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Pabowas mnporpamMMa JIUCHUIUIMHBI COCTaBJI€Ha B COOTBETCTBUM ¢ DeaepanbHbIM
rOCy/IapCTBEHHBIM 00pa30BaTEIbHBIM CTAHJAPTOM BBICIIETO OOpa30BaHUS IO HAIPABIICHUIO
noarotoBku 42.03.02 Xypranuctuka, yTBEp>KACHHBIM MPUKAa30M MHHHUCTEPCTBA 00pa3oBaHUs
u Hayku Poccuiickoit ®denepanuu ot 08.06.2017 Ne 524, Ha OCHOBaHMHM Y4€OHOTO ILIaHA
noAroToBku OakamaBpoB 1o  HampaBinenwto 42.03.02 Kypramuctuka, mnpodmibr —
«Kypnanuctuka (00muii mpoduis)»; JokanbHbIX akToB KUI'Y.

Pabouas nmporpamma pacCMOTpPEHa U YTBEPIK/ICHA Ha 3acelaHuu KaeIpbl PyCCKOTO sI3bIKa
Ha 2025-2026 yuebusb1ii ro, npotokon Ne8 ot 24 ampens 2025 r.
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1. HamMeHoBaHMe TUCHUIIMHBI (MOIYJIs1)
OcHogul denonpouzsoocmsda

Heabio n3y4eHusi MCHMUIIUHBI SBISICTCS 03HAKOMIICHHE CTYICHTOB!

* ¢  HOPMAaTUBHO-METOJMYECKOW  0a30if  JEIONPOM3BOACTBA,  TPEOOBAHUSIMU
TOCY/IapCTBEHHBIX CTAaHIAPTOB B OOJIACTH JAEJIONPOM3BOACTBA, YHU(PHIMPOBAHHOW CHCTEMOM
JOKYMEHTALUH ¥ KIacCU(PHUKAMU TOKYMEHTOB [0 HA3HAYCHUIO M MPHUHIUIAM IMOJTOTOBKU U
oopmieHus;

* KpPHUTEpUSIMH HAyYHO-UCTOPHYECKOM ¥ MPAKTHYECKOW LEHHOCTH JIOKYMEHTOB,
IPOJUICHHEM CPOKOB HX XPaHCHWUS,

* HOBEHIIMMU MH(POPMALMOHHBIMU TEXHOJOTUSIMHU, TIPUMECHSIEMBIMU B JICIIONPOH3BOJICTBE;
CUCTEMOM BCAOMCTBCHHBIX U TOCYAAPCTBCHHBIX apXHUBOB.

J1s1 1OCTHKEHUSI LeJIH CTABATCS 3a1a4M:

* M3YYUTh TEPMHUHOJIOTHIO B OOJIACTH JIEJIONPOM3BOACTBA  (JOKYMEHTAIHOHHOTO
oOecrnieueHus yrnpaBIcHUs);

* YCBOUTh HOPMATUBHBIC JOKYMEHTHI, PErJaMEHTHPYIOIINE COCTaBJICHHE, OQOpPMIICHHUE
JIOKYMEHTOB U MOPSII0K paOOThI C HUMU;

* OPUMEHATh Ha TNPAKTUKE TpaBHJa COCTABICHUS M O(GOPMIICHHS Pa3MYHBIX THIIOB
JIOKYMEHTOB;

* 3HaTh TEXHOJIOTHIO, TNPUMEHSEMYI0 NpPU OpraHu3alMd paboThl C JOKYMEHTaMH B
OpraHu3aIusX;

* OBJAJETh HOBEHIIUMHM HMH()OPMALMOHHBIMH TEXHOJOTHUSIMH, TPHUMEHSIEMBIMH B
JIETIONPOU3BOICTBE.

2. MecTo nucHumInHbI (MOAYJIsl) B CTPYKTYype 00pa30BaTe/ibHOI MPOrpaMMbl

Hucrumnaa  «OcHoBel - genmonpousBoactea» (b1.B.JIB.05.02) oTHOcHTCS K 4YacTH,
dbopMHpyemMoii yuacTHUKaMHU 00pa30BaTeNIbHBIX OTHOIIEHUH, biioka 1 yuyebHoro miaHa.

Jucuumnirza (Moyib) n3ydaercs Ha 1 kypce Bo 2 cemectpe (ouHast popma oOydeHus).

Hucnurnnuna (Moayib) u3ydaercsa Ha 1 kypce Bo 2 cemecTpe (3aouHast hopma oOydeHus).

MECTO JUCIMIIJIMHBI B CTPYKTYPE OIl BO

Unnekc | 51.B.JIB.05.02

TpeGoBaHnus K npeaBapuTeIbHOI MOATOTOBKE 00y4al0LIerocs:

Jl1s ycnenmHoro ocBOeHuUs JUCHMILIMHBI 00Y4aroIUNiCcs TOJKEH UMETh 0a30BYIO MOJTOTOBKY IO
PYCCKOMY SI3BIKY B 00bEME NMPOrpaMMbl CpPEAHEN IIKOJIBI.

JAMcuMnIMHbBI M NPAKTHKH, JJIA KOTOPHIX OCBOCHHE JAHHOW JUCUMILIMHBI (MOIYJIAA)
HeO0XO0UMO KaK NMpeAlIecTBYOIIee:

Nzyuenne muctumuimabl «OCHOBBI JENOMPOW3BOACTBA» HEOOXOIUMO IJisi TOCIIEIYIOIIETO
ycnemHoro ocBoeHusi aucuumuiuH: «Kynbrypa peun», «CTHIMCTHKAa U JUTEPATypHOE
penaktupoBaHue», «OCHOBBI PENAKTUPOBAHUSA», a TaKkKe JJIs TPOXOXKICHHUS BCEX BHUOB
MPAKTUK U MOJTOTOBKH K TOCY/IApCTBEHHOW UTOrOBOM aTTECTAIMU.

3. [lepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs MO IMCHUILINHE
(Moay.110), COOTHECEHHBIX € IVIAHUPYEMbIMHU Pe3yJIbTATAMM OCBOCHHS
00pa3oBaTeJIbHOM NPOrPaMMBbI

[Ipouecc wu3yuenuss aucuumianHbl «OCHOBBI JIEJONMPOW3BOJICTBA» HAIpaBIEH Ha
dbopMUpOBaHKE CIETYIONINX KOMIETSHIIUNA 00yJaroerocs:




ConeprxaHre KOMIETEHIIUU B

Kon Nuaukatopbl JOCTUKEHUS
KOMITETCHITHH COOTBETCTBIN € c(hOPMHUPOBAHHOCTH KOMITETECHITUI
dI'0OC BO / OIT BO

YK-4 Crnocoben ocymectBiaTh | YK-4.1. BrisaBisier OTJINYUTEIIbHBIC
JIEJIOBYI0O  KOMMYHUKALWIO OCOOCHHOCTH MEIUATEKCTOB, U (nn)
YCTHOW M MUCBMEHHOH (hopMax | MEAUAIPOTYKTOB, u (nn)
Ha TOCYIapCTBEHHOM SI3BIKC | KOMMYHUKAIIMOHHBIX  MPOJAYKTOB  Pa3HBIX
Poccuiickoit  ®enepanuu U | MEAMACETMEHTOB U IIAT(HOPM.
nHOCTpaHHOM (BIX) si3bIKe (ax) | YK-4.2. OcymiecTBiser MIOATOTOBKY

KYPHAIUCTCKUX TEKCTOB M (MJIM) MPOJTYKTOB
Pa3IUYHBIX KAHPOB U POPMATOB.

VYK-4.3. PaGoraer HaJl CO3IaHUEM
MEJMATeKCTOB B COOTBETCTBHH C HOpPMaMH

pycckoro  u
0COOEHHOCTSIMU WHBIX 3HAKOBBIX CHCTEM.

HHOCTPAHHOI'O

SA3BIKOB,

4. O0beM IMCHUILVIMHBI (MOAYJIf1) B 3a4€THBIX eIMHULAX ¢ YKa3aHUEM
KOJIMYECTBA aKaJIeMUYEeCKHUX YaCOB, BbIJIEJICHHBIX HA KOHTAKTHYIO padoTy
o0yyaiuxcs ¢ npenogasareseM (1o BUAAM y4eOHbIX 3aHATHI) U HA

CaMOCTOATC/IBHYIO paﬁoTy oﬁyqaloumxcn

OO6mmas TpynoeMKoCTh (00BEM) AUCHHUILTUHBI (MOIYJIS) COCTABIISET 3 3aYCTHBIC CTUHUIIBI,

108 akageMuyecKrux 4acos.

