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1. HACITIOPT ®OHJA OLIEHOYHBIX CPEACTB

1.1. Ilepeyenb koMmeTeHUMi, GopMHPyeMBbIX B Ipollecce OCBOEHHUSA
OCHOBHOM 00pa30BaTeJIbHON MPOrpaMMbI

[Iponecc O0CBOECHMS OUCHUILIMHBI HAMPABJIECH HA OBJIAJICHUE CIIEAYIOIINMU
KOMIIETEHIUSIMU:

YHuBepcaJIbHbIMHU:

- crmoco0eH OpraHu30BbIBATH W PYKOBOAUTH pabOTOM  KOMAaHJbI,
BbIpa0aTbiBasi KOMAHJIHYIO CTPAaTETHI0 Il JOCTHXKEHUS ITOCTaBICHHOW LeNn
(YK-3).

IIpodeccnonaibHBIMU:

- crnocobeH paboTaTh C MarepuajgaMd  pas3InYHbIX HCTOYHUKOB,
OCYHIECTBJISATh pPEePEPUPOBAHUE M AHHOTUPOBAHUE IMCBMEHHBIX TEKCTOB,
COCTABJISITh AHAIMUTUYECKHE 0030pBI MO 3aJaHHBIM T€MaM, HaXOJIUTb, COOMPATH U

IICPBHUYHO 0606I[IaTI> (baKTI/I‘ICCKI/II;'I Marcpuaia, acias O6OCHOB3HHI>I€ BBIBO/IbI
(TTK-17).

1.2. Dranbl ¢opMuUpOBaHMS KOMIETEHIHH M CPeACTBAa OLEHUBAHHUS
YPOBHS UX ¢ OPMHPOBAHHOCTH

KoHTpO/ILHO-011eHOYHbIE
Ne Jrtanbl GopMHPOBAHUA
u/n KOMITETeH i Komnerennun cpeacTsa / cnocod
OLICHMBAHMS
1 Tewma 1. JlokymeHT u VK-3, TIK-17 BrInonHeHne npakTH4ecKux
croco0bl JOKYMEHTUPOBAHUS 3aJlaHuM, YCTHBIN ONPOC
Tema 2. HopmatusHo- VK-3, I[IK-17 BrInonHeHne npakTH4ecKux
) Metoanyeckas 6aza 3a/laHuM, YCTHBIN ONPOC
COBPEMEHHOTO
JIEJIONPOU3BOJICTBA
3 Tema 3. PexBu3uthbI VK-3, I[IK-17 BrInonHeHne npakTUH4ecKux
JIOKYMEHTOB 3aJlaHuM, YCTHBIN ONPOC
Tewma 4. OGuue npaBuia VK-3, TIK-17 BrinonHenue npakTHYECKUX
4 COCTaBJICHUS U OPOPMIICHUS 3a/laHuM, YCTHBIN OIPOC
JIOKYMEHTOB
Tewma 5. Ilopsaok VK-3, [IK-17 BrlinonHenune npakTU4ecKux
cocTaBJIeHUS U 0(OPMIICHHS 3a/IaHMM, YCTHBIN OIpOC
5 OpraHU3al[MOHHO-TIPABOBBIX
JIOKYMEHTOB
Tema 6. [Topsook VYK-3, IIK-17 BrinosiHeHUE MTPAKTUYECKUX
6 COCTaBJIEHUS U OPOPMIICHUS 3a/laHuM, YCTHBIN ONPOC
pacrnopsiANTETbHBIX
JIOKYMEHTOB
Tewma 7. [IpaBuia VK-3, TIK-17 BrInonHeHne npakTH4ecKux
7 COCTaBJIEHUS CIIPABOYHO- 3a/laHuM, YCTHBIN ONPOC
nH(pOPMAITMOHHBIX
JIOKYMEHTOB
8 ITpomexxyrounas arrecranua | YK-3, T1IK-17 KontponbHas pabora
9 Hrorosas arrecramus VYK-3, IIK-17 3aueTr




