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AHHOTAIIVA K PABOYEHN ITPOT'PAMME YUYEBHOW JUCITATIAHBI
OI1L.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA

1. O6s1acTh MPpUMEHeHHUsI IPOrPaMMBbI

Pabouass nmporpamma  yueOHOW  [JUCHMIUIMHBI ~ SIBJISIETCS  YacCTbIO  OCHOBHOM
obpazoBartenbHOM mporpammbl CITO (TTIICC3) B cootBerctBuu ¢ PI'OC 110 CrieruasbHOCTU
38.02.04 «Kommeprus (110 oTpac/sim).

Pabouassi mporpamMMa y4yeOHOW [AWUCLUIUIMHBI MOXeT OBbITb HCMO/Mb30BaHAa B
JIOTIOJTHUTE/TBHOM  TpodeCCHOHA/IbHOM ~ OOpa3oBaHMd (B MporpaMmax  TOBBIIIEHHS
KBa/M(PUKALIMM U TIePeroJroToBKU) U TPOQeCcCHOHaNbHOM TMOJATOTOBKe, B  KOTOPBIX
1peJlyCMOTPeHO (pOpMHpPOBaHMe YMEeHUI U 3HaHUH.

2. Mecro yueOHOH [AHCIMIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTeIbHOH
nporpaMmbl:  YueOHasg  JUCLMIUIMHA BXOAWT B Mpo(decCHOHANbHBIA LUK Kak
obuenpodeccroHanbHast AUCLAMIIMHA.

3. e m 3apaum y4eOHOM JUCHMIUIMHBI — TPeOOBaHWS K pe3ysibTaTaM OCBOEHHS
yueOHOU ANCLIATITUHBI

Llempto ocBoenust aucuuriael OIT 13. [TokymeHTalmoHHOe obecrieueHre yIpaBIeHUs
SBJISIIOTCS:  (hOpMUpOBaHWe  CUCTeMaTU3MPOBAHHBIX 3HAHWW 1O  [JOKYMEHTALMOHHOMY
obecrieueHnI0 yripaB/ieHus U 00yueHre He0OX0IMMBIM HaBbIKaMH PabOThI C IOKyMeHTaMH.

3ajjaur JUCIATIMHBI:

- Hay4YuTh OPOPM/IATH JOKYMEHTALMI0 B COOTBETCTBMM C HOPMAaTHBHOM 0a3o0ii, B TOM
Y1C/ie UCTIONb3Yst MHPOPMALIMOHHbIE TeXHOJIOTHH;

- 0CBaWBaTb TEXHOJIOTHM aBTOMATHU3UPOBAHHON 00pabOTKY /JaHHBIX;

- HAyuuTb OCYILEeCTB/SATb XpaHeHHe U TOUCK JJOKYMEeHTOB;

- IPUBUBATH KYJ/IbTYPY O(pOpPM/IeHHs JOKyMeHTaLUH.

B pe3ynbTaTe 0CBOeHUS JUCLIUIIMHBI 00YJaroLUICs JO0/DKEH YMeTh:

- 0(opMIATb OpraHU3aljMOHHO-PacCHopsiiUTe/IbHble [JOKYMEHTbI B COOTBETCTBUU C
pevicrByromum ['OCTom;

- OCYyLeCTBIATH 00pabOTKy BXOASAIIMX, BHYTPEHHHX M HWCXOJAMMX JOKYMEHTOB,
KOHTPOJIb 3a UX UCTIOJTHEHHEM;

- 0hOpMJIATh JOKYMEHTBHI /i/1s1 [lepefjaur B apXyB OpraHu3aliuu.

B pe3yrbTaTe 0CBOeHUsI JUCLIUIIIMHBI 00YYaroIUiiCs AO/DKeH 3HATh:

- TIOHSITHE IOKYMEHTa, er0 CBOMCTBA, CIIOCOOBI IOKyMeHTUPOBAHMSI;

- TpaBWIa COCTaB/ieHUss U OGOpMJIEHUs]  OpraHU3allMOHHO-PaCTIOPSIAUTebHBIX
JIOKyMeHTOB (zanee - OP/I);

- cucTemy U TUIIOBYO TEXHOJIOTUIO JIOKYMEHTaL[IOHHOT'O
obecrieueHust yripassieHus (ganee - JJOY);
- ocobeHHOCTH [le/I0NIpOr3BOCTBA 1o obpaltieHusIM rpakJaH U

KOH(U/IeHLIMaIbHOT'0 /1e/I0NPOU3BO/CTBA.

B pe3ynbraTe OCBOEHHSI [JUCLIMIUIMHBI y CTY[I€HTOB J[OJDKHBI OBITb C(HOPMUPOBAHBI
ciepytore  obmme  kommeteHimu  (OK) w  mpodeccroHansHbie  KommeteHrmu (1K),
BKJTIOYaroLI[1e B cebst CriocOOHOCTE:

OK 1. TToHMMaTh CYIJHOCTb M COLMA/BHYIO 3HAYMMOCTH CBOed Oynayiueli rpodeccud,
TMIPOSIBJISITh K HEM YCTOMUMBBIN UHTEpeC.

OK 2. OpraHu3oBbiBaTh COOCTBEHHYHO JesATe/bHOCTb, BbIOMpaTh TUIIOBbIE METObl U
Croco0Obl BBITIO/THEHUs TTPOdeCcCUOHATBHBIX 3a/]au, OL[eHUBATh UX 3QPeKTUBHOCTb U KauecTBo.

OK 3. IIpyHuMaTh pelleHus B CTaHJApPTHBIX U HeCTaHJAPTHBIX CUTyaLUAX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcyujectBisiTh TMOWCK W WCIIO/Ib30BaHWe WHGOPMAaLK, HeoOXOAUMOM [ist
3¢(eKTUBHOIO BBINOJHEHUS] MPOQECCUOHANbHBIX 3a/lay, MPo(ecCUOHaNbHOTO U JIMYHOCTHOTO
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pasBUTHSL.

OK 5. MHcrnonp3oBaTh  HMH(OPMALMOHHO-KOMMYHHUKAL[MOHHbIE  TEXHOJIOTWUU B
npodecCUOHaTbHOM /1eTeIbHOCTH.

OK 6. CamocTrosiTebHO oOInpefieisiTh 3a/lauyd Mpo(ecCUOHaJbHOTO U JIMYHOCTHOIO
pa3BUTHS, 3aHUMaTbCs  camMooOpa3oBaHMEM, OCO3HAaHHO  IJIAHUPOBATh  IIOBBIILIEHHUE
KBa/IM(DVKALIUHL.

OK 7. OpueHTHpOBaTbCs B YCJAOBUSIX TIOCTOSIHHOTO OOHOBJIEHHSI TeXHOJIOTUH B
rpodeCcCMOHA/ILHOM iesiTeTbHOCTH.

