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1. IlepeyeHb NJIAHMPYEMBIX pe3yJabTATOB OOy4YeHHSl IO JIUCHHUILIHHE
(MoxyJIl0), COOTHECEHHBIX ¢ IUIAHUPYEMbIMHM pe3yJabTAaTaAMH OCBOCHUS
o0pa3oBaTeJbHOM MPOrPaMMBbI

1.1. IJenu oucuuniunoi

L{enpr0 AUCHUIUIMHGI SBJSIETCS PAa3BUTHE MPEICTABICHUNA O COBPEMEHHOW HAayKe
IIOCPEACTBOM  3HAKOMCTBA C  CHCTEMOM  KYJIbTYpOJIOTMYECKOTO  3HAHWI,
dbopMupOBaHrE WHIUBUAYATHHOTO KYJIBTYPHOTO KamuTana OyayIIero CrielnuaInucTa,
cnocoOcTByroniero  3(QQEKTUBHONM  AESATEIBHOCTH B MHOTOHAIIMOHAJIBHBIX
KOJUIEKTHUBAX B YCJIOBMSIX INI00AIN3alUu.

1.2. Ilepeuensv gpopmupyemvix KomnemeHuuil

B pesynapTare OCBOEHUSA AUCHUIUIMHBI (MOIYJsI) Yy OOy4YaromIerocs AOJKHBI
chopMUpOBaTbCS  CIEAYIONIME KOMIIETEHIIMM, BBIPAKEHHBIE Yepe3 pe3yJbTar
oOydyeHHs TIO0 JWCHMIUIMHE (MOAyJsl), KaK dYacThb pe3yJibTara OCBOCHHUSA
oOpazoBartensHO nporpamMmsl (manee — OI1):

KOMHeTeHHI/Iﬂ HepequL TUIAHUPYCEMBIX PE3YJILTATOB O6y‘IeHI/I${ 10 JUCIUIIIINHE
udp Copepxanue

VK-4.1. 3naTh:
- TPUHIMIBI TOCTPOSHHSI YCTHOT'O U IMHCHMEHHOI'O BBICKAa3bIBAHHS Ha

Crioco0eH OCYIECTBIATE | nycexom sbike;

JACI0BYH0 KOMMYHHKAIMIO - NpaBWIa U 3aKOHOMEPHOCTHU JEJOBOM YCTHOM M MHUCbMEHHOM
o o KOMMYHUKAIINY,
B YCTHOHU U ITUCBMECHHOU
Y VK-4.2. Ymers:
(opmax Ha - IPUMEHSATD Ha MPAKTHUKE JIETOBYI0 KOMMYHHKAIUIO B
VK-4 | TOCyIapCTBEHHOM s3BIKE YCTHOH ¥ MHCHhMEHHOH (popMax, METO/IbI U HABBIKHU JIEJIOBOTIO OOIICHHS
N . HA PYCCKOM SI3bIKE;
Poccniickoit @enepaunn U | vy 3 BrazieTs:
WHOCTPaHHOM(BIX ) - HaBBIKAMU UTCHHS U MEPEBOJAa TEKCTOB HA PYCCKOM SI3bIKE B
s3bIKe(ax) npodeccuoHaTLHOM OOIIECHNH;

- HaBBIKAMH JICJTOBBIX KOMMYHHMKAIIMH B YCTHOW M MICBMEHHOM (opme
Ha PYCCKOM SI3BIKE;

- METOJMKON COCTaBJIICHHUS CYXKICHHS B MEXIUYHOCTHOM JEJIOBOM
OOIIEHNH Ha PYCCKOM SI3BIKE

1.2.2. O6menpodeccuonanpapie komneteHuu (OIIK): nucnunnuna ve Gopmupyer
obmenpodeccuoHaIbHBIC KOMITCTCHITHH.

1.2.3. Tlpodeccuonanpabie kommerenmuu (I1K): mucnuniamaa ©He dopmupyer
npodeccuoHanbHbIE KOMIIETEHITUH.



1.2.4. TlpodeccuonanpbHple KOMIETEHIMH MOpoQUiIs WIU  CleUUaTH3aLIH
(ITKC): aucuumnuna He hopMupyeT npodhecCuoHaTbHbIe KOMIIETEHITUN TPOGUIIS TN
CHEeLMATN3aLUH.

1.25 KomnerentHoctu MK IIJIHB (KMK): aucnurmumbaa ©He dopmupyer
komnereHiuu MK ITJIHB (KMK).

2. MecTo AucUMILIMHBI (MOYJIs) B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

JucuuninHa (MOyJib) peaiu3yercs B paMKax (akyIbTaTUBHON 4acTu

(6a30B0ii, BApUATUBHO I
(axyIbTaTHBHOM)

OCHOBHOM MpodecCHOHAIbEHON 00pa30BaTeIbHON MPOrpaMMBI.



3. O0bem auCHMIUVIMHBI (MOAYJsI) B 3a4eTHBIX eIMHMIAX (3.€) ¢ YKa3aHWeM KOJMYecTBA AaKaJeMHYeCKHX WU
ACTPOHOMHMYECKHMX YAaCOB, BbIJeJEHHBIX HA KOHTAKTHYI padoTy ol0yyamomuxcsi ¢ npemnoaaBartejieM (o BHAAM y4YeOHBIX
3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aK0IUXCA

Jnst OYHOU dbopmbl 00ydeHUS ™!

