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1 IlepeyeHb NJIAHUPYEMBIX pe3yJIbTATOB OOGYyYEeHUS MO JAUCHUIIMHE
(MoAy/110), COOTHECEHHBIX C MJIAHUPYEMBIMHM pe3yJibTaTaMU OCBOEHUS
o6pa3oBaTe/JIbHOM MPOrpaMMbl

1.1 ey AUCHUIIUHBI

Lenp0  IUCIUTUIMHBI

SABJIICTCA Pa3BUTHC

IIPEICTABICHUM O

COBPEMCHHOM Cya0BOM

JOKYMEHTOO0OpOTE TMOCPEACTBOM 3HAKOMCTBA C CHCTEMOH CyJOBOrO JOKYMEHTHPOBAHMS,

¢dbopmupoBanue

HHIUBUAYAJIBHOI'O  KallkTallia

Oymyiero

crenuaiucra, CHOC06CTBYIOHIGFO

3P PEKTUBHOHN AEATEIHHOCTH B YCIOBHUIX paOOTHI C CYIOBOM JOKYMEHTAIHEH.

1.2 IlepeuyeHb GpOpMHPpPYEMbIX KOMIIETEHLUI

B pesynbrare ocBOeHUSI MUCHUIUTUHBI (MOIYIISI) Y OOy4YarOMIETocs JOHKHBI CPOPMUPOBATHCS
CIIEAYIOIINE KOMIIETEHINH, BBIPAKEHHBIE Yepe3 pe3ysbTaT OOYyYeHHs IO JUCIHILINHE (MOIYIs),
KaK 4acTh pe3yJbTaTa 0CBOEHUs 0OpazoBarenbHOM porpammel (nanee — OIT):

1.2.1 O6meKky/bTypHbIe KoMneTeHMHU (OK)
Oo6uekynprypubie kommnereHuu (OK): nucuumnmaa He QopmupyeT O0OIIEKYIbTYpHbBIE

KOMIICTCHIIUH.

1.2.2 Oo6menpodeccuoHa/ibHble KoMmneTeHnuu (OIIK)
Jucuuminaa He popMupyeT 001enpodecCHOHaATbHBIC KOMITIETCHIIUN

1.2.3 IIpodeccuonanbHbie KoMmnereHuuu (1K)

INepeueHs mIaHUPyeMbIX PE3yabTaTOB O0YYEHHS 110

Komnerenuus
JHUCLIUMIIIIMHE
Mudp Coxepixanue
Brameer ocHoBaMU MaHEBPHUPOBAHMS
1 YIIPaBJICHUsI CYTHOM, BKJIFOYast 3nare:
IIK-9 MaHEeBpHI MPU CIIACAHUU YeJIOBEKa
— 3HATh MepedeHb JOKYMEHTAINH! 10 0e301macHOCTH
3a 0OpPTOM, TOCTAaHOBKE Ha SKOPH U S —
ITBapTOBKE
3Harh:
nepeveHb JOKYMEHTAIIUH, 3aITOTHAEMON
KalluTaHOM TP MECSYHOM ¢ HABUTAIMOHHOM
oTJeTax;
—  TOpAOK W CPOKM 3alOMHEHHUS OTYETHOU
I'oTOB K BBITIOJTHEHHIO JMOKYMEHTAIlUM, CpPOKH CJa4d pPEHCOBBIX U
TK-19 AIMUHUCTPATUBHBIX O00S3aHHOCTEH, | MECSYHBIX OTUETOB KAIIUTAaHOB M Iepeladd MX
3HAET OpraHU3aIMIO U CUCTEMEBI Y4eTa | COOTBETCTBYIOIUM OpraHU3aLUsIM
Y JJOKyMEHTO000OopoTa
YmMerh:
— COCTaBIATH Tabenu paboyero BpeMeHH dKUTaxKa
CylHa; JAejaTh  pacueT  IyTeBOro  JIUCTA;
MPOU3BOUTh  pacuerTbl  3apaOOTHOW  IIIATHI
JKHIAXy; 3alOoNHATh HEOOXOJUMYIO CYIOBYIO




JIOKYMEHTALHUIO.
Baagern:

— HaBbIKaMH 3alI0OJIHCHUSA CY/JOBBIX JTOKYMCHTOB

1.2.4 IIpodeccuoHa/ibHbIe KOMIETEHIUU Npoduia niau cneguaausanum (IMKC)
JucuuriiHa He GopMHPYET IPodecCH OHATBHBIC KOMIICTEHITUH MPOMUIIS WK CIICIIUATH3AINH .

