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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
JUCIHUIIVIMHBI OI1.01 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1. Mecto OUCHUIVIMHBI B  CTPYKTYpe OCHOBHOH  mnpodecCHOHAIbHOI
0o0pa3oBaTeJIbHOM MPOrPAMMBI:

Hucrunuaa OI1.01 [JoxkymeHTarimoHHOEe oOecIieueHrue YyIpaBiIeHUS BXOAUT B COCTaB
00s13aTeIbHON YacTu 001menpodecCHOHANBHBIX JAUCIUIUIMH TpOo(heCCHOHATBLHOTO Y4eOHOTO
IIMKJIAa OCHOBHOH Mpo¢eCCHOHAIBHOM 00pa30BaTeIbHON IpOrpamMMbl, pa3pabOTaHHOW B
COOTBETCTBUU C DeaepabHBIM TOCYJapCTBEHHBIM 00pa30BaTEIbHBIM  CTaHIAPTOM IO
CIIEIUATILHOCTH CpeiHero npodeccruoHanbHoro oopaszoBanus 42.02.02 3narensckoe aemo

1.2. lequ W mnJaHupyemMble Pe3yJbTATbl OCBOCHUSI Y4YeOHOW JUCHMILIMHBI,
COOTHECEHHBbIE ¢ YCTAHOBJICHHBIMH B 00pa30BaTe/IbHOM MPOrpaMMe KOMIIeTEHIIUAMM :

1.2.1. B pe3ynbTate ocBOCHHs Y4eOHOUM NUCIUIUIMHBI O0yYarouecs JT0JDKHBI OBIAIETh
CIEYIOIHUMHU OOIIUMU U TPOPECCUOHATBHBIMU KOMIIETCHIIUSMHU:

OK 1. [lonumams cywHOCMb U COYUATbHYIO 3HAYUMOCMbL Cc8oell Oyoywel npogheccuu,
npos6aamMb K Hell YCMOUYUGbILL UHmepeC.

OK 2. Opeanuszosvieams cOOCMEEHHYIO O0eAMENbHOCMb, 8bIOUPAMb  MUNOGble Memoovl U
CnocoOblL 8bINOTHEHUSI NPOPECCUOHANLHBIX 3A0al, OYEHUBAMb UX IDPEKMUBHOCb U KAYECTBO.

OK 3. Ilpunumams pewienuss ¢ CMaHOAPMHBIX U HECHAHOAPMHBIX CUMYAYUSX U HECU 34 HUX
0MEemCcmeeHHOCHb.

OK 4. Ocywecmensmv  nouck U  UCNOAb308aHUe  UHGOpmayuu,  HeobXooumou  0is
ahpexmuero20 8bINONHEHUS NPODECCUOHANBHBIX 3a0aU, NPOPECCUOHANLHO20 U TUUHOCIMHO20 PA3GUIMUSL.

OK 5. Hcnonvsosams uH@OpMAayOHHO-KOMMYHUKAYUOHHbIE MEXHOL02UU 8 NPOheCCUOHATbHOU
OessmenbHOCHIL.

1IK 1.1. Buinoanamos KOppekmypy 6cex 8U008 a8mopCKux u U30amenbCKux OpUSUHAI08.

1IK 1.2. Ocywecmenamo 8b14UMKY OCHOBHO20 MeKCMmaA.

1IK 1.3. Ilposooumsb pedaxmopckuii anaiuz mexkcma.

IIK 1.4. Hcnonvsosamb KOMRbIOMepHble MeXHOI02UU NPy padbome ¢ MeKCmamu.

1IK 2.1. Ilpumenamo npaguia u npuemsvl 0QOPMIEHUS HEUHUX U BHYMPEHHUX D]IEMEHMO8 8Cex
81008 NEYAMHBIX U30AHUIL.

1IK 2.3. Hcnonvzosamv KoMRvbiomepHble MEeXHOL02UU NPU 6ePCKe U 0(DOPMIEHUU U30AHUIL.

1.2.2. B pe3ynprare OCBOCHHMsS Y4eOHOW TUCHMIUIMHBI OOYyYaroluecs JIOJIKHbI
JOCTUTHYTh CJEAYIOUINX pe3yabTaTOB OOYYEHMs, COOTHECEHHBIX C Ppe3yJbTaTaMu OCBOEHHS
OCHOBHOM 00pa3oBaTeIbHON NMPOrpaMMbl (KOMIETEHLIUAMH ):

HaumenoBanue Jeckpunropsl Pe3yibTaThl 0CBOCHUS
pesyabTara pe3yabTaTa 00y4eHHs 00pazoBaTeJbHOll IPOrpaMMBbI
o0y4eHus (komneTeHU M), pOPMHUPOBAHUE

KOTOPBIX 00ecne4nBaeTcs pe3yabTaTOM
00yueHUs (K0Obl KOmnemeHyuil)

YMeTh: - IPUMCHATH OCHOBHBIC IIpaBUJIa Oq)OpMHCHI/IH OK], OKZ’ OK3, OK4, OKS,

INK 1.1, 1IK 1.2, T1K 1.3, TIK 1.4,
MK 2.1, 1K 2.3

TEKCTOBOI'0 MaTe€purala,
- O(i)OpMJ'IHTL OpPraHnu3allMOHHO-PACIIOPAAUTCIbHYIO
JOKYMCHTAIUIO,




- 0OPMIIATH JOKYMEHTHI IT0 TPYAOBBIM
NIPaBOHAPYIICHUSIM;

3HaTh: - TOKyYMEHTAI[HOHHOE 00ecIieYeHHe YIpaBIeHuUS;

Marepualia u npaBuia oOpPMIICHUS CITy>KeOHBIX K 2.1, IIK 2.3

HAOKYMEHTOB.

- MOPAA0K 0(hOPMIICHHUS PEKBU3UTOB JOKYMCHTA; OK1, OK2, OK3, OK4, OKS;
- OCHOBHBIE TIpaBmiIa 0(OPMIICHHSI TEKCTOBOTO TIK 1.1, 11K 1.2, [IK 1.3, TIK 1.4,

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHO#l padoThl

2.1.1 O0bem yueOHOM TUCUUIJIMHBI M BUAbI y4eOHOH padoThl (04HOM Gopma)

By yueOHOM Harpy3ku KonnuectBo wacon

O0BeM yueOHOM Harpy3kH (BCETo) 54
AynuropHas Harpy3ka (Bcero) 36
B TOM YHCIIE:

TEOpeTUIeCcKoe 00yIeHHE 28

MIPaKTUYECKUE 3aHITUSI 8

KypcoBast pabota He npenycmoTpeHo
CamocrosTenpHass pabota oOydaromerocs, B T.4. BHeayIHTOpPHAs 18
Harpyska (Bcero)
[TpomexyTouHas aTTecTanus 3auer

2.1.2. O0beM yueOHOH TUCHUILIMHBI M BUAbI y4eOH0i#l padoThl (3a0uHas ¢popma)

Bun yueOHOM Harpy3ku KonnuectBo yacos

O06bem yueOHOI Harpy3kHu (Bcero) 54
AynuTopHas Harpyska (Bcero) 10
B TOM YHUCIIE:

TeopeThyeckoe 00ydeHue 6

NPaKTHYECKHE 3aHATUS 4

KypcoBas pabora He mpexgycmotpeno
CamocrosTenbHass pabora oOyyaromierocs, B T.4. BHeayJUTOpHas 44
Harpyska (Bcero)
[TpomexyTouHas aTTecTalus 3auet

2.2. TemaTn4yecKuil IJIaH M coJep:KaHue Y4eOHOM TN CHUIITTHHbBI

OI1.01 lokyMeHTANMOHHOE O0ecnedeHne yIpaBJIeHUs

HaumenoBanue Copaep:xanue yueOHOro MaTepnaJia, JIabopaTopHbie padoThI H Koxwbt
pa3aeaoB U TeM NpaKTHYeCKUe 3aHATHUS, CAMOCTOsITeIbHAs padoTa KOMIeTeHIHii,
o0yJamImnXxcsi, KypcoBasi padora (IpoeKT), AKTUBHbIE H ¢opmuposanuio
HHTEPAKTHBHBIE (POPMBI 00yUeHUs KOTOPLIX
CrocoocTByeT
JIEMEHT
NPOrpaMMsbl
Tema 1. lokymeHT u Conepsxanue TeOpeTHYECKHX 3aAHATHIA: OK1, OK2, OK3,
CHCTEMBI - Llenb 1 3a1aum AETONPOU3BO/ICTBA, CBA3b JEIOMPOU3BOICTBA C OK4, OK5;
IOPpUIANYCCKUMU U )lpyFI/IMI/I HayKaMH. Onpenenem/m, OCHOBHBIC ITIOHATHUA. TIK l,l, TIK ],2,

5




AOKYMEHTAIUH.
PexkBH3UTEHI
JOKYMEHTOB

l'ocynapcTBenHas cucteMa JOKyMEHTALHOHHOTO 0O€CTICUEHHs! yIPaBISHHUs
(I'CHAOY). O6mue TpeboBaHus K cIyX0aM JOKYMEHTAI[HOHHOTO
obecrieyeHys yIpaBIICHUsL.

- JIOKyMeHT ¥ CHCTEMBI JOKyMEHTalWH. Y HU(UKAIHS, CTAaHAAPTH3AIHS,
Tpadaperusanys GopM yrpaBIeHIECKOH JOKyMeHTaK. [lonsTure
pekBu3KTa JOKyMeHTa. [TonaTue popmyinspa-odpasua 1okyMeHnTa. ©opmarsl.
IpaBuia odopmieHus TekcToBoro Marepuana. [Ipasuia odpopmieHus
TIpUMEYaHHH, TPHIOKEHNI 1 000CHOBaHMH K TeKcTy. CHATHE KON
nokyMeHTOB. [lonsaTHe 1yOiarKaTa JOKyMeHTa.

- Pacrionosxenne pekBU3NTOB Ha OIaHKe JOKyMeHTa. Pasmepsl, mosst
(otctymel). bnank s nucbMa u 00yl OaHK Ui APYTUX BUAOB
OpraHU3allMOHHO-PACTIOPAAUTENIBHBIX JOKYMEHTOB. OdopMmiieHHe TeKcTa
JOKYMEHTOB B BHJIE aHKET, TA0JHUI], CBI3HOTO TEKCTa, a TAKXKE B BUJIE
coenmHEHHs 3THX (opM. TpeboBaHus K aHKeTaM, TabiauaM. TpeGoBaHuUs K
TEKCTY JOKYMEHTOB.

IIK 1.3, IIK 1.4,
K 2.1, 11K 2.3

Conep:xanue NPaKTHYeCKUX 3aHATHIA:

OO6cyxaenue mpoOiIeMHOI TeMbl: Y HUPHULIUPOBaHHBIE TPEOOBAHUS K
COCTaBJICHHIO U O(OPMIICHUIO TOKYMEHTOB.

Pa6ora o Temam:

- 'OCT, nopmaTiBHas U CIIPaBOYHAs TOKYMEHTaLUs. DIEKTPOHHBIE
ma6ions! fokymMeHToB. CIIC "Koncynsrantllmtoc", "T'apant".

