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1 HEJIb 1 3AJAYN OCBOEHMUSA JUCIIUITJIMHBbI

Lenpto yueOHON aucuuIuinHbl «OCHOBBI JTOKYMEHTAIIHOHHOTO 00eCHeueHHs yIpaBICHHS
ABJsieTcd (OPMHUPOBAaHUE y OOYYArOIErocsi CUCTEMbl KOMIIETEHIIMH OTHOCUTEIBHO COBPEMEHHBIX
NPUHIUIIOB paboThI C /EI0BOM MH(pOpMaIeid, 03HAaKOMJICHHE ¢ HOPMATUBHBIMU JTOKYMEHTaMHU U
CTaHJAapTaMHM, PEryJUPYOLMMH IpaBuiIa 0QOpPMIIEHHS CIIy>KEOHBIX JTOKYMEHTOB, a TaKxe (HopMu-
pOBaHUE HABBIKOB 110 COCTABJICHUIO JOKYMEHTOB, HCIIOJIb3YEMbIX B YIPABICHUYECKON JIEATEIbHO-
CTH.
JUist TOCTHIKEHUS TIOCTABIICHHOM LIEJIM MPU OCBOSGHUH JMCLUIUIMHBI PEIIAIOTCS CISAYIOIINe
3a7aun:
- U3YYUTh OCHOBHBIC TMOHSTHS U COBPEMEHHbIC NMPUHIHUIIEI pabOThI C JEIOBON JOKYMEHTa-
IIHEH;

- copMHpOBaTH MPEACTABICHHE O KOPIOPATUBHBIX MH(POPMAIIMOHHBIX CHCTeMax M 0azax
JAHHBIX;

- U3YYUTh OCHOBHBIE CIIOCOOBI M CpPEACTBAa MH()POPMAIMOHHOTO B3aWMOJICHCTBUS, MOJIyYe-
HUS, XpaHEHUs], IepepabOoTKU, UHTEpIIpEeTallui HHPOPMALIUH;

- HAyYUTb OQPOPMIISITH pa3IMYHbIC BUIBI JOKYMEHTOB;

- U3Y4UTh OOILKE MOJIOXKEHUS 110 JOKYMEHTUPOBAHUIO YIIPABICHUECKON eI TeIbHOCTH.

2 MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

Jucuumnuna b1.0.25 «OcHOBBI JOKYMEHTAIIMOHHOTO 00eCreYeH sl YIIPaBICHUs» OTHOCHUT-
csl K obs3arenbHOM yacTu bioka 1 «/luciurummael (MOynn)» y9eOHOTo TUTaHa U u3ydaercs B 4 ce-
mecTpe Ha |l xypce ounoit popmbl 0Oyuenus, B 4 u 5 cemectpax Ha |l u Il xypce ouno-3a0uHOM

(bopMBI.

3 KOMIETEHHUHU OBYYAIOLIEI'OCsA, ®OPMUPYEMBIE B PE3VYJIBTATE
OCBOEHHUA IUCIMIIVIMHBI / OKUJAEMBIE PE3YJIBTATBI OBYYEHHUSA 110
3ABEPILIEHUH OCBOEHUS ITPOI'PAMMBI JIMCHUTIJIMHBI

[Ipouecc n3yyeHns: TUCHUILIMHBI HAIIPpaBJieH Ha (OPMUPOBAHUE CIAEAYIOIUX KOMITETEHIUI
(B cootBercTBUU ¢ PI'OC BO u TpeboBanusmMu k pezyinbraram ocBoerus OITOII).

KOI[ N HAUMCHOBAHHC KOI[ 1 HAMMCHOBAHHC

IlepeueHs TIaHUPYEMBIX PE3YyIbTATOB

KOMIICTCHIIN HHAUKATOpa JOCTHKCHUA
06y‘-IeHI/I$I 10 AUCLIUIIIINHE
KOMIETEHIINH
3HaeT: MOpSAIOK pa3pabOTKU HOPMAaTHUB-
OIIK-4 HBIX IIPABOBBIX AKTOB MPOEKTOB B cdepe

Cnocoben pazpa0a- npodeccuoHaNIbHON e TeIbHOCTH;

NJ1-1 Pa3zpabaTeiBaet

THIBATh MPOEKTHI
HOPMAaTHUBHBIX
MIPaBOBBIX aKTOB B
cdepe mpodeccuo-
HaJILHOU JIeITENbHO-
CTH, OCYIIECTBIISITh
UX MPABOBYIO U aH-
TUKOPPYIMLHUOHHYIO
IKCTIEPTHU3Y, OIICHKY
pEeryIupyroIero
BO3JICHCTBUS U
MOCIeACTBUI UX
MIPUMEHEHUS

MMPOCKTBI HOPMATHUBHBIX

MIPaBOBBIX aKTOB B cepe

npodeccuoHaNbHOM
JCSITETbHOCTH

YMeeT: OCYIIECTBIIATH MOJITOTOBKY IpPO-
CKTOB HOPMATHBHBLIX IPABOBLIX AKTOB B
cdepe mpodeccnoHaNbHON 1eATEeNbHOCTH;
Biageer: HaBblkamMM aHaNM3a M paspa-
OOTKM HOPMATHBHBIX IMPABOBBIX aKTOB, a
TAaKXXE IMOATOTOBKHW HHBIX HOPHINYCCKUX
JIOKYMEHTOB.

N/I-2 OcymiecTBuser
MIPaBOBYIO U

AHTHUKOPPYILIMOHHYIO
AKCIEPTU3Y MPOEKTOB

3HaeT: crocoObl OCYIIECTBIECHHUS MPaBO-
BOM M AHTUKOPPYNIMOHHOW 3KIEPTU3bI
IIPOEKTOB,;

Ymeer: OCylIECTBIIATh NPABOBYIO M AaH-
TUKOPPYILIMOHHYIO JKIIEPTU3Y IIPOCKTOB;
Baajgeer: HaBbIKAMHM  OCYIIECTBIICHUS




MPaBOBOM M AHTUKOPPYIIIMOHHON 3KC-
MEPTU3BI IPOEKTOB.

N/I-3 ITpoBoAUT OLICHKY
PEryJIMPYIOIIETO BO3AEH-
CTBUS U IIOCJIENCTBHI UX
MPUMEHEHUS

3HaeT: cHocoObl TMPOBEACHUS OIECHKU
MIPOEKTOB HOPMATUBHBIX MPABOBHIX aKTOB
B chepe npodecCHOHATHPHOU AeATEIHHO-
CTH,

YMeeT: MpoOBOJIUTH OLIEHKY PEryIUpPYIO-
IIETO BO3JICHCTBUS TMPOCKTOB HOPMATHB-
HBIX MPABOBBIX aKTOB B cdepe npodeccu-
OHAJILHOM NIeATSIIHHOCTH,

Buiajgeer: HaBbIKAMHM OIICHKM TIOCJE-
CTBUU NMPUMEHEHUS MPOCKTOB HOPMATHB-
HBIX MPABOBBIX aKTOB B cdepe npodeccu-
OHAJILHOM JEATEIbHOCTH.

IIK-11
Cnoco0eH cocTas-
JATh U 0QOPMIISTH

YIPaBICHUYECKYIO
JOKYMEHTAIUIO

N-1 Ions3yercs
YHUDHUIIUPOBAHHBIMU
(dhopMaMu TOKYMEHTOB

3HaeT: KaK MIPUMEHSTH IIPABOBBIC HOPMBI
IIPU COCTABJICHUHU U OQOPMIICHUH YHUDU-
IIMPOBAHHBIX (OPM JTOKYMEHTOB OpPTaHH-
3a1uuy,

YMeer: HCHONIB30BaTh YHU(PHUIIMPOBAH-
Hble (OPMBI JOKYMEHTOB B YIpaBJCHYE-
CKOH JIeSITeTbHOCTH OpraHU3allNy;
Baaneer: HaBbIKaMM CO3/1aHUS YCIIOBUI
IUISl YCTaHOBJICHUS €MHO00pa3Hs COCTaBa
¥ GOopM yIpaBlIeHYECKUX TOKYMEHTOB,
UCTIONIB3YEMBIX B JIOKYMEHTAI[HOHHOM
00eCIIeYeHNH YIpaBICHHsI OpPTaHU3alNH.

