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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI JTUCIIUILIUHBI

OI1.11 JokyMeHTaLMOHHOE 00eceueHUe YIPABIECHUS
(HH}JCKC, HAMMCHOBAHHUC JJI/ICHI/IHJ'II/IHLI)

1.1. Ilessb ¥ MeCTO IMCUMILIHHBI B CTPYKTYpPe 00pa3oBaTe/ibHOI MPOrpaMMbl

Hucrummmaa OIL11  [JokymeHTanmoHHOE OOECIEeYeHUE YIPABICHUS OTHOCUTCA K
JUCHUTUTMHAM O0IIENPO(pECCHOHATBHOTO IUKIA, KOTOpas IMpH3BaHa HAYyYUTh OOYYarOIIUXCS
MOHUMATh CYHIHOCTb, I€JIM, 33Ja4yd M MPHUHLMUIBI JEJIONPOU3BOJCTBA C HCIOJIB30BAHUEM
WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTHH B TPO(ECCHOHATBHOW ACSITEIHLHOCTH.
basupyercs Ha paHee HM3y4YEHHBIX AMCUUIUIMHAX: ODKOHOMHKA OpraHu3alud, MeHEeIKMEHT,
OCHOBBI OYXTaJITEPCKOTO YYeTa.

1.2. Ilnanupyemble pe3yJibTaThl 0CBOEHUS THCIHIIIMHBI

Pe3ynbratel OCBOGHMSI UCHUIUIMHBI COOTHOCSTCS C IUIAHUPYEMBIMH pe3yJibTaTaMu
OCBOEHHUSI 00pa30BaTEIbHOW MpPOrpamMMmbl, IPEACTABICHHBIMU B MAaTpUlLlE KOMIIETEHUIUN
BBIMTYCKHHKA.

PabGouass mporpamMma JOUCHUIUIMHBI — pa3paboTaHa Ha oOcHOBe DenepaibHOTO
roCy/IapCTBEHHOr0 00pa30BaTENIbHOTO CTaHIApPTa CpelHero mpohecCHOHaIbHOrO 00pa3oBaHUs
38.02.01 DOxoHoMMKa M OyXraiaTepckuil (y4eT 1o OTpacisiM), YTBEPKACHHOIO IPUKA30M
Munnpocsemenus Poccun ot 24.06.2024 No 437 wu sBnsieTcss 4acTblo 00pa3oBaTeIbHOU
IIpOrpaMMbl B YacTU OCBOEHHUS COOTBETCTBYIOIIMX 0O0mux kommnereHuuil (mamee — OK) u
npodeccuoHaIbHBIX KomneTeHui (nanee — I1K):

Kon
HanmeHoBaHrEe KOMIETEHIINH
KOMIIETCHLIUI
OK 01 Bri0upats criocoOsl penienust 3aaa4 npoecCHOHANBHON ACATEIbHOCTH IPUMEHHUTEIBHO
K pa3ianyHbIM KOHTEKCTaM
Hcnonp3oBaTh COBpEeMEHHbIE CpeACTBAa IOKMCKAa, aHalM3a M MHTEpIpeTaluu
OK 02 uHbopMam ¥ HWHGOPMALMOHHBIE  TEXHOJIOTWH A BBIIOJHEHHUS  3a/1ad
po(ecCHOHATBHOMN I TEIIbHOCTH
OcCyiecTBIATh YCTHYIO M IMHUCHbMEHHYI0 KOMMYHHKAIIMIO HAa TOCYAapCTBEHHOM S3bIKE
OK 05 Poccuiickoii ®enepanuu ¢ y4yeTOM OCOOEHHOCTEH COLMAIBHOTO M KYJIBTYPHOTO
KOHTEKCTa
ConelicTBOBaTh COXPAaHEHHIO OKPYXKAIOILIEH Cpenbl, pecypcocOepekeHUIo, MPUMEHSITh
OK 07 3HaHUsI 00 U3MEHEHUM KIMMATa, IPHHIUIEI OepeKIIMBOTO MPOU3BOJICTBA, dPPEKTUBHO
JIeCTBOBATh B YpE3BbIYAIHBIX CHUTYAIMSIX
K 1.1 CocraBmate u 00pabaTeiBaTh IEPBHYHBIE yYETHBIE JOKYMEHTHI 0 (akrax
XO3SIICTBEHHOM JESITETbHOCTH 3KOHOMHYECKOTO CyOBeKTa

B pe3ynbpraTe 0cBOEHUS TUCHUIUIMHBI 00YUYaIONIUICS TOJIKEH:

Koﬁg K YmeTb 3HaTh
OK 01 - pacro3HaBaTh 33ja4y W/WIU TPOOJIEeMY | - aKTyaJlbHBIH TNPO(EeCCHOHATIBHBIH U

B MpOo(hEeCCHOHATBHOM W/HIM COIMAIbHOM
KOHTEKCTE;

- aHAJIM3MPOBATh 33/1a4y H/WIK TPOOIieMy U
BBLJIENIATE €€ COCTABHBIC YaCTH,

- OIIPE/ICIIATH JTAIBl PEICHUS 3a1a4H;

- BBUIBIATH W 3(QeKTuBHO  HUCKaTh
WHPOPMAIIUIO, HEOOXOIUMYIO JUIS PEIICHUS
3aJIa4M U/WJIH TPOOJIEMBI,

COIMMATbHBIM ~ KOHTEKCT, B
MPUXOJIUTCS pabOTaTh U )KUTh;
- OCHOBHBIE HCTOYHHKH HH(pOpMAIUU M
PEeCypCHI IS peIIeHuUs 3a1a49 | IpodiieM B
Mpo(heCCHOHATPHOM W/MIM  COIHMATIHLHOM
KOHTEKCTE;

- QUTOPUTMBI  BBIOJTHECHHS
B 1npodeccHOHAIBHOH W

KOTOPOM

pabot
CMEIKHBIX




- COCTaBJIAThH IJIaH ACUCTBHS;

- OIIPE/IeNIATh HEOOXOANMBIE PECYPCHI;

- BJIaJIeTh aKTyaJlbHBIMUA METOJAaMH PaOOTHI
B IPpO()eCcCHOHATEHON B CMEXHBIX chepax

00J1aCTX;

- MeTOABI paboThl B IMPODHECCHOHATBHON 1
CMEXKHBIX chepax;

- CTPYKTYpY IUTaHa JUTS PEIICHUS 3a/1aY;

- TIOPSIOK OIIEHKH PE3yJbTATOB PEIICHHS
3a7a4 Mpo(heCCHOHAIBHOM NI TENBHOCTH

OK 02 - ONpenenaTh  3aJaud IS [OHCKa | - HOMEHKJIaTypa UHGOPMAITUOHHBIX
nHpopManuy; WUCTOYHHUKOB, MPUMEHIEMBIX B
- OIpPEAENATh HEOOXOAWMBIE HCTOYHMKHU | MPO(ecCHOHAIbHOM AesITENbHOCTH;
nHpopmanumy; - IIPUEMBI CTPYKTYpUPOBaHHUS
- IUITAHUPOBATH MPOLIECC TIOUCKA; WHPOPMaLUH;

- CTPYKTYpUPOBATh noiayyaemyro | - ¢opmar odOpMIIEHHS PE3yIbTaTOB
nH(OPMAITHIO; MoucKka  WHGPOPMAIMH,  COBPEMEHHEIC
- BBLACIATH HauOosiee 3HAYMMOE B MEpPEUHE | CPEACTBA U YCTPOWCTBA HH(POPMATU3ALNH,
nHpopManuy; - TOpAOOK WX  [pPUMEHEHUs U
- OLEHMBaTh IPAKTHMYECKYIO 3HAYUMOCTb | IIPOIPAMMHOE obecrieueHue B
PE3yJIbTaTOB ITOKCKA; npogecCHOHANIBHON NIeSITEIbHOCTH B TOM
- obopMisATE  pe3ynbTaThl  [IOUCKA, | YUCIIE C HCIOJb30BaHUEM IH(POBBIX
NPUMEHATHh  CpeAcTBa HMH(MOPMALMOHHBIX | CPEACTB

TEXHOJIOT Ui JUTSt pelieHus

MPOo¢heCCUOHAIBHBIX 3a]1a4;

- UCIIONIb30BaTh COBPEMEHHOE MPOrPaMMHOE

obecrieyeHue;

- UCIONB30BaTh pa3iMuHble LUPPOBBIC

CpEICTBa JJIsl pelICHUs! MPOECCHOHATBHBIX

3ama4

OK 05 - TpaMOTHO W3laraTb CBOM MBICIH | - TpaBwia oOGOPMIICHHS JIOKyMEHTOB
u oopmiATe JIOKYMEHTBI 1O | ¥ TOCTPOCHHUS YCTHBIX COOOIICHUH
npoeccnoHaIbHON TEMaTHKE Ha
TrOCYJapCTBEHHOM  SI3bIKE,  HPOSIBISATH
TOJIEPAHTHOCTh B paboueM KOJIJICKTHBE

OK 07 - NpOTHO3MPOBaTh  HEONATONPHSTHBIC | - TPaBUJIA KOJOTHUECKOW 0e30MacHOCTH
9KOJIOTHYECKHE MOCJIEACTBUS | IPU BEICHUH npodeccuoHaIbHON
MpEeaNPUHUMAEMBbIX JICHCTBUH; JeSITEbHOCTH;

- JlaBaTh OIEHKY HOBBIM CHTYaIMsIM, | - OCHOBHBIE PECypChl, 33JIeHiCTBOBaHHbBIE B
BHOCUTb KOPPEKTHUBBl B JAEATEIBHOCTb, | NPOPECCHOHAIBHON NEATEILHOCTH;
OLIEHMBATh  COOTBETCTBHE  PE3YyJIbTATOB | - MyTH 00eCHeUeHHsI pecypcocOepeKeHus;
HEJISIM; - IPUHIIMIIBI OEPEKITMBOTO MTPOU3BO/ICTBA
- OIECHHMBAaTh PHUCKA U CBOECBPEMEHHO
MPUHUMATH PEIIEHHS N0 UX CHIKEHUIO;
- HMETh TPEJCTABICHUS O BO3MOXKHBIX
WUCTOYHUKAX OMAcCHOCTH B  Pa3IHYHBIX
cutyarsix (B OBITY,  TpaHCHOpTE,
OOIIECTBEHHBIX MECTaX, B IPUPOAHON
cpeze, B coluyme, B IM(PPOBOH cpelie);
- OTIPEIEIISATh HaIpaBJICHUS
pecypcocOepekeHus B pamkax
poeCCHOHANBEHON e TENLHOCTH.
K 1.1 - cocraBisATh (oopMIIATE) TIEPBUYHBIC | - 3aKOHOAATENLCTBO Poccuiickoit