1.3. Onncanue nokasareseil GopMUpPOBaAHUA KOMIIECTEHIUH
Kon ILnanupyemble pe3yJbTaThl 00yYeHHs (IOKA3aTeH)

KOMIIeTeHIIUH
YK-3 3HaTh: 00IIKe GOPMBI OPraHU3aIMHU JACATEIBHOCTH KOJUIEKTUBA;
yMeTh: IJIaHUPOBaTh KOMAaHIHYIO PaldoTy, pacrpenessTh HOpyYeHUs U
JIeTIETUPOBATh MOJIHOMOYHS YWICHAM KOMAaH/IbI;
BJaJeTh: CIOCOOaMM YIpaBieHHUs KOMaHIHOW paboToil B pelIeHUH
MOCTABJICHHBIX 33/1a4.
[K-17 3HATh: COBPEMEHHBIC METOJ(bI M TMPUHIHUIBI PabOTHI ¢ MarepuasamMu
Pa3IUYHBIX UCTOYHUKOB;
yMeTh: paboTath C MarepuallaMd  Pa3IMYHBIX ~ UCTOYHHKOB,
OCYLIECTBIISATH  peepupoBaHHEC UM AHHOTUPOBAHHE IHCbMEHHBIX
TEKCTOB, COCTAaBJISTh AHANUTUYECKHE O030pbl MO 3aJaHHBIM TEMaw,
HAXOJUTh, COOMpATh M TMEPBUYHO 0000ImIATh (haKTHYECKHil MaTepua,
nenasi 000CHOBaHHBIE BBIBOIBL;
BJIa/leTh: HaBBIKAMH PAa0OTHI C MaTepUallaMHU Pa3IUYHBIX UCTOYHUKOB,
ocymiecTBIsis pehepupoBaHre U aHHOTUPOBAHNUE MUCbMEHHBIX TEKCTOB,
COCTABIJICHUS AHATMTUYECKUX 0030pOB IO 3aJlaHHBIM T€MaM, HaXOJHUTh,
cobupaTth W TEPBUYHO 0000maTh (HAKTHUECKUH MaTepuai, Iemas
000CHOBAHHEBIE BBIBOJILI.

1.4. Kpurepuu oOuUeHUBAHMSI KOMIIETEHIHI Ha Ppa3HbIX JTamax HuXx
(popMupoBanus

Bun texyueil yueOHO# paboThl KonnuecTtBo 6anos
6 cemecTp
PaboTa Ha MpakTHYECKUX 3aHATHUIIX 55
KonTtposnbHas pabora 15
3auer 30
Wroro 3a cemectp: 100

HaxkonureanHasa cucrema oneHuBanud mo 100-0aapH0M mkaJie

Yerpipexodair- 100- BykBennas mkasna, coorsercrByromas 100- Cucrema
JIbHAsA O0ajsIbHast 0a/lJIbLHOM HIKaJsIe OLlCHUBAHUSA
cucremMa IKaJjaa 3ayera
OLICHUBAHUS
IK3aMeHa
OtnnuHO 90-100 | A — OTIMYHO — TEOPETHUYECKOE COMAEpKaHUE

Kypca OCBOEHO TIOJHOCThIO, 0€3 mpoOesoB;
HEe0OXOIMMbIE TIPAKTHUYECKHE HABBIKM PabOTHI C
OCBOCHHBIM MaTepHasioM Cc(HOPMHUPOBAHEI;, BCE
MpPEeIyCMOTpPEHHbIE  IporpaMMoil  oOyueHus
ydeOHbIE 3a/JlaHUsl BBHITIOJHEHBI, KadeCTBO WX
BBITIOTHEHUST OIEHEHO YHCIIOM OallyioB, OJM3KUM
K MAaKCHMaJIbHOMY

Xopouo 83-89 B — oueHb XOPOILIO — TEOPETUUECKOE COAEPKAHUE
Kypca OCBOEHO TIOJHOCThIO, 0e3 mpoOesoB;
HEOOXOAUMBIE TPAKTUUYECKUE HABBIKM PAaOOTHI C
OCBOEHHBIM MaTepuaIoM B OCHOBHOM
c(OpPMHPOBAHBI, BCE peayCMOTPEHHBIE
mporpaMMoil  oOydeHuss  ydeOHbIE  3aJaHus




