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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN IMPOT'PAMMBI YYUEBHOM

JUCHUIINHBI

OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

1.1. MecTo TUCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMmbl
VYuebnas mucuurmummna OIl. 06 JlokymeHTanmoHHOEe OOecrieueHHe YIpaBlIeHUs BXOAUT B

obmenpodecCHOHANBHBIA  ITHUKII,

ABJICTCA YaCThHO IIPOrpaMMBbL

IoATOTOBKHU CIELHMAJIHNCTOB

cpenHero 38eHa B cooTBeTcTBUU ¢ PI'OC CIIO 1o cnenunansHoctu 40.02.04 FOpucnpynenius.

IIpu peanuzanuu paboueit mporpammsel yueOHou nucuumuiiabl OI1.06 JlokyMeHTanroHHOE
o0ecrieyeHne yrpaBleHUs] MOTYT OBITh MCIIOJIb30BaHbl pPa3IMuHble 00pa30BaTebHbIE TEXHOJIOTHH,
B TOM YHCJI€ 3JIEMEHTHI JUCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOJIOTUH, 3JIEKTPOHHOTO O0yYEHHS
Oco0oe 3HaueHNs TUCIMITIMHA UMEET pu popmMupoBanuu u pa3sutun OK.

1.2. leab ¥ IuIaHMpyeMble Pe3yJbTATbI 0CBOEHM S JUCUMIIJIMHBI

B pamkax nporpaMmbl yueOHOM JUCHUIUIMHBI 00y4YaIOMIUXCsl YMEHUS ¥ 3HAHUS

Kon n nHaumenoBanue
(hopMHpyeMbIX KOMIIETEeH UM

YMmenus

3Hanud

OK 01 BpreiOupars cnoco0bl
peleHus 3a/a4
npodeCcCHOHAIbHON
JESTENIbHOCTH MPUMEHUTEIHHO
K pa3JInYHbIM KOHTEKCTaM

OK 02 Hcnonb3oBath
COBpPEMEHHBIC CpeacTBa
MOKCKa, aHaym3a u
UHTEpIIpeTaluu  WHPOPMAITUU
u uHGOPMaIMOHHBIE
TEXHOJIOTHH JIJI1 BBIIOJHEHUS
3a1au npodeccuoHanbHOM
NeSATeTbHOCTH

OK 04 S¢dexTuBHO
B3aMMO/ICVICTBOBATh 5
paboTaTh B KOJJIEKTUBE U
KOMaH/1e

OK 05 OcymecTBisiTh yCTHYIO
u MUCHMEHHYIO
KOMMYHUKAITHIO Ha
roCyJapCTBEHHOM SI3bIKE
Poccuiickoit  @enepauun  C
y4ETOM ocoOeHHocTeH
COIIMAIBHOTO M KYJbTYPHOTO
KOHTEKCTa

OK 06 [IposBnaTh
rPaKIaHCKO-TTaTPUOTHYECKYIO
MO3UIIMI0,  JIEMOHCTPUPOBATH
OCO3HAHHOE TMOBEJEHUE Ha
OCHOBE TPaIUITNOHHBIX
00I11eYeTOBEYECKUX
IICHHOCTEH, B TOM UYHCJIE C
y4EeTOM rapMOHHU3AIUU
MEXHAIMOHATBHBIX "
MEXPEJIUTUO3HBIX OTHOIICHUH,

- IlpuMeHATP Ha NpPAKTHKE
rOCYJapCTBEHHbIE CTaHAAPTHI,
npyrue HOPMAaTHUBHO-
METOANYECKHE JIOKYMEHTHI,
perIaMeHTHPYIOLIHE
OpraHu3alUIo
JOKYMEHTAIHOHHOTO
o0ecrieueHus yrpaBJieHUs;

- CocraBiasTh M HpPaBUIBHO
O0(GOpPMIISITH OCHOBHBIE BH/JIBI
OpraHu3aIMOHHO-
pacropsauTeIbHbIX
JIOKYMEHTOB;

-OdopmisaTs HHPOPMALMOHHO-
CHPaBOYHYIO JOKYMEHTAIUIO;

- Odopmnare  KaJpoBYIO
JOKYMEHTAIHNIO;

- OdopmisaTh MpPETEH3UOHHO-
HCKOBYIO JIOKYMEHTALHIO.

- Tepmunonoruto B oOxacTu
JTOKYMEHTaI[IOHHOTO
oOecrnieueHus yrnpaBIcHUs;

- HopmaruBHBIE JOKYMEHTBHI,
periIaMeHTHPYIOIIe
cocTaBieHHe U O(hOpMIICHHE
JOKYMEHTAIlUM U TOPSIOK ee
00paboTKH;

- IlpaBuna cocraBieHHS H
oopMIIeHHS OpraHU3aIMOHHO-

pacnopsaUTENbHbIX
JOKYMEHTOB,  BXOJSLIUX B
YHU(DUIUPOBAHHYIO  CHUCTEMY
OpraHHU3alIOHHO-
pacnopsaAUTENbHbIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO  CHUCTEMY
NEPBUYHOU Y4ETHOU
JOKYMEHTalu1 B 4acTH
JOKYMEHTallMu [0  Yy4Yery
TpyJa;

- [Topsimox IIPOBEICHUS
9KCIIEPTU3BI LIEHHOCTH

JIOKYMEHTOB U MOATOTOBKH JIEJ
K QpXUBHOMY XPaHEHHUIO.

