


1 HEJIb 1 3AJIAYHN OCBOEHUSA JUCIUITJIMHBI

Henpto yueOHON AUCHMIUIMHBI «J{OKyMEHTAIlMOHHOE OOECIeYeHHE YMpaBICHUYECKOH aes-
TEJIBHOCTUY SIBJIAETCS (POPMUPOBAHHUE Y 00YUaAIOLIErocs CUCTEMbl KOMIIETEHIIMI OTHOCUTENIBHO CO-
BPEMEHHBIX HPUHIMIIOB pabOoThI C JeN0BOM MH(pOpMaLrel, 03HAKOMJIEHHE ¢ HOPMATUBHBIMU J10-
KyMEHTaMH ¥ CTaHJapTaMH, PEryJUPYIOIIMMHU NpaBuia 0QOPMIIEHUS CIIy>KEOHBIX IOKYMEHTOB, a
Takxke (POPMUPOBAHHUE HABBIKOB 10 COCTABJICHHUIO JIOKYMEHTOB, HCIIOJIB3YEMbIX B YIPaBICHUECKON
JESTEIIBHOCTH.
JU1g AOCTHKEHMSI TOCTABJIEHHOW LIENH IIPU OCBOEHUU JUCLUIUIMHBI PEIIAIOTCS CIEAYIOLINE
3aJa4u:
- U3YYHUTh OCHOBHBIC TIOHATHS M COBPEMEHHbBIC MPUHIIMUIIBI PabOTHI C IEJIOBOM JOKYMEHTa-
[UEH;

- copMHpOBAThH MPEACTABICHHE O KOPIOPATUBHBIX MH()OPMAIIMOHHBIX CHCTEMax M 0azax
JIAaHHBIX;

- U3yYUTh OCHOBHBIE CIIOCOOBI M CPEACTBa MH(POPMALMOHHOTO B3aWMOJICHCTBHUSA, MOIyde-
HUSl, XpaHEHUs, IepepabdOTKU, MHTEPIIPETAU HH(OPMALIUH;

- HAyYUTh OPOPMIISATH pa3IMYHbIC BUJIBI JOKYMEHTOB;

- U3Y4UTh OOIIME MOJIOKEHUS 110 TJOKYMEHTHPOBAHUIO YIIPABIECHUECKOH NEeSATEIbHOCTH.

2 MECTO JUCIIMIIJIMHDBI B CTPYKTYPE OIIOII BO

Juctunmuaa B1.B.06 «/lokymMeHTanimoHHOE 00eCTIieUeHHE YIIPABICHUYECKON IeATeTLHOCTH
OTHOCHUTCS K 4acTH, (popMupyemMoil yuacTHUKaMi 00pa3oBaTelbHbIX OTHOIIEHUH bioka 1 «/{ucim-
TUTMHBI (MOJTYJIH)» Y4eOHOTO TUTaHa U u3ydaercs B 4 cemectpe Ha Il kypce ouHol 1 3a04HOM Hopm
o0ydeHusl.

3 KOMIIETEHIMKM OBYYAIOLIEI'OCSA, ®OPMHUPYEMBIE B PE3YJIBTATE
OCBOEHMsA IUCIHUIVIMHBI / OKUJAEMBIE PE3VJIBTATbBI OBYYEHUS 110
3ABEPIIEHHUHN OCBOEHMUSA ITPOI'PAMMBI IMCHUITJINHBI

[Ipouiecc u3yueHus: TUCIUILUIMHBI HAMIPaBlieH Ha (POPMUPOBAHUE CIEAYIOMIUX KOMIETEHITHIMA
(B coorBercTBHH ¢ PI'OC BO 1 TpeboBanusmu k pesyiabraram ocBoenus OITOIT).

Kon Pesynbratsl ocBoeHuss OIIOII | MnaukaTophl JOCTHKEHUS pe3yIbTaToOB 00yUYeHUs
kommnereHMY (ConepkaHue KOMIETEHIIH) 10 JUCLUIUINHE

NJ-1/YK-1 Aranu3upyet npoOIeMHyIO CUTYya-
MO KaK CHCTEMY, BBISBIISISI €€ COCTABIISIOIINE U
CBSI3U MKy HUMH;

NJ-2/YK-1 OcyuiecTBasieT MOUcK, 0T00p U CH-

CrocoGeH 0CyLLECTBISTS CTeMaTHU3aINI0 HH)OPMAIIH JIsT OmpeneneHus
KPUTHHYECKHH aHATH3 TPO- albTEpHATUBHBIX BAPUAHTOB PELICHU;

VK-1 GJICMHBIX CUTYALHH Ha OCHOBE N-3/YK-1 Kpurndecku oneHUBaeT HaIeKHOCTh
CHCTEMHOTO MOAX0/1a, BblpaGa- | MCTOYHHMKOB uHpopmanuu, padboTaeT ¢ IpOTUBO-
THIBATh CTPATETHIO JCHCTBHIA peunBoil nHpOpManHel U3 pa3HbIX HCTOYHUKOB,

N-4/YK-1 Ilpennaraer u copepkaTebHO apry-
MEHTHUPYET CTpATeTuI0 peleHuss NpoOIeMHOM
CUTyallUd Ha OCHOBE CHUCTEMHOIO U MEXIUCLU-
IUIMHAPHOTO MOJIXOJI0B C YYETOM OIpaHUYEHUN U
PHUCKOB.




Cnooco0€eH UCIIOIb30BaTh CO-
BpeMeHHbIe HHPOPMAIIHOHHBIE

N]1-1/OI1K-5 JlemoHCTpUpYET 3HAaHUE COBPE-
MEHHBIX HH(POPMALMOHHBIX TEXHOJIOTUH H MPO-
IPaMMHBIX CPEJICTB;

OIIK-5 | TexHOJOruM U MporpaMMHBIC NA-2 /OIK-5 Hcnonb3yeT 3HaHWE COBPEMEH-
CpeZCTBa IPU PELICHUH MPO- HBIX UH(OPMALIMOHHBIX TEXHOJIOTMH U Mpo-
(deccruoHambHBIX 33124 IpaMMHBIX CPEJCTB MPH PEeIIeHHH Mpodeccro-

HaJIbHBIX 3a/1a4.
NJI-1 /TIK-8 BaageeT OCHOBHBIMH METOAAMH, CIIO-
co0aMH U CpeICTBAMU IOJTyUEHUs], XPaHEHHUS U T1e-
pepaboTku nHGOpPMAIIIH;
Cl0COGEH PyKOBOTHTS na-2 /l:[K-S JleMOHCTpUpYyeT 3HaHUS HOBBIX TEX-
K-8 _| HOJOTHii 1 METOJOB PabOTHI B ICSTEILHOCTH IIOA-
JESITENIbHOCTBIO IO JJOKYMEHTA

HUOHHOMY 00eCcIeYeHHIO

pas3zaeneHuii o JOKyMEHTAIlHOHHOMY obecreue-
HUIO yTIPaBJICHUS;

N-3 /TIK-8 Omnpexnensier mpUOpUTETHBIE HAPaB-
JICHUS Pa3BUTHUS TTOPA3ICIICHHS JOKYMEHTAIHOH-
HOro 00ecTeyeHHs ypaBJICHUs] OpraHu3allyu.

4.1 O0beM IMCUMILUIMHBI M BUJbI Y4eOHOH padoThl
OO0mas TpyJ0€MKOCTh JUCIUIUIMHBI COCTABIISIET 3 3aueTHbIe eAMHUIBI, 108 qacos.