BBITIOJTHEHBI, Ka4ecTBO BBITTOJIHEHUS
OOJIBIIMHCTBA M3 HUX OIEHEHO YHUCIOM Oaios,
OJIM3KUM K MAKCUMAJIbHOMY

Xopomuio

75-82

C — XOopomo — TeopeTUYecKoe COJAepKaHHe
Kypca  OCBOGHO  IIOJHOCTBIO;  HEKOTOpbIE
MPAKTUYECKHE HABBIKU pPadOThl C OCBOCHHBIM
MatepHuaioM c(hpopMHUpOBaHbI HEJJOCTATOUHO; BCE
MPEeyCMOTPEHHbIE  MPOrpaMMOil  00y4eHHs
yueOHblE  3aJaHUsl  BBINOJHEHBI, KadyeCTBO
BBIMIOJTHEHUSI HU OJIHOTO U3 HUX HE OILICHEHO
MUHHMAJIbHBIM YHCJIOM OajlJIOB, HEKOTOpbIE
BU/IbI 33JIaHUH BBIIIOJIHEHBI C OIIMOKaMU

YnosnerBo-
PUTEIBHO

63-74

D - ynoBIETBOPUTENBHO — TEOPETHUECKOE
CoJiepKaHNEe JUCLUIUIMHBI OCBOCHO YacTUYHO,
HO  mpoOenbl  HE HOCAT  CYIIECTBEHHOI'O
XapakTepa; HEo0X0IuMblIe paKTUYECKHE
HaBbIKH pa6OTI)I C OCBOCHHBIM  MaTcpHaJIoOM
B OCHOBHOM  C(OpPMHUPOBaHbI;  OOJBIIMHCTBO
IPEIYyCMOTPEHHBIX  MpOrpaMMol  OOy4YeHHs
y4eOHbIX 3aJlaHUH  BBIIIOJHEHO, HEKOTOpbIE
13 BBIITOJIHCHHBIX 3aﬂaHHﬁ, COACPIKAT OIIHNOKHU

Y 1oBJIETBO-
PUTEIBHO

50-62

E - nocpeactBeHHO — — TeopeTHYECKOe
CoJlep’KaHHE  Kypca  OCBOEHO  YacTUYHO;
HEKOTOpble IPAKTUYECKHE HABBIKM  pabOThI
HEe CPOPMUPOBAHbI, MHOTHE MPETyCMOTPEHHbIE
nporpaMMoil  oOyueHust y4eOHbIe  3aJlaHUs
HE BBINMOJIHEHB! JIM0O KAdyeCTBO BBIMOJHEHUS
HEKOTOPBIX W3 HUX OLEHEHO YHCIOM 0aluios,
OJIM3KUM K MUHUMAJIbHOMY

3aureHo

Heynosnerso-
PUTENBHO

2149

FX — HeynOoBIETBOPUTEIBHO — TEOPETUYECKOE
coJlep’)KaHME  Kypca  OCBOEHO  YaCTUYHO;
HEO0XO/IMMble TPAKTUYECKHUE HABBIKM PabOTHI
He c(hOPMHUPOBAHBI; OOJBIITUHCTBO
NOPEIYyCMOTPEHHBIX  IPOrpaMMoil  00ydeHus
yueOHBIX  3aJaHUN  HE BBIIOJIHEHO  JH0O
KAaueCTBO MX BBINIOJHEHUS OLEHEHO YHCIOM
0a/mioB, ONM3KMM K MUHUMAaJbHOMY; IpHU
JIOTIOJTHUTEIILHOM CaMOCTOSITENIbHON paboTe Haj
MaTepuajioM Kypca BO3MOXHO TIOBBIIIEHHE
Ka4yecTBa BBIIOJHEHHs YUEOHBIX 3a1aHUI

Heynosnerso-
PUTENBHO

0-20

F — HeyloBJIETBOPUTEIBHO — TEOPETUYECKOE
COZIep’)KaHHEe Kypca HE OCBOEHO; HEOOXOAUMBIE
MPAKTUYCCKUEC HaBbIKN pa6OTBI
He c(hopMUPOBaHBI; BCE BBIMOJHEHHBIE YUeOHbBIC
3a/1aHUs cozepxkar rpyObIie OINOKH,
JIOTIOJTHUTEIbHAS CaMOCTOsITeIbHAs paboTa Haj
MaTepHalioM Kypca He NMpHUBEIeT K KaKOMy-JTH00
SHAYMMOMY HNOBBIMNICHUIO Ka4CCTBA BLIITOJIHCHHUA

y4eOHBIX 3aJaHui

He 3auteno




2. KOHTPOJIBHO-OLIEHOYHBIE CPEJICTBA
2.1. OueHoYHBbIE CPECTBA TEKYIIEr0 KOHTPOJIs (THIIOBBIE)

Bomnpocs! 1Is1 yCTHOTO orpoca:

[TonsiTHE «TIOKYMEHT» U €T0 (PYHKIIHH.

