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Copep:xanne:

Ilenb 0CBOEHMS AUCLHITIAHEI

IlepedeHb MIAHAPYEMbIX PE3yIBTaTOB O0YUESHHA [0 THCIHILIHHE,
COOTHECEHHBIX C IITAHAPYEMBIMH PE3yJIbTaTaMH OCBOEGHHS 00pa30BaTeIbHOM
[IPOTPaMMBI

Mecto nucuummns B cTpykType OIIOII Gakanaspuara

O6BeM DUCIUILIHHEL B 3aUETHRIX eHHUIAX C YKa3aHHEM KOJTHYECTBA
aKaJleMHYECKHX YacOB, BBIIEIEHHEIX Ha KOHTAKTHYIO paboTy oOydarommxcs
¢ mpemozasaresieM (110 THIaM y4eOHBIX 3aHATHI) i Ha CAMOCTOATEIBHYIO
paboTy oOy4aroluXxcs

ConepskaHue JUCIUILIHHEL, CTPYKTYPHPOBAHHOE TI0 Pa3iesiaM ¢ yKa3aHueM
OTBEIEHHOTO HA HUX KONMMYECTBA AKaJIeMHYECKIX 9aCOB M THIIOB yUeOHBIX
3aHATHN

Pazzelbl JUCHATIIMHE] U TPYA0E€MKOCTB 110 THIIaM y4eOHBIX 3aHATHH H
paboTsl 06yYarouXes (B aKaIeMIIECKUX Yacax)

Ounas popma 00yUeHHS

3aounas hopma 00yueHHUT

Copeprkanie TUCHUIUIMHB], CTPYKTYPHPOBAaHHOE II0 pa3fieyiaM
CopeprkaHue JTeKIMOHHBIX 3aHITHI

Copepxanue 1ab0paTOPHEIX 3AHATHA

CopepxaHue MpaKTUIECKHX 3aHATHI

Tlepeuens yueGHO-METOXMYECKOr0 0OECIEYeH s IS CAMOCTOATETbHOH
paboTHI 00yUaoIIUXCS IO JUCIHILTAHE

TeMBI KOHTPOJIBHBIX paboT

TeMbI KypcOBBIX IPOEKTOB/KYyPCOBBIX paboT

MeToqudeckne yKasaHus U 00y4arom|Xcs 10 OCBOSHHIO JUCIMIUTHHEL
O6pazoBarenbHBIE TEXHOIOTHH

VueOHO-METOINIECKOE B HH(POPMAIHOHHOE 00ecIeueHHe TUCIUILTHHEL
I[Tepeyens OCHOBHOH H JOMOTHATEIEHON yueOHOH TUTEepaTyphl,
HEOOXOMMOH 7151 OCBOSHHS THCIIMILINHBI

IlepedeHs HEOOXO0MMOTO JIMIEH3HOHHOTO i CBOOOIHO PAacTIPOCTPAHSEMOTO
IIPOrPaMMHOTO 00ECIICIEHHSA, B TOM JHCIIE OTE€YECTBEHHOTO [IPOU3BO/CTRA,
HCIIOIE3YEMOTO [IPH OCYIIECTBIEHHH 00pa30BaTeIbHOIO MPOIEecca 110
IUCIHIIIMHE

[TepedeHb COBPEMEHHBIX IPOhECCHOHATIBHBIX 0a3 TaHHBIX U
FHGOPMAIHOHHEIX CIPABOYHBIX CHCTEM, JOCTYITHBIX o0yuaromumMes IpH
OCBOCHHH JUCLIHIIIHHEI

Onucanie MaTepHabHO-TeXHIYecKOoH 0asbl, HeoOX0muMOH st
oCyIIeCTBIEHAS 06pa30BaTeBHOrO IIPONEcca M0 JIUCIHILIHEE
OcoGEHHOCTH OpraHu3aIiK 00ydeHNUs 10 TUCHUIUIHHE «[[OKYMEHTHPOBAHHE
YIIpaBIEHYECKOH IeATeIPHOCTAY Ul HHBATMIOB M JIMII C OTpaHHHCHHBIMH
BO3MOIKHOCTSIMH 300POBBS
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1. Ileanr ocBoOEHHS AMCLHUIIMHBI.

Iesnpi0 OCBOGHHS JIMCUMILIHHB! «JOKYMEHTHPOBAHHE YIPABIEHYECKOH JeSTeTbHOCTH Y
ABJIAETCS (OPMHpPOBAHWE KOMIETESHIMH 00ydaroInerocs B COOTBETCTBHM € TpeOOBaHHAMH
DenepalibHOTO TOCYIapCTBEHHOT0 00pa30BaTeNbHOTO CTaHAapTa BBICIIETO 00pa3sOoBaHUA IIO
HampaBieHuo noarotoBku38.03.01 «DxoHOMHKaAY.

2. TlepeveHb IUIAHUPYEMBIX Pe3yJbTATOB 00y9eHHS MO JHCUHUILIHHE, COOTHECEHHBIX ¢
IUIAHHPYEMBIMH Pe3yJIbTATAMH 0CBOeHHA 00pa30BaTeIbHOH MPOrpaMMbl

B pesynbrare OcBOEHMS TUCIUIUIMHBI OOydaroIIuics MO/DKEH OBNANETh CIEHYFOIIHMH
KOMITCTCHITHSAMH:

VK — 4. Cnioco6eH 0CyIEeCTBIATE ICTOBYI0 KOMMYHUKALUIO B YCTHOH U THCHBMEHHOM
(opmax Ha rocyrapcTBeHHOM s3kIKe Poccuiickoi Penepanui 1 HHOCTPAHHOM s3bIKE

B pe3yabTaTeé OCBOCHHA JTHCHHIIJIMHBI oﬁyt{ammm‘ica JOJIKEH OBJAJETh
CJIEAYHIIHUMHA Pe3yJIbTaTAMH OGY‘IBHHH Mo JTHCHHMITIHHE:

3HATb:

- IPaBHJIA K 3aKOHOMEPHOCTH JIeJI0BOH yCTHOI M MMCBMEHHOH KoMMyHHKalmH (32 YK-
4.1).

yMeThb:

- IPEMEHATH Ha TIPAKTHKE [EI0BYI0 KOMMYHHKAIMIO B YCTHOH H IIHCEMEHHOH opMax,
METOZIBI ¥ HaBBIKH JIEJIOBOI0 OOIIEHHS Ha PYCCKOM M HHOCTpaHHOM s3bIkax (V1 YK-4.2.).

BJIAIETh:

- HABBIKAMH JETOBBIX KOMMYHMKAIIAM B YCTHOH M IHChMEHHOH (opMe Ha PyCCKOM H

HHOCTpaHHOM s3bIKax (B2 YK-4.3.);
- METOMKOH COCTABIEHHS CYXKICHHS B MEKIMIHOCTHOM JIEJIOBOM OOIIEHHH Ha PyCCKOM

U uHOCcTpanHOM s3biKkax (B3 YK-4.3.).

3. Mecro aucnumansasl B crpykrype OIIOII 6axanaspuara

Iucnunmaaa  B1.B.03  «/{oxyMeHTHpOBAaHHE  YyIIPABICHYECKOM NeATEIIBHOCTH Y
peammsyeTcs B pamkax bioxa 1«JIMCIMIUIMHED) (MOMIY/IH) YacTh, GOpMHpyeMas ydacTHHKAaMH
00pa3oBaTeNbHEIX OTHOLIECHHH.

Jucnunaunaa 0Gasdpyercs Ha 3HAHHAX, NOJYYeHHBIX B PpaMKax H3y4YeHHs
crexyromux aucnumama: «KynsTypa pedH M JlelloBoe OOIeHHe», «JlemoBast 3THUKA»,
«MeHeKMEHT Y, H3ydacMBIX PaHee.

4., O0beM [OHCHHMILIMHBI B 3a4eTHBIX EIHHHMOAX C YKa3’aHHEM KOJHYEeCTBa
aKaJjeMH4YeCKHUX Yac0B, BbIICJE€HHBIX Ha KOHTaAaKTHYIO paGOTy oﬁyqammnxcﬂ C
npenoaasaTeaeM (N0 THIAM y9e0HBLIX 3aHATHI) H Ha CAMOCTOATEJILHYIO paboty
obygaromuxcs



®opma o0yuenns

Ounas

3aounas

1

2

3

TpyaoeMKOCTh B 3249€THBIX
eHHHIAX:

2 cemecTp — 3 3.6.;

5 cemectp — 3 3.€.;

Beero - 3 3.e, Bcero — 3 s.e.
Thesceryrse: (11} YueOHBIM NIGHOM He YHeOHbIM NIAHOM He
HpedyCMOmpeHsl, npedycMompenul,

JlaGopaTopHsle 3anatua (JI3)

2 cemecTp — 34 yacog;

Bcero - 34 uaca

5 cemectp -10 gacos;

Bcero - 10 yacoB

[MpakTrueckue 3anarus (113)

YUeOHBIM RAAHOM
He npedycMompensl

yuebHBIM HIAHOM
He npedycMompenul

CamocTosrensHas pabora (CP)

2 cemecTp — 74 waca;

BCcero — 74 yaca

5 cemecTp — 98 yacos;

Bcero - 98 gacos

@opma TeKYIero KOHTPOJIs:

Konrponsnas pabora

ceMecTp - 2 ceMecTp - 5
®opma npoOMeKyTOUHOH aTTeCTANHH:
OK3aMeHEI 2 ceMecTp 5 ceMecTp
YueOHBIM RAAHOM VieOHbIM NAaHOM
3auer

He RpedycMompeHsl

He RpedycMOompeHbl

3aueT ¢ OLEHKOH

YuebHBIM HAAHOM
He npedycMompeHsl

VueOHbIM NIAHOM
He npedycmMompenbl

Kypcogsas pabota

YueOHbIM RAAHOM
He npedycmomperivl

YuebHBIM HAGHOM
He HpedyCMOmpesl

KypcoBoii npoekt

VUeOHBIM HAAHOM
He npedycMompeHsl

VueOHbIM HAGHOM
He HpedyCcMOmpenbl

5. CoepskanHe THCUMILUIHHLI, CTPYKTYPHPOBAHHOE II0 Pa3e/iaM ¢ yKazaHHeM

OTBEAEHHOI0 HA HUX KOJIHYecTBa AKAAEMHYECCKHUX YaC0B H THIIOB yqeﬁﬂux 3aHATHH

5.1. Pa3gensl ANCUMILNIHHBI H TPYA0E€MKOCTh M0 THIAM y4HeOHBIX 3aHATHH H
paboTsl 00y4aromuxcs (B aKaAeMHIECKHX 9a€ax)

5.1.1. Ounas dopma o0yuenus

Ne | Pazmen AMCOHIIHHBI = Pacnpenenende TpyaA0eMKOCTH ®opMa TeKyLero
(mo cemecTpam) % paznena (B 4acax) 0 THIIAM KOHTPO.IA H
u/ 8, yueOHBIX 3aHATHIA B pafoThl | MPOMEKYTOYHOH
n g E— 0fy4aomuxes aTTecTANHH
§ % KOHTAKTHAs
8 &)
]
g a| 3 m |CF
¥
M
1 2 3 |45 6 7 8 9
1. | Pazpen 1. JlokyMeHTHpOBaHHE Koutponsnas pabora
YIIPaBIeHUECKOMH Ok3aMeH
nestensHocTH B PO. 12 | 2 6 6
Yuudukauys u
CTaHIapTH3aLHs JIOKYMEHTOB.
2. | Pazmen 2. Cuctema 20 | 2 6 14
OpraH{3alMoHHO-




pacropaaHTeIbHOH
JOKYMEeHTalHH
3. | Pasmen 3. oroBopHo-
MpaBoBas JOKYMEHTalHs.
JlokyMeHTalH 110 18 | 2 6 12
BHELTHE3KOHOMHHYECKOH
NS TEIbHOCTH
4, | Paspmen 4. [JoxyMeHTanus no 20 | 2
TPYAOBBIM [IPaBOOTHOLICHHAM 6 14
5. | Pasgen 5. TIpeTeH3HOHHO -
18 | 2
HMCKOBas JOKyMEHTalHs 4 14
6. | Pasmen 6. Opranusanus
20 | 2
paboTHI ¢ JOKyMEHTaMU 6 14
Hroro 108 34 74
5.1.2. 3aounan ¢opma obydeHus:
Ne | Pa3gen AHCHHILIHHEI 5 Pacnpeaesenne TpyA0eMKOCTH dopma Tekyero
(o cemecTpam) % paszgena (B 4acax) Mo THIam KOHTPOJISl H
n/ a yueGHBIX 3aHATHH H padoThI NPOMEKYTOYHOM
n g E 00y4YaNHXCH ATTECTALHH
5]
§ 2 KOHTAKTHAas
o &)
£ a| a3 m | CF
2
1 2 3 415 6 7 8 9
1. | Pazgen 1. KontponbsHas pabota
JIoKyMEeHTHpOBaHHE Dk3aMeH
YIPaBIEHISCKOM
nestensHocTH B PO. 12 5 2 10
Yuudukauys u
CTaHAapTH3ALMA
JIOKYMEHTOB.
2. | Pasgen 2. Cuctema
OpraHH3allMOHHO- 19 5
pACTIOpAIHTENLHOM 2 17
JIOKYMEHTaLHUH
3. | Pazgen 3. JloroBopHo-
[pPaBOBas JOKYMEHTALHS.
JIoKyMeHTaLus 110 19 5 1 18
BHEIIHEIKOHOMHYECKOH
JIeATETbHOCTH
4, | Pazgen 4. JlokyMeHTalMs 110
TPYAOBBEIM 19 5 1 13
NpPaBOOTHOIIEHUAM
5 | Pasgen 5. [IpeTeH3HoOHHO - 19 |5
HCKOBAas TOKYMEHTaLHA 2 17
6 | Pasmen 6. Opranuzanus 20 5 ’ 18
paboTE! ¢ JOKYMEHTaMH
Hroro 108 10 98




5.2. Conepskanne AUCUMTIIHHBI, CTPYKTYPHPOBAHHOE 110 pa3iejiam

5.2.1. Coaepkanue JeKUHOHHBIX 3aHATHI «y9e0HBIM IIAHOM He IPeTyCMOTPEHbD
5.2.2. Coaep:xanne J1abopaTOPHBIX 3aHATHI

HanmenoBanue pasaena

Ne Co HH
AHCHANTHHBI S A
1 2 = 3
1 BxomHoe TeCTHpOBaHUE. J{OKyMEHTHI M JOKYMEHTO000pOT B
GyxranrepckoM yuete. OcoGEHHOCTH 3aII0THEHU YHHQHUHPOBAHHBIX
Paspen 1. JJoxymenTaposanye (GOpM ITEPBHIHO#M yUeTHOH TOKyMeHTalMi. MeToziika cocTaBIeH)s
yTIPaBJISHYECKOH GyXranTepcKMX perucTpoB W OTIETHRIX (OPM, Ha OCHOBE
nesTebHOCTH B PO. [MPUMEHEHASA HOPM JEHCTBYIOIIETO 3aKOHOAATEILCTBRA.
Y HuHKaLKs | Mcrparienye JOKYMEHTOB Gyxrantepckoro y4era. Meroavka
CTaHIapTH3aLMA JOKYMEHTOB cocTaBleHHs rpaduka JOKyMeHTo000poTa B LENAX OyXTalTepekoro
yuera.
JlaHHBIE 3aHECTH Ha IEKTPOHHBIH HocuTeb B hopmate Word.

2. Odopmienne [lonoxeHus o OyxranTepuu.

OdopmiieHHs TIpHUKa3a 06 UTOraX PeBM3HH 110 COCTABJICHHIO M C/aYe
Pazmen 2. CucteMa ; .

Byxrantepckoit (GUHAHCOBOH) OTYETHOCTH.
OpraHu3aoHHO-
TR OdopmileHHe 3asBIeHNs O IpelocTaBieHun 1eroTel o HIAMJL.

EOKyMI;HTauHH MeTOIHKa COCTaBJIEHHS NO/DKHOCTHON MHCTPYKIIMH Oyxrajirepa.

OdopmiIeHHE CTIpaBKH, IIPOTOKONA. CITY/KEOHBIX [THCEM.

[TaHHBIE 3aHECTH Ha NIEKTPOHHEL HocHTeb B opmate Word.

3. [ByxranTepckoe CONPOBOKIEHHE I0r0BOPa MOCTABKH.

