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1. AHHOTaIII/lﬂ K JUCHUILJINHE

PaGowass mporpamma gucHuIUIMHBL  «JlOKyMeHTanmoHHOEe oOecrieueHrue YIpaBlIeHUYECKON
JeSITETLHOCTU» COCTaByieHa B coOoTBETCTBUU ¢ TpeboBanusmu ®PI'OC BO no HampaBiieHHIO TOATOTOBKU
38.03.04 T'ocynapcTBeHHOE M MYHUIIMTIANIBHOE YyIpaBieHue (YpOBeHb OakallaBpHara), YTBEP:KICHHOTO
npukazoM MunuctepcTBa oopazoBanus u Hayku P® 13.08. 2020 r. N 1016.

Pabouass mnporpamma colepkKHUT OOs3aTeNbHBbIC [UIS M3Yy4eHHS TEMbl 10 JUCLUIUINHE
«JlOKyMEHTallMOHHOE 00eCIIeYeHHE yIPABICHUECKON AEATEIIbHOCTH .

JlucuuiuinHa —JaeT  1eJIOCTHOe  IpeJcTaBieHue 00  OpraHu3alMOHHO-PACHOPSIANTENbHON
JOKYMEHTAIMH TPEANPUATHS, TPUMEHIEMON Tpy 0(h)OPMIICHUN PACTIOPSAUTEIHHON U MCTIOIHUTEIHHON
JeSITETLHOCTH arrapara yIpaBieHHs! IPEANPHUATH IIPU OCYIIECTBICHUH UM YIPABIEHYECKUX (yHKIIHHA.

Heab n3yueHust TMCUUIIIMHBI — (JOPMHUPOBaHHUE Y OyAylIUX OakaaaBpOB TEOPETHUECKUX
3HAaHUHM M MPAKTHYECKUX HABBIKOB B 00JIACTU OPraHMU3ALMOHHO-PACIOPSINTENbHON JOKYMEHTAIMH
OPENpUATHs, TNPUMEHAEMOH TpH  OPOPMIIEHUH  pACIOPAIUTENBHOW UM HMCHOIHUTEIbHOU
JIEATEIbHOCTH allapara yIpaBJIeHUs NPEANPHUSATHS NPU OCYLIECTBICHUH WM YIPABICHUECKHX
GbyHKIUI.

B oOmactu BoCHMTAaHUS JIMYHOCTH IENSMH  SIBIISIOTCS:  (DOpMHpOBaHHME HEOOXOIMMBIX
00y4JaromemMycsi COIAIbHBIX M JIMYHOCTHBIX KAaueCTB: IPAXKIAHCTBEHHOCTH, TOJIEPAHTHOCTH, OOIIEH
KYJIBTYPBHI, OTBETCTBEHHOCTH, EJIeyCTPEMIIEHHOCTH, OpPTraHU30BAHHOCTH, TPYROIOOHUS,
KOMMYHHKaOEJIbHOCTh, paboTa B KOMaH/I€, TUIEPCKHE Ka4eCTBa.

OCHOBHBIMH 3a1a4aMHU U3YUYCHUS AUCIUTUINHBI SBISIOTCS:
- popMupOBaHME COLMATBHO-TUYHOCTHBIX KAY€CTB, CIIOCOOCTBYIOIIUX YKPEIUIEHUIO HPAaBCTBEHHOCTH,
Pa3sBUTHIO OOIIEKYJIBTYPHBIX MOTPEOHOCTEH, TBOPUECKUX CHOCOOHOCTEH, COLMAIBLHON aJamnTalu,
CIIOCOOHOCTH K IMAJIOTY, HACTOMYMBOCTH B JJOCTHKEHHUH LIEJH, PA3BUTHIO JIMJIEPCKUX Ka4eCTB;
- U3y4EHUE U HCIOJHEHHE TpeOOBaHMI IO OpraHM3aliK JOKYMEHTHPOBAHMS AEATEIbHOCTH
aBHAIPEANPUATHS U OPraHU3aIK PaboT C JOKyMEHTaMH;
- IPUMEHEHHE METOJ0B PabOTHI C JOKYMEHTAMHU, B COOTBETCTBUU C TPEOOBAaHUAMH JEHCTBYIOIINX
3aKOHOJATEJIbHBIX U HOPMAaTHUBHBIX AaKTOB, B HOBBIX YCJIOBHUSX XO3SMCTBOBaHMA, MO IOPSAKY
cocTaBlieHHsI U O(OpMIICHHS, OCHOBHBIX OPraHU3aLUOHHO-PACHOPSIUTENbHBIX JOKYMEHTOB IIO
YIIPaBJIEHUIO;
- OBJIQJCHUE NPAKTUYECKUMHU HaBBIKAMH B HCIIOJIb30BAHMU TEXHOJOTMH YNPABICHUS >KU3HEHHBIM
nukiiom MIC B chepe yrpaBieHwHs.

MecTo TUCHUTIHHBI B CTPYKTYpe 06pa30BaTeIbHON MPOrpaMMbl
Hacrosmas aucuuninHa BKIIOUYeHa B 4acTh, GOPMUPYEMYIO ydaCTHUKaMU 00pa3oBaTelIbHBIX
oTHomeHud, brnoka ®TJ[. dakynbraTUBHBIC TUCIUIUIMHBI Y4€OHBIX IIJIAHOB TIO0 HAIPaBJICHUIO
noarotoBku 38.03.04 ['ocynapcTBEeHHOE U MyHHITUTIAIBHOE YIIPABJICHUE, YPOBEHb OaKajlaBpHuaTa.
JucuumnnuHa uzydaercsa Ha 4 Kypce B 7/ ceMecTpe A OYHOW M OYHO-3a0YHOU (opMm
oOyuenusi, Ha 4 Kypce B 8 cemecTpe Uit 3a04HOM (hopmbl 00ydeHus1, popma KOHTPOJIS AT BCEX
dbopm 00yueHus — 3a4erT.

Komnerenuuu odyuarouierocsi, popmMupyemsbie B pe3yJibTaTe 0CBOEHHS TUCHHIINHBI:
®K-1 - 3nanne 0cHOB pa3pabOTKU, BHEIPEHUSI YIIPABICHUECKON U KaAPOBOM JOKYMEHTAIIUH,
ONTUMH3AIMU  JIOKyMEHTOOOOpOTa,  cXeM  (YHKIMOHAJIBHBIX  B3aUMOCBS3EH  MeXay
MOApA3JENICHUsMH, HAaBbIKAMH DPa3paOOTKH W BHEIPEHHs] OPraHU3allMOHHONW M (DYHKIIMOHAJIHHO-
IITATHON CTPYKTYpBI, Pa3pabOTKU JOKAIbHBIX HOPMATHBHBIX AKTOB, KAaCAIOIIUXCS COIHAIBHO-
TPYZIOBBIX OTHOIIEHUI U OpraHU3aluy Tpyaa

2. IlepeyeHb IIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHsl, COOTHECEHHBIX € IJIAHMPYEMbIMH
pe3yJIbTATaAaMH OCBOCHHSI OCHOBHOM NPog)ecCHOHATBHON 00pa30BaTe/JbHOM MPOrPaMMbl



[Iponiecc u3y4yeHHss AUCHUIUIMHBI HampaBleH Ha (HOPMHUpPOBaHHME KOMIICTCHLHH,
npeaycMotpeHusix @I'OC BO mno nanpasinenuto mnojaroroBku 38.03.04 ['ocymapcTtBeHHoe U
MYHHMLMIIAJIBHOE  yopaBiieHue  (ypoBeHb  OakanaBpuara) Ha  ocHoBe  CrpaBoYHHKa
KBAJTM(UKAIMOHHBIX TPeOOBAaHUN K CHENMAIbHOCTSAM, HANPABJICHUSAM IOATOTOBKH, 3HAHHUSIM H
YMEHUSM, KOTOpble HEOOXOIUMBI Ul 3aMEUICHMs JIOJDKHOCTEW TOCyJapCTBEHHON TI'pakIaHCKOU
CITY’KOBI C y4eTOM 00J1acTH U BHU1a MPO(PECCHOHAITBHOM CITy>)KeOHOM AeITeThHOCTH FOCYIapCTBEHHBIX
rpaxIaHckux ciayxamux (yrB. Muntpynom Poccum), Ilpodeccmonansroro cranmapra 08.041
«Criemamuct B cdepe yHOpaBlIeHHS MPOEKTaMH TOCYIapCTBEHHO-YaCTHOTO TapTHEPCTBAY,
YTBEPKACHHBIA IPUKa30M MUHUCTEPCTBA TPy1a U COLMAIBHOM 3amuThl Poccniickont @enepanuu ot
20.07.2020 . Ne 431 1.

Kon PesyabTarhl NuaukaTopsl 10CTHKEHHUS ®opmbl
kommnereHuuu | ocsoeHus QOOII KOMIIeTEeHIM i o0pa3oBaTe/ibLHOI
(conepkanue AeATeJIbHOCTH,
KOMIIEeTeHI M) Croco0cTByIOIIME
(¢popmupoBanuio
U pPa3BUTHIO
KOMIIeTEeHIIUH
dK-1 ®K-1 3nanne ocHoB | ®PK-2.1. 3naer OcHoBbl pa3paborku | KoHTakTHAS
pa3paboTku, BHEIPEHHSI  YIIPABICHYECKOH M | pabora:
BHEJPEHUSA KaJpOBOi JIOKYMEHTAIIUH, ee | Jlexkumm
YIOpPaBJIEHYECKON U | COCTaB, NOPsIZIOK ABWXKCHUS | [[pakTHUeCKHe
KaJpOBOM AOKYMCHTallMK 3aHATHS
JOKYMEHTAITUH, DK-2.2. 3naer OTACIBHBIC | CamocTosATEeabHAS
ONTHMH3ALHH nokyMeHThI (KoJIeKTUBHBIN 10r0BOp/ a60Ta
OKYMEHTOOGOPOTA, cormarieHus/ JIHA u T.JI.), '
COTIPOBOJK/IAFOLIINE HPOLEAYPY
CXeM pPETYIUPOBAaHUS COLUATIBHO-TPYAOBBIX
(byHKHHOHaHEHHX OTHOLIEHUI
B3aMMOCBSI3EH
MEXY

nogpasgerenmamy, | PK-2.3. Vmeer  opramu3oBeiBath
HPOLETYPBI PETYITHPOBAHHS TPYIOBBIX

HaBBbIKAMU .
pa3paboTKH y | OTHOIICHWHA, a TakKe NPHMCHSTH
TIPUHIINATIBI OpraHu3anuu
BHEIPEHUSA
. JIOKYMEHT0000poTa " OCHOBBI
OPTaHMsatlMOHHON M1y ysanmn OT/IENTBHBIX
(byHKHHE)HaHBHO' JIOKYMEHTOIIOTOKOB OpraHu3aInu
HITaTHOH (BXOISAIMHN/MCXOMAIMI/BHY TP EHHMIA);
CTPYKTYPBI, CYIIHOCTh COIMAIBHO-TPYIOBBIX
pa3paboTKu OTHOIIEHHI
JIOKaJIbHBIX ®K-2.4. Baaneer HaBBIKAMHU
HOPMAaTHBHBIX ohOpMIICHUST PE3YJIBTATOB KOHTPOJIS
aKTOB, KacCaroIIuxcs 3a TpydAOBOU H HCIOJHUTEIbCKOU
COLMAIBHO- JHCIUTIIAHOMN (cocTaBnenue
TPYHOBBIX JOKYMEHTOB O  TIOOIIPEHHAX |
. B3BICKAHUSX )
OTHOLLIEHUN u
OpraHu3aluu Tpyaa
DK-2.5. Baaneer HaBBIKAMU
O3HaKOMJICHUS COTPYIHHKOB
OpraHu3alyu c KaJpOBOH

JIOKyMEHTallMe U JeWCTBYIOIIKUMHU




JIOKAJIbHBIMHW HOPMATHUBHBIMH aKTaMU,
HaBBIKAMH  COCTaBJICHHA KaI[pOBOI‘/'I
OTYCTHOCTH, a TaKXK€ HaBbIKaMU
pa3pa6OTKI/I JIOKAJIbHBIX HOPMATUBHBIX

aKTOB, KaCaromunuxcs COIHaJIbHO-
TPYAOBLIX OTHOIICHUI B Opranuv3anyvu
Tpyaa

3. O6beM AUCHMIVIMHBI B 324€THBIX eIHHUIAX C YKa3aHHEM KOJIN4YeCTBa
aKajeMH4YeCKHMX YacOB, BbIIeJICHHBIX HA KOHTAKTHYIO pa6oTy 00y4aromuxcs ¢
npenojaasaresieM (110 BUAAM 3aHATHH) H HA CAMOCTOSATEJIbHYI0 padoTy 00yuarommxest

O6mmast Tpyno€MKOCTh (00BEM) TUCHUIUTAHBI (MOTYJIs1) COCTABIISIET 2 3aU€THBIE SIMHULIBI.

3.1. O0beM TUCHMILIMHBI 10 BUIaM Y4eOHbIX 3aHATHI (B Yacax)

Bcero yacos
O0BEéM THCHMITHHBI ouHas opMa | OYHO-3a0UHAS 3a04Has
00y4eHus dbopma dbopma
00yueHus 00yueHus
OO0mas TpyI0eMKOCTh TUCITUTITHHBI 72
KonraktHass ~ pabora  oOydaromuxcs C 36 24 16
npenogaBaTeieM (BCETo)
AymuTopHas paboTa (Bcero): 36 24 16
B TOM YHCJIEC:
Jlexuuu 18 12 8
CEeMHUHAPBI, TPAKTHYECKHE 3aHATUS 18 12 8
nabopaTopHbIe PaOOTHI
Breaynuropnas padota (Bcero):
B TOM YHCJIE:
CamocrosiTenpHas padoTa 00yJarOIHXCsI 36 48 52
Bun npomexyTouHoi arTecTanuu 4
oOyyJaromerocst — 3a4et

4. Coaep:kanne TMCUMILVIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3/iesiaM) ¢ yKa3aHHeM
OTBEJEeHHOI0 HA HUX KOJIHYEeCTBA aKAJeMHUYeCKHX YACOB U BUJAOB YUeOHbIX 3aHATHH

4.1. Pazjenbl AUCHUIVIMHBI M TPYIOEMKOCTh IO BHAaM Y4eOHbIX 3aHATHH (B
aKaJeMHYeCKHX Yacax)

AJ1s1 09HOH (popMBbI 00yUeHHUS

Buabl yueOHo# padoThl, BKIIOYAA Bup ouenounoro

€CaMOCTOSITEJIbHYIO PA00Ty CTY1€HTOB M cpeacTBa

= TPYA0EMKOCTH (B Yacax) TeKyllero

Ne Pazjesibl 1 TeMbl b § 8 g = KOHTPOJIs
n/n JTUCIHUMILTIMHBI E B S é 8 §{ ycneBaeMoOCTH,
O W3 Hux aynuTopHbie | © @ 3 g | .
Bcero 5a & S« TPOMEKYTOYHOH

3aHATHSA S = = =T

s & = Q { aTTecTalun

S8 & (no cemecmpam)
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Tema 1. O0mas N
XapakTe I/ICI;lI/IKa YeTHbIi ompoc,

1 p p 7 8 2 2 4 JTOKJIa]T
YIPaBICHIECKHX
JIOKYMEHTOB.

Tema 2. CocraB u 7

5 TIOPSZIOK pa3paboTKH VYcrHBIH ompoc,
JIOKYMEHTOB B 8 2 2 4 JIOKITa
yTIpaBJI€HYECKOH
JICATENHbHOCTH.

Tema 3. 7 Y CTHBIH ompoc,

3 JIOKyMEHTHUPOBAHHKE 8 2 2 4 JTOKJIaJ
paboThl C NEPCOHAJIOM.

Tema 4. [lonstue u 7 N
e ——— YcrHbIi onpoc,

4 P 8 2 2 4 JTOKJIa
OpraHu3anuu
JIOKYMEHT0000pOTA.

7 VYeTHbli ompoc,
Tema 5. Opraauzanus oKIIa p

5 TeKyIei paboTsl ¢ 10 2 2 6 AOKIAR
JOKYMEHTaMH.

Tema 6. ITogroroska 7 .
OKVMCHTOB K VYerHbli ompoc,

6 | RO 10 | 2 2 6 foKIaT
nepeaave Ha apXUBHOE
XpaHEeHHe.

Tema 7. 7
OpraHu3aoHHO- YcTHBIH ompoc,

7 TEXHHUYECKOE 10 3 3 4 TOKIIa|
obecrieueHne
JeONPOU3BOJICTBA.

3 Tema 8. HopmatusHO- 7 YcTHBIH ompoc,
MeToauueckas 6aza 10 3 3 4 TOKIIa|
JIeIONIPOU3BOJICTBA.

HTOro 72 | 18 18 36 3auer
JJIsi 04HO-3204HOM GopMBbI 00yUeHH s
Buasl yueOHo#i padoThl, BKJIIOYAA Bup ouenounoro
CaMOCTOSITEJILHYIO PAGOTy CTYA€HTOB U cpeacTBa
= TPYA0EMKOCTH (B Yacax) TeKy1lero
Ne Pazjesibl 1 TeMbl b E g = = KOHTPOJIs
n/n HCUHUILIMHBI s = S 2 g CIeBaeMoCTH
e 3 B W3 nux ayautopubie | S '§ 3 ¢ ¥ >
cero 5 2 & S { MPOMEKYTOYHOMN
3aHATUA S m = =7
S5 Z g { arTecTaluu
S 8 & (no cemecmpam)
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Tema 1. O0mas N
1 Xapakre I/ICI;lI/IKa Y CTHBI Onpoc,
pakTep 8 8 1 1 6 JOKJIa]]
YIPaBICHIECKHX
JIOKYMEHTOB.
Tema 2. CocraB u 8

5 TIOPSZIOK pa3paboTKH VYcrHBIH ompoc,
JIOKYMEHTOB B 8 1 1 6 JIOKJIa 1
yTIpaBJI€HYECKOH
JICATENHbHOCTH.

3 Tema 3. 8 Y CTHBIH ompoc,
JIOKyMEHTUpOBaHHE 8 1 1 6 TIOKITA]T
paboThl C NEPCOHAJIOM.

Tema 4. IousTre u 8 N
e —— YcrHbIi onpoc,

4 P 8 1 1 6 JIOKJIa]
OpraHu3anuu
JIOKYMEHT0000pOTA.

8 VcrHbIi onpoc,
Tema 5. Opranuzanus oKIIa p

5 TeKyIei paboTsl ¢ 10 2 2 6 AOKIAR
JIOKYMEHTaMH.

Tema 6. ITogroroska 8 .
OKVMCHTOB K VYerHbli ompoc,

6 | RO 10 | 2 2 6 foKIaT
nepeaie Ha apXHUBHOE
XpaHEeHHe.

