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1. AHHOTAaIMA K JUCHHILIHHE

Pabouas mporpamma IUCHUIUTUHBI «/[OKyMeHTalMOHHOE OOecredeHne yIpaBIeHUYECKOM
NEeSATETLHOCTHY COCTaBjeHa B cOOTBeTCTBUU ¢ TpeboBanusmu OI'OC BO mo HampaBieHHIO
noarotoBkn  38.03.04 TocynmapcTBeHHOE HM  MYHUIMIAJIbHOE  yHpaBieHHE (YpOBEHb
OakanaBpuaTa), yTBEpXAEHHOIO IIPUKa30M MHUHUCTEPCTBAa HAYKU U BbIclIero oOpa3oBaHus Pd
or 13.08.2020 r. N 1016.

Pabouas mporpamma coIep>KUT O0s3aTelbHbIE JUISI M3Y4YEHUS TEMbl 10 JAUCLUILIMHE
«JlokyMeHTallMOHHOE 00€eCIeUYeHNEe YIPaBICHUYECKON JesITeNbHOCTHY. JlUcuuIIMHA JaeT
LEJIOCTHOE  MpeJCTaBlIeHHEe 00  OpraHu3allMOHHO-PACHOPSIUTENbHON  JOKYMEHTAlUH
OPEANpUATHs, TPUMEHSIEMON mpu O(GOPMIICHUM PACHOPSIAUTENLHOW M HCHOJHHUTEIBHOM
JEATEIIbHOCTH aIliapara yNnpaBiICHUs NPEANPUATHS NPU OCYILECTBICHUM MM YIPABICHYECKHUX

GyHKIHUH.

MecTo IMCHUIIMHBI B CTPYKTYpPe OCHOBHOM mpodeccnoHalbHOI 00pa3oBaTe/ibLHOI
NPOrpamMmbl

Hacrosimas qucuuninHa BKIIIOYEHA B 0053aTENbHYIO YacTh, (GOPMUPYEMYIO YIaCTHHUKAMH
o0Opa3oBaTeNnbHbIX OTHOIICHUU, broka 1, sBiseTcs NUCUUIIMHON MO BBIOOPY Y4E€OHBIX IIAHOB
no HampasieHuto noarotoBku 38.03.04 T['ocynapcTBeHHOE W MyHHIMIIAIBHOE YIIPaBIICHHE,
ypOBEeHb OakaliaBpuaTa.

JucnummmHa u3ydaercs Ha 4 Kypce B 8 cemectpe miisg O9HON (OpMBI OO0ydeHUs, Ha 5
Kypce B 9 cemecTpe A 04HO-3a04HOM popmbl 00yUeHus, Ha 5 Kypce B 9 cemecTpe i 3a04HOU
dbopMbI 00ydeHwMs, popMa KOHTPOJISL — dK3aMEH Ul BceX (hopM 0OydeHUHI.

Heab u3yyeHust AUCHUIIMHBI:
- opmupoBanue y Oyaymux 0akagaBpOB TEOPETUUECKUX 3HAHUN U MPAKTUYECKUX HABBIKOB B
00JIaCTH OpraHU3aIMOHHO-PACTIOPSIINTEIEHON JOKYMEHTAIIUH TIPEATIPHUSTHS, TIPUMEHIEMOM Tpu
oopMieHHN pacroOpsAAUTENbHON M MCIIOJHUTEIBHON JAEATENbHOCTH ammapara ylnpaBJIeHUsS
MPENNPUATHS IPU OCYILIECTBICHUH UM YIPABICHUECKUX (YHKIIUMI

3agauu:
- ¢dopMUpOBaHHE COLHUAIBHO-IMYHOCTHBIX  KAaueCTB, CHOCOOCTBYIOIIUX  YKPEIUJICHHUIO
HPaBCTBEHHOCTH, PA3BUTHIO OOMIEKYIBTYPHBIX MOTPEOHOCTEH, TBOPUYECKHX CIIOCOOHOCTEH,
COLIMAJIbHOW aJanTalud, CIOCOOHOCTH K JUANOTy, HACTOMYMBOCTH B JIOCTHKEHUHU IIENH,
Pa3BUTHIO TUIACPCKUX KAUECTB;
- M3y4YeHHE U WUCIOJHEHUE TpPeOOBaHUU TO OpraHU3aluU JOKYMEHTHPOBAHHS NEATEIbHOCTH
aBUATIPEANPHUATHS U OPraHU3alUK PadoT C JOKYMEHTaMHU;
- TMpUMEHEHHE METOA0B paboThl C JOKYMEHTaMH, B COOTBETCTBUU C TpeOOBaHUIMHU
JENUCTBYIONIUX 3aKOHOJATEIHHBIX U HOPMATHBHBIX aKTOB, B HOBBIX YCJIOBHSX XO3SHCTBOBaHUSI,
M0 TOPSAKY COCTaBICHUS W O(OPMIIECHHUS, OCHOBHBIX OPTaHH3AI[MOHHO-PACTIOPSIUTENbHBIX
JIOKYMEHTOB TIO YIIPaBJICHUIO;
- OBJIAJICHHE TMPAKTUYECKUMU HAaBbIKAMU B HCIOJB30BAHUM TEXHOJOTUN  YIPABICHUS
»u3HeHHbIM 1MKiIoM VC B cdepe ynpapieHus.

Komnerennuu odyuaromerocsi, popMupyembie B pe3y/ibTaTe 0CBOCHHUS TUCIUIIIUHBI:

[IK-6 - Bnanenue HaBbIKaMU IUIAHUPOBAHMUS M OPraHU3ALUM JESITEIBHOCTH OPIaHOB
rocygapctBeHHo  Biactw  Poccuiickoi — @exepanny, OpPraHoB  MYHUIHWIIAIBHOTO U
KOpIIOPATUBHOI'O YIIPaBJICHUS.



2. IlepeyeHb NJIAHUPYEMBIX Pe3y/IbTATOB 00y4eHHSs, COOTHECEHHBIX C IVIAHMPYEeMbIMHU
pe3yJ1bTaTaMH OCBOCHHS OCHOBHOM NpogeccHnoHaIbHON 00pa30BaTeIbHOM MPOrPaMMBbI

[Iporiecc wu3y4yeHMs [AUCHUIUIMHBI HampaBieH Ha (OPMHUpPOBAaHHWE KOMIETECHLUH,
npeaycMmoTpeHHbIx ®I'OC BO mno nanpapnenunto moarotoBku 38.03.04 I'ocymapcTBeHHOE H
MYHUIIUNIAIBHOE ~ ympaBieHue (ypoBeHb OakajaBpuara) M Ha OCHOBE CIIPaBOYHHKA
KBaJTM(UKAIIMOHHBIX TPEOOBAHMI K CIICIIHATBLHOCTSIM, HAIPABJICHUSAM TOJIrOTOBKH, 3HAHUSAM U
YMEHHUSM, KOTOPbIE HEOOXOAUMBI JIJIsl 3aMEIICHUs TOJDKHOCTEH roCy1apCTBEHHON IPa)1aHCKOM
CIIy’)KOBI C yderoM oOjacTh ¥ BHIA TNPO(PECCHOHANBHON CIY)KeOHOW JEATEIbHOCTH
rOCyJlapCTBEHHBIX TPaXJaHCKUX chayxamux (yrB. Muntpynom Poccun 06.07.2017 r1.),
COOTHECEHHOTO ¢ (enepalbHBIM TOCYAapPCTBEHHBIM 00pa30BaTEIbHBIM CTaHIAPTOM TI0
YKa3aHHOMY HalpaBJICHUIO MOITOTOBKH.

B pesymbrate ocBoenus OIIOIl OakamaBpuata OOyYaromuMiicss ITOJKEH OBIIAJIETh
CJIEYIOIMMU pe3yabTaTaMHu 00ydeHHs 110 y4eOHON NUCHUIUIHHE:

Ko xomnerenumnu |Pe3yabTaTsl 0CBOeHUs NHauKaTOpbl J0CTHKEHUS Dopmbl
OIIOII (conep:xanue KOMIeTeHI N i o0pa3oBaTeJIbHOM
KOMIIeTeHIUii) JeATeJIHLHOCTH,
crnocodcTByOLINe
¢dopmupoBanuio u
Pa3BUTHIO
KOMIIeTeHIMH
IIK-6 Bnanenune naseixkamu | ITIK-6.1. 3Haer ocHosuble | KonrakrHasg pabora:
IUTAaHUPOBAHUA U | pa3paboTKu 5 BHenpeHus | Jlexkuuu
OpraHu3alun yIpaBJIEHIECKOM nokymenTtauuu | IIpakrudeckue
JeSITeNbHOCTH OpraHoB MYHULHIATBHOTO U | 3aHATHUSL
OpraHoB KOPIIOPATUBHOI'O YIIPABJICHUS CamocrosTenpHast
roCyJapCTBEHHOM IIK-6.2. 3naer OCHOBHI | paboTa

BiactTu Poccuiickoit
®denepauyy, OpraHoB
MYHUIIUIIAIIBHOT'O u

JOKYMEHTAIIMOHHOTO ~ 00eCIIeUeHUsI
KOPIIOPpAaTUBHBIX CTaHaapTOB B
o0acTd  TOCYOapCTBEHHOTO  H

KOPIOPaTHBHOTO MYHHIUIIAIEHOTO YIIPABICHUS

yIpaBIeHU IIK-6.3. Ymeer BbIOMpPATH
OCHOBHBIE pa3pa0OTKU M BHEIPEHHUS
npouenyp peTyIupOBaHuUs
TPYIOBBIX OTHOIICHHUI "

COIPOBOXK/IAIOIIEH JOKYMEHTAlUU B

o0acTd  TOCYJapCTBEHHOTO  H
MYHHIUIIAIEHOTO YIIPABJICHUS

I1K-6.4. Ymeer BbIOMpPATH
OCHOBHbIC pa3pabOTKU M BHEIPEHHUS
npouenyp peryinupoBaHust
TPYIOBBIX OTHOIICHHUI "

COMPOBOXKAAIONICH JOKYMEHTALUH B
o0acTd  TOCYJapCTBEHHOTO  H
MYHHUIMIATEHOTO YIPaBJICHHS

IIK-6.5. Baaneer HABBIKAMU
JIOKYMEHTAIIHOHHOTO ~ 00ecIieueHUs
odopmiieHus pe3ybTaTOB
TOCy/IapCTBEHHOMN u

MyHHLIHHaJ'IBHOfI JACATCIIBHOCTHU




3. O0beM [QUCUMIUVIMHBI B 3a4YeTHBIX €IMHUIAX C YKa3aHHEM KOJMYecTBa
aKaJleMH4YeCKHX YacOB, BbIIEJEHHbBIX HAa KOHTAKTHYKW padotry o0y4awmmxcs ¢
npenogaBartesieM (1o BUAAM 3aHATHI) U HA CAMOCTOATEIbHYI0 padoTy 00y4aronuxcs

OGH_IaH TPYAOCMKOCTb JUCHUIIJIMHBI COCTABJIACT 3 3a4YCTHBIC CAMHUIIBI.

3.1 O0bEM TMCUMIIMHBI 0 BUAAM YUeOHBIX 3aHATHI (B yacax)

Bcero yacos
OfBEM muCHUMNIHHbL ounas hopma OYHO-3a0uYHas | 3a04Has Gpopma
o0y4eHus ¢dopma o0yueHus
oOyueHus

OOwias Tpy10eMKOCTh AUCIUIUTUHBI 108
KonrakTHas pabota oOyJaronuxcs C 48 24 12
rpernogaBaresieM (BCEro)

AynuTtopHas paboTa (Bcero): 48 24 12
B TOM YHCJIE:
Jeximu 24 12 4
CCMUHAPBI, MPAKTUYCCKUEC 3aHATUA 24 12 8
nmabopatopHbie pabOTHI
BreaynuropHas pabota (Bcero):
B TOM YHCIJIC:
CamocrosTenbHas pabota o0ydarommxcs (BCero) 42 66 87
Bun npomexxyTounoit arrectannu  00ydaromerocs — 18 18 9
9K3aMeH

4. Conepskanue QUCHUILIMHBI, CTPYKTYPHMPOBAHHOE N0 TeMaM (pa3aesiaM) ¢ yKa3aHHeM
OTBEJIEHHOI'0 HA HUX KOJMYEeCTBA aKaJeMUYeCKNX YACOB U BU/I0OB YUeOHbIX 3aHATHI

4.1 Pa3zgenbl AUCHUIUVIMHBI M TPYAOEMKOCTh IO BHAaM Y4eOHbIX 3aHATHH (B
aKaJeMHYeCKHX 4acax)

AJIst 04HOH (popMBI 00yUCHHS

Buapl yueOHo# padoThl, BKIKOYAsA Bup ouenoyHoro
CAMOCTOSITEJILHYIO pa0OTy CTYICHTOB U cpeacTBa
TPYA0EeMKOCTh (B 4acax) TeKyIIero
ol =
] KOHTPOJIs
=5 % 3 P
g3 = & ycIeBaeMocCTH,
3 nux aynuropusie | © sl & 8| 8 .
58 2% 3 NPOMEKYTOYHOM
3aAaHATHUA S m = a =
s 8 2 g g = arrecTanuu
- S &2 (no cemecmpam)
=
Ne Pa3nessl 1 TeMBI 3 2
%
n/n JTHUCIHHUILIUHBI E g E
O | Bcero e = _
(=) = =2
= s =]
= = ¢ 8
g . 2=
% = S =
S 2 -
= < = o
= S
A
2| =
=
1 Tema 1. O0mas 8 11 3 3 5 YcTHBIH ompoc,
XapakTEepUCTHKA JIOKJIa ]




YIIPaBICHYECKHX
JIOKYMEHTOB.
Tema 2. CoctaB u

) HOPSIIOK Pa3padoOTKH YcrHsblii onpoc,
JOKYMEHTOB B 8 11 3 3 5 JIOKJIaz
YIPaBICHUYECKOU
JIeSTEILHOCTH.

3 Tewma 3. VYcrHsIl onpoc,
JIOKYMEHTUPOBAHHE 8 11 3 3 5 TOKJIaT
paboTHI ¢ IEPCOHAIOM.

Tewma 4. [lonsiTre 1 VeTaiii onpoc
TIPUHITUITEL '

4 PUHL g8 | 11 | 3 3 5 oK
OpraHU3aLUH
JOKYMEHT0000pOTa.

VYcTHBIi ompoc,
Tema 5. Opraamnzanus oKIa P

5 TeKyImei paboTsl ¢ 8 11 3 3 5 AORIAA
JOKYMEHTaMH.

Tema 6. IlonroroBka Verssiii ompoc

6 AOKYMEHTOB K 8 11 3 3 5 JIOKJIa] l
repeaue Ha apXUBHOE
XpaHeHHe.

Tema 7.
OpraHu3annoHHO- YcTHBIH omnpoc,

7 TEXHUYECKOE 8 11 3 3 5 JOKIAJ
obecrnieueHme
JIeIIONIPOH3BOICTBA.

Tema 8. HopmaTusHo- VYceTHbli onpoc,

8 MeToauueckas 6aza 8 13 3 3 7 JIOKJIaz
JIeIIONIPOH3BOICTBA.

ATOI'O 108 | 24 24 42 18 (Qx3amen)
JJIs1 04HO-32049HOH GopMBbI 00yYeHH s
Buapl yueOHo# padoThl, BKIKOYAsA Buj oueHoyHoro
CaMOCTOSITEIbHYIO padoTy CTYJI€HTOB 1 cpeacrsa
TPYA0EeMKOCTh (B 4acax) TeKyIIero
=
S ] I ol = KOHTPOJIsA
=3 2= 8 §  ycmeBaemocTH,
N3 uux aymuropHbie | © & 3 8 S § "
5 & &% S\ NIpoOMeKyTOYHOI
3aHATHUA S m = g &=«
|- g b= aTTecTalMu
- S Bl 2 (no cemecmpam)
=
Ne Pa3nesnl 1 TeMBI g &
n/n JMCIUTJINHBI = g E
O | Bcero | =
= = 3
= S S =
= = ¢ &
5 . 2 E
2 = o =
3 2 T =
= & = o
Ak
| 2
| =
=
Tema 1. O6mas .
H YceTHbIN onpoc,

1 XapaKTepUCTHKA 9 12 9 2 8 KA
YIpaBIeHYECKUX
JTOKYMCHTOB.

Tema 2. CoctaB u VeTabiii onpoc

2 MIOPSIIOK Pa3paboOTKH 9 12 2 ) 8 oK '
JIOKyMEHTOB B
yIpaBJIeHYECKO




JEATEIHLHOCTH.

3 Tema 3. YcTHBIN onpoc,
JIOKyMEHTUPOBAHHE 9 12 2 2 8 JOKIaz
paboTHI C IEPCOHATIOM.

Tewma 4. Ilousitre u .
4 [P HHIHIS VYcrHsIl onpoc,
9 12 2 2 8 TTOKJIaf
OpraHu3aIiu
JIOKyMEHT0000pOTa.
YcTHBIN ompoc,
Tema 5. Opranuzanus oK1 p
5 Tekylel paboThl ¢ 9 12 2 2 8 AOIIAA
JOKYMEHTaMH.
Tema 6. ITonroroska o
5 HOKYMCETOB K VYceTHbIN onpoc,
9 12 2 2 8 TTOKJIA
nepeaye Ha apXUBHOE
XpaHeHHE.
Tema 7.
OpraHu3anuoHHO- YcerHbll onpoc,

7 TEeXHHUYECKOE 9 8 8 TOKTIAT
obecrnieuenue
JICJIOTIPOU3BOJICTRA.

Tema 8. HopmatusHO- YcerHbll onpoc,

8 MeToanyeckas 6asza 9 10 10 JTOKJIaI
JICIIOTIPOU3BOJICTRA.

ATOro 108 | 12 12 66 18 (Ax3amen)
AJis1 32049HOM (popMbI 00yUeHHs
Buapl yueoHoii padoThbl, BRIKOYAA Buj oneHoYHOI O
CaMOCTOSITEIbHYIO padoTy CTYA€HTOB 1 cpeacrsa
TPYA0EMKOCTb (B yacax) TeKyLlero
s I o = KOHTPOJISA
=8 = 5 8 ycreBaeMocTH,
N3 Hux ayauTopHbie g 88 o .
5 a8 ag o NMPOMEXKYTOYHOM
3AaHATUA S m = o =
S = g = g b= aTTecTalumn
- S Bl 2 (no cemecmpam)
h
Ne Pa3nennl 1 TeMbI 2 =
n/n JTUCHHUILTNHBI 5 g E
© | Beero | =
S| § 2
= =
= = ¢ =
=1 : 2 =
=% > o =
2] > =
= < = o
=| £
‘|2
2=
=
Tema 1. O6mias .
XapakTe I/ICI:FHI/IKa Yerneiit onpoc,

1 P P 9 12 2 10 JTOKJIA
YIPaBICHYECKUX
JIOKYMEHTOB.

Tema 2. CocraB u

9 MOPSIIOK pa3paboTKu YcTHBIH ompoc,
JIOKyMEHTOB B 9 12 2 10 JTOKJA
yIpaBJIeHYECKOH
JIEATEIBHOCTH.

3 Tema 3. YcTHBIH ompoc,
JIOKyMEHTUpPOBaHHUE 9 12 2 10 JIOKJIaJ1
paboThI ¢ IEPCOHATIOM.

4 Tema 4. ITousTe u VYcTHBIii onpoc,

9 12 2 10
MPUHIUITEI JTOKJIAJT




OpTaHU3aIHN

JIOKYMEHTO000pOTA.

