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1. AHHOTaHHH K JUCHUIIJINHE

PaGouass mnporpamMma AMCHUIUIMHBI «JlOKyMEHTalMOHHOE OO€cleYeHne YIpaBICHYECKOM
JeSITeTbHOCTIY COCTaBjeHa B cooTBeTCTBHHU ¢ TpeboBanusaMu @I'OC BO no HampaBieHHIO TOATOTOBKH
38.03.04 I'ocynapcTBeHHOE W MYHHIIMIIAJIHHOE yIpaBieHHE (YpOBEHb OaKallaBpuaTa), yTBEpPKICHHOTO
npuka3oM MunucTepcTBa oopasoanus u Hayku PD 13.08. 2020 r. N 1016.

Pabouass mporpamMma conmepKUT oOOs3aTeNbHBIE JUIS W3YyYEHHS TEeMbl 10 JUCHUIUINHE
«/lokyMeHTaIMoHHOE 00ecreueHe yIpaBIeHUYECKO AEITETbHOCTI.

JlucuumniuuHa —JaeT IeNOoCTHOe MpeACTaBiIeHne 00 OpraHu3aldOHHO-PACIIOPSAUTEILHON
JOKYMEHTAIMH TPEIIPUATH, IPUMEHEMON MTPpU 0(OPMIICHHH PACTIOPSAIUTEIBHON U UCIIOTHUTEIBHOM
JeSITeIbHOCTH arapaTa yrpaBlIeHHs TPEANPHUITHS TIPU OCYIIECTBICHUH UM YIPaBIEHYECKUX (DYyHKIIUH.

Heap u3yueHuss AMCUUTUTMHBI — POpMHUpOBaHHE y Oyaylux O0akagaBpOB TEOPETHUECKHUX
3HAHUU W MPAKTUYECKUX HABBIKOB B O0JIACTH OPraHU3aIlMOHHO-PACHIOPSAUTEILHON TOKYMEHTAIIUN
OpeNnpusITHsi, TpPUMEHsSEeMON mpu O(QOPMIICHHH PACTHOPSAUTEIBHOW ¥ HMCIOJHUTEIbHOMN
NeSTeIbHOCTU ammapara YIpaBJICHUS MPEANPUSTHS MPHU OCYIIECTBICHUH UM YIPaBICHUYECKHUX
(GYHKITHHA.

B oOnactu BoOCIUTAaHUS JUYHOCTH UEISMH SBIAIOTCSA:  (OPMHPOBAHHE HEOOXOIMMBIX
00y4YaromeMycsi COLMAIBHBIX M JIMYHOCTHBIX KA4eCTB: I'PaKIaHCTBEHHOCTH, TOJEPAHTHOCTH, OOIICH
KYJIBTYPBHI, OTBETCTBEHHOCTH, IeJIey CTPEMIICHHOCTH, OpPTraHU30BaHHOCTH, TPYAOIIOOUS,
KOMMYHHUKa0eIbHOCTb, pab0oTa B KOMaHJIE, JIUJCPCKUE KauecTBa.

OCHOBHBIMU 3aJaYaMH U3YYCHHS TUCIHUILTUHBI SBIISIOTCS:
- hopMUpPOBaHUE COLUATBHO-INYHOCTHBIX KaY€CTB, CIIOCOOCTBYIOIINX YKPEIUICHUIO HPAaBCTBEHHOCTH,
Pa3BUTHIO OOIIEKYJBTYPHBIX MOTPEOHOCTEH, TBOPUYECKUX CIIOCOOHOCTEH, COIMAIIBHOW aaamnTalliy,
CIIOCOOHOCTH K TUAJIOTY, HACTOMYUBOCTH B JOCTH)KCHUU 1I€]TH, PA3BUTHIO JTUIEPCKUX KAaueCTB;
- HW3yYyeHWEe M HCIOJHEHHE TpeOOBaHWI MO OpraHu3ali JTOKYMEHTHPOBAHUSA JIEATEIBHOCTH
aBHAINPEIPUATHS U OpraHU3aluu paboT ¢ JOKyMEHTAMU;
- IPUMEHEHHE METOJIOB pabOThI C JOKYMEHTaMH, B COOTBETCTBUH C TPEOOBAHUSMH JCHUCTBYIOLIMX
3aKOHOJATEIbHBIX W HOPMATHUBHBIX AaKTOB, B HOBBIX YCJOBHSX XO3SHICTBOBAaHHUS, IO MOPSAKY
cocTaBlieHHsT M O(OPMIICHUS, OCHOBHBIX OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB IO
yIPaBIICHHIO;
- OBJIQJICHWE TPAKTHYECKUMHU HABBIKAMH B HCIIOJIB30BAHUM TEXHOJIOTMH YTPaBICHHS >KU3HEHHBIM
nukiaom UC B chepe ynpaBneHus.

MecTo TUCHMILUINHBI B CTPYKTYpPe 00pa30BaTeIbHOI MPOrpaMMbl
Hacrosimas auciumuinHa BKIIOYEHA B 4acTh, POPMUPYEMYIO YUaCTHUKAMH 00pa30oBaTEIbHbIX
otHomeHuit, bnoka ®T/l. dakynbraTUBHbIE AWCHUILIMHBI y4eOHBIX IUIAHOB MO HAMPABICHHUIO
noarotoBku 38.03.04 I'ocynapcTBeHHOE M MyHHIIMITAIEHOE YIIPaBIIeHUE, YPOBEHBb OaKalaBpuaTa.
JucuumnnuHa uzydaercs Ha 4 Kypce B 7/ ceMecTpe AN OYHOW M OYHO-3a04YHOU (opM
oOyuenus, Ha 4 Kypce B 8 cemecTpe Uit 3a09HOH (opMBbl 00yUdeHUs, popMa KOHTPOJIS IS BCEX
¢dbopM 00ydeHus — 3a4erT.

Komnerenunn ody4aromerocs, popMupyembie B pe3y/1bTaTe 0CBOCHHS TUCHHILINHBI:
®K-1 - 3nanne ocHOB pa3pabOTKH, BHEIPEHUS yIIPaBIEHUYECKOI U KaJpOBOW TOKYMEHTAIINH,
ONTHMHU3AIMU  JOKYMEHTOOOOpoTa,  cXeM  (yHKUMOHAJIBHBIX  B3aUMOCBSI3EH  MeEXay
MOJIpa3/IeIeHUsIMU, HaBBIKAMU Pa3paOOTKU M BHEJIPEHHs OpraHU3allMOHHON M (PyHKIIMOHAIBHO-
IITATHON CTPYKTYpbI, pa3paOOTKU JIOKAJIbHBIX HOPMATHBHBIX AaKTOB, KAacalOIIHUXCS COIHAIbHO-
TPYJOBBIX OTHOLLIEHUI U OpraHU3aluy Tpy1a



2. IlepevyeHb NJIAHMPYEMBIX Pe3yJbTATOB 00y4€eHHs, COOTHECEHHBIX C MJIAHUPYEMbIMH
pe3yJbTaTaMH OCBOEHHMSI OCHOBHOM NMPOo(hecCHOHATILHON 00pa30BaTeIbHOM MPOrpaMMBbI

[Ipouecc wu3yuyeHUs [AUCUUIUIMHBI HampaBieH Ha (OPMUPOBAHHWE KOMIIETECHIIUH,
npeaycmorpeHHsix @I'OC BO mno HampaBnenuto noarotoBku 38.03.04 T'ocynapcTBeHHOE U
MyHHIIMIIAIbHOE  yIpaBieHue  (ypoBeHb  OakanaBpuata) Ha  ocHoBe  CrpaBouyHUKa
KBUTM(DUKAIIMOHHBIX TPeOOBAaHUN K CHEIHAIBLHOCTSM, HAMPABICHHUSM MOJATOTOBKH, 3HAHHSIM U
YMEHHSM, KOTOpbhIE HEOOXOAMMBI JUIsl 3aMEUIeHHs JOJDKHOCTEH TOCylapCTBEHHOW TIpaKIaHCKOM
CITy>KOBI ¢ yueToM 001acTH U BUa Mpo(ecCHOHANBHOM CITyKeOHOM 1eITeNbHOCTH TOCYAapCTBEHHBIX
rpaxaaHckux ciayxkamux (yTB. MunTpyaom Poccumn), Ilpodeccuonansnoro cranmapra 08.041
«Cnenmamuct B chepe ymnpaBieHHs TPOSKTAMU TOCYIaPCTBEHHO-YACTHOTO MAapTHEPCTBAY,
YTBEPKJICHHBIN MpUKa3oM MUHUCTEPCTBA TPYAa U COIMAIbHOM 3amuThl Poccuiickoi deaepanuu ot
20.07.2020 1. Ne 4311.

Kon PesyabTarhl NHaukaTopsl 10CTHKEHUS DopMbI
KOMIIETEeHIIMH ocsoenus OOII KOMIIeTeHIu i o0pa3oBaTeIbLHOM
(conepxanue JIesITeJIbHOCTH,
KOMITETEHIIH ) CIocoOCTByOIINE
(opmupoBanuio
U Pa3BUTHIO
KOMIIETEHIIMH
DK-1 ®K-1 3nanue ocHoB | PK-2.1. 3naer OcHoBbl pa3zpabotku | KoHTaKTHAS
pa3paboTKH, BHEJPEHUS  YIPABICHYECKOH M | pabora:
BHEPECHUS KaJpOBOM  JIOKYMEHTaUWH,  ee | Jlekiuu
YIPaBIEHUYECKON U | COCTaB, HOPAAOK NMBIDKEHUA | [IpakTHueckue
KaJIpOBOM JOKYyMEHTalUN 3aHATUA
JIOKYMEHTAII1H, ®K-2.2. 3naer OTACIBHBIC | CamocrosTenpHas
OIITHMU3ALAH nmokymeHThI (KosrekTuBHEIA 10T0BOD/ a60Ta
coTJIaIeHus/ JIHA u T.1.), .
JIOKyMEHTOO000pOTa,
e COMPOBOK/IAIOIINE npoLeaypy
¢ PETYIUPOBaHUA COLIMAIBHO-TPYIOBBIX
q)yHKuHOHanI:HLIX OTHOIICHHUI
B3aMMOCBSI3EN
MEXKTY
nonpasaenennamu, | PK-2.3.  Ymeer opranusosbiBath
HABEIKAME HPOILIEIYPhI PETYIINPOBAHUS TPYAOBBIX
paSpaﬁ OTKHU u OTHOIICHUH, a TaKXE IMPUMCHATH
TPUHIATTBI OpraHu3aIu
BHEIPECHUS
N JIOKyMEHTO0000pOoTa u OCHOBBI
OpFaHI/I3aI_II/IOHHOI/I 1 OIITUMHU3AIINU OTACJIIBHBIX
@yHKHH?HaHLHO- JIOKYMEHTOIIOTOKOB OpraHu3aluu
MTaTHON (BXOIALIMI/MCXOISAIINI/ BHY TPEHHUT );
CTPYKTYPEI, CYIIHOCTb COIMAIbHO-TPY/IOBBIX
pa3paboTku OTHOIIEHUH
JIOKAJIbHBIX DK-2.4. Baageer HaBbIKAMU
HOPMAaTHBHBIX oOpMIICHUST PE3yIbTATOB KOHTPOJIS
aKTOB, KacCAlOMUXCs | 3@ TPYIOBOH M  HCIONHHTEIBCKON
COILMATLHO- JIACTTATITNHOM (cocraBnenue
TPYIOBBIX JOKYMEHTOB O  TIOOHIPEHHSAX U
. B3BICKAHHUX )
OTHOIIICHUI u

OpraHu3aIy TPyaa




DK-2.5. Bnapneer HaBbIKaMHU
03HaKOMJICHUS COTPYJIHUKOB
OpraHu3aluu c KaJpoBOi
JOKyMEHTalMeil U JACUCTBYIOIIUMHU
JIOKaJIbHBIMM HOPMAaTUBHBIMH aKTaMH;
HaBBIKAMH COCTAaBJIEHHS KaJpOBOK
OTYETHOCTH; a TakKe HaBbIKaMHU
Pa3pabOTKH JOKaJIbHBIX HOPMATHBHBIX
aKTOB,  KacaroUIUXcsi  COLMAJIbHO-
TPYIOBBIX OTHOIICHUN W OPTaHU3AIAN
Tpyna

3. O0beM AUCUUIIMHBI B 324eTHBIX ¢ITHHUIAX C YKA3aHHEM KOJIUYeCTBa
aKaJIeMHYeCKHX YacOB, BbIIEJIEHHbIX HA KOHTAKTHYIO pa6oTy 00y4aromuxcs ¢
npenojgasBaresieM (10 BUAAM 3aHSTHI) 1 HA CAMOCTOSITEJILHYIO Pa00Ty 00y4Yalomuxcst

OO6mmas Tpya0€MKOCTh (00BEM) TUCIUIUIMHBI (MOJTYJISI) COCTABJISET 2 3aUC€THHIC CIMHUIIBI.

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

Bcero yacos

O0BEM HCIUITHHDI ouHas opMa | OYHO-3a0YHAS 3a04HAS
o0y4eHus dbopma dhopma
00y4eHus o0OyueHus
OO11ast TPy A0EMKOCTh TUCIUILTHHBI 72
KonraktHas paborta o0yJaromuxcs C 36 24 16
npenoaaBaTesieM (BCEro)
Aypaurtopnas pabota (Bcero): 36 24 16
B TOM YHCJIC:
Jlexinn 18 12 8
CEMHUHApBI, TPAKTUYECKHE 3AHATHUS 18 12 8

nabopaTopHbIe PabOTHI

BueaynutopHas pabora (Bcero):

B TOM YHCIJIC:

CamocrosiTenbHas paboTa 00y4JaroIuxcst 36 48 52

Bun npomexyTouHOl arrectanuu 4
oOyyaromierocs — 3a4eT

4. Coep:kanne TUCHMILVIMHBI, CTPYKTYPUPOBaHHOE MO TeMaM (pa3aejiaM) ¢ yKazaHueM
OTBE/ICHHOI'0 HA HUX KOJMYeCTBA aKaJeMU4eCKMX YaCOB U BU/IOB Y4eOHbIX 3aHATHI

4.1. Pazjenbl AUCHUIUIMHBI M TPYIOEMKOCTH MO0 BHIAM Y4YeOHbIX 3aHATHH (B
aKaJieMUYeCcKHUX 4acax)

JJIs1 04HOH popMBbI 00yUeHUs

) Buapl yueOHo# padoThl, BKIKOYAA Bup ouenouynoro
Ne Pa3nenanl U TeMbl =
] CaMOCTOSITEIbHYI0 pPadoTy CTYJI€HTOB U cpeacTsa
n/n JUCHUINJIMHBI @)
TPYA0EMKOCTb (B Yacax) TEeKYIIEero




5 sl =
S g = 5 KOHTPOJIs
] CIIeBAeMOCTH
N3 Hux ayauropHbie = 'S 3 2 y >
58 & 5] MPOMEKYTOYHOM
3aHSATHS S g =8 &
=5 Z 4 g aTTrecTauuu
S & =2 (no cemecmpam)
S
®
5 | E
Bcero & | =
© =]
= s 8=
= = ¢ S
=l : 2=
% = o =
2 2> -
= & = @
= | £
£z
2 | =
=
Tema 1. O0mas .
It VYcerHsIl onpoc,
1 XapaKTEepUCTUKA v 8 2 5 4 OKIAL
YIPaBICHICCKHUX
JIOKYMEHTOB.
Tema 2. CocTaB u 7
9 MOPSAAOK pa3paboTKu YcTHBIH omnpoc,
JIOKYMEHTOB B 8 2 2 4 JIOKJIaJ
YIpaBICHIESCKOM
JICATSIIbHOCTH.
Tema 3. 7 VYceTHbli onpoc,
3 JIOKyMEHTUPOBaHHUE 8 2 2 4 TTOKJIA
paboThI C IEPCOHATIOM.
Tewma 4. [onsTHe 7 Vetumiit onpoc
4 TP MHILHITBL 8 2 2 4 TTOKJIA l
OpraHu3aiiu
JIOKyMEHT0000pOTA.
7 YcTHBIN ompoc,
Tema 5. Opranuzauus oKL p
5 TeKymiei paGoTsl ¢ 10 2 2 6 AOKIAd
JIOKYMEHTaMH.
Tewma 6. ITonroroska 7 VeTHBI onpoc
6 | AOKyMEHTOB K 10 |2 2 6 P——
repeiaue Ha apXUBHOE
XpaHeHHe.
Tema 7. 7
7 OpraHu3annoHHO- YcTHBIH omnpoc,
TEXHUYECKOE 10 3 3 4 JOKJTa 1
obecrnieueHue
JITIONIPOU3BOJICTBA.
Tema 8. HopmaTusHoO- 7 VYcerHbli onpoc,
8 MeToauueckas 6aza 10 3 3 4 JIOKJIaz
JITIONIPOU3BOJICTBA.
ATOrO 72 18 18 36 3auer
JJIs1 0YHO-3204HOM GopMBI 00y4YeHH s
Buasbl yueOHO# padoThI, BKJIIOYAA Bun onenoynoro
CaAMOCTOSITEIbHYI0 pPadoTy CTYI€HTOB U cpeacrsa
= TPYA0EMKOCTb (B Yacax) TEeKyIIero
Ne Pa3nesnl 1 TeMbI 3 § 8 g = KOHTPOJIs
n/n JMCHUIIJIMHBI = =3 2 3 YCIIeBAaE€MOCTH,
O N3 uux aynuTopuble | S & & g "
Bceero 5 a2 & S MPOMEKYTOYHOM
3aHSATHSA S o = =
=S = g aTrecTanuu
S8 < (no cemecmpam)
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Tema 1. O61as N
XapakTe Hc]fm(a Yerneiit onpoc,

1 paKTep 8 8 1 1 6 JIOKJIa]
YIPaBICHIECKUX
JIOKYMCHTOB.