Tema 7. 8
OpraHu3aoHHO- YcTHBIH ompoc,

7 TEXHHYECKOE 10 2 2 6 TOKIIat
obecrieueHne
JIETIOTIPOM3BO/ICTBA.

3 Tema 8. HopmaTuBHO- 8 YcrHblit ompoc,
MeToaudeckas Oasza 10 2 2 6 TOKIIat
JIEIOTIPOM3BO/ICTBA.

HTOTO 72 | 12 12 48 3auer
AJis1 3204HOM popMbl 00yUYeHH s
Bujapl yueOHOH padoThl, BKJIKOYAast Buja oneHouHOro
y
CaMOCTOSAITEJILHYIO PAGOTy CTYA€HTOB U cpencrBa
= TPYA0EMKOCTH (B Yacax) TeKy1lero
Ne Pazjesibl 1 TeMbl b E 8 2 = KOHTPOJIs
n/n HCUHUILIMHBI s = 3 2 g CIeBaeMoCTH
e 3 B W3 nux ayautopubie | S '§ 3 ¢ ¥ >
cero 5 2 & S ¢ MNPOMEKYTOYHOH
3aHSITUA S m = =7
s 8 Z g g arTecTanuu
S & & (no cemecmpam)
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Tema 1. O6mas 7 N
1 XapaKTepI/ICI;lI/IKa YeTHbIi ompoc,
1 1 OKJIa
YIIPaBIEHUYECKUX 8 6 A A
JIOKYMEHTOB.
Tema 2. CoctaB u 7
5 TIOPSZIOK pa3paboTKH VYcrHBIH ompoc,
JIOKYMEHTOB B 8 1 1 6 JIOKJIa 1
yTIpaBJI€HYECKOH
JIEATEITBHOCTH.
Tema 3. 7 Y CTHBIH ompoc,
3 JIOKyMEHTUPOBAHHUE 8 1 1 6 JTOKJIa
paboThl C NEPCOHAJIOM.
Tema 4. [lonstue u 7 VerHbIi onpoc
4 TP HHIIHITET 8 1 1 6 JIOKITa T ’
OpraHu3aIliu
JOKYMEHT0000poTa.
7 VYeTHbli ompoc,
Tema 5. Opranuzanus oKIIa p
5 TeKyIei paboTsl ¢ 10 1 1 8 AOKIAR
JIOKYMEHTaMH.
Tema 6. ITogroroska 7 Vet onpoc
6 FIOKYMCHTOB K 10 1 1 8 JIOKIIa ’
nepeaie Ha apXHUBHOE
XpaHEeHHe.
Tema 7. 7
OpraHu3aoHHO- YcTHBIH ompoc,
7 TEXHHUYECKOE 10 1 1 8 TOKIIat
obecrieueHne
JIETIOTIPOHU3BO/ICTBA.
Tema 8. HopmaTuBHoO- 7 YcrHblit ompoc,
8 MeToaudecKas 6asza 10 1 1 8 TOKIIat
JIETIOTIPOM3BO/ICTBA.
UTOro 72 | 8 8 52 4 (3auer)

4.2 CopepxxaHue JMCUMILIMHBI, CTPYKTYPHPOBAaHHOE 10 pa3jeiaM
Tema 1. O01mas xapakTepuCTHKA yIIPABJICHYECKUX IOKYMEHTOB.
Cooepoicanue nekyuoHHo20 mamepuana
1. Ucropusi BOBHUKHOBEHUS JOKYMEHTA
2. JIokyMeHT KaK HOCHUTENb yrnpaBieHdeckoi nHpopmanuu. [lonstue, pyHkunu u crnocoobt

JOKYMEHTUPOBaHUSI.
3. [loHsATHE «IINEKTPOHHBIN JTOKYMEHT.
4. Knaccugukarus 10KyMeHTOB.
5. SI3BIK U CTUIIb O(UIHATIBHBIX JOKYMEHTOB.
6. YHu(]UKaus ¥ cTaHIAPTU3ALMS TOKYMEHTOB.
7. CucteMbl TOKYMEHTAIUH pa3IMYHbIX cep AesATeIbHOCTH.
Cooeporcanue npaxmudeckux 3aHAmMuil
1. IlpuurHBI BO3HUKHOBEHUS JOKYMEHTA




2. JIoKkyMeHT KaK HOCHTENb ynpaBieHueckoil nndopmarmn. [lonstue, GyHKINUU U criocoObl
JOKYMEHTUPOBAHHUS.

3. IlpeumymiectBa M HEJOCTAaTKH HCIOJB30BAHHS  «DJIEKTPOHHBIX  JIOKYMEHTOBY.
OCoOEeHHOCTH MX XpaHEHHS.

4. Knaccuukarus 10KyMEHTOB.

5. SI3BIK ¥ CTHIIb OPUIIMAIBHBIX TOKYMEHTOB.

6. Yaudukanus u craHnapTU3anis T0KyMEHTOB.

7. CucteMbl TOKYMEHTAIIUH Pa3IMYHBIX Cep AeATEIbHOCTH.

8.Uto moHmMaeTcs moJ CTpyKTypoit qokymenTta? Iloyemy cTpyKType TOKYMEHTa YAEseTcs
ocoboe BHUMaHUE?

9. Uto Takoe anekTpoHHas upoBas MOANUChH? B kKakux ciydasx oHa ucmoib3yercs? Kakosa
€€ CTPYKTYpa U B KaKOM CJIy4ae OHa TePSET CBOIO CUITY?

10. Kakue Buapl, GopMarsl U TUIBI OymMard MPHUMEHSIOTCS TPU CO3/JaHUHM JOKYMEHTOB?
CymiecTByeT JId pa3HHIA B CO3MaHHH M O(QOpMIICHHH JOKYMEHTOB Mexnay Poccueit, EBpomnoit u
CTpaHaMU CeBEpOaMEPUKaHCKOro KOHTHHEeHTa? B uem oHa 3axitouaercs?

Tema 2. CocTaB U NOPSII0OK Pa3padoTKH JOKYMEHTOB B YIIPABJIe€HY€ECKOM 1eATEJTbHOCTH.

Cooepoicanue n1ekyuonHo20 mamepuana

1. Tlopsimok pa3paboTKu OpraHU3alMOHHO-pacCTIOpsAUTEeNbHON qokyMeHTauu (OPJI):

- OpraHU3allMOHHON JOKYMEHTAlNH;

- pacnopsiANTENLHON JOKYMEHTALNY;

- “H(GOPMAITMOHHO-CITPABOYHON JJOKYMEHTAIIHH.

2. OcobeHHOCTH pa3pabOTKH TOKYMEHTAIIUHU, OTPAXKAIOIICH:

- (MHAHCOBO-XO3SIICTBEHHYIO JACSITEIIFHOCTh OPraHU3allNH;

- KOMMEPYECKYIO e TeIbHOCTh OPraHU3allHH.

Cooeporcanue cemMuHapcKux 3aHamutl

1. Tlo xakuM mpU3HAKaAM OCYIIECTBIAETCS THUMOJOrH3anusi JoKyMeHTOB? Kakue THIIbI

JOKYMEHTOB BBIJICJISIOTCS IPU 3TOM?

KakoBo ocHOBHOE Ha3Hau€HUE OPraHU3allMOHHBIX TIOKYMEHTOB?

Kakwue cymiecTByIOT BUbI OpraHU3AUOHHBIX JOKYMEHTOB?

Kaxosa ¢ynkuus [Tonoxenus? B yem ero otuuune ot Ycrapa?

KakoBa cTpykTypa TeKkcTa MHCTPYKIMH IO JeI0npou3BoAcTBY? Kakue mpuiioxkeHus oH

COIEPKUT?

B uewm 3akiiouaercs crienupuka HHCTPYKIUU KaK JOKyMeHTa?

7. W3 Kakux CTPYKTYpHO-KOMIIO3MLIMOHHBIX OJIOKOB COCTOUT TEKCT PaCHOPSAUTEIHLHOTO
nokymenta? Kak BappupyeTcsi KOMIIO3MLMOHHAS CTPYKTypa paclopsAUTEIbHBIX
JIOKYMEHTOB?

8. KakoBa ocHOBHas (pyHKIUSI paclopsAUTEIbHBIX TOKYyMEHTOB? B uem ux oTinume oT
OpraHU3aI[MOHHBIX?

9. Kakue AOKyMEHTHl BXOAAT B TIpymmy HHGOPMAMOHHO-CIIPABOYHBIX JIOKYMEHTOB?
KakoBa nx ocHoBHast GyHKIHS?

10. KakoBbie 0coOeHHOCTH 0(OpMIICHUS pa3TUYHbIX BUIOB JIEIOBBIX mruceM? B uem cocTout
CTaH/IaPTU30BAHHOCTH JAHHOTO BUAA JOKyMEHTa?

okrwd

Sk

Tema 3. /lokymeHTHPOBaHHE PA0OTHI C IEPCOHAJIOM.

Codepofcaﬂue JIEKYUOHHO2O0 mamepuaja

1. KoMmneke kagpoBoil TOKyMEHTAlMH: TIOHATHE U €€ COCTABIIAIOLIHNE.

2. YHuduuupoBaHHsle (GOpMbI NEPBUYHON YUETHON JOKYMEHTALMU MO Y4YeTy TpyJa U €ro
OTLJIATHI.

3. TpynoBoii JOTOBOp: COAECpKAHUE U IOPSAJIOK 3aKITHOYEHUSI.

4. Ocob6eHHOCTH JOKYMEHTHUPOBAHHs 3TANlOB TPYJAOBOM JEATEILHOCTH PabOTHHUKA (TIpUEM,
NepeBo, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHUE U JP.)

5. TpynoBast KHWXKKA: paBUIIa BeI€HUS U 0(POPMIICHHUS.
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6. OdopmiieHne 1 BeieHNE JTUYHONM KapPTOUKU U JIMYHBIX JIEI.

7. Iporecc 3amuThl TpoecCHOHATBHBIX JAHHBIX B KaJPOBOU CITykKOe.

Cooeporcanue npakmuyeckux 3aHAmMuL

1. TMouemy /i KaIpOBOM CITY’KObI 0COOCHHO Ba)KHO MPABUIBLHO OPOPMIISITH JOKYMEHTHI?

2. IlepeuncianTe OCHOBHBIE IOKYMEHTHI, pa3pabaTbiBacMbIe KaIpOBOH CIIyKOOH.

3. Kakum o6pazom knaccuduuupyercs KaapoBasi JOKYMEHTAIUS

4. OnpenenuTe MOHATHE «yHUPHUIMPOBaHHAS (OPMA JOKYMEHTA.

5. [lepeuncnure GOpMBI IEPBUYHON YIETHOH TOKYMEHTALIMH 110 YUETY KaapOB.

6. KakoBa pojb HMHCTpYKIMM IO JEJIOINPOU3BOACTBY KaJIpoBOW ciayxObl. Omnpenenure
COJIep’)KaHWE MHCTPYKLUUHU 110 JIeNonpou3BoACTBY. Oxapakrepusyiite mnpasuia 0G(OpMIICHHUS
JOKYMEHTa «KBAJU(HUKAIMOHHBIE TPEOOBAaHUS K COMCKATENI0O BAaKAHCUW» W COCTaBJICHHUS
OOBSIBIICHUS O BAKAaHCHHU.

7. HeobxonmuMmo 1u 3asiBiieHNe pabOTHUKA O pueme Ha padoty? Ilepeuncnure JOKYMEHTHI ,
MpeIbsBIsiEMBbIE IIPH YCTPOICTBE Ha paboTy.

8. [losicaure, nouemy TK P® 3ampeniaeT 3akit04eHre CPOUHBIX TPYJOBBIX 10TOBOPOB?

9. OxapakTepusyiiTe 00s3aTebHBIE U JOTIOJHUTEIBHBIEC YCIOBHS TPYIOBOTO JIOTOBOPA.

8. KakoBa 1eib cyiecTBoBaHUS TPyAOBON KHIDKKH? Kakue cBeeHNs BHOCSTCS Ha MEPBYIO
CTpaHUIly TPyA0BOH KHIKKH? ONMUIINTE MpaBuiia BEACHUS TPYIOBBIX KHIKEK. Kak HeoOXxoanmo
BHOCHUTB UCIPABJICHHUS 3aMIUCEN B TPYIOBYIO KHHKKY?

9. Chopmynupyiite moHsATHE THIHOTO jaena? Kakne JOKyMEeHTHI BXOJAT B €r0 cocTaB? 3adem
HE0OX0IMMO BECTH JIMYHbIE Jiea coTpyaHIKoB? [lepeuncinre JOKyMEHThI, KOTOpble HEO0X0IMMO
BKJIIOUYATh B JIMYHOE JIEJIO.

10. KakoB nmops10k GopMUpOBaHUSI XPAHEHUS JTUYHBIX A€ ?

11. TIpouecc 3amuThl MPOo(ecCHOHATBLHBIX JaHHBIX B KaJpOBOH CcIyxo0e.

Tema 4. [lonsiTMe U NPUHUMIIBI OPTAHU3AIUU JOKYMEHTO000pOTA.

Cooepoicanue neKyuonHo20 mamepuana

1. ®opMbI OpraHU3aUK ACTONPON3BOACTBA HA TIPEANIPUITAN. 3a1a9d U QYHKIHH CITYKOBI
JeTOTIPOU3BOJICTBA.

2.  JlokyMeHTOOOOpOT: TIOHSATHE, TPUHIHUIBI, KOJMYECTBCHHbIE ¥ KayeCTBEHHBIC
XapaKTEPUCTUKH.

3. OCHOBHBIE ATaITBI JOKYMEHTO000POTA.

4. JIOKyMEHTOIIOTOKHU: BXOJSIIasi, UCXOJIIas, BHYTPEHHSS TOKyMEHTaIusl. TeXHOJIOTHUS
00pabOTKH JOKYMEHTOIIOTOKOB.

5. Cnenmuduyeckne TeXHOJIOTHH 00Pa0OTKH JOKYMEHTAIIHH:

- KOH(UACHIIMATTbHAS TIOKYMCHTAIIHS,

- TOKYMEHTAIUS 110 OOPAIICHUSM TPaXKIaH.

Cooeporcanue npakmudeckux 3aHsamuil

1. Uto Takoe JOKyMEHTOOOOPOT, JOKYMEHTOIIOTOK?

2. Kakue rpymnmsl JOKYMEHTOB Y4acTBYIOT B JIOKyMeHTooOOpoTe. Kakue sTarmbl BKIIIOYaeT B
ce0s TOKyMEeHTO000pOT?

3. Kakue 1enonpon3BoICTBEHHBIC CITY’KOBI YYaCTBYIOT B OpraHH3aluu JJOKyMeHTo0o0opoTa?

4. JIOKyMEHTOIIOTOKHU: BXOJSAIIAsl, UCXOJAIIAsl, BHYTPCHHSSI JOKYMEHTANUs. TEeXHOJIOTHUs
00pabOTKH JOKYMEHTOIIOTOKOB.

5. 3aueM HeoOXOAMMO OTpeAeNeHrne 00beMa JOKYMEHTO000pOTa B pa3nyHble BPEMEHHbIE
nepuoabl?

6. B uem 3akirouaercs CyTb COPTHPOBKU JOKyMeHTOB? Kakue TOKyMEHTHI UCKITIOYAIOTCS U3
OCHOBHOTO JIOKYMEHTOTIOTOKA Ha 3TOM 3Tare?

7. Kt0 ocyliecTBiIsieT KOHTPOIb UCTIOTHEHHS TOKYMEHTOB U B Kakoil popme?

Tema 5. Opranusanus Texkyueit padoTbl ¢ JOKYMEHTAMH.
Cooepoicanue 1ekyuoHH020 mamepuana
1. Cucremaruzaiust JOKyMEHTOB.
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2. CocraBneHre HOMEHKJIATYpPHI JIeJ1: Ha3HaYeHUE, BHJIbI, 0COOEHHOCTH 0(OPMIICHHSL.

3. ®opmMupoBaHHE Je]: OCHOBHBIE OTIEPALIHH.

4. IIpaBuia onepaTUBHOTO XPAaHEHUS AETI.

Cooeporcanue npakmuiecKux 3aHAMuL

1. nst uero He0OX0MMa CUCTEMaTH3alUs JOKYMEHTOB.

2. CocraBneHre HOMEHKJIATYpPHI JIeJ1: Ha3HaYeHUE, BHJIbI, 0COOEHHOCTH 0(OPMIICHHSL.

3. KakoBa cTpyKTypa HOMEHKIIATYpbI JIEI.

4. KakoBbI IPUHIUIIBI HHICKCALIAN €17

5. Kakum o0pa3oM ucyHCisAoTca CpokH XpaHeHus aen? Kakoil HOpMaTUBHBIM JOKYMEHT
SIBIISICTCSI OCHOBOM OTIPE/ICIICHUSI CPOKOB XpaHEHUS 1€ ?

6. Ha kakoii aTare qoKyMeHTO000pOTa MPOUCXOAUT (hOpMHUpPOBAHKE JEIT?

7. Kakum 00pa3oM CBsI3aHBI IPOIECCHI CO3/IaHUS HOMEHKJIATYPHBI Je)T U (POPMUPOBAHUS JIEIT?

Tema 6. IloaroroBka J0KyMeHTOB K Nepe/iaue Ha apXUBHOE XpaHEHHUe.

Cooeporcanue 1ekyuonHo2o0 mamepuana

1. DkcnepTr3a HayYyHOU U MPaKTUYECKON [IEHHOCTH IOKYMEHTOB.

2. DKcnepTHas KOMUCCHS: OCHOBHBIE (DYHKIIMU U TIOPSAOK PabOTHI.

3. OdopmiieHue Ael U COCTaBICHUE OTHCEH.

4. Tlopsmok mepeaaun JOKyMEHTOB B apXHUB.

Cooeporcanue npakmuyeckux 3aHamui

1. Kak mpoucxoauT noAroToBKa el B apXuB.

2. Yto takoe skcneptHas komuccusi? Kto BxomuT B ee coctaB? B yem 3akitoyaroTcst ee
byaKIANA?

3. B kakoM ciry4aeT mpoucXoauT YHUUYTOXKEeHHE JoOKyMeHTOB? Kak 310 mpoucxoaut? Kakoit
COTMYTCTBYIOIIUMA TOKYMEHT 0(OPMIIIETCS MTPU ATOM?

4. Tlopsaok nepenayu JOKYMEHTOB B apXUB?

5. Kakue comyTcTByrolue 10KyMeHTbl 0QOPMIISIOTCS B IIPOLIECCe MOATOTOBKH JIEN K cAaye B
apxuB? Kakyto (QyHKIHIO BBITOJTHSIOT 3TH JOKYMEHTHI?

