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10.

Conepxanue:

Lenb 0CBOEHMSI TUCIUTUIAHBI

[lepedenp uIaHUPYEMBIX PE3YJIBTATOB 00yUIEHHS 10 JUCHIUIUINHE,
COOTHECEHHBIX C IIAHUPYEMBIMU PE3yJIbTaTaMu OCBOSHHS 00pa30BaTEIbHON
MIPOrPaMMBI

Mecto nucuuminasel B ctpykrype OITOIT 6akanaBpuata

OO0beM TUCHMITIMHBI B 3a4€THBIX SIUHHUIIAX C YKa3aHUEM KOJIMYEeCTBA
aKaJIEMUYECKUX YacOB, BBIJICIICHHBIX HA KOHTAKTHYIO paboTy 00yJaromuxcs
C mpernoiaBaresieM (1o TUIaM y4eOHBIX 3aHATHI) U Ha CaMOCTOSATEIbHYIO
paboTty oOyJarommxcs

Coneprxanue QUCHUTUIMHBL, CTPYKTYPUPOBAHHOE TI0 pa3JieliaM C YKa3aHHEeM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJeMUYECKUX YaCOB U TUIOB y4eOHBIX
3aHATUMN

Pazensl qUCHMIUTMHBL U TPYIOEMKOCTH 110 TUTIaM YYeOHBIX 3aHATHH U
paboTel 0Oyuaromuxcs (B akaleMUYECKHX Jacax)

Ounas dhopma oOyueHus

3aouHas popma oOydeHHs

ConeprkaHue QUCIUTUIMHBL, CTPYKTYPHUPOBAHHOE 10 pa3zesiam
ConeprxaHue JEeKIHMOHHBIX 3aHATHIA

Coneprxanue J1abOpaTOPHBIX 3aHITHHA

ConepxaHue TPaKTUYECKUX 3aHATUN

[lepeuens yueOHO-METOIMYECKOTO 0OECTIEUEHUS ISl CAMOCTOSTEIbHOM
paboTHl 0OYJAIOIIMXCS 110 TUCITUTIITHE

Tembl KOHTPOJIBHBIX PabOT

TeMbI KypCOBBIX MPOEKTOB/KYPCOBBIX padOT

Metonuyeckue ykazaHus JUisi 00yJaromuXcsi 0 OCBOCHUIO TUCIUTUIUHBI
O6pazoBarenbHbIe TEXHOJIOTUN

Y4eOHo-MeToanuecKkoe 1 nH(popMalmoHHOE oOecneueHne AUCIUTIITNHbBI
[TepeyeHb OCHOBHOM M JIOTIOJHUTEIHHOM yUeOHOM JIMTEPATYPHI,
HE0OX0IUMOM JUIsI OCBOCHUSI TUCITUTLINHBI

[lepeuenr HEOOXOUMOTO JTUIIEH3UOHHOTO M CBOOOIHO PaCHpOCTPAHIEMOTO
MIPOrpaMMHOTO OOecreueHusi, B TOM YHCIIE OTEYECTBEHHOTO MPOU3BO/ICTBA,
HCIO0JIb3YEMOT0 MPH OCYILIECTBICHUH 00pa30BaTEILHOTO MpoIlecca o
JTUCIUTINHE

[lepeueHs coBpeMeHHBIX PO(dEeCCHOHATBHBIX 0a3 JaHHBIX U
MH(OPMALIMOHHBIX CIIPABOYHBIX CUCTEM, JOCTYIHBIX 00YJaIOIIUMCS MIPH
OCBOCHHUU JUCIUILINHBI

Onucanne MaTepralibHO-TEXHUUECKOH 06a3bl, HEOOXOAUMOM ISt
OCYIIECTBIICHHs 00pa30BaTEIBHOTO MPOLECcca MO AUCHUIUINHE
Oco6eHHOCTH OpraHu3ayy 00y4eHus o JUCIUIUINHE «JlOKyMEHTHPOBaHHE
yIpaBICHUYECKON AeSITENLHOCTIY 711 MHBAIHUJIOB U JIUI] C OTPaHUYEHHBIMH
BO3MOHOCTSIMU 3JI0OPOBBS

Crp.

A b

B~ b~

14

14



1. Ieab ocBoeHMS JUCHHUILIUHBI.

Ilenpio OCBOCHUS AUCUMINIMHBI «JIOKYMEHTHPOBAHUE VIPABICHUYCCKOW MEATEILHOCTH»
aBisieTCs ()OPMUPOBAHME KOMIIETCHIIMH O0OYdJaromerocs B COOTBETCTBUM C TPEOOBAHUSIMH
denepanbHOTO TOCYAAPCTBEHHOTO 00pa30BaTEIbLHOTO CTaHAApTa BBHICIIETO OOpa3oBaHUS TIO
HarpaBiieHut0 moaroToBku38.03.01 «DxoHOMHUKAY.

2. Hepeqeﬂb IJIAHUPYEMBIX pE3YyJIbTATOB Oﬁy‘leﬂlflﬂ mo JTMCHMIIJIMHE, COOTHCCCHHbIX C
IVIAHUPYEMBIMH peE3yjJbTaTaMHU O0CBOCHHUSA OﬁpaSOBaTeJIbHOﬁ MMporpaMmmMbIl

B pesynbrare OCBOEHHMS AMCHUILUIMHBI OOYYArOIIMKCS JIOJIKEH OBJIAJETh CIIEAYIOLIUMHU
KOMIIETEHIIUSAMHU:

VYK — 4. Crioco6eH ocyliecTBIATh JEI0BYI0 KOMMYHUKALIMIO B YCTHOW U MUCbMEHHOMN
(dhopmax Ha rocygapcTBeHHOM si3bike Poccuiickoit deneparum 1 ”HOCTPAHHOM SI3BIKE

B pe3yabrare o0CBOeHHMSI MCUUILUIMHBI OOyYAOIIMICH JI0JKEeH OBJIA/leTh
CJIeAYIOIUMHU pe3yJabTaTaMu 00y4YeHHusl 10 JUCIUILJIMHE!

3HATD.

- IpaBUJIa U 3aKOHOMEPHOCTHU JIENIOBON YCTHOM U MUCbMEHHOM koMMyHuKanuu (32 YK-
4.1).

yMeThb:

- IPUMEHATH Ha TPAKTHKE JICTOBYI0 KOMMYHHKAIIMIO B YCTHON M MMCbMEHHOH (opmax,
METOIbI ¥ HABBIKH JIEJIOBOTO OOIIECHHS HA PYCCKOM U MHOCTpaHHOM si3bikax (Y1 YK-4.2)).

BJIAJETh:

- HaBBIKAMH JIEJIOBBIX KOMMYHHKAIIMH B YCTHOW W NMHCHMEHHON (opMe Ha PyCCKOM H
uHOCTpaHHOM si3bikax (B2 YK-4.3.);

- METOJIMKOM COCTABIICHUS CY)KJCHUS B MEKIMYHOCTHOM JICIOBOM OOIICHUH HAa PYCCKOM
1 HHOCTpaHHOM si3bikax (B3 VK-4.3.).

3. Mecto mucuunaunbl B crpykrype OIIOII 6akanaBpuara

Hucuumnuua b1.B.03  «/lokymeHTHpOBaHHME  yIpaBiICHUECKOMN NeSITeIbHOCTU»
peanusyercst B pamkax bioka l«/lucuuminaeny (MO M) 4acTh, GopMHUpyeMas ydaCTHUKAMU
00pazoBaTeIbHBIX OTHOIICHHM.

JucuuminHa Oa3upyercsi Ha 3HAHMAX, MOJYYEeHHbIX B PpaMKax M3y4eHHus
ciexyromux aucuumuimH: «Kynetypa peun u nenoBoe oOmeHue», «/lemoBas sTukay,
«MeHeKMEHT», N3y4aeMbIX PaHee.

4. O0beM JUCHMILUIMHBI B 3a4eTHBIX €IMHUIAX ¢ YKa3aHHeM KOJIU4YeCcTBa
aKaJleMH4YeCKHX YaCOB, BbIJICJCHHBIX HA KOHTAKTHYK paldoTy oO0y4yarwummxcs ¢
npenoaasarejaeM (M0 THUNAM Y4eOHBIX 3aHSITHI) U HA CAMOCTOAAITEJLHYI0 PadoTy
o0yuyawmuxcst



®opma o0yueHust

Ounasn

3aounas

1

2

3

TpyaoeMkocThb B 3a4€THBIX
eIMHHIIAX:

2 cemectp — 3 3.¢.;

BCero - 3 3.e.

5 cemectp — 3 3.¢.;

BCcero — 3 3.e.

Jlextuu (JI)

VUeOHbIM NIAHOM He
npeodycmompenbt,

VUeOHbIM NIAHOM He
npeodycmMompeHul,

JlabopaTopusie 3ansaTus (JI3)

2 cemectp — 34 yacos;

Bcero - 34 yaca

5 cemectp -10 yacos;

Bcero - 10 yacos

[Ipaktuueckue 3ausatus (I13)

VUeOHbIM NIAHOM
He npedyCMOmpeHbl

VUeOHbIM NIAHOM
He npedyCMOmpeHbl

CamocrositenbHas pabora (CP)

2 cemecTp — 74 yvaca;

Bcero — 74 gyaca

5 cemectp — 98 uacos;

Bcero - 98 yacos

@DopMa TeKyIero KOHTPOJIS:

Kontponbshas pabora

He npedycmompenbl

cemectp - 2 cemectp - 5
®opMa NPOMEKYTOUHOI aTTeCTAIMU:
OK3aMeHbI 2 cemectp 5 cemectp
VUeOHbIM NAAHOM VUeOHbIM NAAHOM
3auer

He npedycmompenvl

3a4er ¢ OLEHKOMH

VUeOHbIM NAAHOM
He npedycmompenvl

VUeOHbIM NAAHOM
He npedycmompenvl

Kypcosas pabora

VUeOHbIM NAAHOM
He npedycMompenl

VUeOHbIM NAAHOM
He npedycmompenvl

KypcoBoii npoekt

VUeOHbIM NAAHOM
He npedycMompenl

VUeOHbIM NAAHOM
He npedycmompenvl

5. Coaep:kaHue NTUCHHMILIMHBI, CTPYKTYPUPOBAHHOE 10 pa3/iesiaM ¢ YKa3aHHeM
OTBE/IECHHOI'0 HA HUX KOJINYeCTBAa aKaJeMHYeCKUX YACOB U TUIIAM YUeOHbIX 3aHATHH

5.1. Pazaenbl AUCHUNJIMHBI M TPYJ0€MKOCTh MO THIOB Y4eOHBIX 3aHATHH M
padoThl o0yyarommxcs (B aKaJeMHYeCKHX 4acax)

5.1.1. Ounas ¢opma o0yueHus

Ne | Pazgen aucuuniuHbl = Pacnpenenenne TpyaoeMKocTH ®opma TeKyLIero
(o cemecTpam) g pa3szea (B 9acax) M0 THIIAM KOHTPOJIS U
n/ =9 Y4eOHBIX 3aHATHI U padoThI TIPOMEsKY TOHOM
n s % 00yqaI0IUXCs aTTecTanuu
@]
g = KOHTAKTHAs!
8 O
g a3 m | P
m
1 2 3 |45 6 7 8 9
1. | Paznmen 1. JlokymeHTHpOBaHUE Kontponwsnas padora
yIpaBICHYECKON OK3aMeH
JeATeIbHOCTH B PO. 12 | 2 6 6
YHudukanus u
CTaHJapTHU3aLUs TOKYMEHTOB.
2. | Pasgen 2. Cucrema 20 | 2 6 14
OpraHM3alMOHHO-




pacnopsauTeNbHON
JIOKYMEHTAIu1

Paznen 3. loroBopHo-
MpaBoBas JTOKyMEHTalUsI.
JlokyMeHTanus no
BHEIIHEIKOH OMUY E€CKOM
JIeATENbHOCTH

18

Paznen 4. JlokymeHTaius mo
TPYZOBBIM IPABOOTHOLIECHUAM

20

Paznen 5. IlpereH3noHHO -
HCKOBas JOKyMCHTalUs

18

Paznen 6. Opranu3zarus
paboThI ¢ TOKYMEHTaMH

20

Hroro

108

34 74

5.1.2. 3aounas ¢popma o0yuyeHust

Pa3znen aucuUnIMHbI
(mo cemecTpam)

Cemectp

Pacnipenenenue TpyaoeMKOCTH
pa3nena (B yacax) nmo TMnam
YUeOHBIX 3aHATHH U padoThI

odyyaronmuxcs

KOHTAKTHasA

JI J3

®DopmMa TeKyLIero
KOHTPOJISI U

NPOMEKYTOYHOM
arTrecTalumn

2

o Bceero vacoB Ha pa3zznen

9

Pazmen 1.
JoxyMeHTHpOBaHKE
yIIpaBJIEHYECKOU
IesaTenbHoCTH B PO,
YHudukarms u
CTaHIAPTH3AIH
JTIOKYMEHTOB.

12

Pazpen 2. Cucrema
OpraHU3allMOHHO-
pacnopsInuTenbHON
JOKYMEHTaLUU

19

Paznen 3. loroBopHo-
MIpaBoBasi JOKyMEHTaLusI.
JokyMeHTanus no
BHEILIHE KOHOMHYECKOU
JeATEbHOCTH

19

Paznen 4. lokymeHnTanus no

TPYOBBIM
MIPaBOOTHOIICHUAM

19

Paznen 5. Ilperen3nonHo -
WCKOBas JIOKyMEHTAIUs

19

Paznen 6. Opranuzanus
paboTHI C TOKyMEHTaMU

20

KonTtponwsaas pabora
DK3aMeH

HTroro

108

10 98




5.2. Coaep:xaHue TMCHUILUINHBI, CTPYKTYPHPOBAaHHOE 0 pa3jiejiaM

5.2.1. Conepxanue JJeKIHOHHBIX 3aHATHI «y4eOHBIM IUIAHOM He NMPeIyCMOTPeHbD)
5.2.2. Conepxanue 1a00paTOPHBIX 3aHATHIA

HaumenoBanue pasaesia

Ne Conep:xkanue
JTUCIUTLTMHBI
1 2 3
1 BxonHoe TectupoBanue. J{okyMeHTOOOOPOT IIAHOBO —
Paznen 1. JlokyMeHTHpOBaHHE PKOHOMUYECKOH CITy:KObI. MeTomuka opopMIICHHUS TIIAHOBO-OTYETHON
YIIpaBJICHYECKOI nokymenTanuu. CocTraBieHue IiaHa paboThl IKOHOMUYECKOT'O OTAeNa
nestensHOCTH B PO. OpraHu3aly Ha 00IIeM OJIaHKE C YTIIOBBIM H IIPOJIOIBHBIM BapHaHTaAMHU
Yaudukanus u [paCIIONIOXKEHUST PEKBU3UTOB. METOJIMKa COCTaBIICHHS TpaduKa
CTaHJAPTHU3ALUA TOKYMEHTOB |[TOKYMEHTOO00OPOTa SKOHOMHUYECKOTO OT/IENA.
JlaHHbBIC 3aHECTH Ha JICKTPOHHBII HocuTenb B hopmate Word.
2. Odopmiienune [1onoxeHHs 0 MIAHOBO —3KOHOMHUYECKOH CITyXO0e.
OdopmieHne nprkaza 00 yCTpaHEeHWH HapyIIEHHH B paboTe
9KOHOMHUYECKOTO OTJIeNa 110 Pe3y/IbTaTaM PEBH3HH.
Paznen 2. Cucrema -
MeTOJIHKa COCTaBJICHUA TOJDKHOCTHOW MHCTPYKIIUKU OKOHOMUCTA.
OpraHU3aIMOHHO-
P i . Odopmnenne llltaTHOrO pacnucanus OpraHu3alu: MEPEUCHb
[pacrops AU TENbHOM N
HoKyMeHTAIHH JIOJDKHOCTEHN, CBEJICHUS O KOJIMYECTBE MTATHBIX €ANHHII,
JIOJDKHOCTHBIX OKJIafax, Haj0aBKax, MECSIHBIN (POHT 3apIIIaThI.
OdopmIeHue 3asiBIICHHS, CIIPABKH, IPOTOKOJIA, CITYKEOHBIX ITHUCEM.
JlaHHBIE 3aHECTH HA 3JEKTPOHHBIN HOCHTENh B (hopmare Word.

3. [Pasnen 3. JloroBopHo- OdopmieHne XO03IHCTBEHHBIX JIOTOBOPOB, HAa OCHOBE JIEHCTBYIOIIHX|
IpaBoBas TOKyMEHTaLs. HOPM I'paXIaHCKOI'0 IpaBa U OIIbITa JICJIOBOM ITPaKTHUKH.
I[OKYMCHTEIHI/IH 10 O(i)OpMHeHI/Ie KOHTpaKTa, MEXKXAYHAPOAHOI'O ITMChMa.
BHEITHEYKOHOMIIECKO JlaHHBIE 3aHECTH HA JIEKTPOHHBIN HOCcUTEh B (hopmare Word.
MesITeTbHOCTH

4. OdopmMieHne prKa3a o MPEMUPOBAHUU COTPYAHUKOB YKOHOMUYECKOTO

oTIena.
Paznen 4. JlokymeHTanus mo A

CocraBnieHne rpaduka OTITyCKOB COTPYAHUKOB IKOHOMHYECKOTO
TPYZIOBBIM TIPAaBOOTHOIIEHUSIM .

OT/eNa, JIMYHON KapTOUKH.

JlaHHBIE 3aHECTH HA JIEKTPOHHEIN HOocuTeb B (hopmare Word.

5. OdopmiteHre TPeTeH3NOHHBIX MICEM IO JOTOBOPAM ITOCTAaBKH
Paznen 5. IIpereH3nOHHO - bop p A p '
ICKOBAs TOKYMEHTALHS MICKOBOTO 3asIBICHUSI.

