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1 T[lepeyeHb nNnaHUpyemMbiX pe3yribTaToOB OOy4YeHMs No AucCuUnIvHe
(Moayn), COOTHECEHHbIX C MNNaHUpyeMbiMU pe3yfibTaTaMmu
0CBOEHUs1 obpasoBaTeNibHOW NpPorpamMmmbi

1.1 LUenu aucumnnuHbi

Ilenpt0  NUCHMIIMHBL ~ SBJISETCS  pa3BUTHE  IPEACTAaBICHUH O COBPEMEHHOM  CYy/JI0BOM
JOKyMEHTOOOOPOTE€ MOCPEACTBOM 3HAKOMCTBA C CHUCTEMOH CYHOBOIO JIOKYMEHTHUPOBAHUS,
dbopMHpOBaHHE MHIMBHIYAJbHOIO KamurTana Oyayllero CHelUalucTa, CII0COOCTBYIOIEro
3 PEKTUBHOMN IEATEIHHOCTH B YCIOBHIX paOOTHI C CY/I0BOW JOKYMEHTAIHEH.

1.2 MepeyeHb hopMUpyeMbiX KOMNETEHLUN

B pesynbraTe OCBOCHUS MUCHUIUIMHBI (MOIYJIsl) Y O0OyYaroOLIerocs JOJKHBI C(OPMHPOBATHCS
CIIEYIOIe KOMIICTCHIIMH, BBIPXEHHBIC Yepe3 pe3ysbTaT OOydeHUsS MO AUCIHILIUHE (MOIYIIS),
KaK 9acTh pe3yJIbTaTa OCBOCHHUsS 00pa3oBaTelibHOM mporpammel (naiee — OIT):

1.2.1 OO6uwekKkynbTypHble komneTeHuun (OK)

O6mekynbTypHble koMmmereHimu (OK): aucuuniamHa He ¢opMupyeT OOLIEKYJIbTypHbIE
KOMIIETEHIINH.

1.2.2 O6uwenpodeccrmoHanbHble komneteHuuu (OlK)
Jucuuninuna He popMHUpyeT 001IenpodecCuOHATBLHBIC KOMITETSHITUH

1.2.3 MpodeccrnoHanbHble komneTeHunm (MK)

HepequL TUIAaHUPYEMBIX PE3YJILTAaTOB o6yquH${ o

Kommerenius
IUCHUILINHE
Mudp CopepxaHue
Bnaneer ocHoBaMM MaHEBpPUPOBaHUSA
¥ yTIPABJIEHHS CYTHOM, BKITIOYas 3nare:
K-9 MaHEBPHI [IPU CIIACAHUM YEJIIOBEKA
— 3HATh NepeveHb TOKYMEHTALMH M0 Oe30MacHOCTH
3a 60PTOM, IOCTAHOBKE Ha AKOPb H S
IIBapTOBKE
3HaTh:
nepeyeHb JIOKYMEHTAIHH, 3aIO0THAEMOH
KallUTaHOM TIPH MECSIYHOM M HaBUTALMOHHOM
OTUeTax;
—  TOpPSIOK W CPOKHM 3alOJHEHHA OTYETHOM
I'0TOB K BBEINIOJIHEHUIO JOKYMEHTAllUM; CPOKHM CHAa4d  pPEHCOBBIX U

IK-19 o
AAMUHHUCTPATUBHBIX 065133HHOCTCI/I, MECAYHBIX OTYCTOB KallMTAaHOB W IMCpeAaund HuX

3HACT OPraHu3aluio U CUCTEMBI YUC€Ta | COOTBETCTBYIOIIUM OpraHu3anusamM

U IOKYMEHTO000pOTa
YMmerb:

— COCTaBIIATH Ta0benu padovero BpEeMEeHHU HKUTIaxKa
CylHa; JedaTb  pacueT  IyTeBOIO  JIUCTa;
MPOM3BOANTh  pacyeThl  3apabOTHOW  IIIATHI
OKUMAXY; 3aloJHATh HEOOXOIUMYIO CYAOBYIO




JTIOKYMEHTAIIHIO.

Biaagern:

— HaBBbIKaMH 3aII0JIHCHHA CYyJOBBIX JOKYMCHTOB

1.2.4 TpodreccuoHanbHble KOMNeTeHUUn npocdunna unm cneumnanmsauum (MKC)
JucrummmHa He popMupyeT npodeccrnoHaTbHBIE KOMIICTESHITUN TPOGUIIS WA CIICITHATH3AITHH.

1.2.5 KomneteHuuu MK NOHB (KMK)
Jucnunmuna He Gopmupyet komnereHimy MK [TTHB (KMK).

2 Mecto aucuunnuHbl (MoAyns) B CTPYKType obpa3oBaTenbHOWM
nporpamMmmbi

BapPIaTHBHOﬁ qaCTu

Jucuurninaa (MOIyJh) peau3yercs B paMKax

(6a30Boii, BApHATUBHOM MITH (DaKyTbTaTUBHOM )

OCHOBHOM NpodecCHOHALHON 00pa30BaTebHON MPOrPaMMBEI.