- TexHONOrHIO OpraHu3aluKu
JTOKYMEHT0000poTa B
opranmu3anusx (yUpexaeHusx).




IIPUMCHATH CTaHOapThI

AHTUKOPPYIMILIMOHHOTO
MTOBEICHHUS

OK 09 ITonp30BaThCs
npodecCHOHAIbHON
JIOKYMEHTalHUen Ha
roCy1apCTBEHHOM n

WHOCTPAHHOM SI3bIKa
I[IK 1.2 TIlpumeHATbh HOPMBI
mpaBa JUisl pelleHus 3aJad B

npodeCcCHOHATbHON
JIeITENLHOCTH

IIK 1.3 Bnagerr HaBBIKaMU
MOJATOTOBKH FOPUTTYECKUX
JIOKYMEHTOB, B TOM YHCIJIE C
HCIIOJIb30BAHUEM

MH(OPMALIMOHHBIX TEXHOJIOT U

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIHUILIAHBI

2.1. O6beM y4eOHOI TUCHUNIUHBI U BU/IbI Y4eOHOI padoThl

Buj y4yeOHoii padboThI

O0BbeM B 4yacax

O0bem 00pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHBI 36
B TOM 4HCIIE B pOpMeE MPAKTUIECKOW OATOTOBKH: -
B.T.U.:

TEOpeTU4ecKoe o0ydeHue 24
IIPAKTUYECKHE 3aHSTHS 12

[TpomexyTouHas arrectanus B GopMe 3a4eTa ¢ OIEHKOW B 3 ceMecTpe




2.2. TemaTH4ecKHUii IJIAH U cOep:KaHNe YUeOHOH AU CHUIIMHBI

Conep:kanue y4eOHOIr0 MaTepHuaJia JadopaTOpHble U MPAKTHYECKUE 3aHATHS,

HaumenoBaHue Oo0bem | ®opMupyembie
O —— caMocTosiTeIbHAs padoTra oO0ydaromuxcs, KypcoBasi padora (IpoeKt) eciu 4ACOB KOMIIeTeHIHH
npPeodycCmMompeno
1 2 3
Paznea 1.
JloKkyMeHTHpOBaHHUe
ynpaBJieHYeCKOil
AeATeJIbHOCTH
Coaep:xanue y4eOHOro MaTepHuaJia 6
Jlekuusi, TeopeTHYeCcKoe 3aHSATHE 6
[Tonsrue, nenu, 3a1a4u JUCHUILTUHBI «J{oKyMeHTallMOHHOE 00ecreueHre yIpaBIeHHs» U CBSI3b 5
Tema 1.1. e€ ¢ npyrumu quctuIumHamMu. MapopMaonHoe 00ecriedeHre ypaBieHusI. OK 01-02
TIORYMCHT ¥ CHCTEMEL [loHATHE TEPMHHOB «IOKYMEHT», «IOKyMEHTAIIHOHHOE OOECIeYeHHE YIPABICHUS», ()YHKIHH OK 04-06
OKyMEHTAIH nokymeHnta. CoOBpEeMEHHOE COCTOSHHUE JIOKYMEHTAIMOHHOTO OOECHeueHUs YIpaBJICHUS. 2 OK 09
Knaccugukanus J0KyMeHTOB. IIK 1.2-1.3
HopmartuBHo-ipaBoBasi 0aza oOpraHu3aluy JOKYMEHTAIIMOHHOTO OOeCHeYeHHUs YIPaBJICHUS.
[TonsTue cucrem nokymeHTanuu. ['ocynapcTBeHHas cucreMa JOKYMEHTAIllMOHHOTO 00ecreueHus 2
ynpasyenus ('CHOVY). Yaudukanuus u craniapTusanus yuopaBieHYeCKHX JOKYMEHTOB
Coaep:xaHue yueOHOro MaTepuaJa 14
Jlekumus, TeopeTnyeckoe 3aHsITHE. 6
Yuudumuposannas cucrema OP/[. TOCTst na OP/l. TpeGoBanus Kk opopMIECHUIO JOKYMEHTOB.
PexBu3utel u Omanku gokymeHToB. CocrtaB ympasineHueckux OPJI: opranuzanuoHHbIE, 2
Tema 1. 2. %acnopﬂnmem,ﬂme, CIPaBOYHO-MH(POPMAIIIOHHBIE _ OK 01-02
OpraHu3aimoHHO- ‘ é)raH:SESE/IOOHHTHe JIOKYMEHTBI yCTaB, Y4YpPEAUTEIbHBIA JOrOBOD, HOJII)omeHI/Ie, IIpaBUIIa , OK 04-06
PACTIOPAIHTEbHbIE yTp PYIOBOrO pacropsiika, JODKHOCTHBIE HMHCTPYKIUH. PacropsauTenbHble OK 09
stoxymentst (OPJT) JOKYMEHTBI — IPUKAa3bl, PACIOPSKEHUS], YKa3aHHUsI, IOCTAHOBJICHMSI, PEILICHUSI. K 1.2-1.3
CrnpaBouHO-UH(OPMAIIMOHHBIE JOKYMEHTBHl — JOKJIAJHas 3amnucka, OOBSCHUTENbHAs 3aIlncKa, 2
aKT, CIIpaBKa, (akc, TenerpaMmma, Cry)ke0Hble MMchMa, TenedoHorpamma.
IpakTHyeckue 3aHATHS. 8
IIpoekTupoBaHue GIaHKOB CIYKEOHBIX MHCEM C YTJIOBBIM PACIONI0KEHHEM PEKBU3UTOB. 2
CocTraBiieHHE IPOEKTOB IPUKA30B. 2




CocraBnenne CJ'Iy}Ke6HBIX I CEM.