Tema 2. CocraB u 8

5 TTOPSIOK pa3pabdOTKH VYceTHbIl onpoc,
JIOKyMEHTOB B 8 1 1 6 JOKIaz
YIPaBICHYECKOU
JICSTEIILHOCTH.

3 Tema 3. 8 YcTHBI ompoc,
JTOKyMEHTUPOBAHHUE 8 1 1 6 JIOKJIaJ
paboThI ¢ MEPCOHAJIOM.

Tema 4. ITonsitue u 8 .
—— YcerHbll onpoc,

4 P 8 1 1 6 JIOKTIa]
OpraHu3aIiu
JIOKyMEHT0000pOTa.

8 VerHbIi onpoc,

5 Tema 5. Opranuzanus oKIIa p
TeKyIeil paboTsl ¢ 10 2 2 6 AoKIad
JIOKyMEHTaMH.

Tewma 6. ITonroroska 8 o
OKVMEHTOB K VYceTHbli onpoc,

6 HOKY 10 2 2 6 JIOKJIa
repeiaue Ha apXUBHOE
XpaHeHHe.

Tema 7. 8
OpranuzalluoOHHO- VYceTHbli onpoc,

7 TEXHUYECKOE 10 2 2 6 TIOKJIa
obecrnieueHue
JICJIOTIPOU3BOJICTRA.

Tema 8. HopmatuHO- 8 YcTHBIH omnpoc,

8 MeToauuecKas 0asa 10 2 2 6 JIOKTIa]
JICJIOTIPOU3BOJICTRA.

UTOro 72 | 12 12 48 3auer
AJIs1 3209HOH (popMBbI 00yUeHHUs
Buapl yueoHo#i padoThl, BRIIOYAA Bun onenoyHoro
CaMOCTOSAITEIbHYI0 padoTy CTY€HTOB 1 cpeacrsa
= TPYA0EeMKOCTh (B 4acax) TEeKyIIero
Ne PasneJibl ¥ TEMBI 3 qE ! = KOHTPOJISA
n/n JUCHHUIIINHBI E " B S é s ycneBaeMocCTH,
O 3 HUX ayJAUTOPHbIE Sg 3 s .,
Bcero 5 a & S MPOMeKYTOYHOI
3aHATUA S w &= =9
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Tema 1. O6mias 7 .
1 xapaKTepHcIfHKa Yerneiit onpoc,
8 1 1 6 OKJIA,
YIPABICHIECKUX A A
JTOKYMEHTOB.
Tema 2. CocraB u 7
5 MOPSIZIOK pa3paboTKU VYceTHbIl onpoc,
JIOKYMEHTOB B 8 1 1 6 JOKIaz
YIIPABJIEHYECKOU
JIEATEILHOCTH.
Tewma 3. 7 YcTHbIH ompoc,
3 JIOKyMEHTUpOBaHUE 8 1 1 6 JIOKJIaJ
paboThI C IEPCOHAIOM.
Tema 4. Ilousatue u 7 Vermbiii onpoc
4 TPHHLIHITBL 8 1 1 6 JTOKJIa ’
OpraHu3aIiu
JIOKYMEHTO0000pOTa.
7 YcTHBIN ompoc,
Tema 5. Opranuzanus oKIIa p
5 TeKyIei paboTHI ¢ 10 1 1 8 AoKIad
JIOKyMEHTaMH.
Tema 6. [Toaroroska 7 Vetumiit onpoc
6 JIOKYMEHTOB K 10 1 1 8 . '
nepeaye Ha apXUBHOE
XpaHeHHe.
Tema 7. 7
OpranuzaloHHO- VYceTHbli onpoc,
7 TEXHUYECKOE 10 1 1 8 TIOKJIa
obecrieueHue
JICITONIPOU3BOICTRA.
Tema 8. HopmaTuBHO- 7 VYcerHbli onpoc,
8 MeToaudeckas 0asza 10 1 1 8 JTOKJIA
JICIIONPOU3BOICTRA.
UTOT'O 72 | 8 8 52 4 (3auer)

4.2 CopepaxaHue TUCUHMILIMHBI, CTPYKTYPHPOBAaHHOE 110 pa3jesaM
Tema 1. O6masi XapaKTepUCTHKA YIPABJIEHYECKUX JOKYMEHTOB.
Cooeporcanue nekyuonHo2o mamepuand
1. Ucropust BOSBHUKHOBEHUS JOKyMEHTA
2. JIokyMeHT Kak HOCHUTENb yIpaBieHueckoi nadopmaruu. [Tonstue, GyHKIMU U CIIOCOOBI

JIOKYMEHTHUPOBAHHUS.
3. IloHsITHE «3NIEKTPOHHBIN TOKYMEHTY.
4. Knaccugukanus TOKyMEHTOB.
5. SI3bIK ¥ cTHIIb OUITHATIBHBIX TOKYMEHTOB.
6. YHUGUKaLUA U CTaHJApTU3ALMS] JOKYMEHTOB.
7. CucteMbl JOKYMEHTAIIUH Pa3InYHbIX Cep AeATEIbHOCTH.
Cooeporcanue npakmuieckux 3aHamuil
1. ITpyunHBI BO3HUKHOBEHHUS JOKYMEHTA




2. JIoKyMeHT Kak HOCHUTeNb yrpasieHueckor nnpopmarnmu. [lonstue, GyHKIMN U criOcOObI
JOKYMEHTHUPOBAHHUS.

3. IlpeumymiectBa ¥ HEJOCTAaTKH HCIOJB30BAHHUS  «AJIEKTPOHHBIX  JTOKYMEHTOBY.
Oco0eHHOCTH UX XpaHEHHUSI.

4. Knaccugukaius TOKyMEHTOB.

5. SI3BIK U CTHIIb OPUINATIBHBIX JOKYMEHTOB.

6. YHu(ukanus u cTangapTU3aus JOKYMEHTOB.

7. CucreMbl JOKYMEHTAIUU Pa3IUYHbIX chep 1esaTeabHOCTH.

8.Yto moHmmaeTcst moj CTpyKTypoit fokymenrta? [louemy CTpyKType HJOKyMEHTa yIeNseTcs
ocoboe BHUMaHHE?

9. Uro Takoe a1eKTpoHHas UG poBas MoAnuch? B kakux cirydasx oHa ucmnonb3yercs? Kakoa
€e CTPYKTypa U B KaKOM CJIy4yae OHa TepsieT CBOIO CHITy?

10. Kakue Bunel, opMaTsl U TUIBI OyMaru NMPUMEHSIOTCS NPU CO3AAHUHM JTOKYMEHTOB?
Cy1iecTByeT JId pa3HHIIA B CO3JaHMM M O(DOPMIICHHHM NTOKYMEHTOB Mexnay Poccueit, EBponoit u
CTpaHaMU CEBEPOaMEPUKAHCKOI0 KOHTUHEHTa? B uem oHa 3akitouaercs?

Tema 2. CocTaB M NOPSIAOK pa3padoTKH IOKYMEHTOB B YIIPaBJIeHYECKOH 1esITeJIbHOCTH.

Cooepoicanue n1eKyuoHH020 Mamepuana

1. [Topsimok pa3paboTKK OpraHU3aAIMOHHO-PACTIOPIUTENIbHON nokymerTanuu (OPJ1):

- OpraHu3alMOHHON TOKYMEHTAIINH;

- pacnopsAUTENbHON JOKYMEHTAIUY;

- UH(OPMALIMOHHO-CITPABOYHOM JOKYMEHTAIUH.

2. OcobeHHOCTH pa3pabOTKU JOKYMEHTALMU, OTPAKAIOLLEH:

- (pHAHCOBO-XO3SMUCTBEHHYIO JIEATEIBHOCTh OPraHU3ALINN;

- KOMMEPUECKYIO e TEIbHOCTh OPTaHU3alUH.

Cooepoicanue ceMuHapCcKux 3aHamull

1. [lo xakuM mnpu3HaKaM OCYIIECTBISETCS THUIIOJNOTM3aLMs JOKyMeHTOB? Kakue TuIbI

JIOKYMEHTOB BBIJICIISIFOTCS IIPU 3TOM?

KakoBo 0CHOBHOE Ha3HAYEHUE OPraHU3ALUOHHBIX TOKYMEHTOB?

Kakue cymiecTByIOT BU/bl OPraHU3al[MOHHBIX JOKYMEHTOB?

Kakosa ¢ynkuus [lonoxenua? B uem ero otnnune ot Ycrasa?

KakoBa cTpykTypa TekcTa HHCTPYKIHMH IO AeTonpon3BoacTBy? Kakue npuiioxeHus: oH

COJIEPKUT?

B yem 3akimtouaercs crenugurka MHCTPYKIMH KaK JOKyMeHTa?

7. W3 Kakux CTPYyKTYpHO-KOMITO3UIIMOHHBIX OJIOKOB COCTOMT TEKCT PacloOpsAUTEIbHOTO
nokymenta? Kak Bappupyercs KOMIO3MLIMOHHAs CTPYKTypa pacHopsIUTEeNbHBIX
JIOKYMEHTOB?

8. KakoBa ocHOBHas (hyHKIMS paclopsIUTEIbHBIX JOKYMEHTOB? B ueM HX oTiavuue OT
OpraHU3aI[MOHHBIX ?

9. Kakue HOKyMEHTHl BXOIAT B TIpynny HH(POPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB?
KaxoBa ux ocHoBHast pyHKIHsA?

10. KakoBble 0co0eHHOCTH 0(hOpMIIEHHS Pa3TUUHBIX BUJOB JEJOBbIX IHceM? B uem coctout
CTaH/IapTHU30BaHHOCTh JAHHOT'O BUA TOKyMeHTa?

agbrwn

S

Tema 3. [lokymMmeHTHpPOBaHUE PaGOTHI € IEPCOHAJIOM.

Cooepoicanue nekyuonHo2o mamepuand

1. KoMIutekc kaapoBOi TOKYMEHTAIIUN: TIOHSITUE U €€ COCTABJISIOIINE.

2. YauduuupoBaHHble GOPMBI IEPBUYHON YyUETHON AOKYMEHTAIMH IO Y4eTy TPyAa U €ro
OTLJIATHI.

3. Tpy10BO#1 1OTOBOp: COACPIKAHUE U TOPSIIOK 3aKITFOUCHHUS.

4. Oco0eHHOCTH JTOKyMEHTHPOBAHUS ATAlOB TPYAOBOM AESITENbHOCTH pabOTHUKA (TIPHEM,
IIEPEBO/I, OTIIYCK, KOMaHIUPOBKA, YBOJIBHEHHUE U JP.)

5. TpynoBasi KHMXKKA: ITpaBuIia BeJCHUS U 0(OpMIICHHUSI.



6. OdopMieHre U BeJJleHNE TUYHON KaPTOYKU M TUNIHBIX JIElL.

7. Ilporiecc 3anuThl MpodheCcCHOHANBHBIX JaHHBIX B KaJIPOBOU CITyKOe€.

Cooeporcanue npaxmudeckux 3aHamuil

1. ITouemy a1 KaipoBO# CiIyKObI 0COOEHHO Ba)KHO MPABUIBHO OPOPMIISTH JOKYMEHTHI?

2. [lepeuncnure OCHOBHBIC TOKYMEHTHI, pa3padaThiBacMble KaIpOBOU CITY>KOOM.

3. Kakum o6pa3zom kinaccuuiupyercst KaapoBasi TOKyMEHTALIUS

4. OnpeienuTe MOHATHE «YHUPHUIIMPOBAHHAS opMa IOKyMEHTay.

5. Ilepeunciure GopmMbl MEPBUYHON YIETHON JOKYMEHTAIIMH 110 YYETY KaJIPOB.

6. KakoBa pojb HHCTPYKIMH MO JEJIONPOU3BOJCTBY KaJApoOBOHM CiykObl. Omnpenenute
COJIep’)KaHUE HWHCTPYKLIMU 10 JeNonpou3BoACTBY. OxapakTepusyiTe mpaBmia oGopMIECHUS
JOKYMEHTa «KBaTU(UKAIMOHHBIE TpeOOBaHUS K COUCKATEII0 BaKaHCHM» W COCTABIICHUS
OOBSIBJICHHS O BAaKaHCHUHU.

7. Heobxoaumo 11 3asiBJieHHE pabOTHHUKA O pueme Ha paboty? Ilepeuuciure TOKYMEHTHI ,
MpeIbsBIsieMbIe IPU YCTPOICTBE HA PadoTYy.

8. Ilogcuure, nouemy TK P® 3anpemaer 3aki04eHre CPOUHBIX TPYIOBBIX 10TOBOPOB?

9. Oxapakrepusyiite 00g3aTeNbHbIE U JIONOJHUTENIbHbIE YCIOBUS TPYAOBOIO 10r0OBOPA.

8. KakoBa 1ien1b cymiecTBoOBaHUs TPyA0BOM KHIDKKK? Kakue cBe/leHHs BHOCATCS Ha MEPBYIO
CTpaHUIly TpyAoBOH KHIKKH? ONHIIUTE MpaBUiia BeIEHUS TPYIOBBIX KHIDKEK. Kak HeoOxoaumo
BHOCHUTD HCIIPABIICHUS 3aUCEN B TPYJOBYIO KHIKKY?

9. Chopmynupyiite noHsTHe TUUHOTO fena? Kakue 10KyMeHTBI BXOIST B €ro coctaB? 3aueM
HE0OXOIUMO BECTH JIMYHBIC JIeia COTPYAHUKOB? [lepeunciuTe JOKYMEHTHI, KOTOPhIE HEOOXOIMMO
BKJIIOYATH B JINYHOE JIEIIO.

10. KakoB nopsi1ok GOpMHpPOBaHUST XPAHEHUS JTUYHBIX J1E] 7

11. Ipouecc 3amuTh TpoheCCHOHATBHBIX JaHHBIX B KaJIpOBOl ciyK0e.

Tema 4. [loHsiTHEe U NIPUMHUIMIIBI OPrAaHU3ALMHU IOKYMEHT0000pOTA.

Cooepoicanue nexyuonHo2o mamepuand

1. ®opMbl OpraHu3anuy JAea0NpOU3BOACTBA HA NPEANPUATHH. 3a1a4l U PYHKLIUH CITyKOBbI
JeTOTIPOU3BO/ICTBA.

2.  JlokyMeHTOOOOpOT: TOHSATHE, MPHHLUIBI, KOJIMYECTBEHHbIE M  KaueCTBEHHbIE
XapaKTePUCTHUKH.

3. OcHOBHBIE 3TaMnbl TIOKyMEHTO000POTA.

4. JIOKyMEHTOIIOTOKHU: BXOJAIIAs, UCXOJSIIAsl, BHYTPECHHSS ITOKYMEHTalus. TeXHOIIOTHS
00pabOTKU TOKYMEHTOIIOTOKOB.

5. Crneuunduryeckue TEXHOIOTUU 00paOOTKHU TOKYMEHTALIUHN:

- KOH(UIEHIMabHAasl JOKYMEHTaIUS;

- JOKYMEHTAIU 110 OOpaIIeHUsIM TpaX/1aH.

Cooeporcanue npaxmuieckux 3aHamuil

1. YUto Takoe JOKyMEHTOOOOPOT, TOKYMEHTOMOTOK?

2. Kakue rpymnmnsl TOKYMEHTOB y4acTBYIOT B JOKyMeHTooOopoTe. Kakue 3Tansl BKIIOYaeT B
ce0s TOKyMEHT0000poT?

3. Kakue 1enonpou3BoACTBEHHBIE CITy>KObl YHaCTBYIOT B OpraHU3aluu JOKyMeHToo0opoTa?

4. JIOKyMEHTOIIOTOKH: BXOJAIIAs, UCXOJSAIIAsl, BHYTPECHHSS ITOKYMEHTAlus. TeXHOIIOTHUS
00pabOTKHU JTOKYMEHTOIIOTOKOB.

5. 3auemM HEOOXOAMMO ompesesieHHe 00beMa JOKYMEHTOO00pOTa B pa3IMyHbIe BpEMEHHbBIE
nepuobl?

6. B yem 3aximtouaercst CyTh COPTHPOBKH JTOKyMeHTOB? Kakue JOKYMEHTHI HCKITIOYAIOTCS U3
OCHOBHOT'O JIOKyMEHTOIIOTOKA Ha 3TOM 3Tarne?

7. KT0 ocymiecTBiisieT KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB M B Kakoi (popme?

Tema 5. Opranmnsanusi Tekyueil padoTsl ¢ JOKYMEHTAMHU.
Cooeporcanue nekyuonnozo mamepuand
1. CucremaTu3zanus JOKyMEHTOB.

10



2. CocTaBiieHHEe HOMEHKJIATYPHI JIeJ1: Ha3HA4YCeHUE, BUIBI, 0COOCHHOCTH O(OPMIICHHUS.

3. ®opMUpOBaHUE AEJT: OCHOBHBIE OTIEPAIUH.

4. IlpaBuia onepaTUBHOTO XpPaHEHHUS JIEIL.

Cooeporcanue npaxmuyeckux 3aHAmMul

1. lns gvero HeoOX0IMMa CUCTEMATU3AIHSI TOKYyMEHTOB.

2. CocraBiieHHE€ HOMEHKIIATYPHI JIeJl: Ha3HAuY€HUe, BUbI, 0COOEHHOCTH O(OPMIICHHUS.

3. KakoBa cTpyKTypa HOMEHKIATYpbI €.

4. KakoBbl IPUHIUIBI UHACKCAIIUU €77

5. Kakum 00pa3oM HCUMCISIOTCS CpOKU XpaHeHus nen? Kakoil HOpMaTHBHBIH TOKYMEHT
SIBJIIETCS OCHOBOM OIpe/IeIeHHs] CPOKOB XpaHEHUs Aen?

6. Ha kakoii 3Tane JoOKyMeHTOO0OpOTa MPOUCXOAUT (GOpMHUpPOBAHUE J1en?

7. Kakum 006pa3oM CBsI3aHbI MPOIIECCHI CO3/IaHUsI HOMEHKIIATYPHI e U (POpMUPOBAHUS 1€ ?

Tema 6. [loaroroBka 10KyMEHTOB K Nepeaaye Ha apXUBHOE XPaHEHHe.

Cooeporcanue 1eKYUoHHO20 Mamepuaid

1. DkcnepTu3a HAyYHOM U MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB.

2. DKcnepTHas KOMUCCHS: OCHOBHbIE (DYHKIIUU U MOPSIOK PaOOTHI.

3. Odopmienue aen U COCTaBICHHE OMUCEH.

4. Ilopsimok mepeaadn JOKYMEHTOB B apXHUB.

Cooepoicanue npakmuyeckux 3aHamuil

1. Kak mpoucxoauT moJAroToBKa /eyl B apXuB.

2. Yto takoe skcneptHas komuccua? Krto Bxomut B ee coctaB? B ueMm 3akiouarorcs ee
byHKIHMN?

3. B kakoM ciaydaer NpoucXOauT yHUUTOXkeHue TokyMeHToB? Kak 3to mpoucxoaut? Kakoit
COITYTCTBYIOIINN JOKYMEHT 0(hOpPMIISIETCS TIPH ITOM?

