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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
TV CHMUILIAHBI

OIT11.06 JlokyMeHTAIIMOHHOE 00ECIIEUEHNE VIIPABICHUS
(vHIEKC, HAMMEHOBAHUE JTUCIUITIIUHBI)

1.1. ObsacTh npuMeHeHus1 padoueii MPOrpaMMebl

Pabouas mporpamMMa AuCIUIUIMHBI pazpaboTraHa Ha ocHoBe dexepanbHOrO
TOCYy/IapCTBEHHOTO 00pa30BaTEIbHOIO CTaHAApTa CPEIHEro MmpodeccrnoHalIbHOTO
obpazoBanust 38.02.01 DxoHOMHKA W OyXrautepckuid (y4eT TIO OTpaCsiM),
yTBEpXACHHOTO MpukazoM MuHoOpHayku Poccum ot  05.02.2018 Ne 69, u
SBIISIETCS.  YacThi0O  00pa30BaTENbHON  MporpaMmbl B YacTU  OCBOGHUS
COOTBETCTBYIOmMUX 00mux kommereHIui (mamee — OK) m mpodeccrnoHambHBIX
kommeTeHiui (nanee — [1K):

Kon
P — HanmeHnoBaHMe KOMIIETEHIIUN

OK 1 BriOupath criocoObI pericHus 3a1a4 npodecCHOHAIbLHOM IeITCIBHOCTH
MPUMEHUTENBHO K Pa3JIUYHbIM KOHTEKCTaM;

OK 2 OcyIecTBIATh MOUCK, AaHAJIW3 M HHTEPIIPETAII0 HHPOPMALUH, HEOOX O AMMOM
JUTSI BBITIOJTHEHUS 3a/1a4 TPO(ECCHOHAILHON ACSATCIIBHOCTH;

OK 3 [TnarrpoBaTh U peain30BBIBATH COOCTBEHHOE TPO(HECCHOHATLHOE U TMYHOCTHOE
pa3BUTHE;

OK 4 PaboTaTh B KOJUIEKTUBE U KOMaH e, 3 (HEKTUBHO B3aHMOICHCTBOBATh C

KOJUICTaMH, pPYKOBOACTBOM, KIIMCHTAMU;

OcymecTBISATh YCTHYIO M MUCHMEHHYI0 KOMMYHHUKAITUIO HA TOCYJapCTBEHHOM
OK 5 s3pike Poccuiickoit denepanuu ¢ y4eToM 0COOEHHOCTEH COIUANBHOTO U
KYJbTYPHOI'O KOHTEKCTA;

Hcnonp3oBath HHGOPMALIMOHHBIE TEXHOJIOTUU B IPOPECCHOHATBHON

OK 9
JEATEIbHOCTH;
OK 10 [Tonb3oBaTbes mpodeccnoHanbHOM TOKyMEHTalMel Ha TOCy1apCTBEHHOM U
MHOCTPAHHOM SI3bIKaX;
K 1.1 OO6pabaTbIBaTh NEPBUUHBIE OYXTaNTEPCKHE TOKYMEHTHI;

1.2. MecTo IMCHUIIMHBI B CTPYKTYype 00pa30BaTeIbHOM MPOrPaMMbI

Hucniumnaa «OIL.06 JlokymMeHTalMOHHOE OOecreueHrne YIpaBICHUS
OTHOCHUTCS K TUCHMIUIMHAM 00111enpo()eCCHOHAIBHOTO IIUKIIA.

basupyercsa Ha panee uzyueHHbix aucuuminHax: «OIIL.11 MenemxmeHT»,
«OIN.01 DOxonommka opranm3amun», «OII.10 Cratuctuka», «OIIL.08
WHpopMallMOHHBIE  TEXHOJIOTMM B NPO(ecCHOHANIBHOW  JesATebHOCTH/
AJlTanTUBHBIE WH(POpMAIIMOHHBIE  TEXHOJIOTHUHU B npodeccuoHaaIbHON
JEATCIIbHOCTI.

1.3. ]_Ie.]'lb ! IVIAHUPYEMBbIEC PE3YyJAbTAaTbl OCBOCHHUA ITUCHUIIJIMHBI
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L[eJIL AUCIHUIUIMHBI: HAYYUTb 06yqa}0Luch;1 IIOHUMAThb CYHIHOCTb, LCIJIH,
3ala4y W IPHUHLOUIIBI AOCIOIMPOU3BOACTBA € HCIIOJIb30BAHUCM I/IH(bOpMaHI/IOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTUH B HpO(l)GCCI/IOHaJILHOI\/'I JACATCIIbHOCTH.

B pe3ynbraTe 0CBOEHUS NUCHUIUIMHBI 00YYatOUINICs JOIKEH YMETh:

- 0(popMIIATH TOKYMEHTALIMIO B COOTBETCTBUM C HOPMATUBHOW 0a30i, B TOM
YHCJIE C UCIIOJIb30BAHUEM MH(OPMALIMOHHBIX TeXHOIorui (Y1);

- OCBaWBaTh TEXHOJOTHMH aBTOMATH3UPOBAHHOW 00pabOTKM NOKyMEHTAIUU
(¥2),

- UCTOJIb30BaTh YHU(ULIPOBaHHBIE POPMBI JOKYMEHTOB (Y 3);

- OCYILIECTBIIATh XPAHEHHUE U MOUCK TOKYMEHTOB (Y4);

- HCIOJIb30BaTh TEIEKOMMYHUKAUMOHHBIE TEXHOJOTMU B 3JIEKTPOHHOM
nokyMeHtoobopote (V5).

B pe3ynbTaTe 0CBOCHUS TUCHUTIIMHBI 00YYaIOMUNCS JOJIKEH 3HATS:

- IOHSATHUE, 1IEJIH, 3a/1a4U U MPUHIIMIIBI Jesonpou3BoacTsa (31);

- OCHOBHBIE MMOHATUS TOKYMEHTAIIMOHHOTO oOecnieueHus yrpasieHus (32);

- CUCTEMBbI JJOKYMEHTAIIMOHHOTO o0ecrieueHus ynpasienus (33);

- Kaccu(UKaIuio JOKyMEHTOB (34);

- TpeOOBaHMS K COCTABJICHUIO U O(POPMIICHHIO JOKYMEHTOB (35);

- OpraHu3alio JOKYMEHTOOOOpOTa: mpuema, oOpabdOTKy, pPETrHCTpaIUIO,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKIATYypy e (36).
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2. CTPYKTYPA U COAEP KAHUME JUCIIUITJIMHBI

2.1. O0beM TUCHUIJIMHBI U BU/bI Y4e0HOI#1 padoThl /151 04HO GopMBbI

00y4eHuUs

Bun yaeOHOM paboThI OO6beM yacoB
MakcumanbHas yueOHast Harpy3ka (BCEro) 36
OO6s13aTenbHbBIC ayTMTOPHBIC YUeOHbIE 3aHATHUS (BCETO) 34
B TOM YHCJIE:

JIEKITUHA 16

MPAKTHUYECKHUE 3aHATUS (B TOM YHCIIC TPOMEKYTOUYHAS ATTECTALIHS) 18
Koncynbranum -
CamocTosTenpHas pabora oOydaromierocs (BCero) 2
B TOM YHCJIE:

M3y4YEHUE KOHCIIEKTOB JICKIIUI U PEKOMEHIOBAHHON JINTEPATypPhl 1

MOITOTOBKA JTOKJIAJIOB 1

[IpomexyTouHas aTTectanys B popme Ipyroro BUJia KOHTPOJIS 4

2.2. O0beM JUCUUIIMHBI U BUABI Y4e0HOI padoThl 1J1si 3209HOH (opMBI

00y4eHuUs

Bun yueGHOH paboThI O0bem yacoB
MaxkcuMmanbHas yueOHasi Harpyska (BCero) 36
O0s13aTenbHbIE ayAUTOPHBIE YUEOHbIE 3aHATHUS (BCETO) 8
B TOM YHCIIE:

JCKIMH -

MPAKTUYECKHE 3aHATH (B TOM YHCIIE TIPOMEKYTOYHAsI aTTECTaIHsl) 8
CamocTtosaTenpHas pabora o0ydaromierocs (Bcero) 28
B TOM YHCIIE:

