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NNOACHUTEJIBHAS 3AIIMCKA

[Ipumepnas pabouast nmporpamma npogdeccruonanbnoro moaynsa IIM.01 Opzanuzayua 00Ky-
MEHMAYUOHHO20 00ecneyeHus ynpaeieHus u (QYHKUUOHUPOBAHUA Op2aHu3ayuu TpeIHa3HAUYEHA
IUIE M3y4eHHUs OpPTraHU3alUU JTOKYMEHTAMOHHOTO OOeCHeueHHs yrnpaBieHuss U (QyHKIIMOHHUPOBAHUS
OpraHM3ali B YUYPEKIACHHUSIX CpeIHero mnpodecCHOHATbHOT0 O0pa30BaHMs IO CHEHHATbHOCTH
46.02.01 JdoxyMeHTalMOHHOe o0eclevyeHne YIIPaBJIeHUs] 1 apXUBOBedeHHe, peallu3yoImux o0pa-
30BaTENIbHYIO TIPOTPAMMYy CpeIHEro (TIOJTHOTO) 00IIero 00pa3oBaHus, MPU MOATOTOBKE KBATH(PHUIIUPO-
BaHHBIX pabOUYMX U CIIEIUATUCTOB CPEIHETO 3BEHA.

[TpumepHast pabovasi mporpamMma pazpaboTaHa B COOTBETCTBHH C:

-DenepanbHbIM 3aKOHOM 0T 29 nexadps 2012 1. Ne 273-D3 «O06 obpazoBanuu B Poccuiickoii
denepanuny;

-T'ocymapcTBenHoii mporpammoii Poccuiickoit denepanuu «Jloctymuas cpena na 2011-2015
ro/ibl, yTBEepkKAeHHOW nocTtanoBieHueM I[IpaButenscrBa Poccuiickoit @enepanuu ot 17 mapra 2011
r.Nel75;

-T'ocynapctBennoit mporpammoii Poccuiickoii denepanun «Pa3Butue oOpa3oBaHUs» Ha
2013-2020 ronpl, yTBepkaeHHOM pacnopsbkenueM [IpaBurenbctBa Poccuiickoit denepanmu ot 15
Mast 2013 r. Ne 792-p;

-[TonoxxenneM o mpakTUke OOYYAIOMIMXCS, OCBAMBAIOIIMX OCHOBHBIE MPO(ECCHOHATBHBIC
oOpa3oBareNbHBIE MPOTPAMMBI  CpeAHETO MPOGEeCcCHOHATBPHOTO O00pa30BaHUs, YTBEP)KICHHBIM
npukazoM MunuctepcTBa oOpasoBanusi Hayku Poccuiickoit @enepauun ot 18 ampens 2013 r. Ne
291;

-[lopsiakom opraHu3anii ¥ OCYILECTBJIEHHS 00pa3oBaTENbHON AEATENBHOCTH II0
0o0pa3oBaTeNbHBIM TIpOrpaMMaM CpeaHEro MpPOPECCHOHATBPHOTO 00pa30BaHUs, YTBEPKICHHBIM
npukazoM MunHmcTepcTBa oOpa3zoBanus u Hayku Poccuiickoit @eneparun ot 14 Hrons 2013 1. Ne
464,

-ITopsinkoM TpoOBeACHUS TOCYJAPCTBEHHON HWTOTOBOW aTTECTAllMM MO 00pa30BaTeIbHBIM
mporpaMMaM  CpeAHero  mpodeccHoHaTbHOTO  00pa3oBaHUS,  YTBEPKACHHBIM  MPHUKA30M
MunucrepcTBa 06pa3zoBanus U Hayku Poccuiickoit ®deneparuu ot 16 aBrycra 2013 1. Ne 968;

-IlopsinkoM  mpuUMEHEHUsT OpraHU3alUsSMH, OCYHIECTBISIOIIMMU  00pa30BaTEIbHYIO
JeSTeNbHOCTb, AJIEKTPOHHOTO OOy4YeHHs, TUCTAHIIMOHHBIX OO0pa30BaTEIbHBIX TEXHOJIOTUH TNpU
peanuzanuu 00pa3oBaTeNbHBIX IPOTPaMM, YTBEPKICHHBIM IPUKa30M MUHHCTEPCTBa 00pa3oBaHus U
Hayku Poccuiickoit ®enepauuu ot 9 ssuBaps 2014 r. Ne 2;

-[lopsiakom mpuema rpaxaaH Ha oOydeHHe HO 00pa30BaTeIbHBIM IPOrpaMMaM CpPEIHETro
npo¢eCcCHOHATFHOTO 00pa30BaHus, YTBEPKACHHBIM ITpUKa3oM MUHHCTEpCTBA 00pa30BaHUs U HAYKH
Poccuiickoit ®eneparuu ot 23 sauBaps 2014 . Ne 36;

-DenepalbHBIM  TOCYApPCTBEHHBIM  00pa3oBaTeNbHBIM  CTaHJAPTOM  CPEIHEro
npodeccuoHaIbHOTO 00pa3oBaHus 1o cneruaibHocTH 46.02.01 JlokyMeHTalMoHHOE 00ecTieueHne
yIIpaBJICHUS U apXUBOBEACHUE, YTBEPKIEHHOTO TPpUKa3oM MuHuCTepcTBa 00pa3oBaHus U Hayku PD
ot 11 aBrycra 2014 r. Ne 975;

-MeToauuecKuMH ~ PEKOMEHJAIUSAMH TI0 pa3padOTKe W peanu3ali aJalTHPOBAHHBIX
00pa3oBaTeNbHBIX TMPOrpaMM CpeaHero MpodecCHOHATBLHOTO 00pa3oBaHUs, YTBEP)KICHHBIX
IUpeKTopoM JlemapTramMeHTa rocylapCTBEHHON TMOJIMTHKU B cdepe MOATOTOBKH pabouux KaapoB U
JIT1O Hayku Poccun ot 20 anpens 2015 r. Ne 06-830;

-[lucemom MunobOpazoBanus u Hayku P® ot 03.18.2014 1. Ne 06-281«TpeboBanust k
OpraHu3aiuy 00pa3oBaTENbHOIO Mpolecca sl O0y4yeHUs MHBAIMIOB M JUI[ C OIPAaHUYECHHBIMHU
BO3MOKHOCTSIMH 37I0POBbSI B NpPO(hecCHOHAIBHBIX 00pa30BaTENbHBIX OPraHU3AIMIX, B TOM YHUCIIE
OCHAIICHHOCTU 00pa30BaTeIbHOrO MpoIiecca;

-TpeGoBaHUsAMHU K OpraHM3alliu 00Pa30BaTENLHOIO Ipolecca Uil 00ydYeHUs] HHBAIUAOB U
JUI C OrPaHUYEHHBIMH BO3MOXXHOCTSIMH 3/10pOBbSi B MPO(ECCHOHANBHBIX 00pa30BaTEIbHBIX
OpraHu3alysaX, B TOM YHCJE OCHAIICHHOCTH 00pa3oBaTeNbHOTO Impolecca, (mucbMo JlemaprameHnra
noAroToBku pabounx kaapos u JIIO MunucrepcTtBa obpa3oBaHusi 1 Hayku Poccuiickoit denepanuu
18 mapra 2014 1. Ne 06-281.



[Tpodeccuonanbupiii. Monyns IIM.01 Opzanuzauus O00KyMeHmMAUUOHHO20 oOOecnedyeHus
YnpaeneHus u QYHKYUOHUPOBCAHUA OP2AHUZAUUN V3YUACTCA B YUPEKACHUSAX CPEIAHEro mpodeccuo-
HanbpHOTO 00pa3oBanus (nanee — CI1O) ¢ yueToM pekOMeHIalluii BBINIIEyKAa3aHHBIX JOKYMEHTOB.

JlaHHas mpuMepHas MporpaMMa sIBJISIeTCS aJalTUPOBaHHONW 00pa3oBaTeIbHAS MPOTPAMMON ISt
WHBAJIUJIOB U 00YYAIOIINXCS C OTPAaHMYCHHBIMUA BO3MOKHOCTSIMHU 3710poBhs (OB3).

B npumepnyto nporpammy npodeccuonansuoro monyist IIM.01 Opzanu3ayua 0oKymenma-
UUOHHO20 0Decneyenus ynpasienus U YYHKYUOHUPOBAHUA OP2AHU3AWUY BBEICHA TOTIOTHUTEIbHAS
teMa «Ilo/3aKoHHBIE U MHBIE HOPMATHBHBIC MPABOBBIC aKTHI IO OXpaHe TPYAa, B TOM UHCIIE 3aTparu-
BaloOIIMe MHTEPECHl MHBAIUIOB 1 JuIl ¢ OB3y, HanmpaBieHHas Ha pacIIMpPEeHUE 3HAaHUW B TaHHOW 00J1a-
CTH W CIIOCOOCTBYIOIIAsI COIMAIIBHONW U MPO(EeCCUOHATBLHON aganTaii 00yJaronIuXcsi HHBATUIOB U
obyuaromuxcs ¢ OB3 ¢ nesbio 3auThl ©X HHTEPECOB HAa pabOYNX MecTax.
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1. MACITIOPT IPUMEPHOM PABOYEN ITPOI'PAMMBI TIPO®ECCHOHAJIBHOT' O
MOAYJIisA
IIM. 01 Opzanuzayus 00OKymMeHmMayuoHHO20 0HecnevyeHus ynpaeieHus
U (PYHKYUOHUPOBAHUA OP2AHU3AUUU

1.1. O0J1acTh NPUMEHEHHUs1 NMPOrPaMMbl

AnantupoBaHHast 0Opa3zoBaTeibHas porpamma rnpodeccHoHaIbHOTr0 MOAYJIA (Aajiee mporpaMmma)
— SIBJISIETCS] YaCThIO MIPOTPaMMBbI TOATOTOBKHU crieruanucToB cpeanero 3BeHa (IIIICC3) mns nui ¢ BO3 u
nHBanuaoB 1o cnenuanbHocTH CIIO 46.02.01 «/lokymeHTaliMOHHOE o0ecneYyeHne YNPABJICHUsS U ap-
XHBOBE/JIeHHEe» B YaCTH OCBOEHHUS OCHOBHOTO BHa ipodeccrnonansHoi aestenbHocTr (BI1JT):
IIM. 01 Opranu3anusi J0KyMEHTAIIHOHHOT0 o0ecneYeHHsl yNpaBjaeHus U QyHKIIMOHUPOBAHMSA OpP-
raHu3anuu
U COOTBETCTBYIOIIUX NMpogeccuoHAIbHBIX KomneTreHuui (I1K) u TpynoBbIx GpyHknmii:

I1K 1.1. KoopauaupoBath paboTy opraHu3anuu (IpUEMHOW PYKOBOIUTEINSI), BECTH MPUEM IOCE-
THUTEJEH.

[1IK 1.2. OcymiecTBasTe paboTy MO MOATOTOBKE W TPOBEICHUIO COBEIIAHUM, ICIOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALUN.

[1K 1.3. OcyiecTBiasTh MOATOTOBKY JEIOBBIX MOE3J0K PYKOBOAUTENS U APYTUX COTPYIHUKOB Op-
raHW3aluH.

[1K 1.4. Opranu3oBbIBaTh pabouee MEeCTO CEKpeTapsi U PyKOBOAUTEIIA.

[IK 1.5. OdopMnaTh U perucTpupoBaTh OpPraHU3aLMOHHO-PACTIOPSIUTEIBHbIC JOKYMEHTHI, KOH-
TPOJUPOBATH CPOKU UX UCHOJIHEHUS.

IIK 1.6. O6pabateiBaTh BXOISIINE U UCXOAALINE JOKYMEHTBI, CHCTEMaTH3UPOBATh UX, COCTABIISAThH
HOMEHKJIATYpY Z1e7 U pOpMHUpPOBATH JOKYMEHTHI B Jea.

[IK 1.7. CamocTosiTenbHO paboTaTh C JAOKYMEHTaMH, COACpPX AWMU KOH(DHICHIIMATBHYIO WH-
(dbopMaruio, B TOM YHCIIe C TOKYMEHTAMH IO JINYHOMY COCTaBY.

[1K 1.8. OcymiectBasTh TenehoHHOE 00CTyKHUBaHNUE, IPUHUMATH U MepeaBaTh (haKChI.

I1K 1.9. OcymiecTBasTh MOATOTOBKY JIEJ K Iepeavye Ha apXUBHOE XpaHEHHE.

ITK 1.10. CocTaBnsiTh OMUCH JIEN, OCYIIECTBISATH MOATOTOBKY JEN K Mepefade B apXuB OpraHu3a-
L[UU, TOCYAAPCTBEHHBIE U MYHUILIUTIAJIbHbIE APXUBBI.

A/01.3 Ilpuem u pacnpeenenue Tene(OHHBIX 3BOHKOB OpTaHU3AIIHH.

A/02.3 Opranu3zanus paboThl C TOCETUTEIIIMU OPTaHU3AIIUH.

B/01.5 Opranusanus paboThl ¢ JOKyMEHTaMH.

B/02.5 Opranuzanus TeKymero XxpaHeH!s JOKYMEHTOB.

B/03.5 Opranusarust 06pab0TKH el A MOCIEAYIONIET0 XPaHeHHUS.

Breimycknauk, ocBousmmii [IIICC3, momkeH o0agaTh OOMKUMH KOMIETSHIIMSIME, BKIIFOUAIOIUMU
B ce0s1 CIOCOOHOCTH:

OK 1. IloHuMaTh CYIIHOCTb M COIMANIbHYIO 3HAUUMOCTh CBOEH Oyayiiei npodeccuu, IposiBIsATh
K HEH YyCTOMYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO NESTEIHHOCTb, BHIOMpATh THUIIOBBIE METOJBI M CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHAIBHBIX 33/1a4, OLIEHUBATh UX 3()P(HEKTUBHOCTH U KayeCTBO.

OK 3. IlpuHHMMAaTh peleHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUsAX U HECTU 3a HUX OTBET-
CTBEHHOCTb.

OK 4. OcyuiecTBisTh MOUCK U MCIIOJIb30BaHUE WH(POpMALUU, HEOOXOAUMOM 11 3PEKTUBHOTO
BBINOJIHEHUS TPO()ECCHOHAIBHBIX 3a/1a4, TPOPECCUOHATIBHOIO ¥ IMYHOCTHOTO Pa3BUTHUS

OK 5. Hcnonb3oBarh MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU B MPOQecCHOHATbHON
JESTEIBHOCTH.

OK 6. Paborarp B KOJJIEKTHBE U KOMaH[e, 3pPEeKTUBHO OOIIATHCS C KOJJIETaMH, PYKOBOJICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpatp Ha ce0s1 OTBETCTBEHHOCTh 32 pabOTy YJICHOB KOMAaH[bI (MTOAYMHEHHBIX), PE3YIbTaT
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BBIIIOJTHEHUS 3aJaHUH.

OK 8. CaMOCTOSTEeNbHO OMpeAessaTh 3a1a4uu MpodheCCUOHATBLHOTO U JUYHOCTHOTO Pa3BUTHSA, 3a-
HUMATbhCA CaMOO6paBOBaHI/IeM, OCO3HAaHHO IJIaHUPOBATH MMOBLINICHUC KBaJII/Iq)I/IKaHI/II/I.

OK 9. OpueHTHpOBaTHCS B YCIOBHSIX YaCTONH CMEHBI TEXHOJIOTHIA B MPOGECCHOHATBHON IESITEIb-
HOCTH.

AnantupoBaHHas oOpa3oBaTebHas MporpamMma MpohecCHOHATBPHOTO MOAYJS MOXKET OBITh HC-
MOJIb30BaHa B JIOTIOJIHUTEILHOM NMPOo(ecCHoHAIbHOM 00pa30BaHMU (B MPOrpaMMax MOBBIIICHUS KBaJIH-
(bUKaIMu 1 MepenoAroTOBKM) U MPO(PeCCHOHATBHOM MOATOTOBKE PAaOOTHUKOB B 00JIACTH JEITOTIPOU3BOI-
CTBa, MPH HATUMYHUU CPEIHEro (TIOTHOr0) 00IMIero 0Opa3oBaHus U OCHOBHOTO 001Iero oopa3oBaHusl.

OmnbIT paboTHI HE TPEOyeTCSI.

1.2.00beKThI NPO(pecCHOHATIBLHOM AeITeJIbHOCTH BbIIIYCKHUKOB MPH U3y4eHUuH npodeccuo-
HAJBHOT0 MOJYJIAA

OObexTamu poheCCUOHATTLHON AEATEIIbHOCTH B paMKaX U3y4yaeMOM TUCIUIUTMHBI SIBJISIOTCS:
- JOKYMEHTBI, CO3/IaHHbIE JIIOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS;
- CUCTEMBI JJOKYMEHTAITMOHHOTO 00ECTIeUeHH sl YIIpaBICHUS;
- CUCTEMBI NIEKTPOHHOTO JOKYMEHTOOO0POTa;
- apXUBHBIE IOKYMEHTBHI;
- IEPBUYHBIE TPYIOBBIE KOJUICKTHUBBI.

1.3. LHeau u 3apa4um MoyJisi, Tpe0OOBaHUSA K pe3yJbTaTaM o0y4yeHHs M0 NpodecCHOHATHLHOMY MOAY-
JII0

C uenpio OBIAJCHHS YKa3aHHBIM BUIOM MPO(ECCHOHATBLHON IEATEIBHOCTH W COOTBETCTBYIOIIH-
MU Tpo¢eCCHOHATBbHBIMUA KOMIETEHIIMSIMU 00y4JaloIUics B X0/1€ OCBOECHUS MPO(EeCCHOHATBFHOTO MOAY-
JIS. IOJKEH:
HMeTh MPAKTUYECKUI ONBIT:
- OpraHu3aluu JOKYMEHTAIlMOHHOTO oOecledeHusl ynpaBieHus U (QYyHKIMOHUPOBAHUS OpraHu3a-
LuH;

YMeTh:
- IPUMEHATh HOPMATUBHbBIE [TPABOBBIE AKTHI B YIPABICHUECKOI AeSTEIbHOCTH;
- IOATrOTaBIUBATH MPOEKTHI YIIPABICHUYECKUX PEIICHUM;
- 00pabaThIBaTh BXOMASIINE U UCXOMASIINE TOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTABIATh HOMEH-
KJIATypy el U GOpMHUPOBATH JOKYMEHTHI B JIeTIa;
- TOTOBUTH U IPOBOJAUTH COBEIAHUS, I€JIOBbIE BCTPEUH, MPUEMBbI U IPE3CHTAINH;
- IV1 — 0dopMIISITE TEKCTOBBIE PaOOTHI U COBEPIIATh KOPPEKTYPHYIO MPABKY TEKCTOB;
- Y2 — opranu3oBsiBaTh paboTy ¢ JOKYMEHTaMH, COAEPKAIMMH KOH(UICHIINATbHYIO HHPOpMa-
1058:0)
- IY3 — nmpuMeHsTh IpaBO Ha MOMCK, MOJYYECHHUE U UCTOJIb30BaHUE HHPOpMAIINH;
- IV4 - sddexTuBHO TPOBOAKTH ACIOBYIO Oeceny;
YA/01.3 - YcranaBauBaTh KOHTaKT ¢ COOECETHUKOM, TMOJIJICPKUBATHh U pa3BUBATh JEJIOBYIO Oecemy
B Ipoliecce Tese(OHHBIX ePEroBOPOB;
YA/02.3 - BecTn y4ueTHbIE (POPMBI, UCIIOIB30BAaTh UX JIJIS pabOTHI;
YB/01.5 - cxembl TOKyMEHTOO0O0POTA;
YB/02.5 - pa3zpabaTbiBaTh HOMEHKJIATYPY JI€JI CTPYKTYPHOTO TOpa3ACICHUS;
VYB/02.5 - cucteMaTu3nupoBaTh JOKYMEHTHI BHYTpH JI€Na;
YB/03.5 - cocTaBaaTh OMKUCH JIeJT TOCTOSHHOTO U BPEMEHHOTO CPOKOB XPAaHEHUS B COOTBETCTBUHU C
JNEUCTBYIOIIMMHA HOPMATUBHO-METOJANYECKUMH JOKYMEHTAMH.

3HATh:



- HOpMaTUBHBIE TIPABOBBIE AKTHI B 00JIACTH OPraHu3aliy YIPaBICHYECKOMN e TEIbHOCTH;

- OCHOBHBIE MPABHJIa XPAHEHUS U 3aLIUTHI CIyXkeOHOW HHpopManuu;

- 131 — ucTopuyecku CIOKUBIINECS OCHOBBI OpTraHU3AIMK CIYKObI TOKYMEHTAallMOHHOTO o0ecrie-

YEeHUS yNpPaBICHNUS;

- 132 - ocHOBHBIE IIpaBUJIa CO3/1aHUS COBPEMEHHBIX YIIPaBIECHUECKUX JOKYMEHTOB;

- 133 —uHbOpMAaIIMOHHO-IPABOBBIC HOPMHI,

- J134 — 0coGeHHOCTH OpraHU3aluU CEKPETAPCKOro 00CIYy)KMBAaHUS U TEXHOJIOTUH OOILECHNUS;

3A/01.3 - mpaBuiia B3aUMOICHCTBUS C TApTHEPAMH, KIIMEHTaMH, CPEJICTBAMHA MacCOBOM MH(opMaIuu;

3A/02.3 - mpaBuia OpraHu3aly nIpruemMa rnoceTuTenei;

3B/01.5 - mpaBuia paboTHI ¢ BXOAAIIUMH, UCXOASIIUMHA U BHYTPEHHUMH TOKYMEHTAMU;

3B/02.5 - Buabpl HOMEHKJIATyp, oOmme TpeOoBaHMS K HOMEHKJIATYypEe, METOAWKA €€ COCTaBJICHUS H
odopmIIeHNS;

3B/03.5 - mpaBmiia COCTaBIICHUS OMHCHU /€] MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPAaHEHHUS B COOT-
BETCTBUH C JICHCTBYIOIIMMU HOPMATUBHO-METOAMUYECKUMHU JJOKYMEHTAMU;

Cnenuanuct no J0KyMEHTAHOHHOMY OO€CTeYeHHUI0 YIpaBleHHs, apXUBUCT (6a30BOH Mo-
TOTOBKH) JIOJKEH 00J1a71aTh 00IIMMH KOMIIETEHIIMSIMH, BKJIIOYAIOIKUMHU B C€0s CIOCOOHOCTD:

OK 1. [loHnmaTh CyIIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOEH Oyaymiei npodeccun, mpo-
SABJIATH K HE YCTOMYMBBIA UHTEPEC.

OK 2. Oprann3oBbsiBaTh COOCTBEHHYIO AEATEILHOCTH, BHIOUPATh THUIIOBBIE METOJIBI M CTIOCO-
OBl BBITIOJHEHUS PO ECCUOHANBHBIX 3a7a4, OLEHUBATH UX 3P (HEKTUBHOCTH U Ka4yeCTBO.

OK 3. [IpuHumaTth peuieHus: B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYAallUSIX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBaATh MOKWCK W UCIIOJIb30BaHUE HHPopManuu, HeoOXoaumMon st 3¢ PeKTHB-
HOTO BBITIOJTHEHUS MPOPECCHOHANBHBIX 3a7a4, MPOPECCHOHATBHOTO U JMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonws3oBarh WH(OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUM B Tpodeccuo-
HaJLHOHN IEeITECIbHOCTH.

OK 6. Paborarp B KOJJIEKTUBE M KOMaHAe, 3(pPeKTUBHO 00MATHCA ¢ KOJUIETaMH, PYKOBOI-
CTBOM, TOTPEOUTEIISIMH.

OK 7. Bbparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy UYJIECHOB KOMaHIbl (IOJYMHEHHBIX), pe-
3yJbTAT BBHIMOJHEHUS 3a1aHUM.

OK 8. CaMOCTOSATENbHO ONpPEneATh 3a1a4i MPo(pheCcCHOHATHHOTO U JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThCSl CaMOOOpa30BaHNEM, OCO3HAHHO IJIAHUPOBATh MOBbBIIIEHNE KBATU(DUKALINH.

OK 9. OpueHTHpOBaTHCS B YCIOBHIX YaCTON CMEHBI TEXHOJIOTHH B MPOGECCUOHAIBHON Jesi-
TEJIbHOCTH.

Cnenuanuct no J0KyMEHTAHOHHOMY OO€CTeUYeHHUI0 YIpaBleHHs, apXUBUCT (6a30BOH Mmo-
TOTOBKH) JIOJDKEH 00JIafaTh CIAEAYIONIUMU NPOodecCHOHAIBHBIMI KOMMIETEHIUSIMU U TPYAOBBI-
MU QyHKUMSAMU:

[IK 1.1. KoopaunupoBaTh paboTy opraHuzanui (IPpUEMHON pyKOBOAWTEIS), BECTU MPUEM IIO-
ceTuTenei.

