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IIPEI01aBaTellb A.N. llImonnosa
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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
JUCHUILIAHBI

OI111.06 JJokyMeHTaAIIMOHHOE 00ECIICYEHHUE VITPABJICHUS
(MHJEKC, HANMEHOBAHUE JTUCITUTIIMHBI)

1.1. ObsacTb npuMeHeHus1 padoueil MPporpaMMsbl

Pabouas mporpamma TUCHHUIUIMHBI pa3paboTaHa Ha ocHOBe DenepalbHOTO
roCyJapCTBEHHOI'0 00pa30BaTENbHOIO CTaHAApTa CPEAHEro MpoecCHOHAIBHOTO
obpazoBanust 38.02.01 DxoHOMHKa W OyXrairepckwid (y4eT MO OTpPaCisiM),
yTBEpXKACHHOTrO MpukazoM MuHoOpHayku Poccum ot  05.02.2018 Ne 69, u
SBIISIETCS.  YacThi0  00pa3oBaTENbHOM  MporpaMMbl B YacTH  OCBOCHUS
COOTBETCTBYIOIIUX 00mux kommereHuui (manee — OK) u mpodeccrnoHambHBIX
kommneTeHui (nanee — [1K):

Kon
S — HanmeHnoBaHKe KOMIIETEHIINN

OK 1 BriOupaTh criocoObI pericHus 3a1a4 1podecCHOHaIbHOM ACATEIBHOCTH
MPUMEHUTEIBHO K Pa3JIUYHbIM KOHTEKCTaM;

OK 2 OcyIecTBIATh MOUCK, aHAJIU3 M HHTEPIIPETAIMI0 HHPOPMALIMK, HEOOX O AMMOM
JUTSL BBITIOJTHEHUS 3a/1a4 TPO(ECCHOHAILHOMN ACSATCIIBHOCTH;

OK 3 [TnarmpoBaTh U peain30BEIBATH COOCTBEHHOE MPOECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE;

OK 4 PaboTaTh B KOJUIEKTUBE U KOMaH e, 3 (HEKTUBHO B3aHMOICHCTBOBATh C

KOJUICTaMH, pPYKOBOACTBOM, KIIMCHTAMU;

OcymecTBISITh YCTHYIO U MUCbMEHHYI0 KOMMYHUKAIIMIO HA TOCYJaPCTBEHHOM
OK 5 si3bIke Poccutickoii denepanuul ¢ y4eToM 0COOCHHOCTEN COIMAIBHOTO U
KYJIbTYPHOTI'O KOHTEKCTA;

Hcnonp3oBath HHGOPMAIIMOHHBIE TEXHOJIOTUU B PO ECCHOHATBHON

OK9
JESITENIbHOCTH,
OK 10 [Tonp3oBaTbes mpodeccrnoHalbHOM TOKyMEHTalel Ha ToCyAapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX;
IK 1.1 OO6pabaTbIBaTh NEPBUYHBIE OYXTaITEPCKUE JOKYMEHTHI,

1.2. MecTo IMCHUIUIMHBI B CTPYKTYpPe 00pa30BaTeibHOI MPOrpaMMbl

Hucrummaa  «OITL.06 JlokymMeHTaIllmoHHOE OOeCIeueHUEe YIpaBICHUS
OTHOCHUTCS K TUCHUIUITMHAM 00111enpo(ecCuoHaIbHOTO UKIIA.

bazupyercs Ha panee uzyueHHsix auciuruimHax: «OIM.11 MenemxmeHnT,
«OIN.01 DOxonomuka opranuzanun», «OIII.10 Cratuctuka», «OIILL.08
WNHpopMallMOHHBIE  TEXHOJOTMM B Npo(ecCHOHaNbHON  aesTenbHOCTH/
AnanTtuBHble  WHGOPMAIMOHHBIE  TEXHOJOTHUH B npodeccuoHaIbHON
JEATEIIbHOCTH.

1.3. I_Ie.]'lb ! IVIAHUPYEMbIC PE3YyJ/bTaTbl 0OCBOCHUA TUCHHUIIJIHHDBI




L[CJ'IB AUCHUIUIMHBIL. HAYYUTH o6yqa}0umxc;l INIOHUMAaTb CYHIHOCTb, LCJIH,
3ala4 W IIPHUHLOUIIBI AOCJIOIIPOHU3BOACTBA C HCIIOJIB30BAHHCM I/IH(i)OpMaHI/IOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTUH B HpO(bCCCHOH&JILHOfI JACATCIIBHOCTH.

B pe3ynbpraTe 0CBOSHUS IUCHUIUIMHBI O0YYaIOUIUICS TOJIKEH YMETh!

- 0(pOpMIIATH TOKYMEHTALIMIO B COOTBETCTBUM C HOPMATUBHOM 0a30ii, B TOM
YHCIIe C UCTIOIb30BaHUEM HH(DOPMALIMOHHBIX TexHooruit (Y1);

- OCBaMBaTh TEXHOJOTUM aBTOMATHU3WPOBAHHON 00pabOTKM JOKYMEHTAIUH
(¥2),

- UCTOJIb30BaTh yHU(PHUIIMPOBaHHBIE (OPMBI JOKYMEHTOB (Y 3);

- OCYILIECTBIIATh XPAaHEHHUE U MOUCK TOKYMEHTOB (Y4);

- HCIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJOTMHA B 3JIEKTPOHHOM
nokymeHToooopote (Y5).

B pe3ynbTaTe 0CBOCHUS TUCHUILTUHBI 00YUYalOMIUACS TIOJKEH 3HATh:

- IOHSATHUE, 1IEJH, 3a/1a41 U TIPUHIIUIIBL Jeonpoun3BocTBa (31);

- OCHOBHBIE MMOHATHS JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasieHus (32);

- CUCTEMBbI JJOKYMEHTAIIMOHHOTO o0OecrieueHus ynpasienus (33);

- KaccuuKanuo JOKyMEHTOB (34);

- TpeOOBaHUS K COCTABIICHUIO U O(DOPMIIEHUIO TOKYMEHTOB (35);

- OpraHu3alyio JOKYMEHTOOOOpOTa: mpuema, oOpabdOTKy, pEerucTpaluio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypy Aei (36).
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2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

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

00y4eHus

Bun yaeOHOM paboThI OO6bem yacoB
MakcumanbHas yueOHast Harpy3ka (BCEro) 36
O0s13aTenbHbIE ayAUTOPHBIE YUEOHBIE 3aHATHUS (BCETO) 34
B TOM YHCJIE:

JIEKITUHA 16

MPAKTHUYECKHUE 3aHATUS (B TOM YHCIIC TPOMEKYTOUYHAS ATTECTALIHS) 18
Koncynbranuun -
CamocTosTenpHas pabora o0ydaromierocs (BCero) 2
B TOM YHCJIE:

M3y4EHUE KOHCIIEKTOB JIEKIIMI U PEKOMEHI0BAHHOM JINTEPATYPHI 1

MOITOTOBKA JTOKJIAJIOB 1

[TpomesxyTounas arrecranus B GopMe KOHTPOIBLHON pabOTHI

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

00y4eHuUs

Bun yueGHOH paboThI O0bem yacoB
MaxkcuMmanbHas yueOHasi Harpyska (BCero) 36
O0s13aTenbHbIE ayAUTOPHBIEC YUEOHbIE 3aHATHUS (BCETO) 8
B TOM YHCIIE:

JCKIMH -

MPAKTUYECKHE 3aHATH (B TOM YHCIIC TIPOMEKYTOUYHASI aTTECTaIHsI) 8
CamocTtosarenbHas pabora o0ydaromerocs (Bcero) 28
B TOM YHCIIE:

