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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue JUCHMILIMHBI

PaGouass mporpamma mucnmiuiiHbl «JloKymMeHTaImoHHOe oOecreueHne
OyXraiaTepckoil AesITeNbHOCTHY MpeIHa3HaueHa Al OaKanaBpoB (B TOM YHCIE AJIs
MHKJIIO3UBHOTO  00pa30BaHUSl WHBAJMAOB W  JIMI C  OrPAaHUYCHHBIMU
BO3MOXKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaIMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHE M apXWUBOBEACHHE», MPO(UIb IOATOTOBKHU
«JlokymMeHTanmoHHoe oOecrieueHue YINpaBleHUs», Ha Kadeape OMOIMOTEUHO-
WHOOPMAIIMOHHOW  JICSITENIBHOCTH,  JIOKYMEHTOBEACHUS U  apXHUBOBEICHHUS
XabapoBCKOTO TOCYAapCTBEHHOIO MHCTUTYTa KYyJbTYPhl, B COOTBETCTBUU C
dbenepalibHBIM  TOCYJIapCTBEHHBIM  00pa30BaTEIbHBIM  CTAHAAPTOM  BBICIIETO
oOpa3oBaHUsl, yTB. MPUKa30M MHUHHCTEPCTBA HayKU U BBICIIETO 0Opa3oBanus PO
or 29.10.2020 r. Ne 1343, c yueroM npodeccCHOHATbHBIX CTaHAAPTOB,
COOTBETCTBYIOIIUX NPO(PECCHOHATBHOMN NEATEIbHOCTH BBIITY CKHUKOB.

1.2. MecTo IMCHUILIMHBI B CTPYKTYpe 00pa30oBaTe/IbHOM POrpaMMbl

Jucuunnuaa «JloKyMEHTallMOHHOE obecrieueHue OyXraiaTepckon
NEeATEIbHOCTH» SIBIISIETCA JUCUUIUIMHOW IO BBIOOPY BapuUaTUBHOM 4dacTh (0JIOK
b1.B./1B.04.02).

Kypc omupaercs Ha 3HaHMS, NOJIYYEHHbIE B paMKax IJUCLMILIUH 0a30BOU
yactu («OpraHuszanusi W TEXHOJIOTUA JIOKYMEHTAllMOHHOrO  oOecreueHus
yOpaBJIeHUs», «ApxuBoBelneHue», «KaapoBoe aelonpou3BOACTBO U apXUBBI
JOKYMEHTOB IO JINYHOMY COCTaBY»), W IPOJOJDKAET Pa3BUBATH KOMIIETCHIIUIO
oOyuJaroluxcs MO KCIOJIb30BAHUIO MPaBWJI OPraHU3alMM BCEX 3TAloB paboThI C
pPa3IUYHBIMUA BUIAMH OyXTaldTePCKUX JTOKYMEHTOB.

1.3. Ileab ocBoOeHUsI ANMCHUILINHBI
Llenp NUCUMIIMHBI - U3Y4YEHHE COBPEMEHHOM CHCTEMbI OyXTalTEepCKOM
JOKyMEHTaluu; (popMuUpOBaHHE Yy CTYACHTOB pAalMOHAJIBHBIX MOAXOAOB K
OpraHu3ald padoThl C OYXTaATEepPCKUMHM JIOKyMEHTaMu (OT CO3daHusi MO
oOecreyeHus: UX COXpPaHHOCTH).

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHHS M0 JUCHUILIAHE
[IpodeccuonanbHple  KOMIIETEHIIMM  CPOPMYJIMPOBAHBI HAa  OCHOBE
BBIOpPAHHBIX U3 MPOGECCHOHATBHBIX CTAHAAPTOB OOOOIIEHHBIX TPYIOBBIX
bynkmmii  (OT®D), COOTBETCTBYIOMMX MPO(PECCHOHATBLHON  JESITEIbHOCTH
BBITTYCKHUKOB.
YHuBepcaapHble W 00MIENTPOPECCHOHATBHBIE KOMIIETCHIIMH YCTAHOBJICHBI
dI'OC.



dDopMupyeMbIe

HNHauKaTopsl 10CTHIKEHUS

Ilnanupyemble pe3yJibTaThI

KOMIIETEHIMH KOMIIeTeH NI NMPAKTHYECKOM 1eATeJIbHOCTH,
ob0ecneunBamomue GopMupoBaHue
KOMIIeTeHII U
YK-2 Cnocoben VK- 2.1. 3naTs: VK- 2.1. 3naTh:
OTIpeAeIATh KPYT - OCHOBHble NOHAMUs 00Well meopuu | - OCHOBHBIE IOHITHS 001IEl Teopuu
3a/1a4 B paMKax eocyoapcmea u npaea, a makodice | TOCylapcTBa W IIpaBa, a TaKxKe
MOCTABJICHHOW LEIH | POCCUNICKO20 ~ KOHCMUMYYUOHHO20, | POCCUMCKOTO  KOHCTUTYLIMOHHOTO,
U BBIOMpATH AOMUHUCMPAMUBHOZO, aJIMUHHUCTPATUBHOTO,
ONTUMAJIbHbIE 2pasicoancko2o, mpyooeo2o, npasa, | TpakIaHCKOro, TPYJIOBOro, IIpaBa;
CIOCOOBI X NPUHYUNLL U  MemoObl NpPagogo2o | IPUHIMIIBI U METOJbl IPAaBOBOTO
pEeIeHus, UCXOMS U3 | pecyIuposanus 00ulecmeeHHbIX | peryIupoBaHus 00IIeCTBEHHBIX
JENCTBYIOIINX OMHOWLEHUTL, OTHOIIICHUI;
IIPABOBBIX HOPM, - OCHOBbl  KOHCMUMYYUOHHO2O0 | - OCHOBBI KOHCTUTYIIHOHHOTO CTPOSI
MMEIOIINXCS cmpos  P®, xoncmumyyuonuvle | PO, KOHCTUTYIMOHHBIE ITpaBa U
pPECypcoB U npasa u c60000bl ueno6eka U | CBOOOJBI YEIIOBEKA M IpakJIaHHMHA,
OTpaHUYCHUI 2paricoanuua, HOpMamueHo- | HOPMAaTUBHO-IIPABOBYIO 0a3y
npagosylo 6azy 2ocyoapcmeenHoll | TOCYyJapCTBEHHOMN MOJIUTUKYU B
NOIUMUKU 8 chepe KyTbmypbi. cdepe KyIbTyphI.
VYK-2.2. Y™mers: VK-2.2. Y™mers:
- CAMOCMOSIMENbHO | - CAMOCTOSITEIBHO OPUEHTHPOBATHCSA
OpueHmuposamvcsi 6  cocmase | B COCTaBe 3akoHojarelbcTtBa PD, B
3akonooamenvcmea P®, 6 mom | TOM 4uCI€ C HCIOJIb30BAHUEM
yycne ¢ UCNONIb30BAHUEM CEPBUCHBIX | CEPBUCHBIX BO3MOXKHOCTEH
803MOMNCHOCTEU COOTBETCTBYOIIHX
COOMBemMcmayouux HH(pOpPMaITHOHHBIX (cipaBOYHBIX
ungopmayuoHHvlx (cnpaeoyHbIX | TIPABOBBIX) CUCTEM;
npasoeuvlx) cucmem, - aHAJIM3UPOBATh M 0000IIATh
- aHanu3uposams u 0606wame MH(OPMALIMIO O IPUOPUTETHBIX
uHgopmayuro o npuopumemHvLx HAIPABIICHUSAX PA3BUTHS
HANpagIeHusxX pa3eumus STHOKYJIBTYPHOU CEpEHI.
9MHOKYIbIMYPHOU Ccghepul.
VK-2.3. Bnanerts: VK-3.3. Bnanerts:
- OCHOBHBIMU NOHAMUIMU 00U el - OCHOBHBIMH ITOHSITUSAMU OOIIEN
meopuu 20cyoapcmea u npaea, a TEOPHH IOCyIapCTBa M MPaBa, a
Makd#ce poccutiCKo2o TaKK€ pOCCUICKOI0
KOHCMUMYYUOHHOZ20, KOHCTUTYIITHOHHOTO,
AOMUHUCMPAMUBHOZO, aJIMUHHUCTPATHUBHOTO,
2padtcOancKo2o, mpy0oeo2o npasq. IpakJJaHCKOTO, TPYJIOBOTO IPaBa.
I[1IK-4 Bnageer | I1K-4.1. 3HaTh: I1IK-4.1. 3uaTsb:
HaBbIKaMU - munvl U 8U0bl OOKYMEHMAYUOHHBIX | - TATIBI U BUIBI JOKYMEHTAIIHOHHBIX
OpraHu3aIuu cucmem, cocmas U NOPAOOK UX | CUCTEM, COCTaB U TMOPAIOK UX
JIOKYMEHTHUPOBAHUS | (DYHKYUOHUPOBAHUSL; (YHKITMOHUPOBAHHUSI B CHCTEME
yIpaBIeHYECKOI - HOPMAMUBHO-NPAgo8)io u | yIpaBJICHUS OpraHU3aIuei;
JeSITEIIbBHOCTH B | MEmMOOU4ecKyo oazy, | - HOPMAaTHBHO-ITPABOBYIO "
OpraHu3aIuu pezynupyouyio pabomy C | METOINYECKYIO 6azy,
O0OKyMenmamu PA3HLIX | PETYIUPYIOLIYIO paboty C
OOKYMEHMAYUOHHBIX CUCTEM, JIOKyMEHTaMU pa3HbIX

- npasuna cocmaenenus u
oopmnenus VAPAGNEHUECKUX
OOKYMEHMO8  PA3HbIX  MUNoé U
81008,

JOKYMCHTAIIUOHHBIX CUCTEM;

- TpaBWJa  COCTaBJIEGHUS W
odopmieHus yIpaBIeHYECKUX
JTJOKYMEHTOB Pa3HbIX TUIIOB U BUJIOB;




- npasuia opeanuszayuy | - IpaBUiia OpraHu3aluu
OOKYMEHMAYUOHHO2O JIOKYMEHTAITMOHHOTO
CONPOBONCOCHUS  YNpABIeHUs U | COMPOBOXKICHUS YIIPABJICHUS U
opeanu3ayuy  apxXueHo20 XpaHeHus | OpraHU3aIliu apXHUBHOTO XpaHCHUS
O0OKYMEHmMO8. JIOKYMEHTOB.

IIK-4.2. YMmeTsh: IIK-4.2. YMmeTsh:

- NpUMeHamb  HOPMAMUBHO- | - NPUMEHSATh  HOPMAaTHUBHO-
npasogvlie aKmvl U HOPMAMUBHO- | TIPABOBbIE aKThl W HOPMAaTHUBHO-
Memoouyeckue  OOKYMEHMmbl  Npu | METOJAMYECKUE  JOKYMEHTHl  IIpH
cocmaenenuu u ogopmienuu | COCTaBICHUH u odopmiaeHUN

VAPABIEHUeCKUX OOKYMEHMO8,
- nposooumsv YHugpukayuio ¢Gopm

YOpPaBIEHYECKUX JOKYMEHTOB;
- MPOBOAWTH YHUDPUKAUIO GOpM

OOKYMEHMO8,  NpuMeHsiemMblx 6 | JOKyMEHTOB,  NpPUMEHSIEMbIX B
YAPAasieH4ecKol oesamenbHOCmu | yIpaBlIeHYECKOM JeSITeIbHOCTH
opzanuzayuu; OpraHu3aIumy,

- npumeHamb KOHKpemHvle 6uobl | - TPUMEHATh KOHKPETHBIE BHUIbI
O0oKkymenmog  Ons  peanuzayuu | JOKYMEHTOB  JUIsl  peallu3aluu
@yHryuil YNpasnieHus 6 | GyHKIMiA yHpaBIeHUS B
opzanuzayuu; OpraHu3aIum,

- COBEPUIEHCIMBOBAMb CUCTIEMY - COBEpPILIEHCTBOBATh CUCTEMY
OOKYMEHMUPOBAHUsL JOKYMEHTHPOBAHUS
VIpaegienueckou 0esimeibHOCmu YIIPaBJICHUYECKOU 1€ATEIbHOCTU
op2anuzayuu. OpraHu3aluH.

[1K-4.3. Bnagets: [1K-4.3. Bnagets:

- HABbIKAMU paspabomku | - HaBBIKAMHU pa3paboTKu
mpebosaHull K ungopmayuu, | TpeOOBaHUN K uHdopmanuu,
BKNIOUAEMOTL 8 O0oKyMenmsl | BKIOYaeMON B JIOKYMEHTBI
opeanuzayuu; OpraHu3aiui;

- Op2aHu3ayuoHHoOU  oQhucHou | - OpTraHU3aIOHHON  O(UCHOM

MexXHuKou 6  pamkax  ceoell
npogheccuoHanbHol OessmenbHOCmU,
- Op2aHU3AYUOHHBIMU U
MexHu4ecKuUMU cpeocmeamu Ojis
nepesooa 6 3J1eKMpOHHbII GUO
O0OKYMEHmMO8 U OOKYMEHMUPOBAHHOLL
ungopmayuu opeanuzayuu.

TEXHUKOM B  paMKax  CBOEH
PO eCCUOHAIBHON JeATETbHOCTH;

- OpraHU3alMOHHBIMU U
TEXHUYECKUMHU CPeJICTBaMU JJIsi
IepeBoJia B 2JIEKTPOHHBIN BU]T
JIOKYMEHTOB M IOKyMEHTUPOBaHHOMN
MH(OpMAaLUU OpraHU3alHH.

