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1. HACITIOPT ®OHJA OLIEHOYHBIX CPEACTB

1.1. Ilepeyenpr kommeTeHUUii, GopmMHupyeMbIX B Mpolecce OCBOEHUS
OCHOBHOM 00pa30BaTe/IbHON MPOrPaAMMBbI

[Iponecc OCBOECHMS QUCHUILIMHBI HAMPABICH HA OBJIAJCHUE CIEAYIOIIUMU
KOMIIeTEHIUSIMM

Yuusepcaiabhbix (YK):

VYK-4 — cnocobeH OCylIecTBIATh JEIOBYH0O KOMMYHHUKAIMIO B YCTHOM M
NUChMEHHON (opMax Ha TocynapcTBEHHOM si3bike Poccuiickoit ®depepanuu u
MHOCTpaHHOM(BIX) sI3bIKE(aX).

1.2. Jranbl GpopMUPOBAHMS KOMIIETEHIMA W CPeACTBA OLEHMBAHUS
YPOBHH UX C()OPMHUPOBAHHOCTH

Jtanbl POpMHUPOBAHUA KOMIIETEHN I Komnerennun KoHTpO/ILHO-011eHOYHbIE
cpeacTBa / cnocod
OLICHUBAHMSA
Tema 1. JlokymMeHT u ciocoObl YK-4 BelntonHEHNE NPAKTUYECKUX
JOKYMEHTUPOBAHHUS 3aJJaHuM, YCTHBIN OIIPOC
Tema 2. HopmatuBHO-MeTo1M4eckas 0asza YK-4 BelntonHEHNE TPAKTUYECKUX
COBPEMEHHOT0 JI€JI0IPOU3BOJICTBA 3aJJaHu}, YCTHBIN OIIPOC
Tema 3. PexkBU3UTHI JOKYMEHTOB YK-4 BelntonHEHNE NPAKTUYECKUX
3aJJaHu}, YCTHBIN OIIPOC
Tema 4. OOuiue npaBuiIa COCTaBICHUS U VK-4 BrinonHeHne npakTu4ecKkux
o(opMIIeHHSsI TOKYMEHTOB 3aJJaHu}, YCTHBIN OIIPOC
Tema 5. ITopsaok cocraBieHus U YK-4 BelnmonHeHNE NPaKTUYECKUX
o opMIIEHHS OpraHNU3alMOHHO-TIPABOBBIX 3aJJaHuH, YCTHBIN OIpocC
JIOKYMEHTOB
Tema 6. Ilopsinok coctaBieHust u VK-4 BelntoniHEHNE MPAKTUYECKUX
oopMIIeHHs PaCOPSAUTEIBHBIX 3aJJaHuH, YCTHBIN OIIpOC
JIOKYMEHTOB
Tewma 7. IIpaBuia cocraBieHus YK-4 BelnonHeHNE MPAKTUYECKUX
CIPaBOYHO-UH(POPMALIMOHHBIX 3aJIaHU|, YCTHBIA OIIPOC
JIOKYMEHTOB
IIpomexxyTodHast arrecTanus YK-4 KonTponbhas pabota
Htorosas arrecTtanus VK-4 3auer

1.3. Onucanue nokasaresed (GOPMHUPOBAHNS KOMIIECTECHIMMT

Ko komMnereHuun IInanupyemble pe3yabTaThbl 00y4eHHs (MOKA3ATEJIN)

VK-4 3HaTh: TEOpPETHUYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO 00OecreyeHust
yIpaBJIeHUs,, €ro TEPMHMHOJIOTHMIO M 3aJaud; CBOMCTBa, (QYHKUHUU U
MPU3HAKU JOKYMEHTA; CIIOCOOBI U CPEJICTBA TOKYMEHTHPOBAHUS;
KJ1acCU(MKALIMIO BUIOB IOKYMEHTOB; CTPYKTYPY TIOKYMEHTOB U
HOpPMaTUBHbIE TPEOOBAHUS K UXCOCTABICHUIO U OPOPMIICHHUIO.