M3y4eHHe KOHCIIEKTOB JIEKIUI U PeKOMEH/I0BaHHOM JIUTEpaTyphl IS 10
MOJTOTOBKH K MPAKTUYECKUM 3aHSATHIM, 3a4ETy

BBITIOJTHEHHUE U 3allIUTa JIOMalllHEeH KOHTPOJIbHON paboThI 18

ITpomesxyTouHas arrectanusi B popMe KOHTPOJIbHON pabOThI




2.3. TemaTu4ecKuii JIAH U COAEPKAHNE TMCUMILVIMHBI JJIs1 04HO# (opMBbI 00yUeHUsI

Konpr koMITeTeHITHH,

HanmenoBanwme pasenos O06BemM (hopMHEpOBaHHIO
Copnepxanue yueOHOTo MaTepuaina v GOpMbI OpraHU3aNN AITEILHOCTH 00yYarOIuXCs
U TeM 4acoB | KOTOPBIX CIOCOOCTBYET
JJIEMEHT NPOrpaMMBbl
Copep:xanne yueOHOTO MaTeprana 4
Jlexun
1. lousTasa «MHPOPMALIUSI» U «ITOKYMEHT».
Pone wHpOpManum B COUMATBEHO-3KOHOMHYECKHMX MPOILECcCax. [NonndyHKIMOHATHEHOCTD
nokymenrta. Mudopmanuonnas, KOMMyHUKAaTUBHAsL, COLMAJbHAs, KyJIbTypHas, yIpaBlieHUECKasl,
NpaBoBas, MCTOpHYECKass M Jpyrue (YHKIUH JOKYMEHTOB. [loHATHE O JOKyMEHTHPOBAaHHH.
OcHOBHBIE CHIOCOOBI JOKYMEHTHPOBaHUs. MarepuanbHble HOCUTENIH HH(QOpMAIMK U UX BIUSHHE 2
Tema 1.CymHoCTh Ha JONTOBEYHOCTh M COXPAaHHOCTh JOKYMEHTA. 3aKOHOAATENBHBIE AKTHI, PEriIaMEHTHPYIOIIUE
JTOKYMEHTallMOHHOT O OpraHu3almio padoThl C JOKyMEHTHpoBaHHOW wuH(popmanmell. HopmaruBHO-MeToaMUYeCKHE OK1-5, OK9, OK10, IIK
obecrnieueHust JIOKYMEHTBI, PETJaMCHTHUPYIOIIME TOPSJAOK BBIAAUYW U TPeOOBaHUS K O(QOPMIICHHIO KOIHWH B 1.1
yTpaBicHAS OpraHu3alyax, KOTOPHIC SIBISIOTCS aBTOPaMH JOKYMEHTOB. OCHOBHBIE HOPMATHUBHBIC AaKThI,
perIaMeHTUPYIOIINE TOKYMEHTHPOBAHUE YIPABICHUYECKON AESTEIbHOCTH.
[TpakTudeckoe 3aHsTHE
1.Yeruslii onpoc. 2
Juckyccus 1o poxiany
CamocrosTenpHast paboTta 00yyaromumxcs
1.Pabota c peKOMEH/IOBaHHOH Y4eOHOI TUTEpaTypOH; -
2.IloaroTroBka JOKJII0B HA TEMBI: «JTalbl HCTOPHS Pa3BUTHS JEJIONPON3BOJICTBA B Poccumy.
Conepxanue yueOHOro Marepuana 4
Jlexun
Tema 2. 1. XapakTeprcTuKa U COCTaB OPTaHU3AIIMOHHBIX JIOKYMEHTOB.
Vripasieueckas XapakTepucTHKa M COCTaB PACHOPSIUTENBHBIX JOKYMEHTOB. XapaKTepUCTHKa H COCTaB
joKkyMeHTaIs. DyHKIHH MH(POPMAIIIOHHO-CITPABOYHBIX IOKYMEHTOB. VYaudukanuss u cTaHgapTH3aLus. ITousitue
N «cucTeMa JIOKyMEHTalluu», €€ TpU3HAKH. OyHKIIMOHATBHEIE W OTPAcieBble CHUCTEMBI
YIpaBJIEHYECKOM
O —— JokyMmeHTaruu. [loHATHE «yHH(DUIMPOBAHHAS CHUCTEMa IOKYMEHTAalMu». | OCyIapCTBEHHBIC OK1-5, OK9, OK10, ITK
VHHHIMpOBAHHbIE CTaHJapTHl Ha YHU(PHULIUPOBAHHBIE CUCTEMBI TOKYMEHTAINH, PErjaMeHTHPYIOLIHNE O0IHre [TpaBuia 2 1.1
CHCTOMBI X pa3paboTKu H TOCTPOCHHS ¢dopmynsapa-oopasua. Ilonstne «yHuGUIUPOBAHHBIE (OPMBI
N —— nokymMeHToB. OOIIEpoCCHHCKHE W OTpaclieBble yHUQUIMPOBaHHBIE (HOPMBI ZIOKYMEHTOB;
[ yHU(UIMPOBaHHBIE (OPMBI JOKYMEHTOB MPEIIPUSITHS, TOPSAJAOK WX BBEJCHUS B JIEHCTBUE.

Pacnipenenenne cocraBa BHJIOB M Pa3sHOBUJHOCTEH NOKYMEHTOB ONPEAEIEHHOIO KOMILIEKCA TI0
3amadaMm ympasieHus.  Buasl xommit. TpeboBanus k o(OPMIEHHIO Pa3IHMYHBIX BHUIOB KOIHH
JIOKyMeHTOB. HOpMaTHBHO-METOIMYECKHE JOKYMEHTHI, PEMIAMEHTHPYIOUIUE MOPSAOK BBIIAYM U
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TpC6OBaHI/I$I K O(bOpM.]'IeHI/IIO KOIINH B OpraHuv3anuiax, KOTOPLIC SABJIAIOTCA aBTOpaMH JOKYMCHTOB.

TIpakTHueckoe 3aHATHE
1.JIexmms ¢ pa3b6opoM KOHKPETHBIX CUTYaIlnH.
OO6cy>xaeHue qoKIaaa.

CamocrosiTensHast paboTa 00yJarommxcs

1.PaboTa ¢ HOpMATHBHBIMH aKTaMH

2.MOJTOTOBKA JOKJIAanoB Ha Tembl: «Knaccudukarms yrnpaBlIeHYECKMX JIOKYMEHTOB IIO
comepkanuro (MO BUAAM  JICATCIIBHOCTH)  OpPTaHHM3AIMOHHBIC,  PACHOPAAUTEIbHBIC,
WHPOPMAITMOHHO-CITPABOYHBICY.

Tema 3. [Tonstue
«PEKBU3UT JOKYMEHTA.
CxeMa pacnoiaoKeHus u
XapaKTepUCTUKA
PEKBU3UTOB

Copep:xkanne yueOHOTO MaTeprala

Jlexunu

1. [loHsITHE «PEKBU3ZUTY.

IlocTosiHHBIE M TIEpEMEHHBIE PEKBU3HTHI, TOPSINOK MX HAHECEHHs IIPH COCTABICHHH TOKYMEHTa
win pabdore ¢ HUM. [IpaBuna odopmneHust peKBU3UTOB. YTIIOBOE U MPONOJILHOE PACIIOIOKEHHE
PEKBU3UTOB ToKyMeHTa. CTpyKTypa JOKYMEHTa.

[IpakTuyeckoe 3aHsATHE
1.0dopmieHne TOKyMEHTa C UCMOIB30BAaHNEM PEKBU3UTOB IOKYMEHTA
Tect

CamocrosiTensHast paboTa 00yJarommxcs

1.PaboTa ¢ HOpMaTUBHBIMHU aKTaMH

2.IlpakTukyMm: mpaBmia O(OPMIICHUS PEKBH3UTOB, YITIOBOE M MPOJOJIBHOE PACIOJIOKEHUE
PEKBU3UTOB JOKYMEHTA

OK1-5, OK9, OK10, IIK
1.1

Tema 4. OcHOBHEIC
YIIpaBICHICCKUE
JIOKyMEHTBI, COCTaBJICHHE
u opopmiieHHE

CojneprxkaHue yueOHOro MaTepuasia

Jlexun

1. CocraBnenue 1 0OpMIIEHHE OCHOBHBIX YIIPABICHUECKUX JOKYMEHTOB:

VYcraB, NOJ0KEHUE O CTPYKTYPHOM TIOPa3IeICHUHU, TPOTOKOJIbI, AKThI, 3aKIFOUCHUS, CITY)KEOHBIE
3aIMCKH, JOKJIaJIbl, IUIaHbI, 0030DPbI, CIIPAaBKHU, IIMCbMA H JIp.

[pakTHYecKoe 3aHsATHE
1.0dopmiieHue OaHKa OpraHU3aIUU
OdopMieHre PacIoPsIUTEIbHBIX JIOKYMEHTOB.

CamocrosTensHast padoTta 00yyaromumxcs
1.IloaroroBka kK mpoBepoyHOil paboTte, paboTa c HOPMATUBHBIM MaTEPHAIIOM.
2. IlpakTukyM: ohopMIIEHUE CITY>KEOHBIX IMCEM U JIPYTUX OTEPATUBHO-CIIPABOYHBIX JIOKYMEHTOB

OK1-5, OK9, OK10, IIK
11

Tema 5. Opranuzanus
JIOKyMEHTO000pOTa

Coneprkanue yueOHOr0 MaTeprasia

Jlexmn

1. [lonsiTrie HOKyMEHTOOOOPOTA.

