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1. Koa 1 HauMeHOBaHUe AU CIUILIHHBI
b1.B.10 JlokymeHTOBeIeHHE B CUCTEME MEHEP)KMEHTa KauyecTBa

2.Mecto qucuuIinHbl B cTpykrype OOII

Hucuunnuna JOKyMEHTOBE/IEHHE B CUCTEME MEHEIKMEHTa KayecTBa BXoAuT B biok 1.
Hucturmuael (Mmonynu). BapuatuBHas yacte yaeOHoro miana OOII «YmpaBieHne Ka4yeCTBOM B
MIPOU3BOJICTBEHHO-TEXHOJIOTHYCCKUX CHCTEMax» I0 HampapieHuro Tnoarotopku 27.03.02
Ynpapnenue kauecTBOM. JIUCITUTIIIMHBI, OTHOCSIIMECS K BAPUATUBHOM YaCTH, OMPEICISAIOT, B TOM

YHUCIIE, HAITPABIICHHOCTD IPOIpaMMBI U ABJISAIOTCA 0013aTeNIbHBIMU AJI1 U3YUCHUA.

3.T'oa/roanl u cemecTp/cemMecTpbl 00y4eHHUS.
3 Kypc 5 cemectp.

4. BxoaHble TpeOOBaHMA IS OCBOEHHSl IMCHUILIHHBI, NMpeJIBaApUTeIbHbIE YCJIOBHSA
(ecsim ecTh).

JI71s yCHenrHoro OCBOSHHs AUCHMILTUHBI HEOOXOIUMbI KOMIETEHIINH, C(POPMHUPOBAHHBIE Y
oOydaromuxcsi B pe3ylbTaTe OCBOGHUS TaKuUX JUCIHMIUIMH, Kak BceoOiee ympasieHue
KaueCTBOM.

dopMupyeMbI€ B IPOLECCE U3YUYCHHS JUCHUILINHBI KOMIIETEHIUH SIBIISIIOTCS OCHOBOW IS
BBITTOJIHEHHS BBITYCKHOW KBATH(PUKAITMOHHOW PaOOTHI.

5. O0mas TpyA0eMKOCTh JUCHUIIJIMHBI COCTABIISAET 2 3a4€THBIE €IMHUIIBL, 72 Yaca.

Bun yuebnoit pabotbl TpynoeMKocTh B
aKaJIeMUYECKUX
gacax
O0mas Tpyr0eMKOCTh 72
KonTtakTHas padora: 35,95
Jlexrum (JI): 16
[Ipaktuueckue 3ansatus (I113) 18
HNHas xoHTakTHas padoTa BO BpeMsl TEOPETHYECKOro 00y4eHust 1,95
(Kpro):
['pynmnoBeie u (WK) UHAUBHUIYAbHBIE KOHCYIbTAIIUU 1,7
3auer 0,25
CamocrosiTejibHAsi pa6oTa 00y4aKOIIErocsi 36,05
Bu npoMeKyTOYHO aTTeCTANIMU 3ayer
6. @opmar 00yuyeHust
OuHBI, ¢ TNPUMCHEHHUEM DIEKTPOHHOTO OOydYeHHsT B cUCTeMe «JCKTPOHHBIM

yuauepcuter — MOODLEY https://moodle.tsu.ru/course/view.php?id=19661.

7. Tlnanupyemble pe3yJibTaThl

oﬁyqennﬂ nmo JUCHUMIIJIMHE,

IVIAHMPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeILHON MPOrPaMMbI

dopmupyembie KOMIIETCHIIHT

IInanupyemsle pe3yJibTaThl

COOTHECCHHbIC C



(KOO KoMnemeHyuu, yposens (3man)

Oﬁy‘leHI/IH o JAMCHMIIJIMHE

0CB0€HUsL)
IIK-9, Il ypoBenn
Cnooco0HOCTH BECTHU HEOOXOUMYIO
JOKYMEHTAIIMIO [0  CO3JaHHUI0  CHCTEMBI

oOecrieyeHHsT KadyecTBa M KOHTPOIO e
s dexTuBHOCTH

3 (ITK-9) — 11 3nars:

OCHOBBI JTOKYMEHTOBE/ICHUS u
JIENIOTIPOU3BOJICTBA;  TIOXOBI
s dextuBHO AeicTByromeit CMK
YIIK-9) — Il Ymern:
pa3zpabaThIBaTh

IMOCTPOCHUA

HOPMATUBHO-TCXHUYCCKYIO

JoKyMeHTanuio 1o co3ganuio CMK u
KOHTPOJIIO €€ A(PPEKTUBHOCTH

B (IIK-9) — 11 Baaners:

HABBIKAMU TMPUMEHEHUS JTOKYMEHTAlUU TIO0
CO3JaHUIO CMK 54

s exTuBHOCTH

KOHTpPOJO €€

IIK-10, | ypoBenb
CriocoOHOCTh y4acTBOBaTh B TMPOBEICHUH

KOPPEKTUPYIOIIMX u
MEPOIIPUATHM, HAIIPABJICHHBIX HA YJy4IlECHUE

MMPCBCHTHUBHBIX

KadyeCTBa

3 (IK-10) — | 3uare:

TEOPETHYECKHE aCHEKThl KOPPEKTUPYIOMIMX U
IPEBECHTUBHBIX MEPOIIPUATHIA
Y(IK-10) — | YmeTb:
pa3zpabaThIBaTh JIOKYMEHTAITUIO
pe3ysibTaTaM MpPOBEICHUS KOPPEKTHUPYIOIIUX
U PEBEHTHBHBIX MEPOTIPHUSATHI

B (IIK-10) — | Bnagers:

METOJIaMH YJIYYIICHUS KauecTBa

10

8. Coep:xkaHue TMCUUILIMHBI M CTPYKTYPA Y4eOHBIX BUI0B /1eSITeILHOCTH

8.1. O0masi cTpyKTypa IMCHMIIMHBI Y4eOHBIX BUAOB J1€SITeJILHOCTH

KonrakTHas
pabota (4ac.)
~ L Hnas
Ne Bceero < g ¢ |CPC
HaumenoBanue pa3fenoB u (Uiam) TeM = SR pabota
/1 (dac.) et & — | (gac.)
= S B (vac.)
= | 2 B
| &E
= | =2 8
Tema 1. IIpenmer, comgepskanue, 3agadun
1, PeA AP 8 405 | 2 2,05
Kypca 1 METO/Ibl €r0 N3y4EHHUs.
Tema 2. Opranuzanus 1 TEXHOJIOTUS
2. pramBan 21 | 6 6 9
JIOKYMEHTOBEICHHUSL.
3| Tema 3. JloKyMeHTAIMOHHAS JTMHIBUCTHKA. 17 4 4 9
4 | Tema 4. Kanposoe /1€101pOM3BOCTBO. 23 6 8 9
I'pynnoBbie u (WJIM) HHAMBHAYAIbHbIE 1,7
KOHCYJIbTALlMU BO BpeMs 1,7
TeOPeTHYeCKOro 00y4eHust




3auér 0,25 0,25
Hroro B cemectpe: 72 16 18 36,05 1,92

8.2. Conep:xkanue JUCHUNIMHBI

Tema 1. IIpeamer, coaep:kaHue, 3aJa4¥M Kypca M MeTOAbl ero M3y4YeHHs.
JlokyMeHTOBe/IeHHe Kak HayyHas AucuuiuinHa. 3akoH «O0 undopmanmu, nHpopmartuzauu u
3ammmre uHpopMamumy». JIoKyMeHT: (yHKIUHM, TNpH3HAKH, cBoiicTBa. Poib 1oKymeHTa B
o0ecrieueHWH  OMEpaTUBHOrO  ympasieHus.  JlokymeHTupoBanue wuHpopmanuu. Buas
nokymentupoBanus. Krnaccupukanus noxkymeHToB. CTpyKTypa MJOKYMEHTAa M IpaBUia
oopmiieHHs NOKyMEHTOB. Buael ympasiendeckoil mokymenrauud B Poccuu. Opranuzanus
KaHaJIOB MH(POPMAITMOHHOTO 00ECIIeYeHHsI OPTaHOB yrpaBieHus B Poccun.

Tema 2. Opranu3zanusi 1 TEXHOJOTUs JOKYMeHTOBeaeHusi. CUCTEMBbl yIpPaBICHYECKOU
nokymeHnrtanuu. OpraHuzanus paboTbl ¢ AoKyMeHTamu. OpraHuszanus JIOKYMEHTOOOOpOTa B
opranu3anuu. HopMmaTtuBHbBIE JOKYMEHTBI, PErYJIUPYIOLINUE JAEIONPOU3BOACTBO. PeriiamMmeHranus
JOKYMEHTUPOBAaHUS TPYJOBBIX OTHOIIEHUN B 3aKOHOJATEIbHBIX M HOPMATHUBHBIX IPAaBOBBIX
aktax. MHCTpyKUMHM 1O Aenonpou3BOACTBY. OpraHu3ainusi TEKYLIEro XpaHEHUs JOKYMEHTA.
TexHosorus opraHu3alyy KOHTPOJS HCHOJHEHHUS JOKYMEHTOB. OKCIEPTH3a U YHUUYTOKEHHE
nokyMeHToB. [lonroroBka k mnepenade JOKYMEHTOB Ha XpaHeHue B apxuB. KonduaeHmansHOCTb
uHbopManuu. WHCTPYKIMH, pErjJaMeHTUPYIOIINE OpraHu3aluio padoThl ¢ JOKYMEHTaMH
OrPaHUYEHHOTO JI0CTYTIA.

Tema 3. JlokyMeHTAHOHHAS JHHIBUCTHKA. OCOOCHHOCTH SI3bIKA JIEIOBBIX Oymar
nokyMeHTOB. OQUIManbHO-AENI0BON CTUIb M KaHLENSAPUT. YTHoTpebieHue (ppazeonoru3MoB B
nenoBoil peun. IlpaBuna ucnonp30BaHUS COKpallleHUMH B TEKCTax JOKyMeHTOB. lIpaBonucanue
Ha3BaHWM OpraHu3aluil U YYpeKICHHH. AIMUHUCTPATUBHO-pedyeBoil dTukeT. CiyxeOHbIe
JOKYMEHTBI. JIMuHbIe TOKYMEHTHI. 3asBICHUE U JOBEPEHHOCTh. PacniopsauTenbHble TOKYMEHTHI.
[Ipuka3. AJAMHHHUCTPATUBHO-OPraHU3AIMOHHBIE JOKYMEHTHL. HpopManmoHHO-CIIpaBOYHbBIE
JOKYMEHTBI. JlenoBble MUChMa.

Tema 4 KaapoBoe ae/10npou3BoAcTBO. J[OKYMEHTHPOBAHUE OpraHMU3alMH PadOTHI C
nepcoHanoM. CocTtaB M BHJbl KaJpOBOM JIOKyMEHTalUW, MOPSIOK BeaeHus. OCHOBHbIE
TpeOoBaHUs K oopmieHHIO OpraHU3alMOHHO-PACIOPSAIUTEIIBHON JOKYMEHTAIUH.
JIoKyMEeHTHUPOBaHUE TPYIOBBIX OTHOIICHUN. J[0IDKHOCTHAS MHCTPYKIUs ciykamiero. CTpykTypa
U mraTHoe pacnucanue. CoctaBieHue, 0popMICHUE MOJOKEHHUS O CTPYKTYPHOM MOJIpa3/ieeHuH,
MpaBWJIa BHYTPEHHErO0 TPYJIOBOIO pacHopsiaKa, CIyXKeOHbI pacropsanok. JlokymMeHTHpoBaHUE
KOHKYpPCHOTO 0TOOpa. PYHKIMU KaJpoBOH CIIyKObI MO paboTe ¢ MEpCOHAIbHBIMH JIAaHHBIMHU
cinyxamux. Peectpbl nommkHocTed. Pestome, aBToOmorpadguu, CrpaBKU-OOBEKTUBKH  JUIS
NepBOHAYAIIHOTO 0TOOpa KaHAMIATOB HA PabOTy MIIM MPU MPOXOKIEHUHU MO0 KOHKYpcy. [Topsmok
oopmIIeHHs JTUYHOM KapTOouku. TpymoBas KHMXKKa ciyxailero. HopmMaTUBHO-IpaBOBBIE aKThI,
perinaMeHTHpyoume paboTy ¢ TpyAOBbIMU KHMKKaMHU. [IpenocraBnenue ornycka. Hanpasnenue
pabOTHUKOB B KOMaHIUPOBKY. V3MeHeHHe aHKkeTHO-Omorpaduueckux naHHbIX. [loomipenue u
HarpaxJaeHue pabdOTHUKOB, ATTecTanus paOOTHUKOB. YBOJIbHEHHE paOOTHUKOB. [Ipukasbl 1o
JU4YHOMY cocrtaBy. CucTeMaru3alus, XpaHEHHE U YHUYTOXKEHHE KaJpOBOM JOKYMEHTaIUH.
[IpuknanHple TporpaMMel MO OpPraHU3AlMKA KaJpOBOTO AEIONpou3BOACTBA. [IpaBoBbIE OCHOBBI
JOKYMEHTUPOBAHUS JESITEIbHOCTH KaJIPOBBIX CIYXkO.