1.2.5 Komnerenuuu MK IIJHB (KMK)
Hucrurumnaa He popmupyer komnerenmu MK ITITHB (KMK).

2 Mecto aucHUIUIMHBI (MoOAyJ/isi) B CTPYKType oOGpa3oBaTe/IbHOM

NporpamMmsbl

BapUaTUBHOMN 4acTH

JucrummHa (MOIYIb) peain3yeTcss B paMKax

(6a3oBoi, BapuaTHBHOM MM (haKyJIbTATHBHOM)

OCHOBHOH TIpo(hecCHOHATBHON 00pa30BaTENBHON MTPOrPAMMEL




3. 06 beM AMCHUIVIMHBI (MOAYJIA) B 3a4€THBIX eJMHUILAX (3.€.) C yKa3aHUeM
KOJINYEeCTBA aKaJeMHUYeCKHX WM aCTPOHOMHYECKUX YaCOB, BblAEeJEeHHbIX
Ha KOHTAKTHYH pa6oTy O0ydYalILuxcsd C mnpemnojasaTesieM (o BHUJaAM
y4eOHBIX 3aHATHUM) U HA CAMOCTOATEJ/IbHYI0 PA6OTy 00YyYaKOLIUXCA

s 3a04YHOU dbopmbl 00yueHHS *:
(O4HOM, OYHO-320UHOM MIIH 3204HOMN)
DopMBI KOHTPOJIS Bcero uacos Bcero Kypc 2
B TOM YHCJIE 3.€. Cemectp 4
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4. CopepxaHUe AUCHUIUIUHBI (MOAYJIA), CTPYKTYPpHMPOBAaHHOE IO
TeMaM (pa3jesiaM) C YKa3aHMEM OTBEJAEHHOro Ha HMX KOJIMYeCcTBa
aKaZleMU4Y€eCKHX 4aCOB M BUIOB YUYCOHbIX 3aHATHH

4.1 Pa3zdeavl u memsl QUCYUNAUHbI (MOAY/151) U MPYydoeMKOCmb no
sudam yue6HbIX 3aHAMull (6 akadeMu4ecKux 4acax):

Bunbr yue6nsIx 3ansaTuii, Bkimodas CPC

P
Ne A3LCIIBL 1 TEMBT Tlex TIab Tp CPC
JMCHUTUTAHBI (MOIYJIS)

O 03 3 o (0X] 3 (6] (0X] 3 (0] (0X] 3

5 kypc

1 OCHOBHEBIE OHITHUSA 2 6
JIOKYMEHTAIIOHHOTO
obecrieyeHus yrpaBIeHHs

OyHKIMU TOKYMEHTOB.

VHUQUIMpPOBaHHAS
CHCTeMa OpraHU3aLHOHHO-
3 PACTIOPSIUTENBHOM 2 6

JIOKyMEHTAIIUH.
IOpuauyeckas cuna
JIOKYMEHTOB.

OpraHH3alMOHHO-
pacropsIMTeNbHBIE,
4 UH(OPMALMOHHO- 6

CIPABOYHBIE JIOKYMEHTHI,
JIOKyMEHTAIUS 10 JIAYHOMY

COCTaBy.

CynoBas nepenucka:

5 KJaccupUKaIus, 2 6

CTPYKTYpa, CTaHIAPTHbIE
(G pa3sbl ¥ BBIPAKCHUSL.

CynoBas
6. KOPPECIIOH/ICHIIN, 2 4
CBsI3aHHAs C IIPOBEACHUEM
MIEPHOANYECKHX
MEepONPUITUI

7 Opranmsaimst  paboTel € 4
" | CymoBBIMH  JOKyMEHTaMU
(moxymeHnToobopora)

8 Cucremarusanus  CyIOBBIX 10
" | moxymenroB. OpraHusaius
XPAHEHHUs! IOKYMEHTOB.

Pabora c CYIIOBBIMH
9 JOKYMEHTaMH, 6
coliepKaIuMn
KOH(UICHIATbHBIE
CBEJICHUS

CoBpeMeHHBIE CrocoObl
10, | cosnanus, 00paboTkn U 8
nepenadn CYJOBBIX
JOKYMEHTOB B
JIeJIONPOM3BOJICTBE.

HUTOI'O 4 4 62




[Mpumeuanus: O — ouynast ¢opma oOyuenus, O3 — ouHO-3a0uHast Gopma oOydeHus, 3 —
3a04Has popma 00y4ICHHUS.

4.2 Cooepotcanue pazoenos u mem OUCUUNIUHbBL

Tema 1. OcHOBHBIC TOHSTHUS JOKYMEHTAIIHOHHOTO 00ECTICUEeH Ml YIIpaBICHHUSI

OcHoBHbIe MTpo(eCcCHOHATIbHBIE TEPMUHBI H ONpEAeNeHUs] B pad0Te ¢ TOKYMEHTaMU: JIETONPOU3BOJICTBO,
JOKYMEHTHPOBaHUE, JIOKYMEHT, pEKBH3UT, (OpPMYJIsip JOKYMEHTa, MaTepUalbHbIi HOCHTEIb,
IOpHIMYEcKasl CcWila  JOKYMEHTa, CHCTeMa JOKYMEHTallWi, YHU(HKalWs, CTaHIapTH3ALuS,
YHU(UIPOBAaHHASI CUCTEMa OPTaHU3AIIMOHHO-PACIIOPSANTEIBHON JOKYMEHTAIIMH

Tema 2. yHKIIMN JOKYMEHTOB.

