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1. IlepeyeHb mNIaHMPYeMBbIX Ppe3yJbTATOB O0y4YeHHMS 10 JMCUMILINHE
(Mo1yJIl0), COOTHECEHHBIX ¢ IUIAHUPYEMBIMH pe3yJbTATAMH OCBOCHUS
o0pa3oBaTeJIbHOM POIPAMMBI

1.1. Ileau oucuunnunot

[enpr0 TUCUUIUIMHBI ABJISIETCS Pa3BUTHUE IIPEACTABICHUN O COBPEMEHHOU HAyKe
IIOCPEACTBOM  3HAKOMCTBA C  CHCTEMOW  KYJIbTYPOJOTMYECKOIO  3HaHUs,
(opMHUpOBaHUE WHIMBHUIYAIBHOIO KYJIBTYPHOI'O KamuTana OyaylIero CleuuaInucTa,
criocoOcTBytoero  3(p¢GekTUBHONW  JEATeTbHOCTHA B MHOTOHAIMOHAIBHBIX
KOJUIEKTHBAX B YCIOBUSX IJ100aIU3alUU.

1.2. Ilepeuens chopmupyemuix komnemenyuii

B pesynpTare OCBOCHUS AUCHUILIMHBI (MOJYJSI) y OOydYaromIerocs JOJKHBI
chopMUpOBATBCS  CIEAYIONIUE KOMIIETSHIIMHM, BBIPAKEHHBIE Yepe3 pe3ysbTaT
o0ydeHuss 10 JUCHUIUIMHE (MOAYJs), KakK dYacTh pe3yJibTarta OCBOEHUS
obOpazoBatenpHOM Tporpammsl (1anee — OI1):

1.2.1. OOmekynbrypHbie KOMMeTeHIInH (OK):

Kommerenus INepeyeHb MIAHUPYEMBIX PE3YIBTATOB O0YICHHS 10 AUCIUILIHHE
udp Coneprxanue

VK-4.1. 3uars:
- NPUHIMIIBI  TIOCTPOSHHUS YCTHOTO W MHUCHMEHHOTO
BBICKa3bIBaHHS Ha PYCCKOM SI3bIKE;

Crnoco0eH MPUMEHSTh . .
- TpaBWia W 3aKOHOMEPHOCTH JEJIOBOM YCTHOH U

COBPCMCHHBIC MACbMEHHON KOMMYHHUKAaLINH;
KOMMYHHUKaTUBHEIC VK-4.2. VYMeTh:
TEXHOJIOIWH, B TOM YUCIIC - IPUMCHSATH Ha IIPAKTUKE JCI0BYIO KOMMYHHKAIIUIO B
VK-4 Ha MHOCTPaHHOM(bIX) YCTHOW M MUCBMEHHON (hOpMax, METObI U HABBIKU JAEJIOBOTO
s13bIKe(aX), 1St OOLIEHHS Ha PYCCKOM SI3BIKE;
aKaIeMHYECKOro ¥ YK-4.3. Bragets:
- HaBBIKaMH YTCHHS U NIEPEBOAA TEKCTOB Ha PYCCKOM S3BIKE B
pogecCHOHATBHOTO
N npodeccuoHaTLHOM OOIICHUH;
B3aUMOJIEUCTBUSI

- HaBbIKAMM JIEJIOBBIX KOMMYHHUKalMii B YCTHOM U
NUCBMEHHON ()OpME Ha PYCCKOM SI3BIKE;

- METOAMKOW COCTaBJICHHS CYXICHHS B MEXJIMYHOCTHOM
JIEJIOBOM OOLIICHUH Ha PYCCKOM SI3BIKE;

2. MecTo TMCHUILTHHBI (MO/1YJis) B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl



JucuuminHa (MOJ1yJb) peai3yercs B paMKax (bakynbTaTUBHON 4acTH

(6a30Boii, BapHaTUBHOU HIIA
(haKyIbTaTHBHOI)

OCHOBHOH Ipo(hecCuOHaNBbHON 00pa30BaTEIbHON MPOTPaAMMBI.



3. O0bem MCHMIUIMHBI (MOAYJisl)) B 3a4YeTHBIX €IUHHLAX (3.€) € YKa3aHHMEM KOJUYECTBA aKaJAeMHUYECKHX WJIN
ACTPOHOMHUYECKHMX YaCOB, BbIJICJEHHbIX HA KOHTAKTHYI0 PadoTy o0y4yarolmmxcs ¢ npemnogaBarejieM (0 BHIAAM Y4eOHBIX
3aHATHI) U HA CAMOCTOSATEIbHYI0 padoTy 00y4a oI XCcH

s OYHOMU (dopMbI 00yueHus*:

(OYHOI, OYHO-320YHOMN HMJIM 3a04HOM)

DOpMBI KOHTPOIISL Bcero yacos Bceero Kypc 1
B TOM YHCIIe 3.6 Cemectp 2
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B TOM 4UCJI€ TPCHAKEPHAA MMOATrOTOBKA:




4. Coaep:kaHue TUCHUIUIHHBI (MOYJIs1), CTPYKTYPUPOBAHHOE 110 TeMaM
(pa3gesiaM) ¢ yKa3aHMeM OTBEACHHOI0 HAa HHUX KOJIMYECTBA aKAJAEMHUYECKHX
YacoB U BUA0B Y4eOHBIX 3aHATHI

4.1. Pazoenvt u memut Oucyuniunsl (M00yJisn) u mpyooemKkocms o 6UOAM
YUeOHbIX 3aHAmMUI (6 AKA0EMUUECKUX YaACaAX):

Bunp! yaeOHbIX 3ansTHiA, BKItoyas CPC

N Pasnensl ¥ TeMbI Tlox J1a6 Ip CPC
JCIUTITAHBT (MOJTYIIS)

O o3 3 o o3 3 (6] o3 3 (0] o3 3

1 kypc, 1 cemecmp

1 OCHOBHEIE OHITHUS
JOKYMEHTaIlHOHHOTO
obecriedeHHs YIpaBIeHUs

OyHKIIMU TOKyMEHTOB.

