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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

Koa un
HauMeHOBaHue
KOMMNeTeHLUuU

Kon n HauMeHoBaHue
MHAMKaATOpPA AOCTUKEHUS
KOMMeTeHLUUHU

Pe3ynbTaThl 00yyeHus
(3HaTb, yMeTb, BnapeTh,
COOTHeCEeHHble C
MHOMKATOpPaMHM
DOCTUIXKEeHUsA
KOMMNeTeHL 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.

OMK-5.1 Ncnonb3yet
COBpPEMEHHbIe
NHMOPMALIMOHHbIE
TEXHONOrMN 1N NPOrpaMMHble
CpefCTBa Npu peLleHnn
npoheccnoHasbHbIX 3a4au

BnapgeTb cnocobHOCTbIO
NCnosib30BaTb
NHMOPMaLIMOHHbIE
TEXHOJIOrMW 1 MPOrpaMMHble
cpencTsa B
IOKYMEHTALMOHHOM
obecneyeHun ynpasneHns

3HaTb COBPEMEHHbIE
NHOPMALIMOHHbIE
TEXHOJIOr UK 1 MPOrpaMMHble
CpencTBa B
JNOKYMEHTALVOHHOM
obecneyeHun ynpasneHus

YMeTb UCrnonb30BaThb
NHOPMaLNOHHbIE
TEXHONOrNW N NPOrpaMMHble
cpeacTsa B
OOKYMEHTaLNOHHOM
obecneyeHun ynpasneHns

VHMBepcaanble KoMneTeHunn

YK-2 CnocobeH
onpenensTb Kpyr
3a4ay B paMkKax
MOCTaBJ/IEHHON
uenn v BblbupaThb
ONMTUMaJIbHblE
crnocobbl nx
pelleHns, ncxoas
13 OENCTBYIOLLNX
NpPaBOBbIX HOPM,
NMELLNXCS
pecypcos u
OrpaHnYyeHunn

YK-2.2 BeibnpaeT Hanbonee
3(pheKTMBHbIN cnocob
peleHuns 3agad, yunTbiBas
LEeNnCcTByoLLME NPaBOBbIe
HOPMbI 1 UMeloLLMECS
yCJI0BUS, PeCypChbl 1
orpaHnyeHmns

BnapeTb cnocobHOCTbIO
pewaTb 3a4ayn, y4nTbiBas
OencTByloWmMe NpaBoBble
HOPMbI 1 UMeloLLMeCs
YCJI0BUSI, PECYPChI 1
OrPaHUYEHUs B CUCTEME
JIOKYMEHTALMOHHOI 0
obecneyeHns opraHmsauum




3HaTb AENCTBYIOLLNE
NpaBOBblE€ HOPMbI U
nMetoLwmecs ycaosms B
cucTeMe AOKyMEHTaLMOHHOIO
obecneyeHns opraHm3sauum

YMmeTb BbibupaTh Hanbonee
3(hHeKTMBHELIN CNocob
pelleHnsa 3afay, y4nTbiBas
OenCcTByloLWMe NpaBoBble
HOPMbI 1 UMetoLLnecs
yCJI0BUS, pecypchbl 1
OrpaHn4yeHus B cucteme
LOKYMEHTALMOHHOro
obecneyeHns opraHm3sauum

YK-4 CnocobeH
OCYLLEeCTBNATb
LEenoByto
KOMMYHUMKaLNIO B
YCTHOW ”
MUCbMEHHOMN
hopmax Ha
rocyaapCTBEHHOM
Aa3blke Poccumckonm
®epepauuu n
NHOCTPaHHOM(bIX)
A3blke(ax)

YK-4.1 lemoHCTpupyeT
ymeHune BecTn obmeH
[enoBon NHhopMaLmen B
YCTHOM Y MNCbMEHHON
opMax Ha rocyiapCTBeHHOM

BnapeTb cnocobHOCTbIO
BecTn obMeH JenoBon
NHopMaLMen B YCTHOM U
NUCbMEHHOW hopMax Ha

fA3blKe

roCy[apCTBEHHOM si3blke

3HaTb OCHOBbI 06MeHa
[es10BOM NHGopMaLnen B
YCTHOW 1 MCbMEHHON
(hopmMax Ha rocyfapCTBEHHOM
A3blke

YMeTb BeCT 06MeH aenosow
NH(opMaLnen B yCTHON 1
NMCbMEHHON hopMax Ha
roCyfapCTBEHHOM fi3blKe

2. MecTo pgucumnnutHbl (Moayns) B CTPyKType obpasoBaTesibHOW NPOrpaMMmbl

MeCTo AMCUMNANHBI (MOLyNs) B CTPYKType 06pa3oBaTeNibHON NporpaMMbl: 0b6A3aTesbHasA 4acTb

Kop
KoOMn MpepwecTBylowune MapannenbHO ocBauBaeMbie
Mocnepyiowime AUCLUNINHDI
eTeH OAUCLUNJINHBI OUCLUNJINHBI
T71]
NHdopMaLmoHHbIe TeXHOJIOrUK B
3KOHOMUKE 1 yrnpaBieHunu;
[loaroToBka K npoLenype 3alinThl
OlK-5 CraTncTtuka v salmTa BbmyCKHgm
KBannrKaLoHHON paboThl;
Mpon3BoACTBEHHAsA MPaKTUKa:
TexHonornyeckas (MpoeKkTHo-
TexHO0rnyeckas) NpakTmKka
MoAroToBKa K npouenype 3alnTbl
N 3alMTa BbIMYCKHOM
VK-2 MNpaBoBefeHNe; DKOHOMUYECKas KBanugrKaLnoHHom paboThl;

Teopws

[PaKTUKO-OPNEHTUPOBAHHbIN
npoekT; TpyaoBoe npaBo; YyebHas
NnpakTuKa: NPOeKTHas NpakTuKa




VHOCTpaHHbINA A3bIK

VHOCTpaHHbIN A3bIK; OCHOBBI npoceccroHanbHOro obLeHns;
YK-4 | nenoson n ny6anyHonm MIHOCTpaHHbIN A3bIK MoAroToBKa K Npoueaype 3alinThl
KOMMYHWKaLNn 1 3alLMTa BbIMYCKHOW

KBaJIM(UKALIMOHHO paboThbl

3. 06beM aucumnnauMHbl (MOaynsa) B 3a4eTHbIX eAMHMLAX C YKa3aHUeM KoJInyecTBa
aKageMMU4YeCKUX 4YacoB, BbipesieHHbIX Ha KOHTaKTHYI0 paboTy obyyalowmxcs ¢
npenopasaTteneM (No BuAaM y4eOHbIX 3aHATUM) M HA caMoCToATesIbHYI0 paboTy
obyyalowmxcs

Bcero 4acos 3 ceMmecTp 4 ceMmecTp
/ 4acoB B yacos / yacos /
Bup, yuebHoM paboTbl . 4acoB B 4acoB B
3J1IeKTPOHHOM . .
dbopme 3JIeKTPOHHOM | 9N1EeKTPOHHOM
opme opmMe
¢dop ¢dop
AyaouTopHas KOHTaKTHas pabota (Bcero), 48 24 24
B TOM YucChe:
Jlekumn 16 8 8
MpakTuyeckne 3aHATUS 32 16 16
CaMOCTOHTe.nI:Hail pabota (Bcero), 204 84 120
B TOM Yuche:
NMOLArOTOBKA K MPaKTUYECKMUM 3aHATUAM 204 84 120
KoHTponb 36 0 36
UToro: yac 288 108 180
UToro: 3.e. 8 3 5

4. Copep>XaHue aucumMniauHbl (Moayns), CTPYKTypupoBaHHOe no TeMaM (paspenam),
C YyKa3aHUeM OTBeAeHHOro Ha HUX KoJIMYecTBa aKageMUu4eCK1ux 4acos U BUA0OB
y4eOHbIX 3aHATUHI

Buabl yuebHoM
HarpysKu u ux

Ne HauMeHoBaHue paspena AUCLUNINHBI TPYAOEMKOCTb, Hachl

pa3spena
n3 | np|n3|cpc|Beere
Yyacos
MOHATME N CYLLHOCTb AOKYMEHTALUMOHHOr0 obecneyeHuns
1 ynpaBieHns B AeATEeNbHOCTU OpraHu3auunnm. slole | o 52
HopmaTurBHo[JNpaBoBas 6a3a OKYMEHTaLMOHHOMO
obecrneyeHnsa ynpassieHUs B 4eATENbHOCTY OpraHmn3aLmm
Knaccudukaums nokyMeHToB. TpeboBaHMA K
2 opraHu3aumnoHHo[]lynpasiieHYecKon JoKyMeHTaumKn. MNpaBka 410 (10] 42 56

OOKYMEHTOB

®OyHKUMUM cNyxbbl JOKYMEHTaUNOHHOro obecneyeHuns
3 ynpaBaeHns 1 opraHm3aumm gokymeHtoobopoTta. Opravmsauma | 4 | 0 [ 10| 60 74
KaZpoBoro AoKymMeHTo0b0opoTa

KoH(hnaeHUManbHOCTh U 3almTa MHGopMaLum, cogepxxallencs
B LOKYMEeHTaXx OpraHu3aLummn. IN1eKTPOHHbIN OKYMEeHToobopoT




Koutponb| 0 | O | O 0 36
Utoro| 16| 0 | 321204 | 288
4.1 CopepXaHue NeKUUOHHbIX 3aHATUMN
KonuyectBo
No CopepixaHue NneKuum Yacos /
3arm:rm| HauMeHoBaHue pa3spena Tema nekuum (nepeyeHb ANAAKTUYECKUX e 4UHNLL: 4YacoB B
paccMaTpUBaEMbIX NOATEM, BOMPOCOB) | 3/MIEKTPOHHOM
cdopme
3 cemecTp
MoHATUE 1 CYLLHOCTb
LIOKyMEHTaLOHHOro obecrnevyeHus MOHATUS «LOKYMEHT>,
ynpaBfeHUs B LeATENbHOCTY MoHATUE 1 CYLLHOCTb «[JOKYMEHTUPOBaHMeE»,

1 opraHusaumm. LOKYyMeHTaLMOoHHOro obecneyeHns «[JOKYMeHTaLMoHHoe obecneyeHne 2
HopmaTtumsHo[JnpaBoBas 6a3a yrpaBiaeHns B LesTeNIbHOCTU ynpaBAeHns», «yHUUKaLums»,
[LOKyMeHTaLMoHHOro obecneyeHuns | opraHunsauum «CTaHAapTM3aumns», «bnaHk LOKYMeHTa».
yMpaB/ieHNs B AeATENbHOCTM OCHOBHble (PyHKLMN JOKYMEHTa.
opraHusauum

[OCT P 7.0.97-2016. «HaunoHanbHbIN

cTaHpapT Poccuiickon ®epepaumm.

Cnctema cTaHAapToB Mo UHGOpMaLuK,

6rbamoTeYHOMY 1 U3gaTenbCKoMy Aeny.
MoHATME N CYLHOCTb Y A Y Aeny

OpraHu3aunoHHo-pacnopsanTenbHas
[LOKyMeHTaLUMoHHoro obecrneyeHus

LloKyMeHTauus. TpeboBaHUs K
ynpaBieHns B eATeNbHOCTY ['OCT. HopmaTuBHo-npaBoBas 6a3a

0(hOpMNIEHNIO [LOKYMEHTOB>.
opraHusauuu. LOKyMeHTaLVOoHHOro obecrevyeHus

2 3aKoHoAaTesIbHOe peryanpoBaHue. 2
HopmaTumBHo[JnpaBoBas 6a3a yrnpaBaeHns B LeATENbHOCTU

CraHpapTu3auus. PaspaboTka
[OKYMeHTaLMOHHOro obecneyeHus | opraHusauum
HOPMaTVBHO-METOANYECKNX AOKYMEHTOB.
ynpaBfeHns B LeATeIbHOCTU
OpraHn3aLym ®3 «06 nHhopMaLuum, MHHOPMALIMOHHBIX
TEXHOJNIOTMSAX 1 0 3aLuTe MHGopMaLmn»,
®3 «06 nHdpopmaunm, NHHOPMALIMOHHBIX
TEXHONOTMAX 1 0 3aLLmTe HGpopMaLnm»
n ap.
Knaccndukauuy [OKYyMEHTOB: Mo
cnocoby LoKyMeHTaumu, no cgepe
1CMonb30BaHUA, MO MECTYy COCTaB/IeHNS,
no orpaHuU4eHunio AocTyna, no
MPOUCXOXKAEHWUIO, MO OPUANYECKON
3HaYMMOCTK, MO N3I0XKEHNIO, MO CPOKaM
XpaHeHuns. ObecneyeHue PUANYECKON
Ccunbl foKyMeHTa. Co3faHme yCnoBuin Ans
ornepaTVBHOIrO UCMOJIHEHNS LOKYMEHTOB.
Knaccuukauma JOKYMEHTOB. Knaccuukaums [OKyMeHTOB.
B03MOXHOCTb OMepaTUBHOMO MOMCKa
TpeboBaHus Kk TpeboBaHus ohopmneHns
. LIOKyMeHTa. Bo3MOXXHOCTb

3 OpraHn3aLMoHHO[JyrnpaBieHYeCKoN [ opraHn3aLnoHHO-pacnopaanTebHbIX 2

L[OKyMeHTauuu. MNpaska LOKyMeHTOB. TpeboBaHMs K TeKCTam VIcnoJib308annA A7 Cosnanna,
y P y P KonupoBaHus, 06paboTKM LOKYMEHTOB
[IOKYMEHTOB cnyxebHbIX 4OKYMEHTOB
cpeacTBa oprTexHukun. ObecneveHne
Ka4yeCTBEHHOr0 BHeLLHero Buaa
[IOKyMeHTa. KpaTKoCTb 1 KOMMaKTHOCTb
M310XKeHNA opULMaIbHOro MaTepunana.
TOYHOCTb 1 OMpeAeneHHOCTb
(hopMyNNPOBOK, OJHO3HAYHOCTb U
ennHoobpasne TepMUHOB.
MocnenoBaTesIbHOCTb UCMOJIb30BAHNA
TEeXHUYEeCKNX NpuemMoB NpaBOTBOPYECTBA
Knaccuukaumsa JOKYMEHTOB.
TpeboBaHus k
. MpaBKa-Bbl4YMTKa. MpaBKa-coKpaLleHuns.
4 opraHu3aLMoHHO[JynpaBieHYyeckon | Buabl npaBku JOKYMEHTOB 2
MpaBka-obpaboTka. MpaBka-nepeaenka.
LOKyMeHTauum. MNpaska
[IOKYMEHTOB
WToro 3a cemecTp: 8

4 cemecTp




OyHKUMK CnyX6bl
LLOKYMEHTaLMOHHOr0 obecrneyeHuns

Cnyx6a LOKYMEHTALMOHHOrO
obecneyeHns ynpasneHus.
MpaBKa-BbIYNTKA.

TunoBble OpraHn3aLnoHHble CTPYKTYPbI
cnyx6bl LOY. YnpaBneHue genamu.
KaHuenspus. 0bwuin otaen. Cekpetapb
yypexaeHus. Llenu n 3apadum cnyxbsl
[OY. JokymeHToo60opoT. OpraHnsauuns
LlokymeHToobopoTa. MpuHUMnbI

npaBJ/ieHNs 1 opraHm3aunm raHn3aLmmn LOKYMeHT Ta. 2

5 ynpasne opraHusat, Mpaska-cokpaLLeHus. Mpaska- opraHusauun gokymeHtoobopoTa
nokymeHToobopoTa. OpraHusauuns [naBHoe npaBuao JokymeHToobopoTa.

obpaboTka. MpaBka-nepenenka.
KaZpoBoro fLokymMmeHToobopoTa [lOKyMeHTONoTOK. [JOKyMeHTONOTOKN Mo
[IOKyMEeHTOMNOTOK
HanpaB/IEHWIO U MO OTHOLIEHWIO K
ynpaenieHyeckoMy 06bekTy. Obbem
LIOKyMeHToobopoTa. Y4yeT BHyTpEeHHero
ro4oBOro OKyMeHToobopoTa.
TpynoBoii foroeop. TpyAoBas KHKKa.
JinyH 710. JINCTOK MO yYeTy K B.
®OyHKUMM Cy6bI O€ AEN0. JICTOK MO YHETY KaApo
MprKa3 no AMYHOMY COCTaBy.
[OKYMeHTaLMOoHHOro obecneyeHns | [lokymeHTaLms No AUYHOMY COCTaBY.
[loOKyMeHT1poBaHve AesTeNbHOCTM Mo

6 ynpaBfAeHUs 1 opraHu3auum [lOKyMeHTVpoBaHWe AesTeNbHOCTU C 2

npuemy v yBOJIbHEHUIO KaApOB.
LokymeHToobopoTa. OpraHusaums | KagpoBbIM COCTaBOM

[loKyMeHTVpoBaHNe AesTeNbHOCTY Mo
Ka[poBOro JOKyMeHToobopoTa .

poTaunun KafpoB. BHeceHne nsmeHeHui B

[IOKYMEHTaLMI0 NONYHOMY COCTaBY.
KoHnaeHUnanbHOCTb 1 nT KoHunaeHUnansH JIONPOV3BOACTBO.

OH(MUACHUMANILHOC awvra KoHthuaeHUanbHOCTb 1 3aLimTa OHDUACHUMA O€ AC/IONPONBOACTEO

MHopMaLu, CoaepKaLlencs B . Kommepyeckas TaiiHa. MeponpuaTus no

7 NH(OpMaLuun, cogepxallenca B 2

LIOKyMEHTax opraHu3sauum. 3awuTe nHdopmauumn. OpraHusaumm

; LOKYMeHTax opraHu3auum

DNEKTPOHHbIA [OKYyMeHToobopoT XpaHeHuns
Brabl 3n1eKTPOHHbIX [OKYMEHTOB.
TpeboBaHUA K 3N1EKTPOHHbBIM

KoH(hnaeHUnansHOCTb 1 3amnTa

_ . [IOKyMeHTaM. 3akoHodaTesbHas 6a3a no

NH(OopMaLnK, coaepxKallencs B SNEKTPOHHbIN LOKYMEHT.

