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I. OPTAHM3AIIMOHHO-METOJUYECKHWHA PA3JIEJ

1.1 ean aucHUNMIMHBI

Llenpto M3ydeHUs JOUCHMIUIMHBL — sBIseTCs (OPMHPOBAHUE Yy CTYAEHTOB 3HAHUMN
TEOPETUYECKUX U MPAKTHUYECKUX OCHOB CO3JIaHMsI JOKYMEHTOB YIIPABIICHUs, a TAKKe MPUOOPETCHHE
HaBBIKOB TI'paMOTHOW U 3((EeKTUBHONH OpraHuM3aluy COBPEMEHHOIO JIeJONPOM3BOJCTBA HA
INPEANPUATHIX U B OPraHU3ALUAX.

1.2 YyeOHBIC 32029¥ JUCIHUAILINHLI
3amayaMi JUCHUININHEI SIBIISIFOTCS:

l. M3y4nTh 3aKOHOJATENbHBIE U HOPMAaTUBHO-METOINYECKUE JOKYMEHTBI, PEriIaMEHTHPYIOLIHE
paboTy ¢ JOKYMEHTaMH OpTraHu3allNu;

2. 0O3HAaKOMMHTH C MIPAaBUJIAMHU COCTABJICHUS U O(hOPMIIEHUS YIIPABICHUECKUX JOKYMEHTOB;

3. M3YYHTH MOPSAOK PAOOTHI C IMYHBIMU U CITYKEOHBIMHU JTOKYMEHTaMH;

4. chopmMHpOBaTh HABBIKU COCTABJICHUS U OPOPMIICHHUS OCHOBHBIX JJOKYMEHTOB YIPABJICHHUS;

5. m3y4HTh paboTy CITy)KOBI JOKYMEHTAI[HOHHOTO OOECTICYCHHUSI YTIPABIICHUS,

6. O3HAaKOMMTH CIylIaTesneld ¢ COBpPEMEHHBIMH TEXHOJIOTMSAMHU OpPraHU3alUu JOKYMEHTO000pOoTa
MIPEANPUATHA U OPTaHU3ALUN.

1.3 Mecro gucnumiauael B crpykrype OIIOII BO (ocHoBHOI mnpodeccHoOHATBHOMN
o0pa3oBaTe/ibHOI MPOrpaMMbl BbICIIET0 00Pa30BaHM)

Juctumnza «OCHOBBI IETOBOM TOKYMEHTAIMU U AEJIONPOU3BOJICTBA B OPTaHU3ALUI» OTHOCHUTCS K
6a30Boii yactu yueoHoro miaHa (b1.5.06).
JUis ycnemHoro ocBO€HUsI TUCHUIUTMHBI « OCHOBBI JIEJIOBOW JOKYMEHTAIMU U JI€JIONPOM3BOJICTBA B
OpTaHM3aLUI» CTYJCHT JIOJDKEH:

1.3HaTh: OCHOB JIEIONIPOM3BO/ICTBA B COOTBETCTBUU C COBPEMEHHBIMH pealTUsIMH;

2.YMeTh: pemath CTaHAAPTHBIC 3alaud TPOPECCHOHATBHON NESTETPHOCTH Ha OCHOBE
UHPOPMALMOHHOW #  Oubmuorpaduyeckoil KyiapTypsl C HpUMEHEHHEM HH(POPMAIUOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTMA ¥ C YYEeTOM OCHOBHBIX TpeOoBaHWH HH(OPMAIIMOHHON
0€30I1aCHOCTH;

3.Biagerb: coCcOOHOCTBIO TPOCKTHPOBATH OPTaHU3AIMOHHYIO CTPYKTYPY, OCYIIECTBISITH
pacripe/ielieHue MOJIHOMOYUI 1 OTBETCTBEHHOCTH Ha OCHOBE X JICJICTUPOBAHUS.

1.4.06bemM AUCHMILIMHBI U BUAbI Y4eOHOH padoThl

IMoka3zaTesn o0beMa TMCUMILIMHBI Bcero yacos no ¢gopmam o00yueHus
Ounas | 3aouHas | OuHo-3204Hast

OO0beM QUCIHUILUIMHGI B 3aYETHBIX €IMHULIAX 2
O0BeM QUCHUIUINHBI B Yacax 72
KontakTHas padoTa 00yJamommxcsi ¢ 28,25 8,25 24,25
npenogaBareneM (KoHTakT. yachl),
BCEro

1.AymutopHas padota (Ayxd), Bcero: 28 8 24
B TOM YHCJIE: -

JIEKIINH, B TOM YHCIIE HHTEPAKTHBHBIE 14(4) 4(2) 8(4)

0

J1a00PATOPHBIC 3aHATHUS, B TOM YHCIIE - -
HWHTEPaKTUBHEIE ()

MpaKkTUIeCcKre (CEeMUHAPCKIIE) 14(4) 4(2) 16(4)
3aHATHUS, B TOM YUCJIC UHTEPAKTUBHBIC ()

2.0nektpoHHoe 00y4deHue (Dek.)

3.MHnuBUlyalIbHBIE KOHCYJIbTAlluU
(UK)




4.KonTaktHas pabora 1mo
poMexxyTouHo# arrecranuu (Karr)

5.KoHcynbTanus nepes 3k3aMEHOM
(K9)

6.KonrakTHas padota 1o 0,25 0,25 0,25
MIPOMEKYTOUHOM aTTecTalluy B NEPUO IK3.
CECCHUM, ceccHH 3a09H. (OPMBI O0YICHHUS
(KattaK3)

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

B TOM 4YHUCJIC:

camocTosTeapHas pabota B cemectpe (CPc) 60

caMocCTOsITeNbHas paboTa Ha KypCOBYIO
paboty

caMocCTOsITeIbHas paboTa B epHox 3,75
sk3.ceccur (KOHTpOJIB)

KonrtakTHas paboTa npu MpoBeACHUHN YUeOHBIX 3aHATHH MO TUCLHUIUIMHE OCYIIECTBISETCS B
COOTBETCTBHUU ¢ NpukazoM MunobpHayku Poccun ot 05.04.2017 Ne 301 «O06 yTBepKaeHUHN MOPsIIKa
OpraHu3aIH U OCYILECTBICHH 00pa30BaTEIbHOM NEATETLHOCTH 110 00pa30BaTENIbHBIM ITPOrpaMMaM
BbICIIEro 00pa3oBaHMs — MporpaMmaM OakajiaBpuaTa. MporpaMMaM CIEHUaIUTeTa, MPOorpaMMamM
MarucTparypbD».

1.5 TpeOoBaHusl K pe3yJibTaTaM OCBOEHHS COAEPKAHUS JUCHMILTHHBI

B pesynbpTare 0CBOEHHS AUCIUILIMHBI B COOTBETCTBUU C BUIAMHU MPO(ECCHOHATBHON NESATETbHOCTH,
Ha KOTOpbIE OPHUEHTHpPOBAaHA IMporpaMma OakanaBpuara, OJDKHBI OBITh pEIIEHBl CIEAYIOLIHE
npodeccuoHadbHble 3amaud U chopmupoBaHbl creaytomme oOmekynbtypHble  (OK),
npodeccuonanbubie (I1K) kommereHnuu:

OK-4 cnoco0HOCTBI0 K KOMMYHMKAIMM B YCTHOH M NHCbMEHHOH ()opMax Ha PycCKOM H
HHOCTPAHHOM si3bIKaxX JUIA PpeLIeHUsl 33424 MEHJIMYHOCTHOIO M MEKKYJbTYPHOIO
B3aMMO/EHCTBUA

B pesynbraTe ocBoenus komnetreHuun OK-4 cTy1eHT 10IKeH:

1. 3HaTh: OCHOBHI KOMMYHMKALIMU B YCTHOM M MHCbMEHHOH (hopMax Ha pPycCKOM M MHOCTPAHHOM
A3BIKAX JJIS PEIIEHUS 3a1a49 MEXINYHOCTHOTO U MEXXKYJIBTYPHOTO B3aUMOICHCTBUS.

2. YMeTb: HCHONB30BaTh KOMMYHHUKAIlMM B YCTHOW M NHCbMEHHOM (opMax Ha pyccKOM u
MHOCTPAHHOM $I3bIKax Il PEHICHHS 3a1a4 MEKIMYHOCTHOTO U MEKKYJIbTYPHOTO B3aUMOJECHCTBUS.
3. Baragerb: COCOOHOCTHIO K KOMMYHHUKAIlMM B YCTHOM M NMHUCBMEHHOH (hopMax Ha PYCCKOM H
MHOCTPAHHOM $I3bIKaX Il PEHICHH 3a1a4 MEKIMYHOCTHOTO U MEKKYJIbTYPHOTO B3aUMOJECHCTBUS.

IIK-1 BiageHMeM HABBIKAMM HCIIOJIB30BAHHUS OCHOBHBIX TEOPHH MOTHMBALMM, JUAEPCTBA U
BJIACTH JIJIsl PelIeHUsl CTPATernyecKuX U ONepaTUBHBIX YIPABJIEHYECKUX 32124, a TAKKe JJs
OpPraHu3auMy TPYNIOBOH pPadoThl HA OCHOBE 3HAHMS NMPOLECCOB IPYNINOBOH JIMHAMHMKH H
NPUHIUNOB (POPMUPOBAHUS KOMAH/Ibl, YMEHNHE MPOBOAUTH AYTUT YeJI0BEYECKUX PECYpPCOB H
OCYLEeCTBJISATH AUATHOCTUKY OPTraHU3ALMOHHOM KYJbTYPbI
B pesynbrate ocBoenus komnereHuu IIK-1 cryaeHT nomkeH:
1. 3HaTh: OCHOBHBIE TEOPUM MOTHBALIMM, JUACPCTBA U BIACTH I PELICHUS CTPATETUYECKUX U
OTIEpaTUBHBIX YIIPABICHUYECKUX 3a/1ay, 3HaTh OCHOBBI OpPTaHM3AIMH TPYNIOBOW paboThl Ha 0Oaze
3HaHUS MPOLECCOB IPYNIOBON TWHAMUKU U MPUHIMIOB (POPMHUPOBAHMSI KOMaHbl, 3HATh METOAUKY
MIPOBEICHUS ay/IUTa YEJIOBEUECKUX PECYPCOB U AUATHOCTUKHU OPTaHU3AIMOHHOM KYJIBTYPBHI.
2. VYMmerb: NpUMEHATh B MNPOPECCHOHATBHON IESATENbHOCTH MPUEMBbl JUIsl OOIIEHUs, a TaKxke
OpraHU30BbIBATH KOMAHAHOE B3aUMOACHCTBUE ISl pELICHUS YIIPABICHUECKUX 3a/1a4.
3. Bragers: HaBbIKaMH MOCTPOEHUS YPPEKTUBHBIX CUCTEM MOTHBAIIMH COTPYAHUKOB.
1.6 ®opMBbI KOHTPOJISI

Texymuit KOHTPOJIb (KOHTPOJb CaMOCTOSITEIHHOM PabOThI) OCYIIECTBISETCS B IMpOIECCe
OCBOCHHUSI TUCIIUIUIMHBI JIGKTOPOM U TPErojaBaTeleM, BEAYIINM TPAKTUYECKUE 3aHATUS B
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COOTBETCTBUH C KaJICHIApHO-TEMAaTHUYECKUM IUIAHOM, B 00bEME YacoB, 3alUIAaHUPOBAHHBIX B pacyeTe
Mearorn4eckoi Harpy3KHy Mo JUCUUILUIMHE B BUJE CIEAYIOIUX padoT:

- YCTHOTO OIIpOca 110 TEMaM;

- BBITIOJIHEHUE MMUCbMEHHOM IoMaliHel padoThl;

- TECTUPOBAHU;

- TPYIIIIOBAsI TUCKYCCHS;

- KOHTpOJIbHast padoTa;

- Jcce;

- UHTEPAKTUBHAS JICKIIMSL.

[TpomexyTtouHas aTTectanus B 1 cemectpe st O4HON (HOpMbI 00yUeHHS — 3a4eT.

[TpomesxyTouHas aTTecTalus Bo 2 ceMecTpe /Uil OUHO-3a0YHON (OpPMBI 00YUEHUS — 3a4eT.
Pe3ynbTarhl TEKyIIero KOHTPOJIS U MPOMEKYTOUHOM aTTecTalud GOPMUPYIOT PEHTHHIOBYIO OLIEHKY
paboThl oOyuaromierocs mo nporpaMMme 6akanaBpuaTa. Pacnpenenenue 6amnoB npu GopMupoBaHUU
PEUTUHIOBON OIIEHKH pabOoThl 00YUaIOLIErocsl OCYIIECTBISETCS B COOTBETCTBUM ¢ «[lonoxkeHnem o
pPEUTHHIOBOM CHCTEME OIICHKH YCIIEBAEMOCTHM M KayecTBa 3HAHMM CTYJEHTOB B (eaepaibHOM
rOCy1apCTBEHHOM  OIO/PKETHOM  00Opa30BaTEIbHOM  YUPEKIEHHUHM  BBICIIETO0  OOpa3oBaHMS
«Poccuiickuii sxoHOMHUYeckui yHuBepcuteT umenu [.B. [lnexanoBay. Pacnpenenenue OaiioB 1o
OTIIeNbHBIM BHJIaM pabOT B Mpoliecce OcBoeHHs AucuUIUiMHbl «[IpaBo» ocymiecTBisercs B
coOoTBeTCTBUU C paszaesoM VIII.

1.7 TpeGoBanuss K aganTanuu Y4eOHO-METOAMYECKOTr0 oOecredeHusl TUCHUIIMHBI [IJIA
00y4arommXxcst ¢ OrpaHNYEeHHBIMH BO3MOKHOCTSIMH 310POBbsl 1 HHBAJIM/10B

TpeGoBanust Kk aganTaluu y4eOHO-METOJAMYECKOTO0 OO0ECTICUCHUS JUCIUTUTHHBI IS
o0yyaromuxcs € OrPaHHYEHHBIMH BO3MOXHOCTSAMHU 3[0POBbS W HWHBAJIUAOB OIPEJCICHBl B
«Ilonoxennn 00 opraHuzanuu o0O0pa30BaTENBHOIO TMpoliecca [UIsi HMHBAIWIOB M JIMI C
OTpaHMYEHHBIMH BO3MOXXHOCTSIMH  310poBbd B  DI'BOY BO «POY um.I'.B.Ilnexanosay.
(http://www.rea.ru)

Habop amantanmoHHBIX METOAOB OOyYEHUs, NPOLEAYP TEKYLIEro KOHTPOJS YCHEBaeMOCTH,
MIPOMEXKYTOUHOM aTTeCTallud OCYIIECTBISETCS HCXOAsS U3 chenupuYeckux OCOOEHHOCTEH
BOCTIPHSATHS, TNepepabOTKH Marepuana OOydYaloIIMMUCS C OTPaHUYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBBSl C YYETOM PEKOMEHJAIUN MEAUKO-COLMaIbHONW 3KCIEPTHU3bl, TPOrpaMMbl peadUIUTAILIMH
MHBAJI/IA C YIETOM WHAMBUIYATbHBIX ICUXO()U3UYECKHX 0COOCHHOCTEM.



1. COIEPX KAHHUE ITPOT'PAMMBI YYEFHOM JUCIUILINHBI

ConepxcaHHe JUCHUITIIMHBI «OCHOBBI I[GJIOBOP'I JOKYMCHTAIIMU U ACJIOMPOU3BOACTBA B OpraHrU3allun), OIMMUCAHUC IoKa3aTrejel u KPUTCPUECB OLICHUBAHUSA
KOMITETCHIIMI Ha pa3InYHBIX dTanax ux GopmupoBanus B mporecce ocsoeHust OITOIT BO

Tabnuna 2.1
HaumenoBan Coneprxanue Dopmupyembie OO6pa3oBaTenbHbIC
e pasjaeia KOMITIETEHIIUU TEXHOJIOTUN
JTACIATUINHEBI
(Tembr)

Tema 1 Yuudurauus u craHaapTusauus 1en0Boid nokymentauud. CloBapb-MMHUMYM TepMHHOB M onpenenenuil. | OK-4; TTK-1. Jlexnuw, MpaKTHYEeCKHe
Opranuzannon | OOuiMe HOPMBI U IpaBuiia opopMIIeHUsT TOKYMEHTOB (pa3Mepsl Oymar, rmoiieid, HyMepanus CTpaHHLl U T.J.) 3aHATHSI, CaMOCTOSTENIbHAS
HBIE OCHOBBI IPHMEHAEMOE B JEIONPOU3BOJICTBE. pabota CTYACHTOB,
JETIOPOU3BOJIC BolnonHeHHe ©  IpoBepka
TBa. bianku HNUCHLMEHHON JOMaIIHen
JIOKYMEHTOB. paboTsHI,

Y cTHBIN onpoc 1o TeMeE.
Tema 2 Knacenduxanms nenosoi noxymenrauuu. Ipasuna opopmieHns pekBu3uToB Onanka u ux pacnonoxkenns Ha | OK-4; [TK-1. Jlexmum, MpaKTHIECKHe
Opranu3anuoH | cranmapTHOM ¢opmate Oymaru, pazmepsl nojueil. @opmyisip-odpasel; Ipynibl JOKYMEHTOB, IPHHAUISKALIUX 3aHATHSI, CaMOCTOSITENIbHAS
HO- K OJTHOH cHcTeMe. paboTra CTyIOeHTOB, YCTHBIN
pacniopsautens | I[IpoexTupoBanue OnaHKOB HOKyMEHTOB opraHm3auuu. Coctas, odopmieHHE, H3TOTOBICHHE, XpPaHEHHUE orpoc 1o Teme, Beimonuenue
Has 0JIaHKOB OpraHMU3AlNH. U TpoBEepKa IHUCHMEHHOM
JOKyMeHTalws. | brmaHk nmokymeHTa: moHsTHe, Ha3HaYEHUE, BUABI OJIAaHKOB (00mmMii O1aHK, OIaHK MHChMa, OJaHK KOHKPETHOTO JOManTHeH paboTHI,
Obmas BUIa HOOKyMmeHTa (kpome mmchma). CocraB, odopmieHne pekBH3UTOB OnaHka. OcoOEHHOCTH SI3BIKA JTUCKYCCHS
XapaKTEepPUCTUK | CIy)XeOHBIX MoKyMeHTOB. Kommosumust nokymenrta. CTpyKTypHble omnOku. HeymectHoe u HeompaBliaHHOE
a CTHIIS yIoTpeOJIeHHE HHOCTPAHHBIX CIIOB.
ciyxeOHoi
JIOKYMEHTAIHH.
Tema 3 ®ukcauus (ONUCAHUE) JOKAIBHBIX MPABUJI, HOPM, IMOJOKEHHH, Onpenessiomux craryc opranmsauuu, ee | OK-4; TTK-1. VHTepakTUBHAS JEKIHS,
CrpaBo4HO- CTPYKTYpY, IUTaTHYI0 YHCICHHOCTb M JOJ/DKHOCTHOH COCTaB, KOMIIETEHIMH JOJDKHOCTHBIX JIHI H MPAKTUYECKUE 3aHATHUSA,
nH(GOPMALMOHH | CTPYKTYPHBIX HOApa3ieieHUH, (YHKIMOHAIFHOE COAEPXKAaHUE NIESATEIbHOCTH OpraHH3aluk B IIEJIOM, €€ camocTosTeNbHas paboTa
b€ JIOKYMEHTBI. | MOApa3AeineHnid ¥ PabOTHUKOB, WX MpaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh W JIp., B OPraHU3alMOHHO- CTYIEHTOB, Y CTHBIH OTIPOC
Jenosas pacnopsUTeNIbHBIX JTOKYMEHTaX OpraHU3aluHy. 1o reme, BrinonHeHue u
TepernucKa. CrpyKTypa, Ha3Hau€HHE, IOPSIOK pPa3pabOTKH, COIJIacoBaHWS MW YyTBEpXkIeHHs IIpaBmi BHYTpEHHETO MIpOBepKa MUCbMEHHOM
CocraBieHue TpyHOoOBOro pacmopsika, Ilomoxkenus o mepcoHane, IlomoxeHHs O CTPYKTYpPHOM MOAPa3JeneHHH, JoMalHei paboTs
aKTOB U JomxHoctHOM uMHCTpyKuuu. IlltatHOoe pacnucaHue Kak NEPBUYHBIA YUYETHBIA JOKYMEHT IIO YUYETY KaipoOB.
MIPOTOKOJIOB. O3HakoMIIeHHE PaOOTHHKOB C JIOKATbHBIMI HOPMAaTHBHBIMH aKTaMHU OPTaHU3aLUH.

