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COJEPKAHUE

OBILIASI XAPAKTEPMCTUKA PABOYEN ITPOI'PAMMBI YYEBHOM JUCLATIIVHBI
CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIIUIIINHBI
YCJIOBUS PEAJTIU3ALIMN YUYEBHOM JUCLIUITINHBI

KOHTPOJIb 1 OLIEHKA PE3VJIPTATOB OCBOEHUS YUYEBHOU JIMCLIUTIIMHBI



1. OBIIASA XAPAKTEPUCTHUKA PABOYEW ITPOI'PAMMBI YYEBHOM
JUCIHHUIIVINHBI OII1L.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHE
YIIPABJIEHUA

1.1. MecTto OMCHUIVIMHBI B  CTPYKTYpe OCHOBHOH mnpodeccCHOHAIbHOMI
o0pa3oBaTeJIbHOM MPOrPaMMBbI:

Jucrunuaa OI111.04 [lokymeHTarimoHHOE oOecrieueHre YIpaBiIeHUs! BXOJIUT B COCTaB
JUCIUIUIMH ~ 00IIenpodeccuoOHaIbHOTO  Y4eOHOTO ILMKJIa OCHOBHOM mpoecCHOHaTbHOU
o0Opa3oBaTeNbHOIl  MporpaMmbl, pa3paboTaHHOW B coOoTBeTcTBUUM ¢  DeaepanbHbIM
roCcyIapCcTBEHHbIM  00pa3oBaTelIbHBIM  CTaHJAPTOM MO  CHEIHAIbHOCTH  CPEIHEro
npodeccuoHaibHOr0 00pazoBanus 38.02.06 OuHaHCHI

1.2. lesqu uW mnJaHuUpyemMble Pe3yJbTATbl OCBOCHUSI Y4YeOHOW JUCUMILIMHBI,
COOTHECEHHbIE ¢ YCTAHOBJICHHBIMH B 00pa30BaTe/IbHOM MPOrpaMMe KOMIIeTeHIIUAMM

1.2.1. B pe3ynbTate ocBOeHHs Y4eOHOM NUCHUIUIMHBI OOyYaronIrecs JTOJDKHBI OBIAIETh
CIEYIOIUMU OOIIUMU U TPOPECCUOHATBHBIMU KOMIIETCHIIUSIMHU:

OK 2. Ocywecmenamv nouck, avaius u uHmepnpemayuio uxgopmayuu, HeobXoOumMou 0as
8bINONIHEHUS 3A0a NPOPeCCUOHANLHOU 0esmeNbHOCIU

OK 4. Pabomamv 6 Koanexmuse u KOManoe, dPPexmusHo 63aumooelicmeosams ¢ Kojie2amu,
PYKOBOOCMEOM, KIUEHMaMU

OK 5. Ocywecmenams ycmuylo U NUCOMEHHYIO KOMMYHUKAYUIO HA 20CYOApPCMBEHHOM A3bIKe
Poccuiickoti @edepayuu ¢ yuemom ocobeHHOCmel COYUanNbHO20 U KYIbMypHO20 KOHMeKCma

IIK 1.5. Obecneyusamv QuHaHCO80-3KOHOMUYECKOE CONPOBOJCOeHUe OesimeNbHOCU O
ocyuecmeneHuio 3aKynoK Osl 20Cy0apCmMEeHHbIX U MYHUYUNATLHBIX HYHCO.

IIK 3.4. Ob6ecneuusamov ocyujecmeienue QUHAHCOBbIX 63AUMOOMHOULEHUL C OPSAHUIAYUAMU,
opaanamu 20cy0apcmeeH ol 61acmu U MECIMHO20 CAMOYNPABIEHUS.

IIK 4.1. Paspabamvigams nian u HpocpamMmy NpOBeOeHUs KOHMPOIbHLIX MepOnpusmutl,
oopmasmy pe3ynivmamuvl NPOGEOEHHbIX KOHMPOAbHbIX MEPONPUAMUL, 6bIpaOAmMbleamy peKoMeHoayuu
no ycmpaneHuio HedoCmamko8 U pUckos, OYyenusams 3@ ekmusHoCms KOHMPOJIbHLIX NPOYEOYp.

IIK 4.3. Yuacmeosamv 6 peeusuu QUHAHCOB0-XO3AUCMEECHHOU OesimeIbHOCmU 00bekma
PuHanco6o020 KOHMPOIs.

1.2.2. B pe3ynprare OCBOCHMS Y4eOHOW IUCHMIUIMHBI OOYyYarolIuecs JIOJIKHbI
JOCTUTHYTh CJEIYIOUIMX pe3yabTaTOB OOYYEHMs, COOTHECEHHBIX C Ppe3yJbTaTaMu OCBOEHHS
OCHOBHOM 00pa3oBaTeIbHON MPOrpaMMsbl (KOMIETEHLIUAMH ):

HaumeHoBaHue Jeckpunropbi Pe3y/ibTaThl 0CBOEHHUS
pesyJbTara pe3yJibTaTa 00y4eHus odpazoBaTeabLHOH
o0yueHust NPOrpamMmsl
(KOMMeTeHINH),

¢opMupoBaHue KOTOPBIX
olecneunBaercst
pe3yJbTaToOM 00y4eHust
(K0Obl KOMnemeHnyuil)

YMmeTs: - 0hOPMITATH TOKYMEHTAITMIO B COOTBETCTBUH C HOPMATUBHOM OK 2, OK 4, OK 5; TIK

0a30l, B TOM YHCIIE C HCIIOJIh30BAHUEM HH(POPMAIIMOHHBIX 1.5,1IK 3.4, 11K 4.1, IIK
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TEXHOJIOTHM;

- UCTIOJIb30BaTh YHU(HULIUPOBAHHbBIC (POPMBI JOKYMEHTOB;
- OCBaMBAaTh TEXHOJIOTUH aBTOMATH3NPOBAHHOM 00pabOTKH
JIOKyMEHTaI1H;

- OCYIIECTBIISATh XpPaHEHHUE ¥ IOUCK JOKyMEHTOB;

- UCTIOJIb30BAaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
3JIEKTPOHHOM JIOKYMEHTO000pOTE;

43

3HaTh: - IOHSITHE, LEJH, 33/1a41 M IPUHLUIIE AEJI0IPOU3BO/ICTBA;
- OCHOBHBIC MOHATHUS JOKYMEHTAIIHOHHOTO 00SCIICUCHUS
YIIpaBJICHUS;

- CHCTEMBI JOKYMEHTALIMOHHOTO 00SCIICUeHUs yIPaBICHUS,;

- KJIacCH(HKaIHIO JOKYMEHTOB;

- TpeOOBaHMUS K COCTABIICHHUIO U O()OPMIICHHIO TOKYMEHTOB;

- OpPraHU3aLMI0 JOKYMEHTO000pOTa: IpHeM, 00padoTKy,
PETHUCTpalHIO, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATYpY

JCII.

OK 2, OK 4, OK 5; [IK
1.5, TIK 3.4, TIK 4.1, TIK
43

2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI IMCUMIVIMHBI M BUABI YU4eOHO#l padoThI

2.1.1 O0bem yueOHOH TUCHMILIMHBI M BUABI y4eOH0ii padoThl (0uHOii (popma)

Bun yuebHoit paboTbl KommuecTBo 4acos

O0bemM yueOHoM paboTHI (BCETO) 32
O0beMm yueOHOM paboThl OOyyaromMXCSd BO B3aUMOJCHCTBUHM C 30
npenoiaBaresieM (BCero)
B TOM YHCIIE:

JIEKINHU 26

MPAKTUYECKHE 3aHATHS (CEeMHUHApbI, Ja00paTOPHbIE 3aHATHUS) 4

KypcoBast paboTta He npenycmotpeHno
CamocrosrenbHas pabota oOy4daromerocs (BCero) 2
[TpomesxyTouHas arTecTanus 3ayer

2.1.2. O0bem y4eOHOM AUCHHMILVIMHBI M BUAbI Y4eOHOI padoThl (3a04Has (popma)

Bun yue6Ho# paboTbl KomnnuectBo uacos

O0nem yuebHo paboThI (Bcero) 32
O0beMm yueOHOM paboThl OOyyaromMXCs BO B3aUMOJCHCTBUM C 6
npenoiaBaresieM (BCero)
B TOM YHCIIE:

JICKITUH 4

MPaKTUYECKHE 3aHATUSI (CEeMUHApPBI, 1a00paTOPHBIE 3aHITHS) 2

KypcoBas paboTa He npenycmotpeno
CamocrosrenbHas paboTta obydatomierocs (Bcero) 26
[TpomesxyTouHas arTecTanus 3ayer




2.2. TemaTH4yecKMil IJIAH U COJepPKaAHNE YUeOHOH THCIUTINHbBI

OIIL.04 ToxkymeHTallMOHHOE O0ecreuyeHHue yIpaBaeHUus

HaumenoBanue
pa3zesioB H TeM

Coaep:xanue yueOHOI0 MaTepHaJia, JIaGopaTopHbie padoThl U
NMPaKTHYecKHe 3aHATHS, CAMOCTONITe/IbHasI padoTa
ol0yyammxcsi, KypcoBasi padora (IpoeKT), aKTUBHbIE H
HHTepPaKTUBHbIE JOPMBbI 00yUeHHs

Koapl
KOMIIETeHITHIA,
¢opmupoBanuio
KOTOPBIX
cnocodcTBYeT
371eMeHT
MPOrpaMmsbl

Tema 1. JlokymeHT u
CHCTEMBI
AOKYMEHTAINH.
PexBu3uTHI
JOKYMEHTOB

Copepixanue TeopeTH4eCKHX 3aHATHIL:

- Ilens 1 3a1aum IeIONPOM3BOCTBA, CBSI3b ACJIONPOU3BOJICTBA C
IOPUANYECKUMH U APYTUMH HayKaMu. OnpeereH s, OCHOBHBIE TIOHSTHS.
lNocynapcTBeHHas cucteMa JOKyMEHTAlHOHHOTO 00eCTICUeHNsl yIpaBIeHHUs
(I'CAOY). O6mue TpeboBaHUs K cIyX0aM JOKYMEHTAI[HOHHOTO
obecrieyeHus yIpaBIeHUsL.

- JIoKyMeHT ¥ CHCTEeMBI JOKyMEHTAlUH. Y HU(UKAIHS, CTaHAAPTH3AIHS,
Tpadaperusanys GopM yrpaBIeHIECKOH JOKyMeHTauH. [loHsaTHEe
pekBu3KTa JOKyMeHTa. [TonaTue popmyinspa-odpasua 1okyMeHnTa. ©opmarsl.
IpaBuia opopmieHns TekcToBoro Marepuana. [Ipasuia odpopmieHus
TIpUMEYaHHH, TPHIOKEHNI 1 000CHOBaHHH K TeKcTy. CHATHE KOTHH
nokyMeHToB. [lonsTHe nyOnukaTa JOKyMeHTa.

- Pacrionosxenne pekBU3NTOB Ha OiaHKe JOKyMeHTa. Pa3mepsl, momst
(otctymer). bnank ans nuceMa u 00muil OaHK UIs APYTUX BUAOB
OpraHM3aIMOHHO-PACTIOPS IUTENBHBIX JOKYMEeHTOB. OdopmieHne TekcTa
JOKYMEHTOB B BHJE aHKET, TA0JIHUI], CBI3HOTO TEKCTa, a TAKXKE B BUIE
coenuHeHus 3TUX Gpopm. TpeboBanus k aHKeTam, TabuIaM. TpeboBaHus K
TEKCTY JOKYMEHTOB.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, IIK
4.1,1IK 4.3

Conep:xanue NPaKTHYeCKUX 3aHATHIA:

O06cyxaenue npoOiIeMHOI TeMbl: Y HUPHIUPOBaHHBIE TPEOOBAHHUS K
COCTaBJICHUIO ¥ O)OPMIICHHIO TOKYMEHTOB.

Pabora o Temam:

- F'OCT, HopmaTiBHas 1 CIIpaBOYHAS TOKYMEHTAIUs. DICKTPOHHBIE
ma6nonsl fokymeHToB. CIIC "Koncynsrantllnroc", "Tapant".

