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1. lesab u n1aHUpyeMble Pe3yJbTAThl 0CBOCHHS IMCIHIJIHHBI

[{enpro OCBOEHUS TUCIUTLINHBI SBISETCS (OPMUPOBAHUE CISAYIOMINX KOMITCTSHITUH:

OIIK-5 Cmocoben pa3pabarbiBaTh TmIpoliecCyaldbHbIe JOKYMEHTBI B cdepe cBoeit
npodeCcCUOHATBLHOMN 1eATETFHOCTH.

[TIK-4 CriocobeH cobmoaaTh B mpohecCHOHAIBHOM ACSITEIIBHOCTH TPeOOBaHUs B 00JIaCTH
3amUThI UHOOPMAIIHH.

YK-4 Cnocoben npuMeHITh COBPEMEHHbIE KOMMYHUKATUBHbBIE TEXHOJIOTHUH, B TOM YHCIIE
Ha MHOCTPAHHOM(BIX ) sI3bIKe(axX), ISl aKaAEMHYECKOTro U MPOoeCCHOHATHHOTO B3aNMOICHCTBHS.

PesynpTaTramu ocBOEHUS NUCUUIUIMHBI SIBISIOTCS CIEIYIONINE WHAUKATOPBI JOCTHXKEHUS
KOMIIETEHLIH:

HOIIK 5.1 CocraBiisieT mporeccyalibHble JOKYMEHTHI B chepe cBoer mpodeccroHanbHON
JIeATETbHOCTH

HIIK 4.1 3naer o6mme TpeOOBaHUS HOPMATHBHBIX MPABOBBIX aKTOB B OOJIACTH 3aIUTHI
uH(pOpMAIIMK, OCHOBHBIC CIOCOOBI COOMIOACHHS H OOCCICUYCHMS 3allUThl HHPOPMAIUH;
OCHOBHBIE TIOHSATHUS, UCIIOJIb3yEeMbIe IIPHU pabOTe ¢ MePCOHANBLHBIMU JaHHBIMH; OTBETCTBEHHOCTh
3a HapylIeHHE 3aKoHoJaTenbcTBa Poccum B oOmacté 3ammtel wH(OpManuu;, O0a30BbIC
MOJIO’KEHHUS MIPaBa UHTEIIEKTYaIbHONH COOCTBEHHOCTH

UIIK 4.2 Cobmomaer B mpoPeCCHOHAIBHON JACSITEIBHOCTH OCHOBHBIE TPEOOBAHMS
HOPMATHUBHBIX MPABOBBIX aKTOB B 00JAcTH 3alMThl HHQPOPMAIIMOHHON 0€30MacHOCTH;
oOpaleHus ¢ JOKyMEHTaMH, COJEPKAIMMHU IePCOHATbHBIC TAHHBIE

UIIK 4.3 Tlpumensier B mpohecCHOHANBHOM NeATEIbHOCTH TPeOOBaHUS HOPMATHBHBIX
MPABOBBIX AKTOB B OO0JIACTH 3aIIUThl MH()OPMAIMM; 3HAHWUS CHCTEMBI 3aKOHOJATCIILCTBA B
obnmactu HWHQPOPMAIIMOHHON Oe3omacHOCTH; Oa30BBIMM  HABBIKAMHU IPABOBOM  3all[UTHI
MH(POPMAIIMOHHBIX CUCTEM

NVYK 4.1 JleMOHCTpUpYET HABBIKM YCTHOM M NHUCBMEHHOW JEJI0BOM KOMMYHUKALUU Ha
PYCCKOM M HMHOCTPAHHOM S3bIKaX B pPa3HBIX (OpMax B COOTBETCTBUU C IOCTABICHHBIMH
3aJauaMu

NYK 4.2 BolOupaeT Ha TOCyAapCTBEHHOM W HHOCTPAHHOM (BIX)  sI3bIKax
KOMMYHHKATHBHO TIpUEMJIEMblE CTUIb JIEJIOBOTO OOIEHHUs, BepOalbHblE U HeBepOaNbHbBIE
Cpe/ICTBa B3aMMO/JICHCTBHS C MApTHEPAMU

NYK 4.3 Hcnons3zyeT MHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TPU TIOUCKE
HE0OXoAMMON MH(POpPMAIIMK B TMPOIECCE PEIICHUS Pa3IMYHBIX KOMMYHHMKATHBHBIX 3a7ad Ha
rOCy/1apCTBEHHOM U MHOCTPAHHOM (BIX) SI3BIKAX

2. 3a1a4u 0CBOEHUSI TUCIUTLIMHBI

- Hayuuthcst paszpabaThiBaTh M MPaBUWIBHO O(OPMIIATH IOPUAMYECKHE U CIIy)KEOHBIE
JOKYMEHTbI OCBOMUTH JICJIONPOU3BOJCTBEHHYIO TEPMHMHOJIOTHIO; OCHOBHBIE HOPMAaTHBHO-
METOJUYECKHE MATEPHAJIbI 10 JOKYMEHTUPOBAHUIO YIIPABIEHUYECKON JAESITEIbHOCTA U OCHOBHYIO
HAy4YHO-HCCIIEIOBATENbCKYI0 JIMTEpaTypy B 00JIaCTH JI€JO0NPOU3BOJICTBA; 3aKOHOMEPHOCTHU
pasBUTHS JIOKYMEHTa M CHUCTEM JOKyMEHTAIlMH; OCOOCHHOCTH (POPMUPOBAHUS CTPYKTYPHI,
GyHKIUI, IITaTHOTO COCTaBa JIEJIONPOU3BOJACTBEHHBIX TMOApA3/IeIeHUH U 00S3aHHOCTH
CITy’KaIIuX

