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COJEPKAHUE

OBILIASI XAPAKTEPHCTUKA PABOYEN ITPOI'PAMMBI YYEBHOM JUCIIATIINHbI
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 OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

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

Hucrunuaa OI1.04 [lokymeHTarimoHHOE OO€CIeueHUe YIpaBJICHUS BXOAUT B COCTaB
00s13aTeIbHON 4YacTu 00menpodhecCHOHANBHBIX JUCIUIUIMH TPO(ECCHOHATLHOTO Yy4eOHOTO
[UKJIAa OCHOBHOM mpodeccuoHaNbHON 00pa3oBaTeNbHOM MporpamMmbl, pa3pabOTaHHON B
cootBeTcTBUU ¢ DenepanbHbIM TOCYAApCTBEHHBIM OOpa30BaTENbHBIM CTAHJAPTOM  IIO
CIIEIUATILHOCTH cpenHero mpodeccruonampHoro ooOpazoBanus 38.02.04 Kommepuwust (mo
OTpacysiMm)

1.2. lequ W mnJaHupyemble Pe3yJbTATbl OCBOCHUS Y4YeOHOW JUCUHMILIMHBI,
COOTHECEHHbIE ¢ YCTAHOBJICHHBIMH B 00pa30BaTe/IbHOM MPOrpaMMe KOMIIeTeHIIUAMM :

1.2.1. B pe3ynbTate oCBOCHHs Y4€OHOUM MUCIUIUIMHBI O0yYaromuecs JT0JDKHBI OBIAIETh
CIEYIOIHUMHU OOIIUMU U TPOPECCUOHATBHBIMU KOMIIETCHIIUSIMHU:

OK 1. Buibupams cnocobul pewenus 3a0ai npogheccUOHAIbHOU OesimelbHOCNU NPUMEHUMENTbHO
K Pa3nuidHbIM KOHMEKCmam

OK 2. Hcnonv3o6ame cogpemenHvle cpeocmed NOUCKa, aHaiu3a u uHmepnpemayuu uHgpopmayuu
U UHGOPMAYUOHHBIE MEXHON02UU OJisL BLINOJIHEHUS 3a0ay NPOPECCUOHANLHOL OesIMENbHOCTNU

OK 3. [Inanuposamv u peanu3o8viéams CoOCMEEHHOE NPOPECCUOHATbHOEe U TUYHOCHHOE
passumue, npeOnPUHUMAMENLCKYIO 0essmeIbHOCMb 6 NPOGeccUuoHatbHoll cghepe, UCNONBL308AMb 3HAHUSA
no UHAHCOBOU 2SPAMOMHOCIU 8 PASTUYHBIX HCUSHEHHBIX CUMYAYUAX

OK 4. D¢ppexmusro 63aumooelicmeosams u pabomams 8 KOLIEKMUEE U KOMAHOe

OK 6. Ilpossnams 2pasicOanHCKO-NAMPUOMUYECKY0 NO3UYUI0, 0eMOHCIMPUPOBAMb OCO3HAHHOE
nogeoeHue HA OCHOBe MPAOUYUOHHBIX O00UjeueNo8eyeckKUx YeHHOCmel, 6 MOM 4ucie ¢ y4emom
2APMOHU3AYUU  MENHCHAYUOHANLHBIX U MENCPENUSUO3HbIX  OMHOWEHU, NPUMEHAMb  CMAHOapmbl
AHMUKOPPYNYUOHHO20 NOBEOEHUs

1IK 2.2. Ogpopmnsims, nposepsimv NPAGUIbHOCHb COCMAGICHUS, 00ecneuueams XpaHeHue
OP2AHU3AYUOHHO-PACTIOPAOUMENbHBIX, MOBAPOCONPOBOOUMENbHBIX U UHBIX HEOOXOOUMBIX OOKYMEHMO8 C

UCNONb306ARUEM ABNOMAMUSUPOBAHHbIX CUCHEM.

1.2.2. B pe3ynbrare OCBOCHHUS Yy4E€OHOW ITUCHUIUIMHBI OOYyYaromuecs MOJKHBI
JOCTUTHYTh CJEAYIOUINX PEe3yJlbTaTOB OOYYEHHs, COOTHECEHHBIX C pe3yJibTaTaMU OCBOEHHUS
OCHOBHOI1 00pa30BaTeIbHON MPOrpaMMbl (KOMIETEHIIUSIMHU):

HanmenoBanne JleCKpHIITOPBI pe3yJibTaTa 00y4eHHus Pe3yabTaThl 0CBOCHHUS
pe3yJibTara o0pa3oBaTebHOM
o0y4eHust nporpamMmMsl
(KOMIIETeHLIMH),
(l)opanOBaHne KOTOPbIX
olecneunBaercst

pe3yIbTaTOM 00y4eHus
(K0Obl KoMnemenyuil)

VYMmers: - 0(pOPMIIATH W TIPOBEPSITH NPABUIBHOCTH OPOPMIICHHS OK1, OK2, OK3, OK4,

OKe6, I1IK 2.2

JOKYMEHTAallU B COOTBETCTBHUU C YCTAHOBJICHHBIMU Tpe6OBaHI/I5[MI/I,

B TOM YHCJI€ UCIIOJIb3YsL I/IH(l)OpMaL[I/IOHHI)IC TCXHOJIOTHH,




- MPOBOJIUTH ABTOMATHU3HPOBAHHYIO 00pabOTKY TOKYMEHTOB;
- OCYIIECTBIIATH XPAHCHUE U TIOUCK JIOKYMEHTOB;

- UCTIOJIb30BATh TEICKOMMYHHUKAIMOHHbIE TEXHOJIOTHH B
9JIEKTPOHHOM JIOKyMEHT0000pOTE.

3HaTh:

- OCHOBHBIC MTOHSTHSL: IEJIH, 331a9¥ U PUHITUIIBI
JIOKyMEHTAI[HOHHOT'O 00ECTIeYCHUsl YIIPaBIICHUS;

- CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIICUeHUs yIPaBICHUs, HX
ABTOMAaTH3alINIO;

- KJIaCCU(HKALINIO JOKYMEHTOB;

- TpeOOBaHUs K COCTABICHUIO U O(OPMIICHHUIO JOKYMEHTOB;

- OpTaHM3ALHIO TOKYyMEHTO000pOTA: IpHEM, 00pabOTKYy,
perHCTpaItIo, KOHTPOJIb, XpaHEHHE JIOKYMEHTOB, HOMEHKIIATYpY
JeL.

OK1, OK2, OK3, OK4,
OK6, IIK 2.2




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThl

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

Bun yae6Hol Harpy3ku

KomnunuectBo yacoB

O0beM yueOHOM Harpy3kH (BCEro) 54
AynuropHas Harpy3ka (Bcero) 36
B TOM YHCIIE:
TEOPETUIECKOe 00yUeHUE 28
[IPaKTUYECKHUE 3aHATHS 8
KypcoBasi pabota He npenycmoTpeHo
CamocrosTenbHas paboTa oOydaromerocs, B T.4. BHeEayJAHTOpPHAas 18
Harpy3ska (Bcero)
[TpomexyTouHas arTecTanus 3auer

2.1.2. O0bem y4eOHOH TUCHMILIMHBI M BUAbI y4eOHO#l padoThl (3a04Has (popma)

Bun yueGHol Harpy3ku

KomnyectBo yacos

O0bemM yuebHOM Harpy3KHu (Bcero) 54
AynuropHas Harpy3ka (Bcero) 8
B TOM YHCIJIC:
TEOopeTHYecKoe 00yJIeHne 6
MPAKTUYECKUE 3AHATUSA 2
KypcoBast paboTta He npenycmoTpeHo
CamocrosrenbHas pabora oOyuaromierocs, B T.4. BHeayJIUTOpHas 46
Harpyska (Bcero)
[TpomexyTouHas aTTecTalus 3auet
2.2. TemaTnyeckuii NJIaH U co/iep:kaHue y4eOHOH TUCHUTIINHBI
OI1.04 JoxymeHTAaLIMOHHOE 0OecTeyeHne yrpaBjaeHus
HaumeHoBaHue Copep:xxanue y4ye0HOro MaTepuana, JabopaTopHble padoThl U Koanbl
pa3zesioB M TeM npaKTH4yecKue 3aHATHSA, caMoCTOSATeIbHasA padora | KoMmeTeHUMIi,
o0yuaommxcsi, KypcoBas padora (IpoeKT), AaKTUBHbIe U | GOpPMHPOBAHMIO
HHTEepPAKTUBHbBIE (opMbI 00yUeHust KOTOPbIX
crnocoo0cTByeT
3J1eMeHT
NMPOrpaMmsbl
Tema 1. lokymeHT n Coaep:xaHue TeopeTHYECKHX 3aHATHIA:
CHUCTEeMbI - ueHL U 3aJ1a49U OCJIONIPOU3BOJACTBA, CBA3D JACIOIIPOU3BOICTBA C
HOKyMeHTaHHH- IOPUANIECKUMHU U IPYTUMH HaAYKaMU. OnpeﬂeneHmI, OCHOBHBIC ITOHATHUA.
['ocynapcTBeHHas cUcTeMa JOKYMEHTAIIMOHHOTO 00ecTieueH s yIpaBIeHuUs
PexBu3utbi
(T'CAOY). Obmue TpeboBaHMS K CIIy)k0aM JOKyMEHTAIHOHHOTO
HOKyMeHTOB obecreueHus YIIpaBJICHUS.
- JIOKyMEHT ¥ CHCTEMBbI JOKYMCHTAIMH. Y HU(UKAIHS, CTAHIap TH3ALIHS, OK1, OK2, OK3,
Tpadaperusanus GopM yrnpaBIeHUECKONH JOKyMeHTaluu. [loHsaTHe OK4, OK6, IIK 2.2
pexBusuTa nokymenra. [lonstue Gopmyisipa-oopasua JOKyMeHTa.
®opmartsl. [IpaBuna opopmIIeHUS TEKCTOBOTO MaTepHuana. [Ipasmia
oQopMIIeHHS TPIMEYaHUH, IPUIIOKEHIH 1 000CHOBaHMH K TekcTy. CHATHE
KOMHUi ToKkyMeHTOB. [loHaTHe IyOmuKara JIOKYMEHTA.
- Pacrionosxenne pexkBU3UTOB Ha OiaHKe JOKyMeHTa. PasMepsl, mons
(otctynel). bank 1s1st muckMa v oOuMid GJIaHK JUTs APYTHX BUJIOB




OPraHU3allMOHHO-PACIOPAAUTENIBHBIX JOKYMeHTOB. OdopmiieHHe TeKcTa
JOKYMEHTOB B BUJIE aHKET, TA0JINLI, CBS3HOTO TEKCTA, a TAKXKE B BHJC
coenuHeHus 3Tux ¢popm. TpeboBanus k aHkeTam, TabnunaM. TpeboBaHus K
TEKCTY JIOKYMEHTOB.

Conep:xanue NPaKTHYeCKUX 3aHATHIA:

O6cyxnenue npodiIeMHON TeMbl: YHUPHITMPOBaHHBIE TPEOOBAHUS K
COCTAaBJICHHIO M O()OPMIICHUIO TOKYMEHTOB.

Pa6ora o Temam:

- 'OCT, nopmaTuBHas U CIIpaBOYHAS TOKYMEHTALUs. DIEKTPOHHBIE
ma6nonsl fokymeHToB. CIIC "Koncynsrantllnroc", "Tapant".

- [1TaGnoHb! ¥ cTUIM 10KyMeHTOB. POpMUpOBaHHE OIaHKOB JTIOKYMEHTOB.
Co3znanue cTUiIeH IS OTJEeIBHBIX PEKBU3UTOB JIOKyMeHTOB. biaHku ¢
YTJIOBBIM U IIPOIOJIBHBIM PACIIONOKEHHEM PeKBH3UTOB. COCTaB M OPSIOK
PacIoIOKEHNs PEKBU3UTOB Pa3IMIHBIX BHJOB OJIAHKOB.