- llla6mons! u cTiim 1okyMeHToB. dopMUpoBaHUE OIaHKOB TOKYMEHTOB.
Co3nanue cTUiIed ISl OTJETBHBIX PEKBU3UTOB JIOKYMEHTOB. bianku ¢
YTJIOBBIM U NPOJIOJIBHBIM PACIIONOKEHHEM PeKBH3UTOB. COCTaB M OPSIOK
PacIoIOKEeHNs PEKBU3UTOB Pa3IMYHBIX BHJOB OJIAHKOB.

- O¢popmnenne obuiero 6manka nokymenTa. OdopmiieHre 6JaHKa A THCEM.
- OdopmiieHre TPUMEYaHHH, TPHIOKEHUH U 0OOCHOBAHHUH K TEKCTY.
[IpaBumna opopmnenns ondbmrorpaduu. Co3gaHne KOMUU JOKYMEHTA.
Co3pmanne ny0nukaTa JOKyMEHTa.

- OdopmiieHne TEKCTa TOKYMEHTOB B BUJIE aHKET, TaOJIHII, CBI3HOTO TEKCTa, a
TAKOKe B BUJE COeMHEeHNs 9TUX (opM. TpeGoBaHUsI K TEKCTY JOKYMEHTOB.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, [IK
4.1,1IK 4.3

Tema 2.
Ynpasiaenueckast
JAOKYMEHTAIUsl.
CocraBienue u
odopMmieHue
OCHOBHBIX
AOKYMEHTOB

Copepixanue TeopeTH4eCKHX 3aHATHIA:

- [lonsiTie OpraHU3aIOHHO - PACIIOPSAUTENBHBIX JOKYMEHTOB. OCHOBHBIE
MIPaBHJIa COCTABICHUS U 0pOPMIIEHHS YCTABOB, MOIOKSHUH, HHCTPYKIIUH.
CocraBnieHust 1 0OPMIICHUS TOCTAHOBIICHNH 1 perneHnid. [lltaTHas
YHCIICHHOCTH M IITATHOE paciucaHue. JJoroBOpEL

- [lonsaTHE pacnopsauTeNbHBIX JOKYMEHTOB. OCHOBHBIE IIpaBHIIa
COCTaBJICHUS ¥ 0(OpMIIeHUs IPpUKa30B. [Ipuka3sl mo Bompocam obuieit
JIeSITEIbHOCTH.

- [Nonsitne MHGOPMALIMOHHO - CIIPABOYHBIX JOKYMEHTOB. AKTHI. CHIpaBKH U
JOKYMEHTBI JINIHOTO MPOUCX0XKAeHHA. OOBSICHUTENbHBIE, CITy)KeOHBIE 1
JIOKJIA/THBIE 3ATIHCKH.

OK 2, OK 4, OK 5;
TIK 1.5, [IK 3.4, TIK
4.1,TIK 4.3

Conepixanue NpaKTUYeCKUX 3aHATHIA:

Ob6cyxnenne npobieMHo# TeMbl: OhopMIIeHHE OpTaHU3AIIMOHHOM,
pacnopsauTeIbHON 1 MH(POPMALOHHO-CIIPABOYHON JOKYMEHTALIUH.
Pa6ota no Temam:

- Ha3znauenue OTACJIbHBIX BUAOB OPraHU3alluOHHBIX JIOKyMeHTOB.

- OdopmiieHne pacropsiauTeabHON qokymeHTanun. Coctas
pacropsAUTEeNBHBIX TOKYMEeHTOB. [IpaBuia cocTaBneHus u opopMIreHHs
MIPHUKA30B 110 OCHOBHOM JeATENILHOCTU. Pa3HOBHIHOCTH pacTiopsKEHHA.
[opsmox oOpMIICHHUS BBIUCKH U3 PACHOPSIUTEIFHOTO JOKYMEHTA.
IOpumnueckas cuna pacnopsiIUTEeIbHBIX JOKYMEHTOB.

- Odopmienne nHGOPMALTMOHHO-CIIPABOYHON ToKyMeHTaluu. CocTas
MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

OK 2, OK 4, OK 5;
TIK 1.5, TIK 3.4, TIK
4.1,TIK 4.3

Tema 3. KaapoBas

Conep:xanue TeopeTHYECKUX 3aHITHIA:
- [lonaTHe KaapoBOi JOKyMEeHTalMHU. 3asBiaeHue. TpyaoBoi JOroBOp.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, [IK
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AOKYMeHTaNus.
Koppecnonagenuus
MEePHOMYECKHX
MeponpuATH

Pestome. ABroGrorpadus. Xapakrepucruka. OpopmiieHHe IPUKa30B M0
JIMYHOMY cocTaBy. TpynoBas kHMKKa. JInuHble kKapTOuky. JIndHbIE nena.

- Koppecnonneniys, cBsi3aHHas ¢ MPOBEICHUEM NTEPUOANIECKUX
Mmeponpustiii. [Ipotokosn. OCHOBHBIE IIPaBHIIa COCTABICHUS U 0pOpPMIICHHS
IIPOTOKOJIA.

4.1,1IK 4.3

Conep:xanue NPaKTHYeCKUX 3aHATHIA:

O6cyxnenue npodiemHol TeMbl: OopMiIeHIe KaJpOBBIX JOKYMEHTOB.
Pabora o Temam:

- CocrapieHue TPYIOBBIX JOTOBOPOB U JOKYMEHTOB MO JHYHOMY COCTaBY.

- CocraBnenue mwratHoro pacrucanusi. OdopmiieHue 3asiBICHUN U IPUKa30B
0 mpueme Ha paboTy, 00 YBOJIBHEHUH, O IEPEBOJIE, O MPEIOCTABICHUI
OTIyCKa, 0 KoMaHipoBaHuH. CocTaBleHNE BBIINCKH U3 IIPUKa3a.
CocraBieHne pesioMe, aBToonorpadun, XapakTepUCTHKH. 3aIl0JIHEHHE
JMYHOH KapToukyu. PopMupoBaHUe JIMIHOTO Jena.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, IIK
4.1,1IK 4.3

Tema 4. [lesioBasi
KOppecnoH/IeHIUsl.
JenoBbie n
KOMMep4ecKue
nucbmMa

Copepixanue TeopeTHYeCKHX 3aHATHIL:

- TunoBsie u Tpadapernsie nucbMa. Knaccuduxamus nucem. CTpykTypa
nuceMa. CtaHnapTHele (Gpasbl U BeIpaxeHus. OTaeNbHbIe BUABI TUCEM:
ITCbMa-TIPOCHOBI, COMPOBOUTENBHBIE IINCbMA, TOTOBOPHbIE ITHChMa,
ITMCbMa-TIOATBEPIKICHHS], IMCbMa-HAIIOMMHAHMS, TINCbMa-HU3BEIICHNUS,
MIChMa-TIPUTIIAIICHAs, TapaHTUIHBIE THChMa, TIChMa-3aIpoCkl ¥ MIChMa-
OTBeTHL. [leT0BOe MICHMO MEXTyHapOIHOTO 00pasia.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, IIK
4.1,1IK 4.3

Conep:xanue NpaKTHYeCKUX 3aHATHIA:

OO6cyxaenue npoOIeMHBIX TeM:

- OdopmiieHrE 1ETOBOI MIEPENHUCKU.

- IIncpMo Kak OCHOBHOI BUJI TOKyMEHTA AJISI OCYIIECTBICHHS
KOMMYHHUKAaLUH.

- CocraBieHne OTAENbHBIX BUIOB MUCEM: THChMA-IIPOCHOBI,
COIPOBOIUTEIIBHBIE MTICHMa, IOTOBOPHBIE IHChMA, ITMChbMA-II0ITBEPIKICHHS,
MIChMa-HAaIIOMUHAHUS, TNCEMa-H3BEeIIeHHs, MIChMa-TIPUTIIAIIeHNS,
rapaHTHITHOTO MUCHbMa, MMCbMa-3aIpoca ¥ IIMChMa-0TBeTa.

OK 2,0K 4, OK 5;
IIK 1.5, I1K 3.4, [IK
4.1,1IK 4.3

Tema 5. Opranuzauus
JAOKYMEHT0000poTA.
Cucremaruzauus
JTOKYMEHTOB.
Homenxknarypa ais
ux ¢popMupoBaHUs U
XpaHeHHsI.
HNndpopmanumonHo-
KOMMYHHKAIIMOHHBIE
TeXHOJOTHH B
COBPEMEHHOM
AOKYMEHT0000poTe

Cozep:kaHue TeOpeTHYECKUX 3aHATHIL:

- [lonsarue nokymerToo60opora. OpraHu3aus padoThl ¢ JOKyMEHTAMH.
IMonsTHe KnaccuUKALUK U CUCTEMATH3alUK TOKyMeHTOB. IToHsATHE e 1
HOMEHKJIATYpBbI Aeil. ' pyHIupoBKa TOKyMEHTOB B Jiela.

- Jlena MOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHHsI, OIINCH TaKUX JeIL.
[NonsTue apxuBa, ero obopynoBanue. ApXuBHas CIIpaBKa, apXUBHas KOTIN,
apxuBHas BeIKcKa. [lepenaya ienm Ha rocy1apCTBEHHOE XpaHEHHUE.

- CoBpeMeHHbIe HH(POPMAMOHHO-KOMMYHUKAMOHHBIE TEXHOJIOTHU.
DNEeKTPOHHBIA JOKYyMEHTOO00POT.

- 3ammta HHGOPMAILIUH IPU CO3TaHHH CITYKEOHBIX JOKYMEHTOB.
CoBpeMeHHBIC CIIOcO0bl ¥ TEXHUKA CO3/IaHHs IOKYMEHTOB.

OK 2, OK 4, OK 5;
TIK 1.5, [IK 3.4, TIK
4.1,TIK 4.3

Coaep:kanue NPaKTHYECKHX 3aHATHIA:

O6cyxaeHue mpoOIEMHO TeMBI:

OpraHu3arys 10KyMeHT0000poTa IPeIPHSTHS.

- AHanM3 TOKyMEHTO000pOTa OPraHU3aLUH.

- OnpezeneHre CPOKOB XPaHEHHUS JOKYMEHTOB.

- CocrapiieHUEe HOMEHKIIATYPBbI JIETT.

- lena MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHeH!s, HOPMHUPOBAHHUE OIUCH
TaKuX Jedl.

- ABTOMaTHU3UPOBAHHBIN TOKYMEHT0000pOT opranu3anuu. Coznanne
KOMITbIOTEPH3HPOBAHHOTO JOKYMEHTO0000pOTa MPEANPHUSITHSL.

