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BBOJIHASA YACTb

1.HeassMu oCBOeHHUSI Y4eOHOI JUCUUIINHBI

«PaboTta ¢ HOpMaTUBHBIMHU JOKYMEHTAMH B JIOIIKOJIBHOM YUPEIKICHUN SBIISIOTCS
BOOPY)XEHHE  CTYJIEHTOB  3HAaHUSIMK O  TIpollecce  JIOKYMEHTHUPOBAHUS
yIpPaBJICHYECKON NEeSTeIbHOCTH, dbopmupoBaHue podecCuOHANBHBIX
KOMITIETEHIIUI B 00JIACTU COCTaBICHUS U OPOPMIICHUSI JOKYMEHTOB.

2. Mecto yueOHoii qucumiinabl B cTpykTrype OIIOII By3a:

2.1 lucuumnimna «Pabota ¢ HOpMaTUBHBIMH TOKYMEHTaMH B JIOIIKOJIEHOM
YUPESKICHUN» OTHOCUTCS K BapratuBHOM yactu bioka 1. (b1.B./IB.8.2.).

2.2.]Ins  w3yyeHuss JAaHHOM  y4eOHOW  mucuumruimabl  «Pabota C
HOPMATUBHBIMH JOKYMEHTAMH B JOUIKOJBHOM YYPEXKACHUN» HEOOXOANMBI
cleylolmue MpeamecTsyomue aucuuiummeel: «llegarornka»,  «OpraHuzanys
JOLLIKOJIBHOT'O 00pa30BaHUs».

2.3. llepeuenp mnocneAyOUMX YYEOHBIX JUCUUIUIMH, Ui KOTOPBIX
HEOOXOJMMbl 3HAHUS, YMEHHUS U HaBbIKU, (opMmHpyeMmble JTaHHOW Y4yeOHOMH
muciuiuinHo  «Pabota ¢  HOPMATUBHBIMM —JTOKYMEHTaMU B JOLIKOJIbHOM
YUPEXKJICHUN»: IPOU3BOJICTBEHHAs IIPaKTHKa, HanncaHue BKP.

2.4. llepeueHb IUTAHUPYEMBIX pPE3yJbTATOB OOYYEHHs IO AUCLMUILIUHE,
COOTHECEHHBIX C IUIJAHUPYEMbIMU pe3ynbTaTaMld  OCBOCHHS OCHOBHOM
npodeCCUOHATIBHONM 00pa30BaTEIbHOM MPOrPaMMBI.

N3yyenne naHHON y4eOHON JUCUMIUIMHBI HAMpaBlieHO Ha (OpPMUpPOBAHHUE Y
oOyuaromux oodwmenpodeccuonanbubix — (OIIK) wu npodeccnonanbubix (I1K)
KOMITIETEHIINN:



Ne | Homep | Coneprkanue [lepeueHb TUIAHUPYEMBIX PE3YIBTATOB OOYUCHUS MO TUCIUTUIHHE
Ne | /umpex | KommeTeHIMH B pesynbrare n3yueHus y4eOHOH AUCHUIUIMHEI 00YYalOMInecs JOJKHBL:
nm | c (vmm ee yactn)
KomIie 3HaTh YmeTh Bnaners
TEHLU
u
1. | OIIK- | T'ortoBHocTh ¥ | Koncturynmio PO, AHanu3upoBaTh, Haspixkamu
4 npodeccuonan | 3akoHsl PO, pemenns | oneHuBaTh U MHCTPYKTHPOBATh
bHOM IIpaButennctBa PO u MPUMEHSITh 1e1aroroB B
NeSITeNTbHOCTH | APYTHe HOPMAaTHBHBIE U | CYILIECTBYIOIINE npolrecce
B MIPaBOBBIE TOKYMEHTHI, | 3aKOHOAATEIIbHBIE U BBITIOJTHEHHUS paOOTEHIL.
COOTBETCTBUU | METOJIUYECKHUE HOPMATUBHBIE AKTHI B YMmeHusamMu u
c PEKOMEHAINH IO Me1arOrnIecKoi HaBBIKAMU 1o
HOPMAaTHUBHO- BOIpOCaM JeSITeIBHOCTH. OpraHu3aluu
IIPaBOBBIMHU JOUIKOJIBHOTO IIpoexTupoBats u mporecca
aKTamu cepsl | 0Opa3oBaHUsL. IUIAHUPOBATh JeJIOTIPOU3BOJICTBA B
00pa3zoBaHUs Hctoputo ctanoBieHus | 00pa3oBaTeNb-HO- J0Y, o
JOKYMEHTAIIHOHHOTO BOCITUTATENBHYIO odopmIIeHnI0
obecrnieueHus paboTy B TOMIKOIFHOM | TOKYMEHTOB.
yIpaBieHAS, o0OpazoBaTelbHOM
TpeOoBaHUs YUPEKICHUN
rOCyJapCTBEHHBIX Pa3BuBaTh
CTaH/IapTOB o | CIoCOOHOCTH
o opMIIEHUIO MPUMECHSATh
JOKYMEHTalUN MOJy4YEeHHbIC 3HAHUS U
YMEHUSI B IIPaKTHKE
yIpaBJICHUsI
00pa3oBaHHUEM.

2. T[1IK-6 | 'oroBHOCTH DopMBI U METOBI Ucnonr3oBath HaBbikamu paboTsI ¢
K OCYILECTBIICHHUS COBpEMEHHBIE OpTraHU3aLUOHHO-
B3auMoJieiicT | B3aHMOJCHCTBHA WH(POPMaIMOHHBIE pacnopsIuTeIbHON
BHIO C JOVY ¢ IEKTPOHHBIE PECYPCHl | JOKYMEHTAILUEH.
VHACTHHKAMHU pa3HooOpa3HbIMU ZUIS OCYIUECTBIICHNUS Hasbikamu paboTsI ¢

KYJIbTYPHO- B3aUMOICHCTBUS Pa3IMYHBIMHU BUAAMHU
oOpa3oBarenb
MIPOCBETUTENECKUMH MEXY Y4aCTHUKAMHU HCTOYHHUKOB
HOTO YUPEXKICHUSIMH. 00pazoBaTenbHOro HOJTY4EHHS
Hporecca. Crioco0bl mosTyueHus nporecca, uH(popManmu mno
HHPOPMAIHH O OpraHu30BaTh BOIIPOCaM
COBPEMEHHBIX JIOKYMEHT0000pOT U JOIIKOJIEHOTO
TEH/ICHIUAX B o0mactu | paboTy ¢ o0Opa3oBaHUsI.
MEHEe/PKMEeHTa JIOKYMEHTaMH.
o0pa3oBaHus, OxapakTepu30BaTh U

CpCACTBAa XPpAHCHU U
IOMCKa JOKYMCHTOB

COCTaBHTh
HOMEHKJIaTypy Jell.




Ne | Homep | Coneprkanue [TepeueHs TUTAHUPYEMBIX PE3YIBTATOB OOYUCHHS 110 TUCHUTIIHHE
Ne | /umpex | KommeTeHIMH B pesynbrare n3yueHus y4eOHOH AUCHUIUIMHBI 00YYaIOMIHeCs JOJKHBL:
nm | c (vmm ee yactn)
KomIie 3HaTh YmeTh Bramets (HaBbIKaMM)
TEHLU
u
1. | OIIK- | T'ortoBHocTh Kk | Koncrurynmio PO, AHanu3upoBaTh, Hassixkamu
4 npodeccuonan | 3akoHsl PO, pemennss | oneHuBaTh U MHCTPYKTHPOBATh
bHOM IIpaButennctBa PO u MPUMEHSITh 1e1aroroB B
NeSITeNTbHOCTH | APYTHe HOPMAaTHBHBIE U | CYILIECTBYIOIINE npolrecce
B MIPaBOBBIE TOKYMEHTHI, | 3aKOHOAATEIILHBIE H BBITIOJTHEHHUS paOOTEHI.
COOTBETCTBHU | METOJIUYECKHUE HOPMATUBHBIE AKTHI B YMeHusamMu u
c PEKOMEHAINH IO [e1arorn4ecKoi HaBBIKAMU 1o
HOPMAaTHUBHO- BOIpOCaM JeSITeBHOCTH. OpraHu3aluu
IIPaBOBBIMHU JOUIKOJIBHOTO IIpoexTupoBats u mporecca
aKTamu cepsl | 0Opa3oBaHUsL. IUIAHUPOBATh JeNIONIPOU3BOJICTBA B
o0pa3zoBaHUs Hctoputo ctanoBieHus | 00pa3oBaTeNb-HO- J0Y, o
JOKYMEHTAIIHOHHOTO BOCITUTATENBHYIO odopmieHuI0
obecrniedueHus paboTy B TOMIKOIFHOM | TOKYMEHTOB.
yIpaBieHAS, o0pazoBarelbHOM
TpeOoBaHUs YUPEXKICHUN
rOCyJapCTBEHHBIX Pa3BuBaTh
CTaH/IapTOB Mo | CIOCOOHOCTH
o opMIIEHUIO MPUMECHSATh
JNOKYMEHTAlUN MOJy4YEeHHBIC 3HAHUS U
YMEHUS B IPaKTHKE
yIpaBJICHUs
00pa3oBaHUEM.

2. T[1IK-6 | 'oroBHOCTH DopMBI U METOIBI Ucnonr3oBath HaBbikamu paboTsI ¢
K OCYILIECTBIICHHUS COBpPEMEHHBIE OpTraHU3aLUOHHO-
B3auMoJieiicT | B3AHUMOJCHCTBHS WHPOPMaIMOHHBIE pacnopsIuTeIbHON
BHIO C JO0VY ¢ IEKTPOHHBIE PECYPCHl | JOKYMEHTALUEM.
VHACTHHKAMHU pa3HooOpa3HbIMU ZUS OCYIUECTBIICHNUS Hasbikamu paboTsI ¢

KYJIbTYPHO- B3aUMOICHCTBUS Pa3IMYHBIMHU BUAAMHU
oOpa3oBarenb

MIPOCBETUTENLCKUMH MEXY Y4ACTHUKAMHU HCTOYHHUKOB
HOTO YUPEXKICHUSIMH. 00pazoBaTenbHOro HOJTY4EHUS
Hporecca. Crioco0b! nosTyueHus nporecca, uH(popManuu mno

HHPOPMAIHIH O OpraHu30BaTh BOIIPOCaM

COBPEMEHHBIX JOKYMEHT0000pOT U JOIIKOJIEHOTO

TEH/ICHIUAX B o0macTu | paboTy ¢ o0Opa3oBaHusI.