- HayuuTbcs opopMIIsiTh TOKYMEHTHI C CIIOJIb30BAHUEM SI3bIKOBBIX BAPUAHTOB; YHU(PUIIUPOBATD
TEKCThl JIOKYMEHTOB B COOTBETCTBUUM C TpeOOBAaHUSMH TOCYJApCTBEHHBIX CTaHAAPTOB;
OTIpEeAeNATh UCTOPUUECKYIO U MPAKTHUECKYIO IEHHOCTh JOKYMEHTOB

- Brnaners: HaBblkamMu pa3zpaOoTku W O(QOPMIICHHS JOKYMEHTOB, HAaBBIKAMU YIIpPaBJICHUS
JIOKYMEHTall1H.

3. MecTo AMCHUIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

Juctunnuaa otHOCUTCS K biioky 1 «/lucuuminabl (MOTyn)».



JlucruniamHa OTHOCHTCS K 4YacTH 0oOpa30oBaTelbHON MporpamMMmbl, (OpMHpPYyeMOit
YYaCTHUKaMU 00pa30BaTeNbHBIX OTHOIICHUH, Ipe/yiaraeTcsi 00y4aronmmcest Ha BBIOOD.

4. Cemectp(bl) ocBOeHHs U GopMa(bl) MIPOMEKYTOUHOI ATTECTAUMHU MO TUCIHHUILJINHE

[TaTe1il cemectp, 3a4eT

5. BxoaHble TpeOoBaHMsI AJIsl OCBOEHUS M CHUTIITHHBI

Jlist yCHemHoro OCBOCHHUS AUCIUILTUHBI HEOOXOAMMBI KOMIETEHIINH, COPMUPOBAHHBIE
y oOyd4arommxcs B pe3yjJbTaTe OCBOCHHUS TaKMX IUCHUIUIMH, Kak «l'ocymapcTBeHHOe
ynpasinenue», «Wupopmatuka u WHPOPMALMOHHBIE TEXHOJOTHH B MPO(HECCHOHATBLHON
NeaTeIbHOCTHY, « TpynoBoe mpaBoy, « TeXHUKa IOPHINYECKOTrO MUChMay U JIp.

6. SI3bIK peaau3anuu

Pycckuii

7. O0beM TUCUMILIHHBI

OO0wast TPyA0EMKOCTh AUCLHUILIMHBI COCTABISAET 2 3.€., 72 4acoB, U3 KOTOPBIX:
-JIeKIMHU: 4 4.

-IPaKTHUYECKUE 3aHATUSA: 2 Y.

O0BeM caMOoCTOSTENBHOM pabOTHI CTY/IEHTA ONPEACIICH YUCOHBIM IIIIAHOM.

8. Coaep:xkaHue TUCHUILINHBI, CTPYKTYPHPOBAHHOE 110 TEMaM

Tema 1. [IpourcxoxaeHue TOKYMEHTOB, HX COI[HATIbHAS CYITHOCTh M (DyHKIIHH
[Ipocreiimue cnocobbl U cpeAcTBa Mepenayd HHPOpPMAIMM BO BPEMEHH M MPOCTPAHCTBE.
[lepBoie  wH(OpMAIMOHHBIE  TEXHOJOTMM B  HCTOpUM  dYenoBedecTBa.  llosiBieHme
JIOKYMEHTHPOBAHHON HH(OpMAIIHH.
Pacimpenne  noHsTHsS  «IOKyMeHT».  [IpaBOBOM,  yNpaBIE€HYECKHM, HCTOPHYECKH,
MH(POPMALIMOHHBINA aCMEKThI B ONPEAETICHUN JOKYMEHTA.
ConmanbHas cymHocTh AokyMeHTa [lonstue «pyHKIus qOoKyMeHTay, e€ 3HaueHue. OCHOBHbIE
(GYHKIMM ~ JOKYMEHTa, UX OCOOEHHOCTH. 3HaueHHe JIOKYyMEHTOB s  peaju3aluu
yrOpaBiieH4YecKuX pemeHuil. OlieHKa COBPEMEHHOTO COCTOSIHMS J€JIONpPOU3BOJCTBa. BiusHue
aBTOMATH3UPOBAHHOM TEXHOJOTMM 00pabOTKH JOKYMEHTOB Ha JEJIONpPOU3BOJACTBO. BimsHue
XapakTepa ynpaBJICHUs, PUHLINIIOB NPUHATUS YIPABICHYECKUX PEIICHUN HA OPraHHU3alUI0 U
TEXHOJIOTHUIO JCJIONPOU3BOACTBA.
Tewma 2. HopmaTuBHO-MeTOIMUECKast 6a3a COBPEMEHHOTO JIEJIONPOU3BOICTBA
OCHOBHBIE 3aKOHOJATEJIbHBbIE TIOCTAHOBJIEHUS MO paboTe ¢ JOKyMeHTaMu. EnunHas
rocynapcrBenHas cuctema (EI'CJl) u ocHoBHBIE ee HampaBiieHHs. Y HU(DUIIMPOBAHHBIE CUCTEMBI
JIOKyMEHTALUU. YHuduuupoBaHHas cucremMa OpraHU3alMOHHO-PACIIOPSAAUTEIbHON
nokyMmeHTtanuu. Kiaccuukaropsl TEXHUKO-DKOHOMUYECKOW M COLUAIBHON HH(OpMAaIMH.
HopmaTtuBHBIE JOKYMEHTSBI 110 TPYAY U OXpaHe Tpyaa. ['ocyapCTBEHHbIE CTAaHAAPTHI, UX POJIb U
3HayeHue. CrangapTel mnpeanpusTHil. TumnoBas HMHCTPYKUMS IO JEJIONPOU3BOJCTBY B
MHUHHUCTEPCTBAX U BeAOMCTBax Pd.