N]-2 TledartaeT ciyxeOHBIC
JIOKYMEHTBI U MaTepuabl

3HaeT: NOPSAOK U CoJIepKaHue MPOoIeayp
1o paboTe ¢ JOKYMEHTAaMU OpraHU3alluH,
YMeer: BBINOJIHATH paboTy C TOKyMEH-
TaMU B paMKax MPOIEAYp, YCTAHOBJICH-
HBIX B OPTaHU3AIINH;

BnaneeT: HaBBIKAMH H3TOTOBIICHUS, Pa3-
MHO>KEHUS U HCTIOIh30BaHUS CITYKEOHBIX
JOKYMCHTOB U MaTCpHUaJIOB.

NJI-3 PykoBoacTByeTcs
NPaBOBBIMH OCHOBaMH
yIpaBJIEeHUS

3HaeT: KaKk MPUMEHATH IPABOBbIE HOPMBI
JUISL COCTaBJICHUS ¥ O(OPMIICHUS JIOKAJb-
HBIX HOPMATHBHBIX aKTOB OpraHU3aIUH;
YMeeT: oCyIIECTBIATh PyKOBOJCTBO pa3-
pabOTKOM JIOKAJIbHBIX HOPMATUBHBIX aK-
TOB OPTaHMU3AIMU B COOTBETCTBHH C €€
HOJHUTUKOH B chepe JOKYMEHTAI[HOHHOTO
oOecrnieuyeHus yrpaBJeHHUS,

Buaajeer: TUIOBBIMU M TPUMEPHBIMH I10-
JIOKEHUSIMU M UHCTPYKLIUSAMHU B chepe
JOKYMEHTAIIHOHHOTO 00eCTIeYeHHs
yIIpaBJICHUSL.

IK-13

CrniocobOeH aHanmu3u-
poBath HH(pOPMALIHIO
Y TIOATOTaBINBATh
MH(pOPMAIMOHHO-
aHATTUTHYECKHUE

NJI-1 O60cHOBEIBaET
aKTyaJlbHOCTb MPOOJIEMBI,
KOTOPYIO NMPEACTOUT
OCBETUTH B 0030pe,
JIOKJIa/ie, CTIpaBKe

3HaeT: METO/BI aHAIN3a U INATHOCTUKU
MIPUYMH TOSIBJICHUS TPOOIJIEM, X aKTy-
QJIBHOCTB;

YMeer: KOppeKTHO GOPMYIUPOBATH U
CTaBUTH 3a7a4M (IIpoOIEMbI) CBOCH aes-
TEJTHLHOCTH MPU WX OCBEIICHUH B 0030pe,




MaTepualibl JOKJIane, CIIpaBKe,

Bnaneer: HaBpIkaMu 00OCHOBAHUS aKTY-
ATBHOCTH MPOOJIEMBI, KOTOPYIO TIPEICTO-
UT OCBETUTH B 0030pe, TOKIIAJE, CIIPaBKe.
3naeT: BUbI HHPOPMAITMOHHBIX PECYPCOB
U MOPAJIOK MPABOBOM 3aILMThI KX TOCYIAp-

NJI-2 Ilonw3yercs CTBOM;

MH(OPMATMOHHBIMU YMeeT: moIp30BaTHCS HHPOPMAITMOHHBI-

pecypcamu U cucTeMaTH- MU pecypcaMu ¥ CUCTEMaTHU3UPOBATh UH-

3upyeT HH(HOPMAIIHIO 110 ¢dhopmarnuio;

3aJlaHHBIM KPUTEPUSIM Bianeer: HaBbIkaMu aHaM3a HH(OpMALIU-
OHHBIX PECYPCOB U CUCTEMATU3AIUH HH-
dhopmarnumu.

3HaeT: TEOPUIO MEKIMYHOCTHOM U IPpyI-
IIOBOW KOMMYHHKAIIUHU B JIEIOBOM B3au-

N /-3 [IpumeHnsieT 0CHOBBI MOJICUCTBHUU,
IICUXOJIOTHHU JEJI0BOI0 YMeeT: UCIIOJIB30BaTh TEXHUKH dPPek-
oO1eHus TUBHBIX KOMMYHHKALIHH;

Baaneer:. HaBeIKaMu IMPpUMCHCHHA OCHOB
IICUXOJIOTHH JCJIOBOT'O O6IIICHI/I$I.

4.1 O0beM IMCHUIIMHBI U BU/IbI y4eOHOH padoThI
OO61mas TpyA0eMKOCTh AUCHUILINHBI COCTABIISET 4 3a4eTHBIX enuHul, 144 yacos.
AJ1s1 04HO# (popMBI 00yUeHH S

TpynoémkocTts Cemectp
(K01-BO HEACTH
JUCIUTIAHBI
B CEMeCTpe)
Bun yuebHoi paboTbl
O6bem
Bcero KOHTAKT- 4 (18)
4acoB HOM
paboThl

AyauTopHasi KOHTAKTHas padoTa (Bcero) 90 90 90
S Jlexumm (JI) 36 36 36

' [IpakTuueckue 3anstus (113) o4 o4 o4
CamocrositenbHas padora crygenra (CPC) (Bcero),
B TOM YHCIIE: 21 2,35 21
CPC N3yuyenue NeKIMOHHOT0 MaTepHuaa 17 - 17
B ceMeCTpe:  |[IoaroroBKa K NPAKTUYECKUM 3aHATHAM 10 - 10
CPC B ceccuro |Jk3ameH 27 2,35 27
Buja npoMexyTouHoi aTTecTannu (3K3aMeH) JK3aMEH - JK3aMEH
OO0uiasi TPy10€eMKOCTh, Yac. 144 92,35 144
O01mas Tpy10eMKOCTb, 3a4eTHbIE eIUHUIbI 4 - 4




AJISl 04HO-3204HOMH (opMBbI 00yYeHH

N Cemectp
TpynoéMkocTb
(K01-BO HEIEb
JUCITUTUTAHBI
B CEMeCTpe)
By yueOnoi paboThl
O06Bem
Bcero | koHTakT-
. 4 (3) 5@3)
4acoB HOM
paboThI
AyauTopHasi KOHTAKTHas padoTa (Bcero) 56 56 28 28
Jlextum (JI) 28 28 18 10
B TOM YHCIIE:
[Tpaxtrueckue 3ansarus (I113) 28 28 10 18
CamocrosTensHas padora cryaenra (CPC) (Bcero), 59 535 44 8
B TOM YHCIIE: :
W3yueHne JeKIIMOHHOTO MaTepHuasia 38 - 34 4
CPC
B CCMCCTPE:  |[loaroToBKa K MPaKTUYECKUM 3aHATUIM 14 - 10 4
CPC B ceccuro |[9x3amen 36 2,35 - 36
Buja npomexyTouHoi aTTecTannu (3K3aMeH) 3K3aMEH - - 9K3aMeH
OO011asi TPy10€eMKOCTh, Yac. 144 58,35 72 72
OO0masi Tpy10eMKOCTh, 32a4eTHbIE e IMHULIbI 4 - 2 2
4.2 TeMaTu4ecKNi IJIAH JeKIIHOHHBLIX 3aHATHI
AJ151 04HO# (popMBI 00yUeHH S
No . TpynoemMkocTb
TeMbl TeKIIMOHHBIX 3aHATUN pyA ’
/1 4.
1 |O6mas xapakTepucTUKa JOKYMEHTAllMOHHOI0 00eCeYeH s yIpaBIeHUs 6
2 OcHoBHbIe TpeOOBaHUS K 0HOPMIIEHUIO OPTaHU3AIIMOHHO- 6
pacCTOPSANTEIHHBIX JJOKYMEHTOB
3 |SI3BIK ¥ cTUIIH OUIIMATBHBIX TOKYMEHTOB 6
4 CucreMaTu3anus U XpaHeHHE TOKYMEHTOB. 5
J1okyMeHTOOOO0pOT M aBTOMATH3AIIHS IETIOMPOU3BOICTBA
5 |DneKTpOHHBIN JOKYMEHT M SJIEKTPOHHBIM TOKYMEHTOOOOPOT 6
6 OcobeHHocTH pabOTHI C TIOKYMEHTAMHU, COACPKANTUMU KOMMEPUYECKYIO 6
TaliHy
Bcero: 36
AJISl 04HO-3204HOI opMBbI 00yUeHH
No . TpynoemMkocTb
Tembl JTIEKITMOHHBIX 3aHATUAMN pyA ’
/i q.
1 |O6mas xapakTepucTHKa TOKYMEHTAlMOHHOTO 00eCTeYeH sl yIpaBIeHUs 4
2 OcHoBHbIe TpeOoBaHUS K 0HOPMIEHUIO OPTaHU3AIIMOHHO- 5
PacTOPSIUTEIBHBIX JIOKYMCHTOB
3 |SI3bIK ¥ cTWIIb OUITMANIBHBIX IOKYMEHTOB 4
4 CucreMaTu3zaiys U XpaHeHHEe JOKYMEHTOB 5
JlokyMeHTOOOOPOT M aBTOMATH3AIIMsI IETTOTIPOU3BOJICTBA