MEHEePKMEeHTa JIOKYMEHTaMH.

o0pa3oBaHus, OxapakTepHu30BaTh U

CpeAcTBa XpaHEHHS U COCTaBHUTh

MOKCKa JIOKYyMEHTOB HOMEHKJIATYpY JIEI.

B pesynbsraTte ocBoennst OITOIT 6akanaBprata 00yJaronuiics JOKEH OBIAIETh
CIEYIOIIUMHU Pe3yabTaTaMH O0YUYESHHS 110 JUCIUTUIHHE:

3HaTh TOCYIapCTBEHHBIC
TpeboBaHus K 61aHKaM, GopMyJspam;
XapaKTepU30BaTh OCHOBHBIC BHUJBI JOKYMEHTOB: CIIPaBKH, AaKTHI,
IpUKa3bl U Jp.;

CTaHJapThI

II0 JOKYMCHTUPOBAHHIO: PCKBU3UTHI,

IIPOTOKOJIBI,




- YMCTh OXapaKTCPU30BaTh U COCTABUTb HOMCHKIIATYPY ACII;
- OpraHu3o0BaTh JOKYMEHTOOOOPOT U paboTy C IOKYMEHTAMH,
-COCTaBJIAATb OCHOBHBIC JOKYMCHTBI.



2.5 Kapra komnereHuuii AMCHUIJIMHBI

KAPTA KOMOETEHIAI JUCUUILINHBI

HAUMEHOBAHMUE JUCIHUITVIMHbI

Pa6GoTa ¢ HOPMAaTUBHBIMU JOKYMCHTaMU B JOMIKOJIBHOM YYPCKIACHUU

I_IeJ'II/I U3YyYCHUHA JUCHUIIJINHBI:

BOOPY)KEHUE CTYACHTOB 3HAHUSIMU O TIPOLIECCE JIOKYMEHTUPOBAHHUS YIPABICHYECKON JESATEIbHOCTH,
dbopMupoBanue npodeccuoHaNbHBIX KOMIETEHIIUN B 00J1aCTH COCTaBICHUS M O)OPMIICHUS JTOKYMEHTOB.

B mpoiiecce ocBOeHUS JaHHON TUCHUTUIHHBI CTYACHT (QOPMHUPYET U IEMOHCTPUPYET CIEAYIOIINE

Oo6umenpodeccuoHAIbHbIE KOMIIETEHIIMT

TexHnosornu ®opma Crynenu ypoBHei 0CBOCHHUA
KOMIIETEHIIUA IlepeyeHb KOMIIOHEHTOB OLIEHOYHOI'0 y yp
¢dopmupoBanus KOMIIETEHLIM U
cpeacTBa
NHIAEKC ®@OPMYJIMPOBKA
OIIK -4  [CoTOBHOCTP K 3name: Konctutyuuro PO, 3akoHbI Jlexuus, TECTUPOBAHUE
podeccuoHaIbHON P®, peienus [IpaBurenscrBa PO u CEMUHAPCKUE 3aHATHS]
JACATCIIBHOCTU B APYTu€ HOPMAaTUBHBIC U IPABOBLIC
COOTBETCTBHU C NTOKYMEHTBI, METOJMYECKHE
HOPMaTHUBHO- IIPAaBOBBIMU [PEKOMEHIALIMH 110 BOIIPOCAM Iopozoguii
aKTaMu chepsl TOIIKOJIEHOTO 00Opa30BaHUsI. 3HamMe  JOKYMEHTAIHOHHOTO
00pazoBaHUs HcToputo CTaHOBJICHHS]

p P 5 oOecrieyeHns]  ympaBlieHHUS, CUCTEMBI
HIOIKZ:[Q:II;EHOHHOFO oOecrieyeHus paGotsr  pykosomutens  JIOY ¢
ypaB : HOPMAaTHBHBIMH JOKYMCHTaMU.
TpeboBanus rOCyJapCTBEHHBIX
CTaHIapTOB o 0(hopMIIEHUIO 1 .

0B8bIUEHHbIU
JIOKYMEHTALIUU.

Ymems: AnanusupoBatb, OIICHUBATH U
MPUMEHSITH CYIIECTBYIOIINE
3aKOHOJIATENIbHBIC 1 HOPMATHBHBIC
AKTBI B IIEIATOTHYECKOH JICSITEIbHOCTH.
[TpoeKTHPOBATH U TUIAHUPOBATH
00pa30BaTeIbHO-BOCIIUTATEILHYIO
paboTy B JOIIKOIHHOM
00pa30BaTENILHOM YyUPEKIECHUU
Pa3BuBaThH CIOCOOHOCTH IPUMEHSATH
MOJTy4YeHHBIC 3HAHUS 1 YMEHUS B

MPAKTHKE YIPaBJIeHUs] 00pa3oBaHHUEM.

Bitanenue cucremoii 3HaHuit 0
cthepe oOpa3zoBaHwsl, CYITHOCTH,
COZIEPIKAHUH U CTPYKTYpe
HOMEHKJIATYPBI TOIIKOJILHOTO
YIPEXKICHUSL.




\Bradems: HaBbIkaMy HHCTPYKTHPOBATh
[1€1ar0r0B B IIPOLIECCE BBIIOIHEHUS

[pabOTEHI.
YMeHusMu u HaBBIKAMH 1o
OpraHu3aIuu nporieccal

nmenomnpom3Boactea B JIOY, 1o
0 OpPMIICHUIO JTOKYMEHTOB.

HpO(l)eCCI/IOHaJII:HLIe KOMIICTCHIIUH

T dopma C N
KOMIIETEHIIUA IlepeyeHb KOMIIOHEHTOB extooriu OLIEHOYHOI'0 TYMEHH YPOBHEH 0CBOCHMH
¢dopmupoBanus KOMIIeTEeHIIM U
cpeacTBa
NHIAEKC| ®OPMYJNPOBKA
IIK - 6 ['oTOBHOCTH K 3uame: Dopmer u meroablJlekinm, ceMUHApHI [3a4er, [ lopozosbiii
B3aHMOJICHCTBHIO C OCYILIECTBIICHHSI B3aHMOICHCTBHS cobeceroBaHNE [3HAHKE CONEPIKAHUSA OCHOBHBIX
YYaCTHUKAMH JIOY ¢ pasHOOOpasHBIMH KYJIBTYPHO- HOPMATHBHBIX JIOKYMEHTOB,
00pa30BaTeILHOrO HPOCBE?THTGHBCKI/IMI/I YIPCXKICHUAMH, C 00eCIeUNBAOINX METOANYECKOe
nporecca. CeMbEii. Crnioco0s! HOJTyYeHMUS] PYKOBOJICTBO 06Pa30BaTENbHBIM
I/IH(l)OpMaHI/IH o COBPCMCHHBIX] MIPOLECCOM B JOIIKOJIBbHOM YUYPEKACHUN
TEHJICHIUAX B OOJIACTH MEHEIKMEHTA
00pazoBaHus, CpEACTBA XpaHEHUS U TTosbriuenibiii
[TOMCKa IOKYMCHTOB. 3Hanue u UCIIOJIb30BaHUE
Ymems.: Hcmonb3oBaTh COBPEMEHHBIC 3aKOHOJATENBHBIX M HOPMATHBHBIX
WH(pOpMaIIMOHHBIE JJIEKTPOHHBIE JIOKyMEHTOB B OpraHM3aIIN
pecypeer. - A OCYHICCTBIICHH ENONpPOU3BOACTBA B JIOMIKOJIBHOM
B3aUMOJICHCTBUSL MEXKIy y4YacTHHKaMH VUpEKICHUH. VMeHHe OpraHW30BaTh
00pa3oBaTeNILHOTO Mpoliecca, JIOKyMEHTO06OpOT - paboty c
OpraHu30BaTh JIOKYMEHTOOOOpOT U OKyMEHTaMH.
paboTy C IOKyMEHTaMHU.
OxapakTepu3oBaTh ¥ COCTABHTH,
HOMEHKJIATYPY JIEI.
\Braoems:  HaBeikamm  paboTel
OpraHU3alMOHHO-PACTIOPSINTEIBHOM
TOKyMEHTALIUEH.
HaBblkamu  paboOTBl €  Pa3sITHYHBIMH
BUJIaMH  WICTOYHHMKOB  TIOJIyYEeHHS]




nHpOpMaIn o
TTOTITKOJILHOTO 00pa30BaHUsI.

BOIIpoCaMm|




OcHoBHAA YaCThH
1. OFBEM YYEBHOM JAUCHUAIIJINHBI

U BUJIbI YYEBHOM PABOTHI

Bun yue6HOM paboThI Bcero Kypc
4acoB Ne 5
94acoB
1. Konrakrraas pabota oOydaronmxcs ¢ 12 12

npenojaBaresemM (1Mo BujaaM yueOHbBIX 3aHATHI) (BCETO)

B ToMm uyucie:

Jlextmu (JI) 4 4
[Tpaxktrueckue 3ausatus (I113), Cemunapsi (C) 8 8
2. CamocTosiTenbHast paboTa CTy/IeHTa (BCero) 56 56
B TtoMm uucne

CPC 6 cemecmpe: 56 56
Hpyrue Buner CPC:

M3ydenue nureparypsl 11 11
BrinonHenne nHIMBUIYIBHOTO MTPAKTUYECKOTO 12 12
3aJaHMsI

IToaroroBka K MpakTUYECKUM 3aHIATHIM 11 11
IToxaroroBska k cobecer0BaHUIO 11 11
ITonroroBka K TECTUPOBAHUIO 11 11

CPC ¢ nepuoo ceccuu

ITonroroBka K 3K3amMeHy

Bun nmpoMexyTo4HOM

arTecTanuu

3a4er (3) 4 4
HUTOI'O: Ob6mas Yacos 72 72
TPYAOEMKOCTh

3ad. efl. 2 2




2. COJAEPXKAHME YUYEBHOM JUCOUILJIMHBI

2.1. Coneprkanue pa3iesioB y4eOHOM TUCITUTUINHBI

<
S HaumenoBanue paszaeina
gtgt y4eGHOH AMCIHILIHHbI Coneprkanue paszena B JUIAKTUYECKUX
2 a, (Mozy17) eIMHULIAX
> ol
& -~
1 2 3 4

1 [Ipenmer yuebHOro Kypca | OCHOBHBIC MOHATHS Kypca (OMpe/esieHus).
«Pabora ¢ ©HopmatuBHBIMH | [lepoasl B pa3BUTHUM JAEJONPOU3BOJACTBA B
JIOKyMEHTaMu B | ucropuu Poccuu.