Y HuumpoBaHHas
CHCTEMAa OpTaHU3ALHOHHO-
3 pacropsIUTeBHOI

JIOKYMEHTALIUH.
IOpunuyeckas cuma
JIOKyMEHTOB.

OpraHu3alOHHO-
PACIIOpSAUTEIBHBIC,
4 HHPOPMAIIOHHO- 2 2

CIIPaBOYHBIE JOKYMEHTBI,
JOKYMEHTALHSI [0 JINIHOMY

COCTaBY.

[lenoBas nepenucka:
Kaccuukans,
CTPYKTYypa, CTaHAapTHBIC
5 (passl ¥ BEIPAXKEHUS B 2 2
cepe IKCILTyaTaun
CYZOBOrO
UIEKTPOOOOPYAOBAHUS 1
CPEJICTB aBTOMATHKU

Koppecnonnenuus,
CBsI3aHHAs C IIPOBE/ICHUEM
MIEPUOIMUECKHX
6. . 2 2
MeponpusTuii B chepe
9KCIUTyaTalllu CyIO0BOTO
3NEeKTPOOOOPYIOBaHUS U
CpEJICTB aBTOMATHKH

Opranmzaims  paboTel  C
JOKyMEHTaMH

7. (moxymeHT0000pOTa) B
chepe IKCIUTyaTaluu
CYIIOBOT'O
3NEKTPOOOOPYAOBAHUS U
CpEJCTB ABTOMATHKH

Cucremarmsanus
JIOKyMeHTOB. OpraHusarus
g | XPaHCHHS JOKYMCHTOB B
cepe IKCIUTyaTaIuy
CYIIOBOTO
JJIEKTPOOOOPYAOBAHUSL |
CpEICTB AaBTOMATHKH




Pabora ¢ moxymeHTamy,
coziep KaIIMH

9 | KonpureHuMaNbHbIE 4
CBEJICHUS B chepe
9KCIUTyaTallid  CYIOBOTO
UIEKTPOOOOPYAOBAHUS U
CpPEJICTB aBTOMATHKH

CoBpeMeHHBIE CIIOCOOBI
co3manus, O0OpabOTKH |
10, | MepenauM  JIOKyMEHTOB B 5
JIEJIONPOM3BOJICTBE B chepe
IKCIUTyaTalldk  CYIOBOTO
3JIEKTPOOOOPYIOBAHHUS |
CPEJICTB aBTOMATHKH

HUTOIro 6 6 22

[Ipumeuanus: O — ouHas ¢opma oOydenus, O3 — ouHoO-3a04Hast popma oOyueHus, 3 —
3a04Has popma o0ydeHus. 3a04Hast opma oOydeHus.

4.1. Cooeporcanue pazoenos u mem OUCUUNIUHDL
Tema 1. OcHOBHBIE OHATHS JOKYMEHTAIIMOHHOTO O0CCTICUECHHSI YITPABICHUS

OcHoBHble mpodeccuoHanbHblE TEPMHUHBI U OINpeAeNeHuss B paboTe ¢ JTOKyMEHTaMHu:
JIeIONPOU3BOJCTBO, JOKYMEHTHPOBAaHUE, JOKYMEHT, PpEKBHU3UT, QOpMYIsp JIOKYMEHTa,
MaTepUaJbHBI HOCHUTEb, IOpUAMYECKAs CHJIa JOKYMEHTa, CHUCTeMa JIOKyMEHTaluH,
YHUpHUKAIHS, CTaHAapTH3aIus, yHU(pUIIIPOBAHHAS cucreMa OpraHu3aOHHO-
pacnopsaUTeNbHON TOKyMEHTaluu

Tema 2. ®yHKITUU JOKYMEHTOB.

(DYHKI_[I/II/I, KJ'IaCCI/I(bI/IKaHI/IH JOKYMCHTOB. HOpMaTI/IBHO'HpaBOBaH 6aza JOKYMCHTAaIUOHHOI'O
obecneyeHus YIIPABJICHUA

Tema 3 YaudunupoBanHas cucremMa opraHu3aliMOHHO-PaCIOPAIUTEILHON TOKYMEHTAITUH.
IOpuanyeckas cuia JOKYMEHTOB.

Crpykrypa, coaepxxkanne 'OCT P 6.30-2003 «YHucduuupoBanHas cucTeMa OpraHU3alMOHHO-
pacnopsauTeNnsHON  TOoKyMeHTaluu. TpebGoBaHuss K OGOpPMICHHIO JOKYMEHTOB»: COCTaB
PEKBU3UTOB;

TpeboBaHus K 0(OPMIICHUIO PEKBHU3UTOB JOKYMEHTOB; TpeOOBaHUS K OJaHKaM U O(QOPMIICHHUIO
JOKYMEHTOB; TpeOOBaHUS K M3rOTOBJICHUIO, YUETy, HCIOJb30BAHUIO U XPAHEHHIO OJAHKOB C
BocmpousBenenueM ['ocygapctsenHoro repba PO u rep6os cyorexkToB PO

Tema 4. OpraHI/ISaHI/IOHHO'paCHOpH)II/ITeJ'IBHLIe, I/IHQ)OpMaHI/IOHHO'CHpaBO‘lHHe JOKYMCHTHI,
AOKYMCHTAaIUA 110 JIMYHOMY COCTAaBY.

