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1. TACITOPT ®OHJIA ONEHOYHbIX CPEJACTB

1.1. Ilepeyenr kKommeTeHUUil, GopmMHupyeMbIX B MNpolecce OCBOCHUA
OCHOBHOI 00pa30BaTeJIbHON MPOrPpaMMbI

IIpouecc ocBOEHHUsT JUCHMILIMHBI HANPaBIEH Ha OBJAJEHUE CIEAYIOIUMHU
KOMIIETEHIIUSAMU:

OO1EeKyIbTYPHBIX KOMIIETEHIIUH:

OIIK-1 — cmocoGeH OCyIIECTBIATh MPO(PECCHOHANBHYIO IESTEIbHOCTh B
COOTBETCTBUU C HOPMATHUBHBIMU TPABOBBIMH aKTaMH B cdepe o0pa3oBaHUA U
HOpMaMu PO eCCUOHATBHON ATHKHY;

OIIK-2 — cmocobeH ydwacTBOBaTb B  pa3pabOTKE OCHOBHBIX U
JIOTIOJIHUTEIBHBIX 00pa30BaTeNIbHBIX MpOrpamM, pa3padaThiBaTh OTACNIbHbBIE HX
KOMIOHEHTHI (B TOM  4YHCJI€ C  HCIOJb30BAaHMEM  HMH(POPMAIIMOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTUIA).

1.2. Dranbl ¢popmMupoBaHMsI KOMIIETEHUMH M CPeACTBAa OLEHUBAHUA
YPOBHS UX c)OPMUPOBAHHOCTH

Jranbl (OPMUPOBAHUS KOMIIETEHIIHI Komnerenuun KoHTpOo/IbLHO-011eHOYHbIE
cpeacTBa / cnocod
OLICHUBAHUS
Tema 1. JIokyMeHT U CIIOCOOBI OIIK-1, OIIK-2 BrinonHenune nmpakTH4eCKUX
JOKYMEHTUPOBAHUS 3a/1aHM, YCTHBIN OIPOC
Tewma 2. HopmatuBHo-meToanueckas 6aza | OITK-1, OITK-2 BrinonHenune npakTH4eCKUX
COBPEMEHHOI'0 IEJI0IPOU3BOICTBA 3a1aHNM, YCTHBIN OIPOC
Tema 3. PEeKBU3UTHI IOKYMEHTOB OIIK-1, OIIK-2 BrinonHenne npakTHYeCKUX
3a1aHM, YCTHBIM OIIPOC
Tema 4. O0mue npaBuIa COCTABICHUS U OIIK-1, OIIK-2 BrinonHenune npakTH4eCKUX
oopmIIeHHs TOKYMEHTOB 3a1aHNM, YCTHBIN OIPOC
Tema 5. [Topsimok cocTaBiaeHuUs U OIIK-1, OIIK-2 BrinonHenune npakTH4eCKUX
oopmIIeHHsT OpraHNU3aIMOHHO-TIPABOBBIX 3a/laHui, YCTHBINA ONpOC
JJOKYMEHTOB
Tema 6. [lopsiiok cocTaBieHus U OIIK-1, OIIK-2 BeIIosIHEHUE IPAKTUYECKUX
odopMIIEHHUS PACTIOPSIAUTEIBHBIX 3alaHUM, YCTHBIN ONpOC
JIOKYMEHTOB
Tema 7. [IpaBuia cocTaBieHHs OIIK-1, OIIK-2 BrinonHenune npakTH4eCKUX
CHPaBOYHO-UH(POPMALIMOHHBIX 3a1aHUM, YCTHBIN OIPOC
JIOKYMEHTOB
IIpoMexxyTouHas arrecTanus OIIK-1, OIIK-2 KoHnTtposbHas padora
Hrorosas arrecranus OIIK-1, OIIK-2 3auer (yCTHBIN)

1.3. Onucanue nokasareseit GopMupoBaHusi KOMIIETEHIIUI

Koja komnerennumn Ilnanupyemble pe3yabTaThbl 00yUeHus (MOKa3aTen)

OIIK-1 3HATh: crerupuKy peryaupoBaHus MIPaBOOTHOLIEHUH B
oOpazoBatenbHOM  cepe HA  OCHOBE  TOCYHApCTBEHHOTO  H
MEXyHAPOIHOTO 3aKOHOIATEeIILCTBA,

yMeTb: COOJIIOJaTh IPAaBOBbIE, HPABCTBEHHBIE M STHUYECKUE HOPMBI,
TpeOOBaHUS TPOPECCHOHATHPHON OTUKH B  YCIOBHSAX  PEAIbHBIX




ME€JarOTHYECKUX CUTYALIN;
BJa/leTh: HAaBbIKAMH NPO(ECCHOHATBHOMN JIESTEbHOCTH B COOTBETCTBUU
C HOPMAaTUBHO-IIPABOBBIMU aKTaMH B cpepe 0Opa3oBaHusl.