JIOUTKOJIBHOM YUPEKICHUM)

2 CraHoBieHHE Opranuzanus Jelonporu3BOJCTBA B JAOMIKOJIEHOM
JOKYMEHTallMOHHOI'O 00pa3oBaTeIbHOM YUPEXKICHUH. Cucrema
oOecrieyeHus yrnpaBIeHUsI. pabotsl pykoBogutens JJOY ¢ HOpMaTHBHBIMU

JOKYMEHTaMH.

3 HopmaruBHo-mMeTomuueckass | HopmatuBHbIE — MpaBOBbIE  JTOKYMEHTBI IO
0aza  JIOKyMEHTallMOHHOTO | obecrieueHuto  jaenomnpousBoactea B JIOV.
oOecrnieueHus yrnpaBIeHUS CocraBieHne HOMEHKIAaTypbl. OCHOBHBIE TPYIIIIBI

JIOKYMEHTOB, BXOJALIMX B HOMEHKJIATYpy Jeil
J10VY.

4 [TpaBuiia opopmienus | Buapt  moxkymentoB.  CocTaB  PEKBU3HUTOB

OTJENBHBIX TOKYMEHTOB. JOKYMEHTOB M TpaBwia HX 0O(OpMICHUS.
TpeGoBanust kK 0pOpPMIICHUIO TOKYMEHTOB

5 Opranuzanus Opranuzanus y4yera W XpaHEHUs JOKYMEHTOB.
JIOKYMEHTOO00O0pOTa JIOKYyMEHTONOTOK:  BXOJAIIWNA,  HUCXOIALIUM,
Opranuzanus XpaHEeHHUsl | BHYTPEHHUH. [Tpunanue JIOKYMEHTaM
JIOKyMEHTOB. opuauyeckor cuibl. OO0paboTka W XpaHEHUE

JnokyMeHToB. CpezcTBa nepeiay nHGOpMaIuu.
DKcnepTu3a HEHHOCTH JIOKYMEHTOB.




2.2. Paznenbl y4eOHOW IUCHMIUTUHBI, BHIBI Y4€OHOW MAEATEIHHOCTH U (HOPMBI

KOHTPOJIS

HaumenoBanue paszena
y4eOHOU JUCIUILTUHBI

Kypca
N
paszena

Buapl yueOHOI 1eaTebHOCTH,
BKJIFOYAsl CAMOCTOSITEIIbHYIO
paboTy CTYJIEHTOB (B yacax)

JIP | I13/C | CPC | Bcero

DOpMBI TEKYILETO
KOHTPOJIA
ycrneBaeMocTu (1o
HEJIEIISIM CEMECTPA)

1 2 3

9

[Ipeamer yuebHOTO
Kypca «Pabota ¢
HOPMAaTHUBHBIMU
JOKYMEHTaMH B
JIOUTKOJIEHOM
YUPEKACHUN

J
4 5 6 / 8
2 11 13

CranoBieHue
JIOKYMEHTAI[MOHHOTO
obecneyeHus
yIpaBIICHUSI.

HopmatuBHo-
MeToaudecKas 0a3a
JIOKYMEHTAIlMOHHOTO
obecrecucHus
yIpaBIeHUS

[TpaBuna opopmiieHus
5 OTHEJIBHBIX
JIOKYMEHTOB.

Opranu3zanus
JOKYMEHTO0000poTa

) Opranuzanus XpaHeHus
JIOKYMEHTOB.

IToaroroBka k 3a4YCTy

NTOI'O 3a cemectp

2.3. JlabopaTopHbIi NPAKTUKYM

HE MPEyCMOTPEH

2.4. [IpuMepHasi TeMaTHKA KypCOBBIX padoT

He npenycmoTpensl




3. CAMOCTOATEJIBHAS PABOTA CTYJAEHTA

3.1. Buan1 CPC

Ne Ne HanmenoBanmue pa3ziesna Buaer CPC Bcero
Kypc | pa3 y4eOHO# THCIUIIIHHBI 4acoB
a aeJ1
a
5 1 [Ipeamer yweOGHOro Kypca | - M3ydeHHUE OCHOBHOM JTUTEPATYPHI
«Pabota ¢ HOPMATHBHBIMHU | - MIOATOTOBKA K BBITOJTHEHUIO 2
JOKYMEHTaMHU B | HHIUBUIYAIBHOTO MPAKTHYECKOTO
JIOUIKOJIbHOM YUPSKICHUN» | 3a/IaHM, 3
- MOJATOTOBKA K MPAKTUYCCKUM 3aHATHAM. | 2
- IOArOTOBKA K COOECEI0BAHUIO 2
-- IOJIFOTOBKA K TECTUPOBAHUIO 2
5 2 CraHoBjeHHE - W3y4YCHHE OCHOBHOM JINTEPATYPhI
JTOKYMEHTAI[HOHHOT'O - IOJrOTOBKA K BEIIIOJHEHHIO 2
oOeCIeYeHUs yIIPaBICHHS. | UHAMBUIYAILHOTO MPAKTHYECKOTO 3
3a/1aHus,
- IOJITOTOBKA K MPAKTUYCCKUM 3aHATHSAM. | 2
- IOITOTOBKA K COOECEI0BAHUIO 2
-- IOJIFOTOBKA K TECTUPOBAHUIO 2
5 3 HopmatuBHO-MeTOIMUECKAs | - M3YYCHHUE OCHOBHOM JTUTEPATYPhI
0a3a  JOKYMCHTAI[MOHHOTO | - MOATOTOBKA K BBITOJTHEHHUIO 2
oOecrieYeHUs yIpaBIICHUS WHJIMBUIYaJIbHOTO MPAKTHYECKOTO 3
3aJaHus, 2
- IOJITOTOBKA K MPAKTUYCCKUM 3aHATHAM. | 2
- IOATOTOBKA K cOOECET0BAHUIO
-- TIOJATOTOBKA K TECTUPOBAHHIO 3
5 4 [TpaBuna oopMiIeHHS | - M3YYEHUE OCHOBHOMW JIUTEPATYPHI
OTJCIBHBIX JOKYMEHTOB. - IOJATOTOBKA K BEITIOJHEHHIO 2
VHIMBUIYaJIbHOTO MPAKTHYECKOTO
3aJaHus, 1
- MOJITOTOBKA K TPAKTUYECKUM 3aHATHIM. | 3
- IIOITOTOBKA K cOOECENOBAHUIO 3
-- TIOJATOTOBKA K TECTUPOBAHHIO 3
5 5 Opranuzanus - W3y4eHHE OCHOBHOM JINTEPATYPhI
JOKYMEHT000opoTa - IOATOTOBKA K BBIMTOJIHEHUIO 3
Opranuzanus XpaHeHHUS | WHAUBUAYAILHOTO MPAKTHUECKOTO 2
JTOKYMEHTOB. 3a/laHusd, 2
- MOJITOTOBKA K TPAKTUYECKUM 3aHATHIM. | 2
- IIOITOTOBKA K cO0ECENOBAHUIO 2
-- TIOJITOTOBKA K TECTUPOBAHHIO
Hroro B cemecTpe 56




3.2. I'padux padoThI cTyI€HTA

Cemectp Ne
®opma YcioBHOE
OLICHOYHOT' 0 0003HaYeH Homep nenenn
cpencrBa* He

9

10

11

12

13

14




3.3. Ilepeuenb yueOHO-MeTOANYECKOr0 o0ecreYeHus: 1 CAMOCTOATEIbHOH PadoThI
00y4JaImmxcs Mo AUCHUIIINHE.

Ilepeuenvy cobcmeennvlx mamepuanos (memoouueckue pazpadomku Kageopul),
Komopvle nomozarom o00y4aouemyca OpeaHu306ams CAMOCHOAMENbHOE U3YYEHUEe MmeM
(6onpocos) oucyuniunsl:

3.3.1. KPATKH TEPMHUHOJIOTUYECKHMA CJIOBAPH

Aemomamusuposannas ungopmayuonnas cucmema — MHOOPMALMOHHAS CHCTEMA, peannuzyemas
C HCIIOJIb30BAHUEM CPEACTB BHIYUCIUTEIIHON TEXHUKU U CBS3U.

Aemop O0oxymenma — OpraHU3alXs WIH JUIO, CO3JaBIlee AOKYMEHT. JIOKyMEeHT MOKeT OBbITh
COCTaBJIEH HECKOJIbKMH aBTOpPaMH.

Aodpecam — MU0 WIN OpraHU3alUs — IOJIy4aTellb JOKYMEHTA.

Aodpecosanue 0okymenma — ykazaHUe TOIydaTelsl JOKYMEHTa MyTeM MPOCTaBICHUS PEKBH3HUTA
«azpecar» B IPaBOM BEPXHEM YIIIy JIHCTA.

Axm — [IOKYMEHT, COCTABJICHHBIH HECKOJBKMMH JIMIAMU M IOATBEPXKIAIOIINN KOHKDPETHBIE
(haKTBI WIIM TEHCTBHUS.

Ankema — NOKYMEHT, COJIepKallliii BOIIPOCHI 110 OMPEeIEHHOW TeME U OTBETHI HA HUX.

Annomayus — KpaTKasi XapaKTepUCTUKA COAEPKaHNS KHUTH, OTYETa, CTaThH, JOKYMEHTA.

brank ooxymenma — CTaHTAPTHBIA JIMCT OyMarw C BOCIIPOW3BENEHHOW HA HEM IIOCTOSHHOM
uHQOpMaIeil JOKyMEHTa 1 MECTOM, OTBEJCHHBIM JUIS IEPEMEHHOM.

Byxearmepckue 0oxymenmuvl — TOKYMEHTHI, HEOOXOAUMBIE IJIsl BEACHUSI OYXTalNTepCKOro yJera,
SBJISIFOILMECS] TUCHbMEHHBIM JIOKa3aTeJIbCTBOM COBEPIICHUS (PHHAHCOBBIX, X035 CTBEHHBIX ONEPALHH.

Beoomocms — mepedeHp (CHHCOK) KaKMX-THOO IaHHBIX, PACIONOXEHHBIX B OMNpPEIEIICHHOM
TOpSTIKE.

