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JIner axkTyaau3anun padodeil nporpaMMbl
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Pabo4as mporpaMma nepecMoTpera, 00CyKIeHa | onobpena s peanusaryu B 2021 - 2022
yaeGHOM rofy Ha 3ace/aHun Kadeapsl JIOMKOTBHOTO H CMEHHATBHOTO obpa3oBaHUsA

ITpoTokom OT ___ 20 v Ne
3as. kaheapoi JI.H. CanHHMKOBa




1 Iles1u ocBOECHUS TN CHUTTTHHBI

HensiMu OoCBOGHUS AUCUMILTUHBL «/loKyMeHTalMOHHOE oOOecrneueHue OIIKOILHOTO
O6pa3OBaHI/I$I>> BBICTYIIACT IOAIOTOBKA CTYACHTOB K OCYHICCTBJICHUIO OOKYMCHTAIIMOHHOTO
Oo(pOpMIICHUS M COINPOBOXKACHUS 3a7a4 MNPOPECCHOHATBHONU NEATENbHOCTH B JIOMIKOJIBHOM
obpazoBarenbHoi opranuzaiuu (JJOY) B COOTBETCTBUU ¢ HOPMATHUBHBIMU IIPABOBBIMU AKTAaMU B
ctepe oOpazoBaHus U HOpMaMU TPOGECCUOHATBHON ITUKH.

2 MecTo IMCHMIIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHONH NPOrpaMMbl

HucuuiuinHa JIoKyMeHTalMoOHHOe oOecleyeHue JOUIKOIbHOIO 00pa3oBaHUsl BXOJIUT B
00513aTeNIbYI0 4acTh YU€OHOTO IIaHa 00pa30BaTENbHON MPOTrPAMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBI ~ HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3YJIbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

OcCHOBBI Hay4HOI KOMMYHHUKAIIUU

3HaHusA (YMEHHUs, BIaJIeHHs ), IOJIYYEeHHbIe MIPU U3YYEHUHU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUISl U3yYCHUS TUCIUTLTIH/TIPAKTHK:

BrimonHeHue u 3aniuTa BEITYCKHOW KBATH(UKAIMOHHOM paboTHI

[Ipon3BoaCTBEHHAs - MPAKTUKA 10 MOJYYEHHUIO NPOPECCHOHATIBHBIX YMEHHH M OIbITA
PO eCCHOHAIBHON ICSITEIIbBHOCTH

[Ipou3BocTBEHHAs - IPEATUIIIIOMHAs IPAKTUKA

3 KomnereHInu 00y4arouierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUsI

AUCHMILTHHBI M TUIAHUPYeMbIe Pe3yJIbTaThI 00y4eHus!

B pesynbrate 0CBOCHUS NUCIUILTUHBI «J{OKyMEHTAIIMOHHOE 00CECIIEYCHUE TOIIKOIBHOTO
o0pa3oBaHUs» 00yUYAIONTUIICS JOJKCH 001a/1aTh CISTYIONIMMI KOMIIECTCHITHSIMHU:

KO)I HHJUKaTOopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIITN

OIIK-1 CnocoGeH oCymIeCTBIATh U ONTHUMU3UPOBATh MPO(GECCHOHATIBHYIO JEATENBHOCTh B
COOTBETCTBUM C HOPMAaTUBHBIMU IPAaBOBBIMH akTaMH B cdepe oO0pa3oBaHMs U HOPMaMHU
npodeccuoHaIbHON ITUKH

OIIK-1.1 AHanm3upyer W HCHOJNB3YeT HOPMAaTHBHBIE IIPaBOBBIE JIOKYMEHTHI,
pErJIAMSHTHPYIOIIKE TPeOOBAHHUS K MPO(PECCHOHATLHOM IEITEIHOCTH

OIIK-1.2 [Ipumensier HOpMaTUBHO-IIPABOBbIE aKThl B cepe 00pa30BaHUS C YUETOM
HOPM IIpoeCCHOHATIbHON STHKHU

OIIK-1.3 OcymecTtBisger MpohecCHOHATbHOE B3aHUMOACHCTBHE C YYaCTHUKAMHU
O6paSOBaTCJ'II)HBIX OTHOIIECHUH B COOTBECTCTBUHU (¢ HOpMaMH
npodecCHOHATbHON STHKH




4. CTpyKTypa, 00bEM N coep:RkaHue TUCHUIIINHBI
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. yacos, B TOM

YUCJIC:

— KOHTaKTHas paboTta — 37 akaJl. 4acoB:

— aynutopHas — 36 akaJ. 4acoB;

— BHCAyJUTOpHAA — 1 aKaJ. 4aCoB

— caMoCTOsITeNNbHAs paboTa — 71 akaj. 4acos;

dDopMa arrecTaluu - 3a4cT

AynutopHas .
KOHTgKTHaH % E Dopma TEKYIIEro
Pasnen/ Tema 1 (B allc)aia e E s Bt HOHTPOIA Kon
g 7. Jacax) 5 d camocrosTenbHOl | yemeBaemocTn 1
JUCIUATUTAHBI S g o . | xommeTeHIUM
@) 2 4 paboThI POMEXXYTOYHOH
Tex. J1ab. | mpaxT. z'9 aTTecTalyu
3aH. | 3aH. | 9
1. Tponecc coszmanus U OQPOPMIICHUS
JTOKYMEHTOB
IIposepka
BAIONHEHIE MMUCHEMEHHBIX OIIK-1.1,
1.1 TloHsATHE NENOPOU3BOICTBA 2 2 10 3aJIaHUK Ha OIIK-1.2,
3amadusg Nel
obOpazoBatenbroMm | OITK-1.3
nopTase
IIposepka
1.2 HopMaTHBHO-IIPaBOBBIE  AKTHI BrmonHenne TTCEMCHHBIX OIK-1.1,
2 2 15 3aJaHAN Ha OIIK-1.2,
JIeTOTIPON3BO/ICTBA 3amaHus No2 o6pasosatembrom | OTK-1.3
ropTae
1.3 TpeOoBanuss K OQPOPMIICHHUIO TIposepka
OpraHU3allMOHHO-PACTIOPSIUTENBHBIX MUCHbMEHHBIX OIlK-1.1,
JIOKYMEHTOB, Hopwmbl 6 6/21 | 15 Brmonnenne 3aaHUM Ha OIIK-1.2,
npogecCHOHATEHON STHKH B sagamms Ne3 obOpazoBarenbHom | OIIK-1.3
0 OpPMIICHUH TOKYMEHTOB ropTae
Hroro no pazaeny 10 10/21 | 40
2. Opranu3zanust paboThl ¢ JOKYMEHTaMU
IIpoBepka
2.1 JTokyMeHTO000pOT B Brinonnenue HHCbMeliHMX OIIK-1.1,
opramsaiun 4 421 | 11 sanarms Ned 3aaHUM Ha OIIK-1.2,
oOpazoBarenbHom | OIIK-1.3
roprae
IIpoBepka
2.2  Peructpauus ¥  KOHTPOJb Brmonasenue HHCBMePiHHX OIK-1.1,
HCTIIOJTHEHMSI TOKyMEHTOB 2 2/11 | 10 3amadusg NeS 3a/lamm Ha OIK-12,
oOpazoBarenbHom | OIIK-1.3
ropTrae
IIpoBepka
BRIIOIHERHE MUCHbMEHHBIX OIIK-1.1,
2.3 ®dopmupoBaHUe Jei 2 2/11 | 10 sanamis Ne6 3aJlaHiH Ha OIIK-1.2,
- oOpazoBarenbHom | OIIK-1.3
roprae
Wroro no pazneny 8 8/41 | 31
Uroro 3a cemectp 18 18/611] 71 3a4éT
Hroro no gucuuiuinae 18 18/6M | 71 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B pamkax aucuurinabl «JlokyMeHTallMOHHOE 00ecreueHre TOMKOILHOr0 00pa3oBaHuUs»
IUTAHUPYETCSl MPOBEJACHUE KaK TPAJUIMOHHBIX TNPAKTHUECKUX 3aHATHH: Oecena mo 3apaHee
OIpPEIETICHHBIM BOIPOCAM, BBICTYIUICHUS CTYICHTOB 110 IUIAHY 3aHATHS; TAK U HETPAIULNOHHBIX:
CEeMMHAP-AUCKYCCHsI, MPOOIEMHBIN CEMUHAP, CEMHHAP TI0 PEIICHHUIO PO ECCHOHATBHBIX 3a/1a4.