Paznen 3. JloroBopHo- P POBOL A P 4
OdopMiIeHHE aKTa MHBEHTapH3aLMH MaTEPUAIIbHBIX LIEHHOCTEH,
MpaBoOBask JOKYMEHTALIHA. o
Moxysesranps mo OdopmieHHe JOBEPEHHOCTH Ha MOIy4EHHE MaTePHAIbHBIX ICHHOCTEH.
Y " Ocopmrenre XypHana perucTpallii H y4eTa 10BepESHHOCTEH.
BHEITHEKOHOMHYECKOH
OdopmieHHe KOHTPAKTa, MEXKIYHAPOIHOTO MHCEMA.
MesTebHOCTH "
JlaHHbIE 3aHECTH Ha IEKTPOHHBIH HocuTenb B hopmare Word.

4, OchopmieHHe NpHKasa O MPEeMHPOBAHMM COTPYAHUKOB OyXranTepuy,
Pasnen 4. JloxkymenTauus o  (CocTaBieHHe rpaduka OTITYCKOB COTPYHHKOB OyxranTepuH, JIMYHOM
TPYIOBBIM IPABOOTHOIIEHHSAM [KapPTOUKH.

AHHBIE 3aHECTH Ha SMEKTPOHHEIN HocHTelk B opmare Word.
5. [Pasnen 5. IlperensuonHo -  (OdopmiIeHHE IPETEH3HOHHBIX THCEM, HCKOBOTO 3aABICHHA,
MCKOBas JOKYMEHTALHA JTaHHBIE 3aHECTH Ha SIEKTPOHHBIA HocuTenb B hopmare Word.
6. CocTaB/IeHHE aKTa O BbIJEICHHH K YHUYTOKEHHIO JOKYMEHTOB, B TOM

Paznen 6. Oprauu3anus
paboTel ¢ JOKYMEHTAMH

yyclie GyXranTepckKUX PerHcTPOB, He MOMTEKALIHX XPAHSHHIO.
CocTaBlieHHE CIATOYHOH OIMMCH IIpH Niepeade Jefia B apxuB
JlaHHbIe 3aHECTH Ha dNEKTPOHHBIHN HOCHTENb B hopmare Word.

5.2.3. IIpakTH9ecKHe 3aHATHS «y4e0HbIM IIJIAHOM He NPexyCMOTPeHbD

5.2.4. Tlepeuenn y4eGHO-MeTOOHYECKOro obecredeHHust ISt CaMOCTOATEIbHOH padoThl

oﬁyqamnmxcﬂ 0 JUCIHIIJIHHE

Ounas popma o0ydeHus

Ne HaumenoBaHHe pa3jena ¥=ebmo-
p Copepxanue MeTO{HIeCKOe
NHCUHILTAHBI
obecreveHHE
1 2 3 4
1. [Pazmen 1. [TonsTHE 0 JOKYMEHTHPOBAHHH. [1], [2]1, [3]
OKyMEHTHpOBaHHE O6A3aTeNnbHOCTh JOKYMEHTHPOBAHUS




[yIIpaBIeHuECKOH
ImeaTelbHOCTH B PD.
YaubHKauus 1
CTaHAapTHU3ALAL
ITOKYMEHTOB

MH(bOpMaLMK. 3aKOHOIaTEIbHEIE AKTHI,
PErJIaMEHTHPYIOLIHE OPraHH3aIHIo paboTsl ¢
MOKYMEHTHPOBaHHOH HHGOpMaLHeH
(Denepanshbiii 3akoH PO «O6 nHdOpMarmy,
HH(POPMAIIMOHHBIX TEXHOJIOTHAX M O 3allUTe
uadopMaiiny, Tpyaosoit kogexe PO u 1p.).
OcHOBHEIE CTTOCOOBI TOKYMEHTHPOBAHHS.
MaTepHaibHble HOCHTENH HHPOPMALIHH U UX
BJIMAHKE Ha J0JITOBEUHOCTh H COXPAHHOCTh
nokyMeHTa. BausHue HAy4HO - TEXHHYECKOTO
rporpecca Ha TOKyMEHT M JOKyMEHTHPOBaHHE.
TeKkcToBHIe, rpaduyeckye, MAITHHOYHTAEMBIE
ITOKYMEHTEI, (pOTOLOKYMEHTSI. [ToHaTHe
3NEKTPOHHBIN JOKYMEHT».

VHuDHKALMS U CTaHAAPTH3ALHA JOKYMEHTOB,
yHHUGOHIUPOBAHHBIE CHCTEMBI TOKYMECHTAlUH
[ToaroToBka K KOHTPOIBHOH paboTe
TloaroToBKa K 3K3aMeHy

TToArOTOBKA K HTOTOBOMY TECTHPOBAHHIO.

Paznen 2. Cuctema
OpraHH3alMOHHO-
pacTopsIHTE/IbHOM
IOKYMEHTALHH

VHubHIHEPOBAHHAS CHCTEMA OPTaHH3aLHOHHO-
pacriopsaauTensHOM nokymenTauu (YCOP/I)
Dopmy.sip-o6paszell opraHU3alHOHHO-
pacriopsauTensHoM qokymenTaupy (OPI)
PeKBH3UTHL U OMAaHKH

IMoaroToBka K KOHTPOIBHOH paboTe
[MonroToBKa K 3K3aMeHy

TToAroToBKA K HTOTOBOMY TECTHPOBAHHIO.

[11, [2], [3], [4]. [5]

Pasnen 3. JloroBopHo-
MpaBoBas JOKYMEHTALH.
J{oxyMmeHTaIHs 1o
BHEITHE3KOHOMHUECKOH
eATeTEHOCTH

[HasHaueHue U CTPOESHHE J0rOBOpa.

[Mpasuina ohOpMIEHHS aKTOB B OpraHH3aLUH.
TTopsaok opopMIEHHS H PETHCTPALIUK
MOBEPEHHOCTEH.

[Mops ok OPOpMICHUS MEKTYHAPOAHBIX
KOHTPaKTOB.

ITpaBuiia ¥ GOPMBI MIEPEIIUCKH C 3apyOeKHBIMH
MapTHEPaMH.

TlonroToBka K KOHTpONEHOH paboTe
TMoaroToBka K 3K3aMeHY

[ToaroToBKa K HMTOrOBOMY TECTHPOBAHHIO.

(11, [2], [3], [6], [7]

TPYAOBBIM
MPaBOOTHOIIEHHAM

IMocae0BaTeIEHOCTD O(OPMIIEHHS
TOKYMEHTOB [IpH IIpHeMe Ha pabory.
[TpuKa3BI [0 TMIHOMY COCTaBY H HX OTIIMIHE
OT JpYTHX MPHKA30B.

(DYHKUMY 1 HA3HAUEHHE [ITATHOTO

Pasnen 4. JlokymeHnTalys 1Mo pacnucaHus.

[Topsaok oOPMIICHHS H PacTOPKEHNS
TpYAOBOIrO JIOTOBOPA.

HasnaueHue JIMYHOM KapTodku. TpynoBas
KHIDKKA M €8 XapaKTepHCTHKA.
[MToAroToBKa K KOHTPOIbHOH paboTe
[ToAroTOBKa K 3K3aMEHY

[MoAroTOBKA K HTOTOBOMY TECTHPOBAHHIO.

[11, [2], [3]. [4], [7]

Pazmen 5. TIpeTeH3HOHHO -
MCKOBasA JOKYMEHTALHs

TMopsanok opopMIEHUS NIPETEH3UM 1 HCKOBOTO
BasBICHUA.

Patora ¢ xanobaMe ¥ 00palieHUAMH rPaxiaH.
IMoaroToBka K KOHTpoNIbHOH paboTe
lToaroroBka K 3K3aMeHy

[1], [2], (3], [7]




TMogroToBKa K HTOrNOBOMY TECTHPOBAHMHIO.

Paznen 6. Opranuzarus
paboThl ¢ TOKyMEHTaMH

Ciry»x6a JOKyMEHTalMOHHOTO o0ecneueHus
yripaByieHus. TpeGoBaHus K OpraHH3alui
ImoKyMeHT0060pOTA.

OpraHu3anys npHemMa, pacCMOTPEeHH,
PerrucTpal{y U UCTIOTHEHHA JTOKYMEHTOB,
HudbopmaloHHO-cTIpaBo4Has paboTa B
YCIIOBHAX TIPUMEHEHHS KOMITBIOTEPHBIX
TEXHOIOTHH.

[KOHTpOIb UCIIONTHEHHS IOKYMEHTOB.
OpraHuzalys ONepaTHBHOTO XPaHeHH
InoxkymenToB. HoMeHKIaTypa €71, SKCIepTH3a
LEHHOCTH JOKYMEHTOB, MOPAI0K YHHUTOKCHHUS
IMOKYMEHTOB U 0QOPMIIEHHS pe3y/IbTaTOB
SKCIIEPTH3bI, TIOATOTOBKA €/ K apXHBHOMY
XPaHEHHIO.

IMoaroToBKa K KOHTPONIBHOH paboTe
lMoproToBka K 3K3aMeHy

[ToAroToBKA K HTOTOBOMY TE€CTHPOBAHHIO.

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

3aounas ¢popma odydeHHs

HanmenoBanue pasgena
JHCOHNTHHBI

Copepxanue

Yy4ebHo-
MeTOoAHYECKOoe
obecneuenne

2

3

4

Pazmen 1.
JToKyMEHTHPOBaHHE
YTIPaBIIEHUECKOM
nesTesbHOCTH B PO.
'YHHDUKALMA B
CTaH/apTH3ALHs
TOKYMEHTOB

[MonsTHE 0 JOKYMEHTHPOBAHHH.
O6513aTeNBHOCTE JOKYMEHTHPOBAHHA
HHbOpMAaLHK. 3aKOHOAATE/IbHbIC aKTEI,
pernaMeHTHPYIOIIHE OPraH|3aluio paboTsI ¢
TOKyMEHTHPOBaHHON HHpopMaLMeH
®enepanbubii 3akoH PO «O6 uHdopmaLmH,
MHOOPMAITHOHHBIX TEXHONOTHAX U O 3aIHTE
HHbopMatm», Tpynoso# kogexke PO u ap.).
OCHOBHEIE CITOCOOB! JOKYMEHTHPOBAHHS.
MaTepua/bHble HOCHTE M HHQOPMALIHY | HX
BIIMSHHE HA JOJIFOBEUHOCTh H COXPAHHOCTh
MoKyMeHTa. BIHsHHE HAyYHO - TEXHUHYECKOTO
porpecca Ha JOKYMEHT U JIOKyMEHTHPOBAaHHE.
TekcToBbIE, Fpadguieckue, MaIIHHOYHTAeMBIE
noxymeHTsl, orofokymenTsl. [loHsaTHe
K(ATEKTPOHHBIH TOKYMEHT».

VHubHKALHI U CTaHAapTH3aLis TOKyMEHTOB,
YHH(HULUMPOBAHHBIE CHCTEMBI IOKYMEHTAIIHH.
[MToaroToBKa K KOHTpONBHOH pabote
[ToaroToBKa K 3K3aMeHy

[MoaroToBKa K MTOrOBOMY TECTHPOBAHHIO.

[11, [2], [3]

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

2. 'VHHUIMPOBAHHAS CHCTEMA OpPraHi3allMOHHO-
pacriopsmuTensHoi noxymenTais (YCOPD).
Paszmen 2. Cuctema Dopmysisip-obpasel] OpraHu3alOHHO-
OpraHH3aluoHHO- pacropsaautebHoi noxymenTauuu (OP D).
pacrnopsAUTeTbHON PexBH3UTHI U OJIaHKH.
IMOKyMEHTaIMH TMoaroToBKa kK KOHTPOJIBHO#H pabote
IMoaroToBKa K 3K3aMeHYy
[MoAroTOBKA K HTOTOBOMY TECTHPOBAHUIO.
3. [Pazmen 3. JloroBopHO- [HasHaueHHe ¥ CTPOEHHE JOTOBOpA.
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MpaBoOBask JOKYMEHTaIIUS.
J{oxyMeHTAaLHA 10
BHELIHEIKOHOMHYECKOH
MeaTeTBHOCTH

[MpaBuia odOpMIIEHHS aKTOB B OPraHH3allHH.
[Mopsmok ohopMIICHHS U PErHCTPALIHK
MOBEPEHHOCTEH.

[Mopsagok oopMICHHS MEAKTYHAPOIHBIX
KOHTPaKTOB.

MapTHEPAMH.

IMoarotoBKa K KOHTpoJbHOH paboTe
[ToAroTOBKA K 9K3aMEHY

[ToaroToBKa K HMTOrOBOMY TECTHPOBAHHIO.

[Mpaswia 1 GOpPMbI MEPETTHCKH C 3apyOeKHBIMH

(11, [2]. [3], [61], [7]

TPYIOBBIM
NpPaBOOTHOIIEHHAM

[MocenoBaTe/IbHOCTE 0QOPMIIEHHS
TOKYMEHTOB IIpH IIpHeMe Ha pabory.
[Tpuka3ssel 110 TMYHOMY COCTABY H HX OT/IHYHE
OT APYTHX NPHKA30B.

DYHKITMHA ¥ Ha3HAYeHHE IITaTHOTO

Paznen 4. JIokyMeHTaLH 110 [PacTIHCaHHA.

TTopsanok oopmMIeHHs H PaCTOPIKEHHUS
TPYIOBOTO JI0TOBOpA.

HasHaueHHe JIMYHO# KapToukH. Tpynosas
KHIDKKA M €€ XapaKTEePHUCTHKA.
[MToAroToBKa K KOHTPOIBHOH paboTe
[MoaroToRka K 3K3aMeHy

IMoaroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

Pazaen 5. [IpeTeH3HOHHO -
HMCKOBasA TOKYMEHTAIHs

[Mopsiaok oopMIIeHHS IPETEH3MH U HCKOBOTO
BAgBICHHA.

[ToaroToBKa K KOHTPOIEHOH pabote
TToaroToBKa K 5K3aMeHy
[ToaroToBKa K HTOTOBOMY TECTHPOBAHHIO.

[PatoTa ¢ samobamu ¥ oOpalleHuAMH IpakiIaH.

[11, [2], 3], [7]

Paspnem 6. OpraHuzanus
paboThl ¢ IOKYMEHTaMH

ICry»k6a TOKyMeHTALHOHHOT0 0becneyeHus
yripaeneHus. TpebosaHus K OpraHH3aluy
nokymMeHToobopoTa.

Opranu3zaLys NpyuemMa, pacCMOTPSHHA,
[PErHCTPALMH U HCTIONHEHHS JIOKYMEHTOB.
MudopMalMoHHO-CIIpaBOUHas pabora B
YCIIOBHSX IPUMEHEHHA KOMITBIOTEPHBIX
TEXHOJIOIHH.

IKOHTPOITE UCIIOJIHEHHS TOKYMEHTOB.
OpraHu3alys ONepaTHBHOTO XPaHEeHHA
nokyMeHTOB. HoMeHKIaTypa Jell, 9KCTIepTH3a

NMOKYMEHTOB H 0(QOpMIIEHHS PE3yJIbTaTOB
HKCIIEPTH3bI, [IOJrOTOBKA JIe/l K apXUBHOMY
XPaHEHHIO.

[MoxroToBka K KOHTPONBHOH paboTe
IToAroTOBKA K 3K3aMEHY

OJIrOTOBKA K HTOIOBOMY TECTHPOBAHHIO.

IEHHOCTH JOKYMEHTOB, [IOPAIOK YHHYTOXKCHHA

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

o [ b

n

5.2.5. TeMbl KOHTPOJIBHBIX paboT
Poms nokymenTa B cdepe Ipasa U yIpaBIeHHS.
JTOKYMEHT: OCHOBHbIE TIOHSTHSI, CIIOCOOB! JOKYMEHTHPOBAHHUS.

HWudopmanus 1 JOKYMEHT.

Vuupukamus U CTaHAApTH3alMsd KaKk OCHOBHOE HANPAaBICHHE

nokymentoB. [OCTsr Ha Y CJI. CrcTeMbl JOKYMEHTAIAH.
XapaKTepUCTHKA, COCTAB M COIEPKAHUE JCHCTBYIOMEr0 I'OCTa.
Cocras pexpusuros OPJI, npaBrima ux opopMIIeHHS.

COBEPIICHCTBOBaHHA
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7. IlpaBuna odopmieHHs, H3TOTOBIEHHSA, y9eTa, HCIONL30BAHHS H XpaHeHHs OJIaHKOB
OpraH{3aIuy.

