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1 Iessn, nuianHnpyeMble pe3yabTaThl 00y4eHHUs 10 JUCHHUIIIMHE (MOIYJII0)

Ilenbto OCBOEHMSI AUCHMIUIUHBL «/{OKyMEHTHpOBaHHME YINPaBICHUECKOW EATEIbHOCTH
aBnsieTca BolnoigHeHue Tpebosanuit GI'OC BO k npodeccroHalbHONW MOATOTOBKE OakalaBpoOB,
oOydaromuxcs 1mo HarpasieHHo ToaroToBku 38.03.02 « MeHemKMEHT».

3aa4v OCBOCHMSI TUCLUIUIMHBL:

- IOKa3aTh POJIb JOKYMEHTA U JOKYMEHTHPOBAHHOW MH(POPMALIUU B MPAKTHKE YIPABICHHUS;

- U3YYMTb dTalbl Pa3BUTHUS JOKYMEHTa KaK HOCUTENSI UH(pOpMaLuH;

- U3Y4UTh 3aKOHOJATEIIbHBIC u HOPMaTHUBHO-METOINYECKUE
periaMeHTHpyoume padboTy ¢ JOKYMEHTaMU OpraHU3aluu;

- 03HAaKOMUTH C MPaBUIIAMH COCTABIICHUS U O(DOPMIIEHUS YIIPaBICHYECKUX IOKYyMEHTOB;

- U3Y4UTh NMOPAJOK pabOThI C IUYHBIMH U CITY’KEOHBIMH JJOKYMEHTAMU;

- IPUBUTH HABBIKU COCTABIICHUS U O(POPMIICHHUS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS;

- U3yYUTH PAOOTY CITYKOBI TOKYMEHTAITMOHHOTO O0ECTIeYEHUs yIIPABIICHHUS;

- O3HAKOMHUTH C COBPEMEHHBIMH TEXHOJOTHSIMH OpTraHM3alUU JIOKYMEHTO0OOpoTa
MPEANPUATHI U OPTaHU3ALUN.

JAOKYMCHTLI,

[TnanupyemMbIMu pe3ynbTaTaMyd OOy4YeHUs MO AMCLUUIUIMHE (MOMYIIO), SBISIOTCS 3HAHMS,
yMEHHUs, HaBbIKH. llepedeHb MIaHUPYEMBIX PE3YJAbTaTOB OOyUYCHHS IO JUCLHIUIMHE (MOIYIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3ylbTaTaMHd OCBOEHHS 00pa30BaTeNbHOM MpOTrpamMMBbl,
npecTaBieH B Tabnuie 1.

Tabmuna 1 — Komnerenmuu, popMupyeMbie B pe3yIbTaTe U3YYSHUS AUCIUILTUHBI (MOJTYJIs)

Kon un PesynbraTsl 00ydeHHs O TUCLIUMINHE
Haspanwue Konn bopmyupoBKa
OIIOII BO, (dopMmyHpOBKa HHAMKATOpa Kon
COKpallCHHOC KOMIIETEHIINN AOCTHIKCHUS pesyib DopMyIHPOBKA PE3yIbTaTa
KOMITeTEHIINU
TaTa
39.03.03 VYK-4: Cnocoben | YK-4.2B: Bemer P1 3HaHUE | OCHOB JAOKYMEHTAJIbHOI'O
«Opraau3anus | ocymecTBIsATh JIETIOBYIO oopmIIeHNS peneHni B
paboTsI ¢ JIETIOBYIO MIEPETINCKY, YIPaBICHUH OIICPainOHHOI
MOJIOAEXKBI0» | KOMMYHUKAIMIO B | YYUTHIBAs (IpOM3BOACTBEHHOM)
(b-OP) YCTHOHM U 0COOEHHOCTH JIeATEIIBHOCTH
MIMCbMEHHOU CTHWJINCTUKH OpraHu3aluii; TpeOOBaHUi K
¢dopmax Ha Oo(UINATBHBIX U CTaHAPTH3ALMY 1 yHudukanun
rOCyJapCTBEHHOM | HEO(MHIHAIbHBIX JIOKyMEHTOB, ICUCTBYIOIINX
SI3BIKE TIHCeM, YHA(DHUINPOBAHHBIX CHCTEM
Poccwuiickoit COITOKYJIBTYPHBIE YIIPaBICHIESCKON JTOKYMEHTAIINH
®enepanuu u pasnuius B pPa2 YMeHne | cocTaBiATh U 0QOPMIIATE
nHOCTpaHHOM(BIX) | dopmare JIeJIOBYIO JOKYMEHTAIIUIO B
s13bIKe(ax) KOPPECTIOHICHIINU COOTBETCTBUU C HOPMaTUBHO-
Ha METOUUECKUMH aKTaMHu;
roCyapCTBEHHOM aIalTUPOBATh CYILIECTBYIOIUE
1 MHOCTPaHHOM IpaBHiIa U TEXHOIOTUH
S3BIKaxX cocTaBJIeHHS 1 0(OPMIICHUS
YIIPaBICHYECKUX TOKYMEHTOB K
KOHKPETHBIM YCIOBHSIM
P3 HaBpIk | mOKyMeHTanbHOTO O0GOpMIICHHS
pellleHi B YIIPAaBICHUU
OIeparuoOHHON
(TIpoU3BOACTBEHHOM )
JIeSITeIbHOCTU OpraHU3aLuii;
HaBBIKAMU NTOJTOTOBKH
OpraHM3al[IOHHBIX U
PacoOpSIIUTENBHBIX TOKYMEHTOB,
HEOOXOANMBIX JUTS CO3TaHHS
HOBBIX MIPEATIPUHAMATEIBCKIX
CTPYKTYp




2 MecTo qucuuminnbl (MoayJsi) B ctpykrype OINIOII

HucuunnnHa  «/lOKyMEHTHpPOBAHHME  YIPABICHYECKOW JEATEIBHOCTHY» OTHOCUTCA K
BapHaTUBHON YacTU MPO(HECCHOHATHFHOTO 1IUKIIA yUeOHBIX MJIAHOB.

3. O0beM AUCHUNIMHBI (MOTYJIA)

O0beM nmUCIMIUIMHBI (MOIYNIS) B 3a4CTHBIX CIWHHUIIAX C YyKa3aHHEM KOJHYECTBA
aKaJeMHYeCKUX 4YacoB, BBIJCICHHBIX HAa KOHTAaKTHYIO paboTy ¢ oOydarommmucs (MO BHIAM
Y4eOHBIX 3aHATUI) U HA CAMOCTOSITEILHYIO pa0oTy, IPUBEICH B TabIuUIIE 2.

Tabmuia 2 — O0mas Tpy10eMKOCTh JUCITUTITHHBI

Tpyno- OO0BeM KOHTAKTHO# paboThI (dac)
CCMCCTP C€MKOCThb
Hosae | OO | waers | S Ayaropuas Bueaymn | cpe | et
OI1OII BO v VII 3(1331’ yAUTOp TopHas
Hi ( > B3.E) Bcero Tanmm
03d0)
nek. | mpak. | ma6. A KCP
39.03.03
Oprammsauns | - 34,0 | ) p 2 3 9 4 4 0 1 0 99 3
paboThI ¢
MOJIOJICHKBIO

4 CTpyKTypa U coiepkaHue TMCUUILITHHBI (MOTYJIsA)

4.1 CTpykTypa tMcuuILIMHbI (Moayas) Aas 3P0

Tematuueckuii 11aH, OTPAXKAIOIINUN COJEPIKAHUE AUCITUIUTHHBI (IEpEeYeHb Pa3NIeJIOB U TEM),
CTPYKTYpPUPOBAHHOE MO BUIAM Yy4YeOHBIX 3aHATHUH C yKa3aHHEM HX OObEMOB B COOTBETCTBUH C
y4eOHBIM IIJIAaHOM, MTpHUBEIeH B Tabmuie 3.1

Tabmuma 3.1 — Pa3genbl nucuumuiiHbl (MOIYs), BHIBI YYEOHOW NEATEILHOCTH U (DOPMBI
TeKymero Kourpois s 300

