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1. OBIIASI XAPAKTEPUCTUKA PABOYEHN ITPOI'PAMMBbBI
JANCHUITIJINHBI

OIT11.06 JokyMeHTAIIMOHHOE 00ECIICYEHHUE VITPABJICHUS
(MHJEKC, HANMCHOBAHUE JTUCITUTIIMHBI)

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMbl

Pabouas mporpamMMa IUCHUIUTUHBI pa3zpaboTaHa Ha ocHoBe dexepanbHOTO
TOCY/IapCTBEHHOTO 00Pa30BAaTENBHOTO CTaHJAApTa CPEAHET0 MPOECCHOHATHLHOTO
obpazoBanust 38.02.01 DxoHOMHKA W OyXrairepckwid (y4eT MO OTpPaCisiM),
yTBEpXKACHHOTO mpukazoM MuHoOpHayku Poccum ot 05.02.2018 Ne 69, u
SBIISIETCS.  YacThi0  00pa3oBaTENbHOM  MporpaMMbl B YacTHU  OCBOCHUS
COOTBETCTBYIOmMMUX 00mux kommereHnui (mamee — OK) m mpodeccrmoHambHBIX
kommneTeHui (nanee — [1K):

Kon
HaumMmeHoBaHVEe KOMIIETEHIIUN
KOMIIETECHLINH
OK 1 BriOupaTh criocoObI pericHus 3a1a4 1pohecCHOHaIbLHOMN IeITCIIBHOCTH

IIPUMCHUTCIIBHO K PA3JIMYHbIM KOHTCKCTAM

Mcnonp30BaTh COBPEMEHHBIE CPEICTBA MIOMCKA, aHAIN3a U HHTEPITPETAI[UH
OK 2 uHpopMaIMy ¥ HHGOPMAIIMOHHBIC TEXHOJIOTHH JIUIS BBITOIHEHUS 33124
podecCHOHATLHOM NI TEIILHOCTh

[TmaHupoBaTh U PeaIn30BbIBATE COOCTBEHHOE MPOPECCHOHATBHOE H TMYHOCTHOE
pa3BUTHE, NPEANPUHUMATEILCKYIO IEATCILHOCTD B IPOodeCCHOHAIbHOM cdepe,

OK3 UCIOJIb30BaTh 3HAHUS 110 (PMHAHCOBOW I'PaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX
CUTYyalus

OK 4 D¢ dexkTuBHO B3aMMOIEHCTBOBATh U Pa0OTaTh B KOJJICKTHUBE U KOMAH/JIE
OcCyIecTBIATh YCTHYIO U TUCBbMEHHYIO KOMMYHHUKAIUIO

OK 5 Ha rocynapcTBeHHOM si3bike Poccuiickoit deaepannu ¢ yauetoM 0coOeHHOCTEH
COIIMAIBHOTO M KYJBTYPHOIO KOHTEKCTa

0K 9 [Tonb3oBatbes mpodeccnoHanbHOM TOKyMEHTalMel Ha TOCyAapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

IK 1.1 OO6pabaTbIBaTh NEPBUYHBIE OYXTaITEPCKUE JOKYMEHTHI,

1.2. MecTo IMCHUILIMHBI B CTPYKTYype 00pa30oBaTesibHOI MPOrpaMMbl

Hucnnmmnaa «OIIL.06 JlokyMeHTanMoHHOE OOeCIeueHue YyIpaBICHUS
OTHOCHUTCS K TUCHUITUHAM 00IIeNpoeCCHOHATBHOTO ITUKIIA.

Bbazupyercsa Ha panee uzydeHHbix aucturuinHax: «OII.11 MenemxmeHT?,
«OIN.01 DOxonomuka opranuzamuny, «OIII.10 Cratuctuka», «OIILL.08
NHpopMallMOHHBIE  TEXHOJOTMM B Npo(ecCHOHANbHON  aesTenbHOCTH/
AnantuBHble ~ WHGOPMAIMOHHBIE  TEXHOJOTMM B TIpodecCUOHATbHOU
JESATEIIbHOCTI.

1.3. I_Ie.]'lb ! IVIAHUPYEMbIC PE3YyJ/bTaTbl OCBOCHUA TUCHHUIIJIHHDBI
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HGHB AUCHUIUIMHBI: HAYYUTb 06yqa}011mxc>1 INIOHUMAaThb CYHIHOCTb, ICJIH,
3aladi W MOPUHIOUIIBI ACIOIIPOHU3BOACTBA C HMCIIOJb30BAHUCM I/IH(bOpMaIII/IOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTUH B HpO(i)CCCHOHaHLHOfI JACATCIIBHOCTH.

B pe3ynbpraTe 0CBOSHUS IUCHUIUIMHBI O0YYaIOUIUIICs TOJIKEH YMETh!

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

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

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

- OCYILIECTBIIATh XPAaHEHHUE U MOUCK TOKYMEHTOB (Y4);

- HCIOJIb30BaTh TEIEKOMMYHHUKALIMOHHBIE TEXHOJOTHH B 3JIEKTPOHHOM
nokymeHToooopoTe (Y5).

B pe3ynbraTe 0CBOEHUS NUCHUIUIMHBI O0YYaIOUIUIICs TOJKEH 3HATh:

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

- OCHOBHBIE MOHATHUS TOKYMEHTALIMOHHOTO 0OecrieueHus ynpasieHus (32);

- CUCTEMBbI JOKYMEHTAIIMOHHOTO obecrieueHus ynpasieHus (33);

- KaccuuKanuio JOKyMEHTOB (34);

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JOKYMEHTOB (35);

- OpraHu3aluio JOKYMEHTO0OOpOoTa: mpuema, oOpabdOTKy, perucTpaunuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKIIATypy Aei (36).
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2. CTPYKTYPA U COAEP KAHUE JUCIIUITJIMHBI

2.1. O0bem TUCUMILIUHBI U BUABI y4e0HOI padoThI AJ1s1 04HOH GOpMBbI

00y4eHus

Bun yaeOHOM paboThI OO6bem yacoB
MakcumanbHas yueOHast Harpy3ka (BCEro) 36
O0s13aTenbHbIE ayAUTOPHBIE YUEOHBIE 3aHATHUS (BCETO) 34
B TOM YHCJIE:

JIEKITUHA 16

MPAKTHUYECKHUE 3aHATUS (B TOM YHCIIC TPOMEKYTOUYHAS ATTECTALIHS) 18
Koncynbranuun -
CamocTosTenpHas pabora o0ydaromierocs (BCero) 2
B TOM YHCJIE:

M3y4EHUE KOHCIIEKTOB JIEKIIMI U PEKOMEHI0BAHHOM JINTEPATYPHI 1

MOITOTOBKA JTOKJIAJIOB 1
[TpomexyTouHas arrecranus B GopMe Jpyroro BUja KOHTPOJIS 4

2.2. O0beM TUCHUILIMHBI U BUJBI Y4eOHO# padoThl /15 3204HOH (PopMbI

00y4eHus

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

JCKIMH -

MPAKTUYECKHE 3aHATH (B TOM YHCIIC TIPOMEXYTOYHAsI aTTECTaIHsl) 8
CamocTtosarenbHas pabora o0ydaromerocs (Bcero) 28
B TOM YHCIIE:

M3y4eHHe KOHCIIEKTOB JIEKIUI U PeKOMEH/I0BaHHOM JIUTEpaTyphl IS 10
MOJTOTOBKH K MPAKTUYECKUM 3aHSATHIM, 3a4ETy

BBITIOJTHEHHUE U 3aIUTa JJOMAIlIHEH KOHTPOJIbHOM pabOThI 18
ITpomesxyTouHas arrectanus B popMe Jpyroro BUja KOHTPOJIs 3




