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PaGouas mporpamMma AMCIUIIIMHBI OJI00peHa Ha 3acelaHuu Kadeapbl
PKOHOMMKHU U OyXTaJTEepCKOro yyera.

[Iporokon ot 28 nexadbps 2020 r. Ne 5.

/ y H.I1. Cemeiikuna
(H%CL) (MHUTIATBL, (aMUITHS)
Pa3paboTumk: | A

IIpEI01aBaTEellb A.N. llImonnosa

3aBenyromuii kadeapon

(3aHMMaeMast JOJDKHOCTB) éﬁmm&%) (MHUIHATEI, aMIIIHs)
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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOT'PAMMBbBI

JUCIHUIIJIMHBI
OI1.13 JlokyMeHTAIIMOHHOE 00€eCIIeYeHHUE YIIPABICHHUS

(MHIEKC, HAUMEHOBAHHME JUCITUTLIAHBI)

1.1. ObsacTb npuMeHeHus1 padoueil MPpoOrpaMMbl

Pabouast mporpamMmmMa AHCHHMIUIMHBI pa3paboTaHa Ha ocHOBe MDenepabHOTO
TOCY/IapCTBEHHOTO 00Pa30BAaTEIBHOTO CTaHAApTa CPEAHET0 MPOGECCHOHATHLHOTO
obOpazoBanus 1o crenuanbHocTH 40.02.01 [IpaBo M opraHu3ammsi COIUATBLHOTO
oOecrieueHus, YTBEPKJACHHOTO TPHKa3oM MUHHUCTEpCTBAa 00pa3oBaHUS W HAYKH
Poccuiickoit ®Denepanmu ot 12.05.2014 Ne 508, wu sBIsAeTCS YacThIO
oOpa3oBaTenbHON MNpOrpaMMbl B YacTH OCBOCHHUS COOTBETCTBYIOIIMX OOIIUX
koMmriereHuuit (ganee — OK) u nmpodeccronansubix komnerenui (nanee — [1K):

Kon
KOMIIETEHIIHH HaumenoBanue komneTreHuuu

OK 1 [lonumats CYWHOCTb M COLHAIILHYIO 3HATUMOCTE cBoeii Oynymieit nmpodeccun,
MIPOSIBJIATH K HEM YCTOWYUBBIN HHTEPEC
OpranuzoBbIBaTh COOCTBEHHYIO JAESITEIbHOCTD, BEIOUPATh TUIIOBBIE METOIBI U

OK 2 CHOCOOBI BHITTOJIHEHUS TPO(ECCHOHABHBIX 3a/1a4, OLIEHUBATh UX
3(PEKTUBHOCTD U KAa4€CTBO

OK 3 [IpuHuMaTh pemnieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIUSAX U HECTH 3a
HUX OTBETCTBEHHOCTh
Ocy1ecTBISTh MOUCK U UCIOIb30BaHNE HH(POpMALIK, HEOOXOTUMON IS

OK 4 3¢ PEKTUBHOTO BBIOTHEHUS TPOPECCHOHATBHBIX 3aj1a4, MPO(HECCHOHAIBHOTO U
JIMYHOCTHOT'O Pa3BUTHUS

OK 5 Hcnonp3oBaTh HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodecCHOHATIBHON 1 TETbHOCTH
CaMocCTOSATETHHO ONPEALISIThH 33a4H MPO(HECCUOHATBHOTO U JINYHOCTHOTO

OK 8 pa3BUTHS, 3aHUMAThCS caMO00pa30BaHNEM, OCO3HAHHO TUIAHUPOBATH
MOBBINICHHE KBATU(DUKAIIUN

OK9 OpHEeHTHPOBATHCS B YCIOBUSAX MOCTOSTHHOTO M3MEHEHUS PAaBOBOI 0a3bl
OcyiecTBisITh NPOoQPecCHOHANBHOE TOJIKOBAaHNE HOPMATHUBHBIX [TPABOBBIX AKTOB

K 1.1 JUTSL pealii3allvy MpaB rpakaaH B cepe NEHCHOHHOTO 00ecTeueHus |
COIMAIbHON 3aIUTHI

K 1.2 OCYH_ICCTBJ'IU}ITB MpHeM TPpaXKIaH M0 BOMPOCaM MEHCHOHHOTO 00eCTieueHus U
COLIMAJILHOM 3alllUThI
PaccmarpuBaTh makeT JOKyYMEHTOB JIJIsi Ha3HAYEHHS TICHCUH, TTOCOOUH,

K 1.3 KOMIIEHCAIINH, IPYTUX BBIIIIAT, @ TAKKE MEP COLUATIbHON MOAJIEPKKU
OTJIETIbHBIM KaTErOpHsIM IrpakJaH, HY>KJAIOUIMMCS B COLMAIbHOMN 3alUTe
Ocy1ecTBISATh YCTaHOBIIEHUE (Ha3HAYEHUE, IEPEPACUET, IEPEBOL),

K 1.4 WHJIEKCAINIO U KOPPEKTUPOBKY MEHCHI, Ha3HAYCHUE TIOCOOMH, KOMIIEHCAITUN 1

' JIPYTHUX COLUATBHBIX BBIILIAT, UCTIONB3YS HH(POPMAITMOHHO-KOMIBIOTEPHBIE
TE€XHOJIOTHH
K 1.6 KoHcynbTuUpoBaTh rpak/iad U NpeACcTaBUTENECH IOPUANYECKUX JIUI IO BOIPOCaM

IIEHCHOHHOI'0 00ECIEUEeHNS U COLIMAIBLHOM 3alUThI
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1.2. MecTo IMCHMILIMHBI B CTPYKTYpe 00pa30BaTe/ibHO MPOrpaMMbl

HuctuminHa «JloKyMEeHTallMOHHOE OOECIeYeHHe YIPaBICHUS» OTHOCUTCS K
oOuienpodeccoHaIbHbIM TUCIUILIMHAM POPECCUOHATBHOTO IUKIA TACIUTLIINH.

basupyercs Ha paHee W3YUYECHHBIX JUCHUIUIMHAX: «MEHETKMEHT,
«OKOHOMHUKA OpraHu3auu». 3HaHUS, YMEHHS W HaBBIKH, (opMupyeMbie
JTUCITUTUINHON «J[oKyMeHTarimoHHOe 00ecTiedeHUe yIpaBICHUS» HEOOXOIUMBI IS
MOCJEAYIOMIETO0 HW3YyYEHHUS] TaKUX JUCHUIUIMH MNPO(EeCCHOHAIBHOTO Y4e€OHOIO
mukiaa  kak  «HbopManmoHHBIE — TEXHONOTMM B MPOQECCHOHATbHOU
nearelbHoCTH», «OpraHuzanus paboTbl OPraHOB W YUPEXKACHUH COLUUATBHOU
3alMUThl HaceneHus, opraHoB Ilencuonnoro d¢onaa Poccuiickoit ®deneparuu
(ITdP)», a Takke 1151 TPOXOKIACHUS YICOHOM M IPOU3BOJCTBEHHOM MPAKTHK.