2
CocraBiieHuE CIPaBOK.
CocraBieHue T0KIaJHbIX 00BSICHUTENbHBIX 3aIHCOK. 2
Cojaep:kaHue y4eOHOTro MaTepuaa 2 OK 01-02
Tema 1.3.
Jleknusi, TeopeTHUYECKOE 3aHATHE 2 OK 04-06
JIOKyMEHTBI 110 -
JIOKyMEHTUpOBaHHE TPYIOBBIX NpaBooTHoueHUH. [IpaBunma odopmieHUs, 3aNoJHEHUS H OK 09
JUYHOMY COCTaBY - 2
XPaHEHUS TPYAOBOU KHUKKH. K 1.2-1.3
Paznen 2.
Opranunsanus padoTsl
¢ JOKYMEHTaMH
Conep:xanue yueOHOro MaTepuaJa 2
T 21 OK 01-02
o eMa 2.1 Jlekuusi, TeopeTHUECKOE 3aHATHE 2 OK 04-06
pl"aHI/IBaéII/I}I Cayx6a JIOY B opranuzanusx, Ha3HaueHHe, 3ajaud, (QYHKLUUHU, TUIOBBIE CTPYKTYpHI, OK 09
JIOKYMCHTOOBOPOTA | 1y kHOCTHOI cOCTaB. HopmatuBHBIE JOKYMEHTHI, PETIIAMEHTHUPYIOIIUX OPTaHU3AIHI0 PAOOTHI 2 IK 1.2-1.3
ciyx0b1 JIOVY.
Conep:xanue yueOHOro MaTepuaJia 8
Jlekumsi, TeOpeTHYECKOE 3aHATHE 4
[Tonsitue nmoxkymeHTOOOOpOTa, paboTa C  BXOAAIIUMH, HCXOMISIIUMH, BHYTPEHHUMH
Tema 2.2 JOKYMEHTaMH. Hcnonp3oBaHne TEIEKOMMYHUKAIIMOHHBIX TEXHOJOTHH B  3JIEKTPOHHOM 2 OK 01-02
Turnosas JIOKYMEHTO00O0pOTE. OK 04-06
TEeXHOJIOTHS Perucrpaius u KOHTPOJIb UCHOJHEHUs TOKyMeHTOB. KoHduaeHaapHoe 1enonponu3BoCTBO. 5 OK 09
nokyMeHTooG0poTa | OCOOCHHOCTH EIONPOU3BOICTRA IO OOPAILICHHMAM IPaKIaH. K 1.2-1.3
IIpakTnyeckne 3aHATHA. 4
Odopmiienne BXo el U UCXOIAIIEH JOKYMEHTAIINH. 2
OdopmiteHre TOKYMEHTOB ISl TTepeladd B apXHUB OpTaHU3aINH. 2
Tema 2.3. Conep:xxaHue yueOHOro MaTepuaJa 2 OK 01-02
Opranunzanus Jleknus, TeopeTHYECKOE 3aHATHE 2 OK 04-06
OTIEPaTUBHOTO Homenknarypa nen: mousthe. Bunbl Homenkiatyp nen. Ilopsmox ¢opmupoBanus mein. 2 OK 09
XpaHeHUs: JOKYMEHTOB | OnepaTUBHOE XpaHEHUE TOKYMEHTOB U OpraHU3allMsl XpaHEHUs CIIOJHEHHBIX TOKYMEHTOB. I1K 1.2-1.3
Tema 2.4. Coaepsxanue yueOHOro MaTepuaa 2 OK 01-02




Komnbrorepuzanus Jlekiusi, TeopeTHYECKOE 3aHITHE 2 OK 04-06
JoKyMeHTauuoHHoro | Kommneiorepmzanus JIOY Ha mpennpusTuu, 3HAYCHHUE, MEPCICKTHBBI Pa3BUTHSA. DIIEKTPOHHAs OK 09
obecrieueHus moytra. THIBI CHUCTEM OJJIGKTPOHHOW TOYTHI (TJ00ajbHBIE, KOPIOpPaTUBHBIE). XpaHCHHE 5 K 1.2-1.3
yIpaBIeHUS JOKYMEHTOB B JIIEKTpOHHOW moure. MHpopManmmoHHO-clIpaBOYHAs paboTa B YCIOBHSX
MPUMEHEHHSI KOMITBIOTEPHBIX TEXHOJIOTHIA.
Bcero: 36




3. YCJIOBUSA PEAJIM3AIIMA YYEFHOU JUCITATLIIAHBI

3.1. TpeGoBaHUSI K MUHUMAJIBLHOMY MAaTEPUATIbHO-TEXHUYECKOMY 00ecredeHuI0

Jns peanuzanuu mporpaMMbl  y4eOHOM JUCHMIUIMHBL JIOJDKHO OBITh IPETyCMOTPEHO
CJIEAYIOIIEe CIeUATbHOE MOMEIICHHE: YueOHast ayJUTOpuUs I IPOBEACHHS 3aHATHI BCEX BUJIOB,
MPEelyCMOTPEHHBIX 00pa30BaTeIbHON MPOrpaMMOM, B TOM YUCJIE TPYMIOBBIX U MHIUBUIYaTbHBIX
KOHCYJbTallUi, TEKYIIEro KOHTPOJsS U IPOMEXKYTOUYHOM aTTecTaluu, a TaKkKe Ut
CaMOCTOSITENIbHOI paboThl, OCHAIIEHHAs 000pyAOBaHUEM, TEXHUUYECKUMH CPEICTBAMU OO0YUYCHHS U
MaTepHajaMH, yYUTHIBAIOIIUMU TPEOOBAHMS MEXTyHAPOIHBIX CTaHIAPTOB.