(0O4HOM, OYHO-320YHON MJIH 320UHOI)

DopMBbI KOHTPOJIS Bcero uacos Bcero Kypce 1
B TOM YHCJIC 3.€ Cemectp 1 [18 Hen]
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B TOM YHCJIe TPEHAKEPHas! OJrOTOBKA:
st 3a04YHOM dbopmbl 00ydeHUS ™!
(0UHOM, OYHO-3a0THON WIITH 320YHOI)
DopMBbI KOHTPOJIS Bcero yacos Bcero Kypc 1
B TOM YHCJIE 3.e Cemectp 1 [18 Hen]
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B TOM YHUCJIC TPCHAXEPHAA NOATOTOBKA:




4. Coaep:xxaHue TUCHUILIHHBI (MOYJIs1), CTPYKTYPUPOBAHHOE 10 TeMaM
(pa3aesiamM) ¢ yka3aHMeM OTBEJ€HHOI0 HAa HMX KOJHYECTBA aKaJeMHYeCKHX
YacoB U BU/0B YUeOHBIX 3aHATHIA

4.1. Pa3zoenvt u memvt Oucyuniunovl (MOOy1s) u mpyooemMKoCcms no eUOAM
YueoOHbIX 3anamuil (6 aKademuueckux 1acax):

Bunp! yaeOHbIX 3aHATHH, BKitogas CPC

No Pasnensl 1 TemMbl Tlox a6 Tip CPC
JTUCLUILTHHBI (MOIYJIIS)

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

1 xkypc,1 cemecmp

OCHOBHBIC TTOHSATHS
1 2 2 1
JOKYMEHTAIHOHHOTO
obecrieyeHus yrpaBJIeHHs

OyHKIUH TOKYMEHTOB.

YaudunupoBanHas
CHCTEMa OpPTraHU3allMOHHO-
3 PacTopsUTENBHON 2 2

JOKyMEHTAILHH.
IOpunuueckas cuna
JIOKyMEHTOB.

Oprasu3anoHHO-
pacropsiuTeNbHbIE,
4 MH(OPMAILIHOHHO- 2 4

CIIPaBOYHBIE TOKYMEHTBI,
JTOKYMEHTALHSA [0 INYHOMY

COCTaBYy.

JenoBast mepenucka:
KJIacCU(UKAIHS,
CTPYKTYpa, CTaHIapTHbIE
5 (passl 1 BEIPAKEHUS B 2 4
cdepe IKCIuTyaTaun
CY/IOBOTO
INEKTPOOOOPYIOBAHUS U
CpeJCTB aBTOMATHKH

Koppecnonaenuusi,
CBSI3aHHAsS C IPOBEICHUEM
6. MEPHOTTIECKUX 4

MeponpHsITHii B cdepe
9KCIUTYaTaIl[UH CYIO0BOTO
ANEKTPOOOOPYIOBAHUS U

CPEJICTB aBTOMATUKH

Opranuzanus paboTel  C

JIOKyMEHTaMH

7 (moxymeHTO000pOTA) B

' cepe 9KCIUTyaTalu
CYIIOBOTO

3NIEKTPOOOOPYMOBaHHS U
CPEACTB aBTOMaTHKHU

CucremaTu3anus
JoKyMeHTOB. Opranusauus
8 XpaHEeHUs JIOKyMEHTOB B
' chepe IKCILTyaTalul
CyJ0BOI'O
JNIEKTPOOOOPYIOBAHUS U
CPEACTB aBTOMATHKH




Pabora ¢ noxymeHTamuy,
COZAEPKALINMHU

9. KOH(UICHIINATIbHbIC 2
CBEICHUS B chepe
IKCIUTyaTalldl  CYIIOBOTO
JNIEKTPOOOOPYHOBaHUS U
CPEICTB aBTOMATHKH

CoBpeMeHHBIE CHoCcO0BI
co3maHus, OOpaboOTKH |
10, | TepenauM  JOKYMEHTOB B 2
JIENIONIPOM3BOJCTBE B cdepe
IKCIUTyaTallid  CYJOBOTO
3NIEKTPOOOOPYHOBaHUS U
CPEJICTB aBTOMATHKH

HUTOro 16 16 2

[Mpumeuanusi: O — ounast ¢opma obyuenusi, O3 — ouHO-3a0uHast ¢opma OOydeHus, 3 —
3ao4Hast popma oOyueHwus. 3a0uHast popma 00ydeHHUS.

4.1. Cooeprrcanue pazoenoe u mem OUCYURIUHDL
Tema 1. OCHOBHBIC MMOHATHS JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUS

OcHOBHBIE TIpOQEeCCHOHATBHBIE TEPMUHBI W ONpEACTCHHS B paboTe C JOKYMEHTaMU:
JEJIONPOU3BOJCTBO, JOKYMEHTHUPOBAaHUE, JOKYMEHT, PEKBU3UT, QOpPMYJISp TOKYMEHTa,
Mart epI/IaJII)HHﬁ HOCHTCIIb, ropuaniceckasd Chjla JOKYMCHTa, cucremMma I[OKYMGHTaHI/If/'I,
yHUPUKAIUS, CTaHJapTU3alus, YHUPHUIMPOBAHHAS cucrema OpraHU3alOHHO-
pacnopsAIUTENBHON JOKYMEHTAIIUN

Tema 2. ®yHKIUU JOKYMEHTOB.

Oyukuuu, kinaccudukanus gokymeHToB. HopmaTuBHO-mpaBoBas 0a3a JTOKyMEHTAllMOHHOIO
oOecrieueHus ynpaBiIeHUs

Tema 3 YHu(UUIHPOBaHHAS CUCTEMA OPraHU3ALMOHHO-PACHOPSAUTEIbHON JOKYMEHTAIMH.
KOpuanueckas cuina TOKyMEHTOB.

