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51.0.03.01 «JJoKkyMeHTaLMOHHOe obecneyeHue ynpaBiaeHUn»

Paboyaa nporpamMmma gucumnauHel paspaboTaHa B cooTBeTCcTBMK C TpeboBaHuamm ®rOC BO no
HanpaBAEeHWO MOAroTOBKU (crneumnanbHocTn) 38.03.02 MeHep >XMEHT, YTBEPXAEHHOr0 MNPUKA30M
MuHucTepcTBa obpasoBaHua 1 Hayku PO oT Ne 7 ot 12.01.2016 v cooTBeTCTBYylOLLEro y4yebHOro nnaHa.

PaspaboTumk PMNA:

[oueHT, KaHanaaT
3KOHOMUYECKNX HayK, OOLEHT

(BOMKHOCTb, CTENeHb, y4eHoe 3BaHue)

3aBenyowni Kadpenpow

COl'JTACOBAHO:

[pencenatens MeTOANYECKOrO COBETA
thakynbTeTa / MHCTUTYTa (1A y4yebHo-

MeTOoANYeCKON KOMUCCUN)

PykoBoguTesnb obpa3oBaTenbHON

nporpaMmmbl

A.B BonkopaeBa

(®no)

A.A. Manadhees, kaHangaT
3KOHOMUYECKUX HayK, OOLLEeHT

(®UO, cTeneHb, yyeHoe 3BaHue)

A.A Manadhees, kaHangaT
3KOHOMUYECKUX HayK, OOLEHT

(PUO, cTeneHb, y4yeHoe 3BaHMe)

A.A. ManacheeB, KaHaAnaoaT
3KOHOMUYECKMX HaYK, OOLEHT

(PUO, cTeneHb, y4yeHoe 3BaHMe)
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1. MNepeyeHb NnaHUpyeMbIX pe3ynbTaToB 00y4eHUs Nno gucuunamHe (Moaynio),
COOTHECEHHbIX C NJaHUPyeMbiMU pe3ysibTaTaMu 0CBOeHUA obpa3oBaTeNbHOM

nporpamMmbi

HauMmeHoBaHue
KaTeropum
(rpynnbl)
KOMMNeTeHLUnn

Kon un
HauMeHOBaHue
KOMMNEeTeHLUU

Kon n HauMeHoBaHue
MHAMUKaATOpPa AOCTUKEHMS
KOMMNeTeHLUUHU

Pe3ynbTaTbl 00yyeHus
(3HaTb, yMeTb, BnapeTh,
COOTHeCeHHble C
MHOMKATOpPaMHM
DOCTUIXKEHUSA
KOMMNEeTeHL M)

ObuienpoteccroHanbHble KOMMNETEHLUN

ONK-5 CrnocobeH
MCNOJIb30BaTh Npu
peLleHnm
npogeccnoHabHbl
X 3afad
COBpeMeHHble
NHMOPMALNOHHbIE
TeXHOJIornm u
nporpaMMHble
CpeLCTBa, BKJOYas
ynpasneHune
KPYMHbIMK
MaccuBamu
LaHHbIX N UX
NHTEeIeKTyasbHbl
N aHanus.

OMNK-5.1 cnonb3yet
COBpPEMEHHbIe
NHMOPMALIMOHHbIE
TEXHONOrMM 1N NPOrpaMMHble
CpefCTBa Npu peLeHnn
npoheccnoHalsbHbIX 3a4au

VHMBepcaanble KOMMNeTeHUNN

YK-2 CnocobeH
onpenensTb Kpyr
3a4a4 B pamMkax
MOCTaBJ/IEHHOMN
uenu v BblbupaThb
OMTUMaJIbHbIE
crnocobbl nx
pelleHns, ncxoas
N3 OENCTBYOLLNX
NpPaBOBbIX HOPM,
NMEOLLNXCS
pecypcos u
OrpaHNyYeHunn

YK-2.2 BuibupaeT Hanbonee
3(ppeKTMBHbIN cnocob
pelleHnsa 3aaay, yYnTbiBas
OelCTBYyloLWMe NpaBoBble
HOPMbI 1 UMetoLLKecs
yCJI0BUS, pecypchbl 1
orpaHnyeHmns

BrnameTb cnocobHOCTLIO
pelwaTb 3a4ayn, Y4nTbIBas
LENCTBYIOLLNE MPaBOBbIE
HOPMbI 1 UMetoLLINecs
yCJI0BUS, pECYpChbI 1
OrpaHuW4yeHus B cmcteme
NOKYMEHTaLWOHHOr 0
obecneyeHns opraHm3aumm

3HaTb AENCTBYHOLLNE
NMpPaBOBblE HOPMbI 1
NMeloLLINeCcs yCoBms B
CMCTeMe JOKYMEHTALMOHHOIO
obecnevyeHus opraHmzauum

YMeTb BblbnpaTh Hanbonee
3h(heKTMBHBIN Cnocob
pelLeHns 3aay, y4nThbiBas
JNeNCTBYIOLLNE MPABOBbIE
HOPMbI 1 UMetoLLINecs
YCJI0BUSI, PECYPChI 1
OrpaHNYeHus B cucteme
NOKYMEHTaLNOHHOr o
obecnevyeHuns opraHmzauum




YK-4 CnocobeH
OCYLLEeCTBNATb
[enoByto
KOMMYHMKaLMIO B
YCTHOW ”
MUCbMEHHOMN
¢opmMax Ha
roCyAapCcTBEHHOM
s13blke Poccuiickon
Qepepauynn n
NHOCTPaHHOM(bIX)
a3blke(ax)

YK-4.1 lemoHCTpupyeT
ymMeHune Bectu obmeH
[LenoBon nHpopmaLlnen B
YCTHOM U MNCbMEHHOMN
dopmax Ha rocyLapCTBeHHOM
A3blKe

BnageTb cnocobHOCTbIO
BeCTn obMeH nenoson
NHopMaLMen B YCTHOW 1
NMUCbMEHHOW hopMax Ha
roCyfapCTBEHHOM fSi3bIKe.

3HaTb OCHOBbLI 06MeHa
LLenoBow nHgpopmaLmen B
YCTHOM 1 MNCbMEHHON
hopmax Ha rocyfapCTBEHHOM
A3blKe

YMeTb BeCTu 0O6MeH [es0BoN
NHopMaumen B yCTHOM U
NMUCbMEHHOW hopMax Ha
roCyapCTBEHHOM fi3biKe.

2. MecTo gucuunauHbl (Mopyns) B CTPYKType obpa3oBaTesibHOW NPOrpaMMmbl

MecTo oucUMMInHLI (MOAYAs) B CTPYKType 0bpa3oBaTesibHON NporpaMMbl: obsizaTesibHas YacTb

Kop,
KoMn
eTeH

uumn

MpepawecTeylowme
AUCLUMIUHBI

MapannenbHoO ocBaMBaeMble
AUCUUNJIUHDbI

nOCﬂeAYIOI.I.IMe OUCUUMJIUHDI

OnkK-5

NHpopMaLmoHHbIe TEXHOIOr UK B
3KOHOMMKE N yNpaBAeHUN;
MoAroToBKa K npouenype 3allnTol
1 3ali1Ta BbIMYCKHOM
KBanNVKaLMOHHON paboThl;
Mpon3BoACTBEHHasA NpaKThKa:
TexHonornmyeckas (MpoeKkTHo-
TEXHO0rn4yeckas) NpakTrKa;
CraTucTtrka

YK-2

MNpaBoBefeHMe; DKOHOMUYECKas
Teopus

MoLroToBKa K nMpoLeaype 3alnThl
1 3alLMTa BbIMYCKHOW
KBanMVKaLMOHHON paboThl;
MpPaKTUKO-OPUEHTUPOBAHHBIN
npoekT; TpyaoBoe npaso; YyebHas
NPaKkTUKa: NPOeKTHas NpakTUKa

YK-4

WHoCTpaHHbIN 93biK; OCHOBSI
fenoson 1 ny6anyHowm
KOMMYHUKaLK

MIHOCTpaHHbI 53bIK; IHOCTPaHHbIN
A3blK NPOECCMOHANbHOI0
obuieHuns; MoaroToBka K
npouenype 3alnThl 1 3alUnTa
BbIMYCKHOW KBaJIMPUKALNOHHON
paboThl

3. 06beM aucumMnaunHbl (MOAyNA) B 3a4€THbIX € AUHULLAX C YKa3aHMeM KoaM4yecTBa
aKajeMU4yeCcKUX 4YacoB, BbiAeJ/IeHHbIX HA KOHTAKTHYIO paboTy oby4yalowumxcs ¢
npenopgasaTesieM (N0 BUpaM y4eOHbIX 3aHATUMMA) U HA CAMOCTOATEJIbHYIO paboTy

obyuvarowmxcs




" 1 cemecTp 2 ceMecTp
cero 4yacos
yacos / yacos /
. / 4yacoB B
Bup yuebHon paboTbl - 4acoB B 4acoB B
3/1eKTPOHHOM . .
dbopme 3N1eKTPOHHOM | 3JIEKTPOHHOM
¢dopme ¢dopme
Ay.u,uTopHa.u KOHTaKTHaa pabora (Bcero), 80 32 48
B TOM Yucne:
JNlekuunn 32 16 16
MpakTuyeckne 3aHATUS 48 16 32
CamocTosaTenbHas paborta (Bcero), 172 76 96
B TOM YucCne:
NoAroTOBKa K NMPaKTUYECKUM 3aHATUAM 172 76 96
KoHTponb 36 0 36
NToro: 4yac 288 108 180
WTtoro: 3.e. 8 3 5

4. Copep>XaHue aMcuUMNIuHbI (MOayns), CTPYKTypupoBaHHOe no TeMaM (paspenam),
C YKa3aHuMeM OTBe[eHHOro Ha HUX KOJInYecTBa akaaeMU4eCKUX 4YacoB U BUJ,0B
y4eOHbIX 3aHATUN

Bupbl yuebHOM
HarpysKku u ux

Ne HauMeHoBaHMWe pa3gena AUCLUNIMHDI TPYAOEMKOCTb, Hachl

paspena
n3 | np|n3|cpc|Beere
Yyacos
MOHATME N CYLLHOCTb AOKYMEHTaLUMOHHOro obecneyeHuns
1 ynpasieHns B 0eATesIbHOCTU opraHu3auun. HopMaTrBHO- 6lolel3s 50
npaBoBas 6a3a AOKYMeHTaLMOHHOro obecneyeHmns ynpaBieHns
B [eATeNbHOCTU OpraHunsaumnm
2 Knaccudukaums goKkyMmeHToB. TpeboBaHMA K OpraHn3aLMoHHO- 10l 0l10] 38 58

yrnpaBneHYeCcKoi JOKyMeHTaLmMn. MNpaBkKa JOKYMEHTOB

®yHKUUN cnyxbbl LOKYMEHTaUNOHHOI0 obecneyeHuns
3 ynpaBaeHns 1 opraHm3aumm gokymeHtoobopoTta. OpraHmsauma | 10| O [ 10| 48 68
KaZpoBoOro AoKymMeHToobopoTa

4 KoH(huaeHUManbHOCTh U 3almTa MHpopMaLum, cogepxxallencs
B OOKYMEHTax OpraHu3aunmn. INeKTPOHHbIA JOKYMeHToo6opoT

Koutposnb| O [ O | O 0 36

Wtoro| 32| 0 | 48| 172 | 288

4.1 Copep>xaHue NEeKLUNOHHbIX 3aHATUHN

Konunyectso

Ne Copep>xaHue nekuum yacoB /
3aHATUS HaumeHoBaHue paspena Tema nekuum (nepeyeHb AMAAKTUYECKUX eANHNLL: 4acoBB
paccMaTprBaeMbIX MOATEM, BOMNPOCOB) | 3aneKTpOHHOK

popme

1 cemecTp




MoHsATVE 1 CYLLHOCTb
NOKYMEHTaLNOHHOM 0
obecneyeHns ynpasneHus B
DeATeNbHOCTN OpraHn3aLmun.

MOHSATUE 1 CYLWHOCTb
LLOKYMEHTaLMOHHOro obecneyeHuns

MoHATnS «OOKYMEHT»,
«[0OKYMEHTNpOBaHMe»,
«[0KYMeHTaLnoHHoe obecneyeHne

1 2
HopmaTuBHO-npasoBas 6a3a yrpaBieHuns B AeATeNbHOCTH yNpaBAEHNS», «yHUDUKaLUN»,
LOKYMEHTaLMOHHOro opraHu3saumm «CTaHZapTu3aumsa», «baaHK JOKYMeHTa».
obecneyeHnsa ynpasaeHus B OCHOBHble (hyHKLMN LOKYMEHTa.

LesTeNbHOCTM opraHm3auum
MoHATME U CYLLHOCTb .
yu FOCT P 7.0.97-2016. «HaunoHanbHbIA

LOKYMEHTaLNOHHOr o LT

cTaHpapT Poccuinckon ®epepaum.
obecneyeHns ynpasneHus B

Cuctema CcTaHAapTOB MO MHGOPMaLuK,
LeaTeNIbHOCTY OpraHu3aLuu.

2 HopmaTueHo-npasosas 6a3a rocTt 6rbnnoTe4HOMyY 1 U3[aTENbCKOMY feny. 2

[1OKYMEHTALIMOHHOro OpraHu3aunoHHo-pacnopaanTenbHas

y LOKyMeHTauus. TpeboBaHus kK
obecneyeHns ynpasneHus B

0hOopPMJIEHNIO [LOKYMEHTOB»

LesTeNbHOCTM OpraHm3auum
MoHATME U CYLLHOCTb 3aKoHoAaTesIbHOe peryimpoBaHue.
LIOKYMEHTaLMOHHOro CraHpapTu3auns. Pa3paboTka
obecneyeHns ynpasneHus B HopmaTnBHo-npaBoBas 6a3a HOPMaTWNBHO-METOANYECKNX [OKYMEHTOB.

3 LeaTeNbHOCTY OpraHu3aLuu. [IOKyMeHTaLoHHoro obecneyeHns ®3 «06 nHthopMaLnu, NHHOPMALIMOHHBIX 5
HopmaTuBHO-npaBoBas 6a3a yrpaBieHns B feATeNbHOCTH TEXHOJIOrMAX U 0 3aLyuTe HhopMaLum»,
[OKYMEHTaLVOHHOro opraHusauumn ®3 «06 nHhopmMaLmm, MHHOPMALMOHHBIX
obecneyeHns ynpasneHus B TEXHOJIOrMAX 1 0 3aLyuTe nHhopmaLumn»
LeAaTeNbHOCTY OpraHn3auunm n op.

Knaccndukaumm OKYMEHTOB: Mo

cnocoby JoKymMeHTauuu, no chepe
Knaccngukauuns LOKYMEHTOB. Y RoKy U bep

MCMOJIb30BaHNA, N0 MECTY COCTaBNIeHUS,
TpeboBaHUA K OpraH13aLMOHHO-

4 ° Knaccuukaumns [OKYMeHTOB no orpaHuyeHunio 4ocTyna, no 2

yrnpaBJieHYeCKoN AOKYMeHTaLuuu. .
MPOUCXOXAEHWIO, MO OPUANYECKON
MpaBka [OKYMEHTOB
3HaYMMOCTK, MO U3JI0XKEHUIO, MO CPOKaM
XpaHeHus
ObecneyeHmne OPUANYECKON CUbI
nokymeHTa. Co3aaHne ycnosum gns
ornepaTUBHOMO NCMOSHEHNS [OKYMEHTOB.
Knaccndukaums [OKyMeHTOB. B0O3MOXXHOCTb ONepaTUBHOIr0 NouCKa
TpeboBaHusi ohopmneHus
TpeboBaHUA K OpraH13aLMOHHO- LIOKyMeHTa. BO3MOXHOCTb

5 ° OpraHun3aL/oHHO-PacnopPAANTENbHbIX 2

yrpaBJ/leH4eCKoN LOKYMeHTauuu. [10KYMEHTOB MCMoJib30BaHUA A5 CO3AaHuA,
MpaBKa [OKYMEHTOB KonupoBaHus, 06paboTKn fOKYMeHTOB
cpefcTBa oprrexHuku. ObecneyeHve
Ka4yeCTBEHHOr0 BHELLHero Buaa
LOKyMeHTa
KpaTKOCTb 1 KOMNAKTHOCTb M3/10)KeHUS
ohuumanbHOro Matepmana. TOYHOCTb U
Knaccndukaums LOKYMEHTOB.
onpeneseHHOCTb (POPMYJSIMPOBOK,
TpeboBaHUA K OpraHn3aLUMoHHO- | TpeboBaHMSA K TeKCTaM Ciy>KebHbIX
6 ° 0HO3HA4YHOCTb ¥ efnHoobpasne 2
yrpaB/ieH4YeCKoN JOKYMeHTaunuun. | LOKYMeHTOB
TepMUHOB. lMocsiefoBaTesIbHOCTb
MpaBKa [OKYMEHTOB
NCMOJIb30BaHNSA TEXHUYECKUX MPUemMoB
npaBoTBOPYeCTBa
Knaccngukauuns LOKYMEHTOB.

7 TpeboBaHUs K OpraHn3aLMOHHO- PenakTopckas npaBka Cy>KebHbIX [poBepka 1 ncnpassieHne TekcTa. ITanbl 2

yrpaBAeHYeCKoN JOKYMeHTaunun. | LOKYMeHTOB penaKkTUpoBaHus.

[paBKa fOKYMEHTOB

Knaccndukaums [OKyMeHTOB.

TpeboBaHUA K OpraH13aLMOHHO- MpaBka-Bbl4nTKa. [paBKa-cokpaLLeHus.

8 - Buabl npaBkn AOKYMEHTOB 2
yrpaB/IeHYECKON AOKYMEHTaL N, MpaBka-obpaboTka. MpaBka-nepepenka.

[paBKa LOKYyMeHTOB
WUToro 3a cemecTtp: 16
2 cemecTp

DYHKLUN CyKObl

TunoBble OpraHn3aLMOHHbIe CTPYKTYPbI
LOKYMEHTaLMOHHOro

cnyx6bl OY. YnpaBneHve genamu.
obecneyeHns ynpasneHus un Cny>x6a [LOKYyMeHTaLNOHHOr0 .

9 KaHuenspus. O6bwuin otaen. CekpeTapb 2

opraHusaumu fokymeHToobopoTa. | obecneyeHuns ynpaBieHus

yypexaeHus. Llenn n 3apayn cnyxobl
OpraHu3auus KagpoBoro oy
LoKymeHToobopoTa
OyHKLUN CyxObbl
LOKYMEHTaLMOHHOro JokymeHTo0b0pOT. OpraHu3sauus
obecneyeHns ynpaBneHus un okyMeHToobopoTa. MpuHUMNbI

10 ynp LlokymeHTo060pOT AoKky P . 2
opraHusaumy okymeHToobopoTa. opraHusaumy foKymeHToobopoTa.

OpraHu3auus KagpoBoro [naBHOe NpaBuio AoKyMeHToobopoTa
LloKymeHToobopoTa
DyHKLUN CnyxObl
yHKU y [JOKyMeHTOMNOTOK. [JoKyMEHTOMOTOKM Mo
LOKYMEHTaLNOHHOr0
HanmpasieHMNIO 11 MO OTHOLLIEHMIO K
obecneyeHns ynpasneHus un
11 J[IOKYMEeHTONOTOK ynpasiieH4yeckomy 06bekTy. Obbem 2

opraHv3auun fokymeHToobopoTa.
OpraHu3auus KagpoBoro
nokymeHToobopoTa

DOKyMeHToob0opoTa. Y4eT BHyTpeHHero
rogoBoro gokymeHtoobopoTa.