YYETHBIE JIOKyMEHTBl, B TOM
3JIEKTPOHHBIE JOKYMEHTBI

- OCYUIECTBIISITh KOMIUIEKCHYIO TPOBEPKY
MEPBUYHBIX YYETHBIX JOKYMEHTOB

- o0ecreynBaTh COXPAaHHOCTh MEPBUYHBIX
YYETHBIX JIOKYMEHTOB JI0 TIepeIadyl UX B
apxuB

quCJiIe

ODenepanyu 0 OyXTraaTepcKOM y4eTe,
apXUBHOM JI€JIE

- IPAKTUKY IIPUMEHEHUS
3aKoHoOIaTenbCcTBa Poccuiickoi
®denepanyu 1Mo Bonpocam 0PpOpMIICHUS
HepBI/I‘IHBIX y‘-IeTHI)IX )IOKYMCHTOB

- BHYTPCHHHE OpraHU3aIOHHO-
pacnopsiuTeNbHbIC JIOKYMEHTBI




9KOHOMHUYECKOTO cyObeKTa,
perylaMeHTHPYIOLIHE HOPSAIOK
COCTaBJICHHsI, XpaHEHUS W TIepeladyd B
apX¥B MIEPBUYHBIX YUETHBIX JOKYMEHTOB

B pesynbrare 0CBOCHUS TUCIUILINHBI O0YYaIOUIHICS O/DKEH YMETh:

- 0OpMIIATh JOKYMEHTAI[MIO B COOTBETCTBHHM C HOPMATHBHOW 0a30if, B TOM YHCIE C
UCIIOIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

- OCBaMBAaTh TEXHOJOTMH aBTOMATH3UPOBAHHON 00pabOTKH JOKYMEHTAINH;

- HCIOJIK30BaTh YHU(DUIIUPOBAHHBIE (DOPMBI JOKYMECHTOB;

- OCYIIIECTBJIATh XPAaHCHUE U MTOUCK JOKYMECHTOB;

- UCIIOJIB30BaTh TEIIEKOMMYHHKAIIMOHHBIE ~ TEXHOJOTHH B 9JIEKTPOHHOM
JIOKyMEHTO000pOoTE.

B pesynbrare 0CBOSHUS TUCIMILINHBI O0YJaIOHIACS O/DKEH 3HATH:

- IOHATHUC, LIC]IU, 3aJa4YU U HpI/IHL[I/IHBI [[eJIOHpOI/ISBO[[CTBa;

- OCHOBHBIE TIOHATHS JOKYMEHTAIHOHHOTO 00ECIICUCHHS YIIPaBICHUS;

- CUCTCMBI I[OKYMGHTB,HI/IOHHOFO 06ecnequI/I${ ynpaBJIeHI/ISI;

- KJIACCU(HKALIUIO TOKYMEHTOB;

- TpeOOBAHMUS K COCTABJICHHUIO U O(OPMIICHHIO TOKYMEHTOB,;

- OpraHu3aluio J0KYMEHTO000OpOTa: mpuema, 0o0pabOTKy, PErHCTpaiuio, KOHTPOJIb,
XpaHeHUe JOKyMEHTOB, HOMEHKJIATYPY J€JI.
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2. CTPYKTYPA U COAEP)KAHUE JUCIUIIJIMHbI

2.1. O6beM yueOHOI TUCIUNITUHBI H BH/IBI Y4eOHOI padoThl

JI 04HOM hopMbI 00yUeHM I

HaunmMmeHoBaHME COCTABHBIX YacTeM AUCIIHILINHBI

O0BeM B Hacax

TEOPETUUECKOE 3aHSATHE (JICKIIUN) 44
npakTuieckue (1adopaTopHble) 3aHATHS 22
CaMOCTOsITeIbHas padoTa 20
IPOMEKYTOYHAs aTTecTanys B popme 3aueTa -

Bcero 86

2.2. O0beM JUCHUILIHHBI H BUbI y4eOHOH padoThI
JJIS1 3204HOM (DOPMBI 00yUeHUs

HaunmMmeHoBaHME COCTABHBIX YacTeM AUCIIHILINHBI

O0BeM B Hacax

TEOPETUUECKOE 3aHSATHE (JICKIIUN)

npakTuieckue (J1abopaTopHbIe) 3aHITHS

8

camocTosTenbHas paboTa

78

IPOMEXYTOYHas arTecTanys B Gopme 3a4yera

Bcero

86




2.3. TemaTnueckuii IVIaH M CO/IeP:KaHNE TMCIUILIMHBI 1JIs1 04HOH (popMBbI 00yUeHH s

HaunmenoBanue
pa3leiioB M TEM

Copeprkanre yueOHOTO MaTepuana
1 (hOPMBI OpTaHM3AINH ACSITEIFHOCTH 00YJIarOIINXCS

O0OBeM, akaf. u
/ B TOM YHCIIE B
hopme
MPaKTUYECKOU
MTOITOTOBKH,
aKajm. a

Konpr koMITeTeHITHH,
(hopMHPOBaAHHIO
KOTOPBIX
crocoOcTByeT
3JIEMEHT IPOTPaMMBI

Tema 1. CymnocTh
JOKYMEHTAIIMOHHOTO
obecrnieueHUs
YIIpaBICHUS

Copeprkanre yueOHOTO MaTepuaia

[onsaTHst «MHpOpPMaLUsI» U «IOKyMeHT». Ponp mHOpManmuu B COMHMAIbHO-SKOHOMHUYECKUX
nponeccax. [lomupyHKIMOHATBEHOCTh AOKyMeHTa. MHpopmannoHHas, KOMMYHHUKaTHBHAS,
couuanbHasl, KyJabTypHas, yIpaBJeHUYECKas, MpaBOBasi, UCTOpHUYECKas M Apyrue (yHKLUH
nokyMeHToB. IloHstHe 0 moxkymeHTHpoBaHMH. (OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHHMA.
MaTepI/IaJ'II)HI)IC HOCHUTCIIN I/IH(I)OpMaHI/II/I U HMX BJIMAHUEC HA JOJTOBCYHOCTb M COXPAaHHOCTH
JIOKyMEHTa. 3aKOHOJATEeNbHbIE aKThl, PETJIAMEHTUPYIOLIME OpraHU3alui0 paboThl ¢
JOKYMEHTUPOBaHHON nHpOpMAIHEH. HopmaruBHo-MeTonnueckue JIOKYMEHTBHI,
periIaMeHTHpPYIOIIKE MOPSIOK BbLIAYH M TPeOOBaHHS K 0(OPMICHHIO KOTIMH B OpraHU3alusiX,
KOTOpPBIC SBIISIFOTCA aBTOpaMu JOKYMCHTOB. OcHOBHBIE HOPMAaTHUBHEIC aKThlI,
periIaMeHTHPYIOIIKE JOKYMEHTUPOBAHKE YIPABICHYECKOH AEATEIbHOCTH.

10

Jlexius

[Tpaxtuueckoe 3ansatue Nel CynHOCTh TOKYMEHTAITMOHHOTO 00€CIICUeHUs YIIPaBICHUS

CamocrositenbHasi paboTa: MOBTOPCHHE W 3aKPEIUICHHE paHee M3yYCHHOro MaTepHaia C
WCTIONBb30BAaHUEM  KOHCIIEKTa  JIEKI[MH, PEKOMEHJOBAHHBIX HCTOYHUKOB JUTEPATYPHI,
MOJITOTOBKA K MPAKTHYECKOMY 3aHSITHIO

OK 01, 02, 05, 07

Tema 2.
YHaudumpoBanHsie
CHCTEMBI
YIpaBIEHYECKON
JOKYMEHTAIIHH.

Coneprxanue yaeOHOTO MaTepuana

[NonsiTe «yHMOUIMPOBAaHHAS CHCTEMa JIOKYMEHTAlMW». | OCyJapCTBEHHBIC CTaHIAPTHl HA
YHU(HUIMPOBAHHbIE CHCTEMBI JIOKYMEHTALMH, PpErIaMeHTHPYIOIIUe OOIIe NpaBHia UX
pa3paboTku W mocTpoeHus GopMmyispa-oopasna. [lorstne «yHuduIUpoBaHHBIE (OPMBI
nokymeHToB. OOmiepoccuiickue W OTpacieBble yHUQUIMPOBaHHBIE (OPMBI JIOKYMEHTOB;
YHU(HUIUPOBAaHHBIE ()OPMBI IOKYMEHTOB ITPEANIPUSTHS, OPSIOK MX BBEJCHHS B JICHCTBHE.

Jlekmus

[Ipaktnueckoe 3ansTre Ne2 YHu(UIMPOBaHHBIE CUCTEMBI YIPABIECHUYECKON JOKYMEHTAILIUH

N

CaMocTosTeIbHas pa60Ta: IMOBTOPECHUEC U 3aKPCIUICHUEC pPAHEC HU3YUYCHHOro Marcpuaja C
HCITIOJIB30BAHUEM KOHCIICKTa  JICKIIUHM, PCEKOMCHIOBAHHBLIX HCTOYHHUKOB JIMTEPATYPHI,
MOATOTOBKA K IMMPAKTUYCCKOMY 3aHATHUIO

OK 01, 02, 05, 07

Tema 3. OcHOBHBIC
BUJIBI I CHCTEMBI
YIpaBIEHYECKON

Conepxkanre ydeOHOTO MaTepuana

XapakTepUCTUKa M COCTaB OPraHU3aLUOHHBIX JOKYMEHTOB. XapaKTEpUCTHKAa M COCTAB
pacHopsANTENLHBIX JTOKYMEHTOB. XapakTepuCcTHKa M COCTaB HMH()OPMAIMOHHO-CIPABOYHBIX

10

OK 01, 02, 05, 07
MK 1.1
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JTOKYMEHTAIIUHU U
npaBuia ee
oopmieHus.

JOKYMEHTOB. YHu(UKanusa W craHaaptuzanus. [loHsTHe «cuctemMa IOKyMEHTalum», &
npusHaku. OyHKIMOHANBHBIE U OTPACiIEBble CUCTEMBI JOKyMeHTalun. Pacnipenenenue cocraBa
BHUJIOB U Pa3HOBHUJIHOCTEH TOKYMEHTOB ONpEAEIEHHOIO KOMIUIEKCa IO 3aJadyaM YIpaBICHHUS.
Bugp! xonuii. TpeboBanus K 0OpMICHHIO Pa3IUYHBIX BUAOB KOMUH JOKYMEHTOB.

