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I. OPTAHU3AIITMOHHO-METOJUYECKHWMA PA3JIEJI

1.1 leanp AMCHUIIMHBI

Llenpt0o W3y4YeHUs JUCHUIUIMHBI — SIBIsIeTCS (OPMHPOBAHHME Yy CTYACHTOB 3HAHHU
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3/IaHUs JOKYMEHTOB YIpPaBJIEHUS, a TaKXKe IPUOOpeTeHue
HaBBIKOB TpaMOTHOW # 3((EeKTUBHOW OpraHU3aldyd COBPEMEHHOTO JICJIONPOM3BOJICTBA Ha
IIPEANPUATHAX U B OpraHU3aLMsIX.

1.2 YyeOHBIC 32291 JHCIHILINHBI
3amayaMy JUCLUILIMHGI SIBIISTFOTCS:

1. u3yuuTh 3aKOHOJATENbHBIE U HOPMATUBHO-METOINYECKUE JOKYMEHTBI, periiaMeHTHPYIOLIe
paloTy ¢ JOKYMEHTaMH OpraHu3aluy;

2. 03HaKOMHTH C MIPABUJIAMHU COCTABJICHHUS U O(DOPMIICHUS YIIPABICHUECKUX JOKYMEHTOB;

3. U3Y4YMUTb HOPSI0K PabOTHI C IMUYHBIMU U CIYKEOHBIMU JTOKYMEHTAMU;

4. chopMupoBaTh HaBbIKU COCTaBIEHUS U 0()OPMIIEHUS] OCHOBHBIX JIOKYMEHTOB yIPaBJICHMUS;

5. M3y4MTb PabOTy CIIy>KObI JOKYMEHTAI[MOHHOT'O 00ECIIEYEeHNUs YIIPABICHMS,;

6. 03HAaKOMHTP CIyIIaTeNIel ¢ COBPEMEHHBIMU TEXHOJIOTUSMH OpPTaHU3aAINH JIOKyMEHTO000pOoTa
IIPEAIPUATUI U OpraHu3aLHii.

1.3 Mecro aucunmiuabl B cTpykrype OIIOII BO (ocHOBHOII mnpodgeccuoHAIbHOM
00pa3oBaTeJIbHOM MPOrPaMMBbl BbICIIET0 00Pa30BaHUs)

Jucrtumiraa «OCHOBBI JETIOBOM TOKYMEHTAIUU U JAEJIONPOU3BOICTBA B OPraHU3ALUN» OTHOCUTCS K
6a3oBoii yactu yuebnoro miana (b1.5.10).
JInist yCHemrHoro 0CBOSHUS TUCIUILTHHBI «OCHOBBI JIENIOBOW JOKYMEHTAIMH U JICJIONPOU3BOJICTBA B
OpTaHU3aINI CTYIEHT JIOJDKEH:

1.3HaTh: OCHOB JIEIONIPOU3BOICTBA B COOTBETCTBUH C COBPEMEHHBIMU pEaIUsIMHU;

2.YMeTh: pemiath CTaHJApTHBIE 3ala4d TPOPECCHOHATHHON NEATETPHOCTH Ha OCHOBE
uHpOpMallMOHHOM U Oubnuorpaduyeckoil KyabTypbl C HpUMEHEHHEM HH(POPMAlMOHHO-
KOMMYHHUKAIIIOHHBIX TEXHOJOTHH W C YYETOM OCHOBHBIX TpeOOBaHWI WH(POPMAIMOHHOM
0C30IMaCHOCTH;

3.Biagerb: CrOCOOHOCTBIO NMPOEKTHPOBATh OPraHU3ALMOHHYIO CTPYKTYPY, OCYIIECTBISTh
pacripeieieHue OJIHOMOYHN M OTBETCTBEHHOCTH Ha OCHOBE MX JI€JIETUPOBAHMUS.

1.4.00bemM AUCHUIIMHBI U BHABI Y4eOHOH padoThI

Iloka3aTesn 00beMa IMCHUNIMHBI Bcero yacoB no popmam o0yueHust
QOunas | 3aouHas | OuyHo-3a04yHast

O0beM TUCHMIUIMHBI B 3a4€THBIX €MHULIAX 2
O0BbeM IUCIHIINHEI B 4acax 72
KonrakTHasi padoTa oGy4aomuxcs ¢ 28,25 8,25 24,25
npenoaasarteaeM (KoHTakT. yacel),
BCEro

1.AyautopHas padota (Aym), BCero: 28 8 24
B TOM YHCIIE: -

JEKLUH, B TOM YHUCJIe HHTEPAKTUBHbIE 14(4) 4(2) 8(4)
0

nabopaTopHbIC 3aHATHUS, B TOM YHUCIIE - -
WHTEPaKTHUBHEIE ()

NpaKkTH4ecKue (CEeMHHAPCKHUE) 14(4) 4(2) 16(4)
3aHATHsI, B TOM YHCJie HHTEPaKTUBHBIE ()

2.9nexTpoHHOe 00ydeHue (Dek.)




3.MHnuBuTyabHbIE KOHCYIBTAIUN
(MK)

4. KonTakTtHas paboTa 1o
npomexyToynoil arrectauuu (Karr)

S.KOHch'II)TaHI/IH nepea 3Kk3aMCHOM
(K9)

6.KonTakTHas padoTa 1mo 0,25 0,25 0,25
MMPOMEXKYTOUHOM aTTECTALIMU B IEPUOJ IK3.
CEeCcCUU, ceccu 3a049H. (OPMBI OOYICHHUS
(Kartok3)

CamoctositenbHas padora (CP). Bcero: 43,75 63,75 47,75

B TOM YHUCIJIC:

camocrosTenbHas padota B cemectpe (CPc) 60

caMocCTOsATeNbHAs paboTa Ha KypCOBYIO
paboty

CaMOCTOSTEIbHAs padoTa B IEPHOJ 3,75
3k3.ceccuu (KoHTposns)

KonrtakTHas paboTa npu npoBeAeHUN y4€OHBIX 3aHATHUN MO JUCUUILTUHE OCYIIECTBISETCS B
COOTBETCTBHH C npukazoM Munobpuayku Poccuu ot 05.04.2017 Ne 301 «O6 yTBepkAeHUU MOPAIKA
OpraHM3allK U OCYIIECTBIIEHUSI 00pa30BaTENbHON 1EATENbHOCTH 10 00pa30BaTeNbHBIM IIPOrpaMMaM
BhICIIEr0 00pa3oBaHUsl — MporpaMMaM OakanaBpuara. MporpaMmam CIelHUaInuTeTa, IporpaMMam
MarucTparypbi».

1.5 TpeGoBaHusi K pe3yJibTaTaM OCBOEHHUS COJEPKAHMUS THCIUITHHBI

B pe3ynbpTare 0CBOSHUS AUCIUILIMHBI B COOTBETCTBUU C BUJAMH NMPO()ECCHOHAIBHON ESTETbHOCTH,
Ha KOTOpBIC OPHEHTHUPOBaHA NporpaMma OakajgaBpuaTa, JOJDKHBI OBITh PEIICHBI CIEIYIOIIUE
npodeccuoHanbHble  3amaud M c@opMHpoBaHbl  cienyromme — oOmiekynbTypHeie  (OK),
npodeccuonansubie (1K) komneTenmmm:

OK-5 Cnoco0HocTBIO padoTaTh B KOJLIEKTHBE, TOJIEPAHTHO BOCIIPHHUMAs COLMAJIBHbIE,
ITHUYECKHUE, KOH(eCCHOHATbHbIE H KYJbTYPHbIE Pa3Iu4us

B pesynbrare ocBoenus kommnereHunn OK- 5 cTyeHT nomxken:
1.3HaTh: OCHOBBI KOMaHJ000Pa30BaHUS U IPOEKTHOM NEATEIbHOCTH
2. ¥YMeTb: paboTaTh B KOJJIEKTUBE 110 PEIIEHUI0 KOHKPETHBIX MPOEKTHBIX 3a/1a4.
3. Bmajgets: HaBBIKAMU PeaM3alii COBMECTHBIX TBOPUYECKUX MTPOEKTOB.

IMK-10Cnoco0HOCTHI0 HCMOJIBL30BATH /IS PellleHHns] KOMMYHUKATHBHBIX 32/1a4 COBPEeMEHHbIe
TeXHUYEeCKHe CPeACTBa U MHPOPMAIMOHHbIE TEXHOJIOIHH
B pesynbrare ocBoenust komrerennuu [1K-10 ctyneHT gomkeH:

1.3HaTh: COBPCMCHHBIC TEXHHUYECKUEC CPCACTBA U I/IH(l)OpMaHI/IOHHBIe TEXHOJIOTUH, HCIIOJIB3YCMBbIC
IpUu pCHICHUN KOMMYHHUKATUBHBIX 3a/1a4.

2. YMeTh: IMPUMCHATHE COBPEMCHHBIC TEXHUYCCKUC CPCACTBA U I/IH(bOpMaIII/IOHHI)Ie TEXHOJIOTHUHU IIPU
pPCIICHUN KOMMYHUKATUBHBIX 3a1a4.

3. BJIaI[eTI)I HaBbIKaMU HUCIIOJIB30BaHUA COBPEMEHHBIX TEXHUYCCKHUX CPEACTB U I/IH(bOpMaI_[I/IOHHBIMI/I
TCXHOJIOTHUAMUA IIPpU PCIICHUU KOMMYHUKATUBHBIX 3a/1a4

1.6 ®opMBbI KOHTPOJIA

Texkymmii KOHTpOJIb (KOHTPOJb CaMOCTOSITENIFHOW pabOTHI) OCYIIECTBISIETCS B IIPOIIECCE
OCBOCHMS JUCLUIUIMHBI JIEKTOPOM M IIpenojaBaTesieM, BEAyLUIMM IPAKTHUYECKHE 3aHATUS B
COOTBETCTBUHM C KaJIE€HJAPHO-TEMATUYECKUM IIJIAHOM, B 00BEME YacoB, 3allJIAHUPOBAHHBIX B pacyeTe
Me1arorMueckor Harpy3Kku Mo JUCLUUIUIMHE B BUJE CIEIYIOIUX padoT:

- YCTHOTO OIIpOoca IO TEMaM;



- BBITIOJIHEHUE MMICHMEHHOM ToMaIliHel paboThI;

- TECTUPOBAHUS;

- TPYNITIOBAs JUCKYCCHS;

-KOHTpPOJIbHAs paboTa;

- 3cce

-MHTEpPAKTUBHAS JICKIIMUS

[Tpomexyrounas atTectanus B 1 cemectpe st O9HON (hOPMBI O0yUYCHHS — 3a4eT.

[IpomexxyTouHas aTTecTarus BO 2 ceMecTpe I 0YHO-3a09HOM (OpMBbI 0OYUCHHS — 3a4eT.
Pe3ynbTarhl TeKyIiero KOHTPOJIS U MPOMEKYTOYHOM aTTecTalui (OPMUPYIOT PEUTHHTOBYIO OIICHKY

paboTbl obydaromierocs mo mporpamme OakanaBpuara. Pacnpenenenue 6amioB npu GOpMHPOBAHUU
PEUTHHTOBOW OLIEHKH PabOThI 0OYUAIOIIEroCss OCYIIECTBIISICTCS B COOTBETCTBHU ¢ «[lomoxkeHneM o
PEUTHHTOBOM CHUCTEME OIEHKH YCIIEBAGMOCTH M KadecTBa 3HAHWUW CTYICHTOB B (eneparbHOM
roCy/lapCTBEHHOM  OOJIKETHOM  0Opa30BaTE€IbHOM  YUPEXKJIEHUU  BBICHIETO  00pa3oBaHUs
«Poccuiickuii sxoHomuueckuii yauBepcurer umenu ['.B. IlnexanoBay. Pacnpenenenue 6amioB mo
OTIENbHBIM BHJAM paboOT B mpoiecce OCBOeHHS AucuuiuHbl «lIpaBo» ocymiecTBisieTcs B
cooTBeTCTBUU ¢ paznesnom VIIIL

1.7. TpeOoBanusi K ajanTanuu Y4eOHO-MeTOAUYECKOr0 o0ecnevyeHUs] IUCHUILIHHBI [JIA
00y4yauuxcst ¢ OrpaHMYEHHBIMU BO3MOKHOCTSAMHU 310POBbSI 1 HHBAJIHM/I0B

TpeOoBanmsi K ajmanTalu  y4eOHO-METOAMYECKOTO OO0CCIeYeHUs AUCIMIUIAHBL  JUIS
o0Oy4arolmuxcsi ¢ OrpPaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI U HWHBAIMIIOB OINpEACNCHBl B
«[Tomoxxennu 00 opraHuM3anuu OOpa3OBATEIBHOrO Tpolecca JUIsi HHBAJIMIOB H  JIMI C
OrpaHUYEHHBIMH BO3MOXHOCTAMH 370poBbd B PI'BOY BO «P3Y wum.I'.B.Ilnexanosay.
(http://www.rea.ru)

HabGop agantaninoHHBIX METOOB OOYYEHHS, MPOIENYpP TEKYIIEro KOHTPOJS yCIIeBaeMOCTH,
MIPOMEXYTOUYHOM aTTeCTalluM OCYILECTBISETCS HCXOIAs M3 cleuu(pUuYecKuXx OCOOEHHOCTEH
BOCHIIpUATHA, TepepaboTKu MaTepuana OOy4YaIOUIUMHCS C OTPaHUYCHHBIMH BO3MOKHOCTSIMH
3I0POBBSI C YUETOM PEKOMEHIAIMNA MEIUKO-COIMATIbHON KCIEPTHU3bI, MPOrpaMMbl peadbMIUTAIINN
WHBAJIN/Ia C YYETOM UHAUBUAYAIbHBIX MCUXO(PU3NIECKHX OCOOCHHOCTEH.



II. COOIEPX KAHUE ITPOT'PAMMBI YYEFHOM JUCIUIIJIMHBI

Conep:xanue AUCHUILTHHBI «OCHOBBI JI€JI0OBOI JOKYMEHTALMH U ICIONPON3BO/ICTBA B OPraHU3AIMN», ONICAHIE TIOKa3aTeIel 1 KpUTEPHUEB OLIEHUBAHUS
KOMITETEHIIMI Ha pa3IMYHbIX dTanax ux opmuposanus B nmporecce ocsoenus OIIOIT BO

Taomuma 2.1
Haunmenosanue Conepxxanue DopMUpyEMBIE KOMIIETEHLIUHI OO6pa3zoBaTenbHbIC TEXHOJIOTHUU
pasaciia
JOUCLUATIIIUHBI
(Tembl)

Tema 1 Vundukanus u craHgaptusanus jgenosod noxymentamumd. | OK-5; TTK-10. Jexkyuu, npakmuueckue 3aHAMUA,
Oprasn3anioHHBIC CnoBappb-MHHAMYM TEPMHUHOB W ompeneneHuid. OoOmrue camocmoamenbHan paboma
OCHOBBI HOPMBI W TIpaBWia O(GOPMICHHS JOKYMEHTOB (pa3Mepsl cmyodenmos, Boinonnenue u npoeepka
JIeIIONIPOU3BO/ICTBA. OyMaru, mojei, Hymepamus CTpaHUI] U T.JA.) IPUMEHIEMOE B RUCLMEHHOU domauinell pabomaul,
brnanku 1oKymMeHTOB. JIETIOPOU3BOJICTBE. Yemuotii onpoc no meme.
Tema 2 Knaccuduxkarus JIeJIOBOM JIOKYMEHTAaI1H. Ipasuna | QK-5; I1K-10. Jlekyuu, npakmuyeckue 3aHAMUA,
Opraau3aluoHHO- odopmileHHsT PEKBU3UTOB OJIaHKa M HMX DACIOJIOKCHUS Ha camocmoamensHan paboma
pacnopsauTenbHas CTaHIapTHOM (opmare Oymaru, pasMmepsl mojeit. Dopmyisip- cmyoenmos, Ycmuulii onpoc no meme,
JIOKyMEHTaI1IHsl. obpaszell Tpymmbl JOKYMEHTOB, MPUHAJICKANIMX K OJHOU Bvinonnenue u nposepka nucomenHou
Oo6mas CUCTEME. Jomawneii pabom, OuckKyccus
xapakTepucTuka cTiis | [IpoexkTupoBaHue  OJAHKOB  JOKYMECHTOB  OpPTaHU3aAIUH.
CITy’KeOHOM CocraB, o¢opMIIcHHE, H3TOTOBICHUE, XpaHEHHE OJAHKOB
JIOKYMEHTAITUH. OpraHU3aIHH.

Brmank nokyMmMeHTa: TMOHSATHE, Ha3HAUYCHUE, BUIBI OJAHKOB

(oOmmii OmaHk, OMaHK MHCbMa, OJIAHK KOHKPETHOTO BHJIA

nokymenta (kpome mmcbma). CoctaB, odopMIeHHE

pexBu3nUTOB OmaHka. (OCOOEHHOCTH f3bIKA  CIYXKEOHBIX

nokymeHTtoB. Kommosmmms — moxymenta.  CTpyKTypHBIE

omubku. HeymecTHOe W HEONPABAAHHOE YIOTPEOICHHE

MHOCTPAHHBIX CJIOB.
Tewma 3 CrpaBouHo- ®ukcanms  (omucaHme)  JOKambHBIX  mpaswi,  Hopm, | OK-5: TTK-10. Hnmepaxkmuenas nexkyus,
UHPOPMALMOHHBIC MOJIOXKCHUH, ONpPEICNAIONINX CTAaTyC OpraHU3alluH, ee npaxkmuyecKkue 3aHAMUAL,
JIOKYMEHTHL JleoBasi | CTPYKTYpY, IITaTHYIO YHCICHHOCTh M JOJDKHOCTHOW COCTaB, camocmoamensnaa padboma
TepemnucKa. KOMIIETCHIIMA  JOJDKHOCTHBIX  JIMII W CTPYKTYPHBIX cmyoenmos, Ycmuulii onpoc no meme,
CocraBicHUE aKTOB | TIOApa3CICHUM, (GyHKIIMOHATBHOE coJiepKaHue Buvinonnenue u nposepka nucomenHoul
MPOTOKOJIOB. JIESTETbHOCTH OPTaHHW3allid B IIEJIOM, €€ MOJpPAa3ICICHUA | domawHei pabomol

pabOTHUKOB, HX TpaBa, 00s3aHHOCTH, OTBETCTBEHHOCTH U JIP.,
B OpraHU3aIMOHHO-PACTIOPSAIUTEIHLHBIX JIOKyMEHTax
OpraHU3aIHH.