2. OFBbEM U COAEPKAHUME JUCIHUIIJIMHBI

2.1. O0beM TUCHUMILINHBI

00 390
Bun yueOHoii paboTbl Bcero CemecTphbl Bcero Kypc
4acoB 4acoB
KonTakTHas padora (Bcero) 56 5 20 3
B TOM YHCIIE:
- aexyuu (J13) 28 5 10 3
- cemunapwl (C3)
- npakmuueckue (113) 28 5 10 3
- meaxozpynnosuvie (MI3)
- unousudyanviwle (M3)
- epynnosoe koucynomuposarue (I)
- UHOUBUJyaIbHOe KOHCYIbmuposarue (H)
CamocTosiTe1bHasi padoTa CTyAeHTa (Bcero) 124 5 160 3




CPC 100 5 151 3
KOHTPOJIb 24 5 9 3
B TOM UHCJIE!
- H0020MOBKA KYPCOBOU pabomul
- meKywuil KOHmpo.ib 15 5
- HPOMEICYMOUHBLU KOHMPOTb (H0020MOBKA K IK3AMEHY) 9 5 9 3
O01mas TPyA0eMKOCTh:
(Bcero 3a4. e1./k0J1-B0 4acoB no ®I'OC) 5/180 S 5/180 3
Buj npome:xyToUHOIN aTTecTanuu (3a4eT, IK3aMeH) CeMeCTPhI: Kypc:
s3auem
9K3AMEH 5 3
2.2. Tematuuecknii miaan (OPO u 3®0)
Temarnueckuii mian QPO
Ko.1-Bo uacos
CamocrosiTesibHasi padora
KonrakTHas padora
CTY/IEHTOB
@ KOHTPOJb
s = CPC
Ne HanmenoBaHue pa3aesioB H TeM * 8 = = "
n/m (hopmupyembie KOMIIETEHIN) : e =8 s =) g
Seleglas | m| 25| EY "po
5: §,. ) 85 CPC | Texky | mex
=) g 3 mui | yrou
= / HBbI
I'pynma Oyxrantepckoro
1 JIeTIONIPON3BOJICTBA: HA3HAYCHUE, 12 ) ) 10 9 1
3aJ]a4M, CTPyKTypa, COCTAaB,
nonoxenue (YK- 2, IIK- 4)
WHcTpykuus o
5 JIeTIONIPON3BOJICTBY B 18 3 ) 6 10 9 |
Oyxrantepuu
(YK-2,1IK- 4)
HomeHnkiatypa men Oyxrantepuu:
3 Ha3HAYCHUE U TOPIIOK 13 3 ) 6 10 9 |
pa3paboTku
(YK-2,1IK- 4)
dopmupoBaHue U 0POPMIICHHE
4. nen Oyxrantepun (VK- 2, I1K- 4) 12 2 2 10 ? !
Opranuzanys XpaHeHus
5 (TekyIero u apxuBHOTIO) 12 5 5 10 9 1
nokyMeHtoB Oyxranrepuu (YK-
2, [IK- 4)
ObecnieueHre COXpPaHHOCTH
KOH(pUICHIIHATBHON
6. WHPOPMALINH, HAXOIAIICHCS B 12 2 2 10 9 1
cocTaBe IOKYMEHTOB
oyxranrepun (YK- 2, I1K- 4)
OC00EHHOCTH MOJITOTOBKH
7. [IEPBUYHBIX YUYETHBIX JOKYMEHTOB 16 6 2 4 10 9 1
(YK- 2, IIK- 4)
Oco0eHHOCTH MOArOTOBKHI
8. JIOKYMEHTOB 10 YYeTy TpyJa U 19 8 4 4 11 9 2
ero omnatel (YK- 2, TIK- 4)
Oco0eHHOCTH MOArOTOBKHI
9. JIOKYMEHTOB I10 YUEeTy 19 3 4 4 1 9 )
Ppe3yJbTaToB MHBEHTAPHU3AINH
(VK- 2,1IK- 4)




10.

OCcO00EHHOCTH ITOATOTOBKH
JIOKYMECHTOB OyXTalTepCKOM
oruyerHoctu (YK- 2, TIK- 4)

19

11 9 2

11.

OcobeHHocTH
JOKYMEHTHUPOBAHUSI PEBU3UH U
MIPOBEPOK JESATEINEHOCTH
oyxranrepun (YK- 2, I1K- 4)

14

12 10 2

IloaroroBka k OK3aMCHY

9

Bcero yacos:

180

56 28 28

124 100 15 9

TemaTnueckuii miian 30O

n/n

HaunmeHoBaHue pa3aesioB U TeM
(popmupyemble KOMNIETEHIIUH)

KoJj-Bo yacoB

Bcero uacos
no ProcC

KonTtakTHas padoTa

CamocTosiTesibHasi padora
CTY/1€HTOB

J3 | 113

Bcero ayautopHbix
4acoB
KoncyabTanuu

@I, u

KOHTPOJIb
CPC

npo
CPC | Teky | mex
Ui | yTo4
HBII

Bcero yacos
CPC

I'pynma Oyxrantepckoro
JeTIONIPON3BOJICTBA: HA3HAUCHNE,
3a7a4d, CTPyKTypa, COCTaB,
nosoxenune (YK- 2, IIK- 4)

13,5

=
[V

0,5

WHcTpykuusd o
JEIIOTIPOU3BOJICTBY B
oyxranrepun (YK- 2, I1K- 4)

16

13 13

Homenknarypa nen Oyxrainrepuu:
Ha3HAYCHHUE U TIOPAIOK
pa3paboTku

(YK-2,TIK- 4)

13,5

0,5 | 0,5

13 13

dopmupoBaHue U 0OpMIICHHE
nen Oyxrantepun (YK- 2, IIK- 4)

15

14 14

Opranuzaiys XxpaHeHus
(TekyIero u apxuBHOTO)
nokymeHToB Oyxranrepuu (YK-
2, K- 4)

15

14 14

ObecnieueHne COXpaHHOCTH
KOH(UICHIIMATBHOM
nHpopMmanny, HaxoAsIeHCs B
COCTaBe IOKYMEHTOB
oyxrantepun (YK- 2, [1K- 4)

15

14 14

OcobenHocTn IIOATOTOBKHA
TNIEPBUYHBIX YYETHBIX TOKYMCHTOB
(YK- 2, TIK- 4)

17

14 14

OCOoOeHHOCTH TTOATOTOBKH
JTOKYyMEHTOB II0 YUeTy TpyJa u
ero omatsl (YK- 2, IIK- 4)

17

14 14

Oco0eHHOCTH ITOATOTOBKH
JIOKyMEHTOB I10 YYETYy
PE3yIIbTaTOB HHBEHTAPHU3AI[MH
(VK- 2, [IK- 4)

17

14 14

10.

Oco0OeHHOCTH OATOTOBKU
JOKYMEHTOB OyXTanTepCcKOi
otuetHocTH (YK- 2, TIK- 4)

17

14 14

11.

OcobeHHOCTH
JIOKyMEHTHUPOBAHHsI PEBU3UI U
MIPOBEPOK JIESATEIEHOCTH
oyxranrepun (YK- 2, I1K- 4)

15

14 14




IToaroToBka K 3K3aMeHy 9 9 9

Bcero yacos: 180 20 10 10 160 151 9

2.3. Kpartkoe coaep:kaHue pa3aesioB 4 TeM

Tema 1. I'pynma OyXraJrepckoro aeJIONMPOW3BOACTBA: Ha3HAYEHHeE,
3271244, CTPYKTYpa, COCTAB, I10JI0KEHHE

MecTo rpymnmbel  OyXTaiaTepCKOro  JIEJIONpPOU3BOJCTBA B CTPYKType
OyXxraiarepckoil cimykObl. 3ajaud Tpynnbl OyXTaJdTepCKOIro JAEIONpOU3BOJICTBA.
Meponpusarus, peanusyemble TPYIION OyXIrajaTepCcKOro JeJoNpOU3BOJICTBA.
OpraHuzalluoHHasl CTPYKTypa TpYIIbl OyXraiaTepckoro JAeONpOU3BOACTBA.
Coznanue [lonoxenue o rpymnmne OyXraiarepckoro JeIornpou3BOICTBA.

HopmaTuBHOE peryimpoBaHue OyXrajaTepcKOro AeJI0ONPOrU3BOICTBA:

1. 3akonsl, ykassl IIpesunenta PO, nocranosnenusi IlpaBurenscrBa PO,
YCTaHABJIMBAIOIINE E€IUHBIE MTPABOBbIE U METOA0JOTMYECKUE HOPMbI OpraHU3alun
U BeJieHus1 Oyxrainrepckoro ydera B Poccun.

2. IlonoxeHus Mo OyXraJITepCKOMY YUYETY U POCCHICKUE CTaHAAPTHI.

3. Meroanueckue YyKazaHWs, HHCTPYKUWH, PEKOMEHAAIMM U HHbIE
aHAJIOTMYHbIE  JIOKYMEHTbI, (opmupyromuecs (enepalbHbIMU  OpraHaMu,
MUHHCTEPCTBAMH, IPYTrUMU opraHamu VICIIOJIHUTEIIbHOM BJIACTH,
npo(hecCHOHATBHBIM 00BEAMHEHUEM OYXTaITEPOB U T.[.

4. JIokyMeHTBbl MO OpraHu3allid M BEJCHUIO OyXraJTepcKOro yuera IIo
OTJEJIbHBIM BUJAaM HMMYULIECTBA, 00S3aTEIbCTBAM U XO3SHCTBEHHBIM OINEpaIUsM,
KOTOpBIE HOCAT O0s3aTENbHBIA XapakKTep Il KOHKPETHBIX OpraHu3auui. OJTo
pabourie JTOKyMEHTbl OpraHu3alMid, NpeJHa3HAYEHHbIE JUIsI BHYTPEHHETO
M0JIb30BaHUS, YTBEPXKIAEMbIE PYKOBOJAMUTEIEM OPraHU3alMU B paMKax MPUHSATOU
YYETHOU TOJINTHKHU.

Tema 2. UHCTPpYKIMSA 110 1€JI0NIPOU3BOACTBY B OyXrajarepuu

TpeboBanusa k mnoaroroBke WMucTpykumu. Crtpyktypa WHCTpyKuuMu 1o
JeJONpPOU3BOACTBY B Oyxrantepu. WHCTpYKUMHM 1O JIOKYMEHTUPOBAHUIO
OTIEIbHBIX BHUAOB (HANpAaBICHUW) JEATEIBHOCTH OyXrantepuu (Hampumep,
WHcTpyKuus npueMa-caauu el Mpu CMEHE PYKOBOJSIIEro cocTaBa OyXrajaTepuu
U T.1.). 3agaun Tabens u anpooma GopM OyXraaTepcKux TOKyMEHTOB.

Tema 3. Homenkuaatypa e Oyxrajrepuu: Ha3HaYeHHe M TNOPSI0K
pa3padoTKu

[Topsanok pa3pabOTKU HOMEHKJIATYphl JeN AJisi OyXraiaTepcKod  CIIyxObl:
Ompe/ieNieHue  TIepeyHsT  JOKYMEHTOB, OOpa3ymommxcsi B  JACSITEIbHOCTU
OyXraiaTepckoil ciy>kObl U CPOKOB UX XPaHECHHS, OMPEICTICHUE 3ar0JIOBKOB Jel U
UX TIOCIIEAOBaTEIbHOE YIOPANOYMBAHNE B HOMEHKIAType e, MPHCBOCHUE
WHJICKCOB JieJlaM, BKJIIOYEHHBIM B HOMEHKIATypy; COTJIACOBAaHUE TIPOCKTa
HOMEHKJIATYpHI JIe ¢ 3aMHTEPECOBAHHBIMUA CTOPOHAMU; TIepeiada HOMEHKIATYPhI
OyXraiaTepckoil Cimy>kObl UIsi BKJIIOYCHHS €€ C BOJHYIO HOMEHKIATYpY el




yupexaeHus (opraHusauuu, npeanpusatvs). Ilopsmok BHECEHUS W3MEHEHUH B
HOMEHKJIATypy J1eJ1 OyXraJTepcKoM CIIyKOBbI.

Tema 4. @®opmupoBanue u opopmiieHne aes Oyxrajrepuu

O6mue mnpaBwna odopmieHUS OyXTalITepCKUX JTOKYMEHTOB B Jiela.
Ocobennoctn GOpMHpPOBAaHUS B Jella OTACTBHBIX BHIOB  OyXTaJTEPCKHX
JIOKYMEHTOB: TEPBUYHBIX OyXTralTepCKUX TOKYMEHTOB, KAaCCOBBIX JIOKYMEHTOB,
OyXTajnTepcKOil OTYETHOCTH, JOKYMEHTBHI MO YYETHOM TOJUTUKE YUPEKICHUS
(mpennpusTUsi, OpraHU3allM), JOKYMEHTHI MO IUIAHHUPOBAHUIO OYyXraiaTepcKon
NesATEeIbHOCTH, MeperrcKka OyXrajlTepuu Mo MPOU3BOACTBEHHBIM BOMpPOCaM M T.J.
[TocnenoBarenbHOCTh TOJHOTO O(OpPMIIEHHS [ COrJIacHO HOMEHKJIATYpPhI
OyXranTepum. KoHTposib 32  CBOEBPEMEHHOCTBIO U  MPaBUIBHOCTHIO
dbopMupoBaHus OyXraaTepCcKUX JOKYMEHTOB B JIefa.