Bunb!l 1 pa3sHOBUAHOCTH JOKYMEHTOB.

CBolicTBa 1 NPU3HAKU JOKYMEHTA.

Crioco0b! JOKYMEHTHUPOBAHUS.

Knaccudukanus 10KyMEHTOB U CUCTEM JTIOKYMEHTALUU.
VYHudunupoBaHHas cUCTeEMa JOKYMEHTALUH.

CocTaB peKBU3NUTOB IOKYMEHTA.

Buapl opraan3aniiOHHO-IIPABOBBIX JOKYMEHTOB, NX Ha3HAYEHUE.

. Buapl pacniopsIuTeNnbHbIX JOKYMEHTOB, NX HA3HAYCHHUE.

lO Buibl ”HGOpMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB, X Ha3HAUEHUE.

O R N

Bonpocs! Aj1s1 NpoBeAeHUs1 KOHTPOJIBbHOM PadoThI:

1. CocraButh u 0OPMUTH CPEACTBAMU TEKCTOBOTO mpoiieccopa MS Word
IPUKAa3 IO OCHOBHOM JI€SITEIbHOCTH OPTraHu3aluu, IPOKOMMEHTUPOBATb.

2. CoctaButh U 0OPMUTH CPEACTBAMH TEKCTOBOTO mporeccopa MS Word
IIPUKa3 M0 JIMYHOMY COCTaBy (MpueM Ha paboTy), IPOKOMMEHTHUPOBATD.

3. CocraButh U 0GOPMHUTH CPEIACTBAMU TEKCTOBOTO mporeccopa MS Word
pacropsiKeHue, MIPOKOMMEHTHUPOBATb.

4. CoctaBuTh 1 0)OPMHUTH CPEACTBAMH TEKCTOBOTO Iporeccopa MS Word
MPOTOKOJI, MIPOKOMMEHTHUPOBATb.

5. CoctaButh U 0OPMUTH CPEACTBAMU TEKCTOBOTO mpoiieccopa MS Word
aKT, MPOKOMMEHTHUPOBATb.

6. CoctaButh U 0)OPMUTH CPEJICTBAMU TEKCTOBOTrO mpoieccopa MSWord
JOKJIQJTHYIO 3alUCKY, MPOKOMMEHTHPOBATB.

7. CoctaButh 1 0()OPMUTH CPEACTBAMHU TEKCTOBOIO Mporeccopa MS Word
00BSICHUTEILHYIO 3aITMCKY, MPOKOMMEHTHPOBATD.

8. CocraButh 1 0OpPMHTH 3asiBIICHNE, TPOKOMMEHTHPOBATb.

9. CoctaBuTth U 0GOPMHUTH CPEICTBAMH TEKCTOBOTO mporeccopa MS Word
XapaKTEPUCTUKY-PEKOMEH IO Ha pAaOOTHHUKA, IPOKOMMEHTHUPOBATh.

10. CoctaButh u odopmuTh aBTOOMOTpadri0, HEOOXOMUMYIO IS
odopmIIeHHsI JOKYMEHTOB IPHU MOCTYIJICHUH Ha paboTy.

11. CocraButh u odopmMuTh pes3toMe, HeoOXomumoe sl O0hOPMIICHUS
JIOKYMEHTOB MPHU MOCTYIJICHUU Ha padoTy.

2.2. OueHoOYHBbIE CPeICTBA /JIsl IPOMEKYTOYHOM aTTecTAlUM (3a4eT)
1. TloHaTHE «TOKYMEHT» U €r0 (DYHKIIMH.

2. CBolCTBa Y MPU3HAKU IOKYMEHTOB.

3. Cnioco0bl U cpeicTBa TIOKYMEHTHPOBAHUSI.

4. Knaccudukaius 10KyMEHTOB

5. CucreMbl TOKyMEHTaLUU.



6. 3aKoHOJATeNbHBIE AaKThl W TOCYIAapPCTBEHHBIE CTaHAApPTHl B 00JACTH
JOKYMEHTUPOBAHUS YIIPABICHUYECKON AEATEIbHOCTH.