AJisi 04HO# (popMbI 00yUeHHUS

CemMect
TpynoemMkocTh P
(K0JI-BO HEENb B
IUCIHIUIHHEL, 9 cemecTpe)
Bug yueOHoit pabOTBI
Yy p O0BeM
Bcero o
HACOB KOHTaKTHOM 4 (16)
paboThl
AyautopHasi KOHTaKTHasi padota (Bcero) 32 32 32
B TOM 4unc- |JIekmun 16 16 16
Je: [IpakTHyecKkue 3aHsATUS 16 16 16
CamocToaTeibHas padoTa odyualomerocs (Bcero
P yuarouierocst (seero), ¢ 0.25 76
B TOM YHCIIE:
CPC N3ydeHue NeKIMOHHOTO MaTepraia 32 - 32
B cemecTpe: ([IoaAroToBKa K MPAKTUYECKUM 3aHSITUAM 40 - 40
CPC
3auer 4 0,25 4
B CECCHIO:
Buja npoMexyTouHO# aTTecTannu (3a4er) 3a4eT 3a4eT
O01masi Tpya10eMKOCTb, Y. 108 32,25 108
O0mas Tpy10eMKOCTb, 32a4eTHbIE ¢IUHUIIbI 3 - 3
AJIs1 32049HOM (popMBI 00yUeHH S
Cemec
TpynoemkocTsb Mectp
(K0JI-BO HEENb B
JIUCIHIUIHHEL, 9 cemecTpe)
Bunx yuebnol paboThl
O0BEM KOH-
Bcero .
TaKTHOM pa- 4 (3)
4acoB
0OTEI
AyauTOpHAsi KOHTaAKTHas padoTa (Bcero) 12 12 12




B TOM YHUC- |Jlekiuu 6
je:
[TpakTHueckue 3aHITHS 6
CamocrosiTesibHas padoTa odyuaroierocsi (Bcero),
96 0,25 96
B TOM YHCJIE:
CPC W3yuenune NeKIMOHHOTO MaTepHaia 42 - 42
B cemecTpe:|IToaroToBka K MPaKTUUYECKUM 3aHSTHUIM 50 - 50
CPC
3auer 4 - 4
B CECCHIO:
Buja npoMexyTouHO# aTTecTannu (3a4eT) 3a4eT 0,25 3a4eT
O01as Tpy10€eMKOCTb, Y. 108 12,25 108
O01as Tpy10€eMKOCTb, 32a4eTHbIE eIUHHUIIbI 3 - 3
4.2 TemaTH4yecKHii IJ1aH JeKIUOHHLIX 3aHATHNA
JI 04HOi opMBbI 00yUeHHsI
Ne . TpynoeMKoCTh
TeMbl JTIeKITMOHHBIX 3aHATUN pyA ’
/11 q,
1 |OO6mas xapakTepucTHKa JOKYMEHTAIIMOHHOTO 00eCIIeUeHHUs YIPABICHHS 4
) OcHoBHBIE TpeOOBaHUs K 0()OPMIICHUIO OpraHU3aIllMOHHO- 4
pacnops,AUTEIbHBIX IOKYMEHTOB
3 |SI3bIK ¥ cTHIIb O(PUIIMANIBHBIX IOKYMEHTOB 4
CucremaTu3anus U XpaHeHHE JOKYMEHTOB.
4 | [lokyMEeHTOOOOpOT U aBTOMATHU3AIUs JEIOMPOU3BOICTRA. 4
DJEeKTPOHHBINA JOKYMEHTOOOOPOT.
Bcero: 16
AJ1s1 32049HOM (popMBI 00yUeHH s
Ne . TpynoemkocThb
TeMbl JTIeKITMOHHBIX 3aHATUN pyA ’
/11 9,
1 |O06m1ast xapaKTepUCTHKA JOKYMEHTAIIMOHHOTO 00CCIICUSHUS! YIIPaBICHHUS 2
) OcHoBHbIe TpeOoBaHMsI K 0)OPMICHUIO OPTaHU3AIIHOHHO- )
pPacTIOPSANTEIBHBIX JIOKYMCHTOB
CucremaTu3aius U XpaHeHHE TOKYMEHTOB.
3 |loxyMeHTOO00OpOT M aBTOMAaTH3AIIHS JACIIOPOU3BOICTRA. 2
DIEeKTPOHHBIH JOKYMEHTOO0OPOT.
Bcero: 6
4.3 TemaTnyeckuil MJIaH MPAKTHYECKUX 3AHATHH
JI 04HOM opMbI 00yUeHHsI
Ne . TpynoemkocTs,
Tembl MpakTHUECKHUX 3aHATUI
/1 9.
1 Oco0eHHOCTH OPUITHATEHO — AETOBOTO CTUIISI TOKYMEHTOB. 4
YnotpebsieHue NPONKUCHBIX U CTPOUHBIX OYKB.
2 | Yaudukanus u CTaHJapTU3AIMS YIPABICHYSCKUX JTOKYMEHTOB 4
3 JIOKyMeHTOOOOPOT Ha MPEANPUITHH. 4
ABTOMaTH3aIHUs JIOKYMEHTAIIMOHHBIX TPOIICCCOB.
4 Oco0eHHOCTH XpaHEHUs JOKYMEHTOB. 4




‘ PaboTa ¢ JOKyMEHTaMH, COJICPKAIIUMH KOMMEPYECKYIO TalHy.

Bcero: 16
JJIS 3204HOM opMBI 00yYeHUs
Ne . TpynoemkocTs,
i TeMbl MpakTUYECKUX 3aHATUN o
1 | Vaudwukamus u cTaHgapTU3ANKs YIPaBICHISCKUX JOKYMEHTOB 2
) JIOKyMeHTOOOOPOT Ha MPEANPUITHH. )
ABTOMAaTH3aIIMs JOKYMEHTAIIMOHHBIX MTPOIIECCOB.
3 Oco0eHHOCTH XpaHEHUS TOKYMEHTOB. )
Pabota ¢ jokyMeHTaMH, COIEPKALIMMU KOMMEPUYECKYIO TalHY.
Bcero: 6
4.4 TemaTnueckunii IIaH JadopaTopHBIX padoT
JlaGopaTopHbie pabOThI yU€OHBIM IIJIAHOM HE TPEIYCMOTPEHBI.
4.5 CamocTtosiTeibHas padoTa
AJist 04HOM (popMBbI 00yUeHHUsI
Bun camocrosTeapbHOU Hazsanue O0BeM
paboThI (conmeprkanue pabOThI) akaJ. yac.
OcMBICIEHHE U 3aKPEIIIEHNE TEOPETUYECKOTO
H3ydenue neKImoHHOTO
MaTepHATA Marepuaia BL COOTBETCTBHUU C COAEPKAHUEM JIEKLIMOH- 32
HBIX 3aHITUI
CaMocToATENbHOE N3YYEHUE OCHOBHOM U JOTIOJIHU-
[ToaroToBka k TeJIbHOMN JIUTEPaTyphl, MOUCK U cOOp HMHMOPMALIUU TTO 40
MPaKTUYECKUM 3aHATUSM | TUCLUIUIMHE B IEPUOJANYECKUX MEUATHBIX U UHTEP-
HET-U3/IaHUAX, Ha OUIMAIbHBIX calTax
3auer [ToBTOpEHME M 3aKpEIICHHE U3YYEHHOTIO0 MaTepuaia 4
UTOT'O 76
JIS1 3204HOM opMBI 00yUeHUs
Bun camocrosTeapbHOU Hazsanue O0BeM
paboThI (conmeprkanue pabOThI) akaJ. yac.
OcMBICIEHUE U 3aKPEITIEHNE TEOPETUYECKOTO
H3ydenue eKImoHHOTO
MaTepHATA Marepuaia BL COOTBETCTBHUU C COAEPKAHUEM JIEKLIMOH- 42
HBIX 3aHITUI
CaMocTOATEIbHOE N3YYEHUE OCHOBHOM U JOTIOJIHU-
[ToaroToBka k TEJIbHOMN JIUTEPaTyphl, MOUCK U cOOp HMHGMOpPMALIUU TTO 50
MPaKTUYECKUM 3aHATUSIM | TUCLUUIUIMHE B IEPUOJANYECKUX MM€YATHBIX U UHTEPHET-
U3JIAaHUSIX, HA OPUIIMATIFHBIX calTax
3auer [ToBTOpEHME U 3aKpEIICHHE U3YYEHHOTIO0 MaTepuaia 4
UTOT'O 96

SMETOAUYECKHUE PEKOMEH/JAIIMHA 11O U3YUYEHUIO JTUCHUIIJINHBI

W3ydenue NUCHUIUIMHBI HEOOXOIUMO HayaTh C O3HAKOMIICHHsI ¢ pabodell MporpaMMoi.
Ocob60e BHUMaHHE CIeAyeT OOpaTUTh Ha BOMPOCH], BBIHOCUMBIE JIJISi CAMOCTOSTETLHOTO U3yUYCHHUS.



B Te3ucax yekuuii mpencTaBiieH TEOPETHUECKUI MaTepuan Mo AMCLUUIUIMHE COTJacHO pabouemy
IJIaHy, B KOHIIE IPUBEJICHBI BOIPOCHI Il KOHTPOJIS 3HAHUH.