[IK 1.2. OcymiecTBasTh pabOTy MO MOJATOTOBKE M MPOBEACHUIO COBEIIAHHM, JIEIOBBIX BCTpPEY,
MPUEMOB U TIPE3EHTALIHM.

[IK 1.3. OcymiecTBISTh MOATOTOBKY JAETIOBBIX MOE3J0K PYKOBOTUTENS M JAPYTUX COTPYIHUKOB
OpraHH3alHH.

[IK 1.4. Opranu3oBsiBaTh pabodyee MECTO CeKpeTapsi U PyKOBOJIUTETIS.

[IK 1.5. OpopmMisiTh U PErUCTPUPOBATh OPraHU3ALUOHHO-PACIIOPAIUTENbHBIE JTIOKYMEHTHI,
KOHTPOJIHPOBATh CPOKH UX MCTIOTHECHHUS.

[1K 1.6. OGpabaTsiBaTh BXOIAIINE W UCXOMAIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTaB-
JSTh HOMEHKIIATYPy JeN U (POpMUPOBATH TOKYMEHTHI B JIEJa.

[1IK 1.7. CamocTosTeNbHO paboOTaTh ¢ JOKYMEHTAMH, COACPKAIUMU KOH(DHICHIIMAIBHYIO WH-
dbopMalinio, B TOM YHUCIIE C TOKYMEHTAMH IO JTIHNIHOMY COCTAaBY.



[1K 1.8. OcymiectBasTh TenehoHHOE 00CTyKMBaHNUE, IPUHUMATH U MepeaBaTh (haKChI.

I1K 1.9. OcymiecTBasTh MOATOTOBKY JIEJ K Mepeave Ha apXUBHOE XpaHEHHE.

ITK 1.10. CocTaBnsiTh OMUCH JEJ, OCYIIECTBIISITH MOATOTOBKY JIeJ K IMepeIaye B apXuB OpPTraHU-
3allid, TOCYJapCTBEHHbIE U MYHHUIIUIAIbHbBIC APXUBBHI.

A/01.3 Ilpuem u pacnpeenenue Tene(OHHBIX 3BOHKOB OpTaHU3AIIHH.

A/02.3 Opranu3zanus paboThl C TOCETUTEIIIMU OPTaHU3AIIUH.

B/01.5 Opranusanus paboThl ¢ JOKyMEHTaMH.

B/02.5 Opranuzanus TeKymero XxpaHeH!s JOKYMEHTOB.

B/03.5 Opranusarust 06paO0TKH el A MOCIEAYIONIET0 XPaHeHHUS.

1.4. Kontu4vecTBO 4acoB Ha 0CBOEHHMe POrpaMMbl NpodeccHoOHATbHOT0 MOAYJIA:

Bcero — 612 yacoB, B TOM 4HCIIC:

MaKCUMaJIbHOM Y4eOHOM Harpy3Kku oOydaromerocs — 558 4acoB, BKITIOUas:
00s13aTeNIbHON ayTUTOPHOM yueOHOI Harpy3ku oOydaromerocs — 372 yaca;
CaMOCTOSTENIbHON paboThl oOydaromierocs — 186 4acos;

yueOHOH npakTHKH — 18 yacos;

MPOU3BOACTBEHHON MPAKTUKU — 36 4acoB.



2.PE3YJIBTATbBI OCBOEHUSA NIPO®PECCHUOHAJBHOI'O MOAYJIA

Pe3ynmpTaTroM OCBOEHHSI TPHUMEPHOH MpPOrpamMMbl TPOPECCHOHATHLHOTO MOMYJIS  SIBIISCTCS
OBJaJicHHEe OOydJaronmmMMucs BUIOM TpodeccuoHanbHOM aestenbHocTd IIM. 01  Opranm3anusi
AOKYMEHTAIMOHHOTO o0ecleyeHusl ynpaBjeHus M (YHKIMOHWPOBAHUS OPraHM3allMM, B TOM
grcine npodeccuonanbHbiMu (I1K) u 06mumu (OK) koMrieTeHITUsSAMU U TPYJOBBIMU (DYHKITUSMHU:

IIK 1.1. KoopaunupoBaTh paboTy opraHu3anui (IPUEMHON pyKOBOAWTEINS), BECTU MPHEM IOCE-
TUTEJEH.

[1K 1.2. OcymiecTBasTe paboTy MO MOATOTOBKE W TPOBEICHUIO COBEIIAHUM, ICIOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALUN.

[1K 1.3. Ocy1iecTBiasTh NOATOTOBKY JEIOBBIX MOE3J0K PYKOBOJUTENS U APYTUX COTPYIHUKOB Op-
TaHHU3AIIH.

[1K 1.4. Opranu3oBbIBaTh pabouee MEeCTO CEKpeTapsi U PyKOBOAUTEIIA.

IIK 1.5. OdopMnaTh U perucTpupoBaTh OpPraHU3ALMOHHO-PACTIOPSIUTENIbHBIC JOKYMEHTHI, KOH-
TPOJUPOBATH CPOKHU UX MCIOJTHEHUSI.

[IK 1.6. O6pabareiBaTh BXOIAIINE U UCXOSIINE JOKYMEHTBI, CACTEMATHU3UPOBATh UX, COCTABIISAThH
HOMEHKJIATYpY Z1e] U GOpMHUpPOBAThH JOKYMEHTHI B Jea.

[IK 1.7. CamocTosiTenbHO paboTaTh C JOKYMEHTaMH, COACpPXAIMUMU KOH(DHICHIIMATBHYIO WH-
¢dbopMaruio, B TOM YHCIIe C TOKYMEHTaMH IO JINYHOMY COCTaBY.

[1K 1.8. OcymiectBasTh TenehoHHOE 00CTYKMBaHNUE, IPUHUMATH U MepeaBaTh (haKChI.

[1K 1.9. OcymiecTBasTh MOATOTOBKY JIEJ K Iepeave Ha apXUBHOE XpaHEHHE.

ITK 1.10. CocTaBnsiTh OMUCH JIEN, OCYIIECTBIAThH MOATOTOBKY €N K Mepefade B apXUB OpraHu3a-
LU, TOCYAApCTBEHHBIE U MyHUILIUTIAJIbHbIE APXUBBI.

A/01.3 Ilpuem u pacnpeenenue Tene(OHHBIX 3BOHKOB OpTaHU3AIIHH.

A/02.3 Opranu3zanus paboThl C TOCETUTEIIIMU OPTaHU3AIIUH.

B/01.5 Opranusanus paboThl ¢ JOKyMEHTaMH.

B/02.5 Opranuzanus TeKymero XxpaHeH!s JOKYMEHTOB.

B/03.5 Opranu3zamus o0pabOTKH A€ IS TOCISAYIOMEro XpaHEHUSI.

OK 1. IloHuMaTh CyIIHOCTh M COIMATBHYIO 3HAYUMOCTh CBOEH Oyaymieil mpodeccun, mposis-
JISITh K HEW YCTOMYMBBIM UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO 1€ATEIbHOCTh, BRIOUPATh TUIIOBBIE METOABI H CIIOCOOBI
BBIIIOJIHEHUS PO ECCUOHAIBHBIX 3a/]a4, OLIEHUBATh UX 3(P(HEKTUBHOCTH U KAUECTBO.

OK 3. IIpuHuMaTh pemeHus B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYAIUAX U HECTH 3a HUX OT-
BETCTBEHHOCTb.

OK 4. OcymiecTBIsTh HOUCK U HUCIIONIB30BaHNE HH(POpMAIUU, He0OX0oauMOon 11 3G (HEeKTUBHO-
r'o BBIIIOJIHEHUSI PO ECCHOHANBHBIX 33]a4, TPOPECCUOHAIBHOIO U IMYHOCTHOI'O Pa3BUTHS.

OK 5. Hcnonb3oBaTh UHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B MpodeccuoHab-
HOH IeITEeIbHOCTHU.

OK 6. Paborate B KOJUIEKTUBE W KOMaHze, 3(pQPeKTUBHO 0OMATHCA C KOJUIETaMHu, PYKOBOJ-
CTBOM, TOTPEOUTEIISIMH.

OK 7. bpatp Ha ce0s1 OTBETCTBEHHOCTh 32 padOTy UJICHOB KOMaHABI (MIOJYMHEHHBIX), PE3YIib-
TaT BBIOJIHEHHUS 3aJaHUi.

OK 8. CamocTosTeNbHO ONpeaeNsaTh 3a4aun NpodhecCHOHATBHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHMMAaThCs CaMOOOPa30BaHUEM, OCO3HAHHO ITUIAHUPOBATh MOBBIIIEHNE KBATHU(PUKALINH.

OK 9. OpueHTHpOBATHCS B YCIOBUSX YAaCTOM CMEHBI TEXHOJIOTHH B mpodeccrHoHanbHO# aes-
TEIbHOCTH.
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3.1. TemaTnuecknii IJIaH Npo(

3.CTPYKTYPA U COAEP KAHUE INPO®ECCHUOHAJIBHOT'O MOAYJA

€CCHOHAJILHOT'0 MOJYJIH

Koas! npogeccuo- HaumeHoBaHus pa3s- Bcero OGbeM BpeMeHH, OTBeIeHHBI Ha 0CBOEHHE MeXKTUCHUITHHAPHOrO Kypca (KypcoB) Ipaxkmuxka
HATBHBIX KOMIIE jenos rlpoq)eccno-* acos Oos3aTejbHasi ayIUTOPHAs y4yeOHas CamocrosiTeJbHast padoTa odyuyaromerocsi, | Koncyib- YueoHas, Ilpouseoo-
TEHIUH 1 TPYAOBBIX HATLHOTO MOZLy.Ist (naxc. HArpy3Ka 00y4anuierocst 4acoB TAlMH, 4acoB cmeennas,
bymctumit YuetHaA Bcero, B T.4. B T.Y., Jacos wacoe
sz))j’f_a 4acoB naﬁogampnue Kypgonaﬂ Bcero, g ) = (egzlz; ,Zf,if,ﬁ'
aGoThI U aGora s = LoE .
muKu) npglqrnqecmle (rll)PoelcT), Aacon o § § % g E o % 2 paccpedomo-
3aHATHSA, 94acoB e gsged e g § ] YeHHan npax-
4acoB m&Zass mEHEE & muxka)
1 2 3 4 5 6 7 8 9 10 11 12
IIK 1.5.-1.7.,1.9.- | Pa3mea 1. 279 186 110 6 93 - - - 10 -
1.10. (MIK.01.01.) doky-
B/01.5, B/02.5, MEHTAI[MOHHOE 00ec-
B/03.5 NIEYECHHUE YIPABICHUS
K 1.5.,1.7. Pasnen 2. 165 110 70 - 55 - - - 2 -
(MIK.01.02.) ITpa-
BOBOE pEryJIupoBa-
HUE YIPaBJIEHYECKOM
JIEATEIbHOCTH
nK1.1.-1.4.,1.8. Paznen 3. 114 76 56 - 38 - - - 6 -
A/01.3, A/02.3 (MJK.01.03.) Op-
raHu3ainus cekperap-
CKOT'0 00CITY)KUBaHUS
IIK 1.1.-1.10. YueOHasi NpaKTHKA, 18 18
A/01.3, A/02.3 4acoB
B/01.5, B/02.5,
B/03.5
1K 1.1.-1.10. IIpou3BoACTBEeHHAN 36 36
A/01.3, A/02.3 NMPAaKTUKA, 4aCOB
B/01.5, B/02.5,
B/03.5
Bcezo: 612 372 | 236 6 | 186 | - 18 36

* Pasnen PpOo(ECCHOHATBHOTO MOJYJISI — YaCTh IPOTrPaMMBI MPO(HECCHOHATBHOTO MOIYJIsI, KOTOpasi XapaKTePU3yeTCs JIOTHUSCKOW 3aBEPIICHHOCTHIO M HAIIPABICHA HA OCBOCHHE OJI-
HOW WJIM HECKOJIBKHX MPO(ECCHOHATBHBIX KOMIICTCHINH. Pa3ien nmpodeccnoHanbHOr0 MOIYISI MOXKET COCTOSTh M3 MEXKTUCIMIUTMHAPHOTO Kypca WM €r0 YacTH U COOTBETCTBYIOIIMX Ya-
cTell yueOHON 1 MPOM3BOICTBEHHON NpakTHK. HamMeHoBaHMe pasfena mpodecCHOHATBPHOTO MOIYJIS JOHKHO HAYMHATHCS C OTIIIATOJIBHOTO CYIIECTBUTEIHLHOTO M OTPAKaTh COBOKYITHOCTh
OCBaMBaeMbIX KOMIIETCHLUH, YMEHUHN U 3HAHU.
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3.2. Conep:xxanue o0yueHusi no npodeccnoHaabHomMy Moy (IIM)

HaunMeHoBaHMe pa3esioB NMpo- Coaep:xanue yueOHOTO MaTepuaJa, JJabopaTopHbie padoThl M MPAKTUYECKHE 3aAHITHS, CAMOCTOSITEIb- Oo6bem YpoBenn
deccuonanbnoro moay.s (IIM), Has padoTa o0yyawummuxcs, KypcoBas padora 4acoB 0CBOCHUS
MEKIUCHUIUINHAPHBIX KyPCOB
(MIK) u Tem
1 2 3 4
Pa3znen 1 IIM 01. 279
(M/JIK.01.01.) JlokyMeHTA K- (186+93
OHHOE ofecnevyeHne ynpas- ¢/p)
JIEHUsl
Tewma 1.1. UcTopus pazsutus 4
JnenonpousBonacTtsa B Poccun. Conepskanue 2
(Tewa dobasrena sa cuem sapua- 1 [ Yeropust pa3BUTHS /1€J10NPOM3BOACTBA B Poccun 2
ot uacm) IIpakTHYeckoe 3aHATHE 2 2
1 | Onpenenenue npuHaIISKHOCTH JOKYMEHTOB K IIEPHOILY JIEIONPOM3BOJICTRA
Tema 1.2. OcHOBHBIE OHATHS 10
penonpousoacTsa. Opranu- | Copepikanue 6
3a0us CITyKObI IOKYMEHTAIU- | 1 | [[onsTHe AeJIONPOU3BOACTBA M (POPMBI €r0 OPraHu3anun 2
OHHOTO O0eCTeueHUs yIpaB- Jenonponssoncto. JlokymeHTHpoBaHHe. JIOKyMEHTaMOHHOE obecnedeHue. JoKy-
nenns (A0Y) MeHTo000poT. O0BeM J0KyMeHTooOopoTa. Kareropun mpeanpusruii mo odsemy 10-
(Tema dobasnena sa cuem eapua- KyMeHT0000poTa. DOpMBI BEICHUS ENTONPON3BOICTBA.
HLGHO Hacy) 2 | Jlon:KHOCTHOIT cocTaB cay:kon1 JIOY.
3 | UncaeHnnslii coctaB cay:kob1 JJOY.
IpaKTHYeCcKoe 3aHsATHE 4 2
1 | Beibop dhopmbl BeneHHs IEIOMPOU3BOJICTBA B 3aBUCUMOCTH OT 00BbeMa JOKYMEHTO-
obopoTta
2 | Opranuzanus cinyx0osl IOY
Tema 1.3. Jlokyment. bianku 16
JUTSL TOKYMEHTOB. Coaepskanue 6
(Tema dobasnena sa cuem 6apua- 1 | Housitue goxkymenta. Knaccupukanus qokymenTos. FOpuandeckas cuiaa qoKy- 2
MUBHOU wacmu,) MEHTA.
2 | YHuUKaIus U CTAHAAPTH3AIUSI TOKYMEHTOB
3 | Buasl 1 Ha3HaYeHUE 0JIAHKOB

bnank noxymenTa. Bunbl 0JaHKOB 110 COCTaBY M pPacHOJIOKEHUIO pEKBU3UTOB. braHku
¢ m3o0pakeHUEM ToCyIJapCTBEHHOTO repba, repba cydowrekra dexepanun. IMOiema
WJIM TOBAapHBIH 3HaK opranu3anuu. Kon opranmsanuu. Ko ¢popmsl tokymenTa.
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IIpakTH4Yeckoe 3aHATHE

10

Omnpenenenne KiacCU(pUKAIUOHHBIX PU3HAKOB JOKYMEHTA

OrnpezenieHne PUINYECKON CUITBI IOKYMEHTA

Paccmorpenue 'OCT P 6.30-2003

Paccmotpenue I'C/IOY

OB WIN -

Cosnanue 0J1aHKOB

Tema 1.4. CoBpemMeHHBIN

YIIPABJICHYECKUI JOKYMEHT
(Tema dobasnena 3a cuem sapua-
MUBHOU wacmu,)

16

Con

ep:KaHHe

DopmyJisip 1 PEKBU3UTHI IOKYMEHTA

3aKkoHO/MaTENbHBIE ¥ HOPMAaTHBHBIC aKThl, YCTAHABJIMBAIOIINE TpaBuia oQopMiIeHUs
nokyMeHToB. Dopmyisip-oOpa3er] Kak OCHOBA €IMHON CXEMbI TOCTPOCHUS JOKYMEHTA.
OdopmiieHre peKBU3UTOB, YCTAHOBICHHOE TOCYIAPCTBEHHBIM CTaHIAPTOM.

ABTtop nokymeHTa. CripaBo4HbIe JaHHBIE 00 aBTOpE. Jlata cocTaBlieHus, MOANMMCAHNUS,
OMyOJIMKOBaHUS, BCTYIJICHUS JOKyMEeHTa B cuiny. JlaTel 00paboTku mokymeHTa. [Ipa-
BUJIa OPOPMIICHHS JaThI.

Peructparnmonneiii HoMep JOKyMeHTa. MeCTO COCTaBIECHUS WU U3IaHUS.

Anpecar nokymenTa. [Topsmok odopmiieHHsT HECKOIBKHX aJpEcaToB Ha JITOKYMEHTE.
AnpecoBanue 1oKkyMeHTa pusznueckomy juily. OdopmieHre mouToBOTO aapeca.
Copepxanne noxkymenta. [lopsimok ero odopmiaeHusi. DIEMEHTHI TEKCTa: 3aroJIOBOK,
MIPUITOKEHUS.

CornacoBaHue JOKYMEHTA.

CocraB yaocroBepenust aokymenta. [loamuce. IlpaBo moamucu. CocTaB MOINKCH.
[Moanuce ropumnueckux aul. [loanuen no noBepeHHOCTH. PAKCUMUIIBHBIE MOAIUCH.
Ileyatn, ux BUALI. 3aKOHOAATEIBLCTBO 00 M3rOTOBJIIEHHWM U IMOJIL30BAHHMH I€YATAMHU.
VYTBepxkIeHre JOKyMeHTa. Bupl yTBepxknaeMbIx JoKyMeHTOB. D@opMbl rpuda yrBep-
JKJICHHS.

Pe3omronusi, TpeboBanus K ee comepkanuto, ohopmieHuto. OTMETKH Ha JOKYMEHTE.
HX posib B TOBBIIIIEHUH ONEPATUBHOCTH MPOXO0KIACHUS, UCTIOTHEHHS JOKYMEHTOB.
OcobenHoctu oopmileHUsT INEKTPOHHOTO JMOKyMeHTa. [IpoOiema mpaBOBOTO PEkKU-
Ma. PeKBU3HTHI, yCTaHABIMBAIOIINE OTBETCTBEHHOCTh 3a CojAeprKaHue, Gopmy, T0CTO-
BepHOCTh mnepenaun uHpopmanuu. CoriiacoBaHue W TOMAMUCAHUE. DIEKTPOHHO-
udpoBast MOIMUCH.

TpeOoBanus K JTOKyMEHTAM NPHU UX U3rOTOBJICHHH HA NEYaTHBIX YCTPOHCTBax
[ToHATHE «TEKCT NOKYMEHTa» MpHU Pa3IUYHBIX criocodax AokymMeHTupoBaHus. [Ipo-
CTBIC M CJIO’KHBIE TOKYMEHTHl. Biusinue Gpopmbl JoKyMeHTa Ha ero cojepxanue. Tpe-
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| GoBaHme YeTKOCTH, KPATKOCTH, ICHOCTH.

IIpakTHYeckoe 3aHATHE 8 2
1 | OdopMieHre peKBU3UTOB
Tema 1.5. Odopmienue ma- 14
[IMHOITMCHBIX TEKCTOB Coaepskanue 6
;%ZZSZZZ’ZS’“ 3¢ cuem sapua- 1 | IpaBuia opopmiieHHs MAIIMHONKMCHBLIX TEKCTOB. 2
[Tons mammHONMUCHON cTpaHuUIbl. AO3all W KpacHas CTpoka. MHTepBaibl B TEKCTe.
3naku npenvHanus. [lepenoc, Tupe, aeduc. 3HaKW, OTCYTCTBYIONINE HA KJIaBHATYPE.
2 | IpaBujia ogopmiieHHsI TA0JIHI B TEKCTE
3 | KoppekTypHble 3HAKH
IIpakTHUYecKoe 3aHsATHE 8 2
1 | IIpaBuna opopmiieHHsT MAITMHOMUCHBIX TEKCTOB
2 | Odbopmienue TabnuIl B TEKCTE JOKYMEHTA
3 | Ucnonb3oBaHre KOPPEKTYPHBIX 3HAKOB B MPABKE TOKYMEHTA
4 | OdopmieHre MalIMHOMUCHBIX TEKCTOB U UX KOPPEKTUPOBAHHE
Tema 1.6. Opranuzanus 10- 20
KyMEHTO000pOTa Conepxanue 12
1 | Opranusanmusi paéoThl ¢ JOKYMeHTaMHU (JOKYMEHT0000poTA). 2
2 | lIpuem u 06padoTKa MOCTYNAKINUX TOKYMEHTOB 3
3 | O6paboTKa BHYTPEHHHX JOKYMEHTOB 3
4 | O6paboTKa HCXOASAIIHX JOKYMEHTOB 3
IIpakTHUYecKoe 3aHsATHE 8 2
1 | Opranuzamnus o6pabOTKH BXOSAIINX TOKYMEHTOB
2 | OOpaboTKa BHYTPEHHUX JOKYMEHTOB
3 | O6paboTKa UCXOMSIINUX JOKYMEHTOB
Tema 1.7. CucremaTu3amus 12
uH(opMaluu ConepxaHue 2
1 | Cucremarusauus uadpopmanun 2
IIpakTHyeckoe 3aHATHE 10 2

Cucremaru3zanus JOKyMEHTOB 1O aJI()aBUTHOMY ¥ HOMUHAJILHOMY MTPU3HAKY

CucremaTu3zanys JOKYMEHTOB 10 XPOHOJIOTHUECKOMY U DKCIEPTHOMY ITPU3HAKY

CucreMaTtu3zalys JOKYMEHTOB 110 reorpaduyecKkoMy MPU3HAKY U IO HOMepaM

CucreMaTuzanys JOKYMEHTOB 10 TEMaM U aBTOPCKOMY IIPU3HAKY

P WINF

[TpenmeTHo-1IMpoBas cucTeMaTu3alys U 0 KOPPECHOHIEHTCKOMY TPU3HAKY
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Tema 1.8. OT™MeETKH Ha JTOKY-

10

MCHTax Coaep:xkaHue 6
1 | OTMeTKM HA TOKYMEHTaX KaK yKa3aHue Ha padoTy ¢ JOKYMeHTaMH 2
2 | llpocTaBjieHHE 0TMETOK HA IOKYMEHTAaX 2
IIpakTHYeckoe 3aHATHE 4 &l
1 | Mpocrasnenne 0TMETOK Ha JOKYMEHTAaX
Tema 1.9. Cucrembl JOKyMeH- 30
Tauuy. Hasnauenue u cocTaB | Cogep:xanne 6
CHCTCMBI OpPraHNU3aIHOHHO- 1 | MecTo cMCTEMBI OPTaHNU3ANMOHHO-PACTIOPSITATEIbHON TOKYMEHTAIIHM B CHCTEMe 2
pacropAIUTCIEHON TOKYMCH- ynpasJieHHsl. JJOKYMEHTbI CHCTeMbI PACIOPSIIUTEIbHON JOKYMEHTALUH.
Tannn 2 | JIoOKyMeHTHPOBAaHHE AeITEILHOCTH KOJUIETHAILHLIX OPraHoB.
3 | HazHayeHHe M COCTAB CNIPABOYHO-HH(pOPMAIHOHHOI TokyMeHTanuu. [lepenucka
KaK oco0asi rpynna B CNPaBOYHO-HH(POPMALMOHHOM T0KYMEHTALMH.
4 | Tpe6oBanusi K O(OPMJIEHHIO CNPABOYHO-UH(POPMANMOHHONW JTOKYMEHTAIHH.
Ha3nauenmue, coctaB n Tpe0OBaHUsSI K 0QPOPMJICHHIO OPTaHU3ALMOHHON TOKYMEH-
TallMH.
5 | MHcTpyKIMs Mo 0XpaHe TPYAAa U TeXHUKe 0e301aACHOCTH.
IIpakTHyeckoe 3aHATHE 24 2
1 | Onpenenenne NpUHAUIEKHOCTH JOKYMEHTOB K rpynmnam OPJ]
2 | Cocrapiienne u 0(hOpMIICHHE pEIICHUI
3 | CocraBienue u opopmiIeHHE TOCTAHOBICHUI
4 | CocraBnenue u oOpMIICHHE TPUKA30B IO OCHOBHOM JIEATEIHHOCTH
5 | CocraBnenue u oopmiieHHE BBIMUCKH U3 MPUKA3a 10 OCHOBHOM JNESATENIbHOCTH
6 | Pa3paboTka npoekTa HHCTPYKLIMU 110 BEICHUIO JETONPOU3BOJICTBA B OPraHU3aLuU
7 | Pa3zpaboTka nmpoekTa TOJDKHOCTHON HHCTPYKIIMH CEKpeTaps
8 | PazpaboTka mpoekTa MHCTPYKIIUU MO COOJFOJICHUI0O HOPM TEXHUKH O€30MaCHOCTH Ha
paboyeM MecTe 1eT0NPOU3BOAUTENS
Tema 1.10. Perucrpanus no- 12
KyMCHTOB Copnepxanne 2
1 | Perncrpanus kak coctaBHasi yactb TexHosaoruu J10Y. UupopmanuonHo- 2
crnpaBo4yHas padora mo fokymeHTam. [loHaTHE perucTpaiuu J0KyMEHTOB. Xapak-
TEPUCTHKA COBPEMEHHBIX PETUCTPAIIMOHHBIX (hOpM.
IIpakTHyeckoe 3aHATHE 10 2

