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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)

Kox n PesynbraTel 00y4eHHs IO TUCLHUIIMHE
HasBanue Konn (bopmyMpoBKa
OIIOII BO, (dopMyIHpOBKa HHAUKATOpa Kon
COKpalleHHOC KOMIIETEHIIUN AOCTHICHUS pe3yiib @opMyITHPOBKA PE3yIbTaTa
KOMITCTEHIINU
TaTa
38.03.02 VYK-4: Cnocoben | YK-4.28: Benmer Pl 3HaHUE | OCHOB JOKYMEHTAJIbHOI'O
«MeHemKMEHT» | OCYIIECTBIATh JICTIOBYIO oopmIIeHNS peneHuH B
(b-MH) JIEIIOBYIO HEPEIUCKY, YIpaBJICHUH OIEPALMOHHON
KOMMYHHUKAIUIO B | YYUTHIBAs (IpOU3BOACTBEHHOIA)
yCTHOII 0COOCHHOCTH JEATeTbHOCTH
MIMCbMEHHOU CTUJIMCTUKH OpraHu3aluii; TpeboBaHm K
¢dopmax Ha oununanbHBIX 1 CTaH/APTH3ALMY 1 yHUpUKaIUH
roCyJapcTBEHHOM | HEO(HIHAIbHBIX JOKYMEHTOB, I€HCTBYIOIINX
SI3BIKE TIceM, yHI/I(I)I/IIII/IpOBaHﬁBIX cHucTeM
Poccwuiickoit COIMOKYJIFTyPHEIE YIIPaBICHYECCKON TOKYMEHTAINH
®enepanuu u pasnuiud B Pa2 YMeHme | cocTaBIATE H OQOPMILATE
nHOCTpaHHOM(BIX) | dopmare JIeJIOBYIO JIOKYMEHTAIIUIO B
s13bIKe(ax) KOPPECTIOHICHIINU COOTBETCTBUH C HOPMATUBHO-
Ha METOJHYECKUMH aKTaMHu;
roCcyapCTBEHHOM aIalTUPOBATh CYLIECTBYIOIIHE
U MHOCTPaHHOM npaBHiIa U TEXHOIOTHH
S3BIKaxX cocTaBlIeHHS 1 0OPMIICHUS
YIPaBICHYECKUX JOKYMEHTOB K
KOHKPETHBIM YCIOBHSIM
Pa3 HaBpik | mokymeHTanbHOTO 0pOpMIICHHS
pellieHuii B yIIpaBIeHUU
ONepaluoOHHOMN
(TIpOU3BOACTBEHHOM)
JeATeNIbHOCTH OpraHU3alLuii;
HaBBIKAMU MTOJTOTOBKU
OpraHM3allMOHHBIX U
PacHnopsSaUTETBHBIX
JIOKyMEHTOB, HEOOXOJMMBIX IS
CO3JIAHUS HOBBIX
HpeAIPUHIMATEIBCKIX
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
380302 1 390 | BIB 2 3 9 4 4 o | 1 0 | 9 3
MeHeKMEeHT

4 CTpyKTypa H coJepkaHue TUCUUIIMHBI (MOTYJIs1)

4.1 Ctpykrypa tucuuiinnbl (moay.as) aiasa O3®0

TemaTuueckuii miaH, OTpaXkarolUi cofepKaHUe AUCHUIUIMHBI (IEpeYeHb Pa3AesioB U TEM),
CTPYKTYPUPOBAHHOE 110 BUJAaM YUYEOHBIX 3aHATUH C yKa3aHHEM UX OObEMOB B COOTBETCTBUH C
y4eOHBIM IIJIAaHOM, ITpUBECH B Tabmuie 3.1

Tabnuna 3.1 — Pa3nensl qucuuruiviiabl (MOynsl), BUABI YUEOHOH NEATENbHOCTH U (HOPMBI
Tekyuero kourpoust s 0300