W3ydas nucuuiuiiHy HeoOXOIMMO PaBHOMEPHO pAcIpelesiaTh BpeMs Ha MpOpadOTKy JieK-
U, CAaMOCTOSITENIbHYIO Pa0OTy MO BBINOJIHEHUIO MPAKTUUECKUX paboOT, CaMOCTOATEIbHYIO paboTy
10 MOATOTOBKE K MPAKTUYECKUM 3aHATHSIM. Bompocel TeopeTHuecKkoro Kypca, BBIHECEHHBIE Ha ca-
MOCTOSITENIbHOE M3yueHHe, HauboJsee Lenecoo0pa3Ho OCBauMBaTh Cpasy MOCIIE MPOYUTAHHOMN JEK-
LIUH, COCTABJISIsI KOHCIIEKT 110 BOIIPOCY B TETPAJH C JIEKIIMOHHBIM MaTEPUAIIOM.

Ecnu npu u3yueHun AMCHUIUIMHBL y 00YYaroierocsi BO3HUKAIOT BOIMPOCHL, TO UX MOKHO 00-
CyJIUTh Ha KOHCYJIbTALUAX MO pPyKOBOJCTBOM IPENOIaBATENSL.

Crneun¢uka TUCHUIUIMHBI 3aKJIIOYAETCS B TOM, YTO MOMUMO M3yUYEHHUS] TEOPETHUECKUX BO-
pOCOB, 00yUaroeMycst HEOOXOIUMO MPHOOPECTH MPAKTUYECKUE HABBIKU, CBSI3aHHBIC C BEJICHUEM
JIEJIONPOU3BOJICTBA M JOKYMEHTAIIMOHHBIM OOECIeueHUuEeM JesITeIbHOCTH JIUI U Pa3IMYHBIX Opra-
HU3ALNN.

[Ipu pabote ¢ auTeparypoil ciemyeT oOpaTUTh BHUMAaHHE HA MCTOYHUKH OCHOBHOW W JO-
NOJTHUTEIBHOM JTUTEpaTyphl, IPUBEIEHHBIE B paboueil mporpamme. [l Gosbliero npeacTaBieHus
O JUCIUIUIMHE BO3MOYXKHO O3HAKOMJICHHE C NEPUOJUYECKUMH U3JaHUSAMU NOcae HuX JeT u HTep-
HET-UCTOYHHUKAMH.

[Ipn moaroroBke K 3a4ery cieayeT OoOpaTUTh BHUMaHUE Ha CIIEAYIOIIHE MOMEHTHI: 3a4eT
NPOBOJUTCSA B YCTHOW (hopMme, MPH MOATOTOBKE Jy4llle CTPYKTYPHUPOBATh M KOHCIIEKTHPOBATH Ma-
Tepual.

6 OCHOBHAHJI, JOINOJIHUTEJIbHASA JIUTEPATYPA, ITPOI'PAMMHOE
OBECHEYEHHME U PECYPCHI HH®OPMAIIMOHHO-TEJIEKOMMYHUKAITMOHHON
CETH «<MHTEPHET»:

6.1 OcHoBHasi JIinTepaTypa:

6.1.1. bpeckuna, H. B. OcHOBBI fenonpon3BoacTBa [DneKTpoHHbIH pecypc] : yuel. mocobue
/ H.B. bpeckuna.— CraBpononb: uszn-Bo CK®Y, 2015. — 123 c¢. — Pexum nocryma
https://rucont.ru/efd/578752.

6.1.2. I'anenko, H. H. OcHOBHI aenonpon3BoacTBa [ DIEKTPOHHEIN pecypce] : yaeOHoe moco-
oue. — Kunens : PUO CamI'AY, 2019. — 181 c. — Pexxum noctymna : https://rucont.ru/efd/685285.

6.1.3. IlonoBuy, E. A. JlokyMeHTallMOHHOE OOECIeueHUe YIpaBlIeHUs MEPCOHAIOM [Diek-
TpoHHBII pecypc] : yueb. mocodue. — Openbypr : OI'Y, 2014. — 112 c. — Pexxum goctyna :
https://rucont.ru/efd/245264.
6.2 JlonostHMTEIbHAS JIMTEpPaTypa:

6.2.1. bapuxun, A. b. KagpoBoe nenonpon3BoacTBO [IJIEKTPOHHBINA pecypc]: MpaKTHIeCKoe
noco6ue. — M. : Kunxasiit mup, 2009. — 192 c. — Pexxum goctyna : http://rucont.ru/efd/140683.

6.2.2. Jlenonpon3BOACTBO U JOKYMEHTAL[MOHHOE 00ecledeHne rocyJapCTBEHHON U MYHHU-
unanbHo# ciyx6s! / 0. B. Mupronikuna. — CtaBpomnosns : u3a-so CKOV, 2016. — 116 c. — Pexum
noctyma : https://rucont.ru/efd/603286.
6.3 IIporpammHoe o0ecnieueHnne:

6.3.1. Microsoft Windows 7 IIpodeccuonansnas 6.1.7601 Service Pack 1;

6.3.2. Microsoft Windows SL 8.1 RU AE OLP NL;

6.3.3. Microsoft Office crannaptasiii 2013;

6.3.4. Microsoft Office Standard 2010;

6.3.5. Kaspersky Endpoint Security mans 6usHeca - Ctangaptabiid Russian Edition;

6.3.6. WinRAR:3.x: Standard License — educational —-EXT;

6.3.7. 7 zip (cBOOOIHBIN TOCTY).
6.4 IlepeyeHb HH(POPMANMOHHO-CIIPABOYHBIX CHCTEM M PO eCCHOHATBHBIX 023 JAHHBIX:

6.4.1. http://www.consultant.ru — CnpaBouHas paBoBas cucrema «Koncynbrant [Lmrocy.

6.4.2. http://www.garant.ru — CipaBo4HO-IIpaBOBasi CUCTEMA IO 3aKOHOATEeNbCTBY Poccuii-
ckor Penepanuu «I'apan.




6.4.3. www.elibrary.ru — Hayunast anekTpoHHast Oubinoreka.

7 MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

No
/11

HaumeHoBaHue crieniaibHbIX TOMEIIEHUN U
MTOMEIICHUHN JIJI1 CAMOCTOSITEIIbHON PabOThI

OCHaIEHHOCTh CHEIUATBHBIX TOMEIICHUN 1
MTOMEIICHUH JIJII CAaMOCTOSITEIBHON PabOThI

1

YyeOHast ayauTopus AN TPOBEICHUS 3aHATHN
JEKIIMOHHOTO THIIA, 3aHATHI CEMHUHAPCKOTO THUIIA,
KypCOBOTO MPOEKTUPOBAHUS (BBIIOJHEHUS KYyp-
COBBIX PalOT), IPYNMIOBBIX M WHAWBHIYaTbHBIX
KOHCYJIbTAIlMi, TEKYIIEr0 KOHTPOJISL U MPOMEXKY-
TOYHOMU arrecTauuu, ay. 3232.
Camapcrkaa o061, eo. Kuneno, n.e.m.
Kunenvckuii, yr. Cnopmusnas, 0. 8A4.

Yemo-

VYueOHas aynuTopus Ha 24 MOCaTOYHBIX MECTa,
YKOMIUIEKTOBaHHAsl CIIEHUAIN3UPOBAHHON Me-
0enbIo (CTOJIBI, CTYNbs, yueOHast JOCKa) U TeX-
HUYECKHUMH CpelICTBaMu 00y4eHHs (IepeHoc-
HOM MPOEKTOp, NEPEHOCHON HOYTOYK, 3KpaH)

VY4eOHast ayauTopusl NIl TIPOBEACHUS 3aHATHN
JCKIIMOHHOTO THIIA, 3aHATHI CEMHUHAPCKOTO THUIIA,
KypCOBOTO MPOEKTHPOBAHUS (BBIMOIHEHUS Kyp-
COBBIX paloT), TPYNIOBBIX W WHAMBHUIYaTbHBIX
KOHCYJIbTAIlMi, TEKYIIEr0 KOHTPOJISL U MPOMEXKY-
TOYHOM aTTecTanuu, aya. 3239.
Camapckaa o061, eo. Kunenv, n.e.m.
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

Yemo-

VYyaeOnas ayautopust Ha 30 OCaqOYHBIX MECT,
YKOMIUIEKTOBaHHAsl CIIEIUAIN3UPOBAHHON Me-
0enbo (CTOJBL, CTYIbsI, yueOHas JOCKa) U TeX-
HUYECKUMH CpeICTBaMU 0OyueHHs (TlepeHoc-
HOM MPOEKTOp, NEPEHOCHON HOYTOYK, 3KpaH)

VY4aeOHast ayauropus i TIPOBEACHUS 3aHATHI
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO THIIA,
KypPCOBOTO MPOCKTHPOBAHMSI (BBITIOJIHEHHUS KypCO-
BBIX Pa0OT), TPYNIIOBBIX U WHIWBUIYaIbHBIX KOH-
CyJIbTAIMi, TEKYIIEr0 KOHTPOJS W MPOMEKYTOU-
HOU aTTecTanmu, aya. 3241.