M JlaHHbBIC 3aHECTH HA 3JIEKTPOHHBIH HocuTenb B hopmate Word.
6. CocraBrieHre akTa O BBIACTICHUH K YHHUTOXEHHUIO TUIAHOBO-OTYETHON

Paznen 6. Opranuzanus
[paboTHI C TOKyMEHTaMH

JOKYMEHTAIlUH, He TIO/UIeKAIIEH XpaHEHHIO.
CocraBieHre cIaTOYHON ONKCH TPH IIepeaade Jena B apXuB.
JlaHHbIe 3aHECTH HA 3JIEKTPOHHBIH HocuTenb B hopmate Word.

5.2.3. IlpakTH4yecKkue 3aHATHSA «y4eOHbIM IVIAHOM He NPe1yCMOTPEeHbD)

5.2.4. TlepeyeHb Y4eOHO-METOAMYECKOro oOecreyeHHs] IS CAMOCTOSITEJIbHOH pPadoThl
00y4yaloImmXxcs N0 AUCHUILIHHE

Ounas ¢popma o0ydeHus

HaumenoBanue pa3zaesa Y4eoHo-
Ne Coaep:xanne
AMCHMIINHBI MeTONYEeCKOe
obecneyenne
1 2 8 4
Paznen 1. [loHsiTHE O JOKYMEHTHPOBAHUH. [1], [2], [3]
JloKyMEeHTHpOBaHUE O0s13aTeILHOCT IOKYMEHTHPOBAHUS
yIpaBJIeHYECKOM mH(pOopManuK. 3aKOHOIATENbHBIE aKTHI,




nesrenbHocTU B PO.
YHudukanus u
CTaHIapTU3alus
TOKYMEHTOB

[peTIaMEHTHPYIOIUE OpraHnu3aliio paboThI ¢
IMOKyMeHTHpOBaHHON MH(opMarrei
(Denepanbusblii 3akoH PO «O6 undopmaruy,
MHGOPMAIIOHHBIX TEXHOIOTHX U O 3aIUTe
uHpopMauny», TpynoBoii komexc PD u np.).
OCHOBHBIE CLIOCOOBI IOKYMEHTHPOBAHHMSL.
MatepuanbHbIe HOCUTENN HHPOPMAIH U UX
BJIMSIHUE HA IOJTOBEYHOCTh U COXPAHHOCTb
IMOKyMeHTa. BiusHre HayYHO - TEXHUYECKOTO
mporpecca Ha JIOKYMEHT M IOKYMEHTHPOBaHUE.
TekcToBbIe, Tpaduueckrie, MallTMHOYHTAEMBIE
IMOKyMeHTHI, poTomokymenThl. [ToHsTHE
«(QJIEKTPOHHBIN JOKYMEHT.

YHudukanus u cTaHaapTU3AKUS TOKYMEHTOB,

YHADUIPOBAHHBIE CUCTEMBI JIOKyMEHTAIIUU
[MoxroroBka K KOHTPOJILHOM pabore
TloaroroBka K 3K3aMeHy
[MoaroToBKa K HTOTOBOMY TECTUPOBAHUIO.

Pasgen 2. Cucrema
OpTraHU3aIMOHHO-
pacnopsInTeIbHON
TOKyMEHTAIIHH

'YHUQUIIMpOBaHHAS CHCTEMA OpraHU3aIOHHO-
pactiopsiautensHoi qokymenTaruu (Y COP/I)
Dopmysp-o0pasen opraHu3aoHHO-
pactiopsimuTensHoi qokyMeHTanuu (OP )
IPexBU3UTHI 1 OJIAHKH

IMoxroroBka K KOHTPOJILHOM pabore
TloaroroBka K 3K3aMeHY

[TonroTroBKa K NTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3], [4], [3]

Paznen 3. JloroBopHo-
[paBOBast JOKYMEHTAIIHUS.
lokyMeHTanus no
BHEILIHEIKOHOMHYECKOU
eI TeTbHOCTH

Ha3naueHne u CTpoeHHE IOTOBOpA.

[MpaBuia oopmIteH s aKTOB B OPraHU3AIINH.
[Mopsimok oOpMIICHUS U pETUCTPAIIUT
ITOBEPEHHOCTEH.

[Mopsimok oOpMIIEHUST MEXTyHAPOTHBIX
KOHTPAKTOB.

[IpaBwta u GOpMBI IEPENTUCKH C 3apyOSIKHBIMU
ITapTHEpPaMHU.

IToaroToBKa K KOHTPOILHOM padoTe
TloaroroBka K 3K3aMeHY

[TonroTroBKa K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3]. [6], [7]

Paznen 4. JlokymeHTaLus no

TPYIOBBIM
[IPaBOOTHOILICHUAM

[locnenoBaTenbHOCTD O(OPMITCHUS
ITOKyMEHTOB U IIpHEeMe Ha padoTy.
[Ipukasbl 110 ITMYHOMY COCTABY U UX OTJINYHE
OT IPYTUX NPHUKA30B.

DyHKIMK 1 Ha3HAYEHHE IITATHOTO
[pacriicaHusl.

[opsinok odopMIIeHUs U PaCTOPKEHUS
TPYZOBOIO 10TOBOPA.

Haznauenue au4HOM KapTouku. TpynoBas
KHIKKA U €€ XapaKTEepUCTHKA.
[TonroroBka K KOHTPOJILHOM padoTe
[loaroroBka K 3K3aMeHY

[loaroroBka K HTOrOBOMY TECTHPOBAHUIO.

[1]. [2], [3]. [4], [7]

Paznen 5. [Iperen3uoHHoO -
CKOBasl TOKYMEHTAITUS

[Topsimok odopmIteHuUs IPETEH3UI 1 HCKOBOT'O
BasIBIICHUS.

IPabora c >xanobamu 1 0OpaIeHUSIMHU TPaXkJlaH.
[MoaroroBka K KOHTPOJIBHON padoTe
[MonroroBka K SK3aMeHy

[TonroroBka K UTOTOBOMY TECTUPOBAHUIO.

[1]. [2]. [3]. [7]




9

Paznen 6. Opranu3zanus
paboThI ¢ TOKYMEHTaMH

Ciy»0a TOKYMEHTAIIMOHHOTO 00CCTICUCHHUSI
ynpasiieHus. TpeOoBaHUS K OpraHU3AINN
IMOKyMEHTO000pOTA.

Opranuzamys npremMa, paccCMOTPEHUS,
[PETUCTPALIUY Y UCIIONHEHUSI JIOKYMEHTOB.
NudopmanmonHo-cripaBodHas pabora B
[YCIIOBUSIX IPUMEHEHUS KOMITBIOTEPHBIX
TEXHOJIOTUU.

KOHTpOJIb UCTIONTHEHUS JOKYMEHTOB.
Opranu3zaiysi ornepaTUBHOIO XpaHeHUs
ImokymeHTOB. HomeHKIIaTypa zien, sKcrepTu3a
[IEHHOCTH JIOKYMEHTOB, MOPAI0K YHUUYTOXKCHHUS
IMOKYMEHTOB ¥ O(OPMIIEHUS pe3yIbTaTOB
PKCIEPTHU3bI, TOJITOTOBKA JIeNl K ApXHUBHOMY
XpaHEHUIO.

[MoxroroBka K KOHTPOJILHOM pabore
TToaroroBka K 3K3aMeHy

[MoaroToBKa K HTOrOBOMY TECTUPOBAHUIO.

[1], [2], [31.[4], [3],
[6]

3aouHas popma 00yueHusn

HaumeHnoBanue pazaeJia
JMCHUTJIMHBI

Conep:xkanue

YueoHo-
METOAHYECKOoe
odecreuenue

2

3

4

Pazmen 1.
[loKyMeHTHpOBaHHE
YIpaBICHYECKON
nmesTenbHOCTH B PO,
YHnukamms u
CTaHIaAPTHU3AHS
TOKYMEHTOB

[lonsiTHEe 0 JOKYMEHTHPOBAHHH.
0053aTeTHPHOCTD TOKYMEHTHPOBAHMS
WHpOpMAITHH. 3aKOHOATENbHBIC aKTHl,
[perJIaMeHTHPYIOIINE OPTaHU3AIHIO PaOOTHI C
IMOKYMEHTHPOBaHHON HH(pOpMaIuei
(denepanbublii 3ak0H P «O6 uHpOpManuy,
MH()OPMAITMOHHBIX TEXHOIOTHSIX U O 3aIIUTe
nHpopMmarum», TpynoBoit kogexc PO u ap.).
(OCHOBHBIE CITOCOOBI TOKyMEHTHPOBAHUSI.
MaTepuaibHbIE HOCUTETH HH)OPMAITUH 1 UX
BIIUSTHIE HA JIOJITOBEYHOCTh U COXPaHHOCTD
moKyMeHTa. BrusiHue HaydHO - TEXHIYECKOT O
Iporpecca Ha JOKYMEHT U JOKyMEHTHPOBaHUE.
TexkcToBbIe, rpadryeckre, MaIIMHOYHUTaEMbIE
IMOKYMEHTHI, GoTOMOKyMeHTHI. [loHATHE
<JIEKTPOHHBIN JTOKYMEHT.

YHubukanus 1 craHaapTH3aN JOKYMEHTOB,
YHH(QUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAITHH.
[TonroroBka K KOHTPOILHOH paboTe
[TonroroBka K SK3aMeHy
[TonroTroBKa K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3]

Paznen 2. Cucrema
OpTaHU3aIMOHHO-
pacropsIuTENbHON
TOKYMEHTAallUK

'YHUGbUIIMpOBaHHAS] CHCTEMA OPTaHU3aIMOHHO-
pacnopsauTensHoi qokymeHTarmu (Y COPJI).
Dopmysip-o0paser opraHu3aIoHHO-
pactiopsiuTensHoi qokymenTaru (OP ).
PexBu3uTEI 1 OJIAHKH.

[MoaroroBka K KOHTPOJIBHOH padoTe
[ToaroToBKa K 3K3aMEHY

IToaroToBKa K UTOTOBOMY TECTUPOBAHUIO.

[1]. [2]. [3]. [4]. [8]

Paznen 3. JloroBopHo-

[MpaBOBas JOKYMCHTALIUS.

Ha3naueHne u cTpoeHue 10roBopa.
[TpaBuia oopmiieHHs aKTOB B OPraHU3aLNH.

[1]. [2]. [3]. [6], [7]
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I[OKyMeHTaHI/IH oo
BHCIITH €9KOHOMUYECKOM
JACATCIIbHOCTH

[Mopsimok odopMIIeHUS U pETUCTPALIUU
TOBEPEHHOCTEMN.

[Mopsimok ohopMIICHUS MEXTyHAPOIHBIX
KOHTPAKTOB.

[MpaBwia u GOpPMBI IEPEHUCKH C 3apyOCIKHBIMU
MapTHEPAMHU.

[MonroroBka K KOHTPOJIBHOMH pabore
TIoaroroBka K 3K3aMeHy

[MoaroroBKa K HTOrOBOMY TECTUPOBAHUIO.

Paznen 4. JlokymeHTaIus 1Mo
TPYIOBBIM
MMPaBOOTHOIICHUAM

[MocnenoBaTenbHOCT OOpMITCHUS
IMOKYMEHTOB IIPU TIpHUEeMe Ha padoTy.
[Tpukasbl 0 TMYHOMY COCTaBY U UX OTJINYHE
OT JIPYTUX TPHKA30B.

OyHKIMK ¥ Ha3HAYEHHE I TATHOTO
[pacIiucaHys.

[Mopsiok 0OpPMIICHUS U PACTOPIKEHUS
[TPYZ0BOTO 1I0TOBOpA.

Ha3znauenue nuuHoOi KapTouku. TpynoBas
KHUKKA U €€ XapaKTepUCTHKA.
[MoaroroBka K KOHTPOJIBHOM paboTe
TloaroroBka K 3K3aMeHy

[MoaroToBKa K HTOrOBOMY TECTUPOBAHUIO.

[1], [2], [3]. [41, [7]

Paznen 5. IIpereH3nOHHO -
MICKOBAs JOKyMEHTAIUs

[Mopsimok opopMIIeHNUs IPETEH3UH 1 HCKOBOTO
BasiBICHUSI.

IPaboTa c >xamobaMu 1 0OpaIICHUSIMH TPaKIaH.
IToaroToBKa K KOHTPOIBHOU padoTe
TloaroroBka K 3K3aMeHy

[TonroroBKa K HNTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3], [7]

Paznen 6. Opraau3arus
paboTHI C TOKyMEHTaMH1

Ciry>k0a TOKyMEHTaIIMOHHOTO 00ECTICUCHUS
ynpasieHus. TpeOoBaHHS K OpraHU3AINN
IMOKyMEHTO000pOoTA.

Opranuzaius nprueMa, pacCMOTPEHHS,
[PErUCTpalliy ¥ MCIIONHEHMUS IOKYMEHTOB.
MuadpopMaInoHHO-CIIpaBOYHas padboTa B
[YCIIOBUSIX IPUMEHEHUST KOMITBIOTEPHBIX
TEXHOJIOTU .

KoHTpoms NCTIOMHEHNST JOKYMEHTOB.
OpraHu3zaius onepaTHBHOTO XpaHEHHs
imokymeHToB. HoMeHKIaTypa nemn, sKcrepTusa
[IEHHOCTH TOKYMEHTOB, IMTOPSIOK YHIUYTOXEHHS
IMOKYMEHTOB U 0(hOpMIICHHS PEe3yIhTATOB
HKCIEPTHU3BI, IOATOTOBKA /I K apXHUBHOMY
XpaHEHUIO.

[TonroroBka K KOHTPOJIHHOM padoTe
[TonroroBka K SK3aMeHy

[TonroroBKa K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3].[4], [5],
[6]

el A

oo

5.2.5. Tembl KOHTPOJIBHBIX PadoT
Ponb noxymeHnTa B chepe mpaBa u yrnpaBiieHUsI.
JIOKyMEHT: OCHOBHBIE MOHSTHS, CIIOCOOBI TOKYMEHTHPOBAHUSI.

WNudopmanust u T0KyMeHT.

YHudukanus ¥ CTaHJapTU3alMsl KaKk OCHOBHOE HAlpaBJICHHE

nokymeHToB. 'OCTr1 Ha YCJI. Cuctembl JOKyMEHTAIUH.
XapakTepucTuka, coctaB U coaepskanue aeictpytouiero ['OCTa.
Cocras pexsuzutoB OPJI, mpaBuia ux opopMIeHHUS.

COBCPIICHCTBOBAHUA
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7. IlpaBuna odopmieHUs,, HM3TOTOBJICHUS, Yy4eTa, WCIOJb30BAHUS U XpaHEHUs OJIAHKOB

OpraHu3aIyHy.

8. XapakTepucTHuKa U COCTaB OpPraHU3aIlMOHHBIX JOKYMEHTOB.

9. XapakTepuCTHKa U COCTaB CIIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB.
10.
11.
12.
13.

14.

15.

16.
17.
18.

19.
20.
21.
22.
23.
24,
25.
26.

217.

XapakTepucTUKa U COCTAB PaCcIOPSAUTENbHBIX IOKYMEHTOB.

OcobenHoctr 0OpMIICHHUS KaIpOBOH JOKYMEHTAIIHH.

YauduuupoBanHbie GOPMBI TOKYMEHTAIIUH 110 TPYAY.

Jlenonpou3BoACTBO Kak (YHKIUS YIPABJICHUS, COBPEMEHHbIE TpPEeOOBaHUS K €ro
OpraHu3aly.

Cnyx0a [OKyMEHTalMOHHOTO OOECledeHUs] ympaBieHus: (QYHKIUH, CTPYKTYpa,
JOJIKHOCTHOM COCTaB, HOPMaTUBHbIE MaTE€PHUAIBL.

OO0mue NPUHIHUIBI OpPraHu3aluyd JOKyMEeHT0o0opoTa. OCHOBHBIE JTallbl TEXHOJOTHH
paboThl C JOKYMEHTAMH.

[lepBonauanbHast 00pabOTKa JOKYMEHTOB B YUPEKICHUU.

TexHosorust pacCMOTPEHUSI JOKYMEHTOB B YUPEXKACHUU.

Peructpanuss NOKYMEHTOB Kak IMpolLlecC CO3/laHusi OaHKa JaHHBIX O JIOKYMEHTax
OpraHu3aliy.

KoHTposb ucnonHeHns JOKyMEHTOB.

Opranu3zanys OTIpaBKU JOKYMEHTOB.

OcHoBHbIE TpeOOBaHUS K OPraHU3alUU XPaHEHHsI UCIIOJIHEHHBIX JOKYMEHTOB.

Buaet Homenknatyp aen. [opsigok cocraBienus u 0(hoOpMIICHHS.

Cpoxu XpaHeHUs TOKYMEHTOB.

[IpaBuna moAroTOBKHU 1€ K cjaue B BEJOMCTBEHHBIN apXUB.

ApXuBHOE XpaHEHHE JOKYMEHTOB.

CocTaB HOPMAaTHUBHBIX JOKYMEHTOB, PErJIaMEHTHPYIOIIUX COCTaBJIeHHE U OQOpMIICHHE
JOKYMEHTOB, UX XapaKTepHUCTHUKA.

CoctaB HOPMATHBHBIX JOKYMEHTOB, PETIAMEHTUPYIOUIMX OpraHu3aluio pabdoThl C
JOKYMEHTaMU B YUPEXKIACHUU, UX XapaKTePUCTHKA.

5.2.6. KypcoBble TMNpoeKTbl/ KYPCOBble PadOThbl «y4eOHBIM IJIAHOM He
NpeaycMOTPEHbI»

6. MeToauueckue yKa3aHus IS 00y4AIOMIUXCH 110 OCBOEHUIO JUCIHUNIMHBI

Opranu3anus JeaTeNbHOCTH CTY/ISHTa

JlabopaTopHble 3aHATHA

Pabota B COOTBETCTBUHU C METOAMYECKUMH YKa3aHHUSMH I10 BBIITOJHEHHIO Ja00paTOPHBIX padorT.

CamocTosiTeIbHas padora

CamocrosTenpHast paboTa CTy/IeHTa HaJl yCBOGHHEM y4eOHOro Marepuana mo yqaeOHOMl

JUCLUIUINHE MOXKET BBIIIOIHATECS B MOMEIIEHUSIX ISl CAMOCTOSITEIbHOM paboThl, a TAKXKe B
JoMamHux ycnoBuax. ComepKaHue caMOCTOSTENIbHOM paboThl CTyAEHTa onpenensercs yueOHon
MPOrpaMMON AMCLUIIIMHBI, METOJMYECKUMH MaTepHUajIaMu, 3aJaHUAMHU U YKa3aHUSIMH
MpenoaBaTes.

