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1.001mme moJ10KeHust

1.1. B cootrBerctBum c 3akoHoM Poccuiickoii ®eneparuu «O6 o00pa3oBaHUU B
Poccuiickoii  ®@enepatuun» ot 29.12.2012 Ne 273-®3, rocymapcTBeHHass WTOroBas
aTTeCTaIlsl BBIMYCKHUKOB, 3aBEPIIAIONIMX OOYy4YeHHE TO IporpaMMaM CpeIHETO
npodecCHoHaTbHOTO 00pa3oBaHus B oOpaszoBarenbHbIX yupexaeHusx CIIO, smusercs
0053aTENBHOM.

[Iporpamma rocynapCTBEHHOM HTOroBoW arrtectanuu  BbIyckHHMKOB ['BIIOYCO
«Hwmxeropoackoe yuwnuine-uHTepHaT» 1o mnpodeccun 46.01.03. Jlemonmpou3BoauTesb
pa3paboTaHa Ha OCHOBaHUMU:

e OenepanbHOro 3aKoHa «O0 oOpazoanuu B Poccuiickoit denepannm» ot 29 nexadpst
2012 r. Ne273 —@3.

e denepanibHOrO TOCYIAPCTBEHHOTO 00Pa30BaTENBLHOTO CTaHAAPTA CPEIHETO
npodeccuonansHoro obpazoBanus mo mpodeccun  46.01.03. «/lemonpon3BOAUTETH
(yrBepkaeH mpukazomM MwuHOOpHayku Poccuiickoit @eneparnmu ot 2 aBrycra 2013r.Ne
639, penakmus ot 28.03.2014 1.);

e [Ipuka3z Munnpocsemenus Poccun ot 08.11.2021 N 800(pexn. ot 05.05.2022) «O06
yTBepxkAeHUU llopsianka mpoBeAeHUsT TOCYAApCTBEHHOW WTOTOBOWM AaTTECTAallMM 10
oOpa3zoBareNnbHbIM  TIpOrpaMMaM  CpeaHero  mnpodecCHOHAIBHOTO  00pa30BaHM
(3apeructpupoBano B Muntocte Poccun 07.12.2021 N 66211);

e [lososkeHust 0 MpaKkTUKE 00yUYarOIINXCsl, OCBAUBAIOIIUX OCHOBHbIE
npodeccuoHaNIbHBIE 00pa30BaTelibHbIC MPOTPAMMbl  CPEIHEro MpodecCHOHATBHOTO
oOpazoBanusi, (YTBepkAEH MpukazoM MuHOOpHayku poccuiickoi ¢enepamuu oT 18
anpest 2013 1. Ne 291);

e YcraBa ' BIIOYCO «Hmxkeropoackoe yuynnumie-uHTEpHATY;

1.2. JlanHas mporpaMma ONpEIENsieT COBOKYIHOCTh TpeOOBaHWUN K OpraHu3alud |
MPOBEJCHUIO TOCYAApPCTBEHHOW WTOroBOM arrectaiuu BbITyCKHUKOB ['BIIOYCO
«Hmxeropoackoe yuumnuiie-uatepHa™ mno npodeccun 46.01.03. JlemonpousBoaurens

1.3. Llenb TocynapCTBEHHONW UTOTOBOM aTTECTAIlMM — YCTAHOBUTH COOTBETCTBUE YPOBHS
M KadyecTBa MOATOTOBKHM BBIMYCKHHKA YYHJIMILIA FOCYJAPCTBEHHOMY 00pa3oBaTEIbHOMY
CTaHAApPTy CPEAHEro MpoQEecCHOHAIBHOIO O0pa30BaHUs B YacTH TOCYAApCTBEHHBIX
TpeOOBaHUI K MUHUMYMY COJIEPKaHUSI U YPOBHIO MOJATOTOBKHU BBIITYCKHUKOB YUMJIMIIA
o nmpodeccun 46.01.03. «Jlemonpon3BoUTEIH

1.4. B coorBerctBUM ¢  TpeOoBaHUAMH  (eAepaTbHOTO  TOCYJapCTBEHHOTO
oOpazoBarensHOTO cranjapta mo npodeccun 46.01.03. «/lemonponsBoauTenby OlCHKA
KauyecTBa MOJATrOTOBKH BBITYCKHUKOB OCYIIECTBIISETCS B IByX OCHOBHBIX HaIlPaBJICHUAX:
-OYeHKA YPOBHS 0CBOCHUSL OUCYUNTIUH
-OYeHKa KoMnemeHyuti 00y4arouuxcs
JlaHHbIE ~ HaAmpaBJIEHUS  MO3BOJISIIOT ~ OLIGHUTh  CTEMEHb  MpodeccCHoHATbHOM
MOJIFOTOBJICHHOCTH BBIMYCKHUKOB K BBINOJIHEHUIO OINpPEAENIEHHOro BuAa paldoT udepes
BBISIBJIEHHE OOIIUX (KIIFOUEBBIX), MPOPECCHOHAIBHBIX KOMIIETEHIINM, Yepe3 LIEHHOCTHOE
OTHOIIICHNE K W30paHHON MPOQEeCcCHH, OIICHMBAEMOTO Yepe3 CUCTEMY HHIWBUIYaTbHBIX
00pa30BaTeNbHBIX JOCTH)KCHUN BKIIIOYAIOIIUX B CEOS:
-y4e0HBIC JOCTHKEHHS B YaCTH OCBOCHHBIX YU€OHBIX KYPCOB, TUCIUIUINH;



-KBaJU(UKAIUIO KaK CUCTEMY OCBOCHHBIX KOMIETEHIUH, T. € TOTOBHOCTH K peau3aliu
OCHOBHBIX BHUJIOB TPO(PECCHOHATBLHON MACSITEIHPHOCTH B YaCTU OCBOEHUS YYCOHBIX
KYPCOB, TUCIUTUINH U TPO(HECCUOHATLHBIX MOIYJICH.

Onenka  KBaM(HUKAIMKA  BBIITYCKHUKOB  OCYIICCTBJISIETCS  MPU  ydacTUH
paboTomarenei.
1.5 Ilporpamma rocyAapCTBEHHOW HMTOTOBOM  aTTecTallid  pa3pabaThIBaeTCs
METOJIMYECKUM OOBEIMHEHHEM TpEerojaBaTeieii W MacTepoB MPOU3BOACTBEHHOTO
o6yuenus npodeccuu 46.01.03. «/lemonpou3BoaUTENb» U YTBEPKIACTCS TUPEKTOPOM
yUUJTUIIA.
2.001aCcTh IPUMeEHEHUs] IPOrPaMMbl TOCYIAPCTBEHHOM NTOTOBOW ATTECTALMH.
2.1. Ilporpamma roCyJapCTBEHHON WTOrOBOM  aTTeCTAllMM  SBJISETCS  YacThblO
aJanTUPOBAHHOM OCHOBOM MpOQecCHOHAIBHOW 00pa3oBaTeNbHOM MPOrpamMMbl B
cootBercTBUM ¢ DPI'OC mo mpodeccun 46.01.03. «/lemonpousBoauTenb» B YaCTU
OCBOEHUS BUAOB IIpodeccruonanbHoi aesrenbHoctu (BIT)
JlokyMeHTalMOHHOe o0ecnevyeHue AesiTe IbHOCTH OPraHu3auuu
JloKkyMeHTHpOBaHHME U OPraHU3ANUOHHASA 00Pa0OTKA IOKYMEHTOB
1 COOTBETCTBYIOIUX Npodeccronanbubix kommeteHiui (I1K)

Bun nesreasnoctu 1. JlokymeHTalIMOHHOE 0O0ecniedeHe AeSITeJIbHOCTH OPraHUu3aluu

IIK 1.1. [IppyHAMaTh U PETUCTPUPOBATH MOCTYNAOIIYI0 KOPPECIIOHACHIIMIO, HAIPABIATH
€€ B CTPYKTYPHBIE MOJIPA3/ICIICHNS] OpPTraHNU3aLUN.

I[IK 1.2. PaccmarpuBarh HOKYMEHTBI W NI€pelaBaTb HMX HA HCIHOJHEHUE C YYETOM
PE30II0LUNN PYKOBOINUTENIEN OpraHU3alnu.

IIK 1.3. OpopMisaTh perucTpaimOHHbIE KAPTOUKHU U CO3AaBaTh OAHK JaHHBIX.
IIK 1.4. BecTu KapTOTEKy y4eTa IPOXOKACHUS JOKYMEHTAIbHBIX MATEPUAJIOB.
IIK 1.5. OcymecTBiATh KOHTPOJIb 32 TPOXOKIAEHUEM TOKYMEHTOB.

