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10.

Copep:xanue:

[e)te OCBOCHHS NHCLIUIIITHHEL

[TepeyeHb ILIAHUPYEMBIX Pe3yJIbTaTOB 00YUECHMS M0 TUCLUIIIHHE,
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yIbTaTaMH OCBOEHHs 00pa30BaTeIbHOM
IIPOrPaMMEI

Mecto mucumiuaast B cTpykrype OIIOII 6akanaspuara

O6BeM JUCIHMILIMHEI B 3aUeTHBIX SIHHHUIEX C YKa3aHHEM KOJIHYeCTBa
aKameMHYECKHX YacOB, BRIICICHHBIX HA KOHTAKTHYIO paboTy oOyuaromuxcs
¢ mpenojiasareineM (1o THnaM y4eOHbIX 3aHATHIA) B Ha CAMOCTOATEIBHYIO
paboTty obydaromumxcs

Conepskanue JUCLUIITHHEL, CTPYKTYPHPOBAHHOE II0 pas/ieyiaM ¢ yKasaHHEM
OTBEICHHOTO Ha HUX KOJMYECTBA aKaIeMHUECKAX YacoB U THIIOB yUeOHBIX
3aHATHHA

Paszens! AUCHUIIIMHEEL B TPYA0EMKOCTE 110 THIIAM y4eOHBIX 3aHATHH U
paboTel 0OyUaroUXes (B aKaIeMHYecKHX Jacax)

Ougnas Gopma oOydeHH

Ouno-3ao4nas Gopma 00ydeHHA

CopeprkaHue OUCIHILIHHEL, CTPYKTYPHPOBAHHOE 110 pasienaMm
ConeprkaHue JEKIIMOHHBIX 3aHATHH

Coneprxanue 1ab0paTOPHBIX 3aHATHH

Coneprxanue MpakTHYECKHX 3aHATHH

Ilepeuens yueOHO-METOAHIECKOTO 0OECTICUCHHS Il CAMOCTOATENEHOH
paboTEI 00YIArOIIMXCS IO JUCIIHMILTHHE

TeMBI KOHTPOIBHBIX paboT

TeMBI KYPCOBBIX IIPOEKTOB/KYPCOBBIX paboT

MeToaugecKue yKazaHus s 00yJaroIuXcs 10 OCBOSHHIO THCIIUTLIIHHBI
OGpasoBareibHbIe TEXHOIOTHH

YuebHo-MeTOAMYECKOEe B HHDOPMAIIHOHHOE 00ECTIEYEHHE IUCIAILIMHEL
[epeueHs OCHOBHOM H JIOTIOHHUTEIBHON yueOHOH JIMTEPATYPHI,
HEOOXOIMMOH ISl OCBOSHHMS JUCIIUILIHHEL

ITepevers HEOOXOMMOTO JIMIEH3HOHHOIO H CBOOOIHO PacIIpOCTPaHIEMOTO
MPOrpaMMHOT0 06ecTIede s, B TOM YHCIIE OTEYECTBEHHOIO IIPOM3BO/ICTBA,
HCIOJIB3YEMOTO TIPH OCYIIECTBIICHHH 00pa30BaTeIbHOr0 POLEcea 110
JUACITUTLITTHE

ITepedennb COBPEMEHHEIX IPOGECCHOHANBHEIX 0a3 TaHHBIX U
HHGOPMALHOHHEIX CIIPABOUHBIX CHCTEM, JOCTYIIHEIX 00YJarOIUMCs IIPH
OCBOCHHHY TUCIHILIHHEI

Onucanue MaTepHaATBHO-TeXHHYeCKO 0a3bl, HE0OXOMHMOH JyIst
OCYIIECTBICHHS 00pa3oBaTEIbHOIO MIPOIECcca IO JMCIHIUIHHE
OcoGennocTr opraHu3anuy 00ydeHHs 110 JUCIHIIKEE «Jl0KyMeHTHPOBAHHE
YIpaBIEHIECKOM NeATeIEHOCTUN IS HHBAIIKJIOB | JIHI( ¢ OrPaHHYEHHBIMA
BO3MOIKHOCTSIMH 30POBbS

Crp.
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1. Ilenn ocBOEHHS JHCUHILUIMHBL

I{enBi0 OCBOEHUS! JUCIMIUIAHEL «JIOKYMEHTHPOBAHME YIIPABICHIECKON IESITENLHOCTH
sBsIeTcas  (OPMHpPOBAHHE KOMIETSHIHH OOydaromerocs B COOTBETCTBHH C TpeOOBaHUAMH
®dejepanbHOTO TOCYIAPCTBEHHOTO 00pa30BAaTENbHONO CTaHIapTa BBRICIIEr0 OOpa3soBaHUS IO
nanpasieHuio moaroTopkn38.03.01 «OxonoMHKa».