Jlexuus 6

[TpakTiaeckoe 3anstre Ne3 TpeboBanus K 0hOpMIICHHIO TOKYMEHTOB 2

CamocrosiTenpHass pa0oTa: HNOBTOPEHHWE M 3aKpEIUIEHHE paHee H3yYeHHOTO MaTrepualia ¢

WCIIONIb30BAaHMEM  KOHCIIEKTa JIEKIUH, pPEKOMEHJOBAaHHBIX HCTOYHHMKOB JINTEPATYpHI, 2

MIOATOTOBKA K MPAKTUYECKOMY 3aHITHIO

Conepxanue yueOHOTO MaTepraa
Tena 4. Tlonstie [lonstne «pexkBu3ut». [locTOsIHHBIE U MEPEMEHHbBIC PEKBU3UTHI, HOPSIOK UX HAHECEHUs IpU 8

' COCTaBJICHUH JOKyMEHTa Wiu pabote ¢ HUM. [IpaBuna ogopmieHuss peKBU3UTOB. YTJIOBOE U

;1; zl;iﬂeﬁz». Cxena MIPOJIOIBHOE PACIOJIOKEHUE PEKBU3UTOB TIOKyMeHTa. CTPYKTypa JOKYMEHTa. OK 01, 02, 05, 07
PacIoyoKEHUS U Jlexups 4 K 1.1
XAPAKTEPHCTHKA [TpakTidaeckoe 3ansaTre Ne 4 OdopmieHne TOKyMEHTa ¢ UCTIOTh30BAaHHEM PEKBU3UTOB 2
PEKBH3HTOR CamocrosiTenpHass pa0oTa: MOBTOPEHHWE M 3aKpEIUICHHE paHee W3yYeHHOIOo MaTepuana C

WCIIONb30BAaHMEM  KOHCIEKTa JIEKIMH, pPEKOMEHJOBAaHHBIX HCTOYHHMKOB JIUTEPATYypHI, 2

MO/ITOTOBKA K MPAKTUYECKOMY 3aHITHIO

ConepxaHue yueOHOTo MaTepuaa

CocraBnenue u opOpMIICHUE OCHOBHBIX YIPABICHYECKUX ITOKYMEHTOB: YCTaB, MOJIOKEHHE O 10

CTPYKTYPHOM TOJpa3feNieH!H, TMPOTOKOJBI, aKThl, 3aKIIOYEHHUs, CIy)KeOHbIE 3aIllHCKH,
Tema 5. OCHOBHEIE JIOKJIaJIbI, TIAHBI, 0030pHl, CITPAaBKH, TIHChMa U JIp.
yIpaBJIeHYeCKUe Jlexuust 4 OK O1. 02. 05. 07
JIOKYMEHTHI, [TpakTnuaeckoe 3anstue Ne5S OdopmiieHne O1aHKa OpraHU3aIuN 2 H,K 1’ ) >
COCTaBJIEHHE U [Ipaktuueckoe 3ansTHe Ne6 OcCOOEHHOCTH COCTAaBICHHS M O(POPMIIEHHUS OTIENBHBIX BHIOB 2 :
oopmitenue YIpPaBICHYECKUX JOKYMEHTOB.

CamocrositennpHass paboTa: TOBTOPEHHWE W 3aKpeIUICHHUE paHee W3yYeHHOTo MaTepuana C

WCIONB30BaHUEM  KOHCIIEKTa JIEKIUHM, PEKOMEHIOBAHHBIX HCTOYHUKOB JIUTEPATYPHI, 2

MIO/ITOTOBKA K MPAKTUYECKOMY 3aHITHIO

Coneprxanue yaeOHOTO MaTepuana

[Honstne nokymeHTOo000poTa. OCHOBHBIE NMOTOKH YNPABICHYECKUX JOKYMEHTOB: BXOISIIIHIA,

UCXOZAIINN, BHYTPEHHUM. J[BHXKEHHE BXOIAIIMX YNPaBICHUYECKUX JOKYMEHTOB: NEpPBUYHAS
Tema 6. Opranusauus 00paboTKa, perucTpanusi, PpacCMOTPEHHE PYKOBOJACTBOM OpraHu3alMy, Iepeiada Ha 10 OK 01, 02, 05, 07
JIOKyYMEHT0060poTa WCTIOJTHEHHE, KOHTPOJIb 33 MCIIOJIHEHNEM, CIIUCAHUE MCTIOJHEHHOTO JOKYMEHTa B J€NI0. DTambl MK 1.1

MIPOXOXKICHNS MUCXOMALINX JOKYMEHTOB: MOJATOTOBKA IPOEKTa, COTJIACOBaHWE, MOPAabOTKa IO

3aMeUaHMsIM, PETUCTPALs U OTIIPAaBKa.

Jlekuus 4

[IpaxTiuaeckue 3ausatust No7 [lonsitre qokymeHT00060p0oTa. OCHOBHBIE MOTOKH YIIPABICHYECKUX 2
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JIOKYMEHTOB: BXOJSIINI, UCXOIAIIUN, BHYTPEHHUH.

[TpakTidaeckne 3ausaTst Ne§ OdopmMierne pacopsIuTeTbHBIX JOKYMEHTOB

CamocrosiTenpHass paboTa: TOBTOPEHHWE W 3aKpEIUICHHUE paHee W3yYeHHOrO0 MaTepualia C
WCTIONBb30BAaHMEM  KOHCIIEKTa  JICKI[MHM, PEKOMEHIOBAHHBIX HCTOYHHKOB JIUTEPATYPHI,
MOJITOTOBKA K MPAKTHYECKOMY 3aHITHIO

Tema 7.
JenonpousBoacTBO B
KaJIpOBO#i cry»x)0e

Copeprkanre yueOHOTO MaTepuaia

YHudUIMpoBaHHas CUCTEMa OpraHU3aIHOHHO-PACTIOPSAUTEIEHON JTOKYMEHTAIMH IO KaJIpaM.
JlokyMeHTanus TpyAOBbIX OTHOIIICHUH B KaJPOBBIX Ciyk0ax. COCTaB JIOKyMEHTOB I10 INYHOMY
cocraBy. CocTaBiieHue 1 O(OPMIICHUE 3asBJICHUMN, TPYJOBOTO JOrOBOpa (KOHTPAKTA), JIMYHON
KapTodkd (opmbl T2, MpHKa30B MO KaapaM, XapaKTePUCTHUKH pabOTHHKA, aBTOOHOTpadun
paboOTHUKA, aHKEThl pPA0OTHHMKA, JMYHOTO Jjena paboTHWKA. TpynoBas KHWKKA: Bbllaya,
odopmienue, xpanenue. DopMuUpoBaHue 1 HOMEHKIIATYPA JIEN M0 KaJpam.

10

Jlexius

[IpakTidaeckoe 3ansatre Ne 9 Pabora B ManpIx Tpymmax: 3Tambl MPOXOXKISHUS HCXOISIINX
JOKYMEHTOB, ITOJITOTOBKa MIPOEKTA, COTIacOBaHUE, 10pabOTKa M0 3aMeUaHMsIM, PETUCTPALUs U
OTIIpaBKa

dopMupoBaHHE 1 HOMEHKJIATYpa A€ [0 KaJpaMm.

CamocrosTenbHasi paboTa: NMOBTOPEHHE W 3aKpeIUICHHE paHee H3yYEHHOTO MaTepHana C
HUCII0JIb30BaAaHUEM KOHCIICKTa JICKIINH, PECKOMCHIOBAHHBIX HCTOYHUKOB JINTEPATyphI,
MOATOTOBKA K IMMPAKTHYECKOMY 3aHSTHIO

OK 01, 02, 05, 07
K 1.1

Tewma 8. Texauueckoe
obecrieyeHue paboThI
C yNpaBJIeHYECKUMHU
JTOKYMEHTaMHU.

Coneprkanne yueOHOTO Marepuasa

OOmias XapakTepUCTHKA W BHUJBI OpraHW3AIlMOHHBIX TEXHUYECKUX cpencTB. llepcoHambHbIC
KOMIIBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BOJICTBE. [10psIOK OpraHu3amnuy JOKyMEHT0000poTa
C WCIIONIB30BaHUEM  CPEJCTB  TEICKOMMYHHKAIMA. ABTOMATH3HPOBAHHBIE  CHCTEMBI
JIOKYMEHTO000pOTA.

Jlektus

[Mpaktuueckoe 3anstre Ne 10 TexHuueckoe obecrnedeHne pabOTHI C yNpaBICHUYECKHUMU
JOKYMEHTaMH.

CaMocTrosTebHas pa60Ta: MOBTOPCHUC M 3aKPCIUICHUC PAaHCC HU3YUCHHOIO Marepuajia C
HCIIOJIB30BAHUEM KOHCIICKTa  JICKIIUH, PEKOMCEHIOBAHHBIX HNCTOYHUKOB  JIUTCPATYPHI,
IMOATOTOBKA K MPAKTUYCCKOMY 3aHATHIO

OK 01, 02, 05, 07
MK 1.1

Tema 9.
Cucremarusanus u
XpaHeHue
YIPaBICHUESCKUX
JIOKYMEHTOB

ConepkaHre yu4eOHOTO MaTepuana

Homenknarypa nen. TpeboBanmss ['ocymapcTBeHHOH CHCTEMBI JIOKYMEHTALMOHHOTO
oOecriedeHus] ymnpaBlIeHUsl K COCTaBJICHMIO HOMEHKJIATypbl nes. CozepikaTelbHas 4acTb
HOMEHKJIATYPBI JIeJ: MHIEKCHI €T, 3aT0JIOBKH JIEN, KOJIMYECTBO JIeJI, CPOKH XPaHEHUSI U HOMep
CTaTbl MO TmepeuHio, mnpumedanus. @DopmupoBanue nen. [lpusHakum 3aBefcHHA JEl.
TpeboBanus k ¢opmupoBanuio nen. llpaBuia rpynnupoBKH AOKYMEHTOB jeja MO BUAAM U
xpoHojoruu. lloaroToBka MOKYMEHTOB K apXWBHOMY XPaHEHHWIO. OKCIEpTH3a IEHHOCTU
JokyMeHToB. CocTaBieHHE oOmnMced A TOCTOSHHOTO W BPEMEHHOIO0 CPOKOB XPAaHEHUs

12

OK 01, 02, 05, 07
MK 1.1
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AOKYMCHTOB, [ACJI IO JHWYHOMY COCTaBYy. AXTBI O BBIACIICHUN K YHUUYTOXCHHUIO NOCIT C
HNCTCKIIMMU CPOKaMH XpPaHCHMS.