Oynkuuu, knaccuduxanus AokymeHToB. HopmaruBHO-mpaBoBast 0a3a JOKYMEHTAIIMOHHOTO
oOecrnieueHus yrpaBiIeHHs

Tema 3 YaudunupoBaHHas CUCTEMa OPraHU3AIMOHHO-PACTIOPATUTETHFHON TOKYMEHTAIUH.
IOpuanyeckas cuna JOKYMEHTOB.

Crpykrypa, comepxkanne [OCT P 6.30-2003 «YHudunupoBaHHas CcHCTEMa OpTraHWU3AI[MOHHO-
pacropsIuTeNnbHOM ToKkyMeHTaun. TpeOoBaHus K 0POPMIICHUIO IOKYMEHTOBY: COCTAaB PEKBU3UTOB;
TpeOoBaHUS K OQOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB; TpeOoBaHHs K OyaHKaM H  0(opMIIEHHIO
JIOKYMEHTOB; TpeOOBaHUS K W3TOTOBICHUIO, Y4YETy, HCIONb30BAHUIO M XPAaHEHHWIO OJIAaHKOB C
BocnpousBeneHueM ["ocynapcreenHoro repba P® u repdos cyobexkror PO

Tema 4. OpraHuzalmOHHO-PACIOPAIUTENbHbIE, WH()OPMALMOHHO-CIIPABOYHbIE JOKYMEHTHI,
JOKYMEHTAIUS 10 JTMYHOMY COCTaBy.

OCHOBHBIE T'PYIIIBI ¥ BUABI OPraHU3aIMOHHO-PACTIOPSIIUTEILHON TOKYMEHTAIHH:

- OpraHu3aoOHHbIE (YCTaB, MOJOKEHUS, HHCTPYKIMH, IITATHOE PACHHCAHUE, TPABUIIA BHYTPEHHETO
TPYZIOBOTO pacopsiIKa);

- pacriopsiiuTeNnbHbIE (TOCTAaHOBJICHNUS, PUKA3bl, YKa3aHUs, PACIIOPSLKEHUS, PELICHNs );
CrpaBouHO-MH(POPMAITMOHHBIE U CIIPAaBOYHO-aHATUTUYECKUE (CITPABKH, JOKIAHbBIEC 3aIIUCKH, aKThI,
MTPOTOKOJIBI);

- TOKYMEHTAIHS 110 JIMYHOMY COCTaBY (pe3toMe, MPUKAa3bl 110 JMYHOMY COCTaBY, 3asBICHHUE,
TPYZIOBast KHWXKKa, TMYHAst KAPTOUKA COTPYAHUKA, TUIHOE JIETI0)

Tema 5. CynoBas nepenucka: kiaccudukaius, CTpyKTypa, CTaHAapTHbIE (hpa3bl U BEIPAKEHUS.
JlenoBoe miUchbMO B yCI0BHsX YHH(DHKaIMK. [IpaBuia opopmiieHHs AeI0BOro nucbma. HekoTopsie BUbI
nrceM. MexayHapoAHbIE MHChMa

JenoBoe nucbMo B ycnoBusix yHudukauuu. [IpaBuna opopmienns aenosoro nuckMa. Hekoropsie BuabI
nuceM. MexxayHapoaHble MTUCbMa

Tewma 6. Cy,Z[OBaSI KOPppECCIIOHACHI M, CBA3aHHAA C IPOBCACHUCM IICPUOJUICCKUX MepOHpI/IHTI/Iﬁ

OpraHu3anmoHHO-TEXHUIECKIE MEPOIPHUATHS 10 TTOJITOTOBKE U MTPOBEIEHUIO COBEIIAHMIH.
CrtpykTypa 10KiIaa 1 oT4eTa (Ha COBEIIaHNH, 3acelaHnH, KOH(epeHnn)

Tema 7. Opranuzanus paboTsl C CyIOBBIMU JOKYMEHTaMH (JJOKyMEHTO000pOTa)



[lousitne goxkymeHntooOopora. Ilpmem u mepBuuHasi oOpaboTka JOKyMeHTOB. PacnpeneneHue
MOCTYNMBIIMX JOKYMEHTOB. Perucrpaums nokymMeHTOB. OpraHuszanusi KOHTPOJS 3a HCHOJHEHHEM
JIOKYMEHTOB.

Tema 8. Cuctemarusanusi Cy0BbIX JOKyMEHTOB. OpraHu3anusi XpaHeHUs JOKyMEHTOB
CocraBnenne HoMeHKIATyphI aei. DopmupoBanue aein. XpaHEeHHE TOKYMEHTOB.
Tema 9. PaboTa ¢ cy10BBIMH JOKyMEHTaMH, COJEPKAIIUMU KOH(UICHIIMAIbHbIE CBEICHUS

[opsimok paboTBl TepcoHana ¢ KOH(PHUICHIUAIBHBIME JOKYMEHTAMH. YYeT W XpaHEeHHe el ¢
KOH(HICHIINAILHBIMHI JIOKYMEHTAMU

Tema 10. CoBpemeHHbIe cIOCOOBI CO3/1aHUsA, 00pabOTKH U Mepefaun CyIOBBIX JOKYMEHTOB B
JETOMPOU3BOICTBE.