O0BeM TUCHUITINHEL

Bcero yacos

Ounas popma

3aounas popma

oOyueHus oOyueHus
O01mas Tpy10eMKOCTh JHCHHUIIHHBI 108 108
KonTakTHas padora 00y4Jarouuxcs c
npenoaasarejieM (M0 BUAAM YUYeOHBIX 3aHSITHIA)
(Bcero)
AynuTopHasi pa6ora (Bcero): 36 8
B TOM YHUCIIE:
JIEKIIUU 18 4
CEMHUHApBI, TPAKTUYECKHUE 3aHATHS 18 4
PAKTHKYMBI — —

n1abopaTopHble paboThI

BueaynuTopHas padora:

KOHCYJIbTAllMA IIEPET 3a4CTOM

Bueayauropnas paboTa Takke BKIIOYAET

WHIVBUAYAIbHYI0 paboTy oOydaromuxcs ¢

npenoaaBaTrcjicM, TPYIIOBBIC, HWHAWBUAYAJIBbHBIC KOHCYJIbTalMH W HWHBIC BHIBI yqe6H0171
JEeSTENIbHOCTH, TIPeyCMaTPUBAIOIINE TPYIIOBYIO WM UHAWBUIYaTbHYIO pabOTy 00ydaromuxcst
C TIpernojiaBaresieM, TBOPUECKYI0 padoTy (3cce), pedepaTsl, KOHTPOJIbHBIC PAOOTHI | JIp.

CamocTosiTeibHasi paboTa o0yuawmmxcs (Bcero) 36 96
KoHTpoJIb caMoCTOATEILHOM PadoThI 36 4
Bua mpoMe:KyTOYHOI aTTecTAMH 00y4aloIINXCs IK3aMEH 9K3aMeH

(3auer / IK3aMeH)




5. Conep:kanue TUCUUILIMHBI (MOXYJIs), CTPYKTYPHPOBAHHOE 10 TEMaM
(pa3aenam) ¢ ykazaHueM OTBeIEHHOT0 HA HUX KOJIMYEeCTBA aKaJeMNU4YeCKHX
YacoB M BUJAOB Y4eOHbIX 3aHATHH

5.1. Pa3nennbl AUCUMIJIMHBI M TPYA0EMKOCTH 110 BUAAM YUeOHbIX 3aHATHI
(B akaileMHYECKHUX Yacax)

Ounas gpopma obyuenus

Bunsr yueOHBIX 3aHATHI
Obmas /bt Y ’
BKJIIOYAsi CAMOCTOSITEIBHYIO
TPYIOEMKOCTb
(5 uacax) paboTy oOyJarouIIXcs u
Ne | Kype/ Paznen nucuumniumeL, TPYJOEMKOCTb (B 4acax)
n/n TeMa 3aHsATHA
CEMECTp AynuTOpHBIE C
BCETO y4. 3aHATHUA am.
pabota
Jlex. | Mp. | JIab.
Pazgen 1. IIpaBoBbIe " HOpPMATHBHbIE OCHOBBI 8 2 2 4
AeJIONPOU3BOJCTBA
1. 1/2 OCHOBHBIE TOHATHS ACIOMPONU3BOJICTBA. 2 2
2. 1/2 OyHKIIHA JIOKYMEHTA. Knaccudpukarus 2 2
JOKYMEHTOB.
3. 1/2  |HopmaTHBHO-TIpaBOBOE u METOANYECKOe 4 4
obecrieueHne J1e0NpOU3BOJICTBA.
Pa3gen 2. OcoGeHHOCTH MOATOTOBKHU U 0OPMIIEHUS OTAETbHBIX 16 4 4 8
BHIOB 10KYMEHTOB
4. 1/2  |Cucrema OpraHU3aIIOHHO-TIPaBOBOI1 2 2
JOKyMeHTanuu. PacriopsianTesbHbIe TOKYMEHTBHI.
5. 1/2  |CocTtaB pekBU3UTOB JOKyMeHTOB. TpebOoBaHHs K 2 2
0(hOPMIICHHIO PEKBU3UTOB IOKYMEHTOB.
6. 1/2  |CopaBouno-uHGOpPMANHOHHAsE W CIPABOYHO- 4 4
aHAJIMTHYECKasi JOKYMEHTALHsI.
7. 1/2  |CocraBieHue TEKCTOB CIy)KE€OHBIX JTOKYMEHTOB. 2 2
Odopmienne  cnykeOHBIX ~ JOKYMEHTOB B
cootBercTBUH ¢ TpeboBanmsmu ['OCT P 7.0.97-
2016.
8. 1/2  |Mertomuka pemaKkTHPOBaHHS W TEXHHKA MPABKH 2 2
CIIy)KEOHBIX JOKyMEHTOB. THUIHMYHBIE OIIMOKH B
S3bIKE U CTHJIE JOKYMEHTOB.
9. 1/2  |fI3bikOBOE OOPMIIEHHE TUYHBIX JJOKYMEHTOB. 4 4
Pa3gen 3. Opranu3anusi JOKyMeHT0000pOTA 16 4 4 8
10. 1/2  |Opranmzanusi HOKYMEHTOO0OpOTa B YUPEIKICHUH: 2 2
ocHOBHble mpaBuiia. CocTaBlieHHE HOMEHKJIATYPBI
nen. Ilpuem, o0OpaboTka ®  pacmpeeneHue
BXOJIAIINX  JOKyMeHTOB. [IpaBuma 00paboTku
MCXOASIINX JTOKYMEHTOB.
11. 1/2  |Peructpauus JOKYMEHTOB: OOLIME IpaBHIIA, 2 2
3HauyeHHne M 3agaud. DOpPMBI  PErucTpaluu
JIOKYMEHTOB.  ABTOMAaTH3MPOBAHHbIE  CHCTEMBI
perucTparmu.
12. 1/2  |Opranu3zauusi KOHTPOJIS UCTIOIHEHUS JOKYMEHTOB. 4 4
13. 1/2 OCOOCHHOCTH ~ JEJIONPOM3BOJCTBA B BBHICIIUX 2 2
yueOHBIX 3aBEJICHUSX.
14. 1/2  |Crpykrypa u coJiepiKaHue KaJpOoBO 2 2
JOKYMEHTAIHH.
15. 1/2  |OpraHu3aurMoOHHO-KaIPOBbIC JOKYMEHTHI. 4 4




‘ ‘OpFaHI/IBaI_II/IOHHO-paCHOp}II[I/ITeJIBHBIe JOKYMEHTHI.
Paznexa 4. KyabTypa 1ej10Boii NHCbMEHHOM peun 8 2 2 4
16. 1/2  |OcHOBHBIE aCHEKTHI KYJIbTYPHI IECTOBOH PEUH. 2
17. 1/2  |Wcropust pyccKOro MejoBOTO MHChMa. JlemoBast 2
nepenucka. Kimaccuukanus IenoBOW MEpEIHCKH.
CrpykTypa u oOopMIIEHHE AEIOBOTO MTHCHMa.
18. 1/2  |Ctunp u S3bIK JEJIOBOH MEPENHCKH. DTHYCCKHE U 4 4
9THKETHBIE HOPMBI JICIIOBOI MEPETINCKH.
Paznen 5. Ocobble ciryuyan BegeHuUs1 AenonpousBojacrsa. Padora 8 2 2 4
¢ KOHpHUIeHIHATBLHBIME TIOKYMEHTAMH
19. 1/2  |TexHomorus y4era U paCCMOTPEHHS MOCTYIMHBIIHX 2 2
KOH(UICHIMAIBHBIX JOKYMEHTOB. lcrnoyiHeHne u
00paboTKa IOATOTOBJICHHBIX KOH(UACHIMAIBHBIX
JIOKyMEHTOB.
20. 1/2  |®opmupoBaHWe W XpaHCHHE Jel, YHHUTOKCHHE 2 2
JOKYMEHTOB, JIe]l U HOCUTEJIeH HH(POPMAaLIHH.
21. 1/2  |ObecrnieueHne COXPAaHHOCTH KOMMEPUYECKOH TaliHbI. 4 4
Paznen 6. OpraHu3zanusi TeKyulero XpaHeHHsl JOKYMEHTOB H 8 2 2 4
MOJArOTOBKA JieJ K AapXUBHOMY XpaHEHHI0. ApXHBHOe XpaHeHHe
AOKYMEHTOB
22. 1/2 DKcrepTr3a IeHHOCTH TOKYMEHTOB. 2
23. 1/2  |Odopmienue qen JTUTSIBHBIX CPOKOB XPAHEHHUS. 2 2
24, 1/2  |CocTaB yd4eTHBIX JOKYMEHTOB apxuBa. [lopsmok 4
nepegayd el B apXUB. Hcnone3oBanue
JIOKYMEHTOB apXHUBa.
Pazgen 7. CoBpemenHble HHGOPMANMOHHBIE TEXHOJOTHH B 8 2 2 4
AeJIONPOU3BOJCTBE
25, 1/2  |HopMmaTHBHO-METOIHICCKOE " IIPaBOBOE 2 2
o0ecrieueHrue CTaHAApTH3AIMKA M aBTOMAaTH3AlUH
JeIIONPOU3BOJICTBRA.
26. 1/2  |Opranmsanuss paboThl B Ta3eTe, Ha paguo u 2 2
TENEBUCHUH.
27. 1/2  |OcHoBHBIE TIOHSTHS 3IEKTPOHHOTO 4 4
JenonpousBoacTBa.  CuCTEMBl  aBTOMAaTH3aLUH
JIeIIONPOU3BO/ICTBA. DJIEKTPOHHBII
JOKYMEHTO00O0POT.
KonTpoas camocTosTe1bHOI PadoThHI 36
Beero 108 | 18 [ 18] | 36
3aounas ghopma 0byuenus
Bunbl yueOHBIX 3aHATHI
Ob6mas JIbL YA ?
BKJIFOYAsl CAMOCTOSITEIIbHYIO
TPYILOEMKOCTb
(B wacax) paboTy 00yJarommxcs 1
Ne | Kype / Paznen nucuumimseL, TPYIOEMKOCTb (B Yacax)
n/n TeMa 3aHATHA
CceMecTp AyautopHsele
BCEro Yy4. 3aHATHUA Cam.
pabora
Jlex. | Ip. | Jlab.
Pazgen 1. IIpaBoBbIe " HOpPMATHBHbIE OCHOBBI 8 2 2 4
AeJIONPOU3BOJACTBA
1. 1/2  |OcHOBHBIE MOHSTHUS JETIONPOU3BO/ICTRA. 2
2. 12  |Dyskiun JIOKYMEHTA. Knaccndukarus 2 2
JIOKYMEHTOB.
3. 1/2  |HopmaTHBHO-IIpaBOBOE u METOAUUYECKOE 4 4
obecrieueHne e0NpOU3BOJICTBA.