®OyHKLUMN CNyObI
LOKYMEHTaLNOHHOr o
obecneyeHns ynpasneHus un

Tpynoson forosop. TpyAoBas KHVKKa.

12 [lokyMeHTaLms no JM4HOMYy cocTaBy | JinyHoe geno. JIMCTOoK no y4eTy KaLpoB. 2
opraHusaumn joKymeHToobopoTa. MpKa3 1o AMYHOMY COCTaB
OpraHu3auusa Kagposoro Y Y
nokymeHToobopoTa
DYHKLUN CyKObl
[10KYMEHTALMOHHOFO [oOKyMeHTVpoBaHNe [eATeNbHOCTH Mo
npuemMy 1 yBOJIbHEHMIO KapoB
obecneyeHns ynpasneHus un [loKyMeHTVpoBaHNe feATeNbHOCTY C
13 [OKyMeHTVpoBaHNe [eAaTeNlbHOCTY Mo 2
opraHusaumun foKymeHToobopoTa. | KafpoBbiM COCTaBOM .
poTaunn KaapoB. BHeceHue n3MeHeHNn B
OpraHu3auus Kafposoro
LI0KyMEHTO060pOTa LOKYMEHTaLMIo NOSIMYHOMY COCTaBy
KoHMhraeHUnanbHOCTb 1 3alunTa KoHthmaeHunanbLHoe 1en0npon3soAcTBO
dupeu ALY KoHunaeHuanbHOCTb 1 3amuTa duneHu o€ A P A
MHopMaL MK, coaepxKaLlencs B o Kommepyeckas TanHa. MeponpuaTtus no
14 NHOpMaL MK, cogepxxaLlencs B 2
LIOKYMeHTax opraHusauum. 3awmTe nHpopmaumn. OpraHmsauum
; [OKYMeHTax opraHusauum
SNeKTPOHHbIA AOKYMeHToobopoT XpaHeHus
KoHhmaeHunanbHoCTb 1 3alunTa
duaeHu AL Buabl 3neKTPOHHbLIX OKYMEHTOB.
NH(opMaLun, coaepallencs B .
15 [IOKYMEHTAX OpraHN3aLIMM DJIEKTPOHHbIA LOKYMEHT TpeboBaHUS K 31EKTPOHHbLIM 2
Y op : [OKYMEHTaM.
SNEKTPOHHbIN JOKYMeHT0060poT
3akoHoaaTenbHas 6aza no ohopMIeHuto
KoHhmaeHUManbHOCTb 1 3alunTa 9
MHBOPMALIMM, CONEPKALLEHCH B 1 UCMOb30BaHWIO 3/1eKTPOHHOM
16 [OKYMEHTaxX 6 FaHN3aLMM DJIeKTPOHHas Ludposas NoAnncb uncposoi noanucu. TpebosaHns n 2
y op : npasuia UCMOb30BaHNS 31€KTPOHHON
ONeKTPOHHbI AOKYMeHToobopoT o
LncpoBoN moanucK
WTtoro 3a cemecTp: 16
WTtoro: 32
4.2 Copep>xaHue nabopaTopHbIX 3aHATUM
YyebHble 3aHATNS He peannsyrTcA.
4.3 Copep>XaHue NpakTU4YeCKUX 3aHATUH
Konuuyectso
Ne Copepi>XaHue NPaKTUYECKOro 3aHATUA yacos /
saua}un HaumeHoBaHue paspena TeMa NpaKTM4eCKOro 3aHATUA (mepeyeHb ANAAKTUYECKUX eAnHUL: 4acos B
paccMaTpuBaeMblX NOATEM, BOMPOCOB) | 3/1I@KTPOHHOM
popme
1 cemecTp
MoHATME U CYLLHOCTb
LOKYMEeHTaLMOHHOro MMOHATUA «[OKYMEHT»,
obecneyeHns ynpaBneHus B MoHATUE U CYLLHOCTb «[JOKYMEHTUPOBaHMNe»,
1 LeaTeNbHOCTY OpraHu3aLuu. [IOKyMeHTaLoHHoro obecneyeHns «JI0KyMeHTaLMoHHoe obecrneyeHne 5
HopmaTvBHO-npaBoBas ba3a yrpaBieHns B AeATeNbHOCTH yNpaBieHns», «yHUUKauna»
LOKYMEHTaLNOHHOr o opraHusauuu "cTaHpapTU3auna», «bnaHk JOKyMeHTa»
obecneyeHns ynpasneHus B OcCHOBHble (hyHKLMMN JOKYMEHTa.
LeAaTeNIbHOCTY OpraHun3auum
MoHATNE 1 CyLLHOCTb <
110K MEHTauﬁ%LHOFO [OCT P 7.0.97-2016. «HaumnoHaNbHbIN
Y CTaHpapT Poccuinckon depepaunu.
obecneyeHns ynpaBneHus B
CucTtema CTaHAapTOB MO MHGopMaLuu,
LesTeNIbHOCTN opraHu3auunm
2 FoCT 61bMoTeYHOMY 1 M3OaTENbCKOMY Leny. 2
HopmaTnBHO-npaBoBas 6a3a
OKYMEHTALMOHHOIO OpraHu3aunoHHo-pacnopaanTenbHas
y LOKyMeHTauus. TpeboBaHus K
obecneyeHns ynpasneHus B
0hopPMJIEHNIO [LOKYMEHTOB»
LeAaTeNbHOCTY OpraHun3auum
MoHsATHNE 1 CYLLHOCTb 3akoHoAaTeIbHOE perympoBaHune
LOKYMEHTaLMOHHOro CraHpapTu3auus. PaspaboTka
obecneyeHns ynpaBneHus B HopmaTuBHo-npaBoBas 6a3a HOPMaTWBHO-METOANYECKNX JOKYMEHTOB
3 LesTeNbHOCTU OpraHn3auun. [IOKyMeHTaLuoHHoro obecneyeHns ®3 «06 nHopMaL My, NHHOPMALIMOHHBIX 2
HopmaTnBHO-npaBoBas 6a3a yrnpaBfieHus B AeATebHOCTY TEXHONOrnAX 1 0 3aLunTe NHopMaLMmn»,
L[OKYMEeHTaLMOHHOro opraHu3saumm ®3 «06 nHhopMaL My, NHEHOPMALIMOHHBIX
obecneyeHns ynpaBneHus B TEXHOJIOrUAX 1 0 3aLnTe NHopMaLNn»
LeaTeNbHOCTY OpraHun3auum nnop
Knaccndukauuy LOKYMEHTOB: Mo
cnocoby AoKymeHTauum, no cepe
Knaccngukaums LOKYMEHTOB. Y AoKy H (bep
1CM0JIb30BaHNA, N0 MECTY COCTaBNEHUS,
TpeboBaHUs K OpraHn3aLMOHHO-
4 Knaccuukaums LoKyMeHTOB Mo orpaHMYeHunto 4ocTyna, no 2

yrpaB/eHYeCKoN JOKYMeHTaLum.
lNpaBka LOKYMEHTOB

NMPOUCX0XXAEHWNIO, MO 0PUANYECKOIA
3HAYYMOCTW, MO U3J10XKEHMIO, MO CPOKAM
XpaHeHus




Knaccngukauuns LOKYMEHTOB.
TpeboBaHUs K OpraHn3aLMOHHO-

TpebosaHusa odopmaeHus

ObecneyeHmne IOPUANYECKON CbI
noKymeHTa. Co3faHune ycnosuin ans
onepaTUBHOIO NCMOJIHEHNS AOKYMEHTOB.
B0o3MOXXHOCTb OnepaTrnBHOro Nnoncka
[OKyMeHTa. BO3MOXHOCTb

5 ° OpraHn3auUnoHHO-pacnopsaanTebHbIX 2
yrnpaB/eHYeCKON JOKYMEeHTaLum. OKYMEHTOB 1CMOJIb30BaHWA ANS CO34aHue,
[paBKa OKYMeHTOB ¥ KonmpoBaHus, 06paboTKy JOKYMEHTOB
cpencTBa oprrexHuku. ObecneyeHne
Ka4yeCTBEHHOr0 BHELUHEero BMaa
LOKyMeHTa
KpaTKOCTb 1 KOMMNAKTHOCTb 13/10)KEHUSA
Knaccndukaums 4OKyMeHTOB. ohuLmanbHOro Matepmana. TOYHOCTb U
6 TpeboBaHUA K OpraH13aLMOHHO- TpeboBaHusa K TekcTaM cnyxebHbix | onpefneneHHoOCTb hOpMYyNNPOBOK, 2
yrpaB/IeH4YeCKO AOKYMEHTaLUMN. | JOKYMEHTOB 0[IHO3Ha4YHOCTb 1 efuHoobpasue
lpaBKa [OKYMEHTOB TepMUHOB. MNocnenoBaTelbHOCTb
MCMOJIb30BaHNA TEXH
Knaccndukaumns LOKYMEHTOB.
7 TpeboBaHUA K OpraH13aLMOHHO- PenakTopckas npaBka Ciny»ebHbix [poBepka 1 ncnpassieHve TekcTa. ATanbl 5
yrnpaB/iieH4YeCKol AOKYMEeHTaLUnN. | JOKYMEHTOB penakTUpoBaHus.
MpaBKa [OKYMEHTOB
Knaccngukaums LOKYMEHTOB.
TpeboBaHUs K OpraHn3aLMOHHO- MNpaBka-Bbl4UTKa. [TpaBKa-cokpaLLleHuns.
8 ° Buabl NnpaBKN AOKYMEHTOB 2
yrpaB/eHYeCKoN JOKYMeHTaLuu. MpaBka-obpaboTka. MpaBka-nepeaeska
[paBKa fOKYMEHTOB
WTtoro 3a cemecTp: 16
2 cemecTp
®OyHKLUMN CyKObl
Tunosble OpraHn3aLMOHHbIE CTPYKTYPbI
LNIOKYMEHTaLMOHHOr o
cnyx6bl I0Y. YnpaBneHve genamu.
obecneyeHns ynpasneHus un Cny»xx6a LOKYMEHTaLMOHHOIr0 o
9 KaHuenapus. 06bwuint otaen. CekpeTapb 2
opraHusaumn joKymeHToobopoTa. | obecneyeHns ynpasiaeHus
yupexaeHus. Llenn n 3agaym cnyxobbl
OpraHu3auusa Kagposoro oy
nokymeHToobopoTa
®yHKLUMN CNyObl
LNOKYMEHTaLMOHHOro JokymeHTOo060pOT. OpraHun3sauus
obecneyeHns ynpasneHus un oKymeHToobopoTa. MpuHUMNbI
10 ynp [lokymeHTo060pOT. Aoky P . 2
opraHusaumun oKymeHToobopoTa. opraHusaumn joKymeHToobopoTa.
OpraHu3aLus Kafposoro ['naBHOe MpaBuo AOKyMeHToobopoTa
LoOKymeHToobopoTa
DYHKLMUN CyKObl
[OKYyMeHTONOTOK. [JOKyMEeHTOMNOTOKN Mo
LOKYMEeHTaLMOHHOro
HanpaBsJ/IEHNIO U MO OTHOLLEHWIO K
obecneyeHns ynpasneHus un
11 [IOKYMEeHTONoTOoK yrnpaBieH4yeckoMy 0bbekTy. Obbem 2
opraHusaumun foKymeHToobopoTa.
LoKymeHToobopoTa. Y4eT BHyTpeHHero
OpraHu3auus KagpoBoro
rofloBoOro fOkymMmeHToobopoTa
LloKymeHToobopoTa
OyHKLUN CyxObl
LOKYMEHTaLMOHHOro .
TpynoBon foroBop. TpyLoBas KHUXKa.
obecneyeHns ynpasneHus un
12 [okyMeHTaumsa no IM4HOMY cocTaBy | JIndyHoe fesno. JINCTOK Mo y4eTy Kaapos. 2
opraHusaumu okymeHToobopoTa.
Mpuka3 no IM4HOMY COCTaBy
OpraHm3aumsa KagpoBoro
LloKymeHToobopoTa
®yHKLUMN CyObI
[lOKyMeHTpOBaHVe NeATesIbHOCTY Mo
LNIOKYMEHTaLMOHHOro
NpUeMy 1 YBOJIbHEHNIO KapoB.
obecneyeHnsa ynpaBaeHus un [loOKyMeHTUpoBaHne AesTenbHOCTH C
13 [loKyMeHTUpoBaHme feaTeIbHOCTH No 2
opraHusauum oKymMeHToob0opoTa. | KaapoBbiM COCTaBOM .
poTauuu Kagpos. BHeceHne n3mMeHeHnn B
OpraHu3auusa Kagposoro
LOKYMeHTaLMio NOANYHOMY COCTaBy
LloKyMeHToobopoTa
KoHuaeHUanbHOCTb 1 3awmuTa
dunenu vu'l KoH(mAeHUManbHOCTb U 3awmTa
NHGopMaLuK, coaepxallencs B .
14 NH(OpMaLMK, cogepxallencsa B KoHmAaeHUnanbHoe fenonpon3BoaCcTBO. 2
[IOKYMEeHTax opraHusauum.
N [IOKYMEeHTax opraHusauum
ONeKTPOHHBI AOKYMeHToobopoT
KoHhmaeHUManbHOCTb 1 3alunTa
dupenu ALY KoH(unaeHuanbHOCTb 1 3amuTa
NHopMaL MK, coaepxaLlencs B o <
15 NHOpMaL MK, cogepxxallencs B KomMmepyeckas TaHa. 2
LIOKYMeHTax opraHusauum.
N [OKYMeHTax opraHusauum
INeKTPOHHbIA AOKYMeHToobopoT
KoHpuoeHUManbLHOCTb 1 3awwmuTa
duaeHu L KoHraeHUManbHOCTb 1 3awwuTa
NHOoPMaLun, coaepxallencs B .
16 NH(opMaLuy, cogepxallencsa B MeponpusaTua no 3awmTe nHhopMaLunu. 2
LOKYMEeHTax opraHusauum.
N [OKYMeHTax opraHusauum
DNEKTPOHHbIN JOKYMeHTo0bopoT
KoHuaeHUanbHOCTb 1 3awmuTa
duaeHu v”'l KoH(mAeHUManbHOCTb U 3almTa
NHGopMaLnm, coaepxallencs B .
17 NHMOPMaLLK, cofepKaLlencs B OpraHu3auum xpaHeHus 2

LIOKYMEHTaxX OpraHu3auum.
DNEeKTPOHHBI AOKYMeHToobopoT

AOKYMeHTaX opraHusaunm




KoHduaeHUanbHOCTb 1 3almuTa
18 :g?fﬁgj;‘l%;?gjﬁgiﬁ:mm B DNEeKTPOHHbIN [OKYMEHT Buabl 3N1eKTPOHHbLIX AOKYMEHTOB. 2
ONeKTPOHHBIV AOKYMeHTo0bopoT
KoHduaeHUNanbHOCTb 1 3almnTa
1o | moopvEL COLDXAUEIAL | arexrponm gocguen Toctoaan oy z
DNEKTPOHHbIN LOKYMeHT00bopoT
KoHhmaeHunanbHoCTb 1 3alunTa
20 NHopMaL MK, coaepxallencs B SMEKTPOHHAR LUGPOBAR MOAMNCH MoHsTKe, 3HaueHve, uen n yHKLNN 2
LOKYMEHTax opraHu3sauuu. 371EKTPOHHOW L POoBOI MOAMMUCK
INEeKTPOHHBIN [OKYMeHToobopoT
KOHGMACHLMANLHOCTD 1 3awmTa 3akoHopaTesbHas 6a3a no oopmMaeHUIo
MHOPMaLIMK, COAEPKALLENCSs B .
21 OKVMEHTaX ObraH13aLmAn SJIeKTPOHHas Ludposas NoAnnCb 1 NCMOJIb30BAHNIO 3/1EKTPOHHOW 2
Aoy op L. LnpoBON MOANNCHU.
ONeKTPOHHBI AOKYMeHToobopoT
KoHpuaeHUNanbHOCTb 1 3almnTa
22 MHOPMaLIMK, CoAepKaLLencs B 3M1EKTPOHHAA LUBPOBas NOAMNCH TpeﬁOBaHMﬂvVI npasuna Necrosb3osaHua 2
[IOKYMEHTax opraHusauuu. 3/1EKTPOHHOW L POBOM NOAMMUCK
DNEKTPOHHbIN LOKYMeHT0o0bopoT
KoHpuaeHUNanbHOCTb 1 3almuTa
23 MHOPMaLIMK, COAEPKALLENCS B 3M1eKTPOHHaS LIM(POBAs MOANKMCH AHann3 NpUMEHEHN 31eKTPOHHO 2
LOKYMEHTax opraHu3sauuu. noanucm
DNEKTPOHHbIA LOKYyMeHToo6opoT
KoHuaeHUanbHOCTb 1 3awmuTa
24 ;gg’;j:jgl%;?gﬁﬁgiﬁ;mﬂ B DJIeKTPOHHaA Ludposas NoAnnch CxeMbl MOCTPOEHMS LnhpoBON MOANNCK 2
ONeKTPOHHBI AOKYMeHToobopoT
WToro 3a cemecTp: 32
WToro: 48
4.4. Copep>XaHue CaMOCTOATeNIbHOU PaboTbl
Bua Copep>XxaHue CaMOCTOATE NIbHOM
. paboThbi KonuyectBo
HaumeHoBaHue pa3pena CaMoOCTOATEeJIbHOU
paGOTbI (nepequb ANOaKTNYEeCKUX eanHnL,.: 4Yyacos
paccMaTpUBaEMbIX MOLTEM, BONMPOCOB)
1 cemecTp
MoHaTunsa «NOKYMEHT»,
«[LOKYMEHTUPOBaHMeE»,
«AO0KYMEHTaLMOoHHOe obecneyeHmne
yrnpaBaeHnsa», «yHUuunuKaumna»,
"CTaHAapTU3auna», «bnaHK LOKyMeHTa».
OcHoBHble pyHKUMN gokymeHTa. TOCT P
7.0.97-2016. «HaumnoHanbHbIA CTaHAAPT
MoHaTMe n CYWHOCTb . M
[I0KYMEHTALIMOHHOrO Poccuinckon ®epepauun. Cuctema
CTaHJapTOB Mo MHMOPMaLUK,
obecneyeHus yripaBJieHNA B
MoaroToBKa K 6I/I6J'II/IOTe‘-IHOMy N n3pnaTtesibCKoOMy feny.
0eATeNIbHOCTW opraHmnsaunn.
NPaKkTU4eCKNM OpraHu3aunoHHo-pacnopaanTesbHas 38
HopmaTnBHO-npaBoBas 6a3a
[LOKYMEHTALMOHHOr0 3aHATUAM OOKYyMeHTauunsa. TpeﬁoBava K
0(POPMJIEHNIO OKYMEHTOBY.
obecneyeHns yrnpaBneHnsa B
3aKoHoLaTeslbHOe peryanpoBaHue.
neATeNbHOCTN OpraHn3aynmn
CtaHoapTu3auus. Pa3paboTka
HOPMAaTMBHO-METOANYECKNX NOKYMEHTOB.
®3 «06 nHpopmMaLmnu, NHHOPMALIMOHHBIX
TEXHOI0rNAX 1 O 3anTe VIH(pOpMaLI,I/WI»,
®3 «06 uHhopMaLnn, MHHOPMALNOHHBIX
TEXHOJIOrMAX U 0 3alnTe HopMaLnm»
n ap.
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Knaccugukaums 0OKYMEHTOB.
TpeboBaHUS K OpraHM3aLNOHHO-
yrnpaB/ieHYeCKON AOKYMEeHTauuu.
[paBka LOKYMEHTOB

MogroToBKa K
NPaKTUYECKNM
3aHATUAM

Knaccuurkaumm LOKYMEHTOB: Mo
cnocoby foKymeHTauwmu, no cgpepe
NCMOoJIb30BaHNA, MO MECTY COCTaBEHMS,
Mo OrpaHnYeHnto 4ocTyna, no
MPONCXOXKAEHWIO, MO OPULNYECKON
3HAYMMOCTW, MO N3JI0XKEHWIO, MO CPOKaM
XpaHeHns. ObecnevyeHne LPUANYECKON
cunbl LokyMeHTa. Co3faHune ycnoBuin ons
OMepaTUBHOrO NCMOJIHEHNSA LOKYMEHTOB.
B03MO)XHOCTb onepaTUBHOro NoMcKa
LLOKyMeHTa. BO3MOXHOCTb
NCMOoJIb30BaHNA 419 CO34aHMS,
KonupoBaHus, 06paboTKn JOKYMEHTOB
CpeacTBa oprrexHuku. ObecneyeHune
Ka4yeCTBEHHOro BHELLHero Bnaa
,EI,OKyMeHTa.KpaTKOCTb N KOMMaKTHOCTb
N3/10)KEHUS 0hULMaNLEHOro MaTepuana.
TOYHOCTb 1 OonpenesieHHOCTb
(HOPMYJSINPOBOK, OLHO3HAYHOCTb 1
eanHoobpasne TEPMUHOB.
MocnenoBaTenbHOCTb NCMOb30BaHNA
TEXHNYECKUX NpruemMoB NPaBOTBOPYECTBA.
MpoBepka 1 ncnpasfieHne TekcTa. ITansl
penakTMpoBaHuA. MpaBKa-BbIYNTKA.
[paBKa-cokpaLleHus.
Mpaska[JobpaboTka. MNpaBka-nepeaesnka.

