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NNOACHUTEJIBHAS 3AIIMCKA

[Ipumepnas paGodast mporpamma mpodeccuorHanbHoro moayis IIM. 03 «Bwinoanenue pa-
Oom no 00HOIl UU HECKOTbKUM Npogeccusm padoyux, 00aAHCHOCMAM CAYHCAWUX» TIpEIHA3HAYCHA
JUIS U3y4EHUS] TOHSATUHHOTO anrnapaTa JAeJ0NpPOU3BOICTBA U TEXHOJIOTHH BBIOJIHEHUS JEIOMPOU3BO/I-
CTBEHHBIX pa0dOT B YUPEKACHUSAX CPEIHEro MpohecCHOHATBLHOrO0 00pa30BaHUs MO CIEHUATBHOCTH
46.02.01 JlokymMeHTaNMOHHOE o0ecnevyeHue ynpaBjieHHsl U apXHBOBeleHHe, PCATH3YIONTUX 00pa-
30BaTENbHYIO MPOTPAMMY CPEIHETO (IIOJHOTO) 00IIero o0pa3oBaHusl, MPU MOATOTOBKE KBATHU(PHUIIUPO-
BaHHBIX Pa0OYMX U CIELHUAINCTOB CPEIHETO 3BEHA.

[IpumepHast pabouasi mporpamma pa3paboTaHa B COOTBETCTBHUH C:

-denepanbHbiM 3ak0HOM OT 29 nexadpst 2012 r. Ne 273-03 «O6 obpazoBanuu B Poccuiickoit
denepanuny;

-I'ocynapcTBennoit nmporpammoii Poccutickoii deneparnun «/loctymHas cpeaa va 2011-2015
roJipl, yTBEpKJIeHHOU noctaHoBieHueM IlpaBurensctBa Poccuiickoit ®@enepaunn ot 17 mapra 2011
r.Nel75;

-T'ocymapcTBenHoii mporpammoii Poccwuiickoit @enepannu «Pa3Butue oOpa3oBaHus» Ha
2013-2020 roxwl, yTBepkIeHHOU pacmnopspbkenueM IlpaBurensctBa Poccuiickoit deneparuu ot 15
Mast 2013 r. Ne 792-p;

-[TonoxennemM O MpakTUKe OOYYarOIIMXCS, OCBAMBAIOIIMX OCHOBHBIE MPO(ECCHOHAIbHBIE
oOpa3zoBaTeNnbHbIE MPOTPAMMBI CpPEHET0 MPO(PECCHOHANBHOTO O0pa30BaHUA, YTBEPKIACHHBIM
npuka3zoM MunucTtepcTBa oOpazoBanus Hayku Poccuiickoir @enepanum ot 18 ampens 2013 1. Ne
291;

-IlopsinkoM opraHu3anMi U  OCYILECTBICHHS 00pa30BaTelIbHOW JAEATEIBbHOCTH IO
o0pa3oBaTeNbHBIM IpPOTpPaMMaM CpeIHEro Mpo(ecCHOHATBFHOTO 00pa30BaHMs, YTBEPKICHHBIM
npukazoM MunuctepcTBa obpazoBanus u Hayku Poccuiickoit deneparuu ot 14 nHrons 2013 1. Ne
464;

-IlopsinkoM TpoBeeHUsT TOCYAapCTBEHHOM HWTOTOBOM arTecTallud 1o 00pa3oBaTeIbHBIM
nporpaMMaM — CpeJHero  npo(ecCHOHANbHOTO  OOpa3oBaHMSA,  YTBEPXKIACHHBIM  IPUKA30M
MunuctepcTBa oopazoBanus U Hayku Poccuiickoit @enepamuu ot 16 aBrycrta 2013 1. No 968;

-[lopsiakoM  mpUMEHEHWs  OpraHu3alMsIMH, OCYIIECTBISIONIMMU  00pa30BaTEIbHYIO
NeSITeNIbHOCTb, 3JEKTPOHHOTO OOy4YeHHUs, AUCTAaHLHUOHHBIX OOpa30BaTENbHBIX TEXHOJOTHM mpu
peanu3aiy 00pa3zoBaTeNbHbIX IPOTrpaMM, YTBEPKACHHBIM MTpHKazoM MUHHCTEPCTBA 00pa30BaHUs U
Hayku Poccuiickoit @enepaunu ot 9 suBapst 2014 r. Ne 2;

-Ilopsiaxom mpuema rpaxjaaH Ha oOyueHHe HO 00pa3oBaTEIbHBIM MPOrpaMMaM CPEIHEro
po¢eCCHOHAIBHOTO 00pa30BaHUsl, yTBEPKACHHBIM IIPHUKa30M MUHHUCTEpPCTBA 00pa30BaHUS U HAYKH
Poccuiickoit @eneparuu ot 23 sHBapst 2014 r. Ne 36;

-denepanbHblM  TOCYAApCTBEHHBIM  00pa3oBaTeNbHBIM  CTAaHJApPTOM  CPEAHETrO
npodeccuoHaIbHOr0 00pazoBaHus 1o cneruaibHocTH 46.02.01 JlokyMeHTalMoHHOe oOecreueHne
yIpaBlIeHUS U apXUBOBEACHHE, YTBEPKACHHOTO MprKa3zoM MuHuctepcTBa oOpa3oBanus U Hayku PD
ot 11 aBrycra 2014 r. Ne 975;

-MeronuueckuMu  peKOMEHJAIMsIMH IO pPa3padoTKe U pealu3aluy aJalnTHPOBAHHBIX
0o0pa3oBaTeNbHBIX MPOrpaMM CPEAHEr0 MPO(PECCHOHATBHOTO 00pa3oBaHUs, YTBEPIKICHHBIX
nupekTopoM JlemapraMeHTa TOCyJapCTBEHHOM MONMTHUKHM B cdepe MOATOTOBKH padouuX KaapoB U
JITIO Hayku Poccun ot 20 ampenst 2015 r. Ne 06-830;

-[luceMmom MuHnoOpa3oBanus u Hayku P® ot 03.18.2014 r. Ne 06-281«TpeboBanus k
opraHu3an 00pa3oBaTENILHOTO Mpolecca A OO0y4eHUS HHBAJIUAOB M JIMIl C OTPAaHUYCHHBIMH
BO3MOXXHOCTSIMU 3/I0pOBbsl B MPO(ECCHOHANBHBIX 00pa30BaTENbHBIX OpPraHU3AlMIX, B TOM YHUCIIE
OCHAIIIEHHOCTH 00pa30BaTEeIbHOTO MPOLIECCa»;

-TpebGoBanusMH K OpraHu3alud 00pa30BaTEIBLHOTO Ipolecca g O0ydYeHUs] WHBAIWIOB U
JUIl C OrPaHWYCHHBIMH BO3MOXXHOCTSMHU 3/I0pOBbSI B NPO(ECCHOHATBHBIX 00pa30BaTEIbHBIX
OpraHM3alusaX, B TOM 4YHCIe OCHAIEHHOCTH 00pa3oBaTENIbHOTO Ipolecca, (mucbMo JlemaprameHTa
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noAroToBku pabounx kaapos u JIIO MunucrepcTtBa obpa3oBaHusi 1 Hayku Poccuiickoit denepanuu
18 mapra 2014 1. Ne 06-281.

[Tpodeccuonanbupiii Mmonynb IIM. 03 «Bvinoanenue pabom no 00HOU uUiu HeCKOIAbKUM
npogheccuam pavoyux, 00NHCHOCMAM CAYHCAUAUXY W3YUACTCS B YUPESKICHHUSIX CPEIHEro mpodeccu-
oHasTbHOTO 0OpaszoBanus (nanee — CI1O) ¢ yueTom pekoMeHAaIMil BIICYKa3aHHBIX TOKYMEHTOB.

JlanHast mporpamma sIBJISIETCS aJalTUPOBAHHON 00pa3oBareIbHas IPOrpaMMOid JIJIsl MHBAIHIOB
1 00YyJaronuXxcsi C OrpaHMYCHHBIMA BO3MOXKHOCTAMH 3710poBbs (OB3).

B nporpammy npodeccuonansHoro monyis IIM. 03 «Bwvitnonnenue pabom no 00noii unu He-
CKOIbKUM npogheccuam pabouux, O0ONHCHOCMAM CAYHCAWUX» BBEICH JOMOJHUTEIBHBIA pazien
«CocraBnenue u opopmiIeHUE OPraHU3AIMOHHO-PACTIOPSIAUTEIBHBIX JOKYMEHTOB» U TeMbl: «CTpyK-
Typa 0a3 JaHHBIX JOKYMEHTAJIbHOTO (poHaa opranuzanun» U «OnepaTUBHOE XpaHEHHE JOKYMEHTOBY,
B KOTOpBIE BXOAHUT PACCMOTPEHHE KOMITBIOTEPHBIX TEXHOJOTUH U OPITEXHUKHU IS CO3JaHUs, PETH-
CTpalliy U OMEPAaTUBHOTO XpaHEHUS JOKYMEHTOB, U KOTOPbIE HAIIPABJIEHHBI HA pacIlUpeHNe 3HaHUH B
TaHHOU 00JacTH, MHAWBHUIYATLHYIO KOPPEKIUIO YUYEOHBIX YMEHUI U CIIOCOOCTBYIOIIME COIMABLHOM
1 TTpo(pe€CCUOHAIBHON ajanTaliii 00yJaronuxcsi HHBAIUI0B 1 oOydatomuxcs ¢ OB3.
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1. TACTIOPT PABOYEM IPOI'PAMMBI TPO®ECCHOHAJIBHOI'O MOJIYJIS
IIM.03 «Boinonnenue padom no 00HOU Uiu HeCKOIbKUM BpOpeccuam padoyux,
O0NICHOCHIAM CAYHCAULUXY
1.1. ObsacTh IpUMeHEHUsI MPOTrPaMMbI

AnantupoBaHHas oOpa3oBareibHas IMporpamMma MpopecCHOHAIBPHOTO MOAYJS (Janee mporpam-

Ma) — SIBJISIETCS YacCThIO MPOrpamMMbl MOATOTOBKY crienuanuctoB cpeanero 3seHa (IIIICC3) mig nun ¢
BO3 u nuuBanuaoB no crneunanbHocTH CIIO 46.02.01 «/lokymMeHTalIlHOHHOE oOeclieueHue yrpanJie-
HHUSI U apXUBOBEJEHHE» B YaCTH OCBOCHHUS OCHOBHOTO BHJa MPO(ECCHOHAIBHON IeSTeNbHOCTH
(BITND):
IIM.03 «BpinosiHeHHe padoT MO OJHOH MJIM HECKOJBKHM mNpodeccusiv padodux, JOKHOCTAM
CJYKAIIMX» W COOTBETCTBYIOIMX NpodeccuoHaNbHbIX kKomneTeHnuil (1K) u TpynoBbix (pyHk-
11070/

I[IK 3.1. OpopMisaTh M PErHCTPUPOBATH OPTAHU3AMOHHO-PACIIOPSIAUTEIBHBIC JTOKYMEHTHI,
KOHTPOJIUPOBATh CPOKH MX UCIIOTHEHUSI.

[IK 3.2. OOpabaThiBaTh BXOJAIIME W HCXOIANINE ITOKYMEHTBI, CHCTEMAaTH3UPOBATh WX,
COCTaBJIATh HOMEHKIIATYPY JeN U (POPMUPOBATH JOKYMEHTHI B JIENa.

I1K 3.3. OcymecTBisTh SKCIEPTU3Y LIEHHOCTH IOKYMEHTOB B COOTBETCTBUM C IE€UCTBYIOIIMMU
3aKOHO/IATENbHBIMU aKTAMU U HOPMATHUBAMU.

[1K 3.4. OcyiecTBisTh NOATOTOBKY A€ K Iepeiaye Ha apXUBHOE XPaHECHHUE.

B/01.5 Opranusanust paboThl ¢ JOKyMEHTaMH.

B/02.5 Opranuzanus TeKymero XxpaHeH!s JOKYMEHTOB.

[TpakTryeckuii onpIT, MpodeccuoHaNbHbIE U O0IIMe KOMIETCHIIMHU, YMEHUS U 3HaHUS ObLIH
BbIOpanbl u3 mpemraraeMbix Bo ®I'OC, paccMoTpeHbl W yTBepxkaeHbl Ha 3acemanuu Ne 1 IIMK
npodauciumnH CIT COT ot 30.08.2019.

Bremycknuk, ocsouBmuit [IIICC3, nomken o0nagaTh 00IMMH KOMIIETEHIIUSIMU, BKITFOYAIO-
IIUMH B ce€0s1 ClIOCOOHOCTD:

OK 1. IloHuMaTh CyIIHOCTh M COLHMAJIBHYIO 3HAYMMOCTh CBOeil Oynymieil mnpodeccun,
MPOSIBIISITH K HEM YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€SATEILHOCTh, BRIOUPATh THUIIOBBIE METOJIBI U CIIOCOOBI
BBITIOJTHEHUS PO ECCUOHANBHBIX 33/1a4, OLEHUBATh X 3(P(HEKTUBHOCTh U KaUueCTBO.

OK 3. IlpuHUMaTh pelieHUs B CTaHJAPTHBIX W HECTAHIAPTHBIX CUTYyallUSIX M HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiaTh TMOUCK ¥  HUCHONB30BaHWE HH(pOpMaNuMH, HEOOXOAUMON IS
3(PEeKTUBHOTO BBITIOJIHEHHUSI TMPOPECCHOHAIBHBIX 3a7ad, NPO(HECCHOHATLHOTO € JUYHOCTHOTO
pa3BUTHS

OK 5. Ucnonb3oBarh MH(pOPMAITMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH B
npoeCCUOHATLHON IEATEIIEHOCTH.

OK 6. Paborate B KOUIEKTHBE U KoMaHIe, J(G(EKTHBHO O0OMATBCS C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTETISIMHU.

OK 7. Bparp Ha ce0Osi OTBETCTBEHHOCTh 3a pabOTy YICHOB KOMAaH/ABl (ITOJYMHEHHBIX),
PE3yNbTAT BBIMOJTHCHUS 3a/IaHUH.

OK 8. CamocTosTeNnbHO ompenensaTh 3a1a4i MpodhecCHOHATBHOTO M JIMYHOCTHOTO Pa3BHUTHS,
3aHMMAaThCS CaMOOOpPa30BaHNEM, OCO3HAHHO IJIAHMPOBATH MOBHIIICHNE KBATU(UKAIIUH.

OK 9. OpueHTHpoBaThCS B YCIOBUAX YaCTOH CMEHBI TEXHOJOTHH B MpodhecCHOHATBHOMN
NeSTEIbHOCTH.

AnantupoBaHHas oOpa3oBaTeibHas IporpaMma MpoPeCcCHOHATBPHOTO MOIYIISI MOXKET OBITh HC-
MOJIb30BaHA B JIOTIOJHUTEIHFHOM MPOGECCHOHATHPHOM 00pa3oBaHUU (B MporpamMMax IMOBBIMICHUS KBa-
Tu(dUKAIKA U TIEPETIOTOTOBKH) U PO ECCHOHAIIBHONW MTOATOTOBKE PAOOTHHUKOB B 00JIACTH JIETIOMPO-
W3BOJICTBA, MPH HAIUYUM CpeaHETO (IIOJHOTO0) 00IIero o0pa3oBaHus U OCHOBHOTO 00Iero oOpa3oBa-
HUSL



OmnbIT paboThI HE TPEOyeTCHI.

1.2.00beKThI NPO(pecCHOHATILHOM AeSITeJIbHOCTH BbIIYCKHUKOB MPH U3y4eHUuH npodeccuo-
HAJIBHOT0 MOJYJIAA

OObexTamu poheCCUOHATLHON AEATEIIbHOCTH B paMKaX U3y4yaeMOH TUCIUIUTMHBI SIBJISIOTCS:
- JOKYMEHTBI, CO3/IaHHbIE JIIOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS;
- CUCTE€MBI JJOKYMEHTAIMOHHOTO 00ECTIeUeH sl YIIpaBICHUS;
- CUCTEMBI NIEKTPOHHOTO JOKYMEHTOO0O0POTa;
- apXUBHBIE IOKYMEHTBHI;
- IEPBUYHBIE TPYIOBBIE KOJUICKTHUBBI.

1.3. Lleau u 3a1a4u MOAYJISl — TPe0OBaHUS K Pe3yJIbTATAM OCBOEHUSI MOy

C nenbio OBNAZICHUS YKa3aHHBIM BHJIOM NMPO(ECCHOHATBHON JESTEIbHOCTH U COOTBETCTBYIO-
IIMMH Tpo¢eCCUOHATbHBIMUA KOMITIETEHIUSMU O0Y4YaIOIUNCA B X0€ OCBOCHUS MPO(eCcCHOHATBEHOTO
MOJYJISI JOJIKEH:
HMeTh NPAKTHYECKUH ONbIT:
® OpraHu3aluH JTOKYMEHTAllMOHHOTO OOECleYeHusl yIpaBiIeHUS ¢  (PYHKIIMOHUPOBAHUS
OpraHH3aIlHH.
yMeThb:
® [OJTOTAaBJIMBATH MPOCKTHI YIIPABICHUECKUX PEIICHHIA,
e 00pabaTbiBaTh BXOJSIIME W HMCXOMASIIUE JTOKYMEHTBHI, CUCTEMATH3UPOBATh HX, COCTAaBIIATH
HOMEHKJIATYpY Z1e]1 U POpMHUPOBaATh TOKYMEHTHI B JI€Ta;
o JIYl cocraBmath W OQOPMIIATH OpPraHU3AIMOHHO-PACTIOPSIUTEIHLHBIE JOKYMEHTHI B
cootBeTcTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-2016;
e JIY2 npoBoauTh perucTpaiuio J0KyMEHTOB U CO3/AaBaTh 0a3y TOKYMEHTAIbHbIX JaHHbIX;
e JIV3 ocyliecTBisATh ONEPATUBHOE XPAaHEHNE IOKYMEHTOB;
3HATh:
® CHCTEMY XpaHEHHs U 00pabOTKH JTOKYMEHTOB;
J31 mpaBuia opopMIICHHS MAIIMHOUCHBIX TEKCTOB;
132 mpaBuia opopMiIeHUST OpraHU3alMOHHO-PACTIOPSAIUTEIHHBIX JOKYMEHTOB.
Cnenuanuct no JOKyMEHTAallHOHHOMY O0O€CIeUeHHIO YIpaBieHus, apXuBUCT (0a30Boil moj-
TOTOBKH) JIOJDKEH 0051anaTh MpogecCHOHAJBHBIMUA M OOIIMMH KOMIETEHUUSIMH, TPYJIAOBBIMHU
(GpYyHKIHAMHU BKIIOYAIOITUMH B €051 CITOCOOHOCTB:

Kon HaumeHoBaHue pe3yjibTaTa 00yuyeHUs

IIK 3.1. OdopMisiTh W PETHCTPUPOBATH  OPTraHU3AIMOHHO-PACTIOPSAIUTEIbHBIE  JTOKYMEHTHI,
KOHTPOJIUPOBATHL CPOKU UX MCIIOIHEHHU.

