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1. OBIIASI XAPAKTEPUCTHKA PABOYEI TPOTPAMMBI
TUCTUTLIAHBI

OI111.04 JoxyMeHTaIMOHHOE 00ECIIeYEeHNE VIIPABICHUS
(MHIEeKC, HANMEHOBAHHE TUCITUTUIAHBI)

1.1. O6s1acTh NpuMeHeHus1 padoyveil MPOrpaMmbl

Pabouast mporpamMmma AUCIUIUIMHBI pa3zpaboTaHa Ha ocHOBe denepaibHOTO
rocyJapCTBEHHOT0 00pa30BaTENIbHOIO CTaHJapTa CPEAHEro MPOQECCHOHAIBHOTO
obpazoBanust 38.02.01 DkoHOMHMKa W OyXraiaTepckuil (y4eT IO OTpaciisiM),
YTBEPXKJIEHHOTro mnpukazoM MunoOpHayku Poccum ot 05.02.2018 Ne 69, u
SBJISIETCS ~ 4YacThl0  0Opa3oBaTeIbHONW  MPOrpaMMbl B YacTH  OCBOCHUS
COOTBETCTBYIOIMX 0O0mux kommnereHuuit (manee — OK) u mpodeccnoHambHbIX
kommneTeHui (nanee — [1K):

Kon
KOMIICTCHIIAHN HanMmenoBanue KOMIICTCHIINN

OK 1 Bri6upaTh criocoOs1 perieHus 3a1a4d npo(ecCHoHaIbHON ASSTENBHOCTH
HpI/IMeHI/ITeJ'H:HO K paBJ’II/I‘-IHBIM KOHTCKCTaM,

OK 2 Ocy1ecTBIATh MOUCK, AHATW3 U MHTEPIIPETAIIUI0 HHPOPMAIIHH, HEOOXO0TUMOM
JUISL BRIIOJTHEHUS 33724 TPO(eCCUOHATILHOM eI TeIbHOCTH,

OK 3 [TnanupoBaTh M peaqn30BBIBaTh COOCTBEHHOE MPO(ECCHOHATEHOE U JIMYHOCTHOE
pa3BUTHE;

OK 4 PabotaTh B kKO/IeKTHBE U KOMaH 1€, Y)(PEKTUBHO B3aUMOICHCTBOBATH C

KOJUICTaMU, PYKOBOACTBOM, KIIMCHTAMMU;

OCyLEeCTBIATh YCTHYIO U MUChbMEHHYIO KOMMYHHUKALUIO HA TOCYJapCTBEHHOM
OK 5 a3bike Poccuiickoii @enepaiy ¢ yueToM 0COOCHHOCTEN COIUAIEHOTO U
KyJIbTYPHOI'O KOHTEKCTA,;

Hcnonb3oBath nHGOPMALIMOHHBIE TEXHOJIOTUU B TPO(ECCUOHATILHOM

OK9
ACATCIIbHOCTH,
OK 10 [Tonp30oBaThCs mpodeccuoHaIbHOM TOKYMEHTAIMEH Ha TOCYIapPCTBEHHOM U
HHOCTPAHHOM S3bIKAX;
MK 1.1 OO6pabaTteIBaTh MEPBUYHBIC OYXTaaTEPCKUE JOKYMEHTHI,

1.2. MecTO IMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

Hucrummaa  «OI1L[.04 JlokymMeHTaIlmoHHOe OOeCleYeHUe YIPaBICHUS
OTHOCUTCA K TUCHUIUTMHAM 00IIENTPOPECCHOHAIBHOTO LUKIIA.

basupyercs Ha panee n3zyueHHbIX nauciuiminHax: «OII.03 MenemxMeHT,
«OII.01 DOxkonomuka opranmzauun», «OII.02 Crartuctuka», «EH.02
NudopmanmoHHbie  TEXHOJOTMM B MPOQPECCHOHAIBHOM  JIESITENIbHOCTH/
ApnanTtuBHble  WHGOPMAIMOHHBIE  TEXHOJIOTHMH B npodecCuOHATLHON
JEATCIIbHOCTI.

1.3. ]_Ie.]'lb ! IVIAHUPYEMBbIE PE3YyJabTATbI OCBOCHUA TUCIHUILIMHDbI
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[lenp MUCUUIUIMHBL: HAYYUTh OOYyYarOIIMXCS HNOHMMATh CYIIHOCTb, LENH,
3aa4i ¥ TPUHLHUIBI JIEJIONPOU3BOJICTBA C HCIOJIB30BAHUEM HH()OPMAIIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTUN B TPO(EeCCHOHATIBHOM e TEIbHOCTH.

B pe3ynbraTe 0cBOEHUS AUCHUIUIMHBI O0YUYaIOLIUIICs T0JKEH YMETh!

- oOpMIIATH TOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATHUBHOM 0a30ii, B TOM
YHUCJIE C UCTIOIh30BaHneM UH(POPMaAIMOHHBIX TexHoJorui (Y1);

- OCBaMBaTh TEXHOJIOTMM aBTOMATHU3MPOBAHHOU OOpaOOTKM JAOKYMEHTALMH
(Y2);

- UCTIOJIB30BATh YHU(DUIIMPOBAHHBIE (POPMBI TOKYMEHTOB (Y 3);

- OCYIIECTBJISITh XpaHEHUE U MIOUCK TOKYMEHTOB (Y4);

- WUCIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTMM B 3JEKTPOHHOM
nokyMeHtoooopote (V5).

B pe3ynbpTaTe 0CBOCHUS TUCIUTLTAHBI 00YUYarOIIUIACS TIOJKEH 3HATh:

- IOHSITHUE, LEJH, 33a]1a4U U IPUHLHUIIBI Jeronponu3BoacTea (31);

- OCHOBHBIC MOHATHUS JOKYMECHTAITMOHHOTO obecniedeHus yrpasieHus (32);

- CUCTEMBI JOKYMEHTAIIMOHHOTO obOecnieueHus ynpasieHus (33);

- KJTaccu(UKaIKIo JOKYMEHTOB (34);

- TpeOOBaHUS K COCTaBJICHUIO U 0(OPMIIEHUIO TOKyMEHTOB (35);

- OpraHu3aluio J0KYMEHTOOOOpOoTa: mpuema, oOpabOTKy, PETrHCTpAIMIO,
KOHTPOJIb, XpaHEHHE IOKYMEHTOB, HOMEHKJIATYpY jei (36).
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2. CTPYKTYPA U COAEPKAHME JUCIUIIJIMHBI

2.1. O0bemM TUCHUIIMHBI U BUbI Y4eOHOH padoThl 11 04HOM (opMbI

o0yueHust

Buj yuebHoi# paboTh

O0BeM yacoB

MakcumMaibHasi yueOHas Harpy3ka (Bcero) 36
O0s3arenbHbIC ayAUTOPHBIC yueOHBIE 3aHSTHS (BCETO) 34
B TOM YHCJIE:
JAeKyuU 16
npakmuyeckue 3aHAmus (6 MoM 4ucie npomMelCymoyHas ammecmays) 18
Koncynprammu -
CamocrosiTenpHas pabota obydaromierocs (BCero) 2

B TOM YHCJIC:

U3yyeHue KOHCNEeKmos JeKyull U peKoMeHO08AHHOU Tumepamypbl

1n0020mMoeKa 00KIA008

HpOMC)KYTO‘-IHaH aTTCCTalMs B (bopMe 3ayema

2.2. O0beM TUCHUILIMHBI U BUABI Y4eOHOM padoThI /15 3204HO0 GOpMBbI

o0yueHust

Buj yuebHoi# paboTh

O0BeM yacoB

MakcumMaibHas yueOHas Harpy3ka (Bcero) 36
O0s3aTenbHBIE AyTUTOPHBIC YIeOHBIE 3aHATHS (BCETO) 8
B TOM YHCIIE:

JICKIIUU -

MPAaKTUYECKUE 3aHATH (B TOM YHCIIEC MPOMEXKYTOUYHASI aTTECTAIIHS]) 8
CamocTrosiTensHast paboTta odyuaromerocs (Bcero) 28
B TOM YHCIIE:

usyuenue KOHCNeKmos8 AeKyull U peKOMeHO0BARHOU Iumepamypvl 0l 10
10020MOBKYU K NPAKMUYECKUM 3AHAMUAM, 3a4emy