2. Ilepevens mIAHHPYEMBIX Pe3yIbTATOB 00y4YeHHs [0 THCUHILIMHE, COOTHECEHHBIX C
[IAHAPYeMbIMH Pe3yIbTATAMH 0CBOCHHs 00pa30BaTeILHOM NPOrpaMMel

B pesyabTaTe OCBOEHHs IFCIHMIUIHHE! 00ydaromuics NOKEH OBJIANCTh CIEIYIOUIMMU
KOMITETCHITASIMHU

VK — 4. CnocobeH 0CYLIECTBIATH ASTIOBY0 KOMMYHHKAIHIO B YCTHOM M HCBMEHHOM
(opmax Ha rocyzapcTBEHHOM A3bIKe Poccuiickoi denepaniy 1 HHOCTPAHHOM A3BIKE

B pe3yabTare OCBOEHHH JHCIOHIIHHBI OﬁyanMHﬁCH JOJIKEH  OBJIAETH
CIIeAYHIHMH pe3yabTaTaMH Oﬁy‘ie‘HHH 0 JHCUHMILIHHE:

3HATh:

- IPaBHIIA U 3aKOHOMEPHOCTH [IEJIOBOM YCTHOH M IIHChbMEHHON KomMyHuKarwn (32 VK-
4.1).

YMeTh:

- IPUMEHATH Ha MPAKTHKE [eJOBYI0 KOMMYHHKAIHIO B YCTHOM M MACBMEHHOR (opmax,
METO/IBI ¥ HABBIKH ACTIOBOT0 OOIIEeH s Ha PYCCKOM B HHOCTpaHHOM s3bIKax (Y1 YK-4.2.).

BJIAJETh:

- HARBIKAMH JICTIOBEIX KOMMYHHKAIWH B YCTHOM W TTHCHMEHHOH (opMe Ha pyCCKOM H
uHOCTpaHHOM s3bikax (B2 VK-4.3.);

- METOMKOH COCTABIEHHS CYKACHHAA B MEXIHIHOCTHOM JIEIOBOM OOINEHHH Ha PYCCKOM
¥ HHOCTpaHHOM s3bIkax (B3 VK-4.3.).

3. Mecro gucmuminasl B crpykrype OIIOII 6axkanaspuara

Tucnmnmuaa  B1.B.03  «/{okyMEHTHpPOBaHHE  yIPaBJIEHYECKOH JIeSTENEHOCTHY
peamusyerca B pamkax broka 1«/[uCIHINHHEBD (MOMYIH) YacTh, GopMHEpyeMas yuacTHUKaMH
00pazoBaTelIbHBIX OTHOIICHHH.

JMucudmuinaa 0Gasupyercs HAa 3HAHASAX, HOJY4YEHHBIX B paMKax H3yYeHHdA
caexyromux gueuummn:  «KymsTypa peun u  genoBoe oOmenue», «[lenosas sTHKay,
«MeHEeUKMEHT», U3YIaeMEIX PaHEe.

4, O0peM JHCHMIUIMHBI B 33a4€THBIX €JIMHHIAX ¢ YKa3aHHeM KOJHYeCcTBAa
aKaJeMHMYeCKHX 4YACOB, BBLIHEJIEHHBIX HA KOHTAKTHYI padoTy o0ydaromuxcsi c
npenogasaresieM (0 THNAM y49e0HBIX 3aHATHH) H HA CAMOCTOSITEJbHYI paboty
o0y4aromuxcs



®dopma obyuenns

Ouynas

O4Hno-3a09HaN

1

2

3

TpynoeMKoCTE B 3a4eTHLIX
eNMHANAX:

2 cemectp — 3 3.€.;

BCero - 3 3.e.

6 cemecTp — 3 3.¢.;

Bcero — 3 3.e.

Jexuu (JI)

YueOHBIM NIAHOM He
HpedyCMOmpeHDl,;

YueOHbIM NAAHOM He
npedycMOnIpensl,

JlaGopatopHsle 3anaTus (JI3)

2 cemecTp — 34 uacos;

Beero - 34 gaca

6 cemecTp -36 yacos;

BCEro - 36 9acos

IMpakruueckue 3ansarus (113)

VueOHbIM IaHOM
He npedyCMOmpensl

VueOHbIM NAAHOM
He npedycMompensl

CamocrostensHas pabora (CP)

2 cemecTp — 74 yaca;

Beero — 74 gaca

6 cemecTp — 72 4acos;

BCEro - 72 yacoB

@opma TeKylero KOHTpPos:

KoutponbHas paGota

He npedycMompensl

ceMecTp - 2 ceMecTp - 6
®opma NPpOoMeKYTOUHOH ATTECTAHH:
OK3aMeHbl 2 ceMecTp 6 cemecTp
YyuebHbIM RAAHOM yuebHBIM NAAHOM
3auer

He HpedycCMompeHbl

3aueT ¢ oleHKoOH

YyueOHbIM HAGHOM
He HpedyCMOompeHsl

yuebHbIM HAAHOM
He npedycmompensl

Kypcosas pabora

VuebHbIM HAGHOM
He npedycmompenst

YueOHBIM NIAHOM
He npedycmompett

Kypcoroii npoext

yuebHbImM naaHom
He npedyCcMOmpenbl

yuebHbIM RIAHOM
He HpedycMompeHsl

5. CopepskaHue QUCHMILIHHBI, CTPYKTYPHPOBAHHOE II0 Pa3iejaM ¢ YKa3aHHeM
0TBEEHHOr0 HA HUX KOJIHYIeCTBA aKaJeMHIeCKHX YaCOB H THUIIOB YI4e0HBIX 3aHaTHH

