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Pabouast mporpamMma AMCIMIUIMHBI OJI00peHa Ha 3acelaHuu Kadeapsl
HKOHOMUKHU U OYXTaJITEPCKOIO yUeTa.

[TpoTtokou ot 24 Hos0pst 2021 1. Ne 4.

H.II. Cemetiknna

(HO//;{{CB) (MHUIHATIBL, (haMUITHSI)
PazpaboTunk: Z

IIPEI0JIaBATEIIb / s . A .. lIImoiinosa

3aBenyromuii kadeapoi

(3aHMMaeMast JOJDKHOCTB) éﬁiﬂnn%) (HULMATEL, (aMuIIHs)



1. OBIIASI XAPAKTEPUCTUKA PABOYEHN ITPOT'PAMMBbI

JUCHUAIIJINHBI
OI1.13 JJokyMeHTAIIMOHHOE 00€eCcIIeYeHHE VIIPABIECHUS

(MHICKC, HANMCHOBAHUE TUCITUILIIHEI)

1.1. O6aacTs npuMeHeHUus padouyeil MporpaMMbl

Pabouas mporpamma QUCHUIUIMHBI pa3zpaboTaHa Ha ocHoBe DenepanbHOTO
rOCy/IapCTBEHHOTO 00pPa30BaTEIBHOTO CTaHAApTa CPEAHEro MpPoeCCHOHAIHLHOTO
oOpazoBanus no crnenuanbHocTH 40.02.01 IlpaBo m opranuzanus COLUAIBLHOTO
oOecrneyeHust, yTBEpKJIEHHOro MpuKazoM MuHHCTepcTBa 00pa30BaHUS U HAYKU
Poccuiickoii  ®enepaunn ot  12.05.2014 Ne 508, wu sBiuseTcs 4YacThlO
o0Opa3oBaTeNbHON MpOrpaMMbl B YacTU OCBOCHHUS COOTBETCTBYIOIIMX OOIIMX
kommneTeHui (nanee — OK) u npodeccroHanbHbIX KoMmneTeHui (naiee — [1K):

Kon
HanmenoBanue komneTeHInn
KOMIIETEHIIHI

OK 1 ITonnmatp CYUHOCTb M COLMAIILHYIO 3HATUMOCTE cBOeH Oyaymei nmpodeccuu,
MPOSIBJIATH K HEW YCTOWYMBBIA HHTEPEC
OpranuzoBbIBaTh COOCTBEHHYIO AESITEIbHOCTh, BHIOMPATh THUIIOBbIE METOBI U

OK 2 CHOCOOBI BBITOJIHEHUS MPO(ECCHOHAIBHBIX 33/1a4, OLIEHUBATh UX
3 PEKTUBHOCTH M KAYECTBO

OK 3 [IpuHuMaTh penieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYalUsAX U HECTH 3a
HUX OTBETCTBEHHOCTh
Ocy1ecTBIATh MOUCK U UCIOIb30BaHNe HH(POpMALINK, HEOOXOUMON IS

OK 4 3 PEKTUBHOTO BHIMOTHEHUS TPOPECCHOHATBHBIX 3a71a4, MPO(HEeCCHOHAIBHOTO U
JIMYHOCTHOTO Pa3BUTHUS

OK 5 Hcnonb3oBath nHOOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npoecCHOHAIbHON e TEIbHOCTH
CaMocTOATeNbHO ONPEeNATh 334a4H MPO(HECCHOHATBHOTO M IMYHOCTHOTO

OK 8 pPa3BUTHS, 3aHUMATHCSI CaMOOOPa30BaHNEM, OCO3HAHHO TUTAHUPOBATH
MOBBINNICHUE KBAUTH(DUKAIIIT

OK 9 OpuEHTHPOBATHCS B YCIOBUSIX MTOCTOSIHHOTO M3MEHEHHSI TIPABOBOM 0a3bl
OcymecTBIATh NPodecCHOHATBHOE TOIKOBAaHIE HOPMATHBHBIX ITPABOBBIX aKTOB

K 1.1 JUTSL peaTi3aliiy IpaB Tpaxkaad B chepe MEHCHOHHOTO 00ECTICYeHUS 1
COLMAJIBHOM 3aIlUTHI

K 1.2 OcyH_IeCTBJ'IUHTB MpHeM IrpaXKIaH 1o BOPOCcaM MEHCHOHHOT0 00ecrieueHus U
COLIMAJILHOM 3alllUThI
PaccmaTtpuBath maketT JOKyMEHTOB JIJIsl HA3HAYCHUS MIEHCUH, TOCOOUH,

IIK 1.3 KOMIIEHCAIIMH, APYTUX BBIILJIAT, @ TAK)KE MEP COLIMATIBLHON MOIIEPKKU
OTJICJIbHBIM KaTeTOPUsIM IpakIaH, HY KIAIOIIMMCS B COIIMATIBHOM 3a1IuTe
OcymiecTBiISITh yCTaHOBIEHHE (Ha3HAUCHUE, TIepepacueT, MePeBo),

K 1.4 MH/IEKCAITUIO 1 KOPPEKTUPOBKY MEHCU, Ha3HAUYSHHE TOCOOMH, KOMIIEHC AU 1
JIPYTUX COLMAJIBHBIX BBIILJIAT, UCIOJB3YS HHPOPMAIIMOHHO-KOMIIBIOTEPHBIE
TEXHOJIOTHH

K 1.6 KoHcynbTHpOBaTh rpakiaH U MpeACTaBUTENEH IOPUANYECKUX JIULL [T0 BOIPOCaM

IIEHCHOHHOT'O 00CCIIEUCHHS U COLII/IaHLHOI\/'I 3alllUThI
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1.2. MecTO TUCHMIIIMHBI B CTPYKTYpPe 00pa30BaTeibHOM MPOrpaMMbl

HuciuminHa «JloKyMeHTallMOHHOE OOeCrieYeHHe YNPABJICHUs OTHOCUTCS K
o01enpo@eccCuoOHAbHBIM AUCIUIUIMHAM NPO(EeCCUOHATBHOTO IIUKIIA JUCIUILINH.

basupyercs Ha paHee W3YyYEHHBIX JUCHUIUIMHAX: «MEHEIKMEHTY,
«DKOHOMHUKA OpraHu3auuy. 3HAHWS, YMEHHUS W HaBBIKH, (QopMUpyeMbIe
TUCITUTIINHON «/[oKyMeHTarmoHHOe o0ecredeHue yIpaBICHUs» HEOOXOIUMBI IS
MOCJICYIONIETO M3YYCHHUS TaKUX JUCHUILIMH TMPOodeCcCHOHATBHOTO Y4eOHOTO
mukiaa  kak  «HpopManmoHHBIE  TEXHOJOTMHM B MPOQecCHOHATbHOU
nesTenbHOCTHY, «OpraHu3anusi padOTHl OPTraHOB U YUPEKICHUN COIUATBLHOU
3alIUThl HacesneHus, opraHoB IlencumonHoro ¢ouna Poccuiickoit denepanmu
(ITdP)», a Takxke 1151 TPOXOKIACHUS YICOHOM M MPOU3BOJCTBEHHOM MPAKTHK.

1.3. Heab 1 nJ1IaHupyeMble pe3yabTaThbl 0CBOEHHS 1M CHUILIHHBI

Ilesnb IUCIUIIIMHBL: HAYYUTh CTYJEHTOB IIOHUMATh CYIIHOCTb, LICJIH, 3a1a4U
U TpPUHLOUIOBl  JEJONPOM3BOACTBA €  HMCHOJB30BAaHUEM  HMH(POPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH B MPO(EeCCHOHATBHOM IeATETbHOCTH.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yYarOUIUNCS T0TKEH YMETh:

- ohopMISITH  OpPraHU3AIMOHHO-PACTIOPAIUTEIBHBIE  TOKYMEHTHI B
cootBercTBUM ¢ AeicTByrommM ['OCTom (V1);

- OCYIIECTBISITh O0OpabOTKY BXOIMIINX, BHYTPEHHUX H HCXOSIIUX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCTIONHEHUEM (Y2);

- obopMIISITH TOKYMEHTHI J1s1 Tlepeiaur B apxuB opranuzanuu (Y 3).

B pe3ynbraTe 0CBOSHUS AUCIUTUTHHBI 00YUJaIONTUIICS TOJDKEH 3HATH:

- IOHATHE IOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI ToKyMeHTHpoBaHUs (31);

- mpaBWwiIa  COCTaBleHUS W OQOpMIICHHS  OpraHU3allMOHHO-
pacnopsiauTenbHbIX 1oKyMeHTOB (nanee - OPJI) (32);

- CHUCTEMY ¥ THUIIOBYIO TEXHOJIOTHIO JTOKYMEHTAI[MOHHOTO O00ECIICUCHUS
ynpasnenus (nanee - JI0Y) (33);

- O0COOEHHOCTH JCJIONMPOM3BOACTBA IO OOpameHus M TpaxaaH W
KOH(HICHIIMAIEHOTO JACIONPOn3BOACTBA (34).