Camapcxasa ob6a., eo. Kuuerv, n.e.m.
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

Yemo-

VY4aeOHas ayauTopus Ha 14 ocagouHbIX MeCTa,
YKOMIUIEKTOBaHHAsl CIIEHUAIN3UPOBAHHON Me-
Oenpro (CTONBI, JTaBKH, y4deOHas OCKa, KOM-
NBIOTEPHBIE CTOJBI, CTYJIbsS), KOMITBIOTEPHOU
TexHukor (12 paboumx cTaHIUN) U TEXHHYE-
CKUMHU cpeAcTBaMH oOOyudeHus: (IepeHOCHOU
MPOEKTOpP, IEPEHOCHON HOYTOYK, SKpaH)

[Tomemenue Isi CaMOCTOSATENBHON pabOTHI, ay/l.
3310a (YuTaTBHBIHA 3a1).

Camapcrkaa o061, eo. Kunenv, n.e.m.
Kunenvckuii, yn. Cnopmusnas, o. 8A.

Yemo-

[Tomemenne Ha 6 TMOCAJOYHBIX MECT, YKOM-
IUIEKTOBAHHOE CTICUATU3UPOBAHHON MeOeIbio
(KOMIIBIOTEPHBIE CTOJIBI, CTYJNIbsI) U OCHAIIICH-
HOE€ KOMIIBIOTEPHOUN TEXHUKON

(6 paboumnx craHIUi), MOAKIIOYEHHON K CETU
«aTepHer» u obecneumBaromeil J1OCTyNm B
AIIEKTPOHHYIO HUH(OPMALTMOHHO-
00pa30BaTeNbHYIO CPEly YHUBEPCHUTETA.

[Tomemenne amst XxpaHeHUs] ¥ TPOPUITAKTHIECKOTO
oOcimyxuBaHusi y4eOHOro OOOpyJOBaHUS, ay/l.
32036.

Camapcrkaa o6n., e. Kuwnen, n.em. Ycmo-

Kunenvckuii, yn. Cnopmusnas, 0. 8A.

CrennanbHblii UHCTPYMEHT M MHBEHTAph JIs
y4e0HOT0 000PYIOBAHHUS:

KHACTOYKH I OYHCTKH KOMIIBIOTEPOB M KOM-
IUIEKTYIOIUX, CIAPT, KOMIIEKTYIOIIHE U pac-

XOJHBIC MaTCPUAJIbI.

8

®OHJI OIEHOYHBIX CPEIACTB [Js TPOBEJIEHHUA TEKYIIEH u
MPOMEXYTOYHOM ATTECTALIMU

8.1 Buabl 1 popMbI KOHTPOJISI 10 AUCHHUILJIMHE

KoHTponb ypOBHS YCBOEHHBIX 3HaHHMH, OCBOGHHBIX YMEHMH U MPHOOPETEHHBIX HABBIKOB
(BJ1aJIcHUI) OCYILECTBISETCS B paMKaX TEKYILLEro U MPOMEXKYTOYHOTO KOHTPOJISI B COOTBETCTBUM C
[TonoxeHueM o TEKyIIeM KOHTPOJIE U IPOMEKYTOUHOM aTTecTalii 00y4YaromnuXCsl.




TCKYH_[I/II\/'I KOHTPOJIb OCBOCHHA KOMHGTGHL{I/II\/'I o AUCHHUIUIMHE IMPOBOJAUTCA MNPU HU3YUCHUU
TEOPETUYECKOr0 MaTepHalia, BBIMOTHEHUM 3a/laHui Ha NPAKTHUYECKUX 3aHATUAX. Tekyuiemy
KOHTPOJIIO TMOJICKUT IMOCEIAeMOCTh 00YYaIOUIMMHUCS ayJUTOPHBIX 3aHATUN 1 paboTa Ha 3aHATHUSX.

HtoroBoii o1ieHKOH OCBOCHHSI KOMIIETEHIIUN SIBJISIETCS MPOMEXYTOUHAsI aTTecTanus B Gop-
M€ 3aueTa, MPOBOAMMAs C YYETOM PE3yJIbTaTOB TEKYIEro KOHTpoJid B 4 cemecTpe Ha Il kypce ou-
HOU ¥ 3a04HOM (hOpM O00yUeHHUS.

8.2 TunoBble KOHTPOJIbHbIEC 3aJlaHUSI WJIM HMHbIE MaTepuaJbl, HEOOXOAMMbIe I OLEHKH
pe3yJabTaToB OCBOCHHS 00Pa30BaTeIbHOI NPOrpaMMbl B paMKAaX Y4eOHOM N CHUIITHHbBI

Ouyenounvle cpeocmea 011 nposedeHUs meKyuieii ammecmayuu
Ilpakxmuueckue 3a0ayu
BapuaHTbl pakTHYECKHX 3a7a4:

CocTaBUTh MPOTOKOJI COBEIIAHUS;

Pa3zpaboTaTh 1 1300pa3uTh BUSUTHYIO KapTOUKY;

CocrtaBuTh OMOIHOrpaUUECKyIO CCHUIKY Ha ITUTATY B KOHIIE CTPAHUIIBI;

CocTaBUTh MPOEKTHI YUYPEAUTEIBHOIO J10roBopa M ycraBa OOLecTBa ¢ OrpaHMYEHHOM OTBET-
CTBEHHOCTBHIO;

5. CpaBHuUTH TpeOOBaHHUSI K COCTaBJICHHUIO MHChMA y HAac U 3a pyOekoM. CKOJIBKO OTIUYHH BBI
CMOJKeTe HalTH?

6. CocTaBUTbh MUCHMO JIETOBOMY MApTHEPY, HAXOASIIEMYCS 3a TPAHULICH;

7. Hapucoatb ¢popMy U 3aI0JIHUTH TeJePaKCHOE COOOIECHHE;

8. Ha 3asBnenun o mpueme Ha pabOTy PYKOBOAMTENb MOCTABHI U mozamucan pesosntonnio: «OK.
[Tpunsate». Kakue HapymieHus ynpaBieHYECKHX PErJIaMEeHTOB COBepIlmI pykoBoauTens? Kak 3To
XapaKTepu3yeT ero?

9. CocTaBHUTb JIMYHOE 3asBJIECHUE O MPUEME Ha paboTy C Pe30JIOLMeN U BU3aMH PYKOBOIUTENCH;
10. Hanncatpk XapakTepUCTUKY U PEKOMEHIATENbHOE MHCHEMO;

11. CocTtaBuTh npodeccrnoHaIbHOE pe3oMe U COIPOBOAUTENBHOE MTUCHMO K HEMY;

12. Hammucate aBTOOHOTpaduio;

13. Hanmcats npukas o nmpuemMe Ha pabory;

14. CocTaBUTh CTpaHUILy TPYJAOBOW KHIKKH paOOTHHKA, OTPa)Karollylo ero TpyA0BOil MyTh B Oopra-
HU3alMH;

15. OpopmMuTh 10roBOp KyIUIM — MPOJIAXKH MO CTPYKTYpPE MEXTyHAPOJAHOHN NPAKTUKH;

16. Hancate 1enoBoe MUChbMO 3apy0OeKHOMY MapTHEPY;

17. OhopMuUTH €0 ¢ BBIMIETIEPEUNCICHHBIMU TOKYMEHTAMH U OMUCHIO BHYTPEHHHUX TOKYMEHTOB.

PO

Memoouka paccmompenusa npaKkmu4ecKux 3a0ay

B mpouecce u3yuenus marepualia Ha MPaKTUYECKUX 3aHATHUSAX HCIIOJIb3YETCSl ONMCAHUE pe-
ANbHBIX YIKOHOMUYECKHX, MMPABOBBIX U COIMAIBHBIX CUTYyalHi B chepe rocy1apcCTBEHHOTO U MYHH-
UIAJIbHOTO ciyxaiuero. OOyuaronyecs: AOKHBI MCCIENOBATh CUTYalUIo, pa3o0parbcs B CYTH
npo0iieM, MPeaIoKUTh BO3MOXKHBIE PEIICHUs U BbIOpaTh Jydinee u3 HuX. CUTyalluu OCHOBBIBAIOT-
Csl Ha peaNbHOM (PaKTUYECKOM MaTepHalie WK ke MPUOIMKEHbI K PEaIbHOM CUTYAlIUU.

