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COJEPKAHUE

OBILIASI XAPAKTEPMCTUKA PABOYEN ITPOI'PAMMBI YYEBHOM JUCLATIIVHBI
CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIIUIIINHBI
YCJIOBUS PEAJTIU3ALIMN YUYEBHOM JUCLIUITINHBI

KOHTPOJIb 1 OLIEHKA PE3VJIPTATOB OCBOEHUS YUYEBHOU JIMCLIUTIIMHBI



1. OBIIASA XAPAKTEPUCTHUKA PABOYEW ITPOI'PAMMBI YYEBHOM
JUCIHHUIIVINHBI OII1L.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHE
YIIPABJIEHUA

1.1. MecTto OMCHUIVIMHBI B  CTPYKTYpe OCHOBHOH mnpodeccCHOHAIbHOMI
o0pa3oBaTeJIbHOM MPOrPaMMBbI:

Jucrumuaa OI111.04 JoxymeHTarimoHHOE oOecrieueHre yIpaBiIeHHs! BXOJIUT B COCTaB
JUCIUIUIMH ~ 00IIenpodeccuoOHaIbHOTO  Y4eOHOTO ILMKJIa OCHOBHOM mpoecCHOHaTbHOU
o0Opa3oBaTeNbHOIl  MporpaMmbl, pa3paboTaHHOW B coOoTBeTcTBUUM ¢  DeaepanbHbIM
roCcy1apCcTBEHHbIM  00pa3oBaTelIbHBIM  CTaHJAPTOM MO  CHEIHAIbHOCTH  CPEIHEro
npodeccuoHaibHOr0 00pazoBanus 38.02.06 OuHaHCHI

1.2. lesqu uW mnJaHuUpyemMble Pe3yJbTATbl OCBOCHUSI Y4YeOHOW JUCUMILIMHBI,
COOTHECEHHbIE ¢ YCTAHOBJICHHBIMH B 00pa30BaTe/IbHOM MPOrpaMMe KOMIIeTeHIIUAMM

1.2.1. B pe3ynbTate ocBOeHHs Y4eOHOM NUCHUIUIMHBI OOyYaronIuecs JT0JDKHBI OBIA/IETh
CIEYIOIUMU OOIIUMU U TPOPECCUOHATBHBIMU KOMIIETCHIIUSMHU:

OK 05. Ocywecmenamos yCmMHYIO U NUCOMEHHYIO KOMMYHUKAYUIO HA 20CYOAPCMBEHHOM 53blKe
Poccuiickoti @edepayuu ¢ yuemom ocobeHHOCmel COYUanNbHO20 U KYIbMypHO20 KOHMEKCMA,

1IK 1.4. Cocmagnamo nianogvie OOKyMeHmMbl 20CYOaAPCIEEHHbIX U MYHUYUNATILHBIX YUPEHCOeHUL
U 000CHOBAHUSA K HUM.

IIK 4.1. Paspabamvieamv nnan u NpoOSPAMMY NpoeedeHuUs KOHMPONIbHbIX MepOnPUIMUL,
oghopmaame pesyromamol NPOEEOEHHbIX KOHMPOJIbHLIX MEPONPUAMUL, BbIpabamuléams peKoMeHOayuu
1O YCMPAHeHUI0 HeOOCMAMKO8 U PUCKO8, OYEeHUBAMb I(PPeKmueHoCcmyb KOHMPOILHLIX NPOYEOYp.

1.2.2. B pe3ynpTaTe OCBOCHHUSA Y4YeOHON ITUCIHUIUIMHBI OOYyYaloOlIUecs JOJKHBI
JTOCTUTHYTh CJEAYIONINX PpPEe3yJlbTaTOB OOYYEHHUS, COOTHECEHHBIX C pe3ylbTaTaMU OCBOCHUS
OCHOBHOI1 00pa3oBaTeIbHON MPOrpaMMBbl (KOMIETEHITHSIMH):

HanmenoBanue Jeckpunropbi Pe3yibTaThl 0OCBOCHHS
pesyJibTara pe3yJibTaTa 00y4eHus o0pa3oBaTeILHOI
o0yueHust NpoOrpaMmsl
(KOMMeTeHINH),

¢opMupoBaHUE KOTOPBIX
odecneynBaeTcs
pe3yJIbTaTOM 00y4eHHsI
(K0O0bl KOMnemeHnyuil)

YMmeTs: - 0hOPMIIATH JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATUBHOM
0a30M, B TOM YHCIIE C HCIIOIh30BAHUEM HH(POPMAIIMOHHBIX
TEXHOJIOTHI;

- UCTIONIL30BaTh YHU(HIUPOBAHHBIE (POPMBI JOKYMEHTOB; OK 5
b

- OCBaMBAaTh TEXHOJIOTUN aBTOMATH3NPOBAHHOIN 00paboTKH
K 1.4, TIK 4.1.

JIOKYMEHTAIIH;
- OCYHIECTBJIATH XPAHCHUEC U ITONCK TOKYMEHTOB,

- UCTIOJIb30BATh TEIEKOMMYHHUKAIHOHHbIE TEXHOJIOTHH B
AIIEKTPOHHOM JIOKYMEHTO000pOTE;

3HaTh: - TIOHSTHE, 11eJIM, 33/1a41 U MPUHIUIIBI IEJIONPOU3BO/ICTBA; OK 5,




- OCHOBHBIC MOHATHUS JOKYMEHTAIIHOHHOTO 00SCIICYeHUS
yIIpaBJICHUS;

- CHCTEMBI JOKYMEHTAIIHOHHOTO 00ECIIeUeHNUS yIIPaBICHNUS;

- KJIacCU(HKaAIHIO JOKYMEHTOB;

- TpeOOBaHMUS K COCTABIICHHUIO U O(hYOPMIICHHIO TOKYMEHTOB;

- OpPraHU3alMI0 JOKYMEHTO000pOTa: IpHeM, 00padoTKy,
PETHUCTpalHIO, KOHTPOJIb, XpaHEHHE IOKyMEHTOB, HOMEHKIIATypy
Jel.

IK 1.4, 11K 4.1.

2. CTPYKTYPA Y COAEPKAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI MCUMIIVIMHBI M BUABI Y4eOHO0# padoThI

2.1.1 O6bem y4yeOHOM TUCHUILIMHBI U BUbI y4eOHOH padoThl (04HOI (hopma)

Bup yae6Ho# paboTh

KonnuectBo yacos

O0bemM yueOHoM paboTHI (BCETro) 46
O0beMm yueOHOM paboThl oOOyyaroUMXcs BO B3aUMOJEHCTBUU C 30
npenoiaBaresieM (BCero)
B TOM YHCIIE:
JICKIUU 26
MPAKTUYECKHUE 3aHATHS (CEMHHAPHI, Ta00paTOPHBIC 3aHSATHU ) 4
KypcoBasi pabota He npenycmoTpeHo
CamocTtosTenpHas pabota o0ydaromerocs (Bcero) 16
[TpomexxyTouHas aTTecTanus 3ayer

2.1.2. O0bem y4eOHOH TUCHMILIMHBI M BUABI y4eOHOiIl padoThl (3a04Has (popma)

Bup yue6HoI paboTbl KonnuecTBo yacos
O0nem yuebHo paboThI (Bcero) 46
O0beMm yueOHOM paboThl OOyyaromMXCSd BO B3aUMOJCHCTBUM C 6
npenoiaBaresieM (BCero)
B TOM YHCJIE:
JIEKIUU 4
MIPaKTUYECKHE 3aHATUSI (CEMUHApBI, 1a00paTOPHbIE 3aHITHSI) 2
KypcoBas paboTa He npenycmotpeno
CamocrositenbHas pabora oOydaromierocs (Bcero) 40
[TpomexyTouHas aTTecTanus 3auer
2.2. TemaTHnuyecKuil IJIAH U coep:KaHue Y4eOHOH M CUMILIUHBI
OII11.04 TokymeHTalHOHHOE O0ecnieYeHre yIPpaBIeHHA
HaumeHoBaHue Conep:xanue yueOHOr0 MaTepuaJa, JJabopaTopHbie padoThl U Koapl
pa3aesioB M TeM NpaKTHYecKHe 3aHATHS, CAMOCTOsATe1bHasl padoTa KOMITeTeHILHii,
ofyyarommxcsi, Kypcopasi pa6ora (IIpoeKT), aKTUBHbIE U $opmuposanmio
HHTEepPaKTHBHBIE (GOPMBI 00yUeHUS KOTOPBIX
P (bop Y CrocooCcTByeT
JJIEMEHT
NPOrpaMMbl




Tema 1. JlokymeHT 1
CHCTEMBbI
JAOKYMEHTAIUH.
PexkBU3UTHI
JOKYMEHTOB

Coaepixanne TeopeTHYECKHX 3aHATHIA:

- Llens 1 3a1aun AeIONPOM3BOCTBA, CBS3b AEIOMPOU3BOJCTBA C
IOPUANYECKUMH U APYTUMHU HayKamu. OnpeeneH s, OCHOBHBIE TTOHATHS.
locynapcTBeHHas cucteMa JOKyMEHTalMOHHOTO 00ECTICUeHUs yIPaBICHUS
(FCAOY). O6mue TpeboBaHUs K CIyK0aM JOKYMEHTAI[HOHHOTO
obecredeHus! ynpaBleHHUS.

- JIOKyMEHT M CUCTEeMbI JOKyMECHTAIMH. Y HU(UKALKs, CTAHAAPTU3ALHS,
Tpadaperusanys GopM yrpaBIeHIeCKOH JoKyMeHTauK. [loHsTHE
pexBu3uTa fokyMeHTa. [lonstue gopmynspa-obpasna nokymenta. Gopmater.
[paBuia odopmireHns TekcToBOoro Marepuana. [Ipasmina odpopmireHus
MIpUMEYaHUH, MPUI0KEHHH 1 000CHOBAaHU K TeKcTy. CHATHE KOIHH
nokyMeHToB. [lonaTrne nybmukaTa JOKyMeHTa.

- Pacmionosxenne pekBU3NTOB Ha OJlaHKe JOKyMeHTa. Pa3mepsl, mosst
(otctymer). brank as mucbMa v 00K OJIAHK [T APYTUX BUIOB
OpraHM3alMOHHO-PACTIOPS TUTENBHEIX JOKyMeHTOB. OdopmieHne TekcTa
JOKYMEHTOB B BHJIE aHKET, TAOJIHUI], CBA3HOTO TEKCTa, a TAKXKE B BUJE
coenuHeHus 3Tux ¢popm. TpeboBanus k aHkeram, TabnunaM. TpeboBaHus K
TEKCTY IOKYMEHTOB.

OK 5,
IK 1.4, TIK 4.1.

Conepixanue NpaKTUYECKUX 3aHATHIA:

O6cyxnenue npoOiIeMHON TeMbl: YHUPHUITMPOBaHHEIE TPEOOBAHUS K
COCTAaBJICHHIO M O()OPMIICHUIO TOKYMEHTOB.

Pabora o Temam:

- 'OCT, HopMaTHBHAs U CIIpaBOYHAs JOKYMEHTAIUs. DJIEKTPOHHBIC
ma6nonsl fokymeHToB. CIIC "Koncynsrantllnroc", "Tapant".

- [labmoHBI 1 CTHIM JOKYMEHTOB. POpMUpOBaHUE OIAHKOB TOKYMEHTOB.
Co3pmanue CTUIeH Ul OTACIBHBIX PEKBU3UTOB JOKYMEHTOB. bianku ¢
YTIJIOBBIM U IPOJOJIBHBIM PACIIONIOKEHUEM PEKBU3UTOB. COCTaB U MOPSIOK
PacIoIOKEHNs PEKBU3UTOB Pa3IMYHBIX BHJOB OJIAHKOB.

- Odopmienue odmiero 6aanka nokymenTa. OdopmiieHre OJaHKa IS THCEM.
- OdopmiieHHE TPUMEYAHHH, TPHIOKCHUH U 0O0OCHOBAHHUH K TEKCTY.
[paBuia opopmienns oudmuorpadun. Co3aHue KOMUN JOKyMEHTa.
Co3pmanne ny0nukaTa JOKyMEHTa.

