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1. HACITIOPT ®OHJIA ONEHOYHbIX CPEJACTB

1.1. Ilepeyenb kKomMmeTreHuMi, (GOPpMHPYEMBIX B IpoLecce OCBOCHUSA
OCHOBHOI1 00pa30BaTe/IbLHON NNPOrPaMMBbI

[Iponiecc OCBOEHHMsI AUCUUILIMHBI HAIPABJIEH HA OBJIAJCHUE CIICIYIOLINMHA
KOMITETEHUUSAMM:

[TpodeccroHanbHbIX KOMIETEHIIMN:

[IK-1 — cmocobGeH ocymecTBIsATh MPOQPECCHOHATBLHYIO JEATeIbHOCTh B
COOTBETCTBMM C HOPMAaTHBHO-IIPAaBOBBIMM aKTaMH B cdepe o0Opa3oBaHus WU
HOpMaMH NPOPECCUOHATBHON 3TUKH.

1.2. JTanbl GopMUPOBAHMS KOMIIETEHIMA W CPeACTBA OLEHUBAHMS
YPOBHA UX ¢(pOPMHUPOBAHHOCTH

Jrtanbl GopMHPOBAHMA KOMIIETEHIM I KoMmnerenuuun KoHTpo/IbHO-011eHOYHbIE
cpencrsa / cnocod
OLICHMBAHHS
Tema 1. JIokyMeHT U cIOCOOBI [K-1 BrinosiHeHHE TpaKTUYECKHUX
JTOKYMEHTHUPOBAHUSI 3aIaHUM, YCTHBIA ONPOC
Tema 2. HopmatuBHo-MeToauueckas 6aza | [1K-1 Beinonnenue npakTu4ecKux
COBPEMEHHOI'0 JAEIOIPOU3BOJACTBA 3aJIaHUM, YCTHBIA OIIPOC
Tema 3. PEeKBU3UTHI JOKYMEHTOB IK-1 Beinonnenue npakTU4ecKux
3aJIaHUM, YCTHBIA OIIPOC
Tema 4. Obuye mpaBuia COCTaBICHUS U IK-1 Brinonnenue npakTu4ecKux
oopMIIEHHUST TOKYMEHTOB 3alaHUM, YCTHBIA ONPOC
Tema 5. Ilopsnok cocraBieHus U IK-1 Brinonnenue npakTH4ecKux
o(opMiIeHHs1 OPraHU3aIOHHO-IPABOBBIX 3aJJaHu, YCTHBIN OIIpOC
JIOKYMEHTOB
Tema 6. [Topsimok cocTaBiaeHUs U ITK-1 BrimonHenue npakTHYeCcKux
oopmiIeHHsT pacOPSAUTENBHBIX 3a/1aHUM, YCTHBIN OIPOC
JIOKYMEHTOB
Tema 7. IIpaBuiia coctaBneHus IIK-1 Brinonnenne npakTH4ecKux
CIpaBOYHO-MH(DOPMAITMOHHBIX 3aJJaHui, YCTHBIN OIIpOC
JIOKYMEHTOB
[IpoMexxyTouHas arrecTauus [IK-1 KonTponbHas paboTa
Wrorosas arrecrauus IK-1 3aueT (yCTHBIN)

1.3. Onucanue nokasareseil GopMupoBaHus KOMIIETCHIUN

Koa koMnereHuuun

I[Inanupyemble pe3ybTaThbl 00y4eHHs (MIOKA3ATEJIH)

IIK-1

3HATh: HOPMATHUBHO-TIPaBOBbIE aKThl B cdepe oOpa3oBaHUsS U HOPMBI
po¢eCCUOHAIIBHON ATHUKH;

yMeThb:  OCYHIECTBIATH  MPO(eCcCCHOHANBHYI  ACSITENBbHOCTH B
COOTBETCTBUM C HOPMATUBHO-IIPaBOBBIMH aKkTaMH B cdepe oOpazoBaHuUs
¥ HOpMaMu PO eCCHOHATBHON ITUKH;

BJIA/I€Th: CHOCOOHOCTHIO OCYIIECTBIISITh poeCCHOHATTEHYIO
NESTENIbHOCTh B COOTBETCTBHM C HOPMATHBHO-IIPABOBBHIMU aKTaMU B
cthepe oOpazoBaHMs 1 HOpMaMU TPOPECCHOHATBHON ITHKH.




