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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI
JANCHUITIJINHBI

OI111.04 JlokyMeHTAIIMOHHOE 00ECIICYUEHUE VITPABJICHUS
(MHIEKC, HAMMEHOBAHHUE JUCITUIINHEI)

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMbl

Pabouas mporpamMMa IUCHUIUTUHBI pa3zpaboTaHa Ha ocHoBe dexepanbHOTO
TOCY/IapCTBEHHOTO 00pPa30BAaTENBHOTO CTaHAApTa CPEAHEr0 MPOPECCHOHATHLHOTO
obpazoBanust 38.02.01 DxoHOMHKA W OyXrairepckwid (y4eT MO OTpPaCisiM),
yTBEpXKACHHOTO mpukazoM MuHoOpHayku Poccum or  05.02.2018 Ne 69, u
SBIISIETCS.  YacThi0  00pa3oBaTENbHOM  MporpaMMbl B YacTHU  OCBOCHUS
COOTBETCTBYIOMUX 00mux kommereHnui (mamee — OK) m mpodeccrmoHambHBIX
kommneTeHui (nanee — [1K):

Kon
S — HanmenoBanne KoMIeTeHIAN

OK 1 BriOupaTh criocoObI pericHus 3a1a4 1pohecCHOHaIbLHOMN IeITCIIBHOCTH
MPUMEHUTENBHO K Pa3JIUYHBbIM KOHTEKCTaM;

OK 2 OcyIecTBIATh MOUCK, aHAJIU3 M HHTEPIIPETAIMI0 HHPOPMALUK, HEOOXOAMMOM
JUTSL BBITIOJTHEHUS 3a/1a4 TPO(ECCHOHAILHON ACSATCIIBHOCTH;

OK 3 [TnarmpoBaTh 1 peain30BEIBATH COOCTBEHHOE TPO(HECCUOHATLHOE U JTMYHOCTHOE
pa3BUTHE;

OK 4 PaboTaTh B KOJUIEKTUBE U KOMaHie, 3 (HEKTUBHO B3aMMOICHCTBOBATh C

KOJUICTaMH, pyYKOBOACTBOM, KIIMCHTAMU;

OcyIecTBISATh YCTHYIO U MUCbMEHHYI0 KOMMYHHUKAITAIO HA TOCYJIapCTBEHHOM
OK 5 s3pike Poccuiickoit denepanuu ¢ y4eToM 0COOEHHOCTEH COIUANIBHOTO U
KYJIbTYPHOT'O KOHTEKCTA;

Hcnonp3oBath HHGOpMaIMOHHBIE TEXHOJIOTUU B PO ECCHOHATBHON

OK9
JESITENIbHOCTH,
OK 10 [Tonb3oBaTbes MpodeccrnoHalbHOM TOKyMEHTaluel Ha TOCyAapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX;
IK 1.1 OO6pabaTbIBaTh NEPBUYHBIE OYXTANTEPCKUE JOKYMEHTHI,

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrPaAMMbI

Juctnummaa «OIIL.04 JlokymMeHTallMOHHOE OOecrledeHrue YIpaBICHUSY
OTHOCHUTCS K TUCHUIUIMHAM 00111enpo(ecCuoHaIbHOTO KA.

basupyercs Ha panee n3ydyeHHbIX aucuurinHax: «OIIL.03 MenemxMeHT,
«OIIL.01 DxoHOMMKA OPTaHU3ALINI.

3HaHUs, yMEHUST U HaBblkd, (opmupyemble nucuumiimHoi «OIIL.04
JlokyMeHTaIlMOHHOE 0OecTieueHne yIpaBiIeHUs» HEOOXOIMMBI JJIs MOCIEAYIOIEro
U3Y4YEeHUs! AUCIUIUIMH NMPOPECCUOHATBHOTO 1UKIIA.

1.3. I_Ie.]'lb ! IVIAHUPYEMBIC PE3YyJAbTAThl OCBOCHUA THCIHUILJIMHDBI
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HGHB AUCHUIUIMHBI: HAYYUTb 06yqa}011mxc>1 INIOHUMAaThb CYHIHOCTb, HLCJIH,
3aladi W MOPUHIOUIIBI ACIOIIPOHU3BOACTBA C HMCIIOJb30BAHUCM I/IH(bOpMaIII/IOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTUH B HpO(i)CCCHOHaHLHOfI JACATCIIBHOCTH.

B pe3ynbraTe 0CBOEHUS NUCHUIUIMHBI O0YYaIOLIUIICs T0KEH YMETh:

- 0(pOpMIIATH TOKYMEHTALMIO B COOTBETCTBUM C HOPMAaTUBHOM 0a30ii, B TOM
YHCJIE C UCIIOJIb30BAaHUEM MH(OPMaLMOHHBIX TexHooruil (Y1);

- OCBaMBaTh TEXHOJOTUH aBTOMATHU3MPOBAHHON 00paOOTKM JOKYMEHTAIUH
(¥2),

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

- OCYILIECTBIIATh XPAaHEHHUE U MOUCK TOKYMEHTOB (Y4);

- HCIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJOTMU B 3JIEKTPOHHOM
nokymeHToooopoTe (Y5).

B pe3ynbraTe 0CBOEHUS NUCHUIUIMHBI O0YYaIOUIUIICs TOJKEH 3HATh:

- IOHSATHUE, IEJH, 3a/1a41 U IPUHIIUIIBL Jesonpoun3BoicTBa (31);

- OCHOBHBIE MOHATHUS TOKYMEHTALIMOHHOTO 0OecrieueHus ynpasieHus (32);

- CUCTEMBbI JOKYMEHTAIIMOHHOTO obOecrieueHus ynpasienus (33);

- KaccuuKanuio JOKyMEHTOB (34);

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JOKYMEHTOB (35);

- OpraHu3aluio JOKYMEHTOO0OOpOTa: mpuema, oOpabdOTKy, perucTpaunuio,
KOHTPOJIb, XpaHEHUE 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

Buj yuebHoi paboThI

O0Bem yacoB

MakcumaibHas yueOHas Harpy3Ka (Bcero) 36
O0bs3arenpHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 32
B TOM YHCIIE:

JAeKyuu 16

npakmudeckue 3aHAmus (6 MomM Yucie NPOMeHCYMOYHAs AMmmecmayus) 16
Koncynpranun 2
CamocTosiTenpHas pabota odydaromerocs (Bcero) 2
B TOM YHCIIE:

uzyueHue KOHCNeKmog JeKyuil U peKoMeHOO08AHHOU Jumepamypol 1

1n0020MO6KA OOKIA008 1

[IpomesxyTouHas aTTecTaiys B popme 3auema

2.2. O0beM JUCUMILVIMHBI U BUABI y4eOHOH PadoThI 11 3204HOH (POpPMBbI

00y4eHus

Buy yuebHo# paboTHI

O0Bem yacoB

MakcuManbHas yueOHas Harpy3ka (Bcero) 36
O0s13aTeNbHBIC Ay TUTOPHBIE YIeOHBIE 3aHATHUS (BCETO) 8
B TOM YHCIIE:

JICKIIMHU -

MpPaKTHYCCKUE 3aHTUS (B TOM YUCIIC MPOMEKYTOYHAS aTTECTAIHS) 8
CaMocTosTeNbHas padota o0y4Jaronierocs (Bcero) 28
B TOM YHCIIE:

u3yueHue KOHCNeKmog JeKyuil U peKoMeHOOBAHHOU Jumepamypbol 0Jisi 10
N0020MOBKU K NPAKMUYECKUM 3AHAMUAM, 3a4emy