38

WToro 3a cemecTp:

76

2 cemecTp

OyHKUMMN CnyXObl
LOKYMEHTaLMOHHOMO
obecneyeHns ynpaBaeHus un

opraHu3saumy AoKyMeHToobopoTa.

OpraHu3auma KkaLpoBoro
IloKyMeHToobopoTa

MoaroToBka K
NPaKTUYECKNM
3aHATUAM

TWNoBble OpraHn3aLoHHble CTPYKTYPSbI
cnyx6bl 1OY. YnpaBneHne genamu.
KaHuenspus. 06wmn otaen. Cekpetapb
yupexaerus. Llenv n 3apayu cnyx6eo
[OY. JokymeHTo0b60pOT. OpraHunsauus
LokyMeHToobopoTa. MpuHUKMMbI
opraHu3aumn LokymeHToobopoTa.
naBHOE MpaBno LoKyMeHToobopoTa.
[loOKyMeHTONoTOK. [JOKYMEHTOMNOTOKM Mo
HanpasJIEHWIO 1 MO OTHOLLEHUIO K
ynpaBJieH4YecKoMy 06bekTy. O6beM
LOKyMeHT00bopoTa. Y4eT BHyTpeHHero
ro40BOr0 LOKyMeHToobopoTa. TpyLoBon
norosop. TpynoBas KHKKa. JinyHoe
neno. JInCctok no y4yeTty kagpos. lNprkas
no JINYHOMY COCTaBy. [JOKyMeHTUpOBaHne
[eAaTeIbHOCTY Mo NPUeMy 1 YBOJIbHEHWIO
Kagpos. [lOKyMeHTMpoBaHme
LeATeNbHOCTM No poTaLumn KaLpos.
BHeceHve n3meHeHni B LOKYMEHTaLMIO
NOJIMYHOMY COCTaBY.

48

KoHuaeHUManbHOCTb 1 3almTa
MHOPMaLMK, COAEPXKALLENCS B
LOKYMeHTax opraHm3auun.
DNEKTPOHHbIN JOKYMEHTO060pOT

MogroToBKa K
NPaKTUYECKNM
3aHATUAM

KoHuaeHUnansHoe 0enonpon3BoACTBO.
Kommepyeckas TaliHa. MeponpuaTus no
3awmTe nHpopmaunn. OpraHusaumm
XpaHeHus. Buabl 31eKTPOHHbIX
IOKyMeHTOB. TpeboBaHus K
3NEKTPOHHBLIM OOKYMeHTaM. [oHATHE,
3HaYeHue, uenu n yHKUUN 311eKTPOHHON
LMGpPOBON NOAMMCK. 3aKOHOAATENbHas
6a3a o 0hopMIEHNIO N NCNOJb30BaHMIO
3/IEKTPOHHONM LiMhpoBOA NOAMUCHK.
TpeboBaHuUs 1 NpaBuia NCMoJb30BaHNA
3NEKTPOHHON LMPOBON NOAMUCH.
AHanun3 NpUMeHeHs 31eKTPOHHON
nognucu. Cxembl NOCTPOEHUS LUGPOBOM
noAnucCy.

48
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Wtoro 3a cemecTp: 96

WUToro: 172

5. MepeuyeHb y4eOHOW NnuTepaTtypbl M y4ebHO-MeTOAUYECKOrO obecneyeHus no
AucuunnuHe (Mmoaynio)

Pecypc HTb
e Bubnnorpadmyeckoe onucaHme CamrTy
n/n P (3BC CamI'TY,

IPRbooks n T.4.)

OCHOBHas nMTepaTypa

[lokyMeHTaLmnoHHoe obecneyeHne ynpasnerHus; KOHUTU-OAHA, 2017.-

ONEeKTPOHHBIN
1 | Pexxum pgoctyna:

https://elib.samgtu.ru/getinfo?uid=els_samgtu||iprbooks||71213 pecype
JoKyMeHTauunoHHoe obecneyeHune ynpasieHYeckon AesTenbHoCTH;

5 HoBocnburpCKuin rocy4apCTBEHHLIN TEXHUYECKNI YHUBepcuTeT, 2019.- DNEKTPOHHBIN
Pexxum pgocTyna: pecypc
https://elib.samgtu.ru/getinfo?uid=els_samgtu||iprbooks||98703
Ky3HeuoB, iropb Hukonaesny JokymeHTaunoHHoe obecnevyeHmne

3 |ynpaenexns n Aenonpon3BoACTBO : y4eb. ona 6akanaspos: y4eb. ons DNEKTPOHHBIN
CTYLEHTOB BY30B, 00y4atoLMXCcs Mo 3KOH. crneumanbHocTam [TekcT] .- pecypc

MockBa, FOpanT, 2014.- 576 c.

JononHuTenbHas nuTepaTtypa

bacakos, M.A. CoBpeMeHHOe [,e/Ionpon3BOACTBO : LOKYMeHTal,.
4 | obecneyeHmne ynp. : y4ebd. nocobue / M. U. bacakos .- 3-e u3a., ucnp. u g
n0n..- PocToB /[, deHnke, 2009.- 474 c. Pecyp

DNIEKTPOHHbIN

NHhopMaumoHHoe obecrneyeHne ynpaBieHYeCKon OesaTeNIbHOCTY;

5 | Ypanbckuin hepepancHbii yHuBepcuTeT, 9bC ACB, 2016.- Pexxum gocTtyna: SNIeKTPOHHBIN

https://elib.samgtu.ru/getinfo?uid=els_samgtu||iprbooks||69601 pecypc
Cokonosa, Onbra HukonaesHa JJokymeHTauUunoHHoe obecneyeHme

6 |YnpaBnenns B opraHmusaumm : y4eb. nocobre gns By30B no cned,. DNEKTPOHHBIN
"AHTUKPU3MCHOE ynp." 1 Ap. 3KOHOM. crnel. [TekcT] .- MockBa, KHOPYC, pecypc
2010.- 156 c.

JocTyn obyyvatowwmxcs Kk AP HTb CamlI'TY (elib.samgtu.ru) ocyuiecTsnsercs nocpeacTBOM 3/1€KTPOHHOM
NH(OPMaLIMOHHON 06pa3oBaTeNbHON Cpelbl yHMBepcuTeTa U caTta HTB Caml TY no nornHy u naposnto.

6. NepevyeHb MHPOPMALMOHHBLIX TEXHOJIONUK, UCNOJIb3YEMbIX NPU OCYLLECTBJIEHUM
obpasoBaTenbHOro npouecca no AucuuniauHe (Moaynio), BKaO4Yas nepevyeHb
nporpaMMHoro obecneyeHus

Mpu NPOBEAEHUN NEKLMOHHBIX 3aHATUI UCMONb3YeTCs MybTUMeAniiHoe obopyooBaHue.
OpraHn3oBaHoO B3auMoaeicTere obyyatowerocs n npenofaBaTeNis C UCMOJIb30BAaHUEM 3JIEKTPOHHOM
NH-hopMaLMOHHON 0bpa3oBaTeNbHOW Cpefbl YHUBEPCUTETA.

Ne Cnocob
HauMeHoBaHue MpousBoauTesnb
n/n pacnpocTpaHeHus

Microsoft

1 | Microsoft Office 2013 y
(3apybexHbin)

JInueH3noHHoe
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Microsoft Windows 8.1 Professional onepaunoHHas | Microsoft
2 . JInueH3noHHoe
cmcTeMa (3apybexHblii)
«JlabopaTopum
3 | AHTuBumpyc Kaspersky EndPoint Security Kacnepckoro» JInueHsnoHHoe
(OTeyecTBEHHbIN)
MporpammHoe obecnevyeHmne AO «AHTMNNarvaT»
4 o JInueHsnoHHoe
«AHTUNNArvaT.OkCcnepT» (OTevyecTBEHHbIN)
«KoHcynbTaHTMAt0C» | CBOGOAHO
5 | KoHcybTaHTI0C .
(OTe4vecTBEHHbIN) pacrnpocTpaHsemoe

7. NMepevyeHb pecypcoB UHPOPMALMOHHO-TEJIEKOMMYHUKALLMOHHOW ceTh «MHTepHeT»,
npodeccuoHanbHbIX 6a3 AaHHbIX, UHHOPMALLMOHHO-CMPABO4YHbIX CUCTEM

No

n/n HaumeHoBaHue KpaTkoe onucaHue Pexum pocTtyna

3. OuctaHumoHHbIA On-line kypc "CpaBHeHMne
1 | nyyqwmx cuctem 3JIeKTPOHHOI o http://ais.risson.ni/l.html
LoKyMmeHToobopoTa 2010"

Pecypcbl OTKpbITOro
focTtyna

AUP.Ru - 9nekTpoHHas bubnmoTeka no Bonpocam
2 | 3KOHOMUWKK, (PMHAHCOB, MEeHe)KMeHTa 1 http://www.aup.ru/
MapKeTWHra

Pecypcbl OTKPbITOr0
[ocTyna

EB(ppaT cuctema 371€KTPOHHOr 0
3 | mokymeHTOoO6OpOTA N aBTOMaTU3aLUKN BrsHec http://www.evfrat.ru
npoLeccoB, aBTOMaTU3aLUmMa Aes0Npon3BoACTBa

Pecypcbl OTKPbITOrO
[nocTyna

8. OnucaHMe MaTepuanbHO-TeXHM4YECKoU Da3bl, HeOOXOO4MMOW ANA OCYLLEeCTBJIEHUSA
obpa3soBaTesibHOro npouecca No AucuunaumHe (Moaynio)

JleKuMOHHbIe 3aHATUA

YyebHas ayauTopmsa Ons NpoBefeHns 3aHATUIA TIEKLUMOHHOIO TUMa, TEKYLLLEro KOHTPOJISA 1
NpoMeXXyTo4HoM aTTecTaunn. ObopyaoBaHue: Habop AeMOHCTPaLMOHHOro 0bopynoBaHMs: (3KpaH,
NPOEKTOopP, NEPEHOCHON HOYTOYK), KOMMAEKT MakaToB, CreLumanm3npoBaHHas Mebesb.

MpakTuyeckue 3aHATUA

YyebHan ayauTopus Oas NpoBefeHNs 3aHATUIA CEMUHAPCKOro TUMa, TEKYLLLEro KOHTPOS U
NPOMEXYTOYHOM aTTecTaunn (ayantopus oas npakTUYeCKUX n CEMUHAPCKUX 3aHATUI).
MoMelLleHMe OCHALLLEHO CreLnann3npoBaHHoON Mebenbio.

JlabopaTopHble 3aHATUA

OTcyTcTBYIOT

CamocTosaTeNnbHan paboTta

AyouTtopusa A camocTosATenbHOM paboTel. [ToMelleHne OCHALWEHO Cneuann3npoBaHHOM
mebenblo.

9. MeTogunyeckue maTepuanibl

MeToaunyeckme pekomeHaaumm npu paboTe Ha nekuun

[0 NeKUunn CTYAeHT O0JKEH NMPOCMOTPETh Y4eOHO-METOANYECKYIO U HAayYHYIO NNTepaTypy Nno TemMe
NEeKUUn C TeM, 4ToObl MMeTb NpeacTaBneHne o npobnemMax, KoTopble ByayT pa3bupaTbCcs B NeKLUN.
Mepel Havanom nekuum obyvawowmmcs coobliaeTcd TeMa NeKLMK, NaaH, BOMNPOCH), Noasexaline
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PacCMOTPEHNIO, NOBOAATCA OCHOBHbIE NUTEPATYPHbIE UCTOYHUKK. Becb y4yebHbIl MaTepuan, coobliaemsblin
npenoaaBaTesieM, NO/KEH HE MPOCTO NPOCAYyLWNBaTbCS. OH A0/MWKEH ObiTb aKTUBHO BOCTPUHSAT, T.€. YC/bILIaH,
OCMbICJIEH, MOHSAT, 3ahMKCMPOBaH Ha ByMare v 3akpenaeH B MamsaTu. MNpnucTynas K CayLwaHio HOBOro y4ebHoro
MaTepuana, NoJie3HO MbICJIEHHO YCTAHOBUTL €ro CBA3b C paHee M3yyeHHbIM. Cnens 3a TEXHUKON YTeHus
nekunn (aKLI,eHT Ha CyweCTBeHHOM, NoBbllleHWe TOHa, NK3MeHeHne pnTMa, nNay3a n T.I'I.), H606X0,EI,I/IMO BCsie[ 3a
npenofaBaTesieM YMeTb BblAENATb OCHOBHbIE KaTEropuu, 3aKoHbl U ONPeensiTb X CofepXXaHue, Npobnemsi,
npennosiaraTb UX BO3MOXHbIE PELUeHNs, AoKa3aTeNbCTBa U BbiBOAbI. OCYLLECTBAAS TaKylo paboTy, MOXHO
3Ha4YnTeNbHO 0bnerynTb cebe NoHUMaHUe y4ebHOro MaTepuana, ero KOHCNeKTUPOoBaHUE 1 AajbHellee
n3yyeHue.

KoHcnekTupoBaHne nekuun nospsonseT obpaboTaTh, CUCTEMATU3NPOBATbL M Jyylle COXPaHUTb
NoNyYeHHYO MHDOPMALNO C TeM, 4Tobbl B ByaylwieM MOXXHO Obls10 BOCCTAHOBUTb B MaMSATU OCHOBHbIE,
coaep)xaTesibHble MOMeHTbl. TUnnyHasa ownbka, coBepluaemMas 0byyatoLmnmMcs, 40CI0BHOE KOHCMEKTMPOBaHMe
peyn npenofasaTens. Kak npasuio, Npu 3anucu «CJ0BO B C/I0OBO» HE OCTAETCA BPEMEHU Ha 06yMbiBaHMeE,
aHann3 N cuHTe3 uHpopmauun. OTbrpas HY)KHY MH(OPMaLILIO, FNaBHbIE MbICIW, NPOOAEMbI, peLleHns 1
BbIBObl, HEOOXOAMMO COKpaLlaTh TEKCT, CTPOUTh €ro Takum obpa3om, 4Tobbl MOTOM MOXKHO ObINIO SIErKO B HEM
pa3obpaTbCs. XKenaTesbHO 0CTaBUTb B paboynx KOHCMEKTax MoJsi, Ha KOTOPbIX MOXXHO ByaeT aenaTb MOMETKU
N3 PEKOMEHAOBAHHOW NUTepaTypbl, OAOMOJHAKWME MaTepuan MPOCAYLWAHHONW JIeKUUn, a TakxKe
nogyepkumBatome ocobyto BaXXHOCTb T€X UMM WHbLIX TEOPETUYECKUX MOJIOXKEHUA. C OKOHYaHUEM NeKLUK
paboTa Hag KOHCMEKTOM He MOXXEeT CHUTATbCS 3aBepLIeHHON. Hy>XHO elle BOCCTaHOBUThL OTAE/bHbIE MecTa,
NPOBEPUTb, BCE SN MOHSATHO, YTOYHUTb YTO-TO Ha KOHCYAbTaLMM U T.M. C T€M, YTOObl KOHCNEKT MOl ObIThb
NCMOSb30BaH B MpoLecce MNOAroTOBKM K MPaKTUYECKMUM 3aHATUAM, 3a4eTy, 3K3aMeHy. KOHCMeKT nekunn -
He3aMeHUMbI Y4eOHbIA LOKYMEHT, HEOOXOAUMbIN )15 CAMOCTOSITENbHOM PaboThl.

MeTognyeckue pekoMeHaauunn rmpum rnoaroToBkKe pa60Te Ha NPaKTN4YeCKOM
3aHATNN

MpakTuyeckme 3aHATUS N0 AUCLUMNINHE NPOBOAATCS B LENaX BblpabOTKU MPaKTUYECKMX YMEHUN 1
NprobpeTeHNs HAaBLIKOB B PELLIEHUN NPOGECCUOHANBHBIX 3aay.
PekomeHAyeTcs cneayioLlas cxema NoAroTOBKU K NPAaKTUYECKOMY 3aHATHIO:
1. 03HaKOMJieHNe C MJAHOM MPAKTUYECKOro 3aHATWSA, KOTOPbLIA OTpa)kaeT COAepXXaHue
NpeaoXeHHOW TeMbI;
2. npopaboTKa KOHCMEKTa Nekuuu;
3. YTeHue peKOMeHA0BaHHON MTepaTypbl;
4. NoAroTOBKA OTBETOB Ha BOMPOCHI MJlaHa NPAKTUYECKOro 3aHATUS;
5. BbIMOJIHEHWE TECTOBbLIX 3afaHWiA, 3a4a4 1 ap.

MoaroToBka obydatoLwerocs K NpakTUY4eCKOMY 3aHATUIO NPOU3BOANTCS MO BOMpocaM, pa3paboTaHHbIM
ONS Ka)KAOW TeMbl MPaKTUYECKUX 3aHATUN 1 (nnn) nekumn. B npouecce noAroTOBKM K MPaKTUYECKUM
3aHATUAM, Heobxoaumo ob6paTuTb ocoboe BHMMaHME Ha CaMOCTOATENbHOE M3YyYeHUe PeKoMeHAO0BaHHOM
NTEpaTypbI.