I[IK 1.6. OtmnpaBidTh HCHOJHEHHYIO JOKYMEHTALMIO aJpecaTaM C MPUMEHEHUEM
COBPEMEHHBIX BHUJIOB OPTAHU3ALMOHHON TEXHHKHU.

I[NIK 1.7. CocraBiasite u OQOpMIATH CIyKEOHbIE JTIOKYMEHTBI, MaTepHallbl C
UCIIOJIb30BaHUEM (DOPMYJIISIPOB TOKYMEHTOB KOHKPETHBIX BU/IOB

Bun nesarenbHoct 2. /lokyMeHTHpOBaHHE W OPraHU3alMOHHAsA 00padoTKa
JOKYMEHTOB

[IK 2.1. ®opmupoBath Aena

[IK 2.2. O6ecneunBaTh OBICTPHIN MOUCK IOKYMEHTOB MO HAyYHO-CIIPABOYHOMY arrapary
(kapTOTE€KaM) OpraHu3alUu.



I1IK 2.3. CucteMatu3upoBaTh U XpaHUTh JTOKYMEHTBI TEKYILIETO apX1Ba

[1K 2.4. OGecrnieunBaTh COXpPaHHOCTh MPOXOJIAIIEH CITYKEOHOM TOKyMEHTAIUU
IIK 2.5. I'oToBUTH M IEpEAaBaTh JOKYMEHTBI HA ApXUBHOE XPAHCHHUE.

[1K 2.6. ObecrieunBaTh COXpaHHOCTb APXUBHBIX JOKYMEHTOB B OpraHU3alUN

3.Buja ¥ CPOKHU NIPOBEACHUSA TOCYIAPCTBEHHON HTOTOBOM ATTECTALMH.

3.1. TocynmapcTBeHHass WTOrOoBas aTTecTallds BBIMYCKHUKOB Mo mpodeccun 46.01.03.
«/lemonpon3BoaUTENb) BKJIIOYAET 3alIUTY BBIMTYCKHON KBaTHU(PUKAIMOHHONH pabOTHI
(BBITIOJTHEHHE TPAKTUYECKOW KBaTM(pUKAIMOHHONW pabOThl W 3alIUTy MHCHMEHHOM
AK3aMEHAIMOHHON PaboTHI).

3.2 O0beM BpeMEHU Ha MPOBEJICHUU ATTECTAIIMOHHBIX UCHBITAHUM, BXOJAIIMNA B COCTaB
TrOCYJapCTBEHHOM WTOTOBOW AaTTECTAIlMM BBIMYCKHUKOB, B paMKax aJalTHPOBAHHOU
OCHOBHOM mpodeccnoHanpHOM 00pa3oBaTeNnbHOM MporpaMmbl 1o npodeccun 46.01.03.
«/lemompon3BoIUTENBY YCTAHABIMBAIOTCS YUMIIUIIEM, HUCXOOs W3 pabodero y4eOHOTO
IJ1aHa Mo MPOQECCHH U COOTBETCTBYIONIUX pPeKOMEHAaImii MUHHUCTEpCTBa 00pa3oBaHUs
P®:

-Ha BBINIOJIHEHUE BBITYCKHOW MPaKTUYECKOM KBAJIM(PHUKAIMOHHON padOThI Mpo
npodeccun 46.01.03. «/lemonponu3BoauTe b OTBOAUTCS 10 6 YaCOB

-Ha HaIMCaHWE MHCHbMEHHOM SK3aMEHAllMOHHOW paboThl MPEayCMOTPEHO 110 6
MECHILICB;

-Ha 3alIUTY MTUCbMEHHON YK3aMEHAIMOHHOM paboThl OTBOAUTCS A0 20 MUHYT.
3.3. T'ocynapcTBeHHass WTOroBasi aTTECTalUsi BBIMTYCKHUKOB 1o mnpodeccun 46.01.03.
«Jlemonpon3BoUTENb» MPOBOAUTCA B CPOKH, MPEIYCMOTPEHHBIE KAJICHIAPHBIM
rpauKoM Ha JaHHBIA y4eOHBIHN TO/.
3.4. Ilporpamma rocyJaapCTBEHHON WTOTOBOM aTTECTallMM BBIMTYCKHUKOB MO mpodeccuu
46.01.03. «/Jlemonpon3BOIUTEIY, TeMaTuKa BBIITYCKHBIX NIPAKTHYECKUX
KBaJU(DUKAIMOHHBIX Pa0OT M MHUCHBMEHHBIX H3K3aMEHAIMOHHBIX PadOT JOBOJUTCS [0
CBelleHUs1 OOydarmMxcsd HEe MeHee yeM 3a 6 MecsleB [0 Hadalla TOoCyAapCTBEHHOU
WTOTOBOW aTTECTAIUU
3.5. I'paduk 3ammTHl NMUCHMEHHOW 3K3aMEHAIMOHHOW pabOThl M CPOK BBIMOJIHEHUS
BBIITYCKHOM TPaKTUYECKONM KBAIM(PUKAITMOHHON pabdOThl JOBOJAUTCS JO CBEACHUS
oOydJaronuxcsi HE MEHee YeM 3a MecdAll [0 Hadajla TOoCYyJAapCTBEHHOM HTOTOBOM
aTTECTallHH.

4. Coaep:kaHue rocyJ1apcTBEHHOM UTOIOBOM aTTeCTALlUMU

4.1. TlopsAaoK MOATOTOBKH U BBIIOJHEHHS BBIITYCKHON MPAKTHYECKON KBATU(MDUKALIMOHHON
pPaboTHI .

4.1.1. BpinogHeHUEe NPAKTUYECKON BBIMTYCKHOW KBaNM(DPUKAMOHHOW PabOTHI HAINPaBJICHO
Ha BBIABJIICHUE W OINpeEJeJeHNe YPOBHS BJAJEHHUS BBIMTYCKHUKOM MPO(ECCHOHATBHBIMU
KOMIETEHIIUSIMU, B COOTBETCTBUU C TpeOOBaHUSIMHU (elepaJbHOr0 TOCYJIapCTBEHHOTO
00pa3oBaTeabHOTO CTaHAapTa

4.1.2. TemaTtnka U COJEp>KaHHE BBIMTYCKHBIX MPAKTUYECKUX KBATHU(PUKAIMOHHBIX PadboT
pa3zpabaThIBacTCs MacT€pOM IPOU3BOJACTBEHHOTO OOYYEHHUS COBMECTHO C BEIyIIUMH




npenojaBareasiMyu NpohecCUOHANBHBIX U CHEIUATbHBIX JUCIUIUIMH, pACCMAaTPUBAETCS Ha
3aceJaHMM METOAMYECKONM KOMHUCCHH TpEenojaBaTeiel U MacTepoB MPOU3BOACTBEHHOTO
oOyueHHusi M, COTJACOBBIBAETCS C TMpeAcCenaTesieM TroCydapCTBEHHON aTTeCTallMOHHON
KOMMCCHUH, YTBEPKAACTCS 3aMECTUTENIEM TUPEKTOpa yuunuia no YIIP.

4.1.3. PykoBoauteneM BBIMTYCKHON MPAaKTHUECKUX KBAIM(UKAIMOHHBIX PabOT (OH XKe
PYKOBOAMTENb MPOW3BOJICTBEHHOW TMPaKTUKU) B TPYIINE Ha3HA4YaeTcsl MacTep
MIPOU3BOACTBEHHOI'0 OOYUEHHS.

4.1.4. Ha ocHOBaHMHM TIEpPEUHS TEM BBITYCKHUKAM MPAKTUYECKUX KBATU(PUKAIMOHHBIX
paboT pyKOBOAWUTENb TOTOBHUT 3aJaHUE IS DK3aMEHYIOIIETOCS BBITYCKHUKA H
YTBEPKJIAET €r0 y 3aMECTUTENSI AUPEKTOpa YUUITUIIIA.

4.1.5. CoxaepxaHue BBITYCKHON MPaKTUYECKOW KBaIU(UKAIIMOHHOW pPabOTHI JOJHDKHO
OoTpaxaTh MPO(PECCHOHAIbHBIE KOMIIETEHIIUH, COOTBETCTBYIOIIME OCHOBHBIM BHUJaM
npodeccuoHanbHOM eI TeIbHOCTH.