OCHOBHBIE TIOTOKH VIPABICHYECKHX JOKYMEHTOB: BXOJSINIHHA, HWCXOJSANINN, BHYTPECHHUH.
JBrmkeHne BXOMAIIMX YIPAaBICHYECKHMX JOKYMEHTOB: IEpBHYHas 00paboTKa, perucTpanws,
pacCMOTpPEHHE PYKOBOJACTBOM OpraHM3allMM, TMepejaya Ha UCIOJHEHHWE, KOHTPOJIb 34

OK1-5, OK9, OK10, IIK
1.1
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HCIIOJIHEHUEM, CIIMCAHUE UCTIOJIHEHHOTO JOKYMEHTA B JEJO.
DTarbl MPOXOXKACHUS UCXOMANINX JOKYMEHTOB: MOATOTOBKA IPOEKTa, COTIacoBaHue, JopaboTKa
0 3aMEYaHUsIM, PETUCTPAalKs U OTIIPABKA.

[TpakTHyecKue 3aHATHS

1.IlonaTne tOKyMEeHTOO0O0pOTA.

OCHOBHBIE TOTOKH YIPABJICHYECKUX TOKYMEHTOB: BXOISAIINH, UCXOAAIMIN, BHYTPSHHHH.
OdopmiieHne pacnopsANTENbHBIX JOKYMEHTOB.

CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMATHBHBIMH aKTaMH

Tema 6.
Henonpoun3BoacTBO B
KaJpOBOH ciyxk0e

Copep:xkanne yueOHOTO MaTeprala

Jlexunu

1. YaudunupoBaHHasi cucTeMa OpraHU3allHOHHO-PACTIOPSANTEFHON TOKYMEHTAIMHY TI0 KaJIpaM.
JlokymMeHTauusi TPyJOBbIX OTHOLIEHUM B KaAPOBBIX Cliyk0ax. CocTaB JOKYMEHTOB 11O JTUYHOMY
cocraBy. CocraBneHne U OQOpPMIIEHUE 3asBICHUI, TPYIOBOrO JOTOBOpa (KOHTpaKTa), JIMIHOH
kapToukn ¢(opmel T2, mpHKa3oB MO Kajapam, XapakTEpUCTUKU pPaOOTHHKA, aBTOOMOrpaduu
paOoTHUKa, aHKEThl pabOTHMKA, JMYHOrO Jnena paboTHuka. TpynoBas KHIDKKA: Bblgaua,
odopmienue, xpanenue. PopMuUpoOBaHUE U HOMEHKJIATYPa A€ [0 KaJpaMm.

[IpakTHueckoe 3aHsTHE

1.PaboTa B MaJbIX IpymIiax: 3Tabl MPOXOKACHUSI HCXOAAIINX JOKYMEHTOB, MOATOTOBKA MPOEKTA,
COIJIacOBaHME, 10paboTKa IO 3aMeYaHMsIM, PETUCTPpaLus U OTIIPaBKa

PopMHUpOBaHNE U HOMEHKIIATYpa A€l IO KagpaM.

CamocrosiTensHast paboTa 00ydarommxcs
1. PaboTa ¢ JOTIOJTHUTENBHON JIUTEPATYPOil.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. Texauueckoe
obecniedeHue paboThI C
yIpaBJIeHYECKUMH
JIOKYMEHTaMH.

Copnepxanue yueOHOro Marepuana

Jlexun

1. OOmiast XxapakTepUCTUKA M BHUJBI OPraHU3allMOHHBIX TEXHUYECKUX CpeACTB. [lepcoHaibHbIC
KOMITBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [lopsiok opraHu3aiuu JOKyMEHTO000poTa C
HCIIOJIb30BaHUEM Cpe/CTB TEJIEKOMMYHHKAIIHH. ABTOMaTH3UPOBaHHbIC CHCTEMBI
JIOKyMEHT0000pOTa.

CamocrosiTensHast paboTa 00yJarommxcs

1.PabGota c HOpMAaTUBHBIMH IIPABOBBIMH AKTaMH

2IlogroroBka mokmanoB Ha TeMmy: «llepcoHanmbHBIE KOMITBIOTEpBI B COBPEMEHHOM
JITIONPOU3BOJICTBEY.

OK1-5, OK9, OK10, IIK
11

Tema 8. CucremaTnsanus
U XpaHEHHE
YIIPaBICHICCKUX
JIOKyMEHTOB

Coneprkanue yueOHOr0 MaTepuasia

Jlexmn

1. HomeHnknatypa gen.

TpeboBanus ['ocymapcTBEHHOW CHUCTEMBI JIOKYMEHTAIMOHHOTO OOECIICYCHHS YIPABICHHUS K
COCTaBJICHUIO HOMEHKJIATyphl nen. CoaepxaTenbHas 4acTh HOMEHKIATYpPBI JEN: MHACKCHI NI,
3aroJ0BKHU JIeJ, KOJJMYECTBO JIeJl, CPOKM XPAHEHUsI U HOMEP CTaThU IO MEPEYHIO, MpUMEYaHusl.

OK1-5, OK9, OK10, IIK
1.1
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®opmupoBanue aen. [lpuznaku 3aBemenust gen. TpebGoBanust k GopmupoBanuto aen. [IpaBuma
TPYNIIUPOBKY TOKYMEHTOB JI€J1a 110 BUAAM M XpoHosoruu. I1oAroroska 10KyMEHTOB K apXUBHOMY
XpaHEHUI0. OJKcIepTH3a IEHHOCTH JO0KyMEeHTOB. CocTaBieHHE OIUCEH A MOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XpaHEHHUS JAOKYMEHTOB, /€ MO JIMYHOMY COCTaBy. AKTBI O BBIAEIEHUH K
YHUYTOXKEHHIO JIeJl C HCTEKIINMMHU CPOKAMHU XPAHCHHUS.

TIpakTrHueckoe 3aHATHE
1.®opmupoBanue nein.

[Mpusznaku 3aBemeHust nen. Tpeboanusi K ¢opmupoBaHuio nen. l[lpaBuna TpynmupoBKH 2
JOKyMEHTOB JIeJIa 110 BU/IaM U XPOHOJIOTHH.
[ToarotoBka TOKYMEHTOB K apXHBHOMY XpaHEHHIO. DKCIEpTH3a HEHHOCTH TOKYMEHTOB.
CamocrosrenbHas paboTa 00y4aroIuxcst
1.PaboTa ¢ HOpMaTUBHBIMHU aKTaMH. 1
2.CocTaBieHue ONuceil IS MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHEHUs JJOKyMEHTOB, JIEJI TI0
JMYHOMY COCTaBY.
CamocrosiTenpHas pabora 2
Tpomesyrotnas Hpyras ¢opma KoHTpOJIS 4
aTrTecTanus
Bcero 36
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2.4. TemaTH4ecKHii IVIAH U COAEPKAHME TMCUMILVIMHBI 1JIs1 32049HOH GopMBI 00y4eHHs

HaumenoBanue paszjenoB
U TEM

Copeprxanue yueOHOTO MaTepuana u (POPMbI OpTraHH3aAIMH JACSITSILHOCTH 00YJYarOIIUXCSI

O0Bem
4acoB

Konpr koMITeTeHITHH,
(hopMHEpOBaHHIO
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT TPOTrPaMMBbI

Tema 1.CymHoCTh
AOKYMCHTAlIlMOHHOI'O
obecrnieueHus
yIpaBlICHUS

Copeprxanne yaeOHOTO MaTepraia

[lonatus «uHQOpMaLUs» U «IOKYMEHT». Ponb uHpOpMamuum B CONMATbHO-IKOHOMHYECKHX
nporeccax.  [lomudyHKOMOHANBHOCTh JOKyMeHTa. HWHQopManuoHHas, KOMMYHHKAaTHBHAs,
couuanbpHasl, KyJbTypHas, YOpaBleHYecKas, MpaBOBas, MCTOpHYECKas W Apyrue QyHKIUH
nokymeHntoB. [loHarme o nOKyMmMeHTHpoBaHUHM. OCHOBHBIE CIOCOOBI JOKYMEHTHPOBaHHUSL.
MaTepHaanme HOCHUTEIIN I/IH(i)OpMaHI/II/I U UX BJIUAHUC Ha JOJTOBCYHOCTH UM COXPAaHHOCTH
JOKyMEHTa. 3aKOHOJATEeNIbHbIE  aKThl, PErIaMEHTHPYIOIUE OpraHu3aluioo  paboTel ¢
JIOKYMEHTUPOBAHHOU nHpOpMAaIUei. HopmartuBHO-MeToanuYECKHE JIOKYMEHTBHI,
perIaMeHTUPYIOIIUE MOPAIOK BbIIaud M TpeOOBaHUS K O(OPMIICHHIO KOIHUH B OpraHU3alMsiX,
KOTOPBIC ABJIAIOTCA aBTOpaMU JOKYMCHTOB. OcHOBHBIE HOPMATHUBHBIC aAKThI, PETTIAMCHTHPYIOIHE
JIOKYMEHTUPOBAHUE YIIPABIEHYECKOU JIESITENIbHOCTH

[IpakTHyeckoe 3aHaTHE
1.VcrHeIit onpoc.
2. Jluckyccus 1o JoKIaay

CamocrosTenpHast pabota o0yyaromumxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii;
2.IToaroTroBka JOKJIAI0B HA TEMBI: «JTalbl HCTOPHS Pa3BUTHS JEJIONPON3BOJICTBA B Poccumy.

