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1. TACIIOPT PABOYEM INPOT'PAMMBI YUEBHOM JIUCHOUTLIAHBI
OI1.04 fokyMeHTaLMOHHOE O0eclieYeHue YIpPaBJIeHus

1.1. O6s1acTh NPUMEHEHHUsI MPOTrPAMMBbI Y4eOHOH AUCHUIIIMHBI

PabGouas mporpamMmma y4yeOHOM AUCHHUIUIMHBI (J1ajiee — pabodasi MporpamMma)
ABJISETCST 00S3aTENBHOM YaCThIO OOIIENPOPECCHOHANIBHOIO IUKJIA MPOTPaAMMBI
MOJATOTOBKHU CIENHAIUCTOB cpeaHero 3BeHa (manee — [IIICC3) B cooTBETCTBUU C
dbenepabHBIM TOCYJIapCTBEHHBIM 00pa30BaTENbHBIM CTAHJIAPTOM CPEIHEro IMpo-
deccuonanpHOro oo6pazoBanus (naiee — ®I'OC CIIO) mo crenmansHoCcTH 38.02.06
OUHAHCHI.

Pabouas IIporpamMma y‘I@6H0ﬁ JUCHUIINIMHBI MOXKCT OBITh HCIOJIL30BaHA B
HpO(l)CCCI/IOHaJIBHOM 06y‘-ICHI/II/I N OJOITIOJIHUTCIIBHOM HpO(i)eCCI/IOHaJIBHOM 06pa3013a-
HHH.

1.2. Heau u 32124 JUCUMILIMHBI — TPeOOBaAHUS K pe3yJbTaTaM 0CBOe-
HHUS AU CIHUTIHHBI

B pe3ynbraTe ocBoeHUs y4eOHOM NUCHUIUIMHBI O0yUYaIOLUICs T0JKEH
yMeThb:
—OCYIIECTBJIATh MOUCK, aHAJIN3 U HCIIOJIb30BaHUE HOPMATHBHO-IIPABOBBIX JIOKY-
MEHTOB B IPUMEHEHHH K 3aaa4am J[OVY;
—COCTaBJISAITh U OQOPMIISITH YIPABIECHUYECKYIO U NMPO(PECCUOHANBHYIO TOKyMEHTa-
IIUI0 B COOTBETCTBUE C HOPMATUBHOM 0a30M;
—HCNOJb30BaTh YHU(UIIUPOBAHHBIE (POPMBI JOKYMEHTOB;
—OCYILIECTBJIATh JEJIOBYIO NMEPENUCKY U MOANEPKUBATH JIEKTPOHHBIE KOMMYHH-
Kalluu;
—IPUMEHATh CPeACTBa MH(OPMALIMOHHBIX TEXHOJIOTMN AJIs CO3/1aHusl U oopmiie-
HUS TOKYMEHTOB;
—pa3bupaThCsi B CHCTEME BHYTPEHHETO IOKYMEHTO000pOTa OPTraHu3allluu;
—OCYIIECTBJIATh XPAHEHNUE U IIOUCK JOKYMEHTOB;
—pa30uparbcsi B HOMEHKJIAType Aell;
—HCIOJIb30BaTh COBPEMEHHOE MPOTPAMMHOE 00ECIeUeHHE B AJIEKTPOHHOM JIOKY-
MEHTO000pOTE;
—IIPOBEPATh HEOOXOJUMYIO JOKYMEHTAIIUIO JJI 3aKJII0OUEHUSI KOHTPAKTa;
—(hopMHUPOBATH IPOEKTHI MPUKA30B U PACTIOPSIKEHUH 0 MPOBEIECHUIO BHYTPEHHE-
r0 KOHTPOJIS;
— 0hOpMIIATH Pe3yJbTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOIPHUITHI MyTEM CO-
CTaBJICHUSI aKTOB U CIIPABOK
3HATH:
— COJAEpKaHUE aKTyaJIbHOM HOPMAaTUBHO-IIPABOBOW TOKYMEHTALMH;
— OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeueHHs YIIPaBICHNUS;
— Kkiaccu(uKanys ynpaBieHYeCKUX JOKYMEHTOB;



npaBHna COCTABJICHHUA U O(I)OpMJ'IeHI/I}I ynpaBJIeH‘-IeCKI/IX I[OKYMGHTOB n BCACHUA
I[GJ'IOBOﬁ IICPCIINCKHU,

COCTaB JOKYMCHTOB CIICHHUAJIBHBIX CUCTEM NOKYMCHTAIIUH,

IIpaBuJjia OpraHnu3anr BCCX 3TAIIOB pa6OTBI C IOKYMCHTaMH,

npusiokeHus: mporpammbel Windows, UCHONb3yeMble AJIs peaju3aluu 3aaady
HOVY;

coBpeMeHHbIe nH(popMalmoHHbie TexHomoruu JJ0Y

OCO6GHHOCTI/I COCTAaBJICHUA U O@OPMHCHHH OTACJIIBHBIX BHAOB BaKyHOI{HOﬁ
I[OKYMCHT alnu,

JOKYMEHTUPOBaHUE OPTraHU3alMi KOHTPOJIBHBIX MEPONPHUSATHN OpraHaMH, OCy-
HICCTBIAOIINMHA (l)HHaHCOBBIfI KOHTPOJIb,

IpOLIEIypa COCTABICHUS U O(POPMIIEHUSI AKTOB U CIIPABOK MO pe3yJbTaTaM KOH-
TPOJIbHBIX MEPOIPUSATUIM



1.3. Ucnoan3oBanue 4yacoB BapuatuBHoii yactu IIIICC3

MHUKa KaJpoB

No  JlonmosHUTENIBHEIC Jlomoaurensapie  Ne, HammeHoKoanmde- [DOOCHOBaHHE
[/m  mpodecCHoHANbHbIC [BHAHMUS, YMEHUSBAHUE TEMbl |CTBO  YaBKIIOUEHHUS B Pabdo;
KOMIIETEHIIMH [IPAKTUYECKHUI OIBIT COB 4YIO IPOTrPaMMy

OI1.04 lokymeHTaliMOHHOE o00ecneyeHne yIpasJeHus!