5 |DneKTpOHHBINA JOKYMEHT M 3JIEKTPOHHBIA TOKYMEHTOOOOPOT 4
5 OcoOeHHOCTH PabOThI C TOKYMEHTAMH, COICPKAIMMUA KOMMEPUYECKYIO 4
TalHy
Bcero: 28
4.3 TeMaTH4eCKHUii IUIAH NPAKTHYECKUX 3aHATHI
JI1 04HOi opMbI 00yUeHM S
No . TpynoeMKOCTb,
TeMbl IpakTUUECKUX 3aHATHH
/0 9.
1 OcobeHHocTH 0(UIUAIBHO — JEJI0OBOIO CTUJIS JOKYMEHTOB. 10
YnorpebiieHue NPONUCHBIX U CTPOYHBIX OYKB.
2 | Yaudwukanys v CTaHIapTH3AIMS YIIPABICHYECKUX JOKYMEHTOB 10
3 JIOKyMEHTOOO0POT Ha IPEANPUATHH. 10
ABTOMaTH3a1Ms JOKYMEHTAIIMOHHBIX MPOIIECCOB
4 | DneKTpOHHBIM JOKYMEHT U 3JIEKTPOHHBIN TOKyMEHTOOOOPOT. 8
OcoOeHHOCTH XpaHEHUS TOKyMEHTOB. 8
6 | Pabora ¢ nokymMeHTamMH, CoJiepKAIUMH KOMMEPYECKYIO TalHY. 8
Bceero: 54
JJIS1 OYHO-32049HOM GopMBbI 00yUeHH st
No . TpynoemMKkocTs,
TeMbl IpaKTUUECKUX 3aHATHH
/1 9.
1 OcobeHHocTH 0(UITHATIBHO — JEJIOBOTO CTUJISL TOKYMEHTOB. 4
YnotpebiieHue NponuCHBIX U CTPOYHBIX OYKB.
2 | YHudUKaMs v CTaHJApTH3AIMS YIIPABICHYECKAX TOKYMEHTOB 6
3 JIOKyMeHTOO0O0POT Ha NPEANPUATHH. 4
ABTOMaTH3aIMsI JOKYMEHTALMOHHBIX IPOLIECCOB.
4 | DneKTpOHHBIM JOKYMEHT U 3JIEKTPOHHBIN TOKyMEHTOOOOPOT.
5 | OcobeHHOCTH XpaHEHUS JOKYMEHTOB. 4
6 | Pabora ¢ MOKyMEeHTaMU, COJCPKAIIUMHA KOMMEPUYECKYIO TaifHYy. 4
Bceero: 28
4.4 TemaTn4yecKknii M1aH JadoOpaTOpHBIX padoT
JlaGopaTopHble paboThl yU€OHBIM IIJIAHOM HE TPEAYCMOTpPEHHBI.
4.5 CamocrositenbHas padora
AJIs1 04HO# (popMBI 00yUeHH S
Bung camocrosTenpHON HazBanue O0BeM
paboThI (conmepsxanue paboOTHI) akKaJ. Jac.
M3yueHune NeKIMOHHOTO OCMBICIIEHUE U 3aKPEIIJIEHNE TEOPETUYECKOTO 17




Marepuaia Marepuajia B COOTBETCTBUU C COAEPKaHUEM JICKIIUOH-
HBIX 3aHATUU

CaMocToATEIbHOE N3YYEHHE OCHOBHOM U JIOTIOIHHU-
IToaroroBka k TEJILHOM JIMTEPaTyphl, TOUCK U cOOp MH(OPMAIHH TTO

NPaKTUYCCKUM 3aHATHSAM | TUCIUILIMHE B ICPUOTUYCCKUX NIEUYATHBIX U HHTEPHET- 10
U3JIAHKSX, HA OQUITHATBHBIX cCaliTax

DK3aMeH [ToBTOpEHME 1 3aKpeIICHHE U3YYSHHOTO MaTepuasa 27

UTOT'O 27

AJISl 04HO-3204HOI (opMBbI 00yYeHH
Bun camocrosTensHOM Hazpanwme Ob6beMm
paboThI (coneprxkanue pabOTHI) akKaJ. Jac.

OcMBICIIEHUE U 3aKPETUICHHE TEOPETUICCKOTO

W3yuyenue JNeKInOHHOTO

MaTepHaa MaTepuajia B COOTBETCTBHHU C CONCPHAHNEM JICKLIHOH- 38
HBIX 3aHIATUN
CaMocTosATeIbHOE U3YICHHE OCHOBHOM M JIOTIOTHH-

[ToaroroBka k TEJILHOM JIUTEPATYpPHI, IIOUCK U cOOP MH(MOpMAIIHH TIO 14

NPAaKTUYCCKUM 3aHATHSAM | TUCIMILIMHE B ICPUOTUYCCKUX MIEUATHBIX U HHTCPHET-
U3JJAHUAX, HA OQUITMAIBHBIX caliTax

DK3aMeH [ToBTOpEeHME M 3aKpEIICHIE H3YICHHOTO MaTepuaa 36

HUTOI'O 52

5 METOJAUYECKHUE PEKOMEH/JIALIUM 11O U3YYEHUIO JUCHUIITIMHBI

N3ydyenune AMCUMILTUHBI HEOOXOJMMO HAdaTh C O3HAKOMJICHHS ¢ paboueil mporpammon.
Ocob60e BHUMaHKE CIeAyeT OOpaTUTh Ha BOIPOCHI, BBIHOCUMBIE JIJISi CAMOCTOSATEILHOTO U3YUCHHS.
B Te3ucax nexkuuii mpeacTaBieH TEOPETHYECKHM MaTepual Mo AMCLMILIMHE COIVIacCHO pabodyemy
I[JIaHy, B KOHIIC IPUBCACHBLI BOIIPOCHI AJIA KOHTPOJIA 3HAHUH.

W3yvast nucuuIinHy HeoOX0IMMO PaBHOMEPHO paclpeAensiTh BpeMs Ha MpopaboTKy JIeK-
AN, CAMOCTOATENbHYIO PabOTy IO BBIMOJHEHUIO MPAKTUUECKUX PabOT, CaMOCTOSTEIbHYIO0 paboTy
M0 MOATOTOBKE K MPAKTHUYECKUM 3aHATHUSIM. BOMPOCHl TEOPETHUUECKOTO Kypca, BHIHECEHHBIE Ha ca-
MOCTOSITEJIbHOE M3y4YeHHE, HauboJsee 1enecoo0pa3Ho OCBauBaTh Cpa3y IOCIIE€ MPOYUTAHHOM JIEK-
I[UU, COCTABJISISI KOHCIIEKT IO BOMPOCY B TETPAHU C JICKIIMOHHBIM MaTEPHATIOM.

Ecnu npu u3yueHun IUCHUIUIMHBL y 00yYaronierocsi BO3HUKat0T BOIPOCHL, TO UX MOKHO 00-
CYIUTh Ha KOHCYNIBTAIUAX MO PyKOBOJCTBOM IMPETMOaBATENS.

CHGHI/I(l)I/IKa JUCHUIIIIMHBI 3aKII0YacTCd B TOM, YTO IMTOMHUMO H3YUCHUA TCOPECTUUYCCKUX BO-
MPOCOB, 00yUaroeMycss HE00X0UMO MPUOOPECTH MPaKTUUECKHE HABBIKU, CBSI3aHHBIC C BEACHUEM
ACJIOMPOU3BOJACTBA U JOKYMCHTAIMOHHBIM olecrieueHnemM ACATCIIBHOCTHU JIMII U PA3JIMYHBIX Opra-
HU3AIUH.

[Ipu pabote ¢ nuTeparypoii cieayeT oOpaTUTh BHUMaHHE HA UCTOYHUKA OCHOBHOW W JO-
MOJTHUTENBHON TUTEepaTyphl, IpUBEIEHHBIE B paboueil nporpamme. [ Oonblero npeacTaBieHUs
0 IUCHUIIJIMHE BO3MOYXHO O3HAKOMJICHUEC C MIEPUOANICCKUMHA U3JAHUAMU MMOCICAHUX JICT U I/IHTep-
HET-UCTOYHHUKAMH.