5.1. Pa3znensl QUCHMIVIMHBI ¥ TPYA0EMKOCTH IO THIIAM Y4eOHLIX 3aHATHH U
paboTel obyqaromuxcs (B akageMUYIECKHX Jacax)

5.1.1. Ounas ¢popma odyueHus

~~

Ne | Paznen qucoHIIHHBI = Pacopenesiense Tpy10eMKOCTH ®Dopma TeKyIIero
(no ceMecTpam) & pasfena (B uacax) 10 THIIAM KOHTPOJIA H
u/ §. y4eOHBIX 3aHATHI 1 paboThl NPOMEKYTOHOH
I g § obyuaromuxest ATTeCTanAN
3 ;
§ = KOHTAKTHAs
g O
= a| 3 m |CF
@
1 2 3 |45 6 7 8 9
1. | Pazpen 1. JlokyMeHTHpORAHKE KontponeHas patora
YIIPaBJICHYESCKOH DK3aMeH
IEeATEIIEHOCTH B PO, 12 | 2 6 6
YHuQHKAUHA 1
CTAHJAPTH3ALMA JIOKYMEHTOB.
2. | Pazgen 2. Cuctema 20 | 2 6 14
OpraHH3alMOHHO-




pacropaauTenLHOH
JIOKYMEHTAIHH
3. | Paspnen 3. JlororopHO-
MpaBoBas JOKYMCHTALIHS.
JokyMeHTaLMA 110 18 | 2 6 12
BHENTHEIKOHOMHYECKOH
IEATeILHOCTH
4. | Paznen 4. JlokymeHTalus 110 20 | 2
TPYAOBBIM NPaBOOTHOLISHHAM 6 14
5. | Pazpen 5. [IpeTeH3MOHHO - 18 | 2
HCKOBAsl JIOKYMEHTALHS 4 14
6. | Paznen 6. Opranusanus 20 | 2
paboTBI ¢ MOKYMEHTaMH 6 14
Hroro 108 34 74
5.1.2. Ouno-3a04Hasi hopma o0y4yenus
Ne | Pazmen JucHMIIHHBI 5 Pacnpenenenne TpyA0eMKOCTH ®Dopma TekyIero
(o cemecTpam) 'i( pasgena (B uacax) Mo THOAM KOHTPOJS H
n/ =3 y4eOHbIX 3aHATHH H padoThI POMEKYTOYHOH
n g § obyuanImuxcs arTecTanHH
2 = KOHTAKTHASA
g
2 a| i3 n3 |¢F
Q
jas]
1 2 3 4|5 6 7 8 Y
1. | Paspmen 1. Konrponsuas pabora
HoxymMmeHTHpOBaHHE Dx3aMeH
yIpaBIeHUYECKOH
IeATeLHOCTH B PO, 12 6
VHupUKaLU | 6 6
cTaHaapTU3alus
JOKYMEHTOB.
2. | Paznen 2. Cuctema
OpraHU3aLHOHHO-
" 20 6
pacnopsaauTeIbHOH 6 14
JIOKYMEHTAIUU
3. | Pazpen 3. HorosopHo-
NpaBOBAas JOKYMEHTALMA.
HoxymeHTanus mno 18 6 6 12
BHEITHEIKOHOMUUECKOH
JIeATeIEHOCTH
4, | Paspen 4. JlokyMeHTALUA TI0
TPYIOBBIM 20 6 6
IPaBOOTHOLICHHAM 14
S | Paspen 5. [IpeTeH3HWOHHO - 13 6
HCKOBas JOKYMEHTAIIH 6 12
6 | Paspmen 6. Opranusanus 20 |6 6 14
paboTEl ¢ JOKYMEHTaMH
Hroro 108 36 7
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5.2. Coxepsxanue THCHMILIMHBL, CTPYKTYPHPOBAHHOE 10 Pa3/ie/iam

5.2.1. Coneprranue JIEKIMOHHbIX 3AHATHI «y4e0HBIM IUIAHOM He NPEAY CMOTPEHbBI»
5.2.2. Copeprxanue J1a60paATOPHBIX 3aHATHIA

No Haum €HOBaAHHEpa3aCJAMHCIHIIIITHHbBI

Copep:xxanne
1 2 3
1 Bxonmoe TectupoBanue. JIOKyMEHTHI K

Paznen 1. JlokyMeHTHpOBaHHE
[VIIPABJICHYECKOH NeaTeNnbHOCTH B PD.
YHH(UKanug 1 CTaHAApTH3AINS
MOKYMEHTOB

MOKYMEHTOOOOPOT B OyXraiTepckoM yueTe.
OcobeHHOCTH 3al0MHEHUS YHHDUIMPOBAHHBIX HopM
TMEPBUYHON YUSTHOM HOKyMeHTauuu. Memodura
cocmasnenus 6yxeanmepCrux pesucmpos 1 OmuyemHbIx
popM, Ha OCHOBE NPUMEHEHUS HOPM OeliCEYIoUe20
sakonooamenscmea. VIctipaBienne TOKyMEHTOB
Oyxrantepckoro y4yera. Memoouka cocmagienus
epaguxa dokymenmoobopoma 6 yensx
Oyxeanmepckozo yyema. JlaHHBIE 3aHECTH HA
PIEKTPOHHEI HocHTeNb B hopmare Word.