2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1. O0beM IUCHUIVIMHBI U BUABI Y4eOHOH padoThI 1/ 04HOH (GopMBbI

o0yueHust

Bun yaeOHO# paboTHI O0BeM JacoB
MakcumaibHas yueOHast Harpy3Ka (BCero) 54
O0s3arenbHbIe ayAUTOPHBIC yueOHBIE 3aHsTUS (BCETO) 38
B TOM YHCJIE:

JAeKyulU 19

npaxkmuieckue 3aHAmusl (8 mom yucie 3adem) 19
CamocrosTensHast paboTta oOyuatomerocst (Bcero) 16
B TOM YHCIIE:

U3yYeHUe KOHCNEKMO8 JeKYUUl U PEKOMEHOO0BAHHOU IUMePamypbl 12

n0020MoeKa 00K1A008 4

[IpomexyTouHas artecTanys B GOpMe KOHMPOAbHOU pabombl NO CUCTEME OYEHOK «3AYMEHOY/«He
3aumenoy

2.2. O0beM TUCHUILIMHBI U BUBI Y4eOHO# padoThI /15 3204HO GopMBbI

o0yuyeHust

Buj yuebHoit paboThI O6Bem yacos
MakcumaibHas yueOHas Harpy3ka (Bcero) 54
O0s3arenbHbIe ayAUTOPHBIC yueOHbIE 3aHsTUS (BCETO) 8
B TOM 4HCIIE:

JleKyuu

npakmuyecKkue 3aHAmus (8 mom ducie npomelCcymoyHas ammecmayis) 8
CamocrosTenpHast paboTta o0yuatomerocst (Bcero) 46
B TOM 4HCIIE:

uzyueHue KOHCNeKMo8 JeKyuil U peKoMeHOO8AHHOU Tumepamypbol 0is 32
N0020MOBKU K NPAKMUYECKUM 3aHAMUSAM, 3a4emy

BbINOIHEHUE OOMAUHEl KOHMPOIbHOU pabombl 14

ITpomexxyTouHas arTecTanus B opMe domauineli KOHMpOIbHOU padomel U KOHMPONbHOU pabombl nO
cucmeme OYeHOK «3a4meHO»/«He 3aUmenoy
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Koabl xommerenmumid,

HaumeHnoBanue paznenos O6bem (hopMHPOBaHUIO
Conepxanne yaeOHOTO MaTepraia U (OpMbI OPTaHU3AINH ACITEITHHOCTH 00yJaroNuXCs
U TeM 9acoB | KOTOPBIX CIIOCOOCTBYET
JJIEMEHT MPOTPAMMBI
Copepxanne yueOHOTO MaTepuana
Ionsatus «uHpOpManUs» u «IOKyMeHT». Ponb wHpOpMamuu B CONUATBHO-’KOHOMHUYECKUX
nporeccax.  llommdyHKumMoHaTPHOCTS MOKyMeHTa. HMHdopMmanuoHHasi, KOMMYHHUKaTHBHa,
colpanbHas, KyJIbTypHas, yIpaBieHUYECKas, IpaBOBas, HCTOpPHYECKas H Apyrue (QPyHKIUH
nokymeHToB. [loHsTHe o0 pgokymeHTHpoBaHWU. (OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.
MarepuranbHple HOCHTENH WHMOPMAllMd W WX BIHAHWE Ha JOJTOBEYHOCTh M COXPaHHOCTH 8
JOKYMEHTa. 3aKOHOJATeNbHBIE aKThl, pErJaMeHTHPYIONIME OpTraHM3aluio  paboTBl ¢
Tema 1.Cymraocth JIOKYMEHTUPOBAHHOU nHpOpMaIUei. HopMmaTtuBHO-MeTOAMUYECKIE JIOKYMECHTBI,
JIOKYMEHTAlHOHHOI'O periiaMeHTHPYIONUE TIOPSIOK BBIIAYM M TpeOOBaHUS K O(GOPMIICHUIO KOIMUN B OpPraHU3AIHAX, OK1, OK2, OK3,TIK 1.1,
obecrieueHus KOTOPBIE SBIISTFOTCSI aBTOPaMH TOKyMEHTOB. OCHOBHBIC HOPMATHBHBIC aKTHI, PETIIAMEHTHPYIOIITHE IIK 1.2, I1IK1.3, I1K1.4
yIpaBIeHUS JIOKYMEHTHUPOBAHUE YIPABICHUECKOH JIEATEILHOCTH
Jlexmu 3
[IpakTudeckoe 3aHsATHE
1.YcrHeIii ompoc. 3
2. Jluckyccus no JOKIagy
CamocTosTenbHas pabota 00yJaroIuxcs
1.Pabora ¢ pekOMEeHIOBaHHOH YIeOHOM JTHTEpaTypOi; 2
2.IToaroToBKa AOKIAJ0B Ha TEMBI: «DTaIbl HCTOPHS Pa3BUTHA AIONPOU3BOJICTBA B Poccumy.
Copepxanue yueOHOTO Marepuaa
XapakTepucTUKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepUCTHKAa U COCTaB
Tema 2. pacToOpsIINTENBHBIX TOKYMEHTOB. XapaKTePUCTHKa M COCTaB WH(OPMAIIMOHHO-CIPABOYHBIX
YnpasneHueckas JIOKYMEHTOB. YHU(UKaus u cranaaptu3amnus. [loHaTue «cucrema JOKyMeHTalUn, € MPU3HAKH.
JnokyMmeHTanus. @yHKIMK | DyHKIMOHANIBHEIE W OTpacieBhIE CUCTEMBI JIOKyMEHTanuu. [loHATHE «yHUQUIMPOBaHHAS
YIpaBIeHIECKON CHUCTeMa JOKyMEHTaluw». | OCyJapCTBEHHBIC CTaHIAPTHl HAa YHH(DHUIMPOBAHHBIC CHUCTEMBI
JTIOKYMEHTAITHH. JIOKYMEHTALIMH, PerjiaMeHTUPYIOLHe O0Ie IpaBuia X pa3paboTKU U IMOCTpOocHHs hopMyJispa- 8 K 2.3, 11K 2.4
YHauduuupoBaHHsie obpasua. Ilonstue «yHudumpoanusie GopMbl JOKyMeHTOB. OOIMIEPOCCHIICKHE U OTpPAacCiEBhIC
CHUCTEMBI YHUPUIIMPOBAHHEIE ()OPMBI JIOKYMEHTOB; YHU(DHUIIMPOBAHHBIE (DOPMBI JOKYMEHTOB MPEATIPUAITHS,
YIPaBJICHUYECKOU NMOPSZIOK WX BBeAEHUST B JelcTBue. PacmpeneneHne cocraBa BHAOB W Pa3sHOBUIHOCTEH
JIOKYMEHTALAH. JIOKYMEHTOB OIpeneIEHHOr0 KOMITIEKca 0 3a1adaM yupaBieHus. Bumbsl kormid. TpeboBaHus K

O(OPMIICHUIO Pa3IMYHBIX BUIOB KOIUH JOKYMEHTOB. HOpMaTHBHO-METOIMYECKUE TOKYMEHTHI,
perIaMeHTUPYIOIINE TOPSJOK BbIJIaYd U TpeOOBaHUS K O(QOPMIICHHIO KOMUI B OpraHU3aIMsIX,




KOTOPBIC ABJISIFOTCA aBTOPAMU JOKYMCHTOB.

Jlexmu

IIpakTHueckoe 3aHATHE
1.JIextus ¢ pa36opoM KOHKPETHBIX CUTYAaITH.
2.00cyxaeHne TOKJIaaa.

CamocTosTenbHas padbota 00yJarouXxCs

1.PaGoTa ¢ HOpMaTHBHBIMU aKTaMHU

2.MOJrOTOBKa JIOKIanoB Ha TeMmbl: «Kiaccudukaiusi ynpaBiIeHYeCKHX JIOKYMEHTOB IO
colepkaHuro (O BUAAM  JICATCIIBHOCTH)  OpPTaHHM3AllMOHHBIE,  PACHOPSIUTEIbHbBIC,
WH(OPMAITMOHHO-CIIPABOYHBIEY.

Tewma 3. IlonsTue
«PEKBH3HT JOKYMEHTA.
CxeMa pacroaoXKeHus U
XapaKTePUCTHKA
PEKBH3HUTOB

ConeprxkaHne yaeOHOTO MaTepraia

ITonsitue «pekBu3uT». IlOCTOSIHHBIE W TEPEMEHHBIC PEKBU3UTHI, MOPSAOK MX HAHECCHUS MpHU
COCTaBJICHUH JOKyMEHTa Wi pabore ¢ HuM. [IpaBuna odopmiieHHs pPEKBU3UTOB. YTJIOBOE U
MPOAOIHHOE PACTIONOKEHNE PEKBU3UTOB TIOKyMeHTa. CTPYKTypa JOKYMEHTAa.

Jlexun

[IpakTudeckoe 3aHsATHE
1.0dopmiieHne JOKYMEHTA C HCIIOJIb30BAHUEM PEKBH3UTOB JOKYMEHTA
2.Tect

CaMocTosTeNbHas paboTa 00yJarOIIUXCS

1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

2.Ilpaktukym: mpaBuiaa OGOPMIICHHS PEKBHU3UTOB, YIJIOBOE M IPOAONBHOE PACIOJIOKECHHUE
PEKBU3UTOB IOKYMEHTA

OK 5,1IK 2.2, 1K 3.1

Tewma 4. OcHOBHBIE
yIIpaBICHICCKUE
JIOKYMEHTBI, COCTABJICHHE
u oopmileHHE

Coneprkanne yaeOHOTO MaTepraia

CocraBiieHue u OQOPMIICHUE OCHOBHBIX YIPABJICHYECKUX JOKYMEHTOB: YCTaB, TOJOXKEHHUE O
CTPYKTYPHOM TOJPAa3IEICHNH, TPOTOKOJBI, aKThI, 3aKIIIOYCHHUS, CITY)KEOHBIC 3alMCKU, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPaBKH, MCHMA U JIP.

