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1. ACIIOPT PABOYEM ITPOI'PAMMBI JTUCIIUILINHBI

1.1. ObsacTh NPUMEHEHHUS TPOTPAMMBI

[Ipumepnass pabouas mporpaMMa JUCHHUIUIMHBI —SBJISETCS YacTbl0 MPOTpamMMbl
noAroToBku crnenuanuctoB cpeaHero 3BeHa (IIIICC3) Hcerpunckoro mnpodeccrnoHaaIbHOTO
koiemka — ¢pumana I'TTY 1o crnenuanbHOCTH CpeHero mpogeccCHoOHaIbHOI0 00pa3oBaHus

39.02.01 CounanbHas paboTa.

1.2. Mecto aucuuniannsl B crpykrype IHIICC3:

B crpykrype IIICC3 aucuuruimHa HaXOMUTCSA B Tpynmne NpopeCcCHOHAIBHOTO ITUKIA M
ABIIsIeTCS 00IIETTPOpECCHOHATEHON AUCIUTLTUHOM.

1.3. Lenu 1 3224 JMCHUIJIMHBI, TPeOOBaHUS K Pe3yJbTATaM OCBOEHUS JUCHUILIUHBI:

Heab u3ydyeHusi THCHMIJIMHBI. TOJYYCHHE OOYYAIOUIMMHUCS CICHUAIBHBIX 3HAHHWHA B
00J1acTH JIENIONPOU3BOJICTBA M BEJCHUS JOKYMEHTAIIMH, IIPHOOPETCHNUE MPAKTHUCCKUX HABBIKOB
NPaBUIBHOTO O(OPMIICHHUS JOKYMEHTOB B COOTBETCTBUM C HOPMATHBHOH 0a30il, XpaHCHHS,
MOMCKA, aBTOMAaTU3aI[UU 00pabOTKH TOKYMEHTOB.

3agauu U3y4eHHUs TUCHUIIUHBI:

- U3YYUTb MOHATHUE, LIEIH, 3a]1a4H U IPUHLIMIIBI 1€T0IPOU3BO/ICTBA,;

- U3YYUTh OCHOBHBIEC OHATHUS TOKYMEHTALMOHHOT0 obecnieueHus ynpasienus (JJOVY);

- 03HAKOMUTHCS C CUCTEMaMH JJOKYMEHTALMOHHOT0 00ecrieueH sl yIpaBiIeHUs;

- pacCcMOTpPETh KIacCU(UKALUIO IOKYMEHTOB;

- U3Yy4uTh TpeOOBaHMS K COCTABIEHHUIO U O(GOPMIIEHHIO JJOKYMEHTOB B COOTBETCTBHU C
HOPMAaTUBHBIMH [TPaBOBBIMU JOKYMEHTAMU;

- paccMOTpeTb CHCTEMY OpPraHU3alMOHHO-PACIOPAIUTENILHON  JOKYMEHTallUM U
TpeOoBaHUS K OPOPMIICHHUIO OT/AEIbHBIX BUI0B JOKYMEHTOB;

- OCBOMUTbH TE€XHOJIOTHIO M MPUHIUIIBI OPraHU3allK JOKYMEHTO000pOTa;

-U3y4uTh TpeOOBaHUS K TMpUEMY, O0pabOTKe, pPETUCTpallid, KOHTPOIIO, XPaHEHUIO
JIOKYMEHTOB, HOMEHKJIATypy A€Il.

B pe3yabrare n3ydyeHusi JTUCHUIIIMHBI 00yYAKOIINIICS 10KEH YMeTh:

VY1 opopMasTh AOKYMEHTAIMIO B COOTBETCTBHM C HOPMAaTHBHOW 0a3oi, B TOM 4YHCIe
UCTIONB3Ysl HHPOPMAIIMOHHBIC TEXHOJIOTHH;

VY, yHUOHUIUPOBATH CUCTEMBI JJOKYMEHTAIHH;

VY3 OCYyIIECTBIISATh XpaHEHUE U TIOUCK JOKYMEHTOB;

V4 OCyILIECTBIATh aBTOMATH3aLMI0 00pabOTKU JOKYMEHTOB;

Y5  HUCMNONB30BaTh  TEIEKOMMYHUKAIIMOHHBIE  TEXHOJIOTHH B DJICKTPOHHOM
JIOKyMEHTO000pOTE;

TD;37 lpumenamob Hagviku 8edenuss 0e1080U NEPEenUCKU U 0eIONPOU3800CMEA.

B pe3yabTare udydeHus AUCHUNIMHBI 00YYAKOIIUICS J0JIKEH 3HATD:
31 MOHATHE, 1IEJH, 3a7a91 U PUHITUIIBI IeTTOTIPOU3BOJICTBA;



3, OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABIICHUS;

33 CUCTEMBI JOKYMEHTAIIHOHHOT'O 00ECTICYEeHNUs YITPABICHHUS;

3, KIaccupUKALUIO TOKYMEHTOB;

35 TpeOOBaHMsI K COCTABJICHUIO U O()OPMIICHUIO JIOKyMEHTOB;

36 OpraHM3anui0 JOKYMEHTOOOOpOTa: MpHeM, OOpabOTKy, PEruCTpaiuio, KOHTPOJIb,
XpaHEHHE JJOKYMEHTOB, HOMEHKJIATYPY JeIT;

Td1315 mpebosanusi K KOHPUOEHYUANbHOCIU JUYHOU UHGDOPpMAYUU, XPAHEHUIO U
ONEPUPOBAHUI0  NEPCOHANLHBIMU ~ OAHHBIMU — 2PAJICOAH, OOPAMUBUXCS  3d  NOJyHYeHUueM
COYUATILHBIX YCIIY2 U COYUATLHOU NOOOEPIHCKOL;

TD333 nopsidox pabomwl co cyxiceOHOU undopmayuel.

Oo0yyaromuecst J10JMAKHbI ObITh TOTOBBI K BHINOJTHEHHIO TPYAOBBIX (PYHKIMIL:
T®d1 - A/01.6 Buisgnenue epaxrcoam, okazasuiuxcsi 8 mpyoHoU JHCUSHEHHOU CUMYayui.
T®d2 — B/01.6 [lpunsmue pewieHuti no 3as81eHUIM O GbINIAMAX COYUATLHO20 XapaKmepd.

Td3 — A/N01.6 Ilposedenue 3abnazoépemeHHol pabomvl 8 OMHOWEHUU 2SPANHCOAH,
BbIXOO0SUUX HA NEHCUIO.

*Kypcusom 6videeHbl HeoOXoO0uMvle YMeHUs, 3HAHUA U Mpyoosvie Oelicmeus u3s
IIpogeccuonanvrozo cmandapma « Cneyuanucm no coyuanvrou pabomey, [Ipogheccuonanornozo
cmandoapma  «Cneyuarucm no  opeamuzayuu  HA3HAYEHUs U BbLINAAMbL  NEHCULLY,
Ilpogpeccuonanvrnoeo cmanoapma «Cneyuanrucm no OpeaHu3ayuu U YCMAHOBIEHUN) BbINIAM
COYUATILHORO XapaKkmepay.

