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Pabouas mporpamma AMCHUIUIMHEL pa3paboTaHa, B cooTBeTcTBUU ¢ TpeboBanusmu @I'OC BO no
HarpasjeHuto moaAroToBku 46.04.02 «JIoKyMEHTOBEICHHE W apXWBOBEICHUEY, KBATU(DUKAIUS
(crerneHp) BBITYCKHUKA — MarucTp.

VTBepkIeHa Ha 3aceJaHuM Kadeapbl TEXHOJOIMHM ABTOMAaTH3UPOBAaHHON 00paboOTKU
uHpOpMaLnH.

PexomeHngoBaHa K pa3MelieHuI0 Ha caidte KeMepoBCKOro rocyaapcTBEHHONO HWHCTUTYTa
KYJIbTYpbl «DneKTpoHHast nHpopMamonHo-o0pa3oBatensHas cpena KemI IK» o web-aapecy
http://edu2020.kemguki.ru (31.08.2022 r., mporokoi Ne 1).

[TepeyTBeprkaeHa Ha 3acejaHUU Kadeapbl HUPPOBBIX TEXHOJIOTUI U PECYpPCOB.

PexomennoBana k pasmemeHur0 Ha caite KeMepoBCKOro rocyaapCTBEHHOIO MHCTHUTYTA
KyJIbTYpbl «DIeKTpoHHAsI HHPOpMaLMOHHO-00pa3oBarenbHas cpena Kem[ 'MK» mo web-aapecy
http://edu2020.kemguki.ru (23.05.2023 r., mpotokon Ne 10).

[TesiHoB, A.E. Teopuss u mnpakTHKa KaJpoOBOro JAEJIONPOU3BOJACTBA: paboyas mporpaMma
JUCIUIUIMHBL JIs1 00yYaroMXxcsl 110 HalpaBJieHU o MoaAroToBku 46.04.02 «/lokymeHTOBeACHNE U
apXUBOBEJEHUE» MNPOGWIb MOATOTOBKM  «YTpaBleHHE JOKYMEHTaluedl B  YCIOBHSX
nupoBu3aK 00IIeCTBa», KBaMu(puKauus (cTeneHs) BelTycKHUKA «maructpy» / A.E. IIbsHOB,

O.H. OrneBa. — KemepoBo: KemepoB. roc. uH-T KyabTypsl, 2023. — 18 c. — Tekcr:
HEIOCPEICTBEHHBIMN.

Aemop:

KaHJ. UCT. HayK, ToueHT [IpaHoB A.E.

Cocmasumens:

cT. npenogasatenb kad. {TuP Oruesa O.H.



1 esan ocBOCHUSI AUCHHUILINHBI

VYyeOnas qucnumuinHa «Teopust 1 mpakTHKa KaJpoBOTo AEIONPOU3BOACTBA» HAIIPaBlIeHA
Ha (QOPMHUPOBAHKE Y CTYACHTOB, 3HAHUN O CUCTEME KaPOBOTO JICIIONPOU3BOCTBA B OPraHU3aINN
1 GOPMUPOBAHUS MTPAKTUUYECKUX HABBIKOB PAOOTHI C KaJpOBOil IOKyMEHTAlle! B OpraHU3aIiH.

2 Mecto gucuuminnbl B cTpykrype OITIOII marucTparypsbl

Hucuunnuna «Teopusi U npakTHkKa KaJpoBOTO JEIONPOU3BOJCTBA» OTHOCUTCS K YacTH,
bopMupyemoii yuacTHHKaMU 00pa30BaTENIbHBIX OTHOLIEHUH OJI0KA JUCIUILTUH 00pa30BaTeIbHOM
MporpamMMbl MO HanpaBlieHUIO MOAroTOBKH 46.04.02 «JloKyMEHTOBEIEHHE U apXHWBOBEIICHUEY,
KkBasM(uKalus (CTENeHb) «MarucTpy». Jucnumnirnna uzydaercs Bo 2 cemectTpe.

3 Ilnanupyemsle pe3yJbTaThbl 00yYeHHs 10 JUCHHILIHHE
W3yuenune AUCHUIUIMHBI HANpaBiICHO Ha (OPMHUPOBAHME CIEAYIONMX KOMIETCHUUH MU
WHIUKATOPOB UX JOCTH)KEHUS.

Koa u HauMeHOBaHMe

NuaukaTopbl J0CTHKEHUS KOMIIETEHIIM I

KOMIIeTEeHIIUH 3HATh YMeTh BJIAJIETDH
ITK-1 Cniocoben ® 3aKOHOJATEJIbHBIE | ® COCTABIATH U ® HABBIKAMU
PYKOBOJIUTH W HOPMAaTUBHO- 0(OPMIIATH CHUCTEMHOTO
JICATEIILHOCTBIO 11O MpaBoBbIe akThl PD; MPOEKTHI KaJPOBBIX noaxoja K
JOKYMEHTAllHOHHOMY ® METOJIUYECKUE JIOKYMEHTOB U aHaIn3y
00€eCcIIeYCHUIO JIOKYMEHTBI; JIOKYMEHTOB I10 JIOKYMEHTOB
YIpaBJICHUA ® HaIMOHAJbLHBIC JIMYHOMY COCTaBy OopraHu3aluu,
OpraHI/I?)aIII/Ieﬁ CTaHIapThl B y‘Ipe)I(I[eHI/II‘/‘I PETYIUPYIOIIUX U

obmactu paboThI € Pa3Iu4YHbIX OTpaXarIux
KaJ[pOBOH OpraHru3alMOHHO- TPY/JIOBBIE
JIOKyMEHTaLueil. paBOBBIX (popm; OTHOLIICHMS.
® [IPUMECHSITH

TPYJ0BOE

3aKOHOAATEIBCTBO

B 00acTH

JIOKYMEHTHUPOBAHUSA

TPYIOBBIX

OTHOIIICHUH.

[lepeueHp 000OIIEHHBIX TPYAOBBIX (GYHKIUH W TPYIOOBBIX (YHKIUH, HMEIOLINX
OTHOIIEHHE K NPO(pECCHOHATILHOM JIeATEIbHOCTH BHITYCKHUKA:

[Ipodeccuonanpubie O0600111eHHbIE TpynoBble pyHKIIMH
CTaHJapThI TpYZAOBbIE QYHKIIMU
07.004 PykxoBoscTBO CoBepIieHCTBOBaHNE CHCTEMBI
[IpodeccroHanbHbIl | AEATETBHOCTBIO IO | TOKYMEHTAIlMOHHOTO o0ecrieueHus
CTaHIapT JTOKYMEHTAIMOHHOMY | YIIPaBJICHHUS OPTaHU3AIIH
«Crienuanuct 1o | o0ecrieyeHuIo
YIIPaBJICHUIO YIIpaBJICHUS
JOKyMEHTaluen OopraHu3anuein
OpTaHU3aIII OpraHu3annoHHOe Opranuzanus Tpyaa, COBpPEMEHHbIE
obecrieyeHne MIPOU3BO/ICTBEHHBIC TEXHOJIOTUH,
JeSITeIbHOCTH MIPOU3BO/ICTBEHHOE 000pYyI0BaHKE U ITPABUIIA
OpTaHu3aIH €r0 JKCIUTyaTallud, IPaBoBasi © HOpMaTHBHAS
JOKYMEHTalusi 1o  MpodeccuH, HOPMBI
BPEMEHHU Ha BBIMIOJHEHHE TEXHOJIOTHYECKUX
ornepauuii (Mpu HATUYUN)




4 O0beM, CTPYKTYPA M COAePKaHUEe I CHHUIIIMHBI (MOLYJIs1)

4.1 O6beM TMCUMTLTHHBI (MOIYJIs1)

O0mass TpyAOoEMKOCTh JWCHMIUIMHBI COCTaBIsieT 3 3aueTHble eawHHnbl, 108
aKaJeMHYECKHX Yaca.