1 1K 4.3 OK 02 2 [pebGoBaHust 3aKa3
MMKa KaJpoB

2 [1K 4.3 OK 02, OK 09, OK 10 4 [pebGoBaHust 3aKa3
MUKa KaJpoB

3 1K 4.3 OK 05, OK 09 16 [pebGoBaHust 3aKa3
MUKa KaJpoB

4 1K 4.3 OK 02, OK 09 18 [pebGoBaHust 3aKa3

Bcero yacos:

1.4. Kosiu4ecTBO 4aCOB Ha OCBOCHME MPOTPAMMBI IUCUHMILIMHBI:

MaKCUMalbHOW yueOHOM Harpy3ku oOydaromuxcsa — 40 yacoB, BKIKOYAs:
00s3aTeNbHON ayIUTOPHON yueOHOU Harpy3ku oOydaroniuxcs —40 yacoB; nmpakTH-
YeCKUX 3aHATUN — 18 yacoB; caMOCTOATENbHON paboThl 0Oyyaronmxcs — 0 4acos.



2. PE3YJIBTATBI OCBOEHUSI YUYEBHOM JJUCHUATLIAHBI

Pesynbprarom ocBOoeHMs paboueil MporpaMMbl y9eOHOW NHCIUILINHBI SIBIISI-
eTCsl OBJIAJICHUE OOYJArOIIMMCS BUOM JEATEILHOCTH, B TOM YHCIE MPOQECCHO-
HanbHBIMU (1K) 1 06mmmu (OK) komnerennusimu B cootBerctBun ¢ ®I'OC CI1O
TI0 CIICITUATTBHOCTH.

Kon HauMeHoBaHMe pe3yJbTaTa 00y4eHUst
ObecneunBaTh (PUHAHCOBO-IKOHOMHUYECKOE COMPOBOXKICHUE JEATEIHLHOCTH

[K 1.5 [0 OCYIIECTBJICHHIO 3aKyNOK JUIS TOCYJapCTBEHHBIX M MYHHUIIMITAIBHBIX
HYX]I

Pa3pabarbiBaTh MmiaH U OporpamMmy MPOBEACHHUS KOHTPOJIBHBIX MEPOIpPHS-
TUH, 0QOPMIIATH PE3yNIbTaThl MPOBEICHHBIX KOHTPOJBHBIX MEPOIPHUATHH,

MK 4.1 BbIpabaThIBaTh PEKOMEHJAIMM [0 YCTPAHEHUIO HEJIOCTaTKOB U PHUCKOB,
OLIEHUBATh A()(HEKTUBHOCTh KOHTPOJIBHBIX MPOLEAYP
K 4.3 VY4acTBOBaTH B PEBU3UH (PUHAHCOBO-XO35ICTBEHHON JESATEIbHOCTH 00BEKTa
(MHAHCOBOT'O KOHTPOJISI
OK 2 Ocy1ecTBIATh NOUCK, aHAINW3 U MHTEPIIpEeTaluo UH(OpMAIMK, HEOOX01u-
] MOW /7151 BBITTOJTHEHUS 33J1a4d TPO(EeCCHOHATBHOMN eI TETbHOCTH
OK 3. [InanupoBaTh M pealn30BbIBATE COOCTBEHHOE NPOQECCHOHATIBHOE U JIMY-

HOCTHOE pa3BUTHE
OcymecTBIATh YCTHYIO ¥ MHCbMEHHYI0 KOMMYHHUKAIMIO HAa rOCyJapCTBEH-
OK 5. HOM s3bIke Poccuiickoil @eaepanuu ¢ yueTroM 0COOEHHOCTEN COLMAIBLHOTO
Y KYJIBTYPHOIO KOHTEKCTa

Hcnonb30BaTe MHPOPMALMOHHBIE TEXHOJIOTUM B NMPO(ecCHOHAIbHON aes-
TEIbHOCTH

[Tonp30BaTbes MpoeccuoHaNbHON JOKYMEHTAIMel Ha TOCYapCTBEHHOM U
HHOCTPAaHHBIX A3BIKAX

OK 9.

OK 10.




3. CTPYKTYPA U COJIEP)KAHUE YUEBHOUN JUCIHUILIUHBI

3.1. Tematuueckuii mnan yueOnoit nucrumunnbl OI1.04 JfokymeHTallmoHHOE 00ecrieueHre yIpaBiICHUs

O0BeM BpeMeHH, OTBEICHHBII Ha OCBOCHUE
Y4eOHO TUCTIUTUIAHBI

YueOHas Harpy3ka o0yJaromuxcs BO B3au-

=N
. S = 3
Konsl HaumeHoBaHue Bcero MOJCHCTBHMH C IIPCIIONABATCICM E é E = 5
KOMIIETEHIIMI paszenos, TeM 4acoB Teopern- Kypcosas e & & é g
JlaGopartopHsie 6 g x = Z 5
TeCKOe abora >
1 TIPaKTHYCCKUE P § 8 2 s E
oOyueHwe, (mpoexr), s 9 3 S &
3aHATHUS, YaCOB s Z Z &
qacoB 4acoB @) =
1 2 3 4 5 6 7 8 9
OK 2-3,0K 05 | Pazgen 1. JlokymeHTHpOBaHUE yIpaBIeHYECKOI esi-
24 12 12 - - -
OK 09-10, TEIBHOCTH
IIK 1.5;IIK 4.1;
K 4 3’ > | Pazmen 2. Opranu3anust paboThl C TOKYMEHTAMHU. 16 10 6 - - -
[MpomesxxyTounas aTtectanus: TudPepeHINPOBAHHBIN 3a4eT 2 - - - - -
Bcero gacos: 40 22 18 - 0 - -




