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1 IlepeyeHb IJIAHUPYEMBIX Ppe3y/IbTAaTOB O0yYeHHs MO JUCLHHUIUIAHE, COOTHECEHHBIX C
IUIAaHUPYEMbIMH pe3y/IbTaTaMHU 0CBOEHHs 00pa30BaTe/IbHOM MPOrPaMMbI

1.1 [ucuunymHa «/{e/1onpou3BoACTBO» ol0ecreunBaeT (OPMHUpPOBAHHE C/IEIYHOIIUX
KOMIIeTeHI[UI C yUéTOM MHJUKATOPOB UX [JOCTH)KeHUsI

Kopa, HanMeHOBaHHe KOMITeTEeHIIUH Kop uHANMKaTOpa KOMIIeTeHIUHI

[TKC-4 Crioco6HOCTb K MOTOTOBKe U 0(hOpM/IeHHIO
JIOKYMEHTOB Y JIOKa/IbHbIX HOPMAaTHBHbBIX aKTOB
perynvpyomux obpasoBaHue, QyHKIIMOHHPOBaHNE [TKC-4 .5
NpeJNpYHUMAaTeIbCKON CTPYKTYPhI U 00eCrieunBaroLuX
ynpas/jieHHe B OpraHusanuu

1.2 B pe3yibTaTe 0CBOeHHS JUCIUIIHHBI Y 00yYaOIIMXCA AO/DKHBI ObITH C()OPMHUPOBAHBI

Kopg,
CopeprxaHue HH/UKATOpa Pe3ynbTar 00yueHus
HHAMKATOpa
3HaTh MOHATHS, COCTaB U
0COOEHHOCTH pa3/IUUHbBIX JIOKYMEHTOB,
CUCTeM JJOKyMeHTHPOBaHUS U
HOCUTeJIelt UHpopMaIuu
YMeTb opraHr3oBbIBaTh 3pPeKTUBHOE
[leMOHCTpPUpYeT 3HaHUS
o J1eI0NIPOM3BO/ICTBO B yC/IOBUSIX
TpeboBaHUI K HabOpy U
(yHKLIMOHUPOBAHUSI COBPEMEHHOT'0
[IKC-4 .5 CoJiep>KaHHI0 HeOOXOIUMBIX B
o TIpe/TpUsITUS
npoecCroHaNBLHOU [1esiTeIbHOCTU
Bnapers npakTHyeCKMMU HaBbIKaMHU
JIOKYMEHTOB

TI0 COCTaBJIEHUIO, PeJJaKTUPOBAHHUIO
rocsiefiyroiiei oopaboTke
JOKyMEHTOB C y4eTOM TpeboBaHMiA
JIeMCTBYIOLL[ET0 POCCUICKOTO
3aKOHO/IaTeIbCTBA

2 MecTo auciMIuiuHbI B cTpyKType OOII

W3yueHue AMCLMITIMHBI «[le/T0onmpou3BOACTBO» 0a3upyeTcsi Ha pe3ysbTaTax OCBOEHUS
C/leIyIOLMX AUCLUI/IMH/TIPAKTHK: «BBeJeHre B MpodecCHoHaNbHYIO JesTeNbHOCTb», «OCHOBBI
[le7I0BOM1 KOMMYHUKaLW»

OucuurivHa SIBJISIETCS TIpe/IllieCTBYOLIeM JJist JUCLIUTITUH/TIPDAKTHK
«[Ipou3Bo/icTBeHHasi TMpaKTHUKA:TeXHOoJornyeckasi (MPOEKTHO-TeXHOJIOTHYecKasi) TpaKTHKa»,
«[Tpon3Bo/icTBEHHAsE TIPAKTHKA: TIPEAAUTIIIOMHAsT TTPAKTUKA»

3 O0beM AUCIUILITHHBI

O0beM AUCHMIITHHBI cocTaBisieT — 3 3ET

TPyA0eMKOCTh B aKa/leMHUYeCKHX yacax
(OfuH akajeMUueCcKuil yac COOTBETCTBYeT 45

Buj yueGHo# padoThI
MHHYTaM aCTPOHOMHUYECKOT0 yaca)

Bcero Cemectp Ne 3
OO6111asi TPYA0eMKOCTb AUCLUTITAHBI 108 108
Ay[IWTOpHBIE 3aHATHUSA, B TOM UKC/Ie: 32 32
JIEKITUU 16 16