8 0hOPMNEHMIO 1 UCMONb30BaHWUIO 2

[IOKYMEeHTax opraHusaumm. JneKTpoHHas LnpoBas NoAnUCh , N
, 3N1eKTPOHHOW LM POBOMA NOANUCH.
DNEeKTPOHHbIV AOKYMeHT0060poT
TpeboBaHMA 1 NpaBWIa NCMOb30BaHUS
3N1EKTPOHHON LhpOoBON NOANNCH
WToro 3a cemecTp: 8
WToro: 16
4.2 Copep>xaHue nabopaTopHbIX 3aHATUM
YyebHble 3aHATUS He peannsyrTcd.
4.3 Copep)XaHue NpPakKTUYeCKUX 3aHATUN
Konuuyectso
Ne Copep)XaHue NPakTU4eCcKoro 3aHATUA yacos /
3am|:rm| HaumeHoBaHue paspena Tema npaKkTM4ecKoro 3aHATUA (NepeyeHb ANAaKTUYECKUX e JUHNLL: 4yacos B
paccMaTpuBaeMblX MOLTEM, BOMPOCOB) | anekTpoHHOM
cdopme
3 cemecTp
[MoHATME 1 CYLLHOCTb
[LOKYMEHTaLUMOHHOro obecrneyeHus MOHATUA «AOKYMEHT»,
yrnpaBfeHns B LeATeIbHOCTU MoHATUE 1 CYLLHOCTb «[JOKYMEHTUPOBaHue»,

1 opraHusaumm. LIOKyMeHTaLVoHHoro obecrneyeHus «[I0KyMeHTaLoHHoe obecneyeHne 2
HopmaTtumsHo[JnpaBoBas 6a3sa ynpaBfieHNs B AeATeNbHOCTY yMpaBieHnsa», «yHndrKaums»,
[IOKyMEHTaLOHHOro obecneyeHuns | opraHnsauum "cTaHpapTu3aunsa», «bnaHk JOKyMeHTa».
ynpaBfeHUs B LeATENbHOCTY OCHOBHbIe (hYHKLIMN JOKYMEHTA.
opraHusauum
MoHATHE N HOCTb o

OHATINE 11 CYLLHOC FOCT P 7.0.97-2016. «HauvoHabHbliA
[OKYMeHTaLMOoHHOro obecneyeHus MR
cTaHfapT Poccuinckon ®epepauyun.
ynpaBfeHns B LeATeIbHOCTU
Cuctema cTaHAapToB Mo MHopMaLmu,
opraHusaumm.

2 roCT 6rnbnmoTe4HOMy 1 U3JaTenbCcKoMy geny. 2

HopmaTunBHo[JnpaBoBas 6a3a
OpraHn3aLnoHHO-pacnopaanTenbHas
LIOKyMEHTaLOHHOro obecrnevyeHus
[oOKymMeHTauus. TpebosaHus K
yrnpaBfeHUs B LeATENbHOCTY
0(hOPMIEHNIO LOKYMEHTOB»
opraHusauum
MoHATUE 1 CYLLHOCTb 3aKoHoAaTeNbHOE perynmpoBaHue.
[IOKYMeHTaLMOHHOro obecneyeHus CranpapTtm3auus. Pa3paboTka
ynpaBfeHns B AeATENbHOCTY HopmaTuBHo-npaBoBas 6a3a HOPMaTVBHO-METOANYECKNX AOKYMEHTOB.
3 opraHusaumu. LIOKyMeHTaLMoHHoro obecrneyeHus ®3 «06 nHGopMaLmm, MHHOPMALIMOHHBIX 2

HopmaTumBHo[JnpaBoBas 6a3a
LLOKYMEHTaLUMOHHOr0 obecrneyeHus
YMpaBfieHUs B AEATENbHOCTM
opraHu3auun

yNpaBfieHNs B AeATENbHOCTM
opraHusauum

TEXHOJIOTMAX 1 0 3aLuTe MHGopMaLmn»,
®3 «06 nHdpopmaLuum, NHHOPMALIMOHHBIX
TEXHONOTMAX U 0 3awuTe nHhopMaLmmn»
v ap.




Knaccmukauma OKYMEHTOB.
TpeboBaHus K

Knaccndukauuy [OKYMEHTOB: M0
cnocoby fLoKyMeHTaumu, no cgepe
1CMO/Ib30BaHNA, MO MeCTY COCTaBNEHMNS,

4 OopraHun3aunoHHo[JynpaBaeH4Yeckon | Knaccugpukaumns 4OKYMeHTOB no orpaHn4yeHnto ocTyna, no 2
NOKyMeHTauuwu. MNpaska NPOUCXOXXAEHWNIO, NO PUANYECKON
[OKYMEHTOB 3HaYMMOCTH, MO U3N0XKEHUIO, MO CPOKaM
XpaHeHns
ObecneyeHune PULNYECKON CUIbI
nokymeHTa. Co3gaHune ycnoBuin ons
0MepaTVBHOrO UCMOJIHEHUS OKYMEHTOB.
Knaccucukauma SOKYMEHTOB.
B0O3MOXXHOCTbL ONepaTMBHOIO Nnoncka
TpeboBaHus K TpeboBaHusi ohopmeHns
o LOKYMeHTa. BO3MOXHOCTb
5 OpraHun3aunoHHo[JynpaBAeHYeCKON | OpraHn3aLUnMoOHHO-PacnopAANTENbHbIX 2
MCMNONb30BaHNA ANS CO3[aHNA,
NOKyMeHTauuwu. MNpaska [OKYMEHTOB
KonupoBaHus, 06paboTKM LOKYMEHTOB
[OKYMEHTOB
CpencTBa oprrexHuku. ObecneyeHune
Ka4yeCTBEHHOr0 BHELUHEro BMuaa
LOKYMeHTa
KpaTKoCTb 1 KOMMNAKTHOCTb U3/I0XKEHUS
Knaccmukauma OKYMEHTOB. P
Tpe6oBaHus K ohnumanbHOro Mmatepmana. TO4HOCTb U
. | TpeboBaHMs K TeKCTaM CyxebHbIX onpeaeneHHoCcTb (hopMyaNpPoBOK,
6 OpraHun3aunoHHo[JynpaBaeHYeCcKon 2
[OKYMEHTOB 0[IHO3HA4YHOCTb M eanHoobpasune
LOKyMeHTauuu. MNpaska
TepMuUHOB. MNocnenoBaTeNlbHOCTb
[OKYMEHTOB
NCMO/b30BaHNS TEXH
Knaccuukaumsa AOKYMEHTOB.
TpeboBaHus k
. | PepakTopckas npaBka Cy>KebHbIx lpoBepKa 1 ncrpasieHne TekcTa. dTanbl
7 OpraHun3aunoHHo[JynpaBaeH4YecKon 2
LLOKYMEHTOB penakTVpoBaHUS.
OOKyMeHTauuun. Mpaska
[OKYMEHTOB
Knaccuukauma OKYyMEHTOB.
TpeboBaHus K
< MpaBKa-BblYNTKa. [paBKa-CoKpaLleHus.
8 OpraHun3aunoHHo[JynpaBaeHYeCcKon | Buabl NpaBKM AOKYMEHTOB 2
MpaBka-obpaboTka. MpaBka-nepenenka
LOKyMeHTauuwn. MNpaska
[OKYMEHTOB
WTtoro 3a cemecTp: 16
4 cemecTp
OyHKUMN CyX6bI TunoBble opraHn3aLoHHbIe CTPYKTYPbI
[IOKYMeHTaLMOHHOro obecneyeHus cnyx6bl LOY. YnpaBneHue genamu.
Cnyx6a LOKYMEHTaLMOHHOro -
9 ynpaBaeHns n opraHnsaumm KaHuensapusa. O6wuin otaen. Cekpetapb 2
obecneyeHuns ynpasneHns
noKymeHToobopoTa. OpraHusauns yupexnaeHus. Lenn n 3agayv cnyx6sl
KaApoBoro AokymeHToobopoTa ooy
OyHKUMK CnyXObI
YHKU Y LlokymeHTO060pOT. OpraHnsauus
IIOKYMEHTaLMOHHOro obecneyeHus
nokymeHToobopoTa. MpuHUMMbI
10 ynpaBneHns n opraHnsaumm [lokymeHTo060pOT. 2
opraHu3aumu LokymeHToobopoTa.
oKyMeHToobopoTa. OpraHmsauuns
[naBHoOe npaBuio LoKyMeHToobopoTa
KaApoBOro AoKyMeHToobopoTa
OYHKUMK CyX6bl LloOKyMeHTONOTOK. [lOKyMEHTONOTOKMN No
LLOKYMeHTaLMOHHOro obecneyeHus HanpasfieHWIO 1 MO OTHOLIEHWIO K
11 ynpasaeHns n opraHnsaumm [lOKYMEeHTONoTOoK ynpaBfeH4yeckoMy 06bekTy. Obbem 2
nokymeHToobopoTa. OpraHusauns [oKyMeHTo0b0opoTa. Y4eT BHyTpeHHero
KaZpoBoro fJokyMeHToobopoTa rofoBoro fokymeHToobopoTa
®yHKLMN CNyXO6blI
[IOKYMeHTaLMOHHOro obecneyeHus TpynoBoi foroBop. TpyAoBas KHKKa.
12 ynpaBieHns 1 opraHusaumnm [oKyMeHTaums no iM4HoMy coctaBy | JInyHoe fesno. JINCTOK Mo yyeTy KaapoB. 2
nokyMmeHToobopoTa. OpraHusauuns MprKas no AMYHOMY COCTaBy
KaApoBOro AoKyMmeHToobopoTa
OYHKUMK CyX6bI LloOKyMEeHTMPOBaHNE AeATENbHOCTM NO
[IOKYMeHTaLMOHHOro obecneyeHus npuveMy v yBOJIbHEHUIO KaapoB.
[loKyMeHTUpoBaHve AeaTeNbHOCTU C
13 ynpaBneHns n opraHnsaumm KALDOBBIM COCTABOM [loOKyMeHTUpOBaHMe AeaTeIbHOCTMW No 2
noKyMmeHToobopoTa. OpraHusauuns P poTaLun KagpoBs. BHeceHne n3MeHeHn B
KaZpoBOro AoKymeHToobopoTa [OKYMEHTaLMI0 NMOINYHOMY COCTaBy
KoH(1aeHUNanbHOCTb 1 3awmuTa KoH(mnaeHUnansHoe Aenonpon3BoaCTBO.
duneHu vu"' KOoH(hmAeHUManbHOCTb 1 3almTa dupeHu < A P A
VMHopMaLm, cogepxallencs B . Kommepyeckas TaHa. MeponpuaTtus no
14 NH(OopMaLuun, cogepxallenca B 2
[OKYMEHTax opraHusaumm. 3almTe nHdopMauun. OpraHunsaumu
~ OKYMeHTax opraHusaumm
DNEKTPOHHbIA [OKYyMeHTo060poT XpaHeHuns
KoH(hnaeHUnanbHOCTb 1 3awuTa
~ Buabl 91€KTPOHHbIX JOKYMEHTOB.
VMHopMaLmnm, cogepkallencs B .
15 DNEeKTPOHHbIN OKYMEHT TpeboBaHMS K 31EKTPOHHbLIM 2

[LOKYMEHTax opraHu3auum.
DNIEKTPOHHbIN LOKYMeHTo0bopoT

JAOKYMeHTaM.




KoHunaeHumanbHoCTb 1 3alinTa
NHopMaL MK, coaepKallencs B
[OKYMeHTax opraHusauuu.
DNEKTPOHHbIN LOKYMeHTO0b0opoT

16

MoHATWe, 3HaYeHne, uenu n dyHKLun
371eKTPOHHO LMPOBOM NOAMNUCH.

1 NCMOJIb30BAHNIO 3/1eKTPOHHON

SNeKTpoHHas Lmhposas Nnoanucs undposon noanucu. TpebosaHms n

npasunia NCNOJ1Ib30BaHUA 3ﬂeKTp0HHOI7|

3NEKTPOHHOI NoAnucu. AHanus
NPUMEHEHNS 31eKTPOHHON NOAMNNUCH

3akoHogaTenbHas 6asa no ohopmaeHunio

LnpoBON NOANNCU. AHaNN3 NPYMEHEHUS

WTtoro 3a cemecTp: 16

WUtoro: 32

4.4. Copep>XaHue CaMOCTOATENIbHOU PaboThbl

HaumeHoBaHue paspgena

Bup
CaMOCTOATEJIbHOW
paboThbl

Copep>xaHue CaMOCTOATEJIbHOW
paboTbl
(mepevyeHb ANOAKTNYECKUX €ANHNLL:
paccMaTpuBaeMbIX MOATEM, BOMPOCOB)

KonuyectBo
Yyacos

3 cemecTp

MOHSATME W CYLHOCTb
LOKYMEHTaLUMOHHOr0 obecrneyeHns
YNpPaB/EHUS B AeATENIbHOCTH
opraHu3aLuu.
HopmaTumeHo[JnpaBoBas 6a3a
JNOKYMeHTaLMUoHHOro obecneyeHmns
YMpPaBJiEHUs B AeATENIbHOCTY
opraHu3auuu

[loaroToBKa K
npakTMYecKnm
3aHATUAM

[TOHATKA «LOKYMEHT»,
«JOKYMEHTUPOBaHNE»,
«[IOKyMeHTaLoHHoe obecneyeHune
YNPaBNIEHNUS», «YHUDUKaLMS»,
"CTaHpapTM3auma», «bnaHK JOKYMeHTa».
OcCHOBHble hyHKUMK gokymeHTa. TOCT P
7.0.97-2016. «HaumoHanbHbIN CTaHAAPT
Poccuinckon ®epgepaunn. Cuctema
CTaHZapTOB MO MH(pOpMaLmK,
61bNMOTEYHOMY 1 M3AaTENLCKOMY Aeny.
OpraHu3aunoHHo-pacnopsanTensHas
LOKyMeHTauus. TpeboBaHNS K
0(hOPMJIEHUNIO OKYMEHTOB>.
3akoHoLaTeslbHOe perysimpoBaHue.
CtaHpapTu3aums. PaspaboTka
HOPMATUBHO-METOANYECKUX [OKYMEHTOB.
®3 «06 nHpopMaL M, NHHOPMALIMOHHbIX
TEXHONOrMAX U 0 3alnTe NHGoPMaLMmn»,
®3 «06 nHpopMaLmm, NHHOPMALIMOHHBIX
TEXHONOrMAX 1 0 3auTe nHpopMaLmm»
n op.

42
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Knaccuukaums LOKYMEHTOB.
TpeboBaHus K
opraHun3aLnoHHo[JynpasiieHYeCcKon
LOKyMeHTauuu. [paBka
LLOKYMEHTOB

[MogroToBKa K
NPaKTUYeCKNM
3aHATUAM

Knaccudurkaunm 4OKyMEHTOB: Mo
cnocoby fokyMeHTauuu, no cepe
MCMoIb30BaHWs, N0 MECTy COCTaBIeHN,
no orpaHnYeHunto focTyna, no
NPONCXOXAEHNIO, MO PUANYECKON
3HaYMMOCTW, MO U3I0XKEHWMIO, MO CPOKaM
XxpaHeHus. ObecrnevyeHmne PULNYECKON
CWibl okyMeHTa. Co3faHune ycnoBun gns
0rnepaTUBHOIrO NCMOJIHEHUS [OKYMEHTOB.
BO3MOXXHOCTb OMepaTUBHOro nomcka
LOKyMeHTa. BO3MOXHOCTb
NCMOSIb30BaHNA AN CO34aHNS,
KonupoBaHwus, 06paboTKn LOKYMEHTOB
cpencTBa oprrexHuku. ObecneyeHune
Ka4yeCTBEHHOr0 BHELUHero B1aa
NOKyMeHTa.KpaTKOCTb U KOMMAKTHOCTb
N310XXeHNs ouLmanbHOro MaTeprana.
TOYHOCTb 1 ONpenesIeHHOCTb
(hopMYSIMPOBOK, OJHO3HAYHOCTb
eaunHoobpasne TeEPMUHOB.
MocnepoBaTesibHOCTb UCMO/b30BaHNA
TeXHNYeCKUX NpuemMoB NpaBoTBOPYECTBaA.
lpoBepKa v ncnpasieHne TekcTa. ITansbl
penakTupoBaHusa. NpaBKa-BbIYMTKA.
[paBKa-cokpalleHuns.
Mpaska[JobpaboTka. MpaBKa-nepeneska.

42

WToro 3a cemecTp:

84

4 cemecTp

DyHKLMM CyKObl
[lOKYMeHTalMoHHoro obecneyeHus
yrpaBeHUs 1 OpraHu3aLum
LoKyMeHToobopoTa. OpraHusauums
KaLpoBOro oKyMeHToob6opoTa

[logroToBka K
npakTUyecKnm
3aHATUAM

TWNoBbIE OPraHM3aLMOHHbIE CTPYKTYPSI
cnyx6bl JOY. YnpaBneHne genamu.
KaHuensapus. Obwun otaen. CekpeTapb
yypexaeHus. Llenn n 3agayv cnyxobl
[OY. NokymeHToo60opoT. OpraHu3auuns
LOKyMeHToo60opoTa. MpuHLMMbI
opraHusauum gokymeHToobopoTa.
[naBHOE NpaBnIo JOKYyMeHToobopoTa.
[OKYyMEeHTONOTOK. [JOKyMEeHTOMOTOKM Mo
HanpaBAEHWIO 1 MO OTHOLUEHMIO K
ynpaBJieHYecKoMy 06bekTy. O6beMm
LOKYMeHT0060pOoTa. Y4YeT BHyTpEeHHero
rO40BOro fOKyMeHToo6opoTa. TpyaoBon
fnorosop. Tpynosas KHUXKa. JIndHoe
feno. JIMCTok no y4eTy Kaapos. MNpukas
no IMYHOMY COCTaBy. [JOKyMeHTMpoBaHme
LeATeNbHOCTW MO NpueMy 1 yBOJIbHEHUIO
Kagpos. IoKyMeHTUpoBaHue
LeATeNIbHOCTW NOo poTauuy Kagpos.
BHeceHMe n3MeHeHnn B LOKYMEeHTaLMI0
NnoJIMYHOMY COCTaBy.

