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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOT'PAMMBbBI

JUCHUAIIJINHBI
OIl. 04 JoxkyMeHTalIMOHHOE 00€eCcIIeYeHHE VIIPABIECHUS

(MHIEKC, HAUMEHOBAHHME JUCITUTLIAHBI)

1.1. ObsacTb npuMeHeHus1 padoueil MPpoOrpaMMbl

Pabouast mporpamMmma IHCHHMIUIMHBI pa3paboTaHa Ha ocHOBe dDenepaibHOTO
TOCY/IapCTBEHHOTO 00pa30BaTEIBHOTO CTaHJAApTa CPEAHEr0 MPOQECCHOHATHLHOTO
oOpazoBanusi 1o crenuanbHocTH 38.02.03 OmepanuoHHas AesTENbHOCTh B
JIOTUCTHKE, YTBEPXKACHHOTO MpHKa3oM MuHHUCTepcTBa 00pa3oBaHUs U HAYKH
Poccuiickoit ®enepanuu ot 28.07.2014 No 834, wu sBusieTcsl 4YaCThIO
oOpa3oBaTeNbHON MpPOrpaMMbl B YacTH OCBOEHHS COOTBETCTBYIOIIMX OOIIMX
koMmriereHuuit (ganee — OK) u nmpodeccronansubix komnerenui (nanee — [1K):

Kon
HaumenoBanue komnereHIu
KOMIIETEHIINT
OK 2 OpraHn3oBbIBaTh COOCTBEHHYIO JCATEILHOCTh, BRLIOUPATh TUIIOBBIE METO/IBI M CIIOCOOBI
BBINOJTHEHHUs] PO ecCHOHATIbHBIX 33184, OLIEHMBATh MX () ()EKTUBHOCTh U KaUECTBO.
OcymiecTBISATh NOUCK U HCIOJIB30BaHHE HH(MOPMAIHN, HEOOXOIUMOI 11t
OK 4 3¢ GEeKTUBHOTO BHIITOJHEHUS MPO(ECCHOHAIBHBIX 3a/1a4, MPO(ECCHOHATIBHOTO U
JMYHOCTHOTO Pa3BHUTHSI.
OK 5 Hcnonb3oBaTh HMHPOPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
npodeccnoHaIbHOM AeATEIbHOCTH.
[IpuHMaTh yuacTue B pa3paboTKe CTPATETHYECKUX M ONEPATHBHBIX JIOTHCTHYECKUX
K 1.1 TUTAaHOB Ha YPOBHE TOApa3AeicHus (yuacTKa) JIOTUCTUIECKOH CUCTEMBI C YYETOM LiesIei
) ¥ 33]1a4 OpraHu3aIiy B nesioM. OpraHu30BBIBaTh PabOTy IIEMEHTOB JOTUCTUIECKON
CHCTEMBI.
[TnannpoBaTh 1 OPraHU30BHIBATH JOKYMEHTOOOOPOT B PAMKax y4acTKa JIOTUCTHYECCKON
IK 1.2 cucteMbl. [I[pyHUMATh, COPTHPOBATH M CAMOCTOSTEIBHO COCTABIATH TPEOyEeMyIO
JIOKyMEHTAIIHIO.
K 1.3 OcymiecTBIISATh BEIOOP MOCTABIIUKOB, IEPEBO3YUKOB, ONPEICISATH THIT TIOCPETHUKOB U
) KaHaJIbl paclpeesIeHHUs.
Brnaners METOANKOM MPOEKTUPOBAHHMS, OPTaHU3ALIMH U aHAIH3a Ha YPOBHE
I[IK 1.4 nozpaseneHus (y4acTka) JOTHCTHIECKOW CHCTEMBI YIIPaBJICHUsS 3a1acaMy |
pacupeeIUTENbHBIX KaHAJIOB.
K 1.5 BrnaneTs ocHOBaMH OTNepaTHBHOTO TUIAHMPOBAHUS U OPraHU3AIUN MaTepUabHBIX
) TIOTOKOB HAa IPOU3BOJICTBE.
VYuacTBoBaTh B pa3zpaboTke HHPPACTPYKTYPHI IpOLiecca OpraHU3allii CHA0KEHHS 1
IIK 2.1 OpraHM3aIlMOHHON CTPYKTYPHI YIIPABJICHUS CHAOKEHUEM Ha YPOBHE TI0/Ipa3ICIICHUS
(yyacTka) JOTHCTUYECKON CHCTEMBI C YYETOM IleNiel M 3a]1a4 OpraHu3aliH B IEIO0M.
K 2.2 [TpuMeHSTh METOIONOTHIO TPOSKTHPOBAHMSI BHYTPHITPOU3BOICTBEHHBIX
) JIOTUCTUYECKHX CUCTEM NPH PELICHUH IPAKTUIECKHX 331a4.
I1K 2.3 Vcnonp30BaTh pa3iniHble MOAETH U METObl YIIPABJICHHUS 3aracamH.
IIK 2.4 OcCylIecTBIISATh YIpaBJIEHUE 3aKa3aMH, 3a1lacaMy, TPAHCIIOPTUPOBKOI,
) CKJIaJUpPOBaHUEM, TPy301epepaboTKOM, yIIaKOBKOH, CEPBHCOM.
TIK 3.1 Bnaners meTogonorueii oneHkn 3 HeKTHBHOCTH (DYHKIIMOHUPOBAHUS 3JIEMEHTOB
) JIOTUCTUYECKON CUCTEMBI.
CocTaBisTh IPOrpaMMy H OCYIIECTBIISITH MOHUTOPUHT TIOKa3aTeleil paboThl Ha ypOBHE
K 3.2 noapasaencHus (y4acTKa) JOTUCTHIECKO CUCTEMBI (TTOCTABIIMKOB, TIOCPEIHUKOB,

NepeBO3YUKOB U 3P (HEKTUBHOCTH PabOTHI CKIIAJCKOTO XO3SHCTBA U KaHAJIOB
pacrpenencHus).




IIK 3.3 PaccunteIBaTh M aHAIM3UPOBATH JIOTHCTUIECKIE U3IEPIKKH.

TIK 3.4 [IpuMeHSTh COBpeMEHHbBIE TOTHCTUUECKUE KOHIICTIIIMH M TPUHITUITHI COKPAIICHHS
JIOTHCTHYECKUX PacXOJIOB.

IIK 4.1 IIpoBOANTH KOHTPOIH BHIIIOJHEHUS M SKCIIEANPOBAHUS 3aKa30B.
OpraHu3oBbIBaThH MPUEM M IPOBEPKY TOBAPOB (TapaHTHs IMOTyUSHHS 3aKa3a, MPOBEpKa

I[IK 4.2 Ka4decTBa, MOJITBEPKACHNE TIOIYISHHS 3aKa3aHHOTO KOJIMYecTBa, opopMIileHIE Ha
MOJYYEeHUE U PETHCTPAIIMIO CHIPhsI); KOHTPOJIUPOBATH OILIATY MTOCTABOK.

K 4.3 [ToaOupath ¥ aHATU3UPOBATH OCHOBHBIEC KPUTEPUH OIICHKH PEHTA0CIBHOCTH CHCTEM

) CKJIaTUPOBAHUS, TPAHCTIOPTHPOBKH.

TIK 4.4 Ormpenensrsb KPUTEPHH ONTHMAIBHOCTH q')YHKHHOHHpOBaHI/IH roipas3iesieHus (yqacTka)

JIOTHCTUYECKON CHCTEMBI C YIETOM IIeJICH 1 3a/1a4 OpraHU3aIlii B [IETIOM.

1.2. MecTo IMCHMILIMHBI B CTPYKTYpe 00pa30BaTe/ibHO MPOrpaMMbl

HucuuninuHa «J{okyMeHTallMOHHOE O0EeCIeUeHUEe YIPaBIECHUS» OTHOCUTCS K
oOmenpodeccuoHaIbHbIM JUCIUILUIMHAM MPOPECCUOHATBHOTO LIUKJIA TACHHUILINH.

bazupyercs Ha paHee M3Y4YEHHBIX JHCHUIUIMHAX: «MEHEIKMEHT,
«JKOHOMHMKA OpraHu3alu». 3HAHUS, YMEHUS W HaBbIKH, (QOpMHUpYyEMbIC
JUCHUIUIMHON «/[oKyMeHTamoHHOe o0ecriedeHre yrpaBieHUs» HEOOXOIUMBbI JJIs
NOCJIEAYIONIEr0 M3YYEHHS] TAaKUX JUCHUIUIMH MPO(PECCHOHAIBHOIO Yy4eOHOTO
nukna Kak «OCHOBBI TPEANPUHUMATEIIBCKOM JESITEIBHOCTU», A TaKXKe I
IPOXOXKACHUS y4eOHOWU U POU3BOJACTBEHHON MPAKTHK.