CrpyKTypa, Ha3HaYeHHUE, MOPSIOK pa3padOTKH, COrIaCOBaHUS
u  yrtBepkaeHus  IlpaBun  BHYTpEeHHEro  TpPyHOBOTO
pacnopsaka, Ilonoxenus o mnepconane, Ilonoxenus o
CTPYKTYPHOM TOJpa3ieneHuy, JIOIKHOCTHON HMHCTPYKIUH.
[lItaTHOE pacnucaHue Kak MEPBUYHBIN YUETHBINA JOKYMEHT IO
yuery Kaapos. O3HakomiieHHE pPabOTHHKOB C JIOKAJIbHBIMH
HOPMAaTHBHBIMHU aKTaMHU OpPTraHU3aLKH.

Bugpt W Ha3HaueHWMe  HMHQOPMAIMOHHO-CIIPABOYHOMN
JIOKyMeHTaluu 1o kajpam. [Topsiiok opopmieHus, OCHOBHbIE
PEKBU3UTHI u MpaBONPUMEHUTENbHAS MpaKTHKa
HCIIOJIB30BaHUA JOKJIaJHBIX, CJ'Iy)Ke6HI:IX u O61))ICHI/ITGJ'HJHI)IX
3aMMCOK, NMPEJCTABICHUN, MPEJIOKEHUM, 3asiBICHUM, aKTOB,
CIIPABOK U Jp. B KAYECTBE OCHOBAHUM JUUIsl IPUHATUH pELICHUN
B chepe ynpaBieHHs IEPCOHAIOM OpPTraHM3aIHH.

Tema 4 OpranuzalMoHHO-pacnopsauTenbHbie HoKyMeHThl: noustue, | OK-5: [TK-10. Jexyuu, npakmuueckue 3anamus,
PacnopsianrensHbIe Ha3Ha4YeHUe, OCHOBHBIE BHJIBI (opraHn3anMOHHbIE, camocmoamenvuas paboma
JIOKYMEHTBL. pacropsIuTeNbHEIC, CIIPABOYHEIC). cmyoenmos, [luckyccus, Ycmmuotii
CocraBneHne OpranuzallMOHHBIE ~ JTOKYMEHTBI:  yCTaB,  IOJOXEHHE, onpoc no meme, Boinonnenue u
MPUKA30B, YKa3aHUH, CTPYKTypa W IUTaTHas YUCIEHHOCTb, LITATHOE pacHUCaHHUE, npoeepKa NUCbMEHHOU domauineil
pacropspKeHAH. MpaBWwia, JOJDKHOCTHAas HWHCTPYKLHSA, HUX Ha3HAuYCHHUE, paodomul
OpraHu3alioHHbIE XapakTepucTUKa M cocTaB, TpeOoBaHHA K O(OPMIICHUIO,
JIOKYMEHTBI. MOPSIIOK YTBEPKACHUS.

PacniopsanTensHble TOKYMEHTHI: IOCTAHOBICHHE, MPHKa3 (110

OCHOBHOM  JIEATENBHOCTH W TI0 JIMYHOMY COCTaBy),

pacHopsiKEHHE, COBMECTHBIH pPacHOpPSIUTENbHbIN JOKYMEHT,

WX Ha3HAYCHHE, XapaKTepUCTHKAa M COCTaB, TpeOOBaHHA K

0 OpMIICHHIO.

CripaBo4HO-UH(POPMALIMOHHBIE ~ JOKYMEHTBI:  CITy)KCOHBIC

MMChbMa, CIPaBKH, AOKIAJAHBIE 3alMCKH, NPOTOKOJbI, AKTHI,

3asBIICHUS, WX XapaKTePUCTHKAa H COCTaB, TPEOOBaHUS K

0 OpMIICHHIO.

THumbel TOKyMEHTOB: MOJUIMHHUK, KOIHS, TyONHKaT, BBIITHCKA,

nx HazHaueHwue. [lopsmok odopMieHUs M BBIOAYM KOMHHA U

JyOJINKaTOB JJOKYMEHTOB, BBIITMCOK U3 HUX.
Tema 5 Opranuszanus Perucrpauus 10KyMeHTOB: mOHATHE, uend, 3axauu, mecrta | OK-5; [TK-10. Hnmepaxkmuenasn neKyus,
JIOKYMEHTO000pOoTAa. perucTpanuy pa3IUYHBIX KaTeropHid JOKyMEHTOB. CHCTEMBI U npakmuueckue 3anamuas,
Opraanzanus (hopMBI perucTpanuu (>xypHasBHAs, KapTOYHas, camocmoamensHas paboma
perucTpanum aBTOMATH3UpPOBaHHAs), HMX JOCTOMHCTBA W HEJOCTATKH. cmyoenmoe, Ycmuulit onpoc no meme,

JAOKYMCEHTOB 1
KOHTPOJIb UCTIOJIHCHU S
JAOKYMCEHTOB.

[lokaszateny, BBOJMMBIE B PErHCTPALMOHHBIE (OPMBI.
OcCoOeHHOCTH  perucTpanuy  BXOJSIIUX, HCXOJIIUX |
BHYTPEHHUX JOKYMEHTOB.

CocraB BBINOJHIEMBIX pabOT TpH OTIPaBKE HCXOASIINX

Buvinonnenue u npogepka nucvoMeHHOU
domawneii pabomul, Tecmuposanue.




JIOKyMEHTOB: ITPOBEpKa NMPaBUILHOCTH 0()OPMIICHHUS, HATNYNS
NPWIOKEHUH, axpecaTa, COPTHPOBKA IO aapecaTaM U BHIaM
OTIpAaBJICHHH, COCTaBIICHUE OIHCH PACCHUIKH.
TpaguunoHHBIH CcHOCO0 OTHpPaBKH JOKYMEHTOB (IIOYTOM).
OTnpaBka TOKyMEHTOB C IIOMOIIEIO TeledoHa, (akca.
KoHTposs MCHONHEHUs NOKYMEHTOB: IIOHSATHE, Ha3HaueHUE,
BUgbl.  [lpuHUOMNEI  opraHW3anmmu  KoHTposisi.  Cpoku
UCIIOJIHEHUS:  THUIIOBOH, WMHAMBUAYaJbHBIH. TexHomorus
BE/ICHUS KOHTPOJIA. AHAlM3 WCIONHEHUs JOKYMEHTOB B
YUPEKICHUH.

B3aumocBsi3b peructpanuu TOKYMEHTOB U WH(OpManUOHHO-
crpaBo4HOH paboTel. OpraHuzamus pabOThl C MOMOIIBIO
CIPaBOYHBIX KapTOYEK.

JlOJIDKHOCTHBIE JIMIA, OCYLISCTBIIAIOIINE DPETUCTPALUI0 H
KOHTPOJIb HCTIOJHEHHUS, MX (QYHKIIMH U MPaBa.

Tema 6 Opranuzanus
OTIePaTUBHOTO
XpaHCHHUS
JIOKYMCHTOB.
®dopMupoBaHHUE JeIl.

Howmenknatypa aen: moHstHe. 3Ha4€HHE HOMEHKIATYPHI Jei
JUTSL KJIacCU(UKAIIMK JOKYMEHTOB, OIIEPATUBHOTO XPAHCHUS U
UX TOpel apXWBHOW MOATOTOBKU. BHIBI HOMEHKIATYp IeI.
Iopsimok  coctaBneHusi, OQopMIICHHS, YTBEPKACHHUS U
NPUMEHEHUSI KOHKPETHONW HOMEHKIATypbl pei. [lopsimox
dhopMupoBaHuUs AeII.

OpraHu3anusi ~ XpaHEHUS  HUCIOJHEHHBIX  JOKYMEHTOB.
OcHOBHBIE ~ TpeOOBaHUS ~ HOPMATHBHBIX  JIOKYMCHTOB,
pEerIaMeHTHPYIONIMX JaHHBI 3Talm  JOKyMEHTOoOopoTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTh JOKYMEHTOB.

OK-5; T1K-10.

Jekyuu, npakmuueckue 3aHAMUA,
camocmoamenvnan paboma
cmyoenmos, Ycmmuuwlii onpoc no meme,
Buinonnenue u npogepka nucbMenHOu
domawneii pabomuwl, Icce

Tema 7 Iloaroroska
JIOKYMEHTOB K
nocieayomen
nepeaayn JOKYMEHTOB
B apXWB WJIA Ha
YHHUYTOXXCHUE.

OCHOBHBIE JTambl NEpeJadyd AOKYMEHTOB B apXWB WM Ha
YHHYTOXEHHUE: IOATOTOBUTENbHBINH (00OCHOBaHME BBHIOOpA
croco0a COXpaHEeHUs] WIN YHWYTOXXCHHUS ITyTeM HPOBEACHUS
9KCIEPTU3bl IEHHOCTH JIOKYMEHTOB), OCHOBHOH (TTOJIrOTOBKA
Jen A Iepejadd B apXMB), 3aBepliaroniuii (mepemada B
apXMB WM YHUUTOXKEHHE).

OkcrepTusza LEHHOCTH JOKYMEHTOB: IOHSTHE, Ha3HAu€HUE.
[lpuHOIMOBI W KPUTEPHH  OMNpEIeNeHHs  HayJIHOH,
HCTOPUYECKON W TNPAKTUYECKOM IIEHHOCTH JOKYMEHTOB.
OKcriepTHBIE KOMHCCHH, HX (YHKIOWM, T[paBa. Tamsl
npoBefeHUs  dKcmepTm3sl.  OcdopmieHHe  pe3ynbTaToB
skcnepTm3sl. Cpoknm XpaHEHHS JOKyMeHTOB. Ilepeunn
JOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHHS, WX BUJBI,
Ha3HaueHHe, cxemsl nocrpoeHus. Ilopsanok mepenauu gen B
apX¥B WM YHUYTOXKEHUS TOKYMEHTOB.

TpeboBanus K 0QOPMIIEHHIO JIeJI TTOCTOSIHHOTO, BPEMEHHOTO
CPOKOB XpaHEHHMs U 1O JHMYHOMYy cocraBy. IlpaBuna

OK-5; I1K-10.

Jekyuu, npakmuueckue 3aHAMUA,
camocmoamenvnan paboma
cmyoenmos, Ycmmuuwlii onpoc no meme,
Koumponvnaa paboma
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odopmitennst u cocraBieHus onucu nein. [lopspok nepenadn
JIeTI B apXUB.

Apxus: TIOHSATHE, Ha3HA4YCHUE. Buner apXWBOB:
TOCYAapCTBEHHBIE, BEIOMCTBECHHBIC, 00bEIMHEHHBIE
BEIOMCTBEHHbBIE, OOBCIMHCHHBIE MEKBEIOMCTBEHHBIE 10
JUYHOMY cocTaBy. ApXUBHbIC (DOHABI: TOKYMEHTAJbHBIH,
TrOCYAApCTBEHHBIN.
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II1. OBPA3OBATEJIBHBIE TEXHOJIOTI'NN

B mponecce OCBOCHUA  IHUCHUIIIIMHBI «OCHOBBI ,I[eHOBOI;'I JOKYMCHTAllUK U
ACJIOIIPOMU3BOJACTBA B OpraHU3allin» UCIIOJB3YOTCA CICAYIOIINE O6p330BaTeJ'IBHBIe TCXHOJIOTHH:

1. CrangapTHble MeTOAbI 00Y4YeHMSI:

- JIEKIIUH;

- YCTHBIH OIIPOC 110 TEMaM,;

- BBINTOJTHEHNE TMCHbMEHHOMW JJOMAIIHEH paOdoThI;

-KOHTpOJIbHAs paboTa;

- 00CYXKIeHHUS MTOATOTOBJICHHBIX CTYICHTaMH JCCe.

- TECTUPOBAHUSI.

2. Metoabl 00yuyeHUsi ¢ MPUMEHEHHMEM HHTEPAKTHUBHBIX (popM 00pa3oBaTeIbHBIX
TEXHOJIOTHM:

- TPYIIIIOBBIE TUCKYCCHHU;

-UHTEpPAKTUBHAS JICKIUS

IV. YYHEBHO-METO/JUYECKOE, THOOPMALIMOHHOE N
MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCIHUIIJIMHbI

4.1 JInuteparypa
OcHoBHas qureparypa(O)

1. DJIEKTPOHHOE  TPABHUTEIBCTBO.  JJICKTPOHHBIH  JOKYMEHTOOOOPOT.
Tepmuns! u onpenenenus : yued. mocobue / C.}O. Kabamos. — M.: UH®PA-M, 2019.
— 320 c¢. — (Bpicuiee oOpasoBanue: bakamaBpuar). - Pexum goctyna:
https://znanium.com/read?id=333614

2. JIOKyMEHTUpPOBaHHE YIPaBIEHUYECKOH JesTenbHOCTH: YueOHoe nocodue /
Paznopoxusiii A. A. - M.: HULl UHOPA-M, 2016. - 304 c.: 60x90 1/16. - (Beicuiee
oOpa3oBanue: bakanaBpuar) (Ilepernér) ISBN 978-5-16-011744-7 - Pexxum moctyna:
https://znanium.com/read?id=177973

3. JIOKyMEHTallMOHHOE OOeCleyeHne YIpaBlIeHUs (JeJIONPOU3BOJCTBO) :
yueb. mocobue / T.A. beikoa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3f., nepepad. u
non. — M.: UHOPA-M, 2017. — 304 c. + Jlon. marepuansl [DJIEKTPOHHBIN pecypc;
Pexxum noctyma http://www.znanium.com]. — (Briciee o6pa3oBanue: bakanaspuar). -
Pexxum noctyma: https://znanium.com/read?id=28598

4, OcHOBHI J1€710BO# (CcTy’keOHOM) MTUCEMEHHON peur B cpepe yrpaBiieHHS :
yueb. nocodue / C.1O. Kabamos. — M.: UHOPA-M, 2019. — 163 c. + Jlon. MmaTepuasl
[DnexTponHbIl pecypc; Pexxum moctyma: http:/www.znanium.com]. — (Bricmiee
oOpa3oBaHHe: BbakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexum mocrtyna:
https://znanium.com/read?id=335870

JomonnurtenbHas aureparypa (/):

1. KonduaeHnnmanpHoe IEMONPOM3BOACTBO M 3alUICHHBIA AIICKTPOHHBIN
nokymeHnToobopor : yueOnuk / H. H. Kynses, A. C. JIémymkun, T. B. Kongpamosa, A.
I'. ®abpuunos ; nox obmr. pen. H. H. KynseBa. - 2-e u3z., nepepab. u gomn. - Mocksa :

Jloroc, 2020. - 500 c.— Pexnm JOCTYyIa: o MTOATINCKE.
https://znanium.com/read?id=367431
2. JlenoBoe mUCHMO : y4eOHO-CIpaBOYHOE TTocoOue st 6akaimaBpoB / aBT.-

coct. . H. Ky3nenos. - 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. -
ISBN 978-5-394-03842-6. - Tekcr: anekrponusiii. https://znanium.com/read?id=358429
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3. JlokymenToBenenue: YdueOHoe mocobue / YmakoBa O.A. - M.: HUI]
NH®PA-M, 2017. - 64 c.: 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum
nocryna: https://znanium.com/read?id=216012

Kapra obecrieueHHOCTH JUCIMIUTMHBI YI€OHBIMU U3/IaHUSMU U MHBIMUA UH(POPMAITUOHHO-
OMOIMOTEYHBIMU PECYpCaMU IIPECTaBICHA B IPUIIOKEHUU 1.