Kopx pe- Kou-Bo 4acoB, oTBEeJICHHOE Ha
®dopma
Ne HasBanue Tembl 3yJbTaTa
Jlex IIpakr Jlab CPC TEKYyIETro KOHTPOJIS
00yueHus
TeopeTnyeckue OCHOBBI
1 | nenonpousBoJCTBa P11 0 0 0 16 TECT, 3aJlaHuEe
OpraHu3anuu
OO6mume npasuia
odopmieHust
5 | obop P/l 2 2 0 18 TecT, 3a1aHHe
yIPaBICHYSCKUX
JIOKYMEHTOB
Oco0EHHOCTH COCTABIICHHSI U TeCT. SANAHNE
3 | ohopmieHHS OCHOBHBIX P2 2 2 0 17 > 33 ’
JIeNIoBas Urpa
JIOKYMEHTOB YIIpaBJIEHUS
[paBuia obopmieHus
4 | IOKYMEHTOB I10 JTUYHOMY P2 0 0 0 16 TECT, 3aJlaHNE
COCTaBy
Opranuzanus
5 P 1 PJ13 0 0 0 16 TECT, 3aJJaHHE
JIOKyMEHT0000pOoTa
OCHOBHBIC ITpaBUIIa
6 | opraHmH3anuu paboTHI C PJ13 0 0 0 16 TECT, 3aJlaHuEe
JIOKYMEHTaMH
Hroro no taduue 4 4 0 99

4.2 CoaeprxaHue pa3esoB U TeM JMCHUILVINHBI (Moayas) Aas 3P0

Tema 1 Teopemuueckue 0CHO8bI 0€10NPOUIBOOCTBA OP2AHUZAYULL.
Copepxanne tembl: HMudopmanus, ee kputepuu. JlokymMeHT. PekBU3UT [OOKyMeEHTa.



®ynkuuu aokyMeHta. Opuanueckast cuna JOKyMeHTa. [[enonpon3BoACTBO, JOKYMEHTHUPOBAHUE.
JoxymeHnTanmonHoe obecrnieuenue ynpasienus. JlokymerToobopot. Kiaccudukanmsi J0KyMeHTOB.
Crangaptuzanus U yHU(PHUKAIUSI JOKYMEHTOB. YHUpHUIpoBaHHAas cuctema nqokymenrtanuu (Y CJI).
Cucrembl pokymeHtauuu. [lpuHnunel nenonpou3BojctBa. HopmaruBHO-Meroanueckass 0asa
JIOKYMEHTHPOBAHUS YIPaBIECHYECKON AESITENbHOCTH U OPraHU3alMK paboThl C JOKYMEHTAMH.

@opMBl M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHseMble O0pa3oBaTeIbHBIC
TEXHOJIOTHH: .

Bunel caMoCTOSITENbHON MOATOTOBKH CTYACHTOB IO TEME: HM3y4YeHHUE JIOTOIHUTEIbHOM
JIATEPATYPEI 110 TEME.

Tema 2 Obwue npasuna oghopmienus ynpagieHieckux 0OKyMeHmos.

Copnepxanne tembl: [OCT P 7.0.97-2016 «YHuumupoBaHHbIE CUCTEMBI JOKYMEHTAIIHH.
VYHuduurpoBaHHas cucTeMa OpPraHU3alMOHHO-PACIIOPSIUTENBHON JOKyMeHTanuu. TpeOoBaHus K
odopmienuto nok-mMeHTOBY». PexBuszur 01- TocymapctBennbiif rep0 P®. PexBusur 02- I'epbd
cyobekra P® wm myHumunaieHOTO OOpaszoBaHus. Pexu3ut 03 -DMOnema oOpraHu3alud WU
ToBapHbli 3Hak. PekBuzut 04- Kopx opranumzamuu. PexBuszut 05- VYkazanue Ha OCHOBHOM
rOCYyJApCTBEHHBI PETUCTPALMOHHBIA HOMep mnpeanpusatusa. Pexsusur 06- VYkazanue Ha
UACHTU(DUKAIIMOHHBIM HOMEp HaJOroIulaTeblINKa/KoJ MPUUMHBI TOCTAHOBKU Ha y4eT. PeKBU3UT
07- Kom d¢opmbel nokymenrta. PexBusut 08-HaummenoBanue opranmszanuu. PexBuszutr 09-
CnpaBounsie cBefieHus1 00 opranuzanuu. Peksusur 10- HaumenoBanue Buia 1okyMeHTa. PekBu3ut
11- Jlata nokymenrta. PekBusut 12- Peructpanuonusiii Homep nokymeHta. PexBusut 13- Cchuika
Ha PErucTPalMOHHBII HOMEDP U Aary AokyMmeHTa. PekBusut 14- Mecto cocTaBieHus WM W31aHUSA
nokymeHTta. PexBm3ut 15- Cenenus 00 agpecare. PexBm3ut 16 -I'pud yTBepxkaeHUsS TOKyMeEHTA.
PexBuzur 17-Pe3omtonus. PekBuszut 18-3aronoBok k TekcTy. PexkBuzut 19- OTmMeTka 0 KOHTpoJie
PexBuzut 20- Texkct nokymenrta. PexkBusur 21- OTmeTKa 0 HAIMUYUU NpeIoKeHui. PekBusur 22-
[Togmuce. PexBu3ut 23- I'pud comacoBanusi mokymeHnrta. PekBusur 24- Busbl comtacoBaHUsA
nokyMmeHTta. PexBusut 25- Ilewats. PexBusur 26-OtmeTrka o 3aBepeHnn konuu. PexBusut 27-
Otmetka 06 ucnonmuurene. Peksm3ur 28- OTMeTka 00 HCIIOTHEHUH JOKYMEHTA U HAIPaBJICHUU €ro
B gneno. PekBusutr 29- Ormerka o moctymieHnn naokymeHTta. PexkBusut 30- Wnentuduxatop
AIIEKTPOHHOM Konuu IO0KyMeHTa. COCTaB pPEKBU3UTOB, MX MECTOPACIOJOKEHUE HAa JOKYMEHTE.
dopmynsp-oOpazel JOKyMeHTa.

@opMBl U METOABI TPOBEACHHS 3aHATHI MO TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JIEKLIMOHHOE, IPAKTUYECKOE.

Bunel caMoCTOSTENbHON MOATOTOBKH CTYAEHTOB IO TEME: HM3y4Y€HHUE JIOMOIHUTEIbHOM
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmasnenusi U 0opmieHUss OCHOBHLIX OOKYMEHMO8 YNPAGIeHUS.

Copnepxanne Tembl: OCHOBHBIE TIpyNmbl JOKYMEHTOB. HopMaTuBHBIE JOKYMEHTHI
rOCyAapCTBEHHBIX oOpraHoB. OpraHu3alMOHHbIE JOKYMEHTBl MNpeanpusatus. JlOImKHOCTHbBIE
MHCTpYKUMU. PacniopsiautenbHble JOKYMEHTBI TpeanpusThs. [Ipuka3bl 10 OCHOBHOM AESTEIBHOCTH.
Pacnopspkenust, pemenus. VHpoOpMannOHHO-CIIpAaBOYHbIE JOKYMEHTHI. [IpOTOKOIBI, TOJHAs U
kpatkas (opma ux odopmieHus. AkThl. CiayxkeOHbIE W OOBSCHUTEIbHBIC 3amUCKU. CIpaBKH.
Cnyxebuble noBepeHHOCTH. Iluchbma, ux kiaccudukanus, CTPyKTypa, CTaHAApTHbIE ¢Gpa3bl U
BbIpakeHUs1. HOpMBI OQHIIMATBHO-IENIOBOTO CTHJIS CIYXEOHBIX JTOKYMEHTOB. JleloBoe MUCHMO
MeXIayHapoaHoro obpasma. daxcel, TenedoHorpammel. JloroBopa, KoHTpakThl. CoBpeMEHHBIE
CHoCOOBI M TEXHHUKA CO3/1aHUS IOKYMEHTOB.

@opMBl U METOABI NPOBEIACHMS 3aHATHUI 1O TeMe, NpPUMEHsEeMble 00pa30BaTEIbHBIC
TEXHOJIOTMH: JIEKIIMOHHOE, TPAKTUYECKOE.

Bunbpl caMoCTOATENbHONM NOATOTOBKM CTYAEHTOB IO TEME: HM3yUEHHUE JIOMOJIHUTEIbHOU
JUTEPATYpPHI IO TEME.