2.3. TemaTu4yecKuii JIAH U COAEPKAHNE TMCUMILUINHBI JJI1 04HOM (popMbI 00yUeHUs1

Konp! koMIteTeHITNH,

HanmenoBanwme pasenoB O06BemM (hopMHEpOBaHHIO
Copnepxanne yueOHOro MaTepuaia v GOpMbI OpraHU3aMH AATEILHOCTH 00yYarOIuXCs
U TeM 4acoB | KOTOPBIX CLIOCOOCTBYET
JJIEMEHT NPOrpaMMBbl
Copep:xanne yueOHOTO MaTeprala 4
Jlexun
1. lousTas «MHPOPMALIUS» U «ITOKYMEHT.
Pones wuHboOpManmmu B COUUATBHO-PKOHOMHUYECKHX MPOIECCax. [NonndyHKIHMOHATHLHOCTD
nokymenrta. Mudopmanonnas, KOMMyHUKAaTUBHAsL, COLMAJbHAs, KyJIbTypHas, yIpaBlieHUECKasl,
NpaBoBas, HCTOpHYECKass M Apyrue (GYHKUMH IOOKyMEHTOB. IloHSATHE O IOKyMEHTHPOBAaHHH.
OcHOBHBIE CHIOCOOBI JOKYMEHTHPOBaHUs. MarepuanbHble HOCUTENIH HH(QOpMAIK U UX BIUSHHE 2
Tema 1.CymiHocts Ha JIOJITOBEYHOCTb M COXPAHHOCTh JOKYMEHTA. 3aKOHOJATENbHBIE aKThl, PErjJaMEeHTHPYIOLINE
JIOKYMEHTAIIHOHHOTO OpraHu3aluio padoOThl C JOKyMEHTHpoBaHHOW wuH(popmanued. HopmartuBHO-MeToaMuecKue OK 1-5. OK 9. TIK 1.1
oOecrieyeHust JOKYMEHTBI, PETJIAMCHTUPYIOIINE TMOPSAOK BBIAYM M TpPeOOBaHUS K OQOPMIICHHIO KONHH B ’ ’ ’
yIpaBIICHUS OpraHu3alyax, KOTOPHIC SIBISIOTCS aBTOPaMH JOKYMEHTOB. OCHOBHBIE HOPMATHUBHBIC AaKThI,
perIaMeHTUPYIOINE JOKYMEHTHPOBAHUE YIPABICHUYECKON AESTEbHOCTH.
[IpakTudeckoe 3aHsATHE
1.YcrHsriit onpoc. 2
Juckyccus 1o poxsany
CamocrosTenpHast paboTta 00yyaromumxcs
1.Pabota c peKOMEH/IOBaHHON Y4eOHOI TUTEpaTypo; -
2.IloarotroBka JOKJII0B HA TEMBI: «JTalbl HCTOPHS Pa3BUTHS JEJIONPON3BOJICTBA B Poccumy.
Conepxanue yueOHOro Marepuana 4
Jlexun
Tema 2. 1. XapakTepucTuKka 1 COCTaB OPraHU3aIIMOHHBIX JIOKYMEHTOB.
YnpasneHndeckas XapakTepuCTHKa ¥ COCTaB PACHOPSIUTENBHBIX JIOKYMEHTOB. XapaKTEepUCTHKa W COCTaB
noxkymeHTanus. @yHKknuu | ”HQOPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB. YHU(HKAIMi W CTaHAapTU3ALMs. [onsitue
yIpaBlieHYECKON «cucTeMa JOKyMEHTaluuw», e€ NpU3HaKH. OyHKIMOHATBHBIE W OTPAcieBblE CHUCTEMBI
JOKYMEHTAIIHH. JnokyMmeHTanuu. [loHATHE «yHU(HIUpOBaHHAS CHUCTEMa JOKYMEHTalun». [ ocymapcTBeHHbIE 5 OK 1-5,0K9,TIK 1.1
YHuduuupoBaHHbIe CTaHJapTHl Ha YHU(PHULIUPOBAHHbBIE CUCTEMBI TOKYMEHTAIMH, PEriaMeHTHPYIOLIHNE O0IUe [TpaBuia
CHCTEMBI X pa3pabOTKW W mocTpoeHus Qopmynspa-oopasna. [lonsrtue «yHudummpoBanHsle (Gopmsbl
YIpaBIEHYECKOM nokymeHnToB. OOmiepoccHiicKue M OTpaclieBble yHUGDUIMpPOBaHHBIE (OPMBI JIOKYMEHTOB;
JOKYMEHTAIIHH. yHU(UIMPOBaHHBIE (OPMBI JIOKYMEHTOB MPEIINPUITHS, TOPSJAOK WX BBEJCHUS B JICHCTBUE.

Pacnpenenenue coctaBa BUIOB M PA3HOBUIHOCTEH NOKYMEHTOB OIMpPEAEIEHHOTO KOMILIEKCA IO
3ajadaM yrpaBiaeHus.  Buapl xomwmid. TpeGoBaHus K O(QOPMIICHHIO Pa3IWYHBIX BUIOB KOIHH
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JIOKyMeHTOB. HoOpMaTHBHO-METOIUYECKHUE JOKYMEHTHI, PErIaMEHTHPYIOUIUE TMOPSAOK BBIIAYH U
TpeOoBaHMs K 0(OPMIICHHIO KOTTHI B OpraHU3aIlVsIX, KOTOPbIE SBISIOTCS aBTOPAMH JOKYMEHTOB.

TIpakTrHueckoe 3aHATHE
1.JIexuus ¢ pa30bopOM KOHKPETHBIX CUTYaIHH.
OO6cyxIeHne noKIana.

CamocTosiTenpHas paboTa 00yJaromIuXCs

1.Pabota c HOpMATUBHBIMHU aKTAMH

2.I0ATrOTOBKa JAOKIagoB Ha TeMmbl: «Kmaccudukanus ynpaBlieHYECKHX JOKYMEHTOB IO
comepaHmio (IO BHAAM  JESTENBHOCTH)  OPraHW3alMOHHBIC,  PacHOPSIUTENBHEIC,
MH()OPMATMOHHO-CIIPABOYHBIEY.

Tewma 3. [lonstue
«PEKBHU3HUT JOKYMEHTa».
CxeMa pacnoJioKeHHUs U

XapaKTepUCTHKa

PEKBU3UTOB

ConeprkaHue yueOHOro MaTepuaia

Jlekun

1. TIoHATHE «PEKBUBHUTY.

[TocTosiHHBIC W MEPEMEHHBIE PEKBU3UTHI, HOPSIOK MX HAHECEHHUS] IPU COCTABICHUM JOKYMEHTa
win pabdore ¢ HuM. [IpaBuna odopmieHus] peKBU3UTOB. YTJIOBOE U MPOAOIBHOE PACTIONOKEHHE
PEKBU3UTOB IOKyMeHTa. CTpyKTypa JOKYMEHTA.

[IpakTHueckoe 3aHaTue
1.0dopmieHHE TOKYMEHTA C UCIOJIb30BAaHUEM PEKBU3UTOB JIOKYMEHTA
Tect

CamocrosTenpHas paboTta 00yyaromumxcs

1.PaGoTa ¢ HOpMaTUBHBIMU aKTaMH

2.IlpakTukyM: mpaBuWia OQOPMIICHHS PEKBH3HTOB, YIJIOBOE W TPOJOJIBHOE PACIONOKEHHE
PEKBU3UTOB JIOKYMEHTA

OK 1-5,0K 9, IIK 1.1

Tema 4. OcHoBHBIE
yIpaBlieHYECKUE
JOKYMEHTBI, COCTaBJICHHE
1 oopmIIeHHE

Copnepxanue yueOHOro Marepuana

Jlexun

1. CocraBnieHre 1 opopMIICHHE OCHOBHBIX YIIPABIEHUECKUX JIOKYMEHTOB!

YcraB, MONOKEHUE O CTPYKTYPHOM I0/Ipa3/ieiieHUuH, MPOTOKOJIBI, aKThI, 3aKIIFOUEHHS, CITy>KeOHbIe
3aIMCKH, JOKJIa b, IJIaHbl, 0030pHI, CIIPABKH, THChMa U JIP.

IIpakTnueckoe 3aHsTHe
1.0dopmiieHre O1aHKa OpraHU3aIUU
OdopmiieHne pacopsAUTENbHBIX JOKYMEHTOB.