Crpykrypa, conepxxkanue I'OCT P 6.30-2003 «YHudpuupoBanHas cucreMa OpraHu3allMOHHO-
pacropsauTenbHON JOKyMeHTanuu. TpeOoBaHMs K O(OPMIIEHHIO JOKYMEHTOB»: COCTaB
PEKBU3UTOB;

TpeOoBaHUs K O()OPMIICHUIO PEKBU3UTOB JIOKYMEHTOB; TpeOOBaHUs K OJaHKaM U 0(hOpMIICHHUIO
JOKYMEHTOB; TpeOOBaHUS K HM3TOTOBIICHHUIO, YYETYy, MCIOJIH30BAHHIO M XPaHEHHIO OJAHKOB C
BocripousBeeHneM I'ocynapcteenHoro repoa PO u repbos cyobexToB PO

Tema 4. OpFaHI/IBaLII/IOHHO-paCHOP}IIII/ITCHLHBIC, I/IH(I)OpMaI_II/IOHHO-CHpaBOLIHBIe JAOKYMCHTHI,
JOKYMCEHTAIUA IO IUYHOMY COCTaBYy.

OCHOBHBIE TPYIIIBI ¥ BHJIBI OPTaHW3aMOHHO-PACTIOPTUTEIFHON TOKYMEHTAIIHN:

- OpraHu3alMOHHBIE (YCTaB, OJOXKEHUS, HHCTPYKIIUH, ITATHOE pacHHCaHUe, IPaBUiIa
BHYTPEHHETO TPYI0BOTO paclopsiaKa);

- pacniopsiAuTENbHbIE (IOCTAaHOBJICHUS, IPUKA3bl, YKa3aHUs, PACTIOPSKEHHS, PELICHNs);
CripaBo4HO-MH(OPMAIMOHHBIE U CIIPABOYHO-aHAIUTHYECKUE (CIIPABKH, JOKJIAJHbIC 3aIHCKH,
aKTbl, IPOTOKOJIBI);



- AOKYMCHTAaNus 11O JINYHOMY COCTaBYy (pC3IOM€, IMPUKA3LI 110 JINYHOMY COCTAaBY, 3a4BJICHUC,
TpyaoBast KHUXXKA, JIMYHAA KapTOUKa COTpYAHHKA, JINYHOC ,Z[CJ'IO)

Tema 5. JlenoBas nepenucka: kiaccuukaius, CTpykTypa, CTaHAapTHbIE (pa3bl U BEIPAXKEHUS B
cdepe 3KCIITyaTaluy CyJJOBOTO 3JIEKTPOOOOPYIOBaHUS U CPEICTB AaBTOMATHKH

JlenoBoe nmucbMo B ycinoBusix yHuukarmu. [IpaBuia opopmMiieHHs JEI0BOTO MHChMA.
Hekotopsle BUbI muceM. Mex1yHapoJHbIE MMCbMa
JenoBoe nmucbMo B ycinoBusix yHuukarmu. [IpaBuia opopmMiieHHs JEI0BOTO MHChMA.
Hekotopsle BUbI muceM. Mex1yHapOJHbIE MMCbMa

Tema 6. Koppecnionaenuusi, cBI3aHHasi ¢ IPOBEICHUEM ITEPUOINYECKUX MEPOIIPUATHIH B cepe
HKCIUTYyaTaIlH CyI0BOTO 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMATHKHU

Oprann3aliiOHHO-TEXHUYECKUE MEPOTIPHUATHS IO MOJTOTOBKE U MPOBECHUIO COBEIIAHUMN.
CrtpykTypa noKiaaa 1 oT4era (Ha COBEIIaHUHU, 3aCeIaHuH, KOH()EPEHIIHH )

Tema 7. Opranuzanus paboThl ¢ JOKyMEHTaMHu (JIOKyMEHTO000poTa) B cdepe IKCILTyaTaluu
CYJIOBOTO 3JIEKTPOOOOPYA0BaHUS U CPEICTB ABTOMATUKU

[Tonsitue noxkymentoobopora. Ilpuem u nepBuuHas oOpaboTka 1OKyMEHTOB. Pacnpenenenue
HNOCTYNUBIIMX  JOKyMEHTOB. Peructpauus pokymeHtoB. OpraHuzanus KOHTpoJd 32

HCITIOJIHCHUEM NOKYMCHTOB.

Tema 8. Cucrematuzanus 1gokyMeHToB. OpraHm3amus XpaHCHHsI JOKYMEHTOB B cdepe
AKCIUTyaTaIlMH CYJ0BOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKH

CocraBieHne HOMCHKIJIATYpbI OCII. q)OpMI/IPOBaHI/Ie JACII. XpaHeHHe JAOKYMCHTOB.

Tema 9. Pabora ¢ nokymMeHTamHu, cojepKalluMH KoH(UIEHLMalbHBIE CBelEeHUs B cdepe
HKCIUTyaTalH CyJOBOI0O 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMAaTHKU

[Topsinox paboThl mepcoHasla ¢ KOH(UICHIMAIBHBIMU JOKYMEHTaAMH. YUET M XpaHEHUe el C
KOH(HICHIIMATBHBIMU JOKYMEHTaMHU

Tema 10. CoBpeMeHHBbIE CIOCOOBI CO3[aHMs, OOpabOTKU M Iepelaud JTOKyMEHTOB B cdepe
AKCIUTyaTalH CYI0BOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKH

CHeI_[I/IaJ'II/I3I/IpOBaHHI)Ie porpamMmaI aBTOMaTHU3allun CHCTCMBI JOKYMCHTHPOBAHUSA
ynpaBnqueCKoﬁ JACATCIIBHOCTH. Hcnons3oBanue I/IH(i)OpMaLII/IOHHBIX TEXHOJOTUH  Kak