BbINOJIHEHUE U 3AUUMA OOMAUIHEN KOHMPOIbHOU pabombl 18

IIpomexyTouHas arrectaims B Gopme 3auema




2.3. TemaTuyeckMii IJIAH M COIEPKAHUE TUCIUILIMHBI JJI 0YHOH (DOPMBI 00yUeHUSA

Konapr koMIieTeHImm,

HanmenoBanwme paseinon O6Bem (hopMHUPOBaHHUIO
Copeprxanne yueOHOTO MaTepuana u (POpMbI OpTaHH3AIMH JACATSILHOCTH 00YYarOIIUXCSI
U TeM 4acoB | KOTOPBIX CIIOCOOCTBYET
AJIEMEHT MPOTPAMMBI
Copeprxkanne y9e0HOTO MaTepraia 4
Jlexun
1. lonsiTus «uHPOPMALIUD) U «TOKYMEHT).
Ponp wHpOpMamuu B CONMUATBEHO-’KOHOMHUYECKHX IIPOIECCaX. Mo yHKITMOHATBHOCTH
nokymenTta. MadopManonHas, KOMMYHHKATHBHAS, COIMANbHAS, KYJIbTypHas, yIpaBIeHYECKas,
MpaBoBasi, UCTOpUYECKass W Apyrue (PYHKIHUU JOKyMEHTOB. [loHSATHE O JOKYMEHTHPOBAaHWHU.
OcCHOBHBIE CIIOCOOBI JOKYMEHTHPOBaHUSA. MarepuanbHble HOCUTEIN UHPOPMAIIMU U MX BIIUSHUC 2
Tema 1.CymHocTh Ha JOJTOBEYHOCTh W COXPAaHHOCTh JOKyMEHTa. 3aKOHOJATEIbHBIE aKThl, PErJIaMEHTHPYIOIINE
JIOKYMEHTAIlMOHHOTO opraHuzaiuio padoThl C JOKyMEHTUpoBaHHOW uWH(popMmarmeld. HopmaTUBHO-METOMUECKHUE OK1-5, OK9, OK10, TIIK
obecrnieueHus JIOKYMEHTBI, PETJIaMEHTHUPYIOUINE TOPSJAOK BbIIAYM U TpeOOBaHUS K O(GOpPMIICHHIO KOMUil B 1.1
yIpaBIeHUS OpraHM3alMiX, KOTOpPBIC SIBIAIOTCS aBTOpaMU JOKyMeHTOB. (OCHOBHBIE HOPMATHUBHEIC AaKThI,
pETIaMEHTHPYIONTNE TOKYMEHTHPOBAHHIE YIIPABICHUECKOH AesITEeIFHOCTH.
[IpakTudeckoe 3aHsATHE
1.YcTHBIl onpoc. 2
Juckyccud no goknagay
CamocrosTenpHas paboTa 00yJaronTuXCs
1.Pabota ¢ pekoMeHI0BaHHOH Y4eOHOM TUTEpaTypoOi; -
2.IloaroToBKa JOKIIAJOB HA TEMBI: «JTanbl UCTOPHSI Pa3BUTHS JIEIOMPOU3BOICTBA B Poccumy.
Coneprxkanne yaeOHOTO MaTepraa 4
Jlexun
Tema 2. 1. XapaKkTepucTHKa U COCTAaB OPTaHU3AINMOHHBIX JOKYMEHTOB.
T — XapakTepuCTUKa H COCTaB PaCHOPSAAUTEIBHBIX JOKYMEHTOB. XapaKTEpUCTHKA M COCTaB
UHQOPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB. YHHU(UKAIUS ¥ CTaHIapTH3ALUS. [onsTre
nokymMmeHTanus. OyHKIuu N
ypatemTeckoft «cHcTEeMa JOKYMEHTAIUW», ©€ MpU3HaKU. OyYHKIMOHANIFHBIE W OTPAClEBhIC CHCTEMBI
N —— nokymeHTaru. [loHATHE «yHU(UIMPOBaHHAS CUCTEMa JOKYMEHTAIlMW». | OCyIapCTBEHHBIC OK1-5, OK9, OK10, IIK
N — CTaHJApTHl Ha YHU(DHUIIUPOBAHHBIC CUCTEMBI JIOKYMEHTAIUH, PErJIaMEHTHPYIOIIIE 00IIne MpaBuiia 2 1.1
CHCTOMBI UX pa3paboOTKu U TOCTPOCHHS dopmynspa-obpazna. IlonsTre «yHUGbUIMPOBAHHBIE (OPMBI
N —— JOKyMeHTOB. OOIIEepOoCCHiiCKie ¥ OTpaciieBble yHH(DHUIIMPOBAHHBIE (HOPMBI JI0KyMEHTOB;
HOKyMEHTAIHH. YHU(PUIMPOBAHHBIE (QOPMBI JOKYMEHTOB MPEINPHUATHS, TOPSIIOK WX BBEJCHUS B JCHCTBHUE.

Pacnipenenenue coctaBa BUAOB M Pa3HOBUJIHOCTEW JIOKYMEHTOB OMNPENEIEHHOTO KOMILIEKCa IO
3amayaMm yrpasieHus.  Bunsl xormii. TpeGoBaHus K OQOPMIICHHIO Pa3IMYHBIX BHJIOB KOTIHMA
JIOKyMeHTOB. HopMaTHBHO-METOIMYECKHE JOKYMEHTHI, PEINIAMEHTUPYIOIINE MOPSIIOK BBLIAYH U
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Tpe6OBaHI/I}I K 0(1)OpMJ'IeHI/IIO KOIIUH B Opraiuv3anuiax, KOTOPLIC ABJIAKOTCA aBTOpaMH JOKYMCHTOB.

IIpakTrueckoe 3aHATHE
1.JIextus ¢ pa36opoM KOHKPETHBIX CUTYAITHH.
OO0cyxIeHre ToKIana.

CaMocTosTenbHas pabota 00yJaronmuxcs

1.PaboTa ¢ HOpMaTUBHEIMHU aKTaMHU

2.MOATrOTOBKA JOKIanoB Ha TeMmbl: «Kiaccudukanus ynpaBleHYECKHX JOKYMEHTOB TIO
comepkanuro (MO BUJAAM  JICATCNBHOCTH)  OpPraHHM3allMOHHBIE,  PACIOpSIUTEIbHBIC,
UHQOPMAITMOHHO-CIIPABOYHBIC).

Tewma 3. IlonsiTre
«PEKBH3HUT JOKYMEHTAY.
CxeMa pacroiIoKeHus U
XapaKTepUCTHKA
PEKBH3HUTOB

Coneprxkanne y9eO0HOTO MaTepraia

Jlexmn

1. [loHsITHE «PEKBU3UTY.

[locrosiHHBIE U NEpEeMEHHbIE PEKBU3UTHI, MOPSIOK UX HAHECEHMsS NPHU COCTABIEHUHU JOKyMEHTa
i padore ¢ HuM. IlpaBuna odopmiieHHs PEKBU3UTOB. YTIIOBOE M MPOJIOIBHOE PACIIONOKEHHUE
PEKBHU3UTOB AOKYMeHTa. CTpyKTypa JOKYMEHTA.

[IpakTudeckoe 3aHsATHE
1.0dopmiieHne TOKyMEHTa C HCIIOIh30BaHUEM PEKBH3UTOB IOKYMEHTA
Tect

CamocTosTenbHas paboTa 00yJaronmuxcs

1.PaboTa ¢ HOpMaTUBHEIMHU aKTaMHU

2.Ilpaktnkym: mpaBuia OQOPMIICHHS PEKBH3UTOB, YIJIOBOE W MPOJIOIBHOE PACTIONIOKEHHE
PEKBH3UTOB JIOKYMEHTA

OK1-5, OK9, OK10, IIK
1.1

Tema 4. OcHOBHEBIE
YIPaBIEHYCCKHC
JIOKYMEHTBI, COCTaBIICHUE
u oopMIICHUE

Copepxanne yueOHOTO MaTepuana

Jlexun

1. Cocrarnenue ¥ 0(OpMIICHHE OCHOBHBIX YIIPABICHUSCKUX JOKYMEHTOB:

VYcraB, NOJI0KEHUE O CTPYKTYPHOM TOJIPa3ACICHUH, TPOTOKOJIBI, aKThI, 3aKIIFOYCHUS, CITyKeOHbIC
3aMMCKH, JOKJIAJbI, IJIaHbl, 0030pkI, CIPAaBKH, TUChMA U JIP.

IIpakTrueckoe 3aHATHE
1.0dopmienne OraHka OpraHu3anuu
OdopMmieHre PacTIOPSIUTEIBHBIX IOKYMEHTOB.

