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1. lesab u n1aHUpyeMble Pe3yJbTAThl 0CBOCHHS IMCIHIJIHHBI

Lenbr0 OCBOSHHSI JUCIUIUIMHEI SBISIETCSA (POPMUPOBAHHE CIECAYIOUIMX KOMITETCHIINA:

OIIK-5 Crocoben pa3pabarbiBaTh IpoliecCyalbHbIE TOKYMEHTHI B cdepe cBoei
npodeCcCUOHATBLHOMN 1eATETFHOCTH.

[IK-4 CnocobeHn coOmoaath B NMpodhecCHOHATBHOM NEITeIbHOCTH TpeOOBaHHS B
00J1acTH 3aIUTHl HH()OPMAIIH.

YK-4 CnocoGeH mpUMEHSTh COBpEMEHHbIE KOMMYHUKAaTHBHbIE TEXHOJIOTHUH, B TOM
quclie Ha WHOCTPAaHHOM(BIX) s3bIKe(axX), IS aKaJeMHYeCKOro M MpodeccroHAIBHOTO
B3aMMOJICHCTBUSL.

PesynpTaraMu OCBOEHMS  JUCLUIUIMHBI  SIBJISIOTCS  CIEAYIOLIUME WHAWKATOPbI
JOCTHKEHUS] KOMIIETEHLIUH:

HNOIIK 5.1 CocraBisier mporeccyalibHbIe JOKYMEHTBI B cdepe  cBoei
npodecCuOHANBHOM NesTeIbHOCTH

UIIK 4.1 3naer oOume TpeOOBaHUS HOPMATHBHBIX MNPABOBBIX aKTOB B 00JacTH
3amUThl  MHGOpPMAILlMK, OCHOBHBIE CHOCOOBI COOMIOACHHMS M OOECIEYeHMs 3aIIUThI
MH(pOpMalLlUK; OCHOBHBIE MOHATHUS, UCIIOJIb3YyEMbIE IIPU pabOTe ¢ MEPCOHAIbHBIMU JTAHHBIMU;
OTBETCTBEHHOCTH 32 HapyIlIeHHe 3aKoHoAaTenbcTBa Poccuu B 06acTu 3amuThl HHGOpMAIIY;
0a30BbIe MOJIOKEHHS MTPaBa MHTEIUIEKTYaIbHONH COOCTBEHHOCTH

UIIK 4.2 Cobmiogaer B mpodeccHoHaNbHOM JesSTEIbHOCTH OCHOBHBIE TpeOOBaHUS
HOPMATHUBHBIX TIPAaBOBBIX AaKTOB B OO0JACTH 3alIMTHl HMH()OPMAIMOHHON O€3011acHOCTH;
oOpailieHus ¢ JOKyMEHTaMH, COJIePKallIMU MEPCOHANIbHBIE JaHHbIE

HUIIK 4.3 Ilpumensietr B npohecCHOHATLHON IesITeTbHOCTH TPEOOBaHNSI HOPMATUBHBIX
MIPABOBBIX aKTOB B 00JAacTH 3amIUTHl MHGOPMAIMU; 3HAHUSA CHUCTEMbI 3aKOHOJIATEILCTBA B
obnactn HMH(DOPMAIMOHHOW OE30MacHOCTH; 0a30BBIMH HABBIKAMHU TIPABOBOM  3alIWTHI
UH(OPMAILIMOHHBIX CUCTEM

NYK 4.1 JleMoHCTpUPYET HABBIKM YCTHOW U MUCbMEHHOU JIEJIOBOM KOMMYHHKAIIUU Ha
PYCCKOM M HHOCTPAHHOM SI3bIKaX B pa3HbIX (opMax B COOTBETCTBUU C TOCTaBICHHBIMU
3a/la4aMu

NVYK 4.2 BpiOupaeT Ha TOCYJapCTBEHHOM M HMHOCTPAHHOM (BIX) SI3bIKax
KOMMYHHMKATHUBHO IpHEMJIEMbIE CTHJIb AEJIOBOrO OOIIEHUs, BepOalibHble W HeBepOalbHbIE
CpeZCTBa B3aUMO/JICHCTBUS C MapTHEPaAMHU

NYK 4.3 Hcnonedyer WH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU TIPH
NOUCKE He0O0XO0AMMOM MH(pOpMAIMM B MPOLECCE PEIICHUS PA3TUYHBIX KOMMYHUKATHUBHBIX
3a/1a4 Ha roCy/1apCTBEHHOM U MHOCTPAHHOM (bIX) SI3bIKAaX

