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Heap wu3ydyeHus: AUCHUIUIMHBI — SBISIETCS (QOPMHUPOBAHUE VY CTYIACHTOB 3HAHUUN
TEOPETUYECCKUX U MPAKTUYCCKMX OCHOB CO3JIaHUS JTJOKYMEHTOB YIIPABJICHHUS, a TaK)Ke MPUOOPETCHHE
HAaBBIKOB TPaMOTHOW © J(PQPEKTUBHON OpraHW3alMl COBPEMEHHOTO JCIIONMPOU3BOJICTBA Ha
MPEANPHUATHSIX U B OpraHU3alHsIX.

3a0auu:

® 3YYHTh 3aKOHOJATEIbHBIC U HOPMATHBHO-METOIUYECKHE JOKYMEHTBI, PEriaMeHTHPYIOIINE
padoTy ¢ JOKYMEHTaMH OpPraHu3allnu;

® OBHAKOMUTH C HpaBI/IJIaMI/I COCTAaBJICHUS U Oq)OpMJ'IeHI/Iﬂ ynpaBHeH'—ICCKI/IX IIOKYMGHTOB;

L] I/I3y‘~II/ITI> HOp?[IIOK pa6OTBI C JUYHBIMUA U CJIY)KC6HI)IMI/I IIOKYMCHTaMI/I;

e chopMHpOBaTH HABBIKU COCTABIICHUS U O(DOPMIIEHUSI OCHOBHBIX JOKYMEHTOB YIIPaBJICHUS;

® 3YYHTH PabOTy CITYKOBI JOKYMEHTAIIMOHHOTO O0CCIICUCHHSI YIIPABIICHUS;

® 03HAKOMUTH CIIYIIATEIICH C COBPEMEHHBIMU TEXHOJIOTHUSIMU OPTaHU3aIlMK JIOKyMEHTO000pOoTa
MPEANPUATHI U OpraHU3aL[Hi.

Pabowas mporpamma yd4eOHON AMCHUIUIMHBI COCTaBIeHA Ha OCHOBaHMM DenepanbHOTO
roCyJJapCTBEHHOTO 00pa30BaTeIbHOIO CTaHAapTa.
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I. OPTAHU3AIIMOHHO-METOJJUYECKHA PA3JIEJI

1.1 leap AuCHUNINMHBI

Llenpto W3y4YeHUs JUCHUIUIMHBI — SIBIsIeTCS (OPMHPOBAHHME Yy CTYACHTOB 3HAHHMN
TEOPETUUYECKUX U MPAKTUYECKUX OCHOB CO3/1aHUS JOKYMEHTOB YIPABJICHUS, a TAKXKE NIPHUOOpETeHne
HAaBBIKOB TpaMOTHOW # 3((EeKTUBHOW OpraHU3aldyd COBPEMEHHOTO JICJIONPOHM3BOJICTBA Ha
IIPEANPUATUAX U B OPraHA3aALMSIX.

1.2 YyeOHBIC 32291 JHCIHILINHBI
3amayaMy JUCIUILIMHGI SIBIISTFOTCS:

1. u3yuuTh 3aKOHOJATENbHBIE U HOPMAaTUBHO-METONYECKUE JOKYMEHTBI, perilaMeHTUPYIOIIHE
paloTy ¢ JOKYMEHTaMH OpraHu3aluy;

2. 03HAaKOMHTH C MPABUJIAMH COCTABJICHUS U O()OPMIICHUS YIPABICHUYECKUX JOKYMEHTOB;

3. U3Y4YMUTb HOPSAOK PAOOTHI C IMYHBIMU U CIYKEOHBIMU JTOKYMEHTAMU;

4. chopMHpOBATH HABBIKK COCTABIICHUS U OPOPMIICHHUS OCHOBHBIX JJOKYMEHTOB YIPABJICHHUS;

5. M3y4MTb PabOTy CIIy>KObl JOKYMEHTAIL[MOHHOTO 00ECIIEYEeHHUs YIIPABICHMS;

6. 03HaKOMHTB CITyHIaTelIel ¢ COBPEMEHHBIMHI TEXHOJOTHSIMH OpraHU3alMy JOKYMEHTOO0O0pOTa
IIPEANPUATUI U OpraHu3aLHii.

1.3 Mecro aucuumiuabl B cTpykrype OIIOII BO (ocHoBHOW mnpodeccHOHATbHOM
00pa3oBaTeJIbHOM MPOrPaMMbl BbICIIET0 00Pa30BaHUs)

JucturumHa «OCHOBBI JICIOBOM JOKYMEHTAIIUHU U JICJIONPOU3BOICTBA B OPraHU3AIMH» OTHOCHTCS K
6a3oBoi yactu yuebnoro miana (b1.5.10).
JInist yCHemHoro 0CBOSHUS TUCIHUILTHHBI «OCHOBBI JICIIOBOW JOKYMEHTAIMH U JIEJIONPOU3BOJICTBA B
OpTaHU3aINI CTYICHT JOJDKEH:

1.3HaTh: OCHOB JICJIONPOU3BOICTBA B COOTBETCTBHH C COBPEMEHHBIMHU PEAIIUSIMHU;

2.¥YMeTh: pemiath CTaHIApTHBIE 3a1a4d NPOPECCHOHATBHON NEATETPHOCTH Ha OCHOBE
uHpopMaMOHHOW u  OubnHorpaduyeckoil KynbTypbl € TNpPUMEHEHHEM HWH(OPMALUOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTMH W C YYE€TOM OCHOBHBIX TpeOOBaHUN HWH(POPMAIIMOHHOM
0C30IMaCHOCTH;

3.Baagerb: CIIOCOOHOCTBIO NMPOEKTHPOBATh OPraHU3ALMOHHYIO CTPYKTYpPY, OCYILECTBISATh
pacmpeseneHre NOJTHOMOYHM U OTBETCTBEHHOCTH Ha OCHOBE UX JICTIETUPOBAHUSI.

1.4.00beM AMCUMIIMHBI M BUABI YU4e0OHOIl padoThI

Iloka3aTesn 00beMa TMCUMIIMHBI Bcero yacoB no popmam o0yueHust
Ounas | 3aounas | OuHo-3a04yHast

O0beM TUCIUIUTMHBI B 324ETHBIX SJIMHUIAX 2
O0BbeM IUCIUIINHEI B 4acax 12
KonrakTHasi padoTa o0y4aommxcs ¢ 28,25 8,25 24,25
npenoaasareyaeM (KoHTakT. yacel),
BCEro

1.AynutopHas pabota (Ayn), Bcero: 28 8 24
B TOM YHCIJIC: -

JEKLUH, B TOM UHUCJIE HHTEPAKTUBHbIE 14(4) 4(2) 8(4)

0

nabopaTtopHbIe 3aHATHUS, B TOM YHUCIIE - -
WHTEpPaKTHUBHEIE ()

NpaKkTH4eCKue (CEeMHHAPCKHUE) 14(4) 4(2) 16(4)
3aHSTHUS], B TOM YUCIIC HHTEPAKTHBHBIE ()

2.9nexTpoHHOe 00ydenue (DeK.)

3.MaauBuayanbHbIe KOHCYJIBTAIINH
(MK)




4.KonTaktHas paborta o
MPOMEKyTOoUHOM artectanuu (Karr)

5.KoHcynbTanus nepen 5k3aMeHOM
K9)

6.KonrakTHas paboTa 1o 0,25 0,25 0,25
MPOMEXKYTOYHOM aTTeCTaluy B IEPUOJT IK3.
CECCHUH, cecCHu 3a04H. ()OPMBI O0yUEHHS
(Kartak3)

CamocrostenbHas pabora (CP). Bcero: 43,75 63,75 47,75

B TOM YHCJIC:

camocrostenabHas padota B cemectpe (CPc) 60

caMoCTOsITeIbHAs PaboTa Ha KypCOBYIO
pabory

caMOCTOsITeNTbHAsE paboTa B TIEPHO.T 3,75
sk3.ceccuu (KoHTpOIB)

KonrtakTHas paboTa Ipu NpOBEAEHUHN YUYE€OHBIX 3aHATHH MO JUCLUIUIMHE OCYIIECTBIISIETCS B
COOTBETCTBHH ¢ MpukazoM MunoOpHayku Poccun ot 05.04.2017 Ne 301 «O06 yTBep»)aeHUH MOPSIIKa
OpraHU3alMK U OCYILLECTBICHHS 00pa30BaTENbHOMN AEATEILHOCTH 10 00pa30BaTEIbHBIM IIPOrpaMMaM
BbICIIEr0 00pa3oBaHUsl — IporpaMMam OakaiaBpuaTa. MporpaMMaM CIEHUAUTETa, MMporpaMmmam
MarucTpaTypbi».

1.5 TpeGoBaHus K pe3yJibTATaM OCBOEHHS COAEPKAHUA TUCUUILINHBI

B pe3ynbTare 0CBOCHUS AMCIUILUIMHBI B COOTBETCTBHH C BHIIAMH MPO(ECCHOHAIBHOM IEATEIILHOCTH,
Ha KOTOpBIE OPHEHTHpPOBAHA TporpaMma OakajgaBpuara, IOJDKHBI OBITH PEHICHBI CIEIYIOIINE
npodeccuoHanbuple  3amaun U copmHupoBaHbl  cienyromme — oOmiekynsTypHeie  (OK),
npodeccuonansubie ([1K) kommerennmu:
OK-5 CnocoO0HOCTBI0O padoTaTh B  KOJUICEKTHBE, TOJEPAHTHO BOCHPHHHMMAS
coluaIbHbIe, STHHYECKHE, KOHPECCHOHATbHBIE U KYJIbTYPHBIE PA3JIHYHsI
B pesynbrate ocBoenus komnerenuuu QK- 5 cryaeHTt gomkeH:
3HATh: OCHOBBI KOMaH000pa30BaHUs M TPOSKTHOM EATEILHOCTH.
YMeTh: paboTaTh B KOJJIEKTUBE MO PEIICHNIO KOHKPETHBIX MPOESKTHBIX 3a/1a4.
BianeTs: HaBBIKAMH peaJU3aMA COBMECTHBIX TBOPUYECKHUX TIPOEKTOB.

IMK-10 Cnoco0HOCTHI0 HCHOJIBL30BATh /JIS  pellleHHs] KOMMYHHMKATHBHBIX 3a/1a4
COBpPEMEHHBbIe TEXHHYECKHE CPeACTBA U HH(POPMALMOHHbIE TEXHOJIO0IHH
B pesynbrare ocBoenust komrnerennuu [1K-10 ctyneHT gomkeH:
3HaTh: COBpEMEHHBIE TEXHUUECKUE CPEICTBA U MH(OPMAIIMOHHBIE TEXHOJIOTUH,
HCIIOJIb3YEMBIE IPH PEIIEHUH KOMMYHUKATHBHBIX 3a/1a4.
YMeThb: IpUMEHATh COBPEMEHHbIE TEXHUYECKHE CPEICTBA U HH(OPMAIIMOHHbBIE TEXHOJIOTUU
IIPY PEIICHHA KOMMYHHUKATUBHBIX 3a7a4.
Baajgerb: HaBBIKAMU HCIIOJIB30BAHUS COBPEMEHHBIX TEXHUYECKUX CPENICTB U
MH(OPMALIMOHHBIMU TEXHOJIOTUSAMHU IIPU PEIIEHNH KOMMYHUKATUBHBIX 3a/1a4.

1.6 ®opMBbI KOHTPOJISI

Texkymmii KOHTpoJIb (KOHTPOJb CAaMOCTOSITENBHONW paOOThI) OCYIIECTBISETCS B Ipoliecce
OCBOEHHMS JUCHUIUIMHBI JIEKTOPOM M TIPENOAABaTENeM, BEAYIIMM IPAKTUYECKUE 3aHATHSA B
COOTBETCTBHUH C KaJCHJApHO-TEMATUYECKUM IIJIAHOM, B 00bEME YacoB, 3allJIJaHUPOBAHHBIX B pacyere
Mearornyeckoi Harpy3KkH 1o AMCHUIUIMHE B BUJE CIEAYIOUMX padoT:

- YCTHOTO OIIpoca 110 TeMawm;
- BBINIOJIHEHUE MUCbMEHHOM JIoMalliHel paboThI;
- TECTUPOBAHU,

- TPYIIIOBAs TUCKYCCHS;

-KOHTpOJIbHAs paboTa;



- 3cce

-MHTEPAKTUBHAS JICKIUS

[Tpomexyrounas arrectanus B 1 cemectpe s 04HOM (popmbl 00yueHUs — 3a4eT.

[IpomexyTouHas aTTecTanus BO 2 ceMecTpe Ui OYHO-3a04HOM popMbl 00yueHus — 3a4eT.
Pe3ynbTathl TEKyIIEro KOHTPOJIS U MPOMEKYTOYHON atTecTanii (OPMUPYIOT PEHTHHTOBYIO OIICHKY
paboThl oOydatomierocs mo mporpamMme OakanaBpuata. Pacnpenenenue 6amioB npu GopMHUpPOBaHUH
PEUTHHTOBOM OIEHKH PabOTHI 0OYUAIOIIETOCs OCYIIECTBISIETCS B COOTBETCTBUU C «llojoxeHuem o
PEUTHHTOBOM CHUCTEME OIEHKH YCIIEBAGMOCTHM M KadyecTBa 3HAHWU CTYJICHTOB B (QenepalbHOM
rOCy/IapCTBEHHOM  OIO/DKETHOM  OOpa30BAaTENbHOM  YUPEKICHUH  BBICIIETO  OOpa30OBaHUS
«Poccuiickuii skoHoMuYeckuid yHuBepcuTeT umeHu [.B. Ilnexanosay. Pacnipenenenue GamioB 1mo
OTIENbHBIM BHJAM paboOT B mpoiecce OcBoeHHs AucuuiiuHbl «lIpaBo» ocymiecTBisieTcs B
cooTBeTCcTBUU ¢ pasnenom VIIIL
1.7. TpeOoBanusi K aJanTanuu Y4eOHO-MeTOAUYECKOr0 o0ecnevyeHUs] IMUCHUILIHHBI [JIA
00y4yauuxcst ¢ OrpaHMYCHHBIMHU BO3MOKHOCTSAMHU 310POBbSI U HHBAJIHM/I0B

TpeOoBanmsi K ajmanTalyl  y4eOHO-METOAMYECKOTO OOecleyeHusl JUCIHIUIAHBL IS
oOy4aromuxcsi ¢ OrpaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI U HWHBAIMJIIOB OIpEACICHBl B
«Ilonoxxennn 00 opraHuzanuu 00pa30BATEIBLHOIO TMpolecca Uil HWHBAIMAOB M JHI[ C
OrpaHUYEHHBIMH BO3MOXHOCTAMH 3700poBb B @PI'BOY BO «POY um.I'.B.Ilnexanosay.
(http://www.rea.ru)

HabGop agantaninoHHBIX METONOB OOY4EHHUS, MPOIEIYpP TEKYLIEro KOHTPOJS YCIIeBAaEeMOCTH,
MIPOMEXKYTOYHON aTTECTAIlMM OCYIICCTBIISCTCS HCXOIs W3 CHEeMUPUICCKUX OCOOCHHOCTEH
BOCHPUATHSA, TepepaboTKu MaTepuana OOy4YalOUUMHUCS C OrPAaHUYEHHBIMU BO3MOXXHOCTSIMU
3I0POBbSI C YYETOM PEKOMCHJAINN MEIMKO-COIMATBHON 3KCIEPTU3bI, MPOTrPAMMEBI Pea0MIIATAIIIN
MHBAJIN/IA C YYETOM UHAUBUAYAIbHBIX CUXO()U3UUECKUX OCOOCHHOCTEH.



