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1. IlepeyeHb MIIAHMPYEMBbIX Pe3yJbTATOB O0y4YeHHMS IO JMCUMILINHE
(MOIyJII0), COOTHECEHHBIX ¢ IUIAHMPYEMBbIMH Ppe3yJIbTATAMH  OCBOEHMS
o0pa3oBaTe/IbHOM NPOIPAMMBI

1.1. Ileau oucuunnunst

[lenbpr0 TUCUUILIMHBI ABJISIETCA PAa3BUTHE IIPEACTABICHUN O COBPEMEHHOM HayKe
IIOCPEICTBOM  3HAKOMCTBA €  CUCTEMOM  KYJIbTYPOJIOTUYECKOI'O  3HaHWA,
(dopMHUpOBaHUE MHIWBUYAIBHOIO KYJIbTYPHOTO KamuTana OyIyLIero CHelualncTa,
criocoOcTBytomero  3p¢peKTUBHOW  ACATETLHOCTH B~ MHOTOHAIMOHAJIBHBIX
KOJUIEKTHBAX B YCJIOBUSX IJ100aIU3allUu.

1.2. Ilepeuensv ghopmupyemvix Komnemenyuil

B pesynprare OCBOCHUS MUCHUIUIMHBI (MOJYJS) y O0OYy4YaromIerocs OJKHBI
chopMUpOBaTBCS  CICAYIOIIME KOMIIETEHIIMM, BBIPAKEHHBIC Yepe3 pe3yJbTar
oOydeHus TI0 JUCHUIUIMHE (MOAYJs), KakK dYacTh pe3yjabTara OCBOCHUS
obOpazoBatenbHOM Tporpammsl (1anee — OIN):

KommnereHuust [TepeyeHp MIaHUPYEMBIX PE3YIBTaTOB 00YUCHHUS 10 AUCLIMILIHHE
Hudp Conepxanue

VK-4.1. 3nath:
- TPUHIMITBI TOCTPOEHHSI YCTHOTO M MUCHMEHHOTO BBICKA3bIBAHUSI HA

CrocoOeH oCyIIecCTBIIATh DPYCCKOM S3BIKE;

JIEITOBYHO KOMMYHUKAIUIO - mpaBWwila WU 3aKOHOMEPHOCTH [E€JIOBOM YCTHOM M IHCbMEHHOU
. < KOMM yHHUKAIINH;
B YCTHOHU U ITUCBMCHHOU
Y VK-4.2. YmeTs:
(opmax Ha - IPUMEHSITh HA PAKTHKE JeJI0BYI0 KOMMYHHKAIMIO B
VK-4 | TOCYapCTBEHHOM sI3bIKE YCTHO#I M MUCbMEHHOH (JopMax, METO/IbI M HABBIKH JIEJIOBOTO OOILEHHUS
. . Ha PYCCKOM SI3bIKE;
Poccniickoit @enepanuu u VK-4.3. Briazers:
MHOCTPaHHOM(BIX) - HaBBIKAMU 4YTEHHS U TIIEPEBOJa TEKCTOB HAa PYCCKOM SI3bIKE B
s13bIKe(ax) po¢eCCHOHATFHOM OOIICHUN;

- HaBBIKAMU JICTIOBBIX KOMMYHHKAIIMI B YCTHOW M MHUCbMEHHOH (opme
Ha PYCCKOM S3BIKE;

- METOIMKOM COCTaBIICHHS CYXKICHHS B MEXIHMYHOCTHOM JIETIOBOM
OOIIEHNH Ha PYCCKOM SI3BIKE

1.2.2. O6menpodeccnonanpabie komrereHuu (OIIK): nucnummmHa He GopMupyeT
obmenpodecCuOHAIbHBIC KOMIICTSHITHH.

1.2.3. TIlpodeccuonansueie kommereHuuu (I1K): nucuumnuna He dopmupyer
npo¢ecCUOHANbHbIE KOMIIETEHIIUH.



1.2.4. IlpodeccuoHanpHble  KOMIETEHUUMHM HOpoPuis WM  CHeUaNIU3alUu
(IIKC):nucuunnuna He GpopMupyet npodeccruoHanbHble KOMIETEHIIMHU TpOoQUiIs Uiu
CIEeLMATIN3aLUH.

1.2.5 Komnerentnoctu MK IIJHB (KMK): paucuumivaa ©He dopmupyer
komnereniuu MK ITIJIHB (KMK).

2. MecTo AMCUMILIMHBI (MOAYJIf1) B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl

Jucuuminaa (MOaysb) peaanu3yeTcs B paMKax (bakyIbTaTUBHOM 4acTH

(6a30BOM, BapHaTUBHOMN MIIH
(haKyJbTaTHBHOM)

OCHOBHOM IpoheccroHanbHOM 00pa30BaTENbHON NPOrpaMMBl.



3. O0bemM aUCHUIUVIMHBI (MOAYJISI) B 3a4YeTHBIX eIHHHMLAX (3.¢) ¢ YKa3aHHMeM KOJUYeCTBA AaKaJeMUYeCKHUX WJIHU
ACTPOHOMHUYECKHX YaCOB, BbIJICJECHHBIX HA KOHTAKTHYI0 padoTy 00y4yawiuuxcsl ¢ npemnojaaBartesieM (10 BHAAM y4eOHBIX
3aHATHI) U HA CAMOCTOSTEJbHYI0 Pa00oTy 00y4al0IMXCH

Hns OYHOU (dopMbI 00yueHus*:

(OYHOI, OYHO-3204YHON WM 320YHOI)
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B TOM YHCJIC TPCHAXKCPHAas MOATrOTOBKaA:




4. Coaep:kaHue JUCUUILIMHBI (MOIYJIs1), CTPYKTYPUPOBAHHOE 110 TeMaM
(pa3gesiaM) ¢ yKa3aHHeM OTBEJACHHOI0 HA HUX KOJHYECTBA aKAJAEMHUYECKHUX
YacoB U BUA0B Y4eOHBIX 3aHATHI

4.1. Pazoenvt u memovt Oucyuniaunsvl (MoO0yasn) u mpyooemKkocms Ho 6UOAM
YUeOHbIX 3aHAmMUI (6 AKAOEMUUECKUX YaACaAX):

Bunbr yue6nsIx 3ansaTui, Bkimodas CPC

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

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

1 kypc, 1 cemecmp

OCHOBHEBIE TIOHSITUSA
1 2 2 1
JIOKYMEHTAIIOHHOTO
obecrieyeHHs yrpaBJIeHHs

OyHKIUU TOKYMEHTOB.

VHU(pHUIMPOBaHHAS
CHCTEMA OPTaHU3AIMOHHO-
3 PACIIOPAIUTEHLHOM 2 2

JIOKyMEHTAIUH.
IOpumueckas cuna
JIOKYMEHTOB.

OpraHu3anyoHHo-
pacropsIMTeNbHBIE,
4 UH(OPMALMOHHO- 2 4

CIIPABOYHBIE JIOKYMEHTHI,
JIOKyMEHTAIUS 10 JIAYHOMY

COCTaBy.

JenoBas nepenucka:
KJaccupuKaIus,
CTPYKTYpa, CTaHIaPTHbIE
5 (bpasbl U BEIPAKEHHUS B 2 4
cepe IKCITyaTaun
CYIOBOrO
IEKTPOOOOPYAOBAHHS U
CPEICTB aBTOMATHKU

Koppecnonnenuusi,
CBsI3aHHAs C IIPOBEACHUEM
6. MEPUOANYECKHX 4

MeponpusTHii B chepe
9KCIUTyaTalllu CyIO0BOTO
3JEKTPOOOOPYIOBaHUS U

CpEJICTB ABTOMATHKH

Opranmsaimst  paboTel €

JOKYMEHTaMH

7 (moxymeHT0000pOTa) B

" | coepe SKCILTyATaIHH
CyIIOBOTO

3JIEKTPOOOOPYIOBAHUS U
CpEJICTB AaBTOMATHKH

Cucremaruzanus
JIOKyMeHTOB. OpraHuszanus
8 XpaHEeHUs JIOKYMEHTOB B
" | coepe 9KCIUTyaTAIiH
CyIIOBOTO
3JIEKTPOOOOPYIOBAHUS U
CpEJICTB AaBTOMATHKH




PaGora ¢ moxkymeHTamm,
CcoflepIKAIIMHU

9 KOH(HUICHIIHATIbHBIC 2
CBEJICHUS B cepe
9KCIUTyaTallkl  CYJOBOTO
IEKTPOOOOPYAOBAHUS U
CpPEJICTB aBTOMATHKHU

CoBpeMeHHBIC CIIOCOOBI
co3manus, O0OpabOTKH |
10, | MepemauM  JOKyMEHTOB B 2
JIETIONPOM3BOJICTBE B cepe
OKCIUTyaTalldd  CYIOBOIO
JJIEKTPOOOOPYIOBAHUS U
CpEJICTB ABTOMATHKH

UTOoro 16 16 2

[Ipumeuanus: O — ouynas ¢opma oOyuenus, O3 — o4yHo-3a0uHasg Gopma oOyueHus, 3 —
3a04yHas popma o0ydeHus. 3a04Hast opma oOydeHus.

4.1. Cooeporcanue pazoenos u mem OUCUURIUHDL
Tema 1. OcHOBHBIE MOHATHS TOKYMEHTAMOHHOTO 00€CTIeYeHUs YIIPaBICHUS

OcHoBHble Tpo(decCHOHANIbHBIE TEPMHHBI M OIpeneieHuss B paboTe ¢ JOKYMEHTAMH:
JIeIONPOU3BOJCTBO, JOKYMEHTHPOBAaHUE, JOKYMEHT, pPEKBU3HUT, (OpMyIsip JOKYMEHTa,
MaTepUagbHBI HOCHUTENb, IOPUAWYECKAs CUJla JOKYMEHTa, CHCTeMa JOKYMEHTAIlHii,
YHUpHUKAIHS, CTaHAapTH3aIus, yHU(pULIIMPOBAHHAS cucTema OpraHU3aIMOHHO-
pacnopsaUTeNbHON TOKyMEHTaluu

Tema 2. OyHKIIMU JOKYMEHTOB.

(DYHKI_[I/II/I, KJ'IaCCI/I(l)I/IKaI_II/IH JOKYMCHTOB. HOpMaTI/IBHO'HpaBOBaH 6aza JOKYMCHTAIIMOHHOI'O
obecneyeHus YIIPABJICHUA

Tema 3 YHudumpoBaHHas CucTeMa OpraHU3allMOHHO-PACTIOPAIUTEILHON TOKYMEHTAIUH.
IOpuanyeckas cuia JOKYMEHTOB.