4.1.6. BeimyckHas npakTuyeckas KanudukaimoHHas padora mo mnpodeccun 46.01.03.
«/lenonpon3BogUTENB) MPOBOIUTCS MO ABYM OCBOCHHBIM MPO(PECCHOHATBHBIM MOTYJISIM
IIM.01 «/lokyMeHTAalTHOHHOE O0ecTeYeHne eI TeJIbHOCTA OPraHUu3alumn»

IIM.02 «/IokyMeHTHpPOBaHHE U OPraHU3ANMOHHAS 00Pad0TKA TOKYMEHTOB

4.1.7. BreimyckHasi mpakThueckas KBanmuukaiusi padoTa BBIIONHIETCS B JlabopaTopuu
JIOKYyMEHTOBE/ICHUs, B KaOWHETEe JOKYMEHTAI[MOHHOTO OOEeCleyYeHusi YIpaBJICHHUS,
apxuBoBesieHUs. Pa0oTa BBIMOTHSAETCS BBITYCKHUKOM CaMOCTOSITENIbHO. PesynbTaTsl
BBINIOJIHEHHSI pa0OT 3aHOCATCS B IPOTOKOJL.

4.1.8. Tlpu BBINOJHEHHH BBIMYCKHOW MPAaKTUYECKOW KBAIM(PUKALMOHHON pabOThl B
7abopaTopur JTOKYMEHTUPOBaHUsA, B KaOMHETE€ JIOKYMEHTAIIMOHHOTO OO0ecreYeHus
VOPABJICHUS, apXUBOBEACHUS YUYWIMINA MacTep MPOU3BOJCTBEHHOIO OOy4YEeHHS
CBOEBPEMEHHO T'OTOBUT HEOOXOIUMBbIE paboune MecTa, 3aaHus JUIsl SK3aMEHYIOUIErocs,
JOKYMEHTAIMI0 M oO0ecleyuBaeT COONIOACHUE HOPM M TpaBW OXpaHbl TpPyJa.
OOyyaromuMcst cooOIIaeTcsl MOPSIOK M YCIOBHE BBINOJHEHUE padOThI, BBIAAIOTCS
3a/1aHUSl.

4.1.9. OreHKa KauecTBa BBIMOJHEHHS BBIMYCKHBIX MPAKTUYECKUX KBATU(PUKAIMOHHBIX
paboT OCYILIECTBISIETCS KOMHUCCHEH, CcOCTaB KOTOpoll (Qopmupyercs u3 4yucia
npejcTaBuTeNied  00pa30BaTENbHOIO  yUpeXJeHus (MacTepoB  MPOU3BOACTBEHHOI'O
0oOy4eHHs1) ¥ BHEIITHUX YKCIIEPTOB

4.1.10. BpinoJiHEHHE  BBITYCKHOM  MPAaKTHYECKOW  KBATM(PUKALMOHHON  paboThI
OIICHUBAETCS TOCYJIJAPCTBEHHOM aTTECTAIlMOHHON KOMUCCUEH B Oasiax:
omauyHo (3);
xopouio (4);
Y0081emeopumenvHo (3);
HEY0081emeopumenvto (2).
4.1.11. Kputepun OlIEeHKH BBIMIOTHEHUS PAOOTHI:
v OBJIaJIeHHE IpUEMaMH PadorT,
v COCTaBJIATH U 0OOPMIIATH HOMEHKIIATYPY JElL,
v UCIIOJIb30BaTh IPaBHJIa TIEYaTaHUs JECATHIIAIBIEBBIM «CIIEMBIMY» METOI0M
v'IleyaTaHue TEKCTA 1101 IUKTOBKY



v pelaKTUPOBaHKE CITY)KEOHBIX JTOKYMEHTOB

v'cobmoieHre TIpaBWI  TI0JIb30BaHUS mnpu  pabore Ha IIK K KadecTBy
MPOU3BOJUMBIX paboOT

v/ BBITIOJTHEHHUE YCTAHOBJICHHBIX HOPM BPEMEHH

v cobmronenne TpeOoBaHMiT 0E30MaCHOCTH TPyAa W OpraHu3aims paboduero
BpPEMEHH.

4.1.12. HopMbl OLIEHKH BBITYCKHBIX MPAKTUYECKUX KBATH(PUKAITMOHHBIX PadoT:
Onenka «5» (OTIMYHO) aTTECTyEMOMY BBICTaBIISIETCSL:

oopMJIEHUE THUTYJIBHOTO JIUCTA: TUTYJIBHBIM JUCT OdopmileH 0e3 OHIMOOK ¢
cOOJII0/IEHHEM BCEX MPaBUiI U TPEOOBAHUM K O(POPMIICHUIO

neyaTaHue TEKCTa Ha CKOPOCTb: TEKCT Ha CKOpPOCTh HameyaTaH 0e3
rpaMMaTHYEeCKMX W MYHKTYaI[MOHHBIX OIIMOOK, CKOpocTh Habopa Tekcra 100 u
0oJjiee MeYaTHBIX 3HAKOB B MUHYTY, 00YyYaIOIIUNCS MOTb30BAJICS JIECATUNAIBIIEBHIM
«CIIETIBIM» METOJIOM MeYaTaHHUs.

perucTpanusi TOKyMEHTOB: OGOpPMIICHHE W PETUCTPAldsi JOKYMEHTOB BBIMOJIHEHA
06e3 omubOK, CcorjJacHO TpeOOBaHUAM, NPEABIABISIEMbIM K KaXIOMY BHUIY
CIIy>K€OHBIX JOKYMEHTOB;

pabora B mnporpamme Excel: Tabnmia B nporpamMme COCTaBIeHa BEpHO, C
MPOU3BEAEHHBIMU BBIYUCIICHUSAMHU, IMarpaMma BhITIOJIHEHA BEPHO;

OreHka «4» (XOpOIIo) aTTECTyeMOMY BBICTABIISICTCS:

oopMIICHUE TUTYJIBHOTO JIKUCTA: B OPOPMIICHUU THUTYJIBHOTO JINCTA aTTECTYEMBIM
JOMYIICHBI 1-2 OMMOKK WK HeT0YETa:

neyaTaHhue TEKCTa Ha CKOPOCTb: TEKCT Ha CKOPOCTh HameyaTaH 0e3
rpaMMaTHYECKUX M MYHKTYaI[MOHHBIX OIIMOOK, CKOpocTh Habopa Tekcra 70-90
NEYaTHBIX 3HAKOB B MHUHYTY, OOYYaIOIIMICS TMOJIB30BAJICS JECATUIIATIBIIEBHIM
«CIICTIBIMY METOJIOM TIeYaTaHHUS.

peruCTpanus JOKYMEHTOB: JOMYIICHB! 1-2 ommOku wim HemodéTa B ohopMICHUH
WJIM PETUCTPAIMH TOKYMEHTA,;

pabota B mporpamme Excel: Tabnuia B mporpamMme COCTaBJIeHa BEPHO, HO OBLIH
IPOU3BEJCHBl HETOYHBIC BBHIYMCIICHHUS W B MOCTPOCHUU JUArPAMMbl OTCYTCTBYET
JereHa.;

OrmeHka «3» (yIOBIETBOPUTEIHHO) ATTECTYEMOMY BBICTABIISIETCS:

odopmiieHrEe TUTYIBHOTO JIHCTa: B OPOPMIICHUN TUTYJIBHOTO JINCTA aTTECTyeMbBIM
JOMyUIeHbl 3-4 OIMOKU WM HETOUETA:

reyaTaHue TEKCTa Ha CKOPOCTh: B TEKCTE OMYIIEHO 4-6 omuboK, CKOpOCcTh Habopa
Tekcta 60 TmeyaTHBIX 3HAKOB B MMHYTY, OOYydYalOIIMWCA HE TMOJb30BaJICA
JIECSATUTIATBIIEBBIM «CIIETTBIMY) METOOM IeYaTaHu.

perucTpanus J0KyMEHTOB: JOMylieHbl 3-4 omuOKu win Heqouéra B 0hOpMIICHUH
WJIA PETUCTPALINU JOKYMEHTA;

pabota B nporpamme Excel: Tabmuna B mporpamMmme cocTaBiieHa BEpHO, HO HE ObLIH
MIPOU3BEICHBI BRIYUCIICHUS M B IOCTPOCHUH JUArpaMMbl OTCYTCTBYET JIETEH/A.;

OreHka «2» (HEYJIOBICTBOPUTEIBHO) ATTECTYEMOMY BhICTABIISICTCS:



— o(opmieHre TUTYJIBHOTO JIUCTA: B O(OPMIIEHUH TUTYJIBHOIO JIUCTA aTTECTYEMbIM
JOTyTIEHBI 00Jiee 4 OMMOOK WIIH HEJIOUETOB:

— [eyaTaHHe TEKCTa Ha CKOPOCTh: B TEKCTE AOMyIIEHO Oojiee 6 OmMOOK, CKOPOCThH
HaOopa Tekcta MeHee S50 TMeyaTHBIX 3HAKOB B MHUHYTY, OOyYalolmluics He
MOJIB30BAJICS JIECATUIIATIBLIEBBIM «CJICTIBIM» METOJIOM TI€HYaTaHMUS.