Kon pe- Kos-Bo yacoB, 0TBeleHHOE Ha Dopma
Ne HasBanue tembl 3ynbTaTa p
- Jlek [Ipaxt Jla6 CPC TEKYILEro KOHTPOJIS
TeopeTuueckue OCHOBBI A3HOVPOBHCBAIC 3a1adM
1 | menonpousBoJCTBa P11 0 0 0 16 p yp a
opramsaiH U 33JaHHSA, TECT
OO6ume npasuia
) odopmieHus Pl ) ) 0 18 pa3HOYpOBHEBBIC 331241
YIIPaBIEHYECKUX U 3aJaHHs, TECT
JOKyMEHTOB
OCo0EHHOCTH COCTABIEHHS A3HOVPOBHCBAIC 3a1a4H
3 | u odopmneHust ocHOBHBIX P2 2 2 0 17 fma a};{pm rect A
JIOKyMEHTOB YIIPaBICHHS A ’
lpasiia opopmenns a3HOYPOBHEBEIE 3a[aUl
4 | DOKYMEHTOB IO JTHYHOMY P2 0 0 0 16 p yP A
coctany U 33JaHHsA, TECT
5 Opranuzarms PI3 0 0 0 16 pa3HOYpPOBHEBBIC 331341
JIOKyMEHTO000pOoTa W 3aJaHus, TECT
OcHoBHbIC paBHa a3HOYPOBHEBEIE 3a[aUl
6 | opranmzanuu pabOTHI C Pa3 0 0 0 16 p yP A
J—— U 33JaHHsA, TECT
Hroro no taduue 4 4 0 99

4.2 Copeprxxanue pa3iesoB M TeM ITMCHUILINHBI (MoayJs) aias O3P0

Tema 1 Teopemuueckue 0CHOBbL 0e10NPOU3BOOCMEA OP2AHUIAYUU.
Copnepxanne tembl: Mupopmanus, ee kputepuu. JlokyMeHT. PexkBU3UT [OKyMEHTa.
@yHkuuu gokyMeHTa. Opuaudeckast cuna JOKyMeHTa. [[enonpon3BoACTBO, JOKYMEHTUPOBAHUE.



JlokymeHTamonHoe obecrieduenue yrpasieHus. JJokymentoo0opot. Kiaccudukanus 10KyMeHTOB.
Crangaptuzanus U yHUQUKAUs JOKYMEHTOB. YHUpHUIMpoBaHHAas cuctema nqokymenrtauuu (Y CJ).
Cuctembl nokymenTauuu. I[lpunnunsr penompousBoacTBa. HopmaruBHO-meToanyeckass 0aza
JIOKYMEHTHPOBAHHUS YIPaBIEHUYECKON AESITENLHOCTH U OPraHU3alMK paboThl C JOKYMEHTAMH.

@opMbl M METOJbl NPOBEAEHUS 3aHATUH IO TeMme, IpPUMEHseMble 00pa30BaTENIbHbIC
TEXHOJIOTHH: JIEKLIMOHHOE, IPAKTUYECKOE.

Bunpl caMocTOsATENbHON MNOATOTOBKM CTYAEHTOB IO TEME: HM3yY€HHUE JIOMOJIHUTEIbHOU
JUTEPATYPHI IO TEME.

Tema 2 Obwue npasuna ogopmierus ynpasienueckux 00KyMeHmos.

