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Pabouast mporpamMma AMCIMIUIMHBI OJI00peHa Ha 3acelaHuu Kadeapsl
HKOHOMUKHU U OYXTaJITEPCKOIO y4eTa.

[TpoTtokoun ot 24 nexadbpst 2023 r. Ne 5

3aBenyromuii kadeapoi ﬁ/f}\// B.b. KonecHukoBa

(HOI[ Chb) (MHUIHATBI, (aMUITHS)

PazpaboTunk: / /
HperojaBaTelib (¥ /}v ' B.b. KonecHukoBa

(3aHMMaeMast JOJDKHOCTB) (TmogHuCh) (HULMATEL, (aMuIIHs)



1. OBIIASI XAPAKTEPUCTUKA PABOYEI TPOTPAMMBI
JUCHUILIAHBI

OI1.06 JIokyMeHTAIIMOHHOE 00ECIIEUEHNE YVIIPABICHUS
(MHICKC, HANMCHOBAHUE TUCITUILIIHEI)

1.1. O6aacTs npuMeHeHUus padouyeil MporpaMMbl

Pabouast mporpamma JUCHHUIUIMHBI pa3zpaboTaHa Ha ocHoBe DenepanbHOTO
rOCy/IapCTBEHHOTO 00pPa30BaTEIBHOTO CTaHAApTa CPEAHEro MPOoEeCCHOHATHLHOTO
oOpazoBanusi no crneuuansHoctu 40.02.04 IOpucnpyneHius, yTBEp>KISHHOTO
npukazoM Munnpocsemenus Poccun ot 27.10.2023 Ne 798, u gBisieTcsi 4acThbIO
0o0pa3zoBaTenbHON TPOTpPaMMbl B YaCTH OCBOEHHUS COOTBETCTBYIOIIMX OOIIHMX
kommneTeHu (nanee — OK) u npodeccruoHanbHbIX KoMmneTeHui (nainee — [1K):

Kon
HaumenoBanune KOMIICTCHIIU
KOMIICTCHII U
OK 1 BriOupate crocoObl pemeHusi 3amad  Ipo(ecCHOHANBHON  JeSATeTbHOCTH
MPUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM
OK 9 [Tonp30oBaTbCst MPOQPECCHOHAIBHON JTOKYMEHTAIMEe Ha TOCYJapCTBEHHOM H
HHOCTPAHHOM S3bIKaX
IK 1.1. OcymiecTBIATh MPO(HEeCCHOHATLHOE TOJKOBAHME HOPM TIpaBa
IK 1.2. [IpuMeHATh HOPMBI TpaBa Il pelIeHus 3amad B TpodeccHoHaTbHON
ACATCIIbHOCTHU
IIK 1.3. Brnaners HaBbIKaMU MOJATOTOBKHM IOPUAMYECKUX TIOKYMEHTOB, B TOM YHCJIE C
MCTI0JIb30BaHNEM MH(OPMAITMOHHBIX TEXHOJIOTUI

1.2. MecTO TUCHMILIIMHBI B CTPYKTYpPe 00pa30oBaTeibHOM MPOrpaMMbl

JucnumimHa «JlokyMeHTanmoHHoe oO0ecriedeHre yIpaBIeHHs» OTHOCUTCS K
o01enpodecCHOHATBHBIM AUCITUTUTHHAM TPO(EeCCHOHATBLHOTO KA JUCIIUTLINH.

JIist u3ydeHus JaHHOW NUCHIHUIUIMHBI HEOOXOIWMBI 3HAHUS W yMEHWUS,
chopMHUpOBaHHBIE B TPOIECCEe M3YYCHHUS TakoW  001meoOpa3oBaTeIbHON
TUCITUTUTNHBI Kak « HpopMaTHkay.

3Hanus, YMEHUS u HaBBIKH, bopmupyembIe JTHACITATIITAHOMN

«JloKyMEeHTallMOHHOE oOecrieueHue YIIPABJICHUSI» HEOOXO0 MBI U1
MOCJICTYIOIIETO N3YUYEHHUS BCEX TUCIUILIINH MPO(ECCHOHATEHOTO YIeOHOTO IUKIIA,
a TaKXKe MPOXOXKJICHUs] Y4eOHON U MTPOU3BOICTBEHHON ITPAKTHKHU.

1.3. Heab 1 nj1aHupyeMble pe3yabTaThl 0CBOEHHS M CHUILTHHBI
Llens qUCHUIIIMHBL: HAYYUTh CTYJICHTOB OHUMATh CYIIHOCTD, LIEIH, 3aa4u

U T[pPUHLUIOBl  JEJONPOM3BOACTBA €  HMCHOJIB30BAaHUEM  HMH(POPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUIA B MTPO(eCCHOHATBHOM e TETbHOCTH.



YMCHHA 1 3HAHUSA:

B pamkax nporpaMMbl y4eOHOM TUCHUIUTMHBI O0yYalOIIMMUICS OCBAaUBAIOTCS

Kon YMenus 3HaHus
[1K,
OK
OK 01 | mpumeHaTs Ha MPAKTUKE | TEPMHUHOJIOTHIO B obnactu
OK 09 | rocynapcTBeHHbIE CTaHJAPTHI, | JOKYMEHTAIMOHHOTO obecrnieueHus
I[IK 1.1 | npyrue HOPMATUBHO-METOAUYECKHUE | YIPABICHHUS;
[IK 1.2 | nokymMeHTBI,  perlaMEHTUPYIOLIUE
I[IK 1.3 | opranuzamuioo JTOKyMEHTAllHOHHOTO
o0ecrieyeHus yrpaBieHHs,
COCTaBJISITh u MPaBUJIBHO | HOPMATUBHbBIE JTIOKYMEHTBHI,
oopmIATh OCHOBHBIC BUJIBI | pETJIaMEHTHPYIOIIHE COCTaBJICHHE u
OpraHHU3aIOHHO- opopmiIeHHE AOKYMEHTAllMl M TMOPAIOK €€
pacnopsiAMTEIbHBIX JOKYMEHTOB; 00paboTKH;
opopMIIATH WH()OPMAIITMOHHO- | IPaBWJIa  COCTaBJICHHS W odopmieHuUs

CIIPABOYHYIO JOKYMEHTALHIO;

OpraHU3alMOHHO-PACIIOPSAAUTEIBHBIX
JIOKYMEHTOB, BXOJSIIUX B YHU(DHUIIMPOBAHHYIO
CUCTEMY OpPraHM3alMOHHO-PACIIOPAIUTEIbHBIX
JOKYMEHTOB, YHU(UIUPOBAHHYIO CUCTEMY
MIEPBUYHOM YYETHOM ITOKYMEHTAallUH B 4YacTU
JOKYMEHTAIUH 110 y4eTy TPYAa,;

oopmIATH
JTOKYMEHTAIHIO;

KaJIpOBYIO

NOPSOK IPOBENEHUSI SKCIEPTU3bl LIEHHOCTH
JOKYMEHTOB U MOATOTOBKU i€l K apXUBHOMY
XPAaHEHUIO.

oOpMIIATH MPETEH3MOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

TEXHOJIOTUIO OpraHU3aluU JOKYMEHTO000pOoTa
B OpraHU3alusaX (yUpeKICHUIX).




2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1. O0beM TUMCHUIVIMHBI M BUIBI Y4eOHO padoThI 1/ 04HOH (GopMBbI

o0yuyeHust

Bun yaeOHO# paboTHI O0BeM JacoB
MakcumaibHas yueOHast Harpy3Ka (BCero) 62
O0s3arenbHbIe ayAUTOPHBIC yueOHBIE 3aHsTUS (BCETO) 60
B TOM YHCJIE:

JAeKyulU 20

npaxkmuieckue 3aHAmusl (8 mom yucie 3adem) 40
CamocrosTenpHas pabota odyuaromierocs (Bcero) 2
B TOM YHCIIE:

Nn0020MOo6KA 00KIA008 2

[IpomexyTouHas arTecTarys B GopMe KOHMPOAbHOU pabombl NO CUCTeEME OYEHOK «3AYMEHOY/«He
3aumenoy

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

o0yuyeHust

Bun yaeOHO# paboTHI O0nem JacoB
MakcumMaibHas yueOHas Harpy3Ka (BCero) 62
O0s3arenbHbIe ayAUTOPHBIC yueOHbIE 3aHsTUS (BCErO) 8
B TOM YHCJIE:

JleKyuu

npakmuieckue 3aHAmus (8 mom 4ucie nPoMelcymoyHdas ammecmayiis) 8
CamocrosTensHas paboTta oOyuatomerocst (Bcero) 54

B TOM YHUCIJIC:

u3yyeHue KOHCNeKmos JeKyuii U peKoMeHO08AHHOU Iumepamypbl OJisl

20
NnO020MOBKU K npakmu4eCcKum 3aHAmusim

uzyuenue KOHCNeKmo8 JIeKyutl U peKoMeHO08AHHOU TUMepamypuvl OJisl

N 34
l’lO()ZOWIOGKu K KORmMpOJlbHOU pa60me

[IpomexyTouHas artecTarys B GOpMe KOHMPOAbHOU pabombl NO CUCTEME OYEHOK «3AYMEHOY/«He
3aumeHoy
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2.3. TemaTuyeckuid IJIAH U COAEPKAHNE TUCIHUIIMHBI JJIS OYHOU (POPMBI 00yUeHUsA