IIK 3.2. OOpabaTbIBaTh BXOJSIIME U UCXOMAALIME TOKYMEHTHI, CHCTEMAaTU3UPOBATh UX, COCTABIIAThH
HOMEHKJIATypy JeJ1 ¥ OPMUPOBATh TOKYMEHTHI B JI€A.

IIK 3.3. OcCymecTBISITh AKCHEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBHMU C JIEUCTBYIOIIMMU
3aKOHOAATCIbHBIMH aKTaMH 1 HOPMATHBAMHU.

IIK 3.4. OcyiecTBIATh MOATOTOBKY €N K IEpejaue Ha apXUBHOE XpaHEHHUE.
B/01.5 Opranu3zanust paboThl C JOKYMEHTaMHU.
B/02.5 Opranuzanuys TEKyIero XpaHeHus: JOKYMEHTOB.




OK 1.

[ToHMMAaTh CYLTHOCTH M COLIMAIBHYIO 3HAUUMOCTh CBOEH Oyaymiei mpodeccuu, IposiBISATh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESITEIbHOCTD, BEIOMPATH THIIOBBIE METO/IBI U CIIOCOOBI BBI-
MTOJTHEHUS TPO(PECCHOHATBLHBIX 3a/1a4, OIICHUBATh WX 3P (HEKTUBHOCTh M KaYECTBO.

OK 3. [IpuHnMaTh penieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYalMSIX U HECTH 3a HUX OTBET-
CTBEHHOCTb.

OK 4. Ocy1iecTBIATh TOUCK U MCIIOJIb30BaHUE HHPOPMALIUU, HEOOXOAUMOM 1 3P PEKTUBHOTO
BBITIOJTHEHUS PO ECCUOHANBHBIX 33/1a4, MPOPECCUOHANIBHOIO U INYHOCTHOTO Pa3BUTHUS

OK 5. Hcnons3oBaTh HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHUN B MPOPECCHOHATBHON
NS TEIBHOCTH.

OK 6. PaboTathb B KOJIJIEKTHBE U KOMaHe, 3PPEKTUBHO 0OIIATHCS C KOJUIETaMHU, PyKOBO/ICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpatb Ha ce0st OTBETCTBEHHOCTH 3a pa0OTY WICHOB KOMAH IbI (IO JYMHEHHBIX ), pe3yIbTaT
BBITIOJTHEHUS 3aJaHUH.

OK 8. CamocTosTenbHO ONPEACNIATh 3aa41 MPOoGeCCHOHATHHOTO B IMYHOCTHOTO Pa3BUTHS, 3a-
HUMATbCsl CaMOOOpa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILICHUE KBATH(PHUKALINY.

OK 9. OpueHTHPOBATHCS B YCIIOBHUIX YaCTOW CMEHBI TEXHOJIOTUH B MPO(EeCCHOHAIBHOM JesTeNb-

HOCTH.

[IpakTHyeckuii ombIT, MpOopecCuOHaIbHBIE U OOIINE KOMIIETCHIIMH, YMEHHUS W 3HaHWUS ObUIN

BBIOpaHbl W3 mpemiaaraembeix Bo PI'OC, paccmorpenbl u yTBepkaeHbl Ha 3acemanuu Ne 1 [[MK
npodauciumuma CIT COT ot 30.08.2019.

1.3. Kosin4ecTBO 4acoB Ha 0CBOEHHE NPOrPaMMBbl NPO(ecCHOHAIBHOT0 MOYJISA:

Bcero —243 yaca, B TOM YHCJIC:
MaKCUMaJIbHOM y4eOHOM Harpy3ku oOydaromerocs — 189 gacos, BKiItouas:

00s13aTeNIbHON ayTUTOPHOM yueOHOI Harpy3ku oOydatomierocs — 126 yaca;
CaMOCTOSITENIbHON paboThI o0ydarorierocs — 63 4acos;

yueOHOH npakTHKH — 18 yacos;
MPOU3BOACTBEHHON MPaKTUKU — 36 4acoB.




2.PE3YJIBTATbBI OCBOEHUSA NIPO®PECCHUOHAJBHOI'O MOAYJIA

Pe3synbraToM OCBOGHHS MpOrpamMMbl NMPO(PECCHOHATHHOTO MOMIYINS SIBISETCS OBIAJCHUE
oOyyaromumucs BuaoM mnpodeccuonanbHoil aestensHocTH IIM.03 «BblnosiHeHHe padoT 1o

OJHOW WJIHM HECKOJbKHMM mnpodeccusiv pado4yuX, JOKHOCTAM CJHYKAIMX», B TOM YHUCIE
npodeccuoranbHbIMU (I1K) 1 06mmmu (OK) komMneTeHIusAME U TPYIOBBIMU () YHKITHSMHU:
IIK 3.1. OdopmisATe U PETHUCTPUPOBATH OPTaHU3ALMOHHO-PACTIOPSIUTEIBHBIE JTOKYMEHTHI,
KOHTPOJIMPOBATh CPOKH UX UCHOJHEHHUS.
I[IK 3.2. OO0pabareiBaTh BXOISIIME M HUCXOMANIME JOKYMEHTBI, CHCTEMaTH3HpPOBAaTh WUX,
COCTaBJIATh HOMEHKJIATYpY A€l U (POpMUPOBATh JOKYMEHTHI B JI€JIa.
[IK 3.3. OcyuiecTBasiTh 3KCNEPTU3Y LEHHOCTU IOKYMEHTOB B COOTBETCTBUU C JICUCTBYIOIIUMU
3aKOHOJATEIbHBIMU aKTaMU U HOPMAaTHBaMHU.
[IK 3.4. OcyiecTBiATh MOATOTOBKY /€] K IIEpejaue Ha apXUBHOE XPAHEHUE.
B/01.5 Opranuzamnus paboTsl ¢ JOKyMEHTaMHU.
B/02.5 Opranusanus TeKynero XpaHeHust JOKyMEHTOB.

OK 1. IloruMaTs CyInIHOCTh M COIIMAIIBHYIO 3HAYMMOCThL CBOEH Oymymiei mpodeccuu, mpo-
SABIATH K HE YCTOMYUBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESATEIHHOCTH, BHIOMpPATh THUIIOBBIE METOJBI U CIIO-
coOBI BBITTOTHEHUS TPO(EeCCHOHATBHBIX 3a/1a4, OIIEHUBATh UX 3 (PEKTUBHOCTH U KAYECTBO.

OK 3. IlpuHuMaTh pelieHusi B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIMSIX U HECTHU 32 HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBaaTh MOMCK W HMCHOJIb30BaHME WHpOpPMANKHU, HeoOXoauMon mist 3¢ dek-
TUBHOTO BBITTOJTHEHUsS TPOPECCHOHATBHBIX 3a/1a4, TPOPECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnons3oBath MH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B MpPodeccHo-
HAJIBHOU JESITEIIbHOCTH.

OK 6. PaGoTaTh B KOJJIEKTHBE U KOMaH/e, YQPEKTUBHO 0OMATHCS C KOJUIETaMU, PYKOBOI-
CTBOM, TIOTPEOUTEIISIMH.

OK 7. bpath Ha ce0s OTBETCTBEHHOCTH 3a PabOTy WICHOB KOMaHIbI (MMOJYMHEHHBIX), pe-
3yJIbTAT BHITIOJHECHUS 3aIaHUH.

OK 8. CamocrosaTenpHO OmpenensTh 3a7adyd MpodecCHOHaIbHOTO W JUYHOCTHOTO pa3BH-
THsI, 3aHIMAThCSI CaMO0Opa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIICHUE KBATHU(DUKAIINH.

OK 9. OpueHTHPOBATHCA B YCIOBUIX YaCTOW CMEHBI TEXHOJIOTHHA B TPO(ECCHOHAIBHON Jie-
SITEIbHOCTH.



3.CTPYKTYPA U COAEP KAHUE IMTPO®PECCHUOHAJIBHOTI'O MOJAYJIA

3.1. Temarnueckmnii miian npopeccnonaabHoro moayJas [IM.03 «BbinosiHeHue padoT MO OTHOM WJIM HECKOJIBLKHUM Mpodec-
CUSIM Pab04YMX, JOJKHOCTAM CJIYKAITUX

Koan! nmpogeccuo- HanMeHOBaHHUS Pa3/iesIoB Bcero uacon O0beM BpeMeHH, 0TBeIeHHbII Ha 0CBOeHHe MeKINCIUILIHHAPHOT0 Kypea (KypcoB) Ilpaxmuka
HAJIBHBLIX KOMIIE- nPOPECCHOHATLHOTO MOay- | (Maxc. yued- O0si3aTesIbHAsE AYAUTOPHAS yueGHas CamocrosiTeJbHasi padoTa Koncyan- | VYueOnas, Hpouseoo-
TEHIMU U TPYAO0- A Has Hazpys- HArpy3Ka 06y4alonerocs obyuaromerocs, TALHH, 4acoB cmeennas,
BBIX (PyHKIHii Ka u npax-
dynxu mw:; ) Bcero, B T.4. B T.4., 4acoB 4acoB 4acoe
uacos | naGopatopubl | Kypcosas | Beero, | (ecu npedy-
€ paboThl 1 paGoTa wacoB | § S| & = cmompena
m
NPAKTHYECKHU (mpoekr), é g = _ 2 paccpeoo-
. s

e 3aHATHsA, 4acoB o =| E g7 moyennas
4acoB £ 3 - EE npaxmuxa)

e8| 238

ER B E S &

m oo m =X E

1 2 3 4 5 6 7 8 9 10 11 12

MK 03.01. ToxymeH-
THPOBAHNE U OPraHU-

3aluoHHAasi 00padoTKa
JOKYMEHTOB

IIK 3.1. Pa3nen 1. CocraBiienue 87 58 44 - 29 - - - 6 -
U opopmiieHne opranm-
3aUMOHHO-
pacnopsuTeTbHBIX
JOKYMEHTOB

IIK 3.1.-3.4. Paznen 2. O6ecneyenue 102 68 52 - 34 - - - 12 -

B/01.5, B/02.5 | opranu3auuoHHoi 00-
padoTKH TOKYMEHTOB

IIK 3.1.-3.4. YyeGHasi NpaKTHKA, 18 18
B/01.5, B/02.5 | 4acoB
IIK 3.1.-3.4. IpousBoacTeeHHast 36 36
B/01.5, B/02.5 NPAaKTUKA, YaCOB
Bcezo: 243 126 | 96 | - | 63 | - | 18 36

* Pasien npohecCHOHAIBHOTO MOIYIIS — YaCTh IPOrPaMMBI IPOECCHOHAIBHOTO MOLYJIS, KOTOPasi XapaKTePU3yeTcs JIOTHYECKOi 3aBEpIICHHOCTRIO 1 HAIPABICHA HA OCBOC-
HHUE OJHOW WJIM HECKOJIBKHX MPOo(ecCHOHANBFHBIX KOMIETEeHINA. Pa3aen npodeccrnoHambHOT0 MOIYIISI MOKET COCTOSTh M3 MEXIMCIUIUIMHAPHOTO Kypca WM €r0 YacTH U COOTBET-
CTBYIOILIMX YacTeil y4eOHOW U MPOU3BOJCTBCHHOM MpakTHK. HanmeHoBaHue pa3zeina mpoPecCHOHATBHOTO MOAYIIS TOJKHO HAYUHATHCS C OTIIIATOJILHOTO CYIIECTBUTEIBHOTO M OTpa-
’KaTh COBOKYITHOCTh OCBAalBA€MBbIX KOMIIETEHIUN, YMEHUHN 1 3HAHUIA.




3.2. Conep:xanue o0yueHnus no npodeccuoHaibuomy moaysaio (IIM)

HaumenoBanue pa3jaeiioB
npogeccuoHAJIBLHOT0 MOTYJIS
(ITM), Me:kIMCUMTITHHAPHBIX
KypcoB (MJIK) u tem

Coaepixkanue yueOHOro MaTepuaJa, JJabopaTopHble 3aHATHS U NPAKTHYECKHUe
3aHATHS, CAMOCTOSITE/IbHAS padoTa 00y4alImuxcs, KypcoBasi padot (IpoeKT)

KoaunuecTtBO
4acoB

YpoBeHb
OCBOEHMA

1

IIM.03 «BbinosiHeHue padoT mo
O/THOY MJIA HECKOJIbKHUM
npogdeccusam padovux,
JOJIKHOCTSM CJTYKALH X))

243

MJK 03.01.
JJoxyMeHTHpOBaHNE U
OpraHu3alnuoHHAasi 00padoTKa
AOKYMEHTOB

243

Pazgen 1. CocraBjeHue #H
opopMiIeHHE OPraHU3alMOHHO-
pacnopsiiuTeJbHbIX IOKYMeH-
TOB (Pazoden oobasnen 3a cuem
8aAPUAMUBHOU Yacmu)

87
(58+29c¢/p)

Tema 1.1. be3onacHocTs TpyAa
Ha padoyemM mecTe
AeJIONPOU3BOAUTEIS.

Conepxanue

3HAKOMCTBO C KBaJTM(PHUKAIMOHHON XapaKTEPUCTHKON MPOQPECCHU «IeTOMPOU3BO-
IUTENbY, 3HAYMMOCTh npodeccun. TexHuKa 0€30macHOCTH Ha pabodeM MecTe Je-
JIOTIPOU3BOJIUTESL.

Tema 1.2. CocTraBieHnne u
oopMiIeHHE TOKYMEHTOB

56

Conepxanue

12

TpeboBanus k nokymentam. 'OCT P 7.0.97-2016. PexBusuthbl nokymeHTOB. bian-
KH JOKyMeHTOB. OpraHu3zanmoHHO-pacniopsautenbubie qokymeHTol (OPJI). [lene-
Hue OP/I. OcHoBHble TpeOOBaHUS K OPOPMIICHHIO CIIPABOYHO-UH(OPMAIIMOHHBIX
JOKYMEHTOB (CIIy>KeOHBIX MHUCEM, TOKIAIHBIX 3alHCOK, CIIPABOK, aKTOB, IPOTOKO-
JIOB, IOTOBOPOB U TIp.), paCHOPSAUTEIbHBIX JOKYMEHTOB (IPUKa30B, PELIEHUH, pac-
MOPSDKCHUH, MMOCTAaHOBJICHUH, YKa3aHWW) M OPTaHW3allMOHHBIX JOKYMEHTOB (yCTa-
BOB, MOJIO’KEHUI, UHCTPYKIIMH, TPABUJI, INTATHBIX PACIIUCAHMIL)

11




IIpakTHyeckoe 3aHATHE

44

1.Pa3zpaboTka 61aHka mrchMa M 00IIero OJiaHKa

2.0dopmiieHne MUChbMa-MPUTIAIICHHS

3.0dopmienre mucbMa-HaIIOMUHAHUS

4.0dopmiieHre OTBETHOTO MTHChMa

5.0dopmMiieHre MUcbMa-U3BEIIECHUS

6.0dopmiieHre MUChbMa-MPOCHOBI

7.0dopmMiieHre COPOBOIUTETHHOTO TUCHMa

8. OdopmieHune rapaHTUHHOTO MHUChMa U MUChMa TIOITBEPIKICHUS

9.0¢opmienre BHEITHEH TOKIAHOU 3aTUCKA

10.0dopmiaeHne BHYTpEHHEH TOKIATHOMN 3aMTUCKH

11.0dopmieHne oOBICHUTETHHON 3aMMUCKN

12.0dopmieHue ciryxkeOHOM CrpaBKu

13.0dopmieHune TMIHON CIIpaBKU

14.0dopmnenue akra

15.0dopmienue TenerpaMmmbl

16.0dopmienue TenepoHorpaMmbI

17.0dopmiaeHne mpoToKoIa KpaTkoil (opMbl

18.0dopmieHne BHIMUCKA U3 TIPOTOKOIA

19.0dopmienue goropopa

20.0dopmieHue mprKasa o OpraHu3armOHHON e TETbHOCTH

21.0¢opmieHne BEIMUCKHA U3 TIPUKA3a 10 OPraHU3aIIMOHHON JACATEIHbHOCTH

22.0dopmieHne pactopsHKEeHUS

23.0dopMieHue BEIMUCKHA U3 PACTIOPSKEHUS

24.0dopmieHue pemeHus

25.0¢opMieHus BBITTUCKH U3 PEIICHHS

26.0dopmieHne yKa3zaHus

27.0¢opMieHre BEITUCKHA U3 YKa3aHUS

28.0dopmieHne mpaBui

12




29.0dopmnenue ycraBa

30.0¢dopmiieHrE TOTOKEHHS

31.0¢dopmieHne MTaTHOTO paCIUCaAHUS

32.0¢dopmieHne HHCTPYKITUH

CamocrosiTesibHas pabora npu uzyyenuu Paszaena 1 11M.03
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Cucremarnueckas mpopadOTKa KOHCIIEKTOB 3aHATUH, y4eOHOW U CHelManbHOM TEXHUYECKON JIUTEpaTypsl (110 BOpocam
K maparpadam, riaaBaM y4eOHBIX TOCOOMH, COCTABIICHHBIM ITPETIOIaBATEIIEM ).

OdopmiieHne 0TUETOB IO MPAKTUYECKUM 3aHATHAM U TIOJrOTOBKA K UX 3aIIHTE.

CocraBneHue riaoccapusi.

CocraBieHne aHaTUTUYECKOTO (GOpMYIIspa pacropsaIUTeIbHBIX JOKYMEHTOB, OCHOBHBIX CIPAaBOYHO-MH(POPMALIMOHHBIX
JIOKYMEHTOB.