Tema 4 Ilpasuna oghopmnenus OOKyMeHmMO8 NO TUYHOMY COCABY.
Copepxanune TeMmbl: [loHATHE M CTPYKTypa NEpPCOHANIBHBIX AaHHBIX. [IpHHaIIEKHOCTDH



MEPCOHANBHBIX JaHHBIX: COOCTBEHHHK, JEp>KaTelb W TOJIb30BaTENbh IMEPCOHATBHBIX JAHHBIX.
CtpykTypa KaapoBoil WH(DOPMAITMOHHO-TOKYMEHTAITMOHHOW cucTteMbl. OdopmieHre TOKYyMEHTOB
Ipu TpHeMe, YBOJIBHEHHU M TEpeBojJie pabOTHUKA Ha APYTYIO0 JODKHOCTh. AHKeTa. TpynoBbie
KOHTpakThl. [Ipuka3el mo nuuHOMYy coctaBy. OCHOBHBIE PEKBU3HUTHI JOKYMEHTOB W IpaBHUJia UX
opopmienus. Kparkue cBeneHus o npaBuiax oGOpMIICHHUS TPYIOBBIX KHIKEK, JMYHBIX KapTOUeK,
JUYHBIX Je]1 paOOTHHUKOB.

®opMbl U METOIBI TPOBEICHUS 3aHATUM MO TeMe, MNPUMEHsIEMble 0Opa30BaTeIbHbIC
TEXHOJIOTHH: .

Buasl caMoCTOSITENIbHOW MOATOTOBKUA CTYAEHTOB MO TEME: W3Y4Y€HHUE JOMOIHUTEIbHOU
JUTEPATYPHI 110 TEME.

Tema 5 Opeanuzayus 0okymenmoobopoma.

Conepxanue TeMmbl: [loHATHS HOKYMEHTOOOOPOT ¥ OpraHu3amus JOKYMEHTO000OpOTa.
HopmatuBHO-MeTOIMUECKass ~ periaMeHTanust  JoKyMeHTooOopora.  OCHOBHBIE — MpaBuiIa
OpraHM3aluy  JOKyMEHTooOOpoTa Ha  mpeanpusituu.  KauecTBEeHHBbIE  XapaKTEPUCTHKU
JIoKyMeHTooOopoTa. Kiaccudukamust TOKyMEHTOIIOTOKOB: T'OPH30HTANbHBIC, BEPTHUKAJIBHBIC,
BOCXOOAIIHUEC, HUCXOAAIIHC, BXOOAIIIHUCE, HCXOAdIIMe W  BHYTPCHHHUC. HO,Z[C‘ICT ob0beMa
JIOKYMEHTO000pOoTa.

@opMBl M METOABI TNPOBEICHUS 3aHATHH IO TeMe, IMPUMEHSEMbIe 00pa3oBaTeIbHBIC
TEXHOJIOTUH: .

Buzabl camMocTOATENPHON MOATOTOBKH CTYACHTOB IO TEME: H3yYCHHE JOMOJTHUTEIHHOM
JUTEPATYPHI IO TEME.

Tema 6 Ochoguble npaguia opeanuzayuu pabomsi ¢ OOKYyMeHmamu.

Conepxxanne Tembl: OOpaboTka TNOCTYyMAOMMX TOKyMeHTOB. IlepBuuHas o6paboTka
JokyMeHTOB. OOmMe npaBujia perucTpanuu JOKYMEHTOB, (opmbl peructpanuu. llepenada
JOKYMEHTOB, pPAacCMOTpeHHE MX pykoBoauTeneM. [lopsnok HampaBieHUs JIOKYMEHTa Ha
UCTIOJIHEHUE U Pa0OTHI MCIIONHUTENS ¢ JOKyMeHTaMu. Mcrnonnenue nokymenTta. Buabl u Gopmer
KOHTpPOJII ~HUCIIOJIHEHMs, CpoKoBas KaproTeka. OpraHum3anus TEKyLIero XpaHEeHus Jedl.
Howmenknarypa nein, obuie tTpeboBanus, BUIbI HOMEHKIATyp. CocTaBieHHe HOMEHKIATYpPhI Jell.
®opmupoBanue u odopmieHue nen. Cucremaruzanus JOKYMEHTOB B Jelie. XpaHEHHUE Je.
[ToaroroBka IOKYMEHTOB K Ilepefaue Ha apxXUBHOE XpaHeHHe. Kpurepuu OLEHKH JOKYMEHTOB.
CocraBiieHue onucen aei.

@opMBl U METOJABI TPOBEACHMS 3aHATHI 1O TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: .

Bunbpl caMocTOATENbHONM MOATOTOBKM CTYAEHTOB IO TEME: HM3yYEHHUE JIOMOJIHUTEIbHOU
JUTEPATYPHI IO TEME.

5 Metoanueckue yKazaHus 1Jis 00y4arOIIMXCH M0 U3YYEHUIO U PeaTu3alui JUCIUIIMHBI
(MoayJis)

5.1 MeTtoauueckue PEKOMEHIallUA OﬁyanOH.II/IMCﬂ mo M3YYCHUMIO NUCHUIUVIMHBI M 1O
o0ecrneYeHHuI0 CAMOCTOATEILHOM paﬁoTbI

CamocrositensHas padota cTyneHToB (CPC) — 3T0 AesiTenbHOCTh yUaluxcs, KOTOPYIO OHU
COBEpIIAIOT 0€3 HEMOCPEJACTBEHHOH TOMOINM W YKa3aHWW MPEerojaBaTelisi, PyKOBOJCTBYSChH
C(bOpMPIpOBaBHII/IMI/ICﬂ paHee TMPCACTABICHHUAMU O MHNOPAAKC W MPABUIBHOCTHU BBINIOJIHCHUA
onepanuii. llens CPC B mporecce oOydeHHs 3aKiIIO4aeTCs, KaKk B YCBOCHUW 3HAHWM, TaK U B
(GOpMHPOBAHUN YMEHUI U HABBIKOB 110 UX HMCIIOJIH30BAHHUIO B HOBBIX YCIIOBHSIX HA HOBOM y4eOHOM
matepuane. CamocrosiTenbHass paboTa Tpu3BaHa O0ECIEYMBATH BO3MOXKHOCTH OCYIIECTBIICHUS
CTYIEHTaMH CaMOCTOSATEIBHOW TO3HABATEIFHOU NEATETLHOCTH B OOYYCHHH, W SIBISICTCS BHIOM
y4eOHOr0 Tpy/Aa, CHOCOOCTBYIOIIETO (HOPMHUPOBAHHIO Yy CTYACHTOB camocrostensHoctu. CPC



UMeeT KaK ayIuTOpHBIM, Tak W BHEAyAUTOpPHBIA XapakTep. B manHol yueOHOIl mporpamme
IIPUBEJIEH ME€PEUEHb OCHOBHBIX U JOMOJHUTEIbHBIX HCTOUYHUKOB, KOTOPBIE MpEJIaraeTcsi U3y4uTh
B Ipoiiecce 00yueHus mo aucuuiuinee. Kpome Toro, mjs pacmiupeHus W yriyOJieHus 3HaHHUH 1o
JAHHOW JUCIMIUIMHE I€JIeCO00Pa3HO HCIOJIb30BAaTh HAy4Hble MYOIMKAlMM B TEMATHUYECKUX
KypHajaxX, TMOJIHOTEKCTOBBbIE 0a3bl JaHHBIX OHOIMOTEKH, MMEIoONIUEecs B OMOIMOTEKax By3a H
peruoHa, myOauKaui Ha JEKTPOHHBIX U OYMa)KHBIX HOCUTEJISIX.

[Tpu peanu3anuy AUCHUILTUHBI (MOJTYJIS) IPUMEHSETCS AIEKTPOHHBIN Y4eOHBIN KypC,
pa3MenIEHHbIN B cUCTEME IIEKTPOHHOT0 00yueHus Moodle.

