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1. HACITIOPT ®OHJIA OINEHOYHbIX CPEJACTB

1.1. Ilepeyenr KommeTeHUHH, (GOpMHUPYEMBIX B IpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTe/IbLHON POrPaMMBbI

[Ipouiecc ocBoeHUs] TUCHUIUIMHBI HAMPABIECH Ha OBJAJCHHUE CIEAYIOIIMMU
KOMITETEHUI UMM

VYK-1 — crnocoOHOCTh OCYIIECTBIATh NOUCK, KPUTHUECKUN aHAIU3 U CUHTE3
uH(popMaIi, TPUMEHITh CUCTEMHBIM MOAXOJM JJISl PEIICHHs MOCTABJICHHBIX
3azay;

OIIK-1 — cnocoOHOCTh OCYIIECTBIATh MPOGECCUOHATIBHYIO JICSITEIBHOCTH B
COOTBETCTBMM C HOPMAaTHMBHBIMU IPABOBBIMU aKTaMu B cdepe oOpa3oBaHUs H
HOpMaMHU MPOPECCUOHATILHON ITUKU;

[1IK-5 — crmocoOHOCTh pa3pabaTbiBaTh MPOEKTHI JIOKAIBHBIX HOPMATHUBHBIX
aKTOB, oOecreunBaloOUUMX co3AaHue U (GYHKIMOHUPOBAHHE CUCTEMBbI YIPABICHUS
OXpaHOW Tpyna, OIEHUBATH PE3YIbTATUBHOCTh U A(P(HEKTUBHOCTH CHUCTEMBI
yIpaBJICHUs OXpaHOU Tpyaa B chepe oOpa3oBaHUsI.

1.2. Dranbl ¢popmMupoBaHMS KOMIIETEHUMH M CPeACTBA OLCHUBAHUSA
YPOBHSI X ¢)OPMHUPOBAHHOCTH

Jranbl ((GOPMUPOBAHUS KOMIIETEHIIHI Komnerenuun KoHTpo/ibHO-01IeHOYHbIEe
cpeacTsa / cnocod
OLICHUBAHUSA

Tewma 1. JIokyMEeHT ¥ CIOCOOBI VYK-1, OIIK-1 BrinosiHeHUE MPaKTUYECKUX
JIOKYMEHTUPOBAHUS 3aJIaHUM, YCTHBIN ONIPOC
Tema 2. HopMatuBHO-MeTOAUYECKAS VK-1, OIIK-1 BrinosiHeHUE MPaKTUYECKUX
6a3a COBpEMEHHOI0 JIeIONPON3BOJICTBA 3aJlaHu|, YCTHBIA OIIPOC
Tema 3. PekBU3UTHI TOKYMEHTOB YK-1, OIIK-1 BrinosiHeHUE MPaKTUYECKUX

3alaHUM, YCTHBIN OTIPOC
Tema 4. O6ume npasuina cocraBienus u | YK-1, OINK-1, BrinosiHeHUE MpaKTUYECKUX
opopMIIeHHS TOKYMEHTOB [1K-5 3aJlaHu|, YCTHBIA OIIPOC
Tema 5. Ilopanok cocTaBieHUs U I1K-5 BrinmonmHenue npakTHYeCcKux
oopMIIeHHS OpTraHU3AIUOHHO- 3aJlaHul, YCTHBIA OIIPOC
MIPaBOBBIX IOKYMEHTOB
Tema 6. [Topsiiok cocTaBieHUs U I1K-5 BrinmonmHenue npakTHYeCcKux
oOpMIICHUS PACTIOPSIAUTEITBHBIX 3a/laHui, YCTHBIA OIIPOC
JOKYMEHTOB
Tewma 7. IlpaBuia cocraBiaeHus ITK-5 BellloHEHNE TIPAKTUYECKUX
CIPaBOYHO-UH(OPMALIMOHHBIX 3a/IaHHM, YCTHBIN OMpocC
JOKYMEHTOB
IIpomexyrounas aTrecTanus VK-1, OIIK-1, KonrtponsHas pabota