Tema 3. [IpaBuia coctaBieHus u opOpMIIEHUSI JOKYMEHTOB
Knaccupukanus u yHudukanus mokymeHToB. OCHOBHBIE TpaBMJIa COCTAaBJIEHUS TEKCTa
JIOKYMEHTOB. XapaKTepUCTHUKa [ 0CymapCTBEHHOTrO cTaHiaapTa «YHHU(GUIUPOBAHHBIE CHUCTEMBI
JIOKyMEHTALUU. YHuduuupoBaHHas cucremMa OpraHU3alMOHHO-PACIIOPSAAUTEIBbHON
ToKyMeHTaluu. TpeboBaHUs K cOCTaBIEHUIO JOKyMeHToB». [locTpoenue Gopmymsipa - o6pasia.
WunuBuayanbHbli 1 TUNIOBOM (GopMyssipel. YcioBHBIH ¢Gopmyisap. [lpaBuna odopmienus
MOCTOSIHHBIX W TEPEMEHHBIX PEKBU3UTOB JIOKYMEHTOB. TpeOoBaHus k Onankam. OCHOBHbIE
TpeOOBaHUS K TOKYMEHTaM, U3rOTOBJICHHBIM MAIIMHOMKUCHBIM CIIOCOOOM.



TpeGoBaHMsI K H3rOTOBJIEHUIO, Y4Y€Ty, MCIOJIB30BAaHUI0 M XPAaHEHUIO OJAHKOB C
BOCIIpou3BeieHHeM TrocyaapctBeHHoro ['ep6a P® u I'epboB CyOnextoB P®. ITpumepHsiii
nepeveHb JOKyMEHTOB, Ha KOTOpBIX cTaBUTCs ['epOoBast nevars.

Tema 4. OcobeHHOCTH COCTABICHHS OJIAHKOB JICTIOBBIX IOKYMEHTOB
Bunel u dopmarer 6ymaru. HOpummueckas cuina AoKyMeHTa. VHAMBUIAYalbHBIH W THUIIOBOU
dopmyisiper. Dopmyisip-oOpazen. YciaoBHBIN GopMynsp (JlaTuHCKas cxema). Mcropudeckue
9Talbl CKJIAIBIBAHUS M Pa3BUTHUS (OpMyJisipa TEKCTOBOIO JOKyMeHTa. TpeOoBaHMs K OjaHKaM.
OcHoBHBIE TPeOOBaHMS K TJOKYMEHTaM, H3TOTOBJICHHBIM MAIIMHOIMCHBIM CIIOCOO0OM.
TpeboBaHMsI K M3rOTOBJIIEHUIO, Y4Y€Ty, MCIOJBb30BAaHUID M  XPAaHEHHIO OJIaHKOB C
BOCIIpou3BeIeHHEeM rocyaapcTBeHHoro ['epo6a PO u 'epbo CyobekToB PO.
HaumenoBanue Buaa nokymenta. OOo3HaueHHE aBTOpa M cocTaBUTeNs. biaHk JokyMeHTa.
Ob6o3nauenue anpecata. OCOOEHHOCTH NATHPOBKH JOKyMEHTa. MECTO M XapakTep HOJImHcei
nokymenTa. [{udposas moanucek. Buasr nmeuarei.
[TomeTsl M OTMETKH Ha TOKyMEHTax. Bujipl, Ha3HAYCHHE OTMETOK, X MECTO B (hopMyJIsipe.