[IpoBenenue ananu3a MpaBUILHOCTH O(OPMIICHUS] PEKBU3UTOB JOKYMEHTOB.

Co3naHue npe3eHTaluu.

Hanucanue nokiana, cooOIieHusl.

TeMaTnka BHeayIMTOPHOI CAMOCTOSITEJIbHOM PadOThI:

1. MHCTpyKIIKS 1O OXpaHe TPyAa U TEXHUKE 0€30MacHOCTH Ha pabodnx MecTax (MMOATOTOBUTH COOOIIECHNUE) 2
2.McTopus co3anus MalIMHOMMCHOM TEXHUKH (110 ToATeMaM) (MTOATOTOBUTE COOOIIEHNE) 2
3. [ToaroroBuTh cooOIIEHNE TIO TEME «JleCATUTIATBIIEBBIN «CIIETIO» METO] MUChMa. TeXHUKA U PUTM yIapay. 2
4. CocTaBUTh KOHCIIEKT 10 MpaBuiIaM 0(h)OpMIICHHUS] TEKCTOB. 1
5. TpeGoBaHMs K TOKYMEHTHPOBAHUIO YIIPABICHYECKON MHGOPMAIIMK B COBPEMEHHBIX yCIOBUsIX. COBpEMEHHBIE TeX- 2
HOJIOTUU JOKyMEHTHUpOoBaHus MHPopMmaruu. CTaauu JOKYMEHTHPOBAHUS yrpaBieHueckod nHpopmanuu. CTHIIEBBIE U
KOMIIO3UIIMOHHBIE OCOOEHHOCTU COCTABJICHUS OT/IEIbHBIX BHJIOB YIPABICHYECKUX JTOKYMEHTOB (IIOATOTOBUTH COOOIIIE-

HHE I10 BEIOOPY)

6. Onpenenure, MPaBUIHHO JIM HAMMKMCAHBI CICAYIONINE PEKBU3HUTHI U B TEKCTE (AaHATTUTUYECKAs] CAMOCTOSITENIbHAS pabo- 2
Ta)

7. CoCTaBUTH II0CCapHil BUJIOB CITY>KEOHBIX MHCEM, B (DOPMYIHPOBKE yKa3aB UX Pa3IIUIHs 1
8. McTopust BO3HUKHOBEHUS MUCbMEHHOCTHU. MICTOpHS BOBHUKHOBEHUS JJOKYMEHTOB (ITOATOTOBUTH COOOIIEHKE MO BHIOO- 2
py)

9. CocTaBuTh aHATUTHYECKUN (OPMYIIIP OCHOBHBIX CIIPABOUYHO-UH(DPOPMALIMOHHBIX JTOKYMEHTOB (CIy>K€OHOTO MUChMa, 4
CIPABOK, TOKJIATHBIX M OOBSICHUTEIBHBIX 3aIHCOK).

10. CocraButh mpezeHTaruio 1mo teme «CrpaBoYHO-UH(POPMAIIMOHHBIE JTOKYMEHTHI», «PacrmopsauTenbHbie TOKYMEH- 8
ThI», «OpraHnu3aluoOHHBIE JOKYMEHTB» (Ha BHIOOD).

11. CocraButh riaoccapuii GopmMyaupoBoK (moHsTHIT) tokymeHTOB OP /] 1
12. [loaroToBUTh COOOIIEHNE HA TEMY YHU(DHUKAIIMH JJOKYMEHTOB. 2

13




Pasznen 2. O0ecnieuenune 102
OPraHM3alMOHHOI  00padoTKHU (68+34c/p)
JTOKYMEHTOB

Tema 2.1 Opranuzanus 8
JAOKYMEHT0000pOoTa Conep:xxanue

[ToHATHE AOKYMEHTOOOOPOTA, €r0 KOJIMYECTBEHHBbIE U KAYECTBEHHBIE XapaKTepH-
ctuku. TexHonorun oOpabOTKH MOCTYMAIOUIMX JTOKYMEHTOB. BHyTpeHHMI HOKY-
MeHToobopoT. KyneTypa Tpyma ¢ mokymMeHTamu Ha paboumx mectax. O6paboTka
OTIIPaBIISIEMON KOPPECIIOHICHIINH.

IIpakTHYecKHe 3aHATHSA:

1.IlpoBenenue ananm3a TOKyMEHTOO0OpOTa mpeanpusaTus. OpraHu3amus IeKTPOH-
HOTO JJOKYMEHTO00O0pOTa.

2.3anonHeHue nHHOPMAITMOHHOTO JINCTA

3.3anonHeHne rpaduKa J0CTaBKU JOKYMEHTOB.

Tema 2.2 Crpykrypa 0a3 8
JaHHBIX AOKyMeHTaabHOro | Conep:kanmue
(onna opranmzanun Peructpanusa nokymenToB. Mecrta perucrtpauuu AOKyMEHTOB. MHaekcauus JOKy-
(Tema Oobaenena 3a  cuem | MeHTOB. DOPMBI PETUCTPALMK JTOKYMEHTOB. KapTOTEKH, METOAMKH MX CO3JAHUS U
sapuamueHoll yacmu) npuMeHeHus. KoMIbIOTepHBIE TEXHOJIOTHH PETUCTPALIUU JOKYMEHTOB.
IIpakTuyeckue 3aHsATHS:
1.3anonHeHmne )KypHaia NOCTYNAIOUIEH KOPPECTIOH ACHIINH.
2.3anoJIHEHUE KypHaJIa UCXOASAIIEH KOPPECTTOHICHIINH.
3.3anonHeHNe KXypHaTa BXOMSIIUX PACIOPSIUTEIBHBIX JOKYMEHTOB OT PYKOBOIH-
TEJ.
Tema 2.3 Konrtpoap 3a 8

HCIOJHEHHEM JIOKYMEHTOB WU
NMPUHATBIX PelleHuil.

Conepxanue

ens KOHTpOJIA. YPOBEHb KOHTPOJIA 32 TOKYMeHTanue. OCHOBHBIC 3a/1a4 CITY>KOBI
KOHTpOJIsl. BEIOOp JOKYMEHTOB ISl TOCTAHOBKH HA KOHTPOJIb. CPOKU MCTIOHEHHS
nokyMeHTOB. [TocTaHoBKa Ha KOHTpoJb. [IpoBepku xona ucnonuenusi. CHATHE N10-
KYMCHTOB C KOHTPOJIA. AHanu3 UCIIOIHUTEILCKON AJUCHUITIINHBI.

14




IIpakTuyeckue 3aHATHS:

1.3anonHeHne perucTpaMoHHO-KOHTPOIBHOM KapTOUKH (110 rpadam).

2.3aroMHeHe HaIOMUHAHUN 00 UCHOJIHEHUH.

Tema 2.4 OnepaTtuBHOe XpaHe-
HHe I0KYMEHTOB.

(Tema Oobasnena 3a cuem eapu-
amusHou uacmu,)

Conepxanue

OOecrieyeHre COXPAaHHOCTH JOKYMEHTOB B IPOIECCE OINEPATHBHOTO XPAHCHUS.
OO6opynoBanue sl OMIEPATUBHOTO XPAaHEHHs TOKYMEHTOB B o(rce ¢ y4eToM Tpe-
ooBanwnit i smn ¢ OB3.

IIpakTHYecKkHe 3aHATHSA:

1.ITon6Gop 060opymoBaHUs JJIsl OTIEPATUBHOTO XPaHEHUsS TJOKYMEHTOB B ouce.

2.ITon6op 06opymoBaHUS AT ONIEPATUBHOTO XpaHEHUS TOKYMEHTOB B ouce ¢ yue-
ToM TpeboBanmii nyst ui ¢ OB3.

Tema 2.5 Homenkaatypa naen
OpraHu3anuu

Conep:kanue

HomeHnkiiatypa nen: uHAMBUAYyallbHAs, CBOJHAs, TUIIOBAs, pumepHas. Hopmarus-
HbIE JOKYMEHTBI U METOAMYECKHUE MaTepualbl Uil cocTaBiieHus. IIpaBuna BeneHus
JEIL.

IIpakTHYecKkHe 3aHATHSA:

1.PaccmoTpenue u aHanmu3 o0pa3loB HOMEHKIIATYP el

2.Pa3paboTka 1 cocTaBieHUE HOMEHKIIATYPhI JIEI.

Tema 2.6 ®opmMupoBanue e

Conep:kanue

Haznauenne dbopmupoBanust nen. HopmartuBHBIE JOKyMEHTHI. ['pynmupoBka e,
cneunpurka GOpMHPOBAHUS OTACIBHBIX KaTeropuil aen. Buasl noxkymeHTOB, ¢op-
MUpYyeMBbIX B Aeno. CucreMarusanus qokyMeHToB. Odopmiienue aer.

IIpakTHYecKHe 3aHATHSA:

1.0160p MOKYMEHTOB Jy1si POPMHUPOBAHUS J1eTIa

2.®opmMupoBaHHE JeN1a

15




Tema 2.7 XpaHeHue 10KyMeH-
TOB

Conepxanue

[IpaBuia xpaHeHus Aell B CTPYKTYPHBIX IMOAPA3JCICHUAX NPEaNpUiTUsi. ApXUB
npeanpusaTis. ONTUMaNbHBIA CPOK MCIOJIb30BaHUS JIOKYMEHTOB B JI€JIONPOU3-
BojicTBe. Cpoku xpaHeHHs Jei. JIOKyMEHTBl [OJITOBpeMEHHOro XxpaHeHusd. [1o-
PAIOK YHUUTOXKEHUS TOKyMEHTOB Jiesl. OpopmiieHue Jer s apXUBHOTO XPaHEHUS:
npueM, nepeaava Jell.

IIpakTuyeckue 3aHsATHSA:

1.M3ydeHne HOpMaTUBHBIX JOKYMEHTOB 00 OpraHM3aluy XpaHEHUs JIeI.

2. OdopmiieHne el sl apXUBHOTO XPAaHEHHS.

Tema 2.8 OuneHka 3HAYUMOCTH 6
JIOKYMEHTOB M CPOKOB HX XPa- | CogepsKaHue
HEHML. 3HaueHUe U LEHHOCTh JOKYMEHTOB. DKCIEPTHBIE KOMUCCUM opraHu3auuu. Kpure-
pUM OLEHKH HH(POPMALMOHHOTO COAEp:KaHUSA NOKYMEHTOB. THUIIOBBIE U BEIOM-
crBeHHbIe [lepeynn TOKyMEHTOB U UX 3HaueHue. [lepedeHb THIIOBBIX JOKYMEHTOB H
€ro CTPyKTypa.
IIpakTHYecKHe 3aHATHSA:
1.Pa3zpaboTka mpoekTa HHCTPYKIIMH 110 paboTe IKCIIEPTHON KOMUCCUHT
Tema 2.9 OdgopmiieHue 10Ky- 10

MEHTOB H JieJl K YHHUTOKEeHHI0
¥ HA JJIMTeJIbHOE U TMOCTOSIHHOE
XpaHeHHe

Conep:kanue

Onucu pI( AKTEHI O BBIACIICHUU JOKYMCHTOB K YHUYTOXCHUIO U CHATHUIO C YUCTA.
Odopmenue men

IIpakTuyeckue 3aHATHS

1.0¢dopmiieHue onucu aed.

2.0¢dopMmiieHHE aKTa O BBIJICIEHUN K YHHUUYTOXKEHUIO JOKYMEHTOB, HE MOJJIEKAIINX
(nanpHENIIEMY) XpaHEHUIO.

3.3anonHeHNe BHyTpeHHeH onucu it apxuBHoro CD- unu DVD-nucka.

4.0dopmiieHre 00JI0KKH AeT TOCTOSHHOTO XPaHEHUSI.

JuddepeHpoBaHHBIN 3a4eT

16




CamocrosiTesibHas padora npu uzyyenuu Paszgena 2 11M.03

Cucrematuieckasi mpopadoTKa KOHCIIEKTOB 3aHATHI, yIeOHOU U CTIeMaTbHONW TEXHUUYECKOM JINTEpaTyphl (10 BOIpOcam

K maparpadam, riaaBaM y4eOHBIX TOCOOUH, COCTABIICHHBIM ITPETIOIaBATEIIEM ).
OdopmieHre 0TIETOB MO MPAKTUICCKUM 3aHSITHSIM.

Co3nanue Tecra.

Hanmcanue cooOmeHus.

Co3aHne npe3eHTaIu.

34

TemaTuKa BHEAYIMTOPHON CaMOCTOSITEIbHON padoThI:

1.IlporpamMmMmHOe obecrieueHne AEKTPOHHOTO TOKYMEHTO000poTa (COOOIICHUS IO IOATEMaM )

2.Iloctpoenue 6a3bl TaHHBIX B MPOIECCE JACTOMPOU3BOACTBEHHOTO TO/1a. (CO3/TaHNE TECTA)

3.Opranu3anysi apxyuBa NpeANpUsATHS 17151 XpaHEHHsI TOKYMEHTOB (CO3/JaHUuE KPOCCBOPIA)

4.B3anMOCBS3b HOMEHKJIATYPHI JI€J1 C IPYTUMH ONEpalUsIMU JeIO0NPOU3BO/ICTBA. (CO3/1aHNEe TPE3CHTALINH )

5.0pranuzanust 3G HEeKTHBHOTO JOKYMEHTO000pOoTa. (CO3AaHME MPE3ESHTAIIHH )

00| 0000 (00N

Y4yeOHasi NPAKTHKA UTOrOBAasl 0 MOAYJIIO
Buasbl pador:
1. CocraBnenue u opopmieHrne OpraHu3alMOHHO-PACTIOPSIUTENbHBIX TOKYMEHTOB.
2. Peructpanus JOKyMEHTOIIOTOKOB.
3. KOHTpOIb 32 HCIIOJHEHUEM JOKYMEHTOB.
4. OrnepaTHUBHOE XpaHEHUE TIOKYMEHTOB.
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IIpou3BoacTBeHHAs NMPAKTUKA (110 MPOPUIII0 CIIENHATBHOCTH) UTOT0OBAas 10 MOIYJII0
Buasbl pador:
1. O3nakomiieHHE C UHCTPYKIMEH MO BEICHUIO JEIONPOU3BOICTBA B OPraHU3aLUH.

2. O3HaKOMJIEHHE C TEXHOJIOTUSIMU PErucTpavi JOKYMCHTOB B OpraHu3alvi U y4acTUC B pCruCTpanmi HJOKYMCH-

TOB.

3. O3HaKOMIICHHE C TEXHOJIOTUSIMH KOHTPOJIA 3a UCTIOJTHCHUCM JOKYMCHTOB U IMPUHATBIX pemeHHﬁ B OpraHu3anuvu u

y4aCTUuEC B MPOBCACHUH KOHTPOJIA 3a UCIIOJTHCHUEM JOKYMCHTOB.

4. O3HaKOMJIEHHE C TEXHOJIOTHSIMU ONEPATHUBHOIO XPAaHEHUs JOKYMEHTOB M CPEJICTBAMHU OPraHU3allMOHHOW TEXHHU-

KM IJI XpaHCHHUA JOKYMCHTOB. Vyactue B opraHmM3alvi ONCPAaTHBHOI'O XpPaHCHHA JOKYMCHTOB.

36

Jnist XapaKTepHUCTHKN YPOBHSI OCBOCHHS Y4eOHOTO MaTepralla HCIIOJIb3YIOTCS CIeayIolue 0003HaueHHMS:

1 — o3HaKOoMUTENBHBIH (Y3HABaHUE paHee N3yYEHHBIX 00BEKTOB, CBOMCTB);

2 — penpoyKTHUBHBIN (BBINOJHEHUE AEATEIHLHOCTH 110 00pasIy, HHCTPYKIMU WM IO PYKOBOJICTBOM);

3 — NPOJYKTUBHBIN (IUTAHKPOBAHHUE M CAMOCTOSTEIILHOE BBITIOJIHEHHE JISSITENBHOCTH, pellieHne MTPoOIeMHBIX 3a/1ad).
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IIpomeskyTOYHAS aTTeCTALMS:

1o TPo(heCcCHOHATTEHOMY MOIYITIO — KBAIM(PUKAIIMOHHBIN SK3aMEH BO 2-OM ceMecTpe 2-TO Kypca
(ycmoBueM IOMyCKa K 3K3aMEHY SIBJISIETCS YCIENTHOE OCBOCHHE BCEX DJIEMEHTOB MOJYJIS, BKIIIOYAs
MJIK u Bce BUABI MpakTUKHA. MITOrOM 3K3aMeHa SBISETCS OAHO3HAYHOE PEIICHUE: «BHU Mpodeccro-
HAJIBHOU JIESATENILHOCTH OCBOCH HE OCBOEH». [Ipm cOOMIOACHNN OrpaHUYEeHUN Ha KOJMYECTBO dK3aMe-
HOB, 3a4€TOB M JAU(PPEepeHINPOBAHHBIX 3aU€TOB B KaXJI0M y4eOHOM I'oJly BO3MOXKHA MPOMEXKYTOUHAs
aTTECTaIUs [0 COCTABHBIM 3JIEMEHTaM MOAYJIS,

no MJIK03.01 «/lokymMeHTHpOBaHHE U OpraHM3aIMOHHAs 00paboTKa JOKyMEHTOB» — nuddepeHim-
pOBaHHBIH 3a4eT BO 2-0M cemecTpe 1-To Kypca,

ydeOHast MpaKTHKa - 3a4eT BO 2-0M ceMmecTpe 1-ro Kypca;

MPOM3BOJICTBEHHAS MPAKTUKA (TI0 MPOMUITIO CHEIUAIBHOCTH) - 3a4eT BO 2-OM CeMecTpe 2-TO

Kypca.
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4. CHEINUAJIBHBIE YCJIOBUSA PEAJIM3ALIUMU [TPOI'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOJAYJIA

4.1. O6pa3oBaTe/ibHbIE TEXHOJIOTHHI

4.1.1. B yuebHOM mpoliecce, MOMUMO JIEKLUN, KOTOpbIE COCTaBISIIOT 24% oT ob1iero oobema
ayJAUTOPHBIX 3aHATUH MO0 MEXIMCUUIUIMHAPHBIM KypcaMm Npo¢eCCHOHATBLHOTO MOAYIIS, IIHPOKO HC-
MOJIB3YIOTCS aKTHBHBIE (DOPMBI IPOBEIEHUS 3aHATHH. B codeTaHnM ¢ BHEayTUTOPHON CaMOCTOSTENb-
HOM paboToi 3TO CcrOCcOOCTBYET (HOPMUPOBAHHIO U PA3BUTHUIO OOIMIMX M MPOGECCHOHATBHBIX KOMIIe-
TEHIMI 00yJaroMIMXCsl.