1.3. Illeqb 1 NIAHUPYeMBbIe Pe3yJIbTATHI 0CBOCHUS M CHUIIIMHBI

[lesnb qUCHUIIIMHBL: HAYYUTh CTYACHTOB TIOHUMATh CYIIHOCTb, L€, 3aa4u
W TPUHIMIBL  JIEJONPOU3BOJACTBA C  HUCIHOJIb30BAaHUEM  HWH(OPMAIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHI B MPO(heCcCUOHATBHON eATeTbHOCTH.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUYarOIIUICS JTOKEH YMETh:

— opopMIISITh JAOKYMEHTAIlMI0O B COOTBETCTBUU C HOPMaTUBHOW 0asoi,
UCIOJB3Yys UHGOpMaIMoOHHbIE TexHoJioruu (Y1);

— OCYHIECTBJISITH ABTOMATH3AIIMI0 00pa0OTKU JOKyMEHTOB (Y2);

— YHU(UIIMPOBATH CUCTEMBI JTOKYMEHTAIIMU; OCYIIECTBISATh XpaHEHUE U
NOUCK JOKYMEHTOB (Y 3);

— OCYILIECTBJISITh aBTOMATHU3AIINIO0 00pabOTKH TOKyMEHTOB (Y4);

— UCIIOJIB30BaTh TEJIEKOMMYHUKAIMOHHBIE TEXHOJOTUM B JJIECKTPOHHOM
nokymeHToobopote (Y5);

B pe3ynbTaTe 0CBOCHUS MTUCIUTLTMHBI 00YUYaIOIIHUIACS TOJDKEH 3HATH:

— TIOHSITHE, 1IeJIH, 3a]1a41 U MPUHIIUIIBI JIeJIoNpor3BoicTBa (31);

— OCHOBHBIE TIOHSTHS IOKYMEHTALIMOHHOTO o0ecrieueHus ynpasienus (32);

— CHCTEMbI JOKYMEHTAIIMOHHOTO obecrnieueHus ynpasieHus (33);

— KJaccuUKaImio Jo0KyMeHTOB (34);

— TpeOoBaHUs K COCTABICHUIO U 0OPMIICHHUIO TOKYMEHTOB (35);



— OpraHM3alMUI0 JIOKyMEHTO00OpoTa: mpueMm, o0padoTKy, perucTparuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypy Aei (36).



2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1. O0bem TUCUMILIUHBI U BUABI y4e0HOI padoThI AJ1s1 04HOH GOpMBbI

o0yueHust

Bun yuebHoi paboThI O6bpeM gacoB
MakcumaibHas yueOHast Harpy3Ka (Bcero) 61
O0bs3arenpHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 36
B TOM YHCIIE:

JAeKyuu 18

npaxmuueckue sausmust (8 MOM YUCIe NPOMENCYMOYHAS AMMeCmayus) 18
CamocTosiTenbHas pabota o0yuatronierocs (BCero) 25
B TOM YHCIIE:

u3yueHue KOHCHeKmog JeKyuil U peKoMeHOO8AHHOU umepamypbl 18

n0020Mo6Ka 00K1A008 7

ITpomexxyTouHas arrecTanys B (hOpMe Umo2080U KOHMPOIbHOU pabombl

2.2. O0beM TUCHUILIMHBI U BUJBI Y4eOHO! padoThl /15 3204HOH (PopMbI

o0yueHust

Bun yuebHoi paboThI O0beM gacoB
MakcnManpHas ydebHas Harpy3ka (Bcero) 61
O0s3arenbHbIC ayAUTOPHBIC yueOHBIE 3aHSTHS (BCETO) 8
B TOM YHCIIE!

JleKyuu -

Apakmudeckue 3aHsmus (6 MomM YUCIe NPOMENCYMOYHAS AMmMeCcmayus) 8
CaMocTosTeNbHas pabora o0y4aroierocs (Bcero) 53
B TOM YHCIIE!

uzyueHue KOHCNeKmog JeKyuil U peKoMeHOOBAHHOU Tumepamypbel 0is 43
NO020MOBKU K NPAKMUYECKUM 3AHAMUSIM, 3a4emy

8bINOIHEHUE OOMAUIHEN KOHMPOJbHOU pabombl 10

ITpomexxyTouHas arTecTanus B GOpMe 3auumovl 0OMAutHel KOHMpPOIbHOU pabombl U UMo20801
KOHMPOILHOU pabombl




2.3. TemaTu4yeckMid IJIAH M COAEPKAHNE TUCIUIUIMHBI JJIA 0OYHOUH (POPMBI 00yUeHUs

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0BeMm (hopMHUPOBaHUIO
Copeprxanne yueOHOTO MaTeprana u (JOpMbI OpPTaHH3AIHNH AeSTETFHOCTH 00yYarOIINXCs
U TeM 4acoB | KOTOPBIX CIOCOOCTBYET
IEMEHT NPOrPaMMBbl
Conepxanne ya4eOHOro MaTepuaa
[Monstuss «uHGOpPMALMA» M «IOKyMEHT». Poip mHOpManmuu B COLMAIBHO-IKOHOMHUYECKUX
nponeccax.  [lomudyHKIMOHaNBHOCTh HOKyMeHTa. MH(popManuoHHas, KOMMYHHMKAaTHUBHAs,
couuanbpHas, KyJbTypHas, YOpaBlE€HYECKas, MNpaBoBas, HCTOpHYecKas M Apyrue QyHKOuH
nokymeHntoB. [loHatue o JgOoKyMeHTHpoBaHWH. (OCHOBHBIE CIOCOOBI JTOKYMEHTHPOBAHUSI.
Marepuanbable HOCHTENM HHGOpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb U COXPAaHHOCTD 9
JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, pErIaMEHTHUPYIOIIME OpraHu3auui  paboTel ¢
Tema 1.CymHocTh JIOKYMEHTHUPOBAaHHOM uHpOpMAaITUCH. HopMmatuBHo-meToan4ECKHE JIOKYMEHTBI, OK2. 4. 5: TIK 1.1-1.5-
JIOKYMEHTALIMOHHOTO PErJIaMEHTUPYIOLINE TOPSIOK BbIIa4M M TPeOOBaHMS K O(POPMIICHUIO KOMHMH B OpPraHU3aIusx, K 2’1_’2 4 HKZ; l—é éi
obecrniedeHus KOTOpBIE SIBIIIIOTCA aBTOPAMHU TOKYMEHTOB. OCHOBHBIE HOPMATHBHBIE aKThI, PETTTaMEHTHPYIOLINE ) HKéi 1-4 4‘ o
yIpaBlICHUS JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH
Jlexmun 2
[IpakTHueckoe 3aHsTHE
1.Ycraslit onpoc. 2
2. JIuckyccus 1o JoKIaay
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 5
2.IloaroroBka JOKJIaI0B HA TEMBL: «JTalbl HCTOPHSL Pa3BUTHsL JEJIONPOU3BOICTBa B Poccumy.
Conepxkanne y4eOHOro MaTepuaa
XapakTepucTHKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepUCTHKa U COCTaB
Tema 2. pacropsANTENbHBIX JTOKYMEHTOB. XapaKTepHUCTHKa M COCTaB HH(OPMAIMOHHO-CIPABOYHBIX
YnpasneHdyeckas JOKyMeHTOB. YHu(uKaius v cranaapTuzanus. [loHsTre «cucremMa JOKyMEHTalun, € IpU3HaKH.
noxkymenTtanus. @ynkuuu | OyHKIMOHANBHBIE M OTpacieBble CHUCTEMBl JOKyMeHTaruu. [loHATHE «yHH(pHIUpOBaHHAS
YIIPaBICHYECKOU CHUCTeMa JOKyMEeHTanmuuW». | ocymapcTBEHHBIE CTaHIAPThl Ha YHHU(DUIMPOBAHHBIE CHUCTEMBI OK2, 4, 5: TIK 1.1-1.5;
JOKYMEHTAIHN. JOKYMEHTAIMH{, PEerJIAMEHTHPYIOIIE 00IIre IpaBuiia uX pa3padOTKU U MOCcTpoeHus hopmyssipa- 10 IIK 2.1-2.4; TIK 3.1-3.4;
YaudumpoBaHHbie obpasma. [ousitue «yHuduimpoBanubie Gopmbl JOKyMeHTOB. OOIIEPOCCHIICKHE W OTpAacieBbIe 1K 4.1-4.4
CUCTEMBI yHAGUIPOBaHHBIE (POPMBI JOKYMEHTOB; YHU(QHUIIMPOBAHHBIE (POPMBI JIOKYMEHTOB TIPEATIPHSTHS,
YIpaBJIEHYECKOH MOpSAZOK MX BBEJAEHMS B JeicTBUe. PacmpeneneHue cocraBa BHAOB U PAa3sHOBUIHOCTEH
JOKYMEHTAIINH. JOKYMEHTOB OIpeJeNEHHOr0 KOMIUIEKCa 10 3a7adaM ynpasineHus. Buner xonuii. TpeGoBanus k

O(i)OpMJ]eHI/II-O Pa3IMYHbIX BHUI0B KOITHH JOKYMCHTOB. HOpMaTHBHO-MeTO)IquCKHe JOKYMCHTHEI,
PErIIAaMCHTUPYIOIUC TMOPAAOK BbIJa4Wd U TpC6OBaHI/I$I K O(bOpMHeHHIO KOIIMKM B OopraHu3anusx,




KOTOPBIC ABJIAIOTCA aBTOpaMU JOKYMCHTOB.

Jlekunu

TIpakTrHueckoe 3aHATHE
1.JIexmms ¢ pa3b6opoM KOHKPETHBIX CUTYaIlnH.
2.006cyxKaeHue JoKIana.

CamocrosiTensHast paboTa 00ydarommxcs

1.PaboTa ¢ HOpMAaTHBHBIMH aKTaMH

2.I0JITOTOBKa JOKIaNoB Ha TeMbl: «Knaccupukanus yrnpaBIeHYECKHX JOKYMEHTOB TIO
comepkanutro (MO BUAAM  JICATCIIBHOCTH)  OpPTaHHM3AIMOHHBIC,  PACHIOPAAUTEIbHbIC,
WHPOPMAITMOHHO-CITPABOYHBICY.

Tewma 3. TTonsTue
«PEKBU3UT JOKYMEHTA.
CxeMa pacnoiaoKeHus u
XapaKTepUCTUKa
PEKBU3UTOB

Copneprkanne yaeOHOTO MaTepraa

Ilonstue «pexBu3UT». IloCTOSHHBIE M TIEpEeMEHHbIE PEKBU3WTHI, MOPAIOK WX HAaHECEHUs INpHU
COCTaBJIEHMM JOKyMeHTa wiu pabore ¢ HuM. [IpaBuia odopmieHus pekBU3UTOB. YTIJIOBOE U
IPOJIOJIFHOE PACIIONIOKCHUE PEKBU3UTOB JOKyMeHTa. CTpYKTypa TOKYMEHTa.

