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1 HEJIb 1 3AJAYHN OCBOEHMUSA JTUCIUIIJIMHBI

Henpto yueOHOM NUCHUIUIMHBI «J{OKyMEHTallMOHHOE OOecreueHue ynpaBiIeHUYECKON nes-
TEJILHOCTUY SIBIIAETCS (POPMUPOBAHHUE Y 00YUaIOLIET0Cs CUCTEMbl KOMIETEHIMI OTHOCUTENBHO CO-
BPEMEHHBIX IPUHLHUIIOB pabOThl C AENOBOW MHPOpMAIMEl, 03HAKOMIIEHUE ¢ HOPMATHUBHBIMHU J0-
KyMEHTaMH ¥ CTaHJapTaMM, PEeryJUPYIOIIUMHU NpaBuia 0GOPMIIEHUS CIIy)KEOHBIX TOKYMEHTOB, a
TaKkke (POPMUPOBAHUE HABBIKOB MO COCTABJIEHUIO JOKYMEHTOB, UCIOJb3YEMBIX B YIPABICHUYECKOU
JESATEIIBHOCTH.
JI1g AOCTHKEHMSI TOCTABJIEHHOM LENM IPU OCBOEHUU JHCLUIUIMHBI PEIIAOTCs CEIYIOLINe
3a1a4u:
- M3YYHUTHb OCHOBHBIC TIOHSTHS M COBPEMEHHBIC TPUHIIUITEI PabOTHI C JIETOBOM JOKYMEHTa-
LueH;

- copMHpOBATH TMPEICTABICHHE O KOPIIOPATUBHBIX MH()OPMAIIMOHHBIX CHCTEMax M 0a3zax
JTAaHHBIX;

- U3yYUTh OCHOBHBIE CIIOCOOBI M CpEACTBa MH(POPMAIMOHHOTO B3aWMOJICHCTBHUS, TOITyde-
HUSl, XpaHEHUS, TIepepabOTKU, UHTEPIIPETALUHN HH(POPMALIUH;

- Hay4UThb OOPMIISITh Pa3IMYHbIE BU/IbI JOKyMEHTOB;

- U3Y4UTh OOILME MOJIOKEHUS 110 JOKYMEHTHPOBAHUIO YIIPABIEHUYECKOH eI TeIbHOCTH.

2 MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

Hucuunnuna b1.B.01 «/lokymeHTanmonHoe obecrieueHue ynpaBleHYeCKON 1eATeIbHOCTHY
OTHOCUTCS K 4acTH, (OpMHUpPYyEeMOI ydacTHUKaMH 00pa3oBaTeNbHbIX OTHOIEHUH bioka 1 «luciu-
IUTMHBI (MOJYNN)» y4eOHOro TutaHa U usy4aetcs B 1 u 2 cemectpe Ha | kypce ouHO#N U 3a04HOMU
¢dopM o0OyueHusl.

3 KOMIIETEHIIMA OBYYAIOIETOCSA, ®OPMHUPYEMBIE B PE3YJIBTATE
OCBOEHMA IUCIUIIVIMHBI / OXKUJAEMBIE PE3YJIBTATBI OBYYEHUSA 110
3ABEPIIEHHUHN OCBOEHMUSA ITPOI'PAMMBI TUCHUITJINHBI

[Iponecc u3yyeHHs AUCHUILIMHBI HAIPaBJIeH Ha (POPMHUPOBAHUE CIETYIONIMX KOMIIETCHIUN
(8 cootBercTBHM ¢ PI'OC BO u TpeboBanmsimu k pesynbTatam ocsoenust OITOIT).

[lepeyenp mIaHUpPyeMbIX
Kon u naumenoBanue | Koji 1 HauMeHOBaHWE UHIUKATOPA TOCTHXKEHUS
pe3yabTaToB 00y4YeHUs IO
KOMIICTCHIIUH KOMIICTCHIITUH
JUCLUIUINHE

3HaeT HOpMaTHBHBIE ITPABO-

BbIe aKkThl Poccuiickoi ®ene-

panuu Mo opraHu3aluu J0Ky-

MEHTAI[MOHHOT0 O0eCcTieueHus
IIK-2 yIIPaBJICHHS;
CnocobeH NJI-1 IToxa3pIiBaeT 3HaHUS 3aKOHOJATEITb- ’
PYKOBOJUTH HBIX 1 HOPMATUBHBIX NPaBOBHIX aKTOB YMeeT cocTaBIsATh 1 0hopM-
JEATENLHOCTIO Poccuiickoii @enepannu, cogepKariue JIATh JJOKYMEHTBI, HCTIOIb3Yye-

2
10 IOKyMCHTAllH-  |TpeOOBaHMs K OPraHU3aLiH JOKYMEHTALN- | \pre B esTebHOCTH IO J0-
OHHOMY OHHOT0 00€ecreYeHHsl yIpaBIeHUs KYMEHTALHOHHOMY 00ecIie-
o0ecreyeHmIo OpraHu3aIuy; S —
b

Baaaeer HaBbIKaMU PyKOBOJ-

CTBa JEATEIBHOCTBIO 110 JI0-

KyMEHTaIlMOHHOMY obecrie-

YEHHIO YNPaBJICHUSI.




3HaeT NCUXOJIOrHYeCcKue
OCHOBBI JIEATEIBHOCTH KOJI-
JIEKTUBA, [ICUXOJIOTUYECKUE
0COOEHHOCTH JIMYHOCTH; OC-
HOBBI IPOEKTHOM JEATEIBHO-
CTH;

YMeeT opranuszoBbIBaTh pa-
60Ty KOJJICKTHBA U KOMAaH/BI,
B3aUMOJICUCTBOBAThH C KOJIIE-
ramu, pyKOBOACTBOM, KITUECH-
TaMH B X07Ie MPO(eCCHOHAITb-
HOU IS TENbHOCTH;

NJI-2 YMmeet opraHu30BaTh J1€ATEIbHOCTh
pabouux rpymnI N0 NOArOTOBKE MPOEKTOB
JIOKaJIbHBIX HOPMATUBHBIX aKTOB OPTraHHU-
3allnu;

Baaneer HaBbIKaMU OpraHu-
3alUu ACSITeILHOCTH Paboumx
rpyII 10 HOArOTOBKE MPOEK-
TOB JIOKaJTHHBIX HOPMATHUBHBIX
aKTOB OpraHU3alllu.

3HaeT CIHMCOK JOKaIbHBIX
HOPMATUBHBIX aKTOB, KOTO-
PBIMH JTOJDKHBI/MOTYT T10JIb-
30BaThCs pPabOTOAATEITH, YTO-
OBI PETyJIMPOBATh TPYAOBHIC
OTHOIICHHS C PAOOTHUKOM;

YMeer opranu3oBaTh cora-
COBaHHE U yTBEPKACHUE JIO-
KaJTbHBIX HOPMATHBHBIX aKTOB
OpraHu3aIiy 1Mo J0KyMeHTa-
[IMOHHOMY 00€CTICUYECHUIO
YOpaBIICHUS;

NJ1-3 Opranusyer coriacoBaHue,
YTBEPKICHHUE JTOKAIbHBIX HOPMAaTUBHBIX
aKTOB OPraHMU3ALIUU 110 TOKYMEHTAIMOH-
HOMY 00€CIe4eHHUI0 €€ yIpaBIeHHUS.

Baajneer HaBbikamMu paspa-
OOTKH JIOKaJIbHON HOPMAaTHB-
HOM JIOKYMEHTALIUH 110 JOKY-
MEHTallMOHHOMY o0ecrede-
HUIO YIIPaBJICHUSI.

4.1 O0beM IMCHUIIUHBI U BU/bI y4eOHOH padoThI
OO0mmas TpyJJ0EMKOCTh AUCIUIUIMHBI COCTABISAET 6 3a4€THBIX enunuil, 216 gacos.