4.2 Ilepeyenb MHPOPMAITMOHHO-CIIPABOYHBIX CHCTEM
1. Uudopmanmonno-npaBoBoi nmopran «Koucynerantlhrocy» http://www.consultant.ru
2. TOCTsl (odunuanbHble TEKCThI) B TMOMOIIL O(GOPMICHHUIO KYPCOBBIX, BBIMYCKHBIX
KBAJTHM(PHKAIIMOHHBIX Pa0dOT, TUCCEPTALIMOHHBIX UCCIETOBAHUN — KOJUICKIUS CCBUIOK Ha PECYPCHI
caiita ®@egepa’lbHOr0 areHTCTBa IO TEXHUYECKOMY PETryJIUPOBAHHI0 M  METPOJIOTUU
(PoccranmapT), pa3MeriéHnas Ha caiite ¢punuana http://www.gost.ru
3.MudopmanronHo-mipaBoBoi noptai «I[ apant» https://www.garant.ru

4.3 IlepeyeHb 3J1eKTPOHHO- 00Pa30BaTeJIbHBIX PECYypPCcOB
1. O5C «<MHD®PA-M» http://znanium.com
2. Buneonekuuu http://vrgteu.ru/course/view.php?id=6680

4.4 Ilepeyenn npodeccHoOHANBHBIX 023 JAaHHBIX

1. bubnmorpaduueckas u peeparuBHas 0aza JaHHbIX Scopus https://www.elsevier.com/
solutions/scopus

2. bassl mannbpix kommaanu «MctBrroHbopMmetinma CepBucu3 UHK» (351eKTpOHHBIS
nepuoguueckue u3aanus «3mganus mo oOMIECTBEHHBIM M TYMaHUTAPHBIM HAYKaM»
https://dlib.eastview.com/browse/udb/890

3. ba3a qaHHBIX IO PYCCKOW U aHTIHICKON JIEKCHKE U MOP(OIIOTHH
http://www.solarix.ru/sql-dictionary-sdk.shtml

4.5 Ilepeuenb pecypcoB HHPOPMALNMOHHO-TEJEKOMMYHMKAIMOHHOH  CeTH
«HHTEpHET», HEOOXOAMMBIX /ISl OCBOCHHS THCHHUIIHHBI

1. DHuukioneauyM [3HLIMKIONENNH, CIOBAapH, CIPABOUYHMKH]| - CIIPABOYHBIM mopTal
http://enc.biblioclub.ru

2. KubepJlenunka - Hay4Has  DJIEKTPOHHAas oubnuorexka  (3KypHaibl)
http://cyberleninka.ru/

3. http://www.aup.ru — AIMUHHUCTPATHBHO-YIPABICHYECKUI MOPTAT

4. Caiit «KommploTepHas MOJIEp)KKa y4eOHO-METOIMYECKO NesTeTbHOCTH (pumrama
http://vrgteu.ru

5. VYuuBepcurerckas wuH(popmanuonHas cuctema POCCUA (YUC POCCHUA) -
TeMaTH4ecKasl JJIEKTpOHHasi OMOIuoTeka U 0a3a NaHHBIX JJIS UCCIeOBAaHUN M yUeOHBIX KYypCOB
http://www.uisrussia.msu.ru/

6.BcemupHbIit 6aHK OTKPBITHIX JaHHBIX https://datacatalog.worldbank.org/

7.0¢punmansuerii caiit KOHKTA/L https://ec.europa.eu/eurostat/data/database

8.Hayunas »snektpoHHas OuOmmoreka. MoHorpaduu, W3IAHHBIE B H3/1aTEIHCTBE
Poccuiickoit Akanemun EcTecTBO3HaHUS - IMOJHOTEKCTOBBIM pecypc Hay4HbIX M Y4eOHBIX
m3nanuid PAE https://monographies.ru/

9.0¢wunmansHast Poccust. CepBep opraHoB rocyaapcTBeHHO# Biaactu PO - odunmanbHbiii
cait http://www.gov.ru

10.0O¢uunanbHbIi HHTEpHET-IOPTaN MpaBoBoi HH(popMaruu. ['ocynapcTBeHHas cucrema
npaBoBoi nH(popmanuu http://pravo.gov.ru

11.YuuBepcuterckas uHpopmanmonnas cucrema POCCHUSA (YUC POCCUSA) -
TeMaTh4YecKas JICKTpoHHass OuOIMoTeKa M 0a3a JAHHBIX JJIS UCCIICIOBAHUM U YIYECOHBIX KypCOB
http://www.uisrussia.msu.ru/
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4.6 Ilepeyenb NHPOPMALMOHHBIX TEXHOJIOTHIl, HCIOJIb3yeMbIX IPH OCYIIECTBICHUH
00pa30BaTeJbLHOI0 Mpolecca MO0 JAUCUMILVIMHE, BKJIOYasg IMepedYeHb MPOrPaAMMHOIO
olecrieyeHust
1. Onepaunonnas cuctema Windows 10
2. IMaket npukiagueix nporpamm Office Professional Plus 2010 Rus,

3. AntuBupycHas mporpamma Kacnepckoro Kaspersky Endpoint Securrity mist Ouzneca-
Pacmmmpennsiii Rus Edition,

4. PeaZip,

5. Adobe Acrobat Reader DC

4.7 IlepeyeHb y4eOHO-METOAMYECKOr0 o0ecnevYeHus JJIs CAMOCTOSTEIbHOH PadoThl
o0yyarommxcst N0 JMCHHILIMHE

3amaHus 7S OpraHU3alud CaMOCTOSITENIbHON paboThl OO0YYaromMXCs MO TUCIHUIUIMHE
«OCHOBBI [JI€JI0BOl TOKyMEHTAllud M JEJIONPOU3BOJCTBA B OpraHU3allMu» IPEACTaBIEHbl Ha
caiiTe KOMIIBIOTEPHON MOJACPK KU yueOHol nearenbHoctd KpacHomapckoro guinana POY um.
['.B. IlnexanoBa B «MeTOAWYECKOM TOCOOMH IO OPraHU3AIlMH CAMOCTOSATEIBHOW pabOTHI».
Pesxxum noctyna: http://vrgteu.ru

Tema 1 Oprann3zanuoHHbIC OCHOBBI 1€J10IIPOU3BOACTBA. Bl1aHKH JOKyMEHTOB.
Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpocs! 1J1s1 ycTHOTO onpoca:

1.KakoB npeamer 1OKyMEHTallMOHHOI'O 00eCIeYeHNs YIIPaBICHUS?

2.Kakue HOpMaTHBHO-NIPABOBBIE AKThl PETYIUPYIOT JOKYMEHTAllMOHHOE oOecredeHue
ynpaBieHus?

3.KakoBa mpakTHyeckass 3HAYUMOCTh Y4YEOHOM AMCHUIUIUHBI (IOKYMEHTAllMOHHOE
obecrieueHre yrnpaBieHUs»?

4.Kakoit 00beM U coziepkaHle UMEIOT MOHATUS «UH(POPMALUSD U «TOKYMEHT»?

5.Kakyto poinb urpaet uapopmaius B odecrieueHun 3HPEKTUBHOTO YIIpaBICHUS?

6.KakoBbI HCTOYHUKH MOJTy4EHUS YIIpaBlIeHUYECKOH nHpopmaun?

7.KakoBbl HazHaueHHe U (QYHKOUU CIYKO JOKYMEHTAI[MOHHOTO oOOecrneueHus
YIPaBIEHUS B COBPEMEHHBIX OPTaHU3ALUAX ?

8.Uro Takoe «cucremMa  JOKYMEHTallMM» U «yHUQUIMPOBAHHAs  CUCTEMa
JOKyMEHTaun»?

9.Kakue Buapl ynpaBieHUYECKHX JOKYMEHTOB BKJIIOYAaeT B ceOs YHUPHUIMpPOBAaHHAsS
CHUCTEMA OPraHU3alMOHHO-PACIOPAIUTEIILHON TOKYMEHTALUN?

10KakoBo naznauenue 'OCT P6. 30-2003?

Bonpocs! 1J1s1 nicbMeHHOI 1oMalHeil padoTbl:

1.Ha kakue Tpu MOJCUCTEMBI MTOAPA3ICISAIOT ACIOBYO TOKYMEHTAIIHIO?

2. Onpenenure NoHATHE «J{OKYMEHTHPOBAHUE.

3.IlonAtue: "peKBU3NT" TOKYMEHTA.

44Yto Takoe TOCTOSHHBIE W  TIEPEMEHHBIE  PEKBU3UTHl  OPraHU3ALMOHHO-
pacropsAIUTeIIbHON JOKYMEHTAINU?

5.KakoB cocTaB TIOCTOSHHBIX W IEPEMEHHBIX PEKBU3UTOB OPraHU3alMOHHO-
pacropsAIUTeIbHON JOKYMEHTAINHU?

6.Kakue peKkBU3UTBI HCIOJB3YIOTCS B 3aroJIOBOYHOM YacTH OpraHM3alMOHHO-
pacnopsiANTEIbHBIX IOKYMEHTOB?

7.Kakue pexkBH3UTBI MHCIONB3YIOTCS B COJAEP/KATEIbHOM YacTH OpaHU3AllMOHHO-
pacnopsiANTEIbHBIX TOKYMEHTOB?

Tema 2 Opranu3anMOHHO-PACTIOPSAANTENIbHAS JOKYMeHTanus. O01mas XapaKTepuCTHKA
CTIJISA CJIY’KeOHOM TOKYMEHTAIMH.
Jluteparypa: 0-1,2,3,4; J1-1,2,3.
Bonpocsl 1J1s1 yCTHOTO onpoca:
1.KakoBbI coBpeMeHHbIE TPEOOBAHNUS K SA3bIKY M CTUIIIO YIIPABJIEHYECKUX TOKYMEHTOB?
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2.Yto coboii mpencraBiser YcraB opranuzanun? KakoBbl OCHOBHBIE TPeOOBaHUS K €TO0
COCTaBJICHUIO U 0(hOpMIIEHUIO?

3.Kak opopmurts [Tonoxenue 06 oTaene wim ciry>x6e oprannzanuu?

4. Kak oopmMuTh mratHoe pacnucaHue?

5. Kakue tpeboBanus IpeabsIBISIIOTCS K 0POPMIICHHUIO TOTOBOPA, KOHTPAKTa?

6.Yto Takoe MHCTPYKLHKS, KaKOBO ee cojepkaHue u opopmiieHue?

Bonpocsl 111 nHCbMEHHOM JoOMAallIHel padoThI:

1 PeKBU3UTHI JOKYMEHTOB.

2 PekBU3UTHI OpraHU3alMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB.

3 PexBu3utThl HHYOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

Tema 3 CuopaBouyHo-uHpopMauMOHHbIE [OKYMeHTbI. JlejioBasi mepenucka.
CocraBJ/ieHHE AaKTOB U POTOKOJIOB.
Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpocs! 1J1s1 yCTHOTO onpoca:

1 Opranu3anoHHble JOKYMEHTBI IPEANPUATHUS.

2 PacnopsauTenbHble JOKYMEHTHI NPEANPUATHS: IPUKA3bl 10 OCHOBHOM AEATEIbHOCTH;
pacHopsiKEHHUs, PEILICHUS.

3 HdopMannoHHO-CIIPABOYHbIE JOKYMEHTBI: IPOTOKOJIBL, TOJIHAs M KpaTkas (hopma UX
odopmIteHuUs.

4.In(popMallMOHHO-CIIPABOYHbIE JTOKYMEHTBI: aKThl; CIYy)XEOHbIE M OOBICHUTEIIbHBIC
3allMCKU; CHpPaBKH; CIY)XKeOHBbIE IOBEPEHHOCTH; IHUChbMA, WX KIACCU(PHUKAIMSI, CTPYKTYpa,
CTaHJapTHBIE (pa3bl U BbIPAKEHUS.

Bonpocsl 111 NUCbMEHHOM J0OMALIHeld padoThI:

1.13 kakux yacTei CKiIagbpIBaeTCs JOKYMEHTOOOOPOT OpraHu3auu’?

2.Kakue TpeOoBaHUs MPEABSIBISIOTCS K 0POPMIIEHUIO MPOTOKOJIA?

3.Kak opopMHTh HOKITaTHYIO, CITYKEOHYIO U OOBSICHUTENIBHYIO 3alUCKU?

4. Kakue TpeOoBaHUs MPEIbABISIOTCS K OPOPMIIEHHIO aKTa?

Tema 4 PacnopsauTtenbHble 0KyMeHTbI. CocraBieHHMe NPHKA30B, YKa3aHWIii,
pacnopsixeHuii. OpraHn3auMoOHHbIE JOKYMEHTBI.

Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpocs! 1J1s1 yCTHOTO onpoca:

1 TloHsITHST JOKYMEHTOOOOPOT U OpraHu3aIus JOKyMEHTO000poTa.

2 HopMmaTuBHO-METOIMYECKas perjiaMeHTalus JOKyMeHTo000poTa.

3 OcHOBHBIE IIpaBUJIa OPraHU3AIMH JOKYMEHTO000pOTa Ha MPEANPUITHH.

4 KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0O0POTA.

5 Knaccuduxanus JOKyMEHTOIIOTOKOB: TOPU30HTAIbHBIE, BEPTHUKAIbHbBIE, BOCXOISIINE,
HUCXOZSAIINE, BXOAAIINE, UCXOASIINE U BHYTPEHHHUE.

5 [Moacuer o6beMa TOKYMEHTOO0OPOTA.

Bonpocs! 1J1s1 nicbMeHHO# 1oMalHeil padoTbl:

1. IIpu kakux 0OCTOSATENHCTBAX HA MPAKTUKE U3/1Aa€TCS MPUKA3, PACTIOPSHKEHUE U yKa3?

2. OcoOGeHHOCTH TOATOTOBKU M 0(OPMIIEHUS pacTIOpIUTEIbHBIX JOKYMEHTOB.

3.KakoBo conepkanue nocaeHero MyHKTa pacopsSAUTeIbHOM YacTH MpuKaza’?

4.TpeboBanus K 0pOpPMIICHHIO TEKCTa BBIMMMCKU NpUKa3a?

5.Kak oopmiisiercss oTMeTKa 0 3aBEpEHUH KOIMU BBIMUCKH NpUKa3za?

Tema S5 Opranusanuss goKymMeHTO00OpoTa. OpraHusanuMsi perucTpanuu
JAOKYMEHTOB U KOHTPOJIb HCIIOJIHEHHUS JOKYMEHTOB.

Jluteparypa: 0-1,2,3,4; J1-1,2,3.
Bonpocs! 1uis1 ycTHOr0 onpoca:
1.KakoBbI 3Tans! paboTsl ¢ BXOAAIMIUMHI TOKyMEHTaMu?
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2.Kak crpoutcs paboTa ¢ UCXOASIUMH JOKYMEHTaMU?

3.KakoBa TexHon0rus paboThl C BHYTPEHHUMHU JOKYMEHTaMH?

4.Kakwue 3aaun JOKyMEHTO000pOTa PelIaeT perucTpanus J0KyMEeHTOB?

5.Kakue ynpaBieHueckue JOKYMEHTbl HE IOJUIeKaT perucrpauud B ciayxO0ax
JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIpaBIeHUs?

6.KakoB nopsaok perucTpanyy yrnpasieHI€CKOro JOKyMeHTa?

7.Kakue cymiecTByrOT BUIbl KOHTPOJIS UCIIOJHEHUS JJOKYMEHTOB?

8.Kakue omepauuu 1o KOHTPOJIFO HCHOJHEHUS JOKYMEHTOB OCYILIECTBIISIOT CIIy>KOBbI
JOKYMEHTAITMOHHOTO 00eCTIeYeHHS yIpaBICHUs?

Bonpocsl 11 nMcbMeHHO# JoMalIHeil padoThl:

1.®akTopsl, BIMSIONIME HA €M0 OPTaHU3ALNIO0 U TEXHOJIOTUIO B YUPEKACHUSIX Pa3IMUHbIX
YPOBHEH YIIPaBJICHUS.

2.0praHu3aioOHHble, IPABOBbIE, COLMAIbHbIE U  IICUXOJIOTMUECKUE  ACIIEKTbI
JIEJIONIPOU3BO/ICTBA.

3.ABTOMaTU3MPOBAHHBIE TEXHOJOTUU 00PAOOTKU JOKYMEHTOB U UX BIIMSHUE HA CUCTEMY
JIEJIONPOU3BOJCTBA KOHKPETHOM OpraHu3aluy.

4.BnusHue XapakTepa ylnpaBieHUs], IPUHLIUIIOB IPUHATHS YIPAaBJIEHYECKUX PEIICHUN Ha
OpPraHMU3alHI0 U TEXHOJOTHUIO AEIONPOU3BOICTBA.

5.B3auMOCBA3b  ACIONPOM3BOACTBA  C  OpraHU3allMed  BEJOMCTBEHHOIO U
roCyapCTBEHHOI'O XPaHEHUS JOKYMEHTOB.

Tema 6 Opranuzanus onepaTuBHOrO XpaHeHUs JOKyMeHTOB. @PopMupoBaHue JeJl.
Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpocs! 1J1s1 yeTHOTO onpoca:

1. Kak ocymiecTBisercs cucreMaTiu3anus U XpaHeHHe JOKYMEHTOB B OpraHu3alun?

2.Uto Takoe naeno0, ¢ TOYKH 3peHMs] JOoKyMeHToBeneHus? IlpuBenurte mpumeps! nein,
XPaHALMXCS B OpraHU3aly.

3.Packpoiite conepkaHue MOHATHUS «HOMEHKIaTypa aen». Kakoe HOIKHOCTHOE JIUIO B
OpraHM3ali OTBEYAET 32 COCTABIICHUE U BBEACHUE B JCMICTBHE HOMEHKIATYPHI €77

4.KakoBbl peKBU3UTHl HOMEHKJIATYpPhI Aei?

5.KakoBa coznepkarenpHas 4acTh HOMEHKJIATYpBI 1en?

6.Kaxue npu3Haku 3aBeeHMs J1e1a UCIIOJIb3YIOTCS TPU (POPMHUPOBAHUM J1€1?

7.KakoB 0OCHOBHOH NpUHLKI (OPMHUPOBAHUS TOKYMEHTOB B jea?

8.Kakue HopmaTuBHBIE TpeOOBaHUS HEOOXOIUMO COOMIOAATH P (POPMUPOBAHUU JEN?

Bonpocs! 1J1s1 nicbMEeHHO# 1oMalIHeil padoThl:

1.Peructpanus kak coctaBHas 4acTh TexHonorun JIOVY. IlpuHuunsl peructpauuu
JIOKYMEHTOB.

2.XapakTepucTUKa COBPEMEHHBIX PErucTpalMoOHHBIX (QOpM, cocTaB HHGOpMAlUU U
MOPSAOK MX 3aIIOJIHEHUS.

3.Pa3BuTHe cr1ocOOOB perucTpanuu B rocyapCTBEHHOM JI€IONPOU3BO/ICTBE.

4.B3auMoCBsI3b  pETUCTpallMM  JOKYMEHTOB  C  OpraHu3alMed  CIpaBOYHO-
MH(pOPMallMOHHON paboThl, OpraHu3aluell KOHTPOJISI UCIIOTHEHUS U MoceaAyromeil 00padboTkoit
JIOKYMEHTOB.

5.naexcupoBaHue JOKYMEHTOB B YCIOBUSX TPAJAULIMOHHON 00pabOTKU JOKYMEHTOB.

6.ITpununsl moctpoenus: nHpopMmaloHHo-ouckoBsix cucreM (MIIC) pyuynoro turma,
UX BHJIBI.

7.MHpopMallMOHHO-CIIPABOYHOE OOCITY>KMBAaHHE armapara YIpaBlIeHHs B YCIOBHAX
npumeHenus BT.

8Ilouck u ucnosnp3oBaHue HHPopMannu B apromaruzupoanusix UIIC.
Tema 7 IloAroToBKa J10KYMEHTOB K MOCJIeAYIOLIE nmepexayu JOKYMEHTOB B apXUB WJIH HA
YHHYTOXKEHHeE.