8. XapakTepuCcTHKa H COCTAB OpPraHU3AIMOHHEIX TOKYMCHTOB.

9. XapakTepHCTHKA H COCTaB CIPaBOYHO-MH(POPMAIIMOHHEIX JOKYMEHTOB.

10. XapakTepHCTHKa M COCTaB PacIOpsSAATEIEHBIX JOKYMEHTOB.

11. OcobenHoCcTH 0DOPMIICHHS KAAPOBOH JOKYMEHTAIHH.

12. YVuudunupoanusle GopMEI JOKYMEHTAIIMU IO TPYIY.

13. Jlenonpou3BoACTBO Kak (YHKUOUS YIPaBICHUS, COBPEMEHHbIE TpeOOBaHUA K €ro
OpraHM3aliH.

14. Cnyx6a nmoxyMeHTalHOHHOro o0ecnedeHUs  yIpaBleHHsA: (QYHKIMH, CTpPYKTypa,
JOJDKHOCTHOM COCTaB, HOPMATHBHBIE MATEPHAITBL

15. O0mye IpUHIMIBI OpraHM3alUKu JoKyMeHTooOopoTa. OCHOBHBIE 3Tambl TEXHOJIOTHH
paboTBI ¢ JOKYMEHTaMH.

16. IlepoHayanpHas 06paboTKa JOKYMEHTOB B yUPEKIECHUH.

17. TexHomnorus paccCMOTPEHHA TOKYMEHTOB B YUPEKICHHH.

18. Perucrpanus JOKyMEHTOB Kak IIpoLecc co3JaHus OaHKa IaHHBIX O JOKYyMEHTax
OpraHU3aIHH,

19. KoHTpOnE HCIIOMHEHHA JOKYMEHTOB.

20. OpraHuzanus OTIPaBKH JOKYMEHTOB.

21. OcuoBuble TpeOOBaHHUS K OpraHU3alUK XPAaHEHHS HCIIONHEHHBIX JOKYMEHTOB.

22. Bupbsl HoMeHKIATyp gen. [Topsiok cocTaBieHus U 0(OPMIICHHSL.

23. Cpoku XpaHEHHS JOKYMEHTOB.

24, TlpaBuiia MOATOTOBKY Jel K ciade B BEOMCTBEHHBIM apXHB.

25. ApXHBHOE XpaHEHHE JIOKYMEHTOB.

26. CocTtaB HOPMATHBHBIX [OKYMEHTOB, PETTIAMEHTHPYIOIMIMX COCTABICHHE H O(QOpMIIEHHE
JIOKYMEHTOB, HX XapaKTepUCTHKA.

27. CoctaB HOPMATHBHBIX JIOKYMEHTOB, pPETJIAMEHTHPYIOIIMX OpraHu3anuio paboTel ¢
JIOKYMEHTAMH B YUPEIKACHUH, HX XapaKTEPUCTHKA.

5.2.6. KypcoBble mpoeKThl/ KypcoBbie padoThl «y4e0HBIM IJIAHOM He
npeaycMOTpeHbD)

6. MeToaudeckKue YKa3zaHus IJ1s Oﬁy‘laIOIﬂﬂXCﬂ M0 OCBOCHHI JHCIHHITIHHbI

Opranusanys NesTeIbHOCTH CTYAEHTa

JlaGopaTopHble 3aHATHSA
Pa6oTa B COOTBETCTBHH C METOIMYECKHMHE YKa3aHHSIMHE 10 BBIIIOJHEHMIO Jab0paTopHbIX paboT.

CamocronTeasHas pabora
CamocTosTe/pHas paboTa CTy/IeHTa Hajl ycBoeHHeM ydeGHOro Marepuana no yuebHoi
JIMCLMTLTHHE MOYKET BBIMOIHATECS B [IOMEIIEHUIX [T CaMOCTOATENIbHON paGoThI, a Takxe B
JIOMALIHHX yc/I0BHSX. Co/lepikaHie caMOCTOATeNbHOM paGoThl CTyI€HTa onpeaenseTcs yueGHOH
NpOrpaMMoi JHCLUIUTHHEL, METOJAHYECKMMH MaTepHaIaMH, 3alaHAAMH U YKa3aHHAMH
NpenogaBarTens.
CamocTosTeapHas paboTa B ay JUTOPHOE BPeMs MOXKET BKJIIOYATh:
— BBINOJTHEHHE KOHTPOJIBHBIX paborT;
— peuieHHe 33]1aY;
— paGoTy co crIpaBOYHOH M METO/IMUECKOH TUTEpaTypoi;
— paboTy ¢ HOPMaTUBHBIMM NPABOBEIMU aKTaMH;
— y4acTHe B TECTHPOBAHHHM H JIp.
CamocTosTenbHas paboTa BO BHEAYTHTOPHOE BPEMs MOXKET COCTOATE U3:
— W3yueHHUs y4eOHOI 1 Hay4HOH JIHTepaTypsl;
— W3y4eHHs HODPMATHBHBIX IPABOBEIX AKTOB (B T.4. B JJIGKTPOHHBIX 6a3aX JaHHbIX);
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— TMOATOTOBKH K 1a00paTOPHBIM 3aHATHUAM,

— MOATOTOBKH K KOHTPONBEHEIM paboTaM, TECTHPOBAHHIO H T.[L.;

— BBIeNeHHe Hauboee CIIOKHBIX B MPOOIEMHBIX BONIPOCOB 10 H3y4aeMOM TeMe, MOTyYeHHE
PasBACHEHHH H peKOMEHALMH 110 JaHHBIM BOIIPOCAM C NPETIofaBaTelaMH Kadeapel Ha HX
€/KEHEIeTBHBIX KOHCYJIbTaLUsAX.

- IpOBeIEHHE CAMOKOHTPOJIS IyTeM OTBETOB Ha BOMIPOCH! TEKYIIEro KOHTPOISA 3HAaHUH, pelieH s
TIpe/ICTABIEHHBIX B y4eOHO-METOIMYECKHX MaTepHaiax Kadeapsl 3a1a4, TECTOB, HATTMCAHH
pedepaToB K 3¢Ce [0 OTASTEHBIM BOIIPOCAM H3y4aeMOH TEMBIL.

Kontpoasnas pabora
Teoperuueckas ¥ NpakTH4eckas YacTH KOHTPOIBHOH paboThl BEINOIHAKOTCS 10 YCTAHOBJIEHHBIM TEMaM
(BapyaHTaM) ¢ HCIIONB30BAHWEM MPAKTHUSCKHX MATEPHAIOB, IOTY4eHHBIX Ha JIaOopaTOPHBIX 3aHATHSX.
K kaxmoii TeMe KOHTPONBbHO#H paboThl peKOMEHIYETCA IPHUMEPHBIH IIepeYeHb OCHOBHBIX BOTIPOCOB,
crcok HeoOXoauMoi muTepaTypbl. Heo0X0aUMO H3YUHTE JIHTEPATYPY, PEKOMEHIYEMYIO JUIL
BBITIONTHEHHS KOHTPONbHOM paGoTsl, YToOBI MONHEE pacKpeITE TEMY, CIIEAyeT UCIIONb30BATE
MOTOTHHUTE/TBHBIE HCTOUHUKH ¥ MaTeprasibl. MHCTPYKIMHS MO BBIMOTHEHHIO KOHTPOILHON paboThl
HAXOAWUTCA B METOIHMYECKHUX MATepHallax 110 JIMCIUILIHHE.

IloaroToBka K dK3aMeHy
IToaroToBKa CTYISHTOB K 3K3aMeHY BKIIOYAET TPH CTAIUH:

— caMmocTosTelbHasa paboTta B TeueHHe yueOHoro roja (cemecTpa);
— HeNnocpeCTBEHHAs TIOAr0TOBKA B JHHU, TIPEIIIECTBYIOIIHE IK3aMEHY,;
— MOArOTOBKA K OTBETY Ha BOIPOCHI, CONEpIKAIINECs B OueTe.

7. Obpa3zoBaTe/IbHbIE TEXHOJIOIHH
ITepedeHs 06pa30BaTENbHBIX TEXHOIOTHH, HCIIOMb3YEMBIX MIPH H3YYEHUH THCIHUIIIMHBI
«JIoKkyMEeHTHpPOBaHHUE YIIPABIECHYECKOH NEATEIIBHOCTH Y

Tpazmunonnme 06pa3OBaTeJ'IBHb[B TEXHOJIOIHH

JIucuummmba «J[OKYMEHTHPOBAHHE YIPABIEHYECKOH NEATENBHOCTHY IPOBOJUTCA C
HCIIOJB30BAHHEM TPAJHIIMOHHEIX 00pa30oBaTENbHBIX TEXHONIOTHA OpHEHTHpYIOIIHecs Ha
OpraHM3amAio 06pa3soBaTEFHOTO MPOIECcca, IPEIIONATraolly 0 IPAMYIO TPAHCIAUUIO 3HAHUH
OT TmpemojaBaTens K CTyAeHTy (IIPCHMYIIECTBEHHO Ha OCHOBE OOBACHHTENHHO-
HILUTIOCTPATHBHBIX METOLOB 00ydeHHs), ydeOHas OeATeNbHOCTh CTyJEeHTa HOCHT B TaKHX
YCTIOBHAX, KAk IIPaBWIO, DPEeNPONYKTHBHBIM xapakrep. PopMbl yueOHBIX 3aHATHH II0
IMCHMIUIHHE  «J[OKyMEHTHPOBAHHE YIPABICHYECKOH JEATEIBHOCTH» C HCIONb30BAHHEM
TPagUIIMOHHBIX TEXHOIOTHIH:

JIa6opaTopHoe 3aHATHE — OpraHu3aIHs y4eOHok paboThl ¢ pealbHBIMA MaTepHAalIbHEIMA
U WHPOPMAIMOHHBIMA O00BEKTaMH, OKCIEPHMEHTAIbHAd paboTa ¢ MOJACIAMH pealbHBIX
0OBEKTOB.

HHTepakTHBHBIE TEXHOJIOIHH

o mucnuminse «J0OKyMEHTHPOBAHHE YIIPABIEHICCKOH AeATEeNBHOCTI) TabopaTopHBIe
3aHATHS HPOBOATCS C HCIIONB30BAHUEM CIICTYIOIIHX HHTEPAKTHBHBIX TeXHOJIOTHH:
PaGora B MalbIX IPyIIax — 9T0 OJHA M3 CaMBIX NOMyJPHBIX CTpAaTerHid, TaK Kak OHa

naeT BceM oOydarommmes (B TOM UHCIE M CTECHHTENBHBIM) BO3MOXKHOCTh y49acTBOBATh B
paboTe, NPAaKTHKOBATh HABBIKM COTPYAHHYECTBA, MEMIMIHOCTHOTO obmrenug (B YaCTHOCTH,
yMEHHE aKTHBHO CIylmIaTh, BbIpabaTeBaTh oOlice MHEHHE, paspemlaTh BO3ZHHKAFOLIME
pasHoriacus). Bee 310 4acTo GhIBAET HEBO3IMOKHO B O0JIBIIOM KOILIEKTUBE.
PoneBsle HIpbl — COBMECTHAS NEATENBHOCTh IPYIIIBI 00YyHYalOIMXCs U IPEIoaaBaTeld

IO YIpPAaBICHHEM NPENOAABATEIA C LENbIO pelleHus y4eOHBIX H IpohecCHOHABLHO-
OPHEHTHPOBAHHEIX 3a1a4 IyTeM HIPOBOTO MOJECIHMPOBAHHA PEATBHOH TpoOJIEMHOM CHTYalHH.
[lo3BOJIS€T OLCHHBATH YMEHWE AHAIM3MPOBATh W PEIIaTh THIMYHBIE NPOPECCHOHATBHBIC
3a0a4H.
HudopMannoHHO-KOMMYHMKANMOHHbIE  00pa3oBaTelbHbIe  TEXHOJOTHH  —
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opraHm3anys 00pa3oBaTeNIBHOTO MPOIECCca, OCHOBAHHAS Ha NPAMEHEHHH CIeNHAIH3HPOBAHHBIX
IIPOrPaMMHEIX Cpe/l H TEXHHYECKHX CPe/ICTB paboThl ¢ HHpOpMaIHeH.

Juecuunimna «Jokymenmuposanue ynpasieH4eckoi deameHoOCmuy NpOBOAUTCH
€ HCIO0JIb30BAHHEM HHHOBAIHOHHBIX METOJ0B B BBICIIEM 00pa30BaHHH, KOTOPHIE BKIIFOYAIOT
B cc0s HCIIO/IB30BAHHE COBPEMEHHBIX JOCTIDKEHHH HayKH M HH(OPMAaLMOHHBIX TEXHOIIOTHH B
obpasoBanun. OHM HampaBICHEl Ha IIOBBINCHHE KadecTBa IMOJATOTOBKH IIYTEM pa3BHTHA Y
CTYI€HTOB TBOPYECKHX CIIOCOOHOCTEH M camocToATeNbHOCTH. OHH Npe/IoaraloT IpUMeHEeHHEe
HHGOPMaIMOHHEIX 00pa30BaTe/lbHBIX TEXHOJOTHH, a Takke ydeOHOe — METONMYECKHX
MaTEePHAJIOB, COOTBETCTBYIOIUX COBPEMEHHOMY MHPOBOMY YPOBHIO, B IIPOLIECCE MIPENOJaBAHUSL
JUCIHAIUIHHBL

- pelleHHe 3aja4 ¢ IpPHMEHEeHHeM HH()OPMAIMOHHO - CIPAaBOYHBIX cHcTeM «I apaHT»,
«KoncynpTant +».

- HCIIOJIb30BaHHE IPOrpaMMHO-IENAarOrHYeCKHX TECTOBBIX 3aJaHui Uil ITPOBEPKH
3HAHHUH CTYIEHTOB.

8. YueGHO-MeTOoAMIECKOE H HHPOPMAHOHHOE 00ecnedeHHe JHCIHILIHHBI
8.1. Ilepeyenn ocHOBHOM W JOMOJHHTENbHOH Yy4deOHOH JHTepaTypBbI,

Heo0X0UMOH /ISl 0CBOCHUH AU CUHIIINHEI

a) OCHOBHAA yUeOHaAA Tumepamypa:

1, JloKkyMeHTHpOBaHHE YIIPABICHIECKOH NeATENbHOCTH: YUeOHUK U IPaKTUKyM/
1.K.Kopuees, A.B.ITmenko, B.A.Mamypues. —M.: IOpaiit,2017. — 384c.
2. Paznopoxusri A.A. JIoKyMEHTHpOBaHKE yIIPaBIeHUECKOH NesSTeTbHOCTH:

yuebHOE mocobue. — M.: UTHOPA — M,2016. — 304c.