Buner 1 HasHaueHne WH()OPMAIIMOHHO-CIIPABOYHON JOKyMEHTanmuu 1mo Kanpam. Ilopsmox odopmieHwus,
OCHOBHBIC PEKBH3HTHI W TIPABOMPHMEHHUTEIbHAS IPAKTHKA HCIOJIH30BAHUSA IOKIATHBIX, CIYXKEOHBIX H
OOBSICHATENIFHBIX 3aIMCOK, MPENCTABICHIUH, MPEIJIOKCHUN, 3asBICHNUH, aKTOB, CIIPABOK M Ip. B KAa4eCTBE




OCHOBaHHUH JJIsl NPUHATHN pelieHui B chepe yrnpaBieHHs MEPCOHATIOM OpraHU3aIHH.

Tewma 4 OpraHu3annoOHHO-PACTIOPS TN TETbHBIE JIOKYMEHTBI: IIOHATHE, Ha3Ha4CHUE, OCHOBHBIE sunsl | OK-4; [1K-1. Jlexuu, mpakTuyecKkue
Pacnopsimurens | (opraHU3aIMOHHEIE, PACIIOPSAUTENBHBIC, CIIPABOYHEIE). 3aHATHSA, CAMOCTOSATEIbHASL
HBIC Oprau3alioOHHBIE JOKYMCHTHI: YCTaB, NOJOXKEHHE, CTPYKTypa H IITaTHAash YUCICHHOCTh, IITAaTHOE paboTa CTyIEeHTOB,
JIOKYMEHTBI. pacnucanue, npaBuia, JOJDKHOCTHA MHCTPYKIMS, UX Ha3HAUCHHE, XapaKTEePUCTHKA U COCTaB, TPEOOBaHMUS K Juckyccust, Y CTHBIH onpoc
CocraBnenne oopMIIeHHIO, TTOPSIIOK YTBEPKICHHUS. 1o reme, BrinosHeHue u
IIPUKAa30B, PaCHOpH}II/ITeHLHBIC JOKYMEHTBI: IMOCTAHOBJICHUE, IIPHKa3 (HO OCHOBHOH JACATCIBHOCTH W IO JIMYHOMY IIpOBCPKa NUCHbMEHHOU
YKa3aHUH, COCTaBY), pacHopsiKeHHE, COBMECTHBIN pacmopsaUTEeNbHbIM TOKYMEHT, X Ha3HAYeHHE, XapaKTePUCTHKA H JloMaIlliHei padoTh
pacriopspkeHui. | coctaB, TpeOOBaHUSA K OHOPMIICHHIO.
Opraam3annon | CripaBo4HO-WH(OPMAMOHHBIE JOKYMEHTHI: CIyKeOHBIE IIICbMA, CIIPABKH, JOKJIAJHbIEC 3alIMCKH, IIPOTOKOJEI,
HBIC aKTBI, 3asBJICHUS, UX XapaKTEPUCTHKA U COCTaB, TpeOOBaHUS K 0(pOPMIICHUIO.
JIOKYMEHTEI. THumel TOKYMEHTOB: TOAJWHHUK, KOIHA, NyOJWMKAT, BBITUCKA, WX HazHadeHHWe. [lopsmox odopmieHus u

BBIJIaYM KONUH 1 iyOJIMKATOB IOKYMEHTOB, BBIITUCOK M3 HHX.
Tema 5 Peructpauust 10KyMEHTOB: TIOHSATHE, LENH, 3a/1a4d, MECTA PETMCTPALMU Pa3IuYHbIX Kareropuii fokymentoB. | OK-4; [TK-1. WnTepakTuBHAs JIEKLHUA,
Opranuzanus Cuctembl W (DOpMBI perucTpanu (KypHajabHas, KapTOYHAas, aBTOMATH3UPOBAaHHAs), MX JOCTOMHCTBA H IPaKTUYECKUE 3aHATHS,
JIOKYMeHT0000 | HemocTatku. [lokasaTenu, BBOAUMbBIC B perucTpardoHHbie Gopmbl. OCOOCHHOCTH PErHMCTPALMH BXOISIIUX, CaMOCTOsTEIbHas pabota
pora. WCXOMAIINX U BHYTPCHHUX JOKYMEHTOB. CTYyJICHTOB, YCTHBIH OIpOC
Opraam3anus CocTaB BHIITOJHAEMBIX Pa0OT P OTHPABKE UCXOIAMINX JOKYMEHTOB: IIPOBEPKA MPABIIFHOCTH O(QOPMIICHHS, mo Teme, BrimonHeHWE U
perucTpamnuu HaJIM4Msl MIPUIIOKCHUH, ajipecara, COPTHPOBKA II0 ajpecaTaM M BHIAaM OTIPaBICHUH, COCTABIECHHE OIUCH MIpoBepKa MTMCbMEHHON
JIOKYMEHTOB H pacchutkd. TpaauIMOHHBIN CIIOCOO OTHpPAaBKK JOKYMEHTOB (IouToi). OTHpaBKa JOKYMEHTOB C ITOMOIIBIO JOMaIIHei paboTHI,
KOHTPOJIb tenedoHa, Gakca. TectupoBaHue.
UCIIOJTHEHUS KoHTposib UCIIONHEHHUS JOKYMEHTOB: IOHSTHE, Ha3HAu€HHWEe, BHUJblL. [IPHHIMIIEI OpraHU3alUH KOHTPOJIS.
JOKYMCHTOB. CpOKI/I UCITOJIHCHUS . TI/IHOBOﬁ, HHHHBHHyaHBHBIﬁ. Texnonorus BCACHUSA KOHTPOJIA. AHann3 HCIOIHEHUS

JOKYMEHTOB B YUPEXKIECHUH.

B3anMocBs3p peructpaniu JOKYMEHTOB W HMH(OPMAIOHHO-CTIPaBOYHOM paboTbl. Oprannzamus paboTsl ¢

MTOMOIIIBIO CTIPABOYHBIX KapTOUEK.

JlOIKHOCTHBIE JIHIIA, OCYIIECTBIISIONINE PETUCTPALNIO U KOHTPOJIb UCTIONHEHHS, MX (YHKIMH U IpaBa.
Tema 6 Homenknarypa ngen: monsTue. 3HaueHHE HOMEHKIATYpbl Jei Uil kiaccupukammn  nokymentos, | OK-4; ITK-1. Jlexmum, MpaKTHIECKHe
Opranuzanus OIIEPaTUBHOI'O XPaHEHMsI U UX IIPell apXUBHOM NOArOoTOBKU. Bunbl HoMeHKnaTyp aei. llopsaok cocrasneHus, 3aHATHSA, CaMOCTOATEIIbLHAsS
OTIEpPaTHBHOTO oopmiteHns1, yTBEpXKIICHNSI 1 PUMEHEHNST KOHKPETHOW HOMEHKIATypbl aei. [Tlopsaok ¢dopMupoBaHust aei. paboTra CTyIOeHTOB, YCTHBIN
XpaHEHHS Opraam3anusi XpaHeHHs] WCTOJTHEHHBIX HOKyMEHTOB. OCHOBHBIE TpeOOBaHUS HOPMATHBHBIX TOKYMEHTOB, ompoc 1o TeMme, BrimonHeHne
JIOKYMEHTOB. perIaMeHTHPYIONINX JaHHBIN 3Tal JOKyMeHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCThH JOKYMEHTOB. U TpOBEpKa NUCHbMEHHOU
®dopmupoBaHUe JOMaIrHe paboTsl, Dcce
JIEII.
Tema 7 OcHOBHBIE JTarbl MEPeiaun JJOKYMEHTOB B apXUB MIIM HA yHUYTOXKEHHUE: MOAroToBUTENbHbIH (000cHOBanue | OK-4; ITK-1. Jlexnuw, MpaKTU4YEeCKHe
Ioaroroska BBIOOpa croco0a COXpaHEHUsS! WIN YHUYTOXXCHHUS MyTeM INPOBEICHUS SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB), 3aHATHSI, CaMOCTOSTEIbHAS
JIOKYMEHTOB K OCHOBHO# (ITOATOTOBKA JIeJ AJIs Iepelavyu B apXuB), 3aBepIIaAONui (Mepeaaya B apXuB WM YHUUTOKEHUE). pabota cTyaeHTOB, Y CTHBII
HOCJIEAYOLIEH OKclepTr3a IIEHHOCTH JTOKYMEHTOB: TOHATHE, Ha3HadeHue. [[pUHIUNIBI 1 KPUTEpUH OIIpeesieH s HayYHOH, ompoc mmo TEME,
nepeaayn HUCTOPUIECKOI M MPaKTHUECKON IEHHOCTH JOKYMEHTOB. DKCIEPTHBIE KOMUCCHH, MX (DYHKIIHHU, TIpaBa. DTAaITbI KontpomnpHas pabora

JOKYMEHTOB B
ApXHMB WJIM Ha

mpoBeneHus 3KcrepTru3bl. OdopMiteHne pe3ybTaToB AKCIepTH3bl. CPOKH XpaHEHUs! TOKyMeHTOB. llepeunu
JIOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHs, X BHUJIBI, HA3HAUCHHUE, CXeMbl ocTpoeHus. [lopsiok mepenaun




YHHUYTOXCHUE.

JIe]l B apXHB WA YHUYTOKEHHS JOKYMEHTOB.

TpeboBanuss K OQOPMIICHHIO JIeNl MOCTOSHHOTO, BPEMEHHOI'O CPOKOB XPaHEHHUS W MO JIMYHOMY COCTaBy.
[IpaBuita odopmiteHus U cocTaBieHus onuck nen. [lopsanok nepenayn e B apXus.

ApxuB: TIOHATHE, Ha3HauYCHWE. BHIBI apXMBOB: TOCYIapCTBEHHBIC, BEAOMCTBEHHBIC, OOBECIMHCHHBIC
BE/IOMCTBEHHbIC, OOBEIUHEHHBIE MEXBEJOMCTBEHHbIE [0 JIMYHOMY COCTaBy. ApXuBHblE (QOHIBI:
JIOKYMEHTAIbHBIH, TOCYAaPCTBEHHBIN.




I11. OBPA3OBATEJIBHBIE TEXHOJIOT'MHN

B npouecce ocBoeHus aucHMIUIMHBI  «OCHOBBI  JI€JIOBOM  JTOKYMEHTallMUd U
JIeNIOTPOU3BOICTBA B OPTraHU3AIMU» UCIIONIB3YIOTCS CIEAYIOIe 00pa3oBaTeIbHbIE TEXHOIOTHH:

1. CrangapTHble MeTOAbI 00y4YeHMSI:

- JICKIIUH,

- YCTHBIH OIIPOC II0 TEMaM;

- BBITIOJTHEHHE TTMCHbMEHHOW JJOMAIITHEH paOoThI;

-KOHTpOJIbHAs paboTa;

- 00Cy»X/IeHUS MTOATOTOBJICHHBIX CTYICHTAMU 3CCe.

- TeCTI/IpOBaHI/IfL

2. MeToabl 00y4eHHsi ¢ NIPUMEHEHHEM HHTEPAKTHBHBIX (popM 00pa3oBaTebHBIX
TEXHOJIOTHii:

- TPYIIIOBEIE TUCKYCCHUU,

-UHTEpPAaKTUBHAs JIEKIU

IV. YHEBHO-METOAUYECKOE, UTHOOPMAIIMOHHOE N
MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHHUE JUCHUIIJIMHBI

4.1 JIutepartypa
OcHoBHas qureparypa(0O)

1. DJEKTPOHHOE TIPABHUTENIBCTBO. DJICKTPOHHBIH JTOKYMEHTO0O0OpoT. TepMHUHBI H
onpexaenenus : yde0. mocodue / C.}O. KabamoB. — M.: UHOPA-M, 2019. — 320 c. —
(Beicuiee o0pa3oBaHUe: bakanaBpuar). - Pexxum JOCTYyTIa:
http://znanium.com/catalog/product/1002479

2. JIOKyMEHTUpOBaHHE YIPABICHYECKOW JEeATeIbHOCTH: YuebHoe mocobue /

Paznopoxnriii A. A. - M.: HUL[ UH®PA-M, 2016. - 304 c.: 60x90 1/16. - (Beicuiee
obpazoBanue: bakanaspuar) (Ilepemnér) ISBN 978-5-16-011744-7 - Pexxum noctyna:
http://znanium.com/catalog/product/542806

3. JIoKyMeHTallMOHHOEe OOeCTieueHrue yIpaBlieHUs (JeTONpPOU3BOJICTBO) : yueo.
nocobue / T.A. beikoa, T.B. Ky3nernona, JI.B. Cankuna. — 2-e¢ u3g., nepepad. u mon. — M.:
NH®PA-M, 2017. — 304 c. + Jlon. marepuanbl [DIEKTpOHHBIN pecypc; Pexxum noctyna

http://www.znanium.com]. — (Bpicmiee oOpa3oBanue: bakamaBpuar). - Pexum pocryna:
http://znanium.com/catalog/product/762591

4. OcHOBBI 1e510BOM (CykeOHOM) MMCbMEHHON peur B cdepe yrpaBieHus : ydeo.
nocobue / C.JIO. KabGamoB. — M.: UH®PA-M, 2019. — 163 c. + J[lon. marepuais
[DnexTponHsIil pecypce; Pexum moctyma: http://www.znanium.com]. — (Bricmiee o6pa3oBanue:
bakanaBpuar). — www.dx.doi.org/10.12737/textbook 5bd2d52ef2ed4e4.18824396. - Pexum

nocryma: http://znanium.com/catalog/product/908317

JononnurenbHas aureparypa (J):

1. DNEeKTPOHHBIA JOKYMEHTOOOOPOT M oOecreueHre 0e30MacHOCTH CTaHAApTHBIMU
cpenctBamu windows : yueOHoe nocodbue / JI.M. EBgokumoBsa, B.B. Kopsa6kun, A.H. [TeuibkuH,
O.I. IHIeeukoBa. — M.. KVYPC, 2017. - 296 c. - Pexum gocryma:
http://znanium.com/catalog/product/851088

2. OpraHu3anusi ¥ TEXHOJIOTHSI PabOThl ¢ KOH(MUACHIIHAIBHBIMUA JOKYMEHTAMH :
yueb. nocobue / B.II. 3BepeBa, A.B. Hazapo. — M.: KYPC: UHOPA-M, 2018. - 320 c. -
(Cpennee poQeCCHOHAIBHOE o0OpasoBaHue). - Pexum JIOCTYyTIA:

http://znanium.com/catalog/product/754287
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3. JlokymenToBenenue: YuebHnoe nocodue / Yiakona O.A. - M.: HUL[ UHOPA-M,
2017. - 64 c.: 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum moctyma:

http://znanium.com/catalog/product/809874\

Kapra obGecieueHHOCTH AUCIUITINHBI Y9€OHBIMU U3JAHUSMHU ¥ HHBIMU HH(OPMAIIMOHHO-
OMOIMOTEYHBIMU PECYpCaMU MPECTaBICHA B IPHIIOKEHUH 1.