B cBsizu ¢ HEOOXOAUMOCTBIO MOCTOSIHHOM aKTyalu3allud HOPMATHBHBIX JOKYMEHTOB,
pPErNIaMEHTUPYIOLMX ~ BOIPOCHl  OpraHM3aluu  JCJIONPOM3BOACTBA B JIOLIKOJIBHOM
00pa3oBaTebHOM YYPEXJACHUM B paMKax MPAKTUYECKUX 3aHATHM, a TakXke B Ipolecce
MOATOTOBKU K HUM 33/1€WCTBYIOTCSI HHTEPHET-PECYPCHI.

B ydyeOnom muane mo aucuuiiuHe «/loKyMeHTallMOHHOE 00ecreYeHHe JOIIKOJIBHOTO
00pa3oBaHUs 3aIJIAHUPOBAHBI 3aHATHS B MHTEPAKTUBHON (opme. B cBsA3M ¢ 4eM, ruraHupyercs
UCIIOJIb30BaHNE TAKMX MHTEPAKTUBHBIX (OpM paboThl, Kak paboTa B MajiblX rpynmnax (aHaau3
OpraHU3aIMOHHO-PACIOPAAUTENbHON nokyMeHTanuu JJOY Ha mpeamer Hamuyusi OMIMOOK B
cootBercTBUHU ¢ YCOP]I), 006Ccyx1eHHe TUCKYCCHOHHBIX BOIIPOCOB U MPOOJIeM B OpraHu3aluu
nokymeHntoobopora B JIOVY; npoBeneHne MUHU-KOH(QEPEHLUH C IMpe3eHTaluel JOKYMEHTOB,
pErIaMeHTUPYIOIIKX BOIIPOCHl JOKyMeHTHpoBaHus B JIOY.

6 YueOHO-MeTOAUUECKOE 00eciedeHe CAMOCTOSITeJIbHOI PadoThl 00yYaOIIMXCs
[TpencraBneno B npuiaoxeHun 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHsl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMANIMOHHOE 00ecTiedeHHe T CIHIIHHbI

a) OcHoBHas1 IMTEpaTypa:

1. IMaBnoBckas FO. B. JlenoBas xoppecmoHAeHIHs [DIEKTPOHHBIN pecypc] @ yuebHoe
noco6ue / YO. B. [TaBnosckas ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 371eKTpOH. ONT. TUCK
(CD-ROM). Pexum JIOCTyTA:
https://magtu.informsystema. ru/uploader/flIeUpIoad”name 2814.pdf&show=dcatalogues/1/1133
014/2814.pdf&view=true - MakpooOBeKT.

2. Caymuna 1O. II. IlpaBoBoe obecrieuenne MpoGheCCHOHATBFHOW eATeFHOCTH
[Dnexkrponnslii pecype] : yuebHoe mocodue / 0. I1. Caymuna, E. . ®a3nbieBa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 snekrpon. onrt. guck (CD-ROM). - Pexum mocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2304.pdf&show=dcatalogues/1/1129
915/2304.pdf&view=true - MakpooOBEKT.

0) lonoJiHMTEILHAA JIATEpaTypa:

l.barayrnunoBa C. @®. VYmpaBieHue OMIKOIBHBIM OOpa3oBaHHEM [DIEKTPOHHBIN
pecypc] : yueonoe mocodue / C. ®@. barayraunosa ; MI'TY. - Maruutoropek : MI'TY, 2015. - 1
AJEK-TPOH. OTT. JTUCK (CD-ROM). - Pexum JOCTyna:
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123
945/1427 .pdf&view=true - MakpoOOBEKT.

2. BonikoBa B. B. OcHOBBI 1e7T0pON3BOACTBA [ DNEKTPOHHBIN pecypc] : yaeOHOe mocobue
/ B. b. BonkoBa, M. B. KpuBonuisikoBa. - Marautoropck : MI'TY, 2013. - 1 37eKTpOH. ONT. AUCK
(CD-ROM). - Pexum JOCTYyTIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=1037.pdf&show=dcatalogues/1/1119
335/1037.pdf&view=true . - MakpooOBbeKT.

3. FOpeBuu C. H. CoBpemMeHHBIE MPOOJIEMBI yIIPaBIEHUs JOMIKOIBHBIM 00pa30BaHUEM:
(dhopmMupoBaHue MpodecCuoHaIbHON KOMIIETCHTHOCTH niegaroros J1I00O



https://magtu.informsystema.ru/uploader/fileUpload?name=2814.pdf&show=dcatalogues/1/1133014/2814.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2814.pdf&show=dcatalogues/1/1133014/2814.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2304.pdf&show=dcatalogues/1/1129915/2304.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2304.pdf&show=dcatalogues/1/1129915/2304.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123945/1427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123945/1427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1037.pdf&show=dcatalogues/1/1119335/1037.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1037.pdf&show=dcatalogues/1/1119335/1037.pdf&view=true

[DnexTponnsiii pecype] : monorpadus / C. H. FOpesuy, JI. H. Cannukoa, H. W. JleBmuna ;
MI'TY. - Marautoropck : MI'TY, 2017. - 1 snexrpon. ont. auck (CD-ROM). - Pexxum gocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2746.pdf&show=dcatalogues/1/1132
698/2746.pdf&view=true . - MakpooOBEKT.