1 ‘ Perucrpanus BXoasiero JOKyMeHTa
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PGFI/ICTpaL[I/I}I HUCXOAAIICTO JOKYMCHTA

Perucrpanust BHyTpeHHETo T0KyMEeHTa

KOMHBIOTepHBIG TCXHOJIOTHUU PCTUCTPALIU JOKYMCHTOB

Al wIN

Briaua konuii ¢ TOKYMEHTOB U CIIPABOK

Tema 1.11. KonTpouis 3a cpo- 9
KaMH HCIIOJHEHUS IOKYMEH- | CopepskaHue
TOB 1 | 3HayeHHe KOHTPOJISI 32 HCIOIHEHHEM IOKYMEHTOB B annapare ynpaBJieHHUs1.
2 | Tunsl ¥ BUABI KOHTPOJIs. CPOKHM MCIOJHEHHS JOKYMEHTOB
3 | Opranu3amus pa6oTsl N0 KOHTPOI0. PyHKIUHU cayxk0b1 JOY 1m0 KOHTPOJIIO 32
CPOKAMHU MCIOJTHEHHS IOKYMEHTOB.
IIpakTH4YecKkoe 3aHATHE
1 | Onpenenenue CpoKOB UCTIOTHEHHS TUMTOBBIX YIPaBICHYECKUX TOKYMEHTOB.
2 | IlpocTaBneHre 0TMETOK KOHTPOJISI HA JOKYMEHTaxX
Tema 1.12. Xpanenue 10Ky- 10
MCHTOB Coaepxanue
1 | Opranm3aunusi TeKymero XxpaHeHusi J0KyMeHTOB
ApXMB OpraHu3alliy, TOCYJapCTBEHHbIE U MYHULUIIAIbHBIE apXuBbl. POpMUpOBaHUE
nen (TpynmnupoBKa AOKYMEHTOB B JieJia, MOCJIEN0BAaTEIbHOCTh PACIONIOKEHUS JOKY-
MEHTOB B Jiese). CoctaBiieHue 3arojloBKOB Jiej. CocTaBieHUE ONMKCH JIET.
2 | HomeHKIATYpBI €] OPraHu3aiuu
Ienu coznanus. Tunossle U NpUMEPHbIE HOMEHKIIATYPBI JEII.
Odopmienne 1 BeeHNe HOMEHKIATyphl Ael. [lopsaok BeeHuss HOMEHKIIATyphl Jel.
IIpakTH4Yeckoe 3aHATHE
1 | CocraBienue 3aroa0BKOB A€
2 | CocraBiieHHe HOMEHKJIATYPHI JIe]l OpraHu3alun
3 | CocraBieHne ONUCH JIeN
Tema 1.13. Hayunas u npak- 3
THYECKas LGHHOCTb OKYMCH- | CopepikaHue
TOB 1 | IloHATHS «IIEHHOCTH JTOKYMEHTa», «IKCNepTH3a HeHHocTWw». Kpurepuu sxcmep-

THU3BI.

IToHATHS «EHHOCTHb AOKYMEHTa», «3KCHEPTHU3a LEHHOCTW». [IpMHIMIBI 3KCIIEPTU3bI
LIEHHOCTH JOKYMEHTOB. AHAJIN3 COAEpKaHU JOKyMEHTA. JJ0CTOBEpHOCTh JOKYMEHTA.
KayecTBeHHBIE U KOIMYECTBEHHBIE OLIEHKH MH(OpMay. 3HAYUMOCTh SIBIEHUH, CO-
ObITHI, ()aKTOB B NMEPBUYHBIX U BTOPUYHBIX JOKyMeHTaX. COOTBETCTBHE COAEpIKa-
mieicst B HUX MHGopMauu GpyHKIUK yrpaBieHus. S3bIKoBasi IICHHOCTh TEKCTA.
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Ananus ABTOPCTBA, BPCMCHHU U MCCTA IMOABJICHHUA JOKYMCHTA.

IHoBTOopsiromasicsas uHgpopManus 10KyMeHTa. BbI0OpoOUHasi OleHKA IOKYMEHTOB
Bunsl moBTOpsieMocTH: yONETHOCTB, MOTJIOMIEHHOCTh, CYMMHpPOBAaHHME, BapHAHT-
HOCTh, pedepupoBanue. Bribopounas oreHka qokymMeHTOB. Crenuduka OIEeHKH WH-
IUBHIyadbHBIX HMCTOYHUKOB HH(OpMaIuK, TBOpYECKON IoKyMeHTanuu. Kpurtepuu
OLICHKH HayYHO-TE€XHUYECKOW JOKyMEeHTaluH, (POTo-KMHOAOKYMEHTOB. OCOOEHHOCTH
OLICHKHU 3JICKTPOHHBIX JOKYMCHTOB

Tema 1.14. OueHka 3HaYUMO-
CTH I[OKyMeHTOB n CpOKOB nux
XpaHEeHUS

Conep:xxanue

1

3KCHepTHLIe KOMMCCHUH OpraHm3alnvu
TumnoBsle n BCAOMCTBCHHBLIC IIEPCUHN apXHUBHBIX JOKYMCHTOB

O0paboTka aen IS MOCJIeAYOLIero XpaHeHus!

IIpakTH4Yeckoe 3aHATHE

1

OneHka 3HaYMMOCTH JOKYMEHTOB U OTpeieSIieHUEe UX CPOKOB XpaHEHUs

Tema 1.15. Pabora ¢ noky-
MEHTaMH, COJICPKALTUMU
KOH(pHICHIIMATbHYIO0 HHPOP-
manuto (KH), B Tom uucie u ¢
JOKYMEHTaMU 110 JTUYHOMY
COCTaBy.

(Tema dobasnena 3a cuem sapua-
MmugHoU yacmu)

10

Conep:xxanue

1

KonduaenunanbHoe 1e10npou3BoaCTBO.

HopmaTuBHO-TIPaBOBBIE aKTHI, PETJIAMEHTHPYIOIIHE BOIIPOCHI, CBSI3aHHBIE C 3alIUTON
KOoH(HIeHIIMaTbHON HHpopMariu. Posib 1 MeCTO KOHPUACHIIMATBHOTO JIEJIOIPOU3-
BOJICTBA B 00€CTICUCHHH 3alIUThl KOHPUACHITHaNbHOU nHpopmaruu. ['pudsr kondH-
JCHLUAIBHOCTH, TIOPAOK MIPUCBOCHUS Ipuda nokymeHntam. Co3ganue u yueT KoHpu-
JCHINATIBHBIX TOKYMEHTOB, TOPSAA0K 00pameHns ¢ KOH(GUACHIIMAaIbHBIMU TOKYMEH-
tamu. Oprauuszanus 10cTyna pabOTHUKOB OpraHU3aIMK K KOH(UACHIIUATEHON UH-
dhopmarumu.

JIOKyMeHTBI 110 IMYHOMY cocTaBy, coaep:xammue KH.

JIOKyMEHTBI IO aTTECTAllM COTPYAHUKOB, JINYHbIE JOKYMEHTHI (TPYy10Bask KHUXKKA,
JUIIIIOMBI, aTTCCTAThl U UX KOHI/II/I), JAOKYMCHTEI 1[I0 COLITMAJIbHOMY OGGCHG‘IGHHIO, JIM4Y-
HBIE JIe]Ia COTPYAHHUKOB, IIPUKA3bI 110 IMYHOMY COCTABY, TOKYMEHTHI O 3apa0OTHON
mare.

IIpakTH4Yeckoe 3aHATHE
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1 | Opranu3auus paéoThl ¢ JOKyMeHTaMH, cofepxkamumu KA

1.1. [IpoBeneHME HHCTPYKTAXKA.

1.2. 3akmtoueHue TPyOBOTO TOTOBOPA M COTJIAIICHUS O KOH(PHUICHIIUATHHOCTH, MTO/-
MHUCKa O HEepa3TJIallCHUH.

1.3. OTBeTCTBEHHOCTH 3a pasriIallicHHe KOH(PUICHIIHATbHBIX CBSICHUH.

1.4. Opranusanus yuera ui, nonyiieHHbIX kK KW, Co3nanue nmpoekrta nprukasza 1 HHCTPYKIHN
o pabote ¢ KI.

1.5. PernamenTtanust paboThl COTPYTHUKOB OPTaHU3YIOIINX, KOHTPOJIUPYIOIINX U
OCYIIECTBISIOMNX KOH(DHICHIIMAIBHOE JEIOMPON3BOJICTBO.

2 | Opranu3anusi padoThl ¢ JOKYMEHTAMU M0 JUYHOMY COCTaBY, coaepxkamumu KU

CamocrosiTesbHas padora npu uzydyenuu Paszgena 1 IIM 01. 03
Cucremarnyeckas mpopadOTKa KOHCIIEKTOB 3aHATHH, yueOHOM M CrienualbHONW JOKYMEHTOBEIUECKON JIUTepaTypsl (10 BO-
mpocam K naparpadam, TjiaBamMm yu4eOHBIX TOCOOUIA, COCTaBICHHBIM MPEMOAABATEIIEM).

IMonroroBka K MpakTHMYECKHMM pabOTaM C MCIOJIB30BAaHHMEM METOJIMYECKHUX DPEKOMEHIAIMH MpernoaaBarens, opopmiieHHEe
MPAKTUYECKUX PabOT U MOJArOTOBKA K UX 3alllUTe.

PaboTa Haj KypcOBBIM IPOEKTOM.

Coznanue Tecrta, Mpe3eHTaluu, TEKCTa JUIsl KOPPEKTUPOBKU, CXEMBI, TII0CCapUs.

Hanwucanue noxnana, cooOuieHus, NpoBeIeH s aHAJIN3a, OMOPHO-JIOTUYECKOTO KOHCIIEKTA.

TemaTuka BHEAyIMTOPHON CAMOCTOSITEJILHONH Pad0oThI

1. Co3ganue mpe3eHTaIuy 0 KCTOPUHU Pa3BUTHSI JISTOMPOU3BOICTBA (IO ATAIaM) 8
2. Coznanue tecra 1o Teme «JlokymeHT. bianku st TOKyMEHTOBY 8
3. INog6opka 0Opa3LoB OJAHKOB JOKYMEHTOB M INPOBEACHHE CPaBHHUTEIBHOIO aHalW3a COCTaBa M NpaBUi O()OPMIICHUS 4
0JIaHKOB.

4. ITonGopka 00pa31oB 0(OPMIIEHHBIX JTOKYMEHTOB M NMPOBEICHUE aHAIN3a MPABHJILHOCTH 3aMIOJHEHUS PEKBU3UTOB 3aroJio- 4
BOYHOW YacCTH.

5. ITonGopka 06pa31oB 0(POPMIICHHBIX TOKYMEHTOB M MPOBEACHUE aHAIN3a MPABHJIBHOCTH 3allOJIHEHHUSI PEKBU3UTOB OCHOB- 4
HOU YaCTH.

6. [Ton6opka 06pa3ioB 0pOpPMIICHHBIX JOKYMEHTOB U MIPOBEICHUE aHATIN3a MPAaBUIBHOCTH 3aIl0JIHEHHS PEKBU3UTOB 0POPM- 4
JSOIIEH YacTH.

7. IlpobiieMHas cuTyanusi: Co3gaHue TeKCTa AJi1 KOPPEKTUPOBKH U C MOJIb30BAHUEM CTaHIAPTHBIX KOPPEKTYPHBIX 3HAKOB. 4
8. IlpoBeieHNE CPaBHUTENHLHOTO aHAIN3a KOMIBIOTEPHBIX MPOTPAMM JUIsSI CO3aHUS DJIEKTPOHHOTO IOKYMEHTO000pOTa. 4
9. Coznanue Ttecta «lIpaBuia ohopmieHUS pEeKBU3UTOB, 3aIIOJIHIEMBIX B Ipoliecce 0(popMIIeHUs JOKYMEHTA 8
10. Coznanme tecta «IIpaBuna opopmiaeHUs OTMETOK Ha TOKYMEHTEY. 8
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11. Co3ganue noxnana (mo rpynnam) «CucreMsl fokymeHtauuu. OP .

12. Cozmanme tecrta (1o rpynmam) «IIpuem u nepBudHas o00paboTKa JOKYMEHTOBY

13. Co3ganue Tecta (1o rpynnam) «Perucrpamus 10KyMeHTa

14. Co3nanue npe3entanuu «/crnoaHeHre 1 KOHTPOJIb 32 UCIIOJIHEHUEM IOKYMEHTOBY

15.MIHCTpYKIIMST TIO OpraHM3aluu padOThl SKCIEPTHOM KOMHUCCHM OpPraHM3alUi-MCTOUYHUKOB KOMIUJIGKTOBAHUS ApXHBa.
(moAroTOBUTH COOOIIEHNE)

N| 00|00 |00 |

16. Co3nanrie HOMEHKJIATYpPBI €1 OpraHu3aluru. (OArOTOBUTH OMOPHO-JIOTUYECKUM KOHCTIEKT)

17. CoctaBuTh cxemy paOOThI AETONPOU3BOAUTENS C Pa3HBIMU BUJIaMU HOMEHKJIATYp €T

18. Ilogrorosuts rnoccapuii no remam MJIK 01.01

19. PaGoTa ¢ mokymMeHTaMu, CoIepKalluMi KOH(UISHIIHATbHYI0 HHpOpMaInioo. (TOATOTOBUTH COOOIIICHHE)

Oo0s13aTenbHAs AyIMTOPHAs y4eOHAs HArPy3Ka 0 KypcoBoii padore (IPoeKTy)

TeMaTuka KypcoBbIX padoT 10 MOXYJIIO:

1. ITonsiTie «1okymeHT». Kimaccudukanus TOKyMEHTOB.

2. BO3HUKHOBEHHE MUCEMEHHOCTH, MOSBJICHUE TOKYMEHTA.

3. TekcToBOE TOKyMEHTHPOBaHHE, Pa3BUTHE, HA3HAYEHUE U 00JIaCTh MPUMEHEHUSI.

4. Yaudukamnus J0KyMeHTa. Y HUPUITUPOBaHHBIC (DOPMBI IOKYMEHTOB.

5. Pa3ButHe 1enoBOro CTUIISA PyCCKOro JINTEPATypHOIO SA3BIKA.

6. 3akoHOMaTeNbHAA U HOPMATUBHASI pErJaMeHTalMs TOKYMEHTUPOBAHUS B TOPEBOIIOLIMOHHON Poccun.

7. 3akoHonaTeNbHas U HOPMATHUBHAS PEerIaMEHTAlMs JTOKYMEHTHPOBAHHUS Pa3IMYHBIX BUIOB JESITEIBHOCTH (OpraHU3aluOH-
HO-PaCIOPSIANTEIILHON, KOMMEPYECKOH, KaapOBOH, JTUIICH3UOHHOM | JIp.).

8. MeTo/1pI COBEpIICHCTBOBAHMS JOKYMEHTUPOBAHUS YIIPABICHUECKON AEATEIbHOCTH.

9. PernameHTanusi BOIpOCOB J€IONPOU3BOJCTBA B aIMUHUCTPATUBHBIX PETIAMEHTaX HCIIOJIHEHUSI TOCYAapCTBEHHBIX (YHK-
Ui (Ha IpuMepe OJHOTO aJMUHUCTPATUBHOTO PErJIaMEHTA).

10. CoBpeMeHHbIE TEXHOJOTUU JOKYMEHTOO00pOTA.

11. IIpormece paboTHI ¢ TOKYMEHTaMHU, COACPKAUTUMH KOH(PHUACHIINATBHYIO HHPOPMALIUIO.

12. HazHauenue u co3lanre HOMEHKIATyphI JeI.

13. IIponecc nepenayu 11 Ha apXUBHOE XpaHEHHUE.

14. HopMaTHBHO-METOIMYECKHAE TOKYMEHTHI, pErJIaMEHTUPYIONTHE Pab0OTy apXUBOB.

15.AHann3 UHCTPYKLIMHU IO IEIONPOU3BOJCTBY (Ha MPUMEPE NHCTPYKLIUNA KOHKPETHOW OpraHU3aIim).

16.AHanu3 MOJDKHOCTHBIX MHCTPYKIUK paboTHUKOB ciyk0b1 JIOY (Ha nmpuMepe HHCTPYKIINH KOHKPETHOTO YUPEKIACHUS).
17.AHanu3 cTpyKTypsl U PYHKIUI cIyKObI IeTONPOU3BO/CTBA (Ha MPUMEpe KOHKPETHON OpTaHU3aIiH).

18.Opranu3anus padotsl ciryx061 IOV (Ha mpuMepe KOHKPETHOW OpTraHU3aIliH ).

19.0pranu3zanus 10KyMEeHTO000pOTa M OCHOBHBIC HAIIPABICHHS €0 COBEPIICHCTBOBAHMS (Ha NMpHMEpEe KOHKPETHOW opra-
HU3AIIH ).

20.Opranu3zanys perucTpaluu J0KYMEHTOB (Ha IpUMepe KOHKPETHOW OpraHu3alun).

DN INIDN

19



21.Metozap! opraHu3ay KOHTPOJIS 3a UCIOJIHEHUEM JOKYMEHTOB IPH TPaJULIMOHHOM JEJIONPOU3BOICTBE.
22.Opranu3zanus paboTsl ¢ 00palllCHUSIMU TPakJaH B TOCYAapPCTBEHHBIX YUPEKICHUSAX.
23.MeToauka cocTaBIeHNs] HOMEHKJIATYPbI A€ YUPEKICHMSL.

Pasznea 2 IIM 01. 165
(MOK.01.02.) [IpaBoBoe pe- (110+55
ryJHpoBaHue ylnpaBJeHde- c/p)
CKOM 1eATeJIbHOCTH
Tema 2.1. UndpopmarmonHo- 36
TMPABOBBIC HOPMBI M HHPOPMA- | Copepsxanue 18
OUOHHBIC NPaBOOTHOIICHUSA 1 | MadopmannoHHO-TIpaBOBbIE HOPMBI: TIOHSTHE, AEJICHUE, COCTAB, COJCPKAHNE 1
’(n];f;”;;gii‘é%fl;‘a 3a cuem eapua- 2 | llonstue nHGOPMAITMOHHBIX TPABOOTHOIICHHUH 2
3 | Kimaccudukanmst nHGOpMaIMOHHBIX MPABOOTHOIICHUN 2
4 | MudopmaimoHHOE 3aKOHOAATEIHCTBO: OCHOBHBIE TIOJIOKEHHUS 1 CTPYKTYypa 1
5 | Madopmanmonno-npaBossie HopMbl Konctutyruu PO 2
6 | HopmaTtuBHO-IpaBOBbIE aKThl HHPOPMALIMOHHOTO 3aKOHOIATENILCTBA 2
7 | IlpakTi4yeckoe MpUMEHEHHE HOPMAaTHBHO-3aKOHOAATENBHBIX aKTOB. KOHCTUTYIIMOH- 1
Hasi OCHOBA TOMCKA, MOJIyYeHHsI U Tiepeiadn HH(OPMAIIHH.
TpakTHYecKoe 3aHsATHE 18
1 | CocraB u copepxanue HHOOPMAITMOHHO-TIPABOBBIX HOPM 2
2 | PaccmoTpenue noHsTHs HHGOPMALMOHHBIX TPABOOTHOIICHUH
3 | Knaccudukanus mHPOpPMAITMOHHBIX TPABOOTHOIICHHH
4 | BepTukaipHas CTPYKTypa HHQOPMAIIMOHHOTO 3aKOHOIATEIILCTBA
5 | l'opuzoHTanpHas cTpyKTypa HH(GOPMAIIMOHHOTO 3aKOHOAATENbCTBA
6 | Pacmmpennas cTpykTypa HHGOPMAIMOHHOTO 3aKOHOIATEIHCTBA
7 | Koncrurynus PO
8 | M3ydyenne HOpMaTHBHO-TIPABOBBIX aKTOB MH()OPMAIIMOHHOTO 3aKOHOAATEIbCTBA
Tema 2.2. [IpaBo Ha MOUCK, 30
TOJTy4CHHE U HCTIOB30BAHNE | CopepsKaHue 12
MH(bOpMALHH 1 | MadopManoHHO-TIpaBOBBIE HOPMBI B COCTABE JPYTUX OTpaciell 3aKOHOAATENbCTBA. 2
g;fgf;g‘fg‘ﬁ;‘a 3¢ cuem eapua- 2 | OcHOBHBIE MONOKEHMS TONYUEHHs JOKYMEHTATbHON HH(OPMALIMU U3 TOCYIapCTBEH- 2
HBIX HH(OPMAIIMOHHBIX PECYPCOB
3 | Iopsmok peanm3anuu mpaBa Ha JOCTYN K HH(popMauu 2
4 | Tlopsimok u yCIOBHS OTKa3a B MPEJOCTABICHUH HHGOPMAITIT 2
5 | JloxymeHTHpoBaHHas HHPOPMAIUS KaK 00bEKT HH(POPMALIMOHHBIX TPABOOTHOIICHUH 2
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IIpa

KTH4YE€CKOC 3aHATHE

18

CyObeKkThl THOOPMAITMOHHBIX TPABOOTHOIICHU I

OrpanuyeHre ¥ CBOOOAHBIN JOCTYN K HHPOPMALIUU

[Topsinok peanu3zanuu npasa Ha 1OCTYN K HHGOpMaluu

Opranu3anys 3alyThl IpaBa Ha HHPOPMAILIHIO

Nudopmarnmonnas coOCTBEHHOCTh

[TpaBOBOI1 peKUM JTOKYMEHTHPOBAHHON MHGOPMAITIH

O0s13aTenbHBIN SK3EeMIUIIP JOKYMEHTA

OINOOTD|WIN -

Nudopmarnmonnas 6€30macHOCTh

Tema 2.3. 3aK0HOIATEILCTBO
P® o tpyne u 06 oxpane Tpy-
na

40

Conepxanue

1

IToHsiTHE TPYIOBBIX OTHOIIECHUI

2

TpynoBoii 10rosop.
[TonsTHe, 3HaUeHHE, cOAEpKaHUE, 00s3aTeNbHbIE U JONOIHUTENbHBIE YCIOBHS, CPO-
KU, IMOPAAOK 3aKJIHOYCHHA, USMCHCHUC yCHOBHﬁ, BBIIIJIaTa BBIXOAHOI'O mocoous.