CamocrosiTenbpHas paboTa B ayJUTOPHOE BPEMS MOXKET BKIIIOYATh:
BBIIOJIHEHNE KOHTPOJIBHBIX PadoT;
peleHue 3a1ay;
paboTy Co CIPaBOYHON M METOAMYECKOH JINTEPATYPOi;
paboTy ¢ HOpMaTHBHBIMU IPABOBBIMU aKTaMHU;
y4acTHE B TECTHPOBAHMH U JIp.

CamocrosTenbHas pa60Ta BO BHCAYJUTOPHOC BPEMS MOXKET COCTOATH U3:

H3y4deHHs y4eOHON M HAyYHOW JUTEpaTyphbl;
M3y4YeHHS HOPMATUBHBIX IPABOBBIX aKTOB (B T.U. B JICKTPOHHBIX 0a3ax JaHHBIX);
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— MOATOTOBKH K JaOOpaTOPHBIM 3aHSITHUSIM;

— MOATOTOBKH K KOHTPOJBHBIM paboTaM, TECTUPOBAHUIO H T.1I.;

— BbIeNeHne Hanbosee CI0XKHBIX U MPOOJIEMHBIX BOIIPOCOB 110 U3Y4aeMOi TeMe, IOTydeHHe
pa3bsCHEHH M PeKOMEHIAINI 110 TaHHBIM BOIIPOCAM C TIpenoiaBaTesiMy Kadenpbl Ha UxX
€KEHENIEIbHBIX KOHCYJIbTALHSX.

- IPOBEIECHUE CAMOKOHTPOJISI IIyTEM OTBETOB HA BOIIPOCHI TEKYIErO KOHTPOJISI 3HAHUN, PEIIEHUS
MPEACTaBICHHBIX B y4eOHO-METOMUECKIX MaTepuanax kadeapsl 3ajad, TECTOB, HAMCAHUS
pedepaToB U dcce Mo OT/IENBHBIM BOIPOCAM M3y4aeMOl TEMBI.

KontposnHas pabora

TeopeTnueckas U mpakTHYECKasi YaCTH KOHTPOJILHON PaOOTHI BHITOJIHSIOTCS 110 YCTAaHOBJICHHBIM TEMaM
(BapriaHTaM) C HCIOJIB30BAHNEM MIPAKTHUECKUX MATEPHAJIOB, MOJTYYEHHBIX HA JTA0OPATOPHBIX 3aHATHSX.
K kaxx70it TeMe KOHTPOJIBbHON PabOThl PEKOMEHTYETCs IPUMEPHBII epedeHb OCHOBHBIX BOIIPOCOB,
CIIHCOK HEoOX0oanMOH JuTepaTypbl. Heo0X0MMMO H3y4nTh TINTEPATYPY, PEKOMEHIYEMYIO IS
BBITIOTHEHUS! KOHTPOJIbHON paboThl. UTOOHI MONIHEE PacKpPBITh TEMY, CIEIYET HCIIONb30BaTh
NOTIOJTHUTEIbHBIE ICTOYHUKY M MaTepualibl. IHCTPYKIIUS 1O BHITOJTHEHHIO KOHTPOIBLHOM paboThI
HaXOJIUTCsl B METOAMYECKUX MATEpUaNax M0 AUCLIHILIMHE.

IoaroroBka kK 3k3aMeHy

IToaroroBka CTyA€HTOB K SK3aMEHY BKJIIOUAET TPU CTAUU:

— camocTosTelbHas paboTa B TeUeHNE yaeOHOro Toja (ceMecTpa);
— HENOCPEACTBCHHAA IMOATOTOBKA B IHU, MPEAIICCTBYIONIUEC OK3aMEHY,
— MOJrOTOBKA K OTBETY HAa BOIPOCHI, COJIepIKaIrecs B OHIIETe.

7. O0pa3oBaTeIbHbIE TEXHOJIOTHH
[lepeuens 00pa3oBaTEIBHBIX TEXHOJIOTHM, UCIOIB3YEMbIX PU U3YYEHUH TUCIUTUINHBI
«JIOKyMEHTHpOBaHUE YIPABICHUYECKON NEATEIbHOCTH»

TpanuuuoHHbie 00pa3oBaTebHbIE TEXHOJIOTHHU

JuctummHa «JIOKyMEHTHPOBAHUE YIPABICHYCCKON JIEATSIBHOCTHY IPOBOTUTCS C
WCIOJIb30BAaHUEM TPAJUIHUOHHBIX 00pPa30BaTEIbHBIX TEXHOJOTUH OPUEHTUPYIOIIHECS Ha
OpraHu3aIuio 00pa30BaTeILHOrO MPoIecca, MPEANOIAraroly0 IPSIMYI0 TPAHCISAIUIO 3HAHUN
OT TMpenojaBaTeNii K CTYICHTY (IPEMMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIBHO-
WUTIOCTPATHBHBIX METOJOB OOyuYeHHs), ydeOHas JEATCIILHOCTh CTYJCHTA HOCHT B TaKUX
YCIIOBUSAX, Kak TPaBHJIO, PEHNPOAYKTHBHBIA Xapaktep. DopMbl y4eOHBIX 3aHATHH IO
JTUCHMIUIMHE «J{OKyMEHTHpOBaHKME YIPABICHYCCKOW JIEATEIBHOCTHY» C HCIOJIb30BAHUEM
TPaJUIIUOHHBIX TEXHOJIOTHI:

JIabopaTopHO€ 3aHsATHE — OpraHu3aius y4eOHOUW paboThl ¢ pealbHBIMU MaTePUATbHBIMU
u MHGOPMAIMOHHBIMH OOBEKTAMH, SKCIIEpPUMEHTalbHAsA padoTa ¢ MOJACISAMH PEaTbHBIX
0O0BEKTOB.

HNHTepakTHBHBIE TEXHOJIOTHU

[To nucnunnmze «/JoKyMeHTHpOBaHKE YIIPABICHUECKOHN AEATEIbHOCTIY JJaOOpaTOpHbIE
3aHATHUS MPOBOAATCS C UCHOJIB30BAHUEM CIICAYIOINX HHTEPAKTUBHBIX TEXHOJIOTHIL:

PaboTa B MajibIX Ipymnmax — 3TO OJHA M3 CAMBIX MOMYJISIPHBIX CTPAaTeruid, Tak Kak OHa
JaeT BceM oOydaromumcs (B TOM 4YHCI€ M CTECHUTENbHBIM) BO3MOXHOCTh y4acTBOBaTh B
paboTe, MPaKTUKOBaTh HABBIKM COTPYIHHUYECTBA, MEXJIMYHOCTHOTO OOIIEHHUs (B YacCTHOCTH,
YMEHHE aKTHBHO CIyllaTh, BbIpabaTbiBaTh oOIIee MHEHHE, pa3pellaTh BO3HHUKAIOIUe
pasHoruyacusi). Bee 310 yacto GpIBaeT HEBO3MOKHO B OOJIBIIOM KOJUIEKTUBE.

PoneBbie Urpbl — COBMECTHasI I€ATENBHOCTh TPYIIBI 00yUalOIIKUXCA U MPernoaBaTes
[0/l YNpaBJIEHHEM TMPENojaBaTeNiss C LENbI0 pEHIeHUs YYeOHbIX M MPOo(ecCHOHATBHO-
OPUEHTUPOBAHHBIX 3a/1a4 IMyTeM HIPOBOTO MOJIEIMPOBAHUS peajbHOM MpoOIeMHON cUTyanuu.
[To3BonsieT OIlEHMBAaTh YMEHHE AaHAJIU3UPOBaTh W peEIIaTh THUIMYHbIE MpoeccruoHaTbHbIE
3a/1a4H.

NudopMannoHHO-KOMMYHMKAIIMOHHbIE  00pa3oBaTeJbHbIe  TEXHOJIOTHH  —
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opranu3zaius 006pa3oBaTENLHOTO MPOIIECCa, OCHOBAHHAS HA MPUMEHEHUH CHEIMaTM3UPOBAHHBIX
MPOTPAaMMHBIX CPEJl U TEXHHUYECKHX CPEACTB PadOTHI ¢ HH(POpMAIHEH.

Jucuuniauna «/JoKymenmuposanue ynpasienuecKoi 0esameapbHocmu» NpPpoBOAUTCS
€ MCMOJIb30BAHNEM HMHHOBALMOHHBIX METO/I0B B BBICIIEM O0pa30BaHHH, KOTOPbIE BKIIOYAIOT
B ce0sl MCIOJIH30BAHNE COBPEMEHHBIX JOCTIIKEHHH HAYKH M WH(POPMALMOHHBIX TEXHOJIOTHH B
oOpazoBanun. OHM HalpaBlieHHl HA MOBBIINICHHE KA4eCTBa MOJrOTOBKH IIyTEM pa3BHTHUS Y
CTY/IGHTOB TBOPYECKUX CIIOCOOHOCTEH M caMOCTOATENbHOCTH. OHU MpEanoaraoT MpUMEHEHHE
MH(POPMAIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHWHA, a TaKKe YdeOHOe — MEeTOJUYECKUX
MaTepHAJIOB, COOTBETCTBYIOIIMX COBPEMEHHOMY MUPOBOMY YPOBHIO, B TIPOIIECCE MPENOIaBaHHS
JMCUUTUTHHBIL:

- pemieHue 3ajad ¢ MpUMEHEHHEeM WH(GOPMAIMOHHO - CIPaBOYHBIX cucTeM «[ apaHTy,
«KoHcynbTaHT +».

- HCIIOJIb30BaHHME MMPOTPAMMHO-TIEJATOTUYECKAX TECTOBBIX 3aJaHUN ISl TPOBEPKU
3HaHUH CTYJECHTOB.

8. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecTeyeHue JUCIUINIMHBI
8.1. IlepeyeHb OCHOBHOM MW [ONOJHHUTEIbHOH Yy4YeOHOH JIMTEPATYyphI,

He00X0XUMO IJIS OCBOCHHUSA NUCIUNIHHBI

a) ocHOBHaA yuedHaa 1umepamypa:

1. JlokyMeHTHpOBaHUE YIIPaBICHYECKOHN AeATEeIbHOCTH: YI€OHUK U MTPAKTUKyM/
N.K.Kopnees, A.B.ITmenko, B.A.Mamypres. —M.: FOpaiit,2017. — 384c.
2. Paznopoxusiii A.A. JIoOKyMeHTHpOBaHUE YIIPABIECHYECKON AEATEIbHOCTH:

yaeoHoe nocodue. — M.: UHOPA — M,2016. — 304c.

3. Ky3nenona, 1. B. JlokyMeHTHpOBaHUE YIIPABICHYSCKOMN ACATEILHOCTH: YICOHOC
nocobue s 6akanaspos / M. B. Ky3unenosa, I'. A. XauatpsiH. — 2-¢ u3a. — Mocksa: JlamkoB
u K, Aii ITu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5. —DnexTpoHHO-
oubmmoreunas cucrema IPR BOOKS: [caiit]. — URL.: http://www.iprbookshop.ru/99364.html

0) OonoanumenvHnan yueonan 1umepamypa:

4. Jlmutpuena, JI. U. JlokymeHTarmoHHOE o0ecriedeHre yrpaBIeHYECKOW IeATeITbHOCTH:
yueonoe rmocooue / JI. Y. JImutpuesa, M. B. PyzaeBa. — HoBocubupck : HoBocnOupckuii
roCcyJIapCTBeHHBIN TexHu4Yeckui yausepcuret, 2019. — 100 c. — ISBN 978-5-7782-4029-2. —
URL.: http://www.iprbookshop.ru/98703.html

5. I'punbepr A. C., I'opbaués H. H., Myxamermmna O. A.. JlokyMeHTaIlmOHHOE
obecrieueHre yrpaBlIeHUs: y4eOHUK [ DIIeKTpoHHBIN pecype] / Mocksa: FOuuTu-Jlana,2015. -
391c. - 978-5-238-01770-9— URL.: http://biblioclub.ru/index.php?page=book&id=115031

6. Ky3uenona, . B. Kondunennuansnoe n1enonpon3BoCTBO U 3aIUIIICHHBIH
ANEKTPOHHBIA JOKYMEHTOO0O0POT : yueOHoe nmocobdue s 6akanaspos / M. B. Ky3nenona, I'. A.
XauarpssH. — Mocksa : At [Tu Ap Meaua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. —
DnexTpoHHo-0ubnuoTeunas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97083.html

7. Poroxuna M. FO. JlokymeHTalimoHHOE oOecrieueHre yrnpaBieHus: yueOHo-
IpakTHdeckoe nocodue [AaekTpoHHbIN pecypce] / Mocksal bepiun: Jupekr-Menuna,2014. -384c.
- 978-5-4475-1648-2— URL. http://biblioclub.ru/index.php?page=book&id=253704

8) nepeuensv yueoH0-memoouuecKo2o odecnevyenus:

8. boromouosa JI.IO. Metoanyeckue yka3aHus K BBITIOJTHEHUIO KOHTPOJIBHOM paboThI.
Actpaxanb, ATACY,2019 r.- 32 c. http://moodle.aucu.ru


http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=253704
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2) nepeuenv OHNAUH KYpPCO8:
9. Cneumanuct KapoBOTO JICIONPOU3BOJICTBA HA COBpEeMEHHOM npeanpusituu. - URL:
https://vgaps.ru/seminar/260?utm_source=google_adwords&utm_medium=cpc&utm_campaign

8.2. IlepeyeHb HeOOXOAMMOI0 JHIEH3MOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOIO
NMPOrpaMMHOI0 00ecredeHusi, B TOM YHCJIe 0TeYeCTBEHHOI0 MPOU3BO/ICTBA, HCIOJIL3yeMOTro
MPH OCYIIECTBJIEHHH 00Pa30BaTEIHLHOIO MpoLecca Mo AUCHUIIUHE

1. 7-Zip GNU

2. Office 365 Al

3. Adobe Acrobat Reader DC
4.Internet Explorer

5. Apache Open Office

6. Google Chrome

7. VLC media player

8. Azure Dev Tools for Teaching
9. Kaspersky Endpoint Security

8.3. [lepevyeHb coBpeMeHHBIX MPO¢ecCHOHATBHBIX 023 TaHHBIX U HHPOPMALHOHHBIX
CIIPABOYHBIX CUCTEM, JOCTYIHBIX 00y4AIOIIUMCH PH OCBOCHUU U CUUIIIMHBI

1. DnexTpoHHas HHPOPMAIIMOHHO-00pa3oBaTeIbHas cpeia Y HUBEpCUTETA!

(http://edu.aucu.ru, http://moodle.aucu.ru)

2. DNEeKTPOHHO-OMOIMOTEYHAs cCHCTeMa «Y HUBEPCUTETCKash OMOIMOTEKa»

(https://biblioclub.ru/)

3. DaexkrponHo-OMbMoTeuHas cuctemMa «IPRbooksy» (Www.iprbookshop.ru)

4. Hayunas snekrponnast ouoimoreka (http://www.elibrary.ru/)

5. Koncyasrant + (http://www.consultant-urist.ru/)

6. denepanbHbIil HHCTUTYT IPOMBIILICHHOM cobcTBennoctu (http://wwwl.fipt.ru/)

7. TlarentHas ©6aza USPTO (http://www.uspto.gov/patents-application-process/seach-
patents)

9. Onucanue MaTepHaJIbHO-TEXHMYECKON 0a3bl, HEOOXOAUMON I OCYIECTBJICHUS
00pa3oBaTeILHOI0 Mpouecca mo AUCHUIJINHE
Ne HanMeHoBaHuUe cienUAJBHBIX® IIOMeELIeHUIT U OcHalleHHOCTh CleUAJIBHBIX
1| NOMeIleHUH ISl CAMOCTOSITeJIbHOM padoThl MOMelleHU 1 oMelleHu i 1151
/ CaMoCTOSITEJIbHOM PaGoThI
n
1 | YyeOnble ayquTOpUH IS IPOBEACHUS yIEOHBIX ayn. Ne 207
3AHSTUMN: Kommutext yuebHoM mebenn
414056, r.Actpaxans, ya1. Tatumena 186 KOMHI’K)TQPVI’I:15 IIT. L.
aymutopun Ne207, 203, 209 IlepeHOCHOM MyIbTUMEAUHHBIA KOMIUIEKT
Hoctyn k nHOPMaLMOHHO —
TEIEKOMMYHHKALIMOHHOHN CEeTH
«MHTEpHET?



http://edu.aucu.ru/
http://moodle.aucu.ru/
https://biblioclub.ru/
http://www.iprbookshop.ru/
http://www.consultant-urist.ru/
http://www1.fipt.ru/
http://www1.fipt.ru/
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aya. Ne 203,
Kommekt yueOHOl Mebenn
IlepeHOCHOM MYIBbTUMEAUINHBIA KOMILIIEKT
Hoctyn k nHhOpMaIMOHHO —
TEINEKOMMYHUKALIMOHHON CETH
«HTEepHET»

aya. Ne 209.
Kommiekt yueOHOIM Mebenu
JeMoncTpanuonHoe 000py10BaHne
Y4ebHOo-HaArIAIHBIE IOCOOUS
CranroHapHBIH MyJIbTHMETUHHBIN
KOMILJIEKT
Hoctyn k nHbOPMAIIMOHHO —
TENEKOMMYHUKAIIMOHHON CETH
«HTEepHET»

[Tomernenust st CAMOCTOSTEIBHON PaOOTHI
414056, r. Actpaxans, yi. Tatumesa 22a
ayauropun 201, 203

414056, r. Actpaxans, yi. Tatumesa 18a,
bubnuoreka, YnTaabHbIN 34T

aym.Ne201
Kommuiekt yuebHoit mebeny.
Kommeroreps! — 8§ miT.
Hoctyn k nHOPMAIIMOHHO —
TEIIEKOMMYHHUKAIIHOHHON CeTH
«HTEpHET».

aymr.Ne 203
Komrurext yaeOHoM Mebemn.
Kowmmprorepst — 8 mir.
Hoctyn k nHGOPMAaIMOHHO —
TENIEKOMMYHUKAIIMOHHOMN CeTH
«HTEepHET».

