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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
TV CHUILIAHBI

OI1.06 JIokyMeHTAIITMOHHOE 00ECIIEUEHUE VIIPABICHMS
(MHJEKC, HANMECHOBAHUE JTUCITUTIIMHBI)

1.1. Heab 1 MeCTO AUCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOH MPOrpaMMbl

[{enas TUCIUTIIIMHBL: HAYYUTh CTYJACHTOB IIOHUMATh CYIIHOCTb, €M, 3aa4H
W TPUHIUIOB  JISJONPOU3BOJACTBA C  HUCIHOJB30BaAaHUEM HWH(OPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH B IPO(HECCHOHATBLHON IeATETLHOCTH.

Hucrumnaa «/[okymMeHTaIlmoHHOe 00eCTIeUeHNEe YITPaBICHU OTHOCUTCS K
oO1ienpodecCHOHAIBHBIM AUCIUIIIIUHAM MPO(HECCUOHATBHOTO IUKIIA TUCIIUTUINH.

Jns w3ydeHus NaHHOM JUCHUIUIMHBI HEOOXOJMMBI 3HAHMS M YMEHHUS,
chopMUpOBaHHBIE B TMpoIlecce HM3YYCHHsS Takou  oO0Ieo0pa3zoBaTeIbHON
TUCHUIUIMHBI Kak « MTHpopMaTukay.

3HaHus, YMEHHUS u HaBBIKH, dbopmupyembie JTHUCHUILIMHON

«JlokyMeHTaIlMOHHOE oOecIrieueHue yIpaBJICHUS» HEOOXOIUMBI IS
MOCJICAYIOIIETO U3YUYCHHUS BCEX TUCITUILUINH MTPOGECCHOHAIBHOTO YYeOHOTO ITUKJIA,
a Tak)Ke MPOXOXKJICHHS Y4eOHON 1 MTPOU3BOJICTBEHHON ITPAKTHKHU.

1.3. [Inanupyemblie pe3yabTaThbl 0CBOECHHS U CHUILTHHBI

Pabouast mporpamMmma AMCHMIUIMHBI pa3paboTaHa Ha ocHOBe PDenepaibHOro
rOCyAapCTBEHHOT0 00pa30BaTENBbHOTO CTAaHJIApTa CpeIHEero NpodeccHOHaTIbHOTO
oOpazoBanus mno cnenuanbHocTH 40.02.04 IOpucnpyaeHuusi, yTBEpXKIAECHHOTO
npukazoM Munnpocsemienust Poccun ot 27.10.2023 Ne 798, u sABisieTCs 4acTblO
o0pa3oBaTeNbHOM MPOrpaMMbl B YaCTH OCBOEHHUS COOTBETCTBYIOLIUX OOIIMX
komriereHnuii (ganee — OK) u mpodeccronansubix kommnerenmmii (nanee — [1K):

Kon
HaumeHoBaHME KOMIIETEHIINH
KOMIICTCHIIUHN
OK 1 BeiOupare cmocoObl pemieHus 3aady  NMpo(ecCHOHANbHOM  JesITeIbHOCTH
IMMPUMCEHUTCIIBHO K Pa3JIMYHBIM KOHTCKCTAM
OK9 [Tonb3oBaTbes MpodeccHoHaNbHON JOKYMEHTAlMel Ha roCylapCTBEHHOM H
MHOCTPAHHOM $I3bIKAX
IK 1.1. OcymiecTBiITh MPO(hEeCCHOHATFHOE TOJKOBAHNE HOPM TIPaBa
IIK 1.2. [IpuMeHsATH> HOpPMBI TpaBa Uil pEUICHUs 334ad4 B NpodecCHOHATBHON
JeSITeNIbHOCTH
IIK 1.3. Bnaners HaBbIKaMM MOATOTOBKHM IOPUAMUYECKUX JOKYMEHTOB, B TOM YHCIIE C
MCI0JIb30BaHNEM MH(OPMAITMOHHBIX TEXHOJIOTHI




YMCHMUS U 3HAHU.

B pamkax nporpammbl yueOHOM TUCHUTUTMHBI 00y4YalOIIMMKCS OCBAaUBAIOTCS

Kon YMenus 3HaHus
I1K,
OK
OK 01 | nmpumeHaTh Ha MPAKTUKE | TEPMHUHOJIOTHIO B obsactu
OK 09 | rocynapcTBeHHbIE CTaHJApPTHI, | JOKYMEHTAIMOHHOTO obecrniedeHus
I[IK 1.1 | npyrue HOPMATUBHO-METOJUYECKHUE | YIPABIICHUS;
[IK 1.2 | 1OKyMEHTbI,  perjaMeHTUPYIOLI1E
[IK 1.3 | opranuzamnuioo JTOKYMEHTallHOHHOTO
o0ecrieyeHus yIpaBIeHHs;
COCTaBJISITh u IPaBWIBHO | HOpMATHUBHbBIE JIOKYMEHTHI,
oopmIIATh OCHOBHBIE BU/JIbI | PETJIAMEHTUPYIOIINE COCTaBJICHHE u
OpraHu3aIOHHO- opopmiieHHE JOKYMEHTAIllMM U MOPSAIOK ee
pacropsIUTEIIbHBIX JTOKYMEHTOB; 00paboTKy;
oopmIIATh MH(GOPMAIMOHHO- | IPaBUJIa  COCTaBIeHUS U OQOpPMIICHHUSA

CIIPaBOYHYIO JOKYMCHTAIMIO,

OpraHU3alMOHHO-PACTIOPSAAUTEIbHBIX
JIOKYMEHTOB, BXOJSIIUX B YHUDUIIMPOBAHHYIO
CHUCTEMY OpPraHM3alMOHHO-PACIOPAIUTEIbHBIX
JOKYMEHTOB, YHU(UIUPOBAHHYIO CUCTEMY
IIEPBUYHOM YYETHOM ITOKYMEHTAallUH B YacTH
JOKYMEHTAlUU 10 y4eTy TPYAa,;

oopMIIATh
JOKYMEHTAIHIO;

KaJIpOBYIO

MOPSAJIOK IPOBEIEHUSI SKCIEPTU3bl LIEHHOCTU
JIOKYMEHTOB U MOATOTOBKHU JIeJI K apXUBHOMY
XPaHEHHUIO.

oOpMIIATH MPETEH3MOHHO-UCKOBYIO
JIOKYMEHTAITHUIO.

TEXHOJIOTHIO OpraHU3alluu JOKYMEHTO000poTa
B OpraHu3aiusax (yUpexIeHHsX).
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2. CTPYKTYPA U COAEP/KAHUE JUCIIUITJIMHBI

2.1. O0bem TUCUMILIUHBI U BUABI y4e0HOI padoThI AJ1s1 04HOH GOpMBbI

00y4eHus
Bun yueOHO# paboTh O6bpeM gacoB

TpynoeMkocTh (MakcuMalibHasl yueOHast Harpy3Ka, BCEero) 62
KoHnrtakTHas paboTa (yueOHbIC 3aHATHUS, BCETO) 60
B TOM YHCJIE:

meopemuyeckoe obyuenue (IeKyuu) 20

NpaKmuyecKue 3aHsamusl 40
CamocTosiTenbHas pabota o0yuatronierocs (BCero) 2
B TOM 4YHCIJIC:

n0020Mo6KA 00K1AO08 2

ITpomexxyTouHas arTecTauusi B GopMe KOHMPOIbHOU padomuyl

2.2. O0beM JUCUMILVIMHBI U BUABI y4eOHOH PadoThI 11 3204HOM (GOPMBbI

00y4eHuUs

Bun yue6HOI paboThI

O0BeM yacoB

TpynoeMKocTh (MakcuMallbHasl yueOHas Harpy3Ka, BCEro) 62
KonTakTHas pabota (ydeOHbIE 3aHATHS, BCETO) 8
B TOM YHCJIE:

meopemuyeckoe obyuenue (exyuu) -

npakmuyecKue 3aHAmusl 8
CamocrosTenpHast pabota obyuatomierocs (Bcero) 54
B TOM 4YHCIJIC:

usyueHue KOHCNeKMos NeKYull U peKOMEeHOOBAHHOU Tumepamypbol OJisi 20
N0020MOBKU K NPAKMUYECKUM 3AHAMUSIM

usyuenue KOHCNeKmMos8 NeKyull U peKOMEeHOOBAHHOU IUMepamypbol OJis 34

Nn0020MOBKU K KOHMPOJbHOU pabome

[TpomexxyTouHas aTTecTanus B GopMe KOHMpOabHOU padomul




2.3. TemaTu4yeckMid IJIAH M COAEPKAHNE TUCIUIUIMHBI JJIA 0OYHOUH (POPMBI 00yUeHUs

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0beM (hopMHUPOBaHUIO
Copeprxanne yueOHOTO MaTeprana u (POpMbI OpPTaHU3AIHH AeSITETFHOCTH 00yYarOIINXCst
U TeM 4acoB | KOTOPBIX CIIOCOOCTBYET