B) MeToauyeckne yKazaHus:

JL.H.CannukoBa, H.M.JleBmmna I[IpoMexxyTouyHas arrectanus: CUCTEMa MOHUTOPHHIA
KadyecTBa 00pa30BaTENIbLHOM NEATENBHOCTH OOYYAIOIIUXCA: METOIUYECKUE PEKOMEHJIAIMH IS
oOydaromuxcsi — Marnutoropek: M3a-Bo  MarHuToropck. roc. TeXH. YHUBEPCHTETa
um.I".1.Hocoga, 2019. -18 c. (25 mur. B Oubmuoreke MI'TVY).

r) [Iporpammuoe odecnneuenne u UHTEepHET-pecypcehl:

IIporpammHoe oGecnieueHue

Haunmenosanue I10 No noroBopa CpoK IeCTBUS JTUIEH3UU
MS Windows 7
Professional (s J1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Office 2007 Ne 135 or 17.09.2007 Seccpouro
Professional
FAR Manager cBO0OO/IHO 06eccpouHo

pacrpocTpaHsemMoe

7Zip CBOOOJTHO 0ecCpovHO

IIpodeccuonanbublie 6a3bl JAHHBIX 1 HH(OPMAIMOHHbIE CIPABOYHbIE CHCTEMbI
HasBanue xypca CchlnKa

HanmonanbHast ”HOPMAIMOHHO-aHATUTUYIECKAs
cucremMa — Poccuiickuii mHIEKC HAyYHOTO https://elibrary.ru/project_risc.asp
uutupoBanus (PHHLI) URL:

DnekTpoHHas 0a3za nepuoauueckux n3nanuid East [https://dlib.eastview.com/
View Information Services, OOO «IBUC»

ITouckoBas cucrema Axkanemust Google (Google
Scholar) URL

Wudopmannonnas cuctema - EnuHOoe OKHO
noctymna K uHpopmairoHHeiM pecypcam URL

https://scholar.google.ru/

http://window.edu.ru/

Poccuiickas ['ocynapcrsenHas bubmorexa. https://www.rsl.ru/ru/4readers/catalogues/

Karayoru

IJICKTPOHHEIE pecypeht OubmoTekn MITTY . http://magtu.ru:8085/marcweb2/Default.asp
I".1. HocoBa

YHI/IBepCI/ITCTCKaSI I/IH(l)OpMaI_II/IOHHa}I CUCTEMA . . -

POCCILS https://uisrussia.msu.ru

MexayHapoiHasi HayKOMeTpHUUecKast http://webofscience.com

pedepaTuBHAs ¥ MOJTHOTEKCTOBAs Oa3a JaHHBIX
HayuyHbIX u3nanuii «Web of science»
Mesxaynapoanas pedepaTuBHas U http://scopus.com
MOJIHOTCKCTOBAA CIIpaBOYHAA 6a3a JaHHBIX
HAYYHBIX U3JIaHUI «Scopus»



https://magtu.informsystema.ru/uploader/fileUpload?name=2746.pdf&show=dcatalogues/1/1132698/2746.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2746.pdf&show=dcatalogues/1/1132698/2746.pdf&view=true
https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/

MexayHapoaHas 6a3a HOTHOTEKCTOBBIX
KypHajaoB Springer Journals
MesxaynapoaHas 0a3a CripaBOYHBIX M3aaHuii mo  |http://www.springer.com/references

BCeM oTpaciisiM 3HaHui SpringerReference

http://link.springer.com/

9 MaTtepuaJbHO-TEXHHYECKOE 00ecneyeHne

MaTepHaano-TeXHqucxoe obecrnieucHUe JUCHHUIIIMHBI BKJIIFOYACT:

VY4eOHble ayAuTOpUM JUISI TPOBEACHMSI 3aHATHH JIGKIIMOHHOIO THIIA - JOCKa,
MYJIBTUMEAUMHBIE CPEICTBA XPAHEHHUSI, TIepeau U MPeCTaBICHUs HHPOPMAIIHH.

VY4eOHble ayAuTOpPUM JUISI TPOBEACHMSI INPAKTUYECKUX 3aHATUI, TPYNIOBBIX U
WHAUBUAYAIbHBIX KOHCYJbTAllMi, TEKYILIEro KOHTPOJS W IPOMEXKYTOUHOH aTTectanuu -
MynbTHMEINITHBIE CPEICTBA XPAaHEHHUS, IEPEIauu U MPEICTaBICHI HHPOPMALIUH.

KomMmruiekc TecToBBIX 3afaHHil i MPOBEACHUS TMPOMEKYTOUHBIX U PYOEKHBIX
KOHTPOJICH.

[Tomemienuss st  CaMOCTOATENbHOW pabOThl  OOyYarOIMIMXCA - [EPCOHAIbHBIE
kommbpioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JCKTPOHHYIO
nH(}OPMaILMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[lomemenne s XpaHeHUs M NPO(PUIAKTUYECKOrO0 OOCIYXUBaHUS Y4eOHOro
o0opynoBanusi - mKadbl AN XpPaHEHUS Y4eOHO-METOAUYECKOW JAOKyMEHTAlMH, Y4eOHOTO
000pyIoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOHH.

Ilpunoscenue 1

YyeGHO-MeTOIMYeCKOe 00ecriedyeHHe CaMOCTOATeIbHOM padoThl 00yUYaromMXcs
3aoanue ons camocmoamenvHou pabomor Nel
[ToaroroBuTh Matepuan Ha TeMy «CTaHOBJIEHUE TOKYMEHTAIIMOHHOTO 00eCreueHMs
YIIPaBJICHUS.
[ToaroToBUTH TE€3aypyc ¢ OCHOBHBIMU MOHATUSIMH JIEIONPOU3BOICTBA.

3aoanue ons camocmoamenvHou pabomor Ne2
CocraBneHre aHHOTUPOBAHHOTO TIEPEYHsT HOPMATHBHO-METOJUIECKHX JIOKYMEHTOB, PETYIUPYFOIIX
BOIPOCHI JIETIOMPOU3BOJICTBA B JIOIIKOIBHOM YUPEKICHUH.