1.3. lleqb 1 MiIAHUPYeMBbIe Pe3yJIbTATHI OCBOCHUSA M CHUIIMHBI

Ilesnb TMCIUIIIIMHBL: HAYYUTh CTYJECHTOB IIOHUMATh CYIIHOCTb, LIEJIH, 3aa4u
U T[PUHLOUIOBl  JEJONPOM3BOACTBA C  MCIOJIb30BAaHUEM  HMH(OPMALIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI B IPO(ECCUOHATBHON JEATEIbHOCTH.

B pe3ynbraTe 0CBOEHUS TUCHUILIMHBI 00YUYaIOIIUICS TOKEH YMETh!

- oopMIIATH  OpPraHU3AIMOHHO-PACHIOPSIUTEIBHBIE  JTOKYMEHTHI B
cootBeTcTBUH ¢ AeicTBytomumM ['OCTom (V1);

- OCYIIECTBJIATH OOpabOTKY BXOMSIINX, BHYTPEHHHUX M HUCXOIAIIUX
JIOKYMEHTOB, KOHTPOJIb 32 MX HcHoJHeHHEM (Y 2);

- 0pOpMIIATH IOKYMEHTHI JIJIs TIepe/laur B apXuB opranu3anuu (Y 3).

B pe3ynbTaTe 0CBOCHUS TUCIUTLTAHBI 00YUYaOIIUACS TOJDKEH 3HATh:

- IOHSITUE JOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI TIOKyMeHTHpoBaHus (31);

- nmpaBuia  CcOCTaBlieHHs W odopmieHHS  OpraHU3aIMOHHO-
pacnopsaauTeIbHBIX JoKyMeHTOB (fanee - OP]) (32);

- CHUCTEMY M THUIIOBYI) TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO OOeCIeueHUs
ynpasnenus (nanee - JI0OY) (33);

- OCOOCHHOCTH JIEJOMPOU3BOACTBA IO OOpallleHUsSIM TpaxkIaH U
KOH(UIEHIIUAIBHOTO eJIONPON3BOJICTBA (34).
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2. CTPYKTYPA U COAEP/KAHUE JUCIIUITJIMHBI

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

00y4eHus

Bun yuebHoi paboThI

O0BeM yacoB

MakcumaibHas yueOHast Harpy3Ka (Bcero) 54
O0bs3arenpHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 38
B TOM YHCIIE:
JAeKyuu 19
npaxkmudeckue 3aHAmMusl (8 Mom yucje 3adem) 19
CamocTosiTenbHas pabota o0yuatronierocs (BCero) 16
B TOM YHCJIE:
u3yyenue KOHCNEeKmo8 JIeKyull U peKoMeHO08AHHOU JUMepamypul 12
n0020Mo6Ka 00K1A008 4

ITpomexxyTouHas aTTecTauusi B GOpMe KOHMPOIbHOU padomyl NO CUCHEMe OYEHOK «3aUMEHO»/«He

3A4meHo»

2.2. O0beM TUCHUILIMHBI U BUJBI Y4eOHO# padoThl /15 3204HOH (popMBbI

00y4eHus

Buy yuebHo# pabOTHI

O0BeM yacoB

MakcuManbHas yueOHasl Harpy3ka (Bcero) 54
O0s3arenbHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 8
B TOM YHCIIE:

JIeKyuu -

NPaKmMu4eckue 3ausimusi (6 mom 4ucie nPoMelNCYmoyHas Aammecmayiis) 8
CaMocTosTeNbHas pabora o0y4Jaronierocs (Bcero) 46
B TOM YHCIIE:

uzyuenue KOHCNeKmoe8 JeKyutl U PeKOMEHOO0BAHHOU TUMePAmypul OJisl 39
NOO2OMOBKU K NPAKMUYECKUM 3AHAMUAM, 3a4emy

BbINONHEHUE OOMAUHEl KOHMPOJLHOU pabombl 14

[MpomexxyTounast artecTanus B GopMe domawHell KOHMPOabHOU padbomvpl U KOHMPOILHOU pabombl Ho

cucmeme OyeHoK «3AUMEHON/«HE 3AUMeHO0 )
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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 wmHOpManmmu B COLMAIBHO-IKOHOMHUYECKUX
nponeccax.  [lomudyHKIMOHaNBHOCTh HOKyMeHTa. MH(popManuoHHas, KOMMYHHMKAaTHUBHAs,
couuanbpHas, KyJbTypHas, YOpaBlE€HYECKas, MNpaBoBas, HCTOpHYecKas M Apyrue QyHKOuH
nokymentoB. [loHartue o gokymeHTHpoBaHUHM. (OCHOBHBIE CMOCOOBI JJOKYMEHTHPOBaHHUSI.
Martepuanbable HOCHTENM HH(OpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb M COXPAaHHOCTD 8
JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, pErIaMEHTHUPYIOIIME OpraHu3auui  paboTel ¢
Tema 1.CymHocTh JIOKYMEHTHUPOBAaHHOM uHpOpMAaITUCH. HopMmatuBHo-meToan4ECKHE JIOKYMEHTBI,
JIOKYMEHTallMOHHOT O PErJIaMEHTUPYIOLINE TOPSIOK BbIIa4M M TPeOOBaHMS K O(POPMIICHUIO KOIHUM B OpPraHU3allusiX, OK1, OK2, OK3, IIK 1.1,
obecrniedeHus KOTOPBIE SBIISIFOTCSL aBTOPaMU JOKYMEHTOB. OCHOBHBIE HOPMATHBHBIE AKThI, PENIAMEHTHPYIOLINE IIK 1.2, TIK1.3, IIK1.4
yIpaBlICHUS JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH
Jlexumun 3
[IpakTHueckoe 3aHsTHE
1.Ycraslit onpoc. 3
2. JIuckyccus 1o JoKIaay
CamocrosTensHast paboTta 00yJarommxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 2
2.IloaroroBka JOKJIaI0B HA TEMBL: «JTalbl HCTOPHSL Pa3BUTHsL JEJIONPOU3BOICTBa 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. Y Hu(uKaius v cranaapTuzanus. IloHsTHe «crcTeMa JOKyMEHTaluny, €€ MpU3HaKy.
noxkymenTtanus. @ynkuuu | OyHKIMOHANBHBIE M OTpacieBble CUCTEMBl JOKyMeHTaruu. [loHATHE «yHH(pHIUpOBaHHAS
YIpaBIeHIECKOMH CHUCTeMa JOKyMEeHTalmuuW». | ocymapcTBEHHBIE CTaHIAPThl Ha YHHU(DUIMPOBAHHBIE CHUCTEMBI
JOKyMEHTALUH. JOKYMEHTAIMH{, PEerJIAMEHTHPYIOIIE 00IIie IpaBuiia uX pa3padOTKU U MOCTpoeHus popmyrsipa- 8 K 2.3,1IK 2.4
YaudumpoBaHHbie obpasma. [ousitue «yHuduimpoBanubie Gopmbl JOKyMeHTOB. OOIIEPOCCHIICKHE W OTpAacieBbIe
CUCTEMBI yHApUIpOBaHHBIE (POPMBI JOKYMEHTOB; YHHU(DHUIIUPOBAHHBIE (POPMBI IOKYMEHTOB TIPETIPHSTHS,
YIpaBJIEHYECKOM NMOpSAZOK MX BBEJAEHHWs B JeilcTBHe. PacmpeneneHune cocraBa BHAOB M Pa3HOBHJIHOCTEH
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 OopraHu3anuiax,