Jlexun

ITpakTHYecKoe 3aHATHE
1.0dopmiieHHE TOKYMEHTA C UCIOJIb30BAaHUEM PEKBU3UTOB IOKYMEHTA
2.Tect

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.PaboTta c HOpMATUBHBIMH aKTAMH

2.IlpakTukyMm: mpaBuWia OQOPMIICHHS PEKBH3HTOB, YIJIOBOE W TPOJOJIBHOE PACIONOKEHHE
PEKBH3UTOB JOKYMEHTA

OK2, 4, 5:TIK 1.1-1.5;
[IK 2.1-2.4; IIK 3.1-3.4;
K 4.1-4.4

Tema 4. OcHOBHBIE
yIpaBJICHUYECKUE
JOKYMEHTBI, COCTABJICHHE
u oopmIteHHE

Copnepxanue yueOHOro Marepuaa

CocraBienne n oGOpMIICHHE OCHOBHBIX YIPAaBIECHUYECKUX JTOKYMEHTOB: YCTaB, IMOJIOKEHHE O
CTPYKTYPHOM TOJPa3CICHUH, MTPOTOKOMIBI, aKThl, 3aKIFOUEHHUs, CITy>KEOHbIE 3a¥CKH, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPaBKH, MUCHEMA U JIP.

Jlexun

ITpakTHYecKoe 3aHsATHE
1.0dopmiieHue O1aHKa OpraHU3aIUU
2.0dopmiieHrEe pacTOPAAUTENLHBIX JOKYMEHTOB.

CamocrosTensHast padoTta 00yyaromumxcs
1.IToaroroBka K mpoBepouHON paboTe, paboTa C HOPMATHBHBIM MaTEPHAIIOM.
2 IlpakTukyM: ohopmieHHE CIIy>KEOHBIX MUCEM U IPYTUX ONEPATUBHO-CIIPABOYHBIX JOKYMEHTOB

OK2, 4, 5: TIK 1.1-1.5;
MK 2.1-2.4; TIK 3.1-3.4;
[IK 4.1-4.4

Tema 5. Opranuzanus
JIOKYMEHTO000pOTa

Copepxanne yueOHOTO MaTepuana

Tlonsarue Z[OKYMCHTOO60pOTa. OCHOBHBIE ITOTOKHU YHpaBJICHYCCKUX HOOKYMCHTOB!: BXO,HﬂHleI,
HCXO}IS[HlPlﬁ, BHYTpeHHI/Iﬁ. JIBI/I)KCHI/IG BXOOAIIMX YIHPABJICHYCCKUX JOKYMCHTOB: IICpBUYHAA
06pa60TKa, perucrtpanuys, paCCMOTPCHUC PYKOBOJACTBOM OpraHu3alvu, nepeaadya Ha UCIIOJIHCHHUC,
KOHTPOJIb 34 UCITIOJIHCHUEM, CITMCAHNUC UCITIOJIHCHHOI'O TOKYMCHTA B ACJIO.

OK2, 4, 5: TIK 1.1-1.5;
TIK 2.1-2.4; TTK 3.1-3.4;
TIK 4.1-4.4




DTarbl MPOXOXKACHUA UCXOAAIUX JOKYMCHTOB: MOAIOTOBKA IMPOCKTA, COIJIaCOBAHUEC, nopa60TKa
110 3aMCUYaHHUAM, pCTUCTpalM U OTIIPABKaA.

Jlexun

TIpakTUueckue 3aHsATUA

1.Ilonstue mokymeHT0000poTa. OCHOBHBIC MOTOKH YNPaBICHUECKHX TOKYMEHTOB: BXOMSIIHM,
UCXOIAIIUN, BHYyTPEHHUN.

2.0dopmIieHHE pacTIOPSAUTENLHBIX JOKYMEHTOB.

CamocTosiTenpHas paboTa 00yJaroIuXCs
1.PaboTta c HOpMATUBHBIMHU aKTAMH

Tema 6.
JenonpousBoacTBO B
KaJpoBOH ciyx0e

Copep:xkanne yueOHOTO MaTeprala

YHnpunupoBanHas CHCTEMa OPraHW3AIMOHHO-PACTIOPSIUTENFHON TOKyMEHTAIlMU TI0 KaJIpaMm.
JlokyMeHTalusl TpyIOBBIX OTHOIICHHN B KaJpOBBIX ciyx0ax. CocTaB JOKyMEHTOB MO JTHYHOMY
coctaBy. CocraBieHue U opopMIICHHE 3asBICHUH, TPYIOBOrO JOroBopa (KOHTPAKTa), JTUYHOU
kapToukn (opmel T2, mpuka3oB MO KaapaMm, XapaKTepUCTHKH pabOTHHKA, aBTOOWOTrpaduu
pabOTHHKa, aHKETHl pabOTHHWKA, JMYHOrO Jjena paboTHWKa. TpynoBas KHIDKKA: BbITaya,
oopmnenue, xpaHenue. PopMupoBaHie 1 HOMEHKIIATYpa JIeJI 0 KaJpaM.

Jlekun

[IpakTUueckoe 3aHaTHE

1.Pa0ota B ManbIX rpymnmax: 3Tambl MPOXOKACHUS HCXOAALINX JOKYMEHTOB, TOArOTOBKA IIPOEKTA,
CorjiacoBaHHe, JOPabOTKa 110 3aMEUaHUsAM, PETUCTPAIMs U OTHpPaBKa

2.0opMupoBaHKE M HOMEHKJIATYPa e [0 KaJpaMm.

CamocTosiTenbHas pabota 00yJaroIuXxCs
1. PaGoTa ¢ JOTOTHUTENLHOM JINTEPaTyPOA.

OK2, 4, 5:TIK 1.1-1.5;
[IK 2.1-2.4; IIK 3.1-3.4;
K 4.1-4.4

Tema 7. Texandeckoe
obecriedenue paboThl ¢
YIpPaBJIeHYSCKUMHU
JIOKYMEHTaMH.

Cojneprxkanue yueOHOro MaTepuasia

O6I]_[a$I XapaKTepI/ICTI/IKa U BHUABI OpFaHI/ISaHI/IOHHLIX TCXHUYECCKUX Cpe,Z[CTB. HepCOHaHBHLIe
KOMITBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BO/CTBE. [1OPSIOK OpraHu3aiiud JOKyMEHT0000pOoTa ¢
HUCITIOJIB30BAHUEM CpeZ[CTB TeHeKOMMyHI/IKaIII/II/I. ABTOMaTI/ISI/IpOBaHHBIe CUCTEMBI
JIOKyMEHT0000pOoTa.

Jlexun

[IpakTudeckoe 3aHsATHE
1.lenoBast urpa: TpymoBasi KHIKKA: BblZada, 0o(hOpMIICHUE, XPaHEHUE
2.Tect

CaMmocTosiTenbHas paboTa 00y4JaroIIuXCs

1.PaGoTa ¢ HOpMaTUBHBIMU TIPABOBBIMU aKTaMH

2.IlomgroroBka JoknagoB Ha TeMmy: «llepcoHanbHBIE KOMIIBIOTEPHI B  COBPEMEHHOM
JIETIONTPOU3BOJICTBEY.

OK2,4, 5: TIK 1.1-1.5;
IIK 2.1-2.4; TIK 3.1-3.4;
1K 4.1-4.4

Tema 8. Cucrematnsanusa
U XpaHEHHE

Copepxanne yueOHOTO MaTepuana

HOMGHKJ'IaTypa JCII. Tpe6OBaHI/IH FOCY,I[apCTBeHHOﬁ CHUCTCMbI JOKYMCHTAIMOHHOI'O obecrieucHUs

OK2, 4, 5: TIK 1.1-1.5;
I1K 2.1-2.4; T1K 3.1-3.4;




yIpaBIeHUECKUX yIpaBlieHHsT K COCTaBJICHUIO HOMEHKIATypsl Aen. CopepkaTenbHas 4acTh HOMEHKIATYpHI JCi: [IK 4.1-4.4

JOKYMEHTOB WHJIEKCHI Jell, 3ar0JIOBKH Jell, KOJMYECTBO e, CPOKH XpPaHEHHs] U HOMEpP CTaTbhH MO MEPEYHIO,
npumedanms. opmuposanue Aei. [Ipusnaku 3aBeneHus aen. TpedopaHus K HOPMHPOBAHUIO S
[IpaBuia rpynnupoBKH TOKYMEHTOB JAejla 10 BHAaM M XpoHoJoruu.lloAroToBka JOKyMEHTOB K
apXMBHOMY XpaHEHHWIO. OKCIEepPTU3a UEHHOCTH JAOKyMeHTOB. CocTaBleHHE OMUCeH JUis
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XpPaHEHWs JTOKYMEHTOB, JIEJ 10 JHYHOMY COCTaBy. AKTHI O
BBIJICTICHIH K YHHYTOXEHHIO JIEN C ICTEKIIUMHU CPOKaMH XpaHEHHsI.
Jlexmn 2
[IpakTrdeckoe 3aHsATHE
1.®opmuporanue aen. [IpusHaku 3aBeneHus men. TpeGoBanus k dopMmupoBaHuio nei. Ilpasmia 5
TPYNIHPOBKHU JOKYMEHTOB Jieja 10 BUIaM M XPOHOJIOTHH.
2.IloarotoBKa JOKYMEHTOB K apXHBHOMY XpaHEHHIO. DKCIEPTH3a ICHHOCTH JIOKYMEHTOB.
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMH aKTaMH. 5
2.CocTaBJIeHUE OIHUCEH ISl IOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOB, JIEN IO
JMYHOMY COCTaBY.

