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5.1.

5.1.1.
5.1.2.

5.2

5.2.1.
5.2.2.
5.2.3.
5.24.

5.2.5.
5.2.6.

8.1.

8.2.

8.3.

10.

Conepxanue:

Lens OCBOCHUS TUCIIUTUTHHBI

[lepeueHp MIIAaHUPYEMBIX PE3YyIbTATOB O0YUEHHUS MO TUCIUILINHE,
COOTHECCHHBIX C TUTAHUPYEMBIMH PE3yJIbTaTaMi OCBOCHUS 00pa30BaTEIIbHON
POrPaMMBI

Mecto nucuumiunsl B ctpykrype OIIOII 6akanaBpuara

O0beM OUCHUIUIMHBI B 3aU€THBIX €IMHUIIAX C YKa3aHWEM KOJIMYEeCTBa
aKaJEeMUYECKIX YaCOB, BBIJICIICHHBIX Ha KOHTAKTHYIO pab0Ty 00yJaroImuxcs
¢ mpernoaaBareseM (1o TUMaM y4eOHBIX 3aHATHI) U Ha CaMOCTOSTEIbHYIO
paboty oOyJaronuxcs

CogepxaHue TUCIUILIMHBI, CTPYKTYPUPOBAHHOE TI0 pa3ziesiaM C YKa3aHHEeM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJIEMHUYCCKHIX YaCOB U THIIOB yUCOHBIX
3aHATUN

Pazensr AUCHMILTUHBL U TPYAOEMKOCTD 110 THIIAM YY€OHBIX 3aHATHN U
paboThI 00ydJaroIuMXxcs (B aKaAeMHUYECKUX Yacax)

Ounast popma o0ydeHUS

Ouno-3a0uHas opma oOyueHus

CopepxaHue TUCIUIUIMHBI, CTPYKTYPUPOBAHHOE TI0 pa3jieiam
CopepxaHue JEeKIIMOHHBIX 3aHATHIHA

Conepxanue 1a00paTOPHBIX 3aHITHIA

CogepxaHue MPaKTUYECKUX 3aHATUN

[lepedyenp yaeOHO-METOMUECKOTO 00ECTICUSHHS Ul CAMOCTOSATEIbHOM
paboThl 00yUYaIOIINXCS 110 AUCHIUTIIIMHE

Tembl KOHTPOJIBHBIX PaboOT

Tembl KypCcOBBIX TPOEKTOB/KYPCOBBIX pabOT

Mertoanueckue ykazaHus i 00y4aroluxcsi 0 OCBOCHUIO JUCIUTUIMHBI
OO6pazoBarenbHbIE TEXHOIOTUN

Y4eOHo-MeToAMuecKoe ¥ NH(POPMAIIMOHHOE 00eCTICYCHHIE TUCITUTUTAHBI
[TepeueHb OCHOBHOI U AOMOJIHUTENBHON Y4eOHOM TUTEPATYPHI,
HEOOXOIUMOM TSI OCBOCHUS TUCITUTUIAHBI

[TepeueHr HEOOXOAMMOTO JIMIIEH3HOHHOTO U CBOOOIHO PACIIPOCTPAHIEMOTO
IPOrPaMMHOTO O00CCIICUEHUSI, B TOM YHCJIC OTCYECTBEHHOTO MPOU3BOJICTBA,
HCIIOJIb3YEMOT0 MPHU OCYIIECTBICHUH 00pa30BaTEILHOIO MpoIiecca 1o
JUCITUTUIAHE

[TepeueHb cOBpeMEHHBIX MPOPECCHOHATBHBIX 0a3 JaHHBIX U
WH(POPMAITMOHHBIX CITPABOYHBIX CHCTEM, JOCTYITHBIX 00YYarOIIUMCS TIPH
OCBOEHUU JAUCLUTIITNHBI

Onucanune MaTepHaIbHO-TEXHIUYECKON 0a3bl, HCOOXOAMMOM JIIIst
OCYIIECTBIIEHUSI 00Pa30BaTEIBLHOTO MPoLIecca MO JUCIUILTUHE
Oco0eHHOCTH OpraHU3aIi O0YICHHUS 110 JUCIUIUINHE «J{OKyMEeHTHpOBaHUE
yIpaBlIeHYECKON ASSITENEHOCTUY 711 HHBAJIUOB U JIUI] C OTPAHUYEHHBIMU
BO3MO>XHOCTSIMU 37I0POBbBSI

Crp.
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11
12
13
13
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14
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1. Lleab ocBOEHUS TUCHUILIUHBI.

[enpto ocBOeHUSI AUCHMILTUHBI «JlOKYMEHTHPOBAHUE YIPABJICHYECKOW JIEATEIHHOCTUY
sBIIseTCS (pOpMHUpPOBAHUE KOMIICTCHIIMM OOYyYaloMmerocss B COOTBETCTBUU C TPeOOBaHUSIMU
®enepallbHOTO TOCYAApCTBEHHOTO 00pa30BaTeIbHOrO CTaHAAapTa BBICIIETO 00pa3oBaHUsS IO
HarpaBieHuto noArotoBkn38.03.01 «koHOMUKAY.

2. Hepeqem, IVIAHUPYEMBIX PE3yJabTaToOB Oﬁy'—leﬂl/lﬂ o ITMCHUIIJIMHE, COOTHECCHHBIX C
IVIAHUPYEMBIMHU PE3yJbTaTaMHU OCBOCHUS 06pa30BaTeJ’[bHOI7I NnporpaMmmbl

B pesynbprare oCBOEHUS MUCHUIUIMHBI OOYYarOIIMICS IOJDKEH OBIAACThH CIEAYIOIIMMHU
KOMIETCHIHSAMH:

YK — 4. CriocobeH ocyniecTBIATh JISIOBYI0O KOMMYHHUKAITUIO B YCTHON M TUCHMEHHOU
dopmax Ha rocyapcTBeHHOM si3bike Poccuiickoit denepanny 1 HHOCTPaHHOM SI3BIKE

B pe3yjJbTaTeé OCBOCHUA JUCHUIIJIHUHBI oﬁyqamumﬁca HOJKEH OBJIAJAECTH
CJIeAYIOIMMHA pedyJibTaTaMu oﬁyqe}mﬂ o AMCHMIIVINHE:

3HAThb:

- IpaBUJIa ¥ 3aKOHOMEPHOCTH JENIOBON YCTHOM U MUCbMEHHOM kKomMmyHuKkarmu (32 YK-
4.1).

yMeTb:

- IPUMEHSATH Ha MPAKTHKE JIEIOBYI0O KOMMYHHUKAIMIO B YCTHON ¥ MUCBMEHHOH (opmax,
METO/Ibl ¥ HaBBIKU JIETIOBOTO OOIICHUS Ha PyCCKOM M MHOCTpaHHOM si3bikax (V1 VK-4.2.).

BJIA/1€Th:

- HaBBIKAMH JICJIOBBIX KOMMYHHUKAIMH B YCTHOH M NMUCHMEHHOH (hopMe Ha PycCKOM U
MHOCTpaHHOM si3bIKax (B2 VK-4.3.);

- METOAMKOM COCTaBJICHHSI CYXKICHHS B MEXIMYHOCTHOM JICIIOBOM OOLIICHUU HA PYCCKOM
Y MHOCTpaHHOM s3bikax (B3 YK-4.3.).

3. Mecro mucuuniaunbl B ctpykrype OIIOII 6akanaBpuara

Jucuummuaa  bB1.B.03  «/lokymeHTHpoBaHUE  yIpaBI€HYECKOM NEeSITEIbHOCTI
peaymsyeTcst B pamkax bioka 1«ductmmiuaey (MOIyNN) YacTh, popMupyeMas ydacTHHKAMHU
00pa3oBaTeIbHBIX OTHOIICHHH.

JucuumuinHa 0a3upyercsi Ha 3HAHUSX, MOJYYEHHBIX B paMKax H3y4YeHHs
cienyomux aucuumuinn: «Kynbrypa peun u genoBoe oOuieHue», «J/lemoBast sTukay,
«MeHeKMEHT», U3y4aeMbIX paHee.

4. O0beM JUCHMIUIMHBI B 3a4YeTHBIX €IMHMLIAX ¢ YKa3aHHEeM KOJHYecTBa
aKaJeMHYeCKHX 4YacOB, BbIJIEJEHHBbIX HA KOHTAKTHYI0 PpadoTy oOydaiommuxcs ¢
npenoaasareaeM (M0 THNAM Y4YeOHBIX 3aHATHI) M HA CAMOCTOSITEJBLHYI0 padoTy
00y4YaKIuXCs



®opMma o0ydeHuUst

Ounas

OuyHo-3204HAaA

1

2

3

TpynoeMKocTh B 3a4eTHBIX
eIMHULAX:

2 cemecTp — 3 3.€.;

BCero - 3 3.e.

6 cemectp — 3 3.¢€.;

BCcero — 3 3.e.

Jlextuu (JI)

VUEOHbIM NIAHOM He
npeodycMompenul,

VUEOHbIM NIAHOM He
npeodycMompeHul,

JlaGoparopusie 3ausaTus (J13)

2 cemecTp — 34 4acos;

Bcero - 34 yaca

6 cemectp -36 4acos;

Bcero - 36 yuacos

[paxrnueckne 3ausaTus (I13)

V4eOHbIM NIaHOM
He npedycMompeHbl

V4eOHbIM NIaHOM
He npedycMompeHbl

CamocrostensHas padota (CP)

2 cemecTp — 74 yaca;

Bcero — 74 yaca

6 cemecTp — 72 4acos;

BCEro - 72 yacoB

dopma TeKylero KOHTPOJIsi:

Konrtponbnas pabora

He npedycmompensl

cemectp - 2 cemMectp - 6
dopMa NPOMEKYTOYHOM aTTeCTAlUM:
OK3aMeHbI 2 cemecTp 6 cemecTp
V4eOHbIM NIAHOM V4eOHbIM NIaHOM
3auer

He npedycmMompeHsl

3aueT ¢ OIeHKOH

VUeOHbIM NAAHOM
He npedycmompeHbsl

VUeOHbIM NAAHOM
He npedycmMompeHbsl

Kypcosas pabora

V4eOHbIM NIAHOM
He npedycmompensl

VUeOHbIM NIAHOM
He npedycmompeHsl

Kypcogoii npoext

VUeOHbIM NAAHOM
He npedycmompeHbsl

VUeOHbIM NIAHOM
He npedycmMompeHbsl

5. Coaep:xkanue TUCHUILIMHBI, CTPYKTYPUPOBAHHOE 0 pa3/iesiaM ¢ yKa3aHHeM
OTBEJE€HHOI0 HA HUX KOJIHYECTBA aKAaIeMHUYeCKUX YaCOB U TUIOB YUYeOHBIX 3aHATHH

5.1. Pa3gennbl QUCHUILIMHBI U TPYAOEMKOCTh IO THIAM Y4eOHBIX 3aHATHH M
padoThl o0yyaromuxcs (B akaJjeMHYeCKUX Yacax)

5.1.1. Ounas ¢popma o0y4yeHust

Ne | Pasgen IMCHUTLIMHBI = Pacnipenesienne Tpya0eMKOCTH dopma TeKyIIero
(o cemecTpam) £ paszena (B 4acax) 0 THIAM KOHTPOJIS 1
n/ & y4eOHbIX 3aHATHI M padoThl | MPOMEKYTOUHON
n s % o0yJaloImuxcs aTTecTanuu
(]
g = KOHTAKTHas
g @
g a| a3 m | CP
wa)
1 2 3 14)|5 6 8 9
1. | Paznen 1. JJoxymeHTHUpOBaHUE KonTponbHas pabora
yIpaBIeHYECKOU Ok3ameH
JesTenbHoCTU B PO. 12 | 2 6 6
Yuaudwukanus u
CTaHAapTU3anusa JOKYMCHTOB.
2. | Paznmen 2. Cucrema 20 | 2 6 14
OpraHM3alMOHHO-




pacnopsaIuTeIbHON
JIOKYMEHTaluu

Pazpen 3. JoroBopHo-
IIpaBoOBast JOKYMEHTALIU.
HoxymeHTanus no
BHEIIHEAKOHOMHUYECKOU
JIeATEIbHOCTH

18

Pazpen 4. JokymeHnTauus no
TPYIOBBIM IIPABOOTHOIIEHUAM

20

Pazpen 5. [IpeTeH3n0OHHO -
HNCKOBas JOKYyMCHTAIUA

18

Pazgen 6. Opranuzarus
paboTHI C TOKyMEHTaMHU

20

HToro

108

34 74

5.1.2. O4Ho-3a04Has popma 00yUeHHs

Pasges nucnunmivHbl
(mo cemecTpam)

Cemectp

PacnpenesieHne Tpy10eMKOCTH
pa3nea (B yacax) mo TMIam
Y4eOHBIX 3aHATHI U PadOTHI

o0yuaruuxcs

KOHTAKTHasA

J J3

dopma TeKyLIero
KOHTPOJISI H

NPOMEKYTOYHOM
arrecTalMu

2

., | Beero dacoB Ha pazzaen

9

Paznen 1.
JoxymeHTUpOBaHHE
YIPaBICHYECKOU
JeAaTenbHocTH B POD.
Yaudukanus u
CTaHAapTH3aLHA
JIOKYMEHTOB.

12

Paznen 2. Cucrema
OpraHU3alMOHHO-
pacropsIuTEIbHON
JOKYMCHTAIlMN

19

Pazgen 3. [loroBopHo-
MpaBoOBasi JOKYMEHTALIHS.
HoxymeHTanus no
BHEITHEAKOHOMUYECKOMN
JIEATEIbHOCTH

19

Pazpen 4. JokymeHnTauus no
TPYZAOBBIM
IIPAaBOOTHOLICHHUAM

19

Pazpen 5. [IpeTeH3n0OHHO -
HUCKOBas JOKYyMCHTAIlUA

19

Paznen 6. Opranuzamus
paboThl ¢ TOKyMEHTaMHU

20

Kontponbnas pabota
OK3aMeH

HToro

108

36 72




5.2. Copep:kaHue TMCUMILUIHHBI, CTPYKTYPHPOBAaHHOE MO pa3aejiaM

5.2.1. ConepxkaHue JeKIMOHHBIX 3AaHATHI «y4eOHbIM IIJIAHOM He NMPeAyCMOTPEeHbI»
5.2.2. Copeprxxanue JJa00paTOPHBIX 3aHATHI

HaumenoBanue pasjaeina

Ne Conep:xanue
AUCIHUTLTHHBI
1 2 3
1 BxoaHoe tectupoBanue. JIOKyMEHTHI M TOKYMEHTOOOOPOT B
Paznen 1. Oyxranrepckom ydere. OCOOCHHOCTH 3aIOTHCHUS
JloKyMeHTHUpOBaHUE YHUGUITUPOBAHHBIX ()OPM MEPBUUHOM YUETHOMN TOKYMEHTAIIHH.
YIIpaBJICHYECKOM Memoouka cocmagnenus 6yx2anmepckux pecucmpos u OmuyemHuix

nesTeIbHOCTH B PO.
Yaubukanus u
CTaHJIapTHU3aIUs
TOKYMEHTOB

hopm, Ha OCHOBe NpUMEHEHUsL HOPM OeUCmBYIoue2o
sakoHodamenvcmea. VIcpaBieHne TOKyMEHTOB OyXraiTepcKoro
yaeta. Memoouxa cocmasnenus epaguxa 0oKymenmoobopoma
yensax Oyxeanmepckozo yiema. JJaHHbIE 3aHECTH HA AIIEKTPOHHBIN
Hocutesb B popmate Word.

2. Odopmenne [onoxenus o Oyxranrepuu.
Odopmitenus mprukasza 00 UTOrax PeBU3UH IO COCTABIICHUIO U
Pasnen 2. Cucrema crnave Oyxranrepckoi ((puHaAHCOBOI) OTYETHOCTH.
OpraHU3aOHHO- Odopmiienne 3asBiIeHHs 0 MpeaocTaBiIeHnn JbroTsl o HADJL.
pacropsInTeIbHON Memoouka cocmagnenust Q0NHCHOCMHOU UHCIPYKYUU
MOKyMEHTaIH oyxearmepa. OopmileHHE CIIPaBKH, IPOTOKOJIA. CITYKEOHBIX
nuceM. JlaHHBIE 3aHECTH HA AIIEKTPOHHBINA HOCUTENH B (hopMaTe
Word.
3. byxranrepckoe COnpOBOXKICHUE JOTOBOPA MOCTABKH.
Odopmiienne akTa MHBEHTapU3alMU MaTepHaIbHbBIX IIEHHOCTEH,
Passien 3. JIroBopHO- Od)opjwzefiue 008epeHHOCMU HA NONyYeHUe Mamepuansivix
yeHHOCmell U NOJyYeHUe HABbIKO8 Oe/l08bIX KOMMYHUKAYULL 8
MpaBOBasi JOKYMEHTAIIHSI. . y
ToxkymeHTaIs 1o VCMHOWN U NUCbMEHHOU (hopMme HA PYCCKOM U UHOCMPAHHOM
. pswikax. Odopmienue XypHana perucTpauuu u yaera
BHEIITHEIKOHOMUYECKOU N
ESTENBHOCTH nosepenHocreit. Ohopmienne KOHTPAKTA, MEKAYHAPOHOTO
ncbMa. J[aHHbIe 3aHECTH Ha 3JIEKTPOHHBII HOCUTENb B (hopMaTe
Word.
H

4. C yuemom HABbIKOG 0el0601 KOMMYHUKUYUU U OYX2aNmepCcKo2o
Paznen 4. JlokymMeHTaMs  [yuema ogpopmienue npukaza o npemMuposanuy compyoHuKos
10 TPYIOBBIM Oyxeanmepuu. CoctaBieHne rpaduka OTIyCKOB COTPY/IHUKOB
MPaBOOTHOIICHUSM OyXranTepuu, TMIHOW KapTOUKH. JlaHHBIE 3aHECTH Ha

PIICKTPOHHBIN HOCUTENb B hopmare Word.

5. Oghopmnenue npemen3uoHHbIX NUCEM, UCKOBO2O 3AABNEHUSL C
Pa3nen 5. [IpeTeH3nOHHO - |[yuemom Hasvbik0g 0en080U KOMMYHUKAYUU HA PYCCKOM U
MICKOBast JOKYMEHTaIUs anenutickom sA3vike. JlaHHbIC 3aHECTH HA JIIEKTPOHHBIA HOCUTENH B

bopmate Word.

6. CocraBieHune akTa O BBIICTICHUN K YHUUTOKEHHIO IOKYMEHTOB, B

Paznen 6. Opranuzanus
paboThI ¢ JOKYMEHTaMHU

TOM YHCJIe OYyXTalITepPCKUX PErHCTPOB, HE TIOICKAITIX
XpaHeHuro. Memoouka cocmasgnenue cOamo4Hou ONUCU npu
nepeoaye dena 6 apxus. JlaHHbIC 3aHECTH Ha JICKTPOHHBIH

HocuTelnb B popmare Word.