4.2 IlepeyeHb HH(POPMALMOHHO-CIIPABOYHBIX CHCTEM

1. MudopmanimonHasi cripaBoyHO-IIpaBoBasi cuctemMa KOHCYynbTaHT TuTIOC (JIOKadbHas
BepCHs)

2. CnpaBouHO-TIpaBoBasi cucreMa [ apaHT (JIoKambHas BEpCHs)

4.3 IlepeuyeHb 3JIEKTPOHHO- 00Pa30BaTeJbHbIX PECYpPCOB

1. 3bC « MTH®PA-M)» http://znanium.com

2. OBC «Jlamb» Kuuxnag komiekuuss  «MHXEHEPHO-TEXHHUUECKUE  HAYKH»
www.e.lanbook.com

3. ObC BOOK.ru http://www.book.ru

4. 9BC «FOPAWT» https://biblio-online.ru/

4.4 llepeuens npodeccuoHAIBHBIX 023 JaAHHBIX

1. baza nanubix Hayunoii snextponnoit oubmuorexku eLIBRARY.RU http:/elibrary.ru

2. bubmmorpaduyeckas u pedepatuBHas 0a3za JTAHHBIX Scopus
https://www.elsevier.com/solutions/scopus

4.5 Ilepeyenb pecypcoB HMH(POPMANMOHHO-TETEKOMMYHHKANMOHHOW  CeTH
«HHTEepHET», HEOOXOAMMBIX /ISl OCBOEHHS TUCIHUILINHBI

1. Caiir «KommbloTepHasi MOAJIEpKKa Y4eOHO-METOAMYECKON AEATEIBHOCTH (HUITHAIIAY
http://vrgteu.ru

2. EpuHoe okHO jgocTyma K 00pa3oBaTelbHBIM pecypcam -  (enepaiabHas
nH(GOpPMaIMOHHAS CHCTEMa OTKPBITOIO JOCTyNa K MHTErpaIbHOMY KaTajiory o0pa3oBaTelbHBIX
MHTEPHET-PECYPCOB U K AIIEKTPOHHOH OMOIMoTeKe yueOHO-METOJMUECKUX MAaTepHAIOB JIJIsl BCEX
ypoBHe# oOpazoBanus: http://window.edu.ru/

4.6 Ilepeuenb HHGOPMAIMOHHBIX TEXHOJOTHI, HCIOJIb3YeMBbIX MPH OCYLIECTBIEHUH
o0pa3oBaTe/IbHOIO Mpolecca MO AUCHUILUIMHE, BKJIYas IMepeyeHb MPOrPaMMHOIO
olecneueHust
Omneparmonnas cuctema Windows 10
[Maket npuxnagaeix nporpamm Office Professional Plus 2010 Rus,

AntuBupycHass mnporpamma Kacmepckoro Kaspersky Endpoint Securrity s OusHeca-
Pacmmmpennsriii Rus Edition,

PeaZip,

Adobe Acrobat Reader DC

4.7 llepedyeHb y4eOHO-METOAUYECKOr0 o0ecedeHusl 1JIsi CAMOCTOATEIbHOM PadoThI
00y4yarommxcs Mo JMCUUIIMHE

3amaHus JUIsl OpraHM3ali CaMOCTOSITENIbHOM paOOThl 00yYaromMXcsl MO JUCLUILIMHE
«OCHOBBI JIeIOBOM JTOKYMEHTALlMU M JAEJIONPOU3BOJCTBA B OpPraHU3al[MM» MPEJCTABICHbI Ha
caiiTe KOMIIBIOTEPHOU TMOAJIEPKKU yueOHOH nesitensHocTH KpacHomapckoro ¢unumana POY uwm.
I'.B. IlnexanoBa B «MeroandeckoM NOCOOMH MO OpraHU3alMd CaMOCTOATENBbHOM paboThI».
Pexwum nocryna: http://vrgteu.ru

Tema 1 Oprann3zanuoHHble OCHOBBI 1€JI0NPON3BOACTBA. BlIaHKH 10KYMEHTOB.
Jlureparypa: O-1,2,3,4; 1-1,2,3.
Bomnpocel 1J151 yCTHOT0 onpoca:
1.KakoB npeameT JOKYMEHTAIIMOHHOTO 00ECTICUCHUSI YIIpaBIeHUs?
2.Kakue HOpMaTHBHO-IIPaBOBBIE AKThl PETYJIUPYIOT JOKYMEHTAI[MOHHOE OOecIieueHue
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yHIpaBiIcHU?

3.KakoBa mpakTHueckas 3HAYMMOCTh Y4YEOHOM JUCHMIUIUHBI «JOKYMEHTAllMOHHOE
obecriedeHne yrpaBaeHUs»?

4.Kakoif 00beM U COJIep’)KaHNe UMEIOT TTOHATHS «MHGOPMAIHS» U «ITOKYMEHT»?

5.Kakyto pons urpaer nadopmarus B odecrieueHH 3 (HEKTUBHOTO YIIpaBIeHHUs?

6.KaxkoBbl HCTOYHHMKY TIOJTYUYEHUS yIIpaBieHYecko nupopmanmun?

7.KakoBpl Ha3zHaueHHMEe U (PYHKIUM CIYyXO0 JTOKYMEHTAllMOHHOTO OOecreueHHs
YIIPaBJIEHUS B COBPEMEHHBIX OpPraHn3ausax?

8.Uto Takoe «cuCTeMa  JOKYMEHTaluW» U  «YHUQHUIUPOBAHHAs  CHUCTEMa
JTOKYMEHTAIUm» ?

9.Kakue Buapl YNpaBICHYECKHX IOKYMEHTOB BKIIOUaeT B ceOs YHHHUIUpOBaHHAS
CUCTEMA OPraHU3ALMOHHO-PACTIOPSAUTEIBHON JOKyMEHTAUuU ?

10KaxkoBo HazHauenue ['OCT P6. 30-2003?

Bomnpocs! 1J1s1 THCBMEHHO# AoOMalIHel padoThbl:

1.Ha xakue Tpu noacucTeMbl OAPA3IEISIIOT IE€I0BYIO JOKYMEHTALUIO?

2. Onpenenure MoHIATUE «J{OKYyMEHTUPOBAHUEY.

3.IlonaTue: "pekBU3UT" TOKyMEHTA.

4Yto Takoe TIOCTOSIHHbIE W  IIEPEMEHHBbIE  PEKBU3HMTBHl  OpPraHU3aIMOHHO-
pacnopsAUTEIbHON JOKYMEHTAUHU?

5.KakoB cocTaB TOCTOSHHBIX W TNEPEMEHHBIX PEKBU3UTOB  OPraHU3alMOHHO-
pacnopsAUTEIbHON JOKYMEHTAUH?

6.Kakne peKkBU3HTBI HCIONB3YIOTCS B 3arOJIOBOYHOM YaCTH  OPraHU3alMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

7.Kakne pEKBU3UTHI HCIOJB3YIOTCS B COAEPKATEIBHOM YacTH OpPaHMU3AL[MOHHO-
paciopsAUTENbHBIX TOKYMEHTOB?

Tema 2 Oprann3aliuOHHO-PACIIOPAAUTEIbHAS JOKYMeHTanusA. O01as xapakTepucTuKa
CTHJISA CJTy’KeOHOM NOKYMEHTALMH.
Jlureparypa: O-1,2,3,4; 1-1,2,3.

Bonpocs! 1J1s1 yeTHOrO0 onpoca:

1.KaxoBbI coBpeMeHHbIe TpeOOBaHUS K S3bIKY U CTUIIIO YIIPABICHYECKUX TOKYMEHTOB?

2.Yto coboii mpencrasnseT YcraB opranuzaiuu? KakoBbl OCHOBHBIE TPeOOBaHUS K €ro
COCTaBJICHHIO U O(POPMIICHHUIO?

3.Kak opopmurts Ilonoxenue 06 otaene wim ciyx06e opranuzanuu?

4. Kak opopMuTh ITAaTHOE pacrnucaHue?

5. Kakue TpeGoBaHus NPEAbABISIOTCS K 0(OPMIICHHIO IOTOBOPA, KOHTPAKTa?

6.UT0 Takoe HHCTPYKITUS, KaKOBO €€ cojiepkaHue u ohopmiieHue?

Bomnpoce! 1J1s1 THCbMEHHOM JOMALIHel padoThI:

| PexBU3UTEI TOKYMEHTOB.

2 PeKBU3HUTHI OPraHN3alllOHHO-PACTIOPAIUTENIBHBIX JOKYMEHTOB.

3 PexBu3uThl HH(OPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

Tema 3 CnopaBoyHo-uHGOpPMalMOHHBIE [OKYMeHTbI. JleqoBasi mepemnucka.
CocragBiieHHe aKTOB U NPOTOKOJIOB.
Jlureparypa: O-1,2,3,4; 1-1,2,3.

Bomnpocs! 1151 ycTHOrO0 onpoca:

1 Oprann3annoHHbIE JOKYMEHTBI IPEAPHUATHSL.

2 PaCHOpﬂJII/ITeJ'IBHBIe JOKYMCHTBI NPCAINTPUATHA: IIPHUKA3bI 110 OCHOBHOM JCATCIIbHOCTH,
PacCIOpsKEHUs, PELLICHUS.

3 UudopMalimoHHO-CIIPaBOYHbIE TOKYMEHTHI: IPOTOKOJIbI, MTOJIHAS U KpaTkas (opma ux
oopmienus.

4. NudopmaIimoHHO-CITPAaBOYHBIE JIOKYMEHTBI: aKThl; CIIy)KEOHbIE W OOBSCHUTEIHHBIC
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3allUCKH; CIPABKU; CIIy)KeOHbIE JOBEPEHHOCTH; MHMCbMa, HMX Kiaccu(UKalus, CTPYyKTypa,
CTaHJIapTHbIE (pa3bl U BBIPAKEHUS.

Bonpocsl 1J1s1 NMCbMEHHOM JoMalIHeil padoTbI:

1.M13 xakux yacTel CKIAIbIBAETCS JOKYMEHTOOOOPOT OpraHu3anuu?

2.Kakue TpeboBaHMs NPEIbIBIAIOTCA K 0)OPMICHUIO TPOTOKOIA?

3.Kak odhopMuTh TOKIATHYIO, CITYKEOHYIO M OOBSICHUTEIHHYO 3aITUCKHU?

4. Kakue TpeboBaHMs MPEIBIBIAIOTCS K 0)OPMIICHHUIO aKTa?

Tema 4 PacnopsiauresabHble J0kyMeHThI. CocTaBijieHHe NPHKA30B, YKA3aHUM,
pacnopsixenuii. OpraHu3anMOHHbIE JOKYMEHTBI.

Jlureparypa: O-1,2,3,4; 1-1,2,3.

Bomnpocs! 1J1s1 ycTHOTO0 onpoca:

1 IToHATHS TOKYMEHTOOOOPOT M OpraHu3alus JOKyMEHT0000poTa.

2 HopmaTuBHO-MeTOAMYECKAs perjJaMeHTalus JOKYMEHTO000poTa.

3 OcHOBHBIE TIpaBUJIa OPTaHU3AIMH JOKYMEHTO0O00POTa Ha PEANPHUITHH.

4 KauecTBEeHHbIE XapaKTEPUCTHUKU JOKYMEHTOOOOpOTA.

5 Knaccudukanus JOKYMEHTOMOTOKOB: TOPHU30HTAJIbHbIE, BEPTUKAIbHbIE, BOCXOASIIHE,
HUCXOJSIINE, BXOAIINE, UCXOASIIUE U BHYTPEHHUE.

5 IoacueT o6bemMa TOKyMEHTOO0O0pOTa.

Bomnpocs! 1J1s1 THCbMEHHOM AoOMalIHel padoThI:

1. Ilpu xakux 0OCTOSATENBCTBAX Ha MPAKTUKE U3JAeTCs MPUKa3, PaCOpsDKEHUE U yKa3?

2. Oco0eHHOCTH MOATOTOBKU U OPOPMIIEHHUS PACTIOPSIUTENBHBIX TOKYMEHTOB.

3.KakoBo cozeprkaHue NocaeIHEro MyHKTa paclopsAUTEIbHON YacTH NpuKasa?

4.TpeGoBaHus K 0pOPMIICHHIO TEKCTa BBIMHUCKH MpUKa3za?

5.Kak odopmisieTcs oTMeTKa O 3aBEpPEHUH KOITUH BBITUCKH MpHKa3a?

Tema S5 Opranmszanust J0KymMeHTOOOOpoTa. OpraHuszanusi perucTpanuu
AOKYMEHTOB H KOHTPOJIb HCIIOJTHEHHUSI JOKYMEHTOB.

Jlureparypa: O-1,2,3,4; 1-1,2,3.

Bonpocs! 1J1s1 yeTHOrO0 onpoca:

1.KaxoBbl 3Tanb! paboThl ¢ BXOAALUIMMH TOKyMEHTaMu ?

2.Kak ctpourcst pabora ¢ UCXOAAUIMMU JOKYMEHTaMH?

3.KaxoBa TexHO0THs pabOThl C BHYTPEHHUMU JOKYMEHTaMH?

4.Kakwue 3aaun JOKyMEHTO000pOTa peniaeT perucTpanus J0KyMEeHTOB?

5.Kakme ynpaBieHUYecKHe JIOKYMEHTBI HE [MOAJEXKAT PETUCTpaluu B  CIyx0ax
JOKYMEHTAI[HOHHOTO 00eCTIeYeHNUs yIIpaBIeHHs?

6.KakoB mops0K perucTpanuy yrpaBJIeHYECKOTO IOKyMeHTa?

7.Kakue cymecTByOT BUJbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB?

8.Kakue omepanuu mo KOHTPOJIO HCIOJHEHUS JOKYMEHTOB OCYIIECTBISIOT CITYKOBI
JOKYMEHTAI[HOHHOTO 00eCTIeYeHNUs yIIpaBIeHHs?

Bomnpocs! 1J1s1 THCbMEHHO# AOMalIHel padoThbI:

1.®akTopsbl, BIUAIOIINE HA €0 OPraHU3al|I0 U TEXHOJIOTHIO B YUPEXKIECHUSAX Pa3IN4YHbIX
YPOBHEM YIIpaBIECHUSI.

2.0praHu3allMOHHbIE, TPAaBOBHIE, COLMAIBHBIE U  IICUXOJOTMYECKUE  ACTIEKTHI
JEIIONPOU3BOICTBA.

3.ABTOMAaTH3HPOBAHHBIE TEXHOJIOTUH 0OPAaOOTKU JOKYMEHTOB U MX BIHMSIHHUE HA CUCTEMY
JEJIONPOU3BOCTBA KOHKPETHON OpraHU3alNH.

4.BnusiHMEe XapakTepa ynpaBieHUs, IPUHLIUIIOB IPUHATUS YIIPABIEHYECKUX PELICHUN Ha
OpPraHU3aLHI0 U TEXHOJIOTHUIO JIEJIONPOU3BO/ICTBA.

5.B3auMocBsI3p  JENONpPOM3BOACTBA  C  OpraHu3aluedl  BEJOMCTBEHHOTO U
roCyJapCTBEHHOIO XPaHEHHUs IOKYMEHTOB.

Tema 6 Opranusanusi ONepaTUBHOIO XpaHeHUusi JOKyMeHTOB. @PopMHupoBaHue J1eJl.
Jlureparypa: O-1,2,3,4; 1-1,2,3.
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Bonpocs! 1151 yeTHOrO0 onpoca:

1.Kak ocymiecTBisieTcs cucTeMaTH3anns U XpaHeHUE JOKYMEHTOB B OpraHU3alun’?

2.YUro Takoe neno, ¢ TOYKM 3peHUsi NOKyMeHToBeneHusa? IlpuBenure npumepsl ned,
XpaHSAUINXCS B OpraHU3aIiH.

3.Packpoiite conepxaHue NOHATUS «HOMEHKIaTypa aen». Kakoe HOIKHOCTHOE JMILO B
OpraHU3alliM OTBEYAET 33 COCTABJICHUE U BBEJICHUE B JIEHCTBHE HOMEHKIIATYPBI €17

4.KakoBbl pEKBU3UTHI HOMEHKIATYPHI 1717

5.KakoBa coneprkaTenbHas 4acTh HOMEHKJIATypbl Ae7?

6.Kakue npusHaky 3aBeIeHUS Jiea UCTIONb3YIOTCS IpU (OPMUPOBAHUM J1e1?

7.KaxoB ocHOBHOM npUHIUI (POPMUPOBAHUS JOKYMEHTOB B Jiefa?

8.Kakue HopMaTHBHBIE TpeOOBaHUS HEOOXOIUMO COOIIOIATh MPH (HPOPMUPOBAHHUHU AET?

Bomnpocs! 1J1s1 THCBMEHHOM AOMaLIHel padoThI:

l.Peructpanuss xak coctaBHass 4acth TexHosorun JIOY. IlpuHumMnel perucrpanuu
JIOKYMEHTOB.

2.XapaKkTepUCTHUKAa COBPEMEHHBIX PETUCTPAIIMOHHBIX (QOpM, cOCTaB HH(OpMAIMHM U
MOPSIIOK UX 3aIIOJTHEHUS.

3.Pa3BuTHE crI0OCOOOB PErUCTPAIIH B TOCYIAPCTBEHHOM JIEIOIPOU3BO/ICTBE.

4.B3auMOCBsI3b ~ PETHCTPAllMd  JIOKYMEHTOB C  opraHusamnuein CIIPaBOYHO-
MH(POPMALIMOHHON pabOThI, OpraHu3aIeil KOHTPOJIS UCIIOMHEHUS U Mocleayomeid 06paboTkoi
JOKYMEHTOB.

5.MHpekcupoBaHue JOKYMEHTOB B YCIIOBHSIX TPAJAUIHUOHHONW 00pabOTKU JOKYMEHTOB.

6.IIpuHumner noctpoeHus: uHGopmarroHHo-mouckoBbix cucrteM (UIIC) pyuynoro tuna,
UX BUJIBIL.

7.MndopManinoHHO-CIIpaBOYHOE  OOCITyKMBAaHHUE almapaTa YNpaBieHHUS B YCIOBUAX
npumeHenus BT.

8Ilouck u ucnonp3oBanue nHpopmanru B aBToMatuzupoBaHHsix UIIC.
Tema 7 IloaAroroBKa JOKYMEHTOB K IOC/IEAYIOLIeH nepeaay JOKYMEHTOB B apXHB WJIH HA
YHHYTOKEHHeE.

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

Bomnpocs! 1151 ycTHOTO0 onpoca:

1.Yro Takoe »HKcmepTH3a LIEHHOCTH JOKYMEHTOB, M KAaKHE JOJDKHOCTHBIE JHIA B
OpraHM3allMM 3aHUMAIOTCSI €€ MTPOBEICHUEM?

2.Kakue HOpMaTMBHBIE AaKThl PpETYJUPYIOT IPOBEAECHUE OKCIEPTH3bl LIEHHOCTH
JOKYMEHTOB B OpraHu3anuu’?

3.Urto sBuseTcs pe3yibTaTOM NPOBEICHMSI JKCHEPTU3bl LEHHOCTU JOKYMEHTOB
Oopranu3anuu’?

4.Kak ocyuecTBiseTcs MNOATOTOBKA A€l K apXMBHOMY XPaHEHHUIO B COBPEMEHHBIX
opraHu3anusx?

5.Kakas oprrexHuka HCIOJIB3YETCS JUIsI COCTaBJIEHHS JOKYMEHTOB B COBPEMEHHOM
JIEJIOTPOU3BOJICTBE?

6.Kakas oprrexHuka HMCNONb3yeTcs IJs MOMCKAa, PAHEHUS M Nepefaun JTOKyMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOICTBE?

7.KakoBbl ~ BO3MOXXHOCTHM  KOMIIBIOTEPHBIX  TEXHOJOTMH B  JOKYMEHTAlMOHHOM
o0ecrieueHnu yrnpaBaeHUs?

8.KakoBbl  BO3MOJKHOCTH CPEACTB  TEIEKOMMYHHMKAallUd B  JOKYMEHTAllMOHHOM
o0ecrieueHnu yrnpaBaeHUs?

9.B kakux ciyyasix NpUMEHSIOTCS CTaHAAapTHbIE O(UCHBIE NMPOrpaMMBbl B OpraHU3aAINH
JIEJIOTPOU3BOJICTBA?