Jiis cTyneHToB O4YHON (OpMBI OOydYeHHUs MPETYyCMOTPEHO 56 YacoB KOHTAKTHOM
(aymuTopHOI) paboThl ¢ oOydaromuMucs (28 4acoB jeknuid, 28 4acoB MPaKTUYECKUX 3aHATHH ),
52 wyaca camoctosTenbHOM paboTsl. 17 wacoB (30 %) ayauropHoil pabOTBHI MPOBOIUTCS B
MHTEPAKTUBHBIX (popMax.

Jis cTyneHTOB 3a04HON (OopMBI OOYYCHHS] TPEAYyCMOTpeHO 12 9acoB KOHTAKTHOM
(aymuTopHOI) paboThI ¢ 00yUJaroIMMHKCS (6 9acOB JIEKIHM, 6 YacOB MPaKTUYECKHUX 3aHITHI) U 96
4acoB CaMOCTOATeNbHOM paborel. 4 wuaca (33 %) aymuTopHON pabOTHI MPOBOAUTCS B
MHTEPAKTUBHBIX (popMax.

[IpakTyeckast MOATOTOBKA BKJIIOYACT B CE0sl OTACIbHBIC 3aHATHUSA JEKIIMOHHOTO THUIA U
MPAKTUYECKHE 3aHATHSA, KOTOpbIe TpeaycMaTpUBAIOT MepeAady yueOHoil uHpopmanuu
o0yyaromuMmcsi, HeOOXOAMMOM ISl TIOCIIEAYIOIIErO BBIMOJHEHHUS paboT, CBA3aHHBIX Oymyluei
pohecCuOoHaANBHOM JesTebHOCTDIO.

4.2 CTpyKTYypa AU CUUILIMHBI
Ounas ghopma 0dyuenus

Buabl yueOHoii padboThI
= TPYAOEMKOCTD (B Yacax) | HMHTepaKT.
No Pazgenbl/Tembl 2
n/n AUCHUILTUHBI 5 IIpakTuyeckue (bopmnt CPO
O | Jexuun o0yueHust
3aHATHSA
Pa3zoen 1. 3akonooamenvnoe u HOpMaAMUEGHO-MEMOOUUECKOe 0DecneyueHue 6e0eHUs
Kaopoeo2o 0ej10npou3600cmea
1.1 | CoBpemenHas 2 2 2 Jlexums 6
peraamMeHTanus Oecena
JIOKYMEHTHUPOBAHUS
TPYJIOBBIX
MPaBOOTHOIIEHHI B
3aKOHOJATENBHBIX u
HOPMAaTUBHBIX aKTax.
[Tonsitue KaJpOBOT0
JIJIONPOU3BOJICTBA.
1.2 | JlokanbHBIE HOpPMATUBHBIE | 2 4 4 4
AKTBI u JIOKYMEHTHI,
pEryaupyomue TPYJAOBbIe
OTHOIICHHUS
Pa3zoen 2. Jlokymenmuposarnue mpyoosvix OmHuouwieHuil padomuuKka u padomooamens
2.1 | JlokymeHTHpOBaHWE 2 2 2 Jlexuus 6
TPYJIOBBIX OTHOIICHU Oecena
paboTtHHKa U paboTomarens
2.2 | JlokymeHTHpOBaHUE MpuemMa | 2 4 4 [Tpobnemua 4
Ha paboTy ST IEKITHS,
Juckyccus
2.3 | Odpopmnenne mepeBoma u | 2 2 2 4
nepeMenieHus Ha JPYTryro
pabory
2.4 | JlokyMEHTHUpPOBaHUE 2 2 2 4
NPEJOCTABICHUS]  OTITYCKOB
pabotHukaMm. OcoOeHHOCTH




obopMIIEHUS  CITY)KEOHBIX
KOMaHJIHPOBOK
2.5 | Obopmiienre TOOUIPEHUH | 2 2 2 4
pabOTHUKOB W HAJIOKECHUS
JTUCIUIIMHAPHBIX
B3bICKaHU I
2.6 | Ilpexpaienue JIencTBHs | 2 4 4 [TpobGnemHua 4
TPYJOBOTO  JIOTOBOpa | ST KIS,
oopMIIeHHE YBOJBHEHUS C Huckyccus
paboThI
Pazoen 3. Opzanuzayus padomsl ¢ 00KyMeHmMamu no TUYHOMY COCIMAGY
3.1 | Opranuzarus paboTHI C 2 2 2 Huckyccus 4
MIEPCOHATBHBIMU JIAHHBIMH
pabOTHHUKOB
3.2 | OdopmileHHE U BEJICHHE 2 2 2 6
JUYHBIX A (J0Che)
COTPYIHUKOB, TPYIOBBIX
KHIDKEK U BKIIABIIICH K
HuM. JKypHaibl yyera.
3.3 | Cucremarusanus u 2 2 2 6
XpaHEHUE JJOKYMEHTOB
KaJIpOBOH CITy>KOBI
Bcero yacos B 17 (30 %)
HHTEPAKTUBHOM (hopme:
HTtoro: 28 28 52
3auyer
3aounas Gpopma 00yueHUs
Buabi yueOHoii padoThI 1
Ne Pa3nennl/TemMbl § TPYIOEMKOCTD (B Hacax) | Hurepakr.
n/n AUCHUILTUHBI = IIpakTuyeckue (opmer CPO
Q| Jlekuun o0y4eHus
3aHATHSA

Pazoen 1. 3akonooamenvHnoe u HOpMaAMUBHO-MemoouuecKoe odecneuenue 6e0eHus
Kaopoeo2o 0enonpou3eo0cmea

1.1 | CoBpemeHHas 2 2 2 Jlexmus 10
peraamMeHTanus Oecena
JIOKYMEHTHUPOBAHUS
TPYJIOBBIX
MPaBOOTHOILIEHHI B
3aKOHOATENBHBIX u
HOPMATUBHBIX aKTax.

[TonsiTe KaJ[pOBOTO
JIEJIONIPOU3BO/ICTBA.

1.2 | JlokanbHBIE HOpPMATUBHEIEC | 2 10
AKTBI u JIOKYMEHTHI,
perynupymoiie TpPYAOBbIE
OTHOIICHHUS

Pa3zoen 2. Jlokymenmuposarnue mpyoosvix OmHouwleHuil padomuuKka u padbomooamens




2.1

JlokyMeHTUpOBaHuE
TPYZAOBBIX OTHOILIEHUI
paboTHHMKA U paboTomaress

2 2 2 Jlexmus
Oecena

10

2.2

JlokyMeHTUpOBaHUE IpUeMa
Ha paboTy

10

2.3

Odopmiienue mepeBoja |
nepeMenieHusl Ha JIPYryro
pabory

2.4

JloxyMeHTUpOBaHuE
NPEJOCTABIICHUS] OTITYCKOB
paboTHHKaM. OCOOCHHOCTH
ohopMIIeHHUST  CIY)KEOHBIX
KOMaHJIHPOBOK

2.5

Odopmienne moompeHui
pabOTHUKOB W HAJIOKECHUS
JTUCIUATTMHAPHBIX
B3bICKAHU U

2.6

[Ipexpaienne NEeNCTBUA
TPYJIOBOrO  JIOTOBOpa W
oopMIIeHHE YBOJBHEHUS C
paboThl

2 1 1 [IpobGnemua
s JIEKLUs,
Jluckyccus

10

Pazoen 3. Opeanuzayus padbomovl ¢ 0OKyMeHMAaAMU HO TUYHOMY COCIABY

3.1

Opraunuzanus paboTsl ¢
MIEPCOHATBHBIMU JTAHHBIMH
pabOTHHUKOB

2 1 1 Huckyccus

10

3.2

OdopmiteHne U BeIeHUE
JUYHBIX A (J0Che)
COTPYJIHUKOB, TPYIOBBIX
KHUYKEK M BKJIQJBIIICH K
HUM. JKypHaiel yyera.