AJIs1 04HO¥ opMBbI 00yUeHHs

n Cemectp
Tpyno€émkocTsb
(KOJI-BO HEJICIb
JTUCLUILTUHBI
B ceMecTpe)
Bun yuebHo# paboThI
Ob6beMm
Bcero KOHTaKT- | 3) 2(3)
9acoB HOM
paboThl
AyauTopHasi KOHTaKTHasi padora (Bcero) 64 32 32 32
B TOM HHCILe: Jlexuuu (JI) 32 32 16 16
' [Tpaktnueckue 3anstus (113) 32 32 16 16
CamocrosiTesbHas padora cryaenta (CPC) (Bcero),
B TOM YHCIIE: 152 ) 76 76




CPC N3ydeHne neKLIMOHHOTIO MaTepuaia 60 - 38 22
B CCMCCTPC: [ToaroroBka K MPaKTUYECKUM 3aAHATUSAM 52 - 34 18
3auer 4 0,25 4 -
CPC B ceccuro
DK3aMeH 36 2,35 - 36
3a4eT - 3a4er -
Bua npoMexxyTo4HoOi aTTecTauuu (3a4eT, IK3aMeH)
JK3aMeH - - 9K3aMeH
O011as1 TPY10€MKOCTh, Yac. 216 34,6 108 108
O01as Tpya10eMKOCTb, 3aUeTHbIE eIUHUIII 6 - 3 3
AJ1s1 32049HOM (popMBI 00yUeHH s
" Cemectp
TpynoémkocTsb
(KOJI-BO HEJIENb
JTUCHUILTUHBI
B ceMecTpe)
Bun yuebHo# paboThI
O0beM
Bceero KOHTavKT— 13) 2(3)
4acoB HOM
paboThI
AyauTopHasi KOHTaKTHasi padora (Bcero) 20 10 10 10
B TOM HHCILC: Jlexuuu (JI) 10 10 6 4
' [Tpaktnueckue 3anstus (113) 10 10 4 6
CamocrosiTesbHas padora cryaenra (CPC) (Bcero),
B TOM YHCJIE: 196 ) o8 o8
N3ydeHne neKIIMOHHOTO MaTepuaia 94 - 48 46
CPC
B CEMCCTPEC: [ToaroroBka K MpakTUYECKUM 3aHATUAM 89 - 46 43
3auer 4 0,25 4 -
CPC B ceccuro
OK3aMeH 9 2,35 - 9
3auer - 3auer -
Bua npoMexxkyTo4HoOi aTTecTauuu (3a4eT, IK3aMeH)
9K3aMEH - - 9K3aMEH
OOmas TpyA0eMKOCTb, Yac. 216 12,6 108 108
OO01as TPy10eMKOCTb, 3aUeTHbIE eTUHUIIbI 6 - 3 3

4.2 TeMaTHYeCKHNH IJIAH JEeKIIMOHHLIX 3aHATHI
AJIst 04HOM (popMBbI 00yUeHHUsI

Ne /it TeMBblI JICKIIMOHHBIX 3aHATHN TpyoemMKOCTb, 4.
1 |OOmas xapakTepUCTHKA JOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABICHUS 4
) OcHoBHBIE TpeOOBaHUs K 0(OPMIICHUIO OpraHU3aIlMOHHO- 6
pPacopsIANTEIbHBIX TOKYMEHTOB
3 |SI3BIK ¥ CTHIb OQUIMATBHBIX JOKYMEHTOB 6
4 |CucreMarn3anys U XpaHEHUE TOKYMEHTOB. 6




JIoKyMEeHTO0000pOT 1 aBTOMATHU3ALMsI IETIOIPOU3BOICTBA.
5 |DNeKTpOHHBIN JOKYMEHT U 3JEKTPOHHBIN JOKYMEHTOOOOPOT. 6
6 Oco6eHHOCTH PabOThI C TOKYMEHTaMHU, COAEP KALIMMHA KOMMEPUECKYIO 4
TalHYy.
Bcero: 32
JJIS1 3204HOM (pOpMBI 00yYeHUs
. TpynoeMKocThb
Ne n/m TeMbl JIEKUMOHHBIX 3aHITHI Py u ’
1 |OO0mas xapakTepuCcTUKa JOKYMEHTAI[HOHHOTO O0ECTICYeHUS YIIPABICHHUS. 2
) OcHoBHBIE TpeOOBaHUS K OPOPMIICHUIO OPTaHU3AIMOHHO- )
pacnopsiANTENbHBIX TOKYMEHTOB
3 [SI3bIK ¥ CTHIIB OPUITHATHHBIX JOKYMEHTOB. 2
4 CucremaTu3anus ¥ XpaHeHHE JOKYMEHTOB. 5
JIOKyMEeHTOO00POT M aBTOMATH3ALMsI 1eJIONPOU3BOCTBA.
5 |DneKTpOHHBIN JOKYMEHT U 3JEKTPOHHBIN JOKYMEHTOOOOPOT. 2
Bcero: 10
4.3 TemaTnyecKni IJIAH MPAKTHYECKUX 3AHATUI
JI 04HOi opMbI 00yUeHHsI
. TpynoemkocTsb
Ne n/mt TeMmbl mpakTUYECKUX 3aHATUN pyA u ’
1 OcobeHHOCTH 0(UITHAIEHO — JIEIOBOTO CTHJISI IOKYMEHTOB. 4
2 YnotpebieHue NponucHbIX U CTPOUYHBIX OYKB. 6
3 VYHu}uKanus u cTaHAapTH3aNNs YIIPABICHIECKUX JOKYMEHTOB. 6
4 JIOKyMEHTOOOO0POT Ha MPEANPHUITHH. 6
ABTOMaTH3a1MsI JOKYMEHTALMOHHBIX POLIECCOB.
5 OcoOeHHOCTH XpaHEHUS TOKYMEHTOB. 6
6 Pabota ¢ JoKyMeHTaMU, COepKAIUMH KOMMEPUYECKYIO TalHy. 4
Bceero: 32
17151 3209HOH (popMBI 00yUeHH s
. TpynoemkocTsb
Ne n/mt TeMmbl MpakTUYECKUX 3aHATUN pyA u ’
1 OcobeHHOCTH 0(UITHAIEHO — JIEIOBOTO CTHJISI IOKYMEHTOB. 2
2 YHu}UKanus u cCTaHAapTH3aNNs YIIPABICHIECKUX JOKYMEHTOB. 2
3 JIOKyMEHTOOOOPOT Ha MPEANPHUITHH. )
ABTOMaTH3a1MsI JOKYMEHTALMOHHBIX POLIECCOB.
4 OcoOeHHOCTH XpaHEHUS IOKYMEHTOB. 2
5 Pabota ¢ JoKyMeHTaMU, COAEPKAIUMH KOMMEPUYECKYIO TaiHy. 2
Bcero: 10




4.4 TemaTn4yecKuii mJiaH J1a00paTOPHBIX padoT

JlaboparopHbie pabOThI y4eOHBIM ITAHOM HE MPETYCMOTPEHBI.

4.5 CamocrositeibHas padora

AJis1 09HO# (popMBbI 00yUeHHs

Buna camocTosTenbHON HazBanue O0BeM
paboThI (conmeprkanue paboThI) akKaJl. Jac.
OcMBbICcTIeHUE U 3aKPETIIEHHE TEOPETUIECKOTO
N3ydeHue 1eKImoHHOTO
Marepuaia B COOTBETCTBHH C COACPKaHUEM JICKITHOH- 60
MaTepuana o
HBIX 3aHATHH
CaMOCTOSITENTbHOE U3yYEHUE OCHOBHOMW U JIOMOJTHU-
[ToaroroBka k TEJILHOM JIUTEPATYPBI, TOUCK U cOOp HMH(POPMALIUU 110 57
MPAKTUYECKUM 3aHATUSIM | TUCIUIUIMHE B IEPUOJIMYECKUX MTEUATHBIX U UHTEP-
HET-U3/IaHUAX, Ha OQUIMATLHBIX caiiTax
3auer [IpopaboTka BOonpocoB, BHIHOCUMBIX Ha 3a4eT 4
DK3aMeH [ToaroroBka OTBETOB Ha 3K3aMEHALIMOHHBIE BOIIPOCHI 36
HUTOI'oO 152
JJIS1 3204YHOM (pOpMBI 00yYeHUs
Bun camocTosTeabHOU HazBanue O0BeM
paboThI (conmeprkanue paboThl) akKaJ. Jac.
OcMbICIeHUE U 3aKPETICHUE TEOPETUUECKOTO
W3y4eHne JeKIMOHHOTO
Marepuaia B COOTBETCTBUU C COACPKAHUEM JICKIIUOH- 94
Marepuaia o
HBIX 3aHATHH
CamMocToATeIpHOE U3YUeHHE OCHOBHOM U JIOTIOHU-
IToaroroska k TEBHOM JINTEPATYPHI, IIOUCK U cOOp MH(DOPMAIHH TTO 29
MPAKTUUECKUM 3aHITHSIM | JUCIHUILTHHE B MEPUOTUIESCKUX MTEYATHBIX U UHTEPHET-
W3JIaHMsIX, HA OUITMATIBHBIX CalTax
3auer [TpopaboTka BOMPOCOB, BHIHOCUMBIX Ha 3a4eT 4
DK3amMeH [ToaroroBka OTBETOB Ha 3K3aMEHALIMOHHBIE BOIIPOCHI 9
UTOIro 196

SMETOAUYECKHUE PEKOMEH/JAIIMHA 110 U3YUYEHUIO JTUCHUIIJINHBI

N3yuyenne nuctuminHel HEOOXOJUMO HadyaTh C O3HAKOMJIEHUS C pabodeil mporpaMMoil.
Oco0oe BHUMaHUE cleAyeT 0OpaTUTh Ha BOIPOCHI, BHIHOCUMBIE AJII CAMOCTOSITEILHOTO U3YUYECHHUS.
B Te3ucax yekuuii mpencTaBieH TEOPETHUECKUI MaTepual Mo AMCUUIUIMHE COTJAacHO pabouemy
IUTaHYy, B KOHIIE TPUBEICHBI BOIIPOCHI JIJIsl KOHTPOJISl 3HAHUH.