2. 3a1a4u 0CBOEHUS JMCIUIIIMHBI

- HayuuTbcs pa3pabarbiBaTh M IMPaBHIBHO OQOPMIISTH IOPUIUYECKHE U CIy>KEOHbIE
JIOKYMEHTBI OCBOUTb JEJIONPOU3BOACTBEHHYIO TEPMHHOJIOIHIO; OCHOBHBIE HOPMAaTHBHO-
METOJMYECKHE MaTepualbl IO JOKYMEHTUPOBAHMIO YIIPABICHUYECKON MEATEIbHOCTH U
OCHOBHYIO HAay4HO-MCCIIEJIOBATENIbCKYI0 JIUTEpaTypy B 0O0JacTH  JeNIONPOU3BOJICTBA;
3aKOHOMEPHOCTH  pa3BUTHUSA JOKYMEHTa M CHUCTEM JIOKyMEHTallUHh; OCOOEHHOCTH
dopMHupOBaHUS  CTPYKTYpHl, (QYHKIMHA, I[ITaTHOTO COCTaBa JIEJIOMPOM3BOJICTBEHHBIX
NOJpa3/IeNIeHUI ¥ 0053aHHOCTH CITyXKalUX

- Hayuutbcs odopMiasTh JOKYMEHTBI C MCIIOJB30BAaHMEM  SI3bIKOBBIX BapUaHTOB;
YHUGUIMPOBATh TEKCThl JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSMHU TOCYIapCTBEHHBIX
CTaHJapTOB; ONPEACIIATh UCTOPUUECKYIO U IIPAKTUYECKYIO LICHHOCTh JOKYMEHTOB

- Brnaners: HaBblkamMHM pPa3pabOTKM M OGOPMIIEHHS] JOKYMEHTOB, HaBBIKAMH YIPABICHUS
JIOKyMEHTALUU.

3. MecTo AMCHUIIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JuctumuimHa oTHOCHTCS K brioky 1 «/lucuunnuae! (MOZyIn)».



JlucruniamHa OTHOCHUTCA K dYacTH 0oOpa3oBaTeNbHON MporpamMMmbl, (GopMUpyeMO
YYaCTHUKaMU 00pa30BaTeNbHBIX OTHOIICHUH, Ipe/yiaraeTcsi 00y4aronmmcest Ha BBIOOD.

4. Cemectp(bl) ocBoeHuss u (Qopma(bl) NPOMEKYTOUHOW AaTTeCTANMM IO
AUCIHHIJINHE

[IaTe1il cemectp, 3a4eT

5. BxoaHblie TpeﬁoBa}mﬂ AJIfd OCBOCHUSA JUCHUIIJINHBI

JUis  yCHEmIHOTO ~ OCBOGHHS  JUCHUIUIMHBI ~ HEOOXOAMMBI  KOMIIETEHIIHH,
chopMupoBaHHBIE y OOYy4YalOMIMXCS B pE3yJibTaTe OCBOCHUS TAaKUX JUCIMIUIMH, Kak
«locynapcTBenHoe ympaBieHue», «MHpopmatnka U HHPOPMAIMOHHBIE TEXHOJIIOTUU B
npodeccuoHanbHON AesTenbHOCTHY, « TpynoBoe npaBoy», « TexHUKa IOPUIMUECKOrO MHUCbMa»

u J1p.

6. SI3bIK peaju3anuu

Pycckuit

7. O0BbeM TUCHUILIHHBI

OO61as TpyA0eMKOCTh AUCHHUIUIHHBI COCTABISET 2 3.€., 72 4acoB, U3 KOTOPHIX:
-JeKIuH: 6 4.

-IIpakTHYeCKUE 3aHsITHs: 12 4.

O0BeM caMOoCTOATENBHON pabOTHI CTY/ICHTA ONPEICIICH YUeOHbBIM IITAaHOM.

8. Coaep:xkaHue TUCHUILINHBI, CTPYKTYPHPOBAHHOE 110 TEMaM

Tema 1. [IporcxoxaeHue TOKYMEHTOB, HX COI[HATIbHAS CYITHOCTh M (DyHKIIHH
[Tpocreiimue crnocoObl U cpelncTBa nepeaayu UHGOpPMALMU BO BPEMEHU M MPOCTPAHCTBE.
[lepBrle  MH(OpPMALIMOHHBIE TEXHOJOTMM B  MCTOpUM  yenoBedecTBa. llosBieHue
JIOKYMEHTHPOBAaHHON MH(OpMaIIH.
Pacmimpenne moHsATHMA  «IOKYMEHT». IIpaBOBOHM, YIpaBIE€HYECKHH, HCTOPUYECKUH,
MH(POPMALIMOHHBINA aCMEKThI B ONPEAETICHUN JOKYMEHTA.
ConmanbHasg cymHocTh JokyMeHTa lloHsaTne «(QyHKUMS JOKyMEHTa», €€ 3HaueHHe.
OcHOBHBIE (DYHKIIMM TOKYMEHTa, UX OCOOEHHOCTH. 3HaYCHHE JOKYMEHTOB Ui peaau3aliu
yHopaBiieH4ecKuX peuieHnil. OneHka COBpEMEHHOI0 COCTOSTHUS JIEN0NPOn3BoIcTBa. BinsHue
aBTOMATH3UPOBAHHOM TEXHOJOTHMH 00pabOTKM JOKYMEHTOB Ha JIEJIONPOU3BOACTBO. BiusiHue
XapakTepa yIpaBJeHUs, IPUHIUIIOB IPUHATUS YIIPABICHUYECKUX PELICHUN HA OPraHU3aLNI0 U
TEXHOJIOTHUIO JCJIONPOU3BOACTBA.
Tewma 2. HopmaTuBHO-MeTOIMUECKast 6a3a COBPEMEHHOTO JIeJIONPOU3BOICTBA
OCHOBHBIE 3aKOHOJATENbHBbIE IIOCTAHOBJIEHHUA MO pabdoTe ¢ JOKyMeHTamHu. EnunHas
rocynapctBennas cucrema (EI'CJI) u ocHOBHBIE ee HampaBieHUs. YHUDUIIMPOBAHHbBIE
CHCTEMBI JOKYMEHTalUMU. YHU(UIMPOBAHHAS CHCTEMa OpPraHU3allMOHHO-PACIOPSAUTEIbHOM
nokyMmeHTanuu. Kinaccu@ukaTopsl TEXHHMKO-3KOHOMHUYECKONW U COLMAIBbHOM HMH(OpMAaIHH.
HopmaTtuBHBIE TOKYMEHTHI IO TPyLy M OXpaHe Tpyzaa. IocygapcTBEeHHBIE CTaHIAPTHI, UX
posib u 3HaueHue. CTanAapThl NpeAnpUATHI. TUITOBAs MHCTPYKIMS 10 IE€JIONPOU3BOJICTBY B
MHUHHUCTEPCTBAX U BeAoMCTBax Pd.