14. Kpumepuu OYEHUBAHUA Komnemenuud Ha pdasHvblx onmanax ux

Gdopmuposanus

Kpurtepuu oneHnBaHusi y4eOHbIX JOCTHKEHHH CTYI€HTOB

04HO# popMBbI 00yUeHUS

Buj Texkyuieii yue6Hoit padoThI Koamecrso
0aJ1110B
5 cemecTp
PaboTa Ha NpakTHYECKUX 3aHATHUSIX 55
KontposbHas pabora 15
3auer 30
Hroro 3a cemectp: 100
Bcero 3a rox 100

KpnTeplm OLICHUBaHUA y‘leﬁHl:IX I[OCTI/I)KeHl/Iﬁ CTYACHTOB

3204HOH (POPMBI 00y4eHUSs

Buna rexyuieit yae0Hoil padoThI Koauyecrso
0aJuI0B
7 TpUMECTp
PaboTa Ha MpaKTHYECKUX 3aHATHIX 15
Hroro 3a tpumectp: 15
8 TpUMeCTp
PaboTa Ha MpakTHYECKUX 3aHATHUSIX 30
KonTponbHas pabota 15
3auer 40
Hroro 3a tpumectp: 85
Bcero 3a roa 100

HakonureabHasa cucreMa oneHuBanus no 100-0aaanHoi HIKaJge

YeTbipex- 100- bykBennas mkaJja, coorsercrpyromas 100- Cucrema
oalNILHAA 0aJLIbHAR 0aJIILHOM IIKAJIe OlLIeHUBaHHUS
cucremMa HKaJja 3ayera
OlleHUBAHUS
IK3aMeHa
OtinyHO 90-100 A — OTIMYHO — TEOPETUYECKOE COJEp)KAHUE
Kypca OCBOGHO IOJIHOCTBbIO, ©0€3 MpoOenos;
HEOOXOIMMbIE MPAKTUYECKUE HABBIKU PabOTHI C
OCBOGHHBIM MaTepHaioM c(hOopMHpPOBaHBI, Bce
NPEeIyCMOTPEHHBIE  TPOrpaMMOil  OOydeHus
yueOHbIe 3aJaHHs BBIMIOJIHEHBI, KayeCTBO UX
BBIIOJIHEHNS OLIEHEHO YHCIIOM 0asIoB, OJIM3KUM
K MaKCUMaJIbHOMY
Xoporo 83-89 B -~ ouenp Xopomo — TEOPETHYECKOE

CO/Iep)KaHhe Kypca OCBOCHO IMOJHOCTBIO, 0e3
npo0eIoB; HEOOXOJUMBIE MPAKTUYECKIE HABBIKU
paboThl ¢ OCBOCHHBIM MAaTEPUAIOM B OCHOBHOM




c(hOpPMHUPOBAHEI; BCE PeyCMOTPEHHBIE
nporpaMmoit  0o0yueHuss y4deOHBbIE  3aJlaHUA
BBITIOTHEHEI, KauecTBO BBITIOJTHEHUS
OOJIBIIMHCTBA W3 HUX OLIEHEHO YHUCIOM OaJlioB,
OJIM3KUM K MaKCUMATbHOMY

Xopomio

75-82

C — Xopomo — TeopeTHYecKoe CoAepKaHHe
Kypca  OCBOEHO  IIOJHOCTBIO;  HEKOTOpBIE
MPAKTUYECKHE HABBIKU pPabOThl C OCBOCHHBIM
MaTepuaioM c(pOpMHUPOBaHBl  HEIOCTATOYHO;
BCE MpPEIyCMOTPEHHbIE MPOrpaMMoOil 00y4YeHHs
yueOHble  3aJaHMs  BBINOJHEHBI, KaueCTBO
BBITIOJTHEHHUSI HU OJTHOTO U3 HUX HE OLIEHEHO
MUHHMAJIbHBIM YHCJIOM OaJlJIOB, HEKOTOpbIE
BU/IbI 33JIaHUH BBINIOJIHEHBI C OIIMOKaMU