10

3.3

Cucremaruzanus u
XpaHEHHUE JOKYMEHTOB
KaJJpOBOH CITy>KObI

Bcero yacoB B
HHTEPAKTUBHOM (popme:

4 (33 %)

Hroro:

96

3avuer

4.3 ConepixkaHue TUCHUTLIMHBI

n/n

Conep:xanue (pazaenni /
TeMbl)

Buabl oieHOYHBbIX
cpeacrs; GopMsl

PesyabTarsl 00yueHust TEKYLIEero KOHTPOJIs,

NMPOMEKYTOYHOH
arrecTaumu

Pazoen 1. 3akonoaarejbHOe H HOPMATHBHO-METOANYECKOE 00ecreueHne BeaeHus
KaJIPOBOTO J1eJI0NMPON3BOJICTBA.




1.1| CoBpemenHas dopmupyembie komreteHIuu: | [IpoBepka
perjlaMeHTanus [1K-1 Criocoben pykoBOAUTH pe3yJIbTaToOB
JIOKYMEHTUPOBAHUS JIeSITEILHOCTBIO 110 MPAKTUYECKUX
TPYJOBBIX MPaBOOTHOIICHUN JOKYMEHTAIUOHHOMY 3aJJaHUM; TECTOBBIN
B 3aKOHOJATEIILHBIX n 00€CTICUCHUIO YIIPaBICHUS KOHTPOJIb
HOPMAaTHUBHBIX aKTax. opraHu3almei
Ilousarue KaJpOBOIO
JIeTI0NPOU3BO/ICTBA. B pesynbrare uzyuenus
OcHOBHOE coep>KaHue TEMBI CTYJICHT JIOJIKEH:
TEMBEL: 3HAMb:
ITousrue OpraHu3aI1y. 3aKOHOAaTeNIbHBIE U
[Ipeamer, 0OBEKT, METOABI U HOPMAaTHUBHO-TIPABOBBIC AKThHI
byHKIUHA KaJpoBOro P®, meTomnueckue
JIeTIONPOU3BO/ICTBA. JIOKYMEHTBI, HallUOHAJIbHBIE
HopmatuBHoe CTaHJapTHl B 00J1acTH pabOTHI
pEryJIMpOBaHUE KaJPOBOTO C KaJIpOBOM JIOKYMEHTALIUEH.
JIeJIONPOU3BOCTBa B PO ymems:
COCTaBIISITh M O(hOPMIISTH
MTPOEKTHI KaJPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10
JIUYHOMY COCTaBY
YUPESXKACHUN PA3IMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX
opm;
MIPUMEHSTH TPYAOBOE
3aKOHOJATEIbCTBO B 00JIACTH
JIOKYMEHTHPOBAHHUS
TPYIOBBIX OTHOILICHHH.
e1a0emn.
HaBBIKAMH CHCTEMHOT'0
MOJX0Ja K aHATN3Y
JIOKYMEHTOB OpraHu3allNH,
PETYIUPYIOMIUX u
OTpakaroImnX TPYZIOBbIE
OTHOILICHUS.
1.2| JlokambHBIE  HOPMATHBHBIC ®opmupyemsbie komnereHuu: | IIposepka
aKThI u JIOKYMEHTBHI, [TK-1 CriocobeH pykoBOIUTH pe3yJIbTaTOB
pEryaupyIoIue  TPYAOBbIE JIeSITeIIbHOCTBIO 110 MPaKTUYECKHUX
OTHOIIICHUS JIOKYMEHTAIMOHHOMY 3aJlaHdil, TECTOBBIM
00ecrevYeHnI0 yIpaBieHus KOHTpPOJIb
OcHOBHOE coJiepKaHue opraHu3armein
TEMBI:

[TonsiTue BUABI JIOKAIBHBIX
HOPMATUBHBIX aKTOB M HX
XapaKTepUCTHKA

B  pesynbrare uzyueHus
TEMBI CTYJICHT JIOJKEH:
3HAM®b.

3aKOHOJIaTeIIbHbIC U
HOPMAaTHUBHO-TIPABOBBIC aKThI
P®, meTonuueckue
JIOKYMEHTBI, HAIlHOHAJILHBIC
CTaHAapThl B 001acTH paboThI
C KaJIpOBO IOKYMEHTAIIUEH.




ymemy:
COCTaBISTh M 0(hOPMIISTH
MPOCKTHI KaJPOBBIX
JIOKYMEHTOB ¥ IOKYMEHTOB TIO
JMYHOMY COCTaBY
YUPEKJICHUN pa3InUHbIX
OpraHu3aIMOHHO-TIPABOBBIX
(dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJIATEIILCTBO B 00JIACTH

JIOKYMEHTHPOBAHHUS
TPYAOBBIX OTHOIIEHHUH.
e1a0emo:

HaBBIKAMHU CHUCTEMHOI'O
moaxoza K aHaIIN3y
JIOKYMEHTOB OpraHu3alu,
PEryIHPYIOIUX u
OTPasKAIOIINX TPYIOBbIE
OTHOILIEHUS.

Pazoen 2. /lokymenmupoeanue

mpyooevIX OMHOUIEHUI pabomHuKa u pabomooamei

2.1

JloxyMeHTUpOBaHUE
TPYAOBBIX OTHOLLICHUH
pabotHuKa U paboTomarens
OcHoBHOE coJiepKaHue
TEMBI:

JlokyMeHTHupOBaHHe
TPYOBBIX OTHOILICHUM.
CoOBOKYIIHOCTb JOKYMEHTOB,
B KOTOPBIX 3a()UKCUPOBAHBI
3Tanbl TPYAOBOM
JIESITEIBHOCTH COTPY/IHUKOB,
Ha3bIBACTCsl JOKyMEHTaLUEN
10 TUYHOMY COCTaBY
(xkazmpam, nepconaiy). K
TaKUM JJOKyMEHTaM
OTHOCSTCS: TPYIOBBIE
KOHTPAKTBHI (JIOTOBOPHI),
3aKJIFOYECHHBIE
IPEINPUATHEM C
pabOTHUKOM; MTPHUKAa3bl IO
JTUIHOMY COCTaBY (O
IIpUeMe, yBOJIbHEHNH,
MePEBOJIE COTPYIHUKA);
TPYAOBbIE KHUXKKU; JIMUHBIE
kaptouku popmer — T-2;
JIMYHBIE JIENA; JTULEBBIC
cYeTa 1o 3apabOTHOM TIaTe.