Tema 3. [IpaBuna coctaBienus u opOpMIIEHUSI JOKYMEHTOB
Knaccudpukanus u yHuduxanus HokyMeHTOB. OCHOBHBbIE NpaBMJIa COCTABJICHHUS TEKCTa
JTIOKYMEHTOB. XapakTtepuctuka ['ocy1apcTBEHHOTO cTaHapTa «Y HU(DUIIMPOBAHHBIE CHUCTEMBI
JOKyMEHTaluu.  YHU(UUUpOBAaHHAs  CHCTEMa  OPraHU3alMOHHO-PACIIOPSIUTEIHHON
TOKyMeHTaluu. TpeGoBaHMs K COCTaBICHHMIO JOKyMeHTOB». Iloctpoenue ¢dopmysipa -
oOpazua. MuauBuayanbHeli W THIOBOW (opMymspbl. YcnoBHbIH ¢Gopmymsp. IlpaBunia



o(opMIIEHHS TIOCTOSTHHBIX U NIEPEMEHHBIX PEKBU3UTOB JOKYMEHTOB. TpeOoBaHus K OJaHKAM.
OcHoBHBIE TPeOOBaHMS K TJOKYMEHTaM, H3TOTOBJICHHBIM MAIIMHOIMCHBIM CIIOCOOOM.
TpeOoBaHMsI K W3rOTOBJIEHHMIO, Y4Y€Ty, MWCIOJIb30BAHUIO M XpaHEHHIO OJaHKOB ¢
BOCIIpOM3BeeHHEM rocynapcTBeHHOro I'epba PO u I'epboB CyOnekToB P®. IlpumepHsiit
nepeveHb JOKyMEHTOB, Ha KOTOpBIX cTaBUTCs I'epOoBast nevars.

Tema 4. OcobeHHOCTH COCTABICHHS OJIAHKOB JICTIOBBIX IOKYMEHTOB
Bunaet u ¢opmarer Oymaru. KOpuandeckas cwia gqokymeHTa. UHIUBUAYaIbHBI U THUITOBOM
dbopmyisiper. Dopmyrsip-oOpasen. Y CnoBHbI Gopmymsip (TatuHckas cxema). Mctopudeckue
JTanbl CKJIAJbIBAaHUS M pa3BUTUSA (opMyJsipa TEKCTOBOIO JIOKyMeHTa. TpeOoBaHus K
Omankam. OcHOBHbIE TpeOOBaHUS K JIOKYMEHTaM, M3TOTOBJICHHBIM MAalIMHOIHCHBIM
CIocoooM.

TpeboBaHMsI K W3TOTOBJICHHIO, YYETy, MWCIOJIb30BAHUIO M XPaHEHHIO OJAHKOB C
BOCITpom3BeieHneM rocyaapctBeHHoro I'ep6a PO u I'ep6os CyOobekToB PO.

HaumenoBanue Buga nokymenta. O0o3HaueHHE aBTOpa M COCTaBHUTElNd. bilaHK JOKyMeHTa.
O6o03Hauenue aapecara. OcCOOEHHOCTH AATUPOBKU JTOKYMEHTAa. MecTo U XapakTep MoJnucen
nokymenta. Lludposas noanucs. Buabl nevareii.

[TomeTsl M OTMETKH Ha TOKyMeHTax. Bujipl, Ha3HaUEHHE OTMETOK, X MECTO B (hopMyJIsipe.