60

KoHmaeHUnanbHOCTb 1 3alinTa
MH(OpMaLMK, cofep Kallencs B
LOKYMEHTax opraHusauuu.
DNEKTPOHHbLIN [OKYMEHTO060pOT

[loaroToBka K
npakTUYecKnm
3aHATUAM

KoHpunaeHunanbHoe fesionpor3BoACTBO.
Kommepyeckas TaliHa. Meponpusatusa no
3awmuTe nHpopmaumm. OpraHusaLmm
XpaHeHnsa. Buabl 3neKTPOHHbIX
LOKYMeHTOB. TpeboBaHMS K
3NEKTPOHHBbIM LOKyMeHTaM. [oHATue,
3HaveHue, Luesim N QYyHKLUY 31eKTPOHHON
LMPOBON NOLNNCK. 3aKOHOAATEIbHaA
6a3a no ohopMAEHUIO N NCMOJSIb30BAHMIO
3NEKTPOHHON LNPOBON NOAMUCK.
TpeboBaHWA 1 NpaBWaa UCNOJb30BaHNA
3NEKTPOHHON LNPOBON NOAMUCK.
AHasIM3 NPUMEHEHNS 3NEKTPOHHON
noanucu. Cxembl MOCTPOEHUS LIUGPPOBON
noanucu.

60
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WToro 3a cemecTp: 120

WToro: 204

5. NMepevyeHb y4eOHOMU NnuTepaTypbl M y4ebHO-MeTOAMYECKOro obecneyeHus no
AucuunnuHe (Mmoaynio)

Pecypc HTb
Ne Bubnuorpadmyeckoe onucaHue CamI'TY
n/n (3BC CamI'TY,

I[PRbooks n 1.4.)

OcHoBHasa nuTepaTypa

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

DNEKTPOHHBbIN
1 | Pexxum pgoctyna:

https://elib.samgtu.ru/getinfo?uid=els_samgtu||iprbooks||71213 pecypc
JokyMeHTaunoHHoe obecneyeHre yrnpaBieH4Yeckon esTenbHOCTY;

7 HoBocnbunpcknii rocy4apCTBEHHBIN TEXHUYECKMI yHuBepcuTeT, 2019.- DNIEeKTPOHHbIN
Pexxum poctyna: pecypc
https://elib.samgtu.ru/getinfo?uid=els_samgtul||iprbooks||98703
Ky3HeuoB, iropb Hukonaesny JokyMmeHTaLuoHHoe obecneveHmne

3 | YMPaBieHA 1 Aen0npon3BOACTBO y4eb. onsa bakanaspos: y4eb. ons DNEKTPOHHbIN
CTYAEHTOB BY30B, 00y4aloLLMXCS MO 3KOH. CrneunanbHoCcTaM [TekcT] .- pecypc

MockBa, HOpanT, 2014.- 576 c.

[lononHuTenbHas nuTepaTypa

bacakos, M./. CoBpeMeHHOe 0e/ionpon3BOACTBO : AOKYMEeHTaLl.
4 | obecneyeHune ynp. : y4eb. nocobue / M. . bacakos .- 3-e n3a., Ucnp. u g
pon..- Poctos H/I, ®eHukc, 2009.- 474 c. pecyp

DNEeKTPOHHbIN

NHhopMaumoHHoe obecrneyeHne ynpaBieHYeCKon OesTeNbHOCTY;

5 | Ypanbckun hepepansHoin yHuBepcuteT, 36C ACB, 2016.- Pexxum gocTyna: SN1eKTPOHHBIN

https://elib.samgtu.ru/getinfo?uid=els_samgtul||iprbooks||69601 pecypc
Cokonosa, Onbra HukonaesHa JJoKyMeHTaLNOHHOe obecneyeHmne

6 |YnpaBnenns B opraHmnsaumy : y4eb. nocobue ons By30B no cned. DNEKTPOHHbIN
"AHTUKPU3NCHOE yNp." 1 Op. SKOHOM. crel. [TekcT] .- MockBa, KHOPYC, pecypc

2010.- 156 c.

HocTtyn obyyvatowmxcs kK 9P HTB Caml'TY (elib.samgtu.ru) ocyuwiecTsnseTcsa nocpeacTBOM 3/EKTPOHHOMN
NHOPMaLIMOHHOM 0bpa3oBaTeNbHON Cpelbl YyHUBepcuTeTa 1 canta HTB CamI Y no N0rvHy 1 naponto.

6. NMepeyeHb UH(POPMALUOHHBIX TEXHONOINUMK, UCMOJIb3YEMbIX NPU OCYLLLECTBJIEHUN
obpasoBaTenbHOro npouecca no AucuuniauHe (Moaynio), BKaOYas nepevyeHb
nporpaMMHOro obecneyeHus

Mpy NpoBeAeHUN NEKLMNOHHBIX 3aHATUIA UCMONb3YeTCS MyNbTuMeauninHoe obopynoBaHme.
OpraHunsoBaHo B3anMopgencTeme oby4atoLlerocs n npenogaBatens C UCMOJIb30BAaHNEM 31€KTPOHHOW
NH-hopMaLMoHHON 0bpa3oBaTesNibHOM Cpeabl YHUBEPCUTETA.

Ne Cnocob
HauMeHoBaHue MpousBoauTesnb
n/n pacnpocTpaHeHus

Microsoft

1 | Microsoft Office 2013 .
(3apybexHbii)

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

YyebHaa ayamTopus a5 NpoBefeHns 3aHATUIA NEKLMOHHOMO TuMa, TEKYLLEro KOHTPOJISA U
NpoMeXXyTo4HoM aTTecTaunn. ObopyaoBaHue: Habop AeMOHCTPaLMOHHOro 0bopynoBaHMs: (3KpaH,
NPOEKTOp, NEPEHOCHON HOYTOYK), KOMMIEKT NaakaToB, CNeLmnanm3mpoBaHHas mebenb.

MpakTuyeckue 3aHATUA

YyebHaa ayamTopus Oas NpoBefeHns 3aHATUIA CEMUHAPCKOro TUMNa, TEKYLLEro KOHTPOAS U
NMPOMEXXYTOYHON aTTecTaummn (ayanTopus oas npakTUYECKUX N CEMUHAPCKNX 3aHATUR).
MomelleHMe OCHALLLEHO Crieunann3npoBaHHon mebesnbio.

JlabopaTopHble 3aHATUSA

OTcyTCTBYIOT

CaMmocTosaTenbHas pabora

Ayontopusa ons CaMoCToATeNbHON paboThl. [oMelleHre 0CHaLLLeHO CneLunann3npoBaHHON
mMebenbio

9. MeToauyeckue MaTepuanbl

MeToauyeckme pekomeHaaumm npu paboTe Ha nekuun

[0 neKkummn CTyaeHT LOJKEH NPOCMOTPETh y4ebHO-MeTOANYECKYI0 U Hay4YHYI0 nTepaTypy no TemMe
NeKuUn ¢ TeM, 4Tobbl MeTb NpeAcTaBneHne o Npobnemax, KoTopble ByayT pa3bupaTbCs B nekuuu.

Mepel Havanom nekuum obyvarowmmcs coobllaeTcs TeMa Nekuumn, naaH, BONPOChl, Noasexatiune
PacCMOTPEHMNIO, [OBOAATCSA OCHOBHble NMTEpPaTypHble NCTOYHUKK. Becb y4yebHbin MmaTepuasn, coobliaembln
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npenofaBaTesieM, LO/HKEH HE NMPOCTO NPoCcayLWNBaTbCA. OH A0/MKEH ObITb aKTUBHO BOCMPUHAT, T.e. YC/bllWaH,
OCMbICJIEH, MOHSAT, 3apMKCMpPOBaH Ha ByMare v 3akpenseH B MamsaTu. MNpnucTynas K CayLaHnio HOBOro y4ebHoro
MaTepKnasia, Noae3HO MbICNIEHHO YCTaHOBUTb €ro CBA3b C paHee U3y4YeHHbIM. CJ'Ie)J,F! 33 TEXHUKOWN YTeHus
Nekunn (aKLLeHT Ha CyLLEeCTBEHHOM, MOBbILLEHNE TOHA, U3MEHEHMEe pUTMa, Nay3a 1 T.M.), HeobxoamMmo BCaeq 3a
npenofasaTtenemM yMeTb BblAeSIATb OCHOBHbIE KaTerophmn, 3aKOoHbl 1 onpeaendaTb X coaep>XXaHue, I'Ip06J'IeMbI,
npeanosaraTb UX BO3MOXHble pelleHns, gokasaTenbCTBa M BbiBOAbI. OCyLecTBAAS Takylo paboTy, MOXHO
3HauYuTenbHo obnerynTb cebe NoHMMaHue y4ebHOro MaTepuana, ero KOHCNEKTUPOBaHNE U AalibHeNlee
n3y4yeHue.

KoHcnekTupoBaHue nekuun nospoaseT obpaboTaTb, CMCTEMATU3NPOBATb U JIyYlle COXPaHUTb
NoNy4YeHHY UHGopMauuto ¢ TeMm, 4yTobbl B byaywem Mo)XHO BblIo BOCCTAaHOBWTbL B MaMSATM OCHOBHbIE,
cofepxaTesnbHble MOMEHThI. TunnYHas owmnbka, coBepluaemMas 0by4atoLMMCs, LOCJIOBHOE KOHCMEKTUPOBaHME
peyn npenogasaTens. Kak npasufio, Npu 3anucu «Ca0BO B COBO» He OCTAaeTCsA BpeMeHu Ha obaymbiBaHue,
aHanM3 n cuHTEe3 uHdopmaunn. OTbMpas HYXXHYI MHGMOPMALUIO, TN1aBHbIE MbICW, NPOBAEMbI, peleHns u
BbIBOAbl, HEOBX0AMMO COKpalLlaTh TEKCT, CTPOUTL €ro Takum obpa3om, 4Tobbl NOTOM MOXKHO ObINO NIerko B HEM
pa3obpaTbcs. XKenaTesibHO 0CTaBUTb B paboumx KOHCNEKTax Moss, Ha KOTOPbIX MOXXHO OyAeT aenath NOMETKHU
N3 PEKOMEHOOBAHHOW NMTepaTypbl, LOMNOJHSAOWMNE MaTepuan MNPOCAYWaAHHOW NeKUWUn, a Takxe
noayepkmBatoLLne 0cobyto BaXXHOCTb Te€X WJIM UHbIX TEOPETUYECKMX MOoNoXeHUn. C OKOHYaHNEM NeKL NN
paboTa Hag KOHCMEKTOM He MOXET CYMTaTbCA 3aBepLUeHHON. HYy>XXHO elle BOCCTaHOBUTb OTAE/IbHblE MECTa,
NPOBEPUTb, BCE I MOHATHO, YTOYHUTb YTO-TO Ha KOHCYNbTauuu 1 T.M. C TéM, 4YT0Obl KOHCNEKT MOT ObITh
MCNONb30BaH B MpoOLECCe NMOArOTOBKN K MPAaKTUYECKNM 3aHATUAM, 3a4eTy, 3k3aMeHy. KOHCNeKT nekuun -
He3aMeHVMbI y4ebHbIN [OKYMEHT, He0bX0AUMBIN 419 CaMOCTOATEIbHON paboThl.

MeToanyeckme pekoMeHaaLmm npu noaroToBke n pabote Ha NPakKTUYECKOM
3aHATUU

MpakTnyeckne 3aHATUSA N0 AUCUMMINHE NMPOBOAATCA B LIeNIAX BbIpaboTKM MPaKTUYECKUX YMEHUA U
nprnobpeTeHnsa HaBLIKOB B peLleHn NPohecCMoHasbHbIX 3a4ay.
PekoMeHAayeTCs cnenyrolas cxema noaroTOBKM K MPaKTUYECKOMY 3aHSATUIO:
1. 03HaKOMMEeHMe C MJNAaHOM MPAKTUYECKOro 3aHATMSA, KOTOPbIM OTpaKaeT COoLep)XaHue
nNpenoXeHHON TeEMbI;
2. npopaboTKa KOHCMEeKTa NeKkunu;
3. YTeHMWe peKOMeHOO0BaHHOM NUTepaTypbl;
4. NoAroToBKa OTBETOB Ha BOMPOCHI NMiaHa NPakTUYeCKOro 3aHATUS;
5. BbIMOJIHEHWE TECTOBbLIX 3a4aHWIA, 3a4ay 1 ap.

MoaroToBka obyvaroLWwerocs K NpakTUYeCKOMy 3aHATMIO NPOU3BOANTCA MO BOMpocaM, pa3paboTaHHbIM
AN KaXLOW TeMbl NPakKTUYECKUX 3aHATUIA W (Maun) nekuuin. B npouecce noAroTOBKU K MPakKTUYECKUM
3aHATMAM, Heobxogumo obpaTnTb 0cob0e BHUMaHWE Ha CaMOCTOATENbHOE M3yYeHUe PeKOMeHLOBaHHOM
nuTepaTypbl.

PaboTa CTyneHTOB BO BpeMs MPaKTUYECKOro 3aHATMSA OCYLLeCTBASETCS Ha OCHOBE 3afaHuii, KOTopble
Bbl4atoTCa 0by4yalolmMmMcs B Havyasie MAM BO BPeMS 3aHATUSA. Ha NpakTUYeCKMX 3aHATUAX NPUBETCTBYETCA
aKTMBHOE yyacTue B 06CYXXAEHUN KOHKPETHbIX CMTyauuin, CMOCOBHOCTb Ha OCHOBE MOJIYYEHHbIX 3HaHWW
HaxoauTb Hanbonee 3PPEKTUBHbIE pelleHns NOCTaBfieHHbIX Mpobnem, ymeTb HaxOAWTb MOJIE3HbIN
LOMOSMHNUTENIbHBIA MaTepuan no TeMaTuke 3aHATUNR. Obyyatowmmca Heobxoammo obpallaTh BHUMaAHME Ha
OCHOBHbIE€ MOHATWS, aArOPUTMbI, ONpPeaensiTe NPaKTUYECKYI0 3HAYMMOCTb pacCMaTPMBAEMbIX BOMPOCOB. Ha
NPakKTUYeCKUX 3aHATUAX oby4atlowmecs LOJHKHbI YMETb BbIMOJHUTL pacyeT Mo 3afaHHbIM napamMeTpaM uan
BbipaboTaTbh onpeaeneHHble peweHns no obosHavyeHHON npobneMe. 3afgaHns MOryT ObiTb FPynMnoBbie U
NHAVBUAYaNbHbIE. B 3aBUCUMOCTY OT C/IOXKHOCTY NpeasiaraeMbix 3alaHui, Lenen 3aHaTus, obLlen noaroToBKY
obyyaoLwmnxca npenogasaTeNlb MOXeT NoACKa3aTb 00y4aloWwnMCs anropuTM peLleHns nam nepsoe OencTBue,
NN yKasaTb oblee HanpaBsieHne paccyXAeHun. MonyyeHHble pe3ynbTaTbl 06Cy)XAalTCa C NO3MLUIA NX
afleKBaTHOCTU NN 3PPEKTUBHOCTU B PACCMOTPEHHON CUTYaL MK,

MeTognyeckue pekomMeHaauunn rno BblMOJIHEHUIO CaMOCTOSATESIbHOM pa6OTbI

OpraHusaumnsa camocToAaTenbHOW paboThl 06y4alLWMXCA OPUEHTUPYETCH Ha aKTUBHbIE METOLb
OB/MlafeHNsa 3HaHWAMMW, pa3BUTME TBOpPYeCKMX cnocobHocTel, mepexoh OT MOTOYHOro K
NHOVBUAYANN3MPOBAHHOMY 00YyYeHMIO C y4eTOM NoTpebHOCTEN N BO3IMOXXHOCTEN 0byyaloLerocs.
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CamocToaTenbHas paboTa ¢ yyebHuKamu, yyebHbIMKU NocobusMu, Hay4yHon, CNPaBOYHOM ANTepaTypon,
MaTepuanaMmn Nepuoanyeckux n3gaHnin n HTepHeTa aBnaseTca Hanbonee ahheKTUBHLIM METOLOM MOJTyHEHNSA
[OMOSIHUTENbHbIX 3HAHWIA, NO3BONAET 3HAYUTESIbHO aKTUBM3NPOBATHL MPOLIECC OBMaAEHUS UHGOpPMaLnen,
crnocobcTByeT 6osiee rnybokoMy YCBOEHUIO M3YyHaeMOro MaTepumana. Bce HoBble MOHATMA MO N3y4YaeMon Teme
HeobX0AMMO BblyYMUTb HAaW3YCTb M BHECTWU B r10CCapuUin, KOTOPLIN Lienecoobpa3Ho BECTU C CaMOro Havana
N3y4yeHuns Kypca.

CamocTosATensHas paboTta peanmsyeTcs:

® HemnocpeACTBEHHO B MpoLecce ayAUTOPHbIX 3aHATUN;

® Ha NeKUUsX, NPaKTUYECKUX 3aHATUSAX;

e B KOHTAKTe C nNpenofaBaTesieM BHE PaMOK pacnucaHus;

® Ha KOHCYJibTaumax no y4yebHbIM BOMpocaM, B XO04€e TBOPYECKMX KOHTAKTOB, MPU NUKBMLAALNN
3a[l10/DKEHHOCTEN, NPW BbIMOJAHEHUN UHANBUAYANbHbLIX 3aJaHUA U T.4.;

e B 6ubNMoOTEKE, AOMaA, Ha Kadenpe npu BbIMONHEHWUN 0ByYaOWMMCS YHeOHbIX U NPaKTUYECKMX
3ajau.