OK 2, OK 4, OK 5;
TIK 1.5, [IK 3.4, TIK
4.1,TIK 4.3

2.3. Pacnipenenenne o0beMa JMCHMILIMHBI 110 pa3jeiaM, TeMaM U BUAAM y4eOHOH padoThI

2.3.1. YueOHo-TemaTH4YecKMil IUIaH 3aHATHI (0uHast popma o0yueHus )

VYuebHast paboTa o0ydaronmxcs
O6mmit 00beM BO B3aMMO/IEHCTBHH C CamocTosiTens
Pazgen, Tema QuCHMIUIMHEL yueOHOI mpenogaBaTeneM (Jac.) Has pabora
pa6oTsr (yac.) Jlexuyn [pakTrueckue (uac.)
3AHATUSA

Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIUH. 8 6 1 1
PexBU3UTHI TOKYMEHTOB
Tema 2. YnpaBneHueckas JOKyMEHTaLusI. 5 4 0.5 0.5
CocraBieHre 1 0()OPMIICHHE OCHOBHBIX JIOKYMEHTOB ’ ’
Tema 3. KagpoBast qokymMeHTaLMsl. 5 4 0,5 0,5




Koppecnonaennys nepuouueckux MeponpusiTuii

Tema 4. JlenoBas koppecnonaeHuus. JeaoBbie u 5 4 1
KOMMepUecKHe Muchma

Tema 5. Opranuzanusi JOKyMEHTOO00pOTa.
Cucremarusanus 1okymeHToB. HoMeHnknarypa s

ux GopMUpOBaHUS U XpaHeHust. HPOpMAIIMOHHO- 8 7 1 -

KOMMYHHUKAIIMOHHBIE TEXHOJIIOTHU B COBPEMEHHOM

JIOKYMEHTO0000pOTE

3auem 1 1 - -
HTOro: 32 26 4 2

2.3.2. YueOHO-TeMaTH4YeCKHIl IVIAH 3aHATHI (3a0uHasi popma o0yueHHs)

VYuebnas pabora o0yJaromxcs
OO6muit 00eM BO B3aUMOJICHCTBUU C CamocrosiTenb
Pazmen, TemMa DUCIMITIIHHBI yueGHOU npernojaasaTeseM (4ac.) Hast pabora
pabotsl (yac.) Jlexipun IpakTuueckue (uac.)
3aHATUA

Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIUH. 8 1 } 7
PexBU3UTHI TOKYMEHTOB
Tema 2. YnpaBneHueckas JOKyMEHTaLUSI. 6 _ 1 5
CocraBieHre 1 0)OPMIICHHE OCHOBHBIX IOKYMEHTOB
Tema 3. KagpoBas qokyMeHTaLMsl. 6 _ 1 5
KoppecnonaeHuust nepuoanYecKux MEpONpUsTUIL
Tema 4. JlenoBas koppecnoHaeHUus. Je10Bbie 1 4 1 ) 3
KOMMepUecKHe Muchma
Tema 5. Opranu3zaiusi JOKYMEHT0000pOTa.
Cucremaru3zanus J0kyMeHToB. HoMeHknaTypa st
ux (popMUpoBaHus U XxpaHeHus. THPOpMAIHOHHO- 7 1 - 6
KOMMYHHKAIIIOHHBIE TEXHOJIOTHH B COBPEMEHHOM
JIOKyMEHTO0000pOoTe
3auem 1 1 - -

HTOIO: 32 4 2 26

2.4. Buabl, GpopMBI M MeTOAbl KOHTPOJISA IVIAHHPYEMBIX Pe3yJIbTATOB OCBOCHHS
y4eOHOM TMCUMIINHBI

Texywuii KoHmpoas ONpeNeNseT CTeNeHb KayecTBa YCBOEHHS HM3Yy4EHHOTo Yy4eOHOro
MaTepHaja TeOpeTHYECKOro U MPaKTUUECKOro XapakTepa B xojie o0yueHus. Cucrema TeKyIero
KOHTPOJISl yCIIEBAEMOCTH TNpeAycMaTpUBaeT pa3HooOpa3Hble IO (GOpME M  COAEPIKaHUIO
KOHTPOJIbHBIE MEpOTNPHATHS (KOHTPOJbHBIE TOYKH), YUYHUTHIBAIOLIME BCE BHUJbI ayAUTOPHOW U
CaMOCTOSTENIbHOW yuyeOHOM NesTeTbHOCTH 00yUaromerocs.

OCHOBHBIMH BUJAMH TEKYILETO KOHTPOJIS YCIIEBAEMOCTH CTYIEHTOB SBIIIOTCS:

- BXOJHOH KOHTPOJb - HEOOXOAMMBIA JJIsl YCIEIIHOTO IUIAHUPOBaHMUS M YIpaBJICHUS
y4eOHBIM ITPOLIECCOM;

- TeMaTUYeCKUI KOHTPOJIb (10 MaTepuaiaM U B 00beMe OJJHON y4eOHO! TeMbl);

- pyOexHbIi KOHTpoNb (B 0OBEME pa3lenoB MM TPYyHNN TeM M0 JUCHUIUIMHE)
o0ecreynBaroIUil Ka4ecTBO U3yYeHHs CTYJIEHTaMU Yy4eOHOTro MaTepHaia, yupaBjieHue yueOHoi
JIEATEIbHOCTBIO CTYJIEHTOB M €€ KOPPEKTHPOBKY, a4 TaKKe€ CTUMYJIUPOBAHUE pPEryJsIpHOM,
IeJIeHANpaBIeHHOW padoThl CTYIEHTOB, AKTUBU3ALUMS MX I[103HABATEIbHON JEATENbHOCTH;
OTpeieIeHue YPOBHS OBJAJCHHS CTYIEHTaMHU HaBBIKAMHM CaMOCTOSITEILHON palboThbl, co3aHKe
ycnoBui Uit MX (popMupoBaHus. PyOesKHbI KOHTPOJIb MOXKET MPOBOAUTHCS HECKOJBKO pa3 B
CeMecCTp, B BHJE MPEABAPUTEIBHOTO KOHTPOJIS (Iepes 7K3aMeHOM) U / Wi B (hopMe UTOTOBOTO
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KOHTpOJISI, HAMPaBJICHHOI'O Ha BBISBJICHUE CTETNIEHH OBJIAJCHMS CTYACHTAMHU CHCTEMOM 3HaHUH,
YMEHHMM ¥ HaBBIKOB (KOMIIETEHIIUH ), MOJIYYEHHBIX B MIPOLIECCE U3YUECHHS yUeOHON TUCIUTUINHBI.
HToroBbiii KOHTPOJIb OCYILIECTBIIAECTCS B KOHIIE CEMECTpa U3ydeHHs y4eOHOM TUCIUTUIUHEIL.

OcHoBHBIMU (OpMaMU TEKYIIErO0 KOHTPOJISI YCHEBAEMOCTU CTYJEHTOB SIBIISIFOTCS:
YCTHBIN ONpPOC HA JICKIUSAX, IPAKTHUECKUX M CEMHHAPCKHUX 3aHSATHUSX, MPOBEPKA BBIOJIHEHUS
MUCHbMEHHBIX JOMAIlHUX 3aJaHuii, NPOBEICHHE KOHTPOJBHBIX paboT, TeCTUPOBaHUE
(MMCbMEHHOE WM KOMIIBIOTEPHOE), KOHTPOJb CaMOCTOSATEIbHOW paboThl CTYIAEHTOB (B
MMMCbMEHHOW WJIM YCTHOHM (hopMe) U T. 1.

Ilpomesicymounas  ammecmayus  (KOHmponp)  OOy4aroOUMXcid 1O  JUCIUILINHE
o0OecrieunBaeT OLEHUBAHUE PE3yJbTAaTOB Y4YEOHON JEATENbHOCTH CTYyACHTa 3a CEMECTp,
CIIy)KalllMi N7l OMpeNlelieHHs] YpOBHSI KauecTBa IOJATOTOBKU CTYACHTOB B COOTBETCTBUU C
tpeboBanussMu GI'OC CIIO no cnenuanbHOCTU. [IpoMexyTouHas aTTecTalus OCyIIeCTBISETCS
B KOHIIE CEMECTpa W 3aBeplIaeT M3yueHUE OTIEIbHOW JUCHMILIUHBI / MEKIUCIHUILIMHAPHOTO
Kypca / mpodeccuonanpbHoro monyinsa. llpomexxyTounas arrectamus peanusyercs B Qopme
3auera / qudGepeHInpoBaHHOTO 3a4eTa / IK3aMeHa.

Pezynomamor oceéoenus oucyuniumsl JOCTUTAIOTCA 3a CYET MCIOJIb30BAaHUS B IpOIECCe
0oOy4eHHUs aKTUBHBIX M MHTEPAKTUBHBIX METOJOB U TEXHOJOTHI (HOpPMHUpPOBAHMS 3aaHHBIX
KOMIETEHIIUH Y CTY/ICHTOB.

2.5. Ucnosnb30BaHue B Mpouecce 00y4eHNsI aKTHBHBIX U HHTEPAKTHBHBIX METO/I0B H
TeXHOJI0THil GopMUPOBAHMS KOMIIETEHIIHA.

[Tepexon K KOMIIETEHTHOCTHOMY IOJIXOAY B Ipolecce oO0ydeHus TpeOyeT H3MEHEHHS
MHOTHX COCTaBISIOIIMX y4eOHOro Tpolecca: COAEp)KaHHs, CIIOCOOOB KOHTPOJS M METOJOB
oOyuenus. OnHUM U3 HauOojee BAXHBIX HANPABICHHH H3MEHEHHS METOIOB OOYUYCHHS IIpH
nepexoje K KOMIIETEHTHOCTHOMY IIOJIXOAY SBIISCTCS HCIOJNB30BaHUE B Y4EOHOM Ipoliecce
AKTHBHBIX M MHTEPAKTHBHBIX METOJIOB M TEXHOJIOTHI 00ydeHusI.

BkiroueHne B ydueOHBI TpOLECC AKTHBHBIX M HMHTEPAKTHBHBIX METOJOB OOYYEHUS
AaKTHBHM3HPYET IO3HABATEIFHYIO aKTUBHOCTh CTYACHTOB, YCHJIMBACT UX MHTEPEC U MOTHBAIIHIO,
pa3sBUBAET CIIOCOOHOCTh K CaMOCTOATENILHOMY OOyueHHI0o U olecreuuBaeT Oojiee IOJHOe
ycBOeHHe HH(OpMannH (€CIi TpH JISKIMOHHOM 1o1aue MaTtepuana ycBauBaercs He 6oiee 20%,
uH(poOpMaluy, TO B 1eJ10BOi urpe — 10 90%).

AKTHBHOE W WHTEpaKTHBHOE OOyYeHHE MpeArnoaraeT oOy4deHHe, MOTPYKEHHOE B
oO0IlleHHe, KOTOpOEe COXpaHseT KOHEYHYIO IIelb M OCHOBHOE COJEp)KaHHE INpeaMeTa, HO
BUJIOM3MEHSET (OPMBI M TIPHEMBl BeICHUS 3aHATHA. K Hay4yHO-METOJMYEeCKHM OCHOBaM, Ha
KOTOPBIX 0a3upyeTcsi aKTUBHOE U MHTEPAKTHBHOE OOYUEHHE OTHOCATCS OOyYeHHE Yepe3 OIbIT U
COTPYJHHYECTBO, Y4YeT pa3IMyhid B CTWISAX [O3HAHHS, WCIOJNb30BAaHUE MOUCKOBBIX,
UCCIIEI0BATEIbCKUX U UTPOBBIX METOJIOB.

WurepaktuBHOe 0Oy4eHHMe Kak ocobast (opma OpraHuM3alyd IO3HABAaTEIbHON
JIeATEILHOCTH 00ECIIeYnBaeT BOBJICYCHHOCTh BCEX CTYACHTOB B 00Opa3oBaTeNbHBINA Ipolecc,
CO3JaeT YCJIOBHSA Ui OOMEHa, B3aUMHOTO OOOTalleHHs 3HAHUSAMH, HWACSMH, CII0COOaMH
JeATEIbHOCTH, CIIOCOOCTBYET YCTaHOBJICHUIO AMOIIMOHAIBHBIX KOHTAKTOB MEXKIY CTYACHTaMH,
npuy4aeT padoTaTh B KOMaHJE, CHUMAeT HEPBHYIO HArpy3Ky, IMOMOTAeT HCIBITaTh YyBCTBO
3alIMIIEHHOCTH, B3aMMOITIOHUMAHUS H COOCTBEHHOM YCIIEITHOCTH.



K MeTomaM akTHBHOTO M HHTEPAKTUBHOTO OOYUEHHSI OTHOCSITCS:

Heposvle mexnonoeuu: NeNOBas UTPa, CEOKETHO - POJIEBasi UTPa, UMUTAIIMOHHBIC HTPHI,
UTPOBBIC 3aHATHUS Ha MOJENAX (MCKYyCCTBEHHass oOpa3oBaTelbHas Cpena, KOMIBIOTEPHBIC
JICTIOBBIE MTPBI), CTAXHPOBKA (C BBHIMOJHEHHUEM WM 0€3 BBIOJHEHUS JIOJDKHOCTHOW pOJIN),
NEHCTBUS TI0 UHCTPYKIIUU (QITOPUTMY)

Cumyayuonusiti anHanu3: aHAN3 KOHKPETHBIX CHUTYallud, pEIIeHHE CUTYaTUBHBIX H
MPOM3BOJICTBEHHBIX 3a/1a4, KEHC-TEXHOJIOTUU (MILTIOCTPATHBHBIC YUEOHBIC CUTYaIlMH, KEHCHI C
dbopmupoBanneM U 0e3 (QopMuUpOBaHUS MPOOJEMBI, TPHUKIAAHBIC YIPaKHEHHS), pa3zdoop
WHIMJICHTOB U3 MPAKTHKH, 0aCKeT-METO/ U T.1I.