Pa3nen 2. Oco0eHHOCTH MOATOTOBKH U 0()OPMJIEHHS OTAeJIbHBIX 18 14
BHIOB 10KYMEHTOB
4, 1/2  |Cucrema OpraHu3aI[HOHHO-TIPAaBOBOI 2
JOKyMeHTaluu. PaciiopsianTebHbIe TOKYMEHTBI.
5. 1/2  |CocTaB pekBU3UTOB NOKyMeHTOB. TpeOoBaHHs K 2
oopMIIeHNIO PEKBH3UTOB JOKYMEHTOB.
6. 1/2  |CnpaBouHo-WHGOpPMAmHOHHAsE W  CIIPABOYHO- 4 4
aQHAIUTHYECKas! JOKYMEHTALHS.
7. 1/2  |CocTaBieHHEe TEKCTOB CIYXEOHBIX JTOKYMEHTOB. 4 4
OdopmieHne  CIOy)XeOHBIX  JOKyMEHTOB B
cootBercTBUM ¢ TpeboBanmsmu ['OCT P 7.0.97-
2016.
8. 1/2  |MeTtomuka pemakTHpOBaHHMsS W TEXHHUKA IIPABKA 4 4
CIIy’KeOHBIX JOKYMEHTOB. THIHMYHBIE OINMOKH B
S3BIKE U CTHJIE JOKYMEHTOB.
9. 1/2  |SI3bIKOBOE OOPMIICHHE THYHBIX TOKYMEHTOB. 2 2
Pa3gen 3. Opranuzanusi J0KyMeHT0000pOTA 28 28
10. 1/2  |Opranmzainus AOKYMEHTOOOOPOTA B YUPEKIACHHU: 4 4
ocHOBHble mpaBuiia. CocTaBlieHHE HOMEHKJIATYPBI
nen. Ilpwem, oOpaboTka ©  pacrpezeneHue
BXOJSIIIMX JOKyMeHTOB. [IpaBuna 00paboTku
UCXOASLINX JTOKYMEHTOB.
11. 1/2 Perucrpammss  JOKyMEHTOB: oOIIHMe  IpaBHIIA, 4 4
3HaYeHWe © 3agaud. DOpMBI  pPErHCTpaLHU
JOKYMEHTOB.  ABTOMAaTHU3HPOBAHHBIE  CHCTEMBI
PETHUCTpaLHH.
12. 1/2  |Opranuszanusi KOHTPOJIS UCTIOTHEHHUS JOKYMECHTOB. 6 6
13. 1/2 OCOOCHHOCTH ~ JEJONPOWM3BOJACTBA B BBICIINX 4 4
Y4EOHBIX 3aBEICHHSX.
14. 1/2  |Crtpykrypa u COJZIEp>KaHUE KaJpoBOH 4 4
JIOKyMEHTAIHH.
15. 1/2 OpraHu3anuoHHO-KaIpOBBIC JIOKYMCHTHI. 6 6
OpraHn3auMoHHO-PACTIOPSAUTENEHBIC JOKYMEHTHI.
Pa3gexn 4. KyabpTypa ne1oBoii nucbMeHHOW peyn 12 12
16. 1/2  |OcHOBHBIE aCIEKTHI KYJIBTYPHI IEIOBOM peyH. 4 4
17. 1/2  |Ucropust pycckoro paenoBoro muchMa. JlemoBas 4 4
nepenucka. Kiaccupukanus IenoBOi MEpenucKH.
CrpykTypa u opopMIIeHHE EOBOr0 MHChMA.
18. 1/2  |Ctune u SI3BIK JIETIOBOM TEPENUCKH. DTHYECKHE H 4 4
ITHUKETHBIE HOPMBI JICJIOBOH NIEPETIUCKH.
Pa3gexn S. OcoOble ciryyan BeieHHs AeJ1onpou3BoacTBa. Padora 14 14
¢ KOH(pHIEeHINATbHBIMH TOKYMEHTAMH
19. 1/2  |TexHonorus y4era ¥ pacCMOTPEHHS MOCTYMUBIIHX 4 4
KOH(UICHIIMAIBHBIX JIOKYMEHTOB. VcroyiHeHue u
00paboTKa TOATOTOBICHHBIX KOH(HICHIIMAIBHBIX
JIOKYMEHTOB.
20. 1/2  |DopmupoBaHHEe U XpaHEHHE Jel, YHHUTOKCHHE 4 4
JIOKyMEHTOB, JI€JI U HOCcUTeJIeld HH(pOpMaIyy.
21, 1/2  |OGecneuenre COXpaHHOCTH KOMMEPUYECKOM TaliHBI. 6 6
Pa3zgen 6. OpraHu3anusi TeKyllero XpaHeHUsl JTOKYMEHTOB H 12 12
TOJAr0TOBKA JIeJl K AapXUBHOMY XpaHEHHI0. ApXHBHOE XpaHeHHe
AOKYMEHTOB
22. 1/2 DKCcrepTr3a UEHHOCTU JOKYMEHTOB. 4 4
23. 1/2  |Odopmienue aen JTUTSTBHBIX CPOKOB XPAHEHHUS. 4 4
24, 1/2  |CocTaB yd4eTHBIX JOKYMEHTOB apxuBa. [lopsmok 4 4
meperayd  Jea B apXMB. Hcnons3oBanue




‘ ‘,IIOKyMCHTOB apxuBa.

Pa3gen 7. CoBpeMeHHble HMH(pOpPMALMOHHBIE TEXHOJIOTHH B 12 12

AeJIONPOU3BOACTBE

25, 1/2  |HopMaTHBHO-METOIHICCKOES u IIPaBOBOE 4 4
obecrieueHre CTaHAAPTH3aLUU ¥ aBTOMAaTH3alMN
JIeTIONPOU3BO/ICTBA.

26. 1/2  |Oprammsamust paboOTBl B Tasere, Ha pajdo W 4 4
TEJICBUICHUH.

27. 1/2  |OcHoBHBIE TIOHSTHS 3IEKTPOHHOTO 4 4
JenonpousBoacTBa.  CHCTEMBI  aBTOMAaTH3aLUH
JIeTIONPOU3BO/ICTBA. DJIeKTPOHHBIN
JIOKYMEHTO000POT.

KonTpoJb camocTosiTe/ibHONH padoThI 4
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6. OcHoBHbBIE GOpPMBI YUeOHOI padoThI K 00pa3oBaTeIbHbIE TEXHOJIOTUH,
HCII0JIb3yeMble MPH peaJu3anun 00pa3oBaTeJIbHOM MPOrpaMMbl

Jlekunonnble 3auHsTus. Jlekius — ocHOoBHas ¢opMa ydeOHOUW paboThl B By3e, OHA
SBISIETCS HaWboJee BaXXHBIM CPEACTBOM TEOPETUYECKOM IOATOTOBKH — OOYYarOIIMXCS.
Jlek1IMOHHOE 3aHATHE XapaKTepHU3yeTcs NEeSATeNbHOCThIO oOyuaromuxcs B (opMe aKTHMBHOTO
CIIyIIAHUS, T.€. MPEINojaraeTcs BO3MOXKHOCTh 3a7aBaTh BOMPOCHI Ha YTOYHEHHUE MMOHMMAaHUS
TEMbl M PEKOMEHAYETCS KOHCIEKTHPOBAHHE OCHOBHBIX TOJOXKEHUH Jekuuu. OCHOBHas
JUIaKTUYeCKasl el JIGKIUU — OOecrieueHre OpPUEHTHPOBOYHOW OCHOBBI ISl JaJIbHEUIIETO
yCBOEHHUS Yy4eOHOro maTtepuaina. JIeKTopaMu akTUBHO HCHOJIB3YIOTCS: JIEKIusA-0ecena, JIeKIus-
BU3yalIM3alus, JeKius-pe3eHramus. Jleknusa-Oecena, WM «IHAIOr € ayTUTOPHEN»,
npeacTaBisieT co0Oil  HEMmOCpPEACTBEHHBIM KOHTaKT IpernojaBareis ¢ ayautopueil. Ee
PEUMYIIECTBO COCTOMT B TOM, YTO OHA IO3BOJISIET IMpPHBIEKATh BHUMAaHHUE CIymaTteied K
HanOoJiee Ba)XKHBIM BOIPOCAM TEMBI, ONPEAEATh COAEP)KAHUE M TEMIT H3JIOKEHHS Y4eOHOro
Marepuaia ¢ y4eTOM OCOOEHHOCTEH ayAuTOpUHU. YyacTue OOydaroluxcs B JIEKIHH-Oecene
oOecrieunBaeTcs BOMPOCAMH K ayAUTOPUU, KOTOPbIE MOTYT OBITh KakK 3JIEMEHTApHBIMH, TaK H
pOOJIEMHBIMHU.

