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09.12.2016 r. Ne Ne 1547)

Pabouas mporpamma cocrasiena mo oopazoBarenbHoi nporpamme09.02.07 MadopMannoHHbIe CHCTEMBI U
nporpamMmmupoBanue st Habopa 2024 roga

nporpaMma cpegHero npogeccHoHaILHOro 00pa3oBaHus
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1. HEJIX OCBOEHUA JTUCHUTIIMHBI

1.1|enbro u3yveHus: qucuuIuinHbl "JIOKyMEHTallMOHHOE O0ecieueHue yrpaBiieHus" SBisieTcs GOpMHUPOBaHKHE y OYyAyIIUX
CIEIHATNCTOB TEOPETHICCKIX 3HAHUIN U MPAKTHYSCKUX YMEHUIT U HABBIKOB B 001aCTH JIOKYMEHTAIIMOHHOTO 00ECIICYCHUS
yIIpaBICHHS, HCOOXOAUMBIX B MPO(ECCHOHANBHOI ACATEIBHOCTH.

2. MECTO JUCHMILTIUHBI B CTPYKTYPE OBPA3OBATEJILHOW TPOTPAMMBI

Iuk (paszen) OOIT: lon

2.1|Tpe6oBaHns K NMpeIBAPHTEILHOI MOATOTOBKE 00yYAIOIIErocs:

2.1.1|Ceprudukanns HHGOPMAIHOHHBIX CHCTEM

2.1.2|CranpapTu3anys, cepTUGUKANHI ¥ TEXHHIECKOE JOKYMCHTOBEICHHE

2.2 )_IHCl.ll/Il'I.]'ll/IHbI U MPAKTHKH, Uil KOTOPbIX OCBOCHHE JAHHON AUCHUNIHHBI (MOZlyJ'Iﬂ) He00X0IUMO KAK npeamecTrByrluiee:

2.2.1|TIpaBoBoe obecrneueHre mpoPecCHOHAILHON IEATEITLHOCTH

3. TPEBOBAHUSA K PE3YJIBbTATAM OCBOEHUS JUCIIUIIJINHBI

3.1 3uarp

OK-01: BeioupaTts crioco0bl pemeHusi 3a1a4 NpogecCHOHAIBLHOM NeATeJbHOCTH NPUMEHHTEIbHO K Pa3JINYHbIM KOHTEKCTaM

- aKTyaJbHbIIi IPodeccHOHATBbHBII H COMAIBLHBII KOHTEKCT, B KOTOPOM NPUXOAUTCA Pad0TaTh U KUTh; OCHOBHbIE HCTOYHUKH
HHPOPMALIMHU ¥ PecypChl 115 peleHus 3a/1a4 1 MpodjieM B npo¢ecCHOHAIBLHOM H/HJIH COHATBHOM KOHTEKCTE;

- aJITOPUTMBI BHINOJTHEHHS PadoT B MPO(ecCHOHATBHOI H CMEKHBIX 00J1aCTAX; MeTOABI PA00ThI B MPO()eCCHOHATIBLHON U CMEKHBIX
chepax;

- CTPYKTYPY IJIaHA JJIsl pellIeHNus 32/1a4; MOPS/I0K OLEHKH Pe3yJIbTATOB PelieHusl 32124 NPodeccHoHATbHOI AesITeJJbHOCTH
OK-02: Ucno/ib30BaTh COBpeMEHHbIE CPeACTBA MOMCKA, AHAJIN3Aa U HHTepNpeTalnd HH(POPMALIMU U

HH(OPMANIMOHHBIE TEXHOJIOTHH /ISl BBINOJHEHHUS 32124 PO ecCHOHATbHOM 1esITeJIbHOCTH

- HOMEHKJIATYPY HH(OPMALMOHHBIX HCTOYHMKOB, IPHMEHsIeMbIX B PO(ecCHOHATbHOM AesiTeJbHOCTH;

- IpUeMbl CTPYKTYPUPOBaHHS HHPOPMALIHH;

- ¢popmaTt odopmiieHusl pe3yJbTATOB MOMCKA HH(pOpMALIUNH

OK-04: DdpdexTHBHO B3aMOACHCTBOBATHL H Pa00TaTh B KOJLUIEKTHBE H KOMaH/e.

- MICUX0JIOTMYeCKHe OCHOBBI esITeJIbHOCTH KOJIJIEKTHBA, IICMX0JI0rHYecKue 0COOEHHOCTH JUYHOCTH; OCHOBBI MPOEK THOI
JNeATeTLHOCTH

OK-05: OcyuecTBJSITh YCTHYI0 H MUCbMEHHYI0 KOMMYHHKAIIHIO HA rOCyAapcTBeHHOM si3bIke Poccuiickoii Mdexepanuu ¢ yaeTom
0COOEHHOCTEl COUATBHOIO U KYJIbTYPHOT0 KOHTEKCTA.

- IpMeMbl ITPAMOTHOTI'0 U3JI0KEHUS] CBOUX MbIcJel mpu 0opMiIeHUHN JOKYMEHTOB 10 Npodecc OHAJIBbHON TeMaTHKe Ha
rocyJ1apcTBEHHOM fI3bIKe.

OK-09: ITorb3oBaThCsi NpogeccHOHANBHOI TOKyMeHTalneil Ha rocyJapcTBEHHOM M HHOCTPAHHOM SI3BIKAaX

- MPaBUJIA OCTPOEHHUS MPOCTHIX U CJIOKHBIX NMPEIIOKeHHH HAa NPogecCHOHATBbHBIE TeMbI; 0CHOBHBIE 001IEYIOTPEONTETbHbIE
rjaroJisl (ObITOBasi U MpodeccHoHaTbLHAS JEeKCHKA);

- JIEKCHYeCKHii MUHUMYM, OTHOCSIIIIMICS K ONIHCAHUIO NIPEIMETOB, CPEICTB U MPOLEecCOB MPOo¢ecCHOHATBLHOM 1eATeTbHOCTH;

- 0COOEHHOCTH MPOM3HOLIEHHS; IPABUJIA YTEHUSI TEKCTOB NMPO(deccHOHATbHOI HANIPABJIEHHOCTH

3.2 Ymerhb

OK-01: BpioupaTts crnoco0bl pemeHust 32124 NpodecCHOHATbHOI AesITeJIbHOCTH NPUMEHHUTEIBHO K Pa3JIMYHbIM KOHTEKCTAM

- pacno3HaBaTh 3aJa4y U/WJH MpodJaeMy B Npo¢ecCHOHATBHOM H/WJIN CONMAJIBHOM KOHTEKCTE;

- aHAJIM3UPOBATH 32/1a4y U/MJIM MP00JeMy U BbIIeJATh €€ COCTABHbIE YACTH;

- ONIpefieJIATh TANbI PellleHUsl 3aa4H; BBIABJIATH U 3¢ PeKTHBHO HCKATh HHGOPMALMIO, HEOOX0AUMYIO VISl PelleHHs 3a1a4H U/ WU
npoodJemMbl;

- COCTABHUTH IIAH A€l CTBHS; ONpeleTuTh He00X0AMMbIe pecypChl

OK-02: Hcnoib30BaTh cOBpeMEHHbIE CPEICTBA MOUCKA, AaHAJIN3A H HHTEePNpeTaluu HHGOpManuu u

HH(poOpMaNUOHHBIE TEXHOJIOIMH 1151 BBINOJIHEHHUS 32124 NpodeccHoHAILHOM 1eATeJIbHOCTH

- HCII0JIb30BATh HOMEHKJIATYPY HH(POPMALHOHHBIX HCTOYHMKOB, MIPHMEHsIEMbIX B MPO(ecCHOHAIbHOI AesITeJIbHOCTH; IIPHeMbI
CTPYKTYypHpOBaHusi uHdopManuu, a Tak ke gopMat opopMJIeHUS Pe3ybTATOB MOMCKA HH(POPMALUH.

OK-04: O dexTHBHO B3aMOACICTBOBATH H PAa00TAaTh B KOJJIEKTHBE H KOMaH/e.

- OPraHM30BbIBATh PA0OTY KOJLUIEKTHBA U KOMaH/bI;

- B3aMMO/1efiCTBOBATH € KOJLJIeraMH, pyKOBOJICTBOM, KJIHEHTAMHU B Xo/ie NPo(hecCHOHAIBbHOM 1eATeJbHOCTH

OK-05: OcymecTBJISTH YCTHYIO H THCbMEHHYI0 KOMMYHHKALIMIO HA rocyJ1apcTBeHHOM s3bike Pocceniickoii @egepanuu ¢ yueTom
0COOEHHOCTeH COUATBHOIO U KYJIbTYPHOI0 KOHTEKCTA.

- 3¢)¢eKTUBHO BHIPAKATH CBOM MBICJIM HA YCTHOM U MHCbMEHHOM fI3bIKeE;

- YYUTBIBATb 0COOCHHOCTH AyJMTOPHH NP KOMMYHHKAIUHU.

OK-09: ITosb30BaThcs NPodecCHOHANBHOM JOKYMEHTalMell HAa roCcyAapCTBeHHOM U HHOCTPAHHOM SI3bIKAaX

- IOHUMATb 00N CMBIC/ YeTKO IPOU3HECEHHBIX BbICKA3bIBAHUI HAa U3BECTHBIE TeMbl (IpodeccHOHANIbLHBIE H OBITOBbBIE),
NOHMMATb TEKCThI HAa 6a30Bble IPO¢IeCCHOHATIBHbIEC TeMbI




3.3 Baagern

OK-01: Bp16upaTh c10co0bl pelieHHs! 32124 NIPOecCHOHATBHOI AesiTeIbHOCTH IPUMEHHTEIbHO K PA3IHYHbIM KOHTEKCTaM

- HABBIKAMH PadoThI ¢ COBpeMEHHBIMH HHCTPYMeHTaMH Moaeauposanus I10;

- YMeHHeM OLeHUBATh 3(P(PeKTHBHOCTL BLIOPAHHBIX METO10B.

OK-02: UcnoJb30BaTh COBpEMEHHBIE CPEICTBA MI0OMCKA, AHAIN32 U HHTepnpeTanui HHGopMauuu U HHPOPMALHMOHHBIE TEXHOJIOTHH
AJ151 BBINOJIHEHHUS 327124 NPodeccHOHAILHOI 1eTeJIbHOCTH

- HOMEHKJIATYPOii HH(POPMALUOHHBIX HCTOYHUKOB, IPUMEHsSIeMbIX B P0G ecCHOHAILHOIl 1eiTeJbHOCTH, 2 TAK ke IPUeMaMHI
CTPYKTypHpoBaHus HHopMauuu U GpopMaToM oopm/ieHHs pe3ybTATOB IOMCKA HH(POPMALUHU

OK-04: D dexTHBHO B3anMO/IeHicTBOBATh U PA00OTATH B KOJJIEKTHBE H KOMAaH[e..

- IPUEMaMM OPIraHM3aluH padoThl B KOJLIEKTHBE H KOMaH/e

OK-05: OcymiecTBJIATh YCTHYIO M INCbMEHHYI0 KOMMYHHKALMIO HA FOCYAapCcTBeHHOM si3bike Poccuiickoii denepanun ¢ yuerom
0CO0EHHOCTEl COLUAILHOIO H KyJIbTYPHOI0 KOHTEKCTA.

- HABBIKAMH I'PAMOTHOI0 NTOCTPOEHHUS YCTHOH M NMCbMEHHO KOMMYHHKAIHMH HA TOCYyAapcTBeHHOM si3bike Poccniickoii ®enepanuu
OK-09: ITonb30BaThest MpogeccHOHANIBLHON JOKYMEHTALHEH HA rOCYyIapCTBEHHOM H HHOCTPAHHOM SI3bIKAX

- HABBIKAMU IOCTPOEHHS NPOCTHIX U CJI0KHBIX NPe10:KeH il Ha npodeccHoHA/IbHbIEC TeMbl; 0CHOBHbIE 001eyOTPpeduTeIbHbIe
riaaroJsl (0biToBast M NpoeccoHaIbHAsA JEKCHKA);

- BHAHUSAMH JIEKCHYeCKOr0 MUHUMYMA, OTHOCSILEr0Csl K ONMCAHUIO IPeAMETOB, CPEACTB H NPOleccoB NPodecCHOHATBHOMI
AesiTeJIbHOCTH;

4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

Kon HaumenoBanue pa3iesioB U TeM /BH]I Cemectp / | YacoB | Kommneren- | Jlutepatypa IIpumeuanue
3AHATHSA 3aHsaTHA/ Kvbc IHH
Pazpen 1.
11 TTonsTHE U POJIb AENONPOU3BOICTBA B 6 2 OK 01.OK |JI1.1J11.2]J12.1
ynpasyieHud. [IoHITHE «TOKYMEHTAIlMOHHOE 02. OK 04. 219253
obecrieyeHue ynpaBieHIECKOH OK 05. OK
nesrenprocTy (JIOY). Ynpasnenue 09.

JOKyMEHTalueH Kak oHO U3 QyHKIMH
ynpasienus. JJOY kax obecneunBaromas
¢dyukuus ynpasienus. Cinyx6a JJOVY. /Jlex/

1.2 JlokymeHT 1 ero pyHkimu. CrucTemMbl 6 2 OK 01. OK |JI1.1J11.2J12.1
JoxkyMmeHranuu. Knaccuduxarus 02. OK 04. 213233
JIOKYMEHTOB. YHHUDUKAIMS U OK 05. OK
CTaHJApTH3ALUS B ICJIOTPOU3BOJICTBE. 09.

