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1. OBIIME ITOJIO’KEHUA

@DOHJ| OLUEHOYHBIX CPEACTB SBISIETCS YacThlO MPOrpamMMbl MOJTOTOBKHU
KBUIM(QUIIMPOBAHHBIX  pabouux, ciayxamux 1o npodeccun  46.01.03
JlenonpousBoauTenb, paspaboTaHHO B (eaepaibHOM  TOCYJapCTBEHHOM
OIO/DKETHOM 00pa3oBaTEIbHOM YUpeXKJACHMHM MOCKOBCKOM OOJIACTHOM Ka3adybeM
UHCTUTYTE€ TEXHOJOTMU U YyrpaBieHus (dumman) BBICILIETO  00pa3oBaHMs
«MOCKOBCKMI I'OCYIapCTBEHHBII YHUBEPCUTET TEXHOJIOTMU U YIIPABICHUS UMEHU
K.I'. PazymoBckoro (IlepBblif Ka3auuii yHUBEPCUTET ).

@OHJ OLEHOYHBIX CpPEICTB MpEeAHa3HAUYEeH JJI1 TEKYLIEro KOHTPOJIsS
YCIEBAEMOCTH U TMPOMEXYTOUHOM arrecTtanuu olOydarommxcs no moaymo [IM. 1
JIOKyMEHTallMOHHOE 00ecreueHre AeSITENIbHOCTH OPraHU3alui

PGSy.]'IBTElTBI OCBOCHM NUCHUIIIMHBI, IMOJIC)KAIINEC ITPOBCPKEC:

Kox HaumeHoBaHue pe3yJibTaTa 00yYeHHUsI
Vi NPUHUMATb, PETHCTPUPOBATH, YUUTHIBATH MOCTYNAIOIINE TOKYMEHTHI;
V2 NPOBEPSATH MPABMIBHOCTH 0O(hOPMIICHNUSI JOKYMEHTOB;
V3 BECTH KapTOTEKY yueTa MPOX0KJICHHS JOKYMEHTAJIbHBIX MAaTEPHAJIOB.
31 OCHOBHBI€ T0JI0KEHU EIMHON rocyJapCTBEHHOM CUCTEMBI JI€TIONPOU3BOJICTBA;
32 BUIBI, QYHKIIMH JOKYMEHTOB, NTPAaBHJIa UX COCTABICHUS U 0()OPMIICHUS;
33 HOPSIOK JTOKYMEHTUPOBaHHS WH(POPMAIIMOHHO-CIIPABOYHBIX MaTEpPHAJIOB;
34 MpaBHJIa JIEJIIOBOTO STUKETA U JIETIOBOTO OOIICHHUS
OK 1 HOVHHMan CYLHOCTE H COLMANbHYIO 3HATMMOCTS Oyay1eit mpodeccun, mposBIATh K
HEH yCTOMUMBBINA HHTEpEC
OK 2 OpraHu30oBbIBaTh COOCTBEHHYIO JIETEIBHOCTh, UCXO/S U3 1IeJIM U coco00B ee

JOCTHUIKCHUS, OTTPCACIICHHLIX PYKOBOJUTCIICM.

AHanmM3upoBaTh pabovyI0 CUTYalnIO, OCYIIECTBISATh TEKYIIUH U UTOTOBBIM KOHTPOJIb,
OK3 OLICHKY U KOPPEKLIHIO COOCTBEHHOM J1€ATENbHOCTH, HECTU OTBETCTBEHHOCTD 3a
pe3yabTaThl CBOEH pabOoThI

OcymecTBIsITh MOUCK HHPOPMAITUU, HEOOXOAUMOH 7151 3P PEKTUBHOTO BBITOJHEHUS

OK 4
npodecCHOHATBHBIX 33124

OK 5 Hcnonb30BaTh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUHU B
npodecCHOHATLHOMN IeATEIIEHOCTH.