Tema 5. PekoMeHaanuu Mo COCTaBIEHHUIO TECTOB JAEJIOBBIX JOKYMEHTOB
TekcT nHOKyMEeHTa, €ro OCOOCHHOCTH TIpU pa3IMYHbIX CIOCO0aX JOKYMEHTHPOBAHUA.
B3aumocss3b coneprxkanus 1 popMbl JoOKyMeHTa. TUIbI TEKCTA. DIEMEHTHI TEKCTA.
Jlunrsuctuyeckue ocoOeHHOCTH JokyMeHTa. CrTuiMcTuka JenoBol peuu. Buabl mnpaBku
TeKcToB. OOLIENPUHATHIE CTUIIEBBIE 00OPOTHI. YINOTpeOIeHHe MPONUCHBIX U CTPOYHBIX OYKB.
Jonyctumble u Hanbosee ynorpediisseMble COKpalleHusl cioB. YacTo BCTpeyaemble OIIMOKH B
JIeIOBOM JIOKyMEHTallMM TeXHUKa NpaBKM TEKCTOB. VICHonb30BaHHWE KOPPEKTYPHBIX 3HAKOB.
HenoBas nexcuka. Mopdomoruueckue cpencrBa si3blka JAeoBoro odOmeHus. OcobeHHOCTH
IPaBOMNMCAaHUS Ha3BaHUM JOKYMEHTOB, YUPEXIEHUH, opraHu3auui, NpeAnpusTHiA, JOIKHOCTEH,
3BaHUH, 1aT, yncen. CHHTaKCHYECKHEe OCOOCHHOCTH JIOKYMEHTA.
YHaudukanus tekcra JoKymenTa. [Ipeanocbuiku u Mero bl yHUGUKauu. Popmsl yHUPUKALUK:
TUTIOBOM, TpadapeTHbIl TEKCTHI, TaOnuua, aHKeTa, rpadukd, IuarpaMMbl. PemaktupoBanue
JNOKyMEeHTOB. OCHOBHBIE 3Tarbl paboThl HAJl TEKCTOM.
Tema 6. JlokymMeHTHpOBaHKE OpraHNU3aMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTOB
YHUGHUIMPOBaHHAs CUCTEMa OpPraHU3aMOHHO-PACTIOPAAUTENbHOM TOKYMEHTAlluHU, €€ COCTaB U
0ocoOeHHOCTH. Bupl 1 Ha3HaueHHE CITy:)KeOHBIX JOKYMEHTOB. TpeOoBaHMsI K UX COCTaBJICHUIO U
odopmiaenuto. [loaroroka u opopmiieHue nprukasoB. OcoOEHHOCTh 0(OPMIICHUS BBIITUCKU U3
npuKa3za. Y4YeT, XpaHeHHEe W KOHTpPOJIb 3a MCIOJHEHHEM Mpuka3oB. Cnenuduka HamucaHUs
yYKa3aHUM, pacnopsbkeHui, MHCTpykKuuil. IlocTtpoeHume TekcTa  KOHCTAaTHpYyHOLEH U
pactopsAUTENbHOM YacTU JIeJIOBOTO JOKyMEHTa. YcCTaB, poOjb ycTaBa B JESITEIbHOCTH
IPEIITPUATHSL.

Tema 7. OcobeHHOCTH HHPOPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB
BcnomorartenbHplii  XapakTep HMH(MOPMALMOHHO - CHPAaBOYHBIX MaTepUAIIOB B YIPABICHUU
npousBojcTBa. Mx cocraBnenue u odopmienue. CrnpaBku. OCHOBHBIE PEKBU3HUTHI CIPABOK.
Axtel. TpeOoBanus Kk odopmieHHIO akToB. JloKiagHble U OOBACHUTENbHBIE 3aIUCKH.
CooOuienust, nepenaBaeMble 3J1EKTPOHHOM MOYTOM.

Tema 8. OcHOBHBIE TOKYMEHTHI KOJUIETHAJIBHBIX OpPraHOB
OpranuzalvoHHO - TEXHUYECKHE MEPOIpPHUSATHS MO TMOATOTOBKE M MPOBEACHUIO COBEIIAHMM.
[lpaBuna HanmucaHus JOKJIaga, oTdera.  IpebOOBaHUS K COCTaBICHHIO U  O(OPMIICHUIO
MPOTOKOJOB. XapaKTEPUCTHKAa BBOAHOM W OCHOBHOM YacTH MpPOTOKOda.  Beimucka wu3s
IIPOTOKOJIA. PEKBU3UTHI TOKYMEHTOB KOJUIETHAJIBHBIX OPTaHOB.

Tema 9. TpeGoBanus kK 0POPMIICHUIO TOKYMEHTOB MO JTUYHOMY COCTaBY
OcobeHHOCTH O(QOPMIICHHS JTOKYMEHTOB MO JIMYHOMY COCTaBy. XapaKTEpUCTHKA OCHOBHBIX
JOKYMEHTOB 1O JMYHOMY COCTaBy. 3asiBJI€HHE, €ro PEeKBU3UTHIL. Bunapl 3asBieHuii, mpasuia
cocTaByieHUs 1 opopmieHus ux. [Ipukassl Mo THYHOMY COCTaBY.
CtpykTypa U oQopMIIEHHE XapaKTepUCTHKHU. JIMyHAas KapTOuyka, JUYHBIM JIMCTOK MO YYeTy
KazpoB. ABToounorpadus. IloaroroBka u ponb KOHTpakTa. JJoBepeHHOCTh U pacnucka. Pesrome,
BU3HUTHAs KapTOUKa.



Tema 10. OcobeHHOCTH TOATOTOBKU U 0(OPMIICHHUS JIETIOBOTO MHUChMa
[IpaBuna u TpeOOBaHHS K JAEJIOBOMY IUChMY. XapakrepucTuka Omanka mucbMa. CocraB
PEKBU3HUTOB oduIanpbHOro nmucbMa. Bunbl nuceM. Crienuduika HamvcaHUs BCTYNMUTEILHON U
3aKJIIOYMTEILHOM YacTH JEJOBOrO0 MUChMA. 3HAYEHUE COMPOBOJUTEIBHOTO MHUChbMa, MUCHhMA
HaITOMHUHAaHUS, MMCbMa-0TBETA U T.I. MeXIyHapOIHbIE TUChMA.