3akoHonatenbcTBo PD 00 oxpane Tpyaa

KTHYCCKOC 3AHATHC

34

PaccMoTpeHre OCHOBHBIX 3aKOHOATENFHBIX AKTOB, PETYIHPYIOMNX TPYAOBbIE OTHOIICHHS

Paccmotpenue @3 «O 3ansitoctu HaceneHus B POy

Onpe;[eneHHe IMpaB I'pakaaH Ha COIIMAJIbHYIO 3allIUTYy OT 6e3pa60TI/II_IBI

PaCCMOTpeHI/IC TMOHATHUSA, BUAOB, pCIKMMOB U y4CTa pa6oqero BPCMCHU M BPCMCHU OTAbIXa

Pa3paboTtka npoekTa TpyJ0BOTO JOrOBOpa

PaccMmoTpenue BUI0B MaTepruaibHON OTBETCTBEHHOCTH, yillepOa U yIyIIEeHHOW BBITO-
bl

PaccMmoTpenwe mporiecca pa3penieHie TpYA0BBIX CIIOPOB

Pa3paboTka npoekTa npukasa o npuemMe Ha paboTy

[{elNe ol ioN] » U‘I-DOJNH,_EOQ
1S

Pa3paboTka npoekTa npuKasa o nepeBoJie

10

Pa3paboTka mpoekTa nprkasa o npeI0CTaBICHHH OTITyCKa

11

Pa3paboTka npoekra npukasa 00 yBOJIbHEHUU

12

PaCCMOTpeHI/Ie cocCTaBa JIUMYHBIX JOCJ1

13

PaccMoTpenune BO3MOXKHOCTEM OKa3aHUs IOMOILM B IPUHATHH MPOEKTA yIpaBIeHYE-
CKOTO0 penieHus ¢ nomoiuipio cuctemsl «I'apant» u «KoHcynbpTanT+»

14

PaccMoTtpenue nonoxenuit Koncturynuu no oxpase Tpyna
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15 | Paccmotpenne @3 «O6 ocHOBaxX oXpaHbl Tpysaa B POy

16 | Paccmotpenne TpymoBoro koziekca 1mo BOIpocam 3aiuThl OXpaHbl Tpyaa

17 | Paccmotpenne Cuctemsl cranaaptoB 6ezonacHoctu Tpyna (CCBT)

Tema 2.4. Ilog3zakoHHEIE U 4
MHBIC HOPMATHBHBIC IIPABOBEIC | CopeprkaHue 4
aKTBI [0 OXpaHE Tpyad, B TOM 1 | [Nom3akoHHBIE U WHBIE HOPMATHBHBIC MPABOBBIC AKTHI 0 OXPAHE TPY/AA, B TOM YUCIE
HHCIC 3aTPArUBaloNNe HHTC- 3aTparuBaroIIMe HHTEPEChl MHBATUAOB U Ul ¢ OB3.
pecbl nHBaUA0B 1 Jull ¢ OB3
(Tema 0obasnena 3a cuem eapua-
MUBHOU Yacmu)
CamocTosTebHasA padoTa npu n3ydenun Paznena 2 1M 01. 55
CucrtemaTudeckasi mpopadOTKa KOHCIIEKTOB 3aHATHH, YICOHOW M CHEIUAIbHON IOPUIMYECKON JTUTEPATyphI (10 BOIIpOCaM K
naparpadgam, riaaBaM yueOHBIX TOCOOUH, COCTaBICHHBIM IIPETIOIaBaTENIEM).
[TonroroBka K MPakKTUYECKUM 3aHATHUSIM.
[IpoBenenue ananusza HOPMaTUBHO-TIPABOBBIX JJOKYMEHTOB 10 COCTABJICHHBIM MPEINO0/1aBaTeIsIM METOAMYECKUM YKA3aHUSIM.
Hanucanue cooOnienusi, 1okiiana, co3qaHue TeCTa, IPe3eHTalluu, COCTaBICHHE TJI0CCApHsL.
TemaTuka BHEAyIMTOPHON CAMOCTOSITEJLHONH Pa0d0THI
1. MudpopManmoHHO-TIPaBOBBIC OTHOIICHUS B TOCYIAPCTBEHHBIX M MYHUIIMIIAIIbHBIX CIIY)kK0ax. (ITOATOTOBUTH TECT) 8
2. ®opMbI U METO/IbI 3aIUTHl HHPOPMAIIMN B OPTraHU3ALMU M apXUBaX. (MOATOTOBUTH MPE3EHTAIINIO) 8
3. Hcropust BosHMKHOBEHUs TpynoBoro kojekca PO, (moAroToBUTH MPE3EHTAIINIO) 8
4. HopmaTuBHBIE TOKYMEHTHI, PETYIUPYIOIIME TPYAOBbIE OTHOIIEHHUS. (IIOATOTOBUTH JOKJIAN) 4
5. JlokyMeHTHI, BOSHHUKAIOIIHE B MIpOIecce MpruemMa Ha paboTy. (MMOATOTOBUTH MPE3EHTAIIHIO) 8
6. Jluunbie nena COTPYIHUKOB M UX COCTaB. (TIOTOTOBUTH MPE3EHTAITUIO) 8
7. BO3MOXHOCTH KOMIBIOTEPHBIX MPOrpaMM B OKa3aHWW MOMOIIM B CO3JAHHWH MPOEKTa YIPABICHUYECKOTO PEIICHUSI. 2
(MOTrOTOBUTH COOOIIICHNUE)
8. CocraBuTth rnoccapuii mo remam MJIK 01.02 1
9. HopmartuBHble 1oKyMeHTHI P® 110 oxpane Tpynaa. (IOAroTOBUTH JOKJIAN) 4
10. [IpoBecTu CpaBHUTEIBHBIX aHATU3 HOPMATUBHBIX IOKYMEHTOB IO OXPaHE TPY/Ia. 4
Pa3znen 3 IIM 01. MK 114
01.03.) Opranu3zauus cexk- (76+38
PeTapCcKoro oocJay:;KUBaHUS ¢/p)
Tema 3.1. CekpeTapb B CTPYK- 30
Type yIpaBJICHHUS 10

(Tema dobasnena 3a cuem sapua-
mugHoU yacmu)

Conepxanue

1 | BBejeHue B crienMaaibHOCTb. Y POBHU KBAJIM(PUKAIIUN CeKpeTapeii.
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Copepxanne TUCHUIUTMHBI «OpraHu3amms CeKPeTapcKoro 00CIyKHBAaHUS» U €€ CBA3b
C IPYTrUMH TUCHUTUIMHAMU 001enpodeCCHOHaIbHOTO U CIEIMAIbHOTO [IUKIIOB.
[IpakTueckoe  3HaYeHWE  AWCHUIUIMHBI B CHUCTEME  JIOKYMEHTAllMOHHO-
MH(OPMALIMOHHOTO 00eCTIeYeHUsI YIIPaBIECHYECKON eI TEeIbHOCTH.

Hcropuueckue cBeneHus 00 OpraHu3aIiy CeKpeTapCcKoro Tpyaa.

Kareropuu cekperapeii: cekperapb-pedepeHT, CEeKpeTapb IUPEKTOopa, CEKpeTapb
CTPYKTYpHOTO TOJpa3AelieHus, CeKpeTapb-MalllMHUCTKA U T.1. KBanmudukannoHHbIC
TpeOoBaHUs, NMPEABIBIAEMbIE K PAa3IMYHBIM KaTEropusM cekperapeid. JlomkHocTHAs
WHCTPYKLHUS cekpeTaps. TpeOoBaHUS K JIEJIOBBIM KayecTBaM cekperaps. JInuHbie Ka-
4yecTBa cekpeTaps. ATTecraius, MOBbIIeHNE KBaTU(PUKALUU U BOZMOXHOCTH ISl Ka-
PBEPHOTO POCTA CEKpETapsl.

YcrpoiicTBO 0(pMCHOT0 NMPOCTPAHCTBA, OPraHU3anus padoyero Mecra. YcjaoBHUS
TpyAAa.

Ob6opynoBanust pabouero mecrta cekperaps. OCHOBHbIE SPrOHOMHUYECKHE HOPMBI U
TpeOOBaHuUs 10 OpraHu3anuu padbodero mecra cekperaps. [lpaBuiia TeXxHu4ecKkoi 6e3-
OTMACHOCTH TIpH paboTe C KOMITBIOTEPHOW M JIPYrol OMUCHON TEXHUKOU. Y CIIOBUS
Tpyaa. Pexxum tpyna u orneixa. OGopynoBanue npuemMHoi. TpeOoBaHus K momerie-
HUIO (OCBEIICHUIO, 03EJICHEHUIO), PACIIONIOKEHNIO MeOenn U ee rabaputam u T.11. Bu-
161 O(UCHOM TEXHUKH U €e pa3MelleHrne Ha pabouem mecte cekperaps. Cpeacrsa ma-
JIOW MEXaHU3alllH.

/les10BbIe KOHTAKTBI ceKpeTapsi.
BiaumopeiicTBue ¢ pykoBOAMTENEM, KOMAHIMPOBAHHBIMH CHEIHATUCTAMH, COTPY-
HUKAMH CBOEH OpraHu3alny, CeKpeTapsiMu APYTUX OpraHu3alui.

Ilcuxonorus aesoBoro odmenus. Tunbl TeMnepamenTa, cod0eceTHMKOB.

KoopaunupoBanue padéoTsl NpHMEMHOM PYKOBOIUTEJISI

3aBUCUMOCTbD MJIAHUPOBAHUS pabOYero JAHs CEKpeTapsi OT OpraHu3alui padoyero JIHs
ero pykoonutens. [ImanupoBaHue €XETHEBHO MOBTOPSIOMIMXCs omepanuii. Onepa-
THBHOE U JOJTOCPOYHOE IUIAHMpOBaHHE padouero BpemeHu. HamomuHaHue M KOH-
TPOJb BBIMOJHEHUS 3aINITAHUPOBAHHBIX Meponpuatuil. Dopmbl, mpuMeHsieMble TPH
IJIaHUpOBaHUU pabouero BpemeHHU. ['paduk padotel pykoBomutTens. CocTaBlieHHE
I1aHa paboTHI HA JIEHB, HEAEIo U Aanee. Pabora oduc-menemkepa. UMumx cekpera-
ps, umuK QupMbl. HopMel 1 KynbTypa noBeneHusi. TpeboBaHus K BHEITHEMY BUY U
MTOBE/ICHUIO CeKpeTapsl.
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IIpakTHYecKkHe 3aHATHA

20

CpaBHUTENbHAS XapaKTEPUCTHKA JOJKHOCTHBIX KBAJIM(UKAIIMOHHBIX TpeOOBaHMIMA

HGHOBBIG 1 JIMYHBIC KAYCCTBA CCKPCTaps, ACTOIIPONU3ZBOAUTCIIA

Opranuzanys pabovyero MecTa ceKperaps, IeI0NPONU3BOINUTEIS

PaccMmoTpenue A0IKHOCTHBIX MHCTPYKIIMM

Omnpenenenye TUNa TEMIIEpaMEHTa

Omnpeenenne TUIIOB COOECETHUKOB

Bonpocsr cobeceqHIKOB

HpeI[CTaBJ'IeHI/Ie C IMTOMOIIIBIO BUBUTHBIX KAPTOYCK

OO |NO OB WIN|F-

CocraBiieHHe BU3UTHBIX KapTO4eK: O(UIIMATBHBIX, JIMYHBIX, CEMEHHBIX, OT OpTaHH-
;000501

[EEN
o

Orarsl AeJI0BOM Oece bl

Tewma 3.2. Opranuzanus 6e3-
JOKYMEHTHOTO CEKPETapCKOTro
o0cITy>)KMBaHUS

44

Conep:xxanue

1

IIpuem noceruresei

BaxxnocTh paBUIIbHOM OpraHu3aiuy npuema mnocetuteneir. O6opymaoBaHue moMerie-
HUS Ui mipueMa mnocetutenei. MHdopMamoHHO-10KyMEHTallMOHHOE O0ecTeyeHne
npuemMa nocerureneid. Opranuzaiust paboThl ¢ MOCETUTESIMU opraHu3anuu. Onpese-
JieHue yacoB npuema. Opranu3zanus nporecca npruema noceTuTene pykoBOIUTEIIEM.

Benenmne Tesie(pOHHBIX MEPErOBOPOB

[IpaBuna BeneHus Ciy>KeOHBIX Tene(OHHBIX MeperoBopoB. [Ipuem u pacnpeneneHue
TenedOHHBIX 3BOHKOB opraHuzanuu. I[lpuem u mepemada teneoOHHBIX COOOIICHUH.
Odopmnenne TeneponorpamMm. TexHHYECKHE BO3ZMOKHOCTU U BHUJIBI COBPEMEHHBIX
TtenedoHHbIX ammapatoB. Mcmomp3oBanne MUHH-ATC u MOOWIIBHBIX Tele(OHOB B
CeKpeTapckoM obcimyxuBaHuu. Mcrnons3oBanue (pakcoB A Meperayd COOOICHUH.

IMoaroroBka U TexHM4YeCcKOe 00CIYKMBAHUE COBEIAHUI U KOHpepeHumii

Bunel n 3HaueHne KOH(EPEHTHBIX MEPONPUSATHH B YHIPABIECHYECKOU IESATEIbHOCTH.
OO0s3aHHOCTH CeKpeTapsi 1O MOATOTOBKE, OPTaHU3AIlMM M TPOBEICHUIO COBELIAHMUA.
JlokymMeHTarmoHHO-UH(POpMaAITMOHHOE obecreueHne KOH(PEPEHTHBIX MEPOTPUSITHIA.
TexHonornueckne U TEXHUYECKHUE BOIPOCH! 00cIy:kuBaHus coemanuii. Howie dop-
MBI 1 METOJIbI IPOBEICHUS KOHPEPEHTHBIX MEPONPUITHIA (Tese-, UHTEPHETKOH(EepeH-

LUHN).

ITonroroBKa KOMaHIMPOBOK
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JIOKyMEHTAIlMOHHOE U MH(POPMALIMOHHOE 00ecIieueHne KOMaHMPOBOK PYKOBOAUTEIIS
U COTPYIHHMKOB opraHm3anud. OCoOCHHOCTH M TOPAAOK O(QOPMIIEHUS TOKYMEHTOB
3apyOeKHBIX KOMaHAMPOBOK M KOMaHIUPOBOK BHYTpH cTpaHbl. CocTaBieHHE U CO-
rJIacOBaHME TPOTPaMMbl KOMaHIMPOBKH. OOS3aHHOCTH CEKpeTapsl MO OpraHU3aluH
TPAHCIOPTHOTO M MPOTOKOJIBHOTO obecneueHus: koManaupoBok. OOpaboTka maTepu-
aJIOB IO pe3yJbTaTaM KOMaHAWPOBKH.

=
1=
S

KTH4YC€CKHUE 3AaHATHUSA

36

ITpuem nocerurenei

CocraBieHue rpaduka nmpueMa u 3arojiHeHHe )KypPHaJIOB IpUeMa MOCeTUTeNeH

Opranm3anys nprueMa Jeseraiuii 1 KOMaHIUPOBAHHBIX CIICIIHAINCTOB

IIpueM rpakaad 1o JJMYHBIM BOIIPOCAM.

Opranuzanus paboThl C TOBTOPHBIMH 0OpalleHUsIMU TPakJaH

Opranu3zanys u BeicHne Tese(OHHBIX IePEroBOPOB

ITpuem u nepenaya reaeGoHHbIX coobmeHnid. CoctaBieHue TeaepoHOrpaMMBbl

ITepenaua paxcUMHIBHBIX COOOIICHUI

OO NOUTIAWIN|F-

IToaroToBka u o0CIyKUBaHHE KOHPEPEHTHOTO MEPOIPUSATHUS

[EEN
©

Opranu3anys KOMaHJIHPOBOK

JAnddepeHnupoBaHHbIi 3a4eT

CamocrosiTeJibHast padoTa npu u3yvyeHun pasaena 3 [IM 01.

Cucrematuieckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOH U CielIMaibHOMN JINTEpaTyphI (II0 BOIpocaM K naparpadam,
rJ1aBaM y4eOHBIX MOCOOMIA, COCTaBICHHBIM MPETOAaBATEIEM ).

HOI[FOTOBKa K IMPAKTUYCCKUM 3aHATHAM.

Co3aHue nNpe3eHTalMy TPYIINON M0 3aJJaHHOM MTPENoJaBaTelIeM TEME.

Hanucanue noknana, coodmeHus!.

38

TeMaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH Pad0OThI

1. [IpodheccuonansHbie TpeOOBAHUS K CEKPETAPIO, TEXHUYECKOMY CEKPETapIO, CEKPETapI0 PYKOBOAMUTENS (MIOATOTOBUTH CO-
oOmeHue)

2. XapakTeprucTuka pabouero Mecra CeKpeTaps: 000pyI0BaHKe, CIIPAaBOYHbIC MATEPUAIIBI, BAPUAHTHI CHCTEMAaTHU3AINH JTOKY-
MEHTOB (TIOITOTOBHUTH MPE3CHTAITUIO)

3. Opranu3zanus paboTs! npuéMHOi. JlomkHOCTE ouc-MeHemKep (TOATOTOBUTH TOKIIA)

4. Paborta ¢ uHpOpManKen s pyKOBOJUTENSI: METOJIUKA MOJATOTOBKH JOKJIAI0B, BBICTYIUICHUM, CIIPAaBOK, cOOp MH(pOpMa-
UM (MMOJATOTOBUTH JTOKJIA[T)

5. IlpaBuinia genoBOro oOIIEHUS C PyKOBOUTENIEM, COTPYTHUKAMU, TIOCETUTEIISIMU, TOTIMHEHHBIMU (ITOATOTOBUTH JOKIIA)

6. IIpaBuna npoBeeHHs! 1€TOBBIX TOPKECTBEHHBIX MPUEMOB (TpynmoBas paboTa 1o CO3/1aHUI0 TPE3ECHTALINH).

o

7. TpynoyctpoiictBo cekpetaps. [lomomib B TpygoycTporictse. Pestome. (OArOTOBUTH MPE3EHTALINIO)
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YueOHasi IPAKTHKA UTOTOBAs MO0 MOIYJIIO

Buasi pador:

co3maHue OJIaHKa TOKyMEHTa U 0(hopMIIEHUE OPTaHU3alMOHHO-PACTIOPSIUTEIHHON JOKYMEHTAIINH;

00paboTKa BXOASIINUX U UCXOAITUX IOKYMEHTOB;

CUCTCMaTHU3al s I[OKyMeHTOB 1 COCTABJICHUC HOMGHKJIaTypBI pi(S2) | OpI‘aHI/IBaHI/II/I;

dbopMHupOBaHHE TOKYMEHTOB B JICIIa;

peI‘JIaMeHTaL[I/I}I coCTaBa, BUJOB U paBHOBHI[HOCTeﬁ ,Z[OKYMGHTOB KOMIIJICKCA HOpMaTI/IBHO-HpaBOBBIX AKTOB I10 (byHKI_[I/IHM n
3a/1ayaM ympaBIICHHUS;

OIKCaHHE KOMITJIEKCAa HOPMATUBHBIX MIPABOBBIX aKTOB B YMPABJICHYECKON NEATEILHOCTH U pa3padOTKa MPOEKTOB yIpaBIeH-
YECKHUX PEIICHUH, MPUHUMAEMbIX HA UX OCHOBE;

IIoATOTOBKA U HpOBGI[eHI/Ie COBGH_IaHI/II\/'I, JCIIOBBIX BCTpe‘I, HpI/IeMOB n HpeBeHTaHHﬁ.

18

IIpou3BoacTBeHHAs NMPAKTUKA (110 MPOPUIII0 CIIENHATBHOCTH) UTOT0OBAaS 10 MOIYJII0

Buasbl pador:

03HAaKOMJIEHHE C MHCTPYKIUSAMH 10 OXpaHe TpyAa Ha padoyeM MecTe U AOJDKHOCTHBIMU HHCTPYKIHSAMHU;

03HaKOMJIEHHE C HOPMATHBHO-TIPABOBOM 0a30i M yUpeAUTEIHHBIMHU TOKyMEHTAMHU OpTraHU3aIiH;

COCTaBJICHUE CXEMBbI IOKYMEHTOIIOTOKOB IIOCTYNAIOLIEH, BHYTPEHHEN U OTIPABISIEMON TOKYMEHTALNHY;

ydacTue B rpouenype oopaboTKy U CUCTEMaTH3aluH JOKYMEHTOIIOTOKOB;

Y4acTHE B MIPOLIEAYPE PErUCTPALUU U KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB;

Y4acTHE B IPOLECCE COCTABJICHHUS HOMEHKIIATYPBI JeJl CTPYKTYPHOTO MOAPA3ACICHUS KOHKPETHOIO YUPEXKICHUSI, OPraHu3aliu, a TaKk
e B mporiecce GOpMUPOBAaHUS U OMUCAHUS JIeN U MOArOTOBKE UX K Iepeade Ha apXUBHOE XpaHEHHE;

y4acTHE B TOATOTOBKE MPOEKTOB YIPABIEHYECKUX JOKYMEHTOB;

COCTaBJICHUE BCEX BUJIOB OPraHU3allMOHHOW, YUPEIUTEIbHOW, PACIOPSAUTEIHLHON U CIPaBOYHON JTOKYMEHTAlMH C HCIOJb30BaHHUEM
KOMIIBIOTEPHOM TEXHHKH;

opraHu3zanus pabovero Mecra CeKpeTaps;

NpOBeJICHHE TUIAHUPOBAHUSI Pad0Yero JIHS;

Opra"u3aius npuémMa rmoceTuTemnen;

npoBeeHHE TeJeQOHHBIX IEPETOBOPOB;

y4acTHe B IPOLEAYPE MOATOTOBKH JETOBHIX MOE3/I0K U BCTPEY PYKOBOJAUTENS U APYTHUX COTPYAHUKOB OpPTraHU3AINU, YIPEKACHUS;
MIPUMEHEHHE KOMITBIOTEPHBIX U TeIEKOMMYHHUKAIIMOHHBIX CPEICTB, CPEJICTB OPraHM3AIMOHHON TEXHUKH Ha pabodeM MecTe.

36

Bcero

612

Jli1s XapaKTepHUCTUKH yPOBHS OCBOCHHUS y4EOHOTO MaTepHalia HCIONIb3yIOTCS CIIELYIoIIe 0003HAYCHHS:

1 — 03HaKOMHUTENbHBIN (y3HABaHUE PaHEe U3yYEHHBIX O0BEKTOB, CBOMCTB);

2 — penpoayKTUBHBIN (BBIIOIHEHHE ACATEIBHOCTH 110 00pasily, HHCTPYKIIHH MM HOJ] PyKOBOJICTBOM);

3 — IPOYKTUBHBII (TITAHUPOBAHHUE U CAMOCTOSITEIILHOE BBIIIOIHEHHE ACSITEBHOCTH, PELICHNHE IPOOJICMHBIX 3a/1a4).
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IIpomeskyTOYHAS aTTeCTALMS:

1o Npo¢eCCHOHATPHOMY MOJIYJIIO — 9K3aMEH BO 2-oM cemecTpe 1-ro kypca (ycimoBueMm Jormycka
K DK3aMEHY SIBIISIETCS YCIIEIIHOE OCBOGHUE BCEX JIEMEHTOB MOAyJsl, Bkirodas MJIK u Bce BuabI mpak-
TUKU. MITOroM sk3ameHa SIBISIETCSl OJHO3HAYHOE pEIlIeHue: «BUJ MpodecCHOHATbHON AesTeNbHOCTH
ocBoeH/He ocBoeH». [Ipu coONrOIeHNN OTpaHMYCHUI Ha KOJIMYECTBO IK3aMEHOB, 3a4eToB U quddepen-
[UPOBAHHBIX 3a4E€TOB B KAKIOM Y4EeOHOM roJly BO3MOKHA IIPOMEKYTOUYHAsI aTTECTAIUs 110 COCTABHBIM
9JIEMEHTaM MOJTYJIS,

no MJIK01.01 «/lokymeHTarrioHHOE 0OeCTIeueHre YIIPaBICHHs» — YK3aMEH BO 2-0M ceMecTpe 1-To
Kypca;

no M/IK01.02 «IIpaBoBoe peryanpoBaHHe yIPaBICHYECKON AESITETbHOCTH - 9K3aMEH BO 2-0M
cemectpe 1-ro Kypcea;

o MJIK 01.03 «Opranuzarisi CEKpeTapcKoro 00CTy>KUBaHUsI » — TU(PEpeHITMPOBAHHBIN 3a4€T BO
2-oM cemecTpe 1-To Kypca;

ydeOHast MpakTHKa - 3a4eT BO 2-0M ceMecTpe 1-To Kypca;

MPOM3BOJICTBEHHAS MPaKTUKA (TI0 MPOMUITI0 CHEIUAIBHOCTH) - 3a4eT BO 2-0M cemecTpe 1-ro

Kypca.
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4. CHEITUAJIBHBIE YCJIOBUA PEAJIU3AIIMUA PABOYEN TPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

4.1. O0pa3oBaTesibHbIE TEXHOJIOTHHU

4.1.1. B yyeOHOM mporecce, IOMUMO JIEKIHH, KOTOpble cocTaBisitoT 37 % oT olmiero oobema
ayJAMTOPHBIX 3aHATUI MO MEXIUCIUILTMHAPHBIM KypcaM Mpo(hecCHOHATBHOTO MOAYJISA, ITUPOKO HCIIOJb-
3YIOTCsI aKTUBHBIE ()OPMBI TIPOBEICHUS 3aHATHI. B codyeTaHnu ¢ BHeayaUTOPHON CaMOCTOSATEIBLHOHN pa-
00TO# 3TO crocoOCTBYET (HOPMUPOBAHHIO M PA3BUTHIO OOIIMX U MPOQPECcCHOHATBHBIX KOMIETEHIUI 00y-
YAIOIIUXCS.

[Ipu npoBeneHNM y4eOHBIX 3aHIATUN UCIONB3YIOTCS CIEAYIONIHEe 00pa30BaTeIbHbIC TEXHOIOTHH:
TpaJAuLIMOHHAs, TUYHOCTHO-OPUEHTHPOBaHHAs, MpoOIeMHasi, UrpoBas, nHpopManmonHas. Bece TexHomno-
T'MH IalITUPOBAHbI K 00yYalONIMMCs HHBAJIMAAM U JIUIAM C OTPaHUYEHUSIMA BO3MOXKHOCTSIMH 3/10POBbSI.