BbINONIHEHUE U 3auuma 0oMawHel KOHMPOIbHOU padbombl 18

ITpomexyTouHas arrectauusi B Gopme 3auema




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

Konpr koMITeTeHITHH,

HanmenoBanwme pasenoB O06BemM (hopMHEpOBaHHIO
Conepxanne yueOHOro MaTepuana v (OpMbI OpraHU3aNH ACATEIHHOCTH 00yJaromuXcs
U TeM 4acoB | KOTOPBIX CIOCOOCTBYET
JJIEMEHT NPOrpaMMBbl
Copep:xanne yueOHOTO MaTeprana 4
Jlexun
1. lousTasa «MHPOPMALIUSI» U «ITOKYMEHT».
Poney wuHboOpManmmu B CONUATBPHO-PKOHOMHUYECKHX MPOIECCax. [NonndyHKIHMOHATHLHOCTD
nokymenrta. Mudopmanuonnas, KOMMyHUKAaTUBHAsL, COLMAJbHAs, KyJIbTypHas, yIpaBlieHUECKasl,
NpaBoBas, HCTOpHYECKas W Jpyrue (YHKIUH JOKYMEHTOB. [loHATHE O JOKYMEHTHPOBaHUH.
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(popmanmed. HopmatuBHO-MeToaMUYEeCKHE 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.
[MpakTudeckoe 3aHsATHE
1.YcrHsriit 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 ¥ COCTaB PACTIOPSIUTENBHBIX JOKYMEHTOB. XapaKTepUCTHKa W COCTaB
JoKkyMeHTaIs. DyHKIHH MH(POPMAIIIOHHO-CITPABOYHBIX IOKYMEHTOB. Vaudukauuss u cTaHgapTH3aLus. [onsitue
N «cUcTeMa JIOKyMEHTalluu», e€ TpU3HAKH. OyHKIIMOHATIBHBIE W OTPAcieBble CUCTEMBI
yIpaBJIEHYECKOH
O JokyMmeHTaruu. [loHATHE «yHH(DHUIMPOBAHHAS CHUCTEMa IOKYMEHTAIMKW». [ OCyaapCTBEHHBIC 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(UIUPOBaHHBIE (OPMBI JIOKYMEHTOB IPEINPUATHS, TOPSIOK WX BBEJCHUS B JICHCTBUE.

Pacnpenenenne coctaBa BUJOB U PA3HOBUJHOCTEH NOKYMEHTOB OINpPENEIEHHOrO KOMILIEKCA IO
3ajadaM ympamiaeHus.  Buapl xommid. TpeOGoBanus K O(QOPMIICHHIO Pa3IUYHBIX BUIOB KOITHH
JIOKyMeHTOB. HopMaTHBHO-METOIMYECKHe JOKYMEHTHI, pErJIaMeHTHPYIONTHE MOPSIOK BBLIAYH U
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Tpe6OBaHI/Iﬂ K O(I)OpMJ'IeHI/IIO KOIui B Opranuv3anuiax, KOTOPLIC SABJIAKOTCA 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. ITonstue
«PEKBU3UT JOKYMEHTA.
CxeMa pacnoiaoKeHus u
XapaKTepUCTUKA
PEKBU3UTOB

Copneprkanne yaeOHOTO MaTepraa

Jlekun

1. [loHsITHE «PEKBU3ZUTY.

[TocTosiHHBIC W MEPEMEHHBIE PEKBU3UTHI, HOPSIOK MX HAHECEHHUS] IPU COCTABICHUM JOKYMEHTa
win pabdore ¢ HUM. IIpaBuna odopmieHust peKBU3UTOB. YTJIOBOE U MPOAOJILHOE PACIONOKEHHE
PEKBU3UTOB ToKyMeHTa. CTpyKTypa JOKYMEHTa.

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

CamocrosiTensHast paboTa 00yJarommxcs

1.PaGoTa ¢ HOpMaTUBHBIMU aKTaMH

2.IlpakTukyMm: mpaBmwia O(OPMIICHUS PEKBH3HUTOB, YIJIOBOE M HPOJOJIBEHOE PacIOJIOKEHHE
PEKBU3UTOB JIOKYMEHTA

OK1-5, OK9, OK10, IIK
1.1

Tema 4. OcHOBHEIC
YIIpaBICHICCKUE
JIOKYMEHTBI, COCTABIICHHE
u oopmileHHE

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.

IpakTryeckoe 3aHATHE
1.0dopmiieHre O1aHKa OpraHU3aIUU
OdopmieHre PacopsIUTEIbHBIX JJOKYMEHTOB.

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
TIOKyMEHTO000pOTa

Coneprkanue yueOHOr0 MaTeprasia

Jlexmn

1. [lonsiTrie HOKyMEHTOOOOPOTA.

OCHOBHBIE TTOTOKH YINPABICHUYECKUX JIOKYMEHTOB: BXOJSIIMNA, WCXOMSNINNA, BHYTPECHHHIA.
JIBIbKeHVe BXOJASANIMX YIPABICHYECKHX JOKYMEHTOB: IMEpBUYHAs 0O0pa0OTKa, perucTpaius,
paccCMOTpPEHHE PYKOBOJCTBOM OpraHM3allid, Tepeaadya Ha HCIOJHEHHe, KOHTPOIb 3a

OK1-5, OK9, OK10, IIK
11




8

HCIIOJIHEHUEM, CIIMCAHUE UCTIOIHEHHOTO JOKYMEHTA B JIEJIO.
DTarbl MPOXOXKACHUS UCXOMANINX JOKYMEHTOB: MOATOTOBKA IPOEKTa, COTIacoBaHue, JopaboTKa
0 3aMEYaHUsIM, PETUCTPalKs U OTIIPABKa.

[TpakTHdecKue 3aHATHS

1.IlonaTne tOKyMEeHTOO0O0pOTA.

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

CamocrosiTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMATHBHBIMH aKTaMH

Tema 6.
Henonpou3BoacTBO B
KaJpOBOH ciyxk0e

Copneprkanne yaeOHOTO MaTepraa

Jlekun

1. YaudunupoBaHHasi cucTeMa OpraHU3allHOHHO-PACTIOPSANTEFHON TOKYMEHTAIMHY TI0 KaJIpaM.
JlokymMeHTauusi TPyJOBbIX OTHOLIEHUH B KaAPOBBIX ciyxk0ax. CocTaB JOKYMEHTOB IO 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 KHIKKA: Bblaya,
odopmienue, xpanenue. PopMUpOBaHUE U HOMEHKJIATYPa A€ [0 KaJpaMm.

[IpakTuyeckoe 3aHsATHE

1.PaboTa B MaJIbIX TPYIIAX: 3TaIbl MPOXOXKIACHUS UCXOASIIUX JOKYMEHTOB, ITOJATOTOBKA IPOCKTa,
corjacoBaHue, 10pabOTKa [0 3aMEeUaHUsIM, PETUCTPAITUS U OTIIPaBKa

DopMHpPOBAHUE U HOMEHKJIATYpa JEJ M0 KaJapaM.