Tema 5. Opranuzanus xpaHeHusi (TeKyLIero 1 apXuBHOr0) 10KyMeHTOB
Oyxrajrepuu

ConepxaHue MEpONPHUITHI MO OpraHu3allud MeKyu{e2o XpaHeHusa e
(IOKYMEHTOB) OyXTanTEepCKOMl CIIykKOBbI:

- TOpSANOK pa3MelleHus Jel B MecTax XpaHeHus (TpeOoBaHHS K
MOMEIIEHUSIM JIJI1 XPAHEHUS, YCIOBHUSIM XPaHEHUS, IPaBUJIa pa3MEIECHUsS e s
TEKYIIETO XpAHEHU);

- TIOPAJIOK y4eTa JeJl Mo MecTy xpaHeHusi ((popmupoBaHue ydeTHbIX (HOpM
JUTSI IPOBEPKU HATTUYHS J1eT);

- TOpAJOK BbIIAYM JEJI BO BPEMEHHOE INOJIb30BaHUE ((popmupoBaHUE U
BEJCHUsI peecTpa (JIUCTA) UCHOJb30BAaHUS  OYyXTalTEPCKUX JIOKYMEHTOB;
WCIIOJIb30BAaHUE aKTOB JJI BbIJA4YM JI€J1 BO BPEMEHHOE MOJb30BaHHE WU T.JA.) U
peructpanus (pakTa U3bATUA MOAJIMHHUKA OYXTaJITEPCKOTO JOKYMEHTA;

- TOPSAOK KOHTPOJISI 32 HAJIUYUEM, JABUKEHUEM M COCTOSTHUEM JIell
(mpoBeeHNE TUJIAHOBBIX W BHEIUIAHOBBIX MPOBEPOK JI MPOBEPKUA HATUUMS
c(OpMHPOBAHHBIX JIEN);

[Topsimok mpoBeAeHUS JKCIEPTU3bl LEHHOCTU JeN OyXrajlTepuu JUis
OpraHu3allid UX apXueHo2o Xxpanenusn. OCHOBHOE cojepkaHue padboT 1o
HKCIEPTU3E LEHHOCTU OyXralaTepCKUX JOKYMEHTOB: OTOOp el MOCTOSHHOIO U
BpeMeHHOTO (cBbitie 10 J1eT) CpoKOB XpaHEHUs JIJIs TIepeauu B apXuB; 0TOOp /e
BPEMEHHOTO Cpoka XpaHeHus (MeHbiie 10 JeT), MOUIeKaluX XPaHCHUIO B
CTPYKTYPHBIX TMOJpPA3ACICHUsIX (B TOM YHUCJIE B OyXTaJTepuu); BBIACICHUE eI
(IOKYMEHTOB) € HCTEKIIMMH CPOKaMHU XPAaHEHHS K YHUYTOXKEHHUIO; IPOBEpKa
MOJHOTHl M KayeCcTBa HOMEHKJIATYpPbl AEN, MPABWIBHOCTH ONPEACICHUS CPOKOB
XpaHEeHHUS.

[Topsimok cocTaBiieHUs OMUCH JeN Nepeayr OyXraaTepcKuX JOKYMEHTOB Ha
apxuBHoe XxpaHeHue. CocTaBlieHHE aKTa O BBIACICHUH K YHHUYTOXECHHUIO
JIOKYMEHTOB, HE Moajiexanmx xpaHeHuto. llopsgox odopmieHus npen ais
nepesayn B apXuB.

10



Tema 6. O0ecnneyeHne COXPAHHOCTH KOH(PHUICHIUAIBHOI HHGOpMaLUM,
Haxo/sIelicsl B cOCTaBe JOKYMEHTOB OyXrajarepuu

[Topsamox ompeneneHus MepedHs CBEACHUM U JOKYMEHTOB OTPaHHYECHHOTO
JocTyna, 00pa3yloNMXcs B MPOLECCE AEATEIBHOCTH OyXralaTepcKoil CIyKOBI.
[Topsimox paboThl CO CBEACHUAMH OTPAaHMYEHHOTO JOCTyNa B OyXTainTepuu.
[Topsimok momycka COTPYAHHUKOB K CBEJIEHHUSIM OrpaHeHHoro noctyma. [lopsimok
o0ecrieyeHns COXPAaHHOCTH U HCIIOJIb30BaHMsI CBEJICHUN OTPaHUYCHHOTO JOCTYIIa
B OyXTaJITepuH.

Tema 7. Oco0eHHOCTH MOATOTOBKH NMEPBUYHBIX YYETHBIX IOKYMEHTOB

Krnaccudukanys nepBUYHBIX yUYETHX JOKYMEHTOB:

- 8 3a8uUcCUMOCMU OM HA3HAYeHUs (pacnopsaoumenvhble, ONpasoamenbHble,
Oyxeanmepcko2o oghopmaenus, KOMOUHUPOBAHHbIE),

- N0 CcOOepIHCaHuI0 (MamepuaivbHovle, OeHedCHble, paciemHbie);

- N0 CNOCOObBL ompadxcenus: onepayuil (pazosvie U HaKONUMenIbHbvle),

- 8 3A8UCUMOCTIU OM MeCma COCMABLeHUs (6HYMpeHHUe U GHeulHUe),

- no nopsadky oghopmaenus (pyuHvie U C HNPUMEHEHUeM Cpeocmes
BLIYUCTUMETILHOU MEXHUKU).

OcoOEHHOCTH TIEPHOJIOB BpPEMEHHM, OTBOJAMMBIX HA UX TOJATOTOBKY
MEPBUYHBIX YUYETHBIX JOKYMEHTOB; pa3rpaHUYCHUE MOJHOMOYMM JOJKHOCTHBIX
JIUIT TIO BOIIPOCAM MX MOATOTOBKHU.

[Ipumenenve  yHU(PUUUPOBAHHBIX  (GOPM  TMEPBUYHBIX  JOKYMEHTOB
B Oyxrajitepuu. OO0s3aTenpHbIC PEKBUBUTHI
MEePBUYHBIX JJOKYMEHTOB.

Tema 8. Oco0eHHOCTH MOATOTOBKHU J0KYMEHTOB II0 Y4eTy TPYyAa U €ro
OIIATHI

@DopMbI, BUIBI 1 OCOOEHHOCTH O(DOPMIIEHHS OYXTaITEPCKUX JOKYMEHTOB IO
ydeTy TpyJa U €ro OoIuiate: akT O MpUeMKe paboT, BHIMOIHEHHBIX MO TPYAOBOMY
JIOTOBOpY; Tabenb ydera paboyero BpEeMEHM M pacuera 3apa0OTHOM IUIATHI;
IJIaTeXHAs] BEOMOCTD; pACUETHO-INIATEKHAsL BEOMOCTb; JIMLIEBOM CUET; 3alUCKa-
pacder O TMPEJOCTABICHHM OTHyCcKa paOOTHUKY; 3alucKa-pacuer mpH
NPEKpaLICHUH IEHCTBUS TPYAOBOTO 10I0OBOPa ¢ pAOOTHUKOM.

Tema 9. Oco0eHHOCTH MOATOTOBKH JOKYMEHTOB IO Y4eTy pe3y/bTAaTOB
UHBEHTAPU3AIUT

dopMbI, BUIBI B 0COOEHHOCTH O(DOPMIICHHS OYXTaITEPCKUX JOKYMEHTOB TI0
y4eTy pe3yJbTaTOB WHBEHTAPH3AIlMU: WHBEHTAPU3AIMOHHAS OMHCh OCHOBHBIX
CpPEICTB; WHBCHTApPU3AIMOHHAS OTIHCh HEMaTePHUATBHBIX aKTHUBOB;
WHBCHTApPHU3AIMOHHAS OTHCh TOBapHO-MaTepHaTbHBIX IIEHHOCTEH;
WHBCHTAPU3AIMOHHAS OMHUCh IICHHBIX OymMar W OJIAaHKOB JOKYMEHTOB CTPOTOM
OTYETHOCTH; AaKT WHBEHTAPU3AIMK OTIPYKEHHBIX TOBapPHO-MATEPHUATBHBIX
IIEHHOCTEH; aKT  HWHBEHTApW3AIMM  TOBAPHO-MATEPHAIBHBIX  IICHHOCTEH,
HaXOJISAIIUXCS B IYTH; aKT MHBEHTApHU3aI[MU HE3aKOHYCHHBIX PEMOHTOB OCHOBHBIX

CPEACTB; aKT WHBEHTapHW3allMM  pPacXOAOB  OYIyIIUX  MEPHUOJIOB;  aKT
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HHBCHTAPU3allU HAJIMYHBIX ACHCKHBIX CPCACTB; aKT MHBCHTAPU3aAlINH PACUCTOB C
MMOKYHaTcJIsIMU, IOCTaBIIUKAMH, ITIPOINMHA I[C6I/ITOpaMI/I " KPCIAUTOpaAMMU.

Tema 10. Oco0eHHOCTHM MOATOTOBKH [JAOKYMEHTOB OyXraJTepcKoi
OTYETHOCTH

[lpukaz Mundpuna PD ot 2 wmroms 2010 r. Ne 66 «O dopmax
OyXranaTepCKON OTYETHOCTH OpPraHU3aAINl».

®opmbl, BUIBI U OCOOEHHOCTH MOATOTOBKH JOKYMEHTOB OyXrajaTepCcKOn
OTYETHOCTH: OyXTanTepcKuil Oayianc; OT4eT O (PMHAHCOBBIX pe3yJbTaTax; OTYET O
JBUKEHUU JCHEKHBIX CPEJICTB; OTYET O IIEJIEBOM MCTIOJIb30BAHUU CPE/ICTB.

Tema 11. Oco0eHHOCTH JOKYMEHTHPOBAHUSI PEeBU3HIl M INPOBEPOK
AeATeJIbHOCTH OyXTrajaTepun

Ilens mpoBeneHUss PEBU3UI U TPOBEPOK JEATEIBHOCTH OYyXTalTEpUU.
[TonsiTue «mporpaMma peBU3UW» U €€ MpuMepHas cTpykrypa. OdopmiieHue
pEe3yJbTaTOB PEBU3UU C TMOMOIIbIO akTa. OcoOeHHOCTH O(OpMIIEHUS aKTa U
COCTaB HEOOXOJUMBIX PEKBU3UTOB AJIA €r0 0(hOPMIICHHUS.

3. YYEBHO-METOAWYECKOE OBECNEYEHME J1JISA
CAMOCTOSITEJIBHOM PABOTBHI OBYYAIOLIUXCS MO
JTUCHUTIIJIMHE

3.1. [li1aHbl NPAKTUYECKUX 3AHATHI

IpakTnuyeckas padora Ne 1
1o teme « MHCTPYKIUA MO 1eJTONPOU3BOACTBY B OyXrajarepumn»

Heap 3ansitusi - ¢GopMUpOBaHME HaBBIKA PAOOTHI C HMHCTPYKIMEH TIO
JIETIOTPOU3BOJICTBY B OyXTaJITEPCKOM CITykOe€.

3ananue:

B mpencraBneHHON menaroroM WHCTPYKIMU TO JAEIONPOU3BOJCTBY B
Oyxrajatepckoil ciy:k0e CTyJeHTaM HeoOXOJMMO TMPOBECTH €€ aHau3 110
CIIEYIOIIUM KPUTEPHUSIM:

- HaIMYue HEOOXOIWMBIX pa3leloB s KadyeCTBEHHOTO O(OopMIICHUS
JIOKYMEHTOB B MHCTPYKIIHH;

- HaJM4Yue COOTBETCTBUA HWHCTPYKUUU TpeOOBaHUSM HOPMATHUBHBIX
nokymeHToB 1 'OCT P 6.30-2003. YaudunupoBaHHbIe CUCTEMbI TOKYMEHTAIIUU.
YHudunupoBanHas cucrema OpraHU3aI[MOHHO-PACTIOPATUTEIBHOM
nokymeHTaruu. TpeboBaHus kK 0(hOPMIICHUIO TOKYMEHTOB;

- HaJIMYME€ B WHCTPYKIMU aJITOPUTMA JIOKYMEHTHPOBAHUS OCHOBHBIX
OyXTaJlTepCKUX OIepaluid;

- HaJu4ve B MHCTPYKIUHU MPaBUi 0QOpMIICHHUS U 00pa3lioB OyXraaTepcKux
JIOKYMEHTOB;

- HaJIM4ue yTBEPKACHUS WHCTPYKIUN PYKOBOAUTEIIEM OpraHU3alllu.
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IIpakTuyeckas padora Ne 2
1o TeMe «OCo0EeHHOCTH MOATOTOBKH NMEPBUYHBIX YYETHBIX
AOKYMEHTOB»

ean 3ansiTus — GOpMUPOBAHNE HABBIKA PAOOTHI C IEPBUYHBIMU YUETHBIMU
JTOKyMEHTaMH, (QOPMUPYIOINTUMHUCS B OyXTaJaTepHUH.

3ananmue:

B npencraBieHHBIX TIearoroM BUax MEPBUYHBIX YUETHBIX OyXraaTEepPCKHUX
JOKYMEHTOB ~ CTYJICHTaM HeoOXoAuMO HaWTH omubku B  0ohOpMIICHUU
(IpaBUILHOCTh O(POPMIICHHS PEKBHU3HTOB, OTCYTCTBHE HEKOTOPBIX PEKBHU3HUTOB,
HaJU4yue JUITHUX PEKBU3UTOB, OTCYTCTBUE 00s3aTEIbHBIX CBEACHUMN U T.1.).

IIpakTnyeckas padora Ne 3
1o TeMe «Oco0eHHOCTH MOATrOTOBKH JJOKYMEHTOB 10 Y4eTy TPy/Aa U ero
OILJIATHI »

Hean 3ansaTuss — hGopMUpoBaHUE HaBbIKa PaOOTHI ¢ JOKYMEHTAMH I10 YUETY
TPy/da U €T0 OIUIaThl B OyXTaJITEPUH.

3amanmue:

B npeacraBieHHBIX MEIaroroM BUJIaX JOKYMEHTOB MO Y4Y€Ty TpyAa M €ro
OIUIaThl CTYJEHTaM HEOOXOJMMO HAWTH OMHMOKH B odopmiieHuH (MpaBUILHOCTH
o(OpMIICHUSI PEKBU3UTOB, OTCYTCTBHE HEKOTOPHIX PEKBU3UTOB, HAIMUNE JTUITHUX
PEKBU3UTOB, OTCYTCTBUE 00513aTEJILHBIX CBEJICHUM U T.J.).