3. Kysnenoga, Y. B. JlokyMeHTHpOBaHUE YIIpaBIeHUECKOH NEATENbHOCTH: yaeOHOE
nocobue s 6akanaspos / . B. Kysuernosa, I'. A. Xauatpsa. — 2-e u3a. — Mocksa: Jlamkos
u K, Ait [Ia Dp Memma, 2021. — 240 ¢. — ISBN 978-5-394-03274-5. —DneKTpoHHO-
oubmmoreunas cucrema IPR BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

) OononnumenvHan yuebnaa iumepamypa:

4, Mmutpuesa, JI. 1. JlokyMeHTaIMOHHOE OOECIIEUeH e YIIPABICHYECKOH eATEeIEHOCTH:
y4aeGnoe nocobue / JI. U. [imutpuesa, 1. B. Py3aea. — Hosocubupck : HoBocubupckmit
roCyIapCTBEHHEIN TeXHUIecKui yHuBepeuTeT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. —
URL: http://www.iprbookshop.ru/98703.html

5. T'punbepr A. C., Topbauér H. H., Myxametmuna O. A.. JlokyMeHTaI[MOHHOE
olecrieuenne ynpasieHus: yueOauk [DnexTponHnsdi pecype] / Mocksa: I0nurH-/lana,2015. -
391c. - 978-5-238-01770-9— URL: http://biblioclub.ru/index.php?page=book&id=115031

6. Kysuenoga, 1. B. KordnnennuansHoe IeN0NIPOM3BOACTBO H 3aAIMUIICHHBIR
3IEKTPOHHBIN JOKYMEHTO000pOT : yuebHoe mocodue ms H6axanaspos / M. B. Kysuenosa, I'. A.
XauarpsH. — Mocksa : A#i [Tu Ap Meaua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
DnexTponHO-0ubmMoTeunas cuctema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97083.html

7. Poroxun M. 10. JlokyMeHTaI[MOHHOE 00ecIedeHHe YIpaBIeHu: y4eOHO-
pakTHdecKoe nocobue [DiekTporysmi pecype] / Mocksa| bepman: lupext-Menua,2014. -384c.
- 978-5-4475-1648-2— URL: http://biblioclub.rw/index.php?page=book&id=253704

8) nepeyens yuefHO-MeMoOU1ecKo2o obecnedeHun:

8. Boromomnosa JI.IO. MeTonudeckie YKa3aHusl K BBIIOIHEHHIO KOHTPOIBHOH paboTHI.
Actpaxans, ATACY,2019 r.- 32 c. http://moodle.aucu.ru
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2) nepeyeHsb OHAAUH KypCos:
9. CremuanucT KaapoBOro JeIONPOR3BOICTBA Ha COBPEMEHHOM IpeanpuaTun. - URL:
https://vgaps.ru/seminar/260?utm_source=google adwords&utm medium=cpc&utm_campaign

8.2. Ilepevyenr HeOOX0IHMMOro JIMIEH3MOHHOTO H ¢B00OJIHO pacIpocTpPaHIEMOIo
NPOrpaMMHOIo obecneueHHs, B TOM YHCJIE 0TEYeCTBEHHOr0 IPOH3BOACTBA, HCII0IL3YeMOr0
NpPH 0CyMecTBJIEeHHH 00pa30BaTEIbHOTO0 MpoLecca Mo JHCHHILIHHE

1. 7-Zip GNU

2. Office 365 Al

3. Adobe Acrobat Reader DC

4 Internet Explorer

5. Apache Open Office

6. Google Chrome

7. VLC media player

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

8.3. IlepedeHn coBpeMeHHBIX MPO(ecCHOHATBHBIX 023 JaHHEIX H HH()OPMANHOHHBIX
CIIPABOYHBIX CHCTEM, AOCTYIHbIX 00y9alomuMcs IPH 0CBOCHHH JHCHHILTHHDI

1. DnexTponHas HHGopMaHOHHO-00pa3oBaTeIbHASA Cpella Y HUBEPCUTETA!

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

2. DyeKTpOHHO-OHOTHOTEYHAS CHCTEMa « Y HUBEpPCHTETCKas OHOIHOTeKa
(https://biblioclub.ru/)

3. DnexTponno-6ubIHOTeYHas cucteMa «[PRbooks» (www.iprbookshop.ru)

4. Hayunas snexrponnas 6ubmoteka (http://www.elibrary.ru/)

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

6. denepanbHEI HHCTUTYT NPOMbIILIeHHOH coberBernocTH (http://www] fipt.ru/)

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

9 Onncanue MaTepHAJbLHO-TeXHHYecKoH 0a3bl, HeOOXOAMMOH ISl OCYHMIeCTBJICHHHA
00pa3oBaTeILHOIO MpoIecca mo JUCIHMIIHHEe

Ne HauMeHOBaHHE CHENHAILHBIX® MOMEIICHHHA H OCHAIMEHHOCTD CHEeNHANBHBIX
n/n noMemeH i Il CaMOCTOATEIbHOH padoThl noMelleHni A NoMemeHHH A5
€CaMOCTOATEILHOH paboThI
1 YyeOHBIe ayTUTOPHH [V IPOBENCHUI ayn. Ne 207
yueOHBIX 3aHATHIA: Kommuiekr yueGHo# MeGenu
414056, r.AcTpaxans, yi. Tatumesa 186 KomnsroTeps: 15 wr.

[MepeHocHOH My TbTHMEIMAHBIA KOMIUTEKT
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aymuropun Ne207, 203, 209 HocTyt k HH(OPMALIHOHHO —
TEJIEKOMMYHHKAIHOHHOH CETH
«HHTepHET»

aya. Ne 203,
Kommekt yuebHoH Mebenu
[TepeHocHOH MyTbTUMEIHHHBIN KOMIUIEKT
Joctyn kK HH(POPMaMOHHO —
TeIEKOMMYHHUKALIMOHHOH CeTH
«HuTepHer»

ayn. Ne 209.
Kommnexr yueGuoi MeGenn
JeMoHcTpalMoHHOe 000pyAOBaHHE
KOMILTEKT
HocTyn k nHGOPMaLMOHHO —
TEJIEKOMMYHUKALUOHHOHI CETH

«HnTepreT»

2 [MomemeHHs AMA CAMOCTOSTENBHOH paboThl ayn.Ne201
414056, r. Actpaxanb, yi. TaTuiuesa 22a Komrutext yuebnoit mebenu.
aynutopun 201, 203 KomMmmeroTepsr — 8 mT.

414056, r. ActpaxaHs, yi. Tatumesa 18a, Joctyn kK HHGOPMAaLHOHHO —
bubnuotexa, YMTATBHBIH 381 TEIEKOMMYHUKAIHOHHOH CETH
«HuTepher».

aya.Ne 203
KommiekT yuebHoii mebenu.
Komneroteps! — 8 wr.
JocTyn k HHPOPMALHOHHO —
TENeKOMMYHHUKAITHOHHOH CETH
«HHTEpHETY.

OuO/IHOTEKA, TATAJIBHBIHA 341
Komruiext yuebHol mebemnm.
KommeroTeps! - 4 mT.

JocTyt k HHGOPMALIMOHHO —
TEeNEKOMMYHHKALIMOHHOM CETH
«HMuTepHeT»

10. OcobenHocTH opranuzauud ofydeHuss mo JucuHnMee «/JoKyMenmuposaHue
ynpaenendeckou OeamenvHocmuy» A HHBAJIWI0B H JIMIO C OFpaHH4YeHHBIMH
BO3MOKHOCTAMH 3J10POBbS

Jlna oOyuarommuxcsl U3 9UCIa WHBAJIKAOB M JIMI[ C OrPaHHYCHHBIMH BO3MOXKHOCTIMH
3J0pOBbS HA OCHOBAHHM IIHCHMEHHOTO 3asBICHHsA JMCUMIUIHHA «JlOKYMEHTHPOBaHHE
yIIpaBIeHYeCcKOH eATeTBHOCTHY» DPEAIH3YeTCs ¢ Y4eTOM OCOOCHHOCTEH MCHXO(H3MICCKOro
Pa3BUTHS, HHIMBHIYATBHBIX BO3MOKHOCTEH M COCTOSHMA 3/I0POBbS (Hajuee — HHIAHBHIYaTbHBIX
ocobeHHOCTEH).




PEIIEH3UA
Ha palo4yio nporpaMMmy, ONeHOYHbIEe M MeTOAUYECKHE MATEPHAJIBI 110 JHCIHILIHHE
B51.B.03 «/lokyMeHTHPOBAHHE VIIPABJICHYECKOH NedTEIbHOCTH)

OIIOII BO no Hanpasaenur nmoarotoBku 38.03.01 «Dxonomuray,

HAIpaBJIeHHOCTH (Mpoduin)

«Byxeanrmepckuii v4em, auaius U ayoumy,

10 IporpamMMme baxaiaspuam

Kysneyoevim Cepzeem Braoumuposuuem (nanee 10 TEKCTY PEIEH3EHT), IPOBENEHA PELCH3MUS
paboueit mporpaMMbl, OIIGHOYHEIX M METONMYECKMX MaTepHallOB [0 JHUCLUILIHHE
«Joxkymenmuposanue ynpaenendeckoii  deamenvHocmu» OIIOII BO no nampaBneHHIO
moarotosk# 38.03.01 «Ixonomuxay, o mporpamme daxkanaspuam, paspadotannoit B [AOY AO
BO "AcTpaxaHcknii roCy1apCTBEHHBII apXUTEKTYPHO-CTPOUTENBHBIA YHUBEPCUTET", HA Kadeape
«IKoHOMUKA cmpoumenbcmea» (pa3paboTuuK — ci. npenodasamens bozomonosa Troomuna
IOpvesna ).

PaccMmoTpeB mpencTaBneHHBIE HA PELEH3WIO MaTepHasbl, PELEH3EHT MpHINET K
CIIE/TyIOIIIM BEIBOJIAM:

[MpepwpaBnennas pabodas mporpamMMa ydeOHOH mUCIUILIHHEL «JoKyMeHmupoeanue
ynpasneHyeckol deamenvHocmu» (manee mo Tekety [Iporpamma) cooTBeTCTBYET TpeOOBaHHIM
®I'OC BO no vHanpapneHuto noaroToBku 38.03.01 «Ixkornomuka», yTBEPKIEHHOTO MPHKa30M
Munuctepera obpazoBannsa U Hayku Poccuiickoit @enepauun 12 aszycma 2020 2., Ne 954 u
3apeructpupoBarHoro B Muntocte Poccrnu 25 aszycma 2020 2., pezucmpavyuonnstic N 59425.

IIpencraBnensas B IIporpamMme axkTyaJbHOCTh Y4UeOHOM IMCHMIIIMHBI B paMKax
peamuzanun OIIOII BO He mOUIEKHMT COMHEHHIO - [OHCOHIUIAHA OTHOCHTCS K 4YacTH,
dopmEpyemoif  yuacTHHKaMH 00pa3oBaTeNBHBIX OTHOIIEHHH ydeOHoro mukiaa biok 1
«JUCUMITTUHE] (MOZYIIN)».

[MpenctaBnerssle B [lporpamme memu ydeOHONW JUCHMIUIMHEL  COOTBETCTBYIOT
tpeboBanusM ®I'OC BO manpapneswns noarotoBku 38.03.01 «3xkonomuka», HapaBIeHHOCTD
(mpoduins) «ByxraaTepeKHii ydeT, aHAIH3 H Ay IHT».

B coorserctBun ¢ Ilporpammoit 3a  gucnummHOM  «/JoKymenmuposeanue
VHPAgIeHYecKoll OeAmenbHOoCmUY 3aKpelsieHa I KoMnemeHyus, KOTopas pealu3yeTcs B
00BsIBIEHHBIX TPeOOBAHMIX.

[Mpemioxenusie B [IporpamMmme HHIUKATOPHI KOMIIETEHIHH B KATETOPHIX 3HATH, YMETh,
BIAJETh OTpaXKaroT chneuuduKy ¥ COICpKAHHE NUCLHUIUIMHEL, a InpeiacraBleHHble B OMM
IIOKA3aTel ¥ KPUTEPHH OLCHUBAHMS KOMIIETEHIMH MO JHCIUIIMHE HA Pa3sIHYHBIX 3Tarnax HxX
(GopMHpOBaHHS, & TAKXKE INKAIbl OLEHHBAHHS IMO3BOJIAIOT ONPENCIHTE CTEHNCHb NOCTHIKEHHS
3aMBJICHHBIX PpE3yJbTATOB, T.e. YPOBEHb OCBOEHHS OO0y4YalOMIHMHCS COOTBETCTBYHOLIHMX
KOMIICTEHITHI B paMKax JaHHOH NUCIMIIIMHEL

VyebHas [UCHUIUIHHA «JOKYMEHMUPOGAHUE YNPAGNCHHUECKOW OEeAMEIbHOCHIUY
B3auMOocBs3aHa ¢ apyrumu gucuumumiaamMi OIIOIT BO mo Hanmpasnenuro noarotosku 38.03.01
«IKoHOMUKa», HATpaBIEHHOCTh (mpodunb) «byxraarepckuii y4eT, aHaau3 H ayAHT» H
BO3MOXXHOCTh J1yONMpPOBaHKS B COIEPAKAHNH HE BBIABJICHA.

IlpencraBnennas  [IporpamMma — IpeamosiaraeT — HCIOIB30BAHHE  COBPEMEHHBIX
06pa3oBaTEIBHEIX TEXHONOTHH [IPH PEaTH3allHH PasIHYHBX BUIOB y4eOHOH paGoThl. POpMEI
06pa3oBaTeIbHEIX TEXHONIOTHI COOTBETCTBYIOT CENHPUKE AUCIHIIITHHEL

I[IpencTaBneHHble ¥ onucaHable B IIporpamme (GoOpMBI TEKyIleH OLEHKH 3HAHHH
COOTBETCTBYIOT CHEIH(HKE JHCIUILIHHE] A TPeOOBAHHAM K BEITYCKHHKAM,

I[IpoMexyTouHas aTTecTauus 3HAHHH 6Gakanaspa, npenycMoTpeHHas —IIporpammoi,
ocyliecTBIAeTcsS B hopMe Ik3amena. PopMbl OLEHKH 3HaHHH, NpeicTaBleHHbe B PaboueH
IIPOrpPaMME, COOTBETCTBYIOT CIEIM(HKE JUCLMIIIMHEL ¥ TPEOOBAHUIM K BEITYCKHHKAM.



VyeOHo-MeToguueckoe  oleclieyeHHe — AUCHHIUIMHBEL — IIPECTABIEHO  OCHOBHOMH,
TOTIOTHUTENLHON JIATEPATY PO, HHTEPHET-PeCypcaMu U cooTBeTCTByeT Tpebosanusam @I'OC BO
HATpaBlAeHHd  IOAroToBKH  38.03.01  «IKonomuka»,  HANpaBIEHHOCTh  (IPOQUIb)
««Byxzanmepckuil yuem, anaiu3 u ayoum»».

MaTepHanbHO-TEXHHYECKOEe obecmedeHre CcooTBETCTBYeT TpeboBanmam OI'OC BO
HarpasneHus  moarotoBkd  38.03.01  «Dkonomuxa» M cHelUU(HKE  IUCLMIUIAHEI
«/lokymenmuposanue ynpagienyeckoii OeamenbHocmu» ¥ O00ECIECUHBAET HCIIONB30BAHUE
COBPEMEHHBIX 00pa30BaTENbHEIX, B TOM YHCIIE HHTEPAKTHBHBIX METOJ0B O0y4ICHHS.

[IpescTaBNCHHbBIE HA PELEH3HIO OIEHOYHEBIE H METOJMYECKHE MaTepHaibl HallpaBICHHUS
moarotoBku  38.03.01 «IkoHomuxa» pa3zpaboTaHel B COOTBETCTBHH C HOPMATHBHBIMU
JIOKyMEHTaMH, MPeACTaBIeHHEIMHA B IporpaMme, ONEHOYHEIE ¥ METOIUYSCKHE MaTepHANbI 110
IUCLHIUIAHE  «/JOKyMeHmuposéanue ynpasneHyeckoil oeameibHoCHuy» TPEIHA3HAYCHBI [UIT
TEKYIIEro KOHTPOJISA W MPOMEKYTOYHOM aTTeCTallMH M IpelCTaBiseT COOOH COBOKYIHOCTH
paspaboTaHHBIX Kadeapolt «IKoHOMUKA CHPOUMENbCMEa» MATepHaloB [l yCTAHOBIEHHUS
YPOBHS M KAyeCTBa JOCTHKEHHS 00ydarolUMHUCs Pe3yIbTaToB 00ydeHHS.

3agauaMy OIIEHOYHBIX M METOIMYECKUX MATEPHAIOB SABJIAETCH KOHTPOIb H yNPaBICHHE
IIPOIIECCOM, OCBOEHHS OOYYarolMMHUCS KOMIICTCHIHH, 3aiBJeHHBX B 00pa3oBaTeNbHOM
IporpaMMe 1o JaHHOMY HaIpaBIeHHIO NojAroToBkH 38.03.01 «IKoHoMuUKa», HAPAaBICHHOCTD
(npodmiie) «ByxXrajiTepcKHH y4eT, aHAIH3 H ayJIuT.

OueHOUHBIE M METOJMYECKME MATepHallbl [0 [IUCHUIUIMHE  «/JoKymenmuposanue
VRPAGNEHYECKOU OesAme/lbHOCHUY TIPE/ICTABIICHBL!

- 3aJIaHUSIMH JUIsE KOHTPOJIBHOH paboTEl

- TECTOBBIMH 3aJaHUAMH

- BOIIPOCAMH K 3K3aMEHY.

JlaHHEIE MaTepHaibl MO3BOJSIOT B IOIHOH MEPE OIEHHTh PE3yNBTaThl OOy4YeHHS IO
macnunade  «/Jokymenmuposanue ynpasnendeckoi odeamensnocmuy B AIACY, a rtaixe
OLIEHHUTH CTENEeHb CHOPMUPOBAHHOCTH KOMIIETEHIIHH.

OBIIHUE BBIBO/bI

Ha ocHOBaHMH IPOBEJCHHOH PELCH3MH MOXHO CIENaTh 3aKIIOYCHHE, YTO XapakKTep,
CTPYKTypa M cojepkanue pabodelfl MporpaMmbl, OLUEHOYHBIX H METOAHYECKHX MAaTEpHAloB
mucammiast B1.B.03 «Joxymenmuposanue ynpasnenyeckoii deamensrnocmuy OIIOII BO mo
HanpaBleHUIO ToaroToBKH 38.03.01 «DKonomuka», TO TIpOrpaMMe Oakanaspuam,
paspaboTanHas cm. npenodasamenem Bozomonosoii JIoomunot FOpeegHotl COOTBETCTBYET
tpebopanmsasM ®I'OC  BO, coBpemMeHHBIM TpeOOBaHWSIM  OTpacid, pBIHKA  TPyAa,
npo()eCCHORANBHBIX ~ CTAHJapTOB  HANpaBlieHus  moArotosku  38.03.01»konomuxar,
HanpasJieHHOCTh (mpoduib) «ByxraaTepckuil y4er, aHAJIH3 H AyAMD» H MOTYT OBITH
PEKOMEH I0BaHEI K HCIIONIB30BAHHIO.