II. COAEPX KAHUE IMTPOT'PAMMBI YYEFHOM JUCIUILIUHBI

Conep:xanue AUCHUIIMHBI «OCHOBBI 1JI0OBOI TOKYMEHTALUH U JACTOIPON3BOJICTBA B OPraHU3aI[Ny», OITMCAHUE [TOKA3aTeNIeH U KpUTEPHEB OLICHUBAHUS
KOMITETEHIIMI Ha pa3IMYHbIX dTanax ux popmupoanus B mporecce ocsoenus OIIOITI BO

Tabmuma 2.1
HaunmenoBanue Conepxanue Dopmupye OO6pa3oBaresbHbIE TEXHOJIOTHH
M
paznena MBbIE
JUCITUTUTAHBI KOMIIETEHI]
(Tembl) 1201
Tema 1 YHuukanus W CcraHAapTh3anus Ae’IoBoi nokymeHnrtamuu. CioBapb- | OK-5; JHexyuu, npakmuueckue 3anamus,
OpranuzalvoHHbIE | MUHUMYM TEPMHHOB U omnpenenenuid. OOmme Hopmbl u  mpasuia | [TIK-10. camocmonmenvnan paboma  cmydenmos,
) Buvinonnenue u npoeepka RUCOMEHHOU
OCHOBBI oopmIeHHs TOKYMEHTOB (pa3Mepsl OyMaru, mojiel, HyMepamus CTpaHHIl domawnei padom
$
JEJIONPOU3BOJICTBA | U T.JI.) IPUMEHSIEMOE B ACIOMPON3BOICTBE. Yemnsiii onpoc no meme.
. bnanku
JIOKYMEHTOB.
Tewma 2 Knaccudpukanus nmenoBodt  moxkymenranuu. [IpaBuma  odopmitenus | OK-5; Jexyuu, npakmuuecKkue 3anamus,
OpranuzaloHHO- | PEeKBU3UTOB OJIaHKa M HX pacroioxkeHuss Ha crangaptHoMm ¢opmate | [TIK-10. camocmonmenvnan paboma  cmydenmos,
acriopsauTenbHas | Oymaru, pasmepbl moneid. Dopmynsp-oOpaser] TPYIIbl JTOKYMEHTOB Yemnotii —onpoc no meme, Beinonnenue u
p p y » P p o pMYJIAp-00paseil TpyIl HOKY i npoeepka  RUCbLMEHHOU  Oomawineiw pabdom,
JIOKYMEHTAIHsI. NPUHAAISKAINX K OJHOH cucteme. ouckyceusn
Ob6mas [TpoexkTupoBanue  OnaHKOB  JOKyMeHTOB  opranuzanmu. Cocras,
XapaKTepUCTHKA odopmIIeHHe, U3TOTOBJICHNE, XpaHeHHE OJIaHKOB OpraHU3aIiu.
CTUJIS CiTykeOHOU | braHk JoKymMeHTa: MOHSTHE, Ha3HAUYCHUE, BUJIBI OJTaHKOB (OOl OJaHK,
JIOKYMEHTAIUH. OnaHk mHchbMa, OJaHK KOHKPETHOTO BHJAA JIOKyMEHTa (KpOMe MHCHhMA).
CocraB, odopmieHne pekBU3UTOB OnaHka. (OCOOEHHOCTH  SI3BIKA
cIykeOHbIX JTOKyMeHTOB. Kommo3uiuss mgokymenta. CTpyKTypHbIE
ommnbku. HeymecTHOoe M HeompaBIaHHOE yHOTpeOJeHHE MHOCTPAaHHBIX
CJIOB.
Tema 3 Oukcanusi (onmucaHWe) JIOKaJIbHBIX TpaBWi, HOpM, mnonoxenui, | OK-5; Humepaxmuenan nexyus, npakmuuecxkue
CrnpaBouHo- ONpeNeNAIOMX CTaTyC OpraHu3aluM, ee CTpyKTypy, IraTtHyto | [1K-10. 3AHAMUR, CAMOCMOAMENbHAR paboma
o cmyodenmos, YCmHuulii onpoc no meme,
WH(POPMAIMOHHBIE | YHCICHHOCTh W JTOJDKHOCTHOW COCTaB, KOMIIETEHIMH JTOJKHOCTHBIX JIHIT 4
o Boinonnenue u npoeepKka nuCbMeHHou
JIOKYMEHTHI. U CTPYKTYPHBIX TOJpa3JelieHui, (YHKIMOHAIbHOE COJEpKaHUE domauneii paGomsl
JenoBas NeSITeTHHOCTH OPTaHM3alliU B 1IEJIOM, €€ TIOJpa3IelieHuil 1 paObOTHUKOB,
nepenucka. uX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTb M JIp., B OPraHU3ALMOHHO-
CocraBnenue pacropsANTENbHBIX JOKYMEHTaX OpraHU3aIiH.




aKTOB U CrpykTypa, Ha3HaueHHe, TOpPSIOK pa3pabOTKM, COIJIACOBaHHUS U
IIPOTOKOJIOB. yrBepxacHus [IpaBui1 BHyTpeHHEro TpynoBOro pacrnopsjaka, Ilonoxenus

o mepcoHane, IlomoxkeHuss 0  CTPYKTYpHOM  HOJpa3JelICHHUH,

JloiokHOCTHOM MHCTpyKuuu. llltaTHoe pacnucaHue Kak IepBUYHBIN

YUYETHBI JOKYMEHT IO y4yeTy KaapoB. O3HakoMmieHHE pPabOTHHUKOB ¢

JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMH OpraHU3aLluu.

Buasl 1 Ha3zHaueHue MHGPOPMALMOHHO-CIIPABOYHON JIOKYMEHTAllUU IO

kagpam.  Ilopsmok  odopmieHus,  OCHOBHBIE  PEKBU3UTBI U

IPaBONPUMEHUTENNbHAS ~ IPAKTHKA  MCIOJIB30BaHUS  JIOKJIAJHBIX,

CITy’)K€OHBIX U OOBSICHUTEIBHBIX 3aIUCOK, TPEICTABICHIH, TIPEATIOKEHHH,

3asBJICHUH, aKTOB, CIPABOK U JIp. B KAUeCTBE OCHOBAHUU JJIsl MPUHATUN

pemeHuii B cepe yrnpaBieHHs IEPCOHAIOM OpPTraHU3aIIH.
Tema 4 OpraHu3anroHHO-pacopsIUTeIbHbIC JIOKYMEHTBI: nousrue, | OK-5; Jexuuu, npakmuyeckue 3anamus,
PacnopsimuTenbHpl | HAa3HAYEHHWE, OCHOBHBIC BUIBI (OpraHu3alMoOHHEIC, pacnopsautenshble, | [1K-10. camocmoamensuas paboma cmyoenmos,
€ J0KYMEHTBL CIIPABOYHBIE). §u0Kyccuﬂ, Yemmuwiit onpoc no meme,

blnOJ/IHEHUE U NPOBEPKA RUCOBMEHHOU

CocraBnenue OpranuzalvoHHbIE JIOKYMEHTBI: YCTaB, IOJOKEHUE, CTPYKTypa U domawneii paomsl
IPUKAa30B, HITaTHAsE YMCIIEHHOCTh, IITAaTHOE paclHCcaHue, MpaBUiia, JOJKHOCTHAS
YKa3aHUH, WHCTPYKIIMS, UX Ha3HAYCHUE, XapaKTEPUCTUKA M COCTaB, TPeOOBAaHUS K
pacropsKEHUH. oopMIIeHHIO, IOPSIIOK YTBEPKICHUS.
OpranuzanvonHsle | PacnopsauTenbHble JOKYMEHTBI: OCTAaHOBJIEHUE, MPHUKa3 (110 OCHOBHOM
JIOKYMEHTBI. JEATENIBHOCTH U 10 JHMYHOMY COCTaBy), PAacHOpPsSKEHUE, COBMECTHBIN

paclopsSAUTENbHBIM JTOKYMEHT, HMX Ha3HAu€HHE, XapaKTepUCTHKa W

cocTaB, TpeOOBaHUs K 0(hOpMIIEHUIO.

CnpaBouHo-MHGOPMAIIMOHHBIE ~ JOKYMEHTBI:  CIYy)KEOHBIE  TIHCHbMA,

CHpPaBKM, JIOKJIAJHBIC 3alUCKH, IPOTOKOJbI, aKThl, 3asBJICHUS, HX

XapaKTEePUCTUKA U COCTaB, TpeOOBaHUS K OPOPMIICHUIO.

Tumbl OKYMEHTOB: MOJUIMHHUK, KOMHMSA, MAyOJMKaT, BBINHMCKA, UX

HazHayeHue. llopsnok odopmieHHs W BbIJAYM KONUM M AYyOJIMKATOB

JIOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5 Perucrtparusi JOKyMEHTOB: TOHSATHE, IIEJH, 3a1a4i, Mecta peructpanuu | OK-5; Humepaxmuenan  nekyusa,  npakmuyeckue
Opranuzanus pa3IMYHBIX KaTeropuil AokymeHToB. Cuctembl u ¢opmsl peructpanuu | [1K-10. sanamus, — CAMOCMOAMENLHAA paboma
JIOKYMEHTOOO0OpOT | (KypHaJibHas, KapTOyHas, aBTOMAaTH3MPOBAaHHAs), WX JOCTOMHCTBA H Zmy denmos,  Yemupii - ompoc . no  meme,

blnoJiHéHue u npoeepka RUCODMEHHOU

a. Opranusanus HenoctaTku. Ilokasarenu, BBOJMMBIE B PETUCTPALMOHHBIE (DOPMBI. domamneii paGomu, Tecmuposanue.
peructparuu Oco0OeHHOCTH perucTpanui BXOSIMIMX, HCXOAAIIUX M BHYTPEHHHX

JOKYMCHTOB U

JOKYMCHTOB.




KOHTPOJIb CoctaB BBINOJIHAEMBIX Pa0OT IpPU OTHPABKE HCXOAALIMX JIOKYMEHTOB:
UCTIOJTHEHUS NpOBEpPKa MPABMIBHOCTU O(OPMIICHHS, HATMYUS TPUIIOKEHHH, apecarta,
JIOKYMEHTOB. COpPTHpOBKA II0 ajgpecaTaM W BUAAaM OTIIPABICHHH, COCTaBIEHUE OMNMCU

paccbulkd. TpaguIMOHHBIM C€HOCOO OTIPaBKU JIOKYMEHTOB (IIOYTOIN).

OTnpaBka JJ0KyMEHTOB € IIOMOLIbIO TenedoHa, (hakca.

KoHTponb HCHONHEHHUS JOKYMEHTOB: TIIOHSITHE, Ha3HAuY€HHWE, BH/IBL.

[TpuHiunsl opraHu3anuu  KOHTposs. CpoOKH MCIIOJHEHMS: THIIOBOM,

WH/IMBUYAIbHBIA. TeXHOIOTUS BeIeHHUsI KOHTPOJIsL. AHAIN3 UCIIOTHEHHUS

JIOKYMEHTOB B YUPE)KJICHUU.

B3anMocBs3b peructpanui JOKYMEHTOB H MH(POPMALMOHHO-CIIPABOYHOM

pabotbl. Opranu3anus padoThl C IOMOUIbIO CIIPABOYHBIX KapTOUEK.

JIOJDKHOCTHBIE JIMIIA, OCYIIECTBISIONIME PETHUCTPAIMIO M KOHTPOJIb

UCIOJIHEHUS, UX (PYHKIIMM U IpaBa.
Tema 6 Homenkmarypa nen: mnonstue. 3HaueHue HoOMeHKIaTypel naen miusa | OK-5; Jexyuu, npakmuueckue 3anamus,
Opranuzauus KJacCU(pUKallMi JTOKYMEHTOB, orepatuBHoro xpaHenus u wux mpen | [TK-10. camocmonmenvnan paboma  cmydenmos,
OTIEPATUBHOTO apXMBHOM MOATOTOBKHU. Buabl Homenknatyp aen. [lopsgok cocraBnenus, Yemnuit - onpoc no meme, Bunoanenue u

o npo6ePKa NUCOLMEHHOU OoMawHell pabomol, Icce

XpaHEeHHUs oopmieHHs, YTBEP)KICHUSI U IPUMEHEHUs KOHKPETHOM HOMEHKJIATypbl
JIOKYMEHTOB. nen. [Topsnok GpopMupoBanus nei.
dopmupoBaHue Opranu3anus XpaHEHUS  MCIOJHEHHBIX JOKYMEHTOB. (OCHOBHBIE
Tedt. TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB, PErJIaMEHTHPYIOIIUX IaHHBINA

3Tal  JIOKyMeHTooOopoTa.  OTBETCTBEHHOCTh 32  COXPaHHOCTb

JTIOKYMEHTOB.
Tema 7 OcHOBHBIE 3Tanbl Nepeayd JOKYMEHTOB B apXUB WM Ha yHHUuTOXeHue: | OK-5; Jexyuu, npakmuueckue 3anamus,
[ToaroroBka MOJTOTOBUTENLHBIA (00OCHOBaHME BBIOOpa crmocoba coxpanenust wim | [1K-10. camocmosmensuas  paboma  cmydenmos,
JIOKYMEHTOB K YHUYTOXKEHUSI MYTEM IPOBEJNEHUS SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB), Yemusuix onpoc no mee, Konmponsias pagoma
MOCJIEIYrOIIEH OCHOBHOH (MOATOTOBKa Jien JUIsl Mepefaud B apXWB), 3aBEpIIAIOIINN
nepeaayn (mepenaya B apXMB WIM YHUUYTOXKEHUE).

JIOKYMEHTOB B
apXuB WU HA
YHUYTOXEHHUE.

DKcrnepTusa eHHOCTH JOKYMEHTOB: MOHATHE, Ha3HaueHue. [IpuHumns u
KPUTEPUN OINpEACICHUs] Hay4HOH, HMCTOPHUYECKOM M IPaKTUYECKON
LEHHOCTU JOKYMEHTOB. OKCHEpPTHbIE KOMHMCCHUHU, UX (QYHKIUH, MpaBa.
Oransl npoBeneHus skcnepTusbl. OdopmieHne pe3ynbTaToB IKCIEPTU3BI.
Cpoku xpaHeHUs JOKyMeHTOB. IlepedHM ITOKYMEHTOB C yKa3aHUEM
CPOKOB XpaHEHHMs, UX BUJbl, Ha3HAUEHUE, cXeMbl noctpoeHus. [lopsmok
Iepeaun el B ApXUB WM YHHUYTOKEHUS JOKYMEHTOB.

TpeboBanust K O(QOPMIICHHIO [l TMOCTOSHHOTO, BPEMEHHOI'O0 CPOKOB

10




XpaHEeHMs M 10 JIMYHOMY cocTaBy. [IpaBuiia oopmileHUs U COCTABICHUS
onucu aeil. Ilopsanok nepenaun 1ei B apxus.

ApxHB: TOHATHE, Ha3HaueHue. Buupl apxuBOB: TIOCYJapCTBEHHEIE,
BEJIOMCTBEHHBIC, OOBEIMHEHHbIE  BEIOMCTBEHHBIC, OOBEIMHEHHBIC
MEXBEJOMCTBEHHbIE IO JINYHOMY COCTaBY. ApXHBHblE (DOH[BI:
JIOKYMEHTaJIbHBIN, TOCYJapPCTBEHHBII.
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II1. OBPA3OBATEJIBHBIE TEXHOJIOTI'NN

B npouecce ocBoeHuss aUCHUIIMHBI  «OCHOBBI  JEJIOBOM  JTOKYMEHTAallMM |
JIETIOTPOU3BOJICTBA B OPTaHHU3AIIMNY MCTIOJIB3YIOTCS CIIeIyIoe 00pa3oBaTelIbHbIC TEXHOJIOTHUH:

1. CrangapTHble MeTOAbI 00Y4YeHMSI:

- JIEKIIUH;

- YCTHBIH OIIPOC 110 TEMaM;

- BBINTOJTHEHNE TMCHbMEHHOMW JJOMAIIHEH paOdoThI;

-KOHTpOJIbHAs paboTa;

- 00CYXXJIeHHUS TMOJATOTOBJICHHBIX CTYICHTaMH 3CCE.

- TECTUPOBAHUSI.

2. Metoabl 00y4uyeHUsi ¢ MPUMEHEHHMEM HHTEPAKTHBHBLIX (pOpM 00pa3oBaTeJbHBIX
TEXHOJIOTHM:

- TPYIIIOBBIE TUCKYCCHU;

-UHTEpPAKTUBHAS JICKIUS

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

4.1 JInuteparypa

OcHoBHas qureparypa(O)

1. DJIEKTPOHHOE MPAaBHUTEIBCTBO. DJCKTPOHHBIH JOKYMEHTOOOOPOT. TepMuHBI U
ompenenenusi : yued. mocobue / C.}O. Kabamos. — M.: UHOPA-M, 2019. — 320 c. —
(Bricuiee oOpa3zoBanue: bakanaBpuar). - Pexxum noctyna: https://znanium.com/read?id=333614

2. JIOKyMEHTHpOBaHHE YIPABICHUECKOW JEATENBHOCTH: YueOHoe mocodue /
Paznopoxnpiii A. A. - M.: HUL[ UH®PA-M, 2016. - 304 c.: 60x90 1/16. - (Bsicuee
obpa3oBanme: bakamaBpuar) (Ileperuiér) ISBN 978-5-16-011744-7 - Pexum npoctyma:
https://znanium.com/read?id=177973

3. JlokyMeHTaIMOHHOe OOeCIeUYeHne YIpaBlIeHUsT (JETOMPOU3BOACTBO) : yueO.
nocobue / T.A. beixoa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3z., nepepad. u gomn. — M.:
NH®PA-M, 2017. — 304 c. + Hdomn. marepuansl [DJIEKTpOHHBIA pecypc; Pexum mocrtyma
http://www.znanium.com]. — (Beiciiee obpa3oBanue: bakamaBpuar). - Pexum gocTyma:
https://znanium.com/read?id=28598

4. OcHOBBI J1e710BO# (Clyke0HO) MUCEMEHHOM peun B cepe ympaBieHus : ydeO.
nocobue / C.JO. KabGamos. — M.: MHOPA-M, 2019. — 163 c. + J[lon. marepuaiusl
[DnexTpoHHBIH pecype; Pexxum noctyna: http://www.znanium.com]. — (Beiciiee o6pa3oBanue:
bakamaBpuar). — www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum
nocryma: https://znanium.com/read?id=335870

JomonnurteabHas aureparypa (/):

1. KondunennuaapHoe  JIeIONPOU3BOACTBO M 3ALIUIIEHHBI  AJIEKTPOHHBIN
nokymeHntoobopor : yueOHuk / H. H. Kynses, A. C. démymkun, T. B. Kongpamosa, A. T
®abpuunos ; non obml. pea. H. H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2020.
- 500 c.— Pesxum moctyma: mo moamucke. https://znanium.com/read?id=367431

2. JlenoBoe muceMo : yueOHO-CIpaBOYHOE Mocodue uis 6akaaaBpoB / aBT.-cocT. M.
H. Ky3nenos. - 10-e u3., mepepad. - Mocksa : [lamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr: anekTpoHHbIH. https://znanium.com/read?id=358429

3. HoxymenToBeaenue: YueoHoe nmocodue / Ymakosa O.A. - M.: HUL] UHOPA-M,
2017. - 64 c.. 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum gocryna:
https://znanium.com/read?id=216012
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Kapra obecrieueHHOCTH JUCIUIUTMHBI YI€OHBIMU U3IaHUSMU U MHBIMU UH(POPMAITMOHHO-
OMOIMOTEYHBIMU PECYpCaMU IIPECTaBICHA B IPUIIOKEHUU 1.