0MOIMOTEeKA, YHTAJIBHBIN 3271
Komrurext yaeOHOM Mebemn.
Kowmmbroreps! - 4 mT.

Hoctym k nH()OpMAIIMOHHO —
TEIIEKOMMYHHUKAIIHOHHON CeTH
«HTepHeT»

10. OcoOeHHOCTM OpraHu3anuu OOYYEeHUs] MO JUCHUILINHE «/[oKymeHmuposanue
YNpaeneHyecKkou OeamenvHoCmu» s WHBAJIUAOB W JHMI € OrPaHHYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI

s oOydaromuxcs U3 4ucia MHBAIMIOB M JIMIl C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMU
3I0pOBbSI Ha OCHOBAaHUU IHCHMEHHOTO 3asBJIEHUS JUCHUIUIMHA «J/[OKyMeHTHpOBaHUE
YIPaBICHUYECKON JESITeNbHOCTU» PEaTH3yeTcss C Y4eTOM OCOOCHHOCTEH MCUXO(PHU3NIECKOTO
Pa3BUTHUS, UHAUBHUIYaIbHBIX BO3MOXKHOCTEH M COCTOSIHUS 3[I0POBBS (Jjajiee — UHIUBUIYATbHBIX
0COOEHHOCTEH).



PEIIEH3UA
Ha pafodyIo pOrpamMMy, OLEHOYHbIE H METOANYECKHEe MATEPHAILI N0 TACHHILIHHE
B1.B.03 «/lokyMeHTHPOBaHHE YIIPABIeHYeCKOH [eATEILHOCTHY

OIIOI1 BO no nanpasaenuo noarorosku 38.03.01 «DKOHOMUKAY,

HANPABJIEHHOCTH (podHIIb)

« DKOHOMUKA NPEONDULIMULL U OP2AHUIAYULLY.

o mporpamMme axaiaepuam

Kysneuosvim Cepzeem Braoumuposunem (namee mo TEKCTY PEIICH3EHT), IPOBEIEHA PEICH3HA
paBoueif TPOrpaMMBI, OIEHOYHBIX K METONMYECKHX MATCpHanOB IO  IHCIHILIMHC
«/lokymenmuposarnue ynpasnenyeckoii  deamensnocmuy OIIOII BO mo nHampaBieHHIO
norotosxu 38.03.01 «IKxoromuray, o mporpamme faxanaspuam, paspaboransoii 8 TAOY AO
BO "AcTpaxaHCKii TOCYIapCTBEHHBIN aPXUTEKTYPHO-CTPOHTEIbHBIA yHHUBEpCHTET", Ha Kadeape
«IKoHomuKa cmpoumenscmeay (paspaboTuuk — cm. npenodasamens bozomonosa JTwomuna
HOpvegna ).

PaccMOTpeB TIpe[CTABICHHBIC HA PEIEH3MIO MATepHallbl, PELEH3CHT IMPHIIeT K
CJIEYIOIINM BEIBOJAM:

IIpenbasnenHas pabodas mporpamMma y4eOHOH THCIMILTMHEL «doxymenmupoearnue
ynpaenenueckoll deamensHocmuy (Jianee mo TEKCTY IIporpamma) COOTBETCTBYET TpeOOBAHUIM
®I'OC BO no HampapieHuIO TOATOTOBKH 38.03.01 «IKOHOMUK@», YTBEPKICHHOTO IIPHKA3OM
MuHrcTepeTBa 06pa3oBanus M Hayku Poccuiicko#t @enepauun 12 aszycma 2020 2., No 954 u
3aperucTpupoBanHoro B Mustocte Poccun 25 aszycma 2020 2., pecucmpayuonnsiit N 59425.

IlpencraBnenHas B I[IporpaMme axTyalbHOCTE yueOHOM MHUCIMIIIAHEI B paMKax
peamuzanug OIIOII BO He MOMNEKHUT COMHEHMIO - JMCLUIUIAHA OTHOCHTCA K HacTh,
(GopMupyeMoii ydacTHHKaMH 00pa3oBaTe/IbHBIX OTHOWIEHHH yuebHoro nHKiIa biok I
«JTMCIHTUTIHEI (MOJLYTIH)».

[Ipencramennble B IIporpamMme mend y4eOHOH —MCIUIUIMHBL  COOTBETCTBYIOT
tpebopanusM PI'OC BO HampaBineHHs IOATOTOBKA 38.03.01 «3xkoHomuKa», HAIPaBICHHOCTD
(mpod i) «IKOHOMHKA IPEANPHATHIH H OPraHH3ANHID).

B coorBercTuM ¢ Ilporpammoii 3a  gucnuiumHOH  «/JoKymenmuposanue
ynpasnenyeckoil OeamenbHocmuy 3aKpelvieHa I KomnemeHWuA, KOTOpas peanmnsyctcs B
0OBSBIEHHEIX TPeOOBAHMIIX.

IIpemnoxenHsie B [IporpaMMe WHAMKATOPHI KOMIETEHIMH B KAaTErOPHAX 3HATH, YMETD,
BIAfeTh OTP@KAOT CIenHbHKy H COJAepKaHHe IHCIHIUIMHBL, a MPEJICTABICHHBIC B OMM
TIOKa3aTelld H KPUTEPHH OLEHHBAHIS KOMIETEHIHH [0 JUCIMIUTMHE Ha PasIHiHBIX JTarax uX
hopMHEpOBaHHs, a TAKKE MKaTbl OLCHHBAHWA MO3BOJIAIOT ONPENETHTh CTCICHD JOCTIKEHHA
3afBJICHHBIX pE3y/IBTATOB, T.€. YPOBEHb OCBOEHHs OOYHAIOMMMHCH —COOTBETCTBYIOMIMX
KOMIIETEHIUH B paMKax JaHHOM TUCIUIITHHEL

VyeGuas mucimmuaHa  «JOKYMeHmuposaHue YnpaeneH4ecKou OeamenbHOCHu)
p3auMmocsszana ¢ Apyrumu aucnumiHama OITOII BO mo HanpaBleHHMIO HOATOTOBKH 38.03.01
«IKOHOMUKA», HATIPABIEHHOCTE (podmis) «IKOHOMHKA MPEANPHATHH 1 OpraHH3alMi» H
BO3MOJKHOCTD IyONIHPOBaHMA B CONCPKAHHH HE BRIABJICHA.

TlpenctaBnenHas — llporpaMma — NPEANONAracT — HCIONB3OBAHHE — COBPEMCHHBIX
06pa3oBaTebHBIX TEXHOJOTHH MPH Pearu3aliy pasIHTHBIX BHIOB y4yeOHO#l paboTEl. DOPMBI
06pa3oBaTENbHBIX TEXHOJIOTHH COOTBETCTBYIOT cnenmuduKe JUCIHAIIIHHEL

IIpencTasneHHble H omucaHHble B IIporpamme dopMbl Texymeidl OLEHKH 3HAHHH
COOTBETCTBYIOT credHKe AUCIHILUTHHEL H TPeOOBAHHAM K BLINYCKHAKAM.

[IpoMexyTouHas aTTeCTallds 3HAHWA Oakanaepa, TPELyCMOTPEHHAL [Tporpammoi,
ocymecTsisieTcss B GOpMe IK3AMEHA. @opMBI OIEHKH 3HAHHH, MPE/ICTABICHHbBIC B Paboueit
IIporpamMme, COOTBETCTBYIOT CHENH(QHKE TUCIIMILIAHEL 1 TpeGOBAHMAM K BEITYCKHUKAM.



VyeGHO-METOMYECKOe  OOecledeHne  JUCIMIUIMHBI  IPEJCTABIEHO  OCHOBHOI,
JIOTOTHUTENBHOM JTHTEpaTypol, HHTEPHET-PECYPCaMH H COOTBETCTBYET TPEOOBAHUAM ®r'oC BO
HarnpasieHus OAroToBKH 38.03.01 «IKoHOMUK®, HAIPABJICHHOCTD (mpoduiib) «IKOHOMHKA
NpenpusATUHil ¥ 0PraHU3aNHII».

MarepranbHO-TeXHHUecKoe 00ECIIeueHne COOTBETCTBYET TPEOOBAHUAM @®I'oC BO
HalpaBleHds  [OAroToBkH  38.03.01  «IKoHoMuKa» M cuenabuKe  AUCLHIUIHHBI
«/JoKyMeHmuposanyue ynpaenenyeckou OesmesbHOCHU) 1 obecreyrBaeT HCIIOIL30BAHHE
COBPEMEHHBIX 00pa30BaTENbHEIX, B TOM YHC/IE HHTEPAKTHBHBIX METO/IOB obyueHu.

[Ipe/icTaBeHHBIE HA PEIEH3MIO OLEHOYHBIC H METONMICCKHE MAaTepHallbl HalpaBICHH
noarotoBkd  38.03.01 «3xonomuka» pa3paboTaHBl B COOTBETCTBHH C HOPMAaTHBHBIMH
[OKyMEHTaMH, IIPe/ICTaBIeHHBIME B IIporpaMme. OILEHOYHBIC ¥ METOIMYECKHE MATepHAlbl 110
aucuuIuane  «/JOKyMeHmuposanue ynpasienueckol O0eamenbHoCmuUy TpeIHasHauCHbl UL
TEKYIIEro KOHTPOJS ¥ IIPOMEXKYTOYHOH aTTECTallMM M MPEACTABIACT c000if COBOKYITHOCTB
pa3paboTaHHEIX Kadeapoll «IKOHOMUKA CHMPOUMENbCMEA» MATEPHANOB JUI YCTAHOBJICHHA
YPOBHS ¥ Ka4ecTBa AOCTHKEHHs 00yJaloNMMHCs PE3YIIbTATOB o0ydeHus.

3azauaMy OIIEHOUHBIX M METOJAMYECKHX MaTEPHAIOB SBIAECTCA KOHTPOIb U yIPaBICHHC
IPOLIECCOM, OCBOEHHs OOYYarOIMMHCSH KOMICTCHIMH, 3asBIEHHBIX B oOpa3oBaTeIbHON
IporpamMMe 10 JaHHOMY HAMpPABIEHHIO IMOATOTOBKH 38.03.01 «3xoHOoMUKa», HAIPABICHHOCTD
(1poduis) «IKOHOMHMKA MPEANPHATHIH H OPraHU3ANMID).

OLEHOYHBIE ¥ METONHUESCKHe MaTepuansl 10 JucuuiumHe  «/JoKymenmuposarnue
YRPaeneH eCcKol 0eAmeNbHOCHUY TIPE/ICTABIICHBL

- 3aIaHUAMH UL KOHTPOTLHON pabOoTEI

- TECTOBBIMH 3aJaHHIMH

- BOIIPOCAMH K DK3aMEHY.

JlaHHble MATEpPUAIBI MO3BOJIAIOT B MOJHOM MEpe OLEHHTH Pe3yNIbTaThl o0y4eHus 1o
mucnuruiaae  «JoOKyMeHmuposéanue ynpasienueckou OeAmensHOCHU) B ATACY, a Takxe
OIEHUTH CTEIeHb CHOPMHPOBAHHOCTH KOMIIETCHIIHH.

OBIIHUE BBIBOAbIL

Ha OCHOBAaHHM NPOBENEHHON PEIEH3MH MOXKHO CHENaTh 3aKJIOYEHHE, UTO XapakTep,
CTPYKTypa M colepxaHue paboduedf mporpaMMbl, ONEHOYHBIX M MCTOIMHYECKHX MATCpHaloB
mucrumumns B1.B.03 «Jokymenmuposanue ynpasienieckoi 0eamenbHoCHuy OITOIT BO mo
HaOpaBleHHIo HOArotoBku 38.03.01  «Ixonomuka», 1O NpOrpaMme barxanaepuam,
paspaboTaHHAs Ci. Hpenooasamenem Bozomonosoii JTroomunoti FOpveéHoti COOTBETICTBYET
tpebopanmsy  @I'OC  BO,  coBpeMEHHBIM TpeGOBaHUSIM  OTPAClH, pHIHKA  TPYJa,
npoGeCCHOHATBHBIX ~ CTAHIAPTOB  HANpaBI€HWs — TIOArOTOBKH 38.03.01»3xoHomuKa»,
HaIPaBJIEHHOCTE (IPOQHIL) «IKOHOMHKA IpeNpHATHI ¥ OPTaHU3ANMiD) CH MOTYT OBITh
PEKOMEHIOBAHBI K HCIIOIb30BAHUIO.

Penenzenr:
Cremnens, JOKHOCTh, MECTO pabOTHI
Tenepansrbit gupekrop 000 «AMC» C.B. Ky3nenon

H.0.0




PELIEH3HA
Ha paf0o4yi0 NporpamMmy, OleHOYHbIE M METOJHYECKHE MATEPHAJIBI 110 THCHHILINHE
B1.B.03 «/lokyMeHTHpPOBAHHE YIIPABJEHYECKOH AeSTeJIbHOCTH»

OIIOII BO no HanpasJ/eHuro moaroToBku 38.03.01 «Oxonomukay,

HAMpaBJIEHHOCTH (MpodnIIn)

«DKOHOMUKA NPEONPUSIMUT U OP2AHU3AYUTLY,

0 mporpamMme bakaraspuam

ITomanosvim Anexceem Huxonaesuuem (manee Mo TEKCTY PELEH3EHT), IPOBEJEHA PEICH3HA
pabodeli mporpaMMbl, OLEHOYHBIX H METONMYECKHX MATepualoB IO  JHCLHILIHHE
«loxymenmuposanue ynpaenenyeckoii  deamenvHocmu» OIIOII BO mo HampapieHHIO
noaroToBku 38.03.01 « Ixonomuxay, o porpamme Gakaraspuam, paspaboransoit B TAOY AO
BO "AcTtpaxaHcKkHif rocyIapCTBEHHbII apXUTEKTyPHO-CTPOHTENLHEIH YHUBEPCUTET ', Ha Kadeape
«IKoHOMUKA cmpoumenscmea» (paspaboTUiK — cm. npenooasamens bozomonosa /Iroomuna
HOpvesna ).

PaccMOTpeB TMPEACTABIEHHBIC Ha PELEH3UI0 MAaTEpHAlbl, PELEH3EHT IIPHINENT K
CITEIYIOUIMM BEIBOIAM:

[IperpsaBieHnas paboyas IporpamMva ydeOHOH MMCHMIUIHHBL «/JOKYMeHmMUposanue
ynpagnenueckoii deamenvHocmuy (ganee 1o Tekcty [IporpaMma) COOTBETCTBYET TpeboBaHUAM
®I'OC BO no nHampaieHHIO NOAroTOBKH 38.03.01 «3KoHOMUKA», YTBEPKICHHOTO IPHKA30M
MusncTepeTa 06pasoBanus u Hayku Poccmiickoit @enepamuu ot 12 asrycra 2020 r., Ne 954 u
3aperucTpupoBannoro B Muntocre Pocenu 25 aBrycra 2020 r., perucTpaldoHHbLH N 59425.

IIpencrasnendas B [IporpamMMe axTyaJbHOCTh yueOHOM MUCLMIUIMHBI B paMKax
peammzauu  OITOII BO He NOANEKHMT COMHEHHMIO - JHCIHMIUIMHA OTHOCHTCS K HacTH,
bopMHEpyeMOli y4acTHHKAMHM 00pa30BaTENbHBIX OTHOIICHHH yyeGHoro mukma brok 1
«JIACTIMITTHHEL (MOJLYITH) ..

[Ipencrasnensple B IlporpamMme Henw y4eOHOH —JMCHHUIUIMHBI  COOTBETCTBYIOT
tpeGopanusy ®I'OC BO namnpasnenns noarotopku 38.03.01 «IxkoHomuKa», HaIPaBIEHHOCTE
(nmpoduis) «IKOHOMHKA NPEANPHATHH H 0PraHUu3aLHi).

B coorserctBEM ¢ Ilporpammoit 3a aucnmiumHOM  «/JoKymenmuposanue
Ynpaenenyeckoii  deamensHocmu» 3aKperieHa I  KoMnemeHYuA, KOTOpas pealu3yercs B
0OBABICHHBIX TPEOOBAHUAX.

IIpennoxensnsie B [I[porpaMMe HHIMKATOPHI KOMIICTCHIHH B KATCrOPHAX 3HATH, yMETh,
BIAJETh OTpaXaroT crnenudUKy H COJAEpXKaHWe NUCIHUIUIMHBI, & IPEICTaBICHHBIC B OMM
TOKa3aTeNd U KPUTEPHH OICHUBAHHS KOMIIETEHIUH 10 IUCIHINTHHE Ha Pa3IHIHBIX dTallaX HX
GopMHpOBaHKs, & TAK)Ke LIKaTbl ONEHWBAHHS IMO3BOJIIOT ONPEAEIMTh CTEICHH NOCTHIKCHHT
3aSBIEHHBIX PE3yIbTaToOB, T.6. YPOBEHb OCBOEHHA OOYYaIOIUMHCA COOTBETCTBYIOIIHX
KOMIIETEHIMH B paMKaxX JaHHOH JMCLHITTHHEL

VyefHas MUCLHIUIAHA «/JOKYMeHmMUposanue YnpasieH4eckoi  OeAmenbHOCHu)
p3amMoCBs3ana ¢ apyrumu mucnumiaaama OIIOIT BO no Hampaeienuio noarotoskd 38.03. 01
«IKOHOMUKA», HATIPABIEHHOCTD (MPO(HIL) «JKOHOMHKA NPEINPHATH H OpraHH3aNMiD U
BO3MOKHOCTE TyOTHPOBAaHHSA B COJEPKAHHH HE BBIIBICHA.

[IpencraBnennas  [lporpamMma  NpeamojiaraeT — HCIOIb30BAaHHE  COBPEMEHHBIX
06pa3oBaTeIbHBIX TEXHOIOTHH MPH peanu3aliy pa3iiYHbX BHUIOB yueGHo# paboTel. POpPMEI
06pa3oBaTeTbHbIX TEXHONOTHIT COOTBETCTBYIOT CHIELH UK THCIIHTIIHHBL.