Tema 5. Pekomenaanuu no cOCTaBICHUIO TECTOB JEJIOBBIX JIOKYMEHTOB
TekcT HOKyMeHTa, €ro OCOOEHHOCTH IpH pPAa3JIMYHBIX CIOCO0aX JOKYMEHTHUPOBAHMUS.
B3anmocBs3b comepikanus 1 popMbl JokyMeHTa. THUIIBI TEKCTa. DIEMEHTHI TEKCTa.
JIluarBuctuyeckre 0coOEHHOCTH JOKyMeHTa. CTWIMCTHKA Je0BOW peud. Bunbel npaBku
TeKCTOB. OOIENPUHATHIE CTUIIEBBIE 000OPOTHL. YOTpeOIeHNE IPOMHUCHBIX M CTPOYHBIX OYKB.
Jonyctumsle 1 Haubosee ynoTpedisieMble COKpaleHust ciaoB. YacTo BcTpedaeMble OLIMOKU B
JIeJI0BOM JoKyMeHTaluu TexHuka npaBKU TEKCTOB. Vcrosib30BaHHE KOPPEKTYPHBIX 3HAKOB.
Henoas nekcuka. Mopdonoruyeckue cpeicTBa sizblka Jei10Boro obmeHus. OcodbeHHocTH
[IPaBOIIMCAHUs HA3BAHMM JOKYMEHTOB, YUYPEKICHHM, OpraHU3alud, IPeIIpUATHH,
JOJDKHOCTEH, 3BaHUH, 1aT, yncen. CHHTaKCHUeCKUe OCOOCHHOCTH JI0KYMEHTA.

Vuudukanus Ttexkcra gokymeHTa. Ilpenmocbuiku M Meronbl  yHuukauud. Dopmbl
yHU(UKaIUU: TUNOBOHM, TpadapeTHBI TEKCThl, TaONWIA, aHKeTa, TpaUKH, AUArpamMMBbl.
PenaktupoBanue qokyMeHTOB. OCHOBHBIE ATanbl pa0OTHI HaJl TEKCTOM.

Tema 6. JJokyMeHTHpOBaHNE OpraHU3aLMOHHO-PACIOPAIUTENIBHBIX JOKYMEHTOB
VYHuuuupoBaHHas cucteMa OpraHU3alMOHHO-PACIOPAIUTENIbHON JOKYMEHTAIH, €€ COCTaB
U O0COOEHHOCTH. Buapl M Ha3HadeHHE CIyKEOHbIX JOKYMEHTOB. TpeOoBaHUS K HX
coctaBieHuto u odopmieHuto. IloaroroBka u odopmienue npuxkazoB. OcCOOEHHOCTh
oopMIIeHHs BBITUCKU U3 MpHKa3a. YUeT, XpaHeHHe U KOHTPOJIb 332 UCIOJHEHUEM MTPUKA30B.
Cneunduka HamucaHusl YyKa3aHUMl, pacnopsbkeHuil, uHCTpykiuil. IlocTtpoenme Tekcra
KOHCTaTUPYIOIIEH U paclopsiAUTEIbHON YacTH JIEIOBOTO JOKYMEHTa. Y CTaB, POjb yCTaBa B
JESTEIbHOCTH MPEATIPUATHSL.

Tema 7. OcobenHOCTH MH(DOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
BcenomoratenbHblit XapakTep MH(GOPMAlMOHHO - CIPABOYHBIX MAaTE€pUAJIOB B YIPaBJICHUU
npou3BojcTBa. Mx cocraBienue u odpopmienue. CrnpaBku. OCHOBHbIE PEKBU3UTHI CIIPABOK.
Axtbl. TpeboBanus k odopmieHuto akToB. JloknanHble U OOBACHUTENbHBIE 3aMUCKU.
Coo01enus, nepeaaBaeMble AJIEKTPOHHON TOYTOM.

Tema 8. OCHOBHBIE JOKYMEHTHI KOJIJIETHAJIBHBIX OPTAHOB
OpranuzanvoHHO - TEXHUYECKUE MEPOIPUATHS IO MOATOTOBKE M IPOBEICHHUIO COBEILAHUM.
[IpaBuiia HamMcaHus JOKjJana, oTdyera. TpebOBaHHMA K COCTaBICHUIO U O(OPMIICHUIO
IIPOTOKOJIOB. XapaKTEpUCTUKAa BBOJHOM M OCHOBHOM 4YacTM IpOTOKoja. Beimucka wu3
MPOTOKOJIA. PEKBU3UTHI TOKYMEHTOB KOJUIETHAIbHBIX OPT'aHOB.

Tema 9. TpeGoBanus K 0POPMIICHHIO JOKYMEHTOB TI0 JINYHOMY COCTaBY
OcoOenHoctu 0(opMIIeHUS! JOKYMEHTOB IO JINYHOMY COCTaBy. XapaKTepUCTHUKAa OCHOBHBIX
JIOKYMEHTOB I10 JIMYHOMY COCTaBY. 3asiBIIEHUE, €T0 PEKBU3UTHI. BUbI 3asBlIeHUN, MTpaBUIa
coctaBieHus 1 oopmieHus ux. [Iprukasel Mo TMYHOMY COCTaBY.