Koabl xommerenmumid,

HaumeHnoBanue paznenos O0beMm (hopMupoBaHUIO
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
nporieccax.  llommdyHkumoHampHOCTS MOKyMeHTa. HMHdopMmanuoHHas, KOMMYHHUKaTHBHa,
colpanbHas, KyJIbTypHas, yIpaBieHUYECKas, IpaBOBas, HCTOpPHYECKas H Apyrue (QPyHKIUH
nokyMmeHToB. [loHsTHe o0 pgokymeHTHpoBaHWU. (OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.
MarepuranbHple HOCHTENH WH(OPMAllMd W WX BIHAHWE Ha JOJTOBEYHOCTh M COXPaHHOCTBH 4
Tema 1.CymHOCTE JOKYMEHTa. 3aKOHOJATeNbHBIE aKThl, pErJaMeHTHPYIONIME OpTraHM3aluio  paboTBl ¢
JIOKYMEHTAIIHOHHOTO JIOKYMEHTUPOBAHHOU nHpOpMaIUei. HopMmaTtuBHO-MeTOAMUYECKIE JIOKYMECHTBI,
obecrieueHus periiaMeHTHPYIONUE TOPS/IOK BBIIAYM M TpeOOBaHUS K OGOPMIICHUIO KOIMUN B OpPraHU3AIHAX,
yIpaBIeHUS KOTOpPBIE SBIISIOTCA aBTOPaMHU TOKyMEHTOB. OCHOBHBIE HOPMATHBHBIE aKThI, PErIaMEHTHPYIOIINE
JIOKYMEHTHUPOBAHUE YIPABICHUECKOH JIEATEILHOCTH

Jlexmu 2
[IpakTudeckoe 3aHsATHE
1.YcrHeIii ompoc. 2
2. Jluckyccust o ToKyIany
CamMocTosTeNnbHas paboTa 00yJaroIIUXCs -

OK 01,
OK 09,
K 1.1,
MK 1.2,
IK'1.3

Copepxanne yueOHOTO MaTepuana

XapakTepucTUKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepHUCTHKa U COCTaB
pacToOpsIIUTENbHBIX TOKYMEHTOB. XapaKTePUCTHKA M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
Tema 2. JIOKYMEHTOB. Y HU(UKaIus u cTanaapTusamys. [loHATHE «cUCTeMa JOKYMEHTAIUNY, € MPU3HAKY.
YmpasneHueckas OYHKIHOHATFHBIE W OTpacieBble CHUCTEMbI JMOKyMeHTamwu. lloHsaTne «yHH(HUIMpOBaHHAS
nokyMeHTanus. OyHKINN | CHCTeMa JOKyMEHTaluW». | oCyJapCTBEHHBIE CTaHIAPTHl Ha YHH(DHIMPOBAHHBIE CHCTEMBI OK 01,
YIIpaBICHUYECKOM JIOKYMEHTAIIVH, PErJIaMeHTUPYIONIUe OOIe MpaBuia UX pa3paboTKU u MOCTPOSHHS (hopMyJispa- OK 09,
JOKyMEHTALUH. obpasua. Ilonstue «yHudunmposanusie GopMbl JOKyMeHTOB. OOIIEpOCCHIICKHE U OTpPAaCiEBbIC MK 1.1,
YHuUIupoBaHHBIC yHUGUTIIPOBAaHHBIE (DOPMBI TOKYMEHTOB; YHU(MDUIIMPOBAHHBIE (DOPMBI TOKYMEHTOB TIPEATIPUSATHSA, K 1.2,
CHUCTEMBI MOpSIIOK WX BBeAcHUS B JeidcTBue. Pacmpenenenune coctaBa BHAOB W Pa3sHOBUAHOCTEH K 1.3
YIpaBICHUYECKOM JIOKYMEHTOB OTPEACIEHHOIO KOMITJICKCa MO 33aja4yaM ynpasieHus. Buasl kormmid. TpeboBaHus K
JOKYMEHTAIIHH. 0(OpPMIICHUIO PAa3NTUYHBIX BHJIOB KOIMHUI JTIOKYMEHTOB. HopMaTHBHO-MeTOIMYECKHE TOKYMEHTHI,
perIaMeHTUPYIOIINE TIOPSAOK BBIIAYd U TpeOOBaHUS K O(GOPMIICHHIO KOIMUI B OpraHU3aIMsIX,
KOTOPBHIC SIBISIOTCS aBTOPAMH JOKYMEHTOB.

Jlexun 4




HpaKTqucxoe 3aHATHC

1.JIexuusi ¢ pa360poM KOHKPETHBIX CHTYAIHH. 4

2.06cyxIeHne ToKIaaa.

CaMocTosTeNIbHAsA paboTa 00YYarOIIHXCS -

Copepxanne yueOHOTO MaTepuana

[Monsatue «pexBu3uT». [lOCTOSHHBIE W TIEpEMEHHBIC PEKBU3UTHI, MOPSIOK MX HAHECCHUS MPH 4
Tema 3. ITousTne COCTABIICHUH JIOKYMEHTa WM paboTe ¢ HUM. [IpaBuna odopMieHUS PEKBU3UTOB. YTIIOBOE H OK 01,
«PEKBHU3UT JOKYMEHTa». | IPOAOJILHOE PACIIONIOKEHHE PEKBU3UTOB JOKyMeHTa. CTPYyKTypa JOKYMEHTA. OK 09,
Cxema pacnionoxxenua u | Jlekuuu 2 MK 1.1,
XapaKTepUCTUKA IIpakTuueckoe 3anarue K 1.2,
PEKBU3UTOB 1.0dopmiieHne TOKyMEHTa C HCIIOIh30BaHUEM PEKBH3UTOB TOKYMEHTA 2 K 1.3

2.Tect

CamMocTosTeNnbpHas paboTa 00yJaroIIUXCs -

Copepxanue yueOHOTO Marepuana

CocraBienue u ohOpPMIICHHE OCHOBHBIX YIIPABJICHUYECKUX JIOKYMEHTOB: YCTaB, TOJIOKEHHE O 10

CTPYKTYPHOM TIOJIpa3IeICHUH, MTPOTOKOMIBI, aKThI, 3aKIFOUCHHUS, CITy>)KCOHBIE 3aliCKH, JTOKIAIbI, OK 01,
Tewma 4. OcHOBHBIE

TUIaHBl, 0030PbI, CIIPaBKHU, MUCbMa U JIP. OK 09,
yIpaBIeHIECKHE Texwmn 7 MK 1.1,
JIOKYMEHTBI, COCTaBJICHHC
i OfopMICHEeS IIpakTrueckoe 3aHITHE K 1.2,

1.0dopmienne 6aHka OpraHU3aAIAN 6 K 1.3

2.0dopmiieHHe pacIOPSIUTENBHBIX JOKYMEHTOB,

CaMocTosiTeNbHas paboTa 00yYarOIIUXCs -

Coneprxkanne yaeOHOTO MaTepraia

[lonsTne noxymeHTo060poTa. OCHOBHBIE TIOTOKH YIIPABIEHYECKHX IOKYMEHTOB: BXOISIIIHIA,

UCXOJSIIUN, BHYTpEHHUHA. JIBWKEHHE BXOIANIMX YIPABICHYCCKUX JOKYMCHTOB: MEpBHYHASL

00paboTKa, perucrpaims, pacCCMOTPEHUE PYKOBOJICTBOM OpPTaHU3alluy, Tiepeada Ha UCTIOTHECHHUE, 8

KOHTPOJTb 33 UCITOJTHEHUEM, CITUCAHNE UCTIOTHEHHOTO TOKYMEHTA B JEIIO. OK 01,

DTarbl MPOXOXKIACHUS UCXOMAIINX JOKYMEHTOB: MOATOTOBKA MPOCKTA, COTJacoBaHUE, qopaboTKa OK 09,
Tema 5. Opranm3arus

6on0Ta 10 3aMEYaHUsM, PETUCTpalUs U OTIIPaBKa. K 1.1,

JIOKYMEHTOO00P Jlexm 2 K 1.2,

IIpakTraeckue 3aHATHS K 1.3

1.ITonstre gokyMeHTO0OOpOTa. OCHOBHBIC MOTOKH YIPABICHYSCKHX JTOKYMEHTOB: BXOJSIIHMA, 6

UCXOMSIIUHN, BHYTPEHHHMA.

2.0dopmMiieHHE PaCTIOPSITUTEIBHBIX JOKYMEHTOB.