OK1-5, OK9, OK10, IIK
1.1

Tema 2.

YupasneHueckas
nokymeHTtanus. OyHkunn
YIIPaBICHYECKOU
JIOKYMEHTALUU.
YauduuupoBaHHbie
CHUCTEMBI
YIIPaBICHYECKOU
JIOKYMEHTALUK.

Cojneprxkanue yueOHOro MaTepuasia

XapakTepucTuKa M COCTaB OPraHU3allMOHHBIX JOKYMEHTOB. XAapaKTepUCTUKA U COCTaB
pacTHOpSIUTENBHBIX JTOKYMEHTOB. XapaKTePUCTHKA M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTOB. Y HU(uKaIus u cranaapTusamus. [1oHATHE «CUCTeMa JOKYMEHTAIUNY, € PU3HAKY.
OYHKIIMOHAJILHBIE W OTPACICBBIC CHUCTEMbI JOKYMEHTaluu. [loHATHE «yHU(UIIMPOBAHHAS
CHUCTeMa JOKyMEHTanmuW». | ocymapCcTBEHHBIC CTaHIAPTHl HAa YHU(DUIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTAI[NH, pPerilaMeHTUPYIOIUe O0II1e paBuiia UX pa3pabOoTKU U MOCTPOSHHS (hopMyJisipa-
oOpasua. Ilonsatue «yHupHUIUPOBaHHBIE (POPMBI TOKYMEHTOB. OOIIEPOCCUICKUE W OTpaciieBbIe
YHUPUIIMPOBAHHEIE ()OPMBI JIOKYMEHTOB; YHU(PHUIIMPOBAHHBIE (DOPMBI JOKYMEHTOB MPEAIIPHUSITHS,
MOpSIIOK WX BBeACHUS B JeicTBue. PacmpeneneHue cocTtaBa BHIOB U Pa3HOBHUIHOCTEH
JIOKYMEHTOB OIPENeIEHHOr0 KOMITIEKCa 10 3a1adaM yipaBieans. Bunbl xomwmii. TpeboBanus K
O0(OPMIICHHUIO Pa3IMYHBIX BUIAOB KOIMUH JOKYMEHTOB. HOpMaTHBHO-METOIMYECKHUE TOKYMEHTHI,
pEeTrIaMeHTUPYIONINE TOPSIOK BhIIAYK M TpeOOBaHHUS K OPOPMIICHHIO KOMHI B OpraHU3aIUsX,
KOTOPBIE SBJISIOTCS aBTOPAMH TJOKYMEHTOB.

CamocTosiTenpHas pabota 00yJaromIMXCsl

OK1-5, OK9, OK10, IIK
11
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1.Pabota c HOpMATUBHBIMHU aKTAMH

2.IOATOTOBKAa JIOKIagoB Ha TeMmbl: «Kilaccnukamus yrnpaBiIeHYECKHX JJIOKYMEHTOB IIO
cogepkanuio (MO BHOAM  JIEATEIBHOCTH)  OpraHM3allMOHHBIE,  paclopsAWUTENbHBIE,
MHQOPMAIIMOHHO-CITPABOYHBIE).

Tema 3. [TousTue
«PEKBH3UT JOKYMCHTAY.
CxeMa pacrnoiaoKeHus U
XapaKTePUCTUKA
PEKBU3UTOB

Copep:xanne yaeOHOTO MaTeprala

Tlonsarue (PEKBU3UT. IlocTostHHBIE M NEPEMEHHBIC PEKBU3UTHI, IMOPAAOK HMX HAHCCCHHUA IIPpU
COCTaBJICHUM AJOKYMCHTA HIIU pa60Te C HHUM. HpaBI/ma O(bOpMJ'IGHI/ISI PCKBHU3UTOB. VYrinosoe u
MPOJ0JIbHOC PACIIOJIOXKCHUC PCKBU3HUTOB JOKYMCHTA. CprKTypa JOKYMCHTA.

CamocTosiTenpHas paboTa 00yJarOIIUXCs

1.PaboTa ¢ HOpMAaTHBHBIMH aKTaMH

2.IlpaktukyMm: mpaBuia OQOPMIICHHS PEKBH3MTOB, YIJIOBOE W TPOJOJIBHOE PACIONOKEHHE
PCKBU3UTOB TOKYMCHTA

OK1-5, OK9, OK10, IIK
1.1

Tewma 4. OcHOBHBIE
yIpaBlicHUECKUE
JOKYMEHTBI, COCTaBJICHNE
u opopmiieHHE

Cojneprkanne yaeOHOTO MaTepraa

CocrtaBnenue u 0(OpPMIICHHE OCHOBHBIX YNPABIECHUYECKUX ITOKYMEHTOB: YCTaB, IOJIOKEHHE O
CTPYKTYPHOM TOJpa3/IeleHNH, TPOTOKOJIBI, aKThl, 3aKJIIOYSHHS, CIyKEOHbIe 3allMCKH, TOKJIAIbI,
TUIaHBl, 0030PbI, CIIPaBKH, MMCbMa U JIP.

[IpakTuueckoe 3aHaTue
1.0dopmienre 61aHKa OpraHU3AIAN
2.0dopmieHHe pacTiOpsANTENLHBIX JOKYMEHTOB.

CamocTosiTenpHas paboTa 00yJaroIIuXCs
1.IloaroroBka K mpoBepodHON paboTe, paboTa C HOPMATHBHBIM MAaTEPHAIIOM.
2.IlpakTukyM: ohopMIIeHUE CITy>KEOHBIX MMCEM U JIPYTHUX OMEPATUBHO-CIIPABOYHBIX IOKYMEHTOB

OK1-5, OK9, OK10, IIK
1.1

Tema 5. Opranuzanus
JIOKyMEHTO000pOTa

Cojneprxkanue yueOHOro MaTepuasia

[lonsitne nokymeHTO0OOpOTa. OCHOBHBIE TOTOKH YHPaBICHUYECKUX JIOKYMEHTOB: BXOSIIWH,
UCXOJSIINK, BHYTpEHHHWHA. JIBIKEHHE BXOJANIMX YIPABICHYSCKUX OKYMEHTOB: TEpBHYHAS
00paboTKa, perucrpanus, pacCMOTPEHHUE PYKOBOJICTBOM OpraHU3alluy, Iepeiada Ha UCTIOIHEHNE,
KOHTPOJIb 32 UCTIOJHEHHEM, CIIMCAaHUE UCIIOJTHEHHOTO IOKyMEHTa B JIETIO.

DTalbl MPOXOXKACHUS UCXOMANINX JOKYMEHTOB: MOJTOTOBKA IMPOEKTA, COTiacoBaHMe, JopaboTKa
0 3aMEYaHUsIM, PETUCTPAIUs U OTIIPABKa.

