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1. IlepeyeHb mNJAHMPYeMBbIX Ppe3yJabTATOB OOy4YeHHS] MO JIMCHHUILIAHE
(Moay/ 10), COOTHECEHHBIX ¢ IUIAHHPYEMBbIMHM Pe3yJIbTATAMH OCBOCHUA
oOpa3oBareibHON MPOrpaMMbI

1.1. Ilenu oucyunaunot

[{enpro AMCHUILIMHBI ABISCTCS Pa3BUTHE MPEACTABICHUNA O COBPEMEHHON HayKe
IOCPEACTBOM  3HAKOMCTBA C  CHCTEMOH  KYJIbTYPOJOTHYECKOTrO  3HAHHMS,
(dbopMHpOBaHNE MHIWBUAYAJIbHOTO KYJIbTYPHOI'O KamuTana OyIyIIero CICIHaIKNCTa,
criocoOcTByromero  3(PpGEeKTUBHOM  JEATCIbBHOCTH B MHOTOHAIIMOHAJIBHBIX
KOJUIGKTHUBAX B YCIOBHUAX TJ100aTN3aIIHH.

1.2. Ilepeuenv ghopmupyemvix KomnemeHyui

B pesynbprare OCBOCHHS AWCHMILIUHBI (MOAYNS) Y OOYyYaroIIerocst JTOJDKHBI
chopMHUpPOBATHCS  CIEAYIONIME KOMIIETEHIIMU, BBIPAKECHHBIE 4YEpe3 pe3yJsbTar
oOy4eHHs 10 JAWCIHUIUIMHE (MOJyJisfA), KaKk 4YacTh pe3yibTara OCBOCHHUS
oOpazoBaTtenbHOM mporpamMmsl (nanee — OI):

KOMHeTeHHI/Iﬂ HepequL IJIAHUPYEMBIX PE3YJIbTAaTOB 06y‘leHI/I${ 110 JTUCHHMITIJIMHC
udp Conepxanue
CHOCOBEH IPUMEHSTH YK-4.1 Benenune JENOBOH  MepenncKn Ha
COBpEMEHHBIC ro;(:yilapCTBeHHOM s3pike Pocculickoit @enepanun
KOMMYHHKATHBHBIE YK-4.2 Benenue JIETI0BOTO pasrosopa Ha

rOCyIapCTBEHHOM si3blke Poccuiickoit ®Penepauun C
COOJIOICHUEM ITHKH JIETIOBOTO OOIICHUS
VK-4.3 Beinonnenue cooOlIeHWH WIM [OKJIAA0B Ha

TEXHOJIOTUH, B TOM YHUCIIE
VYK-4 | na uHOCTpaHHOM(BIX)
si3bIKe(ax), ISt

aKaIEMIIECKOT0 1 WHOCTPAaHHOM SI3BIKE [ocie MpeIBapUTENbHOM
podeCCHOHATHLHOTO TIOATOTOBKN
B3aUMOJICUCTBUS

2. MecTo IMCHUILUIHMHBI (MOAYJIs1) B CTPYKTYpe 00pa30BaTe/ibHOI MPOrPaMMBbl

JucuumirHa (MOIysIb) peajiu3yeTcsi B paMKax bakyIbTaTUBHON 4acTu

(6a30BOM, BapHaTUBHOM HITH
(axyIbTaTHBHOM)

OCHOBHOM Mpo(ecCHOHaANIbHON 00pa30BaTeIbHON NPOrpaMMBI.



3. O0bem MCHMIUIMHBI (MOAYJIsI) B 3a4YeTHBIX €IMHULNAX (3.) € YKa3aHHMeM KOJHYECTBA AaKaJAeMHYeCKHX MJIH
ACTPOHOMHYECKHX YaCOB, BbIJEJEHHBIX HA KOHTAKTHYI0 PadoTy 00y4armolMxcs ¢ mpemogasaresieM (M0 BHIaM y4eOHBIX
3aHATHI) U HA CAMOCTOSITEJIbHYI0 PaboTy 00y4aK0IIHXCS

s OYHOU (bopmbl 00yUeHUS™*:

(O4HOM, OYHO-3204YHOMN MJIM 320YHOI)

DopMbI KOHTPOJIS Bcero yacos Bcero Kype 1
B TOM YHCIIE 3.e Cemectp 2 [18 Hen]
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B TOM YHCIIC TPEHAKEPHAsI OJITOTOBKA:




4. Copep:xaHue TMCHUIIMHBI (MO1YJIfA), CTPYKTYPHPOBAHHOE N0 TeMaM
(pa3mesiamM) ¢ yka3aHHeM OTBEJCHHOI0 HA HHMX KOJMYECTBA AKAAEMHUYECKHUX
4acoB U BUAOB y4eOHBIX 3aHATHIA

4.1. Pazoenvt u memvl OuCUUnIUHBL (MOOYI) U MPYOOEMKOCHIL HO 8UOAM
YueOHbvIX 3aHamuil (6 AKademMuuecKux 4acax):

Buibl yueOHbIx 3ansaTHi, BKiodas CPC

Ne Paszensl 1 TeMbI ok 26 Tip CPC
JTUCLUIUTUHBI (MOZYJIS1)

(6] 03 3 O o3 3 (6] 03 3 (6] (0] 3

I xypc,1 cemecmp

OCHOBHBIC IIOHATHS
1 2 2 2 2
JTOKyMEHTAIHOHHOTO
obecrieueHus YIpaBIcHHs

@OyHKIMK TOKyMEHTOB.