CamocrosTenpHas paboTa 00yJaronuxCs
1.ITogroroBka K mpoBepOYHOM padboTe, paboTa ¢ HOPMATUBHBIM MaTEPHAIIOM.
2 IlpaktukyMm: ohopMIICHHE CITY)KEOHBIX MMHCEM U JIPYTHX OMEPATUBHO-CITPABOYHBIX JOKYMEHTOB

OK1-5, OK9, OK10, IIK
1.1

Tema 5. Opranm3arus
JOKyMEHT0000poTa

Copepxanne yueOHOTO MaTepuana

Jlexun

1. ITonsaTre nOKyMEeHTOOOOpOTA.

OCHOBHBIC TIOTOKH YIPABICHYECKUX JOKYMEHTOB: BXOJSIIMNA, WCXOMANIUH, BHYTPCHHHIA.
JIBmokeHHE BXOJAIIMX YIMPABICHYSCKUX JOKYMEHTOB: TIEpPBUYHAs 00pabOTKa, perucTparms,
paccMOTpEeHHE PYKOBOACTBOM OpraHW3allMH, Tepefaya Ha WCIOJHEHHE, KOHTPOJNb 3a

OK1-5, OK9, OK10, IIK
1.1
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HCIIOJIHEHUEM, CIIMCAHUE UCTIOJIHEHHOTO JOKYMEHTA B JEJO.
DTarnbl TPOXOKICHUS UCXOIANINX TOKYMEHTOB: TOJTOTOBKA IMPOEKTA, COTJIAaCOBaHME, MTOPadOTKa
10 3aMEUaHUsIM, PETUCTPAITUS U OTIIPABKA.

[IpakTudeckue 3aHATUS

1.IloHATHE TOKYyMEHTOOOOPOTA.

OCHOBHBIE ITOTOKH YIPABJICHUYECKUX JOKYMEHTOB: BXOJISIINHN, UCXOSIINHN, BHY TPEHHHIA.
OdopmieHre pacopsIUTEIbHBIX IOKYMEHTOB.

CamocrosiTensHast paboTa 00ydaromumxcs
1.PaboTa ¢ HOpMATUBHBIMHU aKTaMHU

Tewma 6.
JenonpousBoacTBO B
KaJgpoBO# ciyx0e

Coneprxkanne y9eO0HOTO MaTepraia

Jlexmn

1. YHU}UIMpOBaHHAsS CUCTEMa OPraHU3AIMOHHO-PACTIOPSIAUTEIBHON IOKYMEHTAIIMH 0 KaJipaM.
JlokyMeHTanus TPyZOBBIX OTHOIIEHWH B KaApOBBIX ciyk0ax. CocTaB JOKYMEHTOB IO JTUIHOMY
cocraBy. CocraBiieHHe U O(QOPMIICHHE 3asBIICHUH, TPYIOBOr0 JOroBopa (KOHTPAKTa), JIMYHON
kapToukn (opmer T2, Tpuka3oB 1O KajapaM, XapaKTEPUCTUKH pabOTHHKA, aBTOOMOrpadun
paboTHHKa, aHKEeThl pabOTHHKA, JMYHOTO Jena paboTHWKa. TpymoBas KHMKKA: BbIIAYA,
odopmiieHue, xpanenue. @opMuUpoBaHHE M HOMEHKJIATYPA JIesI [0 KaJpaMm.

[IpakTudeckoe 3aHsATHE

1.PaboTa B ManbIX Tpymmax: STanbl TPOXOXKISHUS UCXOISAIINX JOKYMEHTOB, TIOJITOTOBKA MPOEKTA,
corJiacoBaHue, 10paboTKa Mo 3aMEUaHHsIM, PETUCTPAIINS B OTIIPaBKa

®dopmupoBaHHEe M HOMEHKJIATYpa JeT 10 Kapam.

CaMocTosTenbHas padbota 00yJaronmxcs
1. PaboTa c JIOTOJHUTENBHON TUTEpaTyPOH.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. Texuuueckoe
obecnieueHne paboThI €
YIPaBICHUYCCKUMHU
JOKYMECHTaMH.

Conepxxanne yu4eOHOTO MaTepuaa

Jlexun

1. OOuiasi XxapakTepUCTUKA M BHIbl OPTaHM3AIMOHHBIX TEXHHYECKHUX CPEICTB. IlepcoHaiibHbBIC
KOMITBIOTEPHI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [lOpsAIOK OpraHu3anuy TOKyMEHTOO00pOTa ¢
HCIIOIb30BaHUEM CpencTB TEJICKOMMYHHKAIHH. ABTOMAaTH3HPOBaHHBIC CHCTEMBI
JOKyMeHT0000poTa.

CamocrosiTensHast paboTa 00ydaromumxcs

1.PaGoTa ¢ HOpMaTHBHBIMU TIPABOBBIMH aKTaMHU

2.IlogrotoBka mokmamoB Ha Temy: «llepcoHanmpHBIE KOMIBIOTEPHI B  COBPEMEHHOM
JICIIOIPON3BOICTBEY.

OK1-5, OK9, OK10, IIK
1.1

Tema 8. CucremaTu3arnus
U XpaHCHHE
YIPaBIEHYCCKUX
JOKYMEHTOB

Copepxanne yueOHOTO MaTepuana

Jlexun

1. Homenkiatypa aen.

TpeboBanus ['ocynmapcTBeHHOW CHUCTEMBI JOKYMCHTAIlMOHHOTO OOCCIICUCHMSI YIPABICHUS K
COCTaBJICHHIO HOMEHKJIaTypbl aen. ComepkaTenbHas 4acTh HOMEHKIATYPHI JeNl: WHACKCHI e,
3aroJIOBKU JIeJ, KOJMYECTBO feJl, CPOKHM XpaHEHHs M HOMEp CTaThH MO NEPEYHI0, IPUMEYaHHUS.

OK1-5, OK9, OK10, IIK
1.1
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®opmupoBanue aen. [Ipusnakm 3aBemenust nen. TpeGoBanust k GopmupoBanuio aen. [IpaBuia
IpyNIUPOBKY JOKYMEHTOB JieNla 10 BUAaM U XpoHosioruu. [1oaroToBka 10KyMEHTOB K apXUBHOMY
XPaHEHUI0. OKCIepTH3a LEHHOCTH AOKyMEeHTOB. CocTaBleHHE ONUCEH A MOCTOSHHOIO H
BPEMEHHOTO CPOKOB XpaHEHHUS AOKYMEHTOB, A€ MO JIMYHOMY COCTaBy. AKTBHI O BBIJCICHUHU K
YHMYTOXXEHHIO JIeJI C UCTEKLINMU CPOKAMU XPAHCHHUS.

IIpakTrueckoe 3aHATHE
1.®opMupoBaHUE JIEN.

IIpusnaku 3aBenmenust gen. TpeOGoBaHus Kk QopmupoBaHuiO aAei. llpaBuia TpyNIUPOBKH 2
JTOKYMEHTOB JI€JIa TI0 BUJaM U XPOHOJIOTHH.
IToaroroBka JOKYMEHTOB K ApXMBHOMY XPaHEHHIO. DKCIEPTU3a IEHHOCTH TOKYMEHTOB.
CamocTosTenbHas pabota 00yJaronmuxcs
1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU. 1
2.CocTaBieHre OMHCcel IJIsl OCTOSHHOTO M BPEMEHHOTO CPOKOB XpaHEHHUS JOKYMEHTOB, €T 110
JUYHOMY COCTaBY.
CamocrosiTennpHas pabora 2
ITpoMexxyTouHas 3auer 4
aTTecTaIus
Bcero 36
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2.4. TemaTu4yeCcKMii IVIAH M COJIeP:KAHNE TUCIUILIMHBI JJI 32049HOI GOopMBbI 00yUeHMsI

HaumenoBanue paszjenon
U TEM

COZ[Cp)KaHI/Ie yqe6H0r0 Marcpualia u (l)OpMBI OpraHusanuu ACATCIbHOCTH 06yqa}0m1/1xc;1

O0bem
4acoB

Konapr koMIieTeHImm,
(hopMHUPOBaHHUIO
KOTOPBIX CIIOCOOCTBYET
JJIEMEHT POTPaMMBI

Tema 1.CymHOCTE
JOKYMEHTAIIMOHHOTO
obecrnieueHus
YIpaBJICHUS

Coneprxkanne yae0HOTO MaTepraia

[MousaTHs «MHpOPMALUSI» W «IOKYMEHT». Pollb WHpOpPMAIUK B CONHATHHO-YKOHOMHUYECKHX
nporieccax.  [lonudyHKIMOHATBEHOCTh JTIOKyMeHTa. HMHpopManmoHHasi, KOMMYHHUKAaTHBHAS,
colmanbHasl, KyJIbTypHas, YyOpaBICHUYECKas, IpaBOBas, HCTOpPHYECKas W JApyrue (QyHKIUU
nokymeHToB. llonstme o pgokymeHTHpoBaHuu. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUA.
MartepuanbHple HOCUTENIM WH(OPMAIMU W WX BIHSHUE Ha JOJITOBEYHOCTh M COXPAaHHOCTH
JIOKyMEHTa.  3aKOHOJATEeNbHBIC aKTHl, pErJIAMCHTHPYIOIIUE OpPTaHM3alui0  paboThl ¢
JIOKYMEHTHUPOBAHHOM uHpOpMaIUECH. HopMatuBHO-MeTOAMYECKHE JIOKYMEHTHI,
perIaMeHTUPYIOIINE TIOPSJIOK BbIIa4d U TpeOOBaHUS K O(QOPMIICHHIO KOIUI B OpraHU3aIMsIX,
KOTOPBIE SBIISIFOTCSL aBTOPaMU JTOKYMEHTOB. OCHOBHBIE HOPMATHUBHBIC aKThl, PETIIAMEHTUPYIOLIUE
JIOKYMEHTUPOBAHUE YIPABICHYECKON AESITEILHOCTH

