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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):

1.2.1. O6mexkynbTypHble kKomneTeHuu (OK):

KOMHCTCHHI/IH Hepeqem) IIAHUPYCMBIX PE3YJIHTATOB o6yqu1/m 110 AUCHUIIIINHE
Iudp Cojnepxanue

3HaTh:

3.JIKC-2.1.2 oCHOBHbIE TIOHSATUSI U HOPMATHUBHBIE
MPAaBOBBIE JOKYMEHTBI IO JEJIOMPOU3BOJICTBY B cdepe
9KCITyaTallid  CYIOBOTO  DJIEKTPOOOOPYIOBaHHUS U

CrnocoGHOCTB BecTH CPE/ICTB aBTOMATHKH;
JOKYMEHTALUIO B YmMmers:
ITKC- ynpasienueckoit cpepe | V.IIKC-2.1.2 coctaBnsaTs u opopMisATh Hanbosiee BaKHbIE
2 HKCIUTyaTalliK CyI0BOTO | OPraHU3al[MOHHO-PACHIOPSIINTENbHbIE JOKYMEHTHI B chepe
9JIEKTPOOOOPYIOBAHUS M | OKCIUTyaTalldd  CYAOBOTO  DJIEKTPOOOOPYIOBaHUS U
CPEeACTB aBTOMAaTHKHU CpEeICTB aBTOMATHKHU;
Baaners:

H.ITKC-2.1.2 HaBbIkKaMu Uisi pabOTBl C DJIEKTPOHHBIM
JOKYMEHTOO0OpPOTOM B cepe SKCIUTyaTallud CyI0BOTO
AIEKTPOOOOPYIOBaHUS U CPEACTB ABTOMATHKU;

1.2.2. Obwenpodeccuonansubie komrnerenuuu (OIIK): gucrumnnaa He GopMHUpYyeET
ob1enpodeccuoHaibHbIE KOMITETCHITUH.



1.2.3. IIpodeccuonanpupie komnereHuuu (IIK): nucuunnuna He Qopmupyer
npodeccruoHaIbHble KOMIETEHIUH.

1.2.4. IlpodeccuoHanbHble KOMIETEHIMHW TOpoQuiIs WM  CHeHuaIu3aluu
(ITKC): nucuurmivna He popMupyet npodeccuoHaIbHbIe KOMIETEHITUH PO WK
CIIEIMAIN3ALIHH.

1.2.5 Komnerenthoctu MK IIJIHB (KMK): gucniumivaa He  GopMHUPYET
komneteniuu MK IT/ITHB (KMK).

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

Juciumuiaa (MOAyJb) peau3yercs B paMKax (bakyIbTaTUBHON 4acTH

(6a3oBoii, BapHaTHUBHOIT K
(axyIbTaTHBHOM)

OCHOBHOM MpoecCuOHaIbHON 00pa30BaTeIbHON NPOrpaMMBbl.



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 1 [18 Hen]
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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 4 > 2

MeponpusiTHii B chepe
9KCIUTyaTallu CY0BOTO
ANIEKTPOOOOPYIOBAHHS U

CpeJCTB aBTOMATUKH

Opranmzanust  paboTel €

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

JEeKTPOOOOPYIOBaHUS U
CPEJICTB aBTOMATUKH

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




PaGora ¢ pmokymeHTamu,
COZIepIKAILUMU

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

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

UTOro 16 4 16 4 38 62

[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

1 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 MEpONPUATUI B cepe
3JIEKTPOIHEPTETUKHU H IIEKTPOTEXHUKHU B chepe IKCILTyaTalluy CYJJ0BOTO 3JIEKTPOOOOPY10BaHHS
U CPEJICTB aBTOMAaTUKU

Tema 7. Opranuzanust paboThl ¢ JOKyMEHTaMH (JIOKyMEHT0000poTa) B chepe IKCIUTyaTallu
CYJIOBOTO 3JIEKTPOOOOPYI0OBaHUS U CPEICTB aBTOMATHKH

Tema 8. Cucremarmzamusi IOoKyMeHTOB. OpraHuzanusi XpaHEHHUS JIOKyMEHTOB B cdepe
9KCIUTyaTaluy CyI0BOrO AJIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

Tema 9. PabGora c nOKyMeHTaMHM, COJEpXallUMH KOH(UACHIMAbHbIE CBEACHUS B cdepe
9KCIUTyaTaluy CyI0BOrO IEKTPOOOOPYJOBAHUS U CPEJICTB AaBTOMATUKU

Tema 10. CoBpeMeHHBIE CIIOCOOBI CO3JaHMs, OOpaOOTKM M Iepegadd JIOKyMEHTOB B cdepe
9KCIUTyaTaluy CyI0BOrO AIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

KoHTposib caMocTosITeNIbHON pabOThl MPOBOAUTCA B JOPME MUHU3AYETA.