5.2.3. IlpakTuyeckue 3aHATUS «y4eOHBIM IVIAHOM He NPeayCMOTPEeHbD»




5.2.4. IlepeueHb Y4eOHO-METOAUYECKOr0 OOecleYeHUs AJIsi CAMOCTOSITEIbLHOI PadoThI

00y4YaKOIIUXCS MO TUCHHMILINHE

Ounas ¢gopma 00y4eHust

HaumenoBanue pa3aesna
JTUCIUIIINHBI

Conep:xxanue

YyeoHno-
MeETOAHYecKoe
o0ecreueHue

2

3

4

Pazpen 1.
JlOKyMEHTHpOBaHUE
YIIpaBJICHUYECKOU
nesiTenbHoCTU B PO.
YHubukanus u
CTaHIapTHU3aLUsA
TOKyMEHTOB

[lonsTHe 0 JOKYMEHTHPOBAHHH.
O0s3aTeNbHOCTh JOKYMECHTHUPOBaHUS]
MHQOPMAIHH. 3aKkoHOJaTENbHbIC aKTHl,
PETIaMEHTUPYIOIINE OPraHU3alMI0 PadOTHI ¢
IMOKYMEHTUPOBAHHOU nHpOpMaIen
(Denepanbhblii 3akoH PO «O06 unbopmanmy,
MHQOPMALIMOHHBIX TEXHOJOIHAX M O 3alluTe
uHpopMarm», TpynoBoit komekc PO u ap.).
OCHOBHBIE ~ CHOCOOBI  JTOKYMEHTHUPOBAHUSI.
MatepuanbHble HOCHTENH HHOOpMAIUK U MX
BIMSHUE Ha JOJTOBEYHOCTb M COXPAHHOCTH
IMOKyMeHTa. BiusHue HaydyHO - T€XHHYECKOTO
mporpecca Ha JIOKYMEHT ¥ JOKYMEHTHPOBaHHE.
TexcroBble, rpaduueckue, MalIMHOYUTAEMBIC
ITOKYMEHTBHI, (hOTOIOKYMEHTHI. [onsiTue
«(QJIEKTPOHHBINA JOKYMEHT.

YHudukanus u cTaHgapTH3aUus TOKYMEHTOB,
YHU(UIPOBAHHBIE CUCTEMbI JOKYMEHTALUN
[TonroroBka K KOHTPOJILHON paboTe
[ToaroroBka K 3K3aMeEHY

[loaroToBKa K HTOrOBOMY TECTHPOBAHUIO.

[11, [2], [3]

Paznen 2. Cucrema
OpraHu3alOHHO-
[pacropsaIuTeIbHON
Z[OKYMGHTaHI/II/I

YHnUIMpoBaHHAs CHCTEMa OpPTraHH3AI[OHHOA
pacniopsiautensHON nokymenTtayn (Y COP/I)
Dopmyisip-oopazer OpTaHU3alMOHHO-
pacopsimuTenbHoM nokymenTarmu (OP/])
IPexBU3NTHI 1 OJTaHKH

[TonroroBka K KOHTPOJLHON paboTe
IToaroToBKa K 3K3aMeHY

[MoaroroBka K HTOrOBOMY TECTUPOBAHHIO.

Paznen 3. loroBopHoO-
MpaBoBas JOKyMEHTALU.
JlokyMeHTaLus no
BHEIIHEIKOHOMHYECKOU
NesITeTbHOCTH

Ha3naueHue u cTpoeHne 10roBopa.

[MpaBuia ohopmIleHHS AKTOB B OpTraHH3aLIUH.
[lopsismox  odopmieHusT H  perucTpanuyl
IMOBEPEHHOCTEH.

[Mopsimok  odopmiteHHs
KOHTPAKTOB.

[IpaBwmita n GopMBI IEPENTUCKH C 3apYOEIKHBIMHA
napTHEpaMu.

[TonroroBka K KOHTPOJILHON paboTe
IToaroToBKa K 3K3aMeHy

[TonroToBKa K UTOrOBOMY TECTHPOBAHUIO.

MEKIyHAPOIHBIX|

Paznen 4. lokymeHTalus 10
TPYZOBBIM
MPAaBOOTHOUICHUAM

[TocnenoBaTenbHOCTD odopmieHus
ITOKYMEHTOB U IPHEMe Ha paboTy.
[Iprka3pl MO TUYHOMY COCTaBY M MX OTIMYHE
OT PYTUX MPUKA30B.

CDYHKI_II/IPI n Ha3HA4YCHHUC IITATHOTO|

(11, [2], [3]- [4], [7]




[pacIUCaHus.
[Mopsimox  odopMieHHs W PACTOPKEHHS
TPYIOBOTO AOrOBOpA.

[HazHauenne 7nWM4YHOM KapTouku. TpynoBas
KHIDKKA U €€ XapaKTepUCTUKA.

[ToaroToBKa K KOHTPOILHOM paboTe
[ToaroroBka K 3K3aMeEHY

[ToAroTOoBKa K NTOTOBOMY TECTUPOBAHUIO.

Paznen 5. [IpereH3noHHO -
MCKOBAs IOKyMEHTAIUS

[Mopsmox odopMIIEHUS TIPETEH3UIA W UCKOBOTO
3asBICHUS.

PaboTa ¢ sxanobamu 1 0OpaleHHIMH TPaXKIaH.
[ToaroToBKa K KOHTPOILHOH padoTe
[ToaroroBka K 3K3aMeEHY

[TonroTroBKa K HTOrOBOMY TECTHPOBAHUIO.

Paznen 6. Opranuzamus
paboThI C TOKYMEHTaMH

Cnyx0a JOKYMEHTAllMOHHOTO oOecneueHus
yapaBieHus. 1peOoBaHWS K OpraHH3aINH
IMOKYMEHTO000pOTAa.

Opranuzanus npuema, paccMoTpeHus,
PETUCTpAallMii W  WCIIOJIHEHUS TOKYMEHTOB.
MubOopMaIInOHHO-CITPaBOYHAS pabota B
YCIIOBUSX IIPUMCHCHUSA KOMITBIOTCPHBIX|
TEXHOJIOTUH.

IKOHTpOJIh NCTIOTHEHHST TOKYMEHTOB.
Opranuzanus OIIePaTHUBHOTO XpaHeHUs]
ImokymMeHToB. HomeHkmatypa en, 3KcrepTusd
[IEHHOCTH JOKYMEHTOB, TIOPSAOK YHUYTOXKEHUS]
IMOKYMEHTOB ®  O(QOpPMIICHHS pe3yJbTaTOB
PKCICPTU3bI, NOATOTOBKAa A€ K AapXHWBHOMY|
XpaHEHHUIO.

[ToaroToBKa K KOHTPOILHOH paboTe
[ToaroroBka K 3K3aMeEHY

HOI[I‘OTOBKa K UTOT'OBOMY TCCTUPOBAHUIO.

(11, [2], [31.[4], [3],
[6]

OuHo-3a04Hast popma oOyueHunst

HaumenoBanue pasaeJia
AMCHUIIMHBI

Conaep:xxanne

YueoHo-
METOaUYECKOe
odecmeyeHue

2

4

Paznmen 1.
/ToxymeHTHUpOBaHUE
[YIPABICHYECKOU
nesiTenbHOCTH B PO.
YHu}uKanus u
CTaHIapTH3ALHA
ITOKYMEHTOB

[Tonarue 0 JIOKYMEHTHUPOBAHUMU.,
O0s13aTeTFHOCTH JTOKYMEHTHPOBAHHUS
WHpOPMAITUH. 3aKoHO/ATENbHbIE aKThI,
pEerlaMEHTUPYIOLIME OpraHu3ali0 padoThl ¢
TOKyMEHTHUPOBAaHHOMI nH(pOopMaIen
(Denepanpubiii 3akoH PO «O0 uHboOpMmanmm,
I/IH(bOpMaHI/IOHHI)IX TEXHOJIOTUAX M O 3alllUTC
nH(popMarm», TpynoBoit komeke PO u ap.).
OCHOBHBIE ~ CIIOCOOBI  JOKYMEHTHPOBAHUS.
MarepuanbHble HOCUTENW HH(OpMAUK U MX
BJIIMAHUEC Ha JOJI'OBEYHOCTb M COXPAaHHOCTDH
NOKyMeHTa. BiusHue HaydyHO - T€XHHYECKOTO
mporpecca Ha JOKYMEHT ¥ JOKYMEHTHPOBAHHE.
TexcToBble, Tpaduyeckue, MalIMHOYUTAEMBIC
TOKYMEHTHI, (hOTOOKYMEHTHI. [onsiTe
(JIEKTPOHHBIN JOKYMEHT».

YHubukaus 1 craHaapTU3alms JT0KyMEHTOB,

(11, [2], [3]
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YHUQUIMPOBAHHBIE CUCTEMBI JOKYMEHTALIUH.
[lonroTroBKa K KOHTPOIHHOU padoTe
IToaroroBka K 3K3aMeHy
[loaroroBka K HTOTOBOMY TECTHPOBAHHIO.

Pazgen 2. Cucrema
OpraHU3alMOHHO-
pacrnopsauTeIbHON
I[OKyMCHTaHI/II/I

VHudumpoBanHas cucTeMa OpraHU3allMOHHO-
pacnopsinutenbHoi qoxkymenTarmn (Y COPJT).
Dopmynsp-obpazen OpTaHU3aIMOHHO-
pacnopsinutenbHOi qoxkymenTarwu (OPJT).
PexBu3uTHI U OMaHKH.

[ToaroroBka K KOHTPOJILHOU paboTe
IToaroroBka K 3K3aMeHy

[lonroToBKa K HITOTOBOMY TECTHPOBAHHIO.

(11, [21, [3], [4], [3]

IPaznen 3. JJoroBopHO-
[paBoOBasi JOKYMEHTALIMSL.
/ToxymeHTamus no
BHEILTHEAKOHOMUYECKOU
MesITeIbHOCTH

HasnaueHne u CTpOeHUE JOTOBOpA.
[paBuia oopmIileHHsI aKTOB B OpraHU3aIlnH.

[lopsimoxk  odopmneHuss u  perucTpanuy
TOBEPEHHOCTEH.

[Topsnox oopmitenus MEXIyHapOIHBIX
KOHTPAKTOB.

[IpaBuna u HopMbI IEPENUCKH C 3apYOEKHBIMH
MapTHEPaMU.

[ToaroTroBKa K KOHTPOJILHOU paboTe
[ToaroToBKa K s3K3aMeHY
[ToaroToBKa K HTOrOBOMY TECTHPOBAHHIO.

(11, [21, [3], [6], [7]

Paznen 4. [JokymeHTaLus 0o
TPYAOBBIM
MPaBOOTHOICHUAM

[TocnenoBaTeIbHOCTh othopmiieHns
NTOKyMEHTOB TIpH MpHeMe Ha padoTy.

[Mpyka3el O JTMYHOMY COCTaBYy M UX OTIHYHC]
OT IPYTUX MPUKA30B.

DyHKIUU u Ha3Hay€HUe LITATHOTO
[pacIucaHusl.

[lopsimoxk  odopMieHHS W PaCTOPKEHHS
TPYIOBOTO AOrOBOpA.

Ha3nauenne nu4yHOM KapTouku. TpyaoBas

KHIDKKA U €€ XapaKTePUCTHKA.
[lonroTroBKa K KOHTPOJIHHOU padoTe
IToaroroBka K 3K3aMeEHy

[loaroroBka K HTOTOBOMY TECTHPOBAHHIO.

IPaznen 5. [IpeTeH3noHHO -
MCKOBAs IOKyMEHTAITHS

[lopsimox odopmIleHUs] TIPETEH3U W UCKOBOTO
3asBICHUS.

PaboTa c sxanobamu 1 0OpalieHHSIMHU TPaXKIaH.
[lonroTroBKa K KOHTPOIHLHOU padoTe
[ToaroToBka K s3K3aMeHY

[loaroroBka K HTOTOBOMY TECTHPOBAHHIO.

Paznen 6. Opranu3anus
paboTHI C TOKYMEHTaMH

Cny»x0a TOKYMEHTAIIMOHHOTO 00SCIICUeHUS
ynpaeneHus. TpeOoBaHUS K OpraHU3aIAN
TOKYMEHTO000pOTAa.

OpraHu3aiysi IprueMa, paCCMOTPCHHUS,
[PETUCTPALIAN ¥ UCTIOTHEHHSI TOKYMEHTOB.
WudbopmarmonHo-cIipaBoYHast pabora B
YCIIOBHUAX MMPUMEHCHU S KOMIIbIOTCPHBIX
TEXHOJIOT L.

KoHTpoIb NCTIOTHEHNS JOKYMEHTOB.
OpraHusarys onepaTUBHOIO XpaHEHUS
nokymeHToB. HoMeHkatypa e, skcrepTusa
[IEHHOCTH IOKyMEHTOB, TTOPSAIOK YHHUTOKEHUS
TOKYMEHTOB U O(hOpMIICHHSI pe3yTbTaTOB
OKCIICPTU3BI, IIOATOTOBKA ACJI K apXUBHOMY

(11, [2], [31.[4], [5],
[6]
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XpaHCHUIO.

[lonroTroBKa K KOHTPOIHHOU padoTe
[ToaroToBKa K s3K3aMeHY

[loaroroBka K HTOTOBOMY TECTHPOBAHHIO.

L=

SN

14.

15.

16.
17.
18.

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

27.
28.
29.
30.
31

32.

33.

5.2.5. Tembl KOHTPOJBLHBIX padoT
Posb nokymeHTa B chepe mmpaBa u ynpaBiIeHHUSL.
JIOKYMEHT: OCHOBHBIE ITOHSTHSI, CIIOCOOBI JOKYMEHTUPOBAHUS.
HNudopmanus u 10KyMeHT.
YHupUKanus © CTaHJApTU3alMs KaK OCHOBHOE HANpaBICHHWE COBEPIICHCTBOBAHMS
nokymeHToB. 'OCTs1 Ha YC/I. Cuctembl JOKyMEHTaLUH.
XapakTepucTuka, coctaB U cojepxkanue aercrpytouiero 'OCTa.
CocraB pekBusutoB OP/], npaBuiia ux oopmieHus.

. IIpaBmia odopmiieHUs1, W3TOTOBICHHS, Yyd4eTa, WCIOIL30BAaHUS W XpaHCHHS OJIAHKOB

OpraHu3aluu.

. XapaKTepUCTHKA U COCTAB OPTaHU3ALMOHHBIX JOKYMEHTOB.

. XapakTepucTHKa U COCTaB CIIPaBOYHO-MH(POPMALIMOHHBIX JOKYMEHTOB.
10.
11.
12.
13.

XapaKTepuCTUKA U COCTAB PACIOPSAUTEIBHBIX JOKYMEHTOB.

OcoGenHoctr 0opMIICHUS KaIpOBOI TOKYMEHTAIIHH.

YHaudunupoBanueie GOpMBbI JOKYMEHTAIUH 110 TPYTY.

Jlenonpon3BoACTBO Kak (YHKIHUS YIpaBICHHs, COBPEMEHHBIE TpeOOBaHHUS K €ro
OpTaHU3aIHH.

Cnyx0a JTOKyMEHTAlUOHHOTO  oOOecreueHusi yrpaBieHHs: (QYHKIUH, CTPYKTypa,
JOJDKHOCTHOW COCTaB, HOPMAaTHBHBIE MaTEPHAIBL.

OOmue NpUHIUIBI OpPraHu3alud JOKyMEHTo0O0opoTa. (OCHOBHBIE 3Tallbl TEXHOJOTHU
paboThI ¢ JOKYMEHTaMH.

[lepBoHayanbHas 06pabOTKa JOKYMEHTOB B YUPEKIACHUU.

TexHon0rus pacCMOTPEHUS TOKYMEHTOB B YUPEKICHUH.

Peructpamuss AOKyMEHTOB Kak IIpollecC CO3AaHMs OaHKa JaHHBIX O JOKYMEHTax
OpTaHU3aIHH.

KoHTponb ucnonHenus JOKYMEHTOB.

Opranu3anus OTIPaBKH JOKYMEHTOB.

OcHoBHbIE TPeOOBaHUS K OPraHU3allUU XPaHEHHS HCTIOTHEHHBIX JOKYMEHTOB.

Bunst Homenkmatyp nen. [lopsigok cocraBnenust u opopmiIeHuUs.

Cpoku XxpaHeHHs TOKYMEHTOB.

[IpaBuia MOATOTOBKH 1M K C/1a4e B BEAOMCTBEHHBIH apXuB.

ApXHBHOE XpaHEHHUE IOKYMEHTOB.

CocTtaB HOPMATHBHBIX JOKYMEHTOB, PETIAMEHTHPYIOIIUX COCTaBJICHHE U OhopMIIeHHE
JOKYMEHTOB, UX XapaKTEPUCTHUKA.

CoctaB HOpPMAaTHBHBIX JIOKyMEHTOB, PpETJaMEHTUPYIOIIUX OpTaHU3aIMI0 padOThI C
JOKYMEHTaMH B YUPEKJACHHUH, UX XapaKTEPUCTHKA.

Memoouxka cocmaenenus Oyxeanmepckux pecucmpos u OmuemHulX (GOopM, HA OCHO8e
NpuUMeHeHUss HOpM Oeticmeyiouje2o 3aKOH00amenlbCmad.

Memoouka cocmaenenus epaguxka 00KymeHmoobopoma 6 yensx OyxeaimepcKoco yuema

Memoouxa cocmasnenusi O0IHCHOCMHOU UHCMPYKYUU Oyxeaimepa.

Ogopmnenue O0osepeHHOCMU HA NOLYYEHUEe MAMEPUATbHBIX YEeHHOCmeU U NOoJyYeHue
HABLIKOB 0€l08bIX KOMMYHUKAYULL 6 YCMHOU U NUCbMEHHOU ¢hopme HA pPYCCKOM U
UHOCMPAHHOM SA3bIKAX.

C yuemom HaBbIKO8 0e1060U KOMMYHUKUYUU U OYXeanimepckoz2o yuema oghopmieHue
npUKasa 0 NPemMuposanuu COmpyoHuKo8 0yxeaimepuu.

Memoouka cocmasnenue coamounol onucu npu nepeoave oeid 8 apxus.
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5.2.6. KypcoBble TmpoeKTbl/ KYPCOBble PadoThbl «y4eOHBIM IIJIAHOM He
NnpeaycMOTPeHbD)

6. Meroanyeckue yKazaHus JJis1 00y4alOMUXCS 110 OCBOEHUIO U CIIUTIIHHBI

Opr aHU3alud JCATCIbHOCTU CTYJCHTA

JlabopaTopHble 3aHATHSA
PaboTa B COOTBETCTBHH ¢ METOANYECKUMH YKa3aHHUSIMH I10 BBIIOJIHEHHUIO JJA0OPaTOPHBIX PadoT.
CamocTosTelbHas padoTa

CamocrosiTenpHast padoTa CTy/JIeHTa HaJl yCBOCHHEM Y4eOHOTO MaTepHuaa o yuyeOHon
JUCHUITIIIMHE MOJKET BBIITOJIHATHCA B IOMCIHICHUAX 1A CaMOCTOSITEIbHOM pa6OTBI, a TAKXXE B
JnoMantHuX ycnoBusix. ConepkaHie CaMOCTOSITEIFHON padOThI CTy/IeHTa ompeenseTcs: yaeOHoi
HpOI‘paMMOﬁ AUCHUILIMHBI, METOANYCCKUMU MaTCpruajiaMiy, 3aJaHUAMU U YKa3aHUAMU
npernoiaBaTes.