Paznen 2. CucteMa Opranu3aioHHO-
PacIIOPANUTENBHON IOKYMEHTAIIHH

Odopmnenue ITonoxenus o SyxranTepus.
Odopmnenus npukasa 00 HTOrax PEBH3UH 110
COCTaBJICHHIO U cllaye OyXrantepckoi (hHHaHCcOBOM)
OTYETHOCTH.

OdopmireHne 3asBIEHHS O IPEAOCTABIEHUH JbIOTE
mo HJI®JL

Memoouxa cocmasnenus 00N4CHOCMHOT UHCMPYKYUY
6yxeanmepa. OopMITCHHE CIIPABKH, IPOTOKOA.
cimyKeOHBIX mHceM./|aHHbIe 3aHECTH Ha EKTPOHHEBIH
HOCHUTENE B hopmare Word.

Pasyien 3. JloroBopHO-TIpaBoBas
MOKYMEHTAITHSL.

JloKyMeHTalus 110
BHEITHEIKOHOMUYIECKON NS TeTEHOCTH

byxranrepckoe copoBOKICHUE JOTOBOPA MOCTABKH,
Odopmienne aKxTa HHBEHTAPU3AIHH MATEPUAIILHEIX
nennoctel, Ogopmnenue dosepennocmu na
MOnyYenue MamepuanoHblX YeHHOCMeU U noayieHue
HABBLKOG 0EN106bIX KOMMYHUKAYULL 8 YCIMHOR U
NUCOMEHHOU (hopMe HA PYCCKOM U UHOCIPAHHOM
usbikax. Opopmienne XypHaa perucTpaus 1 yyeTa
moBepenHocTel. OdopmieHre KOHTPAKTA,
MEKIYHAPOHOTO NMUChMa. JlaHHBIE 3aHECTH Ha
OJIEKTPOHHBIH HOCHTENb B Gopmare Word.

H

Paznen 4. JlokyMeHTalUs 10 TPYIOBEIM
MPaBOOTHOIIEHHSIM

C yuemom naewikog 0en0801i KOMMYHUKUYUY U
byxeanmepcrozo yuema oQopmieHue npukasa o
NPeMUPOSAHUY COMPYOHUKOE byXzanmepu.
Cocrasnenue rpaduka OTIIyCKOB COTPYIHHKOB
OyxranTepuu, THYHOM KapTouky. JaHHEIC 3aHECTH HA
PIIEKTPOHHEIA HOCHTENb B hopmate Word.

Paznen 5. [IpeTen3uoHHO - HCKOBasI
MOKyMEHTAL[US

Oghopmnenie npemen3UOHHBIX NUCEM, UCKOBO20
BAAGAEHUA C YHEMOM HABLIKOE 081080t KOMMYHUKAYUY
Ha pyCCKOM U ananuickom A3vike. JIaHHbIE 3aHECTH HA
PIIEKTPOHHBIH HOCHTEND B hopmare Word.

" [Pasgen 6. Oprauuszaims paboTsl ¢

MMOKYMCHTaMH

CocrasieHue akTa 0 BEJICICHUH K YHHYTOKEHHIO
JIOKYMEHTOB, B TOM YHCIIE OyXTalTepCKUX PErHCTPOB,
HE ToIeXKaIIUX XpaHeHuto. Memoduxa cocmasnenie




dbopmate Word.

cOamoyHOU onucy npu nepedaye 0eid 8 apxus.
Jlannble 3aHECTH Ha 2IEKTPOHHBIA HOCHTEIL B

5.2.3. IlpakTuvecKue 3aHATHS «y9IeOHBIM IVIAHOM HE NPELy CMOTPEHbI»

5.2.4. Ilepeyenb y4eGHO-MeTOAMYECKOro ofecmedenusi /Uil CaMOCTOSTENbHOH paGoTsI

oﬁyqamumxca Mo JuCOuIIJInHE

Ounas gopma odyuenus

nesTenbHOCTH B PO.
YHM(pUKALML 1
CTaHIAPTH3AIIHS
MTOKYMEHTOB

BIIMAHWE Ha [OJTOBEYHOCTE W COXPAHHOCTH
MOKyMeHTa. BiHsHHEe Hay4HO - TEXHHYECKOIO)
Nporpecca Ha JOKYMEHT M IOKYMEHTHPOBAHHE.,
TexctoBble, rpaduueckie, MalIHHOYHTAEMEIE]
IOKYMEHTEL, hOTOIOKYMEHTEI. IoHaTwe]
«IMEKTPOHHBIH JOKYMEHT.

VHaudHKalysa 4 cTaHIaPTH3ALKS JI0KYMEHTOB,
YHU(QUIMPOBAHHBIE CHCTEMBI JOKYMENTALMN
[ToaroroBKa K KOHTPONBHOM paboTe
[ToaroToBka K sK3aMeHy

[IoAroTOBKA K HTOrOBOMY TECTHPOBAHHIO.