CamocrosiTensHast paboTa 00ydarommxcs
1. PaboTa ¢ JOTIOJTHUTENBHON JIUTEPATYPOil.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. TexHudeckoe
obecrieuenue paboThI ¢
YIIPABJICHYECKUMHA
OTOKYMCHTaMHU.

Copnepxanue yueOHOro Marepuana

Jlexun

1. O0mas xapakTeprCTHKa W BWJIbI OPTaHU3AIMOHHBIX TEXHHUUYECKUX cpeicTB. [lepcoHanbHbie
KOMITBIOTEPHI B COBPEMEHHOM JeTONpon3BocTBe. [1opsiiok opraHu3anuu JOKyMEHTOO00poTa ¢
MCIIOJIb30BaHUEM CpeacTB TEJIEKOMMYHHKALIH. ABTOMaTH3UPOBAaHHbIE CHCTEMBI
JIOKyMEHT0000pOoTa.

CamocrosiTensHast paboTa 00yJarommxcs

1.PabGota c HOpMAaTUBHBIMH IIPABOBBIMH AKTaMH

2IlogroroBka mokmanoB Ha TeMmy: «llepcoHanbHBlE KOMIIBIOTEPEI B COBPEMEHHOM
JITIONPOU3BOJICTBEY.

OK1-5, OK9, OK10, IIK
11

Tema 8. CucremaTnsanus
U XpaHEHHE
YIIPaBICHICCKUX
JIOKyMEHTOB

Coneprkanue yueOHOr0 MaTeprasia

Jlexmn

1. HomeHnknatypa gen.

TpeboBanus ['ocymapcTBEHHOH CHCTEMBI JOKYMEHTAIIMOHHOTO OOECIICUCHMS YIPaBICHUS K
COCTaBJICHUIO HOMEHKJIATyphl aen. CoaepxaTenbHas 4acTh HOMEHKIATYpPBI JEN: MHACKCHI JIeT,
3arOJIOBKHU JIe, KOJTUYECTBO /N, CPOKU XPAHEHUSI M HOMEP CTaThU MO MEPEeYHIO, MPUMEUYaHUs.

OK1-5, OK9, OK10, IIK
11
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®opmupoBanue aen. [Ipuznaku 3aBemenust gen. TpebGoBanust k GopmupoBanuto aen. [IpaBuna
TPYNIIUPOBKY TOKYMEHTOB JI€J1a 110 BUAAM M XpoHosoruu. I1oAroroska 10KyMEHTOB K apXUBHOMY
XpaHEHUI0. OKcIepTH3a IEHHOCTH JOKyMeHTOB. CocTaBieHHE OMuCcedl A1 IMOCTOSHHOIO H
BPEMEHHOT'O CPOKOB XpaHEHHUS JAOKYMEHTOB, /€ MO JIMYHOMY COCTaBy. AKTBI O BBIAEIEHUH K
YHUYTOXKEHHIO JIeJl C HCTEKIINMMHU CPOKAMHU XPAHCHHUS.

TIpakTrHueckoe 3aHATHE
1.®opmupoBanue nein.

[lpusHaku 3aBeneHus nen. TpeOoBaHus K QopMupoBaHMIO Jjen. [lpaBuia TpynImUpOBKU 2
JOKyMEHTOB JIeJIa 110 BU/IaM U XPOHOJIOTHH.
IlonroToBKa JOKYMEHTOB K apXMBHOMY XpaHEHHI0. DKCIePTH3a IIEHHOCTH JJOKYMEHTOB.
CamocrosiTensHast paboTta 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMHU aKTaMH. 1
2.CocTaBieHue OIHCeH IS MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHUS! TOKYMEHTOB, JIEN TI0
JUYHOMY COCTaBY.
Koncyapranuu 2
[IpomexxyTouHas 3auer 5
aTrTecTanus
Bcero 36
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2.4. TemaTH4ecKHii IVIAH U COAEPKAHME TMCUMILVIMHBI 1JIs1 32049HOH GopMBI 00y4eHHs

HaumenoBanue paszjenoB
U TEM

Copepxanue yueOHOTO MaTepuaina u (JOpMbl OpraHU3aIMH JCATSILHOCTH 00YYarOIIUXCS

O0Bem
4acoB

Konpr koMITeTeHITHH,
(hopMHEpOBaHHIO
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT TPOTrPaMMBbI

Tema 1.CymHoCTh
AOKYMCHTAlIlMOHHOI'O
obecrnieueHus
yIpaBlICHUS

Copep:xanne yueOHOTO MaTeprana

[lonaTus «uHpOpMaLUs» U «IOKyMEeHT». Ponp uHQOpMamuu B COLMATbHO-IKOHOMHYECKHX
nporeccax.  [lomudyHKOMOHANBHOCTh JOKyMeHTa. HWHQopManuoHHas, KOMMYHHKAaTHBHAs,
couuanbpHasl, KyJbTypHas, YIpaBleHYeCKas, MNpaBoBas, HCTOpHYEecKas M JApyrue QyHKIuH
nokymeHnroB. [lonartue o ngOKymMeHTHpoBaHUH. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHUS.
MaTepHaanme HOCHUTEIIN I/IH(i)OpMaHI/II/I U UX BJIUAHUC Ha JOJTOBCYHOCTH UM COXPAaHHOCTH
JOKyMEHTa. 3aKOHOJATEeNIbHbIE  aKThl, PErIaMEHTHPYIOIUE OpraHu3aluioo  paboTel ¢
JIOKYMEHTUPOBAHHOU nH(popMaIuei. HopmartuBHO-MeTOAMUYECKHE JIOKYMEHTBHIL,
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.YcTHBIit ompoc.
2. JIuckyccus 1o JOKJIaay

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.

YupasieHueckast
nokymeHTanus. OyHkuuu
YIIpaBJICHUYECKON
OOKYMCHTAIHU.
YHubunpoBaHHbie
CHUCTEMBI
YIIpaBJICHUYECKON
JIOKYMEHTALUK.

Cojneprxkanue yueOHOro MaTepuasia

XapakTepucTUKa M COCTaB OPraHU3allMOHHBIX JOKYMEHTOB. XAapaKTepUCTUKA U COCTaB
pacCTHOpSIUTENBHBIX JTOKYMEHTOB. XapaKTePUCTHKA M COCTaB WH(OPMAIIMOHHO-CIPABOYHBIX
JIOKYMEHTOB. Y HU(uKaIus u cranaapTusamus. [1oHATHE «CUCTeMa JOKYMEHTAIUNY, € PU3HAKY.
OyHKITMOHAIBHBIE W OTPACJICBBICE CHCTEMBI JOKyMeHTanuu. lloHsaTHe «yHUHUITHpOBAHHASL
CHUCTeMa JOKyMEHTaluu». | OCyJapCTBEHHBIC CTaHIAPTHl HAa YHU(DHIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTAI[MH, PErilaMeHTUPYIOMe 00I1e IpaBua UX pa3pabdOoTKU U MOCTPOSHHs (hopMyJisipa-
oOpasua. Ilonsatue «yHupHUIUPOBaHHBIE (POPMBI TOKYMEHTOB. OOIIEPOCCUICKUE W OTpaciieBbIe
YHUPUIIMPOBAHHEIE ()OPMBI JIOKYMEHTOB; YHU(PHUIIMPOBAHHEIE (DOPMBI JJOKYMEHTOB MPEIITPHUSITHSA,
MOPSIIOK WX BBeACHUS B JeicTBue. PacmpeneneHue coctaBa BHIOB M Pa3HOBHUIHOCTEH
JIOKYMEHTOB OIPENeIEHHOr0 KOMITIEKCa 10 3a1adaM yipaBieans. Bunbl xomwmii. TpeboBanus K
O0(OPMIICHHUIO Pa3IMYHBIX BUIOB KOIMUH JOKYMEHTOB. HOpMaTHBHO-METOIMYECKHUE TOKYMEHTHI,
pEeTrIaMeHTUPYIONINE TOPSIOK BbIIa4u W TPeOOBaHUS K OPOPMIICHHIO KOMHMA B OpraHU3aIUsX,
KOTOpBIE SIBIISIFOTCSA aBTOPAMU JIOKYMEHTOB.