IIpe/cTaBieHHble W OmucaHHble B IIporpamme (OpMBI TeKyIIeH OINEHKH 3HAHUH
COOTBETCTBYIOT ClIeIH(UKE THCLHIIIIHEL H TpeOOBAHHAM K BBITYCKHHKAM.



[IpoMexyTouHas arTecTalusi 3HAHWA Oaxanaepa, npeaycMoTpenHas IIporpammoi,
ocylecTsigercs B Gopme Ik3amera. OOpMBI ONEHKYM 3HAHMH, IIpeicTaBieHHBle B Pabouei
TIporpaMMe, COOTBETCTBYIOT CHELM(UKE TUCHUILIHHBL ¥ TPEOOBAHHAM K BBITYCKHUKAM.

VuebHO-MeTOOMYECKOe  ODecrnedeHHe  JUCHUIUIMHBI  IIPEICTaBIEHO  OCHOBHOM,
JIOTIONHHUTENBLHOM TMTEpaTypoi, HHTEPHET-PECYPCaMH i cooTBeTcTByeT Tpedosanuam OI'OC BO
HaIpaBIeHHs NOAroTOBKE 38.03.01 «IKoHoMuUKa», HAPABICHHOCTE (MPODHIIL) «IKOHOMHKA
NpeInpHATHH H OPraHUu3alHii».

MarepuanbHo-TeXHAYecKoe obecnedeHre cooTBeTcTByeT Tpebosanusm PI'OC BO
HanpaBnenus — noarotopku  38.03.01  «IkoHomuka» H criemuuKe  IUCLUIUIAHEI
«/lokymenmuposanue ynpagneHueckon OeamebHOCHUy W 00ECTEYNBACT HCIONb30BAHUE
COBPEMEHHBIX 00Pa30BaTEIBHEIX, B TOM YHCIIE HHTEPAKTHBHEIX METON0B 00yYEHHSL.

[IpencTaBieHHble Ha PELEH3HIO OLEHOYHBIE M METOJMYCCKHE MaTepHAIbl HAlIPABICHHUA
moarotoBkd 38.03.01 «Dxonomura» pazpaboTaHbl B COOTBETCTBMH C HOPMATHBHBIMH
JTOKYMEHTaMH, MPECTaBIeHHBIMU B IIporpaMmMe. OneHOYHEIE W METOMYECKHEe MaTepHambl 10
IUCLHUIIIEE «/JOKyMeHmuposanue ynpasieH4eckou OeAmenbHOCmu)» TPEeAHA3HAYCHEl IS
TEKYIIEro KOHTPONS M HPOMEXKYTOUHOHM aTTecTallud M TPEACTABIIET COo00H COBOKYIHOCTH
pa3paboTaHHBIX Kadhexpol «IKOHOMUKA CMPOUME/NbCMEa» MaTEePHAIOB JUIL YCTaHOBICHHS
YPOBHS H Ka4ecTBa JOCTHKEHHs 00y4JarOMMICS PE3y/IbTATOB 00y IEHH.

3aauaMy OI[EHOYHBIX H METOAHYSCKHAX MATEPHAIOB SBJISAETCA KOHTPOIb H YIIPaBICHHE
IIPOLIECCOM, OCBOEHHs OOYYaOMMMHCA KOMIETEHIMH, 3asBICHHBIX B 00pa30BaTCIBHOH
IporpamMme TI0 JaHHOMY HallpaBlIeHHIo MoAroToBku 38.03.01 «IKkoHoMuKa», HaNPABICHHOCTE
(poduis) «IKOHOMHKA NPEANPHATHH B OpraHH3anMiD).

OleHOUHBIE M METOJMYECKHE MarepHaibl [0 JUCHHIUIMHE «/JoKymernmuposanue
YRpaeneHueckol Oeame/lbHOCHI) TIPEICTaBIICHBI:

- 3aJJAHUSAMH UL KOHTPOIBHON paboTEl

- TECTOBBIMH 3aJaHHAMHU

- BOIIPOCAMH K 3K3aMEHY.

JlaHHbIe MATEPHAIE! MO3BOJSIOT B IOJHOM Mepe ONEHHTh DE3yiabTarsl OOYdYeHHs IIO
mucuuaae  «/JoKkymenmuposanue ynpaenendeckoii oeamenvHocmu» B ATACY, a TaKxe
OLIEHUTE CTEINEHb CHOPMHPOBAHHOCTH KOMIICTEHITHH.

OBIIHE BBIBO/IbI

Ha ocHOBaHHH IIPOBEJICHHON pElEH3MHM MOXKHO CHENaTh 3aKIIOUEHHE, 49TO XapakTep,
CTPYKTypa W cofepikaHue pafodedl IporpamMmbl, OIEHOYHBIX H METOIHYECKHX MaTCphaloB
mucnanuEs 51.B.03 «Jokymenmupoeanue ynpasnenyeckoii deamensnocmuy OIIOI BO mo
HATIPABNEHWIO MOATOTOBKE 38.03.01 «JKomomuka», TO TporpamMme Oakanaspuam,
paspaGoTannas cm. npenodagamenem Bozomonosoi Jlioomunoii FOpbeeHo COOTBETCTBYCT
tpebopanusiv = ®T'OC  BO, coBpeMeHHBIM  TPeOOBAaHHAM — OTPacid, pBIHKA  TPYyAa,
npodeCCHOHANBHBIX ~ CTaHJapTOB  HANPaBICHHA  IOATOTOBKH 38.03.01»3konomura»,
HAIIPABIEHHOCTh (Mpoduis) «IKOHOMHKA NMpPEANPHATHH M OPraHH3amMi» W MOTYT OBbITH
PEKOMEHIOBAHbI K HCTIONB30BaHHMIO.

PenenseHr: ,
['eHepanbHBIH AUPEKTOP: —
000 IIKP «Apmajta Fiiroc»

-Jh || i -,?T"Il ':T ‘

a4/ A H. Tloranos
4 (nomrmics) H.0.®




AHHOTAIHSA

Kk pa6oueii nporpamMMe IMCUAILIMHEL «J[OKYMEHTHPOBAHUE YIPABICHICCKOH JIEATENLHOCTHY
110 HampasneHuto moaroTosky 38. 03.01 Dxonomuxa
HaIpPaBIEHHOCTH (Ipo(HIIb)
«DKOHOMUKA NPEONPUAMUT U OP2AHUIAYUTIY

06wan mpyooemKocmp OUCKUNTIUHBL COCIABNAL 3 3auemHble eOUHUb
Dopma nPoMeHCYmMOUHO AMMEeCAUU: SK3aMEH

[lempio yueGHOM MUCLHIUIMHEI «/[OKyMeHmuposarue YNPaeneH4eckou OesmenbHOCHU)
SBIIeTCs  (DOPMHPOBAHHE KOMIETEHIMH 0O0y4aromerocs B COOTBETCTBHH C TpeOOBaHHAMH
delepalbHOTO TOCYAAPCTBEHHOTO 00pa30BaTENBHOrO CTAaHAApTa BEBICIIETO obpazoBanus 10
Hanpaplernio moaroTorkd 38.03.01 «DKOHOMHKA.

VueGHas AHCUHILTHHA «/JOKYMEHMUPOSANUE YNPAEIENYeckol OesmenbHocmuy BXOXAT
B buaok 1 «Iucummimasp (MOXYJIH)» qacTh, (opmupyeMas YYacTHHKaMH
00pazoBaTeJbHBIX OTHOMeHHil, Jisi OCBOSHMH AHCIHIUTHHEI HEOOXOAMMEL  3HAHHA,
OJTy4YeHHbIE [IPH H3YYEHWH CIICAYIOUMX JHCIUILIAH: «KyneTypa pedn U JielioBoe 0OIICHHEeY,
«JlenoBas sTHKa, « MEHEIKMEHTY.

KpaTkoe coep:kaHue THCHHIUIHHBL:
Paspen 1. JJoKyMEHTHPOBaHHE YTIPABICHYECKOH ASATEIBHOCTH B P®. Yeudukanus u
CTaHJapTH3AINI JOKYMEHTOB.
Pazzen 2. CHcTeMa OpraHu3alOHHO-PACIOPAIATENBHOM JOKYMEHTA[HH.
Paszen 3. JIoroBOpHO-TIpaBoBask JOKyMeHTalus. JJokyMeHTalus 10 BHEITHEIKOHOMHIECKON
JIeSITETTBHOCTH.
Paszen 4. JlTokyMeHTalUs 110 TPYAOBBIM IIPABOOTHOMICHHAM.
Pasnen 5. IIpeTeH3HOHHO - HCKOBas JOKyMEHTAIlHA.
Paznen 6. Opranusaims paboTel ¢ JOKyMEHTaMH.

3aBenyromuii kadeapoi /2/ /H.A.Mumuenko /
e H. 0. .




MuuaucTepcTBO 00pa3oBaHUS M HAYKH AcTpaxaHckoid ob0aacTn
Il'ocynapcTBeHHOe aBTOHOMHOE 0o0pa3oBaTeJbHOE YUYpPeKAEeHHE
AcTpaxaHcKoil obfmacTH Bhicmero odpazoBanus
«AcTpaxaHCKHil rocyiapcTBeHHBbIH apXHTEKTYPHO-CTPOHTEJAbLHBIH
YHHBEPCHTET»

(TAOY AO BO «ATACY»)

OIIEHOYHBIE U METOJUYECKHUE MATEPHAJIBI

HaumenoBanue mUCUMILUIHHEBL  JJOKYMEHTHPOBAHHE VIIPABISHUECKON OeATEIBHOCTH

(yKCBbIGGEIﬂCH HAuMeHo8aHUe 8 COOMEENMICMEUU C yqeﬁnbm nJlaHGM)
Ilo HaIIpAaBJICHHI0 NMOATI0OTOBKH

38.03.01 «9KOHOMHKA»

(YKasvieaemes HauMeHo8anue Hanpasnernus nodzomosxu é coomeemcmeuu ¢ @IOC BO)

HanpasieHnocTs (npoduiin)

«DKOHOMHKA IPEIIPHITHH U OPraHA3alHHa»,

(yraszvieaemcs, Haumenosanue npoduns e coomsemcmeuu ¢ OIOII)

Kadeapa_DxoHOMHKA CTPOUTEIECTBA

Kpamm¢ukarms BenryckHuKa 6akanasp

AcTtpaxans - 2021



Pazpaboruuxu:

Cr. npenonasatens kabenper 2C /JL.YO. Boromosnosa /

(3aHMMaeMas DOKHOCTD, (IIO,[[HPéL) H. 0. .
yaéHas CTeNneHb H YI8HOe 3BaHIE)

O1leHOYHBIE H METOOHYCCKHE MaTepHabl PACCMOTPEHBI H YTBEDIKICHBI Ha 3aCCHaHHH I{albe,ﬂpbl

« IKOHOMUKA CINPOUMENbCMEAY mpoTokor Ne 12 ot _31 ._05. 2021 .
3aBeayromuii kadenpoit v _Z 28 /M. A.MuTt4eHKO /

(o frmice) Hn. 0. 0.
CoracoBaHo:

IIpencenarens MKH «3xoHOMHKaY», HAallpaBIEHHOCTH (IpodHIb

«DKOHOMHUKA NPeNpUITHH U OpraHHu3aLAn» /b/ Y [W.A Mutuenko/
(moamuce) HO. @

Hauvamsuux YMY

.- 1Y fesrhues,

{ (mopmues) HOO
Cnemmamct YMY M 105 %wfmfm
(o m1HCH) Ho o

) 4




COJIEPJKAHMUE:

Crp.
1. | OueHoYHbIE U METOAUYECKUE MATEPUAIIbI JJIsl IPOBEIACHUSI TEKYIIIETO KOHTPOJIS 4
yCIIEBAEMOCTH IPOMEKYTOUHOM aTTecTallii 00y4JaroluXcs 10 AUCHUIUIMHE
1.1. | Mepedens kommeTeHmii ¢ ykasaHueM 5TanoB ux GOPMHUPOBAHHS B IPOLIECCE 4
0CBOEHHS 00pa30BaTENBHON MTPOTPaMM
1.2. | Onucanne noxasareneii u KPUTEPUEB OLICHUBAHUSI KOMIIETEHIIUI Ha Pa3JIMYHbIX 5
sTanax ux GopMHpPOBaHUs, ONTMCAHUE IIIKAJ OLIEHUBAHUS
12.1. [IepedyeHb OIIEHOYHBIX CPEACTB TEKYIIET0 KOHTPOJIS yCIEBAEMOCTH 5
1.2.2. | Onucanne noxasarerneii u KPUTEPHUEB OLICHUBAHUS KOMIIETEHIUH TI0 6
JUCHMIUIMHE Ha Pa3IMYHbIX 3Tanax ux GopMHUPOBaHUs, OTMCAHUE ILIKAJl
OIICHUBAHMS
1.2.3. | 1lIkana OIICHUBAHUS 7
2. | Tunossie KOHTPOJIbHBIE 3aJaHusl WIM HHbIE MaTepuaibl, HEOOXOAUMBIE IS 8
OIICHKM 3HaHUM, YMEHUH, HABbIKOB, XapaKTePU3YIOLIUX 3Tanbl (OPMUPOBAHUS
KOMIIETEHI[UI B Mpoliecce 0CBOEHUs 00pa30BaTebHOM MporpaMmbl
3. [lepeyeHp M XapakTEPUCTHUKH TPOLEAYPHI OLCHUBAHWUS 3HAHUM, YMEHUH, 12
HaBBIKOB, XapaKTEPU3YIOUIMX 3Tambl (POPMUPOBAHUS KOMIIETEHIMHI
4 [Tpunoxenue 1 14
5 16

[Tpunoxenue 2




1. OIIeHO‘leIe U METOAUYECCKHUE MaTepHaAJIbl A IIPOBCACHUA TCKYLIEI0 KOHTPOJHA YCIIEBAEMOCTH H

oﬁyqammnxca mo JTMCHUIIJINHE

HpOMe)KyTO‘lHOﬁ aTrrecranmuu

O1IeHOYHBIC U METOMYCCKUE MaTEPHAJIbI SIBIISIOTCS HEOThEMIIEMOM YacThi0 paboyell mporpammsl auctuiuinibl (nanee PI1/1) u npencraBineHs! B

BHUJC OTACIIBHOTO JOKYMCHTA

1.1. IlepeuyeHb KOMIETEHLMI1 ¢ yKa3aHMeM ITANOB UX (popMUPOBaHMSA B MpoLecce 0CBOCHUS 00pa30BaTeIbHOI NPOrpaMMbl

Homep pa3nena nucuMminHbl (B COOTBETCTBUH €

DopMblI KOHTPOJIA €

HNHuaexc u popMyIupoBKa NHaukaTopbl 10CTHKEHUH n.5.1 PILJ) KOHKpeTH3anuen
KOMIETEHIIHH KOMMeTeHIM i, ycranoBaeHHbIe OITOIT 3a/IaHuA
1 2 3 4
1 2 3 4 5 6 12
3HaTh:
YK — 4. CiocoGeH oCyIIeCTBIIATh 32 YK-4.1 npaBuia v 3aKOHOMEPHOCTH 1. Bompocsr k
JIEJIOBYI0O KOMMYHUKAIIUIO B YCTHOM JIETIOBOM YCTHOM M MUCbMEHHOMN X X X X sk3ameny (1-32
Y TIHChMEHHON (opMax Ha KOMMYHUKaITIHI BOTIPOCHI)
TOCYJITapCTBEHHOM SI3BIKE YwMerb:
Poccwuiickoit ®ezepanuu u V1 VK-4.2 nupuMmeHsATh Ha MpPaKTHKE 1. TUIIOBON KOMILIEKT
MHOCTPAHHOM SI3bIKE JETTOBYI0O KOMMYHHUKAIlMI0O B YCTHOH U 3alaHud JJIst
MMMIChMEHHOM (hopMaxX, METOIBl M HABBIKU HUTOTOBOTO
JIETTOBOTO  OOIIEeHWs Ha pPYCCKOM U tectupoBanus (1-12
MHOCTPAHHOM SI3bIKaX X X X X TECTHI)
2. KonrponbHas
pabora
(Teopernyeckas 4acTb)
(1-49 Bompocsr)
Bnaners:
B2 VYK-4.3 HaBBIKAMU JIEJIIOBBIX
KOMMYHUKAIIMM B YCTHOM U HMUCBMEHHOU
opMe Ha pyCcCKOM U HWHOCTPAHHOM 1.KonTponbsHas
SI3BIKAX X X X X paboTa (mpakTHYecKas
B3 VYK-4.3 MeToauMKOi COCTaBICHUS YacTh) (50-95
CYXJIEHUS B MEXKIUYHOCTHOM JIETOBOM BOIIPOCHI)
OOIIIEHNM Ha PYCCKOM U WHOCTPAHHOM
SI3BIKAX




1.2. Onucanue nmokasareJjei u KPUTEPUEB OLICHUBAHUSA KOMIIeTEHIIMii Ha PA3JIUYHBIX 3Tanmax ux (l)OpMHpOBaHHH, OIMUCAHHUC IIKAJI

OICHUBAHUSA

1.2.1. IlepeveHb OLIEHOYHBIX CPEICTB TEKYIIEr0 KOHTPOJIA YCIEBAEMOCTH

HanmMeHnoBanue o1ieHOYHOT O
CpeicTBa

Kpatkas xapakTepucTKa OI[EHOYHOT O CPEICTBA

IIpencraBiieHue OLLEHOYHOIO
cpezacTia B QoHjie

KonTtponbshas pabora

CpencTBo MPOBEPKH YMEHUN MPUMEHSITE TTOMyUEeHHBIE 3HAHUS [T PEIICHUS
3a/1a4 ONPEAEIIEHHOI O TUIIA 110 TEME WM pa3leily

KomruiekT KOHTpONMBHBIX 3aJaHAN 0
BapUaHTaM

Tect

Cucrema cTaHIapTU3UPOBAHHBIX 3a/IaHUH, TO3BOJISAIONIAS aBTOMATH3UPOBATh
MPOIIEyPY H3MEPEHUs YPOBHSI 3HAHUH U YMEHUH 00y4aronierocs