Kpumepuu u wikana oyenku 2pynnogvlx u uHOUGUOYAIbHHIX NPAKMUYECKUX 3a0ay:

- OIIEHKA «3a4TEHO» BBICTABISIETCS OOYYaIOUIUMCS, €CIH OHU CBOOOJHO BIIAJCIOT
MaTepUaIoM, PUMEHSIOT W3YUYEHHBIC MO AUCIUIUIMHE TEPMUHBI M MOHSATHS, MOTYT MPEIIOXKUTh
apryMEHTUPOBAHHOE  pEIIEHHWE IO CHUTyallMd WM OTBETHTh HAa TOCTaBJICHHBIE BOIPOCHI C
UCIIOJIb30BaHUEM MU3YUYEHHOT0 MaTepUala;



- OIICHKA «HE 3aYTEHO» BBICTABISICTCS 00yYaIOMIUMCS, HE BJIAJICIONIIM OCHOBOIOJIATAFOIIIN-
MU 3HAHUSMU TI0 MOCTABJIEHHOMY BOMPOCY, €CJIM OHH HE OPUEHTUPYIOTCS B OCHOBHBIX MOHSTHSIX,
HE MOTYT MPOAHAIM3UPOBATH CHUTYAIMIO U HE MOTYT MPEJIOKUTh MyTH PEIICHUsT POOIeMBbI, pac-
CMOTPEHHOU B CUTYallUH.
Yemmuwiti onpoc

KOHTpO.HBHI:IG BOIIPOCHI IO AUCHHUTIIIIMHEC!

1. 3HaueHue TOKYMEHTALUU B YIPABICHUHU AEATEIbHOCTHIO IPEANPUITHH.

2. Kimaccudukanus JOKyMEHTOB B OyXTalITepCKOM yUeTe.

3. Busibl 01aHKOB IOKYMEHTOB U MX XapaKT€pPUCTHUKA.

4. XapakTepucTrKa repOOBbIX OJIAHKOB.

5. Ilonstue popmat JOKyMeHTa. XapakTepUCTUKA (hOpPMATOB.

6. PekBU3UTHI JOKYMEHTOB UX XapaKTEPUCTHKA.

7. Buzibl ommn60K B OyXrajlTepckoM ydere.

8. IIporiecc 06pabOTKH JOKYMEHTOB B OyXTaaTepuu.

9. Tlopsimok BHeCEHHsI MCIPABICHHH B IMEpPBUYHBIE YYETHBIE JOKYMEHTHl B COOTBETCTBHM C

3akoHoM PO Ne402-D3.

10. MeTozp! BBISIBICHUS U MUCIIPABIEHHS OIINOOK B JOKYMEHTaX. (IIPUBECTU IPUMEPHI)

11. Kak kmaccupuuupyroT J0KyMEHTBI IO Ha3HAYEHUIO?

12. Kak knmaccupuupyroT 10KyMEHTBI 0 00beMy?

13. Kak kmaccuuuupyroT JOKyMEHTHI 110 XapaKTepy JOKYMEHTHPYEMBIX orneparuii?

14. Kak knmaccupuupyoT JOKYMEHTBI IO MECTY COCTaBJICHUA?

15. B kakoM cirydae 31eKTpoHHas u(poBast HOJIHCH IO IPAaBOBOMY CTaTyCy
NPUPABHUBAETCS K COOCTBEHHOPYYHOI moanucu?

16. Bo3HUKHOBEHHUE U NCTOPUS PA3BUTHS JETIONPOU3BoIcTBa B Poccun.

17. 3HaueHne JOKyMEHTOB B yIIPaBJICHUM.

18. [pu3Haky kmaccuuranum OyXraaTepcKuX JOKYMEHTOB.

19. HanpaBieHus: ycOBEpPILIEHCTBOBAHUS JOKYMEHTOB.

20. ®yHKUMN OyXTadTepCKUX T0KyMEHTOB.

21. Bunsl pacropsaAuTeNbHbIX JOKYMEHTOB.

22. IIpaBuia coctaBineHus U 0GOPMIICHUS PACTIOPSITUTEBHBIX JOKYMEHTOB.

23. Knaccuduxaius ynpaBieHUYECKON TOKyMEHTAIIUH.

24. TexHoNOTUsl PETUCTPALIUU TOKYMEHTOB.

25. KoHTpoJIb UCTIONIHEHHSI JOKYMEHTOB.

26. DNEKTPOHHBIN JOKYMEHT €r0 OCOOSHHOCTH U POJIb.

27. Bunsl rpadMKoB JOKYMEHTOO0OpOTA.

28. IIpaBuia coctaBneHus U 0(HOPMIICHHUS OPTraHU3AIMOHHO-TIPABOBEIX JOKYMEHTOB.

29. Opranusanus JOKyMeHTO000pOoTa.

30. Homenknatypa nen OyXrajirepuu.

Kpumepuu u wikana oyenku omeemog Ha KORMPOIAbHbIE 60RPOCHL:

- OLIEHKA «3aUTEHO0» BBICTABIISIETCS O0yYaIOUIeMyCs, €CIH BOMPOCHI PACKPBITHI, U3JI0KEHbI
JIOTUYHO, MOKa3aHO YMEHHE WUIIOCTPUPOBATH TEOPETUUYECKHUE IMOJIOKEHUS KOHKPETHBIMU IpUME-
pamu, IpOAEMOHCTPUPOBAHA CIIOCOOHOCTh MCIOJIB30BaTh CBEJCHUS U3 PA3IUYHBIX UCTOYHUKOB B
pEANBbHBIX YCIIOBUSX; TOMYCKAIOTCS HECYIIECTBEHHBIC OMIMOKU U TIPOOEITBI B 3HAHUSIX;

- OLIEHKA «HE 3a4YTEHO» BBICTABIISIETCS, €CIIU YPOBEHb 3HAHUI 00y4aloIIerocs HeJJ0CTaTOuYeH
JUTSL JIOTUYHOT'O M3JIOKEHUSI M3Yy4aeMOro MaTepHalia, €ClM OH HEYyBEPEHHO OPUEHTUPYETCS B PEKO-
MEHAYyeMO TuTepaType, HEYBEpEeHHO WIIM HEMOJIHO OTBEYAET Ha JIOMOJHUTEIbHBIE BOMIPOCHL.

enosas uepa

TemaTuka IeI0BBIX UTP
Ienosas uepa Ne 1



«Opeanuzayus 0en10601 nepenucku u oQpopmieHue 0OKyMeHMo8 no COelKe 8 08YX 6apuaH-
max: nymem CcOCMAGIeHUsi U 0OMeHa 0eN08bIMU NUCbMamu (ogpepma u akyenm) u nymem paspa-
OOmMKU CneyuanbHO20 KOMMEPUECKO20 CO2NAUEHUS .

OTanbl NPOBEACHUSA JIETOBOM UTPHI:

1. Pazpabotate hparmeHT HOMEHKIATYpHI Aed. [lonb3ysce «llepeunemM TUIIOBBIX YIpaBIIeH-
YEeCKHX JOKYMEHTOB, 00pa3yroIluXxcs B JEATEIbHOCTH OpraHU3alMil, ¢ yKa3aHUEM CPOKOB XpaHe-
HUSI», 3aNI0THUTD rpady «CpoKH XpaHEHHs TOKYMEHTOBY, IIPUBES B 3TOM e Tpade HoMep CTaTbu
«IIepedss», Ha OCHOBaHMM KOTOPOM YCTaHOBJIEH CPOK XPaHEHHUS.