Tema 5. Opranusanus Yeruti onpoc,
5 TekyIei paboTsl ¢ 9 12 2 10 AOIIAA

JIOKyMEHTaMH.

Tema 6. Iloaroroska Verssiii ompoc
6 JIOKYMEHTOB K 9 12 2 10 JOKTaN )

nepenaye Ha apXUBHOE

XpaHCHHE.

Tema 7.

Opraan3annoHHO- YcTHBI ompoc,
7 TEXHUYECKOE 9 10 10 TOKJIa/1

obecmieueHme

JIETIOTIPOM3BOICTRA.

Tema 8. HopmatusHO- YcTHBI ompoc,
8 MeToauuecKas 6asza 9 17 17 JOKIIa]|

JIEJIONPOU3BO/ICTBA.

HTOro 108 | 4 8 87 9 (IK3amen)

4.2 ConepxxaHue JMCUMILINHBI, CTPYKTYPHPOBAaHHOE 110 pa3aesiaM

Tema 1. O01mas XapaKTepuCTHKA YIPAaBJIEeHYECKHX JOKYMEHTOB.

CoOepoicanue nexyuonHo2o mamepuand

1. McTopust BOSHUKHOBEHUS TOKYMEHTA

2. JIoKyMEHT KaK HOCHTEINb yrnpaBieHdeckoi nHpopmanuu. [lonsrue, GpyHKIUU U criocoObl
JOKYMEHTUPOBaHUS.

3. IloHsiTHE «3TEKTPOHHBIM TOKYMEHT.

4. Knaccudukanus TOKyMEHTOB.

5. SI3bIK ¥ cTHIIb OUITMATEHBIX IOKYMEHTOB.

6. YHu(ukanus 1 cTanapTU3anus JOKYMEHTOB.

7. CucteMbl JOKYMEHTAIIMH PA3InIHBIX Cep AATEIbHOCTH.

CoOeporcanue npakmuieckux 3aHamuil

1. [TpyunHBI BO3BHUKHOBEHHUS JOKYMEHTA

2. JIoKyMeHT KaK HOCHUTeNb ynpaBieHueckoil nHpopmanuu. [lonsarue, GpyHKInuu u crnocoObl
JOKYMEHTUPOBAHUS.

3. IlpeumymiectBa ¥ HEIOCTATKH HCIOJb30BAHUS  <QJIEKTPOHHBIX  JOKYMEHTOBY.
Oco0eHHOCTH UX XpaHEHHUS.

4. Knaccugukarus JT0OKyMEHTOB.

5. SI3BIK U CTUIIb OUIIUANIBHBIX JJOKYMEHTOB.

6. YHu(ukanus 1 cTanjapTU3anus JOKyMEHTOB.

7. CrucreMbl JOKYMEHTAIUU Pa3IMYHbIX chep 1eSTeIbHOCTH.

8.Yto nmoHuMaeTcs oj CTPYKTYypoil fokymeHTa? IlodeMy CTpyKType TOKYMEHTa yaemsieTcs
0coboe BHUMaHHe?

9. Uro Takoe siekTpoHHas nMdpoBas nmoanuch? B kakux ciydasx OHa HCHOJIb3YeTCs?
KakoBa ee cTpykTypa U B KakOM cllydyae OHa TepSET CBOIO CHILY?

10. Kakue Bunpl, GopMaTsl U TUIBl OymMaru MPUMEHSIOTCS HPU CO3/IaHUHM JIOKYMEHTOB?
Cy1iecTByeT JId pa3HUIIA B CO3JaHMH W O(DOPMIICHHH OKYMEHTOB Mexnay Poccueii, EBponoii u
CTpaHaMU CEBEPOaMEPUKAHCKOro KOHTHHEHTa? B ueM oHa 3axirodaercs?

Tema 2. CoctaB u mnopsAaOK Ppa3spadOTKH [JOKYMEHTOB B YIPaBJEHYECKOH
AesITeJIbHOCTH.

CoOeporcanue 1eKYuoHH020 Mamepuand

1. [Topsimok pa3paboTKu OpraHu3armoOHHO-pacnopsauTenbHol qokymenTanuu (OPJI):

- OpraHU3allMOHHON T0KyMEHTAaLNN;

- pacopAIUTENbHON JOKYMEHTALINH;




- UH(GOPMALIMOHHO-CIIPABOYHOMN TOKYMEHTALINH.

2. OcobeHHOCTH pa3pabOTKH TOKYMEHTALMH, OTPAKAIOLICH:

- (PMHAHCOBO-XO3HCTBEHHYIO I€ATEIILHOCTh OPTaHU3aIH;

- KOMMEPUYECKYIO JESTEIbHOCTh OPraHU3aLNH.

Cooeporcanue ceMuHapCcKux 3aHsamutl

1. Ilo xakuM mnpu3HAaKaM OCYIIECTBJSAETCS TUIIOJNOTM3aLUs JOKyMeHTOB? Kakue TUIIbI

JIOKYMEHTOB BBIIEIISAIOTCS IPU 3TOM?

KakoBO 0CHOBHOE Ha3HAUEHUE OPraHU3ALNOHHBIX JJOKYMEHTOB?

Kakue cymiecTBytoT BUibl OpraHU3allMOHHbIX JOKYMEHTOB?

KakoBa ¢ynkuus [Tonoxenusn? B uem ero orinnuue ot Ycrasa?

KakoBa cTpyKkTypa Te€KCTa HHCTPYKLIMHU IO AeI0npon3BoAcTBY? Kakue npuioxxeHust oH

COJICPKUT?

B ueMm 3akitovaercs crenu@uka UHCTPYKIMU KaK JOKyMeHTa?

7. U3 KakuxX CTPYKTYpHO-KOMIIO3UIIMOHHBIX OJIOKOB COCTOMT TEKCT PACHOPSAMTEIHHOTO
nokymenra? Kak Bappupyercs KOMIO3MLMOHHAs CTPYKTypa PpacHoOpsAUTENIbHBIX
JIOKYMEHTOB?

8. KakoBa ocHOBHas (hyHKIMs paclopsIUTEIbHBIX JOKYMEHTOB? B uem uX ormivuue oT
OpraHU3aIMOHHBIX ?

9. Kakue HOKyMEHTHl BXOIAT B TIpynny HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB?
KaxoBa ux ocHoBHas QpyHK1MsA?

10. KakoBble 0ocoOeHHOCTH O(OpPMIIEHUS pa3iIM4YHBIX BUAOB JIENOBBIX nuceM? B yem
COCTOMT CTaHJapTU30BaHHOCTh JAHHOTO BUJIA IOKyMEHTa?

oW

1S

Tema 3. [lokymMmeHTHPOBaHHEe PAa00OTHI C IEPCOHAJIOM.

Cooeporcanue 1eKyuoHHo2o mamepuand

1. Kommuiekc kaapoBoil JOKYMEHTAIMU: TIOHATHE U €€ COCTaBIISAIOLIUE.

2. YauduuupoBaHHble GOPMBI IEPBUYHOMN YU€THON JOKYMEHTALMH IO Y4eTy TPyAa U €ro
OILJIATHI.

3. TpynoBoii 1OroBop: ConepKaHue U MOPSIO0K 3aAKIFOUEHUS.

4. Oco0eHHOCTH JTOKYMEHTHPOBAHUS ATAllOB TPYIOBOM AESITEIbHOCTH paOOTHUKA (IIPHEM,
NepeBoJl, OTIYCK, KOMaHAUPOBKA, YBOJIbHEHHUE U JP.)

5. TpynoBasi KHM)KKA: TIpaBUjIa BEACHUS U O(OPMIICHUS.

6. OpopmieHre U BeJleHHE TUYHON KapTOUKU M JIMUHBIX JIEI.

7. Ilpouecc 3amuThl NPOPEecCUOHANBHBIX JaHHBIX B KaJpOBOU CiIyk0e.

CoOeporcanue npakmuieckux 3aHamuil

1. [Touemy mJ1st KaAPOBOM CITYKOBI OCOOCHHO Ba)KHO MPABMIHHO OOPMIISITH IOKYMEHTHI?

2. Ilepeuncnure OCHOBHBIE JJOKYMEHTBI, pa3pabaTbiBaeMble KaJpOBO CITyKOOH.

3. Kakum o6pa3zoM kinaccu@uuupyercs KaapoBas JOKyMEHTalus

4. Onpenenute NOHATHE «YHUUIIMPOBaHHAS (GOpPMA JOKYMEHTa».

5. Ilepeuncnure GopMbl IEPBUYHON YUETHOW JOKYMEHTAIMH 110 YYETY KaJIpOB.

6. KakoBa poiib MHCTPYKLUMH TO JEJIONPOU3BOJACTBY KaJIpoBoil ciyxObl. Omnpenenute
COJiep’)KaHUE HWHCTPYKLUHUU 10 JeNIonpou3BoACTBY. OxapakTepusyiiTe mpaBwia 0oGOopMICHUS
JOKYMEHTa «KBaJM(UKAIMOHHBIE TpPeOOBAaHUS K COUCKATENII0 BAKAaHCUU» U  COCTaBJICHUS
OOBSIBJICHUS O BaKaHCHUHU.

7. Heobxonumo 11 3asiBJieHHE pabOTHUKA O Ipueme Ha paboty? Ilepeuncnure 1OKyMEHTHI ,
MpeIbsBIsieMble IPU YCTPOICTBE HA padoTy.

8. IloacHure, nouemy TK P® 3anpemaer 3akiro4eHre CPOUHBIX TPYJOBBIX 10TOBOPOB?

9. OxapakTepusyiTe o0s3aTebHBIE U JOTOTHUTEIBHBIC YCIOBHS TPYAOBOTO IOTOBOPA.

8. KakoBa 1enp cyniecTBoBaHMsI TpyA0BOM KHWKKH? Kakue cBEIeHNs BHOCSITCS Ha NEPBYIO
CTpaHUIly TPyA0oBOH KHIKKH? ONMIIUTE MpaBHJia BeEHUS TPYJIOBBIX KHIKEK. Kak HeobOxoaumo
BHOCHUTb UCIIPABJICHUS 3alMCEN B TPYAOBYIO KHUKKY?

9. Chopmynupyiite moHsTue nudHoro aena? Kakue MOKyMEHTBI BXOAST B €r0 COCTaB?
3ayeM HEOOXOJUMO BECTH JIMYHbIE Jena coTpyAaHukoB? Ilepeunciure NOKYMEHTBI, KOTOpBIE
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He00X0IMMO BKJIIOYATh B JIMYHOE JEIIO.
10. KakoB nopsi10k GOpMHPOBAHUS XPaHEHUS JTMYHBIX J€IT ?
11. TIpomecc 3amuThl MpoheCCHOHATBLHBIX TAHHBIX B KAJPOBOW CITYXOe€.

Tema 4. [lonsiTMe U NPUHUMIIBI OPTraHU3AIMU JOKYMEHT0000pOTA.

CoOeporcanue 1eKYUoHHO20 Mamepuaid

1. ®opmbl OpraHu3aly JeJI0NPOU3BOJCTBA Ha NPEAIPUITUN. 3aa4i U PYHKIIMH CITYkKObI
JeTOTIPOU3BO/ICTBA.

2.  JIOKyMEHTOOOOpOT: TIOHATHE, TPUHIUIBL, KOJIUYECTBEHHbIE M  KAaueCTBEHHBIC
XapaKTePUCTHKH.

3. OcHOBHBIE 3Tallbl JOKYMEHTOO0O0POTA.

4. JIOKyMEHTOIIOTOKHM: BXOJSAIIAs, UCXOIAIIAs, BHYTPEHHsS NOKyMEHTauus. TeXHOJIOTHs
00pabOTKH JOKYMEHTOIOTOKOB.

5. Cnenuduyeckre TEXHOIOTHH 00pabOTKH JOKYMEHTAIUH:

- KOH(UIeHITNaIbHAS JJOKYMEHTAIIHS;

- JOKYMEHTAIH 110 0OpaIeHUsIM TpaX/iaH.

Cooeporcanue npaxmuyeckux 3aHAmui

1. Yto Takoe JOKyMEHTOOOOPOT, TOKYMEHTOMOTOK?

2. Kakue rpynmsl JOKYMEHTOB y4acTBYIOT B IOKyMeHTO0OopoTe. Kakue 3Tarbl BKIIOYaeT B
ce0st JOKyMEHTO000pOT?

3. Kakue nenonpousBoCTBEHHBIE CIIYKObI Y4aCTBYIOT B OpraHHU3aIMi TOKyMEHTO000opoTa?

4. JIOKyMEHTOIIOTOKHM: BXOJSAIIAsl, UCXOIAIAs, BHYTPEHHSS TOKyMEHTalus. TeXHOJIOTHs
00pabOTKH JOKYMEHTOMOTOKOB.

5. 3aueM HEOOXOIMMO OIpeiesieHue 00beMa JOKYMEHTOO00pOTa B Pa3InYHbIE BPEMEHHBIC
MEepUoIbI?

6. B yem 3axitouaercsi CyTh COPTHPOBKH TOKyMeHTOB? Kakue JOKyMEHTHI HCKITIOYAIOTCS U3
OCHOBHOTO JIOKYMEHTOIOTOKA Ha 3TOM 3Tare?

7. KTo ocymecTBiIsieT KOHTPOJIb HCIIOTHEHUS JOKYMEHTOB M B Kakou opme?

Tema 5. Opranusanus Texkyueii padoTbl ¢ JOKyMEHTAMH.

COdeprCClHl/le JEKYUOHHOCO mamepuaia

1. CucremaTu3zanus JOKYMEHTOB.

2. CocraBieHre HOMEHKIIATYphl J1e1: Ha3HAaYeHUe, BUJIbl, 0COOEHHOCTH O(OPMIICHHUS.

3. ®opmMHUpoOBaHUE JI€T: OCHOBHBIE ONEpaIiH.

4. IIpaBumna onepaTUBHOTO XPAHEHUS JIEI.

CoOeporcanue npakmuieckux 3aHamuil

1. JInst yero HeoOXoAMMa cHCTEMaTU3alUs JOKYMEHTOB.

2. CocTaBiieHHE HOMEHKJIATYPHI JIe]: Ha3Hau€Hue, BUIbl, 0COOEHHOCTH O(OPMIICHHUS.

3. KakoBa cTpyKTypa HOMEHKJIATYpBbI JIeI.

4. KakoBbl IPUHILIMIIBI MHJEKCALIUU €717

5. Kakum o00pa3zoM ucUHCISIOTCA CpoKM XpaHeHus nen? Kakoil HopMaTHBHBIN TOKYMEHT
SBJIIETCS OCHOBOM OIpe/IeNIeHNsI CPOKOB XpaHEHUs Aen?

6. Ha kakoii aTane JoOKyMeHTO000pOTa MPOUCXOAUT GOPMHUPOBAHUE J1eN1?

7. Kakum 006pa3om CBsi3aHBI MTPOIIECCHI CO3JJaHUsI HOMEHKIIATYPHI 1e]T U (GOPMUPOBAHUS 1T

Tema 6. IloaroroBka 10KyMEHTOB K IlepeJaye Ha AapXUBHOE XpPaHEeHHe.
Cooeporcanue nekyuonHo2o mamepuana

1. DkcnepTr3a Hay4HOW W MMPAKTUYECKOW IEHHOCTH JOKYMEHTOB.

2. DKcrnepTHas KOMUCCHSI: OCHOBHBIE ()YHKLIUHU U MOPSAAO0K PAOOTHI.

3. OopmieHue A€ U COCTaBICHUE OMHUCEH.

4. Tlopsinok nepenauu JOKYMEHTOB B apXUB.

CoOeporcanue npakmuieckux 3aHamuil

1. Kak mporcxoanuT NOAroTOBKA /€] B apXUB.
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2. Yto Takoe skcnepTHas komuccus? KTo BXoguT B ee coctaB? B dem 3akimroyaroTcsi ee
byHKIIUN?

3. B Kakom ciy4aeT NpoucXOoAUT YHUUYTOXKeHUE NoKyMeHTOB? Kak 3to npoucxoaut? Kakoit
COIYTCTBYIOIIUN JOKYMEHT 0(hOPMIISIETCS TIPU ITOM?

4. Ilopsaok nepenadv JOKYMEHTOB B apXUB?

5. Kakue comyTcTBYIONINE JOKYMEHTHI OQOPMIISIFOTCSI B TIPOIIECCE TIOJTOTOBKHU JIeT K caaue
B apxuB? Kakyro QyHKIHIO BBITIOJHSIOT 3TH TOKYMEHTHI?

Tema 7. Opranu3anuoOHHO-TeXHUYECKOe oOecredeHue 1eJJ0NPOonu3BOIACTBA.