Depucmuueckue mMexXHONOUU 2eHepUposanusi udeti: «MO3TOBOH INTYPM», CHHEKTHKA,
accoranuu (metadopsl)

Tpenune-memoowl: COIMATBHO-TICUXOJIOTUYSCKUI TPEHUHT, TPECHUHT JIEJIOBOTO OOIIEHUS,
NICUXOTEXHUYECKHUE UTPBI

Ilpobnemnoe obyuenue: akTUBHBIC (MPOOJIEMHBIC) JICKIIMM M CEMHHAPHI, JICKIIHH-
JIMCKYCCHH, TICPEKPECTHBIC UCKYCCUHM, TEMAaTUYECKHUE JUCKYCCHUU: KPYIJIBIA CTOJN, Tpecc-
KOH(epeHIUs / HaydyHO-TIpaKTh4Yeckas KoHpepeHus, 1e0aTol

IIpoexmnoe obyyenue: pa3pabdOTKa TBOPYECKOTO HHIUBUAYAJIBHOTO WM TPYIIIOBOTO
NPOCKTA, HMCCICIOBATEIBCKUE MPOCKTHI, WH(POPMAIMOHHBIC MPOCKTHI, TBOPUECKUE MPOCKTHI,
COLIMAIbHO-OPUEHTUPOBAHHBIC MIPOCKTHI, UTPOBOE MPOCKTUPOBAHKE

Komanonoe ob6yuenue: pabotra B MajblX TpYINIax, WHTEPBbIO, pabdOTa «TPYIIIbI
IKCIIEPTOBY

Tecmogvie mexnonocuu 06yyenuss (MOMUMO KOHTPOJISI TECThI BBITIOJIHSIOT TaKXKe
JIMarHOCTHYECKYI0, 00YYAIOIIYI0, OPTraHU3YIOIIYIO, PA3BUBAIOINYI0 ydeOHbIe (DYHKIMH): TECTHI C
OJTHO3HAYHBIM BBIOOPOM OTBETA, TECT C MHOTO3HAYHBIM OTBETOM, TECThI Ha JIOTIOJIHCHUE, TECTHI
nepekpectHoro Bbibopa, MACTAK-texHonorus (MeToJ AaKTUBHOTO COILIMOJIOTHYECKOTO
TECTUPOBAHUS, aHATTU3a U KOHTPOJIS)

2.6. 3apaum, ypoBHHM, BHABI H (OPMBI CaMOCTOAITEJLHOH PadOTBI M INepevYeHb
Y4eOHO-MeTOAN4YeCKOro odecnevyeHus 1 CAMOCTOATEIbHOH PadoThl 00yYAOIIHUXCS

Cornmacio TpeboBanusMm @PI'OC CIIO U HMHBIX HOPMAaTHUBHBIX JOKYMEHTOB
caMOoCTOsITeNIbHas paboTa CTYACHTOB SBJISIETCS 00s3aTeIbHBIM KOMIIOHEHTOM 00pa30BaTeIbHOIo
npoliecca, Tak Kak OHa CIocoOCTBYeT Ooiiee IIyOOKOMY OCBOEHHUIO M3y4aeMOM AMCLUIUIMHBI,
o0ecrieunBaeT 3aKpeIlUIeHHe I0JydyaeMbIX Ha JIEKIMOHHBIX 3aHATUSAX 3HAaHUH IyTeM
npUOOpETEeHUs] HAaBBIKOB OCMBICICHMS M PACHIMPEHMS. UX COJIEp)KaHMs, HABBIKOB pEIICHUS
aKTyaJIbHBIX NPAKTUYECKUX 3a7ad, HAy4YHO-HCCIEN0BATEIbCKOW NEATEIbHOCTH, MOATOTOBKH K
CEMMHApCKMM M MPAKTUYECKUM 3aHATHSAM, Clade 3a4eTOB M HK3aMEHOB, oOecreduBas TeM
caMbIM (pOpMUPOBaHUE OOLIEKYIBTYPHBIX M MPO(HECCHOHATBHBIX KOMIETEHIUH 00yJaronuxcs.

CamocrosarenbHass paboTa CTYIEHTOB SIBIISIETCSI COBOKYIHOCTBIO ayAWTOPHBIX U
BHEAYJAUTOPHBIX 3aHATHA M paboT, 00eCHeunBaIOMIUX YCHEIIHOE OCBOEHHE 00pazoBaTeIbHOM
pOTrpaMMbl CPEIHEro Mpo(ecCHOHAIBHOTO 00pa3oBaHHUs B COOTBETCTBUU C TpeOOBAHUSIMHU
dI'OC CIIO.
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B pamkax ocBoeHus OCHOBHOW mNpodecCHOHATBHOW 00pa3oBaTEeIbHON MPOTPAMMBI
cpenHero  mpodecCHOHATBHOTO O0pa30BaHUS CaMOCTOSITENIbHAas paboTra  00y4aromuxcs
HaIpaBJieHAa Ha PEIIeHUE CIEeAYIOMNX 3a4au:

- 3aKperieHue W pacHIMpeHUe 3HAHWUW, YMEHUH, MOJIyYeHHBIX CTYACHTaMHU BO BpeMs
JICKIMOHHBIX U MPAKTUYECKUX 3aHATUH, (OPMUPOBAHUE HA UX OCHOBE YCTOMYUBBIX CTEPEOTHUIIOB
YMCTBEHHON U (U3NYECKON NEATEIbHOCTH;

- mpuoOpeTeHue JOMOJHUTEIbHBIX 3HAHUM ¥  HABBIKOB IO  JUCIUIIIMHAM,
MEXIUCUUIUIMHAPHBIM ~ KOMIUIEKCaM,  MpO(ecCHOHATBHBIM  MOAYJSM,  MPaKTUYECKOMY
00y4eHwu10;

- (QopmupoBaHMe U pa3BUTHE 3HAHUW M HABBIKOB, CBS3aHHBIX C HAy4YHO-
HCCJIEIOBATENIBCKOM 1eATeIbHOCTHIO, HABBIKOB CAMOOPTraHHU3aIlIH;

- (opMupoBaHHE CaMOCTOSITEILHOCTH MBIIIJICHUS,, CIIOCOOHOCTH K CaMOpPa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO U CaMOpPEaTu3alliu;

- BbIpabOoTKa HaBBIKOB 3((PEKTUBHONW  CaMOCTOSTENBHON  mpodecCHOHANbHON
MPAKTUYECKON M Y4eOHO-HCCIIeI0BATENbCKON eI TEIbHOCTH

YPOBHHU CaMOCTOSTENBHON pabOThl 00YJAIOIINXCS:

1. CamoctosaTenbHas pabora mo o0pasuy (HU3KUH YpPOBEHb CaMOCTOSATEIBHOCTH) —
MpeJoiaraeT HEeMOCPEICTBEHHBI MEPEeHOC U3BECTHOTO CIOco0a pelIeHUs B aHAIOTHMYHYIO
cutyanuio. PaboTa BBIMONHSIOTCS HA OCHOBE AJITOPUTMOB, paHee MPOJEMOHCTPHUPOBAHHBIX
npenojaBaTesieM W ONPOOOBAHHBIX CTYIEHTAMHU MPH BBHINOJIHEHUU NPEABIAYIINX 3aJaHUM.
BocnpousBenenue anroputMoB  CocoOCTBYeT (OPMHpPOBAHUIO YMEHUH U HAaBBHIKOB,
3aIIOMUHAHUIO CIIOCOO0B CAMOCTOSTEbHOM Pab0Thl B KOHKPETHBIX CUTYAIIHSIX.

2. CamocrosiTennbHas  pabota  —  PEKOHCTPYKIHUS  (TIOPOTOBBIA  YPOBEHB
CaMOCTOSITENIbHOCTH) MPEIOoaraeT OCMBICICHHBIM MEPEHOC 3HAHWM W YMEHHIl B THUIOBBIE
CUTyallid, YYUT aHAJIU3UPOBATH COOBITUA, SIBICHUSA, (PAKThI, CO3/AET YCIOBHUS JUIsl Pa3BUTHUS
MBICTUTENILHON aKTUBHOCTH OOydaroumxcs, GOpMHUPYIOT MPUEMBI U METOJbI MO3HABATEIBHOMN
NESTEIbHOCTH.

3. CamocrostenbHas  pabota —  wuccleqoBaHue  (MPOJBUHYTHIH  YpOBEHBb
CaMOCTOSITENILHOCTH) - OCHOBaHAa Ha TOCTOSIHHOM IOMCKE HOBBIX pelleHui, 00001eHnn u
CUCTeMAaTH3allMK TOJNYYEHHBIX 3HAHHWM, MX TEpeHOCe B HMHBbIE HECTaHIAPTHBIE CUTYalluu H
HampaBlieHa Ha (OpMHUpPOBAHUE U PA3BUTHE TBOPUECKON AESATENIHHOCTH 00YJArOIIUXCSI.

CprKTypa CaMOCTOSITEIbHOM pa6OTBI BKJIHOYAcCT TpUu OCHOBHBIX oTaria:
MOATOTOBUTEIbHBIMN (OpHCHTHpOBO‘IHHﬁ), HCIIOJIHUTEIbHBIN U KOHTpOJIBHO—HHaFHOCTquCKHﬁ.
B paMKax YKa3aHHBIX 3TAIllIOB IMMOCICAOBATCIIBHO BBIITOJHAKOTCSA CICAYIOIIUC y‘le6HHe JIEHCTBUS:
aHaJlInu3 yqe6H0r0 3alaHusl U CPOKOB €I'0 BLIIIOJHCHHUA, IMOUCK CIIOCOOOB U CpeacTB €ro
BBITIOJIHCHHUA; IIJIAHUPOBAHHUEC XOJa BBIIIOJIHCHUA 3alaHUs W IMPOTHO3UPOBAHUC BO3MOKHBIX
SanyﬂHeHHﬁ; IIpOBEpPKaA, OLICHKA U CaMOOIICHKA IMMOJTYYCHHBIX PC3YJIbTATOB.

CaMocTosTenbpHas pa60Ta

Ne Bun CopneprxaHne CaMOCTOSITENTFHON paboTHI IIpumepnoe

/I | caMOCTOSATENbHOM BpeMsl
paboThI

1. IToaroroska k CamocrosTenbHas padoTa MO MOATOTOBKE K JICKIMH HEOOX0oanMMa ISt 20 MuHYT
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JEeKLHUH
(TeopeTnueckoMy
3aHATHIO)

MOBTOPEHUSI W3YyYCHHOTO paHEC MaTepHasa, IOCKOJIbKY H3ydeHHE
000K JUCHUIUIMHBL CTPOMTCS Ha IIOCIEAOBATEIFHOM OCBOCHHH
pa3zmenoB M TeM, Kaxknas M3 KOTOPBHIX TaK WM HMHAade CBS3aHA C
npeaslaymuMu.  IloaToMy ~— ypoBeHb  OCBOEHHS ~ KOHKPETHOI
JUCIUIUIMHBL ¥ (DOPMHPOBAHMS COOTBETCTBYIOIIMX OOmMX W
NpoQeCcCHOHANBHBIX ~ KOMIICTEHIIMH HAmpsMyl0 CBS3aH C  TeM,
HACKOJIBKO CTYAEHT OPHEHTHPOBAH Ha IOJIyYEHHE Ha JEKIUSIX HOBBIX
3HaHUIl, JONOJIHSIONUX YK€ UMEIOIIHECs 10 JaHHON TUCLMIUIMHE.

ITonroroska k
MPaKTUIECKOMY
(cemuHapCcKOMY)
3aHATHIO

CamocrosarenpHass pabota oOy4aromuxcs 1O TOATOTOBKE K
MIPaKTHYECKOMY 3aHITHIO MPEAINOoJaraeT OCMBICICHHE LIENU U 3aj1ad
€ro IPOBEICHUS, OBIAJCHNC HABBIKAMH aHAJIHTHYECKOH M HAY4HO —
HCCIIeI0BATEIbCKOM AEATeIbHOCTH.