- OdopmiieHrE TEKCTa JOKYMEHTOB B BU/IE€ aHKET, TaOIHUI], CBI3HOTO TEKCTa, a
TaKKe B BUAE coeanHeHus 3Tux ¢opm. TpeGoBaHHS K TEKCTY TOKYMEHTOB.

OK 5,
IIK 1.4, TIK 4.1.

Tema 2.
Ynpasiaenueckasi
AOKYMeHTalMsl.
CocraBienue u
opopmieHHe
OCHOBHBIX
AOKYMEHTOB

Conepixanue TeOpeTHYeCKHX 3aHATHIA:

- [TonsiTHE OpraHU3allMOHHO - PACTIOPSTUTEIBHBIX JOKYMEHTOB. OCHOBHBIE
MpaBUJIa COCTABJICHUS U 0()OPMIICHHUS YCTABOB, TIOJOKECHHUN, HHCTPYKITHIA.
CocrapyieHHs ¥ 0O(OPMIICHUS TOCTAHOBIICHUH 1 perneHuid. [lltaTHas
YUCJIEHHOCTh M LITaTHOE pacnucaHue. JloroBopsl.

- [lonsATHE pacnOpAaUTENEHBIX JOKYMEHTOB. OCHOBHBIE TIPaBHIIa
COCTaBIICHHS ¥ OOPMIIEHUS MTPpHUKa30B. [IprKka3sl Mo Bompocam oomieit
NIeSITeIEHOCTH.

- [lonsTHE MHPOPMAIIMOHHO - CIIPABOYHBIX TOKYMEHTOB. AKTHL. CIpaBKH U
JIOKYMEHTBI JINYHOTO MPOUCXO0XkAcHUSA. OObICHUTENBHBIC, CITYKCOHBIE U
JIOKJIaTHbIE 3aIUCKH.

OK 5,
MK 1.4, IIK 4.1.

Conep:xanue NpaKTHYeCKUX 3aHATHIA:

Ob6cyxaenne mpobieMHo# TeMbl: OdopMIICHHE OpTaHU3aIMOHHON,
pacmopsiIMTENbHON 1 MH()OPMAIMOHHO-CIIPABOYHOMN TOKYMEHTALMH.
Pabota mo Temam:

- HaznaueHue OTIENbHBIX BUIOB OPraHU3AL[OHHBIX JIOKYMEHTOB.

- OdopmiieHre pacopsAUTENbHOM JoKyMeHTaru. CoCTaB
pacnopsauTeIbHBIX JOKyMeHTOB. [IpaBuia cocTaBieHust 1 0hOpMIICHUS
MIPUKA30B [0 OCHOBHOM JIeSITeNIbHOCTH. Pa3HOBHIHOCTH pacTIOpsHKEHHH.
IMopsaok opopMIIEHNS BBITMCKH U3 PACHOPSANTENFHOTO JOKYMEHTA.
FOpuauyeckast cuiia pacropsAUTENbHBIX TOKYMEHTOB.

- Odopmnerne HHPOPMATUOHHO-CITPABOYHOH ToKyMeHTanum. Coctas
HHPOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB.

OK 5,
MK 1.4, IIK 4.1.

Tema 3. Kaaposas
AOKYMEHTAINS.
Koppecnongenuus
nepuoIuvecKuxX
MeponpUATHI

Conepsxanue TeOpeTHYECKHX 3aHATHIA:

- [lonsaTHe KaapOBOW JOKYMEHTAIMHU. 3asBiaeHue. TpyaoBoi JOTOBOD.
Pesrome. ABro6uorpadus. Xapakrepuctuka. OhopmiieHHe MPUKA30B 110
JIMYHOMY cocTaBy. TpynoBas kHuxkKa. JInunele kapTouku. JInunsle nena.

- Koppecnonaenuus, cBg3anHas ¢ IpOBEICHUEM NIEPUOTTUECKUX
mepomnpusituii. [Ipotokon. OcHOBHBIE ITPaBUIIa COCTABICHUS U O(HOPMIICHHUS
MIPOTOKOJIA.

OK'5,
MK 1.4, 11K 4.1.

Coaep:kanue NPaKTHYECKHX 3aHATHIA:

O6cyxaenue npodnemuoi Tembl: OpopMiIeHHE KaJPOBBIX JOKYMEHTOB.
Pa6ota no Temam:

- CocraBnenue TPYAOBBIX JOT'OBOPOB U JOKYMEHTOB I10 JIMYHOMY COCTaBY.

- CocraBnenue mrartHoro pacnucanus. OdopmiieHne 3asiBICHUI 1 IPUKA30B

OK'5,
1K 1.4, 11K 4.1.




0 rpueme Ha paboTy, 00 YBOJILHEHUH, O IEPEBO/IE, O MPEIOCTABICHUI
OTITyCKa, 0 KoMaHupoBaHuH. CocTaBlIeHHE BBIUCKY U3 IIPUKa3a.
Cocrasienue pe3iome, aBToonorpadun, XapakTepUCTUKH. 3al0IHEHHE
JINYHON KapTouku. POpMHUPOBAHHUE JIMYHOTO JIENA.

Tema 4. [lesioBast

Copepixanue TeopeTH4eCKHX 3aHATHIA:
- Tunossle u Tpadapernsle muckMa. Knaccudukanus nucem. CTpykrypa

KOppeCcIOHIeHIus.
Jles10BbIE U MHChMa. CTaHﬂglpTHLIe ¢passl 1 BeIpakeHUst. OTASIbHBIC BUABI ITHCEM: OK 5,
ITUCbMa-TIPOCHOBI, COIPOBOUTENBHBIC TMCbMA, JOTOBOPHBIE MHCHMA.
KOMMepYecKHe P » COTPOBOA » IOTOBOP ’ TIK 1.4, TIK 4.1.
HCbMa ITCbMa-TIOATBEPIKICHHS, UCbMa-HAIIOMMHAHMS, TNCbMa-HU3BEIICHNUS,
[TMCbMa-TIPUIIIAIICHHS, TApAaHTUIHHbBIE TIChMA, TTHCbMAa-3aPOCHI ¥ ITHChMa-
oTBeThl. [len0Boe MIChMO MEKTYHAPOIHOTO 00pasia.
Conep:xanue NpaKTHYeCKUX 3aHATHIA:
O6cyxaeHne NpoOIeMHBIX TEM:
- OdopmileHnE AEITOBOH ITEPETHCKH.
- [TncpMo Kak OCHOBHOI BUJT TOKYMEHTA AJISL OCYIIECTBIICHHS OK 5
o ,
KOMMYHHKAIHH. IIK 1.4., TIK 4.1.
- CocrapieHue OTJEIbHbIX BUJOB HCEM: ITHCbMA-TIPOCHOBI,
COIPOBOUTEIBHBIE THChMa, IOTOBOPHBIC IIMCHbMa, ITMChMA-TIOTBEPIKICHH,
ITMCbMa-HaIIOMHHAHHS, TUCbMa-U3BEIICHHS, TCbMa-TIPUIJIALICHNUS,
rapaHTHIHOTO MMCHMa, MMCbMa-3alpoca ¥ IHChMa-0TBeTa.
Tema 5. OpI‘aHI/BaIII/ISI Coaep:xanue TeopeTHYECKMX 3aHITHIA:
JIOKYMEHT0060poTA. - [lonstne noxymentoobopota. Opranuzanus paboThI ¢ JOKyMEHTaMH.
CucTeMaTH3aIust IMonsTHe KNaccUKALUK M CUCTEMATH3alUK TOKyMeHTOB. [ToHsATHE e 1
HOMEHKJIATYpbI Aeil. ' pyHInupoBKa TOKyMEHTOB B Jiela.
JIOKYMEHTOB. YPpbl ACIL 1 pyIIHp AOKY] A
- Jlena moCTOSIHHOTO U BPEMEHHOTO CPOKOB XPaHEHHSI, OITHCH TaKHX JIell. 0K 5
Homenkanarypa aas ,
ITonsTHE apXKBa, €ro 000pynIOBaHHEe. APXUBHAS CIIPaBKa, apXHUBHAs KOIIUS, K 1.4 TIK 4.1
ux opMupoBaHuS U a e A
pXMBHas BHITUCKA. [lepesada e Ha rocy1apCTBEHHOE XpaHEeHHE.
XpaHeHUs. - CoBpeMeHHbIe HH(OPMAIHOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTHU.
HUndopmauuonno- DJIeKTPOHHBII JOKyMEHTOOOOPOT.
KOMMYHHMKAIlMOHHbIE - 3amuTa HH(pOPMALMHN TIPH CO3IAHNH CITY)KEOHBIX JTOKYMEHTOB.
TEeXHOJOrMU B CoBpeMeHHbIe CITOCO0bI M TEXHHUKA CO3JIaHUsI JOKYMEHTOB.
COBPEMEHHOM Couepmaﬂue NPAKTHYECKUX 3aHATHIA:
JIOKyMEHT0060poTe O6cy>xaenue npoOIeMHOI TEMBI:
Opraauzanys JOKyMEHTO000pOTa PeIIpHUSsTHS.
- AHaNM3 TOKyMEHTO000pOTa OPTraHU3aLIH.
- OmpeneneHne CPOKOB XpaHEHHUsI TOKYMEHTOB. OK’5,
- CocraBiieHHe HOMEHKIIATYPhI JEI. TIK 1.4., TIK 4.1.

TaKuX JCIL.

- Jlena moCTOSIHHOTO ¥ BpEMEHHOTO CPOKOB XpaHeHHsI, popMHupoBaHHe ONUCH

- ABTOMaTHU3UPOBAHHBIN TOKYMEHT0000pOT opranu3anun. Coznanne
KOMIIBIOTEpH3UPOBAHHOTO JOKYMEHTO000pOTa NPEAPHSTHSI.

2.3. Pacnpenesnenue o0beMa JMCUMILIMHBI 10 pa3jejiaM, TeMaM U BUAaM y4eOHOMH padoThl

2.3.1. YueOHO-TeMaTH4YeCKHil IJIaH 3aHATHI (04Hast popma o0yueHus)

VYuebnas pabora 00yJaroIIHXCs
OO6muit 00beM BO B3aUMO/ICHCTBHH C Camocrosreib
Pazmen, TemMa IUCIMITIIHHEI yueOHOI npernojgasaTesneM (4ac.) Has pabora
pabotsr (4ac.) Jlexuyn IIpakTnueckue (gac.)
3aHATUA

Tema 1. JIOKyMEeHT U CUCTEMBI JOKYMEHTAIIHH. 9 6 1 b
PeKkBU3UTHI TOKYMEHTOB
Tema 2. YnpaBneHueckas JOKyMEHTAIHsI. ] 4 0.5 35
CocraiieHre U 0(OPMJIEHHE OCHOBHBIX JJOKYMEHTOB ’ ’
Tema 3. KagpoBast oKkyMeHTAIHSI. ] 4 0.5 35
KoppecnoHieHIus MepuoaNIeCKUX MEPOIPHUSTHIA ’ ’
Tema 4. JlenoBast koppecnoHaeHIs. J{eIoBbie 1 8 4 1 3
KOMMepUYeCcKHe Michma
Tema 5. Opranuzamnus T0KyMeHTO000pOoTA.
Cucremaruzanus J0KyMeHToB. HoMeHkmaTypa st
ux popmupoBanus u xpanerus. MHpopMarmonHo- 12 7 1 4
KOMMYHHKAI[MOHHbIE TEXHOJIOTHUH B COBPEMEHHOM
JIOKyMEHT0000poTe
3auem 1 1 - -




HTOIO: 46 \ 26 \ 4 \ 16

2.3.2. YueOHO-TeMaTH4YeCKHIl IVIAH 3aHATHI (3a0uHast popma o0yueHHs)

VYuebnas pabora o0yJaroUmxcs
OO6muit 00eM BO B3aUMOJICHCTBUU C CamocrosiTenb
Pazmen, TemMa DUCHMITIIHHBI yueOHOI npenozgaBaTesneM (4ac.) Has pabora
pabortsr (4ac.) Jlexipm IIpakTuueckue (uac.)
3aHATUSA