CamocTosTenpHas padboTa 00yJaronuxcs

OK1-5, OK9, OK10, IIK
11
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1.PaboTta c HOpMATUBHBIMH aKTAMH

2.I0TOTOBKAa JIOKIagoB Ha TeMbl: «Kilaccuukamys yrnpaBlIeHUYECKHX JIOKYMEHTOB IIO
cogepkanuto (MO BHOAM  JIATEIBHOCTH)  OpraHM3allMOHHBIE,  paclopsAWUTENbHbIE,
MHQOPMAIIMOHHO-CITPABOYHBIE).

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

Copep:xanne yaeOHOTO MaTeprala

Tlonsarue (PEKBU3UT. IlocTostHHBIE 1 NEPEMEHHBIE PEKBU3UTHI, IMOPAAOK HMX HAHCCCHHUA IIpU
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 ¢ HOpMaTUBHBIMHU aKTaMH

2.IlpakTukyMm: mpaBuWia OQOPMIICHHS PEKBH3MTOB, YIJIIOBOE W TPOJOJIBHOE PACIIONOKEHHE
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, TUCbMa U JIP.

[IpakTuueckoe 3aHaTue
1.0dopmienne 61aHKa OpraHU3aINH
2.0dopmiieHHe pacTiOpsANTENLHBIX JOKYMEHTOB.

CamocrosTenpHast paboTta 00yyaromumxcs
1.IloaroroBka kK mpoBepoyHOil padote, paboTa ¢ HOPMATUBHBIM MaTEPHAIIOM.
2.IlpakTukyM: ohopMIIeHUE CITy>KEOHBIX MUCEM U JIPYTUX ONEPATUBHO-CIIPABOYHBIX JOKYMEHTOB

OK1-5, OK9, OK10, IIK
1.1

Tema 5. Opranuszanus
JIOKyMEHTO000pOTa

Cojneprxkanue yueOHOro MaTepuasia

[lonsitne nokymeHTOO0OOpOTa. OCHOBHBIE TOTOKH YHPaBICHUYECKHX JOKYMEHTOB: BXOJISIIUH,
UCXOJSIINK, BHYTpEHHHWHA. JIBIKEHHE BXOISAIIMX YIPABICHUYESCKUX JOKYMEHTOB: NEpBHYHAS
00paboTKa, perucrpanus, pacCMOTPEHHUE PYKOBOJICTBOM OpraHU3alluy, Iepeiada Ha UCTIOIHEHNE,
KOHTPOJIb 32 UCTIOJHEHHEM, CIIMCAaHUE UCIIOJTHEHHOTO IOKyMEHTa B JIETIO.

OTarbl MPOXOXKACHUS UCXOMAIINX JOKYMEHTOB: MOJATOTOBKA IPOEKTA, COTacoBaHUe, JopaboTKa
10 3aMEYaHMUsIM, PETUCTPANS U OTIIPABKa.

CamocTosTenbHas paboTa 00yJarommuxcs
1.Pabota c HOpMATUBHBIMHU aKTAMH

OK1-5, OK9, OK10, IIK
11

Tema 6.
JenonpousBoacTBO B
KaJpoBOH ciyx0e

Copepxanne yueOHOTO MaTepuala

YauduuupoBaHHas CHCTEMa OPraHW3ALMOHHO-PACTIOPSAUTEIILHOW JOKYMEHTALMU 10 KaJpaM.
JloxymeHTanmst TpyIOBBIX OTHOIIEHUH B KaapOBBIX ciryx0ax. CocTaB JOKYMEHTOB IO JHYHOMY
coctaBy. CocraBnenue u ohopmieHHE 3asBICHHHA, TPYJOBOTO AOrOBOpa (KOHTPAKTa), JIMYHOU
kapTouku ¢(opmel T2, mpuka3oB MO Kajapam, XapakTEPUCTUKU pPaOOTHHKA, aBTOOMOrpaduu
pabOTHHKA, aHKETHl pabOTHHWKA, JMYHOrO Jjena paboTHWKa. TpynoBas KHIDKKA: BbITava,
oopmnenue, xpanenue. PopMupoBaHie 1 HOMEHKIATYPA JIEJ 10 KapaM.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. Texunueckoe

Copepixanue yueOHOTO MaTepuana

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

OOmiast XapakTepUCTHKA W BHBl OPraHM3AI[MOHHBIX TEXHHUYECKUX CPeACTB. I[lepcoHanbHbIC
KOMITBIOTEPhI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [1OpsIIOK OpraHu3anuy 10KyMEHTO000poTa ¢
HCIIOIb30BaHUEM Cpe/CTB TEIEKOMMYHHKAITHH. ABTOMaTH3UPOBAHHBIC CHCTEMBI
JIOKyMEHT0000pOTa.

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.PaboTa ¢ HOPMATHBHBIMH NIPABOBBIMH aKTaMH

2.IlogrotoBka moknazoB Ha TeMmy: «llepcoHanmbHble KOMIBIOTEPBI B  COBPEMEHHOM
JICTIOTIPOU3BOJICTBEY.

1.1

Tema 8. CuctemaTn3anus
U XpaHCHHE
YIpaBIeHIECKAX
JIOKYMEHTOB

Copep:xanne yueOHOTO MaTeprala

Howmenxkmarypa nen. TpeboBanust ['ocymapcTBeHHOM CHCTEMBI JOKYMEHTAIMOHHOTO 00eCIIeYeH s
ylpaBlleHHs] K COCTaBJIEHUIO HOMEHKIATypsl Aen. CopaepikaTenbHas 4acTb HOMEHKIATYPBI AEN:
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€ja MO BHAAM M XpoHOJoruu.lloAroroBka TOKYMEHTOB 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 MCTEKIIMMHU CPOKAMH XpaHECHUSI.

[IpakTuyeckoe 3aHsATHE

1.®opmuporanue nen. [IpusHaku 3aBenenus jen. TpeboBaHus k GopmMupoBaHuio jaei. [Ipasuna
TPYIIIUPOBKU JOKYMEHTOB €A 110 BUAAM U XPOHOJIOTHH.

2.IloarotoBKa TOKYMEHTOB 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 00y4aronuxcsi B GOpMe BBIOJHEHHS JOMAITHEH KOHTPOJIbHOW paboThI

16

3amuTa JoMalHed KOHTPOJIbHON paboThl

3ayer

Bcero

36
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3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUIIJIMHBI

3.1. TpeboBaHusi K MUHMMAJbHOMY MATEPUAJIbLHO-TEXHUYECKOMY
odecre4eHnI0

Peanuzanus mnporpaMMbl IpeAnosiaraeT Hajduuue Y4yeOHoro kaOuHera
JIOKYMEHTAIlMOHHOTO O0ECTIEUEHUs yIIPaBICHHUSL.