VHU(DUIHUPOBAHHBIE CHCTEMBI
JoKyMeHTaimu. /Jlex/

1.3 OO0uwii NOpsiIoK 0POPMIICHHUS TOKYMEHTOB. 6 2 OK 01. OK |JI1.1J11.2J12.1
Bnanku nokymenrtoB. TpeGoBaHus K 02. OK 04. 213233
0 OPMJICHHIO PEKBU3UTOB OK 05. OK
OpTaHM3AIMOHHO-PACTIOPSIUTETBHBIX 09.
nokymeHToB. /Jlek/

1.4 OdopmiieHne TekcToB 10KyMeHTOB. [IpaBuia 6 2 OK 01.OK |JI1.1J11.2J12.1
0(OpPMIICHHUS U BBIJAYN KOIHH JOKYMEHTOB. 02. OK 04. 2109233
Mp/ OK 05. OK

09.

1.5 IlonsiTHe 1 Ha3HAUEHHE OPTaHU3ALIMOHHO- 6 2 OK 01. OK | JI1.1JI1.2J12.1
MPaBOBBIX JOKYMEHTOB. BBl TOKYMEHTOB. 02. OK 04. 2132533
Topsinok ux odopmieHus, 0COOEHHOCTH OK 05. OK
coxepxanust. /JIex/ 09.

1.6 TlonsiTHe 1 Ha3HAUYEHUE PACTIOPATUTEIHHOM 6 2 OK 01. OK |JI1.1 J11.2J12.1
JIoKyMeHTauuu. Bunel nokymenTos. [lpaBuna 02. OK 04. D152 33
odopmieHus. /Jlex/ OK 05. OK

09.

1.7 OdopmiieHre OpraHU3alMOHHO — MTPABOBBIX 6 2 OK 01. OK | JI1.1JI1.2J12.1

Jokymenros /IIp/ 02. OK 04. 213233
OK 05. OK
09.

1.8 Cocrasienue u ohopmIiIcHHE 6 2 OK 01. OK |JI1.1J11.2J12.1

pacnopsauTenbHol fokymeHTanuu. /I1p/ 02. OK 04. 213233
OK 05. OK

09.




1.9 IonsTue nHGOPMALUOHHO-CIIPABOUHBIX 6 2 OK 01. OK |JI1.1JI1.2J12.1

JIOKYMEHTOB. Busibl nokymenToB. [IpaBuna 02. OK 04. 219233
odopmienus. /Jlex/ OK 05. OK
09.

1.10 OdopmiteHne HHGOPMALUOHHO- CIIPABOYHBIX 6 2 OK 01.OK |JI1.1JI1.2J12.1

nokymenros /TIp/ 02. OK 04. 2152353
OK 05. OK
09.

111 Pounb 1 Ha3HaUEHHE TOKYMEHTOB 110 6 2 OK 01.OK |JI1.1JI1.2J12.1
TPYAOBBIM OTHOIIEHUSIM. OCOOEHHOCTH 02. OK 04. 213233
JIOKyMEHTOB IO TPYIOBbIM OTHOLIEHUSIM. OK 05. OK
/JTex/ 09.

1.12 IMopsanok cocTaBaeHust U 0POPMIICHUSL 6 2 OK 01. OK |JI1.1JI1.2J12.1
JIOKyMEHTOB TI0 TPYIOBBIM OTHOIICHUSIM. 02. OK 04. 213233
Mp/ OK 05. OK

09.

1.13 JokymeHTanbHOe 0opMIIeHHE IIpHeMa Ha 6 2 OK 01.OK |[JI1.1JI1.2J12.1

paboty /IIp/ 02. OK 04. 0152033
OK 05. OK
09.

1.14 TTonATHE NOKYMEHTAIIMOHHOTO O0ECTICYEHUS 6 2 OK 01. OK | JI1.1 JI1.2J12.1
YIpaBIeHIECKON IeATETHbHOCTH 02. OK 04. 213233
opranuzanuu. Opranuzaius Ciryx0sl JJOY. OK 05. OK
TTonmoxenwue o ciyxoe JJOY. UHCTpyKIHS MO 09.

JENOIPOU3BOICTBY. JIOIKHOCTHAS
uHcTpyKuust. /Cp/

1.15 Pa3pa0oTka JTIOKaJIbHBIX aKTOB, 6 2 OK 01. OK | JI1.1 JI1.2J12.1

omnpezensomux padory ciayx6st 10V /Tlp/ 02. OK 04. 019233
OK 05. OK
09.

1.16 TloHsITHE U IPUHIIUIIBI JOKYMEHTOO0O0POTA. 6 2 OK 01. OK | JI1.1 JI1.2J12.1
JIOKYMEHTOIIOTOKH B OpraHU3aLUu. 02. OK 04. 013233
Opranu3aioHHbIe GOPMBI OK 05. OK
JIENIOTIPOU3BOJICTBA. Peructpanus 09.

JOKYMEHTOB: TIOHSATHE, [IeJIH, 3a1a4H.
Cucremsl 1 GopMBI perUCTpaLuu
(KypHaNbHasi, KapTOYHAS,
aBToMaTH3upoBaHHas1). OCOOEHHOCTH
pErncTpaniy BXOASIINX, HCXOIAIMINX 1
BHYTPEHHUX JOKYMEHTOB. /JIex/

1.17 Opranu3zamus npremMa, pacCMOTPEHUS U 6 2 OK 01. OK | JI1.1 JI1.2J12.1
perucTpanuy BXoIAmux JokyMeHTos /I1p/ 02. OK 04. 0132233
OK 05. OK
09.
1.18 JuddepenuupoBannslii 3auet /3auérCOn/ 6 2 OK 01. OK |JI1.1JI1.2J12.1
02. OK 04. 2193233
OK 05. OK
09.

5. ®OHJ OHEHOYHBIX CPEJCTB

5.1. ®oH/1 OLIEHOYHBIX CPEJCTB /15 MPOBeIeHUs IPOMEKYTOUHOM aTTecTaAlMU

ITpoMesxyToUHAs aTTecTalys MPOBOANUTCS B popme nuddepeHIupoBaHHOro 3aueTa. [lepedeHb BOmpocoB K AU PpepeHInPOBaHHOMY 3a4eTy:
1. OcHosnble oHsATHS JIOY.

2. TIprHIHMITBI IETONPON3BOICTRA.

3. HopmaruBHo-nipaBoBas 6aza J10V.

4. ITonsTne noxymenta. Knaccudpuxanuu TOKyMEHTOB 110 Pa3InYHbIM IPU3HAKAM.

5. O6nactb npumenenus: [OCT P. 6.30-2003 r «VHupuuupoBaHHas ccTeMa OpraHU3allMOHHO-PACTIOPSAUTENLHBIX JOKYMEHTOB.
TpeboBanus Kk 0hOPMIICHHIO JOKYMEHTOBY.

6. Ponb JOKYMEHTAIIMOHHOTO 00ECTICYEHUS! YIPABJICHHS B COBPEMEHHON OpraHu3aIluy.

7. CrangapTu3auus 1 yHUGUKALKS JOKYMEHTOB.

8. OyHKINU JOKYMEHTOB.

9. IloHATHEPEKBU3UT JOKYMEHTa», BUbI pEKBU3UTOB: 00s3aTEbHBIC, IOMOJHUTEIbHBIE.




10. brank nokymenTa. Buzpl 01aHKOB, X XapaKTEPUCTHKA.
11. TpeGoBaHHs K U3TOTOBJICHUIO, YUETY M XPAHCHHUIO FepPOOBBIX OJIAHKOB.
12. Ocobennoctu oopmienus nokymeHTa «Ilonoxenuey». IloHaTue, peKBU3UTHL.
13. Pa3mMeliieHne peKBU3UTOB Ha OJaHKaX TOKYMEHTOB.
14. Tlonstue norosopa (KOHTpakTa). Buabl 1oroBopos, 0COOEHHOCTH 0(OPMIICHHUSI.
15. Haznauenwue, cocTaB ¥ 0COOCHHOCTH OQOPMIICHHUS OPraHU3aIHOHHBIX JOKYMEHTOB.
16. Ha3HaueHue, cOCTaB U 0COOEHHOCTH 0(POPMIIEHUS PACIOPAAUTEIBHBIX JOKYMEHTOB.
17. HaznaueHnwue, cocTaB ¥ 0COOEHHOCTH 0QOpMIICHHUS HH(POPMALTMOHHO-CIPABOYHBIX JIOKYMEHTOB.
18. Ocobennoctu oopmieHus nokyMmeHTa «lIpukasy. Ilonarue, pekBU3UTHI, K1acCU(HUKAIHs IPUKA30B.
19. Ha3nauenwue, ocoGeHHOCTH 0(OPMIICHHS JIOKYMEHTA «Y CTaB».
20. Ocobennocty 0hopMIEeHUS TOKYMEHTa «AKT». IIoHATHE, pEKBU3UTHI, BUJIbI AKTOB.
21. Ocobennoctu opopmiieHus foKyMeHTa «IIpoTokom». [ToHsTHE, pEKBU3UTHI, BUABI IPOTOKOJIA.
22. BeneHue /1e10BOM MEPENUCKHU C 3apyOexHBIMH KoppecnonaeHTaMu. OcoOeHHOCTH 0hopMIIeHHS.
23. Ha3zHnaueHnue u criocoObl COCTaBIICHHS JOBEPEHHOCTH. BUIIbI JOBEpEHHOCTEH.
24. loxnagHble ¥ 00bACHUTENbHBIC 3AIIUCKU: HA3HAUCHUE, COAEPKAHHE, COCTAB PEKBU3UTOB.
25. TpeboBaHus, IpeIbsBISIEMBIE K COCTABICHHIO TEKCTA JOKYMEHTa, YHH(UKAIHUS TeKCTa, (POpMa H3T0KEHHUS, IPaBHiIa COCTABICHHUSI.
26. CrpaBKy: BUJbL, OPOPMIICHHUE.
27. Cocrapnenue u opopmitenue qokymenta «Teneororpamman.
28. Cocrapnenue u opopMiIeHHE IPETCH3UH.
29. OneHka 3HAYMMOCTH JOKYMEHTA U CPOKH XPAHEHUSL.
30. OcobOeHHOCTH TIepeayuu JIe)l B BEJOMCTBEHHBIN apXUB.
31. OcobGeHHOCTH cocTaBiaeHUs U oopmieHus JokyMeHTa «Tenerpammay.
32. [IpUHIHIBI, KPUTEPUHU IEHHOCTH JOKYMEHTOB OpraHU3alnK. JKCIepTH3a IEHHOCTH Oymar.
33. Komnstorepuzaius JJOY. DneKTpoHHBII JOKYMEHT.
34. VcionHeHne TOKYMEHTOB.
35. KoHTponb UCIOJIHEHUS TOKYMEHTOB.
36. OdopmiicHHEe TOKyMEHTa «3asBlicHHUEY. [[OHSITHE, PEKBH3UTHI.
37. XpaHeHue JOKyMEHTOB B OIIEPATHUBHOMN JESITEILHOCTH U UX IOATOTOBKA K AJIUTEILHOMY XPAHEHUIO.
38. Cucremarn3anust JOKyMeHTOB. OCHOBHBIE IPUHIIMIIEI YIOPSAOUSHHS 1 XpaHEeHUS IOKYMEHTOB.
39. [IBmKeHHEe BHYTPEHHUX JOKYMEHTOB IPEATIPHUSTHSI.
40. Dramsl ABIKEHUS BXOISIINX IOKYMEHTOB.
41. Dramnbl ABUKECHUS UCXOAANINX TOKYMEHTOB.
42. Homenknatypa nen. Ha3sHaueHune, HOPSIOK coCTaBIeHNUS U 0(popMIleHHEe: TpeOOBaHHS K CONEPIKAHMIO.
43. I'pynnupoBka JOKyMeHTOB B aena. OdopmiieHue aena.
44. TlepBoHayabHast 00pabOTKa JOKYMEHTOB B YUPEXKICHUH.
45. Opranuzanus paboThl ¢ JOKYMEHTaMH, 00paboTKa, PErucTparys 1 KOHTPOJIb UCIIOTHEHHUS JOKYMEHTOB.
46. OpraHuzanus JOKyMEHTO000pOoTa Ha MPEANPUSTHH, YIET TOKYMEHTOB.
47. PaccMoTpeHHEe JOKYMEHTOB pyKOBoAUTeNEM. IHIUBHlyalbHbIE U TUIIOBBIE CPOKH PACCMOTPEHHUSL.
48. NoIKHOCTHBIE HHCTPYKIUH. HazHaueHue, TOpsIOK YTBEPKICHUS, 0OCOOEHHOCTH 0OpMIICHHSL.
49. TlopsnoK YHUUTOXKEHHUS TOKYMEHTOB C HUCTEKIIMM CPOKOM XPaHEHHSI.
50. CocTaB TOKYMEHTOB, 00ECIIEUHBAIONINX JOKYMEHTHPOBAaHHE pabOTHI ¢ KaIpaMH.
51. Pabota ¢ koH(uAEeHIUATLHEIMYI JOKyMeHTaMu. [IpuMepHbIi IepeueHb CBEAECHUH COCTAaBIISIONINX KOMMEPUECKYIO TaiiHy.
52. CocraBnenue u 0(hopMIIEHIE NCKOBBIX 3asIBICHHN.
53. Cnyxe6Hoe u aenoBoe mucbMo. [Tonsarue, TpedoBaHus K 0GopMiIeHHI0. Pa3HOBHIHOCTH.
54. PaboTa ¢ oOpalleHUsIMH rpaxiaH, e¢ 0COOCHHOCTH.
55. Mopsmok odopmiieHHs 00palIeHH TPaKIaH B apXUB OPTaHU3aIIMH.
56. JloroBop KyIUIU-TIpOJaXKH.
57. SI3bIK U CTWIIb I€JI0BOM MEPEMUCKH.
58. JlenoBas mepenucka B OpraHn3anyu. Pa3HOBHIHOCTH MTUCEM.
Kpumepuu oyenueanus:
5 0a/I0B BBICTABIIIETCS CTyACHTaM 3a ITOJTHEIN 1 HpaBI/IHBHHﬁ OTBET Ha BCE BOIIPOCHL Ousera ¢ JOTUYECKUM 0OOCHOBAaHHEM ApryMEHTOB, B OTBETC
HET OLIMOOK.
4 Gamna BBICTABISAETCS CTYACHTaM, €CJIi BOIIPOCHI ounera PaCKpbITBI IMOJHOCTBIO, HO 000CHOBaAHUS J0Ka3aTCJIbCTBa HEAOCTATOYHBI, IPHU 3TOM
JIOTYLIEHB! ABE-TPU HECYIECTBEHHbIE OIIUOKHU, UCIPABIEHHbIE IO TPEOOBAHUIO MPETIOIaBATES.
3 Ganna CTaBUTCS CTYZAEHTaM 3a IpaBHJIbHbIN OTBET Ha BOIIPOCHI ounera, npu
3TOMIOIMYIIEHO00JIee0JHONOIINOKUTION3I0KEHUIO(aK TOBUITHOOIEe IBY X -TPEXHEI0UETOBBOTBETE.
206aiia cTaBUTCS CTyA€HTaM, €CJIN JOMYIICHBI CYIIIECTBEHHBIC OIIII/I6KI/I, IIOKa3aBMIMXEC, 4YTO 06y11a}01111/1171051 HEC 06J1anaeT 00s13aTeIbHBIMU YMEHUAMH 11O
JIaHHOU TeMme B IIOJIHON Mepe.