I HEeKTUBHBLIM CPeACTBOM OCYLLECTBAEHMS 06y4YaloWMMCsS CaMOCTOoATeNbHON paboThl ABASeTCS
3JIeKTPOHHas MHGOpMaLNOHHO-06pa3oBaTebHaa cpefa yHMBepcuMTeTa, KoTopas obecnevymBaeT AOCTYN K
y4yebHbIM nnaHaMm, paboynm nporpammaM OUCUUNAWUH (MOAYNEeR), NPaKTUK, K U3AaHUAM 3NEKTPOHHbIX
B6UBNNOTEYHBIX CUCTEM,

10. ®DoHA OLEHOYHbIX CPencTB No AucuUnanHe (Moaynio)

®oHpA OLLEeHOYHbIX CPeACTB NpefcTaBssieH B npunoxeHun Ne 1.
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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

O4yHo-3ao4Has

2024

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

Koa un
HauMeHOBaHue
KOMMNeTeHLUuU

Kon n HauMeHoBaHue
MHAMKaATOpPA AOCTUKEHUS
KOMMeTeHLUUHU

Pe3ynbTaThl 00yyeHus
(3HaTb, yMeTb, BnapeTh,
COOTHeCEeHHble C
MHOMKATOpPaMHM
DOCTUIXKEeHUsA
KOMMNeTeHL 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.

OMK-5.1 Ncnonb3yet
COBpPEMEHHbIe
NHMOPMALIMOHHbIE
TEXHONOrMN 1N NPOrpaMMHble
CpefCTBa Npu peLleHnn
npoheccnoHasbHbIX 3a4au

BnapgeTb cnocobHOCTbIO
NCnosib30BaTb
NHMOPMaLIMOHHbIE
TEXHOJIOrMW 1 MPOrpaMMHble
cpencTsa B
IOKYMEHTALMOHHOM
obecneyeHun ynpasneHns

3HaTb COBPEMEHHbIE
NHOPMALIMOHHbIE
TEXHOJIOr UK 1 MPOrpaMMHble
CpencTBa B
JNOKYMEHTALVOHHOM
obecneyeHun ynpasneHus

YMeTb UCrnonb30BaThb
NHOPMaLNOHHbIE
TEXHONOrNW N NPOrpaMMHble
cpeacTsa B
OOKYMEHTaLNOHHOM
obecneyeHun ynpasneHns

VHMBepcaanble KoMneTeHunn

YK-2 CnocobeH
onpenensTb Kpyr
3a4ay B paMkKax
MOCTaBJ/IEHHON
uenn v BblbupaThb
ONMTUMaJIbHblE
crnocobbl nx
pelleHns, ncxoas
13 OENCTBYIOLLNX
NpPaBOBbIX HOPM,
NMELLNXCS
pecypcos u
OrpaHnYyeHunn

YK-2.2 BeibnpaeT Hanbonee
3(pheKTMBHbIN cnocob
peleHuns 3agad, yunTbiBas
LEeNnCcTByoLLME NPaBOBbIe
HOPMbI 1 UMeloLLMECS
yCJI0BUS, PeCypChbl 1
orpaHnyeHmns
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BnapeTb cnocobHOCTbIO
pewaTb 3a4ayn, y4nTbiBas
OencTByloWmMe NpaBoBble
HOPMbI 1 UMeloLLMeCs
YCJI0BUSI, PECYPChI 1
OrPaHUYEHUs B CUCTEME
JIOKYMEHTALMOHHOI 0
obecneyeHns opraHmsauum




3HaTb AENCTBYIOLLNE
NpaBOBbl€ HOPMbI U
nMetoLwmecs ycaosms B
cucTeMe AOKyMEHTaLMOHHOIO
obecneyeHns opraHm3sauum

YMmeTb BbibupaTh Hanbonee
3(hHeKTMBHELIN CNocob
peleHns 3afay, y4nTbiBas
OenCcTByloLWMe NpaBoBble
HOPMbI 1 UMetoLLnecs
yCJI0BUS, pecypchbl 1
OrpaHn4yeHus B cucteme
LOKYMEHTALMOHHOro
obecneyeHns opraHm3sauum

YK-4 CnocobeH
OCYLLEeCTBNATb
LEenoByto
KOMMYHUMKaLNIO B
YCTHOW ”
MUCbMEHHOMN
hopmax Ha
rocyaapCTBEHHOM
Aa3blke Poccumckonm
®epepauuu n
NHOCTPaHHOM(bIX)
A3blke(ax)

YK-4.1 lemoHCTpupyeT
ymeHune BecTn obmeH
[enoBon NHhopMaLmen B
YCTHOM Y MNCbMEHHON
opMax Ha rocyiapCTBeHHOM
A3blKe

BnapeTb cnocobHOCTbIO
BecTn obMeH JenoBon
NHopMaLMen B YCTHOM U
NUCbMEHHOW hopMax Ha
roCcynapCTBEHHOM fi3blKe

3HaTb OCHOBbI 06MeHa
[es10BOM NHGopMaLnen B
YCTHOW 1 MCbMEHHON
(hopmMax Ha rocyfapCTBEHHOM
A3blke

YMeTb BeCT 06MeH aenosow
NH(opMaLnen B yCTHON 1
NMCbMEHHON hopMax Ha
roCyfapCTBEHHOM fi3blKe

Manuu,a COOTBETCTBUA OLLEHOYHbIX CPencTB 3aNJIaHUPOBAHHbLIM pe3yJibTaTaM

obyyeHus

Kop uHpukaTopa
BOCTUIKEHUA
KOMMEeTEeHUUU

Pe3synbTaTbl 00y4yeHus

OueHoY4Hble
cpencTsa

Tekywiumn

KOHTpPOJb | TO4YHas

ycneBaeM | aTrecTau,
OoCTH usa

Mpomexy

MoHaTHe M CYWHOCTb O, OKYMEHTALUOHHOIo obecneyeHus ynpasn

€HUA B AeATeJIbHOCTU OpraHu3auuum.

HopmaTusHo[JnpaBoBas 6asa OO0KYME@HTaLuUuOHHOrIo obecneyeHus ynpaBJieHUA B 0efATeJIbHOCTU OpraHusauum

OMK-5.1 Ucnonb3yeT
COBpEMEeHHbIe
NH(OPMaLMOHHbIE
TEXHONOornm u
nporpamMmmHble
cpencTsa npu
peLueHmn
npogeccroHabHbIX
3afau

YMeTb 1CMN0J1b30BaTbh MHPOPMALNOHHbIE

TEXHOJIOrnn 1 NPorpaMMHble CpefcTBa B 3a4eT HeTt Ha
LOKYMeHTaLuMoHHOM obecneyeHnmn yrnpasaeHuns
Bnapetb cnocobHOCTLIO NCMOb30BaTb
MHOPMALMOHHbBIE TEXHONOM MW U MPOrpaMMHbIe
opmatl porp 3a4yeT HeT Oa

CpeAcTBa B [JOKYMEHTALMOHHOM obecreyeHunn

yrnpaeeHus

18




3HaTb COBpeMeHHble MH(OPMaLIMOHHbIE
TEXHOJIOTUI 1 NPOrpaMMHble CPeLCTBA B
JNOKYMEHTaLMOHHOM obecrneyeHunn yrpasieHus

3a4eT

HeT

Ha

yMeTbMCHOﬂbBOBaTbMH@OpMauMOHHHe
TexXHoJIormm n nporpaMmMHble CpencTtea B
OOKYMeHTaUuNOHHOM obecneyeHun ynpasJieHNA

TecToBble 3aflaHnA

Ha

HeT

BnapeTtb Cnoco6HOCTbIO NCMOb30BaTh
MHOPMaLMOHHbIE TEXHOIOT W 1 NMPOrPaMMHbIe
CpeAacTBa B LOKYMeHTaUMOHHOM obecreyeHunu
ynpasseHus

TecToBble 3adaHNS

Ha

HeT

3HaTb COBPeMEeHHble MHHOPMALIMOHHbIE
TEXHOJIOTUI 1N NPOrpaMMHble CPeLCTBa B
IOKYMEHTaLMOHHOM obecrneyeHunn ynpasieHus

TecToBble 3aaHNSA

Ha

HeTt

YK-2.2 BoibupaeT
Haunbonee
3(hheKTUBHbLIN cnocob
pelleHuns 3amnau,
Yy4nTbIBaA
LencTeyiowmne
NMpaBoOBble HOPMbI U
MMeloLLMecs yCoBus,
pecypchbl 1
orpaHuyeHus

BnapeTtb CnocobHOCTLIO pelwaThb 3a4aun,
y4nTbIBasA LeACTBYIOLLME NPABOBbIE HOPMbI 1
VMEeIoLLMECS YCNOBUS, PECYPChl 1 OFPaHNYEHUS B
cucTeMe [OKyMeHTaUVOoHHOro obecneyeHuns
opraHusauum

TecToBble 3a4aHNSA

Ha

HeTt

YMeTb BbibrpaTb Hanbonee 3pheKTUBHbIN
cnocob pelleHns 3afad, y4uTeiBaa LencTeyowmne
MpaBOBble HOPMbI U MEIOLLIMECS YCII0BNS,
Pecypchl U OrpaHUYeHns B CUCTEME
LOKYMEeHTaLMOHHOro obecneyeHns opraHm3anmm

TecToBble 3aaHNS

Ha

HeT

3HaTb [eiCTBYOLLE NPABOBbLIE HOPMbI U
VMeloLLNecs yCI0BUS B CUCTEME
JOKYMEHTALIMOHHOr0 obecrneyeHns opraHn3aLmm

TecToBble 3aflaHnA

Ha

HeT

BnapgeTb CrocoOGHOCTLIO peLlaTh 3a4a4u,
YYUTBIBAA AENCTBYIOLLIME NPABOBbIE HOPMbI I
MMEIOLLIMECS YC0BUS, PECYPChl U OrpaHNYeHmns B
cucTeMe AOKYMEHTALVOHHOro obecreyeHus
opraHusauum

3a4eT

HeT

Oa

YMeTb BbibrpaTh Hanbonee 3pheKTUBHbLIN
cnocob pelleHns 3afad, y4uTbiBaa LencTayowmne
MPaBOBbI€ HOPMbI 1 UMEIOLLNECS YCI0BUS,
pecypcbl U OrpaHNYeHNs B CUCTEME
LOKyMeHTaLOHHOro obecrneyeHns opraHm3aumm

3a4eT

HeT

Oa

3HaTb JeiCTBYIOLLME NPABOBbIE HOPMbI 1
VMEeloLLVEeCcs YCI0BMS B cUCTeMe
JIOKYMEHTaLMUOHHOro obecrnevyeHns opraHnu3aLmm

3a4eT

HeT

Oa

YK-4.1 leMmoHCTpUpyeT
yMeHue BecTn obmeH
[l.e10B0M
NH(opMaLmen B
YCTHOW W NMUCbMEHHOW
¢opmax Ha
rocyAapCTBEHHOM
A3blKe

YmMeTb BeCTV 06MeH 4enoBov NHhopMaLien B
YCTHON N NUCbMEHHOM hopMax Ha
roCyAapCTBEHHOM fA3blKe

3a4eT

HeT

Oa

3HaTb OCHOBbI 0OMeHa Le10Bol UH(opMaLmen B
YCTHON N NUCbMEHHON hopMax Ha
roCyAapCTBEHHOM fA3blke

3a4eT

HeT

Oa

Bnapetb cnocobHOCTbIO BeCT 0OMeH AenoBoN
MH(OopMaLumnen B YCTHON U NMCbMEHHOW popMax
Ha rocyapCTBEHHOM fA3blke

3a4eT

HeT

Oa

YMeTb BeCTV 06MeH enoBov NHhopMaLen B
YCTHON N NMUCbMEHHONM hopMax Ha
roCyAapCTBEHHOM fA3blke

TecToBble 3aaHUSA

Ha

HeTt
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3HaTb 0CHOBbI 06MeHa Aef0BOW NHopMaLnen B
YCTHOW 1 MUCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

TecToBble 3aflaHnA

Ha

HeT

Bnapertb cnocobHOCTHLIO BeCTU 0OMeH [Ae/10Boi
NH(OopMaumeln B YCTHON U MMCbMEHHOW hopMax
Ha rocy4apCTBEHHOM fI3blKe

TecToBble 3aflaHnA

Ha

HeT

Knaccucdumkaumsa BoKyMeHTOB. TpeboBaHUA K OpraHM3aLMOHHO[JynpaB/eHYeCKOM [OKYMEHTaLLUMU.

AOKYMEHTOB

MpaBka

OMK-5.1 NUcnonb3yeTt
COBPEMEHHbIEe
NH(OPMaLMOHHbIE
TEXHOI0r KN 1
MporpaMmMHble
cpencTsa npu
peLleHunn
npodecCcnoHanbHbIX
3ajad

YMeTb 1CMN0J1b30BaTb MHPOPMALNOHHbIE
TEeXHOJIOrnn 1 NPorpaMMHble CpecTBa B
LOKYMEHTaLMOHHOM obecrneyeHunn ynpaBieHuns

TecToBble 3aaHUSA

Ha

HeTt

3HaTb COBpeMeHHbIe MH(OPMaLIMOHHbIE
TEXHONIOT WK 1 MPOrpaMMHble CpefCcTBa B
OOKYMEHTaLMOHHOM obecrneyeHunn yrpasieHus

TecToBble 3aflaHnA

Ha

HeT

BnapeTtb CnocoOHOCTbIO NCMO/b30BaTh
MHOPMaLMOHHbIE TEXHOIOT W 1 NMPOrPaMMHbIe
CpeAacTBa B LOKYMeHTaLMOHHOM obecreyeHunn
ynpasseHus

TecToBble 3aaHNSA

Ha

HeT

YMeTb 1CM0Jib30BaTb MH(OPMALIMOHHbIE
TEXHOJIOr MK 1 NPOrpaMMHble CpefCcTBa B
IOKYMEHTaLWOHHOM obecrneyeHun ynpasnieHuns

3a4eT

HeTt

Oa

3HaTb COBPeMEeHHbIe MHHOPMALIMOHHbIE
TEXHOJIOrMK 1 NPOrpaMMHble CPeLCTBa B
[OKYMEHTaLMOHHOM obecrneyeHunn ynpasieHus

3a4eT

Het

Oa

BnapeTb cCnocobHOCTbLIO UCMO/Ib30BaTh
MH(OPMaLMOHHbIE TEXHOMOM UM 1 MPOrPaMMHbIe
CpencTBa B JOKYMEHTaLWOHHOM obecreyeHnn
ynpaBieHuns

3a4eT

HeT

Oa

YK-2.2 BoibupaeT
Haunbonee
3(hbheKTUBHbLIN cnocob
pelleHuns 3anau,
yu4uThIBasA
LencTeyiowmne
NMpaBoBble HOPMbI U
MMeloLLIMecs yCcioBus,
pecypchbl 1
orpaHunyeHns

YmMmeTb BbibrpaTh Hanbonee 3pheKTUBHbIN
cnocob pelleHns 3afad, y4nTbiBas LencTayowmne
MPaBOBbIe HOPMbI 1 UMEIOLLNECS YCI0BUS,
Pecypchl U OrpaHNYeHns B CUCTEME
LOKYMeHTaLMOHHOro obecneyeHns opraHmsaumnm

3a4eT

HeT

Oa

BnapgeTb Croco6GHOCTLIO peLlaTh 3a4a4u,
Y4MTbIBas AENCTBYIOLLIVE NPABOBble HOPMbI 1
VMeloLLINecs YCI0BUS, PECYpPChbl U OrpaHUYeHuns B
CUCTEME [IOKYMEHTALMOHHOro obecrneyeHuns
opraHusauum

3a4eT

HeT

Oa

3HaTb AeiCTBYIOLME NPABOBbLIE HOPMbI 1
MMetoLLMecs ycoBus B CUCTEME
[OOKYMEHTaLMOHHOro obecrneyeHns opraHmaumnm

3a4eT

HeT

Oa

YMeTb BbibrpaTh Hanbonee 3pheKTUBHbLIN
cnocob pelleHns 3afayd, y4nTbiBas 4eACTBYOLLME
MpaBoOBble HOPMbI I UMEKOLLNECs YCI0BUS,
pecypcbl U OrpaHNYeHNs B CUCTEME
LOKYMEHTaLMOHHOro obecneyeHns opraHmsanmm

TecToBble 3aaHNSA

Ha

HeTt

BnapeTtb cnocobHOCTLIO pelwaTh 3a4aun,
Yy4YnTbIBas LeACTBYIOLLME NPABOBbIE HOPMbI 1
VMEoLLMECS YC0BUS, PECYPChl 1 OFPaHNYEHUS B
cucTeMe LOKyMeHTaLOoHHOro obecnevyeHns
opraHm3auum

TecToBble 3aaHUSA

Ha

HeTt
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3HaTb AeiiCTBYIOLME NPABOBbIE HOPMbI 1
“MetoLLMecs ycoBus B CUCTEME
OOKYMEHTaLMOHHOro obecrneyeHns opraHmsaumnm

TecToBble 3aflaHnA

Ha

HeT

YK-4.1 lemoHCTpUpyeT
ymeHune BecTu obmeH
L,enoBoi
NH(popMaLmen B
YCTHOW W NMUCbMEHHOW
dopmax Ha
rocyfapCTBEHHOM
A3blKe

YMeTb BeCcTV 06MeH AenoBow nHopmaumen B
YCTHOW 1 MUCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

TecToBble 3a4aHNS

Ha

HeT

3HaTb 0CHOBbI 06MeHa Ae/10BOW NHopMaLnen B
YCTHOW 1 NUCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

TecToBble 3a4aHNs

Ha

HeT

Bnapertb cnocobHOCTHLIO BeCTU 0OMeH [e/10BoW
MHMopMaLumnen B yCTHON 1 NUCbMEHHOW opMax
Ha rocy4apCTBEHHOM f3blKe

TecToBble 3aflaHnA

Ha

HeT

YMeTb BeCTV 06MeH AenoBow nHopMaLmnen B
YCTHOM N MCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

3a4eT

HeT

Oa

3HaTb 0CHOBLI 06MeHa Aef10BOW NHopMaLnen B
YCTHOM N MCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

3a4eT

HeT

Oa

Bnapertb cnocobHOCTHLIO BeCTU 0OMeH [e/10BOW
NH(opMaLmeln B yCTHON U MMCbMEHHOW hopMax
Ha roCcy4apCTBEHHOM f3blKe

3a4eT

HeT

Oa

DYHKUUKN CNYKObI

AOKYMeHTaLMOHHOro obecnevyeHuns ynpassieHUs U OpraHusaLum AoKyMeHToobopoTa.
OpraHusauus KaapoBoro goKyMeHToobopoTa