3aoanue onsa camocmoamenvuol pabomol Ne3
- Co3znanne u 0pOopMIICHHE B COOTBETCTBHH C TPEOOBAHUSAMHU OpPTaHU3AIMOHHBIN TOKYMEHT
Ha BBIOOD: JOJHDKHOCTHAsE MHCTPYKLUS, JIOTOBOP, IMOJIOKEHHE O CTPYKTYPHOM IOJIpa3/ieieHUuN
OpraHu3aIiHg.
- Co3nanue u OQOpMIIEHHE B COOTBETCTBUU C TpPeOOBAaHUSAMM pPaCIOPSAAUTEIbHbIN
JOKYMEHT Ha BBIOOp: NpHKa3 MO OCHOBHOW JEATENIbHOCTH, IMPHKa3 IO JUYHOMY COCTaBy,
pacropshKeHue.
- Co3nanune u oopmienue B COOTBETCTBUU c TpeOOBaHUAMHU
UH(POPMALIMOHHO-CIIPABOYHBIM JOKYMEHT Ha BBIOOp: MPOTOKOJ, CHpaBKa, JOKIAgHAs WIH
00BsICHUTENIbHAS 3aIHCKa
- Pa3zpaboTka mepedHss HOpM NPOPECCHOHATBHON ATUKH, HEOOXOAWMBIX IS y4yeTa IpH
COCTaBJIEHUH OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB.

3adanue onsa camocmoamenvholi pabomor Ned
— ComnocraBieHue 3TanoB paboThl C BXOASIIUMHU, UCXOISLUIUMU U BHYTPEHHUMU TOKYMEHTaMHU B
JOY. Beiaenuts OTJIIMYHBIE IPYT OT APYra 3Tallbl.
- [TonroroBka mnpaBuin perucrtpauuu aokymeHtoB B JIOVY. IlpencraBute mnpumep
PETUCTPAIMOHHON (POPMBI.


http://link.springer.com/
http://www.springer.com/references

3aoanue ons camocmosmenvrol pabomei Nes
— TloaroToBka mpaBui KOHTPOJIS UCTIOTHEHHSI TOKyMeHTOB B JIOY.

3aoanue ons camocmoamenvHou pabomul No6
IToxroroBka nmpaBui GOpMUPOBAHUS JIEI.
- N3yueHne HOMEHKIIATyphl €]l KOHKPETHOIO JOIIKOJIBHOIO YYPEKIACHUS U MPEACTaBUTh
€€ aHaJIM3 Ha COOTBETCTBHE TpeOOBaHUAM K HOMeHKnarype Aen OV r. Marauroropcka.
- [TonroroBka anroputMa npoBEACHMS KCIIEPTU3bI LIECHHOCTH JOKYMEHTOB B JJOY

Ilepeuens mem 0na n0020MOGKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1. Ilonamue oenonpouzeoocmea
3aoanue:

1. PackpbITh  TMOHATHS  «IEJIOMPOU3BOJCTBO»,  «IOKYMEHTOOOOPOT»,  «IOKYMEHT»,
«HOPMATHUBHO-TIPABOBOM aKT.

2. [TonroroBuThH MaTepuan Ha Temy «JlokyMeHTaIlMOHHOE CTaHOBJICHHE
JIEJIOIIPOU3BOJICTBAY.

3. [loaroroBuTs cooOmieHne 1o cieayrome Teme: «/{omkHOCTHBIE  00SI3aHHOCTH
PabOTHUKOB JE€IONPOU3BOICTBAY.

Ilepeuens pexomeHdyemoll 1umepamypoi.
1. Aunpeesa B.W. [lenonpoun3BoicTBO: opranu3aius u BeaeHue: Yu.-npakt. noc. KHOPYC,
2013 .
2. beixoBa T.A. [lokymeHTalMOHHOE OOecriedeHue yrpaBieHus (JIeI0MPOU3BOACTBO)
[Qnektp.pec.]: Yu.r. ObC «MH®.-M», 2012 r.
3. Ky3nemnona T.B., Cankuna JI.B., beikoBa T.A. u ap. Jlenonpoun3BoacTBo. YueOHUK JJIs BY30B.
Jonymeno MunucrepctBoM oOpa3oBanus Poccuiickoit denepannn B kauecTBe ydeOHUKA TS
CTYZICHTOB BBICIIMX YueOHBIX 3aBeenuii http://www.bibliotekar.ru/deloproizvodstvo-1.
Tema 2. Hopmamugno-memooudeckue 0CHO8bl 0eJIONpOU3800Cmed
3aoanue:

1. IloaroToBUTh CHHMCOK HOPMATUBHO-TIPABOBBIX aKTOB, PETYIUPYIOUIUX  BOIPOCHI
JOKYMEHTAllMOHHOTO o0ecnieueHus B cdepe o00pa3oBaHUs (3aKOHBI, CTaHAAPTHl U T.N),
0003HaYUTh UX Ha3HAUYCHUE.

2. Oxapaktepu3oBaTh JTOKYMEHT «MHCTPYKIMS 10 JEJONPOU3BOACTBY KOHKPETHOU
OpraHu3aIny ¢ NO3ULIMHA — Ha3HAYEHUE, CTPYKTYpa.

llepeuenv pexomenoyemori iumepamypul.
1. beikoBa T.A. JIokyMeHTalMOHHOE oOecrieueHre yrpaBieHus (JeI0NpOru3BOICTBO)
[DnexTp.pec.]: YVa.m. ObC «MH®.-M», 2012 r.
2. JlenkeBuu JI.A. Jlenonpou3BoacTBoO //
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf.
3. Ilymkapesa JI.JI., MapkoBa H.A. HCTpyKLIKs IO AETOMPOU3BOICTBY B AETCKOM caay/
CrnpaBOYHUK pYKOBOAMUTENS JOMIKOJIBHOTO yupexaeHus - Ne4, 5,9, 10, 2006 r.
Tema 3. Tpebosanus k 0popmaeHur0 0peaHu3aYUOHHO-PACNOPAOUMENLHOU OOKYMEHMayuu
3aoanue:
1. PackpbeITh cOJep’KaHUE TOHSATHUS «OPTraHU3AUOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI.
[IpencraButh knaccudukanuro OPJI.

2. M3yuntp crnenuduKy CIEAYIOIUX JOKYMEHTOB: YCTaB, WHCTPYKIHUS, MPHUKA3,

pacrnopsiKeHue, IpOTOKOJ, aKT, JOKJIaHas U CIy)KeOHas 3aliCcKu, TOTOBOpP.