Bonpocsl 1J1s1 NMCbMEHHOM JoMAalIHeil padoThbI:

1.Ilonsitue "dopmupoBanue nen", OCHOBHbIE TpeOOBaHMS K MPOBENCHUIO 3TON pabOTHI.
CoBpeMeHHass HOpMaTUBHO-METOIMYECKas 0aza, onpeaestomas TpeboBanus K HopMUPOBaAHHIO
7ielT B JIeJIOTPOU3BO/ICTBE.
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2.®DopMHpPOBaHKE A€ B OpraHU3alMsIX Pa3IMUHBIX YPOBHEH yIIpaBICHUS.

3.IlpaBuna hopMupoBaHMs Pa3IMUHBIX KATErOPUM TOKYyMEHTOB B JIefa.

4.1IpuHIMOBI CUCTEMATU3ALMK TOKYMEHTOB BHYTpH €.

5.Ilonatne HoMeHKIIaTypsl aen. HoMeHnkmarypa nei.

6. TpeboBaHMsI K COCTABJICHHUIO HOMEHKJIATYPHI 1€, UX perjaMeHTalys B HOPMaTUBHO-
METOJIMYECKUX MaTepuasax.

7.Buapl HOMEHKJIATYpBl e, UX OCOOCHHOCTH M Ha3HayeHHe. MeToJIuKa COCTAaBIICHHS
HOMEHKJIATYphl JeJI: U3y4eHHe COCTaBa JOKYMEHTOB, pa3paboTKa KJIACCU(PUKALMOHHON CXEMBI;
TpeOOBaHUS K COCTABJICHHIO 3ar0JIOBKOB JIeJT M IIPaBHJIa UX CUCTEMAaTU3alUH.

8.Ilopsimok odopmiieHus, coriiacoBaHusl U YTBEP:KJIEHUS HOMEHKIATypbl aen. Cpoku
XpaHEHUs: JOKyMEHTOB. llcmonb3oBaHME HOMEHKIATypbl 1€ B ONEPATUBHOM XpPAaHEHUH U
BEJIOMCTBEHHOM apXHBeE.
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V. TEMATUYECKUH IUIAH U3YUEHUS JUCHUTLIMHBI

TemaTnueckuii miaH HU3YyUYCHUA TUCHUILINHBL «OCHOBEI )IGJ'IOBOI71 JOKYMCHTAIIMU U JCJIOIPOU3BOJACTBA B OpraHu3alivin» IJis1 CTYJACHTOB OYHOM
(l)OprI oﬁyqe}mﬂ NpEACTaBIACT COACPIKAHUC yqe6H0171 JAUCHUIUINHBI, CTPYKTYPHUPOBAHHOC IO TEMaM (pa3,£[enaM) C YKa3aHHCM 4YaCOB U BHIOB

3aHATHH, KOHTAKTHON M CAaMOCTOSATEILHOM padoThI, (HOPMBI KOHTPOJIS, Tabwmma 5.1

Taobnuya 5.1 - Temamuueckuii naan uzyuenus oucyunaunvt «Ocrnoevt 010801 OOKyMeHmayuu u 0e10npouU3800Cmed 6 OP2aHu3aAuuu» 01
CIMYOeHmOo8 04HOU (hopmbl 00yUeHus

KoHnrtakTHas pabota, yac

AyJIUTOpPHBIE Yachl
CamocrosiTenpHas
B T.4. pabota*
MHTEPaKTUBH KonTaxtHa
np | 1ab bIE KonTakt s pabota
aK 0 Nunusu Hast Koncyn o KO
I M- | pa- | B Jyalib- pabora b TIPOMEKY- HT Dopwmbl
HaumeHoBaHue e aec | Top | ¢ (opmbl /gack Hasi o Tanus TOYHOIM TEKYILETO
pasaciioB U TCM K KOH NpOMEXY | mepen aTTecTanu B po KOHTPOJIA
I K{ | HBI ¢ CyJlb TOYHOM | 3K3aMe€ | U B IIEPUOJ, ceMec b/ (KCP)
S S r Tanus aTTecTa- HOM 3K3. dbopm CP
H 9 9
3aH | pab | o TpaKT UK LHH, K2 ceccun, - T B
u JIeK
q o 3aHS Karr Karraxs pe, cec
17051
TUS | TBI H THS 1ac -
cHu
0
Tema 1 2 JIuT, 6 Boinonnenue u
OpranuzaimoHHbIC 13, npoeepka RUCbMEHHOU
OCHOBBI YOT Jomawineii pabomot,
JIETIONTPOU3BO/ICTBA. Yemuovii: onpoc no
bnanku meme.
JIOKYMEHTOB.
Tema 2 2 /2 JIuT, 6 Huckyccun ,Ycmmuoti
Opranu3anuoHHO- 113, onpoc no meme,
pacropsiiuTebHas YOT, Buvinonnenue u
JIOKYMEHTaIus. A npoeepKa NUCbMEHHOU
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OO6mas oomauiHell pabomul
XapaKTepUCTUKA

CTHJIA CITyKEOHOMN

JIOKYMEHTAIUH.

Tema 3 CripaBo4HO- Hn/ Jlur, Yemmuwui onpoc no
MH(POPMALIMOHHBIE 2 113, meme, Bvinonnenue u
JIOKYMEHTBI. YOT npoeepKa NUCbMEHHOU
Henoas nepenucka. oomauineil pabomul
CocTtaBrieHue aKkToB

U IPOTOKOJIOB.

Tema 4 2 JIur, Huckyccusa, Ycmmuutii
PacniopsiautenbHbie J1L,YO onpoc no meme,
JIOKYMEHTBHI. T, Buvinonnenue u
CocraBnenue 113, npoeepKa NUCbMEHHOU
MIPUKa30B, oomawinei padoomol
yKa3aHuM,

pacropsKEeHUIA.

OpranuzanuoHHbIE

JIOKYMEHTBI.

Tema 5 Hn/ Jlur, Yemmuwuii onpoc no
Opranuzanus 2 YOT, meme, Boinonnenue u
JIOKYMEHTO000pOTAa. 3, T npoeepka nucCbMeHHOuU
Opranuzanus Jomawineii pabomot,
perucTpanuu Tecmuposanue.
JIOKYMEHTOB U

KOHTPOJIb

UCIIOJTHEHUS

JIOKYMEHTOB.

Tema 6 JIur, Yemmuwii onpoc no
Opranuszanus YOT, meme, Boitnonnenue u
OTIepaTUBHOTO 3,9 npo6epKa NUCbMEeHHOU
XpaHEeHUs oomawneii padomol,
JIOKYMEHTOB. Icce
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PopMHpOBaHUE JEIL.

Tema 7 IloaroToBka
JIOKyMEHTOB K
MOCIEAYOLIEH
nepenayu
JIOKYMEHTOB B
apXWB WU Ha
YHUYTOXKEHUE.

Jur,
YOT,

7,75

Yemmuwuii onpoc no
meme, Konmponvnas
paboma

Hroro:

14

14 28 4 4

43,75

3aueT

0,25

Bcero o
OUCIHUILUINHE

28

0,25

43,75

72

Tematnueckuil TIaH U3y4eHUs: AUCUUIUTMHBI « OCHOBBI AEOBONM JOKYMEHTAIMH U JEJIONPOU3BOJICTBA B OPTaHU3ALUN» JUJISl CTY/I€HTOB OYHO-
3204HOH () OpMBI 00y4eHHUsl MPEACTaBIAET colepKaHHe Y4eOHOW NUCLMILIMHBI, CTPYKTYpPUPOBAaHHOE MO TeMaM (pa3zienaM) C yKa3aHHEM 4acoB M

BUJIOB 3aHATHIA, KOHTAKTHOW U CAMOCTOSTEIILHOUM pa0doThI, (HOPMBI KOHTPOJIS, TAdauna 5.2

Tabmuma 5.2 - TemaTudeckuid TUTAH WU3YYCHUS AUCHHILTUHBI «OCHOBBI JIEIOBOM JOKYMEHTAIIMU M JEIIONPOU3BOACTBA B OPTaHH3AIMI» IS
CTYJICHTOB OYHO-3209HOM (hOpMBI 00YICHUS

HaunmenoBaunue
pas3aenoB U TeEM

KonrakTHas padota, yac

AyAUTOpHBIE Yachl

= BHE R o4

mp | 1ab | B
B T.U.
aK | o c
WHTCPAKTUBH
TH- | pa- | €
bIC
gec | TOp | T
KA | HBI | O
(hopmbI /gackr
e e
3aH | pab JeK | IpaKT
s 0 IUU | 3aHs
THUS | TBI TS

Nunusn
Jlyajb-
Has
KOH
cyib
Tamus,
UK

Konrakr
Hast
pabota
o
MIPOMEXY
TOYHOU
arrecra-
1IN,
Karr

Koncyn
b
TaIus
epen
JK3ame
HOM,
K3

KonTtaxtHa
s pabota
o
TIPOMEIKY-
TOYHOM
aTTecTann
U B TIEpUOJ
3K3.
ceccuu,
Karmks

CamocrosTenbHas
pabora*

bopm B KO
Bl ceMec | HT
T po
pe, | ab/
gyac | CP

B
cec

Dopmsbl
TEKYLIETrO
KOHTPOJIA

(KCP)
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(@278

Tema 1 Jur, Buvinonnenue u
OpranuzanmoHHbIE 113, npoeepka NUCLMEHHOU
OCHOBBI YOT oomauinei pabomaol,
JIEJIONPOU3BOICTBA. Yemuvii  onpoc  no
biankn meme.

JIOKYMEHTOB.

Tema 2 /2 Jlur, Yemmuwui onpoc no
OpranuzaiuoHHO- 113, meme, Boinonnenue u
pacnopsiiuTesbHas YOT, npoeepKa NUCbMEHHOU
JIOKYMEHTAaIHA. bl | oomawinei padoomol
Oobmas Juckyccus
XapaKTepUCTHKA

CTHJIS CITy>KEOHOM

JIOKYMEHTAI1H.

Tema 3 CripaBouHO- Hn/ JInr, Yemmuwit onpoc no
nH(pOpMaIMOHHBIC 2 113, meme, Bvinonnenue u
JIOKYMEHTBI. YOT npoeepKa NUCbMEHHOU
[enoBas nepenucka. oomawinei padoomol
CocraBneHue akToB

U IIPOTOKOJIOB.

Tewma 4 /2 Jlur, JHuckyccusn, Ycmnutii
PacniopsanurensHbie I1,YO onpoc no meme,
JIOKYMEHTBI. T, Buinoanenue u
CocrtaBnenue I3, npo6epKa NUCbMEHHOU
IIPHUKA30B, oomawmneil pabomul
yKa3aHuM,

pacIopsKEHUI.

OpraHu3anuoHHbIE

JIOKYMEHTBI.
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Tema 5 2 4 Hn/ Jlur, 7 Yemmuwuii onpoc no
Opranuzanus 2 YOT, meme, Bvinonnenue u
JIOKYMEHTO000pOoTA. n3, T npoeepKa NUCbMeHHOU
Opranuszanus oomawneii padomol,
perucTpamnuu Tecmuposanue.
JIOKYMEHTOB U

KOHTPOJIb

UCTIONTHEHUS

JIOKYMEHTOB.

Tema 6 2 2 Jlur, 7 Yemmuwuii onpoc no
Opranuzanus YOT, meme, Boinonnenue u
ONEPATUBHOTO 3,2 npoeepKa NUCbMEeHHOU
XpaHEHUS oomawneii padomeol,
JIOKYMEHTOB. Icce

PopMHpOBaHUE JEII.

Tema 7 [ToaroroBka 2 2 Jlur, 7,75 Yemmuwuii onpoc no
JIOKYMEHTOB K YOT, meme, Konmpoavnas
HoceayoIei K paboma

nepeaavun

JIOKYMEHTOB B

apXuB WIH Ha

YHUUYTOKEHUE.

Hroro: 16 24 4 47,75

3adger 0,25

Bcero no 24 0,25 47,75 72
JTUCITUTLITNHE

20




Tematnueckuil 1ulaH W3ydeHHs] AUCUMIUIMHBI «OCHOBBI JEJIOBOM JOKYMEHTAllMd W JEeJONpPOU3BOJACTBA B OpPraHM3aLUMU» Ul CTYJIEHTOB
32049HOH (popMBbI 00y4YeHHs IPEACTABISAET COAEPKAHUE YUEOHON NUCIUIUIMHBI, CTPYKTYpUPOBAaHHOE MO TeMaM (pa3zienaM) ¢ YKa3aHHEM 4acoB U

BUJIOB 3aHATHH, KOHTAKTHON U CaMOCTOSITENbHOM paboThl, popMbI KOHTpOJIS, Tabauua 5.3

Taobnauya 5.3 - Temamuueckuii naan uzyuenus oucyunaunvl «OcHoevl 010801 OOKyMeHmMayuu u 0eJ10nPoU3800CHEa 6 OPZAHUIAUULY 015

CMY0eHmMO08 3a04HOU hopMbl 00yUeHUA

KonrakTHas padota, yac

AyAUTOpHBIE Yachl

Konraktha | CamocrosiTensHas
np | 1ab S Konrakr 51 paboTa pabora*
1 aK 0 HHTEPAKTHBH Wuausu Hast Koncyn o DopmbI
q TH- | pa- | B - nyaib- pabora b TMPOMEKY-
aMEHOBAHHE € | yec rop | ¢ Hast o Tamus TOYHOMH o TEKYLIETro
pasaciioB U TEM K KOH OpoMEXy | mepen aTTecTanu B KOHTPOJIA
1 KM | HBL | € | dopmer /gackl cynb TOYHOH | SK3aMe | M B EPHOJ ceme | POTP (KCP)
- c € r Tanus, aTTecTa- HOM, 9K3. dbopm /
3aH | pab | o IpaKT UK uun, K29 cecenn, B T 1 cpg
1 q o JICK 3aHS Karr Karmks pe, cec-
THS | THI e Hac o
Tema 1 Jnrt 9 Konmponvnan paboma
OpranuzaimoHHbIE
OCHOBBI
JACJIOIIPOU3BOACTBA.
bnanku
JOKYMCHTOB.
Tema 2 2 2 JIut 9 Huckyccusn, Konmponvhas
OpraHu3aImoHHO- paboma
pacropsauTeabHas
JIOKyMEHTAITHSI.
Oo6mas
XapaKTCpUCTUKa
CTHJISL CITy>KEOHOM
JIOKYMEHTAITUH.
Tema 3 CripaBo4HO- Hn/ Jlur 9 Konmponvnas paboma
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nH(pOpMaITMOHHBIC
JIOKYMEHTBHI.

JenoBas nepenucka.

CocTaBieHUE aKTOB
1 TIPOTOKOJIOB.

Tewma 4
PacnopsinutensHbie
JIOKYMEHTHI.
CocraBnenue
MIPUKA30B,
yKa3aHUM,
PaCIOPSKEHU.
OpraHu3ainoHHbIC
JIOKYMEHTHI.

Jlut

Koumponvuasa paboma

Tema 5
Opranuzanus
JIOKYMEHTO000pOTA.
Opranuzanus
perucTpanuu
JOKYMEHTOB U
KOHTPOJIb
HUCITOJIHCHU A
JIOKYMEHTOB.

Jlut

Konmponwvnaa paboma

Tema 6
Opranuzanust
ONEPaTUBHOTO
XpaHCHHS
JIOKyMEHTOB.

dopmupoBaHue Jedl.

JIur,

Konmponvuaa paboma

Tema 7 IloaroroBka
JIOKYMEHTOB K
MOCTEAYOLIEH
nepeaadn

Jlut

Konmponvuaa paboma
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JIOKYMEHTOB B
apXuB WJIM Ha

YHUYTOXKEHHE.
Hroro: 60

3auer 0,25 3,75

Bcero o 0,25 60 | 3,75 72
JUCLIUILINHE
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*@opMBbI CaMOCTOATEIBHON pabOThl U 3aTpaThl BPEMEHU CTYJIEHTOB HAa CAMOCTOATEIbHOE
BBITIOJIHEHHE KOHKPETHOTO COJIEpXKaHUsA y4eOHOro 3ajaHus (KOHTPOJBHOHM, KypCOBOW,
pacueTtHOo pa®oTel H JAp.) mno jaucuuiuinHe «OCHOBBI  JENOBOM  JOKYMEHTAallMu U
JIeTIOTIPOM3BO/ICTBA B OPTaHU3aLlUI» OIpeeseHbl B « MeToIn4ecKoM IMOCOOMH 0 OpraHu3aluu
CaMOCTOSITENTbHOM ~ paboThD» Ui CTYJACHTOB  HAmpaBiCHHUs IOATOTOBKH  IPOrpaMMBI
6akanaBpuata) 38.03.02 MeHe)KMEHT HanpaBlIeHHOCTh (IpO(HIIb) TPOrpaMMbl « MEHEIKMEHT
Ha TPEANPHUITHIX PECTOPAHHO-TOCTUHHUYHOTO Ousneca ». (http://vrgteu.ru).

Tabmuma 5.4 CoxpaieHusi, UcCHojb3yemMble B TeMaTHUYeCKOM IUIaHE M3Y4YCHHS
JUCLUIIIINHBI

Coxpamenue Bun padotsl
1. Jlur. PaboTa ¢ nuteparypoii
2.Y0T YcTHBIN 0Mpoc Mo TeMe
3. 11 HMHTepakTUBHAS JEKIUS
4. T TecTtupoBanue
5.K KonTponbHas paboTa
6. 113 BrinoHeHNE ¥ MpoBepKa MUChbMEHHOM JIOMaNTHEH pabOThI
7.9 Occe
8. /1 Juckyccus

VI. ®OHJ OHEHOYHbBIX CPEACTB

q)OH}I OINCHOYHBIX CPCACTB 110 AJUCHUIIIIMHEC «OCHOBBI )IGJ'IOBOI71 JOKYMCHTAlMU U
JIeTIOTIPOM3BO/ICTBA B OPraHU3allMU» pa3paboTaHbl B COOTBETCTBUU ¢ TpeOoBaHusMU [lonoxeHus
«O ¢onge omenounsix cpencts B ®I'bOY BO «PDY wum. I'.B. IlnexanoBa». OueHOYHBIE
cpezAcTBa XpaHaTcs Ha Kadepe, obecrieunBaroniel npenojaBaHue JaHHOM JUCIUIUINHBL.