8.3. [IpakTnyeckune 3aHATHSA

Homep Tema npakTH4YeCKOro 3aHATHSA
TEMbI
2 Jlabopatopnast padora Ne 1: cozmaHue OnaHKa MPEANPHSITHS, COCTABICHUE H
OCbOpMJ'IeHI/Ie OCHOBHBIX BUI0OB OpTraHHUu3alMOHHO-PACTIOPAANTCIBHBIX
JOKYMEHTOB. 3 3aJaHusi — 6 4acos.
3 JlaboparopHass pabora Ne 2. HamwcaHWe JENOBBIX ITHCEM, PEIaKTHPOBAHHE




CITY»EOHBIX JOKYMEHTOB. 2 3a/1aHus — 4 Jaca.

4 JlaGopatopnass pabora Ne 3. aHamu3 3aKOHOJATEIBHOM perjaMeHTaluu
JOKYMEHTUPOBaHMs KaJpOBOH AEATEIbHOCTH B cOBpeMeHHOH Poccun; pa3paboTka
OpPTraHU3alMOHHBIX  KaJIpOBBIX JIOKYMEHTOB; MOJIrOTOBKa U  odopmieHue
JTOKYMEHTOB KaJIpOBOW CIIyObl; 0OopMIIEHHE KaJpOBOW JTOKyMEHTALUU MpHEeMa
Ha paboTy, BCIIOMOraTeNIbHbIX YUETHBIX JJOKYMEHTOB. 4 3a1aHusl — 2 Jaca.

9. IlepeyeHb Y4eOHO-METOAMYECKOr0 OOecnmeYeHUsi ISl CAMOCTOSITEJIbHOW PadoThl
o0yyamomuxcsl MO JMCUHUILIMHE W MeTOAUYEeCKHe YKa3aHusi s o0ydalwluxcs 1o
OCBOEHHIO I CHUILJIMHBI

Y4eOHO-MeTOAMUECKOe 00eCIIeUeHUE 110 AUCIUILIMHE BKITIOYACT:

— KOMIUIEKT MPE3EHTALUM;

— KOHCTICKTHI JICKIUI, HalTMCaHHBIC 00yUJaOIUMCS;

— yueOHy10 (OCHOBHYIO U JIONIOJIHUTEIIbHYIO ) JIUTEPATYPY,

— METOJMYECKHE YKA3aHUS 110 OCBOCHUIO AUCHUTUIMHBI,

— METOJMYECKHE PEKOMEH/IAIIMU 110 BHITIOJHEHHIO MMPAKTUYECKUX pabdoT;

— KOMITJIEKT OIEHOYHBIX CPEJICTB ISl TEKYIIET0 KOHTPOJIS U MPOMEXKYTOUHOMN aTTeCTalluu
00yJaromuxcs;

— KPUTEpPUU OICHKW 3HAHWH, YMEHHH, HABBIKOB, MPAKTUYCCKOTO OIMBITA IO BCEM BHJIAM
KOHTPOJIS 3HAHUH y 00y4arOIIUXCS.

9.1. MeToanyeckune yKkazaHusi JUIs1 00y4arOLIMXCsl 10 OCBOCHUIO JUCHMIIIHHBI

[IporpamMma JIUCHMIUIMHBI [pEeIyCMAaTpUBaeT KOHTAKTHYIO paboTy (ayauTopHas,
BHEAYAUTOPHAs) U CAMOCTOSTENbHYIO Pa0OTy 00y4aroLIUXCs.

AymuTopHas KOHTakTHas pabora oOydarouuxcss — 3TO pabora oOydaroummxcs IO
OCBOCHMIO JIUCLUIUIMHBI, BbIMONHSAeMas B y4yeOHbIXx mnomemeHusx HUW TI'Y (ayautopusx,
nabopartopusx, KOMIBIOTEPHBIX Kjaccax M T.I.) TPU HENOCPEACTBEHHOM  Yy4acTUHU
npenojaBaresisi, B TOM YUCJE ¢ IPUMEHEHUEM JIMCTaHIIMOHHBIX 00pa30BaTeNbHbBIX TEXHOJIOTUH,
COTJIACHO PAaCHUCaHUI0 YUEOHBIX 3aHATHN U IK3aMEHAIIMOHHON CECCUU.

[To nucuunaHe NpeaycMOTPEHBI CIEAYIOIUE OCHOBHBIE BUAbI ayIUTOPHON KOHTAKTHOM
paloThI: JEKIUH, TPAKTUYECKUE 3aHATHS.

BHeaynutopHass KOHTakTHas paboTa - KOHTakTHas pa0oTa B HEPUOJ] TEOPETUYECKOIO
oOyuenust (Kpro), B KOTOpyIO BXOIST TpPYNIOBBIE W/MIN HHIUBHIYaJbHBIE KOHCYJIbTALUU
00y4aroImuxcst BO BpeMs TEOpPEeTHUECKOro 00yUueHHsl, c1adya 3a4yeTa.