Cooeporcanue 1eKYUOHHO20 Mamepuand

1. Opranuzanus paboThl CEKpeTapsi pyKOBOAUTES U 0UC MEHEKepa.

2. Texuuueckue cpencTBa 0(pUCHOH e TETbHOCTH.

3. KomnprorepHble TEXHOIOTUN CO3/1aHUs U 0QOPMIIEHHUST JOKYMEHTOB.

CoOeporcanue npakmudeckux 3aHamul

1. Opranu3zanus paboThl CeKpeTapsi pyKOBOIUTENS U 0UC MEHEKepa.

2. Kakue TexHWYECKHE cpencTBa OPHCHOW ACSITEILHOCTH HCIOJB3YIOTCA Tpu paboTe ¢
nokyMeHTaMu. X posib 1 3HaueHue?

3. Kakue KoMIbIOTEpHBIE TPOTPaMMBbI IPUMEHSIFOTCS JJII ONTHMH3AIUN JJOKYMEHTO000pOTa
B opranuszanuu? Mx ponb u 3HaueHue?

Tema 8. HopmaTuBHO-MeTOAMYecKas 0a3a 1eJJ0NPON3BOIACTBA.

Cooepoicanue nexyuoHHo2o mamepuand

1. 3akoHonarenbHble akThl PO B chepe nHbopmManuu u 10KyMEHTALUY;

2. Yxa3nel u pacnopsokenus [Ipesunenta P®, nocranosnenus [IpaBurensctBa PO B chepe
JeJIONPOU3BO/ICTBA;

3. HopmaruBHBIE TpaBOBBIC AaKTHl (elepabHBIX OPraHOB HCIIOJHUTEIHHON BIIACTH
(MHHUCTEPCTB, KOMUTETOB, CIIy’K0, areHTCTB), PErJaMEHTUPYIOIIUX BOIPOCH! JOKYMEHTALMOHHOTO
obecrieueHus;

4. TexHUYeCKUE periaaMeHTsl U HauuoHanbHble CtanaapTsl B obnactu JJOY;

5.  OOmepoccHiickiue  KIACCH(PUKATOPHI, TEXHUKO-DKOHOMHUYECKOW H  COLHMAIBHOU
nHpopManuu;

6. YHUPUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHH;

7. HopMaTHBHO-TIpaBOBBIE aKThl M METOJUYECKHE JOKYMEHTBI IO JIEJIONPOU3BOICTBY,
M3/1aBacMble PyKOBOACTBOM YUPEKICHUNA OpraHu3alui, IpeIpusTUil;

8. 3akoHonaTenbHble aKThl CyOBbeKTOB P® u mpaBoBble aKThl, MPUHUMAaEMble OpraHamu
HCIIOJIHUTENBHOH BiacTu cyobekToB PO.

CoOeporcanue npakmudeckux 3aHamuil

1. KaknmMy HOpMaTUBHBIMHU aKTAMH PEIVIAMEHTUPYETCS CO3JaHUE JOKYMEHTOB;

2. VYxa3bl u pacnopsokenus [Ipesunenta P®, nocranosnenus [IpaBurenscta PO B chepe
JIEJIONPOU3BO/JICTBA;

3. HopmaruBHble NpaBOBBIE AaKThl (elepajbHbIX OPraHOB MCIIOJHUTEIBHON BIIACTH
(MMHHMCTEPCTB, KOMUTETOB, CIYX 0, areHTCTB), PErJIAMEHTUPYIOLINX BOMPOCH! JOKYMEHTAI[MOHHOTO
o0ecrieyeHus 1 3alUTy 1aHHBIX paOOTHUKOB

4. TexHuueckue peryiaMeHThl U HarmoHabHbie CTanaaptel B obmactu JJOVII;

5. OOumepoccuiickue  KiIacCU(PUKATOPBl, TEXHUKO-IKOHOMHUYECKOW U  COLMAIbHOM
nH(popMaLnu;

6. Ilpu co3gaHMM KakWX JOKYMEHTOB MCIOJb3YIOTCS YHU(DUIHMPOBAHHBIE CHCTEMBI
JNOKYMEHTAIUH;

7. HopMmaTHBHO-IIpaBOBbIE aKThl M METOJUYECKHE JOKYMEHTBI IO JEJIONPOU3BOICTBY,
M3/1aBa€Mble pyKOBOACTBOM YUPEKIECHUNA OpraHu3alui, NpeIpusTUil;

8. 3akoHonaTenbHble aKThl CyOBekTOB P®D u mpaBoBble aKThl, MPUHUMAaEMble OpraHaMu
HCIIOJIHUTENBHOH BiacTu cyobekToB PO.

9. Kakue 1oKyMeHTaMH perilaMeHTUpyeTcs JOKYMEHTOO00POT OpraHu3alty.
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10. KakumMu HOpMaTHUBHO-TIPABOBBIMU aKTaMH periaMeHTHpyeTcs (GopMHUpoBaHUE Ne1 U
nepeaaya ux B apXuB

5. IlepedyeHb Y4eOHO-METOAUYECKOTr0 olecmedeHHs] ISl CAMOCTOATENbLHOW PadoThI
o0y4aromuxcs Mo IUCHUIIIHHE

CamocTtosTenbHas paboTa oOywaroumxcs Mpu H3Y4eHHH Kypca «JloKyMeHTalnoHHOe
o0ecrieyeHrne YIpaBICHYECKON JAEATENIbHOCTH» TPEAINoyaraeT, B MNEpBYIO ouepenb, paboTy ¢
OCHOBHOM U JTOTIOJTHUTEIHHON JUTepaTypoid. PesynbpTaramMu 310 paboThl CTAHOBSITCS BHICTYIIJICHUS
Ha NPAKTHYCCKUX 3aHATHUAX, YHaCTUC B O6Cy)KI[eHI/II/I.

MeToauka caMOCTOSTENIbHOM paboThl MPEABAPUTENHHO Pa3bsCHICTCS MPENnojaBaTesieM U B
MOCICAYIOIEM MOKCT YTOUHATHBCA C YUCTOM HWHAHWBUAYAJIbHBIX OCO6€HHOCT€fI OGy‘-IElIOH.II/IXCSI.
Bpems u mecto camocTosTeNIbHOIM paboThl BBIOUPAIOTCA 00Y4aIOIIUMUCS [0 CBOEMY YCMOTPEHUIO €
Y4ETOM PEKOMEHAALNN ITpenoaBaTes.

CamMocTosATenbHYyI0 paboTy HajJ AUCHMILUIMHOW CJelyeT HauuHaTh C HU3y4YeHHs paboueit
MPOrPaMMBbl TUCIUIUIAHBI «/|OKyMEHTAallMOHHOE OOEeCIeueHHEe YIPaBICHUECKON NeITeIbHOCTHY,
KOTOpasi COJEPKUT OCHOBHBbIE TpeOOBaHUS K 3HAHUSAM, YMEHHMSIM UM HaBbIKaM 00y4aeMbIX.
OO0s3aTenbHO ClieayeT BCOOMHUTh PEKOMEHIANNN TPEroaBaTess, JaHHbIE B X0JI¢ YCTaHOBOYHBIX
3aHATUH. 3areM — NPUCTYNaTh K M3YYEHHIO OTHAEIBHBIX pa3lieJoB M TEM B TOpPAJKE,
IIPEAYCMOTPEHHOM IPOIPAMMOM.

[TomyuuB npeacTaBieHre 00 OCHOBHOM COJIEP>KaHUU pazjiena, TeMbl, HeOOXOIUMO U3YYUTh
MaTepual C I[OMOLIbI0 YYEeOHMKOB, YKa3aHHBIX B pasjene 7 YyKa3aHHOW IPOrpaMMBL.
[lenecooOpa3HO COCTaBUTh KPATKUIl KOHCIEKT WM CXEMY, OTOOPa)KAIOUIyI0 CMBICI U CBS3U
OCHOBHBIX TTOHSATHH JaHHOTO pasjcijia U BKIKOUYCHHBIX B HCI'O TCM. 3aTeM, KaK IIOKa3bIBacT OIIBbIT,
MI0JIE3HO U3YYHTh BBIIEPKKH M3 MEPBOMCTOUYHUKOB. IpH ’keTaHMM MOKHO COCTaBUTh UX KpPaTKUM
KoHcnekT. OO0s3arenbHO CleAyeT 3alKchbiBaTh BO3HUKILIKE BOIIPOCHI, Ha KOTOpBIE HE YJAIOCh
OTBETUThH CAMOCTOSTEIIBHO.
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HaumenoBanue |Bomnpocskl, BbIHeCeHHbIE DopMBblI Y4eoHo- ®DopMa KOHTPOJIA
TeMblI HA CAMOCTOSITEIbHOE | CAMOCTOSITEJILHO MeTOoIHYecKoe
H3ydeHune padoThI odecneyeHmne

Tema 1. OOmmas IIpramHbl PaGora B Juteparypa k Teme, YerHebii onpoc,
XapaKTepUCTUKA BO3HUKHOBEHHUS oubnmorexe, paboTa c MUHTEpHET AoKnazn
yIpaBIeHUYECKUX JOKYMCHTA. Bkitovas ObC. WUCTOYHUKAMH
JOKYMEHTOB HoxymeHT kak | Ilonroroeka

HOCHTEIb JOKJIaa-

yIpaBIIeHYECKOH MIPE3CHTAIHH.

nH()OpMAaITHH.

Ilonstre, dyHKIUN ©

CHocoOBI

JOKYMECHTUPOBAHHUSI.

IIpenmyiuectBa u

HEIOCTATKH

UCIIOJIb30BaHUS

«AIEKTPOHHBIX

JTOKYMEHTOB).

OcobenHoctu uX

XpaHeHUsI.
Tema 2. CocraB u OcobenHoctu Pabota B Jlutepatypa K Teme, YerHbIi onpoc,
MOPSZIOK pa3paboTKu oubanoTeKe, paboTa ¢ UHTEPHET NOKan
pa3paboTKu JIOKYMEHTal1H, Brutrogast ObC. HWCTOYHHUKAMHU
JIOKYMEHTOB B OTpaKaroILECH: IToaroroska
yIpaBIeHIECKOH - (hvHAHCOBO- | MOKITana-
ACATCIbHOCTU XO3$11>'ICTB€HHYIO npe3CHTalun

JESITeTbHOCTh

OpTraHM3aINY;

- KOMMEPUYECKYIO

JESITeTbHOCTh

OpTaHM3aIHH.
Tewma 3. OcobenHocTH Pabota B Jlutepatypa K Teme, YerHblIi onpoc,
JlokyMeHTHpOBaHHE | JOKYMEHTHPOBAHHUS oubnmorexe, pabota c MHTEpHET AOKIan
paboThI C 3TaroB TPYAOBOM Brutrovast ObC. HWCTOYHHUKAMHU
MIEPCOHAIIOM JIeSITEIIbHOCTH [Moaroroska

paboTHUKa (IIpUEM, JIOKJIa1a-

nepeBo/l, OTITYCK, Mpe3eHTAIHH.

KOMaH/IMPOBKa,

YBOJILHEHHE U JIP.)

TpynoBast KHMXKKA:

MIpaBwiia BEICHUS U

odopmIIeHusl.
Tewma 4. [lonstne u | JlOKyMEHTONIOTOKHU: PaGora B Jlutepatypa k Teme, YcerHbIi onpoc,
TIPUHITUTIBI BXOJIIIAsA, UCXOAAIIast, | OMOIMoTEKE, paboTa ¢ UHTEPHET JOKIaz
OpraHu3anuu BHYTPEHHSIA Biuroyas ObC. HMCTOYHUKAMU
JIOKYMEHTO000pOTa | JOKYMEHTAIIHS. [Moaroroska

TexHonorus JIOKJ1a1a-

00paboTku MIpe3eHTAINH.

JOKYMEHTOTIOTOKOB.

Crnenuduieckue

TEXHOJIOTHH 00PabOTKH

JOKYMEHTAIHH:

- KOH(UACHIIUATbHAS

JOKYMCHTalWs,

- JOKyMEHTAauus 1o

00palIeHusIM rpaXKJIaH.
Tema 5. CocraBnenue Pabota B Jluteparypa k Teme, VerHbiit onpoc,
Opraam3anus HOMEHKJIATypHhI JIET: OubIMoTeKE, paboTta ¢ MHTEPHET JOKIIaz

13




TeKyIel paboTel ¢ | Ha3HAYCHHE, BUIBI, Brmrogast ObC. HMCTOYHUKAMHU
JOKYMEHTaMH 0CcOOEHHOCTH [oaroroBka
odopmiteHusI. JOKJIaza-
DopMHUpOBaHHE JEIT: MIpe3eHTAINH.
OCHOBHBIE OTIepaLInH.
IIpaBuna
OTIEpaTHUBHOTO
XpaHEeHHUs JIeI.
Tema 6. OkcnieptHast komuccus: | Pabora B Jlutepatypa k Teme, YcTHBI# onpoc,
[ToaroroBka OCHOBHBIC (YHKIINH U | OuOnmoTeKe, paboTta ¢ HHTEPHET NoKaz

JOKYMECHTOB K

MTOPSITOK PaOOTHI.

Bxirogas DbC.

HNCTOYHHUKAMU

nepeaaye Ha Odopmnenue nen u [MoaroroBka
apXMBHOE XpaHEHUE | COCTABJICHUE OTHCEH. JOKJana-

[opsimox nepenaun IIPE3CHTAlLNH.

JOKYMEHTOB B apXHB.
Tema 7. Opranunzanus paboter | Pabora B Jlurepatypa k Teme, YerHbIi ompoc,
OpraHu3aImoHHO- cekperaps OMOIMOTEKE, paboTta ¢ MHTEPHET NoKaz
TEXHUICCKOE pykoBoautens u opuc | Bkmtodas ObC. HCTOYHUKAMHU
obecrieueHue MeHeKepa. [loaroroBka
nenornpou3BojicTBa | Kakue TexHuueckne JOKJaa-

cpencTBa oUCHOM MIPE3CHTALNY.

JeSITeTbHOCTH

UCTIONB3YIOTCS TPU

pabote ¢

JnoxkymeHTamu. 1x posb

Y 3HaueHue?
Tema 8. YHuduuupoBaHHbie Pabota B Jlutepatypa k Teme, YcerHbIi ompoc,
HopmatusHo- CHUCTEMBI oubnmoTexe, paboTa c UHTEpHET NoKyan
METOJIM4ecKast 0a3a | JOKYMCHTAIUY; Brutrogast ObC. HWCTOYHHUKAMHU
nenornpousBojcTea | HopmaTusHO- [Monroroska

IPaBOBbIE AKThI U JOKJaza-

METOANYECKHE MIPE3CHTALHY.

JOKYMCHTHI 110

JIEJIOTIPON3BOJICTBY,

u37aBaeMble

PYKOBOJICTBOM

YUpEexRIACHUN

OpraHu3alni,

MPEANPUATUH;

3aKoHOATENbHbIE

aKThl cyOBekToB PD u

NPaBOBBIEC AKTHI,

IIPUHUMACMBIC

opraHamu

UCIIOJIHUTETILHOI

BJIacTH CyObeKTOB PD.

6. OueHouyHble MaTepuaJbl /s TPOBeJAeHUS] TMPOMEKYTOYHON aTTeCcTAlUH

o0yyaumuxcss MmO JUCHUIUVIMHEe «JlOKyMeHTalMoOHHOe o0ecneYeHne YIpaBJIeHYECKOM
AeATeJbHOCTID)

6.1. Onucanne noka3zareJieii 1 KpUTEPUEB OLEHUBAHUS KOMIIETEHIIMH, ONMMCAHHE LIKAJ

OlICHUBAHUA
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Ne n/m

HaumenoBanue
OIICHOYHOI'0
cpeAcTBa

KpaTkas xapakTepucTuKa
OLIEHOYHOT0 CPeICcTBa

Ixaga ¥ KpUTEPUHU OLEHKH, 0L

Kpurepuu
OLleHMBAHUS
KOMIIeTEeH MU

Ormpoc

C6op nepBH4HOW MH(pOPMALN
o BBISICHCHUIO YPOBHS
YCBOCHUS MIPOHIEHHOTO
Mmarepuana

«3auTeHO» - eclii O0yYarONIHMHCS
JIEMOHCTPUPYET 3HAHUEC MaTepHana
Mo  pasleny, OCHOBaHHBIC Ha
3HAKOMCTBE c 00s13aTenLHOM
JUTEPATypoOi ¥  COBPEMCHHBIMHU
mMyONnuKanusIMy, JaeT JIOTUYHEIC,
apryMeHTHpPOBaHHBIE OTBETHl Ha
MOCTaBJIICEHHBIE BOMPOCHL.  Tarke
OLIEHKA «3a4YTEHO» CTaBUTCS, €CIHU
oOygaromumcs JIOITYTIICHBI
HE3HAUMTENILHBIE HETOYHOCTH B
OTBETaX, KOTOPBIC OH HCIPABIISCT
MyTeM HAaBOMISIIUX BOIPOCOB CO
CTOPOHBI IIPEIIOIaBATEIS.

«He 3a4TEHON - HAMEIOTCS
CyIIECTBEHHBIC MPOOENBI B 3HAHHUU
OCHOBHOTO MaTepuaia 1o pa3zely,
a TaKKe JIOITYTIICHBI
MPUHIUNAATGHEIE  OMIMOKK — TIpH
W3JI0KCHUN MaTepraa.

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, IIK-
6.5

Joxnang-
Ipe3eHTanus

[TyOonuyHOEe BBICTYIUICHHE TIO
Hpe)lCTaBJ'IeHI/IIO l'[OJ'Iy‘-IeHHbIX
pe3ynpTaToB B IIpOTpaMMme
Microsoft PowerPoint

«5» — OKJIaj ~ BBINNOJIHEH B

COOTBETCTBUM  C  3asIBJICHHOM
TEMOH, NIpe3eHTaLUA JIETKO
gyuTacMa M sjCHa aJi1 IOHMMaHUuA,
rpaMOTHOE HCTIONb30BaHHUe
TEPMHUHOJIOTHH, cBoOOIHOE
M3JI0KCHNE paccMaTpHBaeMbIX
npoOsieM, OKIag4uK IPaBUIBHO
OTBETHJI Ha BCE BOINPOCH B XOHE
JICKYCCHUH;

«» — HekxoppekTHoe Oo(hopMIICHHUE
Npe3eHTalHH, IpaMOTHOE
UCIOJIb30BaHHE TEPMUHOJIOTUH, B
OCHOBHOM CBOOOZHOE MH3JIOKECHHE
paccMaTpuBaeMbIX mpoGiieM,
JOKJIIATYMK YaCTUYHO IIPaBUIIBHO
OTBETHJI Ha BCE BOIPOCHI B XOH€
JIICKYCCHUH;

«3» — OTCYTCTBHE IpE3EHTAlNH,
JIOKJIaT9UK WCTIBITHIBAIT
3aTpyJHEHUs TPH BBICTYIUICHUH W
OTBETE Ha BONPOCH B XO#E
JIICKYCCHUM;

«2» - TOKJIAAYUK HE PACKPBLIT TEMY

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, TIIK-
6.5

KomnoxkBuym

becena MpernoiaBaTest c
YYaIIMMUCS Ha OIpPEeNeHHYIO
TeMy U3 y4eOHOH IPOTrpaMMBI

«3auTeHO» - eciu O00ydJarouIuics
JIEMOHCTPHUPYET 3HAaHHE MaTepHaia
M0 pasaeny, OCHOBaHHBIE Ha
3HAKOMCTBE ¢  00s3aTeIbHOM
JHUTEPATYpOH W  COBPEMEHHBIMH
NyOJIMKaUWsIMHU; JaeT JIOTUYHEbIE,
apryMEeHTHPOBaHHBIC OTBETHl HA
MOCTaBJIEHHBIE BOMpPOCH. Takxke
OLIEHKA «3aYTEHO» CTABUTCS, €CIN
o0yyaromumcst JIOTYIIEHBI
HC3HAYUTCIIbHBIC HCETOYHOCTH B
OTBETAX, KOTOPBIC OH HCIIPABIIACT
IMyTEM HaBOJAIINX BOIIPOCOB CO
CTOPOHBI NIPETIOIABATEIS.