CamocrosTenbHas paboTa B ayIUTOPHOE BPEMSI MOXKET BKIIFOUATh:

— BBINOJIHEHHE KOHTPOJILHBIX PadoT;

— pelleHue 3a/1a4;

— paboTy co CIIpaBOYHON M METOINIECKON JINTEPATYPOIL;
— paboTy ¢ HOpPMaTUBHBIMU IIPAaBOBBIMU aKTaMHU;

— ydacTHe B TECTHPOBAHHUHU H IP.

CamocrosTenpHast paboTa BO BHEAYJUTOPHOE BPEMS MOXKET COCTOSITh 3!

— u3y4yeHus y9eOHOU ¥ Hay9IHOW JTUTEPaTypHI;

— M3Y4YCHUs] HOPMATUBHBIX MIPABOBBIX aKTOB (B T.4Y. B JIEKTPOHHBIX 0a3ax JaHHBIX);

— TMOJTOTOBKH K JIAOOPATOPHBIM 3aHSITHUSM;

— MOJATOTOBKU K KOHTPOJIEHBIM paboTaM, TECTUPOBAHUIO U T.1I.;

— BBIJICJICHUE HanOoJIee CI0XKHBIX U TPOOJEMHBIX BOIPOCOB 0 N3y4aeMOU TeMe, IMOJTydeHUe
pa3bsiICHEHHI ¥ PEKOMEH AN 110 TaHHBIM BOTIPOCAaM C TIpernoaaBaTesiMu Kadeapsl Ha UX
©)KEHEICJIbHBIX KOHCYJIbTallHsX.

- TIPOBEIECHHE CAMOKOHTPOJISI ITyTEM OTBETOB HA BOIPOCHI TEKYLIET0 KOHTPOJIS 3HAHUN, PEICHHS
MNpEaACTaBJICHHBIX B y‘-I€6HO-MCTOI[I/I‘-I€CKI/IX mMarepuajiax Ka(peapm 3a1a4, TCCTOB, HAIIMCaHU
pedepatoB U 3cce Mo OT/ICIbHBIM BONPOCaM M3y4aeMOU TEMBI.

KonrtpoJabHasi padora

Teoperuueckas v pakTHYECKast YaCTH KOHTPOIBHOM PabOThI BHIMOIHSIOTCS 110 YCTAaHOBICHHBIM TEMaM

(BapI/IaHTaM) C UCTIOJIb30BAHUEM IMPAKTUYCCKHUX MATCPHUAJIOB, ITOJIYYCHHBIX Ha na6opaTopH51x 3aHATHUAX.

K kxaxkmoit TeMe KOHTPOIIbHOM PabOTHI PEKOMEHTYETCSl IPUMEPHBIN TIepedeHb OCHOBHBIX BOIIPOCOB,

CIHCOK HEOOX0AMMOM uTeparypsl. Heo0XoauMo U3y4duTh TUTEPaTypy, PEKOMEHAYEMYIO IS

BBITIOTHEHUS] KOHTPOJIbHON paboThl. UTOOBI TIOJTHEE PACKPHITH TEMY, CIEIYET UCTIONb30BATh

MOTIOTHUTETIbHBIE ICTOYHUKY M MaTepualibl. IHCTPYKIUS 1O BBIMOTHEHUIO KOHTPOJILHOH padoThI

HaXOJIUTCSl B METOMYECKUX MaTepHajax 1o AUCLUILIMHE.

IloaroroBka K 3K3aMeHy

HOZII‘OTOBKa CTYACHTOB K 3K3aMCHY BKJIFOYACT TPU CTAAUU:

— caMocCTosITeNbHas padoTa B TeueHHe y4eOHOro rojia (ceMecTpa);
— HENOCPEICTBEHHAs MOATOTOBKA B JHH, MPEALICCTBYIOIIIE K3aMEHY;
— IOJrOTOBKA K OTBETY Ha BOIPOCHI, COJICPIKAIHecs B OHIIETe.

7. O6pa3oBaTeibHbIE TEXHOJIOTHH
IlepeueHb 00pazoBaTEIbHBIX TEXHOJIOIMH, UCHOIB3YEMBIX MPH U3YYCHUU IUCLUIIIUHbI
«Jl0OKyMEHTHpPOBaHNE yIPABICHUYECKOU EATEIbHOCTI

TpaauuuoHHbIe 00pa3oBaTe/bHbIE TEXHOJIOTHHI

Jucuurmnza «/lOKyMEHTUPOBAaHUE YIIPABICHYECKON JEATEIBbHOCTH» IIPOBOJIUTCA C
UCIOJIb30BAaHUEM TPATULMOHHBIX 00pa30BaTENbHBIX TEXHOJOIMH OpUEHTHUPYIOLIMECs Ha
OpraHM3aLu0 00pPa30BaTENbHOIO MPOLECCa, MPEANOAraollyl0 IPIMYI0 TPAHCIIALUIO 3HAHUH
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OT TpenojaBaTelss K CTyAEHTY (TMPEUMMYIIECTBEHHO Ha OCHOBE OOBSACHUTEIHHO-
WUTIOCTPATUBHBIX METOJOB OOydeHHWs), y4ucOHas IesATCIIbHOCTh CTYJCHTa HOCHT B TaKUX
YCIIOBUSIX, Kak TMPaBUIIO, PENPOAYKTHBHBIA xapakTep. DopMbl y4yeOHBIX 3aHATUH IO
TUCHUIITNHE «J[OKyMEHTHUpOBAaHHME YIPABICHUYECKOU JESITEIIbHOCTU» C HCIOJIb30BAHUEM
TPAAUIMOHHBIX TEXHOJIOTUH:

JlabGoparopHoe 3aHATHE — OpraHU3aNysl y4eOHOU padOThI ¢ pEATbHBIMU MaTePHATLHBIMH
U UHPOPMAIMOHHBIMH OOBEKTaMH, SKCIEpUMEHTalbHAs padoTa ¢ MOJENSMHU pPEaTbHBIX
00BEKTOB.

HNHTepakTHBHBIC TEXHOJIOTHH

[o mucrumnmae «/{oKyMeHTHpOBaHHE yIPaBICHYECKOH JEATEIbHOCTIY JTa00paTOpHBIE
3aHATUS IPOBOJATCS C UCIIOIB30BAHUEM CIIEAYIOUINX UHTEPAKTUBHBIX TEXHOJOTHI:

PabGoTa B ManbIx rpynmnax — 3TO OJlHAa U3 CAMBIX MOMYJSPHBIX CTpPATETruid, TaK KaK OHa
JaeT BceM o0ydJaronumcs (B TOM YHCIie M CTECHUTEIbHBIM) BO3MOXKHOCTh Y4aCTBOBATh B paboTe,
MPaKTUKOBaTh HABBIKM COTPYIHMYECTBA, MEXKIUYHOCTHOTO OOIIEHUs (B YaCTHOCTH, YMEHHUE
aKTHUBHO CJIyIIaTh, BEIPa0aTHIBATh 00Illee MHEHUE, pa3peliaTh BO3HUKAIOIIUE pa3Horiacus). Bee
9TO 9acTO OBIBACT HEBO3MOXHO B OOJIBIIIOM KOJUICKTHBE.

PoneBbie Urpbl — coBMecTHas JESTENbHOCTh TPYIIBI 00y4YaOUXCs U MpPernoaaBaTess
IO/l YOpPABJICHHEM MpENojaBareisl € LEIbl0 peleHus y4yeOHbIX U NpoecCHOHAIbHO-
OpPUEHTUPOBAHHBIX 3a/1a4y MyTeM UTPOBOTO MOJIEIHPOBAHUS PEaIbHON MPOOIEMHON CHUTYyallHH.
[To3BosisieT o1leHMBAaTh YMEHUE aHATU3UPOBATH U PEIIaTh TUIMYHBIE MPO(ECCUOHATBHBIC 3aJa4H.

NHpopMaMOHHO-KOMMYHUKAIIHOHHbIE  00pa3oBaTejibHbIe  TEXHOJIOIMH  —
opranu3zanus 00pa3oBaTEIbLHOTO MPOIECcCa, OCHOBAHHAS HA TIPUMEHEHUH CIEIHATN3UPOBAHHBIX
MPOrPaMMHBIX CPeJl U TEXHUYECKHUX CPEACTB paboThl ¢ HH(pOpMaLeH.

Jucnuninuna «/[oKkymenmupoeanue ynpagienueckou 0eamenbHocmuy MpOBOIUTCS
€ MCNO0JIb30BAHHEM WHHOBALMOHHBIX METO/J0B B BBICIIIEM OOpa30BaHUU, KOTOPHIE BKIIOYAIOT
B ce0sl MCIIOIH30BAHUE COBPEMEHHBIX JOCTHKEHUN HAYKH W MH(POPMAIIMOHHBIX TEXHOJOTUHA B
oOpazoBanuu. OHM HampaBlIeHbl Ha IOBBIIICHUE KAueCTBa IMOATOTOBKH IMyTEM pPa3BUTHUS Y
CTYJICHTOB TBOPYECKUX CIOCOOHOCTEHN U camocToATeNbHOCTU. OHU IPEANOoaraloT NIpUMEHEHNE
UH(GOPMAIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJIOTHM, a Takke YydyeOHOe — METOAMYECKHX
MaTepUajoB, COOTBETCTBYIOLINX COBPEMEHHOMY MHUPOBOMY YPOBHIO, B IIPOLIECCE MPENOIaBaHuUs
JUCLHUILIIUHBIL:

- pelmeHue 3aa4 ¢ MpUMEHEHHEM MH()OPMAIMOHHO - CIIPAaBOYHBIX cucTeM «l apaHTy,
«KoHcynbTaHT +».

- UCIIOJIb30BAaHUE MPOTPAMMHO-TIEATOTHYECKUX TECTOBBIX 3aJaHUN ISl MPOBEPKHU
3HaHUM CTYJICHTOB.

8. YueOHo-MeTOoAMYecKOe U MH(POPMAITMOHHOE o0ecTieYeHre JUCHMIIIHHBI
8.1. IlepeyeHb OCHOBHOII ¥ /IONOJIHUTEJIbHOH Yy4eOHOH JHTepaTyphbl,

HEe00X0IUMOH IS OCBOCHHUS U CIHUIIINHBI

@) OCHOBHAA yueOHan rumepamypa:

1. JlokyMeHTHpOBaHUE YIPaBICHUECKOHN IeATeIbHOCTU: YYCOHHUK U MPAKTUKYM/
N.K.Kopnees, A.B.ITmenko, B.A.Mamypues. -M.: IOpaiit,2017. — 384c.
2. Paznopoxusiii A.A. JIOKyMEHTUPOBAaHHUE YIIPABICHUYECKOU 1€ATEIbHOCTH:

yuebHoe nocodue. — M.: UTHOPA — M,2016. — 304c.

3. Ky3nenona, U. B. JlokymMeHTHpOBaHUE yIIPABICHYESCKOMN ICATEIILHOCTH: Y4eOHOE
nocoowue it 6akanaspos / U. B. Ky3nenosa, I'. A. Xauatpsia. — 2-¢ u3a. — MockBsa: Jlamkos
u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5. —2nekTpOHHO-
oubmmoreunas cucrema IPR BOOKS: [caiiT]. — URL: http://www.iprbookshop.ru/99364.html
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0) OononnumenvHasn yueoHas rumepamypa:

4. Imutpuesa, JI. U. JlokymMeHTalMOHHOE 00ECIIeUeHNE YIIPABICHUECKOM 1€ATEeIbHOCTHU:
yuebHoe nocobue / JI. . Imutpuena, 1. B. Py3zaeBa. — HoBocubupck : HoBocuGupckuit
roCcyJapCTBEHHBIN TexHuueckuit yausepcuret, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. —
URL: http://www.iprbookshop.ru/98703.html

5. I'punbepr A. C., I'op6aués H. H., Myxametimuna O. A.. JlIoOKyMeHTallMOHHOE
obecrieueHre ynpaBieHUs: yueOHUK [DnekTpoHHbId pecypc] / Mocksa: FOnuTn-Jlana,2015. -
391c. - 978-5-238-01770-9— URL: http://biblioclub.ru/index.php?page=book&id=115031

6. Kysuenona, . B. Kondunenuuansnoe 1e10npon3BOCTBO U 3alUIIEHHBIH
JIEKTPOHHBIN JIOKYMEHTOO00POT : yueOHoe mocobue st 6akanaBpo / M. B. Ky3nemnona, I'. A.
XauatpsiH. — Mocksa : Aii [Iu Ap Meaua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
OnextTpoHHo-0nbmmoreunas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97083.html

7. Poroxun M. 0. JlokyMeHTaIMOHHOE OOECTICUCHUE YIIPaBJICHHS: YIeOHO-
npakTHueckoe nocobue [AnekTpoHHbIN pecype] / Mocksa| bepnun: {upexr-Menua,2014. -384c.
- 978-5-4475-1648-2— URL: http://biblioclub.ru/index.php?page=book&id=253704

8) nepeueHsb yueOHO-Memoouuecko2o obecneuenus:

8. boromoroa JI.IO. Meronndeckue yka3aHus K BBIIIOJIHEHUIO KOHTPOJIBHOM pabOTHI.
Actpaxanb, ATACY,2019 .- 32 c. http://moodle.aucu.ru

2) nepeuensb OHNAUH KypPCo8:
9. Cnenuanuct KaJpoBOTo JIEIONPOU3BOJCTBA HA COBpeMEHHOM nipeanpustuu. - URL:
https://vgaps.ru/seminar/2607utm_source=google adwords&utm medium=cpc&utm campaign

8.2. IlepeyeHb HeOOXOAMMOIO JIMIEH3MOHHOTO M CBOOOJHO PACHPOCTPAHIAEMOIO
NMPOrpPaMMHOI0 o0ecriedeHnsi, B TOM YHCJIe 0Te4eCTBEHHOT0 MPOU3BOACTBA, HCIOJIb3yeMOI0
NPH OCyLIeCTBIEHUH 00Pa30BaTEILHOI0 NpoLecca no JUCIHUILINHE

1. 7-Zip

2. Adobe Acrobat Reader DC.
3. Apache Open Office.

4. VLC media player

5. Kaspersky Endpoint Security.
6. Yandex Opay3ep

8.3. [lepeyenn coBpeMeHHBIX MPO¢ecCHOHATBHBIX 023 TaHHBIX 1 HHGOPMAITHOHHBIX
CIIPABOYHBIX CHCTEM, IOCTYNHBIX 00y4aIOIIUMCS PH OCBOEHUH THCIHUIIHHbI

1. DnexrponHas HHPpOPMAITMOHHO-00pa30BaTeNbHAS cpea Y HUBEPCUTETA:

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

2. DAEKTPOHHO-OMOIMOTeUHAs CUCTeMa «Y HUBEPCUTETCKast OMOIMOTEeKa»
(https://biblioclub.ru/)

3. DnexTpoHHO-0nOMoTeuHas cucrema «IPRbooks» (www.iprbookshop.ru)

4. Hayunas snextponHas 6ubmuoteka (http://www.elibrary.ru/)

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

6. @enepalbHBIN HHCTUTYT MpOMBIILIeHHOH coOcTtBenHocTH (http://www .fipt.ru/)

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

9. Onucanue MaTrepuaJbHO-TeXHHYeCKOH 0a3bl, HEOOXOAMMON 1JIsl OCyIIeCTBJICHUS


http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=253704
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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06pa30BaTeJ’IBHOF0 nmpouecca mo ImCumIJInHe

OCHaIIEHHOCTH CNEeNHAJILHBIX
NoOMelleHUH U MoOMeleHuH 1J1s1
CaMOCTOSITeJILHOM paGoThl

Ne HaumeHoBanme cienuaabHBIX* MOMeleHUI 1
n/m NOMeLIEeHUH JJIs1 CAMOCTOSITE/IbHOM padoThl

aya. Ne 207
Kommekr yueOHOM Mebenu
KomnbroTtepsr: 15 mT.
IlepeHocHOW MyJIBTUMEIUUHBINA KOMIUIEKT
Hocrym k nH(DOPMAITHOHHO —
TEJIeKOMMYHHUKAIIMOHHON CeTH
«HTEepHETY

1 Y4eOHble ayIUTOPUU IJIs1 TPOBEICHUS
Y4eOHBIX 3aHSATHIA:

414056, r.Actpaxans, yin. Tatumesa 186
aynuropuu Ne207, 203, 209

aya. Ne 203,
Kommiekr yueOHOM Mebenu
IlepeHOCHOM MyJIBTUMEIUNHBIN KOMIUIEKT
Hocrym k nH(DOPMAITHOHHO —
TEJIEKOMMYHHKAIIMOHHON CETH
«HTEepHET

aya. Ne 209.
Kowmrmuiext yaeoHo# Mmebenn
JleMOHCTpaIoHHOE 000pyI0BaHUE
KOMILJIEKT
Hocrym k nH(OPMAITHOHHO —
TCHGKOMMYHHK&HHOHHOﬁ CECTHU
«HTEepHETY

[TomemmeHus 7151 CaMOCTOSTEIILHOM PabOThI
414056, r. Actpaxans, yiu. Tarumesa 22a
aynutopuu 201, 203

414056, r. Actpaxans, yn. Tatumiesa 18a,
bubanoreka, YNTAILHBIN 3a71

aya.Ne201
KowmrmiexT yae6HON Mebemm.
Komnsroteps! — 8 miT.
Hoctyn k nHGOPMALTUOHHO —
TEJIEKOMMYHUKALMOHHOH CETH
«AHTEepHETY.

aya.Ne 203
KowmrmiexT yae6HON Mebemm.
Komnsrotepsl — § wir.
JocTyn k nHOPMATUOHHO —
TEJIEKOMMYHUKAITUOHHOH CETH
«HTEepHETY.

0MO0IMOTEeKA, YNTAJIbHBIN 321
Kommnekr yueOHoii meOenu.
Komnsrotepsl - 4 mit.

Hocrym k nH(MOPMAITHOHHO —
TCHGKOMMYHHK&HHOHHOﬁ CECTHU
«HTEepHETY

10. OcoOeHHocTH oOpraHu3anuu oOy4YeHHsi MO JAucHuIIMHe «/JoKymenmuposanue
YRPAGNEeHYECKOU OeamenbHocmu» JJsi MHBAJMAOB M JIMI € OrpaHWYeHHBIMH
BO3MOKHOCTSIMH 3710POBbSI

Jnst oOydaromuxcsi U3 4ucia MHBAJIUIOB M JIUIl C OTPAHHMYECHHBIMUA BO3MOXKHOCTSMHU
3I0pOBbSi HAa OCHOBAaHUU IHCHMEHHOTO 3asBIICHUS JUCHUIUIMHA «JlOKYMEHTHpOBaHUE
VIIPaBICHYCCKON JACSITEILHOCTH» PEATH3yeTCs C YYETOM OCOOCHHOCTEH IMCUXO(PU3NIECKOTO
pa3BUTHUS, UHIUBUYaTbHBIX BO3MOKHOCTEH M COCTOSIHUS 3JJ0POBbBS ([ajiee — MHAUBHIYaTIbHbBIX
0COOEHHOCTEH).