OMK-5.1 NUcnonb3yeTt
COBPEMEHHbIEe
NH(OPMaLMOHHbIE
TEXHOI0r KN 1
MporpaMmMHble
cpencTsa npu
peLleHun
npodecCcnoHanbHbIX
3agad

3HaTb COBPEMEHHbIE MH(POPMALIMOHHbIE
TEXHOJI0MMU 1 MPOrpaMMHble CPefCTBa B
ZIOKYMEHTaLIMOHHOM obecrneyeHunn ynpasaeHus

JK3aMeH

HeT

Oa

BnapeTtb CnoCcOOHOCTbIO NCMOb30BaTh
MHOPMaLMOHHbIE TEXHOJIOTW 1 MPOrPaMMHbIe
CpeAcTBa B LOKYMeHTaLMOHHOM obecreyeHunu
ynpasseHus

JK3aMeH

HeT

Oa

YMeTb 1CM0Jib30BaTb MH(OPMALIMOHHbIE
TEXHOJIOr MK 1 NPOrpaMMHble CpecTBa B
IOKYMEHTaLWOHHOM obecrneyeHunn ynpasfieHuns

JK3aMeH

Het

Oa

3HaTb COBPeMEeHHble MHHOPMALIMOHHbIE
TEXHOJIOrMK 1 NPOrpaMMHble CPeLCTBa B
[OKYMEHTaLMOHHOM obecrneyeHunn ynpasieHus

TecToBble 3aaHNSA

Ha

HeTt

BnapeTb CnocobHOCTbLIO UCMO/Ib30BaTh
MH(OPMaLMOHHbIE TEXHOMOM UM 1 MPOrpaMMHble
CpencTBa B JOKYMEHTaLWOHHOM obecrneyeHnn
ynpaBieHuns

TecToBble 3aaHNS

Ha

HeTt

YMeTb CM0JiIb30BaTb MH(OPMALIMOHHbIE
TEXHOJIOrMU 1 NPOrpaMMHbIe CPpeACcTBa B
IIOKYMEHTaLWOHHOM obecrneyeHun ynpasiieHns

TecToBble 3aaHNSA

Ha

HeTt
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YK-2.2 BoibupaeT
Hanbonee
3(pheKTUBHbLIN cnocob
pelleHuns 3anau,
y4uThIBas
LencTeyiowmne
NMpaBoOBbl€ HOPMbI U
MMeloLLMecs yCioBus,
pecypchbl 1
orpaHuyeHus

YMeTb BbibrpaTh Hanbonee 3pheKTUBHbLIN
cnocob pelleHns 3afad, y4uTbiBas LencTayowmne
MpPaBOBble HOPMbI I UMEKOLLNECS YCI0BUS,
pecypcbl U OrpaHNYeHNs B CUCTEME
LOKYMEHTaLVOHHOro obecrneyeHns opraHmsaumm

TecToBble 3aaHNSA

Ha

HeTt

BnapeTtb CnocobHOCTbIO peLlaTh 3afayu,
Y4MTbIBas 4ENCTBYIOLLME NPABOBbIE HOPMbI 1
VIMeloLLecs yCIoBMS, PeCypchbl U OrpaHnYeHus B
CUCTEME LOKYMEHTALWOHHOrO obecrneyeHuns
opraHuzauum

TecToBble 3adaHNS

Ha

HeT

3HaTb OENCTBYIOLLME NPABOBbIE HOPMbI 1
MMEtoLLMECS YCNIOBUS B CUCTEME
LLOKYMEHTaLMOHHOro obecrneyeHns opraHm3aumm

TecToBble 3aflaHunA

Ha

HeT

YMeTb BbibrpaTh Hanbonee 3hHeKTUBHbIN
crnocob pelleHns 3afay, yunuTbiBas AeACTBYOLINE
MpPaBOBble HOPMbI U MEIOLLIMECS YCIIOBUS,
Pecypcbl 1 OrpaHNYeHns B cucTeme
IIOKYMEHTaLMUOHHOro obecrnevyeHns opraHm3aumm

JK3aMeH

HeT

Oa

BnapeTb Cnoco6HOCTLIO pellaTh 3a4aun,
Yy4MTbIBasi 4ENCTBYIOLLME NPaBOBblIE HOPMbI 1
VMetoLLMecs YCI0BUS, Pecypcbl U OrpaHnuYeHuns B
CUCTEME [IOKYMEHTALMOHHOr0 obecrneyeHus
opraHu3sauum

JK3aMeH

HeTt

Oa

3HaTb JefCTBYIOLLME NPABOBbIE HOPMbI 1
MMEeloLLVECs YCI0BUA B CUCTEME
JIOKyMEHTaLMOHHOro obecrneyeHns opraHm3auunm

JK3aMeH

HeT

Oa

YK-4.1 leMoHCTpUpyeT
yMeHue BecTun obMeH
[.e10B0M
MHhopMaLmen B
YCTHOW WU NMUCbMEHHOW
hopmax Ha
rocyAapCTBEHHOM
A3blKe

3HaTb 0CHOBbI 06MeHa fef10Bol UH(opMaLmen B
YCTHON N NMUCbMEHHONM (hopMax Ha
roCyAapCTBEHHOM fA3blke

JK3aMeH

HeT

Oa

BnapeTtb cnocobHOCTLIO BECTU 06MEH AenoBo
MH(opMaumen B yCTHON U NMCbMEHHOW hopMax
Ha rocy4apCTBEHHOM Si3blKe

JK3aMeH

HeT

Oa

YMeTb BeCTV 06MeH AenoBov nHhopMaLien B
YCTHON N NUCbMEHHON hopMax Ha
rocyfapCTBEHHOM fA3blKe

JK3aMeH

HeT

Oa

3HaTb 0CHOBbI 06MeHa fef10Bol UH(opMaLmen B
YCTHON N NUCbMEHHOM hopMax Ha
roCyAapCTBEHHOM fA3blKe

TecToBble 3aaHNSA

Ha

HeTt

BnapeTtb cnocobHOCTLIO BECTU 06MEeH AenoBoi
NH(opMaLumnen B YCTHON U NMMCbMEHHOW popMax
Ha rocy4apCTBEHHOM Si3blKe

TecToBble 3aaHNSA

Ha

HeTt

YMeTb BeCTV 06MeH AenoBov NHopMaLien B
YCTHON N MUCbMEHHON (hopMax Ha
roCyAapCTBEHHOM fA3blKe

TecToBble 3aaHNSA

Ha

HeTt

KOH(bVI.D,EHUMaﬂI:HOCTb U 3alluTa MH(bOpMaUMM, CO.D,ep)KaLI.I,eﬁCiI B OOKYMEHTaX OpraHu3auuu. 3J1eKTp0HHI:Iﬁ

BOKyMeHToob6opoT
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OMK-5.1 Ucnonb3yeT
COBPEMEHHbIe
NHOPMaLMOHHbIE
TEXHONOr NN ”
NpPoOrpamMMHbIe
cpencTBa npu
peLleHunn
npogheccnoHasibHbIX
3aja4

3HaTb COBPEMEHHbIE MH(OPMALIVIOHHbIE
TEXHOJIOrMK 1 NPOrpaMMHbIe CPeACTBa B
LOKYMEHTaLMOHHOM obecrneyeHun ynpaBnieHuns

TecToBble 3aaHNSA

Ha

HeT

YMeTb CM0Jib30BaTb MH(OPMALIMOHHbIE
TEXHOJIOrMK 1 NPOrpaMMHble CpefCcTBa B
IIOKYMEHTaLWOHHOM obecrneyeHun ynpasiieHns

TecToBble 3aaHNSA

Ha

HeTt

BnapeTb CocobHOCTbIO UCMOJIb30BATh
NHOPMALMOHHbIE TEXHOJIOT W 11 NPOrPaMMHbIe
CPeAcTBa B [OKYMEHTALMOHHOM obecreyeHunn
ynpasaeHus

TecToBble 3aflaHnA

Ha

HeT

3HaTb COBPEMEHHbIE MH(POPMALIMOHHbIE
TEXHOJI0MMU 1 MPOrpaMMHble CPefCTBa B
[IOKYMEHTaLIMOHHOM obecrneyeHunn ynpasaeHus

JK3aMeH

HeT

Oa

YMeTb CM0Jib30BaTb MH(OPMALIMOHHbIE
TEXHOJIOrMU 1 NPOrpaMMHbIe CPeACTBa B
IIOKYMEHTaLWOHHOM obecrneyeHun ynpasiieHns

JK3aMeH

HeT

Oa

BnapeTb CiocOOHOCTbLIO UCMOJIb30BATh
NHHOPMALIMOHHbIE TEXHOJIOT W 11 NPOrPaMMHbIe
CPeAcTBa B [JOKYMEHTaLMOHHOM obecreyeHunn
yrnpasieHus

JK3aMeH

HeT

Oa

YK-2.2 BoibupaeT
Hanbonee
3(hbheKTUBHbLIN crnocob
pelueHmns 3agay,
yunTbIBas
LencTeyiowmne
NnpaBOBble HOPMbI U
nveruinecs ycsioBsus,
pecypchbl 1
orpaHuyeHuns

3HaTb AENCTBYOLLME NPABOBbLIE HOPMbI 1
NMeloLLMeCs YCNOBUS B CUCTEME
LOKYMEHTaLMOHHOro obecneyeHns opraHm3aumm

JK3aMeH

HeT

Oa

YMeTb BbibnpaTb Hanbonee 3pheKTUBHbIN
cnocob pelleHns 3afayd, y4nTbiBas eACTBYyOLLIME
MpaBoOBble HOPMbI 1 UMEKOLLNECs YCI0BUS,
pecypcbl U OrpaHNYeHNs B CUCTEME
LOKYMEHTaLMOHHOro obecneyeHns opraHmsanmm

JK3aMeH

HeT

Ha

BnapeTtb cnocobHOCTbIO peLlaTh 3afayu,
y4YnTbIBasA LeACTBYIOLLME NPABOBbIE HOPMbI 1
VIMEIoLLVECS YC0BUS, PECYPChl 1 OFPaHNYEHUS B
cucTeMe LOKYMeHTaUoHHOro obecrneyeHns
opraHm3auum

JK3aMeH

HeT

Oa

3HaTb JelCTBYIOLLIME NPABOBbIE HOPMbI 1
VIMEoLLVEeCs YCI0BMA B cUCTeME
JIOKYMEHTaLMUOHHOro obecrnevyeHns opraHnu3aLmm

TecToBble 3aaHNSA

Ha

HeTt

YmMeTb BbibrpaTh Hanbonee 3pheKTUBHbIN
cnocob pelleHuns 3afad, y4nTeiBas LencTeyowmne
MpaBOBble HOPMbI U MEIOLLMECS YCII0BNS,
Pecypchl U OrpaHUYeHns B CUCTEME
LLOKYMeHTaLOoHHOro obecneyeHns opraHmsaumm

TecToBble 3aaHNS

Ha

HeT

BnapgeTb CrocoOGHOCTLIO peLlaTh 3aaa4u,
YYUTbIBAA OENCTBYIOLLIME NPABOBbIE HOPMbI I
MMEIOLLIMECs YC0BUS, PECYPChl U OrpaHNYeHmns B
cucTeMe AOKYMEHTALVOHHOMo obecrneyeHus
opraHusauum

TecToBble 3aflaHnA

Ha

HeT
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YK-4.1 [lemoHCTpUpyeT
yMeHune BecTn obmeH
Len0BoM
NH(opMaLmen B
YCTHOM 1 MNCbMEHHON
opmax Ha
rocyfapCTBEHHOM
A3blKe

Bnapertb cnocobHOCTHLIO BeCTU 0OMeH [e/10BoW
MHMopMaLumnen B yCTHON 1 NUCbMEHHOW hopMax
Ha rocy4apCTBEHHOM f3blKe

TecToBble 3a4aHNs

Ha

HeT

3HaTb 0CHOBLI 06MeHa Aef0BOV NHopMaLnen B
YCTHOW 1 NUCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

TecToBble 3a0aHNs

Ha

HeT

YMeTb BeCTV 06MeH AenoBowv nHopmaLumen B
YCTHOW 1 NUCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

TecToBble 3a4aHNs

Ha

HeT

Bnapertb cnocobHOCTHLIO BeCTU 0OMeH [e/10BoW
MHMopMaLumnen B yCTHON 1 NUCbMEHHOW opMax
Ha rocy4apCTBEHHOM f3blKe

JK3aMeH

HeTt

Ha

3HaTb 0CHOBLI 06MeHa Aef10BOW NHopMaLnen B
YCTHOM N MCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

JK3aMeH

HeT

Oa

YMeTb BeCTV 06MeH AenoBow nHopMaLlmen B
YCTHOM N MCbMEHHON hopMax Ha
rocyapCTBEHHOM fA3blKe

JK3aMeH

HeT

Oa
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TECTOBbIE 3A0AHUA

HanpaeneHue nogrotoBkn 38.03.02 MeHeXXMEHT
OucumnnuHa: «[JokymeHTaumMoHHOe obecneveHre ynpaBneHnsi»

MNepeyeHb KOMMNETEHUNA U MHONKATOPOB AOCTVXKEHMA KOMNETEHLUUIA, NS OLEHKN
chopMnpOBaAHHOCTU KOTOPbIX McnosbayeTcs gaHHbin POC

Koa n HaumeHoBaHue
KoMneTeHUUn

Koa n HaumeHoBaHMe MHAUKaTOpa JOCTWKEHUA KOMMeTEHLUHM,
peanusyemMbie AUCLUNIIMHON

Or1K-5 CnocobeH ncnonb3oBaTb
npu peLleHnn
npodeccroHanbHbIX 3agav
COBpPEMEHHbIE
NMHPOPMaLMNOHHBLIE TEXHOOTUN U
nporpamMHble CPeACcTBa,
BKIO4asa ynpasiieHne KpyrnHbIMU
MaccMBaMn OaHHbIX N X
WHTENNEKTyanbHbIN aHanms.

npodeccrmoHanbHbIX 3agav

Or1K-5.1 Vicnonb3yeT coBpeMeHHble MH(POPMaLNOHHbIE
TEXHONOrMn 1 NpPorpaMMHbIe CpeacTsa NPy peLleHnn

Howmep CopepxaHue 3agaHus MpaBunNbHbLIN OTBET Ha
3agaHus 3agaHue
1 Yem obycrnosneHa akTyanbHOCTb HeobxogmMmocTbio
COBEPLLEHCTBOBAHUA TPaAULMOHHON CUCTEMDI YCKOPEHUS ABMKEHUSA
AOKYMEHTaLMOHHOro obecnevyeHns ynpaBneHus ¢ OOKYMEHTOB B
TOYKM 3pEHNSI NPUMEHEHNST COBPEMEHHbIX opraHusaumm u
NHOPMALMOHHBIX TEXHOMOTMI U NPOrpamMMHbIX YMEHbLUEHMNS
cpencte? TPYOOEMKOCTU UX
006paboTkm
2. 3a cyeT 4ero, KOMMIEKCHbIE aBTOMAaTU3NPOBaHHbIE 3a cyeT obpasoBaHus
CUCTEMbI OKYMEHTALMOHHOro obecneveHuns €eauHoro
obecneyvnBaloT yCKOpEHWE OBUWKEHNSI LOKYMEHTOB B | MHCPOPMALIMOHHOTO
opraHM3aumm 1 yMeHbLUEeHNe TPy40EMKOCTU UX npocTpaHCcTBa
obpaboTkn? opraHusaumm, garLlero ee
paboTHVKam cpeacTBa
3PP EKTUBHON COBMECTHOM
paboTbl C AOKYMEHTaMM Ha
nobom paboyem mecTe 1 B
noboe Bpems
3. Yto obecneuvnBaeT 4OKYMEHTALMOHHOE ObecneunBaeTt
obecneyeHune ynpaBrneHus Kak oTpacnb OOKYMEHTMpPOBaHME 1
AeATENbHOCTN? opraHmsaumio paboTbl €
odmumansHbIMU
OOKYMEHTaMM
4. YTto onpegensieT gokyMmeHTaumoHHoe obecneveHme | Onpegensiet cuctemy

yrnpasneHuns?

NPUHLUMNOB 1 NpaBurl,
yCTaHaBIMBaKOLLMNX
eavHble TpeboBaHus K
OOKYMEHTMPOBAHMIO,
opraHusaumm paboThbl C
OOKYMEHTaMM N nx
apXMBHOIO XpaHeHNs B
npoLecce OCyLLeCTBNEHMUS
yrnpaBfeHns ¢ y4eToMm
NCnosb3yembIX
MHAOPMAaLIMOHHbIX
TEXHONOornm




[ns yero cosgaetcs aBToOMaTU3npoBaHHaAA cuctema
OOKYMEHTaLUMOHHOIo obecneyeHus yI'IpaBJ'IeHI/IFI?