CamocrosTensHast padoTta 00yyaromumxcs
1.IToaroroBka K mpoBepodHON paboTe, paboTa C HOPMATHBHBIM MaTEPHAIIOM.
2.IlpakTukyM: ohopMIIEHHE CITY>KEOHBIX IMMCEM U JIPYTUX OMEPATUBHO-CIIPABOYHBIX JIOKYMEHTOB

OK 1-5,0K 9, IIK 1.1

Tema 5. Opranuzanus
JOKyMEHT0000pOTa

Copepxanne yueOHOTO MaTepuana

Jlexmn

1. TTonaTre nOKyMEeHTOOOOPOTA.

OCHOBHBIE TIOTOKH YTPABICHYECKUX JOKYMEHTOB: BXOJSIIINNA, WCXOJIANINA, BHYTPEHHHUH.
JIBrokeHHE BXOJMIIMX YIPABICHYSCKUX JOKYMEHTOB: IEepBUYHAs 00pabOTKa, pErucTparms,

OK 1-5,0K9,IIK 1.1
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pacCMOTPEHUE PYKOBOJACTBOM OpraHusanyu, I1ncepcaada Ha HCIIOJIHCHHUC, KOHTPOJIb 3a
HCIIOJIHEHUEM, CIIMCaHUE UCTIOJTHEHHOTI'O JOKYMEHTA B CJIO.

DTarbl MPOXOXKACHUA UCXOAAINX JOKYMCHTOB: MOATrOTOBKA IPOCKTA, COIJIaCOBAHUEC, nopa60TKa
110 3aMCUYaHHUAM, pCTUCTpAald U OTIIPABKaA.

TIpakTUueckue 3aHsATUA

1.IlonaTne tOKyMEeHTOO0O0pOTA.

OCHOBHBIE IOTOKHU YIPABIECHUYECKUX JOKYMEHTOB: BXOSIINHN, UCXOSIINHN, BHYTPEHHHH.
OdopmiieHne pacnopsAUTENbHBIX JOKYMEHTOB.

CamocTosiTenpHas paboTa 00yJaroIuXCs
1.PaboTa ¢ HOpMaTHBHBIMU aKTaMH

Tewma 6.
Jenonpoun3BocTBO B
KaJIpOBOH ciryx0e

ConeprkaHue yueOHOro MaTepuaia

Jlekun

1. YaudumpoBaHHas cucTeMa OpraHH3alHOHHO-PACTIOPSANTEIBHON TOKYMEHTAINH 110 KaJpaM.
JlokyMeHTanus TpyIOBBIX OTHOIICHHH B KaJpPOBHIX ciyk0ax. COCTaB JOKYMEHTOB IO JIUYHOMY
cocraBy. CocraBieHue u ohopMIICHHE 3asiBICHHN, TPYJOBOTO JOTOBOpa (KOHTPAKTa), JIMYHOU
kapToukn (opmel T2, mpuka3oB MO Kaapam, XapaKTepUCTHKH pabOTHHKA, aBTOOWOTrpaduu
pabOTHHKa, aHKETHl pabOTHHWKA, JMYHOrO Jjena paboTHWKa. TpynoBas KHIDKKA: BbITaya,
odopmienue, xpanenue. @opMupoBaHHE M HOMEHKJIATYpa JIe] [0 KaJpam.

[IpakTuueckoe 3anaTHe

1.PaboTa B MaJIbIX TPYIINAX: 3TAMbI MPOXOXKIACHUS NUCXOASIIUX JOKYMEHTOB, ITOJATOTOBKA MPOEKTa,
corjacoBaHme, 10pabOTKa [0 3aMEeUaHUsIM, PETUCTPAITUS U OTIIPaBKa

PopmMupoBaHNE 1 HOMEHKJIATypa Jell 0 KaJpaM.

CamocrosTensHast paboTa 00yJarommxcs
1. Pabora c TOTIOTHUTENEHON TUTEpaTypoH.

OK 1-5,0K 9, IIK 1.1

Tema 7. Texauueckoe
obecriedenue paboThI ¢
YIIPABJICHYECKUMHA
JOKYMEHTaMH.

Copnepxanue yueOHOro Marepuana

Jlekun

1. OOmast xapakTepuCTUKa M BUABI OPraHU3AI[MOHHBIX TEXHMYECKHUX CpeACTB. llepcoHanmbHbIE
KOMITBIOTEPHI B COBPEMEHHOM Jesonpoun3BoAcTBe. [lopsaok opraHuzannu J0KyMEHTOOO0OpOTa ¢
HUCIIOJIB30BaAHUEM Cpe€acCTB TCJICKOMMYHUKAIUU. ABTOMaTI/I3I/IpOBaHHBIe CHUCTEMBI
JIOKYyMEHT0000poTa.

CamocTosiTenbHas paboTa 00yJarouxcs

1.PaGoTa ¢ HOpMaTUBHBIMU TIPABOBBIMU aKTaMH

2.IlonroroBka gokinagoB Ha TeMmy: «llepcoHajbHBIE KOMIIBIOTEPHI B  COBPEMEHHOM
JIEIIONTPOU3BOJICTBEY.

OK1-5,0K09,IIK 1.1

Tema 8. Cucremarusamus
Y XpaHEeHHe
YIPaBICHUIECKUX
JIOKYMEHTOB

CopeprxkaHne yueOHOTO MaTepuana

Jlexmn

1. HomeHnkiatypa gen.

TpeboBanus [ocymapcTBEHHOW CHUCTEMBI JIOKYMEHTAIMOHHOTO OOCCIICUCHHS VYIPABICHUS K
COCTaBJICHUIO HOMeHKJIatyphl jaen. CojepxaTelbHas 9acTh HOMEHKIATYpPBI JeN: WHACKCHI JEl,

OK 1-5,0K9,IIK 1.1
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3arOJIOBKHU JIeJ, KOJTUYECTBO /e, CPOKU XPAHEHUS M HOMEP CTaThU IO MEPEUYHIO, MPUMEUYaAHUS.
®dopmuposanue Aen. [lpusHaku 3aBeneHus nen. Tpeboanus k GopmupoBanuio aen. [IpaBuia
TPYIIIUPOBKY JOKYMEHTOB Jieia TI0 BUAAM U XpoHOJoruu. [loaroroBka 1OKyMEHTOB K apXUBHOMY
XpaHEHUI0. ODKCIEPTH3a LEHHOCTH IOKyMeHTOB. CocCTaBlieHHE ONUCEH NJsl MOCTOSHHOTO U
BPEMEHHOTO CPOKOB XpaHEHHUS JOKYMEHTOB, JIeJ 10 JIMYHOMY COCTaBy. AKTBHI O BBIZEIIEHHUH K
YHHUYTOXKEHHIO JIeT C HCTEKIIHMHU CPOKaMHU XPaHEHHSI.

[IpakTudeckoe 3aHsATHE
1.®opmupoBanue nein.

IIpu3naku 3aBenmeHust gen. TpeGoBanmss k QopmupoBanmio jaen. llpaBuma rpynmupoBKH 2
JOKYMCHTOB Ji€JIa 110 BUJlaM U XpPOHOJIOTHH.
IlonroToBKa JOKYMEHTOB K apXMBHOMY XpaHEHHI0. DKCIepTH3a IIEHHOCTH JOKYMEHTOB.
CamocTosiTenpHas paboTa 00yJaroIIuXCs
1.PaboTa ¢ HOpMaTUBHBIMHU aKTaMH. 1
2.CocTaBJIeHUE OIMUCEH sl TOCTOSHHOTO W BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOB, JIEN IO
JMYHOMY COCTaBY.
CamocTosiTenpHast pabora 2
[IpomexxyTouHas
aTTeCTALA JApyras ¢popMa KOHTPOJIAA 4
Bcero 36
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2.4. TemaTH4ecKHii IVIAH U COAEPKAHME JMCUMILVIMHBI 1JI51 32049HOH GOpMBI 00y4eHHs