[Tpu npoBeneHNH y4eOHBIX 3aHITUN HCIOIB3YIOTCS CIIEAYIONINE 00pa3oBaTeIbHbIE TEXHOJIO-
TMU: TPAJUIMOHHAs, JIMYHOCTHO-OPUEHTUPOBaHHAs, MpoOieMHasi, urposas, nHpopmanuoHHas. Bce
TEXHOJIOTUH aJIAITHPOBAHBI K 00YYAIONIMMCSI MHBAIMAM U JIUIIAM C OTPAaHHUYCHHUSIMUA BO3MOYKHOCTSIMH
3JI0POBBSL.

Tpaouyuonnan mexmonocus oOyueHus OPUCHTHPOBAHA Ha IepeAady 3HAHWM, YMEHUH U

HaBbIKOB. OHa oOecreunBaeT yCBOCHUE YYaAIlUMUCS COAepkKaHUs 00ydeHUs!, IPOBEPKY U OLIEHKY €ro
KayecTBa Ha PeNpoayKTUBHOM ypoBHE. CyTh €ro COCTOMT B OOY4EHUH 10 CXEME: U3y4YE€HHE HOBOIO
— 3aKpeIuIeHue — KOHTPOJIb — OIleHKa. [ TaBHbIE METOABI 00yUYeHHUS, JIeKalllue B OCHOBE 3TOH TeX-
HOJIOTHH, — OOBSICHEHUE B COUETAaHUU C HATJISITHOCTHIO; BEAYIINE BUABI ICATEIILHOCTH yJaluXcs —
CIIyIlIaHWE U 3alIOMUHAHKE; TJIaBHOE TpeOOBaHNE U OCHOBHOM KpuTepuit 3pPpekTuBHOCTH — OE3011IH-
004HOE BOCIPOM3BEACHUE U3YUYEHHOT0. B paMkax TpaJulMOHHON TEXHOJIOIMH 00y4aeMOMy OTBE/e-
Hbl HMCIIOJIHUTENbCKUE (DYHKIIMHM PENpOAYKTHBHOIO Xapakrepa. /laHHas TEXHOJOrMs 3KOHOMMYHA,
obsieryaer 0OyyaromMMCsl TOHUMAaHUE CIOKHOTO MaTepuana, 00ecrednBaeT 10CTaTouyHO 3P PeKTuB-
HOE yIpaBJeHHE 00pa30BaTeIbHO-BOCHUTATEIBHBIM MPOIIECCOM, B HEE OPTaHUYECKU BIHMCHIBAIOTCS
HOBBIE CITOCOOBI U3JI0KEHUS 3HAHUH.

[Tpumeps! popM yueOHBIX 3aHATHI C UCTIOJIB30BAHHEM TPAAUIMOHHBIX TEXHOJIOTHH:

- THQOPMALMOHHAs JIEKIUS — [OCIIEeI0BATENbHOE U3JI0KEHUE MaTepraia B JUCIMITIMHAPHON
JIOTHKE, OCYIECTBIIIEMOE IPEUMYIIIECTBEHHO BepOaNIbHBIMU CPEICTBAMU (MOHOJIOT MIPEToiaBaTens);

- CeMHHap — IBPHUCTHYECKas Oecena mpernoaaBaTesss U O0yJaroImuXcs, 00CYKJICHHE 3apaHee
MOJIrOTOBJIEHHBIX COOOIIEHUH, MPOEKTOB MO KaXXIOMY BOIIPOCY IUIaHA 3aHATHS C €AMHBIM Ul BCEX
MepeyHeM peKOMEHIyeMOH 00s3aTeIbHON U TONOTHUTENLHOMN TUTEPaTypHI,

- IPAKTUYECKOE 3aHATHE — 3aHATHE, MOCBSILEHHOE OCBOCHUIO KOHKPETHBIX YMEHHMH U HaBbl-
KOB 10 TIPEJIOKEHHOMY QJITOPUTMY.

Texnonozua MUYHOCMHO-OPUEHMUPOBAHHOZ0 00YYeHUA TIPEIIONAraeT COo3/1aHue Meaaroru-
YECKUX YCIOBHUH Ul BKJIFOUEHUS KaXJI0TO yYCHHMKA B JESITEIbHOCTb, COOTBETCTBYIOIIYIO 30HE €ro
Omkaiiiiero pa3BUTHA. TEeXHONOTHS aAaNTUBHOTO OOY4YEHMS, MPEINOoararomas TuoKylo CHUCTeMY
OpraHu3alK y4eOHBIX 3aHATHNA C yUY€TOM HHIMBUAYAJIBHBIX OCOOCHHOCTEH 00ydaeMbIx. LleHTpanb-
HOE€ MECTO B 3TOH TEXHOJOI'MH OTBOAMUTCS 00y4aeMOMY, €ro AESITeIbHOCTH, KAUeCTBaM €ro JIUYHOCTH.
Ocoboe BHUMaHUE yaenseTcss GOPMUPOBAHUIO Y HUX YY€OHBIX YMEHUM.

[Tpumeps! popM yueOHBIX 3aHATUH C UCMOIB30BAHHUEM JHMYHOCTHO-OPHEHTHPOBAHHOTO 00Y-
YEeHUS:

- «3epKaJibHbIC 33aJJaHU» — OOHAPY)KEHUE CBOMX JIMUHOCTHBIX MM y4EOHBIX XapaKTEPUCTUK B
Ipe/UlaraéMoi CUTyalluH, 331aBaeMbIX Y4€OHBIM COAECPIKaHUEM;

- 3aJJaHNS C ApTYMEHTHPOBAaHHBIM BBIOOPOM criocoba yueOHOl paboThl,

- 3aJJaHN, CO3JIAIOIINE BO3MOXKHOCTb MPOSBUTH CE0sI B ONPEICICHHBIX POJISX;

- «MO3TOBOI IITYpPM», IPYNIIOBBIE IPOEKTHI U M.

Lens npodnemnozo odyuenus: pa3BuTHE UHTEIUICKTA U TBOPUYECKUX CIIOCOOHOCTEH 00ydaro-
muxcs; GopMUpoOBaHNE NPOYHBIX 3HAHUH; MOBBILIEHHE MOTHBALIMU Y€PE3 SMOLUOHAIBHYIO OKPACKY
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ypOKa; BOCIIUTAaHHE aKTHBHOM JuyHOCTH. Co31aBasi mMpoOiieMHbIE CUTYAllUd U OPTaHU3ys JeSTelb-
HOCTBH O0YYaIOIIUXCS 10 PEHICHUI0 YUYEOHBIX MPo0OieM, 00ECTIEYBACTCS ONITUMAIBHOE COYCTaHUE UX
CaMOCTOSITENTbHOM MOMCKOBOM JIEATEILHOCTH C YCBOEHHUEM T'OTOBBIX BBIBOJOB HAYKH.

[Tpumeps! Hhopm yueOHBIX 3aHATHH C UCTIOJIb30BaHUEM ITPOOJIEMHOTO OOYUICHHS:

- IpoOJIeMHast JIEKLUS - B XOJI€ €€ UTCHHS UMEET MECTO JABYXCTOPOHHSS MBICIUTEIIbHAS J1esi-
TEJNBHOCTD — MIPEIoiaBaTels 1 00yJyaeMbIX;

- IpOoOJIEMHBII CeMUHAp — HAPUMEp, CEMUHAP-TUCIIYT;

- npoOJeMHasi CUTyallusl — pelieHrne o0ydJaloluMucs mpeiaraéMoi mpou3BOICTBEHHOM CH-
Tyaluy,

- TUCKYCCHSI — KOJIJIEKTUBHOE MBIIIIJICHHE.

Hzposvie mexnonozuu — opranuzanusi o0pazoBaTeIbLHOIO Mpolecca, OCHOBaHHAsE Ha PEKOH-
CTPYKILIMHU MOJIEJIEH MOBEACHUS B paMKaXx MPeAJIOKEHHbIX CLIEHAPHBIX YCIOBUH. BKiloueHe UrpoBbIx
CUTyalluil JienaeT mpolecc oOydyeHuss HHTEPECHBIM, yaepKuBaeT BHUMaHue. Urpa dopmupyer nuy-
HOCTB, MIOATOTABJIMBAS €€ K Pa3IMYHBIM BHJIaM JIeATeIbHOCTU. Mrpa, BiIMss Ha CKJIaIbIBaHUE OIpe/e-
JICHHBIX MOBEJICHUYECKUX HABBIKOB, OTPa)KaeT BEPOSITHOCTHOE Oy/yliee, OHAa BHICTYMAaeT KaK MHOTO-
CTOpOHHEE W BapHaTUBHOE MPUCIIOCOOJICHHE K ATOMY OyaymeMy. Takum oO6pa3om, repedupasi urpo-
BbI€ XO/IbI - BAPHAHTBHI, YEIOBEK YUUTCS OpPUEHTAIUH.

[Tpumeps! popm yueOHBIX 3aHATHH € UCIIOJIB30BAHHUEM UTPOBBIX TEXHOJIOTHIA:

- JIeJIOBasi UTpa — MOJICIMPOBAHUE PA3ITUYHBIX CUTYallUl, CBA3aHHBIX C BBIPAOOTKON U IpPUHS-
THEM COBMECTHBIX pEIIEeHUH, 00CYXIEHHEM BOIPOCOB B PEXHUME «MO3TOBOTO IITypMa», PEKOH-
CTpyKLUeH (GyHKIIMOHAIBHOTO B3aUMOJICHCTBUS B KOJIJIEKTUBE U T.I1.;

- poJieBast Urpa — UMUTAIMS WM PEKOHCTPYKLHS MOJEJIEH POJIEBOrO MOBEACHUS B IPEIIO-
KEHHBIX CIICHAPHBIX YCIOBUSIX.

Hughopmayuonno-kommynukayuonnsle o0pazoeamesbHvle MeXHOI02UU — OPTAHU3AIUSL
00pa3oBaTeNbHOrO MpoIlecca, OCHOBAHHAS HAa MPHUMEHEHHH CIEIHATU3UPOBAHHBIX MPOTPAMMHBIX
Cpel W TeXHUYECKUX CPeIcTB paboThl ¢ mHpopmarmen. MHpopManmonHas TEXHOJOTHS OOy4EeHHS
COBMEIIAET METO/IbI, TPOU3BOJICTBEHHBIE TPOLIECCHl U TPOrPaMMHO-TEXHHUUECKHUE CPEICTBa, 00beaH-
HEHHBIE B TEXHOJOTUYECKYIO IIEMOYKY, 00ECIIeYrBaroIIyo coop, 00paboTKy, XpaHEHHE, paclpocTpa-
HEHHE U 0TOOpakeHHne MH(OPMAINH C IETIbI0 CHUKECHUS TPYJOEMKOCTH MPOIIECCOB UCIOIb30BAHMUS
MH(POPMALIMOHHOTO pecypca, a TAKKe MOBBIIICHUS UX HaJIS)KHOCTU M ONIEPAaTUBHOCTH.

Cucrema ypoKOB COPHEHTHPOBaHa Ha (POPMHUPOBAaHUE AKTUBHOM JTMYHOCTH, MOTUBUPOBAHHON
K caM000pa3oBaHUI0, 00Ja1al0IIel JOCTATOYHBIMU HaBBIKAMH M TICUXO0JIOTMYECKHMMH YCTaHOBKAaMH K
CaMOCTOSITETbHOMY TTOMCKY, 0TOOPY, aHAJN3y U HCIOJIB30BAHUIO MH(POpPMALUUA. ITO MOMOXKET 00Y-
YaroMMCcs aJanTUPOBAThCA B MUpE, rIe 00beM MHGOpMaIuu, pacTeT B T€OMETPUUYECKOI mporpec-
CUH, CAMOCTOSITEIbHOCTU MBIIUICHUSI U MHULUATUBHOCTH, OT TOTOBHOCTHU MPOSIBJIATH TBOPUECKUIA
MOJIXO/ K JIeTy, UICKaTh HECTaHAapTHBIE CIIOCOOBI peIIeHUs POOIIEM.

[Ipumepsr  popm  ydeOHBIX  3aHATHH € HWCHOJIB30BaHWEM  HMH(OPMaIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI:

- JIEKUHUA-BU3YyaIHU3alUsl — U3JI0)KEHHUE COJIEP KaHUs COMPOBOXKIACTCS Mpe3eHTaluel (1eMoH-
CTpaluel y4eOHbIX MaTepHalioB, MPEJCTABIEHHBIX B Pa3JIMYHbIX 3HAKOBBIX CHCTEMax, B T.4. UJLIIO-
CTPaTHBHBIX, TPaPUUECKHUX, ayANO- U BHICOMATEPUATIOB).

- MPaKTUYECKOe 3aHATHE B (OopMe Mpe3eHTAIMH — MPEACTABICHUE PE3yNbTaTOB MPOEKTHOM
WM MCCIIE0BATENbCKOM NIEATENbHOCTH C HCMOJIb30BAaHUEM CHEIHATU3UPOBAHHBIX MPOTPaAMMHBIX
cpen.

B 1o ke BpeMsi Ha ypoKkaxX M BO BHEYPOUHOIH pabOTe UCIIONIB3YETCS padoma 6 Maiplx 2pynnax
(oO6yuenue B corpyauuuectse). CoBMmecTHast paboTa, KOTOPYIO KaXIbIH OOyUYaIOIIHMICS WCIOIb3YET
U COOCTBEHHOT0 OOyueHHs] M OOydeHHs OKPYXKAIOIIUX, Pa3BHBAET yMEHHE OOLIaThbCs, CIyHIaTh,
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KOJUIGKTMBHO peIlaTh MPOOJIeMbI, TOCTUTaTh B3aMMOINOHUMaHUs. [IOBEIIaeTCs ypoBEHb SMIATHH,
pa3BUBAaEeTCS YMEHHWE B3IIITHYTh Ha MHUp TJIa3aMU APYroro 4ejoBeka. B paboTy BOBJIEKAaroTCsS Bce
oOyuaroruecsi. PaboTta B Majioi rpymnmne CHUMaeT cTpax mepen Heyaadamu y 0oliee ciiadbIX U JiejaeT
MpoyHee 3HaHUS 00Jee CUIBHBIX O0YUYaIOIUXCsl, MPOUCXOIUT B3aUMHOE OOOTAIICHHE WX B TPYIIIE,
OHHM OOMEHHBAIOTCS 3HAHHUSIMH U Pa3HBIMH CIIOCOOaMHU JIEHCTBUH.

[TpakTHKO-OpHEHTHPOBAHHBIC W MPOOJIEMHBIC 3aJaHMUs, BHIMIOJIHEHUE Pa3HOYPOBHEBBIX 3a/1a-
HUH, TECTOB, YCTHBIN OINpoc U Oecena, 00CykIeHne, Kak M MOATOTOBKA COOOIIECHUI U TOKIAIOB SIB-
TISIETCSl HEOTHEMIIEMOM YacThI0 y4EeOHOTO TpoIiecca.

4.1.2. B cootBerctBuu ¢ TpedoBanusmu @I'OC CIIO no cnenuaabHOCTH pean3alus KoMIie-
TEHTHOCTHOTO ITOX0JIa MPEAYCMaTPUBACT MCIIOIh30BaHUE B YYCOHOM IpOIlecCce aKTHBHBIX U MHTEP-
aKTUBHBIX (POPM IPOBEACHUS 3aHATHUI: UCIOIB30BAHUE AIIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB,
IPYIIOBBIX AUCKYCCHH, pa300pa KOHKPETHBIX CUTyallud W aHalIM3a MPOU3BOJCTBEHHBIX CHUTYAIUi,
JICIIOBBIX WP, HHAMBUIYAIBHBIX 33JJaHUN B COUCTAHUU C BHEAYIUTOPHON pabOTON C LEeiIbio GopMu-
POBaHMS M Pa3BUTHUS TPEOYESMBIX KOMITETECHITUH 00yJarOIIXCSI.

[Ipu npoBeneHnn y4eOHBIX 3aHATUI UCTIOIB3YIOTCS MYJIbTUMEIUIHHBIC KOMIUIEKCHI, 3JIEKTPOH-
HbIe y4eOHUKU U y4eOHBIE MOCOOMs, aAanTUPOBAaHHbIE K 00YYaIOUIMMCS C OTPaHUYEHHBIMU BO3MOX-
HOCTSIMU 37I0POBBSL.

AKTUBHBIC U HHTEPAKTUBHBIEC ()OPMBI TIPOBEICHUS 3aHIATUM, UCIIOIb3yeMbIe B y4eOHOM IpO-

ecce
Bun AKTHBHBIC U HHTEPAKTHBHbIC PaspaboranHbic yueoHo-
Cemectp " N METOMYECKUE MaTepHalibl, ooecre-
3aHATHS (dbopMBI TPOBEICHHUS 3aHATHIA
YUBAOIIUE PEATU3AIHIO (OPMBI ITPO-
BEICHUS 3aHIATUN
J ['pynmoBbie auCKyccuH, pa30oop| MeTomuveckue ykasaHusi Ui MpOBe.e-
MMPOU3BOJACTBCHHBIX CHTyaHHﬁ, HUC-| HUA CaMOCTOATCIIbHBIX pa60T, IMpOu3-
noJib3oBaHue VIHTEpHET-pecypcoB, BOJICTBEHHBIC CHTYAIMOHHBIC 3a/IaHMUS,
TECTUPOBAHUE, YCTHBIM WM MHCh- [€PEYEHb HHTEPHET-PECYPCOB, TECTOBIE
MEHHBIH OIPOC, MPOCMOTP W pa3-| 3aJaHus, BOMPOCHI K MUCbMEHHOMY HIIH
o6op (oOcyxnaenue) Buaeodppar- yCTHOMY OMPOCY, MPE3CHTAIMH IO Te-
MEHTOB U MPE3CHTAIUH. MaM Kypca, Mpe3eHTalul U BUeo(par-
MEHTBI, KPOCCBOP/IBI.
1,2

I13, C | Pa36op nmpon3BOACTBEHHBIX CHTya-| METOOMUYECKHE YyKa3aHWs IS IpOBe-
M, ucnosnb3zoBanue MHTepHeET- JIEHUS CaMOCTOSITENbHBIX pPaboT, WH-
pecypcoB, MpOCMOTP U pazdoop CTPYKIIMOHHBIE KapThl (METOAMYCCKHUC
(o6cyxnenue) BuneopparMeHTOB | yKasaHHs) UL HPOBEIEHUS IMpaKTUYe-
U MpE3eHTAINi, CEMUHAp TI0 ca- CKHUX paboT, TepeYeHb HHTEPHET-
MOCTOSITEIBHBIM paboTaM, JIeo- | PecypcoB, Mpe3eHTalluu U BHUAeo]par-

Basi Urpa. MECHTBI.