4.2 TlepeyeHb HH(POPMALMOHHO-CIIPABOYHBIX CHCTEM

1. MadopmaninoHHasi cripaBOYHO-TIpaBoBasi cucreMa KOHCYIbTAaHT TITIOC (JIOKAIBHASI BEPCHS)

2. CnpaBouHO-TIpaBoBasi cucrema ['apaHT (J0KajibHasi BEpCHsl)

3. NudopmanmonHo-npaBoBast cucTemMa «3aKOHOIaTEIHLCTBO Poccuny
http://pravo.gov.ru/ips/
4. IlpaBoBasi cipaBOYHO-KOHCYJIbTallMOHHAs cuctema «Kojekcsl u 3akoHbl PDy
http://kodeks.systecs.ru

4.3 IlepeyeHb 3JIEKTPOHHO-00Pa30BaTeJIbHBIX PECYpPCOB

1. 9BC «MH®PA-M» http://znanium.com

2. Hayunas snextpoHHas 6ubsroreka elibrary.ru https://elibrary.ru/
3. ObC BOOK.ru http://www.book.ru

4. ObC «JIanb» https://e.lanbook.com/

5. 9BC «(OPAMT» https://biblio-online.ru/

6. YHuBepcurteTckas oubanoreka online http://biblioclub.ru/

4.4 llepeuennb npodeccHOHATBHBIX 023 TAHHBIX

1. bubnuorpadudeckas u pedeparupHas 6a3za JaHHBIX SCOPUS
https://www.elsevier.com/solutions/scopus

2. baspl pannbix komnanuu «HcrBeroudopmeiimin CepBucuz MHK» (371€KTpOHHBIE
nepuonuueckue m3gaHus «M3gaHus 1O  OOIIECTBEHHBIM M TyMaHUTapHBIM  HayKam»»
https://dlib.eastview.com/browse/udb/890

4.5 IlepeueHp pecypcoB HH(POPMALMOHHO-TEICKOMMYHUKAIIMOHHOH  CeTH
«MHTEepHEeT», HEOOXOAMMBIX /151 OCBOCHHS TUCHUILIUHBI

1. DHuuknonenuyM [3HUUKIIONEANH, CIIOBApH, CIPABOYHHUKM| - CIPABOYHBIA HOPTAI
http://enc.biblioclub.ru

2. KubGepJlenunka -  HayyHas  JJIeKTpoHHas  OuOnuoreka  (KypHabl)
http://cyberleninka.ru/

3. http://www.aup.ru — AIMUHHCTPaTHBHO-YIPABICHYECKUH MOPTaI

4. Cailt «KommbroTepHas MojaJep:kka yueOHO-METOAMUYECKON NeATeIbHOCTH (uiIraa
http://vrgteu.ru

5. VYuuBepcurerckas uH@popMmanuonHas cucrema POCCUA (YUC POCCHUA) -
TeMaTh4ecKas >JeKTpOHHas OnbimoTeka U 0aza TaHHBIX AJIS UCCIIEAOBAHUM U y4eOHBIX KypcoB
http://www.uisrussia.msu.ru/

6.BcemupHblii 6aHK OTKPHITHIX AaHHBIX https://datacatalog.worldbank.org/

7.0¢punmansherii caiit KOHKTA/] https://ec.europa.eu/eurostat/data/database

8.Hayunas osnekrponHas OubOnmoreka. MoHorpaduu, H3IaHHBIE B U3JaTEIbCTBE
Poccuiickoit Axagemun EcTecTBO3HAaHMSI - TMOJHOTEKCTOBBI pecypc Hay4yHBIX M Y4eOHBIX
m3nanuit PAE https://monographies.ru/

9.0¢ummansHas Poccust. CepBep opraHoB rocyIapcTBeHHOH BiIacTH PD - odurmanbsHbIi
caitt http://www.gov.ru

10.0¢unmanbHbI HTHTEpHET-TIOPTAN MpaBoBoil nHGopMmanuu. ['ocynapcTBeHHas cucrema
npaBoBoit nHpopMarmu http://pravo.gov.ru

11.YuuBepcuterckas uHpopmanuonHas cucrema POCCUA (YUC POCCHUA) -
TeMaTh4ecKas >JeKTpOHHas Onbnmoreka U 0aza TaHHBIX JJIS UCCIIEAOBAHUM U y4eOHBIX KYypCcOB
http://www.uisrussia.msu.ru/
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4.6 Ilepeyenb HHGPOPMANMOHHBIX TEXHOJOIHWil, HMCHOJb3YeMbIX MNPH OCYIIECTBJIECHUH
0o0pa3oBaTeIbHOTO Tpolecca MO JAUCHHUIUIAHE, BKJIYas IepeyeHb TMPOrPaMMHOIO
olecrieyeHust
1. Onepannonnas cucrema Windows 10
2. Maker npuxnagasix nporpamMm Office Professional Plus 2010 Rus,
3. ArtuBupycHas nporpamma Kacnepckoro Kaspersky Endpoint Securrity s 6usneca-
Pacmmmpennsiit Rus Edition,
4. PeaZip,

5. Adobe Acrobat Reader DC

4.7 llepevyeHb y4eOHO-METOAMYECKOT0 00eceYeHUs 1JIs1 CAMOCTOATEIbHOH padoThl
o0yyarommxcsi 0 JMCHUIJIMHE

3amaHust A7 OpraHU3allMM CaMOCTOSTENbHONW paboThl OO0yYaroImuXxcs MO AMCHUIUINHE
«OCHOBBI [JIEIOBOI TOKyMEHTAllMW U JIEJONPOU3BOJICTBA B OPraHU3allUW» IPEACTaBICHBl Ha
caiiTe KOMITBIOTEPHOM MOJIepKKH yueOHoi aearenbHocTH KpacHomapckoro ¢ummana POY um.
['.B. IInexanoBa B «MeToan4eckoM MOCOOMH MO OpPraHU3alMU CaMOCTOSITENBHOM pabOThI».
Pexxum nmocryna: http://vrgteu.ru

Tema 1 Oprann3zaunoHHbIe OCHOBBI 1€J10NIPOU3BOACTBA. Bi1aHKHM 1OKyMeHTOB.
Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpocs! 1J1s1 yeTHOTO onpoca:

1.KakoB npeaMeT 10KyMEHTAllMOHHOTO 00ecieueHus yIpaBieHus?

2.Kakue HOpMaTHMBHO-NIPABOBBIE AKThl PETYIUPYIOT JOKYMEHTALIMOHHOE OOecreyeHue
yIpaBieHUs?

3.KakoBa mpaxkTHyeckass 3HAYUMOCTb Y4YEOHON JUCHMIUIMHBI <«JOKYMEHTallHOHHOE
o0ecrieyeHue yrnpaBaeHUsI»?

4.Kakoii 00beM U coiep)kaHie UMEIOT MOHTUS «UH(OPMAIHS» U «TOKYMEHT»?

5.Kakyto posnb urpaet uadopmarus B ooecrieueHuH 3p(HEeKTUBHOTO yIpaBIeHUs?

6.KaxoBbl HCTOUYHUKH NIOJTyYEHUS yIIpaBiIeHYECKON nHpopmanuu?

7.KakoBpl Ha3zHaueHHMe U (QYHKIUM CIyXO0 JOKYMEHTALlMOHHOTO OOEeCIeYeHUs
yIpaBJIeHUS B COBPEMEHHBIX OPTaHU3aLNAX ?

8Uto Takoe «cucTeMa  JOKYMEHTAUMU» W «yHU(PULIHUpPOBAaHHAs  CHUCTEMa
JTIOKYMEHTAIUN»?

9.Kakue Buabl yHpaBiIeHUYECKMX JOKYMEHTOB BKJIOYaeT B ceOs YHH(HUIHMpOBaHHAS
CUCTEMa OpraHU3alMOHHO-PACIIOPATUTEIILHON TOKyMEHTAUN?

10KakoBo Haznauenue ['OCT P6. 30-2003?

Bonpocsl 111 NUCbMEHHOM J0OMALIHeld padoThI:

1.Ha xakue TpH MoACUCTEMBI TOJIPA3AEISIOT JEIOBYIO JOKYMEHTAIUIO?

2. Omnpenenure niousiTue «J{oKyMeHTHPOBaHHEY.

3.IlonsaTHe: "peKBU3UT" TOKyMEHTA.

44Yto Takoe TOCTOSHHbIE U  TEpPEMEHHbIE  PEKBU3UTHl  OpPraHU3allMOHHO-
pacopsAUTENbHON JOKYMEHTAUNU?

5.KakoB cocraB TMOCTOSHHBIX W MEPEMEHHBIX PEKBU3UTOB OPraHM3alMOHHO-
pacnopsAUTENbHON JOKYMEHTAUNU?

6.Kakue peKBU3UTBHI HCHOJB3YIOTCS B 3arojlOBOYHOM YacTH OpPraHU3alMOHHO-
pacropsiAUTEIbHBIX TOKYMEHTOB?

7.Kakue pEeKBU3UTHI MCIOJB3YIOTCS B COJEPXKATEIIbHOW YacTH OpaHU3ALMOHHO-
pacropsiAUTEIbHBIX IOKYMEHTOB?

Tema 2 OprannzaliuOHHO-pacnoOPsAAUTEIbHAS JOKYMeHTanusA. O01as XxapaKkTepucTuKa
CTHJISA CIIY’KeOHOM JOKYMEHTALMH.
Jlureparypa: O-1,2,3,4; /1-1,2,3.
Bonpocsl 11 ycTHOr0 onpoca:
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1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K A3bIKY M CTHIIIO YIIPABIEHYECKUX TOKYMEHTOB?

2.Yto coboit mpencrapisger YcraB opranusanuu? KakoBel OCHOBHBIE TPEOOBaHUS K €T0
COCTaBIICHUIO U 0(hOpMIICHUIO?

3.Kak oopmuTs I[lonoxenue o6 otaene wim ciyx0e opranuzanuu?

4. Kak oopMHTh IITATHOE pacnucaHue?

5. Kakue TpeOoBaHUS NPeIbsIBISIIOTCS K 0(POPMIIEHHUIO JOTOBOPa, KOHTpaKTa?

6.YTo Takoe MHCTPYKIIHUS, KAKOBO €€ coJiepxaHne u ohopmieHue?

Bomnipocsl 11 nMcbMEeHHO# JoMalHeil padoThbl:

1 PexBU3UTHI TOKYMEHTOB.

2 PexBU3UTHI OPraHU3alMOHHO-PACTIOPSIIUTEIbHBIX TOKYMEHTOB.

3 PexBu3UTHI HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 3 CnpaBouyHo-uH(OPMANMOHHBIE [OKYMeHTHI. J[lejioBasi mepemucka.
CocTaB/ieHHEe aKTOB U MPOTOKOJIOB.
Jluteparypa: O-1,2,3,4; J1-1,2,3.

Bonpoch! 1J1s1 yCTHOTO onpoca:

1 OpranuzannoHHbIe JOKYMEHTBI IPEIIPUSITHS.

2 PacniopsauTenbHbIe JOKYMEHTHI MPEATNPUSATHS: TPUKA3hl TI0 OCHOBHOH JESITEIHLHOCTH;
pacmopsHKeHUs, PEeIeHUsI.

3 UndopMannoHHO-CIIPAaBOYHBIC JIOKYMEHTBI: TIPOTOKOJIBI, TIOJHAS U KpaTKas ¢opma HX
odopMITCHHUS.

4. VIlHpOpMAaIIIOHHO-CIIPAaBOYHBIC JTOKYMEHTHI: aKThI; CIY)XCOHbIE M OOBSICHUTEIHHBIC
3alUCKH;, CIpPaBKHU; CIy)XeOHble JAOBEPEHHOCTH; MHChbMa, WX KiIacCUPHUKaIus, CTPYKTYpa,
CTaHJapTHBIC (Pa3bl U BHIPAKCHHS.

Bomnpocel 11 nucbMeHHO# JoManIHeii padoThi:

1.3 xakux yacTell ckiiapIBaeTcs JOKYMEHTOOOOPOT OpraHu3auuu?

2.Kakue TpeboBaHMs IPEABABIAIOTCA K 0OPMIICHHIO MPOTOKOIa?

3.Kak opopmMuTh TOKIATHYIO, CTYKEOHYIO U OOBSICHUTEIHHYO 3aITUCKU?

4. Kakue TpeOOBaHUs MPEIBABISIOTCS K 0POPMIICHHIO aKTa?

Tema 4 PacnopsiauTeabHble JT0KYMeHTHI. CocTaBjieHHe TPHKA30B, YKAa3aHWIA,
pacnopsixeHuii. Oprann3auMoHHbIE JOKYMEHTbI.

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

Bonpocs! 1151 yeTHOTO onpoca:

1 IonATHS TOKyMEHTOOOOPOT M OpraHu3anus JOKyMEHT0000pOoTa.

2 HopmatuBHO-MeTOAMYECKAs perjlaMeHTalusl JOKyMEHTO000poTa.

3 OcHOBHBIE IpaBUIJIa OPraHU3alKN JOKYMEHTOO00pOTa Ha IPEATPUSITHH.

4 KauecTBEeHHbIE XapaKTEPUCTUKU JOKYMEHTOO0OPOTA.

5 Knaccudukanus TOKYMEHTONOTOKOB: TOPU30HTANIbHbIE, BEPTUKAIbHBIE, BOCXOIAILUE,
HUCXOJSIINE, BXOASAIINE, UCXOASIIUE U BHYTPEHHHUE.

5 [Moxcyer o6beMa JOKYMEHTOOOOPOTA.

Bonpocsl 111 NHCbMEHHOM J0MAaLIHeH padoThbI:

1. Ilpu kakux 0O6CTOATENbCTBAX HA MPAKTHKE U3/1aeTCs MPUKa3, paclopsiKeHne 1 ykas?

2. OcoOeHHOCTH MOATOTOBKH U 0(OPMIIEHHSI paCIOPSAUTEIbHBIX TOKYMEHTOB.

3.KakoBo cojziepkaHue MOCIEIHErO MMyHKTa pacOPSAUTENBHOM YacTH NpuKasa?

4.TpeboBanus k 0pOpMIIEHHIO TEKCTa BHITUCKU MpHUKa3a’?

5.Kak odopmisieTcs oTMeTKa O 3aBEPEHUH KOITUHU BBITUCKH MpHKa3a?

Tema 5 Opranmsanus JAoKymMeHTOOoOOpora. Opra”Husanus  perucrpanmu
JAOKYMEHTOB U KOHTPOJIb MCIIOJTHEHUSI JOKYMEHTOB.

Jlureparypa: O-1,2,3,4; /1-1,2,3.
Bonpocsl 11 ycTHOr0 onpoca:
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1.KakoBbI 3Tans! paboTsl ¢ BXOAAIMIUME TOKyMEHTaMu ?

2.Kak crpouTtcst paboTa ¢ HCXOIAIIMMHU JOKYMEHTaMH?

3.KakoBa TexHon0rus paboThl C BHYTPEHHUMHU JOKYMEHTaMH?

4.Kakue 3ajaun 10KyMEHTO000pOTa pelaeT perucTpanus J0KyMEHTOB?

5.Kakue ynpaBieHuecKHMe JOKYMEHTHI HE TMOIJIEeKaT perucTpanud B Cciayx0ax
JIOKYMEHTAIMOHHOTO 00eCIeueH s yIpaBIeHUs?

6.KaxoB nopsiiok perucrpanuy yrnpaBieHu4e€CKOro J0KyMeHTa?

7.Kakue cymecTByrOT BUbl KOHTPOJIS UCIIOJIHEHUS JJOKYMEHTOB?

8.Kakue omepanuy Mo KOHTPOJIIO MCIOJHEHHUS JOKYMEHTOB OCYILECTBIISIOT CIYXKOBI
JIOKYMEHTAIMOHHOTO 00eCreueH s yIpaBIeHus?

Bonpocs! 1J1s1 nicbMeHHOI 1oMalHeil padoTbl:

1.®DakTopsl, BIMSIOIIME HA €r0 OPTaHU3ALNIO U TEXHOJIOTUIO B YUPEKIACHUIX Pa3IMYHbIX
YPOBHEHU YIIPABIICHUS.

2.0praHuM3alMOHHbIE, IIPABOBBIC, COLMAJIBHBIE W  IICUXOJIOTMYECKHAE  aCIIEKThI
JIEJI0NIPOU3BO/ICTBA.

3.ABTOMaTH3UPOBAHHbIE TEXHOIOIUU 00PaOOTKU JOKYMEHTOB U UX BIUSHHE HA CUCTEMY
JIEJIONPOU3BOJICTBA KOHKPETHOM OpraHu3aluu.