Jlexun

[IpakTudeckoe 3aHsATHE
1.0dopmiieHue OiaHka OpraHu3anuu
2.0dopmMiieHHE paCTIOPSIIUTEIHLHBIX JOKYMEHTOB.

CamocrosTenpHas paboTa 00yJaronuxcst
1.IToaroroBka K MPOBEPOYHOI paboTe, paboTa ¢ HOPMATUBHEIM MaTEPHATIOM.
2. IlpakTukym: oopMIIeHHE CITY)KEOHBIX ITHCEM H JIPYTHX ONePaTUBHO-CIIPABOYHBIX JIOKYMEHTOB

OK &, IIK 3.3,IIK 3.4

Tema 5. Opranm3arus
IOKyMEHTOO00pOTa

ConeprxkaHne yaeOHOTO MaTepraia

[lonsTne noxymeHTo0O60pOoTa. OCHOBHBIE TIOTOKH YIIPABIEHYECKHX IOKYMEHTOB: BXOISIIHIA,
UCXOJAIINN, BHYTpEHHUH. JIBUDKEHHE BXOMANINX YIPABJICHYCCKHX JIOKYMEHTOB: IEPBUYHAS
00paboTKa, perucTpanus, pacCMOTPEHHE PYKOBOJICTBOM OPTraHU3allny, Tiepeaaya Ha UCTIOJTHEHHE,
KOHTPOJIb 32 UCTIOJHEHHEM, CITMCAaHNE HCIIOJTHEHHOTO TIOKYMEHTA B JIETIO.

1K 4.1, TIK 4.2




OTalbl MPOXOXKACHUA UCXOAAIUX JOKYMCHTOB: MOATrOTOBKA MPOCKTA, COrJIaCOBAHUC, ;[opa60TKa
110 3aMCUYaHHUAM, pCTUCTpAlUd U OTIIPABKA.

Jlexiun

IIpakTrUueckue 3aHsATUA

1.Ilonsate moxymeHTOOOOpOTa. OCHOBHBIE MOTOKH YMPaBICHYECKUX IOKYMEHTOB: BXOJSIINH,
UCXOASIINI, BHYTPEHHUI.

2.0dopmMiieHHE PACTIOPSITUTEIHLHBIX JOKYMEHTOB.

CaMocTosTeNbHas paboTa 00yJarOIINXCS
1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

Tema 6.
Jenonpoun3BoCTBO B
KaJpoBOH ciyx0e

Coneprxanne yaeOHOTO MaTepraia

YHuduupoBaHHas cucTeMa OPraHU3allMOHHO-PACIIOPSIUTEIBHOW JIOKYMEHTAIIMA TIO KaJpaM.
JlokyMeHTaIusi TpyIOBBIX OTHOIIEHUH B KaJpoOBEIX cinyxk0ax. CocTaB TOKYMEHTOB 1O JTUYHOMY
cocraBy. CocraBiieHHe U OQOPMIICHUE 3asiBIICHUH, TPYIOBOTO JOroBOpa (KOHTPAKTa), JIMYHON
KapTouku (opmel T2, TpWKa3oB IO KaapaM, XapaKTEPUCTHKH pabOTHHWKA, aBTOOHOTpaduu
paboTHUKa, aHKEThl pabOTHWKA, JHYHOTO Jena padoTHWKA. TpynoBas KHIDKKA: BbIgaua,
odopmiieHue, xpaneHue. GopMupoBaHHE U HOMEHKJIATYpA JET 110 Kajpam.

Jlexmu

IIpakTHueckoe 3aHATHE

1.PaboTta B MamnbIX Tpymnmax: 3Tambl TPOXOKISHUS UCXOIAIINX JOKYMEHTOB, TIOJITOTOBKA MTPOEKTA,
corjiacoBaHue, 0pabOTKa Mo 3aMEUaHUSIM, PETUCTPAIUS U OTIIPaBKa

2.DopMUpOBaHNE ¥ HOMEHKIIATYpPa JeJl TI0 KaJIpaM.

CaMocTosTeNbHas paboTa 00yJaroIIHXCs
1. Pabora C JIOTOJHUTENBHOM TUTEpaTypOH.

[IK 2.1

Tema 7. TexHuueckoe
obecnieyenne pabOTHI ¢
yIIpaBJICHUYCCKHUMHU
JTOKYMEHTaMH.

Copepxanne yueOHOTO MaTepuana

OOmiast XapakTepUCTHKA W BHIBl OPraHU3AIMOHHBIX TEXHHYECKUX CPEACTB. IlepcoHAIbHBIC
KOMITBIOTEPhI B COBPEMEHHOM JeJI0NPOU3BOACTBE. [TOpsIIOK OpraHu3aiuy 10KyMEHTO000poTa ¢
HCTIONIb30BaHUEM cperncTB TENEKOMMYHHKAIIHH. ABTOMATH3MPOBAHHBIC CUCTEMBI
JIOKYMEHT0000pOTa.

Jlexun

IIpakTrueckoe 3aHATHE
1.[lenoBas urpa: TpynoBas KHUXKKa: BeIja4a, oQOpMIICHHE, XpPaHCHHE
2. Tect

CaMocTosTeNbHas paboTa 00yJarOIIUXCs

1.PaboTa ¢ HOpMaTHBHBIMHU TIPABOBBIMU aKTaAMHU

2.IlogrotoBka jgokiamoB Ha TeMmy: «llepcoHanbHBIE KOMIBIOTEPHI B  COBPEMEHHOM
JIEJIOTIPOU3BOJICTBEY.

OK 4, IIK 3.2

Tema 8. Cuctemaru3anus
1 XpaHCHHE

Coneprxanne yaeOHOTO MaTepraia

Howmenknarypa aen. TpeboBanus ['ocyqapcTBeHHONW CHCTEMBI JOKYMEHTAIIMOHHOTO 00€CTIeueHUs

OK9,I1K 4.3, TIK 4.4
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YHOpaBJICHYCCKUX
JOKYMCHTOB

YOPABJICHUS K COCTABJICHUIO HOMEHKJIATyphl nei. Conmep:kaTellbHas 4acTh HOMEHKJIATYPHI NET:
HUHJIEKCHI JIeJ, 3ar0JIOBKU JIEJ], KOJIMYECTBO JEN, CPOKU XPAHEHUS U HOMEDP CTAThH IO MEPEYHIO,
npumedanms. Dopmuposanue Aei. [Ipusnaku 3aBeneHus aen. TpeboBanus K GopMUPOBAHUIO I
IIpaBuna rpynnupoBKH AOKYMEHTOB Jiefia MO BUAaM U XpoHoJoruu.IloAroToBka HOKYMEHTOB K
ApXMBHOMY XPAaHEHHUIO. OKCIEpPTU3a I[EHHOCTH JOKyMeHTOB. (CocCTaBlIeHUE ONUCEH s
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHHs JTOKYMEHTOB, NI 10 JUYHOMY COCTaBy. AKTHI O
BBIJIETICHUH K YHHYTOXEHHIO JIEN C UCTEKIIUMHU CPOKaMH XpaHEHHsI.

Jlexkun 2

[IpakTudeckoe 3aHsATHE

1.®opmupoBanue nen. Ilpu3naku 3aBeneHus nei. TpeboBanws k GopmupoBanuio Aen. [IpaBuima )

TPYIIHPOBKY JOKYMEHTOB JIejia 110 BHIAM M XPOHOJIOTHH.

2.IloaroToBKa JOKYMEHTOB K apXHBHOMY XPaHCHHI0. JKCIIEPTH3a IEHHOCTH JIOKYMEHTOB.

CamocTosTenbHas pabota 00yJaromuxcs

1.Pabora ¢ HOpMaTHBHBEIMH aKTaMHU. )

2.CocraBieHue OMHCed AJIs TOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XpPaHCHHS JOKYMEHTOB, JCI IO

JUYHOMY COCTaBY.