5.2. ®oHA OLICHOYHBIX CPEACTB JJIS IPOBeJeHUs TeKyLero KOHTPOJIs

ITpenctasnen B Ilpunoxenuu 1 x pabouell mporpaMMe JUCHUILTAHBL

6. YHAEBHO-METO/JMYECKOE U HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomennyemas autepatypa

6.1.1. OcHoBHas qUTepaTypa

ABTODHI, COCTaBI/ITeJIPll 3arnaBue W3narenscTBO, TO | Konuu-Bo




JI1.1 |Kysuemos,.H. JIoKyMEHTaIHOHHOE 0OecTIeueH e Mocksa:M31aTenscTBoO https://urait.ru/bcode/531526
YIIpaBIIEHUS. [Opaiir, 2023 - HEOTPaHUYEHHBIH JOCTYII JUIst
I[OKyMeHTOO60pOTI/I£[eJIOHp0PI3BOI[CTBO:yqe 3apETUCTPUPOBAHHBIX
OHHK ¥ IIPAKTUKYM [UISl CPEIHETO [0JI30BaTEIeH

JI1.2 |doponuna,JI.A. JokymenrannoHHoeobecnieyeHueynpasien | Mocksa:M3parensctBo | https://urait.ru/bcode/530252

Usi: y4eOHHK ¥ MPAKTUKYM JUIS CPETHETO
podeCCHOHATLHOT000pa30BaHHS

IOpaiir, 2023

- HEOTpaHUYEHHBIN JOCTYII JJIs
3apETUCTPUPOBAHHBIX

6.1.2. lonoJIHUTebHAS JIUTEPaTypa



https://urait.ru/bcode/531526
https://urait.ru/bcode/530252

ABTOpHI, 3armaBue H3narenscTBO, IO Konnu-Bo
JI2.1 |UlyBanoBaH.H. JokymeHrainoHHoeobecnieueHueynpasienus: | Mocksa:lOpaiit,2023  |https://urait.ru/bcode/531240 -
yuebnuk 1 npaxrukym mit CIIO HEOTPaHUYCHHBIA JOCTYII IS
3aperuCTPUPOBAHHBIX ITOJIb30BaTEICH
6.2. ITepeuennb pecypcoB HHGOPMAMOHHO-TEJIEKOMMYHHKAUMOHHOI ceTn ""MHTepHeT"
31 |Cucrema 31eKTpOHHOTO JOKyMeHTooOopoTa - hitp://www.escom-bpm.com
32 |ABTOMaTHU3MPOBaHHAS TEXHOJOTHYECKAs cUCcTeMa 00paboTKu TOKyMeHTOB - hitp://docrev.ru
23 |Hdoxymenroobopor - http://www.iitp.ru/ru
6.3. [lepeyeHb MporpaMMHOro odecrneyeHust
6.3.1|O¢)HCHLH?I naket LibreOffice
6.4 Ilepevyenb nHGPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM
6.4.1|ICC «KoncynbrantlLimtoc
6.4.2|ICC «I"apanT»
7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JTUCHHUIIJIMHBI (MOAY JIsT)
7.1|TTometnieHus st IPOBEICHHS BCEX BHIOB padoT, MPEyCMOTPEHHBIX YUCOHBIM IIAHOM, YKOMIUIEKTOBAHBI HEOOXOJMMO

CHCHHaﬂHSHPOBaHHOﬁ y'{C6HOﬁ MeOeIbI0 U TEXHHUYECKUMU cpeacTBaMu 06y'{€HI/I$[.

8. METOAUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHUIIVIMHBI (MOY JIS)

Meroaudeckue ykazaHHs 110 OCBOSHHIO TUCIUILIHHEI IpecTaBlieHsl B [IpunokeHnu 2 Kk pabouei mporpaMMe AUCIUATUTHHEL



https://urait.ru/bcode/531240
http://www.escom-bpm.com/
http://docrev.ru/
http://www.iitp.ru/ru

®OH/J OINEHOYHbBIX CPEJACTB

OI1.13 JlokyMeHTalIMOHHOE 00ecneyeHne yIpaBJIeHnsl

IMpuioxenue 1

1. Onucanue mnokasaTejed W KpUTepHeB OIEHUMBAHMS KOMIIETEHUMIA HAa Pa3IMYHBIX 3Tamax MX

(¢popmupoBanusi, onucanue MKaJ OLEHUBAHUS
1.1 ITokazaTenu U KpUTEPHUN OTICHUBAHUS KOMITCTEHITHI:

VYV, cocTaBisrone KOMIIETCHIIHIO

IToka3zaTenu
OLIEHMBAHUS

Kputepuu onieHuBanus

CpencrBa
OIICHUBAHUS

OK-01: BeiOupats crioco0bl penieHus 3a1a4 Npo¢ecCHOHAILHOM AeATeTbHOCTH, IPUMEHUTEIbHO K Pa3THYHbIM

KOHTEKCTaM.

3HaTh: CdopmupoBaBmuecst Yposennb 3HAHM 00 T (1-30)
- aKTyalbHBIA MPO(ECCHOHATBHBIA U | cHcTeMaTH4YecKHe 3HaHUs 00 | OCHOBHBIX HUCTOYHHUKAX
COLIMATBHBI KOHTEKCT, B KOTOPOM | OCHOBHBIX WCTOYHHKAX | ”HOPMAIIMK U pecypcax i
MPUXOMUTCS  paboTaTh W JKWTh; | MHPOPMAIIMA U pecypcax Ui | pemieHus 3aaad U mpoOiieM B
OCHOBHBIEC UCTOYHUKHU MH(OpPMAIINH U | pemieHnst 3a1a4 U mpobieM B | mpodeccroHamIbHOM n/nmm
pecypcel s pemieHus 3amad | | mpodeccHoHaIbHOM W/WIH | COIMaTFHOM KOHTEKCTE;
mpo0JieM B MPOoQeCCUOHATLHOM U/WIIH | COLMATBLHOM KOHTEKCTE; | anropurMax BBITIOJTHCHHUS
COLIMATEHOM KOHTEKCTE; aNropuTMax BBHITIOJIHEHHUS | paboOT B MPOeCCHOHANTBHON U
- QITOPUTMBI BBITIONHEHUST PaboT B | paboT B mpodecCHOHaIbHON M | CMEXHBIX 0071aCTAX;
npodecCHOHANBHOW M CMEXKHBIX | CMEXHBIX 00J1acTsX;

o0nacTix;

-CTPYKTYpy IUIaHa JUISL  peIleHHs

3aja4; MOPSIOK OLIEHKH Pe3yJbTaTOB

pemieHns 3amad npoQecCHOHATEHOM

JeSITeTEHOCTH

Ymern: CdopmupoaBumecst YpoBeHb yMeHMS IIPUMEHSTH I3 (1-6)
- pacmosHaBaTh  3ajadyy ~ W/WIIM | cHcTeMaTHYecKHe  YMEHHUsl | METOJIbI paboThI B
npobiieMy B npodecCHOHAIbHOM | paclio3HaBaTh 3agady W/WiM [ IpodecCUOHaIbHON u
W/WIIN COIIMATIbHOM KOHTEKCTE; npobiemy B | CME@XHBIX cdepax; COCTaBIATH
- aHANM3WPOBaTh 3a/Ja4y W/WIHU | IpOPeCcCHOHATEHOM W/WIH | CTPYKTYpPY IDIaHA JUTS PeIIeHUs
npo0JeMy ¥ BBICIATh €€ COCTABHBIE | COIIMAIbHOM KOHTEKCTE; | 3a/1a4; MOPSIIOK ~ OIICHKH
YacTH; aHANM3WPOBATh 3a/1a4y W/WJIH | pe3yJIbTaTOB pEIIeHUs 3a7ad
- OTIPECIIATH ATAIbI PEIICHUS 3a1a4y; | IpodjaeMy M BbLACHATh €€ | mpod)ecCHOHATBHON

BBISIBJIAITE W 3(PQPEKTUBHO HCKATh
UHpOPMAILHIO,
PEIIeHHUs 3aJaui |/UiIn TIpO0JIeMBbl;

HEOOXOAMMYIO  JUIS

- COCTaBUTb IJ1aH I[CﬁCTBPIH;

OIpeaCINTb HCO6XO,Z[I/IMBIC PECYPChI

COCTaBHBIE YaCTH; ONPEJENATh
9Tanbl  peIIeHHs

3hHEKTHBHO
nH(OpMAaIHIO,

H€06X0)II/IMYIO AJid pCHICHUA

3a1a4H;
BBIBIATE U
HUCKaTh

u/nnu

3a1a4yn MPOOIIEMBT;

COCTaBUThL  IIJIaH I[eﬁCTBH)I;

ONPEEITUTh HEOOXOMMBbIe

pecypchl;
AKTyalbHBIMU

BIIAJICTh
METOJIaMH
paboTel B MPOQECCHOHATBEHOMN
" CMEXKHBIX cepax;
peanu3oBaTh  COCTaBJICHHBIM

IJI1aH.

JACATCIIBHOCTHU




Baaners:

- HaBBIKaMH paboTHI C COBPEMEHHBIMHU
WHCTpyMeHTaMu MozenupoBanus [10;
- YMEHHEM OIIEHHBAaTh
3 PEeKTHBHOCTH BBIOPAHHBIX

METOO0B.

CdopmupoBaBuiuecst
cUcTeEMATHYECKHE BJIaJeHUs
YMCHHEM COCTaBISITh  IUIAH

JICUCTBUN, MPUMEHATH 3TO Ha
MpakTUKe TpH o]opMICHHH
JTOKJIAJIOB TI0 33JJaHHBIM TeMaMm
u npu
MPAKTUYECKUX 3aJIaHuUM.

BBIITIOJTHCHHUH

YpoBeHb BJIA/ICHUA
croco0aMu COCTaBJICHMS IIaHa
JIEHCTBHH, ONPEACIICHUS

HEOOXOJUMBIX PECYpCOB s
peIeHus MMOCTaBICHHBIX 3a/1a4.

113 (1-6)

OK-02: Mcnoip30BaTh COBpeMEHHBIE CPEICTBA MOUCKA, AHATN3A M MHTEPIpeTalud uHQPOPpMALUH 1

I/lllq)OpMaIlHOHHble TEXHOJIOIUHM J1Jisl BBINOJIHCHUSA 3aJa4 HpO(l)eCCHOHaJIbHOﬁ ACATECJIBbHOCTH

3HaThb: CdopmupoBaBmecst Yposenn 3HAHUH T (1-30)

- HOMEHKJIaTypy HH(POPMALMOHHBIX | cHcTEeMaTHYecKHe 3HAHUA 00 | HOMEHKIIATYPHI

HCTOYHUKOB, HPUMEHIEMBIX B | HOMEHKJIAType UH()OPMALTMOHHBIX

npodeccnoHanbHON AEATETbHOCTH; UH()OPMALTMOHHBIX HCTOYHHUKOB, NPUMEHIEMBIX B

- HPUEMBI CTPYKTYPUPOBaHH | HCTOYHUKOB, MPUMEHIEMbIX B | MPOPECCHOHATBHON

MHpOpMauuH; npodeccroHaTbHOM JIeSATEIILHOCTH, IPHEMBI

- (opmar odopmicHHS PE3yIHTATOB .