- llla6mons! u cTiM KoKyMeHTOB. PopMUpOBaHUE GIIAHKOB TOKYMEHTOB.
Co3znanue cTuiel Ui OTIEIBHBIX PEKBU3UTOB JOKyMEeHTOB. biaHku ¢
YTJIOBBIM U NPOJOJIBHBIM PACIIONOKEHHEM PeKBH3UTOB. COCTaB M OPSIOK
PacIoIOKEHNs PEKBU3UTOB Pa3JIMYHBIX BUJOB OJIAHKOB.

- O¢dopmnenue obuiero 61anka nokymenTa. OdgopmiieHre 6IaHKa IS THCEM.
- OdopmiieHre prUMedaHuid, MPHIOKEHUH 1 0OOCHOBAHUH K TEKCTY.
[IpaBuna opopmnenus oudmrorpaduu. Co3gaHue KOMUU JOKYMEHTA.
Co3pmanne ny0nukaTa JOKyMEHTa.

- OdopmileHnE TEKCTa TOKYMEHTOB B BUJIE aHKET, TaOJIHILI, CBSI3HOTO TEKCTa, a
TAKOKE B BUJE COeMHEeHNUs 9TUX (opM. TpeGoBaHUs K TEKCTY JOKYMEHTOB.

OK1, OK2, OK3,
OK4, OK5;
MK 1.1, 11K 1.2,
IIK 1.3, IIK 1.4,
K 2.1, 11K 2.3

Tema 2.
Yunpasiaenueckasi
JAOKYMEHTAaIUsl.
CocraBienue u
oopmieHHe
OCHOBHBIX
AOKYMEHTOB

Copepixanue TeopeTHYeCKHX 3aHATHIA:

- IlonsiTie OpraHU3aOHHO - PACIOPSIAUTEIBHBIX JOKYMEHTOB. OCHOBHBIE
MIPaBHUJIa COCTABICHUS U 0pOPMIIEHHS YCTABOB, MONOKEHUH, HHCTPYKIHH.
CocraBiieHust 1 0OpPMIICHUS TOCTAHOBICHNH 1 perneHnid. [lltaTHas
YHCJICHHOCTH U IITaTHOE paciucaHue. JJoroBopsL

- [lonsaTHe pacnopsaauTeNbHBIX JOKYMEHTOB. OCHOBHBIC IIPaBUIIA
COCTaBJICHUS M 0(OpMIIeHUS IpUKa30B. [Ipruka3sl mo Bompocam obmieit
JIeSITEIbHOCTH.

- [Tonsitne MHGOPMALIMOHHO - CIIPABOYHBIX JOKYMEHTOB. AKTHI. CIIpaBKH U
JOKYMEHTBI JINIHOTO MPOHCX0XKAeHH. OOBSICHUTENbHBIE, CITy)KeOHBIE 1
JIOKJIA/THBIE 3ATIHCKH.

OK1, OK2, OK3,
OK4, OK5;
IK 1.1, TIK 1.2,
IIK 1.3, TIK 1.4,
IK 2.1, TIK 2.3

Coaep:xanue NPaKTHYECKUX 3aHATHA:

Ob6cyxaeHne npoOieMHo# TeMbl: OpopMIICHHE OpTaHU3aIMOHHON,
pacnopsaMTEIbHON 1 MHPOPMALOHHO-CIIPAaBOYHON JOKYMEHTALIMH.
Pabora o Temam:

- Ha3HaueHune OT/IeNIbHBIX BUIOB OPTraHU3alMOHHBIX JOKYMEHTOB.

- OdopmiieHrE pacopsAUTENbHOM JoKyMeHTaru. CoCTaB
pacnopsauTeNIbHBIX JOKyMeHTOB. [IpaBrna cocTaBineHust 1 0(OPMIICHUS
MPUKA30B 110 OCHOBHOM J1€ATENIbHOCTH. Pa3HOBUIHOCTH pacTiOpsKEHHM.
IMopsaok opopMICHNS BBIIMCKH U3 PACHOPSANTENFHOTO JOKYMEHTA.
IOpuandeckas cuma paciopsIIUTEIBHBIX JOKYMEHTOB.

- Odopmiienne NHPOPMAMOHHO-CIIPAaBOYHON JToKyMeHTaluu. Coctas
HH(pOpPMAIMOHHO-CIPAaBOYHBIX JOKYMEHTOB.

OK1, OK2, OK3,
OK4, OK5;
K 1.1, IK 1.2,
IK 1.3, IIK 1.4,
IK 2.1, TIK 2.3

Tema 3. KaapoBas
AOKYMeHTaIMsl.
Koppecnonaennust
TEPUOANYECKHX
MeponpUATHI

Copepixanue TeopeTH4eCKHX 3aHATHIA:

- [lonsATHE KaAPOBOW JOKYMEHTAIMH. 3asBlieHUe. Tpya0BOH JOTOBOD.
Pesrome. ABTobuorpadus. Xapakrepucruka. OdopmireHre IprUKa3oB Mo
JMYHOMY cocTaBy. TpymoBas kHIDKKaA. JImanble kapTouky. JImanere qemna.

- Koppecnonnenus, cBsi3aHHast C IPOBEICHUEM ITEPUOTNIECKUX
meponpustiid. [Ipotokon. OcHOBHEIE ITpaBHiIa COCTABICHUS U OOPMIICHHS
MPOTOKOJIA.

OK1, OK2, OK3,
OK4, OK5;
MK 1.1, 11K 1.2,
IK 1.3, IIK 1.4,
K 2.1, 11K 2.3

Conep:xanue NMPaKTHYeCKUX 3aHATHIA:

O6cyxaenue npodiemuoit Tembr: OpopmIIeHHE KaJPOBBIX JOKYMEHTOB.
Pa6ora mo Temam:

- CocraBiieHHe TPYJOBBIX TOTOBOPOB U JOKYMEHTOB I10 INYHOMY COCTaBY.

- Cocrasienne mratHoro pacnucanus. OdopmiieHre 3assBICHAN U IPUKA30B
0 mpuemMe Ha paboTy, 06 YBOJIBHEHHH, O IEPEBOJIE, O MPEIOCTABICHIH
OTl'[yCKa, O KOMaHIUPOBAaHUU. COCTaBHCHI/le BBIITUCKU U3 IIPUKa3a.
CocrapyieHHE pe3toMe, aBTOOHOrpadin, XapaKTePHCTUKH. 3aMOTHEHHE

OK1, OK2, OK3,
OK4, OK5;
K 1.1, IK 1.2,
IIK 1.3, IIK 1.4,
IK 2.1, TIK 2.3




JINYHOH KapTOuku. POPMHUPOBAHHUE JIMYHOTO JIENA.

Tema 4. /lenoBas

Couepmaﬂne TEOPETHYECKUX 3aHATHH:

KOppecHoHIeHIHSI. - Tunossie u TpadapeTHsle nuckMa. Knaccudukanus nucem. Ctpykrypa OKl, OK2, OK3,
Jlen1oBbIE 1 mucekMa. CtangapTHele Gpassl U BeIpaxkeHHs. OTIeIbHBIC BUABI ITHCEM: OK4, OK5;
KOMMepHUecKHe IIICHMa-TIPOCHOBI, COPOBOAUTENBHEIE IINChMa, TOTOBOPHEIE MHCHMa, K 1.1, IIK 1.2,
MUCbMa-IIOATBEPKACHHUS, MMCbMa-HAIIOMUHAHUS, [TUCbMa-U3BEILIEHHUS, TIK 1.3, TIK 1.4,
feLMa MUCbMa-NIPUIJIAIICHNS, FTapaHTUIHbIEC ICbMa, IICbMa-3aIllpOChl U HChMa- MK2.1, 11K 2.3
OTBeTHL. JleT0BOE MICHhMO MEXIyHAPOIHOTO 00pasIa.
Coaep:xanue NPAKTHYECKUX 3aHSATHIA:
O6cyxeHne NpoOIEMHBIX TEM:
- OdopmiieHrE 1ET0BOI MEPENHUCKH. OK1, OK2, OK3,
- [IuceMoO Kak OCHOBHOM BHJI IOKYMEHTA JUIsl OCYIIECTBIICHUS OK4, OK5;
KOMMYHHKAIHIA. K 1.1,1IK 1.2,
- CocraBicHUE OTACIbHEIX BUIOB ITHCEM: HHCLMa-HpOCL6H, TIK 1.3, TIK 1.4,
COIPOBOJUTEIBHBIC THCHhMA, JOIOBOPHBIC MMChMa, MMChMa-MOATBEPIKICHHUS, TIK 2.1, TIK 2.3
MMCbMa-HAaIIOMMHAHK, IMCbMA-U3BEIIEHH, TNChMA-IIPUTTIAICHUS,
rapaHTUIHOrO NMChMa, NMChMA-3aIpoca U MMCbMa-0TBETA.
Tema 5. Op[‘a]—[]/[3a]_l](]f[ Conepixanue TeOpeTHYeCKHX 3aHATHI:
JIOKYMEHT0060poTA. - [Nonstne noxymenroo6opota. Oprann3anus padoThl ¢ JOKYMEHTAMH.
CucTeMaTH3amus [NonsTHe KTacCUPUKAINT U CHCTEMaTH3alui JOKyMeHTOB. [loHsaTHe Nen n
JI0KYMEHTOB. HOMEHKJIATYp5I Jel. ['pynnupoBka JOKyMEHTOB B Jiea. OK1, OK2, OK3,
- Jlena OCTOSIHHOTO U BPEMEHHOTO CPOKOB XPAHEHHMSI, OTIUCH TAKUX JIENL. OK4, OK5;
Homenknarypa ais Homsmie a 6 A MK 1.1. TIK 1.2
pXUBa, €ro 000pyAoBaHKe. ApXMBHAs CIIPAaBKa, apXUBHAs KON, ) )
uX popMHUpOBAHUS U apxuBHas BblHcKa. [lepenada gen Ha rocy1apcTBEHHOE XpaHEHHUE. MK 1.3,TIK 1.4,
XpaHeHusl. - CoBpeMeHHBIE HHOPMALHOHHO-KOMMYHHKAIIHOHHBIE TEXHOIOTHH. MK 2.1, TIK 2.3
Hudopmannonno- DEeKTPOHHBII JOKYMEHTOOGOPOT.
KOMMYHHUKALIMOHHbIE - 3amuTa HHOPMAIUHY TIPH CO3AaHUH CITY)KEOHBIX TOKYMEHTOB.
TEXHOJIOTUU B CoBpeMeHHbIe CITOcO0bI M TEXHHUKA CO3JJaHMs JOKYMEHTOB.
COBPEMEHHOM Copnepixanue NpaKTUYeCKUX 3aHATHIA:
JOKyMEHTO0060poTe O6cyxaeHue npoOIEMHO TeMBI:
Opranusarus J0KyMeHTO000pOoTa IPEANPHATHSL. OK1, OK2, OK3,
- AHanmM3 TOKYMEHTOO0OPOTa OpTaHU3aLUH. OK4, OK5;
- Onpezenenre CPOKOB XPaHSHUS JOKYMEHTOB. MK 1.1, TIK 1.2,
- CocTaBieHne HOMEHKIIATYPBI el TIK 1.3, TIK 1.4,
- Jlena moCTOSIHHOTO ¥ BpEMEHHOTO CPOKOB XpaHeHHs, popMHupoBaHHe ONUCH 1K 2.1, TTK 2.3

TakKux Ae.
- ABTOMaTH3MPOBaHHBII JOKYMEHTO000pOT oprann3anun. Co3nanne
KOMIIBIOTEPH3HPOBAHHOTO JOKYMEHTO000pOTa PEAIPHUSITHSL.