5.2 OcobeHHocTH OpraHu3anuu Oﬁy‘leﬂl/lfl it JIMI ¢ OrpaHHY€HHBIMH BO3MOYKHOCTSAMM
3A0POBbS U HHBAJIUI0B

[Tpu HEOOXOIMMOCTH 0OYHAIOLIMMCS U3 YHCIIA JIUI C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBBS U
MHBaJINIOB (110 3asBJIEHUI0 00y4arolerocs) npeaocrapiseTcs yueOHas nHdopMalus B JOCTYIHBIX
dopmax ¢ yueToM UX UHIAUBUAYAIbHBIX MCUXO(U3NIECKUX OCOOCHHOCTEH:

- IJIsL JTUI] ¢ HApYUICHUSIMHU 3PEHUs: B NIeYaTHON (opMe yBEITHUEHHBIM mpupTOoM; B Gopme
AIIEKTPOHHOIO JIOKYMEHTA; VHAVBUYyaJIbHbIE KOHCYJIBTalluH c IIPUBJICYCHUEM
TU(IIOCYpIOTIEPEBOUNKA; UHIMBUAYAJIbHBIC 33aHNs, KOHCYJIbTALlUU U JP.

- IS ML C HApYIICHUSAMU CyXa: B Ie4aTHoW Gopme; B (hopMe IMEKTPOHHOTO TIOKYMEHTA,
VMHAVBUIYaJIbHBIE KOHCYIBTALIMM C IPUBJICYEHUEM CypIONEPEBOAUNKA; UHIMBUYaJIbHbIC 3alaHNUs,
KOHCYJIbTallu! U JIp.

- ISl JTUI] ¢ HapyUIECHUsIMHU OTIOPHO-/ABUTaTEbHOIO ammnapara: B ne4atHoi gopme; B popme
JIEKTPOHHOI'O JOKYMEHTA; UHIANBHUyalIbHbIE 3a/1aHUs, KOHCYJIBTALUN U JIP.

6 ®oHI OLEHOYHBIX CPEACTB /JIfl MPOBEAEeHHS TEKYILIero KOHTPOJISA U NMPOMEKYTOYHOM
aTTecTAMU O0YYAKOIIUXCS 10 JUCHUIJINHE (MOILYJII0)

B coorBerctBun ¢ TtpeboBanusmMu PI'OC BO jns arrecranuu  oOydaromuxcs Ha
COOTBETCTBUE HUX TEPCOHAIBHBIX JOCTHKEHUM IJIaHUPYEMbIM pe3yibraraM oOOy4eHHs 110
JUCLHUIUIMHE (MOZYII0) co3/aHbl (DOHIBI OLEHOYHBIX CPEJICTB. THIOBBIE KOHTPOJBHBIC 3aJaHus,
METOANYECKUE MATEPUAIIbI, OIIPEACISAIOIINE IPOLEAYPhl OLICHUBAHUS 3HAHUM, YMEHUN U HaBBIKOB,
a TaKKe KPUTEpUU M II0Ka3aTeau, HeoOXOAMMbIE NS OLEHKM 3HAHWW, YMEHUH, HaBBIKOB U
XapaKTepU3yoIue 3Tarbl (OPMUPOBAHUS KOMIETEHLUI B IMpoliecce OCBOEHUs 00pa30BaTeNbHON
IIpOrpaMMBl, IipescTaBieHsl B [Ipunoxkenun 1.

7 YueOHO-MeToAuYecKoe U MH(OPMAIMOHHOE o0ecnedyeHre JUCHMILTUHBI (MOTYJISA)

7.1  Ocnoenaa numepamypa

1. JlokyMeHTOBeIeHHUE : yUeOHUK U MpaKkTukyM Juist By30B / JI. A. Jloponuna [u ap.] ; moxq
penakmueit JI. A. JloponuHoii. — 4-¢ u3a., nepepad. u mon. — Mocksa : M3gatensctBo FOpaiit,
2024. — 336 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : 31€KTPOHHBIN
// O6pazoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/555971 (nmara
obpamenusi: 20.09.2024).

2. Kopnees, U. K. JlokymeHTHpOBaHHUE yHPABJICHUECKON ACATEIHHOCTH : YUCOHUK IS
By30B / U. K. Koprees, A. B. [Tiienko, B. A. Mamrypue. — 3-e usn., mepepad. u qon. — MockBa :
WznarensctBo HOpaiit, 2024. — 438 ¢. — (Bricmiee obpazoBanne). — ISBN 978-5-534-16001-7.

— Teker : onextpoHHbli // OOpazoBarenbHas minardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamenus: 20.09.2024).
3. Jleonona, C. JI. JIoKyMEHTUpPOBAHUE yNPaBICHUYECKON NeATebHOCTH: [IpakTUKym :

yueOHoe mocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c¢. — Tekcr :
AJIEKTPOHHBIN // Jlann : AJIEKTPOHHO-OMOTHOTEUHAS cCUCTEeMa. — URL:



https://e.lanbook.com/book/256823 (mata oOpamenus: 30.09.2024). — Pexum goctymna: s
aBTOPH3. MOJIb30BATEIICH.

4. CyxoueBa, H. A. JlokyMeHTHpOBaHHE YNPAaBICHYCCKOW W IMPOU3BOJICTBEHHOMN
JESTENBHOCTH : ydaeOHo-MeTonudeckoe mocodue / H. A. CyxoueBa, A. C. BomuéakoBa. — Open :
Openl’AY, 2023. — 77 ¢. — TeKcT : 2neKTpOHHBIH // JIaHb : 37EKTPOHHO-OMOINOTEYHAS CHUCTEMA.
— URL: https://e.lanbook.com/book/362465 (nara obpamenus: 30.09.2024). — Pexxum gocryma:
JUISL aBTOPH3. TIOJIb30BATEIICH.

7.2 [onoanumenvnas numepamypa

1. Ipozosa O. C. AEJIOITPOU3BOACTBO. YueGHOe nocoOue st By30B [ DIEKTPOHHBIN
pecypc] : MockBa : MWsmarenbctBo HOpaiir , 2022 - 124 - Pexum gocryma:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. [lenonpon3BoACTBO M JTOKYMEHTOBEACHHUE @ Y4eOHO-METOAMUYECKOE
noco6ue / O. H. EropoBa. — Yebokcaper : UMK, 2023. — 104 c. — TekcT : 37I€KTPOHHBIH //
Jlanp : snexTpoHHO-OMOMMoTeuHas cucrema. — URL: https://e.lanbook.com/book/392702 (nara
obpamenust: 30.09.2024). — Pexxum J0CTyma: 11 aBTOPHU3. MTOJIE30BATEICH.

3. Tlox pen. Hoponunoit JI.LA. JOKYMEHTOBEJIEHUE 2-¢ u3a., nep. u nomn. Y4eOHUK U
NPaKTUKYM JJIs1 By30B [DneKTpoHHBINH pecypc] : ['ocynapcTBeHHBIH yHUBEPCUTET yrpaBiieHus (T.
Mockga). , 2022 - 309 - Pexxum moctyma: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcovt ungpopmayuonno-menekommynuxkayuonnou cemu "Hnmepuem',
6KII0YaAA  npogheccuonanvHvle 0a3zl OAHHLIX U UHOOPMAUUOHHO-CRPABOYUHDbBLE
cucmemul (npu HeobX00UMOCmMU):

1. O6pasoparenbHas miathopma "FOPAUT"

2. DOnexktpoHHO-OuONMHOTEUHAs cuctema "JIAHB"

3. DneKTpoHHO-OubIMoTeuHas cuctema m3garenbcerBa "FOpait" - Pexxum pocrtyna:
https://urait.ru/

4. DnextpoHHO-OMGIHOTeuHas cuctemMa KOPAMT - Pesxum nocrtyma: https://urait.ru/

5. Open Academic Journals Index (OAJI). [IpodeccnonanpHas 6a3a maHHBIX - Pexum
nocryna: http://oaji.net/

6. [Mpesunentckas Oubmmoreka wuMm. b.H.Enpumna (0a3a [gaHHBIX —pa3iuyHBIX
npodecCuoHANIBHBIX 00nacTei) - Pexxum qocryna: https:// www.prlib.ru/
7. WNudopmannonno-crpaBouynas cucrema "Koncymsrant Ilmoc" - Pexum nocryma:

http://www.consultant.ru/

8 MarepuajbHO-TeXHHYECKOe o0ecrneYyeHne AUCHMIUIMHBI (MOAYJs) W IepeYeHb
HH(POPMALMOHHBIX TEXHOJOTHUIi, HCNIOJb3yeMbIX NPH OCYLIECTBJEHUH 00pa30BaTeIbHOIO
npouecca no JMcuuIinae (MoayJii0), BKJI04Yasi epedyeHb MPOrpaMMHOro odecrnevyeHust