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

4.2. TpeGoBaHHsl K MUHUMAJLHOMY MATEPHAJIBHO-TEXHUYECKOMY 00ecnedyeHu o

Peanuzamust aganTUpoBaHHOW 00pa30BaTENBHONW MPOTPaMMBI TPO(HECCHOHATEHOTO MOIYJIsS

npearnoiaraeT HajJuuue 1adoparopun «Jlenonpon3BoICTBa M OPraHU3aMOHHON TEXHUKW». B TexHu-
KyMe OpraHu3oBaHa Oe30apbepHasi cpefa.
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O6opynoBanue yueOHOro KabnHeTa 1 padounX MecT KaOuHeTa:

- MOCaA0YHBIC MECTA C TCXHUUCCKMMU CPCACTBAMU 06yquH${ MO0 KOJIMYCCTBY 06y11a101111/1xc;1 C
Pa3IMYHBIMH BHJIAMH OTPAHUYCHUS 3]I0OPOBBSI;

- paboyee MeCTO MpenojaBaTes;

- KOMIBIOTEPHI 1O KOJMUYECTBY OOYYAIOIINUXCS C JIMIIEH3UOHHBIM MPOTPAaMMHBIM 00€CIIeYeHH-
eMm;

- UHTEPAKTUBHASI JOCKA C IOKyMEHT-KaMepoH;

- MIPUHTEP, MHOTOPYHKIMOHAIBHOE YCTPOMCTBO, (akc, mIpeaep, JaMuHATOp, pe3aibHOe 000-
pyZaoBaHue, KOnup, TeaedoH, TenedoHHas CTaHIus, KOHIICHTPATOP.

TexHuueckue cpeacTBa 00ydeHUs:

- KOMIIBIOTEP C JIMLIEH3UOHHBIM ITPOrPaMMHBIM 00€CTIeUCHHEM;

- nocTyn K cetu MHTepHeT (cripaBouHO-1IpaBoBbie cucteMbl «KoncympTant ITmocy, «["apanT»);

- UHTEPAaKTUBHAs JJOCKA;

- TEJIEBU30P;

- TeneoH, TeneOHHAs CTaHIHs, KOHIICHTPATOP.

[TpoBenenmne pyOexxHOTO U MPOMEKYTOUHOTO KOHTPOJISI YPOBHSI YCBOCHHUS 3HAHUM 110 pa3jenam
poeCCHOHATLHOTO MOYJISI PEKOMEHAYETCS IPOBOIUTH B KOMIIBIOTEPHOM KJlacce.

Peanuzanus npodeccuoHanbHOr0 MOyl MpeanoaraeT o0s3aTeNIbHy0 y4eOHYIO MPAKTHKY,
KOTOPYIO PEKOMEH]IyeTCsl IPOBOJUTH KOHIIEHTPUPOBAHHO.
Ob6opynoBanue 1a00paTopun 1 paboyux MecT J1a60paTOPHH:

-JJIs1 JIML ¢ HAPpYLIEHUEeM CJIyXa: HaJu4ue aylIuOTEXHUKH (KOJOHKH, HAYIIHUKHU, (TapHUTY-
pa), BUJCOTEXHUKU (MHTEpAKTUBHAsI JOCKAa M TEJIEBH30p), NOKYMEHT-KaMmepbl, (JOPMBI 3JIEKTPOHHBIX
JOKYMEHTOB, (DOPMBI C YBEITMUEHHBIM [1€4aTHBIM HIPUPTOM.

--UI CJIA00BUASIIIMX OOYYAIOUIUXCSl: HATU4YMe HWHTCPAKTHUBHOM JOCKHM M JIOKYMEHT-
KaMepbl, 3KpaHHOU JIyIbl JUIsl IPOCMOTpPa MaTepHaloB HA MOHUTOpPE (YCTAHOBJIEHA B IPOTrPAMMHBIN
naker Windows 8), TteneBu3opa, medyaTHbIX (GOPM C YBEIMYCHHBIM MMIPUPTOM, MPOTrPaMMBbI-
CHHTE3aTOpOB peuH (ycTaHOBICHA B porpaMMuslii maket Windows 8).

-5 00y4YaIOIUXCS ¢ HAPYIIEHUSIMH ONOPHO-/IBUIATEJILHOI0 annapara:
opranu3oBaHa Oe3z0apbepHas cpefa, MOAbEMHO-TIOBOPOTHBIE CTYJIbSl U MEPEIBH)KHBIE MapThl, BUPTY-
aJlbHas SKpaHHasl KJIaBUaTypa (yCTaHOBIIEHA B TporpaMMHbIi maker Windows §).

Peanmzanus nmpodeccnoHaIbHOrO MOIYJS MPEAINoaraeT 00s53aTeNbHYI0 MPOU3BOACTBEHHYIO
IIPAKTUKY, KOTOPYIO PEKOMEH1YeTCsl IPOBOJUTH KOHIIEHTPUPOBAHHO.

O6opynoBaHHe U TEXHOJIOTUYECKOE OCHAIIICHHE PA00YMX MeCT MPAKTHKH:

-JJ1s1 JIML ¢ HAPYIIeHHeM cJIyXa: HaJluune ayJUOTEeXHUKHU (KOJOHKHU, HAYIIIHUKH, (TapHUTYpA),
(OpMBI SNIEKTPOHHBIX JOKYMEHTOB, (DOPMBI C YBEJIHUEHHBIM N€YaTHBIM IPUPTOM.

--IVISl C1A00BUASAIIUX 00y4AIOIIMXCS: HAIMYME SKPAaHHOH JIyIbl U1 IPOCMOTpa MaTepUalloB
Ha MOHHTOpe (ycTaHOBJEeHa B mporpamMHbiid maker Windows §8), medaTHbIX GOpM C yBETHYCHHBIM
mpuTOM, MPOrPaMMBI-CHHTE3aTOPOB peuH (yCTaHOBIICHA B IporpaMMHslii makeT Windows 8).

-5 00y4YaIOIIUXCS ¢ HAPYIIEHUSIMH ONOPHO-/IBUIATEJILHOI0 anmapara:
opraHu3oBaHa 0e30apbepHas cpeza, MOAbEMHO-TIOBOPOTHBIE CTYINbs U MEPEIBUKHBIE KOMIIBIOTEPHBIE
CTOJIbI, BUPTYyaJibHas SKpaHHAas KJlaBHaTypa (yCTaHOBJIEHA B TporpaMMHBbIi naker Windows 8) .

4.3. UudopMmannoHHoe odecniedeHne 00yueHust

- JIJ1st JIMI ¢ HAPYIIEHUSIMU 3PEeHUsI:

B Ie4aTHOM (opMe YBETUUEHHBIM MIPUPTOM;

B (hopMe AIIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuoBumeodaiina;

- JlJist JiMI ¢ HAPYHIEHUsIMU ¢JIyXa nHpopManus NpeaoCcTaBIsSETC:
B IeuaTHOU ¢opme uin B (hopMe DJIEKTPOHHOTO JJOKYMEHTA;
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- JIs1s1 M1 ¢ HAPYIIEHUSIMHM ONOPHO-ABUIaTEJbHOI0 annapara nHgopmanus npeaocTaBJsieTcs:
B MIEYAaTHOH (opme;

B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuoBuaeodaiina.

Ilepeuenb pekoMeHyeMbIX Y4eOHBbIX u3aaHuii, MHTepHeT-pecypcos,
JAOMOJIHUTEJIBLHOM JTUTEePaATyPHI
OcCHOBHBIC HICTOYHUKU:

1. I'paxxnmanckuii konekc Poccutickoir deneparuu (qactp Bropasi) ot 26.01.1996 Ne 14-D3 //
(meiictByromas penakuus ot 30.01.2014)

2. I'paxxmanckuii konekc Poccuiickoit @eneparuu (dacth mepsasi) ot 30.11.1994 No 51-®3 //
(meiictByromas penakuus ot 14.11.2013)

3. TpynoBoii konekc Poccuiickoit @eaepanun ot 30.12.2001 Ne 197-®D3 //Conepxanue ot 25
¢bespans 2014 roxa.

4. @3 «O6 uapopManuu, WHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3amuTe HWHPOPMAIHH» OT
27.07.2006. Ne 149-®@3 (ot 28.12.2013 "N 398-®3") // UHTennekryanbHass COOCTBEHHOCTb. ABTOp-
cKoe TpaBo u cMekHbIe TipaBa. 2006. Ne 10. C. 62-75

5. @3 «O0 snekrponHOH 1UppoBoit moamucu» ot 10.01.2002 Ne 1-®3 // (B pen. denepanbHOTo
"3akona" ot 08.11.2007 N 258-D3).

6. TOCT P 7.0.97-2016 «Cucrtema ctaHAapToB 10 HHPOPMALUHU, OUOINOTEYHOMY U U3/1aTelb-
ckomy neny. OpraHu3alMOHHO-pacHopsauTeNbHas ToKyMeHTauus. TpeboBaHusa K oGOpMIIEHUIO J10-
KYMEHTOBY.

7. Hatimonanwheiii craggapt PO I'OCT P 7.0.8-2013 "Cucrema ctangapToB 1mo nHopMaIuu,
OMOIMOTEYHOMY U U3/IaTEIbCKOMY Nieny. Jlemonpon3BoACTBO M apXUBHOE AeN0. TepMUHBI B onpee-
nenus" (yrB. mpuka3zom denepaabHOro areHTCTBA MO0 TEXHUYECKOMY PETYIHPOBAHUIO M METPOJIOTUN
ot 17 okts16ps 2013 r. N 1185-cT).

8.T'OCT P 1.5 - 2002 TI'ocynapctBenHas cucreMa cranaaptuzanuu PO. Ctanmgaptel. OOmue
TpeOOBaHUs K OCTPOCHHUIO, U3JI0KEHUIO, 0(DOPMIICHUIO, COIEpKaHUIO U 0003HaueHu0. M., 2003

9. KBanupukarmoHHBIA CMPABOYHUK JIOJDKHOCTEH PYKOBOJMTEINCH, CIEIUAUCTOB U JIPYTHX
ciyxamux. M., 2002

10. OcHoBHBIE TpaBUiia PabOTHI ApXUBOB opranu3amuii. M., 2002

11.TTepedeHb THUIIOBBIX YIPABICHYESCKHX APXUBHBIX JTOKYMEHTOB, 00Opa3yIOMIMXCS B MpOIEcce
NEeSITeIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPAaBIIEHUS M OpraHM3allui, C
yKa3aHueM cpokoB XxpaneHus. M., 2010 (pex. ot 16.02.2016).

12. TunoBasi HUHCTPYKLHUS O JIEIOMPOU3BOJICTBY B (heepaabHBIX OpraHax HCIOIHUTEIbHON
Bractu. M., ot 08.11.2005 Ne 536 (peructpanus 27.02.20006).

13. BacakoB M.U., 3ambikosa O..: Jlenonponu3BoACTBO (JOKyMEHTAITMOHHOE 00ECTICYCHIE
ympasieHus): yaeouuk, Pocros v//]: ®enuxkc, 2017.-376 c.

14. byposa E.M. JlokyMeHTanoHHOE 00ecrieueHre yrpaBJieHus (C OCHOBaMHU apXHBOBEJIC-
Hus). — M.: Knopye, 2018.

15. TTmrenko A.B. DnexkTpoHHOE yueOHOE u3ianue 1o «J{okymMmeHTalmoHHOMY 00€CTICUEHHIO
ynpasneHus». — M.: Akanemus-Menua, 2014.

JlomoJHUTeIbHbIEe HCTOYHHKH:
1. ITmenko A.B., loponuna JI.A. JlokyMeHTalMOHHOE oOecrieueHue ynpasieHus. [I[pakTHKyM.
— M.: Akanemus, 2014.
2. Kopnees UK., [Timenko A.B., Mamypues B.A. Ynpasnenue nokymeraramu. — M.: Uadpa-
M, 2014.
3. I'amaxos B.B. u ap. JlenonpousBonactso. — M.: [Ipocmekr, 2015.
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Anpeca pecypcoB UnTepHera
1. http://www.top-personal.ru/ Caiit xypHaia «YpaBieHUe IMepcoHaTOM»
2. http://www.sekretarskoe-delo.ru/ Caiit npodeccronanbHOro KypHaina cekperapein «Cekpe-
TapCcKoe JEI0»
3. http://fd-iai.rgqu.ru/ Tlopran Poccuiickoro ['ocynapcTBEeHHOT0 r'yMaHUTapHOTO YHUBEPCHTE-
Ta, IcTOpUKO-apXUBHBIN MHCTUTYT, (hakyabTeT JJoOKyMeHTOBEICHHS
4. http://www.edou.ru/enc/ mopran LlenTpa komnereHuuu o Bonpocam JJOY u apxuBHOTrO sie-

J1a
5. http://www.delo-press.ru/about.php#magazines W3narensctBo «busnec-IIpecc», xypHan
J0Y

6. www.consultant.ru TTopran «Koncynerant [Titocy
7. www.garant.ru ITopran «I"apanT»
8. www.kodeks.ru ITopran «Komeke»

9. www.rusarchives.ru Pocapxus

12.www.vniidad.ru ITopran BHUMJA]]

13.Hopmatusabie akThl 1o JIOY u opranuzanuu apXuBHOTO XpaHEeHHs JOKyMeHTOB. Dopma
nocryma: http://vinirina-prof.ucoz.ru/

4.4, O6uue TpedOBaHUS K OPraHU3aLMU 00Pa30BaTeJbLHOI0 Mpoliecca

OcBoenne mporpamMmbl  IPOQPECCHOHATBHOIO MOJYJS 3aKII0YaeTcss B HM3YYCHUU
MexaucuumnHapaoro kypca MJIK 03.01. «JlokymMeHTHpOBaHME M OpraHu3alMoOHHas oOpaboTka
JOKYMEHTOB», KOTOpO€ TPOBOAMTCA B YyueOHOM kaOuHere. Peanmuzamust mporpammbl
Ipo¢eCCHOHATIBHOIO MOAYJISA NPEANonaraeT KOHIIEHTPUPOBAHHYIO Y4eOHYIO0 MIPAKTUKY. 3aHATHUS 110
y4eOHOH NMpaKTHKE MPOBOAATCS B JAOOPAaTOPHH «J{eI0npor3BOICTBO U OPraHU3allMOHHAs TEXHUKA»

[Tpu mpoBeneHNN y4eOHBIX 3aHATHI UCHOIB3YIOTCS MYJIbTUMEIUHHbBIE KOMIUIEKCHI, 3JI€KTPOH-
HbIe y4eOHUKU U y4eOHBIE MTOCOOMs, aAanTUPOBAaHHbIE K 00YYaIOUIMMCS C OTPaHUYEHHBIMU BO3MOX-
HOCTSIMH 3/10POBbBSL.

Koncynpramun o0y4aromuxcs NpoBOAATCS COTJIACHO rpaduKy KOHCYJIbTAIMH, COCTaBICHHOMY
y4eOHBIM 3aBEACHUEM.

Texymmii KOHTposIb ocBoeHUs coaepxkanus MJIK ocymiectisiercs B ¢opMe TECTOBBIX 3aa-
HUH, OIpoca, penIeHust KPOCCBOPAOB U MIPOM3BOJICTBEHHBIX CUTYAIMM, MPAKTHUYECKUX 3aHATUH.

[IpousBoacTBeHHAs MPaKTUKA (110 MPOMUITIO CHEIMATBLHOCTH) MPOBOAUTCS KOHLIEHTPUPOBAH-
HO TIOCJI€ OCBOEHHUSI BCEX pa3/ieloB MpodeccCHOHANbHOrO0 MOoAyis. IIpon3BoACTBEHHAsl MpaKTHUKa
JIOJKHA MPOBOAMUTHCS B OpraHU3alUsAX, HAMpaBlIeHUE NEATEIbHOCTH KOTOPHIX COOTBETCTBYET IpPO-
¢TI0 MOArOTOBKH 00YYaIOIIHUXCS.

OO0s13aTeNbHBIM YCIOBHUEM JIOMYyCKa K MPOU3BOJICTBEHHON MpakTHKE (110 MPO(UIII0 crenuanb-
HOCTH) B paMKax NMpo(ecCHOHAIILHOTO MOJYJIS SBIISCTCSI OCBOSHHE MEXIUCIUITIMHAPHBIX KYPCOB U
y4eOHOM MTPaKTHUKH.

ATTecTanys o UToraM mpou3BOICTBEHHON MPAKTUKU (IO MPO(UITIO CHEMAaTbHOCTH) ITPOBO-
JUTCSl HA OCHOBAaHUM PE3YyJIbTATOB, MOATBEPKIAEMbIX OTUETAMU U JTHEBHUKAMHU MPAKTUKU 00ydaro-
IIUXCS, @ TAK)KE aTTECTALlMOHHBIMU JIUCTAMH PYKOBOJIUTEICH MPAKTUKH HA 00YJaIOLIHXCS.