Crpykrypa, comepxkanue I'OCT P 6.30-2003 «YuuduupoBaHHas cucTeMa OpraHu3allioOHHO-
paclopsaUTEeNsHON  JOKyMeHTaluu. TpeGoBaHus K OGOPMIICHHIO JOKYMEHTOB»: COCTaB
PEKBU3HTOB;

TpeboBaHus K 0(OPMIICHHIO PEKBU3UTOB JIOKyMEHTOB; TpeOoBaHMs K OJaHKaM U 0()opMIICHUIO
JOKYMEHTOB; TpeOOBaHUS K HM3TOTOBJICHUIO, YYETY, HCIOJIb30BAHHIO W XPAHEHUIO OJAHKOB C
BocmpousBenenueM ['ocyaapctsenHoro repba PO u rep6os cyorexkToB PO

Tema 4. OpFaHI/I3aI_II/IOHHO'paCHOpH)II/ITeJ'IBHLIC, I/IH(I)OpMaI_[I/IOHHO'CHpaBO‘lHHe JAOKYMCHTBI,
AOKYMCHTAaIUA 110 JIMYHOMY COCTAaBY.

OcHOBHBIE TPYIIIBI U BUJIBl OPraHU3alMOHHO -PACTIOPSIANTENBHON JOKYMEHTALIUN:

- OpraHuM3aloHHbIe (YCTaB, MOJOXKEHHS, MHCTPYKLIMH, ITATHOE PacIUCAHUE, TpaBUIIa
BHYTPEHHETO TPYIOBOT'O PaCIOpsAIKa);

- pacnopsauTeNnbHbIe (IOCTaHOBIJIEHNUS, IPUKA3bl, YKa3aHUsl, PACIIOPSKEHNS, PEILICHN);
CrnpaBo4HO-MH(OPMAIIMOHHBIE U CIIPABOYHO-aHATUTHUYECKHE (CIIPABKHU, TOKJIAHbIE 3aUCKH,
aKThl, IPOTOKOJIBI);



- IOKyMEHTals 110 IMYHOMY COCTaBY (pe3toMe, MPUKa3bl 110 JMYHOMY COCTaBY, 3asBJICHUE,
TPYAOBasi KHIKKA, TMYHAs KapTOUKa COTPYIHUKA, JIMUHOE JIEIIO0)

Tema 5. JlenoBas mepenucka: Kiaccu(uKkaus, CTpyKTypa, CTaHAapTHBIE (Ppa3bl U BEIPAKEHUS B
cepe IKCILTyaTay CyJI0BOTO IEKTPOOOOPYAOBAHUS U CPEACTB ABTOMATUKH

JlenoBoe muckMo B ycioBusx yHu(ukarun. [IpaBuna oopmiieHus 1€10BOro NUChMA.
Hexkotopeie Buasl nuceM. MexxayHapoIHbIE TMCbMA
JlenoBoe nmuckMo B ycioBusx yHupukamun. [IpaBuna ohopmiieHus 1€10BOr0 MUCHMA.
Hexkotopseie Buasl nuceM. MexayHapoIHbIE TMCbMA

Tema 6. KoppecnionaeHuus, cBa3aHHas ¢ IPOBEJCHUEM IIEPUOINIECKIX MEPONIPUITHI B chepe
9KCILTyaTallH CyJ0BOI0 AIEKTPOOOOPYAOBaHHS U CPEACTB aBTOMAaTHKHU

OpFaHI/I3aHI/IOHHO-TGXHI/ILIGCKI/IC MCPOIIPUATHA 110 MOATOTOBKE U ITPOBCACHUTIO COBGHIaHI/II\/II.
CrpykTypa noKIaga u oT4eTa (Ha COBEIaHUHU, 3acelaHuU, KOH(EPEHIINH )

Tema 7. Opranuzauusa paboTsl ¢ JOKyMEHTaMH (JIOKyMEHTO00OpoTa) B cepe IKCIUTyaTaluu
CYZOBOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATHUKHU

[Tonste noxymentooboporta. Ilpuem u mepBuuHas oOpaboTka JOKyMEeHTOB. PacmpeneneHue
MOCTYNUBUIMX JTIOKyMeHTOB. Perucrpamuss gokymeHToB. OpraHuzanusi KOHTpOJS — 3a

HCIIOJIHCHUEM JOKYMCHTOB.

Tema 8. Cucrematm3anus n0KymMeHTOB. OpraHuzanus XpaHEHUs JIOKYMEHTOB B cdepe
AKCIUTYaTaI[MH CYA0BOIO JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKHI

CocraBneHre HOMEHKIATYpbI Aeil. DopMupoBanue aeil. XpaHEHUE JOKYMEHTOB.

Tema 9. PabGora ¢ nokymeHTamu, COJAEpKalUMH KOH(pHUAECHUIUATbHbIE CBeIeHUS B cdepe
AKCIUTYaTaIMH CYJ0BOIO JIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

[Topsinox paboThl mepcoHana ¢ KOHMOUICHIMATBHBIMA JOKYMEHTAMH. YUeT M XpaHEHHE JAeN C
KOH(UIECHIIMATBHBIMU JOKYMEHTaMHU

Tema 10. CoBpemeHHBIE CHOCOOBI CO3/1aHusl, OOpaOOTKH W Iepenadd JOKYMEHTOB B cdepe
AKCIUTYaTaI[MH CYJ0BOTO AJIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

CHeHI/IaJ'H/ISI/IpOBaHHBIe IMporpaMmbl aBTOMaTHU3aluu CHUCTCMBI JAOKYMCHTHUPOBAHUSA
ynpaBnqueCKoﬁ JCATCIBbHOCTH. Hcnonb3oBaHue I/IH(I)OpMaLII/IOHHLIX TEXHOJIOTMH  KakK

HHCTPYMCHTA  IMOBBIIIICHUA 3(1)(1)6KTI/IBHOCTI/I (I)YHKI_H/IOHI/IpOBaHI/IH CUCTCMbI  YHPABJICHUA
AOKYMCHTaMHU Ha NPCANIPUATUN