4.BinusHue XapakTepa ylnpasiIeHUs, IPUHLIUIIOB IPUHATUS YIPABICHUYECKUX PEIICHUN Ha
OpraHM3aI1I0 U TEXHOJOTHUIO AETONPOU3BOICTBA.

5.B3auMocBA3p  AENONPOM3BOACTBA  C  OpraHu3aluedl  BEIOMCTBEHHOIO U
roCy/1apCTBEHHOI'O XpaHEHUs JOKYMEHTOB.

Tema 6 Opranusanus onepaTuBHOrO XpaHeHHUs JOKyMeHTOB. PopMupoBaHue J1eJl.
Jluteparypa: O-1,2,3,4; /1-1,2,3.

Bonpocs! 1J1s1 ycTHOTO onpoca:

1.Kax ocymiecTBisieTcst cucTeMaTu3alys U XpaHeHHe JOKYMEHTOB B OpraHu3anun’?

2.Uto Takoe neno, ¢ TOYKM 3pEeHMs NOKyMeHTOoBencHus? llpuBenure mpumeps! neil,
XPaHALIMXCS B OpraHU3auu.

3.PackpoiiTe conepkaHue NMOHATHUs «HOMEHKIAaTypa aen». Kakoe NOIKHOCTHOE JIMLO B
OpraHM3ali OTBEYAET 32 COCTABJICHUE U BBEJCHUE B JIEHCTBHE HOMEHKIATYPbI €77

4.KakoBbl pEKBU3UTHl HOMEHKJIATYpPBI €17

5.KakoBa copeprkarenbHas 4aCTh HOMEHKJIATYPHI 1e7?

6.Kakue npusHaku 3aBefieHUs J1ej1a UCIOb3YIOTCS IpU (POPMHUPOBAHUY J1en1?

7.KaxoB ocHOBHOW pUHLIUI (POPMUPOBAHMSI TOKYMEHTOB B Jiefa?

8.Kakue HopMaTuBHBIE TpeOOBaHUS HEOOXOAUMO COOMI0IATh PH (POPMUPOBAHUH JeN?

Bonpocsl 111 NHCbMEHHOM JoOMAaLIHeld padoThI:

l.Peructpannsa kak cocraBHas 4acTe TexHonorun JIOVY. IlpuHuunsl peructpanuu
JIOKYMEHTOB.

2.XapaKTepUCTUKAa COBPEMEHHBIX PErHCTPAlMOHHBIX (OpM, COCTaB HHPOpPMALUU U
MOPSAJIOK MX 3aIIOJIHEHUS.

3.Pa3zButue crnocoboB perucTpaluu B rocy1apcTBEHHOM JI€JI0IMPOU3BOJICTBE.

4.B3auMOCBSI3b  pEerucTpallMiM  JIOKyMEHTOB  C  OpraHu3alMed  CIpaBOYHO-
UH(POPMALIMOHHOM pabOThI, OpraHu3alueil KOHTPOIIS UCTIOJHEHHS U TocieaAyromel oopaboTkon
JIOKYMEHTOB.

5.MlaekcupoBaHue JOKYMEHTOB B YCIIOBHSX TPAAULIMOHHOM 00pabOTKH JOKYMEHTOB.

6.[IpuHnunsl moctpoenus: nHGopmamonHo-nouckoBbix cuctem (UIIC) pyunoro tuma,
UX BHJIBI.

7.MHopmaninoHHO-CITpaBOYHOE OO0CIy)KMBaHHME ammapara yIpaBiIeHUS B YCIOBHSIX
npuMeHenus BT.

8Ilouck u ucnonbp3zoBanue nHpopmanuu B aBromarusupoBanHbix UIIC.
Tema 7 IloaroroBka J0KYMEHTOB K IOC/IeAyIOLIeH Nepeladyd J0KYMEHTOB B apXUB MJIM HA
YHHYTOKEHHe.

Jluteparypa: O-1,2,3,4; J1-1,2,3.
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Bomnpocs! 118 yCTHOr0 onpoca:

1.Yrto Takoe HKcCHepTH3a LEHHOCTH JOKYMEHTOB, M Kakue J[OJDKHOCTHBIE JHIA B
OpraHu3alluy 3aHUMAIOTCSI €€ IPOBEICHHEM ?

2.Kakue HOpMaTHBHBIE aKTbhl PETYJIMPYIOT IPOBEJEHHE OSKCIEPTU3bl LIEHHOCTH
JIOKYMEHTOB B OpraHU3aluu?

3.Uto sABnseTcd pe3yibTaTOM IPOBEAEHUS HKCHEPTH3bl LEHHOCTH JOKYMEHTOB
opraHu3aiuun?

4.Kak ocyuiecTBisieTcs MOATOTOBKA JA€d K apXUBHOMY XPaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

5.Kakas oprrexHuka MCHOJB3YeTCs IJIsi COCTaBJIECHUS JOKYMEHTOB B COBPEMEHHOM
JIeIONPOU3BOJICTBE?

6.Kakasg oprrexHuka ucrnosb3yercs JUlsl MOUCKA, PaHEHHUs M Iepefadd JTOKYMEHTOB B
COBPEMEHHOM JIEJI0IIPOU3BOJICTBE?

7.KakoBbl  BO3MOYKHOCTM  KOMIIBIOTEPHBIX  TEXHOJIOIMH B  JIOKyMEHTallUOHHOM
o0ecrieueHn! yrpaBaeHUs?

8.KakoBbl BO3MOXKHOCTM  CpPEACTB  TENEKOMMYHMKAlUM B  JTOKYMEHTAllMOHHOM
o0ecrieueHn! yrpaBaeHUs?

9.B kakux ciyyasix HNpUMEHSIOTCS CTaHAAPTHBIE O(UCHBIE NMPOrpaMMbl B OpraHU3aLUU
JIeTIONPOU3BOICTBA?

Bomnipocsl 11 nucbMeHHO# JoMalHeii padoTbl:

1.INonsarue "popmupoBanue nen", OCHOBHbIE TPEOOBaHHUS K MPOBEACHUIO ATOH PaOOTHI.
CoBpeMeHHass HOpMaTUBHO-METOAMYECKas 06a3a, onpeaesnstonas TpeboBaHus K (OPMUPOBAHUIO
JIeJ1 B JIEJIONPOU3BO/ICTBE.

2.®PopMHpOBaHKE /1€ B OPraHU3aLUAX PA3JIIMYHBIX YPOBHEH yIpaBiIeHUs.

3.IlpaBuna hopMupOBaHHS PA3IUYHBIX KaTETOPUIl TOKYMEHTOB B JIea.

4.IIpyHLIMIBI CUCTEMATU3alUU TOKYMEHTOB BHYTPH JIElI.

5.11onsiTue HOMEHKIIATYpHI neil. Homenkiarypa aen.

6. TpeboBaHMs K COCTABICHUIO HOMEHKIATYPBhl J€Jl, UX perjaMeHTalus B HOpMaTUBHO-
METOAMYECKIX MaTepHaax.

7.Buapl HOMEHKIATyphl A€, UX OCOOCHHOCTH M Ha3HAayeHHe. MeToauKa COCTaBICHMS
HOMEHKJIATYPHI JIel: U3yYeHHE COCTaBa JTOKyMEHTOB, pa3paboTKa KIIaCCH(PHUKAIIMOHHON CXEMBI;
TpeOOBaHUS K COCTABJICHHUIO 3ar0JIOBKOB JIEJT ¥ TPaBUJIa UX CUCTEMATU3ALUH.

8.ITopssmok odopmileHHUs, COTJIACOBAaHUS W YTBEPXKAECHHUS HOMEHKIAaTypbl Aen. Cpoku
XpaHeHHUs JOKYMEHTOB. lcroib30BaHME HOMEHKJIATyphl 1€l B ONEPaTHUBHOM XPaHEHHH U
BEJIOMCTBEHHOM apXUBE.

17



V. TEMATUYECKHWH IJIAH U3YYEHUS JUCLHUIIJIAHBI

TemaTuyeckuii aH U3ydeHus AUCHUIUTMHBI «OCHOBBI JAC€JIOBOM JTOKYMEHTALMH U JIEJTOMPOU3BOJICTBA B OpraHU3aALMKU» JJI CTYICHTOB OYHOM
¢opMbl 00ydeHHsI TIPEICTABISET COJEp)KaHHWe Y4eOHON MUCHUIUIMHBI, CTPYKTYpHUpOBaHHOE MO TemaM (paszeiaM) ¢ yKa3aHHEeM 4YacoB U BHUIOB

3aHSATHNA, KOHTAKTHOU U CAMOCTOSTEILHOU paboThl, hOpMbI KOHTPOJIs, Tabmmma 5.1

Tabmuma 5.1 - TemaTudeckuil 1IaH W3y4eHUs TUCHUILIAHBI «OCHOBBI JICIOBOM JOKYMEHTAIIMM MU JIEJIONPOU3BOJICTBA B OpraHU3aIlUN» IS
CTYJICHTOB OYHOU (OpMBI 00yICHUS

KonTakTHas pabora, yac

AyJIUTOpPHBIE Yachl
CamocrosiTenpHas
B T.4. pabora*
HHTEPAKTHBH KonrakrHa
np Ha6 Bie KonTakt 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 oo Tamus TOYHOM TEKYLIETO
pa3enoB U TEM K p KOH IpOMeXy | mepex | arTecTaiy B po KOHTPOJISI
p | K| HBL)cC Cymb TouHOli | K3ame | M B IIEpHOX cemec | ! (KCP)
e e r Tauus, | arrecta- | HOM, 9K3. bopMm CP
u
3aH | pab | o npakt | MK 1y, KD ceccu, - T B
R MK ang Karr Karrais P& cec
1701
THS | ThI H THS Hac -
cu
10
Tema 1 2 2 Jur, 6 Buvinonanenue u
Opranu3zanuoHHbIE 3, npoeepka NUCLMEHHOU
OCHOBBI YOT oomauinei pabomul,
JIETOTIPON3BOICTRA. Yemuwiit onpoc  no
bnanku meme.
JIOKYMEHTOB.
Tema 2 2 /2 Jlur, 6 Yemmuwtit onpoc no
Opranu3anoHHo- 113, meme, Bvinonnenue u
pacnopsAuTeIbHAs YOT, npoeéepka nucCbMeHHOU
JOKYMEHTAIUSI. A oomauwinei padomul,

18




O61mas ouckyccusn
XapaKTEePUCTHKA

CTHIIS CITY)KeOHOMU

JIOKYMEHTAIUH.

Tema 3 CipaBo4HO- Hn/ Jlur, Yemmuuwiit onpoc no
MH(pOPMALOHHBIE 2 113, meme, Bvinoninenue u
JIOKYMEHTBI. YOT npoeepKa NUCbMEHHOU
JenoBas nepenucka. oomauinei pabomul
CocraBneHue akToB

Y IPOTOKOJIOB.

Tema 4 A2 Jlur, Huckyccua, Yemuoui
Pacniopsaurensusie 1,YO onpoc no meme,
JIOKYMEHTBI. T, Buvinoanenue u
CocraBnenue 3, npoeepKa NUCbMEHHOU
IIPUKa30B, oomawineil padomul
YKa3aHUH,

PaCIOPSKEHUA.

Opranu3zanuoHHbIE

JIOKYMEHTBI.

Tema 5 Hn/ Jlur, Yemmuouii onpoc no
Opranuzanus 2 YOT, meme, Boinonnenue u
JIOKYMEHTOO0O0pOTA. n3, T npoBepKa NUCbMEHHOU
Opranuszanus oomawneii padomeoi,
perucTpanuu Tecmuposanue.
JIOKYMEHTOB U

KOHTPOJIb

WCTIOTHEHUS

JIOKYMEHTOB.

Tema 6 Jlur, Yemmuouii onpoc no
Opranusanus YOT, meme, Bvinonnenue u
ONEPaATUBHOIO 3,2 npoeepKa NUCbMEHHOU
XpaHEHUst Jomawineii pabomul,
JIOKYMEHTOB. Icce

19




dopmMupoBaHUE JIE]I.

Tema 7 Iloaroroska | 2 2 4 JIur, 7,75 Yemmuwtit onpoc no
JIOKYMEHTOB K YOT, meme, Konmponvnasn
nocJeyrouen K paboma

nepenavyu

JIOKYMEHTOB B
apXuB WM HA

VHUYTOXKCHUE.

Hroro: 14 | 14 28 4 4 43,75

3auer 0,25

Bcero no 28 0,25 43,75 12
JUCLUILINHE

TemaTuyeckuil 1aH U3y4CHHUS TUCHUIUIMHBI «OCHOBBI J€IOBOM JOKYMEHTAIIMU U JIEJIONPOU3BOJCTBA B OpraHU3AIMN» ISl CTYJIEHTOB OYHO-
3204HO (popMBbI 00y4YeHHs TMPEACTABISET COAEpKaHHE y4eOHOW NUCUMUIUIMHBI, CTPYKTYpPUPOBAaHHOE MO TemaM (paslenaMm) C yKa3aHHEeM 4acoB H
BHJIOB 3aHATHH, KOHTAKTHOW U CAMOCTOSATENIbHON paboThI, (DOPMBI KOHTPOJIS, Tabauma 5.2

Tabmuna 5.2 - TemaTtudeckuil 1iiaH W3ydeHHs] TUCHUTUTMHBI «OCHOBBI JIEIOBOW JOKYMEHTAIIMH M JIEJIOTIPOU3BOACTBA B OPTaHHU3AUN» IS
CTY/ICHTOB OYHO-3204HOM (hOpMBI 00yUEHHUSI

KonrtakTHas padorta, yac
AyZIHUTOpHBIE Yachl
Kontaxrna | CaAMOCTOATENIbHAS
np | 1ab B T.4. KoHTtakT 1 paborta pabora*
aK 0 MHTCPAKTUBH | Wuausu Hast Koncyn no
I i . Dopmsbl
TH- | pa- B bIC ayanb pabota b pOMEKY
HaumenoBanue e gee | To c Has o Tanus TOYHOM KO TEKYILETO
pPasacioB U TEM K P KOH IpoMEXy | mnepen arrecranu B HT KOHTPOJIA
ki | wer | e | dopmbl /gackr y
It CYJIb TOYHOH | dK3aMe | U B IEPHOJ ceMec o (KCP)
€ € r Tauus, | arrecta- | HOM 3K3. dbopm p
" ’ ' T e/
3aH | pab | o MPaKT UK uy, K9 ceccu, B
158 o 0 JICK 3aHs Karr Karmk3 pea CP
5051
THA | ThI 1 TUSA qac B
CcE€C
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CH

10
Tema 1 JIur, Bvinoanenue u
OpranuszanuoHHbIE 113, npoeéepka NUCbMEHHOU
OCHOBBI YOT oomauineil pabomul,
JIeNIONPOU3BOCTBA. Yemuoit  onpoc  no
bianku meme.

JIOKYMEHTOB.

Tewma 2 J/2 Jlur, Yemmuwiii onpoc no
OpraHu3anuoHHo- 113, meme, Boinonnenue u
pacropsiiuTesbHas YOT. npo6epKa NUCbMEHHOU
JOKYMEHTAIUSI. A oomauinei pabomul,
Oo6mas oucKyccusn
XapaKTepUCTHKA

CTHJISL CITYKEeOHOM

JOKYMEHTAIMH.

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

U IPOTOKOJIOB.

Tema 4 /2 Jlur, Huckyccus, Ycmuutit
Pacniopsaurensubie LL,YO onpoc no meme,
JOKYMEHTBHI. T, Boinonnenue u
CocraBnenue 3, npoeepKa NUCbMEHHOU
MIPUKA30B, oomauwinei padomul
yKa3aHui,

pacropsKeHUH.

Opranu3zannoHHbIE

JIOKYMEHTBHI.
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Tema 5 2 4 Hn/ Jlur, 7 Yemmuuwiit onpoc no
Opranunszanus 2 YOT, meme, Bvinonnenue u
JOKYMEHTO000poTA. 3, T npoeepKa NUCbMEHHOU
Opranunszanus oomawneii padomoi,
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 oomawineil pabomul,
JIOKYMEHTOB. Dcce

dopmMupoBaHUE JIe.

Tema 7 Iloaroroska 2 2 JInr, 7,75 Yemmuwtit onpoc no
IIOKYMEHTOB K YOT, meme, Konmponvnasn
MOCIEAYOIEN K paboma

nepenavyu

JIOKYMEHTOB B

apXuB WIH Ha

YVHUYTOXKCHUE.

