AHHOTAILIMS PABOUYEN ITPOI'PAMMBI VUEBHOI JIUCLIUTIIIMHBI

JIOKyMEHTallMOHHOE 00eCIIeYeHUe YIpaBIeHUs

OOII 39.02.01. CounanbHas paboTa; COIMAIBHO - SKOHOMHUECKUI NMPO(UIIb.
Kpanudpukanus: Cnenuanuct no counaabHou padoTe

Kypc 4 cemectp 7
[udp aucuuminnsl no yuedbHoMy miany OI1.03
=
Ne | Buzbl yueOHO# pabOTHI S
S
S
1 Bcero ayIUTOPHBIX | 56
3aHATHI, Yac.
TEOPETHYECKUX 28
MPAKTUYECKHUX 28
W3 HUX B aKTUBHOU u | 16
WHTEPaKTUBHON dopme,
yac.
2 CamocrosTenbHas paborta, | 28
yac.
B TOM YHUCJIE KypCOBOM
IIPOEKT, KypcoBasi padora,
PI'3, HOATrOTOBKA K
KOHTPOJIBHOH pabore, yac
4 3a4eT, qud. 3a4eT, Jyac
5 Ceccust (9K3aMeH), Jac. 9K3
Bcero yacos 103




OcHoBaHue I
BBEICHUA Kypca

TpeboBanus GI'OC

Anpecar Kypca CryneHtsl, BbIOpaBIIue 00beKTaMH Po(hecCUOHAIBHON AEATEIbHOCTH
pa3iMuHble rpynnbl HaceneHus, Haxoadumuecs B TKC;
- IEPBHUYHBIEC TPYAOBbIE KOJJICKTUBBI
TpeboBanus Jl1 ycrienmHoro yCBO€HHMsI IUCHUILUIMHBI CTYIEHTY HE00X0IUMO
K Ha4aJIbHOM yMeTb: 0QOpMIIAT TOKYMEHTAILIUIO B COOTBETCTBUM C HOPMATUBHOM
IOJrOTOBKE, 0a30M, B TOM YHCJIe UCTIOIB3Yysl HHPOPMAIIMOHHBIE TEXHOJIOTHH;

HEOOXOAUMBIE JIS
YCIICIIHOTO YCBOCHUS
JMCIUIIIHHEI (CBSI3H
C TUCIHITMHAMH,
HpeAIIeCTBYIOMINMH
JTAaHHOMY KYypCy)

YHUPUIUPOBATH CUCTEMBI IOKyMEHTAIIMHU; OCYILIECTBIISATh XpaHEHHUE U
MOKCK JIOKYMEHTOB; OCYIIECTBIISITh aBTOMATHU3AIUI0 00pa0OTKH
JIOKYMEHTOB; MCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUHU B
AIIEKTPOHHOM JIOKYMEHTOO0O0pOTE;

3HATH: MMOHATHE, [IEJH, 33JJAY U IPUHIIUIIBI ISJIONPOU3BO/ICTRA;
OCHOBHBIE MOHATHSI IOKyMEHTALIMOHHOTO 00eCIeYeHNs YIpaBICHUS;
CUCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUS;
KJIACCU(PUKAIUIO JOKYMEHTOB; TPEOOBaHHUS K COCTABIICHUIO U
o(opMIICHHIO JOKYMEHTOB; OPTaHU3ALHUIO JOKYMEHTO000POTa: MIPHUEM,
00paboTKy, pEerucTpalnio, KOHTPOJIb, XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYPY e,

Snpo kypca

[lepeyeHb OCHOBHBIX JMJIAKTUUECKUX €AMHUI] (KJIIOYEBBIX Pa3JeNoB
JTMCHUIUIAHEBL): Jlenonpou3BoaCcTBO: TOHATHE. JIOKyMEHTHI: (yHKIHH,
HOPMBI UM TpaBwia oQGOpMIIEHUS JOKyMEHTOB. OpraHu3alloHHO-
pacmopsauTeNbHble JOKYMEHTBI:. BHIBI, KIAacCH(HUKALUA, CTPYKTYpa.
I'OCT P 6.30-2003. bnanku noxymeHntoB. @opmymsip OPJI, coctaB u
opopmiienne pekBusutoB OPJl. OdopmieHue [TOKyMEHTaUUU 110
anyHOMy coctaBy. CocraB KazapoBoil gokymeHTanuu. OpraHuzanus
nenonpousBoacTBa. Ciyx0a TOKyMEHTAlMOHHOTO YIpPAaBJIEHUS, €€
CTPYKTYpa, GYHKLUUHU U JODKHOCTHOU cOCTaB. TEXHOJOTHsS OpraHU3aluu
TOKyMeHTooOOpoTa. MDopMBI OpraHuzanuud  padOThl C JTOKyMECHTaMHU.
OO6ume npaBuiia U 3aJa4u perucTpaluu J0KyMeHToB. CuctemMaru3anus u
XpaHEHUE JIOKyMEHTOB B OpraHu3alMy. ABTOMaTHU3allMsl IPOLECCOB
JIOKYMEHTAIIMOHHOTO o0OecrieueHus ynpaBieHus. TexHu4eckue CpeacTBa,
HCIIOJIb3YEMBIE B JCJIONPOU3BOJICTBE.