Konp! koMIteTeHITNH,

HanmenoBanwme pasenoB O06BemM (hopMHEpOBaHHIO
Copnepxanue yueOHOro MaTepuaina 1 (OpMbl OpraHU3aINH AEITEILHOCTH 00yYaroIuXCs
U TeM 4acoB | KOTOPBIX CLIOCOOCTBYET
JJIEMEHT NPOrpaMMBbl
Copep:xanne yueOHOTO MaTeprala
[lonaTust «uHQOpMaLUs» U «IOKYMEHT». Ponp uHpOpManmuum B COLMATbHO-3KOHOMHYECKHX
nporeccax.  [lomudyHKIMOHANBHOCTh JOKyMeHTa. HHQopManuoHHas, KOMMYHHKAaTHBHAs,
couuanbpHasl, KyJbTypHas, YIpaBleHYeCKas, MNpaBoBas, HCTOpHYecKas M JApyrue (QyHKOuH
nokymeHtoB. IloHarue o gOKyMeHTHpoBaHUH. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAaHUS.
Marepuanbable HOCHTENM HHGOOpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb U COXPAaHHOCTD 3
T 1.C JOKYMEHTa. 3aKOHOJATENbHbIE aKThl, pErIaMEHTUPYIOIIME OpraHu3aluio  paboTel ¢
eMa 1.LYIHOCTR JIOKYMEHTUPOBAHHOU nH(bopMaIuei. HopmartuBHO-MeTOAMUYECKHE JIOKYMEHTBHI,
HOKyI\geHTaHHOHHOFO perIaMeHTUpPYIOIIUE MOPAAOK BbIIaud M TpeOOBaHUS K O(OPMIICHHIO KOIHUH B OpraHU3alMsiX, OK 1-5,0K9,IIK 1.1
ODCCIIEHCHITA KOTOpBIE SIBIISIOTCSA aBTOPaMHU JIOKyMEHTOB. OCHOBHBIE HOPMAaTHUBHBIE aKThl, pEeraMeHTHPYIOLUE
YHpaBJICHIA JIOKYMEHTHUPOBAaHHE YIPABJICHYECKOHN NESITEIbHOCTH
[IpakTudeckoe 3aHsATHE
1.Ycraslit onpoc. 2
2. JIuckyccus 1o JOKIaay
CamocrosTensHast paboTa 00yJarommxcs
1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 1
2.ITonroroBKa JOKJIaJI0B Ha TEMbI: «DTaIlbl HCTOPHUS PAa3BUTHUS JCIONPOU3BOJICTBA B Poccumy.
Conepxkanne yueOHOro MaTepuaa
XapakTepuCTHKa M COCTaB OPraHM3alMOHHBIX JIOKYMEHTOB. XapaKTEepUCTHKA W COCTaB
Tema 2. pacropsAUTENbHBIX JTOKYMEHTOB. XapaKTEpUCTHKa M COCTaB I/IH(l)OpMaLII/IOHHO-C"HpaBOI{HLIX
Vipasnenueckas JIOKyMEHTOB. Y HU(uKaIus u cranaapTusamnus. [oHATHE «CUCTeMa JOKYMEHTALUNY, € MPU3HAKY.
noxymenTamus, OyHKIH OYHKIMOHAIBHBIE W OTpacieBble CHUCTEMbI MOoKyMeHTanwmu. lloHsTHe «yHuUIIMpOBaHHAS
yIpaRTeHdecKol cucTemMa JOKyMeHTauum». [ ocygapcTBeHHBIE CTaHIApThl Ha YHU(QUIHMPOBAHHBIE CHUCTEMBI
S — JOKYMEHTAIMH{, PEerJIAMEHTUPYIOIIIE 00IIue IpaBuiia uX pa3paboTKu U MOCTPOCHHS tdhopmyssipa- 1 OK 1-5, OK 9, TIK 1.1
e — oOpasua. Tlonsatue «yHupHUIMPOBaHHBIE POPMBI TOKYMEHTOB. OOIIEPOCCUHCKUE W OTpaciieBbIe
CHCTEMEL yHUUIUPOBAaHHBIE (POPMBI ZIOKYMEHTOB; yHU(UIMPOBaHHBIE (POPMBI JOKYMEHTOB npeAnpuATHs,
yIpARIeHIeCKOM TMOPA/IOK MX BBEJCHWA B JIeHCTBHE. Pacnipenenienne coctaBa BUAOB H pasHOBHHOCTEH
S — JIOKYMEHTOB OITpeJIcIEHHOT0 KOMIUIEKCa 10 33ja4aM yrnpasieHus. Buner xomuit. TpeboBanus k

O(i)OpMJ]eHI/II-O Ppa3IM4YHBIX BUI0B KOITHH JOKYMCHTOB. HOpMaTHBHO-MeTO)IquCKHe JOKYMCHTHEIL,
PEMIIaMCHTHUPYIOIHUE TOPAAOK BbIAa4YU U Tpe60BaHI/DI K Oq)OpMJ'ICHI/IIO KOIIMHM B OpraHuvsanusix,
KOTOPBIC ABJIAIOTCA aBTOpaMM TJOKYMCHTOB.
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CamocrosTensHast paboTa 00ydarommxcs

1.PaboTa ¢ HOpMAaTHBHBIMH aKTaMH

2.MOJTOTOBKA JOKJIanoB Ha Tembl: «Knaccudukarms yrnpaBlIeHYECKHMX JIOKYMEHTOB IIO
comepkanuro (MO BUAAM  JIGATCIIBHOCTH)  OpPTaHHM3AIMOHHBIC,  PACHOPAAUTEIbHBIC,
WHPOPMAITMOHHO-CITPABOYHBICY.

Tewma 3. [lonstre
«PEKBH3HT JOKYMEHTA.
CxeMa pacrnooKeHus U

XapaKTepUCTHKA

PEKBU3UTOB

Copep:xkanne yueOHOTO MaTeprala

[Tonsitue «pexkBu3uT». [lOCTOSTHHBIE U TMEPEMEHHBIE PEKBU3UTHI, MOPSAOK HX HAHECEHUS IpHU
COCTaBJICHUM JOKYMEHTa WM pabore ¢ HUM. [IpaBuina opopmiieHUS pPEKBU3UTOB. YTIIOBOE U
MPOOIHHOE PACTIONOKEHIE PEKBU3UTOB TIOKyMeHTa. CTPYKTypa JOKyMEHTa.

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1.PaboTa c HOpMATUBHBIMHU aKTAMH

2.IlpakTukyMm: mpaBuWia OQOPMIICHHS PEKBH3MTOB, YIJIOBOE W TPOJOJIBHOE PACIONOKEHHE
PEKBH3UTOB JOKYMEHTA

OK 1-5,0K 9, IIK 1.1

Tewma 4. OcHOBHBIE
yIpaBieHYECKUE
JIOKYMEHTBI, COCTaBJICHUE
u opopmIieHue

Copneprkanne yaeOHOTO MaTepraa

CocraBienne n 0(OpMIICHHE OCHOBHBIX YIPABIECHUYECKUX ITOKYMEHTOB: YCTaB, MOJIOKEHHE O
CTPYKTYPHOM TOJpa3/IeleHNH, TPOTOKOJBI, aKThl, 3aKJIIOYEHHS, CIyKEOHbIe 3allMCKHU, TOKJIAIbI,
TUTaHbI, 0030P6I, CTIPaBKH, MACHEMA U JIP.

[IpakTuueckoe 3aHaTue
1.0dopmiieHue OaHKa OpraHU3aIUU
2.0dopmiieHHEe pacOPAAUTENLHBIX JOKYMEHTOB.

CamocrosTenpHast paboTta 00yyaromumxcs
1.IToaroroBka k mpoBepouHON padoTe, paboTa C HOPMAaTUBHBIM MaTepPHAIIOM.
2.I1pakTukyM: ohopMIIeHUE CITY:KEOHBIX MCEM U IPYTUX OMEPATUBHO-CIIPABOYHBIX IOKYMEHTOB

OK 1-5,0K 9, IIK 1.1

Tema 5. Opranuzarus
JIOKyMEHT0000pOTa

Conepxanue yueOHOro Marepuana

[lonsitne nokymeHTO0OOpOTa. OCHOBHBIE TOTOKH YHPaBICHUYECKUX JIOKYMEHTOB: BXOSIIWH,
UCXOJIANINN, BHYTPEHHUH. J[BIKEHHWE BXOIAIINX YIPABICHUYCCKUX JOKYMEHTOB: MEpBUYHASL
00paboTKa, perucTparus, pacCCMOTPEHUE PYKOBOJCTBOM OpraHU3allny, Iepeaada Ha UCTIOTHEHUE,
KOHTPOJIb 33 UCIIOJIHEHUEM, CITMCAHUE UCIIOJHEHHOTO TOKYMEHTA B JEIIO.

DTampl TPOXOKICHUS UCXOAIINX TOKYMEHTOB: TIOJITOTOBKA MPOEKTA, COTIACOBaHME, TOPaOOTKa
10 3aMEYaHUsIM, PETUCTPANNS U OTIIPABKa.