HpI/I IMMOATOTOBKE K 3K3aMCHY CIICAYET O6paTI/ITB BHUMAaHHC HaA CICAYIOIIME MOMCHTBLI: 3a4CT
¥ 9K3aMeH MPOBOJIATCS B YCTHOU (opMe, MPH MOATOTOBKE JyUIlle CTPYKTYPUPOBATh M KOHCIIEKTHU-
pOBaTh MaTepHal.

6 OCHOBHAA, JOIHOJHUTEJBbHASA JINTEPATYPA, ITPOI'PAMMHOE
OBECNIEYEHUE U PECYPChl HTHO®OPMAIIMOHHO-TEJEKOMMYHHUKAIIMOHHOM
CETU «<MHTEPHET»:




6.1 OcHoBHas IMTEpaTypa:
6.1.1. Bpeckuna, H. B. OcHoBBI enonpon3BoacTBa [ DIEKTPOHHBIN pecypc] : yued. mocobdue
/ H.B. bpeckuna.— CraBpononb: uszn-Bo CKO®Y, 2015. — 123 c. — Pexum npocryna

https://rucont.ru/efd/578752.

6.1.2. I'anenko, H. H. OcHOBHI Aem0onpon3BoOACTBa [ DIEKTPOHHEIN pecypc] : yaeOHoe moco-
oue. — Kunens : PUO CamI'AY, 2019. — 181 c¢. — Pexxum nocryma : https://rucont.ru/efd/685285.
6.1.3. TlonoBuy, E. A. JlokyMeHTaIlMOHHOE OOECTICUeHUE YIPABJICHUS MIEPCOHATIOM [DIIeK-
TPOHHBIA pecypc] : ydeb. mocobue. — OpeHOypr :
https://rucont.ru/efd/245264.

6.2 JlomotHUTEIbHAS JIUTEpaTypa:
6.2.1. bapuxun, A. b. KagpoBoe nenonpou3BoaCTBO [ DIEKTPOHHBIN PECypc|: MPaKTUYECKOEe
nocooue. — M. : Kamxnsiidi mup, 2009. — 192 ¢. — Pesxum goctyna : http://rucont.ru/efd/140683.
6.2.2. Jlenonpous3BOJACTBO U TOKYMEHTALIMOHHOE OOECII€YeHHE roCyIapCTBEHHOW U MYHH-
numnansHoi ciyx0sl / 0. B. Mupromkuna. — CtaBpomnoss : u3n-so CKOVY, 2016. — 116 c. — Pexxum
nocryma : https://rucont.ru/efd/603286.
6.3 IIporpamMHoOe oOecriedeHue:
6.3.1. Microsoft Windows 7 Ilpodeccuonanbuas 6.1.7601 Service Pack 1;
6.3.2. Microsoft Windows SL 8.1 RU AE OLP NL;

6.3.3. Microsoft Office cranmgaptabiit 2013;
6.3.4. Microsoft Office Standard 2010;

ory, 2014. — 112 c¢. — Pexum pgoctyna :

6.3.5. Kaspersky Endpoint Security mis 6usaeca - Crangaptasiii Russian Edition;
6.3.6. WinRAR:3.x: Standard License — educational -EXT;

6.3.7. 7 zip (cBOOOHBII HOCTYII).

6.4 IlepeyeHb MHPOPMANTMOHHO-CIIPABOYHBIX CHCTEM U NMPOGecCHOHAIBHBIX 043 JaHHbIX:
6.4.1. http://www.consultant.ru — CnpaBounas npaBoBas cucrema «Koncynbrant [nrocy.
6.4.2. http://www.garant.ru — CripaBouHO-TIpaBOBasi CHCTeMa IO 3aKOHOAaTeNbCTBY Poccuii-
ckor Penepanuu «I'apanTy.
6.4.3. www.elibrary.ru — Hay4nas snekrporHas 6ubnmorexa.

7 MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI

No
/1

HanMmeHnoBanne crienuajbHBIX TOMEILEHUN U
MIOMENIEHUH I CAMOCTOSITEIbHON PabOThI

OcHAaIIEHHOCTh CHEUaIbHBIX TOMEIIEHUN U
MTOMEIIICHUH JIJISl CAMOCTOSTEIIBHON paOOTHhI

VY4aeOHast ayauTopus sl TPOBENCHHUS 3aHATUN
JIEKIIMOHHOTO THUTA, 3aHATHI CEeMHHAPCKOTO THIIA,
KypCOBOTO TIPOEKTUPOBaHUS (BBITIOJHEHHUS KYyp-
COBBIX DPa0OT), TPYNMOBBIX W WHAMBHIYAJTbHBIX
KOHCYJIbTAIIU/, TEKYIIETO KOHTPOJS U MPOMEKY-
TOYHOU aTTecTanuu, aya. 3232.
Camapcxas o06a., eo. Kuwuemb, mn.c.m.
Kunenwvckuii, yn. Cnopmusnasi, 0. 8A.

Yemo-

YuebHas aynuTopus Ha 24 MOCaJOYHbBIX MECTa,
YKOMIUIEKTOBaHHAs CTIIEHUAIM3UPOBAHHOMN Me-
0eJbIo (CTOJMBI, CTYTbs, yueOHas JOCKA) U TeX-
HUYECKUMH CPEICTBaMHU 00y4eHus (MepeHoc-
HOU MPOEKTOP, MEPEHOCHOI HOYTOYK, SKpaH)

Y4yeOHass ayauTopusi Ul TPOBEACHHUS 3aHITHU
JICKIIMOHHOTO THIIA, 3aHATHH CEMHUHAPCKOTO THIIA,
KypCOBOTO TPOCKTUPOBAHUsI (BBITIOJIHEHUS KYp-
COBBIX paloT), TPYNIOBBIX W HHAUBUAYAIbHBIX
KOHCYJIbTAIIUH, TEKYIIEro KOHTPOJIS M MPOMEXKY-
TOYHOU aTTecranuu, aya. 3239.
Camapcxasa o06a., eo. Kuwuenb, n.e.m.
Kunenvckuii, yn. Cnopmuenas, o. 8A.

Yemo-

YuebHas aynuropus Ha 30 mocagouHbIX MECT,
YKOMILJIEKTOBAaHHAS CIIELUATN3UPOBAHHON Me-
0enblo (CTOJMBI, CTYJbS, yueOHas JOCKa) U TeX-
HUYECKUMHM CpeICTBaMU 00y4yeHHs (epeHoc-
HOM MPOEKTOp, NEPEHOCHON HOYTOYK, KpaH)

VYuebHass ayauTopusi A NPOBENCHUS 3aHATUN
JICKIMOHHOTO THIIA, 3aHATUN CEMHHAPCKOIO THIIA,
KypCOBOTO IPOEKTHUPOBAHMUS (BBIMOIHEHHS KypCo-
BBIX pa0oT), rpyNMOBHIX ¥ MHAWBUAYAIBHBIX KOH-

YuebHas aynuropust Ha 14 mocalouHBIX MECTa,
YKOMIUICKTOBAaHHAs CIICIUATM3UPOBAaHHON Me-
Oenpio (CTONBI, JTAaBKH, ydeOHasl TOCKa, KOM-
MBIOTEPHBIE CTONBI, CTYJbs), KOMITBIOTEPHOU
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CyJIbTAIWHA, TEKYIIEro KOHTPOIS W MPOMEXKYTOY-
HOM aTTecTaruy, aya. 3241.

Camapcrasa o06a., eo. Kuuenb, n.e.m.
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

Yemo-

TexHukoi (12 pabouux craHuuil) U TEeXHHUYE-
CKMMHU cpeAcTBaMH oOOyueHus: (IepeHOCHOU
MIPOEKTOP, IEPEHOCHON HOYTOYK, 3KpaH)

[Tomemenue 1si CAMOCTOSTEIIBHON paOOTHI, ay/l.
3310a (yuTaMBHBIN 3a1).

Camapcrkas 00x1., . Kunenw, n.e.m. Ycmo-
Kunenvcxuii, yn. Cnopmuenas, o. 8A.