Tpomesyrotnas Htorosas KOHTpoJbHAS paboTa 2

aTTecTarus
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2.4. TemaTHu4YeCKMi IJIAH U COIePKAHNE TUCHUIUIMHBI JJI 32049HOM (GopMbI 00yUeHust

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0BeMm (hopMHUPOBaHUIO
Copeprxkanne yueOHOTO MaTeprana u (POpMbI OpTaHU3AINH A TETFHOCTH 00YJIarOIINXCS
U TeM 4acoB | KOTOPBIX CIOCOOCTBYET
IEMEHT NPOrPaMMBbl
Conepxanne ya4eOHOro MaTepuaa
[Monstuss «uHGOpPMALMA» M «IOKyMEHT». Poip mHOpManmuu B COLMAIBHO-IKOHOMHUYECKUX
nponeccax.  [lomudyHKIMOHANBHOCTh AOKyMeHTa. MHQopManuoHHas, KOMMYHHKaTHBHasl,
couuanbpHas, KyJbTypHas, YOpaBlE€HYECKas, MNpaBoBas, HCTOpHYecKas M Apyrue QyHKOuH
nokymentoB. [loHartue o gokymeHTHpoBaHUHM. (OCHOBHBIE CMOCOOBI JJOKYMEHTHPOBaHHUSI.
Marepuanbable HOCHTENM HHGOpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb U COXPAaHHOCTD 5
JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, pErIAMEHTHUPYIOIIME OpraHu3auui  paboTel ¢
Tema 1.CymHocTh JIOKYMEHTHUPOBAaHHOM uHpOpMAaITUCH. HopMmatuBHo-meToan4ECKHE JIOKYMEHTBI, OK2. 4. 5: TIK 1.1-1.5-
JIOKYMEHTALIMOHHOTO PErJIaMEHTUPYIOLINE TOPSIOK BbIIa4M M TPeOOBaHMS K O(POPMIICHUIO KOMHMH B OpPraHU3aIusx, K 2’1_’2 4 HKZ; l—é éi
obecrniedeHus KOTOpBIE SIBIIIIOTCA aBTOPAMHU TOKYMEHTOB. OCHOBHBIE HOPMAaTHBHBIE aKThI, PErIaMEHTHPYIOIINE ) HKéi 1-4 4‘ o
yIpaBlICHUS JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH
Jlekun -
[IpakTHueckoe 3aHsTHE
1.Ycraslit onpoc. -
2. JIuckyccus 1o JoKIaay
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 5
2.IloaroroBka JOKJIaI0B HA TEMBL: «JTalbl HCTOPHSI Pa3BUTHsL JEJIONPOU3BOACTBa B Poccumy.
Conepxkanne y4eOHOro MaTepuaa
XapakTepucTHKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepHUCTHKa U COCTaB
Tema 2. pacropsANTENbHBIX JTOKYMEHTOB. XapaKTepHUCTHKa M COCTaB HH(OPMAIMOHHO-CIPABOYHBIX
YnpasneHdyeckas JIOKyMeHTOB. YHu(uKaius v cranaapTuzanusi. IloHsTHe «crcTeMa JOKyMEHTalun», €€ MpU3HaKy.
noxkymenTtanus. @ynkuuu | OyHKIMOHANBHBIE M OTpacieBble CUCTEMBl JOKyMeHTaruu. [loHATHE «yHH(pHIUpOBaHHAS
YIIPaBICHYECKOU CHUCTeMa JOKyMEeHTalmuuW». | ocymapcTBEHHBIE CTaHIAPThl Ha YHHU(DUIMPOBAHHBIE CHUCTEMBI OK2, 4, 5: TIK 1.1-1.5;
JOKyMEHTALUH. JOKYMEHTAIlNH, PEerJIAMEHTHPYIOIIE 00IIre IpaBuiia uX pa3padoTKU U MocTpoeHus popmysipa- 5 IIK 2.1-2.4; TIK 3.1-3.4;
YaudumpoBaHHbie obpasma. [ousitue «yHuduimpoBanubie Gopmbl JOKyMeHTOB. OOIIEPOCCHIICKHE W OTpAacieBbIe 1K 4.1-4.4
CUCTEMBI yHApUIpOBaHHBIE (POPMBI JOKYMEHTOB; YHHU(DHUIIUPOBAHHBIE (POPMBI IOKYMEHTOB TIPETIPHSTHS,
YIpaBIEHYECKON MOpSAZOK MX BBEJAEHMS B JeicTBUe. PacmpeneneHue cocraBa BHAOB U PAa3sHOBUIHOCTEH
JOKYMEHTAIHU. JOKYMEHTOB OIpeJeEHHOr0 KOMIUIEKCa 10 3a7adaM ynpasineHus. Bunel xonuii. TpeGoBanus k

O(i)OpMJ]eHI/II-O Pa3IMYHbIX BHUI0B KOITHH JOKYMCHTOB. HOpMaTHBHO-MeTO)IquCKHe JOKYMCHTHEI,
PErIIAaMCHTUPYIOIUC TMOPAAOK BbIJa4Wd U TpC6OBaHI/I$I K O(bOpMHeHHIO KOIIMKM B OopraHu3anusx,




KOTOPBIC ABJIAIOTCA aBTOpaMU JOKYMCHTOB.

Jlekunu

TIpakTrHueckoe 3aHATHE
1.JIexmms ¢ pa3b6opoM KOHKPETHBIX CUTYaIlnH.
2.06cyxKaeHue JoKIana.

CamocrosiTensHast paboTa 00ydarommxcs

1.PaboTa ¢ HOpMAaTHBHBIMH aKTaMH

2.I0JITOTOBKa JOKIanoB Ha TeMmbl: «Knaccudukanus yrnpaBlIeHYECKHX JOKYMEHTOB TIO
comepkanutro (MO BUAAM  JICATCIIBHOCTH)  OpPTaHHM3AIMOHHBIC,  PACHIOPAAUTEIbHbIC,
WHPOPMAITMOHHO-CITPABOYHBICY.

Tewma 3. TTonsTue
«PEKBU3UT JOKYMEHTA.
CxeMa pacnoiaoKeHus u
XapaKTepUCTUKa
PEKBU3UTOB

Copneprkanne yaeOHOTO MaTepraa

Ilonstue «pexBu3UT». IloCTOSHHBIE M TIEpEeMEHHbIE PEKBU3WTHI, MOPAIOK WX HAaHECEHUs INpHU
COCTaBJIEHMM JOKyMeHTa wiu pabore ¢ HuM. [IpaBuia odopmieHus pekBU3UTOB. YTIJIOBOE U
IPOJIOJIFHOE PAaCIONIOKECHUE PEKBU3UTOB JOKYMEHTa. CTPyKTypa HOKYMEHTA.

Jlexun

ITpakTHYecKoe 3aHATHE
1.0dopmiieHHE TOKYMEHTA C UCIOJIb30BAaHUEM PEKBU3UTOB IOKYMEHTA
2.Tect

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.PaboTta c HOpMATUBHBIMH aKTAMH

2.IlpakTukyMm: mpaBuWia OQOPMIICHHS PEKBH3HTOB, YIJIOBOE W TPOJOIBHOE PAaCIOIOKEHHE
PEKBH3UTOB JOKYMEHTA

OK2, 4, 5:TIK 1.1-1.5;
[IK 2.1-2.4; IIK 3.1-3.4;
K 4.1-4.4

Tema 4. OcHOBHBIE
yIpaBJICHUYECKUE
JOKYMEHTBI, COCTABJICHHE
u oopmIteHHE

Copnepxanue yueOHOro Marepuana

CocraBienue u oGOpMIICHHE OCHOBHBIX YIPaBICHYECKHX TOKYMEHTOB: YCTaB, IMOJIOKEHHE O
CTPYKTYPHOM TOJPa3CICHUH, MTPOTOKOMIBI, aKThl, 3aKIFOUEHHUs, CITy>KEOHbIE 3a¥CKH, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPaBKH, MUCEMA U JIP.

Jlexun

ITpakTHYecKoe 3aHsATHE
1.0dopmiieHue O1aHKa OpraHU3aIUU
2.0dopmiieHrEe pacOPAAUTENLHBIX JOKYMEHTOB.

CamocrosTensHast padoTta 00yyaromumxcs
1.IToaroroBka K mpoBepouHON paboTe, paboTa C HOPMATHBHBIM MaTEPHAIIOM.
2 IlpakTukyM: ohopmiIeHHE CIIy>KEOHBIX MMCEM U IPYTUX ONEPATUBHO-CIIPABOYHBIX JOKYMEHTOB

OK2, 4, 5: TIK 1.1-1.5;
MK 2.1-2.4; TIK 3.1-3.4;
[IK 4.1-4.4

Tema 5. Opranuzanus
JIOKYMEHTO000pOTa

Copepxanne yueOHOTO MaTepuala

Tlonsarue Z[OKYMCHTOO60pOTa. OCHOBHBIE ITOTOKHU YHpaBJICHYCCKUX AOOKYMCHTOB!: BXO,I[HHlPIﬁ,
HCXO}IS[HlPlﬁ, BHYTpeHHI/Iﬁ. JIBI/I)KCHI/IG BXOOAIIMX YIHPABJICHYCCKUX JOKYMCHTOB: IICpBUYHAA
06pa60TKa, perucrtpanuys, paCCMOTPCHUEC PYKOBOJACTBOM OpraHu3alvv, nepeaadya Ha UCIOJIHCHHUC,
KOHTPOJIb 34 UCITIOJIHCHUEM, CITMCAHNUEC UCITIOJIHCHHOI'O IOKYMCHTA B ACJIO.

OK2, 4, 5: TIK 1.1-1.5;
TIK 2.1-2.4; TTK 3.1-3.4;
TIK 4.1-4.4




DTarbl MPOXOXKACHUA UCXOAAIUX JOKYMCHTOB: MOAIOTOBKA IMPOCKTA, COIJIaCOBAHUEC, nopa60TKa
110 3aMCUYaHHUAM, pCTUCTpalM U OTIIPABKaA.