Cogpepxanne templ: [OCT P 7.0.97-2016 «YauduuupoBaHHBIE CHCTEMbI TOKYMEHTALIUU.
YaudunupoBaHHasi CUCTEMa OPTaHU3AMMOHHO-PACTIOPSIUTEIHLHON TOKyMEHTAUU. TpeOoBaHUs K
obopmiieHnto a0K-MeHTOB». PexBm3ut 01- TocymapctBenubiii rep6 P®. PexBuszur 02- I'epO
cyobekta P® u myHununaibHoro oOpaszoBanus. Pexusut 03 -DMOnema opraHusaluyd WU
toBapHblii 3Hak. PexBuszur 04- Kon opranmszamuu. PexBuszutr 05- VYkazaHue Ha OCHOBHOM
TOCYIapCTBEHHBIM PETUCTPALIMOHHBIN HoMep mnpenanpuarus. PexBuszutr 06- VYkazanue Ha
UACHTU(DUKAIIMOHHBI HOMEp HAJIOTOIUIATEIbIINKA/KO TPUYUHBI TIOCTAHOBKU Ha y4eT. PexBu3ut
07- Kom d¢opmbl pokymenrta. PexBusut 08-HaummenoBanue opranmszanuu. PexBuszur 09-
CrpaBounsie cBefieHus: 00 opranmzanuu. Pexsusur 10- HaumeHoBanue Bujga fokyMeHTa. PexBusur
11- ata nokymeHnTa. PexBusur 12- Peructpanuonssiii Homep nokymeHnrta. PekBusut 13- Ccplika
Ha PEruCTPallMOHHBIM HOMEP W AaTy NOoKyMmeHTa. PexBu3ut 14- Mecto cocTaBlieHUS! WU WU3AaHUA
nokymenTta. PexkBu3ut 15- Cenenus o6 agpecare. PexBuzut 16 -I'pud yTBepxkaeHus H0KyMeHTA.
PexBuzut 17-Pe3omonus. PexBuzut 18-3aronoBok k Tekcty. PekBusur 19- OTmeTka 0 KOHTpOJE
PexBuzur 20- Tekct nqokyMeHnta. PekBu3ut 21- OTMeTKa 0 HAIMYMKM TpeAyioKeHuil. PekBusur 22-
[Monmuck. PexBusur 23- I'pud commacoBanusi nokymeHTa. PexBusut 24- Busbl commacoBaHus
nokymenTta. PexkBusut 25- Ilewats. PexBusur 26-OtmeTka 0 3aBepeHMHM Komuu. PexBusut 27-
Otmetka 00 ucnionnutene. PekBusur 28- OTMeTka 00 UCTIOTHEHUH JOKYMEHTA M HalpaBICHUH €ro
B neno. Peksmsur 29- OTmerka o mocTyruieHuH nokymeHrta. PexsBusutr 30- Waentudukartop
ANIEKTPOHHOM KOMHMM JOKyMeHTa. COCTaB pPEKBU3HUTOB, UX MECTOPACIIONIOKEHHUE Ha JOKYMEHTE.
dopmynsp-obpaszel JOKyMeHTa.

®opMbl U METOIBI TPOBEICHUS 3aHATUM MO TeMe, MNPUMEHsIEMble O0Opa30BaTeIbHbIC
TEXHOJIOTMH: JIEKIIMOHHOE, TPAKTUYECKOE.

Buasl caMocCTOSITENIbHOW MOATOTOBKUA CTYAEHTOB MO TEME: W3Y4Y€HHUE JOTOIHUTEIbHOU
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmagienus u 0GhopmaeHUss OCHOBHbIX OOKYMEHMO8 YNPAGIEHU.

Conepxanue Tembl: OCHOBHBIE TPYNNBI JOKYMEHTOB. HopMaTHBHBIE JTOKYMEHTEHI
rOCYIapCTBEHHBIX OpraHoB. OpraHu3allMOHHbIE JOKYMEHTHl HpeanpusTus. JloIKHOCTHBIE
MHCTPYKIMU. PacriopsiauTenbHble JOKYMEHTHI peanpusts. [Ipukassl 10 OCHOBHOM e TETFHOCTH.
Pacniopsokenus, pemenus. MuadopmannonHO-cripaBodHBIE JTOKYMEHTHI. [IpOTOKONBI, MOJHAs |
Kpatkas ¢opma ux odopmieHus. AkTel. CiykeOHble M OOBSCHUTENbHBIC 3amUCKH. CHpaBKH.
CrnyxeOHble TOBepeHHOCTH. [lnchMma, MX KiIacCUpUKAIMs, CTPYKTypa, CTaHIApTHBIE (paszbl U
BeIpaKeHUs1. HOpMBI oHIIMaTbHO-IETOBOTO CTHIISI CIIY>KEOHBIX ITOKYMEHTOB. JleIoBoe MHCHMO
MeXayHapoaHoro ooOpasna. Paxcel, TesnedoHorpammbl. JloroBopa, KOHTpakTel. COBpeMEHHbIE
CIIOCOOBI U TEXHUKA CO3AaHUs JOKYMEHTOB.

@opMbl M METOJbl NPOBEAEHUS 3aHATUH IO TeMme, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JICKITUOHHOE, MPAKTHIECKOE.

Bunbl camMocTOATENPHON MOJATOTOBKH CTYAEHTOB IO TEME: W3yYCHHE JOMOIHUTEIHHOM
JUTEPATYPHI IO TEME.