HoucKka HHdopMaIH JeATeITLHOCTH; MPUEMBI | CTPYKTYpPHPOBaHHUS
CTPYKTYPHUPOBaHUS WHPOpMAaIUH; ¢dopmar
uH(pOpMaLHY; ¢dopmar | ohopmiteHHS pe3yabTaToB
odopmieHus pe3yabTaTOB | MOMCKA HHPOPMALIUN
norcka nH(poOpMaIuu

Ymern: CdopmupoBasmuecst Yposennb yYMeHust I3 (1-6)

—  HCTONIb30BaTh ~ HOMEHKJIATYPY | CHCTeMaTH4YeCKHe  YMEeHMs | HCIIOJIb30BaTh HOMEHKIIATYpY

WHPOPMALMOHHBIX WCTOYHUKOB, | MCTIOJIB30BaTh HOMEHKIATYPY | MHPOPMALMOHHBIX

NPUMEHSEMBIX B NMPOQeCcCHOHAIBHON | MH()OpMaMOHHBIX MUCTOYHUKOB, NPUMEHIEMBIX B

JeSITEIbHOCTH; NpUEMbI | HCTOYHHKOB, TPHUMEHSEMBIX B | IpodeccHoHATBHON

CTPYKTypupoBaHHs HWH(MOpMalH, a | mpodhecCHoHaIbHON JIeATeIILHOCTH; TPUEMBI

Tak ke ¢opmar  odopmIICHHS | JEATETBHOCTH; MPUEMBI | CTPYKTYpPHPOBaHHUS

pe3yIbTaTOB OMCKA HHPOPMAITUH. CTPYKTYypHUPOBaHUS HHOpMAITUH, a TaK ke popmat
uHpopmanuH, a Tak xe Gpopmar | ohopMIeHUS pe3yJIbTaToOB
odopmiieHus pe3yJIbTaTOB | IOMCKA HHPOPMAIIHH.

NOMCKa MH(POPMAIHH.

Baapers: CdopmupoaBmmecst Yposenn HABbIKOB I3 (1-6)

- HOMEHKJIaTypoil MH(OPMAIMOHHBIX | CHCTEMATHYECKHE BJIAJIeHUsl | HOMEHKIIATypOi

HCTOYHUKOB, HPUMEHSIEMbIX B | HOMEHKJIATYypOi UH()OPMALIMOHHBIX

npodeCcCHOHANBEHON AEATENIEHOCTH, a | MH()OPMAMOHHBIX UCTOYHHUKOB, NPUMEHICMBIX B

TaK e MPHUEMaMH CTPYKTYPUPOBAHUS | HCTOYHUKOB, TIPUMEHSEMBIX B | MpodeccnoHanbHOM

nHpopmanuu u dopmaToMm | mpoheccuoHaIbHOM JIeSITEeIbHOCTH, a Tak JKe

oOpMIICHUST pE3yJIbTATOB IMOHWCKA | ICATEIBHOCTH, a TaK JKe | IPHEMaMH CTPYKTYpPHPOBAHUS
uHpopmanuu npueMaMH CTPYKTypUpoBaHus | uHGopmarmu W (opMarom
uHpopMau U GopmaToM | ohOopMIICHHS pe3yNbTaToOB
odopmIieHus pe3yabTaToB | MOMCKa HHPOPMAIIUU
HoMcKa H(POPMAITHH

OK-4: D¢ dexTHBHO B3aUMOIeHCTBOBATH U PAadOTATh B KOJUIEKTHBE M KOMAaH/IE

3HaTh: CdopmupoBaBmmecs YpoBenns 3HAHUH T (1-30)

- MICUXOJIOTHYECKHE OCHOBEHI | CHCTeMAaTH4YeCKHe 3HAHUS O | ICUXOJOTHMYECKUX OCHOB

JEATeTbHOCTH KOJUICKTHBA, | ICHXOJIOTHYECKUX OCHOBAX | JESITEIILHOCTH KOJUICKTHBA,

MICUXOJIOTHYECKHE 0COOEHHOCTH | 1eATETBHOCTH KOJUICKTHBA, | TICUXOJOTMYECKUX

JUYHOCTH,  OCHOBBl  IPOEKTHOH | IICHXOJIOTHYECKUX ocobeHHOCTEN JMYHOCTH;

JEATeTbHOCTH 0COOCHHOCTSX JUYHOCTH; | OCHOB MIPOEKTHOM
OCHOB MPOEKTHOM | ACATEIEHOCTH

JACATCIIBHOCTHU




Ymerth:

- OpraHNU30BHIBATH paboty
KOJUICKTUBA U KOMAaH]IbI;

- B3aHMOJICHCTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KIHCHTAMU B XOJE

po(ecCUOHAIbHOMN JCATEIbHOCTH

CdopmupoBaBuiuecst
cucTeMaTH4YecKHe  YMeHUs
OpraHu30BBIBAThH PabOTY
KOJIJIEKTUBA U KOMaH/bL.
BzaumoneiictBoBaTh ¢
KOJUIEraMH, PYKOBOJICTBOM,

YpoBennb YMeEHHA
B3aUMOJICUCTBOBATH c
oOyJaronumucs,
MpeToAaBaTessIMH,
COTpYTHUKAMHU

oOpa3oBatenbHON

113 (1-6)

KITHCHTaMH. OpraHu3aIiy B X0Ji¢ 00yUYeHHS,
a TaKkKe C PYKOBOJCTBOM H
COTpYJTHUKAMU
SKOHOMHYECKOTO CyOBEKTa BO
BpeMs MIPOXOXKICHUS
MPaKTHUKH.
Baanern: CdopmupoBaBmuecst YpoBeHb BJIAJIEHUsI 113 (1-6)
- TpHeMaMH OpraHu3aluy paboThl B [ cHcTEMATHYECKHE BJIAJeHHs | IPHEMaMH OpraHM3aluu
KOJIJICKTHBE ¥ KOMaH/Ie npueMaMu OpraHu3anuu | paboTbl B  KOJUIGKTUBE U
paboThl B  KOJUIGKTHBE W | KOMaH/E
KOMaHj1e

OK-5: OcymeCTBHHTB YCTHYIO H IUCbMEHHYI0 KOMMYHUKAIUI0 HA TOCYTAPCTBCHHOM fI3BIKE Poccuiickoi

Degepauyu ¢ y4eToM 0CO0EHHOCTEH COLUAIBHOIO H KYJbTYPHOI0 KOHTEKCTA.

3HaTh: CdopmupoBaBmecs YpoBeHb 3HAHUA00 T (1-30)
- TMpHEeMBbl TPaMOTHOTO M3JIOKEHUs [cMcTeMaTHyecKkue 3HAHUsI 00  JOCOOSHHOCTSX COLMABHOTO
CBOMX MBbICTeH mpH OQOPMIICHUH [0COOCHHOCTSX COMUATBHOTO U [KyJIBTYPHOTO KOHTEKCTa;
JOKYMEHTOB O Npo(ecCHOHaIbHOH [KyJIbTYPHOI'O KOHTEKCTA; paBuiIax oopMIICHUS
TEMATUKE Ha rocyaapCTBCHHOM [[IpaBHJIax O(bOpMJICHI/ISI JIOKYMCHTOB U TOCTPOCHUA
SI3BIKE. TOKYMEHTOB U IIOCTPOEHHS YCTHBIX
YCTHBIX COOOIIICHUIA.
CO0OIIeHUH.
Ymers: CdopmupoBaBmuecs YpoBenb 3uanusio rpamotaoMm| II3 (1-6)
- 3¢ EKTUBHO BBIPAXKATh CBOM MBICIH [CHCTeMaTHYeCKHe 3HAHMA OM3JI0KEHHH CBOMX MBICIEH U O
Ha YCTHOM U ITMCbMEHHOM A3bIKE; TPaMOTHOM HU3JIOKCHUH CBOUX|IIpaBUIAX O(bOpMJIeHI/II/I
- YYUTBHIBaTh OCOOCHHOCTH ayJUTOPUH [MbICTIeli W O  NpaBUJIAaX|IOKyMEHTOB (s
IIPU KOMMYHUKAIIUH. 0QOpPMIICHUH JTOKYMEHTOB MO[IpodecCHOHAIBHON TeMaTHKE Ha)
MpodecCHOHAILHON TeMaTHKe HaIFOCy,ZLapCTBeHHOM S3BIKE, Kak
rOCYJapCTBEHHOM  SI3BIKE, Kak[IpOSBUTH  TOJIEPAHTHOCTH B
MPOSIBUTh  TOJIEPAHTHOCTh  BjpaboueM KOJJICKTHBE
paboueM KOJJIEKTHBE
Bnapers: CdhopmuposaBmuecst YpoBens Baaaenusi HaBbikamy| —I13 (1-6)
- HaBBIKaMU I'PaMOTHOIO IIOCTPOEHUSI [cMcTeMaTH4YecKue  BJaJAeHUs[TPAMOTHOI'O IIOCTPOEHUs YCTHOH
yCTHOfI u MMMCHEMEHHON [HaBBIKAMU TpaMOTHOT O MMMCEMEHHOM KOMMYHUKAIIUY|
KOMMYHHKAIIUY Ha TOCYJapCTBEHHOM [[TOCTPOEHUS YCTHOH WHA TOCYJapCTBEHHOM  A3BIKE

s3p1ke Poccuiickoit denepanyu

MICHbMEHHOM KOMMYHUKAIIUN HA
rOCYJapCTBCHHOM SA3BIKC

Poccuiickoit @enepanuu

Poccuiickoii @enepannu

OK-09: ITorb30BaTHCA NMPO(eccHOHATBHOI JOKyMeHTanuell Ha rocy

AAPCTBEHHOM H MHOCTPAHHOM fI3bIKAX

3HaTh:

- TIpaBWiIa IOCTPOEHHS MPOCTHIX H
CIIOXKHBIX HpeUTOKCHUH Ha
npodeccuoHaNbHbIE TEMBbl; OCHOBHBIE
001IeyIoTpeOnTETHLHBIC TJIaroJIbl
(ObiToBass W mpodeccruoHaIbHas
JIEKCHKA);

- JIEKCUYIECKUH MHUHHUMYM,

00IIEYTOTPEOUTEBHEIC TTIarQJIb
(ObITOBass U mpod)eCCHOHANIbHAS]

CdopmupoBasuuecs YpoBeHb  3HaAHUSI  IpaBUJY
cucTeMaTHUYecKHe 3HAHUSI [TOCTPOCHUS MPOCTHIX u
MPaBUJI MMOCTPOCHUS MPOCTHIX W[CTOXKHBIX  MPEIOKEHHHA  Ha
CIIOXHBIX  TPEUIOKCHUN Hall'[poq)eCCI/IOHaJ'ILHLIe TEMBI;
npogeccHOoHANBHBIC TEMBI;JOCHOBHBIX

OCHOBHBIX 00IICYTOTPEOUTENBHEIC TIIaroJIb

(ObiToBast 1 mpodeccuoHanbHas

ITeKCHKA); JIEKCHIECKHN

T (1-30)




OTHOCSIITUHCS K OIHCAHUIO [ICKCHKA); JIEKCUYCCKUHMUHUMYM,  OTHOCSAIIUICS K|
MIPEAMETOB, CPEACTB W TPOIECCOB [MUHUMYM,  OTHOCSIIUHACS  KIOTIMCAHHIO ITPEAMETOB, CPEACTB U
po(eCCUOHATBHOMN NEATENBHOCTH,  [OIMCAHUIO MPEAMETOB, CPEACTB HIPONIECCOB  MPO(ECCHOHATBHOM]
- OCOOEHHOCTH  IPOM3HOIICHUS; [IPOIECCOB MPOPECCHOHATLHOMIEITEIIEHOCTH;  OCOOCHHOCTEH

[IpaBuiIa YTEHUS TEKCTOB |IEATENIBHOCTH;  OCOOCHHOCTEH[[IPOM3HOIICHUS, MPaBU YTEHHS
npodeccnoHANbHON HANIPABICHHOCTH [IPOU3HOILICHHUS; MIPABUI YTCHHUSTEKCTOB npodecCHOHATEHON

TEKCTOB npodeccuoHaTbHON[HAIPABICHHOCTH

HaIpaBJIEHHOCTH
Ymern: CdopmupoBaBmmecs YpoBeHb yMeHHs IOHMMATH I3 (1-6)
- NOHMMAaTh OOIIMI CMBICH YETKO [cHCTeMaTH4YecKHe YMeHUsl CMBICII YETKO MPOU3HECEHHBIX
IIPOM3HECEHHBIX BbICKA3bIBAHUN Ha [TOHMMATh BHICKAa3bIBAHMH Ha W3BECTHBIC
W3BECTHBIE TEMBI [CMBICIT YETKO MPOU3HECEHHBIX[TeMbI  (MIPOPEeCCHOHANBHBIE |

(mpodeccroHabHBIE M OBITOBEIC), [BRICKA3bIBAHWN Ha HM3BECTHHIC|OBITOBBIC), TIOHMMATh TEKCTHI HA|
MOHMMATh TEKCTHI HAa  0a30BbIC [TeMbl (NPOQ)ECCHOHANILHBIC H[0A30BBIC po(ecCuOHATBHBIC]
npoeccnoHaIbHBIE TEMBI OBITOBBIE), IOHUMATh TEKCTHI HATEMBI