OcHOBHBIE IPYNIBI U BUABI OPraHU3aLHOHHO-PACTIOPIUTENBHON TOKYMEHTALUN:

- OpraHM3alloOHHBbIE (YCTaB, MOJ0KEHUs, UHCTPYKIIMHU, IITATHOE PacIUCaHue, IPaBUiIa
BHYTPEHHETO TPYIOBOT'O PacCHopsIKa);

- pacropsiIuTeNnbHbIe (IOCTAHOBIICHUS, TPUKA3bl, yKa3aHHs, PACIOPSHKEHUS, PEIICHUs);
CrnpaBo4YHO-MH(OPMAIIOHHBIE U CTIPABOYHO-AHATUTHYECKUE (CIIPAaBKH, TOKJIAHbBIE 3aITUCKH,
aKThl, IPOTOKOJIBI);



- IOKYMEHTallUs 10 JINYHOMY COCTaBY (pe3toMe, PUKa3bl 110 JIMYHOMY COCTaBY, 3asBJICHUE,
TPYAOBas KHIKKA, TMYHAs KApTOUKa COTPYIHUKA, JIMUHOE JIEIIO0)

Tema 5. JlenoBas nepenucka: kinaccuukanus, CTpykTypa, CTaHAapTHbIEC (pa3bl U BRIPAKECHUS B
cepe IKCILTyaTaly CyJI0BOTO IEKTPOOOOPYAOBAHUS U CPEACTB aBTOMATHKH

JlenoBoe nmuchbMo B ycioBusx yHu(pukanuu. [IpaBuna ohopmiieHus 1e10BOro NuchMa.
Hexkotopseie Buasl nuceM. MexxayHapoIHbIE TMCbMA
JlenoBoe muchbMo B ycioBusix yHH(puKanuu. [IpaBuia oopmiteHus 1e1oBoro niucbMa.
Hexkotopeie Buasl nuceM. MexxayHapoIHbIE TMCbMA

Tema 6. KoppecnionaeHus, cBs3anHas ¢ MPOBECHUEM TEPHOJMUECKIX MEPOTIPHUSITUN B chepe
AKCIUTYaTaI[M CYJ0BOI0O IEKTPOOOOPYIOBaHUS U CPEJICTB aBTOMATUKHI

OpFaHI/I3aHI/IOHHO-TGXHI/ILIGCKI/IC MCPOIIPUATHA 10 IMOATOTOBKE U MMPOBCACHUIO COBCIIIaHI/IfI.
CrpykTypa noKIaga v oT4eTa (Ha COBEUIAHUH, 3aCeIlaHuU, KOH(PEPEHIIIH )

Tema 7. Opranuzanust paboThl ¢ TOKyMEHTaMU (IOKyMEHTO000OpoTa) B cepe SKCIUTyaTaluu
CYZOBOTO 3JIEKTPOOOOPYIOBAHUS U CPE/ICTB aBTOMATHKHU

[Tonste nokxymentoobopora. Ilpuem u mepBuuyHas oOpaboTka JOKyMeHTOB. Pacmpenenenue
MOCTYNUBIIMX JTOKyMEHTOB. Peructpanmss nokymeHToB. OpranHuzanus KOHTPOJS —3a

HCIIOJITHCHUEM JOKYMCHTOB.

Tema 8. Cucremartuzanus nokymMeHTOB. OpraHuzanus XpaHEHUsS JIOKYMEHTOB B cdepe
AKCIUTYaTaI[MH CYA0BOTO JIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKHI

CocraBneHne HOMEHKIATyphl Jaei1. DopmupoBanue aenn. XpaHeHue JOKYMEHTOB.

Tema 9. PabGota ¢ mokymeHTamu, COAEp)KallUMU KOH(HUICHIMAIbHBIE CBeleHUs B cdepe
IKCIUTyaTaI[iu CYI0BOTO JIEKTPOOOOPYIOBAHKS U CPEJACTB aBTOMATUKHU

[Topsinox paboThl mepcoHana ¢ KOH(UACHIIMATBHBIMU JOKYMEHTaMH. YYeT U XpaHeHue Jeil ¢
KOH(UIECHITNATBHBIMU JOKYMEHTaMHU

Tema 10. CoBpeMeHHBbIE CHOCOOBI CO3AaHUSA, OOpPaOOTKM U TMepedadd JOKYMEHTOB B cdepe
AKCIUTYaTaI[MH CYJ0BOTO AJIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

CHeHI/IaJ'H/ISI/IpOBaHHBIe IIporpaMmabl aBTOMaTu3alluu CHUCTCMBI JAOKYMCHTUPOBAHUA
ynpaBHqueCKOﬁ ACATCIBbHOCTH. Hcnons3oBanue I/IH(i)OpMaI_II/IOHHBIX TEXHOJOTHUN  Kak

HHCTPYMCHTA IMOBBINICHUA 3(1)(1)6KTI/IBHOCTI/I q)YHKHHOHHpOBaHI/IH CUCTCMbI  YIIPABJICHUS
AOKYMCHTaMHU Ha NPCANIPUATUN

4.2. Cooeprcanue nabopamopuvix padom.

4.3. Cooepircanue npaKkmuuecKux 3aHamuil



Ne pazpnena

(TeMbI) TUCIUTUIMHBI

HanmeHnoBaHue NpakTUYECKUX 3aHATUN

1 cemecmp (1 xypc)