PELNEH3UA
Ha pabo4ylo NPOrpamMMmy, OlleHOYHbIe U MeTOAUYECKHEe MATEPHAJIbI 1O JUCIUIJIMHE
Bb1.B.03 «/lokyMeHTHPOBAaHHE VIIPABJCHYECKON eATeJLHOCTH

OIIOII BO no HanpaBJieHUIO OATOTOBKM 38.03.01 «Ixonomukxay,

HANPABJIECHHOCTH (PO UIb)

«bByxeanmepckuil yuem, ananus u ayoumy,

1o nporpamMme daxaiaspuam

Ky3neuoevim Cepzeem Bnaoumupoeuuem (nanee 1mo TEKCTy PELEH3EHT), IPOBE/ICHA PELICH3US
paboueld mpOrpaMMbl, OIEHOYHBIX W METOJUYECKUX MATEPUAJIOB MO  JUCIUIUIMHE
«/lokymenmupoeanue ynpaenenuecxkoii  deamenvnocmuy OIIOIl BO no nHanpaBnenuto
noarotoBku 38.03.01 «Ixonomukay», o nporpamme daxanaspuam, padpadorannoii B8 TAOY
AO BO "AcrtpaxaHCKHI TOCYJIapCTBEHHBI apXUTEKTYPHO-CTPOUTEIbHBIN YHHBEPCUTET', Ha
Kadenpe «Ixkonomuxka cmpoumenvcmeay (pazpaboTuuK — cm. npenodasameny bozomonosa
JIrwomuna IOpvesna ).

PaccmotpeB mpencTaBieHHBIE Ha PELICH3UIO MaTEpHalibl, PELEH3EHT MpHUIIel K
CJIEIYIOIIHUM BBIBOJAM:

[IpenbsaBneHHas paboyas mporpamMma Y4eOHOU IUCHUIUTHHBI «/JoKyMeHmuposanue
ynpaenenuecKoi odeamenpHOCMU» (manee mo Tekcty IIporpamma) cOOTBETCTBYET
tpeboBanusim DOI'OC BO mno wHampaBiaeHuto mnoarotoBku 38.03.01 «Ikonomuka»,
YTBEPKACHHOTO MprKazoM MuHHCTepcTBa 0O0pa3oBanus U Hayku Poccuiickoit denepauvu 12
ascycma 2020 2., Ve 954 wn 3apeructpupoBanHoro B Muntocre Poccuu 25 aszycma 2020 .,
pezucmpayuonnwviit N 59425.

[IpencraBnennass B Ilporpamme akTyaJbHOCTh YYE€OHOW JHCHUIUIMHBI B PaMKax
peanuzauuu OIIOIl BO He nNOANEKUT COMHEHHUIO - JUCHMIUIMHA OTHOCUTCA K YAaCTH,
dbopMupyeMOil ydaCTHHKaMH OOpa3oBaTEIbHBIX OTHOIICHWH ydeOHoro mukia bimok 1
«Jductuumninunel (MOTIYIIN)».

[MpencraBnennsie B [Iporpamme 1enu ydeOHOW  JUCHUIUIMHBI  COOTBETCTBYIOT
tpeboBanusiMm @I'OC BO HampaBnenus noarotoBku 38.03.01 «Ikonomuxa», HanpaBIeHHOCTh
(mpodmiib) «ByXrajJTepcKkuii y4eT, aHAIN3 H AyTUT.

B coorBerctBum ¢ Ilporpammoit 3a  nucuuminuHoNl  «/JoKymenmuposanue
ynpaenenueckou OeamenvbHocmuy 3aKperieHa I KomnemeHyus, KOTOpas pealu3yeTcsl B
00BSBICHHBIX TPEOOBAHUSX.

[Ipemyioxenusie B [IporpaMme WHIMKATOPHI KOMIIETCHIIMM B KAaTErOpPHUSAX 3HATh, YMETH,
BJIQJIETh OTpaXaloT crenuuKky W CcoJepKaHue AMCLUUIUIMHBI, a mpenactaBieHHolie B OMM
MOKa3aTelIl U KPUTEPUH OLICHUBAHUS KOMIIETCHIIMN MO AUCIUIUIMHE HA Pa3IUYHBIX dTanax ux
dbopMupOBaHUA, a TaKXkKe IIKAJIbI OICHUBAHHS MO3BOJIAIOT ONPEAENTUTh CTENEHb JOCTHUKEHUS
3aSBJICHHBIX PE3yJbTaTOB, T.€. YPOBEHb OCBOCHHS OOYYAIOIIMMHKCS COOTBETCTBYIOIIMX
KOMIIETEHIIMI B paMKaxX TaHHOW JUCIUIUINHBL.

VYuebHast gucuMIiUiiHA «/JOKyMenmupogeanue ynpagieHuecKoil OeameabHOCmu)
B3auMocBs3aHa ¢ apyrumu aucuuminHamu OIIOIT BO no nanpasnenuto noaroroBku 38.03.01
«IKOHOMUKa», HANIPABICHHOCTh (mpoduib) «byXxrajarepckuii y4yer, aHajau3 W ayauT» U
BO3MOXXHOCTH JTyOJTMUPOBaHUS B COJIEP>KaHUU HE BBISBIICHA.

[IpenacraBnennass  [lporpamma  mpeamonaraetT  HMCIOJIB30BAHHE  COBPEMEHHBIX
00pa3oBaTeNbHbIX TEXHOJIOTUN MPU peaTu3aluu pa3IudYHbIX BUIOB yueOHOH paboThl. Dopmbl
00pa3zoBaTebHBIX TEXHOJIOTHI COOTBETCTBYIOT CHICIM(UKE TACIUILTAHBIL.

[IpencraBnennsle W onucanHele B [Iporpamme ¢Gopmbl Tekymield OIEHKH 3HAHHMA
COOTBETCTBYIOT CHielU(UKe AUCIUIUIMHBI U TPEOOBAHUSIM K BBIITYCKHUKAM.



[IpomexyTouHass arTecTalus 3HAHUN Oakanaepa, nipeaycmorpeHHas IIporpammoit,
ocymiecTBisieTcss B Gopme Ix3amena. OopMbl OICHKU 3HAHWH, MpelcTaBicHHbIE B Paboueit
porpaMme, COOTBETCTBYIOT CHEHH(UKE AUCIUIINHBI U TPEOOBAHUSAM K BBIITYCKHHKAM.

Y4eOHO-MeTOMYeCKOe ~ OOeCreYeHne  JUCUUIUIMHBI  MPEACTABICHO  OCHOBHOW,
JOTIOTHUTEIBHON JINTEPaTypol, UHTEPHET-pecypcaMu U cooTBeTcTBYyeT TpeboBanusmM OI'OC
BO mnanpaBnenuss mnoarotoBku 38.03.01 «Ixonomura», HanpaBIeHHOCTh (TIPOQHIB)
«ubyxzanmepckuii yuem, ananus u ayoumm»».

MatepuaabHO-TEXHUYECKOEe obecreueHne CcooTBeTcTByeT TtpedboBanusm OI'OC BO
HampaBieHuss  noarotoBku  38.03.01  «dkomomuxka» w  cruenuPuKe  AUCIUTUIHHBI
«/loKkymenmupoeanue ynpaenenueckoi OeameabHocmu» M 00ECIIEUNBACT HCIOIH30BAHUE
COBpPEMEHHBIX 00Pa30BaTEIbHBIX, B TOM YHCJIE MHTEPAKTUBHBIX METOJOB O0YUCHHS.

[IpencraBieHHbIe HA PEIEH3UIO OIEHOYHBIC M METOJAMYECKHE MaTepUabl HAIPABICHUS
noarotoBku 38.03.01 «Ikonomuka» pa3zpaboTaHbl B COOTBETCTBUU C HOPMATHBHBIMU
JIOKYMEHTaMH, MPEJCTABICHHBIMU B mporpamme. OIEHOYHBIE U METOJUYECKHE MaTepuaibl 10
TUCIUILINHE  «/[OKyMenmuposanue ynpaeieHueckol OeamenabHocmuy TpeIHa3HauYeHbl IS
TEKYIIET0 KOHTPOJII M TMPOMEXKYTOYHON aTTECTAllMH W MPEICTaBISICT COOOM COBOKYITHOCTB
pa3paboTaHHbIX Kadeapoill «IKoHoMuKa cmpoumenbcmea» MaTEPUATOB ISl YCTAHOBIICHUS
YPOBHS ¥ KA4€CTBA JOCTHIKEHHS O0YJIAIOIIMMHICS PE3yJIbTaTOB O0yUYSHUSI.

3ajayaMy OLIEHOYHBIX U METOAMYECKUX MATEPUATIOB SBIISIETCS KOHTPOJb U YIPaBICHUE
MPOIIECCOM, OCBOCHHUSI OOYYAIONUMHCS KOMIICTCHIIMM, 3asBICHHBIX B 00pa3oBaTeIbHON
nporpamMme Mo JaHHOMY HalpaBJI€HUIO NOArOTOBKHU 38.03.01 «Ixkonomuka», HapaBIEeHHOCTh
(mpodmiib) «ByXrajJTepcKuii y4eT, aHAJIN3 H AyTHT.

OueHouHbIE M METOJMYECKHE MaTepuaibl 0 AUCHUIUIMHE  «/loKymenmuposanue
Ynpaenenueckou o0eameapbHOCmu) NPEICTaBICHbL:

- 3a/IaHUSAMU 11 KOHTPOJIBHOU pabOThI

- TECTOBBIMU 33/IaHUSIMU

- BOIIPOCaMU K IK3aMEHY.

JlaHHBIE MaTepUabl TO3BOJISIOT B IOJIHOM MEpe OIECHUTh PE3yIbTaThl OOydYEHHUsS IO
nucuuiube  «/[okymenmupoeanue ynpagnenueckou oOeamenvnocmu» B AIACY, a Takxke
OIICHHUTH CTETICHb C(HOPMHUPOBAHHOCTH KOMIICTCHITHIA.

OBILIME BbIBOIbI

Ha ocHoBaHuM NpOBENEHHOW PELIEH3UM MOXKHO CIeNaTh 3aKJIIOYEHHE, YTO XapakTep,
CTPYKTypa M COJCpXaHHe padouell MporpaMMbl, OIECHOYHBIX M METOJUYECCKHX MaTepHAIIOB
nucuuiuibel B1.B.03 «/Jokymenmupoeanue ynpaenenueckoit odeamenvnocmuy OIIOII BO
M0 HampapJieHUIO MOAroToBKU 38.03.01 «IKkonomuxka», 1O TIporpamMme Oaxanaspuam,
pa3paboTanHass cm. npenoodasamenem bozomonoeoui JIwomunon FOpveenoii cOOTBETCTBYET
tpeboBanusim  DI'OC  BO, coBpeMeHHBIM TpeOOBaHUSIM  OTpaAcid, pBIHKA Tpy.a,
npoecCHOHANBHBIX  CTAaHJAPTOB  HANpaBleHUs  NOATOTOBKU  38.03.01»9konomuxay,
HanpaBleHHOCTh (mpoduins) «Byxrajarepckuii y4yer, aHadW3 W ayAMT» H MOTYT OBITh
PEKOMEH/I0BaHbI K UCIIOJIb30BAHMUIO.

Penienzent:

CreneHb, TOJDKHOCTh, MECTO pabOTHI
I'enepanbubiit gupexTop OO0 «cAMCy C.B. Ky3nenos
H.0.D




PELNEH3UA
Ha pabo4ylo NPOrpaMmy, OlleHOYHbIe U MeTOAUYECKHEe MATEPHAJIbI 1O JUCIUIJIMHE
Bb1.B.03 «/lokyMeHTHPOBAaHHE VIIPABJCHYECKON eATeJLHOCTH

OIIOII BO no HanpaBJieHHIO OATOTOBKM 38.03.01 «Ixonomukxay,

HANPABJIECHHOCTH (PO HIb)

««byxeanmepckuil yuem, ananuz u ayoummy,

1o nporpamMme daxaiaspuam

Ilomanoevim Anexceem Hukonaesuuem (nanee 1Mo TEKCTY PELICH3EHT), MPOBEACHA PELCH3US
paboueld mpOrpaMMbl, OIEHOYHBIX W METOJUYECKUX MAaTEPUAJIOB MO  JUCIUIUIMHE
«/lokymenmupoeanue ynpaenenuecxkoii  deamenvnocmuy OIIOIl BO no nHanpaBnenuto
noarotoBku 38.03.01 «Ixonomukay», 1o nporpamme daxanaspuam, padpadorannoii 8 TAOY
AO BO "AcrtpaxaHCKHI TOCYJIapCTBEHHbBI apXUTEKTYPHO-CTPOUTEIbHBIN YHHBEPCUTET', Ha
Kadenpe «Ixkonomuxka cmpoumenvcmeay (pazpaboTuuK — cm. npenodasameny bozomonosa
JIrwomuna IOpvesna ).

PaccmoTpeB nmpencTaBieHHBIE Ha PELEH3UIO MaTepHallbl, PEIEH3EHT MpHUIIe] K
CJIEIYIOIIHUM BBIBOJAM:

[IpenbsaBneHHas paboyas mporpamMma Y4eOHOH IUCHUIUTHHBI «/JoKyMeHmuposanue
ynpaenenuecKoi odeamenpbHOCMU» (manee mo Tekcty IIporpamma) cOOTBETCTBYET
tpeboBanusim DOI'OC BO mno wHampaBiaeHuto mnoarotoBku 38.03.01 «Ixonomuka»,
YTBEPKACHHOTO MpHKa3oM MuHucTepcTBa oOpa3oBanus U Hayku Poccuiickoit denepanuu ot 12
asrycra 2020 r., Ne 954 u 3apeructpupoBanHoro B Muntocte Poccum 25 asrycra 2020 r.,
peructpauoHHbIN N 59425.

[MpencraBnennass B Ilporpamme akTyaJbHOCTh YYE€OHOW JHCHUIUIMHBI B PaMKax
peanuzauuu OIIOIl BO He nNOANEKUT COMHEHHUIO - JUCLHMIUIMHA OTHOCUTCA K YaCTH,
dbopMupyeMOil ydaCTHHUKaMH OOpa3oBaTEIbHBIX OTHOIICHWH ydeOHoro mwkia bimok 1
«uctunnunel (MOLYIIN)..

[MpencraBnennsie B [Iporpamme 1enu ydeOHOW  JUCHUIUIMHBI  COOTBETCTBYIOT
tpeboBanusiMm @I'OC BO Hampasnenus noarotoBku 38.03.01 «Ikonomuxay», HanpaBIeHHOCTh
(mpodmiib) «ByXrajJTepcKuii y4eT, aHAJIN3 H AyTHT.

B coorBerctBum ¢ Ilporpammoit 3a  nucuumnuHoNl  «/JoKymenmuposanue
ynpaenenueckou OeamenpvHocmuy 3aKkpeivieHa I KomnemeHyusa, KOTOpas peaiu3yercs B
00BSBICHHBIX TPEOOBAHUSX.

[Ipemyioxenusie B [IporpaMme MHIUKATOPHI KOMIIETCHIIMM B KAaTErOPHUSAX 3HATh, YMETH,
BJIQJIETh OTpaXKaloT crenuduKky U colepkaHue AMCLUUIUIMHBI, a mpenctaBieHHble B OMM
MOKa3aTelId U KPUTEPUH OLICHUBAHUS KOMIIETCHIIMH MO AUCIUIUIMHE HA Pa3IUYHBIX dTanax hx
dbopMUpOBaHUA, a TaKkKe IIKAJIbI OICHUBAHHS MO3BOJIAIOT ONPEAENTUTh CTENEHb JOCTHUKEHUS
3aSBJICHHBIX PE3yJbTaTOB, T.€. YPOBEHb OCBOCHHS OOYYAIOIIMMHKCS COOTBETCTBYIOIIMX
KOMIIETEHIIMI B paMKaxX TaHHOW JUCIUILINHBL.

VYuebHast gucuMIUiiHA «/JOKyMenmupoganue ynpagieHuecKoil OeameaibHOCmu)
B3auMocBs3aHa ¢ apyrumu aucuuminHamu OIIOIT BO no nanpasnenuto noaroroBku 38.03.01
«IKOHOMUKa», HANIPABICHHOCTh (mpoduib) «byXxrajarepckuii y4yer, aHajuu3 W ayauT» U
BO3MOXXHOCTH JTyOJTUPOBaHUS B COJIEP>KaHUU HE BBISBIICHA.

[IpenacraBnennass  [lporpamma  mpeamonaraetT  HMCMIOJIB30BAHHE  COBPEMEHHBIX
00pa30oBaTeNbHbIX TEXHOJIOTUN MpPU PeaTu3aluu Pa3ludYHbIX BUIOB yueOHOU paboThl. Dopmbl
00pa3oBaTebHBIX TEXHOJIOTHI COOTBETCTBYIOT CIICIU(UKE TACIUILTAHEIL.



[IpencraBnennsle U onucanHble B [Iporpamme ¢Gopmbl Tekymield OIEHKHA 3HAHHMA
COOTBETCTBYIOT CHelU(DUKe AUCIUTUIMHBI U TPEOOBAHUSIM K BBIITYCKHUKAM.

[IpoMexyTouHass arrecTalus 3HAHUU Oakanaepa, nipeaycmorpeHHas IIporpammoit,
ocymiecTBisieTcss B Gopme Ix3amena. OopMbl OICHKU 3HAHHWH, MpelcTaBicHHbIE B Paboueit
porpaMme, COOTBETCTBYIOT CHEHH(UKE AUCIUIIINHBI U TPEOOBAHUSAM K BBIITYCKHHKAM.

Y4ebHO-MeTOIM4YecKoe  O0ecriedeHrne  JUCHUIUIMHBI  TMPEJICTaBICHO  OCHOBHOW,
JOTIOTHUTEIBLHON JINTEpaTypol, UHTEPHET-pecypcaMu U cooTBeTcTBYyeT TpeboBanusmM OI'OC
BO mnanpaBnenuss mnoarotoBku 38.03.01 «Ixonomura», HanpaBIeHHOCTh (TIPOQHIB)
«byxranrepckuii yuer, aHAJIN3 U ayIUT».

MatepuaapbHO-TEXHUYECKOEe obecreueHne CcooTBeTcTByeT TtpedboBanusm OI'OC BO
HampaBieHuss  noarotroBku  38.03.01  «Ikomomuxka» w  cruenuPuKe  AUCIUTUIHHBI
«/lokymenmuposanue ynpaenenueckoii OeamenbHocmu» U 00eCIeUYUBAECT HUCIOJIb30BaHUE
COBpPEMEHHBIX 00Pa30BaTEIbHBIX, B TOM YHCJIE MHTEPAKTUBHBIX METOJOB O0YUCHHS.

