOJIOTAN O0YUYEHUS, B TOM YHCIIE UH-
(opManMOHHBIE

4.001ast TpPyA0EMKOCTb JUCHHUILTHHBI (MOIYJIsI) COCTABJSIET 2 3a4€T-
Hble eAMHULBI ( 72 4acoB).

S.Cemectp: 7

6.0OcHOBHBIC pa3ae/abl JUCHUIIHHBI (MOTYJISA):

Tema 1. CoBpeMEHHOE TPABOBOE, HOPMATUBHOE U METOIMUYECKOE PETYIIUPO-
BaHHUE JIETONPOU3BOIACTBA

Tema 2. MeToau4ecKoe peryaupoBaHue A€I0NPOU3BOICTBA

Tema 3. JlenoBast mepenucka

Tema 4. OpraHu3anvOHHbIE JTOKYMEHTBI

Tema 5. MHpOpMaMOHHO-CIIPABOYHBIE TOKYMEHTHI

Tema 6. Opranuzanus 10KyMeHTO000pOTa B OpraHu3aluu

7.@opMBbI TEKYLIEr0 KOHTPOJISI YCIIEBAEMOCTH M IPOMEKY TOYHOM

arrecTauMu: 3a4eT

8. ABTOpBI: A.1LH., TOUEHT KaQeAPhl COLMATbHOM MEJArOrMKN U COLMAITb-
HOI paboTel AcunbaepoBa M.M.