Jlureparypa: O-1,2,3,4; 1-1,2,3.
Bonpocsl 11 ycTHOro onpoca:
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1.Uto Takoe sKcnepTH3a LEHHOCTH JAOKYMEHTOB, M KakKHe JIOJDKHOCTHBIE JIMIA B
OpraHu3alyi 3aHUMAIOTCS €€ MPOBEICHUEM?

2.Kakue HOpPMATUBHBIE aKThl PETYJHPYIOT MPOBEACHHE OKCIEPTU3bl IIEHHOCTH
JIOKYMEHTOB B OpraHU3aLu?

3.Uto sBnseTcs pe3yJabTaTOM IMPOBEACHUS OKCHEPTU3bl I[IEHHOCTU JOKYMEHTOB
opranu3anuu’?

4.Kak OCyIIECTBIsIETCA MOATOTOBKA JIe K apXMBHOMY XPaHEHUIO B COBPEMEHHBIX
OpraHnu3amusx?

5.Kakasg oOprrexHukKa HUCHOJIB3YETCS Uil COCTABJIEHUS JOKYMEHTOB B COBPEMEHHOM
JIeIONPOU3BOJICTBE?

6.Kakast oprrexHuka HMCHOJb3yeTcs JJiA MOWCKA, PAaHEHUS U IepeAadyd JOKYMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOACTBE?

7.KakoBbl ~ BO3MOYKHOCTH  KOMIIBIOTEPHBIX  TE€XHOJOTHMM B  JOKYMEHTAllHOHHOM
o0ecre4eHnu yrpaBIeHUs?

8.KakoBbl  BO3MOXKHOCTHM  CPEACTB  TEICKOMMYHHKAllUM B  JOKYMEHTAI[MOHHOM
o0OecreueHn! yrpaBIeHUs?

9.B kakux ciiydasx MPUMEHSIOTCS CTaHIapTHBIC O(HCHBIE MPOTrPAMMBI B OpTaHHU3AIUU
JIeI0NPOU3BOICTBA?

Bonpocsl 11 nUCbMEHHOM JoMAallIHel padoThbI:

1.ITonsatue "popmupoBanue nen", oCHOBHbIC TPeOOBaHMS K IPOBEICHUIO 3TOW PaOOTHI.
CoBpeMeHHAss HOpMAaTUBHO-MeToAnUecKas 0asa, onpeaensiomas TpeboBanus K GopMUPOBAHUIO
JieN B 1eJIONPOU3BOICTBE.

2.dopmupoBaHue /IeNl B OpraHu3alusaX pa3IMuHbIX YPOBHEU yIIpaBiIcHUSI.

3.IIpaBuna hopmMupoBaHUs pa3TUYHBIX KATETOPHUIl IOKYMEHTOB B Jefa.

4 IIpuHIMIIBI CUCTEMATHU3AIIUU JOKYMEHTOB BHYTPH JIEI.

S.IlonsTue HOMEHKIIATYpHI 1ei. HoMeHnkiarypa aen.

6.TpeboBaHusl K COCTaBJICHUIO HOMEHKJIATYPHI JIeJl, UX PErIaMeHTallsl B HOPMAaTUBHO-
METOJAMYECKUX MaTepuanax.

7.Buspl HOMEHKJIATYPBI JIe], UX OCOOCHHOCTH M Ha3HaueHHe. MeToauKa COCTaBIICHUS
HOMEHKJIATYpHhI JIe: U3yuYeHUe COCTaBa JOKYMEHTOB, pa3paboTka KIacCU(UKAIMOHHONW CXEMBI;
TpeOOBaHMS K COCTABJICHUIO 3ar0JI0BKOB JIEN U MpaBUjIa UX CUCTEMATH3allUH.

8.ITopsimox odopMmileHHUs, COTIACOBAHUS W YTBEPKACHHUS HOMEHKIATyphl Aen. Cpoku
XpaHEHHsI JTOKYMEHTOB. McCmosib30BaHME HOMEHKJIATYphbl A€ B ONEPATUBHOM XPAHEHUU U
BEJIOMCTBEHHOM ApXUBE.
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V. TEMATUYECKHWH IJVIAH U3YYEHUS JUCHUILIAHBI

TemaTuyeckuii aH U3ydyeHus AUCHUIUIMHBI «OCHOBBI J€IOBOM JTOKYMEHTALMH U JIETONPOU3BOACTBA B OpraHU3aIlui» Uil CTYICHTOB OYHOM
(¢opMbI 00ydeHHsI TIPEICTABISIET CoJep)KaHue Y4eOHOM TUCIMIUIMHBI, CTPYKTYPHUPOBAHHOE MO TeMaM (paslienaM) ¢ yKa3aHHEM YacoB U BHJIOB

3aHSATHN, KOHTAKTHOW U CAMOCTOSTETTLHOU paboThl, hOpMbI KOHTPOJIs, Tabmumma 5.1

Tabmuma 5.1 - TemaTudeckuii 1aH W3y4eHUs] TUCHUILIAHBI «OCHOBBI JICIOBOM JOKYMEHTAIIMH M JIEJIONPOU3BOJICTBA B OpraHU3aIlMN» IS
CTYJICHTOB OYHOI ()OPMBI 0OyICHUS

KonTakTtHas pabora, yac

AyIHUTOpPHBIE Yachl
CamocrosiTenbHas
B T.4. pabora*
HUHTEPAKTHBH KonrakrHa
np Ha6 Bie KonTtakt a pa60Ta
aK 0 Nunusnu Has Koncyn o KO ®
a M- | pa- B ITyajb- pabota b IIPOMEKY- HT OpMBI
HaumenoBanue e wee | To o (opmeI /gackr Hast o Tamus TOYHOM TEKYLIETO
pa3aenoB U TeEM K p KOH IpOMEXyY | mepex | arTeCTaly B po KOHTPOJISI
g | K| HBL)¢© Cymb TouHoli | dKk3ame | M B IIEpHO cemec | ™/ (KCP)
e e r Tauus, | arrecta- | HOM, 9K3. bopm CP
u
3aH | pab | o npakt | MK 1, KD ceccu, - T B
R MK ang Karr Karrais P& cec
1701
THS | ThI H THS Hac -
cu
10
Tema 1 2 2 Ju, 6 Buvinonanenue u
OpranuzanoHHbIE 113, npoeepka NUCLMEHHOU
OCHOBBI YOT oomauineil pabombul,
JIETOTIPON3BO/ICTRA. Yemuwiit onpoc  no
bnanku meme.
JIOKYMEHTOB.
Tema 2 2 /2 Jlur, 6 Yemmuwtit onpoc no
Opranu3anoHHo- 113, meme, Bvinonnenue u
pacnopsAuTeNbHas YOT, npoeéepka nucCbMeHHOU
JOKYMEHTAIUSI. A domauiHeil pabomul,
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O61mas ouckyccusn
XapaKTEePUCTHKA

CTHIIS CITY)KEOHOM

JIOKYMEHTAIUH.

Tema 3 CnpaBo4HO- Hn/ Jlur, Yemmuuwiit onpoc no
MH(pOPMALOHHBIE 2 113, meme, Bvinoninenue u
JIOKYMEHTBI. YOT npoeepKa NUCbMEHHOU
JenoBas nepenucka. oomauiHeil pabomul
CocraBneHue akToB

Y TIPOTOKOJIOB.

Tema 4 2 JuT, Huckyccun, Ycmuotii
Pacniopsaurensubie 1,YO onpoc no meme,
JIOKYMEHTBI. T, Buvinoanenue u
CocraBnenue 3, npoeepKa NUCbMEHHOU
IIPUKa30B, Jomawineil pabomut
YKa3aHUH,

PaCIOPSKEHUA.

Opranu3zanuoHHbIE

JIOKYMEHTBHI.

Tema 5 Hn/ Jlur, Yemmuouii onpoc no
Opranuzanus 2 YOT, meme, Boinonnenue u
JIOKYMEHTOO0O0pOTA. n3, T npOBEpPKa NUCbMEHHOU
Opranuzanus oomawneil pabomol,
perucTpanuu Tecmuposanue.
JIOKYMEHTOB U

KOHTPOJTh

WCTIOTHEHUS

JIOKYMEHTOB.

Tema 6 Jlur, Yemmuouii onpoc no
Opranusanus YOT, meme, Bvinonnenue u
OIEPaTUBHOIO 3,2 npoeepKa NUCbMEHHOU
XpaHEHUst oomawnei pabomot,
JIOKYMEHTOB. Acce
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dopmMupoBaHUE JIE]I.

Tema 7 IToaroroBka
JIOKYMEHTOB K
MOCIEAYOLIEN
nepeaaqn
JIOKYMEHTOB B
apXWB WJIX Ha
YHUYTOXKEHHUE.

JIuT, 7,75

YOT,

Yemmuouii onpoc no
meme, Konmponvnasa
paboma

Uroro:

14

14 28 4 4

43,75

3auer

0,25

Bcero o
JTACHUILUINHE

28

0,25

43,75

72

Temaruueckuil 1U1aH U3ydeHUs: AMCUUIIMHBI «OCHOBBI J€JI0BOM JOKYMEHTAlMU U JEJIONPOU3BOACTBA B OpraHU3aluu» i CTYJIEHTOB OYHO-
3204HOH (popMBI 00yUeHHs] TIPEACTABISIET COAEPIKaHUE Y4yeOHOM AMCUUIUIMHBI, CTPYKTYpHUPOBAaHHOE MO TeMaM (pa3/ienaM) ¢ YKa3aHUeM 4acoB U

BHJIOB 3aHSATHH, KOHTAKTHON U CAaMOCTOSATENIbHON paboThI, (GOPMBI KOHTPOJIS, Tabauma 5.2

Tabmuna 5.2 - TemaTudeckuil 1aH W3ydeHHs] TUCHUTUTMHBI «OCHOBBI JIEIOBOW JOKYMEHTAIIMH M JIEJIOTIPOU3BOACTBA B OPTaHMU3AUN» IS
CTY/ICHTOB OYHO-3204HOM (hOpMBI 00yUEHHUSI

HanmenoBanue
pa3aenoB U TEM

KonrakTtHas paborta, yac

AyIUTOpHBIE Yachl

=8B AR o4

np | 1ab B T.4.
ak | o WHTEPAKTHBH

TH- | pa- | B ble

gec | TOp | C

ki | wer | e | PopMbI /gack
e e r

3aH | pab | o MPaKT

P JIeK P
A 0 3aHs
1005071
THS | TBI THS

Nupusu
JTyaib-
Hast
KOH
CyIb
TaIws,
UK

Konrakr
Has
pabora
o
MIPOMEXKY
TOYHOM
arTecTa-
LIUH,
Karr

Koncyn
b
Tanus
nepen
9K3aMe
HOM,
K9

KonrtaktHa
s pabora
o
MIPOMEXKY-
TOYHOU
aTTecTalu
U B IEpUOJ,
9K3.
ceccuu,
Karrmks

CamocrosTenpHas
pabGora*

KO
B HT
dbopm cemec | po
o T b/
pe, Cp

qac B
cec

Dopmsbl
TEKYILEro
KOHTPOJISI

(KCP)
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cHu

)
Tema 1 JIur, Bvinoanenue u
OpranuszanuoHHbIE 113, npoeéepka NUCLMEHHOU
OCHOBBI YOT oomauineil pabomul,
JIeJIONPOU3BOCTBA. Yemuoit  onpoc  no
bianku meme.

JIOKYMEHTOB.

Tewma 2 J/2 Jlur, Yemmuwiii onpoc no
Opranu3zanuoHHO- I3, meme, Bvinonnenue u
pacropsiiuTesbHas YOT. npo6epKa NUCbMEHHOU
JOKYMEHTAIUSI. pi | oomauiHeil pabomul,
Oo6mas oucKyccusn
XapaKTepUCTHKA

CTHJISL CITYKEeOHOM

JOKYMEHTAINH.

Tema 3 CripaBouHO- Hn/ JInt, Yemmuwuit onpoc no
MH(pOPMalLMOHHbIE 2 113, meme, Boinonnenue u
JIOKYMEHTBHI. YOT npoeepKa NUCbMEHHOU
JlenoBas mepenucka. oomawneii padomaol
CocraBiieHue aKToB

U IPOTOKOJIOB.

Tema 4 /2 Jlur, Huckyccus, Ycmmuutit
PacnopsiaurensHbie A,YO onpoc no meme,
JOKYMEHTBHI. T, Botnoanenue u
CocraBnenue 3, npoeepKa NUCbMEHHOU
MIPUKA30B, oomauwinei padomul
yKa3aHui,

pacropsKeHUH.

Opranu3zannoHHbIE

JIOKYMEHTBHI.

21




Tema 5 2 4 Hn/ Jlur, 7 Yemmuuwiit onpoc no
Opranunszanus 2 YOT, meme, Bvinoninenue u
JOKYMEHTO000pOoTa. n3, T npoeepKa NUCbMEHHOU
Opranunszanus oomawneii padomol,
perucrpanuu Tecmuposanue.
JIOKYMEHTOB U

KOHTPOJIb

WCTIOTHEHUS

JIOKYMEHTOB.

Tema 6 2 2 Jlur, 7 Yemmuwtit onpoc no
Opranuzanus YOT, meme, Boinonnenue u
OTEePaTUBHOTO 3,2 npoeepKa NUCbMEHHOU
XpaHEeHUst oomawinei pabomot,
JIOKYMEHTOB. Dcce

dopmMupoBaHUE JIe.

Tema 7 IlonroroBka 2 2 JIur, 7,75 Yemmuwtit onpoc no
IIOKYMEHTOB K YOT, meme, Konmponvnasn
MOCIEAYOIEN K paboma

nepenavyu

JIOKYMEHTOB B

apXuB WIH Ha

VHUYTOXKCHUE.

Uroro: 16 24 4 47,75

3auer 0,25

Bcero o 24 0,25 47,75 72
JTUCITUTITIHE
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TemaTuyeckuil TUTaH U3Y4YEHUS! IUCUUIUIMHBI «OCHOBBI JIEJIOBOM JOKYMEHTAIIMM W JIEJONPOU3BOJICTBA B OpraHU3alldu» I CTYICHTOB
3204HOM (popMBbI 00y4YeHMs TPEACTABISET COAEpKaHME y4eOHOW NUCUUIUIMHBI, CTPYKTYpPUPOBAaHHOE MO TeMmaM (paslenaMm) C yKa3aHHEeM 4acoB U

BUJIOB 3aHSATHI, KOHTAKTHON M CaMOCTOSITEIBHON pa0boThI, (POPMBI KOHTPOJIIS, Tadauna 5.3

Tabmuma 5.3 - TemaTudeckuil 11aH W3y4eHUs] TUCHUILIAHBI «OCHOBBI JICIOBOM JOKYMEHTAIIMH M JICJIOMPOU3BOJICTBA B OpPTraHU3AIlUN» IS
CTYJCHTOB 3209HON ()OPMBI O0YUICHHS

KonTakTtHas pabora, yac

AyJIUTOpHBIE Yachl

Kouraxtia | CamocrostenpHas
np | 1ab B T.U. KonTakr s pabora paBora*
x| O WHTEPAKTUBH unusn Had Koncyn e DopmbI
TH- | pa- B ITyajb- pabota b TPOMEXY-
HaumenoBanue e aec | Top | ¢ bIC Has o Tarus TOYHOI p— TEKYILETO
pPasaciioB U TCM K KOH IPOMEXKY nepen aTTeCTanu B KOHTPOJIA
o | L HEN €| dopmet /uacer | cyms TOYHOH | 9K3aMe | M B IIEpHOJ ceme | POTP (KCP)
- € € r Tauys, aTTecTa- HOM, 9K3. bopMm /
3aH | pab | o MPaKT UK Ly, K9 ceccu, BI T | cps
" o 0 O Karr Karrais P& ec-
101701 qac
THS | ThI THS CHIO
Tema 1 JIur 9 Koumponvnan paboma
Opranu3zanuoHHbIE
OCHOBBI
JIEJIOTIPON3BO/ICTRA.
bnanku
JIOKYMEHTOB.
Tema 2 2 J/2 Jlur 9 Huckyccusn, Konmponvnasn
OpranuzanuoHHO- paboma
pacnopsiiuTeNnbHas
JIOKyMEHTAITHSI.
OO6mmas
XapaKTEePUCTHKA
CTHJIS CITyKeOHOH
JIOKYMEHTAITUH.
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Tema 3 CripaBo4yHO-
MH(pOPMALMOHHBIE
JOKYMEHTBHI.

JlenoBast mepenucka.

CocraBieHue akToB
U IPOTOKOJIOB.

Hn/

Jnt

Konmponwvnaa paboma

Tema 4
PacnopsiaurensHbie
JOKYMEHTBHI.
CocraBnenue
MIPUKA30B,
YKa3aHUH,
pacropsKeHUH.
OpranuzanuoHHbIC
JIOKYMEHTBHI.

Jnt

Konmponwvnaa paboma

Tema 5
Opranuzanus
JIOKYMEHTOO0O0pOTA.
Opranuzanus
perucTpanuu
JOKYMEHTOB U
KOHTPOJTb
HCITOJTHCHUSA
JIOKYMEHTOB.

Jiut

Konmponwvnuaa paboma

Tema 6
Opranuzanus
OMEepPaTUBHOTO
XpaHEeHUS
JIOKYMEHTOB.

DopMHUpOBaHUE JEN.

Jur,

Konmponwvnan paboma

Tema 7 IloaroToBka
JIOKYMEHTOB K
MOCIEAYOLIEN

JInt

Konmponwvnan paboma
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rnepenayu
JIOKYMEHTOB B
apXuB WM HA

YHUYTOXKEHUE.