O6opynoBanne yueOHOTO KabuHeTa: MeOenb yUeHHYecKas; T0CKa; CTEIIax
JUIS HarJSIHBIX MOCOOMHM, ydeOHOW JHuTepaTyphl, CHPAaBOYHON JIUTEPATYPHI,
HOYTOYK, cTeHabl «Opranu3anuonHas ctpykrypa JOV», «JlokyMeHTHpOoBaHuE
YIIPABJICHYECKON AEATEIIBHOCTID.

B mporecce 00ydeHus UCTONB3YIOTCS MYJIbTUMEANMHBIE CPEACTBA; HAOOPHI
CJIaZ0B; OIIMCAHUS IEJIOBBIX UTP.

Ucnons3zoBanne mnporpammHoro mpoaykrta "MS  PowerPoint" s
IIPE3EHTALUU IIPOEKTA.

3.2. Uuopmannonnoe odecneyeHue 00yueHust

3.2.1. OcHOBHbIE HCTOYHUKHU

1. Aoynmamze, . [I'. JlokymeHTallMOHHOE OOeCleYEHUE YIpaBICHUS
nepcoHajioMm : yuyeOHuKk u npaktukym it CIIO / JI. I'. Ao6ynanze, U. b.
Bempsoxkkuaa, B. M. MacnoBa. — M. : U3parensctBo FOpaiit, 2018 — 299 ¢. —
(Cepus : IlpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-01543-0. —
Pexxum noctyma :  www.biblio-online.ru/book/FOB93350-F4ABA-44E3-9EE7-
D8EFF609E7D3.

2. UlysamoBa, H. H. JlokymeHTammoHHOEe OO€cleYeHHE YMpPaBICHUS :
yueOHuk u npaktukym mius CIIO / H. H. llyBamoBa. — M. : M3gaTenbcTBO
FOpaiit, 2018 — 221 ¢. — (Cepus : IIpodeccrnonanbpHoe oo6pazoBanue). — ISBN
978-5-534-00088-7. — Pexxum moctymna : www.biblio-online.ru/book/012C672A-
DD8A-4082-B4E7-380217EE5CO7.

3. Ky3nenoB, WM. H. JlokymeHTalMOHHOE OOECIICUCHHE YMPABJICHUS.
JIoKyMeHTOOOOPOT U JIETONPOU3BOCTBO : yueOHUK U npaktukym st CITO / . H.
Ky3nenos. — 3-e u3a., nepepad. u non. — M. : U3parensctBo FOpaiit, 2019. —
462 c¢. — (Cepus : I[IpodeccnonansHoe oopazoanue). — ISBN 978-5-534-04604-
5. — Pexwum nocryna : www.biblio-online.ru/book/DB607B3D-7A35-4188-B438-
95507B0D5068.

3.2.2. JIONOJTHUTEIbHbIE HCTOYHUKH

1. Kysueno, M. H. JlokymeHTanuoHHoe obecrieuyeHre YIpaBlICHUS
nepconanoMm : yueOHuk u mpaktukym st CIIO / U. H. KysmemoB. — M. :
M3narensctBo IOpaiit, 2019. — 521 ¢. — (Cepus : IlpodeccuonanbHoe
obopazoBanne). — ISBN 978-5-9916-8809-3. — Pexxum gocrtyma : Www.biblio-
online.ru/book/EQFDBAS53-4037-45A1-8581-1E1EF1555614.



http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07
http://www.biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614
http://www.biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614
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2. Kopuees, 1. K. JlokymeHnTannmonHoe odecredeHre ynpaBieHus: + TeCThl B
OBbC : yuebnuk u npaktukym s CITIO / U. K. Kopuees, A. B. Ilmenko, B. A.
Mamypues. — 2-e u3fl., nepepad. u non. — M. : M3gatensctBo FOpaiit, 2018. —
384 ¢. — (Cepus : IIpodeccuonanpuoe oopazoBanue). — ISBN 978-5-534-05022-
6. — Pexxum moctyna : www.biblio-online.ru/book/5E6B838B-E208-4360-84ED-
33406B23FDD?9.

3. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECICUYCHHE YIPaBICHUS :
yuebnuk u npaktukyMm ais CIIO / JI. A. loponuna, B. C. UputukoBa. — M. :
NznarensctBo IOpaiit, 2018. — 233 ¢. — (Cepus : IIpodeccuonanpHOE
obpazoBanme). — ISBN 978-5-534-05783-6. — Pexxum goctyma : www.biblio-
online.ru/book/D9DA38D8-226D-4EC9-876C-F47D53A990C9.

4. JIOKyMEHTaIlMOHHOE OO0ECTeueHue YIpaBICHUA: YYEOHUK M1 CTY/I.
yupexjeHuit cpen. npod. oopazoBanus/ A.B. [lmenko, JI.A. Jloponuna. — 14-ee
u31., crep. — M.: U3narenbckuii eHTp «Akagemus», 2015. — 224 ¢. — ISBN 978-5-
4468-2278-2.

5. JlokyMeHTanMoHHOE oOOecreueHue  yrpaBlieHus (C  OCHOBaMH
apxuBoBelieHUA): yueOHoe mocooue/ M.U. bacakoB. — 2-e¢ uza., crep. — M.:
KHOPVYC, 2016. — 216 c. — (HawanmpHoe u cpemgHee mnpodeccHOHaIbHOE
oOpazoBanue). — ISBN 978-5-406-04536-7.

3.2.3. Ilepeuennb pecypcoB nHGPOPMALMOHHO-TEJI€KOMMYHUKAIIMOHHOM
cetu «AHTEpHET

1. OdwunmansHplii HTHTEPHET-TIOPTAT MPaBOBOK MHPOpManuu — WwWw.delo-
press.ru;

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

3. CepBep opraHoB rocyaapcTBeHHON BIacTu PO — www.gov.ru

4. TlouckoBas ~ cucTeMa  HOpPMATHBHBIX  MpPaBOBBIX  aKTOB  —
http://opb.ru/deloproizvodstvo;

5. IlouckoBasgs  cucreMa  HOPMATHBHBIX  MpPaBOBBIX  AKTOB  —
www.funnycong.ru;

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

3.2.4, IlepeyeHb MPOrpaMMHOro odecrevdeHus

1. Microsoft Word
2. Microsoft Excel


http://www.biblio-online.ru/book/D9DA38D8-226D-4EC9-876C-F47D53A990C9
http://www.biblio-online.ru/book/D9DA38D8-226D-4EC9-876C-F47D53A990C9
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 PE3YJIbTATOB OCBOEHMS
JUCHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4eHUs

Pesynbrarel 00y4yeHus

(-DOpMBI N METOABI KOHTPOJISA U OICHKH

3HaHus:

IMOHATHEC, UCJIN, 3aJa4Y1 1 IPUHIHUIIbLI
JCJIOITPONU3BOJICTBA

OCHOBHBIC ITOHATHUA JOKYMCHTAITUOHHOT O
obecnieueHus YIPaBJIICHUA

CUCTEMBI JIOKYMEHTAIIHOHHOTO 00eCIICUeHUS
yrpaBiIeHUS

KJIacCU(UKAIIUIO TOKYyMEHTOB

TpeOOBaHUS K COCTABICHUIO U O(POPMIICHUIO
JIOKYMEHTOB

OpraHu3aINIo TOKyMEHTOO000pOTa: TIpHeMa,
00paboTKy, pEeTUCTPAIHIO, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYPy Jell

OIICHKA 10 UTOr'aM YCTHOTO OIpOca;
OLIEHKA IO Pe3yJIbTaTaM BbIOJIHEHUS
JIOKJIA/1a;

OLIEHKA 0 Pe3yJIbTaTaM BbIIOJIHEHUS
NPaKTUYECKON paboTHI,

OLICHKA 32 JIOMAITHIOI0 KOHTPOJIBHYIO
padoty (17151 3a09HOM (HOPMBI
0o0yueHus);

OIICHKA 10 UTOT'aM 3a4eTa.