4.1.MHTepakTUBHbIE hOpPMbl OOYyUYeHuUs
B mpomecce ocBoeHusi JaHHOW y4eOHOM AMCHUIUIMHBI WHTEPAaKTUBHBIE  (OPMBI
HCIIOJIB3YIOTCA IPpU HU3YUYCHUU CIICAYIOIINUX TEM:

KouunyecTBo
Pa3jnen (Tema) AUCHHUIIMHBI 4acoB
O (03] 3
Hroro 0 0

5. ®oHa OUEHOYHBIX CPeIACTB /JA TMPOBEACHUS IPOMEKYTOUYHOMN
arrecTaluM 00y4aIOIIUXCH M0 JUCHUIJINHE (MOTYJIIO)
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5.1. OnucaHue nokasaTternenh U KpuTepueB OLIEHMBAHUA KOMMETEeHLUN,
onucaHue LKan oueHMBaHuA

Ioxa3zatean
Onucanne nokasarens

OlleHHBaHUSA
OOywyaeMBIli ~ IEMOHCTPHPYET CIIOCOOHOCTH K TIONIHOM  CaMOCTOSATEIBHOCTH
(omycKkaroTcsl KOHCYJIBTAllMK C IMPEHoAaBaTelIeM 10 COMYTCTBYIOLUIMM BOIPOCaM) B
BBIOOpEe croco0a pelieHds HEeM3BeCTHBIX WM HECTaHIAPTHBIX 3aJaHUd  C
HCIIOJIB30BAHUECM 3HaHPII>i, yMeHI/Iﬁ W HaBBbIKOB, MOJYYCHHBIX B XOJC MNPOBCACHUA
OmueHKa «OTIMIHO OCBOCHUS JMCIMIUIMHBI, CIEIyeT CYUTAaTh KOMIIETEHIMIO Cc(OpMHpPOBaHHOW Ha
(3auTeHo) BBICOKOM ypoBHe. [IpucytcrBue copMUpOBaHHON KOMIIETEHIIMN Ha BHICOKOM YPOBHE

O3HAa4YaeT CIIOCOOHOCTh CTYJEHTa K €¢ JalbHeHIIeMy CaMOpa3BUTHIO M BBICOKOM
aIANTUBHOCTH  NPAKTHYECKOTO MPHUMEHEHHs K  U3MEHSIOIMMCS  yCIOBUSAM
npodecCHOHANBHOH 3a1auH.

OO0y4aeMBIli JIEMOHCTPUPYET CaMOCTOSATENFHOE TNPHUMEHEHHE 3HAHUH, YMEHHH U
HaBBIKOB IIPH pPEUICHUM 3aJaHU{, aHAJIOTWYHBIX TEM, KOTOpPbIE IIPEIOCTABIISLI
npenoAaBaTeb MpU MOTEHIHAIBHOM (OPMHUPOBAHMUHM KOMIIETEHLMH, MOATBEPKIACT
Hamuue cOpMHPOBAHHOW KOMIIETCHIMM, NpUYeM Ha Oojiee BBICOKOM YpPOBHE.
Hammume ~ chopMupoBaHHOW ~ KOMIIETEHIIMM  HA  TOBBIIIEHHOM  YPOBHE
CaMOCTOSATEIFHOCTH CO CTOPOHBI 00y4aeMoro Ipy ee MPaKTUYeCKON JEMOHCTpaluH B
XOJIe PEUICHUsl aHAJIOTMYHBIX 33JaHUIl CleqyeT OLICHUBAaTh KaK MOJOXHUTENBHOE U
YCTOHUYMBO 3aKPEIUIEHHOE B MPAKTHYECKOM HaBBIKE.