Tema 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIMH. 9 1 ) 8
PexBU3UTHI TOKYMEHTOB
Tema 2. YnpaBneHueckass JOKyMEHTaLUSI. 8 B 1 7
CocrtaBieHre 1 0()OPMIICHHE OCHOBHBIX JIOKYMCHTOB
Tema 3. KagpoBas jokymMeHTAIMsI. 8 B 1 7
KoppecnonaeHus nepuoanyecKux MEpONpUsITUIL
Tema 4. JlenoBast koppecnoHaeHuus. JeaoBbie u 8 1 ) 7
KOMMEPUYECKHE NHChMa
Tema 5. Opranu3zanusi JOKYMEHTO000pOTa.
Cucremaru3anus JokyMeHToB. HomeHkIaTypa amst
ux GopmupoBanus u xpanenust. UupopMarmonHo- 12 1 - 11
KOMMYHHKAIIMOHHBIE TEXHOJIOTUU B COBPEMEHHOM
JIOKYMEHT0000poTe
3auem 1 1 - -

HTOIO: 46 4 2 40

2.4. Buabl, ¢GopMbl M MeTOAbl KOHTPOJS IJIAHHPYEMBIX Pe3yJbTATOB OCBOCHMS
y4eOHOM TMCHMILINHBI

Texywuii KoHmpoab ONpeNeNseT CTEeNeHb KayecTBa YCBOEHHUS HM3YyYEHHOTOo Yy4eOHOro
MarepHalia TeOpeTUYECKOro U MPaKTUUECKOro Xapakrepa B xoje ooyueHus. Cucrema TeKyIero
KOHTPOJISL yCIIEBAEMOCTH INpEAyCMaTpUBaeT pa3HooOpa3Hble 10 (GOpME M  COAEPIKAHUIO
KOHTPOJIbHBIE MEpONPHUATUS (KOHTPOJbHBIE TOUYKH), YUYUTHIBAIOLIME BCE BHJbI ayJUTOPHON U
CaMOCTOSITENIbHON yueOHOM NesTeTbHOCTH 00yUaroerocs.

OCHOBHBIMH BHIaMH TEKYILEI'0 KOHTPOJISI YCIIEBAEMOCTH CTY/ICHTOB SIBIISIFOTCS:

- BXOJHOH KOHTPOJb - HEOOXOAMMBIA JJIsl YCIEIIHOTO IUIAHUPOBAHMUS M YIpaBJICHUS
y4eOHBIM MPOLIECCOM;

- TeMaTUYEeCKUI KOHTPOJIb (10 MaTepuaiaM U B 00beMe OJJHON y4eOHOU TeMbI);

- pyOexHbIi KOHTpoib (B 0OBEME pa3/lelnoB MM TPYyHNN TeM M0 JUCHUIUIMHE)
o0ecreunBaroIUil Ka4ecTBO U3yYEHHsI CTyIEHTaMU y4eOHOro MaTepuasa, yrpaBieHHe yueOHoH
JeSITeIbHOCTBIO CTY/IEHTOB M €€ KOPPEKTHPOBKY, a TaKXe CTUMYJIMPOBAHHE pPETyJspHON,
L[eJIeHANpaBIeHHOW padOThl CTYIEHTOB, AKTUBU3ALMS MX I[103HABATEIbHON JEATEIbHOCTH;
OlpeielIeHue YPOBHS OBJAJCHMS CTYIE€HTAMU HaBbIKAMM CAMOCTOSITEIbHOM palboThl, cO37aHue
ycnoBui Uit MX (opMupoBaHus. PyOekHbIE KOHTPOJIb MOKET MPOBOJUTHCS HECKOJIBKO pa3 B
CeMecCTp, B BHJIE MPEABAPUTEIBHOTO KOHTPOJIS (Mepes SK3aMeHOM) U / Wi B (hopMe UTOTOBOTO
KOHTPOJIS, HAIIPABJICHHOTO Ha BBISBJICHUE CTENICHU OBJIAJCHUS CTYJCHTAMU CHUCTEMOW 3HAHMH,
YMEHUH U HaBBIKOB (KOMIIETEHIIUH), MTOJIYUYE€HHBIX B IpOIlecce U3yUeHHs YIeOHOU TUCIUIUIUHBIL.
W TOrOBBIN KOHTPOJIb OCYIIECTBISIETCS B KOHIIE CEMECTpa U3y4eHUs y4eOHOM TUCIUTUIMHEL.

OcCHOBHBIMH (pOPMAaMHU TEKYIIETO KOHTPOJS YCIIEBAEMOCTH CTYIEHTOB SIBJISIOTCS:
YCTHBIA OMPOC Ha JIEKIUAX, MPAKTHUECKUX M CEMHHAPCKHUX 3aHATHUSX, MPOBEPKA BBIIOIHEHUS
NUCbMEHHBIX JOMAlllHUX 3aJlaHuif, TPOBEJEHHE KOHTPOJIBHBIX paboOT, TECTUPOBaHHE




(MUChMEHHOE WM KOMIIBIOTEPHOE), KOHTPOJb CaMOCTOSATEIBbHONH paboThl CTYAEHTOB (B
MMCbMEHHOW WJIM YCTHOHM (hopMe) U T. 1.

Ilpomesicymounas ~ ammecmayus — (KOHmponp)  OOy4aroOUMXcid 1O  JUCIUILINHE
o0OecrieunBaeT OILEHUBAHUE PE3yJIbTAaTOB YYEOHON JEATENbHOCTH CTYAEHTa 3a CEeMEecCTp,
CIIy)KalllMi N7 OINpeNleJIeHus] YPOBHSI KauecTBa IOJATOTOBKU CTYACHTOB B COOTBETCTBUU C
tpeboBanussmMu GI'OC CIIO no cnenuanbHOCTU. [IpoMexyTouHas aTTecTalus OCyIIeCTBISETCS
B KOHIIE CEMECTpa W 3aBepLIaeT H3yYeHUE OTIENbHOW IUCHMILTUHBI / MEXKIUCIUIUIMHAPHOTO
Kypca / mpodeccuoHanbHoro monyisa. IlpomexyTounas arrectanus peanusyercs B Qopme
3auera / qudGepeHInpoBaHHOTO 3a4eTa / IK3aMeHa.

Pezynomamor oceéoenus oucyuniumsl JOCTUTAIOTCA 3a CYET MCIOJIb30BAaHUS B IpOIECcCe
OoOy4eHHs aKTUBHBIX M MHTEPAKTUBHBIX METOJIOB W TEXHOJOTUH (OPMHUPOBAHUS 3aJaHHBIX
KOMIIETEHIIUH Y CTY/I€HTOB.

2.5. Ucnosib30BaHue B Mponecce 00y4eHUus AKTHBHBIX M HHTEPAKTUBHBIX METOI0B
TeXHOJI0THiIl GopMUPOBAHMS KOMIIETEHIIHA.

[lepexoa K KOMIIETEHTHOCTHOMY MOJXOAY B Ipolecce oOyueHHs TpeOyeT H3MEHEHUs
MHOTHX COCTABJIIONIMX Y4EOHOTO Ipollecca: COACPIKaHUs, CIIOCOOOB KOHTPOJS U METOJOB
oOyuenusa. OnHuM U3 Hambosee Ba)KHBIX HAMPABICHUM W3MEHEHHUS METOJ0B OOY4YEeHHs IMPHU
nepexoie K KOMIICTEHTHOCTHOMY IIOJXOJY SIBJISICTCSI MCIIOJIb30BaHHE B Y4eOHOM Ipolecce
AKTUBHBIX U MHTEPAKTHBHBIX METO/IOB M TEXHOJIOTHIT 00ydeHUsI.

BritoueHre B y4eOHBIM TPOIECC AKTHBHBIX W HMHTEPAKTUBHBIX METOJIOB OOyUCHUS
AKTUBU3UPYET MO3HABATEIbHYIO aKTUBHOCTh CTY/ICHTOB, YCHUJIMBAET MX MHTEPEC ¥ MOTHUBAIIUIO,
pa3BUBACT CIIOCOOHOCTh K CaMOCTOSITCILHOMY OOYYeHHI0O M OOecleuMBaeT OoJiee IOJHOE
ycBoeHue uH(opmanuu (eciau npu JIEKIHMOHHOW Mmogaue MaTepuana ycpauBaetcs He 6omnee 20%,
uH(popMaluu, To B AenoBoi urpe — 10 90%).

AKTHBHOE W HWHTEPAaKTHBHOE OOyYeHHE IMpeanonaracT oO0ydeHUe, MOTPYKEHHOE B
oOIIeHne, KOTOpOE COXpaHsSeT KOHEYHYIO Ielb M OCHOBHOE COJAEpKaHHME IMpeaAMeTra, HO
BUJOU3MEHSET (HOpPMBI U TIpUEMbI BeldeHUs 3aHATHS. K HaydyHO-METONWYECKMM OCHOBaM, Ha
KOTOPBIX 0a3upyeTcsl akTUBHOE U MHTEPAKTUBHOE 00y4YeHHE OTHOCSTCS 00yueHue Yepe3 OMbIT U
COTPYIHUYECTBO, YYeT pa3duuyuid B CTHIAX T[O3HAHUSA, WCIOJIb30BaHHE TOUCKOBBIX,
UCCIIEIOBATENILCKUX M UTPOBBIX METOJIOB.

WNuTtepakTiBHOE 00ydeHHe Kak ocobas ¢opmMa OpraHu3aliy IO3HABAaTEIbHOU
JESTEIbHOCTH 00ECIeuynBaeT BOBICYEHHOCTh BCEX CTYACHTOB B 00pa3oBaTeNbHBIN MpoIliecc,
CO3MaeT YyCJIOBUS JUisi OOMEHa, B3aMMHOTO OOOTalleHHs] 3HAaHUSMHU, HUICSIMH, crocobaMu
JESTENIbHOCTH, CIIOCOOCTBYET YCTAaHOBIEHUIO SMOIIMOHATBHBIX KOHTAKTOB MEXKIY CTYACHTAMU,
npuy4aer padoTarh B KOMaHJE, CHUMAeT HEPBHYI HArpy3Ky, MOMOTaeT HCIBITaTh YYBCTBO
3aIIUIIICHHOCTH, B3aUMOIIOHUMAaHHsI U COOCTBEHHOU YCTICIIIHOCTH.

K MeTonaM akTHBHOTO U HHTEPAKTUBHOTO O0yUYEHUSI OTHOCSITCS:

HUzposvie mexnonocuu: nenoBas Urpa, CIOKETHO - POJIeBask UTPa, UMUTAIIMOHHBIC UTPBHI,
UTPOBBIC 3aHATHS Ha MOJENsIX (MCKYCCTBEHHass oOpa3oBaTenbHasi cpena, KOMIBIOTEPHBIC
JIEJIOBbIE WTPBI), CTAXXHPOBKA (C BBIMOJTHEHHEM WM 0€3 BBIMOIHEHUS JOHKHOCTHOW POIN),
JNEHCTBUS IO UHCTPYKITUH (2JITOPUTMY )



Cumyayuonusiti ananu3: aHAN3 KOHKPETHBIX CHUTYalluid, pEIIeHHE CUTYaTHBHBIX H
MIPOM3BOJICTBEHHBIX 3a/1a4, KEHC-TEXHOJIOTUN (MILTIOCTPATHBHBIE YUEOHBIC CUTYaIlMH, KEHCHI C
dbopmupoBanneM U 0e3 QopMuUpoBaHUS MPOOJEMBbI, NPHUKIATHBIC YIPAKHEHUS), pa3zdoop
WHIMJICHTOB U3 MPAKTHKH, 0ACKET-METO/ U T.1I.