PelieH3eHT:

Crenens, J0DKHOCTh, MECTO PAabOTHI

[erepansusit gupektop OO0 «AMC»
C.B. Ky3nenos

H.0.®




PEIIEH3 M
Ha pafo4yio mMporpaMMmy, oleHOYHbIE H METOAHMYECKHE MATEPHAJIBI N0 JHCHHILIHHE
B1.B.03 «/loxkyMeHTHpOBAHHE YIIPABJIECHYECKOH JeATEJILHOCTH

OITIOII BO mo HanpaBjeHHI0 noAroToBKU 38.03.01 «Ixonomuxay,

HATIPaBJIeHHOCTH (IpodHIIb)

««byxeanmepckuil V4em, auanius U ayoumm»y,

1o nporpamme bakaragpuam

HMomanoesim Anexceem Huxonaesuuem (nanee 1o TEKCTY PEIEH3EHT), [IPOBENCHA PELEH3HA
pabouelt mporpaMMBI, OLEHOYHBIX W METOJMYECKHX MATCpPHAloB II0  IHCIMILIHHE
«doxkymenmuposanue ynpaenendeckoii  deamenvrnocmuy OIIOII BO mo mHampaBieHHIO
noaroToBkd 38.03.01 «IKxoHomuka», 110 IporpamMmme Gaxaragpuam, paspaboransoi 8 TAOY AO
BO "AcTpaxaHCKHH rocyIapcTBEHHBIN apXUTEKTYPHO-CTPOHTENIBHBI YHHBEPCUTET ", Ha Kadenpe
«IKoHomuxa cmpoumenscmea» (paspaboTIHK — cm. npenodasamens bozomonosa /Ilroomuna
HOpbvesna ).

PaccMoTpeB mpejcTaBleHHBIE HA PELEH3WI0 MaTepHalbl, PElEH3CHT IpHINeT K
CIIEIYIOILIHM BEIBOJAM:

[pemssiBienHass pafodas mporpaMva yueOHOH MUCHHIUIAHBL «/JOKyMeHmuposanue
ynpaenenueckoii deamensHocmuy (nanee 1o TeKcTy IIporpamMma) COOTBETCTBYET TPEOOBAHMIM
®I'OC BO mo HampasieHHIO TOATOTOBKH 38.03.01 «IKoHOMUK@», YTBEPKICHHOTO IPUKAa30M
MunncTepetsa obpasosanust 1 Hayku Poccuifckoit @enepamuu ot 12 asrycra 2020 r., Ne 954 u
3aperucTpupoBannoro B Muniocre Poccrn 25 asrycta 2020 r., peructpamuonnsii N 59425,

IMpencrasnennas B I[lporpaMMe aKTyalbHOCTh Y4YeOHOH [HCLMIUIMHBI B paMKax
peammzar OITOII BO He MOAIEXKMT COMHEHHIO - MHCLMIUIMHA OTHOCHTCS K 4YacTH,
dbopmupyemolt yuacTHHKaMEH 00pa3oBaTeNbHBIX OTHOmMEHHH ydyeOHoro uwmkna bmok 1
«JIMCIUILTHHEL (MOITYIIH)Y..

Ipencrasnennsie B [Iporpamme nemm ydeOHOHW MCUHIIIAHBI  COOTBETCTBYIOT
tpebopanusaM OI'OC BO nanpapnenus noarotosku 38.03.01 «IxkoHomuka», HapaBIeHHOCTh
(mpodus) «ByXrajaTrepeKHH yaeT, aHAIH3 U ayJUT».

B coorBercTBMH ¢ IlporpamMmod 3a  OUCHHMIUIMHOM  «/JoKymenmuposanue
ynpasienveckoii  OeamenibHOCHUY 3aKpeIieHa I KomnemeHyuA, KOTOpas peanusyercsd B
00BsABIECHHLIX TpeOOBaHHUIX.

IIpemioxentble B IIporpaMMe MHIUKATOPBI KOMIIETCHIUH B KaTerOPUAX 3HATh, YMETh,
BlafeTh OTPAKAIOT CIENHHUKY M CONEpKAaHHE JWUCUMILIMHEL, a HpencTasienusie 3 OMM
NOKa3aTelX ¥ KPUTEPHH OLEHHBAHMS KOMIICTCHLUH 110 JUCIUIUIHHE HA PAa3IMYHBIX 3Tallax HX
(GopMupoBaHus, & TAKKE MIKAThl ONEHWBAHHMS IO3BOISIOT ONPEJENHTH CTCHEHb JOCTHXECHHA
3asBJIEHHBIX pE3yNbTaToB, T.6. YPOBEHb OCBOGHHA OOYYarOIIMMHCS COOTBETCTBYIOIIHX
KOMIIETEHI[MH B paMKax JTaHHOH JUCLHMITTHHEL

VyeGuas MUCHHIUIHHA «/JOKYMeHMUposarnue YnpasieH4eckoi  O0eAmelbHOCH)
B3amMocBs3aHa ¢ apyrumu aucrumraHami OTIOII BO mo Hanpasnenuto moarotosku 38.03.01
«IKOHOMUKA», HaNpaBIeHHOCTH (Ipodmis) «ByxraaTepckuid yd4er, aHAJIH3 M ayIuT» H
BO3MOYKHOCTE IyOIHPOBAHUA B COJEPKAHUH HE BBIBIICHA.

[IpencrasnenHas  [IporpamMma  IIpEAmoiaraeT — MCIOIB30BAHME  COBPEMEHHBIX
06pa30BaTEMBHEIX TEXHOIOTHH IIPH Peai3alidd PasiIMYHbIX BHIOB y4eOHOH paboTel. DOpMEI
06pa3oBaTeNbHbIX TEXHONOTHT COOTBETCTBYIOT CHIECLH(HKE THCIHILIHHBL.

IIpencraBiennble H omucanuble B [lporpamme (OpMBEI TeKymleH ONEHKH 3HAHUH
COOTBETCTBYIOT CIIEIM(HKE AUCIUIIAHE] B TPEOOBAHUSAM K BBIY CKHHKAM.



ITpomesxyTounass arTecTanysl 3HaHUM Oaxanaepa, npenycMmoTpenHas [Iporpammoi,
ocymecTBisieTcs B dopMe Ik3amera. PopMBl OLEHKH 3HAHWM, IpeicTaBleHHbIe B Paboueit
IIpOrpaMMe€, COOTBETCTBYIOT CIENU(UKE TUCIUILUIMHEI U TPeOOBAHUIM K BBIILYCKHUKAM,

VYyebHo-MeTonuueckoe — obecriedeHHe — JUCHHIUIMHBL  OPENCTaBI€HO  OCHOBHOM,
IOMIOMHUTENBHOM MUTEpaTypol, HHTEPHET-pECypcaMu B cOOTBETCTBYET TpeboBanusm OI'OC BO
HanpaBlieHus  nonrotoBku  38.03.01  «3xonHomuka»,  HaUpaBIeHHOCTE  (TpodHIib)
«bByxraiTepcknii yaer, aHAIH3 M Ay JUT».

MarepuanpHo-TexHudeckoe obecrnedenue coorBercTByer TpeboBanmsm OI'OC BO
HanpapiaeHds  noaroroBku  38.03.01  «IkoHomuka» W crneldQUKE — JHCLHIUIHHEI
«Joxymenmupoganue ynpaenenueckou OeamenvHocmuy ¥ 00eCIEUNBAET HCIIONH30BAHUE
COBPEMEHHBIX 00pa30BaTeNbHbIX, B TOM YHC/IE HHTEPAKTHBHBIX METOAOB 00yUEeHHS.

[IpencraBieHHbIe HA PEIEH3MIO OICHOYHBIE H METOJWYESCKHE MaTepHallbl HAIPaBICHHUA
noarotoBku 38.03.01 «3Ixonomuxa» pa3paboTaHBl B COOTBETCTBHH C HOPMATHBHBIMH
IOKYMEHTAMH, [IpeJCTABIEHHEIMH B IporpaMMe. OleHOYHEBIE M METOAMYECKHe MaTepHallbl 110
TUCLMIUIHHE  «/OKYMEeHmMuUposanue ynpagieH4eckol OeamenbHocmuy TNpeaHa3sHAYeHBl 1A
TEKYIIET0 KOHTPOJIS M IPOMEKYTOYHOH aTTECTALMH H TIPEJCTaBIseT cOOO0H COBOKYNHOCTB
paspaboTaHHEIX Kadenpoil «IKOHOMUKA cMpoumenscmea» MaTEepHasoB JUisd yCTaHOBIIEHHS
YPOBHS M Ka4eCTBA JOCTHKEHUSA 00ydalOmMUMUCS pe3yIbTaToB 00y4eHHU .

3agauaMu OIEHOYHBEIX U METOOMUECKHUX MaTE€PHUaIOB SBJIAETCS KOHTPOJb M YIPaBIEHHE
IIPOIIECCOM, OCBOeHHs O0O0y4arolmuMUCs KOMIIETEHIWH, 3adBIC€HHBIX B 00pa3oBaTelbHOH
IIporpaMMme 0 JAaHHOMY HarpaBleHHI0 noaroToBku 38.03.01 «IkoHomuKka», HaIpaBIEHHOCTb
(npodune) «bByxXraaTepckuii yqer, aHAJIH3 H ayIHTY.

OneHoYHBIE M METOAMYECKHE MaTepHalbl 110 JUCHUILIHHE «/JOKyMeHmuposarnue
yRpagneH4ecKkoi deamenbHOCHMUY TPENCTABIECHBI:

- 3aJIAaHUSIMH 711 KOHTPOJEHOH paboThl

- TECTOBBIMH 3a/laHUAMH

- BOIIPOCAMH K 3K3aMEHY.

JlaHHBIE MaTepHasibl MMO3BOJISIEOT B IIOIHOM Mepe OLEHHTH pe3yNbTaThl OOYYEHHd II0
macnuIuiaHe  «/Jokymenmuposanue ynpasnenveckoi oOeamenvrnocmu» B ATACY, a takke
OLIEHHUTH CTENEHb CHOPMHPOBAHHOCTH KOMIIETECHIIHH.

OBIIHUE BBIBO/IbI

Ha ocHOBaHWE NPOBEACHHOH DEIEH3MH MOXKHO CHENaTh 3aKIIOUEHHE, YTO XapakTep,
CTPYKTYpa ® coiepikanue paboded NporpaMMBbl, OIEHOYHEIX H METOAHIECKHX MAaTepHAalIOB
mucnumaasl 51.B.03 «Joxymenmuposanue ynpaenenueckoii deamensrnocmuy OIIOII BO no
HampaBieHuo noarotopki  38.03.01 «DKonomuka», 1O TporpaMMme Oakanaspuam,
paspabotaHHas cm. npenooasamenem bozomonoeoiu JTwoomunoi HOpveeroii COOTBETCTBYET
tpebopanusm ®I'OC  BO, coBpemMeHHbIM TpeOOBaHHAM  OTPAacid, pBIHKAa TpYy.a,
npodeCCHOHANBHBIX ~ CTAHIapTOB  HampaBieHHs  IoAroToBkH  38.03.01»Ixonomukan,
HanpaBIeHHOCTh (mpoduib) «Byxraarepckuii yder, aHaJ M3 M AyIMT) H MOryT OBITh
pPEeKOMEHIOBAHBI K HCIIOIB30BAHHMIO.

Penensenr: // ety F
[eHepanbHBIH IMPEKTOP: . Ny
2 A.H. Toraros
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AHHOTANHA

K pabodeli mporpaMme JACHHILTHHBI «JIOKYMEHTHPOBAHUE YIPABICHYSCKON JEATEITEHOCTHY
110 Hanpasirennto moaroTosku 38. 03.01 Sxonomuka
HANPaBICHHOCTH (IPOQHIIB)

«Byxeanmepckuil yuem, aHanu3 u ayoumn
O6uian mpyooemKkochb OUCYURIUREL COCMAsiaem 3 3auemHble eOunuybl
Dopma nPOMeHCYMOUHO AMMECMAUUN: IK3AMEH

Ienbio yaeOHOM JTUCIHUINIHHBEL «/JOKYMEHMUPOSAUe YNPaGIenyeCcKoU OesmeNbHOCUY
ABnstercss  (hOPMHEPOBAHHE KOMIETEHIHH OOYYalolerocs B COOTBETCTBHH C TpeDOBaHHSIMH
DelepalbHOrO TOCYapCTBEHHOrO 00pasoBaTeNBHOTO CTAaHJApTa BHICHIErO 00pa3oBaHHA TIO
HarpasienHio noarorosku 38.03.01 «DxoHoMuKaY.

VueGHas AUCHMILINHA «/JOKYMEHMUPOBAHUE YNPABIEHYECKOt 0eAMenbHOCHUY) BXOAMT
B Baox 1 «Iucoummaey (MOXYIH)» 9acTh, (QopMupyeMas yYaCTHUKAMHA
o6pazoBaTeNbHBIX OTHOmeHWH. JII8 OCBOGHHA JHCIMIUIMHBI HEOOXOJIMMEI 3HAHHA,
TIOJTyYeHHBIE TIPH W3Y49eHHH CICAYIONHX JIUCUHILIHH: «Ky/ibTypa pedy u AEN0BOe obmmeHue,
«Jenosas atuka», « MeHEIDKMEHT».

Kpartkoe coaep:kaHHne JHCUMILUTHHBL:
Paszen 1. JIOKyMeHTUpPOBAHKE YIIPABIEHIECKOH eATeNBHOCTH B PD. Yauduxauus 1
CTaHapTH3aKs TOKYMEHTOB.
Pasnen 2. CHcTeMa OpraHH3aHOHHO-PACIOPAIUTEIBHON TOKYMEHTAllH.
Pasyien 3. JIOroBOpHO-IPaBOBAs NOKyMeHTAIHsl. JIOKyMEHTAIIHS [0 BHEIIHEIKOHOMHIECKOH
JESTEIBHOCTH.
Pasnen 4. JIokyMeHTAIHs 1O TPYAOBBIM IIPABOOTHOIICHHUAM.
Pazpmen 5. IIpeTeH3MOHHO - HCKOBAs TOKYMEHTAIIH.
Pazpnen 6. Opraanzamnus paboTEI ¢ JOKYMEHTaMH.
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MunucTtepcTBo 00pa3oBaHHUA M HaYKH AcTpaxaHcKoH o0aacTH
locyxapcTrBeHHOe aBTOHOMHOe o0Opa3oBaTeJbHOE YUPElXKAECHHE
AcTpaxaHckoi o6GaacTu Bricmero o6pa3oBaHHuSA
«ACTpaxXaHCKHH rocyiapcTBeHHBIH apXHTEKTYPHO-CTPOHUTENbHBIH
YHHBEPCHTET»

(FTAOY AO BO «ATACY»)

Y T. BEP}K'MIO

OILEHOYHBIE U METOIUYECKHE MATEPHAJIbI

HauMeHoBaHHE JHCUHIUIHHBI I[OKYMGHTHDOB&HHC vnpaBnquecxoffi AJEATCIIBHOCTH

(yKasbléaemcs HAUMEHOBAHUE 6 COOMEEMCMEUL C Y4eOHbIM NIaHOM)
Ilo HApaBJ/IeHHIO MOATOTOBKH

38.03.01 «DxOHOMHKA»

(YKazbl6aemcs HauMeHosaKUe Hanpasienus no020moeku 6 coomsemcmeuu ¢ PI'OC BO)

HanpasiieHHOCTH (IPOHIIL)

«ByxXranTepcKHi yUeT, aHanus U ayauTy,

(ykazvigaemes Haumenosanue npoguia 6 coomeememeuu ¢ OIIOI)

Kadeapa DKOHOMHKA CTPOUTEILCTBA

Kpanudukanust BeurycKHuKa OaKanaBp

Acrtpaxans - 2021



Pazpaborunkxm: /

/ST -
Cr. mpenoaasarens kadeaper 9C E /g'(-C/&}' — [JL.FO. Boromonoga_/
(3aHuMaeMast I0JIKHOCTb, (mommuMch) H. 0. @.