PaboTa CTyLeHTOB BO BpeM$S MPaKTUYECKOr0 3aHATUSA OCYLLECTBASETCA Ha OCHOBE 3a[laHUiA, KOTOpbIE
BblAaloTCA 0by4YaloWmMMCsa B HavyalJie UaM BO BPEMS 3aHATMSA. Ha NpakTUYeCKMX 3aHATUAX NMPUBETCTBYETCA
aKTMUBHOE y4acTune B 06CYyXAEHUN KOHKPETHbIX CUTyaluid, CNOCOBHOCTL Ha OCHOBE MOJIyYEHHbIX 3HaHWI
HaxoauTb Hanbonee 3PPEKTUBHbIE PELUEHNA MOCTaBJIEHHbIX MPobaeM, yMeTb HaxOAWTb MOJIE3HbIN
LOMONHUTENbHLIA MaTepuan No TemMaTuke 3aHaTuin. Obyyaowmmcs Heobxoanmo obpallaTe BHUMAHUE Ha
OCHOBHbIE MOHATNS, aArOPUTMbI, ONpPeaensiTe NPaKTUYECKYI0 3HAYMMOCTb pacCMaTPMBAEMbIX BOMPOCOB. Ha
NPaKTNYeCKnx 3aHATUAX obyyatowmecs LOJHKHbI yMeTb BbINOMHUTL pacyeT Mo 3aflaHHbIM MapaMeTpaM uau
BblpaboTaTb onpepesieHHble peweHna no obo3HavyeHHon npobneme. 3afaHma MoryT ObiTb rpynnoBbie U
NHOVBUAYANbHbIE. B 3aBUCMMOCTY OT CNOXKHOCTU NpeasaraemMelX 3alaHui, Lenen 3aHaTus, obLien NnoaroToBKM
obyyaoLwmuxca npenoaaBaTeNlb MOXKET MoJACKa3aTb 00y4aloLWMMCs anropuTM peLleHns nam nepsoe OencTBue,
WKn ykasaTb obluiee HanpaBfieHWe pacCyXAeHun. MonyvyeHHble pe3ynbTaTbl 06CY)KAATCSA C NO3ULMIA NX
afeKBAaTHOCTY AN 3PPEKTUBHOCTN B PaCCMOTPEHHOWN CUTYyaLLUW.

MeTooun4yeckme pekoMeHgaLumm no BbINOJIHEHWNIO CaMOoCTOoATeSIbHOW pa6OTbI

OpraHusauns camocTosTeNbHOW paboThl 0Oy4aloOWMNXCHs OPUEHTUPYETCS HAa aKTUBHbIE METOAb
OBNlafleHnss 3HaHWAMU, pa3BUTUE TBOPYECKWX CNocobHOCTel, mepexod OT MOTOYHOrO K
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NHOVBUAYANN3MPOBAHHOMY 00y4YeHWI0 C y4eTOM NoTpebHOCTEN N BO3IMOXHOCTEN 0byyaloLerocs.

CamocToaTenbHas paboTa ¢ y4yebHuKamu, y4yebHbIMKM NocobusMu, Hay4Hon, CNPaBOYHON ANTEepaTypon,
MaTepvanaMm Nepuoanyeckux n3gaHnn n MHTepHeTa aBnseTca Hanbonee ahheKTVBHLIM METOAOM MOJTYHEHNS
LOMONHUTESIbHbIX 3HaHWIN, NO3BOASET 3HAYUTENIbHO aKTUBMU3MPOBATb NPOLECC OBAALEHUS UHDOpMaLnen,
cnocobeTByeT 60nee rnyboOKOMY YCBOEHMIO M3yYaeMoro matepuana. Bce HOBble MOHATUSA MO N3y4YaeMon Teme
HeobXoAMMO Bbly4UTb HaU3YCTb 1 BHECTU B r10CCapuin, KOTOPLIM LienecoobpasHo BECTU C CaMOro Ha4vana
N3y4yeHnsa Kypca.

CamocTosATenbHas paboTta peanmsyeTcs:

® HemocpeACcTBEHHO B NMpoLecce ayaUTOPHbIX 3aHATUN;

® Ha NeKuusx, NPaKTUYeCKUX 3aHATUSAX;

® B KOHTaKTe C NpenofaBaTefieM BHE paMOK pacnucaHms;

® Ha KOHCYJNibTaumax no y4yebHbIM BonpocaM, B X04€e TBOPYECKMUX KOHTAKTOB, MPU NUKBMLAALAN

3a[,0JDKEHHOCTEN, NPV BbINOJIHEHUN UHANBUAYAbHBIX 3a4aHUA U T.4.;

e B bubnnoTeke, foma, Ha KadenLpe nNpu BbiNOJHEHNUN 0ByYaloWMMCa y4ebHbIX N NPAaKTUYECKNX
3ajau.

9 HeKTUBHbLIM CPeACTBOM OCYyLLECTBAEHMA 06y4YaloLlmMCcs camocToaTenbHON paboThl ABAgeTCS
3NeKTPOHHaa MHdopMaLunoHHo-obpasoBaTenbHasa cpefla yHUBepcuTeTa, KoTopas obecneymsaeT JOCTYyN K
y4yebHbIM nnaHam, paboymm nporpamMmam AUCUUNAUH (MOLyNen), NPakTUK, K U3AaHUAM 31EKTPOHHbIX
6r6MOTEeYHBIX CUCTEM.

10. ®oHp OLLEHOYHBIX CPeacTB N0 AucuUnIMHe (Moayio)

QoHJ OLLEHOYHbIX CPeACTB npeacTassieH B npunoxeHnn Ne 1,

15



MpunoxeHue 1 k paboyel nporpamme OUCUUMAUHBI
61.0.03.01 «[okyMeHTaLOHHOe obecneyeHne

yrnpaBneHns»

DoHA, OUEHOUYHbIX CPEeACTB
no AUCLUMNJIUHE
51.0.03.01 «[lokyMeHTaLMOHHOe obecneyeHue ynpaBaeHUsn»

Kopn v HanpaBneHue NoAroToBKU
(cneunanbHOCTDb)

HanpaBneHHocTb (npocdunb)
KBanudukauums

dopMa obyueHus

Fop Hayana NOAroTOBKM

NHcTuTyT / hakynbTeT
Beinyckaowas kadepnpa

Kadeppa-paspabotuuk

06beM OUCLUNJINHLI, Y. [ 3.e.

dopMa KOHTpoNA (NpoOMeXXyTo4yHasn
aTTecTauumn)
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38.03.02 MeHeg)XMeHT

YnpasneHne busHecom

Bbakanasp

OyHas

2023

Kathenpsl omnvana ®rboy BO "CamI'TY" B T.
HoBoKy#bbILLIEBCKe

Kaeapa "IKOHOMKKa U MeHeg)KMeHT" (HD-
2uM)

Kaeapa "IKOHOMMKa U MeHeg)KMeHT" (HD-
2uM)

288/8

3a4eT, dK3aMeH




MNepeyeHb NnaHupyeMmbiX pe3ynbTaToB 00y4yeHUsa no aucuunaumHe (Mmoaynio),
COOTHECEHHbIX C NJaHUPyeMbiMU pe3ysibTaTaMu 0CBOeHUA obpa3oBaTeNbHOM

nporpamMmbi

HauMmeHoBaHue
KaTeropum
(rpynnbl)
KOMMNeTeHLUnn

Kon un
HauMeHOBaHue
KOMMNEeTeHLUU

Kon n HauMeHoBaHue
MHAMUKaATOpPa AOCTUKEHMS
KOMMNeTeHLUUHU

Pe3ynbTaTbl 00yyeHus
(3HaTb, yMeTb, BnapeTh,
COOTHeCeHHble C
MHOMKATOpPaMHM
DOCTUIXKEHUSA
KOMMNEeTeHL M)

ObuienpoteccroHanbHble KOMMNETEHLUN

ONK-5 CrnocobeH
MCNOJIb30BaTh Npu
peLleHnm
npogeccnoHabHbl
X 3afad
COBpeMeHHble
NHMOPMALNOHHbIE
TeXHOJIornm u
nporpaMMHble
CpeLCTBa, BKJOYas
ynpasneHune
KPYMHbIMK
MaccuBamu
LaHHbIX N UX
NHTEeIeKTyasbHbl
N aHanus.

OMNK-5.1 cnonb3yet
COBpPEMEHHbIe
NHMOPMALIMOHHbIE
TEXHONOrMM 1N NPOrpaMMHble
CpefCTBa Npu peLeHnn
npoheccnoHalsbHbIX 3a4au

VHMBepcaanble KOMMNeTeHUNN

YK-2 CnocobeH
onpenensTb Kpyr
3a4a4 B pamMkax
MOCTaBJ/IEHHOMN
uenu v BblbupaThb
OMTUMaJIbHbIE
crnocobbl nx
pelleHns, ncxoas
N3 OENCTBYOLLNX
NpPaBOBbIX HOPM,
NMEOLLNXCS
pecypcos u
OrpaHNyYeHunn

YK-2.2 BuibupaeT Hanbonee
3(ppeKTMBHbIN cnocob
pelleHnsa 3aaay, yYnTbiBas
OelCTBYyloLWMe NpaBoBble
HOPMbI 1 UMetoLLKecs
yCJI0BUS, pecypchbl 1
orpaHnyeHmns
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BrnameTb cnocobHOCTLIO
pelwaTb 3a4ayn, Y4nTbIBas
LENCTBYIOLLNE MPaBOBbIE
HOPMbI 1 UMetoLLINecs
yCJI0BUS, pECYPChbI 1
OrpaHuW4yeHus B cmcteme
NOKYMEHTaLWOHHOr 0
obecneyeHns opraHm3aumm

3HaTb AENCTBYHOLLNE
NMpPaBOBblE HOPMbI 1
NMeloLLINeCcs yCoBms B
CMCTeMe JOKYMEHTALMOHHOIO
obecnevyeHus opraHmzauum

YMeTb BblbnpaTh Hanbonee
3h(heKTMBHBIN Cnocob
pelLeHns 3aay, y4nThbiBas
JNeNCTBYIOLLNE MPABOBbIE
HOPMbI 1 UMetoLLINecs
YCJI0BUSI, PECYPChI 1
OrpaHNYeHus B cucteme
NOKYMEHTaLNOHHOr o
obecnevyeHuns opraHmzauum




YK-4 CrniocobeH

OCyLLeCcTBNATb

LenoBylo

KOMMyHUuKauuio B | YK-4.1 JemoHCTpupyeT
YCTHOW © ymMeHune Bectu obmeH
NMUCbMEHHOM [LenoBon nHpopmaLlnen B
dopmax Ha YCTHOM U MNCbMEHHOMN
rocyfgapcTBeHHOM | hopMax Ha roCcygapCTBEHHOM
A3blke Poccunckom | a3bike

Qepepauynn n

NHOCTPaHHOM(bIX)

a3blke(ax)

BnageTb cnocobHOCTbIO
BeCTn obMeH nenoson
NHopMaLMen B YCTHOW 1
NMUCbMEHHOW hopMax Ha
roCyfapCTBEHHOM fSi3bIKe.

3HaTb OCHOBbLI 06MeHa
LLenoBow nHgpopmaLmen B
YCTHOM 1 MNCbMEHHON
hopmax Ha rocyfapCTBEHHOM
A3blKe

YMeTb BeCTu 0O6MeH [es0BoN
NHopMaumen B yCTHOM U
NMUCbMEHHOW hopMax Ha
roCyapCTBEHHOM fi3biKe.

MaTpuua COOTBETCTBUA OL,EHOYHbIX CPeAcCTB 3an/laHUPOBAHHbIM pe3yibTaTaM

obyuyeHus

Kop wHpgukaTopa
LOCTUIXKEHUA
KOMNeTeHunun

Pe3ynbTaTbl 06y4yeHus

Texkywiuu | Mpomexy
OueHoYHbIe KOHTpOJb | TO4YHas
cpepcTBa ycneBaeM | aTTecTay,
ocTH us

MoHsaTue M CYLWHOCTb O,0KYMEHTALUOHHOro obecneuyeHus ynpaBJieHUsa B AeATeJIibHOCTU OPraHu3aluu.
HopmaTueHO-npaBoBas basa OO0KYMEHTAaLUOHHOro obecneyeHus ynpaBJieHUA B AeATeJIbHOCTU OpraHusauum

OMK-5.1 Ucnonb3yeT
COBpPeMeHHbIe
NHGOPMaLMOHHbIE
TEXHONOrnn n
nporpamMmMmHble
cpencTsa npu
peLleHunn
npoeccrmoHasnbHbIX
3agad

YK-2.2 BoibupaeT
Hanbonee
3(hbheKTUBHbLIN crnocob
pellieHuns 3agay,
yunTbIBas
LencTeyiowmne
NnpaBOBble HOPMbI U
MMetoLLnecs ycsioBus,
pecypchbl 1
OrpaHuyeHuns

YMeTb BbibrpaTh Hanbonee 3pHekTUBHbIN
crnocob pelleHns 3agay, y4nTbiBas

[eiicTByloLLe NPaBOBbIE HOPMbI 1 UMetowmecs | HOKMaA, coodlierne Aa Het
YCJIOBYS, PECYPChI U OFpaHNYeHUs B CUCTEMe
[OKYMEHTaLMOHHOro obecrneyeHns
opraHu3aLmmn

3a4eT HeT Ha
BnapeTb cnoco6HOCTbIO pellaTh 3ajaun, K 5 1 ’
YYUTbIBAS AEACTBYIOLLME NPABOBbIE HOPMbI 1 OHTPO/IbHAA paboTa a er
VMeIOLLIMECS YCIIOBUS, PECYPCI N OFPaHUYeHMs
B CMCTEMe [I0KyMeHTaLMOHHOro obecriederns [ . Her Na
opraHu3aLmm
3HaTh AECTBYIOLLME NPABOBbLIE HOPMbI 1 3auet Het Ia
MMeloLLMeCs YCNOBNS B CUCTEME
[OKYMeHTaLMOHHOro obecrneyeHns

TecT Oa HeTt

opraHusauum
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YK-4.1 [lemoHCTpUpyeT
yMeHune BecTn obmeH
L,enoBoi
NH(opMaLmen B

g . | 3naTb ocHoBbl 06MeHa genoso MHopMaunen | tecr Ja HeT
YCTHON VN MNCbMEHHOW | 5 yeTHOM 1 NUCbMEHHOM hopMax Ha
¢popmax Ha roCyaapCTBEHHOM fi3blke
rocy1apCTBEHHOM
A3blKe
3a4eT HeT Ha
Bnapetb cnocobHOCTbIO BeCTM 06MeH nenoBon | KoHTposibHas paboTa [a Het
NH(OpMaLmen B yCTHOW U MUCbMEHHON (hopMax
Ha rocylapCTBEHHOM fA3blKe. 3a4eT Het Ja
YMeTb BeCTu 0BMeH e10BoN nH(opMaumen B | loknag, coobLieHune Ha HeT
YCTHOWM 1 NMUCbMEHHOW (hopMax Ha
rocynoapCTBEHHOM A3bIKe. 3a4eT Het Ja
Knaccudukaumus pokyMeHTOB. TpeboBaHMA K OpraHM3aLMOHHO-YNpaBJ/ieHYeCKON AOKyMeHTauuu. MpaBka
[OKYMEHTOB
OMK-5.1 Ucnonb3yeT
COBpPEMEHHbIEe
NHGOPMaLMOHHbIE
TEXHOIOT NN 1
nporpaMMHble
cpeacTBa npu
peLueHmm
npoeccroHasnbHbIX
3apad
YK-2.2 BoibupaeT
Haubonee
3(hbheKTUBHbLIN crnocob 3
pelLeHns 3agay, YMeTb BbibnpaTb Hanbonee 3pheKTUBHLIN
y4nTbIBas cnocob pelleHnsa 3afad, y4mTbiBas .
. - Kenc-3agaHus Ha HeT
LefcTByloLLMe LeCTBYIOLLME NPaBOBble HOPMbI 1 UMELOLLecs
NpaBOBbIE HOPMbI 1 yCNOBYA, peCypchbl 1 OFrpaHNYeHuns B cucteme
UMetLwmnecs ycaoBus, OOKYMeHTaUuWOoHHOro obecneyeHus
pecypchbl 1 opraHusauunn
orpaHnyeHuns
3a4eT Het Ja
BnapeTtb cnocobHOCTbLIO peluaTh 3aaayu, K 6 1 H
YyUYUTbIBasA LENCTBYIOLMNE NPABOBbIE HOPMbI U OHTPONIbHAsA paboTa a er
UMEIOLLMEC YCN0BUS, PECYPChbl U OrpaHNYeHMS
B CUCTEME AOKYMEHTALMOHHOro obecneyeHus 3a4eT HeT Il
opraHm3auum
3HaTb JeNCTBYIOLLME NPaBOBbIE HOPMbI 1 3a4eT HeT a
MMEeIoLLMECs yCNOBUS B CUCTEME
LLOKyMEeHTaLMOoHHOro obecneyeHuns
opraHu3aLmm Tect Ra Het
YK-4.1 lemoHCTpUpyeT
yMeHue BecTy obmMeH
Len10BOM
nHgopmaLmen B .| 3HaTb ocHoBbI 06MeHa [enoBoil MHdpopMaLvei | tect fa HeT
YCTHON VN MNCbMEHHOW | 5 yeTHOM 1 NUCbMEHHOM hopMax Ha
thopmax Ha rocyapCTBEHHOM A3blKe
rocyapCTBEHHOM
A3blKe
3a4eT HeT Ha
Bnapetb cnocobHOCTbIO BeCTM 06MeH neoBon | KoHTposibHas paboTa Ja HeTt
MHopMaLMen B yCTHON U MUCbMEHHON hopMax
Ha rocylapCTBEHHOM A3bIKE. 3a4eT Het Ja
YMeTb BeCcTV 06MeH AenoBoi nHdopMaLumen B Kelic-3a0aHns Ha HeTt
YCTHOWM 1 NMUCbMEHHOW (hopMax Ha
rocynapCTBEHHOM A3bIKe. 3a4eT Het la
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¢yHKI.I,VIIﬂ Cﬂy)K6bl AO0KYMEHTAaLUOHHOrIo obecneyeHus ynpaBJieHUsA U OpraHu3auum p,OKyMeHT0060p0Ta.
OpraHusau,ml Kagposoro AOKyMeHTOOﬁOpOTa

OMK-5.1 Ncnonb3yeT

COBpPEMEeHHbIe

NH(OPMaLMOHHbIE

TEXHOIOM UK 1

nporpaMmHble

cpencTBa npu

peLueHmm

npogeccroHabHbIX

3apay

YK-2.2 Boibupaet

Hanbonee

3(pbheKTUBHbLIN cnocob

pelleHus 3aaay, YMeTb BbibrpaTh Hanbonee 3hheKTUBHbLIN

y4nTbIBasA cnocob peweHna 3ana4d, y4nThbiBad .

neiicTBylowme [eiicTBYyIOLLME NPaBOBbLIe HOPMbI 1 UMetoLLmecs | KENC-3alanuns Ra Het

NpaBoOBbI€ HOPMbI 1 ycnosud, pecypcCbl 1 orpaHn4eHUsa B CUCTemMe

MMetoLLIMecs ycioBus, OOKYMeHTaUuMOoHHOro obecneyeHns

pecypchbl 1 opraHunsaumnmn

orpaHuyYeHuns

JK3aMeH Het Ja

3HaTb AENCTBYIOLME NPABOBLIE HOPMbI 1 JK3aMeH HeT Ia
MMeloLLIMecs yCI0BUSt B CUCTEME
LOKYMeHTaUMoHHOro obecneyeHus
opraHu3aLm Tect Aa Het
BnapeTtb cnocobHOCTbIO pelaTh 3a4ayu,
YyUYUTbIBas LEeNCTBYOLMNE NPABOBbIE HOPMbI U KoHTponbHas paboTa fa Het
MMEIOLLMEeCs YCI0BUS, PECYPChl U OrpaHUYeHns
B CUCTEMe JOKYMeHTaLMOHHOro obecneyeHmns K3aMeH HeT Ia
opraHusauun

YK-4.1 leMoHCTpUpyeT

yMeHune BecTu obmeH

[lenoBon

nHgopmaumen B . | BnapeTe cnocobHocTbio BeCTV 06MeH 41080 | KonTponbHas paboTa fa HeT