3. Obbem agucumnnuMHbl (MoAynfA) B 3avYeTHbIX eauMHuuax (3.e.) ¢
yKaszaHMeM Konum4yecTtBa akaleMMYeCKUX UMM aCTPOHOMMUYECKUX 4acoB,
BbleNIeHHbIX Ha KOHTaKTHYI0 paboTy oby4arowmxcs ¢ npenogaBarenem
(no BuMAaaM Y4YeOHbIX 3aHATMM) M Ha CaMOCTOAITENIbHYK paboTy
oby4arowmxcs

s 3a0YHOM bopmbl 0O0yUeHUS™:
(O4HOM, OYHO-3204YHOMN TN 320YHOIT)
DopMbl KOHTPOJIS Bcero uacos Bcero Kypc 2
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4. CogepxaHue AUCUMUNIUHbLI (MoAynsl), CTPYKTYpUpOBaHHOe No
Temam (pasgenam) C¢ yKkasaHMeM OTBEAEeHHOro Ha HUX Konum4vecTBa
aKageMUYeCcKUX 4acoB M BUIOB YUeOHbBIX 3aHATHI

4.1 Pa3denbl u membl OucUuruiuHbl (MOOysisI) U MmpPyGoeMKOCMb 10
eudam y4yebHbIX 3aHsIMUU (8 akadeMu4YeCKuUX Yacax):

Bunp! yueOHbIX 3aHsTHIA, BKItoYas CPC

Paznenbr u TeMbl

Jlek J1a6 Ip CPC
JUCIUIUIUHEL (MOYJIs)

(6] o3 3 o 03 3 (6] o3 3 o (0] 3

5 kype

OCHOBHEIE TTOHSATHS 2
JTOKYMEHTAllMOHHOTO
obecneueHus yIpaBICHHs

OyHKIMY TOKYMEHTOB.

YHaupunupoBaHHast
cHCTeMa OpraHU3alUOHHO-
pacrnopsanTeIbHOM 2 6
JOKYMEHTALMH.
IOpunnueckas cuna
JIOKYMEHTOB.

OpraHu3aoHHO-
pacnopsiAuTeNEHEIE,
nH(OpMaIOHHO- 6
CIpaBOYHBIE IOKYMEHTHI,
JOKYMEHTALHSI [0 TITYHOMY
COCTaBY.

CynoBas Iepernucka:

KJIacCU(pHUKALHS, 2 6

CTPYKTYypa, CTAHAAPTHBIC
(pasbl U BBIPAKEHHUSL.

CynoBas
KOppECHOHAEHIINS, 2
CBSI3aHHAS C IPOBEICHUEM
MEPUOANIECKUX
MEPOIIPUATHI

Opranmsanust  pabotel ¢
CYZIOBBIMH  JIOKyMEHTaMH
(10KyMeHTO000pOTA)

CucrteMaTusanusi CyJOBBIX
JIOKyMeHTOB. OpraHu3arus
XpaHEHUs JIOKYMEHTOB.

10

Pabora c CYJIOBBIMH
JIOKYMECHTaMH,
coJieprKaliuMu
KOH(UICHIIHATbHBIC
CBEJICHHUS

10.

CoBpeMeHHBIE CIocOOBI
co3maHus, OOpabOTKH |
nepefayun CYZIOBBIX
JIOKyMEHTOB B
JCJIOIIPOU3BOJICTBE.

HUTOI'O 4 4 62




[Tpumeuanusi: O — ouyHas ¢gopma obyuenusi, O3 — ouyHo-3a04yHast Gopma oOyueHus, 3 —
3a04Has popma 00yUueHUs.

4.2 Cooepotcanue pazoenos u mem OUCUUNTIUHDBL

Tema 1. OcHOBHBIC TOHATHS JOKYMEHTAIIHOHHOTO 00ECIICUeHHUS YITPaBICHUS

OcHoBHbIe TIpodecCHOHAFHBIE TEPMHUHBI U OTIPeAeNieHIs B paboTe ¢ JOKYMEHTaMU: JIEIONPON3BOICTBO,
JIOKYMECHTHUPOBAHHE, JOKYMEHT, PEKBHU3UT, (GOpPMYJsp JOKYMEHTa, MAaTCPUAJIbHBIA HOCHUTEIIb,
IOpUMYecKass  CHiia  JOKYMEHTa, CHUCTeMa JIOKyMeHTanud, YHU(UKaus, CTaHJapTU3aIus,
YHU(QUIIMPOBAHHAS CHCTEMa OPTaHU3aIlMOHHO-PACTIOPSINTENIEHON JOKYMEHTAINN

Tema 2. @yHKINN JOKYMEHTOB.

OyHKIMY, KIaccupukanus T0KyMeHTOB. HopmaruBHO-IpaBoBasi 0a3a JOKYMEHTAIlHOHHOTO
oOecrnieyeHus ynpaBieHus

Tema 3 YauduuupoBaHHasi cucTeMa OpraHU3allMOHHO-PACIOPSAUTEIbHON JOKYMEHTAIIH.
IOpuaunueckast cuna 10KyMEHTOB.