YHuduupoanHas
CHCTEMa OpraHU3aLHOHHO-
3 PacropsAuTENIbHON 2 2 2 2

JOKYMCHTALHH.
IOpuanueckas cuna
JIOKYMCHTOB.

OpraHu3aiuoHHO-
pacnopsaauTeNbHEIE,
4 UHPOPMAIIHOHHO- 2 2 4 2 2 2

CIpPaBOYHbIE TOKYMEHTHI,
JTOKYMEHTALHSI TI0 TAYHOMY

COCTaBYy.

JlenoBas nepenucka:
KJIaccuuKarys,
CTPYKTYpa, CTaHIapTHbIE
5 (bpasbl ¥ BEIpAKEHUS B 2 2 4 2 2 2
cdepe IKCITyaTanuu
CyIIOBOTO
ANIEKTPOOOOPYIOBAHHS U
CPEJICTB aBTOMAaTUKH

Koppecnonaenuusi,
CBsI3aHHAs C TIPOBEJICHUEM
6. NIEPHOMECKIX 2 4 2 > 2

MeponpusiTHii B chepe
9KCIUTyaTallu CY0BOTO
ANIEKTPOOOOPYIOBAHHS U

CpeJCTB aBTOMATUKH

Opranmzanust  paboTel €

JIOKyMEHTaMU
7 (mokyMeHT0000pOTA) B 5 7
" | chepe 9KCILTyaTalu
CY/IOBOTO

JEeKTPOOOOPYIOBaHUS U
CPEJICTB aBTOMATUKH

CucremaTu3anus
JokyMeHTOB. OpraHu3anus
3 XpaHeHUsI JIOKyMEHTOB B 5 7
chepe IKCIUTyaTaluH
CYZOBOTO
3JIeKTPOOOOPYIOBaHUS U
CPEJICTB aBTOMATUKH




PaGora ¢ pmokymeHTamu,
COZIepIKAILUMU

9. KOH(HICHIHAbHbIC 2 5 17
CBE/ICHUS B chepe
9KCIUTyaTallid  CY/IOBOTO
ANEKTPOOOOPYIOBaHUS — H
CPEJICTB aBTOMATUKH

CoBpeMeHHbIe CII0COOBI
co3maHus, OOpabOTKH |
lo. | mepenaun  JOKyMEHTOB B 2 11 15
JIENOTIPOM3BOCTBE B cepe
9KCIUTyaTallid  CY/OBOTO
3NEKTPOOOOPYIOBaHUS M
CPE/ICTB aBTOMATUKH

HUTOT'O 16 6 16 6 38 58

[Tpumeuanusi: O — ounas ¢gopma obyuenusi, O3 — ouyHo-3a04yHast ¢opma oOydeHus, 3 —
3ao4Hast popma oOyueHwus. 3a0uHas popma oOyUeHHUS.

4.1. Cooeporcanue pazoenoe u mem OUuCyUNIUHbBL
Tema 1. OcHOBHBIE MOHATHS TOKYMEHTAIIMOHHOTO 00eCTIeYeHHsI YIIPaBICHUS

OcHoOBHBIE TIpodecCHOHATbHbIE TEPMUHBI W OOpeleneHuss B paboTe C JOKyMEHTaMu:
JIEJIONPOU3BOJACTBO, JOKYMEHTUPOBAaHUE, JOKYMEHT, pEKBHU3UT, QOpMYJsp JIOKyMEHTa,
MaTepuaabHblii HOCUTENb, HOPUAMYECKAs CWIA [JOKyMEHTa, CHCTEMa JIOKYMEHTAaLWi,
yHUpUKaAIuS, CTaHAapTHU3aLMs, YHUPUIIMPOBAHHAS cucreMa OpPraHU3alMOHHO-
pacropsiAUTEIbHON JOKYMEHTALUU

Tema 2. @yHKINN JOKYMEHTOB.

OyHKIUY, KIaccupukanus IT0KyMeHTOB. HopmaruBHO-mpaBoBasi 0a3a JOKYMEHTAIllMOHHOTO
oOecrnieueHus ynpaBieHUs

Tema 3 YauduuupoBaHHasi cucreMa OpraHU3allMOHHO-PacOPSAUTEIbHON JOKYMEHTAIIH.
IOpuaunueckast cuna 10KyMEHTOB.

Crpyxkrypa, cogepxanue I'OCT P 6.30-2003 «YHu¢punupoBaHHas cucTeMa OpraHHU3allMOHHO-
pacnopsAUTENbHOM JOKyMeHTauuu. TpeOoBaHMS K OG(OPMIIEHUIO JOKYMEHTOB»: COCTaB
PEKBU3UTOB;

TpeOoBaHUS K OPOPMIICHHIO PEKBU3UTOB JJOKYMEHTOB; TpeOoBaHMs K OjaHKaM U O0(pOpMIIEHHUIO
JIOKYMEHTOB; TpeOOBaHUS K W3TOTOBJICHHUIO, YUETy, MCIOJIb30BAHUIO M XPAaHEHHIO OJAHKOB C
BocnpousBeaeHneM ['ocyaapctsenHoro repba PO u rep6os cyobektoB PO

Tema 4. OpraHu3alMOHHO-PAaCHOPSAAUTENbHBIE, WH(OPMALMOHHO-CIPABOYHbIE JOKYMEHTHI,
JOKYMEHTAIUs 110 JINYHOMY COCTaBY.