IIpakTnyeckas padora Ne 4
1o TeMe «Oco0eHHOCTH MOAT0OTOBKH IOKYMEHTOB 110 YYeTy pe3yJibTaToB
WHBEHTAPU3ALUN

Hean 3ausiTUst — popMUpoBaHUE HaBBIKa PAOOTHI C JOKYMEHTAMH TI0 yUETy
pe3yIbTaTOB MHBEHTApU3AIUH.

3aganmue:

B mpencTaBieHHBIX mMenaroroM BUAaxX JOKYMEHTOB IO Y4Y€Ty Pe3yjbTaToOB
WHBEHTAPU3AIMKM CTYJIEHTaM HEOOXOJUMO HaWTH OmuOKU B OQPOPMIICHUU
(MpaBWIBHOCTH O(OPMIICHHSI PEKBU3UTOB, OTCYTCTBHE HEKOTOPBIX PEKBU3UTOB,
HAJIMYKE JTUITHUX PEKBU3UTOB, OTCYTCTBUE 00s13aTEIBHBIX CBEJICHUHN U T.1I.).

IIpakTnueckas padora Ne 5
1o TeMe «OCO0eHHOCTH MOATOTOBKH IOKYMEHTOB OYyXIaJITePCKOM
OTYETHOCTH»

Heas 3anusiTuss — QopMUpoBaHUE HaBbIKa PAOOTHI C JOKYMEHTaMHU

OyXTrajaTepCKON OTYETHOCTH.
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3ananue:

B nmpencraBiacHHBIX MEeZaroroM  BUIAX JOKYMEHTOB OyXTalITepCKOM
OTYCTHOCTH CTyJCHTAaM HEOOXOJAMMO HaWTH OmuOKH B  OGOPMICHUU
(IpaBUILHOCTh O(POPMIICHHS PEKBU3HTOB, OTCYTCTBHE HEKOTOPBIX PEKBHU3HUTOB,
HaJIMYHE JTUIITHUX PEKBU3UTOB, OTCYTCTBUE 00s13aTEIBHBIX CBEJICHUHN U T.1I.).

3.2. Bonpochl 1J11 CAMOKOHTPOJISA

1. 3akoHOmaTENBHBIE M1 HOPMATUBHBIE aKThl PP pernameHTupyroume padoty
¢ OyXTralnTepCKUMHU JOKyMEHTaMu ?

2. HazoBuTe OCHOBHBIE ATalbl JOKYMEHTOO0OPOTa B OyXTanTepcKkoil ciryxoe?

3. Lenp Oyxrantepckoro ydera, ero 00beKThl U 3a1a4u?

4. Yto Takoe LEHTPaJIM30BAaHHBIM CIOCOO OpraHU3alMM JIETONMPOU3BOJICTBA
Oyxranrepuu?

5. UTto Takoe MEeUeHTPaTU30BaHHbIA CIIOCOO OpraHU3aIuy J1eJI0OMPOU3BOJICTBA
Oyxranrepuu?

4. Yro Takoe CMENIIaHHBIA CIoco0 oOpraHu3aluu JeJI0NpPOU3BOACTBA
Oyxranrepuu?

6. 3a1a4n MHCTPYKIUU N0 OyXraaTepCKOMY JEIOMPOU3BOACTBY?

7. OCOOEHHOCTH COCTaBJEHHS HWHCTPYKUMH MO JOKYMEHTHUPOBAHHIO
OTJEJIbHBIX BUJIOB JI€ATEIBHOCTH OyXranTepun?

8. Ompenenure cocTaB OyXTrajlTepCKON TOKYMEHTAIUN?

9. ®yHKIMOHANIBbHOE HA3HAYEHNE HOMEHKJIATYphI J1eN OyxXrantepun?

10. dyHKIMOHABHOE Ha3HAYEHHUE Tabesst POPM TOKYyMEHTOB OyXraiaTepuu?

11. ®yHkuMoHaNbHOE  Ha3HaueHHE ajgbboMa  (HOopM  JOKYMEHTOB
Oyxranrepun?

12. Dramnel pa3paboTku Tadensd u ansooMa popM JOKYMEHTOB OyXrantepuun?

13. OObekThl M OCHOBHBIE€ HANpABIEHUS KOHTPOJIA HCIOJHEHUS
OyXTaJTepCKUX TOKYMEHTOB?

14. Kak mnpoBOAMTCS TMpPOBEpKa TMOJHOTHI UCIOJHEHUS OYyXTraaTepCKUxX
JOKYMEHTOB?

15. HazoBute o6miue npaBuiia GOpMUPOBAHUS OyXTaaTEPCKUX TOKYMEHTOB B
nena?

16. HazoButre ocobeHHoct  (HOPMUPOBAHHS  OTIAEIBHBIX  BUJOB
OyXraiaTepckux JJIOKyMEHTOB B jeina’?

17. ConepxaHue MEpPONPHUATHI MO OPraHU3aLUU TEKYIIEr0 XpaHEHUs MAell
(IOKyMEHTOB) OyXTanTepuu?

18. ConepxaHre MEpONPHUITHI MO OPraHU3AlMK APXUBHOI'O XPaHEHUS Ml
(TOKyMEHTOB) OyXxTanTepuu?

19. OcobenHoctu oOecreueHUss COXPAHHOCTU CBEJICHUUA OTPaHUYEHHOTO
JIOCTYyIa, UMEIOIIUXCS B OyXrantepuun?

20. HazoBute TpeOOBaHUS K COACPKAHUIO OyXTaaTEPCKUX TOKYMEHTOB?

21. HazoBute TpeboBaHUs K 0QOPMIICHUIO TOKYMEHTOB OyXTajlTepuu?

22. Ha3zoBuTe rpymniibl NEPBUYHBIX YUETHBIX OYXTaJITEPCKUX JOKYMEHTOB?

23. HazoBure rpynnsl JOKYMEHTOB IO YUYETY PE3yJIbTaTOB MHBEHTAPU3ALIU ?

24. HazoBuTe IrpyIIibl JOKYMEHTOB OyXTraJITepCKONM OTYETHOCTH?
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25. IlpaBuia JOKYMEHTUPOBAHMS MPOBEPOK U PEBU3UM AEATENBHOCTU
Oyxranrepuu?

4. METOAMYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUIIVINHBI

CamocTosiTenbHass paboTa SABISETCS BaXXHBIM — DJIEMEHTOM  M3Yy4E€HUS
JUCLHUIUIMHBL. Y CBOCHHE MaTepHuala IUCHUIUIMHBI HA JIEKIUAX, MPAKTUYECKUX
3aHATUAX U B PE3YyJIbTATE CAMOCTOSITEIbHOW MOJTOTOBKH M M3YUYEHHS OTAEIBbHBIX
BOIIPOCOB JAUCUUIUIMHBI, TMO3BOJAT MOJAOWTH K HPOMEXKYTOYHOM aTTECTalUH
MOATOTOBJICHHBIM. 3HAHHWs, HAKAIIMBAEMbIE TIOCTENEHHO W B Pa3JIMYHBIX
paKypcax, ¢ UCIOJIb30BaHUEM MPOTUBOIOIOKHBIX MHEHUN W B3IJISOB HA Ty WU
UHYI0 Tpo0JieMy SIBISIIOTCS TJIYOOKMMHU U KAa4eCTBEHHBIMH, U IO3BOJISIOT
(dbopMHPOBAaTh COOTBETCTBYIOIINE MPOPECCHOHATBHBIE KOMIETCHIIMH KaK HTOT
o0pa3oBaTenpHOTO IpoLecca.

Jlns cucteMatu3alii 3HAHUW MO JUCHUIUIMHE MEPBOHAYAIbHOEC BHUMAaHUE
cienyeT oOpaTUTh Ha pabouylo MporpaMmy Kypca, KOTOpas BKIIOYaeT B cels
OCHOBHBIE MPOOJEMBbI JUCHMUIUIMHBI (TEMATUKYy 3aHATHiI), B paMKax KOTOPBIX U
(bopMHpYIOTCS BOIIPOCHI 1711 KOHTPOJISA U arrectanuu. [loatomy cTyneHT, 3apaHee
O3HAKOMUBIIIUCH C TPOrPaMMON Kypca, MOXET JIy4Ille COPHUEHTHUPOBATHCS B
MOCJIEA0BATEILHOCTH OCBOEHUS Kypca C MO3UIUMKA OpraHu3alud CaMOCTOSTEIbHON
paboTHI.

[Ipu opranu3zannu npouecca OCBOCHUS JUCHUILIAHBI CIEAYET YUYUTHIBATD:

1. IInanuposanue 8pemenu, 0Omee0eHHO20 HA 0CBOEHUE OUCYUNTUHDBL.

[Ipy nnaHupoBaHMKM BPEMEHM HA OCBOCHHUE JUCUHUIUIMHBI CIEIYET
PYKOBOACTBOBATBCS: CTPYKTYpOM IUCUHUILIMHBI, B KOTOPOM yKa3aHbl KOJIMYECTBO
aKaJeMUYECKHX YacOB B pa3pe3e KaxJOoW TeMbl, BUJA 3aHATHI (JIEKIIMOHHOE WJIN
MPAKTUYECKOE) M Yachl Ha CAMOCTOSITENbHYIO PadboTy; GopmMol MPOMEKYTOUHOU
aTTecTaluu (3K3ameH).

2. IlocnedosamenvHocmuv Oeticmeuti Npu 0C80eHUU OUCYUNTUHDL.

N3yueHne KaxaoW TeMbl AUCHUIUIMHBI 11€JIeCOO0pa3HO HAYMHATH CO
3HAKOMCTBA C COJIE€pKaHUEM JUCUMILIMHBI B pa3pe3e TEM; 3aTeM CIEIyeT 3Tal
1n0100pa UCTOYHUKOB U3 YKCIIA PEKOMEHIYEMBIX U MOJ0OPAHHBIX CAMOCTOSITEIBHO
(HayuyHble CcTaThu; WHQpOpPMANUS TPABOBBIX 0a3 JaHHBIX; HHPOpPMALUS C
opUIMANTBHBIX  CAMTOB TOCYJapCTBEHHBIX OpPraHOB, OPraHOB  MECTHOTO
caMOyIpaBlieHuss u Jp.). VI3ydeHwe MCTOYHUKOBEMUECKOW 0a3bl MOXKET
CONPOBOK/IAThCSI KOHCIIEKTUPOBAHUEM.

[lenecooOpa3Ho BeCcTH MepedyeHb MPOOJIEMHBIX BOIPOCOB KaK MO CYIIECTBY
TeMbl, TAK U B CJIy4dae 3aTPYAHEHUU C YSICHEHHEM CMbICIA H3JIOKEHHOTO B
MCTOYHUKAX Marepuana (yKa3aHHbIE BOMPOCHl MOTYT OBITh  pa3pelieHb
CaMOCTOATENbHO, BO BpPEMsSl CECCHOHHBIX 3aHSITHM WM Ha KOHCYJIbTAlMU C
npenojaBaresieM).

Jns MOATOTOBKM K NPAKTHUUYECKHUM 3aHSATUSIM PEKOMEHIYEeTCs MOAPOOHO
VM3YyUYUTh KOHCIIEKT JIEKIIMA W HOPMATHUBHBIE MaTepualibl, TpPYIOBOH KOJIEKC
Poccuiickoii ®enepand M Jp. HUCTOYHUKH, (opMHUpYyIolMe 0a30Bble 3HAHUSA

HEOOXOAMMBIE IS BBIMOJIHEHUS MPAKTUUECKUX PadOT, MPETYCMOTPEHHBIX KYPCOM.
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Takke  pEKOMEHIyEeTCS  O3HAKOMUTBCS  MOPAIKOM IIPOBECHUS
NPAKTUUECKUX 3aHATUH, KOTOPHIA BKIIOYACT CICAYIOIIME 3Tambl: OOBSICHEHHE
3aJlaHAs W HAaBBIKOB (KOMIIETEHIIMI), KOTOpBIE 3aKpEIUISIOTCS B XOAE €ro
BBITIOJTHEHMSI; 3HAKOMCTBO C KOHKPETHBIMH HWCTOYHUKAMU HHpOpMarmu s
BBINIOJIHEHHS 3aJaHusi; OOCYX JEHHE M YTOUYHEHHE BOIPOCOB B XOJE aHaau3a
UCTOYHUKOB HWH(POpPMAIIMU; COBMECTHBIM MPOCMOTP MEPBUYHBIX PE3yIbTATOB,
OLIEHKA UX COOTBETCTBHUSI 110 (JOPMANIBHBIM U COAECPKATEIbHBIM TPEOOBAHUSIM.

3. HUcnonvsoeanue yuedOHO-Memoouueckux mamepuanos u paooma ¢
aumepamypou.

Cnenyer IpPUMEHATH  CHEAYIOIIYXO  ITOCJIEIOBAaTEIbHOCTh  M3YyYECHMS
HWCTOYHUKOB IsI (OPMUPOBAHUS 3HAHMK 10 TeMaMm auciuIuiuHbel: TK PO,
HOPMATHBHBIE  IIPABOBBIE  aKThl 110  JWCLHMIUIMHE; KOMMEHTapuM K
3aKOHOJATEIbHBIM AKTaM; HAy4YHYIO0 M Y4YEOHYIO JUTEpaTypy, a TaKXKe Ipyrue
UCTOYHUKH.