B pesyabTare oCBOeHHS JMCHHUIUIMHBI O0ydYalommiicss A0JKeH 00JagaTh
CJIeAYIOIMMHU KOMIEeTEHIIUSIMHU:

O01mue KOMIETEHIUH:

OK 2. Opranu3oBblBaTh COOCTBEHHYIO J€SATEIbHOCTb, OINpPENENATh METOIbl U CIIOCOObI
BBITTOJIHEHHS TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX dPPEKTUBHOCTH U KA4ECTBO.

OK 4. OcymiecTBisTh MOUCK, aHATIU3 U OLIEHKY MH(POpMAIH, HEOOXOIMMOM 1J11 MOCTaHOBKHU U
pemeHus mpodecCHOHANBHBIX 3a/1a4, TPOPECCHOHATHHOTO W JMYHOCTHOTO Pa3BHUTHSI.

OK S. Hcnonws3oBats MH(GOPMAIMOHHO-KOMMYHUKAIIUOHHBIE ~ TEXHOJIOTUU JUTS
COBEPILIEHCTBOBAHMS MPO(ECCHOHATEHON JAEATEIbHOCTH.

OK 9. BBITb TOTOBBIM K CMEHE TEXHOJIOTH B MPOHECCHOHATIBHOMN 1EATEIbHOCTH.

IIpodpeccnonanbubie komnerenuun (I1K):

[IK 1.1. JuarnoctupoBare TXKC y nuil moXUIIOTO BO3pacTa M WHBAIUIOB C OINpPEIACICHHUEM
BUJIOB HEOOXOIMMON TTOMOIITH.

1K 1.2. KoopaunupoBats paboTy 10 COIMAIbHO-OBITOBOMY 00CTY>KUBAHUIO KJIUEHTA.

IIK 1.3. OcymecTBiasaTh COLMAIbHBIA IATPOHAT KJIMEHTAa, B TOM YHCJIE COJECHCTBOBATH B
OKa3aHUU MEJMKO-COLIMAILHOTO MaTPOHaXka.

1K 1.4. CoznaBaTth HEOOXOAMMBIE YCIOBUS IS aJJaliTAllMU M COLMAIbHON peaduiIuTauu Juiam
MOKUJIOTO BO3pAcTa U MHBAIHJIAM.

[1K 1.5. ITpoBoauTh npoduiIakTUKy BO3HUKHOBEHUsI HOBBIX TOKC y nuil moXuioro Bo3pacrta u
MHBaJIN/IOB.

1K 2.1. Aunarnoctupoats TXKC cembu u eTeil ¢ onpeaesieHueM BU0B HE00X0AUMON OMOIIH.
[1K 2.2. Koopauaupoats padoty mo nmpeodbpazoanuto TXKC B cembe U y neTei.



IIK 2.3. OcymecTBisaTh maTpoHaT cemeidl m neredd, Haxomsmuxcsi B TXKC (compoBoxneHwue,
OTIEKYHCTBO, MONEYUTEIBCTBO, MATPOHAK ).

IIK 2.4. Co3maBaTh HEOOXOIWUMBIC YCJIOBHS Il QUalTalli W COMHMAIBbHOW peaduiuTaruu
pa3IMYHBIX TUIIOB ceMel u aete, Haxoasmuxcsa B TKC.

I1K 2.5. TIpoBoauTs npodritakTHKy BO3HUKHOBEHUSI HOBBIX T)KC B pazmuyHBIX THUIIAX CEMEH U Y
JleTen.

IIK 3.1. quarnoctupoBars TXKC y nui U3 rpynmn pucka.

I1K 3.2. Koopauuupoats paboty no npeobdpazopanuto TXKC y nui u3 rpymm pucka.

IIK 3.3. OcymecTBisiTh NaTPOHAT JIMII W3 TPYII pPHUCKA (CONMPOBOXJIEHHE, OIEKYHCTBO,
MONEYHUTENIbCTBO, TATPOHAK).

IIK 3.4. Co3naBaTh HEOOXOAMMBIC YCIOBHS IS aganTalldd U COLMAIBLHON peabMIUTAllUU JIUIL
U3 TPYIIN PUCKA.

1K 3.5. TIpoBoauTs npodusiakTHKy BO3HUKHOBEHUSI HOBBIX TXKC y uil u3 rpynmn prcka.

1.4. Ko/iu4ecTBO 4YaCOB HA 0CBOEHHE MPOrpaMMbl JHCHHUIJIMHBI:

MaxkcuManbHON yueOHOW Harpy3ku oOydvaromierocst 62 yaca, B TOM uucie: 00s3aTeinbHON
ayqUTOpHOM yueOHOM Harpy3sku oOyuatomerocss 42 daca; CaMOCTOSATENIBHOW paboOThI
oOyuatomerocst 20 4acos.



2. CTPYKTYPA U COAEP KAHUE JUCIUIIJIMHBI

2.1. O06beM QMCHUNJIMHBI M BUABI y4eOHBIX 3aHATHH

Bua yueOHbIX 3aHATHI Oo6vem uacoe
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 62
Oos3aTesIbHAsI Ay AUTOPHAs YueOHasi Harpy3Ka (Bcero) 42
B TOM YHCJIE:
JlaBoparopHble 3aHATHS -
[IpakTrueckue 3aHATHS 12

KoHnTponbHbIE paboThI -

KypcoBast pabota (ipoekr) (ne npedycmompero) -

CamocrosiTejibHasi padoTa o0yuaroierocsi (Bcero) 20

B TOMYHUCIJIC:

caMOCTOsITeNIbHasi paboTa Hajg KypcoBOM  paboToil  (IpoekToMm) (He -

npeoycmMoOmpeHo)

Iloozomoexa unghopmayuoHno2o coobujeHus 2
Cocmasnenue enoccapus 1
Camocmosmenvroe uzyuenue 11
Pewenue npakmuueckux 3aoau 4
Paboma ¢ nopmamuenvimu akmamu 2