nabopaTopHbIe pabOThI 0 0
TIpaKTUYeCKUe/CeMUHapCKUe 3aHsATUs 16 16
KoHrakTHasi paboTa, B TOM Umcie 0 0
B (hopme pabOTHI B 37IEKTPOHHOU
WH(OPMaIMOHHOW 00pa3oBaTe/bHOM 0 0
cpeje
CamocTosTenbHast pa60Ta (B T.4. 76 76
KYpPCOBO€ MPOEKTUPOBAHUE)
pr,Z[OEMKOCTb HpOME)KyTO‘-IHOﬁ 0 0
arTecTalnuun
BI/I,E[ HpOMG)KyTO‘-IHOﬁ aTTeCTaliqyuun
HUTOT'OBOI'O KOHT ATI1 NCOUIJINH
(MTOrOBOT0O KOHTPOJIS TIO JUCLIUTLIMHE) 3auer 3auer
4 CTpyKTypa U cojiepKaHue JUCLUII/IMHbI
4.1 CBopHbIe JaHHBbIE 110 COAEPKaHHUIO AUCLUII/INHBI
Cemectp Ne 3
Bujbl KOHTAKTHOH pabdoThI
P
N | Mo e | b | fmemn | O | Gemme
n/n b ni HUIUTNHBI Ne Kon. Ne Kon. Ne Kon. No Kon. KOH);monﬂ
Auct 3 UYac. B Yac. B Yac. B UYac. P
1 2 3 4 5 6 7 8 9 10 11
ITonsTue o
JIOKyMeHTax,
1 cucTeMax 1 1 5 YcTHbIR
JOKYMEHTUPOBaHU orpoc
51, HOCUTeJISIX
rHdopmMalu
bnanku
OpraHM3aL{ui:
BU/Ibl, HA3HAUEHHUE
5 U QyHKIMH. 5 5 1,2 6 1,2 6 Peerne
TpeboBaHus K 3azau
odhopMIeHHIO,
XpaHEeHHUI0 U
WCII0/Ib30BaHUI0
A3bIK ¥ cTUIIB .
YcTHbIN
3 yIpaB/eHYeCKHUX 3 1 1 12
orpoc
JIOKYMEHTOB
4 PacriopsiiurenbHbI 4 2 3,4, 8 1,2 20 Peruenue
e IOKYMEHThI 5 3ajiau
5 JenoBble nrcbMa 5 2 6 1 1,2 8 Pemenne
3aga4y
Odopmiienne VerHbti
6 Ka/IpOBBIX 6 2 1 8
orpoc
JIOKYMEHTOB
Opranusanus Y eTHBL
7 JIOKyMeHTO060poT 7 2 1 8
A orpoc
O6paboTka
BXO[SIIUX,
8 UCXOJAUMX U 8 1 7 1 1,2 8 legle:qlzle
BHYTPEHHUX A
JOKYMEHTOB




DJIeKTPOHHBIN Y CTHBIN
9 9 2 2

JIOKYMEeHT0000pOT orpoc

Kondugenmansa .
10 | oe 10 1 2 Y CTHIH

oripoc

JIeJIOTIPOU3BOACTBO

IIpomesxxyTounas 3auer

aTTecTarys

Bcero 15 16 76

4.2 KpaTkoe co/iep>kaHue pa3/ie/ioB ¥ TeM 3aHATHHI

Cemectp Ne 3

Ne

Tema

KpaTKoe coaepKaHue

[ToHnaTtue o fOKyMeHTax,
cucTemMax
JOKYMEeHTHPOBaHUs,
HOCUTe/ISIX MH(OpMaLn

OcHOBHBIe TepMUHBI U onpejeneHus. IlonsaTue u
(GyHKUMM TOKyMeHTa. Y HUbULMpoBaHHas (popma
JOKyMeHTa. YHU(ULMPOBaHHbIE CUCTEMBI
JokyMmeHTaluu. Knaccudukanys JIOKyMEHTOB.
HopmaTBHO-MeTo/iMuecKasi 6a3a [1e/I0npou3BOACTBA.

BiaHKy opraHu3arivii:
BU/IbI, Ha3HAUeHHE U
¢byukipu. TpeboBaHUs K
odopmsieHNI0, XpaHeHUI0
Y UCTIO/Tb30BaHUIO0

Bnanku opranusanuu. Knaccudukaipys 6;1aHKOB 110
Buzy O6/aHka.  Kmaccudukariyst 6/1aHKOB T10
PacrioioXKeHUI0 peKBU3UTOB. Kiaccudukariys
0/1aHKOB 110 aBTOPY /IOKyMeHTa. TpeboBaHuUs K
dopmaTrpoBanuto 6aHKa. [Ipon3sBonbHas hopma
otdopmiierus: 6;1aHKOB. TpeboBaHus K 0OPMIEHHIO
TEKCTOBBIX fIokymMeHTOB Ha  [IK. Cocras,
Pacroio)KeHre U BOCTIPOU3Be/IeHHe PEKBU3UTOB Ha
JOoKyMeHTax. PekBU3NThI hopMyrisipa-o0pasta.

SA3BIK U CTUIIB
yIipaBJ/ieHUeCKUX
JIOKYMEHTOB

TpeboBaHUs K TEKCTY JOKyMeHTa. Y HUPUKALUS
TeKCTa. YToTpeOsieHre TeKCUKY B TeKCTe. THITHUHbIe
OIIMOKH B TEKCTe.

PacrniopsimutenbHbie
JIOKYMEHTBI

PacriopsijutenibHble JOKyMeHThI: BU/bl, HA3HaUeHHe U
coctaB pekBU3UTOB. [Ipoleaypa usganus
pacropsiiuTenbHbIX JOKyMeHTOB. CocTaByieHre U
odopmiieHre pacTOPSAUTENTBHBIX [JOKYMEHTOB.
[ToaroToBKa mpoeKTa pacropsiguTe/lbHbIX
JIOKYMEHTOB. CnpaBoyHO-
rH(bOpMaLMOHHbIE I0KYMEHTbI: BH/Ibl, HA3HaUeHHe,
COCTaB PEKBU3UTOB.

HenoBblie mruceMa

Cny>kebHble nrcbMa: O6/1aHK /IS TMCEM M COCTaB
pekBu3UTOB. OCOOEHHOCTU COCTABJIEHUST TeKCTa
niceM. PaszHoBugHOCTU TTceM. OCOOeHHOCTH
TIepernyCcKy C THOCTPAHHBIMU TTApTHEPAMH.