Ilpu evinonneHuu 6mopoco 3a0aHUA NPUOEPHCUBAMBCA  Cledyloueco niana:  0amo
onpeoeneHue 0OKyMeHmy, npedcmasums Kiaccuguxayuio (eciu ecms), 0003HayumMb nNpasuid
cocmasinenusi 0aHHO020 OOKYMEHMA, NPUSecmu npumep COCMAasieHus (MONCHO NOO20MOBUMb
CAMOCMOSMENLHO UIU B80CNONIL308AMbCSA OOKYMEHMOM KAKOU-1UO0 Opeanuzayuu, Hanpumep
OOUIKOTILHO20 VUPEHCOeHUS).

3. [loaroroBuTh cooOUIeHHs MO cheayloumMm TeMaM: «lcrnonbp3oBaHue MMEPCOHATBHOTO


http://www.bibliotekar.ru/deloproizvodstvo-1
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf

KOMITBIOTEpa B JIEJONPOU3BOACTBE», «CpeictBa mepemaun  HHPOpMAIUU B
JeJIONPOU3BOCTBEY, «ITHKA TeJIe(POHHBIX IEPETOBOPOBY (OTHO HA BHIOOD).
4. TloArOTOBUTH CXEMBI YTIIOBOTO U MPOJOJIBLHOTO PACTIONOKEHUSI PEKBU3UTOB HA OJIaHKE
JOKYMEHTA.
Ilepeuens pekomendyemoti 1umepamypbi:
1. AaapeeBa B.W. Jlenonpou3BoacTBO: opranu3anus 1 BeaeHue: Yu.-nmpakt. noc. KHOPYC,
2013 .
2. Batonmuua M.B. Opranuzanust paboTsl ¢ JokyMeHTamHu. - Denukc, 2004 T.
3. Henskuna JI.M. Crangapt opopmienust nokymenToB B JJIOY/ CripaBouHUK PYKOBOIUTEISA
JIOY - Ne4-5, 2006.
4. O0pa3usl ¥ madnoHs! JoKkymeHTOB // http://working-papers.ru.
Tema 4. [oxymenmoobopom 6 opeanusayuu
3aoanue:
. PackppITh MOHATHS «IOKYMEHTOOO0POT», «OpPraHu3alus JOKYyMEHTO000pOTay.
. [lepeunciuth OCHOBHBIE IPUHIIMIIBI (B TOM YUCIIE, STUUECKUE) pabOThI C JOKYMEHTaMH.
3. IlpencraBuTh XapaKTEPUCTHKY 3TariaM 00paOOTKH BXOISAIINX U UCXOJAIINX TOKYMEHTOB
B JIOIIKOJIbHOM YUPEKICHUU.
4. PackpbITh MOPSIIOK PaOOTHI C BHYTPEHHUMHU JOKYMEHTAMH B IOIIKOJIBLHOM YUPEXKICHUU.
llepeuenv pexomenoyemori iumepamypul.
1. Aaapeesa B.W. Jlenonpou3BocTBO: opranuzanus 1 BeaeHue: Yu.-nmpakt. noc. KHOPYC,
2013 .
2. beikoBa T.A. JlokyMeHTaIlMOHHOE OOecrieueHre ynpaBieHus (J1eI0pOou3BOJICTBO)
[Dnextp.pec.]: Yu.n. ObC «MH®.-M», 2012 r.
3. Baronuna M.B. Opranuzanus paboTsl ¢ fokyMeHTamH. - @ennkc, 2004 r.
4. Kynpsie B.A. Opranuzaius paboThl ¢ TOKyMeHTaMu [ DJeKTpoH. pecypc |, - HNudpa-M.,
2004 r.
5. Jlenkeuu JI.A. Jlemonpon3BoacTBo //
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf.
No 5. Pecucmpayusi  u KOHMpPOb UCNOIHEHUSL OOKYMEHMO8
3aoanue:
1. PackpeiTh OCOOEHHOCTH TPOBEACHHUS PETHCTPALMK JOKYMEHTOB B JIOIIKOJIHHOM
YUPEXKIECHUU.
2. OxapakTepu30BaTh PETUCTPAIIMOHHBIE (POPMBI: BUJIBI 1 OCOOCHHOCTH.
3. Onwmcarp Tanbl KOHTPOJISA JOKYMEHTOB B IOIIKOJIBHOM YUPEXKICHUU.
llepeuenv pexomenoyemori iumepamypul.
1. Anapeesa B.1. JlenonponsBoacTBo: oprannsanus u Beaenue: ¥Yu.-npakt. noc. KHOPYC,
2013 .
2. beikoBa T.A. JlokyMeHTaIlMOHHOE 0OecTieueHue yIpaBieHus (J1eJI0MPOU3BOJICTBO)
[DnexTp.pec.]: YVa.m. ObC «MH®.-M», 2012 r.
3. Baronuna M.B. Opranuzanus paboTsl ¢ TokyMeHTaMu. - @enukc, 2004 r.
4. Kynpsie B.A. Opranuzaius paboThl ¢ TOKyMeHTaMu [ DJeKTpoH. pecypc |, - HNudpa-M.,
2004 r.
5. Jlenkeuu JI.A. Jlemonpon3BoacTBo //
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf.
Tema 6. @opmuposarnue den

N -

3aoanue:
1. JlaTp ompeneneHue MOHITHIM «IIeJI0», «KHOMEHKJIATypa Jei.
2. [TpencraBuTh KiIacCU(PUKAINIO HOMEHKIIATYp €.
3. Breinenuts npaBuina ohopMIICHHS JIETT.

Ilepeyenv pexomenodyemou 1umepamypol:
1. Aagpeesa B.W. Jlenonpon3BoacTBO: opranu3anus 1 BeaeHue: Yu.-nmpakt. noc. KHOPYC,
2013 r.


http://working-papers.ru/
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf

2. beikoBa T.A. JlokyMeHTaIIMOHHOE 0OecTIeYeHE YIpaBIIeHuUs (IeT0IPOU3BOJICTBO)
[Qnektp.pec.]: Yu.n. OBC «MHD.-M», 2012 r.

3. Baronmuna M.B. Opranuzanus paboTsl ¢ JokyMeHTamHu. - @ennkc, 2004 r.

4. Kynpsie B.A. Opranuzaius paboThI ¢ TOKyMeHTaMu [ DJIeKTpoH. pecypc |, - Hudpa-M.,
2004 r.

5. Jlenkeuu JI.A. Jlemonpon3BoacTBO //
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf.

Memoouueckue pekomenoayuu 0 NOO20MOBKU K CEMUHAP) .