Uroro: 16 24 4 47,75

3auer 0,25

Bcero o 24 0,25 47,75 72
JTUCITUTITIHE
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Tematuueckuil IuiaH u3ydeHHUs AUCUHUIUIMHBI «OCHOBBI J€JIOBOM JOKYMEHTAllMU M JAEJIONPOM3BOJCTBA B OpPraHU3alluM» Ul CTYIEHTOB
3a04HOM (pOpMBI 00y4eHMs IIPEACTABISAET COAEPKAHUE YYEOHOM NMCLUUIUIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pasfenaM) C yKa3aHHEM 4YacoB U

BHJIOB 3aHATHH, KOHTAKTHON U CAMOCTOSATEIILHON pabOoThI, (HOPMBI KOHTPOIIS, Tabauna 5.3

Tabmuua 5.3 - TemaTuueckuil miaH W3ydeHHs! JUCUUIUIMHBI «OCHOBBI JIEIOBOW JOKYMEHTAIIMM M JIEONPOU3BOACTBA B OpraHMU3aLUN» IS
CTY/IEHTOB 3a04HOM (popMblI 00yUeHUs

KonraktHas pabora, yac

AyIUTOpHBIE Yachl

Konraxtha | CamocrosTensHas
np | mad B T.4. Konrakr s pabota paGota*
1 aK (6] MHTEPaKTHBH Wunusu Has Koncyn o DODMEL
™- | pa- | B Iyalb- pa6ota b TIPOMEKY- p
HaunmenoBanue € | yec rop | ¢ bIC Has o Tanus TOYHOH TEKYILETO
a3/IeJIOB U TEM K KOH IPOMeXY | Tepen | arTecTany KOHT KOHTPOJIS
P KM | HBl | € P Y P B p
1T (hopMbI /gackl CyJb TOYHOH | 9K3ame | M B IIEPUOA ceme | POIB (KCP)
- € € r Tauus, arTecTa- | HOM, 9K3. bopm /
3aH | pab | o [pPaKT UK uuy, K2 ceccnt, - °T | cPs
u g o JIEK 3aHs Karr Karmk3 pe, cec-
OHH Jac
THS | ThI TUS CHIO
Tema 1 Jlur 9 Koumponvnas paboma
Opranu3zaiuoHHbIE
OCHOBBI
JIeNIOTPON3BOCTBA.
bnanku
JIOKYMEHTOB.
Tema 2 2 J/2 Jlut 9 Huckyccus, Konmponvnan
Opranu3zalnoHHO- paboma
pacropsiuTeIbHas
JOKYMEHTAITHSI.
O61mas
XapaKTepUCTHKA
CTHJIS CITYKeOHO
JOKYMEHTAIIH.
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Tema 3 CripaBouyHO-
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
JIOKYMEHTOB U
KOHTPOJIb
HCITOJTHCHUSA
JIOKYMEHTOB.

Jiut

Konumponvnas paboma

Tema 6
Opranuzanus
OTIePaTHUBHOTO
XpaHeHUs
JTIOKYMEHTOB.

DopMHUpOBaHUE JEN.

Jiur,

Konmponvnasa paboma

Tema 7 IloaroToBka
JIOKYMEHTOB K
MOCIIEAYOLIEN

JIut

Konmponwvnan paboma
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rnepenayu
JIOKYMEHTOB B
apXuB WM HA

YHUYTOXKCHUE.

Hroro: 60

3auer 0,25 3,75

Bcero no 0,25 60 | 3,75 12
JUCLUILINHE
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*MDopMBbl CAMOCTOSITEIIBHON pabOThl U 3aTpaThl BPEMEHU CTYJIEHTOB Ha CAMOCTOSITEITLHOE
BBIMIOJTHEHHE KOHKPETHOTO COZAepXaHus y4eOHOro 3amaHusi (KOHTPOJBHOM, KypCOBOM,
pacueTHOi paboTel ® Ap.) 1o guciuiuimHe «OCHOBBI JCIOBOM JOKYMEHTAIlMH U
JEJIONPOU3BO/ICTBA B OpraHU3aluu» OINpeaesieHbl B «MeToAUuYecKOM MOCOOUHU MO OpraHu3aliu
CaMOCTOSITENIbHOM ~ pabOThI»  JUIsl  CTYIEHTOB  HAIPABJICHUS TOJTOTOBKH  MPOTPAMMBbI
OakanaBpuata) 38.03.01 DxoHOMHKa HampaBJIEHHOCTH (TIpoduIib) mporpamMmel «byxranrepckuii
yuet, ananus u aymur». (http://vrgteu.ru).

Tabmuua 5.4 CokpaieHus, ucCHojib3yemble B TeMaTHYeCcKOM IUIaHE U3y4YCHUS
JVCIIATUTHHBI

Coxkpamenue Bup paGorsl
1. Jlur. PaboTa ¢ nmuTeparypoii
2.YOT Y CTHBIN 0npoc 10 TeEME
3. 1J1 NutepakTuBHAS JIEKIUS
4.T TectupoBanue
5.K KoHnTtposibHas padota
6. 113 BrinmonHeHue u npoBepka NUCbMEHHOM JoMaliHeil paboThl
7.9 Occe
8. I Huckyccus

VI. ®OHJ OEHOYHLIX CPEJACTB

@DOHJ OLEHOYHBIX CPEACTB MO aucHuruinHe «OCHOBBI JIEIOBOH JIOKYMCHTAIIMH U
JIEJIONPOU3BO/ICTBA B OPTaHU3AIMNY pa3padOTaHbl B COOTBETCTBUH ¢ TpeOoBaHUsAMU [lomoxeHus
«O ¢oume omenounsix cpeacts B ®I'BOY BO «P3Y um. I'.B. IlirexanoBa». OneHo4YHBIC
CpelCcTBa XpaHATCs Ha Kadeape, odecreynBaroieil mpenoiaBanue JaHHON TUCHUTUTHHBI.

[Tnaaupyembie pe3ynbTaThl OOYYCHHS CTYACHTOB MO AucCHUILTUHE «OCHOBBI JEIIOBOM
JOKYMEHTAllMd U JEJIONMPOM3BOACTBA B OpraHM3alu» MpeacTaBleHsl B pazaene 1l
«CoJepxkanue IporpaMMBbl YAeOHOW JUCIUILTAHBD).

TunoBble KOHTPOJBHBIC 3aaHMs MO TUCHUIINHE «OCHOBBI JENOBONM JOKYMEHTAIMH U
JICJIONPOU3BOJICTBA B OpPTaHHU3AIMI», HEOOXOIUMEBIC IS OICHKH 3HAHWW, YMEHHWH, HABBIKOB U
(unu) ombITa ASSITENTFHOCTH BKIIIOYAIOT B Ce0sl:

1. JImarHocTH4YecKkoe TEeCTHPOBAHUE BXOJAHOTO KOHTPOJS YPOBHSI TOATOTOBKH
o0yyaomuxcsi WIH YPOBHS NPO(ecCHOHAJBLHOH NOATOTOBKH O0O0y4yaloummxcsi B
npouecce U3y4YeHUsl CMEKHBIX TUCIHHIJIMH HE TIPEIYCMOTPEHO

2. TemaTHKa KypCcOBBIX padoT

KypcoBass pabora mno aucuumiuHe «OCHOBBI — J€IOBOW  JOKyMEHTAIlUu |
JEIONMPOU3BOJICTBA B OPTaHU3alUKNY YIEOHBIM IJIAHOM HE TIPEyCMOTpPEHA.

3 Bonpocsl k 3a4eTty

Howm
cp
oI [IepedyeHp BOIPOCOB K 3a4ETy
poca
1. Uro noHMMaeTcs MoJ] OpraHu3anueld JOKyMeHToo0opoTa?
2. [ToHsITHE TOKYMEHTOOOOPOTA, €r0 KOJIMYECTBEHHBIE M KAUeCTBEHHBIC XapaKTEPUCTUKHU.
3. MecTo U poJih TOKYMEHTOB B YIIPABJICHUH HA COBPEMEHHOM JTarle.
4, DYHKIMH JEIONPON3BOICTBA.
5. CocraB HOpMaTUBHO-MeToanueckon 6asel JIOY.
6. UTo moHuMaeTcs 1Mo TOKyMEHTAIIMOHHBIM 00€CIIeYeHUEM YIIPABIICHHUS ?
7. [ToHsITHE OpraHN3aIMOHHBIX TOKYMEHTOB
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Crannmaptuzanus u yauduxanus cucremsl JIOY.

9. Oobmepoccuiickue Kiaccu(PpUKaTOphl JOKYMEHTAIUH.

10. | I'ocynapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00eCeueHUs yIpaBICHHUsI.

11. | bnaHku TOKyMEHTOB M TpeOOBAaHUS K HUM.

12. | Ctpykrypa nokymenrta. TpeboBanus k odopmiieHnio fokymeHToB 1o ['OCT P 6.30-2003.

13. | IlpaBuna odopmienus peksusura "angpec”, "mara", "ungexc", "Buza", "3aronoBox",
"mmoanucey'.

14. | C kakoii nenbto pa3padbaTbIBalOTCs HHCTPYKIMH 110 AETONPOU3BOACTBY, YTO B HUX
HE0OXO0IMMO MPETYCMOTPETH?

15. | Cucrema opranu3allMOHHONM JOKYMEHTAIMH.

16. | Cucrema pacnopsiAUTeIbHON TOKYMEHTAIUH.

17. | JlaiiTe onpeneneHue TepMrHa "paciopsIUTEIbHbIC TOKYMEHTHI'".

18. | HazoBuTe BuABI pacoOpsIMTENLHBIX TOKYMEHTOB.

19. | Buapl u Ha3HAYEHHE JTUYHBIX JOKYMEHTOB.

20. | JlaiiTe onpeneneHrne TEPMUHA "OpraHU3aIMOHHBIC TOKYMEHTHI'.

21. | HazoBuTe BU/BbI OPraHU3AIMOHHBIX JOKYMEHTOB.

22. | Cucrema nHGOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIIUU.

23. | CiryoxeOHast mepenucKa Ha PEANPHUSITUN.

24. | IlpaBuna opopmiieHus cyeOHOTO NHChMa.

25. | CTpyKTypa IeJI0BBIX 1 KOMMEPYECKHX IHCEM.

26. Kiaccudukanms 1e10BbIX 1 KOMMEPYECKUX TTHUCEM.

27. | IloHsTre v NPUHLIUIIBI OpraHU3alluu JOKYMEHTO000pOTA.

28. | O6paboTKa BXOAAIINX JOKYMEHTOB.

29. O6paboTKa UCXOISAIIMX TOKYMEHTOB.

30. BHyTpeHHHE JOKYMEHTBI OpraHu3aliy.

31. | YKaxuTe TEXHOJOTUYECKYIO MMOCIE0BATENLHOCTD ATAIOB PAOOTHI C BXOISIIMMHU
JOKYMEHTaMH.

32. | Yro Takoe HOMEHKIJIATypa Aell, C KaKOH LIeJIbI0 pa3padaThiBalOTCS TUIIOBbIE HOMEHKIIATYPHI
nen?

33. | Pabora c nmuceMamu 1 OOpaIIeHUSIMU TPaXKIaH.

34. | IlpuBeauTe npuMepsl perucTpaluu J0KyMEHTOB.

35. | CocraBieHHEe HOMEHKJIATYPHI JICI.

36. | ®opmupoBaHue U 0hopMIIEHHUE JIEI.

37. | llogroroBka u nepejada JOKyMEHTOB Ha apXWBHOE XpaHEHHUE.

38. | Uro Takoe KOH(UIEHIIMATBHBIN JOKYMEHT?

39. | Opranuzamnus paboTsl C JOKYMEHTaMH, KOTOPBIE OTHECEHBI K TOCYJapCTBEHHOH TaifHe.

40. | YkaxuTe 0COOCHHOCTH BEJICHUS JICTOMPON3BOICTBA, 00SCIICUNBAIOIIECTO YIET U
COXPAaHHOCTh KOH(UACHIINAIbHOW HHPOPMALIMU U JOKYMEHTOB.

41 Tunosble OpraHnu3alvOHHbIE CTPYKTYPHI CITYXKObI IE€JT0NPOU3BOICTBA

42 YcnoBus Tpyaa pabOTHUKOB CIIY>KObI IETOMPOU3BOJICTBA

43 | KoMIbloTepHBIE TEXHOJIOTHH B JICIIOTPON3BOICTBE

44 ObecneueHre COXPaHHOCTH JIOKYMEHTOB B 3JISKTPOHHOH (opme

45 YcTaB Kak OCHOBHOM OpraHHU3allMOHHBIA JOKYMEHT.

46 CrannmaptHbie (pa3sl ¥ BEIPAKESHUS JICTOBBIX 1 KOMMEPYECKHX TTHCEM.

47 [TpoxokIeHre UCXOAAIIMX U BHYTPEHHUX TOKYMEHTOB.

48 Oco0eHHOCTH S3bIKA U CTHJIS CITY)KEOHBIX JOKYMEHTOB.

49 | PekBU3UTHI MEXIYHAPOIHOTO NMUchMa. OCHOBHBIE PEKOMEHIAIIMH [0 COCTABJIEHUIO TEKCTOB
MEXTYHAPOIHBIX TIFCEM.

50 | Yro onpexnensier GopMyIisip JOKYMEHTA U YeM OTIUYaeTCst popMyIisip
JTOKyMeHTa 0T (hopmyrsapa-obpasma?

51 Ha3zoBuTte ocHOBHBIE rpynibl QYHKIMI JoKyMeHTa. YeM xapakTepusyer
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KXy Tpyniny?
52 Urto 00ycrnaBIMBaET IOPUIHMUECKYIO CHITY OUITHATBHOTO JOKYMEHTAa?
53 OYHKIMKM OCHOBHBIX MO/PA3/IeNIeHU CIIyKObl TOKYMEHTAMOHHOTO
o0ecrieyeHus yrpaBIeHHsL.
54 | ABTOMaTU3UpOBAaHHBIE TEXHOJIOTHH 00paOOTKHU JOKYMEHTOB U UX BIMSIHUE HAa CUCTEMY
JIeTIOTIPON3BOCTBA KOHKPETHON OpraHU3allHH.
55 CnpaBoyHO-HHGOPMAIIMOHHBIE JOKYMEHTHI.
56 CtpykTypa U cojiepKaHue KaJpoBoil JokyMeHTanuu. OpraHu3alMOHHO-KaIPOBBIE
JIOKYMEHTBHI.
57 OCHOBHBIE aCTIEKThI KYJIbTYPHI JI€JIOBOM peyH.
58 CranpapTusanus s3blka JOKYMEHTA. SI3bIKOBBIe TpeOOBaHUS K 0(hOpMIICHHUIO
PEKBHU3UTOB JOKYMEHTA.
59 TunmaHbie OMMOKY B SI3BIKE U CTHIIC JIOKYMEHTOB.
60 SA3p1KOBOE 0OPMIICHHUE JTUYHBIX JJOKYMEHTOB.
Ilpakmuueckue 3a0anus K 3auemy
Homep | IlepedeHb NpakTUYECKUX 3aJaHUI K 3a4ETY
3alaHus
1 JlaTb TONKOBaHME CIOBAaM, COCTABUTh C HUMH MPEATI0KEHUS:
1) aBu30; 2) 1060w; 3) BEeKCelb.
2 JlaTh TOJIKOBaHUE CIIOBAM, COCTABUTH C HUMU TPEITIOKCHHS:
1) mareHT; 2) nemMnuHr; 3) 3M0Oapro.
3 JlaTh TOJIKOBaHUE CIIOBAM, COCTABUTH C HUMU TPEITIOKCHHS:
1) pexnamanus; 2) MapKUPOBKa; 3) CTarHaIms.
4 JlaTh TOJIKOBaHUE CIIOBAM, COCTABUTH C HUMU TPEITIOKCHHS:
1) npe3eHTanus; 2) JU3UHT; 3) TUJIep.
5 JlaTh TOJKOBaHUE CIIOBAM, COCTABUTH C HUMU TPEITIOKCHHS:
1) gaprep; 2) nuctpudbioTep; 3) OpoKep.
6 JlaTh TOJKOBaHME CIIOBaM, COCTABUTH C HUIMH TIPEITIOKCHHS:
1) oBepapadt; 2) undasys; 3) KOHCATTHHT.
7 JlaTh TOJKOBaHME CIIOBaM, COCTABUTH C HUIMH TIPE/ITIOKCHHS:
1) oepra; 2) XONAMHT; 3) MAPKUPOBKA.
8 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) npaiic-nucr; 2) nedert; 3) rpud.
9 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEAJIOKECHHUS:
1) akmenT; 2) akt; 3) peectp.
10 JlaTh TOJIKOBaHUE CIOBAM, COCTABUTh C HUMU MPEATIOKECHUS:
1) ceprudukar; 2) TuMuT; 3) aKKpeAUTHUB.
11 Haiitn ommOku, MCTIpaBUTh UX:
1) BpIBO/IBI KOMUCCHH TTPOTHBOPEYAT C MHEHHUEM TPYIOBOTO KOJIJICKTHBA;
2) Manslit Ou3Hec pacTBOpsieTcsl U3-3a OpeMEHHU HaJIOrOB;
3) Hasioru ¢ xax10ro aBToMOOMIISE B3bIMAIOTCS C YYETOM CYMMBbI PaCTaMOKKH.
12 Haiitu ommbku, ucipaBuTh UX:
1) IlpeawsaBisist MpeTeH3un, pyKOBOIUTEISIM HEOOXOIMMO yKa3bIBaTh MPUYNHBL,
2) I'apanTHpOBaHHOE NMUCHMO OTIIPABICHO BOBPEMS;
3) ApenaaTtop 00s3yeTcsl 3aKJIFOYUTh BCE HEOOXO0IMMBIE JOTOBOPA HA CTPAXOBAHHUE.
13 Haiitu ommbku, uCipaBuTh UX:
1) Becerna Heo6xoammMo 000CHOBBIBATH CBOM BBIBOJIBI HA pacyeTax;
2) IloanuceiBast JOrOBOPHI, OIJIaTa TAPAHTUPYETCS;
3) OnaunBasi HOBYIO TEXHHKY, BaM HEOOXOJIMMO y4eCTh BCE HAJIOTH.
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14 3aKOHYHTH JTAHHBIC TTPEITTIOKCHHUS:
1) B cBs3U1 ¢ BOBHUKIIUMU ()UHAHCOBBIMU TPYIHOCTSIMH. ..
2) Ccbuiasch Ha YCTHYIO IOTOBOPEHHOCTb. ..
3) B nensax ckopeiiniero peuieHus Bompoca. ..
15 3aKOHYUTH JaHHBIE PEATIOKEHUS:
1) Ha ocHOBaHuU IIpe/ICTaBICHHBIX JOKYMEHTOB. ..
2) B cBs3u ¢ HapyuieHreM rpaduka NocTaBOK MPOAYKIIHH. . .
3) Bo u3b6exxanne KOHQIUKTHBIX CUTYAIIHIA. . .
16 3aKOHYUTH JaHHBIE PEATIOKEHUS:
1) ITo mpuunHe 3aep>KKU 3apIuiaThl. ..
2) BBuny 3a7epKKu MOJydeHus rpysa. ..
3) BenencTBue u3MeHeHus 1I€H Ha SHEPTOHOCUTEIIH. . .
17 CocTaBHUTh MHUCHMO-3aITPOC.
18 CocTaBUTh OTBET HA MUCbMO-3aIIPOC.
19 CocTaBHUTh MMCHMO-PEKJIAMAIIHIO.
20 CocTaBuTh NPE3EHTAMOHHOE MHCHMO.
21 CocTaBUTh MHUCHMO-TIOITBEPIKICHHE.
22 CoCTaBUTh axT.
23 CocTaBUTh rapaHTUHHOE NMHUCHMO.
24 CocTaBUTh NMCHMO-TIPUTIIAILICHHE.
25 CocTaBUTh MHUCHMO-PE3IOME.
26 CoCTaBUTH COMMPOBOAUTEIHLHOE MUCHMO.
27 CocTaBUTh MUCBMO-TIPOCHOY.
28 CocTtaBuTh 6Jaro1apCTBEHHOE MHCHEMO.
28 CocTaBUTh NMCHMO-TIPUTIIAILICHHE.
30 CoCTaBUTh MHUCHMO-OTKA3.
31 CocTaBUTh TUCHMO-JICKJIapaIuio.
32 CocTaBUTh MMCHMO-PEKJIAMAIIHIO.
33 CocTaBUTh MPUKA3 KaK PACHOPSAUTEIbHBIA JOKYMEHT.
34 CocTaBUTh OOBSICHUTEIBHYIO 3aITUCKY.
35 CocTaBUTh NHCHMO-TIPEJIOKEHHE.
36 CocTaBUTh MUCBMO-0EPTY.