I'maBHO# 3amaueil Kaxa0W JEKIUU SIBISIETCS PACKPBITHE CYIIHOCTH TEMBI U aHAIU3 €€
OCHOBHBIX TOJIOXEHUH. PekoMmMeHIyeTcss Ha TIepBOW JIEKIIMM O3HAKOMHTH CTYAEHTOB CO
CTPYKTYpOH JUCIHUIUIMHBI W O0003HAaYUTh €€ pa3aensl. B ganpHeieM He0O0X0AUMO
UHPOPMHUPOBATH OOYUAIOMIMXCS O Hadajle KaXIoro pasaena (MOIyJs), ero CyTH W 3ajgadax, a,
3aKOHYMB M3JI0’KEHHE, MOJIBECTH UTOT MO 3TOMY pasfeiy, YTOObI CBS3aTh €ro CO CIEIYIOLIUM.
CopnepxaHue JIEKIMM ompenensercss HacTosuledl padoued MporpaMMoN JUCHUIUIMHBL J{ist
3Q(GEKTUBHOIO  MPOBEAEHUS  JIEKIMOHHOTO  3aHATUS  PEKOMEHAyeTcs  coOmoaaTh
TIOCJIETOBATEIHHOCTD €r0 OCHOBHBIX 3TAaIlOB:

1) dopmynupoBKa TeMBbI JEKIHH;

2) yKa3aHWE OCHOBHBIX H3y4aeMbIX BOMpPOCOB (pa3aesioB) ©  00O3HAaYeHHE
MpeIoJiaraéMbIX 3aTpaT BPEMEHHU Ha MX U3TI0KEHUE;

3) u3JI0KEeHNE BBOJHON YaCTH JICKIIHH;

4) u3110’)KeHNE OCHOBHOM YaCTH JICKIIUH;

5) KpaTK#e BBIBOJIBI TI0 K&KIOMY H3 BOIIPOCOB;

6) 3aKiIrFOUCHHCE;

7) peKOMEHIAINH JTUTEPATYPHBIX HCTOYHUKOB IO M3JIaraeMbIM BOTIPOCAM.

JlabopaTopubie padoThl M MPAKTHYECKHE 3aHATHUS. J[MCUIUIUIMHBI, MO KOTOPHIM
MJIAHUPYIOTCST JTAOOpaTOpHBIE PAOOTHI W TPAKTUYECKUE 3aHATHUS, ONPEACISIOTCS y4eOHBIMHU
wianamu. JlabopaTopHbie pabOThl M MPAKTUYECKUE 3aHSATHUS OTHOCATCS K OCHOBHBIM BHJIaM
Y4eOHBIX 3aHATHH M COCTABISIOT BAXKHYIO YacTh TEOPETHYECKOWM U TpodecCHOoHATbHON




MPAKTUYECKON TMOATOTOBKH. BBIMOJIHEHHE CTYAEHTOM JIabOpaTOpHBIX padOT M MPaKTHYECKHX
3aHATUHN HAIIPaBJICHO HA:

- 00001IeHNEe, CHCTEeMATH3AINIO, YIITYOJICHHE, 3aKPETUICHUE MTOTYyYEeHHBIX TEOPETHIECKUX
3HAHUH 110 KOHKPETHBIM TEMaM AUCLUUIUINHEI,

- (popmupoBaHUE YMEHUN NPUMEHATH MOJYUYECHHBIE 3HAHUS Ha MPAKTHKE, peaU3alhio
€/IMHCTBA UHTEIICKTYAIbHOW U MPAKTHYECKOM eI TEeIbHOCTH;

- pa3BUTHE MHTEUIEKTYAJIbHBIX YMEHHUH y OyIylIMX CHEHHATUCTOB: AHAIUTUYECKUX,
IPOEKTHPOBOYHBIX, KOHCTPYKTHBHBIX U JIp.;

- BBIPaOOTKY MpPH PEIIEHUU TMOCTaBICHHBIX 3a/lad TaKUX MPOo(eCcCHOHATBHO 3HAYMMBIX
Ka4yeCTB, KaK CaMOCTOSITEIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUECKAsi HHUIIMATHBA.

JIaboparopHasi pabota — 3T0 (hopMa OpraHU3aIUl YIeOHOTO MPOoIecca, KOraa CTyASHTHI
M0 33/JIaHMI0 U TOJ PYKOBOJACTBOM IIPENOAABATENsl CAMOCTOSITENILHO IPOBOJSAT OIIBITHI,
U3MEpPEHUs], JJIEMEHTAPHBIE WCCIICAOBAHMUS HAa OCHOBE CIEHHUAIBHO Pa3pabOTaHHBIX 3aJaHHM.
JlaboparopHass paboTra Kak BHJA Yy4eOHOro 3aHATUS JOJDKHA IMPOBOJUTHCA B CIELHUAIBHO
000OpYyIOBaHHBIX y4eOHBIX ayAuTOpusX. HeoOXOAMMBIMH CTPYKTYpHBIMH  3JIEMEHTAMHU
nabopatopHoii pabOThl, MOMHMO CaMOCTOSITEIBHON JEATEILHOCTH CTYACHTOB, SIBISIOTCA
MHCTPYKTaXX, MPOBOJMMBIA TpenojaBaTeleM, a TakKe OpraHu3amus OOCYXJICHHS HWTOTOB
BBIMIOJIHEHHsT JlabopaTopHOM paboTel. JlumakTuueckas 1enb J1a00paTOPHBIX 3aHITHH —
HKCIIEPUMEHTAIBHOE MOJITBEPKICHUE N3YIEHHBIX TEOPETUYECKHX TTOJI0KESHUH.

[IpakTuueckoe 3aHsaTHE — 3TO (hOopMa OpraHu3alUu yueOHOro Mpoliecca, HalpaBIeHHAS
Ha BBIPAOOTKY y CTYIEHTOB MPAKTUYECKUX YMEHUH Ui M3y4CHHUs MOCIEAYIOMNX TUCIUTUIAH
(Momyneit) u nis pemeHUs mpodeccHoHanbHBIX 3amad. [IpakTudeckoe 3aHATHE OJKHO
NPOBOIUTHCS B YUEOHBIX KaOMHETaX WM CHEIHaIbHO OOOpPYJOBAHHBIX ITOMEIICHHSIX.
HeoOxomuMbpiMu ~ CTPYKTYpPHBIMH ~ 3J€MEHTaMU  MPAKTHUYECKOTO  3aHATUS,  TOMHMO
CaMOCTOSITENIbHOW JIeSITETbHOCTH CTYACHTOB, SIBIISTIOTCS] aHAIN3 M OIIEHKA BHIIMTOJIHEHHBIX padoT u
CTCNEHH OBNAJCHHS CTyISHTaMH 3alUIaHUPOBAaHHBIMU YMEHHUSMHU. JlMIaKTUUYECKUEe LeJH
NPaKTUYECKUX 3aHATHH: (QopMupoBaHHEe yMeHUH (aHATUTUYECKHX, MPOSKTHPOBOYHBIX,
KOHCTPYKTUBHBIX ), HEOOXOTUMBIX JJISl U3YYCHHs MOCIEAYIOUUX AUCIUILTHH (MOIynel) u s
Oynyuieit mpoheccuoHaTbHOM eI TeIbHOCTH.

