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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-2 CnocoOGHOCT, K aHamu3y M OIIEHKE ITOKaszarejed MesTeIbHOCTH METUIIMHCKON OpraHu3alliu,
B3aUMOJICUCTBHIO C PYKOBOJICTBOM M CTPYKTYPHBIMH TOJIPA3ICIICHUSIMHU MEAUITTHCKOW OpTaHu3aIlin

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOCHHUS JUCIUILTUHBL:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 02 3npaBooxpanenue (B cepe opraHu3aluu CUCTEMBI 31PAaBOOXPAHEHHS B LEJIAX
obecriedeHus1 00IIECTBEHHOTO 310POBbsI)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE Kon n HanmMeHoBaHue
(yHKIMH / TPYAOBBIC komrtereHiu GI'OC BO,
(byrximn / Tpynoesie win HeobxoaMMOi 1t MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM
npodeccroHaIbHBIC (hopMHUPOBaHUS TPYIAOBOTO
nercTBus (IPH HAUTHIUAH WIH PO CCHOHATBLHOTO
npodcTangapra) TEHCTBUS
ITIK-2 CrocoOHOCTH K AHanu3upyeT OCHOBHBIC TOHSTHS TOKYMEHTAIMOHHOTO
aHAJIU3y U OLICHKE oOecrieueHus ypaBieHUs B MEIAUIIMHCKOW OpraHU3aIuH,

IoKa3aTeie JACATCIIBHOCTH TpC6OBaHI/I5{ K COCTaBJICHHUIO nu O(I)OPMHCHI/IIO
MeZ[HLIHHCKOﬁ OopraHusanuu, | TOKyMCHTOB, BUBI AOKYMCHTAIlUH, TCXHOJOTHUIO

B3alMOJIEHCTBUIO C OpTaHu3aluy JOKyMEHTOO000pOTa U aBTOMAaTU3UPOBAHHON
PYKOBOZCTBOM H 00pabOTKN JOKyMEHTAIUN

CTPYKTYPHBIMH

MOJpa3IeICHUSIMHA

MeZ[PILIHHCKOﬁ OopraHusanuu

1.5 CornacoBanue MEXAUCITUIUTMHAPHBIX CBA3CH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-2 CriocoOHOCTh K aHaNM3y W OICHKE IMOKa3arele NesTeIbHOCTH MEIHIIMHCKOM
OpraHu3ally, B3aUMOJICUCTBHIO C PYKOBOJICTBOM MU CTPYKTYPHBIMH MOJpa3IeICHUSIMU
MEIULIMHCKON OpraHu3aliu

Ne HanmenoBanwme ®opma oOyueHus
/1 JACLIVIUINH,

OuHo-3a04Hasg

OTIPEIETISIOIIX
(cemecTtp)
MEXIUCIUTUTHHAPHBIE TTo 131413
CBSI3H
1 | AAIMUHUCTPATUBHO-YTI +
paBiieHYecKas
MPaKTHKA

2 |busHec-mmanupoBanm | +
€ B ME/IUIUHE

3 [demorpadus u +
OCHOBBI METUIIMHCKOH
CTaTUCTUKU

4{O01ecTBEHHOE +
30POBbE U
3PaBOOXPAHCHHUE

5 [O3HakoMureabpHas +
MpaKTHKA




6|OcHOBHEBIE +
COIMAIbHO-TUTUCHNY
eckue GpaxkTopsl
(hopmMupoBaHUS
3a0051€BaeMOCTH
HaceJIeHHS

7 |TlpenaunnomMHuas +
MIPaKTHKA

8 |[TpuknagHoi +
CTaTUCTUYECKUIL
aHaigu3

9|Cranmapruzanus B +
3IPaBOOXPAHECHUU

10 [CrarncTryeckuii +
aHaIN3

11 |Okonorus, caHoIOrust +
U PO UIIAKTHICCKUE
TEXHOJIOTUH

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JucuumuinHa «JloKyMeHTamoHHOe OOecCredeHne YIpPaBICHUs» OTHOCUTCS K 4YacTH, (opMHpyeMoin
y4aCTHHKaMU 00pa3oBaTeIbHbIX OTHOLIEHUH, y4yeOHoro rutana OIl mo Hampasnenuto noarorosku 32.04.01
- O01IeCTBEHHOE 3/IpaBOOXpAaHEHHUE.

JucuumuinHa «J{oKkyMeHTallMOHHOE 00ecrieueHUe yIpaBIeHUs» u3ydaercs B 4 cemecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCIUILUIMHEL: 2 3.€.
OuHo-3a04Has: 2 3.€.

OuHo-3a04YHas

Bun yueOHOM paboTHI
ny p (Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHUILIHHBI 72
KonrakTHas pabora 16
Jlexmm (Jlextmm) 6
[Tpakruueckue (Ilpakt. pad.) 10
CamocrostensHas padota (CP) 56

3auer -

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
0-3{0-3|0-3
4 cemecTp
1 OcCHOBHbBIE TOHATHS Ormpoc;
JOKYMEHTAI[HOHHOT TectupoBanue
0 obecrieueHHS | 1 1 10
yTpaBJICHHUS B
MEAUIIMHCKIX
OpraHH3aIsIX