Tema 7. Opranu3aniuOHHO-TeXHUYECKOe OOecredeHue 1eJJ0NMPOon3BOIACTBA.

Cooeporcanue 1eKYuoHH020 Mamepuaid

1. Opranu3zamus paboThl ceKpeTapsi pyKOBOJUTENS U 0pUC MEHEKEPa.

2. Texunueckue cpeacTBa 0(UCHOM JACITEIBHOCTH.

3. KomnproTepHbIE TEXHOJIOTHHU CO3AaHUS U O(POPMIICHHS JOKYMEHTOB.

Cooeporcanue npaxmuyeckux 3aHAmul

1. Opranu3zamus paboThl ceKpeTapsi pyKOBOJUTENS U 0pUC MEHEKEPa.

2. Kakue TexHuueckue cpeiactBa O(UCHOW ICATEIHPHOCTH HCIOJB3YIOTCA MpU padoTe ¢
nokyMeHTamu. VX ponb u 3HaueHue?

3. Kakue koMIploTepHBIE TPOTPAMMBbI IPUMEHSIOTCS U1 ONTUMHU3AIUU JOKYMEHTO000pOTa
B opranmu3anuu’? 1x poJsib v 3HaUeHHUE?

Tema 8. HopmaTuBHO-MeTOANYecKass 0a3a 1eJ10NPON3BOICTBA.

Cooeporcanue nekyuonno2o mamepuana

1. 3akoHoaTenbHbIe akThl PO B cepe nndopmanuu 1 JOKyMEHTAIUH;

2. Yka3bl u pacnopspkenus Ilpesunenta P®, nocranosnenus [IpaBurensctBa PO B chepe
JEJIONPOU3BO/ICTBA;

3. HopmaruBHbple mpaBOBbIE akThl (heAEepaTbHBIX OPraHOB MCIOJHUTEIBHON BIIACTH
(MMHHCTEpPCTB, KOMUTETOB, CIIyXO0, areHTCTB), PErJaMEHTUPYIOIIUX BOMIPOCH TOKYMEHTAIlHOHHOTO
obecneueHus;

4. TexHUYECKUE pErJIaMeHThl U HalmoHanbHble Ctannaptel B o6mactu JJOY;

5. OOmepoccuiickue  Kiaccu(UKATOPbl, TEXHUKO-dKOHOMHUYECKOM M  COIMaIbHOM
uHpOpMaInH;

6. YHU(ULIMpPOBaHHbBIE CUCTEMbI JOKYMEHTAIIH;
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7. HopmaTHBHO-IIPaBOBbIE AKThl M METOJWYECKUE JOKYMEHTBI IO JEJIO0NpPOU3BOJICTBY,
M3/1aBacMbI€ PYKOBOJCTBOM YUPEKACHUN OPraHU3aLUi, IPEIIPUATUI;

8. 3axkoHonarenbHbIe aKThl CyObekTOB P®d u mpaBoBble aKThl, MPUHUMAEMbIE OpPraHaMu
HCIIOJIHUTENBHOM Bi1acTu CyObeKTOB PD.

Cooeporcanue npakmuiecKux 3aHAMuUL

1. Kakumu HOpMaTUBHBIMU aKTaMU PETJIAMEHTUPYETCS CO3/1aHUE TIOKYMEHTOB;

2. Vka3bl u pacniopspkenus Ilpesunenra PO, nocranosnenus IIpaBurenscrea PO B chepe
J€JIONIPOU3BO/ICTBA;

3. HopmaruBHble mpaBOBBIC akThl ()eAEpaJbHBIX OPraHOB HCIIOJHUTEIHHON BIIACTH
(MUHHUCTEPCTB, KOMUTETOB, CIYK0, ar€éHTCTB), PErJIAMEHTUPYIOIINX BONPOCH! JOKYMEHTAllMOHHOTO
oOecrieyeHns 1 3aIUTY TaHHBIX PaOOTHUKOB

4. TexHuueckue periaMeHThl U HalmoHanbHble CtanaapTsl B oonactu JJOVII;

5. OOmepoccuiickue  KIacCU(PUKATOPBI, TEXHUKO-DKOHOMHUYECKOM W  COLMAIbHOMN
nHpopmanuy;

6. llpu cozmaHum Kakux JIOKYMEHTOB MCIIOJIb3YIOTCA YHU(DULIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIIH;

7. HopmaTHBHO-TIpaBOBbIE aKThl M METOJWYECKHE JOKYMEHTBI IO JI€JIO0NpPOU3BOJICTBY,
M3/1aBacMbl€ PyKOBOJCTBOM YUPEKACHUN OPraHU3alUi, NPEIIPUATUI;

8. 3akoHojarenbHbIE aKThl CyObekTOB P® U mpaBoBble akThl, IPUHUMAEMble OpPraHaMU
HCIIOJIHUTENBHOM Bi1acTu cyObeKkToB PD.

9. Kakue nokyMeHTaMu perjiaMeHTUPYEeTCsl JOKYMEHTOO00POT OpraHu3aliii.

10. KakuMu HOpMaTHUBHO-TIPAaBOBBIMHM aKTaMU pErilaMeHTUpyeTcs (popmMupoBaHue jaena U
nepeiaya ux B apXuB

5. IlepedyeHb Y4eOHO-METOAUYECKOr0 oOOecreYeHUsi JIsi CAMOCTOSATeIbHOH PadoThI
o0yyaromuxcs 1Mo JMCHUIJINHE

CamoctosarenbHas paboTa oOy4aromuxcsi MpU HU3Y4YEHUU Kypca «JloKyMeHTalnoHHOe
obecrieueHre YMpPaBICHUYECKOW JAeATEeIbHOCTU» IMpEeNroiaraeT, B MHEPBYIO odepelb, padoTy ¢
OCHOBHOM W JIOTIOJIHUTEIILHOM JTUTEpaTypoid. Pe3ynbraramu 310l paboThl CTAHOBSITCS BHICTYILICHUS
Ha IPAKTHUYECKUX 3aHATHUSX, y4aCTHE B OOCYKICHUU.

MeTtoiuKka caMOCTOSATENBHON pabOThl MpeBAPUTEIHHO Pa3bsCHSAETCS MPEnoiaBaTesieM U B
MOCJIEYIOIEM MOXET YTOUHSATHCS C YYETOM HWHAMBHAYAJIbHBIX OCOOEHHOCTEH OOyJaromIMXcs.
Bpemst u MmecTo caMocTosTeNbHOM paboThl BHIOUPAIOTCS 00YUaIOLUIUMUCS IO CBOEMY YCMOTPEHUIO C
y4eTOM pEeKOMEHAlNi MpernogaBaTers.

CamocTodaTenbHyl0 paboTy Haja IUCHUIUIMHON CliellyeT HauyuHaTh C W3Yy4eHUs paboueit
MPOrpaMMbl JAUCHUIUIMHBI «/[OKyMeHTalMOHHOE OOecreueHue YIpPaBICHYECKON AEsITeIbHOCTUY,
KOTOpasi COAEPKUT OCHOBHBbIE TpeOOBaHWS K 3HAHUSAM, YMEHUAM M HaBbIKaM OOyYaeMBbIX.
OO6s13aTeNIbHO ClleyeT BCIIOMHHUTh PEKOMEHIALMU MPErnoaaBarens, JaHHbIe B X0JIe YCTAHOBOUYHBIX
3aHATUM. 3areM — TMPUCTYNaTh K M3YYEHHIO OTHAEIbHBIX pa3JeloB M TeM B MOPSIKE,
MPEeIyCMOTPEHHOM ITPOTPAMMOIA.

[TonyuuB npencraBieHne 00 OCHOBHOM COJIEp>KaHUM pas3fielia, TeMbI, He0OOXOUMO U3YyYUTh
MaTepHal ¢ MOMOIIbI0 YIeOHMKOB, YKa3aHHBIX B pa3zelnie 7 ykazaHHOU mporpammel. [lenecooOpasHo
COCTAaBUTh KpPAaTKUN KOHCHEKT WM CXEMY, OTOOPa)KaIOIIyI) CMBICT M CBSI3M OCHOBHBIX MOHSITUN
JAHHOTO pa3jiela M BKIIOUYEHHBIX B HErO TEM. 3aTeM, KaK IMOKa3bIBA€T OMBIT, MOJIE3HO HU3YyYUTh
BBIJIEPKKM U3 TEPBOMCTOUYHUKOB. [lpM xkemaHMM MOMKHO COCTaBUTh HMX KpPATKHIl KOHCIIEKT.
OO0s13aTeNbHO CleAyeT 3alMChiBaTh BO3HHKIIME BOMPOCHL, HAa KOTOPbIE HE YOAIOCh OTBETHUTH
CaMOCTOSITENBHO.
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HaunmenoBanue |Bompocel, BEIHECEHHBIE DopMbl Y4eOHo- ®opmMa KOHTPOJISA
TeMBbI HA CAMOCTOSITEJILHOE | CAMOCTOSITEJbLHOI MeToauYecKoe
H3yYeHue padoThI olecnieuenmne

Tema 1. OOmas [puunner PaGota B Jlurepatypa Kk Teme, VerHelii orpoc,
XapaKTepUCTUKA BO3HMKHOBCHUS oubnmoreke, paboTa c UHTEpHET AOKIaza
YIIPaBIICHYECKUX JOKYyMEHTA. Bkitouas JbC. MCTOYHUKAMHU
JOKYMEHTOB HdoxymenT kak | [logroroBka

HOCHTENb JOK/Iaja-

YIIPABJIECHYECKON IIpE3EHTaLH.

UH(OPMAIHH.

[ousitre, ¢GyHKIMU U

CIIOCOOBI

JOKYMCHTHUPOBAHUA.

IIpeumymecrra 5

HEJIOCTaTKH

UCIIONIb30BAHUS

«OJICKTPOHHBIX

JIOKYMEHTOB.

OcobenHoctu ux

XpaHeHus.
Tema 2. CocraB u OcobeHHOCTH Pabota B Jlutepatypa k Teme, VYcrHblii onpoc,
TIOPSIIOK pa3paboTKu o6ubmmoTeKe, paboTa ¢ HHTEpHET NOKTaz
pa3paboTKu JIOKYMEHTAIINH, Brutrouast ObC. HWCTOYHUKAMU
JIOKYMEHTOB B OTpaXKaroIlei: IToaroroBka
yIpaBIeHYECKOH - (uHaHCOBO- | JOKITAIA-
ACATCIIBHOCTHN XOSHﬁCTBeHHy}O MMpE3CHTAI NN

JIeSITEIbHOCTh

OpraHu3aluy;

- KOMMEPUYECKYIO

JEATEIbHOCTh

OpraHu3alyy.
Tema 3. OcobeHHOCTH Pabora B Jlutepatypa K Teme, VYerHbiii onpoc,
JIoOKyMEeHTHpOBaHUE | JOKYMEHTHUPOBAHUS oubImoTeKe, paboTa ¢ HHTEpHET JOKTaz
paboTHI ¢ 3TamnoB TPYAOBOH BruTrouast ObC. HCTOYHUKAMH
[IEPCOHAIOM JEATEbHOCTH [Toaroroska

paboTHHKa (TIpHEM, JTOKJTa1a-

IIepeBo/, OTITYCK, IIPE3EHTALNH.

KOMaHJUPOBKa,

YBOJILHEHHE U JIP.)

TpynoBast KHHXKKA:

[IpaBUjIa BEICHUA U

oopmiteHusI.
Tema 4. Ilonsitne 1 | JIOKyMEHTOITOTOKH: Pabora B Jlutepatypa k Teme, VerHslit onpoc,
TIPUHITHATIBI BXOJISIIIIAS, UCXOAAIIas, | OMOIIoTeKe, paboTa ¢ UHTEpHET JOKIaz
OpraHu3aluu BHYTPEHHSIS BKirouast ObC. HMCTOYHUKAMU
JOKyMEHTOO0OpOTa | JOKYMEHTALHSL. [Hoaroroeka

Texunonorus JOKIIaga-

00paboTKH MIpEe3CHTAIUH.

JOKYMEHTOIIOTOKOB.

Crernudunyeckue

TEXHOIIOTUU 00paboTKU

JOKYMEHTALUU:

- KOH(pHIeHIMAIbHAs

JOKYMEHTALHUS;

- JOKYMCHTAaI 14 110
06paH_leHI/I$IM rpaKaaH.
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Tema 5. Cocrasnenue Pa6ora B Jlurepatypa k Teme, Vernslii onpoc,
Opranusanus HOMGCHKIJIATYPBI JCII: oubnmoreke, paboTa c UHTEpHET AOKIan
TeKyIlel paboTbl ¢ | Ha3HAa4YEHHE, BUIIBI, Bkitouas ObC. MCTOYHUKAMH
JOKyMEHTaMU 0COOEHHOCTH Iloaroroska

ohopmiteHUsL. JoKIaaa-

dopmupoBaHue 1em: IIpe3EHTallUuU.

OCHOBHBIE OII€paLH.

IIpaBuna

OIIEPaTHUBHOIO

XpaHEHus JIel.
Tema 6. OkcnepTtHas komuccus: | Pabora B Jlurepatypa Kk Teme, YerHslii onpoc,
[Hoaroroska OCHOBHBIC (YHKIIUM U | OMOIHOTEKe, pabora c HHTEpHET JoKar

JIOKYMEHTOB K TOPSIOK PaOOTHI. Brurouast ObC. HWCTOYHUKAMU
nepenave Ha Odopmrenue nen u [oaroroska
apXMBHOE XpaHEHHE | COCTABJICHUE OMUCEH. JIOKJIaza-

[opsinok nepenaun Ipe3eHTAaIlNH.

JOKYMCHTOB B apXHB.
Tema 7. Opranun3zanus pabotel | Pabora B Jlurepatypa Kk Teme, YcrHslii onpoc,
OpraHu3amoHHO- cekperaps 6ubmuoreke, pabota ¢ UHTEpHET NOKTIaz
TEXHUYECKOE pykoBoautenst u opuc | Brirouas ObC. HWCTOYHUKaMU
obecrieueHmne MEeHeKepa. [Tonroroska
nenonpon3BojacTBa | Kakue TexHuueckue JIOKIIaj1a-

cpenctea ohucHON MIPE3CHTAIMH.

JeSTELHOCTH

WCTIONB3YIOTCS TIPU

pabore ¢

JIOKyMeHTaMHu. VX ponb

Y 3HaYeHne?
Tema 8. YHudumupoBaHHbIe Pabota B Jlutepatypa K Teme, VeTHbli onpoc,
HopmarugHo- CHUCTEMBI OoubIMoTeKe, pabora ¢ HHTEpHET JOKTaz
MeToandeckas 06aza | JIOKyMEHTAIlHH; Bkutoyast ObC. WMCTOYHUKAMHU
nenonpousBoacTBa | HopmatusHo- IToaroroska

MIPaBOBHIE AKTHI U JOKJaa-

METOIMYECKHe MIpe3eHTaINH.

JIOKYMEHTBHI TI0

TIENTOTIPOU3BOICTRY,

n31aBaeMble

PYKOBOJICTBOM

YUpEXKICHUN

OpraHu3aIui,

NpEANpUATUL;

3aKoHOATENbHbBIC

aKThl cyOpexToB PD 1
[IPABOBBIC AKTHI,
MIPUHUMAEMBbIE
opraHamu
HCTIOJIHUTEIbHON
BIIACTH CyOheKTOB PO.

6. OneHOYHbIE MaTepPHAJIbI V151 NPOBEJACHHUS MPOMEKYTOYHOM aTTecTaluu 00y4aomuXxcs
N0 JMCHHUILIMHE «/[OKyMeHTallnOHHOe 00ecneYeHne YIPABJICHYCCKON NeATeIbHOCTH»
6.1. Onucanme mokasareseil 1 KPpUTEpHEeB OLCHMBAHUS KOMIIETCHIMI, ONMCAHHE LIKAJI

OLICHUBAHUA
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Ne n/m

HaumenoBanue
OLIEHOYHOI 0
cpeacTBa

Kparkas xapakrepucTuka
OLICHOYHOI'0 CPEACTBA

IIxana U KpUTEPUH OLEHKH, OALT

Kpurepun
OLICHUBAHUS
KOMIIeTCeHIIUH

Ompoc

COop mepBruYHON HMHPOpPMAIN
o BBISICHEHHUIO YpPOBHS
YCBOGHUS TIPOMEHHOT O
MaTepHaia

«3auTeHO» - eCi OOYJaIOIIHIACS
JIEMOHCTPHPYET 3HAHUE MaTepuana
MO0  pasleny, OCHOBaHHBIC Ha
3HAKOMCTBE c 00s13aTEIbHOM
JUTEPATYpO H  COBPEMCHHBIMH
MyOJNUKAIUSMK, JaeT JIOTUYHBIE,
apryMCHTHPOBaHHBIC OTBETHI HA
MOCTAaBJICHHBIC BOMPOCHL.  Taxxke
OIICHKA «3a4YTEHO» CTaBHUTCA, €CIIU
o0ydarommmcs JIOTYIIEHEI
HE3HAYMTEILHEIE HETOYHOCTH B
OTBETaX, KOTOPBIC OH HCIPABIISICT
MyTeM HABOISIIUX BOIPOCOB CO
CTOPOHBI MPENOAaBATEIS.

«He 3aUTEHOY» - HAMEIOTCS
CYIIIECTBEHHBIC TPOOENbI B 3HAHHUU
OCHOBHOTr'0 MaTepHaJa o paszeny, a
TaKxe JIOITYIICHBI
MPUHIMITAATBHBIC  OIUOKH — TIpU
W3JI0KCHUU MaTepHaa.