CtpykTypa 1 opOpMIICHHE XapaKTEPUCTHKH. JIMYHAs KapTOYKa, JTMYHBIN JIMCTOK IO y4YeTy
KagpoB. ABroouorpadusa. IloarotroBka u pojb KOHTpakTa. JlOBEPEHHOCTh M paCIHCKa.
Pe3tome, BU3UTHAS KapTOUKa.
Tema 10. OcoGeHHOCTH TOATOTOBKH U 0()OPMIICHUS I€TIOBOTO MUChMa

[lpaBuna u TpeOoBaHUS K JEIOBOMY NHChbMY. XapakTepucTuka Onanka mucbMma. CocraB
PEKBU3UTOB OPHIMATBHOTO MuchMa. Buabl mucem. Crnenudpuka HanMcaHus BCTYNUTEIbHON
U 3aKJIIOYUTENIFHON YacTH JEJI0BOr0 MHChMa. 3HaYeHUE CONPOBOJUTEIBHOIO MHChMa, MUChMa
HarlOMHHaHUsA, IIMCbMA-0TBCTA U T.II. MG)K,HYHapOI[HBIe nucpMma.

9. Tekymuii KOHTPOJIb MO AUCHUIIHHE

Texymuid KOHTpOJIb MO AUCUMILIMHE IPOBOJUTCS IIyTEM KOHTPOJS IOCEUIAeMOCTH,
MPOBEJCHUSI KOHTPOJBHBIX paboT, TECTOB MO JIEKIMOHHOMY MaTepuairy, B QopMme:
CaMOCTOSITENIbHOW PabOThl MO pa3padOTKe KOHKPETHBIX BHUIOB JOKYMEHTOB, TECTOBBIX
3aJaHUN.

Meronuyeckue pEeKOMEHJAIMK IO BBIIOJHEHHIO BCEX BHJIOB TEKYILIErO KOHTPOJIS
MIPE/ICTABIICHBI B OLIEHOYHBIX MaTepUaax JUCLMUILIUHBIL.

[Ipu noaroroBke k 3a4€Ty BHauaje cleayeT IPOCMOTPETh BECh MaTepual 10 CAaBacMOM
JTUCIUIIMHE, OTMETUTH Uil ceds TpydaHble BoOmpochl. O0s3aTelbHO B HUX pa3oOparhes.
Brnaners HaBbIKaMH, MOJYYEHHBIMH Ha MPAKTHUYECKUX 3aHATUSAX. YMETh COCTaBUTh U
MPaBHIbHO 0D OPMUTH KOHKPETHBIE BUJIBI TJOKYMEHTOB.

Texymmii KOHTPOJb (GUKCHpyeTcss B (OopMe KOHTPOJBHOW TOYKHM HE MEHEE OIHOTO
paza B cemecTp.

OneHovHBIE MaTEpHANIBI TEKYIIETO KOHTPOJS pa3MmelnieHsl Ha caiite TI'Y B pasnmene
«udopmarnus 00 oOpa3oBarenbHON porpamMmme» -
https://www.tsu.ru/sveden/education/eduop/.

10. HOpﬂlIOK MPOBCACHUSA U KPUTCPUHU OLICHUBAHUSA I[pOMe)KyTO‘lHOﬁ aTTeCTallumn

3aueT B MATOM CEMECTpe IS aTTeCTalli OOYyYaroIIUXCS MCIONb3YHOTCS TUIIOBBIC
KOHTPOJIbHBIC 3a/1aHus. [[pOTOIDKUTEIBHOCTE 3aueTa | Jac.

OneHouHble MaTepuaibl A1 MPOBEACHUS MPOMEKYTOYHOW aTTECTallud Pa3MeEIIeHbI
Ha caiite TI'Y B pazgene «Madopmamuss o006 oOpa3zoBaTeiabHON MporpamMme» -
https://www.tsu.ru/sveden/education/eduop/.

11. YueOHO-MeTOOAMYECKOE O0eceueHne

- DJIEKTPOHHBIN yYeOHBIA KYpC 0 TUCITUIUIMHE B 3JICKTpOoHHOM yHUBepcutere « DOy
- https://ido.tsu.ru/course/view.php?id=00000
- OueHouHble MaTepuabl TEKYIIEro KOHTPOJIA U NPOMEXKYTOYHON aTTeCcTaluu IO
JUCLHUILIINHE.
— KOMIUIEKT Mpe3eHTaUi
— KOHCIIEKThI JIEKIIHUIA
— y4eOHy10 (OCHOBHYIO M JIOMIOJIHUTEIIbHYIO) JTUTEPATYPY
— METOIMYECKHUE YKA3aHMsI IO OCBOEHUIO JTUCLUILIIUHBI
— METOJMYECKHE PEKOMEH/IAllUU TI0 BBITIOJHEHHIO MMPAKTUYECKUX paboT
— TEMBI 3cCe
— KOMIUIEKT OI[EHOYHBIX CPE/CTB VISl TEKYIIEr0 U HTOTOBOTO KOHTPOJIS
— KPUTEPHUH OLIEHKU 3HAHWUW, YMEHHM, HABBIKOB, PAKTUYECKOTO OIbITAa MO BCEM BHJIaM
KOHTPOJIS 3HAaHUM y 00y4aroniuxcs.
CamocTtosTenpHas paboTa CTYASHTOB MO JUCITUILIMHE Tpernoiaraer:
— U3y4YEeHHE JICKIIMH U KaYeCTBEHHYIO TMOJITOTOBKY KO BCEM BHaM yUeOHBIX 3aHSATHH;



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

— W3Yy4YeHHE OCHOBHOM U JOIOJIHUTEIbHOMN JUTEPATyphl MO MPEIMETY, UCIOIb30BaHUE
pecypcoB HH(DOPMAIIMOHHO-TEIEKOMMYHHUKAITMOHHOH cetu HTepHeT

— TMOATOTOBKY K pa3paboTKe WHAMBUAYAIbHBIX 3aJaHUi pPa3JIUYHBIX BHUJIOB
JIOKYMEHTOB, BBITIOJIHEHUE TECTA.