Crpyktypa, cogepxxkanne [OCT P 6.30-2003 «YHudunupoBaHHas CcHCTEMa OpraHW3alMOHHO-
pacnopsAUTENLHON TOKyMeHTauu. TpeGoBaHus K 0(OPMIICHUIO TOKYMEHTOBY: COCTaB PEKBH3HUTOB;
TpeOOBaHHSA K O(OPMIIEHHIO PEKBU3WTOB JOKYMEHTOB; TpeOOBaHWS K ONaHKaM W OQOpMIEHHUIO
JOKYMEHTOB; TpeOOBaHUS K H3TOTOBICHHIO, YUYETY, HCIOJNB30BAHUIO U XPAaHCHUIO OJIAHKOB C
Bocnpou3sBeaenueM ['ocyaapcrBeHHoro repoa P® u rep6oB cyorexToB PO

Tema 4. OpraHu3alMOHHO-PAaCHOPSAAUTENbHbBIE, HWH(OPMALMOHHO-CIPABOYHbIE JIOKYMEHTHI,
JOKYMEHTALUs 10 JINYHOMY COCTaBY.

OCHOBHBIE TPYNITBI M BUABI OPTraHU3alMOHHO-PACTIOPSIINTEIFHON TOKYMEHTAIIH:

- OpraHu3aIMOHHbIE (YCTaB, MOJIOKEHHS, THCTPYKIUH, IITATHOE PaclUCaHKe, IPaBHIa BHYTPEHHETO
TPYJIOBOTO PACTIOPSIKA);

- pacmopsiAUTENbHBIC (IOCTAHOBJICHUS, IPUKA3bl, YKa3aHUs, PACIIOPSHKCHUS, PCILICHHUS );
CripaBo4HO-UH(POPMALMOHHBIC M CIIPABOYHO-aHATTUTUYCCKUE (CIIPABKH, JIOKJIA IHBIC 3aIIUCKH, aKThI,
IIPOTOKOJIBI);

- TOKYMEHTAITUS TI0 JIMYHOMY COCTaBy (pe3foMe, MPUKA3kI 110 JIMYHOMY COCTaBY, 3asBIICHHE,
TPYZOBas KHIDKKA, JIMYHAS KapTOYKa COTPYIHUKA, IMYHOE JIEIIO)

Tema 5. CynoBast nepernucka: KiaccupuKaims, CTpyKTypa, CTaHAapTHBIE (Ppa3bl U BBIPAKEHHUS.
JlenoBoe mUchbMO B ycioBusx yHugukaiuu. [Ipasuna ohopmieHus nenoBoro nuchma. HekoTopbie BUIbI
IINCEM. MG)K,I[YHapO,Z[HBIC nurucbmMa

JenoBoe muchbMo B yeioBusax yHubukanun. [Ipasuna opopmnenns nemoBoro nmuchkMa. HekoTopsie BUABI

nuceM. Mex1yHapoHbIe TUCbMa

Tema 6. CynoBasi KOppeCOHICHIIMSI, CBSI3aHHAsI C TPOBEIEHUEM MEPUOIUUECKUX MEPOTIPUSATHI

OpraHu3aloOHHO-TEXHUYECKUE MEPOTIPHUSITHS 110 MOATOTOBKE U MPOBEACHUIO COBCIAHUH.
CrpykTypa JoKiana u ordeTa (Ha COBEIIAHNH, 3aceIaHn!, KOH(EPEHITHH )

Tewma 7. Opranuzanusi paboThl C CyIOBBIMU JOKYMEHTaMH (JIOKYMEHTO000pOTa)



IlonsTue ,E[OKyMeHTOO60pOTa. HpI/ICM U T[OCpBUYHAA o6pa60TKa JOKYMCHTOB. P acpeaciiCHUC
NOCTYIIUBLINX JOKYMCHTOB. PGFI/ICTpaI_II/ISI HOKYMCHTOB. OpraHmauH;{ KOHTPOJIA 3a HCIOJIHCHUEM
JOKYMCHTOB.

Tema 8. Cuctemaruzanus CyJ0BbIX TOKYMEHTOB. OpraHu3alus XpaHeHUs1 JTOKYMEHTOB
COCTaBJ’IeHI/Ie HOMCHKJIATYPBI ACJI. (I)OpMI/IpOBaHI/IG pI(S) XpaHeHI/Ie JAOKYMCHTOB.
Tema 9. PaboTa ¢ cyZ0BBIMU TOKYMEHTaMH, COJACPKAIIUMH KOH(PHUICHIINATbHBIE CBEICHHS

HOpSIZ[OK pa6OTLI nepcoHajia ¢ KOH(I)I/II[CHHI/I&HLHBIMI/I JAOKYMCHTaMHU. Yuer u XpaHeHue Jnaei ¢
KOH(I)I/IHCHLII/IB.J'ILHBIMI/I JOKYMCHTaAMU

Tema 10. CoBpemeHHble cIOcOOBI CO3/1aHMsI, 0OpaOOTKU U Meperad CyJOBBIX JIOKYMEHTOB B
JIeJI0NIPOU3BO/ICTBE.