4 TunoBble 32JaHAS K NPAKTHYECKUM (CEMHMHAPCKUM) 3aHATHAM
IIpumMepbl BONPOCOB /1JIsl YCTHOIO ONpPOCa:
1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K SI3bIKY M CTHIIIO YIIPABIEHYECKUX JIOKYMEHTOB?
2.Yto coboit npeactasisier YcraB opranuzanuu? KakoBbl OCHOBHBIE TPeOOBaHMS K €T0
COCTaBJIEHUIO 1 O(OPMIICHHIO?
3.Kak opopmurts [Tonoxenue o0 otnene uiam ciyxoe opraHnuzanun’?
4. Kak opopmMuTh mITaTHOE pacnucaHue?
5. Kakue TpeboBanus npeabsBIsIiOTCS K 0QOPMIICHUIO JOTOBOpa, KOHTpaKTa?
6.YTo Takoe MHCTPYKLUS, KAKOBO €€ coJepxaHue U opopmiieHue?
IIpuMepbl BONIPOCOB J1JIsl CAMOCTOSITEILHOH PA0OTHI:
1 PexBU3UTHI TOKYMEHTOB.
2 PexBU3UTHI OPraHU3alMOHHO-PACTIOPSIIUTENbHBIX TOKYMEHTOB.
3 PexBU3UTHI HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
4 NnrepakTuBHble (POPMBI O0yUEHUS:

IIpuMepsl 3a1aHNi 1)1 KOHTPOJLHON PA00THI
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3amanne 1 CocraBbTe mpuka3 o0 uTOrax paborsl ¢ JokymeHtamu B 2006 r. B OAO
«3Be3na». B KoHCTaTHpylOmeld 4acTh YKaKHUTE HAa HU3KYI0 TpeOOBaTEIbHOCTh PYKOBOIUTEIEH
MOJpa3/IeIeHuil K KayecTBY MOATOTOBKM JOKYMEHTOB M KOHTPOJS 3a MX HCIOJHeHHeM. B
pacropsAMTeIbHON  YacTh  OOpaTHTe  BHHUMAaHUE  PYKOBOIUTENCH Ha  TOBBIIICHHE
TpeOOBATEIILHOCTH K PaOOTHHKAM B YacTH paboThI ¢ JokyMeHTamu. JlaiiTe 3aanue paboTHUKY,
OTBEYAOIIEMY 3a JICIONPOU3BOJICTBO, Pa3padoTaTh MEPHI MO YIYUIICHUIO ATOH paboThl. [dpyrue
JTAaHHBIE B TEKCTE U PEKBU3HUTHI YKOKUTE CAMOCTOSITEIHHO.

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

1./laTb TONKOBaHME CIOBAM, COCTABUTh C HUMH MPEATIOKEHUS.
[Iporoko, 0TYeT, JEIOBOE MUCHEMO, aKT, peKIaManus, (PaKTOPHHT.
2.Haiitu omnOKu B MpeUI0KEHUSX, 3a1CaTh IPaBUIBHO:

a. MpbI IIMPOKO TOTOBWIIMCH OTIPA3JHOBATh F0OMIIEH Halllel KOMIIaHUH.
0. S manexo eme He NCIO0JIb30Bal BO3MOKHOCTH HOBOT'O METO/1A.
B. Cromsip caenal 3TOT CTOJ U3 {y0a ¢ 4YeTHIPhMS HOXKKaMHU.

3.J106aBUTh CyIIECTBUTEIbHBIE K INpEAJoraM U MPEAJOKHBIM COYETaHUSIM, COCTaBUTh 2-3
IPEJVIOKEHHUS C HEKOTOPBIMU U3 HUX:
B cBa3u ¢, mo mnpuuuHe, BCIEACTBHUE, KacaTelbHO, HE3aBUCUMO OT, B LEIIX, B
OTHOLIEHUH.
4. CocTaBUTh IPUKa3; MUCbMO-3aIPOC.
5 TunoBble 3aJaHUs K JJA0OPATOPHBIM 3aHATHAM (NPU HATUYUU)
JIaGopatopHble 3aHATUSA 1O JucHUIUIMHE «OCHOBBI JEJIOBOM NOKYMEHTAllUU MU
JIeJTOTIPOU3BOICTBA B OPTaHU3AIMM» YI€OHBIM IIAHOM HE IIPEIYCMOTpPEHA.
6 TunoBble 3a1aHUA K MHTEPAKTHBHBIM 3aHATHAM
IIpuMepHbIe BONPOCHI /LISl IMCKYCCHH
1 CpaBHEHUE UCTOPUYECKUX MIEPUOIOB B Pa3BUTHH POCCHICKOIO J1€0IPOU3BOJICTBA.
2 AHanu3 COBETCKOIO MEepHo/ia B pa3BUTUH JCIONPOU3BOICTRA.
3 Pa3zpa0otka 06J1aHKOB IOKyMEHTOB JJIs1 KOHKPETHOI OpraHu3anuu.
4 Pacuyet unciaeHHOCTH ciyx0b1 JIOY.
5 Pazpabotka yHupumpoBaHHbIX (OpM JTIOKYMEHTOB B cpesie Microsoft Word.
6 Pazpaborka mabioHOB nisi  OGOPMIICHHUS OPTAaHM3ALMMOHHOM JTOKYMEHTAIUH
KOHKpETHO! opranu3zainuu B cpeae Microsoft Word.
7 Peructpanus BXOASIIEH U UCXOASIIEN KOPPECTIOHICHIINH.
8 PaboTa c 3asBIEHUSMH IPaX/IaH.
9 Pa3zpaboTka HOMEHKJIATYPHI JE.
10 Opranunzanusa IOY ¢ noMoIIb0 aBTOMaTU3UPOBAHHOM CUCTEMBI «Jlemo»
11 Pa3pabotka [TonoxxeHns 00 sKcriepTHON KOMHCCUU
12 IIpoBeneHue FKCHIEPTH3bI IEHHOCTH JOKYMEHTOB
13 Odopmienue 06105KeK J1e ¢ Pa3HbIMUA CPOKAMU XpaHEHUS
14 IToaroToBKa TOKyMEHTOB K YHUUTO)KEHUIO
IIpumeps! TeM s 3cce
1. HopmartuBHas 0CHOBa mpoliecca JOKyMEHTHPOBAHUS YIIPABICHUS IEPCOHATIOM.
2. OpraHu3alroHHBIE KAJAPOBHIE TOKYMEHTBI: COCTaB, COJIEPKAHNE, TOPSIOK IMOATOTOBKH H
oopmieHus.

3. JomkxHOCTHAS HHCTPYKIUS KaK OpraHU3aIlMOHHBIN KaJPOBHI TOKYMEHT.

4. TlomoxxeHHMEe O CTPYKTYPHOM TOJpAa3JeIeHUN KaK OpraHU3allMOHHBIM  KaJpOBBIH
JOKYMEHT.

5. JloKkyMeHTUpOBaHHE MpoIiecca YBOJIbHEHHS COTPYTHUKOB.

6. JloKkyMeHTHpOBaHHE MPOLECcca OTKOMAaHANPOBAHNUS IIEPCOHANA.

7. CoctaB 1 BUbI KaJIpOBOM JJOKYMEHTAIMH.
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8. AyrcopcuHr u ayrcta@uHr MepcoHaja: MpaKTUKa MpUMeHeHHs. [loKyMeHTHpoBaHHE
mpolecca NpeA0CTaBICHHs OTIYCKOB.
9. JlokyMeHTupOBaHHE Iporecca 0HOPMIICHHUS TPYIOBBIX OTHOIICHHIA.
10. TpyznoBoii 1oroBop U TPyJOBOE COTJIAlleHHe: MoHATHE, (popma, mporenypa ohopMICHHS
U 3aKJTIOUCHHUS.
11. CoBpemeHHbBIE MPOrpPaMMHBIE MPOAYKTHI IJIsl CIYXO yHpaBlieHUs MEpCOHAIOM: oOIiast
XapaKTePUCTHKA.
12. Cucremaruzanys 1 ornepaTUBHOE XpaHEHUE TIOKYMEHTOB IO JTUYHOMY COCTaBY.
13. Peructpanus 1 KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB IO YIIPABJICHUIO TIEPCOHAIIOM.
14. BonbHUYHBIN JHCT: TIOHATHE, IMpaBOBasi OCHOBA NIPEJOCTABICHUS, OCOOCHHOCTHU
0(OPMIICHHS U OTLIATHI.
15. UHcTpykTax Mo TexHUKE Oe30MacHOCTH: IOHATHE, MPaBOBask OCHOBA IPOBEICHUS,
OCHOBHBIE BHJIbI U OCOOCHHOCTH JJOKYMEHTAIBHOTO O(OPMIICHHS.
16. YuuduuupoBaHHble JOKYMEHTBI MO JIMYHOMY COCTaBY: TOHATHE, BHJIbI, COJEp)KaHUE,
HOPSI0K 3aIIOJTHEHUS.
17. IokyMeHTBI 110 Y4eTy KaJpoB: MOHITHE, (POPMBI, TOPSAIOK 3aMIOJTHEHUS U BeICHUSI.
18. TpynoBas kHHXKa: 0hOpMIIEHUE U BEACHUE.
19. JlokyMeHTHpOBaHKE MpoIecca POTALMU TIEpCOoHAIA.
20. lIokyMEeHTUpOBaHHUE TIpOIlecca aJanTalii, MOTHBAIMHM, TPEHHHIa W KOHTPOJUIMHTA
nepcoHaa.
7.JIpuMepbl TECTOB IJII KOHTPOJISI 3HAHU I
BapuanTt 1
1. K opranu3aiinoOHHbIM JOKYMEHTAM OTHOCATCS (HA3BaTh HYKHbIe BAPHAHTBHI):
a) aKThI,
0) ycTaBbl;
B) IITAaTHOE PACIHCAHUE;
I') JOJDKHOCTHAS! MHCTPYKIIUS;
1) OTYETHI,
€) nuchbMa.
2.Kaxkoii 0;1aHK opraHu3anuu NpUMeHSIIOT /I oopMJIeHHs MPUKA3a M0 OCHOBHOM
aeaTeJLHOCTH?
a) OJaHK MHCHhMa,
0) Gy1aHK KOHKPETHOTO BHJ1a JOKYMEHTAa;
B) ONaHK JOHKHOCTHOTO JIHIIA.
3. MoanuchIBaeT NPUKA3BI
a) PYKOBOJUTENb CTPYKTYPHOT'O OPa3/IeIeHUS;
0) pyKOBOJMTEIb OpPTraHU3aINH;
B) JIOJUKHOCTHOE JIMII0-COCTaBUTEIbIIPHKA3a.
4. Kakoii peKBH3UT 00513aTeIbHO 0()opMJIsieTcsl TP BHEIIHEM COTJIACOBAHMM TOKyMeHTa?
a) rpu¢ coriacoBaHus;
0) BU3BI COTJIaCOBAHUS;
B) rpud OrpaHUYEHUS IOCTYMA K JOKYMEHTY.
5.M3 KakuX Tpex J0KYMEHTONMOTOKOB COCTOUT 10KYMEHTO000POT NpeAnpusiTHs?
a) UCXOJSILIETO;
0) BHYTpEHHETO;
B) IOCTOSIHHOTO;
T') IEPEMEHHOTO;
1) cy4aitHOTO;
€) BXO/ISIIETO.
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VIl. METOIAYECKME YKA3AHUA JUISAA OBYYAIOIIAXCS IO OCBOEHUIO
TACIATITAHBI

Mertoanyeckuie ykazaHus Ui OOyYaroIIUXCsS MO OCBOCHHIO IUCHUIUIMHBI «OCHOBBI
JITIOBOM TOKYMEHTALIMU M JIJIOTNIPOM3BOJICTBA B OPraHU3ALMU» NPEACTABICHB B HOPMATHBHO-
METOJAMYECKUX JOKYMEHTaX:

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

[TonoxeHre 06 OpraHU3aIMKl CaMOCTOATEILHOM paboThl cryaentos (http://www.rea.ru)

IlonoxkeHne O pEUTHHIOBOM CHCTEME OLEHKHM YCIIEBAEMOCTM M KadecTBa 3HAHUHI
cryaenros (http://www.rea.ru)

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

OpraHu3anusi JEATEIBHOCTH CTYJIEHTa [0 BHJAM Y4YEOHBIX 3aHATHH, paboTam 110
muciiiiae  «OCHOBBI  ZICTIOBOWM  JIOKYMEHTALMK M JICJIONPOM3BOACTBA B  OPraHU3aI[HK»
npejcTaBicHa B TA0JIHUIIE:

MeTO,Z[I/ILICCKI/Ie YKa3zaHuAa 1J1sd 06yqafom1/1xc;1 I1I0 OCBOCHHIO JUCHHUITIINHBI «OcHOBBI
b1 (S (0):16)7 JOKYMCHTAIMK W ACTIONPOU3BOACTBA B OPraHU3alun»

Hanucanue  xomcnexma — nekyuti:  Kpamko, — CXeMamuiHo,
Jlexums noCne008amenbHoO (QUKCUPOBAMb OCHOBHbIE NOJIOHCEHUS, BblBOObI,
Gopmynuposku,  0000wWeHUs,;,  OMMEYamsv  GAJCHbIE  MbICIU,
svl0enamy  Kiuouesvle Cc108a, mepMuHvl. IIpogepka mepmunos,
NOHAMUL C HOMOWbIO IHYUKIONEOUl, C108apell, CNpaBouYHUKOE C
BLINUCHIBAHUEM MOAKOBAHUN 6 mempadsb. Obo3HauUmMb 80NPOCHI,
MEPMUHbL,  Mamepuan,  KOMOpbvlll  Gbl3blédaem  mpyOHOCHIU,
NONbLIMAMbCA HAUMU omeem 6 pekomenoyemou aumepamype. Ecnu
CaMOCMOSIMENbHO He yoaemcs. pazoopameycsi 6 mamepudle,
He0bx00uMo copmyruposams 8onpoc u 3a0ams NPenooasamenio
Ha KOHCYIbMAyUl, Ha NPAKmMuYeckom 3aHsamuu. Yoeiums HuManue
CNe0YIOUUM NOHAMUAM (nepeyuciienue NOHAMuULL) u op.

NutepakTuBHAS JIEKIUS Cosokynnocmo KOMNbIOMEPHBIX MEXHON02UL, 00HOBPEMEHHO
UCNONL3YIOWUX HECKONbKO UHPOPMAYUOHHBIX Cpeld: 2pagpuky, mekcm,
suoeo, ¢omoepaghuro, anumayuro, 38yKogvle 3pghekmol, 38YK08OE
conpogooicoerue. Texnonoeuro myromumeoua coOCmagiam CneyuaibHble
annapammuvle U npoepamMmHble Cpeocmad.