KonTtposbHas paboTa 1o crcTeMe OIIEHOK «3a4TCHOY/«HE 3a4TEHOY 2
Bcero 54
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2.4. TemaTH4YeCKMid IJIAH U COIEPKAHNE TUCHUIUINHBI JJI 32049HO0 GOpMBI 00yUeHMsI

Koabl xommerenmumid,

HaumeHnoBanue paznenos O6bem (hopMHPOBaHUIO
Conepxanne yaeOHOTO MaTepraia U (OpMbI OPTaHU3AINH ACITEITLHOCTH 00yJaronuXCs
U TeM 9acoB | KOTOPBIX CIIOCOOCTBYET
JJIEMEHT MPOTPAMMBI
Copepxanne yueOHOTO MaTepuana
Ionsatus «uHpOpManUs» H «IOKyMeHT». Ponb wHQOpManmuu B CONUATBHO-’KOHOMHYECKUX
nporeccax.  llommdyHKumMoHaTPHOCTS MOKyMeHTa. HMHdopMmanuoHHasi, KOMMYHHUKaTHBHa,
colmanbHas, KyJIbTypHas, yIpaBieHUYECKas, IpaBOBas, HCTOpPHYECKas H Apyrue (QyHKIUH
nokyMmeHToB. [loHsTHe o0 pgokymeHTHpoBaHWU. (OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.
MarepuranbHple HOCHTENH WHMOPMAllMd W WX BIHAHWE Ha JOJTOBEYHOCTh M COXPaHHOCTH 4
JOKYMEHTa. 3aKOHOJATeNbHBIE aKThl, pErJaMeHTHPYIONIHE OpTraHM3aluio  paboTBl ¢
Tema 1.Cymraocth JIOKYMEHTUPOBAHHOU nHpOpMaIUei. HopMmaTtuBHO-MeTOAMUYECKIE JIOKYMECHTBI,
JIOKYMEHTAlHOHHOI'O periiaMeHTHPYIONUE TOPS/IOK BBIIAYM M TpeOOBaHUS K OGOPMIICHUIO KOIMUN B OpPraHU3AIHAX, OK1, OK2, OK3,TIK 1.1,
obecrieueHus KOTOPBIE SBIISTFOTCSI aBTOPaMH TOKyMEHTOB. OCHOBHBIC HOPMATHBHBIC aKTHI, PETIIAMEHTHPYIOIITHE IIK 1.2, I1IK1.3, I1K1.4
yIpaBIeHUS JIOKYMEHTHUPOBAHUE YIIPABICHUECKON JICATEILHOCTH
Jlexmu -
[IpakTudeckoe 3aHsATHE
1.YcrHeIii ompoc. -
2. Jluckyccus no JOKIagy
CamocTosTenbHas pabota 00yJaroIuxcs
1.Pabora ¢ pekOMEeHIOBaHHOH YIeOHOM JTHTEpaTypOi; 4
2.ITloaroToBKa AOKIA0B Ha TEMBI: «DTaIbl HCTOPHS Pa3BUTHA AIONPOU3BOJICTBA B Poccumy.
Copepxanue yueOHOTO Marepuaa
XapakTepucTHUKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepUCTHKa U COCTaB
Tema 2. pacTopsIINTENBHBIX JTOKYMEHTOB. XapaKTePUCTHKa M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
YnpasneHueckas JIOKYMEHTOB. YHU(UKaus u cranaaptu3amnus. [loHaTue «cucrema JOKyMeHTalUn, € MPU3HAKH.
JnokyMmeHTanus. @yHKIMK | DyHKIIMOHANBHBIE W OTpacieBbIE CHUCTEMBl JOKyMeHTanuu. [loHsATHE «YHUPHUIMPOBAHHAS
YIpaBIeHIECKON CHUCTeMa JOKyMEHTaluw». | OCyJapCTBEHHBIC CTaHIAPTHl HAa YHH(DHUIMPOBAHHBIC CHUCTEMBI
JTIOKYMEHTAITHH. JIOKYMEHTALIMH, PerjiaMeHTUPYIOLHe O0Ie IpaBuia X pa3paboTKU U IMOCTpOocHHs hopMyJispa- 4 K 2.3, 11K 2.4
YHauduuupoBaHHsie obpasua. Ilonstue «yHudumpoanusie GopMbl JOKyMeHTOB. OOIMIEPOCCHIICKHE U OTpPAacCiEBhIC
CHUCTEMBI YHUPUIIMPOBAHHEIE ()OPMBI JIOKYMEHTOB; YHU(DHUIIMPOBAHHBIE (DOPMBI JOKYMEHTOB MPEATIPUATHS,
YIPaBJICHUYECKOU NOPSZIOK WX BBeAEHUsT B JelcTBue. Pacmpenenenue cocraBa BHAOB W PasHOBUIHOCTEH
JIOKYMEHTALAH. JIOKYMEHTOB OIpeneIEHHOr0 KOMITIEKca 0 3a1adaM yupaBieHus. Bumbsl kormid. TpeboBaHus K

O(OPMIICHUIO Pa3IMYHBIX BUIOB KOIUH JOKYMEHTOB. HOpMaTHBHO-METOIMYECKUE TOKYMEHTHI,
perIaMeHTHPYIOIINE TOPSJOK BbIIaud U TpeOOBaHUS K O(QOPMIICHHIO KOMUI B OpraHU3aIMsIX,
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KOTOPBIC ABJISIFOTCA aBTOPAMU JOKYMCHTOB.

Jlexmu

IIpakTHueckoe 3aHATHE
1.JIextus ¢ pa36opoM KOHKPETHBIX CUTYAaITH.
2.00cyxaeHne TOKJIaaa.

CamocTosTenbHas padbota 00yJarouXxCs

1.PaGoTa ¢ HOpMaTHBHBIMU aKTaMHU

2.MOJrOTOBKa JIOKIanoB Ha TeMmbl: «Kiaccudukaiusi ynpaBiIeHYeCKHX JIOKYMEHTOB IO
colepkaHuro (O BUAAM  JICATCIIBHOCTH)  OpPTaHHM3AllMOHHBIE,  PACHOPSIUTEIbHbBIC,
WH(OPMAITMOHHO-CIIPABOYHBIE.

Tewma 3. IlonsTue
«PEKBH3HT JOKYMEHTA.
CxeMa pacroaoXKeHus U
XapaKTEePUCTHKA
PEKBH3HUTOB

ConeprxkaHne yaeOHOTO MaTepraia

ITonsitue «pekBu3uT». IlOCTOSIHHBIE W TEPEMEHHBIC PEKBU3UTHI, MOPSAOK MX HAHECCHUS MpHU
COCTaBJICHUH JOKyMEHTa WM pabore ¢ HuM. [IpaBuna odopmiieHHs pPEKBU3UTOB. YTJIOBOE U
MPOAOIHHOE PACTIONOXKEHNE PEKBU3UTOB TIOKyMeHTa. CTPYKTypa JOKYMEHTA.

Jlexun

[IpakTudeckoe 3aHsATHE
1.0dopmiieHne JOKYMEHTA C HCIIOJIb30BAHUEM PEKBH3UTOB JOKYMEHTA
2.Tect

CaMocTosTeNbHas paboTa 00yJaroIIHXCS

1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

2.Ilpaktukym: mpaBuiaa OGOPMIICHHS PEKBHU3UTOB, YIJIOBOE M IPOAOIBHOE PACIOJIOKECHHUE
PEKBU3UTOB IOKYMEHTA

OK 5,1IK 2.2, 1K 3.1

Tewma 4. OcHOBHBIE
yIIpaBICHICCKUE
JIOKYMEHTBI, COCTABJICHHE
u oopmileHHE

Coneprkanne yaeOHOTO MaTepraia

CocraBiieHue u OQOPMIICHUE OCHOBHBIX YIPABJICHYECKUX JOKYMEHTOB: YCTaB, MOJOXKEHHE O
CTPYKTYPHOM TOJPAa3IEICHNH, TPOTOKOJBI, aKThI, 3aKIIIOYCHHUS, CITY)KEOHBIC 3alMCKU, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPaBKH, MCHMA U JIP.

Jlexun

[IpakTudeckoe 3aHsATHE
1.0dopmiieHue OiaHka OpraHu3anuu
2.0dopmMiieHHE paCTIOPSIIUTEIHLHBIX JOKYMEHTOB.

CamocrosTenpHas paboTa 00yJaronuxcst
1.IToaroroBka K MPOBEPOYHOI paboTe, paboTa ¢ HOPMATUBHEIM MaTEPHATIOM.
2. IlpakTukym: opopMIIeHHE CITY’)KEOHBIX MTHCEM H JIPYTHX ONePaTUBHO-CIIPABOYHBIX JIOKYMEHTOB

OK &, IIK 3.3,IIK 3.4

Tema 5. Opranm3arus
IOKyMEHTOO00pOTa

ConeprkaHne yaeOHOTO MaTepraia

[lonsTne noxymeHTo0O60pOoTa. OCHOBHBIE TIOTOKH YIIPABIEHYECKHX IOKYMEHTOB: BXOISIIHIA,
UCXOJAIINN, BHYTpEHHUH. JIBIDKEHHE BXOMANINX YIPABJICHYCCKUX JIOKYMEHTOB: IEPBUYHAS
00paboTKa, perucTpanus, pacCCMOTPEHHE PYKOBOJICTBOM OPTraHU3allny, Tiepeaaya Ha UCTIOJTHEHHE,
KOHTPOJIb 32 UCTIOJHEHHEM, CITMCAaHNE HCIIOJTHEHHOTO TIOKYMEHTA B JIETIO.

1K 4.1, TIK 4.2
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OTalbl MPOXOXKACHUA UCXOAAIUX JOKYMCHTOB: MOATrOTOBKA MPOCKTA, COrJIaCOBAHUC, ;[opa60TKa
110 3aMCUYaHHUAM, pCTUCTpAlUd U OTIIPABKA.

Jlexiun

IIpakTrUueckue 3aHsATUA

1.IlonsaTHe moxymeHTOOOOpOTa. OCHOBHBIE MOTOKH YMPaBICHYECKUX IOKYMEHTOB: BXOJSIIHH,
UCXOASIINI, BHYTPEHHUI.

2.0dopmMiieHHE PACTIOPSITUTEIHLHBIX JOKYMEHTOB.