dopma IpOMEKyTOUHON aTTECTAMK IO AUCHUIUTNHE: T (HEepEeHIINPOBAHHBIN 3aUeT B 4ETBEPTOM

cemectpe Ha 0asze cpenHero oomiero oopa3oBaHus




2.2. TemaTuyecKHii IJIaH U coJep:KaHue TN CHUIINHBI

HanmenoBanue pasiesioB
Copep:xaHue yuedHOTro MaTepuaJjia, jabopaTopHbie padoThl U
npodgeccHnoHATBEHOTO MOAYJIS ®opmupyembie YpoBens
NpaKTHYecKUe 3aHATHS, CAMOCTOsATeIbHAsl padoTa 00y4yaronuxcs, Oo0bem yacos
(ITM), MesKINCIMTIITNHAPHBIX KOMIIeTeHIIn T OCBOEHHSI
KypcoBasi paéoTa (IPOeKT) (eciiu npedycmompensi)
kypcoB (MJK) u Tem
1 2 3 4
(AyaAUTOpPHBIX —
4249; JeKuuii —
OIL.03. JokyMeHTalMOHHOE 304;
NPAKTUYECKHUX —
odecreyeHue ynpaBjaeHUs
124y;
CaMOCTOSITEILHBIX
—20u)
Conep:xanue yue0HOro MaTepuaja
1. Vcropust cTaHOBJICHHUS U Pa3BUTHS AEJIONPON3BOJCTBA.
2. Tlonstre JJOY kak y4eOHOW TUCUUIUIMHBI U BUAA AESTEIBHOCTH.
3. llemu u 3agaun JOY. OK 4,31 )
4. Hpununs! JJOY.
5. HopmaruHo-nipaBoBas 6a3za JJOY.
Tema 1. 6. OcHoBHbIe IOHATHSA U TepMuHOnorus JJOVY.
IMoHsITHE 1OKYMEHTALMOHHOTO JlaGopaTopHbie padoThI (He npedycmomperul) - 2
ofeciedeHus ynpasIeHus. IIpakTHyeckne 3aHATHS (camocmosimenvhas paboma) 03HAKOMIIEHHUE C OK 5, OK 9
HOPMAaTHBHBIMH ITPABOBBIMU JOKYMEHTaMH, H3y4E€HHE OCHOBHBIX IMOHATHH [K 1.1-3.5, V, 1
J0YV.
CamocrosiTe1bHasi padoTa 00y4yalouuxcs
ITonrotoBka uHpopmManmonHoro coobmenus «Mcropus passutus JOY B 5
Poccun»
Cocrasnenune cinoBaps repmuHoB JJOVY.
Coaep:xanue yueOHOro MaTepuasia
1. TlonsiTMe JOKYMEHTa M €r0 CBOHCTBA. OK 4, 3, 1
Tema 2. 2. Tlpu3Haku U QYHKIMU TOKYMEHTA. 2
IlonsiTHe JOKyMeHTAa, ero 3. Kiaccudukaiust JOKyMEHTOB.
cBOiicTBA M PyHKIHUH JlaGopaTopHBIePadOTHI (HenpedycmompeHtvl) -
IIpakTuyeckue 3aHATHUS (2pynnosaspaboma) OK 5,0K9 1
Anammz 'OCT P 7.0.97-2016 “Cuctema cranmaptoB mo uHopmarumu, | [IK 1.1-3.5, Td,




OMONMMOTEYHOMY W HW3JATENbCKOMY  Jemy. Opraan3anuoHHO- VY
pacnopsauTeNbHas  JOKyMeHTauus. TpeGoBaHMs K  O(QOPMIICHHIO
JOKyMeHTOB». V3yyeHne o0pa3noB goKyMeHTOB. OTBET Ha KOHTPOJIbHBIE
BOIIPOCHI.
CamocrosiTe1bHasi padoTa 00y4aloHXCs
ConeprkaHue y4eGHOT0 MaTepHuaja
1. Obmepoccuiickue CHCTEMBI JOKYMEHTAIIHN
2. YHUUIMPOBAaHHbBIE CHCTEMBI YITPABIEHUYECKON JOKYMEHTAIMH OK 4, 35
3. BHyTpCHHI/Ie TMOJACUCTEMBI JOKYMCHTAIIUN B OpraHru3anun
4. Tabens hopM MPUMEHSIEMBIX JOKyMCHTOB
JlaGopaTopHbie padoThl (He npedycmomperut)

Tema 3. IpakTuyeckue 3austus (paboma 6 napax)

CracTeMBI 10KYMeHTALHH Osnakomiienne ¢ OOIIEPOCCUIICKUM KIIacCH(UKATOPOM YIPaBICHYECKON OK 5,0K9

JOKyMEHTalluM, u3y4eHue (OpM OpraHM3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKyMEHTOB.

MK 1.1-3.5, Td, Y,

CamocTosiTe/ibHasi padoTa o0y4arouuxcs
Uzyuenne Bompoca mo Teme «BHyTpHyupexIeHYECKHEe MOJACUCTEMbI
JIOKYMEHTALHNY.

Tema 4.
OcHoBHbIE TPeOOBAHUS K
oopMIIeHNI0 JOKYMEHTOB

Conep:xanue yue0HOro MaTepuasia

1. ITonsatne PEKBHU3UTOB JOKYMCHTA, UX 3HAYUCHHC.

2. Busipl pekBU3UTOB.

3. ®opmyisip-oOpaser.

4. TpeboBanus K 0(OPMIICHHUIO U PACIIOI0KEHHIO PEKBU3UTOB.

OK 4, T®; 35

JlaGopaTopHblie padoThl (e npedycmompenivi)

IIpakTuyeckne 3aHATHS M0 TeMe: (CamMocmosmenvras paboma)
Ocdopminenne  pPeKBU3UTOB  JIOKYMEHTOB B COOTBETCTBUU  C
YCTaHOBJICHHBIMH TPEOOBAHHUSIMH.

OK 5,0K9
MK 1.1-.3.5
T(Dss yl

CamocrosiTe1bHasi padoTa 00y4aloHXCH

Pa6ora ¢ T'OCT P 7.0.97-2016 «Cucrema ctaHAapTOB 10 HHPOPMALIUH,
OmOnMnoTeYHOMY W HM3AATENbCKOMY  Jemy. Opraan3anuoHHO-
pacniopsauTenbHas  JJOKyMeHTauusi. TpeGoBaHMs K  O(QOPMIIEHHIO
JIOKYMEHTOBY.

Tema 5.
Od¢opMmiieHue TeKCTOB

Conep:xanue yuedOHOro MaTepuaja

1. CrpykTypa JOKyMEHTAa.

2. OcHoBHbIe TpeOOBaHUsI K 0OPMIICHHIO TEKCTOB IOKYMEHTOB.

OK 4
T®, 35

JlaGopaTopHblie padoTsl (e npedycmompenvi)
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AOKYMEHTOB

IIpakTHYecKkue 3aHATHS 1O TeMe: (CaMOCMOoAmenvHas paboma)
Odopmiienne ¢pparmeHTa WHGOPMAIIMOHHOTO TEKCTa B COOTBETCTBUHU C
YCTaHOBJICHHBIMH TPESOOBaHUSIMHU.

OK 5, OK 9
IK 1.1-3.5
Td, V,

CamocTosiTe1bHAsi padoTa 00yYaroLIUXCs:
Wzyuenne tpeboBaHuit K 0OPMIICHUIO TEKCTOB JOKYMEHTOB.