YueOHas 1abopaTopusi, OCHaIIeHHas 000pyA0BaHUEM:

- paboune MecTa Mo KOJIMYECTBY 00YyJaOLIHXCS;

- pabouee MeCTO MpenoaBaTe’s;

- HarJIsAHBIC TOCOOMS (OJTAaHKU TOKYMEHTOB, 00pa3Ibl 0POPMIICHHS TOKYMEHTOB H T.I1.);

- KOMIUIEKT y4eOHO-METOANYECKON JOKYMEHTAIIUH.

- TEXHUYECKUMU CPEJICTBA O0YUEHUS;

TexHuueckue cpeAcTBa OOYy4YEHHS: KOMIIBIOTED C  JIMIIEH3HOHHBIM  IPOTrPAMMHBIM
o0ecrie4eHreM U MyJIbTUMEINA [TPOEKTOP.

[Tpu peanuzanuu paboueil mporpammbl yueOHoU muctumuiabl OI1.06 JloxymeHTanmoHHOE
oOecrieueHre YIpaBlIeHHUs MOXKET OBbITh HCIIOJNB30BaHO TporpammHoe obecrnedenue Moodle, S-
JTUCK.

3.2. UndopmannoHHoe obecrnedeHne 00yueHus .

OcHoBHas nuTeparypa:

1. Kopuees, . K. JlokyMeHTallMOHHOE OOecrieueHue YIpaBICHUS : YYCOHUK U MPAKTHKYM
st cpeaHero mpodeccuonansHoro obpazosanmst / M. K. Kopraee, A. B. Ilmenko, B. A.
Mamypues. — 3-e u3f., nepepad. u gomn. — Mocksa : UznatensctBo FOpaiit, 2024. — 438 c. —
(ITpodeccronansuoe obpazoBanme). — ISBN 978-5-534-16002-4. — Tekct : 31MeKTPOHHBINA //
Oo6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/539262

2. Abynmamze, JI. I'. JlokyMeHTalIMOHHOE OOEeCIICUeHUE YIPABICHHS TIEPCOHAIOM ;| YICOHUK H
OPakTUKyM JJIs cpeaHero mpodeccuoHanbHoro ooOpasosanus / J[. I'. A6Gymamze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 3-e u3n., nepepad. u gorn. — Mocksa : U3marensctBo FOpaiiT,
2024. — 374 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-16657-6. — Tekcr :
AJIIEKTPOHHBIN // O6pazoBaTenpHas matdopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/538144

3. Kysnernora, . B. [lokymeHTaIimoHHOE o0OecrieueHre YIpaBJICHUS : yaeOHOe mocooue Jiis
CIIO / . B. Ky3nenona, I'. A. XauarpsH. — 3-e uza. — Capatos : [IpodobpazoBanue, 2023. —
168 c. — ISBN 978-5-4488-1051-0. — Texkct : snextponHblii // LudpoBoit oOpazoBaTeabHBIHI
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/135470.html

JononHuTenpHas tuTeparypa

1. MakramkynoBa, I'. A. JlokymeHTanimoHHOE obecrieyeHne yrnpaBieHHs MePCOHAIOM : Kypc

nexkuuit / I'. A. Maxkramkynosa, JI. [I. T'oponoBa. — Jlunenk : Jlumeuxkuil rocyaapcTBEHHBIH
texHnyeckut yausepcurer, ObC ACB, 2023. — 32 ¢. — ISBN 978-5-00175-218-9. — Tekcr :
anektponnsld // IludpoBoit oOpazoBarenvHbiii pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/133441.html

NuTepHeT-pecypcesl.

1.  Odunmaneueii cadt ¢upmbl 1C, TOCBALICHHBIH OporpaMMHOMY Mpoaykry «1C:
JlokyMeHT0000poT8» [DnekTponHbIH pecypc]. Pexum goctyna: http://v8.1c.ru/doc8/

HopMaTHBHBIE TOKYMEHTHI:
1. @enepanbublii 3akoH "OO snextpoHHOM moxmucu" ot 06.04.2011 N 63-03
(mocnennss penaxius) http://www.consultant.ru/document/cons_doc_LAW_112701/


https://urait.ru/bcode/539262
https://urait.ru/bcode/538144
http://v8.1c.ru/doc8/

2. I'OCT P 7.0.8-2013 «Cuctema craHaapToB 1Mo HH(pOpMaIuu, OUOINOTEYHOMY H
U3JaTeabCcKoMy Aeny. Jleaonponu3BoACTBO U apXUBHOE J1e710. TepMUHBI U ONPEIETICHUS».