CaMocTosTeNbHas paboTa 00yJarOIINXCS
1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

Tema 6.
Jenonpoun3BoCTBO B
KaJpoBOH ciyx0e

Coneprxkanne yaeOHOTO MaTepraia

YHuduupoBaHHas cucTeMa OPraHU3alMOHHO-PACTIOPSIUTEIBHOW JIOKYMEHTAIIMA TO KaJpaM.
JlokyMeHTaIusi TpyIOBBIX OTHOIIEHUH B KaJpoOBEIX cinyxk0ax. CocTaB TOKYMEHTOB 1O JTUYHOMY
cocraBy. CocraBiieHHe U OQOPMIICHUE 3asiBIICHUH, TPYIOBOTO JOroBOpa (KOHTPAKTa), JIMYHON
KapTouku (opmel T2, TpWKa3oB MO KaapaM, XapaKTEPUCTHKH pabOTHHWKA, aBTOOMOTrpaduu
paboTHUKa, aHKEThl pabOTHWKA, JHYHOTO Jena padoTHWKA. TpynoBas KHIDKKA: BbIgaua,
odopmiieHue, xpaneHue. GopMupoBaHHE U HOMEHKJIATYpA JET 110 Kajpam.

Jlexmu

IIpakTHueckoe 3aHATHE

1.PaboTta B MamnbIX Tpymnmax: 3Tambl TPOXOKISHUS UCXOIAIINX JOKYMEHTOB, TIOJITOTOBKA MPOEKTA,
corjiacoBaHue, 0pabOTKa Mo 3aMEUaHUSIM, PETUCTPAIUS U OTIIPaBKa

2.DopMUpOBaHNE ¥ HOMEHKIIATYpPa JeJl TI0 KaJIpaM.

CaMocTosTeNbHas paboTa 00yJarOIIHXCS
1. Pabora C JIOTOJHUTENBHOM TUTEpaTypOH.

[IK 2.1

Tema 7. TexHuueckoe
obecnieyeHne pabOTHI ¢
yIIpaBJICHUYCCKHUMHU
JTOKYMEHTaMH.

Copepxanne yueOHOTO MaTepuana

OOmiast XapakTepUCTHKA W BHIBl OPraHU3AIMOHHBIX TEXHHYECKUX CPEACTB. IlepcoHAIbHBIC
KOMITBIOTEPhI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [1OpsIOK OpraHu3ainuy 10KyMEHTO000poTa ¢
HCTIOJIb30BaHUEM cperncTs TENEKOMMYHHKAIIHH. ABTOMATH3UPOBAHHBIC CHUCTEMBI
JIOKYMEHT0000pOTa.

Jlexun

IIpakTrueckoe 3aHATHE
1.[lenoBas urpa: TpynoBas KHUXKKa: BeIja4a, 0QOpMIICHHE, XpPaHCHHE
2. Tect

CaMocTosTeNbHas paboTa 00yJarOIIUXCs

1.PaboTa ¢ HOpMaTHBHBIMU TIPABOBBIMH aKTaMHU

2.IlogrotoBka jgokiamoB Ha TeMmy: «llepcoHanbHBIE KOMIBIOTEPHI B  COBPEMEHHOM
JIEJIOTIPOU3BOJICTBEY.

OK 4, IIK 3.2

Tema 8. Cuctemaru3anus
1 XpaHCHHE

Coneprxkanne yaeOHOTO MaTepraia

Howmenknarypa aen. TpeboBanus ['ocyqapcTBeHHONW CHCTEMBI JOKYMEHTAIIMOHHOTO 00€CTIeUueHUs

OK9,I1K 4.3, TIK 4.4
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YIPaBICHICCKUX VIpaBICHHUS K COCTaBJICHHUIO HOMEHKIATYphl nei. CopaepikarenbHas 4acTh HOMCHKIIATYPBI JICI:
JIOKyMEHTOB WHJICKCHI JIEN, 3ar0JIOBKU JEJ, KOJIWYECTBO JEJ, CPOKU XPaHSHUS M HOMEpP CTAThU IO MEPEUHIO,
npumedanms. Dopmuposanue Aein. [Ipusnaku 3aBeneHus aen. TpeboBanus K GopMHUPOBAHUIO I
[IpaBwia rpynmupoBKH JOKYMEHTOB JieNia TI0 BUAaM M XpoHONoruu.[lofroToBka JOKYMEHTOB K
APXUBHOMY XpaHCHHWIO. OKCIEpPTH3a IICHHOCTH JOKyMeHTOB. CocTaBleHHE OmMUced s
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHHs JTOKYMEHTOB, NI 10 JMYHOMY COCTaBy. AKTHI O
BBIJIETICHUH K YHHYTOXEHHIO JIEN C UCTEKIIUMHU CPOKaMH XpaHEHHsI.
Jlexkun -
[IpakTudeckoe 3aHsATHE
1.®@opmupoBanue nen. Ilpu3naku 3aBeneHus nen. TpeboBanws k GopmupoBanuio aen. [IpaBuma )
TPYIIHPOBKY JOKYMEHTOB JIejia 110 BHIAM M XPOHOJIOTHH.
2.IloaroToBKa JOKYMEHTOB K apXHBHOMY XPaHCHHI0. JKCIIEPTH3a IEHHOCTH JIOKYMEHTOB.
CamocTosTenbHas pabota 00yJaromuxcs
1.Pabora ¢ HOpMaTHBHBEIMH aKTaMHU. 4
2.CocraBieHre OMKCEH AJI TOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XPaHCHHS JOKYMEHTOB, JEJ IO
JUYHOMY COCTaBY.
CaMocTosTeNbHas paboTa 00yJaromxcsi B GOpMe BBIIOIHCHHS JOMAIIIHEH KOHTPOJIbHOM paboThI 14
3ammTa qoMarnrHed KOHTPOILHOW paboThI 2
KoHTposbHas paboTa 1o CUCTEME OIICHOK «3aYTCHOY/«HE 3aYTCHOY 2
Bcero 54
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3. YCJIOBUA PEAJIMBAIINU ITPOTI'PAMMBI TIUCIIUAIIJIMHBI

3.1. TpeboBaHusi K MUHMMAJbHOMY MATEPUAJIbLHO-TEXHUYECKOMY
o0ecre4eHnIo

Peanuzanus mnporpammbl ImpearnoyiaraeT Hanuyue y4deOHOro kaOuHeTra
JOKYMEHTALlMOHHOTO 00ecTieueHus yIpaBIeHHS.

Ob6opynoBanue yuyeOHOro kabrunera: Me0eNnb ydeHHUEcKasl; J0CKa; HOYTOYK,
UH(POPMAIIMOHHBIE CTCHIBL.

Texnuueckue cpenctBa OOyYeHUS: JTOCKA Ui MUChbMa MEJIOM, CTEHIBI C
yaeOHON  umH(poOpmarueld,  HOYTOyK,  KOMIUIEKT  Y4eOHO-METOAMYECKOM
JTOKYMEHTAIUH.

3.2. O0pa3oBaresibHbIEC TEXHOJOTMH, HCIOJIb3YyeMble NPU OCYIIeCTBICHUN
00pa3oBaTeIbHOI0 NMpoLecca Mo JUCHUIINHE

Jus  oOecneyeHHss ~ KayecTBEHHOro  00pa3oBaTEIbHOTO  Ipoliecca
IPUMEHSIOTCS CIEAYIOLIUE 00pa30BaTEIbHbIE TEXHOJIOTHUU:

TpagunuoHHbIC: TpaJIULMOHHAA JICKUHUs, JICKUMA-TIPE3CHTALUA, JICKLUs-
JAJIOT, CEMUHAPCKOE 3aHATHUE C YCTHBIM OIIPOCOM, TECTUPOBAHUE;

WNHTepakTHUBHBIE W WHHOBAIIMOHHBIE: MPOOJIEMHBIE JIEKIIMW W MO3TOBOU
HITYPM, JEJIOBBIE UTPbI, KPYTIIbIE CTOJBI, KOH(MEPEHIINN, HAyYHbIE KPY>KKH U Jp.

3.3. Uudpopmanuonnoe odecrnedyeHue 00y4eHus

3.3.1. OcHOBHBIE HCTOYHUKH
1. Kopnee, M. K. JlokyMeHTanmoHHOE OOECIeUeHUEe YIIPABICHUS
y4eOHUK U TIPAKTHUKyM sl cpelHero npodeccuonaipHoro oopazosanus / 1. K.
KopueeB, A. B. Ilmenko, B. A. MamypueB. — 2-e¢ u3a., nepepad. u Jg0m. —

MockBa : UznmarenbctBo IOpaiit, 2022. — 384 c¢. — (IIpodeccuonanbpHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : 2JIEKTPOHHBIN //
O6pazoBatenbHas miatdopma Opaiit [caitT]. — URL:

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

2. UlysamoBa, H.H. JlokymeHTanmonHoe oOecnedyeHrue YyIpaBJICHUS:
y4eOHMK U TPAKTHUKYM J[UIS CpEeAHEro mpodeccnoHalibHOrO o0pa3oBaHus /
H. H. IlyBanosa. — 2-e u3za. — Mocksa: U3narensctBo FOpaiit, 2021. — 265 c. —
(ITpodeccuonanbuoe obpazoBanue). — I[SBN 978-5-534-00088-7. — Tekcr:
AJIEKTPOHHBI// OobpazoBaTenbHast matdopma FOpaiit [caliT]. —
URL: https://urait.ru/bcode/469832.