M3yYeHHe KOHCIIEKTOB JIEKIUI U PEKOMEHI0BaHHOM JIUTEPaTyphl AJIs 10
MOJTOTOBKH K MPAKTUYECKUM 3aHSATHIM, 3a4ETy

BBITIOJTHEHHUE U 3all[UTa JIOMaIllHEeH KOHTPOJIbHOM paboThI 18

HpOMe)Ky'TO‘lHaSI arrecranus B (I)opMe 3a4ycTa
2




2.3. TemaTu4ecKuii IVIaH U COAEPKAHME TMCUMILIHHBI JJIA 04HO# opmMbI 00yUeHust

Konpr koMITeTeHITNH,

HawmmenoBanue pasnenon Ob6beMm (hopMHpOBaHUIO
Copnepxanue yueOHOTO MaTepraia U GOpPMbI OpraHU3alNHU e TEILHOCTH 00YHalOIIHXCS
U TeM 4acoB | KOTOPBIX CLIOCOOCTBYET
JJIEMEHT NPOrpaMMbl
CopeprkaHre yueOHOTO MaTepHaa 4
Jlexiun
1. IoHsTHS «MHPOPMALUSI» H «TOKYMEHT.
Pones wuHbopManmu B CONMATbHO-DKOHOMHYECKHX IIPOIIECCAX. [MonudyHKIMOHATHLHOCT
nokymeHnTta. MHdopMmaionHas, KOMMyHUKAaTUBHAs, COLIMANbHAs, KyJIbTypHas, yIpaBJIeHUECKas,
npaBoBas, HWCTOpHYECcKas M Apyrue (GYHKIUH AOKyMEHTOB. [IoHATHE O JOKYMEHTHPOBAHHHU.
OcHOBHBIE CTIOCOOBI JOKYMEHTHPOBaHMs. MaTepuaibHble HOCUTENN HHPOPMALIUKA U MX BIHSHUE 2
Tewma 1.CymHOCTb Ha JIOJTOBEYHOCTh U COXPAHHOCTH JTOKYMEHTA. 3aKOHOJATEJbHbIE aKThl, PErIaMEHTHPYIOLINE
JOKYMEHTaLMOHHOT O OpraHuzaluio paboThl C JOKyMEHTHpOBaHHOW wuH(popmauueil. HopmaTuBHO-MeTOAMYECKHE OK1-5, OK9, OK10, TIK
o0ecrieyeHus! JOKYMCHTBI, PETJIAMCHTHUPYIOLINE TMOPSAOK BbIIAYd U TpeOoBaHWsS K O(GOpPMIICHUIO KOMUH B 1.1
yIpaBJICHUsI OpraHu3alMsAX, KOTOpbIe SIBISIOTCS aBTOpaMH IOKyMeHTOB. OCHOBHBIE HOPMATHBHBIC aKTHI,
perIaMeHTUPYIOINE TOKYMEHTUPOBAHUE YIPABICHUYECKON ACSTEIbHOCTH.
[IpakTHdeckoe 3aHsATHE
1.Ycrusiit onpoc. 2
Juckyccns no goKnangy
CamocrosTenpHast paboTta 00ydaromuxcs
1.Pabora c peKOMEeHJOBaHHOH Y4eOHO JTUTEPaTypoii; -
2.IToaroroBka JOKJIAIOB HA TEMBI: «ITallbl HCTOPHS Pa3BUTHS EJIONPOU3BOJICTBA B Poccumy.
ConepxaHue yueOHOro MaTepuaia 4
Jlexun
Tema 2. 1. XapakTepHrCTHKA U COCTaB OPTaHU3AIMOHHBIX JOKYMEHTOB.
Vripasieueckas XapakTepucTHKa ¥ COCTaB PACIOPSJIUTENBHBIX JOKYMEHTOB. XapaKTepUCTUKA W COCTaB
JoKyMeHTaIs. DYHKIH MH(QOPMAIIIOHHO-CITPaBOYHBIX IOKYMEHTOB. Yaudukauus ©u CTaHIapTH3ALUSL. [onsTne
. «cuUCTeMa JOKyMEHTalun», € IpU3HAKH. OyHKIMOHAIBHBIE W OTPACIEBbIE CUCTEMBbI
yIpaBJIEHIECKOH
o noxkymeHTaruu. lloHarne «yHuUIMpOBaHHAS CHCTEMa TOKyMEHTAIWF». | OCymapCTBEHHBIC OK1-5, OK9, OK10, ITK
VHRHIMpOBAHHbIE CTaHJAapTHl HA YHU(PHULIMPOBAHHBIE CHCTEMBI IOKYMEHTALMH, PETJaMEHTHPYIOIIKE O0IIIe TpaBuia 2 11
CHCTOMBI X pa3paboTKu H MOCTPOCHHS ¢dopmynsapa-obpasua. [lonarue «yHupuupoBaHHBIE (HOPMBI
A ——— JnokyMeHToB. OOmepoccuiickue U OTpaciieBble YHH(HUINPOBAHHBIE (OPMBI ZIOKYMEHTOB;
[ ——— yHAGUIIMPOBaHHBIE (QOPMBI JJOKYMEHTOB MPEINPHSTHS, TMOPSJIOK MX BBEACHHS B JCHCTBHE.

Pacnpenenenue coctaBa BUAOB U Pa3HOBUIAHOCTEH JOKYMEHTOB OMNPEAEIEHHOIO KOMILIEKCA IO
3aadaM ympaBieHus.  Bunabl kormid. TpeOGoaHus kK OQOPMIICHHIO Pa3iWYHBIX BHIOB KOIHIA
JIOKyMeHTOB. HopMaTuBHO-METOMYeCKHe JOKYMEHTHI, PETJIaMEeHTHUPYIONINE TOPSI0K BhIJIAYH U
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TpeOoBaHMsI K 0pOPMIIEHUIO KOITUI B OPraHU3alusiX, KOTOPBIE SBISIOTCS aBTOPaMH JOKYMEHTOB.

IIpakTrueckoe 3aHATHE
1.JIexms ¢ pa3060poM KOHKPETHBIX CUTYaInH.
OO6cykaeHue qoKIaaa.

CamocrosrenbHas paboTa 00y4aroIuXCsl

1.PaboTa c HOpMaTHBHBIMHU aKTaMHU

2.I0ArOTOBKa JAOKNafgoB Ha TeMbl: «Knaccupukauus ynpaBieHUYECKHMX JOKYMEHTOB IO
COZIEPIKAHUIO (o BUaM  JICATEILHOCTH) OpraHU3alMOHHEIE, pacnopsiguTENLHBIE,
MH()OPMALIMOHHO-CIIPABOYHBIEY.

Tewma 3. IloasTHe
«PEKBU3UT JOKYMEHTa.
Cxema pacronoXeH:us U
XapaKTepUCTHKA
PEKBU3UTOB

Conepxanue yueOHOro MaTepuaa

Jlexkun

1. IlousiTHE «PEKBU3UTY.

[locrosiHHBIE U MEpPEeMEHHbIE PEKBU3UTHI, HOPSIOK UX HAHECEHUS NPHU COCTABICHUH JAOKYMEHTa
win pabdore ¢ HUM. IlpaBuna odopmiieHHs] pEKBU3UTOB. YTJIOBOE U HPOJOIBHOE PAaCIIOIOKEHHE
peKBU3UTOB HoKyMeHTa. CTpyKTypa TOKYMEHTa.

[IpakTuyeckoe 3aHsATHE
1.0dopmieHre TOKyMEHTa C UCTIOIh30BAaHHEM PEKBU3UTOB JJOKYMEHTA
Tect

CamocrosiTensHast paboTa o0ydaromumxcs

1.PaboTa ¢ HOpMaTHBHBIMHU aKTaMHU

2.IlpakTukyMm: mpaBmia OG(OPMIICHUS PEKBU3UTOB, YIJIOBOE W TPOIOJIBHOE PACHOIOKCHUE
PEKBU3UTOB JIOKYMEHTA

OK1-5, OK9, OK10, TIK
11

Tema 4. OcHOBHEIE
YIIpaBJICHUYCCKUE
JIOKyMEHTBI, COCTaBIICHHE
u oopmileHHE

CojneprkaHue yueOHOTO MaTepuasa

Jlexkiun

1. CocraBnenue u 0pOopMIIEHHE OCHOBHEIX YIIPaBICHYECKUX JTOKYMEHTOB:

VYcTaR, NOJ0KEHUE O CTPYKTYPHOM MOAPA3IEICHUH, IPOTOKOJbI, aKThl, 3aKJIIOUCHHSI, CITY)KEOHBIC
3aMHCKH, TOKJIAbI, TUTaHBI, 0030PbI, CIIPABKH, IIChMAa U JIp.

[IpakTudeckoe 3aHsATHE
1.0dopmenne Granka OpraHU3AIIH
OdopMiieHHEe PACTIOPAIUTEIBHBIX JOKYMEHTOB.