Jlexun

TIpakTUueckue 3aHsATUA

1.Ilonstue mokymeHT0000poTa. OCHOBHBIC MOTOKH YNPaBICHUECKHX TOKYMEHTOB: BXOMSIIHM,
UCXOIAIIUN, BHYTPEHHUN.

2.0dopmIieHHE pacTIOPSAUTENLHBIX JOKYMEHTOB.

CamocTosiTenpHas paboTa 00yJaroIuXCs
1.PaboTta c HOpMATUBHBIMHU aKTAMH

Tema 6.
JenonpousBoacTBO B
KaJpoBOH ciyx0e

Copep:xkanne yueOHOTO MaTeprala

YHnpunupoBanHas CHCTEMa OPraHW3AIMOHHO-PACTIOPSIUTENFHON TOKyMEHTAIlMU TI0 KaJIpaMm.
JlokyMeHTanusl TpyIOBBIX OTHOIICHHN B KaapoBBIX ciyk0ax. CocTaB JOKYMEHTOB MO JMYHOMY
coctaBy. CocraBieHue u opopMIICHHE 3asBICHUH, TPYIOBOIO JOroBOpa (KOHTpAKTa), JTUYHOU
kapToukn (opmel T2, mpuka3oB MO KaapaMm, XapaKTepUCTHKH pabOTHHKA, aBTOOWOTrpaduu
pabOTHHKa, aHKETHl pabOTHHWKA, JMYHOro Jjena paborHWka. TpymoBas KHWKKA: BbInaya,
oopmnenue, xpaHenue. PopMupoBaHie 1 HOMEHKIIATYpa JIeJI 0 KaJpaM.

Jlekun

[IpakTUueckoe 3aHiaTue

1.Pa0ota B ManbIX rpymnmax: 3Tambl MPOXOKACHUS HCXOAALINX JOKYMEHTOB, TOArOTOBKA IIPOEKTA,
CorjiacoBaHHe, JOpPabOTKa 110 3aMEUaHUsAM, PETUCTPALMS U OTHpaBKa

2.0opMupoBaHKE M HOMEHKJIATYPa e [0 KaJpaMm.

CamocTosiTenbHas pabota 00yJaroIuXxCs
1. PaGoTa ¢ JOTOTHUTENLHOMN JINTEPaTypPO.

OK2, 4, 5:TIK 1.1-1.5;
[IK 2.1-2.4; IIK 3.1-3.4;
K 4.1-4.4

Tema 7. Texandeckoe
obecriedenue paboThl ¢
YIpPaBJIeHYSCKUMHU
JIOKYMEHTaMH.

Cojneprxkanue yueOHOro MaTepuasia

O6I]_[a$I XapaKTepI/ICTI/IKa U BHUABI OpFaHI/ISaHI/IOHHLIX TCXHUYECCKUX Cpe,Z[CTB. HepCOHaJ'IBHBIe
KOMITBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BO/CTBE. [1OPSIOK OpraHu3aiiud JOKyMEHT0000pOoTa ¢
HUCITIOJIB30BAHUEM CpeZ[CTB TeHeKOMMyHI/IKaHI/H/I. ABTOMaTI/ISI/IpOBaHHLIe CUCTEMBI
JIOKyMEHT0000pOoTa.

Jlexun

[IpakTudeckoe 3aHsATHE
1.lenoBast urpa: TpymoBasi KHMKKA: Bblaya, 0(hOpMIICHUE, XpaHEHUE
2.Tect

CaMmocTosiTenbHas paboTa 00y4JaroIIuXCs

1.PaGoTa ¢ HOpMaTUBHBIMU TIPABOBBIMU aKTaMH

2.IlomgroroBka jgokiagoB Ha Temy: «llepcoHanbHBIE KOMIIBIOTEPHI B  COBPEMEHHOM
JIETIONTPOU3BOJICTBEY.

OK2,4, 5: TIK 1.1-1.5;
IIK 2.1-2.4; TIK 3.1-3.4;
1K 4.1-4.4

Tema 8. Cucrematnsanusa
U XpaHEHHE

Copepxanne yueOHOTO MaTepuana

HOMGHKJ'IaTypa JCII. Tpe6OBaHI/I${ FOCY,Z[apCTBCHHOﬁ CHUCTCMbI JOKYMCHTAIMOHHOI'O obecrieueHus

OK2, 4, 5: TIK 1.1-1.5;
I1K 2.1-2.4; T1K 3.1-3.4;




yIpaBIeHUECKUX yIpaBlieHHsT K COCTaBICHUIO HOMEHKIAaTypsl Aen. CoaepkaTelbHas 4acTb HOMEHKJIATYPHI JAe: [IK 4.1-4.4
JOKYMEHTOB WHJIEKCHI Jell, 3ar0JIOBKH Jell, KOJMYECTBO e, CPOKH XpPaHEHHs] U HOMEpP CTaTbhH MO MEPEYHIO,
npumedanms. opmuposanue Aein. [Ipusnaku 3aBeneHus aen. TpeboBanus K GOpMHUPOBAHUIO IEI.
[IpaBuia rpynnupoBKH JTOKYMEHTOB Jejla 10 BHAaM M XpOoHOJoruu.lloAroToBKa TOKYMEHTOB K
apXMBHOMY XpaHEHHWIO. OKCIEepPTU3a UEHHOCTH JAOKyMeHTOB. CocTaBleHHE OMUCeH JUis
MOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XPAaHEHMsI IOKYMEHTOB, Je]l 110 JUYHOMY COCTaBy. AKTBI O
BBIJICJICHNH K YHUUTOXKEHHUIO €] C MCTEKIIMMH CPOKAMU XPaHEHHUsI.
Jlexkunu -
[IpakTryeckoe 3aHsATHE
1.®opmuporanue aen. [IpusHaku 3aBeneHus men. TpeGoBanus k dopMmupoBaHuio nei. Ilpasmia 5
TPYNIIUPOBKHU JOKYMEHTOB JieJia 110 BUAAM U XPOHOJIOTHH.
2.IloarotoBKa JOKYMEHTOB K apXHBHOMY XpaHEHHIO. DKCIEPTH3a ICHHOCTH JIOKYMEHTOB.
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMH aKTaMH. 6
2.CocTaBJIeHUE OIHUCEH ISl IOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOB, JIEN IO
JMYHOMY COCTAaBY.
I CamocTosiTenpHas padoTa o0yJyarommxcsi B popMe BBITIOTHEHHS JOMAITHEW KOHTPOIBLHOU pabOThHI 10
POMENYTOHHAA 3amuTa TOMaITHe KOHTPOIBHOM paboThI 2
aTTecTauus
MroroBasi KOHTpOJIbHAsE paboTa 2
Bcero 61
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3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUIIJIMHBI

3.1. TpeOboBanusi K MUHMMAJbHOMY MATEPUAJIBLHO-TEXHUYECKOMY
odecre4eHnI0

Peanmzamust mporpamMmbpl TmpeAnojaraeT Haaudue Y4eOHOro KaOwHeTra
JIOKYMEHTAITMOHHOTO 00ECTICUeHHs yIIPaBICHHS.

O6opynoBanne yueOHOr0 KabuHETa: pabodee MECTO IMpemnoaaBaresns (CTo,
CTyn); MeOenb ydeHHYecKas; JOoCKa Uil MHUCbMa MeEJOM; WH(GOpMalMOHHbBIE
CTEH/Ibl; TPUOYHA JIJI51 BBICTYTJICHUH.

Texnuyeckue cpeacTBa 0OyUeHHs: TOCKa JJIsl MUChMa MEJIOM;
UH(GOPMaIIMOHHBIECTEH IbI; TPUOYHA JJIs1 BEICTYIUICHU.

3.2. O0pa3oBaTe/ibHbIE TEXHOJIOTMH, HCIOJIb3yeMble NP OCYLeCTBJIEHUN
o0pa3oBaTeIbHOIO MpoLecca Mo AUCHUIIUHE

Jlns  obOecneyeHHss ~ KauyeCTBEHHOTO  00Opa3oBaTeIbHOTO  IpoIlecca
MIPUMEHSIIOTCS CIIEIYIONIKNE 00pa30BaTEIbHbBIC TEXHOJOTHH:

TpaguuMoHHBIE: TpaaWLIMOHHAA JICKIHUs, JICKUMSA-TIPE3CHTAUsA, JICKIUs-
JTAAJIOT, CEMUHAPCKOE 3aHSATUE C YCTHBIM OIPOCOM, TECTUPOBAHUE;

NHTepakTuBHBIE W HMHHOBAIMOHHBIC! TPOOJEMHBIC JIEKIIMA M MO3TOBOM
HITYPM, JIETIOBBIE UTPbI, KPYTJIbIE CTOJIbI, KOHPEPEHIIMU, HAYUHBIE KPYXKKHU U JIP.

3.3. UudopmannonHoe odecneyeHue 00yueHust

3.3.1. OcHOBHbBIE HCTOYHUKH

1. Aoymamze, M.T. JlokyMmMeHTallMOHHOE OOECIEYEHUE YIpaBICHUS
MEePCOHANIOM : YYeOHUK U TPAKTUKYM JJIsi CpeaHero mpodeccruoHaIbHOTO
obpazoBanus / J[. I'. AGynanze, U. b. Bempsokkuna, B. M. MacnoBa. — Mockaa :
NznarensctBO FOpaiit, 2021. — 299 c. — (IIpodeccuonanproe oOpazoBanue). —
ISBN 978-5-534-01543-0. — Tekcr : snekrponssiid / OBC Opa#iT [caiT]. —
URL.: https://urait.ru/bcode/471250 (a5eKTpOHHOE M3/1aHUE).

2. lllysamoBa, H.H. JlokymeHTanmoHHOe OOECHIEYCHHE YIIPABICHUS :
y4eOHUK W TIPAKTUKyM IS CPEAHEro NPOPECCHOHATBLHOrO 0o0pa3oBaHwUs /

H. H. [llyBanoBa. — 2-¢ wm3a.— MockBa: WM3marensctBo HOpaiit, 2021. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Tekcr : anektponueit  // OBC  KOpaitt  [caiit]. —  URL:

https://urait.ru/bcode/469832 (snekTpoHHOE U3NaHKE).