OcHOBHBIE TPYNIIBI U BUJII OPraHU3aLMOHHO-PACIOPAIUTENIBHON TOKYMEHTALNN:

- OpraHu3aluOHHbIE (YCTaB, MOJO0XKEHUsI, UHCTPYKIINH, IIITATHOE paclycaHue, IpaBuia
BHYTPEHHET0 TPYJOBOI'0 PacopsiIKa);

- pacnopsauTeNbHbIe (IOCTaHOBIJICHNUS, IPUKA3bl, YKa3aHUs, PACIOPSKEHUS, PEIICHNUS);
CripaBo4HO-UH(OPMAIIMOHHBIE U CIIPABOYHO-aHAIUTHUECKUE (CIIPABKHU, JTOKIAJHbIE 3aIHCKH,
aKThl, IPOTOKOJIBI);



- TOKyYMEHTaLus 110 JINYHOMY COCTaBY (pe3toMe, MPHUKa3bl 0 JMYHOMY COCTaBY, 3asBJICHHUE,
TPYZOBasi KHIDKKA, TMYHAs KapTOUKa COTPYIHUKA, TUUHOE JIEJIO0)

Tema 5. Jlenoas nepenucka: kinaccudukaius, CTpyKTypa, CTaHAapTHbIE (pa3bl U BRIPAXKEHUS B
cdepe dKCIITyaTalMy CyJJOBOTO 3JIEKTPOOOOPYI0BaHHS U CPEICTB aBTOMATHKH

JlenoBoe nMucbMo B ycnoBUsX yHU(UKanuu. [IpaBuia ohopMieHus 1e10BOro Nuchma.
Hexkotopsie Buabl nuceM. MexayHapoaHbIle TUCbMA
JlenoBoe nmuckMo B ycnoBUsX yHU(UKanuu. [IpaBuia ohopmiieHus 1e10BOro nuchma.
Hexotopsie Buabl nuceM. MexayHapoaHbIle TUChMA

Tema 6. Koppecnionaenuus, cBsa3aHHas ¢ IpOBEACHUEM MEPUOINIECKIUX MEPOIIPUATHIA B chepe
9KCIUTyaTalluy CyI0BOTO AJIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

Opranu3alnoOHHO-TEXHUYECKUE MEPOTIPUSATHUS TIO MOATOTOBKE U IPOBEJCHUIO COBEIIIAHUIA.
CrpykTypa Iokaza u oT4eTa (Ha COBEIAaHUH, 3aCEeIaHnH, KOH(EPEHIINH )

Tema 7. Opranuzauus paboThl ¢ JOKYMEHTaMHu (JIOKyMEHTO0OOpOTa) B cdepe dKCILTyaTaluuu
CYJIOBOTO 3JIEKTPOOOOPYI0BaHUS U CPEICTB aBTOMATHKH

[Tonarue nokymenroobopora. Ilpuem u mepBuuyHas oOpaboTka TOKyMeHTOB. PacmpeneneHue
HNOCTYNUBIIMX  JOKYMEHTOB. Peructpamust gokymeHToB. OpraHuszanuss KOHTpoOJd 3a

HCIIOJIHCHUECM NOKYMCHTOB.

Tema 8. Cucrematuzanusi AokyMeHToB. OpraHuzaius XpaHEHHs JOKYMEHTOB B cdepe
9KCILTyaTaluy CyJOBOIO AIEKTPOOOOPYI0BaHUS U CPEACTB aBTOMATHKHU

CocraBneHne HOMEHKIATypsl Aei. PopMupoBaHue €. XpaHeHHe JOKYMEHTOB.

Tema 9. PabGota ¢ moKyMeHTaMH, COJAEpKaIlMMU KOH(UIEHIMAIbHBIE CBeleHUS B cdepe
9KCILTyaTalliu CYJOBOTO JIEKTPOOOOPYIOBAHUS U CPEACTB aBTOMATHKHU

HOpSII[OK pa6OTBI nepcoHaja ¢ KOH(i)I/II[CHI_[I/IaJ'IBHBIMI/I AOKYMCHTaMHU. VYuer u XpaHCHHUE OCII C
KOH(l)I/IIleHHI/IaJ'H)HI)IMI/I JOKYMCHTaMU

Tema 10. CoBpemeHHBIE CIOCOOBI CO3/IaHUs, OOpabOTKM W Tepedadd JOKYMEHTOB B cdepe
IKCILTyaTalluy CyJI0BOTO AIIEKTPOOOOPYIOBAHUS M CPEJICTB AaBTOMATHKHU

CrnennanusupoBaHHblE ~ NPOrpaMMbl  aBTOMATU3AallMA  CHCTEMbl  JOKYMEHTHUPOBaHUS
yIpaBJICHYECKON  nesTenbHOCTH. lcmonb3oBanue WHGOPMAIMOHHBIX TEXHOJOTHHA  Kak

HHCTPYMCHTA IIOBBIIICHUSA Sq)(beKTI/IBHOCTI/I (I)YHKI_II/IOHI/IPOBaHI/IH CUCTEMbI  YIIPABJICHUSA
AOKYMCHTAaMHU Ha NMpCANPUATUA

4.2. Cooepotcanue nadopamopHsix paoom.

4.3. Cooeporrcanue npakmuuecKux 3aHAMuIl



Ne paznena

(TeMBbI) UCITUTUTHHBI

Haunmenopanue MPaKTUYCCKUX 3aHATUH

2 cemecmp / (1 xypc)