OK 8. Opranu3oBeiBaTh paboyee mecTo ¢ cobsrosieHreM TpeOOBaHMM OXpaHbl TPY[a,
TIPOU3BO/ICTBEHHOM CaHUTAapUU, MHPEKIIMOHHOMN U TTPOTUBOIIOKapHOU 6e301acHOCTH.

I[IK 2.2 Odopmnisith, TPOBEpPSATh MPABUIBHOCTb COCTABAEeHHUs, 00ecreurBaTh XpaHeHHe

OPrdHM3allMOHHO-PACIIOPAANTE/IbHBIX, TOBAPOCOIMMPOBOAWTE/bHBIX W  HWHBIX HEO6XO,E[I/IMI::IX
JOKYMEHTOB C MCII0/Ib30BaHWEM dBTOMATHU3MPOBAHHBIX CHUCTEM.

4. Ko/nuecTBo 4acoB Ha 0CBOEHHE MPOrPaMMbl y4e0HO! AMCLMIUIUHBI:

MaKCUMaJTbHOM yueOHOM Harpy3ku oOyuarorierocsi — 94 yaca, B TOM uucie:

00s13aTe/IbHOM ayJUTOPHOM yueOHOM Harpy3ku odyuaromjerocst — 62 yaca;

CaMOCTOSITe/IbHOM paboThI 00yyUarorierocst — 32 yacos.

5. TemaTuueckuyi niaH:

Pa3pen 1. [lokyMeHTHUpOBaHHe yIIpaB/IeHYeCKOM /iesiTe/IbHOCTH

Tema 1.1. Beegenue. I[Tonstue o I0Y

Tema 1.2. TloHsATHE O JOKYMEHTE

Tema 1.3. HopmaTtuBHO-TIpaBoBasi 6a3za J10Y

Tema 1.4. ®opmyisip-obpa3sel] JOKyMeHTa

Pa3pen 2. OpranusanoHHO-pacnopsiauTenbHble JoKyMeHThI (OP/T)

Tema 2.1. OpraHu3aliOHHO-TIPaBOBbIE JOKYMEHTbI

Tema 2.2. PacniopsiiuTesibHble JOKYMEHTbI

Tema 2.3. TH(opmal[OHHO-CITpaBOYHast JOKYMeHTaLUsI

Tema 2.4. Opranu3sainyisi KapoBoro Jeaornporu3Bo/CTBa

Pa3pen 3. Opranu3anus padoThl C JOKYMeHTaMH

Tema 3.1. Ciyx6a I0Y

Tema 3.2. Opranu3aiys JOKyMeHT000opoTa

Tema 3.3. PaboTa c obparrieHusiMu TpaXk/iaH B OpraHbl B/IaCTH

Pa3gen 4. KonduaeniuanabHoe /1e/10NPOU3BO/ICTBO

Tema 4.1. HopmaruBHo-TipaBoBasi 6a3a  opraHu3anuu  KOH(UEHIMATBHOTO
Jle7I0NpOM3BO/CTBA

Tema 4.2. SI3bIK U CTU/Bb CTY>KeOHBIX JOKYMEHTOB, Cy/1€0HbIX JJOKyMEHTOB.

Tema 4.3. 3aiuTa JOKyMEeHTOB CO/Iep>KalliiX 3aKpbITYI0 HH(OPMALKIO

Tema 4.4. Opranusaiys paboTel C JOKyMEHTaMH, COZepKalllUMH 3aKpPBITYIO
vH(OopMal1io

Tema 4.5. O6s13aHHOCTH U MpaBa 00/1az1aTe st UHPOPMaIUu

OK 1 TMoHMMaTh CYIIHOCTh W COLIMAJBHYIO 3HAUMMOCTh CBOEM Oyayiiei mpodeccuw,
TIPOSIBJISATh K HEW YCTOWUMBBIM UHTEpecC.

OK 2 OpraHu3oBbiBaTb COOCTBEHHYIO [leATeNbHOCTb, BBIOMpaTh TWIIOBbIE METOJbI U
CIIOCOOBI BBITIONTHEHUs! TPO¢eCCHOHATBHBIX 3a/1a4, OLleHUBaTh X 3()(HeKTUBHOCTH ¥ Ka4eCTBO.

OK 3 [IpuHUMaTh pellleHysi B CTaHAAPTHBIX U HeCTaHAAPTHBIX CUTYaLUsiX U HECTU 38 HUX
OTBETCTBEHHOCTH

OK 4 OcyuecTBisiTh TIOUCK W UCMOMb30BaHUe WH(OpMaIul, HeoOXOAUMOU [jist
3¢ (deKTUBHOTO BBLITIOJHEHUS] MPOQeCcCUOHaNbHbBIX 3a/lay, MPOo(ecCUOHaNbHOTO U JIMYHOCTHOTO
pa3BUTHSI.

OK 6 Paboratb B KoO/UleKTHBe W KoMaHfe, 3(h¢eKTUBHO 0O0IIaThCs C KOJUIeramy,
PYKOBO/ICTBOM, NOTpeOUTE/SIMHU.
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OK 12 CobmogaTh [eHCTBYIOIee 3aKOHOZATeTbCTBO M 00si3aTeslbHble TpeOOBaHUS
HOPMAaTHBHBIX JOKYMEHTOB, a TaK)Ke TpeOOBaHHs CTaHZAPTOB U TEXHUUECKUX YCIOBUH.

npo¢)ecCHOHA/TbHbIE KOMIETEHLINHU:

ITK 2.2 OdopmnsTh, MPOBEPSATh MPABUIBLHOCTh COCTaB/IeHHMs, 00eCreurBaTh XpPaHEHHEe
OpraHU3al[MOHHO-PACIIOPSIIUTEIbHBIX, TOBAapPOCOTIPOBOJUTEBHBIX U WHBIX HE00XOJUMBIX

AOKYMEHTOB C UCITI0/Ib30BdAHMEM dBTOMATHU3WPOBAHHBIX CUCTEM.
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1. IIACIIOPT PABOYEM ITPOT'PAMMBI YUYEBHOU JIVICITUTL/INHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

1.1. O6s1acTh MPpUMeHeHHUsI IPOrPaMMbI

Pabouast rporpamMma yueOHOW JUCLIATIIMHBI SIB/ISIETCS YaCThIO TIPOTPAMMBI TIOATOTOBKH
CTieLIMaIMCTOB CpefHero 3BeHa B cooTBeTcTBUU € PI'OC mo cnenuansHoctu CITO 38.02.04
«Kommepuus (1o oTpacisam)».