9. Tekymuii KOHTPOJIb N0 JUCHHUIINHE

Texkymuil KOHTpOJb IO AWCHUIUIMHE MPOBOAUTCS IyTEM KOHTPOJIA IOCEUIAEMOCTH,
IPOBEICHUS KOHTPOJBHBIX paboT, TECTOB MO JIEKHMOHHOMY Marepuaily, B Qopme:
CaMOCTOSITEeNIbHOM pabOThI 10 pa3pabOTKe KOHKPETHBIX BUAOB JOKYMEHTOB, TECTOBBIX 3a/IaHUM.

Meronuyeckue peKOMEHJAalMM 110 BBIIOJIHEHUIO BCEX BUAOB TEKYIIEr0 KOHTPOJIS
MIPE/ICTABJICHBI B OLIEHOYHBIX MaTepUaiaX IUCLHUILINHBIL.

[Ipu nmoaroroBke Kk 3a4€Ty BHayaje CIELYET MPOCMOTPETh BECh MarepHall 10 cAaBacMOMN
TUCIUIINHE, OTMETUTH i ceOsl TpyaHble Borpochl. O0sa3aTeIbHO B HUX pazoOpaThes. Brnanets
HaBbIKAMM, IOJYYEHHBIMH Ha IMPAKTUYECKUX 3aHATUAX. YMEThb COCTaBUTb U IPABUIBHO
0(OPMHUTH KOHKPETHBIE BU/IBI JIOKYMEHTOB.

Texymmii KOHTPOIb PUKCHpyeTcsi B (hopME KOHTPOIBHOM TOUKH HE MEHEE OJTHOTO pas3a B
ceMectp.

OueHouHble MaTepuajbl TEKYIIETO KOHTPOJsA pa3MmelieHsl Ha caiite TI'Y B pazgene
«Mudopmarus 06 o6pa3oBareIbHOM mporpaMmme» - hitps://www.tsu.ru/sveden/education/eduop/.

10. lMopsaiok NpoBeAeHUs] U KPUTEPUH OLIEHUBAHUS MPOMEKYTOYHOM aTTecTannu

3adyer B MATOM CEMECTpe Ui aTrTecTallMk OOYyYarolIUXCsl HCIOIBb3YIOTCS THUIIOBBIE
KOHTpOJbHBIE 3aAanus. [IpogomxurenbHoCTh 3auera 1 yac.

OrneHoYHBIC MaTEpHAIIBI JIJIsl TPOBEICHUS MTPOMEKYTOUHON aTTECTAIlMM Pa3MEIIECHbI Ha
cahte TI'Y B pasmene «MHdopmanus o0  oOpa3oBaTelbHOW  mporpaMme» -
https://www.tsu.ru/sveden/education/eduop/.

11. YyeOHO-MeTOAMYECKOE 00ecIIeueHHue

- DIEeKTPOHHBIN y4eOHBIH Kypc MO TUCIUIUIMHE B 3JIEKTPOHHOM yHUBepcutere «IDO» -
https://ido.tsu.ru/course/view.php?id=00000
- OueHoYHbIE MaTepHANIbl TEKYILIEr0 KOHTPOJS M IMPOMEXKYTOUHOW AaTTeCTallMu 10

JUCITUILINHE.

— KOMIUIEKT IPE3EHTALNI

— KOHCIIEKTBI JIEKIIUNA

— yueOHyI0 (OCHOBHYIO M JIOTIOJHUTEIBHYIO) JTUTEPATYPy

— METOJIMYECKUE YKA3aHUS 110 OCBOCHUIO JUCUUTUIAHBI

— METOJMYECKHE PEKOMEH/IAIIMU TI0 BBITIOTHEHHIO MPAKTUYECKUX paboT

— TEMBI 3CCe

— KOMIUIEKT OLIEHOYHBIX CPEACTB VISl TEKYILIETO U UTOIrOBOTO KOHTPOJIA

— KpPUTEPUU OLIEHKU 3HAHWH, YMEHUW, HABBIKOB, MPAKTUYECKOTO OMbITA IO BCEM BHJAM
KOHTPOJISI 3HAHUH Y 00y4aronuxcs.

CamocrosiTenbHas paboTa CTyIEHTOB 10 AUCITUTUTHHE MPE/I0IaraeT:

— U3y4YeHHUE JICKINI U KaYeCTBEHHYIO MOATOTOBKY KO BCEM BHIaM yUeOHBIX 3aHSATHI;

— W3yYEHUE OCHOBHOW W JIOMOJHUTEIBHOW JIUTEPATyphl MO MPEAMETY, HCIOJb30BAHHUE
pecypcoB HH(OPMAIIMOHHO-TEIEKOMMYHHUKAITMOHHON ceTu HTepHeT

— MOJTOTOBKY K pa3pabOoTKe WHIWBHAYATbHBIX 3aJaHUN Pa3IMYHBIX BUIOB JTOKYMEHTOB,
BBIIIOJIHEHHE TECTA.