N3yuath Kypc peKOMeHJyeTcs B COOTBETCTBUHU C TOM IOCIIENOBATEIbHOCTHIO, KOTOpas
obo3HaueHa B paboueld mporpamme. Bce Tembl B3aMMOCBSI3aHBI M TO3BOJISIOT CTYJIEHTaM
MIOCTENIEHHO OCBAauBaTh TEOPUIO U MPAKTHUKY.

Jlekuuu

JIEKUMOHHBI KypC IPEANONaraeT CHUCTEMaTU3MPOBAaHHOE H3JI0)KEHHE OCHOBHBIX
BONPOCOB y4eOHoro miaaHa. Ha nexuusx u3naraercst OCHOBHOM TeopeTHUeCcKuil MaTepuai Kypca.
Ha mepBo#i ekuuu JEeKTOp MpenynpexaaeT CTYACHTOB, IPUMEHHUTENIbHO K KaKoMy 0a30BOMY
yueOHUKY (yueOHMKaM, y4eOHbIM TOCOOUSIM) OYAET MPOUUTaH KypcC.

IpakTuyeckue 3aHATHSA

[IpakTnueckue 3aHATHS NPEAyCMaTPUBAIOT 3aKPEIUIEHHE OCHOBHBIX TEOPETUYECKUX
BOIPOCOB JIAaHHOM AMCHUILIMHBI U (OPMUPOBAHHME YMEHHUH M HaBBIKOB, HEOOXOAWMBIX JUIS



aHaJIM3a W WHTEPIPETAIMK Pa3IMIHOTO poaa WHpopmamuu. 3amaHus Moao0paHbl TakK, YTOOBI
OXBAaTUTh KaK MOXHO OOJbIIIE BOMPOCOB, YTO CIOCOOCTBYEeT Oojiee TIIyOOKOMY YCBOCHHIO
npoitnenHoro wmarepuana. Oco0oe BHUMaHHE YACISCTCS MPAKTHYCCKOH HAMpPaBICHHOCTH
npeylaraéMbiX — 3ajad, Pa3sBUTHIO M COBEPIICHCTBOBAHMUIO CIIOCOOHOCTEH MPEICTABIISATH
pe3yJIbTaThl CBOCH pabOThI, JIOTHYECKH apryMEHTHPOBAHHO 00OCHOBBIBATH CBOIO TIO3HIIUIO.
Pemenune mnpakTHYeCKMX 3aga4 CBOAMTCS K CICAYIOHMICH IOCIIEIOBATEIbHOCTH
BBITIOJTHCHUS JICHCTBUM: IIOJHOE M 4YETKOE BBIACHCHUE YCIIOBUS;, YTOYHCHHE 3HAHUHW U
MPAKTUYECKOTO OIbITa, HA OCHOBE KOTOPBIX MOXKET OBITh pellcHa 3ajada; COCTABJIICHHE IUIaHa
peIICHUS.
[TpumMepHas cxema pelieHus 3a1a4u:
a)  YTO JaHO (CYHUIHOCTh aHAIM3UPYEMOTO JACHCTBUS, MPOIIECCa, IBICHU),
0) YTO M3BECTHO M B KAaKOH CTENECHH M3BECTHOC MOXET IOMOYb PEIICHUIO
IMOCTaBJICHHOM 3aJa4H;
B)  THIIOTE3bl PEUICHHUS,;
I)  METOJbI PEIICHHUS;
)  CIOCOOBI MPEeAYNPEexACHUS OMIHOOK;
€)  BBIBOJBI M IIPEII0KEHHUS.

CamocrosiTesibHast padoTa

VY4eOHbI TpoIiece B BBICIIEM YYEOHOM 3aBEICHHWU B 3HAYUTEIHLHOW CTEIICHU CTPOUTCS
Ha CaMOCTOSITEJIbHOM paboTe CTYAEHTOB, 0€3 KOTOpPOW TPYAHO B IIOJIHOM Mepe OBJIAJETh
CIOKHBIM  INPOTPAaMMHBIM  MaTEpPUAIOM M  HAYYUTbCS B  JAJbHEHIIEM IOCTOSHHO
COBEpIICHCTBOBATH MPHUOOPETEHHBIC 3HAHUSI U YMEHHS.

CaMocrosiTenbHass paboTa CTYIAEHTOB — 3TO MPOIECC aKTUBHOTO, IEIEHANPABICHHOTO
NpUOOpEeTEeHUs] CTYACHTOM HOBBIX 3HAHUI, yMEHHUH ©0e3 HEeNOCPEeICTBEHHOIO Yy4YacTHs
IpenojaBaTesis, XapaKTepU3yIIIUWCS MPEIMETHON  HampaBIeHHOCTHIO, A((HEKTUBHBIM
KOHTPOJIEM U OLIEHKON Pe3yJIbTaTOB JAESTEIbHOCTH 00Y4aroIIerocs.

[enu camocTosTENbHOM pabOTHI:

. CHUCTeMAaTH3alMsl U 3aKpelyieHHEe I[OJIyUeHHBIX TEOpPETUYECKUX 3HaHUM U
MPAKTUYECKUX YMEHUHN CTYIEHTOB;

. yri1yOJeHHe U pacliupeHue TeOPEeTHUECKUX 3HAHMIA;

. ¢dbopMHpoBaHHE YMEHHUIl  HCIOJIB30BaTh HOPMAaTHBHYIO U CIPABOYHYIO
JOKYMEHTAIIO, CIIELMATILHYIO JIUTEPATYpY;

. pa3BUTHE  [I03HABaTEJIbHBIX  CIIOCOOHOCTEH,  aKTMBHOCTH  CTYJEHTOB,

OTBETCTBEHHOCTH M OPraHU30BAHHOCTH;

. (GbopMHpOBaHHE CAMOCTOSITENIBHOCTH MBILIUIEHUSI, TBOPYECKOW WHULMATHUBBL,
CIIOCOOHOCTEH K cCaMOpa3BUTHUIO, CAMOCOBEPILIEHCTBOBAHHUIO 1 CaMOpeaIn3aluy;

. pa3BUTHE UCCIIENOBATEIBCKUX YMEHUN U aKaIEMHUYECKUX HABBIKOB.