— peructpanusi JOKYMEHTOB: B OGOPMIIEGHMM M PETUCTPAlMU JOKYMEHTOB HeE
coOJII0/IeHbI TpeOOBaHUS K COCTABJICHUIO U PETUCTPAllMU BUJIa JOKYMEHTA,

— pabota B porpamme Excel: pabota He BBIITOJIHEHA WM TOMYIICHO OoJjiee 4 OmmOoK
WJIA HEOYETOB.

4.1.13. TlpumepHbIil TepeveHb BHITYCKHBIX MPAKTUYECKUX KBATU(DUKAIIMOHHBIX paboT:
BrimyckHas npakTuyeckas KBain(uKamoHHas pabota opopMiIeHa B €TUHOM CTHIIE
COTJIaCHO HOPMATUBHBIM TPEOOBAHUSIM.

IIM.01 «/lokyMeHTallMOHHOE O0ecTeYeHne eI TeIbHOCTA OPraHu3aumn»
Paboma ¢ npoepamme Word:
1. Co3nanue TUTYJIBHOTO JIUCTA CO BCTABKOU IpauuecKoro o0bheKTa
2. Co3nanue cojiep>kaHusi paboTHl.
3. Coznanue muaHa-cxeMbl pabovero Mecrta JAeIOMPOU3BOIUTEINS.
4. IleyaTanue TeKCTa Ha CKOPOCTb.
5.0popmnenne  noxkymeHtoB. CocrtaBieHue U O(QOpMIIEHHME  OpPraHU3aLUOHHO-
pactopsIUTEIbHBIX, CIPABOYHO-UH(OPMAIIMOHHBIX U KaJIPOBBIX TOKYMEHTOB.
Paboma 6 npoepamme Excel:
1.Co3nanue O0aHKa JaHHBIX OpraHU3AINH.
2.CocTraBiicHHE Ta0JHII.
3.IlocTtpoeHue quarpaMm.
Paboma 6 npocpamme Power Point:
1.Co3nanue npe3eHTaluu 1o yka3aHHON TeMaTUKe MUCbMEHHOU paboThI.

IIM.02 «/lokyMeHTHpPOBaHMEe U OPraHU3AMUOHHAS 00PA0OTKA TOKYMEHTOB
1.Peructpanus u nHAEKCAUS JOKYMEHTA B PETUCTPAIMOHHBIX KaPTOUKAX.

4.2. TlopanoK TOATOTOBKH M TPOBEJACHUS 3alIUThl MHUCbMEHHOW HK3aMEHAIMOHHOU
paboTHI.

4.2.1. Tembl TUCEMEHHBIX PK3aMEHAIMOHHBIX PA00T pa3paldaThIBAIOTCS MPETIOIaBaTEIIMU
JUCHUUIUIMH W PAacCMaTPUBAIOTCA COOTBETCTBYIOUIMMH METOAMYECKUMHU KOMHCCHUSIMH.
Tema NHUCHbMEHHOW JK3aMEHAIMOHHOW pabOThl MOXKET OBITh  CaMOCTOSITEIHHO
chopmynupoBaHa OO0y4YaIOIMUMCS TIPU YCIOBUM OOOCHOBAHHUS UM IIEI€CO00pa3HOCTU €¢
pa3paboTku. TeMbl MHCHMEHHBIX JK3aMEHAI[MOHHBIX pPadOT JOHKHBI  OTBEYATh
COBPEMEHHBIM TPEOOBAHUSM, TMPEABSIBIIEMBIM K TEXHOJOTHUUYECKUM TMpoleccaMm |
Marepuajiam.




4.2.2. Tlpuka3oM JMpeKTOpa YYWJIMIIA Ha3HA4aeTcsd pPYKOBOAWUTEIb IUCBMEHHBIX
HK3aMEHALMOHHBIX pPaboT. OJHOBpEMEHHO, KPOME OCHOBHOTO PYKOBOAMTENS, MOTYT
HA3HA4YaThCsl KOHCYJIBTAHTHI [0 OTAEIBHBIM BOIIPOCaM U pasjienaM paboThl.
4.2.3. PykoBoauTeNM TNHCHbMEHHBIX JK3aMEHALIMOHHBIX paboT pa3pabaTbIBalOT, B
COOTBETCTBUM C YTBEPKICHHBIMU TEMaMM, TNPAKTUYECKUE 3aJaHus JJIsS KakJIoro
oOyuaronierocsi. O0beM 3aJaHus JTOJDKEH COOTBETCTBOBAaTH BPEMEHH, OTBOAMMOMY Ha
pabory.
OcHogHbiMU hYHKYUAMU PYKOBOOUMENS NUCLMEHHOU IK3AMEHAYUOHHOU pabomul
ABNAIOMCSL.
-pa3paboTKa MHAMBUIYAJIbHBIX 3HAHUM-
-KOHCYJIFTUPOBAHUE IO BOIIPOCAM COJEPKAHUS U MOCIEI0BATEIbHOCTH BbIIIOIHEHMS
MMCbMEHHOM 3K3aMEHAIMOHHOM padoThI;
-0Ka3aHHe MMOMOLIY 00yJaroMMcsl B 1oA00pe He0OX0IUMMON JTUTEpaTyphl;
-KOHTPOJIb X0/1a BBIIIOJHEHMSI IUCbMEHHOM 9K3aMEHAIIMOHHON paboThl;
-IIOATOTOBKA OT3bIBA HA MMCHMEHHYIO 9K3aMEHAIIMOHHYIO padoTy.
3amanuss Uil TUCBMEHHBIX — JK3aMEHAIIMOHHBIX ~ paboOT  MOANUCHIBAIOTCS
PYKOBOJUTEISIMUA PabOThl U YTBEPKIAIOTCS 3amectuTenem aupekropa no YIIP. 3ananue
I TIMCHMEHHOM SK3aMEHAIIMOHHOW paboThl BBIAAETCS 00yJaroImeMycsl He MO3THEE, YeM
3a MIECTh MECALIEB JI0 HayaJla TOCYAapCTBEHHBIA UTOTOBOW aTTecTanuu. Brimada 3amanus
COTIPOBOXAAETCA KOHCYIBTAIIMEH, B X0/Ie KOTOPOU Pa3bsACHSAIOTCA HAa3HAYCHHUE W 3a/1a4H,
CTPYKTypa U 00beM pabOThl, IPUHLHUIIEI Pa3pabOTKH U O(QOpMIIEHUS, TPUMEPHBIN IJIaH
pacnpeziesieHnsl BpEMEHH Ha BBINOJTHEHUE OT/IEIbHBIX YaCTeH.
OO1iee pyKOBOJACTBO M KOHTPOJUPOBAHUE XOAA BBIIOJHEHUS NHCbMEHHbIX
HK3aMEHALIMOHHBIX pabOT OCYIIECTBISET 3aMeCTUTENb Aupekropa o YIIP.
4.3. CTpyKTypa U cofepKaHue MUCbMEHHOMN 9K3aMEeHAIIMOHHON paboThl
4.3.1. BeimyckHasi MMCbMEHHAas YK3aMEHallMOHHAsl paboTa JI0JIKHA COJEPKaTh:
-~TUTYJIbHBIN JIUCT;
- MHANBUAYATbHOE 3aJ]aHie Ha MUChMEHHYIO SK3aMEHAIIMOHHYIO padoTy;
- OT3BIB PYKOBOJUTEIS HA MTUCHMEHHYIO SK3aMEHAIIHOHHYIO padoTy;
- coziep)KaHne, KOTOPOe BKITFOYAET
— 8geoenue,
— OCHOBHAS Yacmb,
— 3aKnoueHue,
—  OubIuocpaguyecKkull CUCOK,
— nepeueHv 6cex NPUNONCEHUU C YKA3aHUueM HOMEpOo8 CMpAaHuy, HA KOMOPbIX
pasmewaemcs Ha4aio Mamepuand,
-BBE/ICHUE COJAEPKHUT KPAaTKOE M3JI0KEHHE LT W BAXKHEHIIMX pe3yJbTaTOB padoThI,
HOBHU3HBl U aKTYyaJbHOCTH TEMbI, 00JacTU MPAaKTHYECKOTro NMpuMeHeHus (coctaBiseT 1
CTpaHHILY);
-OCHOBHAsI 4acCTh, COCTOSILAs W3 TEOPETUYECKOr0 M MPAKTUYECKOTO pa3iesioB,
1e1ecoo0pa3Ho pa3esiuTh MaTepral Ha MoApa3elibl;
-3aKJIIOYCHHE, B KOTOPOM COJEpPKaTCs BBIBOABI W TMOABOJUTCS HUTOT (cocTaBisieT 1
CTpaHMUILY);
-OnbnorpaM4ecKrii  CUCOK, KOTOPBIM  CONEPKUT HMCTOYHUKH  (HOPMAaTHBHEIC
JOKYMEHTBI, Y4eOHYIO0 JHTEpaTypy, MEpUOAUYECKUE H3IAAHUS, DJICKTPOHHBIE PECYpCHI),
KOTOpBIE€ OBIIIM MCIIOIB30BAHBI IPU HATTUCAHUH PAOOTHI;