1 OCHOBHEIE moraTus | 1. OcHOBHBIE MPO(eCCHOHATBHBIE TEPMUHBI U OIIpEIeNieHHs B padoTe C
JOKYMEHTAILlHOHHOTO  O0ECIIeUeHust | JOKyMEHTaMHt
YIIpaBJICHUS

3. YHubumupoBaHHas CUCTEMA
OpraHU3aI[HOHHO-PACTIOPSTUTEIBHOM
JMoKyMeHTanuu. FOpunnyeckas cuia
JIOKYMEHTOB.

1. TlpoexTupoBaHHWE TMPOIOJHLHOTO OJIaHKa C
PacHoNoXeHneM PEKBU3UTOB.

2IpoeKTHpOBaHUE YIIIOBOTO OJIaHKA JJOKYMEHTOB

LEHTPUPOBAHHBIM

4. Opranu3alioOHHO-
pacIopsiIuTeNbHbIE,
MH(POPMAIMOHHO-CIIPAaBOYHbIE
JOKYMEHTBI, JIOKYMEHTaNus 110
JUYHOMY COCTaBY

1. Pa3pabotka u oopmMiIeHHE [TPUKA30B [0 OCHOBHOH IS TEIBHOCTH.
2. Pazpabotka u odopmieHHE akTa, IOKIAJHOW, OOBICHUTEILHOW

3allMCKU, CIIPaABKH.

3. Pa3pabotka u oQopmIcHHE MOKYMEHTOB IO JIMYHOMY COCTaBY:
pestoMe, aBToOnorpadus, XapaKTepPUCTHKA.

5. JlenoBas mepenucka:
KJIacCU(UKAIHS, CTPYKTYPa,
CTaH/apTHbIEC ()pa3bl U BEIPAKCHNUS B
cdepe IKCILTyaTanuu CyI0BOTO
IEKTPOOOOPYIOBAHNUS U CPENICTB
aBTOMATHKH

1. JlenoBoe MMCHMO B YCIOBUSX YHH(DUKAIINH.
2. [IpaBuia opopMIICHHS AETOBOTO MMUCHMA.
3. HekoTtopsie BUIbI THceM. MeXayHapOJHbIE TUCbMA

6. KoppecnionneHmus, cBsizaHHas ¢
HpOBelleHI/IeM HepI/IOIII/I'-IeCKI/IX
MEPOMPHUATHH B Chepe IKCIITyaTaiuu
CYJIOBOT'0 3JIEKTPOOOOPYIOBAHHUS U
CPEJICTB aBTOMATUKU

1. OpraHn3anuOHHO-TEXHHYECKHE MEPONPUATHS IO IOATOTOBKE U
MIPOBEJICHUIO COBEILIAHUM.

2. CrpykTypa JAokiaga ¥ oTdeTa (Ha COBENIAHUH, 3aceJaHuM,

KOH(EpEeHIINH)

4.1 KypcoBas pa6ora

He npenycmotpeno

4.2 KypcoBoii mpoexkT

JlvucuuniarHa He IPpelyCMaTPUBAET KYPCOBOUM MPOEKT.

4.3 CamocrositeqbHas padora. KoHTpoab camocTosiTe1bHOM padoThl

Ha camocTosiTenbHy0 paboTy CTy/I€HTa BEIHOCSTCS CIEIYIOLIUE TEMBI:

Tema 1. OcHOBHBIC TIOHATHS JJOKYMEHTAITMOHHOTO 00ECTICUYCHHS yIIPaBICHUS

Tema 2. @yHKIMH TOKYMEHTOB.

Tema 3 YHupHUUUpoBaHHAS CUCTEMa OPTaHU3AIMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIHH.

IOpunnueckast cuna 10KyMEHTOB.

Tema 4. OpraHu3amOHHO-PACTIOPSAAUTEIBHbIC, HHPOPMALMOHHO-CIIPABOYHBIC JOKYMEHTHI,
JOKYMEHTALHS 110 JIMYHOMY COCTaBY.




Tema 5. JlenoBas nepenucka: KiaccupuKaiys, CTpykTypa, CTaHAapTHBIE (pa3bl U BRIPAXKEHUS B
chepe DNEKTPOIHEPreTUKM U IJIEKTPOTEXHUKM B  cdepe OSKCIUTyaTallud  CyJIOBOTO
3JIEKTPOOOOPYIOBaHUS U CPEJICTB AaBTOMATUKH

Tema 6. KoppecnionaeHuus, cBsi3aHHas ¢ NPOBEACHUEM NEPUOAMUECKUX MEpPONPUATUH B cepe
AJIEKTPOIHEPTETUKHU H FIEKTPOTEXHUKHU B Cchepe IKCILTyaTalluy CYJJ0BOTO 3JIEKTPOOOOPY10BaHHS
U CPEJICTB aBTOMAaTUKU

Tema 7. Opranuzanust paboThl ¢ JOKyMEHTaMH (JIOKyMEHT0000poTa) B chepe IKCIUTyaTaliu
CYJIOBOTO 3JIEKTPOOOOPYIOBaHUS U CPEICTB aBTOMATHKH

Tema 8. Cucremarmzanusi I0oKyMeHTOB. OpraHuzanusi XpaHEHHUS JIOKyMEHTOB B cdepe
9KCIUTyaTaluy CyI0BOrO AIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

Tema 9. Pabora c nOKyMeHTaMHM, COJEpXallUMH KOH(UACHIUAbHbIE CBEACHUS B cdepe
9KCIUTyaTaluy Cy10BOrO AIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

Tema 10. CoBpeMeHHBIE CIIOCOOBI CO3JaHMs, OOpaOOTKU M Iepegadd JIOKyMEHTOB B cdepe
9KCIUTyaTaluy Cy10BOrO AJIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

KoHTposib caMocTosITeNIbHON pabOThl MPOBOAUTCA B JOPME MUHU3AYETA.