OK-1

Joxman-
Npe3eHTaIus

[IyOnuuHOEe BBICTYIUIEHHE IO
IPEJCTaBICHUIO  IOTYYEHHBIX
pe3yabTaToB B IIPOrpaMme
Microsoft PowerPoint

«5» — JoKJIa;  BBIIOJAHEH B
COOTBETCTBUH c 3asIBJICHHOU
TEMOH, Mpe3eHTalus JITKO
yuTacMa " sjdCHa JId IIOHUMAaHUA,
rpaMOTHOE HCIIOIb30BaHHUE
TEPMUHOJIOTHH, CBOOOIHOE
HU3JI0’KCHHUE paccMaTpUBaEMBbIX
npo0ieM, IOKIaAYUK IPaBHIBHO
OTBETUJI Ha BCE BOIIPOCHI B XOZE

JMCKYCCHUM;
«4» — HEKOpPPEeKTHOEe O(OpMIICHUE
Ipe3eHTalNH, IPaMOTHOE

UCIIOJIB30BAaHUE TEPMUHOJIOTHH, B
OCHOBHOM CBOOOIHOE H3JIO)KEHHE
paccMaTpUBaeMBbIX mpobiem,
JOKJIAI9MK YaCTHYHO IIPAaBHIIBLHO
OTBETHJI Ha BCE BOIPOCHL B XOJE

JMCKYCCHM;
«3» — OTCYICTBHE NpE3eHTalUH,
JOKIIaI9UK HCIIBITHIBA

3aTPyJHEHHS TIPH BBICTYIUIEHUH U
OTBETE Ha BOMNPOCHI B  XOfe
JIMICKYCCHH;

«2» - TOKJIQJTYHK HE PACKPBHUI TEMY

OK-1
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3 Konnoxsuym becena  mpemopaBaTtenst ¢
YUYaIIMMUCS Ha OIpPEICICHHYIO
TeMy 13 y4eOHOW pOorpaMMbl

«3autreHO» - eciu oOydarommucs

JIEMOHCTPHPYET 3HAHHE MaTepHasa
Mo pas3ieny, OCHOBaHHEIC Ha
3HAKOMCTBE c o0s13aTenLHOI
JUTEPATypoOil H COBPEMEHHBIMH
NyOJIMKANUSIMY; JaeT JIOTHYHBIE,
apryMeHTHPOBAHHBIE OTBETHI Ha
MOCTAaBJICHHBIC BOMPOCHL. Takxke
OIICHKA «3aYTEHO» CTaBUTCS, €CIIU
o0ydarommmcs JIOITYILEHEI
HE3HAYUTENbHBIE HETOYHOCTH B
OTBETaX, KOTOPBIC OH HCIPABISACT
MyTEeM HABOJAIIUX BOIIPOCOB CO
CTOPOHBI MPENOAABATEIS.

«He 3a4TCHO» - HUMCHKOTCA

CYHICCTBECHHBIC HpOGeJ’IH B 3HAaHUU
OCHOBHOI'O Mat€pualia 1o pasaciy,
a TaKXE JOIMYIICHbI
MPpUHIUTIAAIIbHBIC OIIMOKHU npu
H3JIOKCHUUW MaTCpuaia.

OK-1

6.2. MeToauueckne MaTepuajbl, ONpele/silollde NMpPouUelypbl OLEeHHBAHUS 3HAHWIA,
YMEHHUIii, HABBIKOB M (MJIM) ONBITA AeATEJbHOCTH, XaPpAKTEPHU3YIOLIUX 3Talbl (POPMHUPOBAHUSA
KOMIIETEHIIMA B TMpouecce OCBOEHHSI OCHOBHOH TNPo(ecCHOHAIBLHON 00pa3oBaTe/JIbHOM
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NPOrpaMMmblI
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®opma KoOHTpOJIA/
KOAbI OIIEHHBAaEeMBIX
KOMIIeTeH Ui

ITpoueaypa oueHnBaHus

IIkana U KPUTEpPUH OLEHKH, HAILI
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3auer —
DdK-1

IIpy TOATOTOBKE K 3a4ery
HEOOXOJUMO
OPHEHTHPOBATECS Ha
KOHCIICKTBI JICKIHIA, pa00vyto
MporpaMMy  JTHUCHUTUTAHEI,
HOPMATUBHYIO, Y4eOHYIO W
PEKOMEHIyEMYIO
nutepatypy. OcHOBHOE B
NOATOTOBKE K caue 3adera
— DJTO TIOBTOPEHHE BCEro
Marepuajia JUCLUUIUIUHEL, I10
KOTOpOMY HEOOXOJMO
claBaThb 3ayer. IIpu
MOATOTOBKE K claue 3adera
o0yJaromuiics Bech 00BEM
paboThI JIOJDKEH
pacrpenensiTb paBHOMEPHO
0 JHAM, OTBCIACHHBIM JJIA
HOArOTOBKM K  3ad4ery,
KOHTPOJINPOBATh KaXK b1

JICHb BBIIIOJTHEHUE
HaMeueHHOUW pabotel.  Ilo
3aBEpIICHUIO H3YyYCHHS

JUCHMILIMHBI CHAETCS 3ad4erT.
B nepuon mnoOAroToBKM K
3a4eTy 0OydJaromniuiicss BHOBb

oOparaercs K yKe
n3y4eHHOMY (TIPOHICHHOMY)
yaeOHOMY Marepuany.

IToaroroBka oOydaromerocs
K 3a4eTy BKJIIOYaeT B cebOs
TPH STala: CaMOCTOSITENIbHAS
paboTra B TeUYEeHHE ceMecTpa;
HEMOCPEICTBEHHAS

MOJITOTOBKA B JTHH,
MPEANIECTBYIOIIUE 3a4ETy MO
TeMaM Kypca; TOATOTOBKa K

OTBETY Ha 3aJ1aHus,
comep)kammecs B OmiIerax
(Tecrax)  3adera.  3ader

MPOBOIUTCS 1O  Owmieram
(TecraMm),  OXBaTBIBAIOIINM
BECh MPOWUJICHHBII MaTepualn
JUCLUIUINHBI, BKJTIOYAsI
BONPOCHI, OTBEIACHHBIEC JUIS
CaMOCTOSITENBbHOrO
H3y4YCHHUS.

1. OLICHKA «OTJIMYHO» - OOydJaromuics
JIOJIKEH JaTh TOJHbIC, UCUYEPIBIBAIOIINE OTBETHI
Ha BOMNPOCH  3a4yeTallMOHHOro Owuiera, B
YaCTHOCTH, OTBET JIOJIKEH IMpENIoiiaraTh 3HaHHUE
OCHOBHBIX MOHSTUN M UX OCOOCHHOCTEH, YMCHHE
MPaBUIILHO OTIPEACNATh cnenuduky
COOTBETCTBYIOIIMX  OTHOIIEHUHN, MPaBUIBLHOE
pelieHne ImpakThyeckoro 3amaHus. OlleHka
«OTJIMYHO» TIpeAnojiaracT HaJIUuuue CHUCTEMBI
3HAHUH 10 IPEIMETY, YMEHHE U3JIaraTh MaTepral

B JIOTUYECKON THIOCJIeIOBATEIbHOCTH,
CUCTECMATUYHO, TI'PaMOTHBIM A3bIKOM, BJIAACTh
HaBBIKAMU CO3JaHUs, (hopmupoBaHUS
JIOKYMEHTOB, JIOKYMEHT0000pOTa,

(dbopMupOBaHHEM JIEN, CO3ITaHUEM JIOKYMEHTOB IO
JIMYHOMY COCTaBy U T.JI.

2. OLlEHKa «XOpOILIO» - OOyYaroluics
JIOJDKEH JaTh TIOMHBIE OTBETHI HA BOIPOCHI,
YKa3aHHBIC B 3a4eTalMOHHOM ounere.
JlomyckaroTcsi HETOYHOCTH TIPH OTBETE, KOTOPHIE
BCE XK€ HE BIHUAIOT Ha TPABHUIBHOCTH OTBETA.
OTBeT MOIDKEH MpeAroiaraTh 3HaHUE OCHOBHBIX
MTOHATHH U MX 0COOCHHOCTEH, YMEHUE MTPaBUILHO
OTPENENATh  CHEMU(UKY  COOTBETCTBYIOIINX
OTHOILIEHUH, BJAJcHHe Oa30BbIMM HaBBIKAMH
pemennsi cbopa u 00paboTku WHGOPMAIUH, TS
co3maHug  AokymeHTa. OIleHKa  «XOpOIIO»
MpEeanonaraeT HaJludue CUCTEMbl 3HAHUM 10
IpenIMeTy, YMEHHE H3/IaraTb MaTepual B

JIOTHYECKOMN IMOCJICAOBATCIbHOCTH,
CUCTEMATUYHO, TI'pPaMOTHBIM $A3BIKOM, OOHAKO,
JOITYCKAITCA HC3HAYUTCIILHBIC OH_II/I6I(I/I,

HETOYHOCTH 10 HAa3BaHHBIM KPUTEPHUSIM, KOTOPbIE
BCE K€ HE MCKAXKAIOT CYTH COOTBETCTBYIOIIETO
oTBeTa

3. OIICHKA «yJIOBJIETBOPUTEITHEHOY -
00ydaromuiicss TOJKEH B IIEJIOM JIaTh OTBETH HA
BOIIPOCHI, MPEUIOKEHHBIE B 3a4eTallMOHHOM
ounere, OpHEHTUPOBATHCS B cHucTEME
JMCIUIIINHGI «/{OKyMEHTaIlMOHHOE 00ecreueHne
yIIPaBIEHYECKOM JeATeTBHOCTH, 3HATh
OCHOBHBIE TIOHSATHUS JTOKYMEHTOIOTOKa,
JOKYMEHTO000pOTa,  CHUCTEMY  JHCLUILIMHBIL,
IpeIMeT, OCOOCHHOCTH  OTHEIBbHBIX  BHJIOB
MPaBOOTHOILLIEHUH. Ouenka
«yJOBJICTBOPUTENBGHO»  IPEAIoiaraer,  4ro
Marepral B OCHOBHOM H3JIO)KEH TIPaMOTHBIM
SI3BIKOM

4. OIICHKa «HEYJIOBJIETBOPUTEIBHO»
Hperoiaraer, 4ro o0yJaroumMmcs 0o He JaH
OTBET Ha BOIpOC Owiera W (WIM) HE pelIeHa
3aj1aya, MpeUIOKeHHAs B 3a4eTallMOHHOM OnIIeTe,
1100 00y4JaIOIIHUIiCs HE 3HACT OCHOBHBIX OHSTHIH
JOKYMEHTO000pOTa, JOKYMEHTOIIOTOKA,
HOPMAaTUBHO-METOANYECKOTO obecredeHus
JENONPOU3BOACTBA WM HE OPHEHTHpYETCS B
CHCTEME JIOKYMEHTALMOHHOro OOecredyeHusi, He
MOXET  ONPENeNUTh MNpeaMeT IMCHUIUIMHBL,
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1)
2)
3)
4)
5)
6)

1)
2)
3)

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

4)
5)

1)
2)

3)
4)
5)

6)

0COOEHHOCTEMH OTACNIBHBIX
JIOKYMEHT0000pOoTa

6.3. TunoBble KOHTPOJbHbIE 3aJaHUsl WJIM HHbIe MATepHAJIbl, HeOOXOAHMBbIE [JIsi
npoueaypbl OULEHUBAHHUA 3HAHMI, yMeHHMi, HABBIKOB M (WJIM) ONBITA [eSATEJbHOCTH,
XapaKTepU3yIUX 3Tanbl (OPMUPOBAHUS KOMIETEHIMl B MpoIlecce OCBOEHHS OCHOBHOM
npodgeccuoHaIbLHOMH 00pa3oBaTeIbHOM MPOrpaMMbl

6.3.1. TunoBsble 3aJaHus 1/l IPOBeAeHUSI TEKYIIEr0 KOHTPOJIS 00y4YaroluXcs

6.3.1.1. 3aganus n1Js onmpoca:

Tema 1. O0uas XapaKkTepuCTHKA YIPaBJIeHYeCKHX IOKYMEHTOB.
3aoanue Ne [. Omnpegenute omMOOYHBbIE BAPUAHTHI NpH O0QOPMIIECHUM PeKBU3UTA
«HAMMEHOBAHHME OPraHU3alUN», BHECUTE UCTIPABJICHHS
M1y, PYJ/IH, PITY, BHUVcenvxosmauwi;
Bcepoccuiickaa akademus cenvcroxozsaiicmeenuvix Hayk um. B.U. Jlenuna (BACXHUJI);
Omgkpwvimoe axyuoneproe ooujecmso «Kackaoy, 3akpvimoe axyuoreproe ooujecmeo «ILiymomny;
Qupma «Cnymuuky, pupma «Buonay, nusnas komnanus «Llepepa», pabpuxa «3aps».
Omoen mapkemunea, omoen nepego3okK;
Mawcmpoticknao.

3aoanue Ne 2. Haiigute ommmOku npu oGopMJIeHHH PEKBU3UTA «CIPABO4YHbIe JaHHbIE 00
OpraHu3annm»:

344014 2op. Kanyea, Kpacnouii np-km, 68-1, m. (83832)24-32-13, pacu. cu. 1467791,

630495, cop. Capamos, yn1. Cedosa, 0.87; men. 39-49-57, ¢haxc 39-48-59;

Poccus, . Acmpaxaus, ya. I'opvrkoco, oguc 45, menegon. (83832) 24-32-18, ppaxc: (83832)24-32-
13;

630005, 2. Open, yn. Kp.-I'sapoetiyes, 35, OAO «Pocay, m.43-17-50, ¢.43-13-42,;

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

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

2op. Mockea, Poccus, ynuya Ihywkuna, 0. 35-2, opuc 7, meneg. 34-52-1;

M-sa, Poccus, yriuya Hexpacosa, oom 35, kopn.2, keapm.7

3aoanue Ne 3. Kak Bbl 0(popMHTE PEKBH3UT «ajpecaTy», ecJIH apecaToM siBJIsIeTCsI:
IIpeocedamenvy cmpoumenvrnozo koonepamuea B.A. Coxonos, HauanvHuK ynpasieHus MapKemured
340 «Pecama» H.H. Crnasuykuti, oupexmop wxonwvl B.C. Cepeees;

1Inanoso-sxoHomuyeckoe ynpasnenue Bonocoockoco mebenvnoco kombunama; omoen mapkemuHea
00O «Bumsszoy;

Hexan ucmopuueckozo ¢haxynemema Examepunbypeckozco 2ocyoapcmeennoz2o YHusepcumema
00Kmop ucmopuueckux Hayk, npogeccop E.B. Cepeees; sedywuii cneyuanucm OO0 «Ceemnanay
K.E. Ilponun; cmapwuii unocenep I1.H. Ceemnos,

Jlupexmopwi npeonpusmuii 2. Ilcxosa,

Aomunucmpayust pationog Yensounckoti ooracmu?

3aoanue Ne 4. OrmerbTe Hen04YeTbl B OGOPMJIEHHH PEKBU3NUTA «OTMETKAa 0 HAJIHYUH
NPUIOKEHUSD):

Ipunooscenus: Kamanoe noswix usoenutl, Cneyughuxayus Ho8bix U008 NPoOYKYUU;

Ipunooscenue: akm sxkcnepmusa Ha 1 1. 8 3 9K3. (HazeaHue npunazaemozo OOKYMeHma YKA3aHo 8
mexcme);

Ipunooscenue: na 2n. 6 2 5x3. (Hazeanue npunazaemo2o 0OKyMeHma He yKa3aHo 8 mexkcme),
Ipunooscenue: ooxkymenm na 2 1. 8 1 9k3;

IIpunoocenue: cnpaexa, oannaa A.A. Heanoey 6 mom, umo om pabomaem Ha npeonpusmuu
«Pocmexcmunomawry nomownukom cmapuie2o undicenepa na 1 1. 6 3 ax3.;

Ipunoosicenue: na 3 1. 6 1 9k3. moabKO OUpPEKmMopy 3a600y « ¥Ypanmebensy.
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Tema 2. CocTaB n MmopaAa0OK pa3pa60TRn AOKYMEHTOB B ynpaBnquecKOifl JACHATCJIBbHOCTH.

3aoanue Ne [. Pa3paboTaiiTe MPOEKT MOJOKEHUS O MOPSAKE PACIpPEeNICHHs JCHEeKHON PEMUH B
TPYAOBOM KOJIJIEKTHUBE.

3aoanue Ne 2. PazpaboTaiiTe mpoeKT HHCTPYKIIUH IO JeOPOU3BOICTBY KOHKPETHOW OpraHU3alIiH.
3a0anue Ne 3. OmnpeaequrTe, K KAaKOMY OPraHU3alMOHHOMY JOKYMEHTY OTHOCSITCS
npeasaraemMble (pparMeHThbl J0KYMeHTOB. O00CHYiiTe CBOe pellleHme.

Texer 1.

OMPMEHHOE HAUMEHOBAHUWE

N MECTOHAXOXJIEHUE OBILIIECTBA

1.1ITlomupiM ¢upmeHHpIM HauMeHoBaHMeM OOmiecTBa sBisiercss OOIIECTBO € OTPaHUYCHHOM
otBeTcTBeHHOCThIO «HOTA». Cokpaimiennoe ¢upmenHoe HammeHoBaHue obmiectBa — OO0
«HOTA».

1.2.MecToHaxoxIeHIe 00mecTBa (MOYTOBIM HHICKC): MomoaexkHbIi npoct., 15, r. KpacHospck-
45, 630091, Poccuiickas deneparusi.

Texer 2.

OBIIME IMTOJIOXEHUA

1.1 Cekpetapb-pedepeHT OTHOCHTCS K KAaTETOPWUH CHEIHAIUCTOB MPEINPUITHS, MPUHUMACTCS U
YBOJIBHSIETCS TUPEKTOPOM.

1.2 OcHOBHBIMM  3amadyaMu  CceKperaps-pedepeHTa  SIBISIFOTCS  OpPraHU3alMOHHOEC U
JOKYMEHTAI[MOHHOE O0ecrieueHue YIpaBIeHYeCKOH 1eATeIbHOCTH

Tekcer 3.

1.1.95ekTponpoBOiKa B yYEOHBIX MOMENICHUSX JO/DKHA HAXOJWUTHCS B HCIPABHOM COCTOSHUH.
ConpoTuBiIeHHE U30JISIIUH TPOBOJOB JIOJKHO MEPUOJUUECKU 3aMepATHCS, PU HEOOX0MMOCTH
JOJI’KEH MPOBOIUTHCS] PEMOHT.

1.2 3anpemiaercss  OpUMEHATh  JUIA  3alUTBl  JJIEKTPOCETe  BMECTO  aBTOMATHUYECKUX
MpeloXpaHuTeNel 1 MIaBKUX BCTABOK 3aIIUTY KyCTapHOTO U3TOTOBICHUS (CKYUKH).

Texker 4.

1.1.1HCTpYKTOP MEPBOM KaTETOPUH OT/ACIa KaJpOB, OPraHNU3allMOHHO-MACCOBOM PabOThI M1 KOHTPOJIS
OTHOCHUTCSI K KATETOPUHU CHEI[UAIMCTOB.

1.2.Ha nomKHOCTP HMHCTPYKTOpa MEpBOM KAaTErOpHH Ha3HAuaeTcsl JIMIO, HMEIoIIee BhICIIEe
npodeccuoHaibHOE 00pa3oBaHue, 0e3 MpeIbIBICHUS TPEOOBAHUH K CTaXy pabOTHI.

1.3.Ha3nauenue Ha JOHDKHOCTH HMHCTPYKTOpa IIEPBOM KATETOpPUU U OCBOOOXKICHHE OT Hee
MIPOU3BOJIATCS IOCTAHOBJIEHHUEM (PacHOPSHKEHUEM) COBETA MIIH MTPABJICHHUS.