CaMocTosTeNIbHAs paboTa 00YYarOIIHXCS -
Tema 6. Copepxanne yueOHOTO MaTepuana 10 OK 01,
Jlenonpoun3BoJCTBO B YHudunmpoBaHHasi CUCTeMa OpPraHH3aI[MOHHO-PACTIOPSAIUTEILHON JIOKYMEHTAIIMHA 10 KaJ[paM. OK 09,




KaJpoBOH ciyx0e JokyMeHTauus TPyZOBBIX OTHOIIEHHH B KaJIpoBBIX ciyxk0ax. CocTaB JOKYMEHTOB IO JTUYHOMY MK 1.1,

coctaBy. CocraBienue u ohopMmiIeHHE 3asBICHHHA, TPYIOBOTO AOroBopa (KOHTPAaKTa), JUYHOU K 1.2,

KapTouku (opmer T2, TpHKa3oB MO KaapaM, XapaKTEPUCTHKH pabOTHHWKA, aBTOOHOTpaduu IIK 1.3

paboTHUKA, aHKEThl pPAa0OTHWKA, JMYHOrO Jena paboTHuka. TpymoBas KHIDKKA: BbIjaya,

odopmienue, xpanenue. PopMuUpoBaHUE M HOMEHKJIATYPa A€ M0 KaJpaMm.

Jlexmun 2

IIpakTHueckoe 3aHATHE

1.PaboTa B ManbIx rpynmnax: 3Tamnsl IPOXOXKIECHHUS UCXOIAIMINX JOKYMEHTOB, MOArOTOBKA IIPOEKTA, 6

coryiacoBaHue, 10paboTKa Mo 3aMeYaHHsIM, PETUCTPALUS U OTIIPaBKa

2.DopMUpOBaHNE ¥ HOMEHKIIATYpPa JeJl IO KaJapaM.

CaMocTosTeNbHasA paboTa 00yJaroIIMXCs: MOArOTOBKA JOK/Iaaa 2

Copepxanne yueOHOTO MaTepuana

OOmast XapakTepUCTHKa WM BHIbl OPraHW3ALMOHHBIX TEXHUYECKUX CpelcTB. llepcoHasbHbIE

KOMIIBIOTEPHI B COBPEMEHHOM JIEJIONPOM3BOACTBE. [lopsmok opraHu3anuy 10KyMEHTO000poTa ¢ 8 OK 01
Tema 7. Texuuueckoe HCIIOJIb30BAaHUEM CpEICTB TEJIEKOMMYHUKALUU. ABTOMaTHU3UPOBAHHBIE CHUCTEMBI OK 0 9’
obecrieueHne paboOThI C JIOKYyMEHT0000pOTA. MK 1 1’
YIIPaBICHYECKUMU Jlexiun 2 K 1'2’
JOKYMEHTaMH. [IpakTudeckoe 3aHsATHE K 1' 3’

1./lemoBas urpa: TpynoBas KHIKKA: BEIAada, 0POpMIICHHE, XPAHCHHE 6 '

2.Tect

CamocrosiTensHas paboTa o0yyaromuxcs -

Coneprxanne yaeOHOTO MaTepraia

Homenkimatypa aen. TpeboBanus ['ocyqapcTBeHHONW CHCTEMBI JOKYMEHTAIIMOHHOTO 00€CTICUeHUS

yIpaBlieHHs K COCTaBJICHUIO HOMEHKIATypsl Aen. CopepkaTelbHas 4acTh HOMEHKJIATYPBl AEw:

MHJIEKCHI JeTl, 3aT0JIOBKH e, KOJMYECTBO /e, CPOKH XPaHEHUS ¥ HOMEP CTaThH IO MEPEYHIO,

npuMedanust. @opmuposanue nei. [Ipusnaku 3aBeneHus aei. Tpebopanus kK GOPMHUPOBAHHUIO JICII. 8

2 C [IpaBuia rpynnupoBKH TOKYMEHTOB JAejia MO BHAaM M XpoHoJjoruu.lloaroroBka AOKyMEHTOB K OK 01,

Tema 8. Cuctemarusais apXMBHOMY XpaHEHHIO. OKclepTH3a IIEHHOCTH JOoKyMeHToB. CocTaBieHMe omnucel namis OK 09,
1 XpaHCHHC MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHHs JTOKYMEHTOB, NI 10 JHYHOMY COCTaBy. AKTBHI O K 1.1,
YHPABIICHACCIHX BBIJIETICHUH K YHHYTOXXEHHIO JIEN C UCTEKIIUMHU CPOKaMH XpaHEHHsI. K 1.2,
AOKYMEHTOB Jlexuyu 2 TIK 1.3

[IpakTryeckoe 3aHsATHE

1.®@opmupoBanue nen. Ilpu3naku 3aBeneHus nen. TpeboBanws K GopMupoBanuio aen. [IpaBuma 6

TPYNIHPOBKYU JOKYMEHTOB JIeJa 10 BHIaM M XPOHOJIOTHH.

2.IToAroToBKa JOKYMEHTOB K apXHBHOMY XpaHEHHUI0. DKCIIEPTU3a IICHHOCTH JOKYMEHTOB.

CamocrosiTensHas padoTa o0yyaromuxcs -

KontponbHas paboTa 1o cucTeMe OICHOK «3aUTEHOY/ «HE 3a4TEHO» 2
Bcero 62
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2.4. TemaTH4YeCKMid IJIAH U COIEPKAHNE TUCHUIUINHBI JJI 32049HO0 GOpMBI 00yUeHMsI

Koabr xommerenuii,

HaumeHnoBanue paznenos O0beMm (hopMupoBaHUIO
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,

colpanbHas, KyJIbTypHas, yIpaBieHUYECKas, IpaBOBas, HCTOpPHYECKas H Apyrue (QPyHKIUH

nokyMmeHToB. [loHsTHe o0 pgokymeHTHpoBaHWU. (OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.

MarepranbHple HOCHTENH WHMOPMAllMd W WX BIHAHWE Ha JOJTOBEYHOCTh M COXPaHHOCTH 6 OK 01
Tema 1.CymHOCTE JOKYMEHTa. 3aKOHOJATeNbHBIE aKThl, pErJaMeHTHPYIONIME OpTraHM3aluio  paboTBl ¢ OK 09’
JIOKYMEHTAIIHOHHOTO JIOKYMEHTUPOBAHHOU uH(pOpMAIUCH. HopMmaTtuBHO-MeTOAMUYECKIE JIOKYMECHTBI, MK 1 1’
obecrieyeHus periiaMeHTHPYIONUE TOPSIOK BBIIAYM M TpeOOBaHUS K OGOPMIICHUIO KOIMUN B OpPraHU3AIHAX, K 1'2’
yIpaBIeHUS KOTOpPBIE SBIISIOTCS aBTOPAMHU TOKyMEHTOB. OCHOBHBIE HOPMATHBHBIE aKThI, PEriIaMEHTHPYIONINE K 1‘ 3’

JIOKYMEHTHUPOBAHUE YIPABICHUECKOH JIEATEILHOCTH

Jlexmu -

[TpakTudeckoe 3aHsATHE -

CamocrosTenpHas paboTa 00yJaronuxcst

1.Pabota ¢ pekoMeHI0BaHHO!H Yy4eOHOM JTUTEPaTypoOi; 6

2.IloaroToBKa JOKIJIAJ0B HA TEMBI: « ITanbl UCTOPHS Pa3BUTHS IEIONPOU3BOIcTBa B Poccumy.

Copepxanne yueOHOTO MaTepuana

XapakTepucTUKa W COCTaB OPraHU3aIMOHHBIX JOKYMEHTOB. XapaKTepHUCTHKa U COCTaB

pacToOpsIIUTENbHBIX TOKYMEHTOB. XapaKTePUCTHKA M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
Tema 2. JIOKYMEHTOB. Y HU(UKaIus U cTanaapTu3amus. [loHATHE «cUCTeMa JOKYMEHTAIUNY, € IPU3HAKY.
YmpasneHueckas OYHKIHOHATFHBIE W OTpacieBble CHUCTEMbI JMOKyMeHTamwu. lloHsaTne «yHH(HUIMpOBaHHAS
nokyMeHTanus. OyHKINN | CHCTeMa JOKyMEHTanmuW». | oCyJapCTBEHHBIE CTaHIAPTHl Ha YHH(DHIHMPOBAHHBIE CHCTEMBI OK 01,
YIpaBIeHIECKON JIOKYMEHTAIIVH, PErJIaMeHTUPYIONIUe OOIIHe MpaBuia UX pa3paboTKU U TOCTPOCHHS (hopMyJIspa- 7 OK 09,
JOKyMEHTALUH. obpasua. Ilonstue «yHudunmposanusie GopMbl JOKyMeHTOB. OOIIEpOCCHIICKHE U OTpPAaCiEBbIC MK 1.1,
YHuUIupoBaHHBIC yHUGUIIPOBAaHHBIE (HOPMBI TOKYMEHTOB; YHU(MDUIINPOBAHHBIE (DOPMBI TOKYMEHTOB TIPEATIPUSATHSA, K 1.2,
CHUCTEMBI MOpSIIOK WX BBeAcHUS B JeidcTBue. Pacmpenenenune coctaBa BHAOB W Pa3sHOBUAHOCTEH K 1.3
YIpaBIeHIECKON JIOKYMEHTOB OTPEACIEHHOIO KOMITJICKCa MO 33aja4yaM ynpasieHus. Buasl kormmid. TpeboBaHus K
JOKYMEHTAIIHH. 0(OpPMIICHUIO PAa3NTUYHBIX BHJIOB KOIHUI JTIOKYMEHTOB. HopMaTHBHO-MeTOIMYECKHE TOKYMEHTHI,

perIaMeHTUPYIOIINE TIOPSAOK BBIIAYd U TpeOOBaHUS K O(GOPMIICHHIO KOIMUI B OpraHU3aIMsIX,
KOTOPBHIC SIBJSIOTCS aBTOPAMH JOKYMEHTOB.