CamocrosTensHast padoTta 00yyaromumxcs
1.Pa0boTta c HOpMATUBHBIMH aKTAMH

OK1-5,0K09,IIK 1.1

Tewma 6.
JenonpousBoacTBO B
KaJIpOBOii Ci1yxk0e

Cojneprkanne yueOHOT0 MaTepuaia

YaudumumpoBaHHas CUCTeMa OPTaHHU3AMMOHHO-PACTIOPSIUTEIHFHON JOKYMEHTAITUH TI0 KaJpaM.
JlokyMeHTanusi TpyIOBBIX OTHOIIEHUH B KaapoBhIX ciyx0ax. CocTaB JOKYMEHTOB 110 JUYHOMY
cocraBy. CocraBieHre U OQOpPMIICHUE 3asBICHUI, TPYIOBOrO JOTOBOpa (KOHTpAaKTa), JIMYHOU
KapTouku (opmer T2, TpHKa3oB MO KaapaM, XapaKTePUCTHUKH pabOTHHWKA, aBTOOMOTpaduu
paboTHUKa, aHKEThl pabOTHUKA, JUYHOTO Jena pabdoTHWKA. TpynoBas KHIDKKA: BbIJaya,
odopmiieHue, xpaneHue. GopMUpoBaHUE U HOMEHKJIATYpA JEI 110 Kajpam.

OK 1-5,0K 9, IIK 1.1
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Cojneprkanue yueOHOTO MaTepuaa

OO0mass xapakTepUCTHKa M BHIBl OPraHU3AIMOHHBIX TEXHHYECKUX CpeAcTB. llepcoHanpHble

Tema 7. TexHIHecKoe KOMITBIOTEPHI B COBPEMEHHOM Aesonpou3BoAcTBe. Ilopsaok opranuzannu AJ0KyMEHTOOO0O0pOTa ¢ 2
) HCIIOJIb30BaHUEM CPEICTB TEIEKOMMYHHKALIH. ABTOMaTH3UPOBaHHBIE CHCTEMBI
obecrieueHue pabOTHI C
JTOKyMEHT0000pOoTa. OK 1-5,0K9,IIK 1.1
yTpaBIeHUYECKUMH
CamocTosiTenpHas paboTa 00yJarouXCs
JOKYMEHTaMH.
1.Pabota c HOpMAaTUBHBIMH IIPABOBBIMH aKTaMH 5
2.IlogrotoBka mokmagoB Ha TeMy: «llepcoHanmbHBIE KOMITBIOTEpBI B COBPEMEHHOM
JIeJIONIPOU3BOJICTBEY.
Copnepxanue yueOHOro Marepuana
Howmenknatypa nen. Tpeboanus I'ocyqapCcTBEHHON CHCTEMBI JIOKYMEHTAIIMOHHOTO 00eCIIeUeHUs
yIpaBiIeHHUs] K COCTaBJIECHHIO HOMEHKJIATyphl fen. CopepkaTenbHas 4acTb HOMEHKJIATYPHI el
MHJIEKCHI Je]l, 3ar0JIOBKH [JIeJ, KOJMYECTBO /e, CPOKM XPAHEHUs U HOMEpP CTaTbH IO MEPEUHIO,
npumeuanus. @opmuposanue nein. IlpusHaku 3aBenenus nen. TpeGoBanus K OPMUPOBAHUIO AEI. 5
[IpaBuia rpynnupoBKA JOKYMEHTOB J€ja MO BHAAM M XpoHOJoruu.lloAroroBka TOKYMEHTOB K
apXMBHOMY XPAaHEHHIO. OKCIEpPTU3a LEHHOCTU JOKyMeHToB. (CocTaBieHHE oOmuced st
Tema 8. CucremaTuzanus
T XDAHCHIE MOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XPAaHEHMsI TOKYMEHTOB, €]l 10 JIUYHOMY COCTaBy. AKTHI O
P BBIJICJIEHUH K YHUUTOXEHHUIO J€JI C UCTEKIIMMH CPOKAMH XPaHECHMUS. OK 1-5,0K 9, TIK 1.1
yIpaBJIEeHIECKUX
[IpaxTrueckoe 3aHsTHE
JIOKYMEHTOB
1.®opmuposanue nen. [lpusnaku 3aBepenus nen. Tpebosanus x ¢opmupoBanuto nein. [Ipasuia 5
TPYNIIUPOBKH JOKYMEHTOB JieJia 110 BUJAM U XPOHOJIOTHH.
2.IloarotoBka JOKYMEHTOB K apXMBHOMY XpaHEHHIO. DKCIEPTH3a IIEHHOCTH JIOKYMEHTOB.
CamocrosTensHast paboTa 00yJarommxcs
1.PaGoTa ¢ HOpMaTUBHBIMHU aKTaMH. 3
2.CocTaBJieHHE OIMHUCEH ISl TIOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS JIOKYMEHTOB, JIEN IO
JIMYHOMY COCTaBY.
CamocrosiTenbHasi padota o0y4yaromuxcd B (popMe BBINOJHEHUS] JOMAIIHEH KOHTPOJIbHOM 16
[IpomesxyTouHast padoThI
aTTecTarus 3ammTa 1oMalIHell KOHTPOJIbHOM PadoThI 2
3ader 5
Bcero 36
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3. YCJI0OBUA PEAJIMBAIIUU ITPOTI'PAMMBI JUCHUIIJINHBI

3.1. TpeboBaHusi K MUHMMAJbHOMY MAaTEPUAJIBLHO-TEXHUYECKOMY
odecre4eHnI0

Peanuzamusi mporpamMmbl TMpeArnojaraeT Hajauuue Y4eOHOro kabuHera
JTIOKYMEHTAIMOHHOTO 00eCTIeUeHus yIpaBICHHUS.

O6opynoBanne yueOHOTO KabuHeTa: MeOenb yueHHYecKas; T0CKa; CTEIIIax
JUIS HarJsiOHBIX TMOCOOMHM, ydeOHOW JHuTepaTyphl, CHPAaBOYHON JIUTEPATYPHI,
HOYTOYK, cTeHabl «Opranu3amuonHas ctpykrypa [O0VY», «J/lokyMeHTHpoBaHuE
YIPaBIECHYECKOU NESITENBHOCTH.

B nporiecce 00yueHus: UCIONIB3YIOTCS MYJbTUMEIUMHbBIE CPEJICTBA; HAOOPHI
CJaiiIOB; OIMCAHUS IEJIOBBIX UTP.

Ucnons3zoBanne mnporpammHoro mpoaykrta "MS  PowerPoint" s
IIPE3EHTALUU IIPOEKTA.

3.2. Uuopmannonnoe odecneyeHue 00yueHust
3.2.1. OcHOBHbBIE HCTOYHUKHU
1. Aoymamze, J.I. JlokyMeHTalluoHHOE OOECIEUECHHE YIPABICHUS

MEPCOHAJIOM : YYEOHHK W TMPAKTUKyM [UIsl CpPEIHEro MpodeccrnoHalIbHOTO
obopazoBanus / Jl. I'. Abynamze, U. b. Bempsokkuna, B. M. MacioBa. — 2-¢ u3n.,

nepepad. u gomn.— MockBa: W3garensctBo IOpaitt, 2023. — 370c. —
(ITpodeccuonanvHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texkcr :
MeKTpoHHbI //  OOpa3zoBatenbHast targopma FOpaiit [caiit]. — URL:

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

2. IllysamoBa, H.H. JlokymeHTanmoHHOe OOECIEYCHHE YIIPABICHUS :
yueOnuk u lllyBamoBa, H. H. JlokymeHTamnoHHoe oOecrieueHue YIpaBICHUS :
y4eOHUK W TIPAKTUKyM U1 CPEAHEro MpopecCHOHATBLHOrO 0o0pa3oBaHus /
H. H. [llyBanoBa. — 2-¢ wm3a.— MockBa: WM3marensctBo HOpaiit, 2023. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Tekct : anekTpoHHbIN // O6pa3oBarenbHas miatdopma FOpaiit [carit]. — URL:
https://urait.ru/bcode/511963 .