— IIOATOTOBKY K 3a4€Ty.



https://www.tsu.ru/sveden/education/eduop/
https://www.tsu.ru/sveden/education/eduop/
https://moodle.tsu.ru/course/view.php?id=00000

IIpasuna camocmosamenvHoll pabomvi ¢ aumepamypotl: Ipu paboTe ¢ KHUTOW HEOOXOIUMO
nonodpaTh IUTEPaTypy, HAYUYUTHCS TNPABUIBLHO €€ YuTaTh, BecTW 3amucu. [lns mombopa
JUTEepaTyphl B OMOIMOTEKE UCTOIB3YIOTCS allpaBUTHBIN M CHCTEMaTH4eCKHil kaTanoru. BaxHo
MOMHHTbH, YTO PAlMOHAIBHBIC HAaBBIKA PAaOOTHI C KHUTOH - 3TO Bcerga OoJblasi 3KOHOMUS
BpeMeHH U cui. [lpaBuibHBIM TONOOp JUTEpaTyphl PEKOMEHAYETCS MpenojiaBaTeieM |
npuBoAuTcs B 1.11.

Wzyvast marepuan mo y4eOHUKY, CIEAyeT MEePeXOIUTh K CIEAYIOIIEMY BOIPOCY TOJIHKO
MOCJI€ MPaBUIILHOTO YSICHEHUS MPEbIAYIIEro, OMKUChIBasg Ha OyMare BCe BBIKJIAJKU U TE€3UCHI (B
TOM YHCIIe T€, KOTOpble B yueOHUKE OIYIICHbl WU Ha JEKIUH JIaHbl JUI1 CaMOCTOSITEIILHOTO
BbIBONa). [lpm wu3ydyeHMu JrO00H JWCHMIUIMHBI OOJBIIYI0O W BaXHYI pOJIb HUIpaer
camocTosiTeNlbHas MHIUWBUAyanbHas pabota. Ocoboe BHHMaHHME cleAyeT OOpaTUTh Ha
OTIpe/IcNIieHUe OCHOBHBIX MOHATUH Kypca. CTyIEHT MOJDKEH MOApPOOHO pa3dupaTh MPUMEPHI,
KOTOpBIE TMOSICHSIOT TaKWe OINpEeIeNieHUus, M yMETb CTPOUTh AaHAJOTUYHBIE MPUMEPHI
camocTosTeNbHO. Hy)XHO JOOMBATHCS TOYHOTO MIPEJICTABICHHS O TOM, YTO H3ydaenib. [lone3Ho B
TeTpaau (Ha CIEUUATbHO OTBEIACHHBIX MOJISAX) JOMOJHATh KOHCHEKT OMbBIT MOKa3bIBAET, YTO
MHOTHM CTYyJCHTaM TIOMOTaeT COCTaBJIEHUE JIUCTa OIOPHBIX CHUTHAJIOB, COJEPXKAIIETO
Ba)kHeHIIMe U HanboJiee 4acTo ynoTpebisieMble MOHATUS U MOJ0XKeHHs. Takoil TUCT moMoraer
3alIOMHUTh OCHOBHBIC TIOJIOKCHHUSI JIEKIIMM, a TakXKe€ MOXET CIYKUTh MOCTOSHHBIM
CIIPABOYHHUKOM JUJIsl CTYICHTA.

PaznuuaroT nBa Buaa yTeHUs: MEPBUYHOE U BTOpUUYHOE. [lepBrUuHOE - 3TO BHUMATENBHOE,
HETOPOILTUBOE UTEHUE, P KOTOPOM MOXKHO OCTAaHOBHUTHCS HAa TPYIHBIX MecTaX. [locne Hero He
JIOJKHO OCTAThCsl HU OJIHOTO HEMOHSATHOTO cioBa. ConepkaHue HE BCETr/ia MOXKET OBITh MOHSITHO
MocJIe TEPBUYHOrO YTEHMS. 3aJadya BTOPUYHOTO UTEHHUS - I[IOJHOE YCBOECHHME CMBICIIA
MPOYMUTAHHOTO B IIEJIOM (IO CUETYy 9TO UYTEHHWE MOXKET ObITh U HE BTOPHIM, a TPETHUM HIIU
yeTBepThiM). CaMocTosTenpHas paboTa ¢ yueOHUKaMHU M KHUTaMH (a TaKkKe CaMOCTOSITEIbHOE
TEOPETHUECKOE HCCIIEIOBaHUE MPOoOJieM, 0003HAYCHHBIX IMPENOoJaBaTelieM Ha JICKIUAX) — ATO
BakHei1Iee yciaoBue GopMUpoBaHUS Y ceOsl TEOPETUUECKUX 3HAHUN U MTPAKTHUECKUX HABBIKOB.

N3yuaTh Kypc pEeKOMEHIyeTCsl B COOTBETCTBMM C TOW IOCIEA0BATEIbHOCTHIO, KOTOpPas
obo3HaueHa B pabouedd mporpamme. Bce Tembl B3aMMOCBSI3aHBI U TIO3BOJISIIOT CTYJEHTaM
MOCTETNIEHHO OCBaMBATh TEOPUIO U NMPAKTHKY.

HporpaMMa JAUCHUIINIMHBL NOpPEAyCMAaTpHUBACT JICKIWUHU, MPAKTHYCCKUC 3aHATHUA U
CaMOCTOSITENIbHYIO paboTy CTYyIEHTOB.

Ha nexumsax nsnaraercs OCHOBHOM TEOPETUUYECKUN MaTepual Kypcea.