3. I'OCT P 7.0.97-2016. Haunonaneubiit cranaapt Poccuiickoit @enepanun. Cucrema
CTaHJApTOB IO HHpOpMAIMM, OUOIMOTEYHOMY M M3jAaTesbckoMy aeny. OpraHu3aluoHHO-
pacriopsauTenbHas JAoKyMeHTanus. TpeOoanus k odopmiieHuto nokymeHTOB" (yTB. Ilpukasom
Poccrangapra ot 08.12.2016 N 2004-cT)

3.3. Meroanueckoe o0ecrieyeHrne 00pa3oBaTeJLHOIO mpolecca st  00yYeHUs
HHBAJHAOB U JIUI C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbSI

VcinoBusl OpraHu3allMd U COJAEp)KaHHe OOY4YeHHs M KOHTpOJIA 3HAHUM UHBAJIUAOB U
oOyyaromuxcss ¢ OB3 mno puctmminae J{OKyMEHTalMOHHOE OOECIEYeHHE YIpPaBICHUS
OIpeNeNAI0TCA MPOrpaMMON JAUCHUILIMHBI, aAaTUPOBAHHON IPU HEOOXOIUMOCTH [Ull O0y4deHHUs
yKa3aHHBIX 00yUYarOMIUXCS.

Opranuzanus o0yueHusl, TEKyLEeH U MTPOMEXYTOYHOM aTTeCTallui 00y4JaroMXCs-UHBAIN/I0B
u obydaromuxcs ¢ OB3 ocymiecTBiseTcss ¢ y4eToOM OCOOCHHOCTEH MCUXO(U3HUECKOTO Pa3BUTHS,
VH/IMBUYaJIbHBIX BO3MOKHOCTEN M COCTOSIHUSI 3I0POBbs TAKUX 00YYaOLIUXCS.

Hcxons n3 ncuxopu3nUecKoro pa3BUTHS U COCTOSIHUS 3[J0POBbS 00YUaIOIINXCSA-HHBAITHIOB U
oOyuaromuxcst ¢ OB3, opraHusyroTcst 3aHATHSI COBMECTHO C APYTUMH OOYy4YarOIIMMUCS B OOIIMX
TpyIIax, HWCHOJb3ysd COLMAIBHO-aKTUBHBIE W pe(ICKCHBHBIE METOJbI OOyUYEHHsS CO3JaHHS
KOM(OPTHOTO ICHXOJOIMYECKOro KJIMMaTa B y4eOHOH TIpymnme Wid, HOpU COOTBETCTBYIOILIEM
3asBJIGHUM Takoro oOydarolerocs, IO WHIUBUAYaJIbHOW Hporpamme, KOTOpas sBIISETCS
MOJIU(UIMPOBAHHBIM BAPHMAHTOM OCHOBHOHM pabouel mnporpamMmbl JUCHMILIMHBL. [lpu 3TOM
COJepKaHWE MPOrpaMMbl AWCLUUIUIMHBI HE H3MEHsETCs. V3MEHsITCs, Kak TMpaBWiIo, (OpPMBI
00y4YeHMsI U KOHTPOJISI 3HaHUH, 00pa30BaTesIbHbIE TEXHOJIOTHH U IUIAKTHYECKHE MaTepHAaIbL.

OO0ydeHre 00yJaromuXCca-uHBATHIOB U oOydaronmxcs ¢ OB3 Takxke MOKET OCYIIeCTBIATHCS
UHIMBUYaAJIHO W/WIN C IPUMEHEHUEM JUCTAHIIMOHHBIX TEXHOJIOTH.

JucranronHoe o0ydyeHue o06ecrneunBaeT BO3MOKHOCTh KOMMYHHKAIIMN C TIPEToIaBaTelieM,
a TaKKe C JpyruMu oO0y4aeMbIMHM IIOCPEACTBOM BEeOMHApOB (HAampHUMeEp, € HCHOJIb30BaHUEM
nporpaMmmbl Z00M), 4TO CIOCOOCTBYET CIUIOYEHHIO TPYIIBI, HAMpPaBJsieT Y4EOHYIO TpyIIy Ha
COBMECTHYIO paboTy, 00CYXJIeHUE, TPUHATHE IPYIIIOBOr0O PEIICHUS.

B yuebGHOM mnporecce A MOBBINIEHHUS YPOBHS BOCHPUATHS M TepepaboTKu y4ueOHOI
uHpopMalu 00yUYaroMXCA-UHBATMIOB U oOyuatomuxcst ¢ OB3 npuMeHstoTcst MynbTUMEIUHHBIE
U CHEeLMATU3MPOBAHHbIE TEXHUYECKHE CpEICTBAa IpueMa-liepenaud ydeOHoW uHpopMauuu B
JOCTYNHBIX (popMax i oO0ydaromuxcs ¢ pa3IMYHbIMM HapyLIEHUSIMU, 00€CIeUnBaeTCs BBITYCK
anbTepHATUBHBIX (OPMATOB MEUYaTHBIX MaTepuaioB (KpymHbIA MPUQPT), SIEKTPOHHBIX
o0pa3oBaTeNbHBIX pecypcoB B  (opmax, aganTUpPOBAaHHBIX K OrPAaHUYEHUSAM  3I0POBbS
o0Oy4aromuxcsi, HaTu4ue He00X0JMMOr0 MaTEPUATbHO-TEXHUUECKOTO OCHAIIIEHHUSL.