1.2. Mecto y4e0HOM [UCOMIUIMHBI B CTPYKType OCHOBHO#H mnpo¢eCcCHOHA/THLHOMN
oOpa3oBaTe/JIbHOU MPOrpaMMbI

HOuctmnmiHa — «/JoKymMeHTaloHHOe — obecrieueHye — yrIpaB/ieHWs»  BXOAWT B
npoeccroHanbHBIN LUK/ Kak ob11ienpodeccroHanbHast JUCLIAIUIMHA.

1.3. Ilern u 3agauu y4yeOHOH AMCHUIUIMHBI - TPe0OBaHWUS K pe3y/bTaTaM OCBOEHHSA
JAUCLIMIIVHBI:

Llenmpto ocBoenusi aucuurmbel OIT 13. [JokyMeHTar[MoOHHOe obecrieueHre YIIpaBJIeHHs
SB/ISIOTCA:  (QOPMUPOBaHME  CUCTEMAaTHM3WPOBAHHBIX 3HAaHUM M0  JOKYMEHTALMOHHOMY
obecrieueHHI0 yrpapyieHus U o0yueHre HeoOX0[UMBIM HaBbIKaMH pabOThI C IOKYMEHTaMH.

3ajjauu JUCLUIIMHBI:

- HayuuTb O(GOPMJISTH JAOKYMEHTAI[MI0 B COOTBETCTBHUM C HOPMATHMBHOUM 0a30i, B TOM
YKCJie UCTI0/b3YysI UHPOPMAaLIMOHHbIE TeXHOIOTUH;

- OCBaMBaTh TEXHOJIOTHUH aBTOMAaTH3MPOBAHHOW 00pabOTKY /JaHHBIX;

- HAyUuTb OCYILIeCTB/STh XpPaHEeHHe U MOWCK JJOKYMEHTOB;

- TIPUBUBATh Ky/IbTYypy 0hOpM/IeHNsI JOKYyMeHTaLUHU.

B pe3y/nbTaTe 0CBOEHUS JUCLUITMHBI 00YYarOLIUICs 0/KEeH YMeTh:

— 0(OopM/IATh U NPOBEPSITh MPAaBUILHOCTh 0(OPMJIEHUS JOKYMEeHTALMi B COOTBETCTBUU

C YCTaHOBJIEHHbIMH TpeOOBaHUSIMU, B TOM UYMC/Ie WCIOJIb3ys HH(OpMaI[MOHHbIe

TeXHOJIOTUH;

— TIPOBO/JIUTh aBTOMAaTHU3HMPOBaHHYIO 00pabOTKy /JOKYMEHTOB;

— OCYLLeCTBJ/IATb XpaHeHue U ITOMCK JOKYMEHTOB;

— HCII0/Ib30BaTh TesleKOMMYHUKaLFIOHHbIe TeXHOJIOTUU B 3/1eKTPOHHOM

JIOKyMeHTO000pOTe;

B pe3ynbTaTe 0CBOeHUS JUCLIUIIIMHBI 00YJarOIUIACs JO/KeH 3HaTh:

— OCHOBHBIE TIOHSTHS: LeJIH, 33/aud W TIPUHLWIBI JOKyMEHTAL[MOHHOTO O0ecrieueHust

yTpaB/ieHus;

— CHUCTeMBbI JJOKyMEeHTAl[MIOHHOTO 00ecTieueH s yIipaB/ieHus], UX aBTOMAaTH3al1IO;

— K/accuUKalyo JOKyMEHTOB;

— TpebOBaHUS K COCTABJIEHHIO ¥ 0()OPMIIEHHIO JOKYMEHTOB;

— OpraHu3aluio JJoKyMeHTooOopoTa: TrpueM, 00pabOTKy, perumcTpaiyio, KOHTPOJb,

XpaHeHVe JOKyMeHTOB, HOMeHK/IaTypy Jer;

B pe3ynbraTe OCBOEHUs [AUCLUIUIMHBI Y CTY/I€eHTOB [O/DKHBI OBbITh CHOPMUPOBaHbI

crepytore obue komreteHnmyd (OK) u mpodeccronanmpHble KommeteHmu (I1K),

BKJTIOYAIOLI[1e B cebst CriocOOHOCTE:

OK 1. IloHnMaTh CYIIJHOCTH W COLMAJbHYI0 3HAUMMOCTh CBOel Oyayiuelt rpodeccud,
TIPOSIB/ISITh K Hel yCTOWUMBBIN WHTEpec.

OK 2. OpraHu30oBbIBaTh COOCTBEHHYIO [eSTeTbHOCTh, BHIOMPATh THUIIOBbIE METOZBI U
Crioco06bl BBITIO/THEHUs TTPOdecCUOHATBHBIX 3a/jau, OL[eHUBATh UX 3QQeKTUBHOCTb U KauecCTBo.

OK 3. IlpuHumarts pellieHHs B CTaHAAPTHBIX U HECTaHJAPTHBIX CUTyalUsX U HeCTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcyujectBisiTh TMOWCK W WCIO/Ib30BaHWe WHGOPMAaILUK, HeOoOXOAUMOM [ist
3¢(eKTUBHOrO BBIMOJHEHUS] MPOQECCUOHANbHBIX 3a/lay, MPo(ecCUOHaNbHOIO U JIMYHOCTHOTO
pasBUTHSL.
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OK 6. PaboraTh B KO/IeKTHBe W B KOMaHZe, 3(¢eKTUBHO 00L[aThbCsi C KOJUIeramy,
PYKOBO/ICTBOM, NOTpeOUTe/SIMHU.
OK 12. CobmrosaTh [eMCTBYIOIIee 3aKOHOATe/NLCTBO M 00si3aTesibHbie TpeOOBaHMUS
HOPMAaTHBHBIX JOKYMEHTOB, a TakK)Ke TpeOOBaHHs CTaHAAPTOB, TEXHUUECKUX YCIOBHUH.
ITK 2.2. OdopmsTh, TIPOBEPSTh MPAaBWILHOCTh COCTaB/IeHHs, 00ecrieurBaTh XpaHeHHe
OpraHu3aljMOHHO-PACTIOPSIIUTE/IbHBIX, TOBAPOCOTPOBOAUTENbHBIX M MHBIX HE0OXOJUMBIX
JOKYMEHTOB C UCIT0/Ib30BaHWeM aBTOMAaTU3UPOBaHHBIX CUCTEM.