Ipumepnas memamuxa camocmosamenbHou pabomul 00YYAIOWUXCAL:

- paboTa B 3J€KTPOHHOI OMOIMOTEKE C yueOHOU JIUTEepaTypoH,

- pabota ¢ BompocaMH TEKYIEro KOHTPOJs 3HAaHWNH NpU TOATOTOBKE K Yy4EOHBIM
3aHATUAM, ITIOATIOTOBKA K JOKJIaJaM,

- paboTa c HOpPMaTUBHO — IPABOBBIMHU JIOKYMEHTAMHU.

2.3. Pacnpenesnenne o0beMa JMCHMILJIMHBI 110 pa3jeiaM, TeMaM U BUAaM y4eOHOH padoThl

2.3.1. YueOHO-TeMaTH4YeCKHil IIaH 3aHATHI (04Hast popma 00yueHus)

O6was AynutopHas Harpy3ka (dac.) CamocrosTerns-
yaeOHas Teop. obyuenne | IlpakTmueckue | Has pabora, B
Paznen, Tema nuCIMILIUHB sarpysia O — T.4.
BHEayIUTOpHAs
(vac.) Harpyska (dac.)
Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIUH. 10 4 5 4
PexBU3UTHI TOKYyMEHTOB
Tema 2. YnpaBneHueckass JOKyMEHTAITHSI. 12 6 5 4
Cocrasienne 1 opopmiIeHHe OCHOBHBIX IOKYMEHTOB
Tema 3. KagpoBast JoKkyMeHTAIHSI. 10 6 5 5
KoppecnonaeHIys nepuoandecKux MEpOPUsATHI
Tema 4. JlenoBast koppecnoHaeHIs. J{eIoBbie 1 9 4 1 4
KOMMepUecKHe Muchma




Tema 5. Opranuzanusi JOKYMEHTO000pOTa.

Cucremarusanus JoKyMeHToB. HOMeHKIaTypa st

ux (popMupoBaHus U xpaHeHus. THPOpMaIHOHHO- 11 6 1 4

KOMMYHHKAIHOHHbIE TEXHOJIOTUH B COBPEMEHHOM

JIOKYMEHTO0000pOTE

3auem 2 2 - -
HTOTO: 54 28 8 18

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

O6was AynuTopHast Harpy3ka (4ac.) CamocrosTens-
cOHas Teop. o0yuenne | Ilpakruueckie Hasl pa0oTa, B
Pasnern, Tema TUCHMIIIMHEL . AAHSTHS T.4.
Harpysxa BHEayJUTOpHAas
(vac.) Harpyska (4ac.)
Tema 1. JIOKyMEHT U CHUCTEMBI JOKyMEHTALIUN. 10 ) i 3
PexBU3UTEI JOKYMEHTOB
Tema 2. YnpaBneHueckast JOKyMEHTALUs. 12 B 5 10
Cocrasinenne 1 0()OpMIICHHE OCHOBHBIX JOKYMEHTOB
Tema 3. KagpoBas qokyMeHTaLMsl. 10 D) } 8
KoppecnonaeHnys nepuouueckux MeponpUsITHIA
Tema 4. [lenosas koppecnioHfeHIHs. JleoBbIe 1 8 B } 8
KOMMEpUYECKHE MUChMa
Tema 5. Opraauzamnusi JOKYMEHTO000pOTa.
Cucremaruszanus JokyMeHToB. HomeHKknatypa ans
ux GpOopMHpPOBaHHS B XpaHeHus. HPpOpManoHHO- 12 - 2 10
KOMMYHHUKAIIMOHHbIE TEXHOJOTHH B COBPEMEHHOM
JIOKyMEHTO0000pOoTe
3auem 2 2 - -
HTOro: 54 6 4 44

2.4. Buabl, ¢GopMbl M MeTOAbl KOHTPOJS IJIAHHPYEMBIX Pe3yJbTATOB OCBOECHMS
y4eOHOM TMCHMILINHBI

Texywuii KoHmpoas ONpeNeNseT CTeNeHb KayecTBa YCBOEHHS H3Yy4EHHOTo Yy4eOHOro
MaTepHaja TeOpeTHYECKOro U MPaKTUYECKOro Xapakrepa B xojie o0yueHus. Cucrema TeKyIero
KOHTPOJISl yCIIEBAEMOCTH TNpeAycMaTpUBaeT pa3HooOpa3Hble MO (GOpME M  COAEPIKAHUIO
KOHTPOJIbHBIE MEpOIPHUATHS (KOHTPOJbHBIE TOYKH), YUYUTHIBAIOLINE BCE BHJIbI ayAUTOPHOH MU
CaMOCTOSITENIbHOW yueOHOM NesTeTbHOCTH 00yUaromerocs.

OCHOBHBIMHU BHJIaMH TEKYILIEIO KOHTPOJISI YCIIEBAEMOCTH CTY/ICHTOB SIBIISIFOTCS:

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

- TeMaTUYEeCKUI KOHTPOJIb (10 MaTepuaiaM U B 00beMe OJJHON y4eOHOH TeMbl);

- pyOexHbIi KOHTpoJb (B 0OBEME pa3/leloB MM TPy TeM M0 JUCHUIUIMHE)
o0ecreynBaroIUil Ka4ecTBO U3yYEHHsI CTyIEeHTaMU y4eOHOro MaTepuasa, yrnpaBieHHe yaeOHoH
JESATEIIBHOCTBIO CTYJIEHTOB M €€ KOPPEKTHPOBKY, a TaKXe CTHUMYJIMPOBAHUE PETYJSPHOM,
IeJICHANpaBIeHHOW padoThl CTYIEHTOB, AKTUBU3ALUMS X I103HABATEIbHON JIEATENbHOCTH;
OTpeielIeHue YPOBHS OBJAJCHMS CTYIEHTaAMHU HaBBIKAMHM CaMOCTOSITEILHON palboThbl, co3aHKe
ycnoBUHA Uit MX (popMupoBaHus. PyOeskHBI KOHTPOJIb MOXKET MPOBOJUTHCS HECKOJIBKO pa3 B
CeMecTp, B BHJIE MPEABAPUTEIBHOTO KOHTPOJIS (Mepes 3K3aMeHOM) U / Wik B (hopMe UTOTOBOTO
KOHTPOJIS, HAIIPABJICHHOTO Ha BBISBJICHUE CTENICHU OBJIAJCHUS CTYJEHTaMU CHUCTEMOW 3HAHMH,




YMEHHUM M HaBBIKOB (KOMIIETEHIIUH), MOJIYYEHHBIX B MPOLIECCe 3YUCHUS yUEOHON TUCIUIIINHBL.
HToroBpiif KOHTPOJIb OCYLIECTBIIAETCS B KOHIIE CEMECTpa U3y4eHHs y4eOHOM TUCIUTUINHEIL.

OcHoBHbIMU (OpMaMU TEKYIIErO0 KOHTPOJISI YCHEBAEMOCTU CTYJEHTOB SIBIISIFOTCS:
YCTHBIN ONpPOC HA JICKIUSAX, IPAKTHUYECKUX U CEMHHAPCKUX 3aHATHSIX, MPOBEPKA BBINOJIHEHUS
NUCHbMEHHBIX JOMAIIHUX 3aJaHuii, TPOBEIACHHE KOHTPOJBHBIX paboOT, TECTUPOBaHUE
(MMCbMEHHOE WM KOMIIBIOTEPHOE), KOHTPOJb CaMOCTOSATEIbHOW paboThl CTYIAEHTOB (B
MMCbMEHHOW WUJIM YCTHOH (opMe) U T.1.

Ilpomesicymounas  ammecmayus  (Kohmponas)  OOydalOUMXCs 1O  JUCIUIUIMHE
o0OecrieunBaeT OLEHUBAHUE PE3yJbTAaTOB Y4YEOHON JESATENIbHOCTH CTYAEHTa 3a CEMECTp,
CIIy)KalllMi N7l ONpeNlelieHHs] YPOBHSI KauyecTBa MOJATOTOBKU CTYACHTOB B COOTBETCTBUU C
tpeboBanusiMu OI'OC CIIO no cnenmanbHOCTU. [IpoMexyTouHas aTTecTalus OCyIIeCTBISETCS
B KOHIIE CEMECTpa W 3aBepIIaeT H3yYeHUE OTIACIbHON IUCHMILIUHBI / MEXIUCLHUILTUHAPHOTO
Kypca / mpodeccuoHanbHoro monyisa. llpomexxyTounas arrectanus peanusyercs B Qopme
3auera / qudGepeHInpoOBaHHOTO 3a4eTa / HK3aMeHa.

Pezynomamor oceéoenuss oucyuniunsl JOCTUTAIOTCA 32 CYET UCIOJIB30BaHUS B IPOLIECCE
0oOy4eHHUs aKTUBHBIX M MHTEPAKTUBHBIX METOJOB U TEXHOJOTHH (HOpPMHUpPOBAHHS 3aJaHHBIX
KOMIIETEHIIUH Y CTY/ICHTOB.

2.5. Ucnosib30BaHMe B Mponecce 00y4eHUus AKTHBHBIX M HHTEPAKTUBHBIX METOI0B H
TeXHOJI0TUil GopMUPOBAHMS KOMIIETEHIIH.

[lepexoa K KOMIIETEHTHOCTHOMY IOJIXOJy B IpoIlecce OOydeHUs: TpeOyeT M3MEHCHUs
MHOTHX COCTABJIIONIMX Y4eOHOTO Mpollecca: COACPIKaHUs, CIIOCOOOB KOHTPOJS U METOJOB
oOyuenus. OnHUM K3 HauboJiee BaXKHBIX HAMpPABJICHUI W3MEHEHHS METOJOB OOYYCHHUS NpHU
nepexoie K KOMIICTEHTHOCTHOMY IOJAXOJY SIBJISICTCSI MCIIOJIb30BaHUE B Y4eOHOM Ipolecce
AKTUBHBIX U MHTEPAKTHBHBIX METO/IOB M TEXHOJIOTHIT 00ydeHUsI.

BkiroueHne B ydueOHBI TpolleCC aKTHBHBIX M HMHTEPAKTHBHBIX METOJOB OOYYEHUS
AKTHBHM3HPYET IO3HABATEIFHYIO0 aKTUBHOCTh CTYACHTOB, YCWJIMBACT UX MHTEPEC U MOTHBAIIHIO,
pa3BUBAEeT CIIOCOOHOCTh K CaMOCTOSATENIbHOMY OOy4YeHHMIO M olecreduBaeT Oojee IOJIHOe
ycBoeHHe HH(OpManny (€Cli pH JISKIMOHHOM 1o1aue MaTrepuana ycBauBaercs He 6oiee 20%,
uH(poOpMaluy, TO B 1es10BOi urpe — 10 90%).

AKTHBHOE W WHTEpaKTHBHOE OOyYeHHE MpeArnoaraecT oOy4deHHE, MOTPYKEHHOE B
oOI1eHne, KOTOpPO€ COXpaHseT KOHEUHYI0 IeJlb M OCHOBHOE COJIep)KaHHe IpeaMera, HO
BUJIOM3MEHSET (OPMBI M TIPHEMBI BEJCHUS 3aHATHA. K Hay4yHO-METOJMYECKMM OCHOBaM, Ha
KOTOPBIX 0a3upyercs akTUBHOE M MHTEPAKTUBHOE 00y4YE€HUE OTHOCATCS 00yUeHHE Yepe3 OMbIT U
COTPYIHHYECTBO, Y4YeT pa3IHylMid B CTWISX TO3HAHHSA, WCIIOIB30BAHUE TIOMCKOBBIX,
UCCIIEI0BATEIbCKUX U UTPOBBIX METOJIOB.