3aoanue Ne 4. YcTaHOBUTE COOTBETCTBHE MEKIY BHAOM JOKYMEHTA U Pa3/ieJioM TeKCTa:

YcraB KOJIMYECTBO IITATHBIX €IUHUIL

[IpaBuia BHyTpEeHHETO dbopMupoBaHUE U paclipeieieHe
TPYIOBOTO pactopsiaKa JIOXO0JI0B y4eOHOTO IIEHTpa
[Tonoxenue (GyHKIMH U TOJDKHOCTHBIE 00SI3aHHOCTH
JIomKHOCTHAS MHCTPYKIIHS perucrpanus T0KyMEeHTOB

[TaTHOE pacnucanue OCHOBHBIE (PYHKIIUU TIPEITPUITH
WNucTtpykius mo HOPAJIOK TIpUEMa U YBOJIbHEHHUS
JEJIONIPOU3BOJICTBY pabOTHHKOB

3a0anue Ne 5. Onpepesiute, B COCTABJEHMH KAKOI0 BHJAa OPraHHM3allMOHHOIO JOKYMEHTAa
NPHUHUMACT y4aCcTHEe YKA3AHHbIN CIIEHATNCT:

1) Croenumamuct oTaena KajpoB —

2) CoTpyAHUK IIAaHOBO-?KOHOMHYECKOTO OT/eNa —

3) HOpuct —

4) PykoBoaMTENb AETONPOU3BOACTBEHHON CITY)KOBI —

5) Cneumanuct onpeneneHHON 0TPACcv MPOU3BOICTBA —
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3aoanue Ne 6. CocTaBbTe IPUKAa3 B COOTBETCTBUM CO CJEAYIOIIMMH CUTYAlUSIMU:

1) B opranuzanmu He0OX0JAUMO YTBEPIUTh HHCTPYKIIHIO O JCIOTPOU3BOJICTBY;

2) B OAO «3Banyck» Obuta mpoBeleHa MpoBepKa (UHAHCOBOW OTYETHOCTH XO3SHCTBEHHON
JEeATEIbHOCTH, B X0€ KOTOPOH BBISBJICHO, YTO HAa NPEANPHUATHH HE BEACTCS KypHAI ydeTa
BbIJIa4YM JIOBEPEHHOCTEH U OTCYTCTBYET OTYETHOCTh 110 KOMaHIMPOBKaM;

3) HeoOxoauMo opranu3oBaTh pabOTy B Mpa3fAHUYHbIC JHU (HAYAIBHUK OXPaHBI JIOJDKCH
oreyaTaTh IPOU3BOJICTBEHHBIC TIOMEUICHUS U 00ECTIEYNTh OXPaHy; IUPEKTOP MO TMEePCOHATY
JIOJDKEH OpraHu30BaTh JEKYPCTBO Ha TelleOHE TIIAaBHOTO o¢uca JIs ONepaTUBHOTO
pelIeHus BOIPOCOB; TIIaBHBIN OyXranTep A0JDKeH 0(OPMUTH OIUIATy JEKYpPCTBA B TBOMHOM
pasmepe);

4) HeoOXoauMoO OpraHu30BaTh IMOJIrOTOBKY K €KEroJHOMY CEMHUHApY (IMPEKTOp IO
MapKEeTUHTY JOJDKEH NpPEICTaBUTh TE3UCHl JOKIAJ0B CHEIHAIHNCTOB-MAPKETOJIOTOB IO
3apyO0e)KHOMY PBIHKY; CEKpeTapb T'€HEpallbHOTO TUPEKTOpa JOJDKEH MOATOTOBHTH IUIaH
OpraHU3aIMOHHBIX MEPOIPHUATHI 10 TPOBEJCHUIO CEMUHApPA; TJIaBHBIN OyXranrep MOJDKEeH
COCTaBUTh CMETy pAacXoJ0B MO OpraHu3alMi padOThl CEKIMHA ¥  MPOBEACHUIO
3aKJTIOYUTEIHFHOTO OAHKETA).

3aoanue Ne 7. JlonoiHUTE BbICKA3LIBAHUS
1) Bwidensiomest credyrowue 8u0bl pacnopsaOumenbHbix OOKYMEHmMOos.
- NPUKas....;
2) ewidensromcs credyroujue pazHo8UOHOCMU NPUKA308: NPUKA3 NO OCHOBHOU 0esIMeNbHOCHU. . ...,
3) mexkcm pacnopaoumenbHo20 OOKYMEHma umeem cledyrowue peKkeusuml. HAUMeHO8aHUe
opeaHuzayuu.....

3aoanue Ne 8. TlpoanHaau3upyiTe T0KYMEHT, UCNOJb30BaHHbIN B «3anmucHBbIX KHHKKax» U.
HNabda. Onpenenure ero B U KOHCTUTYHpPYIOIIUe npu3Haku. Kak o0bIrppiBaeTcs JaHHbII
AOKYMEHT B Xy/J10:KeCTBEHHOM NPOU3BeIeHNH?

Jano cue momy-cemy (makomy-cakomy) 6 mom, umo emy paspeulaemcsi mo oa ce, Ymo
NOONUCHIO U NPUTONCEHUEM nedamu yoocmosepsaemcs. 3a mako2o-mo. 3a csako2o-mo. Yupeowcoenue
«A3 ecmbr4.

3aoanue Ne 9. CocTaBbTe TOKJIATHYIO 3aIUCKY JJIs1 CJIeYIOIIeld CHTYyalllu.

Menemkep OT/IeNna ONTOBBIX MPOJIAaX JOTOBOPWIICS O IMOCTaBKax HOBOTO TOBapa B CETh
MarasuHoB «JKOLEeHTp». JlJIs CKOpeHIIero 3HaKOMCTBAa MOTPEOUTENsI ¢ TOBApPOM M TOBBIIICHUS
o0beMa mpoaax ObLIO MPUHATO PEIICHUE O Pa3MEIIEHUH B TOPTOBBIX TOYKAX IMOCTEPOB C PEKIAMOM
naHHOTO ToBapa. OHaKo Ha ckiaze (puirasa MmocTepoB B JOCTATOYHOM KOJMYECTBE HE OKA3allOCh,
Y BO3HHMKJIA HEOOXOAMMOCTH 3aKa3aTh MX Ha IEHTPaJIbHOM ckiaze ¢upmbl. JlokiagHyro 3amucky
COCTaBMJI MEHEDKEP Ha UMS HayaIbHUKA OT/IeIa ONITOBBIX IIPOJIAK.

3aoanue Ne 10. CocTaBbTe aKT O MpPOBEepKe paboOThl ¢ JOKyMEeHTaMH B oTAene mapkerunra OO0
«Kapar».

[IpoBepky mpoBomiia 22 HOSOPS TEKYIIETo roja KoMuccus B coctase 1. byxranrepa M./L.
AnToHOBa (Ipencenatens), 3aB. Kannensapueit JI.JI. lllykunoit, HauanpHuk oTaena mapketunra K.E.
Taruposa. KoMuccus npoBena opraHu3aluio U yCIOBUs XPAaHEHUS YIPABJIECHUYECKUX JTOKYMEHTOB.
@DakTOB yTpaThl, NOPYM M HE3AKOHHOI'O YHMUYTOXEHMsI JOKYMEHTOB HE YCTaHOBJIEHO. OIHaKoO
KOMHCCHS YCTAaHOBHJIA PSIJI CYIIECTBEHHBIX HEAOCTATKOB: HECBOEBPEMEHHO (OPMHPYIOTCS B Jeia
HCIIOJIHEHHBIE JOKYMEHTBI; 3arojIOBKU i€l HE BCErJa COOTBETCTBYIOT HOMEHKIATYpE ned. AKT
COCTaBJICH B 3 9K3. (Ul HayallbHHUKA OTeNia MapKeTHHTa , 3aB. KaHuesspuei, B aeno No 15-06).
OcHoBanneM sBIsieTcs NpuKa3 aupekropa oT 20 HosOps Tekymero romza No 23 "O
COBEpPILIEHCTBOBAHUH JOKYMEHTALMOHHOTO OOECTIeYeHUs eATENbHOCTI». YTBEPKIAETCS aKT I'eH.
Hupextopom OOO «Kapat» N.K.MBanosbiM 23 Hosi6ps Tekymiero roga. OcrajbHble PEKBU3UTHI
JIOTIOJTHUTE CaMOCTOSITENIBHO.
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6.3.1.2. TunoBbie BAPUAHTHI TECTOBBIX 3aJaHUIl
1. l'apanTHiiHOE TUCHMO — 3TO:

JOKYMEHT, COOOHIAIOmUi O MpHOMMKEHUH, YCKOPEHUH, UCTEUYECHHH CPOKAa HCIOIHEHHUS

KaKoro-Jauoo JeHCTBU,
JOKYMEHT, COJIEpKaIlUN TPUIJIALIEHUE HA MEPOIIPUATHE;

JOKYMEHT, B KOTOPOM TapaHTUPYETCsl OIUIaTa BHIIOJHEHHONW pabOThl MM MPEJOCTaBICHHUE

9ero-m0o (padoThl, MOMEIIECHUS U T.11.),
JOKYMEHT, IT0ATBEPKAAOIINHI MOJIy4YEeHUE HEHHOCTEN.

2. Jlaiite onpeneneHue JOKyMEHTA:

MaTepHaIbHBIA 00BEKT ¢ wuHpopManmen, 3aQUKCHPOBAHHONH CO3AAHHBIM YEIIOBEKOM

croco6oM, a7 e€ nepeaayu BO BpEMEHHU U IPOCTPAHCTBE;
COBOKYITHOCTb PEKBU3UTOB O(UIHATILHOTO MUChMA;
CTaHJAPTHOE PACIOJIOKEHUE MaTepraa,;

TEKCT.

3. Jlaiite onpenenenue hopmysipa-oOpasia:

COBOKYITHOCTB PEKBU3HUTOB JICJIOBOI'O MUCHMaA,

COBOKYITHOCTH ~PACIIOJIOKEHHBIX B  OIPEIESIIEHHOW TMOCIeI0BATEIbHOCTH
MIPUCYIIHX BCEM JOKYMEHTAM OIPEIEICHHON CHCTEMBI JOKYMEHTAIUH;
COBOKYITHOCTH PEKBU3HTOB ITPHKA3a,

COBOKYITHOCTb PECKBU3HUTOB aKTa.

4. Jlata moxymMeHTa 0(pOpMIISIETCS CISAYIONTUM 00pa3oMm:
1 depans 1997,

1 peBpans 97 r.;

01.02.97 r.;
01.02.97.

5. Jlara nokymMeHTa — 3TO:

JaTa ero MoAMUCAHMS, IPUHSTHS;

JIaTa ero COCTABJICHMS;

JaTa ero MoAMKMCAHUSs, IPUHITHS, YTBEP)KICHHSI, COCTABIICHHUS, aTa COOBITHS;
nara cOOBITHSL.

PEKBU3UTOB,

6. KakuM CBOMCTBOM MOKHO OXapaKTCpUu30BaTh HAJIUYHUC Y NOKYMCHTAa HCOTBCMIIEMBIX

cjiaracMabIX, 0e3 KOTOPBIX OH CYHICCTBOBATb HE MOKCT:
BCIICCTBCHHOCTD,
anI/I6YTI/IBHOCTb;

CTPYKTYPHOCTD,
BCPHOI'O BapruaHTa OTBCTA HECT.

7. [lenoBbie MUchMa OOBIYHO 3aKaHYUBAIOT (pa3aMu:
B COOTBETCTBUU C Barieii mpocs00ii ...

C YBAXKEHUEM ...

HAaMU pacCMOTpPEHBI Balu npennoxeHus ...

B CBSI3U ...

8. J1enonpous3BoACTBO — 3TO:
MpaBUIIbHOE 0(OPMIIEHUE TOKYMEHTOB;
OpraHu3aius J10KyMeHTO000pOoTa B YUPEKACHUY;

COBOKYITHOCTb JOKYMCHTOB, OTPAKAIOIIUX YITPABJICHUCCKYIO ACATCIIbHOCTD YUPCIKICHUA,
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COBOKYITHOCTb pa60T o JOKYMCHTHPOBAHHIO ACATCIIBHOCTH YIIPABJICHUA U 11O OpTraHU3allun
AOKYMCHTOB B YUPCIKIACHUH.

9. JleATenbHOCTD amiapara yIpaBJICHHs, OXBAThIBAIOIIAs BOIPOCHl JOKYMEHTUPOBAHUS U
OpraHu3anuu padoThl C JOKyMEHTAMH — 3TO:

JOKYMEHTAI[HOHHOE 00eCIIeYeHNE yIPaBICHUS,

CTaH/IapTU3AIIHS;

EI'CH;

CUCTCMA JOKYMCHTAllUU.

10. JlokyMeHT, 3aKpeluIsiolIui JODKHOCTHOM M UHCIEHHBIH COCTaB MPENIPUSITHS C
ykazanueM (poHIa 3apabOTHOI MIaThl — 3TO:

JOJDKHOCTHASI MUHCTPYKIIMS;

yCTaB;

I0JIO’KEHHUE;

HITATHOE PACIUCaHUE.

11. JloxymeHT, (ukcupyromuidi xoJ OOCYXIEHHS BOINPOCOB W NPHUHATHUSA pELICHUN Ha
coOpaHMsIX, 3aCEIaHUAX, COBEIIAHUIX U T.IL.:

00BACHUTENLHAS 3aII1CKa;

JOKJIa/IHAsl 3aIlACKa;

aKT;

MIPOTOKOJI.

12. Kakas pyHKI#sS OTHOCHUTCS K OOITMM (DYHKITUSAM JOKYMEHTA:
0OIIEeKyIbTypHAS;

nH(pOpMaIMOHHAS,

paBoBas;

YIOPSI0YHBAFOIIAS.

13. Kak 10JKHO TPOUCXOIUThH JIEJICHUE JOKYMEHTOB:
Ha PO/Ibl, TOJIBUIBI, TOAPOIbI, PA3HOBUIHOCTH;

Ha PO/JIbl, BUbI, TTOJABHUIbI, PA3HOBUIHOCTH;

Ha BH/JIbI, TIOJIBUJIbI, PA3HOBHUIHOCTH, POJIBI;

Ha MOABHUBI, TIOJAPObI, PA3HOBUIHOCTH.

14. JIoKyMEHTAaIIMOHHOE 00ECTICUCHHUE YIIPABJICHHS — JTO:

MPOLIECC YCTAHOBJICHUA W NPUMEHEHUS MPaBUII C LEJbI0 YIOPSIA0YCHUS JIEATEIBHOCTH B
JIeIOTIPOU3BO/ICTBE;

NeSITeNbHOCTh ammapaTa yYIpaBJCHHs, OXBAaThIBAIOLIAs BOMPOCHl JOKYMEHTHPOBAHUS H
OpraHu3aiuu paboThl C JOKYMEHTAMH,

COBOKYITHOCTb JOKYMEHTOB, IPUMEHSIEMBIX B OIIPENICIICHHON cdepe AesITeNbHOCTH;
COBOKYITHOCTb PEKBU3UTOB, YCTAHOBIIEHHBIX B COOTBETCTBUU C (POPMYIISIPOM JOKYMEHTA.

15. EI'CJI — ato0:

COBOKYITHOCTb PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C (POPMYIIIPOM TOKYMEHTA;
KOMIUIEKC OCHOBHBIX TMOJIO)KEHHM, ONMPEAeNsIOIMNX U PEriJaMeHTUPYIOIIMX OPraHU3alHuio
JOKYMEHTAIIMOHHBIX MTPOLIECCOB HA MPEANPUITHH;

COBOKYITHOCTh JOKyMEHTOB, IPUMEHSIEMBIX B OIIPENICTICHHOH cepe NesTenbHOCTH;
NeSTENbHOCTh alapaTa YIOpaBJi€HHUsS, OXBAaThIBAIOLIash BOMPOCHI JOKYMEHTHUPOBAHHUS H
OpraHu3aIuy padoThl C JOKYMEHTAMH.
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16. JlokymeHT, coxaepkamuii wuHpOpMaANUio, HE MpPEJHA3HAYCHHYIO Ui IIHPOKOTO
pacrpocTpaHeHus:

HEOMYOJIMKOBAHHBIN;

TalHBIN;

HEMyOJIMKYEMBIif;

HEIIEPUOAUYECKUM.

17. YTo OTHOCUTCS K IpU3HAKAM JIOKYMEHTA!
(GYHKIIMOHATBHOCTh WH(OPMAIIHH;
TO/IECTBEHHOCTh CaMOMY cebe;
3aKOHHOCTb;

3aBEPIICHHOCTb COOOIIEHUS.

18. Kakoii tornueckuii npueM, UCHOIb3yeTCsl IPU CO3JaHUU TOKYMEHTOB:
OIIPE/ICIICHUE;

YCTaHOBJICHUE;

000CHOBaHHE;

pa3bsCHEHHE.

19. Ecnu Bam HeoO6xoauMo 1aTh ONTMCAaHUE PEKIaMUPYEMBIX YCIIyT, BBl cocTaBuTe
JIOTOBOPHOE MTUCHMO;
peKIaMHOE MUCHMO;

COIIPOBOIUTENLHOE MHUCHMO;

MMUCHMO-TIpUTJIAIIIEHHUE.

20. Ecmu Bam Heo0x0o1uMo NpeIbsiBUTh MPETEH3UK MapTHEPY, Bbl cocTaBuTe
JIOTOBOPHOE MUCHMO;

nH(pOPMAITMOHHOE MMHCHMO;

COIIPOBOIUTENLHOE MHUCHMO;

MUCHEMO-TIPETEH3HIO.

21. YKaxuTe OTIUYUTEIIBHOE CBOMCTBO JOKYMEHTA:
KOIMMHHOCTD;

IOpUIMYECKas CUja;

MHOKECTBEHHOCTE;

TOYHOCTb.

22. Eciu Bam HeoO0XOAMMO NPHUIJACUTh OPraHU3aIMi0 WM JIOJDKHOCTHOE JIMIO Ha
COBeIllaHue, BCTpedy, Brl cocTaBuTte

MMUCHMO-TIPUTJIAIIICHUE;

COTIPOBOIUTENHHOE MMUCHMO;

MMUCHMO-TIOATBEPIKICHHUE;

JIOTOBOPHOE MHUCHMO.

23. Eciiu Bam HE00X01MMO COOOIIUTD O MPOBEICHUU MEPOTIpUATHs, BbI cocTaBuTe
COIIPOBOIUTENIBHOE NTHCHMO;

MACBEMO-TIOATBEPKACHHUE;

JIOTOBOPHOE ITUCHMO;

MH(OPMALIMOHHOE TUCHMO.