®doHa TECTOBBIX 3aJlaHUN




1.2.2. Onucanue mokasarejed u KpPpUTEPUEB OLICHUBAHUSA KOMIIeTEHIIMi 10 TUCHUILJIAHE HA PA3JHYHBIX 3Tamnax HX (l)OpMHpOBaHI/IH,
OIIMCaHHuEC KA OHICHUBAHUA

Komnerenumus, IInanupyemsbie Iloxa3aTeau M KpUTePHHU O EHUBAHUSA Pe3yJbTATOB 00yYeHH
TaNbI pe3yJabTaThbl 00y4eHus:
0CBOCHUA Huske noporosoro Iloporossblii ypoBeHb IIpoaBMHYTBIH YPOBEHB Bricoknii ypoBeHb
KOMIIeTEH MU YPOBHS (3auteHno) (3auTteHo) (3auTteHo)
(He 3a4YTeHO)
1 2 3 4 5 6
3naert (32 VK-4.1) | Obyuarommuiics He 3Haer | OOygaromuiics yactuano | OOydaromuiics 3HaeT OOyuaromuiics B
MpaBuiia Y | IpaBUJIa M 3aKOHOMEPHOCTH | 3HAET MpaBwia U MpaBuiia u COBEPIIEHCTBE 3HAET
3aKOHOMEPHOCTU JIEJIOBOM | J1€710BOM YCTHOM U | 3aKOHOMEPHOCTH JIEJIOBOM | 3aKOHOMEPHOCTHU JIEJIOBOM | MpaBuUia U
YCTHOM M THCBMEHHOM | NMCbMEHHOU YCTHOM M NMCbMEHHOMN YCTHOM Y NMCbMEHHOM 3aKOHOMEPHOCTH JIENOBOM
VK 4 KOMMYHUKAIIH KOMMYHUKaITIH KOMMYHHKAIH KOMMYHHUKAIHH YCTHOM M IMCbMEHHON
C 67 ' KOMMYHUKAIAH
110cobeH Ymeer (Y1 VK-4.2) | O6yuaromuiics He ymeer | OOydarommiics OOyuarommuiics ymeer | OGyuarommiics B
;Zﬁ?}?ﬂﬂb MIPUMEHATh HA TMpPaKTUKE | IPUMEHSATh Ha MPAaKTHKE | YACTHYHO yMeeT | MPUMEHATh Ha TPAKTHKE | COBEPIICHCTBE yMmeer
KOMMYHHKILH ZIENOBYI0 KOMMYHUKALMIO | JCTOBYIO KOMMYHHKALWIIO | MPUMEHATD Ha MPaKTHKE | JIENOBYIO KOMMYHHKALMIO | MPUMEHATE HA MPaKTHKE
N B YCTHOM W TNHCHPMEHHOH | B YCTHOW W TMHCHMEHHOW | JIEMOBYIO B YCTHOM W THCHMEHHOW | JETOBYI0 KOMMYHHUKAIHIO
fﬂ:ﬁg;ﬁgg " tdbopmax, merompl ® | popmax, METOOBI W KOMMYHHKaLIHIO B ¢opmax, MeTompl W | B YCTHOM W THCHMEHHOMN
(bopmax g | HABPIKH JIETIOBOTO | HABBIKH JIEIOBOTO | YCTHOW W TMCHBMEHHOH | HaBBIKA JIenoBoro | ¢opmMax, METOIBI M HABBIKU
FOCYIapCTBCHH OOIIeHusI HAa PYCCKOM H | OOmeHWs Ha pycckoM # | (jopMax, Meroabl ¥ | OOIIEHUS HA PYCCKOM H | AETOBOTO  OOIIeHWs Ha
WHOCTPaHHOM SI3BIKaX WHOCTPaHHOM SI3BIKaX HaBBIKH JIETIOBOTO | MHOCTPAHHOM SI3BIKAaX PYCCKOM W HHOCTPAaHHOM
oM  ASBIKE OOILEHNsI HA PYCCKOM H SI3BIKAX
Poccuiickoit
WHOCTPAaHHOM SI3bIKaX
Oenepauuu u v = > "
HHOCTPAHHOM Baageer (B2 VYK-4.3) | O6yuarommiicsi He Bianeer | OOydaromuiicss dactuuno | OOyuaronmiicss  Biageer | OOydaromuiics B
. HaBblKaMM JICMOBLIX | HABLIKAMM JENOBBIX | BIajeeT HaBbIKAMH | HABLIKAMA JENOBBIX | COBEPUICHCTBE BIIaJICET
KOMMYHUKAIIM{A B YCTHOM W | KOMMYHHUKAIIUN B YCTHOW M | JIENIOBBIX KOMMYHHKAIIWHA | KOMMYHUKAllMd B YCTHOW | HABBIKAMH JIETTOBBIX

MUCbMEHHOH  Qopme Ha
PYCCKOM ¥ HHOCTPAaHHOM
SI3BIKAX

MMCbMEHHOH  QopMe Ha
PYCCKOM ¥ HHOCTPAaHHOM
SI3BIKAX

B YCTHOM M NHCbMEHHOH
dbopme Ha pycckoM U
MHOCTPaHHOM S3bIKaxX

U MHMCbMEHHOH Qopme Ha
PYCCKOM M HHOCTPaHHOM
A3BIKAX

KOMMYHUKaIIUil B YCTHOU
U THMChbMEHHOH (opme Ha
PYCCKOM M HHOCTPaHHOM
A3BIKAX




Baageer (B3 VYK-4.3)
METOJUKON  COCTaBJICHHUSA
CYXKJICHUS B

MEXIUYHOCTHOM  JISTIOBOM
OOIlGHMH Ha PYCCKOM U
MHOCTPaHHOM $SI3bIKaX

OOyuJaromuiicss He BiajceT
METOJIMKOW  COCTaBJICHUS
CYXKICHUA B
MEKJIHYHOCTHOM  JIETIOBOM
OOIlGHMH Ha PYCCKOM U
HWHOCTPAHHOM A3bIKaXx

OOydaromuiics 4acTUYHO
BJIaieeT METOUKOM
COCTaBIICHUS CY)XKJICHUS B
MECXKIINYHOCTHOM
JICTIOBOM ~ OOIIICHUU Ha
PYCCKOM M HHOCTPaHHOM
SA3bIKaX

OOyuaromuiics  BIajeeT
METOJUKOM COCTaBJICHMS
CYXKICHUA B
MCXKJIINYHOCTHOM
JIETOBOM  OOIIEHWH HAa
PYCCKOM ¥ HHOCTPaHHOM
A3bIKAX

OO0yuaromuiics B
COBEPILICHCTBE BiaACeT
METOJIUKOM  COCTaBJICHMS
CYXIEHUS B

MEXIMYHOCTHOM JICIOBOM
OOIIEHNH Ha PYCCKOM U
MHOCTPAaHHOM $I3bIKaX

1.2.3. llIkaja oneHnBanus

YpoBeHb JOCTHKEHUN

Or1MeTKka B 5-0aIbHOI MIKae

3auTeHo/ HE 3aUTEHO

BBICOKHI1 «5»(OTIMYHO) 3aYTEHO

MPOJIBUHYTHIN «»(xoportIo) 3a4TEHO

MTOPOTOBBII «3»(y10BIETBOPUTENHHO) 3aYTEHO
HU>KE IOPOrOBOTO «2»(HEeYAOBIETBOPUTEIIBHO) HE 3a4TEHO




2. TunoBble KOHTPOJbHbIE 32/IaHUSI MJIUM HHbIE MaTepuaJibl, HeOOX0AUMbIE I OLEHKH
3HAHMH, YMeHUIi, HABBIKOB, XapaKTepPU3YWIIMX 3Tanbl (POPMHUPOBAHUS KOMIETEHIUH B
npouecce 0CBOeHHs 00pa30BaTeIbHOI MPOrpaMMbl

TUIIOBBIE 3AJTAHUA JJIS1 TPOBEJAEHUA TPOMEXYTOUYHOM ATTECTALIAUN:

2.1. Dx3ameH
a) TUIIOBBIE BOIIPOCHI (3aJaHMsI)

32 VK-4.1. (3namy)

1. CocraB HOpMaTUBHO-MeToANYEeCKOM 0a3bl JJOY.

2. Cranpaptuzanus 1 yHuuKanus cucremsr JJOY.

3. Obmepoccuiickue Ki1accupuKaToOpsl JOKyMEHTAILNH.

4. TocynmapcTBeHHast CHCTEMa JOKYMEHTAIIMOHHOTO 00ECIIEUeHUS YIPaBIICHHUS.

5. YHudummupoBaHHas CHCTEMa OPraHU3aAIMOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIHH
(YCOPL).

6. Dopmynsp-oOpaser] opraHu3aHOHHO-pacopsaAuTebHON qokyMeHTawu (OP /).
PexBu3uTH 1 OaHKH.

7. BbrnaHku TOKyMEHTOB U TPeOOBaHUSI K HUM.

8. Crpykrypa nokymenTa. TpeboBanus k opopmienuro nokymerToB mo OCT P 6.30-
2003.

9. IlpaBuma oQopMIeHHS OCHOBHBIX BHJOB OPraHU3aIIOHHO-PACIOPSIUTEIHHBIX
JTOKYMEHTOB

10. Cucrema opranu3anMOHHOW JOKYMEHTAIIHH.

11. Cucrema pacnopsiAUTEILHOM JOKYMEHTAIUH.

12. Cucrema nHpOpMaIIMOHHO-CIIPABOYHOMN JTOKYMEHTAIIUH.

13. CnyxeOHas epenrcKka Ha MPEANPUITHH.

14. TIpaBwia ohopMIICHHS U BBIIAYH KOTIUH JOKYMEHTOB

15. JlenoBas peub u ee rpaMMaTHYECKHUE OCOOECHHOCTH.

16. Jloru4eckoe MOCTPOCHUE JOKYMEHTOB.

17. Opranuzanus npuemMa, pacCCMOTPEHHUS, PETUCTPALIMU U UCIIOJTHCHUS JOKYMEHTORB

18. IIpoxosxkeHNE U TOPSIOK HCIIOJTHEHHS BXOIAIIUX JOKYMEHTOB.

19. IIpoxoxIeHIE UCXOIAIIMX U BHYTPEHHUX JTOKYMEHTOB.

20. OcoOGeHHOCTH OpraHu3alvy  PadOThl JIOJDKHOCTHBIX JIMII C KOH(MUIEHIIMAIBHBIMU
JOKYMEHTaMH U OJJaHKaMHU CTPOTO OTYETHOCTH.

21. PabGoTa ¢ mruchbMaMu U 0OpalieHUsIMU TpaXK/IaH.

22. Opranu3anus ornepaTuBHOTO XpaHeHHs T0KyMeHTOB. HoMmeHkiaTypa nen.

23. DkcrepTr3a [eHHOCTH I0KYMEHTOB.

24. TloaroToBKa U niepeiaya JOKYMEHTOB Ha apXHUBHOE XpaHEHHE.

25. OcoOCHHOCTH  JTOKYMEHTAIlMOHHOTO  oOecreueHuss OyXraJaTepCcKol  JIeITeIbHOCTH
PEIIPUITHS

26.CoBpeMeHHBIE DIEKTPOHHBIE CUCTEMBI YIIPaBICHHs U PabOTHI C JOKYMEHTaMU

27. CoBpeMeHHbIE YHUBEpCaIbHbIe HH(DOPMAIIMOHHBIE TEXHOJIOTUH IS
COBEPIIEHCTBOBAHUS JOKYMEHTUPOBAHUS YIIPABICHUECKON AEITeIbHOCTH

28. XapakTepucTHKa CUCTEM IEKTPOHHOTO yIpaBieHus gokymeHTamu (OY 1)

29. Bri6op sddextuHOi COVY ] (kmaccuduKanus CUCTEM 3JIEKTPOHHOTO YIPaBICHUS
JOKYMEHTaMH )

30. CucremMbl aBTOMATH3AIMHU JCJIOMPOU3BOJICTBA U JoKyMeHTooOopoTa (CAJI)

3l.IMocnemnrie  pa3pabOTKM  HA  POCCHIMCKOM  pBIHKE  CHCTEM  aBTOMAaTH3alliu
JOKyMEHTO000pOTa

32. 3alMIIeHHOCTh AMEKTPOHHOTO JOKYMEHTO000pOoTa



0)  Kpumepuu oyeHuBaHus
[Ipu oueHKe 3HAHUI HA DK3aMEHE YYUTHIBAETCS:
1. VYposeHb chopMHUPOBAHHOCTH KOMIIETECHIIHHA.
2. VYpoBeHb YCBOCHHUS TEOPETHYCCKUX TIOJOKECHUN JUCIHHMIUIMHBI, TPABHILHOCTH
(hopMYITUPOBKH OCHOBHBIX MOHATHIA U 3aKOHOMEPHOCTEH.
3. VYpoBeHb 3HaHUS (DAKTHYECKOTO MaTepraia B 00beMe POTPaMMBI.
4. Jloruka, CTpyKTypa U TPaMOTHOCTh U3JIO’KEHUS BOTIPOCA.
5. YMeHue CBA3aTh TEOPHUIO C MPAKTUKOM.
6. VYMenwue menats 0000ILIEHNS, BEIBOIEI.
Ne Onenka Kputepnu ounenku
n/n
1 OTiau4yHO OTBeTHI Ha MOCTaBICHHBIC BOIPOCKHI H3JIaral0TCsl IOTUYHO,
MOCJIEIOBATENIEHO M HE TPEOYIOT JOMONHUTENBHBIX MosicHeHu . [1omHo
PACKPBIBAIOTCA NPUYUHHO-CJIICACTBCHHBIC CBA3HU MCXKAY ABJICHUAMUA U
coOpITHsAMU. Jlenatorcsi 000CHOBaHHBIE BBIBOABI. JleMOHCTpHUpYIOTCS
riryOoKue 3HaHUS 0a30BbIX HOPMATUBHO-TIPABOBHIX AKTOB.
Co0IIr01ar0TCsl HOPMBI JINTEPATYPHOU PEUU.
2 Xoporio OTBeTHI Ha MTOCTABJICHHBIE BOIIPOCHI U3JIAraf0TCsl CHCTEMATH3UPOBAHO U

mocyenoBaTenbHO. ba3oBbie HOPMATHBHO-TIPABOBEIE AKTHI
MCTOJIB3YIOTCA, HO B HEIOCTATOYHOM 0OBbeMe. MaTtepran u3naraercs
yBepeHHO. PacKpBITHI MPUYNHHO-CIIEACTBEHHBIE CBS3H MEKTY
SBIICHUSIMH B COOBITUSIMU. [[eMOHCTpUpYETCs yMEHHe aHATH3UPOBATh
MaTepHual, OJHAKO HE BCE BHIBOJIBI HOCST apryMEHTHPOBAHHBIN 1
JIOKa3aTenbHbIN Xapakrep. CoOIr0Ial0TCs HOPMBI JINTEPATYPHOI pedu.

3 | YI0oBIETBOPUTEIIBHO

JomyckaroTcst HapyIieH:s B MOCIEN0BATETbHOCTH U3JI0KEHHUSI.
Nmerotcst ymomuHaHUS 00 OTAETHHBIX 0a30BBIX HOPMATHBHO-TIPABOBBIX
aktax. HemomHo packpsIiBaroTCsS MPUYUHHO-CIIEACTBEHHBIE CBS3H
MEXKIy SBICHUSMHU U COOBITHAMH. J[eMOHCTPHPYIOTCS TOBEPXHOCTHEIE
3HAHMS BOIPOCA, C TPYJOM pPelIaroTcsd KOHKpPETHBIE 3a1aqu. MMetoTcst
3aTpyaHEeHUs ¢ BhIBoJamiu. JlomycKaroTcs HapylIeHus: HOpM
JIUTEPAaTYPHOH pEUn.

4 HeynosnerBopurensHo

Martepuan nznaraercsi HemocjaeA0BaTeNnbHO, COMBUMBO, HE MIPECTaBIISIET
OIPEIEIIEHHON CUCTEMBI 3HaHUH no aucuumuinae. He packpsiBatoTcst
MIPUYUHHO-CJICACTBEHHBIC CBSI3U MEXKIY SIBJICHUSIMU U coObITusIMH. He
MIPOBOAMTCS aHaIM3. BeIBOIEI OTCYTCTBYIOT. OTBETHI Ha
JOIOJHUTENBHBIE BOIPOCHI OTCYTCTBYIOT. MIMEIOTCSl 3aMeTHBIE
HapyLEHUs] HOPM JINTEPaTYpHOH PEUH.

5 3auTeHo

BeicraBisieTcs mpy COOTBETCTBUM HapaMeTpaM 3K3aMEeHaMOHHOM
MIKaJbl HAa YPOBHIX «OTIMYHOY», «XOPOLIO», KyJOBJIECTBOPUTEIHHON.

6 He 3aureno

BricraBisercs Ipu COOTBECTCTBUU IMapaMeTpaM SKSaMGHaHHOHHOﬁ
IIKaJIbl Had YPOBHC «HCYAOBJICTBOPUTCIBHOY.
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THUIIOBBIE 3AJAHUSA AJ151 TIPOBEJIEHHWS TEKYINEI'O KOHTPOJIA:
2.2. Tecr

a)  Tunosoii komniekm 3a0anuti 01 6X0O0OHO20 MeCMUPOBAHUS

1.Kaknx ¢gopmaroB Gymara npuMeHseTCs 1Ji51 U3TOTOBJIEHHUs 0JIAHKOB JJOKYMEHTOB:
a) A4, AS;
0) Al, A6;
B) A3, A7.

2. Kakue pa3mepbl moJjiei 10/KHBI HMETh 0JIAaHKH TOKYMEHTOB:
a) 1m.10mm, 51.20MM,B.-20MM, H-20MM;
6) m.10mwm, 11.15MM,B.-20MM, H-20MM;
B) 1. 10mmMm, 11.10MM,B.-20MM, H-20MM.