2. Pa3zpaboTraTh HyMepalMOHHbIH JUCT «JTUCT — maxMatky» i Jlena «Ilepenuckay.

3. OOroBOpHUTH C COCEIOM IO ayAUTOPUHU (KaK C TIOTCHIIMAIBHBIM JICJIOBBIM TAPTHEPOM) CO-
JIEpKAHUE JIEJIOBOU CIIEIIKH.

4. IlopenuTh ¢ A€NOBBIM MAPTHEPOM O0SI3aHHOCTH MOCTABIIMKA U IIOKYTATENs TOBapa.

5. Kaxnoit ctopone caenku pazpabotaTh (pUpMEHHBINH OJaHK U COOTBETCTBYIOIIEE JIEIOBOE
IUCbMO B JIByX 3K3eMIUIsIpax (OpUIMHA] M OTIIYCK): OAHON CTOPOHE — MPEAJIOKEHHE COBEPUIMTH
CHEIIKY, IPYyTrOi CTOPOHE — COIJIACHE Ha COCTABJIEHHE KOMMEPUYECKOTO I0I0BOPA.

6. OCyIEeCTBATD PETUCTPALIMIO UCXOSAIIErO IEJI0BOTr0O IMHChMa C MCIIOJIB30BAHUEM JKypHasa
pErUCTpaIiK, OCTAaBUTh y ce0sl OTITYCK, CIIEJIaB OTMETKY O HaIpaBJIeHUU B COOTBETCTBYIomIee Jleo.

7. IlepenaTh OpUTHHAN HCXOIALIETO MUCHMA JEJIOBOMY ITapTHEPY.

8. OCyILIEeCTBUTh PETUCTPALIMIO MHCHbMA JIEJIOBOIO MapTHEpa KaK BXOMSAIIErO, 3alMcaTh B
KypHan perucrpanyuy BXOAAIIMX IHCEM, HAJIOKUTH PE30JIOLHUIO, 3allOJIHUTh PETUCTPALMOHHO —
KOHTpousibHYI0 KapToukKy (PKK), oTMeTuTh mOCTaHOBKY JTOKYMEHTa Ha KOHTPOJIb, OTMETUTH 3a MC-
HOJHUTENS (PAKT UCTIOIHEHUS TOKYMEHTA, HallPpaBUTh €r0 B COOTBETCTBYIOLIEE AEIO.

9. PazpaboraTh crieragbHOEe KOMMEPUECKOE COTJIAIICHHUE 110 CICIIKE.

Henosas uepa Ne 2 « Oghopmnenue na pabomyy

OTansl MPOBEICHHS JIETOBOM HIPHI:

1) CoctaBuTh 3asBJI€HUE O IpUEMe Ha paboTy.

2) CoctaBuTb MpoPecCHOHATBHOE PE3IOME, COMPOBOIUTENBHOE MUCHbMO K HEMY.

3) CocTaBUTbH XapaKTEPUCTHUKY.

4) Hanmcarp aBToOHOTpaduio.

5) HcnonaHute HEOOXOUMBbIE BU3bI HA 3asBJICHHH.

6) HanoxuTh pe30Ionuio pyKOBOAUTESI OpTaHU3alluH Ha 3asBJICHHUE.

7) CocTaBUTh NpHKa3 O 3aYUCIEHUM HAa pabOTy B COOTBETCTBYIOIIEE IMOJpa3/eiCHUE C
OTIPENIeICHHOTO YHCJa, C OMPEACICHHBIM HCIBITATEILHBIM CPOKOM, C YCTaHOBJICHHUEM
YPOBHSI OIUIAaThl TPYJla, COTJIACHO JIMYHOMY 3asIBICHUIO, BU3aM PE30JIIOLUN HAa HEM U
TPYZAOBOMY JIOTOBODY.

8) PazpabortaTh nmpumep 3anoiHeHus pasznena «CeaeHus o pabore» TPyIAOBOM KHMIKKHU C
OTpa)KEHHEM BCETO TPYJOBOTO IyTH B OPraHU3aIUH.

9) Baectn B KauecTBe IepBOM 3amucu MH(OPMAIMIO O 3aYMCICHUU Ha padOTy COIIACHO
npuKasy u3 1.7. ohopMuTh 3anmuch 00 yBoipHeHUH nocie 1 ¢espans 2016 rona u 3aBe-
PUTEIbHYIO MOATMHUCH.

10) PazpaboTtarh MPOEKT TPYAOBOTO JOTrOBOpa B cOOTBETCTBUU C TJ1.10 TKPO.

Henosas uepa Ne3

Hupextop OOY Ne215 3axapoBa WM.JI. HampaBnser aupekropy DKCKYpCHOHHOIO OrOpO
MUCHMO O 3aKa3e JIBYX IKCKYPCHOHHBIX aBToOycoB Ha 27 mapta 2016 rona. ITucemo moamucano 15
maprta 2016 roaa, peructpaunoHHblii HoMep nucbma Ne24. Tpebyetcs 0pOpMUTE THCHEMO.

Henosas uepa Ne 4

Hupekrop OAO «Kpuctamy Ilaror K.JI. coobmaer reHepasbHOMY mupektopy OO0O
«Curma» CmupHoBy B.b. 0 Beixone HOBO# Bepcuu 6.1. cCUCTeMBI aBTOMATHU3alMKA JOKYMEHTO000-
pOTa ¥ HampaBJIsIeT aipecary.



[lepeuenr u3MeHEHUI B CUCTEME aBTOMATHU3ALMK JIEIONPOU3BOACTBa (Ha 5 nuctax B 1 3k-
3semIusipe), MHCTpyKIuio 1o mpoBeneHnio oOHoBIeHUH (Ha 3 muctax B 1 sx3emiusipe), CD — muck ¢
Mo rysieM oOHOBIeHHS (B | SK3eMILIsApe).

Ucnonuurens — BacunseBa M.U., Ten — 754-43-43. nucbmo noanucano 23 amnpens 2016 ro-
na IlstoBeim K.JL., peructpaliuoHHBI HOMEpP TMOCTaBbTE CaMOCTOATENbHO. TpelOyercs cOCTaBUTH
MUCHMO C UCIIOJIB30BAHUEM CIIPABOYHBIX JAHHBIX IMPEABLAYILErO 3a1aHHS.

Kpumepuu u wikana oyenku 0enosoit uzpi:

- OIICHKA «3aYTEHO» BBICTABISICTCS 00YYAIOIIUMCS, €CITM OHU CBOOOJIHO BIQJICIOT MaTepua-
JIOM, CLIOCOOHBI YETKO (hOPMYIUPOBATh CBOM OTBET, apIYMEHTUPOBAHO MTPUBOISAT JOBOJIBI B MOJIB3Y
CBOCTO PCHICHUS, UCTIOJIB3Ys paCCMOTPCHHBIC MAaTCPUAJIbI JUCHUTIIIMHBI U COGCTBGHHBIP'I IpaKTU4C-
CKHH OIIBIT;

- OLICHKA «HC€ 3a4YTCHO)» BBICTABJISICTCS 06y‘-IaIOIJ_II/IMC$I, HC BJIaJACKOIIIMM OCHOBOIIOJIararOmin-
MU 3HAHUSAMU 10 TEMATHKE JEJIOBOM UTPHI, OTKA3bIBAIOIIMMCS IPUHUMATh YUacTHE B JICTIOBOU UTPE.

Ouenounvle cpeocmea 0711 NPOGEOCHUS NPOMENHCYMOUHOU ammecmayuu
3aueT o AUCUUILIIMHE IPOBOJUTCS 110 BOIPOCAM.
Ilepeuens 6onpocos k 3auemy

1. JIOKyMEHT ¥ €ro MECTO B CUCTEME YIPABJICHUS.

2. OcHoBHbI€ (haKTOPBI, OTIPEENIAIONINE PAIMOHATBHYIO OPraHNU3alUI0 HHPOPMALIMOHHO-
JOKYMEHTAIMOHHOTO OOCITYKUBaHUS YIIPaBICHYECKOH 1eATeIbHOCTH.
HopmaTuBHO-MeTOIMYECKUE aKThI, pErIIaMEHTHPYIONINE CO3AaHne U 0POPMIICHHE JOKYMEHTOB.
CooTHo1IeHNE TOHIATUN «MHPOPMALH» U «TOKYMEHT».