3JIEMEHT POTPaMMBI

Conepxanne ya4eOHOro MaTepuaa

[Monstuss «uHpOpMAMA» M «IOKyMEeHT». Ponb uH(OpMamuu B cOUMANBHO-3KOHOMHUYECKUX
nponeccax.  [lomudyHKIMOHaNBHOCTh HOKyMeHTa. MH(popManuoHHas, KOMMYHHMKAaTHUBHAs,
couuanbpHas, KyJbTypHas, YOpaBlE€HYECKas, MNpaBoBas, HCTOpHYecKas M Apyrue QyHKOuH
nokymeHntoB. [loHatue o JgOKyMeHTHpoBaHWH. (OCHOBHBIE CHOCOOBI JTOKYMEHTHUPOBAHHUSI.
Marepuanbable HOCHTENM HHGOpPMAlMM W MX BIMSHUE HA JOJTOBEYHOCTb U COXPAaHHOCTD 4
Tema 1.CymHoCTh JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, PpErJIaMEHTHUPYIOIIME OpraHu3auuil  paboTel ¢
JIOKYMEHTAllHOHHOT O JIOKYMEHTHUPOBAaHHOM uHpOpMAaITUCH. HopMmatuBHo-meToan4ECKHE JIOKYMEHTBI,
obecrieueHus! perIaMeHTUPYIOIINE TOPAAOK BbIIA4d U TpeOOBaHUS K O(GOPMIICHHIO KOMUH B OpraHW3aIMsX,
YIpaBICHUS KOTOpBIE SIBIIIIOTCA aBTOPAMHU TOKYMEHTOB. OCHOBHBIE HOPMATHBHBIE aKThI, PETTTaMEHTHPYIOLINE
JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH

Jlexmun 2
[IpakTHueckoe 3aHsTHE
1.Ycraslit onpoc. 2
2. JIuckyccus 1o JOKJIaay
CamocrosiTenpHast padoTa 00yJarommxcs -

OK 01,
OK 09,
IIK 1.1,
IIK 1.2,
K 1.3

Conepxkanne yueOHOro MaTepuaa

XapakTepucTUKa W COCTaB OPraHU3allMOHHBIX JOKYMEHTOB. XAapaKTepUCTUKA U COCTaB
pacHOpSIUTENBHBIX JIOKYMEHTOB. XapaKTePUCTUKA M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
Tema 2. JIOKYMEHTOB. Y HU(uKaIus u cranaaptuzamnus. [1oHATHE «cUCTeMa JOKYMEHTAIUNY, € PU3HAKY.
YnpaBneHueckas OyHKIMOHAILHEIE W OTpacleBble CUCTEMBI JOKyMeHTalu. lloHsaTne «yHu(UIMpOBaHHAS
nokyMeHTanus. OyHKIUW | CUCTeMa JOKyMEHTaluW». | oCcyJapCTBEHHBIE CTaHIAPTHl Ha YHHU(DUIMPOBAHHBIE CUCTEMBI OK 01,
YIpaBIeHYECKOM JOKYMEHTAIINH, PETJIAMEHTHPYIOIIE 00IUe TpaBuiia uX pa3padOTKU U MOCTpoeHus Gopmysisipa- OK 09,
JIOKYMEHTAIUH. oOpasua. TloHsatue «yHuPUIMPOBaHHBIE (GOPMBI TOKYMEHTOB. OOIIEPOCCUICKAE U OTPACIIeBBIC IIK 1.1,
YauduuupoBaHHbie yHU(pUIHPOBaHHBIE (POPMBI JOKYMEHTOB; YHU(PHULIMPOBaHHBIE (POPMBI TOKYMEHTOB TPEATIPUSATHS, [IK 1.2,
CUCTEMBI MOpSAZOK WX BBEIACHWS B JeicTBHe. Pacmpenmenenue cocraBa BHAOB W Pa3sHOBUIHOCTEH K 1.3
YIIPaBICHYECKOU JIOKYMEHTOB OTIPEAETIEHHOT0 KOMITIEKca 1Mo 3ajadyaM yrnpasieHus. Buasl kommid. TpeboBaHus K
JOKYMEHTAIHU. 0 OpPMIICHUIO Pa3NUYHBIX BUJOB KOMHUHA TOKYMEeHTOB. HopmaTnBHO-METOAWYECKHE HOKYMEHTHI,
periIaMeHTUpPYIOIINE MOPAAOK BbIIaud M TpeOoBaHUS K O()OPMIICHHIO KONHUH B OpraHU3alMAiX,
KOTOpBIE SIBJISIFOTCS] aBTOPAMHU IOKYMEHTOB.

Jlekun 4




HpaKTI/I‘IeCKOC 3aHATHC

1.JIexuus ¢ pa30bopOM KOHKPETHBIX CUTYaIHH. 4

2.00cyxIeHue JoKIaa.

CamocTosiTenpHas paboTa 00yJarOIIUXCs -

Conepxanue y4eOHOro MaTepuana

[Monsitrie «pexkBu3UT». [loCTOSHHBIE M TIEpEMEHHBIC PEKBU3UTHI, MOPSIIOK MX HAHECEHWs MpU 4
Tema 3. IlousTue COCTaBJICHHH AOKyMeHTa WK pabore ¢ HUM. lIpaBuia odopmieHus pEeKBH3UTOB. YTIIOBOE U OK 01,
«PEKBU3HUT JOKYMEHTa». | IPOJOJIBHOE PACIOIOKEHUE PEKBUZUTOB JOKyMeHTa. CTPYKTypa JOKYMEHTA. OK 09,
CxeMa pacroiaoKeHus u Jlexun 2 TIK 1.1,
XapaKTepUCTUKa [IpakTuueckoe 3aHsATHE IIK 1.2,
PEKBU3UTOB 1.0dopmieHne MTOKyMEHTa C UCMOIB30BAaHMNEM PEKBU3UTOB TIOKYMEHTA 2 IIK 1.3

2.Tect

CamocrosiTenpHast padoTa 00yJarommxcs -

Conepxanne yueOHOro MaTepuaa

CocrtaBinenue u o(GOpPMIICHHE OCHOBHBIX YNPABIECHUYECKUX IOKYMEHTOB: YCTaB, IOJIOKEHHE O 10

CTPYKTYPHOM TIOApa3IeeHNH, TPOTOKOJBI, aKThl, 3aKIIOYCHHS, CIy>KEOHbIe 3allMCKH, TOKIIAIbI, OK 01,
Tema 4. OcHOBHBIE

TUTaHbI, 0030PbI, CIIPABKH, MUCHMA U JIp. OK 09,
yIpaBlieHUYECKHUE Tlexwmn a MK 1.1,
JOKYMEHTBI, COCTaBJICHUE
# OdbopMIeHHe [IpakTUueckoe 3aHsiTHE IIK 1.2,

1.0¢opmienne GnaHka OpraHu3aLUH 6 K 1.3

2.0dopmiieHHE pacTiopsANTENLHBIX JOKYMEHTOB.

CamocrosiTenpHast paboTa 00yJarommxcs -

Conepxanue yueOHOro Marepuana

ITonsitne noxkymeHTOOOOpOTa. OCHOBHBIE NHOTOKHM YIPABICHYECKHX [IOKYMEHTOB: BXOJSIIWH,

HCXOHHMHﬁ, BHYTpeHHI/Iﬁ. I[BI/I)KCHI/IG BXOOAMX YHPABJICHYCCKUX JOKYMCHTOB: IICpBUYHAA

00paboTKka, perucTparusi, pacCCMOTPEHUE PYKOBOICTBOM OpraHU3allny, Iepeaada Ha UCTIOTHEHUE, 8

KOHTPOJIb 32 UCIIOJTHEHUEM, CIIUCAHHE UCTIOJIHEHHOIO JOKYMEHTa B JI€JI0. OK 01,

OTtanbl TPOXOKICHUS UCXOAIINX TOKYMEHTOB: TOJTOTOBKA MPOEKTA, COTIACOBaHUE, JOpadOTKa OK 09,
Tema 5. Opranuzanus

6on0Ta 110 3aMEYaHUsIM, PErUCTpaLvs U OTIPABKa. K 1.1,

JIOKYMEHTOO00P Jlexmn 2 TIK 1.2,

[IpakTideckue 3aHATUSL K 1.3

1.Ilonarue moxymeHTOOOOpOTa. OCHOBHBIE TMOTOKH YNPABICHYECKUX JOKYMEHTOB: BXOSININH, 6

UCXOoaAIIun, BHYTPCHHUU.

2.0dopmieHHe pacTioOpsANTENIbHBIX JOKYMEHTOB.

CamocrosiTenpHast padoTta o0yyaromumxcs -
Tema 6. CopeprxaHue yueOHOIro Marepuasia 10 OK 01,
JlenonpousBoacTBo B YHubunmupoBaHHasi CHCTEMa OPTaHM3AIMOHHO-PACTIOPSANTENFHON MOKYMEHTAlMHA 1O KaJpaM. OK 09,
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KaJpoBOH ciyx0e JokyMeHTanus TpyIOBBIX OTHOIICHHN B KaJpOBBIX ciyx6ax. CocTaB JOKyMEHTOB MO JTHYHOMY K 1.1,

cocraBy. CocraBiieHHe U OQOPMIICHUE 3asBICHUH, TPYIOBOrO JOTroOBopa (KOHTpaKTa), JIMYHOU IIK 1.2,

KapTouku (opmel T2, TpHKa30B IO KaapaM, XapaKTEPUCTHKH pabOTHHKA, aBTOOMOTpaduu K 1.3

paboTHUKa, aHKETHl pabOTHUKA, JUYHOTO Jena paboTHHKA. TpynoBas KHIDKKA: Bblaya,

odopmienue, xpanenue. opMupoBaHrEe M HOMEHKJIATYpa e [0 KaJpaMm.

Jlexuun 2

TIpakTrHueckoe 3aHATHE

1.Pabota B MabIX rpymIax: 3TaIbl MPOXOKACHUS HCXOAAIINX JOKYMEHTOB, MOATOTOBKA MPOEKTA, 6

corJyiacoBaHue, 10paboTKa Mo 3aMeYaHHsIM, PETUCTPALUs U OTIIPaBKa

2.0opMUpOBaHKE ¥ HOMEHKJIATYpA JIeJ M0 KaJpaMm.