[IpencraBiaeHHbIe HA PEIEH3UIO OIEHOYHBIC M METOJAMYECKHE MaTepUabl HAIIPABICHHS
noarotoBku  38.03.01 «Ikonomuka» pa3zpaboTaHbl B COOTBETCTBUU C HOPMATHBHBIMU
JIOKYMEHTaMH, MPEJCTABICHHBIMU B mporpamme. OIEHOYHBIE U METOJIUYECKHE MaTepuaibl 10
TUCIUILINHE  «/[OKyMenmuposanue ynpaeieHueckou oOeamenabHocmuy TpeIHa3HAuYeHbl IS
TEKYIIET0 KOHTPOJISI M TMPOMEXKYTOYHOH aTTECTAlMH W MPEICTaBISICT COOOM COBOKYITHOCTB
pa3paboTaHHbIX Kadeapoill «IKoHoMuka cmpoumenbcmea» MaTEpUANOB ISl YCTAHOBIICHUS
YPOBHS ¥ KA4€CTBA JOCTHKEHUS O0YJIAIOIIMMHICS PE3yJIbTaTOB O0yUYCHUSI.

3ajayaMy OLIEHOYHBIX U METOAMYECKUX MATEPUATIOB SBIISIETCS KOHTPOJb U YIPaBICHUE
IPOIIECCOM, OCBOCHHUSI OOYYAIOIIUMUCS KOMIIETCHIMH, 3asABICHHBIX B 00pa30BaTEIbHOM
nporpamMme Mo JaHHOMY HalpaBJI€HUIO0 NOArOTOBKHU 38.03.01 «Ikonomuka», HaIpaBIeHHOCTh
(mpo¢uip) «Byxraarepekuii yuer, aHAJIU3 U AyTUTY.

OueHouHblE W METOAMYECKHME MAaTepuaibl 10 JUCUUILIMHE «/JoKymenmuposanue
Ynpaenenueckou o0eameapbHOCmu) NPEICTaBICHbL:

- 3a/IaHUSAMU 11 KOHTPOJIBHON pabOThI

- TECTOBBIMU 33/IaHUSIMU

- BOIIPOCaMU K IK3aMEHY.

JlaHHBIE MaTepUabl TO3BOJISIOT B IOJIHOM MEpe OICHUTh PE3ylIbTaThl OOydYEHHUsS IO
nucuuiiube  «/[lokymenmuposeanue ynpagnenueckou oOeamenvnocmu» B AIACY, a Takxke
OIICHHUTH CTETICHb C(HOPMHUPOBAHHOCTH KOMIICTCHIIHIA.

OBILIME BbIBOIbI

Ha ocHoBaHuM IpOBENEHHOW PELIEH3UM MOXKHO CIeNaTh 3aKJIIOYEHHE, YTO XapakTep,
CTPYKTypa M COJCpXaHHe paboueil MpOorpaMMbl, OICHOYHBIX M METOJUYECKHX MaTepHAIIOB
nucuuiuHbel B1.B.03 «/Jokymenmupoeanue ynpaenenueckoit odeamenvnocmuy OIIOII BO
M0 HampapJieHUIO MOAroTOBKU 38.03.01 «IKkonomuxka», 1O TIporpamMme oOaxanaspuam,
pa3paboTanHass cm. npenooasamenem bozomonoeoui JIwomunon FOpveenoii cOOTBETCTBYET
tpeboBanusim DI'OC BO, coBpeMeHHBIM TpeOOBaHUSIM OTpaAcid, pBIHKA Tpy.a,
npoecCHOHANBHBIX  CTAaHJAPTOB  HANpaBlieHUs  NOATOTOBKU  38.03.01»9konomuxay,
HanpaBlieHHOCTh (npoduins) «Byxrajarepckuii y4yer, aHajdM3 W ayAMT» H MOTYT OBITh
PEKOMEH/I0BaHbI K UCIIOJIb30BAHMUIO.

Penen3sent: e ,
o A i ne )
['eHepalbHBIH AUPEKTOP: .~ f}";,/ .
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AHHOTANUA

K padoueii mporpaMme JUCHUAILIMHBI «J/[OKyMEHTHPOBaHUE YIPABICHUSCKON NEATEILHOCTH
1o Hanpasyiennto noarotoku 38. 03.01 Dxonomuka
HaIpaBJICHHOCTH (MMPOPHIIH)

«byxeanmepckuil yuem, ananuz u ayoumy
Obuwan mpyooemKkocmos OUCYURIUHBL COCMATisiem 3 3auemHbvle eOUHUYbL
Dopma npomexcymouHol ammecmayuu: SK3aMeH

Lenpro y4eOHOW AMCHUILIUHBI «/JOKYMeHMUposanue YNPpasieHuecKolu OesmeibHOCIuy
aBnseTcs  (OPMUPOBAHME KOMIIETEHLUH OOYyYaromerocsi B COOTBETCTBHH C TpPeOOBaHUSMU
®denepalIbHOTO TOCYAAPCTBEHHOTO 00pa30BaTEIBHOrO CTaHAApTa BBICHIETO OOpa3oBaHUs IO
HamnpapyieHut0 moaAroToBku 38.03.01 «3koHOMUKaY.

YueOHass aucHUILIMHA «/[oKyMenmuposanue ynpaeieHueckou 0esamenbHOCmu»
Bxoaut B buok 1 «/lucummimuby (Moay/au)» 4acTb, (opMupyeMas Y4YaCTHUKAMH
o0pa3oBaTe/IbHbIX OTHOWeHMi. Jlii OCBOGHMS JAMCUUIUIMHBI HEOOXOIUMBI 3HAHMA,
MOJIYYCHHBIEC TPH U3YyYSHHH CIenyroImuX auciuruind: «Kymnprypa peun u genoBoe oOLIeHHEY,
«/lenoBas sTuKa», « MEHEIHKMEHTY.

Kpartkoe cogep:kanue 1uCUHNIHHBL
Paznen 1. JlokyMeHTHpOBaHUE yIIPABICHUECKOM IeaTenbHOCTH B PD. YHubukanus u
CTaHJapTU3aLMsl JOKYMEHTOB.
Paznen 2. Cucrema opraHu3alioHHO-PACIIOPSIUTENbHON JOKYMEHTALIUH.
Paznen 3. JloroBopHO-npaBoBas JOKyMeHTalus. JJOKyMEeHTaIus 110 BHEITHEIKOHOMUYECKOM
JeSITeTbHOCTH.
Paznen 4. JlokyMeHTaIMst 10 TPYXOBBIM IPABOOTHOLIEHHUSIM.
Pazpen 5. IIpeTeH3MOHHO - UCKOBAsl TOKYMEHTALIHS.
Paznien 6. Opranusanus paboTsl C JOKYMEHTaMHU.

3aBenyommii kadeapoi ,ff/ [H.A.Mumuenko /
4 1. 0. ®.



MuHucrepcTBOo 00pa30BaHMA M HAYKHM AcCcTpaxXxaHCKoOM ol0JjgacTm
Il'ocynapcTBeHHOe aBTOHOMHOEe 00pa3oBaTelbHOE YUpesKJAeHHeE
AcTpaxaHcKoi o0adacTH Bbhicmiero o0pasoBaHus
«ACTpaxXaHCKHMH FTOCYyJAapCTBEHHBbIH APXUTEKTYPHO-CTPOUTEJbHBIH
YHUBEpPCHTET)

(FAOY AO BO «~ATACY»)

YTBEPK/AIO

X fi_’féﬁﬂ_.ﬁ,_;ﬁ; npopexmop

Iirsbeiig s . ek MO

OLNEHOYHBIE U METOAUYECKHUE MATEPUAJIbBI

HaumMeHoBaHUeE TUCHHUILJINHBI JIOKYMEHTHPOBAHHUE YIIPABICHYECKON ACSITCIAHOCTH

(yxa%zeaemc;z HAUMEHOB8AHUE 6 coomeemcnmeuu Cy’{€6HblM n]laHOM)

ITo HamnpaBJICHUIO IIOATOTOBKH

38.03.01 «OKOHOMHUKAY

(vKka3zvleaemcs HauUMeHO8aHUe HanpaesieHus nod2omosku ¢ coomseemcmesuu ¢ @I'OC BO)

Hanpasiennocts (mpoguinb)

«byXTalITEepCKUU YUET, aHAIU3 U aVIUTY,

(vkazvieaemcs naumenoganue npoguisa 6 coomseemcmeuu ¢ OIOI)

Kadenpa DxoHomMuHKa CTPOUTENILCTBA

KBanuduxanus BelycKHIKA OaKaiaBp

Actpaxansb - 2022



Pazpaborunkm: -
Cr. npenonasarens kadeaps 9C %Q}/ — /JL.IO. boromouosa /

(3aHUMaeMast JTI0JDKHOCTb, (TIoaTMCH) H. 0. .
y4€Has CTENICHb U YIEHOE 3BaHUC)

O1neHOYHBIE U METOIMYECKHE MaTepHalibl PACCMOTPEHBI M yTBEP)KICHBI HA 3aceaHuu Kadeapsl

«OKOHOMUKA CIMPOUMenbCmea mpoTokot Ne 08 ot _08 . 04. 2022 r.
3aBeaytouuii kadeapoit (/// /N.A .MurtueHko /

(lllUAllIl\.aD} H. O. @.
CoryiacoBaHo:

[Ipencenarens MKH «9kxoHOMuUKaY, HanpaBIeHHOCTH (TIPOMhIIIBL)

«byxrantepckuil yuer, aHaJIu3 U ayIuT» (,/ /N.A MuTuenko/
! o JTTHCH ) n.0.®
L
Havaneauk YMVY M/?_I/IB AxcrotuHa_/
(mozmuce) H.0. 0
Cnenuanuct YMY _ __ /_E.C. KoBanenko_/
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COLEPKAHUE:
Crp.
1. | OueHouHble U METOIMYECKUE MATEPHAJIbI JIJISl IPOBEACHUS TEKYILIETO KOHTPOJIS 4
YCIIEBACMOCTH MIPOMEKYTOYHOM ATTECTAIIMH OOYJAFOIIUXCS 110 JTUCIUTIIINHE
L1 [lepeueHs KOMIETEHIININ C YKa3aHUEM 3TANoB X (POPMUPOBAHHUS B IIPOIIECCE 4
OCBOEHUSI 00pa30BaTEIBHON MPOrpaMm
1.2. | Onmcanne nokasareneii u KPUTEPHUEB OLICHUBAHMS KOMIIETEHIUN HA Pa3IUYHbIX 5
sTanax ux GopMupoBaHUs, ONMMCAHHUE IITKAJ OIICHUBAHUS
1.2.1. | TepeucHb OLEHOUYHBIX CPELCTB TEKYIEr0 KOHTPOIS YCIEBACMOCTH 5
1.2.2. | Onucanue noxaszareneii u KPUTEPUEB OLICHUBAHMS KOMIIETEHLIUM 110
JUCITUTUIMHE Ha Pa3IMYHBIX dTanax ux GopMUpoBaHUS, ONTUCAHKE IITKAT
OIICHUBAHUS
1.2.3. | [Ikana OLIEHUBaHUS 7
2. | Tunosbie KOHTpPOJIbHBIE 3aJaHusl WJIM WHbIE MaTepHalibl, HeOOXOIUMBIE IS 8
OIICHKHW 3HAaHWH, YMEHUW, HABBIKOB, XapPaKTEPHU3YIOIINX ITAIbl ()OPMUPOBAHHUS
KOMIETEHIIMH B MPOLIecCce OCBOSHUSI 00pa30BaTeIbHOM MPOrpaMMBbI
3. [lepeyenr M XapakTepUCTUKH MPOUEAYPhl OLEHHWBAHUS 3HAHUW, YMEHHH, 13
HABBIKOB, XapaKTEPU3YIOUINX dTarnbl (HOPMUPOBAHMSI KOMIIETEHIIUI
4 [Tpunoxenune 1 14
5 16

[Ipunoxenue 2




1. OneHo4yHbIe M MeTOAUYECKHE MaTepHaJibl Jisi NPOBECACHUS TEKYLIECT0 KOHTPOJA YCIIEBACMOCTH MU l'[pOMe)KyTO‘{HOﬁ aTreCTallum

o0yyaromuxcs Mo JMCUUIINHE

OHGHO‘IHHG U MCTOAUYCCKHUEC MAaTCPpUAJIbI ABJISAIOTCA HEOTHEMIIEMOM YaCThIO pa6oqel71 IIporpaMmbl JUCHHUITIMHBI (z[anee PHH) U IIPCACTABJICHEBI B

BUJC OTACIBHOI'O JOKYMCHTA

1.1. Hepeqeﬂb KOMIIeTEeHIINIi C YKa3aHUuEM I3TallOB UX (l)OpMHpOBaHHﬂ B nmpouecce 0CBOCHUA 06pa30BaTeJ’[bH0ﬁ nmporpaMmmbl

Homep pa3aeiia 1ucuuniigHbl (B COOTBETCTBUM €

DopMbI KOHTPOJIA €

Hupexc u GpopMy/IMpoOBKa WHANKATOPBI J0CTHKEHHMi n.5.1 PILJT) KOHKpeTH3anueii
KOMIIeTeHIIN U KoMIeTeHIMH, ycTtanoBaeHHbIe OTIOII 3agaHus
1 2 3 4 5 6
1 2 3 4 5 6 7 8 12
3HaTh!
YK — 4. Cioco0OeH oCyIIeCTBIATh 32 YK-4.1 npaBuna u 3aKOHOMEPHOCTH 1. Bompocs! k
JI€JI0OBYI0 KOMMYHUKALIMIO B YCTHOM | JEIOBOM YCTHOW M NUCbMEHHOU X X X X X X sk3ameny (1-38
W MIUCBMEHHOH (opMax Ha KOMMYHUKAIUH BOIPOCHI)
rOCyIapCTBEHHOM S3BIKE YMeTh:
Poccniickoii @eneparmn n V1 VK-42 npumeHsITh Ha IIPaKTHKe 1. TUMOBOI KOMILIEKT
HHOCTPAHHOM S3bIKE JIETIOBYI0O KOMMYHUKALIMIO B YCTHOM M 3a/IaHui JUTs
MUCEMEHHOM (pOpMax, METOABI U HaBBIKH UTOTOBOT'O
JIENIOBOr0  OOLICHUS Ha PYCCKOM U X X TectupoBanust (1-12
MHOCTPAHHOM SI3bIKAX X X X X TECTBI)
2. KonrtponbHas
pabora
(Teopernyeckas 4acTh)
(1-49 Bompock!)
Bragers:
B2 VK-4.3 HaBBIKAMH JICJIOBBIX
KOMMYHUKALIMM B YCTHOM U IMUCBMEHHOM
dbopMe Ha PYCCKOM U WHOCTPAHHOM 1.KontponbHas
SI3BIKaX X X X X X X pabota (mpakTH4ecKas
B3 VYK-4.3 wMeroaukoil cocTaBICHHS 4acTh) (50-100
CYXIEHHS B MEXIMYHOCTHOM JIE€JIOBOM BOIIPOCHI)
OOIIEHNH HAa PYCCKOM M HMHOCTPaHHOM
A3BIKAX




1.2. Onucanne noxkasarejei u KPUTEPUEB ONCHUBAHUSA KOMIIeTEHIIUI Ha PA3JIUYHBIX ITallax ux (l)opanOBamm, OIMHUCAHHUC IIKAJI

OllCHUBaHUA

1.2.1. Hepeqeﬂb OLCHOYHBIX CPEACTB TEKYILIECI0 KOHTPOJIA YCIIEBAEMOCTH

HanmMeHoBaHue O1IEHOYHOI'O
CpeAcTBa

KpaTkas xapakTepucTrka OlEHOYHOTO CPECTBa

IIpencrasienue OLEHOYHOTO
cpencTBa B QoHIe

KonTponbhas pabora

CpencTBo NpoBepKH YMEHHUH NPUMEHATH MOJIyYeHHbIE 3HAaHUS AJIS1 PEILCHUS
3aJad ONPEEICHHOTrO THIIA 110 TEME WIH pa3Jelly

KoMIuiekT KOHTpOJIBHBIX 3aJaHUi 1O
BapHaHTaM

Tect

CucreMa cTaHIAPTU3UPOBAHHBIX 3aJaHUH, TO3BOJISIOILAS aBTOMAaTH3UPOBATh
MpoIeypy U3MEPEHHUS YPOBHS 3HAHUI U YMEHHH 00y4aroLerocs

®oHI TECTOBEIX 3aJaHUN
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1.2.2. Onucanue mokasarejieii n KPUTECPUEB OUCHUBAHUA KOMIIeTEHIIMII M0 TUCHUILJIMHE Ha PA3IUYHBIX 3Tamax HX (l)OpMHpOBaHI/IH,
OIIMCaHHu e IIKAJI OLICHUBAHUA

Komnerenuusi, IInanupyemble IToka3zaTesin U KpUTEPHHU OLIEHUBAHUSI Pe3yJILTATOB 00yUYeHMU sl
3TanbI pe3yJibTaThbl 00y4eHust
OCBOCHUA Hu:ke nmoporosoro Iloporosblii ypoBeHb IIpoaBuHYTBIN YPOBEHB Bebicoknii ypoBeHb
KOMIIeTEeHIIUH YPOBHSI (3aureHno) (3auteHno) (3auTeno)
(He 3a4YTeHO)
1 2 3 4 5 6
3naer (32 YK-4.1) | Obyuaromuiics He 3HaeT | OOywarommiics yacTuyHO | OOyJaroImuics 3HaeT OO0yyvaromuiicst B
MpaBuia U | IpaBUiIa ¥ 3aKOHOMEPHOCTH | 3HAET IpaBUiIa U npaBuia u COBEPIICHCTBE 3HAET
3aKOHOMEPHOCTH JEJIOBOM | 1eI0BOM YCTHOU U | 3aKOHOMEPHOCTH JI€JIOBOM | 3aKOHOMEPHOCTH AEJIOBOM | MpaBuiia U
YCTHOM ¥ TNHCbMEHHOH | MUCBMEHHOU YCTHOM U MUCBMEHHOU YCTHOW U MHUCbMEHHOMN 3aKOHOMEPHOCTH AETIOBOU
KOMMYHHKalluU KOMMYHHKalluH KOMMYHHKalluU KOMMYHHKalu yCTHOI‘/'I U IUCbMEHHOMN
KOMMYHHMKaIu
VK 4 Ymeer (Y1  VYK-4.2) | OOyuatoumiics He ymeer | OOydvarormiics OO0yyaromuiics ymeer | OOyyarommiics B
Criocober NPUMEHATh Ha NPAKTHKE | NPUMEHSATh Ha NPAKTHKE | YaCTHYHO yMeeT | IPUMEHATh Ha MPAKTHKE | COBEPILCHCTBE yMmeer
ACJIOBYI0O KOMMYHUKAIIUIO ACJIOBYI0 KOMMYHUKAIIUIO MNPUMCHATH Ha IMPAKTUKE ACJIOBYI0 KOMMYHUKAIIUIO | IPUMCHATL Ha IPAKTHKE
OCYIICCTRILITE B YCTHOM WM NHCbMEHHOM | B YCTHOM M IIMCBMEHHOW | JEJIOBYIO B YCTHOW U IHCBMEHHOW | IEJIOBYI0 KOMMYHMKALUIO
AACTIOBYIO ¢opmax, meromel U | dopMax,  MeTOOBl U | KOMMYHHUKALHIO B | dopmax, MeTOObl UM | B YCTHOHW W HUCbMEHHOU
KOMMYHI/IKaEII/I HaBbIKH JCJIOBOI'O HaBbIKH JCJIOBOI'O yCTHOI71 M TIMCbMEHHOM HaBbIKH JCJIOBOI'O (I)OpMaX, METOAbI 1 HABBIKH
?H:LAZ;ESE "1 obmenns Ha pYcCKOM W | OOLIeHMS HAa pycckoM M | ¢opmMax, MeToAbl W | OOIIEHHsT Ha PYCCKOM M | JIETIOBOTO  OOIICHUS  Ha
WHOCTPAHHOM SI3BbIKaX MHOCTPAHHOM SI3BIKaX HaBBIKU JIEJIOBOTO | MHOCTPAHHOM SI3BIKAX PYCCKOM M HHOCTPaHHOM
(popmax Ha 0OIIeHUsI HA PYCCKOM U A3BIKAX
roCyIapCTBEHH
HMHOCTPAHHOM S3bIKax
;fCCHﬁCKH;;IKe Bnageer (B2 VK-4.3) | O0yuatomuiics He Bianeer | OOyyarommiics yactuyHo | OOyvaromuiics  Biazeer | OOyJaromuics B
S — HaBBIKAMA JCNOBBIX | HABBIKAMA JCJOBBIX | BIajeeT HaBBIKAMH | HABBIKAMH JIENOBBIX | COBEPIICHCTBE BJazeeT
MHOCTPAHHOM KOMMYHI/IKa\I’H/II/I B YCTHOMU U KOMMyHI/IKa‘I'II/II/I B YCTHOHU U Z[CHOBI)IXU KOMMYHI/IKaHI/II\/’I KOMMyHI/IKaHI/Ij/I B YCTHOU | HaBbIKaMHU . Z[CHOBI)I)f
S3BIKE MUCBMEHHOH QopMe Ha | MUCBMEHHOH QopMe Ha | B YCTHOW M NHCBMEHHOH | U MUChbMEHHOW (QopMe Ha | KOMMYHHUKAIMA B YCTHOM