Tema 6.
TpeGoBaHus k 0J1aHKaM
JAOKYMEHTOB

Conep:xanue yueOHOro MaTepuasa

1. IlonsTre O61aHKa JOKYMEHTA M €r0 3HaYCHHE.

2. Bugpl 0:1aHKOB TOKYMEHTOB.

3. TpeboBanus k 61aHKaM JOKYMEHTOB.

OK 4, 35

JlaGopaTopHbie padoThl (He npedycmomperut)

IIpakTuyeckue 3aHATHS N0 TeMe: (paboma 6 napax)
CocTaBiieHHE IPOSKTOB OJIaHKOB JOKYMEHTOB

OK 5,0K9
MK 1.1-3.5, T®, vV,

CamocrosiTe/bHAast padoTa 00y4arOIIUXCH:
W3zyuenune TpeboBaHUil K OIAHKAM TOKYMEHTOB.

Tema 7.
OpraHu3anoHHO-NIPaBoOBast
AOKYMEHTAaIMsl M TPeOGOBaHUS K
ee oopmiIeHHI0

Conep:xanue yue0OHOro MaTepuajia

1. Ilousarue u BUBI OPraHnU3allMOHHO-TIPABOBLIX JOKYMCHTOB.

2. CopeprkaHue OpraHM3alMOHHO-TTPABOBBIX TIOKYMEHTOB.

3. TpeboBaHusi K COCTaBICHUIO U OQGOPMIICHHIO OpTaHH3aIHOHHO-
[IPAaBOBBIX TOKYMEHTOB.

OK 4, 35

JlaGopaTopHblie padoThl (e npedycmompenvi)

IIpakTuyeckue 3aHATHS M0 TeMe (camocmoamenvhas paboma):
CocraBieHHE MPOSKTOB OPraHU3aMOHHBIX JOKYMCHTOB

OK 5, 0K 9
MK 1.1-3.5, T,
TO T3, Vs

CamocrosiTeJbHAasi padoTa 00y4arOIIUXCH:
W3yuenne tpeOoBaHUi K OGOPMIICHHIO OPTaHU3AI[MOHHO-TIPABOBBIX
JIOKYMEHTOB (yCTaB, MOJIO’KEHHE, MHCTPYKIUH, IITaTHOE paclycaHue).

Tema 8.
Pacnopsaaurenbnas
AOKYMEHTAIlWs ¥ TPeOOBaHUS K
ee oopmiIeHHNI0

Conep:xanue yue0HOro MaTepuasia

1. IToHsATHE 1 BUIBI PACIOPSAUTENBHBIX TOKYMEHTOB.

2. ConeprkaHHe pacHOPSIIUTENBHBIX JOKYMEHTOB.

3. TpeOoBaHMs K COCTaBICHHUIO M OQGOPMIICHHIO PACHOPSIUTEIBHBIX
JIOKYMEHTOB.

OK 4, 35

JlaGopaTtopHble paGoTsl (1e npedycmomperul)

IIpakTuyeckue 3aHATHS M0 TeMe (camocmoamenvhas paboma).
CocraBieHHE POSKTOB PACIIOPSIUTEIBHBIX TOKYMEHTOB

OK 5, 0K 9
MK 1.1-3.5, T,
T(DlTI[lZ, yl

CamocTtosiTenbHast pafdora obyvamomuxcsi:  3yuenue tpeboBaHuil K
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oopMIICHHIO PaCcTIOPSANTEIBHBIX JOKYMEHTOB (IpHKa3, pacHopsuKeHHUE,
MOCTaHOBJIEHHE, PEIICHNUE).

Tema 9.
CrnpaBo4yHO-MH(pOPMALUOHHAS
JAOKYMEHTALMS U TPeOOBAHMS K

ee 0(hOpMJICHHIO

Copaep:xanue y4eOHOro MaTepuaJsa

1. ITonaTHe ¥ BUABI CIPAaBOYHO-UH()OPMAMOHHBIX JOKYMEHTOB.

2. ConeprkaHue CIIpaBOYHO-HH(POPMAIIMOHHBIX JOKYMEHTOB.

3. TpeboBaHme K COCTaBICHUIO W  O(GOPMIICHHIO  CHPABOYHO-
MH(OPMALMOHHBIX IOKYMEHTOB. Y HUQUIIMPOBaHHBIE (POPMBI.

OK 4, T®; 3

JlaGopaTopHbIEPadOTHI (HenpedycmompeHrvt)

IIpakTHyecKkne 3aHATHS 1O TeMe (camocmosmenvuas paboma):
CocTraBieHUE MPOCKTOB CIIPABOYHO-UH(POPMAIIMOHHBIX TOKYMEHTOB

OK 5, 0K 9
MK 1.1 3.5, Tds
VY

CamocrosiTe/bHAast padoTa 00y4arOUIUXCH:

W3yuenune TpeOOBaHMNA K O(POPMIICHHIO CIPABOYHO-HH(OPMAIHOHHBIX
JIOKYMEHTOB (aKT, MPOTOKOJI, JOKIAJHAs 3aluCKa, CIpaBKa, 3asiBICHHUE,
JICITOBBIC ITHCHMa)

Tema 10.
Opranusanust

JOKYMEHT0000poTa

Coaep:xanue yueOHOro MaTepuaja

. Tlonarue noKkyMeHT0000pOTa U TPEOOBAHUS K €r0 OpraHU3aluH.

. Ilpuem, 006paboTKa M perucTpanys J0OKyMEHTOB.

. KOHTpOJ'II: HCIIOJTHCHUA TOKYMCHTOB.

. Cucrtematu3aiys JOKYMEHTOB U IpaBuiia (POPMHUPOBAHUS JCII.

AB|WINF-

. Opranun3zanus xpaHeHus JoKyMeHToB. HoMeHKkaTypa fen.

OK 4, 3,

JlaGopaTopHbIepadoTHI (HenpedycmompeHvl)

I[IpakTuyeckue 3aHATHUS M0 TeMe (paboma 6 napax):
CocraBiieHHe 3ar0JIOBKOB JUIS CHCTEMaTH3alUK JOKYMEHTOB B Jielia

OK 5, 0K 9
TK 1.1-3.5
Td, Vs

CamocrosiTeJibHasi padoTa 00y4arouuxcs
Wzyuenne mpaBui cuCTEeMaTH3alUM JTOKYMEHTOB W (POPMUPOBAHMS eI,
MOpSJKa XpaHEHHs JOKYMEHTOB.

Tema 11.
Opranuszanus padoTsl ¢

OTACJIBbHBIMHA JOKYMEHTAMHU.

Conep:xanue yueOHOro MaTepuasa

1. Ilouarue u periaMeHTalus CocraBa KOH(i)I/IﬂCHIII/IaJ'ILHBIX CBCI[CHI/Iﬁ u
JAOKYMCHTOB.

2. Tlopsmok paboThl ¢ KOHPHICHINATEHBIMA JTOKYMEHTAMHU.

3. Tlopsmok paboThl ¢ 0OpaleHUSIMH TPAXKIAH.

OK 4
Td,, 36

JlaGopaTopHbiepadoThI (Henpedycmompenni)

IIpakTuyeckue 3aHATHS M0 TeMe: (2pynnosas paboma)
CocraBieHue anroputMa 00paboTku 00paleHui rpaxaaH

OK 5,0K9
IIK 1.1-3.5, V3

CamocTosiTeJibHasi padoTa 00y4arouuXcst
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IoxaroroBka coobmenns Ha TeMy «KoH(uAeHIMATBHBIE TOKYMEHTH H
MOPSIIOK PaOOTHI C HUMI.