OdopmreHue KaJipoBbIX
JIOKYMEeHTOB

OO61myie 110/105KeHUsT O JOKyMeHTaXx I10 MepCoHaty.
KappoBas nH(opMaLOHHO-A0KyMeHTalMOHHas
cucrema. Kommniekc pacniopsiiuTe/isHOM
JIOKyMeHTaLuu. Komrsiekc opraHu3aljioOHHO-
NIPaBOBBIX JJOKyMeHTOB. KoMIuieKc JoroBopHOM
JIOKyMeHTaLy. KoMIjieKc 11aHOBBIX JOKYMEHTOB.
Kommniekc yyeTHBIX Ka/IpOBBIX JOKYMEHTOB.
Komrinekc 10KyMeHTOB IO y4yeTy UCIO0Ib30BaHUS
pabouero BpeMeHM U pacueTa OIJIaThI TPy/a.
KomryiekCc OTueTHbIX M MH(OPMAaLMOHHO-
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dHA/IMTHUYeCKUX [AOKYMEHTOB.

vH(popMaLy. AJITOPUTM
MepONpUATUN 1O 3aliyTe KOH(HAeHMaTIbHbIX
JIOKyMeHTOB. OCHOBHbIe [TPUHLUIBI OPraHU3aLuu
KOH(HIeHIIMaIbHOTO JOKYMeHT0000poTa.

7 Opranu3zanus okymeHTO0O0pOT. XapaKTepHUCTHKA

JOKyMeHT000opoTa JIOKyMeHTOTNOTOKOB. O0beM  /10KyMeHTO0OO0pOTa.
VIHCTPYKLMS TI0 /1e/IOTIPOM3BO/ICTBY.

8 O6paboTka BXOJSAIINX, [TepBUYHBIE 3Tarbl MPOXOXKAEHUS BXOSIIINX
UCXOJSAIINX U JIOKYMEHTOB. LleHTpanu3oBaHHast U
BHYTPEHHHUX JJOKYMEHTOB | [lel[eHTPa/IM30BaHHasi PeTMCTPALIUS BXO/ASAIIIX

JIOKYMEHTOB. DTarlbl TPOX0XKeHUsT BXOZSIIUX
JOKyMeHTOB (oKoHuaHue). [Topsizok 06paboTku
ucxogsiel fokymeHTalun. [Topsimok 06paboTku
BHYTPEeHHeH JIOKYMEeHTAIWH.

9 OeKTPOHHBIN CucTeMbl 37IeKTPOHHOTO ZIOKyMeHTooOopoTa. OO1jast

JIOKYMEHTO000pOT HOPMAaTHUBHO-TIPaBoOBasi 6a3a 3/IeKTPOHHOTO
JIOKyMeHTOoOopoTa. [TpUHIUIBI 3/IEKTPOHHOTO
JIOKyMeHT000opoTa. AJITOPUTM ZIOKYMEHTO000pOTa.
@OYHKI[MOHUPOBAaHUE CHUCTEMBI 3JIEKTPOHHOTO
JOKyMeHTooOopoTa. CHCTeMBbI Me)KBEZIOMCTBEHHOTO
JIOKYMeHT0000opoTa.

10 KoHdugeHpampHoe OCHOBHbIE TIOHATHS KOH(MH/IEHIUATBHOTO
JIeJIOTIPOM3BOZICTBO J1eJIOTIPOM3BO/ICTBA. ®opMbI ySI3BUMOCTH

OpraHu3alMOHHbBIX

4.3 IlepeueHb 1a60paTOpPHBIX padoT

JIabopaTopHbIX paboT He TIPeyCMOTPEHO

4.4 TlepeueHb NPAKTHYECKUX 3aHATHH

Cemectp Ne 3

Koi-Bo akapeMuueckux

Ne Tembl NpaKTHUECKHX (CeMHUHAPCKHX) 3aHATHI
4acoB
1 OdopMneHre peKBU3UTOB JIOKYMEHTOB 4
2 OdopmeHre 61aHKOB JOKYMEHTOB 2
OdopmsieHre pacropsiiuTebHBIX JOKYMEHTOB
3 (mpuyKa30B, pacrops>KeHWH, YKa3aHUH, 2
TIOCTAHOBJIEHUM, PELLeHUN)
Odopmnenne HHOOPMALIMOHHO-CTIPABOYHBIX
4 JIOKYMEHTOB (C/Ty>keOHBIX 3arrCOK, JOK/Ia/IHbIX, 4
00BSICHUTE/TLHBIX 3aMMCOK, 3asIBJIEHUH U CITPABOK)
5 OdopmieHre MHGOPMALIMOHHO-CIIPABOYHBIX 9
JOKYMEHTOB (TIPOTOKOJIa U aKTa)
Odopmierne ciny>keOHbIX TTHCEM (MTUCbMa
coo01ijeHus1, MMcbMa TpeboBaHUsl, TMChMa
6 O3/ paBJieHus, MMCbMa 3arpocChl, MMCbMa OTBETHI, 1
rapaHTHi{HOe, COMIPOBOJUTENBHOE,
HMH(OPMaI[OHHOE)
7 O6paboTKa BXOJSAIINX, UCXOSAIIUX U BHYTPEHHUX 1
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| | moKymeHTOB

4.5 CamocTosTeTbHasA padora

Cemectp Ne 3

Kon-Bo akaseMnueckux
Ne Buy CPC A
4acoB
1 ITpopaboTKa pa3/iesioB TeOpeTHYeCKOro MaTepuasia 55
2 Penienne crierjyasnbHbIX 3a/1a4 21

B xo/ie mpoBezieHNsI 3aHATUM 110 JUCLUTUIMHE WUCTIONB3YIOTCS CIeyoIIe HHTePaKTUBHbIe
MeTozbl 00yueHusi: [JUCKycCCUst SIBIISIeTCSl OJHUM M3 BU/I0B UHT@PAKTUBHBIX 00pa30BaTe/bHbIX
TexHonorui. [IpeacraBsieT coboii 06CyKaeHre, COBMECTHOE UCC/IeZloBaHe KOHKPETHOMN TeMEI,
3a/lauul U sIBJIeHUsI MeXKy BCEMH yU4aCTHUKaMU o0pa3oBaTesibHOTO Tiporiecca. [IpoBeseHye
3aHATUU-IUCKYCCUM CTUMY/IUPYET IMO3HaBaTeIbHY0 aKTUBHOCThH 00YYaroIUXCsi, CiocobCTByeT
6oJiee OCMBICCTIEHHOMY OCBOEHUIO MU HOBBIX 3HAHHI TTOCPe/[CTBOM TIOATOTOBKH apryMeHTal[uu
U 3alMThI CBOEH TIO3UI[UH 110 00CY>KJjaeMoit Teme.