WHCTPYMEHTAa MOBBIIEHUS 3(PPEKTUBHOCTH (YHKIUOHUPOBAHUS CHUCTEMBI  YIPABICHUS
JIOKYMEHTaMU Ha IIPEANPUATHN

4.2. Cooepoicanue nabopamopHvix paoom.

4.3. Cooepircanue npakmuueckux 3aHAMu



Ne paznena

(TeMbl) TUCIUTUTHHBI

HanmenoBanune IMPAKTUYCCKUX 3aHATHH

1 cemecmp (1 kypc)

1 OCHOBHEIE MTOHSTHS
JOKYMCHTAIIMOHHOTO  OOecreycHus
yIpaBJICHUSI

1. OcHoBHEIC MTpohecCHOHATHHBIE TEPMUHBI U ONpEeTeHus B pabote ¢
JIOKyMEHTaMH

3. YuudunupoanHas cucrema
OpraHU3aIMOHHO-PACTIOPSAUTELHOM
nokymenraruu. KOpuaudeckas cuna
JIOKYMEHTOB.

1. IlpoexTnpoBaHHE TPOAOJIBHOTO OJaHKa C
PacroIoKeHHEM PEKBU3HUTOB.

21IpoekTupoBaHuE YrIIOBOTO OJIaHKa TOKYMEHTOB

HECHTPUPOBAHHBIM

4. Opranu3aiioHHO-
pacIopsIIUTENbHBIE,
nH(pOpPMaANNOHHO-CIIPaBOYHbIE
JOKYMEHTBI, JOKYMEHTALUS 110
JMYHOMY COCTaBYy

1. Pa3paboTka u opopmIicHHE IPUKA30B 110 OCHOBHOM JCATEIEHOCTH.
2. Pa3paboTka u o¢opMIICHHE aKTa, JOKIaTHOW, OOBSICHUTCIHHOMN

3allUCKH, CIIPABKHU.

3. Pazpabotka m odopmieHHE IOKYMEHTOB IIO JIMYHOMY COCTaBY:
pesioMe, aBTobnorpadus, XapaKTepUCTHKA.

5. lenoBas nepenucka:
KIaccuduKamnys, CTpyKTypa,
cTaHAapTHbBIE (hPasbl U BEIPAKEHUS B
cepe IKCIITyaTaluy Cy10BOTO
3JIEKTPOOOOPYIOBAHUS U CPEACTB
ABTOMATHKH

1. JlenoBoe MUCHMO B YCIOBHUSIX YHH(UKAIINH.
2. IlpaBuna ohopMIIEHHUS JETOBOTO MACHMA.
3. Hekotopsie Buapl muceM. MexIyHapoIHbIe THCEMa

6. KoppecrnioneHIusi, cBsi3aHHas C
MPOBECACHUEM IEPHUOIUICCKUX
MEpOMPUATHI B Cepe IKCILTyaTaI[iu
CYIIOBOT'O 3JICKTPOOOOPYIOBAHUS U
CPE/CTB aBTOMAaTHKHU

1. OpFaHI/ISaHI/IOHHO-TCXHI/I‘-ICCKI/IC MEPOIIpUATHA TI0 MOATOTOBKE U
IIPOBEJICHUIO COBEILIAHUI.

2. CrpykTrypa pmokmaga W oTdeTa (HAa COBCIIAaHUW, 3aceIaHHM,

KOH(EpeHIINN)

4.1 KypcoBasi pabora

He npenycmoTtpeno

4.2 KypcoBoii npoexT

JucuuminHa He IpeayCMaTpUBAET KypCOBOU MPOEKT.

4.3 CamocrositeqbHasi padora. KoHTpoJib caMocTosITE/IbHOI padoThl

Ha camocTosiTensHyo paboTy CTyA€HTa BEIHOCSATCS CIEIYIOIINE TEMBI:

Tema 1. OcHOBHBIC HOHSATHS AOKYMCHTAIIMOHHOT'O obecrnieueHUs YIIpaBJICHUA

Tema 2. @yHKIIMM TOKYMEHTOB.

Tema 3 yHI/I(bI/II_II/IPOBaHHaH CHUCTEMA OpI‘aHI/ISaI_II/IOHHO-paCHOPHHHTCHLHOﬁ JAOKYMCHTAaIUH.

IOpunnueckas cuiia TOKyMEHTOB.

Tema 4. OpPaHI/I3aI_[I/IOHHO-paCHOP}IIII/ITCHLHLIC, I/IH(I)OpMaI_[I/IOHHO-CHpaBOLIHBIC JOKYMCHTHI,
JOKYMCEHTAIUA 110 IUYHOMY COCTaBYy.




Tema 5. JlenoBas nepenucka: kiaaccuuKaiys, CTpykTypa, CTaHapTHbIE (pa3bl U BEIPAKEHUS B
chepe DIIEKTPOIHEPIeTUKH W  DJIEKTPOTEXHUKHM B  cdepe SKCIUIyaTallud  CyAO0BOTO
AIIEKTPOOOOPYIOBAHUS M CPEJCTB AaBTOMATUKU

Tema 6. KoppecronaeHuusi, cBsizaHHasi C MPOBEICHUEM MEPUOIUYECKUX MEPOIPUATHIA B cdepe
AIIEKTPOIHEPTETUKHU H ANEKTPOTEXHUKHU B Cepe IKCILTyaTalluu CyI0BOTO JIEKTPO0OOpyI0BaAHNUS
U CPEJCTB aBTOMATUKHU

Tema 7. Opranuzanusi paboThl ¢ JOKyMEHTaMHU (IOKyMEHTO00OpoTa) B chepe IKCILTyaTalliu
CYZIOBOTO 3JIEKTPOOOOPYAOBaHUS U CPEICTB ABTOMATUKHU