Jlexmu
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[IpakTudeckoe 3aHsATHE
1.Pa36opom npakTHYeCKUX CUTYalui.
2.06cyxIeHne ToKIaaa.

CaMocTosTeNbHas paboTa 00yJarOIIHXCS

1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

2.moaroToBka JoknmamoB Ha TeMmbl: «Kiaccupukanms ynpaBieHYECKMX JOKYMEHTOB IO
cogepkaHuro (0 BHOAM  JEATEIbHOCTH)  OpraHMU3alMOHHBIC,  PaclOpsAUTENIbHbIC,
MH(POPMAITMOHHO-CITPABOYHBIEY.

Copepxanne yueOHOTO MaTepuana

[lonsatne «pexkBm3uT». IlOCTOAHHBIE W TIepeMEHHBIE PEKBHU3UTHI, MOPSIOK MX HAHECEHHS MpPH
COCTaBJICHUH JIOKYMEHTa WM paboTe ¢ HUM. [IpaBuna odopMieHUS PEKBU3UTOB. YTIIOBOE H
MPOJIOJIBHOE PACTIONOXKEHUE PEKBU3UTOB JOKyMEeHTa. CTPYKTypa JOKYMEHTA.

Tewma 3. ITonsTue OK 01,
Jlexnn
«PEKBHU3UT JOKYMEHTAY. OK 09,
IIpakTrHueckoe 3aHATHE
Cxema pacrnonoXeHHs U MK 1.1,
1.0dopmiieHre TOKyMEHTa C HCIIOIL30BAaHUEM PEKBH3UTOB TIOKYMEHTA
XapaKTePUCTHKA K 1.2,
2.Tect
PEKBU3HUTOB IIK 1.3
CamocTosTenbHas paboTa 00yJaroImuxCs
1.PaGoTa ¢ HOpMaTHBHBIMU aKTaMHU
2.Ilpaktukym: mpaBwia O(QOPMIICHUS PEKBU3UTOB, YIIIOBOC M MPOJIOJIBLHOE PACHOJIOKCHHE
PEKBH3UTOB JTOKYMEHTA
Coneprxkanne yaeOHOTO MaTepraia
CocraBienue u ohOpMIICHHE OCHOBHBIX VIIPABICHUYECKUX JIOKYMEHTOB: YCTaB, TOJIOKEHHE O
CTPYKTYPHOM TOJPa3/IeIICHUH, TPOTOKOJbI, aKThl, 3aKIIOYCHHUS, CIY)KECOHbBIC 3alMCKU, TOKJIAJIbI,
IUIaHBI, 0030kl CIIPAaBKH, IIMCbMA U AP. OK 01
Tema 4. OcHOBHbBIE > DL, CTIp > P ’
TIPaBJICHUYECKHE Tk OK 09,
yrp IIpakTrueckoe 3aHITHE K 1.1,
JIOKYMEHTBI, COCTaBJICHUC
1.0¢opmiieHne OraHka OpraHu3auu K 1.2,
u oopMIICHUE
2.0dopmiieHne pacnopsiIMTeIbHBIX JOKYMEHTOB. K 1.3
CaMocTosTeNbHas paboTa 00yJarOIIHXCS
1.IlogroroBka K MpoBEpOYHOM padboTe, paboTa ¢ HOPMATHBHBIM MaTEPHAIIOM.
2 Ilpaktukym: ohopMIICHHE CITY>KEOHBIX MHCEM U JIPYTHX OMEPATUBHO-CITPABOYHBIX JOKYMEHTOB
Copepxanue yueOHOTO Marepuana
[lonsTne noxymeHnToo60opoTa. OCHOBHBIE TOTOKH YIPABIEHYECKHX JOKYMEHTOB: BXOJISIIHIA, OK 01,
Tema 5. Opranusaws UCXOJSIINN, BHYTpEHHHWHA. JIBIDKEHHE BXOIAMIMX YIPABICHYECKUX TOKYMEHTOB: MEpBHYHAS OK 09,
K Me‘HTOO60 ora 00paboTKa, perucrpaims, pacCCMOTPEHHUE PYKOBOJICTBOM OpPTaHU3alluy, Tiepeada Ha UCTIOTHCHHUE, K 1.1,
Y P KOHTPOJIb 332 UCTIOJTHEHHEM, CITMCAHUE UCTIOTHEHHOTO JIOKYMEHTA B JIEIO. K 1.2,
Oranbl MPOXOXKICHHUS UCXOJSIIUX JOKYMEHTOB: TIOATOTOBKA MPOEKTA, COTJIaCOBaHHE, TopaboTKa K 1.3

110 3aMCUYaHUAM, pETUCTpalusd U OTIIpaBKa.
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Jlexmu

[IpakTudeckue 3aHATUSL
1.0dopmiteHne pacIopSANTEIHLHBIX JOKYMEHTOB.

CamocrosTenpHas paboTa 00yJaronuxcst
1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

Copepxanne yueOHOTO MaTepuana

YHuduIMpoBaHHas CHCTEMa OPraHU3alMOHHO-PACIIOPSIUTEIBHON JIOKYMEHTAIIMKA TIO KaJpaM.
JlokyMeHTaIHsl TPYIOBBIX OTHOIIEHHWH B KaJPOBBIX ciyxk0ax. CocTaB JOKYMEHTOB IO JIUYHOMY
cocraBy. CocraBieHHe U OQOPMIICHUE 3asiBIICHUH, TPYIOBOTO JOroBOpa (KOHTPAKTa), JIMYHON
KapTouku (opmel T2, TpHKa3oB MO KaapaM, XapaKTEPUCTHKH pabOTHHKA, aBTOOMOTpaduu

Tema 6 paOOTHHKA, aHKEThl pabOTHMKA, JMYHOrO Jnena paboTHuka. TpynoBas KHIDKKA: Bblgaua, 8§ 8;’
' odopmienue, xpanenue. PopMUpOBaHNE U HOMEHKJIATYPa €] [0 KaJpaMm. ’

Jlemompoun3BoACTBO B K 1.1,
KaJIpOBOii cryk0e Jlexupn K 1.2,

IIpakTHueckoe 3aHATHE K 1.3

1.PaboTa B ManbIxX Ipynmnax: 3Tambl IPOXOXKIEHHUS NCXOIAIINX JOKYMEHTOB, IOrOTOBKA IIPOEKTa,

coryiacoBaHue, 10paboTKa Mo 3aMeYaHHsIM, PETUCTPALUS U OTIIPaBKa

2.PopMupoBaHUEe HOMEHKJIATYPBI eI TI0 KaJIpaM.

CamocrosTenpHas paboTa 00yJaronuxcst

1. PaboTa ¢ TONOTHUTEIHHON JTUTEPATYPOH.

CopepixaHue yueOHOTO Marepuaia

OOmast XapakTepUCTHKa W BHIBl OPraHM3ALMOHHBIX TEXHUYECKUX CpelACTB. llepcoHasbHBIC

KOMIIBIOTEPHI B COBPEMEHHOM AesonpousBozcTse. Ilopsaok opranuzanuy A10KyMEHTOO00poTa ¢

UCIIOJIb30BaHUEM CpelncTB TEJIEKOMMYHMKALIUY. ABTOMaTH3UPOBAaHHbIE CHCTEMBI OK 01
Tema 7. Texuuueckoe JTOKYMEHT0000pOTa. OK 0 9’
obecrievueHne padoOThI C Jlextuu K 1 1’
YIPaBJIEeHYECKUMU [IpakTudeckoe 3aHsATHE MK 1:2:
JIOKYMEHTaMH. K 1.3

CamocrosiTensHast paboTa 00ydarommxcs

1.PaboTa ¢ HOpMAaTHBHBIMU IPABOBBIMU aKTaMHU

2.IlogroroBka gmoknagoB Ha TeMmy: «llepcoHasbHBIE KOMIBIOTEPEl B COBPEMEHHOM

JICTIONPOU3BOACTBEN.

Copepxanne yueOHOTO MaTepuana
Tena 8. CHcTeMaTH3AII Howmenxknarypa aen. TpeboBanus ['ocyaapcTBeHHOH CHCTEMBI TOKYMEHTALIHIOHHOTO 00€CTICYEeHUS OK 01,
. yIpaBJIeHUS K COCTaBJICHHUIO HOMEHKIATyphl fen. CopaeplkaTenbHas 4acThb HOMEHKIIATYPHI JIEN: OK 09,
VIPABIICHUCCKHX WHJAEKCHI JIeJI, 3aT0JIOBKH JIeJ, KOJIMYECTBO AEJl, CPOKU XPaHEHUS M HOMEP CTaThH IO MEPEYHIo, MK 1.1,
JIOKYMEHTOB npumMedanus. @opmuposanue aen. [Ipuznaku 3aBenenus aen. TpeboBanus Kk GOpMHUPOBAHHIO JEIT. MK 1.2,

[IpaBwia rpynmupoBKHA TOKYMEHTOB [IeNia TI0 BHAAM M XpoHOIOruu.IlonroToBka JOKYMEHTOB K K 1.3

ApXMBHOMY XpaHEHHIO. OKCIepTh3a IIeHHOCTH JOKyMeHTOB. (CocTaBieHHe oOmuced s




12

MOCTOAHHOI'O U BPEMCHHOTO CPOKOB XPAaHCHUA JOKYMCHTOB, ACJ IO JIMYHOMY COCTaBYy. AKXTBI 0
BBIACJICHUHN K YHUYTOXCHUIO ACJI C UCTCKIIMMU CPOKAMU XPAHCHUS.