4.2. Cooepoicanue nabopamopuvix padoom.

4.3. Cooepitcanue npaKkmuyecKux 3aHamuil



Ne pazpena

(TeMbI) TUCHUTLIIMHBI

HanmeHnoBaHue NpaKkTUYECKUX 3aHATHU

1 cemecmp (1 xypc)

1 OcHOBHbIE monuatus | 1. OcHOBHBIC MPO¢)eCCHOHATBHBIE TEPMHUHBI U ONPECIICHUS B paboTe C
JIOKYMCHTAITHOHHOTO  OOCCIICUCHHS | TOKYMECHTaMH
yrpaBJIeHUs

3. YHudumpoBaHHas cucremMa
OpTraHU3aLMOHHO-PACHIOPS IUTENBHOM
JnokymeHTtanuu. fOpuamyeckas cuia
JIOKYMEHTOB.

1. TlpoextnpoBaHme MpPOAOIBHOrO OJIlaHKa C
PacronoKeHHEM PEKBH3HTOB.

2]IpoeKTHpOBaHUE YIIIOBOTO OJIaHKA JOKYMEHTOB

LIEHTPUPOBAHHBIM

4. Opranu3alnoHHO-
pacropsuTeNnbHbIe,
nH(pOpMaIMOHHO-CITPaBOYHbIE
JOKYMEHTBI, IOKYMEHTALHSI 10
JMYHOMY COCTaBY

1. Pa3pabotka 1 oopmiIeHHE IPUKA30B 110 OCHOBHOM /1€ TEIHHOCTH.
2. Pa3pabotka ¥ odopMIICHHE aKTa, IOKJIAJHOW, OOBICHUTEIHLHOU

3aIMUCKU, CIIPaBKH.

3. Paspabotka u oQopMICHHE TOKYMEHTOB IO JIHYHOMY COCTaBY:
pe3oMe, aBToOHOrpadus, XapaKTePUCTHKA.

5. JlenoBas mepenucka:
Kiaccu(uKanus, CTpykTypa,
cTaHaapTHble (pas3bl U BBIPAXKEHHS B
cepe dKCILTyaTaly Cy10BOTO
ANEKTPOOOOPY/IOBAHUS U CPEICTB
ABTOMAaTUKU

1. JlenoBoe MUCHMO B YCIOBHUSX YHU(DUKAIIWH.
2. IlpaBuna ohopMiIeHHs JENTOBOro MUCHMA.
3. Hexoropsle Buabl nuceM. MexxayHapogHbIe MUCbMa

6. KoppecnionieH1usi, cBsizaHHas ¢
MPOBEACHUEM NIEPUOANICCKUX
MEpONpUATHH B cepe IKCILTyaTaluu
CYJIOBOT'O 3JIEKTPOOOOPYIOBaHHUS
CpPE/ICTB aBTOMAaTHUKH

1. OpFaHH3aHHOHHO-TCXHI/I‘{GCKI/IC MCpOl’[pI/IﬂTI/IS[ IO IOAI'OTOBKE H
MIPOBE/ICHUIO COBELIAHUMN.

2. CrpykTypa mgokiaga © oOTdeTa (HAa COBCIIAHHM, 3acCelaHHH,

KOH(pEpEeHILINH)

4.1 KypcoBas pabdora

He nmpenycmorpeno

4.2 KypcoBoii npoekTt

JlucuunimHa He TpeayCMaTpUBaeT KypCOBOU MPOEKT.

4.3 CamocrositeqibHas padora. KOHTPoIb caMoCTOATEIbHOI Pa0doThI

Ha camocrtosiTenbHy0 paboTy CTy/I€HTa BEIHOCSTCS CIEIYIOIIUE TEMBI:

Tema 1. OCHOBHBIC IOHATHS AOKYMCHTAIITMOHHOT'O oOecreueHust YIIpaBJICHUA

Tema 2. yHKIIMN JOKYMEHTOB.

Tema 3 yHI/I(l)I/II_II/IPOBaHHa}I CcuCTeMa OpraHI/ISaI_H/IOHHO'paCHOpHHHTCHBHOﬁ JAOKYMCHTAIIUH.

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

Tema 4. OpFaHI/I3aI_II/IOHHO-paCHOpH)lI/ITeJ'ILHLIC, I/IH(I)OpMaI_[I/IOHHO-CHpaBO‘-IHBIC JOKYMCHTHI,
AOKYMCHTAaIUs IO JIMYHOMY COCTAaBY.
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Tema 5. JlenoBas nepenucka: KiaccupHKamms, CTpyKTypa, CTaHAapTHbIE (pas3bl U BRIPAKEHUS B
cepe WIEKTPOIHEPreTUKUM M  DIJIEKTPOTEXHUKM B  cdepe OSKCIUTyaTallud CYAOBOTIO
3IIEKTPOOOOPYIOBAHUS U CPE/ICTB aBTOMATHKH

Tema 6. KoppecnonaeHuusi, CBI3aHHasi ¢ MPOBEACHUEM MEPUOINIESCKUX MEPONPUSTHI B cepe
ANIEKTPOIHEPTETHKH U IEKTPOTEXHUKU B c(hepe IKCILTyaTalluH CyJOBOTO NIEKTPOOOOPYIOBAHUS
Y CPE/ICTB aBTOMATHKH

Tema 7. Opranusanus paboThl ¢ TOKyMEHTaMHU (JIOKyMEHTO000poTa) B cepe 3KCIIyaTauu
CYZOBOTO 3JIEKTPOOOOPYIOBAHUS U CPEICTB aBTOMATUKHU

Tema 8. Cucremaruzanus A0KyMeHTOB. OpraHuzanusi XpaHEHMsl JOKYMEHTOB B cdepe
9KCILTyaTallK CyA0BOTO IEKTPOOOOPYIOBAHUS U CPEICTB AaBTOMATHKH

Tema 9. PabGora c mokymMeHTaMu, COJEpKallMMHU KOH(HICHIMAIbHBIE CBEIEHUS B cdepe
IKCILTYaTallH CyA0BOTO IEKTPOOOOPYAOBaHUS U CPEICTB ABTOMATHKH

Tema 10. CoBpemeHHBIE €HOCOOBI CO3/1aHUsA, OOpaOOTKM M Iepeaayu JOKYMEHTOB B cdepe
IKCIITYaTaIllH CyI0BOTO IEKTPOOOOPYIOBAHUS U CPEICTB ABTOMATHKH

KoHTponbs caMmocToaTenbHO# paboThl TPOBOAUTCS B (pOpME MUHU3AUETA.