[Ton6op u pa3zpaboTka yueOHBIX MaTepUaIOB MPOU3BOIUTCS MPENOAABATEIEM C YUETOM TOTO,
YTOOBI CTYAEHTHI C HapYLICHUSMH CiIyXa MOJy4Yald HMH(POPMAIMIO BHU3YyaJbHO, C HAapyLIIEHUSMU
3peHHsl — ayIMaIbHO (HalpuMep, ¢ UCIOIb30BaHUEM ITPOrPaMM-CHHTE3aTOPOB PEUH).

s ocyliecTBiIeHUsT NPOLEAYp TEKYLIEro KOHTPOJS YCIEBAEMOCTH U IMPOMEXYTOUHOMN
aTTecTanuu oOyyaromuxcs MHBaIUA0B U i ¢ OB3 (oH OLIEHOUHBIX CPEACTB MO TUCLMILIMHE,
MO3BOJIAIOIINN OLIEHUTh JOCTUKEHHE UMM Pe3yJIbTaTOB OOyYeHHUS M YPOBEHb C(POPMHPOBAHHOCTHU
KOMIIETEHIINH, NPEAyCMOTPEHHBIX Yy4YeOHBIM IUTAaHOM U pabodell mporpaMMol JHUCHUIUIMHBI,
ajanTupyercs JUisi 00y4aromuXcsl MHBAJIUAOB U JIULl C OTPAHUYEHHBIMU BO3MOYKHOCTSMHU 37J0POBbS
C YYeTOM MHIMBHUIYaJIbHBIX MCUXO(PHU3UOIOIMYECKUX OCOOEHHOCTEH (YyCTHO, MHCHMEHHO Ha
Oymare, NMUCBMEHHO Ha KoMmIbloTepe, B ¢dopMe TectupoBaHus u T.1.). llpu HeoOxommmocTu
o0yyaromuMcsl TPEAOCTaBIsAETCS JOMOJIHUTENbHOE BpeMs Uil MOArOTOBKM OTBEeTa MpU
MIPOXOXKIACHUU aTTeCTALIUU.
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4. KOHTPOJIb ! OIIEHKA PE3YJIbTATOB OCBOEHHS YYEBHOM JUCHUILINHBI

Tekymmii KOHTPOJIb W  OIEHKA pPE3YyJbTaTOB OCBOCHHA  y4eOHOW  AMCIUTUIMHBI
OCYILECTBIIICTCSl IIPEojiaBaTelieM B IIPOLEcCe NPOBEIEHUS 3aHATUH, a TakKe BbBIIOJIHEHUS
00y4aromuMHUCs CaMOCTOSITENIbHOW (BHeayAuTOpHOW) paboTel. I[Ipomexyrounas arrtecTanus B
(dopme 3ayeTa ¢ OLIEHKOH.

DOopMBI U METOBI
KOHTPOJISL U OLICHKHU
pE3YJITaTOB O0yUCHUS

Pe3ynbrarel 00yueHus
(OCBOEHHBIC YMEHUSI, YCBOCHHBIC 3HAHMUS)

B pesynbrare ocBoeHus yueOHOUM AucuMIUIUHBI oOyuaromuiics | [IpakTuueckue 3aHATUS

JIOJIKEH Hanmcanue pedepara
YMeTh: TecToBBIN KOHTPOJIb

- IlpumeHsTh HAa MPAKTHUKE TOCYJAPCTBEHHBIC CTaHAApPTHI, APYTrHe

HOPMAaTHUBHO-METOJIMYECKUE  JIOKYMEHTBI,  perijaMeHTHpYIOIIHe | Y CTHBIHN ompoc

OpTaHMU3AIHI0 JOKYMEHTAIIMOHHOTO 00ECIICUCHMSI YIIPABIICHUS; [IpakTuueckue 3aHgTUS

- CocraBnsaTh U NpaBWIBHO O(GOPMIATH OCHOBHBIE BH[BI | 3aUeT C OLIEHKOM
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB;
- OopMiATH HHPOPMALIMOHHO-CIIPABOYHYIO TOKYMEHTALUIO;
- OhopMIIATH KaZpOBYIO JOKYMEHTAIIHIO;
-OopMIITh TPETEH3UOHHO-UCKOBYIO IOKYMEHTALIUIO

3HATh:
- TepmuHonoruio B 00JaCTH JOKYMEHTALMOHHOTO OOECHeUeHHUs
yIIpaBJICHUS;
- HopMmaTuBHBIE OKYMEHTHI, PErjaMEHTUPYIOIIUE COCTaBIEHUE U
oopMIICHHE JOKYMEHTAIUH | MTOPSJIOK ee 00paboTKH;
- IlpaBuna cocraBiaeHus U  0OQOpPMIIEHUS OpraHU3alMOHHO-
pactopsIUTEeNbHBIX JOKYMEHTOB, BXOAAIIMX B YHU(DUIIMPOBAHHYIO
cUCTEMY OpraHu3alOHHO-PACIOPSAUTEIIBHBIX JIOKYMEHTOB,
YHA(DUIIUPOBAHHYIO CUCTEMY TIEPBUYHON yYETHOH HOKYMEHTAIlH B
YaCcTH JOKYMEHTALUH 110 YUYETy TPYAa;
- Ilopsimox mpoBeneHHWS OHKCHEPTH3Bl IIEHHOCTH OKYMEHTOB W
HOJTOTOBKH JIeJl K apXUBHOMY XPaHEHHUIO.
- TexHosoruioo opraHmszalnu JOKYMEHTOOOOpPOTa B OpraHM3alMsIX
(YUpeKIACHUSX).