OK 6 PaboTatp B komMaHze, 3pPEKTUBHO 00IATHCS ¢ KOJUIETaMH, PyKOBOJCTBOM,
KJIMEHTaMHU

OK 7 W cnonHATh BOMHCKYIO 00SI3aHHOCTb, B TOM YHMCJIE C TPUMEHEHHEM MOTYYEHHBIX
po(hecCHOHANTLHBIX 3HAHUH (sl FOHOIIEH )

K 1.1, [TpuHUMATDH U PErUCTPUPOBATH MOCTYHAIOILYIO KOPPECTIOHACHIINIO, HAIIPABIIATH €€ B
CTPYKTYpHBIE MOJIpa3/IeJICHUs] OPTaHU3AIIH

K 1.2. PaccmarpuBath JOKYMEHTBHI M TepelaBaTh UX HA HCIOJIHEHUE C y4eTOM

PE30II0LUN PYKOBOJAMUTEIICH OpraHu3aluu

ITIK 1.3. | OdopMIIsATh perucTpalMoHHbIe KAPTOUKH U CO37aBaTh OAHK JAHHBIX

IIK 1.4. | Becrtu KapTOTEKy y4eTa NPOXOKICHHS TOKYMEHTAIBHBIX MaTepUaJIOB

ITIK 1.5. | OcyuecTBisiTh KOHTPOJIb 3@ POX0KIEHUEM IOKYMEHTOB.

MK 1.6 OTHpaBHHTB HCIIOJIHCHHYIO JOKYMCHTAILIUIO aJIpecaTaM C IPUMCHCHUCM
) COBPCMCHHBIX BUIOB OpFaHHSaHHOHHOﬁ TCXHHUKU

Hcmonaars BOMHCKYHO 06H3aHHOCTB, B TOM YHUCJIC C IPUMCHCHHUEM IOJTYYCHHBIX

IIK 1.7 o .
npodecCHOHATBHBIX 3HAaHUH (17151 FOHOLIEH).




2.JIACITIOPT ®OHJA OINEHOYHBLIX CPEACTB

Pe3yabTaThl 00y4eHuUs1

HanmeHoBaHHe OLIEHOYHOI' 0O cpeacrsa

2 R
OCBOCHHbIE zE 3
yMeHusl, 282
yCBOEHHBIE OK, IIK Bupn paGotsl f: § = JJISl IPOMEKYTOYHOM aTTecTaluu
3HAHUS
MK .01.01. JlokymMmeHTAlMOHHOE 00ecreUeHue AeITeJIbHOCTH OPraHu3alnu
Tema 1.1.
[IpaBuna opopmiieHUs] OpraHU3alMOHHO-PACTIOPATUTEIHLHON
JOKYMEHTaLUH:
- U3YYUTH TIOPSJIOK COCTABICHUS U O()OPMIICHUS YCTaBa, MOJOKECHHUS,
V13 OK 1.7 MHCTPYKLUU OpraHU3alMH; §
314 K 1.1.-1.7 | ~ H3YHHTb MOPATOK COCTABIICHHA 1 oopmIIeHHs TPUKA30B IO OCHOBHOM 2 3ananus A auGepeHIMPOBaHHOTO 3a4eTa
JIeSITEIIbHOCTH;
- U3YYUTh MOPAJOK COCTABJICHUS U O(OPMIICHUS PACTIOPSKEHHS,
yKa3aHHUsl, IOCTaHOBJICHHUS, PELLIEHUS] OPTaHU3allNN;
- U3YYHUTH MOPAIOK COCTABJICHUS U O(OPMIICHUS CIIPABOK, JOTOBOPOB,
ayTOB, IPOTOKOJIOB.
Tema 1.2.
JlokymeHTO000pOT
V13 OK 1.7 - U3YYUTh TpaBuIIa O(hUIIHAIEHO-AETIOBOTO CTUIIS TEKCTA, }
314 K 1.1.-1.7 -M3Y4YHTh COCTaBJIEHUE U O(pOpPMIICHHE JOKYMEHTA C JJIEKTPOHHON 2 3ananus A 1udGepeHIMPOBaHHOTO 3a4eTa
MOJIHUCHIO;
- IPOBECTH aHaJIN3 0POPMIICHHS JOKYMEHTOB B COOTBETCTBUU C
nercteytomuM ['OCT;
Tema 1.3.
Odopmiienne KaapoBoii JOKYMEHTAIIUH
;’11 :i . I(<)Il< 11-_71 p - U3YYUTH NOPSATOK U Hpouecccz (:)gzg;/l;neHHﬁ IIPUKA30B 110 JTUYHOMY > 3araHEs A1 TH(OEPCHIMPOBAHEOTO 3a9eTa

- U3Yy4UTH MOPSATOK COCTABIICHMS TPYAOBOIO I0IOBOPA;
- U3YYUTb NOPSIOK BEJEHUS] TPYJOBBIX KHIKEK;




- U3y4YHTh COCTABJICHUE U OPOPMIICHUE 3asBJICHUIL, PACIIHCOK, PE3IOME,
aBTOOHOrpaduii.