2 TpeOoBanus x Omnpoc;

COCTaBIICHUIO U 1 1 |10 TectupoBanue;
odopmiieHU O [Ipe3enTarus
JOKYMEHTOB

3 OpranuzalnoHHast Omnpoc;
JOKYMEHTAITHSI. TectupoBanue
PacnopsaurensHas | ) 10
JOKYMEHTAIIS B
MEAUIIMHCKIX
OpraHM3aIsIX

4 NudopmarmonHo-c Pedepar;
MpaBoYHas TecTtupoBanue
JIOKyMEHTAITHSI. 1 2 |10

JlokyMeHTanus mno
JTUIHOMY COCTaBYy

5 JIOKyMEHTBI 110 Omnpoc;
CHAOXKEHUIO U TectupoBanue
cObITy. DUHAHCOBAS
JOKYMEHTAIHs B
MEAUIMHCKHUX
OpraHm3alusx

6 Texuonmorus u Ormpoc;
MIPUHLINAIL TecTtupoBaHue;
OpraHM3alyu Pedepar
JOKYyMEHTO00O0pOTA.
TexHonorus
aBTOMAaTU3MPOBAHHO
it 00paboTKu
JOKYMEHTAIU!

Tema 1. OcHOBHBIE NOHATHS TOKYMEHTAIIMOHHOTO 00ecne4eHHus1 YIPaBJIeHHs B MeIMIMHCKHUX
opranm3anusx (I1K-2)
Jlexknus.
Ienu, 3a1aun ¥ IPUHLIKIIBI 1E€JI0NPON3BOACTBA. MicTopus nenonpou3BoACTBa Kak Hayku. IIpeamer u 3apaun
Kypca. Kparkuii 0630p nuTeparypbl ¥ UCTOYHHUKOB IO JaHHOMY Kypcy. PekoMeHmanuu 1o opraHu3anuu
CaMOCTOSITEIFHOW W BHEAyAMTOPHOW paboThl  cTyneHTOB. lloHsATHE 0O KOPpPECHOHACHLIUH H
NeJI0npon3BocTBE. Jlorndyeckas CTpykTypa AMCLUUILUIMHBI, €€ MECTO B CUCTEME IOATOTOBKH CIIELIMAJIUCTA,
MEXIIpeIMETHbIE CBSi3U. [OCyaapcTBeHHass CHUCTEMa JOKYMEHTAIlMOHHOTO OOecreueHHsl yIpaBlIeHUs
(I'CAOY) — cBox mpaBumil, yCTaHABIMBAIOIIUX €IMHBIC TPEOOBAHUS K JOKYMEHTHPOBAHUIO YIPABICHUYECKOM
JESITeIbHOCTH U OPTaHU3aIMK PaOOThI C TOKYMEHTAMU B METUIIMHCKUX OpPTraHU3alUsiX.
CocrtaB ymnpaBleHUECKMX JOKyMEHTOB. [loHsTue cucreMbl JoKyMeHTauuu. @OyHKIMOHAJIbHBIE U
OTpacyeBble CUCTEMBI IOKYMEHTAUU. YHUPUKAIMS U CTaHJapTH3AIMs YIIPaBICHYECKUX JTOKYMEHTOB
IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
1. BoiiBuTe nepUHUIMM TOHATUS <JIOKYMEHT», TNPEICTABICHHbIE B HOPMATUBHOW JOKYMEHTAIlUH H
BbIJICJICHHBIE CTIEUATMCTAMH U3 Pa3HbIX 001acTei.
2. CpaBuute mnousatus nokymenta B ['OCT P 7.0.8-2013. Cucrema cranmapToB 1o WH(pOpPMaLUH,
OUOIMOTEYHOMY U U3ATENIbCKOMY JeiTy. Jlenonpon3BOICTBO U apXUBHOE Ae0. TepMUHBI U ONpeaesieHus 1
B yrparusiieM cuiry ['OCT P 51141-98. Jlenonpou3BoaCTBO U apXUBHOE /1€710. TEpMUHBI U ONPEEIIECHNUS,
ykaxkuTe ominuus. C 4eM CBA3aHO BHECEHUE U3MEHEHHUH B 1e(PUHUINIO TOKyMeHTa?
3. U3 rocynmapcrBenHoro cranpapra P® «Cuctema cranmaaproB mno uHpoOpMauuu, OMOIMOTEUHOMY U
u3/aTenbCcKoMy nieny. Jlenonpou3BOACTBO U apxuBHOe jeno. Tepmuusl U omnpexnenenus» (IOCT P
7.0.8-2013) BoInuIIMTE BCE BUBI JOKYMEHTOB U JAHHBIE UM ONPEICIICHUS.



4. ITpoBenuTe aHANN3 MOHATHUS TOKYMEHTAa, Jejasi yIop Ha YIpaBJIeHYECKUE, IPaBOBbIe, HH(POPMAIIMOHHBIE,
JNOKYMEHTOBEUECKHUE, apPXUBOBEIUECKUE €r0 AacCHeKTbl WM CHHEPreTHYECKYH0 TEOPHIO0 JOKYMEHTA.
Coopmynupyiite cBOE MOHATHE TOKYMEHTA, KOTOPOE ObI OXBATHIBAJIO BCE €TO COCTABIISAIOLIHE.

5. Hcnonb3yst «OOmEpOCCHICKUN KIacCU(UKATOP YMPABICHYECKON TOKYMEHTAIIMW»), BBIMUIIUTE BCE
YHUGUIUPOBAHHBIE CUCTEMBI YIIPABICHYECKOM TOKYMEHTAIUH.