Tema 4 Ilpasuna oghopmnenus 00KyMeHmo8 no TUYHOMY COCABY.
Copnepxanue TeMbl: [loHATHE M CTPYKTypa NEpPCOHAJIBHBIX AaHHBIX. lIpuHagIeKHOCTH
NEPCOHAIBHBIX JIaHHBIX: COOCTBEHHHUK, JEp)KaTelb M I0Jb30BATENb MEPCOHAIbHBIX JaHHBIX.



CtpykTypa KaapoBoil MH(POPMALMOHHO-TOKYMEHTAMOHHOW cucTeMbl. OdopmIileHHE TOKYMEHTOB
IpU IpHEME, YBOJIBHEHUU M IEpeBojie pabOTHUKAa Ha APYTYIO JOJDKHOCTb. AHKeTa. TpynoBbie
KOHTpakThl. IIpukaspl no nuyHoMy coctaBy. OCHOBHBIE PEKBU3UTBHI JOKYMEHTOB W IIpaBWJIa HUX
odopmnenns. Kpatkue cBeaenus o npasmiax ohOpMIICHUS! TPYAOBBIX KHIKEK, TMUYHBIX KaPTOUEK,
JIMYHBIX J1eJ1 PaOOTHUKOB.

@opMbl M METOJbl NPOBEAEHUS 3aHATUH IO TeMme, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTMH: JIEKIMOHHOE, ITPAaKTUYECKOE.

Buael caMOCTOATENBHON NMOATOTOBKH CTYNCHTOB IIO TEME: HM3y4YEHHUE JONOJIHUTEIbHOU
JIUTEPATYPHI 110 TEME.

Tema 5 Opeanusayus 0oKymeHmoobopoma.

Conepxanue Tembl: [IOHATHS JOKYMEHTOOOOPOT W OpraHu3amus JOKYMEHTOOOOpOTa.
HopmatuBHO-MeTOMYecKass ~ pemiaMeHTanus  JIOKyMeHTooOopora.  OCHOBHBIE — IpaBuUiia
OpraHM3allMi  JOKyMEHTOOOOpOTa Ha  HpeAnpusTHH. KadyecTBEHHBbIE  XapaKTEPHCTHKH
JIOKyMeHTooOopoTa. Kiaccudukaiusi TOKYMEHTOIIOTOKOB: TOPHU30HTANbHBIC, BEPTHUKAJIBHBIC,
BOCXOJSIIME, HUCXOIMINKME, BXOISIIME, HWCXOIAIIMEe ¥ BHyTpeHHue. [lomcuer oObema
JOKYMEHTO000pOTa.

@opMBl U METOJABI TPOBEIACHMS 3aHATHI 1O TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JICKIIHOHHOE, IPAKTUIECKOE.

BI/IIIBI CaMOCTOSITCIIHFHOM MNOATOTOBKHU CTYACHTOB IO TEMC: H3YUCHUC HOHOHHHTGHBHOﬁ
JIUTEPATYPHI IO TEME.

Tema 6 Ocrosubie npasuna opeaHuzayuu pabomsi ¢ OOKyMeHmamu.

Copepxanne Tembl: OOpaboTka NOCTymamImUX J0KyMeHTOB. IlepBuunas oOpaboTka
nokyMeHTOB. OOmme mpaBWia perucTpanuu JOKYMEHTOB, (opmbl peructparnuu. llepemada
JIOKYyMEHTOB, PAacCMOTpPEHHE WX pykKoBoauTeneM. I[lopsnok HampaBieHHS JOKYMEHTa Ha
UCTIONTHEHUE U pabOThl UCTIOJIHUTENS ¢ JOKyMeHTamHu. VcrnonHenue mnokymeHTa. Buasl u hopMbl
KOHTPOJIS UCTIOJMHEHHs, CpPOKOBas KapToreka. OpraHuszamus TEKYIIeTo XpaHCHHs el
Homenknarypa nen, oOuiie tpeGoBaHUs, BUIbl HOMEHKIATyp. CocTaBieHHe HOMEHKIATYphl JAedl.
dopmupoBanue u odopmieHue nen. Cucremaruzanusi JOKYMEHTOB B Jelie. XpaHEHHE JIe.
[TonroroBka JOKYMEHTOB K Iepeiade Ha apXUBHOE XpaHEHHWE. KpHTepuu OICHKH JOKYMEHTOB.
CocTaBiieHue OImucei aei.

@DopMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKIIMOHHOE, TIPAKTHYECKOE.

Bunel caMoCTOSITENbHON MOATOTOBKH CTYACHTOB IO TEME: HM3y4Y€HHUE OTMOIHUTEIHHOM
JTUTEPATYPHI IO TEME.

5 Metoanueckue yKazaHus 1Jis 00y4arOIIMXCH MO0 U3YYECHUIO U PeaTu3alui JUCHUIIIMHBI
(Monay.Jis1)

5.1 Mertoauyeckne PEKOMEHIANMH OO0yYAINMMCH II0 HW3YYCHHK0 [MCHUIUIMHBI H 10
o0ecrneYyeHNI0 CAMOCTOATEILHOI padoThI

CamocrosrenbHas padora ctyneHToB (CPC) — 3T0 nesTenbHOCTh YUaluxcs, KOTOPYIO OHH
COBEpLIAIOT 0€3 HEMOCPEJCTBEHHONW IOMOILIM U YyKa3aHWHM MHpenojaBareisi, pPyKOBOACTBYSICh
c(hOpMUPOBABIIUMHUCA paHEE NPEICTABICHUAMU O TMOPAAKE M TMPABUIBHOCTH BBIOJHEHUS
oneparuii. llens CPC B mporecce oOydeHHs 3aKirodaeTcs, Kak B yCBOCHWW 3HAHWH, TaK U B
(GbOopMUPOBAHUN YMEHUI U HABBIKOB 110 UX MCIOJB30BAaHUIO B HOBBIX YCIOBHUSX HAa HOBOM y4eOHOM
matepuaine. CamocTrosiTenpHas pa0oTa MpH3BaHA OOECIEYMBATH BO3MOXKHOCTH OCYIIECTBICHHS
CTYIEHTaMHU CaMOCTOSTEIbHON I103HABATEIbHOWU NAEATEIBHOCTH B OOy4YEHHMM, W SIBISETCS BUIOM
y4eOHOTO Tpyda, CIOCOOCTBYIOMIETO (OPMUPOBAHUIO Y CTYIAEHTOB camocTosTenbHocTu. CPC
UMeeT KaK ayIuTOpHbIM, Tak W BHEAyAMTOpPHBIH XapakTep. B manHol yudeOHOIl mporpamme



NPUBEJICH MEPEYCHb OCHOBHBIX U JOMOJHHUTEIbHBIX UCTOYHUKOB, KOTOPHIE MpeaIaracTcs U3y4nTh
B IIporecce 0OydeHus Mo IucHuiuinae. KpoMe Toro, /Ui pacmvpeHust ¥ ynIyOJeHHs 3HAHUH 10
JAaHHOW JTUCHHMIUIMHE IeNIeco00pa3HO HCMOJIb30BaTh HAay4YHbIE MYyOJNMKAlUUd B TEMaTHYECKHX
KypHajaX, MOJHOTEKCTOBbIE 0a3bl MAHHBIX OMOIMOTEKH, MMEIOUIHEcs B OMONMOTEKax By3a H
pETHoHa, MyOIMKALUI Ha AIEKTPOHHBIX U OyMaXKHBIX HOCHUTEIISX.

[pu peanu3anuy JUCHUILTHHEI (MOJIYJIS) IPUMEHSIETCS DIICKTPOHHBIN yueOHBIN KypC,
pa3MemEHHbIHN B ccTeMe 3JIeKTpoHHOTo 00yueHust Moodle.

5.2 OcoOenHocTH opraHu3anuu OOy4YeHUs] JIS1 JIMI € OTPAHHYEHHBIMM BO3MOKHOCTSIMH
310POBbS U HHBAJIU/I0B

[Tpu HEOOX0MMOCTH 00YYaIOLIMMCS U3 YHUCHIA JIULL C OTPaHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbS U
MHBAJIUAOB (110 3asIBJICHUIO 00YYaIOLIErocs) NpeaoCTaBIsieTcs yueOHas HHPOpMAaLus B TOCTYITHbBIX
¢dbopMax ¢ yueToM UX UHJIMBUIYAbHBIX ICUXO(PU3NYECKUX 0COOEHHOCTEH:

- JJIs UL ¢ HApYUIEHUSIMU 3PEHUs: B e4aTHON (GopMe yBeIHMUeHHbIM MpupTOoM; B Gpopme
AIIEKTPOHHOI'O JIOKYMEHTA; VHAUBU1yaJIbHbIE KOHCYJIBTallH c IPUBJICYEHUEM
TU(IIOCYpIONIEPEBOAUNKA; UHIMBUAYAJIbHBIE 3aaHNS, KOHCYJIbTALUU U JP.