1 OCHOBHEIE IIOHATHA
JOKYMCHTAllUOHHOT'O obecrieucHust
yrpaBJICHUA

1. OcHoBHBIE MTpodeccHoHaNbHBIE TEPMHUHBI U ONIpe/ieNieHns B paboTe ¢
JIOKyMEHTaMHU

3. YHudumpoBaHHas cucremMa
OpraHU3alMOHHO-PACTIOPS IUTEEHO
JnokyMmeHTanuu. fOpunmueckas cuia
JOKYMEHTOB.

1. IlpoexTnpoBaHHWe NPOJOJIBHOTO OJaHKa C
PAacIIONOXKEHNEM PEKBH3UTOB.

2IpoeKTHpoBaHUE YIIIOBOTO OJIaHKA JOKYMEHTOB

LEHTPUPOBAHHBIM

4. OpraHu3anmuoHHO-
pacnopsAuTeNbHEIE,
UH(OPMAIIMOHHO-CIIPaBOYHbIC
JOKYMEHTBI, JIOKYMEHTALHS 10
JIMYHOMY COCTaBY

1. Pa3pabotka n ohopmIIeHHE IPUKA30B M0 OCHOBHOMW JIESTETHHOCTH.
2. Pazpaborka u odopmieHHEe aKTa, OKJIAJHOHW, OOBSICHUTEIHHOM

3aIUCKH, CIIpaBKH.

3. Pazpabotka u odopmieHHE NOKYMEHTOB IO JHUYHOMY COCTaBY:
pe3oMe, aBTOOHOrpadus, XapaKTePUCTHKA.

5. JlenoBas mepenucka:
Knaccudukanus, CTpykTypa,
cTaHiapTHbIC Gppa3bl U BBIPAKESHUS B
cdepe dKcITyaTalyu cy10BOro
3JIEKTPOOOOPYIOBAHUS U CPEIICTB
ABTOMAaTUKHU

1. JlenoBoe MUCHMO B YCIOBHUSIX YHU(PHUKAIIUHL.
2. [paBuna ohopMIleHHs IETIOBOTO MUCHMA.
3. Hekoropeie BupI muceM. MextyHapoIHbIe THChbMa

6. KoppecnonieH1usi, cBsizaHHas ¢
MPOBEACHUEM NIEPUOINICCKUX
MeponpusThii B chepe sKCIuTyaTanuu
CYZIOBOT'O AJIEKTPOOOOPYAOBAHUS U
CPEICTB aBTOMATUKH

1. OpraHM3alMOHHO-TEXHUYECKHE MEPONPUATHS IO IOATOTOBKE U
MIPOBE/ICHUIO COBELIAHUM.

2. CrpykTypa Ookiiaia W oTdera (Ha COBELIAHUH, 3aCelaHNH,

KOH(EPEHIHH)

4.1 KypcoBas pabora

He npenycmotpeno

4.2 KypcoBoii npoekT

JlucuunimHa He IpeyCMaTpUBaeT KypCOBOM ITPOEKT.

4.3 CamoctosTeabHasi padora. KoHTpob caMoCTOSITEILHOI PadoThI

Ha camocrosiTenbHy0 paboTy CTYyI€HTa BEIHOCSITCS CIEAYIOIINE TEMBI:

Tema 1. OCHOBHBIEC TTOHSATHS JAOKYMCHTAIITUOHHOT'O oOecrieueHust YIIpaBJICHUA

Tema 2. yHKIIMN JOKYMEHTOB.

Tema 3 YHI/I(I)I/H_II/IpOBaHHaH cucTreMma OpraHI/ISaL[I/IOHHO'paCHOpHHHTCHBHOﬁ JOKYMCHTAIIUU.

IOpI/I,Z[I/IquKaH CHJIa TOKYMCHTOB.

Tema 4. OpTaHI/BaHI/IOHHO-paCHOpHI[I/ITCHBHLIC, I/IH(I)OpMaI_II/IOHHO-CHpaBO‘{HBIC JOKYMCHTHI,
AOKYMCHTAaIUs IO JIMYHOMY COCTAaBY.
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Tema 5. JlenoBas nepenucka: KiaccupuKams, CTpPyKTypa, CTaHAapTHRIE (pa3bl U BRIPAXKEHHS B
cepe INEKTPOIHEPreTUKUM M IICKTPOTEXHUKM B  cdepe OSKCIUIyaTallid  CyIOBOTIO
3IIEKTPOOOOPYIOBAHUS U CPE/ICTB aBTOMATHKH

Tema 6. KoppecnoHaeHuusi, CBI3aHHasl C MPOBEACHUEM MEPUOINIECKUX MEPONPHUATHI B cdepe
ANIEKTPOIHEPTETUKH U IEKTPOTEXHUKHU B c(hepe 3KCIUTyaTalluu CyI0BOTO 3IEKTPOOOOPYIOBAHUS
Y CPE/ICTB aBTOMATHKH

Tema 7. Opranuzamust paboTbl ¢ TOKyMEHTaMHU (IOKyMEHTOOOOpoTa) B cdepe IKCILTyaTaluu
CYZOBOTO 3JIEKTPOOOOPYIOBAHUS U CPE/ICTB aBTOMATUKHU

Tema 8. Cucremarmsamus I0oKyMeHTOB. OpraHuzanusi XpaHEHHs JOKYMEHTOB B cdepe
IKCILTyaTallH CyI0BOTO IEKTPOOOOPYIOBAaHHS U CPEACTB aBTOMATHKH

Tema 9. PabGora c moxkymeHTamu, COAEp)KalIMMU KOH(HICHIMAIbHBIE CBEICHHS B cdepe
IKCIITYaTaIllH CYyAO0BOTO IEKTPOOOOPYIOBAHUS U CPEICTB ABTOMATHKH

Tema 10. CoBpeMeHHBIE cIIOCOOBI CO3AaHUs, OOpaOOTKM U Tepedauyd JOKYMEHTOB B cdepe
IKCIITYaTaIllH CYIOBOTO IEKTPOOOOPYAOBaHUS U CPEACTB ABTOMATHKH

KoHTponb camocTosiTenbHOM paboThl MPOBOAUTCS B (hOpME MUHU3AYETA.