6. Ucnonbiys «O06mepoccuiickuii knaccuukaTop ynpaBJIeHUECKON JOKYMEHTAIIUN, OTPEACIIUTE BUIOBOM
COCTaB OPraHU3alMOHHO-PACTIOPSIUTENBHON TOKYMEHTAIIUH.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
VYKaxkuTe apryMeHThI B IOAACPKKY Balliel Touku 3peHus:
- MOXXHO 711 B COBpPEMEHHOM MHpE 000UTHCH 0€3 TOKyMEHTOB?
- Ponb 1 3HaueHNe JOKYMEHTOB B COBPEMEHHOM MUpE /0011ecTBe/ 1151 KOHKPETHOTO YeJIOBeKa.
- Kak OynyT paboTarh ¢ TOKyMeHTaMu B OyyIiem?
- BymaxxHple MM 3JIEKTPOHHBIE TOKYMEHTHI?
IIpoBepsb cedsi:
1. BcraBbre npomnyIieHHbIe CIoBa:
Jlokymenm — samo Ha Hocumeine

C PCKBU3UTAMHU, ITO3BOJIAIOIIUMU €C

Oguyuanvrolil OOKyMeHm — 5mo OOKYMeHMm, CO30AHHbLU ,

0 OpMIICHHBIH B YCTAaHOBICHHOM

ApxusHwlti OOKyMeHm — 5mo OOKYMeHM, UU NOOTeHCaAUUl
B CHITY €TO JUIS TpaXKaaH, 00IIecTBa, rocyJapcTaa.
DnekmpoHHbIL OOKYMEHM — MO , UHGhOpMayusi KOMoOPo2o Npeocmasienda 6
¢opme.
Hoxymenmuposannas — ungopmayus  —  9mo unpopmayus,  3apukcuposanuas
Ha

Tema 2. TpeGoBanus k coctaBiieHHI0 1 odopmiieHno 1okyMeHTOB (ITK-2)
Jlexknus.

OdopmieHrne TOKyMEHTAIlMA B COOTBETCTBHU C HOPMATUBHOW 0a30ii, B TOM YHUCIIE€ C UCIOJIH30BAHHEM
WH(OPMAITMOHHBIX TeXHONOTHH. OCHOBHBIC TIPaBHIa O()OPMICHHIO MAITUHOMUCHBIX TEKCTOB. TpeGoBaHUs
K 0()OpPMIICHHIO TEKCTA.
OcHOBHBIE PEKBU3UTHI IOKyMEHTa, WX Kiaccudukanus, npasuia ohopmienus B coorBeTctBuu ¢ ['OCT.
dopmyrisap 1 OJIaHK JTOKYMEHTA.

IIpakTnyeckoe 3ansATHE.
Bomnpocs! gt 06cyxaeHus:
1. MUcnonw3ys mpaBoBbie 0a3pl  «KoHcymbTanT TumrOC» wiu  «lapaHT», COCTaBbTE IEpEYCHB
HOPMaTUBHO-TIPABOBBIX u HOPMaTUBHO-METOIUYECKUX JOKYMEHTOB, perIaMeHTUPYIOIINX
JOKYMEHTHUPOBaHHE  YIpPaBICHYECKOW AESITENbHOCTH, OpraHu3anuio paboTel ¢ O(UIHMATBEHBIMU
JOKYMEHTaMH U apXMBHOE XpaHEHHE JOKyMEHTOB. HopmaTuBHBIE TOKYMEHTHI PACIONIOKUTE MO HX
IOPUINYECKOH CHUJIE.

2. Ipoanamuszupyiite 'OCT P 7.0.97-2016. Cucrema cranmapToB mo uHdOpMaIuu, OMOITUOTECUHOMY H
u3aaresbekoMy aeny. OpraHn3almoHHO-PACOPSAUTENbHAS TOKyMeHTanus1. TpeOoBaHus K OpOPMIICHHIO
JTOKYMEHTOB.

OTBeThTE Ha CIEAYIOLIUE BOIIPOCHI:
2.1. KakoBa 0061acTh IPUMEHEHUS JAHHOTO TOCY/IapCTBEHHOTO CTaHaapTa?
2.2. VI3 kakux pa3/iesioB COCTOUT JAHHBIN JOKyMeHT? ONUIINTE KPATKOE COAEPHKAHUE KaXKIOro pasera.

2.3. JlaiiTre ompeneneHUE TMOHATHIO «PEKBU3UT». CKOJIBKO PEKBU3WTOB CYIIECTBYET y MOKyMeHTa (IO
JAaHHOMY TOCyIapCTBEHHOMY CTaHJapTy)?

2.4. Kakue TpeOOBaHUS B COOTBETCTBHHU C JAHHBIM HOPMATHUBHBIM JJOKYMEHTOM JIOJDKHBI TIPEIBSIBISTHCS K
OJaHKaM JIOKyMEHTOB?

2.5. Kakue npuioKeHus CoAepkKaTcsa B JaHHOM JOKyMeHTE?



3ananus 1J151 CAMOCTOSITEILHOI padoThI.
-M3y4eHHne YUeOHOU, HAyYHOM U METOIMYECKOM JIUTepaTyphl, MAaTEPHAIOB MEPUOIUYECKUX H3TAHHH C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OHUIIUATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 3. OpranuzanuoHHas J10KyMeHTauus. PacnopsaanrenbHasi JOKyMEHTAIMSA B MeIMIMHCKUX
opranm3anusx (I1K-2)
Jlexknus.