4. Tlopsinok mepenayu JOKyMEHTOB B apXUB?

5. Kakwue comyTCTBYOIINE JOKYMEHTBI OOPMIISIOTCS B TIPOIIECCE MOATOTOBKH JIEN K Cade B
apxuB? Kakyio QyHKIHIO BHIIOTHSIOT 3TH JOKYMEHTHI?

Tema 7. Opranu3anuoOHHO-TEXHHYECKOE o0ecnedeHne AeJI0NPOu3BOACTBA.

CoOeporcanue n1eKyuoHHo20 mamepuana

1. Opranun3zanus paboThl ceKpeTapsi pyKOBOAUTENS U oprc MEHeKepa.

2. TexHuuyeckue cpeacTBa 0(PUCHOMN 1eATENbHOCTH.

3. KoMIibtoTepHbI€ TEXHOJIOTHH CO3/1aHUS U OPOPMIICHHS JOKYMEHTOB.

Cooeporcanue npakmudeckux 3aHamuil

1. Opranusanus paboTbl cekpeTapsi pyKOBOAUTENS U 0(UC MEHEIKepa.

2. Kakue TexHMUYECKHE CPEICTBA O(HUCHOM NEATEIbHOCTH HCHONB3YIOTCS NpU padoTe ¢
JNOKyMeHTaMmu. X ponb u 3HaueHue?

3. Kakue KoMIbIOTEpHBIE MPOTPaMMbl IPUMEHSIOTCS JI1 ONTUMH3ALUU JOKYMEHTO000pOTa
B opranuzauuu? X ponb 1 3HaueHue?

Tema 8. HopmaTuBHO-MeTOoAMYecKkast 0a3a 1eJIONPOU3BOICTBA.

Cooepoicanue n1eKyuoHHO20 Mamepuand

1. 3akonogarensHbie akThl PO B chepe nHpopmaIm u JOKyMEeHTAIUH;

2. Vka3wl u pacnopsbxenust Ilpesunenta PO, nocranosnenus [IpaButensctBa PO B chepe
JIEJIONPOU3BO/ICTBA;

3. HopmartuBHble mnpaBoBble aKThl (heJepalbHbIX OPraHOB HCIOJHUTENIBHON BIacTU
(MHHHCTEPCTB, KOMUTETOB, CIY>K0, areHTCTB), PErJIAMEHTUPYIOLIUX BOMPOCH! JOKYMEHTAIMOHHOTO
obecreueHus;

4. TexHHUeCKUE PETIIAMEHTHI M HallnoHaNbHbIe CTanaapThl B oonactu JJOY;

5. OOmepoccuiickue KJIacCU(PUKATOPHI, TEXHUKO-DKOHOMHUYECKOW M  COIHAIBHOMN
uH(pOpMaINH;

6. YHUPUIIMPOBaHHBIC CHCTEMBI JIOKYMEHTAIIHH;
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7. HopMaTHBHO-TIpaBOBbIE AKThl M METOAMYECKHE JIOKYMEHTBHI IO JEJIONPOU3BOJICTBY,
W371aBa€MbI€ PYKOBOJICTBOM YUPEKICHUN OpraHu3alvi, TpeAnpHusTUA;

8. 3akoHonaTeNbHBIE aKThl CyObeKTOB PD W mpaBOBBIE aKThl, TPUHUMAEMbIC OpraHAMH
HCIIOTHUTEIIPHON BIIACTH CyOBeKTOB PD.

Cooeporcanue npaxmudeckux 3aHamuil

1. KakumMy HOpMaTUBHBIMU aKTaMH PETVIAMEHTUPYETCSI CO3JaHUE JOKYMEHTOB;

2. VYxa3nl u pacnopsokenus [Ipesunenta P®, nocranosnenus [IpaBurenscrtBa PO B chepe
JEJIONPOU3BO/ICTBA;

3. HopMatuBHBIE mpaBOBBIC aKTHl (heJepalbHBIX OPraHOB HWCIOJHUTEILHON BIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIY>KO0, areHTCTB), PErJIAMEHTUPYIOLIUX BOMPOCH! JOKYMEHTAIMOHHOTO
o0ecrieueHus 1 3allUTy JaHHBIX PA0OTHHKOB

4. Texuuueckue peryiaMeHThl U HarmoHabHbIe CTanaapTel B oonactu JJOVII;

5. OOmepoccuiickiue  KIACCH(PUKATOPHI, TEXHUKO-DKOHOMHUYECKOW ©  COLHUAIbHOU
nHpopManuu;

6. Ilpu co3maHWM KakuxX JOKYMEHTOB WCIOJB3YIOTCS YHUDUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIUU;

7. HopMaTuBHO-TIpaBOBBIE aKThl M METOAMYECKHE JIOKYMEHTBHI IO JEJIONPOU3BOJICTBY,
M3/1aBa€Mble PyKOBOACTBOM YUPEKJICHUNU OpraHu3alui, NpearnpusTui;

8. 3akoHonarenbHbIe aKThl CyObeKTOB P® M mpaBOBbIE aKThl, MPUHUMAEMbI€ OpPraHaMu
UCIIOJTHUTENBHOM BiacTu cyObekToB PD.

9. Kakue 1oKkyMeHTaMu PerIaMEeHTUPYETCs JOKYMEHTOOOOPOT OpraHU3aliH.

10. KakuMu HOpMaTHBHO-IIPABOBBIMU aKTaMH periaMeHTHpyeTcs (GopMHupoBaHUE Nel U
nepeaayda ux B apXuB

5. IlepeyeHb y4eOHO-METOAUYECKOr0 oOecmeYeHUs] JJI CAMOCTOSTEIbHOH PadoThI
o0yuyaouuxcsi Mo JUCHUNJINHE

CamocTtosaTenbHas paboTa oOyyaroummxcs Npu H3YYeHHH Kypca «JlOKyMeHTallMoOHHOE
obecrieueHre YIpPaBIEHYCCKOW NEATEIBbHOCTH» TNPEIIoJiaraeT, B IMEPBYIO oOdYepeab, padoTy ¢
OCHOBHOM M JTOTIOTHUTEIHHOU JUTEepaTypoid. PesynbratamMu 31Ol pabOThl CTAHOBSTCS BBICTYIIIICHHS
Ha MPaKTUYECKHUX 3aHATHIX, YIaCTHE B OOCYKJICHUH.

MeToauka caMOCTOSTENBHON paboThl MPEABAPUTENTHHO PA3bICHIETCS MPEnoJaBaTesieM U B
MOCJIEIYIONIEM MOKET YTOYHSATHCS C YYETOM HWHIUBUIYAIBHBIX OCOOCHHOCTEH OOyJaroniuxcs.
Bpems u MmecTo caMocTOSTENbHOM paboThl BRIOUPAIOTCS 00YYarOIIUMHUCS TT0 CBOEMY YCMOTPEHHIO C
Y4ETOM PEKOMEH Il MPenoaBaTes.

CamMocTosATenbHYI0 padOTy Haj AWCHUILIMHOW ClelayeT HauyuHaTh ¢ H3yudeHus paboueit
MpOrpaMMbl JTUCHUIUITMHBL «J[OKYMEHTAIIMOHHOE O00€CIIeUeHUE YIPaBICHUYECKON IESITEIBHOCTH,
KOTOpasi COJAEPKUT OCHOBHBbIE TpeOOBaHUS K 3HAHUSM, yYMEHHMSIM M HaBbIKaM O00y4YaeMbIX.
O0s3aTenbHO CleayeT BCIIOMHUTh PEKOMEHIAIMU MPENoIaBaTelis, JaHHbIE B X0JI€¢ YCTAaHOBOYHBIX
3aHATUN. 3areM — NPUCTYNaTh K M3YYEHUIO OTAEIbHBIX pa3/ieloB M TEM B TOPAJIKE,
MIPEAYCMOTPEHHOM MPOTPaAMMOM.

[TomyuuB mpencTaBieHre 00 OCHOBHOM COJIEp>KaHUU pa3fiena, TeMbI, HE0OOXOUMO U3YYUTh
MaTrepua ¢ TOMOIIBI0 YICOHNKOB, YKAa3aHHBIX B pa3iesie 7 yKazaHHOU mporpamMmel. [{erecoobpazto
COCTaBUTh KPATKUU KOHCIEKT WM CXEeMY, OTOOPaKAIOIIyI0 CMBICT U CBSI3U OCHOBHBIX TOHSATHH
JAHHOTO pas3Jieia M BKIIOYCHHBIX B HErO0 TEM. 3aTeM, KaK IMOKAa3bIBACT OIIBIT, MOJIE3HO H3YyYHTh
BBIJIEP’)KKU M3 TEPBOMCTOYHUKOB. [lpyM >KemaHMM MOXKHO COCTaBUTh HUX KpaTKUWA KOHCIIEKT.
OO0s3aTennbHO CJIeAyeT 3amKChiBaTh BO3HUKIIKE BOMPOCH, Ha KOTOPBHIE HE YIAJIOCh OTBETUTH
CaMOCTOSATEIBHO.
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HaumenoBanue |Bomnpocsl, BbIHeCeHHbIE Dopmbl YuyebHo- DopMa KOHTPOJIA
TeMblI HA CAMOCTOSITEJIbHOE | CAMOCTOSITEIbHOM MeTOAuYecKoe
H3yyeHune padoThI odecneyeHue

Tema 1. OOmas [IpuamHb Pabota B Jlutepatypa K Teme, VerHblii onpoc,
XapaKTCpUCTHKA BO3HUKHOBECHHUS oubnuorexe, pabota c UHTEpHET AOKIazn
yIpaBIEHUYECKUX JOKYMEHTA. BKitouas ObC. HMCTOYHUKAMHU
JOKYMEHTOB JoxymeHT kak | [loarotoBka

HOCHTEIh JTOKJIaza-

yIpaBIeHYECKOU MIpE3eHTaLMH.

nHpOpMaIuu.

[onstre, ¢yHKIUN H

CHOCO0BI

JIOKYMEHTUPOBaHMUSL.

[Ipeumyiectna u

HEJ0CTaTKU

HCIIOJIb30BaHUS

«ANEKTPOHHBIX

JIOKYMEHTOB).

OcobenHocTH ux

XpaHeHUsl.
Tewma 2. CocraB u OcoGeHHOCTH Pabora B Jlurepatypa K Teme, VerTHsIi onpoc,
MOPSITIOK pa3paboTKu oubanoreke, paboTa ¢ UHTEpHET AOKIa
pa3paboTKu JIOKYMEHTaI1H, Brurogast ObC. HWCTOYHUKAMU
JIOKYMEHTOB B OTpaXKaroLIeH: [ToaroroBka
YIIpaBIeHIECKON - (mHAHCOBO- | MOKIIaa-
ACATCIBbHOCTU XO3HﬁCTBCHHyIO MMpE3CHTaAllUN

JeSITeIbHOCTh

OpTaHM3aINN;

- KOMMEPYECKYIO

JeSITeIbHOCTh

OpTaHH3aIINY.
Tema 3. OcobenHocTH PaGora B JIurepaTypa K TeMe, VcrHslit onpoc,
JlokyMeHTHpOBaHHE | JOKYMEHTHPOBAHUS oubnuorexe, pabota c UHTEpHET AoKmarn
paboThI C 3TaIoB TPYJAOBOM Brutrogast ObC. HWCTOYHUKAMU
MIEPCOHAIOM JEeSTeLHOCTH [Tonrororka

paboTHHKa (TIpyeM, JIOKJIaJ1a-

MepeBo/], OTITYCK, Mpe3eHTaLnH.

KOMaHIMPOBKa,

YBOJIbHEHUE U JIp.)

TpyoBast KHUXKKa:

MpaBuIia BEACHUS U

odopmIIeHUSL.
Tewma 4. [lonstne u | JloKyMEHTONOTOKH: Pa6ora B Jlurepatypa K Teme, VerHbii onpoc,
TIPUHITUTIBI BXOJAIIAsA, UCXOAIas, | OMOIMoTeKe, paboTa ¢ UHTEpHET JOKIIaz
OpraHM3alnN BHYTpPEHHSS Brutouast ObC. HCTOYHUKAMHU
JIOKYMEHT0000pOTa | JOKyMEHTAIHsI. [Moxrororka

TexHonorus JIOKJIa1a-

00paboTKu MPe3eHTAalNH.

JIOKYMEHTOIIOTOKOB.

Criettuduyeckue

TEXHOJIOTHH 00paboTKH

JOKYMEHTAallNH:

- KoH(UACHIMATbHAS

OOKYMCHTAI U,

- TOKyMEHTalUs [0
oOpaleHusIM rpaXKaaH.
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Tema 5. Cocrasnenue Pabora B JIurepaTypa K TEME, Yernerii omnpoc,
Opranu3zanus HOMEHKJIATypHI IEI: oubnuorexe, pabota c UHTEpHET AOKIaz
TeKyIel paboTel ¢ | Ha3HAYCHUE, BUIIBI, Brutrogas ObC. HACTOYHHKAMHU
JOKyMEHTaMH 0c00EHHOCTH IToaroroska

odopmieHusI. JIoKJIaaa-

dopmupoBanue e Mpe3eHTAalNH.

OCHOBHBIE OIIE€PALIUH.

IIpaBuna

OIIEPaTUBHOTO

XpaHEHUs JIel.
Tewma 6. OkcnepTHas komuccus: | Pabora B Jlutepatypa K Teme, VerTHsIi onpoc,
[MoaroroBka OCHOBHBIE (YHKUIMU U | OMOIHOTEKE, pabota c UHTEpHET AOKIIaN

JOKYMEHTOB K MOPSIIOK paboTEHI. Bkitouast ObC. HUCTOYHUKAMHU
repeaade Ha Odopmitenne nen u [Toarororka
apXMBHOE XpaHEHUE | COCTABJICHHUE OMHUCEH. JOKJIaa-

[Nopsinox mepenaun Mpe3eHTAalNH.

JIOKYMEHTOB B apXUB.
Tewma 7. Opranuzamus pabotst | Pabota B Jlurepatypa K Teme, VerTHsIi onpoc,
OpraHu3aoHHO- cekperaps oubanoreke, paboTa ¢ UHTEpHET AoKnazn
TEXHUYECKOE pykoBoautens u opuc | Bkirouas ObC. WCTOYHUKAMU
obecrnieueHne MeHeKepa. [TonroroBka
nenornpousBojictBa | Kakue TexHuueckue JOKJIa1a-

cpencTBa oUCHOM MPE3CHTALINH.

JEeSTeTbHOCTH

WCTIONB3YIOTCS TIPH

pabote ¢

JokymeHTamu. X posib

Y 3HaueHue?
Tema 8. VHuduuupoBaHHblie Pa6ota B JInteparypa k Teme, | YCTHBIH ompoc,
HopmatusHo- CUCTEMBI oubnuorexe, pabota c UHTEpHET AoKmarn
MeTo/In4ecKas 6a3a | JOKyMEHTAIUH; BKirovast ObC. HCTOYHHKAMU
nenonpounssoactea | Hopmarusao- [Tonrororka

MPaBOBbBIE AKTHI U JIOKJIa1a-

METOJMYECKHE Mpe3eHTAaIINH.

JIOKYMEHTBI TI0

JIeTTOTIPOU3BO/JICTBY,

n3JlaBaeMbie

PYKOBOJICTBOM

YUpEKACHUN

OpraHu3aluii,

OpeAnpUITHI;

3aKoHOaTeNbHBIC

aKkThl cyObexToB PO 1
MIPaBOBBIE AKTHI,
MIPUHUMaEMBbIE
OopraHaMmu
HCIIOJIHUTEJIbHON
BiacTu cyObekToB PO.

6. OueHOYHbIe MaTepHAJIbI VISl HIPOBEJAEHUS MPOMEKYTOYHOM aTTeCTAlMHU 00YYAIOLIUXCS
o AMCIHUMIIJIMHE «I_[OKyMeHTalII/IOHHOC odecreueHue ynpaBnquecxoifl AEATCJIBbHOCTH»
6.1. Onucanne nokasareseil 1 KpUTepHeB OLCHNBAHUS KOMIIETCHINI, ONMCAHHUE IIKAJI

OICHUBaAHUA
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Ne n/m

HaumenoBanue
OLICHOYHOI0
cpencTBa

KpaTtkasi xapakTepucTHKa
OIIEHOYHOT0 CpeACTBa

IIxaja u KpUTEPHUH OLEHKH, 0T

Kpurepuu
OlLleHUBAHUSA
KOMIIeTeHIIUH

Ompoc

COop mepBUYHOUN HMH(MOpPMAITHH
o BBISICHCHHIO YpOBHS
YCBOEHHUS PO EHHOTO
MaTepHaia

«3a4TeHo» - ecl OO0yJaroIIHiCs
JEeMOHCTPHPYET 3HAHHE MaTepuaa
M0  pa3lmeny, OCHOBAaHHBIE Ha
3HaKOMCTBE C 00s3aTEIBHON
JUTEPATypOi ¥  COBPEMCHHBIMU
MyONUKANKAMYU, JaeT JIOTHYHEIC,
apryMCHTHPOBaHHBIC OTBETHI HA
MMOCTaBJICHHBIC BOMpPOCHL.  Taxxke
OIICHKA «3aYTE€HO» CTaBUTCS, €CIIU
oOyJarommmcst JOITYTIICHEI
HE3HAYUTEIbHBIE HETOYHOCTH B
OTBETaX, KOTOPBIE OH HCIIPABIIET
MMyTeM HaBOIAIINX BOIPOCOB CO
CTOPOHBI IIPETIOAABATEIIS.

«He 3a4TCHO» - HMCIOTCS
CYIIICCTBEHHBIC TPOOENbI B 3HAHUU
OCHOBHOT'0 MaTepuaJa 1o pasieiy, a
TaKXKe Oy IIIEHBI
NPUHLUIIMAIBHBIE  OMIKMOKK  NpH
U3JI0)KEHUHU MaTepHraa.