4.1.luTepaKkTUBHBIE GOPMbI 00yYEHUA
B mpomecce ocBoeHus JaHHOM  y4eOHOW  AMCUMIUIMHBI ~ MHTEPAKTUBHBIE  (OPMBI
HCIIOJIB3YIOTCA IIPU HU3YUCHUH CIICAYIOIIUX TEM:

KoauuecTBo
Paznen (Tema) a1y CHUNIMHBI 4acoB
O | 03 3
Tema 5. JlenoBas neperncka: Kaccuukaiys, CTpYKTypa, cTaHaapTHbie pasbl U BRIpaXeHUs B chepe 1
JJIEKTPOIHEPTreTUKN U JNIEKTPOTEXHUKH B cepe DKCIUTyaTalld CYAOBOTO 3JIEKTPOOOOpYIOBaHUS U
CPEACTB aBTOMATHUKU
Hroro 0 1
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5. @oHI OUEHOYHBLIX CPeICTB /UIA TNPOBeAeHUS TPOMEKYTOYHOM
arrecTalMy 00Yy4arIIMXCS M0 JUCHHUILIMHE (MOYJIIO0)

5.1. OnucaHue mnoKa3aTejed U KpPUTEPUEB OLEHMBAHUA KOMIETEHLHH,
OonMcaHHe IIKaJl OIleHUBAaHUA

IToxa3arenan
OIlCHUBaAHUA

Onmncanue moka3artejst

O11eHKa «OTIUYHOY
(3auTeHo)

OOy4yaeMBIii ~ IEMOHCTpPHpPYET  CIIOCOOHOCTH K  IIOJHOH  CaMOCTOSITEILHOCTH
(momycKaroTcsl KOHCYNBTAIIMH C MPEMoaBaTeieM MO COMYTCTBYIOIIMM BOMPOCaM) B
BeIOOpPE crmocoba pelieHHs HEW3BECTHBIX WM HECTAHNAPTHBIX 3aJaHuil ¢
UCIIONIb30BAHUEM 3HAHUM, YMEHHH U HaBBIKOB, MONYYCHHBIX B XOIE MPOBEICHHS
OCBOCHHSI JUCIUIUTUHBI, CJEAyeT CUYUTATH KOMIICTECHIHIO CHOPMUPOBAHHON Ha
BBICOKOM ypoBHe. [IpucyTcTBre cHOPMHUPOBAHHON KOMIIETEHIIMH Ha BHICOKOM YPOBHE
03HAYaeT CIOCOOHOCTh CTYACHTAa K €€ JNalbHEHIIeMy CaMOpa3BUTHIO M BBICOKOH
aJalITUBHOCTHU MpaKTUICCKOro MPpUMEHCHU A K N3MECHSOITUMCSI YyCi10BUAM
npogeccnoHaNBHOM 3a1auu.

Or11eHKa «XOpOIIO»
(3auteHo)

OOy4aemblii JIEMOHCTPHPYET CaMOCTOSITENIbHOE TNPHUMEHEHHE 3HAHWK, YMEHUH |
HaBBIKOB TPH peIIeHHM 3aJaHui, aHAJOTMYHBIX TEM, KOTOpbIE IPEIOCTaBIIsLI
nperojiaBaTeNnb Mpyu MOTEHIIHMAIBHOM (OPMUPOBAHMH KOMIIETEHIIMH, TONTBEPIKIAET
Hanmure c(GOPMUPOBAHHON KOMIIETEHIIMM, TpHYeM Ha Ooyiee BBICOKOM YpPOBHE.
Hannuue copMupoBaHHOI KOMIIETEHLIUH Ha  IIOBBIIIEHHOM YpOBHE
CaMOCTOSITEIILHOCTH CO CTOPOHBI 00y4aeMoro Mpu ee MPakTHIeCKOW JeMOHCTpALUK B
XOJE PpELICHHs aHAJOIMYHBbIX 3aJaHUil CIEAYyeT OLEHMBATh KaK IIOJIOKUTEIBHOE M
YCTOHYMBO 3aKPEIJIEHHOE B IIPAKTUYECKOM HaBBIKE.

Or1eHka
«YJOBJIETBOPHTEIHHOY
(3auteHo)

OOyuaeMBIii JEMOHCTPUPYET CaMOCTOSTENFHOCTh B MPUMEHEHUH 3HAHMN, YMEHHH U
HAaBBIKOB K PpELICHHIO Y4eOHBIX 3aJaHUi B IOJHOM COOTBETCTBHH C 00OpasoM,
JaHHBIM TperofiaBaTesieM, [0 33JaHUSAM, pelIeHHe KOTOPBIX OBLIO IIOKa3aHO
IperoJaBaTeneM, CliefyeT CUUTaTh, YTO KOMIIETeHIU c()OpMHUPOBaHa, HO €€ ypOBEHb
HEJOCTaTOYHO  BBICOK.  [IOCKONMBKY  BBIABIEHO Hamuuue Cc(HOPMHPOBAHHOM
KOMIIETEHIINH, €€ CIIEAYET OLIEHNBATh NOJIOKUTENBHO, HO HA HU3KOM YPOBHE.