YCOP/l — yHuduuupoBaHHas CHCTeMa OPTaHU3AIMOHHO — PACIOPSAAUTENbHON JOKyMEHTAIUU: COCTaB,
obrmactu ee mnpuMeHeHHs. OpraHu3allMOHHBIE TOKYMEHTBHI, UX Ha3HaueHHe, (HopMynsapsl — 0Opa3Ibl.
[Iponienypa coctaBieHuss W O(OPMIICHUS OpraHU3AlMOHHBIX JOKyMEHTOB. OOmacTh NpUMEHEHUs
OpraHU3aIMOHHBIX JOKYMEHTOB. Mcronb30Banne yHU(DUIIMPOBAHHBIX (POPM.

PacniopsinutensHble TOKYMEHTBI, MX Ha3HaueHue, (opmymsapsl — oOpasmbl. [Iponenypa cocraBieHus u
oopmiieHust pacropsaUTENbHBIX JOKyMEeHTOB. OONacTh MPUMEHEHHUS OPraHMW3aLMOHHBIX JIOKYMEHTOB.
Hcnonb3oBanne yHU(PUIUPOBAHHBIX (OPM.

IIpakTn4yeckoe 3ansATHE.
Bomnpocs! amst o6cyxaeHus:
1. Uzyuute paznen «bnanku gokymento» ['OCT P 7.0.97-2016.
2. OTBeTHTE HA BOMIPOCHI:
2.1. Yro Takoe OGiaHK JOKyMeHTa?
2.2. Kakue BubI OJIaHKOB UCTIONIB3YIOTCS IIPH CO3IaHUH JJOKYMEHTOB?
2.3. I'me npuBeneHbl 00pa3iibl OJ1aHKOB TOKYMEHTOB?
2.4. Korna ucnosnb3yeTcst o0uuii 6maHk?
2.5. B kakux ciy4asx MpUMEHSIOT OJJaHK KOHKPETHOTO BHJA JOKYMEHTa?
2.6. B ueM pa3Huia Mexxay ooumm O01aHKOM U OJJaHKOM KOHKPETHOTO BHJA TIOKyMEHTAa?
2.7. Kakue TpeOoBaHUs MPEABIBISAIOTCS K OJJaHKaM JTOKyMEHTOB?
2.8. Kakue nosnst JO/KHBI OBITH y OJIaHKOB?
2.9. Kakue cxeMbl pacronoXeH!s] PeKBU3UTOB MCTIOIB3YIOTCS Ha OaHKax?

3. CormocTaBbTe HWKENPHUBEICHHbIE HOMEpa PEKBU3UTOB oOmIero OnaHka, OnaHKa MUChbMa M OnaHKa
KOHKPETHOIO BUJAA JOKyMeHTa ¢ nopsakoBsiM HomepoMm B ['OCT P 7.0.97-2016, BeluepkHUTE T€ HOMEpa
PEKBU3UTOB, KOTOPbIE HE COOTBETCTBYIOT BUIY OJlaHKa, MU 100ABbTE T€, KOTOPHIX HE XBATAET.

OO6muit 6mank: 01, 03, 09, 11, 14, 20.
bnank nucema: 01, 02, 03, 04, 05, 06, 08, 09, 11, 12, 13, 14, 15, 17, 18, 19, 20.
bnank konkperHoro Buma gokymenra: 01 (02, 03), 08, 10, 11, 12, 13, 18, 19.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
-M3y4eHHne YUeOHOU, HAyYHOM U METOIMYECKOM JIUTepaTyphbl, MAaTEPHAJIOB MEPUOIUUECKUX H3TAHHUH C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OPHUIIUATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
uH(popMaIuy;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUH;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 4. UndopmannoHHo-cnipaBouHas JokyMeHTauus. Jlokymenranusa no juuaomy cocray (I1K-2)
Jlekumus.

WNudopmaiimoHHO-CipaBOUHbIE  JTOKYMEHTBHI: HMX  Ha3HaueHue, ¢opmyispbel-oopasubl. [lponenypa
cocTtaBieHuss U odopmieHUs HHOOPMAIMOHHO-CIIPABOYHBIX JOKYMeHTOB. (O0nacTb NpUMEHEHUs
MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. Vcronb3oBanue yHUPUIIMPOBAHHBIX (OPM.



[TakeTr AOKyMEHTOB 10 JUYHOMY cocTaBy. OcoOeHHOcTH pPabOThl C KaJApPOBBIMH JOKYMEHTaMHU.
JIOKyMEHTHpOBaHHE TPYAOBBIX OTHOIICHUU. Vcmonb3oBaHUWE YHUDUIIMPOBAHHBIX (OPM JOKYMEHTOB IIO
JUYHOMY cocTaBy. M3naHue mnpuka3zoB Mo JMYHOMY cocTaBy. DOpMHUpPOBAHME M BEJICHUE JIMYHBIX JIEI.
Benenue TpynoBbIX KHIKEK PAOOTHUKOB.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocsr mst o6cyxnenus:
1. Onpenenure BUAOBOM COCTAB KaJpOBOW JOKYMEHTALMH.
2. N3 «Obmepoccuiickoro kinaccupukaropa ynpaBIeHIECKONH JOKYMEHTAIMI (CUCTEMBI TOKYMEHTAIUH
kiacca 0200000 1 0300000) BEIMUIIIMTE TOKYMEHTBI, KOTOPBIE OTPAKAIOT IBM)KCHHE IEpCcoHaa B
OpraHu3alii.