OcCHOBHOE 000PYI0BAHUE:

- [Ipoexrop

- Hocka aynuropHas J{A-8MIL]

- [Tapra 3-x mectHas cknagHas 1800%*450
[IporpammHoe obecrieueHue:

- Microsoft Office XP Suites Russian
- Windows
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1 Ilepeyenb popMHEpyeMbIX KOMIIETEHIHIT

Hassanne OITOIT BO, Koz u popmynupoBka KOMITETEHITH
COKpallleHHOE "

39.03.03 «Opranuzarn
ust pabOTBI C MOJIOJEK
BIO»

(b-OP)

Kon u ¢hopmynipoBKka HHANKATOPA JOCTHKEHHS
KOMIIETEHIIUH

YK-4 : CrnocoGeH ocyIecTBIsATh 1€
JIOBYIO KOMMYHHKAIHIO B YCTHOH H
IMICEMEHHOH (popMax Ha rocyaapcT
BEHHOM s3bike Poccuiickoit denepa
MU ¥ UTHOCTPAHHOM(BIX ) sI3bIKE(aX)

VYK-4.2B : Bezger 1enoBy1o Nepenucky, yauThiBas
0COOEHHOCTHU CTHIIMCTUKH O(QHUIUAIBHBIX U HEO]
UINAIBHBIX IUCEM, COLUOKYJIBTYPHbIE Pa3IH4ns
B (hopMaTe KOPPECIOHICHIINY Ha TOCYAapCTBEHH
OM M HHOCTPAaHHOM SI3BIKaX

Komnerenus cunrtaercst cOpMUpOBAaHHONW Ha JTaHHOM ATale B CIy4yae, €CIH MOJIyYEHHbIE
pe3ynsraThl OOyueHHMs] 10 JUCLMIUIMHE OLEHEHbl IOJIOKUTENbHO (AMama3oH KpHUTEpHUEB
OLICHUBAHMSI PE3YJILTaTOB O0YUYEHUS «3a4TECHO», «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTIUIHOY). B
cllydae OTCYTCTBHSI IIOJIO)KMTEIbHOW OLIEHKM KOMIIETEHI[MS Ha JaHHOM »JTale CYHUTaeTcs
Hec(pOPMHUPOBAHHOM.

2 Tloka3aTe/M OLlCHNBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHHus

Komnerennusi YK-4 «Crioco6eH oCyIecTBISITh A€TOBYI0 KOMMYHUKAITUIO B YCTHOM U
MUChMEHHOMN (hopMax Ha rocyAapcTBEHHOM s3bike Poccuiickoit deaepanuu 1 HHOCTPpaHHOM(BIX)
s3bIKe(ax)»

Ta6mmma 2.1 — Kpurepuu OolleHKH WHIUKATOPOB TOCTHKEHUS KOMITCTCHIIHH

PesynbpraTel 00y4eHHUS [0 AUCIUILTIHE
K T
Kon u popmynmupoBka HHAUKAT " Kpurepuu orieHHBaHUS pe3ynbT
Opa IOCTIKEeHMs KomMneTeHuun | O | aToB 00yUeHUS
pe Pesynbrar
pe
3_
3_
Ta
Ta
VYK-4.2B : Bezer nenoByto nepe KOPPEKTHOE HUCIOIb30BaHUE OC
OCHOB JIOKYMEHTaJIbHOTO 0(hop
MHCKY, YYUTBIBAsI 0COOCHHOCTH . HOB JJOKYMEHTJIBHOT'O 0(hOpMII
MIIEHHS pELIEHUI B yIIpaBlIeHN .
CTWJINCTHKU O(UIINAIIBHBIX U HE . €HHs pellieHU B yIIPaBIE€HUU O
1 OIEePaHOHHOM (TTPOM3BOJICTB .
Oo(HIIaNBEHBIX TIHCEM, COIIHOKY o nepanuoHHOH (TIPOU3BOICTBEH
P 3H | eHHOH) IeATeNFHOCTH OpTraHm3a <
JIBTYpHBIC Pa3In4ns B hopMaTe .. . HOI) AeATETHHOCTH OpTraHu3aIH
I | am | nwmif;TpeGoBaHuMif K cTaHmapTH3a | .
KOPPECIIOHICHITNN Ha TOCyapc it;TpeOOBaHMI K CTAHAAPTU3ALN
1 e | nuH ¥ yHH(HUKAOUH JOKYMEHTO
TBEHHOM H MHOCTPAHHOM $I3bIKa u IﬁyHI/IQ)I/IKaHI/H/I JOKyMEHTOB,
B, JICCTBYIOIIUX yHPI(i)PILIPIpOBfl
X JEUCTBYIOIINX YHUUINPO
HHBIX CUCTEM YIPaBICHIECKOU
HBIX CHCTEM YIPaBICHYECKOU 1
JOKyMEeHTaIuu
OKYMEHTALUH
TPaMOTHOE COCTaBJICHHE K 0O
COCTaBIIATH U O(OPMIIATH JETIOB .
PMIICHHE JETO0BOM JOKyMEHTAI]
YO JOKyMEHTAIIUIO B COOTBETCT
UH B COOTBETCTBHUHU C HOPMATUB
Y | BUEU c HOpMATUBHO- METOJUYEC
P HO- METOIUYECKUMH aKTaMU; B
M KUMH aKTaMH; aJalTUPOBaTh Cy .
bl MOJHON Mepe aJanTHpOBaTh Cy
€H | IIECTBYIOLIME MPABUIIA U TEXHO
2 HIECTBYIOLIME MPaBUIa U TEXHO
He | JIOTHH COCTAaBJICHUS U ohopmIre
JIOTHH COCTABJICHUS U 0(opMITe
HUS yTIPABIEHYECKUX JOKYMEHT
HUS yTIPaBIEHUYECKUX JJOKYMEHT
OB K KOHKPETHBIM YCIIOBHSAM
OB K KOHKPETHBIM YCJIOBHSAM




W T4 g

aB
bI

JIOKYMEHTAIBHOTO 0(pOPMIICHHUS
PeLICHU# B yIpaBICHUAH OTepal|
HMOHHOM (IPOU3BOACTBEHHOM) 1
eATEILHOCTH OPTaHU3aIlii; HaB
BIKAMH MTOJITOTOBKH OpraHH3aIl
HMOHHBIX H PACTIOPSIUTEIHLHBIX
JIOKYMEHTOB, HEOOXOTUMBIX JIJT
s CO3JIaHVSI HOBBIX TPEANPHHU
MaTeNbCKUX CTPYKTYP

TPaMOTHOE JOKYMEHTAIBHOE O
OpMJICHHE PELICHUH B yIIPaBIeH
WU ONepallMOHHOM (IIPOU3BOJACT
BCHHOI1) IeTEIbHOCTH OpPraHH3
aluii; TOroTOBKA OpPraHu3aIy
OHHBIX U PACIIOPSITUTEIBHBIX [T
OKYyMEHTOB, HEOOXOANMBIX JIsI
CO3/1aHHMs HOBBIX MPEANPUHUMA
TEIbCKUX CTPYKTYP

Tabnuua 3amonHAeTcss B COOTBETCTBUU ¢ pasznenoM 1 PabGoueil mporpamMmbl TUCHMILUIMHBI
(Momyst).