CamocrosTenbHas TOATOTOBKA K IPAKTHYECKOMY (CEMHHApPCKOMY)
3aHATHIO HaIpaBJieHa Ha:

- pa3BUTHE HABBHIKOB PabOTHI ¢ HAYYHOH U MHOI JTUTEpaTypoii;

- (QopmupoBaHHe HaBHIKOB (DOPMYJIMPOBKH 3aJadd / BBISBICHUS
MpoOJIEMBI ¥ YMEHUS UX aHAJIU3UPOBAThH, BBIIEISATH COCTABHBIC YACTH,
OMPENEIIATE 3TAIbl PEIICHUS 3a1a4u / TPOOIIEMBL;

- TONCK W aHaJN3 JAONOJHHUTEIBHON WH(pOpMAINHM, MO3BOJIAIOMICH
riy0ske pa3o0parhCsi B OTAEIBHBIX BOIIPOCAX TEMbI WM c(hOPMHPOBATH
LIEJIOCTHOE MPEICTABICHHUE 0 Tpobieme;

- BBIpaOOTKY yMeHHs (OpPMYIHpOBaTh 3aha4yM IOMcka MH(opManu,
ONIPEAETATh HEOOXOAMMBIE WCTOYHHKH HMHPOpPMAIMM W HX
aKTyaJIbHOCTh,  CTPYKTypHUpOBaTh  IOJy4aeMmylo  HH(GOpPMALHIO,
BBIJCIAST Hauboyee 3HAUYMMYIO 4YacTh, OICHUBATh IIPAKTHYECKYIO
3HAYUMOCTb ¥ 0DOPMIISITH PE3yJIbTATHI IIOUCKA;

- (hopMHpOBaHHE M PA3BUTHE HABBIKOB I'PAMOTHOTO HM3JI0KEHHSI CBOMX
MBICTICH B YCTHOH HM MHUCBMEHHOW (OpME C HCIOJIH30BAHUEM
COBPEMECHHOH Hay4HOH TpO(eCcCHOHATBHOW TEPMHHOIOTHH, IS
IMOATOTOBKH CO6CTBeHHOI‘O BBICTYILJICHUA o O6Cy)KI[aeMI)IM
BOIIPOCaM;

- (hopMupOBaHME HaBBIKA apI'yMEHTHPOBAHHOTO BEICHUS TUCKYCCHH
mo obcyxaaeMoii mpobieme.

Pa60Ta Ha TMPaKTUYCCKOM 3aHATUM HaIlpaBjJ€Ha B TOM 4YHCJIC Ha
N3MEHEHHE CTYJEHTOM caMoro cebs. JlaHHbIi pe3ynbTaT O4eHb BaXKeH,
MOCKONbKY ~OH  obecrmeunBaeT  (OPMHpOBaHME  IEJIOTO  psiza
OOIIEeKyIBTYPHBIX KOMIIETEHIINH, HAIIPUMEP, CIIOCOOHOCTD:

- OpraHM30BBIBATH COOCTBEHHYIO JESTENBHOCTH, BHIOMPATh THUIIOBBIE
MCTO/bI U CIOCOOBI BBITIOJIHCHUS HpO(beCCI/IOHaHI)HI)IX 3aja4,
OLICHNBATh UX 3()(PEKTHBHOCTH U KAYECTBO;

- CaMOCTOATENIHO ONpeNelisiTh 3aJaud  NPO(ECCHOHAIBHOTO U
JIMYHOCTHOTO DPa3BUTHS, 3aHMMAThCsl CaMOOOPa30BaHUEM, OCO3HAHHO
IUIAHUPOBATH MMOBBIMICHUE KBaJ’II/I(bI/IKaL[I/II/I;

- OCYIIECTBIISITH MOUCK U MCIIOJIb30BaHNe MH(OPMALIMH, HEOOXOANMOK
i1 9((GEeKTHBHOTO  BBINOJIHEHUS  NPO(PECCHOHANBHBIX  3ajad,
IPOoQeCCHOHANBHOTO U JINYHOCTHOTO Pa3BUTHSA U T.II.

30 - 60 MmuHYT

IToaroroBka k
KOJIJIOKBHYMY

KOJ’IJ’IOKBI/IyM OpeacTaBIACT co00M  KOJIEKTUBHOE 06CY)K,HCHI/IC
pazacia TUCHUIUIMHBI HAa OCHOBE CaAMOCTOATCIBHOIO M3YYCHUSA ITOrO
pazacia CTyACHTaMU. HOHFOTOBK& K KOJUJIOKBUYMY OCYHICCTBIIACTCA
Ha OCHOBE ICPCYHA BOMIPOCOB, IMOATOTOBJIICHHOTO IIPEIIOAABATEIIEM,
OTBETbI Ha KOTOPLIC HCO6X0,HI/IMO MNOJYy4YUTh TIpU HU3YUYCHUU
ONPCACIICHHOTO TIEPEYHA HAYYHBIX MCTOYHHKOB. CTy}IeHTaM BO

30 - 60 muHyT
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HEOOXOIUMO O3HAKOMHUTBCSA CO CHENHATbHON JUTEPaTypoH, BHITHCATH
U3 Hee OTBETHl Ha BOIPOCHL, KOTOpbIE OymyT o0OCyXIaThCsi Ha
KOJUIOKBHYME, C(OpMyTHpOBaTh CBOE MHEHHE IO KaXIOMYy W3
BOIIPOCOB.

ITonroroska k
KOHTPOJILHOI

(poBepouHOit)
pabote

CamocrosTensHas MOATOTOBKA K KOHTPOJIHOM paboTe BKIIOYAacT B
cebs:

- W3y4YCHHE KOHCIIEKTOB JIEKIMH, PAacCKpPBIBAIOIINX MaTepHal, 3HaHHE
KOTOPOTO TIPOBEPSIETCSI KOHTPOJILHOM paboTOH;

- IOBTOPEHUE Y4EOHOro Marepuaia, MOJTy4YE€HHOTO MPHU IOATOTOBKE K
CEMUHAPCKHUM, IPAKTHYECKUM 3aHATHSIM M BO BPEMsI UX POBEACHMUS;

- U3YYECHHE  JIONOJHUTENIBHOM  JMUTEpaTypsl, B  KOTOpOM
KOHKPETU3UPYETCs COJAepKAHUE NIPOBEPSIEMbIX 3HAHUH;

- MOBTOpEHHE /  BOCCTAHOBIICHHE

aNTOPUTMOB,  paHee

IPpOACMOHCTPHUPOBAHHBIX npenoaaBatejieM u OHpO6OBaHHLIX
CTYAC€HTAaMHU ITIPHU BBIIIOJTHEHUHN Sa,HaHI/Iﬁ Ha IMPAKTUICCKUX 3aHATUAX,
- COCTaBJICHHE B MBICICHHOM (bopMe OTBCTOB Ha IIOCTABJICHHLIC B

KOHTPOJIbHOH paboTe BOMPOCHL.

2 gaca

IloaroroBka x
3a4eTy

CamocrosTeNbHAs MOArOTOBKA K 3a4eTy JOJKHA OCYIIECTBISTHCS B
TEYEHHE BCEro CEeMeCTpa, B TOM 4YHCIE, B paMKax MOATOTOBKH K
JICKHUOHHBIM U MNPAKTHUYCCKUM 3aHATUAM, a TaKKE HNOATOTOBKU K
KOJUIOKBUYMY M KOHTPOJIbHOM pa0oTe, eciu OHH MPeAyCMOTPEHBI
npernoaaBaTeieM

IMoaroroBka BKIOYAET B ce0s1, B TOM YHCIIE, OUEPEAHYI0 IPOPabOTKY
BCEro JICKIIMOHHOTO MaTepHalia, MaTepHalIOB, MOJArOTOBJICHHBIX K
MPaKTHYECKUM (CEMUHAPCKMM) 3aHATHSAM B TCUCHHE CEMecTpa H
MOJTyYEHHBIX BO BpeMs NPaKTHUYECKUX 3aHATHH (B paMKaxX JOKIaIO0B
JIPYrUX CTY/ACHTOB,
OOCYXJICHUsI M OCMBICICHHS MaTepuaia);

BO BpEMS «KPYIJIBIX CTOJIOB», JNUCKYCCHH,
COOTHECEHHE JaHHOU
nHpopmManmmy C BOmpocaMH K 3adeTy, B CIydae HeIOCTaTKa
uH(OpPMaLUH, TOUCKa OTBETOB B PEKOMEHJIOBAaHHOW MperoaaBaTeieM
yueOHOI, yaeOHO-METOIMYECKON 1 HHOU JIUTepaType.

PekomeHnayercst nmenaTe KpaTKue 3amucd i (opMupoBaHHS B
CO3HaHMM YETKOH JIOTHMYeCKOW CXeMbl OTBeTa Ha Bompoc. Hakanyne

3a4ycTa HeO6XOI[I/IMO TOBTOPUTH OTBETHI, HE UCIIOJIb3Ys 3allUCH.

3,5 -4 gaca

TToaroroska x
IK3aMEHY

CamocrosTenbHast HOATOTOBKA K 9K3aMEHY CX0%Ka C IOJIrOTOBKOMH

K 3aueTry, HO 00beM yueOHOro MaTepuana, KOTOpbIi HEoOX0aAUMO
MIOJITOTOBUTH K 9K3aMEHY (BOCCTAHOBHTH B ITaMSATH, BHOBb OCMBICIHTh
W TIOHATH), 3HAYUTENbHO Oouyible. BaxHo chopMHUpOBaTh LETOCTHOE
NIPEACTAaBICHUE O COJICP)KAHMM OTBETA Ha KaXKIBIA BOMPOC, HUTO
HpeArnoaraeT 3HaHHE Pa3HbIX HAYYHBIX MOJXOJOB K CYIIHOCTH TOTO
WIN WHOTO SIBJIEHHs, WM TIpollecca, YMEHHE OINpeAeiiTh W
aHaIM3UPOBATh (PAKTOPHI UX ONMPEAEISIONINE H T.I1.

[ns sToro pexoMmMeHzyercs NepBOHAYaJbHO B TeueHue 1 - 2 nHew,
moo0paTe M3 PAa3HBIX HCTOYHHKOB MaTepHal, HEOOXOAWMBIA s
Pa3BEpHYTOTO OTBETAa Ha KaXIbli BOIPOC, W3JIOKUB €ro B BHUJE
KpaTKOTO KOHCHEKTa. 3aTeM II0 MaMsITH BOCCTAHOBHUTH COJEpIKaHUE

KaXaoro oTeera.

16 — 24 gaca

@opMbI CaMOCTOATENIBHOW pabOThl O0YYaOUIMXCSA JJIsl OBJIAQJACHUS, 3aKpEIUICHUS U
cucTeMaTH3aluy 3HaHUH U OPMHUPOBAHUS YMEHUIA:
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- pabora B DJEKTPOHHOM OMONMMOTEYHOW CHCTEME, COCTaBJICHHE KOHCIIEKTOB
MIEPBOMCTOYHUKOB M IPYroi yueOHOW M HAYYHOU JTUTEPaTyphl, paboTa ¢ KOHCIIEKTaMHU

- o0paboTka Tekcra (KOHCIEKTa, y4eOHWKa, TICPBOMCTOYHHKA, JOMOIHUTEIHHOMN
JUTEPATyPhI, AyJAHO U BUCO3AITUCEH )

- IOBTOpHAs paboTa ¢ y4eOHBIM MaTEPUAIIOM: COCTABJIICHUE TUIaHA, COCTABJICHUE TaOJIHII
JUIL CHCTEMAaTU3allui y4eOHOro marepuaja, OTBET Ha KOHTPOJBHBIC BOIPOCHI, 3allOJIHEHHE
paboueii TeTpaay U T.1I.