Depucmuueckue MeXHONOUU 2eHePUPO8anus udetl: «MO3TOBOM INTYpM», CHHEKTHKA,
accoranuu (metadopsl)

Tpenune-memoosl: COIMATBHO-TICUXOJIOTUYECKUN TPEHUHT, TPSHUHT JIEJIOBOTO OOIICHHS,
NICUXOTEXHUYECKHE UTPBI

Ilpobnemnoe obyuenue: akTUBHBIC (MPOOJIEMHBIC) JIEKIIMM M CEMHHAPHI, JICKIIHMH-
JIMCKYCCHH, TICPEKPECTHBIC UCKYCCUHM, TEMAaTUYECKHUE JUCKYCCHUU: KPYIJIBIA CTON, Tpecc-
KoH(pepeHust / HaydHO-TIpakTHIeckas KoHpepeHus, 1edaTsl

Ilpoexmnoe obyyeHue: pa3padOTKa TBOPYECKOTO HHIWBUAYAILHOTO WM TPYIIIOBOTO
NPOCKTA, HMCCIICIOBATEIBCKIE MPOCKTHI, WH(POPMAIMOHHBIC MPOCKTHI, TBOPUECKUE MPOCKTHI,
COLIMAIEHO-OPUEHTUPOBAHHBIC MIPOCKTHI, UTPOBOE MPOCKTUPOBAHKE

Komanonoe ob6yuenue: pabotra B MajblX TpyNIax, WHTEPBbIO, pabdoOTa «TPYIIIbI
JKCIIEPTOBY

Tecmogvie mexnonoeuu 06yyenuss (MMOMUMO KOHTPOJISI TECThI BBITIOJHSIOT TaKXKe
JIMarHOCTHYECKYI0, 00YYAIOIIYI0, OPTraHU3YIOIIYIO, PA3BUBAKOINYI0 y4eOHbIe (DYHKIMH): TECTHI C
OJTHO3HAYHBIM BBIOOPOM OTBETA, TECT C MHOTO3HAYHBIM OTBETOM, TECThI Ha JIOTIOJIHCHUE, TECTHI
nepekpectHoro Bbibopa, MACTAK-texHonorus (MeTOJ AaKTUBHOTO COLIMOJIOTHYECKOTO
TECTUPOBAHUS, aHAIN3a U KOHTPOJIS)

2.6. 3agaun, ypoBHHM, BHAbI U (POPMBI CAMOCTOSITE/]bHON pPadOTHI M IepeYeHb
Y4eOHO-MeTOANYeCKOro odecrnevyeHus I CAMOCTOATEIbHOH PadoThl 00yYAOIIHUXCS

CornacHo TtpeboBanusim @OI'OC CIIO u WHHBIX HOPMATUBHBIX JIOKYMEHTOB
camocTosITeNlbHasl paboTa CTY/IEHTOB SIBISETCS 00s13aTEIbHBIM KOMIIOHEHTOM 00pa30BaTeIbHOTO
mpolecca, Tak Kak OHa CIOCOOCTBYeT Oojiee IIyOOKOMY OCBOCHHMIO M3y4aeMOW JMCIMILIUHBI,
ofOecrieunBaeT 3aKpeIrUIeHHE TMONy4aeMbIX Ha JIEKIIMOHHBIX 3aHATUSX 3HAHUH TyTeM
MPUOOpPETEHUs] HABBIKOB OCMBICICHUS M PACHIMPEHUS UX COACPIKAHHS, HABBIKOB pELICHUS
aKTyaJIbHBIX MPAKTUYECKUX 3aJad, HAYYHO-HCCIIEOBATEIbCKOM NEATEIbHOCTH, MOATOTOBKH K
CEMUHAPCKUM U TMPAKTUYECKUM 3aHSTHUSIM, Clade 3a4eTOB U HSK3aMEHOB, oOecreuuBas TeM
cambIM (hOpMHUpOBaHHE OOLIEKYIBTYPHBIX U TPO(HECCHOHATHHBIX KOMIIETSHIIUN 00yJaroIUXCs.

CaMocrtosiTenbHass paboTa CTYOEHTOB SIBISIETCS COBOKYIMHOCTBIO AayAMTOPHBIX U
BHEAYJIUTOPHBIX 3aHATHA M PabOT, 00ECTeYMBAIONINX YCIEIIHOE OCBOCHHE 00pazoBaTENbHOMN
MPOrpaMMbl CPEIHEro MPOQPEeCCHOHATHHOTO O00pa30BaHMsI B COOTBETCTBHH C TpPeOOBaHUSMU
dI'OC CIIO.

B pamkax ocBoeHHs OCHOBHOW mpodeccroHAbHON 00pa30oBaTeNbHON MPOTPaMMBI
CpemHero MpoQecCHOHANBHOTO O00pa30BaHHUS CaMOCTOSTeNbHAs paboTa O0yJaromMxcs
HallpaBJi€Ha Ha pelIeHUE CIEeYIOIUX 3aa4:

- 3aKpervieHue M paclIMpeHUE 3HAHWM, YMEHUM, MOJYUYEHHBIX CTYJACHTaMH BO BpeMs
JIEKIIMOHHBIX U MTPAKTHUYECKUX 3aHATUH, (OPMUPOBAHUE HA UX OCHOBE YCTOMUYUBBIX CTEPEOTHIIOB
YMCTBEHHOU U (U3NYECKON NEATEILHOCTH,
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- TpuUOOpeTEeHHWE JIOTIOJIHUTENFHBIX 3HAHWA W  HABBIKOB TI0  JUCIHILUIMHAM,
MEKIUCIUATUTMHAPHBIM ~ KOMIUIEKCaM,  MPO(PECCHOHANBHBIM ~ MOIYJISM,  PAKTUYECKOMY
00y4eHwu1o;

- (¢dopMupoBaHMEe ¥ pa3BUTHE 3HAHWA W HABBIKOB, CBS3aHHBIX C HAy4YHO-
UCCIIEIOBATEIILCKON JCATEIbHOCTBIO, HABBIKOB CAMOOPTaHU3AIHH;

- (opMupoBaHME CaMOCTOATENBHOCTH MBIIUICHHS, CHOCOOHOCTH K CaMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO H CaMOPCaTH3aIIHH;

- BbIpa0OTKa HaBBIKOB J(P(EKTUBHOW  CaMOCTOSTEIBHOM  MpodecCHOHATBHOMN
NPaKTUIECKON U yu4eOHO-UCCIIE0BATEILCKOM eI TeIbHOCTH

YpOBHM caMOCTOSATEIBHON PabOThI 00YJaIOIIHXCS:

1. CamocrosrenbHas pabota 1Mo oOpasiy (HU3KHH YpPOBEHb CaMOCTOSTEIBHOCTH) —
IpeIoiaracT HEMOCPEICTBEHHBI MEPEHOC H3BECTHOIO CIIOCO0a pEIIeHUsT B aHAIOTHYHYIO
curyanuoo. PaboTa BBINOJNHSIOTCS Ha OCHOBE AITOPHUTMOB, PaHEE IMPOJCMOHCTPHPOBAHHBIX
npernojiaBaTesieM M ONPOOOBAaHHBIX CTYJICHTaMU TPU BBIMOJHECHUHM TPEIBIIYIINX 3aaHHH.
BocnpousBeneHre airopuTMoB  CHOCOOCTBYET (OPMUPOBAHMIO yMEHUH W HAaBBIKOB,
3alIOMUHAHHIO CITIOCOO0B CaMOCTOSITEIIbHON paOOThl B KOHKPETHBIX CHUTYAIIUsX.

2. CamocrosiTenbHas  pabota  —  PEKOHCTPYKIHUS  (TIOPOTOBBIA  YPOBEHb
CaMOCTOSITEIIbHOCTH) TPEAINOJIaraeT OCMBICJIICHHBIH TEPEHOC 3HAHMH M yYMEHHUW B THUIIOBBIC
CUTYallMH, YYUT aHAJIU3UPOBATh COOBITHS, SBJICHUS, (AKThl, CO3MACT YCIOBUS ULl PAa3BUTHUS
MBICJIUTEJIBHOM aKTUBHOCTH OO0y4Yaronuxcsi, GOpMUPYIOT MPHUEMbI U METOMbI MMO3HABATEIHLHON
NEeSITEITLHOCTH.

3. CamocrostenpbHas  pabota —  wuccienoBaHue  (MPOJBUHYTHIH  YpOBEHBb
CaMOCTOSITEIIbHOCTH) - OCHOBaHa Ha IOCTOSHHOM IOMCKE HOBBIX PEIICHHN, O0OOUICHUU W
CHCTEMaTH3allMK TOJYUYCHHBIX 3HAHHWH, MX IEPEHOCE B WHBIC HECTAHJAPTHBIC CUTYalluH M
HarpasjieHa Ha (POPMUPOBAHHE U PA3BUTHE TBOPUYECCKOH JIEATEILHOCTH O0YYAIOLIIXCS.

CprKTypa CaMOCTOSATEIbHOM pa6OTLI BKJIHOYACT Tpu OCHOBHBIX oTaria:
MOATOTOBUTEIIbHBIN (OpHCHTHpOBO‘-IHBIfI), HCIIOJIHUTEIbHBIN U KOHTpOJIBHO—ﬂHaFHOCTquCKHﬁ.
B paMKax YKa3aHHBIX 3TAIllOB IMMOCICAOBATCIIBHO BBIITOJIHAKOTCSA CICAYIOIINC y‘le6HHe JICHCTBUSA:
aHaJInu3 yqe6H0r0 3alaHusl U CPOKOB C€ro BBIIIOJIHCHUSA, ITOUCK CIIOCO00B M CpeaAcTB C€ro
BBITIOJIHCHHUA; IIJIAHUPOBAHHUEC XOJa BBIIIOJIHCHUA 3aJlaHUS W IMPOTrHO3UPOBAHUC BO3MOKHBIX
3any,Z(HCHI/II\/’I; IIPpOBEpPKA, OLICHKA U CaMOOIICHKA IMOJTYYCHHBIX PC3YJIbTATOB.

CamocTosTenpHas pa60Ta

Ne Bun CopneprkaHHue CaMOCTOSITENIBHON paboThI ITpumepHoe
I/l | CaMOCTOSTENbHOM BpeMst
paboTsl
1. Ioxroroska CamocrosTenbHas padoTa MO MOATOTOBKE K JICKIMH HEOOX0oanuMa IJIst 20 MUHYT
JIEKIUU MOBTOPEHUsT HM3YYCHHOTO paHee MarepHana, IIOCKOJIbKY H3ydYeHHe

(TeopermueckoMy | 00O JMCHMIUIMHBL CTPOMTCS Ha IIOCIEAOBATEIIEHOM OCBOCHUH
3aHATHIO) pa3lenoB U TeM, Kaxaas M3 KOTOPbIX TaK WIM HHAde CBfA3aHa C
npeaslaymuMu.  IloaTomMy — ypoBeHb  OCBOEHHSI ~ KOHKPETHOM
OUCHUIUIMHBL W (OPMHUPOBAHHS COOTBETCTBYIOIIMX OOOIMX U
NMpoQeCCHOHANBHBIX ~ KOMIICTEHIIMH HANpsIMyl0 CBS3aH C  TEM,

HACKOJIbKO CTYJACHT OPUECHTHUPOBAH HA IMOJYUYCHHC HaA JICKIHUAX HOBBIX
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3HaHPII>1, JOIOJIHAIOMIUX YK€ UMCIOIIHECH 10 JTAaHHOM JUCHOUIIITHHE.

Tloaroroska k
MPaKTHYECKOMY
(cemuHapckoMmy)
3aHATHIO

CamocrositennbHass  pabora  oOydarOIIMXCsi 1O  IMOATOTOBKE K
MIPAaKTHYECKOMY 3aHATHIO MPEAINOIaraeT OCMBICICHHE LENH U 3aaad
€ro IMpOBEJCHUS, OBJAJICHUE HAaBBIKAMH aHAJMUTUYECKOH M HAy4HO —
HCCIIE0BATEIbCKON AEATCIBHOCTH.