Obecneuenue
MOCIIETYFOIIX
TUCIUTLTUH
00pa3oBaTenbHON
POrpaMMBI (CBSI3H C
JTVCIUTUTMHAMH,
CJICAYIOIIMMU 32
JTAHHBIM KYpCOM)

JucuumuinHa — gBisieTca 0a30BoW mpu  OQOPMIICHHH JOKYMEHTALUU
IIPOM3BOJICTBEHHOM MPAaKTUKU BOCBMOIO CEMecTpa, IOArMOTOBKU U
HalMCaHUsl BBITYCKHON KBaTM(PUKALMOHHONW pabOTHI.

IIpumenenue
COBPEMEHHBIX
00pa3oBaTeNbHBIX
TEXHOJIOTUH
(uH(pOpPMAIMOHHBIX U
MeJarorHIeCcKuX )

OO0pa3oBatebHbIC TEXHOJOTHH U aKTHBHBIC (POPMBI eI TEIBHOCTH

CTYACHTOB, IIPUMCHACMBIC IJI IIPOBCACHUA 3aHSATHH 110 JUCHUIIIINHE

e 00ydeHHEe B MaJIbIX TpyMmax (00y4eHHe B COTPYAHUIECTBE —

cooperative learning)

e T0100p MHIWBHUIYAIBHBIX 33JIaHUN PA3HOTO YPOBHSI CIIOKHOCTH

Hcnonp30BaHue CHENHATBHBIX TEXHHUYECKHX CPEJICTB, ACCHCTUBHBIX

TEXHOJIOTMA W TPOTPAMMHOTO OOECTICUEeHHs NIl OOyYeHHUs CTYJCHTOB C

HApYIICHUSIMU CITyXa, HApYIICHUsIMU 3peHus, HapymeHusMu OJ1A.
OO6yuaromuecss ¢ OTPaHUYEHHBIMH BO3MOXKHOCTSIMH  370POBBS




UMEIOT CBOM crenu(puUecKue 0COOEHHOCTH BOCHPHUATHS, MEepepabOTKH
MaTepuasa, BBIIIOJIHEHHUS MMPOMEXYTOUYHBIX M MTOTOBBIX ()OPM KOHTPOJISI
3HaHuil. CTyneHTbl OOECIeYNBAIOTCS TMEYAaTHBIMH M 3JIEKTPOHHBIMHU
o0pa3oBaTenpHBIMH ~ pecypcaMd B (opmax, aJanTHPOBAaHHBIX K
OTPaHUYEHUSM HX 370pPOBbS M BOCHPUATUS MH(DOpMAIUM: Ui JIMIl C
HapYIICHUSIMU 3PEHHUSL:

- B IEYaTHOM (opMe yBEITUUEHHBIM IIPHPTOM;

- B )OpMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina;

- B meyatHOH (hopme Ha si3bike bpaiins;

JUISL JIAI] C HApYILICHUSIMU CITyXa!

- B Ie4aTHOH (opme;

- B (hopMe 3JIEKTPOHHOTO JJOKYMEHTA,;

IS JIUIT C HApyIICHUSIMH OTIOPHO-/IBUTATEIBHOTO arapaTa:

- B IeYaTHOH (opme;

- B (pOpMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme ayauodaiina;