Busa doxymenma — moanuch TOHKHOCTHOTO JIMIA HA JOKYMEHTE, 03HAYaroIasi COriachue ¢ ero
COJEeP)KAHUEM.

Buewnuii ooxymenm — JIOKyMEHT, OTIIPAaBJICHHBIH JpYrMM OpraHuzauusMm (Jduam) Wid
MOJTYYEHHBIN OT HUX (MCXOASIINNA W BXOISIIUH).

Brympennss onuce — y4eTHbIN TOKYMEHT, KOTOPBIA COOEPKUT CIIMCOK JOKYMEHTOB, BOIIEAIINX
B JIEJIO C yKa3aHHEM MOPSAKOBOTO HOMEPa, Ha3BaHUsI (3ar0JI0BKa), IaThl © HOMEpa JIUCTa JIena.

Buympenuuii 0oxymenm — JOKyMEHT, CO3JaHHBINH YUpeXJE€HHEM U TpelHa3HaYeHHbIN i
BHYTPEHHETO MOJIb30BaHUSL.

Bxooswuii doxymenm — HOKyMEHT, HIOCTYIHMBIINHA B yUpeXI€HHE OT CTOPOHHEH OpraHu3alyy.

Buinucka us 0okymenma — 3aBepeHHast KOIUS YaCTH JJOKYMEHTA.

I'CJOY— T'ocynapcTBeHHast cUCTEMa JOKYMEHTAIlIMOHHOTO 00ECTIEYeHUS YIPaBICHUSL.

Jleno — COBOKYHNHOCTb JOKYMEHTOB (MJIM IIOKYMEHT), C(HOPMHPOBAaHHBIX II0 KaKOMY-JIHOO
MpHU3HAKy (BHAaM JOKYMEHTOB, BOIIPOCaM, KOPPECIIOHAEHTAM U T.[.) U TIOMEIIEHHBIX B O0JIOXKKY.

Henonpouzeo0cmeo — NeATENbHOCTD, OXBATHIBAIOIIASl COCTABICHNUE JOKYMEHTOB U OPTaHU3AIINIO
paboTHI C HUMHU.

Jlosepennocms — JOKYMEHT O TPEAOCTaBICHWH TpaBa JOBEPEHHOMY JIHMIy HAa COBEpIIEHHE
KaKUX-JIN0O JCHCTBUHN OT JIMIA JIOBEPUTEIISL.

Lozoeop (kxommpaxm) — HOKyMEHT, (PUKCHPYIOIIMHI COIJallleHHe CTOPOH 00 YCTaHOBJICHUHU
KaKHX-THM0O OTHOLICHUH U YCIOBHH UX PErYIHPOBAHUA.

Hoxnaouas 3anucka — JOKYMEHT, aJpeCOBAaHHBIN PYKOBOJCTBY, COAEPKAIIUN HAIOKEHHE
KaKoT0-TH00 BOIIPOCA C BHIBOJIAMH U MPEIOKEHUSIMUA COCTABUTEIISI.

Loxymenmayuonnoe odecneuenue ynpasnenus (JOY) — mpouecc npou3BOACTBa, Nepeaadn U
nepepaboTKH TIOKYMEHTUPOBaHHOW MH(OpMAIHY, HEOOXO0IUMOM JIJIsl YIIPaBICHHS YUPEKICHHEM.

Hoxymenmayuss — odopMIICHHAS TIO €IMHBIM ITPABHIIaM COBOKYITHOCTh JJOKYMEHTOB.

Loxymenmupoganue ynpasnenyeckou oOeamenvbHocmu — TpoUecchl 3amucu ((QuKcanuuu) u
odopmMIIeHUs Ha pa3IMYHBIX HOCUTESIX HH(OPMALIMH 110 YCTAHOBJICHHBIM IPaBUIIaM.

Jloxymenmuposannas ungopmayus (Ookymenm) — 3apUKCUpPOBAHHAs Ha MaTepHATIbHOM
HOcuTese HHPOPMALUs ¢ ONPEACTICHHBIMU PEKBU3UTAMH, [TO3BOJISIFOIIUMHY €€ WACHTH(PUIUPOBATE.

Loxymenmoobopom — [BWKEHUE JIOKYMEHTOB B YUYPEXKIEHHMM C MOMEHTa CO3IaHUS WU
MOJTyYEHUS 10 OTIPABKH WM TIEPeaur UX HA XpaHEHHE.



Jlokymenmuvl nocmosaHHO20 XpaHeHus — IOKYMEHTBI, KOTOPBIM YCTaHOBIEHO OeccpodHoe
(BeuHOC) XpaHEHHUE.

Lybnuxam — xonus opUIHATIBHOTO JOKYMEHTA, UMEIoLIast IOPHINYECKYIO CHITY TIOJUIMHHHKA.

EI'C/] — Enqunas rocyiapcTBEHHasi cUcTeMa JIENONpPOU3BOJICTBA.

JKanoba — TUCHPMEHHOE WIW YCTHOE oOOpamieHne (U3MYecKUX WIN IOPUAWYECKUX IHUI B
TrOCy/IapCTBEHHbBIE HIIM OOIECTBEHHBIE OPTaHbI 1O TOBOMY HAPYIICHHS MPaB M OXPAHSEMBIX 3aKOHOM
HUHTEPECOB.

JKypHan yyema OOKymMeHmo6 — >KypHajJ, COCTaBICHHBIM TIO OMNpEIeNeHHOW QopMe U
CoZIepKaIlMM CBEICHUS O JOKYMEHTaX U ONEPALUIX C HUMHU.

3aconosox Odena — Kparkoe 0003HaYCHHE CBEICHUI O COCTaBE M COACPKAHHU JTOKYMEHTOB,
HaxoAsIuXcA B Aee.

3azonoeounas uwacmes OoKyMenma — COBOKYITHOCTb PEKBH3UTOB: 3MOJieMa OpTraHH3alluH,
HalMEHOBaHUE OPraHU3alWH, CIPaBOYHbBIC JAaHHBIE 00 OpraHM3alllM, HAUMEHOBAaHUE BUAA JTOKYMEHTa,
JlaTa TOKyMEHTa, PETUCTPAIlMOHHBIM HOMEp JJOKYMEHTA, CChUIKAa HAa PETUCTPALlMOHHBIN HOMED U JIaTy J0-
KYMEHTA, 3ar0JIOBOK K TEKCTY.

3asnenenue — NOKyMEHT, COMEPKAIINNA TPOCKOY WITH TPEIIOKEHHE.

Hunoexcayus 0oxymenmos — TPHUCBOCHUE IOKYMEHTaM IIOPSIKOBBEIX HOMEPOB M YCIIOBHBIX
0003HaYCHNH TP PErUCTPAITUH.

Hngpopmayus — cBeneHus o IuIax, mpenMerax, (pakrax, COOBITHAX, SBICHUSIX M IPOIECccax
HE3aBUCHUMO OT q)OpMI)I UX NMpEaACTaBJICHUA.

Hnghopmayuonnan cucmema — OPraHU3ALMOHHO YIOPSAAOUCHHAs] COBOKYIHOCTH JIOKYMEHTOB
(MaccuBOB JOKYMEHTOB) M MH(GOPMAITMOHHBIX TEXHOJIOTHIA.
Hcxooswuii 0oxymenm — JOKYMEHT, CO3JAaHHBIA B JAHHOM YUYPEXJCHUM WU OTIPABICHHBIN

ajzipecarty, KOmus KOTOPOro, Kak MPaBUJIO, OCTAETCs B JIEJIE.

Kapma-3amecmumens — NOKyMEHT, IOMEIAEMbIiI HA MECTO BBIJAHHOTO /€A M COACPKAIINi
CBE/ICHUS O TOM, KOMY U KOT/1a OHO BBIJAHO.

Kommepueckuii akm — NOKyMEHT 0 HapylmeHHUsX (HexocTade, mopye, XUIIEHUH), JOMYIIEHHBIX
IpU TPAHCHOPTHPOBKE TIpy30B. KoMMepueckuid akT CIyKUT MOJIy4aTeNI0 TPy3a OCHOBAHMEM JUISA
NpPEbsABICHUS IPETEH3UHN O BO3MEILEHUH YOBITKOB CTOPOHE, AOIYCTHUBLIECH OPUY IPy3a.

Koumpazenm — oHa U3 CTOPOH KOHTPAKTa, I0TOBOPA.

Konmpaxm — cm. 0o2080p.

Jluunas kapmouka — JOKYMEHT, COCTAaBISIeMBIi Ha pabOTHHKA M COICp)KAIIMHA KpaTKue
CBeJZleHHs 0 HeM (00pazoBaHme, CTaX, CEMEWHOE MTOJIOKEHUE, TPYAOBas AeSTENFHOCTD U T.1.).
Jluunoe Oeno — COBOKYIHOCTh JIOKyMEHTOB, COJAEPXAaIIMX CBEICHHS O pabOTHHKE, ero

00pa3oBaHMH, TPYAOBOH AEATEILHOCTH, CEMEHHOM MOJIOKEHUH.

Haxnaonas — NOKyMEHT, COJEp KAl CBEIEHHS O TPYy3€ M FapaHTHSAX €ro JOCTaBKH.

Homenxnamypa den — cucreMaTH3UPOBAaHHBIN CITUCOK /e, )KYPHAJIOB M KapTOTEK, 3aBOJJUMBIX
Ha TPEANPHUATHH C yKa3aHUEM CPOKOB UX XPaHEHHUS.

Hopmamuenviii 0oxymenm — HOKYMEHT, W3JAaHHBIM YHOJIHOMOYEHHBIM Ha TO OPraHOM U
YCTaHABIHUBAIOIIMI HOPMBI, TpPaBHUja TOCTOSHHOTO WJIM BpPEMEHHOTO NEHCTBHS, pacCUMTAHHBIE Ha
o0s3aTeapHOe IPUMEHEHHE.

Opeanuzayuonno-pacnopsoumensvusvie  dokymenmsl (OPJl) — 1OOKyMEHTB, B KOTOPBIX
(uKCUPYIOTCS BOIPOCHI yNpaBlIeHHs, B3aMMOACHCTBUS, 00ECIICUeHNsI M PErYJIMPOBAHUS ACATEIbHOCTH
OpraHOB BJIACTU W YIPABJICHMS, YUPEKICHUW, NPEANPUATHNA, OPraHu3aluil, UX IOAPA3ACICHUA H
JOJIKHOCTHBIX JIHII.