CamocrosTenpHast pabota oOydaromuxcs
1.IloaroroBka K MpOBEPOYHOI paboTe, paboTa ¢ HOPMATHUBHBIM MaTEPHAIOM.
2.JIpakTuKyM: oopMIIeHHE CITy>KEOHBIX IIMCEM U JPYTHX ONEPATHBHO-CIIPABOYHBIX JOKYMEHTOB

OK1-5, OK9, OK10, ITK
11

Tewma 5. Opranuzanus
TIOKyMEHTO000pOoTa

Conepxanne yaeOHOTO MaTepraa

Jlexun

1. [lonsiTre HOKyMEHTOOOOPOTA.

OCHOBHbBIE TTOTOKH YIPABICHYECKHX JIOKYMEHTOB: BXOJSINIMNA, HWCXOMSANIMN, BHYTPEHHHMH.
JIBIbKeHHME BXOJAANIMX YIPABICHYECKUX JIOKYMEHTOB: TepBUYHAs 00pabOTKa, perucTpaus,
paccMOTpPEHHE PYKOBOACTBOM OpraHM3allMM, T[epefaya Ha HCIOJHEHHE, KOHTPOJIL 33

OK1-5, OK9, OK10, IIK
11
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WCIIOJIHEHUEM, CITUCAHUE UCTIOTHEHHOTO IOKYMEHTA B JIEJIO.
DTarsl MPOXOXKACHUS UCXOIAIINX JOKYMEHTOB: TIOJATOTOBKA IPOEKTA, COTIacOBaHME, AO0paboTKa
0 3aMEYaHUsIM, PETUCTPALIUS U OTIIPABKA.

[IpakTruueckue 3aHATUSL

1.IloHATHE TOKYyMEHTOOOOPOTA.

OCHOBHBIE ITOTOKH YIPABICHIECKUX TOKYMEHTOB: BXOJISIINHA, HCXOISAIINHA, BHYTPEHHUIA.
OdopmiieHre pacIOpsAUTENbHBIX JOKYMEHTOB.

CamocrosTensHast paboTta oOyuaromumxcs
1.PaboTa c HOpMaTHBHBIMHU aKTaMHU

Tema 6.
Henonpon3BoacTBo B
KaJpOBOH ci1yk0e

Conepxanue yueOHOro MaTepuaa

Jlexkun

1. YaudunupoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPSANTEIFHON JOKYMEHTAIIUH 110 KaJIpaM.
JlokymeHTauusi TPyJAOBBIX OTHOIIEHHH B KaApOBBIX ciyxk0ax. CocTaB TOKYMEHTOB IO JIUYHOMY
coctaBy. CocraBnenue u opopMIICHHE 3asBICHUN, TPYAOBOrO AOroBOpa (KOHTPAKTA), JTUYHON
kapToukn ¢(opmbel T2, mpuKa3oB MO KajapaM, XapaKTEPUCTUKH pPaOOTHHKA, aBTOOHOTpadum
paOoTHUKa, aHKEThl paOOTHUKA, JMYHOrO Jena paboTHuka. TpynoBas KHMXKKA: BblAava,
odopmienue, xpanenne. PopmMupoBaHue 1 HOMEHKJIATypa J1eJI IO KaJpaM.

[IpakTuyeckoe 3aHsATHE

1.PaboTa B MaJIbIX TPYMIaX: 3TAIbl IPOX0XKICHUSA UCXOAAIIUNX JOKYMEHTOB, ITOJITOTOBKA MPOEKTA,
corjacoBaHue, 10padOTKa IO 3aMeUaHUsIM, PETUCTPAIUS | OTIIPaBKa

DopMHpOBAaHUE U HOMEHKIIATYpa JEJ MO KaJgpaM.

CamocrosiTensHast paboTa 00ydaromuxcs
1. PaboTa ¢ JOTIOJTHUTENHHON IUTEPATYPOH.

OK1-5, OK9, OK10, TIK
11

Tema 7. Texnuueckoe
obecrieueHue padoTHI C
YIIPABICHYECKUMHA
JIOKyMEHTaMH.

Conepxanue yueOHOro MaTepuaia

Jlexun

1. O0mas xapakTepuCTHKa M BHJIbI OPTraHU3alMOHHBIX TEXHUYECKHX Cpe/AcTB. llepcoHanbHbIC
KOMITBIOTEPHI B COBPEMEHHOM JIeTIONpon3BoicTBe. [lopsaok opraHu3anu JOKYMEHT0000poTa C
UCIIOJIb30BaHUEM CpeacTB TEJIEKOMMYHHKALIH. ABTOMaTH3HPOBaHHBIC CHCTEMBI
JIOKYMEHT0000poTA.

CamocTosTenbHas paboTa 00yHJaromIuXCs

1.PaboTta c HOpMAaTUBHBIMH NPABOBBIMH aKTaMU

2IlogroroBka nmoxiagoB Ha TeMmy: «llepcoHanbHbIE KOMIBIOTEPH B  COBPEMEHHOM
JITIOPOU3BOJICTBEY.

OKI1-5, OK9, OK10, IIK
11

Tema 8. CucremaTusanusa
U XpaHEHHe
YIIPaBICHUICCKUX
JIOKyMEHTOB

Conepxanne yaeOHOTO MaTepraa

Jlexmn

1. Homenkunatypa nen.

TpeboBanusa ['ocynapcTBEHHOW CHCTEMBbl JOKYMEHTAl[MOHHOTO OOECIEUeHUs YIPABICHUS K
COCTaBJICHUIO HOMEHKIATyphl ned. CoaepxarenbHas 4acTh HOMEHKIATYphl Jel: MHAEKCHI e,
3aroJIOBKU JIeN, KOJMYECTBO JAEJ, CPOKH XpaHEHHs M HOMEp CTaThM MO MEpPEYHI0, MPUMEYaHusl.

OK1-5, OK9, OK10, IIK
11
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®opmupoBanue aen. [lpusznaku 3aBeneHus nen. TpeboBanus k GopmupoBanuto aen. [Ipasuia
TPYIIHPOBKY JTOKYMEHTOB JIeJia TI0 BUAaM U XpoHoiorud. [loaroToBka JOKyMEHTOB K apXUBHOMY
XpaHEHHUI0. DKclepTH3a LEHHOCTH JOKyMeHTOB. CocTaBieHHE oOmMced [UId TOCTOSHHOTO MU
BPEMEHHOTO CPOKOB XpaHEHHs JOKYMEHTOB, JEN IO JMYHOMY COCTaBy. AKTBI O BBIICICHUU K
YHHUYTOXKEHHIO JIeJI C UCTEKIINMHU CPOKaMH XpaHEHUsI.

IIpakTHueckoe 3aHarue
1.®opmupoBanue aei.

[puznaku 3aBemenust nen. TpeGoBanuss k ¢opmupoBanuio nen. [lpaBuna TpyNIHUPOBKH 2
JOKyMEHTOB JIeJIa 110 BU/IaM U XPOHOJIOTHH.
[ToarotoBka TOKYMEHTOB K apXHMBHOMY XPaHEHHIO. DKCIIEPTH3a IICHHOCTH JJOKYMEHTOB.
CamocrosTensHast paboTta oOydaromumxcs
1.PaboTa c HOpMaTUBHBIMH aKTaMH. 1
2.CocTaBieHue ONHCeH ISl MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHEHUs JOKYMEHTOB, eI T10
JMYHOMY COCTaBY.
CamocTosiTennpHast paboTa 2
[IpomexxyTouHas
Hpyras hopma KOHTPOIS 4
arTecTanus
Bcero 36
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2.4. TemaTu4ecKHii IVIAH U COAEPKAHNE TMCUMILVIMHBI 1JIs1 32049HO GopMBI 00y4eHHs

HanmeHnoBanue pasnenos
n TEM

Copnepxanue yueOHOTO MaTepraia U GOpPMbI OpraHU3alNHU e TEILHOCTH 00YHalOIIHXCS

O0bem
4acoB

Konpr koMITeTeHITNH,
(hopMHpOBaHUIO
KOTOPBIX CIIOCOOCTBYET
JJIEMEHT NPOrpaMMbl

Tema 1.CymHocTh
JIOKyMEHTAI[THOHHOTO
obecrieueHus
yIpaBIeHHS

CopeprkaHre yueOHOTO MaTepHaa

[lonatus «uHpopManusy» U «OOKyMEeHT». Ponb uH(oOpManmuu B COLUAIBHO-IKOHOMHYECKHX
npoueccax.  [lomudyHKIMOHANBHOCTE JOKyMeHTa. MH(QopmanuoHHas, KOMMYHWUKATHBHa,
couuanbpHasl, KyJbTypHas, YIpaBICHYECKas, NpaBoBas, HCTOpHYECKas W Jpyrue (QyHKIUK
nokymeHntoB. Ilonatme o gokymeHTHpoBaHMH. OCHOBHBIE CIIOCOOBI JIOKYMEHTHPOBAHHMS.
MarepuanbHple HOCHUTENH HH(POPMAallMd M WX BIMSHHE HA JOJTOBEYHOCTH M COXPAHHOCTH
JOKYMEHTa. 3aKOHOJATeNbHBIE aKThl, pETIaMEHTUPYIOIIME OpraHu3aluio  paboTel ¢
JOKYMEHTHUPOBAHHON nHpOpMaLUEH. HopmaruBHo-MeTonnueckue JOKYMEHTBHI,
perIaMeHTUPYIOIIME MOPSAOK BbIJaud M TPeOOBaHUS K O(OPMICHHMIO KONHMHA B OpPraHU3aLMsX,
KOTOpBIE SBIISAIOTCS aBTOpaMU JOKYMEHTOB. OCHOBHBIE HOPMAaTHUBHBIEC aKThl, PErylaMEeHTHPYIOIINE
JIOKYMEHTHPOBAaHHE YIPABICHYECKON JesITeTbHOCTH