OIIK-2 3HaTh: OCHOBBI  Pa3pabOTKHM  OCHOBHBIX M  JONOJHUTEIbHBIX
00pa3oBaTeNbHBIX MTPOTPaMM, UX OTIEITBLHBIX KOMIIOHEHTOB (B TOM UHCIIE
C HCTIOJIh30BaHHEM HH(DOPMAIIMOHHO-KOMMYHHKAITMOHHBIX TEXHOJIOTHA);
yMeTh: pa3pabaTbiBaTh OCHOBHBIC U JOMOJTHUTEIbHBIC 00pa30BaTeIbHbIE
nporpaMMbl, HX OTAEIbHbIE KOMIIOHEHTHI (B TOM 4HCIE C
WCII0JIh30BaHUEM MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH);
BJIA/IeTh: CIIOCOOHOCTHIO pa3padaThiBaTh OCHOBHBIC M JIOTIOJHUTEIBHEIE
oOpa3oBaTeNbHble MPOrPAMMBI, HUX OTAENbHbIE KOMIIOHEHTHI (B TOM
quclie ¢  HUCIHOJIb30BaHUEM  HMH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH).

1.4. Kpurepuu oOuneHMBAHHUS KOMIIETEHIIMA HAa Pa3HbBIX JTanmax HMXx
(popMupoBanusn

Kpurepun oneHuBanus y4eOHbIX JOCTHKEHUH CTYICHTOB
04HOH (opMBI 00yUeHHHA

Bun Texymieii yaeOHoi padoThl Koawuecrso
0aJ1J10B
4 cemecTtp
PaboTa Ha NPaKTUYECKUX 3aHATUAX 55
KontponbHas padora 15
3auer 30
Wroro 3a cemectp: 100
Bcero 3a rog 100

Kpurtepun oneHnBaHus y4eOHBIX JOCTHKEHUI CTYAEHTOB
3a04HOM (popmMbI 00yUeHUsI

Buna rtekymeit yae0Hoil padoThI Koawyecrso
0a/10B
3 TpumecTp
PaboTa Ha MpaKTUYECKUX 3aHATHIX 15
PaboTa Ha NPaKTUYECKUX 3aHATUAX 30
KontponbHas padora 15
3auer 40
Uroro 3a TpumecTp: 85
Bcero 3a rog 100

HakxonureapHas cucreMa onieHuBanud mo 100-0ayiLbHOM IKaJIe

Yerpipexodai- 100- BbykBennas mkaJga, coorsercrpyromas 100- Cucrema
JIbHAsl cUcTeMa |0aj/ibHasA 0aJIbHOM HIKAJIe OLlCHUBAHUS
OlleHUBAHUS HKaJjaa 3ayera
IK3aMeHa




OTJINYHO

90-100

A — OTIMYHO — TEOPETUYECKOE COJCpKAHUE
Kypca OCBOEHO TMOJHOCThIO, 0e3 mpobenos;
HEOOXOUMBIC MPAKTUYECKUE HABBIKH PAOOTHI C
OCBOGHHBIM MaTepuaioM c(hOpMHUpPOBAHBI, BCe
NPEIyCMOTPEHHBIE  MPOrpaMMON  OOydYeHHS
yLIGGHI:IC 3aJaHusd BBIIIOJIHCHBI, KadyC€CTBO HX
BBITIOJTHEHUS OLIEHEHO YUCJIOM 0ajuioB, OJU3KUM
K MAKCUMAJIbLHOMY

Xoporio

83-89

B — oueHb XOpomI0O — TEOPETUYECKOE
CoZiep)KaHUE Kypca OCBOEHO IOJHOCThIO, 0e3
po0esoB; HE0OXOAMMBIC TTPAKTUUYECKUE HABBIKU
paGOTBI C OCBOCHHBIM MAaTcpuajioM B OCHOBHOM

cOopMHUpPOBAHBI; BCE IpeayCMOTPECHHBIE
nporpaMMoil  oOydeHust y4yeOHbIe  3aJaHHA
BBITTOJTHEHBI, Ka4ecTBO BBITIOJTHEHUS