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: «Knaccudukanusi ynpaBieHYeCKHX JIOKYMEHTOB 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

OK 5,1IK 2.2, TIK 3.1

Tema 4. OcHOBHBIE
yIpaBJICHUYECKUE
JOKYMEHTBI, COCTABJICHHE
u oopmIteHHE

Copnepxanue yueOHOro Marepuana

CocraBienne n oGOpMIICHHE OCHOBHBIX YIPAaBIECHUYECKUX JTOKYMEHTOB: YCTaB, IMOJIOKEHHE O
CTPYKTYPHOM TOJPAa3ICICHNH, TPOTOKOJIBI, aKThl, 3aKJIIOUYCHHS, CIY)KEOHbIC 3aIMCKHU, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPaBKH, MUCEMA U JIP.

Jlexun

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

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

OK §,IIK 3.3,IIK 3.4

Tema 5. Opranuzanus
JIOKYMEHTO000pOTa

Copepxanne yueOHOTO MaTepuana

Tlonsarue Z[OKYMCHTOO60pOTa. OCHOBHBIC ITOTOKHU YHOpaBJICHYCCKUX HNOKYMCHTOB!: BXO,I[SIH.[I/Iﬁ,
HCXO}IS[HlPlﬁ, BHYTpeHHI/Iﬁ. JIBI/I)KCHI/Ie BXOOAIIMX YIHPABJICHYCCKUX JOKYMCHTOB: IICpBUYHAA
06pa60TKa, perucrtpanuys, paCCMOTPCHUC PYKOBOJACTBOM OpraHu3alvu, nepeaadya Ha UCIIOJIHCHHUC,
KOHTPOJIb 34 UCITIOJIHCHUEM, CITMCAHNUEC UCITIOJIHCHHOI'O IOKYMCHTA B ACJIO0.

[IK 4.1, 11K 4.2
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DTarbl MPOXOXKACHUA UCXOAAIUX JOKYMCHTOB: MOAIOTOBKA IMPOCKTA, COIJIaCOBAHUEC, nopa60TKa
110 3aMCUYaHHUAM, pCTUCTpalM U OTIIPABKaA.

Jlexun

TIpakTUueckue 3aHsATUA

1.Ilonstue mokymMeHT0000poTa. OCHOBHBIC MOTOKH YNPaBICHUECKHX TOKYMEHTOB: BXOISIIHA,
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.
JlokyMeHTalusl TpyIOBBIX OTHOIICHHN B KaJpOBBIX ciyx0ax. CocTaB JOKyMEHTOB MO JTHYHOMY
coctaBy. CocraBieHue u opopMIICHHE 3asBICHUH, TPYIOBOIO JOroBOpa (KOHTpAKTa), JTUYHOU
kapToukn (opmel T2, mpuka3oB MO KaapaMm, XapaKTepUCTHKH pabOTHHKA, aBTOOHMOTrpaduu
pabOTHHKa, aHKETHl pabOTHHWKA, JMYHOrO Jjena paboTHWKa. TpynoBas KHIDKKA: BbITaya,
oopmnenue, xpaHenue. PopMupoBaHie 1 HOMEHKIIATYpa JIeJI 0 KaJpaM.

Jlekun

[IpakTUueckoe 3aHiaTue

1.Pa0ota B ManbIX rpymniax: 3Tambl MPOXOKACHUS HCXOAALINX JOKYMEHTOB, IOArOTOBKA IPOEKTA,
CorjiacoBaHHe, JOPabOTKa 110 3aMEUaHUsAM, PETUCTPAIMs U OTHpPaBKa

2.0opMupoBaHKE M HOMEHKJIATYPa e [0 KaJpaMm.

CamocrosTenpHast paboTta 00yyaromumxcs
1. PaGoTa ¢ AONIOJTHUTENHFHON TUTEPATYPOIl.

IIK 2.1

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 JIEJIONMPOU3BOCTBE. [1OpsIOK OpraHu3aiu JT0KyMEHTO000poTa ¢
HUCITIOJIB30BAHUEM CpeZ[CTB TeHeKOMMyHI/IKaIII/II/I. ABTOMaTI/ISI/IpOBaHHBIe CUCTEMBI
JIOKyMEHT0000pOoTa.