Hroro: 60

3auer 0,25 3,75

Bcero no 0,25 60 | 3,75 12
JUCLUILINHE
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*MopMBbl CaMOCTOATENBHOM pabOThl U 3aTpaThl BPEMEHU CTYJEHTOB Ha CaAMOCTOSITEIbHOE
BBINOJIHEHHE KOHKPETHOTO COJACpXaHWUsA y4eOHOTro 3amaHus (KOHTPOJIBHOH, KYypCOBOW,
pacueTHOM paboTel M Ap.) no gucuuiiMHe «OCHOBBI J1€I0BOM JOKYMEHTallMU U
JIeNTOTIPOU3BO/ICTBA B OPTraHU3ALUN» OIpeieleHbl B «MeToanYecKoM MOCOOUH MO0 OpraHu3aIlUuH
CaMOCTOSITENIbHOW ~ paboThl»  JUIsl  CTYACHTOB  HAlpaBJIEHUS HOJATOTOBKU  IPOrpaMMbl
OakanmaBpuata) 38.03.01 DxoHOMHKa HampaBiIeHHOCTb (MPOQWUIb) MporpamMmbl «DHHAHCH H
kpexur». (http://vrgteu.ru).

Tabmuma 5.4 CokpaieHus, UCHoJb3yeMble B TeMaTHYeCKOM IUTaHE H3y4YeHUS
JUCHUTITUHBI

Coxpaimenue Bua padorsl
1. JIur. Pabora c nureparypoit
2.Y0T Y CTHBIN OIPOC 11O TEME
3. 11 WNutepakTuBHas JIEKUUS
4. T TectupoBanue
5.K KonrponbHas pabora
6. I13 BrimonHenue u npoBepka MUCbMEHHOM JOMaITHEH paboThI
7.9 Occe
8. 1 Huckyccust

V1. ®OHJ] OHUEHOYHBIX CPEJICTB

@OHJ OLEHOYHBIX CPEICTB IO IUCHUIUIMHE «OCHOBBI [€J10BOM JOKYMEHTAllMM H
JIEJIONPOU3BO/ICTBA B OPTaHU3allMN» pa3padoTaHbl B COOTBETCTBUM ¢ TpeOoBaHUsAMU [lonoxxenus
«O ¢oune omenounsix cpeacts B ®I'bOY BO «POY um. I'.B. IlnexanoBa». OueHouHbIE
CpeJICTBa XpaHATCs Ha Kadenpe, odecreunBaroueil npenoiaBaiue JaHHON TUCHUTUIMHBIL.

[Tnanupyemble pe3yabTaTbl OOyueHHs! CTYIAEHTOB MO JUCHUIUIMHE «OCHOBBI JI€IOBOM
JOKYMEHTallud W JeJIONPOM3BOACTBA B OpraHM3alu» IpeacTaBieHbl B paszzgene 1l
«CoJepxanue IporpaMMbl yUeOHOU JUCIUILTUHBD).

TunoBble KOHTPOJBbHBIE 3aJaHUS 10 JUCHUILIMHE «OCHOBBI JETOBOW JOKYMEHTAMH U
JIEIONPOU3BOICTBA B OpraHMU3AIMK», HEOOXOAUMBIE U OLIEHKH 3HAHWUW, YMEHHI, HAaBBIKOB U
(unu) ombITa AESITENLHOCTH BKIIIOYAIOT B ceOsl:

1. /lmarHocTHYecKoe TeCTHPOBAHHE BXOJAHOIO KOHTPOJISI YPOBHS IOATOTOBKHU
00y4aomuxcd WIH YPOBHS NpodeccHOHAJBLHOM MOATOTOBKH O0y4alIIHUXCHd B
npouecce U3y4eHusi CMEeKHbIX M CIMIIIMH HE TIPEIYCMOTPEHO

2. TemaTHKa KypCOBBIX padoT

KypcoBast pabora mo jucuumianHe «OCHOBBI — JI€OBOM  JOKYMEHTAallUW U
JEJIONPOU3BOJICTBA B OPraHU3alUK» YIEOHBIM IJIAHOM HE IIPEyCMOTpPEHa.

3 Bonpocsl K 3a4ery

Howm
€p
oIl IlepeueHp BONpOCOB K 3a4eTy
poca
1. Uto moHuMaeTcs 1o OpraHu3anueid JOKyMeHToo0opoTa?
2. [ToHsiTHE TOKYMEHTOOOOPOTA, €r0 KOJIMYECTBEHHbIE M KAUECTBEHHBIE XapaKTePUCTHKU.
3. MecTo 1 posib JOKYMEHTOB B YIIPABICHUU HA COBPEMEHHOM JTalle.
4. OYHKIMH JEIONPOU3BOCTBA.
5. CocrtaB HOpMaTuBHO-MeToANYecKor 6a3bl JJOY.
6. YTo nmoHUMaeTCs MOJI JOKYMEHTAIIMOHHBIM 00eCIIeYeHUEeM YIIpaBJICHUs ?
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IlousTue OpraHU3allMOHHBIX JOKYMCHTOB

Crannaptuzanus u yaudukanus cuctemsl JJOVY.

Obmepoccuiickue KiaccuPpUKaTOpbl JOKYMEHTAIUH.

10. | I'ocynmapcTBeHHas CUCTEMa JOKYMEHTAIMOHHOTO 00eCIIeUeHUS YIIPABICHUSI.

11. | branku JOKYMEHTOB M TPEOOBAHUS K HHM.

12. | Crpykrypa noxymenTa. TpeboBanus k opopmienuto nokymenTos no 'OCT P 6.30-2003.

13. | IlpaBuna odopmiienust pekBusura "agpec”, "mara", "unaexc", "pusza', "3aronoBokx",
"moanuce'.

14. | C kakoii nenbto pa3padaTbIBalOTCs HHCTPYKIUH 110 JAEJIONPOU3BOACTBY, UTO B HUX
HEOOXO0JMMO IIPEAYCMOTPETH?

15. | Cucrema opraHu3alluOHHON JOKYMEHTAIUH.

16. | Cucrema pacniopsAMTEILHON TOKYMEHTALIUH.

17. | JlaiiTe onpeseneHue TepMuHa "paciopsIuTeNIbHbIE TOKYMEHTHI'.

18. | HazoBuTe BHIBI pacIIOpsAUTEIBHBIX JTOKYMEHTOB.

19. | Buxsl 1 Ha3HAUCHME JIMYHBIX JOKYMEHTOB.

20. | aiite onpeseneHue TepMUHA "OpraHU3allMOHHBIC IOKYMCHTHI'.

21. | Ha3oBuTe BUIbI OPraHU3aMOHHBIX JOKYMEHTOB.

22. | Cucrema nH(OPMAIIOHHO-CIIPABOYHON JTOKYMEHTAIIHH.

23. | CnyxeOHasl mepenycKa Ha MPEeANPUSTHH.

24. | IlpaBuia oopmiteHuUs CIy)eOHOTO MUCHMA.

25. | CtpyKTypa JeN0BbIX 1 KOMMEPYECKUX MHCEM.

26. Kiaccudukanms 1e0BbIX 1 KOMMEPYECKUX TTHUCEM.

27. | IloHsiTve M MPUHIMTIIBI OPTAaHU3AIMH JJOKYMEHTO000POTA.

28. O6paboTka BXOAAIIUX TOKYMEHTOB.

29. | OO6paboTKa HCXOIANINX JOKYMEHTOB.

30. BHyTpeHHUE TOKyMEHTBl OpraHU3alHH.

31. | YKaxkuTe TEXHOIOTHYECKYIO MTOCIIET0BATEIFHOCTh ITAOB PA0OTHI C BXOISAIIMMHA
JOKYMEHTaMH.

32. | Uro Takoe HOMEHKJIATypa Jiell, ¢ KaKoil 11eIbio pa3padaThIBAlOTCs TUIIOBbIE HOMEHKJIATYPBI
aen?

33. | Pabota c nuceMamu 1 0OpaIleHUsIMU TPaX/iaH.

34. | IlpuBeanTe mpuMepsl PETHCTPAIIAN TOKYMEHTOB.

35. | CocraBieHre HOMEHKJIATYPHI JIE.

36. | ®opmupoBanue U 0hopMIICHHUE JIEL.

37. | IloaroroBka u nepejaya JOKyMEHTOB Ha apXMBHOE XpaHEHUE.

38. | Uro Takoe KOH(UICHINAIBHBIA JOKYMEHT?

39. | Opranu3zamnus paboThI C JOKYMEHTaMH, KOTOPBIE OTHECEHBI K TOCYJapCTBEHHOH TaiHe.

40. | YkaxxuTe 0COOCHHOCTH BeJICHHs JeJIONPOU3BOJICTBA, 00ECIICUNBAIOIIETO YUET U
COXPaHHOCTh KOH(MUACHITHATEHOW HHPOPMAIIUU U JOKYMEHTOB.

41 TunoBble OpraHn3alMOHHBIE CTPYKTYPHI CIIY>KOBI AETOMPOU3BOICTBA

42 YcnoBus Tpyaa pabOTHUKOB CIIy>KObI 1€JI0MPOU3BOJICTBA

43 | KoMIploTepHbIE TEXHOJIOTHH B JIEIONPOU3BOICTBE

44 ObecrnieyeHre COXpaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM popme

45 YcTaB Kak OCHOBHOM OpraHH3allMOHHBIA JJOKYMEHT.

46 | CrannapTtHble (pa3bl U BEIPAKEHUS JIETOBBIX 1 KOMMEPUYECKUX MHCEM.

47 | TIpoxoxaeHne HCXOSINX U BHYTPEHHHUX JIOKYMEHTOB.

48 OCOOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX TOKYMEHTOB.

49 | PexBU3UTHI ME&XIYHAPOIHOTO MUCbMa. OCHOBHBIE PEKOMEHIAIINH 10 COCTABICHUIO TEKCTOB
MEXTYHAPOIHBIX IIHCEM.

50 Urto onpenenser GopMyssap JOKYMEHTA U YeM OTIUYaeTCst HOpPMYJIIsp

JIOKyMeHTa OT GopmyIsipa-obpasia?
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51 HazoBute ocHOBHBIE TpyNIIBI PYHKITUH JOKyMEHTa. YeM XxapakTepusyer

KaKIYI0 rpynmny?

52 Uto 00yciaaBauBaeT OPUINYECKYIO CUITY ODHUITHAIIBHOTO TOKYMEHTa?

53 @DYHKIMM OCHOBHBIX MO/Ipa3iesIEHNN CIIy>KObl JOKyMEHTAllHOHHOI'O

o0ecrnieueHus ynpaBiIeHusl.

o4 ABTOMAaTU3UPOBAHHBIE TEXHOJIOTUN 00PAaOOTKH TOKYMEHTOB U UX BIIMSHHE HA CUCTEMY

ACIOIPONU3BOJACTBA KOHKpCTHOfI OpraHn3anuu.

55 CrpaBouHO-UH(DOPMAIIMOHHBIC JOKYMEHTHI.

56 CtpykTypa U coliepkanue KaapoBoil TokymeHTauuu. OpraHu3alnoHHO-KaIpOBbIe

JOKYMCHTEI.

S7 OCHOBHBIE acCIIEKThI KYJIbTYpHI 1€JJOBOM PEUH.

58 Crangapruzanus s3blka JOKyMeHTa. SI3bIkoBbIe TpeOoBaHMs K 0(hOPMIICHUIO

PCKBU3HUTOB JOKYMCHTA.

59 Tunuuneie omMMUOKY B S3bIKE U CTHIIE TOKYMEHTOB.

60 | SI3pikOBOE OhOpMIIEHUE IMYHBIX JTOKYMECHTOB.

Hpakmuqecmte 3a0aHUA K savemy

Howmep | [lepedeHb npakTHUeCKUX 3aJJaHUM K 3a4eTy
3a/1aHus
1 JlaTb TOJNIKOBaHME CI0BAaM, COCTaBUTh C HUMHU IPEIIOKEHUS:
1) aBu30; 2) 10001; 3) BEeKCeNb.
2 JlaTh TOJIKOBAaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) natent; 2) nemnuHr; 3) smo6apro.
3 JlaTh TOJIKOBaHKE CIOBAM, COCTABUTh C HUMH MPEATIOKEHUS:
1) pexiamanusi; 2) MapKUpoBKa; 3) cTarHaiusl.
4 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) npe3eHTanus; 2) IU3UHT; 3) n1uiep.
5 JlaTb TOJNIKOBaHME CII0BAaM, COCTABUTh C HUMM NPENIOKEHU:
1) waprep; 2) nuctpubdniorep; 3) 6pokep.
6 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) oBepapadt; 2) nndasuus; 3) KOHCAITHHT.
7 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) odepra; 2) XonauHr; 3) MapKUPOBKA.
8 JlaTb TONIKOBaHME CIOBAaM, COCTaBUTh C HUMHU MPEIOKEHUS:
1) mpaiic-nucrt; 2) nedert; 3) rpud.
9 JlaTb TONKOBaHME CIOBaM, COCTaBUTh C HUMHU MPEII0KEHUS:
1) akuenrt; 2) akt; 3) peectp.
10 JlaTb TONKOBaHME CI0BAaM, COCTaBUTh C HUMHU MPEII0KEHUS:
1) ceprudukar; 2) TMMUT; 3) aKKPEIUTHUB.
11 Haiiti ommOku, ucpaBuTh UX:
1) BeiBo1bI KOMMCCHU TPOTUBOPEYAT C MHEHHEM TPYJOBOI'O KOJJIEKTHBA;
2) Mansiit Ou3HEC pacTBOpsETCS U3-3a OPEMEHH HAJIOTOB;
3) Hanoru ¢ kax10ro aBTOMOOWIISI B3BIMAIOTCSI C Y4€TOM CYMMBbI PACTaMOKKH.
12 Haiiti ommbku, ncnpaBuTh UX:
1) IlpenwsBisis IpeTeH3Uu, pyKOBOIUTENSAM HEOOXOIMMO yKa3bIBaTh IPUUNHBL;
2) N'apanTHpOBAaHHOE MUCHMO OTIPABIEHO BOBPEMS;
3) ApeHnnaTop 00s3yeTcst 3aKII0YUTh BCe HE0OXO0IMMBIE JOTOBOPA HAa CTPAXOBAHHE.
13 Haiitu ommOKu, HCTIPaBUTh UX:

1) Bcerna HeoOxo1uMo 000CHOBBIBATH CBOM BBIBOJIBI HA pacUeTaXx;
2) I[loanuceiBast JOTOBOPBHI, OIIATA TAPAHTUPYETCS;
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3) OmutaunBasi HOBYIO TEXHHMKY, BaM HEOOXOIMMO y4ECTh BCE HaJOTH.
14 3aKOHUYUTH JAHHBIE NIPEATIOKEHU:
1) B cBsA31 ¢ BOZHUKIIMMU ()UHAHCOBBIMU TPYIHOCTSIMH. ..
2) Ccbuiasch Ha yCTHYIO I0TOBOPEHHOCTb. ..
3) B nensx ckopeiiiiero pemeHus Bompoca. ..
15 3aKOHUYUTH JAHHBIE NTPEATIOKEHU:
1) Ha ocHoBanuu npeacTaBieHHBIX TOKYMEHTOB. ..
2) B cBs13u ¢ HapymeHneM rpaduka moCTaBOK MPOAYKIHH. . .
3) Bo uzbexxanne KOHQIMKTHBIX CUTYaIHi. ..
16 3aKOHUYUTH JIaHHBIE MIPETIOKEHUS !
1) ITo npuunHe 3aAep>KKH 3apIUIATHI. ..
2) BBuny 3a7ep>KKu MOJMy4eHHUs rpysa. ..
3) BenenctBrue n3MeHeHus 1IeH Ha SHEPrOHOCUTEIH. . .
17 CocTaBUTh MHCHMO-3aAITPOC.
18 CocTaBUTh OTBET Ha MHUCHMO-3aPOC.
19 CocTaBUTh MUCHMO-pPEKJIaMAIIUIO.
20 CoCTaBUTh MPE3CHTAIMOHHOE TIHCHMO.
21 CocTaBUTh NHCHMO-TIOITBEPKICHHE.
22 CocTaBuUTh axT.
23 CocTaBUTh rapaHTUHHOE MUCHMO.
24 CocTaBUTh NMCHMO-TIPUTIIALIICHHE.
25 CocCTaBUTh NHCHbMO-PE3IOME.
26 CoCTaBUTH COMMPOBOAUTEIHLHOE MMUCHMO.
27 CocTaBUTh NMCHMO-TIPOCHOY.
28 CocTtaBuTh 0aroJapCTBEHHOE MUCHMO.
28 CocTaBUTh NMCHMO-TIPUTIIALIICHHE.
30 CocTaBUTh NMCHbMO-0TKA3.
31 CocCTaBHUTh MUCHMO-IECKIAPAIUIO.
32 CocTaBUTh MHUCHMO-PEKIIAMAIIHIO.
33 CocTaBUTh NPHUKA3 KAK PACHOPSAUTENIbHBIA JOKYMEHT.
34 CocTaBUTh OOBSICHUTEIBHYIO 3aIHCKY.
35 CocTaBUTh NMCHMO-TIPEUIOKEHHE.
36 CocTaBUTh MHCEMO-0QEpTYy.