[Inanupyemble pe3yiabTaTbl OOy4YeHHsS] CTYACHTOB MO AMCHUIUIMHE «OCHOBBI JI€JIOBOM
JOKYMEHTAIlMl ¥ JENONPOM3BOJACTBA B OpraHM3alMKU» TMpeAcTaBileHsl B paszmene 1l
«Coneprxanue mporpaMmmbl Y4eOHOU TUCITUTIITUHBD.

TumnoBble KOHTPOJbHBIC 3aaHUs MO AUCHUILTHHE « OCHOBBI JENOBOM JOKYMEHTAIMH U
JIEJIOTIPOU3BOICTBA B OPTaHHM3AIlMNY, HEOOXOIUMBIE NIJISi OLIEHKH 3HAHWUMN, YMEHUM, HABBHIKOB U
(unK) ombITa AEATEIIBHOCTH BKJIIOYAIOT B CEO0sI:

1. JIlmarHocTH4yeckoe TeCTHPOBAHME BXOJHOI0 KOHTPOJIA YPOBHS IOArOTOBKHU
o0y4alomuxcss WJIM YPOBHSI NPo(ecCHOHATbHON IOATOTOBKH O00y4alomuxcss B
npouecce U3y4eHusi CMeKHbIX AUCUMILIMH HE TIPEyCMOTPEHO

2. TemaTuka KypcoBbIX padoT

KypcoBas pabora mo gucuumiauHe «OCHOBBI — J€JIOBOM  JOKyMEHTAIlUu |
JIeTIONIPOM3BO/ICTBA B OpraHU3aluny y4eOHbBIM IIJIAHOM HE IPEAyCMOTpPEHa.

3 Bonpocsl K 3a4eTy

Hom
€p
oIl IIepedens BOIIPOCOB K 3a4ETY
poca
1. Uto noHMMaeTcs o] OpraHu3anueld JOKyMeHToooopoTa?
2. [ToHsITHE TOKYMEHTOO0OPOTA, €r0 KOJIMYSCTBECHHBIE M KAUeCTBEHHBIC XapaKTEPUCTHKH.
3. MecTo ¥ posib TOKYMEHTOB B YIPABJICHUH HA COBPEMEHHOM JTaIle.
4. DyHKIMU JET0NPOU3BOJICTBA.
5. CocTtaB HOpMaTUBHO-MeTotu4ueckor 6asel JIOY.
6. Uto noHnMaeTcs o JOKYMEHTALIMOHHBIM 00€CIIeYeHUEM yIIpaBIeHUs?
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ITonstue OpPraHM3allMOHHBIX JOKYMCHTOB

8. Crannpaprusanus ¥ yHudukanus cucremsl JJOVY.

0. Obmepoccuiickue KacCu(PpUKaToOpbl JOKYMEHTAIUH.

10. | lN'ocymapcTBeHHasl cucTeMa JOKYMEHTAIIMOHHOTO 00ecTieueH sl YIIPABJICHHUSI.

11. | biaHku JOKYMEHTOB M TpeOOBaHUS K HUM.

12. | Crpykrypa nokymenta. TpeboBanus kK opopmienuto gokymenTo mo I'OCT P 6.30-2003.

13. | IIpaBuna opopmnenus pexuzuta "aapec"”, "mara", "unnekc", "Buza", "3aroaoBok",
"mmoanuce".

14. | C kakoil uenbio pa3padaThIBaIOTCS UHCTPYKIIMHU IO JIETOMPOU3BOJCTBY, YTO B HUX
HEO0OXOMMO MPEAYCMOTPETh?

15. CucreMa opraHu3allMOHHON JOKYMEHTAIUH.

16. | Cucrema pacnopsiiMTeIbHON JOKYMEHTAITNH.

17. | JlaiiTe onpesesieHUe TepMUHA "pacliopsiANTENbHbIE JOKYMEHTHI'.

18. | HazoBuTe BUBI pACIOPSAUTENBHBIX JOKYMEHTOB.

19. Bupl 1 Ha3HAYEHUE JIMYHBIX IOKYMEHTOB.

20. | JlaitTe onpenesieHHe TEPMUHA "OpraHN3alIMOHHBIE JOKYMEHTHI'.

21. | Ha3oBure Bujbl OpraHU3allMOHHBIX JOKYMEHTOB.

22. | Cucrema nHGOpMaIlMOHHO-CIPABOYHON TOKYMEHTALIUH.

23. | CiyxeOHasi nepenucka Ha NpeAnpusTUH.

24. | lIpaBuia odopMieHHS CIYKEOHOTO MUChMA.

25. | CtpykTypa AeNOBBIX U KOMMEPYECKUX MUCEM.

26. | Kiaccudukanus qeI0BbIX 1 KOMMEPYECKUX MHUCEM.

27. | llonsiTHe U MPUHLIMIIBI OPTaHU3alMU JOKYMEHTO000pOTa.

28. | O6paboTKa BXOISIIMX JOKYMEHTOB.

29. | O6paboTKa UCXOAALINX JOKYMEHTOB.

30. BHyTpeHHME TOKYMEHTBI OpraHu3aliu.

31. | YKaXuTe TeXHOJOTHUECKYIO MMOCIEI0BATEILHOCTh 3TANOB PA0OTHI C BXOAAIIMMU
JIOKYMEHTaMH.

32. | Uro Takoe HOMEHKIATypa Jell, C KaKoi Lebi0 pa3padaTbIBalOTCS TUIIOBbIE HOMEHKJIIATYPHI
nen?

33. | Pabora c nucbMaMu 1 0OpallleHUsIMU TPaKJIaH.

34. | IlpuBeaute mpuMepbl PETUCTPALIUU JOKYMEHTOB.

35. | CocTaBneHue HOMEHKIATYPHI eI

36. | ®opmupoBanue U 0ohopMIICHHE JIEI.

37. | llonroToBka u nepegaya JOKyMEHTOB Ha apXUBHOE XpAHEHUE.

38. | Yro Takoe KOHOUACHIUATIBHBIA JOKYMEHT?

39. | Opranu3zanus paboThl C TOKyMEHTaMU, KOTOPbIe OTHECEHBI K TOCYAapCTBEHHOM TalHe.

40. | YkaxuTe 0COOCHHOCTH BEACHUS JICTOMPON3BOJICTBA, 00ECTICUNBAIOIIETO YUET U
COXPAHHOCTh KOH(HISHIIMAIbHON HHPOPMAIIMH U JOKYMEHTOB.

41 TunoBble OpraHu3alOHHbIE CTPYKTYPHI CIY>KObI A€IONPOU3BOICTBA

42 YcnoBus TpyZa pabOTHUKOB CITYKOBI 1eJ0MPOU3BOJICTBA

43 KoMmnbploTepHbIE TEXHOJOTUH B IETONPOU3BOJICTBE

44 ObecrieueHne COXpaHHOCTH JOKYMEHTOB B 3JICKTPOHHOU opme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHbBINA TOKYMEHT.

46 Crangaptabie Gpa3bl ¥ BRIPAKEHUS JICTOBBIX H KOMMEPUYECKHX TTHCEM.

47 [IpoxoxaeHne UCXOASAIIMX U BHYTPEHHUX JTOKYMEHTOB.

48 Oco0eHHOCTH 53bIKa U CTHJISL CITYKEOHBIX JOKYMEHTOB.

49 PexBU3UTHI MEXTyHAPOJHOTO TUChMa. OCHOBHBIE PEKOMEHIAIMH 10 COCTaBICHUIO TEKCTOB
MEXKTYHAPOJHBIX MHCEM.

50 | Yro onpexnenset GpopMyisip JOKYMEHTA U YeM OTIUYaeTCst (hopMyisip

JIOKyMeHTa oT (opmyisipa-oopasna?
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51 HazoBute ocHOBHBIE IpyNIbl PYHKIUI TOKyMeHTa. Yem xapakTepusyeT
KXY rpyniy?
52 YT0 00ycaaBIuBacT OPUINYCCKYIO CHITY ODHIIMAIBHOTO JJOKYMEHTA?
53 OYHKIMHA OCHOBHBIX MOAPA3EICHUN CITyKObI TOKyMEHTAlIHOHHOTO
oOecrnieyeHus yIupaBieHusl.
54 ABTOMaTH3UPOBAHHBIE TEXHOJIOTHH 00paOOTKH JOKYMEHTOB U HX BIHSHHE Ha CUCTEMY
JIJIONPOU3BOCTBA KOHKPETHOM OpraHu3aliy.
55 CnpaBouHo-uH()OpPMALIMOHHBIE JOKYMEHTHI.
56 CTpyKTypa H coJiepKaHue KaJpoBOH JOKyMeHTaluu. OpraHn3aliOHHO-KaApOBbIE
JIOKYMEHTBIL.
57 OCHOBHBIE aCIEKThI KYJIbTYPbI JEJI0BON PEUH.
58 CrannapTuzanus si3plka JOKYMEHTA. SI3pIKOBbIe TpeOOBaHUS K 0(hOpMIICHHUIO
PEKBU3HUTOB JOKYMEHTA.
59 TunuuHbIC ONMOKHU B SI36IKE U CTHJIC JOKYMEHTOB.
60 S3p1KOBOE 0hOpMIICHHE JTHUHBIX JOKYMEHTOB.
Ilpaxmuueckue 3a0anus K 3auemy
Homep | IlepedeHb nmpakTHUECKUX 3aJaHUI K DK3aMEHY
3a/1aHus
1 JlaTh ToJIKOBaHHUE CJIOBAM, COCTABUTh C HUMHU MPEJIOKEHUS:
1) aBu30; 2) 1000m; 3) BEeKCeb.
2 JlaTh TONKOBaHME CI0BAM, COCTABUTH C HUMHM MPEAIOKEHU:
1) mareHT; 2) neMnuHr; 3) sM0apro.
3 JlaTh TONKOBaHME CI0BAM, COCTABUTH C HUMH NPEATIOKEHUS:
1) pexnamanus; 2) MapKUpPOBKa; 3) CTarHaIus.
4 JlaTh TONKOBaHME CIOBAM, COCTABUTh C HUMH MPETIOKEHUS:
1) npe3eHTanums; 2) JU3UHT; 3) TUJIEp.
5 JlaTh TOJIKOBaHHUE CJIOBAM, COCTaBUTh C HUMU MPEITIOKEHUS:
1) waptep; 2) nuctpubniorep; 3) Opokep.
6 JlaTh TOJIKOBaHHUE CJIOBAM, COCTaBUTh C HUMU MPEITIOKEHUS:
1) oBepapadt; 2) undnsius; 3) KOHCAITHHT.
7 JlaTb TONKOBaHME CIOBAM, COCTAaBUTh C HUMH MPETIOKEHUS:
1) odbepra; 2) XOIaUHT; 3) MAPKUPOBKA.
8 JlaThb TONKOBaHME CIOBAM, COCTABUTH C HUMH MPETIOKEHUS:
1) mpaiic-nuct; 2) nebert; 3) rpud.
9 JlaTh TONKOBaHME CIOBAM, COCTABUTH C HUMH MPEATIOKEHUS:
1) aknenT; 2) akt; 3) peectp.
10 JlaTh TONKOBaHME CIOBAM, COCTABUTH C HUMH MPEATTIOKEHUS:
1) ceprudukar; 2) TuMUT; 3) aKKPEIUTUB.
11 Haiitu ommOku, MCTIpaBUTh UX:
1) BriBOIbI KOMUCCUU TTPOTUBOPEYAT C MHECHHEM TPYIOBOTO KOJIJICKTHUBA;
2) Manblit 6u3HEC pacTBOpsieTCs H3-3a OpEMEHHN HAJIOTOB;
3) Hanoru ¢ kaxa0ro aBTOMOOMJIsI B3bIMAIOTCS C YYETOM CYMMBbl PACTAMOKKH.
12 Haiitu ommOku, UCTIpaBUTh UX:
1) [IpenpsaBasis MpeTeH3UN, PYKOBOJIUTEISIM HEOOXOUMO YKa3bIBATh IPUYHUHEI;
2) N'apanTHpOBaHHOE MUCHMO OTIPABICHO BOBPEMS;
3) ApengaTop 00s3yeTCs 3aKJIFOUUTh BCE HEOOXO0IMMBIE JJOTOBOPA HAa CTPaXOBAaHHME.
13 Haiitu ommOku, MCTIpaBUTh UX:
1) Becerna Heob6xoammo 000CHOBBIBATh CBOM BBIBOJIBI HA pacyeTax;
2) [loanuckiBasi JOTOBOPEHI, OILIATA TAPAHTHPYETCS,;
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3) OmraunBasi HOBYIO TEXHHKY, BaM HEOOXOIMMO yUECTh BCE HAJIOTH.
14 3aKOHUYUTH JaHHBIE TPEAJIOKECHHUS:
1) B cBsi3u ¢ BOBHUKIIUMU (DUHAHCOBBIMU TPYAHOCTSIMH. ..
2) Ccbutasich Ha yCTHYIO JOTOBOPEHHOCTb. ..
3) B nensx ckopeiiiiero peueHus Bompoca. ..
15 3aKOHYUTH JIaHHBIE MPEATOKEHUS:
1) Ha ocHOBaHMM NpecTaBIEHHBIX TOKYMEHTOB. ..
2) B cBs13u ¢ HapyieHHeM rpaduka HOCTaBOK MPOIYKIIHH. . .
3) Bo u3bexxanne KOHGIMKTHBIX CUTYalUH. ..
16 3aKOHYMTH JAHHBIE MTPEITIOKEHUS:
1) I1o npuunHe 3aaep>KKU 3apIUIaThI. ..
2) BBuay 3aaepKKu OTy4YeHUs Tpy3a. ..
3) BeaenctBre n3MeHEHUs 1IEH Ha SHEPTOHOCUTEIIN. . .
17 CocTaBUTh MUCHMO-3aIPOC.
18 CocTaBHUTh OTBET HA MUCHMO-3aIIPOC.
19 CoCTaBUTh MUCHMO-PEKJIAMAITHIO.
20 CocTaBUTh NPE3EHTALMOHHOE MTUCHMO.
21 CocTaBUTh MUCHMO-TIOATBEPKICHHE.
22 CocTaBUTH aKT.
23 CocTaBUTh rapaHTUHHOE MUCHMO.
24 CocTaBUTh MUCHMO-TIPUTIIALLICHUE.
25 CoCTaBUTh MUCHMO-PEIOME.
26 CocTaBUTbH COMTPOBOJIUTEIBLHOE TUCHMO.
27 CocTaBHUTh MUCHMO-TIPOCHOY.
28 CocTtaBuTh 01ar0JapCTBEHHOE MTUCHMO.
28 CocTaBUTh MCHMO-TIPUTJIALLIEHUE.
30 CocTaBHUTh MHCHMO-OTKA3.
31 CocCTaBUTh MUCHMO-EKIIAPAIIHIO.
32 CocTaBUTh MUCHMO-PEKJIAMAIIHUIO.
33 CocTaBUTh NPUKA3 KaK PACIIOPSIUTENbHBIN TOKYMEHT.
34 CocTaBUTh OOBSICHUTEIBHYIO 3aMHUCKY.
35 CocTaBUTh MUCHMO-TPEIOKEHHUE.
36 CocTaBuTh MUCEMO-0EPTY.

4 Tunosble 3aJaHUS K NPAKTHYECKUM (CEMHHAPCKUM) 3aHATHAM
IIpumephbl BONIPOCOB AJIF YCTHOIO 0Ipoca:
1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K S3bIKY U CTHIIIO YIIPABICHYECKUX TOKYMEHTOB?
2.Yto coboii mpeacrariseT YcraB opranusanun? KakoBbl OCHOBHBIE TPeOOBaHMS K €r0
COCTaBJICHHIO ¥ 0(hOPMIICHHUIO?
3.Kak odopmuTs [lonoxxerue o6 otnesne win ciyx0e opraHu3amnum?
4. Kak oopMHTh IITAaTHOE pacnucaHue?
5. Kakue TpeboBanwms peIbsBIIOTCS K 0()OPMIICHHUIO T0TOBOpa, KOHTpaKTa?
6.YTo Takoe MHCTPYKLMS, KAKOBO €€ CoJiepxKaHue u opopmiieHue?
IIpuMepsl BONPOCOB /ISl CAMOCTOATEIbHON PA0OTHI:
1 PexBU3NUTEI TOKYMEHTOB.
2 PexBU3UTHI OpraHU3alMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB.
3 PexBU3UTHI HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
4 NnTepakTuBHBIE (HOPMBI O0YUEHUS:

IIpuMepsbl 3a1aHuii 1JI KOHTPOJbHOI padoThl
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3aganue 1 CocraBbTe mpukaz o6 urorax pabotsl ¢ gokymentamu B 2006 r. B OAO
«3Be3na». B KoHcTaTHpyOmIed 4acTH yKaXHTe Ha HU3KYI0 TpeOOBaTEIbHOCTh PYKOBOAMUTENEH
MOJIpa3felIeHnil K KadecTBY IOATOTOBKH JOKYMEHTOB M KOHTpOJII 3a UX HCIOJIHEHHEM. B
pacnopsauTeabHOM  YacTh  oOpaTHUTe  BHMMAaHHE  PYKOBOAMTENEH  Ha  TOBBIIIEHUE
TpeOOBaTEIBHOCTH K PaOOTHUKAM B YacTH pabOThI ¢ JoOKyMeHTaMmH. [laiite 3a1anue pabOTHUKY,
OTBEYAIOLIEMY 3a JICJIONPOU3BOCTBO, pa3paboTaTh MEPHI MO YIYUIIEHHIO 3TOH paboTsl. Jpyrue
JJAaHHBIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

IIpumep 3a1aHus1 KOHTPOJIBbHOM padoTe A5 3204HOI (POPMBI
BAPHUAHT 1

1.JlaTh TOJIKOBaHHE CIIOBaM, COCTAaBUTh C HUMHU MPEITTOKEHUS.
[IpoTokomn, oT4eT, 1e10BOE MUCbMO, aKT, peKjIaManus, (pakTOpUHT.
2.Haiitu ommOKu B MpeI0KEHUSX, 3a1CaTh IPaBUIIbHO:

1. MBI IIUPOKO TOTOBHIIUCH OTIPa3AHOBATh I0OMIIEH Halllel KOMIIaHUH.
2. S naneko enie He UCHOJIB30BAJI BO3MOKHOCTH HOBOT'O METOJ1A.
3. Cromnsip cenain 3TOT CTON U3 Jy0a ¢ 4eThIpbMsI HOKKaMHU.

3.100aBUTh CYLIECTBUTENbHBIE K MpEAJIoraM U NpPEIJIOKHBIM COUYETaHHSIM, COCTaBUTH 2-3
IIPEJJIOKEHHS C HEKOTOPBIMU U3 HUX:

B cBs3u ¢, mo mnpuumHe, BCIEACTBHE, KacaTelbHO, HE3aBUCHMO OT, B LEIAX, B
OTHOILIEHUH.
4. CocTaBuTh NMPHUKA3; TUCHMO-3aIPOC.