TexHoNOrMsT ~ OpraHu3allMd  CaMOCTOATENbHOM  pabOThl  CTYJEHTOB  BKIIIOYAET
UCTOJIb30BaHUE  3JIEKTPOHHOW  MH(pOpMalMOHHO-0Opa3oBarenbHoil  cpensl  (QUOC) wu
MarepuanbHo-TexHudeckux pecypcoB HU TI'Y. DUMOC yHuBepcutTeTa s BBINOJHEHUS
CaMOCTOSITENIbHOW PabOThl CTYAEHTAa BKJIIOYAET: 3IeKTpoHHbIH yHuBepcuteT «MOODLEY, caift
HayyHoi 6ubnuotexu TT'Y.

BeimonHeHne caMoCTOSITENIbHOM  pabOThl  CTYAEHTOM  YCHJIMBAaeT MOTHBALMIO K
ayIUTOPHOM W BHEAYAUTOPHON aKTUBHOCTH, YTO 0O€CIIeUnBACT HEOOXOIUMBIN YPOBEHb 3HAHUI



[0 M3y4acMOM AMCLHILIMHE M MO3BOJISIET MOBBICUTH T'OTOBHOCTH CTYICHTOB K aTTECTALIMM IO
JUCLUTIINHE.

B ydeGHOM mporiecce BBLACISIOT JIBa BHJA CAMOCTOSITENILHOW pabOTHI: ayJUTOpHAs U
BHEAYAUTOpHAs. AYIUTOpHAash CaMOCTOATENbHas paboTa MO JUCHMIUIMHE BBIIOJIHICTCS Ha
y4€OHBIX 3aHATHUAX I10]] HEIOCPEACTBEHHBIM PYKOBOJICTBOM IPEIIOIABATENS U IO €T0 33/1aHUI0 B
yackl ayJUTOPHOI paboTel. BHeayauTopHas camocTosATenbHas paboTa BBITOIHACTCS CTYACHTOM
110 33JJaHUIO IIPEIolaBaTessl, HO 0€3 ero HemoCPEICTBEHHOTO YUacTHsI U IIPEIoaraer:

— M3y4YCHHME JIEKIUH M KaYeCTBEHHYIO [IOJITOTOBKY KO BCEM BHU/1aM y4eOHBIX 3aHATHUH;

— HW3Y4YECHHE OCHOBHOW M JONOJIHMUTEIBHOW JINTEPATYPHI IO MPEAMETY, UCIOIb30BaHUE
pecypcoB HH(pOPMALIMOHHO-TEJIEKOMMYHUKALMOHHOM ceTu VIHTepHeT;

—  BBINIOJIHEHUE UHIUBUYAJIBHBIX 3aJaHUH 110 KypCy;

— IOATrOTOBKY K TEKYIIEMY KOHTPOJIIO U IIPOMEKYTOYHOU aTTECTALUH.

KoHTponb pe3ynbTaToB BHEAYAUTOPHON CaMOCTOSTENILHON PadOThI CTYIEHTOB IIPOXOIUT
B ITUCbMEHHOMW, YCTHOU MU CMemaHHOU (opme.

CTyneHThl JOJKHBI HOAXOAUTh K CaMOCTOSITENIbHOM padoTe Kak K HauBaKHEUIIEMY
CPEACTBY 3aKpeIJICHUsS U Pa3BUTUS TEOPETUUYECKUX 3HAHUMU, BhIpaOOTKE €AMHCTBA B3IVIAZOB Ha
OTJENIbHBIE BONPOCHl Kypca, NpUOOpETEeHHUs] ONpPEIENCHHBIX HABBIKOB U HCIIOJIb30BaHUS
npodeccuoHaIbHON JTUTEpaTyphl.

[Tpu camocTosTenbHON popaboTKe Kypca 00yJaromuecs 10JIKHbI:

— TPOCMOTPETh OCHOBHBIE OTIPENIEICHNUs U (PAKTHI;

— TMOBTOPUTH 3aKOHCIEKTHPOBAHHBIN HA JICKIIMOHHOM 3aHATUU MaTepuail U JOINOIHUTh
€ro ¢ y4eTOM PEKOMEHJOBAHHOM M0 JaHHOU TEME JIMTepaTyphl;

— W3Y4YUTh PEKOMEHJOBAHHYIO JINTEPATypy, COCTABIIATh TE3HUCHI, AHHOTAUU U
KOHCIEKThI HanboJjee BaJKHbIX MOMEHTOB;

— CaMOCTOSATENBHO BBIIOIHUTD 3a/1aHUs, aHAJIOTUYHbIE TIPEUIaracMbIM Ha 3aHATUSAX;

— BBINOJHUTH UHAUBUyaJIbHBIC 3a1aHU 110 YKA3aHUIO [IPENOAaBaTEeII.

IIpaBuia caMoCTOATENBHOM PabOTHI € TUTEpaTypoil: Mpu paboTe ¢ KHUTOM HEOOXOJUMO
noa00paTh JIUTEpaTypy, HAYYUThHCS MPABUIBHO €€ YUTaTh, BECTH 3aluCU. Ba)kHO MOMHUTH, YTO
palroOHaJIbHBIE HABBIKM pabOThl C KHUIOM - 3TO Bcerja Oojbllas 3KOHOMMS BPEMEHU M CHIL.
[TpaBuiibHBII OAOOP AUTEPATYPBl PEKOMEHIyETCsI IPENojaBaTeIeM U IpUBOAUTCS B 11.11.