3. KysnenoB, W.H. [lokymeHTanmoHHoe oOecrie4eHne yrIpaBlIeHUSI.
JIOKyMEHTOOOOpOT U JEeTONPOU3BOJCTBO | YUYCOHUK M MPAKTUKYM ISl CPEIHETO

npodeccuonansuoro oo6pazosanusi/ U. H. Ky3nenoB. — 3-e wuza., nepepal. u
non. — Mocksa : U3marenscTBo FOpaiit, 2023. — 462 ¢. — (IIpodeccunonansHoe
obpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : D2JICKTPOHHBIA //
OO0pazoBaTenbpHas miatdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/512157 .

3.2.2. JIONOJTHUTEIbHbIE HCTOYHUKH
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1. Kysueno, W.H. JlokymeHTalnmoHHOEe oOecTieueHUue yIpaBiIeHUS
NEPCOHANIOM : YYeOHUK W TPAKTUKYM JJIsi CpeaHero mnpodeccuOHaIbHOTO
oOpazoBanus / U. H. Ky3nenoB. — Mocksa : MzparensctBo FOpaiit, 2022. —
521 c. — (IIpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-04451-5. —
Texcr : anmexkTponHbIn / O6pa3oBarensHas tiatpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/497801 .

2. Kopuee, W.K. JlokymeHTanmoHHOE oOO€CNEUYeHUE YMPaBICHUS '
y4eOHHK W TIPAKTUKyM I CPEAHEro NpOoPEecCHOHATBHOrO 0oOpazoBaHwUs /
H. K. Kopnees, A. B. [Tmieako, B. A. Mamypries. — 2-¢ uzn., nepepad. u a0m. —

Mocksa : WznmarensctBo [Opaiir, 2023. — 384 c.— (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : 2JIEKTpOHHBIN //
Oo6pazoBaTenbHas maTgpopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/514640 .

3. Hoponuna, JI. A. JlokymeHTallMOHHOE OOECIEUCHUE YIPABICHUS :
y4eOHUK W TIPAKTUKyM U1 CPEAHEro MpOopeCCHOHATBLHOrO 00pa3oBaHus /
JI. A. loponuna, B. C. UputnkoBa. — Mocksa : M3narensctBo FOpaiit, 2023. —
233 c. — (IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-05783-6. —

TekcT : snexkTpoHHbId // OOpa3zoBatenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/514733 .

3.2.3. Ilepeuennb pecypcoB nHGPOPMALMOHHO-TEJIeKOMMYHUKAIMOHHOM
cetu «AHTEpHET

1. OdwunmansHblii KHTEPHET-TIOPTAT MPaBoBOM MHPOpManuu — WwWw.delo-
press.ru;

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

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

4. TlouckoBas cucreMa HOPMAaTHUBHBIX IIPaBOBBIX aKTOB —
http://opb.ru/deloproizvodstvo;

5. TlouckoBas cucreMa HOPMAaTHUBHBIX IIPaBOBBIX aKTOB —
www.funnycong.ru;

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

3.2.4, IlepeyeHb MPOrpaMMHOro odecrevdeHus

1. Microsoft Word
2. Microsoft Excel


https://urait.ru/bcode/514733
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 PE3VJBTATOB OCBOEHUS
TV CHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4YeHMsI

PesynbraTel 00y4yeHus

@OpMBI U MCTOABI KOHTPOJISA U OICHKH

3HaHus:

IMOHATHEC, UCJIN, 3aJa4Y1 1 IPUHIUIILI
JCJIOITPONU3BOJICTBA

OCHOBHBIC ITOHATHUA JOKYMCHTAITUOHHOT O
obecnieueHus YIPaBJIICHUA

CHCTEMBI JOKYMEHTAL[HIOHHOIO 00ecreyeHus
YIIPABJICHUS

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

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO
JTIOKYMEHTOB

OpraHM3aIHIo JOKYMEHTO000pOTa: IpUeMa,
00paboTKy, perucTpalnio, KOHTPOJIb, XpaHEHUE
JJOKYMEHTOB, HOMEHKJIATYpPy JIe

OIICHKa 10 UTOr'aM YCTHOTO OIpOca;
OLIEHKA IO Pe3yJIbTaTaM BbIOJIHEHUS
JIOKJIA/Ia;

OLIEHKA 0 Pe3yJIbTaTaM BbIOJIHEHUS
NPaKTUYECKON pabOThI;

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

OIICHKA 10 UTOT'aM 3a4eTa.

YmMmeHnus:

0(QOpMIISITh TOKYMEHTALMIO B COOTBETCTBUU C
HOPMAaTUBHOM 0a30ii, B TOM YHUCIIE C UCTIOJIb30BAHUEM
MH(OPMAaLIMOHHBIX TEXHOJIOTUI

OCBaMBaTh TEXHOJOTMH AaBTOMATU3UPOBAHHON
00pabOTKM JOKYMEHTAIHH

UCII0JIb30BaTh YHU(DUIIMPOBAHHbBIE (POPMBI
JJOKYMEHTOB

OCYIICCTBJIATL XPAHCHUC U ITIOMCK JOKYMCHTOB

HCIIOJIb30BaTh TEIEKOMMYHHUKAITMOHHBIE TEXHOJIOTUU
B AJICKTPOHHOM JTOKYMEHTOO00pOTE

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

OLICHKA IO Pe3yJbTaTaM BBIITOJTHEHUS
MPAaKTUYECKON pabOThI;

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

OIIEHKA 110 UTOTaM 3a4eTa.

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

4.2.1. Kputepuu oleHMBaHMs YCTHOTO OTBETA

KOTIHUYIHO»

«XOopoumo»

«YHAOBJICTBOPUTCIIBHO»

«HCYHOBJICTBOPUTCIIBHO»

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

oOyyJaronuics qaeT
NIPaBUJIbHBIC B
IIEJIOM IPaMOTHBIE
OTBETBI, HO JIJIs
YTOYHCHUSA OTBETA
TpeOyroTCs
HaBOISIIINE
BOIIPOCHI;
JIOCTAaTOYHO MOJTHOM
OTBEYaeT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI
IMpU UCITOJIB30BAHUN

oOyyJaromuiics
MPaBUJIBHO M3JIaraetT
TOJILKO YacTh
Marepuala,
3aTPYyIHSCTCA
MIPUBECTH MTPUMEPHI;
HEIOCTATOYHO YETKO M
MIOJTHO OTBEYACT Ha
JOIIOJIHUTCIIBHBIC
BOTIPOCHI;
IIpH UCITIOJIb30BAHHUN
npodeccHoHaNBHOM
TCPMHUHOJIOTUA

oOydJaronuiics n3iaraet
OTBET C CYIIECTBEHHBIMU
OIIMOKAMH WITH
OTKa3bIBaeTCS OTBETHUTH
Ha TIOCTaBJICHHBIC
BOIIPOCHI;

HE OTBEYacT Ha
JIOTIOTHUTEIIbHBIE
BOIIPOCHI;
npodeccnoHaNbHOMI
TEPMUHOJIOTHUEN HE
BIIa/ICET WJIH JOITYCKaeT
CYIIIECTBEHHBIC OMIMOKHN
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TPaMOTHO npo¢eCCHOHATBHON JIOTTyCKaeT MIPU UCTIOJIb30BAHUH
UCIIOJIb3YET TEPMHUHOJIOTUI HE3HAYUTEIIbHBIC TEPMHHOB
HOHATUNHBIN JIOIYCKAeT OLINOKHU
amnmnapar u HE3HAYUTEIIbHbIC
po¢eCCUOHATBHYIO OIIMOKHU
TEPMUHOJIOTHIO