OO6mue u yactTHble QYHKIIUU JOKYMEHTA.

[onsarne «yHU(UKAIUI) U «CTAHTAPTU3ALMSD JTOKYMEHTOB

TpeGoBaHus K KOHCTPYHPOBaHHIO OJaHKOB. Buabl O1aHKOB.

PexBu3uT «HauMeHOBaHUE OpraHU3alUU-aBTOpa T0KyMEHTa», TPEOOBAaHUS K HEMY

PexBu3uT «cnpaBouHble JaHHBIE 00 OPraHU3AIMH-aBTOPE JOKYMEHTA», €ro COCTaBICHHE.

10. PexBu3uT «aapecar», €ro 3Ha4eHUE U COBpEMEHHbIE TPeOOBaHMsI K 0()OPMIICHUIO.

11. Jlatel B nokymeHnTe. TpeboBanus k X o(hOpMIICHHIO; AaTa KaK COCTaBHAS YacTh APYTUX PEKBH-
3UTOB.

12. PeKBU3UT «pETUCTPALMOHHBIN HOMEP IOKyMEHTay, €T0 3HaUCHHE.

13. PexBU3UT «CChUIKA HA pErMCTPALIMOHHBIN HOMED U J1aTy 1oKyMeHTa». Koraa u rie oH mpocras-
nsiercs?

14. Tlopsaok coracoBaHus JOKYMEHTOB U 0(pOpMIICHHE BHYTPEHHETO W BHEIIHETO COTIIACOBAHMS.
15. Tlopsiiok yTBEpKACHUS TOKYMEHTOB, BUIbI YTBEPIKICHUSI.

16. Ilopsnok moanucaHusi AOKYMEHTOB.

17. TleuaTph Kak peKBU3UT JOKYMeHTa. Ha kakux TOKyMEHTax MpOCTaBIseTCs TepOoBas rnevyarb?
18. CocTaB ynocroBepeHus TOKyMeHTOB. [IpaBuiia ohopMIIeHNsT pEKBU3UTOB, YIOCTOBEPSIONINX
JIOKYMEHT.

19. OT™MeTKH Ha JOKYMEHTaX, X 3HaUCHUE 1 0()OpMIICHHE.

20. Pe3omonust. Ee 3nauenue. TpeboBaHus, mpeabsIBiIsieMble K PE3OTIOLUU.

21. PexBU3UTHI, TPUAAIONINE JOKYMEHTY IOPUIUYECKYIO CHITY.

22. Obuue TpebOBaHUS K TEKCTY TIOKyMEHTA.

23. DneMeHTHI TEKCTA: 3aroJIOBOK, IIPHIIOKEHUS, TPEOOBAHUS K HHUM.

24. TlpaBuna oopmiieHUS] OPraHU3ALMOHHO — PACTIOPSIUTENBHBIX JOKYMEHTOB.

25. OcobeHHOCTH O(PHUIMATEHO — JIETIOBOTO CTHIIS JJOKYMEHTOB.

26. CucremaTuzanus T0KYMEHTOB Ha MPEANPUSITHH.

27. HoMeHkaTypa Jiej, €€ 3HaYeHUE U IPUMEHEHUE B JEIONPOU3BOICTBE.
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28. Buibl HOMEHKIATYp JEl.

29. ABToMatu3alus JOKYMEHTAIMOHHBIX MPOIIECCOB.

30. TpeboBaHUs K COCTABICHHIO U O(POPMIICHHIO MTPUKA3a.

31. TpeGoBaHuUs K COCTABJICHUIO U O(POPMIICHUIO JOKIAAHBIX M O0BSICHUTEIBHBIX 3aMHCOK (BHEIII-
HUX U BHYTPEHHUX).

32. TpeGoBaHUs K COCTABJIICHHIO U O(POPMIICHHUIO CIIPABOK (BHJIa CIIPABOK, CITPABKHU BHEIITHUE U
BHYTpPEHHUE).

33. TpeGoBaHUs K COCTABICHUIO 1 O(DOPMIICHHUIO aKTa.

34. TpeboBaHUs K COCTABICHUIO U O()OPMIICHUIO TIPOTOKOJIA.

35. 3HaueHne HOPMATUBHO-METOINYECKOMN perjlaMeHTalllu! J1eJI0NPOU3BOICTBA.

36. XapakTepuCcTHKa JEHCTBYIOIIUX TOCYAAPCTBEHHBIX HOPMAaTUBHO-METOANYECKUX TOKYMEHTOB.
37. lokymeHTO000pOT. OmnpeeneHne, XapakTepUCTHKa OCHOBHBIX JOKyMEHTOTIOTOKOB.

38. IIpaBuia opraHu3anuy JTOKyMEHTO000pOTa YUPEKICHHS.

39. 3agaum perucTpanuu J0KyMEHTOB, €€ OpraHu3allusl.

40. ®opMBbI perucTpanuu J0KyMEHTOB.

41. TexHOJIOrMU KOHTPOJIS 3a UCITOJTHEHUEM JIOKYMEHTOB.

42. Oco0eHHOCTH BEJCHHS ISIOMPOU3BOJICTBA IO OOPAIIEHUIO TPaXkK/IaH.

43. ®opMupoBaHUE €] KaK TEXHOJIOTUYECKas Onepalus AeJI0NpPOU3BOACTBA.

44. TlpaBuna GOpMUPOBAHUS B JieNIa JOKYMEHTOB OTACIbHBIX KaTETOPHIA.

45. DKcnepTr3a NEHHOCTH IOKYMEHTOB B JIEJIONPOU3BOICTBE. 3a4a4M U OPSIAOK TPOBEICHHUS.
46. ITonroroBka A€ yuUpeKI€HUH K TadbHENIIEMY XPaHEHHUIO U UCIIOJIb30BAHUIO.

8.3 Kpurtepuu oneHnBaHus1 YPOBHS C(DOPMHPOBAHHOCTH KOMIIETeHIM I
Onenka pe3ynpTaToB 00yueHHs MO JUCUUIUIMHE B (hopMe YPOBHA c(hOPMUPOBAHHOCTH KOM-
MIOHEHTOB 3HATh, YMETh, BIIAJICTh 3asBICHHBIX TUCIMILTMHAPHBIX KOMIETEHIIUI MPOBOAUTCS 1O 2-X

OaJIILHOM IIIKaJIe OLICHUBAHUA ITYTEM BbI6OpOLIHOFO KOHTPOJIsI BO BpEMA 3a4cCTa.

[IIxana onreHnBaHMUA 3a4yeTa

PesynbTar

Kpurepun
3ayeTa putep

OOyuatomuiicst OTBeYaeT Ha BOMPOC MOJTHO U Pa3BEPHYTO, YETKO POPMYIUPYET
«3a4TEHO» OTIpe/IeNIeHus], KacaloIrecss BOMPOca, MOATBEPKIAET CBOM OTBET (DaKTHUECKU-
MU IpUMepamMu

OOyuaromuiics HEenpaBWIBHO (OPMYJIHUPYET OCHOBHBIE ONpE/ETICHHUs, Kacaro-
«HE 3aYTEHO» | IIMecs BOIPOCa, MM BOOOIE HE MOXKET X JIaTh, HE TIOATBEPXKIAECT CBOH OTBET
(akTHUECKUMH IPUMEPaMH

8.4 Meronnyeckne MaTepuasbl, onpeaeasome NpoueAypbl OLEHUBAHUS 3HAHUI, YMEHMI,
HABBIKOB M ONbITA 1eSAITeIbHOCTH, XapaKTePH3yIOLIUX 3TaNbl OPMUPOBAHMA KOMIIeTeHIMI

Onenka 3HaHW, YyMEHUH, HaBBIKOB, XapakTepusymwomias dTanbl  (OPMUPOBAHUS
KOMITETEHIIMI MO AUCLUUIUINHE POBOAUTCS B (pOpME TEKYIIeH U MPOMEXYTOYHON aTTeCTalllu.