- Odopmiierne obmiero 6ianka qokymenta. OdopmiieHne 6JIaHKa IS
TIHCEM.

- OdopmiieHre TPUMEYaHHUN, IPHIIOKEHUH U 0OOCHOBAHUI K TEKCTY.
IpaBuia opopmienus 6udmrorpadun. Co3nanue KOMUU JOKYMEHTA.
Co3panne ny0nukaTa JOKyMEHTA.

- OdopmiieHrE TEKCTa JOKYMEHTOB B BUJIE€ aHKET, TaOIHUI], CBI3HOTO TEKCTa,
a TaroKe B BUAE coequHeHus TuxX gopm. TpeboBaHHS K TEKCTY JTOKYMEHTOB.

OKl1, OK2, OK3,
OK4, OK6, IIK 2.2

Tema 2.
Ynpasiaenueckasi
JAOKYyMEHTAaIUsl.
Cocrasienue u
oopmieHHe
OCHOBHBIX
AOKYMEHTOB

Copepixanue TeopeTH4eCKHX 3aHATHIA:

- [lonsATHE OPraHU3ALMOHHO - PACIOPAAUTENILHBIX TOKYMEHTOB. OCHOBHBIE
MIPaBHJIa COCTABICHUS U 0pOPMIIEHHS YCTaBOB, MONOKEHUH, HHCTPYKIIUH.
CocraBiieHust 1 0OpPMIICHUS TOCTAHOBIICHNH 1 perneHnid. [lltaTHas
YHCIICHHOCTh U IITATHOE paciucaHue. JJoroBOpsL

- IlonsiTie pacopsaUTENbHBIX JOKyMeHTOB. OCHOBHBIC IIPaBHIIA
COCTaBJICHUS ¥ 0(OpMIIeHHUS IIpUKa3oB. [Ipukassl o Borpocam odmei
JIeSITEIbHOCTH.

- [Nonsitne MHGOPMALIMOHHO - CIIPABOYHEIX JOKYMEHTOB. AKTHI. CIIpaBKH U
JOKYMEHTBI JINYHOTO MPOUCX0XKAeHHs. OOBSICHUTENbHBIE, CITy)KeOHBIE 1
JOKJIA/IHBIE 3AIIHCKH.

OK1, OK2, OK3,
OK4, OKe, I1IK 2.2

Coaep:xanue NPAKTHYECKUX 3aAHSATHA:

Ob6cyxaenne npooneMHoi TeMbl: OhopMIIeHHE OPTaHU3AIMOHHOMN,
pacnopsauTEIbHON U MH(POPMAIOHHO-CIIPABOYHON JOKYMEHTAIUH.
Pabora o Temam:

- Ha3HaueHune OT/eBHBIX BUIOB OPTraHU3aMOHHBIX JTOKYMEHTOB.

- OdopmiteHne pacriopsiauTeNbHON qoKyMeHTanun. Coctas
pacnopsauTeIbHBIX JOKyMeHTOB. [IpaBuia cocraBiaeHus 1 0hopMIICHHS
TPUKA30B 110 OCHOBHOM J1€ATENbHOCTH. Pa3HOBUIHOCTH pacTiOpsKEHHM.
IMopsaok opopMICHNS BBIIMCKH U3 PACHOPSANTENFHOTO JOKYMEHTA.
IOpuandeckas cuma pacTiopsIIUTENIHBIX JOKYMEHTOB.

- Odopmnerne HHPOPMATUOHHO-CITPaBOYHOH ToKyMeHTanun. Coctas
HH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB.

OK1, OK2, OK3,
OK4, OKe, I1IK 2.2

Tema 3. KaapoBas
AOKYMEHTaIus.
Koppecnonpenuus
NePHOANIECKHX
MeponpuUsITUH

Copepixanue TeopeTH4eCKHX 3aHATHIA:

- [TonsiTie kaapoBoit OKyMeHTaluu. 3asBieHue. TpyaoBoil 1oroBop.
Pestome. ABToGHorpadus. Xapakrepucruka. OpopMileHHE IPHKa30B MO
JIMYHOMY cocTaBy. TpynoBas kHIKKA. JInuHble kKapTouku. JIndyHbIe nena.

- Koppecnonnenus, cBsi3aHHas C IPOBEACHUEM ITEPUOANIECKIX
meponpustiil. [Iporokon. OcHOBHEIE ITPpaBHIIa COCTABICHUS U O(OPMIICHHS
MIPOTOKOJIA.

OK1, OK2, OK3,
OK4, OKe, I1IK 2.2

Conep:xanue NMpaKTHYeCKUX 3aHATHIA:

O6cyxnenue npodnemHol Tembl: OpopMIIeHHe KaJpOBBIX JOKYMEHTOB.
Pabora o Temam:

- CocraBieHne TPyOBBIX IOTOBOPOB U JOKYMEHTOB IO JITYHOMY COCTaBY.

- Cocrasnenne mratHoro pacnucanus. OdopmieHne 3asBICHAN U TPUKA30B
0 rpueMe Ha paboTy, 00 YBOIIEHEHUH, O IEPEBOJIE, O MPEIOCTABICHUN
OTITyCKa, 0 KOMaHipoBaHuH. COoCcTaBIIeHNE BBITNCKY U3 IIPUKa3a.
CocrariieHHE pe3toMe, aBTOOHOTpadiH, XapaKTePUCTUKH. 3aMOTHEHHE
JINYHOH KapTOuku. POPMUPOBAHUE JIMYHOTO JIENA.

OK1, OK2, OK3,
OK4, OK6, 1K 2.2

Tema 4. /lenoBasi
KOPPeCHOHIeH M.
JenoBblie n
KOMMepYecKHne
nucbMa

Conep:xanue TeopeTHYECKHX 3aHATHIA:

- Tunossle u Tpadapernsie nucbMa. Knaccuduxarus nucem. CTpykTypa
muckMa. CtaHgapTHeIe Gpassl U BeIpaxkeHHs. OTIeIbHBIC BUABI IIHCEM:
MTHCbMa-TIPOCHOBI, COMPOBOUTENbHBIE IINChMA, IOTOBOPHBIE MIChMa,
MTHCbMa-TIOATBEPIKICHHS, NCbMa-HAIIOMUHAHHS, TIHChMa-U3BEIICHNUS,
[HChbMa-TIPUIIIALICHHS, TApAaHTUIHHBIE THChMA, TIHChMa-3alPOChI U ITHChMa-
oTBeThl. JlenoBoe MIchMO MEKIyHapOIHOr0 00pasia.

OK1, OK2, OK3,
OK4, OK6, I1IK 2.2

Coep:xanue NPaKTHYECKUX 3aHATHIA:
OOcyxaeHne MpoOIEeMHBIX TEM:

OK1, OK2, OK3,
OK4, OKe, I1IK 2.2
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- OdopmiieHrE 1e0BOI MEPENHCKY.

- IlncpMo Kak OCHOBHOI BUJI TOKYMEHTA AJIsl OCYIIECTBICHUS
KOMMYHHUKaLUH.

- CocTaBieHne OTAENbHBIX BUIOB MUCEM: THChbMA-IIPOCHOBI,
COIPOBOIUTEINBHBIE ITICHMA, IOTOBOPHBIE IHChMA, IIMChMA-TI0ITBEPIKICHHS,
IIChMa-HAIIOMUHAHUS, TNCEMa-H3BEIeHNs, MIChMa-TIPUTIAIIeHN,
rapaHTHIHOTO MUCHMa, MMCbMa-3aIpoca ¥ IHChMa-0TBeTa.

Tema 5. Opranuzanus
JAOKYMEHT0000poTA.
Cucremarn3anus
JTOKYMEHTOB.
Homenkaarypa nas
ux opMupoBaHus U
XpaHeHHus.
HNndpopmanumonHo-
KOMMYHHKAIIMOHHBIE
TeXHOJOTHH B
COBpPEMEHHOM
JOKYMEHT0000poTe

Coaepixanue TeopeTHYECKHX 3aHATHIA:

- [Tonarue nokymentoobopora. Oprauzaiys padboThl C JOKyMEHTaMH.
INonsiTue KnaccuUKauy U CHCTEMATU3alul TOKyMeHTOB. [loHATHe nen u
HOMEHKJIATYpHI Je. 'pynnupoBka JOKyMEHTOB B Jela.

- Jlena mOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHHs, OTINCH TaKUX JeIL.
[MonsTue apxuBa, ero obopyaoBaHue. ApXUBHasI CIIpaBKa, apXHBHAasI KOIIHS,
apxuBHas BeIMHcKa. [lepenada fienm Ha rocyTapCTBEHHOE XpaHCHHUE.

- CoBpeMeHHbIe HH(POPMAHOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTHH.
DJEKTPOHHBIA JOKYMEHTOO00POT.

- 3anmra nHGOPMALIUK IPU CO3AAHHU CITyKEOHBIX JOKYMEHTOB.
CoBpeMeHHbIE CIIOCOObI M TEXHUKA CO3JAHHS JOKYMEHTOB.

OKl1, OK2, OK3,
OK4, OK6, IIK 2.2

Coaep:kanue NPaKTHYECKHX 3aHATHIA:

O06cyxaeHue mpoOIeMHOI TEMBI:

Oprasuzanys J0KyMeHT0000pOoTa IPeIPHSTHS.

- AHaNM3 TOKyMEHTO000pOTa OPTraHU3aLIH.

- OnpeneneHre CpOKOB XpaHEHUS JOKYMEHTOB.

- CocrapieHUEe HOMEHKIIATYPBI JIET.

- Jlena mOCTOSIHHOTO U BpPEMEHHOTO CPOKOB XpaHeHUs1, HOPMHUPOBaHHE
OIUCH TAKHX JEII.

- ABTOMaTU3UPOBAHHBIN TOKYMEHT0000pOT opranu3anuu. Cozganne
KOMIIBIOTEPH3HPOBAHHOTO JOKYMEHTO0000pOTa MPEAIPHUSITHSL.

OKl1, OK2, OK3,
OK4, OK6, IIK 2.2

Ipumepnas memamuxa camocmosmenbHol pabomol 00V4AOUWUXCA:

- paboTa B 3JEKTPOHHOI OMOINOTEKE ¢ yueOHOM JTUTepaTypoOu,

- pabora ¢ BOMpOCaMH TEKYIIEro KOHTPOJISI 3HAHWK TPU IOATOTOBKE K YYCOHBIM
3aHATHSM, TIOJrOTOBKA K JOKJIa/1aM,

- paboTa ¢ HOpMaTUBHO — ITPABOBBIMU JIOKYMEHTAMH.