CHeHI/IaJ'II/ISI/IPOBaHHLIC IporpaMMbl aBTOMaTuU3allul CUCTEMBbI HOOKYMCHTUPOBAHUA ynpaBHCquCKOﬁ

JACATCIBHOCTH. Hcnons3oBanue I/IH(i)OpMaHI/IOHHBIX TEXHOJIOTHM KaK UHCTPYMCHTA IOBBIIICHUA
3(1)(1)CKTI/IBHOCTI/I q)YHKHI/IOHI/IpOBaHI/IH CUCTCMBbI YIIPABJICHUA JOKYMCHTAMU Ha MPEANIPUATUA

4.3 Copepsxkanue J1adopaTOpHbIX padoT

He npengycmotrpensl

4.4 CopepXaHue NpakTUYEeCKUX 3aHATUN

Paznen (TemMa) AUCHUNJIMHBI Tema NpaKTHYeCKOro 3aHATUS

1 cemectp (1 Kypc)

5. CynoBasi mepenucka: Kiaccuukaius, CTpykTypa, | 1. JlenoBoe MUCbMO B YCIOBUAX YHUPHUKAIHH.

2. TpaBuia o(hopMIICHHUS IETIOBOTO TTHChMA.

3. HekoTopsle BBl nrceM. MexXTyHapOaHbIC THChMa
6. CymoBas  KoppecmoHIeHIus, cBs3aHHas ¢ | 1. OpraHu3aiMOHHO-TEXHUYECKHUE MEPONPHUSATHS 10
MIPOBEACHUEM MTEPHOANICCKUX MEPOTPUSATHIHA TIO/IrOTOBKE U IPOBEJCHHUIO COBCIIAHHIA.

2. CrpykTypa HOKIaja W oT4deTra (HAa COBEIIAaHUH,
3aceqaHnuu, KOHGEPEHIIH)

CTaH/apTHBIC (pa3bl U BEIPAKEHUS

4.5 KypcoBas paboTa

Jucuuioiiaa He mpeaycMaTpuBaeT KypcoBYIO padoTy.

4.6 KypcoBou nNpoeKkT

JlcuuIHa He MpeaycMaTpUuBaceT KypCcoBOM MPOEKT.

4.7 CamocTtositenbHas pabota. KOHTposnb caMmocTosTeNnbHON paboThbl

Ha CaMOCTOATCIIbHYIO pa60Ty CTYACHTA BBIHOCATCA CJICAYIOIIUC TCMBbI:

8



Tema 1. OCHOBHEIE ITOHITHUS JAOKYMCHTAITMOHHOI'O obecreueHus YIpaBJICHUA

Tema 2. @yHKIIUU JOKYMEHTOB.

Tema 3 YHupUUUpOBaHHAS CUCTEMa OPTaHU3AIMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIIHH.
IOpununyeckas cuiia 10KyMEHTOB.

Tema 4. Opranu3anmoHHO-PACTIOPSAAUTEIbHBIE, HHPOPMALMOHHO-CIIPABOYHBIC JOKYMEHTHI,
JOKYMEHTALU 110 INYHOMY COCTaBY.

Tema 5. CynoBast nepenucka: KiaccupuKaius, CTpyKTypa, CTaHIapTHBIE (Ppa3bl U BBIPAKEHHS.
Tema 6. CynoBast KOppECIIOHAECHIMS, CBA3aHHAs C IPOBEAECHUEM NTEPUOANYECKUX MEPOIIPUITUI
Tema 7. Opraamu3anus padOThI ¢ CyIOBBIMH JOKYMEHTaMU (JIOKyMEHTO000pOTa)

Tema 8. CuctemaTu3alyst Cy10BbIX JOKYMEHTOB. OpraHu3anys XpaHeHHs JOKyMEHTOB

Tema 9. PaboTa ¢ cyZ0BBIMU TOKYMEHTaMH, COACPKAIUMH KOH(PHUICHIINATHHBIE CBEICHHS
Tema 10. CoBpemeHHble criocoObl CO3/1aHMsl, 0OpaOOTKU U Meperad CYJOBbIX JOKYMEHTOB B
JIEJIONPOU3BOICTBE.

KoHnTtponb camMmocTosiTennbHON paboThl MPOBOAUTCS B hOpME MUHH-3249€TA.

4.8 MHTepaKTUBHbIe (hopMbl 0OYyUYeHUA
B mpouecce ocBoeHus naHHON y4eOHOH IUCLUUIUIMHBI MHTEPAKTUBHBIC (POPMBI HCIOJIB3YIOTCA IPH
HU3YUCHHHU CICAYIOINNUX TEM!