IIpakTrueckoe 3aHATHE
1.YcrtHelit onpoc.
2. Jluckyccus o TOKJIanay

CamocrosTenpHas paboTa 00yJaronTuxcs
1.Pabora ¢ peKOMEHIOBaHHOH YIeOHO! TUTEpaTypOii;
2.IloAaroToBKa JOKIIAJ0B HA TEMBI: «Tanbl UCTOPHSI Pa3BUTHS IEIOMPOU3BOICTBA B Poccumy.

OK1-5, OK9, OK10, IIK
1.1

Tewma 2.

YnpasneHnueckas
nokyMeHTtanus. OyHKuuu
YIpaBIE€HYECKON
JOKYMEHTAIINH.
YHubuIMpoBaHHbIC
CHCTEMBI
YIpPaBIEHYECKON
JOKyMEHTAIINH.

Copepxanne yueOHOTO MaTepuana

XapakTepucTHKa W COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB. XapakTepUCTHKa U COCTaB
pacTHopsIIUTENBHBIX JTOKYMEHTOB. XapaKTepUCTHKa M COCTaB WH(OPMAIOHHO-CIPABOYHBIX
JIOKYMEHTOB. Y HUUKaIus u cranaaptusamys. [loHATHE «cUCTeMa TOKYMEHTAIUNY, € MPU3HAKH.
OYHKIMOHAILHBIE W OTPACICBBIC CUCTEMBI JOKyMeHTanuu. lloHaTue «yHHHUIEpPOBaHHAS
CHUCTeMa JOKyMeHTalmmm». | ocymapcTBeHHBIE CTaHIAPTHl HAa YHU(DHUIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTAIIVH, periIaMeHTUPYIONUe 00Iie MpaBuia UX pa3paboTKU u MOCTpOoeHHs (hopMyIispa-
obpasna. llonstue «yHUpUIMPOBaHHBIE (GOPMBI TOKYMEHTOB. OOIIEPOCCUICKAE H OTPACICBBIC
yHHUIPOBaHHBIE (POPMBI TOKYMEHTOB; YHUQHUIIMPOBAHHBIE POPMBI JIOKYMEHTOB TIPEATIPHUSTHS,
MOPSJIOK WX BBeACHUsT B JelcTBue. PacmpeneneHue cocraBa BHAOB W Pa3sHOBUIHOCTEU
JIOKyMEHTOB OTIPEACIEHHOr0 KOMITJIEKCa IO 33aja4yaM yrpasieHus. Buasl konmid. TpeOoBaHus K
O(OPMIICHUIO Pa3IMYHBIX BUIOB KOIUH JOKYMEHTOB. HOpMaTHBHO-METOIUYECKHE TOKYMEHTHI,
perIaMeHTUPYIOIINE TOPSJIOK BbIIa4d U TpeOOBaHUS K O(QOPMIICHHIO KOIHUI B OpraHU3aIMsIX,
KOTOPBIE SIBISIIOTCS aBTOPAMH JOKYMEHTOB.

CamocrosiTensHast padoTta o0yuaromuxcs

OK1-5, OK9, OK10, IIK
1.1
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1.PaboTa ¢ HOpMaTHBHBIMU aKTaMHU

2.moaroToBKa JokIamoB Ha TeMmbl: «Kiaccupukamms ynpaBieHYECKHX JOKYMEHTOB IO
cogepkanuto (MO BHOAM  JEATETIBHOCTH)  OPraHM3alMOHHBIE,  PaCIOpSAUTENLHBIC,
MH(QOPMALIMOHHO-CIIPABOYHBIC).

Tema 3. Ilonsarue
«PEKBU3HT JOKYMECHTAY.
CxeMa pacrnoiaoKeHus u
XapaKTepUCTUKA
PEKBU3HUTOB

Coneprxkanne y9e0HOTO MaTepraa

Tlonsarue (PEKBU3UT». IlocTosiHHBIE H NEPEMCHHBIC PCKBU3UTHI, MOPAAOK HMX HAHCCCHUA IIpU
COCTaBJICHUM AJOKYMCHTA HIIN pa60Te C HHUM. HpaBI/ma 0(1)OpMJ'IeHI/I}I PCKBU3UTOB. VrioBoe u
MPOJ0JIbHOC PACIIOJIOKCHUC PCKBU3HUTOB JOKYMCHTA. CprKTypa JOKYMCHTA.

CamocrosTenpHas paboTa 00yJaronTuxcs

1.Pabora ¢ HOpMaTUBHBEIMHU aKTaMHU

2.IlpakTukyMm: TmpaBwia O(QOPMIICHUS PEKBU3UTOB, YIIIOBOC M TPOJIOJILHOE PACIOJIOXKCHHE
PEKBH3UTOB JIOKYMCHTA

OK1-5, OK9, OK10, IIK
1.1

Tema 4. OcHOBHEBIC
yIIpaBICHICCKUE
JIOKYMEHTBI, COCTaBIICHUE
u oopmIIeHHE

Coneprxkanne yaeOHOTO MaTepraa

CocraBienue u o(GOpPMIICHHE OCHOBHBIX YIPABICHUYECKUX JTOKYMEHTOB: YCTaB, IOJIOKEHHE O
CTPYKTYpHOM TIOJpa3/IeICHUH, MTPOTOKOJBI, aKThI, 3aKIFOUYCHHS, CITy>KEOHBIC 3alMCKU, TOKJIAJIbI,
TUTaHbI, 0030PbI, CIIPAaBKH, MUCHEMA U JIP.

IIpakTrueckoe 3aHATHE
1.0dopmiienne 61aHka OpraHU3aIAN
2.0dopmiieHHE pacIOPSIUTENBHBIX JOKYMEHTOB.

CamocrosTenpHas paboTa 00yJaronTuXCs
1.ITogroroBka K mpoBEepOYHOM padoTe, paboTa ¢ HOPMATUBHBIM MaTEPHAIIOM.
2 IlpaktukyMm: ohOpMIICHHE CITY)KEOHBIX MHCEM U JIPYTHX OMEPATUBHO-CITPABOYHBIX JOKYMEHTOB

OK1-5, OK9, OK10, IIK
1.1

Tema 5. Opranm3arus
JOKyMEHT0000poTa

Copepxanne yueOHOTO MaTepuana

[lonsTne moxymeHTooO60poTa. OCHOBHBIE TIOTOKH YIIPABIEHYECKHX JOKYMEHTOB: BXOISIIIHIA,
UCXOMSIINN, BHYTpEHHHUH. JIBIKeHHE BXOMAMIMX YIPAaBICHUYECKUX TOKYMEHTOB: MEpBHYHAS
00paboTKa, perucrpalms, pacCCMOTPEHHE PYKOBOJICTBOM OPTaHU3aIlNM, Tiepeada Ha UCTIOTHEHHE,
KOHTPOJIb 32 UCIIOJIHEHUEM, CITUCAHUE UCTIOTTHEHHOTO TOKYMEHTA B EIIO.

DTarsl MPOXOXKACHUS UCXOMANINX JOKYMEHTOB: MMOATOTOBKA MPOEKTA, COTIacoBaHMe, JopaboTKa
10 3aMEUaHUSIM, PETUCTPAITUS U OTIIPABKA.