[IpakTudeckoe 3aHsTHE
1.YcTHbIit ompoc.
2. JIuckyccus 1o J0KIaay

CamocrosTenpHast paboTta 0Oyyaromuxcs
1.Pabota c pekOMEeHJOBaHHOH y4eOHOU IUTEPaTypoii;
2.IToarotroBka JOKIAIOB HA TEMBI: «ITallbl HCTOPHSI Pa3BUTHS IEJIONPON3BOJICTBA B Poccumy.

OKI1-5, OK9, OK10, IIK
11

Tema 2.

YnpasneHueckast
nokymeHTanus. OyHkuuu
YIIpaBJIeHUYECKOH
JIOKYMEHTALUH.
YHubunmpoBaHHbie
CHUCTEMBI
YIIpaBJIeHUYECKOH
JIOKYMEHTalUH.

Copepxanue yaeOHOTO MaTeprana

XapakTepucTHKa W COCTaB OPraHU3aI[MOHHBIX JOKYMEHTOB. XapaKTepUCTHKA H COCTaB
pacTOpSIIUTENEHBIX JTOKYMEHTOB. XapaKTepHCTUKA W COCTaB HWH(OPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTOB. Y HU(UKAIUs U cTaHaapTu3anus. [IoHATHE «cucTeMa JOKYMEHTAIMUy, € MPU3HAKH.
(DYHKHI/IOHaJ'IBHI)Ie U OTpacCJC€BbIC CHUCTEMBI IOKYMCHTAIHU. ITonsarue ((YHI/I(i)I/IIII/IpOBaHHaﬂ
CHUCTeMa JOKyMEHTAaluW». | oCyJapCTBEHHBIE CTaHIAPThl Ha YHU(UIIUPOBAHHBIE CHCTEMBI
JIOKYMEHTAIINH, PErJIaMeHTHPYIOLIe OOIIHe MpaBuiIa uX pa3paboTKH U MOCTpOeHUs GpopMyIsipa-
obpasma. Ilonsarue «yauduimpoBanapie GopmMel JokyMeHTOB. OOIIEPOCCUIICKIE W OTpaciieBhIe
YHUPUIIUPOBAHHEIE ()OPMBI TIOKYMEHTOB; YHH(DHUIIMPOBAHHBIE ()OPMBI JIOKYMEHTOB TIPEIIIPUSTHS,
MOpSAZOK WX BBeJACHHWA B JeiicTBue. PacmpeneneHue coctaBa BHAOB W Pa3HOBUAHOCTEH
JIOKYMEHTOB OTpEeIeIEHHOT0 KOMITIEKCa 10 3aja4aM ympasieHus. Buasl komuii. TpeboBaHus K
O(I)OpMHeHI/IIO Ppa3INYHbIX BUJI0B KOIIHM JOKYMCHTOB. HOpMaTI/IBHO-MeTO)II/IT-IeCKI/Ie JOKYMCHTHEI,
periiaMeHTHPYIONUE TOPSAIOK BbIIayu W TpeOOBaHUS K O(GOPMIICHHIO KOMHI B OpraHU3allMsX,
KOTOpPBIE SIBJISIFOTCS] aBTOPAaMH IOKYMEHTOB.

CamocTosiTenpHas paboTa 00yIaroITIXCs

OKI1-5, OK9, OK10, IIK
11
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1.Pabota c HOpMAaTUBHBIMH aKTaMH

2.I0ATOTOBKAa JIOKIAZoB Ha TeMbl: «Kiaccudukamms yrnpaBlIeHUYECKHX TOKYMEHTOB IIO
cogepkaHuro (M0 BHAAM  JESTENBbHOCTH)  OpraHU3allMOHHBIC,  PAaCIOpPSIUTENbHBIE,
MHQOPMAIIMOHHO-CITPABOYHBIEY.

Tewma 3. [Tousitue
«PEKBH3UT JOKYMCHTA».
CxeMa pacrnoiaoXeHus u
XapaKTEePUCTUKA
PEKBU3UTOB

Copeprkanre yaeOHOTO MaTepuaia

[lonstne «pexBu3uT». [lOCTOSHHBIE M TEPEMEHHbBIE PEKBU3HUTHI, TOPSAOK WX HAHECEHHS IPH
COCTaBJICHUM JOKYMEHTa Wiu pabote ¢ HuM. [IpaBuna opopmileHUS PEKBU3UTOB. YTIOBOC U
MIPOAOIBHOE PACHIOTIOKEHHE PEKBU3UTOB JOKyMeHTa. CTpyKTypa JOKYMEHTa.

CamocTosTenbHas paboTa 00yJaroIIHXCs

1.PaboTa ¢ HOpMaTHBHBIMU aKTaAMH

2.IlpaktukyMm: mpaBuia O(QOPMIICHUS PEKBU3UTOB, YIIIOBOE M MPOIOJIBHOE PACIOIOKCHUE
PEKBU3UTOB JIOKYMEHTA

OK1-5, OK9, OK10, IIK
11

Tewma 4. OcHOBHEBIE
yIpaBlICHUECKUE
JOKYMEHTBI, COCTABJICHUE
u opopmiieHHE

Conepxanue yueOHOro MaTepuaia

CocraBrienne u OQOpPMIIEHHE OCHOBHBIX YIIPABIEHYECKHX JIOKYMEHTOB: YCTaB, IMOJIOXKEHHE O
CTPYKTYPHOM IOJIpa3JICICHIH, MTPOTOKOJIBI, aKThl, 3aKIFOUCHUS, CIyKCOHbIE 3alMCKH, AOKIAJIbL,
TUIaHBl, 0030PbI, CIIPaBKH, MUCbMa U JIp.

IIpakTrueckoe 3aHsTHE
1.0dopmienre O61aHKa OpraHU3aAN
2.0dopmIieHHE pacTIOpsAUTENLHBIX JOKYMEHTOB.

CamocrosTenpHast paboTta 0Oyyaromuxcs
1.IloaroroBka K MpoOBEpOYHOI paboTe, paboTa ¢ HOPMATHBHBIM MaTEPHATIOM.
2.IlpakTukyMm: ohopMIIeHHE CITYKEOHBIX IMUCEM U JPYTUX ONEPATHBHO-CIIPABOYHBIX JOKYMEHTOB

OK1-5, OK9, OK10, TIK
11

Tema 5. Opranuzanus
JIOKyMEHTO000pOoTa

Copepxanne yaeOHOTO MaTeprana

[lonsatne noxymeHTO0060pOTa. OCHOBHBIE TIOTOKH YHPaBICHUYECKHX JOKYMEHTOB: BXOISIIIHIA,
UCXOMSIINN, BHYTpEHHHHA. J[BIKEHWE BXOJMIIMX VIPABICHUYECKUX JOKYMEHTOB: IEpBUYHAS
00paboTKa, perucrpanus, paccCMOTpEHHE PYKOBOJCTBOM OpraHU3aIlH, Iepeiada Ha UCIIOHEHHE,
KOHTPOJIb 32 UCTIOJTHEHNEM, CITUCAaHKE UCTIOJHEHHOTO JOKYMEHTa B JIEJNO.

DTambl MPOX0XKACHUS UCXOANINX JOKYMEHTOB: TIOJrOTOBKA MMPOEKTa, COTJIACOBAHUE, TOPabOTKa
10 3aMEYaHMsIM, PETUCTPAIHSI U OTIIPABKa.