[Tpu MOATrOTOBKE K CEMHHAPCKOMY 3aHSATHIO CTYJICHTY HEOOXOIMMO HaYaTh C U3YYCHHS 3a/IaHUS,
0003HAYEHHOI'0 B TEME. 3aTEM CTYJICHT JOJDKEH U3YYUTh MaTEePHaIbl TOM JIUTEpaTyphl, KOTOpas
yKa3aHa B CITUCKE K CEMUHApPCKOMY 3a7aHui0. Bce MaTepualibl K CEMHHAPCKOMY 3aHSATHIO JTOJIKHBI
OBITH TIOJITOTOBJICHBI MUCEMEHHO. [IpUBETCTBYETCS TOUCK JIMTEPATYPHI CAMOCTOSATEIIHHO IO TEME
CEMHUHAPCKOI0 3aHSTHS.

Tecm ona camonposepku:

1. Kakoii Buj JeATeTbHOCTH HE OTHOCUTCS K JIEIONPOU3BOICTBY?

A) co3anue J10KyMEHTOB;

b) opranuzainus paboThl ¢ JOKyMEHTaMU;

B) npunsaTue yrnpaBieHUECKOTO peuIeHHs.

2. Kakoe u3 onpeneneHuii XapakKTepu3yeT AETONPON3BOJICTBO B IIETIOM?

A) oTpacib AeSITeTbHOCTH, 00ECIeUrBaOIIas JOKYMEHTUPOBAHUE M OPraHU3alInI0 paboThI €

OQUIMATIBHBIMU TOKYMEHTaMU;

b) orpacne gesrensHOCTH, OOECTIEUHUBAIOIAs OPTraHU3AIUIO XPAHEHHS U UCIIOIb30BAHUS

apXUBHBIX JOKYMEHTOB;

B) cOBOKYMHOCTb TOKYMEHTOB, OTHOCSIIIIUXCS K OTHOMY BOIIPOCY MJIM YYaCTKY €ATEIbHOCTH.

3. Kakas w3 ¢QyHKOMA MOKyMEHTOB TmpearnoyiaraeT oOecreueHne CBsS3M W oOMeHa
uHpopMaLrei Mex1y OpraHu3alysIMy U JODKHOCTHBIMU JIMLIAMH?

A) uHpopManmoHHas;

b) koMMyHuKaTUBHas;

B) ynpaBnenueckas.

4. O KakMX JOKYMEHTaxX HAET peyb: JOKYMEHTHI, B KOTOPbIX (PUKCHUPYIOT pEIICHUS
aJMUHHMCTPAaTUBHBIX W OPraHM3al[MOHHBIX BONPOCOB, @ TaKXe BOIPOCOB
yIpaBJIeHUs, B3aUMOJEHCTBUS, OOECIEUEHUs U PEryIUpOBaHUSA JESATEIbHOCTH
OpraHoOB BJIACTH, OpPTraHU3aIUIl U JOJKHOCTHBIX JIUIL?

A) Hay4HO-TEXHUYECKHUE;

b) dunancoBo-Oyxranrepckue;

B) opranusanmoHHO-pacnopsAUTENBHBIE.

5. Kakoli u3 0KyMeHTOB MpeACTaBIseT cCOOON MPaBOBOM aKT, OMpeAeSIONIii Mpasa,
(GyHKLINH, CTPYKTYpY OpTaHU3alUuK B c(hepe rocyJapCTBEHHOM, KOMMepUECKOH Ui
00LIeCTBEHHOM KU3HU?

A) MHCTpYKIUS;

b) ycras;

B) nonoxenue.

6. Kak Ha3piBaeTcst 00s3aTeNIbHBIN AJIEMEHT TIOKYMEHTa?

A) pEKBU3HT;

B) rpud;

B) Bu3a.

7. K xakol 4aCTH peKBU3UTOB OTHOCSITCSI CIIPAaBOYHbBIC JaHHBIC 00 OpraHu3anun?

A) 3aroyioBoyHasi;

b) conepxarenpHas;

B) oopmistromast.


http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo.pdf

8. Kakol peKBU3UT MUILETCS pyKOBOJIUTEIEM HENOCPEACTBEHHO HA JOKYMEHTE B IIPABOM
BEPXHEM YTy U BKIIOYaeT (PaMUIIUIO UCTIOTHUTES, COJEPKAHUE MTOPYUESHHS], CPOK
VCIIOJIHEHU S, IOANNUCH PYKOBOAMUTENS U 1aTy MOANNUCAHUSA?

A) rpud cormacoBanus;

b) pezomronus;

B) rpud yrBepxkaeHus.

9. K kakoii rpymnne opraHu3aluOHHO-PACIOPAIUTEIBHBIX JOKYMEHTOB OTHOCST

MPOTOKO?

A) opraHu3alnMOHHBIE;

b) pacniopsnuTenbHble;

B) nadopmanmnonHo-cripaBovHBIE.
10. K xakoii rpyrie opraHiu3aiiOHHO-PACIOPATUTENbHBIX JOKYMEHTOB OTHOCAT
UHCTPYKLUIO?

A) OpraHu3alMOHHBIE;

b) pacniopsurenbHble;

B) nndopmannonHo-cripaBoYHbIE.
11. K xakoii rpyrme opraHu3alOHHO-PacIOPAIUTENbHBIX JOKYMEHTOB OTHOCAT pelleHue?

A) OpraHu3alMOHHBIE;

b) pacniopsuTenbHble;

B) nndopmanmonHo-cripaBoYHbIE.
12. B kako# yacTu npukasa mo OCHOBHOH JICSITEIIBHOCTH OpTaHU3aIMKN YKa3bIBACTCA
OCHOBaHUE €ro MU3JaHus?

A) KOHCTaTHpYIOLIAs;

b) pacniopsnuTenbHas;

B) ocHoBHasl.
13. Kakoit u3 3TanoB 00pabOTKH JOKYMEHTOB IpeanoiaraeT (uKcanuio Gpakra co31aHus
WM MTOCTYIUIEHUS JOKYMEHTA IIyTeM IPOCTABJIEHUS HAa HEM MHJIEKCa U JIaThl C
HOCJEIYIOLIEH 3aMUChI0 HEOOXOIMMBIX CBEJCHUN O JOKYMEHTE B PETUCTPALIMOHHBIX
dbopmax?

A) nepBuuHas 00paboTKa JTOKYMEHTA;

b) KOHTpOJIb NCTIOTHEHUS TOKYMEHTA;

B) peructpanus nokymeHTa.
14. Kakoii Bua HOMEHKJIaTypbl yCTaHABIUBAET COCTAB JIEJl, 3aBOJJUMBIX B I€JIONPOU3BOICTBE
OIPEACIEHHON KaTeropuu OpraHu3alyy, EANHYI0 HHACKCAINIO 3THUX JIE] U SBIISETCS
HOPMAaTUBHBIM JOKYMEHTOM?