®opmupyemsle komnereHuu: | IIposepka
ITK-1 Criocoben pykoBOAUTH pe3ynabTaTOB

JESITENBLHOCTBIO 110 MPaKTUYECKHUX
JIOKYMEHTAIHOHHOMY 3aJaHUH,
00€CTIeueHUIO yIpaBIeHUS TECTOBBIN KOHTPOJIb
opra"u3amuen

B pesynbrare nzyuenus
TEMBI CTYJICHT JOJIKEH:

3HAMb:

3aKOHOJATEIBHBIC U
HOPMAaTHUBHO-TIPABOBBIE AKThI
P®, meTommueckue
JIOKYMEHTBI, HallUOHAJIbHBIE
CTaHJapTHl B 00J1acTH pabOTHI

C KaJIpOBOU IOKYMEHTALIUEM.
ymMemsy:

COCTaBJIATH U OPOPMIISATH
MIPOEKTHI KAJAPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10
JUYHOMY COCTaBY

YUPESXKACHUN PA3IMUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX
($hopM; IPUMEHSATH TPYAOBOE
3aKOHOAATEILCTBO B 00J1aCTH
JIOKYMEHTHUPOBAHUS

TPYIOBBIX OTHOILICHHM.
e1a0emo:

HaBBEIKAMH CHCTEMHOTO IOIX014)
K aHaJu3y JIOKYMEHTOB
OpraHu3aIH, PETYIUPYIONTUX U]
OTpakaroIMnX TPYJOBBIE
OTHOILIEHUS.




2.2

JlokyMeHTupOBaHHE MpHEMA
Ha paboTty

OcHoBHOE
TEMBI:
Anroputm
paboTHHKA
3aroJIHEHHE
JIOKYMEHTOB

COZIepKaHHe

npueMa
Ha pabotry H
HEO0OXOUMBIX

dopmupyemble KOMITETCHIINH:
[1K-1 Criocoben pykoBOAUTH
JeATEIILHOCTBIO 1O
JOKYMEHTAIUOHHOMY
00€eCIICUeHHIO yIIPaBICHUS
Opra"u3aluen

B  pesynbrare uzyueHus
TEMBI CTYJICHT JIOJKEH:
3Hamy:

3aKOHOJATEIbHBIC U
HOPMAaTHUBHO-TIPABOBBIC aKThI
P®, meTomnueckue
JIOKYMEHTBI, HAIlMOHAJILHBIC
CTaHJapTHl B 00J1acTH pabOTHI
C KaJIpOBOM IOKYMEHTALIUEH.
ymemy:

COCTaBIISITh M O(hOPMIISTH
MIPOEKTHI KAJPOBBIX
JIOKYMEHTOB M IOKYMEHTOB 10
JTUYHOMY COCTaBY
YUPEXKIEHUN Pa3IUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJATEILCTBO B 00JaCTH
JIOKYMEHTHUPOBAHUS
TPYIOBBIX OTHOILICHUH.
61a0emv.

HaBBIKAMHU CUCTEMHOTO
MOJIX0/a K aHAIIU3Y
JIOKYMEHTOB OpraHU3aIIHH,
PEryIUPYIOMIUX U
OTPaXKAIOIIUX TPYIOBBIC
OTHOILICHUS.

IIpoBepka
pe3ynbTaTOB
MIPaKTUYECKHUX
3aaHui

2.3

Odopmienune mnepeBoma u
nepeMenieHnsl Ha JIpYTyio
pabory

OcHoOBHOE
TEMBI:

Anroputm
paboOTHUKa  Ha  JAPYryro
paboTy W 3aloJIHEHHUE
HEOOXOTUMBIX JIOKYMEHTOB

cofiepKaHue

nepeBoJia

dopmMupyemble KOMIIETEHIINN:
ITK-1 CriocobeH pykoBOAUTH
JeSITENIbHOCTBIO 110
JIOKYMEHTAIlUOHHOMY
00ecrevyeHnIo yIpaBieHus
Opra"u3arnuen

B pesynbrare nzyueHus
TEMBI CTYJICHT JOJIKEH:
3HAMb:

3aKOHOJATEIbHBIE 1
HOPMAaTHUBHO-TIPABOBbIE AKThI
P®, meronnueckue
JIOKYMEHTBI, HallUOHAJIbHBIE
CTaHJapTHl B 00J1aCTH PabOThI
C KaJIpOBOW IOKYMEHTALIUEM.
yMemy:

COCTaBIISITh M 0OQOPMIISITh

IIposepka
pe3ynbTaToOB
MIPaKTUYECKHUX
3aJaHuN




MPOEKTHI KJPOBBIX
JIOKYMEHTOB M IOKYMEHTOB TIO
JUYHOMY COCTaBY
YUPEKJICHUN pa3IuUHbIX
OpTraHU3aIMOHHO-ITPABOBBIX
(dbopM; IPUMEHSITh TPYIOBOE
3aKOHO/ATEILCTBO B 00JIACTH
JIOKYMEHTHUPOBAHHUS
TPYJAOBBIX OTHOIICHHIA.
enadems.

HABbIKAMHU CHCTEMHOI'O
MOJIX0/a K aHAIIU3Y
JIOKYMEHTOB OpPTaHU3aIIHH,
PETYIUPYIOIMIUX U
OTPAXKAIOIIUX TPYIOBBIC
OTHOIICHHSI.

2.4| JlokyMEHTHUpOBaHHE dopmupyemsle komnereHuuu: | IIposepka
IIPEOCTABICHNs.  OTIIYCKOB ITIK-1 CnocobeH pyKOBOAUTH pe3ynbTaToOB
paboTHukaM. OCOOEHHOCTH | JEATEeNIbHOCTBIO IO IIPAKTUYECKUX
opopmiIeHHS  CIYKEOHBIX | JOKYMEHTAallUOHHOMY 3aaHui
KOMaHAUPOBOK 00eCIeyeHHIO yIpaBIIeHUsS
OpraHu3aluen
OcHoBHOE coJiep;KaHue
TEMBI: B pesynbrare uzyuenus
ANTOPUTM NPENOCTABIEHUSA | TEMBI CTYACHT JOJDKEH:
OTIIYCKOB ~PaOOTHUKaM U | 3HaAmMb:
3all0JJHEHHE HEOOXOMUMBIX | 3aKOHOJATEJIbHBIE U
JIOKYMEHTOB HOPMAaTUBHO-TIPAaBOBBIE AKThI
AnroputM opopmiuenus | P®D, meronuueckue
CIIy’)k€OHBIX KOMaHAMPOBOK | JOKYMEHTHI, HAallUOHAJIbHBIE
paOOTHUKaM M 3aloJIHEHHE | CTaHAAPThI B 00JacTU PabOTHI
HEOOXOIUMBIX JTOKYMEHTOB C KaJIpOBOM TOKYMEHTALUEH.
ymemy:
COCTaBJIATh U 0QOPMIISTH
IIPOEKTHI KaJAPOBBIX
JIOKYMEHTOB 1 IOKYMEHTOB I10
JUYHOMY COCTaBy
YUPEXKIEHUHN PA3INUHBIX
OpraHU3alMOHHO-TIPABOBBIX
bopM; IPUMEHATH TPYJOBOE
3aKOHOJATEIbCTBO B 00JIaCTH
JIOKYMEHTUPOBAHHUS
TPYIOBBIX OTHOILICHHM.
enaoems:
HaBbIKAMU CHCTEMHOT'O
MOJIX0J1a K aHAJIN3Y
JIOKYMEHTOB OpTaHU3alliH,
PETyJINPYIOUX U
OTpakaroIlUX TPYIOBbIE
OTHOUIECHHSI.
2.5| Odopmienne  mnooupenuit | Dopmupyemblie komnerenuu: | [IpoBepka
pabotHukoB u HanoxeHus | [IK-1 CnocoOeH pykoBOIUTH pe3ynabTaTOB