CamocTosiTenpHas paboTa 00y4JaroMIMXCsl: MOATOTOBKA JOKIIa1a 2

Conepxxanne yueOHOro MaTepuana

OOmast XapakTepUCTHKa W BHIbl OPraHW3AIMOHHBIX TEXHUYECKUX cpeAcTB. [lepcoHanbHbie

KOMITBIOTEPEI B COBPEMEHHOM JIEJIONPOU3BOACTBE. [IopsaIok opraHm3anuy T0KyMEHTO000poTa C 8 OK 01
Tema 7. TexHuueckoe UCIIOJIb30BAHUEM CPEICTB TEJIEKOMMYHHUKALUU. ABTOMAaTU3UPOBAHHBIC CUCTEMBI OK 0 9'
obecnieueHue paboOThI C JIOKyMEHT0000pOTa. MK 1 1'
yIpaBIeHYECKUMU Jlextuun 2 K 1'2’
JOKYMEHTaMH. [IpakTrueckoe 3aHsITHE K 1' 3'

1. lenoast urpa: TpymoBas KHIDKKA: BbIIada, 0opOpMIICHHE, XpaHEHUE 6 '

2.Tect

CamocrosiTenpHast paboTa 00ydarommxcs -

Copepxanne yueOHOTO MaTepuana

Howmenkmarypa nen. TpeboBanust ['ocymapcTBeHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeYeHus

yHpaBJIeHHUs] K COCTaBJICHHIO HOMEHKJIATypsl nen. CopaeprkarenbHas 4acTh HOMEHKIJIATYPHI JE:

WHJIEKCHI JIeJl, 3ar0JIOBKH JIeJI, KOJMYECTBO JIeJI, CPOKH XpaHEHHS U HOMEp CTaThH MO IMEPEYHIo,

npumedanust. Dopmuposanue nen. [lpusnaku 3aBenenus nen. TpedoBanus kK popMUPOBaHUIO JEII. 8
T [IpaBwia rpynnupoBKHA JOKYMEHTOB Ji€jla 10 BUAaM M XpOHOJOruMu.IloAroToBKa TOKYMEHTOB K OK 01,

ema 8. CrcremaTusamm apXMBHOMY XPaHEHHUIO. OKCIEPTH3a IIEHHOCTH JOKyMeHToB. (CocTaBieHHE OMNMHUCEH It OK 09,

1 Xpatenme MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHWsI JIOKYMEHTOB, I 110 JHYHOMY COCTaBy. AKTHI O K 1.1,
YHPABJICHACCKHX BBIJICJIEHUH K YHUUTOXEHHUIO J€JI C HCTEKIIMMH CPOKAMH XPaHEHUSL. IIK 1.2,
JIOKYMCHTOB Jlexmn 2 [IK 1.3

IIpakTuueckoe 3aHsTHe

1.®opmuposanue nen. [lpusnaku 3aBenenus nen. TpeboBanus k ¢popmupoBanuio nei. [lpasuia 6

TPYNIHPOBKY JIOKYMEHTOB Jieja 110 BUIaM M XPOHOJIOTHH.

2.IToarotoBka JOKYMEHTOB K apXMBHOMY XpaHEHHIO. DKCIEpTH3a IIEHHOCTH JIOKYMEHTOB.

CamocTosiTenpHas pabota 00yJaromMXCsl -

KonTponbHas paborta 2
Bcero 62
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2.4. TemaTu4eCKMid IJIAH U COIePKaHNEe TUCHUIINHBI JJI5 32049HO1 (GopMbI 00yUeHusI

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0beM (hopMHUPOBaHUIO
Copeprxanne yueOHOTO MaTeprana u (POpMbI OpPTaHU3AIHH AeSITETFHOCTH 00yYarOIInXCst
U TEM YacoB | KOTOPBIX CIIOCOOCTBYET
3JEMEHT NPOrPaMMBbI

Conepxanne ya4eOHOro MaTepuaa

[Monstuss «uHGOpMALMA» M «IOKyMEHT». Ponb uH(pOpMamuu B cOUMANBHO-3KOHOMHUYECKUX

mporieccax.  llommdyHkunoHamsHOCT, MOKyMeHTa. WHbopManuoHHas, KOMMYHHKAaTHBHAS,

colmabHasl, KyIbTypHas, yIpaBICHUYECKas, IpaBOBas, HCTOpHYecKas W JApyrue (QyHKIUU

nokymeHntoB. [loHatue o JgOKyMeHTHpoBaHWH. (OCHOBHBIE CHOCOOBI JTOKYMEHTHUPOBAHHUSI.

MarepranpHple HOCHTENH WH(MOPMAIMM W WX BIHSHWE Ha JOJTOBEYHOCTh M COXPaHHOCTH 6 OK 01
Tema 1.CymHoCTh JOKyMEHTa. 3aKOHOJATENbHBIE aKThl, PpErJIaMEHTHUPYIOIIME OpraHu3auuil  paboTel ¢ OK 09'
JIOKYMEHTAllHOHHOT O JIOKYMEHTHUPOBAaHHOM uHpOpMAaITUCH. HopMmatuBHo-meToan4ECKHE JIOKYMEHTBI, K 1 1'
obecrieueHus! perIaMeHTUPYIOIINE TOPAAOK BbIIAYd U TpeOOBaHUS K O(GOPMIICHHIO KOMUH B OpraHW3aIlMsX, K 1'2’
YIIPaBICHUS KOTOPBIE SBIISIFOTCSL aBTOPaMU JOKYMEHTOB. OCHOBHBIE HOPMATHBHBIE AKThI, PENIAMEHTHPYIOLINE K 1' 3’

JIOKYMEHTHPOBaHHE YIPaBICHUECKOHN e TeIbHOCTH

Jlekun -

ITpakTHueckoe 3aHsTHE -

CamocTosiTenpHas paboTa 00yJaronIuXxCs

1.PaboTa ¢ peKOMEHJOBaHHOW y4eOHOM JINTEPaTypOii; 6

2.IloarotroBKa JOKJII0B HA TEMBI: «JTalbl HCTOPHS Pa3BUTHS JEJIONPON3BOJICTBA B Poccumy.

Conepxkanne yueOHOro MaTepuaa

XapakTepucTUKa UM COCTaB OPraHU3allMOHHBIX JOKYMEHTOB. XapaKTepUCTUKA U COCTaB

pacHOpSIUTENBHBIX JIOKYMEHTOB. XapaKTePUCTUKA M COCTaB WH(OPMAIMOHHO-CIPABOYHBIX
Tema 2. JIOKYMEHTOB. Y HU(uKaIus ¥ cranaapTusamus. [oHATHE «CUCTeMa JOKYMEHTAIUNY, € MPU3HAKH.
YnpaBneHueckas OyHKIMOHAILHEIE W OTpacieBble CHUCTEMbI JOoKyMeHTanwu. lloHsTHe «yHubUIIMpOBaHHASL
nokyMeHTanus. OyHKIUW | CUCTeMa JOKyMEHTaluW». | oCcyJapCTBEHHBIE CTaHIAPTHl Ha YHHU(DUIMPOBAHHBIE CUCTEMBI OK 01,
YIpaBIeHYECKOM JOKYMEHTAIIMH, PETJIAMEHTHPYIOIIE 00I1e MpaBuiia X pa3padOTKU U MocTpoeHus Gopmyrsipa- 7 OK 09,
JIOKYMEHTAIUH. oOpasua. Ilonsatue «yHupHUIMPOBaHHBIE POPMBI TOKYMEHTOB. OOIIEPOCCUHCKUE W OTpaciieBbIC IIK 1.1,
YauduuupoBaHHbie yHU(pUIHPOBaHHBIE (POPMBI JOKYMEHTOB; YHU(PHULIMPOBaHHBIE (POPMBI TOKYMEHTOB TPEATIPUSATHS, [IK 1.2,
CUCTEMBI MOpSAZOK WX BBEIACHWS B JeicTBHe. Pacmpenenenne cocrtaBa BHIOB W Pa3HOBHIHOCTEH K 1.3
YIIPaBICHYECKOU JIOKYMEHTOB OTIPEAETIEHHOTO KOMITIEKCa 10 3ajjadyaM yrpasieHus. Buasl kommil. TpeboBanus
JOKYMEHTAIHU. 0 OpPMIICHUIO Pa3NUYHBIX BUJOB KOMHUHA TOKYMEeHTOB. HopmaTnBHO-METOAWYECKHE HOKYMEHTHI,

PErIIaMCHTUPYIOIIUC MMOPAAOK BbIJa4d U TpC6OBaHI/I$I K 0(1)OpMJ'I€HI/IIO KOIIUK B OopraHusanusix,
KOTOPBIC ABJIAIOTCA aBTOpaMU JJOKYMCHTOB.

Jlekun
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[IpakTudeckoe 3aHsATHE
1.Pa360poM MpakTUIECKUX CUTYyaLUil.
2.00cyxIeHue JoKIaa.

CamocTosiTenpHas paboTa 00yJarouXCs

1.Pabota c HOpMATUBHBIMHU aKTAMH

2.I0ATOTOBKAa JIOKIagoB Ha Tembl: «Kiaccngukamus yrnpaBiIeHYECKHX JIOKYMEHTOB IIO
comepkaHmio (IO BHAAM  JESTENBHOCTH)  OPraHW3alMOHHBIC,  PacHOPSIUTENBHEIC,
MHQOPMAIIMOHHO-CITPABOYHBIE.