Tpaouyuonnana mexnono2usa 00yyeHus OPUEHTUPOBAHA HA Mepeaavy 3HaAHUNM, YMEHUN U HaBbl-

koB. OHa o0OecrieynBaeT yCBOGHHE YYaIIMMUCS COJEpKaHUs 00ydeHHsI, IPOBEPKY M OLEHKY €ro Kade-
CTBa Ha PENpOIyKTUBHOM ypoBHE. CyTh €ro COCTOMT B OOy4YEHHH MO CXeMe: M3ydyeHHe HOBOro — 3a-
KpeIUIeHHe — KOHTPOJIb — OLIeHKa. [ 1aBHbIE METO/bI 00YUEeHHUSI, JISKAIUE B OCHOBE ITOW TEXHOJIOTHH,
— 00BsSCHEHNE B COUYETAHUU C HATJISAHOCTHIO; BEAYIIUE BUABI ACSITEIbHOCTH YUALUXCS — CIyIIaHUuE U
3allOMHMHAHKE; TJIaBHOE TpeOOBaHUE M OCHOBHOI Kputepuil 3¢)(heKTHBHOCTH — 0e301100YHOe BOCTIPO-
U3BEJICHUE U3yYCHHOTO. B pamkax TpaJuIMOHHON TEXHOJOI'MH 00y4aeMOMY OTBEIEHBI MCIIOTHHUTENb-
cKkrue (DYHKIMU PEernpoaAyKTUBHOIO Xapakrepa. [laHHas TeXHOJIOTHS SKOHOMHYHA, obserdaer oOydaro-
IIUMCSI TIOHUMaHUE CJIIOKHOTO MaTepuaia, 00eCredrBaeT J0CTaTOYHO 3P GEeKTUBHOE YyIpaBieHHE 00pa-
30BaTEIbHO-BOCIIUTATEILHBIM IIPOLECCOM, B HEE OpPraHMYECKH BIHCHIBAIOTCS HOBBIE CIIOCOOBI M3JI0XKe-
HUS 3HAHUU.

[Tpumeps! popm yueOHBIX 3aHATUHN C UCTIONIB30BAHUEM TPAJIULIMOHHBIX TEXHOJIOTHIl:

- UH(OpMaLIMOHHAs JIEKIUS — [TOCJIEIOBATEIbHOE U3JI0KEHNE MaTepuasa B AUCIUILTHHAPHOMH JIo-
THKe, OCYLIECTBISIEMOE IPEUMYILIECTBEHHO BepOaIbHBIMU CpeCTBAMH (MOHOJIOT MPEIoAaBaTes);

- CEMHHAp — IBPUCTHYUECKas Oecea mpernoaaBaTesis u 00yJaromuxcs, 00CykaeHne 3apanee mo-
TOTOBJICHHBIX COOOIIEHUH, MPOEKTOB MO Ka)XXJ0My BONPOCY IUIaHA 3aHATUS C €AUHBIM JJIsl BCeX Meped-
HEM PEKOMEHTyeMOM 0053aTeIbHON U JOTIOTHUTEIILHON JTUTEPATYPHI;

- MPAKTUYECKOE 3aHATHE — 3aHATHE, TIOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHUIl 1 HABBIKOB
0 MPEAJIOKEHHOMY aJITOPUTMY.

Texnonozua NUYHOCMHO-OPUEHMUPOBCAHHO20 00YYeHUA TIPEATIONAraeT CO3/IaHue MeJaroruye-
CKHX YCJIOBHMM AJi BKJIIOYEHUS Ka)JIOr0 YUYEHUKa B JESATENbHOCTb, COOTBETCTBYIOILIYIO 30HE €ro Oiu-
Kaifiero pa3BuTHs. TeXHONOTHs aJalTUBHOTO O0y4YeHus, MpeArnosaramonas ruoKkyio CUCTeMy OpraHu-
31U Y4eOHBIX 3aHATUN C YIE€TOM MHIUBUAYAIbHBIX OCOOCHHOCTEH 00yuaeMbIX. LleHTpansHOE MecTO B
3TON TEXHOJIOTUH OTBOJIUTCS 00ydyaeMoMy, €ro JesTeIbHOCTH, KauecTBaM ero JUYHocTH. Ocoboe BHU-
MaHHe yjensercss QOpMUPOBAHUIO Y HUX YIEOHBIX YMEHUM.

[Tpumeps! GopM yueOHBIX 3aHATUH C UCHOJIB30BAHUEM JIMYHOCTHO-OPUEHTUPOBAHHOIO 00yde-
HUS:

- «3EpKAJIbHBIC 33/IaHUS» — OOHApY)KEHUE CBOMX JIMYHOCTHBIX WJIM YUYEOHBIX XapaKTEPUCTUK B
IpeJuIaraeMoi CUTyalllH, 337aBaeMbIX YIeOHBIM COJICpKAHNEM;

- 3aIaHKS C APTYMEHTUPOBAHHBIM BHIOOPOM crioco0a yueOHO# padoThI;

- 3a/1aHus, CO3/1al0I1e BO3MOKHOCTD MPOSIBUTH C€0s B ONPEIETICHHBIX POJISX;

- «MO3TOBOM IITYPM», TPYIIIOBBIE POEKTHI H TIP.

Hens npoonemnozo o6yuenusn: pa3BuTHE WHTEIUIEKTa U TBOPYECKHX CIIOCOOHOCTEH 00ydaro-
muxcs; (GOpMUPOBAHHUE MPOYHBIX 3HAHUI; MOBBINICHHE MOTHBAIMK Yepe3 SMOLMOHATIBHYIO OKPACKY
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ypOKa; BOCIIUTaHWE aKTUBHOW JInyHOCTU. Co3/1aBas MpoOJIeMHbIE CUTYAllUl U OPraHu3ys JIesTEIbHOCTh
00yJaronIuXxcs Mo PEIICHUI0 Y4eOHBIX MPoOIeM, 00eCTIeunBaeTCsl ONTUMAIBHOE COUYETAHNE X CaMOCTO-
ATEJIBbHOM MOMCKOBOM JIESITEILHOCTH C YCBOCHUEM I'OTOBBIX BHIBOJIOB HAYKH.

[Tpumeps! hopm yueOHBIX 3aHATHH C UCTIOJIb30BAaHUEM MTPOOJIEMHOTO OOYICHHUS:

- Ipo0OJIeMHast JIEKITUS - B XOJIE €€ YTCHUSI UMEET MECTO ABYXCTOPOHHSS MBICIUTEIbHAS JIeSTeIb-
HOCTb — MpEMoiaBaTeis U 00y4aeMbIX;

- IPOOJIEMHBIN CeMHHAp — HATIPUMEP, CEMUHAP-TUCTTYT;

- IpoOJeMHasl CUTYyalusl — pelIeHne 00yJalouMMHCs TpeaiaraeéMoil POU3BOCTBEHHONM CUTYya-
uuy;

- TUCKYCCHSI — KOJIJIEKTUBHOE MBIIIIJICHHE.

Hzposvle mexnonozuu — opraHuzanusi 00pa30BaTeIbHOrO MpPOIECCa, OCHOBAHHAs Ha PEKOH-
CTPYKLMHU MOJENel MOBEACHUS B paMKaxX MpPEIOKEHHBIX CIEHApHBIX YCIOBUN. BkitoueHne UrpoBbIX
CUTyallUl JeNaeT Ipolecc o0ydeHHs HHTEPECHBIM, YAEp)KHMBaeT BHUMaHHe. Mrpa ¢opmupyer auy-
HOCTb, MOATOTABINBAS €€ K PAa3IMYHBIM BUAAM JedaTelbHoCcTU. Wrpa, BIuUssS Ha CKIAJbIBaHUE OMpe/e-
JICHHBIX TIOBEJCHYECKHX HAaBBIKOB, OTPAXXAET BEPOSITHOCTHOE OyAyIliee, OHA BBICTYNAET KaK MHOTOCTO-
pOHHEE M BapuaTHBHOE MpHUCIIOocobeHre K aToMy Oyaymiemy. Takum o0pa3om, nepedupasi UrpoBbIE XO-
IIbl - BAPUAHTHI, YEJIOBEK YUYUTCS OPUEHTALIUU.

[Tpumeps! hopm yueOHBIX 3aHATHH C UCTIOJIB30BAaHUEM UTPOBBIX TEXHOJOTHIA:

- JIeTIOBasi UTpa — MOJCIIUPOBAHKUE PA3INYHBIX CUTYaIlU, CBSI3aHHBIX C BBIPAOOTKOUN U MPUHSATH-
€M COBMECTHBIX PEIICHUH, 00CYkIeHHEM BOIIPOCOB B PEKHUME «MO3TOBOTO LITYpPMay, PEKOHCTPYKLIUEH
(GYHKIIMOHATILHOTO B3aUMOJICHCTBUS B KOJJIEKTUBE U T.I1.;

- posieBasi Urpa — UMUTALMS WIM PEKOHCTPYKIMS MOJIENIEH pOJIEBOTO MOBEACHHS B MPEIOKEH-
HBIX CIEHAPHBIX YCIOBHSIX.

Hughopmayuonno-kommynukayuontsle o0pazoeamensviovie mexnoaozuu — opranusaims oopa-
30BaTEIbHOIO TPOIECCa, OCHOBAaHHAS Ha MPUMEHEHWHU CICHUATN3UPOBAHHBIX MPOTPAMMHBIX Cpel U
TEXHUYECKHUX CPEeACTB paboThl ¢ nHpopManuein. MHPopManOHHAsT TEXHOJIOTH O0y4EeHUsI COBMEIIACT
METO/Ibl, IPOU3BOICTBEHHBIE MPOIECCH U MPOrPaMMHO-TEXHUYECKHE CPEACTBA, 0ObETUHEHHbIE B TEX-
HOJIOTHYECKYIO IIEMOYKY, 00eCIeunBaroyto coop, 00paboTKy, XpaHeHHe, pPacCIpOCTpaHEeHNuEe U 0ToOpa-
KEeHHEe HHPOPMALIUU C IENIbI0 CHUKEHUS TPYIOEMKOCTH MPOLIECCOB UCIIOIb30BaHUS HH()OPMAIIHOHHOTO
pecypca, a Tak’e MOBBIIIEHNS UX HaJIe)KHOCTH U ONIEPaTUBHOCTH.

CucreMa ypoKOB COPHEHTUpPOBaHA Ha (pOpMHpPOBAHUE aKTUBHON JTUYHOCTH, MOTUBUPOBAHHOMN K
caMo00pa3zoBaHuIo0, 00Iaa0MIeH JOCTATOYHBIMU HAaBBIKAMH M IICUXOJOTUYECKIMH YCTAaHOBKAMH K Ca-
MOCTOSITEIBHOMY MOMCKY, OTOOPY, aHAIU3y U HCIOJIb30BAaHUIO HHPOpMAIMK. ITO MOMOXKET 00ydaro-
IIMMCS aJJalTUPOBATLCS B MUpE, I/1e 00beM MH(pOpMallMU, pacTeT B T€OMETPUUYECKOM mporpeccuu, ca-
MOCTOSITEIBHOCTH MBIIUICHUS U HHUIIUATUBHOCTH, OT TOTOBHOCTH TIPOSIBIISITH TBOPUYECKUI TOIXO K Jie-
7y, MCKaTh HECTAHAAPTHBIE CIIOCOOBI PelICHHs TPOOIIEM.

[Tpumepsl popM ydeOHBIX 3aHATUN C UCHOJIb30BAaHHUEM HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUI:

- JIeKUUSA-BU3YyalIU3alisl — U3JI0)KEHUE COJEpXKAHUS COIMPOBOXKAAETCS Npe3eHTauuen (AeMoH-
CTpaluell yueOHBIX MaTepUasoB, MPEACTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CHCTEMaX, B T.U. UILTIOCTPA-
TUBHBIX, Tpa)UUECKUX, ayJTU0- U BUACOMATEPUATIOB).

- MPaKTUYecKoe 3aHATHE B (GOopMe MPE3eHTALUN — MPEICTaBICHHE PE3YJIbTaTOB MPOSKTHOW MIIH
HCCIIEI0BATEIBCKON JESITEIBHOCTH C HCIIOJIb30BAaHUEM CIIEIUATM3UPOBAHHBIX MIPOTPAMMHBIX CPE/l.

B To xe Bpems Ha ypokax W BO BHEYPOUHOU paboTe HCHOIB3YETCS padoma é mMauvlx Zpynnax
(o6yuenue B corpynuuuectBe). CoBMecTHast paboTa, KOTOPYIO KaXIbli 00Y4aIOIIUICS UCTIONb3YeT A
COOCTBEHHOT0 00y4eHUsI U O0y4YCHHs OKPYXKAIOIUX, Pa3BUBACT YMEHHE OOLIaThCs, CIYIIATh, KOJUICK-
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TUBHO peIlaTh NpoOIeMbl, TOCTUIaTh B3aUMONOHUMaHus. [loBbIIaeTcs ypoBeHb 3MIIATHH, Pa3BUBAECTCS
YMEHHUE B3IJISIHYTh HAa MUD TJIa3aMM ApYyroro yenoBeka. B paboTy BoBiekaroTcs Bce oOydaromuecs. Pa-
00Ta B MaJIOi rpymme CHUMaeT CTpax nepea HeyqadyaMu y Oosiee ciiadbIX | JIeaeT MpovHee 3HaHus 00-
Jiee CHIIbHBIX OOYyYaroIuXcsi, MPOMCXOIUT B3aHMMHOE OOOTalleHue MX B TPYIIE, OHM OOMEHHBAIOTCS
3HAaHUSIMH U Pa3HBIMU CIIOCOOAMHM JICHCTBUH.

[IpakTUKO-OpHEHTUPOBAHHbBIE U MPOOJIEMHBIC 3a/IaHUs, BBIIOJHEHHE Pa3HOYPOBHEBBIX 3aJIaHHH,
TECTOB, YCTHBII ompoc u Oecena, 0OCY)KIEHHE, KaK M MOJATrOTOBKAa COOOLICHWN U TOKJIAJOB SIBISETCS
HEOTHEMJIEMOH 4acThiO Y4eOHOr 0 Mmpolecca.

4.1.2. B coorBerctBum ¢ TpeboBanusimu ®I'OC CIIO mo cnenualbHOCTH peain3aiius KoMIie-
TCHTHOCTHOI'O IMoAXoJAa NpeaAyCcMaTpruBacT UCIIOJIL30BAHUC B y‘I€6HOM MpoHeCCC aKTUBHBIX U UHTCPAK-
TUBHBIX (DOPM MPOBENICHUS 3aHATHI: UCTIOIB30BAHUE IEKTPOHHBIX 00pPa30BaTEIBHBIX PECYPCOB, IPYII-
MOBBIX JUCKYCCHI, pa300pa KOHKPETHBIX CUTYalMil U aHaJu3a MPOU3BOJICTBEHHBIX CUTYAllU, 1EJIOBBIX
UTp, UHAWBUYATbHBIX 3aJaHUM B COUETAHUHU C BHEAyIUTOPHOHN paboTOoil ¢ 1enbio GopMHUpOBaHUS U
pPa3BUTHUS TPEOYEMBIX KOMIIETCHITUN 00YJarOIIIXCS.

[Ipu npoBeneHNN y4eOHBIX 3aHATUN UCHOIB3YIOTCS MYJIbTUMEIUIHBIC KOMITJICKCHI, YIEKTPOHHBIE
Y4eOHHKN U ydeOHBbIE TTOCOOUS, aJanTUPOBAHHBIC K OOYYAIOIIMMCS ¢ OTPAHUYCHHBIMH BO3MOKHOCTSIMHU
3JI0POBBSI.

AKTHUBHBIE M UHTEPAKTUBHBIE (DOPMBI IPOBEACHUSI 3aHATHI, UCIIOJIb3yeMbIe B yueOHOM Ipoliecce

Bun AKTHBHBIC U HHTEPAKTUBHBIC Paspaborannbic yieoHo-
Cemectp " N METOAMYECKHE MaTepHalibl, o0ecre-
3aHATUA (bopMBI TPOBEICHHSI 3aHATUI
YUBAIOLINE pealn3aiuio GopMBbI IIPo-
BeJCHUS 3aHATUHU
J I'pynmoBeie  auckyccuu, pa3dop| MeToauueckue yKazaHUs JIJsl MPOBEIe-
IIPOU3BOJICTBEHHBIX CUTYallUH, UC-{ HHUS CaMOCTOSITENIbHBIX pPaldOT, MPOU3-
noJjb30BaHue VHTepHET-pecypcoB, BOJACTBEHHBIC CHUTYAllMOHHBIC 3aJaHMs,
TECTUPOBAHUE, YCTHBIM WM MHCh- IME€peueHb HHTEPHET-PECYPCOB, TECTOBbIE
MEHHBII OIpOC, MPOCMOTP U Pa3- 3aJaHHs, BOIPOCHI K MUCHBMEHHOMY HIIH|
O6op (oOcyxneHnue) Buaeodpar- yCTHOMY OMpPOCY, MPE3CHTAMH IO Te-
MEHTOB M [IPE3CHTAIH. MaM Kypca, NMpe3eHTaluu 1 Bujaeodpar-
MEHTBI, KPOCCBOP/IBI.
1,2

I13,C | Pa36op mpoM3BOJICTBEHHBIX CHTYa-| MeToquYecKue yKa3aHus Ui IPOBe-
Ui, ucronb3oBanue HTepHET- | JEHHS CaMOCTOSITENbHBIX pPadOT, MH-
peCypcoB, MPOCMOTp U pazdop CTPYKIIMOHHBIE KapThl (METOIHYECKHUE]
(oOcyxnenue) BumeohparMeHTOB | yKazaHusl) ISl MPOBEICHUS IpaKTHYe-
U Mpe3eHTalui, CEMHHAp T10 ca- CKuX paboT, TepeYeHb HWHTEpHET-
MOCTOSITENIbHBIM paboTaM, I€JI0- | PecypcoB, MpEe3eHTalud U BUIeodpar-

Bas urpa. MEHTBI.

*) JI — nexuun, 113 — npaktudeckue 3ausaTusi, C — ceMUHApPbI

4.2. TpedoBaHUsSI K MUHUMAJbHOMY MAaTepHAJbHO-TeXHHYECKOMY 00ecre4yeHn 0

Peanuzanus amantupoBaHHOW 00pa3oBaTeIbHON MPOrpaMMbl MPO(HEeCCHOHAIBHOTO MOIYIISI IPEe-
HoJlaraeT Hajau4uue jadoparopuu «/lenonpons3BoAcTBa U OpraHU3allMOHHON TEXHUKM». B TeXHuKyme op-
rann3oBaHa 0ez0apbepHas cpesa.
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O6opynoBanue yaeOHOTo KabnHeTa U pab0YuX MecT Ka0uHeTa:

- TIOCA/IOYHBIC MECTa C TEXHWYECKHMMHU CPEICTBAMH OOYUEHUS IO KOJHYECTBY OOYYAIOUIMXCS C
Pa3JIMUHBIMU BUJAAMH OTPAHUYCHUA 3JOPOBbS;

- pabouee MeCTO TpenoJaBaTes;

- KOMIIBIOTCPELI 10 KOJIMYCCTBY OGY‘-IaIOH_II/IXCH C JIMOCH3MOHHBIM MTPOTpaMMHBIM O6CCHCLIGHH€M;

- UHTEPAKTUBHAS JOCKA C IOKyMEHT-KaMepoH;

- MPUHTEP, MHOTOQYHKITMOHATLHOE YCTPOICTBO, (hakc, mpenep, JaMUHATOP, pe3alibHOe 000py/I10-
BaHME, KOMHP, TenedoH, TeaedoHHas CTaHIIUS, KOHIICHTPATOP.

TexHuueckue cpeacTBa 00ydeHUs:

- KOMIIBIOTEP C JIMLIEH3UOHHBIM ITPOrPaMMHBIM 00ECTIeUCHHEM;

- TOCTyT K cetn MIHTEepHeT (cripaBo4HO-TIpaBoBbIie cucTeMbl «KoHcynbTanT [Lmrocy, «"apanTy);

- UHTEPAaKTUBHAs JJOCKA;

- TEJIEBU30P;

- TeneoH, TeneOHHAs CTaHIH, KOHIICHTPATOP.

[TpoBenenmne pyOoeKHOTO U MPOMEKYTOYHOIO KOHTPOJIS YPOBHS YCBOEHHUS 3HAHHM MO pasjaenam
po¢eCCHOHATLHOTO MOYJISI PEKOMEHAYETCS IPOBOIUTH B KOMIIBIOTEPHOM KJlacce.

Peanuzanus npodeccnoHanbHOrO MOAYIS MPEAIoIaraeT 00s3aTeabHyI0 y4eOHYI0 MTPAKTHKY, KO-
TOPYIO PEKOMEH/TyeTCsI TPOBOAUTH KOHIICHTPUPOBAHHO.
Ob6opynoBanue 1ad0paTopun 1 paboyux MecT J1a00paTOPHH:

-JJIS JIMIY ¢ HAPYLIEeHUEeM CJIyXa: HAIMYHE ayIUOTEeXHUKH (KOJOHKH, HAYIIHUKH, (TapHUTYPA),
BUJICOTEXHUKU (MHTEPAaKTUBHAS JOCKAa M TEJIEBH30p), JOKYMEHT-KaMephl, (hOPMBI 3JIEKTPOHHBIX JIOKY-
MEHTOB, ()OPMBI C YBETMYEHHBIM MEYaTHBIM IIPU(TOM.

-1 C1A00BHAAIIMX 00YYaIOUIUXCS: HATMYUE WHTEPAKTUBHOM OCKH M JOKYMEHT-KaMephl,
SKpaHHOM JIyIbl JUIA IPOCMOTpa MaTepuajoB Ha MOHHTOpE (YCTaHOBJECHA B mporpamMMHbIil maker Win-
dows 8), TeneBH30pa, MeYaTHBHIX (GOPM C YBEIMYCHHBIM IIPUPTOM, MPOTPAMMBI-CHHTE3aTOPOB PEUH
(ycraHoBiieHa B mporpammHsblid maketr Windows 8).

-5 00y4YaKOIIUXCS ¢ HAPYIIEHUSIMH OTIOPHO-IBUTaTeILHOIO anmapara:
opranu3oBaHa 0e30apbepHas cpena, MoAbEMHO-TIOBOPOTHBIE CTYJIbsI M MEPEIBUKHBIC MAPThl, BUPTYallb-
Has SKpaHHas KJjaBuaTypa (yCTaHOBIIEHA B MporpaMMHbIN nakeT Windows 8).

Peanuzamus npodeccHoHaIbHOTO MOAYINS MPEANoiaracT o0s3aTeNbHYI0 MPOU3BOJCTBEHHYIO
IIPaKTUKY, KOTOPYIO PEKOMEHYETCsl IPOBOAUTH KOHLIEHTPUPOBAHHO.

O6opynoBaHHe U TEXHOJIOTUYECKOE OCHAIIICHHE PA00YMX MeCT MPAKTHKH:

-AJI JIMI ¢ HAPpYLIEHHUeM CJIyXa: HaJM4he ayJIMOTEXHUKH (KOJOHKH, HAyIIHMKH, (FapHUTYpa),
(OpMBI SNIEKTPOHHBIX JOKYMEHTOB, (DOPMBI C YBEIHUEHHBIM MEYaTHBIM IPUPTOM.

--JUISl CJIA00BUASAIMX 00YYAIOIIMXCH: HATMYME SKPAHHOM JIYIbl 1711 IPOCMOTpa MaTepUalloB Ha
MOHUTOpE (ycTaHOBIIeHa B nporpammHubiid maker Windows 8), neuatHeix GopMm ¢ yBeTHYCHHBIM IIpUQ-
TOM, TIPOTPaMMBI-CHHTE3aTOPOB peun (yCTaHOBIIEHA B MporpaMMHbIi maket Windows 8).

-5 00y4YaIOLIUXCS ¢ HAPYIIEHUSIMH ONOPHO-/IBUIATEJILHOI0 anmapara:
opraHu3oBaHa Oe30apbepHas cpena, MOJbEMHO-IIOBOPOTHBIE CTYJbsl U INEPEIBUKHBIE KOMIIBIOTEPHBIE
CTOJIbI, BUpPTYyaJibHAs SKpaHHas KJaBHaTypa (yCTaHOBJIEHA B MporpaMMHbIi naker Windows 8) .