-IIPUJIOKEHUS.

4.3.2. O6beM roToBOM MUCHMEHHON SK3aMEHAIIMOHHOM pabOThI TOJKEH cocTaBisATh 21-31
CTpaHUI] IEYaTHOTO TEKCTa OTHOCTOPOHHUX JIUCTOB 0€3 yueTa MpUII0KEHHI.

4.3.3. ConeprxaHue MUCbMEHHOM 3K3aMEHAIMOHHON paboThl OIMpenessieTcsl CueupuKoil
mpodeccun  46.01.03.  «JlemompomsBoauTeNnby,  TeMOH  pabOTBI, a  TaKKe
00pa30BaTEIbHBIMA  BO3MOXXHOCTSIMA U TNCUXO(PU3UYECKHUMHU  OCOOCHHOCTSIMU
00y4aronierocst BBITYCKHUKA:

Bo BBeleHHU pacKpBIBAECTCS aKTyaJbHOCTh BBIOOpA TeMbI, (OPMYIUPYETCS LENb
BBITIOJIHEHUS PabOThI, ONPENIESAETC MPAKTUYECKOE 3HAYECHUE TEMBI, U3JIaraeTcsi UCTOPUS
BOIIPOCA, JAETCS OLEHKAa COBPEMEHHOTO COCTOSIHUA TEOPUHM M NPAKTUKU. Takxke BO
BBEJICHUU PACKPBIBACTCA POJIb MpOo(eccru U MEepCreKTUBbl €€ Pa3BUTUS B COBPEMEHHBIX
YCIIOBUSAX C y4ETOM OCOOEHHOCTEH perroHa.

OcHOBHAasl 4YaCTh OTPAXaeT TEMATUKY OJIHOTO M3 MpodecCHOHANBHBIX MOAYJEH, B
HEl MPUBOAMUTCS CAMOCTOSITENIbHOE UCCIIEA0OBAaHUE pacCMaTpUBAEMBbIX B padOTE BOIIPOCOB.
Teopernyeckasds 4YacTb COAEPKUT CYIIECTBO BOIPOCA, OCHOBHBIE IOJOKEHUS TEMBI
MMCbMEHHON S3K3aMEHALMOHHOW paboThl, HAJIMYKWE MAKETOB M OOpa3lloB HCCIEAyEeMOMU
TeMbl. [laHHas 4acTh SABISETCS BBOJHOM K MPAKTUYECKOW YacTh pabOTHI.

B OCHOBHOWM 4YacTH CONEpPXKUTCS pas3lesl IO OXpaHEe Tpylda MW TEXHHUKE
0€30MacHOCTH, KOTOPBIA PAaCKPHIBAET OCHOBHBIE MOJIOKEHHSI OXpaHbl TpyAa M TEXHUKHU
0€30IacHOCTH MPU PadOTe HA KOMITBIOTEPE.

B 3axmtouenuu cnenyer chopMyIupoBaTh OCHOBHbBIE BBIBOJIBI.

Crucok HCMoNb3yeMON MpU HAMHMCAHUU PabOThl JUTEPATyphl COCTABISAETCS B
COOTBETCTBUM CO CTaHJAPTOM, pETYJUPYIOIIMM IPaBUJa COCTaBJICHUS CIMCKOB
JIUTEPATYPBI U JOKYMEHTOB.

TutynbHbBIN TUCT OPOPMIIAETCS COTIACHO YCTAaHOBJIEHHBIM TPEOOBAHUSIM.

3ajaHue Ha NHUCHbMEHHYIO SK3aMEHAIlMOHHYI0 palboTy odopmisercs B
COOTBETCTBUM C YCTAHOBJICHHBIMU TPEOOBAHUSAMHU.

4.3.4. Tlocne BBIMOJIHEHHUS SK3aMEHAIIMOHHOW PabOThl BBIMYCKHUK MOJIMUCHIBACT €€ Y
PYKOBOJMTENS U BO3BpALIACT PYKOBOJIUTENIO, KOTOPbIA O(OPMIIIET KpaTKUW OT3bIB Ha
MMCbMEHHYIO 3K3aMEHAI[MOHHYIO pa0O0Ty, 3HAKOMUT C HUM BBIIYCKHUKA M MOJIMUCHIBAET
AK3aMEHALMOHHYIO padO0Ty y 3aMECTUTENSL AUPEKTOpa N0 yueOHoU padoTe.

4.3.5. KpaTkuii 0T3bIB Ha MUCHbMEHHYIO YK3aMEHALMOHHYIO Pab0Ty AOHKEH BKIIIOUATh:
-3aKJIFOYEHHE O COOTBETCTBHM NUCHBMEHHOM SK3aMEHAlIMOHHOW paboThl MO 3aJaHUI0
TpeboBaHUAM (eepaIbHOTO TOCYAapCTBEHHOTO 00Pa30BaTEILHOTO CTaH1aPTa;

-OILICHKY IIPaKTHYECKON 3HAYUMMOCTH MUCbMEHHOM 3K3aMEHAIIMOHHOU paboThI;

-OILIEHKY cOOMrofieHUsT TpeboBaHWM K O(OPMIICHHIO TMHUCHMEHHOW 5SK3aMEHAIIMOHHON
paboTHI;

-BBIBOJI O KQUE€CTBE BBINIOJHEHUS MMCbMEHHOMN 3K3aMEHAIMOHHOMN pabOThI.

4.3.6. TluceMeHHass »SK3aMEHAllMOHHAsh paboTa TPENOCTABISETCS Ha 3acellaHue
roCy1apCTBEHHOM aTTECTALIMOHHON KOMUCCHU PYKOBOJUTEJIEM.

4.4. TpeboBaHus K 0hOPMIICHUIO MMCbMEHHOW 9K3aMEHAIIMOHHON PaOOTHL.

4.4.1. PaboTa noikHa OBITh BBIMOJHEHA HAa CTAaHAAPTHBIX JucTax Oymaru gopmara A4,
mpudt Times New Roman, kersp 12, unTepBan noayTOpHBIN, popMaTUpOBAHUE TEKCTA —
IO IIUPUHE.