A) Tunosas;

b) npumepnas;

B) xonkpertHas.
15. Kakue 7oOKyMEHTHI TOAIIMBAOTCA B Jieyia?

A) UCTIOJIHEHHBIE;

b) npoexThl T0KyMEHTOB;

B) noKyMeHTBI, yTpaTHBIIME CUITY.
16. Kakoit 3 3TanoB J0KyMEHTO000pOTa MpeArnoaaraeT 0Toop JOKyMEHTOB Ha
rOCy/IapCTBEHHOE XPaHEHUE WJIM YCTAHOBJIEHUE CPOKOB UX XPaHEHUS Ha OCHOBE MPUHATBIX
KpuTepues?

A) peructpanus 1 KOHTPOJIb UCIIOJHEHUSI TOKYMEHTOB;

b) dopmupoBanue ne;

B) skcnepTH3a IEHHOCTH TOKYMEHTOB
') 3TO uACHTUYHBIE METO/IBI UCCIIETOBAHMSI.
10. Kakoii u3 MeTo10B n3yueHust oopazoBarenbHOro npouecca B JIOY onpeneneH B KauecTse
BEyLIETo B (eiepaibHOM TOCYJapCTBEHHOM CTaHapTe JOUIKOJIBHOTO 00pa3oBaHus?
A) negarorudeckast SKCIepTu3a;
b) meparornvyeckuii MOHUTOPHHT;



B) neparornueckas 1uarHoCTHKA.

IIpunoxenne 2

OueHoYHBIE CpeICTBA /AJs NPOBe/IeHUs] IPOMEKYTOUHOI aTTecTaluu

a) [lnanupyembie pe3yabTaThl 00y4eHHUs] H OLIEHOYHbIE CPeJACTBA /1JIsl POBeAeHHUS
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon
HH]
HUKart

opa

Nupuxarop
JOCTHIXKXCHUA
KOMIICTCHIIHU

OneHouHbIE CpECTBA

OIIK-1: cnocoben OCYHICCTBJIATD U OITUMHU3UPOBATDH HpO(beCCI/IOHaJ'ILHYIO JACATCIIBHOCTD B

COOTBETCTBUH C HOPMATUBHBIMHU IIPAaBOBBIMH aKTaMU B chepe 00pa3oBaHUs 1 HOPMaMH

poeCCHOHAIBHON ATUKU

OI1
K-1.
1:

- AHamusupyer H
UCTIONB3YeT
HOpPMAaTUBHBIE
NPaBOBBIE JIOKYMEHTHI,
periiaMeHTHPYIOLIHe
TpebOoBaHUS K
npodeccuoHanbHOM
JeSITeTbHOCTH

T eopemuvecKue 6onpocol:

1. JloxyMeHTalMOHHOE oOecrieueHre B JIOIIKOIBHOM 00pa3oBaHUU:

00111251 XapaKTePUCTHKA,;

JIOKyMEHT U BUJIbI IOKYMEHTOB;

3HayeHue U (PyHKIMH IOKYMEHTOB;

Knaccuduxaryst TokyMeHTOB;

HopmariBHO-TIpaBOBBIE  aKTBI  JICTIONPOU3BOJICTBA:  TIOHSTHE,

Ha3HAueHMUE;

IonsTie peKBU3UTA U FOPUINYECKON CHITBI IOKYMEHTa,;

[prmep ohopMIIEHHST OZTHOTO U3 PEKBH3HTOB;

OpraHu3a1MOHHO-PACTIOPSIIUTENbHAS IOKYMEHTALHS U €€ BUJIBL;

[paBua oopmieHrst OpraHU3aIOHHON TOKYMEHTAIIUH;

10. TlpaBuna oopmieHHs pacTiOpsIUTEHHON JOKYMEHTALH;

11. TIpaBuma oopmteHHst MH(OPMAIOHHO-CITPABOTHOM
JIOKyMEHTALHH;

12. Hopmbl ipodeccHOHATBHOM STUKH TP OPOPMIICHUH IOKYMEHTOB

13. J1okyMEeHTOOOOPOT B OpraHU3aIlHK;

14. Peructpariiuist TOKyMEHTOB;

15. KoHTposnb NCTIONTHEHHS IOKYMEHTOB;

16. Homenkmarypa nerr,

17. ®opmupoBaHue JIeT;

18. DkcriepTi3a IEHHOCTH JIOKyMEHTOB,

akrown

©oo~N>




Kon

Nupukarop
. JOCTUKEHUS OueHouHble CpeCTBa
UKaT
KOMIIETEHIINHU
opa
OIl |- Ilpumenser Ilpakmuueckue 3a0anus:
K-1. | HopmaTUBHO-IIpaBOBbIE
2 aKTHI B chepe — Oxapakrepu3oBarb JIOKYMEHT «HHCTpyKIMS o
OBpa3OBAHIA ¢ YIETOM JIEJIONPOU3BOJICTBY KOHKPETHOM OpraHu3aliu» : Ha3HAu€HUE,
CTPYKTYypa.
HOpM . — IloaroroButh TpeOoBaHMA K 3TarmaM pabOTHl C BXOJISAIMIMMHU
npodeccuoHanbHOM nokymentamu B JIOY.
STHKH — TlogroroButh TpeOOBaHHS K dTamaM pabOTHl ¢ UCXOASIIUMU
nokymentamu B JIOVY.
— IloaroroButh TpeboOBaHUA K 3TanaM pabOThl ¢ BHYTPEHHUMHU
nokymentamu B JIOVY.
— BriOpaTh 0fHY U3 perucTpanMoHHBIX (POPM U MPEICTaBUTH €€
OIMCaHUE.
— Omnucarb 3Tanbl KOHTPOJII JOKYMEHTOB B JOIIKOJIBHOM
YUPEKACHUH.
— IloaroToBUTH CXEMBbI YIIIOBOIO U MPOA0IBHOIO
PacrosoKeHus! PeKBU3UTOB HA OJIaHKe TOKYMEHTA.
— BeiOpars ogun u3 pexBuzutoB U3 YCOPJl (akTyanbHOU
BEPCUN) U IPEJCTaBUTh €ro 0popMIICHHE Ha ITpUMeEpe 000
o0Opa3oBaTenbHON OpraHu3anuu (HampuMmep, YHUBEPCUTET —
MOJIb3YSCh CATOM OpraHHU3aIIH )
- OdbopmMute B COOTBETCTBUM €  TpeOOBaHUSIMHU
OpPraHU3alMOHHBIA  JIOKYMEHT Ha BbIOOp:  JOJDKHOCTHAs
WHCTPYKLHUS,  JIOTOBOp,  TOJIO)KEHHWE O  CTPYKTYPHOM
MIO/Ipa3JEJICHUN OpraHU3aluH.
- OdbopmMute B COOTBETCTBUM €  TpeOOBaHUSIMHU
pacnopsAMTENbHBIN TOKYMEHT Ha BBIOOp: MPHUKa3 MO0 OCHOBHOM
JEATENIBHOCTH, ITPUKA3 M0 JMYHOMY COCTaBY, PaCIOPSIKEHHE.
- Odopmute B COOTBETCTBUM €  TpeOOBaHUSIMHU
MH(OPMALIMOHHO-CIIPABOYHBIN JIOKYMEHT Ha BBIOOD: MPOTOKOII,
CIpaBKa, TOKJIaHAs WK OOBICHUTENbHAS 3aliCKa
- Pazpaborate nepedenp HOpM MpodhecCUOHATBFHON ITHUKH,
HE00XO0TMMBIX TUIs yueTa npu COCTaBJICHUH
OpPTraHMU3alIOHHO-PACIOPSIANTEIbHBIX JOKYMEHTOB.
OIT |- OcymectBuser Ilpakmuueckue 3a0anus:
K-1. | npodeccuoHambHOE 1. Oruketrneie Qopmbl TOBEAEHHUA: O0OlIeHHE TO0 Tenedony
3 B3aMMOJIEIICTBHE C CocTaBuUTh pPEKOMEHJALMHU M PYKOBOAMUTENS JOIIKOIBHOI(
y4aCTHUKaMU 00pa30BaTEeNbHOTO YUPEKACHHUS.
00pa30oBaTeNbHBIX 2. OTUKeTHble (OPMBI  TOBEJICHHS: COCTAaBIEHHE  PE3IOME