YMerb: cCOCTaBIATH U OGOPMIIATH JIOKYMEHTBHI, HCIOJIb3yeMble B
npodeccnoHanbHOM e TEIbHOCTH MEeJarora B COOTBETCTBUU C
YCTQHOBJICHHBIMM ~ TpeOOBaHMSMH, B  TOM  YHUCIE
MH(OPMAIIOHHBIE TEXHOJIOTHH.

HCIIOJIb3YA




Bnagers HaBbIKAMM: COCTaBIIEHUS U ODOPMIICHUS Pa3INYHBIX BUIOB
JOKYMEHTOB TPAIUIIMOHHBIM CIHOCOOOM H B DJIIGKTPOHHOM BHJIE,
HaBbIKaMU JIEJIOBBIX KOMMYHUKAILIUN B YCTHOM U MUCbMEHHOM (popme Ha
PYCCKOM $I3BIKE.

1.4. KpnTeplm OlICHUBaHUMA KOMHeTeHHI/Iﬁ Ha Ppa3HbIX 3Tanax HXx

¢popmupoBanus

Kpurepuu oneHuBaHusi y4eOHbIX JOCTHKEHUH CTYACHTOB
04HO# hopMBbI 00yUEeHUA

Bun rekymeit ydye0Hoil padoThl Koamecrso
0aJI10B
3 cemecTp
PaboTta Ha mpakTHUYECKUX 3aHATHSIX 55
KonTponbHas padbora 15
3auer 30
Hroro 3a cemecTp: 100
Bcero 3a roa 100

Kpurtepun onennBaHust yueOHbIX JOCTHKEHUI CTYJAE€HTOB
3204HOM (POpMBbI 00y4eHUS

Bupn Texkymeii yueOHol padoTsl Kouurecrso
0a/110B
4 Tpumectp
PaboTa Ha MPaKTUYECKUX 3aHATHUSIX 5
KonTponbHas pabora 20
Hroro 3a tpumectp: 25
5 TpumecTp
PaboTa Ha MPaKTUYECKUX 3aHATHUSIX 20
KonTtposnbHas pabora 15
3auer 40
Hroro 3a tpumectp: 75
Bcero 3a roa 100

HaxonureanHasa cucrema oneHuBanud mo 100-0aipH0M mkaJie

Yerbipexodaui- 100- BykBeHHas mkaJjia, coorBercrByomass 100- Cucrema
JbHas oasILHAA 0ANILHOH HIKAJIE OlLlcHHMBaHHUS
cucrema HKaJja 3ayera
OLICHUBAHMS
IK3aMeHa
OtinuHO 90-100 A — OTIMYHO — TEOPETHUYECKOE COMAEpKaHUE

Kypca OCBOEHO TIOJIHOCThIO, 0€3 mpoOesoB;
HE0OXOIMMBIE TTPAKTHYECKHE HABBIKU PabOTHI C
OCBOCHHBIM MaTepHajioM c(hOpMHpPOBaHBI, BcCe
MPEeNyCMOTPEHHBIE  MPOrpaMMoOil  0OydeHHUs
yqe6HLIe 3alaHusI BBIIIOJIHEHBI, KadY€CTBO HUX




BBLINOJIHEHHUS OLIEHEHO YKCJIOM 0ajIjIoB, OJIM3KHUM
K MaKCI/IMaJ'IBHOMy

Xoporio

83-89

B - OYCHb Xopomo —  TEOPETHYECCKOE
COACPIKAaHUEC KypCa OCBOCHO IIOJIHOCTBIO, oe3
HpO6€JIOB; HeO6XOI[I/IMBIe IMPAKTUYCCKUE HABBIKU
paGOTbI C OCBOCHHBIM MAaT€puajioM B OCHOBHOM

c(OpPMHPOBAHEI, BCE PEyCMOTPEHHBIC
mporpaMMoii  oOydeHust  ydeOHBbIC  3aJaHUA
BBIITOJTHEHBI, Ka4eCTBO BBITTOJTHEHHSI