[TpakTuyeckue 3aHATUS NPEAYCMAaTPUBAIOT 3aKPEIUIEHHE OCHOBHBIX TEOPETUYECKUX
BOIPOCOB JaHHOW JAWCHUUIUIMHBI U (OPMHUPOBAHUE YMEHMH M HABBIKOB, HEOOXOIMMBIX JUIS
aHanM3a ¥ MHTEPHpeTalliy pa3inyHoro poaa uHpopmanuu. 3amaHusi MOJOOPaHBI TaK, YTOOBI
OXBaTUTh KAaK MOXXHO OOJIbIlIE BOIPOCOB, YTO CHOCOOCTBYeT Oojiee TIIyOOKOMY YCBOCHHIO
npoiinenHoro Mmarepuana. Oco0oe BHHUMaHHE YAEIseTCs NPAaKTUYECKOM HampaBIeHHOCTH
npeiaraéMblX  3a7ia4, pa3BUTHI0 W COBEPIICHCTBOBAHUIO CIIOCOOHOCTEW TPENICTAaBIISATH
pe3yJIbTaThl CBOEH PabOTHI, TIOTHYECKH apTyMEHTHUPOBAHHO 000CHOBBIBAThH CBOIO IMO3UIIHIO.

OT}ICJ’[BHI)IG JCKOMHU W HOPAKTHUCCKUEC 3aHATHUA MPOBOAATCA C  HCIIOJIB30BAHUEM
BCIIOMOTATENbHBIX  CPEACTB:  pa3laTOYHBIX MarepuanoB (MeToAuyeckoe Tmocobue 1o
BBIMIOJTHEHUIO KOHKPETHBIX 3aJaHMi), MYJIbTUMEIUNHBIX Mpe3eHTalul, OoJblIas 4YacTh
JTUTEpaTyphl U Mpe3eHTaluu BeutoxkeHo B IDO.

12. Mlepeuens y4ueOHOii TUTEpaTyphI U pecypcoB ceTu UHTepHeT

I'OCT P 7.0.97-2016. HanumonaneHelii ctanmapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJapTOB 10 WHMOpMAIK, OMOTHOTEUHOMY M H3aTEIHCKOMY J1eny. OpraHu3alMOHHO-
pacriopsiauTenabHas JOKyMeHTauus. TpeOoBaHUS K O0pOPMIIEHHIO JOKYMEHTOB. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 216461/



http://www.consultant.ru/document/cons_doc_LAW_216461/

a) OCHOBHAas JTUTEpaTypa:

1. Hoponmua, JI. A. OpraHuzanus ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOeCreYeHUs
yopaBieHUs: y4eOHHMK U MpaKTUKyM JJid akajaeMmuuyeckoro OakamaBpuara / JI. A.
Hoponuna, B. C. UputukoBa. — M.: U3znarenasctBo FOpaiit, 2022. — 233 ¢. — (Cepu :
bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-534-04568-0. — Pexum nocryma:
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

2. banr B. C. JlokymeHTaioHHoe odecrieuenue yrpasienus. FOpuaudeckas TexHuka : yueOHoe
nocobue i CIIO : Vuebnoe nocodme. — M: HzmarensctBo HOpaiit, 2021. — Pexxum
JOCTYTIA: http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9A5D-
C80DECCI9CE:No

3. Comnorydo O.I1. [enonpou3BOJCTBO: COCTaBJICHHE, PEIAKTHPOBaHHE M 00paboTKa
JTOKYMEHTOB. Yueb. mocodue. M.: Omera-JI, 2021, 206 c.

0) JOMOIHUTEIbHAS TUTEpaTypa:

1. beikoBa T.A. JlokymentoBenenue. [locobue k mpaktuueckum 3anstueM 4.2. Tomck: U3a-
Bo TI'Y, 2022. — 54 c.

2. brikoBa T.A. YnpaBneHueckoe HOKyMEHTOBeAEHHUE. YUeOHO-METOANUECKUI KOMILIEKC.
Tomck. TI'Y. 2021. Dnekrponnblii pecypc: http://edu.tsu.ru/eor/resourse/ 724/tpl/
index.html

3. HUsanosa A.JO. Pycckuii sS3bIK B JI€IOBOM JOKYMEHTAIUK: YYEOHUK U MPAKTHKYM IS BY30B. —
M: msp-Bo IOpaiit. 2018. Pexxum mocryma: http://www.biblio-online.ru/book/A9822169-
D834-44A4-87C0-CD6B14681E8E

4. TanaxoB B.B. [lenonpousBoactBo. O6pasupl. JJokymeHTbl. OpraHu3anusi U TEXHOJIOTUS
pabotel. bonee 120 mokymenToB. -3-¢ u3j., nmepepad. u gom., CII6.: [Turep, 2021. — 178

c.
5. Jlobpoxorosa E.H. IIpodeccrnonanpHbIe HABBIKM IOPUCTA: YUCOHHK IS aKAACMHIECKOTO
OakamaBpuata. — M: WMzparensctBOo IOpaiir, 2018. 326 c¢. — Pexum noctyna:

http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668

6. JlokyMeHTalMOHHOe obeclieueHue yrnpaBieHus (aeraonpou3BojacTBo). Yuebd. Ilocobwue.
[Tox o6mr. pen. T.B.Ky3uenosoit. M: UTHOPA-M, 2022. 303 c.