4. Ilo02o0mo6Ky Kk meKkyujemy KOHmMpoo yCnesaemocmu.

OcCHOBHOM 3amayeil TEKYyLIEro KOHTPOJIS YCHEBAEMOCTH OOyYarouuxcs
SBJIETCS MOBBIIICHHE Ka4eCTBA 3HAHUI, MPUOOPETEHUE U PA3BUTHE UMH HAaBBIKOB
CaMOCTOATENbHON paboThl. Tekymuid KOHTPOJb 3HAaHUW OOyYarouMxcs [0
JUCLHHAIUIMHE MOYKET HMMETh CIEAYIOIIME BHUJIBI: YCTHBIM ONpPOC Ha JIEKIUSAX,
IIPaKTUYECKUX 3aAHATHUSIX; MPOBEPKA BBIITOJIHEHHS TUCBMEHHBIX CaMOCTOSITENBHBIX
padoT U TOMAIlIHUX 3a/1aHui; TECTUPOBAHUE.

Jlisa 3¢deKTUBHON TOArOTOBKM K TEKYLIEMY KOHTPOJIO MO AMCLUILIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOMOJIHHUTEIBHYIO
JUTEpaTypy, KOHCIEKTHl JEKIUl, pa3padOTKU CTYACHTOB, BBIIOJHEHHbIE B
pe3yJIbTaTe MOATOTOBKU U BBIIIOJHEHUS IPAKTUUECKUX 3aJaHUM.

5. ®OHJ1 OHEHOYHBIX CPEACTB IS IPOBETEHWSI
HNPOMEXYTOYHOU ATTECTAIIUA ITO JTUCHUIIJINHE

5.1. Ilepevyenb koMIeTeHUMH U dTanbl UX GoOpMUPOBAHUS
Cormacho ®I'OC BO 1o HanpaBineHuto mnoarotoBkn  46.03.02
JIOKyMEHTOBE/ICHHE W AapXHMBOBEICHHWE B paMKaX W3YUYCHHS IJUCHHUILTUHBI Y
00yYaroNIMXCs TOJDKHBI ObITh CHOPMUPOBAHBI CICAYIONINE KOMIETEHITUH:

Kon DopMyIHpOBKa KOMIIETEHIIMN
YK YHHBepcaJbHble KOMIETeHIIHH
VK- 2 CIOCO0EH OMpeneNsaTh KPyr 3ajad B paMKax MOCTaBIECHHOW eI W BbIOMpaTh ONTHMAalbHBIE
CHOCOOBI MX PpeIIeHMs, MCXOAS W3 NEHCTBYIOIIUX MPABOBBIX HOPM, HMEIOIIMXCS PECYPCOB H
OTpaHUYEHU
K npogecCHOHAJIbHbIC KOMIIETCHIIUH
K- 4 BJaJieeT HaBbIKAMHU OpraHW3alMK  JOKYMEHTHUPOBAHUS YNPABICHUECKOH JEATEIbHOCTH B
OpraHu3aIyu

Jtanbl (POPMUPOBAHNSI KOMIIETEHIIUN:
Hauanoueni — Ha »3TOoM »dTane ¢GoOpMHUPYIOTCS 0a30Bble 3HAHUS U
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHIIMH, OCBAWBAIOTCS OCHOBHBIE KaTErOpHH,
dbopmupyrorcs 6a3oBbie yMeHUsA. CTYIEHT BOCIIPOU3BOJIUT TEPMUHBI; TTOJIOKECHUS

3aKOHOJAJIBHBIX W HOPMATHBHBIX aKTOB, PCTIIAMCHTHUPYIOIIUX OpPTraHU3alnuto
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paboThl ¢ JOKyMEHTaMH B Oyxrantepuu. Eciii cTyieHT OTBeYaeT 3TUM TpeOOBaHuUs
MO>KHO TOBOPUTH 00 OCBOCHHH UM MTOPOTOBOTO YPOBHSI KOMITETECHIIHH;

OcHo6Holi — 3HaHWSA, YMEHHsI, HaBBIKH, oOecreunBaromue (HopMUPOBAHHE
KOMIIETCHIIMH, 3HAYUTEIBHO BO3PACTalOT, HO €IIe HE JOCTUTal0T HTOTOBBIX
3HayeHud. Ha 3ToM 3Tame cTyneHT crnocoOeH caMOCTOATENbHO pelaTh yueOHbIe
3aJja4M, BHOCSI KOPPEKTUBBI B allTOPUTM JACHCTBHI, IEPEHOCUTh 3HAHUSA U YMEHUS
Ha HOBble TPOQecCHOHANBHBIE 3aJaud, CGHOPMYIHPOBAHHBIE I1E€JAarOTOM.
VYcnenrHoe npoxXoKISHUE ITOT0 3Tamna Mo3BOJIAET JOCTHYh CTAHJAPTHOTO YPOBHS
c(OPMHPOBAHHOCTH KOMIIETEHIIMIA;

3asepwiarlowuti — Ha TOM 3Talle CTYIEHT JOCTUTAeT UTOIOBBIX MOKa3aTesen
10 3asBJICEHHOW KOMIETEHLMH, TO €CTh OCBAaMBaeT BeChb HEOOXOIUMBINH 00BEM
3HAHWH, OBJaJeBaeT BCEMU YMEHHUSMU U HaBbIKaMU B cdepe 3asBICHHON
komneTeHMu. OH CIOCOOEH HCIONB30BaTh ATH 3HAHMS, YMEHHS, HAaBBIKU TPHU
pellieHnr 3a/ad TIOBBIIICHHON CIOKHOCTH W B HECTAHAAPTHBIX ycioBusix. [lo
pe3ylnbTaTaM JTOr0 JTama CTYACHT JEMOHCTPUPYET JTaJOHHBIA YpPOBEHb
cOPMUPOBAHHOCTH KOMIIETEHIIMH, T.€. CAMOCTOSTEIIFHO OPHEHTHPYETCS B BHIAX
OyXranTepcKux JOKYMEHTaX M OIIEHUBAET MPaBIILHOCTh UX O(DOPMIICHUS.

5.2. Iloka3are/id 1 KPpUTEPHUH OLICHUBAHUSA KOMIIETECH U

Jlyist olleHMBaHUSL PE3yibTAaTOB OOYYEHHS B BHJE€ 3HAHUU MCIOJIB3YIOTCS
CIEAYIOIIME MPOLEAYpPbl H TEXHOJIOTMU: TECTHPOBAHUE; WHIWBHIYaJbHOE
co0ecer0BaHUE, TUCHbMEHHBIE OTBETHI HA BOTIPOCHI (B BUJIC MEKYU{e20 KOHMPOJiA).

IIpoMe:KyTOUHBIH KOHTPOJIb PEATH3YETCs] B XOJI€ Cllayd 00Yy4YaroIUMUCS
sK3ameHa Ha 3 kypce, 5 cemectp (ODO), Ha 3 kypce (3DO).

DK3aMeHbl TPOBOJATCA MO0 B (GopMe TECTUPOBAHUS IO BCEMY
npoiiIecHHOMY MaTepuaity, Jinbo no OuieraM. OleHKa 3HaHUI MPOU3BOAUTCS O
4-x OanmnbHOM mIKajne. B ciyyae HEyJOBIETBOPUTEIBHOM OLICHKU CTYJIEHT UMEET
MPaBo MepecaaTh SK3aMEeH B YCTAHOBJIEHHOM JIOKAJIbHBIMU HOPMAaTHUBHBIMU aKTaMU
By3a MOPSJIKE.

O01mue KpuTEepUN OLIEHKH O0TBETOB CTY/ICHTOB

Ouenka
«OTJIMYHO»

Onenka
«XOPOIIO0»

Onenka
«YAOBJIETBOPUTEIHHO»

Onenka
«HEeYJAO0BJIETBOPH
TeJbHO»

OIICHUBACTCS OTBET, ECIIU
CTYICHT IMEET CHCTEMHBIC
TIOJTHBIC 3HAHUS M YMEHUS 110
MOCTaBJICHHOMY BOTIPOCY.
Copepxanue Bompoca
U3J1araeT CBA3HO, B KPaTKOU
(dhopme, packpbIBaeT
MOCJIE/IOBATENILHO CYTh
H3y4YEHHOT0 MaTepuaia,
JIEMOHCTPHUPYS IPOYHOCTE U
MIPUKIIATHYIO
HATPaBJICHHOCTh
MOJYYCHHBIX 3HAHUH H
YMCHUH, HE TOITyCKaeT
TEPMUHOJIOTHYECKUX OITHOOK
1 paKTHIECKIX HETOUHOCTEH

OLICHMBAETCS OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYMTEIbHBIE
AJIEMEHTHI COJICPIKAHUS
WA IPUCYTCTBYIOT BCE
HEOOXOAMMBIE DIIEMEHTHI
COJICpKaHuUs, HO
JIOTYIICHBI HEKOTOPBIS
OIIMOKH, HHOTIA
HapyIIasach
[I0CJIE0BATENLHOCTD
H3JI0KEHHS.

OIIEHMBAETCS HEMOJIHBIN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEJILHBIE DJIEMEHTHI
coAepKaHus UIIU
MPUCYTCTBYIOT BCE
BBIIICU3JIOKCHHBIC
3HAaHUA, HO }IOHyHICHBI
CYIIIECTBEHHBIE OINOKH,
HEJIOTUYHO, IIPOCTPAHHO
H3JI05)KEHO OCHOBHOE
cojiep KaHue BOIpoca.

OLICHWBAETCS OTBET, NIPH
KOTOPOM CTYJICHTBI
JIEMOHCTPHUPYIOT
OTpPBHIBOYHBIE,
OecCHUCTEMHBIC 3HAHUS,
HEYMEHHE BBIJICIIUTD
TJIaBHOE, CYIIECTBEHHOE
B OTBETE, JOIYCKAIOT
rpyObIe OmMOKH
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Orlpez[enemle YPOBHA OCBOCHUSHA KOMIIeTeHIMii B COOTBETCTBHUH C OIleHKOI1 0TBeTa CTyA€HTa

Onenka
«yJ10BJIETBOPUTEIbHO

OneHKa «OTJIUYHO»
CBUJIETENILCTBYET O HAIMUUH

OueHka «Xopouo»
CBUJIETENBCTBYET O

c(hOpMHUPOBAHHBIX HaJIN4UU CBUJIETEIILCTBYET O
KOMIIETEHIIMH BBICOKOT 0 c(hOpMHUPOBAHHBIX HaJTIYUH
(3TaJIOHHOI0) YPOBHS IS KOMIETEHIMH c(hOpPMHUPOBAHHBIX

petreHust mpoeCCHOHATBHBIX
3a1a4y

CTaHJAPTHOTO YPOBHS
JUISL peILeHUs
po¢eCCHOHATBHBIX 3a1ad

KOMITETEHIIHH TIOPOTOBOT0
YPOBHSA ISl pEIICHUS
po¢eCCHOHATBHBIX 3a1ad

Onenka

«HEYAOBJIETBOPUTEJIbH
0>» CBUACTCIILCTBYET 00

OTCYTCTBUH

copMupOBaHHBIX
KOMIeTeHUMil 1715

pelieHus

po¢eCCHOHATHHBIX

3a7a4

5.3. MaTepuaJibl Uil OlIEHKH M KOHTPOJIsl Pe3yJibTATOB 00yUYeHHUsl

3aiaHus K IK3aMeHy dopmMupyemblie
KOMIIeTeHIIHH

1.Opranu3anoHHO-TIPABOBBIE OCHOBBI OYXTaITEPCKOTO JACIONPOU3BOICTRA. YK -2, [IK- 4
2. 3agaun u crpykrypa Ilonmoxkenus o rpynme OyXrajaTepckoro VYK -2, IIK- 4
JIJIONPOU3BO/JICTBA.
3. 3amaun paboThl M MEPONPUSITHUS, PEATU3yeMbIe TPYIIION OyXranTepckoro YK -2,1IK-4
JIJIONPOU3BOJICTBA.
4. 3agauu ¥ 0COOCHHOCTH MOATOTOBKH MHCTPYKIIMH I10 ASTOMPOU3BOICTRY B VK -2, IIK- 4
OyxrajaTepuu.
5. O0muit nops0K pa3pabOTKU HOMEHKJIATYPBI JIeNl OyXTaJITEepUH. YK -2, I1K- 4
6. [Ipsinok BHeceHUs] N3MEHEHUI B HOMEHKJIIATYPY JeJ OyXTalTepuHu. YK -2,1IK-4
7. O6mue npaBmia opopmIiIeHUsT OYXTaITEPCKHUX JTIOKYMEHTOB B JIeJA. YK -2,1TIK-4
8. OcobeHHOCTH (POPMUPOBAHUS B Jieja OTAETbHBIX BUJOB OyXTralTepcKUX YK -2,1IK-4
JIOKYMEHTOB
9. Opranuzanusi TEKyLIEro XpaHeHUs el (JOKYMEHTOB) OyXraiTepckoi YK -2,1IK-4
CITYKOBI
10. Opranuzanusi apXMBHOTO XpaHEHHUS el (JOKYMEHTOB) OyXraiaTepcKoit YK -2,1IK-4
CITYKOBI
11. Tlopsmok opopmiieHus e (JIOKYMEHTOB) OyXTraaTepCcKoi ciy>KOblI st YK -2, TIK- 4
nepeaui Ha apXUBHOE XpPaHEHUE
12. OcoOEHHOCTH TEKYIIEr0 XPaHEHHSI DJIEKTPOHHBIX JeJI OyXTaJITepUH. YK -2,TIK- 4
13. OOecneueHne COXpPAaHHOCTH KOH(HIEHIMAIBHON HHpOpMaLuH, VYK -2, IIK- 4
HaXOJIAIIEHCS B COCTABE JOKYMEHTOB OYXTaJITEPUH
14. Knaccudukanus NepBUYHBIX YUETHBIX OyXTraaTepCKUX JOKYMEHTOB. YK -2,I1K- 4
15. OcobOenHoctn oQopmileHUsT NEpBUYHBIX yudeTHhIX Oyxranrepckux | YK -2, IIK-4
JIOKYMEHTOB.
16. Bupl 1 Ha3HaUYE€HUE JOKYMEHTOB I10 YUYETY TPY/Aa U €ro OIJIaThl. YK -2, I1K- 4
17. OcoOeHHOCTH MOATOTOBKM aKTa O MpHUEMKE PadOT, BBIOJHEHHBIX MO VYK -2, IIK- 4
TPYJOBOMY JIOTOBODY.
18. OcoOeHHOCTH MOATOTOBKH Ta0ess yuera pabodyero BpeMeHH . YK -2,TIK- 4
19. Oco0eHHOCTH MOATOTOBKH IIATEKHOW BEAOMOCTH. VK -2, IIK- 4
20. OcoO0eHHOCTH MOATOTOBKH JIMIIEBOTO CUETA. VK -2, TIK- 4
21. OcoOeHHOCTH MOATOTOBKH 3alUCKU-pacyeTa O MPeA0CTaBICHUH OTITyCKa YK -2, IIK- 4
pabOTHHKY.
22. OcoOeHHOCTH MOJATOTOBKM 3allMCKU-pacueTa IMpH MpeKpalleHHH YK -2, IIK- 4
JIEMCTBHS TPYAOBOTO JIOTOBOpPa C paOOTHUKOM.
23. Buzapl W HazHaueHHWE JOKYMEHTOB IO YYETy peE3yJbTaToB YK -2, IIK- 4
MHBEHTapU3aliH.
24. Oco0eHHOCTH NOJATrOTOBKM HMHBEHTAapHU3aLMOHHOM omucu ocHOBHBIX | YK -2, TIK- 4
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CPEJCTB.
25. OcobenHocTH IIOATOTOBKH WHBEHTAPU3ALUOHHOM OIIACHU VK -2, 1IK- 4
HEMaTepUaAIbHBIX aKTHBOB.