Opeanuzayus pabomuvl ¢ 0okymenmamu — oOecreueHne IBWXKEHHs JOKYMEHTOB B arapare
yIpaBJIeHHS, UX UCIIOIB30BaHNE U XpaHEHHE.

Opuzunan 0okymenma — TIEPBBINA, TIOJUTMHHBIA IK3EMIUISIP JOKYMEHTA.

Ommemxka 0 nocmynienuu 0OKyMeHma — OTMETKa, IPOCTaBIsieMast Ha HIKHEM T10JI€ BXOASILETO
JIOKYMEHTA, COCTOSIIIAsA U3 TIOPSAKOBOTO HOMEpA U AAThI MOCTYIUICHUSI.

Odpuyuanvuwiii OoKymenm — JOKYMEHT, CO3TaHHBIN YIPEKICHUEM HITU TOJDKHOCTHBIM JIUIIOM B
COOTBETCTBUHM C YCTAHOBJICHHBIMU IPAaBUIIAMH.

Ilevamy (B [ENONPOM3BOJCTBE) — OJIEMEHT YIOCTOBEPEHMS MOUIMHHOCTH IOJIHMCH
JIOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaxX, MPEeIyCMOTPEHHBIX HOPMATHBHBIMH aKTaMH, YAOCTOBEPSIOIINX
npasa Jull, GUKCUPYIONTNX (PaKThI, CBSI3AHHBIX ¢ ((MHAHCOBBIMH CPE/ICTBAMH.

Hoonunnux 0oxymenma — NEPBBIA WK €INHCTBEHHBIH SK3EMIUIIP JOKYMEHTA.



Toonunnwiii 0okymenm — NOKYMEHT, HH(GOpMAIIHs B KOTOPOM, a TaKXkKe J1aTa, HOMEp, MOJIHICh U
JPYyTUE PEKBU3UTHI COOTBETCTBYIOT JICHCTBUTEILHOCTH.

Tloonucy 0okymenma — BaXHEHIINH PEKBU3HUT JIOKYMEHTA, MPUAAIOIIANA €My IOPHUINYCCKYIO
CWIy M COCTOSIIUN U3 HAMMCHOBAHUsI JTOJDKHOCTH, JIMYHOW TIOJITUCH U e¢ paciu(poBKY (MHUIMATIOB U
(hammim) nUTIA, TTOAMTMCABIIETO JOKYMEHT.

IIpaso noonucu — NOTHOMOYHE JIOJPKHOCTHOT'O JIUIA HA MOIMTUCAHUE TOKYMEHTOB.

Ilpuxasz — mpaBOBOM aKT, U3aBACMbIii PYKOBOJMTEICM B IEJSIX PEIICHUS MPOU3BOICTBEHHBIX
3ajad.

Ilpoexm  doxymenma — TIpEIBapUTENbHBIN, HEMOANUCAHHBIA  BapUAHT JIOKYMECHTA,
MpeTHA3HAYCHHBIN JIT PACCMOTPEHUSI.

Ilpomokon — MOKYMEHT, (PUKCUPYIOIIUN X0 00CYXICHUS BOIPOCOB U MPUHSATHUS PEIICHUA Ha
cOOpaHUsIX, COBEIAHUSX, 3aCEIAaHHUAX KOJIETHAITbHBIX OPTaHOB.

Pacnopsioicenue — npaBoBO aKT, M31aBaCMBbIii JUIs PELICHUSI ONIEPATUBHBIX BOITPOCOB.

Pecucmpayus doxymenmos — 3amuch OCHOBHBIX CBEIEHHH O IOKYMEHTE B JKypHayie (Ha
KapTO4YKe) WM B MaMATH MEPCOHAILHOIO KOMITBIOTEpPA C TOCIEAYIOIIUM MTPOCTABICHUEM Ha IOKYMEHTE
HOMEpa U JIAThl PETUCTPALIUH.

Pexsuzum dokymenma — OTIeNbHBIN SIEMEHT JOKyMEHTa (apec, MOAIICh, PE3OIONHS U T.1.).

Pexnamayua — mmcebMo 1O TOBOAY OOHAPYKEHHBIX AE(PEKTOB, HENOCTATKOB B MONy4YEeHHON
MPOAYKIIUY WM BHITIOJTHEHHON padoTe.
Pewenue — noOxKyMeHT, NpPUHUMAEMBI KOJJICTUATBLHBIM OpPraHOM B IIENIAX PEIICHUS

MPOM3BOJCTBEHHBIX 337124, BOIIPOCOB.

Cnysicoa denonpouszsodcmea — CEKpeTapuart, KaHIesIpus, YIpaBJIeHHue AeIaMu, OOIIuil oTaen,
OTJeN JOKYMEHTAIMOHHOTO OO0ecIiedeHusl W Jpyrue MOoJpa3felieHus, OCHOBHOW (DYHKIHMEH KOTOPBIX
ABJsieTCsl paboTa C TOKYMEHTaMH.

Cnyorcebuwiti 0okymenm — IOKYMEHT C HEOOXOOUMBIMHM PEKBHU3UTAMHM, CO3JaHHBIA WIH
NOJY4YEHHBIH yupexIeHHueM (ero mnojpasfeieHueM, pabOTHUKOM) B CBS3H C OCYLIECTBICHHUEM
CITy’)K€OHBIX (PYHKIIMU U TIOJTHOMOYHIA.

Coenacosanue Ooxkymenma — OOCYXKIEHHE, OIEHKAa TIPOEKTa JOKYMEHTa JOJKHOCTHBIMH
JMLAMH, YUPEKICHUSIMU.

Cnpaexa — JNOKYMEHT, COACPIKAIIUI ONMUCAHUE W/WIU MOJITBEPKIACHUE TEX WU WHBIX (haKTOB,
COOBITHIA.

Ymeeporcoenue Ookymenma — 3allOJHEHHE PEKBU3UTA «IPU(Q YTBEPKICHHUS IOKYMEHTa
JOJDKHOCTHBIM JIMLIOM, KaK MPaBUIIO, PyKOBOIUTEIIEM.

Daxcumuie — 1) BOCIPOU3BEICHUE TEXHUIECKUMH CPEJICTBAMH KOTIHU OPHUT'HHANA TIOATHNCH;

2) xiu1Ie, nevyaTka, Io3BOJISIOIIAs MHOTOKPAaTHO BOCIIPOU3BOINTH MOIMHICH HA JOKYMEHTAaX.

@aiin — COBOKYIHOCTb JAaHHBIX, 3aIIMCAHHBIX Ha MAIIMHHOM HOCHUTENE MOJ ONpeeICHHBIM
UMCHEM.

Dusuneckoe 1uyo — TPKAAHUH, SBISIONIHICS YIaCTHUKOM TPaXKJaHCKUX ITPABOOTHOIICHUH.

Dopmuposanue e — IPyNIUPOBKA JOKYMEHTOB I10 JIeJlaM B COOTBETCTBHU C HOMEHKJIATYpOH U
UX yIopsiioueHre BHYTPH Jiena.

Oxcnepmuasn komuccusi (OK) — KOMHCCHSI, COCTOSIIAS W3 KBATU(PHUIMPOBAHHBIX PAOOTHUKOB,
CO3JIaHHAs JUIsl IPOBEICHHS €KEer0JHOro 0TOOpa JOKYMEHTOB JJIsl AbHEHIIEro XpaHeHHUs U BbIICICHUS
K YHUYTOKECHHIO.

FOpuouueckoe auyo — mpennpusATHEe WIA OpraHU3alMs, BHICTYNAMONMAsS B KAa4eCTBE HOCHUTEIS
npaB ¥ 003aHHOCTEM.

FOpuouueckas cuna doxymenma — CBOHCTBO NOKYMEHTa OBITh IOIJIMHHBIM JI0Ka3aTelIbCTBOM
(akToB, coObITHI, NeHcTBUH. JJOKyMEHT MMEET IOPUINYUECKYIO CHITY NP HAJMYUH JAThl U ITOJIUCH, a B
HEOOXOJUMBIX CIly4yasx TIe4atd, rpuda YTBEpKICHHUS, HOTAPHAJIBHOTO YJIOCTOBEPEHUSI M WHBIX
PEKBU3UTOB OIPEIEICHHBIX COOTBETCTBYIOIIMMH HOPMATHBHBIMU aKTaMH.

4. OHEHOYHBIE CPEIACTBA JJisd KOHTPOJIA YCIEBAEMOCTHU U
PE3YJbTATOB OCBOEHUS YUEBHOM JUCIUITIIUHBI

4.1. Buabl KOHTPOJISI U aTTecTaluM, GOpMbl OLICHOYHBIX CPEACTB

(Cm. poHT OLIEHOUHBIX CPEJICTB)



4.2.

PeitftunroBas cucrema B YHUBEPCUTETE HE UCIIOJB3YETCS.

PeiiTHroBasi cucreMa OLeHKH 3HAHUI 00y4aOIIMXCH 10 Y4eOHOH TUCUUIINHE.

5. YYEBHO-METOJAUYECKOE U UH®OPMAIIMOHHOE OBECIHEYEHHUE

YYEBHOM JUCLUAILIUHBI

5.1. OcHoBHas uTEpaTypa

Vcronbsy KommmuectBo
HK3EMILISPOB
Ne ABTOp(BI), HAUMEHOBAHUE, MECTO U3/IAHUS U eTcsl Ipu Cemectp B
/1 W3/1aTeNIbCTBO, IO U3YYCHUH Su.roTe Ha
pas3zenoB e kadenpe
Bonobyesa, JI. M. Jlenonpou3BOACTBO B
JIOIIKOJILHOM ~ 00pa30BaTeIbHOM  YUPEXKICHUU
[DnekTpoHHBIH pecypc] : yueOHoe mocobue / JI.

1. | M. BonoGyeBa. - Mocksa : IIpomereii, 2013. - 1-5 8 3BC -
70 C. - Pexum JOCTYyIIA:
http://biblioclub.ru/index.php?page=book&id=2
11710 (mara obpamienus: 15.08.2019).

Ky3nenos, . H. JloxyMeHTannoHHoe
obecrnieueHue ympasieHus. JJOKyMeHTOO00OpOT |
JIEJIOTIPOU3BOJICTBO [ DNEKTPOHHBIM pecypc]

y4eOHMK U TMPAKTUKYyM [Uid [PHUKIAJHOTO
OakamaBpuata / . H. Ky3nenos. - 3-e u3., mep.