0a3oBbIe npoeccHOHaANbHEIE

TCMBI
Baagers: CdopmupoBaBmmecs YpoBens Baaaenusi HaBbikamy| I3 (1-6)
- HaBBIKAMU IIOCTPOEHMSI MPOCTHIX U [CHCTEeMaTHYeCKHe mocTpoeHus MIPOCTHIX y
CIIOKHBIX NpeAIOKCHUH Ha [BJIa/IeHUSIHABBIKAMHU CIIO)KHBIX ~ TIPEAJIOKEHWUH  Haj
npodeccuoHaNbHbIE TEMbl; OCHOBHBIE [[TOCTPOCHUS MPOCTHIX podeccroHaNbHbIE TEMBI;
o0meynoTpeOuTenbpHbIe TJIATOJIBI |CIIOKHBIX — TIPEUIOKEHUN HI:IO6H16yHOTpe6I/ITCJII>HLIMI/I
(ObrTOoBass W mpodeccuoHabHas [IPOGECCHOHAIBHBIC TEMBI;[[JIaroJIaMH (ObITOBas u
JIEKCHKa); 001IeyTOTpEOUTETHHEIMHI mpodeccuoHanmbHast — JIGKCHKA);
- 3HAaHUAMU JIEKCUYCCKOI'O |rJj1arojiaMu (6I>ITOBa$1 HU3HAaHUSAMU JICKCUYCCKOI'O|
MHUHHMYMa, OTHOCSIIErOCsI K [mpodeccnoHanbHasi — JIEKCHUKa);MUHUMYyMa, OTHOCSILETrocs K
OIMCAHMIO TPEIMETOB, CPEICTB U [SHAHUSAMHU JIEKCUYECKOTOjOITUCAHUIO TPEIMETOB, CPEACTB U
MPOIIECCOB npodecCHOHAFHON [MUHUMYMa, OTHOCSIIErocst  K[IpoleccoB MpodhecCHOHAIbHOM
JeSITeNbHOCTH OIMCaHMIO IPEIMETOB, CPEIICTB U1 TETLHOCTH

[IPOIIECCOB  NPO(ECCHOHAIBHOM

JICATCIIBHOCTHU

113 — npaxmuueckue 3adanus, T — mecmosvie 3a0anus

1.2 IlIkasbl OLlEHUBAHUS:

Texkymuii KOHTPOJb YCIIEBAEMOCTH OCYIIECTBIISIETCS B paMKaxX OaJIbHOW CHCTEMBI B 5-0aJUTBHOM mIKae:

5 0aJyIOB BBICTABIISIETCS CTYACHTY, €CIIH BBIITOJIHEHBI BCE TPEOOBAHUS K OTBETY, 0003HaUEHBI ITPOoOIieMa M 00OCHOBaHA UX
aKTyaJIbHOCTh, COJICPYKAHWE BOIPOCOB PACKPHITO IOJHOCTHIO, JIOTHYHO M3JI0KEHA COOCTBCHHAS ITO3WIUS, JaHBI
MPaBUJIbHBIE OTBETHI HA JIOMOJHUTEIBHBIE BOMPOCHI; BBIMOJIHSICT MPABUIbHbBIC, YBEPEHHbIEC JACUCTBUS MO NPUMEHEHUIO
TIOJTYICHHBIX 3HAHUU TIPH PEIICHUH TECTA;

4 GaJLIaBBICTABIISIETCS CTYICHTY, €CJIM BhIMIOJTHEHBI OCHOBHBIC TPEOOBAHUS K OTBETY, HO ITPH 3TOM JIOIYIIECHbI He04eThl. B
YaCTHOCTH, UMEIOTCS HETOUHOCTH B U3JI0KEHUU MaTepuasa, OTCYTCTBYET JIOTHUECKasl MOCIEA0BATEIbHOCTD B CYKICHUSIX,
Ha JIOTIOTHUTEIEHEIE BOIPOCH! JaHBI HE TIOJTHBIC OTBETHI;, BHIITOHSICT MPaBUILHBIC JESHCTBUS 1O MPUMEHEHUIO 3HAHUH MPH
pelIeHNH NPaKTHYECKOTrO 3a/1aHuUs;

3 0a/IaBBICTABIIAETCS CTYICHTY, €CJIM CYIIECTBEHHBIC OTCTYIUICHHS OT TpeOOBaHMU K OTBETY. B 4acTHOCTH, BONPOCHI
OmieTa OCBEIICHBI JIUIh YaCTHYHO, MOMYIICHBI (PaKTHUSCKHE OIMMOKH TPHW HW3J0KCHHH OTBETA WM TPH OTBETE Ha
JOTIOJTHUTENBHBIE BOIMPOCHI; MOKA3bIBACT B IEJIOM MPABWIbHBIC NEUCTBUS MO MPUMEHEHUIO 3HAHUN TMpU PEUICHUU
MIPAKTUYECKOTO 3a[aHuUs;

2 0aJIaBBICTABIISETCS CTYJCHTY, €CJIM BOIPOCHI OHMJIETa HE PACKPBITHI, OOHAPYKUBACTCS CYNICCTBEHHOC HETIOHUMAaHHE
MpeaMeTa Kypca; He TIOKa3bIBaeT CIIOCOOHOCTH PUMEHSTh 3HAHUS NIPH PEIICHUH MTPAKTHYECKOTO 3a/1aHusl.




2 TunoBble KOHTPOJIbHbIE 3aJaHUS WIN UHbIe MAaTEePUAJIbI, HEOOX0AUMBIE IJIsS OLeHKU 3HAHUH, YMeHHUil, HABHIKOB
U (WJIM) ONBITA esITeIbHOCTH, XapaKTePU3YIOIIUX 3TANbl (POPMHPOBAHMUSI KOMIETEHINH B Ipolecce OCBOCHMS
o0pa3zoBaTeJbHOM MporpaMmbl

IIpakTH4yeckne 3agaHus:

3aganme Ne 1.

1. OdopmuTs 3asBIeHIE Kaccupa 3aBoa «CBeT» ¢ mpock00ii mpeocTaBuTh yaeHndeckuit otmyck ¢ 06.03.20  mo
18.03.20  mpoaomkuTenbHOCThIO 13 KaneHAapHBIX JHEH Ha OCHOBaHMM cIipaBKM — BbIi3oBa Ne 5655 or 01.03.20 .
@.1.0. xaccupa VBanosa Mpuna IlerpoBHa.

2. OdopmMuTh MpHKa3 1Mo JTUIHOMY COCTaBy Ha OcHOBe MaHHBIX 3amaHust Ne 1. [Tpukaz Ne 65k ot 05.03.20  «O
MIPEeIOCTAaBICHUN YYEHHYECKOro OTHmycka» Kaccupy 3aBoja W.II. Meanosnoit ¢ 06.03.20  nmo 18.03.20
MPOIOJKUTEIBHOCTBIO 13 KaleHOapHbIX IHEW Ha OCHOBaHUM cHpaBKU-BbI3oBa Ne 5655 ot 01.03.20  u 3asBieHus
kaccupa W.I1. ViBanoBHoii. [IpocTtaBuTh BU3y coriacoBanus HadaabHHUKa otaena kaapo O.A. CepreeBoii U 0OTMETKY 00
03HAaKOMJICHUH C NpUKa30M VIBaHOBOM.

3ananme Ne 2.

1. OpopMuTh IPUKa3 MO0 OCHOBHOM JesiTenbHOCTH. B cooTBeTcTBUM ¢ Pacnopsbkenuem Munnctpa ot 04.03.20
Ne 115 «O06 ycuseHnH MPOTUBOTIOKAPHOM 0€30MaCHOCTH M YCUJIICHHH OXPaHbI B IIEPHOJ] Pa3IHUIHBIX THEM» COCTaBUTh
npukaz Ne 245 ot 06.03.20  u3nmaHHbBIA IupekTopoM Hay4dHO-ITPOU3BOJICTBEHHOTO OOBEIWHEHUST «ATPONPHOOP» T.
Mocksel M. 1. 'ankuHbIM.

B pacniopsinutenbHoM YacTy BBIAENIUTD 4 ITyHKTA:

1. O6 opranmu3zanuu yOOpKH TEPPUTOPUH OOBETMHEHUS

2. O poBepKe COCTOSHUS AIEKTPOIPOBOAKH

3. O mpefocTaBICHUH B CEKpeTapuaT IeHepabHOTO JUPEKTOpa CIHMCKA COTPYIHHKOB, MPEObIBAHME KOTOPBIX
HEO0XOIMMO Ha TEPPUTOPUN OOBEANHEHNS B IPa3AHUYHBIC THU

4. KoHTponb 3a NCIIOJTHEHWEM BO3JaraeTcs Ha riaBHoOro uHxenepa oowenunenus I1.P. XKapoga.

Kaxxaprit myHKT paccMoTpeTh 1o cxeme «Komy?», «HTo HyXHO crenatb?», «/lo kakoro cpoka?».

Hanpuwmep, k 1.1 3aBenyromemy ckiaagom O.H. Hukutuny oprannzoBats yoopky tepputopun 1o 07.03.20 .

IIpocTaBuTh BU3Y TJIaBHOTO WHKEHEpa

IToctaButk oTMETKY 00 ncnosnnurene. Mcenonuurenem sisisiercsa ConosbeBa Tenedon 302-34-56

2. Ocdopmuts pacniopsokenne Ne 137 ot 10.03.20  tnaBHOTO MHXKeHEpa MOCKOBCKOTO CTaHKOCTPOUTEIBHOTO
3aBoza «Texmamn JI.M. Connuesa «O BHenpenun crannapra OPJ] CTII 02-601» Ha ocHOBE IpeasioxKEHHBIX 00pa3oB B
MIPHIIOKEHUH 5 1 6.

B pacnopsauTensHO# yacTH yka3aTh 4 MyHKTa:

1. O Bueapenuu crangapra OPJ] CTII 02-601 Bo Bcex cimy»0ax, Ha y4acTKax M B CTPYKTYPHBIX MTOApa3aeNeHIsIX
3aBoga ¢ 01.04.20 .

2. O6 opranmzauuu 3aHsaTui mo uzydenuto CTII 02-601 co crmenuanuctaMu M MHKEHEPHO-TEXHOJIOTHUECKUM
nepcoHasioM (¢ ykazaaueM «Komy» u ¢ Kakoro 4mcia)

3. O0 opranuzanuu THpaxkupoBaHus 6JaHkoB OPJI, TUIIOBBIX TEKCTOB M YHU(PULIUPOBAHHBIX QOPM (C yKazaHHEM
«Komy?»)

4. KoHTpOIb 32 HCIIONTHEHHUEM PACTOPSKEHNS BO3JIOKUTH HA 3aMECTUTENS JUpeKTopa 1o oommmM Bompocam N.K.
bupoga.

TIpocraButh BU3y topuckoncyibsra I1.K. Jlynosa

[locraButh 0oT™METKY 00 ncnonauTene. Mcnonnurenem sisisercst XKypasnesa tenepon 308-34-16

3ananue Ne 3.

1.CocraButh akt peBu3uu kaccel npeanpusatus TOO "Crnaprak" Ne 15 ot 14.03.20 . OcHoBaHMEM sBISETCA
npuka3 aupexropa Ne 165 ot 13.03.20 .

B cocTtaB komuccuu, npoBoAsIIEH PEBU3UIO BXOJIAT:



IIpencemarens - 3am. mupekropa C.H. Koznos

Unens! komuccun: 1. ['n. 6yxrantep H.M. Porosa

1. Cr. oyxrantep 3.A. Opnosa

2. Bbyxranrep O.U. Yuaepa

[MpucyrcrBoBanu: 3am. ri1. Oyxrantepa [.H. Koponen

kaccup B.1. MakcumoBa

Pepmsuss Oputa mpoBemeHa B mepuwon ¢ 14.03.20 mo 16.03.20

B pesynbpraTe npoBeieHHON peBU3UH YCTaHOBIIEHO:

1. OcTatok HaIWYHBIX AEHEr B Kacce mo coctosHuio Ha 14.03.20  corjacHO KaccoBOW KHHTH W JaHHBIM
OyXranTepcKoro yuera JojbkeH coctaBisats 5000 pyo.

2. ®aKTHYeCKHH OCTATOK HATMYHBIX JIeHeT B kacce cocTtasisieT 4800 py6. Hemocraua nener B xacce - 200 pyo0.

3. HemocTada Hanu4HBIX IEeHET B Kacce oOpa3oBaiack o BUHE kaccupa B.M. MakcumoBoit

AKT COCTaBJIeH B 3-X 3K3eMIuIsipax: 1-if 9k3. - B geno Ne 05-11

2-11 5K3. -TUPEKTOPY MPEIIPHATH

3-#i 3K3. - 1. OyXrajnrepy

B npusoxennn o0ObsICHUTENBbHAS 3anmucka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 3k3. (caMy OOBsACHUTEIBHYIO
3aIllUCKY NHCaTh HE HY>KHO, HEOOXOAMMO B TEKCTE aKTa CENaTh IOMETKY O HATWIUU IPUIIOKEHHHN)

Odopmurts rpud yreepxaeHus: qupekTop A.A. bepkyt, nata yreepxkaenus 18.03.20 .

OdopMuTh pekBH3UT "OTMETKA O HAPABJICHUN JOKYMEHTa B JeJo"

Ucnonaurens B.A. Anykun  nmarta 25.03.20 .

2. CocTaBUTh OOBSCHUTEIBHYIO 3aIIMCKY Ha MM 3aBEIYIOIIETO OTACICHUEM O IPUYMHE OMO3AaHUs Ha 1-10 mapy
17.03.20__. B TekcTe yka3aTh OpUYMHY ONO3AaHUS.

3ananue 3.