V1-3 OK 1-7
31-4 K 1.1.-1.7

Tema 1.4.
KondunennmaabHble JOKYMEHTbI
U3yYUTh OPTaHU3ALNI0 PAOOTHI C TIOKYMEHTaMH, COJCPKAIUMH
KOMMEPUYECKYIO TallHY WM KOH(PHICHIMATbHYIO HH(POpMAIHIO;
03HAKOMUTBCS C CHCTEMOM 3aIIUThI KOHPHUIESHIIMATBLHON HH(pOopMaIumy;
W3YyYUTh HOPMAaTUBHO-TIPABOBYIO 0a3y 00 OTBETCTBEHHOCTH 3a YTpary
U YTeUKY KOH(UACHIMAIbHOW HHPOPMALIUH.

3ananus ans auddepeHpoBaHHOTO 3a4eTa

YPOBHU OCBOCHUS TEM:
1 — 0O3HAaKOMUTENBHEIN

(y3HaBaHME paHee U3yUYCHHBIX OOBEKTOB, CBOMCTB);

2 — penpoayKTUBHBIH (BBIITOJIHEHUE ACSITEIBHOCTU MO 00pa3Iy, MHCTPYKLMH UITU MO pPyKOBOJICTBOM);
3 — NpOAYKTUBHBIN (MJITAHUPOBAHUE M CAMOCTOSITEIbHOE BBIMOJIHEHHUE JEATENBHOCTH, PEIICHNE IPOOJIEMHBIX 33/]1a4).




3. OIEHOYHBIE CPEJICTBA JJIS1 IPOMEXYTOYHOMN ATTECTAILIUA

3.1. IlpakTHyeckue 3agaHus AJIs1 NPpoBeaeHus (] PepeHIIUPOBAHHOIO 3a4YeTa

3amanue Ne 1:

- 0(hOpMUTH YCTaB OPTaHU3ALMU CO BCEMH HEOOXOIUMBIMU PEKBU3UTAMU;

- 0(hOpMUTH TUCHMO CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU;

- 0(bOPMUTBH CHPABKY.

3ananue Ne3:

- 0(pOpMUTH NOJIO)KEHUE CO BCEMH HEOOXOAUMBIMHU PEKBU3UTAMU;

- COCTaBUTh U OPOPMHUTH TPYAOBON JOTOBOP;

- COCTaBUTh U O(OPMUTH BBIMHCKY M3 TPOTOKOIA.

3ananue Ned:

- 0(hOPMUTH UHCTPYKIIMIO CO BCEMU HEOOXOIUMBIMU PEKBU3UTAM;

- 0(hOpMUTH JINUHYIO KapTOUKy T-2 Ha paOOTHHKA;

- BHECTH 3aIIMCh B TPYJIOBYIO KHMKKY O IIpHEeMe Ha padoTy.

3ananue NeS:

- 0(pOpMUTH pacnoOpsIKEHUE CO BCEMU HEOOXOIMMBIMU PEKBU3UTAMU;

- COCTaBUTh U 0OPMHUTH aBTOOMOTpadHuIo;

- BHECTH 3aIMCh B TPYJIOBYIO KHM)KKY 00 YBOJIBHEHUHU COTPYAHHUKA IO
WHUIIMATUBE PAaOOTHUKA,

3ananue Ne6:

- 0(hOpMUTH OCTAHOBJIEHUE CO BCEMU HEOOXOIUMBIMU PEKBU3UTAMU;

- COCTaBUTh U OOPMHUTH 3a5IBJICHUE COTPYAHUKA O MpUEME Ha padoTy;

- 0(hOPMUTB JINYHBIN JTUCTOK PaOOTHUKA;

3ananue Ne7:

- 0(hOpMUTH IPOTOKOJI CO BCEMHU HEOOXOIUMBIMU PEKBU3UTAMU;

- COCTaBUTh U OPOPMHUTH PACIIUCKY;

- COCTaBUTh U OQOPMUTH MHUCHMO, COAEPHKAIIEE KOMMEPUECKYIO TallHYy.

3ananue Ne8:

- 0(hOpMUTH NPUKA3 O HATOKEHUU JUCLMIUIMHAPHOTO B3bICKAHUS;

- 0(hOpMUTH TUCBMO-NIPOCHOY CO BCEMU HEOOXOAMMBIMHU PEKBU3UTAMH;

- COCTaBUTh U OPOPMHUTH PE3IOME.