YmMmeHnus:

0(QOpMIISITh TOKYMEHTALMIO B COOTBETCTBUU C
HOPMAaTUBHOM 0a30ii, B TOM YHUCIIE C UCTIOIb30BAHUEM
MH(OPMAaLMOHHBIX TEXHOJIOTUI

OCBaMBATh TEXHOJOTMH AaBTOMATU3UPOBAHHOM
00pabOTKM JOKYMEHTAIHH

MCIIOJIb30BaTh YHU(DUILIUPOBAHHBIE (POPMBI
JIOKYMEHTOB

OCYHICCTBJIATH XPAHCHUC U ITIONCK JOKYMCHTOB

MCIIOJIH30BATh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU
B DJIGKTPOHHOM JOKYMEHTO000pOTE

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

OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
MPAaKTUYECKON pabOThI;

OLICHKA 33 JJOMALIHIO KOHTPOJIBHYIO
paboty (s 3209HOH OPMBI
o0OyueHus);

OIIEHKA 110 UTOTaM 3a4eTa.

4.2. MeToauueckne MaTepuaJibl, ONpeae/siionime nNpoueaypbl OleHUBaHNS
YPOBHSI CPOPMHUPOBAHHOCTH 3HAHUM U YMEHUM

4.2.1. Kputepuu ouieHMBaHMs YCTHOTO OTBETA

«OTIHUYHO»

«XOPOIIIO)

«KYyHOOBJICTBOPUTCIILHO»

«CHCYHOBJICTBOPUTCIILHO»

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

oOyyJaronuics qaeT
NIPaBUJIbHBIC B
I1EJIOM TPaMOTHBIC
OTBETBI, HO JIJIs
YTOYHCHUSA OTBETA
TpeOyroTCs
HaBOISIIINE
BOTIPOCHI;
JIOCTaTOYHO ITOJTHOM
OTBEYaeT Ha
JOIIOJIHUTCIIBHBIC
BOIIPOCHI
IIpH UCITIOJIb30BAHHUN
poQeCCHOHATBHON

oOyyJaromuiics
MPaBUJIBHO M3JIaraet

TOJILKO YacTh

Marepuala,

3aTPYyIHSECTCA

MIPUBECTH MTPUMEPHI;
HEIOCTATOYHO YETKO M
MIOJTHO OTBEYAET Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI;

IIpH UCITIOJIb30BAHHUN
npodeccHoHaNBHOMI
TEPMHUHOJIOTUA
JIOMYCKaeT

oOy4Jaronuics n3jiaraet
OTBET C CYIIECTBEHHBIMU
OIIMOKAMH WITH
OTKa3bIBaeTCS OTBETHUTH
Ha TIOCTaBJICHHBIC
BOIIPOCHI;

HE OTBEYacT Ha
JIOTIOTHUTEIIbHBIE
BOIIPOCHI;
npodeccnoHaNbHOMI
TEPMUHOJIOTHUEN HE
BIIa/ICET WJIH JOITYCKaeT
CYIIIECTBEHHBIC OMIHMOKH
TIPH MCIIOJI30BAHUN
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UCIOJIb3YET TEPMHHOJIOTUU HE3HAYUTEIIBHBIC TEPMHHOB
MTOHATUNHBIN JOIIyCKAeT OLIMOKH
anmnapar u HE3HAYUTEIIbHBIC
npodeccrnoHaIbHYIO OIINOKHU
TEPMHUHOJIOTHIO

4.2.2. Kputepuu olleHUBAHNS PelIeHUS TECTOBBIX 3aaHUI

COTIUYHO» «XOPOIIO «YJIOBJIETBOPUTEILHOY» | «HCYIOBICTBOPUTEILHOY

BBIIIOJIHEHO 4/5 BBIIIOJIHEHO ¥4 BBIIIOJIHEHO OoJtee Y2 BBIIIOJIHEHO MEHEE
TECTOBOI'O TECTOBOI'O TECTOBOIO MaTepuasa [TOJIOBMHBI 3aJIJaHUN
MaTepuasa MaTepuasa

4.2.3. Kputepum olleHUBAHUS BbITIOJTHEHUsI IOKJIA10B

«OTJINYHOY «XOpOIIOY» «YZIOBJIETBOPUTEIIBHO» | «HEYIOBIETBOPUTEIHLHO
TeMa pacKphiTa B TeMa pacKphiTa B TeMa PacKphITa He HE COOTBETCTBYET
MIOJIHOM 00beMe U LIE€JI0M TOJIHO, HOJIHOCTBIO, TE3UCHI U KpUTEPUAM
aBTOp CBOOOJIHO B | IOCJIEOBATENBHO U YTBEP)KICHUS HE «yJlOBJIETBOPUTEIHHO»
HEell OpUEHTUPYETCS, | JIOTMYHO, BHIBOJIBI JIOCTaTOYHO
HOCJIEI0BATENIbHO U | apryMEHTUPOBaHBHI, COIJIaCOBAaHBI,
JIOTUYHO, MaTepHal HO IIpH 3aIIUTe apryMmeHTanus
JIOKJIa/1a aKTyaJeH 1 JIOKJIa/1a BBIBOJIOB
pasHooOpa3eH oOyuaroruiics B HEJ0CTaTOYHO
(mpoaHaJIM3UPOBaHbl | OCHOBHOM YHWTAJl 000CHOBaHa, J10KJIa]]
HECKOJIBKO JIOKJIaJl ¥ HE JaBall BBINOJIHEH Ha
pa3InYHbIX COOCTBEHHBIX OCHOBaHUHU
MCTOYHUKOB) MOSICHEHMUI; €IMHCTBEHHOT'O
BBIBO/IbI oOyyarommuics UCTOYHHUKA, HA
apryMeHTHPOBaHBbI, HEJ0CTaTOYHO BOIIPOCHI
o0yyaromuics IIOJIHO U YBEPEHHO penojaBaTess
OTBETHJI Ha OTBeuas Ha BOIPOCHI ayTUTOpUU
BOIIPOCHI IpenojaBareins u oOyyaromuiics He
npernoaaBarens u ayJIuTOpUHU OTBETUJ
ayIMTOpUU