Cojneprkanue yueOHOTO MaTepuaia

[lonsatne «pexBu3uT». [loCTOSIHHBIE M NEPEMEHHBIE PEKBU3UTHI, MOPAAOK MX HAHECEHUS IPH
COCTaBJICHMM JIOKYMEHTa WM pabore ¢ HUM. [IpaBuna odopmieHus pekBU3HTOB. YTJIOBOE U
MIPOJOIBHOE PACIOIOKEHNE PEKBUBUTOB IOKYMeHTa. CTPYKTypa JOKYMEHTa.

Tewma 3. Ilougarue OK 01,
Jlekun
«PEKBU3UT JOKYMEHTA. OK 09,
[IpakTuueckoe 3aHaTue
CxeMa pacroiaoKeHus U TIK 1.1,
1.0dopmieHne HOKyMEHTa C HCIOIb30BAaHUEM PEKBU3UTOB JOKYMEHTA
XapaKTePUCTUKA IIK 1.2,
2.Tect
PEKBU3UTOB I[IK 1.3
CamocrosTensHast paboTa 00yJarommxcs
1.PaboTa ¢ HOpMaTUBHBIMU aKTaMH
2.IlpakTukyM: mpaBuWia OQOPMIICHHS PEKBH3WTOB, YIJIOBOC W TMPOJAOJBHOE PAaCIOJIOKEHHE
PEKBU3UTOB JIOKYMEHTA
Conepxanue yueOHOro Marepuana
CocraBienue u OGOpPMIICHHE OCHOBHBIX YINPAaBICHYECKHX IOKYMEHTOB: YCTaB, IOJIOKEHHE O
CTPYKTYPHOM TOAPAa3/I€IeHNH, TPOTOKOJIBI, aKThl, 3aKJIIOYSHHS, CIy>KEOHbIE 3allMCKH, TOKJIAIbI,
IUIAHBI, 0030pkI, CIIPABKH, IIUCbMA U OP. OK 01
Tewma 4. OcHOBHBIE 2 PPl C1Ip 2 P '
MIpaBJIEHYECKIE Jexm OK 09,
ZOE VMEHTEL, COCTABIICHHE [IpakTuueckoe 3aHaTue IIK 1.1,
’ 1.0dopmreHune OaHka OpraHU3aAIMH IK 1.2,
u opopmiieHHE
2.0dopmiieHHe pacTiOpsANTENLHBIX JOKYMEHTOB. K 1.3
CamocrosTenpHas pabota o0yyaromumxcs
1.IloaroroBka kK mpoBepoyHOil paboTe, paboTa c HOPMATUBHBIM MaTEPHAIIOM.
2 IlpakTukyM: ohopMIIEHUE CITY>KEOHBIX IMCEM U JIPYTUX ONEPATUBHO-CIIPABOYHBIX IOKYMEHTOB
Conepxxanne y4eOHOTO MaTepuaa
[lonsatne nokymentoobopora. OCHOBHBIE TOTOKH YIPABICHYECKHX JIOKYMEHTOB: BXOJSILUH, OK 01,
Tema 5. Opranusawus UCXOSINN, BHYTpEHHHH. JIBH)KEHHE BXOJAIIMX YIPABICHUYECKHX JOKYMEHTOB: NEpBHYHAs OK 09,
0K MéHT(I:o60 ora 00paboTKa, perucTparnusi, pacCCMOTPEHUE PYKOBOIACTBOM OpTraHU3aIlNH, Iepeada Ha UCTIOTHEHNE, IIK 1.1,
y P KOHTPOJIb 32 UCTIOJIHEHUEM, CITUCAHHUE UCIIOJIHEHHOTO JOKYMEHTA B JIETIO. TIK 1.2,
Oranbl NPOXOKICHNUS UCXOSIIUX JOKYMEHTOB: TIOATOTOBKA MPOEKTA, COrJlacoBaHue, 10padoTKa K 1.3

110 3aMCYaHUAM, pETUCTpalsd U OTIIpaBKa.
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Jlekunu

[IpakTrueckue 3aHATUSL
1.0dopmienne pacropsSaNTEeIbHBIX JOKYMEHTOB.

CamocTosiTenpHas paboTa 00yJarouXCs
1.PaboTa c HOpMATUBHBIMHU aKTAMH

Cojneprkanue yueOHOro MaTepuaia

YHuduIupoBaHHas CHCTEMa OPraHH3alMOHHO-PACTIOPSIUTEIBHON JIOKYMEHTAIlMA MO KaJpaM.
JlokyMeHTalHsl TPYIOBBIX OTHOIICHHN B KaJpOBBIX ciyk6ax. CocTaB JOKyMEHTOB MO JTHYHOMY
cocraBy. CocraBiieHHe U OQOPMIICHUE 3asBICHUH, TPYIOBOrO JOrOBopa (KOHTpaKTa), JIMYHON
KapTouku Gopmel T2, TpHKa3oB IO KaapaM, XapaKTePUCTHUKH pPaOOTHHKA, aBTOOMOTrpaduu

Tena 6. paOoTHUKa, aHKEThl pabOTHMKA, JMYHOrO Jnena paboTHuka. TpynoBas KHIKKA: Bblaya, 85 8;

odopmienue, xpanenue. @opMUpOBaHHE M HOMEHKJIATYpa JIe] [0 KaJpaMm. '
JenonpousBoacTBO B Tlexwn IIK 1.1,
KaJIpOBO#i cry»x)0e IIK 1.2,

[IpakTHueckoe 3aHaTue K 1.3

1.Pa0ota B ManbIX rpymnmax: 3Tambl MPOXOKACHUS UCXOASIINX JOKYMEHTOB, IOATOTOBKA IPOEKTA,

coryiacoBaHue, 10paboTKa 1o 3aMeUaHHsIM, PETUCTPALUS B OTIIPaBKa

2.0opMupoBaHHE HOMEHKJIATYPHI AET 10 Kaapam.

CamocTosiTenpHas paboTa 00yJaroIIuXCs

1. PaboTa ¢ AOTIOITHUTENHFHON JINTEPATYPOIA.

Copaeprkanue yueOHOro MaTepuaa

OOmast xapakTepUCTHKa W BHJIBl OpPraHW3AIMOHHBIX TEXHUYECKUX cpeAcTB. [lepcoHanbHbIe

KOMITBIOTEPHI B COBPEMEHHOM Jejionpou3BoacTse. 1lopsaok opraHuzanuu A0KyMEHTOO00poTa ¢

UCIIOJIb30BaHHEM CpeAcTB TEJIEKOMMYHHKALIUH. ABTOMaTH3UPOBAaHHbIE CHCTEMBI OK 01
Tema 7. TexHu4eckoe JIOKyMEHT0000pOoTa. OK 0 9’
obecnieueHue paboThI C Jlexiuu K 1 1’
yIpaBJIeHIECKUMH [IpakTudeckoe 3aHsATHE K 1:2:
JIOKYMEHTaMH. K 1.3

CamocrosiTensHast paboTa 00yJarommxcs

1.PaboTta c HOpMATUBHBIMH MIPABOBBIMH AKTAMH

2IlogroroBka mokmanoB Ha TeMy: «llepcoHanpHBIE KOMIIBIOTEPBI B COBPEMEHHOM

JIeJIONPOU3BOJICTBEY.

Copneprkanne yueOHOTO MaTepuaa
Tema 8. CHCTeMATH3AII Howmenxkmnarypa nen. TpeboBanus ['ocymapcTBeHHONM CHCTEMBI JOKYMEHTAIIMOHHOTO OOeCTIedeH s OK 01,
1 XpaHeHHe yIpaBlieHHsT K COCTaBJICHUIO HOMEHKJIAaTypsl Aeil. CopepkaTelbHas 4acTb HOMEHKJIATYPBI AEN: OK 09,
A —— WHJIEKCHI JIeJl, 3ar0JIOBKH JIeJI, KOJMYECTBO JIeJ, CPOKH XpPaHEHHWS W HOMEP CTaThH IO MEPEeYHIo, MK 1.1,
IOKYMEHTOB npumedanus. @opmupoBanue nein. [IpusHaku 3aBenenus nen. TpeboBaHust K POPMUPOBAHHUIO €T IIK 1.2,

[IpaBwiia rpynnupoBKH TOKYMEHTOB J€J1a 0 BUAAM M XpoHosoruu.IloAroroBka JOKYMEHTOB K K 1.3

APXUBHOMY XPaHCHHUIO. SKCI'ICpTI/IBa INCHHOCTU HOKYMCHTOB. CocrapiicHHUE OIMCEH JUIA
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IMOCTOAHHOI'O U BPEMCHHOI'0O CPOKOB XpPAaHCHHUA JOKYMCHTOB, ACJI IO JIMYHOMY COCTaBYy. AXTBI O
BBIACIICHUHN K YHUYTOXCHUIO ACJI C UCTCKIIMMHA CPOKAMHU XPAaHCHUS.

Jlexun

TIpakTrHueckoe 3aHATHE

CamocrosiTensHast paboTa 00ydarommxcs
1.PaboTa ¢ HOpMAaTHBHBIMHA AKTaMH.

2.CocraBiieHue OMHCEH I TOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHEHHUsS JIOKYMEHTOB, JIEN TI0 !
JIMYHOMY COCTAaBY.
KouTposbHas padbora 2
Bcero 62
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3. YCJIOBUSA PEAJIMZALUUA ITPOT'PAMMBI INCHUIIJINHBI

3.1. TpebGoBanusi K MATEPUAJTIBLHO-TEXHUYECKOMY 00eCIedeHUI0

Jnst peanuzanuu nporpammbl  auctiuinasl OI1.06  JlokyMeHTalmoHHOe
oOecrieueHre yrpaBJieHHs MPETYCMOTPEHBI CIICITUATBHBIC TTOMEIICHHUS.