yu&Has CTENEHb H yI8HOS 3BAHHE)

OreHOYHEIE W METOAMYECKHE MaTepHAbl PACCMOTPEHBI M YTBEPXKASHBI Ha 3acefaHuu Kadeaps

« IKOHOMUKA CINPOUMENbCBA mpoTokon Ne 12__ ot _31 ._05. 2021 T.
3aBemyromui kadenpoit 729 [M.AMuruenko /

(nom"f;;r,) 1. 0. ®.
CoriacoBaHo:

ITpencenarens MKH «3xoHoMuKay, HaIpaBIeHHOCTH (IIPOYHIb)

«byxranrepckuii yueT, aHaIH3 M ayUT» 7 . il [M.A MuTueHko/
/ (mommice) H.O.@
, T, Huebncs,.
. ol (nonrf;/{cz.) HO O
Crnenuamct YMY LWV/- 105 %/M&J&Wt
(noanuce) HO©

Havansaux YMY




COJAEPXKAHHUE:
Crtp.
1. | OueHoYHBIC M METOAMYECKHE MaTEpHAIIbI sl IPOBEACHUS TEKYIIEro KOHTPOISA 4
YCIIEBAEMOCTH IIPOMEKYTOUHOM aTTeCTallil 00yJaloIXcs 10 JUCIMILIHHE
L.1. | ITepeuens xomMmeTennmit ¢ yKazaHueM 3Taros X GOpMEPOBAHHS B IPOLECCE 4
ocBoeHHUs 00pa3oBaTesIbHOM IporpaMm
1.2. | Onucanne moxasaTeneit 1 KpHTEpHEB ONEHUBAHUS KOMIICTEHIIMN HA PA3THYHBIX 5
sTanax ux hopMHPOBAHMS, OIIHCAHUE IIKaJ OlEHHBAHHS
1.2.1. | IMepeuens oreHOYHBIX CPEACTB TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH 5
1.2.2. | Onucanue mokasarenelf # KPUTEPHEB OIEHHBAHMS KOMITETEHIIAH 11O TMCLH- 6
IUTHHE Ha Pa3JIMYHBIX dTanax HX GOpMHPOBAHHUS, OIMCAHHE IIKAJl OLICHHBAHMS
1.2.3. | IlIkana onenuBanus 7
2. | TunoBble KOHTPOIbHBIE 3aJaHUA MM HHBIE MAaTEPHAIEL, HEOOXOLUMbIE IS 8
OLICHKH 3HAHHH, YMEHHM, HABBIKOB, XapaKTEPHU3YIOIIHUX 3Tanbl GOPMHUPOBAHHS
KOMITETEHIIHH B IIPOLIEcCe OCBOSHHS 00pa30BaTEIbHON IPOrpaMMBI
3. | Iepedens u XapaKTEPHCTUKHA NPOLEAYPHI OLCHHBAHNS 3HAHUI, yMEHHUI, HABHI- 12
KOB, XapaKTepPHU3YIOIMKX STans! GOPMUPOBaHHs KOMIICTEHIHM
[Tpunoxenue 1 14
3 16

[Tpunoxenue 2
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2. TunoBble KOHTPOJIbHBIE 33aHUs WIH HHble MaTepHAJbl, He00X0AHMBbIE ISl OLEHKH
3HAHHMIA, YMeHHUil, HABBIKOB, XapaKTePH3YHIUX 3Tankl (GopMHPOBAHHS KOMIIETEHUHH B
mpoiuecce 0cBoOeHNs 00pazoBaTeIbHOH MPOrPaMMbI

THUIIOBBIE 3AJJAHUS JIJIS1 IIPOBEAEHHUS ITIPOMEKYTOYHON ATTECTAITNU:

2.1. Dk3amMeH
a) THTIOBBIE BOIIPOCH! (3aaHus)

32 YK-4.1. (3nams)

DB

&

90 73

9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19,
20.

2l
22,
23,
24.
29,

CocTaB HOpMaTHBHO-MeToaM4ecKoii 6a3elr JJOY.

Cranaptizanns u yaudukanus cuctemsl JJOY.

O6mepoccuiickue kiaccudUKaTOpel JOKYMEHTALUH.

TocymapcTBeHHas CHCTEMA JOKYMEHTAIIMOHHOTO 00eCIeYeH s YIIPABICHUS.
VHHHIIMPOBAHHAS CHCTEMA OPTaHM3aIHOHHO-PACIIOPAMUTENEHOM JOKYMEHTALHH
(YCOPL).

dopmynsap-o6pasel] OpraHU3alHOHHO-PACIOPAIUTeNbHOH qokymenTamuu (OP/I). Pexsu-
3UTEHI ¥ OIIaHKY.

braHky JOKYMEHTOB H TpeOOBaHHS K HUM.

Crpykrypa jqokymenta. TpeGoBanus k opopmuenuto goxkymentos o 'OCT P 6.30-
2003.

IIpaBuiaa oGOpMIIEHHS OCHOBHBIX BHIOB OpPraHH3allOHHO-PACIOPSAMTENEHBIX HOKY-
MEHTOB

CucTeMa OpTaHU3alHOHHON JOKyMEHTAIlHH.

CucTeMa pacropsauTeIbHON JOKYMEHTAIHH.

Cuctema uH(OpMAaIHOHHO-CIIPABOYHOMN JIOKYMEHTAIUH.

CnyxeOHas nepenucka Ha IpeIpHITHH.

ITpaBuia oopMIEHHUS ¥ BBIIAYH KOMHI JOKYMEHTOB

JlenoBas peds ¥ ee TpaMMaTHIECKHe 0COOEHHOCTH.

Jloruueckoe nNocTpoeHUE JOKYMEHTOB.

Opranu3amms IpreMa, pacCMOTPEHHS, PETHCTPALMH U HCIIOJTHEHHS IOKYMEHTOB
[TpoxosKIeHHE U TOPSIOK HUCIIOTHEHHS BXOIAIIHMX JOKYMCHTOB.

[TpoxoskaeHue HCXOIAIIHAX B BHYTPEHHHX I0KYMEHTOB.

OcoBGeHHOCTH OpraHu3ali paboThl JO/DKHOCTHRIX JHIL ¢ KOHQUACHIMATBHBIMA JIOKY-
MEHTAMH H OJaHKaM¥ CTPOroi OTUETHOCTH.

PafoTa ¢ muchMaMH ¥ 00paleHHsIMU IPa<IaH.

OpraHu3amus ONepPaTHBHOIO XPaHEHUs JOKyMeHTOB. HomeHkaTypa Jei.

DKenepTr3a NeHHOCTH JOKYMEHTOB.

[oaroroBka ¥ mepeAada JOKYMEHTOB Ha apXUBHOE XPAHCHHUE.

OcoBGeHHOCTH JIOKYMEHTAIMOHHOrO obecreucH s OyXranTepCeKod AeATeNbHOCTH IIPEa-
MIPUSATHL

26.CoBpeMeHHbIE 3JIEKTPOHHBIC CHCTEMBI YIIPABICHUS H PabOThI C JOKYMEHTAMK
27. CoBpeMeHHBIE YHHBEPCAIbHBIE HHGOPMAIlHOHHbIC TEXHOIOTHH [l COBEPIICHCTBO-

BaHHA JJOKYMEHTHPOBAHH YIIPABICHYECKOH eI TEIHOCTH

28. XapaKTepHCTHKA CHCTEM IIEKTPOHHOTO YIPABICHUA TOKYMEHTAMHI OV
29. Bribop addextuBHOH COVY/] (KmaccuuKanus CHCTEM 3JIEKTPOHHOTO YIIPABIECHA

JIOKyMEHTaMH)

30. CHCTEMBI aBTOMAaTH3aIHHA IEIONPOU3BOACTRA i ToKyMeHToobopoTa (CAJ)

31

TlocreEme paspaGOTKH Ha POCCHHCKOM DBIHKE CHCTEM aBTOMATH3alMH [OKYMEHTO000-

pora

32. 3aMHUIEHHOCTD ANMEKTPOHHOrO JJOKyMEHT0000pOoTa
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Kpumepuu oyerusanus

HpH OlleHKE 3HAHHH HA 3K3aMEHE YUYHTEIBACTCA:

YpoBeHb chOPMHPOBAHHOCTH KOMIIETEHIIHI.
VpoBeHb YCBOCHHS TEOPETHUESCKUX HONOKSHHN NUCLHILIHHEL, IPaBHILHOCTE hopMy-

JINPOBKH OCHOBHELIX IMOHATHH U BHKOHOMepHOCTeﬁ.

VYpoBeHs 3HaHUS (HAKTHIECKOI0 MaTepHana B 00beMe IIPOrPaMMEL.
Jloruka, CTPYKTYpa H IPaMOTHOCTE U3JI0KEHHS BOIIpOca.

YMeHue CBA3aTh TEOPHIO C MPAKTHKOH,

Vmenue nenath 00001eH s, BEIBOABI.

Ne
n/n

Onenka

KpuTtepnn oneskn

OTaHYHO

OTBeTHI HA MMOCTABIEHHEIE BOIIPOCH! M3IararoTcsA JIOTHYHO, MOC/Ie0Ba-
TEJNBHO W He TpeOYIOT NOMONHUTENBHBIX N0sACHeHUH. [IoTHO packpriBa-
FOTCS TPUYHHHO-CIIEAICTBEHHBIC CBA3H MEXKIY ABICHUAMH U COOBITHAMM.
Jlenarotca 060CHOBaHHBIE BEIBOMEL. JIeMOHCTPHpPYIOTCA rTy6oKu1e 3Ha-
Hus 6a30BBIX HOPMATHBHO-NIPABOBEIX akToB. COOIIOAa0TCA HOPMBI JIH-

TEpaTYpPHOH pedH.

Xoporo

OTBETHI Ha MOCTABJIEHHBIE BOTIPOCHI H3/IAraloTCa CUCTEMaTH3HPOBAHO H
noc/ie10BaTebHO. Ba30BRbIe HOPMATHBHO-TIPABOBEIE AKThI HCIIONIB3YIOT-
cs, HO B HEJOCTATOYHOM oObeMe. MaTepuan uanaraercs YBEPeHHO.
PacKpbITE! IPHYHHHO-CIIEICTBEHHBIE CBSI3H MEXKTY ABIEHHUAMH U COOBI-
THIMH. JleMOHCTpHpYyeTCs YMEHHE aHaTH3HPOBaTh MaTepyal, OHAKO
He BCe BLIBOJIBI HOCAT ApTyMEHTHPOBAHHBIH U OKa3aTebHBIA Xapak-
tep. CobIoaaroTess HOPMBI JIMTEPATYPHOH PEYH.

Y noB1ETBOPUTENLHO

JlomycKkaroTCs HAPYINEHHUS B TTOCTIEI0BATETBHOCTH H3JI0KEHHA. MMe-
10TCH YIIOMHHAHHA 06 OTAenbHEIX 6a30BEIX HOPMATHBHO-TIPABOBLIX aK-
Tax. HenonmHo packpbIBarOTCs MPHYMHHO-CIIEICTBEHHBIE CBI3H MEXKITY
ABJIEHUAMH M COOBITHAMH. [IeMOHCTPHPYIOTCS MTOBEPXHOCTHBIE 3HAHHUSA
BOIpOCa, ¢ TPYAOM pellarTes KOHKpeTHbIe 3a1auu. Mimerotes 3aTpya-
HEHHMs ¢ BBIBOJIAMH, JIOTTYCKAIOTCA HapyLIeHHs HOPM JINTepaTypHOM
PEYH.

HeynoeneTBOpHTENBHO

MatepHan u3jiaraeTcs Hermocnea0BaTeNbHO, COMBUHBO, HE TIPECTABIIAET
onpezeNIeHHON CHCTEMBI 3HaHUH 110 AucummnkHe. He packpbiBatoTcs
TIPUYHHHO-CIECTBEHHBIE CBSI3H MEXIY ABICHUAMH H coObrTusMu. He
NPOBOAMTCS aHaau3. BeiBoabl OTCYTCTBYIOT. OTBETHI Ha JOMOIHHTEb-
HbI€ BOTIPOCHI OTCYTCTBYIOT. MMeroTCs 3aMeTHBIe HapyILIeHUsS HOPM JIH-
TepaTypHOH peuH.

3auTeHo

BricTaBseTcs pU COOTBETCTBHM MapaMeTpaM K3aMEeHALIMOHHOK
WKaJAbl Ha YPOBHAX GOTIMYHOY, (XOpOIIO», «yAOBJICTBOPHTEIEHON.

He zaureno

BricTraBnsercs IIpH COOTBETCTBHH ITapaMeTpam 3K3aMEHALHOHHOH
INKAJIBI HA YPOBHE «HEYAOBJICTBOPHTEIIBHO.
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THUITIOBBIE 3AJAHUA 115 ITPOBEJEHHSA TEKYIHIEI'O KOHTPOJIS:
2.2. Tecr

a)  Tunosoii xomnnexm 3a0aHuil 01 8X00H020 MECMUPOBAHUSL

1.Kakux ¢popmaroB Oymara npaMeHsieTcs IJIi H3r0TOBJIeHHA 0JIAHKOB TOKYMEHTOB:
a) A4, A5;
6) Al, A6;
B) A3, A7.

2. Kakue pa3mMepsl noJjeii J0JuKHBI HMeTh OJ1aHKH JOKYMEHTOB:
a) 1m.10MM, 1.20MM,B.-20MM, H-20MM;
6) m.10mmMm, J1.15MM,B.-20MM, H-20MM;
B) 1. 10MM, 71.10MM,B.-20MM, H-20MM.

3. 'ne m npu KakuX ycJoBHAX NpuMmensiercss pekBH3HT «[ocygapcrBennslii repb Pocenii-
ckoil Menepanun»:

a) Ha OJIaHKaX [eHTPaJIBHEIX OPraHoB (eepalbHOM HCIIOTHUTENBHOM BIIacTH;

0) Ha OaHKax pacmopsAOUTEIbHBIX NOKYMEHTOB;

B) Ha CIIPABOYHOH JJOKYMEHTALIHH.

4. Ha xkakux JOKyMeHTax He mpocraBjsieTcsi pekBH3HT «HanmeHoBanue BHIa J0KYMEH-
Tan:

a) B OjaHKe IHCHMA;

0) B OnmaHKe INpUKas;

B) B OJaHKe IpPOTOKOIA.

5. Illupuna moJis cjieBa Ha cJIyKeODHOM MHCbMe J0/KHA OBITH He MeHee:
a) 2 cM;

0) 2,5 cm;

B) 3 cM.

6. Pezotionusi pyKoOBOJAHTEA HA JOKYMEHTE PacIoiaraerce:
a) B JIEBOM HIDKHEH YacTH MOJIA JOKYMEHTa,

6) B mpaBoit BepXHEeH JacTH 110711 JOKYMEHTA,

B) B IIPaBOM HMIKHEN JacTH MO JOKYMEHTA.

7. B kakoM ciaydae npaBaiabHo odopmiieH pexBH3AT «lloanuen» Ha GiaHKe JOKYyMeHTa:
a) upextop mKomsl Ne 25 B.A. IletpoBa;

6) JJupeKTop LIKOJIBI [Terpora B.A.;

B) JlupexTop B.A.Ilerposa.

8. Kakue u3z C3JI(Ad-hoc, ACKH]I, Groupware, Docflow, Workflow) Bkmoqaior B cebs
3JIEKTPOHHYI0 OYTY HJIH paboTy ¢ Hel?

1) Bce BBIMIENIEPEIHCICHHEIE;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKHM]I.

9. Kakas C3/I nmpeacrasJjsieT co00if MOTOK padoT HJIM XeJIOBLIX POLeccoB?
1) Workflow;

2) Docflow;

3) Groupware,
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4) Bce BBIIIENIEPEIUCIIEHHEIC CHCTEMBI.

10. I're npumensitoTest cucrembl kiaacca Workflow ?
1) 6ankH, cTpaxOBEIC KOMIIAHHH;

2) GyxranTepus, ayJUTOpcKue GupMsr;

3) HAJIOTOBBIE OPTaHBI;

4) Bo Bcex cepax.

11.B kakoii cucreme CY]I ecTh CTPOTHii perjiaMenT Nponeayp 00padoTKku JOKyMeHTOB?
1) Docflow;

2) Workflow;

3) Groupware;

4) ACKM/]L.