CamocTosTenbHas pabota 00yJaronmuxcs
1.PaboTa ¢ HOpMaTUBHBEIMHU aKTaMHU

OK1-5, OK9, OK10, IIK
1.1

Tewma 6.
Jenonpou3BoCTBO B
KaJpoBOii ciryx0e

ConeprxkaHne y9e0HOTO MaTepraia

YHudumpoBaHHas cHcTeMa OPraHH3alMOHHO-PACTIOPSIUTEIBHOW JIOKYMEHTAIIMA TIO KaJlpaM.
JlokyMeHTaIusi TpPyIOBBIX OTHOIIECHUH B KaJpOBEIX ciayxk0ax. CocTaB TIOKYMEHTOB 10 JIUYHOMY
cocraBy. CocraBiicHHE U O(QOPMIICHUE 3asBIICHUH, TPYIOBOrO JOroBopa (KOHTpAKTa), JMIHOH
KapTouku (opmel T2, TpHKa30B MO KaapaM, XapaKTEPUCTHKH pabOTHHWKA, aBTOOMOTrpaduu
paboTHUKA, aHKEThl pPAa0OTHWKA, JMYHOrO Jena paboTHWKA. TpyJoBas KHIDKKA: BbIjava,
odopmiieHue, xpaHeHue. PopMupoBaHKe U HOMEHKJIATYPa JACI 10 Kajpam.

OK1-5, OK9, OK10, IIK
1.1

Tema 7. Texunueckoe

Copeprxkanne yaeOHOTO MaTepraia

OK1-5, OK9, OK10, IIK
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obecrieyenue paboTHI ¢
YIPaBICHYCCKUMH
JTOKYMEHTaMHU.

OOmiast XapakTepUCTHKA W BHJBI OPTaHU3AI[MOHHBIX TEXHHYECKUX CPEICTB. IlepcoHaIbHBIC
KOMITHIOTEPhI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [TOpSIIOK OpraHU3aiui T0KyMEHTO000poTa ¢
HCTIOJIb30BaHUEM Cpe/CTB TENEKOMMYHHUKAIIHH. ABTOMATH3MPOBAHHBIE CHCTEMBI
JIOKYMEHT0000pOTa.

CamocrosTenpHas paboTa 00yJaronTuxcs

1.PaboTa ¢ HOpMaTHBHBIMU TIPABOBBIMH aKTaMHU

2.IlogroToBka JmOKiIamoB Ha TeMmy: «llepcOHaNbHBIE KOMIBIOTEPHI B  COBPEMEHHOM
JIEJIOTIPOU3BOJICTBEY.

1.1

Tema 8. CucremaTu3arnus
Y XpaHCHHE
YIPaBICHYECKUX
JIOKYMEHTOB

Conepxanne y9eOHOTO MaTepraa

Homenkmarypa aen. TpeboBanmst ['ocyqapcTBEHHON CHCTEMBI JOKYMEHTAITMOHHOTO 00ecIIeueHuUs
YIOpaBJICHUS K COCTaBICHUIO HOMEHKIATyphl nen. ComepxaTelbHas 4acTh HOMEHKIIATYPHI Je:
UHJEKCHI JIeN, 3arOJOBKHU J€J, KOJIUYECTBO JAEN, CPOKU XPaHEHHUS U HOMEP CTAThbU MO MEpPEUHIO,
npuMedanust. @opmuposanue aei. Ilpusnaku 3aBeneHus aei. Tpebopanus K GOPMUPOBAHHUIO JICII.
IIpaBuna rpynnupoBKH JOKYMEHTOB Jelia MO BUAaM U XpoHoJoruu.IloAroToBka HOKYMEHTOB K
apXMBHOMY XpaHEHHUIO. OKCIEepTH3a I[EHHOCTH NOKyMeHTOB. CocTaBieHue omuced s
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHHs JTOKYMEHTOB, JIe] MO JUYHOMY COCTaBY. AKTHI O
BBIJICTICHUH K YHHUYTOXXEHHIO JIEN C UCTEKIINMHU CPOKaMH XpaHEHHsI.

[IpakTideckoe 3aHsATHE

1.®opmupoBanue aen. [Ipusnaku 3aBenenust aen. TpedoBanus k GopmupoBanuio aen. [Ipasuia
IpYNIUPOBKY JOKYMEHTOB JieJla 110 BUJaM U XPOHOJIOTUH.

2.IloaroToBKa JOKYMEHTOB K apXMBHOMY XpaHEHHIO. DKCIIEPTH3a IEHHOCTH TOKYMEHTOB.

CamocrosiTensHast paboTta 00ydaromuxcs

1.PaboTa ¢ HOpMAaTHBHBIMU aKTaMHU.

2.CocTaBieHre Omuceil AJsl MOCTOSHHOTO M BPEMEHHOTO CPOKOB XpaHEHHUS JOKYMEHTOB, /€T I10
JIMYHOMY COCTaBYy.

OK1-5, OK9, OK10, IIK
1.1

ITpoMexxyTouHas
aTTecTaIus

CamocrosTensHast pabota oOyuaromuxcs B opMe BHIIOTHEHHUS JOMAIIHEH KOHTPOJIBHOM padoThI

3amura JoManrHel KOHTPOIbLHON pabOThI

o

3auer

Bcero

36
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3. YCJIOBMSA PEAJIM3AIIUUA ITPOT'PAMMBI INCHUAITIVIMHBI

3.1. TpeGoBaHMsA K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY
o0ecre4YeHu1o

Peanuzanus mnporpaMMbl MpeanoyiaraeT HaJIWyue Y4yeOHOro kaOuHeTa
JIOKYMEHTAIIMOHHOTO 00ECIIEYeHHs YIIPaBICHUS.

O6opynoBaHue yueOHOTO KabuHeTa: MeOellb ydeHuYecKas; JOCKa; CTEeIUIax
JUISL HarJsiAHBIX TOCOOMH, Y4YeOHOW JMTEpaTypbl, CHOPABOYHOM JIUTEPATYpHI,
HOYTOYK, cTeHnbl «OpraHuzanuoHHas crpykrypa JOV», «/lokymeHTHpOBaHUE
YIPABJIEHYECKOU JEATEIbHOCTH.

B npouecce 00ydyeHus UCIONIb3YIOTCS MYJIbTUMEANIHbBIE CPEACTBA; HAOOPHI
CJIAiJI0B; OIIMCAHUS JAEIIOBBIX UID.

Ucnonws3zoBanne mnporpammHoro mnpoaykra "MS  PowerPoint"  mus
IIPE3EHTALUN [TPOEKTA.

3.2. UudopmaumonHoe odecnevyeHue o0yueHmst

3.2.1. OCHOBHBbIE€ HCTOYHUKU

1. Ao6ynanze, J.I. JlokyMeHTauMOHHOE OOECHEYEeHHE YNPABICHUS
MIEPCOHAJIOM ;| YYEOHMK W TIPAKTUKYM JUIA CpPEIHETr0 Mpo(eCCHOHAIBHOTO
obpazoBanusi / JI. I'. AGynanze, U. b. Bempsixkuna, B. M. MacioBa. — Mockaa :
N3natensctBo FOpaiit, 2020. — 299 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —
ISBN 978-5-534-01543-0. — Texkct : snektponnbsiii // OBC IOpaiiT [caiiT]. —
URL: https://urait.ru/bcode/452443 (nata obpamenus: 12.03.2021).

2. Ilysanoa, H.H. JloxymeHTanmoHHOe oOecreyeHue yIpaBJICHHUS :
y4eOHUK M TPAKTUKYM JUIsl CcpelHero mnpodecCuoHalIbHOro o0pa3oBaHus /
H. H. llyBanoBa. — 2-e¢ u3a.— MockBa: HW3marensctBo FOpaiit, 2020. —
265 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-00088-7. —
Texer :  oanektponnbit //  OBC  WOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/451067 (nata o6pamenwns: 12.03.2021).

3. Ky3nenoB, W.H. JIoKyMEeHTallMOHHOE OOECHEYEHHE YMPABIICHUS.
JIOKyMEHTOOOOpOT U JETONPOU3BOJCTBO | YUCOHUK M MPAKTUKYM JJIsi CPEIHETO
npodeccuonansaoro ooOpazoanusi/ U. H. Ky3nemnoB. — 3-e u3nm., mepepab. u
nom. — Mocksa : U3gatensctBo HOpaiit, 2020. — 462 ¢. — (IIpodeccrnonanpHOe
oOpazoBanue). — ISBN 978-5-534-04604-5. — Texct : snextponHsii // DbC
Opaiit [caiit]. — URL: https://urait.ru/bcode/451242 (mata oOparieHus:
12.03.2021).

3.2.2. JIonoJIHUTEIbHbIE HCTOYHUKHU

1. KyznenoB, W.H. JlokymeHTanmoHHOe OOeCIieuYeHUe YMpaBICHUS
MIEPCOHAIOM : YYEOHUK HW TPAKTHKYM IS CPEIHEro TMpo¢deCCHOHATHLHOTO
obpazoBanusi /| U. H. Ky3nenoB. — Mocksa : M3gatensctBo HOpaiit, 2019. —
521 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-04451-5. —
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Texct : anektponubii  // OBC  Opaiit [caiiT]. @ —  URL:
https://urait.ru/bcode/444432 (nata oopamenus: 12.03.2021).