3 IlepeyeHb OLIEHOYHBIX CPEICTB

Ta6muua 3 — [lepeueHb OIIEHOUHBIX CPEACTB MO TUCHUILIAHE (MOIYIIIO)

HanMeHOBaHHE OLICHOYHOTO CPEACTBA U TP
encrasienne ero B @OC

KonTponupyemsle minanupyemsie pe3y

Kontponupyemblie TeMbl

JBTATHl 00yYEHUS JUCIUIUIAHEL j TpoMexkyTouHas at
Tekymiuii KOHTPOIb
TecTalus
3aouHas popma oOydeHHUs
P11 3HaHHE : OCHOB JIOKYMEHT PazHoypoBHEBbIC 32 | 3a4€T B (hopMe TeCT
albHOro 0QOPMIIEHHS e 1.1. TeopeTnueckue OCHO | naup u 3amanus a
LIEHNii B yIPaBICHUH Ol | BbI ACIOMPOM3BOJICTBA OP -
PAlMOHHOI (IIPOU3BOACTE | TaHU3ALHH Teer 3a4éT B opme TecT
€HHOI1) JIeATENLHOCTH OpT a
aHM3aUNH; TpeboBanHi K ¢ PasHOypoBHeBbIE 32 | 3a4éT B opMe TeCT
Y
TaHJAPTU3ALUU ¥ YHH(HUK
Aaprisa Y 1.2. O6mue npasuia odo | AGH 1 3a/aHIA a
alUu JI0KyMEHTOB, IEHCT .
Bylomux yruduimposann | PMICHHT YIPaBICHYCCKH st s dopyie Tect
bIX CHCTEM yripaBiieHueck | * AOKYMCHTOB Tecr .
OF JOKYMEHTAIUH
P12 YMEHHE : COCTABIATL HO | | 3 (yimo oo oo | PasHoypoBHeBble 3a | 3auér B Gopme TecT
bopmIATE 1ENOBYIO NOKY | 1o oopmienns ocu | AN M 3a/laHus a
MEHTAIIHIO B COOTBETCTBH
1 OBHBIX JJOKyMEHTOB YIIpa sauér B hopwe TecT
W C HOpMATHBHO- MeTOMH | Tecr 3
4ECKMMH aKTaMH; aIarTH a
OBaTh CYLIECTBYIOILUE I .
p Yy YOI PasHOypOBHEBBIE 32 | sq4éT B dopme Tect
PABILIA H TEXHOIOTMH COC | | Mpasira oopyurern | A4 1 3312 .
TaBJICHUS U OPOPMIICHUS
yIpaBlIeHYeCKUX Jokyme | ACKYMCHTOB IO JITHOM I —
4&T B hopMe TecT
HTOB K KOHKpeTHBIM ycio | Y COCTaBY Tecr . P
BUSAM
P/3 HaBbIk : JOKyMEHTaIBHOT PasnoypoBHeBBIC 32 | 3auér B (hopMe TeCT
0 O(pOpMIICHHS PENICHNI 1.5. Opranusanys gokym | A 1 3a1amis a
B YIIPABJICHUU OTEPAIHOH -
HO (IIPOH3B0 . eHToobopora 3a4éT B PopMe TecT
p JICTBEHHOI) Tecr
NeATEeILHOCTH OpTraHHu3all a
VI, HABBIKAMH TIOMTOTOBK PasnoypoBHeBbIe 32 | 3auéT B opme TecT
U OPraHU3AIMOHHBIX H pa
P N P 1.6. OcHOBHEBIE IpaBmya o | A&1H M 3a/laHus a
CHOPAIUTENHHBIX TOKYME -0
HTOB, HeOOXOMMMBIX su1si | PTAHH3ALIH PaGoTHI € 210 sauér B opme TecT
CO31aHus HOBBIX mpeanpu | KYMCHTaMH Tecr .
HUMATENbCKHX CTPYKTYP

4 Onucanne mpoueaypbl OlleHUBAHUS




KauectBO cpopMHUpPOBAaHHOCTH KOMIICTCHLMH Ha JaHHOM JTale OICHHUBACTCS IO
pe3ynbTaTaM TEeKYIIUX W MPOMEKYTOUYHBIX aTTeCTalUi MPU MOMOIIU KOJUYECTBEHHOH OIICHKH,
BbIpa)XEHHOW B Oamnax. MakcuMmanbHas cymMma OajioB mo AucuuiuinHe (Monynto) paBHa 100

oayuam.

Ta6mmia — Pactipenenenne 60amioB 1Mo BUaaM yu4eOHOM TSI TeIbHOCTH

Bu yueOHOI nesiTeIbHOCTH OueHouHoe cpecTBo

Tect Nel-6 3ananue 1-6 /lesioBas urpa [Bonpock! Ha 3a4er liToro
Ulekiin 30 30
[TpakTuueckue 3aHsITUS 15 20 35
(CamocTosiTensHast paboTa 15 15
[IpomexxyTouHas arTecTanus 20 20
lToro 30 30 20 20 100

Cymma 0amioB, HAOpaHHBIX CTYJICHTOM I10 BCEM BUIaM y4eOHOU JEATCIILHOCTH B paMKax
JTUCIUTIITMHBI, TIEPEBOUTCS B OIICHKY B COOTBETCTBUU C TaOJIHUIICH.

Cymma 6amoB

0 JUCIUILI
HHE

OLueHka 1o IpoMeXyTO4HOH aT
TECTAIlUH

XapaKTepI/ICTI/IKa KadeCTBa C(bOpMI/IpOBaHHOCTI/I KOMIICTCHI U

or 91 o 100

«3a4TEHOY / «OTIUUIHO

CTyIeHT IeMOHCTPUPYET cHOPMHUPOBAHHOCTD AUCLMIUIMHAPHBIX KOMIICTCHIIHIA,
00HapyXHBaeT BCECTOPOHHEE, CHCTEMATHIECKOE U ITy0OKoe 3HaHHE YUeOHOTO
MartepHaa, yCBOMJI OCHOBHYIO JINTEPATYPy U 3HAKOM C IONOJHHUTEIBHON JIUTepa
TYpOii, pEeKOMEHI0BaHHOH IIPOrPaMMOH, yMeeT CBOOOIHO BBIIOIHATH
NPaKTHYECKUE 3aJaHHs, IIPELYCMOTPEHHbIE IIPOrPaMMOi, CBOOOTHO OIEpUpYET
NPHOOPETEHHBIMU 3HAHUSAMM, YMEHHUSAMHU, IPUMEHSET UX B CUTYalLlHsX ITOBBIILICH
HOH CJI0)KHOCTH.

ot 76 o 90

«3a4TCHOY / «XOpPOIIO»

CTyZAeHT IeMOHCTpUpPYEeT CHOPMHPOBAHHOCTD JUCIMIUTMHAPHBIX KOMITCTCHIIUH:
OCHOBHBIE 3HaHUS, YMEHUSI OCBOCHBL, HO JIOITyCKAIOTCS HE3HAUUTEIIbHBIC
OLIMOKH, HETOYHOCTH, 3aTPyJHEHMS NIPH aHATTMTHYECKUX ONEPaINsIX, IEPEHOCE 3
HaHUH ¥ yMEHUH Ha HOBBIE, HECTAHAPTHBIE CUTYALIUH.

ot 61 10 75

«3a4TEHO» / KyJOBICTBOPHUTEID
HO»

CTyZmeHT IeMOHCTpUpPYET CHOPMHUPOBAHHOCTh JUCIMIUTMHAPHBIX KOMITCTECHITUH:
B X0/ KOHTPOJIBHBIX MEPOTIPUATHI JOITyCKAIOTCs 3HAUUTENIbHbIE OIIUOKH, TIPOSI
BJIIE€TCSI OTCYTCTBHE OTEJIbHBIX 3HAHUH, YMEHUH, HABBIKOB 110 HEKOTOPBIM JUCI]
UIUIMHAPHBIM KOMITCTEHIUSM, CTYACHT HCIBITHIBACT 3HAUNTEIbHbIC 3aTPyIHEHH
s IPH ONIEPHPOBAHIH 3HAHUSAMH ¥ YMEHUSIMHU IIPU UX IIEPEHOCE HA HOBEIE
CHUTYyaIHN.

or 41 o 60

«HE 3aYTCHOY / «HEYOOBJIETBOP
HUTCIBHO»

VY crynenTa He ¢(h)OpMHUPOBAHBI TUCHUILTHHAPHBIC KOMIICTCHIIHH, TPOSBIICTCS H
€JI0CTaTOYHOCTh 3HAHUHN, YMEHU, HABBIKOB.

Cymma 6annoB, HAOpaHHBIX CTYACHTOM IO BCEM BHJaM YUEOHOW JCSITEIHHOCTH B pamMKax
JCIIATUTMHBL, TICPEBOIUTCS B OIIEHKY B COOTBETCTBHUU C TAOJUIICH.