JINUHOCTHBIE pe3y/1bTaThl
peain3aljiy NpPorpaMMbl BOCIIUTAHMS, ONIPe/ie/IeHHbIE 0TPAC/IeBHIMU TPe00OBaHUAMH
K /IeJIOBbIM KauecTBaM JIMUHOCTH

JleMOHCTPUPYIOLIHIA TOTOBHOCTb ¥ CIOCOOHOCTB BECTH JUAJIOT C JIP 13
JPYTHMH JIFOAbMU, JOCTUraTh B HEM B3aMOIOHUMaHUs, HaXOAUThb
o011He 11e/T ¥ COTPYAHUYATH JJIsl MX JOCTH)KEHUs B PO eCCHOHaTbHON
JesaTe/IbHOCTU

[TposiByisiroLLMI CO3HATeIbHOE OTHOILIEHHE K HelPepbIBHOMY JIP 14
00pa3oBaHMIO KaK YCJIOBHIO YCTIELTHOW TPOodeCCHOHATBHOM 1
00I1IeCTBEHHOU J1eITe/TbHOCTH

[TpyHMMaOILIMK OCHOBBI 3KOJIOTMUECKOM KYJ/IbTYPbl, COOTBETCTBYHOIIEM JIP 16
COBpEMEHHOMY YPOBHIO 3KOJIOTHUECKOT'0 MBIIILJIEHUS], TIPUMEHSFOIINIMA
OTBIT 9KOJIOTHYECKH OPUEHTUPOBAHHOMN ped/IeKCHBHO-OIIeHOUHOMN 1
TIPAKTUUECKOH /leaTeTbHOCTH B )KU3HEHHbBIX CUTYyalUsIX U
ripodeCcCMOHA/ILHOM JIesiTeTbHOCTU

PabotaTh B KOJ/UIEKTHBE U KOMaH/e, 3 dHeKTUBHO B3aUMO/IeliCTBOBATh C JIP 19
KOJIJIeraMH, PyKOBOJCTBOM, K/IMEHTaMHu.

JINUHOCTHBIE pe3y/IbTaThl
peaiM3aluy NPorpamMMbl BOCIIUTAHHSA, ONIPe/ie/IeHHbIE Cy0heKTOM
Poccuiickoii Pepeparuu

[MTonb30BaThCs TTpodecCHoHaNILHOM JOKyMeHTalel Ha JIP 21
rocy/lapCTBEHHOM M MHOCTPAaHHOM si3bIKax. (B peZ. [Ipukasa
Munnpocsenenusi Poccuu ot 17.12.2020 N 747)

AKTHBHO TPUMEHSIIOLLMMN TTO/TyYeHHbIe 3HaHUsI Ha TTPAKTHKe JIP 22

JIN4YHOCTHBIE Pe3y/1bTdThbl
pe€a/IM3allMi MIPpOorpaMMbl BOCITUTAHHUA, onIpeJe/IecHHbIC K/TIOUE€BbIMHU paGOTOAaTEJIﬂMl/I

BrimonHsitoiuii TpyoBble GYHKLMKA U J@eMOHCTPUPYIOILIWN JIP 25
ripodecCcOHa/IbHbIe HAaBLIKU B MPO(MeCCUOHATBLHOM /lesITe/IbHOCTH.

JINUHOCTHBIE pe3yabTaThl
peaiM3anuy MporpaMMbl BOCIIMTAHHSA, ONIpe/ie/IeHHbIe Cy0beKTaMu
o0pa3oBaTe/ILHOrO NpoLecca

[TposiBAATE ZOOPOIKENAaTeNTLHOCTh K OKPY KAFOIIM, [1e/TMKaTHOCTh, JIP 27
YyBCTBO TaKTa U FOTOBHOCTb 0Ka3aTh yCJIYTy KaXX/[OMY KTO B Heid
HYXK/1aeTCsl.

1.4. Ko/sinuecTBO 4aCcoB Ha 0CBOEHHE MPOrpamMMbl AUCLHMILIMHBIL:
MaKCUMaJIbHOM yueOHOM Harpy3ku oOyuaroijerocsi - 94 yaca, B TOM UHCIe:
o0s13aTeTbHON ayITUTOPHOM yueOHOM Harpy3Kku obyyJarorierocs — 62 uaca;
CaMOCTOSITe/TbHOM paboThl 00yuarorierocs - 32 yacos.
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2. CTPYKTYPA U COJAEPXKAHVE YYEBHOU JIVICITUTLINHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

2.1. O6beM yueOHOM JUCIUIUTHHBI U BH/ABI y4eOHOH padoThI

Buj yue6HOI paboThI KoimuecTBo yacoB
MakcuMasibHasi yueOHasi Harpy3kKa (Bcero) 94
O0s3aTeibHasi ayAMTOPHasi yueOHasi Harpy3Ka (Bcero) 62
B TOM UHCJIE:
TPAKTUYECKUE 3aHATUS 20
CamocTosTeTbHasi paboTa o0yuaromerocs (Bcero) 32

[TpoMe)xyTouHasi aTTeCTalHs 10 AUCLUITIMHE «/JOKyMeHTaIlMOHHOe 0becrieueHye yrpasieHus» B (hopme
JugpepeHyuposaHHo20 3auema
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2.2, TeMaTHUeCKHH IVIAH U CO/iePXKaHNe YUeOHOU AUCIUIVINHBI «/J0OKyMeHTaljHOHHOe o0ecrieueHne yIpaB/IeHUus»