WurepaktuBHOe 0OydeHHMe Kak ocobast (opma OpraHuM3alyd IO3HABAaTEIbHON
JeSITeIbHOCTH 00eCIeunBaeT BOBJIIEYCHHOCTh BCEX CTYJCHTOB B 00pa3oBaTelbHBIN Ipolecc,
CO3MaeT YCJIOBUS JUisi OOMEHa, B3aMMHOTO OOOTaIleHHs] 3HAHUSMH, HWACSIMH, CIIOCOOaAMHU
JIeATEIIbHOCTH, CIIOCOOCTBYET YCTaHOBJICHUIO AMOIIMOHAIBHBIX KOHTAKTOB MEXKIY CTYACHTaMH,
npuy4aeT padoTarh B KOMaHJE, CHUMAeT HEPBHYIO HArpy3Ky, IMOMOTaeT HCIBITAaTh YyBCTBO
3alIMIIEHHOCTH, B3aMMOITIOHUMAHUS M COOCTBEHHOM yCIEIITHOCTH.

K Meromam akTHBHOTO M HHTEPAaKTHBHOTO OOYYEHHSI OTHOCSTCS:



Heposvle mexnonoeuu: NenoBas UTPa, CEOKETHO - POJIeBasi UTPa, UMUTAIIMOHHBIC HTPHI,
UTPOBBIC 3aHATHS Ha MOJENAX (MCKYyCCTBEHHass oOpa3oBaTelbHas cpeaa, KOMIBIOTEPHBIC
JICTIOBBIE WTPBI), CTAXXHPOBKA (C BBIMOJHEHHEM WM 0€3 BBITIOJHECHUS JOJDKHOCTHOH POJIH),
NEHCTBUS TI0 UHCTPYKIIUU (QITOPUTMY)

Cumyayuonusiti anHanu3: aHAU3 KOHKPETHBIX CHUTYalluid, pEIIeHHE CUTYaTUBHBIX H
NIPOM3BOJICTBEHHBIX 3a/1a4, KEHC-TEXHOJIOTUU (MILTIOCTPATHBHBIC YUEOHBIC CUTYaIlHMH, KEHCHI C
dbopmupoBanneM U 0e3 QopMupoBaHUS MPOOJEMbI, NPHUKIAAHBIC YIPWKHEHHS), pPa3zdoop
WHIMJICHTOB U3 MPAKTHKH, 0ACKET-METO U T.1I.

Depucmuueckue mMexXHONOUU 2eHepUpO8anusi udeti: «MO3TOBOM INTYPM», CHHEKTHKA,
accormanuu (metadopsl)

Tpenune-memoowl: COIMATBHO-TICUXOJIOTUISCKUI TPSHUHT, TPSHUHT JIEJIOBOTO OOIIEHMUS,
NICUXOTEXHUYECKHUE UTPBI

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

Ilpoexmnoe obyyenue: pa3pabOTKa TBOPYECKOTO HHIWUBUAYAJIBHOT'O WM TPYIIIOBOTO
NPOCKTA, HMCCICIOBATEIBCKUE MPOCKTHI, WH(POPMAIMOHHBIC MPOCKTHI, TBOPUECKUE MPOCKTHI,
COLIMAIEHO-OPUEHTUPOBAHHBIC MIPOCKTHI, UTPOBOE MPOCKTUPOBAHKE

Komanonoe ob6yuenue: pabora B MajblX TpyNIax, WHTEPBbIO, pabdoOTa «TPYIIIbI
IKCIIEPTOBY

Tecmogvie mexnonocuu o06yyenuss (MOMUMO KOHTPOJISI TECThI BBITIOJHSIOT TaKXKe
JIMarHOCTHYECKYI0, 00YYAIOIIyI0, OPTraHU3YIOIIYIO, PA3BUBAIOINYIO ydeOHbIe (DYHKIMH): TECTHI C
OJTHO3HAYHBIM BBIOOPOM OTBETA, TECT C MHOTO3HAYHBIM OTBETOM, TECThI Ha JIOTIOJHEHUE, TECTHI
nepekpectHoro Bbibopa, MACTAK-texHomnorus (MeToJ AaKTUBHOTO COLIMOJIOTHYECKOTO
TECTUPOBAHUS, aHAIN3a U KOHTPOJIS)

2.6. 3apaum, ypoBHHM, BHABI H (OPMBI CAMOCTOSITEJLHOH PadOTBI M INepevYeHb
Y4eOHO-MeTOIN4YeCKOro odecrnevyeHus 1 CAMOCTOATEIbHOM PadoThl 00y4ar0 M XCH

Cornmacio TpeboBanusMm @PI'OC CIIO U HHBIX HOPMAaTHBHBIX JOKYMEHTOB
caMoCTOsiTeNIbHas paboTa CTYACHTOB SBJISIETCS 003aTelbHBIM KOMIIOHEHTOM 00pa30BaTeIbHOIO
npoliecca, Tak Kak OHa CIocoOCTBYeT Ooiiee IIyOOKOMY OCBOEHHUIO M3y4aeMOM AMCLUIUIMHBL,
o0ecrieynBaeT 3aKpelUIeHHE IMOJly4yaeMbIX Ha JIEKIMOHHBIX 3aHATHSAX 3HAHUH IyTeM
OpUOOpEeTEeHUs] HAaBBIKOB OCMBICICHHS M PACHIMPEHMS UX COJEp)KaHMs, HABBIKOB PpEIICHUS
aKTyaJIbHbIX NPAKTUYECKUX 3a7ad, HAy4YHO-HCCIEN0BATENbCKOW AEATEIbHOCTH, MOATOTOBKH K
CEMMHAapCKMM M NPAaKTUYECKUM 3aHATHSAM, Clade 3a4eTOB U SK3aMEHOB, oOecredyuBas TeM
caMbIM (pOpMUPOBaHUE OOLIEKYIBTYPHBIX M MPO(HECCHOHATBHBIX KOMIETEHIUI 00ydaronuxcs.

CamocrosarenbHass paboTa CTYIEHTOB SIBIISICTCSI COBOKYIHOCTBIO ayAUTOPHBIX U
BHEAYJAUTOPHBIX 3aHATHH M paboT, 0OecreunBalONIMX YCIEIIHOE OCBOCHUE 00pa30BaTeNbHOM
pOTrpaMMbl CPEIHEro Npo(ecCHOHAIBHOTO 00pa30BaHMs B COOTBETCTBUU C TPEeOOBAHUSMHU
dI'oC CIIO.

B pamkax ocBOeHHMsI OCHOBHOW IpodeccCHOHaTbHOW 00pa30BaTENbHON MPOrpaMMBbl
cpeaHero npodecCHOHAIBHOTO 00pa3oBaHMs caMOCTOsTENbHas paboTa OOydaromuxcs
HaIpaBJIEHAa Ha PEIICHUE CIEAYIOINX 3a1au:
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- 3aKperieHHe M paclIMpeHHe 3HaHWH, YMEHWH, MOJYYEHHBIX CTYICHTaMH BO BpEMsI
JICKITMOHHBIX U MPAKTUYECKUX 3aHATHH, (HOPMUPOBAHHE HA UX OCHOBE YCTOWYHMBBIX CTEPEOTUIIOB
YMCTBEHHOU M (PU3HUYECKOM JCATEIIEHOCTH;

- TpUOOpETeHHWE JIOTIOJIHUTEIBHBIX 3HAHMW HM  HABBIKOB TI0  JTUCIHMILIMHAM,
MEKIUCIUIUTMHAPHBIM ~ KOMILICKCaM,  MPO(ECCHOHANBHBIM ~ MOIYJISIM,  IPAKTHYECKOMY
00yJeHwu10;

- (¢dopmMupoBaHME ¥ pa3BUTHE 3HAHWA W HABBIKOB, CBSI3aHHBIX C HAy4YHO-
UCCIIEIOBATEIIHCKON JCATEIBHOCThIO, HABBIKOB CAMOOPTaHU3AIHH;

- (opMupoBaHHE CaMOCTOATEIBHOCTH MBIIUICHHUS, CIHOCOOHOCTH K CaMOPa3BHUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO M CaMOPCaTH3aIIHH;

- BbIpabOTKa HaBBIKOB J(G(EKTUBHONW  CaMOCTOSTEIBHOW  MpodecCHOHATBHOMN
NPaKTUYECKON U yu4eOHO-UCCIIE0BATEIILCKOM eI TeIbHOCTH

YpoBHH caMOCTOSATEIBHON pabOThI 00YJaIOIIHXCS:

1. CamocTtosaTenbHas pabora 1o o0pasiy (HU3KUH YPOBEHb CaMOCTOSTEIbHOCTH) —
IpeIoiaracT HEMOCPEICTBCHHBIN NEPEHOC H3BECTHOI'O CIIOCO0a pEIICHUS B aHAIOTHYHYIO
cutyanuoo. PaboTa BBINOJNHSAIOTCS Ha OCHOBE AQJTOPHUTMOB, PaHEE MPOJCMOHCTPHPOBAHHBIX
IpernoiaBaTesieM M ONPOOOBAaHHBIX CTYJCHTAMH IIPH BBITIOJHEHUU TPEABIIYIIUX 3a/IaHUi.
BocnpousBeneHre anropuTMoB  CHOCOOCTBYET (OPMUPOBAHMIO yMEHUH W HAaBBIKOB,
3alIOMUHAHHIO CITIOCOOOB CaMOCTOSITEIIbHON paOOThl B KOHKPETHBIX CHUTYAIIUsX.

2. CamocrosiTenbHas  pabota  —  PEKOHCTPYKIHUS  (TIOPOTOBBIA  YPOBEHb
CaMOCTOSITEIIbHOCTH) TPEAINOJIaraeT OCMBICJIICHHBIH TMEPEHOC 3HAHWK M yYMEHUH B THIIOBBIC
CUTYallUH, YYUT aHAIU3UPOBATh COOBITHS, SBJICHUS, (AKThl, CO3ACT YCIOBUS IUISl PAa3BHTHUS
MBICJIUTEIBHOM aKTUBHOCTH OO0y4Yaronuxcsi, GOpMUPYIOT MPHUEMbI U METOMbI MMO3HABATEIHHON
NEeSITETTLHOCTH.

3. CamocrostenpbHas  paboTta —  uccleqoBaHue  (MPOJBUHYTHIH  YpOBEHBb
CaMOCTOSITENILHOCTH) - OCHOBaHAa Ha TOCTOSIHHOM IIOMCKE HOBBIX pelleHui, 00001eHnn u
CUCTeMAaTH3allMK TOJNYYEHHBIX 3HAHHWH, UX TEpeHOCe B HMHBbIE HECTaHIAPTHBIE CUTYalluu H
HampaBlieHa Ha (POPMHUPOBAHUE U PA3BUTHE TBOPUECKON JEATEIHHOCTH O0YYarOIIHXCS.