«He 3a4TEHO» - HMEITCA
CyIIeCTBEHHBIE MPOOEIHI B 3HAHUU

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, TIIK-
6.5

15



OCHOBHOI'O MaTe€puala 1o pa3aeiy,
a TaKXKC JAO0NMYyIICHbI
MPpUHIUIINAIbHBIC OLIMOKHU npu
HN3JIOKCHHU MaTepuraJjia.
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6.2. MeToauueckue MaTepuajbl, OINpeJe/siloOllie NPOUeAYPbl OLEHHMBAHUS 3HAHMIA,
YMeHH, HABBIKOB U (WJIHM) ONBITA AeATeIbHOCTH, XaPAKTEPU3YKIIUX ITANbI GopMUPOBaAHUS
KOMIIETEHIIU B TMpoLecce OCBOEHHSI OCHOBHOM MNpodecCHOHANIbHOI 00pa3oBaTe/bHOM
NPOrpamMMbl

No

®opmMa KOHTpoOJIsA/
KOJIbI

IIpouenypa oueHuBaHusA

IIIkana u KpuTEPpUHU OLIEHKHU, 0L

OLlEHUBAaEMbIX
KOMIIeTeHI Ui
1. Ox3amen - [IK-6.1, | [Ipu moaroToBke K 3k3ameny | 1. OIICHKa «OTIUYHO» - OOyYaroIIuiCs
[IK-6.2, IIK-6.3, IIK- | He0GXOaUMO JIOJDKCH JIaTh TMOJHBIC, NCUYCPIBIBAIONINE OTBETHI
6.4, TIK-6.5 OPUEHTUPOBATHCS Ha | Ha BOIPOCHl DK3aMEHAIIMOHHOTO OuWIeTra, B
KOHCITEKTHI JIEKIMH, | 9aCTHOCTH, OTBET MOJDKEH IIPENIOJIararh 3HAHHME
pabouyto MPOrpaMMy | OCHOBHBIX MOHSTHHA M UX OCOOCHHOCTEH, YyMEHHE
TACITATIINHEL, MIPaBUIILHO OTIPEACIISATh CIICITUPUKY
HOPMATHBHYIO, y4€OHYI0 M | COOTBETCTBYIOUIMX OTHOIICHHWH, IPABHIBHOE
PEKOMEHTyEMYIO pemieHre mpakThdeckoro 3agaHusa. OleHka
aurepatypy. OCHOBHOE B | «OTJIHYHO» MpPEINOJAraeT HAJIWYHE CHCTEMBI
IMOATOTOBKE K cAaye | 3HaHMM 10 MpeaMeTy, YMEHUE u3Jlararb
9K3aMECHA — 3TO IMOBTOPEHHUE | MaTepuald B JIOTUYECKOW TOCIIEA0BATEIbHOCTH,
BCEro MaTepuana | CHCTeMAaTUYHO, T'PaMOTHBIM SI3BIKOM, BJIAJICTh
AACHUILIMHBI, IO KOTOPOMY | HaBbIKaMH Cco31aHusl, (dhopMupoBaHUs
HEOO0XOIMMO CIaBaTh | JJOKYMEHTOB, JIOKYMEHT0000pOoTa,

sk3ameH. [Ipu nmoaroroeke k

craue JK3aMeHa
oOydatomuiicss BeCh 00BEM
paboThI JIOJDKEH
pacrpenensiTh pPaBHOMEPHO
1O THSM, OTBEICHHBIM IS
MOJArOTOBKM K  DK3aMeEHY,
KOHTPOJIUPOBATH KaK bl
JICHb BBITIOJTHEHHE
HamedeHHo# pabotel. Ilo
3aBEPIICHUIO W3yUYCHHUS
JUCTIMTUTAHBI caaercst
9K3aMeEH. B mepuon
MOJrOTOBKM K  JK3aMEHY
oOyJatouiics BHOBb
oOparaercst K yKe
M3y4eHHOMY (TIPOWIEHHOMY)
ydaeOHOMY Marepuay.

[MoxroroBka oOywaromierocs
K 9K3aMeHY BKJIFOYaeT B ceOs
TPH dTara: caMOCTOSTEIbHAS
paboTa B TEUEHHE CEMECTpa;
HETNOCPeICTBEHHAs

MOJITOTOBKA B JTHH,
MPEIIECTBYIOIINE IK3aMEHY
0 TeMaM Kypca; IMOATOTOBKA
K OTBETY Ha 3ajaHuf,
coaepxammecs: B Owmierax
(Tecrax) ak3aMeHa. DK3aMeH
NPOBOJMUTCA 1O  Owuieram
(TecraMm),  OXBaTHIBAIOIINM
BECh IPOMICHHBIN MaTepHa
JUCITUTLTAHBL, BKJTFOYAs
BOIPOCHI, OTBEJCHHBIC IS
CaMOCTOSITEIIHHOTO

(¢opMHUpOBaHHEM [€Jl, CO3AAHHUEM [IOKYMEHTOB
110 JINYHOMY COCTaBy U T.J.

2. OIIEHKa «XOPOIIO» - OOyYaroIIuics
JOJDKEH JaTh IIOJIHBIE OTBETHl Ha BOIMPOCHI,
yKa3aHHblE B  JK3aMCHALMOHHOM  Ouiere.

I[OHYCKaIOTCﬂ HETOYHOCTU IPHU OTBETE, KOTOPHLIC
BCC€ XKC HC BJIMAIOT Ha HNPAaBUIBHOCTHL OTBETA.
OtBer AOJDKCH IIpeanojiaraTb 3HaHUE OCHOBHBIX

MOHATHH M WX  OCOOCHHOCTEH, yMEHUe
MIPABHJILHO OTIPEIENATh cnenuuxy
COOTBETCTBYIOIIIMX  OTHONICHWH,  BIaJCHUE
0a30BBIMH  HaBbIKAMU pellieHus cbopa U
o0pa®oTku  uwH(pOpMaMu, IS CO3JaHHUsA

nokyMeHTa. OlleHKa «XOpPOIIO» IPearnoJiaraet
HAJIMYHME CUCTEMbI 3HAHUH O MPEIMETY, YMEHUE
W3J1araTh Marepuall B JIOTUYECKOU
MOCJICI0BATEIIbHOCTH, CUCTEMAaTHUYHO,
IPaMOTHBIM ~ SI3bIKOM, OJ[HAKO, JIOMYCKAKTCS
HE3HAYUTENbHBIC  OIIMOKM, HETOYHOCTH IO
HA3BaHHBIM KPUTEPHUSAM, KOTOPHIE BCE XK€ HE
HCKaXAIOT CYTH COOTBETCTBYIOIIETO OTBETA

3. OIICHKA «YJIOBJICTBOPHUTEIILHOY -
o0yyJaroIuiics JOJKEH B IIEJIOM JaTh OTBETHI Ha
BOTIPOCHI, IPEIJIOKCHHBIE B 3K3aMEHAIIMOHHOM
ouere, OPUEHTHPOBATHCS B CUCTEME
JUCIHUIUTHHBI «/IOKYMEHTAIIMOHHOE 00ecTieueHIe
YIPaBJICHYECKOM JICATSIILHOCTI, 3HATh
OCHOBHbIC MTOHSTHS JIOKYMEHTOIIOTOKA,
JIOKYMEHTO000pOTa,  CHCTEMY JHCUUIUIMHEI,
IpeaIMeT, OCOOEHHOCTH  OTHEIBHBIX  BHJOB
MIPaBOOTHOIIICHUH. Onenka
«YIOBJCTBOPUTEIBHO»  MpeNIojiaraet,  4To
Marepual B OCHOBHOM H3JIOKEH T'PaMOTHBIM
SI3BIKOM

4. OILIEHKA «HEYIOBJICTBOPUTEITHHOY
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1)
2)
3)

4)
5)
6)

1)
2)
3)

4)
5)
6)
7)
8)
1)
2)
3)

4)
5)

W3yYEHUSI.

TIpEeAToaraeT, 9ro o0yJaromuMes b0 He daH
OTBET Ha BOIpoc Owiera W (WIM) HE pelIeHa
3aja4a, TPENJIOKEeHHAs B DK3aMEHAIMOHHOM
owrere, MO0 OOyJAOIIUNCS HE 3HAET OCHOBHBIX
MOHSATHIA TOKYMEHTO000POTa, JOKyMEHTOIIOTOKA,
HOPMaTHBHO-METOIUIECKOTO obecrieyeHust
JICNIOTIPOU3BOJICTBA WJIM HE OPHUCHTUPYETCS B
cUCTEeMe JOKYMEHTAllMOHHOTO oOecreyeHus, He

JIOKYMEHT0000poTa

6.3. TunoBble KOHTPOJbHbIE 3aJaHUsI WJIM HHbIe MATEpPHAJIbl, HEOOXOJAMMBIE [JIfl
npoueaypbl OUEeHHMBAHMSI 3HAHMH, YMEHHMH, HABBLIKOB W (MJIHM) ONbITA JAeSTEJbHOCTH,
XapakTepu3yoummx 3Ttanbl (GOpMUPOBAHUS KOMIIETEHIHIl B Mpolecce OCBOCHHS OCHOBHOI
npogdeccuoHaILHOI 00pa30BaTeJIbHOI NPOrpaMMBbl

6.3.1. TunoBsble 3a1aHNUSA 1JIsl MPOBEAEHHUS TEKYIIET0 KOHTPOJISI 00y4aI0 U XCsl

6.3.1.1. 3aganus s onpoca:

Tema 1. O01as XapaKTepUCTHKA YIIPaBJIeHYECKHX JOKYMEHTOB.
3aoanue Ne 1. Omnpeaenutre omMOOYHbIE BAPUAHTHI MNPU OQOPMIIEHHM PEKBH3UTA
«HAHUMEHOBAHUE OPTraHU3ALNMW), BHECHTE UCIIPABJIEHHS:

MI'Y, PYJIH, PITY, BHH cenvxozmau,

Bcepoccuiickaa akademus cenvckoxosaicmeenuwix Hayk um. B.U. Jlenuna (BACXHHUJI);

Omxpvimoe  axkyuoneprnoe obuecmso «Kackaoy, 3axpvimoe axyuounepmnoe o0bujecmeo
«llnymony,

Qupma «Cnymuuxy, pupma «Buonay, nuenas komnanus «Llepepay, pabpuxa «3apsy.

Omoen mapkemunea, omoei nepeso3oK;

Mawcmpoticknao.

3aoanue Ne 2. Haligute ommOku npu oGopMJeHHH PEKBU3HTA «CIPABOYHbIE JaHHbIE 00
OpraHu3anum»:

344014 2op. Kanyza, Kpacnwuii np-km, 68-1, m. (83832)24-32-13, pacuy. cu. 1467791;

630495, cop. Capamos, yi. Cedosa, 0.87; men. 39-49-57, ¢paxc 39-48-59;

Poccus, 2. Acmpaxans, yn. I'opvkoeo, oguc 45, menegon: (83832) 24-32-18, axc:
(83832)24-32-13;

630005, 2. Open, ya. Kp.-I'eapoetiyes, 35, OAO «Pocay», m.43-17-50, ¢p.43-13-42,;

Poccus, 630076, 2-0 Ilensa, np-m Mapca, oom 15/a, k. 46, men. 345-12,

2. C-116, yn. I'oconsa, Ne 7, xke. 47, 590377, p.cu.2465387, m. 1-23-45-12,;

eop. Mocksa, Poccus, yruya Ihywkuna, 0. 35-2, ogpuc 7, menegh. 34-52-1,

M-e6a, Poccus, ynuya Hexpacosa, oom 35, kopn.2, keapm.7

3aoanue Ne 3. Kak Bbl 0popMHUTE PEKBH3UT «ajpecaT», eI apecaToM siBJIsIeTcs:

IIpeocedamens cmpoumenvrozo koonepamuea B.A. Cokonos, nauanvhux ynpaseneHus
mapremunea 340 «Pecama» H.H. Cnasuyxuii;, oupexkmop wikonvt B.C. Cepeees;

lInanoso-skonomuueckoe ynpaenenue Bonocoockozo mebenvbHo2o KombOuHama, omoen
mapxemunea OO0 «Bumsazvy,

Hexan  ucmopuyeckoco  ¢axynemema  Examepunbypecko2o — 20Cy0apcmeeHHo20
YHUBepcumema OOKmMoOp ucmopuieckux Hayk, npogpeccop E.B. Cepeees; eedywuii cneyuanucm
000 «Csemaana» K.E. [Iponun; cmapwuu unsxcenep I1.H. Ceemnos;

Hupexmopwi npeonpusamuii 2. llckosa;

Aomunucmpayus paionos Yenabunckoul oonacmu?

3aoanue Ne 4. OrmerbTe Hea04YeTbl B O(GOPMJIEHHMH PEKBU3MTA «OTMETKA O HAJIUYHHU
NPHJIOKEHUSD):
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1)
2)

3)
4)
5)

6)

Ipunoocenus: Kamanoe noswix usoenuil;, Cneyugpuxayus Ho8blx 81008 NPOOYKYUU,

Ipunoosicenue: akm skcnepmuza na 1 1. 6 3 9K3. (Ha36aHue npunaeaemozo0 OOKYMeHmd
VKA3aHO 6 mekcme),

Ipunoosicenue: na 2n. 6 2 9x3. (Hazganue npunazaemoz2o 0OKyMeHma He yKa3aHo 8 mexkcme),

Ipunooicenue: doxymenm na 2 1. 6 1 9K3;

Ipunoosicenue: cnpaeka, oannasn A.A. Heanosy 6 mom, umo ox pabomaem Ha NPeOnpUAMUU
«Pocmexcmunomauiy nomowHukxom cmapuie2o uHsceHepa Ha 1 1. 8 3 ax3.;

Tpunoowcenue: na 3 1. 6 1 3x3. moabko oupekmopy 3a600y « Ypaimeobens .

Tema 2. CoctaB u mnopsAaOK Ppa3padoTKH [JOKYMEHTOB B YIPaBJIeHYeCKOMH
AesATeTbHOCTH.

3aoanue Ne 1. Pa3paboTaiiTe POEKT IMOJIOKEHUS O TOPSJIKE paCIpeAC/ICHHs ICHS)KHON TPEMUHU B
TPYIOBOM KOJUICKTHUBE.

3aoanue Ne 2. PazpaboraiiTe TPOEKT HMHCTPYKIHMH IO JEIONPOU3BOJCTBY KOHKPETHOM
OpraHu3alMH.

3aoanue Ne 3. Omnpeneante, K KaKOMY OPraHHU3allHOHHOMY JOKYMEHTY OTHOCSITCS
npeayiaraemMbie (pparMeHThI J10KyMeHTOB. QO00CHYliTe CBOE pelleHue.

Texker 1.

OMPMEHHOE HAUMEHOBAHUE

N MECTOHAXOXJIEHUE OBIIECTBA

1.1. TlonasiM ¢upmeHHbIM HauMeHoBaHueM OOmiectBa sBisiercss OOLIECTBO ¢ OrpaHUYCHHON
orBercTBeHHOCThIO «HDTA». CokpamienHoe ¢upMeHHOe HanmMeHoBaHHe odOmectBa — OO0
«HIOTA».

1.2. MecronaxoxaeHue oobmecTBa (TOYTOBBIM HWHIEKC): MonoaexHeii mpocm., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @enepanus.

Texer 2.

OBIIHUE ITOJIO)KEHUA

1.1 Cekperapb-pedepeHT OTHOCHUTCS K KATETOPUH CHCIHAIMCTOB NPEIIPUATHS, MPUHUMACTCS H
YBOJIBHSIETCS TUPEKTOPOM.

1.2 OcHOBHBIMU 3a1a4aMHu cekperaps-pedepeHTa  SBISIOTCS OpraHU3alMOHHOE 51
JOKYMEHTAI[HOHHOE 00eCTIeueHUE YIIPABICHYECKON e TENbHOCTH

Texcr 3.

1.1. DnekTpompoBojKa B y4EOHBIX MOMEIIEHUIX JOKHA HAXOAUTHCSA B UCIIPABHOM COCTOSTHUU.
CornpoTHUBICHHE U3OJISIIIUU TIPOBOJIOB JOKHO MEPUOTMUECKH 3aMePATHCS, PHU HEOOXOAMMOCTH
JOJKEH MTPOBOJIUTHCSI PEMOHT.

1.2. 3anpemaercss TPHUMEHATH JUIS  3aIIUTHI  DJIEKTPOCETEH BMECTO  aBTOMATHUYECKUX
MpeIoXpaHuTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTAPHOTO U3TOTOBICHHUS (WKYUKH).

Texkcr 4.

1.1. HHcTpyKTOp TEpBOW KaTEropuu OTAeNa KaJpoB, OpraHU3alMOHHO-MAacCOBOM pabOThl U
KOHTPOJISI OTHOCUTCS K KATETOPHUH CIICIIHAIINCTOB.

1.2. Ha nomxHOCTP MHCTPYKTOpa MEPBOM KaTEropuy Ha3HAuYaeTcs JIMI0, WMEIOIIEe BBICIICE
npodeccuoHaibHOE 00pa3oBaHue, 0€3 MpeIbsBICHU TPEOOBAHHI K CTaXy pabOTHI.