5 IlepeueHb yueOHO-MeTOJUUECKOT0 00ecriedeHUsl JUCLUTTMHBI
5.1 MeToanueckue yKa3aHusA /1A 00yYarOIIUXCSA 110 0CBOEHHIO JUCLUILIMHBI
5.1.1 MeToauuecKne yKa3aHus /sl 00y4arOUXCs 10 MPAKTHYECKUM 3aHATHIM

http://elib.istu.edu/viewer/view.php?file=/files3/er-34013.pdf.

5.1.2 MeTroauueckue yKa3aHHus /i 00yUJaroIUXCA 10 CAaMOCTOATeILHOM padoTe:
http://elib.istu.edu/viewer/view.php?file=/files3/er-34014.pdf

6 @DoHJ OLEHOUHBIX CPeACTB A/ KOHTPOJA TeKyllell ycCrneBaeMOCTHM U TPOBe/eHUsl
NMPOMEe)XYTOYHON aTTeCTalyy Mo AUCHHUIINHE

6.1 OneHouyHble cpeACTBa /I IPOBEAEHUA TEeKyIlero KOHTPOJIs
6.1.1 cemectp 3 | Pemnenue 3agau
OmnucaHue npoueaypsbl.

CTyZeHT BBINOJHSIET UHAMBH/ya/lIbHOE 3a/laHKe C pa3BepHYThIM OTBeTOM. BapuaHThI 3a/jaHuii 110
TeMaM pacIi0/I0’KeHbI B 3/IEKTPOHHOM Kypce.

Teky1mii KOHTpPOJIb 110 TeMe: OopmiieHHe PacropsiAUTeNIbHBIX JOKYMEHTOB

3aganue: CoCTaBUTH pacropspKeHHe TI0 OCHOBHOM JleATe/IbHOCTH Ha npeanpusatuu OO0
«CrpoiiTexITpom». PykoBoguTensb oTzena MapketrHra Matimesa I1.P. gaet pacniopspkeHue
(Ne7) mapketosiory CypukoBy A.H. 1o 20.11.23 rozja npoBecTH NPOMeKyTOYHbIM aHa/IN3
peanusyemoii peknamHol ctpaterud Nel ot 10.02.2023 ropa.

Texyiuii KOHTposb 110 TeMe: OdopmiieHre HH(POPMALIMOHHO-CIIPABOYHBIX I0KYyMEHTOB
3apanue 1: CocTaBUTh OOBSICHUTE/TBHYIO 3aMMCKy B yHUBepcuTeT: CTYZEeHT OT CBOro UMeHU
COCTaBJIsIeT OOBSCHUTENTBHYIO 3aTTMCKY 00 OTCYTCTBUU Ha Y4eOHBIX 3aHSTHSIX.



Teky1mii KOHTpoJIb 110 TeMe: OdopmiieHre UHPOPMAaLMOHHO-CITPaBOYHBIX JOKYMEHTOB
3aganue 2: CoctaBbTe CTy)KeOHYH0 3aMuicKy 00 OTCyTCTBUM pabOTHHMKA Ha paboyeM MecTe:
PykoBogutens OOO «IIpogBuskeHre» - reHepanbHbii gupektop VBanos U.U. TIporpammuct
CemenoB M.J. B uetBepr 21.02.24 rofa oTCyTCTBOBaI Ha pabote. PyKoBouTe/b OTena
[MTerpoB K.M. peumin mumts cotpyaHrka CemenoBa M.U. npemuu. TIpencraBnsiet coboi
JIOKYMEHT, KOTOPbIi (PUKCHPYeT OTCYTCTBHE COTPYIHMKA Ha pabouem MecTe. HampaBssieTcsi, Kak
TIPaBUJIO, OT PYKOBOZMTEIS OT/ena AupeKTopy. [Ipu cocraBnenun Oymaru BaXkKHO 3HaTh
HEKOTOPYI0 TepPMUHOJIOTHIO. [Iporys - 3To 0TCyTCTBHE COTPY/JHHKA B TeueHHe Oosiee 4 yacoB.
Ecm paboTHUK OTCYTCTBYeT MeHee 4 4acoB, 3TO OyZieT CUMTaThCS OTI03/jaHUEM.

KpuTepuu oneHUBaHMA.

OueHka 5 - 00yyaromuiics BbISIBA yBePeHHbIe 3HaHUSI TPOrPaMMHOTO MaTepyasa, YCIIelHO
BBITIOJTHWI 33/]aHusl, yMeeT CCTeMaTHU3HMPOBaTh PaHee W3yUYeHHbIN MaTepuall.

Ouenka 4 - 00yyJaromuiics 3HaeT OCHOBHBIE TT0JIOYKEHHS TeM, YCBOWJT yUeOHBIN MaTepua,
B/Ia/leeT TEPMUHOJIOTHel, HO IOMyCKaeT He3HaUMTe/IbHbIe OLITUOKY TIPY PeIlleHrH 3a/1ay.
OueHka 3 - 00y4Jaromuyics TOHUMAaeT OCHOBHBIE TIOIOXKEHUSI TEMbI, HO IOy CKaeT
orpeie/ieHHble HETOYHOCTH B pelleHUH 3a/1au.