VYueOHast ¥ MPOU3BOJICTBEHHAs MPAKTHKA (10 TPOMUITIO CIIEIIMATIBHOCTH ) 3aBEPIIAIOTCS 3aUé-
TOM OCBOEHHBIX OOIIMX M NPOPECCHOHATBHBIX KOMIETEHIMH M TPYAOBBIX (yHKUMN. Pe3ynbTarsl
MPOXOXKACHHUS YICOHONW M TIPOU3BOJICTBEHHOM MPAKTUKHU (11O TPO(HIIIO CIIEMATIbHOCTH) 110 MOIYITIO
YUUTBIBAIOTCS MPH MPOBEJCHUN TOCYAAPCTBEHHOM (MTOrOBOI) aTTeCTalnu.
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4.5. KaapoBoe obecneueHue 00pa3oBaTeIbHOr0 mpouecca

TpeOoBanusi K KBaJu(PUKAIMM NMeAATOrHYeCKUX (MHKEHEPHO-MeIarorn4eckux) Kajapos,
o0ecrneynBaOIMX 00y4eHHE MO0 MEKANCHUIUIMHAPHBIM KypcaM: BbICIIee npodeccuoHanbHoe 00-
pa3zoBaHuUE, COOTBETCTBYIOLIEE MPOPUIIIO MPENOJaBAeMOr0 MOTYJISL.

[lenarornueckue pabOTHUKH, YUAaCTBYIOIIME B peau3alliy aJalTHPOBAaHHON 00pa30BaTeIbHON
MPOTpaMMBbI, TOJDKHBI OBITh 03HAKOMJICHBI C TICUXO(DH3NYECKUMH OCOOCHHOCTSIMH OOYUYarOIIMXCs WH-
BaJINIOB U O0YYAIOIIUXCs C OTPAHUYCHHBIMHI BO3MOYKHOCTSIMU 3/I0POBbSI U YUUTHIBATh MX MIPH OPraHU-
3aMyd 00pa30BaTEIBLHOTO MPOIECcCa, TOJKHBI BIaJETh MEJarornyeCKUMU TEXHOJOTUSMU HWHKITIO3HUB-
HOTO OOy4YEHHS M METOJaMH UX HCIOIh30BAaHUS B padOTe € MHKIFO3UBHBIMU TPYIIIIaMU 00yJatOIIuXCsl.
Heo6xomuMo mpenycMOTpeTh i HUX 00s3aTelIbHOE MPOXOXKACHHE NMPodecCHOHaTbHON Mepenoaro-
TOBKH WJIM TOBBINICHUE KBaTU(UKAIUK B 0071aCTH TEXHOJIOTHI WHKIIO3UBHOTO 00Opa30BaHUSs, CIICIIU-
AJILHOM MeJaroruKy WM CIIENUAILHON IICUXOJIOTHH.

[Tpu HeoOxoarMOCTH paboTa COBMECTHO C MEJaroroM-ICHX0JIO0TOM.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA
ITPOI'PAMMBI IPO®ECCHOHAJIBHOI'O MO YIS
(BUIA TPOPECCUOHAJIBHOU JEATEJIBHOCTH)

KonTpons u oOleHKa pe3ylbTaToB OCBOCHHMsS npodeccuonambHoro Moxynas ITM.03
«BpInojiHeHHe PpadoT MO OJHOW MM HECKOJbLKHUM mnpodeccusiM padoumMx, T0KHOCTAM
CJIYKAIMX», OCYILIECTBIISIETCS IIpENnojaBaTesieM B XOJA€ TEKYLIEro KOHTPOJIS WHAMBHAYaJIbHBIX
00pa30BaTeNbHbIX JOCTHKCHUM, PYOSKHON M MPOMEXKYTOUHON aTTeCTAallud B MPOLECCEe MPOBEACHUS
NPAKTUYECKUX 3aHATUH, TECTUPOBAHUS, BBIMOJHEHHS OOYYarOIIMMHUCS CaMOCTOATENBbHOM pPabOTHI,
pelleHrs MPOU3BOJACTBEHHBIX CUTYyallMi, NPOEKTOB, a TaK K€ NPOXOXKACHUS Y4eOHOH U
IIPOU3BOJCTBEHHOM IIPAKTUKH.

JI1sl OLIEHKH JOCTMXKEHUHM 00y4aromuxcst Mo U3y4eHHUI0 MPOo(pECCHOHATBHOIO MOAYJIS TIaHH-
pyeTCcs UCHOJIb30BaTh TEKYIIUM KOHTPOJb 3HaHUW. TeKkylmuid KOHTPOJIb MPOBOJMUTCS C LEIbIO MPO-
BEPKHU M OIICHKU YCBOCHHS 00ydarolMMUCA y4eOHOro MaTepuaia B Ipolecce U3YYeHUsI TEMBI U HO-
CUT CTUMYJIUPYIOLIUH, KOPPEKTUPYIOIIHUNA U BOCIIMTATEIIbHBINA Xapakrep. TeKylnii KOHTPOIb ycIieBa-
€MOCTH OCYIIECTBIISIETCS B MPOLIECCE MTPOBEACHUS TEOPETUYECKUX U MPAKTUUECKUX 3aHATUH B (hopme
YCTHOI'O ONPOCa, TECTUPOBAHUS, PELICHHs IPOU3BOJICTBEHHBIX CUTYallui M MPAKTUYECKUX 3a/laHuH,
KpPOCCBOP/IOB, a TaK)K€ BBINOJHEHUS WHAMBUAYAIbHBIX Pa0OT M JOMAIIHUX 33JaHUN, CAMOCTOATENb-
HOU BHEAYIUTOPHOU pabOTHI.

PyOexHbIli KOHTPOJIb MPOBOJIUTCS C LIENBI0 TMPOBEPKU U OLIEHKH YCBOEHUS 00YyYarolmMMHCS
y4eOHOTr0o MaTepuaia 1mo u3ydeHHou teme. Bo3mosknast Gpopma pyOeKHOTO KOHTPOJS — cobecemoBa-
HUE, TUCbMEHHbIE OTBETHI Ha BOIPOCHI, TECTUPOBAHKE, BHIIIOJIHEHNE MMPAKTUYECKUX 3aHATHIl. Dopma
KOHTPOJISL JUII 00yYaroIUXCsl YCTAaHABIUBACTCSA C YYETOM MX HMHIMBHIYaJbHBIX MCHXO(DU3MUYECKUX
0COOEHHOCTEH.

[IpomexyTounast arrectanusi 00yJaroUIMXcsi ocyuiecTBisiercss B opme nuddepeHpoBan-
HOTO 3a4€Ta B BUJI€ TECTUPOBAHUS U SK3aMEeHOB. Popma U BpeMsl IPOBEACHUSI IPOMEKYTOUHOM aTTe-
CTauuu Ui 00y4aromuXcss HHBAIUIAOB H 00y4YarOMIKUXCsl ¢ OrPaHMYEHHBIMH BO3MOYKHOCTSIMH 3]10pPO-
Bbsl YCTaHABJIMBAETCA C YU€TOM MHAMBHIYaJbHBIX, ICUX0(pu3nueckux ocodbennoctei. [Ipu Heobxo-
JUMOCTU TPEOCTaBISAETCS TOMOIHUTEILHOE BpeMs JJis OATOTOBKM OTBETA Ha 3a4eT.

[Tpu mpuMeHeHUN pa3IUYHBIX POpPM 3aHATUI HEOOXOIUMO COOJIOIATh OOIINE PEKOMEH IAIINH
1o paboTe ¢ 00yJaroIMUMHUCS ¢ OTPAHUYEHHBIMUA BO3MOXKHOCTSIMU 37I0POBbSI U UHBAJIUIOB:

-MCTIOJIb30BaHUE YKa3aHMM, KaK B YCTHOM, TaK M MUCbMEHHOH (opme;

-[103TAHOE Pa3bsICHEHNE 3aJaHUM;

-[10CJIEIOBATENbHOE BBITIOJHEHUE 3aJaHMUIA;

-[IOBTOPEHUE 00YYAIOUMMHCA HHCTPYKIIUU K BBITTOJHEHHIO 3a/IaHHS;

-obecrieueHne ayAno-BU3yalIbHBIMU TEXHUYECKUMH CPEACTBAMU 00YUCHUS;

-COCTABJICHUE WHIVBUAYATbHBIX IUIAHOB, IMO3UTUBHO OPUEHTHPOBAHHBIX M YYHUTHIBAIOIIUX
HAaBbIKU U YMEHUs1 00y4Jaromuxcsl.

[IpakTuka mnpencraBaser coOOW BUI Y4YEOHBIX 3aHIATHH, OOECTICUMBAIONIUX IPAKTHKO-
OPHEHTUPOBAHHYIO TOATOTOBKY oOydatomierocs. Ilpu peanuszanuu mnpodeccHOHANBHOTO MOAYIIS
peAyCcMaTprBaeTCs ydeOHast U TPOU3BOACTBEHHAS MTPAKTHKA (110 TPO(IITIO CIEITUATBHOCTH).

VYyeOHast mpakTHKa MPOBOAMUTCS B 1a00OpaTOpusix 00pa3zoBaTeiabHOro yupexaeHus. [lo uroram
y4eOHOH MPaKTHKHU MPOBOJUTCS Cllada 3a4eTa C BHIMOJHEHUEM MPAKTHYECKOTO 3aJaHus 3a CUEeT Ya-
COB, OTBEJIEHHBIX Ha Y4EOHYIO NMPAKTHKYy MO KaXIoW Teme paszzaena. [Ipon3BoaCTBEHHAs MpaKTUKA
MIPOBOJIUTCS HA MPEANIPUATHUSAX TOpoJIa, paiioHa U obmactu. [To uToram Mpon3BOACTBEHHON MPAKTUKA
MPOBOJUTCS Caya 3aueTa 3a CYeT 4acoB, OTBECHHBIX Ha MIPOU3BOACTBEHHYIO IPAKTUKY.
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Pe3yabTarsl 00yyeHus

®opMbI U MeTO/IbI KOHTPOJIS U

Kpurepun oneHok (mkanua

(ocBOEHHBbIE YMEHMUS, OLICHKHU OLICHOK)
YCBOCHHbIE 3HAHUS)
YMeETh:
® TIOJTOTABJIMBATH DKkcnepTHas OIICHKA BianeHus | OLeHKa «OTIWYHO» - 3a/1aHUA
[POEKTHI  YIIPABIEHUECKUX | TEXHOJIOTHAMHU COCTAaBJICHUS U | BBIMIOJTHEHBl MPAaBWJIBHO Ha
pELIEHHUI; odopmIIeHUS opranu3anonHo- | 90%, Xopomo - Ha 70%,
pacropsiANTENbHBIX JIOKYMEHTOB; | YAOBJIETBOPUTEIHHO — Ha 51%,
MPUMEHEHUS HOPM 3aKOHOAATEIhCTBA | HEYJOBIETBOPUTEIHHO -
npu COCTaBJICHUH Tekcra | MeHee 50%.
YIPaBIECHYECKOTO PEIICHHUS.
TectupoBanue, opoc.
Habmionenue  mpu  BBIIOJHEHUU
[IPAaKTUYECKUX 3aHATUH, KypCOBOU
paboTHI, yaeOHOI "
IIPOU3BOJCTBEHHOMN IIPAKTUKH.
e 00pabaTHIBaTh OkcnepTHass  OIeHKa BbIModHEHUs | OleHKa «OTJIMYHO» - 3aJaHUs
BXOMAIIME M HCXOIAIIME | TEXHOJIOTUYECKOIO rpoiiecca, | BBIMOJHEHbl  MPaBUJIBHO  Ha
JIOKYMEHTBHI, 00paboTKu TOKYMEHTONOTOKOB; | 90%, Xopomo - Ha 70%,
CHUCTEMaTHU3UPOBATH UX, | CBOEBpEMEHHOM  00paboTKM  J0- | yIOBIETBOPUTEIHHO — Ha 51%,
COCTaBJIATh HOMEHKJIATYpy | KYMEHTOIIOTOKOB, BJIQ/ICHUS | HEY/IOBJIETBOPUTEILHO -
hi(Sh) u (GbopMupoBarh | HABBIKAMHU cocraBneHus | MmeHee 50%.

JIOKYMEHTBI B JIEJIA;

HOMEHKJIATYphI Jes1 1 (HOpMHUpPOBAHUS
JIOKYMEHTOB B JI€JIa.

TectupoBanue, onpoc.

Habmiogenne  mpu  BBINOJIHEHUH
MPaKTUYECKUX 3aHATUH, y4eOHOH U
IIPOU3BOJCTBEHHOMN IIPAKTUKH.

o JIV1
opopMIIATH
OpraHHU3aIOHHO-
pacropsIuTeIbHbIE
AOKYMCHTBI B COOTBCTCTBHUU
¢ tpeboBanusmu ['OCT P
7.0.97-2016;

COCTaBJIATH n

OKcnepTHas OIICHKA BIIAJICHUS
tpeboBanusimu 'OCT P 7.0.97-2016
npu oopmiieHnn PEKBU3HUTOB
OpraHU3aLMOHHO-PACIOPAIUTENBHBIX
JIOKYMEHTOB; YMEHHEM ONpPEAEIATh
PEKBU3UTHI, HapylIaIue
IOPUINYECKYI0 CHIIy JOKyMEHTa U
YCTpaHSET 3TU HAPYLICHHUS.
TectupoBanue.

Habmiogenne  mpu  BBINOJIHEHUH
MPaKTUYECKUX 3aHATHH, y4eOHOU U
IIPOU3BOJCTBEHHOMN IIPAKTUKH.

OueHka «OTIMYHO» - 3aTaHUS
BBIIIOJIHEHBl ~ MPAaBUJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENBHO — Ha 51%,
HEY/IOBJICTBOPUTEIHLHO -
menee 50%.

o JIV2 MPOBOJUTH
PETHCTPAIIO TOKYMEHTOB
" CO3/1aBaTh 0azy
JTOKYMEHTAIbHBIX TAHHBIX;

DKcrepTHas OILIEHKAa HCIONIb30BaHUS
pH perucrpanuu JOKYMEHTOB
pa3zHo00pa3HbIX GOpPM, B 3aBUCUMOCTH
OT KaTeropuu MpearpusaTusi; BeIOOpa
uHpopmanui, HEoOXOoAMMOW st
3aHECEHHUST B  PETUCTPALMOHHBIC
bopMmBI; CaMOCTOSITEIIBHOTO
3aI0JIHEHHS PETUCTPAIIMOHHBIX (HOpM;
CO3IaHUM YYETHBIX KapTOTEK; pabOThI
CO CPOKOBOM KapTOTEKOU.
TectupoBanue, onpoc.

HabmiogeHne  mpu  BBINOJIHEHUH

OueHka «OTIMYHO» - 3aTaHUS
BBIMIOJIHEHBl ~ MPAaBUJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENBHO — Ha 51%,
HEY/IOBJICTBOPUTEIHLHO -
meHee 50%.
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PesynbTaTsl 00yyeHHs
(ocBOEHHBbIE YMEHM S,
YCBOEHHbIE 3HAHUS)

@®opMbI 1 METOBI KOHTPOJISI H
OLICHKH

Kpurepun onenok (mxkaja
OLIEHOK)

MPaKTUYECKUX 3aHATUH, y4eOHOU U
IIPOU3BOJCTBEHHOMN IIPAKTUKH.

e JIV3 OCYILECTBIIATEL | DKCIEPTHAsA OllEHKa N0 coOmoneHnio | OleHKa «OTIMYHO» - 3a/laHus
OIEepPaTUBHOE XpaHeHue | IPaBUI NPOBEJCHUS CHCTEMATH3aLlUU | BBIIIOJHEHBl IPAaBUJILHO  Ha
JOKYMEHTOB; JIOKYMEHTOB pu nepBuyHoM | 90%, Xopomo - Ha 70%,
NOCTYIUIEHUN JIOKYMEHTOB B | YIOBJIETBOPUTEIBHO — Ha 51%,
OpraHu3alyl WIM UX CO3JaHUM; | HEYAOBIECTBOPUTEIBHO -
3al0JIHEHUM KYpHAJIOB peructpauuu | MeHee 50%.
KQIpOBBIX  MPHUKA30B,  TPYAOBBIX
KHIKEK, XYpPHAJIOB BBIJA4M IPOIYC-
KOB C LEIbI0 OIEPaTUBHOIO Xpa-
HEHUS TOKYMEHTOB.
Omnpoc.
Habmiogenne  mpu  BBINOJIHEHUH
MPAKTUYECKUX 3aHITHH,
IIPOU3BOJCTBEHHOMN IIPAKTUKH.
3HATh:
e CHCTEMY XpaHEHHs M | DKCIIEPTHas OLEHKAa 3HaHMU npasui | OLEHKAa «OTIMYHO» - 3a[aHus

00paboTKH JOKYMEHTOB;

XpaHeHHus1 1 00padOTKH JOKYMEHTOB.
Omnpoc, TecTUpOBaHHUE.

HaOnroneHue  mpu  BBINOJHEHUH
NPaKTUYECKUX 3aHATUH, Y4eOHOH W
IPOM3BOJICTBEHHOMN NPAKTUKH

BBIMOJIHEHBl ~ MPaBWJIBHO Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENBHO — Ha 51%,
HEYIOBJIETBOPUTEILHO -
meHee 50%.

o JI31
odopmiieHus
MAITHHOIHUCHBIX TEKCTOB;

IpaBuia

DKcrnepTHas OILIEHKa 3HAHUM
TpeboBaHM I'OCTos o
0(pOpMIICHHIO MAIIMHOMMUCHBIX TEK-
CTOB Tpu OG(OPMIIEHUH TEKCTOBBIX
paboT 1 TOKyMEHTOB;

Onpoc, TeCTUpOBAHUE.

Habmiogenne  mpu  BBINOJIHEHUH
MPaKTUYECKUX 3aHATHH, y4eOHOH u
IIPOU3BOJCTBEHHON IIPAKTUKH

OneHka «OTINYHO» - 3aJaHUs
BBITIOJIHEHBl ~ MPAaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENBHO — Ha 51%,
HEY/I0BJIETBOPUTEIBHHO -
Menee 50%.

o JI32
oopmMIIeHUS
OpraHU3aIOHHO-
pacropsaIuTeIbHBIX
JIOKYMEHTOB.

npaBmIIa

OKcnepTHasi OLIEHKA 3HAaHUW [P
UCTIONb30BaHUU  (hopmMyIsipa-oOpasia
pu 0OPMIICHUH TOKYMEHTOB.
TectupoBanue, orpoc.

Habmionenue  mpu  BBIOJHEHUU
NPaKTUYECKUX 3aHATUH, Y4eOHOH W
IIPOU3BOJICTBEHHON NIPAKTUKH.