HaumeHoBaHue pa3esioB U CojiepkaHre yueOHOTO MaTepHasa, 1abopaTopHble pPadOThI, MPAKTUUYECKHE 3aHSATHS, O6beMm YpoBeHb
TeM camoCTosiTe/bHast paboTa 00yUarIMXCs 4acoB OCBOEHHSI
1 2 3 4
BBepenue. Copep)xaHue yue0HOro MaTepHuasa 2
[TousaTHe o JOY 1 | Ilpeamet u 3azgauu Kypca. Cesa3b JIOY ¢ ApyruMu AUCLHMIIMHAMUA 1
2 | Victopuyeckue 3Tarnbl pa3BUTHS [€JI0IIPOU3BOCTBA 1
3 | Poss IOV B cdepe yrpaB/ieHUs 1
CamocTrosiTe/ibHasA pabora 3
1 | Pabora c KOHCTIeKTaMH ypOKa M MaTepuanaMu yueOHUKa (KOB) 110 TeMe «BBeenue. [ToHsiTHe 0 1
JOY»
2 | Hanucanue courHeHus: Ha TeMy «Moe MOHSTHE 0 J0KyMeHTe. Posb [1e10npor3BO/CTBa B MOek 1
Oyay1en nmpodeccu»
3 | IloaroroBka coo0I1eHuit 10 UCTOPUM BO3HUKHOBEHUS /1e/IONPOU3BO/ICTBA TT0 TeMaM: 1
«IIprKasHoe [e10npon3BOACTBO»; «Koiexckoe Aenonpou3BoACTBO»; «VcromHuTensHoe
JleJIONPOU3BO/ICTBO»
Pa3pen 1. [lokymeHTHpOBaHHe 61
Tema 1.1. Cojiep>xaHue yueOHOro MaTepuasia 4
[ToHsiTHe 0 OKyMeHTe 1 | OcHOBHBIE CBOWCTBA JOKYMEHTOB M UX (PYHKL[MHU B CUCTEMe YIIpaBJIeHUs 1
2 | udopmarnms u gokymeHT. FOpuanueckoe 3HaueHue JoKyMeHTa. [TIoHsTHe «371eKTPOHHBIN 1
JIOKYMEHT»
3 | Cucrema pokymeHTarmu. Kinaccudukaiys JOKyMeHTOB 1
CamMocTosTe/IbHasA padoTa 2
1 | PaboTa c KOHCTIIEKTaMH YPOKa ¥ MaTepuaiaMH yueOHHKa (KOB) 110 TeMe «IIoHATHE O JOKYMEHTe» 1
2 | IMogroroBka coobieHust Ha TeMy «Kiaccudukaiiys J0KyMeHTOB» 1
Tema 1.2. Copep)kaHue y4eOHOro MaTepuasa 4
HopmarueHO-mipaBoBast 1 | 'ocynapctBeHHast cucteMma J10Y B Poccun 1
baza OY 2 | YHudwuKauys v CTaHjapTU3aliysi — KaKk OCHOBHbIE HarlpaB/ieHUs COBePLLIeHCTBOBAHUS 1
JOKyMeHTOB U [I0Y
CamMocTosTe/IbHasA padoTa 1
1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepHaiaMH yueOHUKa (KOB) TI0 TeMe «HopMaTHBHO-TIpaBOBast 0,5
6aza I0Y»
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2 | N3yuenne I'OCT P 7.0.8-2013 CUBM/I. [1esi0r1pou3BOACTBO U apXUBHOe fieyio. TepMUHbI U 0,5
orpejienieHust
1 2 3 4
Tema 1.3. Cojiep>xaHue y4eOHOro MaTepuasia 10
dopmyisip-obpaser] 1 OO0r11Me CcBefIeHUsI O PEKBU3UTAX 2
JIOKyMeHTa 2 | Tlonstue o 6yaHKax AOKymMeHTOB. Bupl 6;1aHkoB. TpeboBanus K 6sankam o I'OCTy P 7.0.97- 2
2016
3 | CocraB pekBU3UTOB 1 TpeboBaHUs M0 MX 0()OPMJIEHHIO B COOTBETCTBUM TpeOOBaHUSIM CTaH/lapTa 2
CamocrosTenbHas pabora 5
1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepraiaMH yueOHUKa (KOB) 110 TeMe «Dopmy isip-obpaser] 1,5
JIOKyMeHTa».
2 | IlogroroBKa NMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOMPOCHI, B TOM UKc/ie B (OpMe TeCTOB 1,5
3 | BbinosiHeHHe WHAKMBU/YaIbHOTO 3a/laHusl: KOHCTPYMpPOBaHUe 6/1aHKOB [JOKYMEHTOB 1
4 | TloarotoBka coobiieHust Ha TeMy «PoJib OpraHrU3alMOHHO-PACTIOPSAUTENbHBIX JOKYyMEHTOB B 1
ctepe ynpaB/ieHUsI»
Tema 1.4. CopepxaHue yueOHOro Mmarepuasia 10
OpraHn3aliOHHO- 1 | TpeboBaHnwus 1o coctaseHuto U ohopmienuto OP/] 2
pacriopsAarTeIbHbIE 2 | XapakTepucTHhKa U COCTaB OCHOBHBIX OpPraHM3aljMOHHBIX [JOKYMEHTOB (yCTaB, MOJI0KeHHs, 2
AokymeHTsI (OP/I) VHCTPYKLIUN)
3 | XapakTepuCTHKa U COCTaB pPaclopsUTe/NbHbIX JOKYMEHTOB (IIpHKa3, TOCTaHOB/IEHUE) 2
4 | XapakTepuCTHKa U COCTaB UH(OPMaLJMOHHO- CIIPABOYHBIX JOKYMEHTOB (aKT, IPOTOKOJI, ie/I0BOe 2
MMCbMO, CIIPaBKa, /I0K/1a/iHasi 3aM1CcKa)
IIpakTHYecKHe 3aHATHA 10
1 | CocraBienve 1 oopmieHHe JO/DKHOCTHOW MHCTPYKLIUU
2 | CocraBneHue 1 opopm/ieHHe TpHKasa [0 OCHOBHOM [iesTe/IbHOCTH, BBINMCKY U3 MPUKa3a
3 | CocraBnenuve u ohopmsieHHE MPOTOKOJIOB
4 | CocraBneHue 1 odopmIeHHEe aKTa, JOK/IaZHOM 3aMiCKU
5 | CocraBnenue u ohopmieHHe /1eJI0BOTO TTHChMa
CamocTrosiTe/ibHasA padora 4
1 | Pabora c KOHCIIeKTaMH ypoKa U MaTepuasiaMu yueOHUKa (KOB) 1o TeMe «OpraHu3alioHHO- 2
pacriopsiiute/ibHble T0KyMeHThI (OP1)».
2 | ITogroroBKa MMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOPOCHI, B TOM UKc/Ie B ()OpMe TeCTOB 2
1 2 3 4
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Tema 1.5. CopepkaHue y4eOHOro MaTepuasia 4
Opranu3zaiys KaJpoBOro 1 | ToHsiTMe KaJpOBOTO /1IN POU3BO/ICTBA 2
JleI0NIpOM3BO/CTBA 2 | JlokyMeHTHpOBaHNe TPYAOBBIX IPABOOTHOIIEHUH. Y HU(GUIMPOBaHHBIE POPMBI JOKYMEHTOB I10 TPYAY 2
IIpakTHyecKue 3aHATHA 4
1 | CocraBsieHue 1 oopM/ieHHe TIPUKA30B M0 TMYHOMY COCTaBY U OCHOBaHUM K HUM
2 | 3anonHeHue JMUYHOU KapTouku hopMmel T-2. OcdopmieHre Tpy0BOM KHWKKH
CamocrosiTesibHasA padora 4
1 | Pabora c KOHCTIeKTaMH ypOKa ¥ MaTepuaniamu yueOHHKa (KOB) 1o TemMe «OpraHu3aryis 0,5
Ka/IpOBOrO [1eJIONIPOU3BO/CTBAY.
2 | IloaroroBKa MuCbMeHHbIX OTBETOB HAa KOHTPOJIbHBIE BOTIPOCHI, B TOM UKc/ie B GOpMe TeCTOB 0,5
3 | BeinosiHeHVe WHMBU/IYa/IbHOTO 3a/IaHUS: COCTAaBUTb aBTOOMOTrpaduio U pe3rome 2
4 | ITogrotoBka coobiieHust Ha Temy «IIpaBusia oopMIeHus JIMYHOTO Jiesia pabOTHUKa» 1
Pazgen 2. Opranu3anus padoTsl € JOKyMeHTaMH 25
Tema 2.1. Cojiep)xaHue yueOHOro MaTepuasia 2
Cnyx6a JOY 1 | YnpasnieHue U [en10npou3BozCcTBo. OpraHu3aloHHbIe HOPMBbI /IeJIONPOU3BO/CTBA 1
2 | Cnyx0a JOKyMeHTAaLMOHHOTO obecrieueHust yripaB/ieHYs], ee OCHOBHbIE 3aJaull, GYHKLA U 1
JIOJDKHOCTHOU COCTaB
CamocrosTenibHasA pabora 3
1 | Pabora c KOHCIIeKTaMu YPOKa ¥ MaTtepraiamu yuebHuka (koB) o teme «Ciyxba 10Y» 1
2 | ITogroroBka coobieHust Ha TeMy «Moe pabouee MecTo B oduce» 2
Tema 2.2. Cojiep>xaHue y4e0HOro MaTepuasia 6
Opranusarus 1 | O6miye NPUHIMITEI OPraHU3aLUK JOKYMEeHTO000pOTa, er0 OCHOBHbIE 3Tallbl 2
AOKyMeHTO0bOpOTa 2 | Peructpauus qokymeHToB. OpraHusanys KOHTPOJIS UCIIOJIHeHUs 2
3 | HomeHksatypa fen 2
4 | ®opmupoBaHue fies. DKcrepTHas Komuccus. O6paboTka fien fijisi Ioc/IeyIollero XxpaHeHust 2
5 | KondwugeHumanbsHOe [e/101pOr3BOACTBO 2
6 | [TousiTre mpeIo)KeHs, 3asiB/IeHNsI ¥ Kai00b1. [Ipuem u peructparus miceM rpaxzad. [Ipuem 2
T10 JIMYHBIM BOIIPOCAM
7 | PaccMoTpeHue oOpaliieHui, CPOKH pacCMOTpeHHst. AHaiM3 paboThl ¢ 0OpaleHUs MU 2
8 | ABTOMaTH3aIMs MPOLIECCOB JOKYMEHTAIIMOHHOTO 00ecrieueHus YIIpaBIeHus] 2
9 | 3auer
IIpakTHUyecKHe 3aHATHA 6
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1 | Peructpauys BXosiiel, UCXoAsIel U BHyTpeHHel JOKyMeHTaluy. 3aro/iHeHre
perucTpalvoHHbIX (hopm