CriernanbHbIE TTOMEIIEHUS MIPEICTABISAIOT CO00H yueOHbIe ayJUTOPHUH st
MPOBENCHUSI 3aHATUHA BCEX BHUIOB, MPEAYCMOTPEHHBIX 00pa30BaTEIbLHOMN
pOrpaMMoOi, B TOM 4YHCJE TPYMNIOBBIX W WHANBUAYAIHHBIX KOHCYJIbTAIUH,
TEKYIIEr0 KOHTPOJS M MPOMEKYTOUYHOW aTTECTAIMH, a TAKXKE MOMEIICHUS s
CaMOCTOATENLHON  PabOThl, OCHAIIEHHBIE OOOpPYJAOBaHWEM, TEXHUYCCKUMU
cpencTBaMu  OOyYeHHST W MaTepuajamMH, YYUTHIBAIOIUMU  TPeOOBaHMS
MEXTyHApOTHBIX CTAHIAPTOB.

O6opynoBanue KaOMHETa JOKYMEHTAIIMOHHOTO OOECIEUYECHHs YIPABICHUS:
pabouee MeCTO MeJaroru4eckoro paboTHUKA (CTOJ, CTYI); MeOelb YUYeHUUECKas;
JIOCKa JJI MUChbMa MeJIOM; MH()OPMAIMOHHBINA CTEH/; TPUOYHA JJIsi BHICTYTUICHU.

Texuuueckue cpencrBa OOy4eHHMsS: JOCKa JJisi MHCbMa  MEJIOM,
WHOOPMAITMOHHBIA ~ CTEHJl, HOYTOYK/TIEpCOHAJIbHBIA  KOMIIBIOTEP,  JKpaH,
MYJIbTUMEIUATPOEKTOP.

3.2. UudopmannoHHoe odecneyeHue 00yueHust

3.2.1. OcHOBHbBIE HCTOYHUKH
1. Ky3nenoB, U. H. JlokyMeHTannoHHOE oOecreueHrue yrpaBieHUs.
JIOKyMEHTOOOOpOT U ACJIONPOU3BOJACTBO : YUYCOHUK M MPAKTUKYM JJIsi CPEAHETO
npodeccuonansHoro oopazosanus / . H. Ky3nenos. — 4-e uzn., nepepald. u AO1.

— Mocksa : UznarensctBo IOpaiit, 2024. — 545 c¢. — (IIpodeccunonanpHoe
obopazoBanue). — ISBN 978-5-534-16004-8. — Tekct : 2JeKTpOHHBIN //
OO6pazoBaTenbHas maTdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/537146;

2. Kopuees, U. K. [lokymeHTariuoHHOE OOECHIEUCHUE YIPaABICHUS
y4eOHUK M TPAKTUKYM IS cpeAaHero mnpodeccuoHanbHoro odpaszosanus / U. K.
Kopnees, A. B. Ilmenko, B. A. Mamypues. — 3-e¢ u3zd., nepepadb. u gom. —

MockBa : WznmarenbctBo IOpaiit, 2024. — 438 c¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct : 2JIEKTPOHHBIN //
O6pazoBatenbHas matdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/539262.

3.2.2. JlonoiHUTE/IbHbIE HICTOYHUKH (JIMTEPaTypa)

1. A6ynamze, J.I. JloxkymeHTanmoHHOE oOOecleyeHne YIpaBiICHUs
NEPCOHAJIOM : YYEeOHHK U TMPAKTUKyM [UIsl CpEIHEro MpodeccruoHalIbHOTO
obopazoBanus / JI. I'. Abynamze, U. b. Bemmpspkkuna, B. M. Macnosa. — 2-¢ u3n.,
nepepadb. u gom. — MockBa: WznarensctBo FOpaiir, 2023. — 370c. —
(ITpodeccuonanvuoe obpazoanue). — ISBN 978-5-534-15076-6. — Texkcr


https://urait.ru/bcode/537146
https://urait.ru/bcode/539262
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anekTpoHHbI //  OOpaszoBatenbHass tuiargopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/513389.

2. JHoponuna, JI. A. JlIokyMeHTallmOHHOE OOECIeYeHUEe YIpPaBICHUS :
y4eOHUK W TIPAKTUKyM JUIA CpeJHero mnpodeCCHOHAIBLHOIO 00pa3oBaHus /
JI. A. loponuna, B. C. UputnkoBa. — Mocksa : M3narensctBo FOpaiit, 2021. —
233 c. — (IIpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-05783-6. —
Texcr : snexktponsbld // OOpazoBarenbHas riargopma IOpailt [caiiT]. —
URL.: https://urait.ru/bcode/473802.

3. llysamnoBa, H. H. JlokyMeHTanmoHHOE OOecleueHUE YIpPaBICHUS :
yU4E€OHUK M MPAKTHKYM IJi1 CpefaHero npodeccuoHanpHoro obpazosanust / H. H.
[lyBanoBa. — 2-e u3a. — Mocksa : HUznatensctBo FOpaiit, 2023. — 265 ¢. —
(ITpodeccuonanpaoe obpazoBanue). — ISBN 978-5-534-00088-7. — TekcT :
aneKkTpoHHbI // OOpaszoBarenvHas 1atdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/511963.

3.2.3. HopMaTuBHbIE MPABOBbIE AKTHI

1. IMocranoBnenue ['occrangapra PO ot 03.03.2003 Ne 65-cT «O npuHsATUN
Y BBEJICHUU B JICMCTBUE TOCYHapCTBEHHOro cranaapra Poccuiickon denepamum»
(Bmecte ¢ «I'OCT P 6.30-2003. TocymapctBeHHBI cTanmapT Poccuiickoit
denepanuu. YHUGUIHUPOBAHHBIE CHUCTEMBI JOKyMEHTAIMU. YHUPUIIMPOBaAHHAS
CHUCTEMa OpraHU3allMOHHO-PACTIOPAIUTEIILHON JIOKYMEHTaluu. TpeboBaHusa K
o(opMIIEHHIO TOKYMEHTOBY);

2. Harmmonanensril ctanmaapt Poccuiickoit @enepanuu ['OCT P 7.0.97 - 2016
«Cucrema cTangapToB 1Mo uHGopManuu, OUOTUOTEYHOMY U U3/IATEIILCKOMY JETy.
OpraHn3alMOHHO-PACIIOPSAIUTEbHAS JOKYMEHTALIUSL. TpeboBanus K
opopmiieHnto gokyMeHTOB» (yTB. Ilpukazom Poccranmapra ot 08.12.2016 Ne
2004-cT).

3.2.4. Ilepeuenb uHGOPMALMOHHBIX pecypcoB ceTu « UHTEepHET»

1. DnexktponHas OubOnmoreynas cucrema «tOpait» // Pexum mocryma:
https://biblio-online.ru;

2. Od¢ummaneueiii  cat  Ilpesugaentra P® //  Pexum  mocryma:
https://kremlin.ru;

3. Odunmaneueiii cait IlpaButensctBa Poccum // Pexxum nmocryna:
http://government.ru/;

4. CepBep opratoB rocymapctBeHHou Binactu P® // Pexum nocrymna:

https://www.gov.ru.
5. HenonpowusBoactBo+ - www.delpro.narod.ru.

3.2.5. CoBpeMeHHbIe NpodeccuoHATIbHBbIE 0a3bI JAHHBIX
1. TocynapctBenHas cuctema «OduUnMambHBI UHTEPHET-MIOPTAI IPABOBOM
uHpopMaruny // Pexxum pocryma: http://pravo.gov.ru;
2. Hexommepueckasi MHTEPHET-BEPCHSI CIPABOYHOM MPABOBOM CHCTEMBI
«KoncynprantlInroc» // Pexum moctyna: https://consultant.ru;



https://urait.ru/bcode/513389
https://urait.ru/bcode/473802
https://urait.ru/bcode/511963
https://biblio-online.ru/
https://kremlin.ru/
http://government.ru/
http://www.gov.ru/
http://www.delpro.narod.ru/
http://pravo.gov.ru/
https://consultant.ru/
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3. DieKTpOHHBIN (OHJ aKTyadbHBIX MPABOBBIX U HOPMATHBHO-TEXHHUECKUX
nokymenToB // Pexxum noctyma: https://docs.cntd.ru/.

3.2.6. IlepeyeHb JTUMIEH3MOHHOTO U CBOOOIHO PACIIPOCTPAHSAEMOIO
NPOrPaMMHOI0 ofecneyeHusi, B TOM YHcJie 0Te4eCTBEHHOr0 MPOU3BO/ICTBA

1. Ilpunoxenue Libre Office (ucmoap3yercs s MOATOTOBKH JIOKJIAIOB,
COOOIICHH, BHITTOJIHEHUS IPYTUX MUChMEHHBIX 3a/IaHUH ).

2. Tlpunoxenne Open Office (ucmomp3yercst st cocTaBieHUsT U PabOTHI ©
AIEKTPOHHBIMU TAOIUIIAMU).

3. IIporpamma-0Opaysep Google Chrome (wmu apyras ajabTepHATHBHAs)
(uconmp3yeTcss il pabOThl C DJICKTPOHHBIMHA OMOJMOTEYHBIMA CHCTEMAMH H
IpyrumMu pecypcamu «MIHTepHET»).