YCTHON W NNCBMEHHON | iy hopmaLiment B yCTHOM U MUCbMEHHON (hopMax

popmax Ha Ha rocyfapCTBEHHOM A3bIKe.

rocyAapCTBEHHOM

A3blKe

JK3aMmeH Het Ja
YMeTb BeCTV 06MeH AenoBoi MHopMaumen B | kenc-3agaHus Ja Het
YCTHOW 1 MUCbMEHHON hopMax Ha
rocyAapCTBEHHOM f3blKe. JK3aMeH Het Ja
3HaTb 0CHOBbI 06MeHa Aef0BoW MHopMaunen | tect Ja HeT
B YCTHON U MUCbMEHHON hopMax Ha
roCyAapCTBEHHOM f3blKe JK3aMeH HeTt Ja
KoHdupeHuManbHOCTb U 3alLUTa MHPOPMaLLMK, COAep)KalLelcs B AOKYMEeHTaxX OpraHu3auuu. NeKTPOHHbIN

[OKyMeHToobopoT

OMNK-5.1 NUcnonb3yeTt
COBPEMEHHbIE
NH(OPMaLMOHHbIE
TEXHOI0r KN 1
MporpaMmMHble
cpencTsa npu
peLleHunn
npoMecCcnoHanbHbIX
3ajad
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YK-2.2 BoibupaeT
Haunbonee
3(pheKTUBHbLIN cnocob
pelleHns 3aaay,

YmMmeTb BbibrpaTh Hanbonee 3pheKTUBHLIN
cnocob pelueHns 3afad, y4uTbiBas

y4uThIBas ’

LeiicTByoWwMe JeNCTBYIOLME NPaBOBble HOPMbI 1 MEloLLMecs Aoknap, cooblleHne la Het

npaBOBbI€ HOPMbI 1 ycnosud, pecypcCbl 1 orpaHn4eHUsa B CUCTemMe

NMeloLLmMecs ycaoeus, | AOKYMEHTaLMOHHOro obecneyequs

pecypchbl 1 opraHu3saumnmn

OrpaHnyeHuns

JK3aMeH Het Ha

3HaTb AENCTBYIOLLME NPABOBLIE HOPMbI 1 SK3ameH HeT Ia
UMEILLMECs YCNIOBUS B CUCTEME
LLOKYMeHTaLMOHHOro obecneyeHuns
opraHu3aLum Tect Ra Het
BnapeTtb cnocobHOCTBIO peLlaTh 3afayu, K 6 H
y4nTbIBasA LeACTBYIOLLE NPABOBbIE HOPMbI 11 OHTPONIbHAsA paboTa fla er
UMEILLMECS YCNI0BUS, PECYPChI U OFpaHNYeHMS
B CUCTEME JOKYMEHTaLMOHHOr0 obecneyeHmns K3aMeH Het Ia
opraHusauun

YK-4.1 [leMOHCTpUpyeT

yMeHue BecTun obmeH

[.enoBon

VH(pOpMAUMEN B | BnapeTh cnoCOBHOCTLIO BECTH OBMEH AENO0BOW | KonTponbHas paboTa Oa Het

YCTHOM U MNCBMEHHOV | hyydhopmaLimelt B yCTHOM 1 MUCbMEHHOM (hopMax

popmax Ha Ha rocyfapCTBEHHOM A3bIKe.

rocyapCTBEHHOM

A3blKe

JK3aMeH Het Ja

3HaTb 0CHOBbI 06MeHa AefloBoW MHpopMaunen | TecT Ja HeTt
B YCTHOM N NUCbMEHHON hopMax Ha
roCyapCTBEHHOM A3blKe SK3ameH HeT la
YMmeTb BecTu obMeH fenoBon nHdpopmaumen B | loknag, coobLieHune Ja HeTt
YCTHOW 1 MUCbMEHHON hopMax Ha
roCyapCTBEHHOM si3bIKE. SK3ameH HeT Ha
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TunoBbie KOHTPOJIbHBbIE 32IaHUS MJIM HHbIE MAaTEPHAJIbl, HEOOX0AMMBIE /151 OLEHKH
3HAHUI, yMEHH i, HABBIKOB U (MJIM) ONbITA AEATEJbHOCTH, XapaKTePU3YIOLIHe MPoLecc
¢dopMupoBaHusi KOMIIETEeHIMA B X0/1e 0CBOeHNsI 00pa30BaTeIbHOI MPOrpaMMBbI

Tema 1. IloHsiTHE M CYIIHOCTH JJOKYMEHTALMOHHOIO o0ecrieyeHHs] YIPaBJIeHUs B
AeATeJbHOCTH  opranm3anuu. HopmaTtuBHo-mpaBoBasi 0a3a  JIOKYMEHTALMOHHOIO
olecrnieyeHus! ynpaBJeHHs B 1eSITeJIbHOCTH OPTraHU3ALUU

Tect
1. Uto Takoe TOKyMEHT?
a. 9TO KakoW-mubo MaTepuanbHbIH HOcCUTENb C HHpopMmanueil, KoTtopas o0magaer
OTIpe/ICICHHBIMHA PEKBU3UTAMH,
0. 5T0 OyMaXKkHBIH JIMCT C HAHECEHHBIM Ha HETO MeYaTHBIM TEKCTOM;
B. 9TO OOBEKT MaTepUAIBHOTO MHpA, KOTOPBIA COACPKUT KaKyro-JIMOO HH(POpMAIHIO,
HE00X0uMYIo 17151 pabodero mpoiiecca.
2. Undopmanus, KoTopasi UMEET CTPYKTYPY U COACPKHUTCS HA HOCUTEJIE — ITO:
a. JIOKyMEHTHpOBaHHas MH(popMaIus;
OQUIMAIbHBIN TOKYMEHT;
B. JIEJIONPOU3BOJICTBO.
3. B uem 3akmrouaercs aTpuOyTHBHOCTD TJOKYMEHTA?
a. B HAJIMYUHM B JOKYMEHTE JIBYX COCTABIAIOIIUX (MaTepHalbHON M MH(POPMAIMOHHOI), 0e3
KOTOPBIX OH CYIIECTBOBATh HE MOXKET;
0. B ero npeAHa3HAYCHHOCTH IS MepeAayu B IPOCTPAHCTBE U BPEMEHHU;
B. B TECHOI B3aMMOCBSI3U €T0 OTACIHHBIX DJIEMEHTOB U TIOACUCTEM, KOTOPBIE 00ECTIEYMBAIOT €r0
[[EJIOCTHOCTh U COXPaHEHUI CBOWCTB MPH PA3IMYHbBIX BHEITHUX U3MEHEHUSX.
4. CrtocoOHOCTh JOKYMEHTA MOBJICYb 32 COOOM MPABOBLIE MOCIEACTBUS — 3TO €T0:
a. IOpHIWYECKas CHIIa;
IOpUINYECKast 3HAYNMOCTB;
B. JIOCTOBEPHOCTb.
5. Komnust tokymeHTa — 3t1o:
a. DK3eMIUISpP, KOTOPBIN MOTHOCTHIO MOBTOPAT COJIEpKaHUE TIOTMHHUKA,
MOBTOPHBIN YK3EMILISAP IO NTHHHUKA;
B. €ro dJeKTpoHHas (opMma.
6. B Kakux JOKyMEHTax COJEpKaTcs IOPHINYECKHA BJIACTHBIC MPEANUCAHHUS CYOBEKTOB
WCTIOTHUTENILHOM BIIacTH?
a. B pacIopsIUTEIbHBIX;
0. B OpPraHU3AIMOHHBIX;
B. B CIIPAaBOYHO-HH(OPMAIIMOHHBIX.
7. JlaiiTe onpeeneHue TOKYMEHTA:
a. MaTepuaibHBIM O00BEKT ¢ wuHpOpMaruen, 3aQUKCUPOBAHHON CO3JAaHHBIM YEJTOBEKOM
CIIocoO0M, /17151 €€ Mepeayu BO BpEMEHU U IPOCTPAHCTBE;
0. COBOKYMHOCTHh PEKBHU3UTOB O(UIIMAILHOTO MHCHMA;
B. CTaHJApTHOE PacIoJIOKEHUE MaTepHuaa.
8. HazoBuTe HOpPMATHUBHBIH JIOKYMEHT, Ha OCHOBAaHMHM KOTOPOro O(GOPMIISIOTCS
OpTaHU3AIMOHHO-PACTIOPSAUTEIHLHBIC TOKYMEHTHI
a. MHCTPYKIIMS 10 AETONPOU3BOICTBY
6. monoxxeHue 06 apxuBHOM Qouae PO
B. ['OCT 6.30.-2003
9. Kakas ¢opma paboThl ¢ JOKYMEHTaMHU HOJXOAUT AJISi OpraHU3aLUM, JesITeIbHOCTD
KOTOPBIX TpeOyeT 0COOCHHO TIIATEIHHON 3aIUTH HH(OPMAITUH:
a. IEHTpPaJIU30BAHHAS;
0. cCMelIaHHasd,

o

o

o



B. JACHCHTPAJIU30BAHHAA

10. Kommieke TOKyMEHTOB, PeryIUPYIOUINX JAEATEIbHOCT OPTaHU3aIiA:

a. pacnopAAUTCIIbHBIC TOKYMCHTHL
OpTraHHu3allMOHHBIC JOKYMCHTBI
B. I/IH(1)OpMaI_II/IOHHO-CHpaBO‘lHBIe AOKYMCHTBI

o

TemaTHKka J0KJIAA0B, COOOIIEHHH

1. Wcropuss pa3BUTHS HAyYHBIX TPEACTABICHUH O JTOKYMEHTAIMOHHOM 00OecreueHUH

yIpaBJICHUSL.
Crioco0sbI 1 cpeicTBa iepeadn HH(OPMAIIHH.

CBoiicTBa A€I0BOTO CTUIIA JOKYMEHTA.

HOpuaunueckuii ctaTyc 10KyMeHTa
. XpaHeHHE TOKYMEHTOB.

CoNoOAWN

JIOKyMEHT Kak CpeICTBO M CIIOCO0 peanu3aliuu yIpaBiIeHUeCKUX (QyHKIHUH.
YHUUKAMSA U CTaHAAPTH3AUS YIIPABICHIECKUX TOKYMEHTOB.
CriocoObl TOKyMEHTUPOBAHUS M HOCUTENIN MH(POPMALUH.

OcoOeHHOCTH O(I)OpMJ'IeHI/ISI TCKCTA B 3aBUCUMOCTU OT HA3HAUYCHUS JOKYMCHTA

10. I'ocymapcTBeHHas cucTemMa JOKyMeHTauoHHoro obecrnieuenns ynpasienus (ICLOY).

KonTtpouabHnas padora
Bapmuanr 1.

1. 3apyOexHblii ONBIT OpraHu3auuu JJOKyMeHTallMOHHOTO 00eCTIeYeH sl YIIPaBJICHUS.
2. PackpbITh OCHOBHBIE TpeOOBaHMUs, IPEABABIsIEMbIE K OJIaHKaM JIOKyMEHTa:

- yKa3zaTh pa3mep OaHKa JOKyMEHTa

- A4 niuua

- [IMpUHA

- A5 nuaa

- [IMpUHA

- pasMep nosieu

- JICBOC I1I0JIC

- [IpaBoE I0JIE

- BEpXHee oJIe

- HOJKHEC I10J1€

3. CocTaBUTH CIIEAYIONTUE BUIBI JOKYMCHTOB:
- TApAaHTUHHOE TTHCHMO;
- JIOKJTAJIHYIO 3aITUCKY;
- CITyKEOHYIO 3aIHCKY.

Bapmuanr 2
1. TlepcriekTHBHBIC HaNpaBICHUS B Pa3BUTHHU
yIpaBIeHUS
2. PackphbITh cienyronme TepMHUHBIL:
- HOMEHKJIaTypa Jel;
- OpraHu3alMOHHO-PACIIOPATUTENbHBIN TOKYMEHT;
- opraHu3aius paboThl C TOKyMEHTaMHU,
- OpraHu3alus XpaHeH!s TOKyMEHTOB.
3. CocTaBUTH CIEAYIONIUE BUABI JOKYMEHTOB:
- OOBSICHUTENBHYIO 3aIHCKY;
- oopMJICHHE 3asIBICHUS Ha OTITYCK;
- ohopmIIeHHE 3asBIICHUS O TIPHEME Ha padoTy.

JlokyMeHTaImOHHOTO  O0ecIeueHus



Bapuant 3
1. Opranuzanus Jlenonpous3BOACTBa B OpraHax rocydapCTBEHHOM BJIAaCTH U MECTHOTO
CaMOYIIpaBJICHUS
2. PackpoiiTe NOHATHE OCHOBHBIX TEPMHUHOB!
- aJipecar;
- OJIaHK TOKYMEHTA,
- BU3a 0(hUIIMaIBHOTO JOKYMEHTA,
- BXOJSIINI JOKYMEHT;
- TOKyMEHTHUPOBaHHas HH(OpMALIUS;
- HAMMEHOBaHUE JOKYMEHTA,
- oUIUANBHBIN TOKYMEHT;
- ohopmIIeHHE JIOKYMEHTa
- IUCHMO);
- PE30JIIOLIMSI TOKYMEHTA,
- PEKBU3HT JIOKYMEHTA.
3. CocTaBUTH CIIEAYIONTUE BUIBI JOKYMCHTOB:
- oopMIICHHE 3asIBICHUS 00 YBOJIbHEHUH,
- ohopmIICHHE OT3hIBA;
- UH(OPMALIMOHHOE MTUCHMO.

Tema 2. Kinaccupuxkanusi gokymeHTOB. TpeOoBaHusi K OpPraHHM3alHOHHO-
ynpasiieH4YecKkoi JokyMeHTanuu. [IpaBka 10KyMeHTOB

Tecr

1. O6s13aTenbHbI 371eMEHT 0(OPMIICHHS IOKYMEHTA Ha3bIBACTCSI:

a. PEKBU3UTOM;
6. dopmynsapom;
B. 00pa3IoM.
2. PexBU3HT, KOTOPBIN (PUKCUPYET pEUICHHE JINIIA (COTIache WM HECOTIIache) 1Mo MTOBOLY
coJiepKaHus JOKYMEHTA, Ha3bIBaeTCs:
a. BH30MH;
6. rpucdom;
B. PE30JIIOIUEH.
3. Pe3onrorus opopmisercs:
Ha CaMOM JIOKYMEHTE UJIU Ha OTAEIbHOM JIUCTE;
TOJIbKO Ha CAMOM JIOKYMEHTE;
B. TOJbKO Ha OT/IE€JIHHOM JIHCTE.
4. Ha xaxoM ¢opmare O6J1aHKa JOKyMEHTa MOXKET OTCYTCTBOBATh 3arojOBOK?
AS;
A4;
B. 3aroJioBOK SIBJISIETCSI 00s13aT€ILHBIM PEKBU3UTOM JIJIs1 JIFOOOTO popMarta OJIAaHKOB.
5. Ecnm k TOKyMEeHTY UMeeTCsl HECKOJIBKO MPUIIOKEHHH, TO OHHU:
a. HyMepyroTcs nocie cioBa «l[Ipunoxenney moj TeKCToM;
0. mepedMcIsAITCs Yepe3 3alsTyI0 oCie TEKCTa;
B. HHKaK He 0003Ha4alTCA, a MPOCTO MPUJIAraloTCs K OCHOBHOMY TOKYMEHTY.

6. Ecnmu mepen NOMKHOCTBIO B KOHIIE JTOKYMEHTAa PYYKOW CTaBUTCS Kocas depra,
MIPUITHCHIBAETCS «H.0.» U CTABUTCS MOJMUCH HE TOTO JIMIIA, IaHHbIE KOTOPOTO paciin(poBaHbl, TO
TaKOU TOKYMEHT;

a. TepseT CBOIO IOPUIUYECKYIO CUTTY;
0. HMMeeT TaKylo K€ IOPUIMYECKYIO CHIy, YTO M TOJINHCAHHBIA JTOJHKHOCTHBIM JIMIIOM, Ybs
pacmdpoBKa yKa3aHa;
B. sBIsieTcs (hanbcu(UKATOM.
7. Ha xako# 4acTi KOTIMH OTIPABIISIEMOT0 JOKYMEHTA ITPOCTaBIIsAEeTCS BU3a?

S

S



a. B HIDKHEH 4acTH JIMLIEBON CTOPOHBI;
B HIDKHEH YyacTu 000pPOTHOW CTOPOHBI;
B. B BEpXHEH YacTH JUIEBOI CTOPOHBI.
8. Kakoii u3 nmepeuncieHHbIX JOKYMEHTOB HE OTHOCUTCS K TPYIIIE OPraHU3aI[MOHHBIX?
a. ciIyxe0HOe MUCHMO;
0. y4peauTeNbHBII 10r0BOP;
B. ILITaTHOE paclucCaHue.
9 I'apaHTHITHOE THCEMO — 3TO:
a. JIOKYMEHT, COOOINAIomUNA O MNPUOIMKEHUH, YCKOPEHHH, WUCTEUYEHHWU CPOKa HCIOTHEHUS
Kakoro-an0o neicTBus,
0. MOKYMEHT, COJIepKalliil MpUTIIAllIeHHEe Ha MEPONPUSITHUE;
B. JIOKYMCHT, B KOTOPOM TapaHTHPYETCS OIIaTa BBHIMOJTHCHHON PabOTHI MM MPEIOCTABICHUE
4yero-1mbo (padoThl, TOMEIICHHS | T.11.);
10. Haiite onpenenenue hopmyssipa-odpasia:
a. COBOKYIHOCTH PEKBHU3HMTOB JIETIOBOTO MUCHMA,
0. COBOKYIIHOCTh pACIIOJIO)KCHHBIX B OIPEACICHHONW IIOCICIOBATCIIBHOCTH PEKBU3HUTOB,
MPUCYIIUX BCEM TIOKYMEHTaM OMPEIEICHHON CHCTEMbI TOKYMEHTAIIUH
B. COBOKYITHOCTh PEKBHU3HTOB aKTa.

o

Keiic-3ananus

3aganue 1.

Hanumwure noknanHyro 3anucky Ha uMa pykoBogutens AO  «BwiMmen» o
KOMaHAMpOBaHUM B I'. Opes cTapliero MHXeHepa IIaHOBO-9KOHOMHUYECKOTo oTaena CMUpHOBa
ILB. ¢ 15.03.22 cpokom Ha 5 pgHEW s BBICTYIUIEHUS C JOKJIAJOM Ha CEMHUHApe
«CoOBEpLIEHCTBOBAHNE CUCTEMBI 3aKJIFOUEHUS X03HCTBEHHBIX JOIOBOPOB»

3aganue 2.

Odopmute mpukas, UCTONB3Yys CIEAYIOMNE AaHHbIE: MUHHCTEpCTBO 00pa3oBanus PO.
I[TPUKA3. 12.01.22. No 41 MockBa. O0 yTBepKJIE€HHM MPUMEPHON HOMEHKIATYphl Jel U
TUIIOBOTO TIOJIOKEHUS O TOCTOSTHHO JIEUCTBYIOIIEH SKCIIEPTHOM KOMUCCHUU CPETHUX CIEIUATBHBIX
y4eOHBIX 3aBEJCHUH.