CamocrosiTensHast paboTa 00yJarommxcs
1.Pabota c HOpMATUBHBIMHU aKTAMH

OK1-5, OK9, OK10, IIK
11

Tema 6.
JenonpousBoacTBO B
KaJpoBOH ciyx0e

Copepxanne yueOHOTO MaTepuaia

YauduuupoBaHHas CHCTEMa OPraHW3ALMOHHO-PACTIOPSAUTEIILHOW JOKYMEHTALMU 10 KaJpaM.
JloxymeHTanmst TpyIOBBIX OTHOIIEHUH B KaapOBBIX ciryx0ax. CocTaB JOKYMEHTOB IO JHYHOMY
coctaBy. CocraBienue u ohopmileHHE 3asiBICHHH, TPYAOBOTO AOTOBOpa (KOHTPAaKTa), JUYHOU
kapTouku ¢(opmel T2, mpuka3oB MO Kajapam, XapakTEPUCTUKU pPaOOTHHKA, aBTOOMOrpaduu
paboTHUKa, aHKEThl pabOTHUKA, JUYHOTO Jena pabdoTHWKA. TpynoBas KHIDKKA: BblJaua,
odopmiienue, xpanenue. @opMuUpoBaHUE M HOMEHKJIATYPA JIeJ 10 KaJpaMm.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. Texunueckoe

Copepxanne yueOHOTO MaTepuana

OK1-5, OK9, OK10, IIK
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obecrieyenue paboThI ¢
YIPaBICHYCCKUMH
JOKYMCHTaMH.

OOmiast XapakTepUCTHKa W BHJBI OPraHU3AI[MOHHBIX TEXHUYECKUX CpeacTB. I[lepcoHanbHbIC
KOMITBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [1OpSIIOK OpraHu3aiui T0KyMEHTO000poTa ¢
HCIIOIb30BaHUEM Cpe/CTB TEIEKOMMYHHKAITHH. ABTOMaTH3UPOBAHHBIC CHCTEMBI
JIOKyMEHT0000pOTa.

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.PaboTa ¢ HOPMATHBHBIMH NIPABOBBIMH aKTaMH

2.IlogrotoBka moknazgoB Ha TeMmy: «llepcoHanmbHble KOMIBIOTEPHl B COBPEMEHHOM
JICTIOTIPOU3BOJICTBEY.

1.1

Tema 8. CuctemaTn3anus
U XpaHCHHE
YIpaBIeHIECKAX
JIOKYMEHTOB

Copep:xanne yueOHOTO MaTeprala

Homenxkmarypa nen. TpeboBanust ['ocymapcTBeHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeYeH s
YIOpaBIEHHUs] K COCTaBJIECHHIO HOMEHKJIATyphl nen. Copaep)karenbHas 4acThb HOMEHKJIATYPBI JEI:
WHJIEKCHI JIeJl, 3ar0JIOBKH JIeJl, KOJMYECTBO /I, CPOKH XpaHEHHsS U HOMeEp CTaThH MO MEPEeyHIo,
npumeuanust. @opmuposanue nein. IlpusHaxu 3aBenenus nen. TpeGoBanus K POPMUPOBAHUIO AEI.
[IpaBuia rpynnupoBKA JOKYMEHTOB JI€jia MO0 BUAAM M XpOHOJIOrMu.IloAroToBKa NOKYMEHTOB K
apXMBHOMY XpaHEHHIO. OKclepTh3a IIEHHOCTH JIOKyMeHTOB. CocTaBieHHE OmHced st
MOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XPAaHEHMsI TOKYMEHTOB, el 10 JIUYHOMY COCTaBy. AKTHI O
BBIJICJICHIH K YHUUTOXKEHHUIO €] C MCTEKIIMMH CPOKAMH XpaHECHUSI.

[IpakTuyeckoe 3aHsATHE

1.®opmupoBanue nen. [Ipu3Haku 3aBencHus nen. TpeOoBaHus k GopMmupoBaHuio aei. [IpaBuna
TPYIIIUPOBKU JOKYMEHTOB J€J1a 110 BUAaM U XPOHOJIOTHH.

2.IloarotoBKa JOKYMEHTOB K apXHUBHOMY XPaHEHHIO. DKCIEPTH3a IEHHOCTH JIOKYMEHTOB.

CamocrosTensHast paboTa 00ydarommxcs

1.PaGoTa c HOpMaTUBHBIMHU aKTaMH.

2.CocraBieHue ONMCEH Ui TMOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHHMsS JOKYMEHTOB, NIEJ 10
JUYHOMY COCTaBY.

OK1-5, OK9, OK10, IIK
1.1

[IpomexxyTouHas
aTTecTauus

CaMocTosiTeNbHAs paboTa 00y4aronmxcsi B GOpMe BBITIOJHEHHS JOMAIITHEH KOHTPOJIBLHOU paboThI

16

3amuTa JoMalHed KOHTPOJIbHON paboThl

3auer

Bcero

36
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3. YCJI0OBUA PEAJIMBAIIUU ITPOTI'PAMMBI JUCHUIIJINHBI

3.1. TpeboBanusi K MUHMMAJbHOMY MATEPUAJIBLHO-TEXHUYECKOMY
odecre4eHnI0

Peanuzamus mporpaMmbl TpeAnoiaraeT HajduuMe Yy4eOHOro kabuHera
JTIOKYMEHTAIMOHHOTO 00eCTIeUeHus yIpaBICHHUS.

O6opynoBanne yueOHOTO KabuHeTa: MeOenb yUeHHUecKas; T0CKa; CTEIIax
JUIS HarJsiOHBIX TMOCOOMHM, ydeOHOW JHuTepaTyphl, CHPABOYHON JIUTEPATYpPHI,
HOYTOYK, cTeHapl «OpranusanuonHas ctpykrypa [O0VY», «/lokyMeHTHpoBaHue
YIPaBIECHYECKOU NESITENBHOCTH.

B nporiecce 00yueHus: UCNONIBb3YIOTCS MYJbTUMEIUUHbBIE CPEJICTBA; HAOOPHI
CJaiiIOB; OIMCAHUS IEJIOBBIX UTP.

Ucnons3zoBanne mnporpammHoro mpoaykrta "MS  PowerPoint" s
IIPE3EHTALUU IIPOEKTA.

3.2. Uudopmannonnoe odecneyeHue 00yueHust

3.2.1. OcHOBHbBIE HCTOYHUKHU

1. Aoymamze, J.I. JlokyMeHTallmoHHOE OOECIEUECHHE YIPaBJICHUS
MEPCOHAJIOM ;| YYEOHMK W TIPAKTHKYM JJIs CpeaHero TNpodecCHOHAILHOTO
obOpazoBanus / JI. I'. A6ynanze, U. b. Bemmpsixkuna, B. M. MacinoBa. — Mockaa :
NznarensctBo FOpaiit, 2020. — 299 c. — (IIpodeccnonanproe oOpa3oBaHue). —
ISBN 978-5-534-01543-0. — Tekcr : snektponnslii / OBC OpaiiT [caiiT]. —
URL: https://urait.ru/bcode/452443 (nara obpamenus: 12.03.2021).

2. lIllysamoBa, H.H. JloxymeHTanmoHHOe OOECHECYCHHE YIIPABICHUS :
y4eOHUK W TIPAKTUKyM U1 CpeaHero mnpoecCHOHAIBLHOIO 00pa3oBaHus /
H. H. lllyBanoBa. — 2-e¢ wu3n. — MockBa: WznmarensctBo FOpaiit, 2020. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Tekct ; anektponueit  //  OBC  IOpaiit [caiitT]. —  URL:
https://urait.ru/bcode/451067 (nara ob6pamenus: 12.03.2021).

3. KysnenoB, W.H. [lokymeHTanmoHHoe oOecrie4eHne yrIpaBlIeHUSI.
JIOKyMEHTOOOOpOT U JEeTONPOU3BOJCTBO | YUYCOHUK U MPAKTUKYM ISl CPEIHETO
npodeccuonansaoro ooOpazoanusi/ W. H. Ky3nenoB. — 3-e¢ wm3a., mepepab. u
non. — Mocksa : M3gatensctBo IOpaiit, 2020. — 462 c¢. — (IIpodeccnonanpHOe
obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : smekrponHbii // DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/451242 (mata oOparnieHus:
12.03.2021).

3.2.2. JIONOJTHUTEIbHbIE HCTOYHUKH

1. Kyzumeno, W.H. JlokymeHTanmoHHOe oOO€cTeUeHUE YIPaBICHUS
MEePCOHAJIOM : YYEOHHK M TPaKTUKyM JUIsI CpeIHero mnpodecCuoHaIbHOTO
obpazoBanus / U. H. Ky3nenoB. — Mocksa : W3narensctBo IOpaiit, 2019. —
521 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-04451-5. —



14

Tekct  :  oanekrponnbii  // OBC  HOpair  [caiit]. —  URL:
https://urait.ru/bcode/444432 (nara oopamenus: 12.03.2021).