4.1.UHTepaKkTUBHBIE GOPMBI 00yUYEeHH
B npomecce ocBoeHuss JaHHOW y4eOHOM  JUCHMIUIMHBI HHTEPAKTUBHBIE  (OPMBI
HCIIOJIB3YIOTCA IMPU U3YUCHUU CIICAYIOIIUX TEM:

KoanuectBO
Paznen (Tema) AMCHUNIMHBI 4acoB
O | O3 3
Tema 6. KoppecrmonpeHuusi, CBs3aHHas C IMPOBEACHHEM IEPUOAMYECKHX MEpONpHATHH B cdepe
ANIEKTPOIHEPTEeTUKH U INEKTPOTEXHUKU B c(epe IKCIUTyaTallHd CYIOBOIO AJIEKTPOOOOpYHOBaHUSI U
CpEACTB aBTOMAaTHUKU
HTroro 4 0

5. (I)OHII OIICHOYHbBIX CPpPEaACTB OJsd MNPOBCIACHHUA l'lpOMC)KYTO‘IHOﬁ
arTrecralnuu Oﬁy‘lalOHll/IXCH o AMCHOUIIJINHE (MOI[y.HIO)
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5.1. OnucaHue mnoKa3aTe/Jled U KpUTepPHEB OLeHMBAHUS KOMIETEHI MM,
OoNnMcaHue IIKaJ O eHUBAaHUA

ITokxa3zarenan
OIlCHUBAHUA

Onmncanue nmokaszareis

Ol1eHKa «OTIHYHO»
(3auteHo)

OOy4yaeMblii ~ TEMOHCTPHpPYET CHOCOOHOCTH K  MOJHOW  CaMOCTOSITEIBHOCTH
(momyckaroTcsi KOHCYJIBTALMK C MPENo/aBaTeIeM M0 COMYTCTBYIOUIMM BOIpOCaM) B
BBIOOpEe crocoba pemieHds HEeM3BEeCTHBIX WJIM HECTaHJApTHBIX 3aJaHuil  C
WCIIONIb30BAaHNEM 3HAHMH, YMEHHH W HaBBIKOB, TOJNYYEHHBIX B XOJ€ MpPOBEICHHS
OCBOGHMS JIMCUMIUIMHBI, CJEQyeT CYUTaTh KOMIIETEHIHIO C(HOPMHPOBAHHOH Ha
BBICOKOM ypoBHe. [IpucyrcrBre chopMUpOBaHHON KOMIIETEHIIMHM HA BBICOKOM YPOBHE
O3HAYaeT CIIOCOOHOCTh CTY/AEHTAa K €€ JajbHeHIIeMYy CaMOpa3BUTHIO W BBICOKOM
aJIaNTUBHOCTH  TPAKTUYECKOrO INPHUMEHEHUS K  HM3MEHSIOIMMCS  YCIIOBHSIM
npogeccnoHabHOM 3a1auu.

OreHKa «XOpOIIIO»
(3auteHo)

OOy4yaeMblii JEMOHCTPHPYET CaMOCTOSITEIBHOE TNPUMEHEHHE 3HAaHWM, YMEHUH U
HaBBIKOB TIPH DEIICHWW 3a/JaHui, aHAJOTMYHBIX TEM, KOTOpBIE IPEIOCTaBIISLI
nperojaBaTeNnb Mpyu NOTEHIMAILHOM (OPMUPOBAHMH KOMIIETCHIMH, MOATBEPXKIAET
Hanmure c(OPMUPOBAHHOM KOMIIETEHIIMM, TpHUYeM Ha Ooyiee BBICOKOM YpPOBHE.
Hannune ~ chopMHpOBaHHOW  KOMIIETEHIMM  Ha  TIOBBIILIEHHOM  YPOBHE
CaMOCTOSITEIILHOCTH CO CTOPOHBI 00y4aeMoro npu ee MpakTHIeCKON AEMOHCTPAINH B
XOJ/ie pELICHUs] aHaJOTMYHBIX 3aJaHUi CJEIyeT OICHUBATh KaK MOJIOKHUTEILHOE U
YCTOWYMBO 3aKPEIUICHHOE B IIPAKTUYECKOM HaBBIKE.

Or1eHka
«YIIOBJICTBOPUTEIHHO»
(3auTeHo)

OOyuaeMBIil JEMOHCTPUPYET CAMOCTOSTEIFHOCTh B NMPUMEHEHUH 3HAHWN, YMEHHH U
HAaBBIKOB K pELICHHIO Y4eOHBIX 3aJaHUi B IIOTHOM COOTBETCTBHH C 00pa3LoM,
JaHHBIM IIperofiaBaTenieM, [0 33JaHUSM, pELIeHHe KOTOPhIX OBLIO IOKa3aHo
HperoaaBaTelieM, ClIeAyeT CYUTaTh, YTO KOMIETeHIU c(hOPMUPOBaHa, HO €€ YPOBEHb
HEZOCTATOYHO  BBHICOK. IlOCKONBbKY  BBIABICHO  Hanuuyue  CHOPMUPOBAHHOM
KOMIIETEHIINH, €€ CIIEyeT OLICHHBATh MOJI0KUTENBHO, HO HA HU3KOM YPOBHE.