CamocrosiTeNibHas TOATOTOBKAa K HPaKTHYECKOMY (CEMHHApPCKOMY)
3aHSTHIO HAIIPaBJICHA Ha:

- pa3BHUTHE HABHIKOB pabOTHI C HAYYHON M MHOM JINTEPATYpOil;

- (opMHpOBaHHE HABBHIKOB (HOPMYIMPOBKH 3aAadil / BBIIBICHUA
poOJIeMBbl ¥ YMEHUSI UX aHAJIM3UPOBATh, BBIIEISATH COCTABHBIC YAaCTH,
OTIPENIeIISATE 3TAIBI PEIICHUS 3a1a41 / TIPOOIIEMBL;

- MOWCK W aHaJu3 JAONOJHHUTEILHON HH(pOPMAIMK, MO3BOJIAIONICH
riry0xe pa3o0paThCs B OTACIBHBIX BOIPOCAX TEMBI WIIH COPMHUPOBATH
LIEJIOCTHOE NPE/ICTAaBIEHUE IO IpodieMe;

- BBIpaOOTKYy yMeHHs (OPMYJIHPOBATH 3aJa4yM IOMCKa HH(GOpPMAIIHH,
ONIPEAENATh HEOOXOJMMBIE MCTOYHMKM HMHPOpPMAIMU U HX
aKTyaJbHOCTb,  CTPYKTypHpOBaTh  IOJIy4aeMyl  HH(OPMALHIO,
BBIACIAA HaI/I6OJ'Iee 3HAYMMYIO 4YacCTb, OICHHMBATHL MPAKTHYCCKYIO
3HAYUMOCTb ¥ 0DOPMIISATH PE3yIbTaTHI ITOKCKA,;

- (hopMUpOBaHKE M PA3BUTHEC HABBIKOB I'PAMOTHOI'O M3JIOKCHHS CBOUX
MBICIIEl B YCTHOH M TIMCHbMEHHOW ¢OpMe C HCHONB30BAHUEM
COBPEMCHHOW HAy4yHOH MPOGECCHOHATIBHON TEPMHHOJIOTHH, IS
MOJTOTOBKA  COOCTBEHHOTO  BBICTYIUIGHHS IO  00CY>KAaeMbIM
BOIIPOCAM;

- (¢dopMupoBaHHE HaBBIKA APTYMEHTHPOBAHHOTO BEICHUS JMCKYCCHHU
o o0cykaaemMoii npobdiieme.

Pabora Ha mNpakTHYECKOM 3aHATHM HAIlpaBlI€Ha B TOM 4YHCIE Ha
H3MEHEHHE CTYJICHTOM caMoro cebs. JlaHHbIN pe3ynbTar O4eHb BaXKeH,
MOCKONBKY OH  obecrmeunBaeT  (OPMHPOBAaHME  ILEJIOTO  psiza
OOIIEKyIBTYPHBIX KOMIIETEHIINH, HAIIPUMEP, CIIOCOOHOCTD:

- OpraHM30BBIBATH COOCTBEHHYIO JESTENBHOCTH, BHIOMPATh THUIIOBBIE
MCTObI U CIOCOOBI BBITNTIOJITHCHUS HpO(l)eCCI/IOHaHI)HI)IX 3aja4,
OLICHNBATh UX 3()(PEKTHBHOCTH U KAYECTBO;

- CaMOCTOATENIHO ONpeNelsiTh 3aJayd  NpO(ECCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHA, 3aHUMAThCSl CaMOOOPa30BAHHUEM, OCO3HAHHO
IUTAHUPOBATH TTOBBIICHNE KBATH(DHUKALINY;

- OCYIIECTBJISITH MTOUCK W UCIIONb30BaHKUe HH(OpMaLnK, HEOOX0AUMOK
st 3(Q(heKTHBHOTO  BBINOJIHEHHMS  NPO(ECCHOHAIBHBIX — 3ajad,
npo(eCCUOHATBHOTO U JINYHOCTHOTO Pa3BUTHSA U T.II.

30 - 60 MmunyT

IToxroroBska x
KOJUIOKBUYMY

KommoxkBuym mpencraBisier co0Ol  KOJUIEKTUBHOE — OOCYKJEHHE
pasfena AMCHUILUIMHBI HA OCHOBE CaMOCTOATENIBHOIO M3Y4EHHUsS 3TOro
pasnena cryaeHTamH. [IoAroTOBKa K KOJUIOKBHYMY OCYIIECTBIISIETCS
Ha OCHOBE IIEpPEUYHs BONPOCOB, MOATOTOBIEHHOTO NpPENOJaBaTeIeM,
OTBETHl HAa KOTOpBIE HEOOXOAMMO TOJNYYUTh TPH HM3YISHUH
ONpPENICICHHOTO MEpeuHs] Hay4yHbIX HCTOYHUKOB. CTyneHTaM BO
HEOO0XOINMO O03HAKOMHUTBCSA CO CHENHAaIbHOM JUTEpaTypoH, BBHITHCATH
U3 Hee OTBETHl Ha BOIPOCHL, KOTOpBIE OynyT oOCYXIarbcs Ha
KOJUIOKBUyME, C(OpMYyITHpOBaTh CBOE MHEHHE [0 KaXXIOMy U3
BOIIPOCOB.

30 - 60 MmuHyT

IToaroroBka k
KOHTPOJBHOM
(TpoBepouHOit)

CamocrosTelibHas MOATOTOBKA K KOHTPOJILHON paboTe BKIIOYAeT B
celst:
- HByquHe KOHCIICKTOB HeKHHﬁ, paCKpBIBaIOH_H/IX MaTepI/IaJ'I, 3HAHHUC

2 gaca
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pabote KOTOPOTO TIPOBEPSIETCS KOHTPOJIBHOH paboTOH;

- MIOBTOpPEHUE Y4eOHOro Marepuaia, NOJIyYeHHOTO MpPHU IOATOTOBKE K
CEeMUHAPCKUM, MIPAKTHYECKUM 3aHATHSM M BO BPEMsI HX POBEACHHUS;

- UW3y4YeHUE  JONOJIHUTENBHOH  JuTeparypsl, B  KOTOPOH
KOHKPETU3UPYETCsI COJIePIKaHUE [TPOBEPSIEMbIX 3HAHUH,

- TOBTOpeHHWE /  BOCCTaHOBJICHHE  aJITOPUTMOB,  paHee
MPOJIEMOHCTPUPOBAHHBIX  MpEHojaBaTe]eM U ONPOOOBAHHBIX
CTYJICHTAMH TIPH BBIMOJHEHHH 33 1aHUN HA MPAKTUUECKUX 3aHATHSAX;

- COCTaBIICHHE B MBICJICHHON (OpME OTBETOB Ha IMOCTABIICHHBIC B
KOHTPOJILHOH paboTe BOMPOCHL.

5. IToaroroBka k CamocTosiTenpHas MOATOTOBKA K 3a4eTy AOJDKHA OCYIIECTBIATHCS B | 3,5 —4 Waca
3a4ery TE4YEHUE BCEro ceMecTpa, B TOM 4YHCIE, B paMKaX HOATOTOBKU K
JIEKIUOHHBIM M MNPAaKTUYECKHM 3aHATHAM, a TakXKe MNOATOTOBKH K
KOJUIOKBUYMY M KOHTpPOJIbHOM paboTe, €CciiM OHH IPEeAyCMOTPEHBI
IIpernoiaBaTeieM

[MoaroroBka BiIIOYaeT B ce0sl, B TOM YHCIIE, OUYEPEAHYI0 NPOPabOTKy
BCEro JIEKIMOHHOTO MaTepHala, MaTepHalloB, MOArOTOBICHHBIX K
MIPAKTUYECKUM (CEMHUHApCKHUM) 3aHATHUSAIM B TEUCHHE CeMecTpa u
TIOTYYEHHBIX BO BpPEeMs IPAKTHUECKHUX 3aHATHH (B paMKax IOKIAIOB
JpYTUX CTYACHTOB, BO BpeMsl «KpPYTJIBIX CTOJOBY», IUCKYCCHH,
OOCY)XIEHHSI W OCMBICICHHMsI Marepuaia); COOTHECEHHE JaHHOH
uHbpOpManUM C BONpOcaMH K 3adeTy, B ClIydae HeJocTaTka
nH}popManuy, MoucKa OTBETOB B PEKOMEHJIOBAHHOW IpenojaBaTesieM
yueOHOM, y4eOHO-METOANYECKON U HHOM JIUTeparype.

Pexomennyercs nenmate KpaTKue 3amucd A (GOpPMHpPOBaHHSA B
CO3HAaHMM YETKOM JIOTMYECKOH CXeMbl OTBeTa Ha Bompoc. HakanyHe
3agyera He0OXO0ANMO TIOBTOPUTH OTBETHI, HE HCIOIb3YS 3aITUCH.

6. [ToxgroroBka x CamMocTosaTenbpHas MOArOTOBKA K 9K3aMEHY CX0Ka C MOATOTOBKOM 16 — 24 yaca
9K3aMEHY K 3adeTry, HO 00beM Y4eOHOro Marepuana, KOTOPBHIH HEOOXOAMMO
MOATOTOBUTH K 3K3aMEHY (BOCCTaHOBI/ITI:- B IIaMsITH, BHOBb OCMBICJINTH
Y TOHATH), 3HAYUTENHHO Oonbiie. BaxkHO chOpMHPOBATH IEITOCTHOE
NPEJICTAaBICHUE O COJEpPKaHUM OTBETa Ha KaXJIbId BOMPOC, UTO
MperoaracT 3HaHue Pa3HBIX HAYYHBIX MMOIXOHOB K CYITHOCTH TOTO
Wi HWHOro ABJICHUA, WIM T1IpoHecca, YMCHHE ONpEeAcCIsATh U
AHATU3UPOBATH (PAKTOPHI X OMPEICIIIONINE H T.1I.

st 5TOrO peKOMeHIyeTcs MepBOHAYaIbHO B TeueHue | - 2 nHeH,
moxo0paTe W3 PAa3HBIX HCTOYHHKOB MAaTEpHAN, HEOOXOIUMBIH st
pPa3BepHYTOTO OTBETAa Ha KaXJAbId BOMPOC, H3JIOKHUB €r0 B BHIE
KpaTKOTO KOHCIEKTa. 3aTeM II0 MaMsITH BOCCTaHOBHUTH COJCpIKaHUE

KaXXa0ro OTBETA.

@OopMBI  CaMOCTOSTETTLHON pabOThl OOYYArOUIUXCS JJIS OBJAJACHUS, 3aKpeIICHUs U
CUCTeMAaTH3allK 3HAaHUH U (OPMUPOBAHUS YMEHHI:

- pabota B DJEKTPOHHOW OMONMMOTEYHOW CHUCTEME, COCTaBJICHHE KOHCIIEKTOB
NEPBOMCTOYHUKOB U IPYyroi yueOHOW U HayyHO! JIUTEepaTyphl, paboTa ¢ KOHCIIEKTaMH1

- oOpaboTka TekcTa (KOHCIEKTa, Y4YeOHHKa, TIEPBOUCTOYHHUKA, OTIOJHUTEIHHOMN
JUTEpaTyphl, ayJTUO U BUEO3AIHCEH)

- IOBTOpHas paboTa ¢ y4eOHbIM MaTepHUaJIOM: COCTaBJIECHHUE IJIaHa, COCTaBICHHE TaOIuI]
JUIsL CUCTeMAaTH3allMi y4yeOHOro marepuajia, OTBET Ha KOHTPOJbHBIE BOIPOCHI, 3alOJHEHHE
paboueii TeTpaay U T.11.
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- aHAIIMUTHYECKasi 00paboTKa TeKCTa (AHHOTHPOBAHHUE, PEIICH3UpPOBaHue, pedeprupoBaHueE,
KOHCIIEKT-aHAJIU3 | JIp.),

- paboTa Cc TecTaMH U BOIIPOCAMH JJIsi CAMOTIPOBEPKH

- paboTa C HOpMaTHBHO — IIPABOBBIMU JIOKyMEHTAMHU

- HanMcaHue pedepara, scce

- MOJITOTOBKA KYPCOBOW pabOThI

- COCTaBJICHUE CIIOBAPSI 110 TUCIUILINHE

- pa3paboTKa MHIUBUAYAILHOTO WX TPYIIIOBOTO MPOCKTA

- BBITIOJIHEHUE MTPAKTHYECKOTO 3aaHus (Keiica)

- MOMCK WH(POPMAIIMH TI0 33]aHHBIM TTapaMeTpam

- MOATOTOBKA MYJIbTHMEIHMA COOOIIEHHWH / JOKJIAJOB K BBICTYIUICHHIO Ha CEMHHApPE
(koH(pepeHIN ), MaTepUaIoB-IIPEe3CHTAIUN U T.11.