Conep:xanue yueOHOro MaTepuasa

1. CucteMbl 3J€KTPOHHOTO JIEIOMPOU3BO/ICTBA.

OK 4, 36 2
Tema 12. 2. ABTOMaTH3a1Ms IPOLECCOB AEIONPOU3BOACTBA.
TexnoJsoruu 2. DIeKTPOHHBIA JOKYMEHT. DJIEKTPOHHAs U(POBas MOIHCE.
aBTOMATH3UPOBAHHOM JlaGopaTopHbIepaboThl (HenpedycmompeHvi)
00paboTKH JOKYMEHTOB. IIpakTHyecKkune 3aHATHS 1O TeMe (camocmosmenvuas paboma) OK 5. OK 9
Co3naHue 3JIEKTPOHHOTO JKypHaIa PerHCTPAMi BXOASIINX U UCXOISAIINX K 1. 1’_3.5, a 1
JOKYMCHTOB OpTraHU3aluu.
CamocTosiTeIbHA Pad0Ta 00yYAIOIIHXCH (He npedycMompena) -
JuddepeHuupoBaHHblii 3a4eT 1

Bcero

62 (42+20)
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3. YcaoBus peaju3anuu NPUMEPHO# MPOrpaMMbl THCHHUILINHBI

3.1. O6pa3oBaTeIbHbIE TEXHOJIOTHH.

C uenbpio popMUPOBaHUS U Pa3BUTHS MPOPECCHOHATHHBIX HABBIKOB y O0YYaIONINXCS T10
yueOnor mucuumummae AJl.03 «JlokymeHTanmoHHOEe 00eCTeUeHHE YIPABJICHHS» MTPUMEHSIOTCS
WHHOBAIIMOHHBIE TEXHOJIOTUU OOy4YEHHUs C MPUBJICUYEHUEM BU3YATU3UPYIOIIUX KOMIOHEHTOB B
JIEKLIHOHHOM KYypCe.

Jlia uHTeHCH(UKauu 00pa30BaTeIbLHOrO IMpolecca MPUMEHSIOTCS WH(GOPMAIMOHHBIE U
WHTEPAaKTUBHbIE TeXHOJIOTUU. OCHOBHBIMH (POpMAMHU HHTEPAKTHUBHOIO OOYUEHHUs TPYIIOBBIE
JTUCKYCCUU B TPYNIaX YMECTHBI MPU OOCYXKICHUU MPOOJIEMHBIX W HEOJHO3HAYHBIX BOIPOCOB,
TpeOYIOIMX BBHIPAOOTKH PEIICHUS HEOMPEISICHHOCTH W apryMEHTHPOBAHHOTO H3JIOKCHHUS
CBOMX B3IJISA0B, TPO(hECCHOHATBLHON MO3UIUH.

TexHosoruu 3MeKTPOHHOro 00y4eHHUsl MOMOTal0T OPTaHU30BATh CAMOCTOSTENIbHYIO PaboTy
CTYJICHTOB, KOHTPOJMPOBATh KAYECTBO BBHIMOJHEHHUS TOMAIIHUX 3aaHH.

OOpa3oBarenbHble TEXHOJOTHH, MCIONb3yeMble MpPH pealu3aliil pPa3InYHBbIX BUIOB
yueOHBIX 3aHATUH U faronire Hanbomnee 3pPeKTUBHBIC Pe3yabTaThl OCBOCHUS JUCIUILTUHBI:

-pa3BuBaloliee 00y4eHHE;
-JIMYHOCTHO-OPUEHTHPOBAHHOE 00YUEHUE;
- Ipo0ieMHOe 00yUYeHUE;

- UKT - rexHonorum.

AXTHBHBIE U HHTCPAKTHBHBIC (1)OpMBI IMPOBCACHU SaHHTHﬁ, HCIIOJIb3YEMbIC B y‘le6HOM
mpouecce

Hcnonb3yemble aKTUBHBIE 1 HHTEPAKTUBHBIE (DOPMBI
MPOBECHUS 3aHSITUI

Cemectp |Bun 3ansarus™

4 TO [DNIeKTpOHHBIE 00pa30BaTEIbHBIE PECYPCHI

13 AHAJIN3 TPOM3BOJACTBEHHBIX CUTYallU, pEIICHHE
CUTYallMOHHBIX 3aa4, TUCKYCCHS.

JIP -

*) TO- Teopetnyeckoe o0yuenue, [13 — npakrtudeckue 3ansatus, JIP — nabopaTopHble 3aHATUS

3.2. Peanu3anusi NporpaMMbl JUCHHUIJIMHBI TPeOyeT HAJIMYUS y4eOHOro KaduHeTa
npogeccHOHATbHBIX TUCHUILITHH

OobopynoBanue y4eOHOro kaduHera:

Hocka noBopoTHast — 1 mr.
Tpubyna — 1 mT.

CT0JI OMTHOMECTHBIN — & IIT.
Cron — 1 mir.

Tym6a — 1 wrT.

Crynbs 3eneHble — 23 mrT.
Crenapl — 2 mWT.

Kpecno — 1 mr.

N~ WNE
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9. Dkpan manbrit — 1 mr.
Texnuueckue cpeacrBa OOyYEHHSI: NPOEKMOp, O9KPAH, ABMOMAMUUPOBAHHOE

pabouee mecmo npenooasameis, 000PYO0BAHHOE KOMNLIOMEPOM C 8bIX000M 8 HInmepuem.

Jna obyuarowuxca ¢ 02PAHUYEHHBIMU B03MONCHOCHIAMU 300P06bA NO CIYXY
UHMEPAKMUBHASL AYOUMOPUsl OCHAWEHA CHeYUAIbHbIM 000pPYO008AHUEM U aAnnapamypou Ois
UHOUBUOYANLHOU  KOPPEKYUU  AMIIUMYOHO-YACTNIOMHBIX ~ XAPAKMEPUCIUK — 368VKOBbIX  GOJIH
ROBLIUAIOWUX NOPO2  CABIWMUMOCTIU  obyuarwuxca. Ayoumopus ocHawjena CneyuanbHol
annapamypou — OOKYMeHM-Kamepou, NpeOHA3HAYeHHOU Ol  NOJYYeHUs, COXPAHEHUs,
BU3VAIU3AYUU HA MACUWMAOHOM O9KpAHe U MPAHCIAYUU 6 DPedCuMe pPealbHO20 6peMeHU
uzobpasicenuti (6 m.u. mpexmepHvix U OUHAMUYECKUX), NOJYUEHHbIX C Heyughposvlx Hocumerell
ungopmayuu.