Or1eHka
«HEYJIOBJIETBOPUTEIILHO»
(He 3auTeHo)

OOyuaembIii HE CHOCOOEH CaMOCTOSTEIHHO MPOAEMOHCTPHPOBATH HAIMYHE 3HAHHUN
IPH PelleHNH 3aJaHuil, KOTOpble OBUIM MpEINCTaBIIECHBI IPEroJaBaTeleM BMECTe C
00pa3LoM HX peLIeHHs, OTCYTCTBHE CaMOCTOSITENBHOCTH B NPHUMEHEHHH YMEHUS K
HCIIONB30BaHHIO METO/IOB MPOBECHUS NPl TUIUIOMHOM MPAKTHKU M HECIIOCOOHOCTh
CaMOCTOSATEIBHO NPOSBUTh HABHIK IIOBTOPEHHMS PEIICHUs IIOCTaBJICHHOHW 3aJadyd II0
CTaHOAPTHOMY 0O0pa3ly CBHACTENBCTBYIOT 00 OTCYTCTBHH C(OPMHPOBAHHOU
KOMIETEeHINH.

5.2. TunoBble KOHTPOJIbHbIE 33aJaHUS WU MHbIe MaTepHuaJbl, HE06X0AMMbIe
AJiIsI OLeHKHM 3HaHUW, YMEHUH M (WIM) HaBBIKOB, XapaKTepHU3YIOIUX
3Tanbl (QopMHMpPOBAHMA KOMIETEHUMHA B Mpouecce OCBOEHHUs
00pa30BaTe/JIbHOM MPOrpaMMbl

Ilpumep kauecmeennvix 6onpocog. [lenonpousBOACTBO — 3TO: a) OTPaciab JEATEIBHOCTH,
KoTopas He oOecreynBaeT JOKYMEHTUPOBAHWE ¢ OPraHHU3aIlUi0 padoThl ¢ O(UCHBIMH
JOKyMeHTamMu; 0) oTpacib JAeATeIbHOCTH, KOTOpas oOecrnedyuBaeT JOKYMEHTHPOBAaHUE H
OpraHu3aiuio padoTel ¢ 0GUCHBIMU JOKYMEHTaMH; B) cepa NeATEIHHOCTH MO OOECIeUeHU0
Opranu3anuu 0(OUCHBIMH JOKYMEHTaMHU
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3aoanue: ]JlaiiTe cpaBHUTEIBHBIN aHAIN3 ONpPENeCHU MPEJAMETHOTO IMOJIs JeONPOU3BOCTBA
10 JOCTYIIHBIM Bam y’-I€6HI/IKaM U UCTOYHHKAM.

3amganue: OrmnpenenuTe MPEeHMMYLNIECTBA M HEJOCTAaTKH aBTOMATHU3alUU JIOKYMEHTAIIMOHHOTO
obecrieueHus ypaBiIeHUs

5.3. l'[epequb BOITPOCOB AJIA UTOI'OBOT0 KOHTPOJIA IO AUCOUIIJ/INHE

1. OcHOBHBIE IOHATHUS JOKYMEHTAILIMOHHOTO 00ECTIEUEHH s YIIPaBICHUS

2. OcHOBHBIE IPO(EeCCHOHATBHBIE TEPMUHBI U OIIPEIENICHHS B Pa0OTE C TOKYMEHTaMH.

3. OyHKI#H, KIacCUPUKAIUS JOKYMEHTOB.

4. HopmaTtuBHO-IIpaBoBast 6a3a JOKYMEHTAIIMOHHOTO 00eCTIeYeH sl yIpaBIeHus

5. YHu¢uuupoBaHHas CUCTEMa OpraHu3allHOHHO-PACTIOPSIIUTENBHON JOKYMEHTAIIUH.
KOpuanueckas cuna JOKyMEHTOB.

6. Crpykrypa, comepxkanne [OCT P 6.30-2003 «YuudummpoBaHHas cucrema
OpraHU3alMOHHO-PACTIOPSAIUTENLHON TOKYMEHTAIIH.

7. TpeGoBanus K 0pOpPMIIEHUIO JOKYMEHTOB

8. OCHOBHBIC TPYIIIBI U BUJIBI OPTaHU3AIIMOHHO-PACTIOPSAUTEILHON JOKYMEHTAITUH

9. lenoBoe muchbMo B yciaoBusx yHu(ukanuu. [IpaBuna oopmiteHus 1€I0BOTO THCHEMA.

10. HexoTopsie BuabI muceM. MexayHapoTHbIe TTHChMa

11. JlenoBoe muceMo B ycimoBusiX yHHpUKauu. [IpaBuia odopmiieHns AeI0BOTO MTUChMA.
Hexkotopsie Buab! nuceM. MexxayHapoIHbIE TMCbMa

12. KoppecnoHaeHIs, CBA3aHHAs C MPOBEICHUEM IMEPUOAMUYECCKUX MEPONPHITHI B cdepe
AKCIUTYaTaI[MH CYA0BOT0 3JIEKTPOOOOPYIOBAHUS U CPEJICTB ABTOMATHKHU

13. Opranu3aiiuoOHHO-TEXHUYECKHE MEPOIIPUSITHS IO TTOJITOTOBKE M IPOBEICHHUIO COBEILIaHUI.

14. CtpykTypa nokiaaaa u oTdera (Ha COBEIIaHNH, 3aceJaHuH, KOH(EPESHIINN)

15. TlonsTne nokymentoo6opora. [Ipuem u nepBuuHas 00pabOTKa JOKYMEHTOB.

16. Pacnpenenenre MOCTYNMUBIINX MOKYMEHTOB. Perumcrpanmsi mokymeHToB. OpraHuzarus
KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. Cucremaru3zanusi JOKyMEHTOB.