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

2.3.1. YueOHo-TemaTH4YecKHii IUIaH 3aHATHI (0uHast popma o0yueHus)

Obmas AynuTopHas Harpy3ka (Jac.) CamocrosTens-
yaeBHas Teop. o6yuenue | IlpakTuueckme | Has paGora, B
Paszpnen, TemMa AMCHUITIIMHBI SAHSTHS T.4.
Harpysxa BHEayJUTOpHAs
(uac.) Harpyska (dac.)
Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTAIIHH. 10 4 5 4
PexBU3UTHI TOKYMEHTOB
Tema 2. YnpaBneHueckass JOKyMEHTaLusI. 12 6 5 4
CocraBieHne 1 0)OpMIICHHE OCHOBHBIX JIOKYMEHTOB
Tema 3. KagpoBast JoKkyMeHTaLMsl. 10 6 2 2
KoppecnonaeHuus nepuoanyecKux MEponpusiTUil
Tema 4. JlenoBas koppecnosaeHuus. Jenossie u 10 5 1 4
KOMMEpUYECKHEe MUChMa
Tema 5. Opranuzanust JOKyMeHTO000pOTa.
Cucremaruzanus 10KyMeHToB. HoMeHkmaTypa st
ux popMUpOBaHUsA U XpaHeHHs. THPOPMALOHHO- 11 6 1 4
KOMMYHHKAITIOHHBIE TEXHOJIOTHH B COBPEMEHHOM
JIOKyMEHTO000pOTe
3auem 1 1 - -
HTOIO: 54 28 8 18




2.3.2. YueOHO-TeMaTHYeCKUI NJIaH 3aHATHI (3a04uHast popMa o0yueHus )

Obmas AynuTopHast Harpy3ka (4ac.) CamocrosTens-
5 Teop. obyuenne | IlpaxTnueckue | Hast pabora, B
ydyeOHas
Paszpnen, TeMa AMCHUTIIMHBI SAHATHS T.4.
Harpyska
BHEayJUTOpHAas
(4ac.)
Harpyska (dac.)
Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTAIIHH. 10 ) 3
PexBU3UTHI JOKYMEHTOB
Tema 2. YrpaBieHuecKkas: JOKyMEHTALIHS. 12 B 1 11
CocraBieHne 1 0pOpMIICHHE OCHOBHBIX JIOKYMEHTOB
Tema 3. KagpoBast JoKyMeHTaIHsI. 10 D) ) 8
KoppecnonaeHus nepuoanyecKux MEpOnpUsITUil
Tema 4. JlenoBast koppecnonaeHuus. JeaoBbie u 9 1 ) 8
KOMMepUecKHe Muchma
Tema 5. Opranuzanust JOKyMeHTO000pOTa.
Cucremaru3zanus Jo0kyMeHToB. HoMeHknatypa st
ux popmupoBanus u xpanenus. Mupopmarmonso- 12 - 1 11
KOMMYHHKAIIUOHHBIE TEXHOJIOTHH B COBPEMEHHOM
JIOKYMEHT0000pOTE
3auem 1 1 - -
HTOro: 54 6 2 46

2.4. Buabl, popMbl M MeTOABI KOHTPOJISI IJAHHPYEMBIX Pe3yJbTATOB OCBOCHHUSA
y4eOHOM TMCHMILINHBI

Texywuii Konmpons ONpeAeNseT CTeNeHb KayecTBa YCBOEHUS H3YYEHHOTO yueOHOTro
MaTepuaa TEOPETHYECKOro M MPaKTUYECKOro XapakTepa B xojae o0ydeHus. Cucrema TeKyIero
KOHTpPOJISI yCIIEBAEMOCTH TMpelycMaTpUBaeT pa3HooOpa3Hbie MO (opMe U COAEPKAHUIO
KOHTPOJIbHBIE MEPONPUATHS (KOHTPOJBHBIE TOYKH), YYUTHIBAIOIIME BCE BUABI ayJAUTOPHON U
CaMOCTOSITENIbHOM Y4eOHOIl 1eATeNbHOCTH 00y4aronerocs.

OCHOBHBIMU BUJIaMU TE€KYIIETO KOHTPOJI YCIIEBAEMOCTHU CTY/IEHTOB SBJISIFOTCS:

- BXOJIHOM KOHTpPOJIb - HEOOXOJWMBIM Ui YCHENIHOTO TUIAHWPOBAHUS U YIpPaBICHUS
y4eOHBIM ITPOLIECCOM;

- TEMaTUYECKHUI KOHTPOIb (110 MaTepuanaM u B o0beMe OJHON yueOHOMH TeMbl);

- pyOeXHbIi KOHTpPONb (B OOBEME pa3[enoB WWIM TPyNNn TeM IO JAUCUUILIIHMHE)
o0OecreunBaroINii KA4YeCTBO M3YYCHHsSI CTYJACHTaMH Y4eOHOTO MaTepuana, yrpaBieHue y4eOHO
JEATEbHOCTBIO CTYJEHTOB M €€ KOPPEKTUPOBKY, a TaKKe€ CTUMYJIUPOBAHHUE PETYJISPHOM,
I[eJICHANIPaBICHHON pPa0OThl CTY/IEHTOB, AKTUBU3AIMS HMX TIO3HABATEIBHOU JIEATEIBbHOCTH;
oTpesieieHue YPOBHS OBJIAQJICHUS CTYJACHTaMH HaBBIKAMU CAMOCTOSATEIBHOW paboThI, CO3/IaHUE
ycrnoBui st ux (GopMUpoBaHUA. PyOeXHBIII KOHTPOIh MOKET MPOBOJUTHCS HECKOIBKO Pa3 B
CEMECTp, B BHJIE MPEABAPUTEIHLHOTO KOHTPOJIS (Tiepe]] SK3aMeHOM) U / Wi B JOPME UTOTOBOTO
KOHTpOJIs, HAMPABJICHHOI'O Ha BBISIBJIICHUE CTENEHU OBJIAJCHUS CTYJIEHTAMH CUCTEMOMN 3HaHUM,
YMEHHI ¥ HABBIKOB (KOMIIETEHIIUH ), MOTYYCHHBIX B MPOIIECCe U3YUCHUs YIeOHOM AUCIUTIITHHBL.
HTOoroBbIii KOHTPOJIH OCYIIIECTBIIACTCS B KOHIIE CEMeCTpa U3y4eHHs Y4eOHOM TUCIIUTUTHHEIL.

OcHoBHBIMU (OpMaMU TEKYIIETO KOHTPOJSI YCHEBAEMOCTU CTYJIEHTOB SIBIISIFOTCS:
YCTHBIM OMPOC Ha JIEKIUSAX, MPAKTUUYECKUX U CEMUHAPCKUX 3aHATHUSIX, IPOBEPKA BBITOTHEHUS
MUCPMEHHBIX JOMAIIHUX 3aJaHuii, TPOBEICHHE KOHTPOJIBHBIX padoOT, TECTUPOBaHUE
(MMCbMEHHOE WM KOMIBIOTEPHOE), KOHTPOIb CaMOCTOSATEIhHOW paboThl CTYIACHTOB (B
MUCHbMEHHOU WM YCTHOU opMe) U T.J.




Ilpomesicymounas ~ ammecmayus — (KOHmponp)  OOy4aroUMXcsd 1O  JUCIUILINHE
o0OecrieunBaeT OLEHUBAHUE PE3yJbTAaTOB Y4YEOHOM JEeATENIbHOCTH CTYAEHTa 3a CEMECTp,
CIIy)Kalllui JJIs OINpeNieleHHs] YpOBHS KauecTBa MOJTOTOBKH CTYJEHTOB B COOTBETCTBHH C
tpeboBanusiMu OI'OC CIIO no cnenuanbHOCTU. [IpoMexyTouHas aTTecTalus OCyIIeCTBISETCS
B KOHIIE CEMECTpa W 3aBeplIaeT M3y4yeHUE OTICIbHON AUCLMILIUHBI / MEXIUCHMUILTUHAPHOTO
Kypca / mpodeccuonanbHoro moayinsa. Ilpomexyrounas arrectanusi peanusyerca B ¢dopme
3auera / qudGepeHInpoBaHHOTO 3a4eTa / HIK3aMeHa.

Pezynomamor oceéoenuss oucyuniumsl JOCTUTAIOTCA 3a CUET MCIOJIb30BAaHUS B IpOIECcCe
0oOy4eHHs aKTUBHBIX M MHTEPAKTUBHBIX METOJOB U TEXHOJOTHil (HOpMHUpPOBaHHS 3alaHHBIX
KOMIIETEHIIUH Y CTY/IEHTOB.

2.5. Ucnosib30BaHMe B nponecce 00y4eHUs aKTUBHbIX U HHTEPAKTUBHBIX METO10B U
TeXHOJI0TUil GopMUPOBAHMS KOMIIETEHIIHA.

[lepexon K KOMIIETEHTHOCTHOMY MOJXOIY B Mpoliecce oOydeHus TpedyeT M3MEHEHUs
MHOTHX COCTaBJISIONIMX Yy4eOHOro mMpollecca: COAEpKaHUs, CIOCOOOB KOHTPOJS U METOJIOB
oOyuenusa. OnHuM U3 Hambosee BaKHBIX HAMPABICHUM W3MEHEHHS METOJOB OOYYECHHs IMPHU
nepexojie K KOMIIETEHTHOCTHOMY IOAXOAY SBIISETCS KCIIONb30BaHHE B y4eOHOM Mpoiiecce
AKTHUBHBIX U UHTEPAKTUBHBIX METO/IOB U TEXHOJIOTU 00yUeHUSI.

Bxirouenne B yueOHBIA MPOLIECC AKTUBHBIX U MHTEPAKTUBHBIX METOAOB OOY4ECHHUS
AKTUBHU3UPYET MO3HABATEIbHYIO aKTUBHOCTh CTYACHTOB, YCHJIMBACT UX MHTEPEC U MOTHBAIIHIO,
pa3BUBAaET CIIOCOOHOCTh K CaMOCTOSTEIbHOMY OOydeHHI0o M olecreunBaeT Oosiee IMOIHOE
ycBoeHHe uH(opmaluu (eciau Ipu JIEKIIMOHHON moJaue MaTepuana ycBauBaeTcs He 6onee 20%,
uH(popMaluu, To B AenoBoi urpe — 10 90%).

AKTHBHOE€ W HWHTEPAaKTHBHOE OOy4eHHE IMpeAnonaraecT oO0ydyeHUe, MOrPYKEHHOE B
oOlIeHne, KOTOpOE COXpaHsSeT KOHEYHYI0 Ielb M OCHOBHOE COJIep)KaHue MpeaMeTra, HO
BUJOU3MEHSET (HOPMBI U TIpUEMbI BeleHUs 3aHATHS. K HaydyHO-METONWYECKMM OCHOBaM, Ha
KOTOPBIX 0a3upyeTcsl aKTUBHOE U MHTEPAKTUBHOE 00y4YeHHE OTHOCSTCS 00yueHue Yepe3 OMbIT U
COTPYAHUYECTBO, YYET pa3IMuuid B CTWIAX [IO3HAHMS, HCIOJIb30BAHHE TMOUCKOBBIX,
MCCJIEI0BATENbCKUX U UTPOBBIX METOJIOB.

WNuTtepakTuBHOE 00ydueHHe Kak ocobas ¢opMa oOpraHu3aluud TO3HaBaTEeIbHOM
JESTEIbHOCTH 00ECIeuynBaeT BOBIICYEHHOCTh BCEX CTYACHTOB B 00pa3oBaTeNbHBIN MpoIliecc,
CO3MaeT YyCIOBUS JUisi OOMEHa, B3aWUMHOTO OOOTAaIleHHs] 3HAHUSMHU, HAESIMH, CIOCOO0aMH
JESTENIbHOCTH, CIIOCOOCTBYET YCTAaHOBICHUIO SMOIIMOHATBHBIX KOHTAKTOB MEXIY CTYJIEHTaMH,
npuy4aer padoTarh B KOMaHJE, CHUMAeT HEPBHYI HArpy3Ky, MOMOTaeT HCIBITaTh YYBCTBO
3aIIUIIIEHHOCTH, B3aUMOIIOHUMAaHHs U COOCTBEHHOM YCTIEIIHOCTH.