2. | u gom. - M. : FOpaiit, 2018. - 461 c. — Pexxum 1-5 8 SbC -
JOCTYTIA: https://biblio-
online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578 (mara  oOparieHus:

15.08.2019).

VYnopaBiieHue  JOMIKOJBHBIM  00pa3oBaHUEM
[DneKTpoHHBIN pecypc] : yueOHHMK U MPaKTUKYM
JUIsl  akajeMuueckoro OakamaBpuata / WM. .
boiimoBa [ gp.] ; mom pen. H. A.

3. | Bunorpagosoit, H. B. MuxknseBoii. - M. : 1-5 8 3BC -
Opaiir, 2018. - 394 c. — Pexum pocryna:
https://biblio-online.ru/book/upravlenie-
doshkolnym-obrazovaniem-412985 (mara
obpamenus: 15.08.2019).

5.2. lonoJiHATEILHAS JIUTEPATYpPa
Vcrombsy KonuuectBo
No ABTOp(BI), HANMEHOBAaHUE, MECTO U3/IAHUS U eTCs pH DK3EMIUISIPOB
3 W3J1aTeNbCTBO, TOJI Cemectp B

n/m W3y4YECHUU SuG.IHOTe Ha

pazzenoB e kadenpe



http://biblioclub.ru/index.php?page=book_red&id=211710
http://biblioclub.ru/index.php?page=book_red&id=211710
https://biblio-online.ru/book/upravlenie-doshkolnym-obrazovaniem-412985
https://biblio-online.ru/book/upravlenie-doshkolnym-obrazovaniem-412985

barayrnuHona, C. . Opranuzanus
METOJMYECKOW  paboThl B JIOHIKOJIEHOM
00pa3oBaTEeIbHOM YUPESKICHUH [DIEKTPOHHBIN
pecypc] : yueOHo-mMeroanueckuii komruiekc / C.
®. barayrnunosa, K. B. Kopuunoga. - 2-¢ u3n.,
crep. - Mocksa : @nunTa, 2015. - 75 c. - Pexum
JIOCTyTIA:
http://biblioclub.ru/index.php?page=book&id=4
82094 (mara obpamienus: 15.08.2019).

1-5

9bC

barayrnunosa, C. @. YnpasiieHue AOUIKOJIBHBIM
oOpazoBaHWeM [DJEKTPOHHBIM  pecypc]
yuebHO-MeTonuueckuii  kommieke /  C.
®. barayrnunosa, JI. H. CannukoBa. - 3-¢ u3n.,
crep. - MockBa : ®aunta, 2015. - 124 c. -
Pexum JIOCTyma:
http://biblioclub.ru/index.php?page=book_red&i
d=482097 (narta obpamenus: 15.08.2019).

1-5

9bC

I'po3osBa, 0. C. Jlenonpou3BoaCcTBO
[DnekTpoHHBI pecypc] : yueOHOe mocobue amns
akagemudeckoro 6akamaspuara / O. C. I'po3ona.
- M. : KOpaiir, 2018. - 124 c¢. — Pexxum gocrymna:
https://biblio-online.ru/book/deloproizvodstvo-
416948 (nara obpamienus: 15.08.2019).

ObC

Kupcanoa, M. B. Kypc nemonpousBojacTsa:
JOKYMEHTAI[MOHHOE OOECTeUeHUe YIPaBICHUS
[Teker] : yue6HOE mocobue / M. B. Kupcanosa,
0. M. AkceHoB. - 6-¢ u3A., UCIp. U JIOI. -
MockBga; HoBocubupck : NHOPA-M:
Cubupckoe cornamenue, 2008. - 367 c.

19

Kyrymesa, T. B. [lenonpousBoactso [Tekcr] :
yuebHoe nocooue / T. B. Kyrymesa. - PocTtos-
Ha-Jlony : @enukc, 2007. - 256 c.

19

Poroxwus, M. 1O. JloxyMeHTanumoHHoe
obOecrieueHrne  ympaBjieHUsT  [DJIEKTPOHHBIN
pecypc] : nmpaktuueckoe mocobue / M.

1O. Poroxun. - MockBa ; bepnmun : Jlupekt-
Menua, 2014. - 398 c. : win. - Pexxum pocryna:
http://biblioclub.ru/index.php?page=book&id=2
53705 (mara obparenus: 15.08.2019).

1-5

9BC

CrpaBOYHUK  pPYKOBOJUTENS  JIOMIKOJIBHOTO
yupexnaenus [Tekcr] : [HayuHblii >kypHan]| /
yupeaurtens : OO0 KDLl «Axtuon». — Mocksa,
2016 - .—Exemec. — ISSN 1813-3673.

1-5

VYrpaBineHue OMIKOJBHBIM 00pa30oBaTEIbHBIM
yupexaeHueM [TekcT] : Hay4HO-paKTHYEeCKUH
xypHan / yapemutenb : OOO «TBopueckuit
Lentp Chepa». — 2002 - . —Mocksa, 2016 -

— 10 pa3 B rox. — ISSN 2220-1483.

1-5

MAPC

UymuueBa, P. M. VYmpasieHue IOIIKOJIBHBIM
oOpazoBannem [Tekct] : yueOHOe mocobue ais
CTYZCHTOB YUPEXKIEHUN BBICILIETO
negarorudyeckoro  obpaszoanmmst /P, M.

1-5

19



http://biblioclub.ru/index.php?page=book&id=482094
http://biblioclub.ru/index.php?page=book&id=482094
https://biblio-online.ru/book/deloproizvodstvo-416948
https://biblio-online.ru/book/deloproizvodstvo-416948
http://biblioclub.ru/index.php?page=book_red&id=253705
http://biblioclub.ru/index.php?page=book_red&id=253705

Uymuuena, H. A. [lnaroxuna. - M. : Akagemus,
2011. - 400 c.

10.

[lysanosa, H. H. OcHOBBI n1€10IIPON3BOJICTBA.
SA3BIK CIIy’)KEOHOTO JOKYMEHTa [DJIEKTPOHHBIN
pecypc] : y4eOHMK U  TNPAKTHUKYM  JJIs
akameMuueckoro OakamaBpumata / H. H.
[ysanosa, A. }O. UBanosa ; nox o6m. pex. H.

H. Ilysanosoii. - M. : IOpair, 2018. - 375 c. — | +° 8 OBC -

Pexum JOCTYyIIa: https://biblio-
online.ru/book/osnovy-deloproizvodstva-yazyk-
sluzhebnogo-dokumenta-413325 (mara

obpanienus: 15.08.2019).

5.3. ba3bl JaHHBIX, HTHPOPMALMOHHO-CIIPABOYHbIE U MOUCKOBbIE
CHUCTEMBI:

1. Polpred.com O630p CMU [DaekTpoHHbIid pecypc] : calT. — JlocTym
MOCJI€ PErHCTpPallii U3 JII0OOM TOYKH, UMeroIen noctyn k MutepHety. — Pexum
noctyna: http://polpred.com (nara oopamenus: 15.08.2019).

2. Hayunas Oubmuoreka PI'Y mmenu C. A. EcenuHa [D1eKTpOHHBII
pecypc] : caiit. — Pexxum goctyma: http://library.rsu.edu.ru, cBoGoaublii (maTa
obpamenus: 15.08.2019).

3. VYuuBepcurerckas oubimoreka ONLINE [Dnexrponnbiii pecypc] :
3JIeKTpOHHass OubanoTeka. — JIoCTyn K MOJHBIM TEKCTaM IO Maposito. — Pexum
nocryma: http://biblioclub.ru/ (mara oopamenus: 15.08.2019).

4, Onektponnsli  katamor Hb PI'Y wumennm C. A. Ecenuna
[OnexkTpoHHBIN pecypc] : 0a3a JaHHBIX COJEPAKUT CBEICHHS O BCEX BHUAAX
mutepatypsl, nocrynatomux B ¢Goua Hb PI'Y umenu C.A. Ecenuna. — Psi3aHb,

[1990 - ]. — Pesxum moctyma: http://library.rsu.edu.ru/marc, csodoansiii (1aTa
oOpamenus: 15.08.2019).
S. FOpaiit [ OnexkTpoHHBIH pecypc] : anekTpoHHas oubnuoreka. — Jloctyn

K TIOJHBIM TEKCTaM 10 mapojr. — Pexum moctyna: https://www.biblio-online.ru
(maTa ooparmenwus: 15.08.2019).

5.4. Ilepeyennb pecypcoB MH(POPMALNMOHHO-TEJIEKOMMYHUKAIUOHHOM
cetu «HTepHET» (1as1ee — ceTh «AHTEpPHET»), HEOOXOAMMBIX /IJI1 OCBOEHUS
JAMCIUTLIHHBI:

1. eLIBRARY.RU [DnektpoHHbIii pecypc] : HaydHas 3JICKTPOHHAs
oubnunoreka. — Pexxum poctyma: http://elibrary.ru/defaultx.asp, cBoGoanblit (1ara
obpamenus: 15.08.2019).

2. Koncynpsrantllntoc [DnekTpoHHbIN pecypc] : oduIuanbHbIA callT. —
Pexxum nmoctyma: http://www.consultant.ru/, cBoOGoaHbIi (maTa oOpaleHus:
15.08.2019).



https://biblio-online.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-413325
https://biblio-online.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-413325
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http://library.rsu.edu.ru/
http://biblioclub.ru/index.php?page=main_ub_red
http://library.rsu.edu.ru/marc/
https://www.biblio-online.ru/
http://elibrary.ru/defaultx.asp
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3. Pecypcsl obpazoBanus [DneKTpOHHBIN pecypc] : mopTan
UH(OPMAITMOHHON TTOIICPKKH CITSIIUATUCTOB JIOIITKOJIBHOTO 00pa30BaHusl. -
Pexxum nocryma: http://www.resobr.ru, cBo0601HBIHN (7aTa oOpaleHus:

15.08.2019).

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHON
JUCHUITVIMHBI
6.1. TpeGoBaHus K ayTUTOPHUIM IJIsl IPOBEICHHS 3aHATHI:

HeoOxoauMbl cTaHgapTHO 0OOOpYJOBaHHBIE AayAWTOPUH [UIS TPOBEACHUS TPAKTHUECKUX
3aHATHH, KaK B TPAJULIMOHHOM, TaK U B UHTEPAKTUBHON (hopMe — HOYTOYK, IPOEKTOP, IKpaH WiIn
KOMITBIOTEPHBIN KJIacC.