PYCCKOM ¥ HHOCTPAaHHOM
SI3BIKAX

PYCCKOM ¥ HWHOCTPAaHHOM
SI3BIKAX

dbopmMe Ha pycCKOM U
MHOCTPAHHOM SI3bIKaX

PYCCKOM M HHOCTPaHHOM
SI3BIKAX

¥ THCBMEHHON Qopme Ha
PYCCKOM M HMHOCTPaHHOM
SI3bIKaxX

Bnageer (B3 YK-4.3)
METOINKOH  COCTaBIICHUS
CYXKICHHS B

MECXKINYHOCTHOM JIC€JIOBOM

OOyyaroiuiicss He BiaaeeT
METOJIMKON  COCTaBJICHUS
CYXKICHHS B
MEKIMYHOCTHOM JISJIOBOM

OOy4aroImuics 4acTUYHO
BJIAJIECT METOIMKOM
COCTaBJICHHS CYXICHUS B
MEKJINYHOCTHOM

OOyyaroimuiics — BJIaJeeT
METOJIHMKON COCTaBICHHUSI
CYXKICHHS B
MCKIINYHOCTHOM

OO0yyaromuiics B
COBEPIIICHCTBE BJIAJIEET
METOOUKON  COCTaBJIEHUSA

CYXKJICHHUS B




oO0IIeHn Ha PYCCKOM U
HWHOCTPAHHOM A3BbIKaX

oOIIeHNH Ha pPYCCKOM U | IE€JIOBOM OOIIEeHWH Ha

HWHOCTPAHHOM A3BbIKaX

PYCCKOM M HHOCTPaHHOM
SI3BIKAX

IEJTOBOM  OOIEHWM Ha | MEXKIMYHOCTHOM JIEJIOBOM
PYCCKOM M WHOCTPAaHHOM | OOIIEHUM Ha PYCCKOM M
SI3BIKAX HMHOCTPAHHOM SI3BIKaX

1.2.3. HIkaJjia oneHUBAHUA

YpoBeHb AOCTUKEHUM OrMeTKa B 5-0ajbHOM MIKaie 3aureHo/ He 3a4TEHO
BBICOKHM «5»(0TIMYHO) 3a4TEHO
IPOABUHYTHIH «4»(xopo11o) 3aYTEHO
IIOPOTrOBBIN «3»(y10BIETBOPUTEIBHO) 3a4TEHO
HHKE IOPOrOBOTO «2»(HEy10BIETBOPUTEIILHO) HE 3a4TEHO




2. TunoBble KOHTPOJIbHbIE 33JaHUSI MM HHbIe MaTepHAJIbl, HEOOXOAUMBbIE /JIsl OLEHKHU
3HAHWH, YMeHMii, HABBIKOB, XapPaKTePU3yIOIMUX 3Tanbl ()OPMHPOBAHUNA KOMIIETEHIHIl B
npouecce 0CBOeHMsi 00pa30BaTeJbHOH MPOrPaMMBbI

THUIIOBBIE 3AJAHUSI 1151 IPOBEJEHUSA TIPOMEXKYTOUYHOM ATTECTAIIMM:

2.1. Dk3ameHn
a) TUIIOBBIE BOIPOCHI (3aaHMsI)

32 YK-4.1. (3nams)

CocraB HOpMaTHBHO-MeTOqM4ecKoi 06a3nr IOV,

Cranpgapruzanus u yaudukanus cucremsl JJOVY.

Oobmepoccuiickue KiacCu(PpUKaTOpbl JOKYMEHTAIUH.

['ocynapcTBeHHas cuctemMa T0KyMEHTAIlMOHHOTO 00ecriedeH s yIpaBIeHHUS.

YHu¢uuupoBaHHas CUCTEMa OpraHU3alMOHHO-PACIOPAIUTENIBHON TOKyMEHTaluN

(YCOPL).

Ddopmynsip-odpaserr opraHu3almOHHO-pacopsAuTeNsHOM qokyMenTauu (OP/]).

PexBu3uTHI U Oi1aHKH.

7. brnaHKu TOKyMEHTOB U TpeOOBaHUS K HUM.

Crtpykrypa nokymenrta. TpeboBanus k odpopmienuto fokymenTos no I'OCT P 6.30-2003.

9. IlpaBuna o¢opMJIEHUS OCHOBHBIX BHJOB  OPraHU3alMOHHO-PACIOPSIUTENbHBIX
JIOKYMEHTOB

10. Cuctema opraHu3alliOHHON JOKYMEHTALUH.

11. Cucrema pacnopsiiuTeNIbHOM JOKYMEHTALUH.

12. Cucrema nH(pOPMALIMOHHO-CIIPABOYHON JJOKYMEHTALMH.

13. CnyxeOHasi mepenucka Ha IPeIIPHUITHH.

14. IlpaBuna oopmieHs U Bblauu KOIUI TOKYMEHTOB

15. JlenoBas peub u ee rpaMMaTUYECKUE OCOOCHHOCTH.

16. Jlornyeckoe nmocTpoeHue JOKYMEHTOB.

17. Opranuzanus npuemMa, pacCCMOTPEHHS, PETUCTPALIMH U UCTIOTTHEHUS TOKYMEHTOB

18. IIpoxoxieHue 1 MOpsI0K UCIIOTHEHUS BXOASIINX IOKYMEHTOB.

19. TIpoxoxk1eHue UCXOAAIIUX U BHYTPEHHUX JTOKYMEHTOB.

20. OcobeHHOCTH OpraHU3alMu PadOTHl JOJDKHOCTHBIX JIMI] C KOH(HIACHIMAIbHBIMU
JOKYMEHTaMU 1 OJaHKaMH CTPOTOH OTYETHOCTH.

21. Pabota ¢ nmucbMaMu ¥ OOpaleHUSIMU TPaKIaH.

22. Opranusanus olepaTuBHOIO XpaHeHus JoKkymMeHToB. HomeHkmnarypa aei.

23. DKcnepTu3a HEHHOCTH JOKYMEHTOB.

24. IloaroroBka M nepejaaya JJ0KyMEHTOB HAa apXUBHOE XpaHEHUE.

25. OcoOeHHOCTH  JTOKYMEHTAIIMOHHOTO  OOecredeHus OyXralTepcKoil  JesiTebHOCTH
PEITPHUSITHS

26.CoBpeMEeHHbIE 3JIEKTPOHHBIE CUCTEMBI YIIPaBICHUS U PaOOTHI C JOKYMEHTaAMU

27. CoBpeMeHHbIE YHUBEPCAIbHBIE HH)OPMAIIIOHHBIC TEXHOIOTHHU JIJIS
COBEpIICHCTBOBAHUS JJOKYMEHTUPOBAHNUS yIIPABICHUECKOH 1€ATEIbHOCTU

28. XapakTepHuCcTHKa CUCTEM 3JIEKTPOHHOTO yrpaBieHus qokymeHTamu (O 1)

29. Bei6op 3¢ dexTurHOit COY ] (Kmaccudukammsi CHCTEM 3JICKTPOHHOTO YITPABJICHUS
JIOKYMEHTaMH )

30. Cuctembl aBTOMATHU3aLMK JEIONPOU3BOJCTBA U JoKyMeHToobopoTta (CA L)

31.Ilocnennrie  pa3pabOTKM  HA  POCCHIMCKOM  pBIHKE  CHCTEM  aBTOMATH3alluU
JIOKyMEHT000O0poTa

32. 3amuIeHHOCTh AIEKTPOHHOTO JJOKYMEHTO000pOoTa

33. Memoouxa cocmasnenusi OyxeaimepcKux pecucmpos u OmuemHulx oopm, Ha OCHOBe

SNk W=

o

*®



0)

o

AN

npUMeHeHUs. HOpM Oelicm8yioue20 3aKOH00AmelbCmad.
34. Memoouxa cocmasnenus epaguxa 0oKymeHmoobopoma 6 yensix 0yxeanmepcrKo2o

yuema

35. Memoouxa cocmasnenus 00IHCHOCMHOU UHCMPYKYUU Oyxeanmepa.

36. Opopmnenue 0osepeHnoCmU HA NOTYUEHUe MAMEPUATLHBIX YEHHOCMEl U NOJYYeHUe
HABbIKOG 0€NI08bIX KOMMYHUKAYULL 8 YCMHOU U NUCbMEHHOU hopme HA pPYCCKOM U
UHOCMPAHHOM SI3bIKAX.

37.C yuemom Ha8viko8 0e10680U KOMMYHUKUYUU U OYXealmepCcKo2o yuema oghopmienue
npuKaza o NPemMupo8aHuu COmpyoOHUKos oyxaeaimepuu.

38. Memoouxa cocmasnenue cOamo4Hol OnUCU npu nepeoaye 0eld 8 apxue.

Kpumepuu oyerHueanusl

HpI/I OLICHKC 3HAaHWH Ha PK3aMeHe YUUTBIBACTCA:

YpoBeHb c(hOpMUPOBAHHOCTU KOMIIETEHIIUH.

YpoBeHb YCBOEHHUSI TEOPETHUECKUX IOJONKEHUA JUCUUIUIMHBL, MPaBUIBHOCTh
(OpPMYITHPOBKH OCHOBHBIX TIOHSTHN U 3aKOHOMEPHOCTEH.

YpoBeHb 3HaHUS (PAKTUIECKOTO MaTepuaia B 00beMe MPOrpaMMBI.

Jloruka, cTpyKTypa ¥ rpaMOTHOCTb U3JI0KEHUS BOIIPOCa.

YMeHue cBA3aTh TEOPUIO C MPAKTUKOM.

YMenue es1ath 0000IeHs, BBIBOJIBI.

Ne

n/n

Onenka

Kputepun onenku

OT1iuyHO

OTBeTHI Ha MTOCTaBJICHHBIE BOMPOCH U3JIaratoTCs JIOTHYHO,
HIOCJIETIOBATEIHHO U HE TPEOYIOT JOTIOTHATEIBHBIX MosicHeHu. [ToaHo
PACKpPBIBAIOTCS IPHYMHHO-CIICICTBCHHBIE CBA3U MEX/Y SBICHUSIMH U
coObITHsIMU. [lenatoTcs 000CHOBaHHBIE BEIBOJBI. JleMOHCTPUPYIOTCS
riryOoKue 3HaHHsl 6a30BBIX HOPMAaTHBHO-TPABOBBIX akTOB. CoOII0Aat0TCs
HOPMBI JINTEPATYPHOU pEUH.

Xopo1o

OTBeTHI Ha [TOCTABIECHHBIC BOIPOCHI U3J1aratoTCs CUCTEMATU3UPOBAHO U
nocienoBaTeNbHO. ba3oBble HOpMaTHBHO-IIPABOBBIE AKTHI
UCIIOJIB3YIOTCS, HO B HEAOCTaTOYHOM 00BbeMe. MaTepuan uznaraercs
YBEPEHHO. PacKpBITHl MPUUUHHO-CIIECTBEHHBIE CBA3H MEXIY
SIBJICHUSIMH U COOBITHSAMU. JIeMOHCTPUPYETCSl YMEHUE aHATU3HPOBATh
MaTepHaj, OJHAKO HE BCE BBIBOBI HOCST apIyMEHTUPOBAHHBIN U
JI0Ka3aTesbHbIN XapakTep. Co00Aal0TCsl HOPMBI IMTEPaTypHOH peyu.

Y 10BIETBOPUTENBHO

JomyckaroTcst HapymeHusl B IIOCIIEA0BAaTENEHOCTH U3TI0KEHISL.
HNmerotcs YIIOMUHAHUA 06 OTACJIbHBIX 6330BI>IX HOPMATHBHO-IIPABOBLIX
akTax. HemomHO pacKpeIBarOTCS MPUYUHHO-CIIEICTBEHHBIE CBI3H MEXIY
SIBJICHUSIMH U COOBITHSAMU. JIeMOHCTPUPYIOTCS TIOBEPXHOCTHBIEC 3HAHMUS
BOIIPOCa, C TPYJOM PEIaloTCsl KOHKPETHBIE 3a7auu. MMerorces
3aTpyaHEHHS C BHIBOJaMHU. J{OMyCcKaroTCS HapyIIeH!sT HOPM
JIMTEpaTypPHOM peyH.

HeynoBnerBopUTesbHO

Martepuan n3naraercsi HelociaeJ0BaTeIbHO, COMBUMBO, HE PEACTABIISET
OIIPEJIETICHHONW CUCTEMBI 3HAaHUH N0 JucHUIUIMHE. He packpbiBaroTCs
NPUYMHHO-CIICICTBEHHBIE CBSI3U MEXKIy SIBICHUSIMH U coObITusiMu. He
HNPOBOAUTCS aHanu3. BeIBoibI OTCYTCTBYIOT. OTBETHI Ha
JIOTIOJIHUTENIBHBIE BOIIPOCHI OTCYTCTBYIOT. IMEIOTCSI 3aMETHBIE
HapyILICHUS HOPM JIMTEPATYPHOM pedH.

3aureHo

BeicTaBisiercst mpu COOTBETCTBHHU MapaMeTpaM 3K3aMEHALMOHHON
IIKJIbl Ha YPOBHAX «OTIMYHOY», «XOPOIIO», «YIAOBIETBOPUTEIHHOY.

He 3auteno

BricTaBnsiercs mpy COOTBETCTBUM MapaMeTpaM dK3aMeHAIMOHHON
IIKaJIbl HA YPOBHE «HEYJOBJICTBOPUTEIBHOY.




10

TUITIOBBIE 3AJAHUSA JJISA TIPOBEAEHUS TEKYIIEI'O KOHTPOJIS:
2.2. Tect

a)  Tunoeoii komniexkm 3a0anutl 01 6X0OHO20 MeCmupo8aHus

1.Kakux ¢gopmaroB Oymara npuMeHseTCsi AJIsl M3rOTOBJICHHUS 0JIAHKOB JOKYMEHTOB:
a) A4, AS;
0) Al, A6;
B) A3, A7.

2. Kakue pa3mepsl moJieii 10/1:KHbI UMeThb 0JIAHKHU IOKYMEHTOB:
a) m.10mm, 1.20MM,B.-20MM, H-20MM;
0) m.10mm, 11.15MM,B.-20MM, H-20MM;
B) 11.10MM, 71.10MM,B.-20MM, H-20MM.

3. I'le U mpU Kakux YCJOBHAX HNpuMeHsieTcs PpeKBU3UT «l'ocynapcTBeHHbIH repo
Poccuiickoi ®@enepanum»:

a) Ha OJlaHKax IIEHTPAIbHBIX OPraHOB (peiepabHOI UCTIOMHUTEIHLHON BIACTH;

0) Ha OJlaHKaX pacropsAAUTEIbHBIX JOKYMEHTOB;

B) Ha CIIPAaBOYHOM JOKYMEHTAIUH.

4. Ha kaKuX JOKYMeHTaX He mpocTaBisieTcs: pekBU3NT «HanmeHnoBanue BUAa JOKYMEHTa»:
a) B OJ1aHKe MKUCHbMa,

0) B OJ1aHKe TpHUKa3;

B) B OJIaHKE TPOTOKOJIA.

5. HIupuna noJisi cjieBa Ha CJIYKeOHOM MUCbME T0JKHA ObITH HE MeHee:
a) 2 cM;

0) 2,5 cMm;

B) 3 cM.

6. Pe3osmronusi pyKoBOAUTEISI HA JOKYMEHTE PAcCIoJIaraercs:
a) B JICBOM HMYKHEH YacTH MOJIs T0KYMEHTA;

0) B paBoii BepXHEH yacTu MoJsl JOKYMEHTa;

B) B IPaBOIl HI>KHEN YacTH MOJIs TOKYMEHTA.

7. B kakoM ciiyyae npaBuibHO oopMmiieH pekBu3HT «Iloanuch» Ha 0J1aHKe TOKYMeHTA:
a) dupextop mkomst Ne 25 B.A. Ilerpoga;

0) AupeKTop LIKOJIbI IlerpoBa B.A.;

B) JlupekTop B.A.Ilerpoga.

8. Kakmue u3 CIO/I(Ad-hoc, ACKU/, Groupware, Docflow, Workflow) Bk/ouaior B ce0st
3JIEKTPOHHYIO MOYTY UJIM padoTy ¢ Heill?

1) Bce BBILIENIEPEYUCIICHHBIE;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKHU/JI.

9. Kakas CO/l npeacraB/sieT co00i MOTOK padoT UJIM JIeJI0OBbIX MPOLECCOB?
1) Workflow;

2) Docflow;

3) Groupware;

4) BCE BBINICTICPEYUCIICHHBIC CHCTEMBI.
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10. I'ne npumensitoTcsi cucreMbl kiaacca Workflow ?
1) 6aHKH, cTpaxoBble KOMIIAHUY;

2) Oyxrantepusi, ayJuTOpcKue GUupMbl;

3) HaJIOTOBBIE OPraHbL;

4) Bo Bcex chepax.

11.B kakoii cucteme CY/l ecTb cTPOruii perjaMeHT npoueayp oopadoTKu JOKYyMEHTOB?
1) Doctlow;

2) Workflow;

3) Groupware;

4) ACKUA.

12. Kakue nmosibp30BaTe/in yIpaBJsalT pa3padorkoil cnenudukanuu B CYI0/?

1) anMUHUCTPATOPBI;

2) ynpasJisonye 1enamu;

3) apXHUBUCTHI,

4) cOTpyIHUKH 001IeaAMUHUCTPATUBHBIX U (DYHKIIMOHAIBHBIX CTPYKTYPHBIX MOJIpa3ie/ieHUH.