CneunanmnpOBaHHme ImporpaMmMbl aBTOMAaTHU3allU CHUCTEMbI JOKYMCHTUPOBAHUSA ynpaBHqueCKoﬁ

nesrensHOCTH. Vcmonb3oBaHne WHQPOPMAIMOHHBIX TEXHOJOTHH KaK HMHCTPYMEHTa ITOBBIIICHHS
3¢ GEeKTUBHOCTH (PYHKIIMOHHPOBAHYSI CHCTEMBI YIIPABJICHHUS JOKYMEHTaMHU Ha IPEANPUSTUHH

4.3 Conepxanue JJa0OpPaTOPHBIX padoT

He npenycmoTtpensl

4.4 CoaepkaHue NPAKTUYECKHUX 3aHATUH

Paznen (TeMa) AUCHUATLIAHBI Tema npaKTHYECKOT0 3aHATHS

1 cemectp (1 Kypc)

5. CynoBasi mepenucka: Kiaccu(pUKaius, CTpykTypa, | 1. JleroBoe MUCbMO B YCIIOBUSX YHU(DUKAIIUH.

2. IIpaBuna opOpMIICHUS AEIOBOIO MMUCHMA.

3. Hekortopsle BuabI iceM. MexxayHapoaHbIe MHChMa

6. CymoBas  KoppecmoHAeHLMs, cBA3aHHas ¢ | 1. OpraHM3alMOHHO-TEXHHMYECKHE MEPONpPUATUS 10
MIPOBEICHUEM ITEPUOIUICCKUX MEPOIPUITHI TIOJIrOTOBKE U IPOBECHUIO COBCIAHHIA.

2. CrpykTypa Ookmama u ordera (HAa COBEIIaHMWH,
3acenaHny, KOH(pepeHIINN)

CTaHIapTHBIE (pa3bl U BHIPAXKEHHS

4.5 KypcoBas pa6oTa

JucrumuinHa He IpeaycMaTprBaeT KypcoBYyIo pabory.

4.6 KypcoBoi IpoeKT
JucnuriHa He mperycMaTpUBaeT KypCOBOU MPOEKT.

4.7 CamocTosaTe/bHasA pa6oTa. KOHTpoOJIb cCaMOCTOSTE/IbHOM PAaGOThI

Ha CaMOCTOATCIIbHYIO pa60Ty CTYACHTA BBIHOCATCA CJICAYIOUIUC TCMBbI:

Tema 1. OcHOBHBIC IOHATHS JAOKYMCHTALIMOHHOI'O obecrneucHus YIipaBJICHUA
8



Tema 2. yHKIIMU JOKYMEHTOB.

Tema 3 YHu(UUIUpOBaHHAS CUCTEMa OPraHU3AIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIHH.
IOpuanueckas cuna JOKyMEHTOB.

Tema 4. Oprau3annoHHO-PACTIOPAIUTEIbHbBIE, HHPOPMALIMOHHO-CIIPABOYHbIE TOKYMEHTHI,
JOKYMEHTALUs 10 JUYHOMY COCTaBY.

Tema 5. CynoBast mepenucka: KiaccupUKamms, CTpYKTypa, CTaHAapTHIEC (hpa3bl U BHIPAKCHHUS.
Tema 6. CynoBasi KOppeCIOHJCHIIMS, CBSI3aHHAsI C IPOBEICHUEM NIEPUOANYECKUX MEPOTIPUATUI
Tema 7. Opranuzanus paboTsl C CyTOBBIMU JOKYMEHTaMH (JJOKyMEHTO000pOTa)

Tema 8. Cuctemarusanusi Cy0BbIX JOKyMEHTOB. OpraHu3anusi XpaHeHUs JOKyMEHTOB

Tema 9. PaboTa ¢ cy10BBIMH JOKyMEHTaMH, COJEPKAIIMMU KOH(UICHIIMATBbHBIE CBEICHUS
Tema 10. CoBpemeHHbIE cIOCOOBI CO3/IaHMsI, OOpaOOTKM M Tepelayd CYJOBBIX JOKYMEHTOB B
JEeTI0TIPOU3BOICTBE.

Kontpons camocTosiTesbHOM paboThl TPOBOAUTCS B (POpME MUHU-3a4ETA.

4.8 UuTepakTuBHBIE GOpMbI 00YyYeHUS
B mporecce ocBoeHMs NTaHHOW Y4eOHOW AMCIUILTUHBI HHTEPAKTHBHBIE (DOPMBI HCTONB3YIOTCS TPH
W3YYEHUH CIEAYIOIINX TEM:

KoinnuecTBo
Paznen (TeMa) QM CUUNIMHBI 4acoB

O 03 3
Tema 3. YHuduuupoBaHHas cucTeMa OpraHU3alMOHHO-PACIOPSINTENBHON JOKYMEHTAIIUH. 4
IOpunnyeckas cuma JOKyMEHTOB.
Tema 5. J[lenoBas mnepenmcka: KiaccupuKauus, CTPYKTypa, CraHmapTHele ¢pasbl U 4
BbIpaYKEHUS
Tema 6. KoppecnionaeHiys, cBsa3aHHast ¢ IPOBEJEHUEM NEPUOIUUECKUX MEPONPUATHH
Hroro 8