CocraButh noknaanyro 3amucky oT 18.03.20 . HamucaHHyr HayanbHUKOM yrpaBieHuss B.O. WnbunbiMm,
aapecoBannyto ['enepansHoMy aupekTopy OAO «llepeBoskm» T.I1. lanunuHy o nepeBojae Ha JOKHOCTD.

IIpuuKMHOM, MOCIYKUBLIEH COCTABICHHUIO JAOKJIAJHOW SBISETCS PEOpraHu3alus CTPYKTYphl YIIPaBICHUA WU
YKpYIIHEHHE OTIENIOB B PE3YJIbTATE YEro MPOUCXOIUT NepepacupeneacHre GyHKIUi COTpyTHUKOB.

Hauaneuuk ynpasnenuss MneuH mpocuT mnepeBectd ctapiiero skoHomucrta CT. HukomaeBa u3 otaena
aBTOMOOMJIBHBIX IIEPEBO30K B TAMOXKEHHBIE OT/E C TOCIEAYIOINM BHECEHHEM U3MEHEHNH B IITATHOE PacliCaHue.

3aganue Ne 4.

1. CocTaBuTh 3asiBIIeHUE O IpreMe Ha padoTy.

I/ICHOJ'IHI/ITL HCO6XOZII/IMBIC BHU3bI HA 3asBJICHUU.

HaJ'IO)KI/ITB pe3OJIIOHI/IIO pyKOBO}II/ITeHH Hpe):[HpI/ISITI/ISI Ha 3asBJICHUC.

2. CocTaBuTh Mpo(hecCHOHANBHOE PE3FOME MTPOrpaMMHICTa

3. CocTaBUTh MPHUKA3 O 3aYUCIACHUH Ha PabOTy B COOTBETCTBYIOILEE MOAPA3/CIICHUE, C ONPEACICHHOIO YUCIa, C
OTIPE/ICTICHHBIM HCITBITATEIEHBIM CPOKOM, C YCTAaHOBIICHHEM YPOBHS OILIATHI TPY/1a COTJIACHO JIMYHOMY 3asiBIICHUIO, BH3aM
Y PE30JIIOIMK HAa HEM U TPYJIOBOMY JIOTOBODY.

3aganue Ne S.

1. OTBeTHTE HA BOIPOCHI:

- B U€M 3aKJIFOYAIOTCS TSN U 33/1a4H CITY>KOBI JISIONPON3BOJICTBA?

- B 4€M 3aKJTIOYArOTCs QYHKIIUH CITYKO JIEIONPON3BOICTBA?

- HA30BUTE MIPaBa U OTBETCTBEHHOCTH CIIYO0 J€I0NpPON3BOICTBA

- KaK CJIy»k0a JIeTopon3BO/ICTBa B3AUMOICHUCTBYET C IPYTUMHU IOJIPA3JICIICHISIMU TIPETTPUSTHS?

2. OtBerbTe Ha BOMPOCH: Kakue TpeOOBaHMS TNPEABSIBIAIOTCS  cekperapro-pedepenty? Kakumu
npodecCHOHANBHBIMU M IMYHBIMU Ka4€CTBAMHU OH JIOJDKEH 00anaTs?

3. [IpencraBpTe HATMAAHO OPTAHN3ANMOHHYIO CTPYKTYPY KaHIEISIPHUH Majoro IpeanpusTHS.

4. [IpeacraBbTe HArIAIHO OPTaHU3ALMOHHYIO CTPYKTYPY KaHIEISPUHN KPYITHONW OpraHu3aluy.

3aganue Ne 6.
1. CocTaBbTe HHPOPMAIIMOHHOE IMUCHMO O TIPOAAXKE YACTHBIM U TOCYAAPCTBECHHBIM MTPEAPUITHIM TIEPCOHATBHBIX
KOMIIBIOTEPOB 10 JOTOBOPHOM CTOMMOCTH U O BO3MOKHOCTH IIPUHUMATh 3aKa3bl HA COCTABJIICHUE IPOTrPaMM.



2. CocTraBbTe MHUCHMO-TIPHUTJIANICHNE OPraHN3AI[MOHHOTO0 KOMHUTETa «BepTONeHTp» ¢ MpeayiokeHHeM IMOCeTUTh
MEXTYHAPOIHYIO CIICIUATH3UPOBAHHYIO BEICTABKY « DKOHOMHUS MATEPUATBHBIX U TOIUIMBHO-IHEPTETUICCKIX PECYPCOB B
CTPOUTEILCTBE M NIPOMBIIINICHHOCTHY. BBICTaBKa MPOXOUT B MAaBWJIBOHE BHICTABOYHOTO KOMILIEKca B T. PocToBe - Ha -
Hony.

3. OdopMuUTh XypHAI yueTa BXOAANIUX JOKYMEHTOB: HOMEp JokyMeHTa 171/-3; cpok ucnonnenus 27.12 2022;
ncnonauTens Ceprees; mara gokymernta 18.12.2022; ucxompsmmii Ne 1-2/82; aBrop-otnpaBurens OO0 «Dpay; KpaTkoe
coJiepkaHue (3arojIoBOK) JaTa MocTyIuieHns qokyMmenTa 21.12.2022 o cokpamennu noctaBok THT 22.12.2022; moanucs
ucnonaurens Ceprees.

Kpurepum oneHuBaHus:

3a ceMecTp CTYIEeHT JOJKEH BBIITOJHUTE BCE 3aIaHUS.

- 5 Oa/yIOB BBICTABISICTCS, €CIU 3a/laHUS BBIMOJIHEHBI CAMOCTOSATENBHO, B IOJHOM OOBeMe, HaljeHa, 0000IeHa |
CHUCTEMaTH3HpOBaHa HeOoOXoauMast HHGOPMAIIHS

- 4 Oajuta BBICTABJISICTCS CTYJICHTY, €CIIU 3aJaHUs BBIMOJHECHBI CAMOCTOSTEILHO, B TIOJTHOM 00BbEeMe, OJTHAKO JTOMYIICHBI
HE3HAYNUTCIIbHBIC OH_II/I6KI/I, HCIIPAaBJICHHBIC ITPU YKa3aHWKU HA HUX

- 3 Oayua BBICTABISIETCS CTYJEHTY, €CITU 3aJaHUS BBIMOJHEHBI CAMOCTOSTENFHO, B TIOJTHOM 00BhEeMe, OJTHAKO JTOMYIICHBI
OIMOKH, UCTIPABJICHHBIE C 3aTPYJHCHUEM IIPH YKa3aHUU HA HUX

- 2 Oansa BBICTaBJISETCS CTYACHTY, €CIIH 3a/IaHUS HE BHITIOIHEHEI B IIOJIHOM 00BEMeE.

TecToBbBIE 3a1aHUA:
1. JIoKyMeHTHpOBaHHE — 3TO:
a) MpUJaHUE IOPUINUECKOM CHUIIBI IPUHATOMY YIPaBICHUECKOMY PELICHHIO C TOMOIIbIO IOKYMEHTOB;
0) 3aIMCh B COOTBETCTBUH C 3aKOHOAATEIECTBOM;
B) CO3/IaHWE IOKyMEHTOB, T.€. 3aIMCh TI0 YyCTAHOBIEHHBIM (hopMaM HEOOXOIUMOM IJIs yIIPaBICHUS HHPOPMAIIHH.

2. JlokyMeHTamoHHOe 00eCTIeYeHNE YIIPABICHUS — ATO:

a) oTpacib JEATENBLHOCTH, O0ecleunBalonias JOKyMEHTHPOBAHUE M OpraHU3aluio padoThl ¢ O(QUIUMATBEHBIMU
JTOKYMEHTaMHU;

0) npueM u 00paboTKa JOKYMEHTOB, HEOOXOAMMBIX JUISi NPUHATHS YIPABICHYECKUX PEHICHHH W pean3anuu
yhpaBlieHYeCKUX (QYHKIIHUIA;

B) 3aIHCh 110 YCTAHOBICHHBIM (hopMaM MHPOpMAIUH, HEOOXO MO 110 Pean3aly YIIPaBICHIECKUX PEIICHHH.

3. Omnpenenenue TepMUHA «TJOKYMEHT:

a) 3apUKCHpOBaHHAs Ha MaTEepPUAILHOM HOcUTeNe WH(GOpPMAIMs C PEKBH3HTAMH, ITO3BOJIIOIIMMH €¢
WACHTHU(QHUIIUPOBATS;

0) CpeaCTBO 3aKpeIruIeHUs! Pa3IUYHBIM CIOCOOOM HAa CHENMAIbHOM MaTepHalbHOM HocuTene uHpopmauuu 00
YIpaBJIEHYECKUX PEIICHUSX;

B) MaTepUaIbHBINA OOBEKT € 3aleYaTiieHHOW HH(popManuen.

4, CornacHo TpeboBanusiv, ycranoBieHHsiM B ['OCT P 6.30-2003, kaxkioe mnpeanpustve 00s53aHO
MPUMEHSITE!

a) oOmuii OaHK, OJIaHK MpHKa3a, OJIaHKW KOHKPETHBIX BUIOB JOKYMEHTOB;

0) OnaHK mpeAnpusITUs, OJIaHK THChMa, OJJAHKK KOHKPETHBIX JOJIKHOCTHBIX JIHII,

B) OaHK mucbMa, o0mmid OaHK, 6JJaHKM KOHKPETHBIX BUJIOB 1OKYMEHTOB.

5. @opmysap-o0paser OpraHu3aMOHHO-PACIOPAAUTEILHOTO JOKYMEHTA MPECTABIIIECT COOOM:
a) MakeT OJlaHKa JJOKYMEHTA, IOJATrOTOBJICHHOTO K U3aHUI0 TUIIOTPAa(CKUM CITIOCOO0OM;

0) oOpa3zert O1aHKa JOKYMEHTA;

B) CXEMY PaCIOI0KECHUS PEKBU3UTOB OPraHU3aIlMOHHO-PACTIOPAIUTEILHOTO JOKYMEHTA;

) 00paser; KOHKPETHOT'O BUJIA OPTraHU3aIMOHHO-PACTIOPSIUTEIBHOTO JOKYMEHTA.

6. B kakoM BApUAHTC OTBCTA MMPABUJIBHO HA3BaHbI PCKBU3UTHI 06].1.[61"0 OnaHka:



a) HaMMCHOBAHHWE OpTaHM3aIluH, dMOJjieMa OpraHW3alW{ WM TOBAPHBIN 3HAK, HANMCHOBAHHME BHIA TOKYMEHTA,
OI'PH, MHH/KIIII, 3aromoBoK K TEKCTY, ajapecar;

0) HaMMCHOBAaHUE OpraHU3aIlK, MECTO JJIS BUAA JOKYMEHTA, JaTa, PerUCTPAIlMOHHBIA HOMEP JIOKYMEHTa, MECTO
COCTaBJICHHS;

B) HAMMEHOBaHUE OpraHu3anuu, ko opranuzanuu, OI' PH, MTHH/KIIII, cipaBouHble naHHBIE 00 OpraHU3aIim, 1aTa,
PErUCTpallMOHHBIA HOMED, CChUIKA Ha PErMCTPAMOHHBIA HOMED U JaTy JOKYMEHTA.

7. Hywmeparust cTpaHHIl JOKYMEHTA TPOU3BOJIUTCS:
a) 10 IIEHTPY HIDKHETO TIOJI;

0) B IpaBOM HIDKHEM YTy JOKYMCHTA;

B) 10 IIEHTPY BEPXHETO TIOJIS;

T') B TIPaBOM BEPXHEM YTIIy JTOKYMEHTA.

8. PexBm3uT HOKyMEHTa — 3TO:
a) pupmeHHBIH OJaHK;

0) OCHOBHAs YacTh JIOKYMEHTA;
B) €r0 OTAEITbHAS YacTh.

9. Kakue cnoco0b! ohopmiteHHsI JaThl B JOKYMEHTAX SIBISIIOTCS IPABUIBHBIMU?

a) 05.02.07. ) 5 despanst 2007 .
6) 05.02.2007 r. e) 07.02.05
B) 05 despans 2007 r. K) 05 deBpamns 2007

r) 2007.02.05

10. O6s13aTeTPHOMY YTBEPKACHUIO TIOJIEKAT:
a) MPHUKAa3bl;

0) ciry)xeOHBIE 3aITUCKU;

B) KOHTPAKTBI;

I') IITaTHOE PACIUCAHUE;

1) TapaHTUIHbIE THChMa.

11. ABTOpOM CITy>k€0HOTO TUChMA SIBIISIETCS:

a) JOJDKHOCTHOE JIMLIO, IIOATIUCABILIEE JJOKYMEHT;

0) MCIIOTHUTENb, COCTABUBIINN JIOKYMEHT;

B) OpraHu3aiusi, 0T UMEHH KOTOPOH OTIPAaBISETCs TMCHMO.

12. Ha xakoM ciy»eOHOM MHChME MPOCTABIISIETCS CChIIKA HA HOMEP M JJaTy JOKYMEHTa:
a) TapaHTUITHOM;

0) COMPOBOAUTEIHLHOM;

B) OTBETHOM;

T') UUPKYJISPHOM;

1) Ha BCEX MUCHhMaXx.

13. Uro stBisIeTCS 1aTOM MPOTOKOJIA!
a) JlaTa MOAIMCaHYS,

0) nara 3aceqaHus;

B) JIaTa PErUCTPAIIHH.