KonTponb Tekyieit ycrneBaeMoCcTH 00y4arouuxcs — TeKyIlas aTTecTalus — IPOBOAUTCS B
XOJIe CEMECTpa C LIENbIO ONMPENIEICHUsI YPOBHS YCBOCHUS 00YyYaIOMMMHUCS 3HAHUI; (POPMHUPOBAHHUS
y HUX YMEHUH U HaBBIKOB; CBOEBPEMEHHOIO BBISBICHHUS IIperojaBaTesieM HEJOCTaTKOB B
MOJNTOTOBKE OOydYaloOmUXCsl W TMPUHATHS HEOOXOAMMBIX MEp TI0 €€ KOPPEKTHPOBKE;
COBEPIIICHCTBOBAHUIO METOJIWKH OOYYEHHs; OpraHU3aluu Y4yeOHOW paldoThl M  OKa3aHUSA
O6yanOIJ_II/IMCSI I/IH,Z[I/IBI/II[yaHBHOI\/'I IIOMOIIIH.

K koHTpoJIIO TEeKylIeH YCIeBaeMOCTH OTHOCATCS MPOBEPKAa 3HAHWN, YMEHUN M HABBIKOB
00ydaromuxcs:

* Ha 3aHATUAX (OIPOC, pelIeHHEe MPaKTUUYECKHUX 3a]a4, JeJIoBasi Urpa);




" 110 PC3yJIbTaTaM MPOBCPKU KAYCCTBA KOHCIICKTOB .HGKI.[HIZ " UHBIX MaTCPUAJIOB,

* [0 pe3ysJbTaTaM oOT4YeTa OOydaloluXcs B XOA€ HWHAWBHUIYaTbHOM KOHCYJIbTALUU
nmpenoaaBaTeiid, HpOBO,Z[I/IMOFI B 9aChl CaMOIIOAIrOTOBKH, 110 UMCHOIIIUMCA 3aJO0JDKCHHOCTAM.

KoHTponb 3a BbIMoIHEHHEM 00y4YalOIIMMUCS KaXI0TO BHIa pabOT MOKET OCYIIECTBISATHCS
MMO3TAIHO U CIIYKUT OCHOBAHUCM JJIA Hpe,Z[BapI/ITeJIBHOfI aTTeCcTaluy 1Mo JUCHUIIIINHE.

[IpomexyTouHass arrecTanmuss MO JUCUUIUIMHE TPOBOJUTCS C LENbIO BbISBICHUS
COOTBCTCTBUA YPOBHA TCOPCTUUCCKUX 3HaHI/II>'I, MPAKTUYCCKUX YMGHI/II\/JI W HAaBBIKOB 110 JUCHUIIJIIMHEC
tpeboBanusM OI'OC o HampaBIICHUIO TIOJITOTOBKHU B (hopMe 3adeTa.

3ayeT MPOBOJMTCS MOCIIE 3aBEPIICHUS] U3YUCHUS TUCIMIUIMHBI B 00beMe paboueil yueOHOM
nporpammbel.  Dopma mpoBeneHUs 3adera ompeaensercs kKadempoi (YCTHBIW — TyTeM
cobecenoBanus 1o BorpocaM). OLEHKA 10 pe3yIbTaTaM 3aueTa — «3a4TEHO» U «HE 3aYTCHOY.

Bce BuIBI TEKyIIEro KOHTPOJISl OCYIIECTBISIOTCS HA MPAKTUYECKUX 3aHATHSIX.

Kaxxnas ¢opMa KOHTpOJISI MO AUCHHUILIAHE BKIIOYAeT B ce0s TEOPETUYECKHE BOIPOCHI,
MO3BOJIAIONINE OLIEHUTh YPOBEHb OCBOCHMS OOYYarOIIMMHUCA 3HAHUW M TMPaKTUYECKUE 3aJaHUf,
BBISIBIISIIOLINE CTETIEHb CPOPMUPOBAHHOCTH YMEHHUI U HaBBIKOB.

[Ipouenypa oneHMBaHUS KOMIIETEHIUH OOydYarolmIMXCS OCHOBaHa Ha  CIEAYIOLIUX
CTaHJapTax:

1. [leprogu4YHOCTH MPOBEACHUS OLICHKH (Ha Ka)KIOM 3aHATHH).

2. MHOTOCTYIeHYaTOCTh: OLIEHKa (KakK MperoaaBaresieM, Tak U 00ydJalolUMUCs TPYIIbI) U
caMoolleHKa oOydJarolierocs, 0OCyXJIE€HHE pe3yJbTaTOB M KOMIUIEKCa Mep IO YCTPaHEHUIO
HEJI0OCTATKOB.

3. EauHCTBO MCHOJIB3yeMOM TEXHOJIOTHH JIJIsi BCEX OOYYaroIIUXCsl, BBIMOJTHEHUE YCIOBUN
COIIOCTAaBUMOCTH PE3YJIbTATOB OLICHUBAHUS.

4. CobinrosieHue MOCieI0BaTeIbHOCTH MPOBEICHUS OLEHKU: IPEIyCMOTPEHO, YTO pa3BUTHE
KOMIIETEHIIMM MJIET 10 BO3PACTaHUIO UX YPOBHEH CIOKHOCTH, a OLIEHOYHBIE CPEACTBA HA KaXKIOM
JTame YYUTHIBAIOT 3TO BO3pacCTaHUE.

KpaTkas xapakrepucTuka MpoLEAyphl peamu3alii TEKYIIEro KOHTPOJS M MPOMEKYTOYHON
aTTeCTAlUU 110 JUCIUIUIMHE JIJIsl OLICHKH KOMITETEHITUI 00YyJaronuXcs MPEICTaBICHA B TaOJIHUIIE:

No | HaumeHnoBaHue IIpencraBnenue
Kpatkas xapakTepucTiKa mponeypsl OIICHUBAHUS
/0 | OUEHOYHOTO N OLIEHOYHOTO
KOMIIETEHITU I
cpencTBa cpencTsa B Gonze
CoBMecTHAs JEATEIHHOCTh TPYIITHI O0YYAIOMIUXCS C HENbI0 KoMILICKT
1 [IpakTrueckne | pemieHns y4eOHBIX U MPO(ECCHOHATBHO-OPHEHTHPOBAHHBIX OAKTHICCKIX
3a/1aun 3amau. [lo3BoysleT omeHWBaTH yMEHWE AaHAU3WPOBATh U 3211);[a11

pemaTh THIIWYHBIE TpodeccnoHaIbHbIE 3a0a4H.

VcTHBIN OmmpoC 1O KOHTPOJBHBIM BOIIpOCaM, TCPMHUHAM
MOXET HOPOBOAUTLCA B Ha‘laﬂe/KOHL{e MMPAKTHYICCKOTO BOHpOCLI oo
2 VcTHBIM OIIpOC | 3aHATHA, 00 B TEUCHHUE BCETO IMMPAKTUYCCKOr'0 3aHATHA 110 | TEMaM

3apaHee BBIJAHHOM TEMAaTHKE. BI:I6paHHLII>'I nmpernoaaBarejieM | AUCHUIIIINHBL
O6y‘laIOHlHI>’IC$I MOKET OTBEYAThH C MecTa TH00 Yy AOCKH.

CoBMmecTHass JIeSTETBHOCTh TPYMIBI  OOydYaIOMIUXCS U
MIperioiaBaTesl MO YIPaBICHWEM TPENoaBaTels C LEIbio
pemeHuss yu4eOHbIX U Mpo(decCHOHaTHHO-OPHEHTHPOBAHHBIX
3 JenoBag urpa | 3aga4  MOyTeM  UTPOBOTO  MOJEIHMPOBAHUS  peabHOU
npobneMHOl curyarmu. llo3Bonser oOIeHWBAaTH yYMEHHUE
aHAIM3UPOBATh W pellaTh THIHWYHBIE MPO(EeCCHOHATHHBIE
3aJIa4H.

Tewma, oxuIaeMBIH
pe3yabTaT 1o urpe

[IpoBoauTCs B 33JaHHBII CPOK, COTIACHO TpaduKy yueOHOTO
nporecca. [lpu BeICTaBIeHNH ONIEHOK YYUTHIBAETCS YPOBEHBb
MPHUOOPETEHHBIX KOMIIETeHIIMI oOydJarorerocs. Kommnonent | KoMriekt
«3HATh» OICHUBACTCS TEOPETUUYCCKUMH BOMPOCAMH TI0 | BOIIPOCOB K 3aUETy
CONEPKAHUIO  AUCIUIUIMHBIL, KOMIIOHEHTHI «yMETh» U
«BIIAJICTHY» - MPAKTHKO-OPHEHTUPOBAHHBIMH 33 JaHVSIMH.
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