4.2.4. Kputepuu OLleHUBAHUS BbHITIOJTHEHUSI IPAKTHYECKOii padoThI

«OTIIUYHOY «XOPOUIO» «yJIOBJIETBOPUTEIBHOY» | «HEYJOBJIETBOPUTEIBHOY
MIOJTHOE | MIPH BHITIOJIHEHUH | YACTUYHO MPABWIILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJaHu’ BBINTOJIHEHUH 3aJJaHUN KPUTEPHSIM OLIEHKU
BBITIOJIHEHHE PaKTUIECKON MPaKTUYECKON «YJIOBJIETBOPUTEIHEHOY
3alaHui paboThI OBLIH paboThI,
MPAKTHYECKON JIOTTYIIIEHBI HEJI0CTaTOYHAas
paloThl, MOJIpOOHAst | HE3HAYMTENbHbIE | apryMEHTAlHs CBOETO
apryMeHTanus OIINOKH, UMEET OTBETa, 3HAHUE
CBOET0 pELICHUs, MECTO JIOCTAaTOYHast OTIpeIeNIeHHBIX
XOpoIiee 3HaHue apryMeHTanus TEOPETUIECKUX
TEOPETUUECKUX CBOETO pelIeHus, acIeKTOB
aCIIeKTOB PEIICHHS. XOpoliee 3HaHue BBITTOJTHSEMBIX
TEOPETUYECKUX 3aJaHul
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aCIEKTOB
BBIIIOJIHSIEMBIX
3aaHuN

4.2.5. Kputepuu onleHHBaHHUs BHEAYIMTOPHOI CAMOCTOSITEILHOUH PadoThI
o0y4aromuxcst

Bunamu 3amaHuii U1 BHEAyJAMTOPHON CaMOCTOSITENBHON pabOThl MOTYT
OBITh:

- JUIsl OBJIQJICHUS 3HAHMSAMM: YTEHHE TeKcTa (yuyeOHMKa, MEpBOMCTOYHMKA,
JIOTIOJIHUTEBHON  JINTEpaTypbl); COCTaBICHHME IUIAHA TEKCTa; TIpaduuecKkoe
U300pakeHNE CTPYKTYPhl TEKCTA; KOHCIEKTUPOBAHUE TEKCTA; BHIMUCKU U3 TEKCTA;
paboTa co cCilOBapsIMH M CIPAaBOYHUKAMHU; O3HAKOMJIEHHE C HOPMAaTHUBHBIMU
JOKYMEHTaMH; Y4eOHO-HCCIIE[OBATENbCKAsl pPadOTa; HMCIOJB30BAaHUE AyAHO- U
BHJIE03aNIMCEH, KOMIIBIOTEPHOU TEXHUKHU U VIHTEpHETA U 1Ip.;

- IS 3aKpeIUIeHHs M CHCTeMaTH3aluy 3HaHWil: padoTa ¢ KOHCHEKTOM
aexkuun (0OpaboTKa TeKcTa); MOBTOpHAs paboTa HajJ YYEOHBIM MaTepuaioM
(yueOHMKa, TIEPBOMCTOYHUKA, JOMOJHUTEIBHOW JUTEpaTyphl, ayaHo- U
BU/JICO3AIIACEN); COCTABJIEHHUE IJIJaHA U TE€3UCOB OTBETA; COCTABJICHHE TAOJUIL JJIs
CUCTEMATU3AlMK Y4eOHOro Marepuana, W3y4eHHUE HOPMATHUBHBIX MaTEpUAIIOB;
OTBEThl HA KOHTPOJbHBIE BOIPOCHI; aHAJUTHYEeCcKas oOpabdoTKa TeKcTa
(aHHOTHpOBaHUE, PELEH3UPOBaHUE, pedeprUpoBaHUE, KOHTEHT - aHAIM3 U [p.);
NOJrOTOBKAa COOOIIEHMH K BBICTYIUICHHIO Ha CeMHUHape, KOH(EpEeHUUH;
NOJIrOTOBKa pedeparoB, AOKIAJO0B; COCTaBiIeHHE OHOIMOrpaduu, TeMaTHYeCKUX
KPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- 11 GOPMHUPOBAHUS YMEHUM: pELIEHUE 3a/1a4y U YIPaKHEHU! Mo o0pasiy;
pelIeHrEe BapUaTUBHBIX 3aJad W YOPAKHEHHH; PpEIICHWE CHUTYalHMOHHBIX
MIPOU3BOICTBEHHBIX (ITPO(PECCHOHANBHBIX) 3a/a4; MOArOTOBKA K JI€JIOBBIM UIPaM;
IPOCKTUPOBAHUE W  MOJEIMPOBAHUE  pa3HbBIX BUAOB U  KOMIIOHEHTOB
npo¢eCCUOHATIBHON JIEATEIIbHOCTH.

Buael 3amanuii  myis  BHEaAyIMTOPHOM CaMOCTOSITEILHOM paloThl, HX
CoJlep)KaHUEe M XapaKTep MOTyT MMETh BapUaTUBHBIN M Ju(depeHurnpoBaHHBIMI
XapaKTep, YYUTHIBaTh CHEUU(DHUKY CHEHUATbHOCTH, H3y4aeMOW JHCUUILIMHBI,
WHIUBUyaJIbHBIE 0COOEHHOCTH 00y4aroIerocs.

IIpu npenbpsBICHHH BUAOB 33JaHUl HA BHEAYJAUTOPHYIO CaMOCTOSATEIBHYIO
paboTy pEKOMEHAYeTCsl HCHOIb30BaTh AUPPEPEeHUUPOBAHHBIN MOAXO0A K
oOyuatomumcsi.  Ilepex  BbIlOJIHEHHWEM — OOy4arOUIMMHCS  BHEayJUTOPHOU
CaMOCTOSITENIbHOM ~ paboThl  MpenojaBaTelb  MPOBOAMT  HMHCTPYKTAX IO
BBIIIOJIHEHHIO 33JJaHUs1, KOTOPBIN BKIIFOYAET LIEJb 33JIaHUsl, €T0 COAEPIKAHUE, CPOKU
BBHITIOJIHCHUS, OPUEHTUPOBOYHBI O0O0OBEM pabOThl, OCHOBHBIC TpPEOOBAaHUSI K
pesynbTaTaM  paboThl, KpUTEpUUM OLEHKH. B  mpouecce HMHCTpyKTaxka
IpernojiaBaresib  NpeaynpekJaeT oOOydallMXcd O BO3MOXHBIX THUIIMYHBIX
OLIMOKAX, BCTPEYAIOIINXCSI IPU BBINOJHEHUU 3aJaHusl. HCTpyKTaxx mpoBOAUTCS
npernojiaBaresieM 3a Cc4eT o0beMa BpPEMEHH, OTBEIECHHOTO Ha HU3Yy4YEHUE
JUCUUTUTUHBI.
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Bo Bpewms BhinonHeHUs: 00y4arOmKUMUCS BHEAYIUTOPHON CaMOCTOSTEIbHON
paboThl U IpU HEOOXOUMOCTH IPENOAABATENb MOKET MPOBOJUTH KOHCYJIbTALUN
3a c4eT 001Iero Oro1KeTa BpEMEHHU, OTBEICHHOTO HAa KOHCYJIbTALIHH.

CaMocTosTenbHass padoTa MOXKET OCYLIECTBIATHCS HWHJIMBUIYaJIbHO WM
rpynnaMu o0y4arommxcsi B 3aBUCUMOCTH OT LI€JIU, 00beMa, KOHKPETHOW TEMaTUKU
CaMOCTOSITENIbHOM pabOThl, YPOBHSI CJIOKHOCTH, YPOBHSI YMEHUN 00y4arOIIUXCsl.