K MeTonaM akTHBHOTO U HHTEPAKTUBHOTO OOyUYEHUS] OTHOCSTCS:

Hzepoevie mexnonocuu: NenoBasi Urpa, CIOXKETHO - poJIeBasi Urpa, UMUTALIMOHHBIE UTPHI,
UTPOBBIC 3aHATHS Ha MOJENsIX (MCKYCCTBEHHas oOpa3oBaTelbHasi cpelna, KOMIBIOTEPHBIS
JIEJIOBBIE WUTPBI), CTAXHPOBKA (C BBHIMOTHEHHEM WM 0€3 BBIMOJHEHUS JOKHOCTHOW POJIH),
JNEHCTBUS IO UHCTPYKITUH (2JITOPUTMY )

Cumyayuonnslil aumaiu3: aHalIA3 KOHKPETHBIX CHUTYyallMi, pElIeHHE CUTYaTUBHBIX H
MIPOU3BOJICTBEHHBIX 3a/1a4, KEHC-TeXHOJOTUH (MJUTIOCTPATHBHBIC y4eOHBIE CUTYaIlMH, KEeUCHI C
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dbopmupoBanneM U 0e3 QopMupoBaHUS MPOOJIEMBbI, TPHUKIAAHBIC YIPWKHEHHS), pa3zdoop
WHIMJICHTOB U3 MPAKTHKH, 0aCKeT-METO/ U T.1I.

Depucmuueckue mMexXHONIOUU 2eHepUPOsanus uodell: «MO3TOBOM INTYPM», CHHEKTHKA,
accoranuu (metadopsl)

Tpenune-memoowl: COIMATBHO-TICUXOJIOTUYECKUN TPEHUHT, TPSHUHT JIEJIOBOTO OOIICHHS,
NICUXOTEXHUYECKHUE UTPBI

Ilpobnemnoe obyuenue: akTUBHBIC (MPOOJIEMHBIC) JIEKIIMM M CEMHUHAPHI, JICKIHH-
JCKYCCHH, TICPEKPECTHBIC IUCKYCCUH, TEMAaTUYECKHUE JUCKYCCHUU: KPYIJIBIA CTOJN, TMpecc-
KoH(pepeHust / HaydHO-TIpakTH4ecKas KoHpepeHus, 1edaTsl

IIpoexmnoe obyyenue: pa3pabdOTKa TBOPYECKOTO HHIUBUAYAIHHOTO WM TPYIIIOBOTO
NPOCKTa, HMCCIICIOBATEIBCKIE MPOCKTHI, WHPOPMALMOHHBIC TPOCKTHI, TBOPUYECCKUE IPOCKTHI,
COLIMAIEHO-OPUEHTHPOBAHHBIE TIPOCKTHI, UTPOBOE MPOCKTUPOBAHKE

Komanonoe obyuenue: pabota B MaNbIX TpyIIax, HWHTEPBBIO, pPadOTa «TPYIIIBI
IKCIIEPTOBY

Tecmogvie mexnonocuu o06yyenuss (MOMUMO KOHTPOJISI TECThI BBITIOJHSIOT TaKXKe
JIMarHOCTHYECKYI0, 00YYAIOIYI0, OPraHU3YIONIYI0, Pa3BUBAIOIIYIO yUeOHbIC (PYHKIIUH): TECTHI C
OJTHO3HAYHBIM BBIOOPOM OTBETA, TECT C MHOTO3HAYHBIM OTBETOM, TECThI Ha JIOTIOJIHCHUE, TECTHI
nepekpectHoro Bbibopa, MACTAK-texHonorus (MeToJ AaKTUBHOTO COILIMOJIOTHYECKOTO
TECTUPOBAHUS, AaHAIN3a U KOHTPOJIS)

2.6. 3agaun, ypoBHHM, BHAbI U (POPMBI CAMOCTOSITEJbHON pPadOTHI M IepeyYeHb
y4eOHO-MeTOANYeCKOro odecnevyeHus 1 CAMOCTOATEIbHOM PadoThl 00yYAOIIHUXCS

CornacHo TtpeboBanusim @OI'OC CIIO u WHBIX HOPMATUBHBIX JIOKYMEHTOB
camocTosTeNlbHas paboTa CTY/IEHTOB SBIISETCS 00s13aTEIILHBIM KOMIIOHEHTOM 00pa30BaTeIbHOTO
mpolecca, Tak Kak OHa CIOCOOCTBYET 0ojiee IIyOOKOMY OCBOCHHMIO M3y4aeMOW JAMCHUILIUHBI,
ofOecrieunBaeT 3aKpelUICHHE TONy4aeMbIX Ha JIGKIIMOHHBIX 3aHATHSX 3HAHUH IMyTeM
NPUOOpPETEHUs] HABBIKOB OCMBICICHHS M PACHIMPEHUS WX COACPKAHMS, HABBIKOB pEUICHUS
aKTyaJbHBIX MPAKTUYECKUX 3aJad, HAYYHO-MCCIIEOBATEIbCKOM NEATEIbHOCTH, MOATOTOBKH K
CEMUHAPCKUM U TMPAKTUYECKUM 3aHSTHUSIM, Clade 3a4eTOB U HSK3aMEHOB, oOecreuuBas TeM
cambIM (hOpMHUPOBaHKE OOLIEKYIBTYPHBIX U TPO(HECCHOHATBHBIX KOMIIETEHIIUN 00yJaOIUXCS.

CaMmocrtosiTennbHast paboTa CTYJEHTOB SIBIISIETCS COBOKYIHOCTBIO AayIOUTOPHBIX U
BHEAYIUTOPHBIX 3aHATHH M PabOT, 00ECTEeYMBAIONINX YCIEIIHOE OCBOCGHHE 00pa3oBaTENbHOMN
MPOrpaMMbl CPETHEro MPOQPECCHOHANBHOTO 00pa30BaHUS B COOTBETCTBUU C TPEeOOBaHUSIMU
dI'OC CIIO.

B pamkax ocCBOe€HHS OCHOBHOW MNpodeccHOHANbHONH 00pa30BaTENbHON MPOrPaMMBI
CpemHero MpoQecCHOHANBHOTO O00pa30BaHMS CaMOCTOSITeNbHAs paboTa 0O0yJarommxcs
HallpaBJi€Ha Ha peLICHUE CIEeAYIOIUX 3a1a4:

- 3aKpervieHue M paclIMpeHUe 3HAHWM, YMEHUH, MOJYyYEHHBIX CTYIEHTaMH BO BpeMs
JICKIIMOHHBIX U IPAKTHUYECKUX 3aHATHH, (OpMUPOBAHUE HA UX OCHOBE YCTOMUYUBBIX CTEPEOTHIIOB
YMCTBEHHOU U (PU3NYECKON NEATEILHOCTH,

- TpuoOpeTeHHe JOMONHHUTENbHBIX 3HAHWM W HABBHIKOB 1O  JIUCIUIUIMHAM,
MEXIUCIUIUIMHAPHBIM ~ KOMIUIEKCaM,  MpPOo(ecCHOHATBHBIM ~ MOAYNISAM,  MPAKTUYECKOMY
00y4eHu1o;

11



- (QopmupoBaHMe U pa3BUTHE 3HAHUW U HABBIKOB, CBS3aHHBIX C HAy4YHO-
HCCJIEIOBATENIbCKOM 1eATEIbHOCTHIO, HABBIKOB CAMOOPTraHU3aIIH;

- (opMuUpOBaHUE CaMOCTOSITEIbHOCTH MBIIUIEHUS, CHOCOOHOCTH K CaMOpPa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO U CAaMOpPEaTu3alliu;

- BbIpa0OTKa HaBBIKOB A()(PEKTUBHOW  CaMOCTOSTENBHON  MpodhecCHOHATLHOM
MPAKTUYECKON M Y4eOHO-HCCIIeI0BATENbCKON eI TeIbHOCTH

YPOBHHU CaMOCTOSTENBbHOM pabOThl 00Y4aIOIINXCSI:

1. CamocrosrenbHas pabora mo o0Opasuy (HU3KUH YpPOBEHb CaMOCTOSTEIbHOCTH) —
MpeJoiaraeT HEeMmOCPEICTBEHHBIM MEPEeHOC H3BECTHOTO CIroco0a pelieHHs B aHaJOTUYHYIO
cutyanuio. PabGoTa BBIMONHSIOTCS HAa OCHOBE AJITOPUTMOB, paHee MPOJEMOHCTPHUPOBAHHBIX

nmpenoaaBaTrcjicM M OHpO6OBaHHbIX CTYACHTAMHM IIPpHU BBIIOJHCHUU IIPCAbIAYIINX SaI[aHHfI.

BocnpousBenenue anroputMoB  CHocoOCTBYeT (OPMHPOBAHUIO YMEHUH UM HaBBIKOB,
3alIOMHUHAHHIO CIIOCOO0B CAMOCTOSITETFHOM PabOThl B KOHKPETHBIX CUTYAILIHSIX.
2. CamocrosiTenbHas  pabota  —  PEKOHCTPYKIHUS  (TIOPOTOBBIA  YPOBEHb

CaMOCTOHTeHLHOCTI/I) npeamojaracTt OCMBICJICHHBIN IIEPEHOC 3HAHUU U YMCHI/Iﬁ B THIIOBBIC
CUTyalluu, Y4YUT aHaJIU3UPOBATH CO6BITI/I$I, SABJICHHUA, Q)aKTBI, CO3MacT YCJIOBUA IJIsI pa3BUTUA
MBICIUTEIBHON aKTUBHOCTH O6y‘IaIOH_[I/IXC$I, (l)OpMI/Ip}IIOT MMpUEMbl 1 MCTO/bI IMO3HABaTEILHOM
JACATCIIbHOCTH.

3. CamocrostenpbHas  pabora —  wuccienoBaHue  (MPOJBUHYTHIH  YpOBEHBb

CaMOCTOHTeHLHOCTI/I) - OCHOBaHa Ha IIOCTOSIHHOM IIOMCKC HOBBIX pemeHI/Iﬁ, O606H_ICHI/II/I n
CUCTEMATU3allUHN ITOJYUCHHBIX 3HaHI/II>'I, HX TEPCHOCC B HHBIC HECTAHAAPTHBIC CHUTyalluu U
HaIllpaBJICHA Ha (bOpMI/IpOBaHI/IC H Pa3BUTUC TBOquCKOﬁ ACATCIIBHOCTH OGy‘I&IOH.II/IXCSI.

CaMOCTOSATEIILHOM pa6OTBI BKJIIO4YAcCT OCHOBHBIX JTalia:

Crpykrypa
HOATOTOBUTENILHBIN (OPHEHTHPOBOYHBII), MCIIOJHUTENBHBI U KOHTPOJIbHO-IHArHOCTUYECKHIH.

TpH

B paMKax YKa3aHHBIX 3TAIlIOB IMMOCICAOBATCIBHO BBIITOJHAKOTCSA CICAYIOIIUC y‘le6HHe JICHCTBUS:
aHaJInu3 yqe6H0r0 3alaHusl U CPOKOB C€r0 BBIIIOJIHCHUSA, ITOUCK CIIOCOOOB H CpeacTB €ro
BBITIOJIHCHHUA, IIJIAHUPOBAHUEC XOJa BBIIIOJIHCHUA 3aJlaHUs W IMPOTHO3UPOBAHUEC BO3MOXKHBIX
3any,I(HCHI/II\/’I; IIPpOBEpPKA, OLICHKA U CaMOOICHKA IMOJTYYCHHBIX PC3YJIbTATOB.