N | Hanmenosanue pasnena e
Copnepxanue MeToauIecKoe
JMCHHTIITHHBI
obecrieyeHue
1 2 3 4
[lonstue 0 JOKYMEHTHPOBAHHH. [11, 121, [3]
O6s3aTeIbHOCTD JOKYMEHTHPORAHHS
HHGbOPMAIHH. 3akoHoJaTe/IbHEBIE aKTBI,|
PErTIAMEHTUPYIOIHE OpraHH3allio paboThl ¢
ITOKYMEHTHPOBAHHOH uHbopManuel
(Denepaneusii 3akon PO «O6 undopmamy,
MH(OPMALIMOHHEIX TEXHONMOTHAX W O 3aLIHTE
Pazmen 1. undopmar, Tpynosoii kogeke PO u ap.).
loxymMeHTHpORaHHE OcHoBHBlE — ¢crMOCOOBI  IOKYMEHTHPOBAHHS.
yIIPaBIEHYSCKOM MatepHanbHEIE HOCHTENH HHGOPDMALHH U HX

Pasznen 2. Cucrema
OpraHu3alMOHHO-
pacnopsIuTENLHON
[IOKYMEHTaLHH

YHuduuMpoRaHHas CUCTEMa OpraHH3alluOHHO-
pacropanuTensHoi nokyMmenTauusd (YCOP)
Dopmynap-obpazerr OpraHU3alHOHHO-
pacriopsaaMTenbHOM nokymenTaimu (OPT)
PeKBU3UTEI U ONaHKH

[TonroToBka Kk KOHTpONBHOH paboTte
[logroToBKa K sK3amMeHy

[loAroToBKa K HTOTOBOMY TECTHPOBAHHIO.

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

Paznen 3. JloroBopho-
MpaBoBast JOKYMEHTAIIHA.
JTokyMeHTauus 110
BHELIIHEIKOHOMHYECKOM
MeATeNEHOCTH

Haznauenwue u CTPOCHHE A0roeopa.

[Ipapuna oopMIeHHs aKTOB B OpraHH3allHH.
[lopsmok  odopMmieHHs W pETHCTpALMH
MOBEPEHHOCTEH.
llopsimok  odopMITeH#s MEKAYHapO HEIX]
KOHTPAKTOB.
[paBuia 1 GOpMBI NEPENHCKHU C 3apyGe/KHbIMH
napTHEPaMH.

IMoproroBka k KOHTPONBHOH paGoTe

[To/iroToBKa K 3K3aMeHy

(11, [2], 131, [6], [7]




[To/IroToBKa K MTOrOBOMY TECTHPOBAHHIO.

Paznen 4. JlokymeRTanus 1o
TPYIOBBIM
MpaBOOTHOIIEHHSIM

[locnenoBaTensHOCT oopmiteHwHs
VIOKYMEHTOB IIDH IIpHeMe Ha paboTy.

[Nprika3el 110 JUYHOMY COCTABY M MX OTJIHYME
OT APYTHX MPUKA30B.

DyHKIIUN u HazHaueHHe LITATHOTQ)
pacrucaHus.

[lopsmok  oOpMIIEHHS M PAaCTOPIKEHHS
TPY/IOBOI'O JOTOBOPA.

Hasnayenue nuuno# Kaprtouku. Tpymosas
KHHJKKA U €€ XapaKTepPHCTHKA.

[ToaroToBka K KOHTPONBHOH paboTe
[ToaroToBKa K SK3aMeHy

[TonroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

Paznen 5. Ilperensuonno -
HCKOBAST JOKYMEHTALHS

[Mopsnok oGOpMIIEHHS MPETEH3WH M HCKOBOTO
RasBICHHUA.

Pabota c xanobaMu H 06pallieHHIMH rpaKaaH.
loaroroBka K KOHTPONBHOH paboTte
[loAroToBKa K 3K3aMEHY

[ToaroToBka K HTOrOBOMY TECTHPOBAHHIO.

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

Paznien 6. Opranuzaius
[pabOTEI ¢ JOKYMEHTAMH

Crnyx0a [IOKyMEHTallMOHHOrO ofecnedyeHus
yrpasieHus. TpeboBaHHS K OpraHH3AlHH
OKYMEHTO000pOTA.

Opranuzaius npHema, pPaccMOTPEHHH,
PErMCTpallMd M MCIIONHEHHS OKYMEHTOB.
MudopMalioHHO-clIipaBoYHas  pabota B
YCIIOBHAX ~ TIPMMEHEHHS  KOMIIBIOTEPHBIX
TEXHOJIOTHH.

KoHTpONE HCIIONTHEHHS IOKYMEHTOB.
Opranuzarus OTIEPATHBHOTO XpaHeHUs
nokyMeHToB. HoMeHKIaTypa nen, SKCrepTHsa
LIEHHOCTH AOKYMEHTOB, MOPSAAOK YHHUTOKEHUS
OKYMEHTOB M O(QOpPMIIEHHS Pe3yJIbTATOB
SKCIIEPTH3bl, IOArOTOBKA JAeN K apXHBHOMY)
XpaHEeHHIO.

[ToroToBka K KOHTPONBHOH paboTe
[MonroToBka K 9K3aMeHy

[Tonroroska HTOI'OBOMY TECTHPOBAHHIO.