5. ®oHA OLIEHOYHBIX CpPeACTB AJis NMPOBeJeHUs MNPOMEXYTOYHOM
aTTeCcTalMy O0YyYaKILUXCA M0 AUCHUIIMHE (MOAYJII0)

5.1 OnucaHue mokasaTejiel M KpuTepueB O CHUBAHUA KOMHETeHHl/Iﬁ,
OIMMCaHH e IIIKaJI OleHUBAaHUA

Tloxa3zaTenn
oLleHMBaHUA

Onucanue nokasaress

OOyuaeMBIli  JTEMOHCTPHUPYET CIIOCOOHOCTE K  IIONHOH  CaMOCTOSITETBHOCTH
(momycKaroTcsl KOHCYNBTAIMM € MPEroJaBaTeleM 10 COIYTCTBYIOLIMM BOIPOCaM) B
BEIOOpe cmocoba penieHWss HEW3BECTHBIX WM HECTaHIAPTHBIX 3aJaHHil ¢
HCIIONB30BaHUEM 3HAHWH, YMEHHH M HaBBIKOB, INONYYCHHBIX B XOJE IPOBEICHUS
OCBOCHHUS JUCHHIUIMHBI, CIIEIyeT CYHUTAaTh KOMIICTCHLIHWIO C)OPMHUPOBAHHOH Ha
BBICOKOM ypoBHE. [IpucyTcTBre chopMHUpOBaHHONW KOMIIETEHIIMN Ha BHICOKOM YPOBHE
O3HAYaeT CIIOCOOHOCTh CTYAEHTAa K €€ JaJIbHEHIIEMY CaMOpPa3BHTHIO M BBICOKOH
aJaNTHBHOCTH  TPAKTUYECKOrO INPHMEHEHUS K  HM3MCEHSIONMMCS  YCIIOBHSM
npodeccroHanbHOM 3a/1aun.

OHGHK& «OTJIIMYHO»




Iloka3zarean
Onucanue nmokasareis
OIlCHUBAHHS

OOyuaeMBIii JIEMOHCTPUPYET CaMOCTOSTEIbHOE TPUMCHEHHE 3HAHUWA, YMEHHHA U
HaBBIKOB TMPH pEIIEHUM 3a/laHdd, AHAJIOTMYHBIX TEM, KOTOpBIE MPEAOCTaBIIsII
MperoaBaTellb MPU MOTCHIIMATBHOM (OPMHUPOBAHUM KOMIICTCHIINH, TOATBEPXKIACT
Hamn4yue CHOpMUPOBAHHOM KOMIICTCHIIMM, NPHYEM Ha Oojiee BBICOKOM YpPOBHE.
OlLeHKa «XOpPOLIO» Hanuuue c(OPMHUPOBAHHOW  KOMIICTCHIIMA  HA  TOBBIIICHHOM YpOBHE
CaMOCTOSITETILHOCTH CO CTOPOHBI 00y4aeMoro NpH €€ MPaKTUIEeCKOH AEMOHCTPALNH B
XOJIe pEelIeHHs aHAJOTMYHBIX 3aJlaHui CleAyeT OIEHMBATh KakK MOJOXKHUTEIbHOE U
YCTOWYHMBO 3aKPEIJICHHOE B MIPAKTUUYECKOM HaBBIKE.

OOy4aemblii JEMOHCTPUPYET CAMOCTOSTENILHOCTh B NPUMEHEHHH 3HAHWH, YMEHUH U
HaBBIKOB K DEIICHUIO YYeOHBIX 3aJaHWi B TOJHOM COOTBETCTBHM C 00pasiom,
Ornenka JaHHBIM TIpernojaBarelieM, [0 3aJaHusM, pEIIeHHE KOTOPhIX OBUIO MOKa3aHO
«YZIOBJIETBOPUTEIHHO» nperoiaBaTenemM, ciaeayeT CUUTaTh, YTO KOMIETeHIUs chOpMHUpOBaHa, HO € YPOBEHb
HEJJOCTATOYHO  BBICOK. [IOCKONBKY  BBISIBIEHO  Hainune  CHOPMUPOBAHHOM
KOMIIETEHIIUH, €€ CJIEAYeT OLIEHNBATh MOJOXKUTENbHO, HO HA HU3KOM YpOBHE.

OOyuaeMblii He CIOCOOEH CaMOCTOATENBHO HMPOAEMOHCTPHPOBATH HAIWYUE 3HAHUI
NpU PElIeHUH 3aJaHui, KOTOpble OBbLIM TpEACTaBJICHBI IPENOJaBaTelIeM BMECTE C
00pa3loM HX pelIeHHUs, OTCYTCTBHE CaMOCTOSITEIBHOCTH B TPHUMEHEHHH YMEHHsS K
HCITIOJIb30BAHUIO METOIOB MPOBCIACHUSA Hpe)]}IHHHOMHOﬁ IMPaKTUKU U HCCHOCO6HOCTL
CaMOCTOATCIIbHO MNPOIABUTH HABBIK IMOBTOPCHUA PEHICHUSA MMOCTaBJICHHOM 3aa4u 110
CTaHJAPTHOMY 0Opasly CBHUIECTENbCTBYIOT 00 OTCYTCTBHHM C(OPMUPOBAHHON
KOMIICTCHIIMH.