12. Kakue 10/1530BaTeIH YIPABJIMIOT pa3paboTKoii cnenudukanuu B cya01?

1) aAMHUHHCTPATOPEI;

2) yIpaBIIAIOLIME JACTIAMH;

3) apXHMBHCTEI,

4) coTpyIHHKY 00LIeaIMHHACTPATHBHEIX B (YHKIMOHABHBIX CTPYKTYPHBIX Topa3ieIeHHuH.

6) Tunosoti KoMnIeKm 3a0aHUtl Ol UMO206020 MECMUPOEANIA (IIpunosicerue 1)
6)  Kpumepuu OYeHUsanHus

[Ipu oLeHKe 3HAHWH OLEHUBAHUA TECTOB yIUTHIBACTCA:

YpoBeHb cHOPMUPOBAHHOCTH KOMIICTECHIIHH.

YpoBeHb YCBOCHHUS TEOPETHUECKHX IONOKEHHH MHCIUIUIHHEL, NPABHIBHOCTD bopmy-
JIAPOBKY OCHOBHBIX TIOHATHI M 3aKOHOMEPHOCTEH.

VpoBeHb 3HaHHs GAKTHIECKOro MaTepyaia B 00beme IPOrpaMMEl.

Jloruka, CTPYKTypa i IPaMOTHOCTD H3/I0XKEHHA BOIPOCa.

VMeHHE CBA3aTh TEOPHIO C IPAKTHKOH.

VMmenue nenarh 0000mesns, BEIBOJIBL.

Ne Ouenka KpuTepuun onenKd
n/n
1 2 3

1. | 3auteHo BEICTAB/IAETCSA [P COOTBETCTBHM [IAPAMETPaM SK3aMEHAIMOHHOH

KBl HA YPOBHAX «OTIHYHOY, «XOPOLIO»,

«yIOBJICTBOPHTEIBHOY.

2. | He 3auteno BhICTaBISETCA IPH COOTBETCTBUM NapaMeTpaM 3K3aMeHaIMOHHOH

[IKATB] HAa YPOBHE HEY/IOBJIETBOPUTEIEHOY.

D =

N vk w

2.3. KonTpoJsuas padora.
a)  3adanus ona konmponvroi pabomel (IIpunosxcenue 2)

6) Kpumepuu OyeHUsanusl.

BrimosHseTcs B nucbMeHHOH dopme, [IpH oneHke paboTel CTyIEHTa YIHTHIBACTCA:
1. TIpaBHITbHOE PACKDBITHE CONEPXKAHHS OCHOBHEIX BONPOCOB TEMBI, IPABHIIEHOC pere-

HUE 3a7a4.
2. CaMOCTOSTETLHOCTD CYIKAEH!H, TBOPIECKHit TOIXO0/I, HAYIHOe 0OOCHOBAHHE PACKPEI-

BaeMoif mpoOIeMBL.
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3. IpaBHIIBHOCTE UCIONB30BAHMS MUTAT (€CIH LUTaTa IPHBOJUTCS JOCIOBHO, TO HAJI0
B3SITh €€ B KaBBIYKH M YKa3aTh MCTOYHHK C ykazaHueM (aMHUIIMH aBTOpa, Ha3BaHHS IIPOH3BEIE-
HHSI, MECTA M TOPOJa H3IaHHs, TOMa, YacTH, naparpada, cTpaHuLIb).

4. Hamyuue B KOHIIE pabOTHI IOTHOTO CIIHCKA JIUTEPaTyPhI.

Ne
n/n

Ounenka

KpnaTtepnn onenkn

OTiuuHo

Crynent BeimonHun paboty 6e3 omubok U Hel04eTOB, AOITYCTHI He
Gornee ogHOTO HeJOUETA

Xopouio

CTyIeHT BBIIOHUI paboTy MOTHOCTEIO, HO JOMyCTHII B HEH He
6onee onHoM Herpy0oit oIMOKK ¥ OIHOTO HE09ETa, MK He Oomee
IBYX HEI0UETOB

Y n0BiETBOPUTENIEHO

CTyneHT IpaBHIBHO BBINOMHHKII HE MEHEe [010BUHEI paboTh! HIIH
nonycti He 6onee 1Byx rpyObix ommbok, uin He 6onee ogHOH
rpy0oii 1 oHO# Herpy©oli olKMOKH H OTHOTO HEJ0YETA, HITH HE
Gosee ABYX-TpeX HerpyOrIx OmHO0K, WM OHOH HerpyOoH omubKH
U TpeX HeI0YETOB, WK IPH OTCYTCTBHHM OMTHOOK, HO MPH HATHYHH
YETHIPEX-TISITH HEOUETOR, IUIOX0 3HAET MaTepHall, 0IyCKaeT He-
kaxeHue GakToB

HeynosnersopHTrensHo

CTyHeHT OOMyCTHII YUC/I0 OLIMO0K U HEZIOUETOB MTPEBOCXOAAIIEE
HOPMY, TIPH KOTOPOH MOKeT ObITh BBICTABJICHA OLIEHKA «3%», HITH €C-
JIH TIPABHJIBHO BBIIOIHEI MEHEE MOJIOBHHEI paboThI

3ayTeHo

BrinosiHeHo npaBWiIbHO He MeHee 50% 3ananui, paboTa BHIIIONHEHA
[0 CTAH/IAPTHOH HIIH CAMOCTOSTEIBHO pa3paboTaHHOW METOUKE, B
OCBELIEHHH BOIIPOCOB HE COAEPIKUTCA IPYOBIX OLIMOOK, 110 XOIy
peleHws Cie/laHbl apryMEHTHPOBAHHBIE BBIBOIBI, CAMOCTOATENIBHO
BLINOJIHEHA Ipadudeckas 4acTb paboTsl

He 3aureHo

CryaeHT He clipaBWICA ¢ 3aJaHHEM (BBINOJIHEHO MPaBHIBHO MEHES
50% 3agaHuA BapHaHTa), HE PaCKPLITO OCHOBHOE COZIEpKaHue BO-
MIPOCOB, UMEIOTCs rpyOble OIKOKK B OCBEIIEHHH BOTIPOCA, B peLie-
HHH 33744, B BBITIOJTHEHHH IpadHUecKol 4acTH 3aJjaHud ¥ T.0., a
TAK)Ke BBIIOJIHEHA HE CAMOCTOATEIIBHO.

3. IlepeyeHs W XapaKTepPHCTHKH MpOIEAYPbl ONEHHBAHMSA 3HAHHH, yYMeHHH,
HABBLIKOB, XaPAKTEPU3YHIIHX 3TANbI (JOPMHPOBAHUSA KOMITETEHLIHH

[Ipomexypa NMpOBE/ieHHs TEKYIEro KOHTPOJIA YCIIEBAaGMOCTH M IPOMEXYTOYHOH arTe-
cTanuy 00yJarmuXcs M0 JUCIHUIUTHHE PEerIaMeHTHPYETCA TOKATBHBIM HOPMAaTHBHBIM aKTOM.

Hepel{eﬂb H XapaKTEePHUCTHKA NpoLeayphbl TEKYIIEro KOHTPOJIA H II[JOMC}KyTO‘lHOﬁ aTre-

CTAllMH MO0 JHCHHILJIHHE

TleproguuHOCTE
HHE OLleHOY- | | criocod mpoBe- | Buael BeTapiseMsrx
Ne Haumenosa 1 cob npo bl Dopwa yueta
HOT'O CpeJCTBa JEeHHUS TIPOLIeTy- OLIEHOK
pbl OLICHMBAHHA
Paz B cemecTp, 1o .
s ITo maTubannsHOM
OKOHYaHUH H3Y- BenoMocTs, 3a4eTHas
2 DK3aMeH mKane
YEHUA JUCLIH- KHWKKA, TOPTHOIHO
TUTHHBI
Kontponenas pabora CHCTEMATHYECKH ITo narubannpHOM Pabouas TeTpazb.
[
3 15 OYHOH Mbl 00y- IIKane HaJl yCIIEBa€MOCTH
A bop Y Ha 3aHATHIX HKypHal y
YeHHs Tpero/jiaBaTens
4 KomrponsHas pabota Pa3 B ceMecTp, o | 3ayreHo/He 3aureHO | PerucrpanyoHHas TeT-
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JUTS 3a04HOM hopMel 00y~

OKOHYaHHH H3Y-
YEHUS AUCLH-

pazp Iis 3a04HOMH dop-
MBI 00yUESHHA U JKypHAI

YeHUA
IUTMHEI yueTa yCIeBaeMOCTH
TpenofaBatens il ou-
HOM (hopMbl 0OyUEHHS
Teot CHcTeMATHYUECKH | 3auTeHO/He 3aYTeHO | JKypHall yCrieBacMOCTH
Ha 3aHSITHIX TIpeno/IaBaTeNs
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Ipunoxcenue 1
THnoBOH KOMILUIEKT 3aJlaHHH I HTOIOBOI'0 TECTHPOBAHHSA

V1 VK-4.2 (ymemy)

1.MudopManus onpeae/sieTcsi B 3aK0OHe KaK:
4) CBeIeHHs, IIEPeJaHHEIe 0T OJHOIO FOPUIHIESCKOTO JTHIA PYTOMY;
b) cobObrTus, 3aQUKCHPOBAHHEIE B JOKYMEHTE;
C) CBeIEHHA O JIMIAX, IpeMeTax, haKTax, COOBITHAX, SIBICHHUAX H IIPOECccaX, HE3aBHCHMO
0T (hOPMEI UX IIPEACTABIEHHUS;
d) mpoBepeHHbIe (haKTEI, HCIIOIH30BAHHBIC IIPH IPHHATHH PEINCHHS.

2. Onpenenenue NOHATHA «HHPOPMALHSD) JAHO:
a) BI'OCT P 6.30-2003 TpeboBanus K 0HOPMICHHIO JOKYMEHTOB;
b) B enepanbHoM 3akone «O6 HHPOPMANME, HHYOPMATH3ALHIH 1 3AIIUTE uHbOpMaITIH;
¢) B @enepansroM 3akone «O6 ANEKTPOHHOH IU(PPOBOH HOAIHCHY |
d) B TumoBO# HHCTPYKIMH IO JENONPOH3BOACTBY B DellepalbHBIX OpraHaX HCTIOIHUTEb-
HOM BIacTH.

3. OnpenelieHne NOHATHHA «I0KYMEeHT» JaHO:
a) B ®emepaabHOM 3aKoHe «O A3BIKaX HApozoB PoccHifcKoH Qenepanuny ;
b) BTOCT P 6.30-2003 TpeGopanus K 0pOPMICHHIO JOKYMEHTOB;
¢) BTOCT P 51141-98 Jlenonpon3BOJCTRBO ¥ ApXUBHOE ACIO. TEPMHHBI ¥ OTIPEETICHH
d) B ®enepamsrom 3aKoHe «O6 MEKTPOHHON HHPPOBOI TOMIHCHY
¢) B @enepansHoM 3aKone «O6 HHPOPMANKH, HHGOPMATH3AIMY H 3AIIHTE HHGbOPMAIIHH.

4.JIOKyMeHT oIpeeseTcs KaK:
a) wuHbOpMAaIHs, TOTydeHHAs Ul IPHHITHS PeIICHI;
b) nrobas 3anucaHHas HHGOPMAIIHS;
¢) sadpHKCHpOBAHHAS HAa MATEPHAIBHOM HOCHTENE HH(POPMAIIHA ¢ PEKBH3HTAMH, [103BOILA-
IOIIEMHE €€ HASHTUHIMPOBATh;
d) cBenenns, 3abUKCHPOBAHHEIE H HAKOIUIEHHBIE C LIENBIO HX JATBHEHIIETO HCII0IB30Ba-
HUSL.

5.I'pud yrBepKIeHHS CONEPIKHT:

a) cnoso YTBEPX]IAIO, yxasanue JO/DKHOCTH, IIOIIHCD, pacmuppPOBKY MOAITHCH
(1.0.@.), nary;

b) cioso YTBEPXKEH (1.0.9.), HassaHHe BALA yTBEPXKIAIOMIEr0 JOKYMECHTa B TBOPH-
TeIIFHOM IIaJIEKe, €r0 IaTa i HOMED;

¢) cnoso YTBEPXKJIAIO, moamucs pyKOBOIHUTEIL, pacmrdpoBKa IOIIKHCH H /1aTa;

d) cioso VTBEPX/IEH (U1.0.0), Ha3sBanre BHA YTBEPKIAIOIMEro JOKYMECHTa B HMCHH-
TEJILHOM TIaJieike, ero JaTa i HOMEp.

6.Pa3HOBHIHOCTH IIHCEM ONPeNeIAI0TCH HX HA3HAYECHHEM:
a) COIPOBOIMTEIBHEIE — IIPH COMPOBOMKACHHH IPYTOT0 NOKYMEHTA C NIOACHCHUAMH,
b) THCEMO-TIPATTIAMICHAE — IPATTIAIIAIOT MPHHATE yIacTHE;
C) IHCEMO-HATIOMUHAHHE — COOBIMAIOT O NPHOTHAKCHIH CPOKa;
d) pexnamMHOe MHCBEMO — PEKIAMHUPYIOT TOBAPEI B yCIIYTH;
€) rapaHTHHHOE MHCHMO (rapaHTHPYIOT BEIIONHEHHE 00s13a-
TENLCTBRA).

7.Bp10epHTe, 9TO OTHOCHTHCH K YHH(PHIHPOBAHHBIM dhopmaM JOKYMEHTOB:
a) JlroOo# TpadapeTHbIH TEKCT;



b)

c)
d)
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COBOKYITHOCTh PEKBH3UTOB, YCTAHOBICHHBIX B COOTBETCTBHHE C PEIIAEMBIMHA B JAHHOH
chepe IeATeNLHOCTH 3a1a49aMy M PACTIONIOKEHHBIX B ONPE/ICIEHHOM IIOPA/IKE Ha HOCH-
TeNIX HHQOpMAaIHH;

Tabnuna;

[1Ta6)10H B IIEPCOHATIBHOM KOMIIBIOTEDE.

8. ®opmyasip-obpasen npeacTaBageT coOOM:

a)
b)

c)

d)

MOJIEITb TIOCTPOEHHS JOKYMEHT, yCTaHaBIMBAIONIAs Pa3MePb IoNeH u IpUToB;
KOHCTPYKIITHOHHAs CETKa JOKYMEHTa,

MOJIeJTh TIOCTPOSHHS JOKYMEHTa, yCTaHABIHBAIOMmMAs 0071acTh IPUMEHEH s, hopMaTE,
pasMepsl moneit, TpeGoBaHus K IOCTPOSHHIO KOHCTPYKIIMOHHOM CETKH H OCHOBHEIM PEK-
BH3HTaM;

IOPAIOK TIOCTPOESHHSA OJHOTO U3 BH/IOB TOKYMEHTOB.

9, Biiank /18 MACHMAa OTJIHYA€eTCsa 0T 00mero 0JIaHKAa HAJIHYHEM PEeKBH3HTOB!:

a)
b)

c)
d)

CIIpaBOYHBIE JaHHEIE 00 YUpeKAeHUH-aBTOPE, CChUIKA HAa HOMEP Y JaTy HHUIIHATHBHOIO
IOKYMEHTa;

BHJI JOKYMEHTA, CIIPABOYHBIE JaHHEIE 00 yUpeXICHAH-ABTOPE, CCRUIKA Ha HOMEP U 1aTy
WHHUIIHATHBHOTO OKYMEHTAa;

BHJI JOKYMEHTA, CChUIKA HAa HOMEP U JaTy HHHIMATUBHOIO JIOKYMEHTa;

CIIPaBOYHBIE [AHHEIE 00 YUpPekIeHHH-aBTOPe, HOMEP U JaTa JTOKYMEHTA.

10.06mmii 6;1aHK 0T/IH9aeTcd oT OJaHKA /IS NHChMA HAJTHYHEM PeKBH3HTOB:

11.

12.

a)
b)
c)
d)

BH/JI JOKYMEHTA, CIIPaBOYHBIC JaHHBIC 00 aBTOpE, JaTa H HOMEP JOKYMCHTA,
BH[ JOKyMCHTa, MECTO COCTaBICHUA NOKYMCHTA,

BHJ JOKYMCHTA, CCBLJIKA Ha HOMED H ATy HHHUITUATHBHOI'O JOKYMCHTA,
aM0OJIeMa, MECTO COCTABIECHHSA JOKYMCHTA.

Ha o6mem 6/1aHKe MOTyT ObITh COCTABJIEHBI JOKYMEHTEI:

a)
b)
c)
d)
e)

TIPHKA3BI;
[MHCHEMA;
3asIBJICHUS;
II0CTAHOBIICHHS,
XKaIoOEL.