3.3.2. JIonoJIHUTEIbHbIE HCTOYHUKHU
1. Ao6ynamze, [.I'. JoxymeHTanmoHHOE€ oOOecrieueHue YyMpaBIICHUS
NEPCOHANIOM: Yy4YE€OHUK M MPAKTUKYM JMJIg CPEJHEro MpoQecCHOHAIBHOIO
obpazoBanusi/Jl. I'. AGynamze, W.b. Bempspkkuna, B. M. MacioBa. — 2-e¢ u3f.,
nepepadb. u gomn. — MockBa: M3marenbctBo HOpaitt, 2021. — 370c. -


https://urait.ru/bcode/492541
https://urait.ru/bcode/469832
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(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekcr:
AIIEKTPOHHBIN// OO6pa3zoBarenbHas matdopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/487121.

2. Kyznenos, MW.H. JlokymeHTanimoHHOe OOECIIEUeHUE YIpaBJICHUS
NEPCOHAJIOM : Y4YeOHMK M TPAKTUKYM i1 CpPEIHEro MpoQPecCHOHAIBHOIO
obpazoBanusi / . H. Ky3nernoB. — Mocksa : M3parensctBo FOpaiit, 2019. —
521 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-04451-5. —
Pexxum moctyma : https://urait.ru/bcode/444432;

3. Kopuees, U. K. JlIokyMeHTaIllMOHHOE 00ECTICUEHHE YIIPABIEHUS + TECTHI B
OBbC : yuebnuk u npaktukym mist CI1IO / U. K. Koprees, A. B. Ilmenko, B. A.
Mamypues. — 2-e u3fl., nepepad. u aon. — M. : U3znarensctBo FOpaiit, 2018. —
384 c. — (Cepus : [Ipodeccuonanbroe obpazoBanne). — ISBN 978-5-534-05022-
6. — Pexxum nmoctyma : https://urait.ru/bcode/415635;

4. Joponuna, JI. A. JIokyMEHTallMOHHOE OOECIICUCHUE YMPaBJICHUSA :
Yy4eOHUK M TPAKTHUKyM Il CpeaHero mpodeccuoHalbHOro oOpa3oBaHus /
JI. A. Joponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit, 2020. —
233 ¢. — (Ilpodeccuonansuoe obOpazoBanme). — ISBN 978-5-534-05783-6. —
Pexxum nocrtyna : https://urait.ru/bcode/453767.

3.3.3. HopmaTuBHBIEe NPABOBbIE AKTHI

1. Iloctanosnenue I'occrannapra P® ot 03.03.2003 N 65-ct "O npunsthu
Y BBEJICHUM B JICUCTBUE TrocyAapcTBEHHOro cranaapra Poccuiickoit denepannn”
(BMecte ¢ "I'OCT P 6.30-2003. T'ocynmapctBenHsiii crtangapt Poccuiickoit
Oeneparu. YHUPUIUPOBAHHBIE CUCTEMBl JOKYMEHTAIMH. YHU(ULIMPOBAHHAS
CHUCTEMa OPTaHU3AMMOHHO-PACTIOPSAUTEIILHON JOKyMEHTauu. TpeboBaHUs K
0(OPMIICHHUIO TOKYMEHTOB");

2. Hanmonanensiii ctannapt Poccuiickoit @enepanuu 'OCT P 7.0.97 - 2016
"Cucrtema cTaHaapToB Mo WHPOpMaLMK, OUOIMOTEUHOMY U U3AATEIIbCKOMY JIEIy.
Opranu3zaluoOHHO-pacopsuTENbHAS JIOKYMEHTAIHSI. TpebGoBanus K
odopmieHuto nokymeHToB" (yTB. [Iprikaszom Poccranmapra ot 08.12.2016 N 2004-
CT).

3.3.4. Ilepeyenb nHGOPMALUOHHBIX pecypcoB ceTu «AHTEepHET)»

1. DOnexkrponnass Oubnmmotreunas cuctema «lOpaitty — https://biblio-
online.ru;

2. Odunmanbubiii caiit [IpaButensctBa PO — www.government.ru;

3. CepBep opraHoB rocyaapcTBeHHoM Biactu PO — www.gov.ru

4. TlouckoBas ~ cucTeMa  HOPMATHUBHBIX  TPABOBBIX  aKTOB  —
http://opb.ru/deloproizvodstvo;

5. TlouckoBas  cucTeMa  HOPMATHBHBIX  MPABOBBIX  aKTOB  —
www.funnycong.ru;

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

3.3.5. CoBpemeHHbIe MPodecCHOHATBbHBIE 0a3bI JAHHBIX


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. l'ocynapctBenHas cucrema «OduiuanbHbI HHTEPHET-MOPTAT IPABOBOM
uHopmarumy // Pexxum nocryna: http://pravo.gov.ru;

2. Wunrepuer moptan «Illencuonnwii doun Poccuiickoit ®enepanumn» //
Pexxum nocrymna: www.pfrf.ru.

3.3.6. IlepeyeHb MPpOrpaMMHOro odecrnevdeHust

1. mpunoxenune Microsoft Office Word (ucmonb3yercs nmjisi mMOArOTOBKH
JOKJIa/I0B, COOOITICHUH, BBITIOJTHEHUS JPYTUX MMCHbMEHHBIX 3aJ]aHU);

2. mpwioxenue Microsoft PowerPoint (ucmonb3yercss miasi mOATOTOBKH
pe3eHTalui);

3. mporpamma-Opaysep Internet Explorer (wmm apyrasi anbTepHaTUBHAs)
(uconp3yercss 1yisi pabOThl C BJIEKTPOHHBIMU OWOIMOTEYHBIMM CHUCTEMaMU U
Ipyrumu pecypcamu «MHTepHET»);

4. CnpaBouHas npaBoBas cuctema «Koncynbrantllntocy;

5. CnpaBounas npaBoBas cucrema «['’APAHT».
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4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
JUCHMUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4eHMsI

PesynbTaTel 00ydeHus

(DOpMI)I 1 METOABI KOHTPOJISA U OICHKH

3HaHus:

MOHSATHE TOKYMEHTA, er0 CBOMCTBA, CIIOCOObI
JIOKYMEHTHPOBaHUS

IpaBujia COCTABICHUS U 0(OPMIICHUS
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB

CHUCTEMY M THUIIOBYIO TEXHOJOTHUIO
JIOKYMEHTAIMOHHOTO 00eCnieYeHNs yIpaBIeHHUs

0COOEHHOCTH JICJIONPOU3BOJICTBA IO OOpaIEHUSIM
rpaXKaaH U KOH(QUICHIIMATHLHOTO JIETOMPOU3BOICTBA

OLICHKA IT0 UTOTaM YCTHOTO OIPOCa;
OLICHKA IO Pe3yJIbTaTaM BBITOJTHEHUS
JIOKJIa/a;

OLICHKA IO Pe3yIbTaTaM BBITOTHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 33 JOMAIIHIOI KOHTPOJIEHYIO
paboty (11 3209HON (HOPMBI
00yJeHus);

OLICHKA IT0 UTOTaM 3a4eTa.

VYmenus:

0(hOpMIISTh OpraHU3aUOHHO-PACTIOPSTUTEIbHBIC
JOKYMEHTBI B COOTBETCTBUH C JCHCTBYIOIIUM
I'OCTom

OCYIIECTBIISATH 00paOOTKY BXOJASIIUX, BHYTPEHHUX U
UCXOJSIINX JOKYMEHTOB, KOHTPOJIb 32 UX
HCIIOJTHEHUEM

OLIEHKA 10 UTOTaM YCTHOT'O OIIPOCa;
OLICHKA IO Pe3yJIbTaTaM BBITOTHEHUS
JIOKJIa/1a;

OLICHKA IO Pe3yJIbTaTaM BBITOTHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 33 JOMAIIHIOI KOHTPOJIEHYIO
paboty (11 3209HON (HOPMBI

0(pOpMIIATH TOKYMEHTHI JUIS TIepejaud B apXUB

OpraHu3aIu

00yJeHus);

OIICHKA I10 UTOIraM 3a4cTa.

4.2. MeToanuecKue MaTepHaJbl, ONpeaesiomue nNpoueaypbl OeHMBAHUS
YPOBHS CPOPMHUPOBAHHOCTH 3HAHUU U YMEHUM

4.2.1. Kputepuu olleHUBAHUS YCTHOIO OTBETA

«OTIHUYIHO»

«XOpOILIOY

«KYyHAOBJICTBOPUTEIILHO)

«HCEYOOBJICTBOPHUTCILHO

oOyuaromuiics 1aet
YEeTKHUE, FPaMOTHBIE
pa3BepHYTHIE
OTBETHI HA
MOCTaBIICHHBIC
BONPOCHI, IPUBOJIUT
PUMEPHI U3
peanbHOU KU3HH;
MOJTHO U
000CHOBaHO
OTBEUAET Ha
JIOTIOTHUTEJIbHBIE
BOIIPOCHI;
rPaMOTHO
UCIIOJIb3YeT
MTOHATUHUHBIN
ammapar u
poheCCHOHATHHYIO

oOyJaromuiics naer
NIPaBUJIHHBIC B
I[EJIOM TPaMOTHBIE
OTBETBI, HO JIJIs
YTOYHEHHS OTBETA
TpeOyroTCs
HABOIAIINE
BOTIPOCHI,
JIOCTATOYHO TOJTHOM
OTBEYaeT Ha
JOTIOTHUTETILHBIC
BOTIPOCHI
MIPH UCTIOJIb30BaHUU
npodecCHOHAIBHON
TEPMHUHOJIOTUU
JOIyCKaeT
HE3HAYUTEIIbHBIC
OIMOKHU