3.2. Coneprxanue oOydenus rno yaeoHou nucuummrHe OI1.04 JlokymMeHTallMoHHOE oOecniedeHre ypaBaeHus

HaumenoBanue pa3jaesioB npogeccuoHaIb-
Horo moxyJs (IIM)

Ne Conep:xxanue y4ye0HOro MaTepuaJa, JadopaTopHbie padoThl M MPAKTHYECKUE
3aHs- 3aHATHS, CAMOCTOSITe/IbHAs padoTa 00y4arImuxcs
THS

O0BpeMm
4acoB

1

2 3

OIl 04 loxkymeHTallMOHHOE o0ecnieYeHue YIIPaABJIeHUs

40

Paznea 1. lokymMeHTHPOBaHME YIIPABJEHYECKOM 1eATEJILHOCTH

12/12

Conep:xanue y4eOHOro marepuaja 3HAUYCHHE U COJCPKAHUE  JIUCIMILIUHBI
«/lokymeHTanlmoHHOE o0ecreueHue yrpaBieHus». [loHSATHE TEPMHUHOB: «IOKYMEHT»,
«TOKyMEHTHUPOBAHHEY, «ITOKYMEHTAITMOHHOE O0ecIieueHue ynpasieHus». [lonaTue cucrem
JOKyMEHTauu. YHuUUKaUUg ¢ CTaHAApTU3alUs  YIOPaBIEHYECKUX JOKYMEHTOB.
HopmaruBHo-mipaBoBasi 0a3za OpraHM3aldy JOKYMEHTAlMOHHOTO OOECTICYEeHHUs yIpaBiie-
Hus. Knaccudukanus ynpasiendeckoil fokymeHTanuu. TpeboBanus K 01aHKaM TOKyMeH-
ToB. Dopmyisip-obpaser]. [lonsTre Komus, BUIAbI KOIUMA, FOPUIUYECKAs CHUJIAa KOTTUH.
I'OCTst Ha OPH. TpebGoBanus k 0ohOpMIICHHIO JOKYMEHTOB, TpeOOBaHUS K OJIaHKaM.
Opranu3anvoHHbIe JOKYMEHTBI: YCTaB, JNOJDKHOCTHAST WHCTPYKIUS. PacmopsauTeNbHbIC
JIOKYMEHTBI: TIpUKa3bl, pacnopsbkeHus. CocTaB, pacloiokeHne, XapaKTepUCTUKa PEKBU3U-
TOB JOKyMEHTOB. CrpaBOYHO-HH(OPMAIIMOHHBIC JOKYMEHTHI: JOKJIAQJHAs 3alliCcKa, aKT,
cnpaBka, cinyxkedHoe mucbMo. CocTaB WU OCOOEHHOCTH O(OPMIICHHS ITOKYMEHTOB IO
nugHOMY cocTaBy. OCOOEHHOCTH COCTaBJIEHUSI M OPOPMIICHHUS JEHEKHBIX U (PUHAHCOBO-
pacueTHBIX JOKyMEHTOB. TumnoBas ¢opma goroBopa (KoHTpakTa). Buasl qoroBopos B cde-
pe 3akynok. [IpaBuiia odopmiieHNs PETEH3MOHHBIX MHCEM

Tema 1.1
BBenenue. /lokymMeHT u cucTemMa 10KyMeH-
TALNH

Jlekuun

1 1 3HaueHue U coJepKaHnue AUCUUIIINHBI «/loKyMeHTalnoOHHOE o0ecrieueHne
ynpasieHus». IloHATHE TEPMUHOB: «JIOKYMEHT», «IOKYMEHTHPOBAHUEY,
«JJOKyMEHTallMOHHOE obecrieyeHre ynpasieHus». [loHsATue cucrem
JOKyMEHTaluu. YHuUKauusg M CTaHAapTU3alUs  YIpPaBICHUYECKUX
JIOKYMEHTOB. HopmarusHo-npaBoBas 6asa OpraHu3anuu
JIOKYMEHTAIMOHHOTO 00ecrieueHus ypaBIeHUs

N | &

2 2 Knaccudukanus ynpaieHueckoil nokymeHTanuu. TpeboBanus k OinaHKam
nokymeHToB. @opmynsap-obpasen. [lonsTre KOmuUs, BUIBI KOMHM, IOPUIU-
qecKasi CHJ1a KOMM

Tema 1.2.
Cucrema opraHu3anMOHHO-
PACHOPSAANTEIBbHOM JOKYMEHTAILIUH

Jlekuun

3 3 I'OCTst Ha OP/I. TpebGoBanus k 0OpMIICHHIO TOKYMEHTOB, TpEOOBaHUS K
OmankaMm.  OpraHu3alMiOHHBIE  JOKYMEHTBI:  yCTaB, JIOJDKHOCTHAs
MHCTpYKLUs. PacriopsaurenbHble JOKYMEHTBI: IPUKa3bl, PACTIOPSKEHHS

NS N

4 4 COCTaB, PAaCIOJIOKCHHUC, XaPAKTCPHUCTHUKA PCKBU3NUTOB JOKYMCHTOB.