CprKTypa CaMOCTOSATEIbHOM pa6OTBI BKJIHOYACT Tpu OCHOBHBIX oTaria:
MOATOTOBUTEIIbHBIN (OpHCHTHpOBO‘-IHBIfI), HCIIOJIHUTEIbHBIN U KOHTpOJIBHO—HHaFHOCTquCKHﬁ.
B paMKax YKa3aHHBIX 3TAIIOB IMMOCICAOBATCIIBHO BBIITOJIHAKOTCSA CICAYIOIIUC y‘le6HHe JICHCTBUS:
aHaJlInu3 yqe6H0r0 3alaHusd U CpPOKOB €ro BBIIIOJHCHUS, ITIOUCK CIIOCOOOB H CpCACTB C€ro
BBITIOJIHCHHUA; IIJIAHUPOBAHHUEC XOJa BBIIIOJIHCHUA 3aJlaHUS W IMPOTHO3UPOBAHUC BO3MOKHBIX
3any,ZlHCHI/II\/’I; IIpOBEpPKaA, OLICHKA U CaMOOILCHKA IMOJTYYCHHBIX PC3YJIbTATOB.

CamocrosrenbHas paborta

Ne Bun CopneprxaHne CaMOCTOSITENTFHON paboThI IIpumepnoe
/I | caMOCTOSATENbHOM BpeMsl
paboTsl
1. IToaroroska k CamocrosTenbHas padoTa MO MOATOTOBKE K JICKIMH HEOOX0oanuMa ISt 20 MuHYT
JIEKIAH MOBTOPEHUSI W3YyYEHHOTO paHEe MaTepuasa, IOCKOJbKY H3ydeHHe
(TeopermueckoMy | OO0 JMCHMIUIMHBI CTPOUTCS HAa IOCIEAOBATEIEHOM OCBOCHUH
SaHﬂTI/IIO) pa3acioB M TEM, KaXaasd W3 KOTOPBIX TaK HIWM HWHA4Y€ CBA3aHa C
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npensinymumMu.  [loaToMy  ypoBeHb  OCBOCHHMSI ~ KOHKPETHOM
MUCHUIUIMHBL W (OPMUPOBAHHS COOTBETCTBYIOIIUX OOMIMX U
Mpo(eCCHOHATPHBIX ~KOMIICTCHIINH HANpsSMYyI0 CBs3aH C  TEM,
HACKOJIbKO CTYAICHT OPUEHTUPOBAH Ha MOJy4YEHHUE Ha JIEKIUIX HOBBIX
3HAHUI, JOMOJHIIOMNX y’Ke HMEIOIINECS 110 TaHHOH TUCIUIUIHHE.

IloaroroBka k
MIPaKTHIECKOMY
(ceMuHapckoMmy)
3aHATHIO

CamocrosTenbHass paboTa 0Oy4yarOIIUXCSs IO  TMOATOTOBKE K
MIPAaKTHYECKOMY 3aHATHIO MPEAINOJaraeT OCMBICIICHHE LENH U 3aaad
€ro IMpOBEJCHUS, OBJAJICHUE HAaBBIKAMH aHAJMTUYECKOH M HAy4YHO —
HCCIIE0BATEIbCKON AEATCIHBHOCTH.

CamocrosiTeNibHas TOATOTOBKAa K HPaKTHYECKOMY (CEMHHApPCKOMY)
3aHSTHIO HAIPaBJICHA Ha:

- pa3BHUTHE HABHIKOB pabOTHI C HAYYHOU M MHOM JINTEPaTypOH;

- (opMHpOBaHHE HABBHIKOB (HOPMYIMPOBKH 3aAadul / BBISBICHUA
poOJIeMBbI ¥ YMEHUSI UX aHAJIM3UPOBATh, BBIIEJSATH COCTABHBIC YAaCTH,
OTIPENIeIISATE 3TAIBI PEIICHUS 3a1a41 / TIPOOIIEMBL;

- MOWCK W aHaJu3 JONOJHHUTEIHHON HH(pOpPMAIMK, MO3BOJIAIONICH
riry0ske pa3o0paThCs B OTAEIBHBIX BOIIPOCAX TEMbI Win c(hOpMHUPOBATH
LIEJIOCTHOE TPE/ICTABICHHUE IO IpodIIeMe;

- BBIpaOOTKY yMeHHs (OPMYIHPOBaTh 33hadd IOMCKa HMH(popManuw,
ONIPEAETATh HEOOXOAMMBIE MCTOYHMKM HMHpOpPMAlMU U HX
aKTyaJlbHOCTb,  CTPYKTypHpOBaTh  IOJIy4aeMyl  HH(OPMALHIO,
BBIIACIAA HaI/I6OJ'Iee 3HAYMMYIO 4YacCTb, OICHHUBATH IPAKTUYCCKYIO
3HAYUMOCTB ¥ ODOPMIISTH PE3yIbTaTHI IIOUCKA,;

- (hopMUpOBaHKE U PA3BUTHEC HABBIKOB I'PAMOTHOI'O M3JIOKCHHS CBOUX
MBICJIEl B YCTHOH M TIMCHbMEHHOW ¢oOpMe ¢ HCHONb30BAaHUEM
COBPEMCHHOW HAy4yHOH MpPOGECCHOHATIBHON TEPMHHOJIOTHH, IS
MOJTOTOBKA  COOCTBEHHOTO  BBICTYIUIGHHS MO  00CY>KAaeMbIM
BOIIPOCaM;

- (¢dopMupoBaHHE HaBBIKA apPIyMEHTHPOBAHHOTO BEICHUS IHUCKYCCHH
1o o0cyxaemoit mpobieme.

Pabora Ha mpakTHYECKOM 3aHATHM HAIlpaBlIeHa B TOM 4YHCIE Ha
U3MEHEHHE CTYACHTOM caMoro ceOs. JlaHHbIil pe3ylnbTaT OueHb BaXKeH,
MOCKONbKY ~OH  obOecrmeunBaeT  (OPMHpOBaHHME  IEJIOTO  psija
OOIIEKyIBTYPHBIX KOMIIETEHIINH, HAIIPUMEP, CIIOCOOHOCTD:

- OpraHM30BBIBATH COOCTBEHHYIO JESTENBHOCTH, BHIOMPATh THUIIOBBIE
METOIBl M CIIOCOOBI  BBINOJHEHHS MNPOQECCHOHATIBHBIX — 3ajad,
OLIEHNBATh UX 3(P(PEKTHUBHOCTH U KAYECTBO;

- CaMOCTOATENIHO ONpENeNATh 3aJaud NpO(EeCCHOHATBHOTO U
JIMYHOCTHOTO DPa3BUTHsI, 3aHMMAThCSl CaMOOOpa30BaHUEM, OCO3HAHHO
IUITAHUPOBATH TTOBBIIICHNE KBATH(DUKAINY;

- OCYIIECTBJISITH MTOUCK W UCIIONIb30BaHKUe HH(OpManny, He0OX0AUMOK
st 3(Q(GeKTHBHOTO  BBINOJIHEHHMS  NPO(ECCHOHAIBHBIX  3aj1ad,
npo(eCCUOHATBHOTO U JINYHOCTHOTO Pa3BUTHS U T.II.

30 - 60 MmuHyT

ITonroroBka k
KOJUIOKBUYMY

KomnokBuym mpencraBiaser co0oOif  KOJUIEKTHBHOE —OOCYyKIeHHE
paszena AMCLMIUIMHBI HA OCHOBE CAMOCTOSTEIbHOIO U3YYEHHUs 3TOrO
pasgena cryaeHtamH. IIoAroTOBKa K KOJUIOKBUYMY OCYILECTBISETCA
Ha OCHOBE IIEPEYHS BOIPOCOB, IOATOTOBJICHHOIO IPENOAABaTEIIEM,
OTBETHl HAa KOTOpPBIE HEOOXOAMMO TMOJNYYUTh TPH H3YICHUH
ONpPENICICHHOTO MEpeuHsl Hay4yHbIX HCTOYHUKOB. CTyneHTaM BO
HEOO0XOINMO O3HAKOMHUTBCSA CO CHENHATbHOM JUTEPaTypoH, BBHITHCATH
U3 Hee OTBETHl Ha BOIIPOCHI, KOTOpbIE OymyT oOCyXkIaTbCcsi Ha
KOJJIOKBHyMe, C(OpMyTHpOBaTh CBOE MHEHHE [0 KaXIOMY W3

30 - 60 MuHYT
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BOIPOCOB.

IToaroroska k
KOHTPOJIbHON
(poBepouHOit)
pabote

CamocrosTenbHas HMOATOTOBKAa K KOHTPOJILHOM paboTe BKIIOYaeT B
ceOos:

- U3y4YEeHUE KOHCIEKTOB JIEKIMH, PACKPBIBAIOIIMX MaTepuai, 3HaHUE
KOTOPOTO TIPOBEPSIETCS KOHTPOIBHOU paboTOM;

- MIOBTOpPEHUE Y4eOHOro Marepuaia, MOJIyYeHHOTO MPHU IOATOTOBKE K
CEMUHAPCKHM, IPAKTHYECKUM 3aHATHAM M BO BPEMsI X IPOBEACHMUS;

- W3y4YeHHE  JONOJHUTENIBHOW  JHTEpaTypsl, B  KOTOPOM
KOHKPETU3UPYETCSI COJCPKaHNE ITPOBEPSIEMBIX 3HAHHH;

- TNOBTOpeHHWE /  BOCCTAHOBJICHHE

AJIrOPUTMOB, paHee

MIPOJICMOHCTPUPOBAHHBIX  IPENOAABaTEIEM U ONPOOOBAHHBIX
CTYJICHTAaMH TIPH BHITTOJHEHUH 33/IaHUH Ha MPAKTUUECKHUX 3aHATHSX;
- COCTaBJICHHE B MBICICHHOH (OpME OTBETOB Ha IIOCTAaBIICHHBIC B

KOHTPOJILHOM paboTe BONPOCHL.

2 Jaca

ITonroroska k
3a4eTy

CamocTosTensHas MOATOTOBKA K 3a4eTy JOJDKHA OCYIIECTBISTHCS B
TE4YEHUE BCEro ceMecTpa, B TOM 4YHCIE, B paMKaX HOATOTOBKU K
JICKIIMOHHBIM W TIPAKTHYCCKUM 3aHATHAM, a TaKXe IIOATOTOBKH K
KOJJIOKBUYMY M KOHTPOJIBHOI paboTe, ecid OHH NperyCMOTPEHBI
TIperoaBaTeIeM

INoaroroBka BKIOUaeT B ceOs, B TOM YHUCIE, OYEPEIHYI0 IPOPabOTKY
BCETO JICKIMOHHOTO MaTepuaja, MaTepHalioB, IOATOTOBICHHBIX K
MIPAKTUYECKUM (CEMHUHApCKHUM) 3aHATUSIM B TEUYCHHE CeMecTpa u
MOJTYYEHHBIX BO BpPEMs NPAKTUUECKUX 3aHATHH (B paMKax [OKJIaJIO0B
JIpYTUX CTYACHTOB, JUCKYCCHI,

BO BpEMA «KpPYIJBIX CTOJIOBY,

O6CY)KZ[CHI/I$I U  OCMBICIICHUA MaTepHana); COOTHECCHUC ,IlaHHOI71

uHbpOpManUM C BONpOcaMH K 3adeTy, B CilIydae HeJocTaTka
nH}popManuy, MoUcKa OTBETOB B PEKOMEHIOBAHHOW IpenojaBaTelieM
yueOHOM, y4eOHO-METOANYECKON 1 HHOM JIUTeparype.