Jlexuus 6

IMpaktuueckoe 3ausatue Ne 11 dopmuposanue aei. [Ipusnaku 3aBeaenus aen. TpeOoBaHUSA K

(dopmupoBanuio aei. [IpaBuia rpymmHpOBKY JOKYMEHTOB Jeja MO BUAAM B XPOHOJIOTHH. 2

IToAroTOBKA TOKYMEHTOB K apXUBHOMY XPaHEHHI0. DKCIIEPTH3a IIEHHOCTH TOKYMEHTOB.

CamocrositenbHasi paboTa: MOBTOPEHHE M 3aKPEIVICHHE paHEe M3YyYCHHOTO MaTepHana C

WCTIONBb30BAaHMEM  KOHCIIEKTa  JICKI[MHM, PEKOMEHIOBAHHBIX HCTOYHHKOB  JIUTEPATYPHI, 4

MOJITOTOBKA K 3a4€Ty

OK 01, 02, 05, 07

ITpomexxyTouHas aTTecTanus B popme 3aueTa - K 1.1
Bcero 86
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2.4. TemaTnuyeckuii IUVIaH U CO/iepKaHUe JMCUMILIMHBI 1JIs1 32a09HOH GopMbl 00yUeHust

HaunmenoBanue
pa3lienoB U TeM

Copeprkanre yueOHOTO MaTepuana
1 (hOpMBI OpraHU3aIMH ACSITSILHOCTH 00YJIAFOIIUXCSI

O0OBeM, akaf. u
/ B TOM 4HCIIE B
hopme
MPaKTUYECKOU
MMOATOTOBKH,
aKaj. a

Konpr koMITeTeHITHH,
(hopMHPOBaHHIO
KOTOPBIX
crocoOcTByeT
3JIEMEHT MPOrPaMMBbl

Tema 1. CymnocTh
JTOKYMEHTAIIMOHHOTO
obecrieyeHus!
yIIpaBICHUS

Copeprkanre yueOHOTO MaTepuaia

[NonsTHst «MHpOpPMALUS» U «IOKyMeHT». Poibp mH(pOpManuu B CONUaIbHO-5KOHOMUYECKUX
nporeccax. [lomupyHKIMOHATBHOCTh AOKyMeHTa. MHbopmannoHHas, KOMMYHHKAaTHBHAS,
couuanbHasl, KyJIbTypHas, yIpaBJeHUYECKas, MpaBOBasi, UCTOpHUYECKas M Apyrue (yHKLUU
nokyMeHToB. IloHsTHe o moxkymeHTHpoBaHMHM. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHMS.
MaTepI/IaJ'II)HI)IC HOCHUTCIIN I/IH(I)OpMaHI/II/I U HUX BJIUMAHUEC HaA JOJTOBCYHOCTH W COXPAHHOCTH
JOKYMEHTa. 3aKOHOAATEJbHBIC AaKTbl, PEIVIAMEHTUPYIOIIUE OPraHu3alui0 padoTel €
JOKYMEHTUPOBaHHON nHpOpMAaIUE. HopmaruBHo-MeTonnueckue JIOKYMEHTBHI,
periIaMeHTHpPYIOIIKE MOPSIOK BbLIAYH M TpeOOBaHUS K 0(OPMICHHIO KOTIMH B OpraHU3alusiX,
KOTOPBIC SBIISIFOTCA aBTOpaMHu JOKYMCHTOB. OcHOBHBIE HOPMATHUBHBIC aKThI,
periIaMeHTHPYIOIIKE JOKYMCHTUPOBAHKE YIPABICHYECKON AEATEIbHOCTH.

10

Jlexius

[Tpaxtuueckoe 3anatue Nel CyIHOCTD TOKYMEHTAITMOHHOTO 00€CIICUeHUs yIIPaBICHUS

CamocrositenbHasi paboTa: MOBTOPCHHE W 3aKPEIUICHHE paHEe M3YyYCHHOTO MaTepHaia C
WCTIONb30BAaHUEM  KOHCIIEKTa  JIEKI[MH, PEKOMEHJOBAHHBIX HCTOYHUKOB JIUTEPATYPHI,
MOJITOTOBKA K 3a4eTy

10

OK 01, 02, 05, 07

Tema 2.
YHaudumpoBanHsie
CHCTEMBI
YIpaBIEHYECKON
JIOKYMEHTAIIHH.

Conepxanue yaeOHOTO MaTepuana

[onsiTe «yHMOUIMPOBAHHAS CHCTEMa JOKyMEHTAlMW». [ OCyJapCTBEHHBIE CTaHIApTHl Ha
YHHUQDUIUPOBAHHBIE CHCTEMBI JIOKYMEHTAI[UK, PErIaMEHTHPYIONKE OOIMe TpaBuiia X
pa3paboTku u mocTpoeHust GopMmyisipa-oopasia. [loHstne «yHHU(PHUIMPOBAHHBIE (HOPMBI
nokyMeHToB. OOmIepoccHiickue M OTpacieBble YHU(PHUIMPOBAHHBIE (OPMBI JIOKYMEHTOB;
yHU(UIMPOBaHHBIE (POPMBI JOKYMEHTOB NPEANPHUSITHSL, TOPIJOK UX BBEICHU B JCHCTBHE.

Jlekmus

[IpakTiueckoe 3austre Ne2 YHuuumnpoBaHHbIe CUCTEMBI YIPABICHUYECKOH TOKYMEHTAIIH

CaMocTosTeIbHas pa60Ta: IOBTOPECHUEC U 3aKPCIUICHUEC PAHEEC HU3YUYCHHOIO Marcpuajia C
HCIIOJIb30BAHUECM KOHCIICKTAa  JICKIIMHM, PCKOMCHIAOBAHHBIX HCTOYHUKOB JIUTCPATYPHI,
MOArOTOBKA K 3a4UCTy

OK 01, 02, 05, 07

Tema 3. OcHOBHEIE
BUIOBI U CUCTECMBbI

Coneprxanne yaeOHOTO MaTepraa

XapakTepUCTUKA M COCTaB OPraHU3alMOHHBIX JOKYMEHTOB. XapaKTEpUCTHKAa M COCTAB

10

OK 01, 02, 05, 07
MK 1.1
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YIpaBIEHUECKON
TOKYMEHTAIl! 1
npaBuiIa ee
oopmieHus.

PaCHOPSAUTENBHBIX JOKYMEHTOB., XapaKTePUCTHKA U COCTaB HWH(OPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB. YHUGUKarus ¥ craHgaptusanmus. lloHsTHe «cucreMa IOKyMEHTalum», eé
npusHaku. OyHKIIMOHATBHBIE U OTPACIIEeBbIC CUCTEMBI TOKYMEHTaIluU. Paciipenenenue coctaBa
BHUJIOB U Pa3HOBUIHOCTEH JOKYMEHTOB OIpPEACIEHHOTO KOMIUIEKCA IO 3ajJadaM YIpaBJiICHHUS.
Buner konuii. TpeboBarus kK 0(OPMIICHHIO PA3IMYHBIX BUAOB KOMHUI TOKYMEHTOB.

Jlexius

[Ipaktuueckoe 3ansiTue Ne3 TpeboBanus K 0QOpMIICHHIO JOKYMEHTOB 1

CamocrosiTensHas paboTa: NMOBTOPEHHWE W 3aKpeIUICHHE paHee W3yYeHHOro MaTepuana C

WCTIONB30BaHUEM  KOHCIIEKTa JISKIMHM, PEKOMECHIOBAHHBIX HWCTOYHUKOB JIUTEPATYpHI, 9

MOJrOTOBKA K 3a4eTy

ConepxaHue yueOHOro MaTepuaa
Tena 4. Tlonstie [lonstne «pexkBu3ut». [locTOsIHHBIE U MEPEMEHHbBIC PEKBU3UTHI, HOPSIOK UX HAHECEHUs IpU 8

’ COCTaBJICHHH JIOKYMEHTa WU pabote ¢ HUM. [IpaBuna oQopmieHHS PEeKBH3HTOB. YTIOBOE M

;Eil;iiﬁz»‘ Cxena IIPOI0JIBHOE PACIIOJIOKEHHE PEKBU3UTOB JOKyMeHTa. CTpyKTypa TOKYMEHTA. OK 01, 02, 05, 07
pacIoyoKEHUS U Jexups - K 1.1
XBpAKTEPUCTHKA [TpakTidaeckoe 3ansaTre Ne 4 OdopmiieHne JOKyMEHTa ¢ UCTIOIh30BAaHHEM PEKBU3HUTOB 2
PEKBHIHTOR CamocrosiTenpHass paboTa: TOBTOPEHHWE W 3aKpeIUICHHE paHee W3YyYeHHOTo MaTepuana C

HCII0JIb30BaAHUEM KOHCIICKTa JICKIINH, PEKOMCHIOBAHHBIX HNCTOYHUKOB JINTCPATYPHhI, 6

MOJTrOTOBKA K 3a4eTy

ConepxaHue yueOHOTO MaTepuaa

CocraBienue u opOpMIICHHE OCHOBHBIX YIPaBICHYECKUX JIOKYMEHTOB: YCTaB, MOJIOKEHHE O 10

CTPYKTYPHOM MOJpa3jC/icHUH, TPOTOKOJbI, aKThl, 3aKJIIYCHHUS, CIIY)KCOHBIC 3alUCKH,
Tema 5. OCHOBHEIE JIOKJIaJIbl, TIJIaHbI, 0030pHI, CITPABKH, IMChMa U JIp.
yIpaBlieHUECKHUE Jlekiust - OK 01. 02. 05. 07
JIOKYMEHTHI, [pakTuueckoe 3ansarue Ne5 OdopmiieHue O1aHKa OpraHu3aluy 1 H,K 1’ ) ’
COCTABJICHHE U [IpakTuueckoe 3anstue Ne6 OCOOCHHOCTH COCTaBJICHHS W O(MOPMIICHHS OTIEIBHBIX BHIIOB 2 )
opopmileHHE yIpaBJIEHYECKUX JOKYMEHTOB.