5 5 CnpaBouHO-MHGOPMAIIMOHHBIE JOKYMEHTBI: JIOKJIQgHAs 3alucKa, aKT, 2
CIPaBKa, CIy>KeOHOE MUCHMO
6 6 CocraB 1 0c00eHHOCTH 0OPMIICHHUS IOKYMEHTOB 110 INYHOMY COCTaBY 2
IIpakTuyeckue 3aHATHS 8
7 1 OdopmieHue T0KyMEHTOB ¢ IToMoIIbio porpammel Microsoft Word. Co- 2
3/1aHue 1madyioHa JOKYMEHTa
8 2 CocraBrienue ¥ OQGOPMIICHHE OTIEIBHBIX BHUIOB PACTIOPSIUTEIBHBIX H 2
CIPaBOYHO-UH(OPMALIMOHHBIX TOKYMEHTOB
9 3 CocraBiienue U opopMIICHHUE OTICIBHBIX BHUJIOB OPraHU3AIMOHHBIX JTOKY- 2
MEHTOB
10 4 JlokyMeHTHupOBaHHE TPYJOBBIX TPABOOTHOIICHUHN 2
Tema 1.3. /leHe:kHble 1 (PUHAHCOBO- Jlexuuu 2
pacyeTHbIE JOKYMEHTbI 11 5 OcoOenHocTH cocTaBieHUsT M OGOPMIICHUS JEHEXHBIX U (DUHAHCOBO- 2
pacueTHBIX JOKYMEHTOB
IIpakTnyeckne 3aHATHSA 2
12 5 OdopmieHne miuaTeKHbIX JOKYMEHTOB 2
Tema 1.4. loroBopHO-nIpaBoOBasi JOKyMeH- Jlexuuu 2
Tanus 13 6 Tunosast popma noroBopa (KoHTpakTa). Buasl 1oroBopoB B cpepe 3aKymoxk. 2
[TpaBuiia oopmIIeHHS TPETEH3MOHHBIX THUCEM.
IIpakTnyeckne 3aHATHSA 2
14 6 OcoOenHocTH cocTaBleHUs M 0(hOPMIIEHHUS OTJEIbHBIX BUIOB 3aKyMIOYHON 2
JIOKYMEHTAIUU.

Paszpnen 2. Opranuszanus padoThl ¢ JOKYMEHTAMHU 10/6
Coaep:xanue yyeoHoro matepuana CoctaB U y4eT o0beMa JOKyMEHTOO0OpOTa OpraHu-
3anmii. Opranusaius paboThl ¢ TOKyMEHTallueH, mocTymnarliieil B opranuzanuto. [lepena-
ya JIOKyMEHTOB BHYTpPHU OpraHu3ainuu. Perucrpauust 1okyMeHTOB. KOHTpOJb HCTIOTHEHUS
NOKyMeHTOB. OpraHuzanus U TEXHUKA KOHTPOJIS UCTIONHEHUs. TUMOBbIE U MHANBUIYAJb-

HbIE€ CPOKH HCHONHEHUs AOKyMeHTOB. CocTaBieHue W 0GOpMIICHHE pPaCHOPSAUTEIHHOM
JoKyMeHTaruu. Vcnonp30BaHue MPOrpaMMHOTO oOecTeueHus Uil peieHus npodeccro-
HaJIbHBIX 331a4. CHucrema 3J1eKTpoHHOro JokymMeHTtoobopota (CO/I). OcobenHocTu opra-
HU3AlUK JIEKTPOHHOTO JIOKYMEHTOoO0OopoTa. CrucreMaTusalnus JOKYMEHTOB U MX XpaHe-
nue. Homenknatypa nen. IlpumepHble M TUIIOBBIE HOMEHKIATYphl Aenl. TpeboBaHHs K
opopmiiennto aen. [lonroroBka u mopsioK nepeaadu e B apxuB. [[pUHINATIBI U KPUTEPUH
onpeseNeHusl LeHHOCTH JOKyMeHTOB. Co3laHue U paboTa KOMHCCHUHU IO MPOBEIEHUIO
JKCTIEPTU3HI IEHHOCTH JTOKYMEHTOB
Tema 2.1 Opranuszauusi JOKyMeHTO000pOTA, Jlekuuu 4
perucrpanus 10KYMEHTOB, HCIIOJIHeHHE 10- | 15 7 CoctaB u yuer o0bema JOKyMEHTOOOOpoTa opraHuzauuid. OpraHuzanus 2

KYMEHTOB

paboTHl ¢ JOKyMEHTAIMEH, MOCTYMAaroIIe B opranu3aiuio. I[lepenaya mo-
KYMEHTOB BHYTpH opranusauuu. Perucrpanus nokymentoB. KoHtposs nc-




IMMOJIHCHUA OOKYMCHTOB. OpFaHI/ISaHI/IH U TCXHHUKA KOHTPOJIA HCIIOJIHCHUA.
TuroBele u MHIUBUAYAJIbHBIC CPOKHU MCITOJIHEHUA TOKYMCHTOB