2. KopneeB, WM.K. JlokymeHTalimoHHOE oOOecleyeHHEe YIPABICHUS :
y4eOHUK ¥ TIPAKTUKYM ISl CpemHero mpodecCHOHAIbHOTO 0oOpa30oBaHus /
H. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 2-e¢ u3., nepepad. u 101, —

MockBa : WznmarensctBo IOpaiit, 2021.— 384 c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Texkct : snexkrponHbii // IbC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550 (nmara oOpatieHus:
12.03.2021).

3. Hoponuna, JI. A. JlokyMeHTauMOHHOE OOECIEUECHUE YNPABICHUA :
y4eOHUK ¥ TIPAKTUKYM JUIsi CpenHero mpodecCHoHaNIbHOrO 0o0pa3oBaHus /
JI. A. loponuna, B. C. UputnkoBa. — Mocksa : U3narensctBo FOpaiit, 2021. —
233 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-05783-6. —
Texcr ; anexktponueii  //  OBC  HOpait [caiiT]. @ —  URL:
https://urait.ru/bcode/473802 (nara obopamenus: 12.03.2021).

4. JloxyMeHTallMOHHOE OO0ecreYeHne YMpaBICHUS: YYEOHHK ISl CTYII.
yupexaeHuit cpea. npod. oopazosanus/ A.B. ITmenko, JI.A. Jloponuna. — 14-ee
u3a., crep. — M.: M3narenbckuil neHTp «Akanemus», 2015. — 224 c¢. — ISBN 978-5-
4468-2278-2.

5. JlokyMeHTaunoHHOe oOecreueHrue yrpaBieHuss (C  OCHOBaMH
apxuBoBe/ieHUs): ydyeOHoe mnocooue/ M.U. bacakoB. — 2-e u3a., crep. — M.:
KHOPVYC, 2016. — 216 c. — (HauanpHoe u cpemgHee mnpodecCUOHAIBHOE
oOpazoBanue). — ISBN 978-5-406-04536-7.

3.2.3. [lepeyenn pecypcoB HH(POPMALNMOHHO-TEJIEKOMMYHUKAIUOHHOM
cetu «MMHTEpHET

1. OdunmanbHbIi UHTEPHET-MIOPTAN MpaBoBOW HuHPopManmu — www.delo-
press.ru;

2. Odunmanbusiii caifT [IpaButensctBa PO — www.government.ru;

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

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

5. IlouckoBag  cucTteMa  HOPMATHBHBIX  IPABOBBIX  aKTOB  —
www.funnycong.ru;

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

3.2.4. IlepevyeHb NPOrpaMMHOI0 oOecreYeHust

1. Microsoft Word
2. Microsoft Excel


http://www.delo-press.ru/
http://www.delo-press.ru/
http://www.gov.ru/
http://opb.ru/deloproizvodstvo
http://www.funnycong.ru/
http://www.delpro.narod.ru/
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4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
JTUCTUILITAHBI

4.1. ®opMbI 1 METOABI KOHTPOJIS Pe3yJIbTATOB 00y4eHUsI

Pe3ynbrarsl 00ydeHus

(DOpMBI M MCTOABI KOHTPOJISA U OIICHKH

3HaHus:

IMOHATHEC, UCIH, 3aJa491 U IIPUHIHUIIBI
ACJIOMPOU3BOJACTBA

OCHOBHBIC TIOHATHS JJOKYMEHTAI[HOHHOTO
o0ecrieyeHus ynpaBJIeHUs!

CUCTEMBI JIOKYMEHTAIIHOHHOTO O0eCTIeueHus
yIpaBJeHUs

KJIacCU(UKAIIUIO IOKYMEHTOB

TpeOOBaHMS K COCTABICHUIO U 0(h)OPMIICHHUIO
JIOKYMEHTOB

OpraHu3alHUIo JOKyMEHT0000pOTa: IprueMa,
00paboTKy, pETUCTPAIIHIO, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMCHKJIATYPY I

OLIEHKa 10 UTOr'aM YCTHOT'O OIpOCa;
OLICHKA IO PE3yJIbTaTaM BBIITOITHEHUS
JIOKJIA/1a;

OLICHKA IO PEe3yJIbTaTaM BBIITOITHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 32 JIOMAIIHIOI0 KOHTPOJIBHYIO
paboty (1 3a04HOM (HOpMBI
o0ydeHus);

OLIEHKA 10 UTOr'aM 3a4era.

YMmenuns:

0(OPMIIATh JOKYMEHTALIUIO B COOTBETCTBUHU C
HOPMAaTHUBHOM 0a30i, B TOM YHCIIE C UCTIOIb30BAHUEM
UH(POPMALMOHHBIX TEXHOIOTHH

OCBaMBaTh TCXHOJIOTUU aBTOMaTHSHpOBaHHOfI
00pabOTKH JOKYMEHTAITUH

HCIIOJIH30BaTh YHU(MUIIMPOBAHHBIE ()OPMBI
JIOKYMEHTOB

OCYHICCTBJIATE XPAHCHUC U ITIOMCK JOKYMCHTOB

UCII0JIb30BATh TEJIEKOMMYHUKAIITMOHHBIE TEXHOJIOTUN
B DJIGKTPOHHOM JOKYMEHT0000poTe

OIIEHKa T10 UTOT'aM YCTHOTO OIpOca;
OIICHKA 10 Pe3yJIbTaTaM BHITIOTHEHUS
JIOKJIa/1a;

OIICHKA 10 Pe3yJIbTaTaM BHITIOTHEHUS
MPaKTUYECKON paboTHI;

OIICHKA 32 JIOMAIIIHIOI KOHTPOJIBHYO
paboty (a1 3a0uHOM HOPMBI
o0yueHwus);

OIIEHKA TI0 UTOTaM 3a4eTa.

4.2. MeToanuecKkue MaTepuaJbl, ONpeaesonue nNpoueaypbl OlleHNBAHUS
YPOBHS C(pOPMHUPOBAHHOCTH 3HAHUUA U YMEHUH

4.2.1. Kputepuu olleHUBAHUS YCTHOIO OTBETA

«OTJIMYHO»

«Xopomio»

«YJOBJIETBOPUTEIHLHO»

«HEYJIOBJIETBOPUTEIBLHO»

oOyyJaroruiicst 1aet
YCTKUC, FpaMOTHBIe
pa3BepHYTHIC
OTBCTHEI HA
ITOCTaBJIEHHEIE

oOyyJaronuics gaeT
HpaBI/IJ'H:HBIe B

I1EJIOM TPaMOTHBIC
OTBCThI, HO IJIA

YTOYHEHHS OTBETa

oOyyJaroruics
IMpaBUJIbHO U3J1aract
TOJILKO YacTh
MaTepuarna,
3aTPyAHACTCS

oOyyJaronuiics u3maraer
OTBET C CYIIIECTBEHHBIMU
OIMOKAMH UJTH
OTKa3BbIBAETCS OTBETUTH
Ha IOCTaBJICHHBIE

BOIIPOCHI, IIPUBOJIUAT TpeOyroTcs IIPUBECTHU IIPUMEPBI; BOIIPOCHI;
IIPUMEPHI U3 HaBOJAIUE HEZ0CTaTOYHO YETKO H HE OTBEYACT Ha
peanbHOM KU3HU; BOIIPOCHI; IIOJIHO OTBEYAET HA JIOTIOJIHUTEIIbHBIE
IIOJIHO U JIOCTaTOYHO IOJTHOM JOTIOTHUTEIIbHBIC BOIIPOCBHI;
000CHOBAHO OTBEYAeT HA BOIIPOCHI; npodeccuoHaIbLHON
OTBEYACT Ha JOTIOTHUTEIIbHBIC IIPYU UCIIOJIB30BAHNN TEPMHUHOJIOTHEN HE
JOTIOJIHUTEIIbHBIC BOIIPOCHI npodeccuoHaIbLHON BIIAJICET WIH JOITyCKaeT
BOIIPOCHI; IIPYU MCIOJIB30BAHNN TEPMHUHOJIOTUU CYLIECTBEHHbIE OIMOKU
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IrPaMOTHO npodeccuoHaIbLHON JIOTTyCKaeT IIPYU UCII0JIB30BAaHUNU
UCIIOJIB3YET TEPMHHOJIOTUU HE3HAYUTECIIBHBIC TEPMHHOB
MOHATUNHBIN JOITyCKaeT OLINOKH
anmnapar u HE3HAYUTECIIbHBIC
po(hecCUOHATBEHYIO OIINOKHU
TEPMHUHOJIOTHIO