Wzydas nucuuiuimHy HEOOXOIMMO PaBHOMEPHO PACIIPENENATh BpeMs Ha MPOpadOTKy JIeK-
I[UH, CAMOCTOSITENIbHYIO pa0OTy MO BBIMOJHEHUIO MPAKTHUECKUX pabOT, CaMOCTOATENbHYIO0 PaboTy
10 TIOJITOTOBKE K MPAKTHYECKUM 3aHITHSAM. BOMIPOCH TEOPETHUECKOTo Kypca, BHIHECEHHBIE Ha Ca-
MOCTOSITENIbHOE M3yueHUe, HauboJjee IernecooOpa3Ho OCBaMBaTh Cpasy MOCIE MPOYUTAHHOMN JEK-
1M, COCTABJISAA KOHCIIEKT TI0 BOTIPOCY B TETPAAH C JICKIMOHHBIM MaTEPHAIOM.

Ecnu npu u3ydeHnn AUCHUIIIMHBL y 00YYaroierocsi BOSHUKAIOT BOMPOCHI, TO UX MOXKHO 00-
CYIUTh Ha KOHCYJBTANUAX MTOJT PyKOBOJCTBOM IIPETIOAaBATEIIS.

Creun¢urka TUCHUIUIMHBI 3aKIIIOYAETCS B TOM, YTO MOMUMO M3YUYEHUS! TEOPETHUECKHUX BO-
IPOCOB, O0yYaIOMEMYCsI HEOOXOAMMO MPUOOPECTH MPAKTUIECKUE HABBIKU, CBSI3aHHBIC C BEJICHUEM



JIeITOTIPOU3BOCTBA U JOKYMEHTAIIMOHHBIM O0ECTICUeHHEM JEeSTEILHOCTH JIUI] M Pa3IMYHBIX Opra-
HU3aIHUH.

[Ipu pabote ¢ nurepatypoil ciaeayeT oOpaTUTh BHUMAHUE HAa MCTOYHUKU OCHOBHOW M JI0-
HOJHUTENIBHOM JIUTEpaTyphl, IpUBEIEHHBIE B paboueil mporpamme. /[ Gosbliero npeacTaBieHus
0 JUCLHUIUIMHE BO3MOKHO O3HAKOMJIEHUE C MEPUOANYECKUMHU U3AaHUAMHU MOCIeIHuX JieT u HTep-
HET-UCTOYHHUKAMMU.

[Ipn moaroroBke K 3a4ery ciaeayeT oOpaTUTh BHUMaHUE HA CIIEAYIOIIME MOMEHTBI: 3a4eT
IPOBOJUTCS B YCTHOM (hopMme, MpH MOATOTOBKE JIyyllle CTPYKTYPUPOBAaTh M KOHCIEKTHPOBATh Ma-
Tepual.

6 OCHOBHA4], JOINIOJIHUTEJIbHASA JIMTEPATYPA, INPOI'PAMMHOE
OBECIIEYEHME U PECYPCbl TH®POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOU
CETH «<MHTEPHET»:

6.1 OcHoBHas 1MTEpPaTypa:

6.1.1. bpeckuna, H. B. OcHoBBI fenonpoun3BoacTBa [DneKTpoHHbIN pecypc] : yuel. mocobue
/ H.B. bpeckuna.— CraBpononb: uszn-so CK®Y, 2015. — 123 c¢. — Pexum nocrymna
https://rucont.ru/efd/578752.

6.1.2. I'anenko, H. H. OCHOBHI Aemonpon3BoACTBA [ DIIEKTPOHHEIN pecypc] : yuaeOHoe Toco-
oue. — Kunens : PUO CamI'AY, 2019. — 181 c. — Pexxum noctyma : https://rucont.ru/efd/685285.

6.1.3. IlonoBuy, E. A. JlokyMeHTalIlMOHHOE OOECreueHue yIpaBiIeHUs MePCOHANIOM [Diek-
TpoHHBII pecypc] : yuel. mocobue. — Openbypr : OI'Y, 2014. — 112 c. — Pexxum goctyna :
https://rucont.ru/efd/245264.
6.2 JlonoiHNTEIbHAS JIUTEPaTypa:

6.2.1. bapuxun, A. b. KagpoBoe nenonpoun3BoacTBO [IIEKTPOHHBINA pecypc]: MpakTHUIeCKoe
nocobue. — M. : Kumxabliit mup, 2009. — 192 c. — Pexxum goctyna : http://rucont.ru/efd/140683.

6.2.2. Jlenonpou3BOACTBO U JTOKYMEHTALIMOHHOE OOECIIeYeHNEe roCyIapCTBEHHON U MYyHH-
nunaabHo# ciryx0s1 / 0. B. Muptomkunaa. — CraBpornosns : u3a-Bo CKOVY, 2016. — 116 c. — Pexxum
noctyna : https://rucont.ru/efd/603286.
6.3 IIlporpammHoe obecnievyeHme:

6.3.1. Microsoft Windows 7 IIpodeccuonanshas 6.1.7601 Service Pack 1;

6.3.2. Microsoft Windows SL 8.1 RU AE OLP NL;

6.3.3. Microsoft Office crangaprasriii 2013;

6.3.4. Microsoft Office Standard 2010;

6.3.5. Kaspersky Endpoint Security ans 6usHeca - Ctangaptabiii Russian Edition;

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

6.3.7. 7 zip (CBOOOAHBIN TOCTYII).
6.4 Ilepeyenb MHGPOPMATMOHHO-CIIPABOYHBIX CHCTEM M NMPO(ecCHOHAIBHBIX 023 JaHHbIX:

6.4.1. http://www.consultant.ru — CipaBo4ynas npasoBas cuctema «Koncynprant ILmocy.

6.4.2. http://www.garant.ru — CipaBo4HO-TIpaBOBasi CUCTEMA I10 3aKOHO1aTeIhCTBY Poccuii-
ckou Penepanun «I'apanm.

6.4.3. www.elibrary.ru — Hay4Hast 37ekTpoHHast OnOInOTEeKA.

7 MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

Ne HanmenoBanue crieMaIbHBIX IOMEEHUN 1 OcHalleHHOCTh CIeUaIbHBIX TOMELIEHUH 1
/I MIOMEIEHUH JUUIsl CAMOCTOSTEIHHON pabOTHI OMEIIECHUH JUTIsl CAaMOCTOSITEIbHOM paObOTHhI
VYaebHas ayJuTOpus U TPOBEACHUS 3aHATUI VYuebnas ayautopus Ha 24 mocaJjouHbIX MecTa,

JIEKIMOHHOT'O THIIA, 3aHATUI CEMUHAPCKOTO TUIIA, |YKOMIUIEKTOBAHHAS CHELMAIN3UPOBAHHON Me-
I |kypcoBoro npoeKTupoBaHUs (BBIIOTHEHUS Kyp-  |O€NbI0 (CTOJIBI, CTYIIbsI, yUeOHAas JOCKA) U TeX-
COBBIX Pa0OT), TPYNIOBBIX  HHAWBUAYAIBHBIX  [HUYECKUMH CPEeICTBaMU 00y4YeHHs (TIepeHoc-
KOHCYJIbTAIM, TEKYIIEro KOHTPOJISL M MPOMEXKY- |HOM MPOEKTOP, IEPEHOCHOU HOYTOYK, IKpaH)




TOYHOM aTTecTanuu, ay. 3232.
Camapckas 06a., e. Kunenw, n.e.m. Ycemo-
Kunenvckuii, yn. Cnopmusnas, 0. 8A4.

Y4eOHast ay TuTOPHS JIJIS IPOBEICHUS 3aHATHI
JICKIIMOHHOT'O THIIA, 3aHATHI CEMUHAPCKOTO THUIIA,
KypPCOBOT'O MPOEKTUPOBAHHUS (BBITIOJTHEHUS KYP-

5 |coBBIX pa60T)u, IPYIIOBBIX U HHIUBHY AJTbHBIX
KOHCYJIbTAIIHiA, TEKYIIIEr0 KOHTPOJIS M IPOMEKY-
TOYHOM aTrecTanuu, ay. 3239.