16 8 CocraneHue 1 0OpMIICHUE PAaCIOPSIUTEILHON TOKYMEHTAIUH 2
Jlexnun 4
Tema 2.2. UndpopmaumoHHbie TeXHOJOTUM B | 17 9 Hcnonp3oBaHrue NporpaMMHOro oOecreueHus: A pelieHus: mpodeccuo- 2
AeJI0NPOU3BOACTBE HAJIbHBIX 3a/1a4
18 10 Cucrema 31eKTpoHHOT0 1oKyMeHToobopoTa (CO/1). OcobeHHOCTH OpraHu- 2
3alliU AJIEKTPOHHOTO JOKYMEHTO000pOTa
IIpakTnyeckue 3aHATHS 4
19 7 OdopmieHue T0KyMEHTOB ¢ TOMOIIbIO TTporpammbl Microsoft Word. Pa6o- 2
Ta C 3JIEKTPOHHBIMH JJOKyMeHTaMu. PaboTa ¢ 3anpocamu. Co3znanue cepuii-
HBIX TTHCEM.
20 8 OtedecTBeHHbIE pa3paboTku mporpamm aBTomarusanuu JJOY u apxuBHOrO 2
Jena
Tema 2.3 Jlexuuu 4
Opranu3anusi OepaTUBHOrO U ApXUBHOI0 21 9 CucremaTtu3zauus 10KyMEHTOB U ux xpaHenue. Homenknatypa aein. [lpu- 2
XpaHeHUs JOKYMEHTOB MEpHBIE M TUIIOBbIE HOMEHKIIATYPHI Jie. TpeGoBaHus K 0pOpMIIEHUIO eIl
[ToaroToBKa U MOPSOK MEpPEAAYU €T B apXUB.
22 10 [IpuHUMIIBI M KPUTEPUU ONIPENEIEHUS LIEHHOCTU JOKYMEHTOB. Co3aHue u 2
paboTa KOMHCCHU MO MPOBEJICHUIO IKCIEPTU3bI IIEHHOCTH TOKYMEHTOB
IIpakTnyeckne 3aHATHSA 2
23 9 Cocranenue 1 oopMiIeHHE HOMEHKJIATYPbI Jell 2
24 IIpomeskyTouHasi arTecTanusi: 1updepeHIUpOBaHHbIN 3a4yeT 2




4. YCJIOBUSA PEAJIN3AIIMU ITPOTPAMMBI YYEBHOM JTUCIIHU-
IJIMHbI

4.1. TpebGoBanusi K MATEPUATIBLHO-TEXHUYECKOMY 00ecIedeHuI0

JIist peanmuzanuy MPOrpaMMbl y9eOHOW JUCITUIUTMHBI JOJDKHBI OBITh
MIPETYCMOTPEHBI CIICIYIONTHE CIIEIUATbHBIC TTOMEIICHUS:

Jlabopatopus «H(popmarmoHHBIE TEXHOJOTHH W JOKYMEHTAIIMOHHOE
obecrieueHre MpoGeCcCHOHANTBHON NEATeILHOCTHY, OCHAIICHHAS HEO0OXO0IUMBIM
JUTSL peas3aIiii MPorpaMMbl y4eOHOW AMCIUIUIMHBI 000pYyIOBaHUEM, TPHBE-
J€HHbIM B 1. 6.1.2.3 mpuMepHOl OCHOBHOW 00pPa30BATENILHOM MPOrPAMMBI O
JTAHHOM CTEeIMaIbHOCTH.

NupopmanuonHoe odecredeHre peaju3any NporpaMmmabl

st peanuzanuy mporpaMmbl OMOIMOTeUHbIH (OHA 00pa3oBaTebHON
OpraHu3alliy JIOJDKEH UMETh MeYaTHbIE W/WJIN AJIEKTPOHHBIE 00pa30BaTElIbHbBIC
1 UHQOPMAILIMOHHBIE PECYPCHI JIJIsI UCIOJIB30BAHMS B 00pa30BaTEILHOM IIPOIIEC-
ce. [Ipu dopmupoBanun 6nbaMOTEUHOr0 (POHIA 0Opa30BaTEILHON OpraHU3aIlH-
eil BRIOMpaeTCsi He MEHEE OJIHOTO M3/aHMs U3 MEPEUUCIICHHBIX HIDKE MEeYaTHBIX
U3J1aHui ¥ (WIKM) SJIEKTPOHHBIX U3JaHUIM B Ka4e€CTBE OCHOBHOTO, IPU 3TOM CITH-
COK MOJKET OBITh JIONOJIHEH JPYTUMU U3JaHUSMH.

O6opynoBaHue yueOHOTO KaOMHETa:!
— TI0CaJ0YHBIE MECTa MO KOJIMYECTBY 00YJarOIINXCS;
— pabouee MECTO MpernoaBaTes;
—  KOMIUJIEKT 00pa3IoB JOKYMEHTOB TI0 TEMaM;
—  KOMIUICKT Y4eOHO-METOAMYECKON JJOKYMEHTAIUH
— OJNaHKU JOKYMEHTOB;
—  KOMIUJIEKT KOHTPOJIbHO-OIICHOUHBIX CPEJICTB.

TexHuuecKue cpeacTBa 00yUeHUs:
— TIEPCOHAIBHBIN KOMITBIOTED.

4.2. O0mue TpedOBaHMS K OPraHU3alUM O00PA30BATEJbHON JeATeJIbHO-
CTH

OcBoeHne OOYyYaIOMIMMUCA YYEOHON IUCHUIUIMHBI MOXET MPOXOJIUTh B
YCIIOBUSIX CO3J]aHHOM 00pa3oBaTeNbHON Cpe/ibl KaKk B 00pa30BaTeIbHOM OpraHu3a-
1uu (YUYpeXKICHUH ), TaK U B OPTaHU3AIMIX, COOTBETCTBYIOIINX MPOGUITIO yaeOHOM
JTUCHUIINHBI.