Jlexun

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

CamocTosiTenbHas paboTa 00yJarouxcs

1.PaGoTa ¢ HOpMaTUBHBIMU TIPABOBBIMU aKTaMH

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

OK 4,IIK 3.2

Tema 8. Cucrematnsanusa
U XpaHEHHE

Copepxanne yueOHOTO MaTepuana

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

OK 9, TIK 4.3, TIK 4.4
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yIpaBIeHUECKUX yIpaBlieHHsT K COCTaBICHUIO HOMEHKIAaTypsl Aen. CoaepkaTelbHas 4acTb HOMEHKJIATYPHI JAe:
JOKYMEHTOB WHJIEKCHI Jell, 3ar0JIOBKH Jell, KOJMYECTBO e, CPOKH XpPaHEHHs] U HOMEpP CTaTbhH MO MEPEYHIO,
npumedanms. opmuposanue Aein. [Ipu3naku 3aBeneHus aein. TpedoBaHus K HOPMHPOBAHUIO ET.
[IpaBwia rpynmupoBKH JTOKYMEHTOB JeJia TI0 BHJIaM M XPOHOJIOTHU.II0/IrOTOBKA JOKYMEHTOB K
apXMBHOMY XpaHEHHWIO. OKCIEepPTU3a UEHHOCTH JAOKyMeHTOB. CocTaBleHHE OMUCeH JUis
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XpaHEHHs JTOKYMEHTOB, NI 10 JHYHOMY COCTaBy. AKTHI O
BBIJICTICHIH K YHHYTOXEHHIO JIEN C ICTEKIIUMHU CPOKaMH XpaHEHHsI.
Jlexmn 2
[IpakTryeckoe 3aHsATHE
1.®opmuporanue aen. [IpusHaku 3aBeneHus men. TpeGoBanus k dopMmupoBaHuio nei. Ilpasmia 5
TPYIIHPOBKHU JTOKYMEHTOB JiejIa 110 BHIaM M XPOHOJIOTHH.
2.IloarotoBKa JOKYMEHTOB K apXHBHOMY XpaHEHHIO. DKCIEPTH3a ICHHOCTH JIOKYMEHTOB.
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMH aKTaMH. 5
2.CocTaBJIeHUE OIMUCEH sl TOCTOSHHOTO W BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOR, JIEN IO
JMYHOMY COCTaBY.
[IpomexxyTouHas
KonTposbHas paboTa 1o CUCTEME OLICHOK «3a4TCHOY/«HE 3aUTCHOY 2
aTTecTarus
Bcero 54
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2.4. TemaTHu4eCKMid IJIAH U COIePKaHNe TUCHUIINHBI JJI5 32049HO# (GopMbI 00yUeHust

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0BeMm (hopMHUPOBaHUIO
Copeprxanne yueOHOTO MaTepuana u (YOpMbI OpTaHH3AIH AeSITETFHOCTH 00yIarOIINXCst
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,
couuanbHas, KyJbTypHas, YOpaBIE€HYECKas, IPaBOBas, MCTOpHYECKas M Apyrue QyHKIUH
nokymentoB. [loHartue o gokymeHTHpoBaHUHM. (OCHOBHBIE CMOCOOBI JJOKYMEHTHPOBaHHUSI.
Marepuanbable HOCHTENM HHGOpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb U COXPAaHHOCTD 4
JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, pErIaMEHTHUPYIOIIME OpraHu3auui  paboTel ¢
Tema 1.CymHocTh JIOKYMEHTHUPOBAaHHOM uHpOopMaIuei. HopmatuBHO-MeTOIMUECKHE JIOKYMEHTBI,
JIOKYMEHTallMOHHOT O PErJIaMEHTUPYIOLINE TOPSIOK BbIIa4M M TPeOOBaHMS K O(POPMIICHUIO KOMHMH B OpPraHU3aIusx, OK1, OK2, OK3, IIK 1.1,
obecrniedeHus KOTOPBIE SBIISIFOTCSL aBTOPaMU JOKYMEHTOB. OCHOBHBIE HOPMATHBHBIE AKThI, PENIAMEHTHPYIOLINE IIK 1.2, TIK1.3, IIK1.4
yIpaBlICHUS JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH
Jlekun -
[IpakTHueckoe 3aHsTHE
1.Ycraslit onpoc. -
2. JIuckyccus 1o JoKIaay
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 4
2.IloaroroBka JOKJIaI0B HA TEMBL: «JTalbl HCTOPHSL Pa3BUTHsL JEJIONPOU3BOICTBa B Poccumy.
Conepxkanne y4eOHOro MaTepuaa
XapakTepucTHKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepHUCTHKa U COCTaB
Tema 2. pacropsANTENbHBIX JIOKYMEHTOB. XapaKTEPHCTHKa M COCTaB HH(POPMAIIMOHHO-CIPABOYHBIX
YnpasneHdyeckas JOKyMeHTOB. YHu(uKaius v cranaapTuzanus. [loHsTre «cucremMa JOKyMEHTalun, € IpU3HaKH.
noxkymenTtanus. @ynkuuu | OyHKIMOHANBHBIE M OTpacieBble CUCTEMBl JOKyMeHTaruu. [loHATHE «yHH(pHIUpOBaHHAS
YIpaBIeHIECKOMH cUcTeMa JOKyMEHTamun». [ OocyJapcTBeHHBIE CTaHIApThl Ha YHUQUIMPOBAHHBIE CHUCTEMBI
JOKyMEHTALUH. JOKYMEHTAIMH{, PEerJIAMEHTHPYIOIIE 00IIre IpaBuiia uX pa3padOTKU U MOCcTpoeHus hopmyssipa- 4 K 2.3,1IK 2.4
YaudumpoBaHHbie obpasma. [ousitue «yHuduimpoBanubie Gopmbl JOKyMeHTOB. OOIIEPOCCHIICKHE W OTpAacieBbIe
CUCTEMBI yHAbUIpOBaHHBIE (POPMBI JOKYMEHTOB; YHHU(DHUIIMPOBAHHbBIE POPMBI JIOKYMEHTOB TIPEATIPHUSTHS,
YIpaBIEHYECKON 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,
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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 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 odopmiieHHs pPEeKBU3UTOB. YIJIOBOE U
IPOJIOJIFHOE PACIIONIOKCHUE PEKBU3UTOB JOKyMeHTa. CTpYKTypa TOKYMEHTa.

Jlexun

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

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.Pabota c HOpMAaTUBHBIMH aKTAMH

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

OK 5,1IK 2.2, TIK 3.1

Tema 4. OcHOBHBIE
yIpaBJICHUYECKUE
JOKYMEHTBI, COCTABJICHHE
u oopmIteHHE

Copnepxanue yueOHOro Marepuana

CocraBienne n ohOpMIICHHE OCHOBHBIX YIPABICHUYECKUX 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 OpraHU3alH
2.0dopmiieHrEe pacTOPAAUTENLHBIX JOKYMEHTOB.