Camapcxas o61., 2. Kunens, n.e.m. Ycmo-
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

YyaeOnas ayauropus Ha 30 TOCaIOYHBIX MECT,
YKOMIUIEKTOBaHHAs CTIEUAIN3UPOBAHHOM Me-
0enbIo (CTOJBI, CTYJIbS, y4eOHast JOCKa) U TeX-
HUYECKHUMHM CpeICTBaMU 00yueHus (IepeHoc-
HOM MPOEKTOp, NEPEHOCHON HOYTOYK, 3KpaH)

Y4eOHast ay TuTOPUS JIJIS IPOBEICHUS 3aHATHI
JICKIIMOHHOT'O THIIA, 3aHATHUI CEMUHAPCKOTO THUIIA,
KyPCOBOTO MPOCKTHUPOBaHHMsI (BBITIOJTHEHHS KyPCO-
3 [BRIX pa603), TPYIIIOBBIX U HHIMBHYaJIbHBIX KOH-
CYJIbTALIUH, TEKYLIETO KOHTPOJISI U TIPOMEKYTOY-
HOU aTTectauuu, aya. 3241.

Camapcxas 061., 2. Kunens, n.e.m. Ycmo-
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

VY4aeOnas ayautopus Ha 14 mocagouHbIX MeCTa,
YKOMIUIEKTOBaHHAs CIIEMAIN3UPOBAHHOMN Me-
0enbio (CTOIBI, JTAaBKH, ydeOHast TOCKa, KOM-
MBIOTEPHBIE CTOIIBI, CTYJIbS), KOMITBIOTEPHOM
TexHukou (12 pabounx cTaHIUii) U TEXHUYE-
CKHMH CpeJICTBaMH 00y4YeHHs (IepeHOCHON
MIPOEKTOP, IEPEHOCHON HOYTOYK, 3KpaH)

[Tomemenue Ha 6 MOCaIOYHBIX MECT, YKOM-
IUIEKTOBAHHOE CIIEUAIN3UPOBAHHON MeOEbIO
[Tomemienue 1y1s1 CaMOCTOSTENBbHOM paOOTHL, ayl. |(KOMIBIOTEPHBIE CTOJIBI, CTYJIbs1) M OCHAILICH-

4 3310a (uynTanbHBIN 3a1). HOE€ KOMIIBIOTEPHOUN TEXHUKON
Camapckas 06a., e. Kunenw, n.e.m. Ycemo- (6 pabouux cTaHIMil), HOJKIIOYEHHOHN K CeTU
Kunenvckuii, yn. Cnopmusnas, o. 8A. «HTepHEeT» M 00ecTeYnBaroIe JOCTY B

3JIEKTPOHHYI0 HH(OpPMAIIOHHO-
00pa3oBaTeIbHYIO CPEY YHUBEPCUTETA.

[Tomemmenue i XxpaHeHus 1 npoduaakTHieckoro (CrienuaabHbIii HTHCTPYMEHT U MHBEHTaph /IS

o0cCITy)KUBaHUsI y4eOHOT0 000pyIOBaHuUs, ay/I. y4eOHOT0 000py10BaHUS:

5 132036. KUCTOYKH ISl OYUCTKHA KOMITBEOTEPOB U KOM-
Camapckas obx., 2. Kunenw, n.e.m. Yemo- TUIEKTYIOLUX, CIUPT, KOMIIEKTYIOIINE U pac-
Kunenvckuii, yn. Cnopmusnas, 0. 8A. XOJIHbIE MaTepUabl.

8 ®OHJ OHOEHOYHBIX CPEACTB JIs1 HPOBEJIEHM TEKYIIEM W
IMPOMEXYTOYHOU ATTECTALLUU

8.1 Buabl 1 popMbl KOHTPOJISI 0 JUCIHUIIJINHE

KoHTponb ypOBHS YCBOEHHBIX 3HaHMH, OCBOCHHBIX YMEHHMH U MPHOOPETEHHBIX HABBIKOB
(BIaieHUI) OCYIIECTBISAETCS B paMKaX TEKYILEro U MPOMEXYTOYHOIO KOHTPOJISL B COOTBETCTBUU C
[TonoxeHreM o TEKyIIeM KOHTPOJIE ¥ TPOMEXKYTOYHOH aTTecTallul 00y4atoiXxcs.

Texymuii KOHTPOJIb OCBOEHHUS KOMIIETEHIMH 110 JNUCLUUIUIMHE IPOBOAWUTCA IPHU U3Yy4YCHHUHU
TEOPETUYECKOr0 MaTepuasa, BBIIOJHEHUM 3aJaHUM Ha MPAKTHUYECKUX 3aHATHUAX. TeKylemy
KOHTPOJIIO MOAJICKUT MOCEIAeMOCTh 00YyYaIOIMMHUCS Ay JUTOPHBIX 3aHATUN 1 padoTa Ha 3aHATHUSIX.

HToroBoil o1leHKON OCBOEHUSI KOMIIETEHLIUH SIBIIETCS IPOMEXYTOUHAsl aTTecTauus B Gop-
M€ 3a4eTa M 9K3aMeHa, IPOBOJUMAsl C yYETOM Pe3yJIbTaTOB TEKYILIEro KOHTposs B 1 u 2 cemectpe
Ha | Kypce ouHO# 1 3a04HOM (hopM 0OyUEeHHUS.

8.2 TumoBblie KOHTPOJbHBbIE 33JaHMS WJIM HHbIe MaTepuajbl, HeOOXOAMMBbIE IS OLUEHKHU
pe3yJ1bTaToOB OCBOCHHMS 00pa30BaTe/IbHOI NPOrPaMMBbI B PaMKAaX y4eOHOM U CHUIITTHHbBI

Ouenounvie cpeocmea 014 nPo6edeHUs meKyuieil ammecmayuu
IIpakmuueckue 3a0a4u



BapuaHThl mpakTHUECKHX 3a1a4:

CocTaBUTh CIIPaBKY M0 MECTY TPEOOBaHMUS.

CocTaBuTh aKT O HApYIIEHUU TPYAOBOM IUCHUIUIUHBI.
CocTaBUTh POTOKOJ COBEILIAHHS.

CocTaBuTh 10KJIa/IHYIO 3aIUCKY.

CocTaBUTh OOBACHUTEIBHYIO 3aITUCKY.

CocTaBuTh 3asBJICHHE.

CocTaBUTh MPHUKA3 MO JUYHOMY COCTaBY.

CocTaBuTh yKa3aHue.

CocTaBuTh pacnopsKeHHE.

10. CocTaBUTH JOBEPEHHOCTb.

11. CocTaBUTh pacIUCKY Ha MOJyYEHHE JCHEKHONH CYyMMBI.
12. CocTaBUTH J€I0BOE MHUCHMO.

13. CocTaBUTh XapaKTEPUCTUKY M PEKOMEHAATEIbHOE MTUCHMO.
14. CocraButh aBTOOHOTpAUIO.

15. CocTaBUTh HOIKHOCTHYIO HHCTPYKLIUIO CEKpeTaps — peepeHTa reHepaibHOTro TUPEKTopa.
16. CocTaBUTh HITATHOE pacHUCaHUE.

17. Hanmcate npukas o nmpreMe Ha padory.

18. CocTtaBUTh OTUET O KOMaHAUPOBKE.

19. CocTaBUTh OTYET O KOMAaHIUPOBKE.

20. CocTaBUTH MOJIOKEHHUE.

21. CocTaBUTh HOMEHKIATYPY A€ NPEAIPUATHUS.

22. CocTaBUTSH IIJIaH NMPOBEIECHUS MEPOIIPUSITHSL.
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Memoouka paccmompeHnus npaKmu4ecKux 3a0ay

B nporecce u3ydenus: marepuana Ha MPAKTHUECKUX 3aHATUSAX HCIOIb3YETCS OMUCAHUE pe-
AJbHBIX YKOHOMUYECKHUX, MPABOBBIX U COLMANIbHBIX CUTYyAIlUil B chepe rocyAapcTBEHHOTO U MyHHU-
[UIAJIBHOTO ciyskamiero. OOydJaronecs TOHKHBI MCCIEI0BAaTh CUTYAIMIo, pa3o0parbcs B CyTH
po0iieM, MPeasoKUTh BO3MOXKHbBIE PEIICHUs U BbIOpaTh Jydiiee U3 HuX. CUTyalluu OCHOBBIBAIOT-
Csl Ha peaibHOM (PaKTUYECKOM MaTepHalie WIH e MPUOTHMKECHBI K PeabHOU CUTYAIIHH.