Cemunap — popma oOyueHHsI, UMEIOIIast 1eJb YIIAYOUTh U CUCTEMaTU3UPOBATh N3yUEHHUE
HauOosee BaXHBIX U TUMHYHBIX A5 Oynymied npogeccCHOHaIbHON AEATEIbHOCTH 00ydaeMbIX
TEM U pa3JiesioB yueOHoM aucuumiuHbl. CeMuHap — MeTol 00yueHUs aHAJIN3y TEOPETHUECKUX U
NPaKTUYECKUX TPOOIeM, 3TO KOJUIEKTUBHBIA MOWUCK IMyTEH pPENICHWH CIEeNUAIbHO CO3aHHBIX
npoOJaeMHbIX cuTyauuil. Jls CTy[IeHTOB IJaBHas 3ajada COCTOUT B TOM, YTOOBI YCBOUTh
coJiepkaHre y4eOHOro MaTepraa TeMbl, KOTOpasi BRIHOCUTCSI Ha 00CYX/IEHHUE, TOATOTOBHTHCS K
BBICTYIIJICHUIO U TUCKyccuu. CeMuHap — aKTHBHBIM MeToz 00yueHHsl, B IPUMEHEHUN KOTOPOTo
JOJDKHA TpeodiasaTh TPOAYKTHBHASL JEATENBHOCTh CTyneHTOB. OH JOJDKEH pa3BUBATh |
3aKpEeIUIATh Y CTYJICHTOB HAaBBIKM CaMOCTOSATENBbHOM pPabOThl, YMEHHS COCTABISATH IUIAHBI
TEOPETUYECKHUX JIOKJIAIOB, MX TE3UCHI, TOTOBUThH Pa3BEPHYTHIE COOOIICHHUS U BBICTYIIATh C HUMHU
nepes ayIuTopuei, y4acTBOBATh B IUCKYCCUU M OOCYKACHUU.

B mpomecce mMOArOTOBKM K TPAKTHYECKUM 3aHATHSAM, OOy4JaromUMCS HEO0O0XOIHMO
o0patuTh 0co00€ BHHMAaHHE Ha CaMOCTOATENBHOE M3Y4YeHHE PEKOMEHJIOBAaHHOM YyueOHO-
METOMYECKON (a Takke HaydyHOW M TomysspHOM) nuteparypbl. CaMocTosiTenbHas paboTa c
yuyeOHHMKaMH, Y4eOHBIMH TOCOOHMSIMH, HAY4YHOH, CIPAaBOYHOM M MOIMYJISPHOM IJUTEpaTypoi,
MaTepHuajaMH TIePHOANYECKUX H3JaHuil 1 MHTepHeTa, CTaTUCTHYECKHUMH JTaHHBIMH SIBISIETCS
HanOonee S((EeKTUBHBIM  METOAOM  TOJYYEHUS  3HAHUM, TO3BOJSET  3HAYUTEIHHO
aKTHBU3MPOBATh TMPOIECC OBJIaJIeHus WHPOPMAIHEH, CrmocoOCTByeT Oosiee TiIyOOKOMY
YCBOGHHMIO M3y4aeMoro Matepuana, (opMupyeT y o0OydalolmIMxXcs CBOE OTHOILICHHE K
KOHKpETHOU mpooisieme. bosiee rmyO00OKOMY pacKphITHIO BOIIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C
JIOTIOJTHUTENILHON  JIUTEpaTypol, PEKOMEHJOBAHHOW TpenojaBaTeleM IO KaxXJIoW Teme
CEMHHAPCKOTO MJIM MPAKTHYECKOTO 3aHSTHS, YTO IMO3BOJISIET OOYUYAIOMIMMCSI TPOSBHTH CBOIO
WHAWBUAYAILHOCTh B PaMKaX BBICTYIUICHUsS Ha JAaHHBIX 3QHITHUSX, BBISBUTH IIUPOKHHA CHEKTP
MHEHHH 110 U3ydaeMou mpooiieme.
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Oo0pa3oBarte/ibHbIe TexXHOJOTUH. [Ipn TpoBeneHNHM YYEOHBIX 3aHATHI MO TUCIHUILIAHE
HUCIOJIB3YIOTCA TpPaAUIIUOHHBIC W HWHHOBAIIMOHHLIC, B TOM YHCJIC I/IH(i)OpMaLII/IOHHbIe
oOpa3oBaTeNibHble TEXHOJOTWHU, BKIIOYas NpPU HEOOXOJWMOCTH TNPUMEHEHHE AaKTHUBHBIX U
HHTCPAKTUBHBIX MCTO/I0B 06y‘-IeHI/I$I.

TpagunuonHele 00pa3oBaTeIbHbBIE TEXHOJOTMH PEaNU3YIOTCS, MPEUMYILECTBEHHO, B
nporecce  JIGKIUOHHBIX W TPAKTHYECKUX  (CEMUHAPCKUX, J1a0OpPaTOPHBIX)  3aHATHH.
HuHoBannoHHble 00pa3oBaTebHble TEXHOJOTUU HCHOJB3YIOTCS B THPOIECCe ayTUTOPHBIX
3aHATUH M CAMOCTOSITEIBHOW pabOThl CTYJEHTOB B BHJE NPUMEHEHHUS aKTUBHBIX H
MHTEPAKTUBHBIX METO/I0B OOyUEHUSI.

UudopmanmonHsle  oOpa3oBaTelbHbIE  TEXHOJOTHMH  pealu3yloTcs B Ipolecce
UCTIOJIb30BAHUSl  AJIEKTPOHHO-OMOIMOTEUHBIX ~ CHCTEM, JIEKTPOHHBIX  00pa30BaTEIBHBIX
pPECYypcoB U DJEMEHTOB JJIEKTPOHHOrO0 OOy4YeHUss B O3JIEKTPOHHOM HHGOPMALMOHHO-

o0pa3oBaTeNbHON cpele Ui aKTUBU3AUK Yy4eOHOro mporecca M CaMOCTOSITENbHOW paboTh
CTY/ICHTOB.

[IpakTUdeckue 3aHATHS MOTYT MPOBOAUTHCS B (hOpME IPyNIIOBON TUCKYCCHH, «MO3TOBOTO
mITypMmay, pa3doopa KelcoB, pelieHus PAKTUICCKUX 3a/1a4, MyOJIMYHON MPE3CHTAIUH POCKTa
ap. [Ipexne, yem nate rpymne nHOOPMAILHUIO, BAKHO IMOATOTOBUTH YYaCTHHKOB, aKTHBU3UPOBATH
UX MEHTAJIbHBIC MPOIECCHI, BKIIFOYUTh UX BHUMAaHKE, Pa3BUBATh KOOIIEPAIIUIO i COTPYIHHUYECTBO

IIPU IIPUHATUY PELICHUM.

7. ®OHJ OLIEHOYHBIX CPEACTB IJIsl MPOBEICeHUA TEKYIIero KOHTPOJIS U
NPOMEKYTOYHOM aTTecTAauMu 00y4AKIIMXCS 10 JUCHUILIMHE (MOLYJII0)

7.1. UHaAuKaTOPbI OLlEeHUBAHUS C(POPMHUPOBAHHOCTH KOMIEeTEeHIIM

Komnerenuuun 3auTeHo He 3auteno
Bsicokuil ypoBeHb CpenHuil ypoBeHb Hu3skuil ypoBeHb Huxe noporosoro
(otnuyaHo) (86-100 (xopomo) (YIOBIETBOPUTEIHHO) YpOBHS
% 06amoB) (71-85 % 6GamoB) (56-70 % 6GastoB) (HEeyIOBIIETBOPUTEIIHHO)
(o 55 % GanmnoB)
YK-4: YK-4.1. YK-4.1. YK-4.1. YK-4.1.
Crocoben BrisBnsier Brissiser BrisBaser He BoBaser
OCYIIECTBIISITH OTJIIMYNUTEIIHHBIE OTJIIMYNTENHHBIE OTIINYNTEIIbHBIC OTIINYNTEIIbHBIC
JICIIOBYIO 0COOEHHOCTH 0COOEHHOCTH 0COOEHHOCTH 0COOCHHOCTH
KOMMYHHKaIX MEJIMaTeKCTOB, U | MEIUATEKCTOB, U MEMAaTEeKCTOB, U (W) | MEUATEKCTOB, U (WJIH)
10 B YCTHOU U (mm) (mm) MEIUANpPOLyKTOB, U MEIUANpPOLyKTOB, U
[UCbMEHHOU MEIHAIPOIYKTOB, U | MEAHANIPOAYKTOB, M | (WIIN) (nm)
(hopmax Ha (mm) (mm) KOMMYHHKAIIUOHHBIX KOMMYHHMKaIIUOHHBIX
TOCY/IapCTBEHH | KOMMYHHKAIIMOHHBI | KOMMYHHKAIIMOHHBI | MPOJIYKTOB Pa3HBIX NPOJYKTOB Pa3HbIX
OM SI3BIKE X MPOJIYKTOB | X MPOAYKTOB ME/INacerMeHTOB 1 Me/IMacerMeHTOB 1
Poccuiickoit Pa3HbIX Pa3HbIX mw1athopM. m1aTHopM.
denepanun u MEIMAacCerMEHTOB ¥ | MEIMAaCerMEHTOB U
UHOCTPAaHHOM wiatgopm. wiatgopm.
(p1x) s13b1KE (ax) | VK-4.2. YK-4.2. YK-4.2. YK-4.2.
OcymecTBasier OcymiecTBasier OcymecTBser ®parMeHTapHO
HOJATOTOBKY HOJTOTOBKY MIOJITOTOBKY OCYIIECTBIISIET
KYPHAITHCTCKUX KYPHAITHUCTCKUX KYPHATUCTCKUX HOATOTOBKY
TEKCTOB U (WJIN) TEKCTOB U (WJIH) TEKCTOB U (MIJIN) JKYPHAJIMCTCKUX TEKCTOB
MPOJIyKTOB MPOJIyKTOB MPOJYKTOB PA3IMYHBIX | W (WJIM) NPOIYKTOB
Pa3NIUYHBIX )KaHPOB | Pa3IMYHBIX KAHPOB | JKaHPOB M (HOPMATOB. Pa3IMYHbIX JKAaHPOB H
1 popMaToB. u GOpMaToB. (hopmaToB.
YK-4.3. YK-4.3. YK-4.3. YK-4.3.
PaGoraer Hax PaGoraer Hax PaGoraer Hanx He paGoraer Han
CO3/1aHHEM CO3/1aHUEM CO3/laHHEM CO3/1aHHEM
MEJIMAaTEeKCTOB B MEJIMaTEKCTOB B ME/IMaTeKCTOB B ME/IMaTeKCTOB B
COOTBETCTBUH C COOTBETCTBUHU C COOTBETCTBUHU C COOTBETCTBUH C
HOpPMaMH PYCCKOTO | HOPMaMM PYCCKOIO | HOpPMaMH PYCCKOrO U HOpPMaMH PYCCKOTO U