KosmuecTBo
Pa3zgen (TeMa) AMCUMIIIMHBI 4acoB

O 03 3
Tema 3. YHUGHUIHMpPOBaHHAS CHCTEMa OPTaHU3AMHUOHHO-PACIOPSIAUTENFHON JOKYMECHTAIIHH. 4
IOpuanyeckas cuina JOKYMEHTOB.
Tema 5. [lemoBasg mepemucka: KIacCUpUKANWA, CTPYKTypa, CTaHAapTHbIE (pa3sl u 4
BBIPAKCHUS
Tema 6. KoppecnoHeHIINS, CBA3aHHAS C TPOBEICHUEM MTEPHUOTUICCKIX MEPOTPHSITHIA
Hroro 8




5. ®oHA OLEHOYHbIX CpeAcTB ANs NpoBeAeHUs NMPOMEXYTOYHOMU
aTTecTauum obyyaroLwmxca no gucumnimHe (moaynro)

5.1 OnucaHne nokasatenen u KputepueB OLUEHUBaAHMA KOMMNETEeHLUUN,
onuncaHue LKan oueHUBaHus

Iloxa3zaTeaun
Onucanne moxkas3areJst
OleHHUBaHUA

OOyuaeMblii ~ IEMOHCTPUPYET  CIMOCOOHOCTh K  MOJHOM  CaMOCTOSITELHOCTH
(IOTTyCKAIOTCSL KOHCYJIBTAIMK C IMPENOAaBaTeeM M0 COMYTCTBYIOLIMM BOIPOCaM) B
BBIOOpE clocoba pelieHrs HEW3BECTHBIX WJIM HECTaHIApPTHBIX 3aJaHuil ¢
MCITOJIb30BaHMEM 3HAHWM, YMEHHH W HABBIKOB, MOJYUYCHHBIX B XOJ€ TPOBEICHHS
OCBOCHHS JUCHHUIUIAHBI, CJIEAyeT CUYMTaTh KOMIIETEHINIO CHOPMUPOBAHHONW Ha
BBICOKOM ypoBHe. [IpucyTcTBre cPOPMHPOBAHHON KOMITCTEHITHH Ha BBICOKOM YPOBHE
O3HAYaeT CIOCOOHOCTh CTYNCHTA K €€ JalbHEHIIeMy CaMOPa3BUTHIO M BBICOKOM
aallITUBHOCTHU IPAKTUIECKOro IMPUMEHCHUA K N3MCHAIOUINMCS YCIIOBUAM
poeCCHOHATIBHOM 3a1auH.

OHCHK& «OTIUYHO»

OOyuyaeMblli JIEMOHCTPUPYET CaMOCTOSITEIbHOE NPHUMEHEHWE 3HAHWH, YMEHUH |
HaBBIKOB IIpM pPEUIEHUM 33/1aHUH, aHAJOTMYHBIX TEeM, KOTOpbIE IIPEeNOCTaBIIsII
IIPenoAaBaTeb MPH MOTEHIHAIBHOM (HPOPMHUPOBAHMUHM KOMIIETCHIINH, HMOATBEPXKIACT
Hanmuuue c(OpMHPOBAaHHONW KOMIIETCHIIMM, NpHYeM Ha Ooiee BBICOKOM YpPOBHE.
OleHKa «XOPOILIO)» Hammume ~ copMupoBaHHOM ~ KOMIICTEHIMM  HA  TOBBIIICHHOM  YPOBHE
CaMOCTOSATENBHOCTH CO CTOPOHBI 00y4aeMOro IpH e¢ MPaKTUIECKOH JEMOHCTpAluy B
XO/Ie pELICHUs] aHAJTOTUYHBIX 3aJaHUN CIEAyeT OICHUBATH KAK ITOJIOKHUTEIBHOE U
YCTOHYHBO 3aKpeIUIeHHOE B MPAKTHYECKOM HaBBIKE.

OOyuyaeMblii IEMOHCTPUPYET CaMOCTOSTEIBHOCTh B NPUMEHEHUM 3HAHUH, yMEHHH U
HaBBIKOB K PEIICHWIO Y4YEOHBIX 3aJ@aHWH B IIOJHOM COOTBETCTBHHM C 00pas3moM,
Ouenka JAaHHBIM TIPENoJaBaTeNeM, II0 33JaHUAM, pPEIICHHE KOTOPHIX OBIIO MOKa3aHO
«YOBJICTBOPUTEIIBEHO IIPENoAaBaTelIEM, CIEIyeT CIUTAaTh, YTO KOMIICTEHINSI CPOPMHUPOBAHA, HO €€ YPOBEHb
HEJOCTaTOYHO  BBICOK. [lOCKOJBKY  BBISBICHO  Hamuuue  CQOPMHUPOBAHHOMN
KOMIIETEHIINH, €€ CIeyeT OIICHUBATh MOJIOKUTEIFHO, HO Ha HU3KOM YpPOBHE.

OOy4aeMblif HEe CIOCOOEH CaMOCTOATEIHHO HPOAEMOHCTPHPOBATH HAIUYME 3HAHUH
IPU PEUIeHUH 3aJlaHWi, KOTOpble OBbLIM MPENCTaBJIEHBI NpENojaBaTeieM BMeECTe C
00pa3loM HUX pelIeHHs, OTCYTCTBHE CAMOCTOSTEIILHOCTH B NPUMEHEHHH YMEHUS K
UCIIOJIb30BaHUIO METO/IOB IPOBEICHHS MPEAJUIUIOMHON MPAKTHKH U HECIIOCOOHOCTh
CaMOCTOSITENIBHO TNPOSBUTh HABBIK MOBTOPEHUS PEIICHUS IOCTABICHHON 3aJadyd 110
CTaHAApTHOMY 00paslly CBUACTEILCTBYIOT 00 OTCYTCTBHHM Cc(HOPMHPOBAHHON
KOMITETEHIIHH.