MoBbICUTL YPOBEHb
ahheKTUBHOCTH
ynpaBrieH4YeCKON
OeaATenbHOCTH
opraHusauum 3a cyet
aBTOMaTM3aumMn BCEro
Komnriekca pabor ¢

AOKYMeHTaMu
6. Kakne 3apayum peluaet aBTomaTu3MpoBaHHas [okymeHTMpoBaHwe,
cucTema JOKYMeHTaUMOHHOro obecneveHuns obecneyeHune
ynpaBneHus? [OoKyMeHToobopoTa,
obecne4veHune paboTbl C
AOKYMeHTaMu B npoecce
OCYyLLECTBIEHNs
ynpaBrieH4YeCKON
OesATeNbHOCTY,
aBTOMaTM3auuo npoueayp
apxX1BMpOBaHWS,
APXMBHOTO XpaHeHUs U
YHUHYTOXEHMS JOKYMEHTOB
7. Kakas 3agava gokyMmeHTaumoHHoro obecneyeHns Ob6ecneyeHune paboTbl ¢
yrnpaBreHus peluaeTcs B npouecce 3alnTbl OT AOKYyMeHTaMu B npoLecce
HeCaHKUMOHNPOBAHHOIO JOCTYMNa U COBMECTHOrO OCYLLeCTBIEHUA
MCMNOMb30BaHNA AOKYMEHTOB COTPYAHUKaMM nNpu ynpaBrieH4ecKom
cobnogeHnM HeobxoAMMOro YpOBHSI KOHTPOrS AesaTenbHOCTU
goctyna
8. Kakas 3agava JOKyMeHTaUMOHHOro obecneveHus ABTOMaTu3aumsa npoueayp
yrnpaBneHus pellaeTcs Npy BbINONIHEHUN NpaBun apxX1BMpOBaHWS,
XpaHeHus1, obecneyeHns nomcka u UCNOoMNb30BaHWS, | apXUBHOTO XpaHEHUs U
OCYLLeCTBIIEHNe Nepefaydv Ha rocyaapCcTBeHHoe YHUYTOXEHNS JOKYMEHTOB
XpaHeHWe NN YHUYTOXEHWE apXMBHbIX JJOKYMEHTOB
9. C nomoLLbo Yero aBToMaTM3npoBaHHasa cuctema C nomoLLbo eguHoro
AOKYMEHTaLMOHHOro obecneyeHuns ynpasneHus NHGOPMALIMOHHOTO
npeaocTaBnsaeT ynpasreH4YeckoMy nepcoHarny npocTpaHCcTBa
cpencTea COBMECTHOM paboTbl CO BCEMU
AOKYMEHTaMun opraHusauum
10. UTo pomkHa obecneunTb aBTOMaTU3MpPOBaHHANA Cucrtema gomnxkHa
cucTema JOKYMEHTaUMOHHOro obecneveHuns noaaepXuBaTb UX
ynpasrieHnsi Nocne 3aBepLUeHNss aKTUBHOTO apXvBHOE XpaHeHue nnu
MCNONb30BaHUS JOKYMEHTOB? dukcuposaTb
nHpopmaumo 06 nx
YHUYTOXEHUM 1NN
nepegave Ha
rocygapcTBeHHoe
XpaHeHue
11. Kakumu cnocobamm MOXHO OCyLLECTBUTb 1. 3akasaTb B
pa3paboTKy 1 BHeApeHne aBToOMaTU3MpOBaHHON cneunanM3anpoBaHHON

CUCTEMbI AJOKYMEHTAaLUNOHHOIo obecneveHuns
ynpaBneHusa B OpFaHVI3aLI,VIF|X?

NPOEeKTHOM hnpme nnm
BbINOSIHUTE COBCTBEHHBIMU
cunamm paspaboTtky
CUCTEMbI.

2. MpnobpecTtn rotToByto
cucTemy U3 yucna
npeanaraemMbix Ha
POCCUNCKOM PbIHKE.




12.

B yem rnaBHast ocobeHHOCTb Co3aaHus
aBTOMAaTM3MPOBAHHbIX CUCTEM AOKYMEHTALMOHHOIO
obecneyeHnst ynpaBneHusi?

(maBHasi 0cOBEeHHOCTb
COCTOUT B KOHLIEHTpaLUn
CIOXXHOCTU Ha HavarnbHbIX
3Tanax aHanmsa
TpeboBaHu n
NPOEKTUPOBaHMS
cneumcukaumnmn

13.

Kakon aTan aBnseTca OTBETCTBEHHbIM U
HeobXoaANMbIM B NPOLIECCe CO30aHus
aBTOMAaTM3MPOBAHHbIX CUCTEM AOKYMEHTALMOHHOMO
obecneyveHnst ynpaBneHusi?

OTan npegnpoeKkTHOro
nccnenoBaHns
opraHu3sawmm

14.

KakoBa ocHOBHasi 3agaya atana npeanpoeKkTHOro
nccnegoBaHns opraHnsauum B npouecce Co3aaHus
ABTOMATU3MPOBAHHbLIX CUCTEM AOKYMEHTaLMOHHOIO
obecneyeHunst ynpaBneHusi?

BbisBneHue n
obocHoBaHue
noTpebHOCTEN CUCTEMDI B
NCMOSb30BaHUN CPEACTB
aBToMaTM3aLnm

15.

Kakumu npobnema conpoBoxgaeTtcd aTan
npeanpoeKTHOro nccriegoBaHnsl opraHM3aumm B
npouecce co3gaHns aBTOMaTU3MPOBAHHbBIX CUCTEM
AOKyMeHTauUMoHHOro obecnevyeHuns ynpaBneHma?

- pacnnbiB4aTOCTb
dOpMynMpOBOK,
HecornacoBaHHOCTb
TpeboBaHui
norib3oBartenen K
CcO3aBaeMOW CUCTEME;

- OTCyTCTBUE
npodeccnoHanbHbIX
3HaHMI pa3paboTUNKOB;

- HeycTpaHumas
HeonpeaeneHHoOCTb
nepeyYHsa AaHHbIX;

- 3HauYUTENbHbIE TEMIbI
N3MEHeHNs ynpaBnsieMblX
NpoLLeccoB B OpraHM3auum,
cobbITUN peanbHOro Mmpa
N COBEpPLUEHCTBOBAHNS
NPOrpaMMHO-TEXHUYECKNX
cpeacTB

16.

Kaknmu napamMmeTpamMu onpegendaeTcd yCnewHoCTb
OeATeNbHOCTN OpraHn3auumn

1. ObnacTb OeATeENbHOCTU
opraHmsauumm. 2.
MpumeHsemasn 6usHec-
mMogenb. 3. YpoBeHb
OpraHM30BaHHOCTU
npoueccoB paboTbl 1
B3aMMOOEeNCTBUA
paboTHukoB. 4. MeToabl
pelleHns (onHaHCOBbIX
acnekToB paboThl
opraHusaummn. 5. Metogukn
yrnpaBneHns noacknumm
pecypcamMu B OpraHm3aLmu.

17.

Kakumun obsi3aHHOCTSIMM onpeaensieTcs Habop
[OKYMEHTOB B npouecce paboTbl opraHM3aumm, a
Takke opraHu3aums NpoLeccoB AeNonpon3BoacTBa
n OoKymeHToobopoTa?

1. ObnacTtb oesaTenbHOCTU
opraHusaumm.

2. BeinonHsemble
opraHusaumen QyHKLUN.
3. Vcnonb3dyembimu
mMeTodamun 1 npaBunamm
peLLeHns pasHbIX
BOMPOCOB.




4. OTHOLWEHNAMU C

KOHTpareHTamu.

18. M3 Kakmx KOMMOHEHTOB COCTOUT 1. O6bnacTb
Aenonpon3BoOACTBO? OOKYMEHTOBEOEHUS.

2. Obnactb
AOKyMeHToobopoTa.

19. KakoBa OCHOBHasi TEHOEHUNA pa3BUTUS CUCTEM WHTerpaumsa cuctem
aBToMaTM3aumun 4enonpov3BoacTea u aBTomMaTtmsaumu
AOKymeHToobopoTa Aenonpon3BoacTBa U

OOKyMeHToo6opoTa

20. Kakue cyliecTtBytoT TUnoBble peweHus 1C ans 1C: JokymeHTOOGOpPOT
aBToMaTm3aummn JokymeHTaumoHHoro obecneyenns | 1C: NepBuyHble
ynpasnenuns? OOKYMEHTbI

1C: Apxus
1C: JoroBsoptil
1C: YyeT obpalleHunin

21. Kakyto ponb urpatT nHdopmaunoHHble TexHonorun | ObecneymsaroTt

B CUCTEME 3NEKTPOHHOro AOKYMeHToobopoTa? abdeKkTMBHOE ynpaBneHne
OOKYMEHTaMW,
obecneyvBsatoT
6e3onacHoCcTb
nHdopmaunn n
aBToOMaTM3npyoT BusHec-
npoLecchl.

22. Kakyto byHKLMIO BBINOMNHAT CUCTEMBI YripaBneHs | Cuctembl ynpaeneHus
9NEKTPOHHBIMW AOKYMEHTaMM 9NEKTPOHHbBIMU

OOKYMEHTaMu No3BonsitoT
opraHu3oBaTb XpaHeHue,
nonck n o6paboTky
9NEKTPOHHbIX AOKYMEHTOB

23. Kakne BO3MOXHOCTU Aat0T CUCTEMbI yNpaBneHus CY3[ npenoctaensaioT
SNeKTPOHHbIMK JoKyMeHTamu (CY3[)? BO3MOXHOCTb CO34aBaTb

9NEKTPOHHbIE apXUBbl,
yCTaHaBnMBaTb npasa
[OCTyna K JOKyMEHTaM,
KOHTPONMpPOBaTb NX
N3MEHEHNSI U UCTOPUIO
NCMNonb30BaHus

24. YT0 ncnonbsyetca ansa obecneyeHnsa 6esonacHocTn | MicnonbayoTca cuctemsl
NHOpPMaLMKM B CUCTEME SNEKTPOHHOIO 9NEKTPOHHOW Nognucu un
AokymeHToobopoTta (C3[) LWUMdpOBaHNSA

25. Moyemy anekTpoHHast NnoanMchb No3BonseT OneKkTpoHHasi NoANUCh
obecneunTtb 6€30MNacHOCTb CUCTEME SNEKTPOHHOIO | NO3BONSET
AokymeHToo6opoTa (C3)? yOOCTOBEPUTBLCA B

NOASIMHHOCTW AOKYMEHTa U
ero aBTopa

26. Moyemy wndpoBaHme nossonseT obecneynTb WndpposaHue
6e30MacHOCTb CUCTEME SNIEKTPOHHOIrO obecne4nBaeT
AokymeHToobopoTa (C3)? KOH(OMAEHUNanbLHOCTb

AaHHbIX, 3almLasa nx ot
HeCaHKLMOHNPOBAHHOIO
goctyna

27. KakoBa uenb ncnonb3oBaHust oprrexHuku B JOY? CokpalieHue TpygosaTpaT

Ha o6paboTky
nHdopmMaunn n cosgaHme
KOM(POPTHBLIX YCNOBUI
paboTbl COTPYOHWUKOB




28.

Kakue cpeactsa OprrexXHMKM BbINOMAHAOT OYHKLNIO
HocuTens nHgopmaunun?

HocuTenn uHdopmaumn Ha
BymaxkHom OCHOBE
(HecBeTOYYBCTBUTENBHLIE),
HocuTEenn ans
penporpagunyeckmx
npoueccoB (Tepmobymara,
awasobymara,
doTonneHkxa, Karnbka,
Bymara MHorocnonHasa ans
9NEKTPOUCKPOBOIo
KOMMpoBaHusi),
MUKPOHOCUTENM
BU3yarnbHOW W  3BYKOBOW
nHdopMaumm (KMHo n oTto
nneHka,  MWKPOUNbMbI,
MarHuTHble neHTbl, CD

ONCKN 1 ap.)

29.

Kakve BblOenswT cpeactBa OPrTEXHUKUM — Ans
COCTaBMNEHUS U U3FOTOBIEHUS [JOKYMEHTOB?

PyyHble nuwyine
cpeacTBa (pyyku,
Kapangawm), nuwyLue
MaLUUHBI, ANKTODOHHAasA
TEeXHWKa, KOMMNbITEPHbIE
nevyararoLume yCcTporcTea

30.

Y10 Takoe perucTpaunsi JoKkymeHTa?

3anuncb AaHHbIX O
OOKYMEHTE no
yCTaHOBMNEHHON hopme,
dukeupyroLen gakT ero
co34aHus, oTrnpaBneHns
NN NONyYeHus.

31.

YTo Takoe AOKYMEHTOO6OopPOT?

[BXeHne JOKyMEHTOB B
opraHusaumm ¢ MOMeHTa
MX CO3JaHUA Unu
nonyyeHus oo
3aBepLUEHNST UCMOSTHEHUS
UKW OTNpPaBKK

32.

YUTo Takoe opraHusaumsa 4okymeHToobopoTa?

MpaBuna, B COOTBETCTBUU
C KOTOPbIMU NPOUCXOAUT
ABWXKEHWEe JOKYMEHTOB B
yypexageHum

33.

Kakve  BblgensawT  NpuvHUMNBLI  OpraHvM3auun
AoKkymeHToobopoTta?

OnepaTnBHOCTb,
eanHoobpaswue,
OLHOKPAaTHOCTb,
NCKIIOYEHME JTULLHMX
MHCTaHLMN

34.

Kakoe rnaBHoe npaBwuio gokymeHtooboporta?

OnepaTtnBHOE OBWXEHME
no Hambonee KOpOTKOMY
nyTN C MUHUMAaIbHLIMMK
3aTpaTtaMu BpeMEHN n

TpyAa

35.

UTo Takoe AOKYMEHTOMNOTOK?

OpraH13oBaHHOE B
npeaenax
ynpaBrieH4YeCKON CUCTEMBI
OBWXEHME JOKYMEHTOB B
onpeaeneHHoM
HanpaBneHun, npu
YCINOBUU, YTO Y 3TUX
JOKYMEHTOB 00




UCTOYHMK 1N OOLLINIA
NPUeMHM1K

36.

McnonHuTtenbHoe 4enonponsBoacTBO — 3TO

a) pabota C [OOKyMeHTamu, NPOBOAMBLUASICS B
CoBeTCKUx ydpexaeHusix

6) paboTta C [OKymMeHTamu, MNPOBOAMBLUASACA B
KONnernsix

B) paboTa C [OOKyMeHTamu, MpOBOAMBLUASCA B
MUHUCTEPCTBAX

B)

37.

Konnexckoe Aenonpon3BoACTBO — 3TO

a) pabota € [OOKyMeHTamu, NPOBOAMBLUASICS B
KOnnernsix

6) paboTta C [OKymMeHTamu, MNPOBOAMBLUASACA B
npukasax

B) paboTa C [OOKyMeHTamu, MpOBOAMBLLASCA B
CoBeTCKUX y4pexaeHunsix

38.

Komnnekc B3aUMOYBA3aHHbIX AOKYMEHTOB,
pernamMeHTUpyloLWnx CTPYKTYpY, 3adaun, yHKUMK
npeanpusTusa, opraHu3auuio ero paboTbl; npasa,
006513aHHOCTM U OTBETCTBEHHOCTb PYKOBOACTBA M
cneumanucToB NpeanpusTns — aT1o

a) pacnopsiguTenbHble JOKYMEHThI

6) cnpaBo4YHO-NHOPMaLNOHHbIE

B) OpraHv3aumnoHHbIe JOKYMEHThI

39.

KoMniekc OCHOBHbIX MONOXEHNA, ONpPeaensoWwmx n
pernamMeHTUpYyoLLMX opraHusaumio
AOKYMEHTaLMOHHbIX MPOLEeCcCoB Ha NpeanpuaTum —
37O

a) cuctema goKymMeHTaumm

6) Ercq

B) JOKYMeHTaunoHHoe obecneyvyeHne ynpasneHuns

6)

40.

HasoBuTe [OBa OCHOBHbLIX (popmaTa, Ha KOTOpbIX
odpopmnatoTca AokymeHTbl OP[]

a) A5 (148x210 mm); A 3 (297x420 mm)

6) A4 (210x297 mm); A 5 (148x210 mm)

B) A5 (148x210 mm); A 6 (105x148 mm)

6)

41.

HazoBnTe [OOKYMEHT, He BKIIIOYEHHbIA B rpynny
BXOOSLLUMX U UCXOAALLMX JOKYMEHTOB B NpuKasax

a) namsaTu

6) oTnnckn

B) aKT

42.

HasoBute [OKyMEHT, He BXoAdWMA B rpynny
pacrnopsavTenbHbIX JOKYMEHTOB

a) CTPyKTypa W WwraTHas YNCNEeHHOCTb

0) ykasaHue

B) NpuKas

43.

HasoBute [OKYMEHT, He BXO4AWWMA B COCTaB
MH(OPMALMOHHO-CMPABOYHbIX

a) NpoToKon

6) cnpaBeka

B) pacnopsbkeHue

44,

HasoBuTe pekBu3unT, He BXOAALNN B OOPMYISp akTa
a) noanucb

6) TekcT

B) agpecaTt

45,

HasoBuTe pasgen, He BXOAALNW B TEKCT ycTaBa
a) pernameHT geaTenbHoOCTU




0) obLune nonoxeHus
B) AOMKHOCTHbIE 00S3aHHOCTU

46.

Haszosute HOpMaTVIBHbIIZ AOOKYyMEHT, Ha OCHOBaHUU B)

KoToporo odopmnsatoTcs gokymeHTol OPL]
a) UHCTPYKUMS MO AeNnonpon3BoOACTBY

6) nonoxeHune 06 apxmBHom poHae PO
B) TOCT 6.30.-2003

47.

HasoBuTe [OOKYMEHT, He wu3gaBaeMbld LapeM B | B)

nepuvog NpuKasHoro 4enonponsBoacTsea
a) »kxanoBaHHas rpamoTa

0) ykas

B) NpUroeop

48.

HasoBuTe pekBM3WT, He BXxoaswuMi B dopmMynsp | B)

pelleHus
a) TekcT
0) 3aronoBokK

B) CCblJ1IKa Ha MHOEKC U OaTy BXoadAlwlero JoOKyMmeHTa

49,

HasoBute pekBuM3WT, He BXOAAWMN B opmynsap | B)

ycTaBa
a) HasBaHve opraHmnsaumm

6) HaMmeHOBaHWE MMHUCTEPCTBA U Be4OMCTBa

B) agpecaTt

50.