CamocrosTenpHas paboTa 00yJIaroIIIXCs
1.PaboTta c HOpMAaTUBHBIMH AKTaMH

OK1-5, OK9, OK10, IIK
11

Tema 6.
JenonpousBoacTBO B
KaJpOBOH ciIyx0e

Copepikanre yueOHOTO MaTepuana

YHUPUIMPOBaHHAS CHCTEMa OPTraHU3ANMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAMU MO KajpaMm.
JlokyMeHTanus TPyJIOBBIX OTHOIIEHHWH B KaApPOBBIX ciiy’k0ax. COCTaB JOKYMEHTOB MO JINYHOMY
coctaBy. CocraBneHue u opopMICHHE 3aiBJICHUH, TPYAOBOTO AOTrOBOpa (KOHTPAKTa), JIMYHOU
kapTouku (opmbl T2, mpuka3oB Mo Kajpam, XapaKTEPUCTHKH pPaOOTHUKA, aBTOOHOTpaduu
paboTHHWKa, aHKEThl pabOTHWKA, JWUYHOTO Jena paboTHuKa. TpymoBas KHIDKKA: BbIIada,
odopmiieHue, xpaneHne. PopMupoBaHHE U HOMEHKJIATYpa e 10 Kaapam.

OK1-5, OK9, OK10, IIK
11

Tema 7. Texuuueckoe

Copepikanue y4eOHOTO MaTepuaia

OK1-5, OK9, OK10, IIK
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oOecrieueHue padoThI C
YIPaBICHYECCKUMH
AOKYMCHTaMHU.

O6HIa§l XapaKTepI/ICTI/IKa U BHIbI OpFaHI/I3aHI/IOHHLIX TCXHUYCCKUX Cpe}lCTB. HepCOHaHLHI)Ie
KOMITHIOTEPHI B COBPEMEHHOM JEJI0MPOn3BoACTBe. [10psSI0K OpraHu3amuu JOKyMEHT0000pOoTa ¢
HUCITIOJIB30OBAHUEM CpeI[CTB TCHCKOMMyHI/IKaHI/II/I. ABTOMaTI/I3I/Ip0BaHHI)Ie CUCTEMBI
JIOKYMEHT0000pOTA.

CamocTosTenbHas paboTa 00yJaroIIHXCs

1.PaboTa ¢ HOpMaTHBHBIMHU PABOBHIMHU aKTaAMH

2.IlogrotoBka pmoxnazoB Ha TeMmy: «llepcoHanbHBlE KOMIBIOTEPHI B  COBPEMEHHOM
JIeTIOIPOU3BOJICTBEN.

11

Tema 8. Cucrematuzanus
U XpaHCHUE
YIpaBIeHIECKUX
JIOKYMEHTOB

CopeprkaHre yueOHOTO MaTepuaia

Howmenxknarypa aen. TpeGoBanust ['ocynapcTBeHHOH cHCTEMBI JOKYMEHTALMOHHOTO 00ecreueHHs
yIOpaBiIeHUS K COCTaBJICHUIO HOMEHKIATypsl Aen. ConepkaTesbHas 4acTh HOMEHKJIATYpPHI JAEN:
WHJIEKCHI JIeJl, 3aT0JI0BKH JIeJ, KOJMYECTBO JIeN, CPOKH XPAaHEHUS W HOMEp CTAaTbU IO MEPEYHIO,
npumedanus. @opmuposanue nein. [Ipusnaku 3aBeaenus aein. TpeboBaHus K HOpPMUPOBAHUIO €.
IIpaBuna rpynnupoBKH JOKYMEHTOB Jejia M0 BuUAaM U xpoHojoruu.lloaroroBka TOKYMEHTOB K
apXMBHOMY XpaHEHHIO. OKCIIEPTH3a LIEHHOCTH J0KyMeHTOB. CocTaBleHHE OmNHMCed JIs
MOCTOSIHHOT'O M BPEMEHHOTO CPOKOB XPaHEHMs JOKYMEHTOB, /€] IO JINYHOMY COCTaBYy. AKTHI O
BBIJICJICHUH K YHUUTOXCHUIO JIeJI C UCTEKIIMMHU CPOKAMH XPaHEHHUSL.

[IpakTuyeckoe 3aHsATHE

1.®opmuporanue nen. [Ipusnaku 3aBefcHus nen. TpeboBanus k GopmupoBanuto nen. [IpaBuia
TPYIIIUPOBKU JOKYMEHTOB J€J1a [0 BUAAM U XPOHOJIOTHH.

2.IloaroroBka JOKYMEHTOB K apXMBHOMY XpaHEHHIO. DKCIIEPTH3a IICHHOCTH JJOKYMEHTOB.

CamocrosTensHast paboTa o0ydaromumxcs

1.PaGota c HOpMAaTUBHBIMH AKTaMH.

2.CocraBieHue onucei sl MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHEHUs JOKYMEHTOB, JIEJ T10
JUYHOMY COCTaBYy.

OK1-5, OK9, OK10, IIK
11

[IpomexxyTouHas
aTTecTalus

CaMocTosTeNbHAs paboTa 00yJaromuxcs B GopMe BHINOJHSHHS JOMAIIHEH KOHTPOJbHOU PabOThI

16

3amura JoMalrHe KOHTPOIbHOM paboThI

3auer

Bcero

36
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3. YCJIOBMs PEAJIM3AIIUNA ITPOI'PAMMBI IUCHUITJIMHBI

3.1. TpeboBanusi K MUHMMAJIbHOMY MATEPHATBHO-TEXHUYECKOMY
odecre4eHnI0

Peanuzanust mnporpamMmbl MOpeanojaracT Hajauyue YydyeOHOro KaOuHeTa
JOKYMEHTAIMOHHOI'O 00E€CTIEUEeHHUsI YIIPaBICHHUS.

O6opynoBanne yueOHOTO KaOuHeTa: MeOenb yUeHUYeCKasl; TOCKa; CTEIIax
JUIS HaArJISAHBIX [OCOOWH, ydeOHOM JuTepaTyphl, CHpPABOYHON JIUTEPATYpPHI,
HOYTOYK, cTeHabl «OpranusamnuonHas ctpykrypa [OV», «/lokymMeHTHpoBaHue
YIPaBIECHYECKOU JIEATEIIbHOCTH.

B mporiecce 00y4ueHust UCNOIB3YIOTCS MYJIbTUMEIUNHHBIE CPEACTBA; HAOOPHI
CJaiIOB; OMUCAHUS JIETTOBBIX UIP.

Ucnons3zoBanne mnporpammHoro mpoaykrta "MS  PowerPoint" s
IIPE3EHTALUU IIPOEKTA.

3.2. UudopmannonHoe odecneyenue 00yueHust

3.2.1. OcHOBHbBIE HCTOYHUKH

1. Aoynmamze, J.I'. JlokyMeHTallMOHHOE OOECIEUECHUE YyIpaBICHUS
MEPCOHAIOM : YUYEOHHMK W TMPAKTUKyM [UIsl CPETHEro MpodeccrnoHaIbHOTO
obOpazoBanus / JI. I'. A6ynanze, U. b. Bemmpsixkuna, B. M. MacnoBa. — Mockaa :
NznarensctBo FOpaiit, 2020. — 299 c. — (IIpodeccuonanbsaoe oOpazoBaHue). —
ISBN 978-5-534-01543-0. — Tekcr : snekrponnsii // OBC IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/452443 (nata obpamenus: 12.03.2021).

2. lIllyBamoBa, H.H. JlokymeHTanmoHHOe oOecrieueHre YIpaBiICHUS :
y4eOHUK W TPAKTHKYM JUIA CpeaHero mnpodeCCHOHAIBLHOrO 0o0pa3oBaHus /
H. H. lllyBanoBa. — 2-e¢ wu3a. — MockBa: UsnmarensctBo IOpaiit, 2020. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Texer :  oanmektponnbii  //  OBC  WOpaitit  [caiit]. —  URL:
https://urait.ru/bcode/451067 (nata oopamenus: 12.03.2021).

3. KysnenoB, W.H. [lokymeHTanmoHHoe oOecreyeHne yIpaBlIeHUSI.
JIOKyMEHTOOOOPOT ¥ JIETOMPOU3BOJICTBO | YYCOHUK M TPAKTUKYM JUISI CPETHETO
npodeccuonansHoro obpaszoBanus / W. H. Ky3nemnos. — 3-e m3a., mepepab. u
nor. — Mocksa : M3gatensctBo FOpaiit, 2020. — 462 c¢. — (IIpodeccnonanpHOE
obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : snextponssii // DBC
FOpaiitr [caiit]. — URL: https://urait.ru/bcode/451242 (nmata oOpaiieHus:
12.03.2021).

3.2.2. JIONOJTHUTEIbHbI€ HCTOYHUKH

1. Kysnenos, W.H. JlokyMeHTalmoHHOE OOecleueHUEe YIpPaBIICHUS
NEPCOHANIOM : YYeOHMK U TPAKTUKYM JJsi CpeaHero mnpodeccuOHaIbHOrO
obpazoBanus / W. H. Ky3nenoB. — Mocksa : WznarensctBo IOpaiit, 2019. —
521 c. — (IIpodeccuonanpHoe oOpaszoBanue). — ISBN 978-5-534-04451-5. —
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Tekct  :  oanexkrponnbit  // OBC  HOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/444432 (nara oopamenus: 12.03.2021).