OmeHKa «XOpOIIO»
(3adreHo)

O0y4aeMblii IEMOHCTPHPYET CaMOCTOSATEILHOCTh B MPUMCHECHUM 3HAHWU, YMEHUH U
HABBIKOB K PCIICHHUIO YYCOHBIX 3aJ[aHUN B TIOJIHOM COOTBETCTBUH C 0OpasIoM,
JAHHBIM TIPETIO/IaBaTelIeM, II0 3aJaHusM, pEIICHHE KOTOPBIX OBLIO IMOKa3aHO
IperoaBaTesieM, CIeyeT CUATATh, YTO KOMIIETCHIIUS C(hOPMHUPOBAHA, HO €€ YPOBEHb
HEJIOCTaTOYHO  BBICOK. [IOCKOJBKY  BBIIBIICHO  Hamu4ue COOPMHUPOBAHHOH
KOMIIETEHIIMH, €€ CJIETYET OLICHUBATD MTOJIOKUTEIBHO, HO HA HU3KOM YPOBHE.

Ornenka
«yIIOBJIICTBOPHTEIHHO
(3auTeno)

OOyuaeMblii HE CITOCOOCH CaMOCTOSITENIFHO MPOJIEMOHCTPHUPOBATh HAIWYIWE 3HAHWIH
IIPU PELICHUH 3aJaHui, KOTOpble OBIIM MPEeNCTABJICHBI MPENOAaBaTeIeM BMECTEe C
Ouenka 00pasoM HX pEIIeHHs, OTCYTCTBHE CaMOCTOSTEIFHOCTH B NMPUMEHCHHH YMEHHUS K
«HEYZOBIIETBOPUTEIBHO» | MCIONB30BAHUIO METOOB IIPOBEACHUS MIPEA- AUTNIOMHOM MPAKTUKU M HECTIOCOOHOCTH
(e 3auTeHO) CaMOCTOATENBHO MPOSBUTH HABBIK IOBTOPEHMS DPEIICHHS IIOCTABICHHON 3aJadd II0
CTaHAApTHOMY 00paslly CBHJETEIbCTBYIOT 00 OTCYTCTBHH C(OPMHUPOBAHHOMN
KOMIETEHIIHH.

5.2. TunoBble KOHTPOJIbHbIE 3a4aHUA UNN UHbIEe MaTepuarbl, HeoOXxoaAuMbIle
ANA OUEHKW 3HaHUWA, YMEHUM U (UNKM) HaBbIKOB, XapaKTepu3yroLwmx
atanbl ¢GopMUpPOBaHUA KOMMETEeHUMA B nMNpouecce OCBOEHMUA
oGpa3oBaTenbHOU NporpamMmbl

Ilpumep kauecmeennvix 60onpocog: Jlenompou3BOJACTBO — 3TO: a) OTpacib JAEITEIbHOCTH,
KOTOpasi He oOecrneunBaeT OKYMEHTHPOBAaHHUE M OpraHu3aiuio paboTbl ¢ OQUCHBIMU
JTOKyMeHTaMu; 0) OTpacib [eATeIbHOCTH, KOTOopas oOecreurMBaeT JOKYMEHTHpPOBaHHE U
opraHu3amuio padboTel ¢ 0UCHBIMU JOKYMEHTaMu; B) cdepa AESITeIbHOCTH MO 00eCreYeHHUI0
opranu3anuu opUCHBIMU JOKYMEHTaMU

3aoanue: I[aﬁTe CpaBHI/ITCJ'ILHHﬁ aHaJIu3 onpe,ueneHI/Iﬁ NpeaAMETHOT'O ITOJIA ACJIONPOU3BOACTBA
Mo 1OCTYIIHBIM Bam yqe6Hm<aM N NCTOYHHUKAM.
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3apanue: Ormnpenenure NpeuMyliecTBa M HEAOCTATKA aBTOMATHU3AIMHM JTOKYMEHTAlMOHHOTO
oOecrniedeHus yIpaBIeHUs

5.3. Mepe4yeHb BONPOCOB ANA UTOFOBOro KOHTPOJA NO AUCLUNNINHE

1. OcHOBHBIE NOHSTHS JOKYMEHTAMOHHOTO 00ECIIeUEeHUs yIPaBICHUS

2. OcHOBHBIE IPOGECCHOHATIBHBIC TEPMUHBI U OIIPEesICHUs B paboTe ¢ TOKYMEHTaMH.

3. @yHKIMH, KJ1accupUKaLUsg JOKYMEHTOB.