[Tomemenne Ha 6 MOCAJOYHBIX MECT, YKOM-
TUIEKTOBAHHOE CTICIUATN3UPOBAHHON MEOEIbI0
(KOMIIBIOTEPHBIE CTOJBI, CTYJbsl) U OCHAIICH-
HOE€ KOMIIBIOTEPHOUN TEXHUKON

(6 pabouynx CTaHIWK), TOIKIIOYCHHON K CETH
«MHTepHEeT» W oOecneymBaromeld AOCTyH B
3JIEKTPOHHYIO nH(POPMAILTMOHHO-
00pa3oBaTeNbHYIO CPEy YHUBEPCHUTETA.

[Tomemienue anst XpaHeHHUsI U MPOPUIAKTUYECKOTO
oOcmyXuBaHUsI y4eOHOro OOOpyIOBaHMS, ayl.
32030.

Camapcraa o6n., eo. Kuneno, n.e.m.
Kunenvckuii, yn. Cnopmuenas, 0. 8A.

Yemo-

CnenuanbHbli MHCTPYMEHT W WHBEHTApb IS
y4eOHOro 000pyIOBaHUS:

KHCTOYKH 11 OYUCTKM KOMIIBIOTEPOB U KOM-
IUIEKTYIOIUX, COUPT, KOMIUIEKTYIOLINE U pac-

XOJHBIC MAaTCpHUaJibl.

8

®OHA OHNEHOYHBIX CPEACTB JJis1 TIPOBEJAEHHWA TEKYIIEA u
IMPOMEXYTOYHOU ATTECTALLUU

8.1 Buabl n popMbl KOHTPOJISI IO AUCIHUTIIAHE

KoHTpoib ypOBHSI yCBOEHHBIX 3HaHHMM, OCBOCHHBIX YMEHUN U NPUOOPETEHHBIX HABBIKOB
(BIazieHuil) OCyIIEeCTBISETCS B paMKaX TEKYIIEro U MPOMEXYTOYHOTO KOHTPOJISI B COOTBETCTBHH C
[Tono>xeHreM O TEKyIIeM KOHTPOJIE U TPOMEXYTOUHOM aTTeCTalluy 00y4YaroXcs.

TCKYH_IHﬁ KOHTpPOJIb OCBOCHHUA KOMIIETCHITUHN

o JUCHHUIUIMHC HPOBOAUTCA IIPU U3YyUYCHUU

TEOPETHYECKOr0 MaTepuasia, BBIIOJHEHUM 3aJaHUM Ha IPAKTHYECKUX 3aHATHAX. Tekynemy
KOHTPOJTIO TOJUICKUT MOCEIIaeMOCTh 00YYarOIIUMHUCS ayIMTOPHBIX 3aHATUN U paboTa Ha 3aHATHSIX.
HtoroBoii o1ieHKON OCBOCHMSI KOMIETEHIIUM SBIISIETCS MPOMEKYTOUHAsl arTectauus B Gop-
Me 3ayeTa, MPOBOAMMAs C YYETOM pe3yJbTaTOB TEKYyILero KoHTpoussa B 4 cemectpe Ha |l kypce ou-
HOM popmbl 0OyueHnus, B 4 u 5 cemecrpax Ha Il u Il kypce ouno-3a0uHOM hopmbl 0OyUEHUS.

8.2 TunoBble KOHTPOJIbHBIEC 33JaHUSI WJIM HHbIe MaTepHaJibl, HeOOXOAUMBbIE /UIS1 OLEHKH
pe3yJbTaTOB 0CBOCHMS 00pa30oBaTeIbHOI MPOrpaMMbl B paMKax y4eOHOH AU CHUIIIMHBI

Ouenounvie cpedcmea 014 nPoeedeHUus meKyuieil ammecmayuu

IIpakmuueckue

BapI/IaHTI)I IPAKTUYCCKHUX 3aJa4.

LCoNoOAWNE

CocTaBuTh CIIpaBKy MO MECTY TpeOOBaHMU.

3a0aqu

CoCTaBUTH aKT O HapyUmICHUHA pr,[[OBOﬁ JUCHUITIINHBI.

CocTaBUTh NPOTOKOJI COBEIIAHUS.
CocTaBHUTh TOKIJIATHYIO 3aMHCKY.
CocTaBUTh OOBSICHUTETHHYIO 3aIHCKY.
CocTraBuTh 3asBJICHHUE.

CocTaBUTh NpUKa3 MO JIMYHOMY COCTaBY.
CocraBuTh yKa3aHUE.

CocTaBUTh pacropsiKeHHE.

10 CocTaBUTH TOBEPEHHOCTD.
11. CocTaBUTh pacluCKy Ha TOTYYSHHUE ICHEKHON CYMMBI.




12. CocTaBuTh I€T0BOE TUCHMO.

13. CocTaBuTh XapakTEepUCTUKY U PEKOMEHAATEIHHOE MTUCHMO.
14. CocraButh aBTOOMOTpadUIO.

15. CocTaBuTh JOKHOCTHYIO HHCTPYKLHUIO ceKpeTaps — pedepeHTa reHepaibHOro JUPEeKTopa.
16. CocTaBUTh MITATHOE PACIHCAHUE.

17. HanucaTh puikas o mpremMe Ha padory.

18. CocTaBuTh OTYET MO KOMAaHAUPOBKE.

19. CocTaBUTh OTYET O KOMaHIUPOBKE.

20. CocTaBUTH TOJIOKECHHUE.

21. CocTtaBUTh HOMEHKIIATYPY J1€] NMPEANPUSATHUS.

22. CocTaBUTH TUTAH MTPOBEICHUS MEPOTIPUSTHS.

Memoouka paccmompenus nPAKmMu4ecKux 3a0au

B MMpoHeCcCe U3ydCHUA MaTCprajia Ha MPAKTHYCCKUX 3aHATUAX HUCIIOJB3YCTCA OMMMCAHUC PC-
QIBHBIX YKOHOMHYECKHUX, ITPABOBBIX U COLUAIBHBIX CUTYAIMi B cepe rocyJapCTBEHHOTO U MyHH-
[UIATBHOTO ciykamero. OOydaroniuecs: MTOJDKHBI UCCIIEA0BATh CUTYAIMIO, pa3o0paTrhCcsi B CYTH
po0JieM, MPEANOKUTh BO3MOXKHBIE PEIICHUS U BbIOpaTh jtydiiee u3 HuX. CUTyalluu OCHOBBIBAIOT-
Csl Ha peayIbHOM (PaKTUYECKOM MaTepHalie WK K€ MPUOIMKEHbI K PEaIbHOU CUTYaLIUU.

Kpumepuu u wikana oyenxku zpynnogvlx u uHOUGUOYANbHBIX NPAKMUUECKUX 3A0aY:

- OLIEHKAa «3a4TE€HO» BBICTABIIAETCS OOYy4yarOIIMMCS, €CIM OHU CBOOOJHO BIAJCIOT
MaTepUaIOM, IPUMEHSIOT U3yYEHHBIE 110 JAUCLUIUIMHE TEPMUHBI M IOHATHS, MOTYT IPEIIOKUTH
apryMEHTHPOBAHHOE  DPELIEHUE II0 CHUTyalluM WIM OTBETUTh Ha IIOCTAaBJICHHBIE BOIPOCHI C
MCI0JIb30BAHNEM U3Y4YEHHOIO MAaTEPHUAIIa;

- OLIEHKA «HE 3a4TEHO» BBICTABIISIETCS 00YYaIOLIMMCs, HE BJIQJCIOIIUM OCHOBOIIOJIATAl0LIH-
MU 3HaHUSMHU 110 IIOCTABJIEHHOMY BOIIPOCY, €CJIM OHM HE OPUEHTUPYIOTCS B OCHOBHBIX IOHSTHSX,
HE MOT'YT IPOAHAJIU3UPOBATh CUTYAIMIO U HE MOT'YT IPEJIOKUTh MyTHU PELIeHUs IpoOieMbl, pac-
CMOTPEHHOMU B CUTYallUH.

Yemuwiii onpoc

Bonpocs! 1 mpoBeieHus onpoca JUCHUILUIAHE:

. [lonsiTEe 1EnONPOU3BOICTBA.

. CymHocTh ¥ QyHKIIMH JOKYMEHTA.

. Knaccugukanus 10KyMeHTOB.

. YHU}UKanus ynpaBIeHYeCKON JOKYMEHTaIUH.

. CrangapTu3anus ynpaBieH4eCKONH JOKYMEHTAINH.

. PEKBU3NTHI TOKYyMEHTOB: IOHATHE U COCTAaB.