S TunoBble 3aJaHus K J1a0OPATOPHBIM 3aHATHAM (NpU HATUYUU)

JlaGopaTopHblie 3aHATHA MO aUCHUTUIHHE « OCHOBBI JIEJIOBOM JOKYMEHTAIIUU U

JIeTIOTIPOM3BO/ICTBA B OpraHU3alun» YUeOHBIM IJIAHOM HE IPEIyCMOTpPEHA.

6 Tunosble 3a1aHNSI K HHTEPAKTHUBHBIM 3aAHATHAM

IlpumepHbIe BONPOCHI ISl IMCKYCCHH

1 CpaBHeHHE UCTOPUUECKUX MIEPUOJIOB B PA3BUTHH POCCUIMCKOIO JEIONPOU3BOCTBA.

2 AHanu3 COBETCKOIO NIEPUOAA B Pa3BUTUHU JEIONPOU3BOICTBA.

3 Pa3paboTka G1aHKOB TOKYMEHTOB /1JIsi KOHKPETHOIN OpraHu3alllu.

4 Pacuet unciaeHHOCTH ciyk0b1 IOVY.

5 Pa3paboTka yHUPHUIIMPOBAaHHBIX GOpPM JOKyMEHTOB B cpene Microsoft Word.

6 Pazpaborka mabioHOB Ui O(OPMIIEHHS OPraHU3alMOHHOM JOKyMEHTAIUH
KOHKPETHOM opraHu3anuu B cpene Microsoft Word.

7 Peructpanus BXOAAIIEH U UCXOASIIEH KOPPECTIOHICHIIUH.

8 Paborta c 3asBICHUSIMHU IPAXKIaH.

9 PazpaboTka HOMEHKJIATYpBbI JIEI.

10 Opranmzanus JIOY ¢ moMonip0 aBTOMaTU3MPOBAHHOM CUCTEMBI «Jlemo»

11 Pa3zpabotka ITonoxxenust 06 SKkCepTHOH KOMUCCUH

12 IIpoBeaeHMe SKCIEPTU3bI LIECHHOCTH JOKYMEHTOB

13 Odopmienue o00KeK Je ¢ pa3HbIMU CPOKAMU XPaHEHUS

14 IToaroToBKa JOKYMEHTOB K YHUYTOXEHUIO

Ilpumepel TeM 119 dcce
1. HopmatuBHasi ocHOBa npoiiecca JOKYMEHTHPOBAHUS YIIPaBICHUS IEPCOHATIOM.
2. OpraHu3alMOHHBIE KaJpOBbIE JOKYMEHTBI: COCTAaB, COJAEPKAHUE, TIOPSAAOK IOATOTOBKU U

oopMIICHUSI.
JIOIKHOCTHASI MHCTPYKIMSI KaK OpraHU3allMOHHBIA KaJpOBBIN JOKYMEHT.
4. TlomoxeHue O CTPYKTYPHOM TOAPA3NACICHUNA KaK OPraHU3AlMOHHBIA KaJpOBbBIN
JOKYMEHT.
JIoOKyMeHTHpOBaHUE MpoIlecca YBOJbHEHUS! COTPYIHUKOB.
JIOKyMEHTHpPOBaHUE MPOLECCa OTKOMAHIMPOBAHHUS [IEPCOHAIIA.
7. CocTaB 1 BUJIbI KaAPOBOW JOKYMEHTALUH.

(98]

SN

28



8. AyrcopcuHr u ayrctadpuHTr mepcoHana: npaxkTHKa NpuMeHeHus. J[oKyMeHTHpoBaHUE
npolecca NpeAoCTaBICHHs OTITYCKOB.
9. JlokymeHTUpoOBaHHE Iporecca 0hOpMICHHUS TPYIOBBIX OTHOILICHHH.
10. TpymoBo#t JOTOBOp M TPYOBOE COTJAIICHHUE: MMOHATHE, (opMa, MpoIeaypa oHOpMICHHS
U 3aKJIIOUEHUS.
11. CoBpeMeHHbIE NpOrpaMMHbIE MPOAYKTHI Ui CIY»KO YIpaBJIEHUs MEPCOHAIOM: 00mas
XapaKTepUCTHKA.
12. CucremaTtn3anys 1 ONEPATUBHOE XPAaHEHUE JOKYMEHTOB MO JUYHOMY COCTABY.
13. Peructpanys 1 KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB I10 YIIPABJIECHUIO IEPCOHAIIOM.
14. BonpbHUYHBIA JUCT: TIOHATHE, TIPABOBAsi OCHOBA TMPEJAOCTaBICHUSA, OCOOECHHOCTH
oopMiIeHHUs U OTIATHI.
15. UHCTpyKTa)k 1O TEXHUKE OE30MacHOCTH: MOHSTHE, MpPaBOBas OCHOBA IPOBEIEHUS,
OCHOBHBIE BUJIbl 1 OCOOCHHOCTHU JIOKYMEHTAJILHOTO 0(POPMIICHHUS.
16. YauduuupoBaHHble JTOKYMEHTHI IO JHUYHOMY COCTaBy: IMOHSTHE, BUAbBI, COJEPKaHUE,
MOPSAOK 3aIIOJTHEHMSL.
17. JIokyMeHTHI IO yUeTy KaJIpoB: MOHATHE, (POPMBI, MOPSIIOK 3aIOTHEHNS U BEJCHHUS.
18. TpyznoBast KHIKKA: 0pOpPMIICHHE U BeJICHHE.
19. lokymeHTHpOBaHUE Mpoliecca POTALMHU MTEPCOHAa.
20. JloxymeHTHpOBaHHE Ipoliecca ajanTalyud, MOTHBAallMM, TPEHWHra WM KOHTPOJUIMHIA
IIepCOoHAIA.
7.JIpuMepbl TECTOB AJIs KOHTPOJISI 3HAHUM
Bapmuanr 1
1. K opranu3aniuoHHBIM JOKYMEHTAM OTHOCATCS (Ha3BaTh HYKHbI¢ BAPMAHTHI):
a) aKThl;
0) ycTaBbl;
B) IITaTHOE PacIMCaHUE;
I') JOJDKHOCTHAsI MHCTPYKIIMS,
1) OTUETHI;
€) muchbMma.
2.Kaxkoii 0;1aHK OpraHu3anuy NPUMEHSIOT 1JIs1 0OopMIIeHHs PUKA3a 110 OCHOBHOM
aeaTeJLbHOCTH?
a) OJIaHK MHUChMa;
0) 671aHK KOHKPETHOTO BHUJIa TOKYMEHTA;
B) OJIaHK JOJHKHOCTHOTO JIMIIA.
3. lloanucepiBaeT NpUKa3bI
a) PyKOBOJUTENb CTPYKTYPHOTO MOAPAa3/ICICHHUS;
0) pyKOBOAMTENIb OpraHU3aLUY;
B) JIOJDKHOCTHOE JIMI[O-COCTaBUTEIbIIPHUKA3a.
4. Kakoii peKkBH3HMT 00513aTeJIbHO 0(pOPMIISIETCSI IPH BHELIHEM COIVIACOBAHUM JOKYMEHTa?
a) rpud CoTIacoBaHUS,
0) BU3BI COTJIACOBAHUS;
B) Tpud OrpaHUYEHUS TOCTYIA K JOKYMEHTY.
5./3 kakuX Tpex AOKYMEHTONOTOKOB COCTOUT JOKYMEHTO0000pOT NnpeanpusiTus?
a) UCXO/ISIIIETO;
0) BHYTPEHHETO;
B) TIOCTOSIHHOT'O;
I') IEPEMEHHOTI0;
1) CITy9aifHOTO;
€) BXOJSIIErO.
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VIL. METOJUYECKHUE YKA3AHUSI V151 OBYYAIOIUXCSI IO OCBOEHUIO
JUCLMIIINHBI

Meroauueckue ykaszaHus sl OOYYAIONIMXCS 10 OCBOCHUIO JUCHUIUTUHBI « OCHOBBI
JETOBOW JOKYMEHTAIlMH M JEJIONPOU3BOJICTBA B OPraHM3allMMU» IPEICTABICHB B HOPMAaTHBHO-
METOJIUYECKHUX IOKYMEHTAX:

[Tonoxxenne 00 MHTEPAaKTUBHBIX Gopmax oOyuenus (http:/ www.rea.ru)

[Tonoxxenne 06 opraHu3aIuy CaMOCTOATENLHON padoThl cTyAeHTOB (http:/www.rea.ru)

[TonoxkeHne O pPEUTHHTOBOW CHCTEME OICHKH YCIHEBAEMOCTH W KauyecTBa 3HAHUM
cryaenTos (http:/www.rea.ru)

[Tonoxenne 06 yueOHO-UCCIENOBATENLCKOM padoTe cTyaeHToB (http:/www.rea.ru)

Opranusanusi JIesITEIbHOCTH CTYACHTa MO BHIAM Yy4eOHBIX 3aHATHH, paboTam 1o
muciuiuinHe  «OCHOBBI  JICTIOBOW  JIOKYMEHTAIlMM W JAEJIONPOU3BOJICTBA B  OpPraHU3AIMN)
IpeJicTaBjIeHa B TabyuLe:

MGTOJII/I‘—IQCKI/IG YKa3zaHus OJ1id o6yqa}0mnxcs1 10 OCBOCHHUIO JUCIHHITIIMHBI «OCHOBEHI
HGHOBOﬁ JOKYMCHTAIIMK U JCJIOMNMPOU3BOACTBA B OPraHU3aliun»

Hanucanue  xoncmexma — nexyuil:  Kpamko, — CXeMAmMUuyHo,
Jlexrust nocned08amenbHo QUKCUpo8ams OCHOBHBIE NONONCEHUS, 6bl800b,
Gopmynupoeku,  0600weHUs;,  OMMEYaAmMb  BAJCHbIE  MBICIU,
gvl0enamsy  Kuiouesvlie Cl08a, mepmuHvl. I[Iposepka mepmunos,
NOHAMULL C NOMOWDBIO SHYUKIONEOUl, CI08aApel, CNPABOYHUKOE C
BbLINUCHIBAHUEM MOAKOBAHUN 6 mempadsb. O603HaUUMb 8ONPOCH,
MepMuHbl,  Mamepual,  KOMopwlll  8bl3bleaen — MpyOHOCMU,
NONbLIMAMbCA HAUMU Oomeem 8 pekomenoyemou aumepamype. Ecnu
CaMOCmMosmMenbHo He YOodemcs pazodopamvcs 6 mamepuaie,
HeobX00UMo chopmyIuposams 80npoc U 3a0ams npenooasamento
HA KOHCYIbMAayuu, Ha NpAKmu4ecKom 3aHamuu. Yoeaums eHumanue
CREOVIOWUM NOHAMUAM (nepeyucienue noHamuil) u op.

WHTepakTHBHAS JIEKIINS Cosoxynnocme KOMNbIOMEPHBIX mexHono2utl, 0OHOBPEMEHHO
UCNONIL3YIOWUX HECKOJbKO UHMOPMAYUOHHBIX CPed: 2paghuKy, meKcm,
sudeo, omoepaguio, anuMayuio, 368yKoevle IPphexkmobl, 38YK080€
conpogodicoenue. TexHonoeuro Myribmumeoua coCmasisom CneyudibHvle
annapamuvle U nPoSpamMMHbLe CPeOCmsd.

[IpakTueckue Ilpopabomka paboueti npoepamm, yoenssi 0coboe GHUMAHUE YeSAM
u  3a0ayam,  CmMpyKmype U  COOePAUCAHUIO  OUCYUNIUHDBL.
Koncnexmuposanue ucmounukos. Paboma ¢ xoncnexmom nexyutl,
Nn0020MOBKA O0MEemo8 K KOHMPOJIbHbIM GONPOCAM, HNPOCMOMP
PeKoMeHOYeMOll Tumepamypel, paboma ¢ mexKCmoM.

CamocrosiTenibHast pabota | Boinonnenue sadanuil 6e3 yuacmus npenooasamens
CTYJCHTOB

KonTponbhas pabota 3nakomcmeo ¢ OCHOBHOU U OONOJIHUMENbHOU JUMepamypotl,
BKIOYASl  CHPABOYHbBIE — U30AHUs,  3apPYOedCHble  UCTOYHUKU,
KOHCNEKM  OCHOBHbIX — NOJONCEHUU,  MepMUHO8,  C8eOeHUl,
mpeobyouuxcs o715l 3anOMUHAHUSA u ABNAIOUUXCSL
ocrosonoaazarowumu 6 smou meme. Cocmagnenue aHHOMAyull K
APOYUMAHHBIM TUMEPAMYPHbIM UCHOYHUKAM U Op.

Huckyccust OUACHOCMUKA 3HAHUEB020 KOMNOHEHMA, PACCMaAmpusaemoz20 6
npoyecce ouckyccuu, oyeHusanue KOMMYHUKAMUBHBIX
Komnemenyutl, YMeHusl npUBOOUNs apeymenmasi u

KOHMpapaymeHmol,  CQOPMUPOBAHHOCMU — HABLIKOG  NYOIUUHO2O0
svicmynnenus. Ilpu OuacnHocmuke pe3ynibmamos  UCNOIb3)emcs
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onucamenabHasd WKaiad OueHuearusl

TecTsr Jisi nodeomosku K mecmuposaHuro 00VYAOWUMCS HeoOX00UMO
U3YYUMb  JIeKYUOHHBIL Mamepuan, Mamepuansl HpakmudyecKux
3aHAMULL, A MAKdAHCe 8ONPOCHI, BLIHOCUMbBLE HA CAMOCMOAMENIbHOE
uzyuerue. Ilpu  noocomoske Kk  omeemy  CMYOEHMY
npeoocmasnaemcs npago NONb308aHUsi KaabKyasmopom. Ilpu
npoeepke  3a0aHus,  OYEHUBAIOMCA  KOIUYUECMBO  NPABULLHBIX
0mMeemos Ha mecmosble 3a0anus 06a308020 U NOBLIUEHHO20 YPOBHSL.

Occe Ilouck  numepamypol u cocmaenenue oubauoepaghuu,
ucnonvzoganue om 3 00 5 HayuHvlx pabom, U3N0JCeHUe MHEHUs
agmopo8 U c80e20 CyHOeHUs: N0 8bIOPAHHOMY BONPOCY, UZNONHCEHUE
OCHOBHBIX acnekmog npobiemvl. B xode obwenus svicmynarowezo ¢
ayoumopueti  popmupyemcsi  MUpo8o33peHue,  NpueUEArOmCsl
Memo9QonocudecKue U NPaKkmuyecKue Hagblku

VIII. METOJUYECKHE MATEPHUAJIbI, ONPEJEJSIOIIUE TIPOLIELYPBI
OILIEHVWBAHHUS 3HAHMW, VYMEHHWH, HABBIKOB W (WJIH) OIBITA
JESTEJBHOCTH, XAPAKTEPU3YIOIIUX  DTAIlIbI  ®OPMUPOBAHUSA
KOMIIETEHIIUI

OnucaHue nokazateneil 1 KpUTEepUeB OLCHMBAHUA KOMIETEHIUN Ha Pa3jiu4HbIX dTarax
ux (opmMupoBaHus, ONMCAaHWE IIKAI OIEHWBaHUA TpeacTaBieHo B pazaene Il «Copepxanue
porpaMMbl yueOHOH nuctuIuinab» U paszaene VI vacrosmieit paboueil mporpamMmel.

B cootrBercTBHH ¢ Ilos10:KkeHHEM 0 pPeliTUHIOBOI cUcTeMe OLEHKH YCIeBaeMOCTH M
kauyecTBa 3HaHuH cTyaeHTOB B @PI'BOY BO «PJY um. I'.B.IlnexanoBa» pacnpenesienue
0a/i10B, (OPMHUPYIOIIUX PEATHHIOBYK) OLEHKY PpaldoThl CTYAEeHTa, OCYILIeCTBJSETCS
CJEAYIOIIUM 00pa3om:

Bunet pabot MakcumansHoe
KOJINYECTBO 0aJIJIOB
BrinonHeHNe yueOHBIX 3a/IaHUN Ha ayAMTOPHBIX 3aHITHSIX 20
Texyuuii KOHTPOJIb 20
TBOpUeCKU pEeUTHUHT 20
[TpoMexyTouHas aTTecTanus (IK3aMeH) 40
Hroro 100

Pe3ynbraThl BXOJHOTO KOHTPOJISI YPOBHS MOJATOTOBKH O0YYaIOIIUXCS B HaYajle U3yUeHUS
JUCHUIUTAHBI, YPOBHS NMPO(PECCHOHAIBHON MOATOTOBKH OOYYaIOUIMXCS B IMPOLECCe W3YUYEHUS
CMEXHBIX JMCHUUIUIMH HE (OPMHUPYIOT PEHTHHTOBYIO OLIEHKY paOoThl 0Oyyaromerocs Io
OUCLMIUIMHE, KPUTEPUM OLEHKHM BXOJHOTO KOHTPOJS TPEJCTABICHbl B OLEHOYHBIX U
METOJIMYECKUX MaTepuaax K JUCLUILINHE.

Kputepun oueHKH 3aIaHUi TEKYIIero KOHTPOJISI yCIeBaeMOCTH 00y4arouierocsi B
cemecTpe:
Pacuer GamnoB mo pe3yiabTaraM TEKYIIETO KOHTPOJS MO OYHOW W OYHO-3a0YHOMU
dbopme o0yueHus

dopma HaumMeHoBaHME TeMbl, BHIHOCUMBIX Ha KOHTPOJIb dopma npoBeeHus Konunuectso 6amios,
KOHTpOJIS KOHTpOJIS MaKCHMAJIbHO
Texymmit | Tema 1 OpraHu3aiuOHHBIE OCHOBBI I3, YOoT 2
KOHTPOJIb
ACJIOMPOU3BOACTBA. bnanku 2
JOKYMCHTOB.
Tema 2 Opranu3zaniioHHO- 113, YOT,[, 2
pacnopsITENbHAS JOKYMEHTAIHS. 1
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OOm1ast XxapaKTepUCTHKA CTUIIS
CITY)KeOHOM JTIOKYMEHTAIIUH.

Tema 3 CripaBo4HO-HH(OpPMAIIMOHHEIE 113, YOT 1
JIOKyMEHTEHI. JlenoBas nepenucka.
CocraBieHHE aKTOB U IPOTOKOJIOB.