4.2.2. Kputepuu oOlleHUBAHUS PelIeHUS TECTOBbIX 3aaHU

«OTIIMIHO «XOPOLIOY «YJIOBJIETBOPUTEILHO» | KHEYJIOBICTBOPUTEIHLHO

BBIIOJIHEHO 4/5 BBITIOJTHEHO V4 BBIIIOJIHEHO OoJiee Y2 BBITTIOJTHEHO MEHEE
TECTOBOT'O TECTOBOI'O TECTOBOI'O Marepuaia IMOJIOBHHBI 3aJaHHI
Marepuaia Marepuaia

4.2.3. Kputepuu onileHMBAHM S BbINOJTHEHHS JOKJIAI0B

COTIIMIHOY «XOpOIIO» «YIOBJICTBOPUTEILHOY | «HEYIOBICTBOPHTEIHHO
TEeMa pacKphITa B TeMa PacKphITa B TeMa pacKphITa HE HE COOTBETCTBYET
TIOJTHOM 00beMe H IEJIOM TTOJTHO, MOJTHOCTBIO, TE3UCHI U KPUTEPHUSIM
aBTOp CBOOOJHO B | TMOCJIENOBATEIHLHO H YTBEPKICHUS HE «YIOBIETBOPUTEIHHOY
HEH OpUEHTHPYETCS, | JIOTMYHO, BHIBOJIBI JIOCTAaTOYHO
IIOCJIICO0BATCIIbHO U ApTYMCHTUPOBAHBI, COrJIaCOBAaHBbI,
JIOTHYHO, MaTepHal HO TIPHU 3aIlIuTe apryMeHTanus
AOKJIaga aKTyaJICH U JOoKJIaga BBIBO10OB
pazHOOOpazeH oOyyJaromuics B HEJI0OCTaTOYHO
(mpoaHamU3UPOBAHBI | OCHOBHOM YHTAJ 000CHOBaHa, TOKJIa/I
HECKOJIBKO JIOKJIA/I U HE JlaBajl BBITTOJIHEH Ha
Pa3JINIHBIX COGCTBGHHBIX OCHOBaHUU
HUCTOYHUKOB) MOSICHEHUIA, €IMHCTBEHHOTO
BBIBOJIBI oOyJaroruiics WCTOYHMKA, HA
apryMEHTHPOBAHBI, HEIOCTaTOYHO BOTIPOCHI
o0yyaromuincs IIOJIHO Y YBEPEHHO [peroaaBaTesns
OTBETHWJI Ha OTBEYaJl Ha BOTIPOCHI ayJIUTOpUA
BOIIPOCEI MpenogaBaTeina u oOyyaromuiics He
IpernoIaBaTess u ayJIUTOPUN OTBETHII
ayIUTOpUHU

4.2.4. Kputepuu olleHUBAHNS BHINOJHEHUS IPAKTHYECKOI padoThI

«OTITMYHO «XOPOILO» «yJIOBJICTBOPUTEIHHOY | KHEYAOBICTBOPUTEIHHOY
HIOJTHOE U [P BBIIIOJHEHUN | YaCTUYHO NPABHJIBHOE | OTBET HE COOTBETCTBYET
NpaBUIbHOE 3aJJaHui BBITTOJIHEHUH 3a/IaHHUH KPUTEPHSIM OLICHKH
BBITIOJTHEHUE HPaKTHYECKON HPaKTHYECKON «yIIOBJIETBOPUTEIHHO»
3aaHui paboThI ObLIH paboThI,
MPaKTHYECKOM JIOMYIIEHBI HeJl0CTaTOYHasl
paloThl, MOPOOHAsE | HE3HAYMTENbHbIE | apryMEHTAIHs CBOETO
apryMeHTanus OIINOKH, UMEET OTBETa, 3HAHNE
CBOETO pELICHUS, MECTO JOCTATOYHAsS OIPEETICHHBIX
Xopoliee 3HaHue apryMeHTanus TEOPETUYECKUX
TEOPETHUECKUX CBOETO pEUICHUS, acIIeKTOB
acIIeKTOB peIICHUsI. Xopollee 3HaHue BBIMOJIHAEMBIX
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TEOPETUUECKUX 3aaHuil
aCIIEKTOB
BBITIOJIHSIEMBIX
3aJaHuN

4.2.5. Kputepun oleHMBaHHUS BHEAYIMTOPHOI CAaMOCTOATEIbHOMH padoThl
00yYaromuxcs

Bugamu 3amanuii 11 BHEAyJIUTOPHOM CaMOCTOSITEIBHOM pabOThl MOTYT
OBITh:

- s OBJAQJICHMS] 3HAHUSMH: YTEHHE TeKkcTa (yuyeOHMKa, MEepBOMCTOYHHUKA,
JOTIOJTHUTENBHOW  JIUTEPATYphl); COCTaBICHUE IUIAHA TEKCTa; TIpaduyueckoe
M300pKEHHUE CTPYKTYPhI TEKCTA; KOHCTICKTUPOBAHUE TEKCTA; BBITUCKHA U3 TEKCTA;
paboTta cO ClOBapsSMH ¥ CIPAaBOYHUKAMH; O3HAKOMJIEHHE C HOPMATHUBHBIMH
JIOKyMEHTaMU; y4eOHO-HCCIIeIoBaTeNbCKass paboTa; WCMOJIb30BAaHUE ayJIuo- U
BUJICO3AINCEN, KOMITBIOTEPHOU TEXHUKUA U IHTEpHETA U 1Ip.;

- NI 3aKpEIUIeHWs M CUCTEMAaTH3allMM 3HAHUW: paboTa ¢ KOHCIEKTOM
agexuuu (0OpaboTKa TEKCTa); MOBTOpHAs paboTa HaJ Y4YeOHBIM MaTepuajoM
(yueOHMKA, TIEPBOMCTOYHUKA, JOTOJHUTEIBHOM  JUTEpaTyphl, ayAuo- U
BUJICO3aIIACEN); COCTABJIEHUE IJIaHA U TE3UCOB OTBETA; COCTABICHUE TAOJIMIL IS
CUCTEMaTU3allMi y4eOHOTO Marepuaia; M3yYeHUE HOPMATHUBHBIX MaTepUaloB;
OTBEThl Ha KOHTPOJIbHBIE BOMPOCHI, aHAJTMTUYECKas O0OpaboTKa TeKcTa
(aHHOTHpOBaHUE, pELEH3UPOBaHME, pedepupoBaHUE, KOHTEHT - aHaIU3 U Ap.);
NOATOTOBKAa COOOUIEHUMH K BBICTYIUICHHIO Ha CEMUHape, KOH(pEepeHIuY;
NOATOTOBKa pedepartoB, AOKIAIAOB; COCTaBieHUE OUOIMOTrpaduu, TEMaTUYECKUX
KpPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- u1si JOpMHUPOBAHUSL YMEHHI: pelieHue 3a7a4 U yIpaxHEeHUuH 1o obpasiry;
pEellICHHE BapUATHBHBIX 3aJad MW YHOPAXKHEHHI; PEIICHUE CUTYalHOHHBIX
MIPOU3BOJICTBEHHBIX (ITPO(ECCHOHANBHBIX) 3a/1a4; MOJArOTOBKA K JIEJIOBBIM UIpaMm;
NPOCKTUPOBAHME W  MOJACIMPOBAHUE  Pa3HbIX BHUJIOB U  KOMIIOHEHTOB
poecCUOHANIbHOM ESITEIbHOCTH.

Buael 3amanuii s BHeayJAMTOPHOM CaMOCTOSITEIbHOM PabOThI, HX
COJIEp’)KAaHUE M XapakKTep MOTYT UMETh BapUATUBHBIM U JudepeHInpOBaHHbBIN
XapakTep, YUYUTHIBATh CHENU(DHUKY CHEIUATbHOCTH, HW3y4aeMOW IHCIUTLINHBI,
WHIMBHUIyalIbHbIE 0COOEHHOCTH 00YYarOIIErocs.