TexcT: B nensix coBeplieHCTBOBaHUS pabOThl ¢ JOKYMEHTAMHU B CPEIHUX CHEIHAIbHBIX
yuebnbIx 3aBeaeHussx [IPUKA3BIBAIO:

1. YTBepAuTh NMPUMEPHYI0 HOMEHKJIATYpYy el W TUIOBOE IMOJIOXKEHHE O TMOCTOSIHHO
JeMCTBYIOIIEH 3KCIIEPTHON KOMUCCHUU CPEIHUX YUEOHBIX 3aBe/leHU. 2. Y4eOHbIM 3aBEICHUSAM B
paboTe co ciayKeOHBIMU JIOKYMEHTaMU PYKOBOJICTBOBATHCS JAaHHBIM MPUKA30M, YTBEPKICHHBIM
MUHHUCTPOM.

3. I'maBHOMY ympaBlI€HUIO MO OOpPa30BAHUIO YCTAHOBUTH IMOCTOSHHBIM KOHTPOJIb 3a
paboToil co CiIyKeOHBIMM JIOKyMEHTaMHU B IIOJBEJOMCTBEHHBIX Y4YEOHBIX 3aBEJCHHUIX B
COOTBETCTBUU C HACTOSIIIUM NpuKa3oM. KOHTpoIb 3a nCnoHeHNEM IpHKa3a BO3JI0XKHUTh Ha 3aM.
Munuctpa A.B. CmonsikoBa. [lonnucs: Munuctp obpazoBanus PO.

3apanue 3. OhopMuTe MPOTOKOI, UCTIONB3YS cienyroue naHHbie. OpopMuTe BHIUCKY
U3 MpEAbIAYIIEr0 MPOTOKOJa MO BTOPOMY BOIIPOCY MOBECTKH IHA. Ecnu ecTh Hemocraroniue
PEKBU3UTHI, J00aBUTHh CaMOCTOATENbHO. MuHucTepctBo obpasoBanus P®. TTPOTOKOJIL.
MockBa. 3acenanus SKCIIEPpTHOM KOMUCCHH.

Texct: Ilpencenarens - A.B.MBanoB, cexperaps — H.A. OBunnHuKOBa. [IpucyrcTBOBanu:
9 yenosek. IloBectka mHs: 1. O paccMOTpPEHHM CBOJHON HOMEHKIATYPHI €T MHUHUCTEPCTBA
obpazoBanuss P®. Hudopmarus 3aB. O6mmum otaenom A.C.Cnymnkoit. 2. O TOArOTOBKE
JIOKYMEHTOB K TIepelnade Ha rocyaapcTBeHHoe xpaHeHue. MHdopmanus 3aB. apxuBom B.U.
Benosoii. CIIYIIAJIU: Cnyukyto A.C.—1Uudopmanus npunaraercs. BBICTYITUJIN: ConoBbeBa
B.M. (3aB. apxuBoM) — HomeHknaTypa aenl MHHHCTEPCTBA TOJATOTOBJIEHA Ha OCHOBAaHUHU



HOMEHKJIATyp Jel, pa3pabOTaHHBIX CTPYKTYPHBIMH MoOfpa3ieieHusMu. Bce monpazaeneHus
MUHHCTEPCTBA MPEACTABIIIM HOMEHKJIATYPhl B YCTAaHOBJICHHBIC CPOKH. B 3THX HOMEHKIIaTypax
MOJIHO OTPAKEH KOMILUIEKC JOKYMEHTOB, OTKJIAJbIBAIOLIUXCS B ACSATEIBHOCTU MOAPA3AEICHUN,
yUTEHBI TPEOOBaHUS, TPEIBIBISIEMbIE K (OPMUPOBAHUIO JEJ W COCTABICHHUIO 3ar0JIOBKOB,
BKIIOYEHHBIX B HoMeHknarypy. I[IOCTAHOBUWJIM: 1. OnpoOpute HOMEHKIATYpy M€l
muHuctepctBa Ha 2022 roxa. 2. llpencraBuTb HOMEHKJIATYpy /€l Ha COIJIacOBaHUE B
I'ocynapcrBennsiii apxus PO. CJIVIIIAJIN: benoy B.H. — B xo1e noarotroBku 10KyMEHTOB K
nepejade Ha TOoCyJapCTBEHHOE XPaHEHUE OBLIM BBIICJICHBI K YHHUYTOXXEHUIO KaK HMEIOIINe
Hay4YHO-UCTOPUYECKON LIEHHOCTU U YTPATUBUIME MPAKTUYECKOE 3HAYEHUE JOKYMEHTHI 3a 2006-
2012 rr. Dkcmeprtu3a mnpoBoAwiIach B cooTBeTcTBUM ¢ «llepedynem...». 3a 3TH ke TroAbl
MOATOTOBJICHBI JIJIs1 YTBEPKACHUS onucH Aell noctossHHoro xpanenus. BbICTYIIMJIN: I'pauesa
H.A. —Texct BoicTymnenus npuiaraerca. [IOCTAHOBUJIN: 1. Ogo6puts akt ot 00.00.00 No 00
O BBIJICJICHUH K YHUYTOXXEHUIO OMMUCH €)1 NOCTOSHHOro XpaHeHus. [Ipencenarens A.B.MBaHOB.
Cexkperapp H.A. OBUnHHHKOBA.

KonTtpouabnas padora

Bapmunanr 1

1. Pacnonoxenue pekBuU3UTOB Ha ¢opmare A4 (IIpooIbHOE U YIIIOBOE), 0hOpMIICHHE
0JIaHKOB JOKYMEHTOB.

2. CocraBneHne u o(hOpMIICHHE pPE3OMe, 3asBIICHHS, 3allOJIHEHHE YHH(DHIMPOBAHHBIX
(bopM KaJIpoBOM JOKYMEHTAIUH.

3. Peructpanus noxkymentoB. Co3nanue )ypHaja yudeTa U BHECCHHE B HETO JaHHBIX.

Bapmuanr 2

1. Opranu3zanuonHnsie 10KyMeHTbl. CTpyKTypa TekcTa, opopmienue Ha [1K.

2. CocraBieHue U opOpMIICHHE CITY)KEOHBIX, OKJIAIHBIX, OOBSICHUTEIBHBIX 3aIHCOK,
CIPABOK, aKTa.

3. OdopmiieHre TOKYMEHTOB C TMOMOIIBI0 mporpammbl Microsoft Word. Paborta c
AIIEKTPOHHBIMU JJokyMeHTaMu. Co3/1aHie CepUiHBIX MUceM. PacchbulKa TOTOBBIX MTHCEM.

Bapuanr 3

1. CocraBnenue u oopmieHHEe MPUKa3a 0 OCHOBHOMN JAESITETbHOCTH.
2. OdopmieHune TOBEPEHHOCTEH OUITUATBHON 1 TUYHOM.

3. CocraBieHnEe HOMEHKIJIATYPHI JICI.

Tema 3. OyHKHUHM CJIOY:KObI JOKYMEHTAIMOHHOIO o0OecleveHUs YNPaBJeHUS U
OpPraHM3alnu J0KYMeHT000opoTa. Opranusanusi KaJpoBoro 10KyMeHT0000poTa
Tecr

1. TTepeuncnuTe BOMPOCHI, KOTOPBIE OTPAXKAIOTCS B MPABUIAX BHYTPEHHETO TPYIOBOTO
pacriopsiaka.
a. opraHu3anus paboThl NPEANPHUITHS, B3aUMHbIE 0053aHHOCTH paOOTHUKOB M aAMUHUCTPALIH,
IpeoCTaBlIEHHE OTITYCKOB, KOMAHUPOBAHNUE COTPYIHUKOB, BHYTPHOOBEKTHBIN PEKUM,
0. HayyHO-TEXHHUYECKHUE, (PUHAHCOBBIE CTOPOHBI AEATEIBHOCTHU JTOJKHOCTHBIX JIUL;
B. TOPSAIOK OOpa3oBaHMs, 3aJauyM, OOS3aHHOCTH, IpaBa, OTBETCTBEHHOCTh M OPTraHU3ALUIO
paboThI MPEIPUATHUS B LIEJIOM MJIU €r0 CTPYKTYPHBIX MOAPA3IeICHHUMH.
2. Kakue ycTaHOBIIEHBI CTaHAAPTHBIE POPMATHI OJIAHKOB TOKYMEHTOB?
a. AduAS;
A5 u A3;
B. Tonbko A4.
3. Kakoif ToKyMeHT opraHu3aiuy Hejlb3sl 0hOpMUTH Ha 001IeM Oanke?
a. IHCHMO;

o



0. mpuKas;
B. OTUYeT.
4. JIOKyMEHT, 3aKpeIUISIOIIUI TOHDKHOCTHOM W YHCICHHBI COCTaB MPEANPUSATHS C
ykazaHueM (oH/1a 3apabOTHOM TIATHI - 3TO:
a. JOJDKHOCTHAsI HHCTPYKIIUS,
0. IIOJIOKEHUE,
B. IITaTHOE PACIUCAHUE.
5. Ilpu kakom BapuaHTe O(OPMIICHHS PEKBHU3MUTA 3arojOBOYHAS 4YacTh OJlaHKa
NPOJIJICBACTCS JI0 TPAHUIIBI IPABOTO MOJISA?
a. TPH MPOJOJIBHOM;
0. MpH LEHTPUPOBAHHOM;
B. 1pu (aaroBom.
6. Takoit pekBU3HUT Kak AMOIeMa OpraHU3allHH:
a. HE MOXeT OBbITh pa3MEIICH Ha OJIaHKE JIOKYMEHTa, €CIM Ha HeM yke umeercs repo PD wiu
rep6 onHOro u3 cyonexra PO;
0. MOJKET 3aMEHSATh PEKBH3UT HAMMEHOBAHHSI OPTaHU3AIHH;
B. pa3MEIIACTCs B HIXKHEM I10JIC JIOKYMEHTA.
7. IlepeuricnuTe NEIU U3YUEHHUS ACIONPOU3BOICTBA
a. T0Ka3aTh 3HAYCHHE PAOOTHI C IOKYMEHTAMH B J)KU3HH OOIIECTBA.
0. OBJIaJCHHE OCHOBAMH IPABUIBLHOTO O(GOPMIICHHS JOKYMEHTOB M HaJIC)KAIIeH OpraHu3aIuei
JIOKyMEHTO000pOoTA.
B. TPHBHUTH HEOOXOJUMBIC HABBIKK B pabOTE C JIe]IaMHU, 3aKOHYCHHBIMHE JICJIOPOU3BOICTBOM.
8. IIIOTHOCTh JOKYMEHTOIOTOKA OIPEIEIISIETCS:
a. COOTHOIICHHEM 4YHCIa JOKYMEHTOB, KOTOPBIE MPOXOISAT dYepe3 KOHKPETHBIA ITYHKT
00paboTKH, K eAMHUIIC BPEMCHH,
0. COOTHOIICHHEM KOJIMYECTBA JOKYMEHTOB, IMOCTYIHMBIINX B OPraHU3alUIO, K aHAJIOTHYHOMY
MOKa3aTeJIro 3a MPOIIC NN TIEPHOI;
B. YHCIOM 00pabOTaHHBIX OPraHU3aIlMCH JOKYMEHTOB 3a BCE BPEMsI €€ CYIIECTBOBAHUSI.
9. Jlenompoun3BOACTBO - 3TO:
OpraHu3aIis JOKyMEHTO000pOTa B YUPESIKIACHHH.
COBOKYITHOCTb JJOKYMEHTOB, OTPaXKAIOIIMX YIPABICHUECKYIO JCSITCIbHOCTDh YUPESIKICHUS.
B. COBOKYITHOCTH Pa0OT IO JTOKYMEHTHPOBAHUIO JEATEILHOCTH YIIPABICHHS M TI0 OPraHU3aIliu
JIOKYMECHTOB B YUPESIKICHUU.
10. JlesTensHOCTH anmapara yupaBieHHs, 0XBAaThIBAIOIIAS BOIPOCHI JOKYMEHTHPOBAHUS U
OpraHu3aiu paboThl ¢ JOKYMEHTaMH - 3TO:
a. JOKYMEHTaIlMOHHOE 00ECIeUeHHE yIpaBICHHS,
0. craHmapTHU3aNus;
B. EI'CJI.

v

Keiic-3aganusa

3apanme 1. Hanumure npukas mo AO «KocMoc» 06 urorax TOKyMEHTaIbHON MPOBEPKU
COCTOSIHUSL JIOKyMEHTAllMOHHOTO obecriedyeHus. B akTe peBH3UHM ObUIM yKa3aHbl CIEAYIOIIHE
HEJ0CTaTKU:

1. B otnene kaapoB npeanpusTHs B JMYHBIX Jie1aX paOOTHUKOB OTCYTCTBYIOT HEKOTOpBIE
HE00XOIUMBbIE JOKYMEHTHI.

2. B xaHnenspuu He BeJeTCsA KHUTA PErUCcTpaliy MPUKa30B 10 OCHOBHOM A€ATENbHOCTH.

3. B Gyxrantepuu Bblia4ya 3apIulaThl 1O TPYJOBBIM COTJIAIICHUSIM MEXaHUKY IO PEMOHTY
OPI'TEXHUKH HE MOATBEPKAECHA AKTAMHU O BBINOJIHEHUH paloT.

Henocraromye pekBU3UTH 0hOPMUTE CAMOCTOATEIHHO

3apanue 2. CocraBpre pacnopsokenue pupmbl AO «3aps», nis cocTaBieHus rpaduka
OTILYCKOB, TJI€ JTUPEKTOP MPEUIaracT: pyKOBOJAUTENAM OTJAEIOB NPEACTABUTh B OTIEN KaIpOB
CIMCKH COTPYAHUKOB C yKa3aHMEM IPENIOoJaraéMoro cpoka OYepeHOro OTIYCKa B TEKYIIEM



KaneHgapHoMm roay. Cpok mpenocraBieHus COuUckoB 15 aueil. HavanbHuKy oTmena kaapoB
MPEICTAaBUTh CBOJTHBIA TpaduK OTIIYCKOB JHUPEKTOPY; CEKpPETapr0 O3HAKOMHUTh BCEX
ucnonHuTene ¢ pacrnopspbkeHueM. KoHTponb BO310XKHUTH Ha 3aM. nupektopa Ilerpoy A.U.
Henocratonue pekBU3UTHI 0POPMUTE CAMOCTOSATEITHHO.

3aganue 3. CocTaBbTe€ CTPYKTYpy M IITAaTHYIO UYWCJICHHOCTH ammapara YIpaBlICHUs
ToproBoro noma «CroptuBHas xu3Hb» OT 21.01.2022 roga, umes: clieayronme HaMMEHOBAHUS
CTPYKTYpHBIX mnoapazaenenuii: 01-pykoBoxactBo; 02-kanuenspus; 03 — ormen kaapos; 04 —
Oyxranrtepusi; 05-otnen mo pabore ¢ kimeHTamu; 06 — TexHWuYeckuil oraen. HammenoBanue
JIOJDKHOCTEH: Ha4aJIbHUK KaHIEISPHH, 3aMECTHTEIIb TCHEPATLHOTO TUPEKTOPA [0 KOMMEPUYECKUM
BOIIPOCaM, CEKpeTapb, MHCIIEKTOP, apXUBAPUYC, MEHEIKEP, KacCUp, TE€HEPaJIbHBIN TUPEKTOD,
HAYaJbHUK OTJENIa KaJpoB, INIaBHBIN OyXxranTep, 3aBeAYIOLUN CKIaA0M, OyxXrainTep, HaualbHUK
TEXHUYECKOTO OT/IeNIa, IKCIIETUTOP

KonTpouabHnas padora

Bapmuanr 1.

1. [Ipoananu3upyiiTe  OCHOBHBIE  3aKOHOJATEJIbHbIE  aKThl IO  KaJpOBOMY
JIeNIOTIPOU3BOICTBY M pa3JeliuTh UX Ha TPYIIIbI, CBA3aHHBIE CO c(hepoil AedaTenbHOCTH U (hopMoi
COOCTBEHHOCTH.

2. Ilepeuncnure 3Tambl KXU3HEHHOTO LMKJIA BHEIIHMX M BHYTPEHHUX JIOKYMEHTOB B
OpraHu3aIuHg.

3. CocraButh omnopHyio cxemy «llopsgok TOKyMEHTHpPOBAHHUS YIpaBIEHYECKOMH
JACATCIIBHOCTN

Bapmuanr 2.

1. Tlepeuucnure BHUIBI padOT U UX pPETIAMEHTAIUS B CHCTEME JOKYMEHTAI[MOHHOTO
oOecrnieyeHus JesITeIbHOCTH KaIpOBOM CITyKOBI.

2. [lepeuncieHbl HOPMATUBHBIC aKThl, B KOTOPBIX 3aKPEIUJICHBI OCHOBHBIE TPEOOBAHUS K
0 OpMIICHHUIO OpPraHM3al[MOHHO-PACHIOPSAUTENBHBIX M CIPaBOYHO-UH(DOPMAIIMOHHBIX
JIOKYMEHTOB.

3. CocTaButh cxeMy «Opranuzanus paboThI C TOKyMEHTaMI)

Bapmuanr 3.

1. HaszoBuTe OCHOBHBIE OpPraHM3allMOHHO-TIPABOBBIE JIOKYMEHTBHl ~OpraHM3alluy,
perJaMeHTHpYIOIINe AesITeIbHOCTh KaJpOBON CITYKOBI.

2. Kak BezieTcst MOAroTOBKA TIOKYMEHTOB K C/1adye B apXUB.

3. CocTaBUTh CBOHYIO TaOIUITy «YYpeUTENbHbBIC JOKYMEHTHI OpPTaHNU3aIluN»

Tema 4. KonpuaeHumanbHOCTH M 3alMTa HMHEPOPMALMH, CcoOAep:Kallelcss B

AOKYMEHTAaX OPraHu3auMu. JJIeKTPOHHbIH JOKYMEHT0000pPOT

Tect
1. Yto noHUMaETCs 01 MUTpAIIUEN JIEKTPOHHBIX IOKYMEHTOB?

a. HUX MepeMelleHne U3 OAHOW HHQPOPMAIIMOHHOM CHUCTEMBbI B APYTYIO NMPU COXPAHEHUU HX
JIOCTOBEPHOCTH, IIEJIOCTHOCTH, QyTEHTHYHOCTH U TMPUTOJHOCTH JJsi JaJIbHEWIEro
HCIIOJIb30BAHNS;

0. UX mepeMelIeHre ¢ OJTHOTO HOCUTEINS Ha APYroi Uiiu KOHBEpTaIlUs B APYroi ¢opmar;

B. HX IepeMelleHre U3 OAHONH HHPOPMAITMOHHON CUCTEMBI B JIPYTYIO

2. YTo mogHUMAaeTCs 0T ayTEHTUYHOCTHIO AIEKTPOHHOTO JJOKyMEHTa?

a. TapaHTHs COOTBETCTBHUS JIEKTPOHHOTO JJOKYMEHTA 3asBJICHHOMY;

OTCYTCTBHE MPABOK B TEKCT AJIEKTPOHHOIO JIOKYMEHTA MOCIIE €r0 CO3/IaHus;

B. BO3MO’KHOCTb B JJFOOOH MOMEHT YCTaHOBUTH MECTOHAXOKCHHE JJOKYMEHTAa U BOCIIPOU3BECTH
ero.

3. C KaKoH LENBI0 COCTABIAETCA UHHIIMATUBHAS TOKJIaHasl 3amuckKa’?

o



a. ¢ IeNblo No0YXKIeHHs apecaTa COBEpIINTh Kakoe-1100 JeicTBue;
0. c 1enpi0 HTHPOPMHUPOBAHUS PYKOBOIUTEIS O XO€ MpoIiecca;
B. C IIeJIbI0 HHPOPMHUPOBAHUS PYKOBOJAUTEIIS O XOJ€ WM PE3yNbTaTaX BBIITOJHEHUS paOOTHI.