ObGsasaTenbHbIn npu3Hak Ha OOKyMeHTe, | 0)

YCTaHOBJIEHHbIN 3aKOHOM — 3TO
a) nHtepean

6) pekBnsnT

B) Nonoxexve Tabynsaropa

Koa v HaumeHoBaHue
KOMMeTeHuMu

Koa n HaumeHoBaHue UHAUKaATOpa AOCTUXKEeHUA KoMneTeHUum,
peanusyemblie ONCLUUNNUHON

YK-2 CnocobeH onpenenatb
Kpyr 3agiay B paMkax
NOCTaBNEHHON LIenn u
BblOMpaTb onTuManbHbIe
Cnocobbl X peLlenns, ncxoas
N3 OENCTBYIOLNX NPABOBLIX
HOPM, UMEIOLLMXCHA PECYPCOB U

YK-2.2 BbibupaeT Hanbonee adpeKTMBHbIN cnocob
peLleHns 3agad, y4mTbiBas 4ENCTBYOLME NPaBOBbIE
HOPMbI 1 UMEIOLLMECH YCIOBUSA, PECYPCbI 1 OrpaHNYeHnst

orpaHn4YeHnn
Homep CopepxaHue 3agaHus MpaBuUNbHbLIA OTBET HAa 3ajaHue
3agaHus
1 UT0 Takoe cnyxbbl 4OY 3710 PyHKUMOHArbHbIE

CTPYKTYpHbIe noapasaeneHus,
BXoAsdLue B annapat
ynpaBneHns UCMomnHUTENbLHOIo
opraHa akMoHepHoro obluecTsa

2 UT0 Takoe OoKyMeHTaunoHHoe obecneyeHne OTpacnb geatenbHOCTH,
ynpasneHus? obecneunBaroLas
OOKYMEHTUPOBaHME U
opraHmsaumo paboTbl €
odmumansHbIMY JOKYMEHTaMu
3 UTo Takoe OOKYMEHTUpoBaHue? 3anuncb nHopmauumn Ha

pa3fiM4HbIX HOCUTENAX MO
YCTaHOBJ1EHHbIM NMpaBuJiaM




Uto npeacraBnsaeT cobon opraHnsauus
paboTbl C JOKyMEeHTamMmn?

OT0 opraHusauus
[OKyMeHTO0bopoTa, XpaHeHUs n
NCMOSb30BaHNSA JOKYMEHTOB B
TeKyLen aeaTenbHOCTH
yypexgeHus

KakoBa rnaBHasa 3agada JOY?

Obecne4veHne adhHeKTMBHOM
paboTbl OpraHn3aumm
pasnnyHoro npodgoung,
COBepLUEHCTBOBaHME
ynpaBneH4yeckoro Tpyaa,
yAeLlEeBIEHNE N COKpaLLEeHne
yrnpaBneH4Yeckoro annapara

Kakoln oCHOBHOWM cTaHAapT yHUmKaumm
CUCTEMbI AOKYMEHTaALUN?

FOCT P 6.30-2003.
YHUPULMPOBAHHbIE CUCTEMBI
OOKYMEHTaUuu.
YHUPULUMPOBAHHbIE CUCTEMBI
OpraHM3aLmoHHO-
pacnopsanTesibHom
pokymeHTaumn. TpeboBaHus K
0POPMNEHNIO JOKYMEHTOB.

B 4yem cyLHOCTb topuanyHeckon yHKLUM
AOKyMeHTa?

CopepxaHve OoKyMeHTa
NCNonb3yeTcsl B KaYecTBe
AoKasaTenbcTBa npu
pPacCMOTPEHUN CNOPHbIX
BOMpPOCOB

B 4yem cywHOCTb BOocnUTaTensHOM OyHKLUN
AOKyMeHTa?

[OKyMEHT AncumMnInHMpyeT
ncnonHutens, Tpebyet
MOBbILLEHHOrO YPOBHS
obpasoBaTenbHOW NOAroTOBKY, a
XOpOLIO OPOPMIIEHHbIN
OOKYMEHT

BOCMUTbLIBAET 3CTETUYECKUN
BKYC

Kakvne goKkyMeHTbl BbiAENSAT No cnocoby
AOKYyMeHTaumm?

PykonucHele, 3MEKTPOHHbIE,
rpadguyeckne, KuHo-, oTo-,
G$OHOOOKYMEHTHI

10

Kakune goKymMeHTbl BbIOENSOT Mo cdepe
ncnonb3oBaHnA?

OpraH13aumoHHo-
pacnopsiauTernbHble,
dmHaHcoBO-OyxranTepckue,
Hay4HO-TEXHMYECKME, MO Tpyay,
OTYETHO-CTATUCTUYECKME.

11

Kakvne ooKkyMeHTbl BblAensoT No Mecty
cocTaBrieHna?

Bxopgsawve, ncxogsawme,
BHYTPEHHME.

12

Kakve gokyMeHTbl BbiAENAT Nno rpudy
orpaHuyeHus goctyna?

OTKpbITblE (HECEKPETHbIE), C
rprdoM orpaHMyeHunss goctyna

13

Kakune 6biBatoT rpndbl orpaHnyeHnss goctyna?

«[ns cnyxebHoro
nonb3oBaHnaA», «CEeKpeTHO»,
«CoBEpLUEHHO CEKPETHOY,
«Ocobom BaxXHOCTN Y,
«Kommepyeckasa TanHa»

14

Kakune 0OKyMeHTbI BbIAENSOT MO
NPOUNCXOXOEHNIO?

OdmumanbHbIe 1 NUYHbIE

15

Kakue Bornpochkl 3atparnsatoT odomumnarnbHble
OOKYMEHTbI

3aTparusaroLime nHTepechl
opraHu3saumm, COCTaBIEHHbIE
OPUANYECKMM NN PUINYECKUM
nnLOM, OOOPMIIEHHbIE B
YCTaHOBIIEHHOM NOpsiAKe




16

Kakne OoKyMeHThl Bbl4eNAT No puanyeckom

3Ha4YMMOCTU?

MoaNIMHHMKN UM OpUrMHansI,
KOMuu, 3aBepeHHbIe Konuu,
aybénukarbl.

17

Kakne gokyMeHThl BblAensatT no gopme
N3NOXeHUs?

MHuoueuayanbHble,
TpadapeTHble, TUMOBbLIE.

18

Kakve [OoKyMeHTbI BbiAENAT Mo cpokam
XpaHeHna?

MOCTOAHHOTO XpaHEeHUs, [ONrOBPEMEHHOro
XpaHeHus (cebiwe 10 neT), BpEMEHHOro
XpaHeHus.

19

UTo Takoe ctaHgapTmM3aums?

OTO nNpouecc yCTaHOBMEHUS U
NPUMEHEHNST CTaHAApPTOB, NoA
KOTOPbIMWU NOHUMaETCS
«obpaseLl, aTanoH, Moaernby,
NPUHUMAaEMbIe 3a UCXOAHbIE ANS
COMOCTaBNEHNsI C HAMK APYIrnX
noJo0OHbIX OObEKTOB

20

YTo Takoe ctaHgapTt?

HopmaTnBHO-TEXHUYECKNI
OOKYMEHT, KOTOpbIi
yCTaHaBNMBaeT KOMMIEKC HOPM,
npasus, TpeboBaHU K 0O6BEKTY
cTaHgapTusauum n
yTBEPXOAETCS KOMMNETEHTHbIM
OopraHom

21

UT0 Takoe yHudmkauna?

MpuBeaeHne yero-nmbo K
eanHon cucteme, hopme,
eanHoobpasuto. B npouecce
YHUUKALMM OOMKHO
NPOBOAMTBLCA paLMOHanbHoe
COKpaLLleHne 3NeMeHTOB
MCXOOHOro MHOXeCTBa OOBbEKTOB

22

YTo Takoe pekBU3UT JOKyMEHTa?

OnemeHT ochopmneHus
opmuManbHOro 4OKyMeEHTa

23

Uto Takoe hopmynap JokymeHTa?

Habop pekBn3nToB
odmumManbHOro AoOKyMeHTa,
pacnonoXeHHbIX B
onpeneneHHomn
nocnegoBaTenbHOCTH

24

UT0 Takoe hopmynsap-obpaseL, AOKyMeHTa?

Mogenb nocTpoeHus
AOKYMEeHTa, yCTaHaBnuaaoLLas
dopmaTbl, pasmepsbl nonen,
TpeboBaHWs K MOCTPOEHNIO
KOHCTPYKLMOHHOWN CETKN N 30HbI
pacnonoXxeHwsi peKBM3NTOB

25

UTo noHnmaeTcs nog odpopMsieHNEM
AOKyMeHTa?

Mog ochopmneHnem JOKYMEHTOB
noHumaeTcs cobnogeHve B
X0Ae X COCTaBreHus,
noaroToBKW, NepeneyaTtku,
cornacoBaHus, yaoCTOBEPEHNS,
nepecbinkn B ynpaBneH4Yecknx
annapaTtax yuypexaeHui
(opranHmsaumn n NpeanpuaTnii)
TpeboBaHWI, YCTAHOBMEHHbIX B
3aKoHOAaTerNbHbIX akTax un
HOPMaTUBHO-METOANYECKNX
JokymeHtax P®




26

Kakue TpeboBaHus NpegbsBnsaoTCcs K
AOKyMeHTaMm?

Ob6ecneyeHune opngnyeckom
CUNbl JOKYMEHTA, co3daHune
YCIOBWIA ANs onepaTuBHOro
NCNONHEHNs1 LOKYMEHTOB,
BO3MOXHOCTb OnepaTuUBHOroO
noucka AoKyMeHTa,
BO3MOHOCTb UCMONb30BaHNSA
AN co3aaHnst, KONMpPoBaHMs,
00paboTkM NOKYMEHTOB
CpeacTBa OPrTeEXHUKM,
obecnevyeHne Ka4eCTBEHHOro
BHELUHEro Buaa AOKYMeHTa

27

UTo Takoe 6naHk JOKyMeHTa?

3710 nuct bymarn dbopmarta A4
mnn A5 ¢ 3apaHee
BOCMNpPOM3BEAEHHBIMU
peKBU3NTaMn, cogepxaimmm
NOCTOSIHHYIO MHpopMaumto 06
opraHusauuu-aBTope JOKYMEHTa

28

Kakuve BblaenstoT BUObl OCHOBHbIX Of1aHKOB?

OOLWum 6naxk 1 6naHk ans
nucbma

29

Kakue BblgensaoT BUObl JOMNONMHUTENBHbIX
onaHkoB?

BbriaHk KOHKpeTHOro Bnaa
OOKYMEHTa, Kpome NMcbMa,
[JOIMKHOCTHOM B6naHk, bnaHk
CTPYKTYPHOro noAapasaeneHus,
OnaHk ans paboTsbl C
3apy6eXxHbIMN NapTHEPaMu

30

B kakux BapmaHTax npeaycMoTpeHo
pacrnonoXeHne pekBu3nToB braHka?

PacnonoxeHve peksn3nTos
6naHka npegycMOTPEHO B ABYX
BapuaHTax: MpOAOSTbHOM U
YrIOBOM

31

Kak pacrnonaratoTcs pekBu3uTbl Npu
npoaoribHoM 6naHke?

Mpn npogonsLHOM BapuaHTe BCe

pekBu3uTbl 6riaHka pacnonaratoT
BAOMb W BblpaBHUBAIOT Nnbo no

LUMPUHE, 16O Mo UeHTpY

32

Kak pacnonaratoTcs pekBu3nTbl NPY YrioBOM
onaHke?

Mpun yrnoBom BapuaHTe
PEKBM3NTLI OnaHka 3aHMMaroT
nnowaab 73x88 MM B neBom
yrny nucTa u BblpaBHMBAKOTCA
nn6o no nesomy nonto, NMnbo no
LEHTPY OTBEAEHHON Nnowaan

33

Uto Takoe o6bem gokymeHToobopoTa?

O6bLee KONMMYEeCTBO 4OKYMEHTOB
3a onpeaeneHHbIN MPOMEXYTOK
BPEMEHM

34

UTo npeacrasnseT cobon permcrpaums
OOKyMeHTa?

3anncb JaHHbIX O JOKYMEHTE Mo
yCTaHOBSIEHHOW (hopMe,
doukeumpyoLLen pakt ero
co3aHus, oTnpaBreHns unm
nonyvyeHus

35

Moyemy Heobxogmma perncTpaums
OOKYMEHTOB?

[ns obecneyeHns CoOXpaHHOCTU
OOKyMeHTOB, gns  ypobcTtBa
noncka LOKYMEHTOB, A1 ydeTa n
KOHTpOns NCMNOMHEHNs
OOKYMEHTOB

36

MapaHTuinHoe MMCbMO - 3TO:
a) AOKYMEHT, coobwarowmun o npudnmkeHunn,
YCKOPEHUN, WCTEYEHMM CpPOKa WCMOSTHEHMS
Kakoro-nmbo nencTena

B)




0) OOKYMEHT, cogepXalwui npurnaweHne Ha
MeponpusTue

B) JOKYMEHT, B KOTOPOM rapaHTMpyeTcs onnara
BbIMOMHEHHOW paboTbl UnNu npegocTaBfieHne
yero-nmbo (paboTbl, NOMELLEHNs 1 T.4.)

37

Hante onpegeneHne JOKyMeHTa

a) marepuanbHbii 00bEKT ¢ MHdopmauunen,
3aPuKCMpoOBaHHON  CO34aHHbIM  YENOBEKOM
cnocobom, Ana e€ nepedayn BO BPEMEHU U
NpOCTpaHCcTBE

0) COBOKYMHOCTb PEKBU3NTOB OULMNAIILHOMO
nMcema

B) CTaH4APTHOE pacnofioXeHne marepuana

38

Hante onpeneneHne opmynsapa-obpasua

a) COBOKYMHOCTb PEKBM3UTOB 4EI0BOro nMcbMa
0) COBOKYIMHOCTb pacnonoXeHHbIX B
onpegeneHHomn nocnegoBaTenbHOCTU
PEKBU3UTOB, MPUCYLLMX BCEM [OKYMEHTam
onpeaeneHHon CMCTEMbl JOKyMEHTaumnm

B) COBOKYMHOCTb PEKBU3MTOB NpuKasa

0)

39

[aTta pokymeHTa odopmnsgeTca cnegyowmm
obpasom

a) 1 dpeBpana 1997

6) 01.02.97 r.

B) 01.02.97

40

[aTa pokymeHTa — 370

a) gaTa ero NoOANUCaHUs, NPUHATUS

6) naTa ero cocTaBneHus

B) Jdata ero nognucaHus,  NpUHATUS,
YTBEPXXAEHUS, COCTaBMNEHNs1, aTa cobbiTus

41

Kakum CBOMCTBOM MOXHO OXapakTepu3oBaTb
Hanuive Yy  [OKyMEHTa  HeOoTbeMIeMbIX
cnaraemblx, 6e3 KOTOpPbIX OH CyLLEeCTBOBaTb He
MOXeT

a) BeLeCTBEHHOCTb

6) aTpnbyTMBHOCTL

B) CTPYKTYPHOCTb

0)

42

[denoBble nuMcbMa OObIMHO  3aKaHYMBaKOT
dpasamu

a) B cooTBeTCTBMU C Bawen npocbbon

0) c yBaxxeHnem

B) HAMKU paccMOTpeHbl Bawm npegnoxeHus

0)

43

Henonpon3sBoacTBo — 3TO

a) opraHmsaumsd  OOKymeHToobopoTa B
yypexgeHumn

6) npaBunbHoe ohopmMneHme JOKYMEHTOB

B) COBOKYMHOCTb paboT No AOKYMEHTMPOBAHMIO
AEeATENbHOCTUN ynpaBneHns U no opraHmsauum
AOKYMEHTOB B YYpeXaeHnn

44

[eaTenbHoCTb annapara ynpaBneHus,
OXBaTblBaloLLlasi BOMPOCHlI LOKYMEHTUPOBaHUS
N opraHu3aumm paboTbl C JOKYMEHTaMn — 3TO
a) OOKYMEHTaLMOHHOE obecneyeHne
ynpaBneHuns

0) ctaHgapTM3auns

B) cMcTEMa AOKYMEHTauun




45

[OKYMEHT, 3akpennsownn OOMKHOCTHON W
YUCMEHHBIA COCTaB NPeanpuUaATUSA C yKkasaHuem
doHaa 3apaboTHoM nNnaTbl — 3TO

a) AOMKHOCTHAs UHCTPYKLUMS

6) nonoxeHue

B) WUTATHOE pacnucaHve

46

[oKyMeHT, dukcupyrowmn xog obcyxaeHus
BOMPOCOB U NPUHATUS PELLEHMIA HA CODpPaHUsIX,
3acefaHusaX, COBELLAHMSAX U T.M.

a) obbACHUTENbHAA 3anucka

0) goknagHasi 3anucka

B) NpOTOKON

47

Kakas pyHKLMA OTHOCMTCSA K OBLLMM DYHKLMAM
AOKYMeHTa

a) obLeKynbTypHas

0) UHpopmaLMoHHas

B) NpasoBas

6)

48

Kak JOJIDKHO NpPOMCX0aNTb JenexHue
AOKYMEHTOB

a) Ha poapl, noasuAabl, noapoasbl,
pa3HOBUOHOCTH

6) Ha poabl, BMAbI, NOABUAbI, PA3HOBUOHOCTH
B) Ha BMAbl, NOABUAbI, Pa3HOBUAHOCTW, POAbI

6)

49

[lokymeHTaLMoHHOe obecrneveHne ynpaBneHus
— 370

a) npouecc YCTaHOBMEHUS W MPUMEHEHUS
npaBwn € Lenbio YNopsiAoveHns 4eATenbHOCTH
B 4EMNOnNpon3BOACTBE

6) [eATenbHOCTb annapaTta YynpasBfeHus,
OXBaTbIBaloLLAA BOMPOCHI AOKYMEHTUPOBaHUS
n opraHu3aumm paboTbl C AOKyMEHTaMM

B) COBOKYMHOCTb JJOKYMEHTOB, NPUMEHSEMbIX B
onpegeneHHon caepe eaTenbHOCTH

0)

50

Erc — sto

a) COBOKYMHOCTb PEKBU3UTOB, YCTAHOBIEHHbIX
B COOTBETCTBUN C HOPMYNAPOM AOKYMEHTA

0) KOMMIIEKC OCHOBHbIX NOJSIOXXEHWMN,
onpeaensaoLmx n pernameHTUpyLLnX
opraHvM3aumuio JOKYMEHTaLMOHHbIX NpoLeccoB
Ha npegnpuaTun

B) COBOKYMHOCTb AOKYMEHTOB, NMPUMEHSEMbIX B
onpegeneHHon caepe AeaTenbHOCTU

0)

Koa n HaumeHoBaHue
KoOMneTeHUuu

Kon n HauMmeHoBaHWe MHAMKATOPA [OCTMKEHMS KOMMEeTeHLUUN,
peanusyeMble AUCLMNITMHOWN

YK-4 CnocobeH ocyLecTBsATb
AENOBYI0 KOMMYHUKaLMIO B
YCTHOW U NUCbMEHHOM hopMax
Ha rocygapcTBeHHOM S3blke
Poccuinckon ®egepaunn n
NMHOCTpaHHOM(bIX) si3blke(ax)

YK-4.1 [leMOHCTpMpYET yMEHME BECTM OOMEH OErOBOM
nHdopmMaumen B YCTHOM M MMCbMEHHOW dhopmax Ha
rocy4apCTBEHHOM S3blKe




Homep
3apgaHus

CopepkaHue 3agaHnsA

MpaBunbHLIN OTBET Ha
3agaHue

1

Uto Takoe nHpopmauma?