3.3.2. JIONOJTHUTEIbHbIE HCTOYHUKH
1. JHoponuna, JI. A. JloKyMeHTallMOHHOE OOECIEUEHUE YIPaBICHUS :
y4eOHUK W TIPAKTUKyM U1 CPEAHEro MpoQecCHOHATBLHOrO 0o0pa3oBaHus /
JI. A. loponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit, 2021. —
233 c. — (IIpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-05783-6. —
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Texcr :  osnektponnbii // OBC  Kpaitr  [canit]. —  URL:
https://urait.ru/bcode/473802. (3:1ekTpOHHOE U3IaHUE);

2. KopneeB, U.K. [lokymeHTallmoHHOe oOOECIEYCHUE YIPABICHUS :
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpOopeCCHOHATBLHOrO 0o0pa3oBaHUs /
. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 2-¢ u3., nepepad. u 10, —
Mocksa : WznarensctBo HOpaiir, 2021. — 384 c.— (IIpodeccuonanbHoe
oOpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : snexktpoHHbid // DbC
FOpaiit [caiiT]. — URL.: https://urait.ru/bcode/472550 (anmexTpoHHOE H3/1aHKC);

3. Kysneuos, W.H. JlokymeHtannonHoe oOecreyeHne yIpaBICHUS
NEPCOHAJIOM : YYEeOHHK U TMPAKTUKyM [UIsI CPEIHEro MpodeccrnoHalIbHOTO
obopazoBanus / U. H. Ky3nenoB. — Mocksa : M3marensctBo FOpaiit, 2022. —
521 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-04451-5. —
Texcr : anmexkTponHbIin / O6pa3oBarenpHas tuiatopma FOpaint [caiit]. — URL:
https://urait.ru/bcode/497801.

3.3.3. HopmaTuBHbIE NPABOBbIE AKTHI

1. Ilocranosnenue ['occrangapra P® ot 03.03.2003 N 65-ct "O npunsitun
1 BBEJCHHUM B JICMCTBHE TOCYJIapCTBEHHOro ctaHjapta Poccuiickoit denepanun'
(Bmecte ¢ "I'OCT P 6.30-2003. T'ocymapctBeHHblii cTanmapT Poccuiickoit
Oenepanuu. YHUGUUIHUPOBAHHBIE CHUCTEMbl JOKYMEHTAIMH. YHUPUIIMPOBAHHAS
CHUCTEMa OpraHU3allMOHHO-PACTIOPAIUTEIILHON JIOKYMEHTaluu. TpeboBaHusa K
0 OpMIIEHUIO JOKYMEHTOB");

2. Harmmonanenstil ctanmapt Poccuiickoit @eaepammu ['OCT P 7.0.97 - 2016
"Cucrema cTaHAapToOB MO MHPOpMAIUU, OMOJIMOTEYHOMY U U3JATEILCKOMY JIEIy.
OpraHn3aMOHHO-PaCIIOPSAIUTEbHAS JOKYMEHTALIUSL. TpeboBanus K
opopmiieruto 1okymeHToB" (yTB. IIpukazom Poccranpapra ot 08.12.2016 N 2004-
CT).

3.3.4. Ilepeuenb uH(POPMALMOHHBIX pecypcoB ceTu «AHTEepHET»

1. DnexkTpoHHas OonbMoTeyHas cucTemMa «IPRbooks» —
http://www.iprbookshop.ru;

1. DnextponHas Oubnuoreunass cuctema «lOpaii» — https://biblio-
online.ru;

2. Odunmaneuseiii caift [IpaBurensctBa PO — www.government.ru;

3. Cepsep opraHoB rocyaapctBeHHou Biacti PO — www.gov.ru

4. TlouckoBas cucrema HOPMaTHBHBIX MPaBOBBIX aKTOB —
http://opb.ru/deloproizvodstvo;

5. TlouckoBas cucreMa HOPMaTUBHBIX MPaBOBBIX aKTOB -
www.funnycong.ru;

6. Jenompoussoacteo+ - www.delpro.narod.ru.

3.3.5. CoBpeMeHHbIe MpodeccHoHATIbHBIE 0a3bl TaHHBIX
1. TocynapctBenHas cuctema «OduUIMaTbHBIN UHTEPHET-MIOPTAI IPABOBOM
uHpopmanun» // Pexxum noctyna: http://pravo.gov.ru;


http://www.gov.ru/
http://opb.ru/deloproizvodstvo
http://www.funnycong.ru/
http://www.delpro.narod.ru/
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2. Wnrepuer mopran «Ilencuonnsiii ¢oua Poccuiickoit ®Deneparmmm» [/
Pexxum mocryna: www.pfrf.ru.

3.3.6. IlepeyeHb MporpaMMHOro odecreveHust

1. mpunokenne Microsoft Office Word (vcmonb3yercss sl HOATOTOBKH
JOKJ1a/10B, COOOIIECHUH, BBIMIOTHEHUS JPYTUX MUCbMEHHBIX 3aJ]aHui);

2. npunoxkenne Microsoft PowerPoint (ucmosab3yercs mis MOATOTOBKH
Mpe3eHTaIui);

3. mporpamma-Opay3ep Internet Explorer (wyim apyras ajbTepHaTHBHAS)
(uconmp3yeTcss il pabOThI € AJICKTPOHHBIMUA OMOJMOTEYHBIMH CHCTEMAMH |
Ipyrumu pecypcamu «MIHTEpHETY);

4. CnpaBouHas npaBoBas cuctema «Koncynbrantlimocy;

5. CnpaBounas nipaBoBas cuctema «['TAPAHT».
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
TV CHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4YeHMsI

Pesynbrarel 00y4yeHus

(DOpMBI W MCTOIbI KOHTPOJIA B OLICHKH

3HaHus:

MOHSITHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI
JIOKYMEHTHPOBaHUS

IpaBUjIa COCTABICHUS U 0(OPMIICHUS
OpraHM3allMOHHO-PACIIOPSANTEIBHBIX JIOKYMEHTOB

CUCTCMY U TUIIOBYIO TCXHOJIOTHIO
JOKYMCHTAITMOHHOTI'O obecrieueHus YHpPaBJICHUA

0COOEHHOCTH JIeJIONPOU3BOICTBA IO OOPALLIEHUAM
rpaxkJaH 1 KOHQHUIESHIIMAIHHOTO IeJI0NPON3BOICTBA

OLIEHKA 110 UTOr'aM YCTHOTO OIpOca;
OLICHKA IO Pe3yJbTaTaM BBITOJTHEHUS
JIOKJIA/1a;

OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 33 JJOMAIIHIOI KOHTPOJIBHYIO
paboty (as1s 3204HON (HOPMBI
00y4eHus);

OIIEHKA 110 UTOTaM 3a4eTa.

YmMmenus:

0(hOpPMIISTH OpraHU3alUOHHO-PACTIOPS TUTEIbHBIC
JIOKYMEHTBI B COOTBETCTBHH C JICHCTBYIOIIMM
I'OCTom

OCYHICCTBJIATDH 06pa60TKy BXOIAIIUX, BHYTPEHHUX U
HCXOAAINX JOKYMCHTOB, KOHTPOJIb 3a UX
HUCIIOJIHCHUEM

OLICHKA [10 UTOraM YCTHOI'O OIpOcCa;
OLIEHKA IO Pe3yJIbTaTaM BbINOJIHEHUS
JIOKJIaJa;

OLIEHKA IO Pe3yJIbTaTaM BbIIOJIHEHUS
[IPAKTUYECKON pabOThI;

OLIEHKA 32 JIOMAIIHIOI0 KOHTPOJIbHYIO
paboty (ams 32a09HOH OPMBI

0hOpMIIATH TOKYMEHTHI JIJISl IEpeIauu B apXUB

OpraHu3anniu

oOyueHus);

OLICHKA 110 UTOraM 3adcTa.

4.2. Meroauueckne MaTepHuaJibl, ONpeae/siionme nNpoueaypbl OleHUBaHMS
YPOBHSI C(POPMHUPOBAHHOCTH 3HAHUM U YMEHUM

4.2.1. KpuTepuu ouleHUBaHMsI YCTHOTO OTBETAa

KOTIHUYIHO»

«XOopomo»

«YHAOBJICTBOPUTCIIBHO»

«CHCYHOBJICTBOPUTCIIBHO»

oOydJaroruiicst 1aet
YEeTKHE, TPAMOTHBIE
pa3BepHYThIE
OTBETHI HA
MOCTaBJICHHBIC
BOIPOCHI, IPUBOJIUT
IpUMEPHI U3
peanbHOU KU3HU;
MTOJTHO U
000CHOBaHO
OTBEYAET Ha
JOTIOJTHUTENbHBIE
BOIIPOCHI;
rPaMOTHO
WCIIONB3YET
MOHSITUMHBIN
amnmapar u
poeCCHOHATILHYIO

oOyyJaronuics 1aeT
NIPaBUJIbHBIC B
IIEJIOM IPaMOTHBIE
OTBETBI, HO JIJIs
YTOYHCHUSA OTBETA
TpebyroTcs
HaBOOAIIIUEC
BOIIPOCHI;
JIOCTAaTOYHO MOJTHOM
OTBEYaeT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI
IIpH UCITI0JIb30BAHHUN
npodeccHoHaNbHOMI
TEPMHUHOJIOTUA
JIOTMyCKaeT
HE3HAYUTCIIBHBIC
OIIMOKHU