YnosnerBo-
PHUTEIBHO

63-74

D — yIOBIETBOPUTENBHO — TEOPETHUYECKOE
COJIEp’KaHUE JIHUCLHUIUIMHBI OCBOEHO YacCTHYHO,
HO  mpoOesibl  HE HOCAT  CYIIECTBEHHOTO
XapakTepa; HEo0X0IuMble IIPAKTUYECKHE
HaBBbIKH pa6OTI>I C OCBOCHHBIM  MaTCpuajIoM
B OCHOBHOM  C(OPMHPOBAHbI;  OOJBLIIMHCTBO
MPEyCMOTPEHHBIX ~ MPOTpaMMON  O0y4YeHHs
y4eOHBIX 3aJJaHMH  BBINIOJIHEHO, HEKOTOpbIE
M3 BBINIOJTHCHHBIX 33,Z[21HI/II>1, COoACpIKaT OIINOKHU

Y noBneTBo-
PHUTEIBHO

50-62

E - nocpencTBeHHO —  TeopeTHYecKoe
coliep’)KaHuE  Kypca  OCBOEHO  YacCTHYHO;
HEKOTOpble TPAKTUUYECKUE HaBBIKM PpabOTHI
He chopMUpOBaHBI, MHOTHE TPEAYCMOTPEHHBIE
nporpaMMoil  oOydeHust y4deOHble 3adaHusA
HE BBITIOJHEHBI JINOO KaueCTBO BBITIOJTHEHUS
HEKOTOPBIX M3 HUX OLEHEHO YUCIOM Oaos,
OJM3KUM K MHHUMAJIBHOMY

3aureHo

Heynosnerso-
PHUTEITBHO

21-49

FX — HeynoBIETBOPUTEIBHO — TEOPETUYECKOE
coliep’)KaHue  Kypca  OCBOEHO  YacCTHYHO;
HEO0XO/IMMbIE TPAKTUUYECKHUE HABBIKU PaOOTHI
He C(hOPMHUPOBAHEI; OOJIBIITUHCTBO
NPEIYCMOTPEHHBIX ~ IPOrpaMMoil  o0ydeHus
y4eOHBIX  3aJaHUIl  HE BBIIOJIHEHO  JINOO
KAaueCTBO MX BBIIIOJHEHUS OLEHEHO YHCJIOM
0a/uioB, ONM3KMM K MUHMMAJIbHOMY;  IpHU
JIONIOJTHUTENBHOM caMOCTOATENbHOM paboTe Ha
MaTepuajJoM Kypca BO3MOXHO IIOBBIIIEHHE
KayecTBa BBINOJHEHHs YUEOHBIX 331aHUI

Heynosnerso-
PUTEIBHO

0-20

F — HeyIOBJIETBOPHTEIHRHO — TEOPETUYCCKOE
CoJiep’)KaHuEe Kypca HE OCBOCHO; HEOOXOJMMBIE
MTPAKTUICCKHE HaBBIKH paboTHI
He COPMUPOBAHBI; BCE BBINOJIHCHHBIE YUeOHBIC
3aJaHusg coaepxar rpyObIe OIINOKHU,
JIOTIOTHUTEJIFHASL CaMOCTOsITeNIbHAsL paboTa Haf
MaTepHajoM Kypca He MPUBEACT K KaKOMY-THOO
3HAYUMOMY TIOBBIIIICHUIO KA4e€CTBA BHITIOJTHEHUS
y4eOHBIX 3aJaHUI

He 3auteno




2. KOHTPOJIBHO-OLHEHOYHBIE CPEACTBA
2.1. OueHouHbIEe CPEACTBA TEKYLEr0 KOHTPOJIA (TUIOBbIE)

Bomnpocs! /151 yCTHOTO onpoca:

[TonsiTHe «TIOKYMEHT» U €r0 (PYHKIIHH.