CamocrosiTensHass pa0oTa: NOBTOPEHHWE M 3aKpeIUIEHHE paHee W3yYeHHOIo MaTepuaia C

HUCII0JIB30BAaHUEM KOHCIICKTa JICKIINH, PEKOMCEH/IOBAHHBIX HNCTOYHUKOB JINTCPATYPHhI, 7

MOJITOTOBKA K 3a4eTy

Conepxanne yaeOHOTO MaTeprana

Ilonste noxkymenTooOopoTa. OCHOBHBIE MOTOKM YHPABIEHYECKUX AOKYMEHTOB: BXOMSLINH,

UCXOISIINN, BHYTpEHHHH. JBIDKEHHE BXOISIIUX YHPABICHUYECKUX JOKYMEHTOB: NMEPBUYHAS
Tema 6. Opranmzanus | 06paboTKa, perucTpamysi, PpacCMOTPEHHE pPYKOBOJACTBOM OpraHM3alll{, IMepeJadya Ha 10 OK 01, 02, 05, 07

JIOKyMEHTO000pOTa

WCTIOJTHEHHE, KOHTPOJIb 33 MCIIOJIHEHUEM, CIIICAaHNE MCTIOJHEHHOTO JOKYMEHTa B JIEN0. JTambl
MPOXOXKACHUS MCXOAALIMX TOKYMEHTOB: MOJATrOTOBKA MPOEKTA, COTJlacOBaHHE, JOpadOTKa IO
3aMEYAHMSIM, PETUCTPALUs U OTIIPaBKa.

Jlekusa

K 1.1
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[pakTuueckue 3ausatus Ne7 [lonstue qokymeHT0000p0Ta. OCHOBHBIC TOTOKH YIPABICHYECKUX
JOKYMEHTOB: BXOJSIINI, HCXOIAIIUNA, BHYTPEHHUI.

[TpakTidaeckne 3ausaTst Ne§ OdopmMieHne pacropsIuTeTbHBIX TOKYMEHTOB

CaMocTosTeIbHas pa60Ta: MOBTOPCHUC M 3aKPCIUICHUC pPaHCC HU3YUYCHHOIO Marcpuajia C
HCIIOJIb30BAHUEM  KOHCIICKTAa  JICKIIMH, PCKOMCHIAOBAHHBLIX  HWCTOYHHUKOB  JIMTEPATYPhI,
IOATOTOBKA K 3a4€Ty

Tema 7.
JenonpousBoacTBO B
KaJpOBOH ciyxk0e

Copeprkanre yueOHOTO MaTepuaia

YHubunmpoBaHHasi CUCTEMa OpraHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIMH O KaJpaM.
JlokyMeHTanus TpyAOBbIX OTHOIIICHUH B KaJPOBBIX Ci1yk0ax. COCTaB JIOKyMEHTOB I10 INYHOMY
coctaBy. CocTaBiienue u 0pOopMIICHHE 3asBICHAN, TPYJOBOTO AOTOBOpa (KOHTPAKTA), JIMIHON
kapTouku ¢Gopmbel T2, mpUKa30B MO KaapaM, XapaKTEPUCTUKH PabOTHHKA, aBTOOMOTrpaduu
paboTHMKA, aHKEThl pabOTHWKA, JHYHOTO jena paboTHuka. TpyaoBas KHWXKKa: Bblaaya,
oopmienue, xpanenue. @opMUpOBaHUE M HOMEHKIIATYPA JICH MO KaJpaMm.

10

Jlexius

[paktuueckoe 3ausitre Ne 9 Pabota B MamibIX Trpymnmax: 3Tambl HPOXOXKACHUS HCXOISIINX
JOKYMEHTOB, ITOJITOTOBKA MPOEKTA, COTIACOBaHUE, T0pabOTKa 0 3aMEUaHUsIM, PETUCTpaLUs U
OTIIPaBKa

dopMupoBaHrEe ¥ HOMEHKJIATYpa A€ [0 KaJpaMm.

CamocrosTenbHasi paboTa: MOBTOPCHHUE W 3aKPEIUICHHE paHEe M3yYCHHOTO MaTepHana C
WCTIONBb30BAaHUEM  KOHCIICKTa  JICKI[MH, PEKOMCHJOBAaHHBIX HWCTOYHUKOB  JUTEPATYPHI,
MOJITOTOBKA K 3a4eTy

10

OK 01, 02, 05, 07
K 1.1

Tewma 8. Texauueckoe
obecniedueHue paboOTHI
C yNpaBJIeHYECKUMHU
JIOKYMEHTaMH.

Conepxkanue yaeOHOTO MaTepuana

06111351 XapaKTepI/ICTI/IKa U BUJbBI OpFaHI/I3aHI/IOHHLIX TEXHHUYCCKUX Cpe}lCTB. HepCOHaIH)HBIe
KOMIIBIOTEPBI B COBPEMEHHOM JIEJIONPOU3BOJICTBE. [1OpSI0K OpraHu3aiuy JOKYMEHT0000poTa
C  UCMOJIb30BAHWEM  CPEJICTB  TEIICKOMMYHUKAIMH.  ABTOMATH3MPOBAHHBIC  CHCTEMBI
JIOKyMEHTO000poTA.

Jlektus

[Ipaktuueckoe 3anstue Ne 10 TexHuueckoe oOecrnedeHne padOTBI C YIPaBICHYECKHMHU
JIOKYMEHTaMH.

CaMocTosTeabHas pa60Ta: MOBTOPCHUC M 3aAKPCIUICHUEC pPAaHCC HU3YUYCHHOIO Marcpuaja C
HCITIOJIB30BAHUEM KOHCIICKTa JICKIIUHM, PCEKOMCHIOBAHHBLIX HCTOYHHUKOB JIMTEPATYPHI,
MOArOTOBKA K 3a4CTy

OK 01, 02, 05, 07
MK 1.1

Tema 9.
CucremaTusanys u
XpaHeHue
YIpaBIeHUIECKUX
JIOKYMEHTOB

Conepkanre yu4eOHOTO MaTepuana

Homenxmarypa gen. TpeOoBamms I'ocymapCTBEHHOH CHUCTEMBI JOKYMEHTAIIHOHHOTO
obecriedeHusl ymnpaBlIeHUsT K COCTaBJICHMIO HOMEHKJIATypbl nei. CozepikaTeinbHas 4acTb
HOMEHKJIATYpBbI JEJI: UHAEKCHI €], 3ar0JIOBKH JIe]l, KOJIMYECTBO JIE, CPOKA XpaHEHUS U HOMED
CTaTbM MO TmepeuHio, npumedanus. @DopmupoBanue nen. [lpusHakum 3aBefcHHA JEll.
TpeboBanus k GopmupoBanuro jen. [lpaBuiia TpyNIHUPOBKHA JOKYMEHTOB Jiejia Mo BUAAM U
xpoHojoruu. IloaroToBka MOKYMEHTOB K ApXHMBHOMY XPaHEHHIO. OKCHEPTH3a ILIEHHOCTH

12

OK 01, 02, 05, 07
K 1.1
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JOKYMCHTOB. CocrapieHue omnucen AJid TMOCTOSIHHOTO MW BPCMCHHOI'O CPOKOB XpaHCHHA
AOKYMCHTOB, O€JI IO JIMYHOMY COCTaBYy. AKXTBI ©O BBIACJICHUU K YHHUYTOXCHHIO OCT C
HNCTCKIIMMU CPOKaMU XPAHCHMH.

Jlexus

[IpakTuueckoe 3anstre Ne 11 dopmuposanue nein. [lpusHaku 3aBenenus aen. TpeboBaHus K

(dopmupoBanuio fen. [IpaBria rpynmupOBKY JOKYMEHTOB Jiejia 1o BUIaM B XPOHOJIOTHH. 1

[ToaroToBKa JOKYMEHTOB K apXHUBHOMY XPaHEHUIO. DKCIIEPTH3a IICHHOCTH JOKYMEHTOB.

CamocrosiTenibHas paboTa: MOBTOPEHHE M 3aKpEIUICHHUE paHee HW3YYEHHOTo Marepuaia ¢

WCTIONb30BAaHUEM  KOHCIIEKTa  JIEKI[MH, PEKOMEHJOBAHHBIX HCTOYHHUKOB  IJIUTEPATYPHI, 11

MOJITOTOBKA K 324eTy

OK 01, 02, 05, 07

IMpomexxyTouHas aTtecTanus B popme 3aueTa - MK 1.1
Bcero 86
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3. YCJIOBUS PEAJIM3AIIUU TPOT'PAMMBI IMCHUTTJIMHBI
3.1. TpeGoBaHUs K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecie4eHH 0

Jns peanuzanuu nporpammbl guctumianabl OI1.11 JlokymeHTanmonHoe oGecreyeHue
yIpaBieHUs NPEIyCMOTPEHBI ClIEHHaIbHbIE TOMELECHUS.

CrnenuanbHble TOMELIEHHsI IPEJICTABIIAIOT CO00N ydeOHble ayJUTOPUU AJISl IIPOBEICHMUS
3aHATUH BCEX BUIOB, MPEIYCMOTPEHHBIX OOpPa30BaTENbHONW MPOTrPaMMOM, B TOM 4HCIE
IPYNIOBBIX M HWHAMBUAYAJIbHBIX KOHCYJBTALUM, TEKYILErO0 KOHTPOJSA M IPOMEKYTOUHOU
aTTECTAllMH, a TAKXKe MOMELICHUS U1l CAMOCTOSTENIbHOW PabOThI, OCHAIIEHHBIE 000PYAOBaHUEM,
TEXHUYECKMMHU CPEICTBAMU OOyuYeHHMsT W MaTepuajaMM, YYUTHIBAIOUIMMU TpeOOBaHUsA
MEX1YHApOJHBIX CTaHAApPTOB.

Kabuner JIOY ocHaiieHn o6opynoBaHueM: pabodyee MECTO MeJarornyeckoro paboTHUKA
(crom, crym); mebenb ydeHHMUECKas; JOCKAa I MHChbMa MeIoM; WH(GOPMAIMOHHBIN CTEHI,
TpuOyHa JUIsl BEICTYIICHHH.

Texuuueckue cpencTBa 00ydeHHUs: JOCKA Il MUCbMa MEJIOM, HH(OPMAIIMOHHBIE CTEHIbI
«OpranuszanuonHas ctpykrypa JOV», «lokyMeHTUpOBaHUE yNPABICHUYECKON JNEATEIBHOCTHY,
KOMIUIEKT HarJIsTHBIX nocooui, HOYTOYK/TIepCOHAIIbHBIN KOMIIBIOTED, JKpaH,
MYJIBTUMEAUATIPOEKTOP.