JUCLUIUIMHAPHBIX JESTEIIBHOCTBIO 110 IIPAKTUYECKUX
B3BICKAHUU JOKYMEHTallHOHHOMY 3alaHuI
00€CIeYeHHIO yIpaBIIeHUsS
OcHoBHOE CoJiep)KaHuE | OpraHu3anuen
TEMBI:
Anroputm MIOOLLPEHUN B pesynbrare nusyuenus
paOOTHUKOB UM HAJIOKEHHsI | TEMbI CTYJCHT JOJKEH:
JUCLUIINHAPHBIX 3HAMb.:
B3bICKAHUM M 3aII0JIHEHUE | 3aKOHOJATEJIbHBIC U
HEOOXOUMBIX JOKYMEHTOB HOPMAaTUBHO-IIPAaBOBBIE AKThI
P®, meTomnueckue
JIOKYMEHTbI, HAallUOHAJIbHBIE
CTaHJapTHl B 00J1acTH PabOTHI
C KaJIpOBOM IOKYMEHTALIUEM.
ymemy:
COCTaBIIATh U O(hOPMIISTH
IIPOEKTHI KaJAPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10
JMYHOMY COCTaBy
YUPEXKIECHUN PAa3INYHBIX
OpraHU3alMOHHO-TIPABOBBIX
bopM; IPUMEHATH TPYJOBOE
3aKOHOJATEILCTBO B 00J1aCTH
JIOKyMEHTUPOBAHHUS
TPYIOBBIX OTHOILICHUM.
enadems.
HaBbIKAMU CCTEMHOI'O
NOJX0JIa K aHAJIN3Y
JIOKYMEHTOB OpTraHU3alllH,
PETYJINPYIOIUX U
OTpakaroIlIUX TPYIOBbIE
OTHOUICHHSI.
2.6| Ilpekpamenue JIEUCTBUS ®opmupyemsie komnereHuuu: | IIposepka
tpynoBoro  goroBopa u | [IK-1 CrocoOeH pyKOBOJIUTH pe3yIbTaTOB
oopmieHre YBOJBHEHUS C | JESATEIbHOCTHIO 110 IIPAKTUYECKUX
paboThI JIOKYMEHTallMOHHOMY 3aJaHui
OcHoBHOE coJiep’KaHHEe | OOECHEeUeHUIO yIpaBICHUS
TEMBI: Opra"usanueu
Anroputm IIpEKpaIIcHUE
JeNCTBUA TpynoBoro | B pesynprare uzyueHus
Joropopa M oQopmiileHHEe | TEMbl CTYAEHT JOJDKEH:

YBOJNBHEHUSI C paboThl U
3aII0JTHEHUE HEOOXOIUMBIX
JIOKYMEHTOB

3HAMb.
3aKOHOJATEIBHBIC U
HOPMAaTHUBHO-TIPABOBBIE AKThI
P®, meronnueckue
JIOKYMEHTBI, HallUOHAJIbHBIE
CTaHJapTHI B 00J1aCTH PabOTHI
C KaJIpOBOW JIOKYMEHTALIUEM.
yMemoy:

COCTaBJIATH U OPOPMIIATH
MIPOEKTHI KaJAPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10




JUYHOMY COCTaBY
YUPEXKIACHUN PA3IIMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX
(dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJATEIBCTBO B 00JACTH
JIOKYMEHTHUPOBAHUS
TPYJOBBIX OTHOILIEHUIA.
enaoemn:

HABbIKAMU CHCTEMHOT'O
MOJIX0/a K aHAIIU3Y
JIOKYMEHTOB OpTaHU3alllH,
PETYIUPYIOIMIUX U
OTpaKaroIIUX TPYIOBbIE
OTHOIICHHSI.

Pazoen 3. Opzanuzayus padomsl ¢ 00KyMeHMaAMu no TUYHOMY COCMABY

3.1

Opranuzanus paboTsl ¢
NEPCOHATBHBIMH JJAHHBIMA
PabOTHHUKOB
OcHoBHOE
TEMBI:
ITonsiTHE TEpCOHANIbHBIE
nanHsle. HopmatusHast 6aza
1o pabore ¢
MEPCOHAIBHBIMU TaHHBIMH.
Anroput™ pribOTHI C
MEePCOHAIBHBIMU TaHHBIMH B
OpraHu3aIH

COZICpKaHHE

dopmupyemMble KOMITIETCHIINH:
ITIK-1 CnnocobeH pykOBOAUTH
JeATEIILHOCTBIO 1O
JOKYMEHTAITUOHHOMY
00€eCIIeUeHHIO yIIPaBICHUS
Opra"u3aluen

B  pesynbrare uzyueHus
TEMBI CTYJIEHT JOJIKEH:
3HaMb:

3aKOHOJIaTEJIbHBIEC U
HOPMAaTUBHO-TIPAaBOBBIE AKThI
P®, meTomuueckue
JIOKYMEHTBbI, HAallUOHAJIbHBIE
CTaHJApThI B 00J1aCTH pabOThHI
C KaJIpOBOM JIOKYMEHTAIIUEH.
ymems.

COCTaBIIATh U 0QOPMIISTH
IIPOEKTHI KaJAPOBBIX
JIOKYMEHTOB M JIOKYMEHTOB IO
JUYHOMY COCTaBY
YUPEXKACHUN PA3ITHUYHBIX
OpraHU3alMOHHO-TIPABOBBIX
bopM; IPUMEHSTH TPYIOBOE
3aKOHOJATEIbCTBO B 00JaCTH
JIOKYMEHTHUPOBAHUS
TPYAOBBIX OTHOIIEHUIA.
enadems.

HaBBIKAMU CUCTEMHOTI'O ITOAX0/1
K aHaJIn3y JIOKYMEHTOB
OpraHHu3aLyH, PEryIHPYIOLINX 1
OTpaKAIOIIUX TPYIOBbBIE
OTHOUICHHSI.

[Iposepka
pe3yJIbTaTOB
MPaKTUYECKHUX
3aaHui

3.2

Odopmenue u BeaeHnE
JUYHBIX A (70Che)
COTPYIHUKOB, TPYAOBBIX
KHUKEK UM BKJIQJIBIIICH K HUM.

dopmupyemble KOMITETCHIIAN:
ITK-1 Criocoben pykoBOAUTH
NEeSITETTHHOCTHIO 110

JOKYMCHTAITUOHHOMY

[IpoBepka
pe3yJIbTaToOB
MPAKTUYECKUX
3aJaHuN




’KypHane! yuera.

[ToHsTHE TUYHOE AETIO0
pabotHuka. MeTtoauka
paboTHI C JIMYHBIMH JICTIAMH
paboTtHuka. Tpynossie
KHUKKH UX BEJICHHE U
XpaHEeHHe

00€CTICUCHUIO YIIPaBICHUS
Opra"u3aluen

B  pesynbrare uzyueHus
TEMBI CTYJICHT JIOJKEH:
3Hamy:

3aKOHOJATEIbHbIC U
HOPMAaTHUBHO-TIPABOBBIC AKThI
P®, meTomnueckue
JIOKYMEHTBI, HallUOHAJIbHBIC
CTaHJapTHl B 00J1acTH pabOTHI
C KaJIJpOBOM TOKYMEHTALUEH.
ymemy:

COCTaBIISTh M O(hOPMIISITH
MIPOEKTHI KaJAPOBBIX
JIOKYMEHTOB ¥ JIOKYMEHTOB I10
JUYHOMY COCTaBY
YUPEKJICHUN pa3InUHbIX
OpraHU3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSITH TPYIOBOE
3aKOHOJATEILCTBO B 00J1aCTH
JIOKYMEHTHUPOBAHUS
TPYIOBBIX OTHOILICHHM.
61a0emv.