Jlexiun

IIpakTHueckoe 3aHATHE

CamocrosiTensHas paboTa 00ydaromumxcs
1.PaboTta ¢ HOpMaTUBHBIMHU aKTaMH.

2.CocraBjieHHE OMUCEH IS MOCTOSHHOTO M BPEMEHHOI'O CPOKOB XPaHEHHUsS JOKYMEHTOB, JEJ 110 7
JIUYHOMY COCTaBYy.
KonTposbHas paboTa 1o CHCTEME OLIEHOK «3aYTCHOY/ «HE 3aU4TECHO» 2
Bcero 62
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3. YCJIOBMS PEAJIM3AIIUUA ITPOTI'PAMMBI INCHUIIJIMHBI

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 CTCH]IBL.

Texnuueckue cpenctBa OOyYeHUS: JIOCKA 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 CIEAYIOLUIUE 00pa30BaTEIbHbIE TEXHOJIOTHUH:

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

WNHTepakTHUBHBIE W WHHOBAIIMOHHBIE: MPOOJEMHBIE JIEKIIMA U MO3TOBOU
HITYPM, JEJIOBBIE UTPbI, KPYTJIbIE CTOJBI, KOH(GEPEHIINN, HAyYHbIE KPY>KKH U Jp.

3.3. Uudpopmanuonnoe odecrnedyeHue 00y4eHus

3.3.1. OcHOBHBIE HCTOYHUKH
1. Ky3nenoB, M. H. JlokyMeHTallmoHHOE OOECIIEUYEHHUE YMPaBICHUS.
JIOKyMEHTOOOOpOT U JEIONPOU3BOACTBO : YUEOHUK M MPAKTUKYM JJIsl CPEIHEro
npodeccuonanbHoro obpazoanus / M. H. Ky3nemnon. — 4-e u3z., nepepad. u A01I.

— Mocksa : UznarensctBo IOpaiit, 2024. — 545 c. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : 2JIEKTPOHHBIN //
O6pazoBatenbHas matdopma Opaiit [caitT]. — URL:

https://urait.ru/bcode/537146;

2. KopneeB, . K. JlokymeHTallMoOHHOEe OO€CIeUeHUE YIPaBICHUSA
yU4e€OHHUK M MPaKTUKyM Uil cpenHero npodeccuonaabHoro obpazosanus / U. K.
Kopuees, A. B. ITmenko, B. A. Mamypues. — 3-e uzn., nepepad. u jgom. —

MockBa : UsmarensctBo IOpaiit, 2024. — 438 c. — (IIpodeccuonanpHoe
obpazoBanme). — ISBN 978-5-534-16002-4. — TekcT : dIEKTPOHHBIN //
OO6pazoBaTenbpHas maTdopma FOpaiit [caiT]. — URL:

https://urait.ru/bcode/539262.

3.3.2. JIonoJIHUTEeIbHbIE HCTOYHUKHU
1. Aoynaagze, H.I. JlokymeHTanMoHHOe oOecriedeHue YMpaBiIeHUs
NEPCOHAJIOM : Y4YeOHMK M TPAKTUKYM JJId CpPEeIHEro MpoQecCHOHAIBHOIO
obpazoBanus / JI. I'. Abynanze, U. b. Bemmpsixkkuna, B. M. MacnoBa. — 2-e u3f.,


https://urait.ru/bcode/537146
https://urait.ru/bcode/539262
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nepepadb. u gom. — MockBa: WznatensctBo FOpaiir, 2023. — 370c. —
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-15076-6. — Tekct
anekTpoHHbI // OOpaszoBatenpHas 1iatdgopma FOpaiir [caiit]. — URL:

https://urait.ru/bcode/513389.

2. JHoponuna, JI. A. JIokyMEHTallMOHHOE OOECIICUCHHE YIPaBJICHUSA :
y4eOHUK M TPAKTUKYM JUIsl CpelHero mnpodeccuoHalIbHOro o0pa3oBaHus /
JI. A. Joponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit, 2021. —
233 c.— (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05783-6. —
Texcr : snextponssld // OOpaszoBarenvHas Tutatrgopma FOpaiit [caliT]. —
URL: https://urait.ru/bcode/473802.

3. llysamoBa, H. H. JlokyMeHTanmoHHOE OOeCeUEeHUE YIpPABICHUS :
yU4E€OHUK M MPAKTHUKYM UIA CpeaHero npodeccuoHanbHoro obpasosanus / H. H.
[lyBanoBa. — 2-e u3a. — Mocksa : M3natensctBo FOpaiit, 2023. — 265 c. —
(ITpodeccuonansuoe obOpazoanue). — ISBN 978-5-534-00088-7. — Tekcr
anekTpoHHbI // OOpaszoBatenpHas 1iatdgopma FOpaiitr [caiit]. — URL:
https://urait.ru/bcode/511963.

3.3.3. HopmaTuBHBIEe NPABOBbIE AKThI

1. ITocranosnenue I'occrangapra PO ot 03.03.2003 Ne 65-cT «O npuHsITUA
Y BBEJICHUU B JIEMCTBUE TOCYAapCTBEHHOro cranaapra Poccuiickonn denepanum»
(BMecte ¢ «I'OCT P 6.30-2003. TocynmapctBeHHblii crtangapT Poccuiickoi
Oenepary. YHUPUIIUPOBAHHBIE CUCTEMBl JOKYMEHTAIMH. YHU(ULIMPOBAHHAS
CHUCTEMa OPTaHU3AMMOHHO-PACTIOPSAUTEIILHON JOKyMEHTauu. TpedoBaHus K
0(OPMIICHUIO TOKYMEHTOBY);

2. HatmonaneHeiil ctanaapt Poccuiickoit @eaepaunu 'OCT P 7.0.97 - 2016
«Cucrtema cTanaapToB Mo uHMOpPMAIUHU, OMOTHOTEYHOMY U H3JATEIbCKOMY JICIY.
Oprasu3aloHHO-PaCOPSAUTEIbHAS JOKYMEHTAIUSI. TpebGoBanus K
odopmiieHuto T0kyMeHTOB» (yTB. Ilpukazom Poccranmapra ot 08.12.2016 Ne
2004-cT).

3.3.4. Ilepeyenb nHGOPMALUOHHBIX pecypcoB ceTu «AHTEepHET»

1. DOnextponHas Oubnuoreunas cucrteMa «HOpaiity — https://biblio-
online.ru;

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

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

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

5. IlomckoBag  cucTeéeMa  HOPMATHBHBIX  IIPABOBBIX  aKTOB  —
www.funnycong.ru;

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

3.3.5. CoBpemeHHbIe MPodecCHOHATBbHBIE 0a3bI JAHHBIX
1. F'ocynapcTBenHas cucrema «OQuUITHANTBHBIN UHTEPHET-TIOPTAT IPABOBOM
uHopmaruny // Pexxum nocryna: http://pravo.gov.ru;


https://urait.ru/bcode/513389
https://urait.ru/bcode/473802
https://urait.ru/bcode/511963
http://www.gov.ru/
http://opb.ru/deloproizvodstvo
http://www.funnycong.ru/
http://www.delpro.narod.ru/
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2. Unrepner-nopran CommansHoro ¢ouma Poccum // Pexum poctyma:
https://sfr.gov.ru.

3.3.6. IlepeyeHb NPOrpaMMHOro odecmnevyeHmst

1. mpunoxenune Microsoft Office Word (ucmonbs3yercss st MOJATOTOBKU
JOKJ1a/10B, COOOIIECHUH, BBIMIOJHEHUS JPYTUX MHUCbMEHHBIX 3aJJaHUN);

2. npunoxenue Microsoft PowerPoint (ucnonb3yercs misi MOATOTOBKHU
Mpe3eHTaIU );

3. mporpamma-Opaysep Internet Explorer (wnmm apyrasi anbTepHaTUBHAs)
(uconmp3yercss il pabOThI C SIEKTPOHHBIMH OWUOIMOTCYHBIMU CUCTEMaMU U
Ipyrumu pecypcamu «MIHTepHET»);

4. CnpaBouHast npaBoBas cuctema «Koucynbrantlimtocy;

5. CnpaBounas npaBoBas cucrema «CTAPAHT».
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4. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHUA

JUCHMUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4eHMsI

Pe3yabTarnl 00yyeHus |

Kpurepum oueHku

MeToabl OLIEeHKH

HepequL 3H3HPII>1, 0OCBAaMBACMBIX B paMKaXx JUCHUITIJIMHBI

TepmuHoIOrYsA B
obrnactu
JOKYMEHTALMOHHOT'O
obecrnieueHus
yIIpaBICHUS;
HopMmaruBHbie
JIOKYMEHTHI,
perjJaMeHTUpyolre
COCTaBJICHUE "
odopmiieHre
JOKYMEHTallUU u
MOPSIIOK €€ 00padoTKH;
[IpaBuna cocraBieHus: U
odopmITeHUS
OpraHu3alMOHHO-
pacropsiANTEIbHBIX
JIOKYMEHTOB, BXOJISIINX
B YHU(PHUIIUPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacnopsIuTeIbHbIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO
CHUCTEMY MePBUYHOMN
YY4ETHOU JOKYMEHTalUU
B YacTU JOKYMEHTAaIluu

1o y4eTy Tpyaa;
[Topssmok  mpoBeneHus
9KCIEPTU3bl  L[EHHOCTHU
JIOKYMEHTOB "
NOATOTOBKM  JI€T K
ApPXUBHOMY XpaHEHHUIO.
TexHonorus
OpraHu3aIuu
JTOKYMEHTOO0OpOTa B
OpTaHU3aIUIX
(YIpexaeHusx).