Ornenka
«HEYIOBJICTBOPUTECIHHOY

5.2 TunoBble KOHTPOJSibHbIe 3agaHUA WU UWHble MaTepuansbl,
HeobxoAuMMble ANA OUEHKM 3HaHUWA, YMEeHUM U (MnNn) HaBbIKOB,
XapakTepu3yLwmux atanbl opMUpoBaHUA KOMNETeHLUN B npouecce
OCBO€eHUA obpasoBaTenbHOM NPOrpamMmmbl

Ilpumep Kkauecmeennvix 6onpocog:. J1enonpousBOACTBO — 3TO: a) OTPacib AEATENBHOCTH,
KOTOpass He o0ecleuynBaeT JIOKYMEHTHPOBAaHHE M OpraHu3anuio padoTel C O(QHUCHBIMU
JOKyMeHTaMu; 0) OTpacib [eATelIbHOCTH, KOTOpas oOOecreurnBaeT JIOKyMEHTHpPOBaHHE U
opraHuzanuio paboTsl ¢ OpUCHBIMU JTOKYMEHTaMH; B) cepa AEATeNbHOCTU MO0 00eCredeHuto
opranusanuu opUCHbIMU JOKYMEHTaMU
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3aoanue: Jlaiite cpaBHUTENbHBIM aHAIM3 OINpPENEICHUI MPEAMETHOIO MO JeJIONPOU3BOCTBA
0 TOCTynHbIM BaMm yueOHUKaM U UICTOYHHUKAM.

3aganue: Omnpenenutre TMpeuMyIIecTBa W HEJOCTATKA aBTOMATH3aIlMM  JOKYMEHTAI[HOHHOTO
oOecrieYeHus yIpaBIeHUs

5.3 NepeyeHb BONPOCOB AJ1s UTOFOBOro KOHTPOJSIA MO AUCLUMNIIMHE
1. OCHOBHBIC TOHATHS JOKYMEHTAIIMOHHOT'O 00eCIeYEHH s YIIPABICHUS
2. OcHOBHBIE MTPO(eCcCCHOHANBHBIC TEPMHUHBI U OTIPE/ICIICHUS B padOTe ¢ JOKYMEHTAMHU.
3. OyHKIMH, KIaccupUKalus JOKYMEHTOB.
4. HopmatuBHO-TIpaBoBasi 6a3a JOKYMEHTAIHOHHOTO 00ECTICYCHHS yIIPaBICHUS
5. YaudunupoBaHHas cucTeMa OpraHU3aIllMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.
IOpuanueckast cuna 10KyMEHTOB.
6. Crpykrypa, comepxkanue ['OCT P 6.30-2003 «Yuu¢unupoBaHHas cUCTeMa OpraHH3alMOHHO-
PacTopsAUTEIbHOM JOKYMEHTAIIUH.
7. TpeboBauus K 0hOPMIICHHIO TOKYMEHTOB
8. OCHOBHBIE IPYIIIBI ¥ BU/IbI OPraHU3aLOHHO-PACIIOPSIUTEIBHON JOKYMEHTAIINH:
9. enoBoe nmucbMo B ycioBusax yHudukanuu. [IpaBuna opopMieHus 1e10BOT0 MUChMa.
10. Hexotopsle Buabl nuceM. MexayHapoAHbIE MHCbMa
11. JlemoBoe muceMo B ycnoBusix yHU(HKanuu. [IpaBuma ogopmiienus neixosoro nuckMa. Hekoropeie
BUJbI ITUCEM. MG)KILYHaPOZIHBIe In1ucbmMa
12. KoppecnonaeH1us, cBA3aHHas C MPOBEACHUEM MEPHOAMUYECKUX MEPONIPUSITHI B cepe
3JIEKTPOIHEPIETUKH U INEKTPOTEXHUKHU
13. Opranu3aiiMOHHO-TEXHUYECKHE MEPOIIPHUATHS 110 TIOATOTOBKE U MPOBEACHUIO COBEIIAHNM.
14. CtpykTypa I0KIaaa v OT4eTa (Ha COBEIAHUH, 3aCeIaHuU, KOH(EPEHITNH )
15. Tlonarue cynoBoro mpokymeHtoobopota. Ilpmem u mnepBuyHas o00pabOTKa CyIOBBIX
JIOKyMEHTOB.
16. PacnpeneneHne NOCTYNUBIIMX CYAOBBIX JOKYMEHTOB. Perucrpamus JOKYMEHTOB.
Opranu3zanys KOHTPOJIS 38 UCTIOJIHEHUEM JOKYMEHTOB.
17. Cucremarusanust Cya0BbIX JOKYMEHTOB.
18. Opranusanus XpaHeHUs Cy10BbIX JOKYMEHTOB
19. CocraBnenue HOMEHKIATYpbI Aen. PopmupoBaHue e XpaHeHHe CYI0BBIX JOKYMEHTOB.
20. Pabota ¢ cyOBBIMH JTOKYMEHTaMHU, COJEPKALIUMHU KOH(PHUACHIIMATbHbIE CBEACHUS B cepe
IEKTPOIHEPIETUKHU U IEKTPOTEXHUKH
21. CoBpeMeHHbIE CIOCOOBI CcO3AaHUA, OOpPabOTKM M TMepelayd CyIOBBIX JOKYMEHTOB B
JIEJI0NPOU3BOJICTBE
22. HcnonwszoBanwe WHGOPMAIIMOHHBIX TEXHOJOTHM KaK HMHCTPYMEHTA IIOBBIIIICHUS
3P PEKTUBHOCTH (HYHKIIMOHUPOBAHUS CHCTEMBI YIIPABICHUS TOKYMEHTaMHU Ha MPEIIPUSTHH