HaBBIKAMH CUCTEMHOTO
MOJIX0/a K aHAIIU3Y
JIOKYMEHTOB OpraHU3aIINH,
PEryIUpYIOMUX U
OTPKAIOIINX TPYJIOBBIC
OTHOILICHUS.

3.3

CucreMaTuzanus U XpaHeHHE
JIOKYMEHTOB KaJIpOBOU
CITYKOBI

HopmaTtuBHas perinaMmeHTanus
XpaHEHUs JOKYMEHTOB
KaJIpoBoit ciyx0b1. Cuctema
XPaHEHUs KaJIPOBbBIX
JIOKYMEHTOB.
OTBeTCTBEHHOCTH PAOOTHHKA
KaJIpOBOM CITYKOBI.

dopmupyemble KOMIIETEHIINN:
[TK-1 CnocobeH pykoBOAUTH
JeSITeTbHOCTHIO 110
JOKYMEHTAITHOHHOMY
00eCIeYeHNIO yIpaBIIeHUsS
Opra"u3amnuen

B pesynbrare uzyueHus
TEMBI CTYJICHT JIOJIKEH:
3HAMb.

3aKOHOAATEIBHBIE U
HOPMAaTHUBHO-TIPABOBBIE AKThI
P®, meTommueckue
JIOKYMEHTBI, HallUOHAJIbHBIE
CTaHJapTHl B 00J1aCTH PabOTHI
C KaJIpOBOW JIOKYMEHTALIUEM.
yMemy:

COCTaBJIATH U OPOPMIIATH
MIPOEKTHI KAAPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10
JTUIHOMY COCTaBY
YUPEKIECHUN pa3IuIHbIX

IIpoBepka
pe3yabTaToOB
IIPAKTHYECKHUX
3aJaHUM, TECTOBBII
KOHTPOJIb




OpraHU3aIMOHHO-TTPABOBBIX
dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJIATEIHCTBO B 00JIACTH
JIOKYMEHTHUPOBAHUS
TPYAOBBIX OTHOIICHUH.
enadems.

HaBBIKAMU CHCTEMHOTO
MOJIX0/a K aHAIIU3Y
JIOKYMEHTOB OpraHH3aIlHy,
PETYIUPYIOMIUX U
OTPaKAIOIIUX TPYAOBbIC
OTHOIICHHSI.

5 Oopa3oBaTesibHbIE H HHPOPMAITHOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHHU

5.1 O6pa3oBaTte/ibHbIE TEXHOJIOTHH

B xome oOydeHus HCHONB3YIOTCS TpaIUIMOHHBIE OO0pa30BaTeIbHBIE TEXHOJIOTHUH,
BKJIIOUAIOLIUE AyAUTOPHBIC 3aHATHS B QopMe JEKUUNA U MPAKTUYECKUX 3aHITHH, IPOOIEMHO-
MIOVWCKOBBIEC TEXHOJIOTHH B BH/IE€ TIPOOIEMHOTO U3JIOKEHHS JIEKIIMOHHOTO MaTepHaa, JUCKYCCHIA.

OcBoeHue yueOHOro MaTepurasia COMPOBOKIACTCSI UHTEPAKTUBHBIMU (hOpMaMu 00yUEHUSI.
[lpu opranmzanmuy JEKIUOHHBIX 3aHATHH HCIONB3yeTcs ¢dopMma JeKIuu-auckyccuu. Ha
MPAKTUYECKUX 3aHATUAX MPEANONIaraeTcs HCIOJIb30BAHUE TAaKUX HHTEPAKTUBHBIX (OPM Kak
JTCKYCCHSL.

Jlonsi ayAMTOpHBIX 3aHSATUH, MPOBOAUMBIX B HMHTEPAKTUBHBIX (opMax o0OydeHHs,
cocraBisier 30% nHa ouyHOW Qopme oOyuenus u 33% Ha 3a04yHON (Qopme OOy4EHHs, UYTO
cootBercTByeT TpeboBanusMm @OI'OC BO mno HampaBineHuto mnoArotoBku 46.04.02
«JloKyMEeHTOBE/IeHNE 1 APXUBOBEICHHEY.

J1J1s TMarHOCTUKY KOMITETEHITUI CTYACHTOB IPUMEHSIOTCS CIeIYIOIIHe POPMbI KOHTPOJIS:
YCTHBIA OTPOC; TECTOBBIN KOHTPOJIb, BKJIIOUYAs KOMIIBIOTEPHOE TECTHPOBAHHE; coOece0BaHueE,
3ayeT. Tekymuid KOHTPOJIb 3HAHHUM CTYJIEHTOB OCYIIECTBIISIETCA HA MPAKTUYECKUX 3aHATHUSAX.

5.2 UH(popMaHOHHO-KOMMYHUKAMOHHBIE TEXHOJIOTHH

CoBpeMeHHbIH yueOHbIH Mpoliece B BBICIIEH IIKOJIE TPEOYET CYHIECTBEHHOI'O pAaCIIUPEHUS
apceHasia CpeICTB OO0y4YeHHs, UIMPOKOIO HCMOJb30BaHUS CPEACTB  HMH(POPMALMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHUH, AIIEKTPOHHBIX o0pa3oBaTeNbHbIX pecypcos,
UHTETPUPOBAHHBIX B AJIEKTPOHHYIO 00pa3oBaTelbHYIO cpely. B Xxome u3ydyeHus cryaeHTaMu
y4eOHOI TUCIMITIIMHBI IPUMEHEHHUE IEKTPOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTMH Mpenoaaraet
pa3MelieHre pa3IUYHbIX 3JIEKTPOHHO-00pa30BaTENIbHBIX PECYPCOB Ha CaiiTe 3JIeKTPOHHON
obpasoBarensHOit cpenpt Kem[ MK mo web-ampecy http://edukemguki.ru, orcnexusanue
oOpamieHnii CTyJJEeHTOB K HIM, a TAK)KE UCII0JIh30BAHNE HHTEPAKTUBHBIX HHCTPYMEHTOB: 3a/IaHHE,
TECT.

DNeKTpOHHO-00pa3oBaTeIbHBIE PECypChl Y4eOHOW JAUCIUIUIMHBI  BKJIIOYAIOT  TakK
Ha3bIBa€Mble CTATMUYHBIE 3JIEKTPOHHO-00pa30BaTeNIbHBIE pecypchl: (ailiibl ¢ TEKCTaMU JIEKIHH,
Pa3IUYHOrO poja M300paKEeHUSIMU (WJUTIOCTPALMU, CXEMBI, JUarpamMmbl), CCbUIKM Ha y4eOHO-
mertoauyeckue pecypchl MuTepHeT u ap. O3HaKOMJIEHHE C JAHHBIMH pecypcaMH JIOCTYITHO
KaXJIOMY CTYJCHTY TIOCPEICTBOM JIOTHHA U 1mapoist. CTYAEHTY MOTYT padoTaTh CO CTAaTHYHBIMHU
pecypcamu, YUTasi UX ¢ SKpaHa MM COXPAHsIs Ha CBOW JIOKAIBHBIM KOMIIBIOTED VIS ajbHEUIIETO
O3HaKOMJICHHMs. B mporiecce m3ydeHus yd4eOHOH AMCIUIUIMHBI U CTYJIEHTa BaKHO OCBOWTH
JTaHHbIE PeCcypChl B yCTAaHOBJICHHBIE MTPEIO1aBaTeNIeM CPOKH.