2. Kopuee, U.K. JlokyMeHTalMOHHOE OOECICUYCHNE YIMPABJICHHS :
y4eOHMK W TPAKTUKYM I CpPEAHEro MpodecCHOHAIBHOrO o0pa3oBaHus /
H. K. Kopnees, A. B. [Tmeako, B. A. MamyprieB. — 2-e¢ uzn., nepepad. u aom. —

Mocksa : WzmarensctBo [Opaiitr, 2021. — 384 c.— (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : anekrponssit // IbC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550 (mara oOparmeHus:
12.03.2021).

3. Hoponmna, JI. A. JlokymMeHTalMOHHOE OOECTeueHne YIpaBICHUS :
y4eOHUK W TPAKTUKYM I CpPeAHEro MpodecCHOHAIbHOrO oOpa3zoBaHus /
JI. A. loponuna, B. C. UputukoBa. — Mocksa : M3narensctBo FOpaiit, 2021. —
233 c. — (IIpodeccuonanpHoe obpaszoranue). — ISBN 978-5-534-05783-6. —
Tekct ; anektpoHueit  //  OBC  HOpaitr  [caliT]. — URL:
https://urait.ru/bcode/473802 (nata obpamenus: 12.03.2021).

4. JIoKyMEHTallMOHHOE OO0ECleUeHUe YIpaBJICHUSA: YYEOHUK MJis CTYH.
yupexaeHuil cpen. npod. obpazosanus/ A.B. ITmenxo, JI.A. Joponuna. — 14-ee
u31., crep. — M.: U3natenbekuii neHTp «Akagemusi», 2015. — 224 c. — ISBN 978-5-
4468-2278-2.

5. JloKkyMeHTallMoOHHOEe  oOecreueHue  ympamieHus (C  OCHOBaMH
apxuBOBe/eHUsA): yueOHoe mocobme/ M.M. bacakoB. — 2-e m3gd., crep. — M.:
KHOPVYC, 2016. — 216 c. — (HawanpHoe u cpeaHee mpodecCUOHAIBHOE
obpazoBanue). — ISBN 978-5-406-04536-7.

3.2.3. I[lepeuennb pecypcoB HHGOPMAIHMOHHO-TEJIEKOMMYHHKANMOHHO
cetu «MMHTEpHET

1. OdunmansHblii KHTEPHET-TIOPTAT MPaBoBOK HHpOpMarmu — WwWw.delo-
press.ru;

2. Odunumaneueiii caitt [IpaButensctBa PO — www.government.ru;

3. Cepsep opranoB rocyaapcTBeHHoOU Baactu PO — www.gov.ru

4. IlouckoBas  cucTeMa  HOPMATHBHBIX  IPABOBBIX  aKTOB  —
http://opb.ru/deloproizvodstvo;

5. IlouckoBasgs  cucreMa  HOPMATHUBHBIX  MPABOBBIX  aKTOB  —
www.funnycong.ru;

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

3.2.4. IlepeyeHb MPOrpaMMHOI0 o0ecnevdeHust

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/

15

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
JUCHMUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4YeHMSsI

PesynbTarsl 00yueHus

q)OpMBI U MCTOABI KOHTPOJISA U OLICHKH

3HaHus:

MOHATHC, LUCIIN, 3aJa491 1 IPUHIUIILI
JCJIOITPONU3BOJICTBA

OCHOBHBIC ITOHATHUA JOKYMCHTAITUOHHOT O
obecnieueHus YHPaBJICHUA

CHCTEMBI JOKYMEHTAL[HIOHHOIO 00ecreyeHus
YIIPABJICHUS

KJ'IaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO
JIOKYMEHTOB

OpraHM3alMIo JOKYMEHTO000pOTa: NpreMa,
00paboTKy, perucTpalnio, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATYpPY JIe

OIICHKA 10 UTOr'aM YCTHOT'O OIPOCa;
OLIEHKA IO Pe3yJIbTaTaM BbIOJIHEHUS
JIOKJIA/Ia;

OLIEHKA TI0 PE3yJIbTaTaM BBIIOJHEHUS
NPaKTUYECKON pabOThI;

OLICHKA 32 JIOMAITHIOI0 KOHTPOJIBbHYIO
paboty (amns 3a04HOI POpMBI
0o0yueHus);

OIICHKA 10 UTOT'aM 3a4era.

YmMmenus:

0(QOpMIISITh TOKYMEHTALMIO B COOTBETCTBUU C
HOPMAaTUBHOM 0a30ii, B TOM YHUCIIE C UCTIOJIh30BAHUEM
MH(OPMALIMOHHBIX TEXHOJIOTUI

OCBaMBaTh TEXHOJOTMH AaBTOMATU3UPOBAHHON
00pabOTKM JOKYMEHTAIHH

UCTIOJIB30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI
JIOKYMEHTOB

OCYHICCTBJIATH XPAHCHUC U ITIOMCK JOKYMCHTOB

HCIIOJIb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTUU
B AJICKTPOHHOM JTOKYMEHTOO0OpOTE

OIIEHKa 10 UTOT'aM YCTHOTO OIpOca;
OLICHKA IO Pe3yJbTaTaM BBITOJHEHUS
JIOKJIa/1a;

OLICHKA IO Pe3yJbTaTaM BBITOJTHEHUS
MPAaKTUYECKON pabOThI;

OLICHKA 33 JOMAIIHIOI KOHTPOJIEHYIO
paboty (s 3209HOH OPMBI
o0OyueHus);

OIIEHKA 110 UTOTaM 3a4eTa.

4.2. Meroaguueckne MaTepHuaJibl, ONpeaesiioniue nNpoueaypbl OeHNBaHUS
YPOBHSI C(POPMHUPOBAHHOCTH 3HAHUU U YMEHUM

4.2.1. Kputepuu ouieHUBAHMUS YCTHOTO OTBETA

KOTIHUYIHO»

«XOpouio»

«KYHAOBJICTBOPUTCIIBHO»

«HCYHOBJICTBOPUTCIIBHO»

oOydJaromuiicss 1aet
YEeTKHE, TPAMOTHBIE
pa3BepHYTHIE
OTBETHI HA
IIOCTaBJICHHBIE
BOIIPOCHI, IPUBOJIUT
IpUMEPHI U3
peanbHOU KU3HU;
MTOJTHO U
000CHOBAHO
OTBEYAET Ha
JOTIOJTHUTENbHBIE
BOIIPOCHI;

oOyyJaronuics qaeT
NPaBUJIbHBIC B
I1EJIOM TPaMOTHBIC
OTBETHI, HO IS
YTOYHCHHS OTBETA
TpeOyroTCs
HaBOISIIINE
BOTIPOCHI;
JIOCTATOYHO TOJTHOM
OTBCUACT HA
JOIIOJIHUTCIIBHBIC
BOTIPOCHI
HpI/I HUCITOJIB30OBAHUN

oOyyJaroruiics
MPaBUJIBHO H3JIaraet
TOJILKO 4acTh
Marepuala,
3aTPyAHSACTCS
[IPUBECTU IIPUMEPHI;
HEIOCTATOYHO YETKO M
MIOJTHO OTBEYACT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI;
IIpH UCITIO0JIb30BAHHUN
npodeccCHoHaNBHOM
TCPMHUHOJIOTUA

0Oy4Jaronuics n3jiaraet
OTBET C CYIIECTBEHHBIMU
OIIMOKAMH WITH
OTKa3bIBaeTCS OTBETHUTH
Ha MOCTaBJICHHbIE
BOIIPOCHI;

HE OTBEYAeT Ha
JIOTIOTHUTEIILHBIS
BOIIPOCHI;
npodeccuoHaNBHOMI
TEPMUHOJIOTUEN HE
BIIQ/ICET WM JOITYCKaeT
CYIIIECTBCHHBIC OMIMOKHU
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TPaMOTHO npodeCCHOHAIBHON JIOTTyCKaeT MIPU UCTIOJIb30BAHUH
UCIIONIE3YET TEPMHHOJIOTUI HE3HAYUTEIIbHBIC TEPMHHOB
OHATUHHBII JIOIYCKAeT OLINOKHU
anmnapar u HE3HAYUTEIIbHbIC
po¢eCCUOHATBHYIO OIIMOKHU
TEPMUHOJIOTHIO