5.4 MeTtoanyeckue pekomMeHaauunum K npoeegeHmM0 UTOroBoro KOHTposns

no AucuunnuHe
Ha wTorossrit KOHTPOJIb BBIHOCHUTCA y‘-IC6HbII>i Martcpual, paCCMOTpCHHI:IfI Ha JICKIIMOHHBIX H
HpaKTI/I‘IeCKI/IX 3aHATHUAX, a TAKKEC TCMBbI, KOTOpLIC 6LIJ'II/I npennomeHH IJI1 CAaMOCTOATCIIBHOT'O H3yquH$I.

@®opmoll TPOBENEHUS HTOTOBOIO KOHTPOJIS MO [JAaHHOM JUCIUIUIMHE SIBISETCS 3a4eT, KOTOPBII
MIPOBOJUTCA B YCTHOM (opMe ¢ UCIOJNB30BaHUEM OWIIETOB, COJAEPXKAIIUX TEOPETHUYECKYI0 |
NPaKTHYECKYI0 4acThb. TakKe JOMYCTHUMO IMPOBEACHHE MUTOTOBOTO KOHTPOJS B MHCBbMEHHOH (opme. O
(hopme mpoBeIeHHUS UTOTOBOT'O KOHTPOJISI CTYACHTHI JOJKHBI OBITh OIOBEIIEHBI 32071aroBpeMEHHO.

Bo BpeMs MOATOTOBKHU K OTBETY Ha 3a4€TC UCIIOJIb30BAHUC cnpaBquoﬁ JIMTCPATYpPhbl HE NOIYCKACTCA.
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6. NNepeyeHb OCHOBHOW M AOMOJSIHUTENbLHON y4eOHOM nNuTepaTypbl,
Heob6xoaMMoNn ANA OCBOEHUA AUCLUNIINHBLI (MOAYIA)

6.1 OcHoBHas yyeOHasi IUTEpaTypa

1. EpmakoB A. C. CyzmoBble AOKYMEHTHI, JOKYMEHTOOOOPOT M CynOBas OTYETHOCTH CYAOB
[DnexTpoHHBIN pecypc] : yuebd. mocobue. Y. 1 : CyaoBbie TOKYMEHTHI, JOKYMEHTOOOOPOT |
CyJloBasi OTYETHOCTh CYIOB BHYTpeHHero BojHoro Tpancmopra P® / A. C. Epmakos. -
Hosocubupck : HI'ABT, 2009. - 108 c. - Pexum nocryma: http:/libcat.nsawt.ru/cgi-
bin/cgi.exe

2. EpmakoB A. C. CymoBbie ITOKYMEHTHI, TOKyMEHTOOOOPOT M CyIOBas OTYETHOCTH CYIIOB
[DnexTponHbIi pecype] : yuebd. mocobue. U. 2 : CyaoBble TOKYMEHTBI, JOKYMEHTOOOOPOT U
cynoBasi oT4ETHOCTH Ha Mopckux cyaax / A. C. Epmakos. - HoBocubupck : HFABT, 2009. -
124 c. - Pexxmm moctyma: http://libcat.nsawt.ru/cgi- bin/cgi.exe

6.2 JlomosiHuTebHASI y4eOHAs auTEpaTypa

3. EpmakoB A. C. CynoBast OTU4ETHOCTh [DJEKTPOHHBIN pecypc]| : METOAWYECKHE yKa3aHUs
JUISL BBITL. KOHTPOJIBHBIX padoT (3aouHas opma obyuenus) / A. C. Epmakos. - HoBocubupck :
HI'ABT, 2013. - 25 c. - Pexum moctyma: http:/libcat.nsawt.ru/cgi- bin/cgi.exe

4. Muxaiinosckas M. C. CynoBsie JOKYMEHTBI [ DJIEKTPOHHBIN pecypc]| : METOI. Tocooue st
cymosogureneit / 1. C. Muxaitnosckas. - HoBocubupck : HICABT, 2011. - 47 c. - Pexum
nocryma: http://libcat.nsawt.ru/cgi- bin/cgi.exe