KoHTponbs  pe3ynpTaTOB  BHEAYAMTOPHOM  CAMOCTOATEIBHOW  pabOThI
00y4aromuxcsi MOKET OCYIIECTBIISITHCSA B TpEJeiIax BPEMEHHU, OTBEICHHOTO Ha
oOsi3aTenbHbIE  y4yeOHbIE 3aHATHUS MO JAUCHUIUIMHE U BHEAYAUTOPHYIO
CaMOCTOSITENIbHYIO paboTy O0ydaroumxcs Mo AUCHUIUIMHE, MOKET MPOXOIUTHh B
MUCHPMEHHOW, YCTHOW WJIM CMEUIaHHOW (opMe, C MPEeICTaBICHUEM HW3JETIHUs WU
IPOJYKTa TBOPUECKON AEATENBHOCTH 00YYarOIIErocs.

KpurepusiMmn OLEHKHM pe3ylbTaTOB BHEAYIUTOPHOM CaMOCTOSTEIIBHOU
paboThl 00y4arOIIErocs ABIISIOTCS:

- YPOBEHb OCBOEHUS 00yUaroIUMCsl y4eOHOro MaTepuraia;

- yMeHHEe OOy4alollerocs HCIOJIb30BATh TEOPETUYECKUE 3HAHUS MPH
BBIIIOJTHEHUH IIPAKTUYECKUX 3a/a4;

- ¢c(pOpMHUPOBAHHOCTH OOIICYUCOHBIX YMCHHIA;

- 000CHOBAHHOCTb U YETKOCTb U3JI0KEHUS OTBETA,

- opopMIIEHHE MaTepuaja B COOTBETCTBUH C TPEOOBaAHUSIMH.

4.2.6. Kputepum onleHUBaHUS BHITIOJHEHUS] IOMAlIHEH KOHTPOJILHOH padoThI
(ns1st 3a04HOM POpMBI 00YUEHMS)

«OTIMYHO» «XOpOouIO» «YJOBJIETBOPUTEIILHO» | «HEYJIOBIETBOPHUTEIBHO»
IIOJIHOE U IIOJIHOE U YaCTUYHO IIPABUJIIBHOE | JOMAIIHAS KOHTPOJIbHASA
IIPABUJIBHOE IIpaBUWJIbHOE BBINIOJIHEHUH 3aJaHUI pabota He
BBIITOJIHEHUE BBIIIOJIHCHHE JIOMAIIHEN IIPEI0CTaBIICHA
3aJJaHUi JOMaIlHe | 3ajaHuil ToMalHed | KOHTPOJBbHOM paboTshl, 00yyaromuMcs Uiu
KOHTPOJIBHOU KOHTPOJIBHON HEKPUTHYECKHUE ITOJIHOCTBIO HE
paboThl, rpaMOTHOE paboThI, OLIMOKH B COOTBETCTBYET
IIOCTPOEHUE HE3HAYUTEIIbHBIE odopmieHnn paboTHl, TpeOOBaHUM,
OTBETOB, OLIMOKHU U JIOTIOJIHUTEJIbHBIE IIPEABSBISIEMBIM K €€
oopmieHue MIOTPELIHOCTH B Hay4HbIE U oopmieHuto u
paboTHI B TOJTHOM odopmIIeHUH HOPMAaTHUBHBIE COAEPIKAHUIO
COOTBETCTBUU C paboThI, UCTOYHUKU HE
MPEABSBIAEMBIMU JIOTIOJIHUTEIIbHBIE HCIIOJIb30BAIINCH
TpeOOBaHUSAMU Hay4HBbIE U
HCIIOJIb30BAaHUE HOPMAaTHBHBIE
JIOTIOJIHUTEIBbHBIX VCTOYHUKU HE
HAy4YHBIX U HCIIOJIB30BAJIUCh
HOPMAaTUBHBIX
MCTOYHUKOB
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4.2.7. Kputepum olleHUBAHUSA 3HAHMI U YMEHH 10 UTOraM
OCBOCHMS TUCHHUIINHBI

[MpomexyTouHasi arrectanusi (UTOTOBBIA KOHTPOJB) MPOBOAUTCS B (hopme
3a4eTa B XOJIe dK3aMEHAIIMOHHOW ceccuu. K 3adery momyckaroTcs oOydaromuecs,
YCIEIIHO BBIMOJHUBIIME BCE BHUJABI OTYCTHOCTH, IIPEIyCMOTPECHHBIC IO
IMCIUILTIHE YYeOHBIM TUTaHOM. B Xoze 3adera mpoBepsieTcsi CTENEHb YCBOCHUS
MaTepHuaa, yMeHUE TBOPUYECKH U TOCIIE0OBATEIBHO, YeTKO U KPaTKO OTBEYATh Ha
NIOCTaBJICHHBIC BOIPOCHI, JieJaTh KOHKPETHBIE BBIBOABI H  (OPMYIHPOBATH
00OCHOBaHHBIE MTPEITIOKEHUSI.

B xonme uToroBoro KOHTPOJIS akKIEHT JeaeTcsl Ha MPOBEPKY CIIOCOOHOCTEH
o0yJaromuxcss K TBOPYECKOMY MBIIUICHHIO W HCIOJIB30BAHUIO TMOHATUHHOTO
ammapara  JUCHUIUIMHBI B PEIICHHH  NPOPECCHOHANBHBIX  3a7ad  II0
COOTBETCTBYIOIICH CHEIUATEHOCTH.

3HaHUs, YMEHHUS W HaBbIKM OOYYalONIMXCS Ha 3a4eTe OICHUBAIOTCS IIO
CHCTEME «3a4TE€HO», «HE 3auTeHo». OleHKa OOBABISETCS O0ydaromeMmycs Io
OKOHYaHUU ero OTBeTa Ha 3auere. [lomokuTenpHas OleHKa («3a4TeHO») 3aHOCUTCS
B 3a4ETHO-DPK3aMEHAIIMOHHYIO BEIOMOCTh M 3a4ETHYI0 KHIDKKY JIHYHO
nperogaBateneM. OIeHKa  «HE  3a4T€HO»  MPOCTABIISETCS  TOJIBKO B
IK3aMEHAIIMOHHYIO BEJOMOCTb.

OOmMH  KPUTEPUSIMH, ONPEACISIONIMMU OIICHKY 3HAaHHWH Ha 3adere,
SIBIISTIOTCSI:

«3auTeHo «He 3aureno
JlaHbI B OCHOBHOM ITPaBUJILHBIE OTBETHI HA BCE HE BBITIOJIHEHBI TPeOOBaHNS,
MOCTaBJICHHBIE BOIIPOCHI; COOTBETCTBYIOIIHE OIEHKE «3aUTCHO».

MPAaBUJIBHO PEILIECHBI PAKTUYECKUE 3a1aHuUS;
B OTBETaX B OCHOBHOM BBIJIC/ISIIOCH I'JIaBHOE,
MOKa3aHO YMEHUE aHATTU3UPOBATh (PAKTHI,
COOBITHS, SIBIICHUS, TTPOIIECCHI B UX
B3aMMOCBSI3U U JUAJIEKTUYECKOM Pa3BUTHUMU.