Hoxkymenm-kamepa nozeonsiem:

- yeenuuusamov OeMOHCMpUpPYembvlll 00beKm («NeKMPOHHAS IYNA»);

- ocyuecmsums OUHAMUYECKYIO 8U3YATUZAYUIO eCINEeCMBEHHbIX NPOYeccos («sudeokamepa
8 pedicuMe peabHO20 PEMEHUN);

- npogecmu 0030p 00BLEMHO20 MEKCMOB020 MAMEPUANLA 80 8PEMSsL 3AHAMUSL,

- NPOOEMOHCMPUPOBAMY  CNOJCHbIE YYeOHble Oelcmeus, COCmoswue U3 HeCcKOIbKUX
9MAnos uiu onepayuil;

- npe3eHmosamv 6 OUHAMUKE Pe3yibmamvl pabomsl npenooasameis u 00y4arouuxcsi.

FM-cucmema, obecneuusarowasn nepedauy 2onoca:

- ¢ MUKpoghona ouxmopa, iekmopa, u m.o.;

- C KaHaua 36yK080l 00POICKU (Hanpumep, 38VK Gunrbma, 36VK 8UO0eOpOIUKa U M.0.),

- Ha unousudyanvhvle FM-npuemHuku crabocaviuawux 00y4arOWUxcsa, Komopbie
noCpeoCcmeomM KOMNAKMHOU UHOYKYUOHHOU Nemu UL 3aYUHO20 UHOYKMOpA nepeoarm
CUCHANl HEeNoCpeOCMEeHHO 6 CIYX080U annapam ciabociviuaue2o o00yuarue2ocs,
KOMOPUbLUL NEPEeKIIOUeH 8 PeCUM npuema UHOYKYUOHHO20 CUSHAA.

Ilepeuens cneyuanbHvix MmexXHUYECKUX CPEOCHE U NPOZPAMMHOZO 0DecnedeHus O
00yuenus cmyo0eHmoe ¢ HapyuileHuAMU 3PEeHUA:

- Oucniel ¢ ucnoavzosaumuem cucmemwvl bpaiina (penvegprno-moueunviii wipugpm) 40-
3Hakogvll unu 80- 3HaKo8wlll, UlU NOPMAMUBHBLU OUCHIEN;

- npuHmep ¢ UCnoavb3osanuem cucmemsl bpaiina (penvegro-moueunwiii wpugm);

- npozpamma 3KpamHo20 00CMYNa ¢ CUHMe30M pedu;

- npozpamma KPanHo20 Y8enUyeHuUs,

- pedakmop mexkcma (npospamma O0is nepesooa 00bIYHO20 wipugma 6 oOpaiiiescKuil u
obpamno);

- npoepammul cunmesa peuu TTS (Text-To-Speech);

- YUmMarwas MauuHa;

- CMayuoHApHbIU 2IEKMPOHHBIU Y EETUUUNEND,

- pyuHOe ygenruyuearouiee yCmpoucmeo (NopmamueHas dJ1eKmMpOHHAsL IYNA) dJIeKMPOHHbIL
yeenuuumens 015 YOaieHHO20 NPOCMOmpa.

Pexomenoyemviii komniekm ochaweHus 011 CMAyUOHAPHO20 paboue2o mecma OJisl
He3pAue20 UM C1abo8uosAUe20 NoaNb3068amens: MNEePCOHANbHLIL KOMNbIomep ¢ OO0nbUUM
monumopom (19 - 24"), ¢ npoepammoti s3xpannozo docmyna JAWS, npoepammoil 3KkpanHo2o
yveenuvenus MAGic) u oOucnieem, ucnoavzyrowum cucmemy bpaiina (pervegpno-moueunoco

wpughm).
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3.3. UudopmanuonHoe obecnevyeHue 00ydeHust

Ilepeyenb pekoMeHayeMbIX y4eOHbIX U31aHuil, UHTepHeT-pecypcoB, 10MOJIHUTEIbHOI
JINTEPaTypbl

IlepeyeHb OCHOBHOM JIUTEPATYPbI:

1. ITmenko A.B., Joponuna JI.A. JloKkyMeHTallmoHHOE OOCCIICUCHHE YIPABICHHUS.
[TpakTukym: yueb. mocodue mjst CTya. cpea. nmpod. yued. 3aBenenuid. — M.: MznaTenbckuii eHTp
«Axanemus». 2016, — 160 c.

Ilepeuenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH "UHTepHer"

1. Pymeinmna JILA. JloKyMeHTallMOHHOE OOCCIIEYEHHE YIpaBiIeHUs [DIEKTPOHHBIM
pecypc]: yueb. mocobue s crym. cped. npod. yuebd. 3aBepenuii. — M.: M3naTenbckuil 1eHTp
«AKanemMus. 2014. — 288 C. Pexum JocTyna -
http://bookshelf.ucoz.ua/news/rumynina_|_a_dokumentacionnoe_obespechenie_upravienija 201
4 _pdf/2017-01-27-21919;

2. 3akoH P® ot 21 wronst 1993 1. Ne 5485-1 «O rocymapcTBeHHo# TaiiHe» (¢ u3m. 2016r)
[DnexTpoHHbIi pecypc]: Pexum noctyna —http://www.garant.ru/;

3. ®enepanbhsiii 3akoH 0T 2 Mast 2006 T. N 59-D3 «O nmopsake paccMOTpeHHs 00paeHnit
rpaxaan Poccuiickoit @eneparnumn» (¢ usm. 2016r) [DnexktponHslil pecypc]: Pexxum gocryma -
http://www.garant.ru/;

4. ®enepanbHblii 3ak0oH OT 22 okTsa0ps 2004 r. No 125-03 «O06 apxuBHOM Jene B
Poccuiickoit ®enepauun» (¢ u3m. 2016r) [DnextponHbld pecypc]: Pexum pocrynma -
http://www.garant.ru/;

5. @epepanpubiii  3akoH  P® ot  27.07.2006 Ne 149-®3 «O6 wuHpOpManuy,
MH(OPMALIMOHHBIX TEXHOJOTHSX W O 3ammTe uHpopmauuu» (¢ u3M. 2016r) [DaeKTpoHHBIN
pecypce]: Pexxum mocryma - http://www.garant.ru/;

6. ®enepanphbiii 3aKoH oT 27 uronst 2006 1. Ne 152-D3 «O nepcoHaNbHBIX TaHHBIX» (C U3M.
2016r) [DnexTponHbIi pecypc]: Pexxum nocryna - http://www.garant.ru/;

7. ®enepanbublii 3akoH oT 6 ampens 2011 r. Ne 63-®3 (¢ uzm. 2016r) «OO6 31eKTpOHHOU
noAnuck»|[ DNeKTpoHHbIH pecypc]: Pexxum goctyma - http://www.garant.ru/;

8. Yka3 Ilpesugenta P® ot 30 Hos6ps 1995 r. Ne 1203 «OO0 yTBepkKIeHHM MEPEUHs
CBEJICHUN, OTHECEHHBIX K TOCYAapCTBEHHOW TaitHe» (c m3Mm. 2016r) [DnekTpoHHBIN pecypc]:
Pesxxum noctymna - http://www.garant.ru/;