CTYACHT IIPaBUIIBHO
U3JIaraeT TOJIbKO
4acTh MaTepuaa,

3aTpyAHSETCS
[IPUBECTU IIPUMEPHI;
HEJI0CTaTOYHO YETKO U

MIOJTHO OTBEYAET Ha

JIOTIOJTHUTEIIHHBIC
BOTIPOCHI;

TIPY UCIIOJIb30BaHUH
npodeccHoHATBLHOM
TEPMUHOJIOTUH
JIOIyCKaeT
HE3HAYUTEIIbHBIC
OIINOKHU

CTYJCHT M3JIaraeT OTBET
C CYIIECTBEHHBIMU
OIMOKaAMU HIIN
OTKa3bIBaCTCSI OTBETHUTD
Ha TIOCTaBJICHHBIE
BOIIPOCHI;

HE OTBEYAeT Ha
JOTIOTHUTEIIbHBIE
BOTIPOCHI;
npodeCCHOHATBHON
TEPMUHOJIOTUEN HE
BJIa/I€ET WIH JOMYCKaeT
CYIIIECTBEHHBIC OIUOKHU
IIPU UCTIOJIb30BAHUU
TEPMHHOB
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‘ TEPMHUHOJIOTUTO

4.2.2. Kputepuu oOlleHUBAHUSA PEeUICHUS TECTOBbIX 3aaHUM

«OTJIIHYHOY «XOPOIIIO» «YIOBJICTBOPUTEITHLHO» | «HEYJTOBICTBOPUTEIHHO

BBIIOJIHEHO 4/5 BBITIOJIHEHO 4 BBIIIOJIHEHO OoJiee Y2 BBIIIOJTHEHO MEHEE
TECTOBOT'O TECTOBOT'O TECTOBOT'O MaTepuaia MTOJIOBUHEBI 3aJJaHHI
Marepuaia Marepuaia

4.2.3. Kputepuu ouleHMBaHM S BBINOJTHEHNS JOKJIAI0B

«OTJIIMYHO»

«XOpoHio»

«YZOBJIETBOPUTEIILHO»

«HEYJIOBJIETBOPUTEIBLHO»

TeMa pacKphITa B
IIOJIHOM 00BEME U
aBTOpP CBOOOHO B

HEl OpUEHTUPYETCH,

TeMa pacKphiTa B
1[EJI0M TIOJTHO,

IOCICa0BAaTCIBbHO U

TeMa pacKphiTa He

YTBEPKACHUS HE

JJOT'M4YHO, BBIBO/JbI J0CTAaTOYHO
MIOCJICIOBATENIEHO U | apryMEHTHUPOBAHHI, COTJIaCOBAHBI,
JIOTUYHO, MaTCpHral HO TIpH 3alIUTC AprymMCcHTaluA
JIOKJIa/Ia aKTyalieH U JOKJIa/1a BBIBOJIOB

pa3zHooOpa3eH oOyJaromuiics B HEJI0CTATOYHO
(TIpoaHaIM3UPOBAHbI | OCHOBHOM YHTAJl 000CHOBaHa, JOKIa/
HECKOJIBKO JOKJIad U HE JaBajl BBITIOJIHEH Ha
Pa3INIHBIX COOCTBEHHBIX OCHOBAaHHHU
I/ICTO‘-IHI/IKOB) HOHCHCHHﬁ; C€ANUHCTBCHHOI'O
BBIBOJIBI o0yJaromuics UCTOYHHKA, HA
APTrYMCHTUPOBAHBI, HEAOCTAaTOYHO BOIIPOCHI
oOydJaroruics MIOJTHO ¥ YBEPEHHO Ipero1aBaTes
OTBCTUII HA OTBCYAJI HA BOIIPOCHI AyaAuTOpUn
BOTIPOCHI MPEeToIaBaTess 1 oOyJaromuiicst He
nmpenoaaBareja 1 AyaAuTOpUn OTBCTHUII
ayJIUTOPUHN

IIOJIHOCTBIO, TC3UChI U

HE COOTBETCTBYET
KpUTEpUIM
«YZOBJIETBOPUTEIBHO

4.2.4. Kputepuu olleHUBAHMS BHINOJHEHUS MPAKTHYECKOI padoThI

CBOETO peIICHUS,
XOpollee 3HaHue
TEOPETUICCKUX
aCIIeKTOB PEIICHUSI.

MECTO JOCTAaTOYHAaA

CBOCTO PCIUICHUA,
Xopomec 3HaHUEC

aprymeHTanus

TEOPETUUECKUX
acIIeKTOB
BBITTOJTHSIEMBIX
3aJaHuH

«OTIIUYIHOY «XOPOIIIOY «yJIOBJICTBOPUTEILHOY» | «HEYIOBJICTBOPUTEIHEHOY
IIOJIHOC N IIPpH BBIITOJIHCHUN YaCTUYHO MNPaBUIJIbHOC OTBCT HC COOTBCTCTBYCT
paBUIIHHOE 3aJaHuN BBITIOJTHEHUH 3a/IaHUH KPUTEPHUSIM OIICHKH
BEITIOJTHEHUE MPAKTUIECKON MPAKTUIECKOU «YIOBIETBOPUTEIILHOY
3aJTaHAI paboTHI OBLITH paboTHI,
MPAKTUIECKON JIOTTYIIICHBI HEeJ0CTaTOYHAs
paboThl, moapoOHast HE3HAYUTEIIbHBIC apryMEHTAaIUs CBOCTO
aprymMeHranus OITMOKHU, IMEET

OTBETa, 3HaHUE
OTIpeIeTICHHBIX
TEOPETUYECKUX
aCIIEKTOB
BBITIOJIHSICMBIX
3aJaHuN
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4.2.5. Kputepum olleHMBaHHUS BHEAYIMTOPHOI CAMOCTOSATEIbHOU padoThl
00y4aroIuxcs

Bugamu 3amaHuii 11 BHEAYJIUTOPHOM CaMOCTOSITEIBHOM pabOThl MOTYT
OBITh:

- JUIS OBJIQJICHUSI 3HAHUSAMH: YTEHHUE TEeKCTa (y4eOHHKaA, MEPBOMCTOUYHMKA,
JOTIOJITHUTEIFHON  JIMTEpaTyphbl); COCTaBJIEHWE TIUlaHAa TeKcTa; rpaduuecKkoe
M300paKEHUE CTPYKTYPHI TEKCTA; KOHCTICKTUPOBAHUE TEKCTA; BBHITUCKHA U3 TEKCTA;
paboTa cO cCJOBapsiMU U CHPABOYHUKAMH; O3HAKOMJIEHHE C HOPMATUBHBIMU
JOKyMEHTaMU; ydeOHO-HCCIIeIoBaTeNbCKass paboTa; HCIONIB30BAHUE ayIuo- H
BHUJIC03AMMUCEN, KOMIIBIOTEPHOM TEXHUKU U MIHTEepHETa U 1. ;

- IS 3aKperuieHuss U CUCTEMAaTH3allMk 3HaHW: padoTa C KOHCIEKTOM
aexknun (0O0paboTKa TEKCTa); MOBTOpHAs paboTa HaAJ Y4YeOHBIM MaTepUaIoM
(yueOHUKA, TIEPBOMCTOYHUKA, JOMOJHUTEIBHOM JIUTEPATyphl, ayauo- u
BHJICO3AIMCEH); COCTaBJICHUE TUIaHA W TE3MCOB OTBETA; COCTABJICHUE TAOJUIL JIJIs
CHUCTEeMaTH3alluy y4eOHOTO MaTepuasia; M3ydeHHe HOPMATHBHBIX MaTepUaJiOB;
OTBETHl HA KOHTPOJBHBIE BOIPOCHI, aHAJIUTHYECKas oOpabOoTKa TeKCTa
(aHHOTHpOBaHUE, peleH3UpoBaHue, pedepupoBaHUe, KOHTEHT - aHAIU3 U Jp.);
MOATOTOBKA COOOIIEHUM K BBICTYIUICHHIO Ha CeMHHape, KOH(EpEeHIUH;
MOATOTOBKa pedepaTtoB, MOKIAIOB; COCTaBieHUE OMOIMOrpaduu, TeMaTUYECKUX
KPOCCBOPAOB; TECTUPOBAHUE U IP.;

- 11 pOPMHUPOBAHUST YMEHHI: pellieHue 3a7a4 U yIpaXHEHUH 1o 00pasiy;
pelieHrne BapUaTUBHBIX 33/lad M YOPAXKHEHUN;, pEUICHUE CUTYal[MOHHBIX
MIPOU3BOACTBEHHBIX (TPO(ECCHOHANIBHBIX) 3aa4; MOJATOTOBKA K JIEJIOBBIM HTPaM;
MPOCKTUPOBAHUE W  MOJCJIUPOBAHUE  Pa3HBIX BUJIOB U  KOMIIOHEHTOB
po(ecCHOHANTLHOM ESITEIIBHOCTH.

Buael 3amaHuii 1y BHEayJAMTOPHOM CaMOCTOSITENIbHOM pPaboOThI, HX
COJICp)KaHUE M XapakKTep MOT'YT MMETh BapUaTUBHBIM U JudepeHIpPOBaHHbBIN
XapakTep, YYUTHIBATH CHENU(PUKY CHEHUATBHOCTH, H3y4aeMOW JUCIUIUIMHBI,
WHIMBUAYaJIbHbIE OCOOCHHOCTH CTY/ICHTA.