3. T'me u nmpM KaKuHX YCJOBUAX NpuMeHsieTcs pekBH3UT «['ocyaapcTBeHHBIH repod
Poccuiickoii Penepannm»:

a) Ha OJaHKax IIEHTPaJIbHBIX OPTaHOB (peepabHON NCTIOTHUTEIBHOM BIIACTH;

0) Ha OJaHKax paclopsAAUTENbHBIX JOKYMEHTOB;

B) Ha CIIPaBOYHOM JOKYMEHTAIIHH.

4. Ha Kakux [JAOKyMeHTax He MmpocrasJisiercsi pexkBu3uT «HammeHoBanue BHIA
AOKYMEHTa»:

a) B OJ1aHKe MHUCHbMA;

0) B OJaHKe TpUKa3;

B) B OJJaHKE TPOTOKOJIA.

5. lllupuHa moJis cjieBa Ha CJIyKeOHOM MU CbMe JI0JIKHA ObITH HE MeHee:
a) 2 cM;

0) 2,5 cMm;

B) 3 cMm.

6. Pe3os1i011usi pyKoBoIUTE/ ISl HA TOKYMEHTE pacioJiaraercs:
a) B JICBOI HIDKHEH YacTH MOJIs TOKYMEHTa;

0) B IpaBoii BepXHel 4acTu MoJisd JOKYMEHTA,

B) B IIpaBOM HIDKHEN YacTH MOJS JOKYMEHTA.

7. B kakoM ciay4ae npaBuiIbHO ogopmiieH pekBU3UT «Iloamucek» Ha 0J1aHKe JOKYMEHTA:
a) JIupextop mkoJsr Ne 25 B.A. Ilerpoga;

0) JIupexTop MIKOJIbI [TerpoBa B.A.;

B) Jlupekrop B.A.Ilerposa.

8. Kakue u3 CIJI(Ad-hoc, ACKH, Groupware, Docflow, Workflow) Bxiirouaior B ceost
3JIEKTPOHHYIO MIOYTY MJIH PadoTy ¢ Hel?

1) Bce BbIIIENIEPEUHCIICHHBIE;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKHU/I.

9. Kakas CO/l npeacrapiisieT c000ii MOTOK paGoT WM J1eJIOBBIX POLECCOB?
1) Workflow;

2) Docflow;

3) Groupware;
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4) Bce BBILICTICPEYNCIICHHBIC CHCTEMBI.

10. I'ne npumensitoTcs cucrembl kKiaacca Workflow ?
1) GaHKH, CTpaXxOBbIE KOMITAHUU;

2) Oyxranrepusi, ayIMTOPCKUE PUPMEI,

3) HaJOTOBBIC OPTaHbI;

4) Bo Bcex chepax.

11.B kaxkoii cucteme CY/l ecTh cTPOTHii perjiaMeHT npouexyp o6padoTKu J0KYyMeHTOB?
1) Docflow;

2) Workflow;

3) Groupware;

4) ACKU/I.

12. Kakue moib30BaTe/ I yNpPaBJasOT pa3padorkoii cnenudukanuu B CYIO/?

1) aqMHUHUCTPATOPEI;

2) ynpaIsronue AejiaMu;

3) apXUBUCTHI,

4) coTpyAHUKH 0OIIeaIMIHHNCTPATHBHBIX U QYHKIIMOHATBHBIX CTPYKTYPHBIX MTOIpa3/IeICHUN.

0)  Tunoeoti komniexkm 3a0anuil 0 uMo2oeo2o0 mecmuposanus (Ilpunoscenue 1)

8)  Kpumepuu oyeHusaHusl

HpI/I OILICHKE 3HAHUM OLCHHUBAaHUA TECCTOB YYUTBIBACTCH:

=

VYpoBeHb chopMUPOBAHHOCTH KOMIIETEHITHIA.
YpoBeHb YCBOEGHMSI TEOPETUYECKMX IMOJIOKEHWH JUCHUIUIMHBI, IPaBHIBHOCTh
(hOpMyITUPOBKH OCHOBHBIX IMOHATUN U 3aKOHOMEPHOCTEH.

YpoBeHb 3HaHUS (DAKTUIECKOTO MaTepHaia B 00beMe IPOrPaMMBbl.

N

Jloruka, CTpyKTypa U FpaMOTHOCTh M3JI0KEHUS BOIIPOCA.
YMeHue cBA3aTh TEOPUIO C PAKTUKOM.

o gk w

VYMeHue nenarth 0000IeHNS, BBIBOIEI.
Ne Ouenka Kpurepuu ouenku

1 2 3
1. | 3augreHo BeIcTaBseTcs mpu COOTBETCTBUY MapaMeTpaM 3K3aMEHAMOHHON
IIKaJbl HA YPOBHSX «OTIMYHO», «XOPOLIO»,
«YZIOBJICTBOPUTEIHHO.
2. | He 3aureno BeicTaBseTcs mpu COOTBETCTBUM NapaMeTpaM 3K3aMEHAMOHHON
LIKaJIbl HA YPOBHE «HEYJOBJIETBOPUTENHHOM.

2.3. KourpoabsHas pabora.

a)  3a0anus onst Konmpoavbhou pabomot (Ilpunosicenue 2)
6) Kpumepuu oyeHusanus

Brimonnsercs B nucekMeHHO# popme. [Ipu orieHke paboThl CTyAE€HTa YUUTHIBAETCS:

1. IlpaBuiIBHOE pacKpbBITHE COAEPkKAHWSI OCHOBHBIX BOIIPOCOB TEMBI, INPABUIBHOE
pelIeHne 3a1a4.

2. CaMOCTOATENbHOCTh CY)XJICHHMH, TBOPYECKUH TMOJXOJ, HaydHOe OOOCHOBaHUE
pacKpbeIBaeMOM MPOOIIEMBI.
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3. IIpaBUIBHOCTH HUCIIOJIB30BAHMS LIUTAT (€CJIM LUTAaTa MPUBOAUTCS JTOCIOBHO, TO HAJI0
B3STh €€ B KaBBIUKM M YKa3aTh MCTOYHUK C YyKa3aHueM (aMwinuM aBTOpa, Ha3BaHUs
MIPOU3BEJICHNUS, MECTA U TOPO/Ia U3aHNUs, TOMA, YacTH, aparpada, CTpaHUIbI ).

4. Hannune B KOHIIE pabOTHI TIOJTHOTO CIMCKA JINTEPATYPHI.

Onenka

Kputepnu onenku

OTiau4yHo

CTyzneHT BBITOJHUII padoTy 0e3 OmuO0K U HEIOYETOB, JOIMYCTHII He
OoJiee OIHOrO HeoYeTa

Xopomuio

CTyzneHT BBITOJHUI PaboTy MOJIHOCTHIO, HO JIONYCTUII B HEH HE
Oosiee 0/1HOM HErpyOoii OIIMOKHM ¥ OJIHOTO HEZoYeTa, WK He Oosee
JIByX HEIOYETOB

Y 10BIE€TBOPUTENBHO

CTyIeHT IpaBUIIbHO BBITTOJIHMII HE MEHEE TTOJIOBUHBI paOOThI WITH
JONYCTHII He OoJiee IBYX IpyOBIX OIIMOOK, UK He Oosiee OHOM
rpy0oii ¥ oiHOH Herpy0O# OIMOKH W OJJHOTO HEeloYeTa, WM He
OoJiee JBYX-TpeX HErpyObIX OIIMOOK, UM OJHOW HErpyOoii OmMOKU
U TPEX HEJO0YETOB, MU ITPH OTCYTCTBUU OLIMOOK, HO IIPH HATMYHH
YeTBIPEX-TIATH HEJOUETOB, TUIOX0 3HAET MaTepHal, JIOMyCKaeT
HCKaxxeHne (aKkToB

HeynoBnerBopurenbHO

CTyzieHT 0ITyCTHII YHMCIIO OMIMOOK M HEJIOUETOB MPEBOCXOIAIIEe
HOPMY, TIPH KOTOPOH MOXKET OBITh BHICTABIICHA OIEHKA «3%, WU
€CITM MPABUIIBLHO BBHITIOJIHUII MEHEe MOJIOBUHBI PabOThI

3aureno

Bremonnaeno npaBuisHO He MeHee 50% 3amanuii, paboTa BEITIOTHEHA
M0 CTaHAAPTHOM MM CAaMOCTOSITENTFHO pa3pabOTaHHONW METOJVKE, B
OCBEIIIEHUH BOIIPOCOB HE COJEPXKUTCS IPyOBIX OIIUOOK, 110 XOAY
peleHus clieNaHbl apryMEHTUPOBAaHHbBIE BBIBOIBI, CAMOCTOSTEIBHO
BBIIIOJIHEHA TpadiuecKasi 4acTh padoThI

He 3auteno

CTyJeHT He CIpaBWIICS C 3aJ]aHueM (BBITIOIHEHO MPaBHILHO MEHEe
50% 3amaHus BapraHTa), HE PACKPBITO OCHOBHOE COZIEpKaHHE
BOIIPOCOB, UMEIOTCS TPyOBIe OIMOKH B OCBEIICHHH BOIIPOCA, B
pEIICHUY 3a/1a4, B BHITIONHEHUH TpaUUecKoi YacTu 3aJaHus 1
T.JI., a TAK)KE BBITIOJIHEHA HE CAMOCTOSITEIIHHO.

3. IlepeyeHb W XapaKTepHMCTHKH NpPOUEIYPbl OLEHUBAHUSI 3HAHMHA, yMEHWId,
HABBIKOB, XapaKTepPU3YIOIIUX 3Tanbl GOPMUPOBAHMS KOMIIETEHIUI

Hpouenypa MNPpOBCACHUA TCKYHICTO KOHTPOJ YCIIEBACMOCTH U HpOMeHCYTOQHOﬁ
aTTcCTaluu o6yqa10mnxc;1 o AJUCHUIUIMHE PEriIaMCHTUPYCTCA JIOKAJIbHBIM HOPMAaTUBHBIM

AKTOM.
Hepeqem. N XapaKTEPUCTUKA NPOUHEeAYPbI TEKYIIEIr0 KOHTPOJHA H IIpOMe)KyTO'—lHOﬁ
aTTecTalMy 10 JMCIHUILIMHE
Ilepuonuunocts
U CTI0CO0
HaumenoBanue Bunpl BcTaBnsieMbIx
Ne IIPOBENICHNUS ®opma yuera
OLIEHOYHOT'O CPECTBA OLIEHOK
IPOLETYPHI
OLICHUBAHUS
Pa3 B cemectp, o .
P, [o naTubanIbHON
OKOHYaHUH BenoMocts, 3auetHas
2 OK3aMeH IKae
U3y4EHUS KHUKKa, TOPTHOIHO
JUCIUILINHBI
3 Kontponbhas pabora Cucrematnuecku | Ilo marubannbHOM PaGouas Terpap.
JUIsl O4HOU (HOPMBI Ha 3aHATUAX HIKaJe JKypHaJI yCIIEBAEMOCTH
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o0yueHus

npenogaBaTeiis

Kontponbnas pabora

Pa3 B cemecTp, no

Peructparrionnas
TeTpab st 3a04HON
(hopMBbI 00yUCHUS U

. OKOHYaHHUH
JUTSL 3209HOM (POpMBI BVACHIS 3auTeHo/He 3aUTEHO JKypHal yuera
o0y4eHus i yCIIEBAEMOCTH
JUCHUIIIMHBI
npenoaaBaters s
04YHOI popMBI 00YUEHUS
Tecr CucremaTtnuecku | 3a4TeHO/HE 3aYTEHO | KYypHAJ yCIEBAEMOCTH

Ha 3aHATUAX

npenoaaBaTeis
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Ipunoowcenue 1
TunoBo¥ KOMIJIEKT 3aJaHUI /151 UTOTOBOT0 TECTHUPOBAHUS

Vi1 VK-4.2 (ymemy)

1.Mudopmanus onpenesnsiercs B 3aK0OHe KaK:
a) CcBeeHHs, epeaHHbIe OT OJHOTO OPUANYECKOTO JIUIA IPYTOMY;
b) coObITus, 3apuKCUPOBAHHBIC B IOKYMEHTE;
C) CBeEHHMS O JIUIAX, MPeAMeTax, (PaKTax, COOBITHSIX, IBICHUSIX U MPOIECCaX, HE3aBHCUMO
OT (pOPMBI UX MPEICTABICHUS;
d) mpoBepeHHBIC (HAKTHI, HCIOIB30BAHHBIC TPU MPUHITHH PEIIICHHS.

2. Onpenenenue NOHATHA «HH(pOpMaIHD) TaHO:
a) BT'OCT P 6.30-2003 TpeGoBanus K 0pOPMIICHUIO JOKYMEHTOB;
b) B ®enepanbHoM 3akoHe «O0 nHDOpManUK, HHGOPMATHU3AIMH U 3aIIUTE HHPOPMAIIHH;
c) B ®denepanbHoM 3aKoHE «O0 3IEKTPOHHOM TU(DPOBOM MOIITHUCH |
d) B TuUnoOBOI HHCTPYKIIMH IO IEJIONPOU3BOICTBY B DeepaabHbIX OpraHax
WCTIOJTHUTEIBHOW BJIACTH.

3. OnpeneneHue NOHATHA «TOKYMEHT» JaHO:
a) B DenepanbaoM 3akoHe «O si3bIKax Hapo0B Poccuiickoit deneparm» ;
b) B TOCT P 6.30-2003 Tpe©oBanus kK 0pOPMIICHUIO TJOKYMEHTOB;
c) BI'OCT P 51141-98 Jlenonpou3BoACTBO U apXUBHOE J1e710. TepMUHBI U ONpeICICHUSI
d) B ®emepanbHOM 3aK0HE «O0 3TEKTPOHHOM TU(DPOBOI MOIITHCH |
e) B ®denepanbHoM 3akoHe «O0 HHGOPMAIHH, HHPOPMATHIAINH U 3AIIUTE HHOOPMAIIHMH.

4. JIoKyMeHT ompeae/isieTcsi KaK:
a) wuHbOpMAIHUs, OTyIeHHAs IS TIPUHATHS PEIICHUS
b) mrobas 3anucanHas wHGOPMAITHUS;
C) 3aduKcHpOBaHHAs Ha MaTEPHATLHOM HOCHTENE HH(YOPMAITHSI C PEKBU3UTAMH,
MO3BOJISFOLIMMHE €€ UICHTH()UIIMPOBATH;
d) cBemenus, 3apUKCHPOBAHHBIE U HAKOTUICHHBIE C LIEJIBIO UX JAIbHEHIIIETO
HCITOJIb30BaHUSI.

5.'pud yrBepKIeHUs COAePKUT:

a) cnoso YTBEPXJIAIO, ykazanue 10JDKHOCTH, HOIMNACH, pacCIIu(pPOBKY MOIMTUCH
(1.0.9.), nary;

b) cnoso YTBEPXJIEH (1.0.®D.), Ha3BaHue BUAA YTBEPKIAIOMIETO JOKYMEHTA B
TBOPUTEIBHOM MAJIEkKeE, €ro AaTa U HOMEP;

c) cmoo YTBEPXXIAIO, moanuck pyKOBOIUTENS, paciiudpoBKa MOAMUCH U J1aTa;

d) cmoBo YTBEP}KI[EH (1.0.®), nazBanue BUa YTBEPKIAIOIIETO TOKYMEHTA B
MMEHUTEIIBHOM MaJIeXKe, ero 1aTa U HOMEp.

6.Pa3HOBHIHOCTH MHCEM OTNPEAEISIIOTCS X HA3HAYEHUEM:
) COMPOBOAUTEIBHBIE — ITPU COMPOBOKICHUH APYTOTO TOKYMEHTA C MOSICHEHUSMH;
b) muceMo-npHUrIaleHre — MPUTITAIIAIOT IPUHATh y4acTHE;
C) MMChMO-HAITOMHUHAHUE — COOOIIAIOT O MPHOIMKEHHH CPOKa;
d) pexiaMHOE MUCBMO — PEKIAMHUPYIOT TOBAPHI M YCIIYTH;
€) rapaHTHHHOE MHUCHMO (rapaHTHPYIOT BBITIOJIHEHHE
00s3aTeNBCTBA).

7.Bpi0epuTe, 4YTO OTHOCUTHCS K YHH(HUIIMPOBAaHHBIM (popMaM 10KYMEHTOB:
a) JlroOoi TpadapeTHbIi TEKCT;



b)

c)
d)
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COBOKYIMHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEIIAEMBbIMHU B JAHHOMN
cdepe 1esTeNbHOCTH 331a4aM1 U PACTIONIOKEHHBIX B OTPEACIEHHOM MOPSIKE Ha
HOCHTENIX MH(OpMAIHH;

Tabmuua;

[I1ab0H B IEpCOHATLHOM KOMIIBIOTEPE.

8. ®opmy.asip-o6pasen npeacTaBIAsieT cOOO:

a)
b)

c)

d)

MO/IeJTb IOCTPOSHHS JJOKYMEHTA, YCTaHABJIMBAIOUIAsi pa3MephI MoJIeH U MPUQTOB;
KOHCTPYKLIMOHHAsI CETKa TOKyMEHTAa,

MO/IeJTb IOCTPOSHHS JJOKYMEHTA, YCTaHABJIMBAIOLIAsi 00JIacTh MPUMEHEHHUs, (POPMATHI,
pa3Mepsl 1oJiei, TpeOOBaHUS K IMOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH U OCHOBHBIM
pEKBU3UTAM,

MOPSIIOK IOCTPOEHUS OJTHOTO U3 BUJIOB JOKYMEHTOB.

9. baank AJIsA MMCbMaA OTJIMYAETCHA OT 061]161"0 0JIaHKA HAJTMYHEM PE€KBU3UTOB:

a)
b)

c)
d)

CIPaBOYHbIE JaHHbBIE 00 YyUpeKIEHUN-aBTOPE, CChUIKA HA HOMEP U ATy HHULIUATUBHOTO
JNOKYMEHTA,

BH/JI IOKYMEHTA, CIIpaBOYHBIE JaHHbIE 00 YUpeKI€HUN-aBTOPE, CChIJIKA HA HOMEP U JaTy
VHHUIMATUBHOTO JTOKYMEHTA;

BHJI TOKYMEHTA, CChIJIKA HA HOMEP U J1aTy MHUIMAaTUBHOTO JOKYMEHTA,

CIpaBOYHbBIE JaHHBIE 00 YyUpeKIEHUU-aBTOPE, HOMEP U JaTa JOKyMEHTA.