JlaTa BXOJAMT KAK COCTABHAS YACTh B PEKBU3HTHI:
a) CChUIKA Ha PETHCTPAIMOHHEIA HOMED U AaTy;

b) Bu3a;

¢) rpud coriiacoBaHMs;

d)

(rpud yTBEpIKACHH) ;

€) pe30JIIOLHs;

f) oTMeTka O MOCTYIUIEHUH JOKYMEHTA,

g) oTMeTKa 00 HCIONHEHHH JOKYMEHTa;

h) oT™MeTKa 0 3aBEpEHHE KOIHH;

i) mpeHTH(UKATOP 3IEKTPOHHON KOIIMH JOKYMEHTA.
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Ipunooicenue 2

3adanua k konmpoavHoU padome no oucuyuniune «/Jokymenmuposarnue ynpagienyue-

CKOIl 0eamesIbHOCHUY

TeopeTqucxaﬂ HacThb

V1 VK-4.2_(ymems)

NG R W

8.
9.
10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25,
26.
27,
28.
29.

30.
31.

HopmaTuBHO-11paBoBas 6a3a JOKyMEHTHPOBAHUS YIIPABIEHYECKON AEATEIbHOCTH.
[TonsTre mokyMeHTa, €ro QYHKIHH, IPU3HAKH U CTPYKTYpa JOKYMEHTA.
JIOKyMEHTHPOBaHUE U €ro CII0COOBL

[TousTtue 06 nHGOpMALIUK U €€ HOCHTEIAX.

ITonsiTve yHUHKALKNK ¥ CTaHJAapPTU3AIMH JIOKYMECHTOB,

['ocynapcTBeHHBIE CTAHAAPTHI JOKYMEHTAIHH.

VHupuIMpoBaHHAsS CHCTEMa NOKYMEHTALMH: NOHATHE, KpaTkas XapaKTepHCTHKa IeH-
cteyromux YCJI.

XapakTeprcTtaka, coctas H cogepxkanne 'OCTa P. 6.30-2003.

DopmysIp-06paser], COCTaB U CXeMa PAcIlONOKEHHs PEKBH3UTOB Ha HEM.

[Tpasuna opopmunenus pexuszutos OP/I.

Buns! pexsusutoB OPJl # MOPsJIOK MX PACIIONIOKCHHS.

[Toustie 1 BUABI ONIaHKOB,

IIpaBuna ohopMiIEHHs, U3TOTOBICHHS, YUeTa, HCIOIb30BAHHS M XPaHEHHs repOoBBIX
OJ1aHKOB.

XapakTepiCTHKa H COCTAB OPraHH3aIMOHHBIX JOKYMEHTOB, TpeGOBaHHA K HX odopmite-
HHIO.

XapaKkTepUCTHKA U COCTaB PACTIOPAAUTEIBHEIX JOKYMEHTOB, TpeboBanus K HX odopmite-
HHIO.

XapakTepHCTHKA U COCTAB HH(OPMAIIHOHHO-CIIPABOYHEIX JOKYMEHTOB, TPEOOBAHHS K HX
0(OPMIIEHHUIO.

XapakTepHCTHKA M COCTaB OPraHU3allMOHHO-PACIOPAAUTENBHBIX JIOKYMEHTOB, BXOXM-
MUX B YHAGHIMPOBAHHYIO CHCTEMY IIEPBUYHOHN Yy4ETHON NOKYMEHTAHH 10 Y4eTy TpY-
na u ero omnate! (YCITYI), TpeboBanus K uX o(popMIIEHHIO.

[ToHsITHE W BH/BI KOIHMM TOKYMEHTOB.

TpebGopanust kK 0QOPMIICHUIO Pa3/IMYHbIX BHJOB KON JOKYMEHTOB, BbIJIaBa€MbIX B Op-
TaHU3AIMIX.

Oco0eHHOCTH 3aBepeHUs KOMMH HOTapHaIbHBIMH KOHTOPAMH M JTO/DKHOCTHBIMH JTHIAMH
OpraHu3alyi.

HopMaTHBHO-METOMYECKHE JOKYMEHTEI, PEITIaMEHTHPYIOMIHE MOPANOK BbIIaYH U Tpe-
GoBaHusA K 0QOPMIIEHHIO KOMHI B OpraHH3allMAX, KOTOPHIE ABJIAIOTCA aBTOPAMH JOKY-
MEHTOB.

YueT nokyMmeHTo000poTa.

ITpuem u nepBoHavYanbHas 0OpaboTka JOKYMEHTOB.

Oprauu3anus pacCMOTPEHUA TOKYMEHTOB.

[TousTHe, HOPMBI H TOPANOK PErHCTPALHH JOKYMEHTOB.

[Topsimox HCTIONMHEHH NOKYMEHTOB.

IToHSTHE HCXOIIHX JOKYMEHTOB. TexHomoruu o0paboTKH ¥ MOPAIOK OTIPABKH HCXO-
JSIAX JOKYMEHTOB.

[TonsTre, Helu 1 BBl KOHTPOJLI UCIONHEHH JOKYMEHTOB.

CpoKH HCIIOJIHEHHS JOKYMEHTOB.

TTopsioK IpOBENEHUS KOHTPOJIA HCIIOHEHHS TOKYMEHTOB.

[TousaTus: «maenoy», «HopMHUPOBAHHE JIENI», KHOMEHKIATypa JeNy.
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32. Buasl HOMEHKIATYPEI [€, IPSIOK WX COCTABICHUs, 0DOPMIICHHA H yTBEPIKICHHS.
33. OpraEuzanys ONIEepPaTHBHOIO XPaHEHHS HCIIOMHEHHBIX JOKYMEHTOB B IEJIONPOU3BOICTBE.
34, TTopsimox popMHUpOBaHHA AEIl B IEIOIPOHU3BOICTBE.
35. [loHATHE «3KCIEPTH3A LIEHHOCTH TOKYMEHTOBY.
36. Cpoku XpaHEHHS JOKYMEHTOB.
37. Draliel ¥ MOPSLIOK IPOBEIEHHUS 3KCIEPTHU3EI IEHHOCTH JOKYMEHTOB B JIEJIOMIPOH3BO/ICTBE
OpraHu3aluH.
38. DKCIepTHBIE KOMHCCHA OPraHu3aliy, uX (YHKIHH, IpaBa, OpraHu3alys paboTsl.
39. llorATHE ¥ BHIBI apXHBOB.
40. IlpaBuna cocTaBaeHUs OIKMCH JIEJ U TIOPAIOK IepeIaty HX B apXHUB OpraHH3alluy.
41. TIpaso rpaxxaan Ha obparmenus u xano0sl. Bubl obpamenuii rpaxias.
42. Iopsnox paboTs! ¢ 0OpaleHUAMH TpakIaH.
43, Buzpl rpud0oB OrpaHUYEHHs JOCTYIA K JOKYMEHTaM.
44. OcoBeHHOCTH OpraHM3alMH EJONPOU3BOJCTBA C JOKYMEHTaMH, MMCIOIAMH TPH)
OrpaHW4YeHHs JOCTyIa K HHM.
45.271eKTpOHHBIN IOKYMEHTO000POT. DIEeKTPOHHEIE aIMUHUCTPATHBHEIC PETTTaMEHTEI
46.Mojemd 3JIEKTPOHHOIO JOKyMEHTO000pOTA.
47 Pa3BUTHE KOMIBIOTEPHLIX TEXHOIOTHH TOKYMEHTHPOBAHMS YIPABJICHICCKON NEATEIbHO-
CTH.
48.VrpaBjeH#e 3JIeKTPOHHBIM JOKyMEHT0000pOTOM.
49.CrucTeMBl aBTOMATH3AIMH JIEJONPOU3BOCTEA H SIIEKTPOHHOTO JOKYMEHTO000POTa.

IIpakTH4YecKas 4acTh

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

50. CoctaBurh 0OmIMi OMaHK KOHKPETHOM OPraHM3aldd ¢ IPOAOIBHBIM DPACIIONOKCHHEM
pEKBH3UTOB Ha opmate A4.
51. CocraBurh 00mHi OIaHK KOHKPETHOM OpraHM3al(dH C YTJIOBBIM LEHTPHPOBAHHBIM pac-
IOJIOKEHHEM PEKBU3UTOB Ha Gopmate A4,
52. CocTaBuTh 0Ol G1aHK KOHKPETHOM OpPraHH3allid C YIJIOBBIM (DIAaroBBIM PACIIONONKeE-
HHeM PeKBH3HUTOB Ha hopmate A4,
53. CocrtaBuTh 6GnaHK cioy:keOHOro IHCbMa KOHKPETHOH OpraHW3allH C YIJIOBBIM H IIPO-
JOJBHBIM BapHAHTAMHM PACIIONIOKEHHS.
54. CoctaBHTh ycTaB opranusanun cornacHo TOCTy P 6.30-2003.
55. CocTaBUTh IPOEKT PACIOPSKEHHS.
56. CocTaBHTh IPOEKT [IPHUKA3a 110 OCHOBHOH JIEATCITBHOCTH.
57. CocTaBUTE IPOEKT PEINEHH.
58. CocCTaBHTh IPOEKT JOKIATHON H CIIyKeOHOH 3aIlHCKH.
59. CocTaBHTb IPOEKT IIPOTOKOIIA.
60. OGOpPMHTE ¥ 3aIONHUTH MPOEKT IPHKA30B IO JTMYHOMY COCTaBY (IIPHKa3 O NpHeMe Ha
paboTy, IpuKa3 o IepeBoze paboTHHKA Ha JPYTYIO paboTy).
61. OhOpPMHTE ¥ 3aMOTHUTE POEKT IIPHKA30B IO IMIHOMY COCTaBY (IIPUKA3 O MPEKPAIICHHH
TPYJOBOTO JOTOBOPA ¢ paGOTHUKOM, IIPHKA3 O NOOMIPEHAH paboTHHKA).
62. OQOPMHTE H 3aIOHUT IIPOEKT IIPHKA30B TI0 IKTHOMY COCTaBY (IIPHKA3 O HANPABICHHH
pabGoTHHKA B KOMaHIHPOBKY, IPHKa3 O IPCIOCTABICHUH OTIIYCKA paboTHHKY)
63. OhopMUTE 3aMIOTHUTH IPOCKT IITATHOI'O PACIIHCAHMSL.
64. OhOPMHUTE ¥ 3aTIOTHATE IPOEKT IpapuKa OTIYCKOB.
65. OhOpMHTE H 3aIIOTHATH IIPOEKT TMYHOH KapTOUKH.
66. OGOPMHATH ¥ 3AMOTHUT IPOEKT KOMAHIUPOBOYHOTO YIOCTOBEPCHHS, ciry:xebHOTO 3a/1a-
HHA JUIS HalPAaBJICHAS B KOMaHIUPOBKY W OTYETa O €rO BBIIOTHCHHH.
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68.
69.
70.
71.
72.
73.
74.

75,
76.

77.

78.

79.
80.

81.

82.
83.

84.
85.
86.
87.
88.
89.
90.
9l.
92.
93.

94.
5.
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OdopMuUTh HamIEKAIIIM 00pa30M ITOJHYHO KOIMHIO O(QHIHAIBHOTO JOKYMEHTA, BBITHCKY
U3 O(PHUIHANBEHOTO TOKYMEHTA.

OdopMHATE U 3aII0THATH IPOEKT XKypPHAIA BXOIAIIEH JOKYMEHTAIHH.

OdopMuTh 1 3aII0THUTH IPOEKT KypHATIA UCXOAAIIEH JOKyMEHTAIlHH.

OdopMUTE U 3aII0THATE IPOEKT HOMEHKJIATYPEI Ie] JIF000ro BH/A.

OdopMUTE 1 3aITOJTHATE IIPOEKT ONKCH JEIN T000ro BHIA.

OdopMHUTE U 3alI0JTHUTE IIPOEKT 0OIIOKKH JIe)1a, 3aBEPHTEILHOTO JIHCTa JIeNa.

OdopMHUTE U 3aIIOJHUTE IPOEKT aKTa O MpHeMe-Iepeade JOKYMEHTOB Ha IOCTOSHHOE
XpaHEeHUE B apXHB.

OdopMHTL ¥ 3aIOIHUTH MIPOSKT aKTa O BBIACNCHHH K YHHYTOXEHHIO IOKYMEHTOB, HE
HOJUIEKAITIX XPAHEHHIO.

OdopMHUTE U 3aIIOTHUTE IPOEKT CAATOYHOM OMUCH JET.

PaccMoTpeTh cTpykTypa W GQYHKIME MOAPa3NElIeHHH IO 3MEKTPOHHOMY NOKYyMCHTAIlH-
OHHOMY OOCITY’KHBAHHIO YUPEKICHHH.

PaccMoTpeTh mpasmia npueMa M 00pabOTKH MOCTYNAroIEH 31eKTPOHHOH KOppecroH-
JICHIIMH, HX BIHSHHE Ha OpraHU3al{io JBHKEHUS NOKyMeHTOB. Hampasienue a1eKTpoH-
HBIX JTOKYMCHTOB Ha HCIIOJHEHHE

PaccMoTpers 0COOEHHOCTH JJIEKTPOHHOTO JJOKYMEHTO000pOTa COBPEMEHHBIX YUpekKJIe-
Huil. OCHOBHEIE HAIIPABIICHHS COBEPIICHCTBOBAHHS JJOKyMEHTO000pOTa.

PaceMOTpeTs GOPMEI PETHCTPAIHH NIEKTPOHHBIX JIOKYMEHTOB, €€ OPraHH3AIHIO.
PaccMOTPETh B3aMMOCBSI3b IPOLECCOB PETHCTPAMK M KOHTPOILA 38 HCIOJHEHHEM 3JIeK-
TPOHHBIX JOKYMEHTOB.

PaccMOTpeTh CPaBHUTENBHBIE XapaKTEPHCTHKH GOPM PETHCTPalMH 3JEKTPOHHBIX H Tpa-
IMIMOHHBIX ToKyMeHTOB. CocTaB HH(OpMALHH.

PaccMOTpETh TEXHOIOTHIO KOHTPOIIS 32 HCIIOTHEHHEM JIEKTPOHHBIX JOKYMEHTOB.
PaccMOTpeTh 3aKOHOJATENbHbBIE aKThL, pPerlaMeHTHPYIOMHE paboTy ¢ NHChbMaMH, JKajlo-
GaMu, 3asBICHUSMHE I'PaKIaH, IOCTYIHBIINAX 110 KaHajIaM 31€KTPOHHOH modre.
OxapaKkTepH30BaTh TEXHOIOTUE PabOTHI C MUCbMaMH, XKalobaMu U 3asBICHUSIMH TPaK-
JlaH, IOCTYIIMBIIKX 10 KaHaJIaM 3JIEKTPOHHOH I10YTe.

O60cHOBATh METOMKY COCTABICHUS HOMEHKIIATYPBI A€ UL 3JIEKTPOHHBIX JOKYMEHTOB.
3HaueHHe HOMEHKIIATYPbI €]l B TEXHOJIOTHH PaboThl ¢ JOKYMEHTAMH.

OhopMHUTE SKCIEPTH3Y HEHHOCTH JIEKTPOHHBIX JOKYMEHTOB B J€NONPOU3BOJICTBE.
PaccMOTpeTh 3NMeKTPOHHYIO JOKYMEHTAIHIO ¥ 3JIEKTPOHHEIH apXHB.

3anoliHeHHe OCHOBHBIX CIPABOYHHMKOB B CHCTEME 3JIEKTPOHHOTO NOKyMeHToOOopoTa
DocsVision.

Co3zaHrie ¥ KOPPEKTHPOBKA JOKyMEHTOB B CHCTEME 3JIEKTPOHHOTO JOKyMEHTOOGOpoTa
DocsVision.

XpaHeHHe ¥ IOKCK JOKYMEHTOB, KOHTPOJIb 3@ UX UCIIOTHEHHEM B CHCTEME BJIEKTPOHHOTO
noxymenToobopora DocsVision.

OnucaTh HHOOPMAITHOHHYO MOJEINE SIEKTPOHHOTO O(HCE.

VKa3aTe OTJIMYUTEIBHEIE 0COOEHHOCTH 3aJIBHOTO IIPHHIKIIA OPTaHH3aIHH TPYAa.
IlepeuncnuTs OCHOBHEIE i BCIIOMOTaTebHEIC (YHKIMH 9JIEKTPOHHOr0 oduca.

OnmcaTh KOMMYHHKAI[MOHHYIO MOZIEIIb 3JIEKTPOHHOTO oduca.

VYKa3aTh OTIIHYUTENLHEIE 0COOEHHOCTH KaOMHETHOrO IPHHIIKAIA OpraHu3allky TPy aa.