3.2. UndopmanuonHoe odecnieyeHne 00ydeHust
3.2.1. OcHOBHBbIE HCTOYHHMKH (IUTEpPATypa)

1. AGymamse, JI.T. JlokyMeHTannOHHOE OOECIICUYCHHUE YIPABICHUS [EPCOHAIOM :
y4eOHMK W TPAKTUKyM Ui CpeAaHero mnpodeccronambHoro obpaszoBanms / [I. I'. AGymansze,

. b. Bempsokkuaa, B. M. MacnoBa. — 3-e¢ uzj., nepepad. u jgon. — Mocksa : M3marenbcTBo
FOpaiir, 2025. — 374 c. — (IIpodeccronansnoe obpazoBanme). — ISBN 978-5-534-16657-6.
— Tekcr : onextponnsii // OOpa3oBatenbHas miatgopma FOpailt [caiiT]. —

URL: https://urait.ru/bcode/562146

2. lllysamora, H.H. JlokymeHTanMoHHOe oOecCHeYeHHEe YMNpaBJICHUS : Y4YEOHMK IS
cpenrero npodeccnonansaoro odpasoranus / H. H. lllysanosa. — 3-e u3j., mepepad. u om. —
MockBa : U3parensctBo FOpaiit, 2025. — 234 ¢. — (IIpodeccuonansuoe oOpa3oBaHHE). —
ISBN 978-5-534-20349-3. — Tekcr : anekrponHsii // OOpa3zoBarenbHas miardopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/561049

3. Kyzuenos, . H. JlokyMeHTalmoHHOE oOecrieueHue yrpaieHus. JJoOKyMeHTO000poT
Y JICTIONPOU3BOCTBO : YYCOHUK M MPAKTUKYM JUIS CPETHEro mpodeccnoHambHOro oopasoBanusi /
. H. Ky3nenoB. — 5-¢ uzn., nepepad. u pon. — Mocksa : M3gatensctBo HOpaiit, 2025. —
425 c.— (IlpodeccuonanbHoe ob6pazoBanue). — ISBN 978-5-534-20025-6. — Texkct
AIIEKTPOHHBIN // OO6pazoBaTenbHas mnatdopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/581141

3.2.2. lonoJHUTEIbHbIE HCTOYHUKH

1. Kysnenos, U.H. [/lokymeHTanmoHHoe obecrieueHue YIpaBlICHHUs IMEPCOHAIIOM :
yueOHUK W TpakTHKyM s By3oB / M. H. Ky3nenos. — 3-e¢ m3j., nepepad. u jon. — Mockga :
WznatensctBo FOpaiit, 2025. — 397 c. — (Bsicuiee o6pazosanue). — ISBN 978-5-534-16692-
7. — Tekcr : onektponHwlid // OOpa3oBarenpHas mnatdgopma FOpait [caiTt]. —
URL.: https://urait.ru/bcode/560482

2. KopneeB, W.K. JlokymeHTalmoHHOE OOECIIEYCHHE YIPABJICHUS . YYSOHHK U
MPaKTUKYyM JUIsl cpeaHero mnpodeccuoHanbHoro odpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. MamypreB. — 3-e u3a., nepepad. u jgorn. — Mocksa : UznarensctBo FOpaiit, 2025. —
438 c. — (IlpodeccmonansHoe oOpaszoBanue). — ISBN 978-5-534-16002-4. — Tekcr



https://urait.ru/bcode/562146
https://urait.ru/bcode/561049
https://urait.ru/bcode/581141
https://urait.ru/bcode/560482
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AJICKTPOHHBINA /l Oo6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/563193

3. Joponuna, JI. A. [lokymeHTanimoHHOEe OOECIICUCHUE YIPABICHUS : YYCOHHK |
OpakTUKyM Ui cpeaHero  mpodeccrmonanpHoro — oOpasoBanusi/  JI. A. JloponuHna,
B. C. UputukoBa. — 2-e¢ u3a., nepepad. u aon. — Mocksa : UznarenscTBo FOpaiit, 2025. —
270 c. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-534-16017-8. — Texker
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/563264

3.2.3. [lepeuenb uHGOpMANUOHHBIX pecypcoB ceTu « UHTEpHETY,
B TOM YHCJIe HHPOPMALMOHHO CIPABOYHBIX CHCTEM

OdunmansHbIil ”HTEPHET-MOPTAT IPAaBOBOI HHpOpMaru — WWW.delo-press.ru;
Odunmanpusiii caidt [IpaButensctBa PO — www.government.ru;
CepBep opranoB rocyaapcTBeHHOM Biactu PO — www.gov.ru

4. TlouckoBas cucreMa HOPMAaTHUBHBIX IPaBOBBIX aKTOB -
http://opb.ru/deloproizvodstvo;

5. TlouckoBas cucTreMa HOPMAaTHUBHBIX MPABOBBIX akTOB — WWW.funnycong.ru;

6. Jemompoussoacteo+t - www.delpro.narod.ru.

7. DnekrponHas oubnnoreunas cucrema «tOpaiity» // Pexxum nocryma: https://urait.ru/

wn e

3.2.4. [lepedeHb JUIIEH3HNOHHOTO U CBOOOTHO PACIIPOCTPAHSIEMOI0 NMPOrPaMMHOTI0
obecrieyeHusi, B TOM YHCJIe 0TE€4eCTBEHHOI0 MPOU3BOACTBA

1. Ipunoxenne Libre Office (ucmonb3yercst 1jsi MOATOTOBKU JOKJIAI0B, COOOIICHHUH,
BBINOJIHEHUS IPYTUX MUCbMEHHBIX 3a/1aHUi).

2. Ilpunoxenue Open Office (ucmonp3yercss miasi cocTaBieHHss W pabOThI €
3JICKTPOHHBIMH TaOIUIIAMU ).

3. IIporpamma-Opayzep Yandex (wim apyras ajdbTepHATUBHAs) (MCIONB3YETCS IS
paboThI € EKTPOHHBIMHU OMOIMOTEUHBIMU CUCTEMAMU U IPYTUMU pecypcaMu «IHTepHET»).

4. CnpaBouHas npaBoBast cucreMa «Koncynprantlntocy (JlokaabHBINH AOCTYII).

5. CnpaBounas npaBoBas cucrema «'APAHT» (J1okanbHbIN 1OCTYM).

6. 7-Zip (ucnonb3yeTcs sl apXUBUPOBAHUS (PaiiIOB ¢ BBICOKOI CTETICHBIO CKATHS).


https://urait.ru/bcode/563193
https://urait.ru/bcode/563264
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 OHEHKA PE3YJIbTATOB OCBOEHUA TUCIUIIJIMHbI

4.1. ®opMbI M METOAbI KOHTPOJISI Pe3yJIbTAaTOB 00y4eHMsI

Koa OK,
K

Iloxa3zaTen 0CBOEHHOCTH KOMIIETEHIIHIA

DopMbl KOHTPOJISA
U METOAbI OLCHKH

OK 01

- pacmo3HaBaHME 3amad WM~ TpodiIeM B
po¢eCCHOHANTEHOM U/HITH COLUANBHOM KOHTEKCTE;

- YMCHHE aHaJM3HpOBaTh 3aJady HW/WIM MpoOJeMy H
BBIIICNIATE €€ COCTABHBIC YaCTH,

- YMEHHE OMpPENeNATh 3Talbl pEIICHHUS 3a1a4H;

- yMEHUE BBIBIATH UM 3PQPEKTUBHO  HCKATh
nH(pOpMAIUIO, HEOOXOAMMYIO JUIA pEIIeHUs 3aJadu
H/WAITA TIPOOIIEMET;

- YMCHHE COCTAaBIISTh IUIaH JICHCTBUS;

- YMEHHE ONPENeNATh HeOOXOUMBIC PECYPCHI;

- BIAJCHUC AaKTyalbHBIMH METOJaMH pabOThl B
npodecCHOHANEHON M CMEKHBIX cepax

OK 02

- YMEHHE ONPEACIATh 3aa4u s HOMCKa HH(POPMAIIHK;

- yMEHHE ONpeNeNsITh HEOOXOAWUMBIE HCTOYHHKU
nHpOpMaIIH;

- INTAHUPOBAHUE TpoIIecca MOUCKa;

- YMEHHUE CTPYKTYPHPOBATH MOJIy4aeMyt0 HHPOPMAIIHIO;
- yMEHHE BBIICNATH Hamboiee 3HAUYMMOE B IEpEYHE
nHpoOpMaIny;

- YMCHHUC OLICHUBAThb
pe3yJIbTaTOB ITONCKA;

- yMeHue OQOPMIISTH PE3yJbTaThl MOWCKA, MPUMEHSATH
cpeacTBa MH(OOPMAIIMOHHBIX TEXHOJOTUN JJIsl PEIICHUS
podheCCHOHANTBHBIX 3a]1a9;

- YMCHHE WCIIOIb30BaTh COBPEMEHHOE MPOrpaMMHOE
obecrieueHue;

- YMEHHE HCIIOJIb30BaTh Pa3InyHbIe HU(POBBIE CpeiCTBA
JUIsL peIeHust TPO(eCCHOHATBHBIX 33134

MPAKTUYECKYI0 3HAYUMOCTD

OK 05

- yYMEHHE TpaMOTHO  W3JaraTh CBOM  MBICJIH
u  opOpMIATh JOKYMEHTBI M0 TPO(ECCHOHAIBHOM
TEMaTHKe Ha TOCYAaPCTBEHHOM SI3bIKE, MPOSBIAThH
TOJIEPAHTHOCTh B pab0OUeM KOJIJICKTHBE

OK 07

- yMEHUE MIPOTHO3UPOBATH HEOJIarONPUSTHBIC
JKOJIOTHYECKHUE MMOCJIEICTBHS MpEeANMPUHAMAEMBIX
JIeHCTBHI;

- YMEHHE JaBaTh OIICHKY HOBBIM CHUTYyaIllsM, BHOCHUTH
KOPPEKTUBHI B JIEATEIHLHOCTD, OIEHUBATH COOTBETCTBUE
PE3yIBTaTOB ENSM;

- OIEHHWBATh PHUCKH U CBOEBPEMEHHO NPUHUMATH
peIIeHus TI0 UX CHIKCHHUIO;

- yYMEHUE HMETh MPEACTABICHUS O BO3MOXKHBIX
HMCTOYHUKAX OMACHOCTH B Pa3lIMYHBIX CUTyalusx (B
ObITYy, TpaHCIOPTE, OOINECTBEHHBIX  MECTax, B
MIPUPOIHOM cpejie, B coliuyMe, B IM(POBOi cpejie);

- yMEHUE ONpeNEATh HarpaBJICHUS
pecypcocOepeskeHnss B pamMkax MnpodeccuoHaabHON
JIESITEJILHOCTH.