Kpumepuu u wikana ouenku cpynnoevlx u uHOUGUOYAIbHBIX NPAKMUYUECKUX 3a0aY:

- OIIEHKAa «3a4TEHO» BBICTABIISICTCS OOYYaIOIIMMCS, €CIIM OHHM CBOOOJHO BJIAJICIOT
MaTEepHAIIOM, MPUMEHSAIOT U3YUYEHHbIEC 0 AUCUUIUIMHE TEPMHUHBI U MOHATHUSA, MOTYT MHPELJIOKUTH
apryMEHTHPOBAHHOE pEIICHHE IO CHUTYallMd WIM OTBETUTh HA IOCTABJIEHHBIE BOIPOCHI C
WCIIOJIb30BaHUEM U3YUYEHHOIO MaTepraa;

- OIIEHKA «HE 3a4YTEHO» BBICTABIIACTCS 00YUYAIOIMIUMCS, HE BJIAJICIOIIMM OCHOBOTIOJIATAFOIIH-
MH 3HAHHUSIMHU IO MOCTABJIEHHOMY BOIIPOCY, €CJIM OHU HE OPUEHTUPYIOTCS B OCHOBHBIX NOHSTHUSX,
HE MOTYT IPOAHAJM3UPOBATh CUTYAIIMI0O U HE MOTYT MPEIJIOKUTh IyTH PEIISHUsT MPoOJIeMBbl, pac-
CMOTPEHHOW B CUTYaLlUH.

Yemuwiii onpoc

Bormpocs! 1u1st npoBeeHns onpoca JUCHUIIINHE:

. [lonsiTHE NENONIPOU3BOACTBA.

. CymHocTh ¥ pyHKIMH JOKYMEHTA.

. Knaccugukanus 1oKkyMeHTOB.

. YHu(ukanus yrnpaBieHY€CKON TOKYMEHTAIIHH.

. CrangapTusanys ynpaBieHYeCKOW JOKYMEHTAIMH.

. PEKBU3UTBI TOKYMEHTOB: ITOHATUE U COCTAB.

. 3apO’KJIEHUE CUCTEMBI JIEIOIPOU3BOJCTBA B JpEBHEPYCCKOM rOCYJ1apCTBE.
. [Ipuka3Hoe 1enonpon3BoICTBO.
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9. Konnexckoe 1e101ponu3BOJACTBO.

10. MuHHCTEpCKOE J1eIOMPOU3BO/ICTBO.

11. CoBeTckuii mepuo rocy1apCTBEHHOIO JEIONPON3BOACTBA.

12. [loHaTHe OpraHU3allMOHHBIX JOKYMEHTOB.

13. YcraB: noHsaTHE, NPOLEAYPHl YTBEPKACHUS U PETUCTPALIUH.

14. CtpykTypa ycTaBa U €ro OCHOBHBIE PEKBU3HTHI.

15. YupenurenbHblil 10roBOp.

16. I[TonoxeHust Kak OpraHU3allMOHHbIE JOKYMEHTBHI.

17. lllTaTHOE pacnrcaHUE.

18. HCTpYKIMM KaK OpraHU3alMOHHBIE JOKYMEHTHI.

19. JlomxHOCTHAs MUHCTPYKLUS.

20. [lonsTHe, LeAM U HaA3HAYCHUE UHPOPMALIMOHHO-CIIPABOYHOM JJOKYMEHTAIUH.

21. Buzsl cipaBoOK U IpaBHJIa UX COCTABIICHUS.

22. OcHOBHbIE TPeOOBAHUS K aKTaM.

23. JlokstaiHBIC 3aITUCKH.

24. OObsSCHUTENbHBIE U CITyKEOHBIE 3aIMCKH.

25. IloHsATHE pacnopsIUTENbHBIX JOKYMEHTOB.

26. OcHOBHbIE TpeOOBAHUS K PACIOPSHKEHUIO.

27. IlocTaHOBIIEHUE KaK PaclOPSAUTEIbHBINA JOKYMEHT.

28. [lonsiTe yka3aHusl.

29. IlonsTue, BUABI U MOPSIOK NOJATOTOBKY IPUKA30B.

30. OcHOBHBIE 3TaIbl pabOThI ¢ PACHOPSAUTEIBHBIMU JOKYMEHTAMH.

31. OcHOBHBIE TpeOOBaHUS K PELLIECHUIO.

32. IloHsATHE, CYIIHOCTh U OCHOBHBIE 3TAIlbl IPOBEICHHS IEPETOBOPOB M COBEILIAHHH.

33. CoBelianue: NOHATUE U IOKYyMEHTAJIBHOE COMPOBOKICHHE.

34. JlokyMeHTUpOBaHHE PE3yIbTaTOB JEJIOBBIX BCTPEY U MEPETOBOPOB.

35. IloHsATHE NPOTOKOJIA U €T0 OCHOBHBIE PEKBU3UTHI.

36. IlpaBuna opopmieHUs OCHOBHOM YaCTH MPOTOKOJIA.

37. OcHOBHBIE TpeOOBaHUS K JOTOBOPY.

38. CyIHOCTb ¥ BUJIbI AEJTOBOM MEPEMUCKHU.

39. IlousiTHE ¥ pa3HOBUIHOCTH JIEJIOBBIX ITUCEM.

40. OcHOBHBIE TPeOOBAaHMSI K JACIIOBBIM ITUCHMaM.

41. Ctaguu MOATOTOBKH JAEJIOBBIX IIUCEM.

42. TpynoBoii 1OTOBOp: MOHATHE U TIpaBuiIa oGopmMiIeHUs

43. JInuHOE JENI0 U €T0 CTPYKTYypa.

44. ITopsinok BeI€HUS TPYAOBBIX KHUKEK.

45. Opranu3zanus TOKyMeHTO000pOTa, €ro KOJIMYECTBEHHbBIC U Ka4eCTBEHHbBIE
XapaKTEPUCTHUKH.

46. TexHonoruu 0OpabOTKU BXOISAIINX JTOKYMEHTOB.

47. BHyTpeHHHUI TOKyMEHTOOOOPOT.

48. Pabora c ucxopsumeil JToKyMeHTaue.

49. Opra"u3zanus 31eKTPOHHBIX KOMMYHUKAITUH.

Kpumepuu u wikana oyenku omeemog Ha KORMPOIbHbIE 60RPOCHL:

- OLICHKA «3aYTEHO» BBICTABISAETCS O0YYaIOIIEMYCs, €CIIH BOIPOCHI PACKPBITHI, H3JI0KEHBI
JIOTUYHO, MOKAa3aHO YMEHHE WJUIIOCTPUPOBATH TEOPETUYECKHE IOJIOKEHUS KOHKPETHBIMU IIpUMeE-
pamH, MPOJEeMOHCTPHUPOBAHA CIIOCOOHOCTH MCIIONIB30BAaTh CBEACHHS M3 PA3JIMYHBIX MCTOYHHUKOB B
peaNbHBIX YCIOBUSX; IOMYCKAIOTCS HECYIIECTBEHHbIE OIIMOKU U MPOOEIbl B 3HAHUSX;

- OLICHKA «HE 3a4TE€HO» BBICTABIISICTCS, €CIIM YPOBEHb 3HAHUH 00YyYaroIerocsi HeJ0CTaTOYCH
JUISL JIOTUYHOT'O M3JIOKEHUS M3Yy4aeMOro MaTepHalla, €ClIM OH HEyBEPEHHO OPUEHTUPYETCA B PEKO-
MEHAYEMOM IUTepaType, HEYBEPEHHO WM HEMOJHO OTBEYAET HA JIOIOJHUTEIbHBIE BOIIPOCHI.



Ouenounvie cpedcmea 014 NPOBEOCHUS NPOMEIHCYMOUHOU AMMmMeCcmayuu
3aueT o AUCLUUILIIMHE IPOBOJUTCS 110 BOIPOCAM.
Ilepeuens éonpocos k 3auemy

1. JIOKyMEHT U €ro MeCTO B CUCTEME YIPABIICHHUS.
OcHoBHbIE (aKTOPBI, OMPEICNAIONINE PALUOHAIBHYIO OpPraHU3AINI0 HHPOPMAIIMOHHO-
JIOKyMEHTAIMOHHOTO OOCTY>KUBaHUS YIIPABICHYECKON JAEATEIHHOCTH.