CamocTosTenpHas pa60Ta

Ne Bun CopneprkaHHue CaMOCTOSITENIBHON paboThI ITpumepHoe
/I | caMOCTOSATENHHOM BpeMs
paboThI
1. IMoaroroska CamocrosTensHas padoTa MO MOATOTOBKE K JICKIMH HEOOXOoanMMa ISt 20 MEHYT
JIEKIUH HOBTOPEHHs HU3Y4YEHHOTO paHee MaTepuaja, IOCKONbKY MH3ydeHHE
(TeopermueckoMy | 00O JMCHMIUIMHBI CTPOMTCS Ha IIOCIEAOBATEIFEHOM OCBOCHUH
3aHATHIO) pa3zenoB M TeM, Kaxaas W3 KOTOPBIX TaK WJIM HMHAYe CBs3aHa C
npeaslaymuMu.  IloaTomMy — ypoBEHb  OCBOEGHUS  KOHKPETHOM
OUCHUIUIMHBL W (OPMHUPOBAHMS COOTBETCTBYIOIIMX OOOIMX U
MpoQeCCHOHANBHBIX ~ KOMIICTEHIIMH HAmpsIMyl0 CBS3aH C  TEM,
HACKOJIBKO CTYJCHT OPHEHTHPOBAH HA MOJTYYECHHE HA JEKIUAX HOBBIX
3HaHUI, JONOIHSIOMUX y’KE UMEIOIIMECS 110 JaHHON TUCLIMILIMHE.
2. IToaroroska k CamocrostensHass  pabora oOydarommxcsi mno moxaroropke K | 30 - 60 MuHyT
MPAaKTHIECKOMY MPAaKTHYECKOMY 3aHITHIO MPEAINOIaraeT OCMBICICHHE LENU U 3aaad
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(cemuHapCKOMY)
3aHATHUIO

€ro IMpPOBEICHUs, OBIAJCHNC HABBIKAMH aHAJIMTHYECKOH M HAYYHO —
HCCIIeI0BATEIbCKON AEATEIBHOCTH.

CamocrosTenbHasi IOATOTOBKA K IPAKTHYECKOMY (CEMHHApPCKOMY)
3aHATHUIO HAIlPaBJI€HA Ha:

- pa3BUTHE HABBHIKOB PabOTHI ¢ HAYYHOH U MHOI TUTEpaTypoii;

- (QopmupoBaHHe HaBHIKOB (HOPMYJIUPOBKM 3a7add / BBIIBICHUS
MpOOJIEMBI ¥ YMEHUS UX aHAJIU3UPOBATh, BBIIEISATH COCTABHBIC YACTH,
OIIPEAEIATH JTAIlbl PEIICHHs 33129 / IPOOJIEMBI;

- TIONCK W AaHaJIN3 MAOMOJHHUTEIBHON WH(OpMAIWM, MO3BOJIAIOMICH
riry0ske pa3o0parThCsi B OTAEIBHBIX BOIIPOCAX TEMBI WM c(hOPMHUPOBATH
LIEIOCTHOE IPEICTABIEHHUE IO IpodIeMe;

- BBIpaOOTKY yMeHHs (OpPMYIHpOBaTh 33Ja4yd IOMcKa MH(opMmanuw,
ONPEAETATh HEOOXOAMMBIE WCTOYHHKH HMHPOpPMAIMM W HX
aKTyaJIbHOCTh,  CTPYKTypHpOBaTh  IOJy4aeMmyl  HH(OPMALHIO,
BBIAEISIST Hauboyee 3HAYMMYIO 4YacTh, OICHUBATh IIPAKTHYECKYIO
3HAYUMOCTB ¥ 0DOPMIISITH PE3yJIbTaThI IOUCKA,;

- (hopMHpOBaHUE U PA3BUTHE HABBIKOB I'PAMOTHOTO M3JIOXKEHHS CBOUX
MBICTICH B YCTHOH M MHUCBMEHHOW (hOpME C HCIOJIH30BAHUEM
COBPEMCHHOW HAy4yHOH MpPOGECCHOHATIBHON TEPMHHOJIOTHH, IS
MOJTOTOBKA  COOCTBEHHOTO  BBICTYIUIEHHS 10  00CY>KAaeMbIM
BOIIpOCaM;

- (¢dopMupoBaHHE HaBBIKA apPIyMEHTHPOBAaHHOTO BEICHUS IHUCKYCCHH
o o0cyxaaemoii mpobieme.

Pabora Ha mNpakTHYECKOM 3aHATHM HAINpaBlI€Ha B TOM 4YHCIE Ha
H3MEHEHHE CTYJJCHTOM caMoro cebs. JlaHHBIN pe3ynbTar O4eHb BaXKeH,
MIOCKONBKY OH  obecmeunBaeT  (OPMHPOBAaHME  IEJIOTO  psiza
OOILEKYIBTYPHBIX KOMIIETCHIMI, HAIPUMEP, CIIOCOOHOCTB!

- OpraHM30BBIBATH COOCTBEHHYIO AEATECIBHOCTb, BHIOMPATH THUIIOBBIC
METOIbl ¥ CIIOCOOBI  BBINOJHEHHS MPOQECCHOHAIBHBIX  3ajad,
OLICHNBATh UX 3()(PEKTUBHOCTH U KAYECTBO;

- CaMOCTOATENIHO ONpeNelisiTh 3aJaud  NpO(EeCCHOHAIBHOTO U
JIMYHOCTHOTO Pa3BUTHS, 3aHMMAThCsl CaMOOOPa30BAHUEM, OCO3HAHHO
IUTAHHUPOBATh MOBBIICHUE KBATH(PHUKALINY;

- OCYIIECTBIISTH MOUCK U MCIIOJIb30BaHNE MH(OPMAIINH, HEOOXOANMO
s 3((}EeKTUBHOTO  BBINOJIHEHUS  NPO(QECCHOHANbHBIX  3ajad,
PO eCCHOHANBHOTO U JINYHOCTHOTO Pa3BUTHS U T.II

IToxroroBska x
KOJUIOKBUYMY

KomnokBuyM mpeacTaBiseT co0O#  KOJUICKTHBHOE OOCYXICHUE
pasfena AMCHUILUIMHBI HA OCHOBE CaMOCTOATENIBHOIO M3Y4EHHUsS 3TOro
pasnena cryaeHTamH. [IoArOTOBKa K KOJUIOKBHYMY OCYIIECTBIISIETCS
Ha OCHOBE IIEpPEYHs BONPOCOB, MOATOTOBIECHHOTO NpPENOJaBaTENEM,
OTBETHl Ha KOTOpBIE HEOOXOAMMO TOJNYYUTh TPH H3YYCHUH
OINPENIEICHHOTO MEpeYHsl HaydHbIX HCTOYHHUKOB. CTyneHTaM BO
HEOOXOUMO O3HAKOMHTBCS CO CIELHAIBHON JIUTEPaTypoH, BBIIHCAThH
U3 Hee OTBETHl Ha BOIPOCHL, KOTOpBIE OynyT oOCYXIarbcs Ha
KOJUIOKBUYME, C(OpMyTHpOBaTh CBOE MHEHHE [0 KaXIOMY W3
BOIIPOCOB.

30 - 60 MmuHyT

IToaroroska k
KOHTPOJIbHON
(mpoBepouHOit)
pabote

CamocrosTenbHas HMOATOTOBKAa K KOHTPOJILHOM paboTe BKIIOYaeT B
ceOs:

- U3y4YEHUE KOHCIEKTOB JIEKIHH, PACKPBIBAIOIIMX MaTepuai, 3HaHUE
KOTOPOTO MPOBEPSIETCS KOHTPOIBHON paboTOH;

- TMIOBTOpPEHUE Y4eOHOro Marepuaia, MOJIy4YeHHOTO MpPHU IOATOTOBKE K

CEMHMHAPCKUM, MPAKTUYCCKUM 3aHATHAM U BO BpEMA UX ITPOBECACHUS,

2 Jaca
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- UW3y4YeHHE  JIOMOJHUTEIbHOW  JIUTEPATYPHI, B KOTOpOH
KOHKPETU3UPYETCS COJAEPKAHUE NIPOBEPSIEMBIX 3HAHU;

- MOBTOpEHHE /  BOCCTAHOBIICHHE AITOPUTMOB, panee
MIPOJIEMOHCTPUPOBAHHBIX  IpENoAaBaTeIeM U ONPOOOBAHHBIX
CTYACHTAMH TIPH BBHIITOJHCHNN 3aJaHUI HA TIPAKTHICCKUX 3aHATHSAX;

- COCTaBJICHHE B MBICJIEHHOH (oOpMe OTBETOB Ha IIOCTAaBJICHHBIC B
KOHTPOJIHLHOH paboTe BOTIPOCHL.

5. IToaroroska k CamocrosTenbHas MOJATOTOBKA K 3a4yeTy AOJDKHA OCYHIeCTBIAThCA B | 3,5 —4 yaca
3a4ery TEYEHHE BCEro CEMECTpa, B TOM 4YHCIE, B paMKax MHOATOTOBKU K
JICKIIMOHHBIM M MPAaKTUYECKUM 3aHSATHAM, a TakXkKe MOJATOTOBKU K
KOJUIOKBUYMY M KOHTPOJIBHOM paboTe, €ClnM OHH IPEAyCMOTPEHBI
IIperoAaBaTeIeM

INoaroroBka BKmMIOYaeT B ce0s, B TOM YHCIIE, OUYEPEAHYIO IPOPAOOTKY
BCEro JIEKIIMOHHOTO MaTepHuajia, MaTepHalloB, MOJATOTOBICHHBIX K
MPaKTHYECKUM (CEMHUHAPCKUM) 3aHATHAM B TEUCHHE CEMECTpa H
MOJy4EHHBIX BO BpeMs MPaKTUUECKUX 3aHATHH (B paMKax JOKIaIO0B
JIpYTHX CTYZAEHTOB, BO BpEeMs «KPYTJbIX CTOJOB», IHUCKYCCHMH,
O0CYXJEHUd M OCMBICJICHUS MaTepHala); COOTHECCHHUE JaHHOU
nHpopmManmmy C BOmpocaMH K 3adeTy, B CIydae HeIOCTaTKa
nHpopManuy, MoucKka OTBETOB B PEKOMEHJIOBAaHHOW IpernoaBaTelieM
y4eOHO#, yueOHO-METOINUECKOM U HHOW JIUTEpaType.

Pexomennyercs nenath KpaTkue 3amucu s (GopMHpoBaHMS B
CO3HAaHWHU YETKOH JIOTHYEeCKOW CXeMbl OTBeTa Ha Bompoc. HakanyHe
3a4yera HeOOXO0AUMO TIOBTOPUTH OTBETHI, HE HCIOJIb3YSl 3aIUCH.

6. IToaroroska k CamocTodTenbHast NOArOTOBKA K 9K3aMEHY CX0Ka C MOATOTOBKOM 16 — 24 gaca
9K3aMEHY K 3a4ery, HO 00beM Y4eOHOro Marepuana, KOTOPBIA HEOOXOAMMO
MTOJITOTOBUTH K 3K3aMEHY (BOCCTAHOBUTPH B IAMSTH, BHOBb OCMBICIIUTH
U TOHATH), 3HAYUTEIHLHO Oosbiie. BakHO ChHOpPMHUPOBATH IETOCTHOE
MPEICTaBICHAE O CONEPKAaHWHM OTBETa Ha KAXKABIA BOMPOC, YTO
MpeJnosiaraeT 3HaHUE Pa3HbIX HAYYHBIX MOJXOJIOB K CYIIHOCTH TOTO
WIH WHOTO SBIICHHUS, WJIH TpoIecca, YMEHHE ONpeAeiiITh U
AHATU3UPOBATH (HAKTOPHI X OMPEICIISIOINE H T.II.

[ns sToro pexoMmMeHuyercs NepBOHA4YalbHO B TeueHue 1 - 2 nHew,
no00paTh W3 PAa3HBIX HCTOYHHKOB MaTephall, HEOOXOIMMBIH Ist
Pa3BEepHYTOTO OTBETa HAa KaXIBI BOIMPOC, H3JIOKUB €r0 B BHUJE
KpaTKOTO KOHCIIEKTa. 3aTeM MO MaMSATH BOCCTAHOBHUTH COJACPKAHHE

KaXXa0ro oTeera.