4.1.MHTepakTUBHbIE hOpPMbl OOYyUYeHuUs
B mpomecce ocBoeHusi JaHHOW y4eOHOH AMCUUIUIMHBI WHTEPAKTUBHBIE  (OPMBI
HCIIOJIB3YIOTCA IPpHU HU3YUYCHUU CIICAYIOIINUX TEM:

KouunyecTBo
Pa3jnen (Tema) AUCHHUIIMHBI 4acoB

O (03] 3
Tema 4. OpraHu3aliMOHHO-PACTIOPSTUTENIBHEIE, HH(POPMALMOHHO-CIIPAaBOYHBIE  JTOKYMEHTHI, 2 2
JIOKYMEHTALMS 110 JUYHOMY COCTABY.
Tema 5. JlenoBas nepenucka: KiaacCUpUKAIM, CTPYKTypa, CTAaHAAPTHBIE (pa3bl U BEIpaKEHUS B cdepe 2
9KCILTyaTaI[MU CYI0BOTO 3JEKTPOOOOPYIOBAHNS M CPEACTB aBTOMATHKHU
Hroro 4 2

S. @oHA OUEHOYHBIX CPEACTB [IJs MNpPOBeJeHHS IPOMEKYTOYHOH
arrecTalu 00y4arouUXcs M0 IMCHUIINHE (MOIYJII0)

5.1. OnucaHue nokasaTternenh U KpuTepueB OLIEHMBAHMUA KOMMETeHLUN,
onucaHue LKan oueHMBaHuA

Iloxka3aTenn
OLlCHUBAHUS

Onucanne nmokasaress

OOywyaeMBIlf ~ IEMOHCTPHPYET CIIOCOOHOCTh K TIONHOW  CaMOCTOATENbHOCTH
(momyckaroTcsi KOHCYJIBTAIlMU € IPerojaBaTeieM IO COIyTCTBYIOLIMM BOIPOCaM) B
BbIOOpe crmocoba pemieHHs] HEW3BECTHBIX WM HECTaHAAPTHBIX 3aJaHUM  C
HCIIOJIB30BAHUEM 3HaHHI>i, yMeHI/Iﬁ W HAaBBIKOB, IMNOJYYE€HHBIX B XOJC MNPOBCIACHUA
OmueHKa «OTIMIHO OCBOCHUS AMCLMIUIMHBI, CIEIyeT CYUTATh KOMIIETEHIMI0 C(OpMHpPOBaHHOW Ha

(3auTeHo) BBICOKOM ypoBHe. [IpucyTcTBre chopMUpOBaHHON KOMIIETEHIIMN Ha BHICOKOM YPOBHE
O3Ha4YaeT CIIOCOOHOCTh CTYJEHTa K €€ JalbHeHIIeMy caMOpa3BUTHIO M BBICOKOH
aJaNTHBHOCTH  NPAKTHYECKOTO MNPUMEHEHHS K  W3MEHSIOIUMCS  YCIOBHSAM
npohecCHOHAIBHOM 3a1auH.




IToka3zarenu
Onucanne nokasarens
OlLleHUBAHUSA
OO0y4yaeMBIlf JTEMOHCTPUPYET CaMOCTOSATENFHOE INPUMEHEHHE 3HAHUHA, YMEHHHA U
HaBBIKOB IIPH pPELICHUM 33JaHUH, AHAJIOTWYHBIX TEM, KOTOPBbIE IIPEIOCTABIISLI
npenoaaBaTeyib MpyU MOTCHIIMAJIbHOM q)OpMI/IpOBaHI/II/I KOMICTCHIINU, IMOATBCPKAACT
Hanmuue cOpMHPOBAHHOW KOMIIETCHIIMH, NpUYeM Ha Oojiee BBICOKOM YpPOBHE.
Onerka «x0pomo» Hannuue c(OpMUPOBaHHOI KOMITETEHIIUU Ha MOBBIIIEHHOM YpOBHE
(sauteHo) CaMOCTOSATENILHOCTH CO CTOPOHBI 00y4aeMoro Ipy ee MPaKTUYeCKOW JEMOHCTpaluy B
XOJIe PEUICHUsl aHAJIOTMYHBIX 3aJaHUIl CleqyeT OLICHUBAaTh KaK MOJOXHUTENBHOE U
YCTOHUYMBO 3aKPEIUIEHHOE B IPAKTUYECKOM HaBBIKE.
OO0y4aeMblii IEMOHCTPHPYET CaMOCTOSATEIBHOCTh B MPUMCHECHUM 3HAHWU, YMEHUH U
Ouetika HaBBIKOB K PEIICHHIO Y4YEOHBIX 3aJ@aHWH B IIOJHOM COOTBETCTBHHM C OOpa3loM,
JaHHBIM IIperojaBaresieM, IO 33/JaHHsAM, pEIIeHHE KOTOPhIX OBLIO IOKa3aHO
«YAOBJIETBOPUTEIHHO
(sauteHo) IIPenoaBaTeseM, clIeyeT CYUTaTh, YTO KOMIIETEHINsI COPMHUpPOBaHa, HO ee YpOBeHb
HEIOCTaTOYHO  BBICOK. IIOCKONBKY  BBIBICHO  HadW4due  c(HOPMHPOBAHHON
KOMITETEHIINH, €€ CIEAYeT OLEHUBATh IOJIOKUTEIFHO, HO Ha HU3KOM YPOBHE.
OOyuaeMblli HE CITIOCOOEH CaMOCTOSITENIFHO MPOJIEMOHCTPUPOBATh HAJIWYME 3HAHWH
IIPU PEUICHUH 3aJaHWi, KOTOpbIe OBIIM MPENCTABJICHBI MPENOAaBaTeIeM BMECTE C
Omuenka 00pasoM HX pEIIeHHs, OTCYTCTBHE CaMOCTOSTEIFHOCTH B NMPUMEHCHHH YMEHHUS K
«HEYZOBIIETBOPUTEIHHO» | MCIONB30BAHUIO METOOB IIPOBEACHUS MIPEA- AUTLIOMHOM MPAKTUKU M HECTIOCOOHOCTH
(e 3auTeHO) CaMOCTOATENBHO MPOSBUTH HABBIK IOBTOPEHMS DPEIICHHs IIOCTABICHHOW 3aJadd II0
CTaHAApTHOMY 00paslly CBHJETEIbCTBYIOT 00 OTCYTCTBHH C(HOPMHUPOBAHHOMN
KOMIICTCHIIMH.