9. Vka3 IIpesunenta P® ot 6 mapra 1997 r. Ne 188 «OO0 yTBep:kKIeHUH TIEpEYHsI CBEICHUIA
KOH(HIeHIIMATIbHOTr0 XapakTepa» (¢ u3M. 2016r) [DnexrponHslil pecypc]: Pexum nocryma -
http://www.garant.ru/;

10. Hanuonanehseiii crangapt PO I'OCT P 7.0.8-2013 «Cucrema craHmapToB 1O
nHpopmaluu, OUOINOTEYHOMY M W3JaTelbCKOMY Jnieny. J[enmonpous3BOACTBO U apXUBHOE JIEINO.
Tepmunbl u omnpeaeneHus» (yrB. mpukazom DenepaibHOrO areHTCTBA MO TEXHUYECKOMY
perynupoBanuio U Mmetposnorun ot 17 oktsa6ps 2013 r. N 1185-ct) (¢ um3m. 2016r)
[DnexTponnsIii pecypc]: Pexum goctyna - http://www.garant.ru/;

11. Haumonaneneiit crangapr PO I'OCT P 7.0.97-2016 «Cucrema ctaHaapToB MO
nHpopmaruu, OHOTMOTEUHOMY M HW3AaTeNbCKOMy jaeny. OpraHu3alOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTarusi. TpeOoBaHus K OQOpPMIICGHHIO TOKYMEHTOB» (YTB. mpuka3zoM DenepanbHOTO
areHTCTBA 10 TEXHUYECKOMY DPETYJIMPOBAHHUI0O W MeTposoruu ot 8 mexadps 2016 r. N 2004-
cT)[DnekTpoHHbIii pecypc]: Pexum noctyna - http://www.garant.ru/;

12. [MpaBuna menonpou3BojACTBa B (eepaIbHBIX OpraHaxX HCIIONHUTEILHOW BIIACTH
(yrBepxnensl [Tocranonenuem IpaBurenscta PO ot 15 utons 2009 r. Ne 477) (¢ uzm. 2016r)
[DnexTponnsIii pecypc]: Pexum goctyna - http://www.garant.ru/;



http://bookshelf.ucoz.ua/news/rumynina_l_a_dokumentacionnoe_obespechenie_upravlenija_2014_pdf/2017-01-27-21919
http://bookshelf.ucoz.ua/news/rumynina_l_a_dokumentacionnoe_obespechenie_upravlenija_2014_pdf/2017-01-27-21919
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://base.garant.ru/71618970/
http://www.garant.ru/
http://www.garant.ru/
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13. O6mepoccuiickuii kinaccudukaTop ynpasieHdeckord gokymentaruu OK 011-93
(OKVY ). (yTBepxaeH U BBEACH B JAeiicTBHE mocTaHoBiIeHHeM [ occranmapra PO ot 30.12.1993
Ne 299 (¢ m3m. 2016r) [DnexTponHslii pecype]: Pesxum mocryma - http://www.garant.ru/;

14. Mertonnueckue pEKOMEHIall1 o pa3zpaboTke WHCTPYKLMU o
JIEJIONPOU3BOJICTBY B (pe/iepalibHbIX OpraHax MCIOJHUTENBbHOMN BiacTH (yTrBepkaeHsl [Ipukazom
PocapxuBa ot 23 mekabpst 2009 1. Ne 76) (c usm. 2016r) [DnekTpoHHbI pecypc]: Pexum
nocryma - http://www.garant.ru/.



http://www.garant.ru/
http://www.garant.ru/
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JTUCIIUITJIMHDbI

KonTpois u omenka
IpernojaBaTesieM B poliecce:

PE3yNbTaToB

OCBOCHHA

IUCLUIUINHEI

- TeKyllero KOHTPOJs (OTMETKM MO pe3yjibTaTaM IPAaKTHUUYECKUX 3aHATHH U pe3yibTaTam

CaMOCTOSITENIbHOU PabOThI CTYACHTOB);

- HTOrOBOT0 KOHTPOJIsI (T epeHIIPOBaHHbII 3a4eT).

PesyabTaTnl 00yueHus
(ocBOEHHBIE YMEHHUS1, YCBOCHHbIE 3HAHUSA)

@DopMbI U METObI KOHTPOJISI M OLIEHKHU
pe3yJabTaToB 00y4eHust

OCBOCHHBIC YMEHHS !

- 0OpMIIATH JTOKYMEHTALMIO B COOTBETCTBHH C
HOPMAaTUBHOH 0a30i, B TOM YHCJIE HCIONb3YS
UH(POPMALMOHHBIE TEXHOJIOTHH;

- YHU(UIIUPOBATH CUCTEMbI IOKYMEHTAIIUU;

- OCYILECTBIIATh XPAHEHUE U IIOUCK JOKYMEHTOB;

- OCYILIECTBISTh aBTOMATH3AIUI0 00pabOTKH
JIOKYMEHTOB;
- HCII0JIb30BATh TEJIEKOMMYHUKALMOHHBIE

TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO0OPOTE;
- pabomams ¢ OOKyMeHmamiu, COCMABIAMb

omuemvl No UMO2aM bINOIHEHUs 0esMeNIbHOCTIU,
- CUCMeMamu3uposams UHGOPMayuro;

- NPUMEHAMb HABLIKU 0€l1068020 NUCbMd, pabomol
CO CNYIHCEOHBIMU OOKYMEHMAMU.

- OIICHKA B TIPOIIECCE MPOBEICHHUS
NPAaKTUYCCKHUX 3aHITHH;

-aHaAJIN3 KaueCcTBa Pe3y/IbTaTOB
MUCHMEHHBIX 3aJIaHU,

-aHaJIN3 KauyeCcTBa PE3yJIbTaTOB JIOMAIITHUX
3aJJaHUI TBOPYECKOTO U MPOOIEMHOTO
xapakrepa (pedepaTsl, IPE3CHTALINN);

- 3a4CT IO pE3yJibTaTaM BBIIIOJTHCHUA
CaMOCTOSITEIIHBIX pa0bOT

YCBOCHHBIC 3HAHUS:

- IIOHATHUC, ociu, 3aJa4uu u IIPUHIHAIIBI
ACJIOMPONU3BOJACTBA,
- OCHOBHBIC IIOHATHUA AOKYMCHTAIIMOHHOT'O

oOecrnieueHus yrnpaBIeHUS;

- CHCTEeMbI JOKYMEHTAI[MOHHOT'O OOCCIICUCHUs
yIpaBJICHUS;

- KJIacCU(DUKAIUIO JIOKYMEHTOB;

- TpeOOBaHUSI K COCTaBJICHHIO U O(OPMIICHHIO
JOKYMEHTOB;

- OpraHM3alio JIOKyMEHTOO0OpOoTa: IpHeM,
00paboTKy, PEruCTpaIuio, KOHTPOJb, XPaHECHUE
JIOKYMEHTOB, HOMEHKJIATYpy JelT;