4.2.2. Kpurepuu OllecHUBAHMSI PELICHUS] TECTOBBIX 3aIaHUH

«OTIUYHO» «XOPOIIO «YJIOBJIETBOPUTEILHOY» | «HCYIOBICTBOPUTEILHOY

BBIIIOJIHEHO 4/5 BBIIIOJIHEHO ¥4 BBIIIOJIHEHO OoJtee Y4 BBIIIOJIHEHO MEHEE
TECTOBOI'O TECTOBOT'O TECTOBOI'O MaTrepuasa [TOJIOBMHBI 3aJIaHUN
MaTepuasa MaTepuasa

4.2.3. Kputepuu ouleHUBAHMS BbITIOJTHEHUS IOKJIAT0B

«OTJINYHOY «XOpOIIO» «YJIOBJIETBOPUTENIBHO» | «HEYIOBIETBOPUTEIHLHO
TeMa pacKphiTa B TeMa pacKphiTa B TeMa PacKphITa He HE COOTBETCTBYET
IIOJIHOM 00beMe U LIE€JI0M TOJIHO, HOJIHOCTbIO, TE3UCHI U KpUTEPUAM
aBTOp CBOOOJIHO B | IOCJIEOBATENbHO U YTBEP)KICHUS HE «yIIOBJIETBOPUTEIHHO»
HEell OpUEHTUPYETCS, | JIOTMYHO, BHIBOJIBI JIOCTaTOYHO
[OCJIEIOBATENIbHO U | apryMEHTUPOBaHBHI, COIJIaCOBAaHBI,
JIOTUYHO, MaTepHall HO IIpH 3alIUTe apryMmeHTanus
JIOKJIa/1a aKTyaJeH 1 JIOKJIa/1a BBIBOJIOB
pasHooOpaseH oOyuarouiics B HEZ0CTaTOYHO
(mpoaHaJIM3UPOBaHbl | OCHOBHOM YHUTAJl 000CHOBaHa, J10KJIa]]
HECKOJIBKO JIOKJIaJl ¥ HE JaBail BBINOJIHEH Ha
pa3INYHbIX COOCTBEHHBIX OCHOBaHUHU
HCTOYHUKOB) MOSICHEHMUI; €IMHCTBEHHOTO
BBIBO/JIbI oOyyarommuics UCTOYHUKA, HA
apryMeHTHPOBAaHbI, HEJ0CTaTOYHO BOIIPOCHI
o0yyaromuics IIOJIHO U YBEPEHHO npenojaBaTess
OTBETUJI Ha OTBeYas Ha BOIPOCHI ayJIUTOpUU
BOIIPOCHI Ipenojasareins u oOyyaromuiics He
npenoaaBaresns u ayIuTOpUU OTBETHUJI
ayIUTOPUH

4.2.4. Kputepuu OLleHUBAHUS BbITIOJHEHUsI MPAKTHYECKOiIi padoThI

«OTIMYHO «XOpOIIO» «yJIOBJIETBOPUTEIHHOY» | «HEYIOBJIETBOPUTEIHEHO
MIOJTHOE | MIPH BHITIOJIHEHUH | YACTUYHO MPABWIILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJJaHu’ BBITTOJIHEHUH 33 JaHUH KPUTEPHSIM OLIEHKU
BBITTOJTHEHHE PaKTUIECKON MPaKTUIECKON «yJIOBIIETBOPUTEIHHOY
3alaHui paboThI OBLIH paboThI,
MPaKTUYECKON JIOIYIIEHBI HeloCTaToYHas
paloThl, MOJPOOHAsE | HE3HAYMTENbHbIE | apryMEHTAlMs CBOETO
apryMeHTanus OLINOKH, UMEET

CBOET0 PEIIEHU,
XOpolIee 3HaHue
TEOPETUYECKUX

MECTO JIOCTaTO4Has
apryMeHTanus
CBOETO pelIeHus,

ACIICKTOB PCHICHUA.

XOopomee 3HAHUEC

OTBETA, 3HAHHE

OTIPENICIICHHBIX

TEOPETUYCCKUX
aCIIEKTOB

BBIINMOJIHACMBIX
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TEOPETUUYECKUX 3aJaHUuN
aCIIEKTOB
BBIITOJIHIEMBIX
3aJaHuH

4.2.5. Kputepuu ouieHUBaHMsI BHEAYIMTOPHOH CaMOCTOSITEIbHOMH PadoThI
o0y4aromuxcst

Bumamu 3amaHuii s BHEAyAUTOPHOW CaMOCTOSITEIBHOH padOTHl MOTYT
OBITh:

- JUIsl OBJIQJICHUSI 3HAHUSIMH: YTE€HHE TEKCTa (y4eOHHKA, MEPBOMCTOYHHKA,
JIOTIONIHUTENBHON JINTEPATyphl); COCTaBJICHHE IUJIaHA TEKCTa; TpadudecKoe
U300paKeHHE CTPYKTYPhl TEKCTA; KOHCIEKTUPOBAHUE TEKCTA; BHITUCKU U3 TEKCTA;
paboTa co clOBapsiMM M CIPaBOYHUKAMU; O3HAKOMJICHHE C HOPMAaTHBHBIMU
JOKYMEHTaMH; Yy4eOHO-HCCIIe[JOBaTeNbCKasi paboTa; HUCHOJIb30BAHUE ayAHO- U
BUICO3AINCEN, KOMITBIOTEPHOU TEXHUKUA U IHTEpHETA U 1Ip.;

- JUIsL 3aKpelyieHUs] M CHCTEMaTH3allid 3HaHUM: paboTa C KOHCIIEKTOM
aexkuuu (00paboTka TeKcTa); MOBTOpHAs paboTa Haja Yy4yeOHBIM MaTepuanioM
(yueOHUKA, TIEPBOMCTOYHUKA, JIOMOJHUTEIBHOM  JHUTEpaTyphl, ayauo- U
BUJIC03aIMCEN); COCTABJIEHUE IJIJaHA U TE€3UCOB OTBETA; COCTABICHHE TaOJIUIL JUIs
CUCTEMATU3AlMK Y4YeOHOro MaTrepuaya; M3y4eHHEe HOPMATHUBHBIX MaTepHaOB;
OTBEThl HA KOHTPOJBbHBIE BOIPOCH; aHAIUTHYECKas o00paboTKa TeKcTa
(aHHOTHMpOBaHUE, PELEH3UPOBAHUE, PePEPUPOBAHUE, KOHTEHT - aHAIU3 U Ap.);
MOJATOTOBKAa COOOUIEHWI K BBICTYIUIGHHIO Ha CEMHUHAape, KOH(EpEHIINH;
MOATOTOBKAa pedeparoB, JAOKIAA0B; COCTaBlIeHHE OuOnanorpaduu, TeMaTUUYECKUX
KpPOCCBOPJIOB; TECTUPOBAHUE U [IIP.;

- 1y GOPMHUPOBAHUS YMEHUMN: pellIeHUe 3a/1a4y U YIpaKHEHUH! 1Mo o0pasily;
pelleHrEe BapUaTUBHBIX 334a4 W YOPAKHEHMM; pEIICHHE CHUTYalHOHHBIX
IPOU3BOACTBEHHBIX (MPO(ecCHOHANBHBIX) 3a/1a4; MOArOTOBKA K JIEJIOBBIM UIpaMm;
IPOCKTUPOBAHWE W  MOJEIMPOBAHME  Pa3HBIX BHUJOB U  KOMIIOHEHTOB
poecCHOHANILHOM NESITEIbHOCTH.

Buael 3amanuii a1y BHEAyJIMTOPHOH CaMOCTOSITEIBHON paboThl, HX
COJIep)KaHUE U XapaKTep MOTYyT MMETh BapUaTUBHBIN M JuddepeHurnpoBaHHBIN
XapakKTep, YUYUTHIBaTh CHEUU(UKY CHEIUAIbHOCTH, H3Yy4YaeMON JUCIUIUIMHBI,
WHIUBUYaJIbHBIE 0COOEHHOCTH 00y4aroIIerocs.