3. Ucnone3ys npaBoBsie 06a3bl «['apanT» u « KOHCYIIBTaHT IUTIOCY», COCTABBTE MEPEYCHb
HOPMaTUBHO-IIPABOBBIX JOKYMEHTOB, CBA3aHHBIX C JABM)KEHUEM IIEpCOHANIa B OpraHu3aluu. JJoKyMeHTsI
PacIoIOXKHUTE IO UX IOPUINIECKON CHIIE.

4. [To3HakoMbTeCh C YHUGUIIUPOBAHHBIMU (hOPMaMU IPUKA30B I10 JINYHOMY COCTaBY, IITATHBIM
pacnucaHueM, rpaduKoM OTITyCKOB, ONPEAEIUTE 0COOCHHOCTH 3alOHEHHSI STUX JOKYMEHTOB.

5. N3yuure ocobeHHOCTH OOPMIIEHUS JIMYHOTO Jefia COTPYIHUKA!

5.1. HaiiguTe B pOCCHIICKOM 3aKOHOJATENbCTBE JOKYMEHTHI, pEINIAMEHTUPYIOLUE IPAaBUiIa BEIECHUS U
XPAaHEHMS JINYHBIX J€J1 COTPYIHUKOB.

5.2. Ilepeuncnure BUIBI JOKYMEHTOB, KOTOPbIE TOMEIIAIOT B JINYHOE JIEJIO COTPYIHUKA.

6. N3yuute ocobennoctu odopmienus JlnaHoit kaproukn padotHuka (yHuumuposanHas gopma T-2):
6.1. HaiiguTe OTBETHI Ha CIEAYIOLIUE BOIIPOCHI:

- Kt0 3anonssieT muuHyio KapTouKy paOOTHHKA?

- Kakoii cymiecTByeT mOpsIOK 3aroHEHHsT TMYHONW KapTOYKH pabOTHUKA ?

- Kakue 1oKyMEeHTBI ITpU ATOM UCIOJIb3YIOTCS?

- KakoBo npenna3zHaueHue JUYHON KapTOUKU pabOTHHKA?

6.2. Uzyunrte yaudunupoBannyio Gopmy T-2 (Jlnunas kapTouka paOOTHHKA), BBIICTUTE OCHOBHBIC
pazzensl JaHHOTO TOKYMEHTA.
7. N3yunte ocobeHHOCTH 0OPMIIEHHUS TPYAOBON KHIKKH:
7.1. HaliguTe OHATHE «TPYAOBasi KHI)KKa» U OIPENEIUTE €r0 Ha3HAUCHHE.
7.2. O3HaKOMBTECH C CYIIECTBYIOMIEH TUCKyCCHEel 00 00s13aTeIbHOCTH BEICHHSI TPYJI0BOM KHMKKH. KakoBo
Bame muenue?
7.3. Ucnonb3ys paBoBbie 0a3bl «I'apanT» u « KOHCYIIBTAaHT TUTIOCY», COCTABBTE MEPEYCHB
HOPMATHUBHO-IIPABOBBIX JOKYMEHTOB, PENIAMEHTUPYIOIUX MPAaBUJIA BEIECHNS TPYAOBBIX KHUXKEK.
JIOKyMEHTBI PacCIONIOKHUTE MO UX IOPUIUYECKOM CHUIIE.
7.4. HaiiguTe B pOCCUIICKOM 3aKOHOJIATENbCTBE JOKYMEHTHI, pEIVIAMEHTUPYIOIIHNE MPABUIIA XPAHCHUS
TPYAOBBIX KHUXKEK.
7.5. Vcnionb3yst OaHK TPYIOBOM KHMKKH, 3aTIOJTHUTE TUTYJIBHBIN JIUCT, CeNaiiTe 3amich O preMe Ha
padoty B OAO «Ilynbc» ViBana MiBanoBuya MBaHOBa II1aBHBIM OyXTaJTepOM B COOTBETCTBHH C €TO
3asiBJIEHUEM OT 15 stHBaps 1 3aKJIFOYEHHBIM TPYAOBBIM 10roBopoM oT 20 siHBaps Tekyuiero roga. Crnenaiire
3aBEPUTEIIbHYIO 3aIIUCh HA KOMMH TPYAOBOU KHIKKH.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
- U3y4eHre yueOHOH, HAayYHOU U METOINYECKOM JINTepaTyphl, MAaTEPHAIIOB MEPUOTNIECKUX U3IaHUN C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OHUIINATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
- MOJITOTOBKA JIOKJIA/I0B U pedepaToB;
- U3y4YeHHE M cHCcTeMaTH3als OPUIMAIBHBIX TOCYAAPCTBEHHBIX JOKYMEHTOB - 3aKOHOB, ITOCTaHOBJICHUI,
YKa30B,  HOPMATHBHO-MHCTPYKLIMOHHBIX M  CIPAaBOYHBIX  MarepuajioB €  HMCIHOJb30BAHHEM
WH()OPMAITMOHHO-TTOMCKOBOM cucTeMbl «KOHCYIBTaHT-TUTIOCY, TTI00anbHOM ceTh « HTepHeTY.