OOJIBIIIMHCTBA M3 HUX OIEHEHO YHCIOM OajlIoB,
OJIM3KUM K MaKCUMaJIBHOMY

Xoporo

75-82

C — XOpomo — TEOpeTHYECKOe COJAepIKaHue
Kypca OCBOGHO  TIOJHOCTBIO;  HEKOTOPBIE
MPAKTUYECKHE HABBIKA pPa0OThl C OCBOCHHBIM
MaTepraioM chopMUPOBaHBl  HEJOCTATOYHO,
BCE NPEIyCMOTPEHHBIE MPOrpaMMOil O0ydYeHHS
y4eOHbIE  3aJaHWs  BBINOJIHEHBI, KaueCTBO
BBITIOJTHEHHSI HU OJTHOTO W3 HUX HE OIICHEHO
MUHHMAJIbHBIM YHCJIOM OayjioB, HEKOTOPHIE
BUJIbI 3a/IaHU BBITIOJHEHBI C OIIMOKAMU

VY nosneTrBo-
pHUTEIBLHO

63-74

D — yIoOBIETBOPHTENBHO — TEOPETUYECKOE
CoJiepKaHNe JAUCIUIUIMHBI OCBOCHO YacTUYHO,
HO  mpoOembl  HE HOCAT  CYIIECTBEHHOTO
Xapakrepa; HEOOXOAUMBIE  IPaKTHYECKHE
HaBBIKM pabOTBl € OCBOGHHBIM MaTEepPHAIOM
B OCHOBHOM  C(OpPMHUPOBAHbI;  OOJBIIMHCTBO
IPETYCMOTPEHHBIX ~ HpOrpaMMoil  00ydeHus
y4eOHbIX 3aJaHU{  BBIIIOJIHEHO, HEKOTOpHIE
13 BBIIOJIHEHHBIX 33/IaHUH, COJICPIKAT OINOKH

Y nosneTBo-
pHUTEIBHO

50-62

E — 1nocpeacTBeHHO —  TEOpETUYECKOe
COAep)KaHWE  Kypca  OCBOGHO  YacTHUYHO;
HEKOTOpbIE TPAKTUUYECKUE HABBIKM PaOOTHI
He c(OPMUPOBAHbI, MHOTHE IIPEITyCMOTPEHHbIC
nporpaMMoil  oOydeHus y4deOHbIE  3aJaHUsA
HE BBIITOJTHEHBI JMOO KadecTBO BBINOJTHEHHS
HEKOTOPBHIX M3 HUX OLEHEHO YHCIOM Oaiios,
OJM3KUM K MUHUMAJILHOMY

3auteHo

Heynosnerso-
PpUTEIBHO

21-49

FX — HeyIoBIETBOPUTEIBHO — TEOPETUYECKOE
colep)kaHWe  Kypca  OCBOGHO  YaCTUYHO;
HEOOXO/MMBbIE TPAKTUYECKUE HABBIKM PAaOOTHI
He C(hOPMHUPOBAHBI; OOJIBIITUHCTBO
NPEeIyCMOTPEHHBIX ~ TpOrpamMMoii  oOydeHus
y4eOHBIX  3aJlaHW  HE BBITIOJIHEHO  JINOO
KaueCTBO WX BBITIOJHEHUS OICHEHO YHCIIOM
O0ayutoB, OJM3KUM K MUHUMAJIBHOMY;  TIpH
JIOTIOTHUTEIILHOM CaMOCTOSITENIbHON paboTe Hax

He 3auteno




MaTepuajoM Kypca BO3MOXHO TIOBBIIICHHE
KauyeCcTBa BBINIOJIHEHUS] YUCOHBIX 3aJaHUN

Heynosnerso- 0-20 F — HeynoBJIETBOPUTENBHO — TEOPETUYECKOE
pUTENBHO collep’kaHHEe Kypca HE OCBOCHO; HEOOXOIMMBIE
MPAKTUYECKHE HaBbIKU paboThI
HEe CPOPMUPOBAHBI; BCE BBHIMOJTHCHHBIE yUCOHBIE
3aJIaHus cozepxar rpyobIe OINOKH,