Or1eHka
«HEYIIOBJICTBOPUTEIILHO»

5.2 TumnoBble KOHTpOJIbHbIE 33JaHUS W/JIM HHbIe MaTepHuaJbl,
HeoO0XoAMMble JJisi OLeHKH 3HAaHUMH, yMeHMHd M (MJIH4) HaABBIKOB,
XapaKTepusyoumMx 3Tanbl GOpMHUPOBAHUSA KOMIETEHLUHA B mpouecce
OCBOEHHsI 06pa30BaTe/IbHOM NPOrpaMMbl

Ilpumep kauecmeennvix eonpocog. JleNONMPOU3BOACTBO — 3TO: a) OTpacib JEATEIbHOCTH,
KoTOopas He oOecleyrBacT JIOKYMEHTHPOBAHHE W OpraHHM3alMi0 padoThl ¢  OQUCHBIMHU
JOKyMeHTaMHu; 0) oTpaciib JeATeIbHOCTH, KOTOpas oOecneurnBaeT JIOKYMEHTHPOBAaHUE U
opraHu3amuio paboTel ¢ 0(UCHBIMU JOKYMEHTaMH, B) cdepa ACSITEIBHOCTH MO O0ECIEeYCHHIO
opranu3aiuu 0(pUCHBIMH JOKYMEHTaAMH

3aoanue: JlaiiTe CpaBHUTEIBHBIA aHAIHM3 ONpPEACICHUN MPEIMETHOTO TIOJIS JIEIOMPOU3BOJICTBA
0 TOCTYIHBIM Bam yueOHHKaM U HCTOYHHKAM.

3aﬂaHI/IeZ Or[pe,ueJmTe NpeuMylmieCTBa M HEAOCTAaTKU aBTOMATH3allMKM OOKYMCHTAIMOHHOI'O
obecrnieyeHus YIipaBJICHUSA

5.3 IlepeyeHb BONPOCOB AJI1 UTOTOBOT0 KOHTPOJIS MO AUCHMILIUHE
1. OcHOBHBIE ITOHATHS JAOKYMCHTAIITUOHHOI'O obecrieueHus YIIpaBJICHU
2. OcHoBHbIE TPOQecCHOHATBbHBIE TEPMUHBI U OIIPEeNeHNs B pab0oTe C TOKYMEHTaMH.
3. OyHKIMH, KIaccu(PUKAIUS TOKYMEHTOB.
4. HopmaTuBHO-TIpaBoBas 6a3a JOKYMEHTAIIHOHHOT'O 00eCeueH sl yIpaBIeHUs
5. YHuduuupoBaHHas crucTeMa OpraHu3allMOHHO-PACTIOPSIIUTENbHON TOKyMEHTALIUH.
IOpunuueckas cuna 10KyMEHTOB.
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6. Crpykrypa, comepxkanne I'OCT P 6.30-2003 «YHudumupoBaHHas CHCTeMa OpraHW3aI[MOHHO-
PACIOPSIIUTENBHOM JOKYMEHTAIIHH.

7. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOB

8. OCHOBHBIC TPYIIIBI U BUJIbI OPraHU3AIMOHHO-PACTIOPSAUTEILHON TOKYMEHTAIHH:

9. llenoBoe MUCHMO B yCIOBUsAX yYHUHUKauu. [IpaBuia opopmiieHUs AETOBOTO MHUCHMA.

10. Hekotopeie BUBI rceM. MexTyHapOoIHBIC TUChMa

11. denoBoe nuckMo B ycnoBusax yaudukanuu. [IpaBuna ohopmiienns aeinoBoro nuceMa. Hexoropsie
BHUBI ITHCEM. MC)K,I[yHapOI[HI)IC nucbmMa

12. KoppecnoHaeHIINs, CBSI3aHHAS C TIPOBEACHUEM MEPHOIMICSCKAX MEPOTIPUITHH B cepe
AIEKTPOIHEPTETUKU U AINEKTPOTEXHUKHI

13. Opraau3aMoHHO-TEeXHIYECKUE MEPOIIPHUATHS IO TIOATOTOBKE M MPOBEICHUIO COBEIIAHU.
14. CtpykTypa Aokiana u oT4eTa (Ha COBEIIaHUH, 3aceaHlu, KOH(DEPEHIINN)

15. Tlonstue cynoBoro JokymeHTooOoporta. IlpuemM u mnepBuuyHas oO0pabOTKa CyIOBBIX
JIOKYMEHTOB.

16. Pacnpenenennie TMOCTYNMMBIIMX CYAOBBIX JOKYMEHTOB. Perucrpamusi JTOKYMEHTOB.
Opranu3anusi KOHTPOJISI 32 UCTIOJIHEHUEM JIOKYMEHTOB.