- IOCTPOCHME CBOTHOM (0000IIAOIIIEH ) TaOTHITBI

- pelleHHe 3aj1a4y ¥ YIpaKHEHUH 110 00pasiry

- pellicCHHE BapUaTHUBHBIX 33]1a4

- BBITMIOJITHEHUE PACUETHBIX U rpauyeckux padoT

- peIlICHHE CUTYAIlMOHHBIX 3324

- MOJITOTOBKA K JICJIOBBIM / POJICBBIM HI'PaM

- TPOCKTHPOBAaHWE W  MOJICJIMPOBAHUE PA3JIUYHBIX BHUJOB M  KOMIIOHCHTOB
npoeCCUOHATIBHOM I TETLHOCTH

- T.JI.

HepequL y‘le6H0-MeTOI[I/I‘leCKOl"O obecreyeHus JJIA CaMOCTOSITEILHOMN pa6OTBI
06yqa101u14xc;1: MCTOANYCCKUEC YKa3aHUA I10 CaMOCTOATEIbHON pa60Te CTYACHTOB; y‘Ie6Haﬂ n
METOAUYCCKAd JINTCpATypa B 6ubInoTeke u BJICKTpOHHOﬁ OHOIHNOTEKE KOJ'IJ'ICI[)KEI; OTBCACHHOC
JJIS CaMOCTOSITEILHOM pa6OTLI BpeMA 3aHSATHH B KOMIIBIOTCPHBIX KJIaCcCax KOJ'IJ'ICI[)K&, BKJIrO4as
pa60Ty CO CHCUUAIIM3UPOBAHHBIM  IIPOTrPaMMHBIM O6CCHC‘-I€HI/I6M, I/IH(I)OpMaI_II/IOHHLIMI/I
CIIpaBOYHbIMU CUCTCMAMMU.
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3. YCJIOBUA PEAJIN3AIIAN YYEBHOU JUCIUILINHBI

3.1. Tpe6oBaHHsI K MUHUMYMY MaTepHAJbHO-TEXHUYECKOI0 o0ecreyeHust

Peanmzamust  yuebnoit mucuumrmmasl - OINI[.04 JlokymMeHTanmmoHHOE OOecIeYeHHE
ylpaBiaeHUs TpeOyeT HAIMYUS CHELUAIbHBIX YUeOHBIX IOMELIEHUH JUIsl IPOBE/ICHUS BCEX BUI0B
3aHATUN, B T.4. y4€OHBIX AayAUTOPUU JUIsl MPOBEACHUS TEOPETUUECKUX 3aHATUN (JIeKUui) U
IPAKTUYECKUX 3aHATUM, TPYNNOBBIX W HMHIUBUAYAIbHBIX KOHCYJIbTALIMM, MOMELICHUM AJs
IPOBEICHUS JTa0OPaTOPHBIX pPAa0OT, TEKYIIEro KOHTPOJS M IPOMEXYTOYHOW aTTeCTallHH,
COOTBETCTBYIOIIUM 00pa3oM OCHAIIEHHBIE IMOMEUICHHUS JJIsi CaMOCTOATENBbHOM pPabOTHI
CTYJCHTOB.

VY4eOHble TOMEIIEHUS JOJDKHBI OBITh OCHAILICHBI BCEM HEOOXOIUMBIM 000pYyIO0BaHUEM:
pabouue MecTa MmpernoaaBaTesis, 00y4alonuxcs, TEXHUUECKHE U MHBIE CPEeJICTBA 00ydeHUsI.

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

TPEOYIOMMXCA 11 OCBOCHUSI TUCIUIUIUHBIL:

Ne HaunmeHnoBaHnue nmoMeleHus

1. | Kabuner mpaBoBOro © JOKYMEHTAlMOHHOTO o0ecrmeueHus MnpodeccuoHaIbHON
JEeSITEIbHOCTH, TOKYMEHTAIIMOHHOTO 00ECIICUYeHHs YIIPABICHHS U apXUBOBEICHUS

VYyeOHnas kanuemnspus (cinyx0a JOKYMEHTAI[HOHHOTO 00eCTIeUeHUs yIIPaBICHHUS)

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

4. | JlaGopatopusi HH(POPMATHUKH, BBIYUCIUTEIHHOW TEXHUKH U TEXHUYECKUX CPEICTB
oOydeHus, UHGOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJOTUM, JOKYMEHTAIIHOHHOTO
obOecrieueHUss B NPOPECCHOHANBHON JESATENbHOCTH U KOMIIBIOTEPHOH 00paboTKu
JIOKYMEHTOB

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

3.2. UndopmanuonHoe odecnieyeHne o0ydeHust
3.2.1. IlepedyeHp peKOMeHAYEeMBIX Y4YeOHbIX HW3JaHMH, JOMOJHHUTEJbLHOH
JuTeparypbl, HHpopmannoHHbIX MHTEpHET-pEcypcoB

OcCHOBHBIE HCTOYHUKH

1. Kopuee, U.K. [lokymeHTanmoHHOe oOOecCHeUYeHUE VYIpaBICHUS: YUYEOHUK U
MPAaKTUKYyM sl cpeanero mpodeccuoHanbHoro odpazosanus / U. K. Kopnaees, A. B. ITmenko,
B. A. MamypneB. — 2-e uza., nepepad. u non. — Mocksa: M3garensctBo FOpaiit, 2024. —
384 c.— (IIpodeccuonanbHoe oOpa3oBanue). — ISBN 978-5-534-05022-6. —  Tekcr:
AIEKTPOHHBIN /l OObpazoBatenbHas mwiardopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/514640

2. Kysuenos, HW.H. JlokymMeHTallMOHHOE OOECIeUeHUE YIPABICHUS MEPCOHATIOM:

y4eOHUK U MPaKTHKYM JUIsl cpeaHero mpodeccuonanbHoro oodpasosanus / M. H. Ky3nernos. —
Mocksa: UznarenbctBo HOpaiit, 2024. — 521 c. — (IlpodeccuonansHoe oOpazoBaHuE). —
ISBN 978-5-534-04451-5. — Texkct: anexktponHblii // OOpa3oBarenbHas miaTdopma HOpaiit
[catiT]. — URL: https://urait.ru/bcode/497801
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https://urait.ru/bcode/514640
https://urait.ru/bcode/497801

JlonoHUTeIbHbIE HCTOYHUKH

1. Ky3nenos, U. H. JlokymeHTanimonHoe oOecrieueHre ynpasiaeHus. JJokyMeHT0000pOT
U JICJIONPOU3BOJICTBO: YUYEOHUK M MPAKTUKYM JIJIsl CPEeIHEro npodeccuoHalbHOro 0opa3oBaHus /
N. H. Ky3nenoB. — 4-¢ u3x., nepepad. u gom. — Mockpa: MznarensctBo FOpaiit, 2024, —
545 c.— (Ilpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-16004-8. —  Tekcr:
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/523613

CnpaBoyHo-0ubJnorpagpuyeckue, nepuoanvecKue H3AAHUSA, B T.4. POCCHIICKHUE
JKYPHAJIBI:

1. XKypnan: Jlenonpou3BOoACTBO U JAOKYMEHTOOOOPOT Ha mpeanpusTuu. https://delo-
press.ru/journals/documents/.

2. Kypnan «Cekperapp — pedepeHT» - npodeCCHOHATBHBIN KypHAI I CEKpeTape u
yrpaBieH4YeCKUX pabOTHUKOB. https://www.profiz.ru/st/

HNudopmaunonnsie pecypesl cetu UnTepHer
1. https://www.sekretariat.ru/. CipaBouyHUK cekpeTapsi U ouc — MeHeKepa

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

3.2.2. IlepeyeHb cOBpeMEeHHbIX 0a3 [JdaHHBIX, JHMIEH3HOHHOE MPOrpamMMHOe
odecneueHue

Cospemennvie npogheccuonanvnvle 0a3bl OAHHLIX U UHDOPMAYUOHHBIE CHPABOUHDBIE
cucmemvl  (UHQOpMAYUOHHBIE — MEXHONO2UU),  UCNOAb3YeMoe  Npu  OCYWecmeieHuu
06pazoeamenvHo20 npoyecca no OUCYUNIuHe:

- CmpaBouno-mpaBoBasi  cuctema  «KoHcynbrantllmoc»  (akTyanbHas — Bepcus),
coJepxalliasi, B TOM 4HCJe, HOPMaTUBHO-NIPaBOBYIO0 0a3y B 00JIaCTH TOPTOBJIM, HOPMAaTHBHO-
paBoOBYIO 06a3y B 00s1acTH (PUHAHCOB U T.II. (OT€YECTBEHHOE MPOU3BO/ICTBO);

- Nndopmanmonnas cucrema s Oyxranrepa «Koucynsrantllimtoc s Oyxranarepay,
aKTyajibHas Bepcus (OTEeUECTBEHHOE TPOU3BOJICTBO);

- Crynendyeckuii  uMHpOpPMalMOHHO-CIIpaBoYHbI  moptan  "['apanT-OGpa3zoBanue"
https://edu.garant.ru/ (mocTyn cBOOOIHBIN) (CBOOOIHO PACTIPOCTPAHIEMOE);

- DneKTpoHHO-O0uOIHMoTeUHas cuctema ibooks.ru. https://ibooks.ru/ (ocTyn mo mapoio)
(oTedecTBEHHOE MPOU3BOJICTBO);
- OGpazoBatensHas minatgopma OpailiT 11 By30B M ccy3oB. https://urait.ru/partner/

(tocTym 1o napoJio) (0TeYeCTBEHHOE IPOU3BOJICTBO);

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

- Scopus — enuHas 0Oa3a JaHHBIX pEIEH3UpPYEeMOW HAy4YHOW JIUTEpaTyphl.
WWW.Scopus.com (JIOCTYI CBOOOIHBIN);
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Jluyensuonnoe u c60000HO pacnpocmpausiemMoe NpocpamMmMHoe obecneuenue, 6 m.4.
omeyecmeenHo20 NpouUsBo0CmEa, UCHOIb3YeMOe NpU OCYWecmeaieHuu 00pa308amenbHo20
npoyecca no OUcCyuniuHe.

- Microsoft Windows (uiieH3u0HHOE).

- OdwucHeiii maker nporpamm MicrosoftOffice, BkiItOUarOmUK TEKCTOBBIA PEIAKTOP
MicrosoftWord, osnekrponnyro Tabmuiy MicrosoftExcel, mporpammy mjis TOATOTOBKH
npe3entanuii MicrosoftPowerPoint, 6paysep InternetExplorer (tuiieH3u0OHHOE).

- Ilporpammuslii mipoaykT st paboTel ¢ ¢ainmamu B popmatre PDF Adobe Acrobat
(cBOOOHAS JIMIICH3MA).

- Ilporpammuoe obecrneuenne s apxuBanuu ZIP m RAR: WinRAR (Bepcus,
paboraromias B Windows) (cBoOOHAs JTUIICH3US ).

- Ilporpammusnii mnpoaykr 1C: Ilpeanpusteie (JUIIEH3MOHHOE, OTEYECTBECHHOE
MIPOU3BOJICTBO).