4.3. UnudopMmannoHHoe odecniedeHne 00yueHust

- JLJist JIMI ¢ HAPYIIEHUSIMU 3PEeHUsI:

B Ie4aTHOM (opMe YBETUUEHHBIM MIPUPTOM;

B (hopMe AIEKTPOHHOTO JJOKYMEHTA;

B (popme aynuoBumeodaiina;

- JlJist JiMI ¢ HAPYHIEHUsIMU ¢JIyXa nHpopManus NpeaoCcTaABIAETC:
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B IIEUaTHOM (opMe WK B GopMe FJIEKTPOHHOTO JOKYMEHTA;

- JIJ1s1 1 ¢ HAPYIIEHUSIMHM ONOPHO-ABUIaTEJbHOI0 annapara nHgopmManus npeaocTaB/sieTcs:
B MIEYATHOH (opme;

B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuoBuaeodaiina.
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©oNo O

4.4, O6uue TpedOBaAHUS K OPraHU3aMU 00Pa30BaTeJbLHOI0 Mpoliecca

OcBoeHue  MpOrpaMMbl  MPO(PECCHOHATBHOTO  MOJIYJS  3aKJIIOYaeTcss B H3y4YEHUU
MexauciumuHapaeix kypcos MJIK 01.01, MJIK 01.02, MJIK 01.03, kotopoe mpoBOAUTCS B Y4eOHOM
kabunere. [IpodeccuoHanbHBIE MOAYNb U3ydYaeTCs NapaljIeNIbHO C HW3YYEHHUEM YYEOHBIX AMCUUILUINH
obmenpogeccuoHanbHOro 1uKiIa. Peannsanus mporpaMMbl Mpo(ecCHOHATBHOTO MOIYIS MPEAIoaraeT
KOHIICHTPUPOBAHHYIO YUEOHYIO MPAKTHKY. 3aHATUS MO Y4eOHOH NpaKTUKE MPOBOIATCS B JabopaTopuu
«J1enonpon3BOJCTBO U OpraHU3aIMOHHAs TEXHUKA»

[Ipu npoBeneHNM y4eOHBIX 3aHATUN UCHOIB3YIOTCS MYJIbTUMEIUIHBIC KOMILJICKCHI, YIEKTPOHHBIE
Y4eOHHKH U ydeOHbIE TTOCOOUs, aJanTUPOBAHHBIC K OOYYAIOIIMMCSI ¢ OTPAaHUYECHHBIMH BO3MOKHOCTSIMHU
3JI0POBBSL.

Koncynpranum o0ydaromuxcsi MPOBOISATCS COTIAcHO TpaduKy KOHCYJIbTAIMi, COCTaBICHHOMY
y4eOHBIM 3aBe/ICHUEM.

Texymuit KOHTpoJb ocBoeHUs conepxkanus MJIK ocymectBisercs B ¢opMe TECTOBBIX 3aJaHUMH,
OIpoca, peleHHust KpOCCBOP/IOB U MPOU3BOJCTBEHHBIX CUTYallui, MPAaKTUYECKUX 3aHITUH.

[TpousBoacTBeHHas MpakTUKa (MO MPOGHII0 CIENUATBHOCTH) MPOBOAUTCA KOHIEHTPUPOBAHHO
1ocjie OCBOEHHs BCEX pa3/esoB MPOQEecCHOHATBLHOrO MOAyIs. IIpou3BOJACTBEHHAs MpaKTHKA JIOJHKHA
MIPOBOAUTHCSI B OPraHU3ALIUAX, HApPaBICHUE JEATEIbHOCTH KOTOPBIX COOTBETCTBYET MPOGMIIO MOArOo-
TOBKHM 00Y4arOIIUXCS.

O0s13aTeNbHBIM YCIOBUEM JOMYCKa K MPOU3BOJCTBEHHON MPAaKTHKE (110 MPOQHIIIO CHEeHUaNIbHO-
CTH) B paMKax Mpo(ecCHOHATBHOTO MOIYJIS SBJISIETCS OCBOSHHE MEXAUCIUIUIMHAPHBIX KYpCOB U yueO-
HOM MPAKTUKH.

ATTecranys 1Mo MTOraM IPOM3BOJCTBEHHOM MPAKTHKH (IO MPOQMII0 CHEIHAILHOCTH) MPOBO-
JUTCSI HA OCHOBAHUHU PE3yJIbTaTOB, MOATBEPHKIAEMBIX OTYETAMU U JHEBHUKAMH MPAKTUKU 00yYaronX-
Csl, a TAK)KE aTTECTAMOHHBIMU JINCTAMU PYKOBOJIUTENICH MPAKTUKU HA 00yUYaIOIIHXCS.

VYueOHast ¥ MPOM3BOACTBEHHAS MPaKTUKA (IO MPOPHUITIO CHEIUATHFHOCTH) 3aBEPIIAIOTCS 3a4ETOM
OCBOCHHBIX OOIIMX M MPO()EeCCHOHAIBHBIX KOMIIETEHIIMHA U TPYIOBBIX (pyHKIHUI. Pe3ynbraTsl mpoXox-
JIEHUsI Y9eOHON M TIPOM3BOJICTBEHHOW MPAKTUKU (10 MPOGUITIO CIIEIIHATIEHOCTH) TI0 MOJYJTI0 YYUThIBA-
IOTCS TP TIPOBEJICHUN TOCYAAPCTBEHHOM (MTOrOBOI) aTTeCTaLlUH.
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4.5. KaapoBoe obecnneueHue 00pa3oBaTeIbHOr0 Mpouecca

Tpe6oBanuss K KBAIN(PUKANMU NeIATOTHYECKUX (MHIKEHEPHO-MEJArOrHYecKHuX) KaJIpoB,
o0ecrnieyUBAOIIMX O0yUYeHHE MO0 MEKIUCHUIIMHAPHBIM KypcaM: BbIcIiee TPoeCCHOHAIBHOE 00pa-
30BaHKE, COOTBETCTBYIOIIEE MPOPUITIO MPENO1aBaeMOT0 MOYJISI.

[lenarornyeckue paOOTHUKH, YYAaCTBYIOIIHE B peajd3alldy aJalTHPOBAHHOW 00pazoBaTebHON
MPOTPaMMBI, TOJDKHBI OBITh O3HAKOMIICHBI C TICHXO(PU3NYECKUMU OCOOCHHOCTSMHU OOYYarOIINXCsl MHBA-
JUJIOB U OOYYAIOIINXCSI C OTPAHMYCHHBIMA BO3MOXKHOCTSMH 37I0POBbSI M YIYUTHIBATh UX IMPU OPTaHU3AIUN
00pa30BaTeNBLHOTO MPOIIECCa, MOJKHBI BIAJIETh MENArOrHYeCKUMH TEXHOJIOTHSIMH WHKIIO3UBHOTO 00Y-
YEHUSI U METOJaMU HUX HCIOJIb30BaHUS B PabOTe € WHKIIIO3UBHBIMH TpynmamMu obydarontuxcs. Heooxo-
JUMO TIPETyCMOTPETh IJIsi HUX 00s3aTeNbHOE MPOXOXKIeHHE MPOo(hecCHOHATLHON MepernoAroTOBKH UITN
TTOBBINICHUE KBATH(UKAIIMN B 00JIACTH TEXHOJIOTHI MHKJIIO3UBHOTO 00pa30BaHUs, CIICIIMAIIBHON Te1aro-
TUKH WIH CIIEHAIBHOMN IICUXOIOTHH.

[Tpu HEoOXomMMOCTH paboTa COBMECTHO C MEIaroroM-TICHXO0JIOTOM.
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5. KOHTPOJIb M OLleHKA Pe3yJIbTATOB 0CBOCHHUSA NPOPeCcCHOHAIBHOI0 MOAYJIsA
(Buaa npogeccHOHAIBLHOM AeATEeJIbHOCTH)

KoHTposib © oOIleHKa pe3ynbTaToB OCBOeHMsI mpodeccuoHanbHoro wmoxaymst I1TM.01
«Opranmsanusi  JAOKYMEHTALMOHHOrO0 o0ecmeyeHWsl yHpaBjeHHss M (YHKIHMOHUPOBAHHUSA
OpPraHu3alMu», OCYUIECTBISIETCS NpernojaBaTesieM B XOJ€ TEKYIIEro KOHTPOJS HHIMBUAYATbHBIX
00pa3oBaTEeNbHBIX JOCTHXCHUN, PYOeKHONH M TMPOMEXKYTOYHOH aTTECTallMd B MPOLIECCE MPOBEICHUS
MPAKTUYECKUX 3aHATUN, TECTUPOBAHUS, BBIMOJHEHHUS OOYYAIONIMMUCS CaMOCTOATENbHOW paloThl,
peleHus TPOU3BOJICTBEHHBIX CUTYAIMil, POEKTOB, BHIIIOJHEHHS U 3alIUThI KypCOBOI pabOTHI, a TaK ke
MPOXOXKACHHS Y4eOHOM U MPOU3BOICTBEHHON MTPAKTUKH.

Jl1s OlleHKM AOCTHXKEHUH 00ydaroluXcsl M0 U3y4eHUIo Mpo(hecCHOHaTbHOTO MOAYIS IIaHUPY-
€TCA MCIOJb30BaTh TEKYIIUH KOHTPOJIb 3HAaHUU. TeKyIHil KOHTPOJIb MPOBOJIUTCS C LEIbI0 TPOBEPKH U
OLIEHKU YCBOCHMS 00Y4YaIOUIMMHUCS y4eOHOro MaTepuaa B MPOLEcce U3YUYEHHUS! TeMbl 1 HOCUT CTUMYJIU-
pPYIOLIUHI, KOPPEKTUPYIOIIUNA W BOCIUTATEIbHBIM Xapakrep. Texkylmuil KOHTPOJb YCIIEBAEMOCTU OCY-
IIECTBIISIETCS B TpOILIECCE MPOBEACHHSI TEOPETUUYECKHX U MPAKTUYECKUX 3aHATUH B (opMe YCTHOTO
OIpoca, TECTUPOBAHUS, PEIICHUS MPOU3BOACTBEHHBIX CUTyallM M MPAKTHUYECKUX 3a/laHui, KPOCCBOP-
JIOB, a TaK)K€ BBIMOJIHEHUSI MHAWBUIYATbHBIX paObOT U TOMAIIHUX 3aJJaHUM, CAMOCTOATEILHON BHEAYIH-
TOPHOU PaOOTHI.

PyOexHblli KOHTPOJb MPOBOJUTCS C LIENBIO MPOBEPKHM U OLIEHKH YCBOCHHSI O0YYarolIMMHCS
yueOHOro MaTepuaia 1o u3ydyeHHoi teme. Bosmoxknast popma pyOeskHOro KOHTpOJIS — cobeceioBaHue,
IIMCBMEHHBIE OTBETHI Ha BONPOCHI, TECTUPOBAHUE, BBIIIOJHEHUE NMPAKTUYECKUX 3aHATHH. Dopma KOH-
TPOJISt 17151 0OYUAIOIIMXCSl YyCTAaHABIUBACTCSA C YYETOM MX MHIUBUAYAIBHBIX NCHUXO(PU3MUECKUX OCOOCH-
HOCTEM.

[IpomexyTouHas aTTecTanusi 00yJarOIIMXCsl OCyIIecTBIsieTCs B popme nudepeHImpoBaHHOTO
3ayeTa B BHJIE TECTHUPOBAHUS U 3k3aMeHOB. PopMa U BpeMs MPOBEIEHUS MTPOMEKYTOUHOM aTTecTaluu
U1 00YYaroIIMXCsl MHBAJIMJOB U OOYUYaIOIIUXCsl ¢ OTPAaHMYEHHBIMH BO3MOXKHOCTSIMHU 37J0POBbSI yCTa-
HABJIMBAECTCSl C Y4E€TOM HWHIMBUAYAIbHBIX, MCUXO(pHU3Ndeckux ocobeHHoctel. [Ipu HeobOxomumocTu
IIPEIOCTABIIAETCS AOMOJHUTENBHOE BPEMs JUIsl TIOATOTOBKHU OTBETA HA 3ayerT.

[Tpu mpuMeHeHNN pa3auIHBIX (HOPM 3aHATUA HEOOXOIUMO COOIIOIATh 00IIE PEKOMEHIAITNH 10
pabote ¢ 00yJaroUMMHCS C OTPAaHHYECHHBIMH BO3MOKHOCTSIMU 3/10POBBSI 1 HHBAJIN/IOB:

-ACIIOJIb30BaHNE YKAa3aHUMN, KaK B YCTHOH, TaKk U MUCbMEHHON popme;

-[I0ATAIHOE Pa3bSICHEHNE 3aJaHUM;

-[10CJIEIOBATEIBLHOE BBIIIOJHEHHUE 3aJaHN;

-IOBTOPEHNE 00y4YaIOUMMUIC HHCTPYKIIMH K BBITOJIHEHUIO 3a/1aHuUs;

-obecrieueHue ayIno-BU3yabHbIMU TEXHUUECKUMH CPEJICTBAMU O0yUCHHS;

-COCTaBJICHUE WHIUBUYaIbHBIX IUIAHOB, HTO3UTUBHO OPUEHTUPOBAHHBIX U YUUTHIBAIOIINX HABbI-
KU U YMEHHS 00y4arOMIUXCsl.

[IpakTuka mnpenacraBiasier coOOW BUA YYEOHBIX 3aHATHN, OOECIEUMBAIOIIMX MPAKTHUKO-
OPHEHTUPOBAHHYIO MOJrOTOBKY obOydatomierocs. [Ipu peanuzanuu npodeccnoHaIbHOrO MO IPEy-
cMaTpHuBaeTcs yueOHasi U MPOU3BOJICTBEHHAS MPAKTUKA (1O MPOGUITIO CIICIIMAIBHOCTH ).

VYyeOHast mpakTUKa MPOBOJUTCA B JJabopaTopusax oOpa3oBaTenbHOro yupexaeHus. Ilo uroram
yueOHOM MPaKTUKK IMPOBOJUTCS C/aya 3a4eTa C BBHIOJHEHUEM MPAKTUYECKOTO 3a/aHUs 3a CUET YacoB,
OTBEICHHBIX Ha Y4eOHYIO MIPAKTUKY MO Kax10i Teme pazzena. [Ipon3BoacTBeHHas MPaKTHKA IPOBOIMT-
Ccsl Ha MPEeANpUATHIX ropoja, paifona u obnactu. [lo uroram npon3BOACTBEHHON MPAKTHUKU MTPOBOAUTCS
c/laya 3a4eTa 3a CYET YacoB, OTBEIECHHBIX HA IPOM3BOACTBEHHYIO IIPAKTHUKY.
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PesynabTaTsl 00yyeHus

(I)OpMI)I N METOAbI KOHTPOJA H

Kpurepun onenok (mkaja

(ocBOEHHBbIE YMeHM S, OLeHKH OLIEHOK)
YCBOEHHbIE 3HAHUSA)
YMeThb:
o MPUMCHSITh OkcnepTHass  oueHka npuMmeHeHHus | OLieHKa «OTIUYHO» - 3a/IaHHs
HOPDMAaTUBHbIE  MPABOBBIC | HODMATUBHBIX M NPABOBBIX AKTOB B | BBIIOJHEHHl INPABHIEHO  HA
aKTBl B YIPaBICHYECKON | YIIPABICHYECKON JCATEIBHOCTH. 90%, Xopomo - Ha 70%,
JIeSITeNIbHOCTH; Hab6monenue npu BBITIOJIHEHUH | YAOBJIETBOPUTEIBbHO — Ha 51%,
MPAKTUYECKHUX 3aHSATHH. HEY/I0BJIETBOPUTEIBHO -
MeHee 50%.
. MOJITOTaBINBATh DKkcnepTHasi ~ OlEeHKa  MOJAroToBKHU | OLIEHKA «OTIWYHO» - 3a/IaHHs
IPOEKTHI  YIPABICHYCCKHUX | IPOEKTOB YNPABICHYECKUX PELICHUM. | BHIIOJIHEHB  NPABHUIBHO  HA
pelIeHni Habmonenne  mpu  BemonHeHud | 90%, Xopomo - Ha 70%,
MPAKTUYECKUX 3aHITUH. YAOBJIETBOPUTENBHO — Ha 51%,
HEY/I0BJIETBOPUTEIBHO -
MeHee 50%.
o 0o0pabaTsiBaTh OkcnepTHast  omeHka  mpoBeAeHUs | OLIEHKa «OTIUYHO» - 3a/IaHHs
BXO[AIIME M HCXOAAIMe | 00padOTKH BXOISIIMX W HCXOISIIMX | BBIMOJHEHBl IPaBWJIBHO Ha
JIOKYMEHTHI, JOKYMEHTOB, HX cucremaruzauud, | 90%, Xopomo - Ha 70%,
CHCTEMaTH3HPOBATh UX, | COCTaBIICHUM HOMEHKJIATYPHl JA€l U | yIOBJIETBOPUTEILHO — HA 51%,
COCTABJIATH HOMEHKIATYPy | (POPMHPOBAaHMM JOKYMEHTOB B JI€Ja. | HEYJAOBIETBOPUTEILHO -
Jen u dopmuposars | Habmonenne  npum  BemosHenuu | meHee 50%.
JIOKYMEHTHI B JIE€NIa; MPaKTUYECKUX 3aHATUI
o TOTOBUTH u | DKcnepTHas OLICHKA pemienus | OLeHKa «OTJIWYHOY» - 3aJaHUS
IIPOBOUTH COBEILAaHUs, | OPTAHU3ALMOHHBIX BOIIPOCOB, CBSI3aH- | BBIIOJIHEHBl  IPAaBWJIBHO  Ha
JICJIOBbIE BCTPEYM, TMPHUEMBI | HBIX C TpoBeneHueM cosemanuid u | 90%, Xopomo - Ha 70%,
Y IIPE3EHTALNN JIEJIOBBIX BCTPEU. YIOBJIETBOPUTENIBHO — Ha 51%,
HabGnionenne  mpu  BBINOJIHEHUU | HEYJOBIIETBOPUTEIHHO -
IIPAKTUYECKUX 3aHATUN MeHee 50%.
. AY1 -  odopmisrs | — DKcnepTHas OLICHKAa no | OLeHKa «OTIHYHO» - 3aJaHus
TEKCTOBblE ~ pabOTbl U | COONMIONEHUIO MpaBWJI OQOPMIICHHS | BHIIOJHCHBI — MPABWIBHO  HA
COBEpIIIaTh KOPPEKTYPHYIO | Mojiel  MarmHomucHOM — crpanuisl, | 90%, Xopomo - Ha 70%,
MIPaBKYy TEKCTOB ab3alleB W MHTEPBAIOB B TEKCTE, | YAOBJIETBOPUTENBHO — Ha 51%,
opopMIIeHHIO 3HAaKU TpENUHAHUS, | HCYAOBICTBOPUTEIHHO -
nepeHocoB, neducos; odopmicuuio | Menee 50%.

Ta6HI/II_IBI B TCKCTC; OCYHICCTBJICHUIO

PEIaKTOPCKOM  TPaBKM  TEKCTOB,

WCII0JIb30BAHUIO KOPPEKTYPHBIX

3HAKOB.

HaGmionenne  mpu  BBINIOJHEHUU

MPAKTUYECKUX 3aHITUH.
° I[Y2 - - 3KcnepTHa;1 OIICHKAa mo | O1eHKa «OTIUYHOY» - 3aJaHUs
OpraHu30BBIBaTh PabOTy ¢ | NMPUMEHEHMIO B pabOTE HOPMATHBHO- | BBIIOJHEHBl NPABHIEHO  HA
JIOKYMEHTaMH, MPaBOBBIX akToB, | 90%, Xopomo - Ha 70%,
coAepKANMU pETIIAMEHTUPYIOIIINX BOIIPOCHI, | YAOBJIETBOPUTEIHbHO — Ha 51%,
KOH(pHICHIIHATBHYIO CBSI3aHHBIE c 3aIUTON | HEYAOBJIETBOPUTEIBHO -
UH()OpPMAIHIO; KoH(uaeHIManbHol  mHpopmanuy; | MmeHee 50%.

CO3/IaHUIO0 u y4ery

KOH(PHUACHITMAIBHBIX  JIOKYMEHTOB;

OpraHu3aly J0CTyna paOOTHUKOB
OpraHM3alii K KOHQHUICHINAIEHON
uHpOpMaInu.




PesynabTaTsl 00yyeHus

(I)OpMI)I N METOAbI KOHTPOJA H

Kpurepun onenok (mkaja

(ocBOEHHBbIE YMeHM S, OLeHKH OLIEHOK)
YCBOEHHbIE 3HAHUSA)
HaGmronenne  mpu  BBINIOJHEHHUH
IIPAKTUYECKUX 3aHATUH.
° AY3 — npumeHars | — DKcnepTHas OIICHKAa no | OLeHKa «OTIMYHO» - 3aJaHus
paBo Ha TOUCK, | TIOJYYEHUI0 MH(OPMAIH, JOCTYNYy K | BBIIOJHCHBI  MPAaBUJIbLHO  Ha
MOJTy4YeHUe U | KOTOpPOH OTKpBIT [uisi monb3oBarenei; | 90%, Xopomo - wHa 70%,
HCIIOJIb30BaHHE OpraHM3aliy 3aliMThl WH(GOPMAIMHU | YAOBIETBOPUTEILHO — Ha 51%,
uH(popMaIun MpEeANPUSITHSL. HEYJOBJIETBOPUTEIIHLHO -
— Ha6moznenne mnpu BemonHenun | MeHee 50%.

MPAKTUYECKUX 3aHITUH.

. AY4 - »sddexkTuBHO

DKcrepTHas OLEHKa MO MPUMEHEHUIO

OreHKa «OTIIHYHO» - 3aJaHUs

IPOBOIUTH JIEJIOBYIO | TEXHOJIOTUIO — ITOJTAIIHOIO  BEICHUS | BHINOJHEHBI IPAaBUJIBHO  Ha
oeceny nenoBor  Oecenwl; opueHTaruu B | 90%, Xopomo - Ha 70%,
TUTAaX COOECETHUKOB M HATAKWBAHUU | yIOBICTBOPUTENHHO — HA 51%,
¢ HuMH OS(PPEKTHBHOTO B3aWMO- | HEYAOBICTBOPUTEIHHO -
NEHCTBUE. meHee 50%.
- HaOmomenue 1pu  BBIMOJHEHUU
NPAaKTUYECKUX 3aHATHH, Y4eOHOH U
MTPOM3BOJICTBEHHON TTPAKTUKH
. VA/01.3 - | DkcnepTHas onenka | OLeHKa «OTIWYHO» - 3aJaHUA
VcTaHaBauBaTh KOHTAKT C | CAMOCTOATEIBHOMY  KOHTaKTy  C | BBIIOJHEHBl IPAaBWIBHO Ha
cO0ECEeHUKOM, nmoceTurensamMu, cobecennukamu 1o | 90%, Xopomo - Ha 70%,
MO IEPKUBATH u | renedony. YAOBJIETBOPUTENBHO — Ha 51%,
pa3BUBaTh nenosyo | - HaOmionenune npu  BHINOJHEHMHU | HEYAOBIETBOPUTEIBHO -
Oeceny B npoiiecce | MPaKTUYECKUX 3aHATHH, ydyeOHoW u | meHee 50%.
Teae(OHHBIX TIEPErOBOPOB; | MPOU3BOACTBEHHOM NPAKTUKU
° VA/02.3 - BecTu | DKCIepTHAs OILIEHKA UCTIONb30BaHUs B | OIlEHKAa «OTJIMYHO» - 3aJaHus
y4EeTHBIC (GopMmsbI, | paboTe peruCTPalMOHHbBIX (GOPM A1l | BBIIOJHEHBl  NPABHJIEHO — HA
UCIIOJIB30BaTh WX  JUIsA | IpUEMa MOCETUTENEH, perucTpaiuu 90%, Xopomo - Ha 70%,
paboTHI; KOMaHJIMPOBOYHBIX YIOCTOBEPEHHUI. YAOBJIETBOPUTENBHO — Ha 51%,
-Habnronenvue npu BHIMOIHEHUN HEYI0BJIETBOPUTENBHO -
MPAKTUYECKUX 3aHITUN MeHee 50%.
° VYB/01.5 - cxeMsbl | DKCIIepTHAsl OLIEHKA MO cocTaBieHuio | OIeHKa «OTJIMYHO» - 3aJaHus
JTIOKYMEHTO000pOTa; U aHaJIM3y CXEMBbI TOKYMEHTOOOOPOTa | BHIMOJIHEHBl IPaBHWJIBHO Ha
IIPEANPUATHS; 90%, Xopomo - Ha 70%,
-Habntogenre  mpu  BBHINOJHEHUH | YAOBIETBOPUTENIHHO — Ha 51%,
NPAaKTUYECKUX 3aHATUH, Y4eOHOH U | HEyIOBIECTBOPUTEIHHO -
ITPON3BOJICTBEHHON PAKTUKH MeHee 50%.
. VB/02.5 - | DkcnepTHas OIICHKA mo | O1eHKa «OTIUYHOY» - 3aJaHUs
pazpabaThiBaTh CaMOCTOATENIbHON pa3paboTKe | BHIMOJTHEHBI NPABWIBHO  Ha
HOMEHKJIATYPY neln | HOMEHKIarypsl  gen  crpykrypHoro | 90%, Xopomo - Ha 70%,
CTPYKTYPHOT'O [oJIpasIeJIeHns OpraHu3aluy; YIOBJIETBOPUTEIBHO — Ha 51%,
MoJpa3aeieHus; -Habnronenvue npu BHIMOIHEHUN HEYI0BJIETBOPUTEIBHO -
MPAKTUYECKUX 3aHATUH, yueOHO 1 MeHnee 50%.
IIPOU3BOJCTBEHHON IIPAKTUKH
° VB/02.5 - -9KcnepTHa51 OIlCHKa MIPOBEICHUS O1leHKa «OTIUYHOY» - 3aJaHUS
CHCTEMAaTHU3UPOBATH CUCTEMaTHU3alluu JOKYMEHTOB BHYTPH | BBIMIOJIHEHBl  MPABHJIBHO  Ha
JOKYMEHTBI BHYTPH Jiefia; | Jella ¢ MCIOJIb30BaHMEM NIPHU3HAKOB 90%, Xopomo - Ha 70%,
CUCTEMaTHU3alluu JOKYMEHTOB; YAOBIIETBOPUTENBHO — Ha 51%,
- HaGmroienre mpu BBITIOJTHEHUT HEYIOBJIETBOPUTEIHHO —
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PesynabTaTsl 00yyeHus
(ocBOEHHBbIE YMeHM S,
YCBOEHHbIE 3HAHUSA)

(I)OpMLI N METOAbI KOHTPOJA H
OICHKH

Kpurepun onenok (mkaja
OLIEHOK)

MPAKTUYECKUX 3aHATUH, YICOHOU U
IIPOU3BOJICTBEHHON IIPAKTUKU

menee 50%.