4 TunoBble 32JaHUA K NPAKTHYECKUM (CEMHHAPCKUM) 3aHATHAM
IIpumMepbl BONPOCOB /ISl YCTHOIO ONPOCA:
1.KakoBbI coBpeMeHHbIe TpeOOBaHUS K S3bIKY U CTUIIIO YIIPABIEHYECKUX IOKYMEHTOB?
2.Yrto coboit npezacrapiser YcraB opranuzanun? KakoBbl OCHOBHBIE TpeOOBaHHUS K €ro
COCTaBJICHHUIO U 0(OPMIICHUIO?
3.Kak opopmurts Ilonoxenue 06 otnene win ciyx6e opranuzanuu?
4. Kak opopMuUTh mITaTHOE pacrnucaHue?
5. Kakue TpeOoBaHMs NPEIbABISIOTCS K 0()OPMIIEHHUIO 10TOBOpa, KOHTpaKTa?
6.UT0 Takoe HHCTPYKITHUS, KaKOBO €€ cojepkanue u ohopmiieHue?
IIpuMepbl BONPOCOB /LISl CAMOCTOATEIbHON PadoThI:
1 PexBU3NUTHI TOKYMEHTOB.
2 PexBU3UTHI OPraHN3allMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB.
3 PexBu3uThl HHYOPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB.
4 VnTepakTuBHBIEC (OPMBI O0YUEHUS:

IIpumepsl 3a1aHMI 11 KOHTPOJbLHOH Pa00ThI
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3amanne 1 CocraBbTe mpuka3 00 uTOrax pabotsl ¢ gokymeHtamu B 2006 r. B OAO
«3Be3na». B KoHcTaTHpyOIIed 4acTu yKa)XUTe Ha HU3KYI TpeOOBaTEIbHOCTh PYKOBOAUTEICH
NOJpa3/eJIeHNNl K KadecTBY IOATOTOBKHM JOKYMEHTOB M KOHTpOJII 3a UX MCIOJIHEHHEM. B
pacnopsiAMTEeIbHOW  4YacTu  OoOpaTUTe  BHUMAaHHME  PYKOBOAWTENEH  HA  TMOBBIIICHUE
TpeOOBATEIILHOCTH K PAOOTHHUKAM B YacTH paboThI ¢ JokyMeHTamu. JlaiiTe 3aganne pabOTHHUKY,
OTBEUaIoLIEMY 3a JeJIONPOU3BOICTBO, pa3padoTaTh MEpHI MO YIYUIIEHUIO 3TOM paboThl. Jpyrue
JTaHHBIE B TEKCTE U PEKBU3UTHI YKA)KUTE CAMOCTOSITENIBHO.

IIpumep 3a1aHNsA KOHTPOJILHOM padoTe /151 32049HOM (popMBbI
BAPHUAHT 1

1./laTb TONKOBaHME CIOBAaM, COCTABUTh C HUMH MPEIJIOKEHUSI.
[TpoTokoi, 0TYeT, JEIOBOE MUCHEMO, aKT, peKiIaManus, (PaKTOPHHT.
2.Haiitu ommOKu B MpeUI0KEHUSIX, 3aITUCATh MPABUIIBHO:

a. MBI IIUPOKO TOTOBWIIMCH OTIPA3THOBATH FOOMIICH Halllel KOMITAHUH.
0. S nanexo eme He UCIO0JIb30Bal BO3MOKHOCTH HOBOT'O METO/1A.
B. Crousip caenai 3TOT €TOI U3 1y0a ¢ 4EThIPbMsI HOKKAMHU.

3.J106aBUTh CyIIECTBUTEIbHBIE K MpEeAJoraM W MPEAJIOKHBIM COYETAaHUSIM, COCTaBUTh 2-3
IPEJVIOKEHHUS C HEKOTOPBIMU U3 HUX:
B cBa3u ¢, mo mnpuuuHe, BCIEACTBHUE, KacaTelbHO, HE3aBUCUMO OT, B LEIAX, B
OTHOLIEHUH.
4. CocTaBUTh IPUKA3; MUCbMO-3AIPOC.
5 TunoBble 3aJaHUs K JJA0OPATOPHBIM 3aHATHAM (NPU HATUYUU)
JIaGopatopHble 3aHATUSA 1O JUcHUIUIMHE «OCHOBBI JEJIOBOH JOKYMEHTAlMM U
JIEJIONPOU3BO/ICTBA B OPraHU3alMN» YIEOHBIM IJIAHOM HE IIPEyCMOTpPEHA.
6 TunoBble 3a1aHUA K MHTEPAKTHBHBIM 3aHATHAM
IIpuMepHbIe BONPOCHI LISl IMCKYCCHH
1 CpaBHEeHHE UCTOPUYECKHX MEPHOAOB B Pa3BUTUN POCCUIICKOTO AETIOMPOU3BO/ICTBA.
2 AHanu3 COBETCKOTO MepHo/ia B pa3BUTUHU JEIOMPOU3BOJICTRA.
3 Pa3zpaboTka 6J1aHKOB IOKyMEHTOB JJIs1 KOHKPETHOI OpraHu3aluu.
4 Pacuyet unciaeHHoCcTH ciyx0b1 JIOVY.
5 Pa3paboTka yHu(pUIMPOBaHHBIX (OPM TIOKYMEHTOB B cpesie Microsoft Word.
6 Pazpaborka mabioHOB misi  OGOPMIICHUS OPTaHM3ALMUOHHOM JTOKYMEHTAIUH
KOHKpETHOU opranu3zainuu B cpeae Microsoft Word.
7 Peructpanus BXOAAIEN U UCXOASAIIEH KOPPECTIOHICHIINH.
8 PaboTa c 3asBIEHUSMH IPaX/iaH.
9 Pa3zpaboTka HOMEHKJIATYPHI JE.
10 Opranuzanusa IOY ¢ noMoIibp0 aBTOMaTU3UPOBAHHOM CUCTEMBI «Jlemoy»
11 Pa3paboTtka [TonoxxeHnus 06 skcriepTHON KOMUCCHH
12 ITpoBeneHue dKCEpTU3bl LIEHHOCTH JOKYMEHTOB
13 Odopmrenue 06J105KeK J1e ¢ pa3HbIMUA CPOKAMU XPaHEHUS
14 IToaroroBKa TOKyMEHTOB K YHUYTOKEHUIO
IIpumepsl TeM s 3cce
1. HopmartuBHas 0CHOBa mpoliecca JOKyMEHTHPOBAHUS YIIPABICHUS IEPCOHATIOM.
2. OpraHu3ainroHHBIE KaJAPOBHIE JOKYMEHTHI: COCTaB, COJIEPKAHNE, TIOPSIOK MOJATOTOBKH H
oopmieHus.

3. JomkxHOCTHAS HHCTPYKIUS KaK OpraHU3aIllMOHHBIN KaIpOBBIA JOKYMEHT.

4. llonoxxeHue O CTPYKTypHOM NOJpa3[elICHUH KaK OpraHu3allMOHHBIA KaJpOBBIN
JOKYMEHT.

5. JloxyMeHTHpOBaHME IIPOLECCa YBOJIBHEHUS COTPYIHUKOB.

6. JlokyMeHTupOBaHME IpoIiecca OTKOMAHIUPOBAHUS IEPCOHAA.

7. CocraB 1 Bubl KaJpOBOI TOKYMEHTALIUH.
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8. AyrcopcuHr u ayrctaQuHr MepcoHaja: MpaKkTUKa MpUMeHeHHs. [[oKyMeHTHpOBaHHE
npoliecca npeoCcTaBIeHHs OTITYCKOB.
9. JlokyMeHTupOBaHHE mporecca 0HOPMIICHHUS TPYIOBBIX OTHOIICHHUI.
10. TpynoBoii 1OroBop U TPyAOBOE COIJIAllIEHHUE: OHATHE, PopMa, Iporenypa opopMIiIeHHs
U 3aKJTIOUCHHUS.
11. CoBpemeHHbIE NMpPOrpaMMHbIE MPOIYKTHI AJS CIYXKO YIpaBieHUs MEpCOHAIOM: oOIas
XapaKTEPUCTHKA.
12. Cucremaru3zanys 1 ornepaTuBHOE XpaHEHUE TOKYMEHTOB 110 JIUYHOMY COCTaBY.
13. Peructpanus 1 KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB IO YIIPABJICHUIO TIEPCOHAIIOM.
14. bonpHUYHBIA JIUCT: MOHATHE, IIPaBOBas OCHOBA IPEAOCTABIEHMS, OCOOCHHOCTH
0 OPMIICHHS U OTLIATHI.
15. UHCcTpyKTaXX 1O TEeXHMKE O€30IacHOCTH: IOHSATHE, IIpaBOBas OCHOBA IPOBEICHHS,
OCHOBHBIE BHJIbI U OCOOEHHOCTH JJOKYMEHTAIBHOTO O(OPMIICHHS.
16. YauduuupoBaHHble JOKYMEHTHI 10 JHUYHOMY COCTaBy: IOHSTHE, BHJbI, COJAEp)KaHHE,
HOPSIOK 3aIIOJTHEHUSI.
17. JlokyMeHTBI IO y4YeTy KaJipoB: MOHATHE, (POPMBI, IOPSIIOK 3aIIOJTHEHUS U BEACHUS.
18. TpynoBast kKHMXKKa: 0(hOpPMIICHUE U BEJCHHUE.
19. ToxymeHTHpOBaHME IpoLiecca pOTALUH [IepCOHAIA.
20. lIokyMEeHTUpOBaHHUE TIpoIlecca aJanTalii, MOTHBAIMH, TPEHHHTa W KOHTPOJUIMHTA
nepcoHaia.
7.JIpuMepbl TECTOB IJII KOHTPOJISI 3HAHU I
BapuanTt 1
1. K opranu3aiinoOHHbIM JOKYMEHTAM OTHOCATCS (HA3BaTh HYKHbIe BAPHAHTBHI):
a) aKThI,
0) ycTaBbl;
B) IITaTHOE PACIUCAHUE;
T') JOJKHOCTHAs! MHCTPYKIIHS;
1) OTYETHI,
€) MuchbMa.
2. Kaxkoii 0;1aHK OpraHu3anuu NPUMEHSIIOT 1JIs1 0(poOpMJIeHHS IPUKA32a 110 OCHOBHOM
aeaTeJLHOCTH?
a) OJaHK MHCHhMa,
0) Gy1aHK KOHKPETHOTO BHJ1a JOKYMEHTA,
B) OJIaHK JIOJPKHOCTHOTO JIMLA.
3. MoanuchIBaeT NPUKA3BI
a) PYKOBOJUTEINb CTPYKTYPHOT'O OPA3/IeIICHUS;
0) pyKOBOJMTEIb OpPTraHU3aIIH;
B) JIOJDKHOCTHOE JIMI110-COCTaBUTEIIbIIPHKA3a.
4. Kakoil peKBU3UT 00s13aTe/IbHO 0(popMIISETCS IPU BHELIHEM COIVIACOBAHUM JOKYMEHTa?
a) rpu¢ coriacoBaHus;
0) BU3BI COTJIaCOBAHUS;
B) rpu( orpaHuveHus A0CTyNa K JOKYMEHTY.
5.M3 kakuX Tpex J0KYMEHTONMOTOKOB COCTOUT T0KYMEHTO000POT NMpeAnpusiTus?
a) UCXOJSILIETO;
0) BHYTpEHHETO;
B) IOCTOSIHHOTO;
T') IEPEMEHHOTO;
1) CIly4aitHOro;
€) BXOJISIIETO.
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VIl. METOIAYECKHE YKA3AHUA JJIS1 OBYYAIOIINXCS IO OCBOEHHIO
TACIHATLITAHBI

Metoanueckie ykazaHus Uil OOyYaroIIUXCsS MO OCBOCHHIO IUCHUIUIMHBI «OCHOBBI
JICTIOBOM TOKYMEHTALMU M JICJIONPOM3BOJICTBA B OPraHU3alUK» NPEACTABICHbB B HOPMATHBHO-
METOJAMYECKUX JOKYMEHTaX:

[Monoxxenue 06 nHTEpaKTUBHBIX (hopmax oOyuenus (http://www.rea.ru)

[TonoxxeHue 06 OpraHU3aIMKl CaMOCTOATEIbHOM paboThl cryaenTos (http://www.rea.ru)

IlonoxxeHne O pEUTHHIOBOM CHCTEME OLEHKHM YCIIEBA€MOCTM M KadecTBa 3HAHUUI
cryaenros (http://www.rea.ru)

[Tonoxenne 00 yueOHO-UCCIeI0BATEIbCKON paboTe cTtyaeHToB (http://www.rea.ru)

OpraHu3anusi JEATEIHHOCTH CTYJIEHTa IO BHJAM YUYEOHBIX 3aHATHI, paboTam 110
auciiiiie  «OCHOBBI  ZICTIOBOWM  JIOKYMEHTALMK M JICJIONPOM3BOJICTBA B  OPraHU3aI[UH»
npejcTaBicHa B TA0NHUIIE:

MeTtoanueckue YKa3aHus I 06yqa}0mnxc;1 I10 OCBOCHHUIO M CIUITIMHBI «OcHOBBI
b1 (S (0):16)7 JOKYMCHTAIMK U ACTIONPOU3BOACTBA B OPraHU3aIliun»

Hanucanue  xomcnexma — nekyuti:  Kpamko, — CXeMamuiHo,
Jlexums nocne008amenbHo (QUKCUPOBAMb OCHOBHbBLE NOJONCEHUS, BblBOObI,
Gopmynuposku,  0000wWeHUs,;,  OmMMeYamsv  AJICHblE  MbICIU,
svldenamy  Kuodesvle c108a, mepMunsl. llpoeepxa mepmuHos,
NOHAMUL C HOMOWbIO IHYUKIONEOUl, C108apell, CNpaBoYHUKO8 C
BLINUCHIBAHUEM MOAKOBAHUN 6 mempadsb. Obo3HauUmMb 80NPOCHI,
MEPMUHbl,  Mamepuan,  KOMOpbvlll  Gbl3bledem  mpyOHOCHU,
NONbLIMAMbCA HAUMU omeem 6 pekomenoyemou aumepamype. Ecau
CaMOCMOSAMENbHO He yoaemcst pazoopamsycsi 6 mamepudaie,
He0bx00uMo copmyruposams 8onpoc U 3a0ams NPenooasamenio
HA KOHCYTbMAayuu, Ha NPAKmuiecKkom 3aHamuu. Yoenums sHumanue
CNe0YIOUUM NOHAMUAM (nepeyuciienue NOHAMuULL) u op.

NuTepakTuBHAS JIEKIUS Cosokynnocms KOMNbIOMEPHBIX MEXHOA02UM, 00HOBPEMEHHO
UCNONL3YIOWUX HECKONbKO UHPOPMAYUOHHBIX Cpeld: 2pagpuky, mekcm,
suoeo, ¢omoepaghuro, anumayuro, 38yKogvle 3pghekmol, 38YK08OE
conpogooicoerue. Texnonoeuto myromumeoua coOCmagiam cneyuaibHvle
annapammuvle U npoepamMmHble Cpeocmad.

[TpakTnueckue IIpopabomka paboueii npozpamm, yoenss ocoboe GHUMAHUE YeNaM
u  3a0ayam,  CMpYKmype U  COOEpHCAHUIO  OUCYUNTIUHDIL.
Koncnexmuposanue ucmounuxos. Paboma c koncnekmom nekyu,
HOO20MOBKA O0MBEeMmo8 K KOHMPOIbHLIM BONPOCAM, NPOCMOMP
peKoMeHOyeMoll aumepamypul, paboma ¢ mexKCmoM.

CamocTosTenpHas padoTa | Buinonnenue 3adanuii 6e3 yuacmus npenooasamers
CTYJICHTOB

KonTtponbnas padota 3Hakomcmeo ¢ OCHOBHOU U OONOJHUMENbHOU JAUMepamypou,
BKIOUAsL  CHNPABOYHbLIE — U30AHUs,  3apyOedCcHble  UCMOYHUKU,
KOHCNEKmM  OCHOBHbIX  NONOJMCEHUU,  MEePMUHO8,  C8e0eHUll,
mpeoyrouuxcs on4 3aNOMUHAHUSL u ABNAIOWUXCS
ocHnogononazaowumu 6 smou meme. Cocmagnenue aHHOMAYU K
NPOUUMAHHBIM TUMEPAMYPHBLIM UCIOYHUKAM U Op.

Huckyccust OUACHOCMUKA 3HAHUEB020 KOMNOHEHMd, pAacCMampueaemozo 8
npoyecce oucKyccuu, oyenusanue KOMMYHUKAMUGHBIX
KOMnemeHyutl, YMeHus. npugooUmy apeymenmol u

KOHMPAp2SyMeHmul,  CQOPMUPOBAHHOCMU — HABLIKOS — NYOIUUHO2O
svicmynnenus. Ilpu OuacnHocmuke pe3ynbmamos8 UCHONb3Yemcs
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onucamenbHaAd WKaila OoyeHueanuAd

Tectsl Hna noocomosku K mecmupo8anuio 00yYauumMcs HeodX00UMOo
usyuuUms  JIeKYUOHHbIL Mamepuan, Mamepuaibl NpaKmuyecKux
3auAmMUl, a Makxice 80npocwvl, 8bIHOCUMbIE HA CAMOCMOAMENbHOE
usyueHue. Ipu noozomoeke K  omeemy  CHYOEHmy
npeooCcmasiaemcs npaso NOAb308aHUs  KaabKyasmopom. Ilpu
npogepke  3a0aHus, OYEHUBAIOMC  KOJIUYECME0  NpPABUTbHBIX
0meemos Ha mecmosvie 3a0anus 6a308020 U NOBLIUUEHHO20 YPOBHS.

Occe Ilouck  numepamypoi u cocmaenenue oubauoepaghuu,
ucnoavsoganue om 3 00 5 HaAyuHbIX pabom, U3NONHCEHUe MHEHUs.
ABMOPO8 U C80€20 CYICOEHUsL NO BbLOPAHHOMY BONPOCY; UZNONCEHUE
OCHOBHbIX ACneKmog npoobaemvl. B xo0e obwenus svicmynaiouje2o ¢
ayoumopueti  opmupyemcs.  Mupo8o33penue,  NPUBUSAIOMC
MemoooocuyecKue U NPaKkmuyecKue HagblKu

VIIl. METOAMYECKHE MATEPHAJIbI, OIMPEJEJISIIOILUE ITPOLEAYPbI
OLIEHUBAHMS 3HAHMH, VYMEHWHA, HABBIKOB W (WJIM) OIIBITA
JESITEJBHOCTH, XAPAKTEPU3YIOIIUX  DTAIIBI ®OPMHUPOBAHUSA
KOMIIETEHIIUI

Onucanue nokazarenaeil 1 KpUTEPUEB OLICHUBAHUS KOMIIETEHLUMA HA Pa3JIMYHBIX dTarax
X (OPMHPOBAHUS, ONHMCAHME IIKAN OLEHWBaHMA TpexacraBieHo B pazzaene |l «Conmepkanue
nporpaMMbl yueOHOM quciuIuinHb U pasznene VI nacrosieii pabodeii mporpaMMsl.