Pexomennyercs nenate KpaTKue 3amucu A8 (opMHpOBaHHS B
CO3HAaHMM YETKOM JIOTMYECKOH CXeMbl OTBeTa Ha Bompoc. HakanyHe

3a4€Ta HCO6XO,I[I/IMO IMOBTOPUTH OTBETHI, HE UCIIOJIb3YS 3alIMCH.

3,5 -4 gaca

IToxroroBska x
9K3aMEHY

CamMocTosaTenbpHas MOArOTOBKA K 3K3aMEHY CX0Ka C MOATOTOBKOM

K 3a4eTy, HO 00beM Y4eOHOro Marephana, KOTOPBIH HEOOXOAMMO
MOJITOTOBUTH K DK3aMEHY (BOCCTAHOBUTH B MaMATH, BHOBb OCMBICIIUTh
U TIOHATH), 3HAYUTENHHO Oonbmie. BaxkHO chOpMHPOBATH IETOCTHOE
NPEJICTAaBICHUE O COJACPKaHUM OTBETa Ha KaXJbIi BOMPOC, UTO
MperoaraeT 3HaHue Pa3HbIX HAYYHBIX MOJIXOJOB K CYITHOCTH TOTO
WIM WHOTO SBJCHHs, WU TIpollecca, YMEHHE OMNpeNeNsiaTh H
aHATU3UPOBATH (PAKTOPHI X OMPEICISIONINE H T.II.

Jist 5TOrO peKOMeHIyeTcs MepBOHAYaIbHO B TeueHue | - 2 JHeH,
momo0paTe W3 PAa3HBIX HCTOYHHKOB MAaTEpHAN, HEOOXOIUMBIH s
pPa3BepHYTOTO OTBETa Ha KaXJAbI BOMPOC, H3JIOKHUB €r0 B BHIE
KpaTKOTO KOHCIEKTa. 3aTeM II0 MaMsITH BOCCTaHOBHUTH COJCpIKaHUE

KaXZ10ro OTBETAa.

16 — 24 gaca

@DopMBI  CaMOCTOSATETHLHON pabOThl OOYYAOMIMXCS IS OBJAQJACHHS, 3aKPEIUICHUS |
CUCTeMaTH3allK 3HaHUH U (OPMUPOBAHUS YMEHHI:
CHUCTEME, COCTaBJEHHE KOHCIEKTOB

- pabota B DJEKTPOHHOW OMOIMOTEYHOM

NEPBOMCTOYHUKOB U IPYroi yueOHO!U U HayYyHO! JIUTepaTyphl, paboTa ¢ KOHCIIEKTaMH1
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- oOpaboTka TekcTa (KOHCIEKTa, Y4YeOHHMKA, TIEPBOMCTOYHUKA, JIOMOJHUTEIHLHOMN

JUTEpPaTyphl, ayTUO U BUJECO3AMKCE)

- IHIOBTOpHAas1 pa60Ta C yLIe6HI)IM MaT€pruajioM: COCTABJICHUC IlJIaHA, COCTABJICHUEC Ta6J'II/II_I

JJIA CUCTEMAaTHU3alluu y‘IG6HOFO Marc€puaia, OTBET Ha KOHTPOJIBHBIC BOIIPOCHI, 3allOJIHCHUEC

paboueii TeTpaau U T.11.

- aHaJUTH4YecKast 00paboTka TekcTa (aHHOTHPOBaHUE, pElEH3UPOBaHKE, pedepupoBaHue,

KOHCIEKT-aHalu3 U Ap.),
- paboTa ¢ TecTaMH M BOIIPOCAMU JJIsi CAMOIIPOBEPKH
- paboTa ¢ HOpMaTUBHO — MIPABOBBIMU JTOKYMEHTaMH
- Harucanue pedepara, scce
- IOATOTOBKA KypCOBOM pabOThI
- COCTaBJICHUE CJIOBApS 1O AUCLUIIIINHE
- pa3paboTKa UHAMBHUAYAIBHOTO WIH IPYIIIOBOTO MPOEKTa
- BBITIOJIHEHUE MPAKTUYECKOTO 33/1aHud (Kerica)
- MOUCK MHGOPMAIUH 10 3aJJaHHBIM TapaMeTpam

- HOATrOTOBKAa MYJIbTHUMEAHA COO6H.I€HPII>1 / AOKJIAAO0B K BBICTYIIVICHUIO Ha CCMHUHApPC

(koH(pepeHIN ), MaTepUaIOB-TIPE3ECHTAIIUN U T.I1.

- IOCTPOCHKE CBOIHOM (0000IIAOIIIEH ) TAOTHIIBI

- pelleHHe 3aj1a4 ¥ YIpaKHEHUH 110 00pasiry

- pellicHHEe BapUaTHUBHBIX 33]1a4

- BBITMIOJTHEHUE PACUETHBIX U rpaduyeckux padoT

- peIlICHHE CUTYAIlMOHHBIX 33124

- MOJITOTOBKA K JICJIOBBIM / POJICBBIM HI'PaM

- TPOCKTHPOBAHWE W  MOJICIMPOBAHUEC  PA3IUYHBIX
npoeCCUOHATIBHOM JIeITETLHOCTH

- T.1.

[lepeuenr y4eOHO-METOAMYECKOTO OOECTEUEHUS IS

BHUI0B n KOMIIOHCHTOB

CaMOCTOSTEILHOMN pa6OTBI

06yqa101u14xc51: MCTOANYCCKUEC YKa3aHUs I10 CaMOCTOSATEIbHOU pa60Te CTYACHTOB; yqe6Ha;1 n

METOANYCCKAA JINTCpATypa B OnoOIMoTEKE U 3JICKTpOHHOI>'I ononmoTexe KOJ'IJ'IGI[)K&; OTBCICHHOC

JJISL CaMOCTOSITEILHOM pa6OTLI BpEMA 3aHSATHH B KOMIIBIOTCPHBIX KJIaCcCax KOJ'IJ'ICI[)K&, BKJIrO4as

pa60Ty CO CHCUUAIIM3UPOBAHHBIM  IIPOTrPaMMHBIM O6CCHC‘-I€HI/I6M, HH(bOpMaHHOHHLIMH

CIIpaBOYHbIMU CUCTCMAMMU.
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3. YCJIOBUA PEAJIN3AIIAN YYEBHOU JUCIUILINHBI

3.1. Tpe6oBaHHMs1 K MUHUMYMY MaTepPHAJIbHO-TEXHUYECKOI0 o0ecrieyeHust

Peanmmzanuss  yuebnoit aucuumimuasl  OIL0O1  JlokymeHTanmnoHHOe —oOecreyeHue
ylpaBiaeHUs TpeOyeT HAIMYUS CHELUAIbHBIX YUeOHBIX IOMELIEHUH JUIsl IPOBE/ICHUS BCEX BUI0B
3aHATUN, B T.4. y4e€OHBIX ayAUTOPUU JUIsl MPOBEIACHUS TEOPETUUYECKUX 3aHATHU (JIEKIUil) U
IPAKTUYECKUX 3aHATUM, TPYNNOBBIX W HMHIUBUAYAIbHBIX KOHCYJIbTALIMM, MOMELICHUM AJs
IPOBEICHUS JTa0OPaTOPHBIX pPAa0OT, TEKYIIEro KOHTPOJS M IPOMEXYTOYHOW aTTeCTallHH,
COOTBETCTBYIOIIUM 00pa3oM OCHAIICHHBIE IMOMEUICHHUS JJIsi CaMOCTOATENBbHOM pPaboOThI
CTYJCHTOB.

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

[lepeuenp KaOUHETOB W/MIHM J1a00OPATOPUN M/UIM MAaCTEPCKUX M/MIIM MHBIX TIOMEIICHUH,

TPEOYIOMUXCS JJIsI OCBOCHUSI TUCIUILITAHBIL:

Ne HaunmeHnoBaHnue nmoMeleHus

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

YueOHas KaHuespus (ciy:x0a T0KyMEHTaIIMOHHOTO 00eCTIeYeHHs YITPaBIICHNUs)

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

4. | JlaGopatopusi uH(OPMATHUKH, BBIYUCIUTEIHHOM TEXHUKH U TEXHUYECKUX CPENICTB
oOydeHus, HHPOPMAITMOHHBIX U KOMMYHUKALIMOHHBIX TEXHOJOTHH, TOKYMEHTAIMOHHOTO
obOecrieueHUss B NPOPECCHOHANBHON JESATENbHOCTH U KOMIIBIOTEPHOH 00paboTKu
JIOKYMEHTOB

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

3.2. UndopmanuonHoe odecrniedeHne 00y4eHus
3.2.1. IlepedyeHp peKOMeHAYEeMBIX Y4YeOHbIX HW3JaHMH, JONMOJHHMTEIbLHOH
JuTeparypbl, HHpopmannoHHbIX MHTEpHET-pEecypcoB

OcCHOBHbBIE HCTOYHUKH

1. Kopnee, U.K. JlokymeHTanmoHHOe oOO€CHEUYEHUE YNpPaBICHUS: YUYEOHUK U
MPaKTUKYM JUIsl cpeaHero npodeccuoHanbHoro oodpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. MamypueB. — 2-e¢ u3f., nepepad. u mon. — Mocksa: U3zmarensctBo Opaiit, 2023. —
384 c.— (Ilpodeccuonanvuoe o6OpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr:
AIEKTPOHHBIN /l Oo6pazoBaTenpHas matdopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/514640

2. Kyszuenos, W.H. JlokymeHTarmoHHoe oOeCreYeHHEe YIPaBICHUSI TIEPCOHATIOM:

yu4eOHUK M MPaKTUKyM JUIsl cpenHero npodeccuonansHoro odpaszosanus / M. H. Ky3nenos. —
Mocksa: WznarensctBo HOpaiit, 2023. — 521 c. — (Ilpodeccrnonansuoe oOpazoBaHmE). —
ISBN 978-5-534-04451-5. — Texct: snextpoHHblil // OOpa3oBarenbHas 1uardgopma HOpaiT
[caiiT]. — URL: https://urait.ru/bcode/497801
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JlonoHUTeIbHbIE HCTOYHUKH

1. Ky3nenos, 1. H. JlokymenTanmonHoe oOecrieueHre ynpasiaeHus. JJokyMeHT0000pOT
U JICJIONPOU3BOJICTBO: YUEOHUK M MIPAKTUKYM JIJIsl CpeIHEro npodeccuoHalbHOro 00pa3oBaHus /
N. H. Ky3nenoB. — 4-¢ u3x., nepepad. u gom. — Mockpa: MznarensctBo FOpaiit, 2023. —
545 c.— (IlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-16004-8. —  Tekcr:
AJICKTPOHHBIN /l OO6pazoBaTenbHas maTdopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/523613

CnpaBoyHo-0ubanorpagpuyeckue, nepuoauvYecKue H3AaHHs, B T.Y. POCCHIiCKHE
JKYPHAJIBI:

1. XKypnan: Jlenonpou3BOoACTBO U JAOKYMEHTOOOOPOT Ha mpeanpusatud. https://delo-
press.ru/journals/documents/.

2. Kypnan «Cekperapp — pedepeHT» - npodeCCHOHATBHBIN KypHAI JJII CEKpeTape u
yIpaBieHUYeCKUX 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 JaHHBIX, JHIEH3MOHHOE TPOTrPAMMHOE
odecneueHue

Cospemennvie npogheccuonanvivle 0a3bl OAHHBLIX U UHDOPMAYUOHHBIE CHPABOUHDBIE
cucmemvl  (UHQOpMAYUOHHBIE — MEXHONIO2UU),  UCNOIb3YeMOoe  HpU  OCYWecmeneHuu
06pazoeamenvHo20 npoyecca no OUCYUnIUHe:

- HWndopmanmonnas copaBouHas cucrema u  0Oa3a  jgaHHbIX  «[TAPAHT»
http://www.garant.ru/ (Z0CTyn o napoJo) (0Te4eCTBEHHOE MPOU3BOJICTBO)

- Crynendyeckuii  uMHpOpMalMOHHO-CIIpaBoYHbI  moprtan  "['apanT-OGpa3oBanue"
https://edu.garant.ru/ (mocTym cBOOOHBIN) (CBOOOIHO PaCTIPOCTPAHSIEMOE);

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

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

- Scopus — enuHas 0a3a JaHHBIX pEIEH3UpPYyeMOW HAy4yHOW JIMTEpaTyphl.
WWW.Scopus.com (JIOCTYIT CBOOOIHBIN);

Jluyensuonnoe u c60000HO pacnpocmparnsiemoe npozpammHuoe obecnedexue, 6 Mm.u.
OmeyecmeenHo20 Npou3B00CMEd, UCHONIb3YeMOe NpU OCYWEeCmENIeHuU 00pa308amenbHo20
npoyecca no OucyuniuHe:

- Microsoft Windows (JiIieH3MOHHOE).