14. OT™MeTKa 0 KOHTPOJIE TIPOCTABIIACTCS HAa JOKYMEHTE:
a) Ha BEPXHEM II0JIC B TIPABOM YTIIY;

0) Ha HIKHEM TI0JIC B TIPABOM YTIIY;

B) Ha JICBOM IIOJIE;

T') IPOU3BOJIBHO.



15. PexBuzut «[lomnuck» Ha JOKYMEHTax, MOJIHCHIBAEMBIX JBYMSI JOJDKHOCTHBIMH JIMIIAMU OJHOTO YPOBHS,
oopmisiercst:

a) B [IBa psiia Ha OJJHOM yYPOBHE;

0) oIHa TOAMHCH TIOJT IPYTOM;

B) 110 OJHOM MOJMKCH B JBOWHOM KOJMUYECTBE SK3EMIUISIPOB JOKYMEHTA.

16. B pe3ynbraTe pacCMOTPEHUS PYKOBOJUTENIEM BXOMASIIETO IOKYMEHTA Ha HEM MOSBIISCTCS
a) TIOJIITNCH;

0) pe3oronus;

B) BH3a.

17. Pe3omronus mpoCTaBiIseTCs:

a) B IIPaBOM BEPXHEM YTIIY;

0) Ha MOJSIX TOKYMEHTa;

B) Ha JIIOOOM CBOOOIHOM MecTe IOKYMEHTa, KpoMe TIOJIeH;
r) oz pekBU3UTOM «Ilommuce.

18. Kaxkoif peKBU3HUT HEe BXOIUT B QOPMYJISIp IIPHUKA3a 0 OCHOBHOM JIEATEIBHOCTH:
a) Ha3BaHME OpPTraHU3aLIUY;

0) BUI IOKYMEHTA;

B) MECTO M3IaHUS,;

I') ajpecar;

1) 3arOJIOBOK K TEKCTY.

19. JoKyMEHTOOOOPOT YUPEKICHUS Peaiu3yeTcs B BUIE JOKYMEHTOIIOTOKOB:
a) BHEIIIHUE, BHYTPEHHUE;

0) odunanbHbIE, JINYHBIE;

B) MH()OPMAIIMOHHBIE, PACTIOPAAUTEIILHBIC;

I') IO OCHOBHOM JI€ATENLHOCTH, 110 INYHOMY COCTaRBY;

1) BXOJISIIIINE, UCXOAIINE, BHYTPEHHUE.

20. Kakne TOKyMEHTHI SIBIISIOTCS PACTIOPAAUTETbHBIMU:

a) TOJDKHOCTHASI MHCTPYKIHS, MIPHUKa3, peIIeHre, YKa3aHue, yIpeaUTeIbHbIN 10T0BOp (KOHTPAKT);
0) npukas, peleHne, yKka3aHue, IOCTAaHOBJICHUE, PACIIOPSKEHHE;

B) pelieHne, J0roBop (KOHTPAKT), yKa3aHHE, IPUKa3, MPOTOKOJ, PACIIOPSKEHUE.

21. Kakne TOKyMEHTHI SIBIISIFOTCS OPTaHU3alMOHHBIMH:

a) yCTaB, MOJIOKEHUE, MHCTPYKIIHS, CTPYKTypa M MITaTHAs YHCICHHOCTH, ITATHOE PACcTICaHUEe, TPABHJIA;
0) ycTaB, OJI0KEHHUE, IPOTOKOJ, IOCTAHOBIICHHE, IPaBUJIa, INTATHOE PACIIUCAHUE, JOTOBODP (KOHTPAKT);
B) yCTaB, MOJIO)KEHNE, HHCTPYKLMS, IITATHOE pacIMCaHne, MPaBUIIa, IPUKa3, JOrOBOp (KOHTPAKT).

22. Bxonsmuit TOKYMEHT TPOXOMT CIIEYIOIUE ITAIbl 00padOTKH:

a) COCTaBJIEHHE MpPOEKTa — COIJIACOBaHME — OQOpPMIIEHHE — TOANMHCAHUE — PErucTpalysi — HCIOJHEHHE —
HaIpaBJIEHUE B JIEJIO;

0) nmpueM — mepBHYHAs 00pabOTKa — MPEABAPUTEIBHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOAUTEIEM —
WCIIOJTHEHNE — HAIIPaBIICHUE B JIEJIO;

B) COCTaBJIGHHE NPOEKTa — COIJacoBaHWE — O(QOpPMIIEHHWE — MOANHCAHHE — PETUCTpalMs — HCIOJHEHHE —
OTIIPaBIICHUE;

I) mpueM — TepBUYHAs o0paboTKa — MpeaBapUTEIbHOE PAcCMOTPEHHE — PErucTpalus — PpaccMOTPEHHE
PYKOBOAMTEJEM — HCIIOJIHEHHE — HAIIPABJICHUE B JIEJ10;

1) opopMiteHHEe JOKYMEHTOB — MOANHCAHNE — PETHUCTPALs] — COTIIaCOBaHUE — YTBEP)KICHUE — OTIPaBKa.

23. Ucxomanmuii JOKYMEHT IIPOXOIUT CJICIYIOITHE 3TAITBl 00pabOTKH:



a) COCTaBlIEHHE IMPOEKTa — COIJIACOBaHHME — O(QOpPMIIEHHE — TOANMHCAHUE — PErHCTpalusi — HCIOJHEHHE —
HanpaBJICHHUE B AEJO;

0) mpueM — nepBOHaYaiIbHAs 00padOTKa — MpPEABAPUTEILHOE PACCMOTPEHHUE — PACCMOTPEHUE PYKOBOAUTENEM —
WCTIONTHEHHE — HAIIpaBIIEHUE B JIEJI0;

B) COCTaBJICHHE MTPOEKTa — COTIIaCOBaHUE — OPOPMIICHUE — IIOANIMCAHNE — PETUCTPALNS — UCTIOIHEHHE — OTIPaBKa;

) oopMIIEHHE TOKYMEHTA — MOJIITUCAHNE — PETUCTPAITUS — COTIIACOBAHHE — YTBEPKICHNE — OTIIPABKa.

24, BHYTpeHHHUI JOKYMEHT MPOXOIUT CICIYIOIIUE 3Talbl 00paboTKu:

a) COCTaBIICHHE IPOEKTa — COIJIACOBaHWEe — O(OpMIICHHE — TOANUCAHUE — PETUCTpAlUs — WCIOTHEHUE —
HaIPaBJICHUE B JILJIO;

0) mpueM — mepBOHaYaJIbHAsI 00pabOTKa — TpEeABAPUTENIEHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOAMTEIEM —
WCTIOJIHEHHE — HAMPaBIICHHE B JICNO;

B) COCTaBJICHUE TIPOCKTA — COTJIACOBAHHUE — O(POPMIICHUE — TIOIITUCAHNE — PETUCTPAIIUS — OTIIPABKA;

r) TpUeM — TepBOHAYajbHAs 0O0pabOTKa — TPEJBAPHUTENHEHOE PACCMOTPEHHE — PETUCTPAIMsS — PAaCCMOTPEHHUE
PYKOBOJHTEIEM — UCTIOJIHEHHE — HAIIPABIICHHE B JIEIIO;

1) opopmiteHre TOKyMEHTa — MOAMUCAHUE — PETUCTPALIUS — COTTIACOBAaHKE — YTBEPKIIEHHE — OTIIPABKA.

25. OcHOBaHUE W3/IaHUs NIPUKa3a 10 OCHOBHOM JIEATEIIEHOCTH COJICPIKUTCSL:
a) B 3aT'OJIOBKE;

0) B KOHCTaTUPYIOIICH YacTH TEKCTa,

B) B IIPUJIaraeMbIX JOKYMEHTax;

T') B paclopsIUTEIbHON YaCTH TEKCTA PUKa3a.

26. OcHOBaHUE W3/IaHUs TIPUKa3a 00 YBOJBHEHHUH COTPYIHUKA PUPMBI CONESPIKUATCS:
a) B 3aT'OJIOBKE;

0) B KOHCTaTUPYIOIIEH YacTH MpHUKa3a;

B) B 1o3uLMH TeKcTa «OCHOBaHUEY;

T') B IpUJIaraeMbIX TOKyMEHTax;

1) B pacOPAJUTEIbHON YaCTH TEKCTa IPUKa3a.

27. Cpoku XpaHEHHsI TOKYMEHTOB MOTYT yCTaHABJIMBATh:

a) pyKOBOAMTEIIb OPraHU3aLUH;

0) 3aBe/IyIOIINIT BEZIOMCTBEHHBIM apXHUBOM;

B) HaYanbHUK Ciyk0b1 JJOY;

I') BKCIIEPTHO-IIPOBEPOYHBIE KOMHCCUH APXUBHBIX YUPEKICHUH.

28. HomeHnknarypa aen — 37o:

a) CIUCOK CTPYKTYPHBIX MMOpa3ieieHuii GUPMBI;

0) criucok 11 GUPMBI ¢ YKa3aHUEM CPOKOB XPaHCHHMS;
B) CIIMCOK JIeJ, TIepPeaBacMbIX B apXUB.

29. HoMeHknatypa Aes1 OpraHu3aluy MOAJIEKHUT NEpeyTBEPIKICHUIO:

a) Ka) bl TOJT;

0) pa3 B J1Ba roja;

B) pa3 B TpH roAa;

T') pa3 B IISTH JIET (B Clly4ae, eclii CTPYKTypa ¥ (QYHKIIMK OpraHu3alui KOpeHHBIM 00pa3oM He U3MEHSIIHCH).

30. Kakum U3 nepedyncieHHbIX HOPMAaTUBHBIX aKTOB PYKOBOJACTBYeTcA ciryxxoa 1OY?
a) TOTOBOPOM

0)IIOCTaHOBJICHHEM

B)3aKJTIIOUCHUEM

I')[IOJIOKEHUEM

I/IHCprKHHH IO BBINMOJIHCHHIO.



[Ipu BEIOTHEHUN TECTOBBIX 3adaHU O0yUYarOIMUNCS JOJKEH BHIOpATh OWH MIJIM HECKOJIHKO BEPHBIX OTBETOB M3
MPEAJIOKCHHBIX BAPUAHTOB.

Kpurepuu oueHuBanus:

- 5 0aJTOB BBICTABIISIETCS, €CITN MPABUIIbHEBIE OTBETHI NaHbI Ha 85-100% Bompocos

- 4 Gasnuia BBICTaBISIETCS CTYIEHTY, €CIIM MPaBHIbHBIE OTBETHI AaHbI Ha 65-84% Bompocos

- 3 Gasuta BBICTaBISICTCA CTYIIEHTY, €CJIU IPaBUIIbHbBIE OTBETHI AaHbl Ha 50-64% Bompocos

- 2 Gasnna BBICTaBIIsIETCS CTYIEHTY, €CJIM MPaBWIbHBIE OTBETHI AaHbl Ha MeHee 50% Bonpocos

3. MeToguueckue MaTepuabl, ONpeaesiiolue Npoueaypsl OleHUBAHUS 3HAHUH, YMeHUIi, HABBIKOB U (WJIH)
ONbITA 1EATEJILHOCTH, XaPAKTEPU3YIOIIUX 3TANbI (POPMUPOBAHNUS KOMIIETEH NI

[Ipomenypa oneHwBaHUS 3HAHWN, YMEHWH, HABHIKOB W (WJIM) OMBITA JEATENFHOCTH, XapaKTEPHU3YIOUINX O3TaIlbl
(hopMHUPOBaHUS KOMITIETEHIMI COCTOUT U3 TEKYIIETO KOHTPOJIS.

Tekymmii KOHTPOJIb YCIIEBAEMOCTH IMPOBOAMTCS C MCIIOIB30BAaHUEM OLIEHOYHBIX CPE/ICTB, IPEACTABICHHBIX B II. 2
JMAaHHOTO TIPWIOKEHHSA. Pe3ynbTaThl TEKYIIETo KOHTPOIS JOBOISATCS IO CBENSHHS CTYJISHTOB 10 MPOMEKYTOYHOM
aTTECTAIlUU M YYUTHIBAIOTCS NIPU OLICHUBAaHUM 3HAHMI, YMEHUH, HABBIKOB M (MJIM) OIBITA JACSTEIBHOCTH.



Ipusoxenune 2
METOIUYECKHUE YKA3AHUSA JJIS1 OBYUYAIOIHIUXCA 11O OCBOEHUIO TUCIUITIMHBI
OII1.13 /IokymMeHTalIMOHHOE o0ecrevyeHue yNpaBJJieHus

Metoandeckue ykazaHUsl Ui CTYACHTOB Mo ocBoenuto aucuuminael OI1.13 JlokymeHTannoHHOe obecrieueHue
YIpaBIeHs ABIISIOTCS 9acThI0 paboUuelt MporpaMMbl TUCITUILTHHBI (TIPHIIOKEHNEM K pabodei mporpaMme).