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

OK §,IIK 3.3,IIK 3.4

Tema 5. Opranuzanus
JIOKYMEHTO000pOTa

Copepxanne yueOHOTO MaTepuana

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

[IK 4.1, 11K 4.2
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DTarbl MPOXOXKACHUA UCXOAAIINX JOKYMCHTOB: IMMOATIOTOBKA MPOCKTA, COrJIaCOBAHUC, ):[Opa6OTKa
110 3aMCUYaHHUAM, pCTUCTpalM U OTIIPABKaA.

Jlexun

TIpakTUueckue 3aHsATUA

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

2.0dopmIieHHEe 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, TPYIOBOIO JOroBOpa (KOHTpAKTa), JTUYHOU
kapToukn (opmer T2, mpuka3oB MO Kaapam, XapakTepUCTHKH pabOTHHWKA, aBTOOHOTrpadun
pabOTHHKa, aHKETHl pabOTHHWKA, JMYHOrO Jjena paboTHWKa. TpynoBas KHIDKKA: BbITaya,
oopmnenue, xpaHenue. PopMupoBaHie 1 HOMEHKIIATYpa JIeJI 0 KaJpaM.

Jlekun

[IpakTUueckoe 3aHiaTue

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

2.0opMupoBaHKE M HOMEHKJIATYPa e [0 KaJpaMm.

CamocTosiTenbHas pabota 00yJaroIuXxCs
1. PaGoTa ¢ JOTOTHUTENLHOMN JINTEPaTypPO.

IIK 2.1

Tema 7. Texandeckoe
obecriedenue paboThl ¢
YIpPaBJICHYSCKUMU
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/I?;I/IpOBaHHBIG CUCTECMBI
JIOKyMEHT0000pOoTa.

Jlexun

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

CaMmocTosiTenbHas paboTa 00y4JaroIIuXCs

1.PaGoTa ¢ HOpMaTUBHBIMU TIPABOBBIMU aKTaMH

2.IlonroroBka JgokinagoB Ha TeMmy: «llepcoHanbHBIE KOMIIBIOTEPHI B  COBPEMEHHOM
JIETIONTPOU3BOJICTBEY.

OK 4,IIK 3.2

Tema 8. Cucrematnsanusa
U XpaHEHHE

Copepxanne yueOHOTO MaTepuana

HOMGHKJ'IaTypa JCII. Tpe6OBaHI/IH FOCY,I[apCTBeHHOﬁ CUCTCMbI JOKYMCHTAIIMOHHOI'O obecrneueHus

OK 9, TIK 4.3, TIK 4.4
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yIpaBIeHUECKUX yIpaBlieHHsT K COCTaBICHUIO HOMEHKIAaTypsl Aen. CoaepkaTelbHas 4acTb HOMEHKJIATYPHI JAe:
JOKYMEHTOB WHJIEKCHI Jell, 3ar0JIOBKH Jell, KOJMYECTBO e, CPOKH XpPaHEHHs] U HOMEpP CTaTbhH MO MEPEYHIO,
npumedanms. opmuposanue Aei. [Ipu3naku 3aBeneHus aen. TpeboBanusa kK GOpMUPOBAHUIO IETT.
[IpaBuia rpynnupoBKH JTOKYMEHTOB Jejla 10 BHAaM M XpOoHOJoruu.lloAroToBKa TOKYMEHTOB K
apXMBHOMY XpaHEHHWIO. OKCIEepPTU3a UEHHOCTH JAOKyMeHTOB. CocTaBleHHE OMUCeH JUis
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XpaHEHHs JTOKYMEHTOB, NI IO JHYHOMY COCTaBY. AKTHI O
BBIJICTICHIH K YHHYTOXEHHIO JIEN C ICTEKIIUMHU CPOKaMH XpaHEHHsI.
Jlexkunu -
[IpakTryeckoe 3aHsATHE
1.®opmuporanue aen. [IpusHaku 3aBeneHus men. TpeGoBanus k dopMmupoBaHuio nei. Ilpasmia 5
TPYNIHPOBKHU JOKYMEHTOB Jieja 10 BUIaM M XPOHOJIOTHH.
2.IloarotoBKa TOKYMEHTOB K apXHMBHOMY XpaHEHHIO. DKCIEPTH3a IEHHOCTH JIOKYMEHTOB.
CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMH aKTaMH. 4
2.CocTaBJIeHUE OIHUCEH ISl IOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOB, JIEN IO
JMYHOMY COCTaBY.
I CamocTosiTenpHas padoTa o0yJyarommxcsi B popMe BBITIOTHEHHS JOMAITHEW KOHTPOIBLHOU pabOThHI 14
aTﬂsz;};;OqHaﬂ 3amuTa TOMaITHe KOHTPOIBHOM paboThI 2
KonTposibHas paboTta 1o CHCTEME OLIEHOK «3a4TCHOY/«HE 3aUTCHOY 2
Bcero 54
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3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUITJINHBI

3.1. TpeOboBanusi K MUHMMAJbHOMY MATEPUAJIBLHO-TEXHUYECKOMY
odecre4eHnI0

Peanuzanus mnporpamMmsl INpeAnosjaraeT Hajauuue Y4eOHOro kaOuHeTra
JIOKYMEHTAIlMOHHOTO O0ECTIEUEHUs yIIPaBICHHUSL.

ObopynoBanue ydyeOHOTO KaOnHeTa: MeOenb ydeHHUecKasl; J0CKa; HOYTOYK,
UH(GOPMAIIMOHHBIE CTEH/IBI.

TexHnuueckue cpeactBa OOydeHMS: JOCKa Il MUChbMa MEJIOM, CTEHIbI C
yaeOHON  umH(DOpMaIueH, HOYTOYK, KOMIUIEKT  Y4eOHO-METOANYECKON
JOKyMEHTALUU.

3.2. O0pa3oBaTe/ibHbIE TEXHOJIOTMH, HCIOJIb3yeMble NP OCYLeCTBJIEHUN
00pa30BaTeJbHOI0 MPOLECCa MO AMCHUIINHE

Jns  oOecnedyeHuss ~ KayeCTBEHHOIO  oOpa3oBaTeNbHOrO  Ipoliecca
IPUMEHSIOTCS CIEAYIOLE 00pa30BaTeIbHbIE TEXHOIOTUH:

TpanuuuoHHBIE: TpaJAWLMOHHAA JIEKUUSA, JICKUUA-IPE3CHTAlUs, JICKIU-
JIAAJIOT, CEMUHAPCKOE 3aHATHE C YCTHBIM OIIPOCOM, TECTUPOBAHMUE;

WNHTepakTUBHbIE WM WHHOBALMOHHBIC. NPOOJIEMHBIE JIEKIIMM W MO3TOBOMN
HITYPM, JI€JIOBbIE UTPbI, KPYTJIbIE CTOMbI, KOH()EPEHIIMU, HAYYHbIE KPYKKH U JIp.