- 17151 JIMIL C HApYLICHUAMH CyXa: B Ie4aTHoi gopme; B (hopMe 3IEKTPOHHOTIO JIOKYMEHTA;
MHAWBUAYaJIbHbIC KOHCYIBTAIlMM C PUBJICYEHUEM CYypIONIepEBOAUNKA; UHIMBUYaJIbHbIE 3a/1aHNUS,
KOHCYJIbTAIlM U JIp.

- s AL ¢ HApYIIEHUSIMH OMOPHO-ABUraTeIbHOTO anmnapaTa: B nedaTHoi opme; B popme
AIIEKTPOHHOTO JOKYMEHTA; MHIMBUIyalIbHbIC 3a/1aHuUsl, KOHCYJIbTALUU U JIP.

6 ®oHA OLEHOYHBIX CPeICTB A NMPOBEJIEHUs TeKYyIero KOHTPOJIA M NMPOMEKYTOYHOI
arrecTalyy 00y4aroIMXcs 1o JMCUMIIIMHE (MOAYJII0)

B coorBerctBum ¢ TpeboBanmsimu DPI'OC BO gms arrectanuu  0Oydarommxcs Ha
COOTBETCTBUE UX TEPCOHAIBHBIX JOCTHKCHUN TMJIAHHUPYEeMbIM pe3ylbraraM OOy4YeHUs II0
TUCHUIITHHE (MOIYNI0) CO3JaHbl (DOHIBI OLIEHOYHBIX CPENACTB. THUMOBBIE KOHTPOJIbHBIC 3aaHUS,
METOAMYECKUE MaTePHAJIbl, ONPEACIISIONINE MPOICAYPhl OIICHUBAHUS 3HAHWUH, YMEHHH W HaBBIKOB,
a TaKKC KPUTCPpUHU W IOKA3ATCIIH, HCOGXO,Z[I/IMBIG IJIs1 OLICHKH 3H3.HPII>1, YMGHHﬁ, HABBIKOB "
XapaKTepU3yIOIIre 3Tanbl (POPMUPOBAHUS KOMIIETCHIIMHA B MPOIECCE OCBOEHHUs 00pa30BaTeIbHOM
porpaMMel, TipescTaBieHsl B [Ipunoxxenun 1.

7 Y4yeOHO-MeTOAMYECKOE M NH(POPMALIMOHHOE 00ecneuyeHue TUCIUIJIMHBI (MOILYJIs1)

7.1  Ocnoenasa rumepamypa

1. JlokyMeHTOBeneHUE : y4eOHUK U MpakTUKyM Juist By30B / JI. A. Jloponuna [u nap.] ; moxq
penakmueit JI. A. JloponuHoii. — 4-e u3z., nepepad. u non. — Mocksa : MznatensctBo FOpaiit,
2024. — 336 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : 31MeKTPOHHBIHA
/" ObpazoBarenbHas miatdpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/555971 (mara
obpamenus: 12.11.2024).

2.  Kopnees, U. K. JlokyMeHTHpPOBAaHUE YyIPABIECHYECKON AEATEIBLHOCTU : YUEOHUK IS
By30B / 1. K. Kopnees, A. B. Ilmenko, B. A. MamypreB. — 3-¢ u3z., nepepad. u mon. — MocCKBa :
WznatensctBo FOpaiit, 2024. — 438 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-16001-7.

— Tekcr : onexktponHbld // OOpazoBarenvHas tatdopma [Opaittr [caiit]. — URL:
https://urait.ru/bcode/536393 (mara oOpamenus: 12.11.2024).

3. Jleonosa, C. JI. /IokyMeHTHpPOBAaHHUE YNPABICHUYECKON NEATEIBHOCTH: [IpakTUKyM :
yuebnoe nocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c. — Tekcr :
AIIEKTPOHHBIN // Jlanb : 3IIEKTPOHHO-ONOIMOTEeUHAs cuUcTeMma. — URL:

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



aBTOPU3. IOJIb30BATEIICH.