DK-1

Joxman-
MIpe3CHTAIHS

[lyOnuyHOE BBICTYIDICHHE TIO
MNpeACTABJICHUIO MOJYUCHHBIX
pe3yJIbTaTOB B Iporpamme
Microsoft PowerPoint

«5» — [OKIanm  BBIMONHEH B
COOTBETCTBMH  C  3asBICHHON
TEMOI, OPE3CHTAlMS  JIETKO
9qpTacMa U SICHA ISl MOHUMAHUSL,
rpaMoOTHOE HCIOJIb30BaHUE
TEPMHHOJIOTHH, cBOOOHOE
M3JI0)KCHHE paccMaTpUBaeMbIX
npoOJieM, JOKJIaquuK MpPaBUIBHO
OTBETHJ Ha BCE BOMPOCHI B XOJ€

JVICKY CCHUH;
«4» — HEKOoppeKTHOe O(OpMIICHHUE
TIPE3eHTAINH, rpaMOTHOE

UCIIONIb30BaHNE TEPMHMHOJIOTHH, B
OCHOBHOM CBOOOJHOE H3JIOKEHHE
paccMaTpuBaeMbIX npo0iem,
JOKJIATYNK YaCTHYHO TPaBMIIBHO
OTBETHJI Ha BCE BOIPOCH B XOJ€

JIICKYCCHUH;
«3» — OTCyTICTBHE IIPE3EHTAINH,
JOKJIa YUK UCIIBIThIBAJI

3aTPYAHCHUA TIPU BBICTYIJICHUU U
OTBETEC Ha BOHOPOCHI B XOAC
JAUCKYCCHUH;

«2» - JOKJIaAYMK HC PACKPBUI TEMY

OK-1
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3 KomroxBuym becena  mpemomaBatens ¢ |«3auteHo» - eciu oOywarommiics | PK-1

YYaIIMMHUCS Ha OTpPENeNIeHHYIO | IeMOHCTPHPYET 3HAHHE MaTepHaia

TeMy U3 y4eOHOU IIPOTpaMMBI M0 pas3feny, OCHOBaHHBIE Ha
3HAKOMCTBE C  00s3aTeIbHON
JUTEPATypol W COBPEMEHHBIMH
MyONMUKanusIMH;, JaeT JIOTHYHEIC,
apryMCHTHPOBaHHBIC OTBETHI Ha
MMOCTaBJICHHBIC BOMPOCHL. Takxke
OIICHKA «3aYTCHO» CTABUTCS, €CIIU
o0yJaromumcst JIOITY II[CHBI
HE3HAYUTCIIPHBIC HETOYHOCTH B
OTBETaX, KOTOPHIE OH HCIPABIIICT
IyTeM HABOIAIMIAX BOIPOCOB CO
CTOPOHBI IIPETIOAABATEIIS.

«He 3a4YTEHO» - HUMEIOTCS
CyIIecTBEHHBIE TIPoOeNbl B 3HAHUN
OCHOBHOTO MaTepuaja 1o paseny,
a TaKxKe JIOITY IIICHBI
MPUHIUIAATBHBIC OIMUOKH IpH
U3JI0)KCHUHU MaTepuaa.

6.2. Meroanyeckue MaTepHaJibl, ONpeAe/silOIIMe NMPOUEeAYPbl OLECHUBAHMS 3HAHWM,
yYMeHUii, HABBIKOB M (MJIM) ONBITA IEATEJIbHOCTH, XapaKTEePU3YIOUIUX 3TAaNbl (JOPMHUPOBAHUSA
KOMIIETEHIIUI B TMpoLecce OCBOEHHS] OCHOBHOHM mpodeccHoHaAIbHOI 00pa3oBaTe/bHOM
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NPOrpaMMmblI
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@opMa KOHTPOJIsI/
KOJIbI OLIEHUBAEMBIX
KOMIIeTeHIUil

Ipouenypa oneHnBanus

IIxana u KPUTEPHHU OLEHKH, OAJLIT
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3ayer —
DdK-1

Ilpy noaroTtoBke K 3a4yeTy
HE00X0AUMO
OpPHUEHTHPOBATHCA Ha
KOHCIEKTHI JIEKITHH, pab0dyIo
mporpaMMy  TUCHHUIUIMHBI,
HOPMAaTUBHYIO, Y4eOHYIO U
PEKOMEHITyEeMYIO
nutepatypy. OcHOBHOE B
[IOATOTOBKE K cjaue 3ayera
— DJTO TIOBTOPEHHUE BCETO
MaTepuaga IUCIUILTAHEL, 10
KOTOpOMY HEOOXO0MMO
cJlaBaTh 3a4er. TIpu
MIOATOTOBKE K cade 3adera
oOyyaromuiics Bech 00BEM
paboThI JTOJDKEH
pacupenensiTe paBHOMEPHO
[0 THSM, OTBEICHHBIM ISt
IIOATOTOBKHN K 3a4€Ty,
KOHTPOJIUPOBATh KaXKJIbIi

JICHb BBIMOJIHEHHE
HaMe4YeHHOUW pabotel. Ilo
3aBEPILCHHIO H3Y4CHUS

JUCHHIUIMHBI CHAETCS 3a4eT.
B nepuox mnoarotoBku K
3a4eTy OOyYaroIIuics BHOBb

oOparmaeTcst K yKe
M3Y4YeHHOMY (TIpOMIeHHOMY )
yueOHOMY MaTepuany.

[loaroroBka oOywaromerocs
K 3a4eTy BKJIIOYaeT B cels
TPU 3Tala: CaMOCTOSTENbHAs
paboTa B TEUCHHE CEMECTpa;
HETOoCpeICTBEHHAs
MOJITOTOBKA B JTHH,
MPEIIECTBYIOIINE 3a4ETy T10
TeMaM Kypca; MOJrOTOBKAa K
OTBETY Ha 3aJlaHus,
coaepxammecss B Owmierax
(Tecrax)  3auera.  3ader
MpOBOAWUTCA TO Owuieram
(Tectam),  OXBAaTBHIBAIOIINM
BECh MPONACHHBIA MaTepHall
JICTIUTLITUHBI, BKITFOYAsI
BONIPOCHI, OTBEACHHBIC ISt
CaMOCTOSITEIIBHOTO
H3yYEHHS.

1. OLIEHKA «OTIMYHO» - OOydYarouuics
JIOJDKEH JaTh IOJHBIE, UCUEPIIBIBAIOIINE OTBETHI
Ha BONpPOCHl  3ayeTallMOHHOro Owiera, B
YaCTHOCTH, OTBET JIOJDKEH INpeNIojararb 3HaHUE
OCHOBHBIX TOHATHIA M WX 0OCOOCHHOCTEH, YMEHHE
MIPaBUIBHO OTIPEETATh creuupuKy
COOTBETCTBYIOIIUX  OTHOIIEHHWH, MPaBHIBHOE
pemieHne mpakTuueckoro 3amanus. OneHka
«OTJIIMYHO» TPEANOoNaraeT Haluyhue CHCTEMBI
3HaHUH 110 MpeIMeTy, YMEHHE U31araTb MaTepual

B JIOTHYECKOMH M0CJIEN0BATEILHOCTH,
CHCTEMAaTHIHO, TPAaMOTHBIM S3BIKOM, BJIAQJCThH
HaBBIKAMH CO3JaHus, (hopmupoBaHus
JIOKyMEHTOB, JIOKYMEHT0000pOTa,

(bopMHPOBaHUEM JI€J1, CO3AAHUEM TOKYMEHTOB I10
JMYHOMY COCTaBY H T.II.

2. OIIEHKa «XOpOIIO» - O0OydJaromuics
JOJDKCH [JaThb IOJHBIC OTBETHI Ha BOIPOCHI,
yKa3aHHblE B 3a4eTaliOHHOM  OmiieTe.
JlomyckaroTcsi HETOYHOCTH TPH OTBETE, KOTOPHIC
BCC€ K€ HC BJHMAIOT Ha MNPaBHUIBHOCTHL OTBETA.
OTBeT NOJDKEH HpeArnoaraTb 3HaHWE OCHOBHBIX
MOHATHN ¥ UX 0COOEHHOCTEH, YMEHHE MTPABHIFHO
OTpeNeNaTh  CIeHu(HUKy  COOTBETCTBYIOIIMX
OTHOHICHI/II\/'I, BJIaACHHUC 0a30BLIMM  HAaBBIKAMU
pemreHust coopa u 00pabOTKN WHGOPMAITUH, IS
co3manust  JokyMmeHTa. OIEHKa  «XOpPOIIO»
NpearonaraeT HaJIW4YUe CHUCTEMbl 3HAaHWHA TI0
npeaMeTy, YMEHHE H3jaraTb Marepuan B

JIOTHYECKOH IIOCJICAOBATCIBHOCTH,
CUCTCMAaTUYHO, TI'paMOTHBIM fA3LIKOM, OJHAKO,
JAO0IMYyCKArTCA HC3HAYUTCIIBHBIC OH_II/I6KI/I,

HETOYHOCTH 110 Ha3BAHHBIM KPUTEPHUSIM, KOTOPBIE
BCC K€ HE MCKAXKAIT CyTH COOTBETCTBYIOIIETO
OTBETa

3. OIIEHKa «YIOBJIETBOPUTEIHHO -
o0yuJaroIuiics JOJKESH B LIEJIOM JaTh OTBETHI HA
BOIPOCHI, MPEJIOKEHHBIE B 3a4eTal[MOHHOM
owiere, OpPUEHTUPOBATHCS B CUCTEME
JUCIUTUTAHBI «J[oOKyMeHTaIllMOHHOE obecreueHIe
YIPaBICHYECKOM JESITENIEHOCTH, 3HATh
OCHOBHBIC MOHSTHUS JIOKYMEHTOIIOTOKA,
JIOKYMEHT0000pOTa,  CHCTEMY  JHCIUILUIHHEI,
npeMeT, OCOOCHHOCTH  OTJCNbHBIX  BHJOB
MIPaBOOTHOIICHU. Orienka
«YJIOBJIETBOPHUTENILHO»  MpeArojaraer,  4ro
MaTepral B OCHOBHOM HW3JIOXKEH TPaMOTHBIM
SI3BIKOM

4. OIICHKA «HEY/IOBJICTBOPHUTEIHHOY
MpenoaraeT, YTo o0yJaromuMcs Tu00 HE JaH
OTBET Ha BONpoc Owjera W (WIM) HE pelleHa
3ajJ1a4a, MpeIoKeHHas B 3a4€TAIlMOHHOM OWIIETE,
00 00yJAFOIIHIACS HE 3HACT OCHOBHBIX ITOHSATHI
JIOKYMEHT0000poTa, JIOKYMEHTOIIOTOKA,
HOPMaTHUBHO-METOAHYECKOTO obecrieueHust
JICJIONPOU3BOICTBA WMJIM HE OPUCHTHPYETCS B
CHUCTEME JOKYMECHTAIIMOHHOTO O0ECIICYCHHUs, He
MOXET ONPEACIUTh TPEAMET JIHUCIUILUIAHBI,
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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)

oco0eHHOoCTEH OTIENIbHBIX
JTOKYMEHT0000poTa

6.3. TumoBble KOHTPOJIbHbIE 3aJaHUS WM HMHbIe MaTepHaJibl, He00XOAUMBbIE IJIs
npoueaypsl OUEHWBAHUS 3HAHMII, yMeHHMii, HABBIKOB ¥ (MJIM) ONBITA [eSITEJbHOCTH,
XapaKTepu3ywIuXx 3Tanbl (GopMHPOBAHNS KOMIIETEHIMA B Mpolecce OCBOCHUS OCHOBHOM
npogeccHoHAIbHOIH 00pa30BaTEIbHONH MPOrPaMMBbI

6.3.1. TunoBble 3a1aHus 1Sl IPOBEIEHUsI TEKYIIEro KOHTPOJIA 00y4alomuXxcsi

6.3.1.1. 3aganus qis onpoca:

Tema 1. O61mas xapaKTepuCTHKA YIIPABJIeHYECKHX JOKYMEHTOB.
3aoanue Ne [. Omnpeneaurte OMHUOOYHBbIE BapUAHTHI TPH O(POPMIIEHHUH PeKBH3UTA
«HAHUMEHOBAHUE OPTraHU3ALNM, BHECHTE UCIIPABJIEHHS:
MI'yY, PYJIH, PITY, BHUVcenvxo3mauu,
Bcepoccuiickasa akademus cenvcroxozaticmeenuvix Hayk um. B.U. Jlenuna (BACXHHUIJI),
Omxpvimoe akyuonepHoe obwecmso «Kackaoy, 3akpvimoe akyuoneproe obwecmso «Ilnymomny;
Qupma «Cnymuuky, hupma «Buonay, nusnas komnanus «Llepepay, pabpuxa «3apsy.
Omoen mapkemutea, omoen nepego3ox;
Mawcmpoticknao.

3aoanue Ne 2. Haiipute ommOKM npu oGopMJIeHHH PEKBU3MTA «CIPaBOYHbIEC JaHHbIE 00
OpraHU3aIum»:

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

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

Poccus, e. Acmpaxaus, ya. I'opvrozco, oghuc 45, menegon: (83832) 24-32-18, paxc: (83832)24-32-
13;

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

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

e. C-I16, yn. I'ocons, Ne 7, ke. 47, 590377, p.cu.2465387, m. 1-23-45-12,;

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

M-ea, Poccus, yrnuya Hexpacosa, oom 35, kopn.2, keapm.7

3aoanue Ne 3. Kak Bbl 0()OpMHUTE PEKBU3UT «aJpecaT», eI apecaToM ABJIsIeTCS:
IIpeoceoamenvy cmpoumenvrozo koonepamuga B.A. Cokonos; nauanbHuk ynpasieHus mapkemunea
340 «Pecama» H.H. Crnasuykuii, oupexmop wxoavl B.C. Cepeees;

1Inanoso-sxoHomuyeckoe ynpasnienue Bonoecoockozo mebenvnoco xombunama, omoen mapkemumea
00O «Bumssby,

Hexan ucmopuueckozo ¢axynemema ExamepunHOypecko2o 20Cy0apCcmeeHHo20 YHUgepcumema
dokmop ucmopudeckux Hayk, npogeccop E.B. Cepeees; sedywuii cneyuarucm OO0 «Ceéemaana»
K.E. IIponun, cmapwuti unoicenep 11.H. Ceemnos;

Jlupexmopwl npeonpusamuii 2. [lckosa;,

Aomunucmpayus paiionos Yensabunckoii oonacmu?

3a0anue Ne 4. OTmeTbTe Hel04YeTbl B O(GOPMIIEHHH PEKBHU3HUTA «OTMETKA O HAJHYMHU
MPUJIOKEHUS»

Ipunoosicenus: Kamanoe nosvix uzoenuu; Cneyughuxayus Ho8bix 6U008 NPOOYKYUU,

Ipunoowcenue: axm skcnepmusa Ha 1 1. 6 3 9Kk3. (Ha3eaHue npunazaemo20 OOKYMeHmMAa YKA3aHO 8
mekcme);

Ipunoowcenue: na 2n. 6 2 9x3. (Hazeanue npuracaemo20 OOKyMeHma He YKa3aHo 6 mexkcme),
Ipunoosicenue: ooxymenm na 2 1. 6 1 9k3;

Ilpunoowcenue: cnpaska, oannas A.A. Heanosy 6 mom, umo o pabomaem Ha NpeOnpusmuu
«Pocmexcmunvmawty nomowHukom cmapuie2o unicenepa Ha 1 . 6 3 9x3.;

Ipunooicenue: na 3 1. 8 1 9K3. movKo oupexmopy 3a600y « Ypaimeodenvy.
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Tema 2. CocTaB M NOPSIAOK pa3padoTKH JOKYMEHTOB B YIIPaBJICHYECKOH 1esITeIbHOCTH.

3aoanue Ne 1. Pa3paboTaiiTe MPOEKT MOJOKEHUS O MOPSAKE paclpeesieHs ICHeKHON MPEMHUH B
TPYAOBOM KOJUICKTHUBE.

3aoanue Ne 2. PazpaboTtaiiTe MpOEKT MHCTPYKIIMH 10 JICIOTPOU3BOJCTBY KOHKPETHOM OpraHn3aIiH.
3aoanue Ne 3. Omnpeneinte, K KAaKOMY OPraHHU3allHOHHOMY JIOKYMEHTY OTHOCSITCS
npeasaraeMblie (pparMeHThl JI0KyMeHTOB. O00CHYiiTe CBOe pelieHue.

Texker 1.

OMPMEHHOE HAUMEHOBAHUE

N MECTOHAXOXJIEHUE OBIIECTBA

1.1.ITonmubiM pupmMeHHBIM HamMeHoBaHweM OOmiecTBa sBisercs OOIIECTBO € OrpaHHUYCHHON
orBercTBeHHOCThIO «HOTA». CokpamienHoe ¢upMeHHOe HanmMeHoBaHHe obOmectBa — OO0
«HOTA».

1.2.MecronaxoxaeHue o0mecTBa (MMOYTOBIN HHJEKC): MooaexkHbIi npoct., 15, r. KpacHospck-
45, 630091, Poccuiickas @eneparius.

Texer 2.

OBILIUE ITOJIO)KEHUA

1.1 Cekperapb-pedepeHT OTHOCHUTCS K KATETOPUH CHCIHAIMCTOB NPEIIPUATHS, MPUHUMACTCS H
YBOJIBHSETCS. AUPEKTOPOM.

1.2 OcHOBHBIMU  3a7a4aMu cekperaps-pepepeHta  SBISIFOTCS OpPraHHU3allMOHHOE U
JOKYMEHTAIMOHHOE 00eCTieueHUE YIIPABICHYECKOU e TEIbHOCTH

Texcr 3.

1.1.5nekTponpoBojika B Y4EOHBIX MOMEUICHUSX JOKHA HAXOAUTHCS B HMCIPABHOM COCTOSHUU.
ConpoTHBIICHHE U30JISIIIAH TPOBOJIOB JIOJDKHO MEPHOIUICCKH 3aMEPATHCS, TIPU HEOOXOIUMOCTH
JOJKEH MTPOBOJAUTHCS] PEMOHT.

1.23anpemiaercss  NPUMEHSATh  JUIS  3QIIATBI  JJCKTPOCETEH  BMECTO  aBTOMATHUYECKUX
MpeIoXpaHuTeNel 1 MIaBKUX BCTABOK 3aIIUTY KyCTapPHOTO U3TOTOBICHUS (OKYUKN).

Texkcr 4.

1.1.MHCcTpyKTOp NIEPBOI KATETOPUU OT/Ieja KaapoB, OpTraHH3aIMOHHO-MAaCcCOBOM pabOTHI U KOHTPOJIS
OTHOCHTCSI K KATETOPUH CTICIIHATUCTOB.

1.2.Ha nomKHOCT, HMHCTPYKTOpa TNEpBOM KaTEropuM Ha3HAYaeTCs IUI0, WMEIOIIee BBICIIEe
npodeccuoHaibHOE 00pa3oBaHue, 0€3 MpeIbsBICHU TPEOOBAHHI K CTaXy pabOTHI.