CymMma OanioB

0 JUCHHUITIIINHE

O1neHKa 10 IPOMEXY
TOYHOH aTTeCTalnuu

XapaKTepI/ICTI/IKa KadueCTBa Cq;)OpMI/IpOBaHHOCTI/I KOMIICTCHI WU

«3a4TCHOY /

CTyIeHT 1eMOHCTPUPYET CHOPMHPOBAHHOCT JUCLMILUTHHAPHBIX KOMIIETEHIUH, 00
Hapy>KMBaeT BCECTOPOHHEE, CUCTEMAaTHYECKOe U NTy0oKoe 3HaHHE y4eOHOro Marep
1aJla, yCBOMJI OCHOBHYIO JIUTEPATypy U 3HAKOM C JONOJIHUTEIBHOU JIUTEpaTypoH, pe

ot 91 1o 100 . N
«OTIIUIHO» KOMEHIOBaHHOM MPOTpaMMOid, yMeeT cBOOOTHO BBITIONHATH MPAKTHUECKHIE 3aAaHHS,
MIPEayCMOTPEHHBIE IPOTrPaMMO, CBOOOIHO ONepHpyeT NPHUOOPETEHHBIMH 3HAHUSAM
U, YMEHUSIMH, IPUMEHSIET UX B CUTYaLUsIX ITOBBILICHHOHN CJI0XKHOCTH.
CTyneHT IeMOHCTPHPYET CHOPMUPOBAHHOCTD AUCHHUILIMHAPHBIX KOMIIETCHIUIA: OC
ot 76 110 90 «3auTeHO» / HOBHBIE 3HaHHs, YMEHHsI OCBOCHBI, HO JIOMYCKAIOTCsl HE3HAUUTENIbHbIC OIIMOKH, HET

«XOPOoI1IO»

OYHOCTH, 3aTPYAHCHUS [IPU aHAJIMTUYCCKUX ON€paluix, NEPEHOCE 3HAHUU U yYMEHU
i Ha HOBBIC, HCCTAHAAPTHBIC CUTYAallUU.




CryzmeHT 1eMOHCTpUpyeT c(hOPMUPOBAHHOCTD AUCIUILIMHAPHBIX KOMIIETEHIHUIT: B X

«3a4TeHO» / 0J1¢ KOHTPOJIBHBIX MEPONPHUITHI JOMYCKAIOTCS 3HAUYUTENbHBIE OIINOKH, TIPOSIBIISIETC
ot 61 1o 75 «YIOBJIETBOPHUTENBH sl OTCYTCTBHE OTACIbHBIX 3HAHUH, YMEHUH, HABBIKOB 110 HEKOTOPBIM JAUCHUILUIMHAPH
o» BIM KOMIIETCHIUSIM, CTYACHT UCIIBITHIBACT 3HAUUTENIBHbIE 3aTPYIHEHUS TIPH ONIEepHpP

OBaHUH 3HAHUSAMU U YMCHHUSAMMU IIPU UX IIEPEHOCE Ha HOBLIC CUTYallUH.

«HE 3a4TEHOY /
V crynenTa He ¢)OPMUPOBAHBI AUCLUIIMHAPHBIE KOMIIETEHLIUH, IPOSIBIISIETCS HEMIO

ot 41 10 60 " .
. «HCYHOBJCTBOPUTEIL | oo roupocTh 3HAHMI, YMEHUIA, HABBIKOB.

HO»

«HE 3a4TCHOY /
JlucuMIuTMHAPHBIE KOMIETCHIMH HE C(HOPMHUPOBAHBL I[IpOSIBISETCS MOIHOE WM

ot 0 1o 40 o o
«HCYNOBJICTBOPHTCIID MPAKTUYECKH TI0JTHOE OTCYTCTBUE 3HAHUI, YMEHHH, HABBIKOB.

HO»

S IIpuMepHBbIE OLICHOYHBbIE CPEACTBA

5.1 llpumep pa3HOYPOBHEBBIX 33/1a4 M 3aIaHU I

3amanue 1
CocTaBuTh HH()OPMAIIMOHHO-CITPABOYHBIA JOKYMEHT «3asiBICHHE», OPOPMHUTH COOIIOIAS

rocCcranjiapTt

3ananue 2

[ToaroToBUTHL OJAHKK JOKYMEHTOB, COOTIOAAs TOCCTAHIAPT:
a) IPOJIOJILHBIM CITOCOOOM
0) yrioBeM ciocobom

3apanmue 3

CocTaBUTh  OPraHU3alMOHHO-PACTIOPSANTEIBHBIA  JOKYMEHT:  «IIpUKa3», o(opMUTh
coOmroast roccTaHaapT

Kpamxue memoouueckue ykazanus

BoinonHss 3agaHus, CTYACHT JIOJDKEH PYKOBOACTBOBATHCA 3HAHUSMH, IMOJYYEHHBIMH Ha
JICKITMOHHBIX 3aHITHSIX U B XOJI€ CAMOCTOSITEIIbHON paOOTHI.

IlIxana oyenku
Ouenka Bamnsr Omnucanne
5 5

CTyZ[CHT Ha BBICOKOM YPOBHE€ YMECT BBLIIIOJHATH 3a1aHUC

4 4 CTyZ[eHT Ha CpEAHEM YPOBHC YMECT BBIIIOJIHATH 3aJaHUC

CryneHT Ha 6a30BOM YPOBHE YMEET BBIIIOJIHATh 331aHUC

2 1-2 CTyaeHT He yMeeT BBIIOIHATH 3aJjaHue

5.2 Ilpumepsbl TECTOBBIX 3aAaHUIM

Temal. JlokyMeHTAIIHOHHOE O0ecneyeHue KOMMEPYeCKOoro npeanpusiTus

1. JokyMeHTOM Ha3bIBaeTCs

1)COBOKYNTHOCTh CBEACHHUM O MpeameTax, (akTax, COOBITUAX U IMpolieccax HE3aBUCHUMO OT
(bopMBI UX TpeACTaBICHUSA

2)3aukcupoBaHHAasE HAa MaTepUATbHOM HOCHTENe HMH(OpPMalus C PEKBHU3UTAMH,
MO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

3)nepedeHsp (CMUCOK) KaKUX-THOO JaHHBIX, PACTIOIIOKEHHBIX B ONPE/IETICHHOM MOpPSAKe

4)3anuch YYETHBIX TaHHBIX M0 YCTaHOBICHHOH (popme

2. B kakoM M3 MNEPEeYHCICHHbIX HOPMATHBHBIX JOKYMEHTOB COJEp)KATCs ONpeAeTeHUs
TEPMUHOB «JIOKYMEHT» U «HH()OPMALIUI»

DI'OCT P6.30-2003 «YHupUIMpPOBaHHBIE CUCTEMBl AOKYMEHTAIMH. YHU(UIHPOBAHHAS
cCUCTeMa OpraHMU3aLMOHHO-PACTIOPAAUTENbHON JOKyMeHTanuu. TpeGoBaHHs K O(OPMIIEHUIO
JIOKYMEHTOB)

2)I'OCT P51141-98 «/lenmonpon3BoACTBO U apXUBHOE J1€710. TEPMUHBI U ONIPEACTICHUSY


https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56955&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary

3)Denepanbublii 3akoH «O0 uHopMaru, wHGOpMaTH3AMKU M 3alIUTE HWHGOPMAIMN
Ne24-03

4)[1P-191-98.Vuudukanuss TEKCTOB YIpPABICHUECKUX JIOKYMEHTOB. Meroandeckue
pexomennanuu BHUNJAL ®AC PO

3. [TonHOTa ynpaBieHUYeCKO HHPOPMAITUH

1)onpenensercs CTeNeHbIO COOTBETCTBUS €€ CO/IepKaHHsI OOBEKTUBHOMY COCTOSIHUIO €T

2)xapakTepusyercss ee 00BEeMOM, KOTOPBIH JOIDKEH OBITh JOCTaTOYHBIM JUIS TIPUHSTHS
peleHuit

3)ompenensercs BpeMeHeM ee repeaadn 1 00paboTku

4)xapakTepu3yeTcsi BO3MOKHOCTbIO COIOCTABIISATh CBEICHMS, OTHOCALIUECS K Pa3InYHBIM
BPEMEHHBIM UHTEpBaJIaM