OneHka «OTIMYHO» - 3aJaHMs
BBIMIOJIHEHB  [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENBHO — Ha 51%,
HEYOBJIETBOPUTEIILHO -
meHee 50%.

@®opMbI 1 METOABI KOHTPOJIS U OLICHKH PE3yJIbTaTOB 00yUEHUS JOJKHBI MO3BOJIATH MIPOBEPATH
y oOydJaromuxcs HE TOJBKO CHOPMHPOBAHHOCTH MPO(PECCHOHAIBHBIX KOMIIETCHIMI M TPYHOBBIX
(GyHKIMN, HO M pa3BUTHE OOIIMX KOMIETCHIIUI U 00ECTIeYMBAIOIIUX UX YMEHUH.
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Pe3yabTaTsl OcHoOBHBIE OKA3aTeJIN ®opmbl 1 MeToAbl | Kpurepuu onenok
(ocBOeHHBIE 001IME OLIEHKHU pe3yJbTara KOHTPOJIA U (IKaJga OLEeHOK)
KOMIIETEHIIMH) OLEHKH
OK 1. TIlonumarts | - aprymeHTHpYyeT CBOM BbIOOp | HabmronmeHnue u | Ouenka OCBOECHHUS
CYILLHOCTh U | B TpodeCCHOHAIBbHOM CaMoO- | SKCIIEPTHAS OLIEHKA | OOIKUX KOMITETeHIIUH
COLIMAJIbHYIO OTIpe/ieNICHUN; 3a JIeATEJIbHOCTHIO | MPOBOJUTCS IO MIKAJe
3HAYUMOCTb CBOCH | - ompenensier COIUaNbHYI0 | 00yJaromerocss B | KadecTBa U IIKajie 4a-

Oynymeir mnpodeccun,

3HAYUMOCTh MPOdecCHOHab-

NpOSBIIT K HEW | HOU JEATEIIbHOCTH;
YCTOWYUBBIA HHTEPEC - BBINOJIHSAET  CaMOAHAIN3
npoeCCUOHATIBHON  MPUTOJ-
HOCTH.
OK 2. | - BBIOMpaeT W TPHUMEHSET Me-
Opranu3oBbIBaThH TOABI M CHOCOOBI pelIeHUs
COOCTBEHHYIO npodeccruo-HaIbHBIX 3a7a4 B
NeSITeNbHOCTD, o0jacTu oOpraHu3anuu JOKY-
BbIOMpATh TUTIOBBIE | MEHTAI[MOHHOTO OOecreueHus
METOABI W  CIOCOOBI | yIpaBieHUus U (YHKIHOHHPO-
BBITIOJTHEHUS BaHUs OpraHU3aIUu;;
npodeccuoHaTbHBIX - CaMOCTOSATEIHHO OICHUBAET
3a:a4, OIEeHWBaTh WX | 3Q(HEKTUBHOCTh U  Ka4eCTBO
3¢ (HEeKTUBHOCTH U | BBITIOJTHEHHON Pa0OTHI;
KayecTBO - ompeneisier MyTH YyCTpaHe-
HUS BBISIBJICHHBIX OTKJIOHEHUIA.
OK 3. [IlpuHuMmath | - ONHUCHIBAET CHUTyallUI0 U
pelieHus B | Ha3bIBAaET MPOTHUBOPEYUHS,;
CTaHJIapPTHBIX U | - OLIEHWBAET TPUYHHBI BO3-
HECTaHIapTHBIX HUKHOBEHUS CUTYAIUH;

CUTyalusxX W HECTHU 3a
HHUX OTBETCTBCHHOCTDH

- HaxXOIWUT ITYTH pEIICHUS CH-
Tyaluu U MOAOUPAET pECypCHI
(uHCTpYMEHT, MHPOPMALHIO U
T.II.) HEOOXOAMMBIE IS pa3-
pEeIIeHUS CUTYaINH;

- Oeper Ha cebOs OTBETCTBEH-
HOCTb 32 MPUHSTOE PEIICHHE.

OK 4. OcymiecTBiasiTh
TIOUCK u
WCTIOJIb30BaHUE
uHpopManuy,
He00X0o MO
3¢ HEeKTUBHOTO
BBITTOJTHEHUS
npodeccnoHaTbHBIX
3ajad,
poeCCHOHAIIBHOTO |
JUYHOCTHOTO Pa3BUTHS

TSt

- TpoBOIUT (PPEKTUBHBINA TIO-
UCK HeoOxoaumoil uH(popma-
UM, WCIOJB3ysd pPa3IUYHbIC
UCTOYHUKHU JTUTEPaTypBHl,
BKJTIOYAsl DJICKTPOHHEIC,

- ONpeAemsieT COOTBETCTBUE
nHpoOpManuu  MOCTABICHHOM
3ajaue;

- OLIEHUBAET MOJHOTY U JIOCTO-
BEPHOCTH MH(GOPMAIIHIH.

OK 5. MHcnons3zoBarb
MH(pOpPMaIMOHHO-
KOMMYHHUKAI[HOHHBIC
TEXHOJIOTUU B
npodeccroHanbHOM
JeSTEeITbHOCTH

- TIOKa3bIBa€T pe3yJbTaTUB-
HOCTh CaMOCTOSITEIbHOU pado-
ThI IO OCYIIECTBJICHUIO MMOUCKA
uH(popmanuu B cetu uTepHer
U Pa3IMYHBIX AJIEKTPOHHBIX
HOCHUTEJISIX;

- ucnionw3yer cpeacrea UT mus

mpolecce  OCBOe-
HUS 00pa3oBaTeb-
HOM  MpOrpamMBsl,
OpU  BBINOJHEHUU
CaMOCTOSITEJIBHOU
BHEAYJIUTOPHOMN
paboThl, KypCOBOM
pabotbl, paboT 1O
y4eOHOH M TIPOM3-
BOJICTBEHHOM
MPaKTHKE.

CTOTBI TPOSIBJICHUI.
[ITkana kavyecTna:
VYpoeens 1 — Hwuxke
OXKHUJIaHWH;

Vposenr 2 - Coot-
BETCTBYET OXKHIaHU-
AM;

VYposenr 3 — Ilpe-
BBIIIIAET OXKUJAHMUSL.
VYpoBuu 2 u 3 nawot
c(hopMUPOBAHHOCTH
00X KOMITETEHITHIA.
[IIxama 4acToThl TpoO-
SIBJICHUI:

Vposens 1 - KauectBo
HE TPOSBISIETCS HHU-
KOr'zia;

Yposenp 2 - Ilepu-
OJINYECKOe MPOSIB-
JIEHUE KaueCTBa;
VYposens 3 - KauecTBo
MPOSIBIISIETCS B 0OJIb-
IIMHCTBE  TPOOJIeM-
HBIX CUTYyaluid;
VYposenr 4 - Ilpo-
ABJISIETCSI  BO  BCEX,
JaXe B CBEPXCIIOXK-
HBIX CUTYaI[U-sIX.
VYpoBan 2-4  paroT
c(hOpMUPOBAHHOCTH
00X KOMIIETEHIINI
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U3BJICUCHUS, OOpabOTKH W
XpaHeHus1 nHOpMaIuu;

- TIpeNCTaBIIseT UH(POPMALIUIO
B Pa3IUYHBIX (hopMax.

- pabotaer ¢ mpodeccuoHaIb-
HBIMH TIporpamMamu KoHCyib-
TaHT U ['apaHT.

OK 6. PaGortatp B
KOJIJICKTUBEC u
KoMmaHzie, 3P GheKTHBHO
o0marbes c
KOJIJICTaMH,
PYKOBOICTBOM,
MOTpeOUTEIIMU

- TIPOSIBISIET KOMMYHHKAOEIh-
HOCTb, 0eCKOH(IIMKTHOCTB,
TOJIEPAHTHOCTHh BO B3aWMOJICH-
CTBHH C KOJUICTAMH, PYKOBOJI-
CTBOM M I1€arOraMu;

- BEIIET JeNOBYI0 Oecedy B co-
OTBETCTBHH C  OITHYCCKHUMH
HOpPMaMH.

OK 7. Bbparp Ha cebs
OTBETCTBEHHOCTh  3a

- CTaBUT 3a/a4dl Tepea Koll-
JIEKTUBOM (TPYIIION);

paboty YJICHOB | - OpraHusyer paboTy 1O BBI-
KOMaH/Ibl MOJIHEHUIO 33J1aHUS B COOTBET-
(MOTUMHEHHBIX ), CTBUM C UHCTPYKLIUSMH;
pe3yibTaT BBIIOJIHEHUS | - MIPOBOJUT CaMOAHaIUu3 U
3a1aHu I KOPPEKIHI0 pe3yJabTaTOB pa-
00ThI YWIEHOB KOMaH bl
OK 8. - aHAIM3HUPYeT COOCTBEHHBIC
CamocTosTenbHO CUJIbHBIE U cJ1a0ble CTOPOHBI;
ONpEeNEATh 3a/1auu | -OmpeesieT MEePCIEKTUBBI
poeCCUOHATBHOTO | | TPOPECCHOHAIBHOTO W JINY-
JUYHOCTHOTO HOCTHOTO pa3BUTHS,
pa3BUTHUS, 3aHUMATHCS | -TIOKA3bIBAECT BIIAJICHUE HAaBbI-
caMoo0pazoBaHUEM, KaMH  CaMOOpraHu3aluu |
OCO3HaHHO IIPUMEHSET UX Ha MPAKTHKE
IJIAHUPOBATh
MTOBBIIICHHE
KBTM(DUKAIAH
OK 9. - OIpeneNsieT TEXHOJIOINH, UC-
OpueHTupoBaThcs B | MOJb3yeMble B  Mpodeccuo-
YCIIOBHUSAX 4acTo | HAJTLHOU JESTENILHOCTH;
CMEHbl TEXHOJIOTM B | - ONpENensieT YCIOBUS U pe-
npodeccnoHanbHOM 3yJAbTaThl YCIHEIIHOTO MpUMe-
NEeSATEIbHOCTH HEHUs TEXHOJIOTHII.
Pa3znea (Tema) Pe3yabTarsl OcHOBHBIE ®opMbI U METOABI Kpurepum oueHok
MEKIM CHUTLITH- (ocBOEHHBIE NMoKa3areJin KOHTPOJISAA M OLlEHKH (1IIKaJIa OLeHOK)
HAPHOI0 Kypca npodeccuoHaNbHbIE | pe3yabTaTOB pe3yJabTaToB
KOMIIETEHIINH U MOAr0TOBKH
TPYyZIOBbIE
yHKIHI)
Bun npodeccnoHaJIbHOM 1€ATEILHOCTH
Paznen 1. | TIK 3.1. | - npoBoaut | TectupoBanue, Oecena, | OneHKa «OTIMYHO»
CocraBnenue u | OdbopmsiTh U | aHAJIU3 COCTaBa | 3alllUTa NPaKTUYECKHX | - 3a1aHus
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oopmienue pPETUCTPUPOBATH PEKBH3UTOB paboT.  BeImonHEHHE | BBHITIOTHEHBI
OpraHu3alMOHHO- | OpraHU3alMOHHO- JOKYMEHTOB  C | CAMOCTOSITEIbHOMN npaBuibHO Ha 90%,
PaCTIOPSANTENBHBIX | PACTIOPSIIUTEIbHBIC | IETBIO BHEAYJAUTOPHOU Xopomo — Ha 70%,
JIOKYMEHTOB JOKYMEHTBHI, OOTBETCTBUS paboTel.  3aueT MO | yIOBJIETBOPUTEIHLHO
KOHTPOJIMPOBAaTh bopmymsipy- yueOHOI npakTtuke, | — Ha 51%, He-
CpPOKHU ux | oopasmy ['OCTa | mpou3BoACTBEHHOI YAOBJIETBOPUTEIBLHO
WCIIOJTHEHHUSI. P 7.0.97-2016 ; | mpakTuke. — menee 50%.
- npaBuiabHO | JuddepeHnnpoBaHHbII
odopmitsieT 3auer mo MJIK 03.01.
OpraHmsa- JlokyMeHTupOBaHUE U
IIUOHHO- OpraHU3aIOHHAS
pacropsiu- obpaboTka
TeIbHBIC JOKYMEHTOB. OJK3aMeH
JOKYMEHTHl ¢ | (KBaTM(UKAITMOHHBIN)
y4ETOM no [IM 03.
ocoOeHHOCTEN U | MeTox MPOBEICHUS
NpaBWJI TE€YATH | MPO-MEKYTOUHOU
TeKCcTa aTTecTaluu
JOKyMEHTa U | o0yJaromuxcs
TpeOOBaHUI €ro | yCTaHaBIMBACTCS C
bopmysipa; y4ETOM
-COCTaBJISIET WHIUBUAYAJIbHBIX
TEKCTBI NCUXO(PHU3UUECKUX
CITYXEOHBIX oco0eHHOCTeH, (YCTHO,
JIOKYMEHTOB MUCbMEHHO Ha Oymare,
MUCHbMEHHO Ha
KOMIIBIOTEPE, B
dbopme
TECTUPOBAHUS u
T.IL.). [Tpu
HEOOXO/JUMOCTH  BO3-
MO>KHO
Ipe0CTaBlICHUE
JOTIOTHUTEILHOTO
BpPEMCHH TUTST
MOJATOTOBKMA OTBETa Ha
3ayeTe/IK3aMeHe.
Paznen 2. | IIK 3.1. | - rpamoTHO | TectupoBanue, Oecena, | OneHKa «OTIMYHO»
Obecneuenue Odopmisate U | BEIOMpaer 3alUTa MPaKTUYECKOH | - 3a/aHus
OpPraHMU3alOHHON | perucTpUpoOBaTh dbopMbI paboTel. BrinonHeHue | BHITOIHEHBI
00paboTKu OpraHU3alMOHHO- perucTpanuu CaMOCTOSTEIIbHOU npaBwibHO Ha 90%,
JIOKYMEHTOB pacIOpsAIUTENIbHBIE | JOKYMEHTOB; BHEAYJIUTOPHOMN Xopowo — Ha 70%,
TOKYMEHTBHI, - cobmoiaer | paboThI. YIIOBJIETBOPUTEIBHO
KOHTPOJINPOBATH TpeOoBaHusi Kk | 3aguer 1o  yueOHoil |- Ha 51%, He-
CpOKU UX | perucTpainuu MPaKTHKE, YIIOBJIETBOPUTEILHO
HUCIOJIHEHUS. JIOKYMEHTOB Kak | MPOU3BOIACTBEHHOM — Menee 50%.
K CO3/IaHUIO | MPAKTHUKE.
JIOKYMEH- HuddepennmpoBanHbIi
TaJIbHOM 0a3bl; zauer mo MJIK 03.01.
- NpaBWIbHO | JIOKyMEeHTHpOBaHUE H
3aMoOTHIET TOJs | OpraHu3aluOHHAs
perucrpa- obpaboTka
IIUOHHBIX (HOpPM; | TOKYMEHTOB. DK3aMeH

31




- ompezenser | (KBamu(pUKAIMOHHBIN)
CpPOKHU no [IM 03.
HCITOTHCHUS Meron MIPOBEICHUS
JIOKY-MEHTOB; MIPO-MEKYTOUHON
- OCYUIIECTBIISCT | aTTECTAINH
mporiecc oOydJaronmxcs
KOHTPOJIS 3a | yCTaHABIUBACTCS c
CpoKamMu y4eTOM
HCITOJTHCHUS WHIUBUTYaIbHBIX
JIOKYMEHTOB MICUXO(PU3NIECKHIX
0CcOOCHHOCTEH, (YCTHO,
MMCbMEHHO Ha Oymare,
MIICbMEHHO Ha
KOMITBIOTEPE, B
dbopme
TECTUPOBAHUS u
T.IL.). ITpn
HEOOXOOUMOCTA  BO3-
MOXKHO
MpeI0CTaBlIeHNE
JIOTIOJTHUTEILHOTO
BpEMEHU JUIST
MOJATOTOBKHA OTBETAa Ha
3adeTe/HPK3aMeHeE.
IIK 32. - npoBoaut | HaGmronenue, Oecena, | OueHKa «OTIUYHO»
OO6pabatbeIBaTh a”HaAIIN3 TECTUpPOBaHHWE, 3amuTa | - 3aMaHusd
BXOSIINE U | BXOJSIIHNX MPAKTUIECKOH PaOOTHI. | BBIMOJTHEHBI
UCXOSIIIIE JTIOKYMEHTOB ¢ | Brimosinenue npaBwibHO Ha 90%,
JIOKYMEHTBHI, LEJIbI0  IIOCHE- | CAMOCTOSATEILHOM Xopomo — Ha 70%,
CHUCTEMAaTHU3UPOBATh | TYIOIICH BHEAYJIUTOPHOMN YIOBJIETBOPUTEIHHO
ux, COCTaBJIATH | 00OPabOTKH; paboThI. - Ha 51%, =He-
HOMEHKJIATypy Jel | - MPOBOJUT | 3a4eT 1O  Y4eOHOU | YIOBJIETBOPUTEIHLHO
u ¢dbopmupoBars | cucre- IIPAKTHKE, — menee 50%.
JIOKYMEHTHI B JIeJla. | MaTH3aIlUI0 MIPOU3BOCTBEHHOM
JIOKYMEHTOB; MPAKTHKE.
- HuddepennrpoBanHbIi
camocTosaTenbHo | 3auer mo MJIK 03.01.
odopmiiser JlokymeHTHpOBaHUE U
HOMEHKJIATYpPY OpraHU3aIMOHHAS
I obpaboTka
- dbopMuUpyeT | JOKYMEHTOB. JK3aMeH
JOKYMEHTHl B | (KBaTM(UKAITMOHHBIN)
mema B coot- | mo IIM 03.
BETCTBUH ¢ | Meron MIPOBEACHUS
TEXHOJIOTHEHN IIPO-MEKYTOUYHOHN
JIETIOTIPOU3BO/I- | aTTECTAlUH
CTBa 00yJaromuxcst
yCTaHABIIUBACTCS c
y4eToOM
WHIUBUTYJTbHBIX
NCUXO(U3HIECKUX

ocoOeHHoCTeH, (YCTHO,
MUCbMEHHO Ha Oymare,
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MHUCbMEHHO Ha
KOMIIBIOTEPE, B
dbopme
TECTUPOBAHUSA "
T.IL.). ITpn
HEOOXOOUMOCTA  BO3-
MOHO
MIPEI0CTaBIICHUE
JIOTIOJTHUTEIBLHOTO
BpEMEHU JUTSL
MOATOTOBKUA OTBETAa Ha
3ayeTe/3K3aMeHe.
I[IK 3.3. Ocymecrt- | - HabGmronenue, Oecena. | OneHka «OTIUYHO»
BIIAITb  DKCIIEPTU3Y | CAMOCTOSTENBHO | 3alIUTa NPAKTUYECKOM | - 3aJaHusl BBINOJ-
LIEHHOCTHU JIOKY- | OCYILIECTBIISIET paboTel. BeImonHeHHEe | HEHbI TPABHIBLHO HA
MEHTOB B COOTBET- | 3K-CHEPTU3Y camocTosTenbHOl BHe- | 90%, Xopomo — Ha
CTBUU C ACUCTBYIO- | LIEHHOCTHU ayauTopHo  paboTsl. | 70%, ymoBieTBOpH-
IUMH  3aKOHOJA- | IOKYMEHTOB B | 3adueT 1o  ydeOHOU | TenmbHO — Ha 51%,
TEIbHBIMU aKTaMH | COOT-BETCTBUU C | MPAaKTUKE, MPOU3BOA- | He-
1 HOpMaTHBaMHU. JEHCTBY- CTBEHHOW  MpPAKTHUKE. | yIOBIETBOPHUTEIBHO
IOLIUMU HuddepenuupoBannsiii | — menee 50%.
3aKOHOIA- zaguer mo MJIK 03.01.
TEJIbHBIMU JlokymeHTUpOBaHUE U
aKTamMHu U | OpraHu3alMoHHas 00-
HOpMAaTHBaMU paboTka JTOKYMEHTOB.