— HOJTrOTOBKY K 3a4€Ty.

Ilpasuna camocmoamenvHou pabomvl ¢ aumepamypoli: Tpu padoTe C KHUTOU
HEO0OXO0UMO MOA00PaTh JTUTEPATypy, HAYUUTHCS MPABUIBHO €€ YUTaTh, BECTU 3amucH. J[is
noxbopa JMTEpaTypel B OHOIMOTEKE HCHONIB3YIOTCS AN(PaBUTHBIA W CHCTEMATUYCCKUUN
Karajord. Ba)kHO MOMHMTBH, YTO pallOHAJIbHBbIE HABBIKM PAOOTHI C KHUTOW - 3TO BCerja
OoJipiliasi PKOHOMHSI BpeMeHU U cuil. [IpaBuiibHBIN MOAOOP JUTEpaTyphl PEKOMEHAYETCS
npernojaBaresieM u npuBoautcs B 1. 11.

N3yuas maTepuail mo yueOHUKY, CIEIyeT NEePEXOIUTh K CIEAYIOLUIEMY BOIIPOCY TOJIBKO
nocJie MPaBUJILHOTO YSACHEHUS MPEebIyIIero, OnuchiBas Ha OyMare Bce BBIKJIAJIKU U TE€3UCHI
(B TOM wumcie T€, KOTOphle B Y4eOHHUKE OMYIIEHbl WIM Ha JEKUUA JIaHbl IS
CaMOCTOSITENILHOTO BbIBOAA). [Ipu n3yueHnu 11000 TUCHUIUIMHBI OOJBIIYIO U BaXKHYIO POJIb
UTPAET CaMOCTOSTEIbHAS UHANBUAyaIbHAs padora. Ocoboe BHUMaHKE CIIETyeT OOpaTUTh Ha
oTpezieNieHue OCHOBHBIX MOHATHH Kypca. CTyAEHT JOJDKEH MOAPOOHO pa3duparh MpUMEpHI,
KOTOpbIE€ TOSICHAIOT TaKHe OIPEICICHUsl, U YyMETh CTPOUTHh AaHAJIOTHYHBIC IPUMEPHI
camocrosTensHo. HykHO 100MBaThbCcs TOYHOTO MPENCTaBICHHUS O TOM, YTO H3Yy4Yaellb.
[Tonesno B Terpaau (Ha CHEIUATBHO OTBEICHHBIX TIOJIAX) JOIMONHATH KOHCIEKT OTbIT
MOKA3bIBAET, YTO MHOTHM CTYACHTaM IIOMOTAeT COCTaBJCHHE JIMCTa OMOPHBIX CHUTHAJIOB,
COJIepIKaIIero BXHEHUIE U HanboJIee 9acTo yInoTpeOsieMble TIOHSTHSI M ITOJIOKCHHSI. Takon
JUCT TOMOTAaeT 3allOMHUTh OCHOBHBIC TIOJIOKEHHUS JIEKIIUU, a TaKXKe MOXKET CIYXUTh
MMOCTOSITHHBIM CIIPABOYHUKOM JJISI CTYCHTA.

Pasnuyaror naBa BUJa UTEHUsA: TMEpBUYHOE U BTOpuuHoe. [lepBuyHOEe - 3TO
BHMMATEIIbHOE, HETOPOIUIMBOE YTEHHE, MPU KOTOPOM MOKHO OCTAaHOBUTHCS Ha TPYIAHBIX
MmecTax. [locne Hero He JOMKHO OCTaTbCS HU OJHOTO HEMOHATHOrO cioBa. Coaep:kaHue He
BCETJla MOXKET OBITh TOHSITHO IOCJE TMEPBUYHOTO UTEHHUs. 3ajaya BTOPUYHOTO UTCHHS -
MOJIHOE YCBOGHHE CMBICIIA TIPOYUTAHHOTO B IIENIOM (II0 CUETY ATO YTEHHE MOXKET OBITh U He
BTOPBIM, a TPETHUM WM YeTBepThIM). CamocTosTeNIbHAs paboTa ¢ yueOHMKaMU U KHUraMu (a
TaK)KE€ CaMOCTOSTENIbHOE TEOPETUYECKOE HCCIeoBaHUE TMpodieM, 0003HauYeHHBIX
mpernojaBaresieM Ha JIeKIUSAX) — OTO BaKHeWIee yciaoBue (QopMUpoBaHUS Yy ceOs
TEOPETHYECKUX 3HAHUU U IPAKTUYECKUX HABBIKOB.