- aHaNMTH4ecKas 00paboTKa TeKkcTa (aHHOTUPOBAHKE, PELIEH3UPOBaHue, pedeprupoBanue,
KOHCIICKT-aHaJIU3 | Jp.),

- paboTa Cc TecTaMH U BOIIPOCAMH JJIsi CAMOTIPOBEPKH

- paboTa C HOpMaTHBHO — IPABOBBIMU JIOKyMEHTAMHU

- HamMcaHue pedepara, ycce

- MOJITOTOBKA KYPCOBOW pabOTHI

- COCTaBJICHUE CIIOBAPSI 110 TUCIUILINHE

- pa3paboTKa MHIUBUAYAILHOTO WIN TPYIIIOBOTO MPOEKTA

- BBITMIOJIHEHUE MTPAKTHYECKOTO 3a1aHus (Keiica)

- MOMCK MH(OPMAIIMH TI0 33]aHHBIM TIapaMeTpam

- MOATOTOBKA MYJIbTHMEIHMA COOOIIEHHWH / JOKJIAJOB K BBICTYIUICHHIO Ha CEMHHApPE
(koH(pepeHIN ), MaTepUaIOB-TIPE3CHTAIIUN U T.I1.

- IOCTPOCHME CBOTHOM (0000IIAOIIEH ) TAOTHITBI

- pelleHHe 3aj1a4y ¥ YIpaKHEHUH 110 00pasiry

- pellicHHE BapUaTHUBHBIX 33]1a4

- BBITMIOJITHEHUE PACUETHBIX U rpaduyeckux padoT

- peIlICHHE CUTYAIlMOHHBIX 33124

- MOJITOTOBKA K JICJIOBBIM / POJICBBIM HI'PaM

- TpPOEKTHpPOBaHWE U MOJCIMPOBAHHE PA3IUYHBIX BHUJAOB UM  KOMIIOHEHTOB
pohecCHOHANBEHOM e TENbHOCTH

- T.1.

[lepeuenpr y4eOHO-METOAMUYECKOTO OOecTeueHus Il CaMOCTOSITENBHONH  paboThI
00y4aromuXxcs: METOANYECKHUE yKa3aHUsl MO0 CaMOCTOSITENbHON padoTe CTYNEHTOB; ydeOHas u
MeTouYecKas JIuTeparypa B OubnuoTrexe u 3nekTpoHHOM O6ubinoreke Kosiemka; oTBeeHHOE
JUTSL CaMOCTOSITEIbHON pabOThI BpeMsl 3aHSITHI B KOMIBIOTEPHBIX Kiaccax Komemxka, BKiIrodas
paboTy cO CHEeMalIM3UpPOBAaHHBIM MPOTPAMMHBIM oOecredeHneM, HH(PpOPMAIMOHHBIMU
CIIPaBOYHBIMU CHUCTEMAMM.
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3. YCJIOBUA PEAJIN3AIIAN YYEBHOU JUCIUILINHBI

3.1. Tpe6oBaHHMs1 K MUHUMYMY MaTepPHAJIbHO-TEXHUYECKOI0 o0ecrieyeHust

Peanmzamust  yuebnoit mucuumrmmasl - OINI[.04 JlokymMeHTanmmoHHOE OOecIeYeHHE
ylpaBiaeHUs TpeOyeT HAIMYUS CHELUAIbHBIX YUeOHBIX IOMELIEHUH JUIsl IPOBE/ICHUS BCEX BUI0B
3aHATUM, B T.4. y4e€OHBIX ayAUTOPUU JUIsl MPOBEICHUS TEOPETUUECKUX 3aHATUU (JIEKIUi) U
IPAKTUYECKUX 3aHATUM, TPYNNOBBIX W HMHIUBUAYAIbHBIX KOHCYJIbTALIMM, MOMELICHUM AJs
IPOBEICHUS JTa0OPaTOPHBIX pPAa0OT, TEKYIIEro KOHTPOJS M IPOMEXYTOYHOW aTTeCTallHH,
COOTBETCTBYIOIIUM 00pa3oM OCHAIEHHBIE IMOMEUICHHUS JJIsi CaMOCTOATENBbHOH pabOTHI
CTYJCHTOB.

VY4eOHble TOMEIIEHUS JOJDKHBI OBITh OCHAILICHBI BCEM HEOOXOIUMBIM 000pYyIO0BaHUEM:
paboume MecTa MmpernoaaBaTesis, 00yJalonmxcs, TeXHUUECKHE U MHBIE CPEeJICTBA 00yUeHUsI.

[lepeuenp kKaOUHETOB W/UIH JTa0OPATOPUN W/UIM MAaCTEPCKUX W/WUJIM MHBIX TOMEIICHHH,

TPEOYIOMUXCS JJIsI OCBOCHUSI TUCIUILITAHBIL:

Ne HaunmeHnoBaHnue nmoMeleHus

1. | Kabuner mpaBoBOro © JOKYMEHTAlMOHHOTO o0ecrmeueHus MnpodeccuoHaIbHON
JEeSITEIbHOCTH, TOKYMEHTAIIMOHHOTO 00ECIICUYeHHs YIIPABICHHS U apXUBOBEICHUS

VYyeOHas kaHuemsipus (cinyx0a JOKyMEHTAIIHOHHOTO 00eCTieueHus yIPaBICHHUS)

3. ﬂa6opaTopI/I$[ HAOKYMCHTOBCACHUA, CHUCTEM QJICKTPOHHOI'O I[OKYMGHTOO6OPOT8.,
TEXHUYCCKHUX CPCACTB YIPABJICHUA, ACTOIIPOU3BOACTBA U OPITCXHUKHU

4. | JlaGopatopusi HH(POPMATHUKH, BBIYUCIUTEIHHOW TEXHUKH U TEXHUYECKUX CPEICTB
oOyudeHus, HHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJOTUH, TOKYMEHTAllMOHHOTO
obOecrieueHuss B MPOPECCHOHANBHON JESATENHOCTH U KOMIIBIOTEpHOH 00paboTKu
JIOKyMEHTOB

5. | UutanpHblii 3a1 (KaOMHET AJI CaMOCTOSITENIbHOM paboThI)

3.2. UndopmanuonHoe odecnieyeHne o0ydeHust
3.2.1. IlepedyeHp peKOMeHAYEeMBIX Y4YeOHBIX H3JaHMH, JONMOJHHUTEJIbLHOH
JuTeparypbl, HHpopmannoHHbIX MHTEpHET-pEecypcoB

OcCHOBHBIE HCTOYHUKH

1. Kopuee, U.K. [lokymeHTanmoHHOe oOOecCHeUYeHUE VYIpaBICHUS: YUYEOHUK U
MPAaKTUKYyM sl cpeanero mpodeccuoHanbHoro odpazosanus / U. K. Kopnaees, A. B. ITmenko,
B. A. MamypneB. — 2-e uza., nepepad. u gom. — Mocksa: M3garensctBo FOpaiit, 2023. —
384 c.— (IIpodeccuonanbHoe oOpa3oBanue). — ISBN 978-5-534-05022-6. —  Tekcr:
AIEKTPOHHBIN /l OObpazoBatenbHas mwiardopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/514640

2. Kysuenos, HW.H. JlokymMeHTallMOHHOE OOECIeUeHUE YIPABICHUS MEPCOHATIOM:

y4eOHUK U MPaKTHKYM JUIsl cpeaHero mpodeccuonanbHoro oodpasosanus / M. H. Ky3nernos. —
Mocksa: UznarenbctBo HOpaiit, 2023. — 521 c.— (IlpodeccuonansHoe oOpa3oBaHuE). —
ISBN 978-5-534-04451-5. — Texkct: anexktponHblii // OOpa3oBarenbHas miaTdopma HOpaiit
[catiT]. — URL: https://urait.ru/bcode/497801
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https://urait.ru/bcode/514640
https://urait.ru/bcode/497801

JlonoHUTeIbHbIE HCTOYHUKH

1. Ky3nenos, U. H. JlokymeHTanimonHoe oOecrieueHre ympasieHus. JJokymMeHT0000poT
U JICJIONPOU3BOJICTBO: YUEOHUK M MIPAKTUKYM JIJIsl CpeIHEro npodeccuoHalbHOro 00pa3oBaHus /
N. H. Ky3nenoB. — 4-¢ u3x., nepepad. u gom. — Mockpa: MznarensctBo FOpaiit, 2023. —
545 c.— (Ilpodeccuonansnoe oOpazoBanue). — ISBN 978-5-534-16004-8. — Tekcr:
AJICKTPOHHBIN /l OO6pazoBaTenbHas maTdopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/523613

CnpaBoyHo-0ubJnorpagpuyeckue, nepuoanvecKue H3AAHUSA, B T.4. POCCHIICKHUE
JKYPHAJIBI:

1. XKypnan: Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha mpeanpustud. https://delo-
press.ru/journals/documents/.

2. Kypnan «Cekperapp — pedepeHT» - npodeCCHOHATBHBIN KypHAI JJII CEKpeTape u
ympaBieH4YeCKUX pabOTHUKOB. https://www.profiz.ru/st/

HNudopmaunonnsie pecypesl cetu UnTepHer
1. https://www.sekretariat.ru/. CipaBouyHUK cekpeTapsi U ouc — MeHeKepa

2. https://delo-press.ru/. Jlenomnpecc.

3.2.2. IlepeyeHb CcOBpeMeHHbIX 0a3 JJaHHBIX, JHUIEH3MOHHOE TPOTrPAMMHOE
odecneueHue

Cospemennvie npogheccuonanvnvle 0a3bl OAHHBLIX U UHDOPMAYUOHHBIE CHPABOUHDBIE
cucmemvl  (UHQOpMAYUOHHBIE — MEXHONIO2UU),  UCNOAb3YeMOoe  NpU  OCYWecmeneHuU
06pazoeamenvHo20 npoyecca no OUCYUnIuHe:

- HWudopmanmonnas copaBouHas cucrema M 0Oa3a  jgaHHbiXx  «[TAPAHT»
http://www.garant.ru/ (Z0CTyn 10 NapoJo) (0Te4eCTBEHHOE MPOU3BOJICTBO)

- Crynendyeckuil  uMHpOpPMalMOHHO-CIIpaBoYHbI  moprtan  "['apanT-OGpa3zoBanue"
https://edu.garant.ru/ (mocTym cBOOOIHBII) (CBOOOIHO PACHIPOCTPAHIEMOE);

- Hayunas onextpoHHas Oubmmoreka — ©6a3a  ganHeix  eLIBRARY.RU
https://elibrary.ru/defaultx.asp (mocTym cBOOOIHBII);

- llenTpanbHas Oa3za nanHbIX Poccrara - https://www.gks.ru/dbscripts/cbsd/ (moctyn
cBOOOJIHBIN) (CBOOOTHO PACHIPOCTPAHIEMOE);

- Scopus — enuHas 0a3a JaHHBIX pEIEH3UpPYeMOW HAy4yHOW JIUTEpaTyphl.
WWW.Scopus.com (JIOCTYIT CBOOOIHBIN);

Jluyensuonnoe u c60000HO pacnpocmparnsemoe npozpammHuoe obecnedexue, 6 Mm.u.
OmeyecmeenHo20 NpouU3B00CMEd, UCNOIb3YeMOe NpU  OCYWEeCMmBIeHUU 00pa308amenbHo20
npoyecca no OucyuniuHe:

- Microsoft Windows (JIMIIeH3MOHHOE).

- Oducusiit maker mporpamMm MicrosoftOffice, Brmrouaromuii TEKCTOBBIA pPEIAKTOP
MicrosoftWord, »snexTponHyto Ttabmuiy MicrosoftExcel, mnporpammy s HOArOTOBKH
npesenTtaiuii MicrosoftPowerPoint, 6paysep InternetExplorer (suuen3nonsoe).
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- Ilporpammusnii mnpoaykr 1C: Ilpeanpustie (JIMIIEH3MOHHOE, OTEYECTBEHHOE
MIPOMU3BOICTBO)
- [Iporpammublie npoaykThl cemeiictBa Corel (JIMIIEH3UOHHOE).