2. KopueeB, W.K. JlokymeHTanlmOHHOE oOOECIEUYCHUE YIPABICHUS :
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpOoPeCCHOHATBLHOrO 0o0pa3oBaHus /
H. K. Kopnees, A. B. [Tmieako, B. A. MamyprieB. — 2-¢ u3n., nepepad. u J01. —

Mocksa : WznmarensctBo [Opaiir, 2021. — 384 c.— (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Texct : anextponusii // OBbC
FOpaiit [caitit]. — URL: https://urait.ru/bcode/472550 (mata oOparmieHus:
12.03.2021).

3. Hoponmna, JI. A. JlokymMeHTallMOHHOE OOECIEUYEeHNUE YIpPaBICHUS !
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpOoPeCCHOHATBLHOrO 0o0pa3oBaHus /
JI. A. loponuna, B. C. UputnkoBa. — Mocksa : M3natensctBo FOpaiit, 2021. —
233 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-05783-6. —
Tekct ; anektponueit  // OBC  HOpait [caiiT]. —  URL:
https://urait.ru/bcode/473802 (nata oOpamenus: 12.03.2021).

4. JIOKyMEHTallMOHHOE OO0ECeUeHUE YIpaBJICHUSA: YYEOHUK i1 CTY..
yapexaeHuii cpea. npod. oobpazosanus/ A.B. ITmenko, JI.A. Jloponuna. — 14-ee
u31., crep. — M.: U3natenbekuii nenTp «Akagemusi», 2015. — 224 c. — ISBN 978-5-
4468-2278-2.

5. JloKkyMeHTallMOHHOEe  oOecrieyeHue  ympamieHus (C  OCHOBaMu
apxuBoBe/eHusA): yueOHoe mocobme/ M.UM. bacakoB. — 2-e m3g., crep. — M.:
KHOPYC, 2016. — 216 c. — (HauanpHoe u cpegHee mnpodecCHOHAIBHOE
obpazoBanue). — ISBN 978-5-406-04536-7.

3.2.3. [lepeuennb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHUKANMOHH O
cetu «MHTEpHET

1. OdunmansHblii KHTEPHET-NIOPTAT MPaBoBOK MHPOpManuu — WwWw.delo-
press.ru;

2. Odunuaneuerii caiit [IpaButenbcTBa PO — www.government.ru;

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

4. TlouckoBas  cucreMa  HOPMATHBHBIX  MPaBOBBIX  aKTOB  —
http://opb.ru/deloproizvodstvo;

5. IlouckoBass  cucreMa  HOPMATHBHBIX  MPaBOBBIX  aKTOB  —
www.funnycong.ru;

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

3.2.4. IlepeyeHb MPOrpaMMHOI0 odecredeHus!

1. Microsoft Word
2. Microsoft Excel


http://www.delo-press.ru/
http://www.delo-press.ru/
http://www.gov.ru/
http://opb.ru/deloproizvodstvo
http://www.funnycong.ru/
http://www.delpro.narod.ru/
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4. KOHTPOJIb U OLIEHKA PE3VJBTATOB OCBOEHUS
TV CHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4YeHMsI

PesynbraTel 00y4yeHus

@OpMBI U MCTOABI KOHTPOJISA U OLICHKH

3HaHus:

IMOHATHEC, UCJIN, 3aJa4Y1 1 IPUHIUIILI
JCJIOITPONU3BOJICTBA

OCHOBHBIC ITOHATHUA JOKYMCHTAITUOHHOT O
obecnieueHus YIPaBJIICHUA

CHCTEMBI JOKYMEHTAL[HOHHOTO 00ecreyeHus
YIIPABJICHUS

KJ'IaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO
JTIOKYMEHTOB

OpraHM3alHIo JOKYMEHTO000pOTa: NpreMa,
00paboTKy, perucTpalnio, KOHTPOJIb, XpaHEHUE
JJOKYMEHTOB, HOMEHKJIATYpPy JIe

OIICHKa 10 UTOr'aM YCTHOTO OIpOca;
OLIEHKA IO Pe3yJIbTaTaM BbIOJIHEHUS
JIOKJIA/Ia;

OLIEHKA 0 Pe3yJIbTaTaM BbIOJIHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 32 JIOMAITHIOI0 KOHTPOJIBbHYIO
paboty (amns 3a04HOI POpMBI
0o0yueHus);

OIICHKA 10 UTOT'aM 3a4eTa.

YmMmeHnus:

0(QOpMIISITh TOKYMEHTALMIO B COOTBETCTBUU C
HOPMAaTUBHOM 0a30ii, B TOM YHUCIIE C UCTIOJIb30BAHUEM
MH(OPMAaLIMOHHBIX TEXHOJIOTUI

OCBaMBaTh TEXHOJOTMH AaBTOMATU3UPOBAHHON
00pabOTKM JOKYMEHTAIHH

UCTIOJIB30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI
JIOKYMEHTOB

OCYIICCTBJIATL XPAHCHUC U ITIOMCK JOKYMCHTOB

HCIIOJIb30BaTh TEIEKOMMYHUKAIIHOHHBIE TEXHOJIOTHHI
B AJICKTPOHHOM JTOKYMEHTOO00pOTE

OIIEHKa 110 UTOT'aM YCTHOTO OIpOca;
OLICHKA IO Pe3yJbTaTaM BBITOJHEHUS
JIOKJIa/1a;

OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
MPAaKTUYECKON pabOThI;

OLICHKA 33 JOMAIIHIOI KOHTPOJIEHYIO
paboty (s 3209HOH OPMBI
o0OyueHus);

OIIEHKA 110 UTOTaM 3a4eTa.

4.2. MeToauueckne MaTepuaJibl, ONpeae/siionime nNpoueaypbl OleHUBaHMS
YPOBHSI CPOPMHUPOBAHHOCTH 3HAHUU U YMEHUM

4.2.1. Kputepuu ouieHMBaHMs YCTHOTO OTBETA

KOTIHUYIHO»

«XOopoumo»

«YHAOBJICTBOPUTCIIBHO»

«HCYHOBJICTBOPUTCIIBHO»

oOydJaroruiicst 1aet
YEeTKHE, TPAMOTHBIE
pa3BepHYTHIE
OTBETHI HA
MOCTaBJICHHBIC
BOIPOCHI, IPUBOJIUT
IpUMEPHI U3
peanbHOU KU3HU;
MTOJTHO U
000CHOBaHO
OTBEYAET Ha
JOTIOJTHUTENbHBIE
BOIIPOCHI;

oOyyvaronuiics naet
NIPaBUJIbHBIC B
IIEJIOM IPaMOTHBIE
OTBETBI, HO JIJIs
YTOYHCHUSA OTBETA
TpeOyroTCs
HaBOISIIINE
BOIIPOCHI;
JIOCTAaTOYHO MOJTHOM
OTBEYaeT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI
IMpU UCITOJIB30BAHUN

oOyyJaromuiics
NPaBUJIBHO M3JIaraet
TOJILKO YacTh
Marepuala,
3aTPYyIHSCTCA
MIPUBECTH MTPUMEPHI;
HEJIOCTaTOYHO YE€TKO M
MIOJTHO OTBEYACT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI;
IIpH UCITIO0JIL30BAHHUN
npodeccuoHaNbHOMI
TCPMHUHOJIOTUA

oOyyJaromuiics u3naraer
OTBET C CYIECTBEHHBIMU
OIIMOKAMH WITH
OTKa3bIBaeTCS OTBETHUTH
Ha TIOCTaBJICHHBIC
BOIIPOCHI;

HE OTBEYacT Ha
JIOTIOTHUTEIIbHBIE
BOIIPOCHI;
npodeccHoHaNBHOMI
TEPMUHOJIOTHUEN HE
BJIQ/ICET WIH JIOMYCKAET
CYIIIECTBEHHBIC OMIMOKHU
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TPaMOTHO npo¢eCCHOHATBHON JIOTTyCKaeT MIPU UCTIOJIb30BAHUH
UCIIOJIb3YET TEPMHUHOJIOTUI HE3HAYUTEIIbHBIC TEPMHHOB
HOHATUNHBIN JIOIYCKAeT OLINOKHU
amnmnapar u HE3HAYUTEIIbHbIC
po¢eCCUOHATBHYIO OIIMOKHU
TEPMUHOJIOTHIO