4. HopmatuBHO-IIpaBoBas 06a3a JOKyYMEHTAIHOHHOTO 00ECIIEYeHHs yIIPaBICHUS

5. YHuduupoBaHHas cucTeMa OpraHu3allMOHHO-PAaCIOPSAUTEILHON JOKYMEHTAIUH.
IOpuanueckast cuna 10KyMEHTOB.

6. Crpykrypa, comepxkanne ['OCT P 6.30-2003 «YaudunupoBanHas cucTemMa
OpraHU3alMOHHO-PACHIOPSIAUTEIBHON JOKYMEHTAIUH.

7. TpeboBanus K 0hOPMIICHUIO TOKYMEHTOBY

8. OCHOBHBIE IPYNIBI U BUBI OPraHU3ALMOHHO-PACTIOPSIIUTENbHON TOKYMEHTAIUH:

9. JlenoBoe mucbMo B ycinoBUsAX yHupukauuu. [Ipasuia opopmiieHus Aem10BOro nucbMa.

10. HexoTopsle BUbI IceM. Mex1yHapoJHbIE MHChMa

11. JlenoBoe nucpMo B ycioBusix yHugukauuu. [IpaBuna odpopmieHus 1e10BOro nuchma.
Hexotopsle BuabI iceM. Mex1yHapoJHbIe MHChMa

12. KoppecnonaeHuus, cBsi3aHHasi ¢ NPOBEACHHEM IEPUOJAMYECKUX MEPOIpPHUATHH B cdepe
9KCIUTyaTaluy CyI0BOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB AaBTOMATUKU

13. Oprann3anmOHHO-TEXHUYECKHE MEPOTIPUSATHS 110 IOJTOTOBKE U MPOBEACHUIO COBEIIAHUM.
14. CtpykTypa 1oKi1ajga 1 oT4eTa (Ha COBELIAHNH, 3aceJaHU1, KOH(EPEHIIUN)

15. Tlonsitue nokymenToobopota. [lpuem n nepBudHas 00paboTKa JOKYMEHTOB.

16. PacnpeneneHue mMOCTYNMBIIMX JOKYMEHTOB. Perucrpanus nokymeHToB. OpraHuzanus
KOHTPOJIS 3@ UCTIOJIHEHUEM JTOKYMEHTOB.

17. CucremaTtu3zanus 1OKyMEHTOB.

18.  Opranmzanuss  XpaHeHUS  JOKYMEHTOB B  cdepe  IKCIUlyaTalliM  CyAOBOIO
3JIEKTPOOOOPYIOBAHUS U CPE/ICTB ABTOMATUKH

19. CocraBinenne HOMeHKJIATyphl nen. PopmupoBanue aen. XpaHEHHE IOKYMEHTOB B cdepe
9KCIUTyaTaly Cy10BOrO 3JIEKTPOOOOPYJOBAHUS U CPEJCTB AaBTOMATUKU

20. PaGota ¢ [OOKyMEHTaMH, COJIEpKAIMMH KOH(QUACHIMAIbHBIE CBeACHUS B cdepe
9KCIUTyaTalyy Cy10BOrO 3JIEKTPOOOOPYIOBAHUS U CPEJCTB AaBTOMATUKU

21. CoBpeMeHHBIE CIIOCOOBI  coO3maHusi, OOpPabOTKM ©  Tepeaayd  JOKYMEHTOB B
JIeJIONIPOU3BOCTBE B cdepe 3SKCIUTyaTallud CYJOBOTO 3JEKTPOOOOPYAOBaHHUS U CPEACTB
ABTOMATHKH

22. Hcnonp3oBaHue HH(OPMAIMOHHBIX TEXHOJOTHMH KaKk MHCTPYMEHTa IOBBILICHUS
3¢ GeKTUBHOCTH (PYHKIIMOHUPOBAHHS CUCTEMBI YIIPABJICHUS TIOKYMEHTAMH Ha MPEANPUATHN

5.4. MeToan4yeckue pekomMeHOaUuM K NPoBeAeHUI0 UTOFOBOro KOHTpPONs no
AVUCLMUMNIINHE

Ha uTOroBelii KOHTPOJIb BBIHOCUTCSI Y4eOHBIH MaTepuall, paCCMOTPEHHBIH Ha JICKIMOHHBIX H
NPAKTUYECKUX 3aHATHUSIX, a TAKKE TEMbI, KOTOPbIE ObUIM IPEJIOKEHBI ISl CAMOCTOSTEIILHOTO
U3YYECHUS.