4. CopaBounasi mnpaBoBasi cucteMa «Koncynbrantllmtoc» (JIOKaJIbHBIM
JIOCTYTI).

5. CnpaBounas npaBoBas cucteMa «I"APAHT» (iokanbHbIN q0CTYI).

6. 7-Zip (ucronb3yercs JUIs apXUBUPOBaHMs (PalIoB ¢ BHICOKOW CTCIICHBIO
CoKaTHs).


https://docs.cntd.ru/
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA

JUCHUILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI Pe3yJIbTATOB 00y4eHMsI

Pe3ysabTarnl 00yyeHus \

Kpurepum oneHku

MeToabI OIIeHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUIIIMHBI

TepMmuHoIOrUs B
obnactu
JOKYMEHTAIMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopwmatuBHbie
JIOKYMEHTHI,
perJaMeHTUpyIoIIre
COCTaBJICHUE "
odopmiieHHE
JIOKYMEHTAIU! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopMIIeHUS
OpTraHU3aIMOHHO-
pacmnopsiANTEIbHBIX
JIOKYMEHTOB, BXOJISTIIHX
B YHU(PUIIUPOBAHHYIO
CUCTEMY
OpTraHU3aIMOHHO-
pactopsIUTeIIbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOM JOKYMEHTAIUU
B YacTU JOKYMEHTAI[u’

10 y4eTy TpY[a;
[Topspoxk  mpoBeneHus
DKCIEPTU3Bl  IIEHHOCTH
JIOKYMEHTOB "
NOATOTOBKA  JI€T K
apXMBHOMY XpaHEHHUIO.
TexHonorus
OpraHu3aluu
JOKYMEHTOOOOpoTa B
OpraHu3aIusIX
(Y4peKIeHUsX).

- opopmieHHE TOKYMEHTOB M pEIICHUE
IIPAKTUYECKHX cUTyalui c
HOPMAaTHBHBIM PaBOBBIM
000CHOBaAHHEM;

- UCTIOJIb30BaHHUE pa3IMYHBIX
UCTOYHMKOB, BKIIOYasi 3JEKTPOHHBIC
pecypcbl, Meaua pecypceel, MHTepHeT-
pecypchl, MepUOAUYECKHE HM3AaHUS M0
CTEIUATBHOCTH TSt peteHust
npogeccuOHANIBbHBIX 3a]1a4

- JeMOHCTpalus OTBETCTBEHHOCTH 32
NPUHATBIE pelIeHUsl, 000CHOBAaHHOCTb
caMmoaHajmn3a u KOPPEKIHSA
pe3yabTaToOB COOCTBEHHOM pabOThI;

- WCTOJB30BAHUE 3aKOHOJATEIBHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ AaKTOB  IpHU
TUTAHUPOBAHUH TIPEANIPUHUMATEIHCKON
NeSITeIbHOCTH B  NMpOo(hecCHOHATbHON
chepe;

- JIEMOHCTpaius 3HaHUH B 001acTH
(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTb B3aUMOJEHUCTBUS
¢ 0o0ydarIuMucs, MpernojaBaTesiMu
B XOJie 00ydeHUus, PyKOBOAMTEISIMHU
yueOHoM U IIPOU3BOJICTBEHHOM
IPaKTHUK.

-coOmroieHmne
po¢eCCUOHAIBHON ITUKH,
— TOCTpOeHHE MNpOo(hecCHOHAIBHOTO
o0ImeHnss C  yd4eToM  COIMaJIbHO-
po¢eCcCHOHATBLHOTO craryca,
CUTyalll  OOIIEHUsI, OCOOCHHOCTEH
TPYIIIIBI U UH/IUBUIYaIbHBIX
0COOEHHOCTEM YYaCTHUKOB
KOMMYHUKAIIH;

- TPaMOTHOCTh YCTHOM W NHCbMEHHOU
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

HOPM

- scHOCTh  (OpMYJIUpOBaHUS U
U3JI0’KEHUS MBICIIEN;
- TpOsBICHHE TOJEPAHTHOCTH B

MporLecce OOIIeHUS;
- CcoONIOJICHHE HOPM TIOBEACHHS BO
BpeMsl YUeOHBIX 3aHSTHIA;

- DKCIEPTHOE HAOJI0JIEHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHUI,

- OlIEHKa [0 HUTOram
YCTHOTO orpoca
CTYJCHTOB,

- HaOJIO/ICHHE TI0 UTOraMm
TECTUPOBAHUS,
- OLIEHKa B
MIPOBEICHUS
IIPOMEKYTOUYHON
aTTecTaluu.

nporecce
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- coOIroIEHNE CTaHJapTOB
AHTUKOPPYIIIUOHHOTO TIOBECHHUS;

- COOJIIOJTaeT HOPMBI IKOJIOTHYECKON
0e30IMacHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax
po(eCCHOHATILHON JIEATEIBHOCTH IO
CHELUATBHOCTH;

- 3(hdexTUBHOCTh  HCIOIB30BAHUS
CpeAcTB (PU3MUECKON KyJIBTYPHI IS
COXpaHCHHSI U YKPEIUICHUS 370POBbS B
nporecce npodeccuoHaIbLHON
JeSITeTbHOCTH " TOJIePIKaHUS
HEOOXOAUMOTO YpOBHS  (pu3muecKon
MOJITOTOBJICHHOCTH;

- 9(h(}eKTUBHOCTh UCIONB30BaHUS B
npodecCHOHATLHOU JeSITeIIbHOCTH
HEOOXOUMOW JTOKYMEHTAllUH, B TOM
YrCJIe HA HHOCTPAHHOM SI3BIKE

HepequL YMGHHﬁ, OCBAaMBACMbIX B paMKax JUCHUITIIIMHBI

[IpumensTH
NPaKTUKE
roCyJapCTBEHHbIE
CTaHJAPTHI, apyrue
HOPMAaTHUBHO-
METOMYECKHE
JIOKYMEHTHI,
periIaMeHTHPYIOIINE
OpraHu3aIUIo
JOKYMEHTAI[HOHHOTO
o0ecrieueHus
yIIpaBJICHUS;
CocraBiATh u
NPaBUWIBHO 0(OPMIIATH
OCHOBHbBIE BUJIbI
OpraHu3aIMOHHO-
pacropsauTeNbHbIX
JIOKYMEHTOB;
Odopmitsate
MH(OpPMaLMOHHO-
CIPaBOYHYIO
JOKYMEHTAITHIO;
OdopmIATE  KaJpOBYIO
JOKYMEHTAITHIO;
Odopmitsate
NPETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

Ha

- ohopmiIeHHE TOKYMEHTOB M PEIICHUE
MIPAKTUICCKHIX cUTyarui c
HOPMaTHBHBIM PaBOBBIM
000CHOBAHHEM;
- UCIIOJIb30BaHUE Pa3InYHBIX
WCTOYHUKOB, BKJIOYAsl JJICKTPOHHBIC
pecypcel, Meaua pecypcbl, MHTEepHeT-
pecypcehl, MEPUOIUYCCKHE H3TaHUS 10
CHEIHATbHOCTH TUIs peleHus
npo¢eCCUOHAIBHBIX 3a]1a4
- JIEMOHCTpaIlsl OTBETCTBEHHOCTH 3a
MPUHSATHIE PENICHHUsS, 000CHOBAHHOCTH
camoaHaiIn3a u KOppeKIUs
Pe3yJIbTaTOB COOCTBEHHOMN pabOTHI;
- HCIIOJIb30BaHHUE 3aKOHOJATENbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUM TIPEIITPUHUMATETHCKOM
NEATCIIEHOCTH B TIPO(EeCCHOHATLHOM
cdepe;
- JEMOHCTpalus 3HaHWA B 00JIaCTH
(hMHAHCOBOI TPaMOTHOCTH;
- KOHCTPYKTHUBHOCTH B3aWMOJICHCTBUS
¢ 00ydJarIUMUCS, MpenoaBaTesIMu
B X0/le 00y4eHHUs, PYKOBOJUTEISIMU

yueOHOI 51 IIPOU3BOACTBEHHOMN
NPaKTHUK.

-cobmroieHne HOpM
po¢eCCUOHAIBHON ITUKH,

— TOCTpOeHHE MpOo(hecCHOHAIBHOTO
oOleHnsT C  yd4eToM  COIHaJbHO-
npo¢eCcCHOHATBLHOTO craryca,
CUTyallMil  OOIIEHUsI, OCOOCHHOCTEH
IpyIIIBI U VH/IMBUAYaJIbHBIX

- JKCIEepTHOE HalIro/ieHue
BBIIIOJIHECHUS
IIPAKTUYECKUX 3aaHU,

- OLEHKa II0 HUTOram
YCTHOI'O orpoca
CTYJIEHTOB,

- HaOJI0JileHHe MO HTOoraMm
TECTUPOBAHUA,
- OLEHKa B
IIPOBEACHUS
IIPOMEKYTOUHON
aTTeCTalUH.

nporecce
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0COOEHHOCTEH YY9aCTHUKOB
KOMMYHHKAIIUU;

- TPaMOTHOCTh YCTHOW W THCHMEHHOMN
peun;

- odopmiieHHE  JOKYMEHTOB B
coorBercTBuH ¢ 'OCToM;

- scHOCTh  (OpPMYJIHPOBAaHUA U
HU3JI0KEHHS MBICIICH;

- TPOsIBJICHHE TOJEPAHTHOCTH B
rpoiiecce OOIICHHUS;

- COONIOZICHWE HOPM TIOBEICHHUS BO
BpeMs yUeOHBIX 3aHSATHIA;

- coOuroIeHue CTaHJapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- COOJIIOJIaeT HOPMBI IKOJIOTHYECKON
0e30I1aCHOCTH;

— orpeenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax
npodeccCHOHAIBHON JIeATEeILHOCTH 110
CICIUATBHOCTH;

- 3(p(dEKTUBHOCTh  WCIOJb30BaAHUS
cpeAcTB (PHU3UYECKOW KYJIBTYPBI IS
COXPAaHCHHUS U YKPEIUICHUS 37J0POBBS B
nporecce npoeCCUOHATBLHON
JeSATSILHOCTH " O IICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (PU3UYECKOM
MTOAITOTOBJICHHOCTH;

- 2(QEeKTUBHOCTh HCMIOIH30BAHUS B
npogecCuoHaNIbHON NeSATeTbHOCTH
HE0OXOIUMOM JTOKYMEHTAIlMH, B TOM
YHCJIe HA HHOCTPAHHOM SI3bIKE
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4.2. Kputepuu oueHNBaHUsI YPOBHS c()OPMHPOBAHHOCTH 3HAHUI ¥ yMeHMIi

4.2.1. Kputepuu onieHMBaHMs YCTHOIO OTBETA

«OTJIMYHO»

«XOPOLIOY «YJOBJICTBOPUTEILHO» | «HEYJOBICTBOPUTEIHLHO
oOyuaroluiics 1aeT | oOyJaromuiics JaeT | CTYAEHT NPaBUIBHO CTYJIEHT HU3J1araet OTBET
YEeTKHE, TPAMOTHBIC MpaBUJILHBIC B M3JIaraeT TOJbKO C CYILIECTBEHHBIMU

pa3BEpHYThIE LIE€JIOM IPaMOTHBIE 4acTh MaTepHaia, OLIMOKaMu WIIN
OTBETHI HA OTBETHI, HO IS 3aTpyAHSIETCS OTKa3bIBACTCSI OTBETUTD
MIOCTaBJICHHBIE YTOUHEHHUS OTBETA IIPUBECTHU NIPUMEPBI; Ha IIOCTAaBJICHHbBIE
BOIPOCHI, IPUBOJIUT TpeOyroTCst HEJIOCTAaTOYHO YETKO U BOITPOCHI;
IIpUMEPHI U3 HaBOJSINE IIOJIHO OTBEYAET Ha HE OTBEYAeT Ha
peabHOM JKU3HU; BOIIPOCHI; JTIOTIOJIHUTEIIbHBIC JOTIOJTHUTEIbHBIC
MIOJIHO U JIOCTaTOYHO MOJIHOM BOITPOCHI; BOITPOCHI;
000CHOBAHO OTBEYaET Ha IIPU UCII0JIb30BAHUNU npoQeCcCHOHAIBHON
OTBEYAET Ha JIOTIOJIHUTEJIbHBIE npodeccuoHanbHOM TEPMUHOJIOTUEN HE
JOTIOJTHUTEIHHBIC BOIIPOCHI TEPMUHOJIOTUU BJIa/IEET WIH JIONTYCKAEeT
BOITIPOCHI; IIPU UCIOJIb30BAaHUU JIOITyCKaeT CYILECTBEHHBIE OLITUOKHU
IrPaMOTHO poQeCCHOHAIBHON HE3HAUYUTEIbHbIE MIPU UCTIOJIb30BAHUU
HCIIONb3YET TEPMUHOJIOTUU OIINOKHU TEPMUHOB
MTOHATUINHBIN JIOITYCKAaeT
amnmnapar u HE3HAUYUTEJIbHbIC

npodeccrnoHabHYIO OIINOKHU

TEPMUHOJIOTHIO

4.2.2. Kputepuu olleHUBAHNS PelIeHUS TECTOBBIX 3aaHUI

«OTIINYHO» «XOpouIo» «KYHOOBJICTBOPUTCIBHOY | KHCYOOBJICTBOPHUTCIBLHO

BEINIOIHEHO 4/5 BBIIIOJITHEHO ¥4 BBITIOJTHEHO Ooutee Y2 BBITTOJTHCHO MCHECC
TECTOBOI'O TECTOBOI'O TECTOBOT'O MaTcpUajia IIOJIOBHHEI 3aJIaHHi
MaTcpurajia MaTcpuajia

4.2.3. Kputepum olleHUBAHUS BbITIOJHEHUSI IOKJIAI0B

KOTIHUYIHO»

«XOopouio»

«YHAOBJICTBOPUTCIIBHO» | «KHCYOOBJICTBOPUTCIBHOY

TEeMa pPacKphITa B
MIOJIHOM 00BEME U
aBTOpP CBOOOHO B

HEll OpUeHTHpYeTCS,

ITOCEA0BATEIBHO U

JIOTUYHO, MaTepHal

JIOKJTaJIa aKTyaJIeH u

TE€Ma PacKphITa B
LIEJIOM II0JIHO,
MIOCJIEI0BATEIBHO U
JIOTUYHO, BBIBOBI
apryMeHTHPOBaHBbI,
HO IIpH 3aIIUTE
JIOKJIaaa

pa3zHooOpa3eH oOyuaromuiics B
(TIpoaHaTM3UPOBAHbI OCHOBHOM YMTall
HECKOJIBKO JIOKJIAJI U HE JlaBajl
PA3IUYHBIX COOCTBEHHBIX
HUCTOYHUKOB) MOSICHEHHIA;
BBIBOJIBI obOyJaromuics
apryMeHTUPOBAHBI, HEJI0CTaTOYHO
oOyyJaroruiics TIOJTHO ¥ YBEPEHHO

OTBCTUII HA

OTBCYAJI HA BOIIPOCHI

TEMA PACKpPbITA HE

HE COOTBETCTBYET
MIOJIHOCTBIO, TE3UCHI U

KpUTEPHUSIM
YTBEpPXKICHUS HE «yIlOBJIETBOPUTEIBLHO»
JIOCTaTOYHO

COIJIaCOBaHEI,
apryMeHTaIus
BBIBOJIOB
HETOCTATOYHO
oOocHOBaHa, JOKJIa
BBIIIOJIHEH Ha
OCHOBaHHUHU
€IMHCTBEHHOTO
HMCTOYHHKA, Ha
BOIIPOCHI
IperoaBaTels

ayIUTOPUHU
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BOIIPOCHI
npernoaaBareis u
ayJIUTOpUU

IIpernoiaBaTess u
ayIuTOpUn

oOyyJaronuiics He
OTBCTUJI

4.2.4. Kputepum OLleHUBAHUS BbINOJTHEHUSI IPAKTHYECKOIl padoThI

COTJIMYHOY «XOPOIIIOY «YIOBIICTBOPUTEIBHOY» | «HEYIOBICTBOPUTEIHLHOY
MIOJTHOE U IIPY BBITIOJIHEHUU | YAaCTUYHO MPABWIBHOE | OTBET HE COOTBETCTBYET
paBUIbHOE 3aJJaHuN BBITIOJIHCHUH 33 IaHHI KPUTEPHSIM OIICHKU
BBITIOJTHEHUE MPAKTUIECKON MPAKTUIECKOU «YIOBIETBOPUTEIILHOY
3aJIaHAM paboThI OBLITH paboTHI,
MIPAKTUIECKOU JIOTTYIIICHBI HEJ0CTAaTOYHAs
paboThl, mopoOHas HE3HAYUTEIIbHBIC apryMeHTaIlusl CBOCTO
apryMeHTaIus OIINOKHU, IMEET OTBETA, 3HAHUE

CBOCT'O pCIICHUA,
XO0pomec 3HAHUEC
TCOPECTUYCCKHUX
ACIICKTOB PCUICHUA.

MECTO JOCTATOYHAs
aprymMeHTaIus
CBOETO PEIIICHHS,
XOpoIliee 3HaHNE
TEOPETHUUECKHUX
aCIEKTOB
BBIITOJIHSIEMBIX
3aaHUuN

OIpeeICHHBIX
TEOPETUYECKUX
aCIIEKTOB
BBIITOJTHSIEMBIX
3aJaHIH

4.2.5. Kputepun onleHMBaHUS BHEAYIMTOPHOI CaMOCTOSTEIbHOM PadoThI
00yJamuxcs

Bugamu 3amaHuii 11 BHEAyJIUTOPHOM CaMOCTOSATEIBHOM pPabOTHl MOTYT

OBITh:

- AJI1 OBJIAACHUA 3HAHUWAMM:. UYTCHHC TCKCTa (y‘le6HI/IKa, IMEPBOUCTOYHHUKA,

JOTIOJTHUTEIBHOW  JTUTEPATYpPhl);

COCTaBJICHUEC IIJIaHAa TCKCTA,

rpadguyeckoe

M300paXKEHUE CTPYKTYPhl TEKCTA; KOHCIIEKTUPOBAHUE TEKCTA; BBIMTUCKHU W3 TEKCTA;
paboTa CcO CJOBapsIMU U COPABOYHMKAMH; O3HAKOMJICHHE C HOPMATHUBHBIMU
JIOKyMEHTaMU; ydeOHO-HCClleoBaTeNbCcKasg padoTa; HMCIOJIb30BAHUE ayJuo- H
BHUJICO3AMUCEN, KOMITBIOTEPHOUN TeXHUKHU U IHTEepHETa U Ap.;