[Ipu npenbsBiIEeHUM BUIOB 3aJlaHU HA BHEAYJIUTOPHYIO CAMOCTOSITEIIbHYIO
paboTy pEKOMEHAYeTCsl HCMOJb30BaTh AUB(PEepeHIMpOBaHHBIA  MOAXO0J K
cryaeHtam. Ilepea BBITIOJTHEHUEM CTYJIEHTAMH BHEAYAMTOPHON CaMOCTOSITEIBHOM
paboThl TpenoAaBaTellb MPOBOAUT MHCTPYKTaX MO BBINOIHEHUIO 3aJlaHus,
KOTOPBIA BKJIIOYAET LENb 3aJaHusl, €ro COAEPHKAHHE, CPOKU BBIITOJIHEHHS,
OpPUEHTUPOBOUHBIN 00beM pabOThI, OCHOBHBIE TPEOOBAHUSA K pe3yIbTaTaM padOThI,
KpUTEPUN OLECHKH. B mpomecce MHCTpyKTa)ka NPENoJaBaTelb MPEIyNpPeKIAeT
CTYJICHTOB O BO3MOXHBIX TUITUYHBIX OIIUOKAX, BCTPEUYAIOIINXCS IIPU BBINOJIHEHUN
3amanus. MHCTpyKTa)X NMPOBOAMTCS MpENojiaBaTeleM 3a CUeT 00beMa BPEMEHH,
OTBEJICHHOT'O HA M3YyUYECHUE TUCIUTLINHBI.

Bo BpeMs BBINIOJHEHUS CTYJCHTAMHU BHEAYJUTOPHOM CaMOCTOSTEIbLHOM
paboThl U MPU HEOOXOAUMOCTH TIPENOoaaBaTeb MOXKET MPOBOAUTH KOHCYJIbTAIINH
3a c4eT o01ero O pKeTa BpeMEHU, OTBEICHHOTO HA KOHCYJIbTAllUH.
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CamocTosaTenbHass pabOTa MOXKET OCYIIECTBISTHCS WHAMBHIYAIbHO WU
IpyNIaMHu CTYACHTOB B 3aBHCHUMOCTH OT LieJIM, 00beMa, KOHKPETHOM TEMaTUKU
CaMOCTOSITENIbHOM paOOThl, YPOBHS CII0XKHOCTH, YPOBHS YMEHHUM CTYIEHTOB.

KoHTponb  pe3ynbTaToB  BHEAYAUTOPHONM  CaMOCTOSITENIBHOM  paboThI
CTYJICHTOB MOJKET OCYUICCTBIISITBCA B IIPEAENax BPEMEHH, OTBEIACHHOIO Ha
oOs3aTenpHble  yuyeOHBbIE 3aHATUS 1O  JUCHUIUIMHE M BHEAYAUTOPHYIO
CaMOCTOSITEJIBHYI0 pa0OTy CTYIEHTOB IO JIUCLUIUIMHE, MOXET IPOXOAUTh B
NUCHhMEHHOW, YCTHOW WM CMEIIaHHOW ¢opMe, C MpEACTaBICHUEM H3ACTUS WU
IIPOAYKTa TBOPUYECKOM JAEATEIBHOCTH CTYJAECHTA.

KputepusiMmu OLEHKM pPE3ylbTaTOB BHEAYAUTOPHOM CaMOCTOSATEIIBHOU
paboOTHI CTYAEHTA SABJISIOTCSL:

- YpOBEHb OCBOCHUS CTYJICHTOM y4eOHOTO MaTepHana;

- YMEHHUE CTYAEHTa UCIIOJIb30BATh TEOPETUUECKHUE 3HAHUSI ITPU BBIITOJIHEHUU
IIPaKTUYECKUX 3a/1a4;

- chOpMUPOBAHHOCTH OOIICYUYE€OHBIX YMEHUM;

- 000CHOBaHHOCTb U YETKOCTb U3JI0KEHHSI OTBETA;

- ohopMIIEHHE MaTepHraia B COOTBETCTBUM C TPEOOBAHUSIMHU.

4.2.6. Kputepuu olleHUBAHMS BbINOJHEHUS JOMANIHEH KOHTPOJIbLHOH PadoThI
(n1s1 3204HOM (POPMBI 00YUEHUA)

«OTIIUYHOY «XOPOIIIO) «yJIOBJIETBOPUTEIHHOY» | «HEYIOBIETBOPUTEIHLHO
MOJIHOE U MOJIHOE U YaCTUYHO MPaBWJIbHOE | JIOMAIHAS KOHTPOJIbHAs
NpaBUIbHOE MPpaBUIILHOE BBITTOJIHEHUH 3a/1aHUH pabota He
BBITIOJTHEHUE BBITIOJTHEHHE JOMalrHei MpeIoCTaBlieHa
3aJaHui JOMAaIlHEeH | 3aJaHuil TOMalIHe | KOHTPOJIbHOM paboTHhl, CTYACHTOM WU
KOHTPOJIbHON KOHTPOJIbHOU HEKPUTHYECKHE MOJIHOCTBIO HE
paboThL, TPaMOTHOE paboTHI, OIIMOKY B COOTBETCTBYET
MOCTPOEHHUE HE3HAYHUTEIIbHBIC odopmIIeHUH PaboTHI, TpeOOBaHUSM,
OTBETOB, OLINOKH U JIOTIOJTHUTEIIbHbIE MPEIbSIBIIIEMBIM K €€
odopmiieHre MOTPENTHOCTH B Hay4HbIC U 0hOPMIICHUIO 1
paboThI B MOJTHOM oopmuennn HOpPMaTUBHbIE COJIEP’KAHUIO
COOTBETCTBHH C paboThl, HCTOYHUKHU HE
NPEIbSIBIIEMBIMU JIOTIOJTHUTEIIbHbIE MCTIOJIb30BAIIICh
TpeOOBaHUSIMHU Hay4HbBIC U
UCTIOJIb30BaHUE HOpPMAaTUBHBIE
JTOTIOTHUTEIBHBIX UCTOYHUKHU HE
HAYYHBIX U UCTIOJIb30BAIHCh
HOPMAaTHUBHBIX
HMCTOYHHUKOB

4.2.7. Kputepuu olleHUBAHUSA 3HAHUN U YMEHHMH 110 UTOraM
OCBOEHUSI JUCIUNJIMHBI

[IpomexyTouHas arrecTanusi (UTOTOBBIM KOHTPOJb) MPOBOAUTCS B (hopme
KOHTPOJIbHOM pabOThl MO CUCTEME OIICHOK «3auTEHO»/ «HE 3a4T€HO» B XOJ€
’K3aMEHalMOHHON ceccud. K KOHTpOJIbHOI paboTe OMYyCKarOTCsl CTYIEHTHI,
YCHEIIHO BBINOJIHUBIIME BCE BHUABI OTYETHOCTH, MPEAYCMOTPEHHBIE IO
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JUCHUIUIMHE Y4YeOHbIM IIJJaHOM. B Xozme KOHTpOJIbHOM paboThl TpoBEpsieTCs
CTENEeHb YCBOCHHUSI MaTepuaia, yMEHHE TBOPYECKHU M MOCIEeI0BATEIbHO, YETKO U
KpaTko OTBeYaThb Ha IOCTABJIECHHBIE BOIPOCHI, JA€JaThb KOHKPETHbIE BBIBOJBI U
dbopmynrpoBaTh 000CHOBAHHBIE MPEIOKEHUSI.

B Xo1e uTOroBoro KOHTpOJIS aKLEHT JIElaeTcsl Ha MPOBEPKY CHOCOOHOCTEH
CTYACHTOB K TBOPYECKOMY MBIIIJICHUIO M MCIIOJIb30BAaHUIO TIOHATUITHOTO ammapara
IUCUUIUIMHBL B PEUICHHH NPOQEeCcCHOHATBHBIX 3aJad 10 COOTBETCTBYIOLICH
CHEIHATbHOCTH.

3HaHMS, YMEHHS M HaBBIKM OOYyYalOIIMXCsi Ha KOHTPOJBHOM paboTe
OLICHUBAIOTCS MO CUCTEME «3auTEHO», «HE 3auTeHo». [lomokurenbHas OLEeHKa
(«3a4TEHO») 3aHOCUTCS B 3aU€THO-IK3aMEHAIIMOHHYIO BEIOMOCTh M 3aY€THYIO
KHIDKKY JIMYHO TpenofaBaTeneM. OlieHKa «HEe 3a4T€HO» MPOCTABISIETCS TOJIBKO B
’K3aMEHALMOHHYIO BEIOMOCTb.

OOUMMH KpUTEPUSMH, OTIPENEISIOIMMHI OLIEHKY 3HAaHUI Ha KOHTPOJIBHOM
paboTe, SABISIOTCS:

«3a4uTeHo «He 3aureno
JaHbl B OCHOBHOM HpaBI/IHBHBIG OTBCTEI HA BCC HC BBIIIOJIHCHBI TpCGOBaHI/IH,
MOCTaBJICHHBIE BOIIPOCHI; COOTBETCTBYIOIIIHE OIEHKE «3a4YTCHOY.

IIPaBWJIbHO PELIEHBI IPAKTUUECKUE 3aJaHUS;
B OTBETaX B OCHOBHOM BBIJIEIISIIOCH IVIABHOE,
MOKa3aHO YMEHHE aHAJIM3UPOBATh (PAKTHI,
COOBITHS, SBJICHUS, IPOLIECCHI B UX
B3aMMOCBSI3U U TUAJIEKTUUYECKOM Pa3BUTHH.
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