OTHOIIICHUH B
COOTBETCTBUH C
HOpMaMH
npohecCHOHATBLHOM
STHKHU

CocTaBpTe pEKOMEHJIAIMW I TeJarora, IUTAHHPYFOIIET(
Tpyaoycrpoutses JJOVY.

3. DTUKETHBIE dbopmbl [IOBEICHUS: cobeceoBanue (
paboronarenem. [loaroroBsre namsaTky ais pykooautens OV
yKa3aHHEM HOPMAaTHBHO-TIPABOBBIX aKTOB B chepe 00pa3oBaHus, |
TOM YHCIEe TO0 TPOPECCHOHATHPHOW ASTHKE HEOOXOAMMBIX IS
coOnroeHus TpeOOBAaHUH K IPETCHICHTY.




0) ITopsinok npoBeneHust NPOMEKYTOYHOM aTTeCTALMH, TOKA3ATEJM H KPUTEPHH
OLICHUBAHUS:

[TpomexxyTounast aTTecTalyst O JAUCHHUIUIMHE «JlOKyMEHTallMOHHOE obecneueHue
JIOLIKOJILHOI'O 00pa3oBaHMs» MPOBOAUTCS B popMe 3adera.

Ha nonyuenme 3adera BIIMAET KAayeCTBO BBIIOJHEHUS IPAKTHMUECKUX 3aJaHUNA Ha
00pa30BaTEeIbHOM IIOPTAJIE U BBIIIOJHEHHE TECTOBBIX 3aJaHUM.

3aueT MOKET BBICTABIISITHCS KaK IO MOJOXKEHUSAM pedTHHra, onpeneiaeHubix no CMKO/]
Ka(eapsl, TAK U IPOBOJUTHCS B TPAJULIMOHHON YCTHOM hopMe 10 BoIpocam.

MeToauyeckue peKOMeHIalMH 10 MOATr0TOBKE K 3a4YeTy:

[Ipn moAroToBKEe K 3a4eTy HEOOXOAMMO BOCIOJIB30BATHCS MaTepUAlaMU CEMHUHAPCKUX
3aHATUH, a TaKXKe MaTrepuajlaMd, HAKOIUICHHBIMH B XOJI€¢ CaMOCTOSTEIBHOW palbOThI IO
JUCITUTUIMHE. YCTHBIA ONMPOC TPOBOAMTCS WHIAMBHIYATLHO, KAKIOMY CTYICHTY 3aJacTcs He
MEHee TPEX BOIPOCOB U3 Pa3HBIX pa3aenoB. Eciu mo kakoMy-To U3 pa3fenoB AUCHUILIMHBI TpU
OTBETE CTY/ACHT HCIIBITHIBACT 3aTPyTHEHUS, TO KOJUYECTBO BOMPOCOB MOXKET YBEIUYUTHCS C
1EeNbI0 OOBbEKTHBHOW OLIEHKU 3HAHUN (yMEHUH, HAaBBIKOB) cTyAeHTa. OTBETHI JTOMKHBI OBITh
YETKUMHU, JIOTUYHBIMH; B CIIy4ae HWCIOJb30BaHUS TPU OTBETE MATEPHAIOB CAMOCTOSTEIHHOU
MOJATOTOBKHA HEOOXOJMMO HA3bIBaTh aBTOPA TOM TOUKH 3PEHUS, KOTOpas TPAHCIUPYETCS B XOJ€
OTBETA.

Kpurepun ouneHku 3HaHHMII M YMEHHHl CTYAeHTOB /Ui MNOJY4YeHHS 3a4eTa IO
AUCHHUILINHE:

JUISL TIONYYEHUsI «3aYT€HO» - CTYAEHT JOJDKEH 3HaTb M IIOHUMaTb COBPEMEHHbIE
TpeOoBaHUsA K O()OPMIICHUIO OPraHU3aALMOHHO-PACIOPSAUTENIBHBIX TOKYMEHTOB B JIOIIKOJIBHOM
YUPEXKJIEHUU C YYETOM COBPEMEHHBIX TpeOOBaHUI HOPMATHBHBIX MPABOBBIX AKTOB M HOPM
npodeCCHOHATIBHON ATHKH, NMOHMMAaTh cHenu(uKy opraHuzanuu aokymeHToobopora B J[OVY;
BJIa/IETh HaBBIKAMH COCTABJIEHHUS OCHOBHBIX OPraHM3allMOHHO-PACHIOPSAIUTENbHBIX JOKYMEHTOB,
yMETh OpraHu30BaTh 000 3Tam JOKYMEHTOOOOpOTa C y4eTOM COBPEMEHHBIX TpeOOoBaHMMH
HOPMAaTUBHBIX IIPABOBBIX aKTOB U HOPM NMPOPECCHOHANBHON 3TUKH.