Tema 5. JlokyMeHTBI 10 CHa0KeHUIO U cObITY. DUHAHCOBAsI JOKYMEHTAIUsI B MeININHCKHUX
opranm3anusx (I1K-2)



Jlexnus.
ITonsaTue noroBopa (KOHTpakKTa), coramienus. Tunosas popma KoHTpakTa. OCHOBHBIE pa3/ieibl KOHTPAKTa.
JloroBop O MOJHOW WHIMBHUIYaJbHOM MaTepHalbHOM OTBEeTCTBEHHOCTH. CoaepkaHHE M CTPYKTypa
JI0TOBOpa KyIUTH — MpoJaku ToBapoB. [IpumepHas ¢popma goroBopa nocraBku. [IpoTokoss! pazHoriacuit k
JIOTOBOpaM ITOCTaBKHU.

Kommepueckue aktol. bianku kommepdeckux akToB. OdopMiieHHe aKTOB IPUEMKH MPOIYKIUH (TOBApOB)
Mo KoJu4uecTBy M KadecTBy. OdopmieHHe aKTOB O OKa3aHUIO BO3ME3IHBIX yciayr. OOpasibl akTOB.
JIOBEpEeHHOCTH: pa3oBbIe, CIICIUaIbHbIE, TeHepaibHbIe. OOpa3Ilbl TOBEPEHHOCTEH.

Ponp Oyxranrepun B penieHnr (PMHAHCOBBIX CTPATETUYECKUX 3a/1ad B MEAMIIMHCKUX opraHmu3amusax. Oomas
XapaKTEepPUCTUKA JIOKYMEHTOB 10 (DMHAHCOBO-pacyeTHBIM omnepanusM. Kiaccudukanus y4eTHBIX
JIOKYMEHTOB.

OcHOBHBIE BHJIBI JOKYMEHTOB IO (DMHAHCOBO-PACUETHBIM omepanusaM. JIeHeKHBIM YeK, pacueTHBIM YeK,
yekoBbIe KHIKKU. CueT-hakrypa. AKT peBu3uu. [lnarexxnoe nmopydenwue. JiuieBoi cuer.
IIpakTn4yeckoe 3aHsATHE.
Bomnpocs! ams 06cyxaeHus:
- Odopmienue 1oKyMeHTa «JloroBop KyIUTH-TIPOIAXKN»;
- Odopmiienue 1 3anoIHEHUE YHUPHUIUPOBAHHON PopMbI «CUeT - hakTyphI»;
- Odopmrenue u 3anonHeHne yHupuupoBanHoi ¢hopmbl «llnarexxHoe mopydeHune»
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
- U3y4eHue yueOHOH, HAayYHOU W METOINYECKOM JINTepaTyphl, MAaTEPHAIIOB MEPUOTNIECKUX U3IaHUH C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OPHUIIUATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 6. TexHo10rus 1 NPUHUMII OPTraHU3AIMU JOKYMeHT0000poTa. TexHomorus
ABTOMATH3HUPOBAHHOI 00pPA0OTKH TOKYMEHTALMHU
(IIK-2)
Jlekumus.
Opranuzainus T0OKyMEHTOOOOpoTa: mpueM, 00paboTKa, perucTpanus, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa nen. TpeboBaHus k 3arojoBkam nei. @opmupoBanue aen. Cucremarusanus JOKYMEHTOB
BHYTpH Aena. Odopmienue aen. Tunossie CPOKU XpaHEHUS JOKYMEHTOB.
OOmiasi XapakTepUCTHUKAa OPTraHU3alUOHHBIX TEXHUYECKHX CPEACTB. ABTOMATH3HPOBAHHBIC CHCTEMBI
nenornpou3BojcTBa. OO030p COBPEMEHHBIX CPEICTB OPITEXHMKH Ui Tepelayd U IepepadoTKu
unpopmaruu. [lpaBuna W TOPSAOK THUPAKHUPOBAHHUS JTOKYMEHTOB. OJEKTpoHHas moura. Cucrema
ONTHYECKOrO pacno3HaBaHus TEKCTOB. Mcronb30BaHuE CIIPaBOYHO-TIPABOBBIX CUCTEM.
IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
1. Ocoboe BHUMaHHE B JAEJONPOU3BOJACTBE YACHSACTCS XPAaHEHHIO JTOKYMEHTOB. Humke mnepedncieHsl
OCHOBHBIE HOPMAaTHBHBIC aKThI, KOTOPBIC PETYIHPYIOT OPTraHU3AIUIO0 apXUBHOW pabOTHI C JTOKYMEHTaMH,
clenaiTe MICbMEHHBIN KpaTKUii 0030p JaHHBIX TOKYMEHTOB:
- O6 apxuBHOM 1ene B Poccuiickoit @enepanun: Oenepanbabiii 3akoH oT 22.10.2004 1. Ne 125-D3 (pex. ot
28.12.2017 );
- OO0 yTBepXKICHUM TIpaBWJI OPraHU3allUMd XpaHEHHUs, KOMIUIEKTOBAaHHUS, y4yeTa M HCIOJIb30BAHUS
TOoKyMeHTOB ApxuBHOTO (hoHma Poccwuiickoit denepanuu UM IPyrux apXUBHBIX JOKYMEHTOB B OpraHax

rOCyIapCTBEHHOW BJIAacTH, OpraHax MECTHOTO CaMOYIIpaBIIEHUS M OpraHU3alusx: Mpuka3 MuHUCTepcTBa
KynbTypsl PO ot 31.03.2015 1. Ne 526;
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- OO0 yTBepXXICHHMU TMEPEYHs THUIOBBIX YIPABICHYECKUX AapXMBHBIX JIOKYMEHTOB, OOpa3yloluMxcs B
npoliecce AeATeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIPABJICHUS U OpraHU3allHid,
C YKa3aHHEM CPOKOB XpaHEHMsI: Mpuka3 Munuctepcersa KyasTypbl PO 25.08.2010 1. Ne 558.