[TpakTnueckue IIpopabomka paboueii npozpamm, yoenss ocoboe GHUMAHUE YeNaM
u  3a0ayam,  CMpYKmype U  COOEpHCAHUIO  OUCYUNTIUHDIL.
Koncnexmuposanue ucmounuxos. Paboma c xoncnekmom nexyui,
NO020MOBKA OMBEemo8 K KOHMPOIbHLIM GONPOCAM, NPOCMOMP
PEKOMEeHOYeMOll iumepamypbsl, paboma ¢ meKCmoM.

CamocTostenpHas paboTa | Buinonnenue 3adanuii 6e3 yuacmus npenooasamers
CTYJIEHTOB

Koutposnbnas pabota 3Hakomcmeo ¢ OCHOBHOU U OONOJHUMENbHOU JAUMepamypou,
BKIIOUASL  CNPABOUHble — U30AHUS,  3apYOediCHble  UCMOYHUKU,
KOHCNEKm  OCHOBHbIX  NONOJNMCEHUU,  MEePMUHO8,  C8e0eHUll,
mpeoyrouuxcs on4 3aNOMUHAHUSL u ABNAIOWUXCS
ocHnogononazaowumu 6 smou meme. Cocmagnenue aHHOMAYUl K
NPOUUMAHHBIM TUMEPAMYPHBLIM UCIOYHUKAM U Op.

Huckyccust OUACHOCMUKA 3HAHUEB020 KOMNOHEHmMAd, paccMampueaemozo 8
npoyecce oucKyccuu, oyeHusanue KOMMYHUKAMUGHBIX
KOMnemeHyutl, VYMeHus. npueooUmy apeymenmol u

KOHMPAp2SyMeHmul,  COPMUPOBAHHOCMU — HABLIKOS — NYOIUUHO2O
svicmynnenus. Ilpu Ouacnocmuke pe3ynbmamos UCHONb3Yemcs
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onucamenbHaAd WKaila OoyeHu6arusl

Tectbl Hna noocomosku K mecmupo8anuio 00yYaUUMCs HeoOX00UMO
usyuums  JIeKYUOHHbIL Mamepuan, Mamepuaisl NpaKmuyecKux
3auAmMuUll, a Makxice 80npocwyl, 8bIHOCUMbIE HA CAMOCMOAMENbHOE
usyueHue. IIpu noozomoeke K  omeemy  CHYOEHMmYy
npeodoCcmaesiaemcs npaso NOAb308aHUs  KaabKyasmopom. Ilpu
npogepke  3a0aHus, OYEHUBAIOMC  KOJIUYECME0  NpPABUTbHBIX
0meemos Ha mecmosbvie 3a0anus 6a308020 U NOBLIUEHHO20 YPOBHSL.

Occe Ilouck  numepamypoi u cocmaenenue oubauoepaghuu,
ucnoavsoganue om 3 00 5 HaAyuHbIX pabom, U3NONHCEHUe MHEHUs.
ABMOPO8 U 8020 CYICOEHUsL NO 8bLOPAHHOMY BONPOCY,; UZLONCEHUE
OCHOBHbIX ACneKmog npoobaemvl. B xo0e obwenus svicmynaiouje2o ¢
ayoumopueti  opmupyemcs.  Mupo8o33penue,  NPUBUSAIOMCS
MemoodonocuiecKkue U npaKkmuieckue HagbiKu

VIIl. METOAUYECKHUE MATEPUAJIBI, OIIPEIEJISIIOILUE ITPOLIELY PbI
OLIEHUBAHMS 3HAHUM, YMEHUM, HABBIKOB U (MJIH) OIIBITA
JNESITEJIbHOCTH, XAPAKTEPU3YIOIIUX ITAIIbI ®OPMUPOBAHUSI
KOMIIETEHIIMI

Onucanue nokazaresnaeil 1 KpUTEpUEB OLCHMBAHMS KOMIIETEHLIMA HA Pa3JIMYHBIX dTarax
X (OpPMHPOBAHUS, ONHMCAHME IIKAN OLEHWBaHMA TpexacraBieHo B pazzaene |l «Conmepkanue
nporpaMMsbl yueOHOM nquciuIuiHb U pasznene VI nacrosieii pabodeii mporpaMMsl.

®opMupoBaHre OAJILHOM ONEHKHM MO0 JaucHuIuimHe «OCHOBBI  JI€JIOBOM
JIOKYMEHTAIIMU U JISJIONPON3BOJICTBA B OPraHU3ALNKN» ISl CTY/IEHTOB OYHOH M 0YHO-32049HOM
¢hopm popmMbI 00yueHHs IPOrpaMMbl DaKajiaBpuaTa

B cootBerctBun c IlomokeHneM O pEUTUHrOBOW cHUCTEME OICHKH YCIEBAaeMOCTH W
kaudectBa 3HaHuit cryaeHToB B PI'bOY BO «PDVY um. I'.B.Ilnexanosay pacnpeaenenue 0amios,
bopMUPYIOLIUX PEUTUHIOBYIO OLIEHKY pabOThl CTYJIEHTa, OCYIIECTBISETCS CIEAYIOIIUM
00pazoM:

Bunpi pabot MaxkcrMaabHOE KOJIHYECTBO 0alsIoB
Beinonnenne y4eOHbIX 3aJaHM Ha ayAMTOPHBIX 20
3aHATHUAX
Texymuil KOHTPOJIb 20
TBopueckuil pedTHHT 20
[TpomexyTouHasi aTTecTalusl (3a4er) 40
Hroro 100

Pe3ynpTaThl BXOJHOTO KOHTPOJISL YPOBHS MOATOTOBKU OOYUarOIIMXCs B Havaue U3y4eHus
JUCLUIUIMHBI, YPOBHSI IPO(ECCHOHATBLHOM MOArOTOBKM OOYYalOIIMXCS B MPOIECCE M3YyUEHUs
CMEXHBIX JUCHUIUIMH HE (QOPMHUPYIOT PEHTHHIOBYIO OLIEHKY paOoThl oOydaromierocs Io
JUCIUIUINHE, KPUTEPUH OLEHKH BXOJHOTO KOHTPOJIS IIPEJCTaBICHbl B OLIEHOYHBIX U
METOMYECKUX MaTepuagax K JUCIUILINHE.

Kpurepun ouneHky 3ajaHuil TEKylero KOHTPOJIS YCIEBAeMOCTH 00y4alomierocsi B
cemecTpe:

Pacuer OamoB mo pe3yibTaTaM TEKYIIEro KOHTPOJS MO OYHOM M OYHO-3a0YHOM

hopme oOyueHust
®dopma HanmeHoBaHME TEMBI, BBIHOCUMBIX Ha KOHTPOJIb ®opma npoBeIeHUs KonnuectBo 6amoB,
KOHTPOJIA KOHTPOJIA MaKCHMaJIbHO
Texymwit | Tema 1 Opranu3anmoHHBIE OCHOBBI 3, yoT 2
KOHTPOJIb
ACJIONPOU3BOJACTBA. bnanku 2
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JIOKYMEHTOB.
Tema 2 Opranu3zanuoHHO- 113, YOT,J, 2
pacnopsiAuTeNabHas JOKYMEHTAIIHSL. 1
OO01as xapakTepuCTUKa CTUIIS
CIIy’keOHOI IOKyMEHTallUU.
Tema 3 CripaBouHO-UH(DOPMAIIMOHHBIC 3, yoT 1
JOKYMEeHTHI. JlenoBas mepenucka. 1
CocTaBiieHHE aKTOB M IPOTOKOJIOB.
Tema 4 PacnopsiautenbHbie I, YOT, 113, 1
JToKyMeHThI. COCTaBIIEHHE MPUKA30B, 2
YKa3aHUH, pacCIOPsIKEHUMN.
Opranu3anuoHHbIC JOKYMEHTHIL.
Tema 5 Opranuzanus YOT, 113, T 1
JTOKyMeHTooOopoTa. Opranuzanus 1
pPErucTpalnuu JOKYMEHTOB U KOHTPOJIb
WCTIOJTHEHUS JIOKYMEHTOB.
Tema 6 Opranuzanus onepaTuBHOrO YOT, 113,39 1
XpaHeHUs JOKyMeHTOB. DopMupoBaHue 1
JelL.
Tema 7 [loaroroBka 10KyMEHTOB K YOT, K 2
MoCNeAYIOIIEH nepeaadn J0OKYMEHTOB B 2
apXUWB WM Ha YHHYTOXKEHUE.

Bcero 20

2) Kpurepuu OlieHKH KYPCOBO# pabOThI

KypcoBas paboTa yueOHBIM IJIAHOM HE MPEAyCMOTpPEHA

3) Kpurepuu OlleHKH 3a/IaHU# K IPAKTHYCCKUM (CEMUHAPCKHUM) 3aHITUIM

YcTHbIi onpoc

0,5 0asnuia- BBICTABIACTCS CTYACHTY, €CIIM OH CBOOOJHO OTBEYAET HA TEOPETUUYECKHE
BOMPOCHI U TIOKA3bIBAET INIyOOKHE 3HAHUS U3YYEHHOTO MaTepuana,

0,4 0aju1a -BBICTABJISIETCS CTYJEHTY, €CIIM €r0 OTBEThI HA TECOPETUUYECKHUE BOIPOCHI HE
JIOCTATOYHO TMOJHBIE, UMEIOTCS OIMUOKU P OTBETAX Ha JIOMOJHUTENbHBIE BOIIPOCHL,

0,3 0ass1a- BBICTABISIETCS CTYJEHTY, €CJIM OH oTBe4aeT Ha 50% 3a1aBaeMbIX BOIIPOCOB U
YaCTUYHO PACKPBIBAET COJEPIKAHUE TOTIOTHUTEIHHBIX BOIPOCOB,

0,2 Dansa- BHICTABISICTCS CTYJIEHTY, €CIIM OH TEOPETUUECKOE COJIepKaHNEe Kypca OCBOMII
YaCTUYHO WJIM OTCYTCTBYET OPHEHTAIIUS B U3JIaraéMOM MaTepuase, HeT OTBETOB Ha 3a/laBaeMble
JIOTIOJTHUTEIILHBIE BOIIPOCHI.

Iucbomennas fomamnss pabora:

2 0anna  —  BBICTaBISETCA CTYZACHTY, MOKa3aBIIeMy  BCECTOPOHHUE,
CUCTeMAaTHU3UPOBAaHHBIE, TTyOOKHE 3HAHUS BOIIPOCOB PA0OTH U YMEHHUE YBEPEHHO MIPUMEHSTH UX
Ha TIPAaKTUKE TpPU pPEIICHHWH KOHKPETHBIX 3aJad, CBOOOJHOE W TpPaBWIBHOE OOOCHOBAaHHWE
MPUHSTHIX PEIICHU;

1,5 0anuia — BBICTABIISIETCS CTYJIEHTY, €CJIM OH TBEPAO 3HAET MaTepuaj, IPaMOTHO U MO
CYIIIECTBY €ro M3Jlaraer, yMeeT MPUMEHSTH MOJyYeHHbIC 3HAHHs HA MPAKTUKE, HO JOIMYCKAaeT B
OTBETE HAa TEOPETHYECKHE BOMPOCHI MM B PEUICHHE 3a[a4d HEKOTOPbIE HETOYHOCTH, KOTOPHIE
MOJKET YCTPAHHUThH C TTIOMOIIIBIO JOMOIHUTEBHBIX BOMPOCOB MPENOIaBATENS,

1 6ann — BbICTaBNs€TCS CTYAEHTY, MOKa3aBlIeMy (GparMeHTapHbIH, pa3po3HEHHBIN
XapakTep 3HaHWM, HEIOCTATOYHO MPaBUIIbHBIE POPMYITUPOBKH 0A30BBIX MOHSATHH, HApYIICHUS
JIOTHYECKOW TIOCIIEIOBATEIFHOCTA B W3JI0KEHUU TPOTPaMMHOTO Marepuajia, HO MPH STOM OH
BJIa/ICET OCHOBHBIMH TMOHSTHUSIMU BBIHOCUMBIX Ha KOHTPOJBHYIO paboOTy TeM, HEOOXOAMMBIMU
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JUTSL  TajdbHEeHWIero OOy4YeHHss M MOXKET NPUMEHSATh MOJNydeHHBIC 3HAHHWS MO 00pasly B
CTaHIAPTHOU CUTYaIINH;

0 0aiI0B — BBICTABISICTCS CTYACHTY, KOTOPBI HE 3HAeT OObIell 4acTh OCHOBHOTO
CoJlep’KaHusl BBIHOCUMBIX Ha KOHTPOJbHYIO PabOTy BOMPOCOB TEM JUCUUIUIMHBI, TOITYCKaeT
rpyObie OmuOKH B (POPMYIMPOBKAX OCHOBHBIX MOHITHIA M HE YMEET HUCIOJIb30BATh MOTYyICHHBIE
3HAHUS MPU PEIICHUU TUIOBBIX MPAKTUYECKUX 3a7ay.

BrinosiHeHHs1 KOHTPOJILHOI PadoThI:

2 oa/1a — BBICTABJIAETCS CTYIEHTY, MOKa3aBIIEMY BCECTOPOHHHUE,
CHUCTEMAaTU3UPOBAHHbBIC, TTTyOOKHE 3HAHUSI BOMPOCOB KOHTPOIBHOM pabOThl U YMEHUE YBEPEHHO
OPUMEHSTh MX Ha NPaKTUKE MPHU PEUICHUH KOHKPETHBIX 3aJad, CBOOOJHOE M MpPaBHJIbHOE
000CHOBaHUE MPUHSATHIX PEIICHHUII;

1,5 6asu1a — BeICTaBIsI€TCS CTYACHTY, €CIM OH TBEPAO 3HAET MaTepHall, TPaMOTHO U 1O
CYILIECTBY €ro M3j1araer, yMeeT MPUMEHSTh MOJIyYeHHbIC 3HAHUSI HA MPAKTUKE, HO JOIMYCKAET B
OTBETE HAa TEOPETUYECKHE BOMPOCHI WM B pELICHHE 3a7aud HEKOTOpPbIE HETOYHOCTH, KOTOPbIE
MOET YCTPaHUTh C TOMOIIBIO JIOMOJIHUTEIBHBIX BOIIPOCOB MPENOAaBaTeNs;

1 0ann — BBICTABISIETCS CTYIEHTY, IOKa3aBIIeMy (parMeHTapHbIH, pa3pO3HEHHBIH
XapakTep 3HAHWK, HEIOCTATOYHO MPABUIBHBIC (POPMYITUPOBKH 0A30BBIX MOHATHHA, HAPYIICHUS
JIOTUYECKON TMOCIEA0BATEILHOCTH B M3JIOKEHUU MPOrpaMMHOr0 MarepHalia, HO MPH 3TOM OH
BJIQJICET OCHOBHBIMH IOHSTHUSIMH BBIHOCUMBIX HAa KOHTPOJBHYIO pabOTy TeM, HEOOXOIMMBIMU
JUIsL ajbHeimero oOy4eHHs M MOXKET NPUMEHSATh MOJMydyeHHbIe 3HaHMsS MO o0pasly B
CTaHJAPTHOW CUTYyaluu;

0 0aJI0B — BBICTABIIACTCS CTYACHTY, KOTOPBIA HE 3HAET OOJbIIEH YAaCTH OCHOBHOTO
COJICp’KaHUsI BBHIHOCUMBIX HAa KOHTPOJIBHYIO PabOTy BOMPOCOB TEM JUCHUIUIMHBI, JOITYCKAeT
rpyObie omuOKU B (POPMYIUPOBKAX OCHOBHBIX MOHITHIA M HE YMEET HUCIOJIb30BaTh MOJTYyYCHHbIE
3HAHUS MIPHU PEIICHUN TUTIOBBIX MPAKTUYECKUX 3a/1a4.

TecTtupoBanmue:

1 6a/1J1 — BBICTABIISACTCA CTYJEHTY IPHU YCIOBUU €r0 MPABIWIHBHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHHU;

0,8 6a/110B — BBICTABIISICTCA CTYACHTY IIPH YCIOBUU €T0 MpaBWwibHOTO oTBeTa oT 70 % 10
90% TecTOBBIX 3aJaHUM;

0,5 6a1 — BBICTABISIETCSA CTYACHTY MPU YCIOBUHU €ro MpaBHIIbHOTO oTBeTa OoT 50% 10
70% TecTOBBIX 3aJaHUM;

0 0a.1J10B — BBICTABIISIETCS] CTYJIEHTY MPU YCIOBUU €r0 MPABUIILHOTO OTBETA MEHEE UYeM
Ha 50% TecTOBBIX 3aJJaHUM.