4.2.2. Kputepun oueHUBAHUS PellleHUs] TECTOBBIX 3aIaHUil

«OTIUYHO» «XOPOIIO «YJIOBJIETBOPUTEILHOY» | «HCYIOBICTBOPUTEILHOY

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

4.2.3. Kputepuu onieHMBaHMsI BbINOJTHEHHS T0KJIA/I0B

«OTJINYHOY «XOpOIIO» «YZIOBJIETBOPUTEIIBHOY» | «HEYIOBIETBOPUTEIHLHO
TeMa pacKpbiTa B TeMa pacKphiTa B TeMa PacKphITa He HE COOTBETCTBYET
IIOJIHOM 00beMe U LIE€JI0M TOJIHO, HOJIHOCTbIO, TE3UCHI U KpUTEPUAM
aBTOp CBOOO/IHO B | IOCJIEOBATENBHO U YTBEP)KICHUS HE «yJIOBJIETBOPUTEIHHO»
HEell OpUEHTUPYETCS, | JIOTMYHO, BHIBOJIBI JIOCTaTOYHO
HOCJIEI0BATENIBHO U | apryMEHTUPOBaHBHI, COIJIaCOBAaHBI,
JIOTUYHO, MaTepHall HO IIpH 3aIIUTe apryMmeHTanus
JIOKJIa/1a aKTyaJeH 1 JIOKJIa/1a BBIBOJIOB
pasHooOpaseH oOyuarouiics B HEJ0CTaTOYHO
(mpoaHaJIM3UPOBaHbl | OCHOBHOM YMTAJl 000CHOBaHa, J10KJIa]]
HECKOJIBKO JIOKJIaJl ¥ HE JaBail BBINOJIHEH Ha
pa3INYHbIX COOCTBEHHBIX OCHOBaHUHU
HCTOYHUKOB) MOSICHEHMUI; €IMHCTBEHHOTO
BBIBO/IbI oOyyarommuiics MCTOYHUKA, HA
apryMeHTHPOBaHBbI, HEJ0CTaTOYHO BOIIPOCHI
o0yyaromuics IIOJIHO U YBEPEHHO IpenojaBaTess
OTBETHJI Ha OTBeYas Ha BOIPOCHI ayTUTOpUU
BOIIPOCHI Ipenojasareins u oOyyaromuiics He
npernoaaBarens u ayIuTOpUHU OTBETUJ
ayIMTOpUU

4.2.4. KputTepuu OLleHUBAHUS BbITIOJTHEHUSI IPAKTHYECKOiIi padoThI

«OTIHYIHO» «XOpOIIO» «yJIOBJIETBOPUTEIHHOY» | «HEYJOBJIETBOPUTEIHEHOY
MIOJTHOE | MIPH BHITIOJIHEHUH | YACTUYHO MPABWIILHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJJaHu’ BBITTOJIHEHUH 33JJaHUN KPUTEPHSIM OLIEHKU
BBITIOJTHEHHE MPaKTUIECKON MPaKTUIECKON «yJIOBJIETBOPUTEIHHOY
3alaHui paboThI OBLIH paboThI,
MPAKTHYECKON JIOTTYIIEHBI HEJI0CTaTOYHAas
paloThl, MOJIpOOHAst | HE3HAYMTENbHbIE | apryMEHTAlHs CBOETO
apryMeHTanus OIINOKH, UMEET

CBOET0 PELIEHU,
XOpollIee 3HaHuE
TEOPETUUYECKUX

MECTO IOCTaTOYHast
apryMeHTanus
CBOETO pelIeHus,

ACIICKTOB PCHICHUA.

XOopomee 3HAHUEC

OTBETa, 3HAHHE

ONpeIeTIEHHBIX

TEOPETHUUYECKUX
aCITIeKTOB

BBIINMOJIHACMBIX
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TEOPETUUECKUX 3aJaHUuN
aCIIEKTOB
BBIITOJIHSIEMBIX
3aJaHuH

4.2.5. Kputepuu onieHUBaHMsI BHEAYIMTOPHOH CAMOCTOSITEIbHOMH PadoThI
o0y4aromuxcst

Bumamu 3amaHuii s BHEAyAWTOPHOW CaMOCTOSITEIBHOH pabdOThl MOTYT
OBITh:

- U1l OBJIQJICHUS 3HAHUSMH: YTE€HHE TEKcTa (y4eOHMKA, MEPBOUCTOYHHKA,
JIOTIONIHUTEIBHON  JINTEpaTyphl); COCTaBJICHHME IUIaHA TEKCTa; Tpaduveckoe
U300paKEHHUE CTPYKTYpPhl TEKCTA; KOHCIIEKTUPOBAHUE TEKCTA; BBITUCKUA U3 TEKCTA;
paboTta co cClOBapsSAMH M CIPAaBOYHUKAMH; O3HAKOMJICHUE C HOPMATHUBHBIMU
JIOKyMEHTaMU; y4deOHO-HCclieIoBaTeNbCcKas paboTa; HCIOJIb30BAHUE ayJIho- U
BHJICO3aNIMCEN, KOMIIBIOTEPHOU TEXHUKU U HTEepHEeTa U JIp.;

- IS 3aKpeIUIeHUs M CHUCTeMAaTH3allii 3HaHWM: paboTa C KOHCIEKTOM
agexkuuu (0OpaboTKa TeKCTa); MOBTOpHAas paboTa HajA Y4YEOHBIM MaTepuaIoM
(yueOHMKA, TIEPBOMCTOYHUKA, JOMOJHUTEIBHOM  JUTEPATyphl, ayauo- U
BUJICO3AIIACEN); COCTABJIEHHUE IJIJaHA U TE€3UCOB OTBETA; COCTABJICHHE TAOJUIL JJIs
CUCTEMATU3AlMK Y4eOHOro Marepuaia; W3y4eHHE HOPMATHBHBIX MAaTEpHUAJIOB;
OTBEThl HA KOHTPOJBbHBIE BOIPOCHI; AaHAJIUTHYECKas oOpabdoTKa TeKcTa
(aHHOTHpOBaHUE, PELEH3UPOBAHKE, pedEepPUPOBAHME, KOHTEHT - aHAIU3 U Ap.);
NOATOTOBKAa COOOUIEHUWH K BBICTYIUICHHIO Ha CEMUHape, KOH(pEepeHIUH;
MOATOTOBKAa pedeparoB, AOKIAAOB; COCTaBlIeHUE OuOIMOrpaduu, TeMaTHYECKUX
KPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- utsi popMUpOBaHUST YMEHUI: PEICHUE 3a/1a4 U YIpaXKHEHUH 1Mo o0pasily;
pelleHrne BapUaTUBHBIX 3a/ad M YOPAXKHEHUW; PEIICHUE CHUTYallMOHHBIX
MPOU3BOJICTBEHHBIX (ITPO(PECCHOHANBHBIX) 3a/1a4; MOJATOTOBKA K JIEJIOBBIM UIPaM;
MPOEKTUPOBAHME W  MOJCIMPOBAHUE  Pa3HbBIX BUJOB U  KOMIIOHEHTOB
npohecCuOHANBHOMN NesSTENbHOCTH.

Buael 3amanuii  nys  BHEAyIMTOPHOM CaMOCTOSITEILHOM paboThl, HX
COJIEp’)KaHME U XapakTep MOTYT MMETh BapHaTUBHBIA U AU(dEpEeHIIMPOBAHHBIN
XapakTep, YYUThIBaTh CHEUU(PUKY CHEHUATBHOCTH, HW3y4aeMOW JUCIUIUIUHBI,
WHIUBUyaJIbHbIE 0COOEHHOCTH 00y4aromerocs.

[Ipu npeabsBICHUN BUJIOB 33IaHUM HA BHEAYAUTOPHYIO CAMOCTOSITEIBbHYIO
paboTy peKoMEeHAyeTcs UCHoJib30BaTh AU(p(EepeHUnpOBaHHBIM MOAXOI K
oOyuaronumcs.  Ilepen  BhIMoOAHEHHMEM — OOyYarOIIMMHUCA  BHEAYJIUTOPHOU
CaMOCTOATENLHOM  paboOThl  MpemnojaBaTelib  MPOBOAUT  WHCTPYKTaX  TI0
BBITIOJTHEHUIO 33J1aHMs], KOTOPBIA BKIIIOUAET 1IEJb 3aJIaHHs, €r0 COAepKaHue, CPOKU
BBITIOJIHCHUS, OPUEHTUPOBOYHBI OO0OBEM pabOThl, OCHOBHBIE TpPEOOBAaHUSI K
pesynbratam  paboOThl, KpPUTEPUU OIEHKH. B  mpoliecce HMHCTpyKTaxka
MpernojiaBaTelib  MPEIyNpekaaeT OOydarIMXCd O BO3MOXHBIX THITUYHBIX
OmMOKax, BCTPEYAIOIINXCS] TIPH BBITIOTHEHUHU 3aJaHusl. THCTpyKTaK mMpoBOAUTCS
npernojaBaTesieM 3a Cc4eT o0beMa BpPEMEHHM, OTBEACHHOTO Ha H3yueHHue
JACLUTUIAHBI.
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Bo Bpewms BbINosIHEHUST 00y4arOIMMUCS BHEAYIUTOPHOM CaMOCTOSATEIbHON
paboThl U TIpU HEOOXOUMOCTH IPENOAABATENb MOYKET MPOBOAUTH KOHCYJIbTAIIUU
3a c4eT 0011ero Oro1KeTa BpEMEHHU, OTBEICHHOTO HA KOHCYJIbTALIHH.