26. OcoOCHHOCTH TOATOTOBKM WHBEHTAPHU3AIIMOHHOM OIMCH TOBApHO- VK -2, IIK- 4
MaTepUAJIbHBIX IEHHOCTEM.

27. OcoOEHHOCTH TIOJATOTOBKM MHBEHTAPU3AIIMOHHOM OIMCH IIEHHBIX OyMar VK -2, I1IK- 4
1 OJJAaHKOB JIOKYMEHTOB CTPOT'OM OTYETHOCTH.

28. Buipl 1 Ha3HAYEHHE JOKYMEHTOB OYXTaJITePCKON OTUYETHOCTH. YK -2, I[IK- 4
29. OcoOEHHOCTH MOATOTOBKH OYXTaaTEpPCKOTo OajiaHca. YK -2, TIK- 4
30. OcoOeHHOCTH MOATOTOBKH OTYETa O (DMHAHCOBBIX PE3YJIbTATAX. YK -2,I1K- 4
31. OcoOeHHOCTH MOATOTOBKH OTYETA O ABMKEHUHU JCHEKHBIX CPEJICTB. VK -2,1IK- 4
32. OcoOEHHOCTH MOATOTOBKHM OTYETA O LIEJIEBOM HUCII0JIb30BAHUU CPEJICTB. YK -2,I1K- 4
33. CmocoObl M 0cOOeHHOCTH O(OPMIICHHS pE3YyJIbTATOB PEBH3UU YK -2, [IK- 4
(IpOBEPOK) EATEILHOCTH OyXTaITepPHH.

5.4. MeToanyeckue MaTepuabl 10 OLEHUBAHHUIO Pe3yJIbTATOB 00y4YeHH s

IIpomexyTouHast aTTecTalUsl PEATM3YETCS B XOJI€ cIau 00yJarOIUMUCS
3a0uHOM (opMbl OOydeHHUs »dk3ameHa. l[lenpl0 MNPOMEKYyTOUHOM arTecTanuu
SBIISIETCS KOMIUIEKCHAsE W OOBEKTHBHAsI OIEHKAa 3HAHUI CTYJIEHTOB B TMpOIlECcCe
OCBOGHHSI ~WMH  OCHOBHOM  00pa3oBaTelbHOM  TPOTPaMMBI  BBICIIETO
npo¢eCCUOHAIBHOTO 00pa30BaHUsI.

DK3aMeH MO0 JUCIHIUIUHE TpecienyeT Lejdb OLEHUTh padoTy CTyJeHTa 3a
KypC, CTENEHb YCBOEHHUS TEOPETHMUECKHUX 3HAHUH M KOMIIETEHLUUN, YPOBEHb
TBOPYECKOTO  MBIIUICHUS, HABBIKOB CaMOCTOSITEIbBHOM  paboOThl, yMEHHE
aHaAJIM3UPOBATh MOJYUYCHHbIC 3HAHUS U NMPUMEHATh UX B PEUICHUM MPAKTUYECKUX
3ajad.

DK3aMEH MOXET MPOBOJUTHCS:

- 8 ycmHou popme no IK3AMEHAYUOHHbIM  Oulemam, KOTOpbIE
yTBepxkaaTcs Kapeapoi. [Ipu HeoOXoAMMOCTH 3K3aMeHATOPy MpPEeIOoCTaBIsSETCS
MIPaBO 337aBaTh CTYJCHTaM JOTOJIHUTEIbHBIC BOMPOCHI.

- 8 nucbMeHHou @Gopme (8 6ude nucbmeHHvix mecmos). TecTbl
IpeIyCMaTpUBAIOT BOMPOCHI MO BCEMY MPOWIEHHOMY Marepuany. B TecTtoBbie
3aJaHUsl BKJIIOYAIOTCS BOMPOCHI TEOPETHUYECKOTO XapakTepa, a TaK Ke
peIyCcMaTpUBAIOTCS HEOOBIINE IPAKTHUECKUE 3aJaHusl.

Bo Bpems »9JK3amMeHa CTyIEHTBI MOTYT TIOJb30BaThCS  yUEOHBIMU
nporpaMMamMi, CIpPaBOYHUKAMM W TNPOYMMHM HCTOYHUKAMU HH(pOpMaluy,
nepeyeHb KOTOPBIX YCTaHABJIMBACTCsS MpErnojaBaTesieM M COIJIACOBBIBACTCS Ha
3aceqaHun  kageapel. lcnonp3oBaHuWe MaTepuaioB, HE MPEIyCMOTPEHHBIX
yKa3aHHBIM NIEPEYHEM, a TAKXKe MOMbITKA OOIIEHUS C IPYTUMH CTYIEHTaAMH, B TOM
Yyclie ¢ MPUMEHEHHEM »JJIEKTPOHHBIX CPEICTB CBS3HM, HECAHKIIMOHUPOBAHHBIC
NEepPEeMEIIEHHS CTYACHTOB U T.II. IBJISIIOTCS OCHOBAHUEM JIJISl YJJAJICHUS CTYyIEHTa U3
ayIUTOPUM W TIOCIEAYIOIIEr0  BHECEHHWS B BEJOMOCTbh  OTMETKH
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTECHO).

KputepussMu yCHEmIHOCTH OCBOCHHSI CTYJACHTOM JaHHOW  yd4eOHOM
JUCIHUIUIMHBL TP TPOBEACHUM TEKYIIET0O W MPOMEKYTOYHOTO KOHTPOJIS
SIBIISIFOTCS:
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1. KosnuecTBO MpaBWIbHBIX OTBETOB HAa TEKYIIEM TECTUPOBAHUU U TIO
AK3aMEHAIMOHHOMY OMIeTy (TecTy).

2. AKTUBHOCTb TOBEJICHUSI CTYJCHTAa Ha 3aHSATHUSIX, BBIMOJIHEHUE KaXIbIM
CTYJICHTOM BCE€X MPAKTUYECKUX PadOT, OCMBICIEHHOCTh M CAMOCTOSITEILHOCTh
CY>XJICHUH, MPOSBJICHHBIX B X0OJI€ YCTHOTO OMpPOCa.

3. IlpaBuiibHBIE OTBETHI HA BOIIPOCHI MO COACPMKAHUIO 0A30BBIX UCTOYHUKOB U3
CITUCKOB PEKOMEHIOBAaHHOM JINTEPATYPHI 110 JUCIUTLTIHE.

4. JleMoHcTpauus 3HaHMS TPOPECCUOHATBHBIX TEPMUHOB, TMOHSTHM,
KaTErOpyui U TEOPHUIA.

5. Hanuume COOCTBEHHOTrO BHJIEHHS paccMaTpUBaEeMONl MpPOOJIEMBI,
c(hOpMHPOBAHHOTO HAa OCHOBE M3YUYECHHS M aHAJIM3a Hay4YHBIX pa0boOT, BHITIOJHEHUS
MPaKTUYECKUX 3aJIaHUH.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHOBHAasI ¥ IONIOJIHUTEJIbHAA y4eOHas JUTEpaTypa
OcHoBHas JuTEpaTypa
1. Mucnasckas, H.A. bBbyxrantepckuiéi  yder :  y4eOHUK /
H.A. Mucnasckas, C.H. IlonenoBa. - Mocksa : JlamkoB u Ko, 2016. - 592 c. -
(Yuebuble m3panus i OakamaBpoB). - ISBN 978-5-394-01799-5 ; To xe

[ DNEKTPOHHBIM pecypc]. — Pexum padoThI:
URL: http://biblioclub.ru/index.php?page=book&i1d=229295.
2. [TonkoBckuii, A.Jl.  byxrantepckoe jgeno :  y4eOHHK  /

A.JL TIonkoBckuii ; nmox pexn. JLM. IlonkoBckoro. - MockBa : M3marenbcko-
tToproBas koprnopamus «JlamkoB u K°, 2017. - 288 c. : ui. - (YueOHbIe U3TaHUs
st OakanaBpoB). - bubmmorp.: c. 249-252. - ISBN 978-5-394-02251-7 ; To xe

[DNEeKTpOHHBII pecypc]. - Pexum paboThI:
URL: http://biblioclub.ru/index.php?page=book&i1d=495820.
3. Poroxun, M.IO. JlokyMeHTaMOHHOE OO€ecreyeHue YyMIpaBICHUS :

yueOHo-nipakTuueckoe nocooue / M.IO. Poroxun. - Mocksa ; bepnun : JIupekr-
Menua, 2014. - 384 c. - bubnuorp.: c. 258-259. - ISBN 978-5-4475-1648-2 ; To
xKe [DJIEKTPOHHBIN pecypc]. - Pexum paboThI:
URL: http://biblioclub.ru/index.php?page=book&id=253704.

JlonoJiHUTeIbHAS JIUTEPaTypa

1. bespykux, II.C. byxrantepckoe neno : ydebHoe mocobue /
I1.C. be3pykux, WN.I1. KomuccapoBa. - Mocksa : FOnutu-/ana, 2015. - 271 c. :
tabn. - ISBN 978-5-238-01208-7 ; To ke [DmekTpoHHBIH pecypc]. - Pexum
pabotel: URL: http://biblioclub.ru/index.php?page=book&id=114749.

2. byxrantepckuii u ynpaBineHdeckuid y4det / pen. M.B. BacunbeBa. -
Mockaga : Ctyaendeckas Hayka, 2012. - Y. 1. COopHUK CTyIeHUEeCKUX paboT. - 815
c. - (By3oBckas Hayka B momoIib cTyaeHTy). - ISBN 978-5-00046-172-3 ; To xe
[DNEKTPOHHBIM pecypc]. - Pexum paboThI:
URL: http://biblioclub.ru/index.php?page=book&i1d=225498.
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3. byxrantepckuii yder : yueOHoe mocobme / II.f. [lamkoBckas,
A.H. Cob6oneBckas, A.B. ®enopkeBnu u ap. ; mox pex. I1.51. ITamkoBckoit. -
Munck : PUIIO, 2015. - 380 c. - bubnuorp. B kH. - ISBN 978-985-503-548-1 ; To

xKe [D71eKTpOHHBII pecypc]. - Pexum pabOThI:
URL.: http://biblioclub.ru/index.php?page=book&id=463276.

4. ['puropseBa, M.B. byxranrtepckuii yuer : ydeOHOe mocoOue /
M.B. I'puropreBa ; MuHHCTEpPCTBO 00pa3oBaHuss W Hayku Poccuiickoi

@®enepanuun, Tomckuii I'ocynapctBeHHbIlE YHuUBepcutrer CucTeM YHpaBieHUA U
Panuoanexktponuku (TYCVYP). - Tomck : TYCVYP, 2016. - 262 c. : uin. - (YueOHas
auTeparypa Uit By3oB). ; To ke [DnexkTpoHHbI pecypc]. - Pexum paGoThI:
URL.: http://biblioclub.ru/index.php?page=book&id=480805.

S. Kmumosuy, JLII. Byxranrepckuii yder: Teopus ydeTa . ydeOHOE
noco6ue / JL.IT. Kimmmosuu, .. UBakuna ; MunucTEpCTBO 00pa30BaHUs M HAYKU
Poccuiickoit  ®enepaunun, OPI'BOY BIIO «Cubupckuili rocyaapCTBEHHbIN
TEXHOJIOTUYECKUHN yHUBEpcUTET». - KpacHosipck : Cubl' TV, 2014. - 323 c. : tabm.,
cxeM. - bubmmorp. B kH. - ISBN 978-5-8173-0591-3 ; To xe [DneKTpOHHbIN

pecypc]. Pexum paboThI:
URL: http://biblioclub. ru/mdex php?page=book&id=428866.
6. [TonkoBckuii, A.JI.  byxrairepckoe  nemo :  ydyeOHMK  /

A.JL TlonkoBckuii ; nox pexn. JLM. IlonkoBckoro. - MockBa : M3nmarenbcko-
toproBas koprnopamus «JlamkoB u K°», 2017. - 288 c. : ui. - (YueOHbIe U3IaHUs
Jutst OakanaBpoB). - bubmuorp.: c. 249-252. - ISBN 978-5-394-02251-7 ; To xe

[ DNEeKTPOHHBII pecypc]. - Pexum paboThI:
URL.: http://biblioclub.ru/index.php?page=book&id=495820.
7. Poroxxun, M.IO. Jlemonmpou3BojacTBO: Kypc JeKIud : y4deOHOoe

nocodbue / M.1O. Poroxun. - Mockga ; bepnun : lupexkr-Menua, 2014. - 229 c. :
wi. - bubnmmorp.: c. 222-223. - ISBN 978-5-4458-6528-5 ; To xe [DneKTpOHHBIN
pecypc]. Pexxum paboTHI:
URL: http://biblioclub. ru/mdex php?page=book&id=253702.