18. Opranuzanusi  XpaHeHHs  JOKYMEHTOB B  cdepe  OSKCIlyatallud  CyJIOBOTO
3NIeKTpOoOOOPYI0OBAHUS U CPEACTB AaBTOMATUKU

19. CocraBnenune HOMeHKIATypbl nen. dopmupoBaHue aen. XpaHeHHE JOKYMEHTOB B cdepe
AKCIUTYaTaIMH CYJ0BOI0 JIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

20. PabGora c JOKyMEHTaMH, COJEpXKAIUMU KOH(UIEHIMAIbHBIE CBelAeHUs B cdepe
AKCIUTYaTaI[MH CYJ0BOTO AJIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

21. CoBpemeHHble cmocoObl  co3maHusl, OOpabOTKM U mepeAayd  JOKYMEHTOB B
JeONPOU3BOACTBE B cdepe OKCIUTyaTallid CYJOBOTO D3JIEKTPOOOOPYAOBAHUS U CPEJACTB
aBTOMAaTHKH

22. HWcnonw3oBaHue WHGOPMAIMOHHBIX TEXHOJOTMM KAk HWHCTPYMEHTa IOBBIIICHUS
s dekTuBHOCTH HYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS JOKYMEHTaMU Ha TMPEANPUITAN

5.4. MeToANYECKHE PEKOMEHJAalUHd K NMPOBEE€HUI0 UTOFOBOr0 KOHTPOJIA IO
JUCIUIIMHE

Ha utorossiit KOHTPOJIb BBIHOCUTCS y‘-IeGHLIfI MaTrcpuall, paCCMOTpCHHHﬁ Ha JICKIMMOHHBIX H
MPAKTUYCCKUX 3aHATUAX, a TAKIKC TCMbI, KOTOPLIC ObLIN NpEAJIOKCHBI I CaMOCTOATCIIBHOTO
HU3YUYCHUA.
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@opMOH MPOBEACHUS UTOTOBOIO KOHTPOJIA MO JAHHOW JUCLUUIUIMHE ABJSETCS 3a4eT, KOTOPbIM
MIPOBOJMTCS B YCTHOH (opMe C HCIOJIb30BAHMEM OWIIETOB, COJCPIKAIIUX TEOPETUYECKYI0 U
MPAKTUYECKYIO 4acTh. TaKkKe IONyCTUMO MNPOBEJAECHUE HMTOTOBOrO KOHTPOJS B MUCbMEHHOU
dopme. O dopMe MpOBENEHUS HTOTOBOTO KOHTPOJISI CTYACHTHI JOJIKHBI OBITH OIOBEIICHBI

3a0J1IaroBpeMeHHO.

Bo BpEMsd MNOATOTOBKHM K OTBETY Ha 3a4CTC HCIIOJbB30BAHUC CHp&BO‘IHOfI JIATCPATyYpbl HE

JIOITyCKAeTCsl.

IlepeyeHb OCHOBHOII W [JONOJHUTEJIBHON Y4YeOHOW JHMTEepaTyphbl,

HEe00X0AUMOI1 1151 OCBOEHM S AN CIUILIMHBI (MOIYJIs1)

6.1 OcHoBHas yueOHas1 IUTEPATypa

1. 3acnmaBckas, E. A. JIokyMeHTHpOBaHHE YIPABJICHUYECKON neaTenbHOCTH [TekcT] :
yue0. nmocodbue / E. A. 3acnasckas. - Omck : OMBT, 2010. - 115 c.

2. 3acmaBckas, E. A. JIokyMeHTHpOBaHWE YIIpaBlIeHYECKOH nestenpbHOCTH [Teker] :
npaktukyMm / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :

3. Kopuees, 1. K. JlokyMeHTHpOBaHHE YIPABICHYCCKOW JEATEILHOCTH + TECTHI B
OBC : yueOHUK 1 IPAKTUKYM TSl akagemudeckoro Oakanaspuata / . K. Kopnees, A.
B. ITmenko, B. A. Mamypue. — 2-e¢ uzn., nepepad. u non. — M. : U3garenbcTBo
HOpaiit, 2018. — 384 c.

6.2 JlomosHuTeIbHAS YueOHas JIUTEPaTypa

4. BacwibeBa, M. H. Opraau3zanus Aem0mpou3BOACTBA U TIEPCOHATBHBIN MEHEIKMEHT
[Tekct] : yueb6. mocobue / . H. Bacunwes, 3. B. OctpoBckuii, 1. 0. IOpraes. - 3-¢
3. - M. : By3osckuii yueonuk, 2009. - 320 c.

5. 3acnaBckas, E. A.JIoOKyMEHTHpOBaHHE YIpaBIEHUYECKOW aesTelbHOCTH [Tekcrt] :
METO/I. yKa3aHHs AJs BBIIOJHEHMs MpakT. U KOHTp. padoT ¢ / E. A. 3acnaBckas. -
Owmck : Upteimckuii puman HCABT, 2008. - 30 c. : puc.