- ohopmiIeHHE TOKYMEHTOB M PElICHUE
MPAKTHYECKIX CHTYyalui c
HOPMAaTHUBHBIM PaBOBBIM
000CHOBAHHEM;
- UCTIOJIb30BaHUE pa3IMYHbBIX
WUCTOYHHUKOB, BKJIFOYasi dJICKTPOHHBIC
pecypchl, Menua pecypcsl, MHTepHer-
pecypchl, MEePHOAMYECKUE H3TAHUS IO
CTEeLUATBHOCTH TSt peleHus
po¢eCCHOHANBHBIX 3a]1a4
- JeMOHCTpalus OTBETCTBEHHOCTH 32
NPHUHATBIE pEIIeHUs, 00OCHOBAHHOCTH
caMmoaHajmn3a U KOppPEKLHUs
pEe3yIbTaTOB COOCTBEHHON PabOTHI;
- UCTOJIb30BAHUE 3aKOHONATENBHBIX U
HOPMATHBHO-TIPABOBBIX ~ aKTOB  IPH
TUIAHUPOBAHUH TPEATNPHUHUMATEILCKON
NESTeIbHOCTH B MPO(ecCHOHAITBHOM
cdepe;
- JIEMOHCTpalus 3HaHUW B 00JacTu
(uHAHCOBOW TPAaMOTHOCTH;
- KOHCTPYKTHUBHOCTH B3aUMOJICHCTBUS
¢ 00y4aromuMucs, MpenoaaBaTeIsIMu
B XOJ€¢ OOydYeHUs, PyKOBOJMUTEISIMU

yueOHOI U IIPOM3BOJICTBEHHOM
HPAKTHK.

-cobmroienne HOPM
npodecCHOHALHON ATUKY;

— TMoCcTpoeHHe TPO(heCcCHOHATBHOTO
OOIIeHHsI C  Y4eTOM  COIHAJBHO-
podeCcCHOHATLHOTO craryca,
CUTyaluu OOIIeHHus, ocoOeHHOCTeH
TPYIIIIBI u WHIUBHyaTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM M NHMCbMEHHOU
peuu;

- odopmieHHE  JOKYMEHTOB B
cootBercTBUM ¢ 'OCTom;

- sdcHOCTh  (OPMYITUPOBaHHUA U
HU3JI0KEHHS MBICIICH;
- TpOsBJICHHE TOJEPAHTHOCTU B

poriecce OOIICHHS;
- CcOONIOICHHEe HOPM TIOBENEHHUS BO
BpeMs YUCOHBIX 3aHSITHIA;

- DKCIIEPTHOE HaAOIII0IeHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHHI,

- OlIEHKa IO UTOram
YCTHOTO orpoca
CTYJCHTOB,

- HaOJIOZCHHWE IO UTOTaM
TECTUPOBAHUS,
- OIeHKa B
POBECHUS
IIPOMEKYTOUHON
aTTecTaluu.

nporiecce
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- cOOIroIeHNE CTaHJapPTOB
AHTUKOPPYIITUOHHOTO TTOBEICHHUS;

- COONIIOTaeT HOPMBI JKOJIOTHYECKON
0€30I1acHOCTH;

oTpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax
npoeCCHOHATBHON JEATENBHOCTH IO
CICIUATBHOCTH;

- 3(hQeKTUBHOCTh  HCIIOIB30BAHUS
cpeacTB (pU3MUECKOW KyJIbTYpbl IS
COXpaHECHHS U YKPETUICHHS 370POBBS B
mporecce npodeccuoHaNbHOM
JeSITeTbHOCTH " TOJIePIKaHUS
HEOOXOJMMOTO  YPOBHsI  (hU3UUECKOU
MOJITOTOBJICHHOCTH;

- 9] QEeKTUBHOCTh HCHOIH30BAHUS B
npodeCCHOHATEHON JeSITeTbHOCTH
HEOOXOAUMOM JTOKyMEHTAlluHd, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

Ilepeuens ymenuii, ocBaun

BAaCMbIX B paMKax JUCHUIIJINHBI

[Ipumenars Ha
MIPAKTUKE
rocy/1apCTBEHHbBIE
CTaHIaPTHI, apyrue
HOPMaTUBHO-
METONYECKHE
JIOKYMEHTHI,
periaMeHTHPYIOIne
OpTraHHU3aIII0
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIIpaBICHUS;
CocraBnsTh u
NpaBUIBHO 0(GOPMIISTH
OCHOBHBIE BU/IBI
OpTraHU3aIMOHHO-
pacropsiANTEIbHBIX
JIOKYMEHTOB;
OdopmsaTs
UH(POPMAIMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopmisiTh  KaApOBYIO
JOKYMEHTALHUIO;
OdopmsaTs
PETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

- oopMIIeHHE TOKYMEHTOB U pEIIeHHe
MIPAaKTUYECKUX CUTYyaLlui c
HOPMAaTUBHBIM MIPaBOBBIM
000CHOBaAHHUEM;
- UCIIOJIb30BaHUE pa3IMYHBIX
MCTOYHHUKOB, BKJIIOYasi 3JIEKTPOHHBIC
pecypcsl, Meaua pecypcebl, MHTepHer-
pecypchl, MepHOANYECKHE H3IaHUS IO
CHEIHAIbHOCTH TUIst peleHus
npodeCcCHOHATBHBIX 3a1a4
- JIEMOHCTpaIMsl OTBETCTBEHHOCTH 3a
NPUHATBIE pEIIeHUsi, 000CHOBAHHOCTD
camoaHaiu3a u KOppeKLHUs
pE3yIbTaTOB COOCTBEHHON pabOTHI;
- HCIIOJIb30BaHME 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  IpH
TUTAHUPOBAHUM TIPEITPUHUMATEIHCKOM
NESITeIbHOCTH B MPO(hecCHOHAIBHOM
chepe;
- JIEMOHCTpainus 3HaHUH B 00JacTU
(hMHAHCOBOM I'PAMOTHOCTH;
- KOHCTPYKTHUBHOCTH B3aUMOJECHCTBUS
¢ 0o0ydarIuMucs, MpenojaBaTensiMu
B XOe OOydeHHus, PyKOBOAMUTEISIMHU

yaeOHOMH u MIPOU3BOICTBEHHOM
NPaKTHUK.

-coOroIeHmne HOPM
npodecCHOHALHOM ATUKY;

— ToCTpoeHHe MpodhecCHOHAIBHOTO
OOIIeHHsI C  Y4eTOM  COIHMAJBHO-
poheCCHOHATLHOTO cTaryca,
CUTyaluu OOIIeHHUs, OcoOeHHOCTeH
T'PYIIIbI u WHINBHUYAJIbHBIX

- JKCIEpPTHOE HAOJI0/IeHNE
BBLITIOJTHCHU A
MPAKTUYECKUX 3aJIaHHI,

- OlEHKa IO MTOraM
YCTHOTO ompoca
CTYJCHTOB,

- HaOIIOIEeHHEe II0 UTOraM
TECTUPOBAHUS,
- OIlIEHKa B
[IPOBEICHUS
MIPOMEKYTOUHOMN
aTTeCTalluu.

mporiecce
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0COOEHHOCTEH YY9aCTHUKOB
KOMMYHUKAIIUU;

- TPAaMOTHOCTh YCTHOW M MUCHMEHHOH
peuu;

- obdopmieHHE  JIOKYMEHTOB B
cootBeTcTBuU ¢ 'OCTowMm;

- scHOCTh  (OPMYITUPOBaHHS U
U3JI0KEHUST MBICJICH;

- TpOsBJICHHE TOJEPAHTHOCTH B
polecce OOIIeHUS;

- COONIOZICHWE HOPM TIOBEICHUS BO
BpeMs yueOHBIX 3aHATHIA;

- cOOIroIeHNE CTaHJapPTOB
AHTUKOPPYIIIUOHHOTO TOBEICHHUS;

- COOJIIOTaeT HOPMBI JKOJIOTHYECKON
0€30I1acHOCTH;

— oTpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax
npodeccHoOHAIbHON JIEeITeTbHOCTH TI0
CTECINATBHOCTH;