4) Kputepuu olleHKH 33aHUN K 1a00PaTOPHBIM 3aHATHSIM

JIaGopaTopHble 3aHATHS Y4€OHBIM IJIAHOM HE MPETyCMOTPEHBI

5) KpuTepuu olleHKH 33/IaHUI K HHTEPAKTHBHBIM 3aHITHAM

Pe3yabTaThl AUCKYyCCHU:

1 0ana — BBICTaBISETCS CTYIEHTY, €CJIM OH MOATOTOBWJI BBICTYILJIEHHWE IO BOMpPOCaM
JTUCKYCCHUM; TIPOSIBIISIET HABBIKM aHalln3a, 0000IEeHUs, KpUTUYECKOTO OCMBICIIEHUS, MyOIUIHON
peyu, apryMeHTalluH, BEJACHUS JHUCKYCCMM U TIOJIEMHUKH, KPUTHYECKOTO BOCIPHUSATHUS
uHpoOpMallK;  MaTepuad  M3JOKEH  TpPaMOTHO, B  OMNPEACTICHHOW  JIOTHYECKOH
MOCJIEIOBATEILHOCTH, TOUHO MCTIOIB3YETCSl TEPMUHOJIOTHS; TIOKa3aHO YMEHHUE UILTIOCTPUPOBATH
TEOPETHUUECKHUE TOJI0KEHHUSI KOHKPETHBIMU TPUMEPAMHU; BBICKA3bIBaTh CBOIO TOUKY 3PEHUS,;

0,8 0a1510B — BBICTABISETCS CTYACHTY, €CJIM OTBET yJIOBJIETBOPSIET BCEM TPEOOBAHUSM,
U3IIO)KEHHBIM paHee, HO TMpU OTOM JOMYIIEHb HEOONbIINe Mpodensl, He HCKa3UBIIUE
coJIepKaHue OTBETA; MOMYIIECHbI OJIUH — JIBa HeJo4YeTa B (OPMUPOBAHUU HABBIKOB MyOIHMYHON
peuu, apryMeHTaluu, BEACHUS JHUCKYCCMM U TIOJEMUKH, KPHUTHUUYECKOTO BOCIPUITHS
uH(pOopMaLnu;

0,5 0as1a — BBICTABIISIETCS CTY/ICHTY, €CJIM HEMOJIHO WJIM HEMOCIEA0BATEIbHO PACKPHITO
coJlep’kaHUEe MaTepHualia, HO IMOKa3aHO o0lllee MOHMMaHUE BOIPOCa U MPOAEMOHCTPUPOBAHbI
YMEHUs, JOCTATOYHBIE IJis JaJIbHEHIIEro yCBOGHHUS MaTepuaia; UMENIHCh 3aTPyIHEHUS HIIU
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JOTTYIICHBI OMIMOKU B OMpPEAENCHUN MOHSTHIA, UCIIOJIb30BAHUNA TEPMUHOJIOTHH, UCTIPABIICHHBIC
MOCJI€ HECKOJBKUX HABOMSIIMX BOIMPOCOB; MPU HEMOJHOM 3HAHWU TEOPETHYECKOr0 MaTepuaia
BBISIBJICHA HEJOCTATOYHAs! CPOPMUPOBAHHOCTH KOMITETEHITNH, YMEHHI U HABHIKOB;

0 0aqsI0B — BBICTABISETCS CTYIEHTY, €CJIM HE PACKpbITO OCHOBHOE COJEpKaHUE
y4ueOHOro Marepuaja; OOHApy)KCHO HE3HAHHWE WM HEIOHMMaHue OOJbIIeH WM Hauboliee
BOKHOM YacTH yd4eOHOro maTepuala; JONYIICHbl OIMMOKKW B OMNPENCICHUU IOHSATUH, IMpHU
HUCTIOJIB30BAHUN TEPMHUHOJOTMH, KOTOPbIE HE HCIPABICHBI IOCJIE HECKOJIbKHUX HaBOJSAIIMX
BOIIPOCOB; HE CGHOPMHUPOBAHBI KOMIICTCHIIMM, YMEHHS W HaBBIKM NyOJUYHOW peuw,
apryMeHTallu1, BEACHUS TUCKYCCUH U TIOJIEMUKU, KPUTHYECKOTO BOCTIPUSATHS HHPOPMAITHIH.

Pe3yabTartsl 3cce:

1 6aJ11 — BBICTABIISICTCS CTYJCHTY, €CJIA BBITIOJHEHBI Bce TPEOOBAHUS K HAMMMCAHUIO ACCE:
o0o3HaueHa mpoOieMa U 000CHOBaHa €€ aKTyaJbHOCTh, IIPOBEICH aHAIM3 PA3IUYHBIX TOYEK
3peHuss Ha paccMaTpUBaeMyl0 TpoOJieMy U JIOTHYHO W3JI0XKEHa COOCTBEHHAs TMO3UIHS;
chopMyIUpOBaHbl BBIBOJBI, T€Ma paCKpbiTa IIOJHOCTHIO, BBIIECPKAH OOBEM; COOJIIOACHBI
TpeOOBaHUS K BHENTHEMY O()OPMIICHHUIO; BBITIOJIHEHA KAY€CTBEHHASI IPE3CHTAIINS,

0,8 0a1a — BBICTABJISETCS CTYACHTY, €CJIM OCHOBHBIE TPEOOBaHMSI K 3CCE BBIMOJHEHBI,
HO TMPUCYTCTBYIOT HEAOYETHl. B 4aCTHOCTH, UMEIOTCA HETOYHOCTH B HM3JIOKEHHM MAaTEpUAIIA;
OTCYTCTBYET JIOTUYECKasi IOCJIEI0OBAaTeIbHOCTh B CYXACHHSX; HE BbIAEpkKaH 00OBEM 3cce;
UMEIOTCS YITYIICHUS B OOPMIICHHH U TIPE3CHTALINN;

0,5 0ay1a — BBICTABISACTCS CTYAEHTY, €CJIM BBIIOJHEHBl BCE MUMEIOTCS CYIIECTBEHHBIE
OTCTYIUIEHUsI OT TpeOOoBaHMI K 3cce. B 4acTHOCTH: TeMa pacKpBIThl YACTUYHO; JOMYIICHBI
OIIMOKY B IPE3CHTALIUU WIH pedepare U OTCYTCTBYIOT BBIBOBL;

0 0an0B — BBICTABISACTCS CTYACHTY, €CJIIM TE€Ma 3CCE€ HE PACKPBITHI, OOHApPYKEHO
CYIIIECTBEHHOE HEMOHUMAaHUEe TPOOJIEMbI UITU 3CCe HE MPECTaBICHbBI BOBCE.

Kpurepnn oieHKH TBOPYSCKOTO PEUTHHTA

Pacnipenenienrie  6amioB  OCYIIECTBISIETCS MO pelieHHio KadeApbl U pe3yibTar
pacnpeneiieHns 6aJuIoB 32 COOTBETCTBYIOIINE BUABI pa0OT MPEICTABISACTCS B BUIC CICIYIONICH
TaOJIULIBI

Bun paboTs! o pa3geny (Teme) JUCITUTLTHHE KonnuecTBo 6aiinos,
MAaKCHAMAJILHO
Paszpabomxa npesenmayuu no meme 4 PacnopsoumenvHvle OOKYMeHMbI. 10

Cocmasnenue npukazos, ykasauuu, pacnopsiceHuu. OpzanuszayuoxHvle
OOKYMEeHmbl.

Paspabomxa npezenmayuu no meme 6 Opeanusayusi OnepamueHoO20 XpaHeHus 10
doxymenmos. Dopmuposanue oe.
Uroro: 20

Kpurepun onieHKH NpoMe:KyTOYHOM aTTeCTALMHI

JK3aMeH 110 pe3ynbTaTaM M3Y4YEeHMsI TUCUUIUIMHBI «OCHOBBI JEIOBOM JOKYMEHTAllMUu U
JIEJIONPOU3BOJCTBA B OpraHu3anuu» B 1 cemecTpe MNpPOBOAUTCS B YCTHOH Qopme u
cootBeTcTBYeT 40 0ajs1aM. 3a4eT COCTOUT (U3 JABYX TEOPETUYECKHX BOIIPOCOB).

OnenHka 1o pe3yjapTaTaM 3a4eTa BbICTABIISETCS UCXOMAS U3 CIEAYIOUINX KPUTEPHUEB:

- IPaBUJIbHBIN OTBET Ha MepBbIi Borpoc — 10 Oanos;

-IpaBUJILHBIA OTBET Ha BTOPOil Borpoc — 10 Ganos;

-IpaBUJILHBIA OTBET Ha MpaKkTU4ecKoe 3a1anue- 20 6aos.

Hrorossliii 6a11 GopMupyercss CyMMUpPOBaHUEM OAJUIOB 3a MPOMEKYTOUHYIO aTTECTAIHIO
u OayioB, HaOpaHHBIX Iepes aTTecTalueil B TedeHue cemectpa. llpuBeneHune cymmapHOi
OaIbHON OLIEHKH K YeThIpeX OaJIbHON LIKajie MPOU3BOJUTCS CIIEAYIOIUM 00pa3oM.

HroroBelii  0ana  Qgopmupyercss CyMMHpOBaHHEM OajulOB 32 MPOMEXYTOUHYIO

aTTecTaluio U 0aJIoB, HAOpPAaHHBIX Tepe aTTecTaluel B TeueHue cemectpa. s odyqaromuxcs
ouHOI popmbl npumensiercst 100-0aypbHas olleHKa 3HAHUM, IS o0yyaronmxcs 3a04HON (hopmbl
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0o0ydeHus — TpaANIIMOHHAs YeThIpeX0aibHAs CUCTEMA OIICHKH 3HAHUH.

Iloka3aTeiu U KpUTEPUH OLIEHMBAHUSA MJIAHUPYEMBbIX Pe3yJIbTAaTOB OCBOEHMS
KOMIIETEHIIUI M Pe3yJ1bTATOB 00y4eHHUsl, IIKAJIA OlleHUBAHUS

100-
OajIbHAN
cucTeMa
OLIEHKH

TpaauuuoHHasi
ABYXOa/LIbHAS
CHCTEMA OLEHKH

dopmMupyeMble
KOMIIeTeHIN U

(MHAUKATOPBI

KOMIIETEH i)

Kpurepumn oneHuBaHus

85-100
0aIoB

«3a4meHo»

OK-5

3HaeT BepHO U B NOJHOM 00beMe: OCHOBBI
KOMaH1000pa30BaHMsI U MPOEKTHOH JeSTeTbHOCTH
YMeer BepHO U B 1OJTHOM 00beme: paboTaTh B
KOJUUIEKTUBE T10 PEIIEHUI0 KOHKPETHBIX MPOEKTHBIX
3a/1a4

Bnapneer HaBbIKaMH BepPHO U B MOJHOM 00beMe:
HaBBIKAMH PEATM3aLUN COBMECTHBIX TBOPUYECKUX
IIPOEKTOB.

I1K-10

3HaeT BepHO U B N0JIHOM 00beMe: COBPEMEHHEIE
TEXHUYECKHE CPEICTBA i HH(OPMAIIIOHHBIE
TE€XHOJIOTHH, UCIIOJIb3YEMBIE IIPU PELLICHUH
KOMMYHUKATHBHBIX 3a1a4

YMeeT BepHO U B IOJHOM 00beMe: IIPUMEHATh
COBPEMEHHBIE TEXHUYECKHUE CPEICTBA U
MH(POPMAIIMOHHBIE TEXHOJIOTUH MIPH PEIICHUN
KOMMYHUKATHBHBIX 3aJa4.

Baaneer HaBbIKAMH BEPHO U B IIOJIHOM 00beMe:
HaBBIKAMH UCIIOIb30BaHUs COBPEMEHHBIX
TEXHUYECKUX CPEJICTB U WH(POPMAIIMOHHBIMH
TEXHOJIOTUAMH IIPU PELIEHUH KOMMYHHUKATUBHBIX
3a7ad4.

70 — 84
OaJuIoB

«3a4meHo»

OK-5

3HaeT ¢ He3HAYNTEIbHBIMHU 3aMeYAHUSIMU: OCHOBBI
KOMaH/1000pa30BaHHs U TPOSKTHOM JIEATENbHOCTH
YMeeT ¢ He3HAYUTEIHLHBIMH 3aMeYaHHsIMH:
paboTaTh B KOJUIEKTUBE M0 PEIIEHUIO0 KOHKPETHBIX
MIPOEKTHBIX 33]1a4

BaajeeT HABBIKAMH € HE3HAYHTEILHBIMH
3aMeYaHHsIMH: HAaBBIKAMU Pean3alii COBMECTHBIX
TBOPYECKHX IIPOCKTOB.

I1K-10

3HaeT ¢ He3HAYNUTEIHLHBIMH 3aMeYaAHUAMM:
COBPEMEHHBIE TEXHUYECKHUE CPEACTBA U
MH(OPMaLIMOHHBIE TEXHOJIOTUH, UCIIOIb3yEMbIE
IIPY PEIIEHUA KOMMYHHUKATUBHBIX 3a7a4.

YMeeT ¢ He3HAYNTEILHBIMH 3aMeYaAHHSIMHU:
IIPUMEHATH COBPEMEHHBIE TEXHUUECKHUE CPEICTBA U
MH(OPMAaLIMOHHBIE TEXHOJIOTUN TIPU PEIICHUU
KOMMYHUKATUBHBIX 3a7a4.

BiaieeT HaBBIKAMH € He3HAYNTEIbLHBIMHI
3aMeYaHHSIMHU: HaBbIKaMH MCIIOJIb30BaHUS
COBPEMEHHBIX TEXHUYECKUX CPEJCTB U
MH(GOPMAIIMOHHBIMH TEXHOJIOTUSAMHU MIPH PELICHUN
KOMMYHHKAaTUBHBIX 3a1a4.
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50 - 69
OaiuIoB

«3a4meHo»

OK-5

3HaeT Ha 02a30BOM YPOBHeE, ¢ OINMOKAMM: OCHOBEI
KOMaH1000pa30BaHMsI U MPOEKTHOH IeSTETLHOCTH
Ymeer Ha 6a30BOM ypoBHe, ¢ ommOKkamu: padoTaTh
B KOJUICKTHUBE 110 PELICHUIO KOHKPETHBIX
IPOEKTHBIX 3a1a4

Bnapneer Ha 6a30BoM ypoBHE, ¢ OLIHOKAMM:
HaBBIKaMU peajin3aliui COBMECTHBIX TBOPUYECKUX
IIPOEKTOB.

I1K-10

3HaeT Ha 602a30BOM YpPOBHeE, € OIIMOKaAMMU:
COBPEMEHHbBIE TEXHUYECKHUE CPENICTBA U
MH(OPMAaLIMOHHBIE TEXHOJIOTUH, UCTIOIb3yEeMbIE
IIPYU pELICHUH KOMMYHUKATUBHBIX 3a/1a4.

YmeeT Ha 6230BOM ypOBHE, ¢ OIIMOKAMM:
IIPUMEHATh COBPEMEHHBIE TEXHUUECKUE CPELNCTBA U
nH(OPMALIMOHHBIE TEXHOJIOTUU IIPU PEIICHUU
KOMMYHUKATUBHBIX 3aJ1a4.

Buaaneer Ha 6a30B0M ypOBHe, ¢ OLIMOKAMM:
HaBBIKaMU UCIIOJIb30BAHUS COBPEMEHHBIX
TEXHHYECKUX CPEACTB U MH()OPMAITMOHHBIMU
TEXHOJIOTHSIMH IIPU PELICHUY KOMMYHUKATUBHBIX
3a1ay.

menee 50
0aJIoB

«He 3a4MmeHOo»

OK-5

He 3HaeT Ha 02a30BOM YPOBHe: OCHOBBI
KOMaH000pa30BaHMsI U MPOEKTHOM IESTEIbHOCTH

He ymeer Ha 6a30BoM ypoBHe: pa0dOTaTh B
KOJUIEKTUBE 10 PELIEHUIO KOHKPETHBIX MPOEKTHBIX
3a1a4

He Biageer Ha 6a30BOM ypOBHe: HABBIKAMU
peann3any COBMECTHBIX TBOPYECKUX IIPOEKTOB.

I1K-10

He 3naeT Ha 6a30BOM ypOoBHe: COBPEMEHHEBIE
TEXHUUYECKHE CPEJICTBA U MHPOPMAIIOHHBIE
TEXHOJIOTUH, UCIIOJIb3YEMbIE IPU PELLICHUN
KOMMYHHUKATUBHBIX 3a7a4.

He ymeer Ha 6a30B0M ypoBHe: [IPUMEHATH
COBPEMEHHBIE TEXHUYECKHUE CPENICTBA U
MH(POPMaIIMOHHBIE TEXHOJIOTHH MPU PEIICHUN
KOMMYHHMKATUBHBIX 3a7a4.

He B1ageer Ha 0a30BOM ypOBHe: HaBBIKAMU
HCIIOJIb30BAHUS COBPEMEHHBIX TEXHUYECKUX
CPeICTB M UHPOPMAIIMOHHBIMH TEXHOJIOTUSMU TPU
peleHn KOMMYHUKATHBHBIX 3a/1a4.

BBITIOJIHCHUIO 3aJaHusd,

Onenku «He 3auTeHO», CTaBATCS TaKKe B ClydasX, €CIM CTYIEHT HE NpUCTymald K
cnuchiBall, (ambCUPUIMPOBAT JaHHBIE W Ppe3yJabTaTbl palbOTHI.
PesynbTupyromas oOlLleHKa IO WTOraM TEKYIIero KOHTPOJS pacCUMThIBaeTCd KaK cyMMma
B3BEIIECHHBIX OLICHOK, OJYYEHHBIX 10 UTOTaM BBIIIOJIHEHHUS BCEX 3a/1aHUN.
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