4. OO0MeH KOHOQUACHIUATHLHOW WH(pOpMaNMEHd MO TEIEKOMMYHHKAIIMOHHBIM KaHalIaM
cBs3u (TKC) ¢ rocynapcTBeHHBIMU OpraHaMH U KOHTpPAareHTaMu.
a. DJIEKTPOHHAsl OTYETHOCTH,

0. 9JIEKTPOHHAas MOAIUCH,
B. DJIEKTPOHHBIN TOKyMEHTOOOOPOT.

5. Jlna obecnieyeHuss OPUAMYECKONM 3HAYMMOCTH M 3allUThl HMHGOpPMALUU TIPH
OCYIIIECTBJIEHUH 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa HEOOXOIUMBI:

a. OII, CK3H, nporpamma st GopMUPOBaHUS U OTIPABKU JOKYMEHTOB, YCIYTH CIelonepaTopa
CBSI3H;

6. OII, 3akpsIThIil cepTHdUKAT, OTKPBITHIN cepTudukat, CK3U;

B. CK3U, OII, ycnyru crienonepaTopa CBS3U.

6. PexkBM3UT 3JIEKTPOHHOIO JOKYMEHTa, NpPEAHA3HAYEHHBIM JUIs 3allUThl JaHHOTO
AJIEKTPOHHOI'O JIOKYMEHTa OT MOJJEJIKH. B 3JIEKTPOHHBIX JOKYMEHTAaX 3aMEHSIET PYKOIHUCHYIO
HOJIUC...

a. DJIEKTPOHHas MOJIHUCH,
6. cepruguKat KiIroya MoANUCH,
B. DJICKTPOHHBIN JOKYMEHT.

7. llporpammHOe o0ecredeHrne, KOTOpPO€ BBINOJIHACT MIM(POBaHUE TOKYMEHTOB,

Ha3bIBACTCH...

a. cepTu(uUKaTr CpeACTB IEKTPOHHOH MOAIUCH,

6. cpexactBo kpunrtorpaduueckoit 3amutsl nHPopmauu (CK3U);
B. 3aKpBITHIH KIIFOY 3IEKTPOHHON IUPPOBOI MOIMUCH.

8. s mpoBepKHM MOUIMHHOCTH AJIEKTPOHHOW TIIOANMCH OTIPABUTENS alpecaT

UCIIOJIB3YET. ..
a. OTKPBITHIM KJIFOY AJIEKTPOHHOM MOIIHUCH;
6. cepTuuUKar cpeaACTB NEKTPOHHOH MOAINUCH;
B. 3aKPBITHII KJII0Y AJIEKTPOHHON IU(PPOBOM MOIIHUCH.
9. st popmupoBanus Il (T.e. MOANUCHIBAHUS TOKYMEHTOB) OTIPABUTENb HCIIOJIB3YET. ..
cepTuduKaT KiIro4a NoIMUCH,;
3aKpPBITBIN KIIIOY 3JIEKTPOHHOM MOAINCH;
B. OTKPBITBIN KIIFOY JIEKTPOHHON MOAIKCH.

10. Jlns mpouteHus nokymeHrta, moanucanHoro JIIII, B obmem ciydae HEOOXOAUMBI
CIIeIyIOIIe KOMIOHEHTHI:

a. 3akpsITeiil kmou DI, CK3U, nporpamma aist npocMoTpa U pelakTUPOBaHUS T0KYMEHTA,
6. otkpseiThii K104 DI oTnpaBuTens, nmporpaMma Jyuisi IpOCMOTpa JOKYMEHTA,
B. ceprucdukar DI, opucHoe mpuaoxKeHne, CucTeMa EKTPOHHOTO TOKYyMEHTO000poTa.

S

TemaTuka 10KJIa10B, COO0IIEHUIT
[TpUHIMIIBI TIEKTPOHHOTO IOKYMEHTOO00pOTAa.
PbIHOK cHCTEM 2IIEKTPOHHOTO TOKyMeHTooOopoTa B Poccun.
Cucrema aBTOMaTU3alMK JOKYMEHTOO0OPOTA.
IOpuanueckas 3HaUMMOCTD 3JIEKTPOHHOIO IOKYMEHTA.
Enunble cranaapTsl U1l SJIEKTPOHHBIX JOKYMEHTOB.
@DopMaThl JIEKTPOHHBIX JOKYMEHTOB.
CranmapTel 3JE€KTPOHHBIX JOKYMEHTOB
Komnanumn-oneparopsl 3J€KTPOHHOTO TI0KYMEHTOO00pOTa.
[Tepexos Ha 2JIEKTPOHHBIN JOKYMEHTOOOOPOT.
10. Iepexox Ha STEKTPOHHBIN JOKYMEHTOOOOPOT

CoNo~WNE



KonTpoabHasi padora

Bapuanr 1

1. JlaiiTe cpaBHMTENbHYIO XapaKTEPUCTUKY CIEAYIOIIMM BHIAM 3JEKTPOHHOTO
JIOKYMEHT0000poTa
Buytpennuii Bremnuit C rocyiapcTBEHHbIMU OpraHaMu

2. llepeuncnure mepeueHb OCHOBHBIX HOPMATHBHO-IIPABOBBIX AKTOB, PETYIUPYIOMIHX
3JIEKTPOHHBIN TOKyMeHT0000poT B Poccun

3. Curyamus. Kpymsblii npousBoaurens ObiToBoM xumuu, 1500 corpymrmkos, 5000
KOHTPAareHTOB PELIMWI IIEPEBECTH BCEX HA «yAAJIEHKY» C ydyerom camonucHou MT-cucremsl,
KOTOPYIO HEBO3MOXHO BBIBECTH HAPYXKY.

Cpoxku peanu3zanuu MOCTaBICHHOM 3a7a4u - 3 HEIEIu.

[TocranoBka nmpobaembl. Texnoaaepikka «3alIuBaeTCs» ¢ MEPEBOIOM BCEX COTPYAHHUKOB
Ha «YJAJICHKY» W IOAJEPKKOW TeKymuXx cepBucoB. CHCTEMBl TOPMO3ST, COIVIACOBAaHUE
JIOKYMEHTOB 3aTSATMBACTCS HA HEJEJIN, TOBAPhI HE MTOCTABIIAIOTCS B CPOK, KOMIIAHUSI HE MOJIy4aeT
npubsuib.  Okazaioch, 4YTO CHCTEMa, KOTOpas OTBeYaja 3a YIpPaBJICHHE IOCTaBKaMH U
«TIEpBUYKOI», HE HUHTErpupoBaiach ¢ KoprnopatuBHod COJ], u Bce 3TO TpPagUIMOHHO
oOpabarbiBasin pykamu. C mepeBojioM Ha «ynaneHky» Harpy3ka Ha UT-ungpactpykrypy
YBEJIMYUIACh, CKOPOCTh OOpaOOTKM JTaHHBIX CHU3MWJIACh, a COTPYIHUKH Hadalu caboTHUpPOBATh
paboty B cucteme. B urore renaup rpo3uT BceX YBOJIUTH U «HABECTU MOPSI0K» CBOUMHU PYKaMH.

Bapmuanr 2
1. [aiite CpaBHUTENbHYIO XapaKTEPUCTUKY CIEIYIOIIMM BHAAM 3JEKTPOHHOTO
JOKYyMEHTO000pOTa
[To cepe npaBOBBIX OTHOIIEHUN MEXKIY ITo xapakTepy nepenaBaemMbIx
YYaCTHUKAMHU JOKYMEHTOB

2. Ilepeuncnure mepeueHb OCHOBHBIX HOPMATHUBHO-IIPABOBBIX AKTOB, PETYIUPYIOIIUX
KOH(UIEHIMAIBHOCTD U 3alIUTy HHpopMauu B Poccun

3. Cwuryanusa. Kpynnas npousBoacTBeHHas kommanus, 500 cOTpyAHMKOB JOJDKHA
o0ecneynTh NOJMUCaHNe JOKYMEHTOB Yepe3 3JIEKTPOHHYIO MoAnuch s 10 Ton-mMeHepKkepoB u
nepeiitu Ha DJ1O ¢ mocraBumKkaMu, KoTopsie AaT 70-80% Bcex JOKYMEHTOB JUIsi OOMEHa.

Cpoku peanu3anuy NOCTaBJICHHON 3aJ1a4u - 2 HEACIH.

ITocranoBka npo6aembl. PopmasbHast )KU3Hb U €€ OU3HEC-TPOLIEeCChl ObIIN 3aBsI3aHbI Ha
paboTy C TEeppUTOpPUHU MPEANPUATHS, BCE TOMbl CTABWIU <OKHUBYIO» MOJIMUCH M MEYaTh, WU
CeKpeTapb UMel I0CTyM K ¢akcummie. Ha «ynanenke» pakcumMuiie Majao KTO BEPUT, BCEM HYKHa
<OKWBas CUHSS M€YaTh)» U MOANKUCH HAa UCXOASIINX TOKYMEHTaX.

Bapmuanr 3
1. JlaifiTe cpaBHHUTENbHYIO XapaKTEPUCTUKY CIEAYIOIIMM BUAAM 3JIEKTPOHHOTO
JTOKYMEHTO000pOTa

KaapoBblit Y1paBieHYECKUN byxranrepckuii

2. Ompenenute pa3HUIy MEXAY BHEIIHUMH W BHYTPEHHHMH YyIpO3aMH B CHUCTEME
AJIIEKTPOHHOTO JOKYMEHTOO0OpOTa

3. Curyanms. J[leBemomepckas kommanuss wu3 MockBbl, 200 pabotHukoB, 150
MOJIb30BaTENICH TOJKHA MMEPEBECTH PAOOTHUKOB Ha «y/IaJICHKY» TaK, 9YTOOBI HE MOTPATUTH MHOTO
JICHET.

Cpoxku peanu3aiuuy MOCTaBICHHOM 3a7auu - 3 HeIeNu.

[TocTtanoBka mpoOnembl. Y kommanuu ecth cBos COJl, HO oHa HE HACcTpoeHa IOJ
JTUCTAHIIMOHHYIO paboTy Bcex monb3oBaTenell. To ecTh - HeT JHMIEeH3UH ISl MOAKITIOYCHUS K



ynajgeHHoOMy pabouemy crtony ans 150 uenoBek, Aa W Tekyilee 0OOpPYIOBaHHE HE MOKET
o0ecreynTh paboTy TAaKOTO YKCIIa MMOJIb30BaTelNeii Ha TEPMUHAIHLHOM CEepBepe.
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Bomnpoch k 3auety
[ToHsATHS  «IOKYMEHT», «IOKYMEHTHPOBAaHHE», <«OKYMEHTAllMOHHOE obOecreyeHue
YIIPaBICHUS.
[TonsiTust «yHupUKAIULY, «CTAaHAAPTUALUSDY, «OTaHK TOKYMEHTay.
OcHoBHBIE (YHKITUHU JTOKYMEHTA.
I'oCT P 7.0.97-2016. «Hanuonanbusiii crangapt Poccuiickoit ®enepaunun. Cucrema
CTaHAapTOB MO MH(pOpMamuu, OMOIMOTEYHOMY W M3JATEeNbCKOMY jeiry. OpraHu3aiuoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB)
3aKOHO/IATENbHOE PETYIMPOBAHUE.
Crangapruzanus.
Pa3paboTka HOpMAaTHBHO-METOAMYECKUX IOKYMEHTOB.
@3 «O06 unpopmanuu, THPOPMAITMOHHBIX TEXHOJIOTHUSX U O 3alIUTe HH)OPMALIUN»
Knaccugukanum JOKYMEHTOB: MO cHoco0y AOKYMEHTAlMH, 10 cepe MCIOJIb30BaHUA, IO
MECTY COCTaBIIEHHS, 1O OTPAHUYEHHUIO JOCTYIA, MO MPOUCXOKACHUIO, MO HOPUIUIECKON
3HAYMMOCTH, TI0 U3JI0KEHHUIO, TI0O CPOKAM XPAHCHHUS.
ObecnieueHne PUTUIECKON CUIIBI JOKYMEHTA.
Co3znanue yCJIOBUH JJIs OTIEPATUBHOTO MCIIOJTHEHUS JJOKYMEHTOB.
Bo3MOxXHOCTB OMepaTUBHOTO MOUCKA JOKYMEHTA.
B03MOXHOCTh WICIIONB30BAaHMS ISl CO3JaHUS, KOIMHUPOBAHUSA, OOPaOOTKH JIOKYMCHTOB
CpEICTBA OPTTEXHUKHU.
OO0ecneyeHne Ka4€CTBEHHOTO BHEIIHETO BUA TJOKYMEHTA.
KpaTkocTh 1 KOMIIAKTHOCTH U3JI0KEHUS OUIIHATBHOTO MaTepuana.
To4yHOCTB U ONpeAeTIEHHOCTh (YOPMYIIUPOBOK, OJTHO3HAYHOCTh U €IMHOO0pa3He TCPMHUHOB.
[TocnenoBaTenbHOCTh UCTIOIB30BAHUS TEXHUYECKUX MTPHUEMOB ITPABOTBOPUECTBA
[TpoBepka u HCIpaBICHHIE TEKCTA.
Dranbl peIaKTHPOBAHUS.
[IpaBka-Beruntka. [IpaBka-cokpamenus. [IpaBka-oopadoTka. [IpaBka-niepeaenxa.

Bonpocsl Kk 3k3ameny
TunoBsle opraHu3aloOHHbIE CTPYKTYpPHI ciryx0b1 JIOY.
VYnpasnenue nenamu. Kanuenspus.
O6uwmii otnen. Cexkperapb yupexaeHusl.
Iemwn u 3amaun ciyx061 JIOY
J1oKyMeHTOO0O0POT.
Opranuzanus J0OKyMeHT0000poTa.
[TpuHIMIBI OpraHU3anuu J0KyMEHT0o000poTa.
JIOKyMEHTONOTOK.
JIOKYMEHTOIOTOKH IO HAIPABJICHHUIO U 10 OTHOIIEHUIO K YIPAaBICHYECKOMY OOBEKTY.
O06BemM TOKYyMEHTO00OpOTA.

TpynoBoii 10roBOp.

TpynoBasi KHMXKKA.

JInunoe neno.

JIucTok mo yyery KaJapos.

[Iprka3 no TMYHOMY COCTaBY

JlokyMeHTUpOBaHUE AESITEIBLHOCTHU MO MPUEMY U YBOJbHEHHIO KaJIPOB.
JlokyMeHTUpOBaHHUE AESATEIBHOCTH IO POTALlMU KaJIPOB.

Bnecenue nzmMeHeHui B JOKYMEHTALMIO TOJIMYHOMY COCTaBY.
KondunennuansHoe 1e10nponu3BoCTBO.



21.
22.
23.
24,
25.
26.
217.

28.
29.
30.

Kommepueckas Talina.

MepornpusTHs 1Mo 3anure HHHOpMaIny.

Opranu3zauuu XxpaHeHHs

Bupl 351eKTPOHHBIX IOKYMEHTOB.

TpeGoBaHMsI K SIEKTPOHHBIM JOKYMEHTaM.

[TonsiTre, 3HaYeHUE, e U QYHKIIUU JICKTPOHHOUN U(POBOIA MMOAIHUCH
3akoHonarenpHas 0a3a MO OQOPMIICHHIO M HCIOJB30BAHUIO AJIEKTPOHHOW HU(POBOH
MTOITMCH.

TpeGoBanus U MpaBUIIa UCIIOIB30BAHUS IIEKTPOHHOMN UPPOBOI MOANHUCH
AHaNM3 NpUMEHEHUS JIEKTPOHHOMN MOJIIUCH.

Cxembl mocTpoeHust HU(POBON MOMTUCH.



MeToan4yeckne MaTepUaJIbl, ONpeaesiionme Npoueaypbl OHeHUBaAHUs 3HAHUN, YMEHM,
HABBIKOB M (MJIM) ONBITA JeSITeJIbHOCTH, XapaKTepu3ylouye npoiuecc popmupoBanus
KOMIIeTeHIN I

Llenp Tekyiiero KOHTPOJISA YCIEBAEMOCTH MO Y4YeOHBIM AUCUMIUIMHAM B CEMECTpe —
IIPOBEpPKa MPHOOpETAaeMbIX OOYYalOIIMMUCA 3HAHUM, YMEHMH, HABBIKOB B KOHTEKCTE
dbopMUPOBaHUA YCTAaHOBIEHHBIX 00pa30BaTENbHON MPOrpaMMOil KOMIIETEHIUH B TEUYCHHE
cemecTpa. Tekylmuil KOHTPOJIb OCYILECTBIISIETCS YEPE3 CUCTEMY OLIEHKU IMPENOJaBaTEeIeM BCEX
BUJIOB pabOT 00yyaronuxcs, IpeIycMOTPEHHBIX padoueil mporpaMMoOil TUCIUIUIUHEI U Y4eOHBIM
IUTAHOM.

[IpomexyTouHas aTTecTanus 00yJaroIUXCs IpeIyCMaTPUBACT OLIEHUBAHUE PE3YIbTaTOB
OCBOCHHMS TUCIMILIMHBI TIOCPEJCTBOM UCTIBITaHUS B popMe sKk3aMeHa (3aueta). [Ipomexyrounas
aTTecTanus MPOBOJUTCS B KOHIE U3YUCHUS TUCIUIUIMHBI.

OneHouyHble Marepuajbl TEKYLIEro KOHTPOJIs UM IPOMEXYTOYHOM aTTectauuu
UCIMOJIb3YeTCsl JUIsl OCYLIECTBICHHUSI KOHTPOJIbHO-U3MEPHUTEIbHBIX MEPONPUATHI M BBIPAOOTKU
00OCHOBAHHBIX YIPABISIIOIIMX M KOPPEKTHUPYIOIIUX JEHCTBUI B mpolecce NpHoOpeTeHus
00yyaromyuMucs HEOOXOJUMBIX 3HAHUH, YMEHUN U HABBIKOB, (POPMHUPOBAHHUS COOTBETCTBYIOIIUX
KOMIIETEHIIUI B PE3yJbTaTe OCBOCHUSI TUCIUIUINHBI.