DopmMOH NMPOBENECHUS UTOTOBOIO KOHTPOJIA MO JAHHOW AUCUMIUIMHE SIBJISETCA 3a4€T, KOTOPBII
NPOBOJMUTCS B YCTHOH (OpME C HCIOJIB30BAHWEM OWIIETOB, COJEPIKALIUX TEOPETHYECKYI0 W
MPAKTUYECKYIO 4acTh. TakKe OOMYyCTUMO IPOBEJACHUE HMTOTOBOIO KOHTPOJS B MHCHbMEHHOM
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dbopme. O dopme mMpoBeneHUS HUTOTOBOTO KOHTPOJSI CTYJAEHTHI JIOJDKHBI OBITH OIOBEHICHBI

3a0J1arOBPEeMEHHO.

Bo BpEMs IMOATOTOBKH K OTBETY Ha 3a4UCTC HUCIOJbB30BAHUC cnpaBquoﬁ JIATCPATYpPbl HE

JIOITYCKaeTCsl.

6.

IlepeyeHb OCHOBHOM W JONOJHHMTENbHOW Y4YeOHOW JIMTEpPaTypBhl,

He00X0AUMOii 1JI 0CBOCHUSA TUCHMIIJIMHBI (MOTYJIA)

6.1 OcHoBHasi yueOHasi JUTEpaTypa

1. 3acmaBckas, E. A. JlokymeHTupoBaHue yrpaBieHYeCKON nesrenbHocTH [Tekct] :
yue6. mocobue / E. A. 3acnaBckas. - Omck : OMBT, 2010. - 115 c.

2. 3acnasckas, E. A. JlokymeHTHpOBaHUE yIpaBiIeHYECKON nestenbHOcTH [Tekct] :
npaktukyM / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :

3. Kopnees, U. K. JlokymeHTHpOBaHHE YMPABICHUYECKOW AESITEIBHOCTH + TECTHI B
OBC : yueOHUK M MPaKTHKYM Ui akajgeMmudeckoro 6akanaspuata / M. K. Kophees, A.
B. ITmwenko, B. A. Mamypues. — 2-e u3f., nepepad. u gon. — M. : U3narenscTBo
IOpaiit, 2018. — 384 c.

6.2 JlomosiHuTebHASI Y4eOHAs auTEpPaTypa

4. BacunbeBa, M. H. Opranuzamus 1e10mpou3BOICTBA U IEPCOHAIBHBIA MEHEKMEHT
[Teker] : yueb. mocobue / Y. H. Bacunbes, 3. B. Octposckuii, 1. FO. FOpTaes. - 3-¢
u3l. - M. : By3oBckuit yueOnuk, 2009. - 320 c.

5. 3acnaBckas, E. A./lokymeHTupOoBaHME ynpaBieHUecKou aesTenbHocTH [Tekct] :
METOJl. yKa3aHWs I BBIIOJHEHHS NpPakT. U KOHTp. pador ¢ / E. A. 3acmaBckas. -
Owmck : Upterckuii punuan HI'ABT, 2008. - 30 c. : puc.

6. KysmenoB WM. H. JlokymeHTanmoHHOE oOOECI€YCHHE  yNpaBICHUS U
JIEJIONPOU3BOACTBO [DIEKTPOHHBIN pecypc]: yueOHuk st OaxanaBpoB /KysHeros
Urops Huxonaesny; Y. H. Ky3nenos. - M.: FOpaiit, 2012

7. IlepeueHb pecypcoB HHGPOPMAIUOHHO-TEJIEKOMMYHMKANMOHHOH ceTH ''WHTepHer"

8.

(nanee - cerp "UHTEpHET'"), HEOOXOAMMBIX /151 OCBOCHHS IMCUMILIUHBI (MOIYJIs1)

1.http://archives.ru

Ilepeyenr WHGOPMANUOHHBIX TEXHOJOTHH, HMCMOJB3YyeMBIX TPH OCYIIEeCTBJIEHHH
o0pa3oBaTeIbHOIO TMpouecca MO JUCHUIVIMHE (MOAYJI0), BKJIOYasi NepevyeHb
NMPOrpaMMHOI0 o0ecnedeHusi W HWHQPOPMAIMOHHBIX CHPABOYHBIX CHCTEM (NpH
HEe00XO0IUMOCTH)