@opMbI CaMOCTOATENIBHOW pabOThl O0ydYaroOLIMXCs JJs OBJIAQACHUS, 3aKpEIUICHUS U
cucTeMaTH3aluy 3HaHUH U GOPMHUPOBAHUS YMEHUM:

- pabota B D9JEKTPOHHOM OMOJMOTEYHON cCHCTEME, COCTaBJIEHUE KOHCIIEKTOB
NEPBOMCTOUYHUKOB U APYroi yueOHOW M HAy4YHOU JIUTEpaTyphl, paboTa ¢ KOHCIIEKTaMHU

- o0paboTka Tekcra (KOHCHEKTa, y4yeOHMKa, MEPBOUCTOYHHKA, JOMOJHUTEIHHOMN
JUTEPATypBl, ayJUO U BUJEO3AIMCEN)

- IOBTOpHAas paboTa ¢ y4eOHbIM MaTEpUaAIOM: COCTaBJIEHUE IIaHA, COCTABICHUE TaOIHUI]
JUI CHCTeMaTu3alui y4yeOHOro marepuaja, OTBET Ha KOHTPOJbHbBIE BOIPOCHI, 3arloJIHEHHE
paboueil TeTpaay u T.1II.

- aHanuTU4eckas 00paboTka TekcTa (aHHOTUPOBaHME, PeLeH3upoBaHue, pedepupoBaHue,
KOHCIEKT-aHaJlu3 U Ap.),
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- paboTa ¢ TecTaMH M BOIIPOCAMU JJIsl CAMOIIPOBEPKU

- paboTa ¢ HOpMaTUBHO — IPABOBBIMH JIOKYMEHTAMHU

- Harucanue pedepara, scce

- IOATOTOBKA KypCOBOM pabOThI

- COCTaBJICHUE CJIOBApS 10 AUCLUITIINHE

- pa3paboTKa UHAUBHUAYAIBHOTO WX IPYIIIOBOTO MPOEKTa
- BBINIOJIHEHUE MPAKTUYECKOTO0 33/1aHus (Kkerica)

- MOUCK MHGOpPMaIUU 10 3aJJaHHBIM TapaMeTpam

- IIOATOTOBKAa MYJIbTHUMEAHA COO6H.I€HPII>1 / AOKJIaAOB K BBICTYIUICHUKO Ha CEMHUHApPC

(koH(pepeHIn ), MaTepUaJIoB-IIPEe3CHTAIUN U T.11.

- IOCTPOCHHE CBOTHOM (0000IIAOIIEH ) TaOTHITBI

- pellieHre 3a1a49 U yIPaKHSHHUH 110 00pa3iy

- pellleHre BapUAaTUBHBIX 3a/1a4

- BBIIIOJIHEHUE PACYCTHBIX U IpauuecKux padoT

- peIlICHHE CUTYAIlMOHHBIX 33124

- OATOTOBKA K JIEJIOBBIM / POJIEBBIM MI'PaM

- NPOEKTHPOBAaHME MW  MOJCIMPOBAHHUE  PA3IMYHBIX
po(heCCHOHATILHOM JIEATCIIbHOCTH

- T.JI.

HepequL y‘le6HO-MCTOI[I/I‘leCKOl"O obecreyeHus JJIA

BUI0B n KOMIIOHCHTOB

CaMOCTOSITEIILHOMN pa6OTBI

06yqa101u14xc;1: MCTOANYCCKUEC YKa3aHU I10 CaMOCTOATEIbHON pa60Te CTYACHTOB; y‘Ie6Haﬂ n

METOAUYCCKAd JIUTCpATypa B oubInoTeKe u 3J'ICKTpOHHOI71 OHOIHNOTEKE KOJ'IJ'ICI[)KEI; OTBCACHHOC

JUIA CaMOCTOSITEILHOM paGOTLI BpCMs 3aHIATUHN B KOMIIBOTCPHBIX KJIaCCax Konnez[xca, BKJIIO4as

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

CIIpaBOYHbBIMU CUCTCMAMMU.
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3. YCJIOBUA PEAJIN3AIIAN YYEBHOU JUCIUILINHBI

3.1. Tpe6oBaHHMs1 K MUHUMYMY MaTepPHAJIbHO-TEXHUYECKOI0 o0ecrieyeHust

Peanmmzanuss  yueOnoit aumcuummuasl  OI1.04  JlokymeHTannoHHOE —oOecriedeHue
ylpaBiaeHUs TpeOyeT HAIMYUS CHELUAIbHBIX YUeOHBIX IOMELIEHUH JUIsl IPOBE/ICHUS BCEX BUI0B
3aHATUN, B T.4. y4€OHBIX ayAUTOPUU JUIsl MPOBEIACHUS TEOPETUUYECKUX 3aHATHU (JIEKIUil) U
IPAKTUYECKUX 3aHATUM, TPYNNOBBIX W HMHIUBUAYAIbHBIX KOHCYJIbTAllMM, MOMEUICHUM aJs
IPOBEICHUS JTa0OPaTOPHBIX pPAa0OT, TEKYIIEro KOHTPOJS M IPOMEXYTOYHOW aTTeCTallHH,
COOTBETCTBYIOIIUM 00pa3oM OCHAIIEHHBIE IMOMEUICHHUS JJIsi CaMOCTOSATENBbHOM pPaboThI
CTYJCHTOB.

VY4eOHbIe TOMEIIEHUS JOJDKHBI OBITH OCHAIICHBI BCEM HEOOXOIMMBIM 000pYyIOBaHHEM:
paboume MecTa MmpernoaaBaTesis, 00yJalonmxcs, TeXHUUECKHE U MHBIE CPEeJICTBA 00yUeHUsI.

[lepeuenp KaOUHETOB W/ J1a00OPATOPUN M/UIIM MAaCTEPCKUX M/MIIM UHBIX TTOMEIICHUH,

TPEOYIOMUXCS JJIsI OCBOCHUSI TUCIUILITAHBIL:

Ne HaunmeHnoBaHnue nmoMeleHus

1. | Kabuner mpaBoBOro ¥ JOKYMEHTAIIMOHHOTO OOECHedeHUs MpoQecCHOHATbHON
JEeSITEIbHOCTH, TOKYMEHTAIIMOHHOTO 00ECIICUYeHHs YIIPABICHHS U apXUBOBEICHUS

VYyeOHnas kanuemnspus (cinyx0a JOKYMEHTAI[HOHHOTO 00eCTIeUeHUs yIIPaBICHHUS)

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

4. | JlaGopatopusi HH(POPMATHUKH, BBIYUCIUTEIHHOW TEXHUKH U TEXHUYECKUX CPEICTB
oOydeHus, HHPOPMAITMOHHBIX U KOMMYHUKALIMOHHBIX TEXHOJOTHH, TOKYMEHTAIMOHHOTO
obOecrieueHuss B MPOGECCHOHANBHONW JEATENbHOCTH M KOMIIBIOTEPHOM 00paboTKu
JIOKYMEHTOB

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

3.2. UndopmanuonHoe odecnieyeHne o0ydeHust
3.2.1. IlepedyeHp peKOMeHAYEeMBIX Y4YeOHbIX HW3JaHMH, JONMOJHHMTEIbLHOH
JuTeparypbl, HH(popmannoHHbix MHTEpHET-pEcypcoB

OcCHOBHbBIE 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.— (IIpodeccuonanbnoe oOpa3oBanue). — ISBN 978-5-534-05022-6. — Tekcr:
AIEKTPOHHBIN /l OObpazoBatenbHas mwiardopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/514640

2. Kysnenos, HW.H. JlokyMeHTallMOHHOE OOECTeUeHUE YIPaBICHUS TEPCOHATIOM:

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

1. Ky3nenos, U. H. JlokymenTarimonHoe oOecrieueHre ymnpasiaeHus. JJokyMeHTO000pOT
U JICJIONPOU3BOJICTBO: YUEOHUK M MIPAKTUKYM JIJIsl CPEIHEro MpoQecCHOHANbHOI0 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: Jlenonpou3BOoACTBO U JAOKYMEHTOOOOPOT Ha mpeanpusatud. 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 UnTEpHeT
1. https://www.sekretariat.ru/. CipaBouyHUK cekpeTapsi U ouc — MeHeKepa

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

3.2.2. IlepeyeHb CcOBpeMeHHbIX 0a3 JJaHHBIX, JHUIEH3MOHHOE TPOrPAMMHOE
odecneueHue

Cospemennvie npogpeccuonanvhvle 0a3bl OAHHLIX U UHDOPMAYUOHHBIE CHPABOYHDBLE
cucmemvl  (UHPOPMAYUOHHBIE — MEXHONO2UU),  UCNONb3YeMOe  NpU  OCYUeCmeneHUl
06pazosamenbHO20 npoyecca no OUCYUNIUHE:

- HWudopmanmonnass cmpaBouHas cucrema M 06a3za  nmaHHbIx  «[APAHT»
http://www.garant.ru/ (Z0CTyn 10 NapoJo) (0Te4eCTBEHHOE MPOU3BOJICTBO)

- Crynendyeckuil  uMHpOpPMalMOHHO-CIIpaBoYHbI  moprtan  "['apanT-OGpa3zoBanue"
https://edu.garant.ru/ (mocTyn cBOOOHBIN) (CBOOOIHO PACHIPOCTPAHSIEMOE);

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

- llenTpanbHas Oa3za naHHbIX Poccrara - https://www.gks.ru/dbscripts/cbsd/ (moctyn
cBOOO/IHBIN) (CBOOOTHO PACHIPOCTPAHIEMOE);

- Scopus — enuHas 0a3a JaHHBIX pELEH3MpPYEeMOW HAay4yHOM JIUTEpaTypHl.
WWW.Scopus.com (JIOCTYIT CBOOOIHBIN);

Jluyensuonnoe u c80000HO pacnpocmpausieMoe NpocpammHoe obecnedexue, 6 Mm.u.
OmeyecmeenHo20 NpouU3B00CMEd, UCNONb3YeMOe NpU  OCYWEeCmEIeHUU 00pa308amenbHO20
npoyecca no OucyuniuHe:

- Microsoft Windows (HIieH3MOHHOE).

- Oducusiit maker mporpamMm MicrosoftOffice, Brmrouaromuii TEKCTOBBIA pPEIAKTOP
MicrosoftWord, »snexTponnyto Ttabmuiy MicrosoftExcel, mnporpammy s HOATOTOBKH
npesenTtanuii MicrosoftPowerPoint, 6paysep InternetExplorer (uuen3nonHoe).
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- Ilporpammusnii mnpoaykr 1C: Ilpeanpustie (JIMIIEH3MOHHOE, OTEYECTBEHHOE
MIPOMU3BOICTBO)

- [IporpammHblie poayKThl ceMerictBa Corel (JIMIICH3NOHHOE).

Ocobennocmu  yueOHo-memoouueckoeo obecneyerus ONsl AUy C OSPAHUYEHHBIMU
B03MONCHOCMAMU 300P0BbSL U UHBAIUOO8

CTyIeHTbl C OrpaHMYCHHBIMH BO3MOYKHOCTSIMH 3J0POBbSl, B OTJIMYHE OT OCTAJIBbHBIX
CTYJICHTOB, HIMCIOT CBOM CIEIU(PUICCKUE OCOOCHHOCTH BOCIPHUATHS M IIepepabOTKH MaTepHualia.
[Tonbop u pa3paboTka Yy4EOHBIX MAaTEPHANIOB IS TAKMX CTYJICHTOB IPOU3BOAMTCS C YYETOM
pa3IMYHbIX (GOPM MPEAOCTABICHUS JAaHHOTO MaTepHala TakK, YTOObI HMHBAIHMIBI ¢ HApYIICHUSIMHU
cIyXxa TOJdydald HMHQPOPMAIMI0 BH3yadbHO, C HApPYIICHUSIMH 3PCHHUS - ayJIdalbHO.
[TpemycMOTpeHO B cilydae HEOOXOJMMOCTH CO3JIaHuEe TEKCTOBOM BEPCHH JIFOOOTO HETEKCTOBOI'O
KOHTCHTA JUIsl €r0 BO3MOXKHOTO IMPeoOpa3oBaHMs B allbTCPHATUBHBIC (OPMBI, yIO0OHBIC IS
pa3IMYHBIX TOJb30BaTENCH, albTCPHATUBHYIO BEPCHIO MEIUA-KOHTEHTA, IPEIYCMOTPCHBI
BO3MOXXHOCTh MAacCIITAOMPOBAaHUS TEKCTa M M300pakeHUH 0e3 MoTepy KayecTBa M JOCTYITHOCTh
yIIpaBJICHUS] KOHTEHTOM C KJIaBHATYPBHI.