1.3. Ha3naueHue Ha [OJDKHOCTh HHCTPYKTOpAa MEPBOM KATerOpUHM U OCBOOOXKACHHE OT Hee
MIPOU3BOJIATCS TIOCTAHOBJIEHUEM (PAaCHOPSKEHUEM) COBETA WJIM MPABJICHMUS.

3aoanue Ne 4. YcTaHOBUTE COOTBETCTBHE MEKIAY BHAOM JOKYMEHTA U Pa3/ieioM TeKCTa:

YcraB KOJIMYECTBO IUTAaTHBIX €IUHUL]

[IpaBuiia BHyTpeHHETO (opMHpOBaHKE U paclpe/ieeHue
TPYZAOBOIO pacnopsaka JI0XO/10B y4eOHOr 0 LIEHTpa
[Tonoxenne (GYHKIIMH U JOJKHOCTHBIE 00S3aHHOCTH
JlomKHOCTHAs! MHCTPYKIIUS perucTpanms JOKyMEHTOB

19



[lItatHOE pacnucaHue OCHOBHbIE (DYHKIIMU TTPEITPUATH
WHucTpykuus no MOPSAJOK IpHUEMa U YBOJIbHEHHUS
NEJIONPOU3BOJCTBY paboOTHUKOB

3aoanue Ne 5. Onpenesiute, B COCTABJIEHUM KAaKOr0 BHJAAa OPraHU3aIMOHHOIO JOKyMEHTAa
NPUHUMAET YYACTHe YKA3aHHbIN CIeHATUCT:

1) Crhenuanuct otaena KaapoB —

2) CoTpyAHHK IJITAHOBO-9KOHOMHYECKOTO OT/eIIa —

3) IOpucr -

4) PyKOBOIUTEIb JCJIOMPOU3BOJICTBEHHOMN CIIyXKObI —

5) Crenuanuct onpenesieHHOH 0Tpaciy IPOU3BOACTBA —

3aoanue Ne 6. CocTaBbTe NPUKA3 B COOTBETCTBHH CO CJIEAYIONIUMH CUTYAMSIMU:

1) B opranuzanuy HEOOXOJUMMO YTBEPUTh HHCTPYKIIUIO 110 JICIONPOU3BOICTBY;

2) B OAO «3amyck» Obuta mpoBefieHa MPOBepKa (DHHAHCOBOM OTYETHOCTH XO3AHCTBEHHOM
JESTENIbHOCTH, B X0J1€ KOTOPOM BBISBIIEHO, UTO HA MPEANPUATUU HE BEIETCS KypHal ydera
BBIIaYU JIOBEPEHHOCTEHN U OTCYTCTBYET OTYETHOCTh IO KOMaHIMPOBKAM;

3) HeoOxomumo opraHu3oBath pabOTy B Mpa3IHUYHBIC IHH (HAYAILHUK OXPaHbI JOJDKEH
oreyaTaTth MPOU3BOACTBEHHbBIE TOMEUIECHUS U 00ECIIEUUTh OXPaHy; AUPEKTOP MO MEPCOHATY
JIOJDKEH OpraHU30BaTh JEKYpCTBO Ha TeiedoHEe TIaBHOrO oduca JUisi ONepaTUBHOTO
pEelIeHrs BOIIPOCOB; INIaBHBIN OyXraiTep J0JKeH O(pOPMHUTH OIIaTy JEKYPCTBa B JBOMHOM
pasmepe);

4) HeobOXomuMO OpraHW30BaTh IOATOTOBKY K €XKCETOJHOMY CEMHUHApY (IUPEKTOp IO
MapKeTUHTY JOJDKEH IPEICTaBUTh TE3UCHl JOKJIAJO0B CIEIHATINCTOB-MApKETOJIOIOB IO
3apy0eKHOMY PBIHKY; CEKpeTapb TIe€HEepalbHOro IUPEKTOpa AOHKEH MOATOTOBUTH ILIAH
OpPraHMU3AMOHHBIX MEPOIPUITHH 110 MPOBEACHUIO CEMUHApA; IJIaBHBIM OyXrainTep J0JKEeH
COCTaBUTh CMETY pAacXoJOB 1O OpraHu3aluy paboThl CEKUUA U TMPOBEACHUIO
3aKJIIOYUTEIHHOTO OaHKETA).

3aoanue Ne 7. JlonoJIHUTE BbICKA3bIBAHUS
1) Bwidensitomes crnedyouue 6udbl pacnopaoumenbHulx 00KYMeHmMOos:
- NPUKA3....;
2) svidensromes credyrouue pazHo8UOHOCHU NPUKA308: NPUKA3 NO OCHOBHOU 0esimelbHOCHU. . ...,
3) mexcm pacnopsaoumenvbHo20 OOKyMeHma umeem cledyloujue pPeKSU3Umsl: HAUMEHOBAHUE
opeaHuzayu.....

3aoanue Ne 8. TlpoaHaau3upyiiTe JOKyMeHT, HCIOJIb30BaHHbII B «3anMCcHBIX KHUKKax» H.
Nnbdpa. Onpeneanre ero BUI U KOHCTUTYHpPYIoIue npu3Haku. Kak o0birpeiBaercst JaHHbII
AOKYMEHT B Xy/J107K€CTBEHHOM NPOU3BEICHUH?

Hano cue momy-cemy (maxomy-cakomy) 6 mom, 4mo emy paspeuiaemcs mo 0a ce, Ymo
NOONUCDHIO U NPUNONHCEHUEM Neuamu YOOCmosepaemcs. 3a maxo2o-mo. 3a cako20-mo. Yupexcoenue
«A3 ecmbr4.

3aoanue Ne 9. CocTaBbTe JOKJIAHYIO 3ANIUCKY JJI1 CJIeYIOLIel CUTyanuu.

MeHnempkep oTaena ONTOBBIX MPOJAX JOTOBOPHIICS O IOCTaBKax HOBOI'O TOBapa B CETh
MarasuHoB «JKOIEeHTp». [l ckopeiiliero 3HaKOMCTBa MOTPEOUTENs] C TOBApPOM U TOBBIIIECHUS
o0beMa po1ax ObLIO MPUHATO PEIIEHHE O Pa3MEIIEHUH B TOPTrOBBIX TOYKAX IMOCTEPOB C PEKIaMON
naHHoro toBapa. O/iHako Ha ckiajie ¢puirana MocTepoB B JOCTATOUHOM KOJIMYECTBE HE 0KAa3ajocCh,
Y BO3HHUKJIA HEOOXOJUMOCTh 3aKa3aTh MX Ha IIEHTPAJbHOM cKiane (Gupmbl. JlOKIagHyIO 3amucKy
COCTaBMJI MCHCIPKEP Ha MM HaYaJIbHHUKA OTACIIa OIITOBBIX IIPOJaxK.

3aoanue Ne 10. CocTtaBbTe aKT O MPOBEPKE pabOTHI C TOKyMeHTaMu B oTaene mapketuHra OO0
«Kapar».
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[TpoBepky mpoBoauia 22 HOSAOPS TEKYIIEro roja KOMUccus B cocTaBe 1. byxranrepa M./I.
AntoHoBa (mpencenarens), 3aB. Kannemspueit JI.JI. 1I{ykuHolM, HauanbHUK OTAENa MapKETHUHTa
K.E. TarupoBa. Komuccus mnpoBena OpraHu3alMil0 MU YCIOBUS XPAHEHUS YNPABICHYECKHX
JNOKYMEHTOB. DaKTOB yTpaThbl, IOPYH U HE3AKOHHOTO YHUUYTOXKEHUS TOKYMEHTOB HE YCTAHOBJIEHO.
OpHako KOMHUCCHS YCTaHOBUJIA PsiJi CYIIECTBEHHBIX HEJOCTATKOB: HECBOEBPEMEHHO (POPMUPYIOTCS
B JieJla UCIOJIHEHHbIE JOKYMEHTBI; 3ar0JIOBKM JI€JI HE BCErJa COOTBETCTBYIOT HOMEHKJIAType JEIl.
AKT cocTaBiieH B 3 9K3. (11 Ha4aJIbHUKA OTJIejla MapKEeTHHTa , 3aB. KaHIeIsIpuen, B aeno No 15-
06). OcHoBaHmWeM sBIsieTCs Tpuka3z aupekrtopa oT 20 HosOps Tekymero roga No 23 "O
COBEpIICHCTBOBAHUHU JIOKYMEHTALIMOHHOTO OOECIeUeHUs EATEIbHOCTHY. Y TBEPHKIAeTCs aKT T'eH.
Hupexkropom OO0 «Kapar» U.K.MBanoBeiM 23 Hos0ps Texyuero roxa. OcranbHble pEKBU3UTHI
JIOTIOJIHUTE CAMOCTOSITENIBHO.

IIpumepHbIe BapHaHTHI 32JaHUI KOHTPOJIBHOIO cpe3a ISl TeKYIero KOHTPOoJIst

KoHTponbHbBIN cpe3 MPOBOAUTCS C LENbI0 TEKYIIEro KOHTPOJIS 3HAHHUM, 00ydaronuxcs mo
ouHOM (popme 1o uroram nzyucHus Tem 1-5.

Bapuanrt 1

1. 3akoHUNTE HAYATOE MPEITIOKEHUE OJHUM U3 TPEX BAPUAHTOB OTBETA

JIoKyMeHTOOO0POT- IBHKEHUE JOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3/IaHus J0:

A) nepenauv Ha UCIIOJIHEHHE

b) nonmmuBku B 1emno

B) 3aBepiiieHMst UCIIOJIHEHUS WM OTIIPABKU

2. JlomxHa 1M MHCTPYKIUS MO JEJIONPOU3BOJCTBY OPTaHU3AIMHU YCTAHOBHTH TEXHOJOTHIO BCEX
JIEJIONPOU3BO/ICTBEHHBIX ONIEPALliii, BBIOIHIEMbIX B OpraHu3aluu?

A) na

b) ner

3. Ilpu perucrtpanuu Kakoro JOKyMEHTa JaTy PErucTpalud YyKa3blBalOT HE B JIEHb €ro
MO CAHUS?

A) ipukas

b) npoTtoxon

B) pemenne

I') nocranoBnexnue

4. Ecnn IOKyMEHT OTIIpaBisieTcs B JBa ajpeca MO MOoYTe, TO CKOJIbKO HEOOXOAMMO MOATOTOBUTH
9K3EMILIIPOB 3TOT0 IOKyMEHTa?

A) deTsipe

b) nBa

B) tpu

5. KTo MoxeT paboTaTh C IOKyMEHTaMU, UMEIOIIMMH KOMMEPUECKYIO TaitHy?

A) TOJIBKO pyKOBOJIUTEIb

b) Bce paboTHUKM OpraHuzanuu

B) pykoBoauTenu CTpyKTYpHBIX MOpa3e/ieH!, OpraHu3aIuii

I') paGoTHMKH, ONIpEIeIeHHbIE PYKOBOJUTEIEM

Bapmuanr 2.

1. PekBU3UT JOKYMEHTA -3TO:

A) ero otaenbHbI HTHPOPMAITMOHHBIN JIEMEHT

b) wactp cinyxebHoro nucrma

B) pupmennslit Gnank

2. B xakoMm ciydae nmpaBWIbHO OPOPMIIEH PEKBU3UT «ApecaT»?

A) Hupekropy mxoinsl No 269 MarseeBoii Tamape IlerpoBHe

b) Mupexropy mkoinsl No 269 Marseesoii T.I1.

B) 129128, MockBa, yn. Pocronunckas, 7 J{upekropy mxoisl No 269 r-xe Matseesoit T.I1.

I') Aupexropy MockoBckoi mkosnbsl No 269 T.I1. MaTBeeBoi

3. B xakoMm ciyyae npaBHJIbHO OQOpMIIEH PEKBU3UT «OTMETKAa O HAJUYUU MPUIOKEHUS», €CITH B
TEKCTE CONPOBOJUTEIHHOTO MUChMa HE YIIOMUHAIOCH O MPHIIOKEHUH?

A) ITPMJIOXKEHUE: CnipaBka o corfilacoBaHuM IpoekTa Ha 4 1. B 1 9K3.
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b) O13B1B MO TIpoeKTy Ha 2 11. B 1 3K3.

B) IPUJIOKEHUSA: Ha 6 1. B 1 3k3.

4. B xakoMm ciydae npaBuibHO opopmiieH pekBu3uT «lloanuceky» Ha O1aHke TOoKymMeHTa?
A) lupexrop mxoisl No 25 ITognucs B.A. IlerpoBa

b) Qupexrop mkomsl [Tognuce IlerpoBa B.A.

B) Mupexrop Iloanucek B.A. IleTpoBa

5. PexBu3uT cornacoBanust opopMIISIOT CIEIYIOIIMM 00pazoM:
A) COI'JTACOBAHO

[IpoTokon 3acenanus

IIpaBnenus crpaxoBou

kommanuu «llnanera»

ot 21.06.2003 No10

b) H.U. Opnos

MO CH

B) HauanpHuk ropuandeckoro otTaesa

nuyHas noanucs [N, Cunopos

21.12.2003

Bapuanr 3.

1. B oTcyrcTBHE pPYKOBOAMTENS IMOANUCAHUE IOKYMEHTa 3aMECTUTENIEM WM HCIOJHSAIOMIUM
0053aHHOCTH PYKOBOIUTEIIS:

A) 3a aupekrtopa A.W. IlerpoB

(moxmuck ero 3ama Cumoposa)

b) dupexTtop A.W. ITerpoB

(moxmuck ero 3ama Cuoposa)

B) N.0. nupextopa I'.B. Cunopos

(JIM9HAs TOATIUCE)

2. [lonstue «/lenonpousBoacTBO» - 3TO:

A) cuctema XpaHeHHs JJOKYMEHTOB

b) cocraBnenune 10KyMEHTOB

B) noxymenTHpoBaHue 1 OpraHu3anus paboThl C JOKYMEHTaMHU

3. C moMOIIbI0 KAaKOTO PEKBU3UTA O(POPMIISIETCS BHEIIIHEE COTJIACOBAHUE TOKyMEHTA?
A) BU3BI, COTTIACOBAHMS

b) rpuda cornacoBanus

4. Ecnu 1Be OpraHu3alii COCTaBIISIIOT COBMECTHBIN TOKYMEHT, TO OH 0(OPMIISETCS:
A) Ha GaHKe NepBOil opranuzanuu

b) Ha 6manke BTOpoOil opranu3zanuu

B) na nucte Oymaru ¢popmara A4

5. Kem noanuceiBaroTCst TOKYMEHTBI, COCTABIISIEMbIE KOMUCCHEN?

A) pykoBoauTEIIEM OpraHU3auu

b) npencenarenem

B) npencenarenem u uieHaMu KOMUCCUU

I') npexacenareneM u cekpeTapem

Bapuanr 4.

1. Ha xakoM ciy’keOHOM NMUChbMe IMPOCTaBIseTcs peKBU3HUT «CChIIKAa Ha PErUCTPAlMOHHBIA HOMEp
U JaTy JOKyMEHTa»?

A) npockbax

b) conpoBoauTeTEHBIX

B) undopmarnmonHbIx

I') otBeTax

2. Kakue opranu3aiiioHHbIE JOKyMEHTBI YTBEPKAAI0TCS PYKOBOAUTEIEM OpraHu3auu?
A) TOKHOCTHBIE HHCTPYKIIUU

b) nonoxxeHust 0 CTPYKTYpHBIX MOAPa3ACTCHUIX
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B) mrraTtHOE pacniucanue

I') mpaBunia BHyTpeHHETO pacnopsiaka

J1) Bce mepeynciieHHbIE BbIIIE JOKYMEHTBI

3. Yro o3HayaeT BU3a IOpUCTA Ha NpuKaze?

A) BHYTpEeHHEE COrjacoBaHUe, IOATBEPKIAIOIIee, YTO MPUKa3 He MPOTUBOPEUUT 3aKOHY
b) o0s13aTenpHbIi peKBU3UT MpUKa3a, TPUAAIOIINN €My IOPUIUYECKYIO CUTTY
4. 13 kakux 4acTeil COCTOUT TEKCT MPOTOKoJI1a?

A) KOHCTaTUpYIOIIeH, BBOAHOU

b) BBOIHOM, 3aKIIFOUUTEIILHON

B) BBOHOH, 0600IIatOIEH

I') ocHOBHOI, 3aKITFOUNTETBHOM

J1) BBOAHOM, pacniopsIMTeIbHOMN

E) ocHOBHO#, TOCTaHOBIISAOIICH

7K) BBOiHOM, OCHOBHOM

3) Bce BBIILIETIEPEUNCICHHOE

5. Kaxoii moxer ObITh OOIIMI pacropsAUTENIbHBIM JOKYMEHT JBYX OpraHH3aluid, B OJHOW H3
KOTOPBIX U3JAETCs IPUKa3, B IPyroi -pacrnopskeHue?

A) npuka3

b) nocranosnenue

B) pemenue

I') ykazanue

6.3.2. TunoBble 3a1aHKUSA 1JIs1 IPOBEAEeHHUS MPOMEKYTOUHON ATTECTAIIUM 00yYAOIIUXCS
[IpomexyrouHas arrecrauus @O0 JAUCHUIUIMHE «JlOKyMEeHTalMOHHOE oOecnedyeHue
YIIPaBJICHYECKOM NEATETLHOCTHY MPOBOAUTCS B JOPME IK3aMEHA.

6.3.2.1. TunmoBbie BONPOCHI K IK3aMeHY
1. [lemompou3BOACTBO  Kak (YHKLIHMS YIPaBICHUS, COBPEMEHHBIE TpeOOBaHUS K €ro
OpraHu3aIMH.
JIOKyMeHT, OCHOBHBIEC IOHATHS, PYHKIIUH U CIIOCOOBI TOKyMEHTHPOBAHUSI.
WNudopmanus u 10KyMeHT.
Knaccugukanus qokyMeHTa.
DJEeKTPOHHBIN JOKYMEHT U IOKyMEHTOO0O0pOT.
YHuUKanmmMs W CTaHJApTH3alMs Kak OCHOBHOE HAIIPABIICHHE COBEPIICHCTBOBAHUS
JOKYMEHTOB.
CucTtembl TOKyMEHTAIINH.
YHUGHUIUPOBaHHBIE CUCTEMBI TOKYMEHTAIHH.
O61ue TpeboBaHMsI K TEKCTY TIOKYMEHTA.
10. TTopsnoK U3M0XKEHUS TEKCTA JOKYMEHTA.
11. S3bIK cay*’eOHBIX JOKYMEHTOB.
12. HopmaTuBHO-TIpaBoBas 6a3a J1eI10npOU3BOJICTBA.
13. CocTaB peKBU3HUTOB, ITPaBUIIA UX OPOPMIICHHS.
14. Bunpl 6;1aHKOB IOKyMEHTOB, UX XapaKTePUCTUKA.
15. [IpaBuna odopmieHusi, HM3rOTOBICHUSA, Yy4€Ta, HCIOJIB30BAHMS U XpaHEHUs] OIaHKOB

S

© oo~

OpraHu3aIMH.