1.3.Ha3nauenue Ha MJOKHOCTH HMHCTPYKTOpA MEPBOM KAaTeTOPUU U OCBOOOXKIEHHE OT Hee
MIPOU3BOJISATCS TIOCTAHOBJICHUEM (PACTIOPSKCHHEM) COBETA WJTH ITPABJICHHS.

3aoanue Ne 4. Y cTaHOBUTE COOTBETCTBHE MKy BUAOM JOKYMEHTA U Pa3/ieioM TeKCTa:

Ycras KOJIMYECTBO IUTAaTHBIX €IUHUL]

[IpaBuiia BHyTpeHHETO (opMHpOBaHKE U paclpe/ieeHUue
TPYZIOBOTO pacrnopsaka JI0X0JI0B yueOHOr 0 LIEHTpa
[Tonoxenne (GYHKIIUHM U TOJKHOCTHBIE 003aHHOCTH
JlomKHOCTHAs! MHCTPYKIS perucTpanms J0KyMEHTOB

[lITaTHOE pacnucaHue OCHOBHbIE€ (DYHKIIMU MTPEITPUATHS
WNHucTpykuus no MOPSAJIOK IpHUEMa U YBOJIbHEHHUS
JeJI0TIPOU3BOICTBY paboOTHUKOB

3aoanue Ne 5. Omnpeneanrte, B COCTABJIEHUM KAKOr0 BHMIAa OPraHU3ALMOHHOIO JOKYMEHTAa
NPUHUMAET y4acTHe YKa3aHHbIN CTIeHATNCT:

1) Crernuamuct oT/aena KaapoB —

2) CoTpyAHUK ITAHOBO-KOHOMHYECKOTO OT/ea —

3) HOpucr —

4) PyxoBomuTeNb AETONPOU3BOJICTBEHHON CITYKOBI —

5) CrenuanucT onpeaeacHHON 0Tpaciii MPOU3BOICTBA —
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3aoanue Ne 6. CocTaBbTe NPUKA3 B COOTBETCTBUH CO CJIEAYIOUNIUMH CUTYaAllMSIMU:

1) B opranu3zaiuu He0OXOAUMO YTBEPAUTh HHCTPYKIIUIO TI0 JCTIONPOU3BOJICTRY;

2) B OAO «3amyck» Oblaa mpoBelcHa MpOBepKa (PUMHAHCOBOM OTYETHOCTH XO3SHCTBEHHOM
JESTEIbHOCTH, B XOJIe¢ KOTOPOU BBISIBIICHO, YTO HA MPEANPHUSATUN HE BEJIETCA KypHaAJ ydyeTa
BBIJIaYU JIOBEPEHHOCTEHN U OTCYTCTBYET OTUETHOCTh MO KOMaHIUPOBKAM;

3) HeobxomauMo opranu3oBarth paOOTy B Mpa3AHUYHBIC JHU (HAYaJIbHUK OXpaHbl IOJDKEH
oreyaTaTh MPOU3BOJACTBEHHbIC TOMEUICHHS U 00ECIEUUTh OXpaHy; AUPEKTOP MO MepCoHATY
JIOJDKEH OpraHu30BaTh JIEKYpCTBO Ha TeiedoHEe TIaBHOrO oduca JJisi ONepaTUBHOIO
pelIeHrs BOIIPOCOB; INIaBHBIN OyXTaiTep JOKeH O(pOpPMUTH OIIaTy JEKYyPCTBa B ABOMHOM
pasmepe);

4) HeoOXx0auMO OpraHu3oBaTh IMOJArOTOBKY K ©KErOJHOMY CEMHHApy (IHUPEKTOp IO
MapKETUHTY JIOJDKEH NPEICTaBUTh TE3UCHI JOKIAIOB CHEIUATHCTOB-MApKETOJIOrOB 10
3apy0exHOMY pBIHKY; CEKpeTapb TIe€HEepajJbHOro IUPEKTOpa IOHKEH IMOATOTOBUTH ILUIAH
OpPTraHU3AIMOHHBIX MEPONPHUITHIA 10 MPOBEACHUIO CEMHUHAPA; TJIaBHBIA OyXTalTep TOJIKCH
COCTAaBUTh CMETY pAacXoJ0OB IO OpraHu3aluu paboThl CEKUUH U MPOBEACHUIO
3aKJIIOYUTENHLHOTO OaHKETA).

3aoanue Ne 7. JlonoJIHUTE BbICKA3bIBAHUSA:
1) Buwidensiomes cnedyowue 8udbl pacnopsioumenbHblx OOKYMEHMOs:
- NPUKA3....;
2) evloensitomes ciedyrouue pasHoOBUOHOCHU NPUKA308: NPUKA3 NO OCHOBHOU 0esIMENbHOCMU ... ...,
3) mekcm pacnopsaoumenbHo2o OO0KYMeHma umeem cledyloujue peKeUusumvl. HAUMEHOBAHUE
opeaHuzayu.....

3aoanue Ne 8. IlpoaHaau3upyiite J0KyMeHT, HCIOJIb30BaHHbII B «3anMCcHbIX KHUKKax» .
HUnbdpa. Onpenesanrte ero BUI U KOHCTUTYHpPYIolHe npu3Haku. Kak o0bIrpeiBaercs JaHHbII
JAOKYMEHT B Xy/J105KeCTBEHHOM NPOU3BeJeHun?

Hano cue momy-cemy (maxomy-cakomy) 6 mom, 4mo emy paspeuiaemcs mo oda ce, Ymo
NOONUCHIO U NPUNONHCEHUEM NeYamu yOOCmosepaemcs. 3a maxo2o-mo. 3a cako2o0-mo. Yupedcoenue
«A3 ecmbr4.

3aoanue Ne 9. CocTaBbTe JOKJIAJHYIO 3aAIIUCKY JJIS CJleyIolIeil CUTyaluH.

MeHnempkep oTaena ONTOBBIX MPOJAX JOTOBOPHIICS O IOCTaBKax HOBOI'O TOBapa B CETh
MarasuHOB «OKoueHTp». s ckopeiimero 3HaKOMCTBa MOTPEOUTENST C TOBAPOM M TIOBBIIICHHUS
o0beMa Ipoiax ObLIO MPUHATO PEIIEHHE O pa3MEIIEHUN B TOPTOBBIX TOUKAX IMOCTEPOB C peKIaMOi
maaHHOrO ToBapa. OHAKo Ha ckiaje ¢uInaia IMocTepoB B JOCTaTOYHOM KOJIMYECTBE HE OKA3aJ0Ch,
Y BO3HHUKJA HEOOXOJUMOCTh 3aKa3aTh MX Ha IIEHTPAJbHOM cKiane (Gupmbl. JloKnagHyto 3ammcKy
COCTaBUJI MCHCIPKEP Ha MM HaYaJIbHUKaA OTACIIa OIITOBBIX MIPOJaK.

3aoanue Ne 10. CocTtaBbTe aKT O MPOBEpPKE pabOTHI C TOKyMEHTaMH B oTaene mapketuara OO0
«Kapar».

[TpoBepky npoBoauia 22 HOsIOps TEKYIIEro roja Komuccus B cocrase 1. byxranrepa M./I.
AnTOHOBa (TIpeacenarens), 3aB. Kanuensapueii JI.JI. Illykunoii, HauaneHuk otaena Mmapketunra K.E.
Taruposa. Komuccus nposena opraHu3anyio U yCIOBHUS XpaHEHHs YIPABIEHYECKUX TOKYMEHTOB.
@DakTOB yTpaThl, IOPYM M HE3AKOHHOTO YHUYTOXEHMsI JOKYMEHTOB HE YycCTaHOBJIEHO. OJIHaKo
KOMUCCHSI YCTaHOBWJIA PAJI CYIIECTBEHHBIX HEAOCTAaTKOB: HECBOEBPEMEHHO (HOPMUPYIOTCS B Jela
WCIIOJIHEHHBIE JIOKYMEHTBI; 3arojOBKH JI€]1 HE BCErJa COOTBETCTBYIOT HOMEHKIAType Heil. AKT
CoCTaBlieH B 3 9K3. (11 HayalbHUKA OTJAE]a MapKETHHTa , 3aB. KaHuemsipuei, B geino No 15-06).
OcHoBaHueM sBisieTcss Tpuka3 aupekropa oT 20 HosOps Tekymero roma No 23 "O
COBEpIICHCTBOBAHUHU JIOKYMEHTALIMOHHOTO OOECIeueHusl JeSTEIbHOCTHY. Y TBEPXKIAeTCsl aKT I'eH.
Hupextopom OOO «Kapat» M.K.MBanossiM 23 HosiOpst Tekymiero roga. OcTaabHble PEeKBU3UTHI
JIOTIOJTHUTE CAaMOCTOSITENIBLHO.
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6.3.1.2. TunoBble BAPHAHTHI TECTOBBIX 3aaHUIi
1. 'apanTHiIIHOE TUCBMO — 3TO:

JAOKYMCHT, 00061113101111/1171 (6] HpI/I6J'II/I)KeHI/II/I, YCKOPEHUH, UCTCUCHHHN CPOKa HCIIOJHCHUIA

KaKoTo-I100 JICHCTBUS,
JIOKYMEHT, COJIEPKAIIMN MTPUTIIAIIEHUE HA MEPOTIPUATHE;

JIOKYMEHT, B KOTOPOM T'apaHTHPYETCs OIulaTa BBIIOJHEHHOW pabOThl MM IPENOCTABICHUE

4yero-1160 (padoThl, TOMEIICHUS U T.J1.);
JOKYMEHT, TIOTBEPKAAFOIINIA TOTyYeHUE IICHHOCTEH.

2. JlaiiTe onpenieseHue JOKYMEHTa:

MaTepuaibHbIi 00BEKT ¢ uHOpMaIue, 3adhUKCUPOBAHHOW CO3/IaHHBIM YEJIOBEKOM

CrocoOoM, /1151 €€ repeayu BO BpEMEHU U IPOCTPAHCTBE;
COBOKYITHOCTb PEKBU3UTOB OPHUIIHAIEHOTO MUCHhMA;
CTaHJIapTHOE PACIIOJIOKEHNE MaTepuaa;

TEKCT.

3. laiite onpeaenenue Gpopmyispa-odopasua:

COBOKYITHOCTh PEKBU3UTOB JEJIOBOr0O MUCHhMa;

COBOKYIIHOCTb PAacCIOJIO)KEHHBIX B ONPENEJIECHHON IOCIEeI0BATEIbHOCTH
MPUCYLIMX BCEM JIOKYMEHTAM OIPEIEIECHHOW CUCTEMBI JOKYMEHTALINY;
COBOKYITHOCTb PEKBU3HUTOB IIPUKA3a;

COBOKYITHOCTh PEKBU3HUTOB aKTa.

4. lata moKyMeHTa 0pOPMIISIETCS CIICIYIOIIM 00pa3oM:
1 pespans 1997;

1 despans 97 r.;

01.0297r.;
01.02.97.

5. [Jara nokymeHTa — 3T0:

JaTa ero MOAMUCAHUs, TIPUHATHUS;

JlaTa €ro COCTABJICHHUS;

JaTa ero MOAMUCaHUs, IPUHATHUS, YTBEPKICHHUS, COCTaBICHHUS, JaTa COOBITHS;
JaTa COOBITHSI.

PEKBU3UTOB,

6. Kakum CBOMCTBOM MOJKHO OXapaKTepU30BaTh HAIWYME Y JOKYMEHTa HEOThEMIIEMBIX

cJlaraeMbIx, 0€3 KOTOPBIX OH CYIIECTBOBATh HE MOKET:
BELIECTBEHHOCTb;

aTpuOyTHBHOCTb;

CTPYKTYpPHOCTb;

BEPHOI'O BapHaHTa OTBETA HET.

7. JlenoBble MUChMa OOBIYHO 3aKaHUYMUBAIOT PpazaMu:
B COOTBETCTBUU ¢ Bameii mpocrs060i ...

C YBOKEHUEM ...

HaMH pacCMOTPEeHBI Bammy npeioxeHus . . .

B CBSI3U ...

8. JlenonpousBoaCcTBO — 3TO:
MpaBWIbHOE 0(hOPMIIEHUE IOKYMEHTOB;
OpraHu3aiys JOKyMEHTO000pOoTa B YUPEKICHUH;

COBOKYIMHOCTH JOKYMCHTOB, OTPAXKAIOIMHNX YIIPABJICHYCCKYIO JCATCIbHOCTD YUPCIKIACHU A,
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COBOKYITHOCTh pa0OT M0 JOKYMEHTHPOBAHUIO IEATSILHOCTH YIIPABJICHUS U 110 OPTaHU3AIHH
JIOKYMEHTOB B YUPEKICHHUH.

9. [leaTenbHOCTD amnmapaTra yNpaBlIeHHs, OXBaThIBAIOIAs BOIPOCH JOKYMEHTUPOBAHHSA U
opranu3zaiuu paboThl ¢ JOKYMEHTaMH — 3TO:

JOKYMEHTALMOHHOE 00eCIeYeHNe YIpaBIeHMUS;

CTaHJapTU3aLus;

EI'CL;

cucreMa JOKYMEHTALUH.

10. JlokyMeHT, 3aKperuIsioluil JOJKHOCTHOM M YHCJIEHHBIM COCTaB IPENNPHUATHS C
yKka3zaHueM (poH/1a 3apabOTHOM IJIaThl — 3TO:

JOJDKHOCTHAs! UHCTPYKLUS;

yCTaB;

II0JIOJKECHHUE;

LITATHOE PaCIMCAHHUE.

11. JloxymeHT, (uxcupyrommii xoJ1 oOCYXKIEHHS BOMPOCOB W MPHUHATUSA pEIICHUH Ha
coOpaHusX, 3aCeJaHUsAX, COBEIIAHUIX U T.II.

OO0BSICHUTEIIbHAS 3aIHCKa;

JTOKJIa/THAst 3aIMCKa;

aKT;

MPOTOKOJ.

12. Kakas (pyHKIHS OTHOCUTCS K OOIIUM (DYHKIIUSAM JOKYMEHTA:
OOIIEeKYJIbTypHAS;

uH(pOpMaLOHHAas;

IpaBoOBas;

YIOPSIIOYMBAIOIIAS.

13. Kak J0mKHO IPOUCXOAUTD JIEJIEHNE JOKYMEHTOB:
Ha poAbl, MOABUABI, OAPOAbI, PA3HOBUIHOCTH;

Ha POJibl, BUJIbI, TOABH/IbI, PA3HOBUAHOCTH;

Ha BUJBI, IOJBUBI, PA3HOBUIHOCTH, POJBI;

Ha MOJBU/IbI, IOJPObI, PA3HOBUIHOCTH.

14. JlIokyMeHTaIlMOHHOE 00eCTIeueHnEe YIpaBiIeHUsI — 3TO:

MPOLECC YCTAHOBJICHUS U MPUMEHEHMS IPABUII C LENbIO YIOPAIOUYEHUS JNEATEIBHOCTH B
JIETIOTIPOU3BO/ICTBE;

JEATENIbHOCTD alrapara yIpaBJEHHUs, OXBaThIBAOIIAs BOIPOCHl JOKYMEHTHUPOBAHHUS U
OopraHu3aI padoThl C JOKYMEHTAMH;

COBOKYITHOCTh TOKYMEHTOB, IPUMEHSEMBIX B ONpEAeTIeHHON chepe NesTENbHOCTH;
COBOKYITHOCTH PEKBU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBHUH C CbOpMy.]'[S[pOM AOKYMCHTA.

15. EI'CJI — ato:

COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C POPMYIISIPOM JOKYMEHTA;
KOMIIJICKC OCHOBHBIX HOHOH(CHHﬁ, OMMpPCACIIOINX W PErIIaMCHTHUPYIONIUX OpraHHUu3aluio
JIOKYMEHTAIlMOHHBIX MTPOLIECCOB HA MPEANPUSITHH;

COBOKYIMTHOCTH JOKYMCHTOB, IPUMCHACMBIX B OHpC}IGJ’IGHHOﬁ C(bepe JACATCIIBHOCTH,
NEeSATEIbHOCTh aliapaTa YIpaBJEHUs, OXBaThIBAIOIIAasg BONPOCHl JTOKYMEHTHPOBAHUSA U
OpraHu3aiiy paboThl ¢ JOKYMEHTaMH.
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16. JlokymeHT, conepxammii WHOOpPMALMIO, HE TMPEAHA3HAUYCHHYIO IS IIHUPOKOTO
pacnpocTpaHeHHUS:

HEOIyOJIMKOBAaHHBIH;

TaWHBIN;

HEMyOJIMKYeMblii;

HENePUOANYECKUH.

17. YTo OTHOCHUTCS K MPU3HAKAM JJOKYMEHTA!
(YHKIMOHATBHOCTH HH(POPMALINH;
TOXJIECTBEHHOCTh caMoMy cebe;
3aKOHHOCTb;

3aBEpIICHHOCTh COOOLICHHUSI.

18. Kakoii JIoru4eckuii mprueM, UCIOJb3yEeTCs MPU CO3/IaHUHU JOKYMEHTOB:
OIIpe/ICIICHUE;

YCTaHOBJICHHE;

000CHOBaHMUE;

pa3bsCHEHUE.

19. Eciiu Bam HeoOxouMMo 1aTh ONMCAHUE peKIaMUpyeMbIX yciyr, Bel cocTaBute
JOrOBOPHOE TUCHMO;

peKJIaMHOE MMHCHbMO;

COIIPOBOJIUTENILHOE IIUCHMO;

MUCHMO-TIPUTJIAILICHHE.

20. Ecnu Bam HeoOxoauMo mperbsiBUTh IPEeTeH3UH NapTHEPY, BeI cocTaBuTe
JIOTOBOPHOE MUCHMO;

MH(OPMALIMOHHOE TUCHMO;

COIIPOBOJUTENILHOE MMHUCHMO;

MACbMO-TIPETEH3HUIO.

21. Ykaxxute OTIIMYUTEIbHOE CBOMCTBO JOKYMEHTA:!
KOITUMHOCTB;

IOpUINYECKAs] CUIIA;

MHOKECTBEHHOCTb;

TOYHOCTb.

22. Ecnu Bam HeoO0X0AMMO NPUIIACUTh OPTaHU3alUI0 WM JIOJDKHOCTHOE JIMIO Ha
COBeIaHue, BCTpeuy, Bl coctaBuTte

MHUCbMO-TIPUTJIALLIEHUE;

COTPOBOUTEIHHOE MUCHMO;

MHUCHMO-TIOATBEPKICHUE;

JIOTOBOPHOE TTHCHMO.