5.2. TunoBble KOHTPOJIbHbIE 3a4aHUA UITU UHbIEe MaTepuansbl, Heo6xoaumble
ONA OUeHKU 3HaHUWA, YMEHUM U (UNKM) HaBbIKOB, XapaKTepu3yroLwmx
atanbl (opMUPOBAHMUA KOMMETEHUMW B npouecce OCBOEHUA
obpa3oBaTenbHOMU NporpamMmbl

Jlen0nponu3BOACTBO — 3TO:

a) OTpacib JESTENbHOCTH, KOTOpas HE 00ecHeyrBaeT JOKYMEHTHPOBAHHE M OPTaHHU3aIUIO
paboThI ¢ OPUCHBIMU TOKYMEHTaMH;

0) oTpacib JeSTEIbHOCTH, KOTOpasi 00ecreurnBaeT JOKYMEHTUPOBAHUE U OpraHU3aluo padoThl
¢ 0(UCHBIMH JOKYMEHTaMU;

B) cepa ASATENbHOCTH [0 00ECTIEYEHUIO OPTaHU3allMi OPUCHBIMU JOKYMEHTaMH

JlaliTe CpaBHUTENBbHBIM AaHAIU3 OMNPEACICHUN NPEAMETHOIO TMOJsA JETONPOU3BOJCTBA 10
JOCTyHBIM BaM yueOHMKaM U HICTOYHHUKAM.

Omnpenenure npeuMyliecTBa M HENOCTAaTKM aBTOMAaTHU3AIMU JIOKYMEHTALMOHHOTO OOECHeYeHUs
YIIPaBJICHUA

5.3. MepeyeHb BONPOCOB AN UTOrOBOro KOHTPONSA NO AUCUUNIINHE

1. OcHOBHBIE TIOHATHS TOKYMEHTAIIMOHHOTO 00ecrieueH sl yIpaBICHUs

2. OcHOBHBIE NpO(ecCcHOHaTbHbIE TEPMUHBI U ONPEIeNICHHs B paboTe C JOKYMEHTaMHU.
3. @yHKIMH, KJIacCU(PUKALKS JOKYMEHTOB.

4. HopmatuBHO-IIpaBoBas 06a3a JOKyMEHTAMOHHOIO 00ECIIeYeHHs yIIpaBICHUS

5. YHu¢unupoBaHHas CHCTEMa OpraHU3allMOHHO-PACTIOPSIUTEIBHON TOKYMEHTALINH.
FOpunuueckas cuiia 10KyMEHTOB.
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6. Crpykrypa, coaepxanne [OCT P 6.30-2003 «YuudumupoBaHHas cucTema
OpTraHU3aIMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.

7. TpeboBaHus K OPOPMIICHHIO TOKYMEHTOB)

8. OCHOBHBIE TPYIIIBI U BUJIbI OPTraHNU3ALMOHHO-PACTIOPSTUTENBHOM TOKYMEHTALINN:

9. lenoBoe muchbMo B ycinoBusx yHupukanuu. [IpaBuna odopmiieHUs 1€I10BOr0 NUChMA.

10. Hekoropsle BuabI muceM. MexIyHapOHble MHCbMa

11. lenoBoe nmucbMo B yciaoBusx yHUUKanuu. [IpaBuia ohopmiieHus 1e10BOro nuchma.
Hexkotopsie Buabl nuceM. MexayHapoaHbIe TUCbMA

12. KoppecnoHJeHIUs, CBA3aHHAs C IPOBEICHUEM MEPUOINYECKUX MEpPONpUSATHA B cdepe
9KCIUTyaTaluu CyJOBOIO AJIEKTPOOOOPYI0OBAaHUS U CPEACTB aBTOMATHKHU

13. Opranu3aniMOHHO-TEXHUYECKHE MEPOIIPHUATHS 110 TIOATOTOBKE U MPOBEAECHUIO COBEIIAHUM.
14. CtpykTypa nokjiana u oT4eTa (Ha COBEIAHUH, 3aCE€IaHnH, KOH(DEPEHIINH )

15. [onarue noxkymentoobopora. [Ipuem u nepBuuHas 00paboTKa JOKYMEHTOB.