IIpu npenbsABiIeHUN BUIOB 33a1aHUM Ha BHEAYAUTOPHYIO CaMOCTOSTEIBHYIO
paboTy pEKOMEHIYeTCs HUCIOJb30BaTh IU(DPEpeHIMpPOBAHHBI TOAXOA K
oOyuaromumcsi.  Ilepen  BbImoNHEHWEM  OOyYarOUIUMUCA  BHEAyJUTOPHOMN
CaMOCTOSITENILHOM ~ paboThl  MpernojaBaTelb  MPOBOJUT  HHCTPYKTaX IO
BBINIOJIHEHHUIO 33J]aHUsl, KOTOPBII BKIIFOYAET LEb 3aJaHUs, €r0 COJAEPKAHUE, CPOKH
BBITMIOJIHEHUsI, OPUEHTUPOBOYHBIH 00beM pabOThl, OCHOBHbIE TpeOOBaHHUA K
pe3ynbrartaMm  pabOThl, KpUTEpUUM OLEHKH. B  mpoumecce HMHCTpyKTaxa
IpenojaBaTesib MpeAynpekaacT OOydYaloIIUXCsl O BO3MOXKHBIX THIHYHBIX
OIIMOKaX, BCTPEUAIOIINXCS TPU BBINOJHEHUH 3a7aHusl. IHCTPYKTaX MPOBOIUTCS
npernojaBaTesieM 3a Cc4YeT 00beMa BpEeMEHH, OTBEACHHOIO Ha H3yueHHue
JUCUUTUTUHBI.
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Bo BpeMs BbINoHEHHST 00YYAIOIIMMUCS BHEAYIUTOPHON CaMOCTOSATEIbHOM
paboThI ¥ MpU HEOOXOAMMOCTH TMPEMNO/IaBaTeNIb MOKET MPOBOAUTH KOHCYJIbTAIIUU
3a cyeT o01Iero OrPKeTa BpeMEHH, OTBEICHHOTO Ha KOHCYJIbTAIlUU.

CamocrosiTenbHasi paboTa MOMKET OCYIIECTBISATHCS HHIUBUAYAIbHO WITU
rpyniaMy o0y4arluxcsi B 3aBUCUMOCTH OT LENH, 00beMa, KOHKPETHOM TEMaTUKU
CaMOCTOATENBbHOM padOThl, YPOBHS CIOKHOCTH, YPOBHSI YMEHHUI 00y4YarOIIMXCH.

KouTtponb pe3ynpTaTOB  BHEAyAUTOPHON  CaMOCTOSATEIBHOM  pabOTHI
00y4aromuxcss MOKET OCYIIECTBISITHCS B MpEJesiax BPEMEHHU, OTBEACHHOIO Ha
oOsi3aTenbHBIE  y4eOHbIE 3aHATHS 1O JUCHUIUIMHE U BHEAYJUTOPHYIO
CaMOCTOSITENIFHYIO paboTy O0y4arommxcs Mo AUCHUIUIMHE, MOKET MPOXOAUTH B
MMCbMEHHOM, YCTHOM WJIM CMEIIAHHOW (popMe, ¢ MpPE/ICTaBICHUEM W3IENus WM
MPOIYKTa TBOPUECKOMN JEATEIHHOCTH 00YUaroIIerocs.

KpurepusiMmu oO1eHKM pe3yJbTaTOB BHEAYAUTOPHOM CaMOCTOSITEIBHOU
paboThI 0O0YYAIOIIETOCS SBIISIOTCS:

- YPOBEHBb OCBOEHUS 00yUaroIUMCsl y4eOHOTr0 MaTepuaia;

- yMeHHEe OOy4alollerocs HCIOJIb30BaTh TEOPETUYECKUE 3HAHUS IPH
BBIMIOJTHEHUH MTPAKTUUECKUX 3a71a4;

- c(OpMHUPOBAHHOCTH O0IIEYYEOHBIX YMEHUI;

- 000CHOBAHHOCTb M YETKOCTh U3JI0KEHUSI OTBETA;

- ohopMIIeHHE MaTepuaia B COOTBETCTBUU C TPEOOBAHUAMH.

4.2.6. Kputepuu ouleHNBaHUS BbINOJHEHUsI JOMANIHEH KOHTPOJIbHOH padoThl
(ns1st 3a04uHOM PopMBbI 00YUECHMST)

«OTJINYHO» «XOpOILO» «YAOBJIETBOPUTENIBHO» | «HEYIOBICTBOPUTEIBHO
IIOJIHOE H IIOJIHOE U YaCTUYHO MTPABUJIIBHOE | JAOMAIIHAS KOHTPOJIbHAS
IIPaBUJIBHOE [IPaBUIILHOE BBIITOJIHCHUM 3aJaHUN pabota He
BBIITOJIHEHUE BBIIIOJIHCHHE JIOMAIIHEN IIPEIOCTABIICHA
3aJJaHUi JOMaIlHEeH | 3aJaHuil JoMalIHed | KOHTPOJbHOM paboThl, 00yJaromuMcs Uiu
KOHTPOJIBHOU KOHTPOJIBHON HEKPUTHYECKHUE ITOJIHOCTBIO HE
paboThl, rpaMOTHOE paboThI, OLIMOKH B COOTBETCTBYET
IIOCTPOEHNE HE3HA4YUTEIIbHBIE odopmiieHnH padboTHl, TpeOOBaHUSM,
OTBETOB, OLINOKU U JIOTIOJIHUTEIIbHBIC IIPEABABISIEMBIM K €€
odopmieHue IIOTPEIHOCTH B Hay4HbIC U odopmiieHHIO U
paboThI B MOJTHOM opopmieHnn HOPMaTUBHBIE COZIEPKAHUIO
COOTBETCTBUH C paboThl, HMCTOYHUKHU HE
IIPEbABIAEMBIMU JIOTIOJIHUTEIIbHBIE HCIIOIb30BAIIUCH
TpeOOBaHUSIMU Hay4HbIC U
HCIIOJIb30BAaHUE HOpMaTHUBHBIE
JOTIOJTHUTEIIbHBIX VMCTOYHMKHU HE
Hay4YHBIX U UCIIOJIb30BAJIUCh
HOPMaTUBHBIX
HMCTOYHUKOB
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4.2.7. Kputepuu onieHUBaHMs 3HAHUH ¥ YMEHHH MO UTOram
OCBOEHMS TUCIUTLITHHBI

[TpomexxyTouHast aTrrectanusi (MTOTOBBI KOHTPOJIL) MPOBOAUTCS B (hopme
3ageTa B XOJI¢ PK3aMEHAIMOHHOU ceccuu. K 3adeTy momyckaroTcs oOydaronruecs,
YCIEUIHO BBIMOJHUBIINE BCE BHJBl OTYETHOCTH, TMPEIYCMOTPEHHBIE IO
JUCLIUIUIMHE Y4E€OHBIM IJIaHOM. B Xoje 3adeTa mpoBepsieTCs CTENEHb YCBOCHUS
Marepuaga, yMEHHE TBOPUYECKU U MOCIEA0BATENBHO, YETKO U KPaTKO OTBEYaTh Ha
MOCTABJICHHBIC BOIPOCHI, JI€NIaTh KOHKPETHBIE BHIBOABI W (HOPMYIHPOBATH
00OCHOBaHHBIE MTPEATIOKEHUSI.

B Xo1e uToroBoro KOHTpOJISI aKIIEHT JEIaeTCs Ha MPOBEPKY CIOCOOHOCTEH
oOydJaromuxcss K TBOPYECKOMY MBIIUICHUIO M HCIOJb30BAHUIO TOHSATUMHOTO
ammapara  JUCHUIUIMHBI B pemIeHHMH  MpodeCCHOHAIBHBIX  3a7a4 110
COOTBETCTBYIOIIEH CITCIIUAIBHOCTH.

3HaHUs, YMEHUS W HABBIKM OOYyYaIOIIMXCS Ha 3a4eTe OLEHUBAIOTCS IIO
CUCTEME «3auTeHO», «HEe 3auTeHo». OneHka OOBBISETCS OOydYaroIIeMyCs TI10
OKOHYAHUHU €ro O0TBeTa Ha 3auere. [lonokuTenpHas oleHKa («3a4TEHO)) 3aHOCUTCS
B 3a4Y€THO-DK3aMEHAIIMOHHYI0 BEJAOMOCTh M 3a4Y€THYH0 KHHUXKY JIMYHO
npenojasareneM.  OleHKa  «HE  3a4T€HO»  NIPOCTABISIETCA  TOJIBKO B
AK3aMEHAIIMOHHYIO BEJIOMOCTb.

O6muMU  KpUTEPUAMH, ONPEACNISIIONIMMHA OIIEHKY 3HAaHMM Ha 3adere,
SBJISIIOTCSI:

«3a4uTeHo «He 3aureno
JaHbl B OCHOBHOM IIPaBUJIBHBIC OTBCTHI HA BCC HEC BBIITIOJIHCHBI Tpe60BaHI/IH,
IMOCTAaBJICHHBIC BOIIPOCHI; COOTBCTCTBYIOIIHUEC OLICHKE «3aUTCHO».

MIPaBWJIbHO PEUICHBI IPAKTHUUECKUE 3aJaHUS;
B OTBETAX B OCHOBHOM BBIJIEJISAJIOCH [VIABHOE,
[IOKa3aHO YMEHUE aHAJTU3UPOBaTh (DaKTHI,
COOBITHS, SIBJICHUS, TIPOLIECCHI B MX
B3aMMOCBS3H U TUAJIEKTHUECKOM Pa3BUTHH.
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