XapakTepucTuka
UCIIOJIb3YEeMbIX
METOIUYECKHIX
MaTepUasoB

CocraB YMK 1no aucumiinHe: IJI1aH 3aHITHN; METOIUYSCKHE
PEKOMEH/IAIMU 10 U3YUYECHUIO JUCIUIUTMHBI, KOHTPOJIUPYIOITUE
MaTepHabl sl TEKYIIEH U TPOMEKYTOUHON aTTECTAIlUU; COBETHI 1O
MOATOTOBKE K TEKYIIEH U MPOMEXKYTOUHOM aTTECTAIlMU; PEKOMEHIAIIUU
JUTSL TITYXUX M CJIA0OCIIBIIAIINX 10 pabOTe C IUTEpaTypoi ¢
MCII0JIb30BAHUEM KOMIBIOTEPHBIX CPE/ICTB Pa3BUTHSI KOMMYHUKATUBHBIX
CIOCOOHOCTEH (TpeHaXEP PYCCKOTO KECTOBOTO sA3bIKa, «CaMOydHUTEIh
PYCCKOTO KECTOBOTO SI3bIKaY); (haliiIbl C pa3aTOYHBIMUA MaTepHUaIaMH,
TECTHI U 3aJaHus, pa3paboTaHHBIE C YYETOM CIICIM(PUKH CTYACHTOB-
WHBaJINJIOB

VYueOHas u yueOHO-
METOTUIeCKast
JuTEparypa

OcHognas tumepamypa

B newatHoM Buze:
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CamoyuuTelns 0 JOKYMEHT0000poTy (Www.workpaper.ru)

Memoouueckas numepamypa, Humepnem - pecypcwl u pecypcul

OMKPBIMO20 00CMyna:

B nieuatHOM BHE:

1. KoHcnekT jekuuié 1O JOKYMEHTALlMOHHOMY OO€CIeUYeHUI0
yIpaBJICHUS

B snextpoHHOM BUjE:

1. C:\Mowu noxymenTtbI\JIekiuu o Aea10npor3BOACTBY\

Crienanu3upoBaHHOE NIPOrPaMMHOE 0OecIieueHue

Tect 1o nenonponsBoAacTBY (Ha caiite UCP HI'TY)

MarepuanbHo-
TEXHUYECKOE
o0ecrieyeHne

O6opynoBanue Haznauenue

[pe3eHTaIMOHHOE JIns Tpe3cHTAllMd MaTepUalioB  y4eOHBIX
obopynoBaHue 3aHATHN
KOMITBIOTEP, IPOCKTOP

Komrmnekr Jnst opraHuzanuu y4eOHOro Tmpoliecca ¢
o0opyIoBaHUS JULAMU, UMEIOIIMMH HAPYIICHUS CIIyXa
«JluHamMuueckas
FMcucrema B
KOMIUIEKTE

1. BHemHue TpeOoBaHUS

CooTBeTcTBUE COACpX aHUSI AUCIUILTMHBI TpeboBaHusaM DenepaibHOro TOCyAapCTBEHHOTO
00pa3oBaTeNbHOTO CTaHIapTa (KOMIIETEHIIMY, 3HAHUS, YMEHUS, HaBBIKM) M KOMITETEHTHOCTHOM
MOJIETI CTICIIMAIKCTa IPeICTaBiIeHo B Tabmuie 1.1.

Tabmuma 1.1



http://www.workpaper.ru/

TpedoBannsa ®PI'OC k pe3yabTaTam
OCBOCHMS IIMKJIOB THCHMILIUH

Iudp u popmynuposka komnerenuuu PIoC

YMETh

TpeGoBaHus K YMEHUSIM

Kozpl, popmupyembie KOMIETSHIIUN

1 oQOpMIATh  JOKYMEHTAIMI0 B
COOTBETCTBMM C HOPMAaTHBHOI 0a30M,
B T.4. UCHOJNB3Yys HH(DOpPMAIMOHHBIC
TEXHOJIOTUH;

OK 1. Ilonumarp CyHIIHOCTP M COLHUAIbHYIO
3HaYUMOCTb CBOEH OymyIieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBaTh  COOCTBEHHYIO
NESITeIbHOCTh, BBIOMPATH THUIOBBIE METOJBl U
CrOocOObI BBITIOJIHEHUSI TPOPECCHOHANBHBIX 3a/ad,
OLIEHUBAThH WX YPPEKTUBHOCTH U KAYECTBO.

OK 3. [IpyHuMarth penieHHus B CTaHAAPTHBIX U
HECTaHJAPTHBIX CHUTyallUsiX W HECTH 32 HUX
OTBETCTBEHHOCTD

OK 4. OcymiecTBiATh MOUCK, aHAIU3 U OLIEHKY
uHbOpMalluy, HEOOXOIUMOW Ui TIOCTAaHOBKU H
pelieHus npodeCCHOHATBHBIX 3a1ad4,
po(hecCHOHANBFHOTO U TMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnonw3oBath  WHPOPMALHUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
podeccuoHaNbHOM 1EATENbHOCTH.