Tema 4 PacniopsiautenbHbIe I, YOT, 113,
nokyMeHThl. CocTaBlieHHE MPUKA30B,
yKa3aHHM, pacTIOpsHKEHUH.
Opranu3alioOHHbIEC JIOKYMEHTHI.

N —

Tema 5 Opranuzanus YOT,II3, T
JTOKyMeHToOoOopoTa. Opranu3amnus
pEerucTpaluu JOKYMEHTOB U KOHTPOJIb
VICTIOJTHEHUS JIOKYMEHTOB.

Tema 6 Opranuszanus onepaTUBHOIO YOT, 113,93 1
XpaHeHUs1 JOKyMEeHTOB. @OpMHpOBaHUE
aedl.

\S)

Tema 7 [ToaroroBka TOKyMEHTOB K YOT, K
MOCIEAYIOLIEH NepeIadn TOKYMEHTOB B 2
apXUB WJIN HA YHUYTOKCHHE.

Bcero 20

2) Kputepuu orieHKH KYPCOBOM pabOThI

KypcoBast paboTa yueOHBIM IUIAHOM HE MPETyCMOTpeHa

3) KpuTepuu OlEeHKYU 3aIaHUN K IPAKTUYECKUM (CEMUHAPCKUM) 3aHSATHSIM

YcrHbI onpoc

0,5 0aju1a- BBICTABIISIETCS] CTY/ACHTY, €CIIM OH CBOOOJHO OTBEYACT HAa TEOPETHUUYCCKUE
BONPOCHI U TIOKA3bIBACT IIyOOKHUE 3HAHUS M3YYCHHOTO MaTepuana,

0,4 0anna -BBICTABISIETCS CTY/AEHTY, €CJIM €r0 OTBEThl Ha TEOPETUYECKHE BOIMPOCHI HE
JIOCTATOYHO TOJIHBIE, UMEIOTCS OIIMOKY TIPU OTBETAX Ha JIOTIOJHUTEIbHBIC BOIPOCHI,

0,3 0ass1a- BBICTABIISICTCS CTYJICHTY, €CIM OH oTBevaeT Ha 50% 3amaBaeMbIX BOTIPOCOB U
YaCTUYHO PacCKPBIBAET COJIEPKaHUE JIOMOJIHUTENbHBIX BOIPOCOB,

0,2 das1a- BBICTABIISICTCA CTYJIEHTY, €CIIM OH TEOPETUYECKOE COAEPKAHNE Kypca OCBOMII
YaCTUYHO WJIM OTCYTCTBYET OpPUEHTAlIMs B U3JaraéMOM MaTepHalie, HET OTBETOB Ha 3aJaBaeMble
JIOTIOJTHUTENbHBIE BOTIPOCHI.

I[IucsmenHas nomamnss padora:

2 oa1a - BBICTABJIETCS CTYIEHTY, MOKa3aBlIeMy BCECTOPOHHHUE,
CUCTEMAaTHU3UPOBAHHbBIE, TTyOOKHE 3HAHUS BOMIPOCOB paOOTHI M YMEHHE YBEPEHHO MPUMEHSTh UX
Ha MpakTHKE MpH pPELIEHUH KOHKPETHBIX 3a7ady, CBOOOJHOE M MpaBUIbHOE OOOCHOBaHHE
MPUHSATHIX PEIICHUI;

1,5 0ass1a — BICTaBISIETCS CTYJIEHTY, €CJIM OH TBEPJAO 3HAET MaTepuas, IPaMOTHO U IO
CYILIECTBY €r0 M3JIaraeT, yMeeT MPUMEHSTh MOJyYCHHbIC 3HAHUS Ha MPAKTUKE, HO JOMYCKAET B
OTBETE Ha TEOPETUYECKHE BOMPOCHI WM B PEIICHUE 3a/ladll HEKOTOPble HETOYHOCTH, KOTOpHIE
MO’KET YCTPaHUTh C OMOUIBIO JTONOJHUTENBHBIX BOIIPOCOB NIPENOJaBATENS;

1 0ann — BbBICTaBIAETCS CTYACHTY, INOKa3aBlIeMy (parMeHTapHBIH, pa3pO3HEHHBIN
XapakTep 3HAHUW, HEJJOCTATOYHO MPaBWIbHBIE (OPMYTHPOBKU 0a30BBIX MOHATUMN, HAPYIICHUS
JIOTUYECKON MOCIIE0BATEILHOCTH B M3JIOKEHUU IPOrpaMMHOr0 MarepHualia, HO MPH 3TOM OH
BJIa/ICET OCHOBHBIMH TMOHSTHSIMH BBIHOCHMBIX Ha KOHTPOJBbHYIO paboTy TeM, HEOOXOAUMBIMHU
JUId JanbHeWmero oOydeHHs W MOXKET MPUMEHSTh IOJIy4YeHHbIE 3HaHUS MO0 OoO0pasiy B
CTaHAAPTHOM CUTYAIIHH;

0 0a/JI0B — BBICTABJISETCS CTYJCHTY, KOTOPBI HE 3HAeT OOJbIIEH YacTH OCHOBHOTO
COJIep>KaHUsl BBIHOCUMBIX Ha KOHTPOJIBHYIO pa0OTy BOIMPOCOB TEM IUCIMILIUHBI, JOMYCKAaeT
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rpyObie ommOKH B (hOPMYIHMPOBKAX OCHOBHBIX MOHATHIA M HE YMEET UCIOJIb30BAThH MOTYyYCHHBIC
3HAHUS MPU PEIICHUHU THUIMOBBIX MPAKTUUYECKHUX 3a/1au.

BbinosiHeHNst KOHTPOJIbHOI padoThI:

2 oa1a — BBICTABIIIETCS CTYJCHTY, MOKa3aBlLIEMy BCECTOPOHHHUE,
CHCTEMaTU3UPOBAaHHbBIE, INTyOOKHE 3HAHUSI BOIPOCOB KOHTPOJILHONW pabOThl U YMEHHE YBEPEHHO
NPUMEHATh MX Ha TPAaKTUKE MpPHU pPEUIeHHMH KOHKPETHBIX 3ajlady, CBOOOJHOE M MPAaBHIbHOE
000CHOBaHNE MPUHSTHIX PELICHUH;

1,5 0ana — BeICTABISIETCS CTYJEHTY, €CIIM OH TBEPJO 3HAET MaTepHall, TPaMOTHO U IO
CYILECTBY €r0 M3JIaraeT, yMeeT INPUMEHATh NOJyUEHHbIE 3HaHUS Ha MPAKTHUKE, HO JIOIYCKAET B
OTBETE Ha TEOPETUYECKHE BOMPOCHI WM B PEIICHUE 3a/ladll HEKOTOPble HETOYHOCTH, KOTOpHIE
MO’KET YCTPaHUThH C IOMOUIBIO JTONOJHUTEIBHBIX BOIIPOCOB NIPENOJaBATENS;

1 Oann — BBICTABISIETCS CTYJEHTY, IOKa3aBIIeMy (parMeHTapHbIN, pa3pO3HEHHBIN
XapakTep 3HaHUM, HeOCTATOYHO MpaBHIIbHBIE (HOPMYTUPOBKU 0A30BBIX MOHATHHA, HAPYIIEHUSI
JIOTUYECKON MOCIIE0BATEILHOCTH B M3JIOKEHUU IPOrpaMMHOr0 MarepHualia, HO MPH 3TOM OH
BJIaJIc€T OCHOBHBIMHU IOHSTHUSMHU BBIHOCUMBIX Ha KOHTPOJBHYIO paboOTy TeM, HEOOXOIUMBIMHU
JUId JanbHeWmero oOydeHHs W MOXKET MPUMEHSTh IOJIy4YeHHbIE 3HaHUS M0 OO0pasily B
CTaHIAPTHOM CUTYallUU;

0 6an10B — BBICTABISACTCA CTYJCHTY, KOTOPBIM HE 3HAET OOJBIIEH YacTH OCHOBHOTO
COJIepKaHUSI BBIHOCUMBIX Ha KOHTPOJBHYIO Pa0OOTy BONPOCOB TEM TUCLHMIUIMHBI, JOIYCKAeT
rpyObie omMOKU B (GOPMYJIUPOBKaX OCHOBHBIX MOHATUN U HE YMEET UCIOIb30BaTh MOJTyUYEHHBIE
3HAHUS NP PEILICHUH TUIOBBIX MPAKTHYECKUX 3aj1au.

TecrupoBaHnue:

1 6aJ1s1 — BBICTABIIAETCS CTYJIEHTY IPU YCIOBUM €T0 MPABUIBHOIO OTBETA HE MEHEE UEM
Ha 90% TecTOBBIX 3aJaHU;

0,8 0a,1710B — BBICTABIIAECTCS CTYJEHTY IIPH YCJIOBUU €0 IpaBUIbHOrO oTBeTa OT 70 % 1o
90% TeCcTOBBLIX 3aJaHUN;

0,5 6aJs1 — BBICTABIIAETCS CTYJIEHTY IPHU YCIOBUM €0 IpaBUIbHOro orBera oT 50% 1o
70% TeCTOBBLIX 3aJaHUN;

0 0aJ110B — BBICTABIISETCS CTYACHTY NPHU YCIOBHM €r0 IPABWIBHOTO OTBETAa MEHEE YEM
Ha 50% TecTOBBIX 3aJaHUN.

4) Kputepuu oLleHKHU 33JaHUH K JJAOOPATOPHBIM 3aHATHAM

JlaGopartopHble 3aHATHS y4eOHBIM IJIAHOM HE MPEyCMOTPEHBI

5) Kpumepuu oyeHku 3a0aHull K UHTEPAKTUBHBIM 3aHATUSIM

PesyabTarsl nucKyccum:

1 0ann — BBICTABISAETCS CTYJEHTY, €CIM OH MOJTOTOBMJI BBICTYIJIEHHE IO BOIIPOCaM
JMCKYCCHM; MIPOSIBIISIET HABBIKU aHajIM3a, 0000LIEHNs, KPUTHUECKOTO OCMBICIICHUS, ITyOIUYHON
peun, apryMeHTalluM, BEIEHUS JUCKYCCUM U IOJEMHUKH, KpPUTHYECKOIO BOCIPUSATHS
MHpOpMALlMK;  Marepuan  W3JO0XKEH  TIpaMOTHO, B  ONpPEAENCHHOW  JIOrMYecKOM
MIOCJIEI0BATEIBHOCTH, TOUHO MCIOIb3YETCS TEPMUHOJIOTHUS; MIOKa3aHO YMEHUE WILTIOCTPUPOBATh
TEOPETUYECKHE MOJOKEHNU KOHKPETHBIMU IIPUMEPAMHU; BHICKA3bIBATh CBOIO TOUKY 3PEHMS;

0,8 6a/1510B — BBICTABISETCS CTYAECHTY, €CJIM OTBET YJOBJIETBOPSAET BCEM TPEOOBaHUSM,
U3J0KEHHBIM paHee, HO TMpH HSTOM JIOMyIIEeHbl HeOousblIMe NpoOenbl, HE MCKa3UBILNE
coJiepKaHuE OTBETa; JIOMYIIEHbl OJMH — JBa HeAo4eTa B (POPMHUPOBAHUN HABBIKOB ITyOIMYHOM
peun, aprymMeHTaluM, BEJCHHUS JTUCKYCCUM M TIOJIEMUKH, KPUTHYECKOTO BOCHPUATHUS
uHpOpMaLny;

0,5 6as11a — BBICTABISETCS CTYJIEHTY, €CJIM HEMOJIHO WJIM HENOCIE0BATEIBHO PACKPBITO
coJiep)KaHuEe Marepuala, HO IOKa3aHO oOllee NMOHMMaHHE BOIpOca U MPOJIEMOHCTPUPOBAHBI
YMEHHUs, J1OCTATOYHbIE JUIs JalbHEHMIero yCBOEHHs MaTepuasla; UMENUCh 3aTpyAHEHUS WU
JOMYIIeHbI OMMOKKA B ONpPEeNICHHH TOHITHN, UCTIONB30BAaHUN TEPMHUHOJIOTUH, MCTIPaBICHHBIE
[0CJI€ HECKOJIBKMX HaBOJSIIMX BOIIPOCOB; MPH HETOJHOM 3HAHUU TEOPETUYECKOTro MaTepuasa
BBISIBIIEHA HEAOCTaTOYHAs! CPOPMUPOBAHHOCTh KOMIIETECHITNH, YMEHUH 1 HABBIKOB;
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0 O0asuI0B — BBICTABISIETCA CTYNEHTY, €CIIM HE PACKpPhITO OCHOBHOE COJEp)KaHHE
y4eOHOTO MaTepuasna; OOHAapyXEHO HE3HAHWE WM HEMOHUMaHWEe OoJibIlied WU HamOoJiee
BOXHOM YacTH Y4yeOHOTro MaTepuana; AOMYIIEHBl OMIMOKH B OMpEACNCHUH TOHATUH, TpH
UCIOJIb30BAaHUU TEPMHUHOJIOTHH, KOTOPbIE HE HCIPaBJICHbl I10CJI€ HECKOJIbKHUX HABOASIIUX
BONPOCOB; HE c(OpPMHUpPOBAHBI KOMIIETCHIIMHM, YMEHUS ¥ HaBBIKM MyOIWYHOH peuw,
apryMeHTalluy, BeIeHUs JUCKYCCUU U TIOJIEMUKHU, KPUTUYECKOTO BOCTIPUATHS HHPOPMALIHH.

PesyabTarhl 3cce:

1 6aqu1 — BbICTABIISIETCS CTYJEHTY, €CJIM BBIIIOJHEHBI Bce TPeOOBaHMSI K HAIIMCAHUIO 3CCE:
o0o3HayeHa mpobiemMa U 000CHOBaHa €€ aKTyaJbHOCTh; MPOBEJEH aHAJIM3 Pa3IHUYHBIX TOYEK
3peHus Ha paccMaTpuBaeMyl0 NpoOjeMy U JIOTHYHO M3JI0KEeHa COOCTBEHHAs MO3UIHS;
c(OpMyIMpPOBaHBl BBIBOJIBI, TE€Ma PACKPbITA TMOJIHOCTHIO, BBIAEP)KAaH O0BEM; COOJIIOJCHBI
TpeOOBaHUS K BHEIIHEMY O(OPMIICHHUIO; BBHITIOJHEHA KaU€CTBEHHAs IPE3CHTALINS;

0,8 0as1a — BBICTABIISICTCS CTYJIEHTY, €CIIM OCHOBHBIE TPEOOBAHUS K 3CCE BBIIIOJIHEHBI,
HO MPUCYTCTBYIOT HEAOYEThl. B 4acTHOCTH, UMEIOTCSI HETOYHOCTH B M3JIOKEHUH MaTepuaa;
OTCYTCTBYET JIOTMYECKasl MOCJIe0BAaTeIbHOCTh B CYXKACHUSAX; HE BBIACpXKAaH 00BEM 3cce;
UMEIOTCS YIYIIeHNUs B 0QOPMIICHUH U IPE3CHTALINN;

0,5 0an1a — BBICTABIIAETCS CTYJEHTY, €CIIM BBIIOJHEHBI BCE MMEIOTCS CYIIECTBEHHBIE
OTCTyIUJIEHUs] OT TpeOoBaHMM K 3cce. B uyacTHOCTH: Tema pacKpBITHl YaCTUYHO; JOIMYIIEHBI
OMOKY B IPe3eHTALNU WU pedepaTe U OTCYTCTBYIOT BBIBOJIBI;

0 0ajuI0B — BBICTABISETCS CTYACHTY, €CIM TeMa 3CCE HE PACKPBITBI, OOHAPYKEHO
CYIIECTBEHHOE HETTOHUMAaHHE MPOOJIEMBbI HITH 3CCE HE TPEICTaBICHbI BOBCE.

Kputepun olleHKM TBOPYECKOT0 PEUTHHTA

Pacnpenenenne OamioB OCYyHIECTBISETCS IO pelIeHHIO Kadeapbl M pe3yibTaT
pacnpezeneHust 6aJuIoB 32 COOTBETCTBYIOLIME BHIbI pabOT MpeAcTaBiseTCs] B BUJE ClEAyIOLIEei
TaOIULIBI

Buz paboTsl 1o pazaeny (TemMe) JUCHUIUIAHBI Konmuecto 6amnos,

MAaKCHMaJIbHO

Paspabomra npesenmayuu no meme 4 Pacnopsoumenvhvle 0oKyMeHmbL. 10
Cocmaenenue npuxazos, ykazauuil, pacnopsdcenuti. OpeaHuzayuoHHble
OOKYMEHMbL.

Paspabomra npezenmayuu no meme 6 Opeanuzayus ONepamueHo20 XpaHeHus 10
ooxymernmos. Dopmuposanue oe.
Uroro: 20

Kpurepun oneHkn nmpoMeKyTOYHOI aTTeCTAMHU

JK3aMeH 10 pe3yibTaTaM H3y4YeHHs JUCUUIUIMHBI «OCHOBBI JEJIOBOM JOKYMEHTAIMH U
JeJIONIPOM3BO/ICTBA B OpraHu3alMu» B 1 ceMecTpe MPOBOIUTCS B YCTHOM ¢opme u
cooTtBeTcTBYET 40 Gass1amM. 3aueT coCTOUT U3: (U3 ABYX TEOPETUUECKUX BOIIPOCOB).

OneHka 1o pe3ysbTaTaM 3aueTa BBICTABISAETCSA UCXO/S U3 CIEAYIOIINUX KPUTEPUEB:

- IPaBWJIBHBIN OTBET Ha MEPBBIK Borpoc — 10 Ganos;

-IIPaBWJIBHBIA OTBET Ha BTOPOH Borpoc — 10 6ayios;

-TIpaBWJIbHBIA OTBET HA MpaKTHUecKoe 3a1anue- 20 6aios.

HroroBelii  6ann  ¢opmupyercss CyMMHpPOBaHMEM OajuIOB 32 IPOMEXKYTOUHYIO
aTTeCTalluIO U 6AJUI0B, HAOpAaHHBIX Mepe]] aTTecTaluel B TeueHue cemectpa. [ oOyyarommxcs
ouHo# opmbl npumensiercs: 100-6amibHast oleHKa 3HAHUH, 711 00YYaroIUXCsl 3a09HON (HOPMBI
00y4yeHHs — TPaJULIMOHHAs YeThlpex0allibHasl CCTeMa OLCHKH 3HaHUI.