(11, 2], B).[4], [5],
[6]

Ouno-3ao4nast popma odyuenns

HanmenoBanue pasaena
JHCIHIIJIHHbLI

Copep:xanne

Yuebuo-
MeToJHYecKoe
obecneuenue

2

4

Paspen 1.
JIOKyMEHTHpOBaHHE
yIIpaBjieHYecKOH
nesTensHOCTH B PO,
Y HRpHUKAIUA U
CTaHgapTusalus
ITOKYMEHTOB

ITonsTue ) JOKYMEHTHPOBAHHH.
O6s3aTenBHOCTE JOKYMEHTHPOBaHHS
HGOpMAaIHH. 3aKOHOJATEIbHbIE aKTBhI,
perylaMeHTHPYIOIMIME OpraHu3aluio paboTel ¢
NOKYMEHTHPOBaHHON HHpOpMaLueH|
Denepaneueiil 3akon PO «O6 wmabOpMayw,
MH(QOPMAITMOHHBIX TEXHOJOTHIX M O 3allHTe]
H(opMalmy», Tpynosoit kogeke PO u ap.).

OcHoBHble  croco0Bl  JOKYMEHTHPOBAHMAL.
MatepHalbHble HOCHTEIH HHGOPMAIIHH H HX|
BJIMAHWE Ha JONTOBEYHOCTE M COXPAHHOCTH)

[1], [2], [3]
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MOKYMEHTa. BIMsSHHE HAay4HO - TEXHHUYECKOIO
porpecca Ha IOKYMEHT U JJOKYMEHTHPOBAHHE.
TexcToBBIE, TpaHUecKHe, MAalIHHOYHTASMBIE
MOKYMEHTBI,  (POTONOKYMEHTHI. TlonsTue
«3MEKTPOHHBIH JOKYMEHTY.

VHHOHKALNA W CTAHNAPTH3ALMA JOKYMEHTOB,
yHAQHIIMPOBAHHEIE CHCTEMBI JOKYMEHTAIHH.
[MoaroToBKa K KOHTPOIBHOM paboTe
TMoATOTOBKA K DK3aMEHY

HOHFOTOBK& K HTOTOBOMY TECTHPOBaHHIO.

Paznen 2. Cuctema
Opraiu3aHoOHHO-
pacIIopAARTEIBHOH
NOKYMEHTAIHH

\YHuUIMpOBAaHHAS CUCTEMa OPraHM3alMOHHOA
pacriopsaTensHo# gokymenranuu (Y COPD).
@opmynsap-obpazen OpraHu3aloOHHO-
pacriopsauTensHoi nokymenTauu (OP D).
PexsuznTe! u OnaHky.

[MonroToBka K KOHTPOIBHOM paboTe
[MoaroToBKa K SK3aMEHY

IMoaroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

Pasnen 3. JJoroBOpHO-
npaBoBast JOKYMEHTALIKL.
JoxymMeHTaLus 1o
BHEITHEIKOHOMUUECKOH
IMesTCILHOCTH

[HasnaueHue 1 cTpoeHHE JOrOBOPA.

[IpaBusia 0GOpMIICHHS aKTOB B OPraHH3aluu.
[Mopsimoxk  odopmiieHHss M pPETrHCTpalyy
MOBEPEHHOCTEH.

[Mopsimok ~ odopMIeHMS  MEKIYyHapPOAHBIX]
KOHTPAKTOB.

[Ipasuna ¥ GOpPMBI TIEPETTUCKH C 3apyOesKHBIMH
apTHEPaMH.

[MoaroToBKa K KOHTPOILHOM paboTe
[ToaroToBka k 3K3aMeHy

[MoaroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

TPYIOBBIM
[IPABOOTHOINEHHAM

Pazmen 4. JJokyMeHTAIH 110 [paclCaHus.

[MocnenoBaTenbHOCTD oopmenns|
IMOKYMEHTOB IPH TIpHeMe Ha paboTy.

[Mpuka3pl [0 JTHYHOMY COCTABY M HX OTIIHYHE]
OT APYIHX MPHKA30B.

(DyHKLIHH U Ha3HaueHHe IITATHOTO

[Mopsmok  odopMiIeHMA M PacTOP/KEHHS
TPYAOBOTO JOTOBOpPA.

HasHauenwe nuuHOH KapToukd. TpynoBas
KHIDKKA U €€ XapaKTepUCTHKA.

[ToaroToBKa K KOHTPONBHOH paboTe
[logroToBKa K 2K3aMeHy

IToAroTOBKA K UTOTOBOMY TECTUPOBAHUIO.

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

Pasmen 5. IlpeTensuoHHO -
MCKORAs JOKYMEHTALIU

[Topsnok ohOpMIEHHS NPETEH3HH U HCKOBOIQ
BaABJICHHUA.

PaboTa ¢ xanobaMu 1 oOpallleHUAMH IpakIaH.
[MoaroToBKa K KOHTPONBEHOH paboTe
[ToaroToBKa K 3K3aMeHy

[ToaroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

Pasnen 6. Opranusaus
paboTeI ¢ IOKYMEHTaMH

Crysx6a DOKyMEHTALHOHHOTO 00ecTIeueHus
yipasieHus. TpeGoBaHUA K OpraHU3alHu
moxyMeHTo060poTa.