16. XapakTeprcTHKa ¥ COCTaB PACMOPSAUTENBHBIX TOKYMEHTOB: TPEOOBAHHUS K COCTABICHUIO U
0 OpMIICHHUIO.

17. PazpaboTka JOKYMEHTAllMH, OTpaXKaroulell (UHAHCOBO-XO3AWCTBEHHYIO JIEATEIbHOCTh
OpraHM3alHH.

18. Pa3paboTka TOKyMEHTAINH, OTPaXKAIOIIEH KOMMEPUYECKYIO IeITEIIbHOCTh OPTaHU3aIIH
19. JlokymeHTHpOBaHUE PabOTHI C IEPCOHATIOM.
20. KoMIuteKc KaJpoBOii JOKYMEHTAITHH.
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21. YaudurnupoBanHbsie (HOpMbl MEPBUYHON YUYETHOW JOKYMEHTAIIMU IO YYETy Tpyda U €ro
OIJIaTHI.

22. O6mue mpaBuia ohopMIICHHUS TPUKA30B 110 JTUIHOMY COCTaBY.

23. TpynoBoii 1oroBOp: CoJEpKaHUE U TMOPSIOK 3aKIIOUCHHUS.

24. Oco0eHHOCTH JOKYMEHTHUPOBAHHUSI 3TallOB TPYIOBOM AESATENLHOCTH PAOOTHHKA: IPHEM,
NepeBol, OTIYCK, KOMaHAHPOBKA, YBOJIbHEHHUE, TOOMIPEHNE, TUCIUIITHHAPHOE B3bICKAHUE.

25. [TpunHuummns! ¥ GopMbl OpraHU3aIMK JEIONPOU3BOCTBA HA IPEIPUITHH.

26. Cny:kba  TOKYMEHTAIIHOHHOTO  OOECTICUeHUs]  yIpaBieHHs: (QYHKIMH, CTPYKTYpa,
JOJKHOCTHOM COCTaB.

27. IlonsiTHe, NPUHIMIIBI U XapaKTEPUCTUKU JOKYMEHTO000pOTA.

28. OCHOBHBIC ATaIbI IOKYMEHTO000POTA.

29. IlepBoHavanbpHast 00pabOTKa JOKYMEHTOB B OpraHU3alllu.

30. TexHOMOrUsI PpACCMOTPEHUSI TOKYMEHTOB B OPraHU3aIIHH.

31. Peructparusi JOKyMEHTOB, €€ 3HaueHHE U (POPMBI.

32. KOHTpOJIb UCTIOJIHEHUS JOKYMEHTOB.

33. XapakTepucTUKa JOKYMEHTOIIOTOKOB: BXOSIIAs, UCXOASAIIAs], BHYTPEHHSS JOKYMEHTAIHS.

34. TexHosorust paboThI C JOKYMEHTOIIOTOKAMH.

35. Ocobennoct paboThl ¢ KOHGUACHIMATBFHON TOKyMEHTAIIUEH.

36. TexHosorus paboThl ¢ OOpAIICHUSIMHU TPAK/IaH.

37. CucreMaTH3anys JOKYMEHTOB, UX YUeT U 00ECIIeYeHHE COXPAaHHOCTH.

38. Homenkumarypa aein: BUIbl, COJAEP>KaHUE U MOPSIIOK COCTABICHUS.

39. ®opmupoBanue U 0HopMIICHHUE JIEII.

40. OcHoBHBIE TPeOOBaHMS K OPTaHU3AIMH TEKYIIET0 XPaHEHUS UCTIOTHEHHBIX TOKYMEHTOB.

41. DxcnepTu3a LEHHOCTH JOKYMEHTOB.

42. Cpoku XpaHEHHS TIOKYMEHTOB.

43. TloaroToBka JOKYMEHTOB K cJjaue B apXUB.

44. CocraBienue u 0OpMIICHUE OTHCH JIEII.

45. ApXMBHOE XpaHEHHE JOKYMEHTOB.

46. OcHOBHBIE TPeOOBaHMS K 0OECIIEUEHUIO0 COXPAHHOCTH IOKYMEHTOB B apXHBaXx.

47. ®opMbI UCIIOJIb30BAHMS TOKYMEHTOB U3 apXUBa.

48. Opranuzanus paboThl CEKpeTapss PyKOBOAUTENS U 0(UC MEHEKEPA.

49. TexHuueckue cpencTBa OohUCHOMN e TeILHOCTH.

50. KoMmbtoTepHbI€ TEXHOJIOTHH CO3AaHUs U 0(OPMIIEHHS TOKYMEHTOB.

51. CymHOCTh M OCHOBHOE Ha3HAY€HHE JIOKYMEHTAllMOHHOI'O OOECIeYeHMsI YIpPAaBIICHUS B
COBPEMEHHBIX YCIOBHSIX

52. Heo0x01uMOCTh U 3HAaYeHUE CEKPETAPCKON AEITETHbHOCTH

53.Ponp  JAOKyMEHTAallMOHHOrO  oOecrieyeHuss B~ COBEPILIEHCTBOBAHUM  YIPABICHMS
PEIIPUATHIMH

54.Vicropusi CTaHOBJEHHS M PA3BUTUS JOKYMEHTALMOHHOTO OOECIEUYEHHUs! YIpaBJIECHUS B
Poccun

55. SI3bIK M CTWIIB AETIOBOM TOKYMEHTALIUU

56. JIomKHOCTHAS MHCTPYKIIUS B OPTaHU3AIHH

57.Ilpuka3s: BUbI, COCTAaB COJEPKATEIBHOM YacTH, pEKBU3UTHI

58. IIpoTokoi: BUBI, COCTaB COAEPIKATEILHON YaCTH, PEKBU3UTHI

59. CpaBka: BUJIbI, COCTAB COJEPKATEIbHON YaCTH, PEKBU3HTHI

60. loxmagHas, oOBSCHUTEIbHAS 3allMCKH B OPTaHWU3AIlMH: BUJBI, COCTaB COACPKATEIHHON
YaCTH, PEKBU3UTHI

6.4. Metoanueckue MaTepHuaJibl, ONpeAeJsiiOle MPOUeIYPbl OLEHUBAHUS 3HAHUIA,
YMEHHUIii, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XaPAKTEPHU3YIOIIHUX ITANbI (popMHUPOBAHUA
KOMIIeTEeH I

C numenpr0 omnpeneneHus ypPOBHA OBJIAQJACHHS KOMIETEHUHWAMM, 3aKPEIUICHHBIMH 34
JUCLUIIJIMHOM, B 3aJlaHHbIE IIPENOJABATENIEM CPOKM IPOBOJUTCS TEKYIIUH U IPOMEKYTOUHBIN
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KOHTpPOJIb 3HAHWUN, YMEHUIH U HaBBIKOB Ka)KIOro oOywaromierocs. Bece BUIbI TEKylIero KOHTPOJSA
OCYIIECTBISIOTCS HA MPAKTUYECKHUX 3aHATUAX. VICKIIFOUeHHE COCTaBIseT YCTHBIM OMPOC, KOTOPHIH
MOYKET MPOBOAUTHCS B HAYalie MM KOHIE JIEKIMU B TeueHue 15-20 MHUH. C LENbI0 3aKperieHus
3HAHUW TEPMUHOJIOTUH O AucHuruinHe. [Ipu oreHKe KOMMIETeHIUN MPUHUMAETCS BO BHUMaHUE
dbopMupoBanue MpohecCHOHATHLHOIO MHPOBO33PEHHS, ONPEACIEHHOTO0 YPOBHS BKIIIOUEHHOCTU B
3aHATHS, PIICKCHBHBIC HABBIKH, BIIAJICHHE N3y9aeMbIM MAaTCPHUAIIOM.

[Ipouenypa oneHUBaHUS KOMIIETEHIIUN 00y4YaroIMXCsl OCHOBaHA Ha CIIEIYIOIINUX CTaHIapTax:

1. IleproaAMYHOCTH MTPOBEICHUS OLICHKH.

2. MHOrocTyneH4aTocTh: OLEHKA (KaK MpenojiaBaTesieM, TaK U 00YyJarolIMMHUCS TPYIIbI) U
caMOOLIeHKa 00ydaromerocs, OOCYXIEHHE pe3yJlbTaTOB M KOMIUIEKC Mep IO YCTPaHCHHIO
HEJO0CTaTKOB.

3. EauHCTBO MCHONB3yeMOW TEXHOJOTMH JUISI BCEX OOYYAIOIIMXCS, BBIMOJIHEHUE YCIOBHUN
COIMOCTaBUMOCTH PE3YyJIbTaTOB OLICHUBAHHSI.

4. CobnroieHre OCIEN0BaTENBHOCTH POBEACHUS OLICHKHU.

Texymas arrecranusi o0yqyaommxes. Texyias aTTectauus 00y4arOmuXcs M0 JUCIUILTHHE
«JloKyMEHTallMOHHOE O0ECIEUEeHUE YIPABIEHUS MEPCOHAIOM)» IPOBOAMUTCA B COOTBETCTBHM C
nokanbHbIMU HopMaTuBHBIMU akTaMu OAHO BO «MIICY» u siBisiercs 0053aTeIbHOM.

Texymas arrectanus 1no JUCHUILIMHE «JlOKyMEHTAallMOHHOE OOECIEYeHHE YNpaBIEHUECKON
NEeSITeIbHOCTH» TPOBOAUTCA B (OpME ONpoca U KOHTPOJBHBIX MEPONPUATHUN IO OLEHUBAHUIO
(bakTHYeCKUX pe3yabTaToB OOydeHHs] OOyJaroImuXcs W OCYIIECTBISIETCS —IperojaBaTesieM
JTUCIUIUIAHBI.

OOBbeKTaMu OIEHUBAHMS BBICTYIIAIOT:

1. ydeOHas IMCHUIUIMHA (QKTHBHOCTh Ha 3aHSTHSAX, CBOEBPEMEHHOCTH BBHINTOJHEHUS
Pa3IMYHBIX BUIOB 3aJaHNH, TOCEIAEMOCTb BCEX BUOB 3aHSATHIH IO aTTECTyEeMOW AUCIUIUINHE);

2. CTENEeHb YCBOCHUSI TEOPETHUECKUX 3HAHHUI B KQUECTBE «KIIIOUYCH aHATIH3ay;

3. YPOBEHb OBJAJCHHUS NPAKTUYCCKUMH YMEHUSMH M HaBBIKAMU [0 BCEM BHJaM
yueOHOU paboThI;

4. pe3yabTaThl CaMOCTOSITENFHONW paboThl (M3y4YeHHWE KHHUT M3 CHHCKAa OCHOBHOH M

JIONOJTHUTEIBHOMN JIUTEPaTyphI).

AKTUBHOCTh OOydaromierocs Ha 3aHATHUSX OLEHUBACTCS HAa OCHOBE BBITOJHEHHBIX
oOyyaromumcst paboT U 3aaHUH, IPelyCMOTPEHHBIX JaHHOW paboueil mporpaMMoi TUCIUILINHBI.

Kpome TOro, orneHuBaHne OOYyYarOMmErocss IPOBOAMUTCS HAa TEKYIIEM KOHTPOJIE TIO
mucuuiuiHe. OneHnBaHue 00ydaronierocs Ha KOHTPOJIbHON HeJlelle MPOBOAUTCS MPeroaaBaTesieM
HE3aBUCHMO OT HAJIMYMS HIJIM OTCYTCTBHS 00ydaronierocs (1Mo yBaXUTEIBHON WM HEYBaKUTEIbHOU
npuyrHe) Ha 3aHATUM. OIEHKa HOCUT KOMIUIEKCHBIH XapakTep M YUYUTBIBAET JIOCTUIKEHUS
00y4aroIerocs 1o OCHOBHbIM KOMIIOHEHTaM y4e0HOro Ipolecca 3a TEKyILUi IepHo/,.

OneHrBaHue 00Y4YarOUIETroCs HOCUT KOMIUIEKCHBIM XapakTep M YYUTBIBACT JOCTHXKEHUS
o0ydJaromerocst Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Ipolecca 3a TEKyIUd Mepuoa ¢
BBICTABJICHUEM OLICHOK B BEIOMOCTH.

IIpome:xkyTouHasi arTectanus odyuawmmxcs. [Ipomexxyrodnas arrectanus 00yJaroImuxcs
[0 AMCLUUIUINHE «J{OKyMEHTallMOHHOE oOecrieueHue yIpaBIeHYeCKOH NesITeIbHOCTHY MPOBOIUTCS
B COOTBETCTBUU C JIOKalbHbIMU HOpMaTuBHbIMM akTamu OAHO BO «MIICY» u sBnsercs
00s13aTENbHOM.

[IpomexxyTounasi —arTecramuss 1O JuUCHHIUIMHE  «JlOKyMeHTaloHHOE oOecneueHue
yIIpaBJIEHYECKOH JesITeIbHOCTHY MPOBOJAUTCS B COOTBETCTBUU € Y4eOHBIM IJIAHOM Ha 4 Kypce B 8
cemectpe Juisi o4uHON (opmbl 0OydeHus, HA 5 Kypce B 9 cemecTpe Al OYHO-3a0YHOU (hOPMBI
o0y4eHus, Ha 5 Kypce B 9 cemecTpe A 3a04HON (OpMBI 00yUeHus; Ui BceX (GopM 0O0ydeHHUs B
BUJC DK3aMeHa B TIEPUOJ[ 3aUETHO-DK3aMEHAIIMOHHOW CECCHU B COOTBETCTBUU C TpauKOM
MIPOBE/ICHUS.

OOyuaromnmecst OMYCKAIOTCS K 9K3aMEHYy MO JWCHUIUIMHE B CIIydae BBITIOJTHEHUS WM
y4eOHOT0 TUIaHa MO JUCLUUIUIMHE: BHIMOJIHEHUS BCEX 3aJJaHUN U MEPOIPHUITUHN, PETyCMOTPEHHBIX
MIPOTPaMMO¥ TUCIIUTIITIHEI.

OneHka 3HaHUN 00yYarOIIErocss Ha K3aMEeHe ONpeeNsieTcs ero yueOHbIMU JOCTHKEHUSIMH B
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CEeMECTPOBBIN NMEPUO U PE3yJIbTATAMH TEKYIIETO KOHTPOJISl 3HAHUN U BBIITOJIHEHUEM UM 331aHUH.
3HaHWS yMEHHUS, HABBIKH OOYyYalOMIerocss Ha 3JK3aMeHE OIICHHBAIOTCS KaK: «OTIHUYHO,
«XOpOILIOY, «YAOBIECTBOPUTEIBHO», «HEYI0BICTBOPUTEILHO.
OcHOBO# 7151 OTIpe/IelICHHsI OIICHKU CITY)KUT YPOBEHb YCBOCHHUSI OOyUYAIONTUMUCS MaTepHaa,
MPEAYCMOTPEHHOTO TaHHOW pabodeil mporpaMMoi.