3.3. UudopmannonHoe odecneyeHue 00yueHust

3.3.1. OcHOBHbBIE HCTOYHUKH
1. KopneeB, M. K. JlokymMeHTaIlMOHHOE OOECTEUYCHUE YIIPaBICHUS
y4eOHUK M TIPAKTUKYM IS cpeaHero mnpodeccuoHanbHoro odbpaszosanus / U. K.
KopueeB, A. B. Ilmenko, B. A. MamypueB. — 2-¢ usn., nepepad. u J0m. —

MockBa : UsmarenbctBo IOpaiit, 2022. — 384 c¢. — (IIpodeccronanbHOe
ooOpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 3JeKTpOHHBIN //
OO0pazoBaTenbHas maTgopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/492541.

2. lllysanoBa, H.H. /lokymeHTtannoHHoe oOecreueHre YIpaBICHHUS:
y4eOHUK W TIPAKTUKyM Ui CpPEJHEro NpodeCCHOHAIBLHOrO oOpa3oBaHus [/
H. H. IllyBanoBa. — 2-e u3a. — MockBa: MznarensctBo Opaiir, 2021. — 265 ¢. —
(ITpodeccuonanpHoe oOpazoBanme). — ISBN 978-5-534-00088-7. — Tekcr:
AIIEKTPOHHBI// O6pazoBatenbHas matdopma Opaiit [caliT]. —
URL.: https://urait.ru/bcode/469832.

3.3.2. JIONOJTHUTEIbHbIE HCTOYHUKH
1. AG6ynamze, H.I'. JlokyMeHTalmoHHOEe OOecCl€YeHHE YIpaBJICHUS
MEPCOHANIOM: y4YeOHWK U TPAKTUKYM JJIsi CPEAHEr0 TMpodecCHOHATHLHOTO
obopazoBanus//l. I'. AGynanze, U.b. Bempsokkuna, B. M. MacnoBa. — 2-e wu3n.,
nepepad. u jgom. — MockBa: WMsmarensctBo [Opaiir, 2021. — 370c. -


https://urait.ru/bcode/492541
https://urait.ru/bcode/469832
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(ITpodeccuonanvHoe o6OpazoBanme). — ISBN 978-5-534-15076-6. — Tekcr:
AIIEKTPOHHBIN// O6pa3zoBatenbHas matdopma Opaiit [caliT]. —
URL: https://urait.ru/bcode/487121.

2. Ky3nenos, W.H. [JoxymeHTanmoHHOE€ OOECIEYCHHE YIIpaBICHUS
NEPCOHANIOM : YYEeOHUK U TPAKTUKYM JJIsi CpeaHero mnpodeccuoHaIbHOTO
obpazoBanus / W. H. Ky3nenoB. — Mocksa : MznarensctBo IOpaiit, 2019. —
521 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-04451-5. —
Pexxum nmoctyna : https://urait.ru/bcode/444432,

3. Kopnees, U. K. JlokymeHTaImoHHOE 0O€ECTIeYeHIE YIIPaBIeHUs + TECThI B
OBC : yuebnuk n npaktukyM mias CI1IO / U. K. Kopuees, A. B. [Tmenko, B. A.
MammyprieB. — 2-¢ u3f., nepepad. u non. — M. : M3gatensctBo FOpaiit, 2018. —
384 c. — (Cepus : [Ipodeccuonansaoe odpazoBanue). — ISBN 978-5-534-05022-
6. — Pexxum noctymna : https://urait.ru/bcode/415635;

4. Jloponuna, JI. A. JlokymMmeHTallmOHHOE oOOecreYeHne YNpaBIICHUS '
y4eOHUK W TIPAKTUKyM U1 CPEAHEro MpopeCcCCHOHATBLHOrO 00pa3oBaHus /
JI. A. loponuna, B. C. UputnkoBa. — Mocksa : M3narensctBo FOpaiit, 2020. —
233 c. — (IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-05783-6. —
Pexxum moctyna : https://urait.ru/bcode/453767.

3.3.3. HopmaTuBHbIE MPABOBbIE AKTHI

1. ITocranoBnenue I'occtangapta P® ot 03.03.2003 N 65-cT "O npuHsaTin
Y BBEJICHUM B JICMCTBUE IOCYAapCTBEHHOro cranmapra Poccuiickont ®denepannn”
(BMecte ¢ "I'OCT P 6.30-2003. T'ocynapctBeHHbI cTanmapT Poccuiickoit
®enepauuu. YHUPUUUPOBAHHBIE CHCTEMbl JAOKYMEHTALMH. YHUPUIMPOBAHHAS
CHUCTEMa OpraHU3alMOHHO-PACTIOPAIUTEIILHON JIOKYMEHTaluu. TpeboBaHusa K
0(OpMIICHUIO TOKYMEHTOR");

2. Hatmonanensiii cranaapt Poccuiickoit @enepanuu ['OCT P 7.0.97 - 2016
"Cuctema cTaHmapToB Mo WH(POpMaIMu, OUOTUOTEUHOMY U WU3IATEITLCKOMY JICIY.
Opranu3aloOHHO-PacoPsIUTEIbHAS JOKyMEHTAIUSI. TpebGoBanus K
odpopmiternto 1okyMeHToB" (yTB. [Ipuka3om Poccranmapra ot 08.12.2016 N 2004-
CT).

3.3.4. Ilepeuenb uH(PpOPMALMOHHBIX pecypcoB ceTu «AHTEepHET»

1. Dnexrtponnas OubOmmoreunass cuctema «lOpaii» —  https://biblio-
online.ru;

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

3. Cepsep opraHoB rocyaapcTBeHHoi Bnacta PO — www.gov.ru

4. IlouckoBas  cucreMa  HOPMATHUBHBIX  NPaBOBBIX  aKTOB  —
http://opb.ru/deloproizvodstvo;

5. IlouckoBag  cucreMa  HOPMATHBHBIX  NPABOBBIX  AKTOB  —
www.funnycong.ru;

6. emonpousBoacTtBo+ - Www.delpro.narod.ru.