1 2 3 4

2 | CocraBnenue v ohopmaeHHe HOMEHKIATYPhI J1e/

3 | Begenue /1e/10Npor3B0/ICTBA M0 0OpaIlleHusIM TpaXk/iaH

CamocrosTesibHasA pabora 8

1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepHaiaMH yueOHUKa (KOB) 110 TeMe «OpraHu3arusi 2,5
JIOKYMEHTO000pOTa».

2 | TlogroroBKa MMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOMPOCKI, B TOM UHCJ/Ie B hopMe TeCTOB 2,5

3 | U3zyuenne 'OCT P 7.0.8-2013 «CucreMa CTaHjapTOB 110 WH(MOpMaLUU, OUOIMOTEUHOMY U 4
U3/1aTe/IbCKOMY Aeity. JleIonpou3BOACTBO U apXUBHOe /1e10. TepMUHBI U OIlpe/ie/IeHUs»

4 | TloarotoBka coobirieHust Ha TeMy «OpraHu3aifysi paboThl C JOKYMeHTaMH, UMeIOIIUMU 1
rpudbl orpaHUYeHUst TOCTYTIa»

Bcero: 94

[17151 XapaKTepUCTHUKH YPOBHS OCBOeHHsI yueOHOTO MaTepHasia UCIIO/Ib3YIOTCS CaeAytomye 0003HaueHus :

1. — 03HaKOMUTe/bHBIN (Y3HaBaHHe paHee W3yueHHbIX 00BEKTOB, CBOWCTB);

2. — peTpoAyKTUBHBIN (BBITIONIHEHNE /IeSITe/TbHOCTH 110 00pasily, MHCTPYKLIMU WX TIOZ, PYKOBO/ICTBOM);

3. — IPO/IYKTUBHBIH (TIJTaHUPOBaHUe U CAMOCTOSITe/TbHOE BBITIOJTHEHHE /lesiTe/IbHOCTH, pellieHre TTPOobIeMHBIX 3a7iay).
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3. YCJIOBUSA PEAJIMBAIINN ITPOI'PAMMBI INCITUITIVINHBI

3. YC/IOBUA PEA/IM3AIIMA PABOYEW IIPOTPAMMBI  YUEBHOM

JNCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/TIEHUS»

3.1. TpeboBaHusA K MUHIMA/IbHOMY MaTepHa/IbHO-TeXHHYEeCKOMY 00eCreueHUuI0
Peanuszauysi mporpaMmbl  JUCLMIUIMHBI  TpeOyeT Hamuuus ydyeOHOro KabuHeta

«JloKyMeHTaI[MOHHOe 00ecrieueHre YIipaBIeH s ».

O6opymoBaHue yueOHOT0 KaOMHeTA: CTOJIbI, CTY/IbsA, I0CKA, TEeMATUUEeCKUe CTEH/IbI.

HarnsiiHeie mocobust: r1akaThl, pa3ZiaTOUHbIA MaTepHall.

3.2. HudopmamuonHoe obecrieuenne o0yueHusi. IlepeueHb y4eOHBIX W3JAHHUH,
3/IeKTPOHHBIX PeCypcoB, VIHTepHeT-peCcypCoB, AOMOTHUTETLHOM IMTEPATyPhI

OcCHOBHbBIE HCTOUYHHKH:

1. PymbiauHa JI.A. [loKymeHTal[uoHHOe obecrieueHue YTipaB/ieHUs: Y4eOHWK [7s CTy[I.
yupexaeHuit cpe. ripod. obpaszoBanus / JILA. PymbiHuHa. — M.: M3paTenbCckuii LEHTP
«Axkagemusi», 2020. — 224 c.

HOHOJIHI/ITEJIBHBIE HCTOYHUKH:

1. bacakoB M.U. [Henompou3BoAcTBo [/loKyMeHTalMOHHOe obecIieueHHWe yTipaBJieHus] :
yuebHuk / M.W. Bacakos, O.U. 3ambiiikoBa. — PoctoB H/[I: ®enukc, 2019. — 376 c.