4. KOHTPOJIb M OLEHKA PE3YJbTATOB OCBOEHHSI YYEBHOU
JUCIHHUIIIUHBI

KoHTponb M OlleHKa pe3ylbTaToOB OCBOCHHSI YYEOHOW IMCHIUIUIMHBI OCYIIECTBIISCTCS
IPEIoJIaBaTeIeM B IPOIIECCE MPOBEICHUS 3aHATUH, BBITOJHEHHS O0YYaIOIIMMHUCS KOHTPOJIbHBIX
U CaMOCTOSITENIbHBIX Pa0OT, WHAMBHIYAIbHBIX 3aJIaHUH, MPOXOXKICHUS TECTUPOBAHUS, CIAYH
3adJera.

4.1. Pe3yabTaThl, KpUTEPUH H OLIEHOYHBIE CPEICTBA /IS MPOBEAEHUs TEKYIEro u
NMPOMEKYTOYHOT0 KOHTPOJISI OCBOEHHsI JAUCHUIUVINHBI W (opMupoBaHUsSI O0OIHX U
npogecCHOHAIBLHBIX KOMITETeH it

4.1.1. Kpurepum OUNCHHBAHUA Pe3yJbTATOB OCBOCHHMA JUCHUIUIMHBI W
(opMupoBaHus 001MX U NPOGeCcCHOHATBHBIX KOMIIETEeHIHIl TPU NPOBeJeHUM TeKylIero u
MPOMEKYTOYHOI0 KOHTPOJISI

1. ba3oBbIil ypOBEHb OCBOCHHUS y4eOHOTO MaTepHalia - OPOrOBbIif

2. YMeHue HCHOJb30BATh TEOPETHUECKHUE 3HAHUS W TPAKTHUECKUE HaBBIKU IIpU
BBITOJIHEHUH MTPO(GECCHOHATIBHBIX 33/1a4 - TOBBIIIEHHBIN

3. YpoBeHb T1y00K0#H cPOPMUPOBAHHOCTH OOIIUX U MPO(HECCHOHATHHBIX KOMIETSHIIUN

— IIPOJIBUHYTHII
KoMmoHeHTbI [Ipu3Haku ypoBHs OCBOEHHUS KOMIIOHEHTOB KOMIIETCHIIUI
pe3ylIbTaToB IIOPOTOBBIN MOBBIILICHHBIN IIPOJABUHYTHII

o0OydeHus 1o

JUCHHUITIIMHE

SHaHus CryneHt feMoHCTpHupyeT 3HaHne- | CTyneHT ZeMOHCTPHPYET CTyneHT MOXeT
3HAKOMCTBO, 3HAaHUE-KOIHIO: AQHAJIUTUYECKHE 3HAHUS: CaMOCTOSATENBEHO
y3HaeT 00BEKTHI, IBJICHUS 1 YBEpEHHO BOCIPOM3BOIUT U M3BJICKATh HOBHIE
MOHSTHS, HAXOAUT B HUX MOHUMAET NOJTy4YEHHBIE 3HaHUS U3
pa3nuuus, IPOSIBIISET 3HAHNE 3HaHUS, OTHOCHT UX K TOM WJIM | OKPY’KAIOIIETO MUPA,
UCTOYHUKOB MOJIy4EHHS MHOMH Kiaccu(pUKaIMoOHHON TBOPYECKH UX
HHPOPMALINH, MOXKET TpyIIIe, CAMOCTOATEIBHO UCTIONIb30BAaTh IS
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OCYIIECTBIIATHL CAMOCTOATCIIBHO

CHUCTEMAaTH3HUPYET HX,

MIPUHATHS PELICHUN B

PerpoyKTUBHBIE AEHCTBUS Hal yCTaHaBJIMBACT B3aUMOCBS3U HOBBIX U
3HAHUAMH ITyTEM MEXAY HUMH, IPOLYKTUBHO HECTaHJAPTHBIX
CaMOCTOSITEIILHOTO MPUMEHSET B 3HAKOMBIX CUTYaLUsIX.
BOCIPOM3BEACHNS M IPUMCHEHHUS | CUTyalHUsX.
nHbopMaLuH.
VMenus CryneHT yMeeT KOPPEKTHO CrynmeHT ymeeT CryneHT ymeeT
BBITIOJIHATH MIPEANUCaHHbIE CaMOCTOSTENILHO BBINOJIHATH CaMOCTOSTEIHLHO
JEWCTBHSA 110 HHCTPYKIIWH, JeWcTBHSA (TIPUEMBI, BBITIOTHATH JEHCTBHS,
ITOPUTMY B U3BECTHOU OTeparyn) Mo peIeHNIo CBSI3aHHBIE C
CHUTYaIllH, CAMOCTOSTEIEHO HECTaHJAPTHBIX 33714, pelIeHneM
BBITIOJIHSIET AEHCTBUS 110 TpeOyroIux BeIOOpa Ha HCCIIeJ0BATEIbCKUX
PELICHUIO THITOBBIX 3a/1ad, OCHOBE KOMOWHAINH 3a7ad, AEMOHCTPHPYET
TpeOyroumx BpI0Opa U3 yKcia W3BECTHBIX METOJIOB, B TBOpYECKOE
M3BECTHBIX METO/IOB, B HETIPEICKa3yeMO HCTIONIb30BaHHE
IIPEICKAa3yeMO U3MEHSAIOLICHCS U3MEHAIOIIENCS CUTYaluu yYMEHHH (TEXHOJIOTHIA)
CHUTYaINN
Umetnb CTyIeHT JeMOHCTPHUPYET CTyIeHT JeMOHCTPUPYET CTyneHT roToB
[IPaKTHYECKHUIt TOTOBHOCTB K PEIICHUIO TOTOBHOCTB K pemnaTh NpakTHIECKHe
OLLIT: OTPaHUYEHHOI'0 KOJIMYECTBa CaMOCTOSATENILHOMY PELICHUIO | 3a[a4yM MOBBILIEHHOMH

HETUIHUYHBIX 3a]a4 [IPH YCIOBUU
OKa3aHUs eMy METOIUYECKOU
TIOMOIIN (HaIpUMeEp, TOCTAHOBKA
YTOYHSIOLINX BOIIPOCOB), a TAKXKE
HE TOTOB pEIIaTh NPAKTUUECKUE
3aJa4yn MOBBIIIECHHON CII0KHOCTHU
U NpPUHUMATb
npo¢eCCUOHANBHBIC U
YIPaBJIEHYECKUE PELICHHUSI B
YCJIOBUSIX HEMOJIHOM
ONPEAEIIEHHOCTH, IPU
HEI0CTaTOYHOM
JIOKyMEHTaJIbHOM, HOpMaTUBHOM

A METOIUYECKOM O0ECIIEUEHNH.

OTpaHUYEHHOr0 KOJIMYECTBA
HETUIIUYHBIX 33]1a4, HO
WCHBITHIBAET TPYIHOCTH MIPU
pEelIeHUH PAKTHUECKHUX
3a/1a4 MOBBIILIEHHOM
CII0’)KHOCTH, ITO3BOJISIOIINX
MPUHUMATD
npo¢eCCUOHANBHBIC U
YIpaBJIEHYECKUE PELICHUS B
YCJIOBUSIX HEMOJIHOM
ONPENEIIEHHOCTH, IPU
HEI0CTaTOYHOM
JIOKyMEHTaJIbHOM,
HOPMAaTHBHOM H

METOANYCCKOM obecreueHuH.

CJIO’KHOCTH,
HETHUIIOBEIC 3a/1a4H,
MIPUHUMATH
npodeCCUOHATBHBIC U
yIpaBIeHICCKHE
pEIICHHS B YCIOBUAX
HETIOJIHOM
OTIPENICIICHHOCTH, TIPU
HEJI0OCTAaTOYHOM
JIOKYMEHTaJIbHOM,
HOPMATHBHOM U
METOIUYECKOM
obecreueHnH.

4.1.2. ®opmMbl KOHTPOJS Pe3yJbTATOB OCBOCHHSl JMCHMILIMHBI U (POPMHPOBAHHSA

Oﬁll.llle H l'[pO(l)eCCI/IOHaJIbHBIX KOMHeTeHHI/Iﬁ npu MPOBECICHUH TEKYyIIero H
MPOMEKYTOYHOT0 KOHTPOJISA
HaumeHnoBanmue Jeckpunropsl pe3yjbTara Pesyabrarhl @DopMbI KOHTPOJIS
pesyabTaTa obyuenus ocBoeHt Tekymero
o0pa3oBaTejibHO
06yuennust i mporpamMmsI o
(KOMIIeTEeHLHH), E
¢opmupoBanne Z
KOTOPBIX £
obecnieyuBaeTcsi 5
pe3yabTaToM §-
00yueHust =
(KoOobt
KomnemeHyuii)
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YMerb: - 0(hOPMJISTH U TIPOBEPSATH - IIPOBEpKa PaboUMX TeTpazeii

- AHAJIN3 HOPMAaTHUBHO-IIPAaBOBBIX
MPaBUJILHOCTH O(OPMIICHHS

JIOKyMEHTOB
AOKYMEHTalluu B - BBINIOJIHEHHUE (TIPOBEPKA BBIITOTHEHHS)
COOTBETCTBHUH C MPaKTHYECKUX paboT;
YCTAHOBICHHBIMA - gemeHHe 3aj1a4 ¥ yIpakHEeHuH 1o

obpasiy
TPeOOBAHHUSMH, B TOM YHCIIC - BBIIIOJIHEHUE BAPUATUBHBIX
HCTIONB3Ys HH(POPMaITMOHHBIE NPaKTUYECKUX 3a/1aHui paboT
TEXHOJIOTHHL; OK1. OK2 - BBIIIOJIHEHUE CAMOCTOSITENIbHBIX PaboT;

4 > - KOHTPOJIb CAMOCTOSTENBHOI paboThI
- IpOBOAHTD OK3, OK4, (B IMCHMEHHOIT WM YCTHOM (opMme);
ABTOMATU3UPOBAHHYIO OK6. TIK 2.2 - y4aCTHE B CEMHUHAPE;
s .