3.3.5. CoBpeMeHHbIe MpodeccHoHATIbHBIE 0a3bl TaHHBIX


https://urait.ru/bcode/487121
https://urait.ru/bcode/444432
https://urait.ru/bcode/453767
http://www.gov.ru/
http://opb.ru/deloproizvodstvo
http://www.funnycong.ru/
http://www.delpro.narod.ru/
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1. T'ocynapctBennas cucrema «OQUIMATbHBIA UHTEPHET-IOPTaN MPABOBOM
unopMmaruny // Pexxum poctyma: http://pravo.gov.ru;

2. Wntepuer mopran «Ilencuonnsiii ¢oung Poccuiickoit Deneparumy //
Pexxum mocryma: www.pfrf.ru.

3.3.6. Ilepevyenb NporpaMMHOro odecrevyeHust

1. mpmtoxkerne Microsoft Office Word (ucmonb3yercss uisl TOATOTOBKH
JOKJIa/10B, COOOLIEHUH, BBIMOJIHEHUS APYTHX MUCbMEHHBIX 3aJJaHUI);

2. mpwioxkerne Microsoft PowerPoint (ucmomnb3yercs s MOATOTOBKH
NpEe3eHTalNl);

3. mporpamma-Opaysep Internet Explorer (wyim apyras ajbTepHaTHBHAS)
(ucnonmp3yercss sl pabOThl C BJIEKTPOHHBIMU OUOJMOTEYHBIMU CHCTEMAMH H
Opyrumu pecypcamu «HTEpHETY);

4. CnpaBouHas npaBoBas cucreMa «Koncynbrantlntocy;

5. CnpaBounas nipaBoBas cucrema «['’APAHT».
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
TV CHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4YeHMsI

Pesynbrarel 00y4yeHus

(DOpMBI 1 MCTOIbI KOHTPOJIA U 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 U KOHPHUIECHIIMATHHOTO JIeTONPON3BOICTBA

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

OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 33 JJOMAIIHIOI KOHTPOJIBHYIO
paboty (asst 3a04HON (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

OIIEHKA 110 UTOT'aM YCTHOTO OIpOca;
OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
JIOKJIA/1a;

OLICHKA IO Pe3yJbTaTaM BBITOJHEHUS
MPAaKTUYECKON pabOThI;

OLICHKA 33 JOMAIIHIOI KOHTPOJIEHYIO
paboty (ams 32a09HOH OPMBI

0hOpMIIATH TOKYMEHTHI JIJISl IEpeIauu B apXUB

OpraHu3annun

oOyueHus);

OLICHKA 110 UTOraM 3adcTa.

4.2. MeroauuecKkne MaTepuaJibl, ONpeae/siiolme Mpoueaypbl OlleHUBAHMS
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
TpeOyroTcs
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
JOTIOJTHUTENbHBIE
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
ayJIUTOPUU

IIOJIHOCTBIO, TC3UChI U

HE COOTBETCTBYET
KpUTEpUSIM
«YIOBJIETBOPUTEIBLHO

4.2.4. Kputepum olleHMBAHUS BbINOJIHEHUS IPAKTHYECKOH PadoThI

CBOETO pELICHMUS,
XOpollee 3HaHue
TEOPETUUECKHUX
aCTEeKTOB PEIICHHUS.

MECTO JOCTaTOdYHasa

apryMeHTalus

CBOCTO pCUHICHUA,
XOopoumee 3HaHNE
TCOPCTUICCKUX
ACIICKTOB
BBIITOJIHACMBIX

3aaHuN

«OTIIUYHOY «XOPOIIO» «yJIOBJIETBOPUTEIBHOY» | «HEYJOBJIETBOPUTEIBHOY
MIOJTHOE | MIPH BHITIOJIHEHUH | YACTUYHO MPABMILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJJaHu’ BBINOJIHEHUH 3a/JaHUH KPUTEPHSIM OLIEHKU
BBITIOJIHEHHE PaKTUIECKON MPaKTUYECKOH «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 olleHUBAHUS BHEAY/IMTOPHOH CaMOCTOATEJIBHOMH PadoThI
00yYaromuxcs

Bunamu 3amaHuii a5 BHEAyAUTOPHOM CaMOCTOSITENIbHOM padOThl MOTYT
OBITh:

- JUIS OBJIQJICHUSI 3HAHUSIMM: UYTEHHUE TeKcTa (y4eOHMKA, MEPBOUCTOYHMKA,
JOTIOJTHUTEILHOW ~ JTIUTEPATyphl); COCTaBJICHUE IUIAHA TEKCTa; Tpaduyueckoe
U300paKeHHE CTPYKTYPhI TEKCTA; KOHCTIEKTUPOBAHUE TEKCTA; BHIMTUCKUA 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 3HaHWil: paboTa ¢ 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
CUCTEMAaTH3allud Yy4eOHOro MaTepuaina; H3y4YeHHE HOPMATHUBHBIX MAaTE€pHAaJIOB;
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; COCTaBleHUE OMOIMOrpaduu, TeMaTHYeCKUX
KPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- uist OpMUPOBaHUST YMEHHUI: pEIIeHUE 3a/1a4 U YIpaXHEHUH 1Mo o0Opasiy;
pelleHre BapUaTUBHBIX 3aJady W YOPAKHEHHH; pEIICHHEe CHUTYallMOHHBIX
IIPOU3BOICTBEHHBIX (IIPO(PECCHOHANBHBIX) 3a/1a4; MOATOTOBKA K JIEJIOBBIM HIPaMm;
IPOCKTUPOBAHUE U  MOJEIMPOBAHUE  pa3HbBIX BUAOB U  KOMIIOHEHTOB
poheCCUOHATIBHON JIEATEIIbHOCTH.

Bunbl 3aganuii it BHEAYJUTOPHOM CaMOCTOSITEIBHOM PabOThI, UX
coJlepKaHMEe U XapaKTep MOTYT MMETh BapWaTUBHBIN M auddepeHInpoBaHHBIMN
XapakTep, YYUTHIBaTh CHEUU(UKY CHEIUAIBbHOCTH, W3y4aeMOW JUCIUILIMHBL,
WH/IMBH1yaJIbHbIE OCOOEHHOCTHU CTYJEHTA.