OpraHuzanys IpHeMa, pacCMOTpPEHH,
PETUCTPALIMH H HCTIONHEHHA JOKYMEHTOB.
MudopmaLmoHHO-CIIpaBoYHas pabora B
YCIIOBHSIX TIPHMEHEHNS KOMIIBIOTSPHBIX
[TEXHOIOTHH.

(11, (2], [3.[4], [5],
(6]
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KOHTPOIB HCHIOTHEHHST JOKYMEHTOB.
OpraHusaliis onepaTuBHOr0 XpaHeHUs
noxymeHnTos. HoMeHkIaTypa e, sKcrepTuza
1IEHHOCTH JOKYMEHTOB, HOPSAOK YHHYTOKEHHS
OKYMEHTOB X OOPMIISHUS PE3yIBTATOR
OKCTIEPTHU3EL, TIOAI OTOBKA /IEN K apXHBHOMY
XPaHEHHIO.

[TonroToBKa K KOHTPOIBHOM pabote
[ToxroToBka k 3K3aMeHy

[ToAroToBKa K HTOTOBOMY TECTHPOBAHHIO.

SO S T NS

oilhed

14.

15.

16.
17:
18.

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

27.

28.

29,
30.

5.2.5. Tembl KOHTPOALHBIX padoT

. Ponps moxymenTa B cdepe mpasa U yIpaBiIeHHS.

. JIOKYMEHT: OCHOBHBIE ITOHATHS, CTIOCOOBI JOKYMEHTHPOBAHHS.

. HopManug 1 TOKyMEHT.

. YHuduxanys M CTaHZApTH3alus Kak OCHOBHOE HAIlPaBIEHHE COBEPIICHCTBOBAHHS

noxkymeHTOB. ['OCTeI Ha YC]I. CHcTeMEI TOKYMEHTALIHH.

XapakTepHCTMKa, COCTaB U coyepskanue neicteyromero ['OCTa.

Coctas pexBuzuToB OP/l, npaBuna ux ohopMueHns.

IIpaBuna odopMIeHUs, H3TOTOBICHHSA, Yy4YeTa, HCIONB30BAHHA W XPaHCHHA OIIaHKOB
OpraHu3alum.

. XapakTepuCcTHKa U COCTAB OPraHU3aIllMOHHEIX JIOKYMEHTOB.

. XapaKkTeprCTUKa B COCTaB CIIPABOYHO-HH(YOPMAIMOHHBIX JJOKYMEHTOB,
10.
11.
12
13.

XapakTepUCTHKA H COCTAB PACIOPSIUTEIFHEIX TOKYMEHTOB.

OcobennocT 0OpMIIEHUS KaJpOBOil JOKYMEHTAITHH.

YaupunupoBanHble GOpPMBI JJOKYMEHTAIHH IO TPYLY.

HenonpoussoacTBO Kak (QYHKUMS YIPAaBIEHHS, COBpPEMEHHEIE TpeOOBaHHS K €ro
OpraHU3allkH.

Crmyx0a JIOKyMEHTaUHOHHOTO OOeCIeUeHHs YIpaBJIeHHs: (QyHKIHH, CTPYKIYpa,
JIOTKHOCTHOH cOCTaB, HOPMaTHBHBIE MaTePHAITEL

Ob6mue DPHHUMIBI OPraHU3alul TOKYMeHTooOopoTa. OCHOBHBIE 3Tambl TEXHOIOTHH
paboThl C IOKYMEHTaMHU.

IlepsonavanpHas 0OpaboTKa JOKYMEHTOR B YUPEIKICHUH.

Texnonorus paccMOTpeHUs JOKYMEHTOB B YUPEIK/ISHHH.

PerucTpanus MOKYMEHTOB KaK IIpOIIECC CO3JaHMS 0aHKa JaHHBIX O JOKYMEHTax
OpraHu3aryH.

KonTpoms uenonHeHus TOKYMEHTOB.

Opranusauys OTIPaBKY JOKYMEHTOB.

OcHosrble TpeOOBaHM K OpPraHA3alliy XPaHEHHS HCIIOHEHHBIX JIOKYMEHTOB,

Buner Homenknatyp nen. Ilopsook coctaBnenust # 0popMIIeHHs.

Cpox# XpaHeHHs JOKYMEHTOB.

[IpaBuia MOArOTOBKH JEN K CAade B BEIOMCTBEHHBIH apXHUB.

ApXUBHOE XpaHEHUE TOKYMEHTOR.

Cocras HOPMATUBHBIX JIOKYMEHTOB, PETIIAMEHTHDYIOLIMX COCTaBle€HHE M odopMmiIeHHe
JOKYMEHTOB, UX XapaKTepHCTHKA.

CocraB HOPMATHBHBIX JOKYMEHTOB, PEITIAMEHTHPYIOIIMX OpraHu3aldio paboTel ¢
JOKYMEHTaMH B YUPEXKICHUH, HX XapaKTepUCTHKA.