6.2. Pecypcbl MH(pOPMALIMOHHO-TEJIEKOMMYHUKAIMOHHOU ceTn «AHTEepHET»

B cooTrBercTBUM ¢  JIMIIEH3UOHHBIMM  HOpMaTHUBaMH  oOecreYeHus
OMOJIMOTeUHO-UH(DOPMALIMOHHBIMA ~ peCypcamMmu OubiMoTeKa  OpraHu3yer
WHIUBUyJIbHBI HEOIPAaHUYEHHBIN JOCTYI U3 000 TOYKH, B KOTOPOU UMEETCS
noCcTym K cetd MHTepHeT, K y4eOHbIM MaTepHaiaM DJIEKTPOHHO-OMOINOTEUHBIX
cucteM (ObC):

1. ObC «YHuBepcurerckas OuOamoTeka ommaitH». M3marensctBo: OO0
«HexcMenuay. llpunamnexHocth cTopoHHSs. wWww.biblioclub.ru. KommuectBo
kiouerd  (mome3oBateneid): 100% on-line. Xapaxktepuctuku OHOITMOTEUHOTO
dboHma, MOCTyNm K KOTOPOMY MPEIOCTABISETCS TOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.

2. OBC «M3narenbctBo Ilnmanera My3bIKu». DJIEKTPOHHO-OMOIMOTEUHAS
cucreMma OOO «M3narensctBo IIJTAHETA MY3bBIKN». IlpuHaaiexxHOCTh
cTopoHHsisi. www.e.lanbook.com. KonuuectBo kimroueit (mosibzoBareneit): 100%
on-line. Xapaktepuctuku OuOIMOTEYHOrOo (OHAA, JOCTYH K KOTOPOMY
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IIPENOCTABIISIECTCS TOTOBOPOM: JOCTYN K KOJUIEKIMIM: «My3bika u Teatp», «baier.
Tanen. Xopeorpadus».

3. B/l Onextponnas Cucrema «Kynbrypa». baza JlaHHBIX DileKTpOoHHas
Cucrema «Kynbtypay. [lpunamgiexsocts cTopoHHss. http://www.e-mcfr.ru.

4. Web MPBUC XabGapoBckuili rocynapCTBEHHBIH WHCTHUTYT HCKYCCTB U
KYJIbTYpbI (3JE€KTPOHHBIN KaTajor). MexIyHapoHasi acCOLMAlMs MOJIb30BaTeNeH
U pa3pabOTYMKOB JJEKTPOHHBIX OMOTMOTEK U HOBBIX HH(OPMAIMOHHBIX
TEXHOJIOT U (accouumanus OBHUT). IIpuHaAIEKHOCTD CTOPOHHSS.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snekrponHass OuGnuoreka. OOO Hayunas
aNeKTpoHHas Oubnuoreka. I[lpuHamIeKHOCT, CTOpOHHsA. http://elibrary.ru/
JIunensnonnoe cornamienue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnekTponHo-6ubmmoreunas cucrema ®I'bOY BO «XT'UK». ®I'BOY BO
«XTUK». [TpunagnexHOCTH cOOCTBEHHAS. JlokabpHEBIN JTOCTYIL.
http://carta.hgiik.ru. [Ipuka3 no Uucturyty Ne 213-00 ot 07.10.2013 1.

7. EnuHOe OKHO JocTyna K 00pa3oBaTEelbHBIM pecypcaM. DJIEKTPOHHas
oubnuorexka. ®I'AY 'HUUN UTT «Uudopmukay, MunrcrepcTBo 00pa3oBaHus U
HayKu P®. IIprHaIEe) KHOCTD CTOPOHHSIS. CBoOoaHBIN JTOCTYIL.
http://window.edu.ru

8. Emunas xomnexuust Ludpossix OOpazoBarenbHbix PecypcoB. ®I'AY
'HUU UTT «udopmuka». [lpunannexHoctb cropoHHsis. CBOOOTHBIN TOCTYIIL.
http://school-collection.edu.ru

9. ®epepanbHblii LEHTp HHPOPMALMOHHO-00PA30BATENBHBIX PECYPCOB.
®denepanbHbli HEHTPp HMH(POPMAIMOHHO - 00pa3oBaTeNbHBIX pecypcoB, OI'AY
'HUU UTT «udopmuka». [lpunannexHoctb ctopoHHss. CBOOOIHBIN JOCTYII.
http://fcior.edu.ru

JUIsi MOATOTOBKM HAayuyHbIX paboT oO0ydaroliuecss MOTYT MCHOJIb30BaTh
MOJIHOTEKCTOBYIO 0a3y naHHbix Web of Science. Pexxum goctyna: 31€KTpOHHBIH,
U3 BHyTpeHHel ceth uHctutyTa. Odunnansubiil cailT: webofknowledge.com

IIpogeccnonanbubie 0a3bl JaHHBIX, HH(POPMALMOHHBbIE CHPABOYHbBIE
cucremMbl M pecypcbl UHTEpHeT CBOOOHOIO 10CTYyNA

10.  https://www.eos.ru/eos_delopr/ - cBoOOAHO pacmpocTpaHseMast
uH(OpMAITMOHHAs CIIPaBOYHAsl CHUCTEMa IO BOMPOCAM OpraHU3aIuu paboThI C
JIOKYMEHTaMH, ABTOMATH3aLINH JIEJ0NPOU3BO/CTBA, JIEKTPOHHOIO
JOKYMEHTO000pOTa, apXUBHOTO JIEJA.

11. http://base.garant.ru - cnpaBouyHasi mpaBoBasi cucrema «l'apanT.

12. http://www.top-personal.ru/ - cBOOOJHO pacHpOCTpaHIEMbI HHTECPHET
pecypc, MNPEACTAaBISAIOMMUN JOCTYN K >KypHaldamM «YNPABICHHE MEPCOHAIOMY,
«Tpynooe mpaBo», «AJIMHHHCTPATUBHOE TMIpaBo», «Jlenonmpous3BoACTBOY,
«Cexkperapckoe e1o.

13. http://delo-up.ru - cBOOOAHO pacmpocTpansemas HWHPpoOpMaITMOHHAS
cupaBouHas 0a3a, MpEeACTaBIAIOMAs JOCTYNl K oOpa3naM pa3iudHbIX BHUIOB
JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAHUS PaA3JIMYHBIX YIPaBICHUYECKUX
OIepaLvu.
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14. www.docdelo.ru - cBoGomHO pacmpocTpaHsieMas WHGOPMAIIMOHHAS
crpaBoyHas 0a3a, MPEINCTABIIONMIAs JOCTYN K OOpas3laM pa3uYHbIX BHJIOB
JOKYMEHTOB W aJITOPHTMYy JIOKYMCHTHPOBAHHS PA3IUYHBIX YIPABICHYCCKHX
omnepanui.

6.3. UndopmanmoHHbIe TEXHOJOTHH, IPOTPAMMHOE O0ecriedyeHue u

uHGpOpMALIMOHHBbIE CTIPABOYHBbIE CHCTEMbI

[IporpammHuo-uH(DOpMalIMOHHOE  OOecIieueHne  ydeOHOro  mpolecca
COOTBETCTBYET TpeOOBaHUSIM benepaabHOTO roCyJ1IapCTBEHHOTO
00pa3oBaTeILHOTO CTaHIapTa.

Jlns mpoBeieHUs 3aHATHH JIEKITMOHHOTO THUIIA, 3aHATUM CEMHUHAPCKOTO THUIIA,
3aHATUN MPAKTUYECKOr0 THUIIA, TPYIIIOBBIX KOHCYJbTAIMM, TEKYIIIErO0 KOHTPOJIS U
MPOMEKYTOUHOM  aTTECTAllMM  MCIOJIB3YeTCA  CIEAyIolee  IPOrpaMMHOE
obecrieueHue:

— JIUIIEH3MOHHOE MPOIPUETAPHOE TPOTPAMMHOE 00ECIICUCHHE:!

1. Microsoft Windows

2. Microsoft Office (B cocraB makera BxomaT: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B cocTaB makera BXOJST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJTHO pacmpocTpaHsieMoe POrpaMMHOE 0OecCTIeUeHHE:

1. Habop odpucubix nporpamm Libre Office

2. ayauonpowurpsiBarenb AIMP

3. BuneonpourpsiBaresis Windows Media Classic

4. unrtepHer-0pay3ep Chrome.

JIJIsl caMOCTOSTENHPHOU MTOATOTOBKU CTYJICHTOB K 3aHATHAM TIO JUCITUTUTHHE
TpeOyercs oOpamieHue K nporpaMMHoMy obOecnedeHuto Microsoft Windows,
Microsoft Office, B ToM umuciie aJjisi MOATOTOBKH MYJBTUMEIUNUHBIX MPE3eHTAIUN
no TemMam cemMuHapoB B nporpamme PowerPoint. Jlyis co3naHus KOHEUHBIX HE
pPeIaKTHPYEMBIX BEpCHUH IOKYMEHTa PEKOMEHIyeTCsl UCcToJib3oBaTh Acrobat X Pro,
Bxoasamui B coctaB nmakera Adobe Creative Suite 6 Master Collection.

I[Ipy wW3yYeHHH JUCHUIUIMHBI OOydYarolmydecss HMMEIT BO3MOXKHOCTH
WCITIOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIpaBoUHbIX cucteM «Kynbrypay u «['apanTy,
Bcepoccuiickyro OTpPacCJIEBYIO CIIPABOYHYIO CUCTEMY «Hudopmuoy,
pedepaTuBHBIX U OMOIMOMETpUYECKUX 0a3 NaHHBIX PELIEH3UPYEMOM JIUTEPATYpPbI
Web of Science u Scopus, B COOTBETCTBHHM € 3aKIOYEHHBIMH 10T OBOPaMHU.

Ha Bcex KoMmproTEpax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOC
aHTUBUpYCHOe TmporpamMmHoe oOecneuenne Kaspesky Endpoint Security.
Heo6xonumpiM yciaoBueM UHGOPMAIMOHHON O€30MaCHOCTU WHCTUTYTA SIBJISIETCS
oOs13aTeNbHAs TIPOBEpKa Ha HAJWYME BHUPYCOB BHENTHUX HOCHTENCH Iepes uX

ucrnojbs3oBanueM ¢ nomonipio Kaspesky Endpoint Security.
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IlepeuncieHHOe TTporpaMMHOE OOeCIIeueHHe OOHOBIISETCS 110 Mepe BBIXO/1a

HOBBIX BEPCUU ITPOTPAMM B PAMKAX COOTBETCTBYIOIIMX JIMLIEH3UM U COTJIAILICHUM.
6.4. MarepuajJbHO-TEXHUYECKas 0a3a

MartepuanbHO-TEXHUYECKOE  OOecleueHNe peann3yeMod JAMCHUTLIIMHBI
COOTBETCTBYET TpeOOBAHUIM (denepaibHOTO roCyJapCTBEHHOT'O
00pa30BaTeNbHOTO CTaHIApTA.

Jiist mpoBeieHus 3aHATUHN JEKIIMOHHOTO THUIIA, 3aHATUA CEMHUHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHMS (BBIMIOJHEHUS KYpCOBBIX pabOT), TPYIIOBLIX U
WHIUBUYAIbHBIX KOHCYJIbTAllUH, TEKYIIEr0 KOHTPOJSI M MPOMEXKYTOUYHON
aTTecTallii B Y4Y4eOHOM TPOIECCEe AaKTUBHO HCIOJIB3YIOTCS — CIETYIOIIHe
CHelMaIbHbIC TOMEIICHHUS:

- yuyeOHbIE ayAUTOPUHU, OCHAILEHHBIC CHEIUATU3UPOBAHHON Mebelblo,
JIEMOHCTPAlIMOHHBIM ~ 000pyAOBaHUEM (MYJIbTUMEIUNHBIN Mpe3eHTAMOHHBIN
KOMILJIEKC B COCTaB€ IPOEKTOpPA, SKpaHa, AKTUBHOM aKyCTUYECKOW CHCTEMBI,
MEePCOHATIBLHOTO KOMIIbIOTEpA) M Yy4EeOHO-HArJsAIHBIMU TocOOUsIMH (B T.4. B
ANEKTpOHHOM BUjE) (aya. 315, 213a).

JIist caMoCTOSATENBHOM padOThI CTYIEHTOB IIPEIHA3HAUYCHBDI:

- aya. 209 (udraneHbBIi 3al), OOOPYIOBAaHHBIE IEPCOHAIBHBIMU
KOMITBIOTEPAMH, OOECHEYUBAIOIIMMHU JIOCTYNl K 3JIEKTPOHHON MH(OPMAIMOHHO-
oOpa3oBaTenbHON cpelie opraHuzanuu, K cetu «VHTepHeT», K 3IEeKTPOHHBIM
OMOTMOTEUYHBIM CUCTEMAM.

[Tomemnenne s XpaHeHUsT U NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yueOHoro obopynoBanus (ayn. 03, 122).