- OCHOBbl  OOKYMEHMOBEOCHUsl, COBPEMEHHbLE
cmanoapmHvle  mpebosanusi K OMYemHOCMU,
NepUOOUYHOCIU U Kauyecmsy NnpedoCcmasieHusl
OOKYMeHmayuu, 6e0eHue KOmopou OMHOCUMCSL K
Kpyey NOTHOMOYULL CNeyuanucma no coOyuaibHoll
pabome,

- NOPAOOK pabomul co CysHceOHOU ungopmayuetl

- OLIEHKA pe3yJbTaTOB YCTHOT'O OIpoca U
MMUCBMEHHOI'0 TECTUPOBAHMS;

- OLIEHKA B IIPOLIECCE TPOBEAECHUS
MPAKTUYECKUX 3aHATHIL;

-aHaJIM3 KayecTBa pe3yJIbTaTOB
IMMCHbMEHHBIX 3aJaHMIL;

- 3a4€T [0 Pe3yJIbTaTaM BBIMOJHEHUS
CaMOCTOSITENIbHBIX PaboT;

PesyabTaTsl 00yyeHus

(ocBOEHHbIE KOMIIETEHIIUH)

OcCHOBHBIE OKA3ATEJIH
OlleHKH pe3yJibTaTa

(I)OprI N METOAbI KOHTPOJIHA
N OIICHKH

OCYIICCTBIACTCA
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OK
OK 2. Opranu3oBbiBaTh | Beinonnenue OreHka caMOCTOSTEIbHBIX
COOCTBEHHYIO  JIEATEIbHOCTD, | CAMOCTOSITEIIbHBIX JIOMAIIHUX 3a/IaHUI

OTIPENENATh METOJIbI U CITOCOOBI
BBITTOJTHEHHSI

poeCCUOHATTLHBIX 3ajad,
orieHuBaTh MX 3(P(HEKTUBHOCTH

1 Ka4CCTBO.

JOMAITHUX 3a/laHui
MPOOJIEMHOr0 Xapakrepa

poOJIEMHOTO XapakTepa

OK 4. OcymiecTBisITh MOUCK,
aHaJu3 ¥ OIICHKY MH(OpMaIuHy,
HEO0OXOAMMOM 17151 TOCTAHOBKHU
U pelieHus mpodeccuoHaIbHBIX
3aj1a4, Mpo(HecCHOHAIILHOTO U
JMYHOCTHOTO Pa3BHUTHSI.

Brmonnenue
CaMOCTOSITEIbHBIX
JIOMAaNTHUX 3aJaHui
poOJIEMHOTO XapaKTepa

O11eHKa CAaMOCTOSTENBHBIX
OOMAIIHUX 3aJJaHu
POOJIEMHOTO XapakTepa

OK 5.
nH(pOpMaIMOHHO-
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUH

HUcnons3oBarh

ISt
COBCPUHICHCTBOBAHUA
npoQeCcCHOHAILHON
JESTCIIbHOCTH.

Pemenue npakTuueckux
3a1a4

Ouenka B mpoiiecce
MPOBEJICHUS TPAKTUYECKUX
3aHATHUI;

OK 9. BbITh TOTOBBIM K CMEHE
TEXHOJIOTHI B
npoQeCcCHOHAIbHON
JIeSITENLHOCTH.

Bremonaenune
CaMOCTOSITEIIbHBIX
JIOMaNTHUX 3aJaHNi
MPOOJIEMHOTO XapakTepa

O11eHKa CaMOCTOSTEIBLHBIX
OOMAIIHUX 3aJaHUN
IpOOJIEMHOTO XapakTepa

OlIeHO‘IHbIe CpeaACTBA JJIA IIPOBCJACHHUA TECKYIICI'O KOHTPOJIA YCII€EBAEMOCTH

[Ipumep 3ananus:

Odopmute mMakeT OJaHKa KOHKPETHOTO BHJA JOKYMEHTa (IIpHKa3za) C YriIOBBIM
pAacIoyIoKEHNEM PEKBU3UTOB: TOBAPHBIM 3HAK WIIM dMOJeMa NpeanpusiTus (1o Bamemy

yemotpennio) AO «bepeskay, mpukas, 1ata pukasa u ero Homep, r. Mockaa.

OneHouHbIEe CPEICTBA JJISA NPOBEAEHUSI IPOMEKYTOUYHOM aTTeCTAIIMH

IIpumep 3ananus:

Br1Opath mpaBuIbHBINA BapHAHT OTBETA.

3apanme 1. Onpenenure, kakoe u3 yreepxkaeaui HE BepHo:
1) B mpunoskenuu k TOCT P 6.30 — 2003 manbl 00pasiibl 01aHKOB JOKYMEHTOB;
2) B OpraHU3aIlMOHHO-TIPABOBBIC TOKYMEHTHI MO’KHO BHOCUTh H3MCHCHUS;
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3) B opraHuzanMd 1O YCMOTPEHHIO PYKOBOJACTBA JIOJDKHA OBITH pa3paboTaHa
WHJUBHIyalbHAs UHCTPYKLHUS 110 JEIONPOU3BOJICTBY;
4) TpeOoBaHUs K O(GOPMIICHHUIO OpraHU3aIMOHHO-PACIIOPSAUTEIIBHBIX TOKYMCHTOB

ycranasiuBaetr [OCT P 6.30 — 2003;
5) opraHM3aIMOHHO-ITPABOBBIC JOKYMEHTBI, KaK MIPABUIIO, TTOUICKAT YTBEPIKACHHIO.

3aganue 2. B cocTaB opraHn3aliMOHHO-TIPABOBBIX JJOKYMEHTOB HE BXOIUT:
1) mpuka3; 2) yctaB opraHuzauuu; 3) IITATHOE pacnucaHue; 4) yuypeauTeIbHBIN
JIOTOBOD.

3ananue 3. JoKHOCTHAS MHCTPYKIUS COTPY/IHUKA!
1) yTBepkIaeTcsi M0 yCMOTPEHHUIO PYKOBOIUTEN;  2) BCerja yTBepxKAaeTcs;  3) He
MO/JIEKUT YTBEPKICHUIO.

3aganue 4. Kakoii HOpMaTUBHBIN TOKYMEHT OIpeensieT 0043aHHOCTHA COTPY/IHUKA!
1) ycraB opranuzamuy; 2) mTaTHOE paclucaHue; 3) JOJDKHOCTHAS MHCTPYKIIUS;

3apanue S. TunoBsle TOKYMEHTBI HOCST ... XapakTep.
1) o3HaKOMUTEIBHBIN;  2) 00s3aTeNbHBIN;  3) peKOMEHIATCIBHBIN.

[TonHBIM KOMIUIEKT 3aJaHUA M MHBIX MATEPUANIOB JJISl MPOBEICHHS TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH M MPOMEKYTOUHOM aTTECTAllMU MO AUCIUIUINHE TPUBOJAUTCS B
(G oH/IE OLIEHOYHBIX CPEJICTB.