23. Eciiu Bam HE0OX0IMMO COOOITUTE O TIPOBEICHUH MEPOTIPHUATHS, Bl cocTaBuTe
COMPOBOAUTENBHOE MUCHMO;

MMUCHMO-TIOATBEPKICHHUE;

JIOTOBOPHOE MUCHMO;

MH(OPMaLMOHHOE TUCHMO.

24. Ecniu Bam HeoOX0quMoO COCTaBUThH MUCbMO, HHPOPMUPYIOLIEE aJpecaTa O HalpaBICHUH
K HEMY IIPUCBUIAEMBIX IOKYMEHTOB, BbI cocTaBuTe
COIPOBOIUTENIBHOE MIHUCHMO;
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MHUCbMO-YBEJOMIICHHUE;
MMUCHMO-TIOATBEPKICHHUE;
JIOTOBOPHOE MUCHMO.

25. Ecnu BaMm HeoOX0uMO COCTaBUTH MHCHMO, COMMPOBOXKAAIOIIEE JOTOBOP, TO OHO Oyjaer
HOCHUTH Ha3BaHHE (110 COECPKAHUIO)

MMHCHbMO-TIOATBEPKIACHHUE;

JIOTOBOPHOE;

COIPOBOAUTENBHOE;

MACbMO-YBEOMIICHHUE.

6.3.2. TunoBble 3aaHus 1JIsl IPOBeIEHUsI MPOMEKYTOYHOM aTTeCTAIUN 00YYAKOIIUXCSI
[IpomexyrouHas arrecrauus 10 JAUCHUIUIMHE «JlOKyMeHTalMOHHOE oOecnedeHue
YIPABICHYECKOH JIEATEIILHOCTHY IPOBOIUTCS B (hopMe 3aueTa.

6.3.2.1. TunoBbIie BONMPOCHI K 3a4eTy

16.

17.

18.
19.
20.
21.

22.
23.
24,

25.
26.

27.
28.
29.

Jlenonpou3BoACTBO  Kak (YHKIMS YOpPaBJICHUS, COBPEMEHHBIE TpeOOBaHUS K €ro
OpraHu3alMH.

JIOKyMEHT, OCHOBHBIE TIOHATHS, PYHKIIMH U CTIOCOOBI IOKyMEHTHPOBAHHUS.

WNudopmanus u 10KyMeHT.

Knaccudukanus qokyMeHTa.

DNEeKTPOHHBIA JOKYMEHT M JOKYMEHTOOOOPOT.

VHuukanus W CTaHAApTH3alMs KaK OCHOBHOE HAlpaBJICHHE COBEPUICHCTBOBAHUS
JOKYMEHTOB.

CucTeMbl TOKYMEHTALINH.

YHUPUUIUPOBAaHHBIE CUCTEMBI I0KYMEHTAIIUH.

OO61ue TpedoBaHUs K TEKCTY IOKYMEHTA.

. Ilopsiiok M3/10KEHUs TEKCTa TIOKYMEHTA.

. SI3BIK CITy’K€OHBIX IOKYMEHTOB.

. HopmatuBHo-nipaBoBast 6a3a 1e10npor3BOJICTBA.

. CocTaB pekBU3UTOB, NpaBUIa UX 0(OPMIICHHUS.

. Buzipl 671aHKOB JJOKYMEHTOB, UX XapaKTepUCTHKA.

. IIpaBuna odopmieHusi, U3rOTOBICHMsS, Y4E€Ta, HCIONB30BAaHUS W XpaHEHUs OJaHKOB

OpraHu3aIiH.
XapakTeprucTUKa U COCTaB PAaCHOPSAIUTENbHBIX IOKYMEHTOB: TPEOOBAHUS K COCTABIECHUIO U
0 OpMIICHHUIO.
Pa3paboTka JOKyMEHTAIlMH, OTpakarolield (UHAHCOBO-XO3IHCTBEHHYIO ICSATEIBHOCTD
OpraHu3aIiH.

Pa3paboTka 1oKyMeHTaluu, OTpa)karoleil KOMMEPUYECKYIO JIeATeIbHOCTh OPraHU3aluu
JlokyMeHTHUpOBaHHE pabOThI C IEPCOHAIOM.

Komriekc kaapoBoil TOKyMeHTaluu.

YHuduuupoBanHsie (HopMbl MEPBUYHON yUETHOM AOKYMEHTAIlMM 10 y4YeTy TpyJAa U €ro
OTLJIATHI.

OO6mre mpaBuia 0pOpMIIEHHS TPUKA30B MO JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: coepkKaHUE U MOPAIOK 3AKITHOYECHUS.

OcoOeHHOCTH JOKYMEHTHPOBAHUS ITAloB TPYAOBOW JEATENLHOCTH paOOTHUKA: TIPHEM,
MepeBo/l, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHHE, TOOUIPEHNE, TUCIUIUIMHAPHOE B3bICKAHHUE.
[Tpununs! 1 GOpMBI OpraHU3aLUH JIEIONPOU3BO/ICTBA HA MIPEIPUATHH.

Cnyx0a JTOKYMEHTAllMOHHOTO OOECHeYeHHs  ympaBiieHus:: (YHKIHH, CTPYKTypa,
JOJKHOCTHOM COCTaB.

[ToHsiTHE, MPUHILIMUIIBI U XapaKTEPUCTUKHU JTOKYMEHTOO00pOTa.

OcHOBHBIE 3Talbl JOKYMEHTO000POTA.

[lepBoHayanbHasg 00paboOTKa JOKYMEHTOB B OPraHU3alINH.
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30. TexHOMOTHS pAaCCMOTPEHHSI TOKYMEHTOB B OpraHU3aIHH.

31. Peructpamus JOKyMEHTOB, €€ 3HaueHUE U (DOPMBI.

32. KoHTpOIb HCIIONTHEHHS JOKYMEHTOB.

33. XapakTepHucTUKa TOKyMEHTOIIOTOKOB: BXOIAIIasi, UCXOAIIas, BHYTPEHHSS TOKYMEHTaIU.

34. Texnonorusi paboThI ¢ JOKYMEHTOIIOTOKAMH.

35. OcobennocTr paboOTHI ¢ KOHMUICHITUATBLHON IOKYMEHTAIIUCH.

36. Texnomorust paboThl ¢ 00pALICHUAMH TPAKAAH.

37. Cuctemaruzaiiys JOKyMEHTOB, UX y4eT U 00eclieueHuEe COXPAaHHOCTH.

38. Homenknarypa aemn: BHJIbL, COAECpPKaHUE U MOPSAOK COCTaBICHUS.

39. ®opmupoBanue u 0popMIICHUE JEIT.

40. OcHoBHbIE TpeOOBAHUS K OPTaHU3AIMH TEKYIIETO XPaHEHHSI HCIIOTHEHHBIX JOKYMEHTOB.

41. DxcriepTU3a EHHOCTH JOKYMEHTOB.

42. Cpoku XpaHEHHS TOKYMEHTOB.

43. TloaroroBka JOKYMEHTOB K clladye B apXHUB.

44. Cocraiienue u 0o(hopMIICHUE OITUCH JIeTT.

45. ApXuBHOE XpaHEHHE JOKYMEHTOB.

46. OcHoBHBIE TPeOOBAHUS K 00ECTICYCHUIO COXPAHHOCTH JOKYMEHTOB B apXHUBaX.

47. ®opMbl UCTIOIB30BAHUS JOKYMEHTOB U3 apXHBa.

48. Opranu3zamus paboThl CeKpeTapsi pyKOBOAUTENS U 0(hUC MEHEIKEPA.

49. TexHuveckue cpencTBa OPUCHOM EATSTLHOCTH.

50. KomnbroTepHBbIE TEXHOIOTHH CO3/IaHMSI U 0(POPMIICHHUS JOKYMEHTOB.

51. CymHOCTh U OCHOBHOE Ha3HAU€HHUE JIOKYMEHTAIIMOHHOTO OOecleyYeHHs YIpaBIICHUS B
COBPEMEHHBIX YCIIOBHIX

52. Heo6X0AMMOCTh ¥ 3HAUE€HUE CEKPETAPCKOM IeATEIbHOCTH

53.Porb  OKYMEHTaIMOHHOTO  OOECIIEYeHUS] B  COBEPIICHCTBOBAHWU  yIPAaBJICHUS
MPEeANPUATHIMHI

54. Uctopust CTaHOBIICHUS M Pa3BUTHS JOKYMEHTAIIMOHHOTO 00eCTIeYeHns ypaBieHus B Poccun

55. SI3bIK U CTUIIb AETOBON JOKYMEHTAIUH

56. Jlo;skHOCTHAS! MHCTPYKIHS B OpTraHU3aluU

57. Ilpukas: BU/bI, COCTaB CO/AEPKATENbHON YaCTH, PEKBU3UTHI

58. [IpoTOKOI: BUIBI, COCTAB COJIEPKATEIHHON YaCTH, PEKBH3HTHI

59. CnpaBka: BUJIbl, COCTaB COAEP)KATEIbHON YaCTH, PEKBU3UTHI

60. loknmamHasi, OOBSICHUTENIbHAS 3alUCKM B OpPTaHM3AllMU: BUIBI, COCTaB COJEPKATEIBHOM
YaCTH, PEKBU3UTHI

6.4. MeToanueckue MaTepuabl, ONpeessiiOlNlHe MPOUEAYPbl OUEHHMBAHUSI 3HAHMIA,
YMeHMI, HABBIKOB M (WJIN) ONBITA IeATEJIbHOCTH, XaPAKTEPU3YIOIIUX 3Tanbl (GOPMUPOBAHUS
KOMIIeTeHIIU I

C uenpl0 omnpeneneHUs YpPOBHS OBJAJACHUS KOMIETEHUUSMH, 3aKPEIUICHHBIMH 3a
JUCLMIUIMHOM, B 3aJlaHHBbIE MPENOAABaTEIeM CPOKH MPOBOAMUTCS TEKYUIUHA M MPOMEKYTOUHBIN
KOHTPOJIb 3HAHWUW, YMEHUH U HABBIKOB KaXXIOTO oOyuaromierocs. Bce BUIBI TEKyIIEro KOHTPOIS
OCYILIECTBIISIFOTCSA Ha MPAKTUYECKUX 3aHATUAX. VICKITIOUEHHE COCTaBISET YCTHBINM OMPOC, KOTOPBIN
MOXET MPOBOJUTHCS B Hayajle WM KOHIIE JEKUHUU B TeueHue 15-20 MUH. C LENbI0 3aKperuieHHs
3HAHWM TEPMHUHOJIOTUU MO AUCHMIUIMHE. [Ipy olleHKe KOMIETEeHUM NMPUHUMAETCS BO BHUMAaHUE
(dbopMupoBaHue MPOPECCHOHATHPHOTO MHPOBO33PEHUS, OMPEACIEHHOTO YPOBHS BKIIIOUEHHOCTH B
3aHATHUS, PeQIICKCUBHBIEC HABBIKU, BIIAJICHUE N3YIaeMbIM MaTEPHUATIOM.

[Ipouienypa oleHUBaHUs KOMIETEHIINN 00YyJaIOIINXCsl OCHOBaHA Ha CIIEAYIOIIUX CTaHapTax:

1. [lepnoAMIHOCTH TPOBEICHUS OIIEHKH.

2. MHOrOCTyNeHUaTOCTh: OlleHKa (KaK MpernojaBaTesieM, TaKk U OOyJaroIIMMHUCS TPYIIIBI) U
CaMOOIIEHKa OOydYaromierocs, OoOCYyXJCHHE pe3yJbTaTOB W KOMIUIEKC Mep IO YCTPaHEHHUIO
HEJIOCTATKOB.
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3. EauHCTBO MCHONB3yeMOW TEXHOJOTMU JUIsI BCEX OOYYAIOLIUXCS, BBIMOJIHEHUE YCIOBHN
COIMOCTaBUMOCTH PE3yJIbTaTOB OLICHUBAHMSI.

4. CobmroieHue 1nocie10BaTeIbHOCTH MPOBEACHUS OLIEHKH.

Texymas arrecranus od0yqyaomuxces. Texyiias aTTrectanus 00y4aromuxcs Mo JUCIUILTUHE
«/lokyMeHTalmOHHOE O0eCleYeHne YIPABJICHUSI MEPCOHATIOM)» IMPOBOAMTCS B COOTBETCTBUHU C
nokaabHbIMU HopMaTuBHBIMU akTaMu OAHO BO «MIICVY» u siBnseTcs 0053aTeIbHOM.

Texymas arrectanus 1Mo JUCHUILUIMHE «JIOKyMEHTAallMOHHOE 00ECIIEYeHHE YNPaBICHUECKON
NEeSITeIbHOCTH» MPOBOAUTCS B (opME ONpoca U KOHTPOJBHBIX MEPONPUATHUN IO OLEHUBAHUIO
(bakTHYECKUX pe3yNbTaToB OOydeHHs OOy4aroIluXcs M OCYLIECTBISIETCS —IperojaBaTesieM
JTUCIUIUIAHBI.

OOBeKTaMH OIICHUBAHUS BBICTYTIAOT:

1. y4eOHas NUCHUIUIMHA (aKTUBHOCTh Ha 3aHITUSAX, CBOCBPEMEHHOCTH BBITIOJHCHUS
Pa3IMYHBIX BUJOB 3a/IaHUM, TIOCEIIAEMOCTh BCEX BUJIOB 3aHATHI 110 aTTECTyeMOU JTUCIUTUINHE);

2. CTEIICHb YCBOCHUS TCOPETHUCCKUX 3HAHUI B KAUECTBE «KITIOUCH aHAITN3ay,

3. ypOBEHB OBJIAJICHUS TPAKTUICCKIMH YMEHHUSIMHU U HABBIKAMU 110 BCEM BHJIaM YIEOHOM
paboTHI;

4. pe3yJIbTaThl CaMOCTOSITENILHOM pPabOThl (M3y4YCHHE KHUT W3 CIIHCKA OCHOBHOW M

JIONOJTHUTEIBHOMN JIUTEPaTyphl).

AKTUBHOCTh OOYyYaroLIErocsi Ha 3aHATHSIX OLIEHWBAETCS HA OCHOBE BbIIOJHEHHBIX
oOyyaroiumcs paboT U 3a7aHui, IPelyCMOTPEHHbBIX JaHHOM paboueil mporpaMMoi TUCIUILIUHBI.

Kpowme Toro, oriernBanne 00y4aromerocsi mpoBOIUTCS Ha TEKYIIEM KOHTPOJIE [0 AUCIUTUINHE.
OneHnBanue 00yyaromerocsi Ha KOHTPOJIbHOW HeJlesle IPOBOAUTCS MPETo1aBaTesIeM He3aBUCUMO OT
HAJIMYHS WM OTCYTCTBHs oOydaromierocs (1o YBaKUTEIHHON WIIM HEYBaXHUTEIBHOW NMPUUYMHE) Ha
3aHATUM. OLEHKa HOCUT KOMIUIEKCHBIM XapakTep M YUYUTHIBA€T JOCTM)KEHHUS O0YyYarollerocs 1o
OCHOBHBIM KOMIIOHEHTaM Y4eOHOI0 MpoIiecca 3a TEKYIUN EPHO/I.

OneHuBaHue 00y4YarOLIErocss HOCUT KOMIUIEKCHBIM XapakTep M YYHTBIBAeT JIOCTHIKEHUS
o0ydYaromerocsi 1Mo OCHOBHBIM KOMIIOHEHTaM YYeOHOro Iporecca 3a TeKyIIUd TMepHoa ¢
BBICTABJICHUEM OLICHOK B BEIOMOCTH.

IIpomexyTounas arrectanusi odyvaromuxcs. [Ipomexyrounas arrecranus 00y4arommxcs
0 IUCHUIIINHE «/oKyMeHTallmoHHOE 0OecrieueHne ypaBlIeHYeCKOl JesITeIbHOCTHY TPOBOINUTCS B
COOTBETCTBUM C JIOKaJdbHbIMU HopMaTuBHBIMU akTamu OAHO BO «MIICY» u sBnsercs
00513aTeNIbHOM.

[IpomexyTouHas arrecrauus 1O JAUCHUIUIMHE «JlOKyMeHTallMOHHOEe oOecnedeHue
yIpaBJIEHYECKOH JesITeIbHOCTH MPOBOAUTCS B COOTBETCTBUU € YUeOHBIM IJIAHOM Ha 4 Kypce B 8
cemecTpe it ouHOM (opMbl 00ydeHUs, Ha 5 Kypce B 9 cemecTpe il OYHO-3a0YHOW M 3a0YHOU
¢bopmbl 00yueHus, opma KOHTPOJIS — 3a4eT A7 BceX popM 00ydeHus, s Bcex GopM oO0ydeHus B
BH/JIE 3a4€Ta B IEPHUOJ] 3a4E€THO-3a4€TAllMOHHON CECCUU B COOTBETCTBUU C IPa(UKOM MPOBEICHUS.

OOyuaromiyecs: T0MyCKalOTCS K 3a4eTy MO JAUCLUIUIMHE B CIy4yae BBIMOJIHEHUS UM y4eOHOTro
IUIaHa 1O JWCUMIUIMHE: BBINOJIHEHHUS BCEX 3aJaHUMM W MEpOINpPHUATHH, HpeayCMOTPEHHBIX
IPOrpamMMOil TUCIUITIIHBI.

Onenka 3HaHUI 00ydYarollerocs Ha 3a4ere OIpeAeNseTcs] ero y4eOHbIMU JIOCTHIKEHUSMU B
CEMECTPOBBIN NIEPUOA U PE3YJIbTaTaMH TEKYLIETO KOHTPOJIS 3HAHNUI U BBIIIOJIHEHUEM UM 3aJaHUH.

3HaHMS YMEHHUSI, HABBIKK O0YUaIOIIErocs Ha 3a4eTe OLEHUBAIOTCA KaK: «OTIIMYHOY, «XOPOIIO»,
«YIOBIIETBOPUTEIBHO», «HEYAOBIETBOPUTEIBHO.

OCHOBO¥ 17151 OTIPE/IEICHHS OLICHKHU CIIYKUT YPOBEHBb YCBOSHHUS OOYYaIOIMMHUCS MaTepuara,
MPESyCMOTPEHHOT0 JaHHOM paboueil mporpaMMon.