B cootBerctBum c IlomoskeHneM O PEUTUHTOBOW CHUCTEME OIIEHKH YCIIEBAEMOCTH U
kauecTBa 3HaHui ctyaeHToB B ®I'BOY BO «PDV um. I'.B.Ilnexanosa» pacnpeneneHue 6amios,
(GOpMUPYIONUX PEUTHHTOBYIO OIEGHKY pa0OTHl CTYyJEHTa, OCYIIECTBISICTCS CIEAYIOIUM
o0Opa3zom:

Busibet pabot MaxkcumaabHOE KOJMYECTBO OaJIoB
BoinonHenue y4yeOHBIX 3aJlaHUN Ha ayJIUTOPHBIX 20
3aHSATHAX
Texymmii KOHTPOJIb 20
TBOpYEeCKUIl pEUTUHT 20
[TpoMexyTouHast aTTecTanus (IK3aMeH) 40
Hroro 100

Pe3ynbTaThl BXOTHOTO KOHTPOJISI YPOBHS MOJATOTOBKU O0YYarOIIMXCs B Havaje U3y4eHUs
JUCLUIUIMHBL, YPOBHS NPOQEeCCHOHATBHON MOATOTOBKM OOYYaIOLIMXCS B INPOLIECCE M3YUYECHUs
CMEXHBIX JUCHMUIUIMH HE (OPMUPYIOT PEUTHHIOBYIO OILIEHKY paloThl 00ydYaromierocst IO
JUCLHUIIIMHE, KPUTEPUU OLCHKA BXOJHOTO KOHTPOJIA IIPEACTaBICHbl B OLCHOYHBIX W
METOAMYECKUX MaTepranax K JUCLUIUIMHE.

Kpurtepun ouneHkm 3agaHuil TeKylero KOHTPOJIs ycleBaeMOCTH 00y4aioumierocsi B
cemecTpe:
Pacuer OamoB mo pe3yibTaTaM TEKYILEro KOHTPOJS MO OYHOW M OYHO-3A0YHOM

hopme oOyueHust

®dopma HanmeHoBaHME TEMBI, BBIHOCUMBIX Ha KOHTPOJIb ®opma npoBeieHUs KonnuectBo 6amoB,
KOHTPOJISA KOHTPOJIA MaKCHUMaJIbHO

Texymmit | Tema 1 Opranu3aniMOHHBIC OCHOBBI 113, YOT 2
KOHTPOJIb

JIeNONPON3BOJICTBA. brianku 2

JIOKYMEHTOB.

Tema 2 Opranu3zanuoHHO- 113, YOT,J, 2
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pacnopsiIUTENbHAS TOKYMEHTALNS. 1
OO01as xapakTepuCTHKa CTUIIS
cIryKeOHOH JIOKYMEHTAINH.

Tema 3 CripaBouHO-MH(DOPMAIIMOHHBIC 3, yoT 1
JOKYMEeHTHI. JlenoBas nepemnucka. 1
CocTaByieHHEe aKTOB ¥ MPOTOKOJIOB.

Tema 4 PacnopsigutenbHbie I, YOT, 113, 1
IoKyMeHThl. CocTaBlIeHHE IPUKA30B, 2

YKa3aHUH, paCIOPsIKEHUMN.
Opranu3alvoOHHbIE TOKYMEHTHI.

Tema 5 Opranuzanus YOT, 113, T 1
JTOKyMeHTooOopoTa. Opranu3zamnus 1
PETHCTPALUK TOKYMEHTOB U KOHTPOJIb
WCTIOJTHEHUS JIOKYMEHTOB.

Tema 6 Opranuzanus onepaTuBHOrO YOT, 113,39 1
XpaHeHHs JOKyMEeHTOB. DopMHUpOBaHUE 1
JeJL.

Tema 7 IloaroroBka 10KyMEHTOB K YOT, K 2
MoCNeAyYIoIIeH mepeaadn JOKYMEHTOB B 2

APXUB UM HA YHUYTOXCHHUC.

Bcero 20

2) Kpurepuu OlleHKH KYPCOBO# pabOThI

KypcoBast pabota yuyeOHBIM IJIaHOM HE MpeTycMOTpeHa

3) Kputepuu OlleHKH 3a/IaHHi K TPAKTUICCKUM (CEMUHAPCKUM) 3aHSATUSIM

YcTHBIH onpoc

0,5 0asnua- BBICTABISETCS CTYACHTY, €CIIM OH CBOOOJIHO OTBEYAET HA TEOPETUUYECKHE
BOIIPOCHI U TIOKA3bIBAET INTyOOKHE 3HAHUS U3yYEHHOT0 MaTepuaiia,

0,4 0asia -BBICTABISETCS CTYIEHTY, €CIIM €r0 OTBEThl Ha TEOPETUYECKHE BOIPOCHI HE
JIOCTaTOYHO TOJIHBIE, UMEIOTCS OLIMOKU IPU OTBETAaX Ha JOMOJHUTEIbHbIE BOIPOCHI,

0,3 Dass1a- BBHICTABISIETCS CTYJIEHTY, €CJIM OH oTBevaeT Ha 50% 3a1aBaeMbIX BOIIPOCOB U
YaCTUYHO PACKPBIBAET COJEPIKAHUE JIOTIOIHUTENBHBIX BOIIPOCOB,

0,2 6aJuIa- BBICTABIIAETCA CTY/ACHTY, €CJIM OH TEOPETUUYECKOE CO/IepKAHUE Kypca OCBOMII
YaCTUYHO WJIM OTCYTCTBYET OpPUEHTALlUs B M3JIaraéMOM MaTepuaie, HeT OTBETOB Ha 3a/laBacMble
JIOTIOJTHUTEIILHBIE BOIIPOCHI.

IIncbmMennas nomamnss padora:

2 0aqjyia  —  BBICTaBisIeTCA CTYIEHTY, MOKa3aBIIeMy  BCECTOPOHHHUE,
CHCTeMaTH3HPOBAaHHbIE, TTyOOKHE 3HAHUS BOIIPOCOB paOOThl U YMEHUE YBEPEHHO NMPUMEHSTh UX
Ha TIPAKTUKE TpPU pPEImICHHH KOHKPETHBIX 3ajad, CBOOOJHOE W TpPaBWIBHOE OOOCHOBAaHWE
NPUHATBIX PEIICHUH;

1,5 0anuia — BBICTABIISIETCS CTYJIEHTY, €CJIM OH TBEPJO 3HAET MaTepuaj, TPaMOTHO U IO
CYIIECTBY €ro M3j1araer, yMeeT MPUMEHATh MOJIyYeHHbIE 3HAHHUs Ha MPaKTHKE, HO JIOMYCKaeT B
OTBETE HAa TEOPETHUYECKUE BOMPOCHI MM B PEUICHHE 33[adud HEKOTOPhIE HETOYHOCTH, KOTOPHIE
MOYET YCTPAHUTH C MMOMOIIBIO JIOMOJHUTEIBHBIX BOIIPOCOB MIPETIO1aBaTeNs;

1 6ann — BbICTaBNsETCS CTYACHTY, IMOKa3aBHIEMY (parMeHTapHbIM, pa3po3HEHHBIN
XapakTep 3HaHMUU, HEJOCTATOYHO MpaBWIIbHBIE (POPMYTUPOBKU 0A30BBIX MOHSATHI, HAPYIICHUS
JIOTMYECKON MOCJIE0BATENBHOCTH B U3JI0XKEHUU MPOTrPaMMHOI0 Marepuajia, HO MpPH 3TOM OH
BJIaJIC€T OCHOBHBIMH IOHATUSAMHU BBIHOCHUMBIX Ha KOHTPOJBHYIO paboTy TeM, HEOOXOIUMBIMHU
JUId  JanbHEeWIero oOy4eHUs M MOXKET MPUMEHSTh IOJy4YeHHblE 3HaHUsA 10 oOpas3ly B
CTaHJAPTHOU CUTYyaLUU;
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0 0ai10B — BBICTABISIETCS CTYACHTY, KOTOPBI HE 3HAeT OOblell 4acTh OCHOBHOTO
COJIep’KaHUsl BBIHOCUMBIX Ha KOHTPOJBbHYIO PabOTy BONPOCOB TEM IUCIHUIUIMHBI, JOMYCKAeT
rpyObie OmMOKH B (HOPMYIUPOBKAX OCHOBHBIX IMOHATHH U HE YMEET HCIIOJIB30BATh MOTyYCHHBIC
3HAHUSA MPU PEIICHUHU TUIOBBIX MIPAKTUYECKUX 3a7au.

BrinosiHeHUs1 KOHTPOJILHOM PadoThI:

2 oa1a — BBICTABJIETCS CTYICHTY, MOKa3aBIlIeMy BCECTOPOHHHUE,
CUCTEMATHU3UPOBAHHBIE, [NTYOOKHE 3HAHUS BOIPOCOB KOHTPOJIIBHONW pabOThl U YMEHUE YBEPEHHO
OPUMEHATh MX Ha NPaKTUKE MPHU PEUICHUH KOHKPETHBIX 3ajad, CBOOOJHOE M MPAaBHIILHOE
000CHOBaHUE MPUHSATHIX PEIICHHI;

1,5 6asuia — BeICTaBIsI€TCS CTYACHTY, €CJIM OH TBEPAO 3HAET MaTepuaj, IPaMOTHO U IO
CYILIECTBY €ro M3J1araer, yMeeT MPUMEHSTh MOJTYyYEHHbIC 3HAHUS Ha MPAKTUKE, HO JIOMYCKAaeT B
OTBETE HAa TEOPETUYECKHE BONPOCHI WJIM B pELICHHE 3a7aud HEKOTOpPbIE HETOYHOCTH, KOTOPbIE
MOJKET YCTPAHUTh C IOMOIIbIO JONOJHUTENIBHBIX BOIIPOCOB IIPENOaBATENS;

1 0ann — BBICTABISETCS CTYIEHTY, IOKa3aBIIeMy (parMeHTapHbIN, pPa3pO3HEHHbIN
XapakTep 3HAHWM, HEIOCTATOYHO MPaBUIbHBIC (POPMYITHUPOBKH 0A30BBIX MOHATHIA, HAPYIICHUS
JIOTUYECKOW TMOCIEA0BATEILHOCTH B M3JIOKEHUU MPOrPaMMHOr0 MarepHalia, HO MpH 3TOM OH
BJIQJICET OCHOBHBIMH IOHSTUSMHU BBIHOCUMBIX Ha KOHTPOJBHYIO PabOTy TeM, HEOOXOIUMBIMHU
JUIsL  ajbHeimero oOy4eHHs M MOXKET NPUMEHSATh MOJNydyeHHble 3HaHMS MO o0pasly B
CTaHJApPTHOU CUTYyaluu;

0 0aJI0B — BBICTABIIACTCS CTYACHTY, KOTOPBIA HE 3HAET OOJbIIEH YaCTH OCHOBHOTO
COJIEpKaHUsI BBIHOCUMBIX Ha KOHTPOJBHYIO PabOTy BONPOCOB TE€M JUCHUMIUIMHBI, JTOMYCKAET
rpyObie omuOKH B (POPMYIUPOBKAX OCHOBHBIX MOHITHI M HE YMEET HUCIOJIb30BAaTh MOJIYyYCHHbIE
3HAHUS MIPU PEIICHUN TUTIOBBIX MPAKTHUYECKUX 3a/1a4.

TecTtupoBanmue:

1 6aau — BbICTaBIISIETCA CTYACHTY IPU YCIIOBUU €0 MPaBUIIBHOIO OTBETA HE MEHEE YEM
Ha 90% TecTOBBIX 3aJaHHUM;

0,8 6a/110B — BBICTABIISICTCS CTYACHTY MPHU YCIIOBUM €T0 MPaBHIIbHOTO oTBeTa OT 70 % 110
90% TecTOBBIX 3aJaHUM;

0,5 6a1 — BBICTABISIETCA CTYACHTY MPU YCIOBHU €ro MpaBmwiIbHOTO oTBeTa OT 50% 10
70% TecTOBBIX 3aJaHUM;

0 0aJ1y10B — BBICTABJISIETCS CTY/ACHTY NPU YCIOBHM €r0 MPaBHIBHOIO OTBETA MEHEE YeM
Ha 50% TecTOBBIX 3aJJaHUM.

4) Kpurtepuu olleHKH 33aHUN K 1a00paTOPHBIM 3aHATHIM

JIaGopaTopHble 3aHATHS Y4€OHBIM MJIAHOM HE MPEIyCMOTPEHBI

5) KpuTepuu olleHKH 33/IaHUI K HHTEPAKTHBHBIM 3aHITHAM

Pe3yabTaThl ANCKyCcCHU:

1 0asn — BBICTABISETCS CTYIEHTY, €CIM OH MOJrOTOBWJ BBICTYIUIEHHE IO BOIpPOCaM
JTUCKYCCHUM; TIPOSIBIISIET HABBIKK aHallM3a, 0000IIEeHUs, KpUTUYECKOTO OCMBICIICHUS, MyOINIHON
peur, apryMeHTallud, BEACHUS JHUCKYCCHM U TOJEMUKH, KPUTUYECKOTO BOCHPHUSITHUS
uHpopMallMK;  MaTepuad  M3JO0XKEH  TpaMOTHO, B  OMNpPENEJICHHOW  JIOTHYECKOM
MOCIIEA0BATEIbHOCTH, TOYHO UCTOJb3YETCS TEPMUHOJIOTHUS; MIOKa3aHO YMEHUE UILTIOCTPUPOBATh
TEOPETHUUECKHUE MOJI0KEHUSI KOHKPETHBIMU TPUMEPAMHU; BBICKA3bIBaTh CBOIO TOUKY 3PEHUS,;

0,8 0a1510B — BBICTABISIETCS CTYACHTY, €CIIM OTBET YJOBJIETBOPSET BCEM TPEOOBAHUSM,
U3NIO)KEHHBIM paHee, HO TpPU OTOM JOMYIICHBI HeOONbIIUE NPOOeTbl, HE WMCKA3UBIINE
coJIepKaHue OTBETA; MOMYIIEHBI OJIUH — JIBa HeJo4YeTa B (DOPMUPOBAHUU HABBIKOB MyOJIHMYHON
peuH, apryMeHTaluuu, BEACHUS JIUCKYCCMM U TOJEMHUKH, KPUTUYECKOrO0 BOCHPHUATHUS
uH(pOopMaLnu;

0,5 0anJ1a — BBICTABIISIETCS CTY/ACHTY, €CJIM HEMOJIHO WJIM HETOCIEA0BAaTEeIbHO PACKPHITO
coJlep’kaHUE MaTepHualia, HO IOKa3aHO o0lllee MOHMMaHUE BOIPOCa U MPOAEMOHCTPUPOBAHBI
YMEHUs, JOCTATOYHBIC IJisl JAJIbHEHIIEro yCBOCHHS MaTepHualia;, UMENINUCh 3aTpyJHEHUS WU
JOTIYIIIEHbI OIIMOKU B ONpeAeSICHUH MOHSTHUN, WCIOJIb30BAHUN TEPMHUHOJOTUH, UCIPABIICHHBIC
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MOCJIe HECKOJIBKUX HABOJSIIMX BOIPOCOB; MPHU HEMOJHOM 3HAHUHU TEOPETHYECKOTO MaTepuasa
BBISIBJICHA HEJO0CTaTOYHAs! CPOPMUPOBAHHOCTH KOMITETEHIMI, YMEHHI U HAaBBIKOB;

0 6an0B — BBICTABISIETCS CTYIEHTY, €CIM HE PACKPhITO OCHOBHOE COIEp)KaHUE
yueOHOro Mmarepuaia; OOHapy)KEHO HE3HAHHE WM HEMOHMMaHue Ooibliedl umu Haubosee
BXHOW YacTH Y4eOHOro Marepuaia; AOMYIIEHb OMIMOKH B OMNPENCIICHUW TMOHITHHA, MPHU
UCIIOJIb30BAaHUU TEPMHUHOJIOTHH, KOTOpbIE HE HCIPABICHbl I10CIE€ HECKOJIBKHX HABOISIIUX
BONIPOCOB;, HE c(HOpMHpPOBaHBI KOMIIETCHIIMM, YMEHHUS ¥ HaBBIKM IYOJUYHOH peuw,
apryMeHTaluu, BeICHUS JTUCKYCCUU U TTOJIEMUKU, KPUTHYECKOTO BOCIIPUATHS HHPOPMAIIIH.

PesyabTaTsl 3cce:

1 6aj1 — BeICTaBISICTCS CTYJCHTY, €CIIM BBITIOJHEHBI BCE TPEOOBaHMS K HAITMCAHUIO 3CCE:
o0o3HaueHa mpobiieMa M 00OCHOBaHA €€ aKTyaJbHOCTbH; NMPOBEICH aHAIN3 Pa3IMYHBIX TOUYEK
3peHusi Ha paccMaTpuBaeMyr0 MpoOJeMy U JIOTHYHO M3JI0KEeHa COOCTBEHHAs MO3UIHS;
c(OopMyIHpPOBaHBl BBIBOJBI, TE€Ma pACKPBITA MOJHOCTBHIO, BBIACPKAH O00BEM; COOJIIOICHBI
TpeOOBaHUS K BHEIIHEMY O()OPMIICHHUIO; BBHITIOTHEHA KaUeCTBEHHAs IPE3CHTALIHS;

0,8 0ana — BBICTABJISIETCS CTYACHTY, €CJIM OCHOBHBIE TPEOOBaHUS K 3CCE BBIMOJIHEHBI,
HO TPUCYTCTBYIOT HEAOYEThl. B 4acTHOCTH, UMEIOTCSI HETOYHOCTH B M3JIOKEHUU MaTepuaa;
OTCYTCTBYET JIOTHUECKasl IOCIEIOBATEIbHOCTh B CYKACHHUAX; HE BBIIEpXKaH O0BEM 3cce;
UMEIOTCS YIYIIeHUs B 0OPMIICHUH U TIPE3CHTALINN;

0,5 0aju1a — BBICTABIIACTCS CTYIEHTY, €CIH BBINOJIHEHBI BCE MMEIOTCS CYIIECTBEHHBIC
OTCTYyIUIEHUsI OT TpeboBaHUM K 3cce. B uyacTHOCTH: TeMa pPaCKpBITHl YaCTUYHO; JOIMYIIEHBI
OIIMOKY B IPE3CHTALINN WIIH pedepare U OTCYTCTBYIOT BBIBOIBI;

0 6a/uIOB — BBICTABISIETCS CTYACHTY, €CIM TE€Ma 5CCe€ HE PACKPBITHI, OOHAPYKEHO
CYIIECTBEHHOE HETTOHMMAaHHUE MPOOJIEMBI WIIM 3CCE HE MPECTABICHEBI BOBCE.