2. BemkypoBa A. B. JloKkyMeHTaI[MOHHOe oOecrieueHHe yIpaBeHHs : yueOHoe rocobue
JJIl CTY/IEHTOB CpefHero MpodeccHoHasbHOr0 obpa3oBanust / A.B. BemkypoBa. -
Mockaga : upekT-Megua, 2020. - 169 ¢

3. TI'maguii E.B. JJokyMeHTallMOHHOe oOecrieueHre yIipaB/ieHUs: YueOHOe mocobue. — M.:
PUOP: UH®PA-M, 2019. — 249 c.

JJ/IeKTPOHHBIE pecypcChl:
1. VudopmarponHo-1ipaBoBoe obecrieuenre «Crucrema TAPAHT aspo»

NHTepHeT-pecypchi:

http://www.garant.ru
http://edu.garant.ru
http://www. consuitant.ru

http://www.duma.gov.ru/

b=
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4. KOHTPO/Ib W OIIEHKA PE3YJ/JIbPTATOB OCBOEHUS YYEBHOH
AUCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA»

KoHTposib M oOIjeHKa

pe3yJIbTaToB

OCBO€HHA  JUCHUIIMHBI  OCYLLECTBJIAETCA

MnperiogaBaTesieM B IIpoLiecce IpoBeAeHHs IIPpaKTHYEeCKUX BaHHTI/Iﬁ, TeCTUPOBAHMsA, 4 TdKXe
BBITIO/THEHHA CTYA€HTaMW MHAWBUAYd/IbHBIX 3a/1aH1/1171.

Pe3ynbTaThl 00yueHust
(ocBoeHHBIE YMeHHs1, YCBOeHHbIe 3HAHHA)

®DopMBbI U MeTO/Ibl KOHTPOJISI U OL[eHKH
pe3y/IbTaToB 00yYeHHUs:

Ymenusn:

0o opMJIATb OpraHU3al[MOHHO-
pacropsiiuresnbHble JOKYMEHTHI B
cooTBeTCTBUM C fercTByrommM ['OCTom

TpOBepKa 3a/laHWi, BBIMOHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBINA OMpOC;
TpoBepKa MHAWBU/ya/IbHBIX 3alaHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IBHO

OCYLeCTB/ISITHE 00pabOTKY BXOZSIIHX,
BHYTPEHHHUX U UCXOJSAIINX JOKYMEHTOB,
KOHTPOJIb 3a UX UCTIOJTHEHHEM

TpOBepKa 3a/JaHWi, BBIMOJTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MHAWBU/ya/IbHBIX 3a/laHUM,
BBITIOJTHEHHBIX CAMOCTOSITE/ILHO

o opMJIATh JOKYMEHTHI 15 Tepe/iauu B
apXvB OpraHU3alvu.

TpOBepKa 3a/JaHUii, BbIMOTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MH/AMBU/ya/IbHBIX 3a/laHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IbHO

3HaHHUA:

TIOHSITHE JIOKYMEHTA, er0 CBOMCTBA, CIIOCOOBI
JIOKYMEHTHPOBaHUs

YCTHBIW OTIPOC; TeCTUPOBaHUe; TPOBepPKa
MMUCbMEHHBIX CaMOCTOSTE/IbHBIX PaboT; IpOBepKa
co00I11IeHuH; MPOBepKa MUCbMEHHBIX OTBETOB Ha
KOHTPOJIbHbIE BOIIPOCHI, B TOM umcjie B (hopme
TeCTOB

TpaBuW/ia COCTaB/ieHus1 ¥ 0(opM/IeHUS
OpraHM3aLOHHO-PaCOPSANTETbHBIX
nokymenToB (OP/T)

YCTHBIA OTIPOC; TeCcTUpOBaHWe; ITPOBepKa
ITMCBbMEHHBIX CAMOCTOATEe/TbHBIX pa60T; IMPpOBEPKA
COo0OIIIeHNH, UHAVBUAYa/IbHBIX 3a/JaHUH,
BBITIO/IHEHHBIX CAMOCTOATE/IbHO; TIPOBEPKA
IMMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOIIPOCHI,
B TOM 4McCjie B (hopMe TecToB

CUCTEMY U TUTIOBYIO T€XHOJIOTUIO
JOKyMEeHTaI[MIOHHOT0 0becTieueHus! yIIpaB/ieHust

(AOY)

YCTHBIY OTPOC; TeCTUpOBaHUe; IpOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/JaHUM, BBITIOJTHEHHBIX CAMOCTOSITE/ILHO;
TpOBepKa MMCbMEHHBIX OTBETOB Ha KOHTPOJ/IbHbIE
BOIMPOCHI, B TOM UucC/Ie B (popMe TeCcTOB

0Cc0OeHHOCTH /1e/I0TIPOM3BO/CTBA T10
o0OpalljeHHsIM Tpak/iaH U KOHOH/IeHL[UATbHOTO
[1eJIOTIPOM3BO/ICTBA

YCTHBIY OTIPOC; TeCTUpOBaHUe; IpPOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/laHUH, BBITIOJIHEHHBIX CAMOCTOSITE/THHO;
MPOBepPKa NMMCbMEHHBIX OTBETOB Ha KOHTPOJIbHbIE
BOIPOCHI, B TOM YKCJie B JOpMe TeCTOB

Pe3yibTaThl 00yueHusi (0CBOEHHBIE 00I{HE U
npodeccoHaTbHbIE KOMITETEHI[HUH)

(I)OPMI:I U METO/bl KOHTPOJIA U OLJ€HKHA
pe3y/IbTaToOB 00y4YeHus!

OK 1. [ToHMMaTh CyLIHOCTh U COLUA/IbHYIO
3HAUMMOCTh CBOel Oyyitieit mpodeccuy,
TMIPOSIB/ISThL K Hell yCTOWUMBEIN UHTepeC.

HabntoieHue v o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
B TIpoLiecce 00yueHus, Ha MTPAKTUYECKUX
3aHATHSIX.

OK 2. Opranu3oBbIBaTb COOCTBEHHYIO
JlesiTeNIbHOCTh, BBIOWPATh TUTIOBbIE METO/BI U
Cr1I0co6bl BBIOJIHEHHS TIPOGeCCHOHAIBHBIX

HabnroieHue v o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
B TIpoLiecce 0OyueHHs, Ha MPAKTUYECKUX

3dHATUAX.
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3a/jay, oLleHMBaTh UX 3¢(eKTUBHOCTD U
KayecTBo.

OK 3. IIprHUMaTh pelleHus B CTaHAPTHBIX U
HEeCTaH/JaPTHBIX CUTYaLUsIX U HECTU 32 HUX
OTBETCTBEHHOCTb.