11




1 UHOCTPAHHOI'O 1 UHOCTPAHHOI'O HWHOCTPAHHOI'O A3bIKOB, HWHOCTPAHHOI'O fA3bIKOB,
S3BIKOB, S3BIKOB, 0COOEHHOCTSMHM MHBIX 0COOEHHOCTSMHM MHBIX
0COOCHHOCTSIMH 0COOCHHOCTSIMH 3HAKOBBIX CHUCTCM. 3HAKOBBIX CUCTCM.
HWHBIX 3HAKOBBIX HWHBIX 3HAKOBBIX

CHUCTEM. CHUCTEM.

7.2. llepeBoa 0a/TIbHO-PETUHIOBBIX MOKAa3aTeJIeH OLEHKH KayecTBa NOAT0TOBKH
00y4yarommuxcs B OTMETKH TPAJUIIMOHHOMH CUCTEeMbI OLIEHMBAHUS

[Topsinok (QyHKITMOHMpPOBAaHUSI BHYTPEHHEH CHCTEMBI OIICHKHM Ka4yeCTBa IOJTOTOBKH
0o0yJarmuxcss U TepeBoj OaTbHO-PEHTHHIOBBIX IIOKa3aTelell OOYyJaromMXCcsi B OTMETKHU
TPAIUIIMOHHOM CHUCTEMbl OLICHUBAHHUS TMPOBOJAUTCA B COOTBETCTBUU C mojoxkeHuem KUY
«[Tonoxenune o OATLHO-PEUTHHTOBOW CUCTEME OLICHKH 3HAHUHA 00YJarOIINXCs», Pa3MEIICHHBIM
Ha caiite YHuBepcuTera 1o agpecy: https://kchgu.ru/inye-lokalnye-akty/

7.3. TunoBbie KOHTPOJbHBIEC BOIIPOCHI X 3alaHU, H606XOIII/IMLIG AJIA OCHUBAaHUA
C(l)OpMHpOBaHHOCTI/I KOMHETeHHI/Iﬁ B IIpoecce 0CBOCHUS yqeﬁnoﬁ AUCIHHUIIJINHBI

7.3.1. TlpuMepHbIe BONMPOCHI K HTOTOBOI aTTecTAIlUU (3a4eT)

1. HokymeHT. OCHOBHBIE TPU3HAKU U CBOMCTBA JOKYMEHTA.

2. OyHKIUHI TOKYMEHTA.

3. FOpuanueckas cuia JOKyMEHTa.

4. CrappapTu3anus 1 yHUpUKaLus JOKyMEHTa.

S. HopmartuBHo-mMeToanueckue JIOKYMEHTHI, perJaMeHTUpyoIue IPOLIECCHI
JIOKYMEHTHPOBaHUS.

6. JlokymeHT0000pOT B opranmu3armu. OCHOBHBIC IIPaBHIIa JJOKYMEHTO000pOTA B BY3€.

7. Buzipl G1aHKOB, IPUMEHSEMBIX OpraHU3aLUsIMU.

8. PexBuU3UTHI, popMupyromie 0O1aHK NUcbMa U OJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

9. IlpaBuiia opopMiIeHUs AaThl B JOKYMEHTE.

10. Cioco0sl yTBEpKAE€HUS JOKYMEHTOB.

11. Peructpanus 1 KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

12. Opranuzanust paboTbl C HUCXOMSAIIMMH JOKyMEHTaMHu. TpeOoBaHHUs, NpeAbsBIsEMbIe K
00paboTKe UCXOAIINX TOKYMEHTOB.

13. Dranbl paboThl ¢ BXOMSAIMMH JOKyYMEHTaMH. TpeOoBaHUs, NpeabsBiIsieMble K MEPBUYHON
00paboTKe BXOAAIINX JTOKYMEHTOB.

14. [opsnok paboThl ¢ BHYTPEHHUMH TOKYMEHTaMHU.

15. OcHOBHBIE rPpyNIBI JOKYMEHTOB YIIPABJICHUS.

16. Buapl 1OKyMEHTOB, OTHOCSIIMXCS K OpraHU3allMOHHO-PACIOPSAIUTEIbHBIM.

17. Buabl JOKYMEHTOB, COCTABIISIOLIUX IPYIIY CIPABOYHO-UH(OPMALIOHHBIX.

18. Pezomonus. [opsinok ee opopmieHus.

19. OdpopmieHre NoAMUCH B MUCbME, aKTe, IPOTOKOJIE.

20. CornacoBanue qokyMeHTa. OgopmieHue rpuda 1 BU3bl COrIacoBaHMUS.

21. CocraB perucTpaiMOHHOIO HOMepa UCXOSAIIET0 JOKYMEHTA.

22. Drtanbl TOATOTOBKU MPUKA3a.

23. OcobeHHOCTh cocTaBlieHUs U 0(hOPMIICHHSI PHKa3a 10 OCHOBHOM JIESTEIIHHOCTH.

24. Axkr. IlpaBuna ero oopmiienusi. Buasl akTos.

25. Ilpotokon. Ocobennoctu ero opopmienus. [Tonnas u kparkas GoOpMBl.

26. TpeOoBaHus K CIy)KEOHBIM M JOKJIAIHBIM 3amuckaM. OcOOEHHOCTH UX O(QOPMIICHHUS.
BHeurnue u BHyTpeHHUE TOKIIaAHbIE 3aITUCKU.

27. OcHoBHbIE TpeOOBaHUS K O(POPMIICHHUIO CITYy>KEOHBIX THCeM. Pa3HOBUHOCTH MTUCEM.

28. TpeboBaHus, MPEABABIAEMBIE K TEKCTY TUCHMA.

29. OcoOGeHHOCTH PabOThI ¢ KaAPOBBIMH JOKYMEHTAMHU.
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30. OcoOeHHOCTH 3aMOTHEHUS TPYIOBOM KHIDKKH. TpeOOBaHMS K XPAaHSHHUIO U UCIIOJIb30BAHUIO.
31. JInynas kKapTOUKa U JIMYHOE JEIIO.

32. JlokyMeHTBI, POPMHUPYIOIINE JTUIHOE JEI0 paOOTHHKA.

33. IlpaBuia 3an0JHEHUS IMYHBIX KapTOUYEK.

34. Opranuzaiys padoThl ¢ JOKYMEHTaMH, COiepKAIMMU KOH(GUICHIINATIbHbIE CBEACHHUS.

35. ®opmupoBanue jmaen. OcCHOBHBIE TpeOOBaHUsS, KOTOPhIE HEOOXOIUMO COOIIOJATh MpH
dbopMupoOBaHUU JEII.

36. CocraBieHre HOMEHKIIATYPbI €.

37. IloaroToBka IOKyMEHTOB K Ilepe/iade UX Ha apXUBHOE XpaHEHHE.

38. XpaHeHue TOKYMEHTOB B JICKTPOHHOU (popme.

39. IloaroToBKa 10KyMEHTOB K YHUUTOKEHUIO.

40. KoMnbroTepHBIE TEXHOJIIOTUH B AECJIONPOU3BOICTBE.

41. Odopmrenue npuema Ha paboTy. Beaenue, 3amoHeHne U BbIJa4a TPYAOBBIX KHIKEK.

42. IToHsiTHE W CTOPOHBI TPYJIOBOI'O JI0rOBOPA.

43. Obs3arenbHbIe U JONOTHUTEIbHbIE YCIOBHUS TPYIOBOrO 1oroBopa. CpouHbIid U OeCCpOUYHBII
TPYZOBOM AOTOBOD.

44. JIomXHOCTHAS. UHCTPYKLUS.

45. llltaTHOE pacnucaHue U MpaBUiia BHYTPEHHETO TPYAOBOTO paclopsIKa.