OueHka 2 - 00y4JaroImuics UCTILITBIBAET Cepbe3HbIe MPO0/eMbl B 3HAHUSX, ObLH AOMYIIEeHbI
TIPUHIUIA/BHBIE OIMOKH, HeTIOHUMaHKe OCHOB BOTIPOCA.

6.1.2 cemecTp 3 | Y cTHBII onpoc
OmnucaHue npoueaypsbl.

Lenb KoHTpOs (YCTHBIN OTPOC): BBISIBUTh YPOBEHb TEOPeTUUYEeCKUX 3HAHUMN U MPAKTUYeCKUX
npodecCUOHATBHBIX 3HAHUHM U YMeHUH B 00/1aCTH IPUMEHSTh TeOpeTHUeCKHe TI0I0KeHHS 110
COCTaBJIEHUIO, PeJJAKTHPOBAHHUIO M TIOC/IeAyoIeii 00paboTKe JOKYMEHTOB C yUeTOM
TpeOoBaHU JIeNCTBYOIIero PoCCHUIICKOTO 3aKOHO/JAaTe/IbCTBA, a TAKXKe BLIIBUTh HABBIKU
CaMOCTOSITe/IbHOT'O0 MHULIMATUBHOTO U TBOPUYECKOT'0 UCI0/Ib30BaHUsl TEOPeTHYeCKUX 3HAHUHN B
TNIPAaKTUYeCKOH /1esiTe/IbHOCTH.

Mertopvika nipoBefieHusi: B npotiecce ycTHOU 6ece/ibl pernojaBarteb 3a/jaeT BOMPOCHI, a
CTYZIeHThI TIPe/IJIararoT CYIIeCTBYOI[He TOUKUA 3pDeHUs Ha ITOCTaB/ieHHYy o npobiemy. [Tpu
YCTHOM OTIpOCe KaXkJ|0ro CTY/ileHTa BO3MOXXHO ITPUMeHeHHe WHTepaKTUBHOW TeXHOJIOTUH:
IPYNIOBOM AUCKYCCHUU.

Kpurepumu oneHuBanus.

OrmieHka 5 - 00yYaroL[UiiCs BLIIBWI YBEPEHHbIE 3HaHUS POrPaMMHOT0 MaTepHasa, yCIIelHO
BBITIOJTHWI 33/JaHusl, yMeeT CUCTeMaTU3HMPOBaTh PaHee M3yUYeHHbIN MaTepuall.

OrnieHka 4 - 00yYaroI[UICs 3HaeT OCHOBHBIE TI0JIOXKEHUST TEM, YCBOW/I yueOHbINM MaTepHal,
BJIa/leeT TePMUHOJIOTHel, HO IOMyCKaeT He3HauMTe/IbHbIe OLIMOKY TIPY pellleHrH 3a/1ay.
OrieHKa 3 - 00yYaroL[UICS TOHUMaeT OCHOBHBIE TTOIOXKEHUSI TEMBI, HO IOIyCKaeT
orpefie/ieHHble HETOYHOCTH B pelleHUH 3a/1au.

OrieHKa 2 - 00yYarOI[UICS UCTIBITBIBAET CEPhe3HbIe MPOOIeMbI B 3HAHUSIX, ObI/TH [IOTTYII[€HbI
TIPUHLUIHA/IbHbIE OIIMOKH, HeTIOHUMaHKe OCHOB BOTIPOCa.

6.2 OueHouHbIe Cpe/iCTBA /I/IfA IPOBe/|eHHs TPOMEe)XyTOUHOM aTTecTalul

6.2.1 Kputepun wu cpeacrBa (MeTo/bl) OLEHMBAHUA WHJUKATOPOB [OCTHIKEHUS
KOMIIeTeHI[UM B PaMKaX MPOMeXyTOYHOM aTTeCcTal[uu

NHaukaTop AOCTKeHUs CpeactBa
Kpurtepuu oneHMBaHHUA
KOMIIeTeHI{ MU (MeToapBI)
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OLIeHUBaHHSA
MPOMEeXYTOYHOM
aTTecTanuu

[IKC-4 .5 HemoHcTpupyeT 3HaHMS TpeboBaHMii K | MiToroBoe

HabOpy U CO/Iep>KaHUI0 HeOOXOAUMBIX B | TECTUPOBAHHE
rpodeccroHa bHOM JlessTe/TbHOCTH
JIOKyMEHTOB. [emoHcTpUpyet
MpaKTUYeCKre HaBBbIKU 110 COCTaBJ/IeHUIO,
PeAKTHPOBAaHUI0 M TOC/AeAYHOLIen
00paboTKe  JOKYMEHTOB C  y4YeTOM
TpeboBaHUH JeNCTBYIOILeTO
Poccuiickoro 3aKOHO/jaTe/TbCTBA

6.2.2 TunoBbie OLleHOUHbIE CPeACTBA IPOMEXXYTOUHOH aTTecTaluu

6.2.2.1 Cemectp 3, TumnoBble oLeHOYHBIE CPeJCTBA /ISl IPOBe/JeHUs 3aueTa 1o
AUCLUIIITMHE

6.2.2.1.1 Onucanue npoueaypobl

1711 monyueHust 3a4eTa 10 JUCIUIUTHHE HeoOX0IUMO BhIMOMHUTE 3a1aHus (CPC) B TeueHue
cemMecTpa U MPOUTH UTOr0BOe TeCTUpoBaHUe He Hke 70%.