3. HopMaTHBHO-METOJHWYECKUE AaKThl, PETIAMEHTUPYIOIIUE CO3/laHue M O(hOpMIICHHE OKY-
MEHTOB.

4. Tlonstue «uHdpopmarusy. TpeboBanus, mpenbsBisemble kK uHGopmanuu. MuHpOpmarms
CBOOOJIHOTO ¥ OTPAHUYEHHOTO JIOCTYTIA.

5. Tlonsatue «J1I0KyMeHT», ero pa3Butue. CBsI3b HHPOPMAIIUU U JOKYMEHTA.

6. OyHKIMH TOKYMEHTA.

7. PasButue cioco00B JOKYMEHTUPOBAHUS U UX MIPUMEHEHHE B HACTOSAIIEE BPEMS.

8. VYuubukauus u cTaHIapTU3AINS YIPABICHISCKUX TOKYMEHTOB.

9. Busl ciyKeOHBIX JJOKYMEHTOB.

10. CiyxeOHbIe (IeTOBBIC) MUCHMA.

11. IIpaBuna opopMileHHs: OpPraHU3alHOHHO—PACTIOPSAANTEIBHBIX JOKYMEHTOB.

12. BraHku TOKyMEHTOB.

13. FOpuamdecku 3HaYMMBbIC PEKBH3UTHI JOKYMEHTA.

14. OcobenHocTH OUIINANTBHO-IEIOBOTO CTHIISL JOKYMEHTOB.

15. YnotpebieHue MpOMUCHBIX U CTPOYHBIX OyKB. Hanboiee ymorpebisieMblie COKpAIICHHUS CIIOB.

16. OdopmiteHre AaT U YUCEN B TOKyMEHTAX.

17. Opranuzanus IeI0MpOU3BOICTBA HA IPEANPUSITHH.

18. IonsATHE TOKYyMEHTOOOOPOTA.

19. ApromaTH3anus JOKYMEHTO000pOTa.

20. CrucreMarn3arus TOKYMESHTOB Ha IPEAIPHSITHH.

21. Peructpaiusi TOKyMEHTOB ¢ TOMOIIbI0 « HOMEHKIaTyphI 1ei».

22. ®opMupoBaHUe U OQOPMIICHUE JIE.

23. OnepaTuBHOE XpaHECHHE JIEI.

24. TloHsITHE SIEKTPOHHOTO JOKYMEHTA.

25. IlpeumymiecTBa U HEIOCTATKH JICKTPOHHOTO JIOKYMEHTA.

26. DIEKTPOHHBIN JOKYMEHTOO0O0POT.

27. FOpuanueckoe 3Ha4YE€HHE FIEKTPOHHOTO TOKYMEHTA.

28. 3ammra KOHPUACHIIUAILHOCTH CBEACHUH, COACPKANIUX KOMMEPUYECKYIO TalHYy.

29. 3amuTa epcoHaNbHBIX JaHHBIX PaOOTHHUKA.

IIpumep 3x3ameHayuonHo20 burema
MMHUCTEPCTBO CEJILCKOI'O XO35IMICTBA POCCUNCKOM ®EJIEPAITNN
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIHLHOE
YUpEKACHUE BBICIIEr0 00pa30BaHUs
«Camapckuii rocyJapCTBEHHBIN arpapHblii YHUBEPCUTET»

Hanpasnenue noaroToBku: 38.04.01 DxoHoMHKa
[Ipoduis: I'ocynapcTBEHHOE U pErMOHAIIBHOE YIIPABIICHUE
Kagenpa: I'ocynapcTBeHHOE yIIpaBiIcHHE U ACIOBOE aJMUHUCTPUPOBAHUE

JIoKyMEHTaIMOHHOE 00ECTICUCHHE YIIPABICHUYECKOM NeATeTbHOCTH
DK3aMeHaMOHHBINA OmieT Ne 1

1. TlomsTHE «TOKYMEHT», ero pa3sutue. CBs3b HHPOpMAIK U JOKYMEHTA.
2. 3ammurta KOH(OUIEHIIMATLHOCTH CBEICHUH, COIePKAIUX KOMMEPUECKYIO TalHy.



3. TloaroToBka Jien yupexaAeHUN K JaJbHEHIIEMY XpPaHEHUIO U HCTI0Ib30BaHMUIO.

CocraBuTeib H.H. I'antenxo
3aBenyronuii kageapoit A.TI'. BonkoHckas

Jara

OK3aMeH 110 JAUCHUIUIMHE ITPOBOJAUTCA B YCTHOﬁ (I)OpMC o CJIeAYHOIUM BOIIpOCaM

HepeueHb IK3AMEHAUUOHRHbIX 60NPOCOB.
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11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32.

33.
34.
35.
36.
37.
38.

[TonsTHe «10KyMEHT», ero pa3BuTHe. CBsi3b HHGOPMALIUU U TOKyMEHTA.
@yHKINN JOKYMEHTA.

Pa3BuTHe crioco00B TOKyMEHTUPOBAHMS U UX IPUMEHEHHE B HACTOSIIIIEE BPEMS.
Bunpl cirykeOHBIX TOKyMEHTOB.

Cny>xeOHble (J1e70BbIE) MUCHMA.

[TpaBuia opopmIIeHHs OpraHU3aMOHHO—PACIIOPSAUTENBHBIX TOKYMEHTOB.
brnanku 1OKyMEHTOB.

IOpunndeckn 3HaYMMbIE PEKBU3UTHI IOKYMEHTA.

OcoOeHHOCTH OPHUIHATEHO-EIOBOTO CTUIISI JOKYMEHTOB.

. YnotpebieHrne MpoONMUCHBIX M CTpouHbIX OykB. HauOosiee ymorpeOisiemble COKpalleHUs

CIIOB.
OdopmiieHre 1at ¥ 9ucesn B TOKYMEHTaX.

Opranusanus 1eJI0NpOoU3BO/ICTBA HA TIPEANPUSTHH.

[TonsiTrie TOKyMEHTOOOOpOTA.

ABTOMaTH3aIMs JOKyMEHTOO00pOTA.

Cucremaru3zanys JOKyMEHTOB Ha MPEIIPUITHH.

Peructpanus 1okyMeHTOB ¢ moMonsio « HoOMEHKIaTypsl 1em».

dopmupoBanue u opopmieHue ae.

OnepatnuBHOE XpaHEHHUE JIETT.

[ToHsATHE 3TEKTPOHHOTO JJOKYMEHTA.

[TpenmMy1ecTBa 1 HETOCTATKH HJIEKTPOHHOTO TIOKYMEHTA.

DNEeKTPOHHBINA JOKYMEHTOOO0POT.

IOpuanueckoe 3HaUeHNE HIEKTPOHHOTO TIOKYMEHTA.

3anmra KOHQHUICHIMAIHLHOCTH CBEACHUH, COIepKAIIUX KOMMEPUYECKYIO TaiHy.

3amuTa nepcoHaNbHBIX JaHHBIX pAOOTHHUKA.

OcobeHHocTH 0(UITHATIEHO — JIETIOBOTO CTUJISI JOKYMEHTOB.

Cucremarn3anys JOKyMEHTOB Ha MPEIIPUSITHH.

Howmenknarypa e, ee 3Haue€HHE U IPUMEHEHUE B JICJIONPOU3BOICTBE.

Bunapl HoMeHKIaTyp 1ed.

ABTOMAaTH3aIUS TOKYMEHTAIIMOHHBIX IPOIIECCOB.

TpebGoBaHMsI K COCTABJICHHUIO U OPOPMIICHHUIO MPUKA3a.

TpeOoBaHMsI K COCTaBICHUIO 1 O(POPMIICHHIO JTOKJIATHBIX 1 OOBSICHUTEIBHBIX (BHELITHUX U
BHYTPEHHUX).

TpeboBaHust K cOCTaBICHUIO U O()OPMIICHHUIO CIIPaBOK (BUIA CIPABOK, CIIPABKU BHEUTHHE U
BHYTpPEHHUE).

TpeboBaHust K COCTABICHUIO U O(OPMIICHHUIO aKTa.

TpeGoBaHMs K COCTABJICHHUIO U OPOPMIICHHUIO MMPOTOKOJIA.

3HayeHne HOPMATUBHO-METOAMYECKON periiaMeHTaIlH JeJIONPOU3BOICTBA.
XapakTepHucTHKa JEHCTBYIOMINX TOCYAaPCTBEHHBIX HOPMAaTUBHO-METOMYECKUX JOKYMEHTOB.
JlokyMeHT0000poT. OnpeeneHne, XapaKTepruCcTUKa OCHOBHBIX JOKYMEHTOIIOTOKOB.
[TpaBuia opraHu3anyy JOKyMEHTOO00pOTa YUPEKACHHSL.



39. 3agauu perucTpanuu J0KyMEHTOB, €€ OpraHU3alIUs.

40. ®opMBI perucTpalui JOKYMEHTOB.

41. TexHOJOTMH KOHTPOJIS 32 UCIIOJTHEHUEM JJOKYMEHTOB.

42. OcoOeHHOCTH BeAECHUS JIeTONPOU3BOJICTBA 10 0OpAILEHHIO TPaXK/IaH.

43. ®opMupoBaHUE €1 KaK TEXHOJIOTHYECKas Olepalys JeJI0IpOU3BOICTBaA.