OK 6. Paborarh B KOJJIEKTHBE U KOMAaHJIE,
a3 PexTuBHO ol1maTecs c KOJIJIETaMHU,
PYKOBOJCTBOM, MOTPEOUTEISIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTH 3a paboTy
YJIEHOB KOMaH/bl (TIOJYMHEHHBIX), 3a pe3yiabTaT
BBIIIOJIHEHUS 3aJaHni

OK 8. CaMoCTOATEeNbHO ONpenensiTh 3aqauu
po(ecCHOHANBHOTO U JIMYHOCTHOI'O  pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IUTAHUPOBATh MOBBIILIEHUE

OK 9. OpueHTHpOBaThCS B YCIOBHUSAX YacTOU
CMEHBl  TEXHOJOTHH B  MpoeCCHOHATBLHOU
JesITeNbHOCTU

IIK 1.7. Hcnons3oBate HeoOX0uMbIE
HOPMAaTUBHO-TIPABOBBIC JIOKYMEHTBI B
PoeCCHOHAIBHON IeATETbHOCTH

2 YHU(UIIPOBATH CUCTEMBI
JOKYMEHTaIUH;

OK 1. Ilomumarbs CyHIIHOCTE M COLHUAJIbHYIO
3HaYUMOCTb cBOeH Oyayuieil npodeccuu, IposSBIATH
K HEW yCTOMYMBBINA UHTEPEC

OK 2. OpranuzoBbiBaTb ~ COOCTBEHHYIO
JeSTeNbHOCTh, BbIOMPATh THUIOBBIE METOJBl U
CHOCOObI BBIMOJIHEHUSI MPOPECCHOHANBHBIX 3ajiad,
OLIEHUBATh UX 3P(PEKTUBHOCTh U KAaYECTBO.

OK 3. [IpyHumath penieHuss B CTaHAAPTHBIX U
HECTAaHJAPTHBIX CUTyalusAX W HECTH 32 HUX
OTBETCTBEHHOCTH

OK 4. OcyiiecTBiATh MOUCK, AHAJIU3 U OLIEHKY
nHpopmany, HEOOXOAUMOW Ui TIOCTAHOBKH U
peleHus npodecCHOHaIbHbBIX 3azad4,
po(hecCHOHATBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnonp3oBarth  MHGOPMALMOHHO-




KOMMYHHKAITUOHHBIE TEXHOJIOTHH B
npodeccuoHaNbHOM IeATENbHOCTH.

OK 6. Paborath B KOJJIEKTHMBE M KOMAaHJIE,
¢ pexTuBHO obmaTscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatb Ha ce0st OTBETCTBEHHOCTD 3a paboTy
YJIEHOB KOMAaH[bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHui

OK 8. CamocCTOSTENBbHO OINpEAeaTh 3aJauu
npoecCHOHANBHOTO ¥ JIMYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camMoo0pazoBaHuEM, OCO3HAHHO
IJIAHUPOBATH MOBBIILICHUE

OK 9. OpueHTHpOBaThCS B YCIOBHUSX YacTOU
CMEHBbl  TEXHOJOTHUI B npodeccuoHanbHON
JeSITeNLHOCTU

I1IK 1.7. Hcnonp3oBath Heo0XO0aUMBIE
HOPMAaTUBHO-TIPABOBBIC JIOKYMEHTBI B
podecCHOHATLHOM e TEIbHOCTH

OCYHICCTBJIATL XPAaHCHUC U IIOUCK
JOKYMCHTOB;,

OK 1. Ilonumarb CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposBIATH
K HEW yCTOMYMBBINA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATh THUIIOBBIE METOIbl U
CHocOObI BBINOJIHEHUSI MPOGECCHOHANBHBIX 3aad,
OLIEHUBATh X YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HHUX
OTBETCTBEHHOCTD

OK 4. OcymiecTBisTh MOUCK, AHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAHOBKU H
perieHus po(hecCHOHATBLHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  HMH(POPMALKUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 PaboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnul

OK 8. CaMocCTOATENbHO ONpeAessITh 3aJayu
npo(ecCHOHATLHOTO ¥ JIUYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHBl  TEXHOJOTHMH B  TPOo(hecCHOHATHHOU
JeSITeNIbHOCTU