[Ipy HEoOXOAMMOCTHM B YUYEOHOM IMPOLIECCE MCIONB3YIOTCS KOMIUIEKTHI
NEPEHOCHBIX IEMOHCTPALMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOp, SKPaH).

Bce kommnbroTepsl MHCTHTYTa 00BbEAMHEHBI B JIOKAIBHYIO CETh, C KaXKIOTO
U3 HUX BO3MOJKEH BBIXOJ B IoOanbHyro cetb MHTepHeT. UHCTUTYT MCHOIB3YyeT
BBIJICJICHHBI KaHal €O cKopocThto 10 MO/c. [lyist CTyIEeHTOB UMEETCs
BO3MOYKHOCTh BbIXOJa B CeTh MHTEpHET ¢ MOOMIIBHBIX YCTPOMCTB MOCPEICTBOM
cet WiFi, koTopas ycTaHOBJIeHa B YuTainbHOM 3aie MHcTuryTa.

[IpoBeaeHune €KUM MO AUCLMILUIMHE COMPOBOXKIAETCA MCIOJIb30BAHUEM B
KauecTBe y4eOHO-HAIJIAIHbIX MAaTEPUAJIOB CIal-TIPE3ECHTALUSIMU.

7. BOCIIMTATEJIBHAS PABOTA

Bocnutanne — oOywarommxcs ~ OpU  OCBOGHMM  HWMH  OCHOBHBIX
npodeccuoHanbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYILECTBIISIETCSI HA OCHOBE paboyeil mporpaMMbl BOCIIUTAHUS U KaJIEHIAPHOTO
IJIaHa BOCIIMTATENbHOM paboThl, BKitouaeMmbix B OITOII.

Ilens BocmuTaTtenbHOW pabOTHI — CO3JaHUE YCIOBUM JJIsi aKTUBHOMU
KUBHEJEATECIbHOCTH  OOYyYaloIMXCs, HX TPaXJAHCKOTO CaMOOIpeaeIeHus,
po¢heCCUOHAIBHOTO CTAHOBJICHUS u VHIUBUTY AJIbHO-JIMYHOCTHOM

caMopeaju3alii B  CO3MJATEJIbHOM  ACATENBbHOCTH JUIS  YJOBJICTBOPECHUS
MOTPEOHOCTEN B HPABCTBEHHOM, KYJbTYPHOM, UHTEJUICKTyaJIbHOM, COLIMAIBHOM U

npo¢eCCUOHAIBHOM Pa3BUTHUH.
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3amaun  BOCMUTATENbHOM  pabOTBHI:  pa3BUTUE  MHUPOBO33PEHUS |
aKTyalu3alus CHCTEMbl 0a30BBIX LEHHOCTEH JIMYHOCTH, NPHUOOIIEHHE K
0O0IIIeYeI0BEYECKUM HOPMaM MOpaJid, HAIlMOHATbHBIM YCTOSIM M aKaJeMUYECKUM
TpaauIUsAM; BOCIUTAHUE YBAXKEHUS K 3aKOHY, HOPMaM KOJUICKTUBHOM >KU3HH,
pa3BUTHE TPAXAAHCKOW M  COLMAIBHONM  OTBETCTBEHHOCTH; BOCIHUTAHHE
MOJIOKUTEIBHOTO OTHOILICHUS K TpyaAy, (OpPMUPOBAHHME KYJIbTYphl U OTHKHU
npodeccuoHanbHOTO  OOmIeHus;  (opMuUpoOBaHME  JMYHOCTHBIX  KayecTB,
HE0O0X0IUMBIX 111 3 (HEKTUBHOM NpodecCHOHATBFHON NesITETbHOCTH; BOCTIUTAHHE
BHYTpPEHHEH MOTPEOHOCTH JIMYHOCTH B 3J0POBOM 00pa3e >KU3HU, OTBETCTBEHHOTO
OTHOILICHHUA K TMPHPOTHOW W COLHUOKYJIBTYPHOW Cpele; TMOBBIIICHHE YpPOBHS
KYJITYpBI O€30MIaCHOTO TIOBEACHUSI.

Ocobennoctn u Tpaauuuu HWHCTHTYTa OOYCIOBIMBAIOT —CIIEAYIONIUE

OCHOBHBIC  HAIpaBJICHWS  BOCHHUTATENbHOW  pabOThl:  MaTPUOTHYECKOE,
rPaXIaHCKOE,  JIyXOBHO-HPABCTBEHHOE,  KYJbTYPHO-TBOPYECKOE,  HAYy4YHO-
o0Opa3oBaTebpHOE, po(ecCHOHATBHO-TPYAO0BOE, BOJIOHTEPCKOE

(moOpoBoJibueCKOE),  dKOJIOrHYecKoe, (usnueckoe. Buasl  aesTeabHOCTH
oOyJaronxcss B BOCIUTATEIbHOM CHUCTEME O0O0pa30BaTEIbHONM OpraHU3aliu:
IIPOEKTHAs JIEATEIbHOCTh (KaK KOJJIEKTUBHOE TBOPYECKOE JIE€NI0), BOJIOHTEPCKAas
NEeATEIbHOCTh,  y4€OHO-MCCIEIOBATENbCKAsI W HAYYHO-HCCIEI0BATEIbCKAS
JEeATEIbHOCTD, TOCYTOBasi, TBOPUYECKAs] U COLUAIBHO-KYJIbTYpPHAs JAEATEIBHOCTD U
Ap.

BocnuTatenpHplii  MoTeHIMAN y4yeOHO-UCCIENOBATENbCKOM W HAy4yHO-
UCCIICIOBATEIIbCKON  IEATEIIBHOCTH  PEAIIU3YyeTCs B IIPOLECCe  Pa3BUTHUA
UCCIIEIOBATENBCKON KOMIETEHTHOCTH O0y4aroluXcsl Ha MPOTSHKEHUN BCETO CPOKa
ux o0yuenuss B  HMHcturyTe.  Pe3ynbTrarhl  CTYJAEHUECKOM  HAy4yHO-
MCCJIEI0BATENbCKON JIEATEIbHOCTH MPOXOAST anpoOauio B paMKax Hay4HbIX U
HAyYHO-IIPAKTUYECKUX KOH(pEPEHIUH pPA3IMYHOIO YpOBHS, B T.4. KOH(EpEeHIUH,
OpraHU30BaHHbIX IHCTUTYTOM.

CouunanbHO-KyJIbTypHasT W TBOpYECKass JEATEIbHOCTb OOyYaroUIuXcs
peanu3yeTcss NOpU OpPraHu3alMd W TPOBEACHUM 3HAYMMBIX COOBITUH U
MEpOTNPUATUN IPAXKIAHCKO-NTATPUOTHYECKOM, Hay4YHO-HMCCIIEN0BATENBCKOM,
COLIMOKYJBTYPHOH U (DU3KYJIBTYPHO-CIIOPTUBHON  HANpaBICHHOCTU. Buubl
TBOPUYECKON  JleATeNbHOCTH  oOywatommxcs B MHcTUTyTe:  My3bIKaJbHOE
TBOPYECTBO, XOpeorpauueckoe TBOPUECTBO, T€ATPAILHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEIUAINPOEKTHI U JP.

BononTtepckas nesTenbHOCTh 00YYaIOIIMXCS — MUPOKUN KPYT HaIPaBJICHUMA
CO3HUIaTeIbHON NEATEIbHOCTH, BKIIOYAIOMINUNA pa3inuyHble (OPMBI TPaKIaHCKOTO
yuactus. [lo wHuIMaTMBEe OOYYarONIMXCS W TMPU HMX AaKTUBHOM YYacTHH B
HNHCcTUTYTE OCYIIECTBIISIET CBOIO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAL «MbD».

Peanuzanuio PaGodeil mporpamMMmbl BOCIUTAHHUSI MOMOTaeT 0O0eCIeurBaTh
B3aMMOJICUCTBUE C PA3IUYHBIMU COIMAIbHBIMU HMHCTUTYTaMHU, CyObEKTaMu
BocnuTanusa. (Ocoboe 3HaueHWe [ BOCHUTATENBHOTO Mpolecca HMEEeT
OpraHu3alys MPaKTUYECKOW NeSITeIbHOCTH OOyYarouuxcsi C IENbI0 Pa3BUTHS
npo(ecCUOHANbHBIX KOMMETEHIMH B ycioBusX WHCTHUTYyTa W NPOPUIBHBIX

YUYPEKIACHUN U OpraHU3aLUun.
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8. OCOBEHHOCTHU OBYYEHMUA NHBAJINI0B U JINII C
OI'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B npornecce nzyueHus AUCHUILIMHBI U OCYIIIECTBICHUS MPOLIEAYP TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH W TPOMEXKYTOUHOM arTecTalid WHBAJIUJIOB W JIUI[ C
OTPAHUYECHHBIMH BO3MOXXHOCTSIMU 3JI0POBbSI MPUMEHSIIOTCS  aJlallTUPOBAHHBIC
dbopMbl  00y4YeHHS ¢ YYETOM WHAMBUAYATBHBIX IMCUXO(MU3HOIOTHUECKUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH U HMHBAJIHJIOB
OpraHU3yeTCcsi KaK COBMECTHO C JIPYTMMU OOYYArONIMMHCS HA JIEKIMOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 UHIUBUYyAIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHUH, a TaKXKEe BO BPEMSI Caud Pa3NUYHbIX (OPM MPOMEKYTOUHON
U TOCYJIapCTBEHHON MTOTOBOW aTTecTaluu B MHCTUTYTE cO3/aHbl HEOOXOIUMBIE
yCIOBUSL I OKAa3aHMWs TEXHUYECKOW [MOMOIIM HWHBAIMAAM U JHULIAM C
OTPAaHUYECHHBIMU BO3MOXXHOCTSIMU 37I0pPOBbsSl (MU HEOOXOJUMOCTU MOXKET OBITh
JOMYIIEHO TPUCYTCTBUE B ayJIUTOPUU ACCHUCTEHTOB, COMPOBOXKIAIOUIUX JIHII,
cO0aKHU-MOBOJBIPSA U T.I1.).

OOyuaronuecss W3 4YUClIa WHBAIMJIOB M JIUMIl C OrPAaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JI0POBbsl, MPU HEOOXOJAMMOCTH, MOTYT OBITh OOECIECUCHBI
AJIEKTPOHHBIMU M TICYaTHBIMU O00pa30BATEIbHBIMH pPECypcaMU C YUYE€TOM HX
WHIUBUIYAIbHBIX TOTpeOHOCTeH. [l peanmuzanuu AOCTYIHOM Cpenbl Ipu
HEOOXOIMMOCTH B Y4eOHOM IIPOIIECCE MOTYT OBITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHUS TEKCTOBBIX (PparMEHTOB U M300pakeHWUW (i JUI[ C
HapYIIEHUSIMU  3PEHHS) ©  TEPEeHOCHAs  HUHIAYKIMOHHAs  CHUCTeMa  JJis
crmabocnpimammx «Mctok» A2 cO BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
uH(pOpMaATOPOM.

OBC  «YHuBepcuterckas  OMOMMOTEKa  OHJIAWH»  MPEJOCTABIISET
oOyuatommumcst ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH [Jisi OOecreueHUs
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHum macmTald CTpaHMIIBI cailiTa
MOXHO YBEJIIMYUTH C TMOMOIIBIO CIEIHAJIBHOTO 3HAYKa Ha TJIABHOM CTpaHUIIE.
MoOXHO HCMOJB30BaTh TMOJHOAKPAHHBIM PEXUM OTOOpPaKEHUS] KHUTH WU
BKJIIOUYMTHh O3BYYMBAHHUE HEMOCPEJCTBEHHO C caiiTa MpU TMOMOIIM Mporpamm
AKpAHHOTO JocTyma (Hanpumep, Jaws , «Balabolkay). CkaunBaembie ¢hparMeHTHI B
dbopmare pdf, wumerommMe BBHICOKOE KayeCTBO, MOTYT  HMCIIOJIb30BAThCS
tudronporpaMmMamMu ISl  TOJOCOBOTO O3BYYMBAHHUS TEKCTOB, MOTYT OBIThH
3arpy>keHbl B THU(JIOIUICEPhl, a TaK)Ke CKOMMPOBAHBI HA JIO00E YCTPOMCTBO ISt
KOM(OPTHOTO UTEHUSI.

CepBuc OBC «lluTaTHUK» MNOMOTaeT MOJb30BATENI0 HW3BJIEYb IUTATy U
aBTOMATHYECKH (OPMUPYET KOPPEKTHYIO OuOIMOrpaduiecKyro CChUIKY, YTO
OCOOCHHO aKTyaJIbHO IJIs JIMI[ C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU U 00Jier4aeT
MPOLIECC HAMKMCAHUSI KypCOBOM WIIM BBIITYCKHOM KBAIM(PUKAMOHHON paOOTHI.

JIisi moAroTOBKU K 3aHATHsAM oOyuaromuecss ¢ OB3 (mo 3peHuto) mMoryr
UCIOJIb30BaTh MOOMIbHOE mnpuiioxkenne ObC «Jlanb», mpenHasHaueHHOE IS
O3BYUHMBaHHUSl TEKCTa KHUTU. PeXuUM J0CTyma: 5JIEKTPOHHBIM, MPHUIOKEHUE
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CKaYMBaeTCsl 00y4aromKUMCs CaMOCTOSTENLHO ¢ caifta e.lanbook.ru, HeoOxoanmoe
ycinoBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanwy. Mcnomsdyercs cBoOOIHO
pacmpocTpaHsiemasi mporpamma 3KpaHHoro noctymna Nvda.

[TongpoOHee 00 opraHuzanuu JIOCTYIMHOM Cpeabl CM. COOTBETCTBYIOUIUMN
paszzie’ OCHOBHOM Npo(hecCHOHAIbHOM 00pa30BaTENbHONM TPOTrPaMMBI.

27