6. KysnmenmoB WM. H. JlokyMeHTanmoHHOE oOO€cleYeHHe yIpaBICHUS U
JIENIONPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: ydeOHuk i OakanmaBpoB /KysHenos
Urops Hukonaesuy; 1. H. Ky3uenos. - M.: IOpaiirt, 2012

7. TlepeyeHb pecypcoB HH(GOPMALUOHHO-TEJEKOMMYHHKAIMOHHON ceTn '"'UHTepHer"

8.

(nanee - cerp "HTEepHeET"), HEOOXOAMMBIX IJIS OCBOCHUS TUCHUILIMHBI (MOLYJI51)

1. http://archives.ru

Ilepeuenr WHGPOPMALUMOHHBLIX TEXHOJOIHi, HCHOJb3YyeMbIX TMPH OCYLIECTBJICHHHU
o0pa3oBaTe/IbHOI0 TMpolecca MO0 IUCHMILUIMHE (MOAYJ/I0), BKJIKYas INepeyeHb
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NPOrpaMMHOI0

HEe00X0IMMOCTH)

o0ecnieyeHusi M MHGPOPMALMOHHBIX

CIIpaBOYHbLIX CHUCTEM (l'IpI/I

1.Cucrema npaBoBoil noanepxku «KoHcynpranT-mmocy, «l'apant

9. Onucanue

MAaTEPHAIbHO-TEXHUYECKOU

0a3bl, HEOOXOAUMOM JIf

OCYyIIeCTBJIEHHSI 00Pa30BaTEJBLHOI0 NMPOLEcCa M0 TUCIHUILIHNHE (MOTYJII0)

JoxymeHTHpoBaHue
YIIPaBIEHYECKON
JeATETbHOCTH

VYueOHast ayqUuTOPHUs JJIsI TPOBEACHUS 3aHATHI
JIEKIIMOHHOTO TUTIA: JIOCKa yueOHas He MeHee - 1
IIT., HAOOPHI IEMOHCTPAIIMOHHOTO 000PYIOBAHUS U
yueOHO-HATJISITHBIX TIOCOOM#, CTEH/IbI, TUIAKATHI,
PENPOLYKIIMH, SKPaH Ul MYJIbTHMENA
MPOEKTOPA, POEKTOP, MPe3eHTAIHOHHbIE
MaTepHalibl, CTOJ He MeHee— 35 IIT., Tyl He
MeHee— 68 miT.

Owmckas obnactb, T. OMcK, yi1. MBana
Anekceesa, oM 2 (NeNe 45, 46 Ha mo3TaXKHOM
riane (11I1), 5 atax)

VYueOHast ayquTOpHUs AJIsI TPOBEACHUS 3aHATHI
CEMHUHAPCKOro THIIA: Iocka yueOHast He MeHee - 1
mT., 3KpaH JIIsL MyJ'lI)TI/IMe}lI/Ia npoeKTopa, CTOJI HC
MeHee— 13 mIT., cTyn He MeHee— 25 1mT.

Omckast 06mactsb, I. OMCK, yi. ViBana
Anexkceesa, oM 2 (NeNe 63, 64 Ha MO3TAXKHOM
mwiane (111), 4 atax)

VYueOHast aynuTopus s TPOBEACHUS TPYIIOBBIX U
UHAWBHUYaJIbHBIX KOHCY/JbTAlUH: J0CKa ydeOHas
He MeHee - | IIT., 3KpaH U1 MyJIbTUMeIna
MPOEKTOpa, CTON He MeHee— 13 mT., cTyn He
MeHee— 25 mT.

Omckast 06mactsb, I. OMCK, yi. ViBana
Anexkceesa, oM 2 (NeNe 63, 64 Ha MO3TAXKHOM
mwiane (111), 4 stax)

[Tomerenue st caMOCTOATENEHON PaOOTHI:
KOMIIBIOTEpHAsl TEXHHUKA, ONIEpalliOHHAs] CHCTEMA
Windows, maket mporpamm Microsoft Office, CIIC
Koncynprant IIUTFOC, TAPAHT, natopst
JIEMOHCTPAIMOHHOT0 000PY/I0BaHUsI U y4eOHO-
HAIJISHBIX TOCOOWH, CTEH/IBL, TUTIAKATHI, Y4eOHO-
HAarJIsAHbIEe TT0COOUS, PENPOAYKIIH, SKPaH I
MYJIBTUME/IMA IPOEKTOpa, IPEe3eHTalOHHBIE
MaTepuabl, CTOJI He MeHee — 43 IIT., CTy/ He
Mmenee — 48 mir.

Owmckas obmacte, T. OMck, yn. ViBana
Anekceesa, qom 2(NeNe 52, 53,54,55 Ha
nostaxHoM 1iane (111), 3 atax)

VYueGHas ayauTOpHs A1 IPOBEICHHS TEKYILEro
KOHTPOJIS ¥ TIPOMEXYTOYHOM aTTeCTallui: J0CKa
yueOHas He MeHee - | mT., HabopHI
JEMOHCTPAIIMOHHOT 0 000PYIOBaHUA U YI€OHO-
HarJIIHBIX TOCOOMH, CTEH/IBI, IUIAKATH,
PENPOAYKINH, KPaH Ul MYJIbTHMEIHA
MPOEKTOpa, IPOEKTOP, MPE3EHTAHOHHBIE
MaTepHaJbl, CTON He MeHee— 35 IIT., CTYII He
MeHee— 68 mT.

Owmckas obmacts, . OMck, yi1. ViBaHa
Anekceesa, 1oM 2 (NeNe 45, 46 Ha MO3TaKHOM
miade (111), 5 atax)
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