HabGnromenue v orjeHKa paboThl Ha
MO/Ie/TMPOBaHKE U PellleHre HeCTaH apTHBIX
CUTYyalWi, y4aCTHe B IeJIOBBIX ¥ POJIEBBIX MIPaXx.

OK 4. Ocy11ecTB/IATh ITOMCK U UCTIOb30BaHue
WH(pOpMaIK, HeoOX0UMOH 715t 3PEKTUBHOTO
BBINOJIHEHUsI TIPO¢eCCHOHANbHBIX 3a/1ay,
1ipodeCCHOHATBHOTO U JINYHOCTHOTO PAa3BUTHS

HabntoieHue 1 oljeHKa J1esITe/TIbHOCTH CTY/I€HTOB
TIpY TIOATOTOBKE COOOILEHHH, 10K/Ia/I0B;
OlleHMBaHKWe 3a/laHuii BHeayJUTOPHOM
CaMOCTOSITeJTbHOU PabOTHI CTY/IEHTA.

OK 5. Mcnonb3oBaTe MH(POPMaLMOHHO-
KOMMYHUKALIFOHHbIE TeXHOJIOTUU B
npoecCUOHANBHON [1eSITeIbHOCTH

Habntoenue 3a hopMUpOBaHHEM HaBLIKOB
paboThl B MH(POPMAIIMOHHBIX CETSIX; OL[eHKa
Tipe3eHTallvii; KOMIbIOTEPHOE TeCTUPOBaHUE;
OlleHMBaHKWe 3a/laHuii BHeayJUTOPHOM
CaMOCTOSITeJTbHOM paboThI CTy/IeHTa.

OK 6. CamocTosTeNIBEHO OTpeieiATh 3a/jaun
npogeCCHOHANMbHOTO Y JINYHOCTHOTO Pa3BUTHS,
3aHMMAaTbCsl cCaMo0Opa3oBaHNeM, 0CO3HAHHO
TIJIAaHMPOBATH TMOBbILIEHNHE KBa/TM(HKALIWH.

KOHTpOJIb BITOJTHEHUS] UHIUBH/YaTbHOMN
CaMOCTOSITe/TbHON paboThI 00yUaroIerocs;
OTKPBITBIE 3aI[UTHI U OIleHKa paboT CTYJeHTOB.

OK 7. OpueHTUpPOBATLCA B YCIOBUAX
TIOCTOSIHHOT'0 0OHOB/IEHHS TeXHOJIOTHiA B
npoeCcCHOHAIBHOM [1eTe/IbHOCTH.

KOHTpO/b BLIMOTHEHNS UHAWBUAYaTbHON
CaMOCTOSATeTLHOU PaboThl 00yYaroIIerocs;
OTKPBITBIE 3aIUTHI U OIleHKa paboT CTYeHTOB.

OK 8. Opranu3oBbiBaTh pabouee MecTo C
cobsozieHreM TpeOOBaHUM OXPaHbI TPY/a,
TIPOU3BO/ICTBEHHON CaHUTapUU, UHGPEKITMOHHOMH
U ITPOTHUBOIIOXKAPHOH 6e30acHOCTH.

KoHTposb BhINOHEHNS MHAUBUYaTbHON
CaMOCTOsITe/TbHOM paboThI 00yUaroIerocs;
OTKpBIThIE 3aI[UTHI ¥ OLIEHKA paboT CTy/1€HTOB.

OK 9. IlposiBATE HETEPITUMOCTE K
KOPPYILIMOHHOMY MOBEJ€HUIO.

Habsmoienne 3a yyactieM B yuebHO-
MPAKTUYeCKUX KOH(EePeHIUsIX, KOHKypcax
npoeCcCHOHAILHOTO MacTepCTBa, OIMMITHa/ax.

OK 10. Opranu3oBbIBaTh CBOO KU3Hb B
COOTBETCTBUU C COLIMATbHO 3HAYMMBIMU
Tnpe/iCTaB/IeHUsIMU O 37l0pOBOM 00pa3se >KU3HH,
TNIOJ/lep’KUBaTh [O/DKHBIN YPOBEHb (Pri3UUeCcKoi
TIOATOTOB/IEHHOCTH, HeOOXOUMBIH [ijist
colyanbHOM U rpodeccroHaTbHOM
JiesITeNTbHOCTH.

Crnerjuanucr 1o cyze6Homy
a/IMUHHCTPUPOBaHHUIO (0a30BOM MOATOTOBKH)
JomkeH 06/1aaTh TipoeccHoHaTbHBIMA
KOMITeTeHLIMSIMH, COOTBETCTBYIOLMMU BUaM
JesITeNTbHOCTH:
OpraHu3aI[MOHHO-TeXHUUECKOe 0becrieueHue
paboThI CY/I0B.

HabGnroeHue 3a yuactrem B yueOHO-
MPaKTUYECKUX KOH(PEPEHLIUsIX, KOHKypCax
npo¢eCCHOHANBEHOTO MaCTePCTBa, OJIMMITHA/Iax.

MK 1.1. Ocy1iecTBiATh paboTy C 3asBIEHUSMH,
’Kas006aM¥ ¥ UHBIMH 00paIlleHUs MU TPakiaH U

OpraHM3alyi, BeCTH MPUeM TIOCeTUTesel B Cy/ie.

YcTHBIM O1poc, TIpoBepKa 3aZjaHuii
BHEay/JUTOPHOW pPabOThl CTY/IEHTOB, CBSI3aHHOM C
M3y4yeHHeM HOPMaTUBHO-TIPABOBbIX aKTOB

[IK 1.2. ITopaep>XuBaTh B aKTya/JbHOM
COCTOSIHMM 0a3bl HOPMATHBHBIX ITPABOBLIX AKTOB
U Cy/1e0HOM MPAKTHKHU.

YcTHBIH or1poc, TpoBepKa 3a/jaHui
BHeayJUTOPHOI paboThI CTYZeHTOB

MK 1.3. ObecnieunBaTb pabOTy OPTTEXHUKHU U
KOMITbIOTEPHOM TEXHUKH, KOMITbIOTEPHBIX CeTeit
¥ [IPOrPaMMHOT0 00ecrieueHusi Cy/10B, CaliTOB
CyJ0B B UH(OPMaLIMOHHO-
TeJIeKOMMYHHUKALIMOHHOU ceTu «VIHTepHeT»
(manee - cetb IHTEpHET).

YcTHBIN OMpoC, MpOBepKa 3a/laHui
BHEAyZAUTOPHOUN pabOThI CTY/I€EHTOB
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CocraBurensb: Wmommua Ombra AjsiekcaHApoBHa, mpenogaBaTesnis [1OUY  «/BaHOBCKuUM
KOOTePaTUBHBIN TEXHUKYM»
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