2. N3yuute BBIACPKKHA W3 HOPMAaTHBHBIX IOKYMEHTOB M HA30BUTE CTaTbU 3aKOHOIATCIIBHBIX aKTOB,
yCTaHaBJIMBAIOLINE 0053aTeIbHOCTh XPAHEHUS IOKYMEHTOB.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
- U3yueHHe yueOHO, HayuHOW U METOAMYECKOHN JINTepaTyphl, MaTepHUaIOB NEPUOAMUCCKUX U3TAHUN C
MIPUBJICYCHUEM JIEKTPOHHBIX CPEICTB OQUIIMATBEHON, CTATUCTUYECKOM, IEPUOANMYECKON 1 HAyIHOU
uHpOpMaLNY;
-IIOATOTOBKA K OIIPOCY, TUCKYCCHH;
-IIOJTOTOBKA K TECTUPOBAHUIO.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0asuioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Omnpoc

Tema 2. TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB
. Kakune BubI OJTaHKOB MCTIONB3YIOTCS IPU CO3JJAHUU JTOKYMEHTOB?
. I'me mpuBeneHs! 00pasiibl OJaHKOB TOKYMEHTOB?
. Korma ucnonw3yercst oOuuit 61ank?
. B Kakux ciydasx mpuMeHSIOT OJlaHK KOHKPETHOTO BHIa JOKyMEHTa?
. B ueM pazHuia Mmexry oM O6JaHKOM U OJJAHKOM KOHKPETHOTO BHJIa TJOKyMEHTa?
. Kakue TpeboBanus npeabsBisioTcs K OaHKaM JOKYMEHTOB?
. Kakue mosnst momxHbI ObITH Y O1aHKOB?

0 I N D BN

. O3HaKOMBTECH C CYIIECTBYIOIICH TUCKYyCCHEeW 00 00s3aTeIbHOCTH BEICHUS TPYIOBOW KHIKKH. KakoBo
Bamie muenue?

9. MUcnonw3ys mpaBoBble ©0a3pl  «lapant» u  «KOHCyIbTaHT TIUIIOC», COCTaBbTE IEPEUYCHBb
HOPMATUBHO-IIPABOBBIX JOKYMEHTOB, pPEIIAMEHTUPYIOIIMX IpaBWJa BEACHUS TPYAOBBIX KHUXKCK.
JIOKYMEHTBI PACIIOJIOKUTE 110 UX IOPUIUYECKOM CHUIIE.

10. Haiimure B pOCCHICKOM 3aKOHOJATEIBCTBE IJOKYMEHTBHI, PEINIAMEHTUPYIOIIME MpaBUJIa XPaHCHHS
TPYIOBBIX KHUXKEK.

IpesenTauus

Tema 2. TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB
Tembl Ipe3eHTalunid:
1. OcHoBHBIE TIpaBUIIa OPOPMIICHHUIO MAIIMHOMIMCHBIX TEKCTOB.
2. TpeboBanus K OPOPMIICHUIO TEKCTA.
3. OcHOBHBIE PEKBU3HUTHI JOKYMEHTA, X KJIaccHu(ukanus, npasuia opopmienus B coorsercteuu ¢ OCT.
4. ®opmyrsip 1 OJTaHK TOKYMEHTA.

Pedepar
Tema 4. adopmaniioHHO-CIpaBoYHAs JOKyMEHTAaIus. JJOKyMeHTalus 1Mo JUIHOMY COCTaBY

Tembl pedeparos:
1. Pons 1 3HaYeHNE HOMEHKIIATYPHI JIEJI B CHCTEME YIPaBICHUS TOKYMEHTAIBHBIM (DOHIOM OpraHU3aIny.
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2. DKcnepTH3a IEHHOCTU JOKYMEHTOB: ITpaBUJIa IPOBEICHMSL.
3. HopmaTuBHOE peryaupoBaHue XpaHEHUs JOKYMEHTOB B OpraHU3alllu.

4. OTBeTCTBEHHOCTH pabOTONATENS 32 HEMIPABUIIBHYIO OPTaHU3AIMI0 paboThl ¢ JOKYMEHTaMH U X
XpaHECHHUE.

5. ApXUB OpraHU3alNK KaK CTPYKTYPHOE MOJApa3AesieHHEe, OCYIIECTRISIIONIEE XPAaHEHUE apXUBHBIX
JOKYMEHTOB.

TecTupoBanme

Tema 2. TpebGoBanus K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB
1. Yto oTHOCHUTCS K IPU3HAKAM JOKYMEHTA:

A) QyHKIIMOHAIBHOCTH HH(POPMALINY;
B) ToxecTBeHHOCTH camoMy cebe;

C) 3aKOHHOCTb;

D) 3aBepuieHHOCTDH COO0LIECHNS .