6.2. TpeboBaHus kK 000PYIOBaHHIO PAOOYMX MECT MPEMOAABATENS K O0yJaIOIINXCS:

HeoOxoauMbl HOYTOYKH MJIM KOMITBIOTEPHBIN KjIacc. B KOMITBIOTEPHOM KJIacce MODKHBI OBITh
ycranoBieHsl cpenactea MS Offise: World, Power Point.

6.3. TpeGoBaHus K cIelIHAJIM3HUPOBAHHOMY 000PY10BAHUIO: OTCYTCTBYIOT

7. ObPA3OBATEJIBHBIE TEXHOJIOTI'MMA

O0beM ayIuTOPHBIX 3aHATHI BCEro yacoB, BT.4. J  wyacos, JIP _ wacos,
3 (C) 4acoB % - aKTUBHBIX M MHTEPAKTUBHBIX 3aHATUNA OT 00beMa ayJUTOPHBIX
3aHATUN
OcobeHHOCTH
HanmeHoBanue Bunet NPOBENICHUSI aKTUBHBIX U
Ne . DopMbI IPOBEACHUS AKTUBHBIX N
cene Ne pasnerna ydeOHo#l |  ayauTop- 1 MHTepaKTUBHLIX 3aHATHI (B WHTCPAKTUBHBIX 3aHATHI
crpa HeJeIH JACUUTITHHBI HBIX wacax) (MHIUBHAYAIbHBIC/B
(Momyns) 3aHATUH MaJbIX
rpynmnax/TpynmnoBsie)
1 2 3 4 > 7
hopmbl 4ackl
1. J
2. JIP
3. 113 /C
4. J
5. JIP
I13|C
HUTOI'O 3a
ceMecTp
1. J
2. JIP
3. I13/C
4. J
5. JIP
I13/C
HUTOI'O 3a
ceMecTp
UTOI'o

5. Meroanueckne ykazanus Aj1si 00y4ar0IUXCs 10 OCBOCHHIO U CUHILIMHbI



Bua yueOHbIX Opranuzanms 1eATeJJbHOCTH CTY/I€HTa
3aHATHH

Jlexmust Hanucanue KoHCIIEKTa JEKIMHA: KPaTKO, CXeMAaTUYHO, [1OCIIEI0BATEIbHO
(UKCUPOBATH OCHOBHBIE ITOJIOKEHUS, BEIBOJIBI, (POPMYINPOBKH, 000OIICHUS;
1oMeuaTh BaKHBIC MBICIH, BBIACIATH KIIIOYEBHIE CIIOBA, TEPMUHBL. [IpoBepka
TEPMHHOB, TOHATHI C MOMOILBIO SHLIMUKIIONEANH, CII0BAapEM, CHPAaBOYHUKOB C
BBIITUCHIBAHUEM TOJIKOBAaHHUH B TeTpab. O003HAUNTH BOIIPOCHI, TEPMHHBL,
MaTepHal, KOTOPBIH BBI3BIBACT TPYAHOCTH, IIOMETUTH U MOMBITATHCS HAUTH
OTBET B peKOMEH1yeMoii tuteparype. Eciau camocTosTensHO He yraercs
pa3o0paThcsi B MaTepualie, Heo0X0uMO chopMyIUpOBaTH BOIIPOC U 331aTh
IPEnoAaBaTeNI0 Ha KOHCYJIbTalluH, Ha TPAKTUUECKOM 3aHSATHH.

[Tpaktuueckue | [IpopaboTka pabouei mporpaMMbl TUCHUIUIMHEL, YAETSAsS 0c000€ BHUMaHUE
LEJISIM U 33J1a4aM, CTPYKTYPE U COAEPKAHUIO AUCLUILIINHBIL.
KoncnektupoBanue ncToUHUKOB. PaboTa ¢ KOHCIEKTOM JIeKIUii, TOArOTOBKA
OTBETOB K KOHTPOJIbHBIM BOIPOCAM, IPOCMOTP PEKOMEHYEMOI JINTEPATYPHI.

3aHATUA

KontponbHast | 3HaKOMCTBO C OCHOBHOM U JIONIOJHUTEIbHON JIUTEPATYPOU, BKIFOYAs
paboTa/MHANB | CIIPABOYHBIC M3/IaHUS, KOHCTICKT OCHOBHBIX ITOJIOXKEHHH, TEPMHHOB, CBEICHHIA,
uayajibHbIe TpeOYIOMMXCS AJIs 3alIOMUHAHUS U SBIISIOIIMXCSI OCHOBOIIOJIATAIOIIMMHU B STOM
3aJJaHus TEME.

IlogroroBka k HpI/I MMOATOTOBKEC K 3a4CTy HCO6XOI[I/IMO OPUCHTHPOBATLCA Ha KOHCIICKTBI

JIEKIIUM, PEKOMECHIYEMYIO JINTepaT U Jp.
3aueTy oy, p AyeMmy paTtypy A ip

9. [lepeuenb HH(POPMAIMOHHBIX TEXHOJIOTHii, HCNIOJIb3YeMbIX IPH OCYLIECTBJIECHUHU
o0pa3oBaTeIbHOIO MpoIecca M0 AUCHUIIIHHE, BKJIYAs NepevyeHb POrpaMMHOIo
olecrieyeHus: U MHGOPMAIHOHHBIX CIPABOYHBIX CHCTEM.

-[IPUMEHEHHE CPEJCTB MyJIbTUMeIUa (IIPEe3eHTalMi) B 00pa3oBaTeIbHOM MpOLIECcCe.
Opranuzanys B3auMOJICHCTBUS C 00YJaIOUIMMHUCS, KOHCYJITHPOBAHUE UX TIOCPEACTBOM
JJIEKTPOHHOMU MOYTHI.

Ucnonb3oBanue caiita PI'Y umenu C.A. Ecennna 11 opraHu3aliy cCaMOCTOATEIbHONW padoThl
CTYJEHTOB.

10. TpeboBanus K MPOrpaMMHOMY 00ecledeHUI0 Y4eOHOro npouecca
He UCIOJIb3YIOTCS

Awntusupyc Kaspersky Endpoint Security (moroBop Ne14/03/2018-01420t 30/03/2018r.);
Oducnoe npunoxenue Libre Office (cBo6onHO pactpocTpansiemoe [10);

Apxusarop 7-zip (cBobonHO pacnpocTpansemoe [10);

Bbpaysep nzo6paxkennii Fast Stone ImageViewer (cBo601H0 pactipoctpansemoe [10);
PDF punep Foxit Reader (cBo6oano pacmpoctpansemoe 110);

Menua npourpsiBatens VLC mediaplayer (cBo6oaHO pacnpoctpansiemoe [10);

3anuchk quckoB Image Burn (cBoGoaHo pactpoctpansemoe [10);

DJVU 6payzep DjVuBrowser Plug-in (cBo6oano pactpoctpansiemoe [10);




Hpuioxenne 1.

MoH/1 O1IEHOYHBIX CPEACTB /sl MPOBeIeHUsI MPOMEKYTOYHOM aTTecTalul
00y4AIOIIMXCH MO AUCIHUIINHE

Ilacnopm ¢onoa oyernouHwvlx cpedcms no OUCYUNIUHE
OJ151 NPOMENCYMOUHO20 KOHMPOJIS YCNesaemocmu

KonTposmpyembie pa3iesibl
(TeMBbl) TUCHUTIITHHBI
(pe3yJbTaThI 110 pa3aesiam)

Kox konTposmpyemoii
KOMIIETEHIIMH UJIH eé
4acTH

HaumenoBanue
OLIEHOYHOI'0
cpeacTBa

[lpenmer  yueOHOro  Kypca
«Pabora ¢  HOpPMaTHUBHBIMHU
JOKYMEHTaAMH B JIOLIKOJIBHOM
YUPEKICHUN

I1IK6, OIIK4

3a4€T

CraHoBieHue
JOKYMEHTAI[IOHHOTO
oOecrnieueHus yrnpaBIeHUs.

TIK6 , OTIK4

3a4€CT

HopmaruBHO-MeTOAMUYECKAs
Oa3za JTOKYMEHTAI[MOHHOTO
o0ecrieueHHs yIpaBJICHUS

I1IK6, OIIK4

3a4€T

[TpaBuna oopmienus
OTJIEbHBIX TOKYMEHTOB.

OIIK4, IIK 6

3a4CT

Opraau3zanus
JIOKYMEHTO0000poTa
Opranuzanus XpaHeHus

JAOKYMCHTOB.

[1K6 OITK4

3a4€T

TPEGOBAHUSA K PE3YJIbTATAM OBYUYEHHUA 1O YYEBHOW JUCIHUAIJIMHE

Unpexce Conepxanue
KOMIICTE

HIUU

KOMIICTCHIIN

DIIeMEHTHI KOMIIETEHITHNA

Nunekc smemenTa

IIK-6 | I'oTOBHOCTBH K 3HaTh

B3aHMOJEHCTBUIO C
y4aCTHUKaMHU
00pa3oBaTeNLHOTO
nporecca.

1 ®opmbl 1 METOIBI OCYIIECTBIICHHS
B3aUMOJICHCTBHS
HOY ¢ pazHooOpa3HbIMU KyJIBTYpPHO-

I1K6 31




MIPOCBETUTEIbCKUMU YUPEKICHUSIMU, C
ceMbel

2 Crioco0bl TIoTydeH s HHPOPMAIHHU O
COBPEMEHHBIX TEHJICHIUSIX B 001aCTH
MEHEDKMEHTa 00pa30oBaHUsI.

[1IK6 32

3CpCHCTBaXpaHeHHﬂIlHOHCKaHOKyMeHTOB

IIK 6 33

VYMmern

1 Mcnonb30Bath COBpEMEHHbIE
UH(POPMALMOHHBIE SIEKTPOHHBIE PECYPCHI
JUISL OCYIIECTBIIEHHUS B3aMMOJIEHCTBUS MEKILY
yY4aCTHUKaMU 00pa30BaTELHOIO MPOIECCa.