N3yuast marepuan no yueGHUKY, cleAyeT NEPEeXOJUTh K CIEAYIOLIEMY BOIPOCY TOJIBKO
1ocJie MPaBUIIBHOTO YSICHEHUS MPEeAbIAYIIEro, ONUChIBas B T€Tpa/ie BCE BBIKIAJKHU U TE3UCHI (B
TOM YHCII€ T€, KOTOpble B y4eOHMKE OIYILEHbl WM HA JEKIUH JAaHbI JUIsl CAMOCTOSTEIbHOIO
BbIBOa). Ocoboe BHHMMaHME cielyeT oOpaTUTh Ha ONpe/eieHHE OCHOBHBIX MOHATHH Kypca.
CryneHT A0KeH moapoOHO pa3duparh MpUMEpHI, KOTOPBIE MOSICHAIOT TaKHE OINpEesIeHUs, U
YMEThb CTPOMTh AHAJIOTHYHBIE MPHUMEPBl CcaMoCTOATeNbHO. HyXHO 100MBaThbcs TOYHOTO
NpPEeCTaBICHUs O TOM, 4TO U3y4aeub. [lone3Ho B TeTpaau (Ha cnenuaibHO OTBEACHHBIX MOJISX)
JIOTIOJTHATH KOHCHEKT. OIBIT ITOKA3bIBAET, YTO MHOTHM CTYJI€HTAaM IIOMOTA€T COCTABIICHHUE JINCTA
OTOPHBIX CUTHAJIOB, COJIEPIKalero BakKHEWIIne U Haubosee 4yacTo ynorpedisieMble MOHATHS U
MOJIOKEHUA. TaKko! JUCT MOMOTaeT 3allOMHUTh OCHOBHBIE IOJIOKEHHUS JIEKIIMH, a TAKXKE MOMKET
CIIY’KUTb ITOCTOSIHHBIM CIIPABOYHUKOM JUISI CTYAECHTA.

PasnuuaroT ABa BU1a YTEHUSA: IEPBUYHOE U BTOpUYHOE. [IepBUYHOE - 3TO BHUMATENIBHOE,
HETOPOIUJINBOE YTEHUE, IIPU KOTOPOM MOKHO OCTAaHOBUTHCS Ha TPYAHBIX MecTax. Ilocie Hero He
JIOJDKHO OCTAThCSl HU OJTHOTO HEMOHATHOrO ciioBa. CozepkaHue He BCEeT1a MOKET ObITh MOHATHO
1ocjie IEpPBUYHOTO YTEHHA. 3ajada BTOPUYHOIO UTEHUS - IIOJIHOE YCBOEHUE CMBICIA



IPOYNUTAHHOTO B LIEJIOM (IIO CUETY ATO YTEHHUE MOXKET ObITh U HE BTOPBIM, a TPETbUM HIIH
yeTBepThiM). CaMocTosiTenbHas paboTa ¢ ydeOHMKaMU M KHUTaMHU (a TakXe CaMOCTOSITEIbHOE
TEOPETUYECKOE HMCCIEN0BaHUE MPOOIEM, 0003HAUYEHHBIX NPEMNOAABATENEM Ha JIEKLUAX) — 3TO
Ba)kKHEH1Iee ycIoBue (GOpMHUPOBaHUS Y Ce0s1 TEOPETHUECKUX 3HAHUHM U IPAKTUYECKUX HABBIKOB.

Ecnu Bo Bpems BbINOJIHEHUS 00y4YaIOLUIMMUCS BHEAYTUTOPHOU CaMOCTOSATEIbHOU paboThI
y CTyIEHTa BO3HHMKAIOT BOIPOCHI, pPAa3pElIUTh KOTOpPbIE CAMOCTOSITEIBHO HE ynaaercsd,
HE00X0MMO O0OpaTUThCS K IpEnojaBaTelr0 3a KOHCYJAbTallMed MJIi MOJY4YEeHUs Yy HEro
pa3bsCHEHUM Win ykazaHuil. B cBOMX BoIlpocax CTYIEHT JOJKEH YETKO BbIpa3uTh, B YEM OH
UCTIBITBIBACT 3aTPYIHEHMS, XapaKTep 3TOro 3aTpyaHeHUs. [ pynnoBsle n(Win) UHIMBUAYaIbHbIE
KOHCYJIbTAllUM IPOBOJAATCS 110 paclMcaHuio. PacnucaHne KOHCYJIbTalUil MOKHO YTOYHUTH Y
npenoaasaTess 1100 Ha Kadeape, a TakKe B AIEKTPOHHOM Kypce B «Moodley.

B nporecce n3ydenus: JUCUUIUIMHBI IPEyCMOTPEHBI HECKOIBKO GopM KoHTpoust. OueHka
3HAHWW, YMEHUII W HaBBIKOB JEATEIbHOCTH, XapaKTepU3YIOUIMX JTanbl (popMHUpOBaHUs
KOMIETSHIIMH MO AMCLUUILIMHE, TPOBOAUTCA B (OPME TEKYIIETO KOHTPOJS U MPOMEKYTOUHOU
aTTeCTalUU.

Texymuii KOHTPOJIb TPOBOAUTCA B (opMe: TECTOB, AOKIAA0B, HHAWBHUIYAIBHBIX U
TPYIIIOBBIX MPOEKTOB.

Meronuyeckue pPEKOMEHJAIMM IO BBIIOJIHEHUIO BCEX (OPM TEKYIIEro KOHTPOJIS
npejcTaBieHbl B DoHAE OLIEHOYHBIX CPEACTB.

[Tpu moaroroBke K 3a4€Ty BHaA4yaje CIEAYET MPOCMOTPETh BECh Marepuai IO ClIaBaeMoOi
TUCIUILIMHE, OTMETUTH i ceOsi TpyaHblie Borpochl. O0s3aTeIbHO B HUX pazoOparhes. Brnaaets
HAaBbIKAMH, [TOJIYYEHHBIMHU Ha IPAKTUYECKUX 3AHITHUSIX.

10. ®opma npoMe:KyTOYHOM aTTecTAMU U (POHJ OLEHOYHBIX CPE/ICTB

dopma IPOMEKYTOUHOU ATTECTALUN: 3AUET.

Jnst arrectanuy 00ydarOMIMXCsl HA COOTBETCTBUE UX MEPCOHATBHBIX JOCTHXKEHHUH CO3/1aH
(GOHJ OLIEHOYHBIX CPEJICTB MO JUCHUIUIMHE, BKIIOYAIOIMIMM OIEHOYHBIE W METOJAHYECKUE
MaTepHuaJibl, MO3BOJISIONINE OLICHUBATh 3HAHUS, YMEHHS, HAaBBIKM U YPOBEHb NMPHOOPETEHHBIX
KOMIICTCHITUH.