- Oducusiit maker mporpamMm MicrosoftOffice, Bkmrouaromuii TEKCTOBBIA pPEIAKTOP
MicrosoftWord, »snexTponHyto Tabmuiyy MicrosoftExcel, mnporpammy s HOATOTOBKH
npesenTtanuii MicrosoftPowerPoint, 6paysep InternetExplorer (aunen3nonHoe).
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- Ilporpammusnii mnpoaykr 1C: Ilpeanpustie (JIMIIEH3MOHHOE, OTEYECTBEHHOE
MIPOMU3BOICTBO)
- [Iporpammublie npoaykThl cemeiictBa Corel (JIMIIEH3UOHHOE).

OcobenHocmu  yueOHoO-memoouuecko2o obecnevenus ONs 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 MATEPUAIOB JUISI TAKHUX CTYICHTOB MPOU3BOJIUTCI C YYCTOM
pa3IMYHbIX (GOPM MPEAOCTABICHUS JAHHOTO MaTepHalia TaK, YTOObl MHBAIUIBI C HAPYIICHUIMU
cIyXxa TOJydald HMH(POPMAIMI BH3yadbHO, C HApPYIICHUSIMH 3PCHHUS - ayJIdalbHO.
[TpenycMOTpeHO B cllydae HEOOXOJUMOCTH CO3/IaHUE TEKCTOBOW BEPCHH JFOOOT0 HETECKCTOBOIO
KOHTCHTA JUIsI €r0 BO3MOXKHOTO IMPeoOpa3oBaHMs B allbTEPHATUBHBIC (OPMBI, yIO0OHBIC IS
pa3IMYHBIX I0JIb30BATENCH, albTCPHATUBHYIO BEPCUI0 MEIMA-KOHTCHTA, MPEIyCMOTPEHBI
BO3MOXXHOCTh MAacCIITAOMPOBAaHUSI TEKCTA M M300pakeHUi 0e3 MOTepy KavuecTBa M JIOCTYITHOCTh
yIIpaBJICHUS] KOHTEHTOM C KJIaBHATYPBHI.
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4. KOHTPOJIb M OIEHKA PE3YJBTATOB OCBOEHUS YYEBHOW
TACIATIIAHBI

KOHTpOJ'II-: N OLCHKa pE3YyJIbTaTOB OCBOCHMH:A y‘IC6HOI>i JAUCHUIINIMHBI OCYHICCTBIIACTCA
ImpenoaaBaTcJIEM B IMIPOLECCE ITPOBEACHUA 3aH5ITI/II71, BBIIIOJTHCHU ST O6yLIaIOH_[I/IMI/IC$I KOHTPOJIbHBIX
U CaMOCTOATCIbHBIX pa60T, HUHANBUAYAJIbHBIX 3aI[aHPII>i, IMPOXOXKACHUA TECTUPOBAHUA, CAAYN

3a4ycTa.

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

NMPOMEKYTOYHOI'0 KOHTPOJA OCBOCHHUA NUCIHMUILJIMHBI

npogeccuoHAIbHBIX KOMIIETEHIH

4.1.1.

Kpurepun

OILICHUBAHMUA

pe3yJbTaToB

OCBOCHUSA

u GopmMupOBaHUS OOIIUX H

JUCHUILIMHBI M

(popMupoBanus o61MX U NPOoPecCHOHATBbHBIX KOMIIETEHINI PH NMPOBeIeHUH TEKYIero u

NMPOMEKYTOYHOT0 KOHTPOJISI

1. ba3oBbIil ypoBEHb OCBOCHHUS YU€OHOTO MaTepuana - MOpOTrOBbIi

2. YMeHHME WHCIIOIL30BaTh TCOPCTUYCCKHUEC 3HAHUA MW IIPAKTHYCCKHC HABBIKHM IIPpH

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

3. YpoBeHb riy00Koil copMUpOBaHHOCTH OOUIMX U MPOGECCHOHATBHBIX KOMITETEHIIUN

— IPOJIBUHYTHII
KommoHeHTEI HpI/ISHaKI/I YPOBHS OCBOCHUS KOMIIOHCHTOB KOMHCTGHHI/Iﬁ
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 CAMOCTOSATEILHO CHCTEMaTH3HUPYET UX, NPUHSTHUS PELICHU B
PENpPOAYKTUBHBIC NEHCTBUS HAL 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 ymeeT CryneHT ymeeT
BBITIOJTHATDH MIPEAITICAHHbIE CaMOCTOSATENILHO BBINOJIHATH CaMOCTOSATEIHHO
JIEHCTBUS 110 UHCTPYKLUHY, JeificTBus (TIPHEMBI, BBIIIOJIHATD ICUCTBUS,
ITOPUTMY B M3BECTHOU OTIepaIui) Mo PEIIeHHI0 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 N3BECTHBIX METOJIOB, B TBOpUYECKOE
U3BECTHBIX METO/IOB, B HETIPEICKa3yeMOo UCTIONIb30BaHHE
IpeCKa3yeMO U3MEHSIOIEH S M3MEHSIOIIEHCS CUTyalun YMEHUH (TEeXHOJIOTHi)
CUTYaIlH
Nmets 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 3a1a49 IIPpU yCIIOBUH OIr'paHNUICHHOT'O KOJINYIECTBA CJIOKHOCTH,
OKa3aHus eMy MeTOZ[PI‘ICCKOﬁ HCTHUIITMYHBIX 3a1a4, HO HCTHUIIOBEBIC 3a/1a4H,
MOMOIIY (HAIlpUMeEp, TOCTAHOBKA | MCIIBITHIBAET TPYTHOCTH MIPH NIPUHUMATD
YTOUHAIOIHNX BOHpOCOB), a TaKXKC PCHICHUU MPAKTUYCCKUX HpO(i)eCCI/IOHaJ'II)HLIe n
HE TOTOB pe€HIaTh NPAKTHUICCKUE 3a1a4 MTOBBIICHHOH YIIpaBJICHYCCKUE
3aJa4un MOBBIIICHHON CI0KHOCTH CJIOKHOCTH, ITO3BOJIAIOIINX peuicHus B YCJIOBUAX
" TIIpUHAMATh IIpUHAMATh HETIOJTHOM
HpO(l)eCCI/IOHaJ'H)HI)Ie u HpO(i)eCCI/IOHaJ'ILHI)Ie n OIPCACIICHHOCTHU, ITPU
YIIPaBICHYECKUE PEIICHUS B YIIPaBICHYECKHAE PELICHUS B HEJIOCTAaTOYHOM
YCIOBUAX HEIIOJHOM YCIoBUAX HEIOJHOM JOKYMCHTAJIbHOM,
OIPENENEHHOCTH, IPA OIIPENEIIEHHOCTH, IIPA HOPMAaTUBHOM H
HCIO0CTaTOYHOM HCIO0CTaTOYHOM METOAUYCCKOM
JOKYMEHTAJIbHOM, HOPMaTHUBHOM JOKYMEHTAJIbHOM, obecIeueHuu.
U MCTOAHUYCCKOM o0ecreueHn . HOPMAaTUBHOM U

MCETOAUYCCKOM obecIieueHuH.

4.1.2. ®opMBbI KOHTPOJSI Pe3yJbTATOB OCBOCHHUSI IMCUMILIMHBI U (opMupoBaHus
oommx H HpO(l)eCCI/IOHa.]IbHBIX KOMIIeTEeHIINii npu MPOBCACHUH TEKYIIero u
MPOMEKYTOYHOT0 KOHTPOJISA

HaumenoBanue Jeckpunropsl Pesyabraren DopMBI KOHTPOJISI
pesyabTaTa pe3y/bTaTa o6ydeHus ocpoenmi Tekymero
o0pa3oBaTeIbHOMH
Oﬁyqu“H NpOrpaMMmbl o
(KoMIeTeHIUN), E
(popmupoBanue Z
KOTOPBIX £
odecneynBaeTcs é
pe3yabTaToM a
00y4enust =
(K00bL
KoMnemenuuii)
Ymertsb: - IPUMCHSITHL OCHOBHBIC - npoBepka pabounx Terpaei
HpaBI/IJ'Ia O(I)OpMHeHI/Iﬂ - AaHaAJIN3 HOPMATHBHO-IPABOBBIX TOKYMECHTOB
- BBINOJHEHHE (IIPOBEPKA BBITTOTHEHHS)
TEKCTOBOTO MaTepHuaa,; HpaKTHIECKUX paboT;
- O(I)OpMJ'ISITB - peleHue 3a/1a4 U yIpaskHeHHH 110 o0pasity
OpraHu3aIHOHHO- - BBIIIOJTHEHUE BAPUATUBHBIX MPAKTUUECKUX
PACIOPAIUTENLHYIO sajauuii pador
OK1, OK2, OK3, - BBIINOJIHEHHE CAMOCTOSATENbHBIX PadoT;
AOKYMEHTAIINIO; OK4, OKS; - KOHTPOJIb CAMOCTOSITEIbHON paboThI (B
- O(I)OPMJ'UITB JOKYMCHTBI MK 1.1, 11K 1.2, IIK | mucbMeHHO# Wi ycTHOH hopme);
0 TPYAOBBIM 1.3,1IK 1.4, - yyacTHe B CEMHHApe;
[PaBOHAPYIIEHHAM; MK 2.1, 11K 2.3 - MOJrOTOBKA M 3aiura pedepara g
- MIOATOTOBKA U 3aIlUTa TBOPUECKOTO MPOEKTa g
- y4acTHe B TEMAaTHUECKUX JAUCKYCCUSX: KPYTIIBIX (%
cToJax, mpecc- KoHdepeHuus, nedaTax u T.IL.
- y4acTHe B JICIOBBIX / CEOXKETHO-POJICBBIX,
HUMHUTAUOHHBIX UTPaxX
- KOHTPOJIbHBIE pabOTHI
- TCCTUPOBAHUE, B T.4. KOMIIBIOTCPHOC
3HaTB: - TOKYMEHTAIIMOHHOE - yCTHBIfI OIIpOC Ha J'IeKLII/ISIX/ TIPAKTHYCCKUX
oKy H OKI,OK2,0K3, | - '
obecrieueHne ynpaBieHHUs; OK4. OKS5:
> > - IPOBEPKA BHIMOIHEHHSI YCTHBIX U MMUChMEHHBIX
- TOpSAAOK 0(hOPMITEHUS K LLIIK L2, TIK | o saanmii
PCKBU3UTOB JTOKYMCHTA, 1.3, TIK 14, - IPOBEPKA KOHCIIEKTOB 110 JOMOTHUTEILHOU
IIK 2.1, [IK 2.3

- OCHOBHBIC ITpaBuJia

JIHTEpaType U NEePBOHNCTOUHUKAM
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0(hOpMIICHHSI TEKCTOBOTO - KOHTPOIBHBIE PAGOTHI

MaTepuaa 1 NpaBHia - TECTUPOBAHUE, B T.4. KOMHLV}OTepHoe
- IpOBepKa pabounX TeTpamei

O(bOpMHeHHﬂ CHy)KeGHBIX - TepMI/IHOHOFI/['ICCKI/[ﬁ JUKTaHT

JOKYMCHTOB.