CTYICHT MPaBUIHHO
u3naraeT TOJIbKO
JacTh MaTepuaa,
3aTpyaHSAETCS
MIPUBECTH MTPUMEPHI;
HEJ0CTATOYHO YETKO U
MIOJTHO OTBEYAET Ha
JOTIOTHUTETIbHBIE
BOIIPOCHI;
MIPH UCTIOJIb30BAHUU
po¢eCCHOHATBHON
TEPMHUHOJIOTHH
JIOITYCKaeT
HE3HAYUTENbHBIC
OIINOKH

CTYJEHT U3JIaraeT OTBET
C CYILIECTBEHHBIMU
oImuOKaMu WIH
OTKa3bIBAE€TCSI OTBETUTD
Ha TTOCTAaBJICHHBIC
BOITPOCHI;

HE OTBEYAeT Ha
JOTIOJTHUTEbHBIE
BOIIPOCHI;
npodeccuoHaNBHOMI
TEPMUHOJIOTHUEN HE
BIIAJICET WJIU JJOTTYCKAET
CYIIIECTBEHHBIEC OIIHOKH
MIPU UCHOJIb30BAaHUU
TEPMUHOB
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‘ TEPMHUHOJIOTUIO

4.2.2. Kputepuu olleHUBAHNS PelIeHUS TECTOBBIX 3aaHUI

COTIUYHO» «XOPOIIO «yJIOBJIETBOPUTEILHOY» | «HCYIOBICTBOPUTEILHOY

BBIIIOJIHEHO 4/5 BBIIIOJIHEHO ¥4 BBIIIOJIHEHO OoJtee Y4 BBIIIOJIHEHO MEHEE
TECTOBOI'O TECTOBOT'O TECTOBOI'O MaTrepuasa [TOJIOBMHBI 3aJITaHUN
MaTepuasa MaTepuasa

4.2.3. Kputepum olleHUBAHUS BbITIOJTHEHUsI IOKJIA0B

«OTJIMYHO»

«XOpouio»

«YJOBJIETBOPUTEIILHO

«HCYHOBJICTBOPUTCIILHO»

TE€Ma PacKphITa B
IIOJIHOM 00beME U
aBTOpP CBOOOJHO B

HEll OpUEHTHPYETCH,

TEeMa pacKphITa B
1I€JIOM TIOJTHO,

IIOCJIICO0OBATCIIbHO U

JIOITNYHO, BBIBO/JbI

TEMA paCKpbITa HE

YTBEPKACHUS HE

JIOCTAaTOYHO
MOCIIE0OBATENbHO U | apTyMEHTUPOBAHBI, COTJIaCOBaHbI,
JIOTUYHO, MaTepra HO TIPY 3aIIHUTE apryMeHTaIus
JOKJIaJa aKTyaseH U JOKJIaaa BBIBOJIOB
pasHooOpaseH oOyyJaromuics B HEJI0OCTATOYHO
(mpoaHanmM3UpPOBaHbl | OCHOBHOM YMTaJ 000CHOBaHa, T0KJIa/
HECKOJIbKO JOKJIaJ ¥ HE J1aBal BBITIOJTHCH Ha
Pa3IMYHBIX CcOOCTBEHHBIX OCHOBaHUU
HUCTOYHUKOB) MTOSICHCHMIA; €IMHCTBEHHOTO
BBIBO/IBI oOyJaromuiics UCTOYHUKA, HA
apryMEHTHPOBAHBI, HEJO0CTAaTOYHO BOIIPOCHI
oOyuaromuiics TIOJIHO U YBEPEHHO npenojaBaTens
OTBETHJI Ha OTBEYaJI Ha BOIIPOCHI ayTUTOPUU
BOIIPOCHI npenojaBaTens u oOyJaromuiics He
MpenoiaBaTesns u ayJIUTOPUU OTBETHJI
ayTUTOPUH

IIOJIHOCTBIO, TC3UChI U

HE COOTBETCTBYET
KpUTEpUSIM
«YIOBJIETBOPUTEIBHO

4.2.4. Kputepum olleHMBAHUS BbINOJIHEHUS IPAKTHYECKOH PadoThI

CBOETO pELICHMUS,
XOpollee 3HaHue
TEOPETUUECKUX
aCTEeKTOB PEIICHHUS.

MECTO JOCTaTOdYHasa

apryMeHTalus

CBOCTO pCUHICHUA,
XOopoumee 3HaHNE
TCOPCTUICCKUX
ACIICKTOB
BBIITOJIHACMBIX

3aaHuN

«OTIIUYHOY «XOPOIIO» «yJIOBJIETBOPUTEIBHOY» | «HEYJOBJIETBOPUTEIBHOY
MIOJTHOE | MU BHITIOJIHEHUH | YACTUYHO MPABWILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJJaHu’ BBINOJIHEHUH 3a/JaHUH KPUTEPHSIM OLIEHKU
BBITIOJIHEHHE PaKTUIECKON MPaKTUIECKON «YIIOBJIIETBOPUTEIHEHOY
3a/laHui paboThI OBbLIH paboTHI,
MPAKTUYECKON JOTTYIIEHBI HEI0CTaTOYHasI
paloThl, MOJIpOOHAst | HE3HAUMTENbHbIE | apryMEHTAlMs CBOETO
apryMeHTanus OIINOKH, UMEET

OTBETA, 3HAHNE
OIPENEIEHHBIX
TEOPETUUECKUX
acIieKTOB
BBITIOTHSIEMBIX
3aJaHuN
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4.2.5. Kputepum olleHUBAHHUS BHeAyIUTOPHOH CaMOCTOSATEIbHOI pPadoThI
00y4aroIuxcs

Bunamu 3amaHuii a5 BHEAyAUTOPHOM CaMOCTOSITENIbHOM padOThl MOTYT
OBITh:

- JUIS OBJIQJICHUSI 3HAHUSIMM: UYTEHHUE TeKcTa (y4eOHMKA, MEPBOUCTOYHMKA,
JOTIOJTHUTEILHOW ~ JTIUTEPATyphl); COCTaBJICHUE IUIAHA TEKCTa; Tpaduyueckoe
U300paKeHHE CTPYKTYPhI TEKCTa; KOHCIIEKTUPOBAHUE TEKCTA; BHIMMCKU U3 TEKCTA;
paboTra €O CIOBAapsSIMH M CIPABOYHUKAMH;, O3HAKOMJIEHHME C HOPMATHUBHBIMU
JOKyMEHTaMU; y4deOHO-HCCIIeJOBaTeNbCKass padoTa; HMCIOJIb30BAHUE ayJIuo- H
BHJIE03aNIMCEH, KOMIIBIOTEPHOU TEXHUKHU U VIHTEepHETa U 11p.;

- JUI 3aKpeIUIEHHs M CHCTeMaTH3aluy 3HaHWi: paboTa C KOHCIEKTOM
aekiuu (00paboTka TEKCTa); MOBTOpHAs paboTa HaA Y4eOHBIM MaTepHUaIoM
(yueOHMKA, TIEPBOMCTOYHUKA, JOMOJHUTEIBHOM JUTEpaTyphl, ayauo- U
BUJICO3AMMCEN); COCTABIIEHUE TUIAHA U TE€3MCOB OTBETA; COCTABJICHHUE TAOIMIL JJIs
CUCTEMATHU3allMM Y4yeOHOr0 MaTrepuayia, W3y4eHHE HOPMATHUBHBIX MAaTE€pPHUAJIOB,;
OTBETbl Ha KOHTPOJIbHBIE BONPOCHI; aHAJIWTHYEcKas o00paboTka TeKcTa
(aHHOTHpOBaHUE, PELEH3UpOBaHUE, pedepupOBaHUE, KOHTEHT - aHAIM3 U [p.);
HOJIFOTOBKAa COOOIIEHMH K BBICTYIUICHHIO Ha CeMHUHape, KOH(EpEeHUUH;
NOJIrOTOBKa pedeparoB, JOKIAIO0B; COCTaBlIeHUE OMOIMOrpaduu, TeMaTHYECKUX
KPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- uist OpMUPOBaHUST YMEHHUI: pEIIeHUE 3a/1a4 U YIpaXHEHUH 1Mo o0Opasiy;
pelleHre BapUaTUBHBIX 3aJady W YOPAKHEHHH; pEIICHHEe CHUTYallMOHHBIX
MIPOU3BOJICTBEHHBIX (MpOo(ecCuOHATBHBIX) 3a/1a4; MOJATOTOBKA K JIEJIOBBIM UIPaM;
IPOCKTUPOBAHUE U  MOJEIMPOBAHUE  pa3HbBIX BUAOB U  KOMIIOHEHTOB
poheCCUOHATIBHON JIEATEIIbHOCTH.

Bunbl 3aganuii it BHEAYJUTOPHOM CaMOCTOSITEIBHOM PabOThI, UX
CoJlepKaHUEe M XapaKTep MOTYT MMETh BapuUaTUBHBIA M TudPepeHIMpOBaHHBIN
XapaKkTep, YYUTHIBATh CHENU(DUKY CHEIUATBHOCTH, HU3y4aeMOW JUCIUTUIHHBI,
WH/IMBH1yaJIbHbIE OCOOEHHOCTHU CTYJEHTA.

[Ipu npenbsBIeHUN BUIIOB 33JaHU HAa BHEAYJUTOPHYIO CaAMOCTOSATEIbHYIO
paboTy pEKOMEHAYeTCsl HCHOib30BaTh AUPPEPEeHUUMPOBAHHBIM MOAXO0A K
cryaeHTam. Ilepen BBINIOJTHEHUEM CTYJIEHTAMH BHEAYIUTOPHOU CaMOCTOSITEIbHOU
paboThl MpenojaBaTesib NPOBOAUT HHCTPYKTAX I10 BBIMOJIHEHUIO 3aJaHus,
KOTOpPBIM BKJIIOYAET IeJb 3aJaHus, €ro COJEp)KaHHe, CPOKH BBINOJHEHUS,
OpPUEHTUPOBOYHBIN 00BEM PabOThI, OCHOBHBIE TPEOOBaHUS K pe3yjbTaTaM padoThI,
KpUTEpUH OLEHKH. B Tmpoliecce MHCTpyKTaka MpernojiaBaTeiib Mpeaynpexaact
CTYJIEHTOB O BO3MOHBIX TUITMYHBIX OUIMOKAX, BCTPEUAIOIIUXCS MPHU BBITOJIHEHUH
3amanusd. MHCTpyKTaxX MpOBOIAUTCS MpENoAaBaTesieM 3a cYeT o0beMa BPEMEHH,
OTBEJICHHOI'O HA N3YYEHUE AUCIUIUINHBI.