IIpumMep 3a1aHUd:

[TprMepHBIe BONPOCHI Jj1s 3a4éTa M0 AUCLUIIMHE

OENDUTAWN R

_
)

NNNNNNR B R
U RN WNRPFRPODOOONOOUTEN WN

. OCHOBHBIE TEPMHUHBI U ONpe/ie/IeHHSI.

. [oHsATHE U QYHKLMU JOKYMEHTAa.

. YHu¢wuipoBaHHas (oopMa JOKYMeHTa.

. YHU(ULIMPOBaHHbIE CUCTEMBI JOKYMEeHTALWH.

Knaccudukauys 10KyMeHTOB.

. HopmaTtBHO-MeTO/iMuecKas 6a3a Zie/ionpon3BOACTBa.

. Bnanku opranu3zanmy.

. Knaccudukarus 6;1aHkoB 1o Bugy 6/1aHKa.

. Knaccudukaryst 6;1aHKOB 110 Pacrioyio)KeHUI0 PeKBU3UTOB.

. Knaccudukariusi 671aHKOB 110 aBTOPY I0KyMeHTa.

. TpeboBanusi K hopmaTrpoBaHUio O1aHKa.

. I[IpouzBosibHast hopma oopmsieHs: 6/1AHKOB.

. TpeboBaHus K 0pOpPM/IEHHIO TEKCTOBBIX IOKyMeHTOB Ha I1K.

. CocraB, pacrnomno>keHre ¥ BOCIIPOM3Be/leHe PeKBU3UTOB Ha I0KyMeHTax.

. PekBu3uThI hopmyJisipa-oOpastia.

. TpeboBaHUsI K TEKCTy JJOKyMeHTa.

. YHU(UKaLYs TeKCTa.

. YrioTpeGieH1e IEKCHKH B TEKCTe.

. TunnuHble OmMOKK B TEKCTe.

. PacriopsiivTenibHble JOKyMeHTBI: BH/IbI, HA3HaUeHHE U COCTaB PeKBU3UTOB.
. ITpoueaypa u3maHust pacriopsAUTE/bHBIX TOKYMEHTOB.

. CocraBneHue 1 opopmiieHHe pPacTiopsSAUTENBEHBIX JOKYMEHTOB.

. [ToaroroBKa MpoeKTa pacropsiIuTeTbHbIX JOKYMEHTOB.

. CripaBouHO-MH(bOPMaLIOHHbIE JJOKYMEHTBI: BUZbI, HA3HaUeHHe, COCTaB PeKBHU3HTOB.
. Cny>kebOHble icbMa: 6J1aHK JI71s1 TMCeM U COCTaB PEeKBH3UTOB.
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26. Oco6eHHOCTH COCTaB/IEHUS TEKCTA TIHCEM.

27. Pa3HOBUIHOCTH TTHMCEM.

28. OcobeHHOCTH MeperucKi ¢ MHOCTPAaHHBIMH TTapTHEPAMU.

29. OG61111e 1Mo0XKeHUsI 0 IOKyMeHTax 110 TIepCOHay.

30. Kagpoas nH(opMaljMOHHO-/10KyMeHTal[MOHHast CUCTeMa.

31. Komriiekc pacropsiiuTe/ibHON JOKYMeHTaL|u.

32. KoMI1eKC opraHu3aliOHHO-TIPAaBOBbIX JOKYMEHTOB.

33. Komriekc JoroBOPHOM JOKYMEeHTALUH.

34. KoMIl1eKC MJIaHOBBIX JOKYMEHTOB.

35. KomIuiekc yyeTHbIX KaJpOBbIX JOKYMEHTOB.

36. Komruiekc JOKyMeHTOB TI0 YUYeTy MCII0/Ib30BaHUsS paboyero BpeMeHH U pacyueTa OTIaThl
TpyAa.

37. Kommniekc 0TYeTHBIX U MH(POPMAaLIMOHHO-aHA/IMTUUeCKUX JJOKYMEHTOB.

38. JokyMeHT0000pOT.

39. XapakTepuCTHKa [JOKyMEHTOIIOTOKOB.

40. O6beM JOKyMeHTO000pOoTa.

41. HCTpYyKLMs T10 1e/I0NPOU3BOACTBY.

42. [lepBruHbIe 3Taribl IPOXOXKJEHUS BXOAALIUX JOKYMEHTOB.

43. llenTpanu3oBaHHas U flelleHTpaJIri30BaHHasl PerucTpaLys BXOALMX JOKYMEHTOB.
44. Jtanbl IPOX0XKAEHHS BXOALMX JOKYMEHTOB (OKOHYaHHe).

45. Tlopsinok 06pabOTKK UCXOASIIEN JOKYMeHTal[|H.

46. TTopsiok 00paboTKKU BHYTPeHHEe! JOKYyMeHTaI[|H.

47. CucTeMbl 37IeEKTPOHHOTO JOKyMeHTO000pOTa.

48. O6111ass HOpMaTHUBHO-TIPaBOBasi 6a3a 3/IeKTPOHHOTO JOKyMeHTo0obopoTa.

49. ITpyuHLIUITBI 37IEKTPOHHOTO JOKYyMEHTO000pOTa.

50. AropuT™ OKyMeHT0060pOoTa.

51. ®yHKUMOHUPOBAHUE CUCTEMBI 37IEKTPOHHOTO JOKYMEHTO000poTa.

52. CuCcTeMbl Me>KBeJOMCTBEHHOTO ZIOKYMeHTO000opoTa.

53. OCHOBHbIe MOHATUSI KOH(U/IeHI[MATLHOTO /1e/I0TIPOU3BO/ICTRA.

54. ®opMbI yA3BUMOCTH MH(OPMaI[1H.