Tema 8. Cucremaruzanus 1gokyMmeHToB. OpraHm3aius XpaHCHHs] JOKYMEHTOB B cdepe
9KCILTyaTalluu CYJOBOIO JIEKTPOOOOPYI0BAHUS U CPEICTB ABTOMATHKHU

Tema 9. Pabora ¢ QOKyMEeHTaMu, COJEpKalIUMHU KOH(UIACHIMAIBHBIC CBEIEHUS B cdepe
9KCILTyaTalluu CYJOBOIO JIEKTPOOOOPYI0BAHUS U CPEICTB ABTOMATHKHU

Tema 10. CoBpemeHHBIE CHOCOOBI CO3/1aHUs, OOpPaOOTKM M TMepeaadu JOKYMEHTOB B cdepe
AKCILTyaTalluu CYJOBOTO JIEKTPOOOOPYIOBAHUS U CPEICTB ABTOMATUKHU

KOHTpOJII) CaMOCTOSITEJIbHOMN pa6OTI>I IIPOBOIUTC: B q)opMe MHWHHU3a4YCTa.

4.1.ilnTepaKkTUBHbIE GOPMbI 00yYEeHUS
B mpomecce ocBoeHuss JaHHOW y4eOHOH JWMCHUIUIMHBI MHTEPAKTHBHBIE  (POPMBI
HCIIOJIB3YIOTCA IPpHU HU3YUCHUU CIICAYIOINUX TCM:

KoanuectBo
Paznen (Tema) AMCHUTIMHBI 4acoB
O |O03] 3
Tema 6. KoppecnonaeHIHs, CBs3aHHAas C TPOBEICHHUEM IIEPHOAWYECKUX MEpOIpUATHA B cdepe
SJIEKTPOSHEPTETUKN M IEKTPOTEXHUKH B Chepe PKCILUTyaTal[MH CYAOBOTO 3IIEKTPOOOOPYHOBaHHS U
CpPEJICTB aBTOMATHKH
Htoro 4 0

5. @oHJ OUEHOYHbIX CPeICTB /ISl NPOBEJEHUS TNPOMEKYTOUHOM
arrecTaluy 00y4arIMUXCs M0 JUCHUIINHE (MOXYJIIO)
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5.1. OnucaHue mnokKa3aTe/ie H KpUTEepHUEB OLECHHBAHUA KOMHeTeHHHﬁ,
OIMMCaHH e IIIKaJ/I O€HUBAHUA

Iloka3arenu
Onucanne nokasares

OLICHMBAHUA
OOy4aemblii ~ EMOHCTPHUPYET CHOCOOHOCTH K MOJHOW  CaMOCTOSITEIbHOCTH
(orrycKaroTcsl KOHCYJIBTAlMK C IPEHOAaBaTeIeM 10 COMYTCTBYIOLIMM BOIPOCaM) B
BBIOOpEe croco0a pelleHHus HEM3BECTHBIX WM HECTaHAApTHBIX 3aJaHuil ¢
UCIIONIb30BAaHMEM 3HAHWI, YMEHHH W HaBBIKOB, TOJIyYEHHBIX B XOZE IMPOBEICHHS
O1eHKa «OTJIMYHO OCBOGHMS [WCHUUIUIMHBI, CIEAYeT CUYUTaTh KOMIETEHIMIO C(HOPMHUPOBAHHON Ha
(3aureno) BBICOKOM ypoBHe. [IpucyTcTBre copMrpoBaHHOI KOMIIETEHIINN Ha BBICOKOM YPOBHE

O3Ha4yaeT CIOCOOHOCTh CTYJAEHTa K e¢ JalbHeilIeMy CaMOpa3BUTHIO M BBICOKOH
aNanTHBHOCTH  MNPAKTUYECKOrO0 TNPHMEHEHUS K  HM3MCEHSAIOIIUMCS  yCJIOBUSM
npohecCHOHABHON 3aJa4H.

OOy4aemblii JEMOHCTPHPYET CaMOCTOSATENbHOE NPHUMEHEHUE 3HAaHWM, YMEHUH U
HaBBIKOB TIPH DELICHHH 33/JaHUM, AHAJOTMYHBIX TEM, KOTOpPbIE IIPEIOCTaBISI
NpenojaBaTelb MpU NOTCHIHAIBHOM (OPMHUPOBAHUHM KOMIIETCHIMH, TOATBEPKIAET
Hanmuuue c(OPMHUPOBAHHOW KOMIIETEHIIMH, NpHYeM Ha Oojiee BBICOKOM YpPOBHE.
Hammume ~ chopMUpOBaHHOH ~ KOMIICTEHIMH ~ HA  IOBBILICHHOM  YpOBHE
CaMOCTOSATEIBHOCTH CO CTOPOHBI 00Y4aeMOro TIPH €€ MPaKTHIECKOI IeMOHCTPAINH B
XOJle PCIICHHUS aHAJOTMYHBIX 3aJaHUH CIeyeT OLCHUBATh KaK IIOJIOKUTEIBHOE H
YCTOIYHMBO 3aKPEIJICHHOE B IPAKTUYECKOM HaBBIKE.