24. Ecniu Bam He00X0/1MMO COCTaBUTh MUCHbMO, HHPOPMHUPYIOIIEE aJjpecaTa O HalpaBIeHUN
K HEMY IIPUCBIJIAEMBIX JOKYMEHTOB, BbI cocTaBute
COIPOBOIUTENBHOE MMHACHMO;
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MMUCbMO-YBCOAOMIICHUEC,
IMUCbMO-TIOATBCPIKACHHUEC,
AOTOBOPHOC MHUCHbMO.

25. Ecniu Bam HE0OX0IMMO COCTaBUTH MUCHMO, COTIPOBOKIAIOIIECE JTOTOBOP, TO OHO OyAeT
HOCHUTH Ha3BaHUE (0 COACPIKAHUIO)

IMHUCbMO-TIOATBCPIKACHHUEC,

JIOTOBOPHOE;

COIIPOBOJUTENIBHOE;

IIACHMO-YBEIOMJIICHUE.

6.3.2. TunoBble 3aJaHNs /I IPOBeAeHUsI MPOMEKYTOUHOI aTTeCTAIMH 00YYaAIOIIMXCS
[IpomexyrouHas arrecrauuss MO JAUCHMIUIMHE «JloKymMeHTalnnoHHOe oOecnedeHue
YIpaBIE€HYECKON JESATEIbHOCTH MPOBOAUTCS B (hopMe 3aueTa.

6.3.2.1. TunoBbie BONMPOCHI K 3a4eTy

oA wN

© oo~

16.

17.

18.
19.
20.
21.

22.
23.
24,

25.
26.

27.
28.
29.

Jlenonpou3BoACTBO  Kak (YHKLIMS YIpaBJICHHs, COBpPEMEHHbIE TpeOOBaHMUS K €ro
OpraHu3aIuH.

JIOKyMEHT, OCHOBHBIEC TIOHATHS, (QDYHKIIUU U CITIOCOOBI IOKYMEHTHPOBAHUSI.

Nudopmanus u JOKyMeHT.

Knaccudukanus nokymenra.

DNEKTPOHHBIN TOKYMEHT U IOKYMEHTOO0OPOT.

VHudukanus W CTaHJApTH3alMs KaK OCHOBHOE HAIPaBICHHWE COBEPIICHCTBOBAHHS
JTOKYMEHTOB.

CucteMbl TOKyMEHTaLlUH.

VYHUpUUIHUPOBaHHBIE CUCTEMBI TOKYMEHTALIUH.

OO6mue TpeboBaHUs K TEKCTY JOKYMEHTA.

. [TopsimoK M3M0KEeHUsI TEKCTa TOKYMEHTA.
11.
12.
13.
14,
15.

SI3BIK CITY’)KEOHBIX JOKYMEHTOB.

HopmaTuBHO-TIpaBoBast 6a3a Jemomporu3BOICTBA.

CoctaB peKBU3UTOB, MpaBUIIa KX 0(QOpMIICHUSI.

Bupl 61aHKOB TOKYMEHTOB, HX XapaKTEPUCTHKA.

[IpaBuna odopmieHHs, W3rOTOBICHHS, Y4YE€Ta, HCIIOJIB30BAHUS M XPaHEHHsS OJAHKOB
OpraHu3aIuH.

XapakTepUCTHKa U COCTAB PACTIOPSIUTEIBHBIX JIOKYyMEHTOB: TPEOOBAHHS K COCTABJICHUIO U
0(hOPMIICHHIO.

PazpaboTka IOKyMEHTAIlMH, OTpaKarolmed (HUHAHCOBO-XO3SIWCTBCHHYIO ESITEIbHOCTh
OpraHu3aIuH.

Pa3paboTka TOKYMEHTAIH, OTPAKAIOICH KOMMEPUYECKYIO ESITEIbHOCTh OPraHU3aIiu
JIOKyMEHTHpOBaHUE pabOThI C IEPCOHAIIOM.

Komruieke kapoBoi JOKyMEHTAIIUH.

YuubunupoBanusie GOpMbl NEPBUYHON YUETHON NOKYMEHTAIMHM MO YYeTy Tpyda U €ro
OILIATHI.

O6mue npasuia opopmIiIeHUs TPUKA30B 10 JTUYHOMY COCTaBY.

TpynoBoii noroBop: coaep:kaHue U MOPSIOK 3aKITIOUEHUSI.

Oco0eHHOCTH JOKYMEHTHPOBAHUSI JTAloOB TPYAOBOW NEATEIBHOCTH pAaOOTHHUKA: TPHUEM,
MepeBo/I, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHHE, OOIIPEHNE, TUCITUTUIMHAPHOE B3bICKAHHE.
[TpuHIHUIB 1 GOPMBI OpraHU3AIUH JIETONPOU3BOJICTBA HA MPEATPUSTHH.

Cnyx0a JTOKyMEHTAallMOHHOTO oOecriedeHus]  ympaBleHUs: (QYHKIUH, CTPYKTYpa,
JOJIKHOCTHOM COCTaB.

[ToHsiTHE, TPUHIIUITBI I XapaKTEPUCTUKH TOKYMEHTO000POTA.

OCHOBHBIE ATaIbI TOKYMEHTO000pOTA.

[TepBonauanbpHast 060pabOTKa JOKYMEHTOB B OpraHU3aIlUH.
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30. TexHoyOTUs paCCMOTPEHHSI JOKYMEHTOB B OpraHU3alUH.

31. Perucrpanus J0KyMEHTOB, €€ 3HAUYCHHE U (POPMBI.

32. KoHTpoJIb HCTIOJIHEHHUS TOKYMEHTOB.

33. XapakTepucTHKa JTOKyMEHTOIIOTOKOB: BXOIAIIAs, HCXOSIIAsl, BHYTPEHHSS JOKYMEHTALIUS.

34. Texnosorusi paboThI C JOKYMEHTOTIOTOKAMHU.

35. OcobenHocTH paboOThI ¢ KOHPUICHINATHHON JOKYMEHTAIIUEH.

36. Texnosorust paboThI C 0OpaLCHUSIMH TPAKIAH.

37. Cucremarusanus JOKyMEHTOB, UX y4eT U 00ecIiedYeHuEe COXPAHHOCTH.

38. HomenkiaTypa jiei: BHJIBbI, COJCPKAHNE U MOPSIOK COCTABICHUS.

39. ®opmupoBanue 1 0pOpMIICHHE AETI.

40. OcHoBHBIE TpeOOBaHUS K OPraHU3AIMH TEKYIIETO XPAaHEHUSI UCTIOJTHEHHBIX TOKYMEHTOB.

41. DkcniepTH3a LIEHHOCTHU IOKYMEHTOB.

42. Cpoku XpaHEHUS TOKyMEHTOB.

43. TloarotoBka TOKyMEHTOB K C/Ia4€ B apXHB.

44. Cocrayienue u 0(hOpMIICHUE OTIUCH JICII.

45. ApxuBHOE XpaHEHHE JOKYMEHTOB.

46. OcHoBHBIE TpeOOBaHUs K 00ECTICYCHUIO COXPAaHHOCTH IOKYMEHTOB B apXHUBaX.

47. ®opMBbl UCHIOJIL30BAHUS JOKYMEHTOB U3 apXUBa.

48. Opranu3zamus paboThI CEKpeTapsi pyKOBOAUTENS U 0(hUC MEHEDKepa.

49. Texauveckue cpecTBa OUCHON IEATSITHHOCTH.

50. KoMmproTepHBIE TEXHOJIOTHH CO3JIaHMSI U 0(pOpMIICHHUS JOKYMEHTOB.

51. CymHOCTh W OCHOBHOE Ha3HAu€HHE JOKYMEHTAI[MOHHOTO OOECIIEYCHHUs YIpPaBICHHS B
COBPEMEHHBIX YCIIOBHUSX

52. Heo0OXoAMMOCTP 1 3HAUEHHUE CEKPETAPCKOH e TEITLHOCTH

53. Ponp  OKyMEHTAllMOHHOTO  OOecCleYeHussT B COBEPIICHCTBOBAHWUW  YIPABJICHUS
IPEINPUATHIMU

54. VicTopusi CTAaHOBJIEHUS U Pa3BUTHS IOKYMEHTALlMOHHOT0 00ecrieueHus yrpasieHus B Poccun

55. SI3BIK M CTWIIH IETIOBOM TIOKYMEHTAIIUN

56. JlomKHOCTHAS MHCTPYKIIHS B OpraHU3AINN

57. Ilpuka3s: BUIBI, COCTAB COACPKATEIHLHON YaCTH, PEKBU3UTHI

58. [IpoToKO: BUJIBI, COCTAB COAEPKATEIBHON YaCTH, PEKBU3UTHI

59. CnpaBka: BU/Ibl, COCTaB COAEP)KATEIbHON YaCTH, PEKBU3UTHI

60. [loknanHas, oOBSCHUTENbHAS 3alUCKU B OpPraHU3allMU: BUIbI, COCTaB COJIEP KATEIbHOM
YaCTH, PEKBU3UTHI

6.4. MeToauyeckue MaTepHajbl, ONMpeaessilolHe MNPoleAypPbl OleHHBAHHUS 3HAHMIA,
YMeHHii, HABBIKOB M (WJIM) ONBITA JeSITeJIbHOCTH, XapaKTePHU3YIOIMX 3Tanbl GopMHUPOBAHUSA
KOMIIeTeH M

C nuenplo ompeneneHUss YPOBHS OBJIAJACHUS KOMIIETEHIUSIMH, 3aKpEIUICHHBIMU 34
JUCHMIUIMHON, B 3aJaHHBIC MPEINoJaBareieM CPOKU MPOBOAMUTCA TEKYIIUH M MPOMEKYTOUHBIN
KOHTPOJIb 3HAHUM, YMEHHI M HaBBIKOB KakJ0ro oOyuaroiierocs. Bce BHIIBI TEKyHIEro KOHTPOJIS
OCYILIECTBIISIOTCS. HA MPAKTHUECKUX 3aHATUAX. VICKIIOUeHNe COCTaBIseT YCTHBIA OMPOC, KOTOPBII
MOXET MPOBOJUTHCS B Hayaje WM KOHIIE JIEKUMU B TeueHue 15-20 MHH. C LeNbl0 3aKperieHus
3HaHUN TEPMHUHOJIOTUU MO AucuMIUIMHE. [Ipu olleHKe KOMIETEHLM MPUHHUMAETCS BO BHHUMAaHHUE
¢dbopmupoBanre MpoheCCHOHATHFHOTO MHPOBO33PEHHUSI, OMPEACTICHHOTO YPOBHS BKIIOYEHHOCTU B
3aHATHS, pe(IeKCUBHBIC HABBIKH, BIIAJICHHE N3y4aeMbIM MaTepPUATIOM.

[Ipouenypa olieHMBaHUs KOMIETEHIIMN 00y4JaONIUXCs OCHOBAHA Ha CIIEAYIOUIUX CTaHIapTax:

1. [leproaAUHOCTH MPOBEICHUS OLIEHKH.

2. MHOTrOCTYIeHYaTOCTh: OllIEHKA (KaK MpernojaBaTesieM, TaK U OO0YyJaroIUMHUCS TPYIIbI) U
CaMoOOIleHKa OO0y4aromierocsi, OOCYXIEHUE pe3ylbTaTOB M KOMIUIEKC Mep TO YCTPAHECHHUIO
HEJI0CTaTKOB.
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3. EOMHCTBO MCHONB3YyeMOW TEXHOJOTHUU JUJIsl BCEX OOYYAIOUIMXCS, BBIMOJIHEHUE YCIOBHN
COIOCTaBUMOCTHU PE3Y/IbTATOB OLICHUBAHMUSL.

4. CobmroieHue MocCiIe0BaTeIbHOCTH IPOBEACHNUS OLICHKH.

Texymast arrectanusi ooyqaommxes. Tekymas arrectanus 00y4aromuxcs Mo JUCIUIITHHE
«JloKkyMEHTAallMOHHOE OOECIEUEHUE YIPABIEHUS IIEPCOHATIOM» IPOBOJUTCS B COOTBETCTBUM C
nokanbHbIMU HOpMaTHBHBIME akTaMu OAHO BO «MIICY» u siBisieTcst 00s3aTeIbHOM.

Texymas arrectanus mo aucuuiuinHe «J{oKyMeHTalMoHHOE OoOecrieueHre ynpaBIeHYECKON
NEATeIbHOCTH» TPOBOAUTCA B (hopMe Ompoca W KOHTPOJBHBIX MEPONPHUSATHH MO OICHUBAHUIO
(baKTHUECKUX pe3yabTaTOB OOydeHHsS OOYyYarOmUXCS W OCYIIECTBIISIETCS IPEIoIaBaTelieM
JUCLMIUIAHBI.

OObeKTaMu OLIEHUBAHUS BBICTYIAIOT:

1. ydeOHasi JAUCHUIUIMHA (aKTUBHOCTh Ha 3aHSATUSAX, CBOCBPEMEHHOCTH BBIOJIHEHHUS
Pa3IMYHbIX BUJIOB 33/1aHUM, IOCENIAEMOCTh BCEX BUJIOB 3aHATHH 10 aTTECTyeMOU JAUCLUILINHE);

2. CTEIIEHb YCBOCHUS TEOPETUYECKUX 3HAHMM B KAYECTBE «KIIKOYEH aHAIN3a»;

3. YpOBEHb OBJIa/ICHUS MPAKTUYECKUMU YMEHUSIMHU U HaBBIKAMHU 110 BCEM BHU1aM yu4eOHOM
paboThl;

4. pe3yNbTaThl CaMOCTOSITENIbHON paboThl (M3yd4€HHE KHUT U3 CIHMCKa OCHOBHON M

JOTIOJTHUTENbHON JIUTEPATYPHI).

AKTHBHOCTh OOY4YarOIIerocss Ha 3aHATHUAX OIICHWBAETCS Ha OCHOBE BBHITIOJHEHHBIX
oOyJarormumMcs paboT U 3alaHui, TPETYCMOTPEHHBIX TaHHOW paboyelt mporpaMMON TUCIIATITUHBI.

Kpowme Toro, oriennBanne 06ydaroiierocs IpoBOAUTCS Ha TEKYIIIEM KOHTPOJIE MO IUCHUTUIHHE.
OneHnBaHue 00ydJaroerocs Ha KOHTPOJIbHON HeJlele MPOBOAUTCS IPENoAaBaTeIeM HE3aBUCUMO OT
HaJU4Hs WK OTCYTCTBUS oOydaromierocs (10 yBaXUTEIHHOW WM HEYBOKUTEIHLHOW MPUYMHE) HA
3aHITUU. OLlEHKa HOCUT KOMIUIEKCHBIN XapakTep M YYHUTBHIBACT JOCTHXKEHMsI 00Yy4aromlerocs mo
OCHOBHBIM KOMIIOHEHTaM Y4e€0OHOT0 Mpoliecca 3a TeKYIIUi Hepruo.

OneHuBanue 0O0y4aromerocsi HOCUT KOMIUIEKCHBIN XapaKTep U YYUTHIBACT JOCTHKEHUS
oOyuaronierocss Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOTO mpolecca 3a TEKYyIUd Nepuoa ¢
BBICTaBJICHUEM OILICHOK B BEZJOMOCTH.

IIpomexxyTouHasi atTecTanus odydyaommxcs. [I[pomMexyrodnas arrectamus 00yJaroIuXcst
o JucHuminHe «J{lokyMeHTannoHHoe o0ecrieueHre YIpaBlieHYecKo AeITeTbHOCTHY MPOBOIUTCS B
COOTBETCTBUU C JIOKaJIbHbIMM HOpMaTuBHBIMM akTamu OAHO BO «MIICY» u sBnsercs
00s3aTeNnbHOI.

[IpomexyrouHas arrecranuss MO0 AUCHMIUIMHE «JloKymMeHTannoHHOe oOecnedeHue
YIpaBIEHYECKON JESITebHOCTHY MPOBOJUTCS B COOTBETCTBUM C YUeOHBIM IJIaHOM Ha 4 Kypce B 8
cemecTpe Juisi O4HOM GopMbl 00ydeHHs, Ha 5 Kypce B 9 cemecTpe Al OYHO-3a0YHOM M 3a0YHOM
dhopmbl 00ydeHus1, popMa KOHTPOJIS — 3a4eT s Bcex ¢hopm oOydeHus, 111 BceX GopM 00ydeHUs B
BHJIE 3a4€Ta B MEPHO/] 3a4ETHO-3a4E€TAlHOHHON CECCUU B COOTBETCTBUH C IPapUKOM MTPOBEICHUSI.

OOyuaromuecs JOMYCKAIOTCS K 3a4eTy MO TUCIUIUIMHE B CIy4ae BBIMOJIHEHHS UM y4eOHOTO
IUlaHa 10 JMCUUIUIMHE: BBIMOJIHEHHWS BCEX 3aJaHMi U MEPOINPHUATHH, NPeayCMOTPEHHBIX
MPOrpaMMON AUCHIHUTIIIMHBIL.

Onenka 3HaHUN 00Y4YarOIIErocs Ha 3a4eTe ONpeAeiseTcs] ero y4eOHBIMU JOCTIDKEHUSMHU B
CEMECTPOBBIN MEPUO U PE3yIbTaTaAMU TEKYILIETO KOHTPOJISl 3HAHUN U BBIIIOJIHEHUEM UM 33/IaHUH.

3HaHUA YMEHUSs, HABBIKU 00YYarOIerocs Ha 3a4eTe OLEHUBAIOTCA KaK: «OTIIMYHOY, «XOPOIIIO»,
«YIOBJIETBOPUTEILHO», «HEYTOBIETBOPUTEILHO.

OcHOBO# A71s OTIpeeIeH s OIICHKU CIYKUT YPOBEHb YCBOEHUS 00YyJarOIIMMUCA MaTepuana,
MIPEYCMOTPEHHOT0 TaHHOM paboyelt mporpaMMoi.