44. ITpaBuna GopMupoBaHUs B Jiesla TOKYMEHTOB OTJENIbHBIX KaTErOpHH.

45. DKkcnepTr3a IEHHOCTH JOKYMEHTOB B JIEJIONPOU3BOICTBE. 3aJa4M U MOPSAJOK MPOBEACHHUS.
46. IToaroToBka aen yupexJIeHUH K JalbHeHIIeMy XpaHEHHUIO U HCIIOJIb30BAHHUIO.

8.3 Kputepum onennBanusi ypoBHsi c(popMHPOBAHHOCTH KOMNETEH MU

Onenka pe3ynpTaToB 00yueHHs MO AUCUUILUIMHE B (hopMe YPOBHS c(HOPMUPOBAHHOCTH KOM-
MIOHEHTOB 3HATh, YMETb, BIAJETh 3aBJICHHBIX JUCIUILUIMHAPHBIX KOMIIETEHLIUH TPOBOAUTCS MO 2-X
0aJUTbHOM 1IKaJie OLEHUBAHUS IIyTEM BHIOOPOUYHOTO KOHTPOJIS BO BpeMs 3adeTa.

Ikana oreHUBaHuA 3a4eTa

PesynbTar K
puTepuun
3aueTa
OO0yyaromuiicss OTBEYaeT Ha BOMPOC MOJHO M Pa3BEPHYTO, YETKO (HOPMYIUPYET OIpe-
«3aUTEHO» JIEJIeHNs], KacaroIIuecsl BOMPOCa, MOATBEPIKIAET CBOH OTBET (PaKTHUECKUMHU IpUMepa-
MU
OOyJaromuiics HETpPaBWILHO (OPMYIHPYET OCHOBHBEIC OMPCICICHHS, KacaroIIuecs
«HE 3aYTCHO» BOMpOCa, WM BOOOIIE HE MOXKET HX JIaTh, HE MOATBEPKIACT CBOW OTBET (PAKTHUECKH-
MU IIPUMEPAMHU

Omnenka 3HaHWHN, TIOKa3aHHBIX O0YYAIOMIMMUCS Ha SK3aMEHaX, JOJDKHA BCECTOPOHHE OTpa-
KaTh YPOBCHb IMOATOTOBKH CIICIIUAIUCTA, BBISIBIIATH €r0 YMEHHE peIlaTh KOHKPETHBIC 3a1a4yn. Kpu-
TEPHUH OICHKU 3HAHWH YCTaHABJIMBAIOTCS B COOTBETCTBUH C TPEOOBAHHSIMH K TPO(HECCHOHATBLHOM
MOJITOTOBKE, MCXOJS W3 JCHCTBYIOUIMX YYE€OHBIX IUIAHOB W MPOrPaMM C YYETOM XapakTepa KOH-
KPETHOW IUCIUIUIMHEI, a TakKe OyIyIliel MpakTHIeCKOU JeITeIbHOCTH BBIITYCKHUKA. SHAHHUSI OIIe-
HUBAIOTCS IO YEThIpeX OaibHOM IIKaye (OTIUYHO, XOPOIIO, YIOBIECTBOPUTEIBHO, HEYIOBIECTBOPH-
TEJIBHO).

[IIkaa olleHNBaHMs SK3aMEHa

Pesyibrar YposeHb
JK3aMeHa OCBOEHUSI Kpurepuun
KOMIIETEHIINI
OOyJarommiicsi TOKa3aJ 3HAHUS OCHOBHBIX IOJIOKEHUN THUCIIN-
Ny IJTMHBI, YMEHHE peliaTh KOHKPETHBIE TOCTABJICHHBIC 3ajayH,
BBICOKHH

«OTJIIMYHO» NpeIyCMOTPEHHbIE pabodel MporpaMMon, OpUEHTUPOBATHLCS B pe-

YPOBCHE KOMEH/IOBaHHOW JIUTEpaType, yMEHHE MPABUIBHO OICHUTH IIOITY-
YEeHHBIC PE3YJIbTaThl PACYETOB.

OOyuaromuiicst TBEpIO 3HAET MPOrPaMMHBIN MaTepHuall, FPpaMOTHO
nopbimennpgi | 1 MO CYIIECTBY M3/IaracT ero, He JOMYCKAeT CYMECTBEHHBIX He-
«XOPOILO» YPOBCH TOYHOCTEH B OTBETE Ha BONPOC, MPABHIBHO MPHUMEHSIET TEOPETH-
YeCKHe TOJIOKEHHS MPH PEUICHUH MPAKTHIECKUX BOIPOCOB, Bila-

JieeT He0OXOIMMBIMU HABBIKAMH U TIPUEMAMH X BBITTOJIHEHHSL.
OOyuarouiics UMeeT 3HaHUS TOJBKO 10 OCHOBHOMY MaTepHaly,
«yIlOBIIE- OpOTOBEI HO HE YCBOMJI €T0 JICTAIbHO, JOMYCKAeT HETOYHOCTH, HEAOCTATOY-
TBOPHTEIb- YPOBCHD HO TIpaBWJIbHBIE (POPMYIMPOBKH, HApPYLICHUS MOCIEAOBATEIBHO-

HO» CTU B HU3JIOKCHUH MaTCpualia U HUCIBITBIBACT 3aTPYAHCHUSA B BbI-
IIOJJHCHHH HNPAKTHYCCKHUX pa60T.

OOyuaromuiicss He 3Ha€T 3HAYUTEIHLHONW YaCTH MPOTPAMMHOIO Ma-
Tepuana, JOMYyCKaeT CyIIeCTBEHHbIE OMIMOKH, HEYBEPEHHO C
OOJBIIMMHU 3aTPYIHEHUSIMU BBITIOTHSIET TMPAKTHUYECKUE PabOThHI
WJIU OTKA3bIBAETCSI OT OTBETA.

«HEYJOBIIe- | MUHUMAaJbHBIN
TBOPUTEIb- YpOBEHb HE
HOY» JOCTUTHYT




8.4 Meroanueckue MaTepHaJibl, ONpeleJA0NIAe MPOUeAYPbl OLUCHUBAHUS 3HAHMI, YMEHHH,
HABBIKOB M ONbITA 1eATEJIbHOCTH, XapaAKTEePHU3YOIIHUX ITANbl ()OPMUPOBAHUS KOMIIETEHIM I

Onenka 3HaHW, YyMEHHUH, HaBBIKOB, XapakTepusymoluas dTanbl  (OPMUPOBAHUS
KOMTICTCHIIMH 110 TUCITUTUTHHE TPOBOAMTCS B (DOpME TEKYIICH U TPOMEKYTOIHOH aTTeCTaIUH.

KonTponp Tekyieit ycrneBaeMoCTH 00y4aronuxcs — TeKyIias aTTecTalus — MPOBOAUTCS B
XOJIe CEMECTpa C LENBI0 OMPENIEICHUsI YPOBHS YCBOCHHUSI 00YJaIOMMMHUCS 3HAHHIA; (POPMHUPOBAHHUS
y HUX YMEHUH U HaBBIKOB; CBOEBPEMEHHOTO BBISBICHHUS IMpemojaBaTelieM HEJOCTaTKOB B
MOJNTOTOBKE OOYYaIOIUXCS W TNPUHATHS HEOOXOJMMBIX MeEp TI0 €€ KOPPEKTHPOBKE;
COBEpIICHCTBOBAHUIO METOAMKM OOYy4YeHHUsS; OpraHu3anuu y4eOHOW paboThl W  OKa3zaHUs
00y4JarOIIUMCST WHIUBHTYATBHON TTOMOIIIH.

K xoHTpomo Tekymiel ycreBaeMOCTH OTHOCSATCS MPOBEpKAa 3HAHUN, YMEHHUH M HAaBBIKOB
0o0yyJaromumxcsi:

* Ha 3aHATUAX (pPEIIeHNEe MPAKTHUECKHX 3aJ1a4, TPOBEJCHHE YCTHOTO OMPOCa);

* [10 pe3yJIbTaTaM MMPOBEPKH KaUeCTBA KOHCIICKTOB JICKIIUH ¥ HHBIX MaTEPHAJIOB;

* [0 pe3ylbTaTaM oOT4YeTa OOy4alolUMXcs B XOA€ WHIWBUIYAIbHOM KOHCYJbTAlUU
IperoaaBaTelis, IPOBOJIUMOM B YaChl CAMOTIOATOTOBKH, IT0 MMCIOIIIMMCS 33 I0JDKEHHOCTSIM.