0) Tunoeoti komniekm 3a0anuil 0jisi uMo2oeozo mecmuposarus (Ilpunosicenue 1)
8)  Kpumepuu oyeHU8aAHUs.

HpI/I OLICHKC 3HAHUH OLCHUBAHUWA TCCTOB YUUTBIBACTCA:

1. YpoeHb chOpMHUPOBAHHOCTH KOMITETEHIIUH.

YpoBeHb YCBOCHHUSI TEOPETHUECKUX TOJOXKEHHM JUCHUIUIMHBI, MPaBUIBHOCTH
(bopMyIHUPOBKH OCHOBHBIX TTOHATUN M 3aKOHOMEPHOCTEH.

YpoBeHb 3HaHUS (PAKTUYECKOTr0 MaTeprasa B 00beMe MPOrpaMMBI.

e

Jloruka, cTpyKTypa ¥ rpaMOTHOCTb U3JI0KEHUS BOIIPOCA.
YMeHue cBA3aTh TEOPUIO C MPAKTUKOM.

AN

YMeHue 1es1aTh 0000IIeHNs, BBIBOIBI.

Ne Ounenka Kputepun onenku

1 OTnuaHO OTBeTHI Ha MMOCTABICHHBIC BOIIPOCHI H3J1aratoTCs JIOTUYHO,
MOCIIEIOBATENFHO U He TPeOYIOT MOTIOHATENBHBIX TosicHeHuH. [TomHO
PAaCKpBIBAIOTCS IPUYMHHO-CIICICTBEHHBIC CBSI3H MEXKY SBJICHUSIMH U
coObITUsIMU. [lenaroTcss 000CHOBaHHBIE BBIBOABI. JleMOHCTpUPYIOTCS
rryOookre 3HaHUs 0a30BBIX HOPMATHBHO-TIPABOBHIX AKTOB.
Co0nroaaroTcss HOPMBI JINTEPATYPHOH PEUH.

2 Xoporio OTBeTHI Ha MOCTABIEHHBIE BOIIPOCHI M3JIaraloTCA CUCTEMAaTU3UPOBAHO U
nocienoBaTenbHo. ba3oBeie HOpMAaTHUBHO-TIPABOBBIC AKTHI
UCIIOJIB3YIOTCS, HO B HEAOCTaTOYHOM 00BbeMe. MaTepuan uznaraercst
YBEPEHHO. PacKpBIThl IPUYMHHO-CIIEACTBEHHBIE CBA3H MEXKITY
SBJICHUSIMH U COOBITUAMU. JIEeMOHCTPUPYETCSI YMEHNE aHATU3UPOBATh
MaTepHall, OJHAKO HE BCE BBIBOBI HOCST apIryMEHTUPOBAHHBIN U
JloKa3aTenbHbli xapakrep. CoOuoaalTcs HOPMBI JIUTEPAaTypHOI pedH.

3 | YIoBIeTBOPUTEIBHO JomyckatoTcst HapyuIeHus! B TOCIeA0BaTEIbHOCTH U3T0XKEHMS.
HmeroTcs ynoMuHaHus 00 OTAENBHBIX 0a30BbIX HOPMAaTHBHO-IIPABOBBIX
aktax. HenomnHo packprIBatOTCsl IPUIMHHO-CIICACTBECHHBIE CBSI3U
MEXIY SIBICHUSAMH B COOBITHSIMU. JIeMOHCTPHPYIOTCSI TOBEPXHOCTHEIE
3HaHUs BOIIPOCA, C TPYJOM PEIIAIOTCs KOHKpETHbIE 3a1auu. Vimerores
3aTpyAHEHHS C BbIBOJAMH. J0MycKaroTCsl HapyIIeHUs] HOPM
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JIMTEepaTypHOU peyH.

4 HeynosnerBopurenbsHo

Marepuan n3naraeTcs Herocjue10BaTeIbHO, COMBYMBO, HE IIPE/ICTABIISAET
ONpelIeICHHOM CUCTEMBI 3HAaHUH Mo AucHUILIMHE. He packpbIBarOTCs
IMPUYINHHO-CJIICACTBCHHBIC CBA3N MCKAY ABJIICHUAMU U coObITuaMu. He
IIPOBOJUTCA aHAJIU3. BI)IBOI[I)I OTCYTCTBYIOT. OTBeTHI Ha
JOIIOJTHUTEINIBHBIE BOIPOCHI OTCYTCTBYIOT. VIMEIOTCS 3aMETHBIE
HapyLIEHUsI HOPM JIUTEPATypPHOH peuu.

5 3ayTeHo

BricTaBnsercs IIpU COOTBCTCTBUH IMapaMETpaM 3K33MCH3HHOHHOI71
IIKaJIbl Ha YPOBHAX «OTJIHYHO», «XOPOIIO0», «YOOBJICTBOPUTCIHHOY.

6 He 3auteno

BricTaBnsiercst mpu COOTBETCTBUU MapaMeTpaM dK3aMEHALMOHHON
LIKaJIbl HA YPOBHE «HEYIOBJIETBOPUTEIBHOY.

2.3. KonTposabHas padora.

a)  3a0anus 0151 KOHmpovHou pabomul (Ilpunodicenue 2)

0) Kpumepuu oyeHUBaHus

Brmonnsercs B nuceMenHoi popme. [Ipu orienke paboThl CTYACHTA YYUTHIBACTCS:
1. IlpaBunbHOE pacKpbITHE COAEPKAHMS OCHOBHBIX BOIIPOCOB TEMBI, INPAaBUIBHOE

PEIICHUE 3a/1a4.

2. CaMOoCTOsTENLHOCTh CY)KHGHHﬁ, TBOp‘IGCKI/Iﬁ noaxoa, HaydYHOC 000CHOBaHHE

pacKpbIBaeMOi POOIIEMBI.

3. IIpaBUIBHOCTH KCIIOJIB30BAHUS IUTAT (€CIM IIUTAaTa MPUBOAMUTCS TOCIOBHO, TO HAIO
B35Th ©¢ B KaBBIUKM M YyKa3aTh HCTOYHHK C YyKa3aHueM (aMWIuk aBToOpa, Ha3BaHUs
MPOU3BENICHHUs, MECTA U TOpOJia U3AaHUs, TOMA, YacTH, maparpada, CTpaHUIIbI).

4. Hanuuue B KOHIIE paOOTHI MOJHOTO CIUCKA JIUTEPATYPHI.

Ne Ouenka Kpurtepuu ouenkn

n/n

1 OTnaHO CryneHT BBIIOTHKI paboTy 0e3 OIMO0K U HEI0YETOB, JOIYCTHI HE
0oJiee OHOTO HeoUYeTa

2 Xopomuio CTyJeHT BBIOTHMUI PaboTy MOJHOCTHIO, HO JIOMTYCTHII B HEH He
Oonee omHOM Herpy0o OMMOKM ¥ OAHOTO HeIo4YeTa, Wi He Oolee
JIBYX HEJOYETOB

3 Y IOBIETBOPHUTENEHO CTyZeHT npaBUJIBHO BBIIIOJIHWUI HE MEHEE MOJIOBUHBI paObOThI WM

JOITYCTHJ He 0oJiee ABYX TPYOBIX OIIMOOK, WIH He O0Jiee OTHOM
rpy0oii 1 01HO Herpy0o¥ OMMOKY M OHOTO HEI0UEeTa, WA HE
0oJjiee IBYX-TpeX HETPYOBIX OMIMOOK, WM OJHOM HEerpy0oil ommoKn
W TpeX HEeJOYETOB, UK MPH OTCYTCTBUH OIIMOOK, HO TIPH HATHYHH
YeTHIPEX-TIATH HeI0YETOB, IUIOX0 3HAET MaTepuall, JOIyCKaeT
HCKaKeHHE (PaKTOB

4 HeynosnerBopurenbHo

CTyneHT HOMYyCTHII YHCIIO OMHNOOK U HEJIOUYETOB MIPEBOCXO/IIIIee
HOPMY, IIPYU KOTOPOH MOYKET OBITh BBICTABJICHA OIICHKA «3», WK
€CJIM IPAaBUIILHO BHITTOJIHAJ MEHEE TTOJIOBUHBI PabOTHI

5 3aureHo

Brimonneno npasunbsHO He MeHee 50% 3amanuil, paboTa BEINOIHEHA
MO CTaHJAPTHOM WIIM CAMOCTOATENLHO Pa3paboTaHHON METOJIMKE, B
OCBEILICHUH BOIIPOCOB HE COACPKUTCS IPYOBIX OIITHOOK, 110 X0y
peLICHUs CIeIaHbl apIYMEHTUPOBAHHBIE BBIBOJIbI, CAMOCTOSATEIIEHO
BBINOJIHEHA TpaduyecKas 4acTh paboThI

6 He 3auteno

CTyIeHT He CripaBHIICS C 33aHueM (BBIOJIHEHO MPABUIILHO MEHEE
50% 3anaHus BapuaHTa), HE PACKPBITO OCHOBHOE COJCPIKAHUE
BOIIPOCOB, UMEIOTCSI TPyObIe OMIMOKK B OCBEIIIEHHH BOTIPOCA, B
peIICHUH 3a4a4, B BBIIIOJTHECHUN I‘pa(bH‘-ICCKOfI YHacCTu 3aJaHuA U
T.J1., @ TAK)KE BHINOJHEHA HE CAMOCTOSITEIIBHO.

3. IlepeyeHb M XapaKTepPUCTHKHM Mpouelypbl OLECHMBAHUS 3HAHMI, YMEHWIH,




HAaBBbIKOB, XapPpaKTCPU3YIOLIHUX 3TallbI (l)OpMHpOBaHI/IH KOMIIeTeHI Ui
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[Ipouienypa mpoBeneHHUs] TEKYIIETO KOHTPOJA YCIEBAEMOCTH M MPOMEKYTOYHOMN
aTTecTallid OOYYaroIIMXCS MO JTUCIHHUIUIMHE PEerjJaMeHTHPYeTCs JIOKaJbHbIM HOPMATHBHBIM

aKTOM.
IlepeyeHb U XapaKTepUCTUKA NMPOUEAYPbI TEKYIIEr0 KOHTPOJISI M IPOMEXKYTOYHOM
aTTeCTAllH 10 JUCHUILJINHE
ITepuoanuHOCTH
1 CII0co0
HammenoBanmne Buasr BcTaBiaseMbIx
No IIPOBEICHUS ®opmMma yuera
OIICHOYHOTO CPEJICTBA OLICHOK
MPOTIEAYPHI
OLIEHUBAHHUS
Pa3 B cemectp, Mo .
P, ITo nsaTrbOambHOM
OKOHYaHUU BenomocTs, 3aueTHas
2 DK3aMeH IIKaJIe
W3YYeHUS KHIDKKA, TOPT(OIro
JMCIUTUIMHEI
KonTponbnas pabora [lo marnbannpHOM PaGouas terpass.
N CucreMaTnyecku
3 IUTsL OYHOM (popMBI IIKaje JKYpHAII yCIIEBAEMOCTH
Ha 3aHATUAX
00yUeHUS TIPENo1aBaTelIs
Perucrpaunonnas

Pa3 B cemectp, no
KonTponbnas pabora

TETpajib sl 3a04YHOM
(hopMbI 0OydeHUs 1

o OKOHYaHUH
4 JUTs 3204HOH popMBI 3VICHILS 3adTeHO/He 3aYTEHO KypHaI ydeTa
o0y4eHus Y yCIIEBAEMOCTH
JMCIUTUTAHBI
npenoaBaTesis s
09HOH (hOPMBI 0OYICHHSI
5 Tecr CucremaTtruecky | 3a4TeHO/HE 3aYTEHO | JKypHAaJ yCIeBaeMOCTH

Ha 3aHATUAX

ImpernogaBaTciid
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Ipunooicenue 1
TunoBoii KOMILUIEKT 3aJaHUI IJISI UTOTOBOI'0 TECTUPOBAHUS

V1 VK-4.2 (ymemu)

1.Undopmanus onpeaesisieTcs B 3aK0HE KaK:
a) CBEICHUS, MepelaHHbIC OT OJHOTO OPUAMYECKOTO JIUIA IPYTOMY;
b) coObiTus, 3apUKCHPOBAHHBIC B JOKYMEHTE;
C) CBEJEHUS O JIUIaX, IpeaMeTax, (hakTax, COOBITHSIX, IBJICHHUIX U MPOIECCcax, HE3aBUCUMO
0T (OPMBI UX TIPEACTABICHUS;
d) mpoBepeHHBIE (PAKTHI, UCTIOIH30BAHHBIC ITPH MIPUHATHH PEIICHUS.

2. Onpenenenue NOHATHA «HHGpOPMALHMD) TaAHO:
a) BI'OCT P 6.30-2003 TpeGoBanus kK 0pOopMIEHUIO JOKYMEHTOB;
b) B @enepanpHoM 3akoHEe «O0 MHPOpPMaLMKU, HHPOPMATH3ALNY U 3aLTUTE HHPOPMALINH;
c) B DenepanbHOM 3aK0oHE «O0 3IEKTPOHHOM LU(POBOM moaIHCHY |
d) B TumnoBoil MHCTPYKLIMHU IO IEIONPOU3BOACTBY B DeiepanbHbIX OpraHax
UCIIOJIHUTENILHON BIIACTH.

3. Onpenesienue NOHATHA «TOKYMEHT» 1aHO:
a) B DenepanpHoMm 3akoHe «O s3bIKax HapoaoB Poccuiickoit denepanun» ;
b) BI'OCT P 6.30-2003 TpeboBanus K 0(hOpMIICHHUIO TOKYMEHTOB;
c¢) BI'OCT P 51141-98 [lenonpou3BOACTBO U apXUBHOE J1e)10. TepMUHBI U ONpeAeTIeHUS
d) B ®enepanpHoM 3aKoHE «O0 MEKTPOHHOUN UG POBOI MOIIHCHY |
e) B DenepansHoMm 3akoHe «O06 nnopmanmu, nHGOpMaTU3ALKHU U 3aIIUTE HHPOPMAIUH.

4.JlokyMeHT onpeesieTcsi KaK:
a) wuHbOpMAaLWs, TONTyICHHAS ISl IPHHATHS PELICHHSL;
b) mro6ast 3anucaHHas HHPOPMALIKS;
¢) 3aduKCHpOBaHHAs HA MaTEPHATLHOM HOCHUTENE HHPOPMALIUS C PEKBU3UTAMH,
MO3BOJISIOIIUMHU €€ UICHTU(DHUIIPOBATS;
d) cBexeHus, 3ahUKCUPOBAHHBIC ¥ HAKOIUICHHBIC C LEJbIO UX JATBHEHILEr0 HCIOIb30BaHHSI.

S5.I'pu¢ yrBepKaeHUs COACPKUT:

a) cioBo YTBEPXJIALO, ykazanue 10MKHOCTH, TOANUCH, PACIIU(pPOBKY MTOAMUCH
(1.0.9.), nary;

b) crmoso YTBEPXJIEH (M1.0.d.), nazBanue BUAA yTBEPKIAIONIETO JOKYMEHTA B
TBOPUTEIILHOM MaJIeXe, €ro Jata U HOMep;

c) cuoo YTBEPXJIAIO, noanucek pykoBoauTens, paciin@poBKa NOJIUCH U JaTa;

d) cnoBo VTBEPXEH (1.0.0), Ha3BaHue BHIa yTBEPKAAIOIIETO JOKYMEHTA B
UMEHHTEIBHOM Ta/IeXKe, ero 1aTa U HoMep.

6.Pa3sHOBHIHOCTH MUCEM ONPeNeJSIIOTCH UX HA3HAYeHUeM:
a) COMPOBOJUTENBHBIC — TP COMPOBOKIECHUH JIPYTOro JOKYMEHTa C MOsSCHEHUSIMU;
b) mucepMo-IpUTIaNIeHHE — MPHUIIIANIAIOT TPUHATH YIaCTHE,
C) MUCHhMO-HAIIOMUHAHUE — COOOIAIOT O MPUOIUKEHUU CPOKA;
d) pexiamMHOE TUCHMO — PEKIAMHUPYIOT TOBAPHI U YCIYTH;
€) rapaHTUHHOE MUCHMO (rapaHTUPYIOT BBIIIOJHEHHUE
00s13aTeILCTBA).

7.Bb10epurte, 4TO OTHOCUTHCH K YHH(PMIMPOBAHHBIM (OopMaM IOKYMEHTOB:
a) Jlro0oii TpadapeTHbIi TEKCT;



b)

©)
d)
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COBOKYITHOCTh PEKBU3HUTOB, YCTAHOBIICHHBIX B COOTBETCTBHH C PEIIAEMBIMU B TaHHOU
cepe IeaTeNbHOCTH 331a4aMU U PACIIOJIOKEHHBIX B OINPEICIEHHOM TOPSIKE Ha
HOCHUTENSIX HHPOPMALINY;

Tabmuna;

[ITab70H B MepCOHAIIEHOM KOMIIBIOTEPE.

8. ®opmyusp-o0pa3sen npeacrapJjsier co00:

a)
b)

c)

d)

MOJIEINTb TIOCTPOCHHUS JOKYMEHTA, YCTaHABIMBAIOIIAs pa3MephI MMoJIeH 1 MPUQTOB;
KOHCTPYKLIMOHHAs CETKA JJOKYMEHTa;

MOJIEINTb TIOCTPOCHUS JOKYMEHTA, yCTaHABIMBAIOLIAast 00J1acTh MPUMEHEHHUs, (OPMATHI,
pa3mepsl oJeH, TpeOOBaHU K TOCTPOESHUIO KOHCTPYKIIMOHHON CETKH U OCHOBHBIM
PEKBU3UTAM;

HOPSI0K IOCTPOEHUSL OJJTHOTO U3 BUI0B IOKYMEHTOB.

9. biaHk U1l MUCHbMA OTJIMYAETCH 0T 001ero 0JIJaHKa HaJIMYMeM PeKBU3UTOB:

a)
b)

©)
d)

CIIPpaBOYHBIC JaHHBIC 00 YUPCIKACHUN-aBTOPEC, CChIJIKA HA HOMEP U AaTy HHUIUATUBHOI'O
AOKYMCHTA,

BUJ NIOKYMCHTA, CIIPABOYHBIC TAHHBIC 00 YUPCIKACHUN-aBTOPEC, CChIJIKA HA HOMCD U AaTy
WHUIIMATUBHOI'O JOKYMCHTA,

BUJ IOKYMCHTA, CCblJIKA HA HOMCP U ATy UHUIIMATUBHOI'O JOKYMCHTA,

CIIPAaBOYHBIC JAHHBIC 00 YUPCIKACHUN-ABTOPEC, HOMCP U JaTa JOKYMCHTA.

10.061mmii 0J1aHK OTJIMYAETCA OT OJIaHKA JJIs1 MUCbMA HAJIMYMeM PEeKBU3UTOB:

a)
b)
©)
d)

BUJ IOKYMCHTA, CIIPABOYHBIC JAHHBIC 00 aBTOpPC, AaTa U HOMECP JOKYMCHTA,
BUJ NOKYMCHTA, MECTO COCTABJICHUA NOKYMCHTA,

BUJ IOKYMCHTA, CCblJIKa HA HOMCP U ATy MHUIIMATUBHOI'O JOKYMCHTA,
3M6J'IeMa, MECTO COCTABJICHUA JOKYMCHTA.