K 1.1

- YMEHHE COCTaBIATH (0OPMIIATH) IEPBUYHBIE YIETHBIC
JIOKYMEHTBI, B TOM YHCIIE JIEKTPOHHBIE JJOKYMEHTHI
- YMEHHE OCYHIECTBISTh KOMIUIEKCHYIO MPOBEPKY

YcTHbIN orpoc.
TectupoBanue. KoHTposbHbIE
paboThI. [IpoBepounsle
pabotel. OneHKa BHITIOTHEHMS
MPaKTUYECKOTO 3aaHusl.
OKCcrepTHOE HAONIOJICHUE H
OIICHUBAHUE BBIMOJTHEHHS
WHIUBUIYaTbHBIX U
TpYINOBBLIX 3amaHuil. OleHKa
pe3yibraTa BBIMOJTHEHHS
MPAKTHIECKUX pabor.
Texymmii KOHTpoJIb B dopme
cobeceI0BaHMs, peleHus
CUTYAIMOHHBIX 32]1a4
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NEPBUYHBIX YYCTHBIX JOKYMCHTOB
-  YMCHHUC obecreunBaTh COXpPAaHHOCTb TNCPBUYHBIX
YYETHBIX JOKYMCHTOB JI0 NEpEaain X B apXUB

4.2. Kputepuu olleHMBAHUA YPOBHS C(POPMHUPOBAHHOCTH 3HAHUI M YMeHH

4.2.1. Kpurepun oueHUBaHHMs YCTHOTO OTBETA

«OTIIUYHO)

«XOPpOI1IO»

«KYAOBJICTBOPHUTCIBHO»

KHCYOOBJICTBOPUTCIILHO»

oOyJaronuiics 1aet
YeTKHEe, TPAaMOTHBIE
pa3BepHYTHIC OTBETHI

oOyJatomuiics maet
NPaBHJIbHBIC B IEJIOM
IpaMOTHBIE OTBETHI, HO

oOygatomuiics
MPaBHJIBHO U3JIaraet
TOJIBKO 4acCTh

oOyJaromuiicss n3naraer
OTBET C CYIIECTBEHHBIMH
OIIMOKAMU HITU

Ha [I0CTaBJICHHBIE JUIsS. YTOYHEHUS OTBETa MaTtepuaa, OTKAa3LIBAE€TCS OTBETUTE
BOIPOCHI, IIPUBOIUT TpeOYIOTCS HABOJAIINE | 3aTPYIHSIETCS IPUBECTH Ha IOCTaBJIEHHEIE
MIPUMEPHI U3 PeaTbHON BOIIPOCHI; MIPUMEPBI; BOIIPOCHI;
JKHM3HU, JOCTAaTOYHO IOJIHOM HEIOCTATOYHO YETKO U HE OTBEYAET HA
IIOJIHO ¥ 00OCHOBAHO OTBEYaEeT Ha IIOJIHO OTBEYAET Ha IIOIIOJIHUTEIBHEIE
OTBEYaEeT HA JIOIIOJIHUTEIbHBIE JIOIOJIHUTENLHBIE BOIIPOCHI;
JIOIIOJIHUTEIbHBIE BOIPOCHI BOIIPOCHI; npoecCuoHaIbHON
BOTIPOCHI; MIPY UCTIONB30BAHUT MIPH UCTIOJTL30BAHUU TEPMHUHOJIOTHEH HEe
rPaMOTHO UCTIONB3YeT npodecCHOHANTEHON npodecCHOHANTEHON BJIaJICCT WU JIOMyCKaeT
MOHSTUMHBIN anmnapar u TEPMHHOJIOTUU TEPMHHOJIOTUU CYIIECTBCHHBIC OIUOKN
po(heCcCUOHATBHYIO JIOTTYCKAaeT JIOITYCKaeT MIPH UCTIOJIb30BaHUH
TEPMHUHOJIOTHIO HE3HAYNTEILHBIE HE3HAYNTEILHBIE TEPMHUHOB
OLINOKHU OLINOKH

4.2.2. Kputepuu oueHUBAHMS pellleHUs TECTOBBIX 3aaHU i

«OTJIMYHO»

«XOopo1mo»

«YOOBJIETBOPUTECIILHO»

«HEYOOBJICTBOPUTCIBHO)»

BBITIOJIHEHO 4/5
TECTOBOI'0 MaTepHasa

TCCTOBOI'O MaTcpurajia

BEITIOJTHEHO 4

TCCTOBOI'O MaTcpurajia

BBITIOJIHEHO Ooliee Y2

BBITTOJTHEHO MEHEE
IMOJIOBUHEI 3aJJaHUN

4.2.3. Kputepuu oueHUBAHNS BBITIOJTHEHUSI J0KJIAT0B

«OTIIUYHO»

«XOpOo1Io»

«KYAOBJICTBOPHUTCJIBHO»

«HCYOOBJICTBOPUTCIIBHO»

TEeMa pacKphiTa B
MOJIHOM 00bEME U
aBTOpP CBOOOJHO B Hell
OpPHECHTHUPYETCS,
MOCJIEe/I0BATENHFHO U
JIOTMYHO, MaTepral
JIOKJIa/Ia aKTyaJeH U
pazHoobpaseH
(TpoaHanu3npOBaHBI

TE€Ma PacKphITa B IIEJIOM
TOJIHO,
IIOCJIEI0BATEILHO U
JIOTHYHO, BBIBOJIEI
apryMEHTUPOBAHbI, HO
P 3aIUTE JOKIaIa
oOyJatomuiics B
OCHOBHOM YHTAJI
IOKJIaJl ¥ HE JaBal

TeMa pacKphITa HE
[TOJIHOCTBIO, TE3UCHI U
YTBEPKICHUS HE
JIOCTATOYHO
COIJIaCOBAHbL,
apryMeHTaIMs BBIBOJIOB
HEZ0CTATOYHO
000CHOBaHA, JOKIa
BBIIIOJIHCH HA

HECKOJIBKO Pa3JIMYHBIX CcOOCTBEHHBIX OCHOBaHUU
HMCTOYHUKOB) BBIBOJIBI MOSICHEHUH; €MHCTBEHHOTO
apryMEeHTHUPOBAHBI, oOyJarouiics HMCTOYHHUKA, Ha BOIIPOCHI
00yJaromuiics OTBETHI | HEJOCTaTOYHO HOJIHO U npenoaaBarens
Ha BOINPOCHI YBEPEHHO OTBEYal Ha ayIUTOPUH
HIpenoiaBaress u BOIIPOCHI oOyJatomuiics He
ayJINTOPUHN MpenoAaBareis u OTBETHUII
ayJINTOPUHN

HE COOTBETCTBYET
KpUTEPUIM
«yIOBJIETBOPUTEIBHO»

4.2.4. Kpurepuy olleHUBAHMS BBINOJHEHUS NPAKTHYeCKOil padoThl

«OTIIMYHO))

«XOPpOoI1IOo»

«YIOBJIETBOPHUTEIHHO | «HEYJIOBJIETBOPHUTEIHHOY
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MOJTHOE ¥ TIPABUIIEHOE
BBITTOJTHCHUE 3a/IaHIH
MIPaKTUIECKOHN pabOTHI,
nopoOHas
apryMeHTaIUs CBOEro
peleHHs, Xopoliee
3HaHHE TEOPETUUECKUX
ACTICKTOB PEIICHUSI.

MIPY BBIITOJTHEHUU
3aJlaHUI MPaKTHYECKOMN
paboTHI OBLITH
JOMYLICHBI
HEe3HAUUTEJIbHbIC
OLINOKH, IMEET MECTO
JOCTaTOYHAast
apryMeHTaIus CBOETO
peleHus1, Xopoliee
3HAaHUE TEOPETUIECKUX

YaCTHYHO MPABHIILHOE
BBITIOJTHCHHUH 3aJJaHUiH
TIPaKTHIECKOH PabOTHI,
HEeJ0CTaTOYHAs
apryMeHTAIlUsl CBOETO
0TBeTa, 3HAHHE
oTpeIeIeHHbBIX
TEOPETHUUCCKUX
aCTICKTOB
BBIMOJTHSICMBIX 33/TaHUM

OTBCT HC COOTBCTCTBYCT
KpUTCPUAM OLICHKH
«YOOBJICTBOPUTECIBHO»

ACIICKTOB
BBITIOJIHACMBIX 3aJaHUMN

4.2.5. Kputepum olleHUBaHUSI BHEAyIMTOPHON CaMOCTOATEJIbHOI PadoThl 00y4YaloImMXCcst

Bunamu 3aganwuii y1st BHEAYAUTOPHON CAMOCTOSITEITLHOM PabOThI MOTYT OBITh:

- Q7S OBIAJEHUS 3HAHUSAMU: YTEHHE TeKkcTa (yueOHMKa, MEpPBOMCTOYHUKA,
JOTIOJTHUTEIIFHON JINTEpaTyphbl); COCTaBJICHME IUIaHa TEKCTa; rpaduyeckoe H300paKeHHe
CTPYKTYpbI TE€KCTa; KOHCIIEKTUPOBAHHE TEKCTa; BBIMHCKU M3 TEKCTa; paboTa CO CIOBApSIMHU U
CIPaBOYHUKAMH, O3HAKOMJICHHE C HOPMATUBHBIMU JIOKYMEHTaMH; y4eOHO-HCCIIeI0BATEIbCKAs
paboTa; UCToNIb30BaHKE ayIM0- U BUJICO3aNHICeH, KOMIIbIOTEPHOU TeXHUKH U VIHTepHeTa U 1Ip.;

- s 3aKpeIIeHHMs M CHCTEMAaTH3allMd 3HAaHWW: paboTa C KOHCHEKTOM JICKIHH
(oOpaboTka TekcTa); TMOBTOpHas pabora Hax y4yeOHbIM MaTepuaioM (yueOHHKa,
NEPBOMCTOYHUKA, JOMOJHUTEIBHOMN JIUTEPATyphl, ayIn0- U BUACO3AMICEN); COCTABICHUE IJIaHa
U TE3MCOB OTBETA; COCTABJICHHME TAOJIHUII JUJIsl CUCTEeMATHU3allKi Y4eOHOro MaTepuaia; U3yuyeHue
HOPMATHUBHBIX MaTEepHAJIOB;, OTBETHl HA KOHTPOJIbHBIE BOIIPOCHI; aHAIHTHYECKas 00paboTKa
TeKcTa (aHHOTUPOBAaHUE, peLEH3HpoBaHUe, pedepupoBaHHe, KOHTEHT - aHalu3 H Jp.);
MOJrOTOBKA COOOIICHUH K BBICTYIUICHHIO Ha CEMUHape, KOH(PEpEeHINH; OAr0TOBKa pedepaTos,
JOKJIaJIOB; COCTaBJIeHHE OMOIuOrpaduu, TeMaTHIECKUX KPOCCBOP/IOB; TECTUPOBAHKE U AP.;

- g (HOpPMUPOBAHMS YMEHUH: pelIeHHE 3a/1a4 W YIPaXHEHUH 1O o0pasily; pemieHue
BapHATUBHBIX 3aJa4 U  YOPAXHEHHWH; pelIeHue CUTYallMOHHBIX IPOU3BOJCTBEHHBIX
(mpodeccOHANBHBIX)  3a/a4; IOATOTOBKAa K JEJOBBIM HrpaM; MPOSKTUPOBaHWE U
MOJIEJTMPOBAHUE PA3HBIX BUJIOB M KOMIIOHEHTOB MPO(EeCCHOHATBEHOM e TENbHOCTH.