IK 1.7. Hcnons3oBath HE0OXO0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(ecCHOHATLHOM JIEATEIIEHOCTH




OCYIICCTBJIATDH dABTOMAaTHU3aL 11O
00pabOTKH JOKYMEHTOB;

OK 1. Ilonumarh CyIIHOCTP M COLHUAJIbHYIO
3HAYUMOCTB CBOCH Oyaymiel mpodeccuu, mposBIsATh
K HEW yCTOMYMBBINA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
JeSTeNbHOCTh, BBIOMPATh THIIOBBIE METOIBI U
CrocoOBl BBITIOTHEHUST TPO(EeCCHOHATBHBIX 3aj1ad,
OLIEHUBATh UX YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemeHus B CTAHAAPTHBIX M
HECTAaHNAPTHBIX CHUTYyallUsX W HECTH 3a HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBiATh MOUCK, AHAJIA3 U OLIEHKY
nHpopmaIuu, HEOOXOMUMOW JUIsI TIOCTAHOBKH U
pelieHus npo(hecCHOHATBLHBIX 3amad,
pohecCHOHATBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBate  MHGPOPMALUOHHO-
KOMMYHHKAI[IOHHBIE TEXHOJIOTHH B
npoeCCUOHATIBLHOM 1eATEEHOCTH.

OK 6. Paborath B KOJJIGKTHBE U KOMAaHJE,
3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, MOTPEOUTETIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHnul

OK 8. CaMoCTOATENbHO OMNpeAessITh 3aqayu
npoecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
NesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(ecCHOHABLHOM I TEIILHOCTH

UCIIOJIb30BATh
TEICKOMMYHHKAIIMOHHBIC TEXHOJIOTHU
B QJICKTPOHHOM JOKYMEHTOOOOPOTE;

OK 1. Ilonumarbh CyHIIHOCTP M COLHUAJIbHYIO
3HAYUMOCTb CcBOeH Oynyuiei npodeccuu, NposBiIsATh
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NESTENIbHOCTh, BBIOMPATH THUIIOBBIE METOJBI U
CIOCOOB! BBINOJHEHUs NPO(ECCHOHANBHBIX 3a/ad,
OLIEHUBATh X YP(PEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTaHJAPTHBIX CHUTyallUsX W HECTU 32 HUX
OTBETCTBEHHOCTh

OK 4. OcymiecTBisTh MNOUCK, AHAIN3 U OLEHKY
MHpOpMaLUU, HEOOXOIUMON JUIsl IOCTAHOBKU H
pelieHus npodecCuOHATBHBIX 3ajad4,
po¢eCCHOHATIBHOIO M IMYHOCTHOI'O Pa3BUTHS.

OK 5. Hcnonp3oBath  MH(POPMALHUOHHO-
KOMMYHHKaIIUOHHbIE TEXHOJIOTUH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJE,




3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTETIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJICHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHul

OK 8. CaMocCTOATENbHO ONpeAessITh 3aqauyu
npo(ecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIICHUE

OK 9. OpueHTHpoBaThCid B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
JesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(hecCHOHATBEHOM NI TEIILHOCTH

3HaTh

TpeGoBanust K 3HAHUSIM

dopmupyemble KOMIETSHIIUN

MOHSATHE, LENH, 3aJa9n

MMPUHIHUIIBI ACJIOMPOU3BOACTBA,

u

OK 1. Ilonumarb CyHIIHOCTP M COLHUAIbHYIO
3HaYUMOCTh CBOEH OynayIieil mpodeccuu, IposBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBaTh  COOCTBEHHYIO
NESITeIbHOCTh, BBIOMPATH THUIOBBIE METOIABl U
CHOocOOBbI BBITIOJIHEHUSI TPOPECCHOHANBHBIX 3aad,
OLIEHMBATDH WX YPPEKTUBHOCTH U KAYECTBO.