[IpenogaBanue y4eOHOW IUCHUIUIMHBI JOHKHO HOCHUTH IPAKTHUYECKYIO
HaIpaBJICHHOCTh. B mpoliecce MpakTHYECKUX 3aHATUNA 00ydaromurecs: 3aKperisiioT
U yrIyOJIsiiOT 3HaHUSA, MPUOOPETAIOT He0OX0uMbIe MPo(decCuOHATBHBIE YMEHUS U
HAaBBIKU.

N3yuenne Ttakux oOmenpodeccnoHanbHbIX AUCIHUIUIMH Kak [IpaBoBoe
obecrieueHre nMpoeCcCUOHANTBHON NEeSITEIbHOCTH, be30macHOCTh )XU3HEeAeATeIbHO-



CTH, DKOHOMHKA OPTaHU3AINH JOHKHO MPEIIECTBOBATH OCBOCHUIO YICOHOU JTHC-
IUTUIMHBI WK U3y4YaeTCs MapajiesibHoO.

TeopeTndeckue U MPaKTUUECKUE 3aHITHUS JTOJKHBI IPOBOAUTHCA B yUeOHOM
KaOMHETe JOKYMEHTAIlMOHHOTO obecmedeHus ympasieHus cornmacHo ['OC CIIO
JIHP 110 cmenimanbHOCTH.

Texkyuuii KOHTpPOJIb OOYYEHUS] U MPOMEKYTOUHAs aTTECTAllUs JOJIKHBI
CKJIQIBIBATHCS U3 CIEAYIOIINX KOMIIOHEHTOB:

TeKYIIHMA KOHTPOJIb: ONMPOC 00YYAIOMUXCS Ha 3aHATHSIX, TPOBEICHHUE TE-
CTUPOBaHUS, 0POPMIICHHE OTYETOB IO MPAKTUUYESCKUM 3aHSATHUSIM.
NpoMeXyTOUHasi aTTecTanus: 1uddepeHIIMPOBaHHBIN 3aU€ET.

4.3 Kagposoe o0ecnieueHue 00pa3oBaTe/IbHOM AeSITeJIbHOCTH

TpebGoBaHus K KBaIU(pUKALMKU NEAArOTMYECKUX KaJpOB, OCYIIECTBIISIIOLIIUX
peanuzaruto [IIICC3: IIIICC3 no cnenuaibHOCTH T0JKHA 00ecrieuynBaThCs meaa-
TOTMYECKUMH KaJpaMH, HMMEIONIMMHU BbICIIEE O0pa3oBaHUE, COOTBETCTBYIOILEE
npoduiIro npenojgaBacMoi yueOHol AuCUUIINHBL. ONBIT 1€ATE€IbHOCTH B OPTaHU-
3allisAX COOTBETCTBYIOUIEH mMpodeccruoHalbHON cephl sBIsSETCS 0053aTENbHBIM
JUIs TIpernojaBaTeiell, OTBEYAIOIIMX 32 OCBOEHUE 00yYaroUIMMCcs MpoQecCuoHab-
HOro y4yeOHoro 1ukia. [IpenomaBaTenu mojiydaroT JOMOJHUTENBHOE Ipodeccro-
HaJbHOE 00pa30BaHMUE MO MPOrpaMMaM MOBBIIIEHUS KBATU(PUKALMHA, B TOM YHCIIE
B (hopme CTaXXMPOBKH B MPO(UIILHBIX OpraHu3aiusax He pexe 1 pa3a B 5 ner.

Damuiusi, UM, OTYECTBO AHumoBa AnekcaHgpa AnekcaHipoBHa
TIperoaaBaTens
Obpaszosanue BbiCLLIEE, CMIELMannCT, BOCTOUHOYKPAUHCKINA HALIMOHANbHbI

YHuBepcuTeT nmeHn Bnagmumumpa dang, 1999 r., AH Ne 10676405,
OKOHOMMKA NpeanpuaTus

Kypcsl noBeieHus kBanugu-
KaluH

Kareropusi, nenarorudeckoe
3BaHUE

4.4. UndopmannonHoe odecneyeHue 00ydeHus (mepeyeHb PpeKOMeH-
AyeMbIX y4eOHbIX u31aHuii, UHTepHeT-pecypcoB, ONMOJHUTEIbHON JUTe-

parypsbl).
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5. KOHTPOJIb Y OIEHKA PE3YJIBTATOB OCBOEHUS YUEBHOM

JANCHUITJINHBI

KOHTpOJIL N OHOCHKa PEC3YJIbTATOB OCBOCHUA qu6HOﬁ AUCHUILINHBI OCY-
IMESCTBILACTCA IIPCIIOAABATCIICEM IIPU IMPOBCACHUU ITPAKTHYCCKUX SaHHTHﬁ, TCCTH-
POBAaHHA, a4 TAKIKC BBIIIOJIHCHUA O6y‘IaIOHII/IMI/ICSI HHAWBUAYAJIBHBIX Sa,ZIaHPlf/'I.