CeeneHuns, nepegaBaemble
noapmMu, YCTHbIM,
NMMCbMEHHbIM WX Ap.
crnocobowm.

oOMeH cBeaeHNs MU Mexay
nogbMn,  4YernoBekoMm U
aBTOMAaTOM, obmeH
curHanamum B XMBOTHOM M
pacTUTenbHOM MUpPE;
nepegaya npusHakoB OT
KNneTkn K  KrneTke;  OT
opraHMsaMa K OpraHusmy;
OHO N3 OCHOBHbIX MOHATUN
kKnbepHeTukn (Hayka 006
yrnpaBneHun, CBA3N U
nepepaboTke
MHdopMaLnn)
(obLLeHay4HOE NoHATHE)
cBefeHns 00 oKpyKatoLem
MUPE M NPOTEKaOLLNX B
HeMm npoueccax,
BOCMpPVHMMaeMble
4YenoBEKOM UMK
cneymanbHbIMU
YCTPOMCTBaMM.

Kakune TpeboBaHnsa NpeabsBnsoTes K
ynpaBneH4yeckon nHdopmaummn?

lMonHoTa, onepaTuBHOCTb,
AOCTOBEPHOCTb,
aapeCHOCTb, AOCTYNMHOCTb
AN BOCNpuaTUs

UTto Takoe OOKYMEHT?

3710 3admkcupoBaHHas Ha
MaTepuanbHOM HocuTene
WMHpopmaums

Uto Takoe ouumnanbHbii JOKYMEHT?

[lokyMeHT, CO30aHHbIN
HOPUANYECKMM JTULIOM UMK
PU3NYECKUM JTULIOM,
0POPMIEHHBIN U
YOOCTOBEPEHHLIN B
YCTaHOBITIEHHOM MOPsiAKE

B 4yem cyLWHOCTb MHPOpMaLMOHHON GOYHKLMK
AOKYyMeHTa?

B nokymeHTe
duKempytoTcsa dakThbl,
coObITUSA, ABNEeHnsd
NpaxkTU4eCcKom n
MbICSTUTENBHON
OEeATeNbHOCTN YeroBeka

B yem cywHOCTb opraHu3aunoHHOM YHKLUN
AOKyMeHTa?

C nomoLbo JOKyMeHTa
obecneynBaeTcs
BO34ENCTBUE Ha
KONNeKTUBbLI Ntoaen ans
opraHusaumm u
KoopAvHauumn nx
[eATenbHOCTU

Kakvne ocHOBHbIe TpeboBaHNS K TEKCTY CIyXeOHbIX
AOKYMEHTOB?

KpaTkocTb M KOMMAaKTHOCTb
U3MNOoXeHUs oduLManbHOro
MaTepuana.




To4HOCTb 1
onpeaeneHHoCTb
¢OpMYNMPOBOK,
OHO3HA4YHOCTb U
eanHoobpasne TEPMUHOB.
NocnegoBaTenbHOCTb
MCNonb30BaHUSA
TEXHUYECKNX NPUEMOB
npaBoOTBOpPYECTBA.

Yto npeacrtaBnseT cobon oduLmManbHO-AeN0BOM
CTWUNb HaNMCaHUSA TEKCTOB CNYXEOHbIX JOKYMEHTOB?

OTO COBOKYMHOCTb
S13bIKOBbIX CPEACTB,
NO3BOMSOLLNX
obcnyxuneatb cdepy
odmumnanbHO-4EeSN0BbIX
OTHOLLIEHWNI, KOTOpPbIE
BO3HUKAIOT: MeXay
opraHamu rocygapcrsa,
MeXaOy opraHusaumsMmm
UNN BHYTPU HUX, MEXAY
opraHusaumsmn n
YacCTHbIMM NULAMU B
npouecce

MX MPOU3BOLCTBEHHOWN,
XO39MCTBEHHOW U
ropnanyeckon
[esaTenbHOCTH

Kakasa cdhepa npumeHeHns enoBon peyun?

OdomumansHoO—aenosble
cuTyaumm n cnyxebHble
OOKYMEHTbI,
COOTBETCTBYIOLLME
ochnumanbHO-A4EeNOBbLIM
OTHOLLEHUAM

10

Kakune pasnuyatoT Tpu pa3HOBMAHOCTU OEMOBOro
cTuna?

CobcTBEHHO ohmumarnbHO-
[EenoBON CTUNMb
(kaHUEensapcKun),
HOPUANYECKMI CTUNMb (A3bIK
3aKOHOB U yKa30B),
ONNNOMaTUYECKNN

11

B yem nposiBnsetca crneundunka ogurumnanbHo-
AenoBoro cTuns

Cneumnduka odpuymnansHo-
AEenoBoro cTuns
NPOSIBNAIOTCA N B TEKCTE
(3akOHOMepHOCTK
NOCTPOEHMSA OOKYMEHTA,
€ro cogepxaHusi) n B
A3blke (CTUNNCTUKA,
NeKcuYecKkne cTtaHgapTbl,
Mopdosiornyeckmne u
CUYHTaKCU4eckme cpeacrtaa)

12

KakoBbl xapakTepHble YepTbl odmLmanbHoO-
Jenosoro ctuna?

MoayvepkHyTas
onumnansHOCTb,
afpecHOCTb,
NOBTOPHEMOCTb
Nnosib30BaHUs CTaHOapPTHbIX
CrNoBapHbIX eAnHUL,
HEeNUTpPanbLHOCTb 1
NaKOHNYHOCTb U3IOXEHWS,
TOYHOCTb U ACHOCTb




N3N0XeHnA, TeMaTundeckan
OrpaHN4eHHOCTb
n3naraemMoro cogepxaHus.

13

B yem 3akntoyaeTtca ctaHgapTmMsaums 4esioBon
peun?

CrangapTtusaums genoBon
peuu 3aknoyaeTcs B
yHMBEpCanu3aumm MHOrmx
CnoB, ynoTpebneHumn
TpadpapeToB, LTaMMos,
KaHLensipu3mos,
npodeccnoHanm3amoB 1
peyeBbIX hopmMyJl.

14

Kakyto ponb urpaet ctaHgapTusauunsa genoBon
peun?

OHa npuoaeTt genoson
peun ppaseonornyeckyto
YCTONYMBOCTb U MOMOraeT
COKpaTUTb BPEMS Ha NMOUCK
dopM BblpaXKeHusi B
CTaHOapPTHbIX CUTyaUMsIX.

15

KakoBa uLenb cTaHgapTvsaumm AenoBon peyvmn?

CraHgapTusaums 0enoBom
peyu noBbilLaeT
MHOPMAaTMBHOCTb
OOKyMeHTa, obnerdyaet
BOCMPUATUSA TEKCTA
crneuuanucTamm u
cnocobeTeyeT
onepaTMBHOCTH
OOKyMeHTOOOOpoTa B
L,ernom

16

C yero HaunHaeTcs pefakTMpoBaHWe AOKYMeHTa?

OsHakomneHne co Bcem
TEKCTOM U BblaerneHne B
Hem ab3aueB

17

Yem 3aBepluaeTcs pefakTupoBaHne AoKyMeHTa?

[MpoBepka NnocTpoeHus
CNOXHbIX NPEAnoXeHNN,
3aTeM NPOCTbIX
npegnoXeHun n ganee
CIOBOCOYETaHuM
OTOEelNbHbIX CITOB

18

Kakon MoxeT ObITb NpaBka AOKYMeHTa?

MpaBka MOXeT 6bITb
CTUINTUCTUYECKOWN U
CMbICITOBOW

19

B yem CyLWHOCTb CTUNMCTUYECKON NPaBKn?

TpebyeT 6e3ynpeydHom
rPamMoTHOCTU, TOHKOrO
YyBCTBa CNoBa

20

B yem CyLHOCTb CMbICNIOBON NpaBkn?

OcHoBaHa Ha 3HaHuu
CylliecTBa BOMpoca,
BNageHnn akTnyecknum
MaTepuanom

21

Kakune BblgenstoT Bnabl NpaBokK?

lMpaBKa-BblYUTKa, NpaBKa-
COKpaLleHus, npaBka-
obpaboTka, npaBka-
nepegenka.

22

Urto npeanosiaraeT npaBKka-Bbl4MUTKA ﬂ,OKyMeHTa?

VcnpaeneHune oneyartok,
opchorpatmnyeckmx n
NYHKTYaUMOHHbIX OLIMBOK

23

YTo npegnonaraet npasBKa-cokpalleHne
AOKyMeHTa?

Heobxoguma ans Toro,
4yTOObI caenaTb AOKYMEHT
Kopo4e Unu npu




n36bITOYHOCTH
MHdopMaLmnm

24

UTo npeanonaraet npaBka-obpaboTka JOKyMeHTa?

YnyJlweHne TekcTa 3a cueT
YTOYHEHUSI CTUIEBOM
npUHagneXxHoCTN CroB 1
A3bIKOBbIX CPeaCcTB
BbIpa)XeHWS, yCTpaHeHUs
CTUIMUCTUYECKNX U
CMbICNOBbIX OLIMBOK

25

Urto npeanosiaraeT npaBKka-nepenerika ﬂOKyMeHTa?

NonHoe nameHeHune
KOMMNO3ML MU TeKCTa

26

Kakune GbiBaloT nekcudeckne npobnemMol, KOTopble
BO3HMKAOT NPV COCTaBMIEHNM U peaaKTMpPOBaHMM
ohmLManbHbIX TEKCTOB

CoyeTaeMocTb CrnoB
VMcnonb3oBaHne TEPMUHOB
Vcnonb3oBaHne
WHOCTpPaHHbIX CIOB
lNMneoHasm

TaBTonorus

PasnnyeHne napoHNMOB

27

Kakune GbiBatoT opdorpadmyeckme npobremsl,
KOTOPbl€ BO3HMKAIOT NPU COCTaBNEHUN U
pPeAaKTMpPOBaHNK OhuLManbHbIX TEKCTOB

lMpaBonucaHne MMeH
COBCTBEHHBbIX

MpaBuna rpaduyeckoro
COKpalLleH1s CroB
MpaBuna ab6pesnauunn
MpaBuna ncnonb3oBaHUA
COKpaLleHUn n
abbpeBunatyp
Onpepenexne
rpammMaTU4ecKoro poga
abbpeBunartyp

28

Kakve bbiBaloT rpammaTtuydeckme npobnemsl,
KOTOpble BO3HUKAIOT NpU COCTaBNeHnn n
pefaKkTMpoBaHuy ourLmanbHbIX TEKCTOB

Vicnonb3oBaHue
npeanoros

Bbibop nagexa
CYLLIECTBUTENBHOIO Npu
CUHOHUMMWYHbIX CIloBax
CKInoHeHMne CroXHbIX
COCTaBHbIX CINOB
CKnoHeHne YncnmTenbHbIX

29

Kakue BbiaensatoT cnocobbl n3rotoBneHus 6naHkos?

Tunorpaduyeckun,
KOMMbIOTEPHBIN,
LUTEMMNENbHbIN.

30

Kakum cnocobom mnsrotaenmearoTcs repboBble
onaHku?

epboBble GnaHkm
M3roTaBNMBaKOTCA TOSbKO
nonurpaduyeckumm m
LUTEMMESIbHO-TPaBEePHbIMU
npegnpuaTUaMuU,
MMeLme NULEH3NN Ha
COOTBETCTBYHOLLMI BN
0esaATenbHOCTU U
cepTudmKaTtbl O HaNU4Mm
TEXHOMNOMMYECKMX
BO3MOXHOCTEN

31

UTo Takoe rocygapcTBeHHas TanHa?

3alwmiiaemble
rocyaapCTBOM CBeLEHUS,
pacrnpocTpaHeHe KOTOPbIX
MOXET HaHecCTun yuiepb
6e3onacHocTn PP B
obnactu ero




OeATernbHOCTU: BOEHHOWN,
3KOHOMMWKMN, HaYKW,
TEXHWUKN, BHELUHEN
NMOMNUTUKN N 3KOHOMMUKN,
pasBeablBaTeNibHOM

neaTenbHOCTH,
KOHTppasBebiBaTeibHOM
OeATenbHOCTH,
onepaTUBHO-PO3bICKHON
OEeATEeNbHOCTH.

32 YUTo Takoe rpud cekpeTHoCTn? 310 PEKBU3WT,
CBMAETENbCTBYHOLL MM o]
cTeneHu CEKPEeTHOCTU
CBefEeHNn, copepXallmxcs
B nx HocuTene,
NnpoCTaBnsieMble Ha CamMoOM
HocuTene nnm B
CONPOBOANTESTbHOM
JOKYMEHTaUun Ha Hero.

33 Uto Takoe KoHdmaeHunansHasa nHgopmaumns [okyMeHTpoBaHHas
WHopMauns, [Joctyn K
KOTOPOWM OrpaHnynBaeTcs B
COOTBETCTBUMU C
3akoHogaTenbcTBoM PO.

34 YUTo Takoe TexHomnormyeckas nHpopmaums? CBefgeHns 0 KOHCTPYKLMNSAX
MaLUUH U obopyaoBaHus,
YepTeXu, CXeMbI,
ncnonb3yemble
mMaTepuvansbl, peuenTypbl,
MeTobl U crnocobbl
npon3BoACTBa, HOBbIE
TEXHOMOormun, NporpaMmmHoe
obecnevenue NOBM

35 KakoBa uenb 3awmTtbl MHopmMmaummn? MpenoTBpalleHne ee
YyTEYKW, OBNageHns ee
KOHKYPEHTaMW.

36 [oKymMeHT, cogepxalimi nHopMmaumto, He B)

npegHasHa4YeHHyo A5 LUMPOKOTro
pacnpocTpaHeHns
a) HeonyOGMKOBAHHbIN
0) TanHbIN
B) HenybnuKyembli
37 UTo OTHOCUTCS K NpM3HaKam OOKYMEHTa B)
a) PyHKUMOHANbHOCTL NHpopMaLMm
0) 3aKOHHOCTb
B) 3aBEpLUEHHOCTb co0bLieHMs
38 Kakon normnyeckuin npnem, Ucnonb3yetcs npu a)
CO34aH1N JOKYMEHTOB
a) onpepeneHue
0) ycTaHoBneHune
B) 0Ob0CHOBaHue
39 Ecnu Bam Heobxoamumo gaTtb onucaHue 0)

peknammpyembix ycnyr, Bel coctaBute
a) OOroBOpHOE NMNCbMO

0) peknamHoe NMCcbMO

B) CONMPOBOAUTENBHOE MUCbMO




40

Ecnn Bam HeobxogMmo npeabsBuTb NPETEH3NN
napTHépy, Bl cocTaBute

a) OOroBOpHOE NMNCbMO

0) MHOPMALMOHHOE NMUCBMO

B) NMMCbMO-NPETEH3NIO

41

YKaxute oTnMYnTenbHoOe CBOMCTBO JOKYMEHTa
a) KOMMMHOCTb

0) ropugunyeckas cuna

B) MHOXXECTBEHHOCTb

6)

42

Ecnn Bam Heo6xo4mMmo npurnacuTb OpraHn3aumto
NN JOSMKHOCTHOE NULIO Ha COBELLaHne, BCTpeuyy,
Bbl cocTaBuTte

a) NMCbMO-NpurnaLwleHme

0) conpoBoguTENBHOE NMNCLMO

B) NMCbMO-NOATBEPXKOEHME

43

Ecnn Bam Heobxogmmo coobLmTb 0 NpoBeaeHU
mMeponpuaTusi, Bel coctaBuTe

a) conpoBoauTeNbHOE NMCbMO

0) NucbMo-noaTBEPXKOEHNE

B) MH(POPMALIMOHHOE MUCbMO

a4

Ecnn Bam Heobxoagumo cocTaBuUTb MUCBMO,
NHOpMUpYLoLLee agpecaTa O HanpaBrieHUN K Hemy
npucbinaemMbix 4OKYMeEHTOB, Bbl cocTtaBute

a) conpoBoauTeNnbHOE NMCbMO

6) NMCbMO-yBeAOMINEHNE

B) NMCbMO-NOATBEPXKOEHNE

45

Ecnu Bam Heobxoammo cocTaBuTb MMCbMO,
conpoBoXpaatoLlee LOoroBop, To OHO ByaeT HOCUTb
Ha3BaHwue (N0 coaepXaHuio)

a) NMCbMO-NoATBEPXAEHNe

0) noroBopHoe

B) conpoBoguTeNbHOE

0)

46

Ecnn Bam Heobxoanmo yBeAOMUTL OTNPaBUTENS O
nony4yeHnn OKyMeHToB, Bbl cocTaBuTe

a) OOroBopHOE NMNCbMO

0) conpoBoaUTENBHOE NMNCLMO

B) NMCbMO-NOATBEPXKOEHME

47

Ecnu pacnopsantenbHasi 4acTb TekCTa HaunHaeTcs
croBamu “00sa3biBato”, To 9T0

a) npukas

0) 3aaBneHune

B) pacnopsbkeHue

48

Ecnu pacnopsigMTenbHas 4acTb TEKCTa HAYMHaAETCH
cnosamu “npegnarato”, To 3TO

a) npukas

6) pacnopsikeHne

B) yKasaHue

49

MHpekc gokymeHTa ohopmnaeTcs crieayowmm
obpasom
a) 13.14
6) nk 11.
B) 13/14

50

MHoekc ookymeHTa — 3To
a) NoOpsAKOBbIN HOMEpP perncTpaunm
0) MHOEKC CTPYKTYPHOro nogpasgenexHms




B) umdpoBoe, ByKBEHHOE NI KOMOMHMPOBAHHOE
0603HavYeHne AOKyMeHTa, yKa3biBatoLee MecTo ero
COCTaBI1EHUS U XpaHEHUS




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.