4.2.2. Kputepun oueHUBAHUS PellleHUs] TECTOBBIX 3aIaHUil

COTIUYHOY «XOPOIIO «yJIOBJIETBOPUTEILHOY» | «HCYIOBICTBOPUTEIILHOY

BBIIIOJIHEHO 4/5 BBIIIOJIHEHO ¥4 BBIIIOJIHEHO OoJtee Y2 BBIIIOJIHEHO MEHEE
TECTOBOI'O TECTOBOT'O TECTOBOI'O MaTrepuasia [TOJIOBMHBI 3aJIaHUN
MaTepuasa MaTepuasa

4.2.3. Kputepuu onieHMBaHMsI BbINOJTHEHHS T0KJIA/I0B

«OTJIMYHO»

«XOpouIo»

«YJOBJIETBOPUTEIILHO

«HCYHOBJICTBOPUTCIILHO»

TE€Ma pacKphITa B
IIOJIHOM 00beMe U
aBTOpP CBOOOJHO B

HEll OPUEHTHUPYETCH,

JIOCTaTOYHO
MOCIIEAOBATENbHO U | apTyMEHTUPOBAHBI, COTJIaCOBaHBI,
JIOTUYHO, MaTepHall HO IIpH 3aIIUTe apryMmeHTanus
JIOKJIaJa aKTyaseH U JOKJIaaa BBIBOJIOB
pasHooOpaseH oOyuarouiics B HEJ0CTaTOYHO
(mpoaHamM3UpPOBaHbl | OCHOBHOM YMTaJ 000CHOBaHa, I0KJIa]
HECKOJIBKO JIOKJIaJl ¥ HE JaBail BBINOJIHEH Ha
pa3IMYHBIX CcOOCTBEHHBIX OCHOBaHUU
HMCTOYHHUKOB) MOSICHEHMUI; €IMHCTBEHHOTO
BBIBO/IbI oOyJaromuiics WCTOYHUKA, HA
apryMeHTHPOBaHBbI, HEJ0CTaTOYHO BOIIPOCHI
o0yyaromuics IIOJIHO U YBEPEHHO MpenoiaBaTes
OTBETHJI Ha OTBeYas Ha BOIPOCHI ayTUTOpUU
BOIIPOCHI Ipenojasareins u oOyJaromuiics He
npernoaaBarens u ayIuTOpUHU OTBETUJ
ayJTUTOPUU

TEeMa PacKphITa B
1IeJIOM TTIOJTHO,

IIOCJIC0OBATCIIbHO U

JIOT'NYHO, BBIBO/JbI

TEMa paCKpbITa HC
IIOJIHOCTBIO, TC3UChI U
YTBCPIKACHUA HE

HE COOTBETCTBYET
KpUTEpUSIM
«YZOBJIETBOPUTEIIBLHO

4.2.4. KputTepuu OLleHUBAHUS BbITIOJTHEHUSI IPAKTHYECKOiIi padoThI

«OTIMYHO «XOpOIIO» «yJIOBJICTBOPUTENHHOY | KHEYAOBICTBOPUTEIHHOY
MIOJTHOE | MIPH BHITIOJIHEHUH | YACTUYHO MPABMIILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJaHu’ BBITTOJIHEHUH 3a/IaHUH KPUTEPHSIM OLIEHKU
BBITIOJTHEHHE MPaKTUIECKON MPaKTUIECKON «yJIOBJIETBOPUTEIHHOY
3alaHui paboThI OBLIH paboThI,
MPAKTHYECKON JIOTTYIIIEHBI HEJI0CTaTOYHAas
paloThl, MOJIpOOHAst | HE3HAYMTENbHbIE | apryMEHTAlHs CBOETO
apryMeHTanus OIINOKH, UMEET OTBETa, 3HAHUE
CBOET0 pELICHUs, MECTO IOCTaTOYHast OTIpeIeNIeHHBIX
Xopoliee 3HaHue apryMeHTanus TEOPETUYECKUX
TEOPETUIECKUX CBOETO pelIeHus, aCIIeKTOB
aCIIeKTOB peIICHUsI. XOpoliee 3HaHue BBINOJIHSEMBIX
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TEOPETUUECKUX 3aJaHUuN
aCIIEKTOB
BBIITOJIHSIEMBIX
3aJaHuH

4.2.5. Kputepuu onieHUBaHMsI BHEAYIMTOPHOH CAMOCTOSITEIbHOMH PadoThI
o0y4aromuxcst

Bumamu 3amaHuii s BHEAyAWTOPHOW CaMOCTOSITEIBHOH pabdOThl MOTYT
OBITh:

- JUISl OBJIQJICHUS 3HAHUSMH: YTE€HHE TeKcTa (y4eOHMKa, MEPBOMCTOYHHMKA,
JIOTIONIHUTEBHON  JINTEpAaTyphl); COCTaBJICHHE IUJIaHA TEKCTa; TpaduvecKoe
U300paKEHHUE CTPYKTYpPhl TEKCTA; KOHCIIEKTUPOBAHUE TEKCTA; BBITUCKUA U3 TEKCTA;
paboTta co ClOBapsAMH M CIPABOYHUKAMH, O3HAKOMJICHHE C HOPMATHUBHBIMU
JIOKyMEHTaMU; ydeOHO-HCClieIoBaTeNbCcKass paboTa; HCIOJIb30BAaHUE ayJIho- H
BHJICO3aNMCEN, KOMIIBIOTEPHOU TeXHUKU U IHTEpHETA U JIp.;

- IS 3aKpeIUIeHUs M CHUCTeMAaTH3allii 3HaHWM: paboTa C KOHCIEKTOM
gexkuun (0OpaboTka TeKCTa); MOBTOpHAas paboTa HajA Y4YEOHBIM MaTepuaIoM
(yueOHMKA, TIEPBOMCTOYHUKA, JOMOJHUTEIBHOM JUTEPATyphl, ayauo- U
BUJICO3aIIACEN); COCTABJIEHUE IJIAaHA U TE3UCOB OTBETA; COCTABICHUE TAOJHMIL JJIs
CUCTEMATU3AlMK Y4eOHOro Marepuaia; W3y4eHHE HOPMATHBHBIX MAaTEpHUAJIOB;
OTBEThl HA KOHTPOJbHBIE BOIPOCHI;, aHAJUTHYEeCcKas oOpabdoTKa TeKcTa
(aHHOTHpOBaHUE, PELEH3UPOBAHKE, pedEepPUPOBAHME, KOHTEHT - aHAIU3 U Ap.);
NOJATOTOBKAa COOOLIEHWH K BBICTYIUICHHMIO Ha CEMHUHape, KOH(pepeHIuY;
MOATOTOBKAa pedeparoB, AOKIAAOB; COCTaBlIeHUE OuOIMOrpaduu, TeMaTHYECKUX
KPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- utsi popMUpOBaHUST YMEHUI: PEICHUE 3a/1a4 U YIpaXKHEHUH 1Mo o0pasily;
pelieHrne BapUaTUBHBIX 3a/lad M yOPAXKHEHUW; PEHICHUE CUTYal[MOHHBIX
MPOU3BOJICTBEHHBIX (ITPO(PECCHOHANBHBIX) 3a/1a4; MOJATOTOBKA K JIEJIOBBIM UIPaM;
MPOEKTUPOBAHME W  MOJCIMPOBAHUE  Pa3HbBIX BUJOB U  KOMIIOHEHTOB
npohecCuOHANBHOMN NesSTENbHOCTH.

Buael 3amanuii  nys  BHEAyIMTOPHOM CaMOCTOSITEILHOM paboThl, HX
COJIEp’)KaHMEe U XapakTep MOTYT UMETh BapHaTUBHbIA U AU(dEpEeHIIMPOBAHHBIN
XapakTep, YYUThIBaTh CHEUU(PUKY CHEHUATBHOCTH, HW3y4aeMOW JUCIUIUIUHBI,
WHIUBUyaIbHbIE 0COOEHHOCTH 00y4aroIerocs.