JOITOJIHUTCIIbHAA CaMOCTOSTCIIBHAsA pa60Ta Hall
MaTepuajIoM Kypca He MPUBEACT K KaKOMY-JTHOO
3Ha‘-II/IMOMy ITOBBIIICHHUKO KAa4YCCTBA BBIITIOJTHCHHA
y4eOHBIX 3aaHui

2. KOHTPOJIbBHO-OLIEHOYHBIE CPEJICTBA
2.1. OueHoYHbIE CPEACTBA TEKYIIEro KOHTPOJIs (TUIIOBbIE)

Bomnpocsl 1151 yCTHOTO onpoca:

1. IloHsTHE «IOKYMEHT» U €T0 (QYHKIHH.

2. Bupael v pa3HOBUIHOCTH IOKYMEHTOB.

3. CBoiiCTBa M IPU3HAKH JOKYMEHTA.

4. CnocoObl TOKYMEHTHPOBAHHUSI.

5. Knaccudukanus JOKyMEHTOB U CUCTEM JOKYMEHTALIHH.

6. YHudunupoBaHHas CUCTeMa JOKYMEHTALUH.

7. CocTaB peKBU3UTOB JOKYMEHTA.

8. Bunbl opraHM3allMOHHO-IIPABOBBIX JIOKYMEHTOB, UX Ha3HA4YCHHUE.
9. Buasl pacnopsauTeNnbHBIX JOKYMEHTOB, NX Ha3HAYCHUE.

10.Buzbl nHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB, UX Ha3HAUEHHE.

Bomnpocsl 1151 IpoBeieHUs KOHTPOJIbHOI padoThI:

1. CocraButh 1 0POPMUTH CpeICTBAMH TEKCTOBOTO Tiporieccopa MS Word
MPUKa3 MO0 OCHOBHOM JIEATEILHOCTH OPTaHU3aIliN, TPOKOMMEHTHPOBATb.

2. CocrtaButh U 0POPMHUTH CPEICTBAMHU TEKCTOBOTrO mporeccopa MS Word
MpUKa3 Mo JUYHOMY COCTaBy (TIprieM Ha paboTy), MPOKOMMEHTHUPOBATH.

3. CocraButh 1 0POPMUTH CPEICTBAMH TEKCTOBOTO Tporieccopa MS Word
pacnopspKeHre, TPOKOMMEHTHPOBATH.

4. CoctaButh U 0OPOPMHUTH CPEICTBAMHU TEKCTOBOTrO mporeccopa MS Word
pacnopsbKeHue, MPOKOMMEHTUPOBATb.

5. CocraButh U 0hOPMUTH CPEICTBAMU TEKCTOBOTO mnpoueccopa MS Word
IPOTOKOJI, TPOKOMMEHTHUPOBATb.

6. CocraButh U 0POPMUTH CpelICTBAMH TEKCTOBOIO mpoueccopa MS Word
aKT, TPOKOMMEHTHPOBATb.

7. CocrtaButh U 0POPMUTH CpEICTBAMH TEKCTOBOIO mpoueccopa MS Word
JOKJIAJTHYIO 3aIUCKY, MPOKOMMEHTHPOBATH.

8. CoctaBuTh U 0OPMHUTH CPEIACTBAMHU TEKCTOBOTO mpoiieccopa MS Word
OOBSCHUTEILHYIO 3aMKICKY, MPOKOMMEHTUPOBATh.




9. CoctaButb U 0QPOPMUTH 3asIBJICHHUE, TPOKOMMEHTHUPOBATb.

10. CoctaButh 1 0OPMUTH CPEACTBAMH TEKCTOBOTO mporeccopa MS Word
XapaKTEPUCTUKY-PEKOMEHIAlIMI0 Ha pa0OTHHUKA, MPOKOMMEHTUPOBATH.

11. CoctaButh u 0GOpPMUTH aBTOOMOTpadui0, HEOOXOIUMYIO IS
oopMIIEHUSI JOKYMEHTOB MPHU MOCTYIUIEHUU Ha PadoTy.

12. CoctaButh U 0OPMUTH CPEACTBAMH TEKCTOBOTO mporeccopa MS Word
pestome, Heobxoaumoe st oopMIIeHHsS] JTOKYMEHTOB MpPU MOCTYIJIEHUU Ha
pabory.