Bunel 3aganuii 118 BHEAyJIUTOPHOM CaMOCTOATENbHOW pabOThl, UX COJAEp)KaHUE U

XapakTep MOTYT HWMETh BapHAaTUBHBIA © Au(QEepeHIIMPOBAHHBIA XapaKTep, YYHUTHIBAThH
CHeHI/I(i)I/IKy CIICINaJIBHOCTH, H3yqa€MOﬁ JAUCHUIUNIMHBI, HWHAWBUAYAJIIBHBIC 0COOEHHOCTH
oOyuarorerocs.

[Ipu mpenbsiBICHUM BUIOB 3a/JaHHl HAa BHEAYAUTOPHYIO CAMOCTOSITENIBHYIO pPadOTy
PEKOMEHIyeTCsl HCMOJb30BaTh AuddepeHInpoBaHHbIN Moaxon K obydamomumes. [lepen
BBITIOJIHEHHEM OOYYarolIUMHUCA BHEAYJIUTOPHOM CaMOCTOSATEIBHON pabOoThl MpernoaBareib
MIPOBOJUT WHCTPYKTAXX [0 BBINOJHEHUIO 33JaHUs, KOTOPBIA BKJIOYAET LEJIb 3aJaHUs, €r0
coJiep’KaHue, CPOKHU BBINOJTHEHUSI, OPUEHTUPOBOUHBIN 00beM pabOThI, OCHOBHBIE TPEOOBAHUSI K
pe3ynbTataM pabOThl, KpUTEpUHU OIEHKW. B mporecce MHCTpyKTaxa IMpernojaBaTelb
MpeaynpexaaeT o0yJaromuXcsi O BO3MOXHBIX THUIUYHBIX OIIMOKAX, BCTPEYAIOUIUXCS MPHU
BBHITIOJTHEHUH 3afaHusi. WHCTPYKTaXX MPOBOAMTCS TMpEnojiaBaTeieM 3a CYeT o0beMa BpEMEHH,
OTBCACHHOT'O HA NU3YYCHHUEC JUCHUIIIINHBI.

Bo Bpemst BbITONHEHUSI 0OYYAIOIIUMUCA BHEAYJUTOPHOW CaMOCTOSATEIbHOW pabOTHI H
Mpu HEOOXOAMMOCTH TIPENojaBaTeIh MOXXET MPOBOJUTH KOHCYJIbTAIMM 3a CYET OOIIero
OroKeTa BpeMEeHU, OTBEIEHHOTO Ha KOHCYJIbTAIHH.

CamocrosiTenbHass paboTa MOXKET OCYIIECTBIATHCA HWHAMBHAYAJIbHO WM TpYHIIaMu
0o0yJaromuxcsi B 3aBUCUMOCTHA OT LeJIH, 00beMa, KOHKPETHOH TEMATHKU CaMOCTOSITEIbHOMN
paboThl, YPOBHSI CJI0KHOCTH, YPOBHSI YMEHUIN 00y4daromuxcsl.
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KoHTponb pe3ynbTaToB BHEAYAMTOPHON CaMOCTOSITEIIBHOW pPaOOTBI 00yJaromuxcs
MOYET OCYIIECTBIIATHCS B MpEesiaX BpPEMEHH, OTBEACHHOTO Ha 00s3aTeNbHbIe YUeOHbIe 3aHITHS
[0 JTUCHMIUIMHE U BHEAYAUTOPHYIO CAMOCTOSITEIbHYIO PaboTy OO0ydaroluxcsl MO AUCLHUILINHE,
MOYET MPOXOIUTh B MTUCbMEHHOHN, YCTHON MJIM CMEIIaHHOU (hopMe, C TIpeCTaBICHUEM U3ACIHS

HJIK IIPOAYKTaA TBOp‘ICCKOﬁ JACATCIIBHOCTH 06yqa}omeroc;1.

Kpurepusamu

OLCHKHU

00yyYaroIerocs sBJIsOTCA:
- YPOBEHb OCBOCHUS 00y4aroIuMCs yueOHOrO MaTepuaia;
- yMeHue OOyyarollerocs MCIO0JIb30BaTh TEOPETUYECKUE 3HAHUS IPU BbINOJIHEHUU

MMPAKTUYCCKUX 3aaaY,

pE3yJIbTaTOB

BHEAYUTOPHON

- copMHUPOBAHHOCTH O0IIEyUYeOHBIX YMEHUIA;
- 000CHOBAaHHOCTH M YETKOCTh M3JIOKCHHS OTBETA,
- oopmIIeHHE MaTepHralia B COOTBETCTBUU C TPEOOBAHUSMHU.

CaMOCTOSITEIbHOU

paboTsl

4.2.6. Kpurepuu oueHUBaHUS BbINOJHEHHS JOMAIIIHEH KOHTPOJIbHOI PadoThI
(na1s1 3a04HO¥ popMBbI 00yUeHUs1)

COTIIMYHO» «XOpOIIOY «YZIOBJICTBOPUTEIIBHO» | «HEYIOBJIECTBOPUTEIBHOY
[IOJTHOE M NIPABWJIBHOE | MOJHOE W NPAaBWJIBHOE | YAaCTHYHO NMPAaBHJIBHOE | JOMALIHSAA KOHTPOJIbHAS
BBLITIOJTHEHHE 3aJJaHUI BBLITIOJTHEHHE 3aJJaHUI BBITIOJTHEHHUH 3aJJaHUI paborta He

JIOMAaIIHel JIOMaIIHel JOMaIlHEH MpeAOCTaBIICHA

KOHTPOJIBHOM paboThl, | KOHTPOJBHOW paOdOTHL, | KOHTPOIBHOW PabOTHI, o0yJaromumMcs it

IPaMOTHOE IMOCTPOECHHE HE3Ha4YUTeIbHbIE HEKpUTHYECKHE MOJTHOCTBIO HE
OTBETOB, O(OpMIICHHE OomKOKH U omrOKH B 0OpMIICHHN COOTBETCTBYET

paboTHI B IOJTHOM MOTPETTHOCTH B paboTHI, TpeOOBaHUSIM,
COOTBETCTBUH C odopmIeHnH paboThL, JOTIOJTHUTENILHBIE MPEIbIBISIEMBIM K €€
MPeIbIBISEMbIMH JOTIOJTHUTEbHBIE Hay4HbIC U odopMIIeHUIO 1
TpeOOBaHUSIMHU Hay4HbIEC U HOPMAaTUBHBIE COJICPKAHUIO
HCTIONb30BaHNE HOPMAaTHUBHbIE HCTOYHUKH HE
JOTIOJTHATEbHBIX HCTOYHUKH HE HCIOJIB30BAIIUCH
HAYYHBIX U UCTIOJIb30BAINCH
HOPMAaTUBHBIX
HCTOYHUKOB

4.2.7. Kpurepuu oueHUBAHUSI 3HAHMI M YMEeHMIi 110 UTOram
OCBOEHHS THCIHUIIIMHBI

[IpomexyTrouHas arrectanusi (MTOTOBBIA KOHTPOJIb) IPOBOAUTCS B (hOpME 3a4eTa B X0JIe
’K3aMeHalMoHHOH ceccuu. K 3auery pomyckarorcsi oOydarolyecs, yCIenHO BbIMOJIHUBIINE BCE
BUJbl OTUETHOCTH, MPEIYCMOTPEHHBbIE IO AMCLUUIUIMHE Y4eOHBIM IIaHOM. B Xoze 3auera
IIPOBEPSIETCS] CTENIEHb YCBOCHUs MaTepuaia, yMEHHE TBOPYECKH U IOCIEI0BATENbHO, YETKO U
KpaTKO OTBEYaTh HA MOCTaBJIEHHBIE BOIPOCHI, J€IaTh KOHKPETHBIE BBIBOABI U (DOPMYIHPOBATH
000CHOBaHHbIE MTPETIOKEHUS.

B Xxoge WTOroBOro KOHTPOJS aKLEHT JeNaeTcsli Ha IPOBEPKY CIIOCOOHOCTEH
o0yyaromuxcst K TBOPYECKOMY MBIIUICHUIO M HCIOJIB30BAaHUIO TMOHATHMHOIO ammapara
JTUCIUIUIMHBI B pellIeHnH po(eCcCHOHATIBHBIX 3a7a4 10 COOTBETCTBYIOIIEH CHEIUAIbHOCTH.

3HaHus, YMEHHS W HaBbIKM OOYyYaloIIUMXCS Ha 3aueTe OIEHHWBAIOTCS IO CUCTEME
«3aUTEHO», «HE 3auTeHOo». OleHKa 00BABISAETCA 00ydaroUeMycsl 10 OKOHYaHUM €ro OTBETa Ha
3auere. [lomoxurenbHas oOleHKa («3auTEHO») 3aHOCUTCS B 3a4eTHO-IK3aMEHAIMOHHYIO
BEJIOMOCTh U 3aUETHYIO0 KHWXKKY JIMYHO IpenojaBareneM. OLEeHKa «HE 3a4TE€HO» MPOCTABIAETCA
TOJIBKO B 9K3aMEHALIMOHHYIO BEIOMOCTD.

OO0muMy KpUTEPUSMH, ONPENESIONIMME OLEHKY 3HAHHUM Ha 3a4eTe, SBISI0TCA:

«3a4TeHo «He 3aureno

JaHbl B OCHOBHOM IIPAaBUJIBHBIC OTBETHI HA BCC HEC BBIITOJIHCHBI Tpe6OBaHI/I${, COOTBCTCTBYIOIIINE
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IMOCTABJICHHBIC BOIIPOCHI; OIICHKEC «3a4YTCHO».
MPaBUJIBHO PCIICHLBI ITPAKTUYCCKUC 3aJaHUS
B OTB€TAaX B OCHOBHOM BBIJCIIAJIIOCH I'N'TaBHOC,
IMMOKa3aHO YMCHUC aHAJIIM3UPOBATH (baKTI)I,
C06I)ITI/I$I, SABJICHUS, IPOLECCHI B UX B3aMMOCBA3U U
JUAJICKTUYCCKOM pa3BUTHUH.
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