OO0mme KpUTEPHH OLICHKH Pe3yIbTATOB OCBOCHHUSI Y4eOHOM JMCIHIIIHHbI

Hopmbl  omenkum 3HaHMM  mpenamosiararoT  y4yé€T — MHAUBUAYAIbHBIX  OCOOEHHOCTEH
oOyyaromuxcsi, Tu(pepeHIMPOBAHHBINA MOIX0A K 00y4eHUI0, MPOBEPKE 3HAHUM, YMEHUH, YPOBHS
(dbopMUpOBaHNS KOMITETEHITHH.

B yCTHBIX M TNHMCBMEHHBIX OTBETaX OOYYAIOIIMXCS Ha MPAKTUYECKUX (CEMHUHApPCKUX)
3aHATHUSIX, B COOOIIEHMSIX M JIOKJIaJax, 3cce M APYrux (opmax ayIuTOPHOM M CaMOCTOATEIbHOU
paboThl, a TakKe B TEKYIIUX KOHTPOJBHBIX pabOTax y4MTHIBAIOTCS: TIyOMHA 3HAHWM, BilIaJeHHE
HEOOXOUMBIMU YMEHUSIMHU (B 00beMe MPOrpaMMbl), JIOTHYHOCTh U3JI0KEHHUSI MaTepHalia, BKIovas
0000111eHus, BBIBOJIBI, COOJIIOJICHHE HOPM JIMTEPATypHOU PEUH.

OueHKy «OTJIMYHO» 3acily’kKUBaeT oOyyarouiuiicsi, TBEPAO 3HAIOMIMNA MPOTrpaMMHBIN
MaTepHal, CUICTEMHO M TPaMOTHO M3JIAaralolfii ero, IEMOHCTPUPYIOMINUNA HEOOXOUMbI ypOBEHb
KOMIIETEHIINM, YETKHE, CKaTble OTBEThl HA JOMOJIHUTEIbHBIE BONPOCHL, CBOOOAHO BIaACIOIIUN
MOHSTUMHBIM alIapaToM.

OueHKy «XOpomlIo» 3acilyXuhBaeT oOOydalolluics, TPOSBUBIIMI  IOJTHOE 3HaHUE
IPOrPaMMHOT0 MaTepHaia, JIEMOHCTPUPYIONIMHA CcQOpPMHUpPOBAaHHBIE HA JOCTATOYHOM YPOBHE
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YMEHUSI U HaBBIKHM, YKa3aHHbIE B IPOrpaMMe KOMIIETEHLIMH, JOMYCKAIOUUN HENPUHIUIUATIbHBIC
HETOYHOCTH ITPH U3JI0KEHUH OTBETA HA BOIIPOCHI.

O1EHKY «yAOBJIETBOPUTEJILHO» 3aCIy)KHBAaeT OOydaromuicsi, OOHApYKUBIIMKA 3HAHUA
TOJIbKO OCHOBHOTO MaTepuaia, HO HE YCBOMBIIMK JeTaiH, JOMyCKAaIOUUi  OmHOKH
NPUHIUIHAIBHOTO XapakTepa, JeMOHCTPUPYIOIIUI HE 10 KOHIIA C(OPMHUPOBAHHBIE KOMIIETCHIINH,
YMEHUS CUCTEMATU3UPOBATh MAaTEPUAIT U JAEJIaTh BHIBOJBI.

O1eHKY «Hey/10BJIeTBOPUTEIbHO)» 3aCIyKUBAaeT 00YJaIONIUIICsS, HE YCBOUBIINI OCHOBHOTO
coJlep’KaHusl MaTepualia, He YMEIOIIUN CHUCTeMaTU3UpoBaTh MHPOPMAIUIO, J1e1aTh HEOOXOAUMbIE
BBIBO/JIbI, YETKO M TPaMOTHO OTBEYaTh Ha 3a/IaHHbIE BOIIPOCHI, IEMOHCTPUPYIOLINI HU3KUHA YPOBEHb
OBJIaJICHUS] HEOOXOAUMBIMU KOMIIETCHIIUSIMH.

OuenuBaHne 00y4aIIEerocsi Ha 3a4eTe ¢ OLeHKOM M0 Y4eOHOH TUCUUIIMHE

OreHKa «OTJIMYHO» BBICTABISIETCS OOYYArOIIEMYCs, €CIM OH TIIYOOKO M TMPOYHO YCBOWMI
POrpaMMHBIM MaTepua, HCYEpIbIBAIOUIE, MOCIEeI0BATEIbHO, YETKO U JIOTUYECKU CTPOHHO €ro
U3JIaraeT, yMeeT TECHO YBS3BIBATH TEOPHUIO C TPAKTUKOW, CBOOOJHO CIPaBISIETCS C 3aJadyaMu,
BOIpOCAMM M JPYTMMHM BHJIAMU TNPUMEHEHHUs 3HAHUW, HE 3aTpyIHAETCS C OTBETOM IpHU
BUION3MCHCHUHN 3aIIaHI/II\/JI, IMpaBUJILHO 00OCHOBBIBAET IIPHUHATOC PCUICHUC, BJIaACCT
Pa3HOCTOPOHHUMU HABBIKAMH U MTPUEMAMU BBITIOJTHEHHS MPAKTUYECKUX 3a]1a4.