7. IlepedyeHb OCHOBHOW M JONMOJHUTEIbHON Y4eOHOH JuTeparypbl, HEOOXOAMMOMN IA
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OCBOEHHS THCIUITHHBI
a) OCHOBHAsI yueOHas1 JInTeparypa:
1. ApacmanoBa B.A. JlokyMEeHTallMOHHOE OOECIICUECHUE VYIPABICHHUS : Y4eOHO-IIPAKTUYECKOE

nocobue B cxemax, TaOmuuax, obOpasmax / ApacnanoBa B.A.. — Cypryr : Cypryrckuii
roCyJapCTBEHHBIN negarornyeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : anmexTpoHHBIN // DnekTpoHHO-OMOMMoTeunas cuctema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.htmi

1. HmutpueBa JL.U. JlokymeHTalMOHHOE OOECIEUEHUE YIPABJICHUECKOU JIESITeIbHOCTH
yaeOHOoe mocobue / JlmurpueBa JI.U., PyzaeBa M.B.. — HoBocubupck : HoBocubOupckuit
rOCyJapCTBeHHBIN TexHuueckuii yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. —
TekcT : anmexkTpoHHBIN // DnekTpoHHO-OMOMMoTeunas cuctema [IPR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/98703.htmi

2. Kysznenosa U.B. JlTokymeHnTanmonnoe odecneyeHre ynpapieHus IEPCOHANIOM [ DJIEKTPOHHBIN

pecypc]: ydeOHoe mocobue s OakanaBpoB/ Kysnemoa W.B., Xawatpsa [ A.— DnexTpoH.
TeKCcTOBbIe maHHbie.— Mockga: JlamkoB u K, A#t [Tu Op Menuna, 2019.— 220 ¢.— Pexxum nocryma:
http://www.iprbookshop.ru/83142.html

0) 1onmoJIHUTeIbHAsA YueOHas1 JIuTepaTypa:

1. Jlapua M.B. UudopmarnmonHoe obecrieuenne yrnpasiieHus : yaeonoe nocoodue / Jlapua M.B..
— Mockaa : Poccuiicknii rocyiapcTBeHHBIN TyMaHUTapHBIN yHUBEpcHuTeT, 2019. — 280 ¢. — ISBN
978-5-7281-2329-3. — TekcT : dNeKTpOHHBIH // DnexTpoHHO-O0nbIoTeunas cucrema IPR BOOKS
: [caitt]. — URL.: https://www.iprbookshop.ru/89572.html

2. Mantyposa H.C. KaapoBoe ae10npor3B0OACTBO U apXUBBI JOKYMEHTOB I10 JINYHOMY COCTaBy
[DnexTpoHHBIN pecypc]|: y4eOHO-METOJAMYecKoe IMocoOue sl CTYAEHTOB, OOYyYarolIuXcCs IO
HanpapiaeHUuo moarotoBku 46.03.02 JlokyMeHTOBeneHne u apxuBoBenaeHue/ MantypoBa H.C.—

DONEeKTpOH. TeKCTOBbIe JnaHHble.— YensOunck: YensOMHCKUN TOCYIapCTBEHHBIM WHCTUTYT
KynsTyphl, 2018.— 140 ¢.— Pexum moctyna: http://www.iprbookshop.ru/83609.html
3. Mensenesa O.B. OCHOBBI JOKYMEHTAIIMOHHOTO 0OECTICUEHUsI yIIpaBIeHus | pabodas TeTpaab

JUTsl 00YYarONIUXCs 110 HAIPABJICHUIO IMOArOTOBKH OakanaBpuara «MeHemxkmeHT» / Mensenesa O.B..
— Kpacnonap, Capartos : FOxHbIM HHCTUTYT MeHemkMenTa, Al [Tu Op Menua, 2018. — 94 ¢. —
Texkcr : snexkTpoHHBIA // DnekTpoHHO-OuOMMOoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/78038.html

4. Opranuzanys ¥ TEXHOJOTUS JOKYMEHTAlIMOHHOTO O0EeCIIeueHus yIPaBIeHUs | XpeCTOMAaTuUs
| . — Canxkr-IletepOypr : Cankr-IleTrepOyprekuii rocy1apCTBEHHBIN YHUBEPCUTET MTPOMBIIUICHHBIX
TexHoJyiorui u au3aiina, 2019. — 89 ¢. — ISBN 978-5-7937-1780-9. — TekcT : 31eKTpOHHBIH //
DNeKTpOHHO-ONOIHOTEeUHAS cucremMa IPR BOOKS : [caiiT]. — URL.:
https://www.iprbookshop.ru/102451.html

8. Meroanyeckue yKkazaHus J1Jisi 00y4al0IUXCs 110 0CBOEHUIO TUCHHUILIHHBI

Buj nesiTeJJbHOCTH MeToanuecKkue yKa3aHusl 10 OPraHU3aI|M 1esiTeIbHOCTH CTYIeHTA
Jlexmus Hanucanue xoHcTekTa JEKUUN: KPATKO, CXEMATUYHO, MOCIEI0BATEIbHO
(huKkcUpoBaTh  OCHOBHBIE  TIOJOXEHWsS, BBIBOIBL,  (DOPMYITHPOBKH,
0000111eHNs; [TOMeYaTh Baj)KHBIE MBICIH, BBIIEIATH KIIOYEBBLIE CJIOBA,
TepMuHbL. [IpoBepka TepMHHOB, TTOHATHH C TIOMOIIBIO SHIUKIONEIHA,
CIIOBapel, CIPaBOYHHKOB C BBIMMCHIBAHWEM TOJIKOBAaHHN B TETpPaib.
O003HAYUTh BOMPOCH, TEPMHUHBI, MaTepHal, KOTOPHIA BBI3BIBAET
TPYAHOCTH, TIOMETUTh M TIONBITATHCS HAWTH OTBET B PEKOMEHyEeMOii
muteparype. Eciu camocTosTenbHO He yaeTcst pa3o0paTbes B MaTepuale,
Heo0XoauMo chOpPMYIHPOBaTH BOIPOC W 3aJaTh IPENOAaBATENI0 Ha
KOHCYJIbTAIINH, Ha MTPAKTHYECKOM 3aHATHH.
[IpakTuueckue 3aHATUS [Ipopaborka pabodyeli MmporpaMMebl, yaenss 0Co00€ BHHUMAaHHUE IIETsIM U
3a7a4yaM, CTPYKTYpe U coaepxkaHu aucuuriuHbel. KoHcnekTupoBaHue
HCTOYHUKOB. PaboTa ¢ KOHCIEKTOM JIEKIIHH, IIOArOTOBKA OTBETOB K
KOHTPOJBHBIM BOIIPOCAaM, MPOCMOTP PEKOMEHAYEMOU JIUTEpaTyphl,

30


http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/83609.html

pabota ¢ TekcTom. [IpociaymmBanue ayano- U BUIC03aMUCeH 10 3aJaHHOI
TeMe, pelICHUE pacueTHO-rpaUuecKuX 3aJaHui, peuieHHe 3ajgad Mo
ANTOPUTMY H JIp.

I/IHHI/IBI/II[yaJ'H)HLIG
3aJaHusAd

3HAKOMCTBO C OCHOBHOW W JIONONHUTENBHOW JHMTEPATypod, BKIIOYAs
CIpaBOYHBIE W3JaHUs, 3apyOCKHbIE HCTOYHHKH, KOHCIIEKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEJCHUH, TPEOYIOUIMXCS IS 3alOMUHAHHS U
SIBJIAIOIIMXCA OCHOBOIIOJNArarolmuMu B 3Toil  Teme. CocTaBieHue
AHHOTALMM K IPOYUTAHHBIM JIUTEPATYPHBIM UCTOYHHUKAM U JP.

CamocrogTenbHast
pabora

CamocrosiTeslbHass paboTa MPOBOAWTCA C IENBIO: CHCTEMAaTHU3alUuH U
3aKpEIUICHUs IIOJIYYEHHBIX TEOPETHYECKUX 3HAHUM M IPaKTUYECKUX
YMEHHUI OO0ydJalolmUXcs; YIIyONeHHs M PaCIIUpEHHsl TeOPETUUECKUX
3HaHUH CTYAEHTOB; (POPMHPOBAHMS YMEHHI UCTIOIB30BaTh HOPMAaTHBHYIO,
NPaBOBYIO, CIIPABOYHYIO JIOKYMEHTAIMIO, YU4eOHYI0O W CHCHUAIBHYIO
JUTEpaTypy; pPa3BUTHs I03HABATENBHBIX CIIOCOOHOCTEW M aKTHBHOCTHU

Oo0ydJaroluxcsi:  TBOPYECKOH  MHUIMATHBBI,  CAMOCTOSITENLHOCTH,
OTBETCTBEHHOCTH, OpPTaHN30BaHHOCTH; ¢dbopMupoBaHHe
CaMOCTOSITEILHOCTH ~ MBIIIUIEHHS, CIIOCOOHOCTEH K  CamMOpa3BUTHIO,
COBEpILIEHCTBOBAHHIO u CcaMOOpTraHHU3aIHH; (dbopMupoBaHUs

HpO(beCCI/IOHaJ'IBHBIX KOMHe’TeHHHﬁ; Pa3BUTUIO HNCCIICA0BATCIIbCKUX
yMeHul o0ydaronuxcs. @opMbl U BUJIbI CAMOCTOSTEILHON pa0OTHI: YTCHUE
OCHOBHOH M JIONOJIHUTENBHOM JIMTEPATYPBl — CAMOCTOSTENBHOE U3YUEHU E
Marepuaja M0 PEeKOMEHIYyEeMbIM JHTEePATypHbIM HCTOYHHKaM; padoTa C
OMOTMOTEYHBIM KaTaJIOTOM, CAaMOCTOSITENIBHBIA ITOA00p HEOOXOAMMOM
JUTEPATyphl; paboTa co cIOBapeM, CIIPABOYHUKOM; IMOUCK HEOOXOIMMOM
nHpopmarun B cetn VIHTEpHET; KOHCHEKTHPOBAHHE  HMCTOYHUKOB;
pedepupoBaHre UCTOYHHUKOB, COCTABJICHHE AHHOTAIMH K MPOYMTAHHBIM
JIUTECPATYPHBIM HUCTOYHHUKAM; COCTaBJICHHUC peHeHSI/Iﬁ N OT3BIBOB Ha
MIPOYUTAHHBI MaTepHal; COCTaBJIeHHWE 0030pa MyOIWKalui IO TeMe;
COCTaBIICHHE W pa3pa0dOTKa TEPMHHOJOTMYECKOTO CIIOBApS; COCTABJICHHE
XPOHOJIOTHYECKOM TaOTHITEL; COCTaBJICHUE oubrorpahun
(6bubmmorpaduyeckol KapTOTEKH);, IMOATOTOBKA K pPa3IMYHBIM (hopmam
TEKYIIeH M TIPOMEKYTOUYHOM aTTecTaruu (K TECTHPOBAHWIO, 3a4eTy,
3a4ery); BBHIMIOJHEHNE JOMAITHUX KOHTPOJIBHBIX PaboT; caMOCTOATEIHHOE
BBITIOJTHEHNE TPAKTUYECKUX 3aJaHUH PENpONyKTUBHOTO THUMA (OTBETHI HA
BONPOCHI, TECTHI; BEHIMIOJHEHNWE TBOPUYECKUX 3aJjaHWii). TexXHOIorus
OpTaHM3allMd CAMOCTOATENBHONH palbOThl OOyYaromuWXCsl BKIIOYAeT
WCMONB30BaHNE  WH(POPMAIMOHHBIX H  MaTepHabHO-TEXHHYECKUX
pecypcoB 00pa30BaTEbHOTO YUYPEXKIEHUS: OWOIMOTEKYy C YHATaIbHBIM
3aJI0M, YKOMILJIEKTOBAHHYIO B COOTBETCTBHH C CYIIECTBYIOIIMMHA HOPMaMHU;
y4e0HO-MeTOAnYecKyr0 0a3y y4eOHBIX KaOMHETOB, JabopaTopwil W 3aia
Ko (pHUKaINK, KOMITBIOTEPHBIE KIIACCHI C BO3MOXXHOCTHIO PabOTHI B CETH
WnTepHer; ayauropuu (KIacchl) Ul KOHCYJIBTAIMOHHON NESITeIhHOCTH;
Y4eOHYIO B Y4eOHO-METOINIECKYIO TUTEPaTypy, pa3padoTaHHYIO C yI4ETOM
YBEIMYEHHUS IO CAMOCTOSTENIbHOW pa0OThl CTyNEHTOB, W WHBIC
MeToauveckne Matepuanbl. [lepen  BBITOMTHEHWEM  O0YYaIOIIMMUCS
BHEAYTUTOPHOH CaMOCTOSTEIbHOW padOTHl TpernomaBaTelb MTPOBOIUT
KOHCYJIbTHPOBAHHE TI0 BBHITOJIHEHUIO 3aJaHHUs, KOTOPBIA BKIFOYAET IIEh
3a/IlaHusl, €ro COJepKaHMs, CPOKH BBITTOHEHMsI, OpPUEHTHPOBOYHEIN 00beM
paboTHl, OCHOBHBIE TPEOOBAHUS K PE3YJIbTaTaM PaOOThI, KPUTEPUU OIICHKH.
Bo BpeMsI BBITIOJTHEHUS 00yJaromuMucs BHEAYAUTOPHOM
CaMOCTOATEIBHON pabOTHl U TIPU HEOOXOIUMOCTH TPEIIOIaBaTElb MOXKET
MPOBOIUTh  WHIWBUAyaJbHBIE W TPYIIIOBBIE KOHCYJIbTAIIHH.
CamocrosTenbHas paboTa MOXKET OCYIIECTBISTHCS WHAWBHUIYaTbHO WIIH
rpynnamMu oOy4aromuxcsl B 3aBUCUMOCTH OT 1M, 00beMa, KOHKPETHOU
TEMaTHUKH CaMOCTOSATENBHOIN paboThl, yPOBHS CIOKHOCTH, YPOBHSI YMEHUIA
oOyuarommxcsi. KoHTposib caMocToaTensHON paOdoThl pelycMaTpUBaET:

® COOTHECEHHE COJEp)KaHUS KOHTPONS C LeIsIMA  OOy4YeHHS;

00BEKTUBHOCTh KOHTPOJIS;
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® BAJUIHOCTh KOHTPOJNS (COOTBETCTBHE MPENbSIBISEMbIX 3aIaHHIA
TOMY, 4TO MIPEAIIoNaraeTcs IpoOBEPHUTD);

e uddepeHInAINIO KOHTPOIBHO-U3MEPUTENBHBIX MaTEPUATIOB.

DopMBI KOHTPOJISL CAMOCTOSITENBHOM PabOTHI:

® MPOCMOTP W NPOBEPKA BBITIOIHEHHUS CAMOCTOSTEIBHOH pPabOTHI
MIPENoIaBaTeNEM;

e OpraHu3alys CaMOIPOBEPKH,

e  B3aMMOINPOBEPKU BBHIIOJIHEHHOTO 3aJ[aHUs B TPYIINE; 0OCYXKICHHE
PE3YIBTATOB BBIIOTHEHHON pa0OTHI HA 3aHSITHU;

® TIpOBEIEHHUE MHCbMEHHOI'0 OIpoca;

® TIPOBEIEHHE YCTHOI'O OIpOca;

e OpraHuzanus ¥ NPOBEIACHUE WHAWBUAYaAIBLHOTO COOECETOBaHMS
OpraHu3anus v npoBesieHne codece10BaHus C IPYIIIoN;

e  3amMUTa OTYETOB O MPOJIeNaHHOH pabore.

Ompoc Omnpoc — 3TO CPEACTBO KOHTPOJISA, OPTAaHM30BAHHOE KakK CIEIHabHAS
Occema mperomaBarelis ¢ OOydJaroONIMMCS Ha TEMbI, CBS3aHHBIC C
W3ydaeMol TUCIUILUIMHON, U PACCUUTAHHOE Ha BISBIICHUE 00beMa 3HAHUI
10 ONpe/e/iecHHOMY pasjienly, Teme, npodieme u T.m. [IpoOGiemaruka,
BBIHOCHMMAsi Ha OINPOC OIpPEIeNIeHa B 3aJaHUSIX JJIi CaMOCTOSTEIbHOM
PpaboThl 00YYAOIIErocs, a TAaKkKe MOXKET ONPEIACIIATLCS MPEIoaaBaTeeM,
BENYIIUM CEMUHApPCKUE 3aHATHS. Bo BpeMs TNpoBeNeHHUs orpoca
o0yyarommiicas JOKeH YMeTh OOCyIuTh C  TPENoAaBaTeneM
COOTBETCTBYIOIIYIO TPOOJEMATHKY Ha YPOBHE JIHAJIOra.

Komnokeuym Komnokeuym (oT jaTuHCKoro colloquium — pasroBop, Oecena) — omHa U3
dopM yueOHBIX 3aHATHH, Oecema IMpernogaBaTells C ydalldMHCS Ha
OTPENCNICHHYI0O TEeMy U3 y4eOHOW mporpamMMmbl. llems mpoBenmeHus
KOJJIOKBUYMa COCTOMT B BBIACHEHHH YPOBHS 3HAHWW, TOIy4EeHHBIX
yUYaIIMMHCA B pe3yabTaTe IPOCTyIIUBAaHUS JIEKITHI, TOCEIMIEHUSI CEMUHAPOB,
a TakKe B pe3yJbTaTe CaMOCTOATEIHHOIO M3ydeHHUs MaTepuana. B pamkax
ITOCTaBJICHHOM I PEeMIaloTCs CIEAYIONIE 3a/1a4H:
e BBIICHEHHE KayecTBAa M CTENEHM TOHUMAaHHUS YYaliMUCS
JIEKIIMOHHOT'0 MaTepHana;
® pa3BUTHE U 3aKpeIIeHNe HABBIKOB BBIPAKEHUS YIAITUMUCS CBOUX
MBICTICH;
® pAaCIHIMPEHHUE BapPUAHTOB CAMOCTOSITEILHOM IlieJIeHANpPaBICHHON
ITOATOTOBKH YYaIIIXCs;
® pa3BUTHE HAaBBHIKOB O0OOIIEHUS pPAa3IWYHBIX JIMTEPATYPHBIX
HACTOYHHKOB;
® TIPEAOCTABJICHWE BO3MOXXHOCTH YYAIIIUMCS COMOCTABISTH Pa3HbIE
TOYKH 3PEHMS 10 pACCMATPHUBAEMOMY BOIIPOCY.
B pesynprare mpoBenmeHHMsS KOJTOKBHYMa MPENONaBaTellb JOIDKEH HMETh
MIpeICTaBIICHUE:
® 0 KayecTBe JEKIMOHHOI0 MaTepHhaa;
® O CIJIBHBIX U CIIA0BIX CTOPOHAX CBOEGH METOIMKH YTEHWUS JISKITHIl;
® O CWIBHBIX W CIIA0BIX CTOPOHAX CBOEH METOIWKH IPOBEACHUS
CEMHUHAPCKUX 3aHSITHIA;
e 00 ypoBHE CAMOCTOSITEIIEHOM PaOOThI yUaIInXCS,;
e 00 yMEHHHU OOYyYaroIIUXCS BECTH JAUCKYCCHIO U JIOKa3bIBaTh CBOO
TOUYKY 3PEHUS;
® O CTENEHU dPYAUPOBAHHOCTH yUalluXCs;
® O CTENeHH WHIMBHUIYabHOTO OCBOGHHUS MaTepraia KOHKPETHBIMH
00yYaIOIMMHCH.
B pesynmbraTe mpoBeneHHS KOJUIOKBHYMa OOYYAlOIIMICS JOMKEH HMETh
MpeCTaBIICHUE:
e 00 ypOBHE CBOMX 3HAaHHI MO paccMaTpHUBaeMbIM BOIIPOCaM B
COOTBETCTBHH C TPEOOBAHMSIMU TPENOJaBATENsl M OTHOCHUTEIBHO
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JIPYTUX CTYCHTOB TPYIIIIHI;

® 0 HEJOCTAaTKaX CaMOCTOSITENbHOH MPOpabOTKH MaTepHana;

® 0 CBOEM YMEHHH M3JIaraTb MaTepua;

® 0 CBOEM YMEHWHU BECTH IUCKYCCHIO M JIOKa3bIBaTh CBOIO TOUKY

3peHusl.