Bo BpeMs BBINIOJTHEHUS CTYJCHTAMH BHEAYJIUTOPHOW CaMOCTOATEIbHOM
paboThl ¥ MPU HEOOXOJUMOCTHU MPEINOAaBaTENh MOXKET MPOBOIUTH KOHCYIbTALUN
3a cyeT 0o01ero Or1KeTa BpeMEHH!, OTBEICHHOTO HAa KOHCYJIbTAIIHH.
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CamocTosTenbHass padoTa MOXET OCYIIECTBISATHCS HHAWBUIYATbHO WIIU
IpynInaMu CTYACHTOB B 3aBHCHUMOCTH OT ILieJId, 00beMa, KOHKPETHONW TEMaTUKU
CaMOCTOSITENIbHOM pabOThl, YPOBHSI CJIOKHOCTH, YPOBHSI YMEHUMN CTYIEHTOB.

KoHTpons  pe3ynbTaTOB  BHEAYAMTOPHOM  CAMOCTOATEIBHOW  PabOThI
CTYJIEHTOB MOJKET OCYILECTBIIATBCS B IIPEAENIax BPEMEHM, OTBEICHHOIO Ha
oOsi3aTenbHbIE  y4YeOHbIE 3aHATHS 1O JUCUUIUIMHE W BHEAYJIUTOPHYIO
CaMOCTOSITENIbHYIO pabOTy CTYAEHTOB IO AMCLUUIUIMHE, MOXET IPOXOJIUTh B
NUCHPMEHHOW, YCTHOW WJIM CMEUIaHHOW ¢opMe, C MpEeICTaBICHUEM HW3JETIHUS WU
IPOYKTa TBOPUECKOW AEATEIBHOCTH CTYACHTA.

KpurepusiMmn OLEHKHM pe3ynbTaTOB BHEAYIUTOPHOW CaMOCTOSATEIBHOU
paboOThI CTYACHTA SBJISIOTCSL:

- YPOBEHb OCBOEHHUS CTYIEHTOM y4€OHOI0 MaTepHaa;

- YMEHHE CTYACHTA UCIOJIb30BaTh TEOPETUUECKUE 3HAHUS MPU BBINOJIHEHUU
IIPaKTUYECKUX 3a]1a4;

- ¢c(pOpMHUPOBAHHOCTH OOIIECYUCOHBIX YMCHHIA;

- 000CHOBAaHHOCTb U YETKOCTb U3JI0)KEHUS OTBETA,

- opopMIIEHHE MaTepuaja B COOTBETCTBUH C TPEOOBaAHUSIMH.

4.2.6. Kputepun onleHMBaHUS BbINOJHEHUS JOMAaIIHeil KOHTPOJIbLHOI padoThI
(nsist 3a04uHOM PopMBbI 00yUEHMST)

«OTJINYHOY «XOpOILIO» «YZIOBJIETBOPUTEIIBHO» | «HEYIOBIETBOPUTEIHLHO
MOJIHOE U MOJIHOE U YaCTUYHO MPABUJIIBHOE | JAOMAIIHAS KOHTPOJIbHAS
IIPaBUJIBHOE IIpaBUWJIbHOE BBIIIOJIHEHUH 33JaHUN pabota He
BBIIIOJIHEHUE BBINIOJIHEHHE JIOMAaIIHen IIpe10CTaBICHA
3aJlaHul JOMaIIHEeN | 3aJaHMM JOMAIIHEH | KOHTPOJIbHOM paboThl, CTYIECHTOM WU
KOHTPOJIbHON KOHTPOJIbHOU HEKPUTHYECKHE MIOJIHOCTBIO HE
paboThl, TPaMOTHOE paboTHI, OIUOKH B COOTBETCTBYET
IIOCTPOEHHUE HE3HAYUTEIIbHBIC odopmieHnn paboTHl, TpeOOBaHUM,
OTBETOB, OLIMOKHU U JIOTIOTHUTEIIbHBIE MIPEIbSBISEMBIM K €€
odopmieHue MOTPEIIHOCTH B Hay4yHbIE U oopmieHuto u
paboTHI B TOJTHOM odopmIIeHUH HOPMAaTHUBHBIE COAEPIKAHUIO
COOTBETCTBHH C paboThI, VCTOYHUKHU HE
MpebABISIEMbIMU JIOTIOTHUTEIIbHBIE HCIOJIb30BAJIHCh
TpeOOBaHUSAMU Hay4HbIE U
HCIOJIb30BaHNE HOpMaTUBHbBIE
JIOTIOTHUTEIBHBIX VCTOYHUKU HE
Hay4YHBIX U HCIIOJIb30BAINCh
HOPMAaTHUBHBIX
HMCTOYHUKOB

4.2.7. Kputepuu oueHNBAHUS 3HAHUI U YMEHHUIi 110 UTOraM
O0CBOEHMSI JUCHUILTUHBI

NToroBbIit KOHTPOJIL TPOBOIUTCS B (DOPME UTOTOBOM KOHTPOJIBHOU PabOTHI.
K  xouTposnbHOW paboTe [IOMyCKarOTCS  OOydaroliuecs,  YCIEIIHO
BBIIIOJIHUBILIKWE BCE BHUAbl OTYETHOCTH, IPEIYCMOTPEHHBIE I10 JUCLIUIUIMHE
y4eOHBIM MIaHOM. B X0J1¢ UTOrOBOM KOHTPOJILHOW PabOThI MPOBEPSETCS CTEIEHb
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YCBOGHHS MaTepuajia, yYMEHHE YeTKO M KpaTKO OTBeYaTh Ha MOCTaBJICHHBIC
BOIPOCHI, pelIaTh NPEAJIOKEHHBIE 3a/1a4H, JIelaTh KOHKPETHbIE BbIBOJIbI. MIToroBas
OLIEHKAa OXBAaThIBAa€T IPOBEPKY AOCTMIKEHMSI BCEX 3asBIICHHBIX LI€NEH H3ydeHMs
JUCHMIUIMHBL U TPOBOJUTCS AJII KOHTPOJISI YPOBHS NMOHMMAHUS OOYyYaroIIUMHUCA
CBSI3EU MEXY pa3INdHbIMU €€ 3JIEMEHTAMHU.

B xoz1e UTOroBOro KOHTpOJIS aKLEHT JENaeTcsl Ha MPOBEPKY CIIOCOOHOCTEN
oOyyarolmuxcs K TBOPYECKOMY MBIIUIEHUIO U HCHOJb30BAHUIO MOHATUHHOTO
anmapata JUCHUIUIMHBI B PEHICHHH  NPO(ECCHOHANBHBIX  3aJad IO
COOTBETCTBYIONIEN CIIENAATBHOCTH.

3HaHUA, yMEHUS U HAaBBIKK oOydaromuxcs Ha TuddepeHIInpoBaHHOM 3a4eTe
OLICHMBAIOTCA MO MATHOAUIBbHOU cucteMe. OneHKa OOBsABIAETC 00yYaromeMycs
0 OKOHYAaHUU ero oTBeTa. l[lomokurenbHass OIEHKA («OTIUYHO», «XOPOILIOK,
«yIOBIICTBOPUTEIILHO») 3aHOCUTCA B 3a4€THO-DK3aMEHAIMOHHYIO BEIOMOCTbh M
3aYETHYI0 KHI)KKY JHM4YHO npernoaasareneM. OILIEHKa «HEYIOBIETBOPUTEIBHO»
IPOCTABJISIETCS TOJIBKO B 9K3aMEHALIMOHHYIO BEIOMOCTh 00y4aroIerocs.

OO1UMU KpUTEPUSMH, ONIPENEISIOUMMH OLEHKY 3HAHUH SIBIISIOTCSI

OTan4HO Xopouo VY nosnerBopurensHo | HeynoBnerBopurenbHO
OO6yuarommiicss gaet | O0yyaromuics OO6yuarommiics OO6yuarommiics HE
YETKHE, Pa3BEPHYTHIC | IPABUJIBHO HW3JIAraeT | MPAaBUJIBHO M3JIaraeT | MOXKET U3JI0KUTh
OTBETHI Ha | Marepua. st | ToNIbKO 4acTh | COJICpIKAHUE 6onee
MIOCTaBJICHHBIE BBISICHEHMsI JeTallel | MaTepuaa. MOJIOBUHBI
BOIIPOCHI  OWJIETOB. | UCTIOJB3YIOTCS HenocraTtouno 4eTko | mpeniosKeHHBIX
Beinonuser 0e3 | HaBOJAIIME BOMPOCHL. | U TIOJHO OTBEYAET Ha | BOMPOCOB. He
HaBOISITNX B pacyYeTHBIX | IOMOJIHUTEIBHBIE OTBEYAET Ha
BOIIPOCOB M YKa3aHMM | 3aJJaHUSAX JIONYILIEHbI | BOIPOCHI. B | nononnutenbHbIE
pacyeTsl HE3HAYHUTEIIbHbBIC pacyeTHBIX 3aJaHUsAX | Bompockl. He Bmanmeer

OLLIMOKHU. JIOTYILIEHBI OMIMOKH. | METOAMKAMHU  pacuera
OCHOBHBIX
TOKa3zaTeneun
(uHaHCOBO-
XO35IMCTBEHHOM
NEeATeTbHOCTH
NpEeANPUSITHSL.




		2021-11-29T13:14:04+0300
	АНПОО "РЭПК"