IIpn npenpsBiIeHUN BUIOB 3aJaHUM HAa BHEAYIUTOPHYIO CAMOCTOSITEIBHYIO
paboTy pEeKOMEHAyEeTCS HUCHOJb30BaTh AU(PGEPEHIUPOBAHHBIA MOIXOJ K
oOyuatomumcsi.  [lepex  BbImonHEHHWEM — OOYyYalOMIMMUCS — BHEAYJUTOPHOMU
CaMOCTOATENbHOM  paboThl  MpenojaBaTelib  NPOBOJUT  HUHCTPYKTaX IO
BBITIOJTHEHHUIO 33J1aHMs], KOTOPBIA BKIIFOUAET LIEb 33/IaHUS, €r0 COAEpKaHue, CPOKU
BBITIOJIHEHUS, OPUEHTUPOBOYHBIM 00BEM paboThl, OCHOBHBIE TpeOOBaHUA K
pesynapTaTaM  paboThl, KpHUTEpUHM OLEHKU. B mpoiiecce HMHCTpyKTaxa
IpernojiaBaresib  NpelynpekaaeT oOydalluXcs O BO3MOXHBIX THUIIMYHBIX
oIMOKaxX, BCTPEYAIOLIUXCS MPU BHIMIOJIHEHUH 3aJaHus. HCTpyKTax MpOBOIUTCA
npernojiaBaresieM 3a Cc4eT oObeéMa BpPEMEHM, OTBEJECHHOTO Ha M3y4YeHHUE
JTUCHUTINHBI.
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Bo BpeMs BbINONIHEHHUS O0YyYAIOIIMMUCS BHEAYAUTOPHON CAMOCTOSATEIbHOM
paboThl ¥ MpU HEOOXOJUMOCTH IPEIOAABATENb MOXKET MPOBOJIUTH KOHCYJIbTAIIUU
3a cyeT 0o011ero O0ro1KeTa BpeMEeHH, OTBEICHHOTO Ha KOHCYJIbTAI|H.

CamocTosTenbHass pabOTa MOXKET OCYIIECTBISATHCS HHAUBHUIYATbHO WIIN
rpynnaMu o0y4aroluxcsi B 3aBUCUMOCTH OT 1IeJIH, 00beMa, KOHKPETHOW TeMaTHUKU
CaMOCTOSITeNIbHOM paOOThI, YPOBHSI CII0O)KHOCTH, YPOBHSI YMEHUN 00ydarouuxcsl.

KoHTposib  pe3ynbTaToB  BHEAYJIUTOPHOW  CAMOCTOSITENIbBHOW  pabOoThI
00yyYaroumxcsi MOKET OCYLIECTBISTHCA B MpEAeiax BPEMEHHU, OTBEJICHHOIO Ha
oOsi3aTeNbHbIE  y4eOHbIE 3aHATHS 1O JUCHMIUIMHE W BHEAYJUTOPHYIO
CaMOCTOSITEJIbHYIO PaboTy 00YydYaronuxcsi Mo JAUCHUIUIMHE, MOXKET MPOXOJHUTh B
MMCbMEHHOW, YCTHOW WJIM CMEIIaHHOW (opMe, ¢ MPEACTABICHUEM H3JEIHs WU
IPOAYKTa TBOPUYECKOM JIeATEIHHOCTH 00YyUaroerocs.

Kpurepussmu OLEHKM pPE3yJIbTaTOB BHEAYJIUTOPHOW CaMOCTOSTEIBLHOU
paboThI 0O0YJAIOIIETOCS SBIISIOTCS:

- YPOBEHBb OCBOCHHUSI 00yUYarOIIUMCs Y4eOHOTO MaTepurarna;

- yMeHue OOydYarollerocs HCIONb30BaTh TEOPETUUYECKUE 3HAHUS IpHU
BBITIOJTHEHUHU MMPAKTUYECKUX 3a/1aY;

- chOpMUPOBAHHOCTH OOIICYUYeOHBIX YMEHUM;

- 000CHOBAHHOCTb U YETKOCTh U3JI0KEHUSI OTBETA;

- ohopmiieHHEe MaTepuana B COOTBETCTBUM C TPEOOBAHUSIMU.

4.2.6. Kpurepuu oueHMBaHHUS BbINOJTHEHHUS JOMALIHEeH KOHTPOJILHON padoThl
(as1s1 3a04HOM (pOPMBI 00yUEHMS)

COTIIMYHO «XOpOLIO» «YJIOBJIIETBOPUTEILHOY» | «HEYJOBICTBOPUTEIHHO
HIOJIHOE U MOJIHOE U YAaCTUYHO MPABWJIBHOE | JIOMALIHSISI KOHTPOJIbHAS
IpaBUIbHOE MIPaBUIILHOE BBITTOJIHEHUH 3a/IaHUH pabota He
BBINOJIHEHHE BBINTOJIHEHHUE JIOMallHen IpeocTaBlIeHa
3aJaHuii JOMAIHEeH | 3aJaHuil ToMalIHe | KOHTPOJbHON paboTHl, 00yYaromuMcs Hiu
KOHTPOJIbHOMN KOHTPOJIbHOM HEKPUTUYECKHE HIOJTHOCTBIO HE
paboThl, rpaMOTHOE paboTsl, olIOKH B COOTBETCTBYET
MOCTPOEHHUE HE3HAYHUTEIIbHBIC odopmiieHUH padboTHI, TpeOOBaHUSM,
OTBETOB, OLIOKH U JIOTIOJTHUTEIIbHbIE NPEIbSIBIIEMBIM K €€
odopmiieHre MOTPEITHOCTH B Hay4HbBIC U 0hOpMIICHUIO U
paboThI B MOJIHOM oopmuenun HOpPMaTUBHbIE COJIEPIKAHUIO
COOTBETCTBUHM C paboTsI, UCTOYHHUKH He
NPEIbSIBIIEMBIMU JIOTIOJTHUTEIIbHbIC UCTIOJIb30BAIHCh
TpeOOBaHUAMU Hay4HbIE U
UCIIOJIb30BaHUE HOpPMAaTUBHBIC
JIOMOJTHUTEIbHBIX UCTOYHUKH HE
HAYYHBIX U UCTIOJIb30BAIHCh
HOPMAaTUBHBIX
HMCTOYHHUKOB
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4.2.7. Kputepuu onleHMBAHNS 3HAHUI U YMEHHH M0 UTOramM
OCBOEHMSI JUCHUILTUHBI

[IpomexyTouHas arrecTaiusi (UTOTOBBIM KOHTPOJb) MPOBOAUTCS B (hopme
3ayeTa B X0/ dK3aMeHallMOHHOM ceccuu. K 3aueTy momyckarorcsi oOyyarommuecs,
YCIIEUIHO  BBIIIOJHUBIIAE BCE BHJBI OTYETHOCTH, MPEIYCMOTPEHHBIE IIO
JTUCIUIUIMHE Y4eOHBIM TIaHOM. B Xxone 3aueTa mpoBepsieTCs CTETICHb YCBOCHHS
MaTepuasa, yMEeHHE TBOPUYECKH M MOCIIE0BATENFHO, YETKO U KPaTKO OTBEUYaTh Ha
MIOCTaBJIEHHBIE BOMPOCHI, JeNaTh KOHKPETHBIE BBIBOABI U (OPMYIHMPOBATH
000CHOBaHHBIE MPE/TIOKEHUS.

B xoze uTOroBoro KOHTpOJIsI aKLEHT JIeJaeTcsa Ha MPOBEPKY CIIOCOOHOCTEH
oOydaromuxcss K TBOPYECKOMY MBIIIJICHUIO U HCIOJb30BaHUIO MOHSITHHHOIO
anmapata JUCUUIUIMHBI B pPELICHUM  NPO(PECCHOHANbHBIX  3aJad [0
COOTBETCTBYIOILIEH CHEIMATIbHOCTH.

3HaHUSA, YMEHHUS M HaBbIKM OOYyYalOIIMXCS Ha 3ayeTe OIICHMBAIOTCS II0
CUCTEME «3auTE€HO», «HE 3a4yTeHo». OueHKa OOBABIsAETCS 00ydaromeMmycs 1o
OKOHYAHUU €ro oTBeTa Ha 3auere. [lonoxuTenbHast oneHka («3auTeHo») 3aHOCUTCS
B 3a4ETHO-DK3aMCHAIIMOHHYIO BEIOMOCTh U 3a4ETHYIO KHIDKKY JIMYHO
npenonaBateneM.  OleHka  «HE  3a4T€HO»  IPOCTABJISETCS  TOJBKO B
’K3aMEHAIMOHHYIO BEZIOMOCTb.

OOmuMH  KpUTEpUAMHU, OMPEACIAIOIMIMMA OICHKY 3HAaHHM Ha 3adere,
SIBIISIFOTCSA:

«3auTeHo «He 3aureno
JlaHbI B OCHOBHOM TTPaBUJILHBIE OTBETHI HA BCE HE BBHITIOJIHEHBI TPEOOBaHMSI,
MOCTaBJICHHBIE BOMPOCHI; COOTBETCTBYIOIINE OLIEHKE «3aUTCHOY.

MPaBWJIbHO PEUICHbl IPAKTUUECKUE 3aJaHUS;
B OTBETAaX B OCHOBHOM BBIJIEJISIIOCH IJIABHOE,
MOKa3aHO YMEHUE aHAJIM3UPOBaTh (PaKTHI,
COOBITHSI, SIBIICHUS, MPOIIECCHI B UX
B3aMMOCBS3H U TUAIEKTHUECKOM Pa3BUTHH.
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