O1leHKa «XOPOIIO»
(3a4TeHO)

OOyuaeMbIil JJEMOHCTPUPYET CAMOCTOSTCIBHOCTh B MPUMCHCHUU 3HAHUHN, YMCHHUHA U
HaBBIKOB K DCIICHHIO YYeOHBIX 3aJaHUN B IIOJIHOM COOTBETCTBHH C 00pasIom,
JAHHBIM TIPETIOIaBaTelieM, II0 3aJaHhsM, pEIICHHE KOTOPHIX OBUIO TIOKa3aHO
mperoiaBaTesieM, CIeyeT CUUTATh, YTO KOMIIETCHINS C(OPMHUPOBaHA, HO €€ YPOBEHb
HEJIOCTaTOYHO  BBICOK. [IOCKOJBKY  BBISBICHO  Hamudue c)OpMHUpOBaHHOM
KOMIIETEHIIMH, €€ CJIETYET OLICHUBATh MOJIOKUTEIBHO, HO HA HU3KOM YpPOBHE.

OrneHka
«YIOBJIICTBOPUTEIHHOY
(3a4TeHo)

OOyuaembIii HE CHOCOOEH CaMOCTOSTENHHO IMPOAEMOHCTPHPOBATh HAWMYWE 3HAHUI
MIpU peIICHUN 3aJaHdi, KOTOpBIe OBUIM IPEICTAaBICHBI IMPEIONaBATENIEeM BMECTE C
Orenka 00pa3loM HX pEeLIeHHS, OTCYTCTBHE CaMOCTOSTEIbHOCTH B NPHMEHEHHHM YMEHHUS K
«HEYJIOBIICTBOPHUTEIBHO» | HCIOJIB30BAaHUIO METOIOB MPOBEICHUS MPe/I- AUIUIOMHOMN MPAKTHKU H HECIIOCOOHOCTh
(ue 3auTeHO) CaMOCTOSITENIFHO IIPOSIBUTH HABBIK IOBTOPEHMS PEIIEHHs IOCTABJICHHOM 3aladd I0
CTaHIapTHOMY o00paslly CBHUJETENbCTBYIOT 00 OTCYTCTBHHM C(OPMHUPOBaHHOM
KOMIIETCHIIHH.

5.2. TunoBbie KOHTPOJIbHbIE 3a/laHUA WM UHbIE MaTepHaJbl, HEO6GX0AHUMbIe
AJISI OLleHKHM 3HAaHUM, YMEHUW M (WiM) HaBBIKOB, XapaKTepPHU3YIOLUX
3Tanibl (QOpPpMHpPOBAHUSA KOMIETEHIIMA B Mpolecce OCBOEHHSA
006pa30BaTe/JIbHOM NPOrpaMMBblI

IIpumep KauecmeeHHblX GONPOCOG.  JIeIOTPOU3BOACTBO — 3TO: a) OTPaACib JAEATEIBHOCTH,
KOTOpasi He o0ecrneurnBaeT JMOKYMEHTHPOBAaHHE W OpraHu3anuio paboTel ¢ OQHCHBIMU
JTOKyMEHTaMH; 0) OTpacib JeATeIbHOCTH, KOTOpas oOOecreunBacT JIOKYMEHTHPOBAaHUE H
OpTraHU3aIi0 padoThl ¢ OPUCHBIMU JOKYMEHTaMH; B) cdepa AesATeIbHOCTH MO 00eCTeUeHHUIO
opraHu3aiy 0(hUCHBIMH JOKYMEHTaMHU

3aoanue: JlaliTe CpaBHUTEIbHBIA aHAIN3 OMPEICICHUN MPEAMETHOTO IO JIEJIOMPOU3BOJICTBA
110 ,Z[OCTyHHBIM BaM y‘-ICGHI/IKaM N UCTOYHHUKAM.
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3amganue: Omnpenenure MNpeuMyNIecTBa M HEAOCTATKH aBTOMATH3AIMH JIOKYMEHTAIMOHHOTO
oOecreveHus yrpaBieHuUs

5.3. [lepeyeHb BONPOCOB AJisI HTOTOBOI'0 KOHTPOJISI MO AMCIHUILJINHE

1. OcHOBHBbIE MOHATHUS JOKYMEHTAIIMOHHOTO O0ECIIeUeHUs YIIPaBIeHUS

2. OcHoBHbIE NTPo(hecCHOHAIbHBIE TEPMUHBI U ONIPEICICHUS B pabOTe € JOKYMEHTaMH.

3. OyHKIMH, KJIacCu(PUKALUI JOKYMEHTOB.

4. HopmatuBHO-TIpaBoBas 0a3a JOKYMEHTAIIHOHHOTO 00eCTIeYeHuUs YIIPABICHHS

5. YaudunmpoBanHas cucreMa OpraHu3aliOHHO-PACIOPAIUTEIbHON TOKYMEHTALIUH.
IOpuanueckas cuina TOKyMEHTOB.

6. Crpykrypa, comepxxkanue ['OCT P 6.30-2003 «VYHudunupoBanHas cucreMa
OpraHU3aIMOHHO-PACHIOPSAUTEIBHON JOKYMEHTAIUH.

7. TpeboBanus k 0hOPMIICHUIO JOKYMEHTOBY

8. OcHOBHBIE TPYNITBI ¥ BUJBI OPTaHU3AIMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAINH:

9. lenoBoe nuchbMo B ycioBusix yHubukanuu. [IpaBuna opopmienus aenoBoro nucbMa.

10. Hexoropsie BuabI muceM. MexyHapoaHbIE TUChMa

11. [lenoBoe nucbMo B yciaoBusix yHuduxammu. [IpaBuna opopmieHus qei0Boro nuchbma.
Hexotopseie Buabl nuceM. MexayHapoIHbIE TUCbMA

12. KoppecnoHaeHIMs, CBA3aHHAs C IPOBEICHUEM IEPHUOJUYECKHX MEeponpusituii B chepe
HKCIUTyaTaIlH CyIOBOTO 3JIEKTPOOOOPYAOBAHUS U CPEACTB aBTOMATHKHU

13. Opranu3anMOHHO-TEXHUYECKUE MEPOIPUITHS 10 MOATOTOBKE U MPOBEICHUIO COBEIIAHUH.
14. CrpykTypa nokiana u oryera (Ha COBEIIaHUH, 3aceJaHIH, KOH(DEPSHITHH )

15. [Tonstue noxkymentoodopota. [Ipriem u nepsuuHas o0paboTKa JOKYMEHTOB.