PesyabTarsl oﬁyqeﬂuﬂ1 Kpurepun oueHku Metoas!
OLICHKH
IlepeueHb 3HAHMII, 0CBAMBAEMbIX B PAMKAX JIUCHUIIHHBI:
CoJIepXKaHue aKTyaJIbHOU HOP- «5» - 85-100% BepHBIX OTBETOB TectupoBanue
MaTUBHO-IIPAaBOBOM JOKYMEHTa- | «4» - 70-84% BepHBIX OTBETOB
LY, «3» - 51-69% BepHBIX OTBETOB
OCHOBHBI€ ITOHATHUS TOKyMeHTa- | «2» - 50% u meHee
LIMOHHOTro oOecnedeHus ynpas- | OmeHKa «5» - «OTIMYHO» CTaBUTCS, €CITH YcrHbii
JICHUS; oOyyarouuiics IOJHO U3JIaraeT MaTepual oIpocC.
KJIaccu(UKalus yrnpaBieH4e- (oTBe4aeT Ha BOMPOC), AAET MPABUIBHOE [TucbMeHHbIM
CKHX JIOKYMEHTOB; OIpe/iesIEHUE OCHOBHBIX MOHATUM; OOHapy- | oImpoc.
IpaBujIa COCTABIICHUS U JKUBAeT MOHMMaHUE MaTepuana.
oopmieHus ynpasieH4ecKUX | OreHka «4» - «XOPOIII0» CTABUTCS, €CIIH
JIOKYMEHTOB U BEJCHUS JEJ0- 00y4aromuiics 1aeT OTBET, yIOBIETBOPSIO-
BOM IIEPEIUCKH; LU TeM ke TpeOOBaHUSAM, UTO U JJisl OLIEH-
COCTaB JJOKYMEHTOB CIIELIMAJIb- | KM «OTJIMYHOY, HO JAOMYyCKaeT 1—2 omuoKu.
HBIX CUCTEM JIOKYMEHTAIUU; OrneHka «3» - «yJIOBJIETBOPHUTEIILHOY» CTa-
MpaBuja OpraHu3alny BCex BUTCSI, €ClIM 00yyJarouuiics oOHapyKuBaeT
ATaNoB paboThI C JOKYMEHTAMH; | 3HAHWE W MOHUMaHKE OCHOBHBIX MOJIOXKE-
NpUIIoKeHUs mporpaMMel Win- | HUil JaHHOW TEMBI, HO U3J1araeT MaTepHal
dows, ucrone3yemsle Ul pea- | HEMOJIHO U HEMOCIeA0BaTEIbHO, JOMYCKAeT
mu3anuy 3ana4 [0V HETOYHOCTHU U OIIMOKY B ONpEAETICHUHN T10-
COBpEMEHHbIE HH(OPMALIUOH- HATUHN WK GOPMYJIHUPOBKE MPaBUIL.
Hble TexHonoruu J{0Y; OueHka «2» - «<HEyIOBJIETBOPUTEIBHOY»
0COOEHHOCTH COCTaBJICHUSI CTaBUTCS, €CITU O0yJArOIIUICs 0OHAPYKH-
OT/IENIbHBIX BUJOB 3aKYIIOUHOM | Baer
JIOKYMEHTaIUH; He3HaHue O0JbIlel 4YacTH COOTBETCTBYIO-
JOKYMEHTHPOBAaHUE OPraHM3a- | LIEro BOIPOCa, J0MYCKaeT OMUOKHU B Gop-
IIUU KOHTPOJBHBIX MEPOIIPHSI- MYJIMPOBKE onpeueneHHﬁ " IIpaBuUJI, UCKa-
THI{ OpraHaMH, OCYIeCTBIso- | KATOIINE HX CMbICIT, OecropsI0YHO U3J1ara-
MU (PMHAHCOBBIA KOHTPOJIb; CT MaTepha.
OueHka «5» - «OTIMYHOY» BBICTABIISETCA Huddepenn-

[IpoLIelypa COCTaBICHUS U
o(opMIIeHHs aKTOB U CIPaBOK
110 pe3yabTaTaM KOHTPOJIBHBIX
MEPOIIPUATHH.

o0ydJaromemMycsi, €Clii IEMOHCTPUPYETCS
BCECTOPOHHEE, CHCTEMAaTUYECKOE U TITy0o-
KO€ 3HaHHE Y4EeOHOro MPOTPaMMHOT0 MaTe-
puaia, CaMOCTOSITEIbHO BBIITOJTHEHBI BCE
MPEAYCMOTPEHHBIEC TPOTPAMMO¥ 3aIaHus,
AKTUBHO pa0OTaBIIEMy Ha TPAKTHUECKHUX
3aHATHUSX, IOKA3aBIIEMY CUCTEMATHICCKUN
XapakTep 3HaAHWH, a TAaKkKe CIIOCOOHOCTh K
HX CaMOCTOSTEILHOMY ITOTIOJTHEHHUIO.
OneHka «4» - «XOpOoI10» BBHICTABIISETCS

POBaHHBIN 3a-
4eT




oOyJarolemMycs, €l JEMOHCTPUPYIOTCS
JOCTAaTOYHO TOJIHOE 3HAaHUE Y4eOHO-
IIPOrpaMMHOI0 MaTepuana,
CaMOCTOSITEJIbHO BBITIOJIHEHBI BCE MIPEIY-
CMOTpPEHHBIE [TPOrpaMMO 3aJJaHus, OJHAKO
JIOTMYIIEHbI HETOYHOCTH MPU UX BBITIOJIHE-
HUU,