Bubl 1 pa3sHOBUAHOCTH JOKYMEHTOB.

CBOICTBA U NIPU3HAKHU JTOKYMEHTA.

CrocoObl JOKYMEHTHPOBAHUS.

Krnaccudukanus 10KyMEHTOB U CUCTEM JIOKYMEHTALUU.
VYHudunrpoBaHHas cucreMa JOKyMEHTAIUH.

CocTaB peKBU3UTOB JOKYMEHTA.

Buzbl opraan3aliioHHO-IIPABOBBIX JOKYMEHTOB, X Ha3HAYCHHUE.

. Buasl paciopsauTenbHbIX JOKYMEHTOB, UX HaA3HAYCHHUE.

O Bunel nHopMannoHHO-CIIPaBOYHBIX JOKYMEHTOB, X Ha3HAUCHHUE.

_‘\DSX’.\’.O\.U‘%P’!\)._‘

Bomnpocs 17151 MpoBeAeHNsI KOHTPOJILHOU padoThI:

1. CocrtaButh u 0HOPMUTH CPEACTBAMHU TEKCTOBOTO mporieccopa MS Word
IIPUKA3 10 OCHOBHOM JEATENBHOCTH OpPraHU3aliu, IPOKOMMEHTUPOBATb.

2. CoctaButh U 0OPMUTH CPEACTBAMU TEKCTOBOTO mpoiieccopa MS Word
IIPUKA3 110 JIMYHOMY COCTaBy (MpHUeM Ha padboTy), IPOKOMMEHTUPOBATD.

3. CoctaBuTh U OQPOPMUTH CPeJICTBAMU TEKCTOBOTrO nporeccopa MS Word
pacnopsbkeHrue, TPOKOMMEHTHPOBATb.

4. CocraButh 1 0()OPMUTH CPEACTBAMH TEKCTOBOTO Tporieccopa MS Word
MIPOTOKOJ, IPOKOMMEHTUPOBATb.

5. CocraButh U 0HOPMUTH CPEACTBAMHU TEKCTOBOTO mpoiieccopa MS Word
aKT, TPOKOMMEHTHPOBATb.

6. CocrtaButh U 0HOPMUTH CPEJCTBAMU TEKCTOBOTO mpoieccopa MS Word
JOKJIA/IHYIO 3aIIUCKY, IPOKOMMEHTHPOBATh.

7. CoctaBuUTh U OPOPMHUTH CPEJICTBAMU TEKCTOBOTrO Imporeccopa MS Word
OOBSCHUTENBHYIO 3aIHCKY, IPOKOMMEHTUPOBATD.

8. CocTaBuTh U OPOPMHUTH 3asIBJIECHUE, IPOKOMMEHTHUPOBATH.

9. CoctaButh U 0OPOPMUTH CPEJICTBAMU TEKCTOBOTO nporneccopa MS Word
XapaKTEPUCTUKY-PEKOMEH IALIMI0 Ha pAa0OTHHUKA, IPOKOMMEHTHUPOBATh.

10. CoctaButb u 0¢QopMHUTH aBTOOMOrpaduio, HEOOXOIUMYIO s
oopMIIeHUS JOKYMEHTOB P MOCTYIUJICHUH Ha padoTy.

11. CoctaButh u 0GhOpPMUTH pe3toMe, HeoOXoaumoe it O(pOopMIICHUS
JIOKYMEHTOB MPU MOCTYIJIEHUU Ha paldoTy.

2.2. OueHouHbIEe CPeACTBA VISl IPOMEKYTOYHOM aTTecTaunu (3a4eT)
1. [ToHsiTHE «IOKYMEHT» U €T0 (PYHKIIHH.

2. CBOICTBa M IPU3HAKH IOKYMEHTOB.
3. Coco0bl U cpeacTBa TOKYMEHTHPOBAHUS.



4. Knaccudukarus J0KyMEHTOB

5. Cucrtembl JOKyMEHTALUH.

6. 3aKOHOAATENbHBIE aKThl M TOCYJIApPCTBEHHBIC CTaHIAPTHl B 00JACTH
JOKYMEHTUPOBAHHUS YIIPABICHUYECKOU IEATETbHOCTH.