7. HopMaTuBHO-IpaBOBbIE AKThl U METOJWYECKUE JOKYMEHThl OpPraHOB
UCIIOJHUTENIbHOM BJIacTU B 00JacTM JOKYMEHTHPOBAHMS YIPABICHYECKOU
JESTEIIBHOCTH.

8. JIokampHBlE ~ HOpPMAaTHBHBIE  aKThl  OpraHM3alMud B 00JacTH
JIEJIONPOU3BOICTBA.

O. IlonsTe «pEKBU3UT JAOKyMEeHTa». IlOCTOSHHBIE W TNEpEMEHHBIE
PEKBU3UTHI.

10. IlpaBuna oopmiieHUs: peKBU3UTOB TOKYMEHTA.

11. OcobGenHocty opHUIMATHEHO-EIOBOTO CTUIIS JOKYMEHTA.

12. O6uenpuHsTbIE CTUIEBBIE 0OOPOTHI.

13. YnoTpebieHue nponucHbIX U CTPOYHBIX OYKB.

14. lonyctuMble 1 Haubosee ynorpedasieMble COKpAILEHUsI.

15. TpeboBanus k 0pOPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.

16. braHku TOKyMEHTOB U HOPSAAOK UX O(hOpMIICHUS.

17. Opraau3aliMOHHO-IIPABOBBIE JOKYMEHTBl OpraHU3allMd, WX LEIH U
3aJ1ayyl CO3JaHMs.

18. JIOKyMEHTBI,  PETYJHPYIOUIUME  JNEITEIBHOCTh  OpraHu3allud U
CTPYKTYPHOTO IOAPA3ACIICHHUS.

19. JIoKyMeHTBI, peryJHpyIOMne AEATEIbHOCTh COTPYAHUKOB. Y CTaB, pPOJIb
yCTaBa B JAESATEIbHOCTH OpPraHU3aluu.

20. [lonoxenue 00  opraHu3aluM, TOJOKEHHE O  CTPYKTYPHBIX
NOJIpa3eIICHUsX.

21. JloroBop: BUABI 1 Ha3HAYEHUE.

22. TpynoBoe cornamieHue.

23. llItaTHOE pacnucaHue U AOHKHOCTHAS UHCTPYKIIMSI.

24. Ilenu 1 3a7a44 U3AAHUS PACTIOPSAAUTENBHBIX JTOKYMEHTOB.

25. JIOKyMEHTBI, H37aBa€Mble Ha OCHOBE KOJUIETMAJIBHOIO IPUHATHUSA
pemenus. [locraHOBIEHUS U peLLICHNUS.

26. JIOKyMEHTBI, W3/1aBa€Mble HAa OCHOBE E€IWHOJIMYHOTO IPUHATHUSA
pemienus. IIprka3 1o OCHOBHOM [EATEIBHOCTH M BBINMCKA M3 IIpUKa3a [0
OCHOBHOM AEATEIBbHOCTH.

277. PacniopsikeHue.

28. IIpoTOoKOa M BBIIMCKA U3 MPOTOKOJA.

29. Ciy>)keOHbIE TJOKYMEHTBI, oOecnieurBaroue WHPOpMaMOHHbI 0OMeH
MEXIY CTPYKTYPHBIMH MOJIpa3eICHUSIMU U OPraHU3alUsIMH.

30. CnpaBku. OCHOBHBIE PEKBU3HTHI CIIPABOK.

31. AKThI ¥ TpeOOBaHUS K UX O(DOPMIICHUIO.

32. Jloknagabie ¥ 00BICHUTEIBHBIC 3aITMCKH.

33. OcHOBHBIE TpeOOBaHMS K COCTaBICHHIO U O(OPMIICHUIO [1E€JOBBIX
MIACEM.

34. Ocobennoctd  odopmiieHHUS ~ JOKYMEHTOB  IEpPEelaBaeMbIX IO
AIIEKTPOHHOM IIOYTE.