B 3aBHCHMMOCTH OT CTENEHW MOATOTOBKU TPYIIBI MOXKHO HMCIOIB30BaTh
pa3Hble TMOJIXOAbI K TMPOBENCHMIO KOJIOKBHYyMa. B cmywae, eciu
OOJNIBIIMHCTBO TPYMIIBI ¢ TPYAOM BOCIIPHHUMAET COZACPKaHHE JISKIIMH U Ha
NPaKTUYECKUX 3aHITUSX JAEMOHCTPUPYET HEJOCTaTOYHYI0 CIIOCOOHOCTH
AKTUBHO OIEPUPOBATh CO CMBICIOBBIMH EIUHHUIIAMH W TEPMUHOJIOTHEH
Kypca, TO KOJUIOKBUYM MOXKHO pa3JIenuTh Ha 1Be yacth. CHavana
IpernoAaBaTellb u3jnaraeT 0a30BbIe MOHSTHS, COAEpIKAIMECs B MPOrpamMme.
3TO0 AOMKHO 3aHATH He Oornee yerBepTH 3aHATHS. OCTalbHBIE TPH YETBEPTH
HEOOXOMMO MTOCBSITUTH INCKYCCHH, B XOJI€ KOTOPOH 00YYaroLIHecs JOJIKHBI
yOenuThCs W, TJIABHOE, YyOemIuTh Jpyr Jpyra B OOOCHOBAaHHOCTH H
JIOKa3aTeNFHOCTH TOTYYEHHOTO BHJIEHHS BOIPOCA W €r0 COOTBETCTBUS
peanbHOM mpakTHKe. Eciam ke mpenojaBarens WMeEeT JelN0 C Ooiee
MOATOTOBJIEHHOM, CaMOCTOATEIBHO IyMarollled U aKTUBHO YCBauBaroIIeH
CMBICIIOBBIE €IMHUIIBI ¥ TEPMUHOJIOTHIO Kypca ayAuTOPHEH, TO KOJUIOKBUYM
HEOOXOAMMO TPOBECTH TaK, YTOOBI camH oOydarompecs: chopMyITHpOBAIH
W3IIOKEHHBIE B MPOTrpaMMe MOHSTHSI, BBHICKA3aJIM HECOBIMAJAIONINE TOUYKU
3pEHUs] U TPUBENH MPAKTUYECKUE MPUMEpPHI. 3a MPEenoiaBaTelieM OCTaeTcs
poib MojaepaTtopa (BEmYIIEro IUCKYCCHH), KOTOPBIM B KOHIIC (JIHIIE)
CYMMHPYET COBMECTHO MOJTyYEHHBIE PEe3YJIbTATHI.
[MoaroroBka x 3avery [Ipu nmoaroroBke K 3a4eTy HEOOXOAMMO OPHUEHTUPOBATHCS HA KOHCIEKTHI
JIEKITUN, PEKOMEHIyEeMYI0 JIUTepaTypy 4 Jp. OCHOBHOE B IMOATOTOBKE K
cmade 3adery Mo gucnuiuinHe «JlokymeHTanmnoHHOe oOecrieueHune
YIIPaBIEHYECKONW AEATETHHOCTH» — 3TO IMOBTOPEHHE BCEro MaTepHhaa
TUCIHTUTINHBI, TT0 KOTOPOMY HE0OXO0amMO caaBaTh 3adery. [Ipu moaroroske
K clIade 3adera C OIECHKOH OOydJarommiicss BeCh 00heM pPabOTHI OIKEH
pacrpenensTb paBHOMEPHO IO JHSM, OTBEACHHBIM ISl MOATOTOBKH K
3a4ery, KOHTPOJINPOBATh KaX /bl JeHb BHITOJHEHNE HAMEUEHHON paboTHI.
[TonroroBka Kk 3a4ery BKJIIOYAET B ce0s TPH ATara:

. caMOoCTOsITeNbHAs paboTa B TEUCHHUE CEMECTPa;

. HENOoCpeCTBEHHAs TOATOTOBKA B JTHU, TIPE/IIIECTBYIOIINE 3a9€TY 110
TeMaM Kypca;

. IIOATOTOBKA K OTBETY HA 3aJaHWs, COIepKalmecs B Omierax

(Tecrax) 3auery.

[ns ycmemHoi cpauum 3adery N0 JUCHUIUIMHE «/[OKyMEHTallMOHHOE
obecrieueHNe YIPABICHYECKOH AEATEIbHOCTH» OOYyJaroIuecs IOKHBI
MIPUHUMATH BO BHUMAaHHE, YTO:

. BCE OCHOBHBIC BOIIPOCHI, YKa3aHHBIE B pabodeil mporpamMme, HyKHO
3HATh, IOHUMATh UX CMBICIT M YMETh €T0 Pa3bsCHHUTH;
. yKa3aHHbIE B paboueit mporpamme dhopmupyembie

npodecCHOHaNbHBIE KOMIIETCHLIUU B PE3Yy/IbTAaTe OCBOCHUS JUCLUIUTUHBI
JOJDKHBI OBITH IPOJIEMOHCTPUPOBAHBI CTYIEHTOM;

° CEMHHAPCKHUC 3aHATUA CHOCOGCTBYIOT MOJYYCHUTO 0oliee BEICOKOT'O
YPOBHHA 3HAHUHI H, KaK CJIICACTBHCE, 0oliee BHICOKOM OICHKEC Ha 3a4€TC;
° TOTOBUTLCA K 3a4CTy H€O6XO,I[I/IMO Ha4yuHaTh C HepBOﬁ JICKOUKU U

IIEpBOIro CEMMHapa.

9. Onucanue MaTepUaIbHO-TEXHHYECKOH 0a3bl, HEOOXOAUMOIl I OCYIIeCTBJIEHHUS
00pa3oBaTe/ILHOI0 MPoLecca MO0 JMCUMILINHE
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Jlis ocymiecTBiIeHHUsT 00pa30BaTEILHOTO Mpollecca MO AMCHUIUIMHE «J[OKyMEeHTalnoHHOE
obOecrieueHHe YMPaBICHYECKOW JEATCIBHOCTH» HEOOXOIMMO HCIOJIb30BAHUE  CIEIYIOIINX
IMOMEILCHUI:

MaTepI/IaJIBHO-TeXHI/I‘-IGCKOC OGGCHC‘-ICHI/IC JUCHUIIMHBI BKIIFOUACT B 066512
- yueOHasl ayauTopwsi JUIsi TPOBEIACHHS YUEOHBIX 3aHATHH, OCHAIIeHHas O00OpyJIOBaHHEM U
TEXHUYECKUMU CpeJCTBaMHU OOydeHHs (MeOenb ayauTopHas (CTONBI, CTYNbs, JOCKA), CTOJ, CTYJ
IIpenoiaBaTelis) U TEXHUUYECKHUE CpecTBa 00yueHus (IIepCOHaIbHbIN KOMIIBIOTEP; MYJIbTUMEAUIHOE
obopynoBaHue);

- TIOMEIIEHHE JIJIi CaMOCTOSITEJIbHOW pabOThl OOydYarOIIMXCA: CHEIUATM3UpOBaHHAsT MeOenb U
KOMIIBIOTCPHAA TCXHUKA C BO3MOKHOCTBIO IOAKIIOYCHUA K CCTHU ((I/IHTepHeT)) h oOecrieueHrEM
JOCTYTa B AJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeNbHYIO Cpeay Y HUBEPCHTETA.

10. Iepeyenb MHPOPMANMOHHBIX TEXHOJIOTHIl, HCMOJb3YeMbIX NMPH OCYIIECTBJICHUH
00pa3oBaTeIbHOIO Mpolecca Mo AUCHMIJINHE, B TOM YHCJIEe KOMIUIEKT JIMIEH3HOHHOIO
NPOrpaMMHOr0  ofecriedeHusl, JJIEKTPOHHO-OMOJIMOTEYHbIE CHCTEMbI, COBPEMEHHbIE
npodeccnoHaNbHbIE 0a3bl JAHHBIX U HHPOPMALMOHHBbIE CIIPABOYHBIE CHCTEMbI

OO6yuaromuecs 00ecTeueHbl JOCTYIOM K AJIEKTPOHHOW HH(POPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpCUTETa M3 JIOOOH TOYKH, B KOTOPOW MMEETCsl AOCTYN K ceTh «MHTepHeT», Kak Ha
TEPPUTOPUHN OPTaHHU3AINH, TaK U BHE €.

10.1 JInueH3HMOHHOE MPOrPaAMMHOe ol0ecrevyeHue:

1. Omnepannonnas cucrtema Microsoft Windows XP Professional Russian — OEM-
JIUTEH3UH (TIOCTABJISTFOTCSI B COCTaBE TOTOBOTO KOMITBIOTEPA);

2. 2) Omepannonnas cucremMa Microsoft Windows 7 Professional — OEM-nunen3un
(TIOCTaBIISIIOTCS B COCTAaBE TOTOBOTO KOMITHIOTEPA);

3. 3) Onepanuonnas cuctema Microsoft Windows 10 — OEM-nmunensuun

(TTOCTaBIIAIOTCS B COCTABE TOTOBOTO KOMITBbIOTEPA) | 110 JoroBopy Ne 2/11/2016-1546 ot 02.11.2016r.
4, 4) Ilporpammubiii maketr Microsoft Office 2007 — mumensus Ne 45829385 or
26.08.2009

5. 5). Tlporpammusiii maker Microsoft Office 2010 Professional — nurensus Ne
48234688 ot 16.03.2011

6. 6) ITporpammusii maker Microsoft Office 2010 Professional — nummensus Ne
49261732 ot 04.11.2011

7. 7). Ilporpammusiii makeT Microsoft Office 2016 Professional Plus— mo morosopy Ne
2/11/2016-1546 ot 02.11.2016r.

8. 8). KomrutekcHas cucrema antuBupycHoii 3amutel ESET NOD32 Antivirus Business

Edition — nmuuensus Ne 3AN-BMA-9UA, neiictyer g0 27.05.2022

10.2. D1eKTPOHHO-0MOIHOTEYHAS] CHCTEMA:
OnextponHas 6udnmuoreynas cuctema (ObC): http://www.iprbookshop.ru/

10.3. CoBpemenHble npogeccuoHaAIbHbIE 0a3 JaHHBIX:
1. OdwunmanbHbli  UHTEpHET-TIOpTan  0a3pl  JaHHBIX  MpPaBoOBOM  uHMOpMaLUU
http://pravo.gov.ru
2. Tlopran "WHPOpPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUM B  oOpa3oBaHuun"
http://www.ict.edu.ru
3. Hayunas anextponHas 6ubnuorexa http://www.elibrary.ru/
4. HanmonanbHas 3JeKTpoHHas oubaroTeka http://www.nns.ru/

5. DNeKTpOHHBIE pecypcesl Poccuiickoit rOCy1apCTBEHHOU OuOIMOTEKN
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnonuremaruueckas pedepaTuBHO-

oubnuorpaduueckass ©u  HaykoMTpuueckas  (OmOmuomerpudyeckas) 0a3a  JaHHBIX — —
http://webofscience.com
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7. IloNHOTEKCTOBBIM apXUB BEAYIIMX 3allaHbIX HAy4YHBIX >KYpPHAJIOB Ha POCCUHCKON
wiarpopme  HamumoHansHOTO — 3MEeKTpOHHO-MH(pOpManuoHHoro  koHcopuuyma (HOUKOH)
http://neicon.ru

8. ba3bl nanneix uzgarenscTBa Springer https://link.springer.com

9. www.skrin.ru baza gamusix CKPUH (kpynHeiimass 06a3a JaHHBIX 1O POCCUHCKHM
KOMIIaHUSM, OTpacisiM, peruoHam P@)

10. www.cbr.ru Caiit Lentpansraoro banka Poccuiickoit @enepannun

11. www.fesm.ru OdunmanbHelii caiit denepaibHON CIIy)KObI 1O (PMHAHCOBBIM PHIHKAM
(OCDP)

12. www.rbc.ru Caiir PBK («PocbusnecKoncantunr» - Bemymas poccUiiCKasi KOMITaHUS,
paboTaromas B chepax Macc-mMeaua U HHPOPMALMOHHBIX TEXHOJIOTHI)

13. Nudopmarnmonnsiii nopran [IpaBurenscTBa Mockssl http://www.mos.ru

14. UndopmanimoHHblii mopTan YmpaBieHUS TOCYIapCTBEHHOM ClIyXObl M  KaapoB
[IpaBuTenbctBa MockBbl www.hr.mos.ru

10.4. Un¢dopManmoHHbIe CIPABOYHbIE CHCTEMbI:
1. WudopmannonHo-npasoBas cucrema «KoHcyapTaHT+»
2. WndopmanmonHo-cipaBoyHas cucrema «LexPro»
3. Topran ®enepanbHBIX TOCYAAPCTBEHHBIX 00pa30BaTEIbHBIX CTAHIAPTOB BBICIIETO
obpazoBanus http://fgosvo.ru
4. www.garant.ru MudopmanronHo-npaBoBas cucrema ['apant

11. OcobGenHocT peanu3auvu TUCHUIIMHBI 115l HHBAJMIAOB U JIMI[ ¢ OTPAHMYEHHBIMU
BO3MOSKHOCTSIMU 310POBbSI

Jnst  obGecriedeHust 00Opa3oBaHUS WHBAIUIOB M OOyYAIOMIUXCS C OTPAaHUYCHHBIMHU
BO3MOJKHOCTSIMH ~ 3JIOPOBbsI TI0 JIMYHOMY 3asBJICHHIO OOydarmerocs pas3pabdaTbiBaeTCs
aZanTHpOBaHHAs O0Opa3oBaTeNbHAs TpOrpamMma, HWHAWUBUIYaJTbHBIH yYeOHBIM IUJIaH C y4eTOM
0COOEHHOCTEHN MX MCUXO(PU3NUECKOTO PA3BUTHSI U COCTOSIHHS 3I0POBbSI, B YaCTHOCTH MTPUMEHSICTCS
WHIUBHUAYAIbHBIA TIOJIXOJI K OCBOCHHUIO JHUCIMIUIMHBI, WHIWBUIyaJbHbIE 3aJaHus: pedeparsl,
MMUCbMEHHBIE PaOOThI M, HAOOOPOT, TOJBKO YCTHBIE OTBETHl W JWAJOTH, WHIWBHUIyaIbHBIC
KOHCYJIBTAIIMH, HCIOJb30BaHHE JUKTOPOHA W  JPYrUX  3aNUCHIBAIOIIMX  CPEACTB IS
BOCIIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOT0 MaTepuara.

B nensx obecnieueHuss 00ydarOmmuXcss MHBAJUIOB | JIUI] C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMH
3I0POBBsI OMOIMOTEKAa KOMIUIEKTYET (POHJ OCHOBHOHM Y4eOHOW JUTEpATypOM, adanTHPOBAHHOW K
OTPAaHUYCHUIO WX 3J0POBbS, NPEAOCTABISECT BO3MOXKHOCTh YAAJIEHHOIO HCHOJIb30BAHUS
ANIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, IOCTYN K KOTOphIM opranuzoBan B OAHO BO
«MIICY». B 6ubnuotexe mpOBOISATCS HHIMBUIYyAIbHbIE KOHCYJIbTAIIMM JJS JAHHOW KaTeropuu
MOJIb30BaTENeH, OKAa3bIBACTCS MOMOIIb B PETMCTPALIMU M HCMOJb30BAHUHU CETEBBIX U JIOKAJIBHBIX
ANIEKTPOHHBIX 00pa30BaTENbHBIX PECYpPCOB, TMPEAOCTABISIOTCS MecTa B UYHUTaJbHOM 3aje,
o0opy/nOBaHHBIE TPOrpaMMaMy  HEBH3YaJbHOTO JOCTyma K HWHPOpMaluu, HSKPaHHBIMU
YBEJIIMYUTEISIMUA U TEXHUYECKUMU CPEJICTBAMU YCUIIEHUSI OCTaTO4YHOTO 3peHus: Microsoft Windows
7, LlenTp cnenuaibHbIX BO3MOXKHOCTEH, DkpanHas tyna; MicrosoftWindows 7, LlenTp cienuanbHbIx
BO3MOXHOCTEH, DkpaHHbli qukTop; Microsoft Windows 7, LleHTp cnernmanbHbIX BO3MOKHOCTEH,
DKpaHHas KJIaBUaTypa; skpanHas 1yna OneLoupe; peueBoit cunTe3atop «I'omocy.

35


http://neicon.ru/
https://link.springer.com/
http://www.skrin.ru/
http://www.cbr.ru/
http://www.fcsm.ru/
http://fgosvo.ru/
http://www.garant.ru/

12.JInct perucTpanuy U3MeHeHU

Pabouas mporpamma yueOHON TUCIUTUTHHBI 00CYK/IEHA U YTBEPIK/ICHA HA 3aCEaHUH Y YEHOTO
coseTa oT «30» sauBaps 2023 r. npotokos Ne 5

Ne Conep:kaHre U3MEHEHUS PexBu3uTh JOKYyMEHTa 00 Hara
n/m YTBEPKACHUU U3MECHEHUS BBEICHUS
W3MEHEHUS
VTBepxkIeHa  pelleHHeM  YYEeHOro coBeTa Ha
OCHOBAaHUH denepanbHOro rocyJapCTBEHHOI'O
00pa30BaTeNbHOTO CTaHJAapTa BBICIIErO OOpa30BaHUS IIporokon 3acenanus
1 | mo HaIpaBJICHUIO MOJTOTOBKU 38.03.04 YyeHoro coBera 01.09.2023
lNocynapcTBeHHOE W MyHMIMIAJIBHOE YIIPaBIICHHE, ot «30» ssaBaps 2023 r. o
YTBEPKAECHHOT O MPUKA30M MuHucTepcTBa npotokoa Ne 5

oOpa3oBaHus u Hayku Poccuiickori ®@enepanuu ot 13
aBrycta 2020 Ne 1016
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