OK 3. IIpyHuMarh penieHHUs B CTaHAAPTHBIX U
HECTaHJAPTHBIX CHUTyallUsiX W HECTH 32 HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBiaTh MOUCK, aHAIU3 U OLIEHKY
uHbOpMalliy, HEOOXOIUMOW Ui TIOCTAaHOBKU H
pelieHus po¢eCCHOHATBHBIX 3ajad4,
po(hecCHOHANBFHOTO U TMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnonw3oBate  WHPOPMALHUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
poeccuoHaNbHOM 1eATENbHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
a3 PexTuBHO olmarTecs c KOJIJIETaMHU,
PYKOBOJCTBOM, OTPEOUTESIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a paboTy
YJIEHOB KOMaH/bl (TOJYMHEHHBIX), 3a pe3yiabTaT
BBIITOJIHEHUS 3aJaHni

OK 8. CaMoCTOATEeNbHO ONpenensaTh 3aqauu
po(ecCHOHABHOTO U JIMYHOCTHOI'O  pa3BUTHS,
3aHUMAThHCS camoo0pazoBaHueEM, OCO3HaHHO
IJTAHUPOBATh MOBBIILIEHUE

OK 9. OpueHTHpOBaThCS B YCIOBHUSAX YacTOU
CMEHBl  TEXHOJOTHH B  NpoeCCHOHATBLHOU
JesITeNbHOCTU

IIK 1.7. Hcnons3oBate HeoOX0uMbIE
HOPMAaTUBHO-TIPABOBBIC JIOKYMEHTBI B
PO eCCUOHAIBHON IeATETLHOCTH




OCHOBHBIC

IIOHATHA

JTOKYMEHTAITMOHHOTO o0ecrieueHust

YIIPABJICHUS;

OK 1. Ilonumarh CyIIHOCTP M COLHUAJIbHYIO
3HAYUMOCTB CBOCH Oyaymiel mpodeccuu, mposBIsATh
K HEW yCTOMYMBBINA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
JeSTeNbHOCTh, BBIOMPATh THIIOBBIE METOIBI U
CrocoOBl BBITIOTHEHUST TPO(EeCCHOHATBHBIX 3aj1ad,
OLIEHUBATh UX YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemeHus B CTAHAAPTHBIX M
HECTAaHNAPTHBIX CHUTYyallUsX W HECTH 3a HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBiATh MOUCK, AHAJIA3 U OLIEHKY
nHpopmaIuu, HEOOXOMUMOW JUIsI TIOCTAHOBKH U
pelieHus npo(hecCHOHATBLHBIX 3amad,
pohecCHOHATBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBate  MHGPOPMALUOHHO-
KOMMYHHKAI[IOHHBIE TEXHOJIOTHH B
npoeCCUOHATIBLHOM 1eATEEHOCTH.

OK 6. Paborath B KOJJIGKTHBE U KOMAaHJE,
3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, MOTPEOUTETIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHnul

OK 8. CaMoCTOATENbHO OMNpeAessITh 3aqayu
npoecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
NesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(ecCHOHABLHOM I TEIILHOCTH

CUCTEMBI

JIOKYMEHTallMOHHOTO

o0ecrnieueHus yrpaBJeHHUs,

OK 1. Ilonumarbh CyHIIHOCTP M COLHUAJIbHYIO
3HAYUMOCTb CcBOeH Oynyuiei npodeccuu, NposBiIsATh
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NESTENIbHOCTh, BBIOMPATH THUIIOBBIE METOJBI U
CIOCOOB! BBINOJHEHUs NPO(ECCHOHANBHBIX 3a/ad,
OLIEHUBATh X YP(PEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTaHJAPTHBIX CHUTyallUsX W HECTU 32 HUX
OTBETCTBEHHOCTh

OK 4. OcymiecTBisTh MNOUCK, AHAIN3 U OLEHKY
MHpOpMaLUU, HEOOXOIUMON JUIsl IOCTAHOBKU H
pelieHus npodecCuOHATBHBIX 3ajad4,
po¢eCCHOHATIBHOIO M IMYHOCTHOI'O Pa3BUTHS.

OK 5. Hcnonp3oBath  MH(POPMALHUOHHO-
KOMMYHHKaIIUOHHbIE TEXHOJIOTUH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJE,




3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTETIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJICHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHul

OK 8. CaMocCTOATENbHO ONpeAessITh 3aqauyu
npo(ecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIICHUE

OK 9. OpueHTHpoBaThCid B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
JesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(hecCHOHATBEHOM NI TEIILHOCTH

KJIaCCU(UKAIUIO JIOKYyMEHTOB;

OK 1. Ilonumarb CyHIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOABl U
CHOCOObI BBIMOJIHEHUSI TPOGECCHOHANBHBIX 3ajad,
OLIEHUBATh X YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HHUX
OTBETCTBEHHOCTD