I1K-5
Hrorosas arrecranus VK-1, OIIK-1, 3aueT (YCTHBIN)
I1K-5




1.3. Onucanue nokasareJieii GopMHUpPOBAHMSA KOMIIETCH UM
Kon Ilnanupyemsble pe3yJbTaThl 00yueHHs (MOKA3aTeIN)

KOMMETEHIIHH
YK-1 3HATH: TEOPETUYECKHUE OCHOBBI IIOMCKA, KPUTHYECKOTO aHaluu3a u
CHHTe3a HMH(POPMAalMK; COBPEMEHHbIE HWCTOYHUKH HH(pOpMaIum;
CYLIHOCTb CHUCTEMHOIO MOIX0/1a /ISl PELICHUS IOCTABJICHHBIX 3a/Ja4;.
yMeTh: (OpMyTUpOBaThH IIEM IMOWCKA W aHauu3a HWHPOPMAIWH,
BEIOMpATh MCTOYHHKH HWH(POPMAIUH; HCIOIh30BaTh WH(MOPMAIMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTUH JIJISl IOMCKa WH(OPMAIIHH;
BJAJeTh:  HaBbIKAMH  OCYIISCTBJICHHUS  KPUTHYECKOTO  aHAIIM3a
nH(OpPMAIIMA HA OCHOBE CHCTEMHOTO TOJIXOJa; HAaBBIKAMU HAXOXKICHHS
HMCTOYHUKOB nH(OpMAINH; OTIBIT IPUMEHEHUS Hay9IHO-
UCCIIEIOBATEeNIbCKUX 3HAaHUH B NPO(ECCUOHATBHON JAESITEIbHOCTH.
OIIK-1 3HATH: OCHOBHBIE 3aKOHOJATENIbHbIE M HOpPMAaTHUBHBIE aKThl B cdepe
00pa3oBaHUs M HOPMBI TIPO(ECCHOHATBHON ITHKH;
yMeTh: OIICHHBATh KAUYCCTBCHHBIM YPOBEHb OKa3aHUs 00pa30BaTEIbHBIX
YCITyT Ha OCHOBE JICHCTBYIOIIUX HOPMATHBHO-IIPABOBBIX aKTOB;
BJIaJIeTh: HABbIKAMU TNPUMEHCHHS 3HAHWA HOPMATHBHBIX WM IPABOBBIX
aKTOB B 00pa30BaTeNbHON MMPaKTUKE.
[1IK-5 3HATh: HOPMAaTHUBHBIE  aKThl, OOCCIEYMBAIONINE  CO3/JaHHEC U
(YHKIIMOHUPOBAHHUE CUCTEMBI YIIPABJICHUS OXpaHOU Tpyada;
yMeTh: pa3pabarhiBaTh MPOEKTHl JIOKAJIbHBIX HOPMATHUBHBIX AaKTOB,
obecreunBarOuX  co3JaHUe W (YHKIIMOHUPOBAHUE  CHUCTEMBI
yIpaBJICHUS OXpaHOM TpyJa; OLEHUBATh PE3yIbTaTUBHOCTH U
3¢ (PEeKTUBHOCTh CHCTEMBI YIPABJICHHS OXpaHOW Tpyma B cdepe
00pa3zoBaHus;
BJIaJleTh: HaBbIKaMU Pa3pa0OTKH IMPOEKTOB JIOKAJbHBIX HOPMATHBHBIX
aKkTOB, OOecleyuBaIOUX CO3JaHue U (YHKIIMOHHUPOBAHHE CHCTEMBI
yIpaBJICHUS OXPAaHOM TpyJa; HaBbIKAMU OIICHUBAHUS PE3yJbTaTUBHOCTH
U 3(h(}EeKTUBHOCTU CUCTEMBbl YIpaBIEHUS OXpaHOW Tpyaa B cdepe
o0paszoBaHUsl.