Iloxka3aTeu U KPUTEPUH OLIEHHBAHUS IVIAHUPYEMBIX Pe3yJIbTATOB OCBOEHUSI
KOMIIETEHIHIl 1 Pe3yJbTATOB 00YUYCHUsI, IITKaJIa OICHUBAHUS

100- TpaauuuoHHasi dopMupyemble
f0ajsibHasA | YeThIpex0aJuIbHas KOMIETeHINH KpuTtepuu ouneHuBaHus
CHCTEMa OLEHKHU (MHIMKATOPBI
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cucreMa
OLIEHKH

KOMIIETEeH 1)

85-100
OaJuIoB

«OTJIUYHO»

OK-4

3HaeT BepHO W B IMOJHOM oO0beMe: OCHOBBI
KOMMYHUKAIINA B YCTHOH M MUCHMEHHOUW opMax Ha
PYCCKOM M MHOCTPAHHOM $I3BIKaX JJIS PEeIIeHUs 3a7ad
MEXIJIMYHOCTHOTO u MEXKYJIbTYpPHOTO
B3aUMOJICUCTBUS

YMeeT BepHO U B MOJHOM 00beMe: HCIOIH30BATh
KOMMYHHKAIIUM B YCTHOW M MUCHMEHHOW (opMax Ha
PYCCKOM M MHOCTPAaHHOM SI3bIKaX AJISl pEeLIeHUs 3a1a4y
MEKJIMYHOCTHOTO u MEXKYJIbTYPHOTO
B3aUMOJICUCTBUS

Bianeer HaBBIKAaMHM BepHO M B NOJHOM O0beMme:
CIIOCOOHOCTBIO K KOMMYHHUKallil B YCTHOW U
MUCBMEHHOHN (hopMax Ha PYCCKOM M HHOCTPAHHOM
S3pIKaX JJI PELICHUS 3aJad MEXKIMYHOCTHOTO U
MEXKYJIbTYPHOTO B3aUMOJICHCTBUSI

IK-1

3HaeT BepHO M B MNOJHOM O0beMe: OCHOBHBIC
TeOpI/II/I MOTHBAIUu, JII/I,Z[epCTBa U BJAaCTU JIid
pemeHI/m CTpaTeFquCKHX nu OHepaTI/IBHI)IX
yHpaBIeHYECKUX 3a]ad4, 3HATh OCHOBHI OpTaHH3aINU
TPYIIIOBOM paboTel Ha 0Oaze 3HAHHUA IIPOIECCOB
TpyNIIOBOM AMHAMHUKHA ¥ NPUHIUIOB (OPMUPOBAHHS
KOMaHAbI, 3HAaTb MCTOILI/IKy HpOBCI[GHI/IH aYI[I/ITa
YeJIOBEYECKUX pecypcoB 74 JIMarHOCTUKU
OpTaHU3aMUOHHON KYJIBTYPhI

YMeer BepHO M B NOJHOM o0ObeMe: NMPHUMEHATH B
Mpo(eCCUOHANBHON ~ JEATENBHOCTH TMPUEMBl IS
O6HICHI/I$[, a TaKXe OpFaHI/ISOBBIBaTB KOMAaHIHOC
B3aUMOJICHCTBHE Il PEUICHMS] YHPaBIECHYECKUX
3a71a4

Bnageer HaBbIKaMU BEpPHO M B IOJIHOM O0beMme:
HaBBIKAMH  TIOCTpOeHHS  J(P(EeKTUBHBIX  CHUCTEM
MOTHBAIINU COTp}II[HI/IKOB

70 - 84
OaiuIoB

«XOpOoI1I0»

OK-4

3HaeT C He3HAYUTEIbHBIMHU 3aMEYAHUSIMU: OCHOBBI
KOMMYHHUKAIINA B YCTHOM M MHCHhMEHHOMW opMax Ha
PYCCKOM M MHOCTPAHHOM SI3BIKaX JJIS PEIIeHUs 3a7ad
MEXJIMYHOCTHOTO u MEXKYJIbTYPHOTO
B3aUMOJICUCTBUS

YMeer ¢ He3HAYHTEJbHBIMM  3aMeYaHUSIMU:
HCIIOJIB30BaTh KOMMYHUKAIIUN B yCTHOﬁ u
MUCBMEHHON (hopMax Ha PYCCKOM M HHOCTPAHHOM
SA3BIKAX JJIS PElIeHUs 3aj]ad MEeXIIMYHOCTHOTO U
MEXKKYJIbTYPHOT'O B3aUMOJICUCTBUS

Bnageer HaBbIKaMH ¢ HE3HAYMTEJbLHBIMH
3aMe4YaHUSIMH: CIIOCOOHOCTHIO K KOMMYHHKAIIUU B
YCTHOM ¥ THCBMEHHOW ¢opMax Ha PYCCKOM H
HWHOCTPAaHHOM SI3bIKaXx JJIsL peUICHUA 3aga4
MEXJIMYHOCTHOTO u MEXKYJIbTYPHOTO
B3aUMOJIEHCTBHUS

IK-1

3HaeT ¢ He3HAYHUTEJIbHBIMH  3aMEYaHMSIMU:
OCHOBHBIE TEOpPUHU MOTHUBALUH, JUAECPCTBA U BIACTH
JUTS.  pEIIeHUs] CTPATeTMYeCKHX W  OIEPAaTUBHBIX
YOpaBIeHYECKUX 3a]ad, 3HaTh OCHOBBI OpraHHM3alUU
IpynIoBoil paboTel Ha Oa3e 3HAHUS MPOIECCOB
TPYNIOBOM TMHAMHUKH W MPUHIMIIOB (OpPMHPOBaHHUS
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KOMaHBl, 3HAaTh METOJUKY IPOBEICHHUS ayJIuTa
4eJI0BEYECKUX pecypcoB u JUarHOCTHKU
OPraHM3aIlMOHHON KyJIBTYpHI

YMeeT ¢ He3HAYMTEJbHBIMH  3aMeYaHHUSIMHU:
OPUMEHATE B NPOQPECCHOHATBHON AEATEIbHOCTH
npueMbl A OOINEHHs, a TaKke OpPraHU30BHIBATH
KOMaHJHOC  B3aMMOJICHCTBUE  JUISI  pEICHHS
YIpaBJICHUYECKHUX 319

Baageer HaBbIKAMH € HE3HAYUTEJbLHBIMHU
3aMe4YaHUsIMU: HaBBIKAMH MOCTPOCHUS
90 (GEKTHBHBIX CUCTEM MOTHBALIMHN COTPYAHUKOB

50 - 69
OaJuIoB

«YJlOBJIETBOPHU-
TEIbHO»

OK-4

3unaer Ha 0a30BOM YpPOBHE, ¢ OIIMOKAMHU: OCHOBBI
KOMMYHHKALlUM B YCTHOW M MUCHMEHHOW (opMax Ha
PYCCKOM M MHOCTPAHHOM SI3BIKaX JJIS PEIIeHUs 3a1ad
MEKIIMIHOCTHOTO u MEXKYITBTYPHOTO
B3aMMOJEHCTBUS

Ymeer Ha 0a30BOM YpPOBHe, ¢ OmHOKaAMU:
HCIIOJIB30BATh KOMMYHUKAIIUN B yCTHOfI u
MUCBMEHHOIN (hopMax HAa PYCCKOM M HMHOCTPAHHOM
A3bIKaX JJIA pEIIeHUs 3ajJad MEXJINYHOCTHOIO U
MEXKYJIBTYPHOTO B3aUMOJICHCTBUS

Bnageer Ha 0a30BOoM YpPOBHe, C OIIUOKAMM:
CIIOCOOHOCTBIO K KOMMYHHUKallMM B YCTHOH U
MUCBMEHHON (hopMax Ha PYCCKOM H HHOCTPAHHOM
A3BIKaX JJIS pelIeHUs 3ajad MEeXIIMYHOCTHOTO |
MEKKYJIbTYPHOT'O B3aUMOJICHCTBUS

IK-1

3HaeT Ha 62a30BOM YPOBHE, ¢ OIIUOKAMM: OCHOBHBIC
TEOpUM MOTHUBALMM, JHAECPCTBA U BJIACTH JJs
pEUICHUA CTPaTErUYCCKUX u OIICPATUBHBIX
YOpaBIeHYECKUX 3a]ad, 3HaTh OCHOBBI OpTaHHU3aINU
rpynmoBoii paboTel Ha 0a3e 3HAHMSA MPOLIECCOB
TPYNIOBON TUHAMHUKHA W MPUHIMIIOB (POPMHPOBAHUS
KOMaH/[bl, 3HAaTb MCTOAWKY IMPOBCIACHUA ayauTa
YeJI0BEUECKUX pecypcoB u JUarHOCTUKU
OpTraHU3aMOHHOHN KYIBTYPHI

YMmeer Ha 0a30BOM YpOBHe, ¢ OINHOKAMU:
OPUMEHATE B NPOQPECCHOHATBHON AEATEIBHOCTH
MpUEeMbl Il OOILICHHS, a TaKKe OPraHU30BBIBATH
KOMaH/IHOE B3aMMOJICHCTBUE Ui pEIICHHUs
YHpaBIeHYECKUX 33124

Biaaneer Ha 06a30BoM ypoBHe, ¢ OIIMOKaMu:
HaBBIKAMH  TIOCTpOeHUS  S(P(EKTUBHBIX  CHCTEM
MOTHBallUU COTPYAHUKOB

Mmenee 50
OaiuioB

«HEYIOBJIETBOPHU-
TEIHHO

OK-4

He 3nHaer Ha 0a30BOM YpPOBHe: OCHOBBI
KOMMYHHKAIIUM B YCTHOW M MUCBMEHHOW (opMax Ha
PYCCKOM M MHOCTPAHHOM SI3BIKaxX AJIS PELIEHUs 3ajad
MEXKIIMYHOCTHOTO u MEXKYJIBTYPHOTO
B3aUMOJECHCTBHUS

He ymeer Ha 0a30BoOM YpOBHe: HCIIONb30BaTh
KOMMYHUKAIINA B YCTHOM M MUCHhbMEHHOUW QopMmax Ha
PYCCKOM M MHOCTPAaHHOM SI3bIKaXx JJISl pEeLIeHUs 3a/1a4
MEXIJIMYHOCTHOTO u MEXKYJIbTYpPHOTO
B3aMMOJIECHCTBUS

He Bn1ageer Ha 6a30BOM ypoOBHe: CIOCOOHOCTBIO K
KOMMYHHKAIIUM B YCTHOW M MUCHMEHHOW (opMax Ha
PYCCKOM M MHOCTPAHHOM SI3bIKax AJIS pEeLIeHUs 3afad
MEXIMYHOCTHOTO u MEXKYJIBTYPHOTO
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B3aUMOJICUCTBUS

IK-1

He 3HaeT Ha 0a30BOM ypOBHe: OCHOBHBIC TCOpPUU
MOTHUBAIlMU, JUAECPCTBA U BIACTU JJS PEIICHUS
CTpaTEeTHYeCKUX M ONEpPATHBHBIX YIPaBICHYECKIX
3a/a4, 3HaTb OCHOBBI OPraHU3alMM TPYHIOBOM
paboTel Ha 0a3ze 3HaHHSA TPOIECCOB TPYIIIOBOU
JUHAMHKA W TPUHIUIOB (OPMHPOBAHUS KOMAaHJHI,
3HaTb MCTOAMKY MNPOBCACHHA ayauTa YCIOBCUCCKUX
pecypcoB W IMATHOCTUKH  OpPraHU3alMOHHOU
KYJBTYpPbI

He ymeer Ha 0a30BoM YpOBHe: TNPUMEHATH B
Mpo(EeCCUOHANBHON  JICATEIBHOCTH — MPUEMBI  JJIs
oOlICHNs, a TakKe OPraHU30BBIBATH KOMAHHOC
B3aMMOJICWCTBUE ISl PEIIeHUS YIPaBICHYECKHIX
3amaq

He Biaageer Ha 0a30BOM YpOBHe: HaBbIKAMU
noctpoeHuss A(PQPEKTUBHBIX CHUCTEM  MOTHBAIUU
COTPYAHHUKOB

JUCT PETUCTPALIMUA U3MEHEHUH (AKTYAJIM3ALIUN)
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1. Pabouas mnporpaMma 1O Yy4yeOHOM IUCHMIUIMHE C BHECEHHBIMH JIOTIOJIHEHHSIMU U
M3MEHEHHUSIMU PEKOMEH/IOBaHA K YTBEPXKJICHUIO Ha 3acelaHuM Kadeaphl OyXraiaTepckoro ydera
u a”Hanu3a, npotokos ot 18.03.2020 Ne 8

3aBenyromui kadenpon , )/f)_”::[{‘ H.B. JlaktnonoBa

CormacoBano Ha 3acenanun Y MC Kpacnonapckoro gummana POY um. I'.B. [1nexanosa,
potokoi ot 19.03.2020 Ne 7

[Ipencenarens %f/ I'.JI. ABarsau

VYTBepxaeHo coeroM Kpacnogapckoro ¢punmnana POY um. I'.B. Ilnexanosa,
poTokoi 26.03.2020 Ne 11

=
I[Ipencenatens ﬁ“/ A.B. TlerpoBckast
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Kpacnonapckuii puamnan PIY um. I'. B. Iliiexanosa

KapTra o0ecneuenHocTn AucuunInHbl «OCHOBBI 1€710BOM JOKYMEHTALMHA H JeJTONPOU3BOACTBA B OPraHU3allui)
Y4eOHbIMH M31aHUSIMU U HHBIMH MH(OPMAIHOHHO-0M0/INOTEeYHBIMHU pecypcaMu

Kagenpa Oyxranrepckoro yyeTa u aHaiausa

OIIOIT BO mno nanpaBnieHuto noarotoBku 38.03.02 MenemkMeHT

Hanpasnennocts (mpo¢uiib) MporpaMMbl « MeHEHDKMEHT Ha TIPENPUSITHIX PECTOPAHHO-TOCTHHUYHOTO OU3HECa)

YpoBeHb NOATOTOBKH OakanaBpuaT

IToka3arens
Kosmue o0ecreyeHHOCTH
Komuu CTBO CTYEHTOB
€CTBO AK3EMILI JIATEPATYPOii:
neyar | Hamnume B OBC | spoB Ha | UucineHHOCT | = 1(mpu Hanuuuu B
No HanmenoBanue, aBTop BrixonHbIE TaHHBIE HBIX (ma/mer), Kadeape | b CTyJACHTOB 3BC);
/ JK3EM Ha3zBanue ObC (B (aem) U
o TLISPO naGopar =(cTonben4/crond
B () o) (mpu OTeCu?F)CTBI/II/I B
(mrt.) p 9]%1 0
1 2 3 4 5 6 7 8
OcHoBHasi iuTepaTypa
1 ONEKTPOHHOE npasBurenscTBo. | — M.: MIHOPA-M, 2019. — 320 ¢. — Ha, 9bC X X 1
DNEeKTPOHHBIN TOKyMeHT0000poT. | (Bricuiee oOpazoBanue: bakanaBpuar). - X «Znaniumy
Tepmunsl u ompenenenus : y4e0. | Pexxum mpocryma:
nocobue / C.10. Kabaos http://znanium.com/catalog/product/1002479
2 2JIoKyMEeHTHpOBaHUE - M.: HUIl UH®PA-M, 2016. - 304 c.: 60x90 Ha, ObC X X 1
ynpasieHueckoi  gestenbHocTu: | 1/16. - (Bricmee obpa3zoBanue: bakanaBpuar) X «Znanium»
YuebHoe rmocobue /| (Ilepemnér) ISBN 978-5-16-011744-7 -
Paznopoxnsiii A. A. Pexxum nocryna:
http://znanium.com/catalog/product/542806
3 | JlokyMeHTaI[MOHHOE obecrieueHue | 2-e u3l., mepepad. u gorn. — M.: UHOPA-M, Ha, 9bC X X 1
YIIPABJICHUS 2017. — 304 c¢. + [on. Marepuainsl X «Znaniu»
(memonpon3BOICTBO) yueO. | [DnekTpoHHbIl  pecypc; Pexum moctyma
nocooue / T.A. bweixoBa, T.B. | http://www.znanium.com]. @ —  (Bsicmee
Ky3nuenona, JI.B. CankuHa. oOpazoBanue: bakanaBpuar). - Pexum
JIOCTyTIA:

http://znanium.com/catalog/product/762591
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http://znanium.com/catalog/product/762591%09
http://znanium.com/catalog/product/542806
http://znanium.com/catalog/product/1002479

4 | OcHOBBI jenoBoi  (cimyxkeOHoM) | M.: UHDPA-M, 2019. — 163 c. + [lom. Ha, O9bC X X
NUCBMEHHOW peun B  cdepe | MaTepuansl [ DIeKTPOHHBIN pecypc; Pexxum «Znaniumy
ynpasieHuss : yue0. mocobue / | mocryna: http://www.znanium.com]. —
C.1O. Kabamos. (Briciiee o6pazoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52
ef2ede4.18824396. - Pexxum nocryna:
http://znanium.com/catalog/product/908317
Bcero
JloTOJTHUTEeIbHASL JIUTEPATYPA
1 DNEeKTPOHHBIA JOKYyMEHTOOOOPOT Ha, 9bC X X 1
1 obecrnieyeHne 0€30MacHOCTH «Znaniumy
CT.aHHapTI'{HMH cpeIcTBaMHU M. : KYPC, 2017. — 296 c. Pexxum noctyna:
windows : yueGHOe rocobue / http:// i /
p://znanium.com/catalog/product/851088
JI.M. EBgokumona, B.B.
Kopsiokun, A.H. [Te1ekun, O.1.
IIIBeukoBa.
2 Opranuzanus v TEXHOJIOTHUS M.: KYPC: UH®PA-M, 2018. - 320 c. - Ha, ObC X X 1
paboThI ¢ KOHPUACHIIUATHHBIMU (Cpennee npodeccronanbHOe 00pa3oBaHuUeE). «Znaniumy
JOKyMEHTaMH : yueb. mocooue / - Pexxum nocrymna:
B.I1. 3BepeBa, A.B. Hazapos http://znanium.com/catalog/product/754287
3 M.:HUILl UHOPA-M, 2017. - 64 c.: 60x90 Ha, 9bC X X 1
HoxymenTtoBenenue: YueOHoe 1/16 ISBN 978-5-16-102985-5 (online) - «Znaniumy
nocobue / YmakoBa O.A. Pexum noctyna:
http://znanium.com/catalog/product/809874\
Bcero
[IpenonaBarens C.N. XomoanoHosa 3aB. xadenpoit H.B. JlaktuonoBa
< (A~
(moamuce) (moamuce)
COTJIACOBAHO ,
/
Bubnmorexapb /,/ff ‘% H.U. Kpuso
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http://znanium.com/catalog/product/809874/
http://znanium.com/catalog/product/754287
http://znanium.com/catalog/product/851088
http://znanium.com/catalog/product/908317
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