7. HopmaTUBHO-IpaBOBbIE aKThl M METOJWYECKHE JIOKYMEHTBI OpPraHoOB
WCIIOJIHUTENbHON BJacTM B 00JACTH JOKYMEHTHPOBAHUS YIPaBICHUYECKOM
JESTENbHOCTH. .

8. JlokanbHblE ~ HOPMATUMBHBIE  aKThl ~ OpraHu3alMu B 00JacTu
JIEJIONTPOU3BOICTBA.

9. IloHsiTHE «PEKBU3UT JIOKyMEHTa». [loCTOSIHHBIE U TMEepEeMEHHbIE
PEKBU3UTHI.

10. IIpaBuna oopmiieHHs] peKBU3UTOB TOKYMEHTA.

11. Ocobennoctr opuIMaTBLHO-ETOBOTO CTUIIS JOKYMEHTA.

12. O6menprHATHIE CTHIIEBBIE 00OPOTHI.

13. YnoTtpebneHue nponucHbIX U CTPOYHBIX OYKB.

14. lomycTuMblie U HauboJiee ynoTpeoasieMble COKpaIEHUS.

15. TpeGoBaHus K 0POPMIEHUIO PEKBU3UTOB JOKYMEHTOB.

16. bnanku TOKyMEHTOB U OPSAIOK UX 0(hOPMIICHHS.

17. Opranu3aliuOHHO-IIPABOBbIE JIOKYMEHTHl OpraHu3alud, WX Leld U
3aJlayu CO3JaHMusl.

18. JIOKyMeHTBI,  pEryJHUpYyIOUIUE  JEATEeIbHOCTh  OpraHu3aluh U
CTPYKTYPHOTO MOIPa3CICHHUS.

19. IokyMeHTBI, pEeryJHpyOIne ACSITEIbHOCTh COTPYAHUKOB. Y CTaB, pojb
yCTaBa B ACSTEIbHOCTH OpPraHU3aLNH.

20. Ilonoxkenue 00  opraHu3aluu, TMOJOXEHUE O  CTPYKTYPHBIX
MO/Ipa3/IETICHUSAX.

21. JloroBop: BBl U HA3HAYCHUE.

22. TpyIoBO€ COTJIALLICHUE.

23. IlITaTHOE pacnMCaHKe U TOJKHOCTHAS! MHCTPYKIIMS.

24. llenu u 337241 U3AAHUS PACTIOPSAUTEIBHBIX TOKYMEHTOB.

25. JIOKyMeHTBI, H3[1aBa€Mble Ha OCHOBE KOJUIETHAIBHOTO TMPHUHSATHS
pemienus. [locTraHOBIEHUS U pEILLICHUS.

26. IokyMeHTBI, UW3/1aBacéMble Ha OCHOBE E€JIMHOJIMYHOTIO MPUHATHUSA
pemienus. [Ipuka3 1o OCHOBHOM [EATENBHOCTHM M BBIKCKA M3 TMpHUKa3a II0
OCHOBHOM JI€SITEJIBHOCTH.

27. PacniopsikeHue.

28. IIpoToKOa U BBINIKMCKA U3 MPOTOKOA.

29. Cry)xeOHbBIE TOKyMEHTBI, oOecrieunBarone WHPOPMaIMOHHBI 0OMEH
MEXAY CTPYKTYPHBIMU MOJPa3ACICHUSIMU U OPraHU3alUsIMH.

30. CopaBku. OCHOBHBIE PEKBU3HTHI CIIPABOK.

31. AkThI ¥ TpeOOBaHUS K UX O(DOPMIICHUIO.

32. Jloxnmagubie B 0ObSICHUTEIIHHEBIC 3aITUCKH.

33. OcHOBHBIE TpeOOBAaHMS K COCTaBICHUI0O U O(OPMIICHHIO JI€TOBBIX
TUCEM.



34. Ocobennoctn  0ohOpMIICHHUS  JIOKYMEHTOB  MEpeAaBaeMbIX IO
AJIEKTPOHHOM ITOYTE.