[Ipu npeabsBICHUN BUJIOB 33IaHUM HA BHEAYAUTOPHYIO CAMOCTOSITEIBbHYIO
paboTy pEeKOMEHAYyeTCs UCHOJIb30BaTh JIU(PEepeHIMpPOBaHHBI MOAXO0A K
oOyuaromumcsi.  Ilepen  BbIMOIHEHHMEM — OOyYarOIMMHUCA  BHEAYJIUTOPHOM
CaMOCTOATENLHOM  paboOThl  MpemnojaBaTelib  MPOBOAUT  WHCTPYKTaX  TI0
BBITIOJTHEHUIO 33J1aHMs], KOTOPBIA BKIIIOYAET 1IEJIb 3aJIaHUs, €r0 COAepKaHue, CPOKHU
BBITIOJIHCHUS, OPUEHTUPOBOYHBIM OOBEM pabOThl, OCHOBHBIE TpPEeOOBAaHUSI K
pesynbratam  paboOThl, KpPUTEPUU OIEHKH. B  mpoliecce HMHCTpyKTaxka
MpernojiaBartelib  NPEIyNpekaaeT OOydalIMXCd O BO3MOXHBIX THITUYHBIX
OmMOKax, BCTPEYAIONINXCS TIPH BBITIOTHEHUH 3aJanusl. THCTpyKTaxk mpoBOAUTCS
npenojaBaTesieM 3a Cc4eT o0beMa BpEMEHH, OTBEJCHHOIO Ha HU3YyYEHHE
JACLUTUIAHBI.
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Bo Bpewms BbINosIHEHUST 00y4arOIMMUCS BHEAYIUTOPHOM CaMOCTOSATEIbHON
paboThl U IpU HEOOXOUMOCTH IPENOAABATENb MOKET MPOBOJUTH KOHCYJIbTALUN
3a c4eT 0011ero Oro1KeTa BpEMEHHU, OTBEICHHOTO HA KOHCYJIbTALIHH.

CaMmocTosTenbHass pad0Ta MOMKET OCYIIECTBIATHCS HHAWBHUIYAIBHO WIIU
rpynnamMu o0y4yarouxcs B 3aBUCUMOCTH OT 1IeTH, 00beMa, KOHKPETHOW TeMaTUKU
CaMOCTOATENBbHON padOThl, YPOBHS CJIOKHOCTH, YPOBHSI YMEHHI 00y4YarOIIMXCA.

KouTtponb  pe3ynpTaToB  BHEAYAUTOPHOM  CAMOCTOSITENBHOM  pabOTHI
00y4aromuxcsi MOXKET OCYIIECTBIISATHCSA B TpEJeiIax BPEMEHH, OTBEICHHOTO Ha
oOsi3aTenbHbIe  y4yeOHbIE 3aHATHUS MO JAUCHUIUIMHE W BHEAYJIUTOPHYIO
CaMOCTOSITENIbHYIO paboTy O0ydaroummxcs Mo AUCHUIUIMHE, MOXKET MPOXOIUTHh B
NUCHbMEHHOW, YCTHOW WJIM CMEUIaHHOW (opMe, C MPENCTaBICHUEM W3JEIUS WU
IPOAYKTa TBOPUYECKOM JIEATENBHOCTH 00YyYaroIerocs.

KputepussmMu OLIEHKM pe3yabTaTOB BHEAyJAUTOPHON CaMOCTOSATEIbHON
paboThl 00y4ArOIIErocs SABIISIOTCS:

- YPOBEHb OCBOEHUS 00yUaroIUMCsl y4eOHOro MaTepuraia;

- yMeHHEe OOy4alollerocs HCIOJIb30BaTh TEOPETUUYECKUE 3HAHUS MPH
BBINIOJTHEHUH MTPAKTUUECKUX 33]1a4;

- c(pOpMUPOBAHHOCTH OOIIICYYECOHBIX YMEHHUIA;

- 000CHOBAHHOCTh ¥ YETKOCTh U3JI0KEHUSI OTBETA;

- ohopmIIeHHE MaTepuaia B COOTBETCTBUH C TPEOOBAHUSIMU.

4.2.6. Kputepum onleHUBaHUS BBHITOJHEHUS] IOMANIHEH KOHTPOJILHOH padoThI
(ns1st 3204HOM pOpMBI 00YUEHMS)

«OTJINYHO» «XOpOILO» «YIOBJIETBOPUTEIIBHO» | «HEYIOBICTBOPUTEIBHO
IIOJIHOE H IIOJIHOE U YaCTUYHO MTPABUJIIBHOE | JAOMAIIHAS KOHTPOJIbHAS
IIPABUJIBHOE [IPaBUIILHOE BBIITOJIHCHUU 3aJaHUN pabota He
BBIITOJIHEHUE BBIIIOJIHCHHE JIOMAIIHEN IIPEIOCTABIICHA
3aJJaHUi JOMallHe | 3ajaHuil ToMalHed | KOHTPOJbHOM paboTshl, 00yyaromuMcs Uiu
KOHTPOJIBHOU KOHTPOJIBHON HEKPUTHYECKHUE ITOJIHOCTBIO HE
paboThl, rpaMOTHOE paboThI, OLIMOKH B COOTBETCTBYET
IIOCTPOEHUE HE3HA4YMTEIIbHBIC oopmiieHUH padoTHl, TpeOOBaHUSM,
OTBETOB, OLIMOKH U JIOTIOJIHUTEIIbHBIE IIPEABABISIEMBIM K €€
odopmieHue IIOTPEIHOCTH B Hay4HbIC U odopmileHHnIO U
paboThI B TOJTHOM oopmieHun HOPMATHUBHBIC COZIEPKAHUIO
COOTBETCTBHH C paboThl, HACTOYHUKHU HE
IIPEIbABIAEMBIMU JIOTIOJIHUTEIIbHBIE UCIIOJIB30BAIUCh
TpeOOBaHUSIMU Hay4HbIC U
HCIIOIb30BaHUE HOPMAaTUBHBIE
JTOTIOJTHUTEIbHBIX VMCTOYHMKHU HE
HAy4YHBIX U UCIIOJIb30BAJIUCh
HOPMAaTHBHBIX
HMCTOYHUKOB
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4.2.7. Kputepuu onieHMBaHMsI 3HAHUI U YMEHUI 110 HTOramM
OCBOEHMS TUCIHUTLIHHBI

[MpomexyTouHasi arrectanusi (UTOTOBBI KOHTPOJB) MPOBOAUTCS B (hopme
3a4eTa B XOJ/I¢ dK3aMEHAIIMOHHOW ceccuu. K 3adery momyckaroTcs oOydaromuec,
YCIICIITHO ~ BBIMIOJHUBIIAE BCE BHIBI OTYETHOCTH, NPEAYCMOTPEHHBIC TIO
JTUCIUIUTMHE Y4eOHBIM TUIAaHOM. B Xoze 3adera mpoBEpseTCS CTENEeHb YCBOCHHUS
MaTepHuaa, yMeHUE TBOPUYECKH U TOCIIE0BATEBHO, YeTKO U KPaTKO OTBEYAThH Ha
MIOCTaBJICHHBIC BOIPOCHI, JieJaTh KOHKPETHBIE BBIBOABI U  (OPMYIHPOBATH
00OCHOBaHHBIE MTPEITIOKEHUSI.

B Xoze UTOroBoro KOHTPOJIS aKIEHT JeNaeTCsl Ha TPOBEPKY CIIOCOOHOCTEH
O0ydJaronmMxcsi K TBOPYECKOMY MBIIUICHHIO M WCIOJB30BAHUIO TMOHATUIHHOTO
ammapata JUCHHMIUIMHBI B PEHICHUH  NPO(ecCHOHANbHBIX  3agad o
COOTBETCTBYIOIICH CIIEIUATEHOCTH.

3HaHUs, YMEHUS W HaBBIKM OOYYaIOUIMXCS HAa 3a4eTe OIICHUBAIOTCS IIO
CHCTEME «3a4TE€HO», «HE 3auTeHo». OleHKa OO0BsABISETCS O0ydaromeMmycs Io
OKOHYaHUU ero OTBeTa Ha 3auere. [lomokuTenpHas oleHKa («3a4TeHO0») 3aHOCUTCS
B 3aYETHO-DK3aMCHAIIMOHHYIO BEJIOMOCTh M 3a4CTHYK) KHIDKKY JIMYHO
nperonaBateneM. OIEHKa  «HE  3a4T€HO»  MPOCTABIIIETCS  TOJIBKO B
IK3aMEHAIIHOHHYIO BEJJOMOCTb.

OOmMH  KpUTEPUSIMH, OTPEACISIONIMMA OICHKY 3HAaHMW Ha 3ad4ere,
SIBIISTIOTCSI:

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

MIPaBWJIbHO PEUICHBI IPAKTUUECKUE 3aJaHUS;
B OTBETAX B OCHOBHOM BBIJIEJISAJIOCH [VIABHOE,
[IOKa3aHO YMEHUE aHAJTU3UPOBaTh (DaKTHI,
COOBITHS, SIBJICHUS, TIPOLIECCHI B MX
B3aMMOCBS3HU U TUAJIEKTHUECKOM Pa3BUTHH.
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