16. PacnpeneneHue MOCTYNUBLIMX JOKYMEHTOB. Perucrpauus noxkymeHTOB. OpraHuzanus
KOHTPOJIS 3@ UCIIOJIHEHNUEM JOKYMEHTOB.

17. CucremaTu3zanus J0KyMEHTOB.

18.  Opranuzauus  XpaHeHUS  JIOKYMEHTOB B  cepe  dKCIUlyaTallud  CyJIOBOTO
3NEKTPOOOOPYIOBAaHUS U CPEACTB aBTOMATUKHU

19. CocraBnenue HOMEHKIATypsl Jen. PopmupoBaHue aei. XpaHEHUHE JOKYMEHTOB B cdepe
9KCIUIyaTaluy CYJOBOI0 AIEKTPOOOOPYI0BAaHUS U CPEACTB aBTOMATUKHU

20. PaGota ¢ JOKyMEHTaMH, COJEpKalUIMMHU KOH(UACHIMAIbHbIE CBeACHUS B cdepe
9KCILTyaTaluu CyJOBOI0 AIEKTPOOOOPYI0BAaHUS U CPEACTB aBTOMATUKU

21. CoBpeMeHHBIE CIIOCOOBI  coO3/1aHusi, OOpabOTKM M  Hepefayd  JOKyMEHTOB B
JIEJIONPOU3BOJCTBE B cdepe OKCIUIyaTallud CYyJIOBOIO 3JEKTPOOOOPYAOBAHHUS U CPENCTB
aBTOMAaTHKH

22. Hcnonp3oBaHue WHPOPMALMOHHBIX TEXHOJOTMM Kak HHCTPYMEHTAa IOBBIILIECHUS
3¢ GeKTUBHOCTH (PYHKIIMOHUPOBAHHS CUCTEMBI YIIPABJICHUS TIOKYMEHTaMU Ha NMPEeANPUIATUI

5.4. MeToau4yeckne pekoMeHaaLun K NnpoBeAeHU0 UTOroBOro KOHTpons no
AUCLUNINUHe

Ha wuToroBwiii KOHTPOJb BBIHOCHUTCS Y4€OHBIH MaTepuas, pacCMOTPEHHBIM Ha JICKIIMOHHBIX H
MPAKTHUYECKUX 3aHATHSIX, a TaKKEe TeMbl, KOTOPbIe ObUIH MPEIOKEHBI JIJIsI CAMOCTOSTEIILHOTO
U3YUYECHUSI.

dopmoii poBeeHHsS UTOrOBOTO KOHTPOJISL 10 JaHHOH TUCHHUIUINHE SIBJISETCS 3a4eT, KOTOPBIH
IPOBOJUTCS. B YCTHOW (opMe C HCHOIB30BAHHEM OWIETOB, COACPXKAIINX TECOPETHUYCCKYIO H
NPaKTHYECKYI0 4YacTb. Takke JOMYCTHMO IPOBEICHHE WTOTOBOTO KOHTPOJS B IMUCHMEHHOM
¢dopme. O ¢opMe TPOBEICHUS UTOTOBOTO KOHTPOJS CTYISHTHI JTOJDKHBI OBITH OIOBEIICHBI
3a0J1arOBPEeMEHHO.

Bo Bpems noaroroBku K OTBETYy Ha 3a4€Te HCIOJIb30BAaHUE CIPABOYHOM JIMTEpaTypbl HE
JIOITyCKaeTCsl.

6. IlepeyeHb OCHOBHOW M JONOJHUTEJbHON Y4eOHOUl JIHTEpPATYPBHI,
He00X0UMOIi 1JI1 0CBOCHUS TUCHMILIMHBI (MOTYJIA)
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6.1 OcHoBHas yueOHasi IUTEpaTypa

1. 3acnaBckas, E. A. JJokyMeHTO000pOT u J1ei10npou3BoacTBO [Teker] : yuebd.mocodue
/ E. A. 3acnasckas. - Upkytck : OO0 «MeranpunT», 2019. - 122 ¢. :

6.2 JlomosiHuTEJbHAsA YYeOHas auTeparypa
2. 3acnasckas, E. A. JlokymeHTHpOBaHHE yIpaBiIeHYECKON nestenbHOcTH [Tekct] :
yue6. mocobue / E. A. 3acnasckas. - Omck : OMBT, 2010. - 115 c.
3. Kopnees, U. K. JlokymeHTHpOBaHHE YMPABICHUECKOU AESITEIBHOCTA + TECTHI B
OBC : yueOHHK M MPaKTUKYM I akageMudeckoro 6akanaspuata / U. K. Kophees, A.
B. ITmenko, B. A. Mamypues. — 2-e u3a., nepepad. u gon. — M. : M3matenscTBO
IOpaiit, 2018. — 384 c.
4. BacunbeBa, M. H. Opranuzaius 1e10mpou3BOICTBA U TEPCOHAIBHBIA MEHEPKMEHT
[Texct] : yue6. mocobue / M. H. Bacunbes, 3. B. Octposckuii, . 1O. FOpraes. - 3-¢
u3l. - M. : By3osckuit yueOnuk, 2009. - 320 c.
5. 3acnasckas, E. A. JlokyMeHTHpOBaHUE ynpaBiieHYeCKOW AestenpbHOcTH [Tekcr] :
METOJl. yKa3aHWs I BBIOJHEHHS NpPakT. U KOHTp. pador ¢ / E. A. 3acmaBckas. -
Owmck : Upteiuckuit punuan HIABT, 2008. - 30 c. : puc.
6. Kysmenmos WM. H. JlokymeHTannoHHOE OOECIEYCHUE yNpaBICHUS U
JIeTIOTIPOU3BOACTBO [DNIEeKTpOHHBIN pecypc]: yueOHuK s OakanaBpoB /Ky3Henos
Urops Huxonaesny; Y. H. Ky3nenos. - M.: IOpaiit, 2012

7. IlepeueHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAUMOHHOH ceTn ''UuTepHer"

(nanee - cerp "UHTEpHET"), HEOOXOAMMBIX /1JI51 OCBOCHHS IMCUMILIUHBI (MO1YJIs1)

1.http://archives.ru

8. Ilepeyenb WHGOPMALMOHHBIX TEXHOJOTHH, HCHOJBb3YyeMbIX HPH OCYLIECTBJICHHH

00pa30BaTeJILHOI0 TMpoLecca M0 JAUCUMIVIMHE (MOAYJI0), BKJIOYasi Iepe4vyeHb
NMPOrpaMMHOI0 ofecneyeHUs1 W HWHPOPMALMOHHBIX CIHPABOYHBLIX CcHCTeM (NpH
He00X0IMMOCTH)

1.Cucrema npaBoBoii noaiepku « KoHCyapTaHT-ILTIOCY, «I apaHT»

9. OnucaHue MaTepUAIbHO-TEXHUYECKOH 0a3bl, He00X0AUMOI IJ9
OCYIIEeCTBJIEHUS 00Pa30BaTeJIbLHOI0 NpoLecca No AUCHUILINHE (MOAYJII0)

YueOHas ayauTopus A POBEICHUS 3aHATHN
JIEKIIMOHHOT'O TUTIA: TI0CKa yuyeOHast He MeHee - |

IIT., HA0OPBI JEMOHCTPALIMOHHOIO0 000pYAOBAHUS U
’ p p py. Owmckast 06nacthb, T. OMcK, yi. ViBana

JoxymeHTHpOBaHME
YIIPABJIEHYECKOU
JEATeIbHOCTU

y4eOHO-HATJIAAHBIX TIOCOOHIA, CTCH/IbI, TAKATHI,
PENPOIYKIIMHU, SKpaH Ui MyJIbTAMEINA
MIPOEKTOPA, MPOEKTOP, IPE3CHTALIUOHHBIE
MarepHabl, CTOJ He MeHee— 35 IIT., CTyJ He
MeHee— 68 miT.

Anexceena, oM 2 (NeNe 45, 46 Ha TOSTaXKHOM
wiane (111), 5 arax)

YuebHast ay TUTOpHUS JJIs POBEIACHUS 3aHATHI
CEMUHApPCKOI0 TUMA: I0CKa yueOHast He MeHee - |
IIT., 3KPaH JUIi MYJIbTUMEIUA MPOCKTOpa, CTOJI HE
MeHee— 13 mitT., cTyn He MeHee— 25 mT.

Owmckast 061acTs, r. OMck, yi1. Bana
Anexceena, oM 2 (NeNe 63, 64 Ha TOSTaXKHOM
wiane (111), 4 stax)
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http://archives.ru

VYueOHas ay TUTOpHUS JJIs POBEACHHUS TPYIIIOBBIX U
WHMBUYaTbHBIX KOHCYJIbTANMI: TOCKa yueOHas
He MeHee - | IT., 9KpaH UIsl MyJIbTUMeaua
MIPOEKTOPa, CTOJ He MeHee— 13 WT., CTya He
MeHee— 25 MmT.

Owmckast 06nacthb, T. OMcK, yi. ViBana
AnexkceeBa, oM 2 (NeNe 63, 64 Ha TOATAXKHOM
rtane (11I1), 4 stax)

[Tomemenne 11t caMOCTOSITENBEHON paboTHI:
KOMITBIOTEPHAs TEXHHUKA, ONIEpaioHHast CHCTEMa
Windows, maket nporpamm Microsoft Office, CIIC
Koncynprant [IJIFOC, TAPAHT, Habopst
JIEMOHCTPAIIMOHHOTO 000pyIOBaHUSA U YI€OHO-
HaTJISIHBIX TTOCOOWH, CTeH/IBI, TUTAKATHI, Y4eOHO-
HATJBIIHBIC TIOCOOHS, PEIIPOAYKIIUH, SKPaH JIJIs
MYJbTUMCINA IPOCKTOPA, IPEC3CHTAIMOHHBIC
MaTepHabl, CTOJI He MeHee — 43 IIT., CTyl He
MeHee — 48 wT.

Owmckas o6macth, r. OMcK, yi1. iBana
Anexceesa, oM 2(NeNe 52, 53,54,55 Ha
nostaxkHoM 1iae (111), 3 atax)

VYueOHast ayJUTOpHS JJIsl IPOBEJCHUS TEKYIIEro
KOHTPOJISl U IPOMEKYTOYHOM aTTeCTAllMU: JIOCKa
yueOHast He MeHee - 1 mT., HabopsI
JEMOHCTPALIMOHHOTO 000PYIOBaHUS U y4eOHO-
HAarJSTHBIX TOCOOUH, CTEHBI, IUIAKaTH,
PETPOAYKIMY, SKPaH ISl MyJIbTUMEINA
IIPOEKTOpa, IIPOEKTOP, IPE3CHTALIOHHBIE
MaTepHabl, CTOJI He MeHee— 35 IIT., CTyII He
MeHee— 68 mT.

Owmckas o6macte, r. OMck, yi. iBana
AunekceeBa, 1oM 2 (NeNe 45, 46 Ha TO3TaXKHOM
mane (111), 5 atax)
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