° VB/03.5 - | -DkcneptHas onenka | OneHKa «OTINYHO» - 3aaHUsA
COCTaBIATh  OIHKCh  J€J1 | CAMOCTOSITEILHOTO COCTABJICHUS | BBIIIOJIHEHBl ~ MPABUJIBHO  Ha
MMOCTOSIHHOT'O U | OIIUCH Jen IIOCTOSIHHOT'O u | 90%, Xopomo - Ha 70%,
BPEMEHHOTO CPOKOB | BPEMEHHOIO  (CBBILIE 10 ner) | ynoBneTBopuTesbHO — Ha 51%,
XpaHEHUs B COOTBETCTBUU | XPAHCHHSI, HEYIOBJIETBOPUTEIHHO -
c nevicteyromumu | -Habmonenne  npu  BbmonHeHuu | MeHee 50%.

HOPMAaTUBHO- NPAaKTUYECKHX 3aHATHHA, y4eOHOU U

METOJNYECKUMH MIPOU3BOJICTBEHHON MTPAKTUKHI

JIOKYMEHTaMHU.

3HATh:

- HOPMATUBHBLIC IIPABOBLIC

DKcIepTHas OIleHKa 3HaHUH O HOpMa-

OreHKa «OTIIMYHO» - 3aJaHUs

aKTBI B o0nacTH | TUBHBIX TPABOBBIX aKTaxX B OOJACTH | BBIMOJHEHBI TMPABUIBHO HA
OpraHu3aluu yIpaB- | OpraHu3aluu ynpasieHueckon | 90%, Xopomo - Ha 70%,
JIGHYECKOU JAEeSATEIbHOCTH; | ACSITEIbHOCTH; YAOBIIETBOPUTENBHO — Ha 51%,
-Habntogenne  mpu  BBINOJHEHHUH | HEYAOBIECTBOPUTEIHHO -

IIPAKTUYECKUX 3aHATUN MeHee 50%.
- OCHOBHEIE npaBuiia | JKCnepTHas OIICHKA sgagui | OlleHKa «OTJINYHOY» - 3aJaHusd
XpaHEHUsT W 3alIUTHl | OCHOBHBIX  MPaBWJI  XPAaHEHUS U | BHIMOJHEHBl MPaBWIBHO Ha
ciaykeOHOU uHpOpMAIUK; | 3alIUTHI CIIy>KeOHOM nHpOopMaLny; 90%, Xopomo - Ha 70%,
Omnpoc YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIHHO -

meHee 50%.

- JI31 - wucropuyecku
CJIOXKHNBUIINECA OCHOBBI
OpraHu3aluu CITYKOBI
AOKYMCHTAIIUOHHOT'O

obecrieueHus ynpaBlICHUS,

DKcrepTHas OIICHKA 3HAaHUU
HpI/IHa,Z[.HG)KHOCTI/I TOro wWJin HWHOIO
JIOKyMEHTA K OTIpeIeTICHHOMY
MEepUOAY JETONPOU3BOICTBA; METOJIa
pacdeTa JOJDKHOCTHOTO U YHCIICHHOTO
cocrasa ciyx0b1 JIOVY.

OrleHKa «OTIMYHO» - 3aJaHUA
BBINIOJITHEHBI ~ [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIIBHO -
menee 50%.

HaoOmronenue npu BBIITOTHEHUH
IIPAKTUYECKUX 3aHATUN
- JI32 - ocHOBHBIE MpaBuJiia | DKCEpTHAs OIICHKA sgagui | OlleHKa «OTJINYHOY» - 3aJaHusd

CO3/laHMsl  COBPEMEHHBIX
yIpaBIE€HYECKUX
JIOKYMEHTOB;

dbopmynsapa-obpazna B
CO3/1aHUS TOKYMEHTA.
TectupoBanue
HaOmronenune B rporiecce
BBITIOJTHEHUS PAKTUYECKOTO 3aHSATHS

npoiiecce

BBINIOJTHEHBl ~ [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

- 133 — uabOpMaIIMOHHO-

DKcnepTHasi Oll€HKa 3HAHWN MOHSATUN

OreHKa «OTIIMYHO» - 3aJaHUs

MPaBOBbIE HOPMBI; MH(OPMAIIMOHHBIX MPABOOTHOIICHUH; | BHIMIOJHEHBI IPaBWJIBHO Ha
HOPM IIpaBa; 90%, Xopomo - Ha 70%,
Omnpoc YIOBJIETBOPUTENIBHO — Ha 51%,
Habmonenue B mporecce | HeYJOBIETBOPUTEIHHO -
BBITNIOJTHEHUS IPAKTUYECKOTO 3aHATHS | MeHee 50%.

- 34 - ocobeHHOCTH | DKCIiepTHas OIICHKA sgagui | OlleHKa «OTJIWMYHOY» - 3aJaHusd

OopraHu3alnuu JTOJIKHOCTHBIX O0SI3aHHOCTSIX | BBITIOJIHEHBI ~ MPABUIBHO  HA

CEKpETapCKOro cekperapsi, mnpaswi npexactasieHus, | 90%, Xopomo - Ha 70%,

00CITyKUBaHUS U | MO3ApAaBIICHMs, TpPUIJIAICHUST  Ha | yJOBJIETBOPUTENIbHO — Ha 51%,

TEXHOJIOTUU OOUIEHNS, IpUeM C  TOMOIIBI0O  BHU3WUTHBIX | HEYJIOBIETBOPUTEIHHO —
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PesynabTaTsl 00yyeHus

(I)OpMLI N METOAbI KOHTPOJA H

Kpurepun onenok (mkaja

(ocBOEHHBbIE YMeHM S, OLeHKH OLIEHOK)
YCBOEHHbIE 3HAHUSA)
KapTOYeK; IIPaBUII co3gHus | menee 50%.
JOJDKHOCTHOM ~ MHCTPYKLIMM — CEKpe-
Taps,
TectupoBanue
HaOmronenune B rporiecce

BBITOJIHCHHS IMTPAKTUYCCKOI'O 3aHATUA

3A/01.3 - npaBwiIa | DKCIEepTHAs OIlEHKA 3HAHUM AeI0BbIX | OLEHKAa «OTJIUYHO» - 3aJIaHUs
B3aMMOICHCTBUS C | KOHTAKTOB, MPAaBUJI B3aUMOICUCTBUS BBIMIOJIHEHBl ~ MPABWJIBHO Ha
NapTHEpPAMH,  KIWEHTAaMH, | CeKpeTaps ¢ Apyrumu cotpyaHukamu | 90%, Xopomo - Ha 70%,
cpencTBamMu MacCOBOM | JUIsl OpraHU3alui KaueCTBEHHOTO YAOBIIETBOPUTENBHO — Ha 51%,
nHpopmanuu; oO01IeHS, HEYIOBJIETBOPUTEIHHO -

TectupoBanue MmeHee 50%.

Ha6mronenue B mporecce

BBITIOJIHEHUS TIPAKTUYECKOTO 3aHATHS,

y4eOHOU U MTPOU3BOJCTBEHHON

MIPAKTUKU
3A/02.3 - npaBwiIa | DKCIEpTHAs OIEHKA 3HAHUMW MTPaBUII OlLeHKa «OTJIUYHO» - 3aJaHusd
OopraHu3aIu npueMa | OpraHu3aluu nIpruemMa noceTuTeneu. BBIMIOJIHEHBl ~ MPABWJIBHO  Ha
ITOCETHUTEIICH; TectupoBanue 90%, Xopomo - Ha 70%,

Habmtonenue B npouecce YIIOBJIETBOPUTENHHO — Ha 51%,

BBITIOJTHCHUS TIPAKTUYECKOTO 3aHATHS, | HEYIOBJICTBOPUTEIHHO -

IIPOU3BOJCTBEHHON IIPAKTUKU

meHee 50%.

3B/01.5 - nmpaBuia paboThI ¢

DKcIepTHas OlleHKa 3HAaHUM MTPaBUII

OreHKa «OTIIMYHO» - 3aJaHUs

BXOJISIINMH, HCXOJASIIUMU | PAOOTHI C TOKYMEHTAMHU,; BBIMIOJIHEHBl ~ MPABWJIBHO Ha
M BHYTPEHHUMH  JOKY- | TectupoBaHue 90%, Xopomo - Ha 70%,
MEHTaMU; HaGmonnenue B mporiecce YAOBIIETBOPUTENBHO — Ha 51%,
BBITIOJTHEHUS PAKTUYECKOTO 3aHATHS, | HEYJOBIETBOPUTEIHHO -
y4eOHOI 1 TPOU3BOICTBEHHOM MmeHee 50%.
MIPAKTUKU
3B/02.5 - BUJIbI | DKCIIEPTHAs OLICHKA 3HAHUI O1leHKa «OTIUYHOY» - 3aJaHUs
HOMEHKJIATYP, o01rie | cocTaBiIeHHs] HOMEHKIIATYPbI e, BBITIOJTHEHBl ~ MPaBWJIBHO  Ha
TpeGoBaHUS K | TectupoBanue 90%, Xopomo - Ha 70%,
HOMEHKJIaType, Meroauka | Ompoc YAOBJIETBOPUTENBHO — Ha 51%,
ee COCTaBJICHUS u | Habmonenue B mpomecce HEYI0BJIETBOPUTEIHHO -
odopmIIeHNS; BBIITOJIHEHUS IIPAKTUYECKOTO 3aHATHs, | MeHee 50%.

y4eOHOU U MTPOU3BOJICTBEHHOM
MPAKTHKH

3B/03.5 - mpaBuiia
COCTAaBJICHUA OIINCHU ACIT
MIOCTOSTHHOTO U BPEMEHHOTO
CPOKOB XpaHEHHS B COOT-
BETCTBUU C I[eﬁCTByIOIHHMH
HOPMAaTHUBHO-
METOANYCCKUMHU
JOKYMEHTaMH

DKcIepTHas OlleHKa 3HaHUI
COCTaBJICHUSI OITUCH JIET TIOCTOSTHHOTO
1 BpeMeHHoro (cBbiie 10 yiet) cpokos
XpaHEeHus,

TectupoBanue

Onpoc

HaGmonenue B mporiecce
BBITIOJTHEHUS PAKTUYECKOTO 3aHATHS,
y4eOHOU U MTPOU3BOJICTBEHHOM
MIPAKTUKU

OneHka «OTJIMYHO» - 3aJaHUs
BBITIOJIHCHBI MMpaBUJIBHO Ha
90%, Xopomo - Ha 70%,
YAOBJIETBOPUTENBHO — Ha 51%,
HEYIOBJIETBOPUTEIBLHO -
MeHnee 50%.
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@opMbI U METO/IbI KOHTPOJISL M OLIEHKH PE3YJIbTaTOB O0YUYCHHSI JOJKHBI TIO3BOJISATH IPOBEPATH Y
00yJaronuxcs He TOJIBKO CHOPMUPOBAHHOCTH MPO(ECCHUOHATBHBIX KOMIETEHIIUN U TPYIOBBIX (YHKIIHH,
HO Y pa3BUTHE OOIIUX KOMIIETCHIIMNA U 00eCTIeUNBAIONINX UX YMEHHIA.

Pe3yabTaThl OcHoBHbIE OKa3aTeIn ®opMBI H METOBI Kpurepun onenok
(ocBOeHHBIE 001IME OLIEHKH pe3yJibTaTa KOHTPOJIA U (IKaJga OUEeHOK)
KOMIIETEHIIMH) OIEHKH

OK 1. TIloHumarts | - apryMmeHTHpyeT cBoil BbIOOp | Habmonenue u | Ouenka ocBoeHus 00-
CYLIHOCTb U | B IpodeCcCHOHaIBbHOM CaMo- | SKCIEPTHAs OLEHKA | IUX KOMIIETEHIMI Mpo-
COLIMAJIbHYIO OIIpe/ICTICHUM; 3a JAESITEIbHOCTHIO | BOAUTCS IO IIKaJEe Kaye-
3HAYUMOCTb CBOEH | - ompenensieT COLUalbHYIO | 00yJaromerocs B | CTBa M IIKaJe YacTOTHI
Oyaymieit mpodeccuu, | 3HAUUMOCTh  TPOGECCHOHANb- | MPOIIECCE  OCBOE- | MPOSBICHHUIA.
NpOSIBIISIT K HEH | HOU JIeITENbHOCTH; Hus oOpasoBateinb- | [llkana kauecTsa:
YCTOWUYUBBIN UHTEPEC - BBIIOJHSET  CaMOaHaNIM3 | HOW  1mporpammel, | Yposens | — Huxe oxu-

MpoeCCHOHAIBHOW ~ TIPUTOJ- | IPH  BBITIOJHEHUH | JaHUH;

HOCTH. camocroarenbHo | Yposenp 2 - Coort-
OK 2. | - BBIOMpaeT M NpUMEHSET Me- | BHEAYAUTOPHON BETCTBYET OKUJIAHUSM,
OpraHu30BbIBaTH TOABl M CHNOCOOBI pelneHus | PabOTeI, KypcoBoii | Yposenb 3 —  Ilpe-
COOCTBEHHYIO npoeccHo-HaIbHBIX 3afa4 B | PadOThI, PaboT IO | BBIIIACT OXKUIAHHS.
IeATENILHOCTD, 00/IaCTH OpraHM3alMU JOKy- | YI€OHOH W mpous- | YpoBan 2 u 3 mawoor
BBIOMPATh THUIIOBBIE | MEHTAIIMOHHOTO O0OecredyeHus | BOACTBEHHOM copmupoBaHHOCTE  00-
METO/bl W CHOCOOBI | ynpapieHHss ¥ (GYHKIMOHHpO- | IPAKTHKE. IHX KOMIICTCHIIHHA.
BBIIIOJTHEHUSA BaHUs OpraHu3aIuy;; [lIxama 9acTOTHI MPOSAB-
npo¢ecCHOHATBHBIX - CaMOCTOSTCIILHO OLCHUBACT JICHUIA:
3aja4, OIEHMBaTh HX | 9QPEKTUBHOCTE W KAdeCTBO VYposenb 1 - KauectBo
3G HEKTUBHOCTD U | BBIIIOJHEHHOH paboThI; HE TMPOSBIACTCA HUKO-
Ka4eCTBO - OIpenenseT IyTH YyCTpaHe- raa,

HUS BBISBJICHHBIX OTKJIOHCHMIA. VYposens 2 - Ilepm-
OK 3. [IlpuHuMmath | - ONHUCHIBAET CHUTYalUHID U OIHICCKOE  IIPOABJIICHUC
pereHHs B | Ha3bIBAET MPOTUBOPEUHS; Ka4qcCTBa,
CTaHJIapTHBIX U | - OILEHHMBAET NPUYUHBI BO3- Yposers 3 - Kadectso
HECTaHIapTHBIX HUKHOBEHUS CUTYyalUU; NPOSIBISICTC B OOIIB-
CUTyallUsIX U HECTH 3a | - HAXOIWUT MYTH PELICHHS CH- IIMHCTBE  NPOOICMHBIX
HUX OTBETCTBEHHOCTb | TyalluUd M TMOJOHMPAET Pecypchl CHTYaIUi;

(mHCTpYMEHT, WHPOPMALNIO H Yposens 4 - Tlpo-

T.II.) HEOOXOAWMBIE IS pa3-
peIICHHSI CUTYaITNH,

- Oeper Ha ceOs OTBETCTBEH-
HOCTb 32 MPUHSITOE PEIICHHE.

OK 4. OcymiecTBiasiTh
TIOUCK u
UCTIOJIh30BaHUE
uHpopManuy,
He00X0INMMO
3¢ HEKTUBHOTO
BBITTOJTHEHUS
npodeccuoHaTbHBIX
3ajad,
npodeccnoHaTbHOTO |
JMYHOCTHOTO Pa3BUTHS

TSt

- TpoBOUT 3P PEKTUBHBIA TI0-
UCK HeoOXoaumol wuH(popMma-
UM, WCHOJb3ysd pPAa3IUYHbIC
HUCTOYHUKH TUTEPATYPHI,
BKJTIOYAs DJICKTPOHHBIE;

- ONpEeNsieT COOTBETCTBHE
nHpOpMaUu  TMOCTaBICHHOMN
3ajaue;

- OLIEHUBACT TIOJHOTY U JIOCTO-
BEPHOCTH MH(OpMALIUH.

SIBJIIETCS BO BCEX, JAXKE B
CBEPXCIIOXKHBIX CUTYaIlU-
aX.

VYpoBuu 2-4 natot cop-
MHUPOBAaHHOCTh  OOIIMX
KOMIICTECHITHIA.
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OK 5. MHcnons3zoBarb
MH(pOPMaIMOHHO-
KOMMYHHUKAI[HOHHBIC
TEXHOJIOTUU B
npodeccrnoHanbHOM
JeSTEeTbHOCTH

- TIOKa3bIBAaeT pe3yJbTaTUB-
HOCTh CaMOCTOSITEILHOW pabo-
THI 110 OCYIIECTBICHHIO TIOMCKA
uHpopmanuu B cet uTepuer
U Pa3IUYHBIX DJIEKTPOHHBIX
HOCHTEJISIX;

- ucnoae3yer cpeacrsa UT mns
W3BJICUYCHHS, OOpabOTKHM |
XpaHeHUs UHPOPMALINY;

- TIpeAcTaBisIeT WH(OpMaIuio
B Pa3IUYHBIX (popMax.

- pabotaeTr ¢ mpodeccuoHaTb-
HbIMH TIporpammamu KoHcyiIib-
TaHT U ['apaHT.

OK 6. PabGorate B

KOJIJICKTUBEC u
KoMmaHzie, 3P GheKTHBHO
o0marbes c
KOJIJICTaMH,
PYKOBOICTBOM,
MOTpeOUTEIIMHU

- TMPOSIBISIET KOMMYHHKAOEIh-
HOCTb, 0eCKOH(IINKTHOCTB,
TOJIEPAHTHOCTh BO B3aMMOJICHi-
CTBHH C KOJUIETAMH, PYKOBOJI-
CTBOM H I€IarOraMu;

- BeJIeT JeNOBYyI0 Oeceny B co-
OTBETCTBHH C  JTUYCCKHUMHU
HOpPMaMH.

OK 7. bpars Ha cebs
OTBETCTBEHHOCTh 3@
pabory YJICHOB
KOMaH bl
(MOTYMHEHHBIX ),
pE3yNbTAT BBHITIOTHEHUS
3aJaHuN

- CTaBUT 3a/aydl Tepes KoJl-
JIEKTUBOM (IpyHIoin);

- OopraHusyer paboTy IO BBI-
MOJIHEHUIO 33J]JaHUSI B COOTBET-
CTBUU C UHCTPYKILHSIMH;

- TMPOBOJUT CaMOAHAIH3 U
KOPPEKIMIO pe3yNbTaToB pa-
0OOTHI WIEHOB KOMAH /bl

OK 8.
CamocTosiTenbHO
OTIpENIeNATh 3a7auu
npodeccHoHATEHOTO |
JMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS
caM000pa30BaHUEM,
OCO3HaHHO
TUTAHUPOBATh
MOBBIIICHUEC
KBaTH(UKAITIHI

- aHAJIM3UPYeT COOCTBEHHBIC
CHUJIBHBIC U CJIa6I>Ie CTOPOHBI;
-onpeaensieT MEPCIEKTUBBI
npoecCHOHATLHOTO W JINY-
HOCTHOTO Pa3BHUTHUS;
-IIOKa3bIBA€T BJIAACHUEC HABbI-
KaMH  CaMOOpPTaHHM3alMd |
IIPUMEHSET UX Ha IIPAKTUKE

OK 9.
OpueHtupoBatbcsi B
YCIIOBUSIX 4acTou
CMEHBI TEXHOJOTUHA B
npodeCcCuoHATBHON
NEeSTEIbHOCTH

- ompeAeNsieT TEXHOJOTUH, UC-
MoJIb3yeMble B TPOQECcCHOo-
HaJILHOH NIeATEIILHOCTH,

- OmpejessieT yCIOBUS U pe-
3yJAbTaThl YCIEIIHOTO IpUMe-
HEHUS TEXHOJIOTHIA.
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PesyabTaTsl
(ocBOEHHBIE MPO-
¢eccuonaibHbIC
KOMIIETeHIIUH H

TPyAOBbIe (PyHKIMN)

OcHOBHBIE TOKA3ATeJIN
OLIEHKHM pe3yJibTaTra

®opMbI U METOABI
KOHTPOJISl
OLIEHKH

Kpurepum oueHok
(1IIKaJIa OLeHOK)

Bun npodeccnonanbnoii gesareasHoctu: IIM. 01 OPTAHU3BALIIUA JOKYMEHTAIMOHHOI'O
OBECIHHEYEHUS YIIPABJIEHUSA U ®YHKIIMOHUPOBAHUS OPI'TAHU3ALIUN

K 1.1. Koopnunu-
poBaTh paboTy opra-
HU3auu  (MpUEMHOU
PYKOBOAMTEINSA), Be-
CTH NPUEM IOCETUTE-

neit. (A/02.3)

Opuentupyercss B JOJKHOCT-
HOW HepapXuU B OpraHu3aluy;
Brnageer moHaTusMU B pa3iu-
YUU JIOJDKHOCTEH KaTeropuit
CeKperapeu, JenonpoOU3BOIU-
Tenel U uX 00s3aHHOCTSIMH;
Opranusyet paboTy mpueMHOU
PYKOBOIMTEIS;

Opranusyer u MpOBOJIUT MpHU-
€Mbl, KaK CBOUX COTPYJIHUKOB,
TaKk U COTPYAHUKOB JPYTHX
¢bupM, B TOM 4YHCIIC U JIeJiera-
1107078

PammonansHO  KOOpAMHUPYET
paboThI MO OpraHU3alui U Be-
JICHUIO TIpUEMa MOCETUTENEH.
CocraBnsger KapTy MapLIpyTH-
3aIMH IIOCETUTEIIEN.
OcymecTBiseT MOATOTOBKY U
MPOBEJICHUE MpHEMa IOCETH-
TeJeH;

I[NIK 1.2. Ocymects-
JATH paboTy MO TOJ-
TOTOBKE U TIpOBeJie-
HHUIO COBCIIAHWH, Je-
JIOBBIX BCTpEY, IpPHE-
MOB M MpPE3CHTAIUH.

KauecTBeHHO MOArOTaBIMBAET
Y TIPOBOJIUT COBEILAHUs, JIEJI0-
BbIE BCTPEYH, IPUEMBI U IIpe-
3€HTaLlUU.

CocraBiger mnporpammy IIpo-
BEJICHUS JIEJIOBBIX IEPETOBO-
pOB.

CocraBisieT NPOTOKOJ COBE-
IAHMSL.

I[NIK 1.3. OcymecTs-
JSATh TOJITOTOBKY Jie-
JIOBBIX TOE3JI0K PYKO-
BOJIUTENSI W JPYrHX
COTPYAHUKOB OpraHu-
3aIu.

OnepaTUBHO MOJTrOTaBIUBAET
JIETIOBBIE TIOE3/IKH PYKOBOJIH-
Tenss W APYTHMX COTPYIHHUKOB
OpraHu3aIyy.

CocrapisieT 1jIaH JI€JIOBOH II0-
€3]IKM PYKOBOJUTENSI B Tpe-
JIO)KCHHOU CUTYalUU.
Odopmisier  KOMaHAUPOBOY-
HOE€ YJIOCTOBEPEHHE B MpE.-
JIOKEHHOW CUTYaIINH.