4.1.3. Iloka3zaTeii U KPUTEPUHU OLEHHUBAHUS TEKYILIEr0 KOHTPOJS YCIeBAeMOCTH U
MPOMEKYTOYHOM aTTeCTALMH 10 HTOTaM OCBOEHUS IUCIMILINHBI

3auer 1o Kypcy SIBIISIETCS UTOTOBOH OLIEHKOI paOOTHI CTYIEHTa 3a CEMECTP U BKIIIOYAET B
ceOsl OIEHKY TEOPETUYECKHX 3HAHWH CTYIEHTa, Pa3BUTHE TBOPYECKOTO M AHAJIMTHYECKOTO
NpUOOpPETEHHE HABBIKOB  CaMOCTOSITENBHOM — paloTHl,

MBbIIJICHUA, YMCHHUEC CHHTC3UPOBATH

MOJYYCHHBIC 3HAHUA W THPUMCHATL HUX K PCHICHUIO TMPAKTUYCCKUX 3a[ad, YPOBCHb

chopMUpOBaHHOCTH O0HWX © TpodeccHoHaTbHBIX KomreTeHwid. OIlleHKa, BBICTaBIsieMast
CTY/ICHTY B XOJI€ MIPOMEKYTOUHON aTTECTAIlNH, SIBIISICTCS COBOKYITHOM M YUUTHIBACT MPEIBITYIIHE

OLCHKHN €ro 3HaHMI 110 I[aHHOﬁ AUCHUINUIMHE, MTOJTYUYCHHBIC B XOAC TCKYILICIO U IMPOMECIKYTOYHOI'O

KOHTPOJISL.

[Ipu npoBeneHUM TEKYIIETO KOHTPOJI M MPOMEKYTOUYHOM aTTECTAlMU IO JUCLMILIMHE B

paMKax TpaIlI/IIII/IOHHOI\/JI IOKaJIbl OCHUBAHUA IIPUMCHAIOTCA CICAYIOINEC KPUTCPHUU:

Orenka

Kpurepuu BbICTaBIEHUS OLICHKH

OT1ianyao

(3auTeHO)

CTYZIEHT JE€MOHCTPUPYET BCECTOPOHHEE, CHCTEMAaTHUECKOe U TITyO0KOoe
3HaHUE y4yeOHOro MaTepuaia, TOYHO, YeTKO U KOHKPETHO OTBEYaeT Ha
BOIIPOCHI, MOKET N0KA3aTb U MPOUJUIIOCTPUPOBATE CBOU PACCYKACHUA
MIPAaKTUYECKUMU IIpUMEpaMH, IIPH OTBETE HA BOIIPOCHI PACCYXKIAET,
OIMMpPasaCh HA 3HAHHA, ITIOJTYUYCHHBIC KaK B paMKaX JAaHHOTI'O KypcCa, TaK U
P M3YyYEHUU JAPYTUX CMEXKHBIX JUCHUUIUIMH, YMEET CBOOOJIHO
BBIIIOJIHATE HPAKTUYCCKHUE 3adaHusA, IMPECAYCMOTPCHHBIC HpOFpaMMOﬁ,
B TOM 4YHCJIC, PCIIACT HCCTAHAAPTHBIC 3aJadud, B LCJIOM OTBETHI
ri1y0okue, 000CHOBAaHHBIE U 3aKOHYEHHBIE;

Xopomo
(3auTeHO)

B CBOMX OTBETax Ha BOIPOCH CTYAEHT 4YETKO (OpMyIupyer
ONpENEICHUsI W MOXET II0Ka3aTb B3aUMOCBSA3b PA3JIMYHBIX YACTEU
MIPOMIEHHOTO B paMKaX JIaHHOI'O y4eOHOro Kypca MaTrepHaia, CTyAeHT
JEMOHCTPUPYET CHOCOOHOCTh K pa3MBIIUICHHIO, I[P OTBETE Ha
BOIIPOCHI PACCY’KIAET, ONMPAsACh HA IOJYyYEHHBbIE B PAMKAX JAHHOTO
Kypca 3HaHHWA, JIETKO pelaeT THUIIOBbIE 3a/Jaud, CIOCOOEH K
CaMOCTOSITEIbHOMY MOMOJIHEHUIO U OOHOBJIEHUIO 3HAaHUN U YMEHUH B

X0J1¢ ManbHeNen yaeOHoM U MpoPeCcCHOHAIBHON IEITeTbHOCTH

Y 10BIETBOPUTETILHO
(3a4TeHO)

CTYJIEHT OOHAapy>KHBaeT B IEJIOM IMPaBUIbHOE MOHUMAHUE OCHOBHBIX
BOIPOCOB NPOTrpaMMHOTO MaTepuaiga, MOXKET JaThb OINpeIeTCHUs
OCHOBHBIX TTOHSITUH, TPOUIEHHBIX B paMKax y4eOHOTO Kypca, OJHAKO
M3JIaraeT MUX HEIOCTATOYHO YEeTKO W / WJIM HE B TIOJHOM OOBeMe,
MPEAYCMOTPEHHOM  y4eOHBIM  MaTepUaioM  JICKIUOHHBIX |
MPAaKTUYECKUX 3aHATHH, HE MOXET BBIBECTH 3aKOHOMEPHOCTH H
CBSI3aTh BOCJMHO Pa3HbIC YaCTH Kypca; AOMYCKAET OTJEIbHBIC OINOKA
B OTBETEC W TIPHU BBIMOJHEHWW 3alaHUM, pEIICHUE THUIOBBIX 3a/1a4
MOXET BBI3BIBATh

3aTpyJHEHHE, TMpPH OTOM CTYIEHT o0sagaer
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HGOGXOZ[I/IMBIMI/I SHAHUSAMU IJId UX YCTpPaHCHHA MMOA PYKOBOACTBOM

npenoaaBaTeiid

HeynoBnerBopuTenbHO | 3HAHUS CTYJCHTA OOPBIBOYHBI, HE TOKPHIBAIOT BCETO MPEAMETa, CKOpee
(He 3auTeHO) 3ay4eHbl, 4Y€M IIOHATBI M, KaK CJIEACTBUE, CTYIEHT HE MOXKET
OOBSICHUTB CBSA3EH B paMKax HM3JI0)KEHHOI'O MaTepuana, JaThb TOYHBIX
ONpENEICHUN TIOHATHM, IPOWJECHHBIX B paMKax Kypca, [Jaer
pacribiBYaThie  (DOPMYITUPOBKH, HE BIAZCET B JIOJDKHOH CTEHEHU
TEPMUHOJIOTMEN M IIpUEMaMH pELICHUs THUIOBBIX 3a1a4; OLEHKA
«HEYIOBJICTBOPUTEIBHO», KaK IIPAaBWJIO, CTaBUTCA  CTYJEHTaM,
KOTOpBIE HE MOTYT MPOJODKUTh OOYYEeHHE MM MPHCTYNUTh K
npodecCHOHAIbHON JeaTeNbHOCTH Mo okoHuaHuM Komremxka 06e3

JOIMOJIHUTCIIbHBIX 3aHIATHHI 110 COOTBCTCTByIOH_IGfI JUCHHUIIIINHEC

4.1.4. OneHo4Hble cpeacrea nmo AUCHHUILIMHE IPEACTABJCHBI B pPaMKax ®oHga
OLHECHOYHBIX CPEACTB, ABJIAIOIICIOCA NNPUJTOKEHUEM K HacTosIel paﬁoqeﬁ nmporpamMmme.

4.2. Oco0eHHOCTH NPOBe/IeHUsI TeKyIIed M MPOMeKYTOYHOM aTTecTalyu JAJs JIUL ¢
OrpPaHNYEeHHBIMHM BO3MOKHOCTSIMH 310POBbSI U HHBAJIN/I0B

Jlig ocyliecTBICHUS MPOLENYp TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH U IPOMEXKYTOUYHOM
aTTeCTallud  YKa3aHHBIX  OOY4YaloIIMXCS  CO3JAlOTCA  (POHIBI  OLIEHOYHBIX  CPEICTB,
aJaNTUPOBAHHbIE JJI MHBAIMJIOB U JIUL C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMHU 3]I0pPOBbS U
MO3BOJIAIOIINE OLIEHUTh JOCTHMKEHHE HMMHU 3allJJaHUPOBAaHHBIX B OCHOBHOW 00pa3oBaTEIbHOMN
nporpaMMe pe3ysIbTaTOB OOYYEeHHST M YPOBEHb C(OPMHPOBAHHOCTH BCEX KOMIICTEHIIHIA,
3asBJIEHHBIX B 00pa30BaTEIbHOM MpOTrpaMMe.

Taxue olleHOUHBIE CPE/ICTBA CO3AAIOTCS 10 Mepe HEOOXOJUMOCTU C YUETOM Pa3InYHBIX
Ho3onorui. [Ipym mpoBeleHMH TEKyIleW M MPOMEXYTOYHOM aTTECTalWy Uil yKa3aHHBIX JIHIL
IPElyCMOTPEHO BKJIIOUEHUE B YUEOHBIN IPOIECcC pa3InyHbIX TOCPEAHUKOB, BKIKOYasi ThIOTOPOB
Y YIIOJHOMOYEHHBIX I10 JiejlaM WHBaIuA0B. PopMa MpoBeIeHUs TeKYIIEeH aTTecTalluu AJs JIUL] C
OTpaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbSI M HHBAJIUAOB YCTAHABIUBAETCS C YYETOM
WMHAUBUAYAJIbHBIX MICUXO0(PU3NUECKHX 0coOeHHOCTeN (YCTHO, MMCbMEHHO Ha OyMmare, MMCbMEHHO
Ha KOMIIbIOTEpe, B (opMe TecTUpoBaHus M T.M.). [Ipy HEOOXOIUMOCTH TaKUM CTyJIEHTaM
o0ecreunBaroOTCsl COOTBETCTBYIOIIME YCIOBUS MPOBEICHUS 3aHATUN U aTTECTAllMU, B TOM YHCIIe
MPEIOCTABIISAETCS JOMOJHUTENBHOE BpEMs JUIs TOATOTOBKY OTBETA HA 3a4eTe UM K3aMEHe.
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