1.Cucrema npaBoBoii nojaaepxku «Koncynbrant-mnocy, «['apant»
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9. OmnucaHue MaTepUAIbHO-TEXHUYECKOH 0a3bl,

HEoOX0MuMON 1A

OCYIIEeCTBJIEHUA 00Pa30BaATEJIbLHOI0 MpoLecca mo JUCHUIIMHE (MOAYJII0)

JlokyMeHTHpOBaHUE
yIpaBIEHYECKON
JeITeIIbHOCTH

YueOHas ayTUTOpHUs IS MPOBEIACHUS 3aHATHI
JICKIIMOHHOTO THIIA: IOCKa y4eOHas He MeHee - 1
1IT., HAOOPBI JEMOHCTPAIIMOHHOTO 000PYAOBAHUS U
yueOHO-HATJISIIHBIX TOCOOUH, CTEH 1B, TIAKATHI,
PENPOAYKIINH, IKPaH Uil MYJIbTUMEINA
MIPOEKTOPA, MPOEKTOP, MPE3CHTAIHOHHbIC
MaTepualibl, CTOJ He MeHee— 35 WIT., CTyJI He
MeHee— 68 mIT.

Owmckas o6macth, r. OMck, yi. iBana
AunekceeBa, 1oM 2 (NeNe 45, 46 Ha TO3TaXKHOM
mane (111), 5 atax)

VYueOHast ay JuTOpHs AJIsl IPOBEICHUS 3aHSATHI
CEeMHUHAPCKOr0 THIA: OCKa yueOHas He MeHee - 1
IIT., 9KPaH JJIsl MYJIbTHMENA MPOEKTOpa, CTOJ He
MeHee— 13 mT., cTyn He MeHee— 25 ImT.

Owmckas obmacte, r. OMck, yi. iBana
AunekceeBa, 1oM 2 (NeNe 63, 64 Ha TO3TAXKHOM
mnane (111), 4 atax)

VY4ueOHast ayTUTOpHUs A MPOBEIACHUS TPYIIIOBBIX 1
WH/IUBUIYabHBIX KOHCYJIbTAIUI: JOCKa yueOHast
HEe MeHee - | 1IT., 9KpaH Uil MyJIbTHMeIna
MPOEKTOpa, CTOJ He MeHee— 13 wiT., cTyn He
MeHee— 25 mT.

Owmckas obmactb, T. OMck, yi. VBana
AunexceeBa, 1oM 2 (NeNe 63, 64 Ha TO3TAXKHOM
mane (111), 4 atax)

[TomermeHne 151 CAaMOCTOSATEEHON PaOOTHI:
KOMIIBIOTEpPHAsI TEXHUKA, OTIEPAIIMOHHAS CHCTEMa
Windows, naket nporpamm Microsoft Office, CIIC
Koncynerant I[TJIFOC, TAPAHT, nabopsr
JIEMOHCTPAIIMOHHOTO 000PYIOBaHUS U YUeOHO-
HATJBSITHBIX TOCOOUH, CTEHIBI, TUIAKATHI, YYeOHO-
HATJBSITHBIC TIOCOOUS, PETIPOAYKITUH, SKPaH JIIs
MYJIbTHMEINA POCKTOPA, MPE3CHTAIUOHHBIC
MaTepHalIbl, CTOJI He MeHee — 43 IIT., CTY)I He
MeHee — 48 mT.

Owmckast 0o6macts, r. OMck, yi1. MiBana
Anexceesa, nom 2(NeNe 52, 53,54,55 Ha
nostaxxuoM ruiane (111), 3 stax)

VYueGHas ayuTOPUsE A1 IPOBEICHUS TEKYIIETO
KOHTPOJISL M IPOMEXKYTOYHON aTTECTallMH: JOCKa
y4eOHas He MeHee - | mT., HabopsI
JIEMOHCTPAIIMOHHOTO 000pyIOBaHUS U YI€OHO-
HAarJsIHbIX I0COOUH, CTEeHABI, IIAKaTH,
pEeNpOayKIUHA, SKpaH JIsl MyJIbTHUMENNA
HPOEKTOPA, MIPOEKTOP, MPE3CHTAI[IOHHBIC
MaTepHallbl, CTOJ He MeHee— 35 WIT., CTyJl He
MeHee— 68 miT.

Owmckas o6macth, r. OMck, yi1. MBana
Anexceena, oM 2 (NeNe 45, 46 Ha TOTAXKHOM
mrane (111), 5 atax)

14