7. IlepeyeHb OCHOBHOM W [IONOJHMTEJbHONH Y4eOHO#l JUTEpaTypbl, HEOOXOAUMON 1A
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OCBOEHHUS TUCHUTLIUHBI

a) OCHOBHAasl y4eOHas JuTeparypa:
1. ApacmanoBa B.A. JlokyMeHTanMOHHOE OOECTICUEHUE YIPaBIEHUS : Y4EOHO-TIPAKTHYECKOE
nmocobue B cxemax, Tabmumax, ooOpasmax / ApacmanoBa B.A.. — Cypryr : Cypryrckuit
rOCyJapCTBEHHBIH nenarorudeckuii yausepeutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
Teker : snexkTpoHHBIA // DnekTpoHHO-OMOMMoTeuHas cuctema [PR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/94291.html
1. HmutpueBa JIL.U. JlokyMeHTalMOHHOE OOECIEUCHHUE YIPaBICHYECKON JESITeIbHOCTH
yueOHoe mocobue / JmurpueBa JLU., PyzaeBa U.B.. — Hoocubupck : HoBocuOupckwmii
rocyJapCcTBEHHBIM TexHU4Yeckuid yHuBepcutet, 2019. — 100 c. — ISBN 978-5-7782-4029-2. —
TekcT : amekTpoHHBIA // DnekTpoHHO-OMOMMoreynass cuctema [IPR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/98703.html
2. Kysnenosa U.B. JlokyMeHTannonHoe obecrnieueHne yrpapieHus MepCoHaIoM [ DIeKTPOHHBIN
pecypc]: yueOHoe mocobue s OakamaBpos/ Kysnemoa M.B., Xauwarpsu [.A.— DiekTpoH.
TeKcToBbIe NaHHble.— Mocksa: [lamkos u K, Aii [Tu Op Menua, 2019.— 220 ¢.— Pexum gocryma:
http://www.iprbookshop.ru/83142.html

0) nonmoJIHUTeIbHAsA YuyeOHasi JiuTeparypa:
1. Jlapuna M.B. MadopMaiimorHoe obecrieueHue yrpasieHus ;| yaeoHoe mocoodue / Jlapua M.B..
— Mocksa : Poccuiickuii rocyjapcTBeHHBIN r'yMaHuTapHbiii yHusepcuret, 2019. — 280 c. — ISBN
978-5-7281-2329-3. — TeKcT : 3neKTpOoHHBIH // DnexTpoHHO-O0nbmmoTeunas cucrema IPR BOOKS
: [caiit]. — URL.: https://www.iprbookshop.ru/89572.html
2. Manryposa H.C. KanpoBoe 1enonpon3BoACTBO U apXHUBHI JOKYMEHTOB 110 INYHOMY COCTaBY
[OnekTpoHHBIM pecypc]: yd4eOHO-MeTOAMYecKoe IMOCoOMe Ui CTYACHTOB, OOYyYaroIIMXCs 110
HanpasiieHuo moArotoBku 46.03.02 JlokymeHToBeneHue u apxuBoBeaenue/ Mantyposa H.C.—
DONEeKTpOH. TEKCTOBble JAaHHble.— Yenabunck: YenssOMHCKUH TOCYAapCTBEHHBIH HHCTUTYT
KynbTypbl, 2018.— 140 ¢.— Pexxum noctyna: http://www.iprbookshop.ru/83609.html
3. Mengeznesa O.B. OcHOBBI TJOKYMEHTALIMOHHOTO O0ECTIeUeHUs YIIPaBJIeHUs : pabodas TETpaib
IUTs1 00YJaIOIIMXCS IO HAIPABIICHUIO MTOATOTOBKY OakanaBpuata « Menemkment» / Mensenesa O.B..
— Kpacnonap, CapatoB : FOxHbII HHCTUTYT MeHemkMeHTa, Al [In Op Meaua, 2018. — 94 ¢. —
Tekct : anmekTpoHHBIN // DnekTpoHHO-OMOMMoTeunas cucrtema [PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/78038.html
4. Opraau3anys 1 TEXHOJOTHS JOKYMEHTAIIMOHHOTO 00ECTIEUeHUS YIIPABICHHS : XPECTOMATHS
| . — Cankr-IlerepOypr : Cankrt-IleTepOyprekuii rocyaapCTBEHHbIH YHUBEPCUTET MPOMBIIUICHHBIX
TexHoJorui u nu3aitaa, 2019. — 89 ¢. — ISBN 978-5-7937-1780-9. — TekcT : 21eKTpOHHBIH //
DNEeKTPOHHO-ONOIMOTeYHAs cucrema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/102451.html

8. MeToauueckue yKa3aHusi JAJisl 00y4aIOIIUXCS MO0 OCBOCHUK) T CIHIIJIHHBI

Bun nesitebHOCTH MeToauueckHe YKa3aHUs M0 OPraHU3aluH JIesiTeJIbHOCTH CTY/IeHTa
Jlexnus Hanucanue KOHCIEKTa JICKIUI: KPATKO, CXEMATUYHO, MMOCIIEIOBATEIEHO
(UKCHpPOBAaTh OCHOBHBIE  TIOJIOKEHHS, BBIBOJBI, (QOPMYIHUPOBKH,
0606HICHI/I$[; IIOME€YaTh BAXXHBIC MbICJIIM, BBIACIIATH KIIIOYCBBIC CJIOBA,
TepMuHEL. [IpoBepka TEpPMHUHOB, MOHITHHA C MOMOIIBIO SHITUKIONEIHA,
CHOBapefI, CIIPaBOYHUKOB C BBIIIHNCBIBAHUEM TOJKOBAaHUM B TETpaab.
O0603HaYUTh BOIMPOCHL, TEPMHUHBL, MaTepHal, KOTOPHI BBI3BIBAET
TPYJHOCTH, TOMETHTh W TONBITATHCS HAWTH OTBET B PEKOMEHIYyeMOU
muTeparype. Eciu camocToaTenbHO He yaaeTcs pa3o0parbes B MaTepuane,
HEeoOXxoauMo c(opMyIHUpPOBAaTh BOMPOC M 3aJaTh MPENOABATEII0 Ha
KOHCYJIbTAIINY, Ha MPAKTHYECKOM 3aHSITHH.
[IpakTudeckue 3aHATUSL [IpopaboTka pabodeil mporpaMMmsl, ynaensiss 0co00€ BHUMaHUE IENsIM U
3ajjauaM, CTPYKType W COJEPIKAHUIO TUCHMILIMHBI. KOHCIEeKTHpoBaHUE
HCTOYHUKOB. PaboTa ¢ KOHCIEKTOM JIEKIMI, IOJrOTOBKA OTBETOB K
KOHTPOJIGHBIM _ BONPOCaM, MPOCMOTP PEKOMEHAYEMOW JUTepaTyphl,
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pabora c TekcToM. IIpocmymmBanue ayuo- U BUICO3AMUCEH 10 3aJaHHOM
TEMe, PEIICHUE pacueTHO-TpapUUECKUX 3alaHuil, peuieHue 3ajad IIo
AITOPUTMY U JIP.

MNunuBunyanbHble
3aIaHus

3HAKOMCTBO C OCHOBHOH W [IOTIONHHUTENBHON JMTEPATypOH, BKIFOUAs
CIIPAaBOYHBIC W3/IaHUs, 3apyOCKHbIC HCTOYHUKH, KOHCIICKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEACHHUN, TPEOYIOIIUXCS JUIsl 3alIOMHHAHUS U
SBIISIONIUXCA OCHOBOIIONAralOIUMU B 93Toil  Teme. CocraBieHne
AHHOTAIMI K MPOYNTAHHBIM JIUTEPATYPHBIM HCTOUHUKAM H JIP.

CamocTosTenbpHas
pabota

CamocrosTenpHass paboTa MPOBOAMTCS C IETbI0: CHUCTEMAaTH3aluu |
3aKpEeIUICHNs] TOJYYEHHBIX TEOPETHMUYECKUX 3HAHUM U MPaKTUYECKUX
yMEHUI OOydYarommxcs; yrIyOJIeHUS W PACHIMPEHUS] TEOPETHUECKUX
3HAHW CTYACHTOB; (POPMHUPOBAHHS YMEHHUI UCIIOIB30BaTh HOPMAaTHUBHYIO,
NPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIMIO, YUEOHYI0 H CIEIHATbHYIO
JUTEpaTypy; Pa3BUTHs IO3HABATENbHBIX CIOCOOHOCTEH M AKTUBHOCTU

o0yyaromuxcsi:  TBOPYECKOW  WMHUIMATUBBI,  CaMOCTOSTEIBHOCTH,
OTBETCTBEHHOCTH, OpraHM30BaHHOCTH; (hopmupoBaHue
CaMOCTOSITETIBHOCTH ~ MBIIIJICHUS, CIIOCOOHOCTEM K  CaMOpPa3BHUTHIO,
COBEPILECHCTBOBAHUIO u CaMOOpTraHU3alLuy; (hopmupoBaHus

HpO(beCCI/IOHaJ'H)HLIX KOMHeTCHHHﬁ; Pa3BUTUIO HUCCICO0BATCIBCKUX
yMeHU 00y4aroimuxcs. DopMbl ¥ BUJIBI CAMOCTOSATEIBHOM pa0OThI: YUTEHUE
OCHOBHOH U JIOTIOJTHUTEIILHON JIUTEPATypPhl — CAMOCTOSITEIBHOE N3yUCHHUE
MaTepuaia 1Mo PeKOMEHIYEMbIM JHTEPaTYpPHbIM HCTOYHHKaM; padoTa C
OMOTMOTEYHBIM KaTaJIOTOM, CaMOCTOSITEIbHBIA TOA00P HEOOXO0aUMON
JAUTEepaTypsl; padoTa co cIoBapeM, CIIPaBOYHHKOM; MOMCK HEOOXOIMMOM
uHpopmanmu B ceTH VIHTEpHET, KOHCIEKTUPOBAaHHE  HCTOYHHKOB;
pedepupoBaHrie UCTOYHHKOB, COCTABJICHHUE AaHHOTAIMN K MPOYUTAHHBIM
JIATCPATYypPHLIM HCTOYHHKaM, COCTaBJICHUC peHCH?:Hﬁ U OT3BIBOB Ha
NPOYNTAHHBIA MaTepual; COCTaBJIeHHE 0030pa MyOJIHMKALMi IO TeMe;
COCTaBJICHHE M pa3padOTKa TEPMUHOJIOTHYECKOTO CIIOBApS; COCTABJICHUE
XPOHOJIOTHYECKON TaOJHIIbI; COCTaBIICHHE oudnuorpadun
(bnbmmorpaduueckoil KapTOTeKH); MOJATOTOBKA K Pa3lUYHBIM (opMam
TeKyIIell M NPOMEXYTOYHOH arrecTanuy (K TECTHPOBAHHMIO, 3a4eTy,
3a4eTy); BBIIIOJIHEHHNE JIOMAITHUX KOHTPOJIBHBIX Pa0boT; CAaMOCTOSITEIHLHOE
BBITIOJTHEHHE NMPAKTHYECKUX 3aJlaHUH PENPOIYKTUBHOIO TUTA (OTBETHI Ha
BOIIPOCHI, TECTHI; BBINOJHEHHE TBOPYECKHX 33/JaHHi). TeXHOIOTHs
OpraHM3alMi  CaMOCTOSTEIbHOW pPabOThl  OOYYaroIIMXCs  BKJIHOYAeT
HUCIIOJIB30BaHUEC I/IH(i)OpMaHI/IOHHBIX u MaTCPUAJIbHO-TCXHUYCCKUX
pecypcoB 00pa3oBaTEIbHOIO YUPEKICHUS: OHOIMOTEKY C YHTAJIBHBIM
3aJI0M, YKOMIIJICKTOBAHHYIO B COOTBETCTBUM C CYHICCTBYIOIIIMMU HOPMaMU;
y4eOHO-MeTOANYeCKYI0 0a3y y4eOHbIX KaOWHETOB, JabopaTopuil u 3aia
KOIU(UKAIMN; KOMITBIOTEPHBIE KJIACCHI ¢ BO3MOXKHOCTBIO pabOTHI B CETH
WurepHet; ayauropun (KJIacchl) Uit KOHCYJIbTAIIMOHHON IEATeIbHOCTH;
y4eOHYI0 U yueOHO-METOIMYECKYIO INTepaTypy, pa3paboTaHHYIO C y4eTOM
YBEJIMYEHUsS] JOJM CaMOCTOSTENIbHOW pabOThl CTYJCHTOB, W HWHBIC
MeToaudYeckue Marepuaibl. [lepex  BBITOJHEHHEM  OOYYaIOIIMMUCS
BHEAYJIUTOPHON CaMOCTOSITENBbHOW paboThl MpernoaaBaTesib MPOBOAMUT
KOHCYJIbTUPOBAHUEC I10 BBINIOJIHCHUIO 3a/laHUA, KOTOpBIfI BKJIFOYACT LCJIb
3a[aHus, €ro COAEePIKaHuUs, CPOKU BBIIIOJIHEHUS, ODUCHTUPOBOYHBIH 00bEeM
paboThl, OCHOBHBIE TPEOOBAHMUS K Pe3ysibTaTaM paboThl, KPUTEPHH OIICHKH.
Bo BpeMs BBIIIOJIHEHHUS 00y4aloIIMHUCS BHEAYIUTOPHOU
CaMOCTOSITETIbHON pabOThl U MPH HEOOXOIUMOCTH HPENOAaBATEb MOKET
NPOBOAWTH  WHAWBUAyaIbHbIE M TPYINIOBBIE  KOHCYJIBTAllWH.
CamocTosTenbHas paboTa MOXKET OCYIIECTBIATHCS WHIWBUAYATHHO HIIN
rpynmnaMya oO0yJaromuxcs B 3aBUCUMOCTH OT I1eN, 00beMa, KOHKPETHON
TEMaTHUK{ CaMOCTOSITEIbHONW Pa0dOTHI, YPOBHSI CIIOKHOCTH, YPOBHSI YMEHHH
oOy4aronuxca. KoHTpos caMocTosATeNnbHOM paboThl MpeayCcMaTpHUBaeT:

® COOTHECEHHE COIEpX,aHMS KOHTPOJIS C LEeIIMH OOYyYeHHSs;

00BEKTUBHOCTD KOHTPOJIA;
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® BAIHMIHOCTH KOHTPOJS (COOTBETCTBHE MPEIBSIBISCMBIX 3aJaHUN
TOMY, YTO MIPEAIOIAraeTcsi IPOBEPHUTH);

o uddepeHIHAIIIO KOHTPOIBHO-U3MEPUTEIHHBIX MATEPHAIIOB.

®DOopMBI KOHTPOJISI CAMOCTOSITETBHOM PaOOTHI:

® MPOCMOTP U TPOBEPKA BBINIOJIHEHUS CaMOCTOATENFHONH pPabOTHI
MperogaBareseM;

e  OpraHM3alus caMOIPOBEPKH,

e  B3aMMOINPOBEPKH BBIMOJHEHHOTO 3aJaHMs B TPYIIIE; 00CyKACHUE
PE3yIbTAaTOB BHITIOJTHEHHOW PaOOTHI HAa 3aHATHH;

e TIPOBEACHHE MMCHMEHHOTO OTPOCa;
MIPOBEJICHNE YCTHOTO OTPOCa;

e OpraHm3anys W TMPOBEACHHWE HHIWBUAYAIBHOTO coOecemoBaHUS;
OpraHu3alys U MpoBeAeHUE coOece0BaHMsI C TPYIIIIO;

®  3aMWTa OTYETOB O MPOAEIAHHOHN padoTe.

Omnpoc Onpoc — 3TO CPEICTBO KOHTPOJIS, OPTaHH30BAaHHOE KaK CrelHaIbHast
Oecema mpemomaBaredss € OOyYalOMIMMCSI Ha TEMBI, CBSI3aHHBIE C
M3y4aeMoi JUCIUITIMHON, K PACCUNTAHHOE Ha BBISIBIICHHE 00beMa 3HAHU I
M0 OIpPENENICHHOMY pa3zieiy, Teme, mpobneme u T.1. [Ipobnemaruka,
BBIHOCHMAsi Ha OMNpPOC OMNpejelieHa B 3aJaHUsIX JUIS CaMOCTOSTEIbHON
paboThI OOYUAIOIIETOCs, & TAKKE MOXKET OMPEICIAThCS MPEnojaBaTeieM,
BEAYIIUM CEMHHAPCKHE 3aHATHS. BO Bpems MpPOBEACHHS OIpoca
oOyuaromuiics  JODKEH yMeTb  OOCYIOWTh C  IperojaBaTesieM
COOTBETCTBYIOIIYIO MPOOJIEMATUKY HAa YPOBHE JHANOTA.