Pabouass mporpamma mucuumiuael OI1.13  JlokymMeHTanoHHOE oOOecleYeHHe YIpPaBICHUS YTBEP:KAACTCS
JUPEKTOPOM KOJUIEIXKa I U3yUeHHUs JUCUUIUIMHBL. OnpenenseT Ueiay U 3afadll TUCIUIUIMHEL, (OPMHUpYEMbIE B XOJIE €€
W3yUYCHHS KOMIETCHIIMH U UX KOMIIOHEHTHI, COICP)KaHUE N3y4aeMOro MaTeprana, BUAbI 3aHATHH U 00beM BBLICISIEMOTO
y4eOHOTO BpPEMEHH, a TaKkKe MOPSAOK M3Y4YeHHUs U mpenopaBaHus yueOHoi aucummimabel OI1.13 JlokymeHTanoHHOE
obecriedeHue yrnpaBIeHUs..

st camocTosiTenbHOM y4eOHOH paboThl CTYACHTa BAXKHOE 3HAYCHUE HMEIOT pasnenbl «CTpYKTypa U coJepiKaHue
TUCTIMTLINHBI (MOTYTIS)» U « Y 9e0HO-MEeTOANIecKoe M HHPOPMAIIOHHOE 00ecIIedeHre TUCITUILTHHBI (MOTyis)». B mepBom
YKa3bIBAIOTCSl pa3fenbl M TeMbl H3yyaeMoOil AMCLMIUIMHBI, a TaKKe BHUIBl 3aHATHH M IUITAHUPYEMbId 00beM (B
aKkaJeMUYecKUX  dacax), BO  BTOPOM  —  pEKOMEHJIyeMas  JuIeparypa U  IIepeueHb  PEcypcoB
MH(OPMAITMOHHO-TEIEKOMMYHUKaIMOHHON ceTn  "WHTepHet". Paboras ¢ pabodeilt mporpamMmor TUCIHILTHHEI,
HE00X0MMO 00paTUTh BHUMAHHE Ha CIIeIyIOIIee:

— HeKoTopble pazfensl win Tembl aucuuminabl OIL13  [lokymeHTannoHHOE OOeclieueHHe YHpPABICHUs He
pa3buparoTcsi Ha JEKUMAX, & BBIHOCATCS HA CAMOCTOATEIBHOE M3y4YeHHE IO PEKOMEHIYeMOH y4eOHOH JuTeparype u
yueOHO-METOANYECKIM pa3paboTkam;

— coJepKaHUE TeM, BEIHECEHHBIX Ha CAMOCTOSITEIbHOE M3YUCHUE, B 005S3aTEILHOM MOPSAAKE BXOJUT COCTABHOM
YacThIO B TEMBI TEKYIIETO U TPOMEKYTOUYHOTO KOHTPOJIS;

Jns MOArOTOBKM K TEKyLIeMYy KOHTPOJIO CTYAEHTHI MOTYT BOCIOJB30BAaThCA OIIEHOYHBIMH CpPEJICTBAMH,
npencrasieHHbIME B llpminokennn 1 x paboueir mporpamme aucuuminael OI1.13 JlokymeHTanmoHHOEe obecrieueHune
YIpaBICHHUS.

1. Onucanue Mocjaea0BaATEIbLHOCTH JeiiCTBUI CTYAeHTa

[Ipuctynas Kk U3ydeHUIO TUCIUILIMHBI HEOOXOIMMO B MEPBYIO OYEPEIb O3HAKOMHUTBCS COJCpKaHHEeM paboucit
nporpammel jguctimiuimabl OI1.13  JlokymeHTanmoHHOe obecrieueHrne ymnpaeieHus, Thae B pazaene «CTpykTypa u
coJiepyKaHue JUCIUILIMHBI (MOIYJIs1)» IPUBEACHO 00IIee paclpeieCHHE YaCoB ay IMTOPHBIX 3aHATHH U CAMOCTOSATEIBHOM
pabotsl o Temam guctumuinHbl OI1.13 JlokymeHTanmoHHOe o0ecTieueHe YIpaBiIeHNs U BUIaM 3aHATHH.

3amorom ycnemHoro ocBoeHust auctuiuinabl OI1.13 JlokymMeHTalmoHHOEe OOecledeHre yIpaBIeHus SBISIETCS
TIOCEIICHNE JICKIIMOHHBIX 3aHATUHA W BBIMOJHEHUE MPAKTHYECKUX 3alaHUW, TaK KaK TPOIYCK OJTHOTO, a TeM Oosee
HECKOJIBKHUX 3aHSTHUH MOXKET OCJIOXKHUTh OCBOCHHE Pa3elioB Kypca.

Jlexmu MMEIOT TENBI0 1aTh CHCTEMATH3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHWUN 1O COAEPKAHUIO JUCITUTUTAHBI
OIl.13 [okymeHTanmnoHHOe oOecrieucHue yrpaBieHus. [Ipu m3ydeHMHM u TpopabOTKE TEOPETHYECKOTO MaTepuaia
HEOOXOIHMO:

— TIOBTOPUTH 3aKOHCIICKTUPOBAHHBIA Ha JIGKITMOHHOM 3aHATHH MaTepWal M JOMOJHHUTH €ro C YYeTOM
PEKOMEHJOBAaHHOM 10 JAHHON TeME JIUTEePaTyphl;

— IIPH CAMOCTOSTEIHLHOM U3YYCHUH TEOPETUICCKOM TEMBI TIOJITOTOBUTEL KOHCIIEKT, UCTIONEL3Ys PEKOMEHIOBaHHBIC B
paboyeii mporpaMme TUCIUILTHHBI JINTEPATyPHBIC UCTOYHUKH U 3JIEKTPOHHBIC 00pa30BaTeIbHEIC PECYPCHI;

— OTBETUTH HA KOHTPOJIBHBIC BOIIPOCHI MO TEME.



[IpaxkTryeckue 3aiaHus MIPOBOIATCS C LIENbIO YINIyOJIEeHUs! U 3aKpeIyIeHNs 3HaHUH, [TOJydEHHBIX Ha JIEKLUIX, B
MpoIecce CaMOCTOATENFHON paboThl ¢ yueOHOH TUTepaTypoi.

B xozme mpakTHuyecKoro 3amaHus 0O0YyYarolIvecs BBIIOJHAIOT OAHO MPAKTUYECKOE 3aJaHUe MO0J PYKOBOJCTBOM
IIPENOoJaBaTeNs B COOTBETCTBUH C U3y4aeMbIM COJEep)KaHHUEM y4eOHOIo MaTepuaia.

Brimonnenne o0y4amomumMes TpakTHYECKUX 3aIaHIi TPOBOAMUTCS C LEIbIO:

- CHCTEeMAaTH3aliH U 3aKPEIUICHHS TOJIYYEHHBIX TEOPETUUECKUX 3HAaHUN U IPAKTUYECKUX YMEHH;

- YIIyOJIeHus! TEOPETUIECKIX 3HAHUH B COOTBETCTBUU C 33JJAHHON TEMO;

- hopMHpOBaHUS YMEHUI IPUMEHSATH TEOPETUUECKIE 3HAHHUS NIPU PEIICHNH MOCTABICHHBIX BOIPOCOB;

- pa3BUTHS OOIINX KOMITETEHIINN y 00yUJarOIIIXCs;

- pa3BUTHS TBOPUYECKON MHUIIUATHUBBI, CAMOCTOSATENILHOCTH, OTBETCTBEHHOCTH U OPraHN30BaHHOCTH.

Brinonznenne o0y4aonMucs NPakKTUYECKUX 3aJaHUi HAIIPaBJICHO Ha!

- 000011IeHHEe, CUCTEMATH3ALUIO, YTIIyOIeHne, 3aKPETICHNE OIYYeHHBIX TEOPETUUECKUX 3HAHUI 110 KOHKPETHBIM
temam aucuuruabl OI1.13 JlokyMeHTanmoHHOE obecneueHre ypaBieHus;

- (QopMmupoBaHME YMEHHIl NPUMEHATh MOJIYYEHHBIC 3HAHMS Ha [PAKTUKE, pPEANIM3alUi0 EeIWHCTBA
HHTEJUIEKTYaJIbHOM U PAKTUYECKOM AESITEIBHOCTH;

- BBIpaOOTKY TIpU pEIIeHUH MOCTaBIEHHBIX 3a7ad TakuX MPOQECCHOHANBHO 3HAYMMBIX KauecTB, Kak
CaMOCTOSITEIBHOCTb, OTBETCTBEHHOCTh, TOUHOCTH, TBOPUYECKAsi HHUIIMATHBA.

HpI/I IMOATOTOBKC K IMPAKTUYCCKOMY 3aJJaHUIO HCO6XOI[I/IMO HU3YYUTH WJIM IOBTOPUTH JICKHI/IOHHLIﬁ Marcpuail 1o
COOTBETCTBYIOLLEH TEME.

2. CamocTosiTeJIbHasi padoTa cTyJAeHTa

CamocTosiTenpHas paboTa - 3TO BHI Y9eOHOH NesATeNbHOCTH, NpeJHAa3HAUYCHHBIA IS MPUOOpPETEHUS 3HAHWM,
HaBBIKOB U YMeHHI B 00bemMe u3ydaemoit auctuiumibl OI1.13 JlokyMeHTalmoOHHOE 00ecIieueHre YIPaBICHUS COTJIACHO
TpeboBanmsiMm  DPI'OC cpegHero mpodeCCHOHANEHOTO O00pa30oBaHMs, KOTOPBIM BEITONHIETCA OOYYarOIIUMUCS
WHAWBUAYAJIBHO U MIPEIIONAraeT akTUBHYIO POJIb CTYZIEHTa B €€ OCYILIECTBICHUHU U KOHTPOJIE.

Lenu camocTosiTensHON pabOTHI:

- CHCTeMaTH3alys U 3aKperieHHe MOyYeHHBIX TEOPETHUECKUX 3HAHUN U MPAKTUYECKUX YMEHUI CTy/IEHTOB;
- yriayOsieHHe U pacIiupeHne TEOPEeTHUECKUX 3HAHUI;

- ¢opMHupoBaHHE YMEHHMH HCIIOJb30BaTh HOPMATHUBHYIO, IPAaBOBYIO, CIPAaBOYHYIO JOKYMEHTALHUIO U
CHELUANIBHYIO JIUTEPATypy;

= Ppa3BUTHUC IIO3HABATCJIIBHBIX CIIOCOOHOCTEH W aKTUBHOCTH CTYACHTOB!: TBOp‘IeCKOﬁ WHHUIIUATHBEI,
CaMOCTOATCIIBHOCTHU, OTBETCTBCHHOCTH U OPTraHU30BAHHOCTH;

= q)OpMI/IpOBaHI/Ie CaMOCTOATCIIBbHOCTH MBIIJICHUA, CIIOCOOHOCTEH K CaMOpPAa3BUTHUIO, CaAMOCOBCPIHICHCTBOBAHUTIO
" caMopean3alum,

= BOCHHUTAaHHUEC CAMOCTOATCIbPHOCTH, KaK JIUNYHOCTHOI'O Ka4y€CTBa 6y11ymer0 crienualimucra,

- pa3BUTHE HUCCIIEOBATEIbCKUX YMEHUH.
CamocrosTensHas pabora cryzeHTa mo yuebnoit aucummiune OIL13  dokymeHTaunonHoe oOecrieueHue
YIpaBIEHUS BBHITIOTHAETCS:

-  CaMOCTOSITENBHO BHE PACIUCAHUs YICOHBIX 3aHSTHIA;
- C ACHOJb30BaHHEM COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI;

- MapajuiebHO U BO B3aUMOJICHCTBUHU C ayIUTOPHBIMU 3aHATUSAMH.

Borpocsr, He pacCMOTPEHHBIE HA JISKIUAX U MPAKTHYECKUX 3aIaHUH, TOJDKHEI ObITh U3yYEHBI CTYJICHTAMU B XOJIC
CaMOCTOSITEIbHOH paboThl. KOHTPOJIL CaMOCTOATENILHOW padOThl CTYACHTOB HaJ Yy4eOHOW mporpaMMoi Kypca
OCYIIIECTBIISIETCS B XO/I€ 3aHATUI METOIOM orpoca. B Xoze camocTosTenbHON paboThl KXKIBIN CTYIEHT 00s13aH IPOYUTATh
OCHOBHYIO M JIOTIOJIHUTEJIbHYIO JIUTEpaTypy MO HM3y4aeMOW TeMe, JOMOJHHUTh KOHCHEKThl JIEKUMHA HEIOCTAIOIIUM
MaTepraioM. BwImuckamMyu W3 pPEKOMEHJOBAaHHBIX IEPBOMCTOYHUKOB. BBIIENNTh HETMOHSATHBIE TEPMHUHBI, HAWTH WX
3HAUYCHUE B SHIUKIONEANUYECKUX CIOBAPSIX.

3. Pexomenaanum mo padore ¢ JUTEPATYPOH U UCTOUHUKAMHU
Paboty ¢ nuTeparypoii cleayeT HauyMHATHL C aHanmm3a pabodeit mporpammbl aucrurummHbEl - OI1.13
JloKyMeHTaIMOHHOE 00SCIICUCHIE YIIPABICHHSI, COACPKAIICH CITMCOK OCHOBHOM U AOTIOTHUTEILHOM JIUTEPATyPHI.



B ciyuae BO3HMKHOBEHHS 3aTpyJHEHHH B IMOHMMaHMM y4eOHOTO MaTepHaia ClelyeT OOpaTUThCS K APYTUM
WCTOYHHUKAM, TJIe U3JI0KEHNE MOXKET OKa3aThCsl O0oJee TOCTYIHBIM.

Pabota ¢ nmuTeparypoii He TOJBKO MOJIe3Ha KaK CPeACTBO Ooee riry0okoro u3ydeHus moooi qucuurminasl OI1.13
JloKyMeHTanHOHHOE 00ecIeueHHEe YIPABICHUS, HO U SIBJIIETCSI HEOThbEMJIEMOH YacThIO MPO(ECCHOHATIBHOM AEATEIEHOCTH
OyayILIero BHITYCKHHKA.