I[IK 1.4. Opraauszo-
BbIBaTh pabouee Me-
CTO CEKpeTapsi M py-

PammonansHOo opranusyer pa-
Oodrie Mecra cekperaps U py-
KOBOJMTEJIS.

Texymui
Tpolb B (opme
(popma  ycranas-
JMBAETCSI C y4ETOM
WHIBUTYaIbHBIX
MICUXO(PU3NIECKHIX
0COOCHHOCTEM
o0ydJaronmxcs):

- CHTYaIlMOHHBIX
3aJlaHNM, JIUarHo-
CTUYECKOTO TEeCTH-
poBaHusl,
-BBITIOJIHEHUS u
3alUThl MpaKTHYe-
CKUX padoT;

- TOJrOTOBKU H
JIEMOHCTpPAINH
Ipe3eHTAlNH;

- CO3JJaHHE CXEM I10
3aJaHUSIM;
-cO3/laHue
o TeMaMm;
- MPOBEJICHIE
CPaBHUTEIHLHOTO
aHaiM3a MO 3aja-
HUSIM;

- moabop oOpasioB
JIOKyMEHTOB C HC-
MOJIb30BAaHUEM WH-
TEPHET-PECYPCOB;
-HalMucaHus Co00-
IICHUH ¥ JOKJIAIOB
mo Temam MJIK.
[TpomexxyTouHas
arrecTanusa; 3aué-
THI 1O Y4eOHOW W
MIPOU3BOACTBEHHOMN
npakTukaMm, Jaud-
bepeHIpOBaHHBIN
3a4€T o
MJK.01.03  «Op-
raHu3anusi cekpe-
Tapckoro  o0ciy-
JKUBaHUSA»,  OK3a-
MEHBI o

KOH-

TECTOB

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI  TIpa-
BWIbHO Ha 90%, Xoporio
— Ha 70%, ynoBieTBOpHU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI TIpa-
BuIbHO Ha 90%, Xoporio
— Ha 70%, ynoBieTBOpHU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI  TIpa-
BuIbHO Ha 90%, Xopoiio
— Ha 70%, ynoBieTBOpHU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

OLeHKa «OTIWYHO» - 3a-
JOaHUus BBIIIOJIHCHBI npa-
BUWIBbHO Ha 90%, Xopomo
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KOBOJUTCIIA.

BeimonHser mnpoekTupoBaHUE
pabouero mMecrta cekperaps M
PYKOBOJIUTEIS.

OnTuManbHO BBIOMpAET Me-
6enp U o0opyaOBaHUE IS pa-
Oodero mecra cekperaps U py-
KOBOJIUTEIIS;

CobOnromaeT caHuUTapHbIC HOP-
MBI U TEXHHUKY O€30MaCHOCTH
pu  ycTporcTBe  oducHOrO
MPOCTPAHCTBA

IIK 1.5. Odopmasats
u perucTpupoBarb
OpTaHU3aIMOHHO-
pacnnopsaauTCIbHBIC
JTOKYMEHTBI, KOHTpO-
JIIApOBAaThb CPOKU HX
WCTIOJTHCHHUSI.

Brnaneer TexHukoit odopmie-
HUSI MAIIMHOITUCHBIX TEKCTOB.
CaMOCTOITEILHO co3zaeTr
OJIaHKHU JOKYMEHTOB.
KauectBenno odopmisieT pex-
BU3UTHl JOKYMEHTa Ha OCHO-
Banuu TpeboBanuii 'OCTa P

6.30-2003 VYCA. YCOPA.
TpeboBanust k 0QOPMIICHHUIO
JOKYMEHTOB.

CocraBnsier 1 opopmIIseT Op-
raHNU3alUOHHO-
pacrnopsauTeabHble JTOKYMEH-
ThI B COOTBETCTBUH C TpeOOBa-
HUSIMH HOPMAaTHBHBIX aKTOB U
MOHATUEM FOPUINUYECKON CHIIBI
JTOKYMEHTA.
KsanudunupoBanno odopm-
JSIeT U PETUCTPUPYET OpTraHU-
3allMOHHO-PACTIOPSAUTEIbHbIE
TOKYMEHTHI, OCYILIECTBIISET
KOHTPOJIb CPOKOB MX HCIIOJIHE-
HUSL.

CocraBnsier 1 0hoOpMIIIET pe-
THCTPALMOHHO-KOHTPOJIBHYIO
KapTOYKY Ha JOKYMEHTBI.
OcymecTBisieT KOHTPOJb 3a
CBOEBPEMEHHBIM U  IOJIHBIM
UCIIOJIHEHUEM IIOPYYEHUH, OT-
paK€HHBIMHU B TOKYMEHTAX.

I[IK 1.6. OGpabatbl-
BaTh BXOOAIIHUEC U HUC-
XOISIIIUE JOKYMEHTHI,
CUCTEeMAaTU3UPOBATh
UX, COCTaBISTh HO-
MEHKIATypy [Jel |
dbopMHUpOBaTh  JTOKY-
MCHTHI B cj1a.

OnepaTuBHO oOpabaTsiBaeT
BXOJSIINE W HCXOMSIIUE JI0-
KYMEHTBI, IPOCTaBISET COOT-
BETCTBYIOIIME OTMETKHU Ha JI0-
KyMEHTaXx.

CamocrosarensHO  (hopMHUpYyeET
JIOKYMEHTHI B JIeJa.

[IpoBoguTr  cucremMaru3aluio
JOKYMEHTOB C Y4ETOM MpHU3Ha-
KOB MX CHCTEMAaTH3al1u.

MJIK.01.01  «/lo-
KYMEHTAIIHOHHOE
obecrneucHue
YIIPaBICHUS u
9K3aMEH o
MJIK.01.02 «IIpa-
BOBOE  PETYIHPO-
BaHHWE  yIpaBIICH-
YeCKON MesATeIbHO-
CTH.

3amuTa KypcoBOM
paboTsl o
MJIK.01.01  «/lo-
KYMEHTAIIHOHHOE
obecrneucHue
YIPaBICHUS .
DK3aMeH
IIM.O01.
Meron  mpoBene-
HUS TIPOMEXKYTOU-
HOU aTTecTalnuu
oOyyJaronmxcs
YCTaHABIIMBACTCS C
y4€TOM WHIUBUITY-
QIBHBIX TICHXO0(HU-
3UYECKHX OCOOCH-
HOCTEH, (ycTHO,
MMMACbMEHHO Ha Oy-

10

Mare, MMUChMCH-
HO Ha  KOMIIb-
1oTepe, B
dbopme  TecTtHpo-
BaHUS W T.IL).
[Ipu HEoOXOAMMO-
CTH BO3MOXKHO
IIPEIOCTaBIICHUE
JIOTIOJTHUTEILHOTO

BPEMCHH JUIS TIOJI-
TOTOBKH OTBC€Ta Ha
3adeTre/IK3aMeHe.

— Ha 70%, ynoBieTBOpU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

OLeHKa «OTIWYHO» - 3a-
JIaHUs BBITIOJIHEHBI IIpa-
BUJIbHO Ha 90%, Xopomo
— Ha 70%, ynoBieTBOpU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIBHO — Me-
Hee 50%.

OLeHKa «OTIWYHO» - 3a-
JlaHUs BBITIOJIHEHBI IIpa-
BWIBHO Ha 90%, Xopomo
— Ha 70%, ynoBieTBOpH-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.
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Bocnpoussogur ¢dopmy HO-
MEHKJIATypPBI JICI.

K 1.7. Camocrosi-
TeTpHO paboTaTh ¢
AOKYMCHTAaMH, CO-
JepKaMHA  KOHDH-
ACHIHUAJIBHYIO HH-
dbopmaro, B TOM
quclie C JIOKyMEHTa-
MH TI0 JTUYHOMY CO-
CTaBy.

KommerenTHo pabortaer ¢ Jo-
KyMEHTaMH, COZEePIKAIIMH
KOHHIECHIIMATBHYI0  UH(Op-
MaIfi0, B TOM YHUCIIE C JOKY-
MEHTaMH I10 JITYHOMY COCTaBY.
CocraBnsieT paBuia padOTHI C
JOKYMEHTaMH, COJep KaIuMHU
KOHPUACHITMATBHYIO  HUH(OP-
MAIHIO.

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI TIpa-
BWIbHO Ha 90%, Xopoiio
— Ha 70%, ynoBieTBOpHU-
TenpbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

INIK 1.8. OcymecTs-
JATh TenedoHHOE 00-
CITy’)KUBaHHE

(A/01.3), mpuHHMaTh
U TepenaBaTh (PaKchl.

OnepaTUBHO W KadyeCTBEHHO
OCYIIECTBIISIECT TenedoHHOe
oOciyXKMBaHUE, MPUHUMAET U
nepenact Gpakceol.

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI  TIpa-
BWIbHO Ha 90%, Xoporio
— Ha 70%, ynoBieTrBOpHU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

I[IK 1.9. OcymectB-
JIATH IOATOTOBKY A€l
K Tiepemade Ha ap-
XUBHOE XpaHEHHUE.

KayecTBeHHO MOArOTaBIMBA-
eT JieNia K mepejavye Ha apXuB-
HOE  XpaHCHHE:  TPOBOIUT
OI.[CHKy 3HAYUMOCTHU ,Z[OKyMeH-
TOB W ONpPEACIACT CPOKH HX
XpaHeHus.

CocraBisier aJiIrOpUTM  MOJI-
TOTOBKM JIeJ K Tepeiaue Ha
apXUBHOE XpaHECHHE.

OLeHKa «OTIWYHO» - 3a-
JlaHUs BBITIOJIHEHBI IIpa-
BWIBbHO Ha 90%, Xopomo
— Ha 70%, ynoBieTBOpU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

IIK 1.10. CocTaBasars
ONMMCH  JeN,  OCy-
[IECTBIIATE [IOJTO-
TOBKY JIeJT K TIepejiave
B apXWB OpraHu3a-
U, TOCYIapCTBEH-
HbIE W MYHUIUTIATb-
HBIC aPXUBBI

ITomao  ommcwIBaeT  fAena,
CBOEBPEMEHHO MOJrOTaBINBa-
€T Jena K Tepenadye B apXuB
OpraHM3aluu, TrocyAapCTBEH-
HbIE U MYHHIIUIAIbHBIE apXH-
BB

BocnpousBogut ¢gopmy omnu-
CH JIeNl K Iepeaaye B rocyaap-
CTBEHHBIC M MYHUIIUTIATbHBIE
apXuBbl B COOTBETCTBUU C
«OCHOBHBIMH TIpaBUJIAMH pa-
OO0Thl apXMBOB OpraHU3ALMID)
(Onmobpensr pemennem  Koi-

JIETUH PocapxuBa OT
06.02.2002 r.)
OcyuiecTBisieT onucaHue

Jed C TOCTOSHHBIM CPOKOM
XpaHEHUS

OdopmisieT TucT-3aBepUTENh
nena

OcymecTBisger  OpOIIIOPOBKY
JeT C TOCTOSHHBIM CPOKOM
XpaHEHHSI

O1leHKa «OTJIWYHOY» - 3a-
JAaHWS  BBITIOJTHEHBI TIpa-
BuIbHO Ha 90%, Xopoiio
— Ha 70%, ynoBieTBOpHU-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.
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Opranuzanus paboTsl
C JOKYMEHTaMHu
(B/01.5).

OcyiecTBisgeT nNpueM M Iep-
BHYHYIO 00pabOTKYy BXOJSIINX
JOKYMEHTOB B TOJTHOM OO0be-
Me;

Bener o6paboTKy M OTHpaBKy
UCXO/ISIINX JTOKYMEHTOB

O1leHKa «OTJIWYHOY» - 3a-
JaHWS  BBITIOJTHEHBI TIpa-
BuIbHO Ha 90%, Xopoiio
— Ha 70%, ynoBieTrBOpuU-
TenpbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
nee 50%.

Opranu3zanus TexKy-
IIero XpaHeHus J0-
kymeHToB (B/02.5).

@opMynHMpyeT 3arojIOBKU el
U ONpeeisieT CPOKH HX Xpa-
HEHHUS

OrneHka «OTIAYHO» - 3a-
JAaHWS  BBITIOJTHEHBI TIpa-
BWIbHO Ha 90%, Xoporio

— Ha 70%, ynoBieTrBOpuU-

TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.
Opranuzanus oopa- CocTaBiIsieT ONUCHU JIET IOCTO- OLeHKa «OTIWYHO» - 3a-
OOTKHM JIeJ1 JIsl T10- SIHHOTO, JIOJICOBPEMEHHOTO JIaHUs BBITIOJIHEHBI IIpa-
CIEAYIOUIEro XpaHe- | CPOKOB XpaHEHUS BUWIBbHO Ha 90%, Xopomo
uus (B/03.5) — Ha 70%, ymoBieTBOpH-
TenbHO — Ha 51%, He-
YIOBJIETBOPUTEIHHO — Me-
Hee 50%.

Konkpernsie (opMbl W Tpomenypbl TEKYLIET0 KOHTPOJS YCIIEBAEMOCTH M TMPOMEKYTOUHOH
aTTeCTallMy OOYYAIOUINXCS WHBAIHIOB M OOYYAIOMIMXCSI C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMHU 3/I0POBBSI
YCTaHABJIMBAIOTCS 00Pa30BaTEIbHON OpraHMU3aLUel CaMOCTOSITEIbHO C YIETOM OTPaHMYCHHUN 310POBbSL.
Wx pekoMmMeHmyeTcsi ITOBOIAWTH JIO CBEACHUS OOYYAIOIMXCS B CPOKH, ONPEACICHHBIC B JIOKAIBHBIX
HOPMATHUBHBIX aKkTax 00pa30BaTebHOW OpraHW3allid, HO HE IMO3/HEE TEPBBIX JBYX MECSIEB OT Hayala
oOy4eHusl.

st oOyuaromierocs ”HBAIMAA WM 00YYaIOIerocs ¢ OTPaHUICHHBIMUA BO3MOKHOCTSIMH 370POBBS
OCYILIECTBIISICTCS BXOAHOI0 KOHTPOJIA, Ha3HAuUE€HHE KOTOPOrO COCTOUT B ONpPEICICHHH €ro
CIOCOOHOCTEH, 0COOCHHOCTEH BOCIIPUATHS U TOTOBHOCTH K OCBOEHHUIO YIEOHOT0 MaTepuraa.

®dopma BXOJHOTO KOHTPOJIS JUIsi O0yYaIONINXCsS WHBAIUIOB U O0YJarOMINXCS ¢ OrpaHUYCHHBIMU
BO3MOYKHOCTSIMH ~ 37I0POBbSI ~ YCTaHABJIMBACTCSI C YYETOM HWHAMBHIYaJIbHBIX TCUXO(U3NICCKUX
ocoOeHHOCTeH (YCTHO, MMCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITBIOTEpE, B (JOpME TECTUPOBAHHS U
T.IL.).

[Tpu HEeoOXoaMMOCTH O0yYaIOUIMMCS MPEJOCTABIIACTCS TOTOJIHUTENFHOE BPEMS ISl TOATOTOBKU
OTBETA.

Texkymmii KOHTPOJIb TPOBOAUTCS TMpeErojaBaTelieM CIEAyImUMA (HOpMaMd U METOJaMH:
YCTHBIM OINPOC, TECTUPOBAHUE, PEIICHHE MPOU3BOJICTBEHHBIX (MPOOJIEMHBIX) CUTYalluid, Oecea, 3amuTa
MPAKTUYECKUX PabOT, MPOBEpPKa BHIMOJHEHHBIX CAMOCTOSTEIBHBIX BHEAYAUTOPHBIX PadOT, KypCOBOM
paboTHI B Mpolecce MPOBEACHHS PAKTUICCKUX 3aHSATHH, a TAK)KE BBIMIOJIHEHUS! WHAWBUIYAIBHBIX padoT
Y IOMAIIHUX 33JJaHuH, WIK B PEXKUME TPEHUPOBOYHOIO TECTUPOBAHUSI B IETSAX MOTyUYeHUsT HHPOPMAIHH
O BBINIOJTHEHUH 00y4aeMbIM TpeOyeMbIX JCHCTBHHA B IMpoliecce y4eOHOW AeATEIIbHOCTH; MPaBHILHOCTH
BBHITIOJTHEHUS TPEOYEMBIX JACHCTBUIA; COOTBETCTBUU (DOPMBI IEHCTBUS JAHHOMY dTally YCBOCHHUS y4eOHOTO
Marepuana; (HOPMHUPOBAHUHU JACHCTBUSA C JIODKHOW Mepoil 0000IIeHHs, OCBOCHHS (B TOM YHCIE
ABTOMATHU3MPOBAHHOCTH, OBICTPOTHI BBIIONHEHUS) W T.O. TEKyIMil KOHTPOJIb YCIEBAEMOCTH IS
00yJaroImuXcss WHBATUAOB W OOYYAIOUIMXCS C OTPAaHHMYCHHBIMH BO3MOXHOCTSIMH 37J0POBbS HMEET
00JbIIOE 3HAYCHHE, IMOCKOJBKY MO3BOJIIET CBOEBPEMEHHO BBHISBUTH 3aTPYJHEHUS U OTCTAaBaHUE B
OOy4eHHH W BHECTH KOPPEKTHBHI B YYEOHYIO NESTEIbHOCTh. DoOpMa KOHTPOJIS ISl OOYYarOIIHXCs
YCTaHABIIMBAETCS C YYETOM UX UHIUBUIYATHHBIX MCUXOPU3NIECKUX OCOOCHHOCTEH.

@opMBbI U CPOK MPOBeAEHUsI PYOEKHOT0 KOHTPOJIS OMPEEIISIOTCS MperoiaBaTesieM (MacTepom
MPOU3BOJICTBEHHOTO OOYyYEHHUs) C Yy4YeTOM HMHIUBUAYAJIbHBIX ICUXO(PU3UUYECKUX OCOOCHHOCTEH
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00yJaromuxcs.

IIpome:xxyTouHnasi arrectamusi mnpoBoauTcs B (Gopme auddepeHIUpoOBaHHOTO 3adeTa |
9K3aMeHOB. VITOrOBbIi KOHTPOJIb — 9K3aMEH - IPOBOAUTCS IK3aMEHAIIMOHHON KOMUCCHEH Tocie yueOHOM
U TPOW3BOJCTBEHHOM NPAKTUKH. MTOraMM TPOXOXKIECHUS Yy4eOHOM W TMPOM3BOJCTBEHHOM IPAKTHUK
ABJIAETCS 3a4ET.

Bo3MoxHO ycTaHOBIEHHE OO0pa30BaTeIbHON OpraHu3anuell WHAMBHAYAJIbHBIX TIpPa(uKoB
NPOXO0KAEHUS] TNPOMEKYTOUHOH AaTTecTauMM OOYYAOUMMKCA HWHBAIMIAMU U OOYYaIOIIUMHCA C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 37]0POBbSI.

[IpomexyTouHast aTTecTanus 0OYyJaIOIMIUXCS OCYIIECTBIsIeTCs B dopMe auddepeHnpoBaHHOTO
3ayeTa B BHJI€ TECTUPOBAHUS U 3K3aMEHOB CO CMEIIaHHBIMU 3a/IaHUSMHU.

[Tpu HeoOxoaumocTH 11t MHBaIUA0B U ull ¢ OB3 npenycmaTrpuBaercs yBelIndeHUE BPEMEHU Ha
MOATOTOBKY K AU PepeHInpoBaHHOMY 3a4eTy M dK3aMeHY, a TakKe MPeJOCTaBIsAETCs TOMOIHUTEIbHOE
BpeMs IS IOJATrOTOBKM OTBeTa Ha AuddepeHnpoBaHHOM 3aueTe/3K3aMeHe.

[Ipu HeoOXxomaMMOCTH Il OOy4aroUIMXcs WHBAJIUAOB U OOydYalOIIUXCS C OrpaHUYCHHBIMU
BO3MOXKHOCTSIMU 3/I0POBBSI IPOMEXYTOUHAsl aTTECTALMS MOYKET IPOBOUTHCSA B HECKOJIBKO 3TanoB. [
ATOTO PEKOMEHIYETCSl UCIOJIB30BaTh PYOCKHBIM KOHTPOJIb, KOTOPHIN SBISETCS KOHTPOJIBLHON TOYKOW HO
3aBEPILICHUIO M3YUYEHUs pa3jieia WK TeMbl AUCIUIUIMHBI, MEXIUCUUIUIMHAPHOTO Kypca, MPAaKTUK U €€
pa3eioB C LENbI0 OIICHUBAHKS YPOBHS OCBOCHHUS MTPOrPaMMHOTO MaTepHaia.

Jist MpOMEXKYTOUHOM aTTecTanuy 00ydJaromIMXCsl MHBAIUAOB U 00YYAIOIIMXCS ¢ OTPAaHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSI 1O AUCHMILIMHAM (MEXAUCUUILTMHAPHBIM KypcaMm) KpoMme IpernojiaBaresie
KOHKPETHOW AMCUMILIMHBI (MEXIUCIUIUIMHAPHOIO Kypca) B KadyeCTBE BHEUIHMX HKCIEPTOB MOKHO
MpUBJIEKATh MpenojaBaTeNiell CMEXHBIX TUCHUIUIMH (KypcoB). Jlyis OLIEHKM KauecTBa IOATOTOBKH
00y4aromuxcss W BBITYCKHUKOB MO NPO(PECCHOHATBHBIM MOAYISM MOXHO TNpPUBJIEKaTb B KauecTBE
BHEUITATHBIX SKCIIEPTOB paboToaaTeneH.

Y4eOHO-MeToInYecKre MaTepHallbl Uil CAaMOCTOSITEIbHON pabOThl 00yUYaIOMIUXCSI U3 YMCIIA JIUIL C
OTpaHUYEHHBIMA BO3MOXKHOCTSIMU 37I0POBBSI TMPEIOCTABISAIOTCA B (hopMax, alanTUPOBAaHHBIX K Orpa-
HUYEHUSIM UX 37]0POBbS U BOCHPUATHS HH(DOpMaLIUU:

JUTS1 JIULL C HAPYIICHUSIMU CllyXa:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IEeKTPOHHOTO TOKYMEHTA.

JUTSL JTUL] C HapyLICHUEM 3PEHUS:

- B ICUaTHBIX (hOpMax ¢ yBEIUYECHHBIM HIPUPTOM.

JUISL JTUL] C HapyIIEHUSIMU ONOPHO-BUTATENILHOTO arapara:

- B ICUaTHOH (opme,

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

Jnii METOIM4ecKOoro o0ecreyeH s BBIOJHEHHUSI CAMOCTOSTEIbHON BHEAYTUTOPHOM pabOThI s
oOyuaromuxcsi pa3paboTaHbl METOIMWYECKHE YyKa3aHUs MO BBIOJHEHUIO BHEAYAUTOPHON CamoCTOs-
TEJNBbHOM paboThI.

Onenka HHIUBUAYATbHBIX 00pa30BaTeNbHbIX JOCTHKEHHUH MO pe3ylbTaTaM TEKYILEero KOHTPOJIs
MIPOU3BOIUTCS B COOTBETCTBHH C YHUBEPCATHHON MIKAIOH (Ta0iuIa).

[TponeHT pe3yIbTaTHBHOCTH KadecTBeHHast OIICHKA WHAMBHyaTbHBIX
(paBUIHHBIX OTBETOB) 00pa30BaTEeNbHBIX JOCTHKEHUN
Oayut (0OTMETKa) BepOAbHBIN aHAJIOT
90 + 100 5 OTIIUYHO
70 + 89 4 XOPOIIIO
51 +69 3 YIOBJIETBOPUTEIHHO
Mmenee 50 2 HE YJIOBJIETBOPUTEIHHO

Ha sTamne npoMexyTOYHOW aTTecTaluy 10 UTOraM Ka4eCTBEHHBIX OIICHOK WHHBUIYaTbHBIX 00-
pa30oBaTEIbHBIX JTOCTHKEHHI 3K3aMEHAIIMOHHOW KOMHUCCHUEH OIpeelsieTcss HHTerpajibHas OIEHKAa OCBO-
CHHBIX O0yYaroUMMHCS MPO(GECCHOHATBHBIX U OOIIUX KOMIIETCHIMI KaK pe3ylbTaTOB OCBOCHHS IIPO-
(beccruoHaTBbHOTO MOTYJISL.
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Pazpaboran [BIIOY MO CIT COT

IIpennoaBareiab

T.U. SxoBaeBa

MeCTO paboThI

3aHUMaeMasi JIOJDKHOCTh N.0. ®amunus
Pazpaboran

MECTO pa6OTI:I 3aHUMacMaa JOJKHOCThb I/IO Ddamunusa
DKcnepr

MECTO pa6OTI:I 3aHUMacMasa JOJKHOCThb I/IO Ddamunusa
DKcrnepr

MECTO pa6OTLI 3aHUMacMaad JOJKHOCThb I/IO Ddamunusa
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