CaMmocTosTenbHass padoTa MOMKET OCYLIECTBIATHCS HWHJIMBUIYaJIbHO WM
rpynnamMu o0y4yarouxcs B 3aBUCUMOCTH OT 1IeTH, 00beMa, KOHKPETHOW TeMaTUKU
CaMOCTOATENBbHON padOThl, YPOBHS CJIOKHOCTH, YPOBHSI YMEHHUI 00y4YarOIIMXCA.

KouTtponb  pe3ynpTaToB  BHEAYAUTOPHOM  CAMOCTOSITENBHOM  pabOTHI
00y4aromuxcsi MOKET OCYIIECTBIISITHCSA B TpEJeiax BPEMEHHU, OTBEICHHOIO Ha
oOsi3aTenbHbIe  y4yeOHbIE 3aHATHUS MO JAUCHUIUIMHE W BHEAYJIUTOPHYIO
CaMOCTOSITENIbHYIO paboTy OOydaromuxcs Mo AUCHUIIIMHE, MOXKET MPOXOIUTh B
NUCHbMEHHOW, YCTHOW WJIM CMEUIaHHOW (opMe, C MPENCTaBICHUEM W3JEIUS WU
IPOAYKTa TBOPUYECKOM JIEATEIBHOCTH 00YyYaroIerocs.

KputepussmMu OLIEHKM pe3yabTaTOB BHEAyJAUTOPHON CaMOCTOSATEIbHON
paboThl 00y4ArOIIErocs SABIISIOTCS:

- YPOBEHb OCBOEHUS 00yUaroIUMCsl y4eOHOro MaTepuraia;

- yMeHHEe OOy4alollerocs HCIOJIb30BATh TEOPETUYECKUE 3HAHUS MPH
BBINIOJTHEHUH MTPAKTUUECKUX 3aj1ay;

- c(pOpMUPOBAHHOCTH OOIIICYYECOHBIX YMEHHUIA;

- 000CHOBAHHOCTh ¥ YETKOCTh U3JI0KEHUSI OTBETA;

- ohopmIIeHHE MaTepuaia B COOTBETCTBUH C TPEOOBAHUSIMU.

4.2.6. Kputepum onleHUBaHUS BBHITOJHEHUS] IOMANIHEH KOHTPOJILHOH padoThI
(ns1st 3204HOM pOpMBI 00YUEHMS)

«OTJINYHO» «XOpOILO» «YAOBJIETBOPUTENIBHO» | «HEYIOBICTBOPUTEIBHO
IIOJIHOE H IIOJIHOE U YaCTUYHO MPABUJIIBHOE | JAOMAIIHAS KOHTPOJIbHAsS
IIPABUJIBHOE [IPaBUIILHOE BBINIOJIHEHUH 3aJaHUI pabota He
BBIITOJIHEHUE BBIIIOJIHCHHE JIOMAIIHEN IIPEIOCTABIICHA
3aJJaHUi JOMallHe | 3ajaHuil ToMalHed | KOHTPOJIbHOM paboThl, 00yyaromuMcs Uim
KOHTPOJIBHOU KOHTPOJIBHON HEKPUTHYECKHUE ITOJIHOCTBIO HE
paboThl, rpaMOTHOE paboThI, OLIMOKH B COOTBETCTBYET
IIOCTPOEHUE HE3HA4YMTEIIbHBIC odopmiieHnH paboTHl, TpeOOBaHUSM,
OTBETOB, OLIMOKH U JIOTIOJIHUTEIIbHBIE IIPEABABISIEMBIM K €€
odopmieHue IIOTPEIHOCTH B Hay4HbIC U odopmileHHnIO U
paboThI B TOJTHOM oopmieHun HOPMATHUBHBIC COZIEPKAHUIO
COOTBETCTBHH C paboTHl, HACTOYHUKHU HE
IIPEIbABIAEMBIMU JIOTIOJIHUTEIIbHBIE UCIIOJIB30BAIUCh
TpeOOBaHUSIMU Hay4HbIC U
HCIIOIb30BaHUE HOPMAaTUBHBIE
JTOTIOJTHUTEIbHBIX VMCTOYHMKHU HE
Hay4YHBIX U UCIIOJIb30BAJIUCh
HOPMAaTHBHBIX
HMCTOYHUKOB




19

4.2.7. Kputepuu onieHMBAHMsI 3HAHUI U YMEHUI 110 HTOramM
OCBOEHMS TUCIHUTLIHHBI

[MpomexyTouHasi arrectanusi (ITOTOBBI KOHTPOJb) MPOBOAMTCS B (popme
3a4eTa B XOJ/I¢ dK3aMEHAIIMOHHOW ceccuu. K 3adery momyckaroTcs oOydaromuec,
YCIICIITHO ~ BBIMIOJHUBIIKAE BCE BHJBI OTYETHOCTH, TNPEAYCMOTPEHHBIC TIO
JTUCIUIUTMHE Y4eOHBIM TUIAaHOM. B Xoze 3adera mpoBEpseTCS CTENEeHb YCBOCHHUS
MaTepHualia, yMeHUE TBOPUYECKU U TOCIIEIOBATEIbHO, YETKO M KPAaTKO OTBEYATh Ha
NIOCTaBJICHHBIC BOIPOCHI, JieJaTh KOHKPETHBIE BBIBOABI H  (OPMYIHPOBATH
00OCHOBaHHBIE MTPEITIOKEHUSI.

B Xoze UTOroBoro KOHTPOJIS aKIEHT JeNaeTCsl Ha TPOBEPKY CIIOCOOHOCTEH
00ydJaromMxcsi K TBOPYECKOMY MBIIUICHHIO W HCIIOJIb30BAHUIO TTOHATUITHOTO
ammapata JUCHHMIUIMHBI B PEHICHUH  NPO(ecCHOHANbHBIX  3agad o
COOTBETCTBYIOIICH CIIEIUATEHOCTH.

3HaHUs, YMEHHUS W HaBBIKM OOYYalONIMXCS Ha 3a4eTe OIICHUBAIOTCS IIO
CHCTEME «3a4TE€HO», «HE 3auTeHo». OleHKa OOBABISETCS O0ydaromeMmycs Io
OKOHYaHUU ero OTBeTa Ha 3auere. [lomokuTenpHas OleHKa («3a4TeHO0») 3aHOCUTCS
B 3aYETHO-DK3aMCHAIIMOHHYIO BEJIOMOCTh M 3a4CTHYK) KHIDKKY JIMYHO
nperonaBateneM. OIEHKa  «HE  3a4T€HO»  MPOCTABIIETCS  TOJBKO B
IK3aMEHAIIHOHHYIO BEJJOMOCTb.

OOmMH  KpUTEPUSIMH, OTPEACISIONIMMY OIICHKY 3HAaHMW Ha 3ad4ere,
SIBIISTIOTCSI:

«3a4dTeHo «He 3aureno

JIlaHbl B OCHOBHOM IIpaBUJIbHBIE OTBETHI HA BCE
HIOCTaBJIEHHBIE BOIIPOCHI;
MIPaBWJIbHO PEUICHbI IPAKTUUECKUE 3aJaHUS;
B OTBETAX B OCHOBHOM BBIJIEJISAJIOCH [VIABHOE,
[IOKa3aHO YMEHUE aHAJTU3UPOBaTh (DaKTHI,
COOBITHS, SIBJICHUS, TIPOLIECCHI B MX
B3aMMOCBS3H U TUAJIEKTHUECKOM Pa3BUTHH.

HC BBIITIOJITHCHBI Tpe6OBaHI/I}I,
COOTBCTCTBYIOIIHUE OLICHKE «3aUTCHO».
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