Ox3ameH (kBanmuduka-
nuoHHel) mo IIM 03.
MeTton MPOBEICHUS
IIPO-MEKYTOYHOHN aTrTe-
CTald  00YYaroIIUXCs
yCTaHABIIMBACTCS C
y4eTOM HHAMBHUAYallb-
HBIX TICUXO(PU3NIECKUX
oco0eHHOCTeH, (YCTHO,
MUCbMEHHO Ha Oymare,
MUCHbMEHHO Ha
KOMIIBIOTEPE, B
dbopme TEeCTUPOBa-
Hus u  T1.aL). [lpu
HEOOXOOUMOCTA  BO3-
MOXKHO  TpEIoCTaBIie-
HUE JIONOJHUTEIBHOTO
BPEMEHH IS TIOJIrO-
TOBKM OTBETa Ha 3aue-
Te/IK3aMeHE.

33




K

OcymecTBIsTh
IIOArOTOBKY Jel K
nepenaye Ha
apXHUBHOE XpaHEHUE

3.4.

CaMOCTOSITEITLHO
BBITIOJIHACT
dbopmupo-BaHue

u

Zen.

oopmienue

B/01.5 Opranusa-
mus  paboTel  C
JOKYMEHTaMHU

[Ipuem u

TiepBUYHAS
obpaboTka
BXOJISIIHAX
JIOKYMEHTOB,
-ITonroTroBka
BXOJAIINX
JIOKYMEHTOB JIJIsI
paccMOTpeHHS
pyKo-
BOJIUTEJIEM,
-Opranuzanus
JIOCTaBKHU
JIOKYMEHTOB
HCIIOJTHUTEIISAM;
-O6paboTka U
OTTIpaBKa
HUCXOIAIIUX

HaGmronenne, Oecena.
3anmTa MNpaKTUYEeCKON
paboTel. BeimonHeHue
CaMOCTOSITEJIBHOU
BHEAYIUTOPHOMN
pabotel.  3ader 1O
yueOHOI MIPaKTUKE,
MPOU3BOACTBEHHOMN
MPAKTHKE.
HuddepennmpoBanHbIi
3auer mo MJIK 03.01.
JlokyMeHTUpOBaHHE U
OpraHU3aIMOHHAS
obpaboTka
JOKYMEHTOB. JK3aMeH
(xBaTM(HUKAITMOHHBIH )
no I[IM 03. Meron
POBEJCHUS npo-
MEXYTOYHON
aTTecTaluu
o0yJarmuxcs
yCTaHaBIIMBAETCS C
y4eToM
VHIUBUAYAJIbHBIX
NCUXO(U3HIECKUX
oco0eHHOCTeH, (YCTHO,
MUCbMEHHO Ha Oymare,

MMICHbMEHHO Ha
KOMITBIOTEPE, B
dbopme

TECTUPOBAHUS u
T.IL.). [Tpu
HEOOXOIMMOCTH  BO3-
MOYKHO
NPEI0CTaBIICHUEC
JIOITOJTHUTEIHLHOTO
BpPEMEHU TUISL
ITOATOTOBKHM OTBETa Ha
3a4eTe/IK3aMeHE.

OI1eHKAa «OTJIMYHOY
- 3aIaHUs
BBIITOJIHCHBI
npaBuibHO Ha 90%,
Xopomo — Ha 70%,
YIOBJIETBOPUTEIHHO
- Ha 51%, He-
YIOBJIETBOPUTEIHHO
— Menee 50%.

OLeHKa «OTINYHOY
- 3aJlaHus
BBIIOJTHEHBI
npaBwibHO Ha 90%,
Xopomo — Ha 70%,
YIOBJIETBOPUTEIHHO
- ©Ha 51%, He-
YIOBJIETBOPUTENHHO
— menee 50%.
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JIOKYMEHTOB
B/02.5 Opranmsa- | -IIpoBepka OLeHKa «OTIUYHO
s TEKYILEro | MPaBUIbLHOCTH - 3aJlaHus
XpaHeHUs no- | opopmiieHus BBITIOJTHEHBI
KYMEHTOB JOKYMEHTOB U npaBuibHO Ha 90%,

OTMETKH 00 WuX Xopomo — Ha 70%,

UCIIOJTHEHUH yIIOBJIETBOPUTEILHO

nepen ux - Ha 51%, He-

dbopMupoBaHuEM yIIOBJIETBOPUTEILHO

B Jeno i — menee 50%.

nocie-1yrmniero

XpaHeHus,

-KonTtponn

MPAaBUILHOTO H

CBOEBPEMEH-

HOTO

pacnpeneneHus

u MOIIITUBKH

JIOKYy-MEHTOB B

Jiena.

KonkpetHsie GopMbl U MpOIEAyphl TEKYIIETO KOHTPOJS YCHEBAEMOCTH M IPOMEKYTOYHOH
aTTecTaluu oOydyarolUXcsi MHBAJIUIOB U 00YYalOIIUXCsl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbS
YCTaHABJIMBAIOTCA 00pa30BaTENbHONW OpraHU3aleil CaMOCTOSATENBHO C Y4YeTOM OTrpaHHuYCHHH
310poBbs. VX pexkomeHayeTcsl JAOBOAMUTH O CBEIEHHUs OOYYalOIIMXCS B CPOKH, OMpEICIICHHBIE B
JIOKQJIbHBIX HOPMATUBHBIX aKTaX O0Opa30BaTENIbHON OpraHW3aldd, HO HE MO3[JHEE IMEPBBIX ABYX
MECSAIIeB OT Havana 00 ydeHHs.

Jns obydaromierocss MHBAJIWAA WIM OOYYaloLErocs C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3JI0pOBbSl OCYILECTBISETCS BXOJHOT0 KOHTPOJIsI, HA3HAY€HHE KOTOPOr'O0 COCTOUT B ONPEAEIIEHUU €To
CIOCOOHOCTEH, 0COOEHHOCTEH BOCTIPUATHS U TOTOBHOCTH K OCBOGHHUIO Y4eOHOIO MaTepHara.

@dopma BXOJHOTO KOHTPOJS [Uisi OOydYalolMXCsl HWHBAJIMAOB U OOy4arommxcs C
OTPAaHUYEHHBIMA BO3MOXKHOCTSIMH  37I0POBbSI  YCTAHABIMBAETCA C Y4YETOM WHAWBHIYaIbHBIX
ncuxou3NIecKuX 0COOCHHOCTeH (YCTHO, MMCBMEHHO Ha Oymare, NMHChbMEHHO Ha KOMIIBIOTEpE, B
¢dbopme TecTUpOBaHUS U T.I1.).

[Ipu HeoOxoauMoOcTH OOY4YaIOIIMMCS TPEAOCTABISIETCS JIONOJHUTENIBHOE BpeMs s
MOJITOTOBKH OTBETA.

Texkymmii KOHTPOJb MPOBOAMUTCA IpENoJaBaTesieM CIEIYIOIUMHA (opMamMu U METOJAMMU:
YCTHBI ONpPOC, TECTHPOBAHME, DPEUICHHWE IPOU3BOACTBEHHBIX (IIPOOJEMHBIX) CHUTYyaluid, Oecena,
3alUTa MPaKTHYECKUX paboT, MPOBEpKa BBHIMOIHEHHBIX CAMOCTOSITENIBHBIX BHEAYIUTOPHBIX paloT,
KypcoBOi paboOThl B Tpollecce MPOBEACHUS MPAKTUYECKHX 3aHATHH, a TakKe BBITOJHEHUS
WHIUBUAYAIBHBIX Pa0OT M JOMAIIHUX 3aJlaHdi, WIM B PEXUME TPEHUPOBOYHOIO TECTHUPOBAHUS B
HEeNAX TONydeHHs: WH(GOpMAlMM O BBHIMOJHEHUH OOydaeMbIM TpeOyeMbIX IeWCTBUH B Ipolecce
y4eOHOM AESITeNTbHOCTH; MPABUIBHOCTU BBIMIOJHEHUSI TPeOyeMbIX NEHCTBHI; COOTBETCTBUU (DOPMBI
JeWCTBUSL TaHHOMY JTally YCBOEHHS y4eOHOro marepuaia; (popMUpOBaHMHM NEHCTBUS C JOJDKHOM
Mepoi 00001IeHNsI, OCBOEHUS (B TOM YHCIIE aBTOMATU3UPOBAHHOCTH, OBICTPOTHI BBHITIOJHEHUS) U T.JI.
Tekymmii KOHTPOJIb yCIIEBAaEMOCTH Uil OOYdYalOUIMXCS WHBAIMAOB H  OOydYalOUIMXCS C
OTPaHUYEHHBIMU BO3MOXKHOCTSMU 3J0POBbsI MMEET OOJIbIIIOE 3HAUYEHHE, IOCKOJbKY IO3BOJISIET
CBOEBPEMEHHO BBISIBUTH 3aTPYAHEHUS U OTCTaBaHHE B OOYYEHMH M BHECTH KOPPEKTHUBHI B yUEOHYIO
NeSITeNbHOCTbD. ®opma  KOHTpoOJL Ui OOYyYaroIIMXCS YCTaHaBIMBAETCS C Y4YETOM UX
WH/IMBUYAIBHBIX TICUXO()U3UYECKIX 0COOCHHOCTEH.

®opMbl M CPOK TNpOBeleHUs] PYOEKHOI0 KOHTPOJIS OMNPENENSIIOTCS IpernoiaBaTeeM
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(MacTepoM TIPOMU3BOACTBEHHOTO OOYYEHHS) C YYETOM HWHIUBUIYAIBHBIX TICUXO(DHU3NIECKUX
0co0eHHOCTEH 00yUJaronINXCs.

IIpome:xxyTouHasi aTrecTamusi TpoBOAUTCA B QopMe auddepeHIMpPOBaHHOTO 3a4yeTa |
9K3aMEHOB. MTOroBbIi KOHTPOJIb — 3K3aMEH - IPOBOJUTCA 3K3aMEHALMOHHOW KOMHUCCHEH IIOCiIe
y4eOHOW W TPOM3BOJICTBEHHOW MpPakTUKH. MToramm MpoXOoxAeHHS YYeOHOW W MPOU3BOJICTBEHHOU
MIPAKTHUK SBISETCS 3a4eT.

Bo3MoxHO ycTaHOBIIEHHE O0pa30BaTEIPHOM OpraHu3aIuell MHANBHAYAJbHBIX TpadukoB
NPOXO:KAeHUS MPOMEKYTOYHOH aTTecTAUMM OOYYAIOIIMMUCS WHBATUAAMU U OOYYAIOIIUMHUCS C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 37I0POBbSI.

[TpomexyTounast arTecTanus o0yJaromuxcs OCYILECTBIISETCS B dopme
g depeHIIMPOBAHHOTO 3a4eTa B BUJIE TECTUPOBAHUS U SK3aMEHOB CO CMEIIaHHBIMU 33JaHUSIMHU.

[Tpu HeobxoaumocTH A uHBaNKMAOB U Jull ¢ OB3 npexycmarpuBaeTcst yBeJIMUeHUE BPEMEHU
Ha TMOATOTOBKY K AU(QQEpeHIUPOBAHHOMY 3a4eTy M SK3aMEHy, a TakXKe MpeAoCTaBiIsIeTCs
JOTIOJTHUTEIBHOE BpEMsI JUISI ITOATOTOBKH OTBETa Ha JU(PepeHIIMPOBAHHOM 3a4eTe/IK3aMeHe.

[Tpu HeoOxomuMocTH JUis OOy4aroUIMXcs HHBAJIUIOB M OOydYalOIIUXCS C OTpaHUYEHHBIMU
BO3MOKHOCTSIMH 37I0POBBSI TPOMEKYTOUHAS aTTECTAllMs MOXKET MPOBOJUTHCS B HECKOJIBKO I3TAMOB.
JIJist 9TOTO PEeKOMEHIYETCsl MCIOJb30BaTh PYOCKHBIM KOHTPOJIb, KOTOPBIN SIBISETCS KOHTPOJIBHOU
TOYKOW HO 3aBEPIICHUI0 MU3YYCHHUs pasjieia WM TEMbl JUCHUIUIMHBI, MEXKIUCIHUILTMHAPHOTO Kypca,
MIPAKTHUK U €€ Pa3/IesiOB C LIENbI0 OIICHUBAHKS YPOBHS OCBOCHHUS MTPOrPaMMHOT0 MaTepHaa.

Jns  mpoMeXyTOYHOM — aTTecTaluu  OO0yYaloIuXcs HMHBAJIMIOB UM OOydYaloOUIMXCS €
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 3[IOPOBBS IO TUCHUILIMHAM (MEXKIUCIUILTMHAPHBIM KypcaM) KpoMe
npernojaBaTesiel KOHKPETHOW AMCIUILTUHBI (MEXIUCIUILTMHAPHOTO Kypca) B KAaueCTBE BHEIIHUX
HKCIIEPTOB MOXKHO TPUBJIEKaTh MpernojaBaTeNell CMEXHbIX IJUCHUILUIUH (KypcoB). [l oueHKH
KauecTBa IMOATOTOBKH OOYYAIOMIMXCS M BBIMTYCKHUKOB MO MPOGECCHOHATBHBIM MOIYJISM MOKHO
MIPUBJIEKATh B KAU€CTBE BHEUITATHBIX HKCIIEPTOB padoToaaTeneil.

Y4eOHO-MeTOINYEeCKHE MaTepHallbl JUIsl CAMOCTOSITENIbHOW paboThl OO0YYAIOUIMXCS W3 YHUCIIa
JIUI] C OTPaHUYCHHBIMU BO3MOKHOCTSIMH 37I0POBbSI IPEIOCTABISAIOTCA B (pOopMax, aAanTHPOBAHHBIX K
OTpa-HUYCHHSIM UX 3JJOPOBBS M BOCIIPHUATHS HH(POpPMALIHH:

JUTSL JTUL] C HApYUICHUSIMH CITyXa!

— B [1e4aTHO (opme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUTSI TUT] C HAPYIICHUEM 3PCHUS:

- B EYaTHBIX OpMax C YBEIUUEHHBIM MIPUDTOM.

JUTSI TUT] C HAPYIICHUSIME OMTOPHO-IBUTATEIILHOTO aIlapara:

- B IeyaTHou dopme,

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

Jlis Meronuyeckoro oOecreyeHHs] BBIMOJHEHUS CaMOCTOSITENIbHOM BHEAyAMTOPHOW pPabOThHI
Ui 00ydJarouMxcsi pa3paboTaHbl METOAMYECKHE YKa3aHHUsA 110 BBIMOJHEHUIO BHEAYIUTOPHOM
CaMOCTOSTEIIbHON PabOTHI.

OrneHka MHAUBHIYATBHBIX 00Pa30BAaTEIbHBIX JTOCTIKEHUH MO pe3ylibTaTaM TEKYIero KOH-
TPOJIS MPOU3BOIUTCS B COOTBETCTBUM C YHUBEPCATBHOM MIKaJION (TabmuIa).

[TpoueHT pe3ynbTaTUBHOCTH KauectBeHHast onieHKa HHANBUAYAIbHBIX
(paBUIBHBIX OTBETOB) 00pa30BaTEeNbHBIX JOCTHKCHUN
Oayut (0OTMETKa) BepOaTbHBIN aHATIOT
90 + 100 5 OTJINYHO
70 + 89 4 XOpOIIIO
51 +69 3 YIOBJIETBOPUTEIHHO
menee 50 2 HE YJOBJIETBOPUTEIHLHO

Ha »rame HpOMeXCYTOqHOﬁ aTTCCTAllUU 1O UTOTraM Ka4YCCTBCHHBIX OLICHOK MHIWBUAYAJBbHBIX
00pa3oBaTEeNbHBIX OCTIKEHUH SK3aMEHAIIMOHHONH KOMHCCHEW OIpEeNelsseTcsi WHTerpajabHas OIeHKa
OCBOEHHBIX O0YYaIOUTUMHUCS MPOPECCHOHATBHBIX U OOIMIMX KOMIIETCHIIMH KaK Pe3yabTaTOB OCBOCHHUS
PO eCCHOHATBHOTO MOTYJIS.
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Pazpaboran TKIIOY MO

CII COT [IIpenonmaBaTeib

T.U. SIxoBieBa

MecTO paboThI 3aHUMAaeMasi JT0JKHOCTh N.0. Gamunus
Pazpaboran

MECTO PadOThI 3aHUMaeMasi JI0JDKHOCTh N.0. ®amunus
Okcnepr

MECTO PadOThI 3aHUMaeMas JI0JKHOCTh N.0. ®amunus
Okcnepr

MECTO PadOThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
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