KouTpo:nb 3a BeIMoOTHEHHEM 00y4YalOMIMMUCS KaXkI0TO BHIa pabOT MOXKET OCYIIECTBISIThCS
MO3TAITHO U CIIYKUT OCHOBAHHUEM JIS ITPEIBAPUTEIILHOMN aTTECTAIUH 110 JTUCIIUTUIHHE.

[IpomexyTouHass arrecTamusi MO JUCHUIUIMHE TMPOBOJUTCS C UENbIO BBISBICHUS
COOTBETCTBUS YPOBHSI TEOPETUYCCKHUX 3HAHUH, MPAKTUICCKUX YMECHUN M HABBIKOB IT0 TUCITUTUIHHE
tpeboBanusiM OI'OC mo HampaBlieHHIO MOATOTOBKHU B (hopMe 3ayeTa U IK3aMeHa, U B CPOKH,
YCTAaHOBJICHHBIC YYCOHBIM IUIAHOM. 3a4eT MPOBOTUTCS ITOCIIC 3aBEPIICHHUS W3YUCHHS TUCITUTUIAHBI
B o0beme paboueill yueOHOI mporpammbl. dopMma MpOBENEHUs 3adeTa oIpeaenseTcs Kadeapoii
(yctHBIt — mo OuneraMm, JuMOO MmyTeM coOeceoBaHUS MO BOMpOcaM; MHChbMEHHas pabora,
TecTUpoBaHue u 1p.). O1eHKa o pe3yJpTaTaM 3a4eTa — «3a4TCHO» UJIH «HE 3aYTCHOY.

DK3aMeH TPOBOAMUTCS TIOCIE 3aBEPIICHUS W3YYCHHS [UCIUIUIMHBI B 00BeMe paboueid
y4ueOHOl mporpammbl. DopMa mpoBeaeHUs SK3aMeHa ompenensercs kadeapon. OIleHkKa Mo
pe3ybTaTtaM dK3aMeHa — «HEYIOBICTBOPUTEIHHOY, Y IOBICTBOPUTEIHHOY, «XOPOIIOY», KOTIUIHOY

Kaxnas ¢opma KOHTposss 1O AMCHMIUIMHE BKIIOYaeT B ce0s TEOpPETHYECKHE BOIPOCHI,
MO3BOJIAIOIINE OICHUTh YPOBEHb OCBOCHUS OOYYAIOIIMMUCS 3HAHWM M TPAKTHYECKHUE 3a/JaHUs,
BBISBJISIIOIINE CTENIEHb CPOPMUPOBAHHOCTH YMEHUN U HABBIKOB.

[Ipouenypa oOleHUBAHUS KOMIIETEHIIMH OOYYalOMIMXCS OCHOBaHAa Ha  CIEAYIOIIUX
CTaHaapTax:

1. IlepruoAMYHOCTD MPOBEACHUS OLICHKHU (HA KaXKOM 3aHSTUH).

2. MHOrocTyneH4aTrocTh: OleHKa (KaK MperojaaBareieM, Tak U 00y4JalouMMUCs TPYIIIbI) U
caMoOOIleHKa O0OydJaromerocs, OOCYXICHHE pe3yJlbTaTOB M KOMIUIEKCa Mep IO YCTPaHEHUIO
HEJ0CTaTKOB.

3. EAMHCTBO HCMONB3yeMON TEXHOJIOTUU AJI BCEX OOYYArOIIMXCS, BBIITOJHEHUE YCIIOBHIA
COIMOCTaBUMOCTHU PE3YJIbTATOB OIICHUBAHHS.

4. CobimroieHue MMOCIIeI0BATEILHOCTH TIPOBECHUS OIIEHKU: TIPEIyCMOTPEHO, YTO Pa3BUTHE
KOMIETEHIIMH UIET MO0 BO3PACTAHUIO UX YPOBHEH CII0)KHOCTH, a OLICHOYHbBIE CPEJCTBA HA KAXKIOM
9Tale yYUTHIBAIOT 3TO BO3paCTaHUE.

KpaTkas xapakrepucTuka MpoLEayphl peaju3aluy TEKYLIEro KOHTPOJS M MPOMEXKYTOYHON
aTTeCTallly N0 JUCIUILIMHE JIJIsl OLIEHKH KOMITETEHITNI 00y4aronuxcs MpeICTaBIeHa B TaOIuUIIE:

[IpencraBnenue
HaunmenoBanue
Ne OLEHOUHOTO Kpatkas xapakrepucTuka npoueaypbl OLleHUBaHUS OIICHOYHOT'O
n/n KOMITETCHIIUH CpEJICTBA B
CpeAcTBa

donme




CoBMecTHas IeSTENbHOCTh TPYIIBI 00YYaIOIUXCS C

[IpakTHUeCKe HCJIBKO PCHICHUA y‘le6HbIX n HpO(l)eCCI/IOHaJIBHO— Kommnekr
3ap,uaq1/1 OPUCHTHUPOBAHHBIX 3a1a4. Ilo3Bomser OLCHUBATH MPaKTUYCCKUX
YMCHUC aHAJIU3UPOBATH U PCIIaTh TUITUMYHBIC 3a1a4

npodeCCHOHANIbHBIC 3a/1a4H.

VY CTHBII ONPOC 1O KOHTPOJIBHBIM BOIPOCAM,
TCPMHUHAM MOXCT NPOBOJUTHCS B Ha‘-IaJIe/KOHLIe

IPAKTHYECKOTO 3aHATHS, IMOO B TEUEHHUE BCETO Bompocer o

YCTHBIH ONIPOC | 1hakydeckoro 3aHATHS 110 3apaHee BHLIAHHOM TeMam
TeMaTHKe. BeIOpaHHbIii npenogaBareneM ANRCIHIIIAHBI
00y4JaroIuiCcs MOKET OTBEUaTh C MECTa JIN0O y IOCKH.

[IpoBoauTCs B 3a1aHHBIN CPOK, COTTIACHO IpaduKy
yueOHoro nporecca. [Ipy BBICTaBICHUN OIIEHOK
YUHMTBIBAETCS yPOBEHL NPUOOPETEHHBIX KOMIIETEHIMH | [ onmimekT

3auer oOyyvaromierocsi. KOMITIOHEHT «3HaTh» OICHUBACTCS BOTIPOCOB K
TEOPETUYECKIMHU BOTIPOCAMH T10 CO/ICPIKAHUIO 3aueTy
JMCUUIUIHHBI, KOMIOHEHTBI KYMETh» M «BIIAJICTh) -
NPaKTUKO-OPUEHTHPOBAHHBIMHU 3aaHUSMHU.

[IpoBoauTCs B 3a1aHHBIN CPOK, COTTIACHO IpaduKy

yueOHoro nporecca. [Ipy BBICTaBICHUN OIIEHOK

YUUTBIBAETCS YPOBEHB MPHOOPETEHHBIX KoMeTeHui | Komrurekt
DKk3aMeH oOyy4aromierocsi. KOMITIOHEHT «3HaTh» OICHUBACTCS BOITPOCOB K

TCOPCTUUICCKHNMU BOIIPOCAMHU IO COACPKAHUIO OK3aMCHY
AUCHUIITIMHBI, KOMIIOHCHTBI «YMETb» U «BJIAACTDH) -
MPAKTUKOOPUCHTUPOBAHHBIMU 3aIaHUSMH.




Pabouas nmporpamMma cocrapiieHa Ha OCHOBaHWH (eJAEpabHOIO rocyapCTBEHHOTO
00pa3oBaTeIbHOro cTaHAapTa Beiciiero odopasosanus (PI'OC BO).

PabGouyro mporpammy pazpadoTan:
norieHT Kadeapsl «['ocygapcTBeHHOE yIpaBlIeHHe
1 1€710BO€ aIMITHUCTPUPOBAHIIE

KaHJl. 9KOH. HayK, JOLEHT /(% _  H.H.Tanenxo
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PaccMmoTpena u omoOpeHa Ha 3acenaHun Kadeapsl «l ocygapcTBEHHOE
VIIpaBJICHHIE U JICJIOBOE aIMUHUCTpUpoBaHue» 7 mas 2024 r., mpotokoa Ne 9

3aBemyromuii Kadeapoii
KaH/l. 5KOH. HayK, JIOLIEHT WO & lf’u:"_-/ Al Boakonckas

| /

COI'NTACOBAHO:

Ipescenareis METOAMYECKOH KOMUCCHH SKOHOMHYECKOTo (aKy bTeTa
KaHJI. 9KOH. HayK, IoueHT  Zu/7.— FO.H. Kynpsiuosa
T F

PykoBoaurens OITOIT BO .
KaHJl. 5KOH. HayK, AOUEHT -\ cefie/ A.I'. BoikoHckas
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W.o. HayanbHuka YMVY ///55 ~¢r — _ M.B. Bopucosa
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