[Ipy ocBoeHWM yKa3aHHOW JWCIUIUTAHBI HApSAYy CO CTAaTUYHBIMH OSJIEKTPOHHO-
00pa30BaTeNIbHBIMU PECYpCaMy HPUMEHSIOTCS WHTEPAaKTUBHBIE DJIEMEHTHI: 3aJaHMs, TECTHI,
ceMHHapbl W Jp. Vcronmp3oBaHWE YKa3aHHBIX HMHTEPAKTUBHBIX DJIEMEHTOB HAIPaBIEHO Ha
JIeMCTBEHHYIO OPraHU3aIMI0 CAMOCTOSTENIbHON PaboThI CTYACHTOB. PaboTa ¢ yKka3aHHBIMH BBILIE



3JIEMEHTaMH JAMCUUIUIMHBI TpeOyeT aKTUBHOW JESTEIbHOCTH CTYJCHTOB, PErJIaMEeHTHPOBAHHOMN
Kak HEeOOXOJMMOCTBIO 3allMCH Ha KypC, TaK M CPOKaMH, TPEOOBAaHHMSIMH K TIPEICTaBICHUIO
KOHEYHOTO TIPOAYKTa U JIp.

WHuTepakTHBHBIN 3JeMEHT «3aJaHue» IMO3BOJISET MPETOAaBaTeNI0 HAIAIUTh OOPaTHYIO
CBA3b CO CTYACHTOM IOCPCACTBOM IMOJYYCHHA OT HUX BBIITOJHCHHBIX 3aI[aHI/II\/JI B 3JICKTPOHHOM
Bapuante. C mMOMOIIBIO dJIeMEHTa «3allaHue» CTyIEHTaM JIOCTYIIHO TIIPE/ICTaBJICHUE Ha
paccCMOTPEHHE TIPEMOAaBaTeI0 CBOUX pabOT B pa3iIuyHOW QopMe: TEKCTHI, TaOIUIIbI,
npe3eHTanmu. [locie TpPOBEpKH BBHIMOJHEHHOTO 3a/laHUsl TPETOAaBaTeieM BBICTABIISCTCS
OTMETKa, BUANMAs CTYJIEHTY B 3iieMeHTe «OIEeHKI»; pe3yabTaT MPOBEPKU paboThl MOKET OBITh
NPEJICTABJICH U B BHJIC PEIICH3MH WM KOMMEHTapUEB TIPENoIaBaTelIs.

OpFaHI/ISaLII/II/I CaAMOKOHTPOJIA U TCKYIICTO KOHTPOJIA 3HAHUH 110 JUCHUITIIMHE 3HAYNUTCJIBHO
CIOCOOCTBYET NPHMEHEHHE WHTEPAaKTUBHOTO 3JeMeHTa «TecT», KOTOpBIH MpenocTaBisieT
BO3MOXHOCTH HCIIOJIB30BaHUS pa3HOO6pa3HBIX TUIIOB 3aI[aHI/II>'I (Bbl6paTb OANH HNJIN HECKOJIBKO
OTBETOB M3 MPEUI0KEHHBIX / yCTAHOBUTH COOTBETCTBHUE / BIIMCATH CBOM OTBET / IaTh pa3BePHYTHIN
OTBCT). HpI/I OCBOCHHU CTyACHTAMU AUCHUIINIMHBI UMCHHO TCCTBI MCIIOJB3YHOTCA KaK OJHO M3
OCHOBHBIX CPEJICTB OOBEKTUBHOW OLICHKU 3HAHUI

6 YueOHO-MeTOUYECKOE 00ecTieueHHe CAMOCTOSITE/IbHOI padoThl 00yUYalommXxcsi
JUis  opraHu3zalMM CcaMoOCTOSITENIbHOM pa0oThl oOydarommxcs B «OJIEKTPOHHOU
obOpazoBarenbHoii  cpene  Kem[MK»  https://edu2020.kemgik.ru/course/view.php?i1d=4156
pa3MelIeHbl CIEAYIOIINE yueOHO-METOIMYECKUE MaTepHalIbL:
Opeanuzayuonnvie pecypcol
e Temarnyeckuii IUTaH AUCIUTUTAHBI IS CTYJICHTOB OYHON (POPMBI 00ydeHUs
e Temarnueckuii IIaH AUCIUIUIMHBI JJIS1 CTYICHTOB 3209HON (POPMBI O0yUIECHHUS
Yuebno-npozpammnuie pecypcul
e Pa0ouas nporpamma TUCIHILTHHBI
Yuebno-meopemuueckue pecypcwi
e DJIEKTPOHHBIE IIPE3ECHTALMNA KOHCIIEKTOB JIEKLIAN
Yuebno-npaxmuueckue pecypcul
e OnucaHus NpakTUYECKUX padboT
Yuebno-oubnuoepaguueckue pecypcol
e (Crnucok JmTeparypbl
DoHO oyeHouHbIX cpedcma
e TecTbl 1151 CAMOKOHTPOJIA
e Bompocsl k 3K3aMeHY.

7 ®oH OLIEHOYHBIX CPEICTB

Bxirodaer olleHOUHBIE CpencTBa MM TEKYIIEro KOHTPOINS YCIEeBaeMOCTH W s
MPOMEKYTOUHOM aTTeCTAallMy 10 WUTOraM OCBOCHHS IUCHUIUIMHBI. CTPYKTypa U COJEpKaHue
¢doH/1a OLIEHOYHBIX CPEACTB MPEACTABICHBI B AIEKTPOHHON HH()OPMALIMOHHO-00pa30BaTENbHON
cpene.

8 YuedHO-MeToqHYeCKOe U HH(POPMAIHOHHOE 00ecTieYeHre T CIHITIHHbI
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obpamenusi: 01.02.2024).

2. I'po3oa, O. C. [enonpousBoAcTBo : yuebHOe mocobue ans By30B/ O. C. I'po3oBa. — 2-¢
u3n. — Mocksa : M3garensctBo HOpaiit, 2023. — 131 c. — (Bricmee oOpa3zoBanue). —
ISBN 978-5-534-15964-6. — Tekcr : anektponHslii / O6pa3oBarenbHas miaatdgopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/510372 (nata oopamenus: 01.02.2024).

3. lllyBanosa, H. H. OcHoOBBI nenonpou3BoAcTBa. S3bIK CIyKEOHOro TOKyMEHTA : YUeOHUK U
npaktukym Uit By3oB/ H. H. IllyBamoBa, A.}O.HWBanoBa; mon oOmeil pemakuueit
H. H. lllyBanoBoii. — 3-e uz ., nepepad. u qomn. — MockBa : U3natenbctBo KOpaiit, 2023. —
384 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-15217-3. — TekcT : 2I€KTPOHHBIH //
O6pazoBarenbhas miardpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/511417 (nara
obpamenusi: 01.02.2024).