17. CucremaTusanus Cy/I0BbIX JOKYMEHTOB.

18. Opranu3arus XpaHeHUs CYIOBBIX JOKYMEHTOB

19. CocraBiienne HOMEHKIATYpHI Jie1. DopMUpoBaHUe Jiel. XpaHeHHE CYIOBBIX JOKYMEHTOB.

20. PaboTa ¢ CyOBBIMHU JOKYMEHTAMH, COJCPKANUMHU KOH(HUICHIINATbHBIE CBEJACHHS B cepe
AIEKTPOIHEPTETUKU U INEKTPOTEXHUKH

21. CoBpeMeHHBIC CIOCOOBI CO3MaHMS, OOpPabOTKHM W Tepeladd CYAOBBIX JTOKYMEHTOB B
JEJIOTIPOU3BOJICTBE

22. UYcnonwp3oBaHue HMHPOPMAIMOHHBIX TEXHOJOTMM Kak MHCTPYMEHTA MOBBIIICHUS
3¢ dekTuBHOCTH GYHKIIMOHUPOBAHUSI CUCTEMBI YIIPaBJICHUS TOKYMEHTaMU Ha MPEANpUITUN

5.4 MeToau4deckue PEKOMEHJAlHNH K MPOBEACHUI UTOTroOBOro KOHTPOJIA

o AUCHHUIIJINHE
Ha wroroBeIii KOHTpONb BBIHOCHTCS YYEOHBIH Marepuaj, pPacCMOTPEHHBIM Ha JEKIHOHHBIX U
MPAKTUIECKUX 3aHITHSX, & TAKXKE TEMBI, KOTOPbIe OBLITN MPEIIOKEHBI JIJISI CAMOCTOSTENIEHOTO H3YYEeHHS.

®opMoOi MPOBEJIEHUS] WTOTOBOI'O KOHTPOJS 110 JaHHOM JUCHUIUIMHE SABJISIETCS 3a4eT, KOTOPBIM
MPOBOIUTCS B YCTHOW (oOpMe C WCIOIB30BAaHHEM OHJIETOB, COAEPXKAIINX TEOPETUUYECKYI0 H
MPAKTHYECKYI0 YacTh. Takke JOMyCTUMO MPOBEACHWE UTOrOBOTO KOHTPOJISA B MUCHBMEHHOH Qopme. O
(hopMe mpoBeIeH s HTOrOBOT0 KOHTPOIIS CTYACHTHI TOJKHBI OBITh OMOBEIIEHBI 32071arOBpEMEHHO.

Bo BpeMs moAroToOBKY K OTBETY Ha 3a4eTe HCIIOIb30BAHNE CIIPABOYHOMN JIMTEPATYPHI HE AOMYCKACTCS.

6. [lepeyeHb OCHOBHOM M /JONOJIHUTE/JbHOU Yy4€OHOUW JIUTEPATYPhI,
HEe00X0AMMOM /1S 0CBOEHUA AMCLUIINHBI (MOAYJIA)

6.1 OcHoBHasi yueOHasi JuTEpaTypa
1. EpmakoB A. C. CynoBble JOKYMEHTHI, JIOKYMEHTOOOOPOT M CyJOBas OTYETHOCTH CYJIOB

[OnexTponHbIi pecypc] : yuebd. mocooue. Y. 1 : CymoBbie JOKYMEHTHI, TOKYMEHTOOOOPOT U
CyJloBasi OTYETHOCTh CYJOB BHYTpEHHero BoaHoro Tpancroptra P® / A. C. Epmakos. -
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Hosocubupck : HI'ABT, 2009. - 108 c. - Pexum mpoctyma: http://libcat.nsawt.ru/cgi-
bin/cgi.exe

2. EpmakoB A. C. CyzmoBble JOKYMEHTHI, JOKyMEHTOOOOPOT M CyJI0Bas OTYETHOCTH CYJIIOB
[OnekrpoHHbIi pecype] : yueb. mocobue. Y. 2 : CynoBeie JOKYMEHTHI, TOKYMEHTOOOOPOT U
cyaoBasi oT4€THOCTh Ha Mopckux cyaax / A. C. Epmakos. - HoBocubupck : HFABT, 2009. -
124 c. - Pexum moctyma: http://libcat.nsawt.ru/cgi- bin/cgi.exe

6.2 JlonmosiHuTe/IbHAS y4eOHAasl JIUTEpaTypa

3. EpmakoB A. C. CynoBasi OT4€THOCTh [DJEKTPOHHBIN pecypc] : METOAWYECKUEe YKazaHUs
JUISL BBITL. KOHTPOJNIBHBIX pabot (3aouHas popma odyuenns) / A. C. Epmakos. - HoBocuOupck :
HI'ABT, 2013. - 25 ¢. - Pexxum moctyma: http://libcat.nsawt.ru/cgi- bin/cgi.exe

4. Muxaiinockas 1. C. CynoBble JOKYMEHTHI [ DJIEKTPOHHBIN pecypc] : METOI. TToco0ue s
cynoBoguteneit / M. C. Muxainosckas. - HoBocubupck : HFABT, 2011. - 47 c. - Pexum
nocryma: http://libcat.nsawt.ru/cgi- bin/cgi.exe

7. IllepeyeHb pecypcoB MHGOPMALMOHHO-TEJIEKOMMYHUKALUOHHOHU
cetu "UHTepHeT" (panee - cerb "UHTepHeT"), HEOOGXOAUMBIX AJIS
OCBOEHUS JUCLUILIUHBI (MOAYJISA)