2.2. OueHoOYHBbIE CPEACTBA IS IPOMEKYTOYHOM aTTecTauuu (3a4er)

1. ITonsTHE «TOKYMEHT» U €r0 (DYHKIIHH.

2. CpolicTBa U MPU3HAKHU TOKYMEHTOB.

3. CiocoObl U cpeACcTBa JOKYMEHTUPOBAHUS.

4. Knaccudukaius T0KyMEHTOB

5. CucTtembl JOKyMEHTAIUH.

6. 3akoHOAATENIbHbIE aKThl U TOCYJIapCTBEHHbIE CTaHAApPThl B OOJACTH
JIOKYMEHTUPOBAHMS YIIPABICHUYECKOM €SI TEIbHOCTH.

7. HopMaTUBHO-NIPABOBbIE aKThl M METOAMYECKUE JOKYMEHThI OpraHOB
UCIIOJIHUTENIbHOM BJIACTH B 00JIACTU  JIOKYMEHTHUPOBAHUSl  yIPABJICHUECKOU
NEeSATEIbHOCTH.

8. JlokanpHBIE =~ HOPMATHUBHBIE  aKThl  OpraHu3aluu B oOyactu
JEJ0NPOU3BOCTBA.

O. Ilonsitue «pekBU3UT JOKyMeHTa». [locTosiHHBIE U  TIEPEMEHHbIC
PEKBU3UTHIL.

10. IlpaBuna opopmiieHUs: pEKBU3UTOB TOKYMEHTA.

11. Ocobennoctu 0pULUATBEHO-IETIOBOTO CTHIIA JOKYMEHTA.

12. OO1enpuHsIThIE CTHIICBBIE 00OPOTHI.

13. YnoTpeOieHne NponucHbIX U CTPOYHBIX OYKB.

14. lonmyctumeble 1 Hanbosiee ynoTpeOasieMble COKPAILIEHHUS.

15. TpeGoBanus kK OPOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB.

16. biaHKM TOKYMEHTOB U TIOPAJIOK UX O(POpMIICHHUS.

17. Opranu3aliliOHHO-NIPABOBbIE JIOKYMEHTBl OpraHU3alluh, HUX ILEeIH U
3aJlayy CO3JAaHMs.

18. JJokyMeHTBI,  peryJupylomue  ACSTEIbHOCTh  OpraHu3aluu U
CTPYKTYPHOI'O MOJpa3aeICHHUS.

19. JIokyMeHTBI, pEryaupyrolue AesTeIbHOCTh COTPYAHUKOB. Y CTaB, pOJib
yCTaBa B AESATEIbHOCTH OPraHU3aLUH.

20. [Tomoxxenne 00  opraHW3alUM, TMOJOXKEHHE O  CTPYKTYpPHBIX
No/Ipa3/ieICHUsX.

21. JloroBop: BU/bl U HA3HAYCHHUE.

22. TpynoBoe corJaiieHue.

23. llItatHoe pacnicaHWe U IOJKHOCTHAS MHCTPYKITHSL.



24. lenu 1 3aJa4u U34aHUS PACTIOPSAUTENBHBIX TOKYMEHTOB.

25. JIoKkyMEeHTBI, M3J]aBaeMbleé HAa OCHOBE KOJUIETHUAILHOTO MPUHATHS
peuenus. [loctanoBeHus U pelieHus.

26. JlokyMeHTBI, HW3/1aBacMble Ha OCHOBE €IMHOJIMYHOIO TPUHATHUS
pemienusi. llpuka3 1Mo OCHOBHOM JAESTENBHOCTH W BBIIMCKA W3 MpHUKa3za IO
OCHOBHOM JI€ATEILHOCTH.

27. PacniopsixeHue.

28. IIpOoTOKOJ M BBIMKMCKA U3 MPOTOKOJIA.

29. CnyxebHble JOKYMEHTHI, oOecrneunBaronme nHHOPMalMOHHbIA 0OMEH
MEXY CTPYKTYPHBIMU MOAPA3ICICHUSAMU U OPTaHU3AIHSIMH.

30. CopaBku. OCHOBHBIE PEKBU3UTHI CIIPABOK.

31. AxTbl u TpeOoOBaHUA K X 0OPMIICHHUIO.

32. JloknagHble U O0BICHUTEIIBHBIC 3aIIUCKY.

33. OcHOBHBIE TpeOOBaHUSI K COCTABICHUIO U O(POPMIICHUIO JEJIOBBIX
MUCEM.

34. OcobenHoct  odOpMJICHUS  JIOKYMEHTOB  IEepelaBaeMbIX IO
AIIEKTPOHHOM TMOYTE.