3ananue Ne9:

- COCTaBUTh M O(OPMHUTH BBIIUCKY M3 MPOTOKOJIa COOpaHUs TPYAOBOTO
KOJUIEKTHUBA;

- COCTaBUTh U OPOPMHUTH BBIMHUCKY U3 MPHUKA3A M0 JIMYHOMY COCTaBY;

- BHECTH B JINYHYIO KapTOUKYy T-2 CBEACHUS O MOBBIIICHUH KBaTU(UKALUY;

3ananue NelO:

- COCTaBUTh U 0POPMUTH AKT IpHEMa-Tepeaur 000pyA0BAHMS;

- COCTaBUTh U OOPMUTH KOHTPOJIbHYIO KAPTOUKY ISl HCTIOJTHEHUS
PE30IOLUN PYKOBOJIUTENS ;

- COCTaBUTh U OPOPMHUTH TOKYMEHT IO PopMyIIsipy-00pa3ily KOHKPETHOTO
BUJIa JOKYMEHTA.



3.2. KoHTpoOJIb U OLIeHKA Y4eOHOH NPAKTHKH

®opMoil oTYeTHOCTH OOydYaromlerocs MO Y4YeOHOW NPAKTUKE SIBIIAETCS
MUCbMEHHBIA OTYET O BBIIOJIHEHHMM pabdoT W NOPWIOKEHUH K  OTYETy,
CBUJETENBbCTBYIOUIMX O  3aKpPEeIUICHWH  3HAaHUM, YMEHHUH, NpuOOpeTeHUun
MPAaKTUYECKOr0  OMbITa, (OPMUPOBAHUM  OOMMX U TPOPECCUOHATBHBIX
KOMITETEHIIUI, OCBOEHUH NPO(HECCUOHATBHOTO MOJTYJIS.

OOyyaromuiics B OJUMH U3 MOCIAEAHUX JHEW MPAKTUKHU 3alUIIAET OTYET IO
IIPAKTHKE. [lo pe3ynapTaTaM 3alIUThl CTYJEHTaMH OTYETOB BBICTABIISIETCS
g depeHIpOBaHHBIN 3a4eT M0 MPAKTUKE.

[lucbMeHHBI OTYET O BBINOJHEHHHM padOT BKIIOYAET B ce0s Cleayrouue
paszenst:

- TUTYJIbHBIU JIUCT;

- COJIEpKAHUE;

- IPAKTHYECKasi 4acTh;

- IPUJIOKEHHUS.

Pabora Hax oTtdyeroM 1O y4eOHOM TpPaKTUKE JOJDKHA IO3BOJUTh
PYKOBOJUTEIIO OLIEHUTh YPOBEHb PA3BUTHSA CIAEAYIOIIMX KOMIIETEHIMI CTYEHTA:

OK1 TIlonumarh CyHIHOCTh H COIMAJIBHYIO 3HAYUMOCTh OyayIiei
npodeccuu, NposIBIATh K HEW YCTOMUMBBINA HHTEPEC

OK 2  Opranu3oBbiBaTh COOCTBEHHYIO [EATEIIBHOCTh, MCXOMAS W3 LEIU U
CIIOCOOOB €€ TOCTUKEHUS, OTPEEICHHBIX PYKOBOJUTEIIEM.

OK 3  AwnanusupoBaTh pabouyl0 CUTyalUI0, OCYIIECTBIATh TEKYUIUH MU
UTOTOBBI KOHTPOJIb, OLICHKY U KOPPEKIHI0 COOCTBEHHOM [€ATEIbHOCTH, HECTU
OTBETCTBEHHOCTb 32 PE3YJIbTATHI CBOEH pabOThI

OK4 OcymectBiare  nouck  uHpOpMaluu,  HEOOXOIUMOM Ui
3¢ (HEeKTUBHOTO BHITOJIHEHHS PO(ECCUOHATBHBIX 33]1a4

OK5 MHcnonb3oBarh MHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUH B
podeCCUOHAIBHON JIEATEIIbHOCTH.

OK 6 PaGoratb B komaHae, H(QPEKTUBHO OOIMATHCS C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMHU

OK 7 HcnoiHATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJI€ C MPUMEHEHHEM
MOJTYYEHHBIX TPOPECCUOHANIBHBIX 3HAHUH (/11 FOHOIIIEH)

I[IK 1.1 IlpyuauMare ¥ perucTpupoBaTh MOCTYMAIOUIYI) KOPPECIOHIAEHLHIO,
HAIIPaBJISATh €€ B CTPYKTYPHBIE MOAPA3ACIICHUS OPTaHU3ALAH.