OOJILIIIMHCTBA M3 HUX OILICHCHO YHUCJIOM OajlioB,
OJIN3KUM K MaKCUMaJIbHOMY

Xoporo

75-82

C — Xopomo — TEeopeTUYeCKoe COAep>KaHUe
Kypca  OCBOEHO  MOJIHOCTBbIO;  HEKOTOpbIC
MPAKTUYECKHE HABBIKU pPadOThl C OCBOCHHBIM
MarepuasioM Cc(HOpPMUPOBAHBI  HEIOCTATOYHO;
BCE MPEIyCMOTPEHHBIE MPOrpaMMoOi OO0yUeHUS
yueOHbIe  3aJaHUsl  BBIMOJHEHBI, KA4eCTBO
BBIIIOJIHCHUS HU OJHOIO M3 HUX HE OIICHCHO
MUHHMQJIBHBIM YHCIIOM OaJlJIOB, HEKOTOpPHIC
BHJIbI 3aJaHHI BBIIIOJHEHEI ¢ ONTHOKaMU

Y 10B1IETBO-
pUTEIBHO

63-74

D — ynoBneTBOPUTENIIBHO — TEOPETUYECKOE
COJIEpaHUE JTUCHUIUIMHBI OCBOEHO YaCTUYHO,
HO  MpoOenbl  HE HOCAT  CYIIECTBEHHOTO
Xapaxkrepa; HEO0OXOMMBIC MPaKTUYECKUE
HaBBIKK pabOThl C OCBOCHHBIM MaTepHAIOM
B OCHOBHOM  c(hOpMHpOBaHBI,  OOJBIIMHCTBO
MPEIyCMOTPEHHBIX  MPOTpaMMod  OOy4YeHHs
y4eOHBIX 3aJlaHU  BBITIOJHEHO, HEKOTOpPbIE
U3 BBITIOJTHEHHBIX 3a/IaHUH, COZIepKAT OMIHMOKH

Y noBieTBo-
pUTENBHO

50-62

E — nmocpeAcTBEHHO —  TEOpETUYECKOE
COIepXaHUE  Kypca  OCBOEHO  YaCTHYHO;
HCKOTOPBIC TPAKTUYCCKHUEC HAaBBIKA pa60T51
He CPOPMUPOBAHBI, MHOTHE MPEIYCMOTPEHHbBIE
mporpamMmoil  00ydeHus: y4eOHble 3aJaHus
HE BBIMOJIHEHB JTMOO KaveCcTBO BBIMIOIHEHUS
HEKOTOPBIX W3 HUX OIEHEHO YHCJIOM O0asuioB,
OIM3KUM K MUHHUMAIILHOMY

3auTeHo

Heynosnerso
-pUTENBHO

21-49

FX — HeynoBIeTBOPUTEIBHO — TEOPETUYECKOE
COJepKaHME  Kypca  OCBOEGHO  YaCTUYHO;
HEOOXOUMBbIE MPAKTUUYECKHE HAaBBIKU pPaOOTHI
He C)OPMUPOBAHBI; OOJBIIIUHCTBO
MPEeyCMOTPEHHBIX ~ IporpamMmoil  oOyuyeHus
yuyeOHbIX  3aJlaHU{  HE BBIIOJIHEHO  JHO0O
KAayeCTBO MX BBINIOJHEHUS OIEHEHO YHCIOM
OamnoB, ONM3KMM K MUHUMAQJIBHOMY; IIpH
JIOTIOJTHUTEIILHON CaMOCTOSATEILHON padoTe Ha
MaTepUajIoM Kypca BO3MOXHO IIOBBIIIEHHE
KayecTBa BBIIIOJIHEHUS yUYEOHBIX 3a/laHui

Heynosnerso-
PHUTEIBHO

0-20

F — HeyIOBJIECTBOPUTEIBLHO — TEOPETUYCCKOE
COJICp’KaHHE Kypca HE OCBOCHO; HEOOXOIMMBbIE
MPaKTUYCCKHE HaBBIKH paboThI

He c(hOPMUPOBAHBI; BCE BBHITIOJHECHHBIE yUeOHBIE

He 3auteno




3a/IaHus cozepxar rpyobIe OmMOKH,
JOTIOTHUTEIFHAS CaMOCTOSITeNIbHAs padoTa Haj
MaTepHalioM Kypca He MPHUBEIET K KaKOMY-JTHO0
3HAYUMOMY TIOBBIIIICHUIO KAa4eCTBA BBHITIOJTHEHHUS
y4eOHBIX 3aaHui




2. KOHTPOJIBHO-OLIEHOYHBIE CPEJICTBA
2.1. OueHoYHBbIE CPeCTBA TEKYLIEr0 KOHTPOJIs (THIOBBIE)

BonpochI /151 yCTHOT0 onpoca:

[TonsiTHE «JTIOKYMEHT» U €T0 (PYHKIIHH.