. 3apOo’KJIeHUE CUCTEMBI JIEIONPOU3BOJICTBA B J|peBHEPYCCKOM roCcyAapCTBe.
. IIpykaszHoe 1e10npon3BoICTBO.

. Komnesxckoe aenonpou3BoICTBO.

. MuHuCTEpCKOE 1€70NIPOU3BOICTBO.

. CoBeTckuii mepuo rocy1apcTBEHHOTO JeI0NPOU3BO/ICTBA.
. IlonsiTHE OpraHN3allMOHHBIX JOKYMEHTOB.

. YcTaB: noHATHE, MPOLIeTyphl YTBEPKIACHHUS U PETUCTPALIUH.
. CTpyKTypa ycTaBa 1 €r0 OCHOBHbBIE PEKBU3UTHI.

. YupenuTenbHbIi JOTOBOP.

. IlonoxxeHns Kak OpraHu3allMOHHBIE JOKYMEHTHI.

. lllTaTHOE pacniucanue.

. IHCTpyKIIMN KaK OpraHu3aliOHHbIE JOKYMEHTBHI.

. JloJpKHOCTHAS MHCTPYKLIMS.

. ITonsATHE, 1ENM ¥ Ha3HAYeHUE MH()OPMAITMOHHO-CIIPAaBOYHON JOKYMEHTAIUH.

O 00 1IN DN K~ W —

DO M = = = = = e e =
SO OO0 WnN D WDN—O



21. Buzasl cipaBoK U IIpaBUJIa UX COCTABIICHUS.

22. OcHOBHBIE TPEOOBAHUS K aKTaM.

23. JlokyiaiHbIC 3aIUCKU.

24. OOBSICHUTETBHBIC U CITY)KEOHBIE 3aITHCKH.

25. IloHATre pacnopsIUTENbHBIX JOKYMEHTOB.

26. OcHOBHBIE TPEOOBAHUS K PACTIOPSIKEHUIO.

27. IlocTaHOBIIEHNE KaK pAaCHOPSAUTEIbHBIN JOKYMEHT.

28. IlonsiTue ykazanusi.

29. Ilonsatue, BUABI ¥ MOPSIOK NOATOTOBKY IIPUKA30B.

30. OcHoBHBIE 3Tanbl PabOTHI C PACHOPAIUTEILHBIMHU TOKYMEHTAMHU.

31. OcHOBHBIE TPeOOBaHUS K PEIICHUIO.

32. IlonsiTHe, CYIIHOCTh U OCHOBHBIE TaIlbl POBE/ICHHUS IEPETOBOPOB U COBEIIAHUU.

33. CoBelianue: NOHATHE U IOKYMEHTAJIbHOE CONPOBOKICHHUE.

34. JIokyMEeHTHPOBaHUE PE3YJIbTATOB JICIOBBIX BCTPEU U MEPErOBOPOB.

35. IloHsATHE NPOTOKOJIA U €T0 OCHOBHBIE PEKBU3UTHI.

36. IIpaBuna ohopmiieHHST OCHOBHOM YacCTH IIPOTOKOJIA.

37. OcHOBHBIE TPEOOBaHUS K IOTOBOPY.

38. CymHOCTb U BU/IbI ACTIOBOM NEPETHUCKHU.

39. IlonsiTe M Pa3HOBUIHOCTH JIEJIOBBIX ITUCEM.

40. OcHoBHBIE TPeOOBAHHUSI K JIEJIOBBIM MTHCHMAaM.

41. Ctaauu MOATOTOBKH JIETTOBBIX MTHUCEM.

42. TpynoBoii 10roBop: MOHATHE U MpaBuiia 0PopMIICHUS

43. JIngHOE JEII0 U ero CTPYKTYpa.

44. Tlopsaok BelleHUs TPYIOBBIX KHUKEK.

45. Opranu3zanus T0KyMEeHTO000pOTa, €ro KOJIMYECTBEHHBIC U KaUeCTBECHHBIC
XapaKTePUCTHUKHU.

46. TexHomorun 0OpabOTKH BXOSAIINX TOKYMEHTOB.

47. BuyTpeHHUI T0KyMEHTOO0OPOT.

48. Pabora ¢ ucxoasmiei JOKyMEHTaIHEH.

49. Opranu3anus 31EeKTPOHHBIX KOMMYHUKAIIHH.

Kpumepuu u wikana oyenku omeemog Ha KOHMPOAbHblE 60RPOCHL .

- OLIEHKA «3aYT€HO» BBICTABIISETCS 00YyYaroIeMycs, €CIM BOIPOCH PACKPBITHI, W3JI0KEHBI
JIOTUYHO, MOKA3aHO YMEHHUE WUIIOCTPUPOBATH TEOPETUUYECKUE IOJIOKEHUS KOHKPETHBIMU IpPUMeE-
paMu, MPOAEMOHCTPUPOBAHA CIIOCOOHOCTh MCIOJIb30BaTh CBEICHMS W3 PA3IUYHBIX HUCTOYHUKOB B
pealbHBIX YCIOBUSX; TOMYCKAIOTCA HECYIIECTBEHHBIE OMMOKN U MPOOEIbl B 3HAHUSX;

- OLIEHKA «HE 3a4TE€HO0)» BBICTABIISIETCS, €CIIM YPOBEHb 3HAHUM 00y4aronierocsi He10CTaTOYeH
JUIS JIOTUYHOTO U3JIOKEHUSI U3Yy4aeMOIo MaTrepuania, €ClIi OH HEYBEPEHHO OPUEHTUPYETCS B PEKO-
MEHJIyEeMOM JINTEPATYpe, HEYBEPEHHO WJIM HEMIOJIHO OTBEYAET HA JIOTIOJHUTEIBHBIE BOITPOCHI.

Ouenounvie cpedcmea 014 NPOBEOCHUA RPOMENHCYMOYHOI AMMECM AU

DK3aMeH MO JUCIUILIINHE TPOBOIUTCS B YCTHOU (popMe IO CIIETYIOITUM BOITPOCaM
Ilepeuens s3K3aMeHAYUOHHBIX BONPOCOS.

[TonsTHE «IOKYMEHT», €T0 pazBuThe. CBsI3b HHGOPMAIIUHU U IOKYMEHTA.
OYHKIIMU JOKYMEHTA.

Pa3BuTHe crioco00B TOKYMEHTUPOBAHMS U UX IPUMEHEHHE B HACTOSIIEE BPEMSL.
Butbt cimykeOHBIX TOKYMEHTOB.

CnyxebOHble (1e0BbIe) MUCHMA.

[IpaBuiia opopmiieHHs OpraHU3aUOHHO—PACTOPAIUTENbHBIX JOKYMEHTOB.
biraHKM TOKYMEHTOB.

IOpuandeckn 3HAaUNMBIE PEKBU3UTHI JIOKYMEHTA.

N a~wNE



9. OcobenHocTH 0QUIMATBHO-AETIOBOTO CTHIIS JOKYMEHTOB.

10. YnoTtpebnenue mpomuCHBIX M CTpOYHBIX OykB. Hambonee ymorpebisieMble COKpalieHUs
CJIOB.

11. Odopmienue nat 1 Yuces B TOKYMEHTax.

12. Opranu3anus Jenonpou3BOACTBA Ha MPEIIPUITHH.

13. [TonsiTHE TOKYMEHTOOOOPOTA.

14. ABTomMaru3anus TOKyMEHTOO0OpOTA.

15. Cucremarusanus 10KyMEHTOB Ha MPEANPUATHH.

16. Peructpanus JOKyMEHTOB ¢ IOMOIIbI0 «HOMEHKIATYpBI 1eI».

17. ®opmupoBanue u ohopmIICHUE JE.

18. OnepaTtuBHOE XpaHEHUE JIEII.

19. IloHsATHE 3NIEKTPOHHOTO JOKYMEHTA.

20. IIpenmy1ecTBa U HEIOCTATKU SIEKTPOHHOTO TOKYMEHTA.

21. DJIeKTPOHHBIN JOKYMEHTOOOOPOT.

22. FOpuanueckoe 3HaYCHHE AJIEKTPOHHOTO JJOKYMEHTA.

23. 3amuTa KOHQHUISHIIMAIBHOCTH CBEICHUH, COJepKAIIUX KOMMEPUYECKYIO TailHy.

24. 3amuTa MepcoHaIbHBIX TaHHBIX PAOOTHHKA.