- JUIA 3aKpeIUICHUST U CHUCTEMaTu3allid 3HaHWM: paboTa C KOHCIEKTOM
aexkuun (0OpaboTKka TEKCTa); MOBTOpHAs paboTa HajA Y4YEOHBIM MaTepuaIoM
(yueOHMKA, TIEPBOMCTOYHWKA, JOTOJHUTEIHHOM  JUTEPATyphl, ayauo- U
BUJICO3AITHACEH); COCTABIECHUE TIJIaHA U TE3MCOB OTBETA; COCTABJICHHUE TAOJMIT IS
CUCTEMATHU3AlMK Y4eOHOTO MaTephayia, W3y4eHHE HOPMATUBHBIX MAaTEpPHUAJIOB,;
OTBETHl HA KOHTPOJBHBIE BOIPOCHI, aHAJUTHYECKas oOpaboTKa TEKCTa
(aHHOTHpOBaAHUE, pElEH3UpOBaHKE, pedepupOBaHKUE, KOHTCHT - aHAIU3 U Jp.);
MOATOTOBKA COOOIICHUH K BBICTYIUICHHUIO Ha CEeMHUHape, KOH(MEpPEHIINH;
MOATOTOBKa pedeparoB, AOKIAAOB; COCTaBJIeHUE OuOIMOrpaduu, TeMaTHYECKUX
KpPOCCBOPJIOB; TECTUPOBAHUE U JIP.;

- uisi OopMUPOBaHUST YMEHUI: pelIeHre 3a/1a4 U YIpakKHEeHUH 1o o0pasily;
pelIEHHE BapUATHBHBIX 3aJa4 MW YIPAXKHEHUN; pEUIEHWE CUTyalMOHHBIX
MPOU3BOICTBEHHBIX (TPO(PECCHOHANIBHBIX) 3a/a4; MOJArOTOBKA K JIEJIOBBIM HIPaM;
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IIPOCKTUPOBAHME W  MOJACIMPOBAHME  PAa3HBIX BHJIOB W  KOMIIOHEHTOB
poecCUOHaNbHOMN eI TeIbHOCTH.

Buael 3amaHuii 1y BHEAyJIMTOPHOM CaMOCTOSITEILHOM paboThl, HX
coJlepKaHUEe U XapaKTep MOTYT MMETh BapUaTUBHBIA M TUdPepeHIMpPOBAHHBIN
XapaKkTep, YYHUTHIBATh CHEHMU(PUKY CIECHHAIbHOCTH, H3Yy4aeMOW JAMCIUILIUHBI,
WHIUBUyaJIbHbIE OCOOCHHOCTH CTY/ICHTA.

[Ipu npenbsBIeHUN BUIOB 33JJaHU HAa BHEAYJUTOPHYIO CaAMOCTOSATEIIbHYIO
paboTy pEKOMEHAYeTCsl HCHOIb30BaTh AUPPEPEHIUPOBAHHBIN MOAXOA K
cTtyneHTaM. [lepen BBINTOTHEHNEM CTYJIEHTAMHU BHEAYJIUTOPHOM CaMOCTOSTEIBHOU
paboThl MpenojaaBaTesib NPOBOAUT HHCTPYKTAX I10 BBINOJIHEHUIO 3aJaHus,
KOTOPBIM BKJIIOYACT LENb 3aJaHus, €ro COAEpKaHUEe, CPOKH BBIITOJIHEHUS,
OpPUEHTUPOBOYHBIN 00BEM PabOThI, OCHOBHBIE TPEOOBAHUS K pe3yjbTaTaM padoThI,
KpUTEpUH OLEHKU. B mpormecce MHCTpPyKTa)xka NPENoAaBaTeldb MHPERYHNPEKIACT
CTYZAEHTOB O BO3MO>KHBIX TUIIMYHBIX OLIMOKAaX, BCTPEUAIOLIUXCS PU BBIIOJTHEHUU
3agaHus. MHCTpyKTa)X NMPOBOAMTCSA MPENOJaBaTEIEM 3a CUeT 00beMa BpPEMEHH,
OTBEJEHHOI'0 HA U3y4YECHUE AUCLUILINHEIL.

Bo Bpems BBINOJHEHHs CTYJEHTAMH BHEAYJUTOPHOM CaMOCTOSTEIbHOU
paboThl U IpU HEOOXOJUMOCTH IPENOAABATENb MOKET MPOBOJUTH KOHCYIbTALUU
3a cyeT 0011ero Or1KeTa BpEMEHHU, OTBEICHHOTO HAa KOHCYJIbTAILIHH.

CaMocTosTenbHass padoTa MOMKET OCYIIECTBIATHCS HHJMBUIYaJbHO WIIH
IpyINIIaMUA CTYJEHTOB B 3aBUCUMOCTH OT LEIH, 00beMa, KOHKPETHOW TeMaTHKU
CaMOCTOATENbHOM pabOThl, YPOBHS CJIOKHOCTH, YPOBHSI YMEHHI CTYACHTOB.

KoHTposib  pe3ynbTaToB  BHEAYJUTOPHOW  CAMOCTOSITENIbBHOW  pabOThI
CTYIEHTOB MOJKET OCYIIECTBIATHCS B IMpelAeraax BpPEMEHHU, OTBEACHHOTO Ha
oOs3aTeNbHbIE  y4eOHbIE 3aHATUS MO JUCHUIUIMHE M BHEAYJAUTOPHYIO
CaMOCTOATENBbHYI0 palOTy CTYIEHTOB MO JUCUUIUIMHE, MOXET MNPOXOAUTh B
MUCbMEHHOM, YCTHOW WJIM CMEIIaHHOW ¢dopMe, ¢ MPEICTaBICHUEM W3JCNUs WU
IIPOLYKTa TBOPUYECKOM ACATEIBHOCTH CTYACHTA.

Kpurepussmu OuEHKM pe3yiapTaToOB BHEAYAUTOPHOW CaMOCTOSTEIBHOU
palboTHI CTYZEHTA SBIISIOTCA:

- YPOBEHb OCBOEHUS CTYACHTOM Y4eOHOIo MaTepuaia,

- YMEHHE CTYACHTA UCIIOJIb30BAaTh TEOPETUUECKUE 3HAHUS NPU BBINOJIHEHUU
NPaKTUYECKUX 33]1a4;

- ¢c(pOpMUPOBAHHOCTH OOIIIEYUCOHBIX YMECHHUIA;

- 000CHOBAHHOCTb U YETKOCTh M3JI05KEHUS OTBETA;

- ohopmIIeHHE MaTepuaia B COOTBETCTBUH C TPEOOBAHUSIMU.

4.2.6. Kputepun oueHNBaHUS 3HAHUI U YMEHHUII 110 UTOTaM
OCBOEHUSI JUCIUIIJIMHBI

[IpomexyTouHas arrecTanusi (MTOTOBBIA KOHTPOJb) MPOBOAUTCS B (dopme
KOHTPOJIbHOM pabOThl MO CHCTEME OLIEHOK «3aYyTeHO»/ «HE 3a4TEeHO» B XOJe
’K3aMEHalMOHHON ceccud. K KOHTpONIbHOI paboTe MOMYyCKarOTCsl CTYIEHTHI,
YCHEIIHO BBIMOJIHUBUIME BCE BUABI OTYETHOCTH, MPEAYCMOTPEHHBIE IO
JUCHUIUIMHE Y4YeOHBIM IUIaHOM. B Xonme KOHTpoJibHON paboThl TpOBEpseTCs
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CTEIIEHb YCBOCHMS MaTepuasna, yMEHUE TBOPYECKH U ITOCIENOBATENBHO, YETKO U
KpaTKO OTB€YaTh Ha IOCTABICHHBIE BOIPOCHI, NEJIaTh KOHKPETHBIE BBIBOJBI U
bopMyIMpoBaTh 000CHOBAHHBIE TIPEIOKEHHUS.

B xo1e UTOroBoro KOHTPOJISI aKIEHT JENaeTCsl Ha MPOBEPKY CIIOCOOHOCTEM
CTYJIEHTOB K TBOPYECKOMY MBIIIJIEHUIO U UCIIOJIb30BAHUIO TTOHATUMHOIO arlapara
JUCUUIUIMHBL B pEUICHUU TPO(PEecCHOHAIbHBIX 3aJad 10 COOTBETCTBYIOIIEH
CIEIHUAIBHOCTH.

3HaHUA, yYMEHHMS M HaBbIKM OOYydYalOIIMXCS Ha KOHTPOJBHOM pabote
OLICHUBAIOTCA IO CUCTEME «3aYTE€HO», «HE 3auTeHOo». [lomokuTenpHas OLEHKa
(«3a4TE€HO») 3aHOCHUTCA B 3a4E€THO-IK3aMEHALMOHHYIO BEJIOMOCTh U 3aYETHYIO
KHIDKKY JIMYHO NpenojaaBaTesneM. ONeHKa «HE 3a4TE€H0» MPOCTABIIAETCS TOJIBKO B
HK3aMEHAIMOHHYIO BETOMOCTb.

OO6MU KpUTEPUSIMH, ONMPEACIISIIOIIUMHI OIEHKY 3HAHUN Ha KOHTPOJbHOU
pabote, SIBIAIOTCS:

«3adreHo «He 3auteno
JaHbl B OCHOBHOM IIPaBUJIBHBIC OTBETHI HA BCC HEC BBIIIOJIHCHBI Tpe60BaHI/I$[,
IMOCTAaBJICHHBIC BOIIPOCKHI; COOTBCTCTBYIOIIHUEC OLICHKE «3aUTCHO».

[IPaBWJIbHO PEUIEHBI IPAKTUUECKUE 3aJaHUS;
B OTBETaX B OCHOBHOM BBIEIISIIOCH IVIABHOE,
MOKa3aHO YMEHHE aHATU3UPOBATh (PAKTHI,
COOBITHSL, SIBJICHUS, IPOLIECCHI B UX
B3aMMOCBS3HU U TUAJIEKTHYECKOM Pa3BUTHH.
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