OneHka «XOpomo» BBICTABISETCS O0y4arolmieMycsi, €clii OH TBEPAO 3HAeT Marepuall,
rPaMOTHO M MO CYIIECTBY U3JIaraeT ero, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEW B OTBETE Ha
BOIIPOC, MPaBHUJIbHO ITPUMCHACT TCOPECTUUYCCKUC ITOJIOKCHUA ITPU PCHICHU N TPAKTHYCCKHUX BOIIPOCOB
W 3aj1a4, BiaJieeT HEOOXOANMBIMU HAaBBIKAMH U MPUEMAMHU UX BBITOJIHEHUS.

OleHKa «yIOBJIETBOPUTEJIbHO» BBICTABISICTCA OOyYaloOlEeMycsi, €ClIi OH HMEET 3HAHUS
TOJILKO OCHOBHOT'O MaTepuaja, HO He YCBOWJI €ro JeTalied, TOMyCKaeT HETOYHOCTH, HEAOCTaTOYHO
MpaBWIbHBIE (DOPMYJIMPOBKH, HAPYIICHUS JIOTHYECKOW TIOCTEIOBATEIIBHOCTH B HW3JIOKECHUU
MIPOrPaMMHOT0 MaTepHalia, UCTIBITHIBACT 3aTPyIHEHUS IPU BHITIOJTHEHUH MMPAKTUYECKUX PaldoT.

OlleHKa «HEYI0BJIETBOPUTEIBLHO» BBICTABISETCS OOYYaIOMIEMYCsl, KOTOPBIA HE 3HaEeT
3HAYUTENIbHOM YacTH MPOTrpaMMHOI0 MaTepHana, JOMyCKaeT CYIEeCTBEHHbIC OMIMOKH, HEYBEPEHHO,
¢ OoJIBIIMMU 3aTPYAHCHUSMHU  BBIIIOJIHACT MPAKTHYCCKUC pa60TBI. Kaxk IMpaBujio, OLCHKa
«HEYIOBIETBOPUTEIBHO» CTABUTCS 00YYAIOIIUMCS, KOTOPbIE HE MOTYT MPOJOJDKUTE 00ydeHune Oe3
JOITIOJIHUTCIIBHBIX 3aHATHH 110 COOTBGTCTBYIOHIGI\/JI JUCHUITIINHE.

IlepeyeHb BONPOCOB /ISl IPOBEICHHSA 3a4€Ta C OLEHKOM
no yuyeoHnoi gucuumimne OI1.06 «/lokymMeHTannOHHOE 00ecnieyeHne yIpaBIeHH s

1. OO011e MOHTHS O JOKYMEHTE, €r0 () YHKIIUH.

2. Knaccugukarus 10KkyMeHTOB.

3. I'OCT P 7.0.97-2016. PexBusutst OP/I.

4. MesKCTpOoUuHBIN MHTEpBAJ M CTaHIAPTHBIE OJI0XKEHUS Ta0yIsATOPA.

S. Bunet u popmatsl O1aHKOB.

6. Pa3HOBHIHOCTH JI€TIOBBIX MHUCEM.

7. OCHOBHBIE TPYIIIBI YIPABIEHYECKUX TOKYMEHTOB.

8. PacniopsiiuTenbHble TOKYMEHTBI: COCTaB, XapaKTEePUCTHKA.

9. WH(popMalilnoHHO-CIIPaBOYHbIE TOKYMEHTBI: COCTaB, XapaKTEepPUCTHKA.

10. JIOKYMEHTBI 10 TMYHOMY COCTaBY: XapaKTE€pPUCTHUKA.

11. JIoKyMEHTHPOBaHUE TPYAOBBIX TPABOOTHOLIECHUH.

12. OdopmiieHne 1 BeieHUE TPYAOBOM KHUKKH.

13. JIOKyMeHTHI 10 npogeCCUOHATBHON AESITEILHOCTH; BUBI, CTPYKTYpa, TpeOOBaHUs K
uX 0pOPMIICHHIO.

14. TpebGoBaHMsI K TEKCTY TOKYMEHTA.

15. YHUUKaM U CTaHAapTH3ALHKA.

16. OpranuzanvoHHbIE CTPYKTYPHI AEIONPON3BOACTBEHHBIX CIYXKO.

17. TunoBas TexHonOrus 00pabOTKU JOKYMEHTOB, IOHATHE O IOKYyMEHTOO0O0pOTE.
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18. [Topsiiok 06pabOTKH BXOAAIINX JOKYMEHTOB.

19. Kommbrorepuzamus JJOY.

20. OdopmiieHne peKBU3UTA «IaTay,

21. [Topsimok 06pabOTKM UCXOASIIMX JOKYMEHTOB.

22. TpeGoBanusi, MpeabsABIsieMbIe K ((OPMHPOBAHUIO JETI.

23. [ToaroToBka fen K apXMBHOMY XPaHEHHUIO.

24. Homenknarypa nen, e€ BUIBI.

25. OO0mue mpaBuiIa PErUCTPAIIAH.

26. DKcnepTu3a HEHHOCTU J0KYMEHTOB.

217. [Topsimok 06pabOTKH BHYTPEHHUX JTOKYMEHTOB.

28. KondunennuaabHoe 1€I0TPOU3BOJICTBO.

29. Bujibl OpPrTeXHUKH M CIIOCOOBI €€ WCIOIB30BaHUS B JIOKYMEHTAIIMOHHOM O0ECIICYeHUHN
yIpaBICHUSI.

30. UadopmarimoHHO-CIIpaBOYHasi paboTa B YCJIOBUSAX NPUMEHEHHUS KOMITBIOTEPHBIX
TEXHOJIOTUH.
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