Bunb!l 1 pa3sHOBUIHOCTH JOKYMEHTOB.

CBolicTBa 1 NIPU3HAKU JOKYMEHTA.

Crioco0b! JOKYMEHTUPOBAHUS.

Knaccudukanus J0OKyMEHTOB U CUCTEM JTOKYMEHTALUU.
YHaundunmpoBanHas cuctreMa JOKYMEHTAIUH.

CocTaB peKBU3UTOB JOKYMEHTA.

Buapl opraan3animiOHHO-IIPAaBOBBIX JOKYMEHTOB, NX Ha3HAYEHUE.

. Buapl pacnopsIuTeNbHbIX JOKYMEHTOB, NX Ha3HAYEHUE.

lO Bunbl nHGOpMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, MX Ha3HAUYEHHUE.

WX R W=

Bonpocs! Aj1s1 NpoBeAeHUsI KOHTPOJIBbHOM PpadoThI:

1. CocraButh U 0OPMHUTH CPEACTBAMU TEKCTOBOTO mporieccopa MS Word
IIPUKA3 IO OCHOBHOM JI€SITEIbHOCTH OPTraHU3aluu, IPOKOMMEHTUPOBATD.

2. CoctaButh U 0OPMHUTH CPEACTBAMU TEKCTOBOTO mporeccopa MS Word
IIPUKa3 [0 JJMYHOMY COCTaBY (MpueM Ha paboTy), IPOKOMMEHTHPOBATD.

3. CocraButh U 0GOPMUTH CPEICTBAMU TEKCTOBOTO mpoieccopa MS Word
pacropsiKeHue, MPOKOMMEHTUPOBATb.

4. CoctaButh 1 0()OPMUTH CPEACTBAMH TEKCTOBOTO Mpoieccopa MS Word
MIPOTOKOJI, MIPOKOMMEHTUPOBATb.

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

6. CoctaButh U 0OPMUTH CPEACTBAMU TEKCTOBOTO mpoiieccopa MS Word
JOKJIAJTHYIO 3alTUCKY, MPOKOMMEHTHPOBATD.

7. CoctaButh 1 0()OPMUTH CPEJACTBAMHU TEKCTOBOIO Mporeccopa MS Word
O0OBSACHUTENLHYIO 3aIKUCKY, IPOKOMMEHTHUPOBATD.

8. CocraButh 1 0OPMHUTH 3asiBIICHNE, TPOKOMMEHTHPOBATb.

9. CoctaButh 1 0OPMHUTH CPEICTBAMU TEKCTOBOTO mporeccopa MS Word
XapaKTEPUCTUKY-PEKOMEHIAIIMI0 Ha paOOTHHUKA, IPOKOMMEHTHUPOBATh.

10. CocraButh u odopmuTh aBTOOMOTpadui0, HEOOXOIUMYIO IS
odopmIIeHHsT JOKYMEHTOB IPHU MOCTYIJICHUH Ha paboTy.

11. CoctaButh u 0¢GOpPMUTH pe3toMe, HeoOxoaumoe s odOopMIICHUS
JIOKYMEHTOB MPH MOCTYIJICHUU Ha padoTy.

2.2. OueHOYHBbIE CPeICTBA /IJIsl IPOMEKYTOYHOM aTTecTaluM (3a4eT)
1. [TonsiTHE «AOKYMEHT» U €T0 (QYHKITHH.

2. CBOIICTBa U MIPU3HAKHA TOKYMEHTOB.

3. Cioco0bl U cpecTBa TOKYMEHTHPOBAHUSI.

4. Knaccugukanusi JTOKyMEHTOB



5. CucreMbl TOKyMEHTaLUU.

6. 3aKOHOJATENbHbIE aKThl W TOCYJAapCTBEHHbIE CTaHAApPTHl B 00JIACTH
JOKYMEHTUPOBAHHUS YIIPABICHUYECKON AESTEIbHOCTH.