o6pa60T1<y JIOKyMEHTOB; - IOAITOTOBKA U 3aIuTa pedepara

- HOAITOTOBKA U 3aIl[UTa TBOPYECKOTO
- OCYHICCTBJIATh XpaHCHUC U npoexTa
TTOUCK NTOKYMCHTOB, - y4acTHE B TEMATUIECKUX JIUCKYCCHSIX:
- ICIOJIb30BaTh KPYTJIBIX CTOJAX, IIpecc- KOH(EepeHIns,

nebarax M T.IL

- y4acTue B JCJIOBBIX / CIOKETHO-
POJEBBIX, UMUTALMOHHBIX UIPaX
Z[OKYMeHTOO60pOTC. - KOHTPOJIbHBIE PAOOTHI

- TECTUPOBAHHE, B T.4. KOMIILIOTEPHOE

TECJICKOMMYHHUKAIIUOHHBIE
TEXHOJIOTUU B 3JICKTPOHHOM

3HaTh: - OCHOBHBIC TIOHSATHUS: LICNIH, - YCTHBII ONPOC HA JEKIHUAX /
TIPAKTUYICCKUX 3aHATUAX

Bauem

3aa4u U IPUHIUIIBL
- MPOBEPKA BBIMOJIHEHUS YCTHBIX U

AOKYMCHTAllHOHHOTO MTICHMEHHBIX JOMAIIHUX 3aaHUH
obecnieueHus YIIpaBJICHUA; - IpOBEpPKa KOHCIIEKTOB I10
- CHCTEMEI JIOTIOJIHUTEIBHOM JIUTepaType u
TIePBOMCTOUYHNKAM

AOKYMCHTAIIHOHHOTO - KOHTPOJIbHBIE pabOTHI
oOecreueHus YHpaBJCHUA, UX - TCCTUPOBAHME, B T.4. KOMIIBIOTEPHOE
ABTOMATH3AIHIO; - IpoBepKa paboymx TeTpaaen

(b OK1, OK2, - TEPMHHOJIOTHYECKUI JUKTAHT
- KIIaCCU(PUKAITUIO

OK3, OK4,
JAOKYMCHTOB;
OKe6, IIK 2.2

- TpeOOBaHUs K COCTABICHUIO
1 0(OPMIICHHIO JJOKYMEHTOB;
- OpraHM3aIHIo
JIOKyMEHTO000pOTAa: TIPUEM,
00paboTKy, perucTpaIuio,
KOHTPOITb, XPaHEHHE
JIOKYMEHTOB, HOMEHKIIATYPY
JeL.

4.1.3. IlokazaTean ¥ KPUTEPHH OLECHUBAHHUS TEKYIIEro KOHTPOJIS yCIIEBAeMOCTH H
NPOMEKYTOYHOM ATTECTALMH 110 HTOT'AM OCBOCHHUS JUCHUILINHBI

3a4eT 1o KypcCy SBJISETCS UTOrOBOM OLIEHKOW pabOoThI CTY/IEHTA 3a CEMECTP U BKIIIOYAET B
ce0sl OLIEHKY TEOpeTHYECKMX 3HAHUM CTyIEHTa, pa3BUTHE TBOPYECKOTO M AHATMTHYECKOTO
MBIIIUIEHHUS, TPUOOPETEHHE HABBIKOB CaMOCTOSITENIBHOM pabOThl, yMEHHWE CHUHTE3UpOBAThH
NOJTYYEHHbIE 3HAaHUS M TPUMEHATh HX K PEIICHHUI0 NPAaKTHYECKMX 3a/1a4, YPOBEHb
cOpMHPOBAaHHOCTH OOUMX U mpodeccnoHambHbIX KomrereHnui. OleHka, BbICTaBisieMast
CTYZIEHTY B XOJI€ MPOMEKYTOUHOM aTTECTAlMH, SIBJISIETCS COBOKYIIHOM M YUUTHIBAET MPENBITYIINE
OLIEHKH €T0 3HaHWH 110 JIaHHOM IUCLMIUIMHE, MOJYYEHHBIE B XO/€ TEKYIIEr0 U MPOMEKYTOUHOIO
KOHTPOJIS.

IIpn mpoBeneHnn TEKYIIEro KOHTPOJIS U MPOMEXYTOYHOM aTTecTaluy MO0 AUCLUILIMHE B
paMKax TpaJAULHUOHHOMN LIKaJIbl OLIEHUBAHMS IPUMEHSIOTCS CIEAYIOIINE KPUTEPHH:
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Ornenka

Kputepun BbICTaBIIEHUS OLIEHKU

O1ianyao

(3auTeHO)

CTYIICHT JJEMOHCTPUPYET BCECTOPOHHEE, CHCTEMAaTHUECKOE U TITyOOKOe
3HaHHE Y4eOHOro MaTepuala, TOYHO, YeTKO U KOHKPETHO OTBEYAeT Ha
BOIIPOCHI, MOXKET JJOKa3aTh U MPOHUIIOCTPHPOBATH CBOU PACCYKICHUS
NPaKTUYECKHUMHU TMPHUMEPaMH, TP OTBETE Ha BOIMPOCHI PacCyKAaeT,
OIUPAsCh HA 3HAHUS, OJTYYCHHBIC KaK B paMKaX JaHHOTO Kypca, TaKk U
OpU  M3YYCHUH JPYIMX CMEKHBIX JUCHUILIMH, YMEET CBOOOJIHO
BBITIOJIHSTh MPAKTUYECKUE 3aJaHusl, MPEIyCMOTPEHHbIC MPOrPaMMOIA,
B TOM 4YHCJE, pelIaeT HECTaHAApTHBIC 33Ja4yd, B IEJIOM OTBETHI
ri1y0okue, 000CHOBaHHBIE U 3aKOHYCHHBIC;

Xopoio
(3auTeHO)

B CBOMX OTBETAaX Ha BOIMPOCHI CTYACHT Y€TKO (hOpPMYyIIHPYyET
OIIPCACIICHUA U MOKCT IMOKAa3aTh B3aMMOCBA3b PA3JIMUHBIX yacTe
IPOMJEHHOIO B paMKax JAHHOT'O Y4eOHOro Kypca MaTepuaa, CTyIEeHT
JEMOHCTPHUPYET CIIOCOOHOCTh K Pa3MBIIIUICHUIO, IPH OTBETE HA
BOIIPOCHI PACCYKIAET, ONMUPAsACh HA ITOJIYyYEHHbIE B pAMKaX JIaHHOIO
Kypca 3HaHHM4, JIETKO pellaeT TUIOBBIE 33/1a4H, CIIOCOOCH K
CaMOCTOSITEJIbHOMY IOTIOJIHEHUIO U OOHOBJICHUIO 3HAHUI U YMEHUI B

XOJIe TajbHeiel yueOHOH U PO eCCHOHANTBHON AeSITeTbHOCTH

Y 10BIETBOPUTEIBLHO
(3auTeHO)

CTYICHT OOHapy)XMBaeT B LIEJIOM IPAaBHIbHOE IMOHMMAaHUE OCHOBHBIX
BOIIPOCOB IPOrpPaMMHOI0 MaTepuasia, MOXKET JaTh OIPEACIICHUs
OCHOBHBIX IOHSTHH, IPOHJEHHBIX B paMKax y4yeOHOIo Kypca, OJIHAaKO
M3j1araeT MX HEJOCTaTOYHO YETKO M / WIM HE B IIOJHOM O0BEME,
NPEeIyCMOTPEHHOM  y4eOHBIM  MaTepHajioM  JICKIHOHHBIX U
MIPAaKTUYECKUX 3aHATHUH, HE MOXET BBIBECTH 3aKOHOMEPHOCTH H
CBSI3aTh BOEJUHO Pa3HbIC YAaCTU Kypca; IOMYCKAaeT OTAENbHbIE OLUIMOKH
B OTBETEC W IPHU BBINOJHEHUU 33JaHUM, pEUICHUE TUIOBBIX 3a]a4
MOXXET BBI3BIBATh 3aTpyJHEHHE, IPH OTOM CTYJIEHT o0sagaeT
HEOOXOIMMBIMU 3HAHUSMM JJIS UX YCTPAHEHHUS IOJ PYKOBOJCTBOM

npernoaaBaTeid

HeynosnersopurensHo
(He 3auTeHO)

3HAHUS CTYyJIEHTa OOPBIBOYHBI, HE TOKPBIBAIOT BCETO MPEIMETA, CKOpEe
3ay4eHbl, 4Ye€M IIOHATBI M, KaK CJEICTBHE, CTYJIEHT HE MOMKET
OOBSCHUTH CBSI3€H B paMKax H3JI0)KEHHOTO MarepHualia, JaTh TOYHBIX
ONpENEICHUN TIOHATHM, IPOWIECHHBIX B paMKax Kypca, Jaer
pacruibiBYaThie (OPMYIUPOBKH, HE BiaJeeT B JOJDKHOM CTeneHu
TEPMUHOJIOTMEN M IIpUEMaMH pELIEHUs THUIOBBIX 3a7a4; OLEHKA
«HEYJOBJIETBOPUTEIBHO», KaK IPaBUIIO, CTaBUTCA  CTYJEHTaM,
KOTOpblE HE MOTYT MPOJOJDKUTh OOy4YeHHE WU TMPUCTYNUTh K
poeCCHOHANIBHON JEATeNbHOCTH 10 OKoHuaHuu Komnemka 06e3

JOITOJIHUTEIIbHBIX 3aHATHH 10 COOTBCTCTByIOHICfI JUCIHTHUIIIINHE

4.1.4. OueHouyHble CcpeACTBA IO JAUCHUILUIMHE MNpeAcTaBJIeHbl B pamkax doHpaa

OLICHOYHBIX CPEICTB, ABJAIOLIEr0oCs NPHJI0KEHHEM K HACTOosALIel padoyeil mporpamme.
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4.2. Oco0eHHOCTH NPOBEJEHUs TeKYIIeil U MPOMeKYTOUYHOM aTTecTaluM JJIsl JIUI €
OrPaHUYEeHHBIMHM BO3MOKHOCTSIMH 310POBbSI U HHBAJIN/I0B

Jliia ocyiiecTBiICHHs MPOLEAYp TEKYIIEro KOHTPOJIS yCIIeBAEMOCTH U MPOMEKYTOYHON
aTTecTallid  YKa3aHHBIX  OOYyYaloIIMXCS  CO3[JAl0TCA  (OHIBI  OLIGHOYHBIX  CPEICTB,
aJaTUPOBAHHbIC JJIS WHBAJIMIOB U JIUI C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/10pPOBbS U
MO3BOJIAIONIME OLICHUTh JOCTHKEHHE HMMHU 3allJIAHUPOBAHHBIX B OCHOBHOM 00pazoBaTEbHOMN
nporpaMMe pe3yibTaToB OOydYeHUsS M YpOBeHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHIIUH,
3asBJICHHBIX B 00pa30BaTeNbHOM MIporpaMme.

Takue oleHOUHBIE CpPE/ICTBA CO3MAIOTCS MO MEpe HEOOXOIUMOCTU C YYETOM PAa3IUYHBIX
Ho3osorui. [Ipu mpoBeneHUHM TeKylled M MPOMEKYTOYHOM aTrTecTaluu JUisl YKa3aHHBIX JIUI]
MPEelyCMOTPEHO BKIIIOUEHHE B Y4EOHBIM IMPOIECcC pa3InyHbIX MOCPEAHUKOB, BKIIOYasi THhIOTOPOB
U YIIOJHOMOYEHHBIX I10 jiejiaM WHBanuA0B. dopMa MpoBeeHus TeKyIIe aTTecTaluu JUis JIUIL ¢
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbS M HHBAJIUAOB YCTAHABIUBAETCS C YYETOM
WHAUBUAYAIBHBIX MCUX0()HU3NUIECKHX 0coOOeHHOCTEeH (YCTHO, MMCHbMEHHO Ha Oymare, MUCbMEHHO
Ha KoMIbloTepe, B ¢opMe TecTupoBaHus H T.M.). [Ipu HEOOXOIMMOCTH TaKUM CTyAEHTaM
o0ecreynBarOTCsl COOTBETCTBYIOIINE YCIOBUS MPOBEICHUS 3aHATUN U aTTECTAllMU, B TOM YHCIIE
MPEIOCTABIISACTCS OMOTHUTENBHOE BpeMs JUI MOATOTOBKH OTBETA HA 3a4eTe WU K3aMeHe.
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