16. PacnpeneneHne mNOCTYNMMBIIMX JOKYMEHTOB. Perumcrpamusi moxkymeHToB. Opranu3anus
KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB.

17. Cucremaruzanus JOKyMEHTOB.

18. Opranumzaunuss  XpaHeHMs  JOKYMEHTOB B  cdepe  OSKCIUTyaTallud  CYJOBOTO
AIIEKTPOOOOPYIOBAHUS M CPEJCTB AaBTOMATUKU

19. CocraBnenne HomeHkIaTypbl aen. dopmupoBaHue nen. XpaHeHUE JTOKYMEHTOB B cdepe
HKCIUTYyaTaI[H CyIOBOTO 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMATHKH!

20. PabGora ¢ JOKyMEHTaMH, CcOJEp)KallUMH KOH(HIEHIMAJIbHbIE CBEICHUS B cdepe
HKCIUTYyaTaIlH CyI0OBOTO 3JIEKTPOOOOPYAOBAaHUS U CPEACTB ABTOMATHKHU

21. CoBpeMeHHBIE CIOCOOBI  cO3/aHus, OOpaOOTKM U TepeJayd  JOKYMEHTOB B
JIeTIOTIPOU3BOJICTBE B Cdepe OSKCIUTyaTallud CYAOBOTO AJIEKTPOOOOpPYIOBaHHS W CPEJICTB
ABTOMATHUKH

22. Hcnonp3oBaHne WHGOPMAIMOHHBIX TEXHOJOTHH KaK WHCTPYMEHTAa MOBBIIICHUS
3¢ (heKTUBHOCTH (PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS TOKYMEHTAMU Ha TIPEINPUITUN

5.4. MeToau4yecKne peKOMEHJalui K MPOBEJAEeHHI0 UTOTOBOro KOHTPOJIA IO
JUCHUIIINHE

Ha uToroBblii KOHTPOJIb BBIHOCHTCSI Y4eOHBII MaTepuas, pacCMOTPEHHBIN Ha JIEKIIMOHHBIX U
MPAKTUYECKHUX 3aHATHSX, a TAKKE€ TEMbl, KOTOpPbIe ObUIM MPEUIOKEHBI A CaMOCTOSATEIbHOIO
U3Y4YCHUS.

PopMoli POBEICHNS UTOTOBOTO KOHTPOJISI IO JAHHOW JAUCIUIUIMHE SIBIIAECTCS 3a4€T, KOTOPBIN
IPOBOJIUTCS B YCTHOH (pOopMe C HCHOJIb30BAHUEM OHMIIETOB, COAEPIKAIIMX TEOPETHUYECKYI0 U
IIPAaKTUYECKYI0 4YacTb. Takxke MOIyCTUMO IPOBEACHUE WUTOTOBOIO KOHTPOJS B IIMCBMEHHOU
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dopme. O ¢opme mpoBeAEHUS] HTOTOBOTO KOHTPOJISI CTYACHTHI IOJDKHBI OBITH OIOBELICHBI
3a071arOBPEMEHHO.

Bo Bpems MOArOTOBKM K OTBETY HAa 3a4eTe KCIIOJIb30BAaHHE CIPABOYHOM JIMTEPATyphl HE
JIOIYCKAETCSl.

6. IlepeyeHb OCHOBHOIl M [ONMOJHHUTEJHHOH Y4YeOHOIl JHTepaTypbl,
He00X0AMMOii VIS OCBOCHUSI AUCHUILIUHBI (MOXYJIfA)

6.1 OcHoBHas yueOHas JIUTEpPATypa

1. Bacnasckas, E. A. JlokymeHTHpOBaHUE ymnpaBieHYeckon aesrenbHocTd [Tekcr] :
yueb. mocobue / E. A. 3acnaBckas. - Omck : OMBT, 2010. - 115 c.

2. 3acnaBckas, E. A. JlokyMeHTHpOBaHUE YIIPaBICHUYECKON nesTenbHOCTH [TekcT] :
npaktukyM / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :

3. Kopuees, U. K. JIokyMeHTHpOBaHUE YIPaBIEHYECKOW NEATEIHHOCTU + TECTHI B
OBC : yueOHUK ¥ IPAKTHKYM JUIs akagemudeckoro OakamaBpuata / U. K. Koprees, A.
B. [Mmenko, B. A. Mamypues. — 2-e u3f., nepepad. u gon. — M. : M3garenscTBo
FOpaiit, 2018. — 384 c.

6.2 JlonosiHUTe/IbHASI yueOHAsI JIUTepaTypa

4. BacunbeBa, M. H. Opranusanus 1enonpou3BoOACTBA U IEPCOHATIBHBIN MEHEDKMEHT
[Tekcr] : yue6. mocodue / Y. H. Bacuiees, 3. B. Octposckuii, 1. 0. FOpTaes. - 3-¢
u3f. - M. : ByzoBckuit yue6HuK, 2009. - 320 c.

5. 3acnaBckas, E. A.JlokymeHTHpOBaHHE yrpaBiieHUeCKo aesTenbHOCcTH [Tekct] :
METO/. yKa3aHMs JJIs BBIOJHEHUs MpakT. U KOHTp. pabdor ¢ / E. A. 3acnaBckas. -
Owmck : Upteimickuit puman HI'ABT, 2008. - 30 c. : puc.