TumoBble KOHTPOJBHBIC 3a/IaHUS, UCIIONB3YeMble ISl OLIEHKH PEe3yJIbTaroB OOyueHUs U
XapaKTepHU3yIoIIrue dTanbl (OPMHUPOBAHHS COOTBETCTBYIOIIMX KOMIETEHIIUN, MPEICTABICHHI B
(b oH/Ie OLIEHOUHBIX CPEJCTB.

KapTel xoMIieTeHUM W KpPUTEpPUM OLICHMBAHUS MpeAcTaBieHbl B DOH/E OLIEHOYHBIX
CPEACTB.

11. PecypcHoe oGecnieueHue
Jluteparypa u y4eOHO-MeTOAMYECKOe oOecredeHue

OcHnoenas numepamypa:

1. Anonuna H.H. /lenoBoe nucbmo: MeToanka coCTaBICHUS U TIpaBuiia 0popMIIeHHUs. - M.:
Owmera - JI, 2006.

2. JIOKyMEHTOBEJECHHE : YYEOHMK : [AJ CTYIEHTOB, OOy4aloIIMXCS IO HalpaBlICHHUIO
BBICILIETO TpOo(decCHOHATIBHOTO 00pa3oBaHus «J/{OKyMEHTOBeleHUE U apXUBOBEICHHUE)|
/H. C. JlappkoB. Mocksa : [Ipocmekr , 2016, 412 c.:

3. Jlenonpou3BoACTBO (JOKYMEHTAIIMOHHOE o0ecIieueHre yIpaBieHus ) : yaeOHoe mocoone



yHuBepcuteta , 2013, 233 c.

4. TOCT P 6.30-2003. YauduuupoBaHHbIE CUCTEMBI JOKYMEHTAIMH. YHU(DUIUPOBAHHAS
CUCTeMa  OPTaHM3AIMOHHO-PACTIOPSAUTEILHON  JOKyMEHTanmuu. TpeOoBaHHS K
opopMIIeHHIO JIOKYyMEHTOB (IpHHAT ¥ BBeAeH B JneictBue [locTtaHoBieHUEM
lToccranmapra P® ot 03.03.2003 N 65-ct) (CIIC «l'apant», «KoHcyabTanT+y,
«Konekcy). CnpaBouHo - mpaBoBasi cucrtema «Koncymbrant Ilmrocy [DieKTpoHHBIHM
pecypc] URL: http://www.consultant.ru.

5. SluxoBas B.®. [lenoBas mepenucka: YdeOHo-mipakTuyeckoe nmocodbue. M.: BHUNA/IL,

Jononnumenvuas rumepamypa:

1. TOCT 7.32-2001. MexrocynapcTBeHHblii crangapr. Cucrema CTaHIapTOB IO
uHpopmanuy, OuOIMOTEYHOMY W H3JarenbckomMy aeny. Otder o0  Hay4HO-
uccienoBarenbckoir  pabore.  CrpykTypa u  mpaBwia  odopmieHHs.(BBeIEH
[TocranoBnennem ['occranmapra Poccum ot 04.09.2001 N 367-ct) (CIIC «I"apanT»,
«Koncynprant+», «Konmekc»). CrnpaBouno - mpaBoBasi cucteMa «Koucynbrant ILmroc»
[Dnextponnslii pecypc] URL: http://www.consultant.ru.

2. JlokyMeHTOBeleHHE: TOco0He K mpakTHieckuM 3ausaTusiM Y. 2 /aBT.-cocT. T. A. bpikosa.
; Tomck : M3narenbckuit Jlom ToMckoro rocynapctBeHHoro ynusepcurera, 2015, 53 c.
URL.: http://vital.lib.tsu.ru/vital/access/manager/Repository/vtls:000502062

3. JlokymeHTanMoHHOE OOECIIeYeHHe YIPaBJICHUS HETOCYNAapCTBEHHBIX OpraHU3aui
DNEeKTPOHHBINH pecypc : yueOHoe MocoOue : [Ans CTyAEHTOB BY30B IO HAIPaBJICHUIO
032001.65 "HoxymentoBeaenue u apxuoBenenue| /T. A. beikoBa, JI. B. Cankuna.
Mockaa: HNH®D®PA-M R 2015, 300 c. URL:
http://znanium.com/catalog.php?bookinfo=468884  Onextponnoe uzmanue Jloctynm kK
MOJIHOMY TEKCTYy JOKYMEHTa TIOCJi€ pEerucTpaluy IOJb30BaTeNss Ha  caiTe
http://e.lanbook.com/ B nokanbHoO cetn TI'Y.

4. KopropaTuBHOE peryJivpoBaHHE JOKYMEHTAIIMOHHOTO OO€CleYeHHsl YIpaBICHUS
COOpPHMK MpaKkTUYeCKUX 3aJaHuil 1o Kypcy "MeTtoauka  panuvoHaIU3aluu
JIOKYMEHTAI[MOHHOTO ~ OOECIEYEeHHUs]  yIpaBieHUsa" : HalpaBJICHHE MOATOTOBKU
JIOKyMEeHTOBE/IeHHEe M apXuBOBeleHHe (ypoBeHb OakanaBpuara) /[aBT.-cocT. O. A.
Xapycp]. Tomck : M3parensckuil JJom ToMckoro rocyaapcTBEHHOro yHHMBEpPCUTETA |,
2015, 47 C. URL: 300 c. 2015, 47 c.URL:
http://vital.lib.tsu.ru/vital/access/manager/Repository/vtls:000503405.