Kommoxsuym Kommoxsuym (ot matuackoro colloquium — pasroBop, Oecexa) — ogHa u3
dbopM y4eOHBIX 3aHATHI, Oecena MpermoAaBareis C YdYalldMHUCS Ha
OTIpeNIeTICHHYI0 TeMy wu3 yd4eOHoi mporpammbel. llens mposemeHus
KOJUIOKBUYMa COCTOWT B BBIACHEHHH YPOBHS 3HAHWUW, ITOJYYCHHBIX
YYAIIUMHUCS B pe3yJIbTaTe MPOCIyIINBaHUS JIEKIIMN, TIOCEIEHUS CEMUHAPOB,
a TaKke B pe3yJbTaTe CaMOCTOSITEIFHOTO M3ydeHus marepuana. B pamkax
[TOCTaBIICHHOH IIeNTN PEIIaloTCs CIEMYIOIINe 3a1a49u:
e BBIICHGHHE KadecTBa M CTEIIEHW IOHWMAaHUS YyYallluMHUCS
JIEKIIMOHHOT'0 MaTepuaa;
®  Da3BUTHE U 3aKpEIUICHHE HABBIKOB BHIPAKCHHS YUAIIMMUCS CBOMX
MBICJICH;
®  pACHIMPEHHE BapPUAHTOB CAMOCTOSITEIILHOWN IIeJeHaNpaBIE€HHON
MOITOTOBKH yUaIIuXCS,;
e pa3BUTHE HAaBBIKOB O0OONICHUS Pa3IMYHBIX JIUTEPATYPHBIX
HMCTOYHUKOB;
® TIPEJOCTaBICHHE BO3MOXKHOCTH YYaIINMCS COTIOCTABIATH Pa3HbIS
TOYKH 3pEHUS 110 paCCMaTPUBAEMOMY BOIIPOCY.
B pesynprare mpoBeneHHs KOJUIOKBHyMa MPETOAaBaTeNb IODKEH HMETh
MIpeICTaBJICHHUE:!
® 0 KauecTBe JIEKIMOHHOTO MaTepHara,
® O CHJIBHBIX U CIIA0BIX CTOPOHAX CBOEH METOIWUKH YTCHUS JICKIIH;
® O CWIBHBIX W CIA0BIX CTOPOHAX CBOEH METOJIUKH TPOBEICHUS
CEMHHAPCKUX 3aHATHH;
00 ypoBHE CaMOCTOATENBHOM pabOoThl yyaIuxcs;
e 00 yMeHHHU 00YyYaroONIuXcsi BECTH TUCKYCCHIO U JIOKA3bIBATh CBOIO
TOUYKY 3pEHMS;
O CTEIEHU 3PYAUPOBAHHOCTH yYalUXCH;
o 0 CTCIICHU MHAUBUAYAJIIBHOI'O OCBOCHUA MaT€pHrajia KOHKPETHBIMU
00y4JaroIUMUCS.
B pesymbrare mpoBemeHHS KOJUIOKBHYMa OOYYAIOIIMICS JOHKEH HMETh
MIpeICTaBJIeHNE:!
e 00 ypoBHE CBOMX 3HaHWH MO paccMaTPUBAEMbIM BOMpPOCAM B
COOTBETCTBHM C TpeOOBAaHUSIMH NPENOAABATENS] U OTHOCHTEIBHO
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JIPYTHX CTYACHTOB TPYIIIIHL;

® 0 HEJOCTaTKaxX CaMOCTOATEIbHON MPOpabOTKN MaTepHuana;

0 CBOEM YMEHHUH HM3JlaraTb MaTepHa;
® 0 CBOEM yYMEHWH BECTH IUCKYCCHIO M JIOKa3bIBaTh CBOIO TOUKY
3peHUSI.

B 3aBuUCHMOCTH OT CTENEeHHW MOATOTOBKH TPYIIIEI MOXKHO HCIIOJIb30BaTh
pa3Hble TOOXOABl K TPOBEASHUIO KOJUIOKBUyMa. B cmydae, ecnm
OONBIIMHCTBO TPYIIBI ¢ TPYAOM BOCIPHHHMAET COAEpKaHHe JEKUUH 1 Ha
MPaKTUYECKUX 3aHATUAX JAEMOHCTPUPYET HEIOCTATOYHYIO CIIOCOOHOCTH
AKTUBHO ONEPUPOBATH CO CMBICIOBHIMH EAMHHUIAMH W TEPMHHOIOTHEH
Kypca, TO KOJUIOKBUYM MOKHO pa3fenuTh Ha aBe uactu. CHavamia
mpernoaBarenb u3jaracT 0a3oBble MOHATHS, COAEPIKAIUECS B MIPOrpaMMe.
DTO MOIHKHO 3aHATH He 0oJiee deTBEPTH 3aHATHA. OCTaIbHBIC TPH YETBEPTH
HE00X0IMMO ITOCBSITHTD TUCKYCCHH, B X0JIe KOTOPOW 00yJaroIuecs JOKHBI
yOeauTeCcsi W, TJIaBHOE, yOeAWTh Ipyr JApyra B OOOCHOBaHHOCTH H
JOKa3aTeNbHOCTH TIOJIYYEHHOTO BHWJICHHS BOMPOCA W €r0 COOTBETCTBHUSA
peanpHOW mpakTHKe. Eciam jke mpemomaBaTeNh HMEET Ao ¢ Oolee
MOJrOTOBJICHHOM, CaMOCTOSITEJIbHO AYMAlOLIEH M aKTUBHO YCBaWBaroOILIEH
CMBICJIOBBIC CAVMHUIIBI 1 TCPMUHOJIOTUIO KypcCa aYI[I/ITOpI/ICI\/'I, TO KOJIJIOKBUYM
HE00XO0MMO MPOBECTH TaK, YTOOBI camMH OOydJaromuecs: chopMyTHpOBAIN
H3JIOKCHHBIC B IPOIrpaMM€ INOHATHA, BBICKA3aJM HECOBIIAAAIOIINE TOYKU
3peHHsI ¥ TIPUBEJH MPAKTHYECKUE MPUMEPHI. 3a MPEnoAaBaTesieM OCTaeTCs
pons Mozeparopa (BEAyIIETOo TUCKYCCHH), KOTOPHIM B KOHIIE (IIHIIH
CYMMHPYET COBMECTHO MOJyUeHHbBIE PE3YIbTATHI.
[MoaroroBka K 3aueTy [Tpu moAroToBKE K 3a4eTy HEOOXOJMMO OPUEHTHUPOBATHCS HAa KOHCIIEKTHI
JIEKIUHA, peKOMEHAyeMYIo JutepaTypy u Ap. OCHOBHOE B MOATOTOBKE K
cade 3adeTy IO IUCHUIUTHHE «J{oKyMeHTalmoHHOe obecreueHne
YIpaBJICHYECKONW NEATEILHOCTH» — OSTO TMOBTOPEHHE BCETO Marepuana
JUCITUILTAHBI, IO KOTOPOMY HEOOXO0IMMO cliaBaTh 3aueTy. [Ipu moaroToske
K cljade 3adera C OIEHKOW oOydaromuiicss Bech 00beM pabOTHI JOKEH
pacripenensiTh paBHOMEPHO IO JHAM, OTBEIEHHBIM I MOATOTOBKU K
3a4eTy, KOHTPOJIUPOBAThH KaXK/bIi JICHb BHIMOJIHEHHE HAMEUSHHOH paOoThI.
[MoaroroBka K 3a4eTy BKJIIOYAET B ce0sl TPH dTama:

. caMoCTOsTeIbHAs PadoTa B TEUCHHE CEMECTPa;

* HEMOCPEACTBCHHAA MMOATOTOBKA B JHU, IPCAMICCTBYIOINHNE 3a4CTy 110
TeMaM Kypca;

. NOATOTOBKA K OTBETYy Ha 3aJaHus, coJepkaiiuecs B Owierax

(Tecrax) 3agery.

Hng ycnemHoW caauM 3a4eTy MO0 JUCUUIUIMHE «JIOKyMEHTallMOHHOE
obecrieueHre YIpPaBIECHYECKON IEeSITETbHOCTHY OOYYarolIuecs IOJIKHBI
MPUHUMATh BO BHUMAaHUE, YTO:

. BCE OCHOBHBIE BOIIPOCHI, yKa3aHHbIE B pabouell mporpamme, Hy»KHO
3HaTh, IOHUMATh UX CMBICI U YMETH €T0 Pa3bsSICHUTH;
. yKa3aHHbIE B paboueii nporpaMme (bopmupyembie

npodeccCHOHANbHBIE KOMIIETECHIIMU B PE3yJbTaTe OCBOCHUS JMCIUTLTUHEI
JTOJKHBI OBITH MTPOJIEMOHCTPUPOBAHBI CTYIEHTOM;

° CCMUHAPCKHUC 3aHATUA CHOCO6CTByIOT MOJIYy4YCHUIO 0oJiee BEICOKOTO
YPOBHA 3HAHUH H, KaK CJICOCTBUC, 0oJiee BHICOKOI OIICHKEC Ha 3a4€TC;
° TFOTOBUTHCA K 3a4YCTy HGO6XO}II/IMO Ha4YMWHATh C HepBOﬁ JICKIIMHU U

IIEPBOro CCMUHApPA.

9. Onucanme MaTepHATbHO-TEXHUYECKOi 0a3bl, HEOOXOAUMOWH /JIs OCYIIeCTBJIEHUS
00pa30BaTeIbHOIO NMPOLECCa MO JUCHUIINHE
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Jnst ocymiecTBieHUs 00pa30BaTENLHOrO Tpoliecca MO JUCHUIUIMHE «J{OKyMeHTalMoHHOE
obecrieyeHrne YIpaBJICHYECKOM JEATEIbHOCTH» HEOOXOJUMO  HCIIOJIb30BAaHHE  CIETYIOLIMX
IIOMELICHUM:

MarepuanbHO-TEXHHUECKOE 00eCIIeYeHHEe AUCHUILIMHBI BKIIOYAeT B Ce0sL:

- yudeOHas ayauTopus i1 IPOBEIACHUS Y4E€OHBIX 3aHATHI, OCHAaleHHas OOOpYyJOBaHMEM U
TEXHUYECKMMHU CpeACcTBaMU 00ydeHus (Mebesb ayquTopHas (CTOJbI, CTYyJbs, 1OCKa), CTOJI, CTYJI
IIpenojaBaTesis) U TEXHUUYECKHE CpeicTBa 00ydeHHUs (IEPCOHAIbHBIN KOMIIBIOTED; MYJIbTUMEIUITHOE
obopyioBaHue);
- MOMEUICHHE JJIsi CaMOCTOATENbHON paboThl OOYYaIOLIMXCS: CIEHUAIM3UPOBAaHHAs MeOenb H
KOMIIbIOTEPHAsl TEXHHKA C BO3MOXKHOCTBIO MOAKIIOUEHUs K cetu «HTepHeT» n obecnieueHuem
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIHOHHO-00pa30BaTEeIbHYIO Cpey Y HUBEPCHUTETA.

10. IlepeyeHb HMHGPOPMANMOHHBIX TEXHOJIOTHi, HUCHOJIb3yeMbIX NPH OCYLIECTBJIECHUM
o0pa3oBaTe/IbHOIO mpolecca MO AUCHHUILUINHE, B TOM YHCJIEe KOMILIEKT JIMIEH3HOHHOI0
NPOrpaMMHOro  olecrevyeHusi, IJIEKTPOHHO-OMO/MOTeYHbIe CHCTEMBbI, COBpPEMEHHbIE
npodeccuoHaibHbIe 0a3bl JAHHBIX U HH(POPMAIIMOHHBbIE CIIPABOYHbIE CUCTEMbI

OOyuatommecs: obecriedeHsl JOCTYNOM K 3JIEKTPOHHOH HH(OpMarmoHHO-00pa30BaTeIbHON
cpene YHuBepcHTeTa M3 JTH000M TOYKH, B KOTOPOW MMeeTcs AOCTYI K cetu «MHTepHeT», Kak Ha
TEPPUTOPUN OpPTaHU3AINH, TAK U BHE €e.

10.1 JIneH3u0OHHOE MPOrpaMMHOE O0ecrevyeHue:

1. Omnepammonnast cuctema Microsoft Windows XP Professional Russian — OEM-
JUIEH3UH (TIOCTABJISIFOTCS B COCTaBE TOTOBOTO KOMIIBIOTEPA);

2. 2) Omneparmonnas cucremMa Microsoft Windows 7 Professional — OEM-nunensuun
(OCTaBIISIFOTCSL B COCTaBE TOTOBOT'O KOMITHIOTEPA);

3. 3) Onmnepaunonnas cucreMa Microsoft Windows 10 — OEM-nmuuensun

(TTIOCTaBISAIOTCS B COCTaBE TOTOBOTO KOMITbIOTEpa) U 1o toroBopy Ne 2/11/2016-1546 ot 02.11.2016r.
4. 4) Ilporpammubiii maker Microsoft Office 2007 — mnuuensust Ne 45829385 or
26.08.2009

5. 5). TIporpammusiii nmaker Microsoft Office 2010 Professional — mumensus Ne
48234688 ot 16.03.2011

6. 6) Ilporpammubiii maker Microsoft Office 2010 Professional — numensus Ne
49261732 ot 04.11.2011

7. 7). Ilporpammusrii maket Microsoft Office 2016 Professional Plus— mo gorosopy Ne
2/11/2016-1546 ot 02.11.2016r.

8. 8). KommiekcHas cuctema antuupycHoit 3auutsel ESET NOD32 Antivirus Business

Edition — nunensus Ne 3AN-BMA-9UA, neiictByet 10 27.05.2022

10.2. D1eKTPOHHO-0MOINOTEYHAS CHUCTEMA:
OnextponHas 6ubnnoreunas cuctema (OBC): http://www.iprbookshop.ru/

10.3. CoBpeMeHHbIe Tpo(eccCHOHAIBHBIC 023 JAHHBIX:
1. OdwunmanbHblii  WHTEpHET-IOpTan  0a3bl  JAaHHBIX  NPaBOBOM  mHMOpManuu
http://pravo.gov.ru
2. Tlopran "WHpOpMarmOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH B  oOpa3zoBaHHUU"
http://www.ict.edu.ru
3. Hayunas snektponHas 6ubnmoreka http://www.elibrary.ru/
4. HanwmoHanbHas 3IeKTpoHHas oubdauoreka http://www.nns.ru/

5. DNeKTpOHHBIE pecypchl Poccuiickoit roCy/1apCTBEHHOM OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnonuremaruueckas pedepaTuBHO-

oubnmorpaduueckass u  HaykoMTpuueckas  (Ombmuomerpuueckas) ©0a3a  JaHHBIX — —
http://webofscience.com

33


http://pravo.gov.ru/
http://www.ict.edu.ru/
http://www.elibrary.ru/
http://www.nns.ru/
http://www.rsl.ru/ru/root3489/all
http://webofscience.com/

7. IloMHOTEKCTOBBI apXWUB BEAYIIMX 3alaJHBIX HAyUYHBIX JXypHAJOB HAa POCCHUMCKOU
mnatpopme  HamumonampHOro  anekTpoHHO-MH(MOpMarmoHHoro  koHcopumyma (HOHUKOH)
http://neicon.ru

8. baswl gqannbIx u3garenberBa Springer https:/link.springer.com

9. www.skrin.ru baza manneix CKPUH (kpynHeiimass 0a3a JaHHBIX IO POCCHHCKHM
KOMITaHHSM, OTPaCiIsiM, peruoHam PD)

10. www.cbr.ru Caiit LlentpansHoro banka Poccuiickoit denepariyu

11. www.fcsm.ru Odurmansaeiii cait demepanbHON Cay)ObI M0 (UHAHCOBBIM PBIHKAM
(OCDP)

12. www.rbc.ru Caiit PBK («PocbusznecKoncantuar» - Bemymias poCcCHMCKash KOMITaHHS,
pabotarormiast B cpepax Macc-meana U ”HYOPMAITMOHHBIX TEXHOJIOTHI)

13. Uudopmannonnsiii nopran [IpaBurensctBa MockBbI http://www.mos.ru

14. MndopManioHHblii  mopTasl  YTIpaBlieHUs] TOCYJApCTBEHHOM CIykObl W  KaapoB
[IpaButenscTBa MockBbl Www.hr.mos.ru

10.4. UndopmanmoHHbIe CIPABOYHbIE CHCTEMbI:
1. HudopmannonHo-npaBoBas cucrema « KoHCymbTaHT+»
2. Hudopmanmonno-crnpaBoyHas cuctema «LexProy»
3. Topran ®enepanbHBIX TOCYIAPCTBEHHBIX 00Pa30BaTENbHBIX CTAHAAPTOB BHICIIETO
obpazosanmus http://fgosvo.ru
4. www.garant.ru Madopmarmonso-npaBoBast cuctema ['apant

11. OcobOenHocTH peaimdanu TUCHUIIJIMHBI 1JII UHBAJIMAOB U JIUI ¢ OrPAHUYCHHBIMU
BO3MOKHOCTHAMMU 3/10POBbA

Jlna oOecnieueHus oOpa3oBaHUS MHBAIUIOB W OOydalolUXCsS C OTrpaHHMYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JIOpPOBbSl 10 JINYHOMY 3asBJICHUIO OOydwaromierocst paspadarbiBaeTCs
aJlaiTUpOBaHHAass 00pa3zoBaTelibHAs MPOrpaMMma, WHIUBUAYalIbHBIA yUeOHBIH IUIAH C Y4EeTOM
0c00EHHOCTEH NX TICHXO()U3UYECKOTO PA3BUTHS U COCTOSIHUS 3/10POBBSI, B YACTHOCTH ITPHUMEHSETCS
WHAUBUIYAIbHBIM TOAXO0J K OCBOCHMIO JUCHMIUIMHBI, WHAMBHIYyaJbHbIE 3alaHUs: pedeparsl,
MUCbMEHHBbIE pabOThl M, HAOOOPOT, TOJBKO YCTHBIE OTBETHl W JUAJIOTH, WHIUBUIYaJIbHbIE
KOHCYJIbTAllUM, HCIOJb30BaHHWE JMKTO(POHA W  JPYTrUX 3alMChIBAIOIIUX  CPEACTB IS
BOCIIPOM3BEICHHUS JIEKIIMOHHOI'O U CEMUHAPCKOT0 MaTepuaa.

B nensx obGecnieyenns o0y4aromuxcss MHBAJIMIOB U JIUI] C OTPAaHUYEHHBIMUA BO3MOXXHOCTSAMU
3/10pOBbsl OMOIMOTEKAa KOMIUIEKTYET (POHJ OCHOBHOW y4eOHOH JIUTEpaTypol, aJanTHPOBAaHHOW K
OTPaHUYCHUIO MX 3I0pPOBbs, IMPEIOCTABISAET BO3MOXKHOCTH YIAJICHHOIO HCIIOJIb30BaHUs
ANIEKTPOHHBIX 00pa30BaTENbHBIX PECYPCOB, JOCTyHn K KoTOopbIM opranuzoBan B OAHO BO
«MIICY». B 6ubanoTeke MpoBOAATCS WHAWBHUIYalbHbIE KOHCYJIbTALMU JAJIS JaHHOW KaTeropuu
II0JIB30BATENIEH, OKa3bIBAETCS MOMOIb B PETUCTPALMU U MCIOJIb30BAHUU CETEBBIX M JIOKAJIbHBIX
AJIEKTPOHHBIX 00pa30oBaTEIbHBIX PECYpPCOB, NPEAOCTABISAIOTCS MecTa B UUTAJIBHOM 3alle,
0o0Opy/Z0OBaHHBIE NpOrpaMMaMd  HEBHU3YaJbHOIO JOCTYyNa K HMHQOpMAlMH, 3KPaHHBIMU
YBEIUUUTENIIMU U TEXHUYECKHMMHU CPEJICTBAMU YCUIICHUS OcTaToyHOro 3peHus: Microsoft Windows
7, LlenTp cneruanbHBIX BO3MOXKHOCTEN, DKpanHas myna; MicrosoftWindows 7, LlenTp cienmanbHBIX
BO3MOXXHOCTEH, DKpaHHbIi aukTop; MicrosoftWindows 7, LleHTp crenuaibHBIX BO3MOXKHOCTEH,
OKpaHHas KJIaBHATypa; 3kpa”Has jyna OneLoupe; peueBoit cunTe3arop «I'omocy.
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