1.4. Kputepuu ouneHMBAHUSI KOMIIETEHHHH Ha Pa3HbIX 3Tamax MX
¢popmupoBanus

KpuTtepuu oneHnBanns yu4eOHbIX JOCTHKEHHUI CTY/IEHTOB
04HO# popMBI 00yUeHUA

. N KoanuecrBo
Bua Texymeii yueOHoi padoThl BALIOR
4 cemecTp
PaboTa Ha NpaKTHYECKUX 3aHATUSIX 55
KonTtponpHas pabora 15
3auer 30
Hroro 3a cemectp: 100
Bcero 3a roa 100




Kpurepuu oneHnBaHusi y4eOHbIX J0CTHKEHHH CTY/ICHTOB

3204HOM GopMBbI 00yUeHHS

Bua texyueii yueOHol padoThl Komecrso
0aJlu10B
3 TpumecTp
PaboTta Ha IpakTHYECKUX 3aHATHIX 45
KoHnTposabHas paborta 15
3auer 40
Wroro 3a Tpumectp: 100
Bcero 3a rog 100

HaxkonureanHas cucteMa oueHuBanuda nmo 100-0a1abHOM HIKaJIe

Yerbipexodali-
JbHas
cucremMa
OLlCHUBAHUA
JK3aMeHa

100-
oasIbHAA
HIKaJIa

BbykBenHas mkaJa, coorsercrpyromas 100-
0aJUIbHOM LIKAaJIe

Cucrema
OIlCHUBAHUA
3adera

OTINYHO

90-100

A — OTIMYHO — TEOPETUYECKOE COJCepKAHNE
Kypca OCBOEHO TIOJHOCTBIO, 0€3 TpoOeIos;
HEOOXOJAMMBIC MPAKTHYECKUE HABBIKA PaOOTHI C
OCBOCHHBIM MaTepuaiioM Cc(HOPMHUPOBAHEI; BCE
NPEIYyCMOTPEHHBIE  MPOTpaMMON  OOy4eHHUs
y4eOHbIC 3aJ[aHUsl BBINIOJHEHBI, Ka4eCTBO WX
BBITIOJIHEHHSI OI[CHEHO YHCIIOM 0auIoB, OJM3KHM
K MaKCUMaJIbHOMY

Xopo1uio

83-89

B — oueHp Xopomio — TEOpETHYECKOE
CoJiep’KaHHE Kypca OCBOEHO TOJHOCThIO, 0€3
po0esioB; HeOOXOAUMbIE MPAKTUYECKHE HABBIKU
paboThl C OCBOEHHBIM MAaTE€pHAIOM B OCHOBHOM
c(hOpMHUPOBaHBIL; BCE MPEeyCMOTPEHHbBIE
nporpaMMoii  oOyueHusi  yueOHbIe  3aJaHus
BBITIOJTHEHBI, KauyecTBO BBITIOJTHEHH S
OOJBIIMHCTBA U3 HUX OLIEHEHO YHMCJIOM OalljioB,
OIM3KUM K MAaKCUMaJIbHOMY

Xopo1io

75-82

C — Xxopomo — TeopeTHyecKoe CoJepKaHue
Kypca  OCBOECHO  IIOJHOCTBIO;  HEKOTOPBIE
NPaKTUYECKUE HABBIKU pabOThl € OCBOECHHBIM
MaTepuagoM CQOPMHUPOBAaHBl  HEJOCTaTOYHO;
BCE TMPEAYCMOTpPEHHbIE MPOrpaMMoil oOydeHus
yuyeOHble  3aJjaHHs  BBINOJIHEHBI, KayeCTBO
BBINIOJIHEHHWSI HU OJIHOTO W3 HUX HE OILICHEHO
MUHUMAJIbHBIM ~YHMCJIOM 0ajlIoB, HEKOTOpbIE
BUJIbI 331aHUH BBITIOJIHEHBI C OUIMOKaMHU