8.2 HporpaMMﬂoe odecrmeyeHue " I/IH(l)OpMaIII/IOHHbIe CIIPpaBOYHLIC CHCTEMbI
OnepanuonHas cuctema Windows;
Oducurrit maket: Microsoft Office (MS Word, MS Excel, MS Power Point)
Wurepuer-opaysep: Google Chrome, Internet Explorer, Opera, Mozilla Firefox, ap.
Basbl JaHHBIX, UHPOPMALIMOHHO-CIIPABOYHbIE U MOMCKOBBIE cucTeMbl: KoHncynpTanT Ilmtoc

9. MaTepnajbHO-TeXHHYECKOE o0ecnedyeHne A1 CUMIIIMHbI
Hanuuue yueOGHON mnabopaTopuy, OCHAIIEHHOM NPOEKUMOHHOW W KOMIBbIOTEPHOU
TEXHUKOU, UHTErPUPOBaHHOM B MIHTEpHET.

10. OcoOenHocTH peanu3auuM JUCHUIVIMHBI JIS MHBAJIMIAOB M JIHI[ C
OrpaHUYeHHbIMH BO3MOKHOCTSIMU 3/10POBbSI

s oOecriedeHust 00pa3oBaHUs HWHBAIMIOB M OOy4aroOUIMXcs C OrpaHUYEHHBIMU
BO3MOYKHOCTSIMH 3/10pOBbsI IPUMEHSAETCS] MHIMBUAYAIbHBINA MOAXO0 K OCBOCHHUIO TUCIMIUIMHBI,
WH/IMBUYaJIbHBIC 3aJaHMsi C YYETOM OCOOCHHOCTEH UX TICUXO(PHU3UUECKOTO Ppa3BUTHS U
COCTOSIHUS 37J0POBBSI.

IIpu cocraBneHUHM HMHAMBHUIYaIbHOTO Trpaduka oOydeHHs] MPeAyCMOTPEHBI pa3iIHyHbIe
BapHUaHTHI POBEICHNUS 3aHATHI: B 00pa30BaTEIbHON OpraHu3anuy (B akaIeMUYeCKOH TpyIie u
UH/IMBUYaJIbHO), Ha IOMY C MCIIOJIb30BaHHEM JAUCTAaHIIMOHHBIX 00Pa30BaTEeIbHBIX TEXHOIOTH.

JIssi OCYIIECTBIICHUS MPOLEAYP TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M TPOMEKYTOUHOMH
aTTecTalluy, OOydJaroUIuXcsi co3faroTcs (OHIBl OICHOYHBIX CPENICTB, aJalTHPOBAaHHBIC IS
UHBAJIUIOB U JIMI C OTPAHUYECHHBIMU BO3MOXHOCTSIMU 3/I0POBbSI U TO3BOJISIOIIME OLEHHUTH
JOCTIDKEHUE WIMH 3aIUTAHUPOBAHHBIX B OCHOBHOM 00pa30BaTeNbHOW IMPOrpamMMe pe3yabTaToB
00y4yeHHs U YpOBEHb C(POPMHPOBAHHOCTH BCEX KOMIIETEHIINH, 3asBICHHBIX B 00pa30BaTeNbHOM
nporpamme. C y4eToM UHANBUAYAIBHBIX ICUXO0(U3HOIOTMUYECKUX OCOOCHHOCTEH 00ydaromuxcst



YCTaHABIMBAIOTCS CIICAYIONIME aJanTUPOBAaHHBIE (OPMBI TPOBEACHHS TEKYIIEro KOHTPOIIS
YCIIEBAeMOCTH W TPOMEKYTOYHON aTTeCTAllMW: IJIs JIMIl C HAapyIIEHHWEM 3peHUs 3aJlaHus
IpeIaraloTcs ¢ yKpYIMHEHHBIM MIPUGTOM, AJIs JIUL C HApYIIEHUEM CIlyXa — OLIEHOYHBIE CPE/ICTBA
MPEIOCTABISIOTCS B TMHCBMEHHON (opMe C BO3MOXKHOCTBIO 3aMEHBI YCTHOTO OTBETa Ha
MUCHbMEHHBIN, JUISI JIUI C HApPYIIEHUEM OIOPHO-ABUTaTEIbHOIO amnmapara ABUraTelabHble (GOpMbI
OLICHOYHBIX CPEACTB 3aMEHSIOTCS Ha IHUCHbMEHHBIE/YCTHBIE C HCKIIOYECHHEM JBHUTaTEIbHON
akTUBHOCTH. [Ipy HEOOXOAMMOCTH CTYAECHTY-MHBAIUIY MPEIOCTABISICTCS JOMOJIHUTEIBHOE
BpeMsl Ui BbIOJMHEHUs 3anaHus. [lpu BbIONHEHUM 3aJaHUil A BCeX TPYII JHI C
OTPAaHWYCHHBIMH BO3MOXKHOCTSIMH 370POBbSl JOIMYCKACTCSI TPHUCYTCTBUE WHIUBUAYATHHOTO
MOMOIITHUKA-COMPOBOXK/IAIONIETO I  OKa3aHUs TEXHUYECKOW Tmomomu B odopmiieHuu
pe3yJIbTaTOB NPOBEpKU chopMHupoBaHHOCTH KommeTeHIui. dopma mpoBeaeHus TeKyliel u
MPOMEKYTOUHOM aTTeCTAllMd Il  CTYICHTOB-MHBAIMJIOB YCTAaHABIMBACTCSI C YYE€TOM
WHAUBUAYAIbHBIX MCUXO0(PHU3NYECKIX 0coOeHHOCTEeH (YCTHO, MUCHbMEHHO Ha Oymare, MUCbMEHHO
Ha KOMIIbIOTEpE, B HOpMe TECTUPOBAHUS U T.I1.).

[Toxbop u pa3paboTka y4eOHBIX MATEPUAIIOB OCYIIECTBIISIECTCS C YY4E€TOM TOTO, YTOOBI
MPEIOCTABIIATh 3TOT MaTepHual B Pa3IMYHBIX (opMax Tak, YTOObl MHBAIM/BI C HAPYIICHUSIMU
CITyXa moJrydaiy HH()OPMAIIHIO BU3yalbHO, C HAPYIICHUSIMH 3peHUs - aynuanbHo. O0ydaromuecs
WHBAJIWABI W JIM[A C OrPAHWYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbS OOECICUEHBI Yyd4eOHO-
METOJUYECKUMH pecypcaMu B (hopMax, alaliTUPOBAHHBIX K OTPAHUYEHUSIM UX 37I0POBbs. Y4eOHO-
METOJIMYECCKUE PECYPCHI IO AUCHHILTHHE «VICTOPHS M METOHOIOTHSI HAyKH» Pa3MEIeHbI Ha CaliTe
«ONeKTpOoHHAas oOpa3oBaTesibHas cpena KemI'MK»
https://edu2020.kemgik.ru/course/view.php?id=4166),  koropas  HMeeT  BEPCHIO s
C1a00BUASILINX.

11 IlepeyeHb K/IH0OYEBBIX CJI0B

Jenonpon3BoIcTBO

Kanposoe nenonpoussoactso
TpynoBoii 1oroBop

TpynoBas kHHXKKa

TpynoBoit KOHTPAKT

TpynoBeie paBOOTHOLIEHUS
Kanposas ciayx6a

JInuHas kapTouKa

JInynoe neno

JlokanbHbIE HOPMAaTUBHBIE aKThl
[lepconanbHble 1aHHbIE paOOTHUKA
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