OcobenHocmu  yueOHoO-mMemoouueckoco obecneuenus ONsl AUy C OSPAHUYEHHBIMU
B03MOACHOCMAMU 300P08bS U UHBAIUOOS

CTyIeHTbl C OrpaHMYCHHBIMH BO3MOKHOCTSMH 3JI0POBbS, B OTJIHUYHE OT OCTAJIbHBIX
CTYJICHTOB, HIMCIOT CBOM CIEIU(PUICCKUE OCOOCHHOCTH BOCIPHUATHS M IIepepabOTKH MaTepHrala.
[Tonbop u pa3paboTka y4eOHBIX MATEPHAIOB IS TAKMX CTYJICHTOB IPOU3BOIUTCS C yYETOM
pa3IMYHbIX (GOPM MPEAOCTABICHUS JAHHOTO MaTepHalia TaK, YTOObl MHBAIUIBI C HAPYIICHUIMU
cIyXxa TOJydald HMH(POPMAIMI BH3yadbHO, C HApPYIICHUSIMH 3PCHHUS - ayJIdalbHO.
[TpemycMOTpEeHO B cilydae HEOOXOIMMOCTH CO3JIaHHUE TEKCTOBOM BEPCHU JIFOOOTO HETEKCTOBOTO
KOHTCHTA JUIsI €r0 BO3MOXKHOTO IMPeoOpa3oBaHMs B allbTEPHATUBHBIC (OPMBI, yIO0OHBIC IS
pa3IMYHBIX I0JIb30BATENCH, albTCPHATUBHYIO BEPCUI0 MEIMA-KOHTCHTA, MPEIyCMOTPEHBI
BO3MOXXHOCTh MAacCIITAaOMPOBAHUS TEKCTa M M300pakeHUH 0e3 MoTepH KayecTBa M JOCTYITHOCTh
yIIpaBJICHUS] KOHTEHTOM C KJIaBHATYPBHI.
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4. KOHTPOJIb M OIEHKA PE3YJBTATOB OCBOEHUS YYEBHOW
TACIATIIAHBI

KOHTpOJ'II-: N OLCHKa pE3YyJIbTaTOB OCBOCHMH:A y‘IC6HOﬁ JAUCHUIINIMHBI OCYHICCTBIIACTCA
ImpenoaaBaTcJIEM B IMIPOLECCE ITPOBEACHUA 3aH5ITI/II71, BBIIIOJTHCHU ST O6y‘-laIOH_[I/IMI/IC${ KOHTPOJIbHBIX
U CaMOCTOATCIbHBIX pa60T, HUHANBUAYAJIbHBIX BaﬂaHHﬁ, IMPOXOXKACHUA TECTUPOBAHUA, CAAYN

3a4ycTa.

4.1. Pe3yabTarhbl, KpUTEPUHU U OLEHOYHbIE CPEACTBA Uil NMPOBEJEHUs TEKYyILIero u

NMPOMEKYTOYHOI'0 KOHTPOJA OCBOCHHUA NUCIHMUILJIMHBI

npogeccHoHAIbHBIX KOMIIETEeHIIHI

4.1.1.

Kpurepun

OIICHUBAHUA

pe3yJbTaToB

OCBOCHUHA

u GopmMupOBaHUS OOIIUX H

AUCHHUIIIMHBI 4

(popMupoBanus o61MX U NPOoPecCHOHATBbHBIX KOMIIETEHINI PH NMPOBeIeHUH TEKYIero u

NMPOMEKYTOYHOT0 KOHTPOJISI

1. ba3oBbIil ypoBEHb OCBOCHHUS YU€OHOTO MaTepuana - MOpOTrOBbIi

2. YMeHHME WHCIIOIL30BaTh TCOPCTUYCCKHUC 3HAHUA MW IIPAKTHYCCKHUC HABLIKH IIpHU

BBIINIOJIHCHHUH HpO(i)CCCI/IOHaJ'ILHLIX 3aJa4 - MMOBBIIIEHHBIN

3. YpoBeHb riy00Koil copMUpOBaHHOCTH OOUIMX U MPOGECCHOHATBHBIX KOMITETEHIIUN

— IPOJIBUHYTHII
KommoHeHTEI HpI/ISHaKI/I YPOBH: OCBOCHUA KOMIIOHCHTOB KOMHCTGHHHﬁ
pe3yJIbTaToB IMOPOTOBBII MTOBBILICHHBIN MPOABUHYTHIN
o0OyueHus 1o
JUCHHUITIIIMHEC
3HaHus CryzneHT neMOHCTpHUpYeT 3HaHue- | CTyneHT NeMOHCTPUPYET CTyneHT MOXeT
3HAKOMCTBO, 3HaHHE-KOIHIO: aHaJIUTUYECKHUE 3HAHUS: CaMOCTOSATEIIBHO
y3HaeT 00BEKTHI, IBJICHUS 1 YBEPEHHO BOCIIPOM3BOJNT U W3BJIEKATh HOBBIC
MOHSTHUS, HAXOJUT B HUX MOHMMAET TOJIyYeHHbIE 3HAHUS U3
pas3Iuumsl, POSBIISET 3HAaHNE 3HAHMS, OTHOCHUT UX K TOW WM | OKPY>KaroIlero MHpa,
HCTOYHHKOB MOJTy4YeHH MHOH KI1acCU(UKALMOHHOM TBOPYECKH UX
nH(pOopManuH, MOXET TpyIIe, CAMOCTOSTEIBEHO UCTIONIB30BAThH IS
OCYIIECTBJISITh CAMOCTOSATEIILHO CHCTEMaTU3UPYET UX, NPUHSTHUS PELICHU B
PENpOAYKTUBHBIC JEUCTBUS HaJ| YCTaHaBIMBAET B3aUMOCBS3H HOBBIX H
3HaHMSAMH IIyTEM MEX1y HUMH, ITPOLyKTUBHO HECTaHJapTHBIX
CaMOCTOSATEIBHOTO IPUMEHSET B 3HAKOMBIX CUTYaIUsIX.
BOCIIPOM3BEACHUS U IPUMEHEHHS | CHUTyalusX.
HHQOPMALUH.
VYMeHus CryneHT yMmeeT KOppEeKTHO CryneHT ymeer CryneHT ymeeT
BBITIOJTHATDH MIPEAITICAHHbIE CaMOCTOSATENILHO BBINOJIHATH CaMOCTOSATEIHHO
JIEHCTBUS 110 UHCTPYKLUHY, JeiicTBus (TIPHEMBI, BBIIIOJIHATD ICUCTBUS,
ITOPUTMY B M3BECTHOU OTIepaIuin) Mo PeIeHNI0 CBSI3aHHBIE C
CHUTYaI[IH, CAMOCTOSITEIbHO HECTaHJAPTHBIX 33714, pelieHneM
BBITIOJIHSCT AEHCTBUS 110 TpeOyromux BeIOOpa Ha HCCIIEe0BATEIbCKUX
PELICHHUIO TUIOBBIX 3a/1a4, OCHOBE KOMOWHAIUH 3aja4, AEMOHCTPHUPYET
TpeOyIoIUX BEIOOpa U3 YKciia M3BECTHBIX METOJIOB, B TBOpUYECKOE
U3BECTHBIX METO/IOB, B HETIPEICKAa3yeMO UCTIONIb30BaHHE
HpeCcKa3yeMO H3MEHSIOLENncs M3MEHSIOIIEHCS CUTYalun YMEHUH (TEeXHOJIOTHi)
CUTYaIlH
Unmets CTyneHT IeMOHCTPUPYET CTyIeHT JeMOHCTPUPYET CTyZneHT roToB
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IIPaKTUYECKUI

TOTOBHOCTB K PCIICHUIO
OrpaHUYCHHOI'0 KOJINYCCTBA

TOTOBHOCTH K
CaMOCTOATCIIbLHOMY PCHICHUIO

pemaTh MPaKTHIeCKHe
3aJ1a4y MOBBIIICHHOM

OIIBIT:
HETUIINYHBIX 33134 IIPYU YCIIOBUU OrPaHUYEHHOT'0 KOJIMYECTBA CIIOXKHOCTH,
OKa3aHUus eMy METOIUYECKOU HETUIIMYHBIX 33/1a4, HO HETUIIOBBIC 334U,
MOMOIIK (HaIpUMeEp, TOCTAHOBKA | MCIIBITBIBAET TPYTHOCTH MIPH NIPUHUMATH
YTOYHSIOLIUX BOIIPOCOB), & TAK)XKE | PEIICHUH MPAKTUYECKUX npodeCCHOHATBHBIC U
HE T'OTOB peIlaTh MPAaKTHYECKUE 3a/1a4 MOBBIILIEHHOM YIIpaBJICHYECKUE
3aJ]a4M MOBBIIIEHHOM CIIOXKHOCTH | CIIOKHOCTH, TO3BOJIAIOIIUX pelIeHus B yCIOBUAX
A NPUHUMATH NIPUHUMATH HEMNOJHOU
npo¢eCCUOHANBHBIC U npodeCCUOHANBHBIC U OIPEIEIICHHOCTH, IIPU
YIIpaBIEHYECKUE PELICHUS B YIIpaBI€HYECKUE PELICHNS B HEIOCTAaTOYHOM
YCJHOBUSAX HEMOJIHON YCJIOBUSAX HETIOJHOM JIOKYMEHTAJIBHOM,
OIIPENEIEHHOCTH, IIPU OIIPEEIEHHOCTH, IIPU HOPMAaTUBHOM U
HEIOCTATOYHOM HEIOCTATOYHOM METOAUYECKOM
JOKYMEHTAJIbHOM, HOPMAaTUBHOM | JOKYMEHTAIbHOM, obecrieueHNN.
U METOJTUYCCKOM O0CCIICUCHHH. HOPMAaTUBHOM U

METOIMYECKOM 00CCIICUCHUH.

4.1.2. ®opMBbI KOHTPOJSI Pe3yJbTATOB OCBOCHHUSI IMCUMILIMHBI U (opMupoBaHus
o0mmxX ¥ Npo(ecCHOHAJBHBIX KOMIECTEHIUWH TMpPH TMPOBEJCHHUHM TeKyllero u
MPOMEKYTOUYHOT0 KOHTPOJIA
HaunmeHoBaHue JleCKpUNITOPBI pe3yJibTaTa 00y4eHus PesyabTaThl DopMBbI KOHTPOJISA

pe3yibTara 0CBOEHUS Tekyuiero
00yueHHus o0pa3oBaTeJbHOM
NPOrpaMMbl -
(KOMIIETEHLHH), §
¢popmupoBanue Z
KOTOPBIX %
o0ecneynBaeTcs g
pesyJabTaTom 2
=
00yueHns
(K0Oobt
KomnemeHnyuii)
YMeTh: - 0OPMIIATE TOKYMEHTALUIO B - mpoBepKa pabouuXx TeTpajei
COOTBETCTBUHU C HOPMATUBHOMN - AHaIIM3 HOPMATHBHO-NIPABOBBIX
6a301i, B TOM 4HCIIE C AOKYMCHTOB
- BBIMIOJTHEHHE (TIPOBEpKa
HCIIOJIb30BAHUEM
. BBITIOJTHEHHS)
MH(POPMALIMOHHBIX TEXHOJIOTHH;
MPaKTHYECKUX padoT;
- HCTIOJIh30BaTh YHU(PUIIHPOBAHHEIE .
- pelIeHne 3a1a4 ¥ ynpakHeHHH 110
(hOpMBI JOKYMEHTOB; 0bpasiy
- 0CBaWBaTh TEXHOJIOTUN - BBIMIOJIHEHHE BaPHUATUBHBIX
aBTOMATH3UPOBAaHHON 00paboTKH NPAaKTUYECKUX 3aJaHnK paboT
JAOKYMECHTaIHUH, OK 2,0K4,0K5; | - BBIIOJHEHNE CAMOCTOATEIbHBIX s
. )
- OCYIIECTBJIATH XpaHeHue u mouck | 1K 1.5, TIK 3.4, TIK | paGot; z
4.1,1IK 4.3 - KOHTPOIIb CAMOCTOSITEIbHOM paboTsl | ™

JAOKYMCHTOB;

- UCITIOJIB30BATh
TCJICKOMMYHHNKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM

JIOKYMEHTO000POTE;

(B MUCbMEHHOH WK YCTHOH hopme);
- y4acTHe B CEMUHApe;

- MOJIrOTOBKA U 3aIuTa pedepara

- MOJIFOTOBKA U 3aIllUTa TBOPYECKOTO
npoeKTa

- y4acTHe B TEMATHYECKHX
JUCKYCCHSIX: KPYTJIBIX CTONAX, IIpecc-
KOH(epeHIus, 1edaTax u T.II.