Y noBneTBo-
PUTETBHO

63-74

D - ynoBIETBOPUTENBHO — TEOPETHYECKOE
COJIep’)KaHNE AMCLMILIMHBI OCBOEHO YacTHYHO,
HO  mnpoOenbl  HE HOCAT  CYHIECTBEHHOTO

3auteHo




Xapakxrepa; HEOOXOJUMBbIE  TPAKTHYECKUE
HaBBIKM pabOTBl C OCBOCHHBIM MaTEpUATIOM
B OCHOBHOM  C(OpPMHPOBAHBI;  OOJBUIMHCTBO
NOPEAYCMOTPEHHBIX  MPOTpaMMO  0Oy4yeHHS
y4eOHBIX 3aJaHUi  BBINOJHEHO, HEKOTOpHIE
U3 BBINOJIHEHHBIX 33J[aHUH, COJIEPIKAT OMINOKH

Y noBneTBo-
pUTEIBHO

50-62

E — n1nocpeactBeHHO —  TEOPETUYECKOE
COJEpKaHUE  Kypca  OCBOCHO  YacCTHUYHO;
HEKOTOpbIE IPAKTHUUECKUE HaBBIKM PaOOTHI
He chopMUpOBaHBl, MHOTHE TPEAYCMOTPEHHBIE
nporpaMMoil  oOydeHHs yd4eOHbIE —3aJaHUs
HE BBIMOJIHEHBl JIMOO KAyeCTBO BBINOJIHEHUSA
HEKOTOPBIX M3 HUX OLIEHEHO YHUCJIOM OaJuioB,
OJIM3KUM K MUHUMAJILHOMY

Heynosnerso
-pUTEIBHO

21-49

FX — HeynoBIeTBOPUTENBHO — TEOPETUUYECKOE
COJIep’)KaHHME  Kypca  OCBOEHO  YaCTUYHO;
HEOOXOUMBbIE MMPAKTUYECKHE HAaBBIKU pPaOOTHI
HE chopMHUPOBaHBI; OOJIBIITMTHCTBO
MPEeIyCMOTPEHHBIX ~ IpOrpaMMoil  oOyueHus
yuyeOHBIX  3aJaHMi  HE BBINOJHEHO  JHOO
KAauecTBO UX BBINIOJIHEHUS OLIEHEHO YHCIIOM
0a/mioB, OMM3KMM K MUHUMAJIbHOMY; TpHU
JOTIOJTHUTEIILHOM CaMOCTOATENLHON paboTe Haa
MaTepuaJoM Kypca BO3MOYKHO IOBBILICHUE
Ka4yeCTBa BBIIIOJIHEHHs y4EOHBIX 3a/laHUI

Heynosnerso
-pUTEIBHO

0-20

F — HeynoBieTBOPUTENFHO — TEOPETHYECKOE
COJIepKaHHe Kypca HE OCBOCHO; HEOOXOIUMbIE
PaKTUIECKUE HaBBIKH paboTHI
He c(hOPMUPOBAHBI;, BCE BBITIOJHCHHbBIE y4eOHBIC
3a/IaHHs cojepxar rpyobie OIINOKH,
JIOTIOJTHUTEIIbHASL CaMOCTOSsITeTIbHAS paboTa HaJ
MaTepHalioM Kypca He MPHUBEIET K KaKOMY-JTHO0
3HaYMMOMY TIOBBIIICHUIO KAUYeCTBA BBITIOJTHEHUS
y4eOHBIX 3aJaHHI

He 3aureno




2. KOHTPOJIbBHO-OHEHOYHBIE CPEJICTBA
2.1. OueHouHbIe CPeACTBA TEKYILEr0 KOHTPOJIA (TUIIOBbIE)

Bonpoce! qiist yCTHOr0 onpoca:

1. TloHsiTHE «IOKYMEHT» U €ro (G yHKIHUH.

2. Buabl u pa3HOBUIHOCTU JOKYMEHTOB.

3. CBolicTBa ¥ IPU3HAKU JOKYMEHTA.

4. CriocoObl TOKYMEHTHUPOBaHUS.

5. Knaccudukanus 10KyMEHTOB ¥ CUCTEM JIOKYMEHTALIUH.

6. YHuduimpoBaHHas cucteMa JJOKyMEHTAIUU.

7. CocTaB peKBU3UTOB JOKYMEHTA.

8. Buapl opraHu3alimoOHHO-IPABOBBIX IOKYMEHTOB, UX HA3HAUCHHE.
9. Buabl pacnopsiuTeNIbHBIX JOKYMEHTOB, UX Ha3HAYCHUE.

10.Buabl nHDOpMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB, UX Ha3HAUCHHE.

Bomnpocs! Aj1s1 npoBeeHUs KOHTPOJIbHOU padoThI:

1. CocraButh 1 0QOPMUTH CPEACTBAMHU TEKCTOBOTO mpoieccopa MS Word
IPUKa3 [0 OCHOBHOM JESTEIIbHOCTH OpraHU3allU, IPOKOMMEHTHUPOBATD.

2. CocTaBuTh U 0OPOPMHUTH CPEJICTBAMHU TEKCTOBOTO mpoiieccopa MS Word
IPUKA3 M0 JIMYHOMY COCTaBY (IpueM Ha paboTy), MPOKOMMEHTHUPOBATD.

3. CocrtaBuTh U 0POPMUTH CPECTBAMHU TEKCTOBOTO Tporeccopa MS Word
pacrnopsbKeHue, TPOKOMMEHTHPOBATH.

4. CoctaBuTh U 0OPMHUTH CPEICTBAMU TEKCTOBOTO mporeccopa MS Word
MPOTOKOJI, MPOKOMMEHTUPOBATb.

5. CoctaBuTh U 0POPMHUTH CPEJICTBAMHU TEKCTOBOTO mpoieccopa MS Word
aKT, IPOKOMMEHTHPOBATb.

6. CoctaBuTh 1 0(QOPMUTH CPEACTBAMHU TEKCTOBOTO mporeccopa MS Word
JTOKJIAJHYIO 3alIUCKY, IPOKOMMEHTUPOBATD.

7. CoctaBuTh U 0OPMHUTH CPEICTBAMH TEKCTOBOTO mporeccopa MS Word
OOBSCHUTETHHYIO 3aMMHUCKY, MPOKOMMEHTHPOBATD.

8. CoctaBuTh U OPOPMUTH 3asBICHUE, TPOKOMMEHTUPOBATH.

9. CocraButh 1 0GOPMUTH CPEACTBAMHU TEKCTOBOTO mporeccopa MS Word
XapaKTEPUCTUKY-PEKOMEHJAIIMIO HA PAOOTHHUKA, IPOKOMMEHTHUPOBATD.

10. CoctaButh ®u 0dopMHTH aBTOOWOrpaduio, HEOOXOAUMYIO IS
odopMIIeHUST JOKYMEHTOB MPHU TIOCTYIJICHUHU Ha padoTy.

11. CoctaButh U 0GOPMHUTH pe3OME, HEeoOXoammoe it OGOpMIICHUS
JIOKyMEHTOB TIPY MOCTYIIJICHUU Ha padoTy.

2.2. OueHOYHBIE CPeACTBA AJI51 POMEKYTOUYHOM aTTecTallMU (324eT)
1. TloHsiTHE «IOKYMEHT» U €0 (DYHKIUU.
2. CBOICTBa U NTPU3HAKU JOKYMEHTOB.



3. CriocoObl U cpeacTBa TIOKYMEHTHUPOBAHUSI.

4. Knaccudukanus 10KyMEHTOB

5. CucreMsbl TOKyMEHTAIUK.

6. 3akoHOaTeNbHbIE AaKThl W TOCYJapCTBEHHbIE CTAHIAPTHl B 00JACTH
JIOKYMEHTHUPOBAHUSI YIIPABICHUYECKON JEATEIbHOCTH.