10.06mmii 6;1aHK OTIMYAETCs OT OJIaHKA VISl MMCbMA HAJTHYMEM PEeKBU3HUTOB:

11.

12.

a)
b)
c)
d)

BHJI IOKYMEHTA, CIIPaBOYHBIE JaHHBIE 00 aBTOPE, /1aTa U HOMEP TIOKYMEHTA;
BHJI IOKYMEHTA, MECTO COCTABJICHUS JOKYMEHTA,;

BHJI IOKYMEHTA, CChIJIKA HA HOMEP U J1aTy HHUITMaTUBHOTO JIOKYMCHTA,
aMOiIeMa, MECTO COCTaBJICHUS JOKYMEHTA.

Ha o0mem 0s1aHKe MOTYT OBITH COCTABJIEHBI JOKYMEHTBI:

a)
b)
c)
d)
e)

MIPUKA3HI;
MMHCHMA;
3asBJICHUS,
IMOCTaHOBJIEHNS,
JKaJIOOBL.

JlaTa BXOAUT KAK COCTABHASI YaCTh B PEKBU3UTHI:
) CCBhUIKA Ha PETUCTPAIIMOHHBIN HOMED U JaTy;

b) Bu3a;

C) rpud cornacoBaHus;

d)

(rpud yTBEpKICHHUS) ;

€) pe3oJIroNHs;

f) oTrmeTka 0 OCTYIUICHUH JOKYMEHTA;

g) oT™MeTKa 00 UCTIOIHEHUH TOKYMEHTA;

h) oTmMeTka 0 3aBepeHUHN KOIIHH;

i) MICHTH(PUKATOP HIEKTPOHHOU KOMUH JOKYMEHTA.
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Ipunoocenue 2

3a0anua K KOHmMpOAbHOU padome no oOucyunaune «/loKymenmuposanue

YRPAGIeHYECKOU 0eAmeIbHOCMU»

Teopernyeckas 4acTb

V1 VK-4.2_(ymemp)

Nogogk~wdpE

©

9.

10.
11.
12.
13.

14

15.

16.

17

18.
19.

20.

21.

22.

23.
24,

25

28.
29.
30.
31.

HopmaTuBHO-TIpaBoBas 6a3a JOKYMEHTUPOBAHUS YIIPABICHYECKOHN e TEITbHOCTH.
[TonsiTHe noKyMeHTa, ero (yHKIIUU, IPU3HAKU U CTPYKTYpa TIOKYMEHTA.
JIOKyMEHTHPOBAHUE U €T0 CIIOCOOBI.

[TonsiTie 06 MHGOpPMALMU U €€ HOCUTENSAX.

[lonsTHE yHUPHUKAUU U CTaHJAPTU3ALMH JOKYMEHTOB.

l'ocynapcTBeHHbIE CTaHIAPTHI JOKYMEHTALIUH.

VYHubpunupoBaHHas CUCTeMa JOKYMEHTALlMM: [OHSATHE, KpaTKas XapaKTepUCTHKa
nerctpyronux YCJI.

XapakrepucTrka, cocraB u coaepxxkanue 'OCTa P. 6.30-2003.

Dopmysp-obpazel, CoCTaB U CXeMa PaclojIOkKEHHs] PEKBU3UTOB Ha HEM.

[IpaBuna opopmnenus pekBusuto OP/I.

Buns! pekBuzntoB OP/] n mopsAI0K UX paclonoKeHHUs.

IlonsiTrie 1 BUABI OJIAHKOB.

IIpaBuna ogopmieHus, U3rOTOBJICHUS, y4e€Ta, MCIIOIb30BaHUS U XpaHEHHs IepOOBBIX
OJIaHKOB.

. XapakTepucTUKa U COCTaB OpraHU3allOHHBIX JOKYMEHTOB, TpeOOBaHHUA K UX

0(hOPMIICHHUIO.
XapakTepucTUKa H COCTaB PACHOPSIUTEIBHBIX JTOKYMEHTOB, TpeOOBaHUS K WX
0(hOPMIICHHUIO.
XapakTepucTHKa ¥ COCTaB HH(POPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB, TPEOOBAHMSI K X
0(hOPMIICHHIO.

. XapaKTepI/ICTI/IKa n COCTaB OpraHu3allMOHHO-PACTIOPAANTCIIbHBIX JOKYMCHTOB,

BXOJAIIMX B YHU(DUIUPOBAHHYIO CUCTEMY IEPBUYHOM yUETHOU TOKYMEHTAIMH 110 YUETY
tpyna u ero omarel (YCITY []), TpeboBanus kK ux o(popMIICHHUIO.

[TonsiTue ¥ BUABI KOMUK JOKYMEHTOB.

TpeGoBanust Kk 0pOPMIICHHUIO PA3TUYHBIX BHJIOB KOIMUN JOKYMEHTOB, BBIJABAaEMBIX B
OpraHu3aIusx.

Oco0eHHOCTH 3aBEepeHHs KONIMI HOTapUAIbHBIMH KOHTOPaMH U JOJDKHOCTHBIMU JTUIIAMU
OpraHu3alui.

HopmartuBHO-MeTOqMuUeCKHe JOKYMEHTBI, PErjJaMEeHTHUPYIOIUME TOPSAAOK BBIIAYM U
TpeOoBaHUsI K O(QOPMIICHHIO KOMHI B OpraHU3alMsIX, KOTOpPbIE SBIAIOTCS aBTOpaMU
JIOKYMEHTOB.

VYder 1oKyMeHT0000poTA.

[Ipuem u nepBoHauanbHast 00pabOTKa JOKYMEHTOB.

Opranuzanus pacCMOTPEHHUS JOKYMEHTOB.

. [lonstue, GopmMbl U OPSIOK PETUCTPALIUN JOKYMEHTOB.
26.
217.

HOpSIILOK HUCIOJIHCHUA JOKYMCHTOB.

IloHsTHE HCXOOSAIINX JOKYMCHTOB. Texnomorun O6pa6OTKI/I U TOpAaO0K OTIIPpAaBKU
HUCXOOAIINUX JOKYMCHTOB.

HOHHTI/IC, LEJIN U BUABI KOHTPOJIAA UCIIOJITHCHUS TOKYMCHTOB.

CpOKI/I HUCIIOJIHCHUA NOKYMCHTOB.

HOpH,I[OK MMPOBCACHUA KOHTPOJIA UCIOJTHCHUA JOKYMCHTOB.

IlonsTus: «IACI0», (((I)OpMHpOBaHI/IC ACID», KHOMCHKIJIATypa JACJD).
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32. Buasl HOMEHKJIATYPHI JIe], MPSA0K UX COCTaBJICHHS, 0()OPMIICHHS U YTBEPIKICHUSI.
33. Opranu3zanus OnepaTUBHOTO XpPaHEHHs UCIIOJTHEHHBIX IOKYMEHTOB B JAEJIONPOU3BO/ICTBE.
34. TTopsiox popMUPOBaHUS JEIT B ACIOMPOU3BOJICTBE.
35. TloHsiTHE «KCHEPTH3a IICHHOCTU JOKYMEHTOBY.
36. Cpoku XpaHEHHS TOKYMEHTOB.
37.DTamnbl ¥ NOPSIOK MPOBEACHUS IKCIIEPTH3BI IEHHOCTH IOKYMEHTOB B JICJIOTIPOU3BOICTBE
OpraHu3aly.
38. DkcniepTHBIE KOMUCCHH OPTaHU3aluy, X QYHKIWH, TIpaBa, OpraHu3aus padoThl.
39. IlonsiTHE W BUIBI apXHBOB.
40. IlpaBuia cocTaBICHUS OMUCH JIeT M MOPSAAOK Nepeaadn UX B apXUB OPraHU3aIHH.
41. [IpaBo rpaxxaaH Ha oOpallleHus U kano0bl. Bunel oOpaniennii rpaxaaH.
42. Tlopsiiok paboTHI ¢ 0OpaIIEHUSIMH TPAK/IaH.
43. Buypl rprdoB OrpaHUYEHUS IOCTYIA K TOKYyMEHTaM.
44. OcoOeHHOCTH OpraHu3alluu JEJIONPOU3BOACTBA C JIOKYMEHTaMM, HUMEIOIUMHU Tpud
OTPaHUYEHUS JIOCTYIA K HAM.
45.91eKTpOHHBIN TOKyMEHTOO00POT. DNEKTPOHHBIE aIMUHUCTPATUBHBIE PETJIaMEHThI
46.Moteu 3JIeKTPOHHOTO JIOKYMEHT0000poTa.
47.PazBuTHE  KOMITBIOTEPHBIX  TEXHOJIOTHMH  JIOKYMEHTHPOBAHUS  YIPABICHYECKOM
NeSITeIbHOCTH.
48.VrpaBieHue 31EKTPOHHBIM JOKYMEHTOO000POTOM.
49.CucteMbl aBTOMaTH3aIIH JITIOTIPON3BO/ICTBA U AJIEKTPOHHOTO JOKYMEHTO000POTA.

IIpakTnyeckasi 4acThb

B2 VK-4.3., B3 VK-4.3. (s1ademv)

50. CocraButh 0OOIMH ONMaHK KOHKPETHOW OpPraHMU3alliu C MPOJOJBHBIM PACIOJI0KEHUEM
peKBU3HTOB Ha popmare A4.
51. CocraButh OOmMI OJIaHK KOHKPETHON OpraHM3alldd C YIJOBBIM IIEHTPUPOBAHHBIM
pacIioyioKEHUEM PEKBU3UTOB Ha popmate A4.
52. CocraBuTh OOmMIA ONaHK KOHKPETHOH OpraHW3alud C  YIJIOBBIM  (DJIaroBbIM
pacIioioKEHUEM PEKBU3UTOB Ha popmate A4.
53. CocraBuTh OJIaHK CIIY’)KEOHOTO MUChbMa KOHKPETHOW OpraHM3alldd C YIJIOBBIM U
MIPOJIOJIBHBIM BapPHAHTAMH PACIIOJIOKEHHUS.
54. CoctaButb ycraB opranuzanuu corsmacio [[OCTy P 6.30-2003.
55. CocTaBUTb MPOCKT PACTIOPSIKEHUSI.
56. CocraBuTh MPOEKT MPUKA3a TI0 OCHOBHOM JICSATEIBHOCTH.
57. CocTaBUTb IMIPOCKT PELICHUS.
58. CocTaBUTh NPOEKT AOKIAJAHOMN U CIYKeOHOH! 3aIuCKU.
59. CocTaBUTB MPOEKT MPOTOKOJIA.
60. OdopMuTh U 3aMOJHUTH MPOEKT MPUKA30B MO JUYHOMY COCTaBY (MPUKa3 O IMpueMe Ha
paboTy, mpHKa3 o epeBoJie pabOTHHUKA Ha JIPYTyI0 paboTy).
61. OdbopMHTh U 3aMOJHUTH TPOEKT MPUKA30B M0 JTUYHOMY COCTaBY (MIPHKa3 O MpeKpaIieHun
TPYAOBOTO JOrOBOpa ¢ pabOTHUKOM, MPUKA3 O MOOLIPEHUH paOOTHHKA).
62. OdbopMHTH U 3aTIOTHUTH MPOEKT MPHUKA30B MO JTUYHOMY COCTaBY (MIPHKA3 O HAINPaBJICHUU
paboTHUKA B KOMAaHAUPOBKY, MPHUKA3 O MPEAOCTABICHUN OTITYCKa paOOTHUKY)
63. OhopMHTH 3aMOTHUTH MTPOEKT IMITATHOTO PACITHUCAHMUS.
64. OpopMHTB U 3aMOJHUTH TPOEKT TpaduKa OTIIYCKOB.
65. OpopMHTH U 3aMOITHUTH MPOEKT JIUYHON KapTOUKH.
66. OpopMHUTh M 3aMOJHUTH MPOEKT KOMAHAMPOBOUYHOIO YIOCTOBEPEHHUS, CIyKeOHOTO
3aJlaHus JJIsl HAIIPaBIIEHUSI B KOMAHIMPOBKY U OTUYETA O €0 BBIOJHEHHUH.



67.
68.
69.
70.
71.
72.
73.
74.

75.
76.

77.

78.

79.
80.

81.

82.
83.

84.
85.
86.
87.
88.
89.
90.
91.
92.
93.

94.
95.
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OdopMuTh HAIUISKAIM 00Pa30M MOTHYIO KOTHIO O(PHUIHATEHOTO JOKYMEHTA, BBITUCKY
13 OHUIMATBHOTO JOKYMEHTA.

OdopMUTB U 3aIOTHUTH MPOEKT KypHAJIa BXOAALIEH TOKYMEHTAIMH.

OdopMUTD U 3aIOTHUTH MPOEKT KypHAJIa UCXOIAIIECH JOKYMEHTAIIUH.

OdopMUTP 1 3aTIOJTHATH MPOEKT HOMEHKJIATYPHI A€ JII000r0 BUAA.

OdopMHTE 1 3aIIOJIHUTH TPOCKT OIUCH e JIF000TO BU/IA.

OdopMUTB 1 3aTIOTHATH MPOEKT OOI0XKKH JIeIIa, 3aBEPUTEIHHOTO JINCTA JeTa.

OdopMHUTh 1 3aMOJHUTH MPOEKT aKTa O MpUeMe-Tiepeaade JOKyMEHTOB Ha IOCTOSHHOE
XpaHEHUE B apXUB.

OdopMHUTh U 3aMOJHUTH NPOEKT aKTa O BBIACICHUU K YHHUUYTOXKCHHIO JOKYMEHTOB, HE
MOJIIeKAIUX XPAHEHUIO.

OdopMUTh U 3aIIOJTHUTH MPOEKT CAATOYHOM OMUCH JIe.

Paccmorpers  cTpykTypa W (QYHKIMH — TOApA3JeNieHWd MO  3JIEKTPOHHOMY
JOKYMEHTAITHOHHOMY OOCTY)KHBAHUIO YUPEKICHUIH.

PaccmoTpers mpaBuna mpuemMa M 00pabOTKM — MOCTyHAroOIIEW  AJIEKTPOHHOU
KOPPECTIOH/ICHITNH, WX BIHMSHAE HAa OPTaHU3alMIO JBI)KEHUS TOKyMeHTOB. HampaBneHue
AIIEKTPOHHBIX TOKYMEHTOB HA UCTIOJTHEHHUE

PaccmoTperh  OCOOGHHOCTHM  AJIEKTPOHHOTO  JOKYMEHTOOOOpPOTa  COBPEMEHHBIX
yupexaeHuii. OCHOBHBIE HAIIPABIICHHS COBEPIIEHCTBOBAHMS JOKYMEHTOO00pOTA.
PaccmoTpeTrs GopMBI perucTpaiiy IeKTPOHHBIX JOKYMEHTOB, €€ OpraHu3aIuIo.
PaccMoTpeTs B3aMMOCBSI3b TPOIIECCOB PETUCTPAIMA M KOHTPOJISL 32 HCIOJHEHHUEM
AIIEKTPOHHBIX IOKYMEHTOB.

PaccMoTpeTh CcpaBHUTENBHBIC XapaKTEPUCTUKH (OPM PErHCTpalldd JJICKTPOHHBIX W
TPaJUIIMOHHBIX JOKyMeHTOB. CocTaB MHpOpMAIIHH.

PaccMoTpeTh TEXHOJIOTHIO KOHTPOJIS 32 HCIIOTHEHUEM 3JICKTPOHHBIX JIOKYMEHTOB.
PaccmoTpeTs 3akoHOJATENbHBIE AaKTHI, PETJAaMEHTHPYIOIUME paboTy ¢ MHUChbMaMH,
Xarmo0amu, 3asBICHUSIMH TPAKIaH, TIOCTYIUBIINX MO KaHAIAM JICKTPOHHOH MoYTe.
OxapakTepu30BaTh TEXHOJIOTHH pabOThl C MUChbMAaMH, KaJoOaMH H 3asBICHUSMH
IpaXkJiaH, MOCTYMUBIIMX 110 KaHaJlaM JIEKTPOHHOU TOYTe.

O0o0CHOBaTh METOJIMKY COCTABIICHHSI HOMEHKJIATYPHI JICN JUISl AJIEKTPOHHBIX TIOKYMEHTOB.
3HaYeHNE HOMEHKJIATYPHI 1)l B TEXHOJIOTHH PabOThI ¢ JOKyMEHTAMHU.

OdopMUTh FKCTIEPTH3Y IICHHOCTH JJIEKTPOHHBIX JOKYMEHTOB B JICJIONIPOU3BOICTBE.
PaccMoTpeTs 31eKTPOHHYIO TOKYMEHTAIIUIO U 3JICKTPOHHBIN apXHB.

3aroJiHeHHEe OCHOBHBIX CIIPABOYHUKOB B CHUCTEME JJIEKTPOHHOTO JOKYMEHTOO0OOpOTa
DocsVision.

Co31aHue U KOPPEKTHPOBKA JIOKYMEHTOB B CHCTEME AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa
DocsVision.

XpaHeHHe U TIOUCK JIOKYMEHTOB, KOHTPOJIb 32 UX UCTIOJHEHUEM B CUCTEME DJICKTPOHHOTO
nokymeHnToobopora DocsVision.

Omnucatb HHPOPMAIMOHHYIO MOJEINb IEKTPOHHOTO odHuca.

VYka3aTh OTIIMYUTEIIBHBIE 0COOCHHOCTH 3aJIbHOTO IPUHITUIIA OPTaHU3AIUH TPY/A.
[lepeuncanTh OCHOBHBIE U BCLIOMOTATeNbHbIE (DYHKIIUH 3JIEKTPOHHOTO oduca.

OnucaTh KOMMYHUKAIMOHHYIO MOJIENb 3JIEKTPOHHOTO oduca.

VYka3aTh OTJIMYUTEIbHbIE 0COOEHHOCTH KaOMHETHOTO MPHHIINIIA OpPraHU3aluy Tpya.
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