4. CyxoueBa, H. A. JlokyMeHTHpOBaHHE YTPaBICHUECKOW M IPOU3BOJICTBEHHOM
NeSATeNbHOCTH : yueOHo-MeToauueckoe nocooue / H. A. Cyxouesa, A. C. BonuénkoBa. — Opern :
OpenlAY, 2023. — 77 ¢. — TekcT : 37eKTpoHHBIN // JIaHb : AIEKTPOHHO-OMOIHOTEYHAS CHCTEMA.
— URL: https://e.lanbook.com/book/362465 (natra ob6pamenus: 30.09.2024). — Pexxum noctymna:
JUIsl aBTOPU3. N10JIb30BATENEH.

7.2 /lononnumensnasn tumepamypa

1. TIpozora O. C. JEJIOITPOU3BO/ICTBO. YuebHoe mocodue asist By30B [ DIEKTPOHHBINA
pecypc] : MockBa : MWsmarensctBo HOpaiir , 2022 - 124 - Pexum gocrymna:
https://urait.ru/book/deloproizvodstvo-492786

2. Eropora, O. H. Jlenonpou3BoACTBO U JOKYMEHTOBEACHHUE : YUCOHO-METOAMYECKOE
nocobue / O. H. EropoBa. — Yeb6okcapsr : UIT'MKH, 2023. — 104 c. — TekcT : 37eKTPOHHBIH //
Jlanb : snextpoHHO-OMOMMOTeYHas cuctema. — URL: https://e.lanbook.com/book/392702 (nata
obpamenus: 30.09.2024). — Pexxum gocTymna: i aBTOPU3. MOJIb30BaTENCH.

3. Hox pen. Hopouunoii JLA. JOKYMEHTOBEIAEHUE 2-e uzn., nep. u gom. Y4eOHUK U
MIPaKTUKYM JJISI By30B [DIeKTpoHHBIA pecypc] : ['ocynapcTBeHHBIM YHHUBEPCHUTET ympaBiieHUs (T.
Mockga). , 2022 - 309 - Pexxum noctyna: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcol unghopmayuonno-menekommynukauyuonnoi cemu ""Hnumepnem'’,
6KI0YaA npogheccuonanvHvle 0azbl OAHHLIX U UHQOPMAUUOHHO-CHPABOYHDbBIE
cucmemol (npu HeobX00UMOCMU):

1. O6pa3osarenpuas miardopma "FOPAUT"

2. DnektpoHHO-OMONMHMoTeuHas cucrema "JIAHB"

3. OneKTpoHHO-0MOIMOoTeyHast cucrema u3aarenbcTtBa "FOpait" - Pexum nocryma:
https://urait.ru/

4. DnexTpoHHO-OuGMMOTeuHas cucteMa FOPAUT - Pexxum moctyna: https://urait.ru/

5. Open Academic Journals Index (OAJI). [Ipodeccronanbuas 6a3a qaHHBIX - Pexxum
noctyma: http://oaji.net/

6. [Ipesunentckast Oubnmoreka uMm. b.H.Enpumua (6a3a [gaHHBIX pa3iHMYHBIX
npodeccHoHANBHBIX o0nacteit) - Pexxum moctyna: https://www.prlib.ru/
7. HNudopmanmonno-cnpaBounas cucrema "KoncymeranT Ilmroc" - Pexxum pocryna:

http://www.consultant.ru/

8 MarepuajibHO-TeXHHYECKOe o0ecneyeHHe AUCUMIUIMHBI (MOAYJsl)) H IepevyeHb
HHPOPMAIMOHHBIX TEXHOJOI'MH, HCIO0JIb3yeMbIX NPH OCYIIECTBJIEHHH 00Pa30BaTeIbHOIO
npouecca 1o JUCHMILVINHe (MOAYJII0), BKJIKOYAas NepevyeHb NPOrpaMMHOro odecrevyeHust

OcHOBHOE 000PYI0BAHUE:

- [Ipoekrtop
- Jocka aynuropHas J{A-8MIL]
- [Tapra 3-x mectHas cknaanas 1800*450

[IporpaMMHoe obecrieyeHme:

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

Hassanne OITOIT BO, Koz u popmynupoBka KOMITETEHITH
COKpallleHHOE "

Kon u ¢hopmynipoBKka HHANKATOPA JOCTHKEHHS
KOMIIETEHIIUH

38.03.02 «Menemxme YK-4 : CrnocoGeH ocyIecTBIsATh 1€
HT» JIOBYIO KOMMYHHKAIHIO B YCTHOH H

(b-MH) MMUCHbMEHHOW (hopMax Ha TOCYAapCT
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 IIaHupyeMBbIe pesy
JBTATHl 00yIEeHUS

Kontponupyemblie TeMbl
JUCLIUATUINHBL

Tekymuii KOHTPOJIb

ITpomexxyToyHas at
TecTarms

OuHo-32049Has popMa 00ydeHUS

P11 3HaHKE : OCHOB JIOKYMEHT PasHoypoBHeBbIe 3a | 3a4éT B hopmMe TecT
BHOTO O(OPMIIEHHS Pe 1.1. TeopeTnueckue OCHO | naup u 3amanus a
INeHy#i B yIpaBIeHHH Oe | BBI ACIOMPOU3BOICTBA OP -
paLMOHHO (IPOM3BOACTE | TaHW3ALUU Tecr 3a4éT B JopMme TecT
€HHOM) IESITENBHOCTH OpT a
aHM3alMit;TpeGOBaNMI K C PasHoypoBHeBbie 32 | 3a4éT B hopme TecT
TaHJAPTH3AIMA H YHUPUK
Aaprisa Y 1.2. O6mue npasuia odo | AGH 1 3a/aHIA a
aIuy TOKYMEHTOB, JTEUCT e
MJICHHS! YIIPABIECHYECKH
Bytonmx yaudunuposann | P .
YIOMUX YHHGBHIIP X TTOKYMEHTOB Tecr 3auér B opme TecT
BIX CUCTEM YIIPABICHIECK a
OH JIOKyMEHTAI[UH
P12 YMEHHE : COCTABIATL HO | | 3 (yimo oo oo | PasHoypoBHeBble 3a | 3auér B Gopme TecT
(hopmnATh 1eNOBYIO MOKY | oy opopmiierust ocy | A@TH M 33/aHNIA a
Ze:;guﬁfﬂi}f}?é’ffﬂi‘é?f OBHBIX JJOKyMEHTOB YIIpa 3a48T B hopMe TeCT
P BIICHHS Tecr a
9ECKMMH aKTaMU; aJIarlTH
OBATE CYIIECTBYIOIIHE TT .
p YINECTBYFOMI PasHOypOBHEBBIE 32 | sq4éT B dopme Tect
paBuiia U TEXHOJIOI'UU COC 1.4, HpaBI/I_]]a o(bopMHeHH Ja4M M 3aJIaHus a
TaBJICHUS U OPOPMIICHUS
yIpaBlIeHYeCKUX Jokyme | ACKYMCHTOB IO JITHOM st B hopye TeC
uéT B opme TecT
HTOB K KOHKpETHbIM yciio | Y COCTaBY Tecr a P
BUSIM
P/3 HaBbIk : JOKyMEHTaIBHOT PasnoypoBHeBBIC 32 | 3auér B (hopMe TeCT
0 o(opMIIEHHS PeIIeHuUI 1.5. Oprannsanus oxym | Aa9H 1 3aJiaHus a
3 YUPARTETIL OTepaltiolt | entooGopora 3auér B hopme TecT
HO#1 (TTPOU3BOJCTBEHHOM ) TecT p
JESTENbHOCTH OPraHu3all a
1H; HABBIKAMH HOATOTOBK PasnoypoBHeBEIE 32 | 3auéT B opme TecT
¥ OPraHW3aIMOHHBIX U pa
P N P 1.6. OcHOBHEBIE IpaBmya o | A&1H M 3a/laHus a
CTIOPSTATENBHEIX TOKYME 0
HTOB, HEOOXOMUMBIX ISt prauusaluy paboTl ¢ 10 s b
3a4éT B hopme TecT
CO31aHus HOBBIX mpeanpu | KYMCHTaMH Tecr a P
HUMATEIBCKHX 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.
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