7. TlepeyeHb OCHOBHOW W ONMOJHHUTEJIbHOWH y4eOHOIi JUTEpaTypbl, HEOOXOMUMOI s
OCBOEHHUS TUCHUTLITUHBI

a) OCHOBHAasl y4eOHas JuTeparypa:
1. HmutpueBa JL.U. JlokymMeHTanMOHHOE OO€CIEUECHUE YIPABICHUYECKON ACSATEIBHOCTU :
yuebnoe mnocobue / JmurpueBa JI.U., Pyzaea N.B.. — Hoocubupck : HoBocubupckuit
rOCyJapCTBeHHbIN TexHuueckuil ynusepcuret, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. —
Tekcer : snekTpoHHBIA // DnekTpoHHO-OMOMMoTeuHas cuctema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/98703.html (mara obpamenus: 07.01.2022). — Pexum mocryna: s
aBTOPH3HP. MTOJIb30BATEICH
2. JIOKyMEHTaIlMOHHOE O00ECIeYCHHE YNpaBiICHHUs : YYeOHHK Ui CTYACHTOB BY30B,
o0yJaroIuxcss 10 HANpaBlICHUSIM «DKOHOMHUKa» U  «MEHEIKMEHT», CHEIHAIbHOCTIM
«Uupopmarukay, «JloKyMEHTOBEJICHHE U JIOKYMCHTAIMOHHOE OOECICUYCHUE YIPaBJICHUSY,
«ABTtomaTu3anus u ynpasienue» / A.C. I'punbepr [u np.].. — Mocksa : KOHUTU-IIAHA, 2017.
— 391 c. — ISBN 978-5-238-01770-9. — TeKcT : 31eKTpOHHBIN // DIEKTPOHHO-OMOIHOTEUHAS

cuctrema [PR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/71213.html (gara
obpamienusi: 07.01.2022). — Pexxum noctymna: st aBTOPU3HP. MOJIb30BATEICH
3. KysnemoBa U.B.  JlokyMeHTalluOHHOE  OOCCIICUCHHE  YIPABJICHUS  IEPCOHAIOM

[DnmexTpoHHEIN pecypc]: yueObHoe mocobue mns OakanaBpos/ Kysmemosa U.B., Xawarpsu I.A.—
DneKkTpoH. TeKcToBbIe naHHble.— Mocka: JlamkoB u K, A#i IIu Op Memua, 2019.— 220 c.—
Pexum noctyna: http://www.iprbookshop.ru/83142.html

0) nomoJIHUTeIbHAA YueOHasi JIuTepaTypa:
1. ApacnanoBa B.A. JlokymMeHTanmoHHOE 00ECIIEUCHHUE YIPABJICHUS : YICOHO-TIPAKTHUECKOE
nocobue B cxemax, Tabmuuax, oOpasuax / ApacnanoBa B.A.. — Cypryr : Cypryrckuit
rOCYJapCTBEHHBIN negarorudeckuii yausepeutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TexcT : anmexkTpoHHBIN // DnekTpoHHO-OMOMMoTeynast cuctema IPR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/94291.html (nara oopamenus: 07.01.2022). — Pexum gocryna: amus
aBTOPU3HP. M0JIb30BATENEH
2. Jlapun M.B. UudopmanmronHoe oGecriedeHue ympasieHus : yuyeOHoe mocobue / Jlapun
M.B.. — Mockga : Poccuiickuii TocyaapCTBeHHBIH I'yMaHUTapHbIM yHuBepcureT, 2019. — 280 c.
— ISBN 978-5-7281-2329-3. — TeKcT : 37€KTPOHHBIH // DNeKTpoHHO-Onbmmorevnas cucrema [IPR
BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/89572.html (nata o6pamenus: 07.01.2022).
— PexxuMm goctymna: i aBTOpU3HMp. MOJIb30BaTeNIen
3. Mantyposa H.C. KazapoBoe 1enonpou3BOACTBO U apXUBbl JTOKYMEHTOB M0 JHMYHOMY
COCTaBy [DNEKTPOHHBIA pecypc]: yueOHO-METOANYEeCKOe MOCOoOre I CTYJAEHTOB, 00yUYaroImMXCs
1o HampasJieHuio noarotoBku 46.03.02 lokymeHnToBeneHue u apxuBoBeaenrne/ Mantyposa H.C.—
ONeKTpOH. TeKCToBble MAaHHble.— YensOunck: YensaOMHCKUH ToCylapCTBEHHBIH HHCTUTYT
KynbTypsl, 2018.— 140 ¢.— Pexxum noctymna: http://www.iprbookshop.ru/83609.html
4, Mensenesa O.B. OcHOBBI JTOKYMEHTalIMOHHOTO OO€CTI€ueHUs YyIpaBieHus : pabouas
TeTpaab A OOydaloIIMXCS [0 HAlpaBJIEHUIO IOArOTOBKM OakanaBpuara «MeHemKMeHT» /
Mengenesa O.B.. — Kpacnonap, Capatos : FOxHbIi nHCTUTYT MeHexkMeHTa, Al [Iu Op Menua,
2018. — 94 c. — Tekcr : aneKTpOHHBIN // DnekTpoHHO-OMOMMoTeuHas cuctema IPR BOOKS :
[catit]. — URL: https://www.iprbookshop.ru/78038.html (mata o6pamenus: 07.01.2022). —
Pexxum gocTyna: Uit aBTOpU3UP. TOJIb30BaTeNeH
5. Opraau3anys U TEXHOJOTHS TOKYMEHTAIIMOHHOTO 00ECTIeUeHUs YIIPABICHUS : XPECTOMATHUS
| . — Canxkr-IletepOypr : Cankt-IleTrepOyprckuii rocy1apcTBEHHbIH YHUBEPCUTET IPOMBIIIICHHBIX
TexHoJorui u nu3aitaa, 2019. — 89 ¢. — ISBN 978-5-7937-1780-9. — TekcT : 37IeKTpOHHBIH //
DNeKTPOHHO-ONOIMOTeYHAs cucrema IPR BOOKS : [caiit]. — URL:
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https://www.iprbookshop.ru/102451.html (mata oopamenus: 07.01.2022). — Pexxum mocrtyma: ajas
aBTOpH3Hp. mosib3oBateneit. - DOI: https://doi.org/10.23682/102451

8. MeToanuecKkue YKazaHud AJasd oﬁyqammuxcs[ M0 OCBOCHHIO JUCIIUIIJINHBI

Bua nesaiTeIbHOCTH

MeToan4yecKue yKa3aHusl 0 OPraHu3auM JesiTeTbHOCTH CTYIeHTa

Jlexmus

Hamucanne koHCIEKTa JEKIMIA: KPaTKO, CXEMATHUYHO, MOCJICA0BATEIBHO
(bUKCUpPOBaTH  OCHOBHBIC  ITOJIOKEHUS, BBIBOZABI, (POPMYIHUPOBKH,
0000IIIeHYSI;, TIOMEYaTh Ba)XKHBIC MBICIH, BBIJCTSATH KIIOUEBBIC CJIOBA,
TepMHHEL. [IpoBepka TEPMHUHOB, MOHSITUH C TTOMOIIBLIO SHITUKIONCAHIA,
CJIOBapei, CIPAaBOYHHKOB C BBINACHIBAHUECM TOJIKOBAHUN B TETPA[b.
OO003HaUUTh BOMPOCHI, TEPMHUHBI, MaTepUall, KOTOPBIA BBI3BIBACT
TPYIHOCTH, TIOMETHTh M TOIMBITATHCS HAWTH OTBET B PEKOMEHIYyeMOI
mutepatrype. Ecim camocrosiTenbHO He ygaeTrcss pazoOparbcsi B
Martepuaie, HeoOXoaumMo c(hOpMyIHpOBaTH BOMPOC M 3a1aTh
MPETOJIABATENI0 HA KOHCYJIBTAIMHU, HA TIPAKTHYECKOM 3aHSTHH.

HpaKTI/I‘IeCKI/IC 3aHATUA

[IpopaboTka paboueil mporpamMmsl, yaensss oco00oe BHHUMaHHE LEISIM H
3aJlayaM, CTPYKType U COJEp)KaHUIO0 TUCHMILIMHBI. KoHcIeKkTHpoBaHue
HUCTOYHUKOB. PaboTa ¢ KOHCHIEKTOM JEKLWH, MOArOTOBKAa OTBETOB K
KOHTPOJIBHBIM ~BOIPOCaM, IPOCMOTP PEKOMEHIYEMOH JIMTEpaTyphbl,
pabora ¢ TekcroM. IIpociymmBanue ayano- W BHJEO3ANUCEH 110
3aJlaHHOW TeMe, pEIIeHHe pacdYeTHO-TpaQUYecKuX 3aJaHWid, peIIeHHe
3aJa4 10 ajJrOpUTMy U JIp.

NunuBuayanbHbie
3aJIaHus

3HaKOMCTBO C OCHOBHOW W JOMOJHUTEIBHOW JIUTEPATypOM, BKIIIOUAS
CIIpaBOYHbIC H3OaHUA, 3apy6e>i<HLIe HCTOYHHKH, KOHCIICKT OCHOBHBIX
MTOJIOKEHUH, TEPMUHOB, CBEICHH, TPEOYIOIIUXCS IS 3alIOMHHAHUS U
SIBISIIOLIUXCST  OCHOBONOJATaloIIMMH B 3TOM  TeMe. CocTraBieHue
AHHOTALMM K IPOYUTAHHBIM JIMTEPATYPHbIM HCTOYHUKAM U JIP.

CamocrosTenpHas
pabota

CamocrosiTennpHass paboTa MPOBOAMTCS C MENBIO: CHCTEMATHU3AlMH |
3aKpEIJICHHs IONYYEHHBIX TEOPETHUYECKUX 3HAaHWM M MPaKTHYECKUX
YMEHUI O0ydYalomuxcsi; YriyOJeHUs: M PacIIUPEHHs] TEOPEeTHUECKHX
3HAaHUH CTYACHTOB; (POPMHUPOBAHKS YMEHHUI UCIIOJIB30BaTh HOPMATUBHYIO,
[IPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIMIO, YUEOHYI0 M CIELHAIbHYIO
JUTEPATypy; Pa3BUTHUs II03HABATENBHBIX CIHOCOOHOCTEH M AKTUBHOCTH

Oo0y4aromuxcsi:  TBOPYECKOW  HMHUIMATHBBI,  CaMOCTOSITEIBHOCTH,
OTBETCTBEHHOCTH, OpPTaHN30BaHHOCTH; (dopMupoBaHHe
CaMOCTOSITEJIBHOCTH ~ MBIIIICHUS, CIOCOOHOCTEH K  CamMOpa3BUTHIO,
COBEPLICHCTBOBAHUIO u caMOOpTraHHU3aIlNH; (dbopmupoBaHUsI

MpoeCCHOHANBHBIX ~ KOMIIETEHIIMH;  Pa3BUTHUIO  HMCCIIEOBATEILCKUX
yMeHnid oOydaroruxcs. DopMbI W BUIB CaMOCTOSATENHHON pabOTHI:
YTEHUE OCHOBHOW M JIONOJIHUTEJIBHOM JIUTEpaTypbl — CaMOCTOATEIbHOE
W3yueHHE MaTepHaja M0 PEKOMEHIYyEeMbIM JHTEPaTyPHBIM HCTOYHUKAM;
pabota ¢ OHWOJIMOTEYHHIM KATaJIOTOM, CAMOCTOSTENBHBIA TOI00P
He0OXOIMMOH JHTEpaTyphl; paboTa CO CIIOBapeM, CIPAaBOYHUKOM; TTOHCK
HeoOxoauMor uH(pOpMaMu B ceTd VIHTEpHET, KOHCIEKTHPOBAHHE
HCTOYHUKOB; pedepupoBaHHE HCTOYHWUKOB;, COCTABJICHHE AHHOTALWH K
MIPOYUTAHHBIM JIUTEPATYPHBIM HCTOYHUKAM; COCTABIIEHUE pPEIeH3UH WU
OT3bIBOB Ha TMPOYMTAHHBIN MaTepHai; cCOCTaBlieHHE 0030pa ImyOiauKamnuit
[0 TEMEe;, COCTaBJICHHE M pa3padOTKa TEPMHHOJIOTHYECKOTO CIIOBaps;
COCTaBJICHHE XPOHOJOIMYECKOH TaONHIbl, cocTaBieHHe Oubnuorpaduu
(bubnmorpaduyeckoil KapTOTEKW); MOATOTOBKA K Pa3lM4HBIM (popmam
TEeKyIIed W TPOMEXKYTOUYHOW arTecTanuu (K TECTUPOBAHUIO, 3a4YeTy,
9K3aMeHY); BBITIOJIHEHHE JOMAIIHUX KOHTPOJIbHBIX pabor;
CaMOCTOSITEIbHOE BHIMOJIHEHHUE TIPAKTHUECKHUX 3aIaHUH PEIPOAYKTHBHOTO
TUna (OTBETHI Ha BOMPOCHI, TECTHI; BHIMOJHEHUE TBOPUYECKHX 3a/IaHUM).
TexHonoTHs OpraHM3allid CaMOCTOSTEIIBHONW pabOTHl  00yJaromuXCs
BKJIIOYAaE€T  WCHOJNB30BaHME  HMHOOPMAIMOHHBIX W  MaTepUaIbHO-
TEXHUYECKUX PECYpPCOB 00pPA30BATENBHOTO YUPEKICHUS: OMOIHOTEKY C
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YUTANGHBIM ~ 3QJI0M,  YKOMIUICKTOBAaHHYIO B  COOTBETCTBHH  C
CYIIECTBYIOIUMYM HOPMaMH; Y4eOHO-METOJIMYECKYI0 0a3y y4eOHBIX
KaOMHETOB, JIA0OPaTOPHIA U 3aJia KOJAU(HUKAIINN; KOMIBIOTEPHBIEC KIIACCHI C
BO3MOXKHOCTBIO pPaboThl B ceTw MHTEepHeT; ayauTopuu (KJIacChl) s
KOHCYJIbTAIIMOHHOW JEATSILHOCTH; YYeOHYI0O M Y4eOHO-METOUYECKYIO
JUTEPaTypy,  pa3pabOTaHHYd) C  yYETOM  yBCIWYCHHUS  JOJH
CaMOCTOSITEIIBHOM ~ pabOThl  CTY/JICGHTOB, H  WHBIC METONICCKHE
Matepuaibl. [lepes BbIMONIHEHWEM OOYYarONIMMHUCS BHEAYIUTOPHOMU
CaMOCTOSITEILHON pa0OThI MPEIOJIaBATENIb MPOBOJUT KOHCYJIHTHPOBAHUC
MO BBIMOJHEHUIO 3aJaHus, KOTOPBIH BKJIIOYAET IEeNb 3aJaHHs, €ro
CoJIep)KaHus, CPOKU BBITIONHEHUSI, OPHEHTHPOBOYHBIH 00BEM paboTEHI,
OCHOBHBIC TPEeOOBaHUS K pe3yjbTaTaM pPa0OOThI, KPUTEPUU OlEHKU. Bo
BpeMsI BBITIOJHEHUSI O0yYarOIUMUCS BHEAYJTUTOPHOW CaMOCTOSATEILHON
paboThl W TpU HEOOXOJAMMOCTH MpPENoJaBaTelb MOXET MPOBOJIUTH
VHWBUIYAIbLHBIC U TPYIIOBbIC KOHCYIbTaIH. CaMOCTOsATEbHAs paboTa
MOJKET OCYIIECTBIIATHCS UHIUBUAYAILHO WM TPYIMIaMU 00YYarOIIUXCS B
3aBUCUMOCTH OT IIEJIH, 00beMa, KOHKPETHOW TEMATUKH CaMOCTOSTEILHON
paboThI, YPOBHS CIIOXKHOCTH, YPOBHS yMeHUIl oOyd4aromuxcs. KoHTponb
CaMOCTOSITeIILHON pabOThI MPEyCMAaTPUBACT:
® COOTHECCHHE COJACPXKAHHWS KOHTPONS C IEeNsIMH OOy4eHUs;
00BEKTUBHOCTH KOHTPOJIS,
® BATWJIHOCTh KOHTPOJIA (COOTBETCTBUE MPEIBSIBISCMBIX 3a7aHUi
TOMY, 4TO MPEIONATaeTCs IPOBEPUTH);
e uddepeHIHaNI0 KOHTPOIbHO-U3MEPUTENLHBIX MAaTEPHAJIOB.
®DopMBI KOHTPOJIS CAMOCTOSATEIBHOM PabOTHI:
® TIPOCMOTP M MPOBEPKa BBHIMOIHEHHUS CAMOCTOSTEIBHON paboThI
Mpero/iaBaTeieM;
e OpraHu3aius CaMOIIPOBEPKH,
® B3aHMOINPOBEPKHU BBIMOJHEHHOTO 3a/IaHHsI B TPYIIE; 00CYKICHUE
Pe3yJIbTATOB BITOJHEHHOW paOOTHI HA 3aHSTHY;
® TIPOBECHHE MUCBMEHHOTO OIPOCa;
® TIPOBEJICHUE YCTHOT'O OTPOCa;
e OpraHM3alvs U TPOBEACHUE HWHAMBHIYaIbHOIO COOCSCEIOBAHMUS,
OpraHM3alvs 1 MpOBeJIeHUE COOSCE0BAHMUS C TPYIIION;
® 3aIMTa OTYETOB O MPOJETAHHON padoTe.

Ormpoc

Ompoc — 3TO CpPeACTBO KOHTPOJIS, OPraHU30BAaHHOE KaK CIeIHAlIbHAs
Oecema mpernojaBaTeqss ¢ OOYYalOIIMMCS Ha TEMbI, CBSI3aHHBIC C
M3y4aeMON JTUCIHUIUIMHON, W pacCYNTaHHOE Ha BbISABICHHE OObeMa
3HAHMH TI0 ONpENeNICHHOMY pa3feny, TeMme, mpodieMe W T.IL.
IMpoGiiemaTrka, BBIHOCHMAs Ha ONPOC OMpEeicHA B 3aaHusIX JUIs
CaMOCTOATEIbHON pabOThI 00YUYAKOIIETOCS, @ TAKKE MOKET OIPEACIIATHCS
mperoaBaresieM, BEAYIIUM CEMHHApCKHE 3aHATHS. Bo  Bpewms
MPOBEJICHUsI Ompoca OOYyYalOIIUHCS JOJDKEH YMETh OOCYAMTH C
MPETo/IaBaTelIeM COOTBETCTBYIOIIYIO MPOOJIEMATHKY Ha YPOBHE JIHAIIOTA.