25. OcoOeHHOCTH OPHUIHATEHO — AETOBOTO CTUIISI TOKYMEHTOB.

26. CucreMaTH3anus JOKYMEHTOB Ha TPEATPUSITHH.

27. HomeHkuatypa jiefl, ee 3HaueHue ¥ PUMEHEHHE B JISIONPOU3BOICTBE.

28. Buasl HOMEHKIIATYD JCIT.

29. ABToMaTu3anus T0OKyMEHTAlMOHHBIX MTPOILIECCOB.

30. TpeGoBaHMS K COCTABICHHUIO M O()OPMIICHHUIO TIPHUKAa3a.

31. TpeboBaHUs K COCTABICHUIO H O(DOPMIICHHIO JOKJIAIHBIX U OOBSICHUTEIBHBIX (BHEITHUX H
BHYTPEHHUX).

32. TpeGoBaHMs K COCTaBICHHIO U 0(OPMIICHHIO CIIPAaBOK (BUAA CIIPABOK, CIIPABKU BHEIITHUE U
BHYTPEHHHUE).

33. TpeboBaHus K COCTABICHUIO M O(DOPMIICHHIO aKTa.

34. TpeOoBaHMS K COCTaBICHHUIO M O(OPMIICHHIO TIPOTOKOJIA.

35. 3HaueHne HOPMAaTUBHO-METOINYECKOH perjJaMeHTally JeI0pOru3BO/ICTRA.

36. XapakTepucTrKa JeHCTBYIOIINX TOCYIapCTBEHHBIX HOPMAaTHBHO-METOINIECKHUX IOKYMEHTOB.

37. loxkymeHnToo00poT. Onpenenenne, XapakTepuCcTUKA OCHOBHBIX JIOKYMEHTOIIOTOKOB.

38. IlpaBuia opranu3aiy JOKYMEHTO000POTa YUPEKICHHUS.

39. 3agaun perucTpanu JOKYMEHTOB, €€ OpraHu3alys.

40. ®opMBI perucTpalyu JOKYMEHTOB.

41. TexHOJOrHK KOHTPOJIS 32 UCTIOJTHEHUEM TOKYMEHTOB.

42. OcoOeHHOCTH BEJICHUS JISTOMPOU3BOJICTBA TI0 OOPAIICHUIO TPAKIAH.

43. opMupoBaHHe Jie]1 KaK TEXHOJOTHUECKasi ONeparus J1eJI0NpOU3BO/ICTBA.

44 TlpaBuia popMHUpOBaHUS B Jiea JOKYMEHTOB OTJEJIbHBIX KaTETOpUH.

45. DkcnepTu3a IEHHOCTH JIOKYMEHTOB B IEJIONPOU3BO/ICTBE. 3a/1auM U MOPSIIOK MPOBEICHHUS.

46. IloaroTroBka e yUpeKICHUN K JadbHEUIIEMY XpaHEHHIO W UCTIOIH30BaHUIO.

Ilpumep dunema

MMHHUCTEPCTBO CEJILCKOI'O XO35IMICTBA POCCUICKOI ®EJEPAIINN
denepanbHOE rocy1apcTBEHHOE 010 KETHOE 00pa30BaTeNbHOE
YUpEKIEHUE BBICIIETO 00pa30BaHUs
«Camapckuii rocy1apCTBEHHBIN arpapHblii YHUBEPCUTET

Hamnpasienue noaroroBku: 38.03.04 I'ocynapcTBEHHOE M MYHHULIUIIATBHOE YIIPABICHUE
[Tpoduns: MyHununaisHOE ynpaBieHUE
Kadenpa: l'ocynapcTBeHHOE yIpaBiI€HHE U 1€JI0BOE aIMUHUCTPUPOBAHUE



Jucuunnuna: OCHOBBI JOKYMEHTAIIHOHHOT'O 00ECTICYeHUS yIIPABICHUS
Dk3amMeHalnoHHbIN oner Ne 1

1. TlousTHE «IOKyMEHT», €ro pa3BuTHE. CBsA3b HHPOPMALIUU U JOKYMEHTA.
2. 3amyra KOH(QHUIESHIMAIbHOCTH CBEACHUH, COJIepKAIUX KOMMEPUYECKYIO TalHY.
3. TloxaroroBka fen yupexaeHUH K JalbHEHIIeMy XpaHEHUIO U HCIIOJIb30BAHUIO.

CocraBurelb H.H. I'anenko
3aBenyromuit kadeapoit A.T'. BonkoHcKast
[ara

8.3 Kpurtepuu oueHnBaHusi ypoBHS ¢()OPMHPOBAHHOCTH KOMIIeTeH M

OrneHka 3HaHWH, TTOKA3aHHBIX O0YYArOIIUMHUCS HA dK3aMeHaX, JIOJDKHA BCECTOPOHHE OTpa-
’)KaTh YPOBEHbB MOJATOTOBKH CIEUHAINCTA, BBISIBIIATH €M0 YMEHHUE pellaTh KOHKPETHbIE 3a1aun. Kpu-
TEepPHUH OLEHKU 3HAHWN YCTaHABIMBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMH K MPO(EeCcCHOHATBHOM
MOJTOTOBKE, MCXOMS W3 JICUCTBYIONIMX yYEOHBIX IUTAHOB M MPOrPaMM C YYETOM XapaKTepa KOH-
KPETHOW JUCHUIUIMHBI, a TakKe Oyayiiel MpakTUYeCKOW NeATeIbHOCTH BBITYCKHUKA. 3HAHUS Olie-
HUBAIOTCS TIO YEThIpeX OanbHOM IIKane (OTIIMYHO, XOPOIIO, YIOBIECTBOPUTEIHHO, HEYIOBIETBOPH-
TEJILHO).

IIIkama oneHMBaHUS PK3aMCHA

Pesynbrar YposeHb
9K3aMEHa OCBOEHUS Kpurepun
KOMIIETCHIII

OOyuaromuiicsi MoKa3aj 3HAHUS OCHOBHBIX TOJIOKCHUH JTUCIU-
BLICOKI/Iﬁ IIJIMHBI, }’MGHI/IG pemaTb vKOHKpCTHBIev IIOCTAaBJICHHBIC 3aJayl,
«OTIIUYHO» YPOBEHD NPeTyCMOTPCHHBIC paboyeil mporpaMMoii, OpUCHTHPOBATHCS B pe-

KOMEHIOBaHHOH JHTepaType, yMEHHE MPaBUIHHO OIEHUTH MOJIY-
YEHHBIE PE3YJIbTATHL PACUETOB.

OOyuaromuiicst TBEp/O 3HAET MPOrPAMMHBIN MaTepuas, rpaMOTHO
nopbenasi | X O CYUIECTBY HM3JIaraeT ero, He JIONMYCKAeT CYIIECTBEHHBIX He-
«XOPOIIO» YPOBEHD TOYHOCTEH B OTBETE€ Ha BONPOC, MPABUIBHO MPUMEHSET TEOPETH-
YEeCKHE IOJIOKEHUS TIPU PEIICHUH MPAKTHYECKUX BOIPOCOB, Bia-
JieeT He0OXOIMMBIMU HABBIKAMH U IPUEMaMH UX BBITTOJIHEHHUSL.

O6yanOIHHﬁCH HMECT 3HAHHUA TOJIBKO IO OCHOBHOMY MaTcpually,

«yZHOBJIE- ODOTOBBII HO HE YCBOUJI €ro JAETAIBHO, JOIyCKAaeT HETOYHOCTH, HEIOCTATOY-
TBOPUTEb- pOBeHb HO MpaBWIbHbIE (OPMYIMPOBKU, HAPYLIEHUS IOCIIEI0BATEIbHO-
HO» yp CTH B H3JIOKEHUN MaTepHalla M WCIBITHIBACT 3aTPYAHEHUS B BBI-

IMMOJIHCHUH ITPAKTUYICCKUX pa60T.

OOyyaronuiicst He 3HaeT 3HAYUTENHFHON YacTH MPOTPaAaMMHOTO Ma-
Tepuanga, JONYyCKAaeT CYIIEeCTBEHHbIE OIIMOKH, HEYBEPEHHO C
OONBITUMHU  3aTPYJHEHUSMH BBITIOJNHIET MPAKTUUYECKHE PabOThI
WJIM OTKa3bIBAETCS OT OTBETA.