OueHka «3» - «yJIOBJIETBOPUTEIIHHOY BbI-
cTaBJsieTcs 00y4aromeMycsi, eCu 1IeMOH-
CTPUPYIOTCS MPOOEIIBI B 3HAHUSX OCHOBHOT'O
yueOHO-IIPOrpaMMHOT0 MaTepHualla, camo-
CTOSITEJILHO BBITIOJTHEHBI OCHOBHBIE MPEY-
CMOTpPEHHBIE ITPOrpaMMO 3aJJaHus, OJHAKO
JIOTYIIEHbI OITUOKU MPU UX BBHIMOTHEHUH.
OueHka «2» - «HEy10BJIETBOPUTEIIBHO) BbI-
CTaBJIsIETCS 00yYarolEeMycsi, €CJIM OOHAPY-
JKUBAIOTCS MTPOOEIIbI B 3HAHUSX WM OTCYT-
CTBUE 3HAHUU 10 3HAYUTEIBHON YacCTH OC-
HOBHOT'O y4eOHOro MaTepuasa, He BbIIOJI-
HUBILEMY CaMOCTOATENIbHO MTPEAYCMOTPEH-
HBIE MPOTPaMMOM 3a/IaHUs], IONTYCTUBIIEMY
MPUHIIMITAATIbHBIC OIIUOKHU B BBIIOJHEHUN
IIPEAYCMOTPEHHBIX IPOrPAMMON 3aJaHUM.

Hepeqeﬂb yMeHHﬁ, O0CBaUBACMbIX B paMKax ITUCHUIIJIHHBI:

OCYILECTBIIATh MOUCK, aHAIN3 U
UCTIOJIh30BaHNE HOPMATHBHO-
IPaBOBBIX IOKYMEHTOB B MpH-
MeHeHUH K 3amadam J[OV;
COCTaBJIATh U 0OPMIISATH
YIpaBJICHUECKYIO U mpodeccu-
OHAJIbHYIO IOKYMEHTAIIHIO B
COOTBETCTBUE C HOPMATUBHOU
0a3oii;

WCII0JIH30BaTh YHU(DUIIMPOBAH-
Hble (OPMBI IOKYMEHTOB;
OCYIIECTBIISATH ACTIOBYIO TIepe-
MHUCKY U HOAACPKUBATD DIICK-
TPOHHBIC KOMMYHHKAIIUN;
NPUMEHSTH CpesicTBa HHpOopMa-
IIUOHHBIX TEXHOJIOTUH JIIs CO-
31aHus 1 0hopMIIeHUS T0KY-
MEHTOB,;

pazOupaThCs B CUCTEME BHYT-
PEHHEro JI0OKyMeHTo00opoTa
OpraHu3aIiy,

OCYILECTBIISATh XpaHEHHUE U T10-
UCK JIOKYMEHTOB;

pa3buparbcsi B HOMEHKIIAType
ACI;

UCIIOJIb30BAaTh COBPEMEHHOE
porpaMMHOE 00ecIieueHre B
AIIEKTPOHHOM JIOKyMEHTO000-

OreHka «5» - «OTIMYHO» BBICTABIISAETCS,
ecyii 00yyaroluics IEMOHCTPUPYET Iriy0o-
KM€ 3HaHHsI TEOPETUYECKOT0 U MpaKTHYe-
CKOI0 MaTepuaia Mo TeMe IpakTHIeCKON
paboThl, MOKa3bIBAET YCBOEHUE OCHOBHBIX
MOHSTHUM, UCTIOJIB3YEMBIX B pabore, 0e3-
OLIMOOYHO U B TIOJTHOM 00BEME BBIMOJIHSAET
3aJlaHue.

Onenka «4» - «xoporo» Obydaronuiics
JEMOHCTPUPYET 3HaHMSI yueOHOTo MaTepHa-
Ja 1o TeMe MPaKTHYeCKOW paboThl, A0Mmyc-
Kasi He3HAUNTENIbHbIE HETOYHOCTH TIPH BBHI-
MIOJTHEHUH 33/1aHUs TIPU NIPaBHILHOM BBIOO-
pe anropuTMa pelieHus 3aaHusl.

Onenka «3» - «yJIOBJIETBOPUTEIHHO» BbI-
CTaBJISIETCA, €CJIM 00yJarOIIUKCS B LIEIOM
OCBOWJI MaTepHaj MPaKkTHUECKOW pabOTHI,
JIOITyCKaeT OMIMOKY TIPY BBHITTOJTHEHUH 3a7a-
HUS, BEIOOp aJIrOpUTMAa BBHIIOJTHEHUS 3a/1a-
HUS BO3MOKEH TPU HABOJISAIIMX BOITPOCAX
npernoJiaBaTes.

OneHka «2» - «HeYJOBJIECTBOPUTEIBHOY BbI-
CTaBIIsieTCs 00yUaroIeMycsl, €CJId OH UMEeT
CYyILECTBEHHBIE TPOOEIbI B 3HAHUSIX OCHOB-
HOT0 y4yeOHOro MaTepHualia MpakTHIECKO
paboThI, TOMyCKaeT OMMUOKHU TIPH BBITTOTHE-
HUH 3aJIaHMsI, HETIPaBIIIBHO BBIOMPAET ajro-
PUTM JIEUCTBUIA.

Orenka pe-
3yJIbTaTOB
BBITIOJTHEHUS
[IPaKTUYECKOU
paboThI
DKcnepTHOe
Ha0JI0/1IeHue
3a XOI0M BBI-
TIOJTHEHU S
[IPaKTUYECKOU
paboThl




pore;

IIPOBEPATH HEOOXOAUMYIO J0-
KYMEHTALMIO IS 3aKIIFOYCHUS
KOHTPAaKTOB;

(opMHpOBATH NPOEKTHI PHKA-
30B U PacIOpPsKEHUH 110 ITpOBe-
JICHUIO BHYTPEHHETO KOHTPOJLS;
0(OpMIIATH pe3yabTATHI IPOBE-
JIEHHBIX KOHTPOJIbHBIX MEPO-
IIPUATUHI IIyTEM COCTaBIICHUS
AKTOB U CIIPaBOK.