Or1eHka
«HEYIOBIIETBOPUTEIIEHO)
(He 3auTeHo)

OOyuaeMblii He CIOCOOEH CaMOCTOSTENBHO IPONEMOHCTPHPOBATh HAJIMYME 3HAHUH
IPU PelleHNH 3aJaHuil, KOTOpble OBUIN IPEeICTaBJIEHBI IPEIIOAAaBATEIeM BMECTE C
00pa3oM HX peIICHUs, OTCYTCTBHE CaMOCTOSTEIBHOCTH B NMPUMEHEHHUH YMEHHS K
HCTIONIb30BAHHUIO METO/IOB IIPOBEACHUS MPEJI- TUIMTIOMHOM MPAKTUKH U HECIIOCOOHOCTh
CaMOCTOSITENIFHO IIPOSIBUTh HABBIK ITOBTOPEHUS PEIICHMS IOCTABIECHHOM 3alauu 10
CTaHOAPTHOMY 0Opa3ly CBUIAETENLCTBYIOT 00 OTCYTCTBUH C(HOPMHUPOBAHHOU
KOMIICTEHIIMH.

5.2. TunoBble KOHTPOJIbHbIE 3aJaHMs UM UHbIE MaTepHUasibl, HEOGX0AUMbIE
AJisI OLleHKHU 3HaHUMW, YMEHUH M (WIM) HaBBIKOB, XapaKTepPHU3YIOLUX
3tanbl ¢QJopMHUpPOBaHHMS KOMIETEHUMH B Mpolecce OCBOEHHs
00pa3oBaTe/JIbHOM NPOrpaMMBbl

Ilpumep kauecmeenuvix 6onpocog. Jlemompou3BOACTBO — O3TO: a) OTpacib JAEATeIbHOCTH,
KoTopas He oOecreuynBaeT JOKYMEHTHPOBAHHE W OpraHu3aluio paboTel ¢  OQUCHBIMU
JOKyMeHTamMu; 0) oTpacib JAeATeIbHOCTH, KOTOopas oOecreurnBaeT JAOKYMEHTUPOBAaHUE U
OpraHu3aiuio padoTel ¢ 0GUCHBIMU JAOKYMEHTaMH; B) chepa IeATEIbHOCTH MO 00ECTeYeHHUIO
Opranu3anuu 0(OUCHBIMH JOKYMEHTaMHU

3aoanue: I[aﬁTe CpaBHI/ITCJ'ILHHﬁ aHaJIn3 OHpCI[CJ'ICHI/Iﬁ NpEeaAMCETHOT'O NOJIA ACIOMPOU3BOACTBA
10 JOCTYIIHBIM Bam y‘IC6HI/IKaM N UCTOYHHUKAM.
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3aganue: Ormnpenenure MPEeUMYNIECTBA W HEAOCTATKA aBTOMAaTH3allMH JIOKYMEHTAIMOHHOT'O
obecrieueHus ynpaBlieHUs

5.3. [lepeyeHb BONPOCOB AJisl HTOTOBOT'0 KOHTPOJISI MO AUCHUIINHE

1. OcHOBHBIE TOHATHS JOKYMEHTAIIMOHHOTO 00ECIEeYCHUS YIIpaBICHUS

2. OcHoBHBIE IPO(ECCHOHATBHBIC TEPMUHBI U OTIPE/ICIICHUS B paboTe C TOKYMEHTaMHU.

3. ®@yHKUMH, KIacCUPUKaLUs JOKYMEHTOB.

4. HopmaTtuBHO-TIpaBoBas 6a3a JOKYMEHTAIIHOHHOTO OOECIICUCHHUS YITPABICHHS

5. YauduuupoBaHHas CHCTEMa OpPraHU3alMOHHO -PACTIOPSIANTENILHON JOKYMEHTAIIHH.
KOpuanueckas cuna JOKyMEHTOB.

6. Crpykrypa, coaepxkanne ['OCT P 6.30-2003 «YHudumnupoBanHas cucrema
OpraHU3al[MOHHO-PACTIOPSAIUTENLHON TOKYMEHTAIIH.

7. TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOBY

8. OCHOBHBIE TPYIIIBI U BUJIBI OPraHU3aLMOHHO-PACTIOPSIIUTENBHON JOKYMEHTALIUN:

9. llenoBoe MUChbMO B ycloBuUsAX yHUpHUKauu. [IpaBuna opopmieHus 1enoBoro nucbma.

10. Hexotopsle Bubl uceM. Mex1yHapoIHbIE MHChMa

11. lenoBoe mucsMo B yciaoBusax yHudukanuu. [IpaBuna ohopmieHus 1€710BOro Nuchma.
Hexkotopsie Buab! nuceM. MexayHapoIHbIE TUCbMa

12. KoppecnonaeHuus, cBsi3aHHasi C NPOBEACHUEM IMEPUOJUYECKUX MEpOIpUsTHl B cdepe
AKCIUTYaTaI[MH CYJ0BOI0 IEKTPOOOOPYIOBaHUS U CPEJICTB aBTOMATUKHI

13. Opraan3aliMOHHO-TEXHUYECKUE MEPOTPUSATHS MO MOATOTOBKE U MPOBEJACHUIO COBEIIAHUM.
14. CtpykTypa n0KjIaaa 1 oT4eTa (Ha COBEIIAHNH, 3aceIaHN1, KOH(DEPEHIINH )