7. MNepeyeHb pecypcoB UH(POPMaALMOHHO-TENIEKOMMYHUKALMOHHOMN
cetun "UHTepHeT" (ganee - ceTb "UHTepHeT"), HeOOXOoAUMBLIX AnNA
OCBOEHUA AUCLUMNIUHBbI (MoAayns)

1.http://archives.ru

8. lNepeyeHb WHGPOPMALMOHHBLIX TEXHOMOrMMWU, UCMNOSb3YyEeMbIX MNpU
OoCyleCTBNEeHMN obpas3oBaTenbHOro nmnpouecca nNoO AUCUUNIIUHE
(moaynio), BKAYasA nepeyvYeHb MporpaMMHOro obecnevyeHnss U
MH(OPMaLIMOHHbIX CNPaBOYHbIX CUCTEM (NMPU HEOOXOAUMOCTH)

1.Cucrema npaBoBoi nojaepKku « KoHCyabTaHT-TUTIOC), «l"apanT
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9. OnncaHue martepuarnibHO-TEXHUYECKOU Ga3bl, HeoOxoaumMou aAns
ocyLwecTBNeHns oOpa3oBaTeNnibHOro npouecca no AUCUUNSINHE

(moaynio)

CyznoBoe 1enonpou3BOJICTBO

JEKIIMOHHOTO THIIA: TIOCKa yaeOHas He MEHee
1 mIT., HAOOPHI IEMOHCTPAITHOHHOTO

CTEH[IBI, IJIAKATHI, PETIPOAYKINH, SKPaH IS

YueOHast ay TUTOPHS AJIs IPOBEICHUS 3aHATHIA

000py10BaHUS B y4eOHO-HATIISAHBIX IIOCOOHH,

Owmckas 06macts, r. OMCK, yiI.
WBana AnekceeBa, oM 2 (NeNe 45,
46 na mostaxxaoM tutane (111), 5

- 1 wT., 3xpan A1 MyIbTHUMEOHNA IPOEKTOPA,
CTOJ HE MeHee— 13 mT., cTyn He MeHee— 25
IIT.

MYJbTHMEHA IPOCKTOPA, MPOCKTOP, 3TaxK)
MPE3CHTAI[MOHHBIC MAaTCPHAIIBI, CTOJI HE
MeHee— 35 IIT., CTYJ He MeHee— 68 mmT.
Vuebuas ayauTopus I IPOBEICHUS 3aHITHI
Y P p Owmckast 061acth, r. OMCK, yiI.
CEMHHAPCKOT0 THIIA: IOCKA yueOHas He MEHEe

HBana Anekceea, tom 2 (NelNe 63,
64 Ha nostaxxoMm rutane (111), 4
ITaX)

VYueOHast ay JUTOPHS AJIsl TPOBECHUS
TPYTIOBBIX U MHAWBUAYAIBHBIX
KOHCYJIBTAINH: Jocka ydeOHas He MeHee - |
IIT., 9KpaH VIl MYJIbTUMEHA IIPOEKTOPa,
CTOJ He MeHee— 13 mT., cTyn He MeHee— 25
HIT.

Owmckas o6macts, r. OMCK, yiI.
WBana Anekceena, oM 2 (NeNe 63,
64 na nmostaxkaoMm ane (111), 4
3TaX)

[TomerneHue It CaMOCTOSATEILHON PaOOTHI:
KOMIIBIOTEPHAA TCXHUKA, ONICpAllMOHHAsA
cucrema Windows, maker nporpamm Microsoft
Office, CIIC Koncynerant [IJIFOC, TAPAHT,
HA0OPHI IECMOHCTPAIIMOHHOTO 000y TOBaHUS U
y4eOHO-HATTIIHBIX TOCOOUH, CTCHIHI,
UIAKAThI, y4eOHO-HATIISIHbIE TT0CO0us,
PETIPOAYKIIMH, SKPaH Ul MyJIbTUME 1A
[IPOEKTOPA, MPE3CHTAIMOHHBIC MATEPHATBI,
cToJ He MeHee — 43 mT., cTyl He MeHee — 48
LIT.

Owmckast 06nacth, r. OMCK, yiI.
WBana Anekceea, tom 2(NeNe 52,
53,54,55 Ha MOATaXHOM TUTaHE
(111), 3 sTax)

VYueOHast ay JuTOpHs AJIsl TPOBEICHUS
TEKYILEro KOHTPOJIS U MPOMEKYTOTHOM
aTTeCTAllMU: 0CKa yueOHas He MeHee - 1 mT.,
HAOOPBI IEMOHCTPAIIMOHHOTO 000y IOBaHUS U

y4eOHO-HATIIAIHBIX TOCOOUH, CTCH/IHI,

IJIaKaThI, PEIPOAYKIIUH, SKPAH JIJIs

MYJbTHMEHA POCKTOPA, IPOSKTOP,

MIPE3CHTAIIMOHHBIC MATCPUAIBI, CTOJI HE

MeHee— 35 mT., CTyJ He MeHee— 68 miT.

Owmckast 00acTh, r. OMCK, yiI.

WBana AnekceeBa, oM 2 (NoNe 45,

46 Ha nosraxuHoM 1uiane (111), 5
9Tax)
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