- 23(p¢deKTUBHOCTh  HCIOJIb30BAHUS
cpeactB (pU3MUECKOW KYIBTYPHI IS
COXPAHEHUS U YKPEIUICHUS 3[J0POBBS B
nporecce npoeCCHOHATLHON
NeSTebHOCTH " HOJICPIKaAHUS
HEOOXOIUMOTO YpOBHS  (HU3UUYECKON
MOATOTOBJICHHOCTH;

- 3¢G(}EKTUBHOCTh HWCTOJIB30BAaHUS B
npodeccrnoHabHOM JESITEIIbHOCTH
HEOOXOJUMOW JTOKyMEHTAIlUH, B TOM
YyClie HA HHOCTPAHHOM SI3bIKE
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4.2. Metoanuyeckue MaTepHaJibl, ONpele/sIonue Npoueaypbl OLeHUBAHUS

YPOBHS CPOPMHUPOBAHHOCTH 3HAHUU U YMEHUM

4.2.1. Kputepuu oleHMBaHMS YCTHOTO OTBETA

COTIUYHOY «XOPOLIOY «YZOBJICTBOPUTETHLHO» | «HEYJOBICTBOPUTEIHLHO»
oOyuaromuiics 1aeT | oO0yJaromuiicst JaeT | CTYAEHT MPaBUIBHO CTYJIEHT HU3J1araeT OTBET
YETKHE, TPAMOTHBIE NpaBUJIbHBIE B M3JIaraeT TOJbKO C CYIIECTBEHHBIMU

pa3BEpHYyTHIE L[E€JIOM TPaMOTHBIE 4acTh MaTepHaia, olMOKaMu WK
OTBETHI Ha OTBETHI, HO AJIS 3aTpyAHSIETCS OTKa3bIBAE€TCSI OTBETUTD
MIOCTaBJICHHBIE YTOUYHEHHUS OTBETa MIPUBECTU NTPUMEPBI; Ha [TOCTaBJIECHHBIE
BOIPOCHI, IPUBOJIUT TpeOyroTCS HEJIOCTaTOYHO YETKO U BOIPOCHI;
IIpUMEPHI U3 HaBOJSAINE MIOJIHO OTBEYAET Ha HE OTBEYAeT Ha
peaabHOM )KU3HU; BOIPOCHI; JIOTIOJTHUTEIIbHBIE JIOTIOJTHUTEIIbHBIE
MIOJIHO U JIOCTAaTOYHO MOJTHOM BOIIPOCHI; BOIIPOCHI;
000CHOBAHO OTBEYAeT Ha MIPU UCIOJIb30BAaHUU npodeccCuoHaABLHOM
OTBEYAET Ha JIOTIOJTHUTEIIbHBIE npodeccuoHanbHOMI TEPMUHOJIOTUEN HE
JOTIOJTHUTENbHBIE BOIIPOCHI TEPMUHOJIOTUU BIIAJICET WA JOMYCKAET
BOITPOCHI; IIPU UCIOJIb30BAaHUU JIOITyCKaeT CYIIECTBEHHBIE OLIUOKU
rPaMOTHO npodeccHoHATBLHOM HE3HAYUTEJIbHbIC MIPU UCIOJIb30BAaHUU
HCIIONB3YET TEPMUHOJIOTUU OLINOKHU TEPMHUHOB
MTOHATUINHBIN IOITYyCKaeT
amnmapar u HE3HAUYMUTEIIbHbIE
npodeccrnoHabHYIO OIIMOKHU
TEPMUHOJIOTHIO

4.2.2. Kputepuu olleHUBAHUSA PelICeHUS TECTOBbIX 3aaHUM

«OTIINYHOY «XOPOUIO» «YZOBJICTBOPUTEILHO» | «HEYJOBICTBOPUTEIHLHOY»

BBIIIOJIHEHO 4/5 BBITIOJIHEHO V4 BBIIIOJIHEHO OoJiee Y2 BBIIIOJTHEHO MEHEE
TECTOBOT'O TECTOBOT'O TECTOBOI'O Marepuaia IMOJIOBMHBI 3aJIaHHI
Marepuaia Marepuaia

4.2.3. Kputepuu ouleHMBaHM S BbINOJTHEHNS JOKJIAI0B

«OTIHYIHO»

«XOpOILIOY

«YOOBJICTBOPUTCIBHO) | KHEYAOBJICTBOPUTCIBHO

TEeMa pacKphITa B
MOJIHOM 00beMe U
aBTOp CBOOOIHO B

HEW OpUEHTHPYETCH,

JIOCTAaTOYHO
IIOCJIICA0BATCIIbHO U APTYMCHTUPOBAHBI, COrJIaCOBAaHBbI,
JIOTHYHO, MaTepHai HO TIPH 3aIlIuTe apryMeHTanus
JIOKJIa/1a aKTyaleH U JOKJIaa BEIBOJIOB
pazHoOOpa3eH oOyyJaronuiics B HEJIOCTaTOYHO
(mpoaHamM3UPOBAHBI | OCHOBHOM YHTAJ 000CHOBaHa, JTOKJIa]
HECKOJIBKO JOKJIAJI U HE J]aBajl BBITIOJTHEH Ha
PAa3JIMIHBIX CO6CTB€HHBIX OCHOBaHUU
HUCTOYHUKOB) MOSICHEHUIA, €IMHCTBEHHOTO
BBIBOJIBI oOyJaromuiics HCTOYHMKA, HA
apryMEHTHPOBAHBI, HEI0OCTaTOYHO BOTIPOCHI
o0yyJaromuics TIOJIHO W YBEPEHHO npernoaaBaTes

TE€Ma pacKphITa B
LIEJIOM ITOJIHO,
IIOCJIEZIOBATEIBHO U
JIOTUYHO, BBIBOJBI

TE€Ma pacKpbITa HE
ITOJIHOCTBIO, TE3UCHI U
YTBEPKICHUS HE

HE COOTBETCTBYET
KPUTEPUAM
«yIOBJIETBOPUTEIILHO»
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OTBETHJI Ha
BOIIPOCHI
IIpenoaaBareis u
ayIUTOPUH

OTBCYAJI HAa BOIIPOCHI

MpenoaaBaTesis u
ayuTOpUU

ayJUTOPHH
oOyJaromuiics He
OTBETHII

4.2.4. Kputepuu olleHUBAHMS BbINIOJHEHUS MPAKTHYECKOI padoThI

«OTIMYHO» «XOPOILO» «yJIOBJICTBOPUTEIHHOY | «HEYIOBICTBOPUTEIHHO»
HIOJTHOE U [P BBIIOJIHEHUH | YaCTUYHO NPABWIBHOE | OTBET HE COOTBETCTBYET
NpaBUIbHOE 3aJaHui BBITTOJIHEHUH 3a/1aHUH KPUTEPHUSIM OLICHKH
BBITIOJTHEHHUE HPaKTHYECKON HPaKTHYECKON «yJOBJIETBOPUTEIBHOY
3aaHui paboThI ObLIH paboTsl,
MPaKTHYECKOMH JIOTYIIEHBI HeloCTaTouHasl
paboThl, MOPOOHAsE | HE3HAYMTENbHbIE | apryMEHTAIHs CBOETO
apryMeHTanus OIINOKH, UMEET OTBETa, 3HAHNE

CBOETO pPEIICHUS,
XOpollee 3HaHue
TEOPETUICCKUX
aCIIeKTOB PEIICHUSI.

MECTO JIOCTaTOYHAas
apryMeHTalus
CBOETO pEeIICHUS,
XOpOLLIee 3HAHUE
TEOPETUUECKUX
acIIEKTOB
BBITTOJTHSIEMBIX
3aJaHuH

OIpEAEIIEHHBIX
TEOPETHUECKHIX
aCIIEKTOB
BBITIOJIHSICMBIX
3aJaHuN

4.2.5. Kputepun olleHMBaHHUS BHEAYIMTOPHOI CaAMOCTOSATeJIbHOM padoThl
o0y4aromuxcst

Bumamu 3amaHuii [yis BHEAyAUTOPHOM CaMOCTOSITENPHOW PabOTBI MOTYT

OBITh:

- 74 OBJIaACHUA 3HAHUAMU. YTCHHEC TCKCTa (y‘IC6HI/IKa, INEPBOUCTOYHHUKA,

JTOTIOJIHUTEIIBbHON

JUTEpaTyphl);

COCTAaBJICHUC IIJIaHAa TEKCTA,

rpadguyeckoe

U300paKEHUE CTPYKTYPhl TEKCTA; KOHCIIEKTUPOBAHUE TEKCTA; BBHIMUCKU U3 TEKCTA;
pabota co ciOBapsSMH M CIPABOYHMKAMH; O3HAKOMJIEHHE C HOPMATHUBHBIMU
JIOKyMEHTaMu; ydeOHO-HcclieJoBaTeNbCcKass paboTa; HUCIOJIb30BAaHUE ayJuo- U
BUICO3AIMNCEN, KOMITBIOTEPHOU TEXHUKUA U IHTEpHETA U 1Ip.;