IIK 1.2 PaccmarpuBaTh JOKYMEHTBI W NEPEAABaTb WX HA HCIIOJIHEHUE C
YYETOM PE30JIIOLINHA PYKOBOJINUTENIECH OPTaHU3ALINH.

[IK 1.3 OdopmisiTh perucTpaliOHHbIE KAPTOUKH U CO3/1aBaTh OaHK TaHHBIX.

IIK 1.4 Bectu kapTOTEKy ydeTa NPOXOKICHUSA JOKYMEHTAIBHBIX MaTEPHUaAJIOB

I[IK 1.5 OcymecTBasTh KOHTPOJb 3a NPOXO0KIACHUEM JOKYMEHTOB.

IIK 1.6 OTnpaBiisiTh HCHOJHEHHYIO JOKYMEHTALIMIO aIpecaTaM C
MPUMEHEHUEM COBPEMEHHBIX BUJIOB OPraHU3ALMOHHON TEXHUKHU

[IK 1.7 CocraBnasate U 0ohopMIIATh CHy>K€OHbIE JOKYMEHTBI, MaTepuajbl C
UCIIOJIb30BaHUEM (DOPMYJIIPOB JOKYMEHTOB KOHKPETHBIX BUOB.



Kpurepun onenku:

1. OneHka «OTJIIMYHO» CTAaBUTCS, €Clv: pabdoTa BHINOJHEHA MOJTHOCTHIO; B
JOTUYECKUX PACCYXKIACHUSAX M OOOCHOBAHMM PEUICHUS HET MpOOEoB U OIIHOOK;
oopMIIEHUE OTYETA COOTBETCTBYET TPEOOBAHUSIM, HEIOUETOB HET.

2. OneHka «XOpOIO» CTABUTCS, €CJIH: padoTa BBINOJIHEHA MOJHOCTBIO;
JOTMyLI€Ha OJHA CYIIECTBEHHAsl OIIMOKAa WM JBE-TPU HECYLIECTBEHHBIX OLIMOKU;
oopMJIEeHHME OTYETa COOTBETCTBYET TPEOOBAHUSM, €CTh HEOOJBIINE HEIOYETHl B
odopMIICHUH.

3. OueHka «yAOBJIETBOPUTENBHO» CTaBUTCA, €CIU JAOIMYyLIEHBI Ooiiee
OJIHOM CYIIECTBEHHOH OIMOKM Wiau 0oJiee JABYX-TPEX HECYLIECTBEHHBIX OIIHUOOK;
IIPU 3TOM MPABUIILHO BBIIIOJIHEHO HE MEHEE MOJOBUHBI padOThI; 0POPMIIEHUE OTYETA
COOTBETCTBYET TPEOOBAHMSIM, €CTh HEJIOUETHI B O()OPMIICHUU.

4. OuneHka  «HEYJIOBJIETBOPUTEIBHO»  CTaBUTCA, €CIH:  JOIMYILIEHBI
CYIIIECTBEHHbIE OLIUOKHU; O(pOpMIIEHHE OTUETA HE COOTBETCTBYET TPEOOBAHUSIM, €CTh
OLIKOKH B O(DOPMIICHUH.



4.JIMCT PETUCTPAIIUU UBSMEHEHUH

No Coneprxanue n3MEHEHUs PexBu3uTe Hara
n/n JIOKYMEHTa BBEJICHUS
00 yTBEpKIEeHUH W3MEHEHUs
V3MEHEHUS
1 VYTBeprkaeHa U BBEICHA B ICHCTBUE PEIIEHNEM YUEHOI0 COBETa [Iporokon
OI'BOY BO «MI'VTY um. K.I'. Pazymorckoro (ITKY)» 3ac§€a6ﬂm 01.09.2020r
ot «02» mapra 2020
T.
2 AKTyaJIM3MpOBaHa C Y4ETOM Pa3BUTHUS HAYKH, KYJIbTYpHI, [Iporokon 30.08.2021r.
9KOHOMMKH, TEXHOJIOTHI U COLMATIbHOM c(ephl 1 BBelIeHa B 3acemanus Ne 1 ot
newctBue pemenueM YdeHoro copeta ®I'bOY BO «MI'YTY «30» aBrycra 2021
uMm. K.I'. PazymoBckoro (ITKY)» T.
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