4. Hasosure, kakoe uuciao pekBu3uToB ycraHasauBaer ['OCT  P6.30-2007
«YHU(UIMPOBAHHBIE CHCTEMBl JOKYMEHTAllMU. YHU(UIUPOBAHHAs CHCTEMa OPIraHU3alMOHHO-
pacropsauTenbHON ToKkyMeHTauuu. TpeboBaHus K 0hOPMIICHUIO JOKYMEHTOB)

1)28

2)30

3)29

4)32

5. Ilpn knaccuukanuu JOKYMEHTOB IO CIOCOOy (HUKCAllMM Kakue W3 NepedrCIEHHBIX
BUJIOB JIOKYMEHTOB HE OTHOCSTCS K JTAaHHOH rpyTie

1)BHYTpEeHHHUE

2)I1MCbMEHHBIE

3)rpaduueckue

4)aKyCTHYECKHE

Kpamxkue memoouueckue yxazanus

TecToBble 3alaHusi COCTOSAT W3 BONPOCA M HECKOJBKMX BapuUaHTOB oOTBeTa. PemieHue
npejcTaBisieT co0ol yka3aHHe HoMepa Bompoca U OykBy, KOTOpOil 0003Ha4eH MpaBUIIbHBIN, 11O
MHEHUIO CTYJEHTa, BapMaHT OTBeTa. B TeueHue cemecTtpa npoBoauTcss 6 TecToB 1mo 6 TeMaMm Ha
JIEKIIMOHHBIX 3aHATHUSAX, B KQKJOM T€CTE 5 BONPOCOB.

Ilkana oyenxu

Onenka Bamnel Onucanue

5 5 CryneHt oTBeTHI 0e30mH100YHO

4 4 CryneHt coBepmii 1 ommoOKy B OTBETax Ha TECT

3 3 CryzeHT coBepIInI 2 OMMMOKH B OTBETaX Ha TECT

2 0 CryneHt coBepiii 3 u 6osee omuOOK B OTBETaX HA TECT

5.3 3a4ér B popme TecTa

1. lokyMeHT — 3T0:

1. 3aduxcupoBaHHas Ha MaTepUAIBHOM HOCHTeJIEe HH(POpPMALUS C PEKBU3UTAMH,
MIO3BOJISIOIIMME €€ UACHTU(PUIIPOBATS.

2. Hocurens wuHpopManuu, HCIONb3YyeMONH B LENAX PEryJIUpOBaHUS COLMAIBHBIX
OTHOILEHUH.

3. Uudopmanus, 3adukcupoBaHHast TIOOBIM CIIOCOOOM Ha JIF0OOM HOCHUTEIIE.

2. IlopTMHHMK JOKYMEHTA — ITO:

1. [TepBbIit WM €IUHCTBEHHBIN SK3EMILISP JOKYMEHTA.

2. DK3eMIUISIp JOKYMEHTA, ¢ KOTOPOI'O CHATA KOIHSI.

3. IOpuan4eckas cuiia JOKyMeHTa — 3T0:

1. OcobenHocTH BHENTHETO OOPMIICHHSI JOKYMEHTA.

2. CBUAETENBCTBO HAIMYUSA B JOKYMEHTE IOJIOKECHUM HOPMAaTUBHOTO XapaKTepa.

3. CrnocoOHOCTH TOKYMEHTA MOPOKIAaTh ONpeIeIeHHbIE TIPABOBBIE MTOCIIEACTBHUSI.

4. UmeeT 1M I0PUIAMYECKYIO CHITY IOKYMEHT, NOJY4eHHbIH 10 GaKCUMUJIBLHOH CBSA3U?

1. Jla.



2. Jla, o corjameH1io CTOpOH HHPOPMALIMOHHOTO OOMEHa.
3. Her.
5. Kakoii u3 mnepeYyHCJEHHBIX PEKBH3UTOB He OTHOCHTCH K PEKBH3UTaM

yaocroBepenus?

1. I'pud yTBEpKACHUS.

2. Ileuatsn.

3. OT™MeTKa 0 3aBepEeHUU KOMHH.

4. Bu3a corjacoBaHus.

5. Iloanuce.

6. Kakne pekBU3UTHI BKJIIOYAIOTCA B 0JIAHK NUCbMa?
1. MecTo cocTaBneHus WU U3JaHMs TOKYMEHTA.

2. 3arojloBOK K TEKCTY.

3. HaumeHOBaHWE OpraHu3aluu.

4. ToBapHbIil 3HaK (3HAK OOCTY>KUBAHU).

5. HanmeHnoBaHue Buaa JOKYMEHTA.

6. Anpecar.

7. CripaBOUHBIC JaHHBIC 00 OpraHU3AITIH.

7. Ha kakoM »3K3eMIUIApe [1€JIOBOI0 NUCbMA, MOATOTOBJEHHOM /JIsi OTHPaBKH

ajpecaTy 1o no4re, NPoCTABJISIOTCH BU3bI?

1. Ha mogyinHHMKE, OTIIPABIIsIEMOM ajJpecary.

2. Ha xonuu, nomeniaeMom B J1€J10 OpraHU3aliH.

8. Kakoii pekBH3UT 0pOpMJICH HENNPABUJIBHO?

1. HaumeHoBaHuEe opraHu3anuu-aBTopa.

2. CripaBouHbIe JaHHBIE 00 OpraHU3aIIH.

3. laTa 1OKyMEHTA.

4. PeructpalimOHHBIN HOMEP JOKYMEHTA.

5. 3aroj0BOK K TEKCTY.

9. Uto poskeH ceaTb padOTHUK OPraHU3alMU, BUSHPYIOIIMA TOKYMEHT, €CJIM OH He

COorJiaceH ¢ €ro conepma}meM?

1. OTka3arbcs OT BU3UPOBAHUS JOKYMEHTA.

2. 3aBU3MpPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHHUE.

10. Kakoe nucbMo0 3aBepsieTcs Ne4aTbio?

1. "'apaHTHIIHOE TMCHMO.

2. KoMmmMmepueckoe mpeioKeHue.

3. [Tucemo-mpockoa.

Kpamxue memoouueckue ykazanus

OTBeuass Ha BONPOCHI TeCTa, CTYAEHT JOJDKEH pPYKOBOJCTBOBAaThCS — 3HAHMSIMH,

MOJIYYCHHBIMHU Ha JICKIUOHHBIX 3aHATHAX U B XOOC CaMOCTOSTEIbHON pa6OTLI.

IlIxana oyenku

OreHka

Baner Ornucanue

O1ieHKa «OTIIMYHO» BBICTABISICTCS CTYCHTY, €CJIM OH NIIyOOKO M HPOYHO YCBOMII IIPOTrPAMMHbIH Ma
16-20 Tepuall HCYEPIIBIBAIOLIE, IIOCIEI0BATENFHO, YETKO U JIOTHUECKH CTPOWHO €T0 U3JIaraeT, yMeeT TECHO)
YBSI3bIBaTh TEOPHUIO C IPAKTUKOH.

OmeHka «XOpOIIoy» BEICTABIISCTCS CTYACHTY, €CIIH OH TBEPAO 3HAET MaTepHall, TPaMOTHO H TI0 CyIIe
11-15 CTBY M3JIaraeT ero, He JOMycKas CyIIECTBEHHBIX HETOYHOCTEHN B OTBETE Ha BONPOC, MPABUIBHO NPU
MEHSET TeOpPETUUECKHE TI0JI0KEHUS IIPU PELICHUH [IPAKTUUYECKHX BOIIPOCOB U 3ajad.

O1eHKa «yJ0BJIETBOPUTENIBHOY» BBICTABIIACTCS CTYICHTY, €CIIH OH UMEET 3HAHHS TOJIKO OCHOBHOT'O
6-10 MaTtepHaia, HO He YCBOWII ero JeTalleii, TOMyCKaeT HETOYHOCTH, HEIOCTaTOYHO MpaBUIbHbIE Gopmy
TupoBKH. He MoxeT cBs3aTh ¢ NIPakTHYECKUMU IPHMEpaMu.

OneHka «HeyI0BIEeTBOPUTEIHHO» BBICTABISIETCS CTYIEHTY, KOTOPBIf HE 3HAET 3HAUUTENILHOM

0-5
YacTH IporpaMMHOIro Marepuajia, 10IyCKacT CyIECTBECHHbIC OIIHOKH.




	1.pdf
	2.pdf