OK 4. OcymiecTBisTh NOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAaHOBKU H
perieHus po(hecCHOHATLHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  MH(POPMALHUOHHO-
KOMMYHHKAI[IOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 paboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocTosATenbHO ONpeaeisaTh 3aJayu
mpo(ecCHOHATLHOTO ¥ JIMYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpOBaThCA B YCIOBHUSX YacTOM
CMEHBl  TEXHOJOTHMH B  TPOo(dhecCHOHATLHOU
JeSITeNIbHOCTU

IK 1.7. Hcnons3oBath HE0OX0TUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(heCcCHOHATTLHOM IS TEIIbHOCTH
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TpeOOBaHUS K COCTAaBICHUIO W
0(pOpPMIICHHIO TOKYMEHTOB;

OK 1. IloHuMarh CYHIHOCTh U COIIMAJIBLHYIO
3HAYMMOCTb CBOEH OynmyIiei npodeccun, mposBIsTh
K HEH yCTOMYMBBINA UHTEPEC




OK 2. OpraHu3oBbIBaTh  COOCTBEHHYIO
NesITeNIbHOCTh, BBIOMPATh THUIOBbIE METOJBl U
CIOCOOBI BBIMIOJTHEHUsI MPO(ECCHOHANBHBIX 3a/ad,
OIICHUBATH WX YP(HEKTUBHOCTH U KAYECTBO.

OK 3. IIpyHuMath penieHHss B CTaHAAPTHBIX U
HECTaHJIAPTHBIX CHUTyallUsX W HECTH 32 HHUX
OTBETCTBEHHOCTH

OK 4. OcyiiecTBiasiTh MOWCK, AaHAIU3 U OLECHKY
uHpOpMaIlMK, HEOOXOIUMOW Ui TIOCTAHOBKU H
pelieHus npodhecCuoHaTbHBIX 3azad,
po(heCcCHOHATBFHOTO W TUYHOCTHOTO PA3BUTHSL.

OK 5. MHcnons3oBath  MH(POPMAIIMOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
npodeccuoHaNbHOM IeATENbHOCTH.

OK 6. Paborath B KOJJIEKTHMBE M KOMAaHJIE,
¢ pexTuBHO obmarscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a paboTy
YJIEHOB KOMAaH[bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHui

OK 8. CamocCTOSTENBbHO OINpEAeaTh 3aJauu
npoecCHOHANBHOTO ¥ JIMYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camMoo0pazoBaHuEM, OCO3HAHHO
IJIAHUPOBATH MOBBIILICHUE

OK 9. OpueHTHpOBaThCS B YCIOBHUSX YacTOU
CMEHBbl  TEXHOJOTHUI B npodeccuoHanbHON
JeSITeNbHOCTU

I1IK 1.7. Hcnonp3oBath HEeo0OXO0aUMBIE
HOPMAaTUBHO-TIPABOBBIC JIOKYMEHTBI B
podecCuoHaNbHOM e TEIbHOCTH
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OpraHHU3aIfi0 JOKYMEHTO00O0pOTA:
npueM, 00pabOTKy, PETUCTPAIHIO,
KOHTPOJIb, XPaHCHHE JIOKYMEHTOB,
HOMEHKJIATYpy eI

OK 1. IloHuMarb CyUIHOCTb U COIIMAJIBHYIO
3HAYUMOCTb CBOEH Oyayiei npodeccun, mposBIsATH
K HEH yCTOMYMBBINA UHTEPEC

OK 2. OpranuzoBbiBaTb ~ COOCTBEHHYIO
NesITeNIbHOCTh, BBIOMPATh THUIIOBBIE METOIBI U
CIOCOOBI BBITIOMHEHUSI TMPO(ECCHOHANBHBIX 3a/ad,
OLIEHHBATh UX 3()PEKTUBHOCTH U KaYECTBO.

OK 3. [IpuHumath peuieHHss B CTaHAAPTHBIX U
HECTaHJAPTHBIX CHUTyalUsX W HECTH 32 HUX
OTBETCTBEHHOCTh

OK 4. OcyiiecTBisiTh MOUCK, aHAIU3 U OLECHKY
uHpOpMaIlMK, HEOOXOIUMOW JUISI TIOCTAHOBKU H
pelieHus npohecCuoHaTbHBIX 3azady,
po(hecCHOHATLHOTO W TMYHOCTHOTO Pa3BUTHSL.

OK 5. MHcnons3oBath  MH(OPMAIIMOHHO-
KOMMYHUKAI[MOHHbBIE TEXHOJIOTHH B
npodeccuoHaNbHOM IeATEIbHOCTH.