11. Ha o0mem 0/1aHKe MOTYT ObITh COCTABJICHBI IOKYMEHTBI:

a)
b)
©)
d)
e)

IIPUKA3BL;
[IACHMA;
3asBJICHU;
[IOCTAHOBJICHHS,;
JKaJIOOEL.

12. JlaTa BXOJUT KaK COCTABHAsl YACTh B PEKBU3UTHI:
a) CChUIKA Ha PErHCTPALMOHHBIA HOMED U JIaTy;
b) Bu3a;
¢) rpud corjacoBaHus;

d)

(rpud yTBEp)KIACHUS) ;

€) pe3OJIIOIIHS;

f) oTMeTKa 0 MOCTYIUICHUH TIOKYMEHTA,

g) OTMETKa 00 UCIIOJIHEHUH IOKYMEHTA;

h) oTmeTKa 0 3aBepeHuuU KOMHH;

1) MACHTU(PUKATOP HIEKTPOHHON KOIHHU JTOKYMEHTA.
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Ipunooscenue 2

3a0anua K KOHmMpOAbHOU padome no oOucyuniune «/JoKymenmupoeanue

ynpaeﬂeuqeamﬁ oesmenbHoCmu)

Teopernyeckasi 4acThb

VI VK-4.2_(ymemy)

NNk W=

10.
11.
12.
13.

14

15.

16.

17.

18.
19.

20.

21.

22.
23.
24.
25.
26.
27.

28.
29.
30.
31.

HopMmaTtuBHo-npaBoBas 06a3a TOKyMEHTUPOBAHUSI YIIPABIECHYECKON IS TELHOCTH.
[TonsiTHe OKyMEHTa, €ro PyHKIMH, IPU3HAKU U CTPYKTYpa TOKyMEHTA.
JIOKYMEHTUPOBAHHUE U €T0 CIIOCOOBI.

[TonsaTue 06 nHpOpPMAINU U €€ HOCUTEISX.

[TonsTre yHuduKauu U CTaHJaAPTU3ALNNA JOKYMEHTOB.

I'ocynapcTBeHHbIE CTaHIAPTHI JOKYMEHTALIHUH.

YuubunupoBanHas cucTeMa JOKyMEHTAllMM: TMOHITHE, KpaTKas XapaKTepuCTUKa
nerctBytomux YC/I.

Xapakrtepuctuka, coctaB u cojaepxkanue 'OCTa P. 6.30-2003.

dopmysp-o0paszel, COCTaB U CXeMa PACIIONIOKEHUsI PEKBU3UTOB HA HEM.

[TpaBuna opopmienus pekBuzutoB OPJI.

Bunel pexBusutoB OP/] 1 nopsiiok ux pacnosoKeHusl.

[TonsiTre 1 BB OIIAHKOB.

[IpaBuna odopmieHHs, M3TOTOBJICHHUS, y4eTa, UCIIONB30BAHUS M XPAHEHUS TepOOBBIX
0JIaHKOB.

. XapakTepuUCTUKa W COCTaB OPraHU3AIMOHHBIX JIOKYMEHTOB, TpeOOBaHUS K HX

0(OpPMIICHHUIO.

XapakTepucTUKa M COCTaB PACIOPSAAUTEIBHBIX JOKYMEHTOB, TpeOOBaHUS K HX
0(OpPMIICHHUIO.

XapakTepuCcTUKa U COCTaB HH()OPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB, TPEOOBAHUS K MX
0(OpPMIICHHUIO.

XapakTepucTUKa W COCTaB  OPraHU3alMOHHO-PACHOPSAUTENBHBIX  JOKYMEHTOB,
BXOJSIINX B YHUDUIIUPOBAHHYIO CHCTEMY MEPBUYHOM yUETHOM TOKYMEHTALIUU IO YUETy
tpyna u ero omnarsl (YCITY[I), TpeboBanus kK ux 0(hOpMIICHHIO.

[TonsiTHe 1 BUIBI KONUI IOKYyMEHTOB.

TpeboBanust K OOPMIICHUIO DPA3TUYHBIX BUIOB KOMHUK JOKYMEHTOB, BBIIaBa€MbIX B
OpraHu3aIusIX.

OcoOeHHOCTH 3aBepeHHS KOTUH HOTAPHAJIHHBIMH KOHTOPAMH U JOJDKHOCTHBIMH JIMIIAMHU
OpraHu3aIui.

HopmatuBHO-MeTOMUECKHE JTOKYMEHTBI, PETIaMEHTHPYIOIIUE TOPSI0K BBIAYH U
TpeOoBaHUSI K O(QOPMIICHHIO KOMHM B OpraHU3alUsAX, KOTOPBIC SIBISIOTCS aBTOpaMU
JIOKYMEHTOB.

VYder 1okyMeHTO000pOTA.

[Tpuem u nmepBoHauanbHast 00padOTKA JOKYMEHTOB.

Opranu3anust pacCMOTPEHUS TOKYMEHTOB.

[TonsiTue, GopMbI U MOPSIIOK PETUCTPALIUU JOKYMEHTOB.

[Topsi10K UCTIONHEHUS JOKYMEHTOB.

[TonsTHe HCXOAAMMX JOKYMEHTOB. TEXHOJOTMH OOpabOTKM M TMOPSIOK OTIPABKH
UCXOISIINX TOKYMEHTOB.

[TonsiTre, nenu U BUIbI KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB.

CpoKH UCTIOTHEHHS TOKYMEHTOB.

[Topsmox mpoBeaeHHsI KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB.

[onsaTus: «1enoy», «popMHUpOBaHUE JIEI», KHOMEHKIIATYpa JIEID».
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32. Memoouka cocmagnenusi 0yXeaimepckux pe2ucmpos u Omuyemuvix QOopM, HA OCHO8e
NpUMEHEHUs HOPM Oelicmeyiouje2o 3aKk0H00amelbCmad.

33. Memoouka cocmagnenus epagpuxa 0OKyMeHmooo6opoma 6 yeusx 0yxeaimepcrKoco yuema

34. Memoouxa cocmasnerus O0ANCHOCMHOU UHCMPYKYUU Dyxeaimepa.

35. Ogpopmnenue OdoeepennHocmu Ha NOIYHeHUe MAMEPUATbHLIX YEHHOCMeU U NoJydeHue
HABbLIKOB 0eN08blX KOMMYHUKAYUU 6 YCMHOU U NUCbMEHHOU opme Ha pPYCCKOM U
UHOCMPAHHOM A3bIKAX.

36. C yuemom HaBbIKO8 0€N080U KOMMYHUKUYUU U OyXeanmepckozo yuema oghopmienue
NPUKA3a 0 NPEMUPOBAHUU COMPYOHUKO8 DyXearmepuu.

37. Memoouka cocmasnenue cOamourol onucu npu nepeoade 0eid 6 apxus.

38. Bubl HOMEHKIIATYPHI JIeJT, IPSAAO0K UX COCTABICHUS, 0(OPMIICHUS U YTBEPIKICHHUS.

39. Opranu3aius ornepaTUBHOTO XpaHEHHUs UCTIOTHEHHBIX TOKYMEHTOB B JACIOMPOU3BO/ICTBE.

40. Iopsitox hopMUPOBAHHUS ST B ICIONIPOU3BOICTBE.

41. [lonsiTHE «IKCHEPTHU3a LICHHOCTH JOKYMEHTOBY.

42. Cpoku XpaHEHHS IOKyMEHTOB.

43. DTanbl U NOPAIOK MPOBEICHUS IKCIIEPTHU3BI LICHHOCTH JTOKYMEHTOB B JIEIONPOU3BOICTBE
OpraHu3aluu.

44. DxcriepTHbIE KOMUCCUU OPTaHU3AlNH, X (PYHKIIMH, TIpaBa, OpraHu3aIus padoThI.

45. IlonsiTHE U BUBI APXHBOB.

46. [IpaBuia cocTaBlieHUs OMKCH Je ¥ MOPSAOK Mepelayn UX B apXUB OPTaHU3AlIHH.

47. IlpaBo rpakaan Ha oOpaleHus U kano0bl. Buisl oOpamieHnii rpaxiaH.

48. [Topsiiok paboThI ¢ OOpaAIICHUSIMH TPaXKIaH.

49. Buzpl rpudoB orpaHUYEHUS JOCTYIA K JOKYMEHTaM.

50. OcoOeHHOCTH  OpraHu3aluy JEIONPOU3BOACTBA C JTOKYMEHTAMU, HUMEIOIIUMU Tpud
OTPaHUYCHUS JIOCTYTIa K HUM.

45.O1eKTPOHHBIN TOKyMEHTOO0OPOT. DIEKTPOHHBIE aIMUHUCTPATUBHBIE PEriIaMEHThI
46.Mopenu 3JIEKTPOHHOTO JOKYMEHTOO00POTa.

47 Pa3BuTHE  KOMIBIOTEPHBIX  TEXHOJOTHMH  JOKYMEHTHPOBAaHUS  yNPaBICHYECKON
JeSITEIIbHOCTH.

48.YmpaBieHue 3JeKTPOHHBIM IOKYMEHTOO00POTOM.

49.CucteMbl aBTOMaTH3aIUH JIEIIONIPOU3BOACTBA U 3JIEKTPOHHOTO JJOKYMEHTOO00POTA.

HpaKTI/I‘{eCKaH 4acTb

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

50. CocraButh OOmMK ONAHK KOHKPETHOW OPTraHU3aIlMHd C IPOJOJIEHBIM PACIOJIOKEHHEM
pEeKBU3HUTOB Ha (hopmate A4.
51. CocraButh OOmMH ONaHK KOHKPETHOW OpraHM3alid C YIJIOBBIM IIEHTPUPOBAHHBIM
pacIooKeHHEeM PEKBU3UTOB Ha (hopmaTe A4.
52. CocraButh 0OmM ONaHK KOHKPETHOM OpraHu3alMd C YIJOBBIM  (hraroBbIM
pacIoyoKeHHEeM PEKBU3UTOB Ha hopmaTe A4.
53. CocTtaBuTh OJaHK CIIy’)K€OHOTO MNHCbMa KOHKPETHOM OpraHu3alud C YIVIOBBIM U
IPOJOJIbHBIM BapHAHTAMU PACIIONOKEHHUSL.
54. CocraButs ycTtas opranuzauuu coriaacHo ['OCTy P 6.30-2003.
55. CocTaBUTh NPOEKT PACHOPSKEHUS.
56. CocTaBUTb IIPOEKT MPHUKA3a 10 OCHOBHOM J€SATEIBHOCTH.
57. CocTaBUTh POEKT PELICHHUS.
58. CocTaBUTh MPOEKT IOKIAJHOMN U CIYKEOHON 3aIUCKH.
59. CocTaBuTh IPOEKT MPOTOKOJIA.
60. OpopMHUTE U 3aMIOJHUTH MPOEKT MPHUKA30B M0 JIUYHOMY COCTaBYy (IpUKa3 O mpHUeMe Ha
paboTy, mpuKa3 o rnepeBojie pabOTHHUKA Ha JAPYTyro padoTy).



61.
62.
63.
64.
65.
66.
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.

18

OdopMHTE U 3aMOIHUTH MPOEKT MPUKA30B T10 JIMYHOMY COCTaBy (TPUKa3 O MPEeKpaIeHuu
TPYZOBOTO JOroBOpa ¢ pabOTHUKOM, IPHUKA3 O MOOLIPEHUH PAOOTHHUKA).

OdopMHTB U 3aMTOTHUTH MPOEKT MPUKA30B 0 JTUYHOMY COCTaBY (IIPUKa3 O HAIPABICHUU
pabOTHHKA B KOMaHAMPOBKY, IPUKA3 O MPEJOCTaBICHUH OTIyCKa paOOTHHKY)

OdopMHTB 3aNIOTHUTH MPOEKT MITATHOTO PACITUCAHUS.

OdopmMUTh U 3aM0ITHUTH NPOEKT IpaduKa OTIYCKOB.

OdopMHTD U 3aMOIHUTH MPOEKT JIMYHON KAPTOUKH.

OdopMuTh M 3aMOJHUTH MPOEKT KOMAHAMPOBOYHOTO YJOCTOBEPEHMs, CIIy>KEOHOTO
3aJaHus [T HAIIPaBJICHUS] B KOMAaHAUPOBKY M OTYETA O €r0 BBHITOJHEHHH.

OdopmuTh HaaneKXaMM 00pa30M MOJIHYI0 KOMHIO O(QUIIUATBHOTO JOKYMEHTA, BBIMHUCKY
U3 OUIMAIBHOTO I0KYMEHTA.

OdopMUTB U 3aMOIHUTH MPOEKT JKypHaIa BXOAMIEH TOKYMEHTALNH.

OdopMHTB U 3aMOIHUTH MPOEKT KypHAJIA UCXOISAIICH JOKYMEHTAIHH.

OdopMUTh U 3aM0IHUTH IPOEKT HOMEHKJIATYPHI 1l JIFo00ro BUAA.

OdopMHTB U 3aMOIHUTH MPOEKT OMUCH JIEJT JIF000TO BUA.

OdopMUTB U 3aM0IHUTH NPOEKT OOJIOKKH JieJia, 3aBEPUTEIbHOIO JIUCTA Jefa.

OdopMHTE U 3aMOIHUTH MPOEKT aKTa O MpUEMe-Tiepeaade JOKyMEHTOB Ha MOCTOSHHOE
XpaHEHUE B apXUB.

OdopMHTh U 3aMOJHUTH NPOEKT aKTa O BBLICICHUU K YHHUTOXEHHIO JOKYMEHTOB, HE
HOJUIeKALMX XPAHEHUIO.

OdopMHTB U 3aMOIHUTH POEKT CAATOYHON OMUCH JIEIT.

PaccmoTtpers  cTpykTypa W (QYHKUMM  HOJpPA3JCIEeHUH MO  3JIEKTPOHHOMY
JOKYMEHTAIIMOHHOMY OOCITY)KHBAHUIO YUPEKICHUH.

PaccmoTtpers mpaBuiia  mpueMa U OOpabOTKM  MMOCTYMAMOLIEH  3JIEKTPOHHOU
KOPPECTIOHICHIINH, WX BIMSHHAE HA OPTaHMU3aLMIO IBHKCHUS TOKyMeHTOB. Hanpasienue
3JIEKTPOHHBIX JJOKYMEHTOB Ha UCIIOJIHEHUE

PaccmoTpeTrs  0COOEHHOCTHM  AJIGKTPOHHOTO  JOKYMEHTOOOOpPOTa  COBPEMEHHBIX
yupexaeHuil. OCHOBHbIE HalPaBJIECHUs COBEPLICHCTBOBAHMS JOKYMEHTOO00POTA.
PaccmoTpeTs pOopMBI perucTpaiiiy JIEKTPOHHBIX JOKYMEHTOB, €€ OPTaHU3aIHIo.
PaccmoTpeTh B3aMMOCBSI3b HIPOLIECCOB PETUCTPALMM U KOHTPOJIA 32 MCIOJHEHHEM
AJIEKTPOHHBIX JOKYMEHTOB.

PaccMoTpeTh CpaBHUTENbHBIE XAPAKTEPUCTHKH (OPM PErucTpalud >JIEKTPOHHBIX U
TPaIUIMOHHBIX JOKYMEHTOB. COCTaB MH(OpPMAIIHH.

PaccMoTpeTh TEXHOIOTHIO KOHTPOJIS 32 UCIIOJHEHUEM 3JIEKTPOHHBIX IOKYMEHTOB.
PaccmoTpeTs 3akOHOAATENBbHBIE aKThI, PETJIaMEHTHPYIOIUE paboTy ¢ MUChMaMH,
Kanmo0amH, 3asBICHUAMU IPAXKAaH, MOCTYNHUBILUX 10 KaHaJIaM 3JIEKTPOHHOH 1oyTe.
OxapakTepu30BaTh TEXHOJOTHH pPabOTBl € MUChbMAaMH, XKajloOaMH | 3asBICHUSMHU
rpakJiaH, NOCTYIUBUIMX 110 KaHajlaM 3JIEKTPOHHON IOYTe.

O00CHOBaTh METOJIUKY COCTABJICHHUS HOMEHKJIATYPHI JIEJ JUIsl SJIEKTPOHHBIX TOKYMEHTOB.
3HayeHHe HOMEHKJIATYpPhl A€ B TEXHOJIOTUU paboThl C JOKYMEHTaMHU.

OdopMHTB dKCTIEPTH3Y LICHHOCTHU AJIEKTPOHHBIX JOKYMEHTOB B JICJIOTIPOU3BOICTBE.
PaccMoTpeTh 37eKTPOHHYIO TOKYMEHTALIMIO U 3JIEKTPOHHBIN apXUB.

3aroyiHeHNEe OCHOBHBIX CIPAaBOYHHKOB B CHUCTEME JJIEKTPOHHOTO JOKYMEHTOOOOpOTa
DocsVision.

Co3naHue 1 KOPPEKTUPOBKA JOKYMEHTOB B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa
DocsVision.

XpaHeHue U OUCK JOKYMEHTOB, KOHTPOJIb 3@ UX UCIOJHEHUEM B CUCTEME JIEKTPOHHOIO
nokymentoobopora DocsVision.

Onucath MHOOPMALIMOHHYIO MOJIEIb 3JIEKTPOHHOT0O Oduca.

VYKa3aTe OTJINYUTENBHBIE 0COOCHHOCTH 3JIbHOTO MIPUHITUIIA OPTaHU3aLUH TPYAA.
[lepeuncnauTh OCHOBHBIE U BCIIOMOTaTeIbHbIE (DYHKIMH 3JIEKTPOHHOIO oduca.

OnwucaTh KOMMYHHUKAIIMOHHYIO MOJIEIb SJIEKTPOHHOTO odrca.
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VYkazarb OTJIMUUTEIbHBIE 0OCOOCHHOCTH KAOMHETHOTO MPUHIIUIIA OPTAaHU3AUU TPYIA.
Ipumenamo memoouxy cocmagienus OyxeaimepcKux pe2ucmpos u OmyemHuix opm, Ha
OCHOBe NPpUMEHeNUsI HOPM OelCmEYIoue20 3aKOH00amenbLCmad.

Ucnonvzoeams memoouxy cocmagnenus epaguxa O0oKymMeHmoobopoma 8 yensax
Oyxeanmepcko2o yuema
Ipumenamo memoouKy cocmagienust 00JIHCHOCMHOU UHCMPYKYuU Oyxeanmepa.

Ogopmnams 0oepeHHoCmb HA NOIYHYEHUe MAMEPUANbHbIX YEHHOCMel U NOoy4ams
HABbIKU 0€l08blX KOMMYHUKAYUL 8 YCMHOU U NUCbMEHHOU ¢hopme HA pPYcCKOM U
UHOCMPAHHOM A3bIKAX.

100.C yuemom Hasbiko8 0e10680U KOMMYHUKUYUU U OYXealimepcKo2o yiema ogopmisims

npUKasa 0 NPemMuposanuu COmpyoOHuKo8 0yxeaimepuu.
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