KpuTepuu olleHKU TBOPYECKOTO PEUTHUHTa

Pacnipenenenne OamioB OCyHIeCTBISETCS 10 pemieHHIO Kadeapsl W pe3yibTar
pacnpezeneHusi 0ajioB 32 COOTBETCTBYIOIIUE BBl pabOT MpEACTaBIsSETCS B BUAE CIEAYyIOIIEH
TaOJIUIIBI

Bun paboTs! o pa3zgeny (Teme) JUCITUTLTHHB KomngectBo 6annos,
MaKCHMaJIbHO
Paspabomxa npezemmayuu no meme 4 Pacnopadumenvhvie O0OKyMeHMb. 10

Cocmasnenue npuxazoe, ykazauuil, pacnopsasxcenuu. Opeanuzayuonnvie
OOKYMeHmbl.

Paspabomxa npezenmayuu no meme 6 Opzanuzayus onepamusHo20 XpaHeHus. 10
doxkymenmos. Popmuposarue oe.
Hroro: 20

Kpurtepun onieHKH NpPOMe:KYyTOYHOM aTTeCTANMHI

JK3aMeH M0 pe3y/ibTaTaM U3Y4YEeHUs TUCHUIUINHBI «OCHOBBI JETOBOM TOKYMEHTAllMU U
JIeNIOTIPOU3BOJICTBA B OpraHm3auuu» B | cemecTpe NPOBOAUTCA B YCTHOW QopMme H
cooTtBeTcTBYET 40 6ass1aM. 3a4eT COCTOUT U3: (U3 IBYX TEOPETUUECKUX BOMPOCOB).

Onenka 1o pe3yapTaTaM 3a4€Ta BBICTABIISAETCS UCXOMS U3 CIEAYIOIINX KPUTEPUEB:

- IpaBWJIbHBIN OTBET Ha MepBbIi Borpoc — 10 Gamos;

-NIpaBWJILHBINA OTBET Ha BTOpOH Borpoc — 10 6anos;

-paBUJILHBIA OTBET Ha MpaKTHYecKoe 3aaanue- 20 6aios.

HroroBeiii  0ann  ¢opmupyercss CyYMMHpPOBaHMEM OajuloB 3a IPOMEXKYTOUHYIO
aTTeCTaIMIo0 M O0aJIJIOB, HAOpAHHBIX TIEpE]T aTTecTaluel B TeueHne cemecTpa. s oOygaromux cs
ouHol (hopmbl mpumensiercs 100-6aibHas OlIeHKa 3HAHUH, U1 00Yy4YaIOIIMXCs 320YHOM (hOPMBI
00y4YeHHsI — TPaIUIIMOHHAS YeThIpeX0aJUThbHASI CHCTEMA OIICHKH 3HAHUH.
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IToxa3aTen U KPpUTePHH OLCHNMBAHUS IVIAHNPYEMbIX Pe3yJIbTATOB OCBOCHHS
KOMIIeTeHIUIi M pe3yJbTATOB 00y4eHH s, IIKAJA OLleHHBAHUS

100-
0a/lsIbHAN
cucremMa
OLICHKH

TpaauuuoHHasi
YeThIpexoalIbHAs
CHUCTEMA OLEeHKH

dopmupyeMble
KOMIIeTeHINH

(MHAUKATOPBI

KOMIIeTeHII)

Kpurepun onennBanus

85 -100
OaJuIoB

«OTIIUYHO)»
«3a4meHo»

OK-5

3HaeT BEPHO U B MOJIHOM 00BhEME: OCHOBEI
KOMaH1000pa30BaHus U MPOSKTHON JIeATETbHOCTH
YMeeT BepHO | B ITOTHOM o0BeMe: paboTaTh B
KOJUICKTUBE TI0 PEIICHUIO KOHKPETHBIX MPOSKTHBIX
3ajad.

BrnaymeeT HaBBIKaMU BEPHO U B MIOJIHOM 00beMeE:
HaBBIKaMU PEaI3allid COBMECTHBIX TBOPUSCKUX
MIPOCKTOB.

I1K-10

3HaeT BEpHO U B IOJHOM 00bEMe: COBPEMEHHBIE
TEXHUYECKUE CPEICTBa U HHPOPMALMOHHBIE
TEXHOJIOTHH, UCTIONIb3yeMble IPU PELICHUH
KOMMYHHUKATHUBHBIX 3ajad.

YMeer BepHO U B IOJHOM 00beMe: IPUMEHSTh
COBPEMEHHBIE TEXHUYECKHE CPEACTBA U
UH(QOPMaIMOHHBIE TEXHOJIOTHHU P PEIICHUN
KOMMYHHKATHBHBIX 3a7ad.

Brnaneet HaBBIKaMU BEPHO U B IIOJIHOM 00BEME:!
HaBBIKAMH HCIIOJIb30BAaHUS COBPEMEHHBIX TEXHUUECKUX
CpeAcTB M MHPOPMALUOHHBIMH TEXHOJIOTHSMH MPH
peIIeHNN KOMMYHHKATHUBHBIX 3a/1a4

70 -84
0asIoB

«XOPpOIIO»
«3a4meHo»

OK-5

3HA€eT ¢ HE3HAYUTEIHLHBIMU 3aMEUaHUIMU: OCHOBBI
KOMaH/1000pa30BaHus U MPOSKTHOM JIeATSIIbHOCTH
YMeeT ¢ He3HAYUTEIbHBIMH 3aMEUaHUsIMU: padoTaTh B
KOJUIEKTHBE TI0 PEIIEHUIO KOHKPETHBIX IMMPOSKTHBIX
3a7ad4.

Biageer HaBbIKaMH ¢ HE3HAYUTEILHBIMU 3aMEUYaHUSIMU:
HaBBIKAMU PeaIM3alid COBMECTHBIX TBOPUECKUX
IIPOEKTOB.

I1K-10

3HAeT ¢ HE3HAYUTEIbHBIMU 3aMCUAHUSIMU:
COBPEMCHHBIC TEXHUYCCKHE CPEACTBA U
I/IH(l)OpMaI_[I/IOHHble TCXHOJIOTHH, UCITIOJIB3YCMBIC ITPU
PCHICHUN KOMMYHUKATUBHBIX 3a1a4.

VYMeeT ¢ He3HAUUTEILHBIMU 3aMCUAHUSIMU: NPUMCHATH
COBPEMCHHBIC TEXHUYCCKUEC CPEACTBA U
I/IH(bOpMaI_[I/IOHHLIe TCXHOJIOTHUHU IIPpU PCHICHUN
KOMMYHUKATUBHBIX 3a1a4.

BnaaeeT HaBBIKaMH C HC3HAYUTCIBbHBIMU 3aMCUYaHUSMMU:
HaBbIKaMU UCTIOJIb30BAHUS COBPEMCHHBIX TCXHUYCCKUX
CpCACTB U I/IH(I)OpMaL[I/IOHHLIMI/I TCXHOJIOTUSAMU ITPpU
PECIICHUM KOMMYHUKATHUBHBIX 3a1a4

50 -69
OaJuIoB

«YyOOBJICTBOPH-
TCIIBHO»
«3a4meHo»

OK-5

3HaeT Ha 6a30BOM YPOBHE, C OIIMOKAMHU: OCHOBEI
KOMaH1000pa30BaHUs U TIPOCKTHOH JESTEIHHOCTH
YMeeT Ha 6a30BOM YPOBHE, C OIIMOKaMU: pabOTaTh B
KOJUIEKTHUBE T10 PEIICHUIO KOHKPETHBIX MPOSKTHBIX
3a/1a4.

Bnageer Ha 6a30BOM ypoOBHE, C OITUOKaMHU: HaBBIKAMU
peanu3ainyi COBMECTHBIX TBOPUECKUX TPOCKTOB.
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I1K-10

3HaeT Ha 0a30BOM YPOBHE, C OIIUOKAMHU: COBPEMEHHBIC
TEeXHUYECKHE CPENICTBA  MH(OPMAITOHHBIC
TEXHOJIOTHH, UCTIOJIb3yeMbIe TIPH PELICHHN
KOMMYHHKAaTUBHBIX 3a7ad.

YMeer Ha 6a30BOM ypOBHE, C OIMIMOKAMH: IPUMEHSATH
COBPEMEHHbBIC TEXHHIECKHE CPEJICTBA U
WH(POPMALMOHHBIE TEXHOJIOTHH TIPU PEILICHAN
KOMMYHHKAaTUBHBIX 3a71ad.

Brageer Ha 6a30BOM ypoBHE, C OITMOKaMH: HaBBIKAMHU
UCTIONIb30BAHNS COBPEMEHHBIX TEXHHUYECKUX CPEJICTB U
WHPOPMALMOHHBIMU TEXHOJIOTHAMU MPH PELICHUN
KOMMYHHUKATHUBHBIX 33724

menee 50
OaJuIoB

«HEYIOBJIETBOPU-
TEIHHO»
«He 3a4UMeHOo»

OK-5

He 3Haer Ha 6a30BOM YpOBHE: OCHOBBI
KOMaH/1000pa30BaHusI U IPOCKTHOM MESITEILHOCTH

He ymeer Ha 6a30BOM ypoBHE: pabOTaTh B KOJUICKTUBE
0 PEIICHUIO KOHKPETHBIX MPOEKTHBIX 33/1a4.

He Biazeet Ha 6a30BOM ypOBHE: HABBIKAMH pean3aliu
COBMCCTHBIX TBOPUYCCKUX IMPOCKTOB.

I1K-10

He 3HaeT Ha 6a30BOM ypOBHE: COBPEMEHHBIC
TEXHUUYECKUE CPE/ICTBA  HH(POPMALMOHHBIC
TEXHOJIOTUH, UCIIOIb3yEMbIC TPU PELICHHU
KOMMYHHUKAaTHUBHBIX 3aJa4.

He ymeer Ha 6a30BOM ypoBHE: IPUMEHSITH
COBPEMEHHbBIC TEXHHYECKHE CPEICTBA U
UH(OPMAIMOHHBIC TEXHOJIOTHHU MPU PEIICHUH
KOMMYHHUKAaTHUBHBIX 3aJa4.

He Brnaneer Ha 6a30BOM ypOBHE: HaBBIKAMH
MCIIOJIb30BaHMSI COBPEMEHHBIX TEXHUUECKUX CPEJICTB
UHQOPMAITIOHHBIMH TEXHOJOTUSMH [IPH PEHICHUH
KOMMYHUKATHUBHBIX 3a1a4
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JIUCT PETMCTPALIMM UBMEHEHUU (AKTY AJIU3ALIIN)
1. Pabouas mporpamMMa 10 Yy4eOHOH MJWCHMIUIMHE C BHECCHHBIMH JIOMOJHEHUSMU U

M3MEHEHHMSIMU PEKOMEH/IOBaHA K YTBEP)KJCHUIO Ha 3aceHaHuM Kadeapsl OyXraaTepcKoro ydera
U a”Hanu3a, npotokos ot 18.03.2020 Ne 8

3asenyromuii kapenpoit ()L//?j_?‘/‘ H.B. JlakTHOHOBa

CornacoBano Ha 3acenanuu YMC Kpacuonapckoro ¢punmana POY uwm. I'.B. Ilnexanosa,
npoTokoia ot 19.03.2020 Ne 7

[Ipencenarens %f/ I'.JI. ABarau

YrBepxneno coperom Kpacaomapckoro ¢pummana POY um. I'.B. Ilnexanosa,
npotokoia 26.03.2020 Ne 11

e
I[Ipencenarens ﬂﬂ/ A .B. IlerpoBckas
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Kpacnonapckuii puauan PIY um. I'. B. [lnexanosa

Kapra o6ecneyeHHocTH JUCHUNINHBI «OCHOBBI /1€JI0BOH JOKYMEHTAIMY U 1€JONPOU3BOJACTBA B OPraHU3allUuN»
Y4eOHbIMHU M3IAHUSMHU U HHBIMH HHPOPMALIMOHHO-0MOJIMOTEYHBIMH pecypcaMu

Kadenpa Oyxrantepckoro yuera v aHaau3a

OIIOII BO o HanpayieHuto noaAroToBku 38.03.01 DxoHoMuKa

Hanpasnennocts (mpoduis) nporpaMMbl « DHHAHCHI B KPEAUT

YpoBeHb NOATOTOBKY OaKaJIaBpuaT

Konu Komnuie Iloka3arens
4ecTB CTBO 00eCIIeYeHHOCTH
o OK3€MII CTy,Z[eHTOBv .
neuat | Hagnume B ObC H’g’;B qHCHTZHHOC = ﬁﬁ;ipiﬁ?{ﬁﬂ B
Ne HaunmenoBanue, aBTop BeIxonHble faHHBIE HBIX (ma/uer), 3BC);
1/ sk3eM | HazBanue DbC KaQeap | CTyACHTOR M
I - e(B (aem) =(cTon6end/crond
nabopa en’)
B TOpUH) (IpH OTCYTCTBUH B
(mrt.) () BC)
1 2 3 4 5 6 7 8
OcHoBHas1 JIuTeparypa
1 DNEeKTPOHHOE npaBuTenbCcTBO. | — M.: UHOPA-M, 2019. — 320 c. — Ha, 9bC X X 1
DNeKTpOHHBIN JT0KyMeHT0000poT. | (Briciee oOpazoBanue: bakanaBpuar). - X «Znaniumy
Tepmunsl u onpenenenus : yue0. | Pexxum nocryna:
nocobue / C.10. Kabamnios https://znanium.com/read?id=333614
2 2JIOKyMEHTUpPOBaHUE - M.: HUI] UH®PA-M, 2016. - 304 c.: 60x90 Ha, 9bC X X 1
yrpaeieHdeckoit  aestenbHocTu: | 1/16. - (Bbicmiee oOpa3oBanue: bakanaBpuar) X «Znaniumy
YueOHoe nocobue /| (Ilepemnér) ISBN 978-5-16-011744-7 -
Paznopoxusiii A. A. Pexxum gocryna:
https://znanium.com/read?id=177973
3 | JloxymeHTanMoHHOE obecrieueHue | 2-e u3., mepepad. u gorn. — M.: UTHOPA-M, Ha, 9bC X X 1
ynpaBieHus (nenonpousBonactso) | 2017. — 304 c¢. + Jlom. wmarepuaibl X «Znaniuy
: yue0. mocobue / T.A. brikoBa, | [DnexkTpoHHBId pecypc; Pexum mocryna
T.B. Ky3uenoa, JI.B. Cankuna. | http://www.znanium.com]. —  (Besicuee
oOpazoBanmue: bakanaBpuar). - Pexum

nocryna: https://znanium.com/read?id=28598
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https://znanium.com/read?id=333614
https://znanium.com/read?id=177973
https://znanium.com/read?id=28598

4 | OcHoBbl jienoBoit  (cimyxxebnoi) | M.: UH®PA-M, 2019. — 163 c. + Jlom. Ha, 9bC X X
MUCBMEHHOW peun B  cdepe | MaTepHualsl [ DIEKTPOHHBINA pecypc; Pexxum «Znaniumy
yopasieHus : yde0. mocobue / | mocryna: http://www.znanium.com]. —
C.1O. Kabamos. (Beicmiee oOpazoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52
ef2e4e4.18824396. - Pexxum pocrymna:
https://znanium.com/read?id=335870
Bcero
JlonostHUTE/ILHAS JIUTEPATypa
1 KondunenuunanpHoe Ha, 9bC X X
JIEJIOTIPOU3BOICTBO H «Znaniumy
3allHIICHHbIH aﬂeK_TpOHHHH - Mockaa : Jloroc, 2020. - 500 c. - (HoBas
ZIOKYMEHTO000pOT '..yqe6HHK /H. yHUBepcuTeTcKast Oubnuoreka). - ISBN 978-
H. Kynses, A. C. [Iémymkun, T. . .
B. Konpamosa, A, T’ 5-98704-71;[-8. - Tekcer : B:JIG_KTpOHHI)II/I. -
https://znanium.com/read?id=367431
®abpuvHOB ; oA obur. pexa. H.
H. Kynsiesa. - 2-¢ u3j., nepepao.
1 JIOTI.
2 | JleoBoe MUCHMO: y4eOHO- 10-e u3n., mepepabd. - Mocksa : Jlamkos u K, Ha, 9bC X X
CIpaBOYHOE TTOCOOUE IS 2020. - 161 c. - ISBN 978-5-394-03842-6. - «Znaniumy
6axanaBpos / aBT.-cocT. 1. H. TeKcT : 3NeKTPOHHBIH. -
Ky3Heros. https://znanium.com/read?id=358429
3 M.:HUIL] UH®PA-M, 2017. - 64 c.: 60x90 Ha, OBC X X
JlokyMeHTOBeIeHHE: Y ueOHOe 1/16 ISBN 978-5-16-102985-5 (online) - «Znaniumy
nocobue / Ymakosa O.A. Pexxum nmoctyma:
https://znanium.com/read?id=216012
Bcero
[IpenonaBarens C.A. XononuoHosa 3aB. kadenpoit “ g H.B. Jlaktnonona
(moamuck) (moamuce)
COT'JTACOBAHO ,
/
bubnmnorekapn /é/f ‘% H.U. Kpuso



https://znanium.com/read?id=335870
https://znanium.com/read?id=367431
https://znanium.com/read?id=358429
https://znanium.com/read?id=216012

(moamucek)
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