IIK6 V1

2 OpraHu30BaTh JOKYMEHTOO0OPOT U paboTy
C IOKyMEHTaMH.

[IK6Y2

3 OxapakTepr30BaTh U COCTABHUTH
HOMEHKJIATypy Jell.

[IK6Y3

Bnaners

1 HaBbikamut paGoTHI C pa3TMIHBIME BHIAMH
MCTOYHHKOB TOJIy4eHUs! HH(POPMALIH IO
BOIIPOCaM JOUIKOJILHOTO 00pa30BaHMUsL.

[IK6B1

2 HaBeikamu pabOTHI C JOKYMEHTAIMEH.

[IK6B2

OIIK -

Tl'otoBHOCTH K
npoeccuoHaIbHON
JACATCIIBHOCTU B
COOTBETCTBHU C
HOPMAaTHUBHO-
IIpaBOBBIMU aKTaMH
cdepbl 00pazoBaHus

3HATb

1 Hcropwuro craHOBIIEHHS
JOKYMEHTAIIMOHHOT0 00eCIIeUeHUS
yIIpaBJIEHHSL.

OI1K4 31

2 Koncruryuuio P®, 3akonsl PO, perienns
IIpaBurtenscTBa PO u 1pyrue HOpMaTUBHBIE
Y TIPaBOBBIE JOKYMEHTHI, METOINYECKHE
PEKOMEHIALNH 110 BOIIPOCaM JIOIIKOIBHOTO
o0Opa3oBaHus

OIIK4 32

3. TpeGoBanus rOCyIapCTBEHHBIX
CTaHJAapTOB 1O 0)OPMIICHHIO JOKYMEHTALUU

OIIK4 33

VYMmern

1Pazsusars CIIOCOOHOCTH ~ NPUMEHSTH
MOJTydYeHHbIE 3HAHUS U YMEHHS B IIPAKTHKE
ynpaBlieHHsT 00pa30BaHUEM.

OIlK4 V1

2 AHanu3MpOBaTh, OLCHUBATL U IPUMEHSTH
CYILIECTBYIOIME 3AKOHOJATENIbHBIE U
HOpPMaTHBHBIE aKTHI B IIE1arOTMUECKON
JIeATEIbHOCTH.

OIIK4 V2

3 [IpoexTUpOBAaTh U IIIAHMPOBATH
00pa3oBaTebHO-BOCIIUTATENbHYIO PaboTy B
JIOUIKOJIEHOM 00pa30BaTeIbHOM YUPEXKICHUI

OIIK4 V3

Bnanets

1 HaBbikamu HHCTPYKTHPOBATH II€arOTOB B
MPOIIeCCe BHITIOHEHNS PA0OTHI.

OIIK4 Bl

2 VMEHMAMM M HAaBBIKAMH 10 OPraHU3aLud
nporiecca Jgenonponssojictea B JJOY

OIIK4 B2




‘ ‘ 3 HaBbIKaM# 110 0(OPMIICHHIO TOKyMEHTOB.

OIIK4 B3

KOMIUJIEKT OLIEHOYHBIX CPEJCTB JIJIs1 [TIPOMEXYTOYHOU

ATTECTAIIMU (3auer)
Ne ConeprxaHue OlIEHOYHOTO CPEeICTBA Nunexc oneHnBaeMoi
KOMIIETEHIIUH U €€
AIIEMEHTOB

1 OcHoBuble moHsaTHS Kypca «Pabora ¢ | I1IK6 31 32V3 OIIK4 V1

HOPMAaTUBHBIMH JOKYMEHTaMHU B J[Y».
(ompeneneHus).

2 [lepeuncnure HopMaTUBHO-TIpaBoOBble aKThl, KoTopble | OITK4 3231 V3 IIK6B1
HE0OXOIMMO YYHTHIBaTh B paboTe ¢ JOKYMEHTaMHu
JIOV.

3 [Ipoananusupyiite HoMeHKIaTypy Aen aoumkosbHoro | OITIK4 33 V1 ITK6VY2
00pa30BaTENLHOTO YUPEKICHUSI.

4 Crpynnupyiite JOKYMEHTHI, BXOZAIINE B | [IK6Y2 B20OIIK4 33
Homenkiarypy aen J10VY.

5} OcHoBHblE  pekBU3UTHI, Bxoasmme B  coctaB | OIIK4 33 T1K6 V1 B2
OpraHU3aIOHHO-PACTIOPSAUTEILHON JJOKYMEHTAIIHIH.

6 TpeboBanus K 0(hOPMIICHIUIO HOMEHKIIATYPHI JEII. OI1K4 33 V1 IIK6Y2

7 O600muTe ocHoBHBIE TpeboBanusa k mnoxarotoke | OI1K4 33 V2 B2 [1K6B1
MIPHUKa3a.

8 Omnpenenurte TpedboBanus Kk opopmienuto auunbix aen | OI1K4 33 V2 T1IK6B1
1 KapTOYeK.

9 Onpenenure TpeboBanuss Kk BeneHuto Tpyaosbix | OIIK4 33 B2I1IK6B1
KHUKEK.

10 | OGocHyiiTe MOHATHE «IOKYMEHTOOOOPOTY. OIIK4 V1 V2 TIK 6 33

11 | Ompenenute TtpeboBanus k padore c¢ Bxomsmumu | OI1K4 V1 V2IIK 6 33
JIOKYMEHTaMHU. OIIK4 B2

12 | Ompenenute TpeboBanusi k padore ¢ wucxoasummu | OI1IK4 V1 V2IIK 6 33
JIOKYMEHTaMHU. OIIK4 B2

13 | Ompenenute TpeOoBanuss k pabdore ¢ BHyrpeHHumH | [IK 6 33 V2 V3OIIK4 B3
JOKYMEHTaMH.

14 | Onpenenure ocoOeHHOcTH opranu3anuu xpanenus | OITK4 31T1K 6 33 Y2V3
JIOKYMEHTOB.

15 Uctopuueckue TEePUOIbI cranosienus | OIIK4 3231 V3 T1IK6B1

ACIIOIMPOU3BOJACTBA B Poccun.




16 Cucrema  pabotrel  pykoBoamtens  JIOY ¢ | OIIK4 31 B2IIK6Y2B2
HOPMATUBHBIMU JOKYMCHTAMU.

17 | Ilpoananu3upyiite oOs3arenbHyto  gokymenrtanuio | OIIK4 31 B2IIK6Y?2
BOCIIUTATENEH, CIELIMAINCTOB, CTAPIIEro BOCIIUTATE.

18 | TpeGoBanus npeabsBisitorcs K paspabotke: | OIIK4 33 V2 [1K6B1
JOJHKHOCTHOM MHCTPYKIIUHU; KOHTPAKTY; aKTy.

19 | Cnytanupyiite HOATOTOBKY Jelia K epeiade B apXuB OI1K4 311IK 6 33 Y2V3

20 | IIporpammHoe  obOecnedyenue  nenompousBojactsa. | OITK4 Y1B3 I1IK6B3
Cpencra nepenayn uHGOpPMAIIHH.

21 | UII3: COCTaBJICHUE XapaKTEPUCTUKU c | OITK4 33 IIK6Y2 OIIK4 B2
HCIOJIb30BaHUEM HEOOXOAUMBIX PEKBU3HUTOB.

22 | UII3: cocraBnenme mpukaza 1o  ocHoBHoH | OITK4 33 B2 [IK6Y2 B2

JeSITEeIIbHOCTH
23 | UI13: cocTaBienune npukasa 1o JU4HOMY COCTaBY OIIK4 33 B2 [IK6Y2 B2

24 | UII3: cocraBneHne XapakTepUCTUKU OI1K4 33 TIK6Y?2 OIIK4 B2
25 | UII3: cocraBieHune MPOTOKOJIA OI1K4 33 TIK6Y2 OITK4 B2

[IOKA3BATEJIM 1 KPUTEPUU OIITEHMBAHM S KOMITETEHIINIA
(IIkanb! orieHUBaHUS)

Pe3ynpTaThl BBINOJHEHUS OOyYarOUIMMCS 3aJlaHH HA 3a4€Te€ OLIEHUBAIOTCS I10
HIKAJIE «3a4TE€HO» - «HE 3a4yT€HO». B OCHOBE OLEHMBaHUA JIEKAT KPUTECPUU
IIOPOTOBOTO M TMOBBIIIEHHOI'O YPOBHS XapaKTEPUCTUK KOMIETEHUWW WIH HX
COCTaBJISIIOLIUX YacTed, GopMUpYeMbIX HAa y4EOHBIX 3aHATHSIX MO JIUCUUILIUHE
«PaboTa ¢ HOpMaTUBHBIMU JJOKYMEHTaAMU B JIOIIKOJbHOM yupexaenun». (Tabmuua
2.5 paboueil mporpaMMbl TUCIUIUIAHBI).

«3a4TeHo» — OLEHKAa COOTBETCTBYET IIOBBIIIECHHOMY YPOBHIO U
BBICTABIIIETCS OOydYaroleMycsi, €ClIM OH TIJIyOOKO M TMPOYHO YCBOWJI
IIPOTPaMMHBIM  MaTepuas, HCYEPIBIBAIOLIE, II0CIEA0BATEIBHO, YETKO €ro
u3jaraer, CBOOOJHO CHPAaBISETCS C MPAKTUYECKUMHU 3alaHUsIMU U JAPYTUMHU
BUJIAMM IIPUMEHEHUSA 3HAHWM, NPUYEM HE 3aTPyNHSETCd C OTBETOM IIpU
BUJION3MEHEHNU 3aJaHUM, BJIAJCET PAa3HOCTOPOHHUMHM IIPUEMAMHU U HABBIKAMU
BBITIOJTHEHUS PAKTUYECKUX 3a7a4;

- OLEHKa COOTBETCTBYET MOBBIIMIEHHOMY YPOBHIO M BBICTABIISIETCS
oOyyJarouiemycsi, €ciii OH TBEPJO 3HAEeT Marepuali, FPAMOTHO M MO CYIIECTBY
W3JIaraeT €ro, He JOMYCKas CYIIECTBEHHBIX HETOYHOCTEM B OTBETE HA BOMIPOC
WIM BBIMOJHEHUU 3a/laHUi, BIIaJieeT HEOOXOAMMBIMU HABbIKAMU M MPUEMAMHU
BBITTOJTHEHUS IPAKTUYECKUX BOIIPOCOB U 3a/1a4;

«He 3auTeHO» - OlIEHKA BBICTABISAETCS O0YyYarolIeMycsi, KOTOPbI He
JOCTUTaeT TMOPOTrOBOr0 YPOBHsI, HE 3HAET 3HAYMTEIBLHON 4aCTH IPOTPAMMHOIO
MaTepuaia, JOMYCKaeT CYUIECTBEHHbIE OIIMOKH, HEYBEPEHHO, C OOJIbLIIMMHU
3aTPYAHECHUSMH BBIIIOJIHAET PAKTUYECKUE 3aJaHMUS.