- Qs 3aKperuieHWsT M CUCTEMaTU3allMM 3HAaHUW: paboTa ¢ KOHCIEKTOM
aexknun (00paboTKa TEKCTa); MOBTOpHAs paboTa HaJ Y4eOHBIM MaTepuaIoM
(yueOHMKA, TIEPBOMCTOYHWKA, JOTOJHUTEIBLHOW JIUTEpPaTyphl, ayAuo- U
BHJICO3AIMCEI); COCTaBJICHUE TIaHA U TE3UCOB OTBETA; COCTABJIEHUE TAOJUIl JIs
CHUCTEMaTH3ali y4eOHOTO Marepuaia; W3ydeHHE HOPMATHUBHBIX MaTepUAJIOB;
OTBETHI Ha KOHTPOJBHBIE BOMPOCHI, aHAIUTUYECKas O0OpaboTKa TEKCTa
(aHHOTHpOBAHUE, PELCH3UPOBaHHE, pedepupoBaHUE, KOHTCHT - aHAIU3 U Ap.);
MOJATOTOBKAa COOOUIEHUMH K BBICTYIUIGHHIO Ha CEMHUHape, KOoH(pepeHIuu;
NOATrOTOBKa pedepaToB, AOKIAIOB; cOCTaBlieHHe Oubiamorpaduu, TeMaTUYECKUX
KpPOCCBOPJIOB; TECTUPOBAHKE U JIP.;

- 111 pOpMUPOBAHUSI YMEHHI: pelieHue 3a7a4 U yrpaxxHeHUH 1o o0pasily;
pelieHrue BapUATUMBHBIX 3aJlad W YOPOKHEHWM; pElIeHHe CUTYallMOHHBIX
MPOU3BOICTBEHHBIX (ITPO(PECCHOHANBHBIX) 3aa4; MOJArOTOBKA K JIEJIOBBIM UIpaMm;
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IPOEKTUPOBAHME W  MOJCIMPOBAHUE  PA3HBIX BHUJOB M  KOMIIOHEHTOB
1po(heCCUOHATIBHOM IEATENBHOCTH.

Buael 3amanuii 1y BHEayJAMTOPHOM CaMOCTOSITENIbHOM paboOThI, HX
COJIEp’)KaHUE M XapakTep MOTYT MMETh BapuUaTUBHBIM U U depeHIMpOBaHHBIN
XapakTep, YYMUTHIBATh CHEHU(PUKY CHEHUAIBHOCTH, W3y4aeMOW JUCLMILIMHBL,
VH/AMBU1yaJIbHbIE OCOOEHHOCTH CTYI€HTA.

IIpn npenbsBICHUN BUAOB 33aJaHUN HAa BHEAYJUTOPHYIO CaAMOCTOSITEIBHYIO
paboTy pEeKOMEHAYEeTCsl HCMHOJb30BaTh AUQPPEPEHLIUPOBAHHBIN TOAXOJ K
cryaeHTaM. [lepen BBIMOJHEHHEM CTyIEHTaMU BHEAYIMTOPHOM CaMOCTOSATEIIBHOU
paboThl mpemnojaBaTeidb MPOBOAUT HMHCTPYKTaX IO BBINOJHEHUIO 3aJaHMUs,
KOTOPBIM BKJIIOYAET LENb 3aJaHus, €ro COJEpXKaHWe, CPOKH BBINOJHEHHUS,
OpPUEHTUPOBOUHBIN 00beM pabOThI, OCHOBHBIE TPEOOBAHUSA K pe3yIbTaTaM padOThI,
KPUTEpUHM OLEHKU. B mpomecce MHCTPYKTa)ka IPEnoAaBaTelb NPEAYIPEKIAcT
CTYJEHTOB O BO3MOXHBIX TUIMYHBIX OIINOKAX, BCTPEUYAIOUINXCS IIPU BBINOJIHEHUN
3amaHus. VHCTpyKTaX NMpOBOIUTCS IpernojaBaTesieM 3a cYeT o0beMa BpPEMEHH,
OTBEJCHHOT'O HA U3yYEHUE JUCLUIUIVHBI.

Bo Bpems BBINOJHEHHs CTYyJCHTAMHM BHEAYJUTOPHOM CaMOCTOSATEIBHOU
paboThl U IPU HEOOXOJMMOCTH IPENOaBaTellb MOKET IPOBOAUTh KOHCYJIbTAL[UH
3a cYeT 001ero OrAKeTa BpEMEHH, OTBEJIEHHOTO Ha KOHCYJIbTal[UH.

CamocTosTenbHass padoTa MOYKET OCYIIECTBIATHCS HHAWBHUIYAIBHO WIIN
rpynmnamMu CTYJEHTOB B 3aBHCHUMOCTH OT II€JIM, 00beMa, KOHKPETHOW TEMAaTHUKH
CaMOCTOSITENIbHOM pabOThI, YPOBHS CIOKHOCTH, YPOBHS YMEHHM CTYIEHTOB.

KouTtponb  pe3ynbTaToB  BHEAYAMTOPHOM  CaMOCTOSITENBHOM  pabOThI
CTyEHTOB MOXKET OCYIIECTBIATHCS B IpPENeNlax BPEMEHH, OTBEACHHOIO Ha
oOsi3aTenbHble  yuyeOHBbIE 3aHATUS 1O  JUCHUIUIMHE M BHEAYAUTOPHYIO
CaMOCTOSITENIBHYI0 pa0OTy CTYIEHTOB IO TUCLUIUIMHE, MOXET MPOXOIUTh B
NUCHbMEHHOW, YCTHOM MM CMELIaHHOW (opMe, C MPEACTABIECHUEM H3AEIUS WIN
IIPOJYKTa TBOPYECKON NEATEIbHOCTH CTYACHTA.

KpurepusiMu OLICHKH pPE3yJIbTaTOB BHEAYJUTOPHOM CaMOCTOSATEIBHOM
paboThI CTYIEHTA SIBJISIFOTCSI:

- YPOBEHb OCBOEHUS CTYJEHTOM y4€OHOr0 MaTepuarna;

- YMEHHUE CTYAEHTa UCIIOJIb30BaTh TEOPETUUECKNUE 3HAHUSI ITPU BBIITOJIHCHUU
IIPaKTUYECKUX 3a/1a4;

- cpOpMUPOBAHHOCTH OOIICYICOHBIX YMECHHIA;

- 000CHOBAHHOCTb U YETKOCTb U3JI0KEHUS OTBETA;

- ohopMIIEHHE MaTepHaia B COOTBETCTBUH C TPEOOBAHUSIMHU.

4.2.6. Kputepuu onieHMBaHNs 3HAHUI U YMEHUIl 110 UTOraM
O0CBOEHMS JUCHUILTHHBI

[IpomexxyTouHast artectanusi (UTOTOBBIA KOHTPOJIb) MPOBOAUTCS B (hopme
KOHTPOJIbHOM paboOThl IO CHUCTEME OILIEHOK «3aYyTEHO»/ «HE 3a4T€HO» B XOJIe
sK3aMeHalMOHHOM ceccud. K KOHTposibHOM paboTe MOMyCKalOTCS CTYIEHTHI,
YCHEIIHO BBIMOJIHUBIIME BCE BHUABI OTYETHOCTHU, MPEAYCMOTPEHHBIE IO
JUCHUIUIMHE Y4YeOHBbIM IUIaHOM. B Xo/e KOHTpOJbHOM paboThl MpoBepseTcs
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CTENeHb YCBOCHHUS MaTepuaia, yMEHHE TBOPUYECKH U TMOCIEAOBATEIbHO, YETKO U
KpaTko OTBeYaThb Ha IOCTABJICHHBIE BOIPOCHI, JA€JIaThb KOHKPETHbIE BBIBOJBI U
dbopmynrpoBaTh 000CHOBAHHBIE MTPEIOKEHUS.

B Xo1e uTOoroBoro KOHTPOJIS aKLEHT JIelaeTcsl Ha MPOBEPKY CIOCOOHOCTEH
CTYACHTOB K TBOPYECKOMY MBIIIJICHUIO M MCIIOJIb30BAaHHUIO TIOHATUIHOTO ammapara
IUCUMIUIMHBL B PEUICHUH NPOQEeCcCHOHATBHBIX 3a7ad 10 COOTBETCTBYIOLICH
CHEHUaTbHOCTH.

3HaHMSI, YMEHHS M HaBBIKM OOYyYalOIIMXCSi Ha KOHTPOJBHOM paboTe
OILICHUBAIOTCSI MO CHUCTEME «3auTEHO», «HE 3auTeHo». [lomokurenpHas oOLEHKa
(«3aYTEHO») 3aHOCUTCS B 3aU€THO-IK3aMEHAIIMOHHYIO BEIOMOCTh M 3aYETHYIO
KHIDKKY JIMYHO TpernofaBaTeneM. OLieHKa «HE 3a4T€HO» MPOCTABISIETCS TOJIbKO B
’K3aMEHAIIMOHHYIO BEZOMOCTb.

OOMmUMHU KpUTEPHUSIMH, ONPEACISIONUMHI OLICHKY 3HAHUN HAa KOHTPOJIBHOU
paboTe, SBISIOTCA:

«3a4uTeHo «He 3aureno
JaHbl B OCHOBHOM HpaBI/IHBHLIG OTBCTHI HA BCC HC BBIIIOJIHCHBI TpCGOBaHI/IH,
MOCTaBJICHHBIE BOIIPOCHI; COOTBETCTBYIOIIHE OIEHKE «3a4YTCHOY.

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