55. AJIrOPpUTM OpraHU3aljMOHHbIX MEPONPHUATUM IO 3aluTe KOH(PUeHIManbHbIX JOKYMEHTOB.
56. OCHOBHbIe TIPUHIMITBI OpPraHU3aLyy KOH(W/eHLIMaIbHOTO JOKYMeHT0000poTa.

[Tpumep uTOroBOrO TecTa (MHOXXeCTBEeHHbIHN BbIOOD):

1. 'apaHTHIIHOE TUCBEMO — 3TO:

A) 10KyMeHT, coo0b1jarorii 0 MpUOJIMYKeHUH, YyCKOPeHNH, UCTeUeHUHU CPOKAa UCTIOTHeHUsT
KaKoro-nmbo JercTBust

B) nokymeHT, copepkallyii mpyrialieHre Ha MeporpusTye

C) JOKyMeHT, B KOTOPOM rapaHTHUPYeTCs OTjIaTa BBITIOJIHEHHOW paboThI WM TIpe/j0CTaB/IeH e
yero-m6o (paboThl, MoMeleHNs U T.1.)

D) nokymeHT, MOATBEP>KAIOLLIMN [TOTyUeHre 1{eHHOCTeN

2. [laiiTe onpeziesieHue JOKyMeHTa:

A) MaTepuabHbINA 00BEKT ¢ MHPOpMaIHel, 3ahUKCUPOBAaHHOM CO3ZIAHHBIM UeJI0BEKOM
criocoboM, /17151 eé Tiepe/iauv BO BpeMeHU U MPOCTPaHCTBe

B) COBOKYIHOCTb peKBU3UTOB O(HULMATBHOIO MMCbMa

C) cTaHzapTHOE pacIio/io’KeHre MaTepurara

D) Tekct

3. [atiTe onpesieneHve ¢popmyrsipa-obpasiia:

A) COBOKYITHOCTb PEKBH3UTOB [|eJI0BOr0 MHCbMa

B) cOBOKYIHOCTb pacro/ioyKeHHbIX B OTpe/ie/ieHHOM MOoC/1e/10BaTeIbHOCTU PEKBU3UTOB,
MIPUCYLMX BCEM [JJOKYMeHTaM OIlpe/ie/IeHHOM CUCTeMbl J0KyMeHTaLuu
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C) COBOKYITHOCTh pEKBH3WUTOB IpHKa3a

D) cOBOKYNHOCTb PEKBU3WUTOB aKTa

4. lata moKymMeHTa 0(opMyIsieTCs CIeyIoImyM o0pa3om:

A) 1 deBpansa 1997

B) 1 deBpans 97 1.

C) 01.02.97 r.

D) 01.02.97

5. [laTa JOKymeHTa — 3TO:

A) paTa ero noAnvcaHus, NpUHATHS

B) pgata ero coctaBneHust

C) para ero MoANMCaHusl, IPUHSTHS, YTBEPIK/I€HHS, COCTAB/IeHUs], aTa COOBITHS
D) mara cobbiTHs

6. [lenoBble mricbkMa 0OBIYHO 3aKaHUYMBAIOT (hpa3amMu:

A) B cooTBeTCcTBUM C Baiteit npocrs60ii ...

B) c yBakenuem ...

C) Hamu paccmoTpeHbl Bamm npejioykeHus ...

D) B cBs3H ...

7. [JenonpousBo/CTBO - 3TO:

A) opranm3anusi JOKyMeHT0000pOTa B YUPEXKIEHUH

B) cOBOKYINHOCTb JOKYMEHTOB, OTPa’KaroL1X ypaBJeHUYeCKYI0 [JesiTebHOCTh YUpeXKIeHHs
C) COBOKYITHOCTH PabOT 110 JOKyMEeHTUPOBAHMUIO JIeTeTbHOCTH YIIPaB/IeHHS U 110 OpraHu3aliu
JIOKYMEHTOB B YUpeXXJeHUU

8. [lesiTe/IbHOCTH armapara yIpaB/ieHHts, OXBaTbIBatoIllasi BOIIPOCH] JJOKYMEHTUPOBaHUS 1
opraHu3saiuu paboThl C JOKyMeHTaMH - 3TO:

A) moKyMeHTal[IOHHOe obecrieyeHue yrpaB/ieHus

B) crangaptuszauus

C) Er'cC[,

D) cucrema gokymeHTaLuu

9. [IOKyMeHT, 3aKpeIuIstoLUM JO/DKHOCTHOW M UMC/IeHHbIN COCTaB MPeANpUsTUS C YKa3aHueM
¢doHza 3apaboTHOM 1aThl — 3TO:

A) [0/DKHOCTHAs1 UHCTPYKLUSI

B) ycraB

C) nonoxxeHue

D) witaTHOe pacrvcaHue

10. TokymeHT, GDUKCUPYIOIIMI X0 00CYyK/1eH!sI BOTTPOCOB U TIPUHSATHS pellieHri Ha cCOOpaHusiX,
3ace[jaHUsIX, COBELL|aHUsAX U T.I1.:

A) oOBsSICHUTe/TbHAs 3aITMCKa

B) poknazaHasi 3anvcka

C) akt

D) npotokon

11. Kakast ¢pyHKI|sI OTHOCUTCS K 00OLM (GYHKLUSIM JOKyMeHTa:

A) ob11eKy/bTypHast

B) undopmarmonHas

C) nipaBoBas

D) ynopsigourBaronias

12. lokyMeHT, coziep>Kalliyii HH(GOpMaL1Io, He MpeHa3HaueHHYH0 [/1s1 LIMPOKOIo
pacrpocTpaHeHust:

A) Heony6/TMKOBaHHBIM

B) TaitHbIi1

C) HenyO/IUKYeMbIit

D) nenepuoguueckuii
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13. Ecyiu Bam HeobxoiMMO /1aTh OMMcaHKe peK/laMUpyeMbIX YCIyT, Bel coctaBuTte
A) moroBopHOe NUCbMO

B) peksiamMHOe nuceMo

C) cornpoBoguTe/NbHOE MMCbMO

D) nuceMo-nipurnammenue

14. Ecnu Bam Heob6xo1uMo TIpebsiBUTh TIPeTeH3UU NapTHEPY, Bbl cocTaBuTe
A) mOroBOpHOE MMCBEMO

B) undopmariioHHOe MMCHMO

C) conpoBoguTenbHOE MUCbMO

D) nucbMo-npeTeH3uio

15. YKakuTe OT/IMUMTe/IbHOEe CBOMCTBO JOKyMeHTa:

A) KONUMHOCTh

B) ropugrueckas cuna

C) MHOXeCTBEHHOCTb

D) TouHocTb

UT.[._

6.2.2.1.2 Kputepum oleHUBaHUSA

3auTeHo He 3auTeHo
JemoHcTpupyeT 3HaHUS TpeOoBaHuUi K He nemoHcTpupyeT 3HaHUs TpebOBaHUM K
Habopy U cofiepXkaHHI0 HeOOXOIUMBIX B Habopy U cofiep)kKaHUI0 HeOOXOIUMBIX B
ripoecCMOHa/IbHOM JesiTeTbHOCTU ripo)eCcCMOHA/ILHOM JiesiTeTbHOCTU
JIOKYMEHTOB. [leMOHCTpUpyeT NpakThyecKue JoKyMeHTOB. He neMoHcTpUpyeT
HaBBIKU T10 COCTaBJIEHHUIO, PeIaKTUPOBAaHUIO U TIpaKTHYeCKre HaBbIKW TI0 COCTaBJ/IeHUIO,
rocenyoieit 06paboTke JOKYMEHTOB C pelakTUPOBAHUIO U MOC/IeyolIei
yueToM TpeboBaHU AeHCTBYIOLEro 00paboTKe J0KyMeHTOB C YUeTOM
Poccurickoro 3akoHOZ@TeNbCTBA. TpeboBaHU# JleficTBYOIIEero Poccuiickoro
3aKOHO/ATe/bCTBA.

7 OcHOBHas y4yeOHasA MTepaTrypa

1. Ky3nerjoB 1. H. /Tenonpou3Bo/cTBO : yuebHO-cripaBouHoe nocobue / Y. H. Ky3nerios, 2014. -
459.

2. boikoBa T. A. [lokymMeHTaljMOHHOe oOecrieueHre yripaBieHus ([emonporu3BO/CTBO)
[DnekTpoHHbIH pecypc] : yuebHoe mocobue / T. A. BrikoBa, T. B. Ky3HerjoBa, JI. B. CaHkHHa,
2021. - 304.

8 lono/iHUTE/IbHAA yUyeOHast TMTepaTypa M CIPaBoOYHase

1. [Telonpor3BOACTBO : METOMUECKHE YKa3aHUs 10 CAMOCTOSTe/TbHOM paboTe / cocT. E. A.
CkBopLoBa, 2023. - 15.

2. [JenonpousBoACTBO : METOAUYECKUe YKa3aHUs I10 IPaKTUYeCKUM 3aHATHAM / COCT. E. A.
CkBopLoBa, 2023. - 31.

3. demun FO. M. [Jenoripon3Bo/cTBO. [ToAroToBKa cy»keOHbIX JoKyMeHTOB / FO. M. [lemuH,
2007. - 223.

4. Poroxxus M. FO. [lesioripon3Bo/ICTBO B KaJpOBOM C/Ty>k0e : yueb.-mpakT. nmocobue / M. FO.
Poroskun, 2008. - 482.
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5. BenoB A. A. [lenonpou3Bo/CTBO U I0KYMeHT0000poT : yuebHoe mocobue / A. A. Benos, A. H.
Bbenog, 2004. - 340.

6. CrmuabpKoB B. H. [Ie0npon3BoACTBO ¥ MeHeI)KMEHT : TpaKTHUeckoe rocooue / B. H.
CnuHbKOB, 2002. - 196.

7. Benoe A. H. [les10ripon3BO/ICTBO U IOKYyMEeHT00060pOT : yueb. mocobue / A. H. Benos, A. A.
Benos, 2005. - 620.

8. Kyrymesa T. B. [lenoripon3Bogctso : yueb. mocobue / T. B. Kyrymiesa, 2007. - 247.
9 Pecypcsl cetu VIHTEepHeT

1. http://library.istu.edu/
2. https://e.lanbook.com/

10 ITpodeccuoHabHBIE 0a3bl JAHHBIX

1. http://new.fips.ru/
2. http://www1.fips.ru/

11 Ilepeyenr WH(POPMALMOHHBIX TEXHOJIOTUW, JIMIEH3UOHHBIX M  CBOOOJHO
pacrpocTpaHsieMbIX CHeMa/JIN3HMPOBAaHHBIX MPOrpaMMHBIX CPeACTB, HH(OpPMaIMOHHBIX
CIIPaBOYHBIX CUCTEM

1. Microsoft Windows Seven Professional (Microsoft Windows Seven Starter) - Seven, Vista,
XP_prof_64, XP_prof_32 - nocraska 2010

2. Microsoft Office Standard 2010_RUS_ noctaBka 2010_(aptukyn 021-09683)
12 MaTepua/IbHO-TEXHUUYECKOe 00ecreueHe JUCIHIUIUHBI

1. MynbTUMeIuliHas CUCTeMa
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