15. IMonsatne noxkymeHntoobopoTa. [Iprem u nepBudHas 00paboTKa JOKYMEHTOB.

16. PacnpeneneHre MNOCTYNMBIIMX JIOKYMEHTOB. Perucrpanus AaokymeHTOB. OpraHuzanus
KOHTPOJIS 38 UCIIOJIHEHHEM TOKYMEHTOB.

17. CucremaTuzanus 10KyMEHTOB.

18.  Opranuzamuss  XpaHeHHsT  JOKYMEHTOB B cdepe  dSKcIulyaTalud  CYIOBOTO
3NIeKTpOoOOOPYIOBAaHUS U CPEACTB ABTOMATUKU

19. CocraBineHue HOMEHKJIATYpHI nen. DopMupoBaHUE Jiel. XpaHEHUE JOKYMEHTOB B cdepe
AKCIUTYaTaIMH CYJ0BOIO JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKH

20. Pabora c pgOKyMeHTaMH, COJEpXallMMU KOH(UIEHIUMANbHbIE CBeIeHUS B cdepe
AKCIUTYaTaIMH CYJ0BOIO JIEKTPOOOOPYIOBAHUS U CPEJCTB aBTOMATUKH

21. CoBpemeHHble cIOCOObl  co37aHMs, OOpPaOOTKM M  Iepeladyd  JIOKyMEHTOB B
JIeIONPOU3BOACTBE B cdepe SKCIUTyaTallid CyAOBOIO 3JIEKTPOOOOpYIOBaHUS U CPEICTB
ABTOMATUKH

22. Hcnonw3oBanue WHGOPMAIMOHHBIX TEXHOJOTHMH KaK HWHCTPYMEHTA IOBBIIICHUS
s dekTuBHOCTH HYHKIIMOHUPOBAHUS CUCTEMBI YIIPABJICHHS TOKYMEHTAMU Ha MPEANpPUITUN

5.4. MeToauyecKre PeKOMEHJAlMU K MPOBEeJAEeHUI0 UTOTOBOTr0 KOHTPOJIS MO
JAUCIUIIINHE

Ha utoroBsiii KOHTPOJIb BBIHOCUTCS y‘le6HBII>i Marepuall, paCCMOTpeHHHﬁ Ha JICKIIMOHHBIX H
MPAKTUYCCKUX 3aHATUAX, 4 TAKIKC TEMbI, KOTOPLIC ObLIH MPpEAJIOKECHBI A CaMOCTOATCIBHOTO
HU3YyUCHUA.

cDOpMOI‘/’I MMPOBCACHHUA UTOTOBOI'O0 KOHTPOJIA 11O JaHHOM NUCLUILIMHE SBIISETCS 3a4c€T, KOTOpBIﬁ
IIpOBOAUTCA B yCTHOI>'I (I)OpMC C HCIIOJTBb30BaHHUEM 6I/IJ'ICTOB, CoACpKalIuX TCOPETUUYCCKYIO U
MMPaKTUYCCKYHO YacCThb. Taxoke A0IIYCTUMO IMPOBCACHUC HUTOI'OBOTO KOHTPOJIA B MUCbMEHHOM
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dopme. O dopMe MpoOBENEHUS HUTOTOBOTO KOHTPOJISI CTYACHTHI JOJDKHBI OBITH OIOBEIICHBI
3a0JIarOBPEMEHHO.

Bo Bpemsi moAroToBKM K OTBETY Ha 3ayeTe HCIIOJIb30BAHME CIIPABOYHOM JIMTEpaTypbl HE
JIOTTYCKaETCs.

6. IlepeyeHb OCHOBHOH M [ONOJHUTEJBHOI Y4eOHOHl JHTEpPATYpBHI,
He00X0AUMOi1 1151 OCBOCHU S AN CIUILIMHBI (MOIYJIs1)

6.1 OcHoBHasi yueOHasl JJUTEpaTypa

1. 3acnasckas, E. A. JlokymeHTHpOBaHWE ymIpaBieHUYECKON nearenbHOCTH [Tekct] :
yue6. nocodue / E. A. 3acnasckas. - Omck : OUBT, 2010. - 115 c.

2. 3acnasckas, E. A. JlokyMeHTHpOBaHHE YyIpaBiIEHYECKON aearenbHOCTH [Tekct] :
npaktukyM / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :

3. Kopuees, 1. K. JlokymeHTHpOBaHWE YIPABICHYECKOW AEATEIBHOCTH + TECTHI B
OBC : yueOHMK U IPAKTHKYM JUIsl akagemudeckoro O6akanaspuata / . K. Kophuees, A.
B. ITmenko, B. A. MamypreB. — 2-e u3j., nepepad. u jgorn. — M. : M3aareiascTBo
HOpaiit, 2018. — 384 c.

6.2 JlomosiHuTebHAA yUeOHAs JUTEpaTypa

4. BacunbeBa, 1. H. Opranuzanus nesonpou3BoACTBA U MEPCOHAIBHBIN MEHEIKMEHT
[Texct] : yue6. mocobue / M. H. Bacunbes, 3. B. Octposckuii, U. FO. FOpTtaes. - 3-¢
3. - M. : By3osckuii yueonuk, 2009. - 320 c.

5. 3acnaBckas, E. A.JlokyMEHTHUpOBaHHE YNPABICHYECKON NeaTeqbHOCTH [TekcT] :
METO/1. yKa3aHWsl JUIsl BBIMOJHEHUS MpPAKT. U KOHTp. pabot ¢ / E. A. 3acnmaBckas. -
Owmck : Upteimckuii puman HICABT, 2008. - 30 c. : puc.