4.4.2. Tlons: BepxHee, HUKHEE — 2 CM, JIeBoe — 3 cM, TipaBoe - 1 cMm.




4.4.3. Ctpanuiibl TPOHYMEPOBaHbI apaOCKUMHU LU(PpaMu, HOMEP 1O UEHTPY HUKHEN YacTu
CTPAHMIIBI, TUTYJIBHBIN JIUCT HE IPOHYMEPOBAH.
4.4.4. 3aronoBKH pacroyIOKEHbI N0 LIEHTPY CTPOK, HAMKMCAHBI MPOMUCHBIMU OykBamu. B
3aroJIOBKax OTCYTCTBYIOT IMEPEHOCHI. B KOHIIE 3ar0JIOBKOB OTCYTCTBYET TOUKA. 3ar0JIOBKH
OT TEKcTa OTpbBalOTCS 1-2 wHTepBana. 3HAKKM TPENUHAHUS  MPOCTABJICHBI
HEIOCPEICTBEHHO IOCJIE TOCIeIHEH OyKBBI CIIOBA W OTACJICHBI OT CJCAYIOMIEro CJIOBa
poOesoMm.
4.4.5. AG3ar1pl HarleyaTaHbl ¢ KPAaCHOM CTPOKH, IPU ATOM OT JIEBOTO OISl UMEETCSl OTCTYII.
4.4.6. Bce TabauIibl, puCyHKH, (GOpMYJIbl UMEIOT HyMEpaluio U Ha3BaHuUs (Haj Tabauiie
— CIIpaBa, MoJi PUCYHKOM — IO LIEHTPY).
4.4.7. Ha Bce Tabnuiibl, pUCYHKH, (POPMYIIBI JIaHBI CCHUTKU B TEKCTE.
4.4.8. Bo3Mo)kHa KOMITBIOTEpHAsI MPE3EHTAIlMs, OHA JIOJDKHA cojaepkaTth He Oojyee 7-10
CJIAiI0B, PACKPBIBAIOIIUX COJAEp>KaHNUE MMCbMEHHON SK3aMEHAllMOHHOW paboThI.
4.5. I1ops/1oK 3aIlUThI 9K3aMEHAIIMOHHON pab0Thl
4.5.1. K 3ammre JomycKaroTcs padOThl, UMEIOIINE OT3bIB U MOJOKUTEIBHYIO OLEHKY 3a
MMMACBMECHHYIO  DK3aMEHAIlMOHHYI0  pabory. Ilepen HadaaoMm  3allUTHl  YJICHOM
TOCYJapCTBEHHOM HSK3aMCHAIIMOHHON KOMHCCHH MAaCTEpOM TPYMIBI JACTCS IOJTHAS
XapaKTEpPUCTHKAa HA  BBIMYCKHUKA, 3aUWTHIBACTCSA  OT3BIB  HAa  ITMCHBMEHHYIO
AK3aMEHAIMOHHYIO PadoTy.
4.5.2. 3ammra THCHBMEHHON »SK3aMEHAIIMOHHOW palOThl MPOBOAUTCS HA OTKPBITHIX
3acelaHusIX TOCYAapCTBEHHOM aTTeCTAlMOHHOM KOMHUCCHH.
4.5.3. Ha 3amuTy NUCbMEHHOW »K3aMEHAIMOHHOW paboThl oTBoauTcs 20 MUHYT. DTO
BpeMs MOKET ObITh YBETUYEHO HAa OCHOBE PEKOMEHIAINI PeabMINTallMOHHON KOMHUCCHH.
Tak ke oOydyaromeMycsi MOXET OBbITh NPENOCTaBJe€HAa TOMOIb AaCCUCTEHTa U
BO3MOKHOCTh MCIOJIb30BaHUS MPU 3aIIUTE CIEIHAIBHOIO 000PY/I0BaHUS, TEXHUYECKUX
CPEICTB.
4.5.4. 3amuTa TMCbMEHHOM 3K3aMEHAIIMOHHON Pa0OThI BKITIOUACT:

-3aYuUmMbl8aHue YieHOM 20CY0apCMEeHHOU ammecmayuoOHHOU KOMUCCUU OYEHKU O
NPAKMU4ecKol K8AIUpUKayuoHHou pabome u npou3800CMEEHHOU XapaKmepucmuKu,

-00K1a0 8binyckHuka (ne bonee 10 murnym);

-80NPOCHL UNeHO8 20CYOapPCMBEHHOU ammeCmayuoHHOU KOMUCCUU U OMBembl
8bINYCKHUKA HA 80NPOCHL,

-oenauieHue npedceoamenem 20CYOAPCMBEHHOU ammeCmayuoHHOU KOMUCCUU
0mM3b168a HA NUCLMEHHYIO IK3AMEHAYUOHHYIO pAOOmM) 8bINYCKHUKA.
4.5.5. B cBOEM BBICTYIUICHHH BBITYCKHHUK JOJHKEH 00OOCHOBATH aKTYalbHOCTh M30PAHHOU
TEMBbI, PACKPBITh OCHOBHOE COJIep’KaHhe paboThl, MOKa3aTh MPAKTHYECKYI0 3HAYUMOCTD,
JaTh KpaTKuii 0030p TJ1aB pabOThI, MPUBECTH BHIBOJIBI B KOHIIE KaXK/IOM U3 TJIaB.
4.5.6. BBIMyCKHUK JODKEH M3jaraTh TEKCT 3alldThl CBOOOIHO, IOJIB3YSACH IIPH 3TOM
pPa3BEpHYTHIM IUJIAHOM BBICTYIUJICHUSI. PeKOMEHIyeTcss B TPOLeCCE€ BBICTYIUICHUS
MCIIOJIH30BaTh KOMITBIOTEPHYIO MPE3CHTAINI0 Pa0OThI, B KOTOPOH MPEICTABUTh OCHOBHOE
COJIep’)KaHME W HarJISHBIM Marepuan (cxeMbl, pucyHku, pororpadun). [locne moknana
BBITTYCKHUK JOJDKEH OTBETUTH Ha BOIPOCHI YJIECHOB TOCYIAPCTBEHHON aTTECTAlMOHHOM
KOMHCCHH.
4.5.7. 3amura MUCHbMEHHON 2K3aMEHAIIMOHHOM pabOThl OIICHUBAETCS TOCYAapCTBEHHOM
aTTECTAIIMOHHOW KOMHCCHEH B Oauiax:
OTINYHO (5),
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xoporio (4),
YAOBJIETBOPUTENBHO (3),
HEYJI0BJIETBOPUTEIBHO (2).

B xputepun ypoBHSI MOATOTOBKH BBITYCKHHKA BXOJIAT:
-IOJTHOTA BBITIOJHEHUS THCHBMEHHON JK3aMEHAIIMOHHOW paboThl B COOTBETCTBHH C
3aJJlaHUEM;
-BBITIOJIHEHUE  TOSICHUTEIBHOW  3allUCKM C  y49eToM TpeOOBaHWUW  CTaHIApTOB,
NPEIBIBISIEMBIX K TEKCTOBBIM JOKYMEHTaM, HAJIUYME B HEH HEOOXOIMMBIX DPa3ielioB,
TIOJTHOTA COJIEPKaHUs U TIOCIICI0BATEIBHOCTD H3JI0KCHHS MaTepHaa;
-000CHOBaHHOCTh, JIOTHYECKas IOCJIEI0BATEIbHOCTh, TEXHHYECKass TPaMOTHOCTb,
YETKOCTh, KPATKOCTh JIOKJIa/Ia BBITYCKHUKA MPHU 3alIUTE MHUCHBMEHHON IK3aMEHAIMOHHON
paboTHI;
-000CHOBaHHOCTh, JIOTHYHOCTb, YETKOCTh, KpaTKOCTh H3JIO)KCHHUS OTBETOB Ha
JIOTIOJTHUTEIBHBIC BOITPOCHI TOCYIAPCTBEHHON aTTECTAIIMOHHON KOMUCCHUU;
-OT3bIB PYKOBOJUTENIS HA MTUCHMEHHYIO SK3aMEHAITMOHHYIO padoTy.

«OTINYHOY BBICTABISICTCS 32 3aIIUTy PAOOTHI, €CIM OTBET IMOJIHBIHN, UCIIOJIB3YETCS
HaIJSITHOCTh, BBIITYCKHUK TIOKa3bIBaeT TIIYOOKOE 3HAHWE BOMPOCOB TEMBI, CBOOOIHO
OTIEpUPYET JAaHHBIMH COJACP)KaHWSA, JIETKO OTBEYA€T HA TIOCTABIICHHBIE BOIPOCHI
COOTBETCTBCHHO KBaJIM(DUKAIIHH.

«XOpoI1I0» BBICTABISETCA 3a 3alllUTy, €CIU BBIMYCKHUK ITOKa3bIBaCT 3HAHHE
BOIIPOCOB TEMBI COIVIACHO YCTAHOBJIICHHOMY YPOBHIO KBaIM(pUKaIMUU, 0€3 O0COOBIX
3aTpyJAHEHHUM OTBEUYAET Ha MOCTABIICHHBIE BOTIPOCHI.

«Y IOBJIETBOPUTEIILHOY» BBICTABIIACTCS 32 YCTHBI OTBET, €CJIM BBITYCKHHUK
MIPOSIBJISIET HEYBEPEHHOCTD, MOKA3bIBAECT ClIad0€ 3HAHHUE BOIPOCOB TEMbI, HE BCETJa JAacT
MCYEPIIBIBAIOIINE OTBETHI Ha 33JJaHHBIE BOIPOCHI.