N3yuaTh Kypc peKOMEHAYETCS B COOTBETCTBUHU C TOM MOCIEI0BATEIbHOCTHIO, KOTOPAs
obo3HaueHa B paboueill mporpamme. Bce TeMbl B3aMMOCBSI3aHBI M TO3BOJISIIOT CTYJIEHTaM
MOCTETNIEHHO OCBaMBATh TEOPUIO U MPAKTHKY.

HporpaMMa JAUCHUIINIMHBL MPEAYCMATpUBACT JICKOWHK, IIPAKTHYCCKHUEC 3aHATUA U
CaMOCTOSITENIbHYIO paboTy CTYyIEHTOB.

Ha nexumsx nsnaraercs OCHOBHOM TEOPETUUYECKUN MaTepual Kypcea.

[TpakTuyeckue 3aHATHS NPEAyCMAaTPUBAIOT 3aKPEIUIEHUE OCHOBHBIX TEOPETUYECKUX
BOIPOCOB JIaHHOM JUCUUIUIMHBI U (OPMUPOBAHUE YMEHUN U HABBIKOB, HEOOXOAMMBIX IS
aHaNIM3a U MHTEPIPETALUU Pa3IuIHOro poaa uHdopMauu. 3aaanus NoJ00paHbl Tak, YTOObI
OXBaTUTh KaK MOXXHO OOJIBIIIE BOMPOCOB, YTO CIOCOOCTBYyeT Oosiee TITyOOKOMY YCBOCHHUIO
npoiinenHoro matepuana. Oco0oe BHUMaHHE YIENSAETCS MPAKTUYECKOH HaIlpaBiIeHHOCTH
npeylaraeMbIX  3a/a4, pa3BUTHIO W COBEPIICHCTBOBAHHIO CIIOCOOHOCTEH MPEACTaBISITH
pe3yJIbTaThl CBOEH PabOTHI, TIOTHYECKH apTyMEHTHUPOBAHHO 000CHOBBIBAThH CBOIO IMO3UIIHIO.

OT}ICJ’[BHI)IG JEKOUU MW TMPAKTHUYCCKUE 3aHATHUA TIIPOBOAATCA C HMCIIOJIB30BAHUEM
BCIIOMOTATENbHBIX CPEACTB: PAa3JaTOYHBIX MaTepHajoB (METOJUYEecKoe IMocobue o
BBIMIOJTHEHUIO KOHKPETHBIX 3aJlaHui), MYJIBTUMEIUWHBIX Tpe3eHTalui, OoJbllas YacTh
JTUTEpaTyphl U Mpe3eHTauu BeutoxkeHo B [IDO.



12. Ilepeyenn yueOHoiIi JuTepaTypbl H pecypcoB cetu UHTepHeT

I'OCT P 7.0.97-2016. Hauunonansusiii crannapt Poccuiickoit ®@enepauun. Cucrema
CTaHAapTOB 1O  HWHPOpMANKMKM, OWOJUOTEUHOMY W  H3AATEICKOMY  JIETy.
Opranu3anoOHHO-pacTIOpAIUTENbHAs JTOKyMeHTanua. 1peboBaHuss K 0O(OPMIICHHUIO
JIOKYMEHTOB. - Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW 216461/

a) OCHOBHas JUTEparypa:

1. Jloponmna, JI. A. OpraHuzanusi ¥ TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOCCIEUYCHHS
yHOpaBieHus: y4eOHUK W TPAaKTUKYM Ui akajeMudeckoro OakanmaBpuata / JI. A.
Hoponuna, B. C. UputukoBa. — M.: U3narensctBo Opaiit, 2022. — 233 ¢c. —
(Cepum : bakanaBp. Akagemuueckuii Kypc). — ISBN 978-5-534-04568-0. — Pexum
JOCTYTIA: www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-
C955EFACOCID .

2. banr B. C. JlokymeHTalMoHHOE oOecriedeHre yrpasieHus. FOpuaudyeckas TEXHHKA :
yaebHoe nocodue s CIIO : Yuebnoe mocodme. — M: M3narensctBo FOpaiit, 2021. —
Pexxum pgoctyma:  http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9AS5D-
C80DECCI9CE:Ne

3. Comory6 O.Il. Jlenompon3BOACTBO: COCTaBIEHUE, peOaKTUpOBaHHE U 00paboTka
JTOKYMEHTOB. Yueb. mocooue. M.: Omera-JI, 2021, 206 c.

0) JOTOJIHUTEIbHAS TUTEPaTypa.

1. brixoBa T.A. [lokymenroBeaenue. [locobue k mpaktuueckuM 3aHsaTHeM 4.2. Tomck:
Wzn-so TI'Y, 2022. — 54 c.