7.3.2. Temsl pedeparoB

1. TexcTbl JOKYMEHTOB: UX yHU(DUKaLMsL, TPeOOBaHUS U BUJIbI TEKCTOB.

2. IlogrotroBka M o¢opMIIEHHE PpACHOPSIUTENBHBIX JOKYMEHTOB, CO3/1aBaéMbIX Ha
KOJUIETHAJIbHON OCHOBE.

3. IlocTpoeHrne M TEXHOJOTHs IMOJATOTOBKH PACHOPSAAMTENBHOTO JOKYMEHTa B €IUHOJIMYHOMN
CHCTEME YIPaBJICHUSI.

4. OpraHu3alOHHO-IIPaBOBasl JTOKyMEHTAlMs: BUJbI, CTPYKTypa, COCTaBlieHHUEe U odopMieHne
JIOKYMEHTOB.

5. XapakTepucTHKa CIIpaBOYHO-MH()OPMAIIMOHHBIX TOKYMEHTOB, OCOOEHHOCTH UX COCTaBJICHUS
1 opopmiteHus.

6. CocraBienue 1 0pOpMIICHHE TUIAHOBBIX U OTYETHBIX TOKYMEHTOB.

7. Opranu3alMOHHbIE TOKYMEHTHI KaJApOBOU CIYKOBI.

8. XapakTepucTuka JOKYMEHTOB, OTHOCSIIUXCS K JOKYMEHTAIMH [0 JUYHOMY COCTaBY.

9. CocraB 10OKyMeHTOB JJHYHOTO jAena. OdopmiieHHe JOKYMEHTOB.

10. TpeGoBaHMsI K 3aM0JIHEHHIO, BEJICHUIO U XPAHEHUIO TPYIOBBIX KHUXKEK.

11. Ananu3 u 06061eHne obpameHuii rpaxaad. OpopmieHue TOKYMEHTAIUK TT0 OOpaIeHUSIM
rpaxkJaH.

8. IlepeyeHb OCHOBHOM M JONMOJTHUTEILHON Y4eOHOI JTUTEPaTyPBbI,
HEe00X0AMMOii 17151 OCBOCHUS TMCUUIIIIMHBI (MOXYJISA)

8.1. OcHoBHas IUTEpPaTypa

1. OcHoswr denonpouszsoocmea: ydaedHoe mocobue / A.M. Acamues, M.11. MupoHoBa,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3n., uctip. u gon. — Mocka: THOPA-M, 2024. — 146 c. —
(Beiciiee oOpasoBanue). — DOl 10.12737/24426. — ISBN 978-5-16-019135-5. — Tekcr:
sanexktponHeii. — URL: https://znanium.com/catalog/product/2036546 (mata oOparieHus:
15.05.2024). — Pexxum gocTyma: 1o MmoJInrcKe.

2. Kysneyos M. H. Jlenonpou3BoCTBO: yueOHO-cripaBouHoe nocooue / M.H. Ky3HenoB. —
12-e u3n. — MockBa: M3narenscko-toproas koprnopauus «lamkos u K°», 2023. — 405 c. —
ISBN 978-5-394-05261-3. — Tekcr: AJICKTPOHHBIH. — URL:
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https://znanium.com/catalog/product/2082504 (mata o6pamenus: 15.05.2024). — Pexum
JOCTYTIA: IO TIOJIITUCKE.

3. OcHosbl Oenonpouzeoocmaa. A3vik cycebH020 00OKyMenma. y9eOHUK U MPAKTUKYM
it By30B / [Ton obmieit penakiueit H.H. [llyBanoBoii. — 2-e u3n., nepepad. u gomn. — Mocksa:
N3patensctBo FOpaiit, 2020.

4. Pwibakos A.E. OcHoBBl nenornpou3sBojictBa / PeibakoB A.E., — 3-¢ u3n. — MUHCK:
PUIIO, 2016. — 319 c.: ISBN 978-985-503-606-8. — Texkcr: nsnekrponnsii. — URL:
https://znanium.com/catalog/product/947745 (nata obparmienus: 14.05.2024). — Pexxum nocryma:
IO TIOJTITHCKE.

5. Kupcanosa M.B. Kypc nemonpou3BOACTBAa: JOKYMEHTAIMOHHOE OOCCIICUCHHUE
ynpasieHus: yueoHoe nocobue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u31., UCTIp. U JOM. —
Mocksa: UH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DnekTpoHHBIA pecypc]. — (Bricmiee
obpa3oBanue: bakamaBpuar). — ISBN 978-5-16-006789-6. — Tekcrt: amekrponnsiii. - URL:
https://znanium.com/catalog/product/1088888 (mata o6pamenus: 10.05.2024). — Pexum
JIOCTYTIA: TI0 TOATIHCKE.

6. Kyremypa pycckou peuu: ydaeOnuk / otB. pen. JLK. I'paymuna, E.H. Ilupses. —
Mocksa: Hopma: MH®PA-M, 2020. — 560 c. — ISBN 978-5-91768-547-2. — Tekcr:
sanekTponnbii. — URL: https://znanium.com/catalog/product/1088887 (nmara oOparueHus:
14.05.2024). — PexxuM gocTyma: 1Mo MmoImucKe.

7. Cmunucmuka u Kyiemypa pycckoti peuu’ yaeoHuk / non pen. npod. T.51. AHoxuHO#. —
M.: ®opym: UTHOPA-M, 2019. — 312 c. — (Beicmee o6pa3oBanune: bakanaspuar). — ISBN 978-5-
91134-717-8. — Tekct: anexktponnbii. — URL: https://znanium.com/catalog/product/1010803
(mata oopamienus: 13.05.2024). — Pexxum ocTyma: Mo MO IIHCKE.

8.2. JlonoiHUTEIbHASA JTUTEPATYypa

1. Jenonpouszeoocmeo: y4ueonuk / T.A. beikoBa, JI.M. BsoBa, FO.M. Kykapuna, JI.B.
Cankuna; mox oour. pex. goin. T.A. beikoBoit. — 5-¢ u3f., nepepad. u gon. — Mocksa: MTHOPA-
M, 2023. — 403 c. + Jlon. maTepuaisl [ DaekTpoHHBIH pecypc]. — (Bricmee o6pazosanue). — DOI
10.12737/1907620. — ISBN 978-5-16-018052-6. — Tekcr: onekrponnsii. — URL:
https://znanium.ru/catalog/product/1907620 (mara o6pamienus: 12.05.2024). — Pexxum goctyma:
IO TTOATIHCKE.

2. Poeoowcun M.FO. HactomnbHasi KHUT@ OTBETCTBEHHOTO 3a JENIONPOW3BOACTBO. —
Mockaa: IIpocnexr, 2020.

3. 3atiyesa E.B. J1enonpou3BOJACTBO U JOKYMEHTOOOOPOT B CUCTEME TOCYAaPCTBEHHOTO
MYHUIIUNAJIBHOTO yIpaBieHusi: yueOHoe mnocobue / E.B. 3aiiueBa, H.B. I'onuaposa; M-Bo
oOpazoBanuss u Hayku Poc. ®epepanuu, Ypan. ¢enep. yH-T. — ExarepunOypr: M3a-Bo
VYpansckoro yn-ta, 2017. — 178 c¢. — ISBN 978-5-7996-2233-6. — TekcT: anekrponHsiit. — URL:
https://znanium.com/catalog/product/1946334 (mata oOpamenus: 15.05.2024). — Pexum
J0CTyTa: 10 TOJIHUCKE.

4. Cospemennviii pycckuil aumepamypHuiil A3ulk 6 2 yacmsax. ydeOHuK miisi By30B / [log
penakuueii B.I'. Koctomaposa, B.1. MakcumoBa. — MockBa: U3garensctBo IOpaiit, 2020, 2021.

5. Cospemennviii pycckuil A3vlKk 6 3 momax. y4eOHUK M TPAKTUKyM i By30B / Iloxg
penakuueit C.M. KonecHukoBoit. — 2-e u3a., nepepad. u gon. — Mocksa: M3narensctBo FOpaidT,
2021.