6. KysnenoB W. H. JlokyMeHTaunoHHOe oOecleyeHue yIpaBlIeHUS U
JIETIOTIPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: yueOHuk st OakanmaBpoB /Ky3Heros
Hrops Huxonaesny; 1. H. Ky3nenos. - M.: IOpaiit, 2012

7. Tlepeyenb pecypcoB HH(POPMALMOHHO-TEIeKOMMYHHKAaNMOHHOH ceTn ''UHTepHer"
(nasee - cerp "UHTepHeT'), HEOOXOAUMBIX /IJI51 OCBOCHUSA AU CHUIIMHBI (MOLYJIs1)

1.http://archives.ru

8. Ilepeuyenbr WHGOPMANMOHHBIX TEXHOJOTHH, HMCHOJb3YeMbIX HPH OCYIIECTBJIEHUH
o0pa3oBaTe/IbHOIO0 MpoHecca MO0 AUCHHIVIMHE (MOAYJII0), BKJIOYasi IepevyeHb
NMPOrpaMMHOro odecrnedyeHus: M HMHGPOPMALMOHHBIX CIPABOYHbIX CcHCTeM (IpH
HEe00XO0AUMOCTH)

1.Cucrema npaBoBoii noanepxku «KoHCyIpTaHT-ILTIOC», «l"apaHT»
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9. Omnucanue

MaTepUaIbLHO-TEXHUYECKOl 0a3bl,

HEeoOX0oaAMMOM Il

OCYIIECCTBJICHUA 06p330BaTeJIBHOI‘O nmponoecca nmo JTMCIHMIIJINHE (MOIly.]'llO)

JlokyMeHTHpOBaHHe
yTIpaBICHYECKON
JEATETbHOCTH

YueOHas ayquTopus A MPOBEICHUS 3aHATHH
JIEKIIMOHHOTO THIIA: TOCKa ydeOHas He MeHee - 1
IIT., HA0OPHI IEMOHCTPAIIHOHHOTO 000PYIOBAHUS
y4e0HO-HaTISAHBIX TIOCOOHIA, CTEH/IbI, TUTaKaTHI,
PEIPONYKIIMH, SKPaH Uil MYJIbTUMEIUA
MPOCKTOPA, POCKTOP, MPE3CHTAIUOHHBIC
MaTepHanbl, CTOJ He MeHee— 35 MIT., CTyJ He
MeHee— 68 miT.

Owmckas obmactp, T. OMck, yi. ViBana
AnexceeBa, noM 2 (NeNe 45, 46 Ha 03 TaXKHOM
mwiane (1II), 5 atax)

YueOHas ayquTopus A7 POBEINCHUS 3aHATHH
CEMHHAPCKOTO THTIA: TOCcKa yueOHas He MeHee - 1
IIT., SKPaH JJIsl MYJIbTHMEIUA MIPOCKTOPa, CTOJ HE
MeHee— 13 mrT., cTyn He MeHee— 25 IiT.

Owmckas obmactp, T. OMck, yi. ViBana
Anexceena, noM 2 (NeNe 63, 64 Ha TTO3TaXKHOM
wiane (111), 4 atax)

Y4eOHas ayIuTOpHs AJIs IPOBEICHUS TPYIIIOBEIX U
WHINBUAYAIHBIX KOHCYJIBTAIMNA: JOCKA yIeOHAas
HE MEHee - | WIT., 5KpaH A MyJIbTHMEINa
MPOEKTOpPa, CTOJI He MeHee— 13 mT., cTyn He
MeHee— 25 IT.

Owmckas o6mactp, T. OMck, yi. VBana
Aunexceena, 1oM 2 (NeNe 63, 64 Ha TO3TaXKHOM
miane (111), 4 atax)

[TomernieHue st CaMOCTOSATEIBHON PaOOTHI:
KOMITBIOTEPHAs TEXHUKA, ONlepalliOHHAasl CHCTEMA
Windows, naket nporpamm Microsoft Office, CIIC
Koncynerant [TJIFOC, TAPAHT, Habopst
JIEMOHCTPAIIMOHHOTO 000PYI0BaHUS U Y4eOHO-
HATJISTHBIX TIOCOOMIA, CTEH/IBI, TUTAKAThI, y4eOHO-
HAarJIsIIHBIC TOCOOUS, PEIPOLYKIIUH, SKpaH s
MYJITUMEANA IPOSKTOpPa, PE3eHTALHOHHBIC
MaTepHalsl, CTOJ He MeHee — 43 IUT., CTyJ He
MeHee — 48 mr.

Owmckas o6macts, T. OMcK, yi. ViBaHa
AnexceeBa, n1om 2(NeNe 52, 53,54,55 Ha
moaTakHoM 1miaHe (111), 3 atax)

VYueOHast ayAUuTOpHs U IPOBEACHUS TEKYILETO
KOHTPOJISI U IPOMEKYTOYHOM aTTecTalluu: J0CKa
ydeOHas He MeHee - | mT., HabopHI
JIEMOHCTPAIMOHHOTO 000PY/I0BaHUS U Y4eOHO-
HaIJISAHBIX TOCOOMH, CTEH/IbI, TUIAKATBI,
PENpOAYKINH, IKpaH Al MYJIbTHMEAna
MPOEKTOPA, MPOEKTOP, MPE3CHTAI[HOHHBIE
Marepualibl, CTOJ He MeHee— 35 WIT., CTyJ He
MeHee— 68 wT.

Owmckas obmacte, T. OMck, yi. ViBaHa
Anexceesa, 1oM 2 (NeNe 45, 46 Ha mosTa)KHOM
wiane (111), 5 atax)
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