Kpurepun onenku tecra

Kpurepun ounenku KonnuectBo Onenka
BEPHBIX
OTBETOB
I'mybokoe 3Hanme ydeOHO-TIporpaMMHoro Marepuana, | 80 — 100% OTiyHO

yMeHHue CBOOOJHO BBINOJHATH 3aJaHUS, YCBOMBIIMNA
B3aMMOCBSI3b OCHOBHBIX IOHSATHM  JUCIUIUIMHBL,
CMOCOOHBI  CaMOCTOATENBHO IMPHUOOpPETaTh HOBBIE
3HaHUA M YMEHHUS; CIOCOOHBIM CaMOCTOSITENBHO
WCIOJIb30BATh YIIyOJIeHHbIE 3HAHUSI

[TomHOE 3HaHWME y4eOHO-TIporpaMMHOTO Martepuana, | 60 — 79% Xoportio
yCHEITHO BBITTOJTHSFOLITHIA peIyCMOTPEHHBIE
MPOrpPaMMOit 3aJJaHUS, MOKa3bIBAIOIIIHI

CUCTeMaTUYECKUH XapaKTep 3HAHUN TIO JUCIUILTUHE U
CIIOCOOHBIN K HX CaMOCTOATCIIBHOMY IOIIOJIHCHHUIO U
OOHOBJICHHIO B XO/I€ TANbHEHIIIEro o0yueHus B By3e U
B Oyaymieit npodeccHoHanbHON ASSITENHPHOCTH

OOHapyXuBIIMM  3HaHHWE  OCHOBHOro  y4eOHo- | 50 - 59% Y 10BIETBOPUTENBHO
MPOTPaMMHOTO MaTepuaja B 00beMe, HEOOXOIMMOM
Ui JanpHeimero  oO0y4eHHs,  BBINOJIHSIONIETO
3a7aHus, IpeTyCMOTPEHHBIE POrpaMMOii,
JOMYCTUBIIMM HETOYHOCTH B OTBETE, HO 00J1a1aI0IINM
HEOOXOMMBIMHU 3HAHUSIMU JUISL X YCTPaHEHHUSI

[IpoGensl B 3HAHMAX  OCHOBHOro  y4yeOHO- | MeHee 50% HeynosnersopurensHo
IPOTPaMMHOTO marepuaa, JOMYCTHBIIIEMY
MPUHIUTTHATIBHBIE OLIMOKH B BBITTOJIHEHUH
MPETyCMOTPEHHBIX TPOrpaMMON 3aJaHu




Kpurepum oueHku 10KJIa10B, COOOIIEH U

Kputepuu oueHku basibt Onenka
CooTBeTcTBHE LIETSAM U 33]]a4aM IMCIUTUIMHBI, aKTyaJbHOCTh 5 OtnuyHO
TEMBl W pPacCMaTPUBAEMBIX NpPOOJIEM, COOTBETCTBUE
coJiep>KaHusl 3asIBJICHHON TeMe, 3asBJIEHHAs! TeMa IMOJTHOCTHIO
packphiTa, pacCMOTPEHHE IMCKYCCHOHHBIX BOIPOCOB II0
mpoOyieMe, COMOCTaBJICHBI PA3IUYHBIE TOUKH 3PEHHS IO
paccMaTpuBaEMOMY BOIIPOCY, HAYYHOCTD SI3bIKa U3JI0KECHUS,
JOTUYHOCTh ¥ TIOCJTENOBATENIbHOCTh B U3JIOKEHUU
MaTepHala, KOJMYECTBO UCCIIEIOBAaHHOM JINTEPaTyphl, B TOM
Yyclie HOBEHIIMX HCTOYHUKOB IO MpoOiieMe, YEeTKOCTb
BBIBOJIOB, odopmienue paboThI COOTBETCTBYET
MIpeIbsBIsIEMBbIM TPEOOBAHUSIM
CooTBeTCTBHE IEISIM U 337]a4aM JIUCIUTUINHBI, aKTYaIbHOCTh 4 Xoporio
TeMbl M pacCMaTpUBAeMbIX TMPOOJIEM, COOTBETCTBHUE
COICp)KaHUSI  3asBICHHONH TeMe, HAay4YHOCTh  SI3bIKa
W3NIOKEHUS, 3asBIIEHHAs TeMa pacKpbpiTa HEJOCTATOYHO
MIOJIHO, OTCYTCTBYIOT HOBEUIIHE JIMTEPATYPHBIC MCTOYHUKH
1o npobsieme, npu opopMIeHUN padOThl UMEIOTCS] HEJIOUYETHI.
CooTBeTCcTBHE LESIM M 337adyaM AUCHUIUIMHBL, COJIEPIKaHHE 3 Y 10BIETBOPUTEIEHO
paboThI HE B TIOJTHOM MEpe COOTBETCTBYET 3asIBICHHOU TEME,
3asBIICHHAs TEMa pPACKphITa  HEJAOCTATOYHO  IIOJHO,
HCIOJIb30BAHO HeOOoJbIIIoe KOJIMYECTBO Hay4YHBIX
MCTOYHHUKOB, HAPYIIIEHA JIOTHYHOCTD U MOCIIEI0BATEIHLHOCTD
B M3JIOKEHUM MaTrepuana, 0pu OQOPMIICHUH PabOTHI
UMEIOTCSI HEIOUETHI.
Pabora He cooTBeTCTBYET LeNsM W 3aladaMm auciuruiduel, | 2-0 | HeymoBneTBopuTenbHO
coZiepkKaHue PabOThI HE COOTBETCTBYET 3asBICHHOW TeMe,
coJiep>KaHue padOThI M3JI0KEHO HE HAYYHBIM CTHJIEM.
Kpurtepun onenku keic-3aganni
Kpurepuii «HeynoBnetBop | «YmoBieTBopure «XoporIo» «OTANIHO»
UTEIEHO» JTHHOY
1. CootBerctBue | He YacTuuHo [TpeumymectBe | COOTBETCTBYIOT
perteHws COOTBETCTBYIOT | COOTBETCTBYIOT HHO
chopMyIMpOBaHH COOTBETCTBYIOT
BIM 33J1a9aM
2.CreneHb Pemenue B pemennn B pemennn Pemenune nano
IIOJIHOTHI U OTCYTCTBYET uMmerorcs 3 u umerotes 1-2 BEpPHO U
MPaBUILHOCTh Oosee ommoOKH OIIMOKH MTOJTHOCTBIO
pELIEHHS 3a1a9n (Jloruueckue,
MpPaKTHYECKHE,
TEOPETUUECKHE)
3. Crenenb 000CHOBaHUE o0ocHOBaHUE o0ocHOBaHUE 000CHOBaHUE
00OCHOBAaHHOCTH | OTCYTCTBYET COJICPKHT MIPOBENIEHO C MIPOBE/ICHO
(aprymenTanus WIH COACPKUT | OMIMOKH Y4eTOM YacTH BEPHO Ha
criocoba perieHust | rpyobie OMUOKH MaTepUasoB OCHOBE
3a/1auH). 3aJauu, MIPeI0CTaBIEHH
npodeCCHOHANb | BIX MAaTEPUAIIOB

3a/1a4H,




HBIX 3HAHUH U

npodeccuoHaIb

uH(popManuu HBIX 3HAaHUU U
uHbOopMaHu
4. CootBerctBue | He [Tpomymiensl 1-2 | mocnenoBaTeNbH | MpeACTaBIeHA
poecCHOHAIbH | COOTBETCTBYET | KITFOUEBBIX OCThb BEpHas
OMY CTaHJapTy npodeccuoHanbl | Ipo(eCcCUOHANb | MOCJIE0BATEIbH
BIX JEUCTBUS B HEIX JeicTBUU OCTb
npoliecce npu IIPU PELLICHUU npodeccuoHans
pELIeHNH 3a1a49i | 331a4U HBIX JCHUCTBUI B
MIpEACTABICHA npotecce
YaCTUYHO pELICHHUS 33/1a4U

Kpurepun onieHKH KOHTPOJIbHOM padoThI

Kpurepuu onenku

basuer

OreHka

KonTponbHas pabota npeacraBieHa B YCTAaHOBIECHHBINH CPOK
U opOopMIICHA B CTPOTOM COOTBETCTBHU C HW3JI0KCHHBIMH
TpeOOBaHUSAMHU; TOKa3aH BBICOKMI ypOBEHb 3HAHUS
W3YYCHHOTO MaTepuaja 10 3aJaHHOH TeMe, TPOSBICH
TBOPUECKUN TMOAXOJ TpPH OTBETE HA BOIPOCHI, YMEHHE
MIyOOKO aHaM3UPOBATh MPOOJIEeMy U JejaTh 0000marnme
BBIBOJIBI; paboTa BBIMOJTHEHA TPaMOTHO C TOYKH 3PCHHUS
IIOCTaBJIECHHON 3aJa4d, T.c. 0e3 OIIMOOK M HEJOYETOB HIIH
JIOTYIIIEHO He 0oJiee OJJTHOTO HeJ0UeTa.

5

O1ian4yHo

KontponbHast paboTa mpencraBiieHa B yCTaHOBJICHHBIH CPOK
u odopwieHa B  COOTBETCTBUM C  H3JIOKCHHBIMU
Tp€6OBaHI/I5[MI/I; IIOKa3aH }IOCTaTOLIHI)II\/'I YPOBCHb 3HAHUA
M3y4eHHOTO Marepualia 10 3aJaHHOW TeMe, IPOSBICH
TBOp‘IeCKI/II\/II moaxoJ IMpu OTBETEC Ha BOIIPOCHI, YMCHHUC
aHAJIM3MPOBATh NMPOOJIEMyY M JIeNIaTh 0000NIAIONINE BBIBOJIBL;
paboTa BBINIOJIHEHA TIOJHOCTHIO, HO JIOMYIIEHO B HEMl: a) He
0osee oHOM HErpy0oil OMMOKKU M OJHOTO HeJoueTa 0) Win
He 0oJiee IBYX HEJ0YETOB.

Xopomo

KonrtponbHas pabora rnpecTaBieHa B yCTAHOBJIEHHBIN CPOK,
npu odopmieHnn pabOTHl JOMYIICHB HE3HAYHTEIbHBIC
OTKJIOHEHUS] OT U3JO0XKEHHBIX TpeOOBaHMI; IOKa3aHbI
MUHHMAaJIbHBIE 3HAHHUSA TI0O OCHOBHBIM T€MaM KOHTPOJIBHOH
palboThl; — BBIOJHEHO HE MEHEE MOJOBHUHBI Pa0OOTHI MU
JIOTIYILIEHbI B HEW a) He Oojiee IBYX IpyObIX omuoOoK, 0) He
0osee oaHOW TPyOOW OMIMOKKM M OJHOTO HEJO4YeTa, B) HE
OoJyiee JBYX-TpeX HETrpyObIX OMMOOK, T) OJHA HerpyoOas
omuOKa U TPH HEA0YeTa, J) MPH OTCYTCTBHM OLIMOOK, 4-5
HE/I0YETOB.

YI[OBJ'ICTBOpI/ITCHBHO

Yucno omuOOK M HEIOYETOB IMPEBOCXOAUT HOPMY, INPH
KOTOPOM MOJKET OBITE BBLICTABJIEHA OIIEHKAa
«YI[OBJ'IGTBOPI/ITCJIBHO» N c€CJIn HpaBI/IJIBHO BBITIOJIHCHO
MEHEE TIOJIOBUHBI pabOTHI; €Cld OOydYaloIIHWiCS He
OPUCTYNAJI K BBHIMOJHEHUIO paboThl MM TPABUIBHO
BBITIOJTHIIT He OoJiee 10 mpoIeHTOB BCeX 3aaHui.

2-0

HeynosnersopurensHo




IMoka3zaTenu M KpUTEPUMN OLleHUBAHKUSI CPOPMHUPOBAHHOCTH KOMIIETEH NI
(TpOMeEKyTOYHOT0 KOHTPOJIsI)

Ha srame npomeXyTOYHOM aTTeCTallMy UCIOJIB3YeTCs] CUCTEMa OIEHKH YCIIEBAEMOCTH
o0y4aronuxcsi, KOTopas O3BOJISET MPENOJaBATENI0 OLEHUTh CHOPMUPOBAHHOCTH INTAHUPYEMBIX
pe3yNIbTaTOB O0yUYEHUS, a TAK)KE YPOBCHb OCBOCHHSI MaTepHalia 00yJaroIuMHUCS.

dopma OIEHKU 3HAHUMN: OLIEHKA - 5 «OTIMYHO»; 4 «XOPOLIOY»; 3 «YIOBIETBOPUTEIHHOY; 2
«HEYJIOBJICTBOPUTEIHLHO.

Ikaja oneHUBaHUS JIsl 3a4eTa

«3aueT» — BBICTABJIECTCA, €Cd CHOPMUPOBAHHOCTH 3asBICHHBIX O00Pa30BaTENIbHBIX
pe3yJIbTaTOB KOMIIETEHLUH OLICHWBAETCS HE HMKE «yJOBJICTBOPUTEIBHO» IIPU YCIOBUU
OTCYTCTBUSL KPUTEpHUS «HEYAOBJIECTBOPUTENIbHO». BbicTaBisercs, korza oOyvaromuics
MIOKA3bIBAET XOPOLIME 3HAHUS M3YYEHHOI'0 Y4eOHOro MaTepuasa; CaMOCTOSTENIbHO, JOTMYHO U
[OCJIEIOBATEIbHO M3JIaraeT M HHTEPIPETUPYET MaTepualbl y4yeOHOro Kypca; MOJHOCThIO
PacKpbIBaeT CMBICI Ipe/laraéMoro BOIIPOCA; BJIAJICET OCHOBHBIMU TEPMHUHAMU U MOHSTUSIMH
U3YYEHHOTO Kypca; II0Ka3blBaeT YMEHHME IIEPENIOKUTh TEOPETUYECKUE 3HAHMS Ha
IIPEANOIAracMblid MPAKTHYECKUH OIIBIT.

«He3ader» — BpICTaBIIAETCS, €CIIM IIPU OTBETE 00YUAIOLIETr0Cs BHISIBUINCH CYIIECTBEHHbIE
po0Oesibl B 3HAHUSIX OCHOBHBIX MOJIOKEHUH (PaKTHYEeCKOro mMaTepuana, HEyMEHHE C IOMOIIbIO
npenoaaBaress MOJIYYUTh IIPABHIIBHOE PEIIEHNWE KOHKPETHOM IPAKTHYECKOM 3alayd W3 4ucia
IPelyCMOTPEHHBIX pabouel mporpaMMoil yueOHOM TUCIUIUIUHEIL.

OTBeThl U pemeHust 00yyaroMUXCsl OLIEHUBAIOTCS MO CIEAYIOIIUM OOIIUM KPUTEPHUSM:
pacno3HaBaHue MpoOjeM; OIpeneieHHe 3HauuMOM HHpOpMAIMM; aHadu3 [polseM;
apryMEHTHPOBAHHOCTB; HCIIOJIb30BAaHUE CTpATeruil; TBOPYECKHM MOJXOA; BBIBOJBI; OOIIas
rPaMOTHOCTb.

OOyuaroniuecs: 00s13aHbl cJaBaTh BCE 33JaHUS B CPOKH, YCTAHOBJIEHHBIE NIPEIIOAABATEIIEM.
Onenka «YIOBIETBOPUTENbHO» MO AMCHUILIMHE, MOXET BBICTABIATHCS W IMPU HETOIHON
c(OPMHPOBAHHOCTH KOMIIETEHIIMNA B X0JIe OCBOECHUS OTAEIbHON Y4eOHON AUCHUIUINHBI, €CITU X
dbopMHupOBaHKE TpENoaracTcsl MPOJOJDKUTh Ha OoJiee MO3AHUX dTanax OOyYeHHs, B XOJe
U3YUYEHHSI JPYTUX YUEOHBIX JUCIUIUTUH.

IIkajna oneHUBaHUA AJI YK3aMeHa

«OTIANYHO» — BBICTABISETCS, €CIM CHPOPMUPOBAHHOCTH 3asIBICHHBIX 00pa3oBaTeNbHBIX
PE3YIbTATOB KOMHeTeHHI/Iﬁ OICHUBACTCA KPUTCPHUAMHU «XOPOLIO» U «OTIUYHO», IPHU YCIOBHU
OTCYTCTBHSI OLIEHKH «HEYJIOBJIETBOPUTEIBHO»: CTYJIEHT MOKa3ajl MpPOYHbIE 3HAHMUS OCHOBHBIX
MOJIOKEHUH  (DAKTUYECKOTO MaTepuaia, YMEHHE CaMOCTOSITEIHHO peniaTh KOHKPETHBIC
MPAKTUYECKHE 3aJa4d TOBBIIICHHONW CII0O)KHOCTH, CBOOOJHO WCIONB30BaTh CIPABOYHYIO
JUTEpaTypy, AeaTh 00OCHOBAHHBIE BBIBOJIbI U3 PE3Y/IbTATOB aHAJIN3a KOHKPETHBIX CUTYaI[Hil;

«XO0po1I0» — BBICTABIISETCS, €CIM C(HPOPMUPOBAHHOCTh 3asBICHHBIX 00Pa30BaTEIBHBIX
pPe3yJbTaTOB KOMIIETEHIIUI OLEHUBACTCS KPUTEPHUSIMH «XOPOIIO» U «OTIMYHOY», MPHU YCIOBUU
OTCYTCTBUSA OLCHKU «HCYHOBJICTBOPUTCIBHO», OOMMYCKACTCA OLCHKA «YIOBJIICTBOPUTCIIBHO»:
oOydaromuiicss moka3aj MpPOYHbIE 3HAHHS OCHOBHBIX TOJOXKEHHUI (paKTUUEeCKOro Marepuarna,
YMCHHUEC CaMOCTOATCIIbHO PCIIATh KOHKPCTHLBIC MTPAKTHYCCKHUC 3adadu, MNPCAYCMOTPCHHLIC
pabouel mporpamMmMoi, OpUEHTHPOBATHCS B PEKOMEHIOBAHHON CIIPAaBOYHOMN JUTEPATYypE, YMEET
MMPpaBUJIbHO OLCHUTD MOJYYCHHBIC PE3YJILTAThI aHAJIN3a KOHKPCTHBIX CHTyaHHﬁ;

«Y IOBIIETBOPUTEIBHO» — BBICTABISETCS, €clId CHOPMUPOBAHHOCTDh  3asIBIECHHBIX
06pa30BaTeanHx PE3YyIbTATOB KOMHGTCHHI/Iﬁ OLCHUBACTCA KPUTCPUAMU «YAOBJICTBOPUTCIIBHO,
«XOpOILIO» U «OTIMYHO»: O0yUaIOLIUICS MMOKa3ajl 3HaHHEe OCHOBHBIX MOJIOKEHUH (PaKTHUYECKOTrO
Marcpurajia, yMCHUC IMOJYUYUTH C MOMOIINBIO NPCIOAABATCIIA NPABUJIIBHOC PCUHICHUC KOHerTHOI\/'I



MPAKTUYECKON 3aJaud M3 4YHcla MPEeIyCMOTPEHHBIX pabodeil mporpaMmoi, 3HAKOMCTBO C
PEKOMEHI0BaHHOM CIIPaBOYHOM JIUTEPATYPOU;

«HeynoBneTBOpUTENIbHO»— BBICTABIISETCS, €CJIM MPU OTBETE 00YYArOIIETr0Cs BBISBUIUCH
CYIIECTBEHHbIE IPOOEIIbI B 3HAHUSAX OCHOBHBIX IIOJIOKEHUHN (PaKTUUECKOI0 MaTepuaia, HEyMeHue
C IOMOILBIO MPENoAaBaTeis NOJYyYUTh PABUIBHOE PEIICHHE KOHKPETHOM MPAKTUUECKOW 3a1aun
U3 YHCIIa IPETyCMOTPEHHBIX pabodell mporpaMMoi y9eOHOM TUCITUTUTHHEI.

OTBeThl U pelieHns 00y4YarolUXCsl OLCHUBAIOTCS IO CIEAYIOUIMM OOIIUM KPUTEPHUSIM:
pacrozHaBaHue TpoOJeM; oOmpeneleHrne 3HauYMMOW HH(oOpMamuu, aHaiuM3 1podieM;
apryMEHTUPOBAHHOCTh; HCIOJIb30BAHUE CTpATETWi; TBOPYECKUN TMOJXOJ; BBIBOIBI, 0OIIas
IrPaMOTHOCTb.

OObyuaromuecs o0s13aHbI CIaBaTh BCE 3a/IaHUSI B CPOKH, YCTAHOBJICHHBIE MTPETIOJaBATEIIEM.
Ouenka «YJOBIETBOPUTENBHO» IO AMCUMILIMHE, MOXKET BBICTABISATHCS W IPU HETOIHON
c(hOpMHUPOBAHHOCTH KOMIIETEHILIUI B X0JI€ OCBOCHUS OT/IEIbHON yUeOHON JUCIUILTUHBI, €CIIH UX
dbopMHUpOBaHKE TpEINoaracTcsi MPOJOJDKATh Ha OoJjiee MO3JHUX dTarnax oOydeHHs, B XOe
W3YYCHUS JPYTUX Y4eOHBIX TUCIHUILTUH.