OK 6. Paboratb B KOJUIEKTHBE M KOMAaHJE,
a3 pexTuBHO o0marscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a paboTy




YIEHOB KOMaHAbl (TIOJYMHEHHBIX), 3a pE3yJbTaT
BBIIIOJIHEHUS 3aJaHui

OK 8. CamocTOSTENBbHO OINpEAeaTh 3aJauu
NpoQECCUOHATBHOIO M JIMYHOCTHOTO  Pa3BUTHS,
3aHUMATbHCS caMo00pa3oBaHUEM, OCO3HaHHO
IUTAHUPOBATh MOBBIIICHUE

OK 9. OpueHTHpOBaThCS B YCIOBHUSX YacTOU

podecCHOHAILHOM e TEIbHOCTH

CMEHBbl  TEXHOJOTHUI B npodeccuoHanbHON
ACATCIBbHOCTHU

I1IK 1.7. Hcnonp3oBath Heo0OXO0aUMBIE
HOPMAaTUBHO-IIPABOBBIC JOKYMCHTEL B

2. Pe3y.m)TaT1,1 U3YYCHUSA TUCHHUILINHBI

B Tabmuie 2.1 B cooTBeTCTBUU ¢ TpeOOBaHUSAMHU TaOMUIBI 1.1 IPUBOAATCS pPe3yIbTaThI
oOydeHHus TI0O yYpPOBHSIM OCBOCHHs (MMETh MPEACTaBICHUE, 3HATh, YMETh, BIIAJCTh), a TaKKe
(dbopMbI Opranuzanuu padoThl CTYACHTOB, 3aIUIAHUPOBAHHBIE JJIS1 UX JOCTUKECHHUS.

Tabomuna 2.1

TpeooBanus ®I'OC k pe3yjabTaTam 0CBOECHUSI IMKJIOB

JTUCIHUIIHH

DopMbl OPraHU3aAINHU

3aHATHH

YMmeTb

0QOpPMIIATh TOKYMEHTAIIUIO B COOTBETCTBHHU C
HOpPMaTUBHOW 0a30ifi, B T. Y. WCHONB3YA
WH(POPMALMOHHBIC TEXHOJIOTHH;

AyIUTOpHBIE 3aHATHSA B aKTUBHOU

Y UHTEPaKTUBHOU (hopme

2 YmeTh AynUTOpHBIE 3aHATUS B aKTUBHOMU
YHUQUIIMPOBATh CUCTEMbI IOKYMEHTALIUU; Y UHTEPAaKTUBHOHN popme
3 YmeTh AynUTOpHBIE 3aHATUS B AKTMBHOMU
OCYIIECTBIISATH XpaHeHue u MOKCK | U UHTEPAKTUBHOUN popme
JOKYMEHTOB;
4 YMeTh AyIUTOpHBIE 3aHSATUS B AKTHUBHOM
OCYLIECTBIATh aBTOMAaTHU3aLUI0 00pabOTKH | U MHTEPAKTUBHOHN Gopme
JOKYMEHTOB;
5 YMers AynUTOpHBIE 3aHATUS B aKTUBHOMU
UCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHbIE | 1 UHTEPAaKTUBHOU (opme
TEXHOJIOTHH B AJIEKTPOHHOM JIOKYMEHT0000pOTE;
6 3HaTh AyIUTOpHBIE 3aHSATUS B aKTHUBHOM
MOHATHE, LeNH, 3aJayd W OPUHIUIGI | 1 HHTEPAaKTUBHOU opme
JIeJI0NIPOU3BO/ICTBA;
7 3HaTth AynuTOpHbIE 3aHATUS B AKTHUBHOMU
OCHOBHBIC  TOHATHS  JOKYMEHTALlMOHHOTO | U MHTEPAaKTUBHOU (opme
o0ecrieYeHusI YIIpaBIICHHS,
8 3HaThb AynUTOpHBIE 3aHATUS B aKTUBHOMU
CUCTEMbI JIOKYMEHTALIMOHHOI'O O0O€ecledyeHus | 1 MHTepaKTUBHOU (popme
yIIpaBJICHMS,
9 3HaTh AynuTOpHBIE 3aHATHS B AKTUBHOMN
KJIacCU(UKAIUIO JIOKYMEHTOB; Y MHTEPAaKTUBHOM hopMme
10 3HaTh AyIUTOpHBIE 3aHSATUS B AKTHBHOM

TpeOOBaHUS K COCTAaBJIICHUIO U O(OPMIICHHUIO
JOKYMEHTOB;

Y UHTEPAaKTUBHOU (hopme
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