- y4acTHe B JICJIOBBIX / CIOIKETHO-
POJIEBBIX, UMHUTALHOHHBIX UIPax
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- KOHTPOJIbHBIE PaOOTHI
- TECTUPOBAHUE, B T.4.

KOMITBIOTEpHOE
3HaTh: - MIOHATHE, LENN, 3a1a491 U - YCTHBIN OTPOC Ha JISKIUSX /
NPUHIUIIBL JEJI0IPOU3BOICTBA; MPAKTUYECKUX 3aHATHSIX

- OCHOBHBIE MOHSITUS - IIPOBEPKA BLINIOJIHEHUS YCTHBIX U

[HCBMEHHBIX IOMAIIHUX 3a1aHHiT

JIOKyMEHTAI[HOHHOTO 00eceYeHus

- IPOBEPKa KOHCIIEKTOB 10

YIPaBIICHUS; .
JOTIOTHATEIILHOM JTUTEpaType U

- CUCTEMbI JOKYMCHTAIIUOHHOTO

NEPBOUCTOYHUKAM
obecrieueHHs yIIpaBIICHS; OK2,0K 4, 0K5; | - KOHTpONbHBIE paGOTHI
- KJIacCU(HUKAIHMIO TOKYMEHTOB; MK 1.5, TIK 3.4, IIK | _ rectupoBanue, B T.4.
- TpeOOBaHMUS K COCTABIICHHIO U 4.1, 1K 4.3 KOMIIBIOTEPHOE
oopMIIeHHIO TOKYMEHTOB; - mpoBepKa pabouuX TeTpajeii
- OpPTaHU3AIHIO - TEPMUHOJIOTMYECKUI TUKTAHT

JOKyMEHTO0000pOTa: IPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpPAHEHUE TOKYMEHTOB,
HOMEHKJIATypy Ae.

4.1.3. Iloka3areiJM M1 KPUTEPUHM OLCHMBAHMS TEKYIEro0 KOHTPOJISI yCIIeBAEMOCTH M
NMPOMEKYTOYHOM ATTECTAIMH 110 UTOTAM OCBOEHUSI TUCHUILINHBI

3ayeT 1o Kypcy SBISETCS UTOTOBOM OICHKOM padOTHI CTYIEHTA 32 CEMECTP M BKJIFOYACT B
ceOsi OLIEHKY TEOPETUYECKUX 3HAHUM CTyJeHTa, pa3BUTHE TBOPUECKOTO W aHAJIUTUYECKOTO
MBIIUICHUS,, TPHOOPETEHUE HABBIKOB CAMOCTOSITENbHOW padOThl, yMEHHE CHHTE3UPOBATh
MOJTYYEHHbIE 3HAHUS M TPUMEHATh HX K PEIICHUI0 TNPaKTHUECKUX 3a/1a4, YpPOBEHb
copMUPOBAaHHOCTH OOHMX # TpodeccHoHaNbHbIX KomreTeHwid. OlleHKa, BbICTaBlsieMast
CTYZIEHTY B XOJI€ MPOMEKYTOUHOMN aTTeCTallly, SBISIETCS COBOKYITHOM U YUUTHIBAET MPEIbITYIIHE
OLIEHKH €r0 3HaHW MO JaHHOM IUCLMIUIMHE, MOJYYEeHHBIE B XO/I€ TEKYIIEro U MPOMEKYTOYHOIO
KOHTPOJISI.

[Ipu npoBeneHNH TEKYIIETO KOHTPOJIS M MPOMEXYTOUHOW aTTECTalluu MO TUCLMILIMHE B
paMKax TpaJULMOHHON LIKAIbl OLEHUBAHUS IPUMEHSIOTCS CIEIYIOIINE KPUTEPUU:

OI_IGHKa KpI/ITCpI/II/I BBICTABJICHHUS OLICHKH
OTtnmyHO CTYACHT ACMOHCTPHUPYCT BCECTOPOHHEEC, CUCTCMATUYCCKOC U FJ'IY60KO€
(Sa‘iTCHO) 3HAaHHC yqe6H0ro MaTrepuraia, TOYHO, YCTKO U KOHKPETHO OTBCYACT Ha

BOIIPOCHI, MOKET NO0KA3aTh U MPOUJUIFOCTPUPOBATE CBOU PACCYKICHUA
MPaKTUUICCKUMU IMPUMCPAMU, IIPU OTBETC HA BOIPOCHI PACCYKAACT,
OIUPAsACh HA 3HAHUA, ITIOJTYUCHHBIC KdK B paMKaX TaHHOT'O KypCa, TaK U
npru HU3Yy4YCHUHU JOPYTUX CMCKHBIX JUCHUIIINH, YMCET CBO6OI[HO
BBIIIOJIHATE HPAKTUYCCKHUEC 3adaHUs, IMPEAYCMOTPCHHBIC nporpaMMofI,
B TOM HYHUCIIC, PCIIACT HCCTAHAAPTHBIC 3aadu, B LCJIOM OTBCTHI
TJIY60KI/IC, 000CHOBaAHHBIC U 3aKOHYCHHBIC,

Xoporio B CBOMX OTBETaX Ha BOMPOCH CTYACHT YeTKO (HOPMYIHpPYyET
(3a4TeHO) OTIpeNIeJICHUsI W MOXET TI0Ka3aTh B3aMMOCBS3b PA3HYHBIX YaCTEH
MPOIIGHHOTO B paMKaX JIaHHOTO Y4eOHOTO Kypca MaTepHuaia, CTYACHT
JEMOHCTPHPYET CHOCOOHOCTh K pPa3MBIIUICHHIO, INPH OTBETE Ha

BOIIPOCHI PacCyXk/JaeT, ONUpasCh HA IMOJIyUeHHbIE B pamMKax JTaHHOTO
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Kypca 3HaHHUS, JIETKO pellaeT THUIIOBBIE 3a/auyd, CIOCOOEH K
CaMOCTOSITETbHOMY TOTIOJHEHUIO U OOHOBJICHUIO 3HAHUM U yMEHHI B

X0JIe JanpHeHe yueOHol 1 mpodecCuoOHaIbHON e TeNbHOCTH

Y 10BAETBOPUTETHHO CTYICHT OOHAapy>KWUBAeT B IIEJIOM IPABWIBHOE MOHUMAHUE OCHOBHBIX
(3auTeHO) BOIIPOCOB MPOrPaMMHOTO MaTepHualia, MOXKET JaThb OIpeaesICHUs
OCHOBHBIX MOHATHUH, MPOHJACHHBIX B paMKaxX y4eOHOTO Kypca, OJTHAKO
M3JIaraeT MX HEJIOCTATOYHO YETKO W / WIM HE B IIOJHOM OOBEME,
MPEIyCMOTPECHHOM  y4eOHBIM  MaTepHaiOM  JIEKIIMOHHBIX |
MPAaKTUYECKUX 3aHSATHH, HE MOXET BBIBECTH 3aKOHOMEPHOCTH H
CBSI3aTh BOCIUHO Pa3HBIC YaCTH Kypca; IOMyCKAeT OTACIbHBIC OITHOKH
B OTBETE€ W NPHU BBINOJHEHUU 3aJlaHUM, pEHICHUE THUIOBBIX 3aJ1a4y
MOXKET BBI3BIBATH 3aTPyJHEHHE, IPH OTOM CTYIEHT o0yagaer
HEOOXOMMBIMH 3HAHUSMH JJIi UX YCTPAHEHHUsS IO PYKOBOJCTBOM

npenoaaBaTeiid

HeynoBieTBopuTenbHO | 3HaHUS CTYJEHTa OOPBIBOYHBI, HE TOKPBIBAIOT BCETO MPEAMETA, CKOPEE
(He 3auTeHO) 3ay4eHbl, 4Y€M IIOHATBI M, KAaK CJIEACTBUE, CTYAEHT HE MOXKET
OOBSCHUTH CBSI3€H B paMKax H3JI0)KEHHOT'O MarepHualia, JaTh TOYHBIX
ONpEIEICHUN TIOHATHM, IPOWACHHBIX B paMKax Kypca, Jaer
pacribiBYaThie  (DOPMYITUPOBKH, HE BIAACET B JIOJDKHOH CTEICHU
TEPMUHOJIOTMEN M IIpUEMaMU pEIIEHUs THUIIOBBIX 3a]ad; OLEHKA
«HEYIOBJIICTBOPUTEIBHO», KaK IPaBHJIO, CTaBUTCA CTYJEHTaM,
KOTOpblE HE MOTYT MpPOJOJDKUTh OOy4YEHHE WM NPUCTYNUTh K
npo(ecCHOHAIBHON JeaTeNbHOCTH Mo OkoH4aHuM Komremka 6e3

JOITOJIHUTCIIbHBIX 3aHATHHN 110 COOTBCTCTByIOHICI‘/JI JUCHHUIIIINHEC

4.1.4. OneHouHble cpeacrea nmo AUCHUIVIMHE IMPEACTABJCHLI B paMKax ®oHga
OLHECHOYHBIX CPEACTB, ABJIAIOIICIOCA NMPUJTOKEHUEM K HacTosIel paﬁoqeifl nmporpamMmme.

4.2. Oco0eHHOCTH NPOBe/leHUsI TeKyIel M MPOMeKYTOYHOM aTTecTalyu AJs JUL ¢
OrpPaHUYEeHHBIMHM BO3MOKHOCTSIMH 310POBbSI U HHBAJIN/I0B

Jlyig ocyliecTBICHHS MPOLENYp TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH U MPOMEXKYTOUHOU
aTTecTallud  YKa3aHHBIX  OOY4YaloIIMXCS  CO3JAlOTCA  (OHIBI  OLIEHOYHBIX  CPEICTB,
aJanTHPOBAHHbIE JJI WHBAIMIOB U JIML C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMU 3]I0pPOBbS U
MO3BOJIAIOIINE OLIEHUTh JOCTHKEHHE HMMHU 3allJJaHMPOBAaHHBIX B OCHOBHOM 00pa3oBareinbHOMN
nporpaMMe pe3yibTaToB OOydeHuss M YpOBEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHLUH,
3asBJIEHHBIX B 00pa30BaTEIHLHOM MpOTrpaMMe.

Takue oleHOUHBIE Cpe/ICTBA CO3AAIOTCS 10 Mepe HEOOXOIUMOCTU C YUETOM Pa3InYHBIX
Hozonorui. [Ipym mpoBeneHMH TEKylleW M NMPOMEXYTOYHOM aTTeCTallMH I YKA3aHHBIX JIWLL
MPEelyCMOTPEHO BKJIIOUEHUE B Y4EOHBIM IpoIecc pa3inyHbIX MOCPEAHUKOB, BKIKOYasi ThIOTOPOB
Y YIIOJHOMOYEHHBIX I10 JiejlaM WHBaIuA0B. dopMa MpoBeIeHUs TeKyIIelH aTTecTalliuy AJs JIUI] C
OTpaHUYEHHBIMU BO3MOXXKHOCTSIMH 37I0pPOBbS M HHBAJIUIOB YCTAHABIMBAETCA C YYETOM
MHAUBUAYAIbHBIX CUX0(pHU3NUEeCKHX 0coOeHHOCTeH (YCTHO, MUCHbMEHHO Ha Oymare, MHCbMEHHO
Ha KOMIIbIOTEpe, B ¢opMe TecTUpoBaHUs M T.M.). [Ipy HEOOXOIUMOCTH TaKUM CTyJIE€HTaM
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obecneunBaroTcs COOTBCTCTBYIOINHUE YCIIOBHA ITPOBEACHHUA 3aHATHH U arrecraguu, B TOM 4YHUCIIC
MpEaAOCTABIACTCA JOIIOJIHUTECIBHOC BPEMS IJIA IIOATOTOBKHU OTBETA HA 3a4€TC UM DK3aMCHC.
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