Ocobennocmu  yuyebOHO-Memoouuecko2o obecneuenuss Ol JUY C O02PAHUYEHHbIMU
B03MONCHOCMAMU 300P08bS U UHBAIUOOE

CTyneHThl C OrpaHUYEHHBIMH BO3MOXXHOCTSMHU 3J0POBbS, B OTIUYHME OT OCTAIbHBIX
CTY/ICHTOB, HMECIOT CBOM CIeIU(DUICCKHE OCOOCHHOCTH BOCIPHUSATHS U MEPEpPadOTKU MaTepuaa.
[ToxGop m pa3paboTka y4eOHBIX MaTEPHUAIOB JUIS TAKUX CTYACHTOB MPOM3BOJIUTCS C YUETOM
pa3InYHBIX (OPM HPEAOCTABICHHS JaHHOTO MaTepUaa TaK, YTOObl HHBAJIH/IBI C HAPYIICHUSIMU
cllyXxa ToNy4dald WHQPOPMALMIO BH3YaIbHO, C HapyIICHUSMH 3pPCHUS - ayJIUalIbHO.
[IpenycMoTpeHo B cilydae HEOOXOTUMOCTH CO3/IaHUE TEKCTOBOM BEPCHH JIFOOOTO HETEKCTOBOTO
KOHTEHTa Ui €ro BO3MOXKHOTO IMPEOOpa3oBaHMs B aJbTEPHATHBHBIC (POPMBI, yI0OHBIC s
pa3IMYHBIX II0JIb30BATENCH, albTCPHATUBHYID BEPCUI0 MEIMA-KOHTCHTA, MPEIyCMOTPEHBI
BO3MOXXHOCTh MAacCIITAOMPOBAaHUSI TEKCTa M M300pakeHUi 0e3 MOTepy KavyecTBa M JOCTYIMHOCTh
yIpaBlIeHUs] KOHTEHTOM C KJIaBUATYPHI.
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4. KOHTPOJIb M OIEHKA PE3YJBTATOB OCBOEHUS YYEBHOW
TACIATIIAHBI

KOHTpOJ'II-: N OLCHKa pE3YyJIbTaTOB OCBOCHMH:A y‘IC6HOI>i JAUCHUIINIMHBI OCYHICCTBIIACTCA
ImpenoaaBaTcJIEM B IMIPOLECCE ITPOBEACHUA 3aH5ITI/II71, BBIIIOJTHCHU ST O6yLIaIOH_[I/IMI/IC${ KOHTPOJIbHBIX
U CaMOCTOATCIbHBIX pa60T, HMHANBUAYAJIbHBIX 3aI[aHPII>i, IMPOXOXKACHUA TECTUPOBaAHUA, CAAYN

3a4ycTa.

4.1. Pe3yabTarhbl, KpUTEPUHU U OLEHOYHbIE CPEACTBA JIsl NPOBEJEHUs TEKYILIero u

MPOMEKYTOYHOI'0 KOHTPOJA OCBOCHHUA NUCIHMUILJIMHBI

npodeccuoHAJIbLHBIX KOMIIEeTEHIIH

4.1.1.

Kpurepun

OLICHUBAHUA

pe3yJbTaToB

O0CBOCHUSA

u GopmMupOBaHUS OOIIUX H

JUCUUILIMHBI M

(popMupoBanus o61MX U NPoPecCHOHATBbHBIX KOMIIETEHINI MPU NMPOBeIeHUH TEKYLIero u

NMPOMEKYTOYHOT0 KOHTPOJISI

1. ba3oBbIil ypoBEHb OCBOCHHUS YU€OHOTO MaTepuana - MOpOroBbIii

2. YMeHHMEe WHCIIOJIL30BaTh TCOPCTHUYCCKHUEC 3HAHUA MW IIPAKTHYCCKHUC HABBIKH IIPpH

BBIIIOJIHCHUHN HpO(i)eCCI/IOHaJ'ILHLIX 3aJa4 - MMOBBIIIEHHBIN

3. YpoBeHb riy00K0il copMUpOBaHHOCTH OOUIMX U MPOGECCHOHATBHBIX KOMITETEHIIUI

— IPOJIBUHYTHII
KommoHeHTEI HpI/ISHaKI/I YPOBHS OCBOCHUA KOMIIOHCHTOB KOMHCTGHHHFI
pe3yJIbTaToB IMOPOTOBBII MTOBBILICHHBIN MPOABUHYTHIN
o0OyueHus 1o
JUCHHUITIIIMHEC
3HaHus CryzneHT neMOHCTpHUpYeT 3HaHue- | CTyneHT NeMOHCTPUPYET CTyneHT MOXeT
3HAKOMCTBO, 3HaHHE-KOIHIO: aHaJIUTUYECKHUE 3HAHUS: CaMOCTOSATEIIBHO
y3HaeT 00BEKTHI, IBJICHUS 1 YBEPEHHO BOCIIPOM3BOJNT U W3BJIEKATh HOBBIC
MOHSTHUS, HAXOJUT B HUX MOHMMAET TOJIyYeHHbIE 3HAHUS U3
pas3Iuumsl, POSBIISET 3HAaHNE 3HAHMS, OTHOCHUT UX K TOW WM | OKPY>KaroIlero MHpa,
HCTOYHHKOB MOJTy4YeHH MHOH KI1acCU(UKALMOHHOM TBOPYECKH UX
nH(pOopManuH, MOXET rpyIIe, CAMOCTOSTEIEHO UCTIONIB30BAThH IS
OCYIIECTBJISITh CAMOCTOSATENILHO CHCTEMaTH3HUPYET UX, NPUHSTHUS PELICHU B
PENpPOAYKTUBHBIC NEHCTBUS HAL YCTaHaBIMBAET B3aUMOCBS3H HOBBIX H
3HaHMSAMH IIyTEM MEX1y HUMH, ITPOLyKTUBHO HECTaHJapTHBIX
CaMOCTOSATEIBHOTO IPUMEHSET B 3HAKOMBIX CUTYaIUsIX.
BOCIIPOM3BEACHUS U IPUMECHEHHS | CUTyalusX.
HHQOPMALUH.
VYMeHus CryneHT yMmeeT KOppEeKTHO CryneHt ymeeT CryneHT ymeeT
BBITIOJTHATDH MIPEAITICAHHbIE CaMOCTOSATENILHO BBINOJIHATH CaMOCTOSATEIHHO
JIEHCTBUS 110 UHCTPYKLUHY, JeificTBus (TIPHEMBI, BBIIIOJIHATD ICUCTBUS,
ITOPUTMY B M3BECTHOU OTIepaIui) Mo PEIIeHHI0 CBSI3aHHBIE C
CHUTYaI[IH, CAMOCTOSITEIbHO HECTaHJAPTHBIX 33714, pelieHneM
BBITIOJIHSCT AEHCTBUS 110 TpeOyromux BeIOOpa Ha HCCIIEe0BATEIbCKUX
PELICHHUIO TUIOBBIX 3a/1a4, OCHOBE KOMOWHAIUH 3aja4, AEMOHCTPHUPYET
TpeOyIoIUX BEIOOpa U3 YKciia N3BECTHBIX METOJIOB, B TBOpUYECKOE
U3BECTHBIX METO/IOB, B HETIPEICKa3yeMOo UCTIONIb30BaHHE
IpecKa3yeMo U3MEHSIoIEecs M3MEHSIOIIEHCS CUTyalun YMEHUH (TEeXHOJIOTHi)
CUTYaIlH
Nmets CTyneHT IeMOHCTPUPYET CTyIeHT JeMOHCTPUPYET CTyZneHT roToB
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HpaKTI/IIIeCKI/Iﬁ TOTOBHOCTB K PELIECHUIO TOTOBHOCTB K pewmars IpaKTU4eCKue
OIIBIT: OrPAaHUYEHHOI'0 KOJIMYECTBA CaMOCTOSITEILBHOMY PEIICHUIO | 3aJ]aud MOBBIIICHHON
HETUIINYHBIX 33134 IIPYU YCIIOBUU OrPaHUYEHHOT'0 KOJIMYECTBA CIIO’KHOCTH,
OKa3aHUus eMy METOIUYECKOU HETUIIMYHBIX 33/1a4, HO HETUIIOBBIC 334U,
MOMOIIN (HAIpUMeEp, TOCTAHOBKA | MCIIBITHIBAET TPYTHOCTH MIPH NIPUHUMATH
YTOYHSIOLIUX BOIIPOCOB), & TAKXKE | PELICHUH MPAKTUYECKUX npodeCCHOHATBHBIC U
HE T'OTOB peIIaTh MPAKTHYECKUE 3a/1a4 MOBBIIICHHON YIIpaBJICHYECKUE
3a7]a4M MOBBIIIEHHOM CIIOXKHOCTH | CIIOKHOCTH, TO3BOJIAIOIIUX pelIeHus B yCIOBUAX
A NPUHUMATH NIPUHUMATH HETIOTHOU
npo¢eCCUOHANBHBIC U npodeCCUOHANBHBIC U OIPEIEIICHHOCTH, IIPU
YIIpaBJIEHYECKUE PELICHUS B YIIpaBI€HYECKUE PELICHNS B HENOCTAaTOYHOM
YCJIOBUSX HEMOJIHOM YCJIOBUSAX HETIOJHOMN JIOKYMEHTAJIBHOM,
OIIPENEIEHHOCTH, IIPU OIIPEEIEHHOCTH, IIPU HOPMAaTUBHOM U
HEIOCTATOYHOM HEIOCTATOYHOM METOANYECKOM
JOKYMEHTAJIBHOM, HOPMAaTUBHOM JIOKYMEHTAIIbHOM, o0ecIIeUCHNH.
U METOJTUYCCKOM OOCCIICUCHHU. HOPMAaTUBHOM U
METOJINICCKOM O0CCITCUCHHH.

4.1.2. ®opMBbI KOHTPOJSI Pe3yJbTATOB OCBOCHHUSI IMCUMILIMHBI U (opMupoBaHus
o0mmxX ¥ Npo(ecCHOHAJBHBIX KOMIECTEHIUWH TMpPH TMPOBEJCHHUHM TeKyllero u
MPOMEKYTOUYHOT0 KOHTPOJIS
HaunmeHoBaHue JleCKpUNITOPBI pe3yJibTaTa 00y4eHus PesyabTaThl DopMBbI KOHTPOJISA

pe3yibTara 0CBOEHUS Tekyuiero
00yueHHus o0pa3oBaTeJbHO¥
NPOrpaMMbl -
(KOMIIETEeHLHH), §
¢opmupoBanue [32"
KOTOPBIX ?
obecneynBaercst g
pesyJbTaToM 2
=
00yueHus
(K0Oowt
KomnemeHyuii)
YMeTh: - 0OPMIIATE JOKYMEHTALIUIO B - mpoBepKa pabouuXx TeTpajei
COOTBETCTBUHU C HOPMATUBHOMN - AHaIIM3 HOPMATHBHO-NIPABOBBIX
6a301i, B TOM 4HCIIE C AOKYMCHTOB
- BBIMIOJTHEHHE (TIPOBEpKa
HCIIOJIb30BaHUEM
. BBITIOJTHEHHS)
MH(POPMALIMOHHBIX TEXHOJIOTHH;
MPaKTHYECKUX padoT;
- HCTIOJIh30BaTh YHU(PUIIHPOBAHHEIE .
- peleHne 3a1a4 v yrupaxHeHUH 10
(hopMBI JOKYMEHTOB; 0Bpasiy
- OCBanBaTh TCXHOJIOTHHA - BBIIOJIHEHUE BapUaTUBHBIX
aBTOMATH3UPOBAaHHON 00paboTKH NPaKTUYECKUX 3aJaHnH paboT
JIOKYMEHTAIUY; OK 5 - BBITIOJIHEHUE CAaMOCTOSITEIBHBIX s
5 )
_ abor;
OCYLIECTBIISITh XPAHEHUE U ITOUCK MK 1.4, K 4.1. p } {§
JOKyMEHTOB; - KOHTPOJIb CAMOCTOSITENILHON paboThI
B INMCBMEHHOH MM YCTHOH (opme);
- HCIIOJIB30BAaTh ( M bopme);
- y4acTHe B CEMHHApE;
TEJIEKOMMYHHUKAIUOHHBIE
- MOJIrOTOBKA U 3aIuTa pedepara
TEXHOJIOTUH B 3JIEKTPOHHOM
- MOJIrOTOBKA U 3aIllUTa TBOPYECKOTO
JOKyMEHTOO0OpOTE; npoekTa
- y4acTHe B TEMaTHYECKUX
JUCKYCCHSIX: KPYTJIBIX CTONAX, IIpecc-
KoH(pepeHIus, nedaTax u T.11.
- y4acTHe B JICTIOBHIX / CIO)KETHO-
POJEBBIX, UMHUTAIIMOHHBIX HTPaxX
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- KOHTPOJIbHBIE PaOOTHI
- TECTUPOBAHUE, B T.4.