5. Kymmnepyk C.II. JlokymeHTHas JTUHIBUCTHKA: y4yed. mocodue. — M. : @nunTa : Hayka,
2008.

6. Meroauka palMoOHAIN3ANNUN JOKYMEHTAITMOHHOTO O0SCTICUCHHS YIPABICHUS : YIeOHO-
METOJIMYECKUI KOMIUIEKC : HallpaBJIeHWE TMOATOTOBKH JOKYMEHTOBEACHHE U
apxuBoBelieHHe (ypoBeHb OakamaBpuata) /aBT.-cocT. O. A. Xapych. Tomck
W3narensckuit Jlom Tomckoro rocynapcrseHHoro ynusepcuteta, 2015, 57 c. URL:
http://vital.lib.tsu.ru/vital/access/manager/Repository/vtls:000503409.

7. ®wmnnos K.A. Jluarsuctuka tekcta: Kype nekuuit. CI16.: U3a-so CIIOI'Y, 2003.

11.2 Pecypcbl MH(OPMAIMOHHO-TEJIEKOMMYHMKAIMOHHOW ceTH HHTepHer, B T.4.
HH(OpPMALMOHHBIE CIIPABOYHBIE CHCTEMBbI
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HNHuTepHeT-pecypcesl

ba3bl JaHHBIX U I/IH(l)OpMaIII/IOHHO-CleaBO‘lHLIe CHUCTECMbI

OBC «Jlanp» https://e.lanbook.com/.

OBbC «KoncynbraHT cTyaenta» https://www.studentlibrary.ru/.

3BC «tOpaiit» https://urait.ru/.

3bC ZNANIUM.com https://znanium.com/.

CnopaBouno-nipaBoBoii  pecypc  "Koncymprant  mmoc".  Pexum — goctyma:
http://www.consultant.ru/

Onucanne MaTepuaJIbHO-TEXHUYECKOI 0a3bl
OOpazoBaTebHBIM MPOIECC MO AUCIHUIUIMHE OOECHEYMBACTCS B  CICIHAIBHBIX
MMOMCIICHUAX .

— yueOHble ayAMTOPHUM JAJIsl NPOBENEHUS YUEOHBIX 3aHATUN BCEX BHUJAOB; IPYIIIOBBIX U
HHIUBHUIYAJIbHBIX KOHCYHBTaHHﬁ; IMPOBCACHU A TCKYHICTrO KOHTPOJIA u
POMEKYTOYHOU aTTEeCTAIINH,

— TIOMEIEHUS JUIsl CAMOCTOSTEIBHOM paboThI.

CrienanbHble TTOMEIICHUS! YKOMIUIEKTOBAHbBI CICIIMATM3UPOBAHHON MeOelbio (pabouee
MECTO IpPEeIo/iaBaTelis, KOMIUICKTBI YU4eOHOH MeOenu Juis oO0y4aroluxcs, MapKepHas JIocka U
(wmm) gocka ¢ummuapt), 000pya0BaHUEM U TEXHUYCCKHUMHE CPEICTBAMHU OOYUCHHUS, CIIYKAITUMHU
JUTSL IpeZICTaBJICHUs yueOHOM nHpOopMauy O0JIBIION ayIUTOPHH.

OOopynoBaHue M TeXHHYECKHE CPEICTBA 00yUeHHS

Jlns mpoBeneHUsl JEKIHM, MPaKTUYECKUX 3aHATUN, TPYIMIOBBIX U HHIWBUIYaTbHBIX
KOHCYJIbTAllMM, TEKYIIEro KOHTPOJS W MPOMEXKYTOUHOM aTTrecTal HEOoOXOoAMMa ayauTOpus,
OCHallleHHas 00OpyJOBaHMEM W TEXHUYECKUMHU CpEeACTBAMU OOYYEHHs: KOMIIBIOTEP
npenoaaBaTesisi UM HOYTOYK ¢ MOJKIIIoUeHHeM K ceTu «/HTepHeT» 1 obecrneueHneM J0CTyma B
ANIEKTPOHHYI0 HH(POpMAIIMOHHO-00pa3zoBarenbuyto cpeny HU TI'Y, mynbrumenuna-nmpoexTop,
IUPOKOGOPMATHBI  dKpaH (TEIeBU30p), aKycTHueckas cuctemMa (Uit OTOOpaXKeHUsI
Tpe3eHTAIHIA).

Jnis  mpoBeneHHs MPAaKTHMYECKMX 3aHATHUH HeoOXoauMma ayauTOpHs, OCHAIlleHHas
00OpyJOBaHMEM W TEXHUYECKHMMH CpeACTBaMH OOy4YeHMs: KOMIBIOTEp IperoaaBaTelis
(HOYTOYK), IepCOHANbHBIE CTY/I€HYECKHE KOMIBIOTEPHI C MOAKIIOUEHHEM K ceTu «HTepHeT» 1
obecrieueHneM JOCTyIa B AJIEKTPOHHYIO MH(POpPMaIMOHHO-00pa3zoBarenbuyto cpenxy HU TI'Y,
MYJIbTUME/IHA-TIPOEKTOP, MHPOKOPOPMATHBINH SKpaH (TEJIeBU30p), aKyCTHYECKas cucTeMa (s
0TOOpaKEHUSI TPE3CHTAIIHIA).
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[Tomermenust yIsi cCaMOCTOATENBHON PabOThl O0YUYaAIOIMUXCS OCHAIEHBI KOMIBIOTEPHOM
TEXHUKOW C BO3MOXKHOCTBIO MOJKIIIOUEHUs! K ceTn «MHTepHEeT» U obecreunBaronme J0CTyI K
AIIEKTPOHHOMN oOpa3oBarenbHOM cpene HU TT'Y.

Hepeqenb JIMICH3UOHHOTO Hu CB060)1H0 pacnpocrpansiemMoro MMporpaMMHOro
06CCHC'{CHI/IH, B TOM YHUCJIC€ 0T€YECTBCHHOI'0O IPOU3BOACTBA

JInst mpoBeieHHs JIEKIIMOHHBIX M MPAaKTHYECKUX 3aHATHH HEOOXOAMMO JIMIIEH3HOHHOE
obecnieuenne: OC Windows 10 Pro, Microsoft Office crannaptasiii 2010, Dr. Web Desktop
Security Suite, Opay3ep mocieaHelH BEpCHH.

12. 5sI3bIk mpenogaBaHUs — PYCCKUH.
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