7. HopMaTUBHO-TIPAaBOBbIE aKThl W METOAMYECKUE JOKYMEHTHI OpPraHoOB
WCIIOJTHUTEILHON BJIACTM B O0JACTU JOKYMEHTHUPOBAHUS  yIPaBICHYECKOU
JEeSATENbHOCTH.

8. JlokanbHblE =~ HOpPMATHUBHBICE  aKThl ~ OpraHu3alMu B o0JlacTH
JIEJIONPOU3BO/ICTBA.

O.TloHsiTHE «PEKBU3UT JOKyMEeHTa». [lOCTOSIHHBIE W  MEepEeMEHHBIE
PEKBUBHTHI.

10. [IpaBwiia opopmieHrst peKBU3UTOB JOKYMEHTA.

11. OcobenHocTu opuUIMaANTBHO-EI0BOIO CTUJIS JOKYMEHTA.

12. O6menpuHATbIE CTUIIEBBIE 00OPOTHI.

13. YnotpebiieHre NponMCHBIX U CTPOUYHBIX OYKB.

14. lonycTuMbIe 1 HanboJiee yroTpeodisieMble COKpaIeHUSI.

15. TpeGoBanus kK 0(hOPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

16. biianky TOKYMEHTOB M MOPSAIOK WX 0()OPMIICHUS.

17. Opranu3anmoHHO-TIPaBOBbIE JOKYMEHTHl OpTaHU3alMHk, HX IeIH U
3a/1a4M CO3/1aHUsl.

18. [IokyMEHTBI,  pEeryaupyromue  JIeATeIbHOCTh  OpraHu3alud |
CTPYKTYPHOI'O MOJIpa3/IeJICHHUS.

19. JIOKyMEHTBI, pEeTYJIUPYIOIIUE E€ATEIbHOCTh COTPYAHUKOB. Y CTaB, POJib
yCTaBa B JIESITENIbHOCTH OpraHU3alUu.

20. [Tonoxxerne 00  OpraHu3amuM, IOJOXKEHHE O  CTPYKTYPHBIX
NOApa3ACICHUSX.

21. JloroBop: BUIbI 1 HAa3HAUCHHE.

22. TpynoBoe coriamieHue.

23. llltaTHOE pacnMcaHue U TOJKHOCTHAS UHCTPYKIIUSI.

24. llenu v 3aaa4u U3JaHUS PACTIOPSAIUTEIbHBIX TOKYMEHTOB.

25. IoKyMEeHTbI, U3/1aBa€Mbleé Ha OCHOBE KOJUJIETHAIBHOTO IPUHATHUS
pemenus. [locTaHOBIIEHHS U pPELLICHUS.

26. [IokyMeHTbI, H37aBa€Mble Ha OCHOBE EIUHOJMYHOIO IPUHATHUS
pemienusa. Ilpuka3 Mo OCHOBHOW JEATENIBHOCTH M BBINMCKA W3 IMpUKa3a [0
OCHOBHOM JI€SITEIIbHOCTH.

277. PacniopsbxeHue.

28. IIpoTOKOM M BBINIHCKA U3 MPOTOKOJIA.

29. Cnyxxe0OHbIE TOKYMEHTHI, OOecreunBaroniue WHOOPMAIMOHHBIA 0OMEH
MEXK]ly CTPYKTYPHBIMHU MOJPa3/ICICHUSIMU U OpTraHU3alUSIMU.

30. CrpaBku. OCHOBHBIE PEKBU3UTHI CITPABOK.

31. AKTHI 1 TpeOOBaHUS K UX O)OPMIICHHIO.

32. Jlokmagabie 1 OOBSICHUTEIBHBIC 3AITHCKH.

33. OcHOBHbIE TpEOOBaHUSI K COCTABICHUIO U O(OPMIICHUIO JI€JIOBBIX
MIHACEM.



34. OcoOeHHOCTH  OQOpMJIEHUS ~ JOKYMEHTOB  IEpeJaBaeMblX IO
3JIEKTPOHHOM ITOYTE.