7. KupcanoBa M. B. CoBpemeHHOE A€I0NpPOU3BOACTBO yueOHOoe mocobue. M.: Poc. akaf.
roc. ciyx0bl ipu [Ipesuaente PD, Cub. akan. roc. ciyx6sl. M.: UHOPA-M, 2011, 310
c.

8. IllysamoBa H.H. JlokymMeHTarmmoHHOE O0eCTiedeHrne YIPaBICHUS: YYeOHUK U MTPAKTHKYM
st CIIO. — M: UzgarensctBo FOpaiit, 2018. 326 c. — Pexum gocryna:
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5CO7

B) pecypchl cetu HTepHeT:

— OTKPBITHIE OHJIANH-KYPCBI

- CnpaBouHo-TIpaBoBO# pecypc «'apant». Pexxum noctyna: www.garant.ru

— O6mepoccuiickas  Cetb Koncynerantllmoc CrpaBouHas mpaBoBas —CHUCTEMA.
http://www.consultant.ru

13.IlepeyeHb HH(POPMALHOHHBIX TEXHOJIOTH I

a) JIMIIEH3NOHHOE U CBOOOTHO PACTIPOCTPAHIEMOE MPOTPaMMHOE 00ECTICUCHHE:

— Microsoft Office Standart 2013 Russian: maker mporpamMm. Brito4aeT mpHIOKeHHs:
MS Office Word, MS Office Excel, MS Office PowerPoint, MS Office On-eNote, MS Office
Publisher, MS Outlook, MS Office Web Apps (Word Excel MS PowerPoint Outlook);

— my6nuyHO nocTymHbIe o0mayabie TexHomoruu (Google Docs, Slnaexc auck u T.11.).

0) UH(POPMAIIMOHHBIE CIIPABOYHBIE CHCTEMBI:


http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://chamo.lib.tsu.ru/search/query?match_1=PHRASE&field_1=a&term_1=%D0%91%D1%8F%D0%BB%D1%82,+%D0%92.+%D0%A1.+&theme=system
http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9A5D-C80DECC9CE:№
http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9A5D-C80DECC9CE:№
http://www.biblio-online.ru/book/A9822169-D834-44A4-87C0-CD6B14681E8E
http://www.biblio-online.ru/book/A9822169-D834-44A4-87C0-CD6B14681E8E
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
http://chamo.lib.tsu.ru/lib/item?id=chamo:413422&theme=system
http://chamo.lib.tsu.ru/lib/item?id=chamo:413422&theme=system
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07
http://www.garant.ru/
http://www.consultant.ru/

— DnekTpoHHBIN KaTanor Hayunoit oubnuorexku TI'Y —
http://chamo.lib.tsu.ru/search/query?locale=ru&theme=system

— DnektpoHHas oubnuoteka (permozutopuii) TT'Y —
http://vital.lib.tsu.ru/vital/access/manager/Index

— OBbC Jlans — http://e.lanbook.com/

— OBC Koncynbrant crynenra — http://www.studentlibrary.ru/

— O6pasoBatenbHas miardopma FOpaiit — https://urait.ru/

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

— OBC IPRbooks — http://www.iprbookshop.ru/

B) nnpoeccuoHanbHbIe 0a3bl JAHHBIX:

— YuuBepcuterckas napopmannonnas cucrema POCCHUS — https://uisrussia.msu.ru/

— Enunas mexxBeoMcTBeHHass MH(pOpManMoHHO-cTatucTudeckas cucrema (EMUCC) —
https://www.fedstat.ru/

14. MaTtepuajibHO-TeXHUYECKOe o0ecrieyeHue

Aynuropuu AJi MPOBEIEHUS 3aHATUH JIGKIIMOHHOTO TUTIA.

Aymutopun Ui TPOBENEHHS 3aHSATUH CEMHUHAPCKOTO THWIIA, WHIAWBUIYAJIbHBIX U
TPYIIOBBIX KOHCYJIBTALUH, TEKYIIETO KOHTPOJIS U MPOMEKYTOYHON aTTeCTallUU.

[TomenieHust U1 CaMOCTOSITENNFHONW pabOTHI, OCHAIIEHHBIE KOMIBIOTEPHOW TEXHHUKOH U
JIOCTyNoM K ceTH VHTepHeT, B AJIEKTPOHHYI0 HH(OPMAIIMOHHO-00pa30BaTEIbHYIO Cpely U K
WH(POPMALMOHHBIM CIIPABOYHBIM CHCTEMaM.

Aynutopun I TPOBEACHMS] 3aHATUH JICKIMOHHOTO W CEMHHApCKOro THIIA
WUH/JIMBUIYAIbHBIX W TPYIOBBIX KOHCYJBTALMH, TEKYIIEro KOHTPOJS M IPOMEKYTOYHON
aTTecTallid B CMEIIEHHOM opmaTe («AKTPY»).

15. Undopmauus o paspadorunkax

Kanguaar ucropuueckux Hayk, AOUEHT Kadeapsl UCTOpuU M JokymeHtoenenus HU TI'Y
T.A. beikoBa.


http://chamo.lib.tsu.ru/search/query?locale=ru&theme=system
http://vital.lib.tsu.ru/vital/access/manager/Index
http://e.lanbook.com/
http://www.studentlibrary.ru/
https://urait.ru/
https://znanium.com/
http://www.iprbookshop.ru/
https://uisrussia.msu.ru/
https://www.fedstat.ru/