Konnoksuym

Kommoksuym (ot nmatmackoro colloquium — pasroBop, Oecena) — ofHa U3
¢dopMm yueOHBIX 3aHATHH, Oecela TpemogaBaTellss C Y4YalIUMHUCS Ha
ONpeIeIeHHYI0 TeMy u3 ydeOHOM mnporpammsel. llenp mpoBeneHus
KOJUIOKBUYMa COCTOMT B BBISICHGHHM YPOBHS 3HAHUM, ITOJYYEHHBIX
yUalpMHucsd B pe3yibTaTe NpPOCIHYHIMBAHHS — JIEKIHH, MOCEIICHHS
CEMHMHApOB, a TaKKe B peE3ylbTare CaMOCTOATENLHOIO H3Yy4eHHsI
MaTepuaia. B paMkax MOCTaBIEHHON LENH PEIIAOTCs CIEAYIOINE 3a1a4u:
® BBLUICHGHME KAuyecTBAa M CTENEHH IMOHMMAHHUS  YYaIIUMUCS
JIEKIIMOHHOTO MaTepuaa;
® Ppa3BUTHE W 3aKPEIUICHHE HABBHIKOB BBHIPKECHUS YUAIIUMUCS CBOUX
MBICTICH;
® paciiMpeHHE BapHUAHTOB CAMOCTOSTENbHOW LieNeHaNpaBIeHHON
MOJITOTOBKU YYalIHXCs;
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® pa3BUTHEC HABBIKOB OOOOIEHUS PA3IMYHBIX JIUTEPATyPHBIX
HCTOYHHKOB;
® [PENOCTABICHUE BO3MOYKHOCTH YYaIllUMCSl COIOCTABIISITh Pa3HbIE
TOYKH 3PEHUSA I10 PACCMATPUBAEMOMY BOIIPOCY.
B pesynbrate mpoBeacHUs KOJUIOKBUYMa IPENONABATENb JOLKEH HUMETh
Mpe/ICTaBJICHUE:
® (0 Ka4eCcTBE JIEKIIMOHHOIO MaTepuana;
® 0 CHJIBHBIX U CJIA0BIX CTOPOHAX CBOEH METOMUKH YTCHHUS JICKIHIA,
® 0 CWIBHBIX W CIA0BIX CTOPOHAX CBOCH METOJUKH IPOBEICHUS
CEMUHAPCKUX 3aHATUN;
00 YPOBHE CaMOCTOSTEILHON PabOThl YUaIUXCS;
00 yMEHHH OOYYarOIIUXCSI BECTH JUCKYCCHIO M JIOKa3bIBaTh CBOIO
TOYKY 3pEHHUS;
® 0 CTENEHU 3PYIUPOBAHHOCTU yYalIUXCS;
0 CTENEHU MHAUBUAYAJbHOTO OCBOCHHS MaTepHalla KOHKPETHBIMU
00y4JarOIUMHUCS.
B pesynbraTe mpoBeneHUS KOJUIOKBHyMa OOYYalONIMICS JOJDKCH HUMETh
MPEJICTaBICHUE:!
e 00 ypoBHE CBOMX 3HAaHHMH II0 pacCMaTPHUBAEMBIM BOIpPOCaM B
COOTBETCTBHH C TPEOOBAHHUSAMH TIPEMOJIABATENSI M OTHOCUTEIHHO
JIpYTUX CTYACHTOB IPYIIIbL;
® 0 HEJOCTaTKaX CaMOCTOSITCIbHON IMPOPadOTKU MaTepHaia;
® 0 CBOEM YMEHHUU U3JIaratb MaTepua;
® 0 CBOEM YMEHUU BECTU AUCKYCCHIO M JOKa3blBaTh CBOKD TOUYKY
3peHUsL.
B 3aBucHMOCTH OT CTENEHHM MOATOTOBKU TPYNIbl MOXXHO HCIIOJIB30BaTh
pa3Hble NOAXOIbl K MPOBEACHUIO KOJIOKBUyMa. B ciywae, eciu
OOJIBIIIMHCTBO TPYIIBI ¢ TPYAOM BOCIPHHUMAET COJACPIKAHUE JICKIUH U Ha
MPAKTHUYECKUX 3aHATUSAX JACMOHCTPUPYET HEIAOCTATOYHYIO CIIOCOOHOCTh
aKTHUBHO OIEPUPOBATH CO CMBICJIOBBIMH EOUHULIAMU U TEPMHHOJIOTUEH
Kypca, TO KOJUIOKBUYM MOXHO pa3Jeautb Ha aBe dYactd. CHaudana
MperoaaBaresb u3jiaracT 0a3oBbIe MOHATHUS, COACPKALIUECS B IPOTrpaMMe.
DTO JAOIDKHO 3aHATh He OoJee deTBepTH 3aHATHSA. OCTabHBIE TPH YETBEPTH
HEOOXOJMMO TIOCBATUTH TUCKYCCHH, B XOJIe KOTOpPOHl o0O0ydJaromuecs
JTOJIKHBI YOSIUThCS M, TJIaBHOE, YOSIUTh IPYr Apyra B 00OCHOBAaHHOCTH U
JIOKa3aTeJIbHOCTU IIOJYYEHHOTO BHUJEHHUS BOIPOCAa U €r0 COOTBETCTBUS
peasibHOM mpakTuke. Ecnmm ke mpemojaBarenh WMeEET Jeio ¢ Ooiee
MOJrOTOBJICHHOM, CaMOCTOSITEJILHO JIyMarollell M aKTUBHO YCBauBarolIEH
CMBICIIOBBIE  €JUHHUIIBI W TEPMHUHOJOTHIO Kypca ayAuTOpUeu, ToO
KOJUTOKBUYM HEOOXOJMMO MPOBECTH TaK, YTOOBI caMH OO0ydYaroIuecs
chopMyJIMpOBaM HM3JIOKEHHBIE B IpPOrpaMMe TIOHATHS, BBICKa3allu
HECOBIAJAIONINE TOYKMA 3PEHUS U TPUBEIN IMPAKTUUCCKUE IPHUMEPHI. 3a
MperoaBaTeleM OCTaeTcsl poib MojaepaTopa (BEAyIIEero AWCKYCCHH),
KOTOPbIH B KOHLE <JIMLIb» CYMMHPYET COBMECTHO IIOJyYEHHBIE
pe3yJbTaThl.

IToaroroBka k
AK3aMEHY

[lpu moaroToBke K DSK3aMeHy HEOOXOIMMO OpUEHTHUPOBATHCS Ha
KOHCIIEKTHI JIEKLIUH, pabouyio MporpaMMmy JUCLUILIUHBI, HOPMaTHBHYIO,
y4eOHyI0 M peKoMeHIyeMylo surepaTypy. OCHOBHOE B TOATOTOBKE K
c/ade 3K3aMEHa — 3TO IIOBTOPEHUE BCEr0 MaTepuana JUCLMIUIMHBEL, 110
KOTOPOMY HEOOXOOMMO claBaTh d5Kk3aMeH. [Ipu moaroroBke k chaue
9K3aMeHa oOydaromuiicsi Becb 00beM padOThl JOJDKEH paclpeneniTh
PaBHOMEpPHO IO JHSM, OTBEJCHHBIM ISl IOJrOTOBKM K JK3aMEHY,
KOHTPOJIMPOBaTh Ka)KAbIM JICHb BBHIIIOJHEHHWE HamMeueHHO# pabotel. Ilo
3aBEpIICHUI0 W3y4YeHMs MAUCLMIUIMHBI CAaeTcs JK3aMeH. B mepuon
MOJITOTOBKA K 93K3aMeHy oOydJaromuiicss BHOBb oOpamiaercss K yke
M3y4eHHOMY (TIpOHACHHOMY) y4eOHOMY MaTepHuany. IToaroroeka
oOyyamomerocs K 9K3aMeHy BKJIIOYaeT B cebid Tpu  JrTama:
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caMmocTosiTelbHasE paboTa B TEYEHUE CEMECTpa; HEeNoCpeICTBeHHAs
MOATOTOBKA B JIHW, NPEIIICCTBYIOIIAE SK3aMEHY II0 TeMaM Kypca;
MIOATOTOBKA K OTBETY Ha 3aJaHMs, comepkamuecs B Omrerax (TecTax)
JK3aMeHa. DK3aMeH IPOBOAMTCS IO OmiieTaM (TecTaM), OXBaTHIBAIOIAM
BeCh MPOWICHHBIM Marepwan JUCHUIUIMHBI, BKIIOYash BOIMPOCHI,
OTBEJICHHBIC JIJIS1 CAMOCTOSTEIILHOTO H3YUCHHUSI.

9. Onucanue MaTepuaJIbHO-TeXHHYECKOH 0a3bl, HEOOXOAMMOI JJIsi OCYIIeCTBJIEHUS
00pa30BaTeIbLHOIO MpoIecca Mo TUCIHUIITHHE

Jlna ocyuiecTBiaeHus o0pa3oBaTeNIbHOTO IMpoliecca MO AMCHUILIMHE «J{OKyMeHTalnoHHOE
o0OecrieueHre yMpaBICHYECKOW JEATCIILHOCTH» HEOOXOJUMO  HCIIOJIb30BAHHUE  CICIYIOIINX
HOMENICHUN:

MaTepHaHBHO-TeXHquCKOG O6€CH€‘-I€HI/I€ JUCHUIIJIMHBI BKIIFOUACT B ce651:
- yueOHas ayauTopus Uid NTPOBEIACHHUS Y4eOHBIX 3aHSATUH, OCHAllleHHas O0OpyJOBaHHEM U
TEXHUYECKUMH cpelcTBaMu oOydeHus (MeOenb ayauTopHasi (CTOJBI, CTYINbS, JOCKA), CTOMN, CTYI
mpernojaBaTeniss) W TeXHUYECKHEe  cpeicTBa  oOyuyeHUs  (MEpCOHANBHBIM  KOMIIBIOTED;
MYJIBTUMEANITHOE 000pyI0BaHUE);
- MOMEIIEHUE JI1 CaMOCTOSITENIbHOM paboThl OOyYaromMXcs: CHeNUalM3UpoBaHHas MeOenb U
KOMIIBIOTCPHAd TCXHHUKA C BO3MOXHOCTBIO IMOAKIIOYCHHA K CCTHU <<I/IHTepHeT)) 1 o0eclieueHruEM
JOCTYTIA B JIEKTPOHHYIO HHPOPMAIIHOHHO-00pa30BaTENbHYIO CpPEely Y HUBEPCUTETA.

10. IlepeyeHb HMH(OPMALMOHHBIX TEXHOJOIMii, HCNOJIb3yeMbIX NPH OCYLIECTBJECHHH
00pa3oBaTeIbHOIO TMpolecca MO JAUCHUILUINHE, B TOM YHCJIe KOMIUIEKT JIMIEH3HOHHOTO
NPOrpaMMHOI0  olecrne4yeHHsl, JJIEKTPOHHO-OMOJIMOTEYHbIE CHCTEMbI, COBpPeMeHHbIE
npogeccHoHaIbHbIE 0a3bI JAHHBIX U HH(POPMAIHOHHbIE CIIPABOYHBIE CHCTEMBI

OOyuaronuecss o0ecrieyeHsl AOCTYIOM K 3JEKTPOHHON HMH(OpMalMOHHO-00pa30BaTeIbHON
cpene YHUBEpCHUTETa M3 JHOOOH TOYKH, B KOTOPOW MMeEETCsS JOCTYN K ceTh «MHTepHeT», Kak Ha
TEPPUTOPUN OpraHU3alMU, TaK U BHE €e.

10.1 JInueH3noOHHOE MPOrpaMMHOe odecrieyeHme:

1. Omeparmonnas cucremMa Microsoft Windows XP Professional Russian — OEM-
JIMIIEH3MH (TIOCTABIISIOTCS B COCTABE TOTOBOTO KOMITBIOTEPA);

2. OmepanmonHas cuctema Microsoft Windows 7 Professional — OEM-nunensun
(TOCTaBIISIFOTCSL B COCTaBE TOTOBOT'O KOMITHIOTEPA);

3. Ilporpammusiii maker Microsoft Office 2007 — nunensuss Ne 45829385 ot
26.08.2009;

4. TIporpammusiii maker Microsoft Office 2010 Professional — numensus Ne 48234688
or 16.03.2011,

5. Ilporpammusiit maker Microsoft Office 2010 Professional — nunensust Ne 49261732
or 04.11.2011,

6. KommiekcHas cucrema antuBupycHoit 3amutel DrWEB Entrprise Suite — nunensus
Ne 126408928;

7. 1C: Bbyxranrepus 8 yuyeOHas Bepcusi — JUIEH3UOHHBINH noroBop Ne 01/200213 ot
20.02.2013,;

8. IIporpammusiii kommiekc IBM SPSS Statistic BASE — nunen3uonnsiit joropop Ne
20130218-1 ot 12.03.2013;

9. Ilporpammusiii naketr LibreOffice — cBobGonmnas nmurensust Lesser General Public
License

10. Kopnoparusnast margopma Microsoft Teams. [IponpuerapHast uiieH3HS.

10.2. D1eKTPOHHO-0UO/IMOTEeYHAs] cCUCTEMA:

OnektponHas oubnuoreunas cucrema (3bC): http://www.iprbookshop.ru/

10.3. CoBpemeHnHnbIe podeccHoHATbHbIE 023 TaHHBIX:

1. OdunuanbHblii MHTEpHET-MOpTan 0a3bl JaHHBIX MPAaBOBOW  HMH(pOpManUu
http://pravo.gov.ru
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2. Tlopran "WHdopManmoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMH B 0Opa3oBaHUU"
http://www.ict.edu.ru
Hayunas snexrponnast 6ubdauoreka http://wwwe.elibrary.ru/
HarnuonanbsHas siekTponHas oudnuoreka http://www.nns.ru/
DJIeKTpOHHBIE  pecypcbl  Poccuiickoit rocyJ1apCTBEHHOM OnOIMOTEKH
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnoauremaTnueckas pedepaTHBHO-
oubnmorpaduueckas u HaykoMTpudeckas (Oubmuomerpuueckas) 6a3a TaHHBIX —
http://webofscience.com
7. TloaHOTEKCTOBBIM apXUB BEAYIIMX 3allaJHbIX HAYYHBIX KYPHAJIOB HAa POCCUICKON
wiargopme HanmoHanmpHOro  3IEKTPOHHO-WH(GOPMALMOHHOTO  KOHCOPIIMYMa
(HOUKOH) http://neicon.ru
8. basel manHbIX M3maTenscTBa Springer https://link.springer.com
9. www.minfin.ru Caiit MunucrepctBa ¢punancoB PO
10. http://gks.ru Caiit ®enepanbHOi CIy»KObI TOCYIaPCTBEHHON CTATUCTHKH
11. www.skrin.ru basza nanusix CKPUH (kpynHeiimas 6a3a JaHHBIX 11O POCCHHCKUM
KOMITaHUSIM, OTPaCiIsiM, peruoHam PD)
12. www.cbr.ru Caiit Lentpansaoro banka Poccuiickoit @enepanun
13. http://moex.com/ Caiit MockoBckoii Oupku
14. www.fcsm.ru  Odunmaneubiii  caiit ®DenepanbHol  CIIyKObl 10 (PUHAHCOBBIM
peiakam (OCOP)
15. www.rbc.ru  Caiit  PBK  («PocbusznecKoncantunr» - Beaymas poccuiickast
KOMIIaHus, paboTatoias B cepax Macc-Meauna U HHHOPMALMOHHBIX TEXHOIOTHI)
16. www.expert.ru DnexTpoHHast BEpCus KypHasa « DKCIIEPT»
17. http://ecsn.ru/ « JKOHOMHYECKHE HAYKU
10.4. Uu¢dopManHoHHBIE CIPABOYHbIE CUCTEMBI:
1. UndopmanmonHo-npaBoBas cucrema «KoHcynbTanT+»
2. Wndopmannonno-cripaBoynas cucrema «LexPro»
3. Tlopran @enepalibHBIX FOCYIaPCTBEHHBIX 00Pa30BaTEIbHBIX CTAHIAPTOB BHICILIETO
obpaszoanwus http://fgosvo.ru
4. www.garant.ru MacdopmanmonHo-npaBoBas cuctema ['apant

ok w

11. OcoGenHocTH peanu3anMy JMCUMIIMHBI I MHBAJIUAOB U JIUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMHU 310POBbSI

Jns  obecnedueHust 00pa3oBaHUS MHBAIMAOB M OOy4yarOIIMXCs C  OTPaHUYEHHBIMU
BO3MOXXHOCTSIMU ~ 3JI0pOBbSl 10 JIMYHOMY 3asBJICHHIO oOywarouierocsi paspaOaThiBaeTcs
aJlaliTHpOBaHHAas 00pa3oBaTeNbHAs MPOTrpaMMa, WHIUBUAYAIbHBIA y4eOHBIM MJaH C Y4eTOM
0COOEHHOCTEH MX NMCUXO(PU3NUECKOTO PA3BUTHS U COCTOSIHUS 37J0POBbsI, B YACTHOCTH IMPUMEHSETCS
WHAWBUYAIBHBIA TMOJIXOJ K OCBOCHMIO JTUCHMIUIMHBI, WHAMBHUIYyalbHbIE 3aJaHus: pedeparTsl,
MMCbMEHHBIE paboOThl M, HAOOOPOT, TOJBKO YCTHBIE OTBETHl W JUAJIOTH, WHIUBUIYyaJIbHbIE
KOHCYJIbTAllMM, HWCIHOJb30BaHHWE JMKTO(GOHA W  JPYTrUX 3alMChIBAIOLIIUMX  CPEJICTB IS
BOCIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOro MaTepuasa.

B nensx obGecnieuenns o0y4aronuxcs MHBAJIUIOB U JIUI] C OTPAHUYEHHBIMUA BO3MOXKHOCTSAMU
3/10pOBbsl OMOIMOTEKAa KOMIUIEKTYET (POHJ OCHOBHOW y4yeOHOW JHUTEpaTypoH, aJanTUPOBAHHOM K
OTPaHUYEHHUI0 MX 370pPOBbs, HPEAOCTABISET BO3MOXKHOCTh YyJAJIEHHOI'O  HCIOJIb30BAaHUS
AJIEKTPOHHBIX 00pa30BaTEIBHBIX PECYPCOB, MTOCTYNM K KoTopeiM opranu3oBan B OAHO BO
«MIICY». B 6ubnanoTeke MpoBOAATCA WHAMBHUIYAIbHbIE KOHCYJIbTALUMU AJS JAHHOM KaTeropuu
M0JIb30BaTes e, OKa3bIBAETCSl MOMOIb B PETUCTPALMU U HCHOJIb30BAaHUM CETEBBIX U JIOKAJIbHBIX
AJIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, MPEAOCTABISAIOTCS MecTa B YUTAJIBHOM 3alle,
o0Opy/lOBaHHBIE MpOrpaMMaMH  HEBHU3YyaJbHOTO JOCTyNa K HHQOpPMAIUH, 3KPaHHBIMHU
YBEIMYHUTEISIMU M TEXHHYECKUMU CPEJICTBaMU YCHIICHUsI ocTarouHoro 3penus: Microsoft Windows
7, llenTp crmenuambHBIX BO3MOXHOCTEH, OkpanHas nyma, MicrosoftWindows 7, Ilentp
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CHeIUaIbHbIX BO3MOXKHOCTEH, ODKpaHHBIH auktop; MicrosoftWindows 7, LleHTp crennasbHBIX
BO3MOXKHOCTEHM, DKpaHHas KJIaBUaTypa; 3KpaHHas ayna OnelLoupe; peueBoii cuntezarop «l'omocy.
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12.JIuct perucrpanum u3MeHeHUil

PabGouast mporpamma y4eOHOM IUCHMIUIMHBI OOCYXKIIEHa W YTBEp)KICHA Ha 3acelaHuu
VYuenoro cosera ot «22» mapra 2021 r. mpoTokomn Neb

No Conep:xaHne U3MEHEHUS PexBu3uTh HOKyMeHTa 00 Hata
n/m YTBEPKJICHUU U3MCHCHHUS BBCJICHUS
M3MEHEHUS
VT1BepKAeHa pelieHneM  Y4YeHOro coBeTa  Ha
OCHOBaHUU ®denepaabHOTO roCyJapCTBEHHOTO
IIpoTokon 3acenanus
00pa30BaTenbHOIO CTaHAAPTa BBICIICTO OOpa3OBaHUS
1 Y4eHoro coBeta OT «22»
| mo nampaeienuto moaroroBku 38.03.01 DxoHoMuka 01.09.2021
mapta 2021 rona npoToKos
(ypoBeHb OakanaBpuaTa), yTBEP)KIEHHOTO IMPHUKA30M N5
MuHuCTepCTBa HAYKH U BBICIIETO 00pa3oBaHus PO ot -
12.08.2020 r. N 954.
2.
3.
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