«HeynoBieTBOPUTEILHO» BBICTABISAECTCS 3a YCTHBIM OTBET TpU  3alUTe
MMCbMEHHOW 3K3aMEHAIIMOHHOMN pabOThI, €CJIM BRIMMYCKHUK HE 3HAET COACPKaHUs PaOOTHI,
HE MOXKET OTBEYATh Ha TIOCTABJICHHBIC BOIIPOCHI 110 €€ TEME.

4.5.8. UToroBas orieHKa BBIMTYCKHON KBaTU(UKAIMOHHON PaOOTHI CKIIaIbIBACTCS U3
CIEQYIOIINX MOKA3aTeIIe:

-OLICHKA MyOJIMYHON 3aIIUThl MUCbMEHHOM SK3aMEHAIIMOHHON paboThI;

-OTMETKa 32 MUChbMEHHYIO IK3aMEHAIMOHHYIO paldoTy;

-OTMETKA 32 MPAKTUYECKYI0 KBAIU(PUKAIMOHHYIO PaboTYy.

4.5.9. TlpumepHBbIil TIEpeueHb TeM MUChbMEHHBIX SK3aMEHAIMOHHBIX padoT 1o mpodeccuu
46.01.03. «/lenonpon3BOAUTEIIbY .

IIM.01 «/lokymMeHTALIMOHHOE O0ecneuYeHHe 1eATeIbHOCTH OPTraHu3allum»

OdopmiieHre TUYHOTO JIea COTPYIHUKA OpraHU3alluu.

JIOKyMEHTBI 110 TUCEMEHHBIM OOpaIIeHUSIM TPaXaaH.

Odopmienue KaapoBoi TOKyMEHTaIuu (TPYI0BOM JOTOBODP).
OdopmiieHne kaapoBOil TOKyMEHTalUuu (TpyAoBasi KHUXKKA).
OdopmieHre KaapoBOi JOKyYMEHTAIMH (ITPUKA3bI 110 JIMYHOMY COCTaBY).
Opranuzaiusi IpOTOKOJIbHBIX MEPOIPUSTUH.

ok wdE
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7. ba3bl JaHHBIX OpraHU3alUU.

8. OdopmieHne pacnopsaUTEeNbHON JOKYMEHTAUK (TIPUKa3, BHITUCKA U3 TIPHUKa3a)

9. OdopmieHue CpaBOYHO-AaHATUTUYECKON JOKYMEHTAINH (CITy>KEOHBIHN aKT)

10. CripaBouHO-UH(DOpMALIHOHHAS JOKYMEHTAIU (toxmagHas 3aIMCKa,
OOBSCHUTETHHAS 3aMKCKA).

11. CopaBoyHO-UH(OpPMALlMOHHAsT ~ JOKyMEHTalus:  (IpOTOKOJ,  BBINKHCKA W3
MPOTOKOJIA).

12. OdopmiieHue ciry>keOHOM NEPENUCKU B OpraHU3aIiu

13. Opranuzanus JOKyMEHTO000pOTa MPEIITPUITHS.

14. PacniopsiautenibHas TOKyMeHTalus (IIpuKas, BHIIIMCKA U3 TIPUKA3a).

15. CrpaBo4HO-MH(POPMAIIMOHHAS TOKyMEHTAIHs (CITy>KEOHBIC MMChMa).

16. OdopmiieHre KaApoBOH JOKYMEHTALMH (TPY0Bast KHIDKKA).

17. JIOKyMEHTBI IO MUCbMEHHBIM OOPAILIEHUSM IPak]IaH.

18. Opranuzanusi KOHTPOJIS MOCTYIICHUS TOKYMEHTAIUH.

19. KonduaenuuaipHast TOKyMEHTALIUA.

20. KanpoBast mokymeHTanus. JInunas kapTouka.

21. CnpaBouHO-WH(GOPMAIIMOHHAS JOKYMEHTAIUS (CITy)KEOHBIN aKT).

22. ®opMHpOBaHHE JIEIT.

23. KynbeTypa TenedoHHOro o0nieHus.

24. CnpaBoYHO-MH(POPMALIMOHHASA JOKyMEHTAIUS (TeJerpaMMel, Teae(hOHOrpaMMBbl)

25. [InaHoBast TOKyMEHTAI M.

26. OgopMieHuEe PEeKBU3UTOB JIOKYMEHTOB (Os1aHKH, popMmyiisp - oOpazenr OP/JI)

27. OpraHu3aldoOHHO - MIPABOBAasl TOKyMEHTalUs (yCTaB, TOJKHOCTHAS MHCTPYKIIHS,
LITATHOE PAaCIUCAHUE).

28. PaboTa cexpeTaps 0 MOATOTOBKE U MPOBEJCHUIO COBEILIaHUI.

IIM.02 «/lokyMeHTHpPOBaHKHE U OPTaHU3ANUOHHAS 00PA00TKA IOKYMEHTOB)

. OdbopmiieHrie HOMEHKIATYPBI JIEJT OpTaHU3aI|H.

. CucremaTu3zanus TOKyMEHTOB U (POPMUPOBAHUE JCII.
. CpencrBa XpaHeHUs TOKYMEHTOB.

. ApXHBHOE XpaHEHHUE TOKYMCHTOB.

. Opranm3aiys onepaTuBHOTO XpaHEHUS JOKYMEHTOB.
. [ToaroToBKa AN K apXUBHOMY XpaHEHHUIO.

. DKCTiepTH3a IEHHOCTH JIOKYMEHTOB.

. Odopmiienue nern.

ONO N B~ WD

5. YcaoBus peaju3anyi NporpaMMbl rocy1apCTBEHHOW UTOTOBOM ATTECTAIUMN.

5.1. TpeGoBaHWS K MUHIMAIILHOMY MaTepUaIbHO-TEXHHYECKOMY 00eCIIeYCHHIO

-IPYU  BBHITIOJTHCHWH TMHCHMEHHON JK3aMCHAIMOHHOH pPabOThl HEO0OXOIUMO HAJTUYHE
KaOWHeTa JIS IOATOTOBKH K HTOTOBOM aTTeCTaIH

ObopyoosaHnue kaburnema:
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- pabodee MecTO JUId KOHCYJIbTaHTa-IPeno1aBaTes;
- KOMITBIOTEP, IPUHTED;
- paboune MecTa 00y4aIOUINXCS;
- OpraHU3alMOHHAs TEXHUKA!
e JlamunHaTop
BbpoitopoBasibHas MallMHa MEXaHUYECKast
BpoitopoBaiibHast MaliMHA JIEKTpUYECKas
KonupoBansHeiil annapar
IIpunTep
YHUUTOXKUTETH OyMaru (Ipeaep)
e Hywmeparop
- IUIIEH3UOHHOE MPOTrPaMMHOE 00ecrieueHne O0IIeTo U CIEIHATbHOTO Ha3HAUCHUS;
- rpaUK BBITIOJIHEHUS! TUCHMEHHON 3K3aMEHAIMOHHON padoTHI;
- KOMIUIEKT Y4€OHO-METOAMYECKONU TOKyMEHTAIUH.
[Ipy 3ammTe NHCHMEHHON 3K3aMEHAIMOHHON pabOThl OTBOJIUTCS CIIEIHATBHO
MOATOTOBJICHHBIN KaOUHET.
Ocnawenue kabunema:
-paboyee MeCTO Il YWIEHOB I'OCYIapCTBEHHON aTTECTAllMOHHON KOMHCCHU;
-KOMITBIOTEP, MYJIbTUMEIUNHBINA TPOEKTOP, IKPaH;
-JIMLIEH3MOHHOE TIPOrpaMMHOEe o0ecriedeHre 00IIEro 1 CrelruanbHOrO Ha3HAYCHMSL.
5.2. UndopmanmonHoe obecneuenue ['MA
1. Ilporpamma rocynapCTBEHHOW HWTOTOBOW  aTTECTallUM €  METOJUYECKUMHU
PEKOMEHIALMsMU IO BBIIOJHEHUI0O M OQOPMIICHHIO MHUCbMEHHOM 3K3aMEHALMOHHON
padoTHI.
2. ®enepanbHbIE 3aKOHBI 1 HOPMATHBHBIE TOKYMEHTHI
3. Jluteparypa no npodeccun
4. Ilepuoanueckue u3ganus no npodeccuu

5.3. KanpoBoe obecnieuenne [MA

TpeGoBanus K KBanuUKAIMU TEJATOTHYECKUX KaJIpOB, 0O0ECIEUYNBAIOIINX
PYKOBOJICTBO BBITIOJIHEHHEM MHUCHbMEHHBIX IK3aMEHAIIMOHHBIX Pa0OT: HAMYUE BBICIIETO
podeCcCHOHATEHOTO 00pa30BaHMsl, COOTBETCTBYIOIIETO Tpodrutto mpodeccum.
TpebGoBanue k kBamupuranuu pykoBomuteneit ['MA ot opranuzanuu (TpeanpusTus):
Hajmuue npodeccunoHaaIbHOro 00pa3oBaHUs, COOTBETCTBYIONIIETO MPO(IIIIO MoydacMoi
npodeccun.
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Tlpunooicenue 1
I'ocynapcTBeHHOE 010:KeTHOE PodecCHOHATBHOE 00pa3oBaTeIbHOE YUpeKIeHue
counaabHOro oocayxuBanns « Huxkeropoackoe yunjanine-uHTEPHAT»

46.01.03
Jlenonpon3BOAUTEID

(umndp, HaumeHoBaHKE TIPoheccHn)

K 3ammre gonyimiena
3am. gupekropa o YIIP Baneena H.B.