1.http://archives.ru

8. IllepeyeHb WHPOPMALMOHHBLIX TEXHOJIOTHMH, HCIOJIb3yeMbIX MNpPH
OCyILleCTBJIEHMM O0Opa3oBaTeJbHOro Mmpomecca N0 JAMCHMILJIAHE
(Moay/0), BK/IIO4Yasi MNepedyeHb MNPOrpaMMHOro o6GecrnedyeHUss H
UHQPOPMALMOHHBIX CIPABOYHBIX CUCTEM (IIPH HEOOXO0JUMOCTH )

1.Cucrema npaBoBoii moaaepxkn «KoHcynpTanT-1ITIOCY, «I"apanT»

9. OnucaHue MaTepUaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAUMOM A/
OCylIeCTBJIEHHMsA 006pa3oBaTe/IbHOTO mpouecca MO0 JAUCHMILIMHE

(Moay.mo)
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CyI[OBOe JCJIONPOU3BOACTBO

Y4eOHast ayquTOpHs I IPOBEICHUS 3aHATHIA
JICKIIMOHHOTO TUTIA: TOCKa yucOHasi He MCHEe -
1 mT., HAOOPHI IEMOHCTPAIIMOHHOTO
000pyI0BaHUS U yIeOHO-HATIISIHBIX TOCOOWIA,
CTEH/IBI, TUTAKATHI, PEIPOIYKIIUH, SKPaH IS
MyJIBTAMENA TIPOEKTOPa, IIPOCKTOP,
MPE3CHTAIMOHHBIC MATEPHAIIBI, CTOJ HE
MeHee— 35 MIT., CTyJ He MeHee— 68 TIT.

Owmckast 06macTh, T. OMCK, yiI.
WBana Anekceesa, oM 2 (NeNe 45,
46 Ha mostaxkaoM rane (111), 5
3TaX)

VYueOHast ayqUuTOPUs JJIsI TPOBEACHUS 3aHATHI
CEMHHAPCKOTO THIIA: TOCKa yueOHas He MeHee
- 1 wT., 5KpaH i1 MyJIbTHMEANA MPOEKTopa,
CTON He MeHee— 13 1mT., cTyn He MeHee— 25
IIIT.

Owmckast 06macth, T. OMCK, yiI.
WBana Anekceesa, gom 2 (NeNe 63,
64 Ha mosTaxkHoM twtane (111), 4
3TaX)

VYuebHas ayaAuTOpHs AJIs IPOBEICHHS
IPYIIOBBIX U WHIUBUIYATBHBIX
KOHCYJIBTAIMIH: TOCKa ydeOHast He MeHee - 1
IIT., 9KPaH Uil MyJTbTHME/Ha MPOEKTOPa,
cTon He MeHee— 13 1mT., cTynn He MeHee— 25
IIT.

Owmckast 06macth, T. OMCK, yiI.
WBana Anekceesa, qom 2 (NeNe 63,
64 Ha nostaxkuom tuiane (111), 4
3Tax)

[ToMertieHre 11 CAMOCTOSTENBLHON PaboThI:
KOMIIBIOTEPHAA TCXHUKA, OINCpalluOHHAA
cucrema Windows, maker nporpamMm Microsoft
Office, CIIC Koncynpranr IUTFOC, TAPAHT,
Ha0OPHI IEMOHCTPAIIMOHHOTO 000D YIOBAHHUSI 1
y4eOHO-HATJISTHBIX TTOCOOUHA, CTEH/IBI,
TUIAKaThl, y1eOHO-HATJISAHbIE TIOCOOuS,
perO}IyKHI/II/I, OKpaH 1A MyJ'IBTI/IMellI/Ia
MPOEKTOpPA, NMPE3CHTALMOHHBIC MaTEPHATB,
CTOJ He MeHee — 43 1T., CTyl He MeHee — 48
HIT.

Owmckast 0bnacthb, r. OMCK, yiI.
NBana AnekceeBa, qom 2(NeNe 52,
53,54,55 Ha mo3Ta)XHOM ILIaHE
(11D), 3 atax)

VYueOHas ayquTopus AJIsl IPOBEACHUSI
TEKYIIEro KOHTPOJISl ¥ MPOMEXYTOUHOM
aTTecTalMu: JocKa ydeOHas He MeHee - | mT.,
Ha0OpPbI JIEMOHCTPALIMOHHOTO 000PY/I0BaHUS U
yueOHO-HaATIISAHBIX TIOCOOHA, CTEH/IbI,
TUIAKaThI, PENPOAYKIIMHU, SKPAH JIJIsI
MYJIbTHME/INA POEKTOPA, IPOEKTOP,
MPE3eHTAIMOHHbIE MATEPHAIIbI, CTOJ HE
MeHee— 35 mIT., CTy/ He MeHee— 68 mT.

Owmckas obmactp, T. OMCK, yiI.
NBana AnekceeBa, 1om 2 (NeNe 45,
46 na mostaxHoM 1urane (111), 5
ITaXK)
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