2. beikoBa T.A. VYmpaBieHueckoe JOKyMEHTOBelIEHHE. Y4eOHO-METOAMYECKUN
komruiekc. Tomck. TI'Y. 2021. DnekTpoHHbI pecypc: http://edu.tsu.ru/eor/resourse/
724/tpl/ index.html

3. HMsanosa A.IO. Pycckuii 36K B I€I0BOM JOKyMEHTALMK: YUEOHUK U TPAKTHKYM IS BY30B.
— M: uza-Bo IOpaiit. 2018. Pexxum pocryna: http://www.biblio-online.ru/book/A9822169-
D834-44A4-87C0-CD6B14681E8E

4. TanmaxoB B.B. [lenompousBoactBo. OOpasupl. Jlokymentsl. Opranuzamus u
TeXHOJOTusl pabotel. bonee 120 mokymenTtoB. -3-¢ u3m., mepepad. u jmom., CIIO.:
[Tutep, 2021. — 178 c.

5. Jlo6poxoroBa E.H. [IIpodeccmonanbHbple HABBIKM  OPHUCTA: YYEOHHUK  JIsSt
akajgemudeckoro OakamaBpuata. — M: MznatensctBo HOpaiit, 2018. 326 ¢. — Pexum
JIOCTYyTIA: http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-
BBF1ED569668

6. JlokymeHTanmoHHOE 0OeCreueHNe yIpaBIeHUS (JIeIONPOn3BoICTBO). Yuel. [Tocobue.
[Tox o6m1. pea. T.B.Ky3uenosoii. M: UH®PA-M, 2022. 303 c.

7. Kupcanosa M. B. CoBpeMeHHO€ 1e10npOon3BOJACTBO yuebHoe mocodue. M.: Poc. akan.
roc. ciyx0bl mpu I[Ipesunenre PO, Cub. akan. roc. cayx6sl. M.: THOPA-M, 2011,
310 c.

8. IlyBasoBa H.H. JlokymeHTannoHHOe oOecredeHrne YMOpaBIeHUsA: YYEOHHK U
npakTukym s CIIO. — M: U3narensctBo FOpaiit, 2018. 326 c. — Pexxum gocryma:
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EESCO7

B) pecypchl cetu MHTepHeT:

— OTKPBITBIE OHJIAWH-KYPCBI

- CripaBouHO-TIpaBoBOi pecypc «['apanT». Pexxum noctyma: www.garant.ru

— Oobmepoccuiickas Cerp Kouncynprantllmtoc CnpaBounas mnpaBoBasi CHCTEMA.
http://www.consultant.ru



http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
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/

13.1lepeyeHb HHPOPMATMOHHBIX TEXHOJIOTHI

a) TUIICH3MOHHOE ¥ CBOOOTHO PacpoCTpaHsIeMOoe MPOrpaMMHOE O0ecTieueHue:

— Microsoft Office Standart 2013 Russian: makeT mporpaMm. Bkirogaer mpHIoKCHHS
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);

— myOIMYHO JOCTyIHBIE 00saunble TexHonoruu (Google Docs, SInnekc auck u T.1.).

0) nH(hOPMAIMOHHBIE CIIPABOYHBIC CHCTEMBI:

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

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

— OBC Jlans — http://e.lanbook.com/

— OBC KoncynbTanT cryaenta — http://www.studentlibrary.ru/

— ObpasoBatenbHas mwiardopma KOpaiit — https://urait.ru/

— OBbC ZNANIUM.com — https://znanium.com/

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

B) ipodeccuOoHaIbHbIE Oa3bl JaHHBIX:

— YHauBepcuterckas unpopmarponnas cuctema POCCHUS — https://uisrussia.msu.ru/

— Enunas mexBenoMcTBeHHas MHPOpMannoHHO-cTaTucTudeckas cuctema (EMUCC)
— https://www.fedstat.ru/

14. MaTtepua/jibHO-TeXHUYECKOe o0ecreyeHue

Aynuropun 1Jid IpOBEAEHUS 3aHATUH JIEKIIMOHHOTO TUIIA.

Ayautopun 1 NPOBEACHUS 3aHATUNA CEMHHAPCKOTO THUIIA, WHIMBUAYAJIbHBIX H
IPYIIIOBBIX KOHCYJIBTALMM, TEKYIETO KOHTPOJISA U IPOMEKYTOYHON aTTECTALlUN.

[Tomenienust A7t CaMOCTOSITENILHOW PabOThI, OCHAIIEHHBIE KOMITBIOTEPHON TEXHHUKON
U JIOCTYTIOM K ceTu VIHTepHeT, B 3JeKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeIbHYIO Cpeay U
K NH()OPMALIMOHHBIM CIIPABOYHBIM CUCTEMAM.

Aynurtopun s TPOBENCHHUS 3aHATHH JIEKIIMOHHOTO M CEMHHApCKOro THIIA
VHJVBHIyQIbHBIX M TPYNIOBBIX KOHCYJIBTALIMH, TEKYIIETO KOHTPOJISI U MPOMEKYTOYHOU
aTTeCTalluy B CMEUIEHHOM (hopMaTe («AKTPY»).

15. Undopmauus o paspadéorunkax

Kanaunar ucropuueckux Hayk, JAOLEHT Kadeapbl UCTOpuu U JokymeHtoenenus HU TIT'Y
T.A. brikoBa.
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