IIpu npenbpsBICHUH BUAOB 33JaHUl HA BHEAYJAUTOPHYIO CaMOCTOSATEIBHYIO
paboTy pEKOMEHAYeTCsl HCHOib30BaTh AUPPEPEeHUUMPOBAHHBIM MOAXO0A K
cryaeHTam. Ilepen BBINIOJHEHHEM CTYJICHTaMHU BHEAYJIUTOPHOM CaMOCTOSTEIIbHOU
paboThl MpenojaBaTesib NPOBOAUT HHCTPYKTAX I10 BBIMOJIHEHUIO 3aJaHus,
KOTOpPBIM BKJIIOYAET IeJb 3aJaHus, €ro COJEp)KaHHe, CPOKH BBINOJHEHUS,
OpPUEHTUPOBOYHBIN 00BEM PabOThI, OCHOBHBIE TPEOOBaHUS K pe3yjbTaTaM padoThI,
KpUTEpUHM OLEHKH. B mpolecce MHCTpyKTaka MpenojaBaTellb MpeaynpexaacT
CTYJIEHTOB O BO3MOHBIX TUITMYHBIX OUIMOKAX, BCTPEUAIOIIUXCS MPHU BBITOJIHEHUH
3amanusd. MHCTpyKTaxX MpOBOIAUTCS MpENoAaBaTesieM 3a cYeT o0beMa BPEMEHH,
OTBEJICHHOI'O HA N3YYEHUE AUCIUIUINHBI.

Bo BpeMs BBINOTHEHUS CTYJCHTAMH BHEAYJIUTOPHOU CaMOCTOSITEIbHOU
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
IpynrnaMu CTYACHTOB B 3aBHUCHUMOCTH OT Li€JiM, 00beMa, KOHKPETHOW TEMAaTUKU
CaMOCTOSITENIbHOM pabOThl, YPOBHSI CJIOKHOCTH, YPOBHSI YMEHUMN CTYIEHTOB.

KoHTpons  pe3ynbTaTOB  BHEAYAMTOPHOM  CAMOCTOATEIBHOW  PabOThI
CTYJIEHTOB MOJKET OCYILECTBIIATBCS B IIPEAENIax BPEMEHM, OTBEICHHOIO Ha
oOsi3aTenbHble  y4YeOHbIE 3aHATUS 1O JAWCHUIUIMHE M BHEAyJAUTOPHYIO
CaMOCTOSITENIbHYIO pabOTy CTYAEHTOB IO AMCLUUIUIMHE, MOXET IPOXOJIUTh B
NUCHPMEHHOW, YCTHOW WJIM CMEUIaHHOW ¢opMe, C MpEeICTaBICHUEM HW3JETIHUS WU
IPOYKTa TBOPUECKOW AEATEIBHOCTH CTYACHTA.

KpurepusiMn OLEHKM pe3yslbTaTOB BHEAYIUTOPHOM CaMOCTOSITEIBHOU
paboOTHI CTYACHTA SBJISIOTCS:

- YPOBEHb OCBOEHHUS CTYIEHTOM y4€OHOI0 MaTepHaa;

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

- ¢c(pOpMHUPOBAHHOCTH OOIIECYUCOHBIX YMCHHIA;

- 000CHOBAHHOCTb M YETKOCTb U3JI0’KEHUS OTBETA;

- opopMIIEHHE MaTepuaja B COOTBETCTBUU C TPEOOBAHUSIMH.

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 JIOTIOJTHUTEIIbHBIE 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 YMEHUIi 110 UTOraM
O0CBOEHMSI JUCHUILIUHBI

[IpomexxyTouHast arTectanusi (MTOMOBBIM KOHTPOJIb) MPOBOAUTCS B (hopme
KOHTPOJIBHOM pabOThl IO CHCTEME OLIEHOK «3auTEHO»/ «HE 3a4T€HO» B XOJE
sK3aMeHallMOHHOW ceccud. K KOHTpoJIbHOM paldoTe MOMyCKaIOTCS CTYIEHTHI,
YCHEIIHO BBIMOJIHUBIIME BCE BUABI OTYETHOCTHU, MPEAYCMOTPEHHBIE MO
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JTUCHUIUIMHE Y4eOHBIM IUIaHOM. B Xonme KOHTposibHON paboThl TpOBEpseTCS
CTElleHb YCBOEHUSI MaTepuaya, yMEHHE TBOPUECKH U TOCIEOBATEIbHO, YETKO U
KpaTko OTBeYaThb Ha IOCTABJICHHBIE BOIPOCHI, JeJIaTb KOHKPETHBIE BBIBOJBI U
dopMynHrpoBaTh 000CHOBAHHBIE MTPEIOKEHUSI.

B Xoie UTOroBOoro KOHTPOJISI aKLEHT JIelaeTcsi Ha MPOBEPKY CHOCOOHOCTEH
CTY/ICHTOB K TBOPYECKOMY MBIIUICHUIO U UCIOJIB30BAHUIO MIOHATUWHOTO arnmapara
IUCHUIUIMHBL B PEHICHHH TNPO(EeCcCHOHANBHBIX 33Jad 10 COOTBETCTBYIOIIEH
CIELUATBbHOCTH.

3HaHWA, yYMEHMS M HaBBIKM OOY4YalOIIMXCS Ha KOHTPOJIBHON pabote
OLICHUBAIOTCS IO CUCTEME «3auTeHO», «HE 3auTeHo». llomokuTenbHas OIeHKa
(«3aYTEHO») 3aHOCUTCS B 3aU€THO-IK3aMEHAIIMOHHYIO BEIOMOCTh M 3a4€THYIO
KHIDKKY JIMYHO TipernofaBaTeneM. OLeHKa «HEe 3a4T€H0» MPOCTaBISIETCS TOJIBKO B
’K3aMEHAIIMOHHYIO BEOMOCTb.

OOMmUMHU KpUTEPUSIMH, OINPEAEISIOUIMMH OLIEHKY 3HaHU Ha KOHTPOJIbHOM
pabote, SIBJIAIOTCS:

«3adreHo «He 3auTeno
JaHbl B OCHOBHOM IIPaBUJIBHBIC OTBETHI HA BCC HEC BBIITIOJIHCHBI Tpe60BaHI/I$I,
IMOCTABJICHHBIC BOIIPOCHI; COOTBCTCTBYIOIIHUEC OLICHKE «3aUTCHO».

[IPaBWJIbHO PELIEHBI IPAKTUUECKUE 3aJaHUS;
B OTBETaX B OCHOBHOM BBIEJISIIOCH IVIABHOE,
[I0OKa3aHO YMEHUE aHATTM3UPOBATh (PaKThI,
COOBITHSL, SIBJICHUS, IPOLIECCHI B UX
B3aMMOCBS3HU U TUAJIEKTHYECKOM Pa3BUTHH.
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