7. HopMaTuBHO-IpaBOBBIE AaKThl U METOJWYECKUE JOKYMEHThl OpPraHOB
UCIIOJHUTENBHOM BJIAaCTU B 00JAacTU JOKYMEHTUPOBAaHHUS YIPaBICHUYECKON
NESTEIBHOCTH.

8. JIokampHBlE ~ HOpPMAaTHBHBIE  aKThl  OpraHM3alMuM B 00JacTH
JIEJIONPOU3BOCTBA.

9. IlonsaTEe «PEKBU3UT JAOKyMeHTa». IlOCTOSHHBIE W TNEpEMEHHBIC
PEKBU3UTHI.

10. IlpaBuna opopmiieHUs: peKBU3UTOB TOKYMEHTA.

11. OcobGenHocty 0pUIMATHEHO-EIOBOTO CTUIIS TOKYMEHTA.

12. O6menpuHsTbIE CTUIIEBBIE 0OOPOTHI.

13. YnorpeOieHue MpornucHbIX U CTPOYHBIX OYKB.

14. lonyctuMble 1 Haubosee ynorpeodsieMble COKpAILEHUsI.

15. TpeboBanus k 0(pOPMIEHUIO PEKBU3UTOB IOKYMEHTOB.

16. biaHku TOKyMEHTOB U HOPSAAOK UX O(hOpMIICHUS.

17. Opranu3aliMOHHO-TIPABOBBIE JOKYMEHTBl OpraHU3allMd, WX LEJIH U
3aJ1ayyl CO3JaHMs.

18. JIOKyMEHTBI,  PETYJHPYIOLIME  JNEITEIBHOCTh  OpraHu3allud U
CTPYKTYPHOTO MOAPA3ACIICHHUS.

19. JIokyMeHTBI, PEryJUPYIONIUE ACATEIbHOCTh COTPYIHHUKOB. Y CTaB, pOJb
yCTaBa B JAESATEIbHOCTH OPraHU3al1u.

20. [lonoxenue 00  opraHu3aluM, TMOJOKEHHE O  CTPYKTYPHBIX
NO/Ipa3/IeTICHUSX.

21. JIoroBop: BUABI 1 HaA3HAYEHUE.

22. TpynoBoe coriamieHue.

23. llItaTHOE pacnucaHue U HOJKHOCTHAS UHCTPYKIIMSL.

24. lenu ¥ 331244 U3AAHNS PACIIOPSAUTEIBHBIX TOKYMEHTOB.

25. JIOKyMEHTBI, H37aBAa€Mble Ha OCHOBE KOJUIETMAJIBHOIO IPUHATHUSA
pemenus. [locraHOBIEHUS U peLICHNUS.

26. JIOKyMEHTBI, W3/1aBacMble HAa OCHOBE E€IWHOJMYHOTO IPUHATHUSA
pemienus. IIprka3 1O OCHOBHOM [EATEIBHOCTH M BBIIMCKA M3 IIpUKa3a I10
OCHOBHOM J€SATEIBbHOCTH.

277. PacniopsikeHue.

28. IIpoTOoKOa ¥ BBIIKCKA U3 MIPOTOKOA.

29. Cny>)keOHbIE TJOKYMEHTBI, oOecnieurBaroue WHPOpMaMOHHbIA 0OMeH
MEXIY CTPYKTYPHBIMH MOJIpa3eICHUSIMU U OPraHU3alUSIMH.

30. CnpaBku. OCHOBHBIE PEKBU3HTHI CIIPABOK.

31. AKThI ¥ TpeOOBaHUS K HX 0(DOPMIICHUIO.

32. Jloknagabie ¥ 00BICHUTEILHBIC 3aITMCKH.

33. OcHOBHBIE TpeOOBaHMS K COCTaBICHUI0O U O(DOPMIICHHIO JIETTOBBIX
MIACEM.

34. Ocobennoctu  odopMIIeHHUS  JIOKYMEHTOB  TE€pPEIaBaeMbIX IO
AJIEKTPOHHOM ITOYTE.