2. . Kako#i noruueckuil mpreM, UCHoiIb3yeTCs MPH CO3AaHUN JTOKYMEHTOB:
A) onpenesieHue;

B) ycranosnenue;

C) obocHOBaHuE;

D) pa3bsicHenue.
3. Ecnn Bam HeoO6xonuMo aaTh ONMCcaHue peKiIaMUpyeMbIX yciyT, Bel cocTaBure:

A) 10roBOpHOE MUCHMO
B) pexiamMHoe NUCbLMO
C) conpoBOAUTENBHOE MUCHMO

D) nucsmo-npuramienue
4. Ecnu Bam HE0OX01uMO MpebsIBUTH MMPETEH3UH MapTHEPY, Bbl cocTaBute:

A) IOTOBOpPHOE MUCHMO
B) undopmarnmonHoe nucsmo

C) conpoBOAUTEIIBHOE MUCHMO

D) nucbMo-npeTeH3nI0

5. YKa)kuTe OTIIMYUTENBHOE CBOUCTBO JOKYMEHTA!

A) KOUIHOCTB;



B) wopuanyeckas cuja;

C) MHOXXECTBEHHOCTb;
D) TouHOCT®D.
4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIIUIUIMHE POBOIUTCS B JopMe 3adeTa

Tunosblie Bonpocsl 3auera (I1K-2)
1. Uctopus nosiBIIeHHs TOKYMEHTA.
2. JlokyMeHT ¥ TOKyMeHTHpoBaHHast nH(popmMarus: obiiee 1 0coOeHHOE.
3. DAEKTpOHHBIC JOKYMEHTBI: 0COOEHHOCTH U TIPOOIEMBI UCTIOIB30BAHMUSL.
4. Bu10BO# COCTaB yIpaBJICHUYECKON JOKYMEHTAIMHU B JOPEBOIIOIIMOHHON Poccum.
5. Buasl 3a1McoOK Kak JOKYMEHTA.

Tunosble 3axanus s 3auera (IIK-2)
He npenycmoTrpeHsl.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

JleckpunTopsl (YpOBHH) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

TIK-2 [TpaBUIbHO aHAJTM3UPYET OCHOBHBIC MOHATHS JTOKYMEHTAIIMOHHOTO
oOecriedeHUsT  YNpaBlICHHS B  MEIUIMHCKOW  OpraHU3alud,
JIEMOHCTPUPYET  3HaHWE TpeOOBaHWUI K  COCTABICHUIO U
«3a4TCHO» oopMIIEHHIO  TOKYMEHTOB, 3HAaHHE BHUJOB  JOKYMCHTAIUH.
JleMOHCTpHUpyeT BEpHOE NPEACTABICHNE O TEXHOJIOTUN OpraHU3aIiu
JIOKyMEHTO000pOTa u ABTOMAaTHU3UPOBAHHON 00paboTKu
JTOKYMEHTAIIH

[1K-2 He anamu3upyeT OCHOBHBIC TIOHATHA JOKYMEHTAIIHOHHOTO
oOecriedyeHUs YINpaBICHUS B MEIUIMHCKOW OpraHM3alMH, He
JEMOHCTPUPYET  3HaHWE TPeOOBaHWH K  COCTaBICHUIO M
«HE 3a4TECHO» oOpMIIEHHIO  JOKYMEHTOB, 3HAaHWUC BHJOB JIOKYMCHTAIIHH.
JleMoHCTpHUpYyeT (GparMeHTapHOE TMPEACTABICHUE O TEXHOJIOTHH
OpraHH3aINH JTOKYMEHTOOOOpOTa W aBTOMAaTH3WPOBAHHOU
00pabOTKHN TOKyMEHTAIUN

5. MeTonnueckue ykazaHusi AJisi 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3AIMNA CaAMOCTOSTEIBHOM PadO0ThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe MOPSAIOK U3YUCHHSI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 0O0ecieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecreueHue, MpodecCuoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CTIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBD)Y YKA3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YyeOHO-meTomuueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.
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B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUeHUE TUCIUIUIMHBL, TMPOTPaAaMMHOE OOecrieueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IMEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
TACIIUATUIMHEL

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOT0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH elle pa3 mpe3eHTanuio Jekunu B cucreMe MOODLe, TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JTUTEPaTyphl;

- IIPY CaAMOCTOSITEIBHOM M3yYE€HUH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHayibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPATYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pasMmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCIeKT MOXKeT OBITh BBITIOJIHEH B paMKax paclieuyaTKd BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeaMery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAIUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HayyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JHUIIb OCHOBHBIE KIIIOUYEBBIC MO3MIIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexomeH1a1iuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelpl MpernoAaBareist co CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme W T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEKALIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUS TOCTaBIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PallMOHAJIBHOCTH UCIOJIb30BAHUS BPEMEHH, OTBEICHHOIO Ha 3aJJaHUE.
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YCTHBIM OIIPOC MOXKET CONPOBOXAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIIPOCOB MPAKTHYECKOTO 3aHATHUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:
- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHA, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEPKaHNIO0, COOTBETCTBHE METOAUYECKUM TPEOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBUE COACPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HalpaBiIeHHOCTb, COOTBETCTBUE
cofiepaHus 3asBICHHON (QopMe, aleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKHUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;
- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBoe OQOpMIIeHHE, CTPYKTypUpOoBaHHE UHOpMAINH,
COOTBETCTBHE 3asiBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeZibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;
- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3JiesaM MporpaMMmbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh M3JI0KEHHUS Marepualia, PacKpbITUE TEMBbl, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHOoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHsS JIOCTHXKEHUSA
pPEe3yNBbTaTUBHOCTH W 3(P(HEKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHOW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IB.
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