KOMITBIOTEpHOE
3HaTh: - MIOHATHE, LENN, 3a1a491 U - YCTHBIN OTPOC Ha JISKIUSX /
NPUHIUIIBL JEJI0IPOU3BOICTBA; MPAKTUYECKUX 3aHATHSIX

- OCHOBHBIE MOHSITUS - IIPOBEPKA BLINIOJIHEHUS YCTHBIX U

[HCBMEHHBIX OMAIIHUX 3a{aHHiT

JIOKyMEHTAI[HOHHOTO 00eceYeHus

- IPOBEPKa KOHCIIEKTOB 110

YIPaBIICHUS; .
JOTIOTHATEIILHOM JTUTEpaType U

- CUCTEMBI JOKyMEHTAallLOHHOI'O

NEPBOUCTOYHUKAM
obecrieueHHs yIIpaBIICHS; oK s - KOHTDOMBHBIE PAGOTEI
- KJIacCU(HUKAIHMIO TOKYMEHTOB; IIK 14, H’K 41 | - Tectnposane, B T.u.
- TpeOOBaHMUS K COCTABIICHHIO U KOMIIBIOTEPHOE
oopMIIeHHIO TOKYMEHTOB; - mpoBepKa pabouuX TeTpajeii
- OpPTaHU3AIHIO - TEPMUHOJIOTMYECKUI TUKTAHT

JOKyMEHTO0000pOTa: IPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpPAHEHUE TOKYMEHTOB,
HOMEHKJIATypy Ae.

4.1.3. Iloka3are/iJM M1 KPUTEPUH OLCHMBAHMS TEKYIEro KOHTPOJISI YCIIEBAEMOCTH H
NMPOMEKYTOYHOM ATTECTAIMH 110 HTOTAM OCBOEHUSI TUCHUILIHHBI

3ayeT 1o Kypcy SBISETCS UTOTOBOM OICHKOM padOTHI CTYIEHTA 32 CEMECTP M BKJIFOYACT B
ceOsi OLIEHKY TEOPETUYECKUX 3HAHUM CTyJeHTa, pa3BUTHE TBOPUECKOTO W aHAJIUTUYECKOTO
MBIIUICHNS, TPHOOPETEHHUE HABBIKOB CaMOCTOSITENLHOW pPa0OThl, yMEHHE CHHTE3UPOBATh
MOJTYYEHHbIE 3HAHUS M TPUMEHATh HX K PEIICHUI0 TNPaKTHUECKUX 3a/1a4, YpPOBEHb
copMUPOBAaHHOCTH OOHMX # TpodeccHoHaNbHbIX KomreTeHwid. OlleHKa, BbICTaBlsieMast
CTYZIEHTY B XOJI€ MIPOMEKYTOUHON aTTeCTallUH, SIBISIETCS COBOKYITHOM M YUUTHIBAET MPEAbITYIIHE
OLIEHKH €r0 3HaHW M0 JIaHHOM IUCLMIUIMHE, MOJYYEeHHBIE B XO/I€ TEKYIIEro U MPOMEXKYTOYHOTO
KOHTPOJISI.

[Ipu npoBeneHNH TEKYIIETO KOHTPOJIS M MPOMEXKYTOUHOW aTTeCTalluu MO JUCIMILIMHE B
paMKax TpaJULMOHHON LIKAJIbI OLIEHUBAHUS IPUMEHSIOTCS CIIEIYIOIINE KPUTEPUU:

OI_IGHKa KpI/ITCpI/II/I BBICTABJICHUSA OLICHKH
OTtnmyHO CTYACHT ACMOHCTPHUPYCT BCECTOPOHHEEC, CUCTCMATUYCCKOC U FJ'IY60KO€
(Sa‘iTCHO) 3HAaHHC yqe6H0ro MaTrepuraia, TOYHO, YCTKO U KOHKPETHO OTBCYACT Ha

BOIIPOCHI, MOKET NO0KA3aTh U MPOUJUIFOCTPUPOBATE CBOU PACCYKICHUA
MNPaKTUYCCKUMU TMPUMCPAMU, IIPU OTBETC Ha BOIIPOCHI PACCYKIACT,
OIUPAsACh HA 3HAHUA, ITIOJTYUCHHBIC KdK B paMKaX TaHHOT'O KypCa, TaK U
npru HU3Yy4YCHUHU JOPYTUX CMCKHBIX JUCHUIIINH, YMCET CBO6OI[HO
BBIIIOJIHATE HPAKTUYCCKHUEC 3adaHUs, IMPEAYCMOTPCHHBIC nporpaMMofI,
B TOM HYHUCIIC, PCIIACT HCCTAHAAPTHBIC 3aJjd4d, B ILCJIOM OTBCTHI
TJIY60KI/IC, 000CHOBaAHHBIC U 3aKOHYCHHBIC,

Xoporio B CBOMX OTBETaX Ha BOMPOCH CTYACHT YeTKO (HOPMYIHpPYyET
(3a4TeHO) OTIpeNIeJICHUsI W MOXET TI0Ka3aTh B3aMMOCBS3b PA3HYHBIX YaCTEH
MIPOIIGHHOTO B paMKaX JaHHOTO YU4eOHOTO Kypca Marepuaia, CTyIeHT
JEMOHCTPHPYET CIHOCOOHOCTh K pPa3MBIIUICHHIO, INPH OTBETE Ha

BOIIPOCHI PacCyXk/JaeT, ONUpasCh HA IMOJIyUeHHbIE B pamMKax JTaHHOTO
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Kypca 3HaHHUS, JIETKO pellaeT THUIIOBBIE 3a/auyd, CIOCOOEH K
CaMOCTOSITETbHOMY TOTIOJHEHUIO U OOHOBJICHUIO 3HAHUM U yMEHHI B

X0Jie JanpHeHe yueOHol 1 mpodeccnoHaIbHOM e TebHOCTH

Y 10BIETBOPUTEIILHO CTYIGHT OOHapy)XMBaeT B LIEJIOM IPAaBUIbHOE NMOHMMAaHUE OCHOBHBIX
(3auTeHO) BOIIPOCOB IPOrPaMMHOI0 MaTepualla, MOXET JaTb OIPEACIICHUs
OCHOBHBIX MOHATHUH, MPOHJACHHBIX B paMKaxX y4eOHOTO Kypca, OJTHAKO
u3jIaraeT MX HEJOCTaTOYHO YETKO M / WM HE B IIOJIHOM O0BeMe,
NPEeIyCMOTPEHHOM  y4eOHBIM  MaTepuajioM  JICKIHOHHBIX U
MIPAaKTUYECKUX 3aHATHUH, HE MOXET BBIBECTH 3aKOHOMEPHOCTH H
CBSI3aTh BOCJMHO Pa3HbIC YACTU Kypca; JOMYCKAET OT/IEIbHBIC OINOKH
B OTBETEC W IIPU BBIIOJHEHUU 33JaHHUM, PEUICHUE TUIIOBBIX 3aJa4
MOKET BBI3BIBATh 3aTPyJHEHHE, IPH JTOM CTYICHT o0yagaer
HEOOXOAMMBIMU 3HAHMSIMHU JUII UX YCTPAaHEHHUS O] PYKOBOACTBOM

npenoaaBaTeiid

HeynoBieTBopuTenbHO | 3HaHUS CTYJEHTa OOPBIBOYHBI, HE TOKPBIBAIOT BCETO MPEAMETA, CKOPEE
(He 3auTeHO) 3ay4eHbl, 4Y€M IIOHATBI M, KaK CJEACTBUE, CTYIEHT HE MOXKET
OOBSCHUTH CBSI3€H B paMKax H3JI0)KEHHOT'O MarepHualia, JaTh TOYHBIX
ONpEIEICHUN TIOHATHM, IPOWACHHBIX B paMKax Kypca, Jaer
pacribiBYaThie  (DOPMYITUPOBKH, HE BIAACET B JIOJDKHOH CTEICHU
TEPMUHOJIOTMEN M IPUEMaMH pELIEHUs THUIOBBIX 3a1a4; OLEHKA
«HEYIOBJIICTBOPUTEIBHO», KaK IIPAaBWJIO, CTaBUTCA  CTYJEHTaM,
KOTOpblE HE MOTYT MpPOJOJDKUTh OOy4YEHHE WM NPUCTYNUTh K
npo(ecCHOHAIBHON JeaTeNbHOCTH Mo OkoH4aHuM Komremka 6e3

JOITOJIHUTCIIbHBIX 3aHATHHN 110 COOTBCTCTByIOHICI‘/JI JUCHHUIIIINHEC

4.1.4. OneHouHble cpeacrea nmo AUCHUIUIMHE IPEACTABJCHBI B paMKax ®oHga
OLHECHOYHBIX CPEACTB, ABJIAIOIICIOCA NMPUJTOKEHUEM K HacTosIel paﬁoqeifl nmporpamMmme.

4.2. Oco0eHHOCTH NPOBe/leHUsI TeKyIel M MPOMeKYTOYHOM aTTecTalyu AJs JUL ¢
OrpPaHUYEeHHBIMHM BO3MOKHOCTSIMH 310POBbSI U HHBAJIN/I0B

Jlig ocyliecTBICHUS MPOLENYp TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH U MPOMEXKYTOUYHOM
aTTecTallud  YKa3aHHBIX  OOY4YaloIIMXCS  CO3JAlOTCA  (OHIBI  OLIEHOYHBIX  CPEICTB,
aJanTHPOBAHHbIE JJI WHBAIMIOB U JIML C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMU 3]I0pPOBbS U
MO3BOJIAIONINE OLIEHUTh JOCTHIKEHHE HMMHU 3allJJaHMPOBAaHHBIX B OCHOBHOW 00pa3oBaTEbHOMN
nporpaMMe pe3yjibTaToB OOydYeHUss M YpOBEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHLUH,
3asBJIEHHBIX B 00pa30BaTEIHLHOM MpOTrpaMMe.

Takue oleHOUHBIE Cpe/ICTBA CO3AAIOTCS 10 Mepe HEOOXOIUMOCTU C YUETOM Pa3InYHBIX
Hozonorui. [Ipm mpoBeneHMH TEKyllew M MPOMEXYTOYHOM aTTECTAalWy I YKa3aHHBIX JIHIL
MPelyCMOTPEHO BKJIIOUEHHE B Y4EOHBIHN IpoIecc pa3inyHbIX MOCPEAHUKOB, BKIKOYasi ThIOTOPOB
Y YIIOJHOMOYEHHBIX I10 JiejlaM WHBaIUA0B. dopMa MpoBeIeHUs TeKyIleld aTTecTallluu AJs JIUL] C
OTpaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbSi M HHBAJIUAOB YCTAHABIUBAETCS C YYETOM
MHAUBUAYAJIbHBIX MICUXO0(PHU3NUYECKNX 0coOeHHOCTeH (YCTHO, MUCbMEHHO Ha Oymare, MMCbMEHHO
Ha KOMIIbIOTEepe, B ¢opMe TecTUpoBaHus M T.M.). [Ipy HE0OXOIUMOCTH TaKuUM CTyJIEHTaM
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obecneunBaroTcs COOTBCTCTBYIOINHUE YCIIOBHA ITPOBEACHHUA 3aHATHH U arrecrauu, B TOM 4YHUCJIC
MpEaoCTaBIACTCA JOIIOJIHUTCIBbHOC BPEMS IJIA ITIOATOTOBKH OTBETA HA 3a4CTC UJIU SK3aMCHC.
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