«HEYAOBJIE- | MUHHUMAaJIbHBIN
TBOPUTEb- YPOBEHb HE
HO» JOCTUTHYT

8.4 MeToanyeckne MaTepHuaJibl, onpee/siiolue Npouelypbl OleHUBAHUSI 3HAHUIH, YMEHMH,
HABBIKOB H ONBITA 1eSITeJIbHOCTH, XapAKTePU3YIOIIUX 3Tanbl GOPpMHUPOBAHUS KOMIIETeHIN i

OneHka 3HaHMM, YyMEHUH, HaBBIKOB, XapakTepusyrollas JTanbl (OpPMHUpPOBaHUS
KOMITETEHIIMI 1O JUCLUUIUINHE TPOBOAUTCS B (pOpMe TeKyIIel U MPOMEXYTOUHOM aTTecTalum.

KonTtponb Tekymiel ycrneBaeMocTd 00ydJaroImmXcs — TeKyIas aTTecTalus — MPOBOJAUTCS B
XOJIe CEMECTpa C LIENbIO ONPE/IETICHUsI YPOBHS YCBOCHUS 00YYaIOUIMMHUCS 3HAHUI; (POPMUPOBAHUS




y HMX YMEHUH U HaBBIKOB; CBOEBPEMEHHOIO BBISBJICHMSI INPENOJABATEIEM HENOCTaTKOB B
INOJArOTOBKE OOyYaloIMXCs W MNPUHATUA HEOOXOAMMBIX Mep MO €€ KOPPEKTHPOBKE;
COBEPILICHCTBOBAHMIO METOJUKM OOYYeHHUsS; OpraHu3anuu y4eOHOW pabdOThI M  OKazaHUs
00y4aroImuMcsi UHIUBU1YaJIbHON TTOMOIIH.

K KOHTpOsIIO Tekyliell ycneBaeMOCTH OTHOCSTCS NPOBEPKA 3HAHWM, YMEHHMM UM HABBIKOB
0o0ydJarouuxcs:

* Ha 3aHATHSX (PElICHHE NPAKTHYECKHUX 3a/1a4, YCTHBIN OMpOC);

* [10 pe3yJIbTaTaM IIPOBEPKU KaueCTBA KOHCIIEKTOB JIEKLIMH 1 UHBIX MaTepUAJIOB;

* [0 pe3yabTaTaM oOT4YeTa OOYyYaroIIMXCS B XOJ€ WHIMBHIYaJIbHOH KOHCYJIbTALUU
IpernoJiaBaTess, IPOBOJAUMOMN B 4achl CAMOIOATOTOBKH, 10 UMEIOLIUMCS 3a]10JKEHHOCTSIM.

KoHTponb 3a BEITOTHEHHEM 00YYAIOLUIMMHCS KKI0TO BUAA pabOT MOXKET OCYILECTBIISATHCS
IIO3TAIHO U CIIY’)KUT OCHOBAaHUEM JUIs IPEABAPUTENBHON aTTECTALUU 110 AUCLUILINHE.

[IpomexyTouHas arrecTanuss IO [AUCLUUIUIMHE IPOBOJAUTCS C IIE€JIbIO  BBISABICHUS
COOTBETCTBUS YPOBHS TEOPETUUYECKUX 3HAHUM, IPAKTUYECKUX YMEHUN M HABBIKOB I10 JUCLUIUINHE
tpeboBanusimMm @I'OC o HanpaBIeHUIO TOATOTOBKU B (hOpME IK3aMEHa.

Bce BubI TEeKyIero KOHTPOJIS OCYILECTBIIAIOTCS HA IPAKTUYECKUX 3aHITUAX.

DK3aMeH NpPOBOAMTCA IIOCIIE 3aBEPUICHUS] W3Yy4EHUs IUCLUUIUIMHBI B 00beMe paloueit
yuebHoll mporpammbl. dopma mnpoBeneHHs 3K3aMmeHa ormpenensercs kadeapou. OueHka 1o
pe3ysibTaTaM 3K3aMeHa — «HEYJOBJIETBOPUTEIBHOY, «yJOBIETBOPUTEIBHOY, «XOPOIIO», KOTIUIHON

Kaxnas ¢opma KOHTpOJIA IO JUCLMIUIMHE BKJIIOYAaeT B ce0sl TEOPETHUECKUE BOIPOCHI,
MO3BOJIAIOIINE OLIEHUTh YPOBEHb OCBOEHHS OOY4YalOIIMMUCS 3HAHUM M IPaKTUYECKHE 3a/laHus,
BBISIBJIAIOLINE CTENEHb CPOPMHUPOBAHHOCTH YMEHUN U HaBBIKOB.

[Ipouenypa olieHMBaHUSA KOMIETEHLUH, OOydYalolMXCsi OCHOBaHa Ha CIEAYIOLIUX
CTaHJapTax:

1. IleproaAYHOCTD MPOBEACHUS OLICHKHU (HA KaXKJIOM 3aHSATHH).

2. MHOrocTyneH4aTrocThb: OlleHKa (Kak IpernojaaBaTesieM, Tak U 00ydJarolMMUCs TPYIIbI) U
camMoolleHKa oOydaromierocs, oOCY)XKJIEHHE pe3ylbTaTOB U KOMIUIEKCA MEp [0 YCTPaHEHHIO
HE/I0CTaTKOB.

3. EDMHCTBO MCIONB3YeMOM TEXHOJIOTHH Ul BCEX OOYYaIOIIUXCs, BBIIIOJHEHUE YCIOBUI
COIOCTaBUMOCTHU PE3YyJIbTAaTOB OLICHUBAHMS.

4. CobintosieHue MOCIEN0BaTEIbHOCTH IPOBEACHMSI OLIEHKHU: MPEAYCMOTPEHO, YTO pa3BUTHE
KOMIIETEHIIMHM UJET 110 BO3PACTAaHUIO UX YPOBHEH CIIOKHOCTH, & OLIEHOYHBIE CPEICTBA HAa KaXJIOM
JTare y4YuThIBAIOT 3TO BO3pAaCTaHUE.

KpaTkass XxapakTepucTHKa MPOLELYpbl PEaTU3allui TEKYLIErOo KOHTPOJS M IPOMEKYTOUHON
aTTecTally MO JUCIUIUIMHE 711 OLIEHKH KOMITETEHIINH 00yJaromuxcs Ipe/cTaBlieHa B TaOIuIIe:

Ne | HaumeHoBaHue [IpencraBnenue
Kpatkas xapakTepucTika mporeyphl OlleHUBaHUS
/1 OLIEHOYHOTO " OLIEHOYHOTO
KOMIIETEHINHA
CpeJICcTBa cpelcTBa B (POHE
CoBMecTHas JeSTENBHOCTh TPYIIITEI 00YJAIOIINXCS C IETBI0 KoMIIeKT
1 [IpakTuueckue | pelieHus y4eOHBIX U NPOGECCHOHAIBHO-OPUCHTUPOBAHHBIX DAKTHICCKIX
3a1a4u 3amad. [lo3BoisIeT OIIEHMBATH YMEHHE AaHAIW3HPOBATH U 3213&3‘{

pelarh THIMHYHbIE TPpodecCHOHANLHBIE 3a/Ia4H.

VYCTHBI OnpoC MO KOHTPOJIBHBIM  BOIIPOCAM, TEPMHHAM
MOXET MPOBOJUTHCS B Hadalle/KOHIE MpakThieckoro | Bompockr mo
2 | YcTHBIM Onpoc | 3aHATHS, MO0 B TEYEHHE BCETO MPAKTHYECKOTO 3aHATHS IO | TeMam

3apaHee BbIIAaHHOM TeMaTuke. BriOpaHHBIN mpenogaBaTeneM | JUCHUTLTAHBI
00yJaronuiicsi MOXKET OTBEYATh C MECTA JIMO0 Y IOCKH.

[IpoBomuTCST B 33/TaHHEIN CPOK, COTIacHO rpaduky yaeOHOTO

npouecca. [Ipu BbICTaBICHUH OLIGHOK YYUTHIBACTCSl YPOBEHb KoMILIeKT

MPHOOPETEeHHBIX KOMIMETEHINI oOyuatomerocs. KommoneHT

3 | Dx3ameH BOIIPOCOB K
«3HaTh»  OLEHMBACTCA TEOPETHUECKUMH BONPOCAMH 1O | .

COICPKAHUIO  JUCUUIUIMHBI, KOMIIOHEHTBl «yMETb» U y

«BJIAACTHY - MIPAKTUKOOPUCHTUPOBAHHBIMU 3aJaHUAMUA
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