6. Ky3snenmor WM. H. JlokymeHTanmoHHOE oOecliedyeHUEe YIpaBiICHUS |
JIEJIOTIPOU3BOJICTBO [ DJIEKTPOHHBIN pecypc|: ydeOHuMK msi OakanmaBpoB /Ky3Heros
Urops Hukonaesuy; 1. H. Ky3nenos. - M.: FOpaiirt, 2012

7. Ilepeuenp pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHHUKAIUOHHON ceru "UHTepuer"
y y
(nanee - ceTp "HTEepHET"), HEOOXOAMMBIX /IJIS OCBOCHUSI TUCHUILIMHBI (MOLYJI51)

1.http://archives.ru

8. Ilepeyenb WHGOPMANMOHHBIX TEXHOJOTHI, HCHOJb3yeMbIX TMPH OCYIIECTBJIEHUH
0o0pa3oBaTeIbHOr0 TMpouecca MO0 AUCHUILUIMHE (MOIYJK0), BKJIOYasi TMepevyeHb
NpOrpaMMHOro of0ecnedyeHuss W WH(POPMAIMOHHBIX CHPABOYHBIX CcHCTeM (NPH
He00X0IMMOCTH)

1.Cucrema npaBoBoii noaaepxku «KoHcynpranT-TuIIOC», «I'apanT»
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9. Onucaunue

MaTepHaJIbHO-TEXHHYEeCKOH 0a3bl,

HE00X0IUMOM IJIA

OCYIIeCTBJIEHHUS 00Pa30BaTEJIBLHOI0 NMPOLEcCa M0 AMCHUILINHE (MOAYJII0)

JlokymeHTupOBaHue
YIPaBJIEHYECKOU
JIEATEIBHOCTH

Y4eOHast ayuTOpHs JJIs IPOBEACHUS 3aHATHI
JICKIIMOHHOTO TUTA: TOCKa ydeOHas He MeHee - 1
IIT., HA0OPHI IEMOHCTPAIIMOHHOTO 000PYIOBaHUSA U
yueOHO-HATJISTHBIX TIOCOOHH, CTECH/IBI, TTAKATEI,
PEIPOIYKIIMH, SKpaH JUTsl MYJIbTUMEIUA
MIPOCKTOPA, MPOCKTOP, IMPE3CHTAIUOHHBIE
MaTepHualibl, CTOJl He MeHee— 35 IMIT., CTya He
MeHee— 68 IIT.

Owmckast 00acThb, r. OMcK, yi. MiBaHa
Anekceesa, oM 2 (NeNe 45, 46 Ha IO3TaXKHOM
wrane (111), 5 atax)

YueOHast ayauTopus AJIsl TPOBEACHUS 3aHTHI
CEMMHApCKOro TUIIA: 10cka yueOHas He MeHee - 1
HIT., DKpaH Uil MYJIbTUMEUa IIPOEKTopa, CTOJ HE
MeHee— 13 mT., cTyn He MeHee— 25 1mT.

Owmckast 0bnacth, r. OMck, yi. MiBaHa
Anekceesa, oM 2 (NeNe 63, 64 Ha IO3TaXKHOM
riane (111), 4 stax)

VYuebOHast ayauTopus sl MPOBEACHHS IPYNITOBBIX U
WHJMBHUAYaJIbHBIX KOHCYJIBTALUNA: JOCKa ydeOHas
He MeHee - 1 MT., OKpaH i1 MYyJbTUMEANA
MPOEKTOpa, CTON He MeHee— 13 mT., cTy’n He
MeHee— 25 mIT.

Owmckast 00acthb, r. OMcK, yi. ViBana
AnexkceeBa, oM 2 (NeNe 63, 64 Ha o3TaKHOM
wiane (111), 4 atax)

[ToMmereHue 1 CAMOCTOSTEIBHON paOOTHI:
KOMTIIBIOTEPHAsI TEXHHUKA, OTEPAIIHOHHAS CHCTEMa
Windows, naker nporpamm Microsoft Office, CIIC
Koncyneraut [IJIFOC, TAPAHT, HaGops!
JIEMOHCTPAIMOHHOT0 000PY/I0BaHUsI U y4eOHO-
HAaIJISHBIX TOCOOMH, CTEH/IBL, TUTIAKATHI, Yu4eOHO-
HarJsIHbIE TOCOOUS, PENPOLYKIMH, SKpaH AL
MyJIbTUMEANA MPOEKTOPa, IPE3EHTALIOHHbIE
MaTepHalbl, CTOJ He MeHee — 43 IIT., CTyl He
MeHee — 48 mir.

OmMckast 061acTh, . OMCK, yi. [1Bana
AnexceeBa, 1oM 2(NeNe 52, 53,54,55 na
nostaxHoM 1iaHe (111), 3 atax)

VYueGHas ayanToOpHs A1 IPOBEICHHS TEKYILETo
KOHTPOJISL U TPOMEXKYTOUHOM aTTeCTAlU: J0CKa
yueOHas He MeHee - | mmT., HabopsI
JEMOHCTPALMOHHOTO 000pYIOBaHUSA M Y4eOHO-
HArJIAHBIX TOCOOMH, CTEH/IBI, IUIAKATH,
PENPOAYKINH, SKpaH VI MyJIbTHMeEIna
MIPOEKTOpa, IPOEKTOP, MPE3EHTALUOHHBIE
MaTepHaJbl, CTOJI He MeHee— 35 MIT., CTyI He
MeHee— 68 miT.

Owmckas obmacte, T. OMck, yiu. MiBana
AnekceeBa, oM 2 (NeNe 45, 46 Ha o3TaKHOM
mwiade (111), 5 atax)
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