6. Cospemennvlii pycckuti s36lK U Kyaibmypa pedu. ydeOHUK st OakanmaBpoB / Ilon
penakuueir H.B. MansraeBoit. — Mocksa: M3naTenscko-Topropas koproparus «/lamkos u K*»;
PocroB-Ha-/lony: Hayka-Cnekrp, 2021.
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9. TpeGoBaHMsl K YCJOBUSIM peaju3annu pado4yeil mporpaMMbl U CHUNINHBI
(MoayJin)

9.1. O0mecucreMHble TpeOOBaAHUS

Onexmpounnasn unpopmayuonno-oopazosamenvras cpedoa PI'bEOY BO «Kapauaeso-Uepkecckuii
2ocyoapcmeennsiil ynugepcumem umenu V. /. Anuesa»

Kaxnaplii  oOywaromuiics B TEYEHHWE Bcero nmnepuoga oOydeHHss obOecriedeH
WHAUBUAYAIbHBIM  HEOTPAaHUYEHHBIM  JOCTYIIOM K  JJIEKTPOHHOW  HMH(OPMAIMOHHO-
obpazoBarenbHoii cpeae (ANOC) YauBepcuteTa u3 1000H TOUKH, B KOTOPOH UMEETCS TOCTYII K
MH(OPMALIMOHHO-TEIICKOMMYHUKAIIMOHHON ~ cetn  «/HTepHeT», Kak Ha  TEpPUTOPUHU
YHuBEpCUTETA, TaK U BHE €€.

OynknuonupoBanue  OMOC  obecnieunBaeTCss  COOTBETCTBYIOIIUMHU  CpPEACTBAMU
WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJIOTHA W  KBaTu(UKanuend pabOTHUKOB, ee
UCHIONB3YIOMMX M mnoafepxkuBaomux. @OynkuuonupoBanue DMOC  cooTBeTcTBYET
3aKoHoAarenbCTBy Poccuiickon denepanumu.

Anpec odpuransHOro caiita yHuBepcutera — http://kchqu.ru

Anpec pazmenienuss DMOC OI'BOY BO «KapauaeBo-Uepkecckuil rocyaapCTBEHHBIM
yHuBepcuteT umenu Y. J[. Anmesay — https://do.kchqu.ru

Onekmponno-oubauomeuHvle cucmemsl (I1eKmMpoHHble OUOIUOMeEK,)

YueOHbIii rojg HaumeHoBaHMe JOKYMEHTA ¢ YKa3aHUEM Cpoxk aeiicTBus
PEKBHU3HUTOB JOKYMEHTA

2024-2025 DJEeKTPOHHO-OMOINOTeYHAs cucreMa 00O | ot 23.04.2024 1.
yaeOnsbnii o | «(3HAHUYM»y. Horoop Ne 238 36¢ ot 23 ampens | jmo 15.05.2025 1.

2024 rona.
DeKTpOHHBIH aapec: https://znanium.com
2024-2025 ONeKTpoHHO-0MONMMoTeyHast ~ cuctemMa  «JlaHb». beccpounsiit

y4eOHBIN TOJ Horosop Ne 36 ot 19 situBapst 2024 roxa.
OnekTpoHHBIH aapec: https://e.lanbook.com

2024-2025 DIeKTPOHHO-ONOIHOTEYHAS cucrema KUry. Beccpounsrii
y4eOHBI roj [Tonoxenne 00 Db yTBepxk/eHO YYEHBIM COBETOM
ot 30.09.2015 rona, mpotokon Ne 1.

Onekrponnbid aapec: http://lib.kchgu.ru

2024-2025 HaumonaneHast osnextpoHHas Oubmuoteka (HOB). beccpounsiit
y4eOHBIN TOJT Horosop Ne 101/H2bB/1391-1 ot 22 derpansa 2023
roja.
DekTpoHHBIH aapec: http://rusneb.ru
2024-2025 Hayunas JJIEKTPOHHAs o6ubnmoreka beccpounsiii

Y4eOHBIN TOJT «ELIBRARY.RUy». JIMIEH3MOHHOE COTIJIAIIEHHUE
Ne 15646 ot 21 oxTs16pst 2016 rona.
DnexTpoHHbIi aapec: http://elibrary.ru

2024-2025 OnextponHblii pecypc «Polred.com O630p CMI». Bbeccpounsiit
yueOHslii rog | Cornamenue. becrinaTtHo.
DnekTpoHHsIii aapec: http://polpred.com

9.2. MaTepua/IbHO-TeXHUYECKOE U Y1eOHO-MeToAnYecKoe odecneyeHue
AUCHUITHHBI
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3aHATHS TIPOBOMASATCS B YYEOHBIX ayJAMTOPUAX, MPEJHA3HAYCHHBIX IS IPOBEICHHUS
3aHATHH JIEKIIAOHHOTO W TPAKTHYECKOTO THIIA, KYPCOBOTO IMPOCKTHPOBAHHS (BBITOTHEHHS
KypPCOBBIX paboT), TPYMIOBBIX W WHAUBHIYAJIbHBIX KOHCYJIBTAIMMA, TEKYIIETO KOHTPOJIS MU
IPOMEKYTOYHON aTTECTAlMK B COOTBETCTBHH C PACIUCAHHUEM 3aHATHH 1O 00pa3oBaTeIbHOM
nporpamme. C ONMCaHWEM OCHANIEHHOCTH ayIMTOPHHA MOXHO O3HAKOMUTBCSA Ha caiite
YHHUBEPCUTETa, B pasjele MarTepUHalbHO-TEXHUYECKOTO OOECIeYeHnsI W OCHAIIEHHOCTH
obpasoBaTepHOrO mpoliecca 1o aapecy: https://kchgu.ru/sveden/objects/

9.3. Heo0x0auMblii KOMIUIEKT JUIEH3MOHHOTO MPOIPAMMHOI0 00ecrevYeHust

—  MicrosoftWindows (JIuniensust Ne 60290784), 6eccpounas

—  MicrosoftOffice (JIutienszus Ne 60127446), 6eccpounas

— ABBY FineReader (muuensus Ne FCRP-1100-1002-3937), 6eccpounas

— CalculateLinux (Baecén B EPPII Ilpukazom Munkomcpsizu Ne 665 ot 30.11.2018-
2020), 6eccpounas

— Google G Suite for Education (IC: 01i1p5u8), 6eccpounas
— Kaspersky Endpoint Security (JIumensuss Ne 280E-210210-093403-420-2061), c
25.01.2023 r. mo 03.03.2025 .

9.4. CoBpeMeHHbIe MPO(ecCHOHATbHBbIE 0a3bl JTaHHBIX H MHGOPMALIMOHHBbIE
CIIPaBOYHbIE CHCTEMBI

1. denepanbhsbiii nopran «Poccuiickoe odpazoBanue» — https://edu.ru/documents/
2. Enmunast xomtekimsi udpoBbiX 00pa3zoBarenbHbiX pecypcoB (EmuHas KoJUTeKiust

LIOP) — http://school-collection.edu.ru/
3. baza manubix Scopus u3marenscTBa Elsevier —

http://www.scopus.com/search/form.uri?display=Dbasic
4. Tlopran ®enepalbHBIX TOCYAAPCTBEHHBIX 00pPa30BATENBHBIX CTAHIAPTOB BBICIIETO

obpasoBanus — http://fgosvo.ru/

5. ®enepanbHblii 1LEHTp HHGOPMaLMOHHO-00pa3oBarenbHbBIX pecypcoB (PLUOP) —
https://edu.ru/

6. Enunas xomnexuus mudpoBbix oOpa3oBaTenbHbix pecypcoB (Eaunas komtexkuus L{OP)
— http://school-collection.edu.ru/

7. UndpopmannonHas cucrema «EquHOe OKHO J0cTyna K 0Opa3oBaTelbHBIM pecypcam»
(UC «EnuHoe okHO») — http://window.edu.ru/

10. OcoGeHHOCTH OpPraHu3aUN 00Pa30BaTEILHOI0 MPOLECCca JIs JIUI C
OrPpAHNYEHHBIMHU BO3MOKHOCTSIMHU 3/10POBbS

B ®I'BOY BO «KapayaeBo-UepkecCckuii TOCYJapCTBEHHBIM YHHUBEPCUTET HWMEHU
V.. AnueBay co3aHbl yCIOBUS JJISl TIOJYYCHHS BBICIIETO 00pa30BaHUsI MO 00pa30BaTEIbHBIM
nporpaMMaM 00yJaroIUMHCs ¢ OTpaHUYEHHBIMU BO3MOKHOCTAMU 3710poBbsi (OB3).

CrneuuanbpHble ycloBUsA A moiydeHus obpazoBanuss mo OII BO oOydaromummucs c
OTpaHUYEHHBIMH BO3MOXXKHOCTSMHU 3710pOBbsl ompenenensl «llonoxxenuem 06 oOyueHMM JHII C
OB3 B KUI'V», pa3merienHsIM Ha caiite YHHBepcHuTeTa 10 aapecy: http://kchgu.ru
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11. JIuct perucrpanum u3MeHEeHU I

N3menenue

JlaTta u HOMep y4eHOTr0
coBeTa
(bakynbTeTa/MHCTUTYTA,
Ha KOTOPOM ObLIH
PaccMOTpPEHBI BOIIPOCHI O
HEOOXOINUMOCTHA
BHECCHHS U3MCHCHUM

[ara u Homep
MIPOTOKOJIA
YUEHOT'0 COBETa
YHuBepcurera, Ha
KOTOPOM OBLITH
YTBEPKACHBI
WU3MEHEHHUS

ara
BBEICHUA
U3MEHEHUN
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