(moxmuce, ©.1.0.)

IIucbMeHHAasi 3K3aMeHAIlMOHHAs padoTa

Tema paOOTHI

BrimyckHuk I'pynma Ne
(®.1.0. obyuaromierocs)

Paboty BBITIOTHUI

(TOAIUCH BBITYCKHUKA)

PykoBoauTenb paboThl KosznoBa M.A. «__ » 20 1.
(momanuce, ®.1.0.)

Koncynbrant no

MIPAKTUYECKON YaCTH KosznoBa MLA. «_ » 20 T
(moamuce, ®.1.0.)

Hwxnuit Horopon

20 T
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Tlpunooicenue 2

Yr1Bepxkaa:
3am. aupekTopa o YIIP
H.B. Baneesa
« » 2022 r.
3AJJAHUE
JJIS1 TUCBMEHHOM 3K3aMeHAMOHHOH padoThI
OUO
I'pynna
[podeccus «Aenonpoussodunevy
Tewma:
Hata Bprmaum  « __ » 20 T
Cpok cmaun  «__ » 20 1.

IlepeyeHb BONPOCOB, MOAJIEKAIUX pa3padoTke

Pabora momkHa COCTOATH U3 IBYX YacTeH:

I.OcHOBHAas YacTh, paCKphIBAOIIAsi TEOPETUIECKUE OCHOBBI TEMBI TUCHBMEHHOH SK3aMEHAIIMOHHON PaOOTHI:
e Bgenenwue (1 mwmcr);

IMoustre (Teopus Bompoca) (10-18 muctos);

MakxkeTsl 1 00pa3ibl TOKyMEHTOB (5-6 TUCTOB);

Opranuzanus pabovero mecta (1-2 mucra);

Texuuka 6e3onmacHocTH (2 THUCTA);

3axmmouenue (1 mucr);
e  Crucok mutepatypsl (1 mmcr).

I1. Ilpunosxenus, pacriedyaTaHHbIE U3 COOTBETCTBYIOILIEH MPOrpaMMbl U TIOKA3bIBAIOLINE BBIITOJHEHHYIO
MPAKTUYECKYIO YacTh: MIPE3CHTALMS 10 TEME MMCbMEHHOM 9K3aMEHALMOHHON pabOoThI.

TpeboBanne kK 0POPMIIEHUIO THCHEMEHHOW SK3aMEHAIMOHHOU paboTe:

1. Pabora momkHa OBITH BBHINIONHEHA HA CTaHNAPTHBIX JucTtax Oymaru Qopmara A4, mpudt Times New
Roman, kersnp 12, uHTEpBal NOMYTOPHBIH, popMaTHpOBaHHE TEKCTA — TI0 ITUPUHE.

2. Tlons: BepxHee, HIKHEE — 2 CM, JIEBOE — 3 CM, IpaBoe - 1 cM.

3. Crpanuupl NpoHYMEpoBaHbl apaOckumu mHdpaMy, HOMEpP MO LEHTPY HWKHEH YacTH CTpaHUIB,
TUTYJBHBIN JINCT HE IPOHYMEPOBAH.

4. 3aroioBKM pAacHoOJOKEHBl IO IEHTPY CTPOK, HANHCaHbBl NPOMHCHBIMH OykBamH. B 3aroimoBkax
OTCYTCTBYIOT IEpEHOCHI. B KOHIIE 3ar0JI0BKOB OTCYTCTBYET TOUKA. 3arOJIOBKH OT TEKCTa OTphIBAOTCA 1-2
WHTEpBaJia. 3HAKM MPENWHAHUS TPOCTABICHBI HETOCPEJCTBEHHO IOCie TMocienHeil OyKBbl clloBa U
OTJIEJIEHBI OT CJIEIYIOIIETrO CI0Ba MpoOeIom.

5. AG3anpl Harle4aTaHbl ¢ KPAaCHOM CTPOKH, IIPHU 3TOM OT JIEBOT'O TOJISI UMEETCS OTCTYII.

6. Bce Tabmuupl, pucyHku, (oOpMysbl UMEIOT HyMEpalWI0 W Ha3BaHUs (Hax TaOiuued — cipasa, MOJ
PUCYHKOM — TIO IICHTPY).

7. Ha Bce Tabnuupl, puCyHKH, (POPMYJIIBI JaHBI CCHUIKU B TEKCTE.

8. Bo3MoxHa KOMIIBIOTEPHAS NPE3EHTALMs, OHA JOJDKHA cofepkaTh He Oosiee 7-10 cnaiiioB, pacKphIBaIOIIMX
coJiepKaHue MMCbMEHHON 3K3aMeHAIIMOHHON PabOTHI.

Jluteparypa
1. JlenkeBuuJL.A. [lenonpoussoncteo. — M., 2015.
2. Bypoa E.M.Opranmuzamusi apxuBHOH H CIPaBOYHO-UHPOPMAIIMOHHOH pabOTBl MO JOKYMEHTaM

opranuzanuu. HYacts 1.2 — M., 2016.

3. Csupunosa M.1O. MadopmaronHsle TexHomaoruu B opuce. — M., 2013.
4. Ceupunoa M.IO. TekcroBsiii penakrop Word. — M., 2013.
5. Crpymm H.B. Onepatop OBM. IIpaktudeckue 3aganus. — M, 2015.
6. Camnkos B.B. H(popmaIioHHbIe TEXHOJOTHU M KOMITBIOTEPU3ALINS ACIONMPOU3BOICTRA.
- M., 2008.
7. TamsikoBa A.H.MH(bOpMaIoHHO —10KyMEHTAllMOHHAS AEATEIHHOCTh YueOHuK. — M.,2016
3ananue Bblgana pykosoautens [1OP M.A.Ko3snosa

16



Tlpunooicenue 3

OT13bIB
O BBITTOTHEHUH MICHhbMEHHON YK3aMEHAITMOHHON PabOTHI
OO0yuarorerocs
I'pynma Ne
Ipodeccus CITO
Tema,

1.001mmas xapakTepUCTHKA MUCbMEHHON YK3aMEHAI[HOHHOW PabOThI

2.CooTBeTcTBHUE 33aHUS 110 00BEMY U CTEIIEHU pa3pabOTKU OCHOBHBIX Pa3zeiioB MMChbMEHHOMN 3K3aMEHAIIMOHHOH
paboThI

3.ITonoxwuTenbHbIE CTOPOHBI PA0OTHI

4.HepmoctaTku B MOSICHUTEIBHOM 3ammucke U e€ opopMiteHusI

5.XapakTepucTrka rpaduaeckoil (TBOpUIECKoil) yacT pabOThI

6.CTeneHb CaMOCTOSTENBHOCTH Y4YaIerocs pH pa3paboTKe BOIPOCOB TEMBI

OneHka paboThl pyKOBOAUTEIEM

PykoBonuTens paboThl
(®NO)

3am. qupektopa o YIIP

(moanuces, ®HO)
« » 20 1.
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Tlpunooicenue 4
O06pasen opopmIteHUS COACPKAHUS

COJIEP’)KAHUE

l. OcHoBHAasl YaCTh:

Brenenue

[MonsiTre (Teopust Bompoca)

Opranusaius pado4yero MecTa JIeONPONU3BOUTEIS
MakeTsl JOKyMEHTOB

Cxema pabodero MecTa IeJI0PON3BOAUTEIIS
TexHuka 6€30MMacHOCTH

3akmoueHue

Crrcox IuTepaTypsl

1. IIpuaoxenns

cONo Gk wWN
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