Memoouxa cocmasnenus Oyxzanmepckux pesucmpos u OMYemHwIX (opm, HA 0CHOGE
NPUMEHEHUs HOPM OeliCBYIoUje20 3aKOHOOAMeNbCmEa.

Memoouxa cocmaenenus 2paguxa doxymenmoobopoma 6 yensx 6yxeanmepcekozo yuema

Memoouxa cocmasnenus 0on’cHOCMHOU UHCMpPYKYuY Gyxeanmepd.
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31. Ogopmnenue Ooscepennocmu Ha nOLYyYeHUe MAMEPUATLHEIX YEHHOCMEN U NOIYYeHUe
HABLIKOG 0€06bIX KOMMYHUKAYUN 6 YCMHOU U RNUCLMENHOU Qopme HA pycckom U
UHOCIMPAHHOM A3BIKX.

32. C yuemom HaBLIKO8 0€1060U KOMMYHUKUYUU U 6Gyx2aimepckozo yyema ogopmnexue
HPUKA3A 0 NPEMUPOSAHUY COMPYOHUKOE Byx2anmepuil.

33. Memoouxa cocmagnenue coamoyHol ONUcy npu nepedade Oend 6 apxus.

5.2.6. KypcoBble mnpoekTsl/ KypcoBbie paGoThl «yd9e0HBIM IUIAHOM He
NpeaycMOTPEHBD»

6. Meroauueckue yKa3aHus I 00y4aOIMMXCH 10 0CBOEHHIO JHCHHILIHHBI

OPI‘ AHH3AHAOCATEIIbHOCTUCTYIEHTA

JlaGopaTopHble 3aHITHS
PafoTa B COOTBETCTBUH C METOIHYECKUMH YKA3AHHSIMH I10 BBIIOJIHEHUIO J1a00paTOpHbIX paboT.
CamocrosiTeibHA _paboTa :

CamocToaTenbHas paboTa CTyeHTa Hall yCBOSHHEM yue(GHOro MaTepuaia no y4eGHoi
JMCLHITMHE MOYKET BBITIONMHATECS B MOMEIISHHAX JUI1 CAMOCTOATEEHOM paboThl, a TakKe B
noMaiHux yenosuax. CogepikaHue caMOCTOATENBHOM paboThl CTYIEHTa OlpeaenseTcs yaebHoH
NpOrpaMMoii AMCIMILIHHBL, METOOHYECKUMH MaTepHaIaMH, 3aJaHHAMH H YKa3aHHIMH
NIpenoanaTens.

CamocTosaTensHas paboTa B ayIMTOPHOS BPEMS MOJKET BKIIIOYATE:

 — BBIINOJIHEHUE KOHTPOMBHEIX paboT;

— pelleHHe 3a1a4;

— paboTy cO ClIpaBOYHON U METOAMYECKOM TUTEPATYPOH;

— paboTy ¢ HOPMATHBHLIMH IPABOBEIMH aKTAMH,

— yuyacTHe B TECTHPOBaHHH H JIp.

CamocrosTensuas paboTa BO BHEAYJHTOPHOE BPEMA MOMKET COCTOSTE HU3:

— HU3ydeHHs yueOHOH U HayqIHOH THTEpaTypHI;

— H3Y4€HHs HOPMATHBHBIX MPABOBBIX aKTOB (B T.4. B AJIEKTPOHHBIX Ha3ax JaHHBIX);

— TIOATOTOBKH K 1a60PaTOPHBIM 3aHATHIM;

— TIOArOTOBKH K KOHTPOJIBHBIM paboTam, TECTHPOBAHHIO H T.1.;

— BblIenenue Haubonee CII0AKHBIX U NMPOOIEMHBIX BOIIPOCOB M0 H3YYaeMOH TeMe, IOTyYeHHE
pazbsCHEHHH W PEKOMEHIAlMH 110 JaHHBIM BOIIPOCAM ¢ NpenojiaraTenaMu KadeIpel Ha HX
€KEGHEIENBHBIX KOHCYIIBTALIHIX,

- TIPOBEICHHME CAMOKOHTPOJISA ITyTEM OTBETOB HA BOMPOCH! TEKYIIEI'0 KOHTPOIA 3HAHUI, pelieHus
TPEICTABIEHHBIX B y4eOHO-METOIMYECKHX MaTepuaiax Kadeaprl 3a/1a4, TECTOB, HAMMCAHHS
pedepaToB M 3cce N0 OT/IEIBHBIM BONPOCAM H3Y4aeMO TEMBI.

KourpoJsisuas padora

[Teopernyeckas u npakTHYecKas YaCTH KOHTPOJIbHOH paGoTh! BEIIONHAIOTCS TI0 YCTAHOBIECHHLIM TEMAM

(BapuanTam) ¢ MCIIOJIB30BAHUEM MIPAKTHYECKHX MATEPHAIIOB, TIOTYYEHHBIX Ha Ta60PATOPHBIX 3aHITHAX.

K xaxnobi TeMe KOHTPOJIBHOM paGoThl PEKOMEH/YETCS IPHMEPHBIH NIEPEIeHb OCHOBHBIX BOIIPOCOB,

crkcok HeoGxonumoH surepatyphl. Heo6X0auMo M3ydHTh TMTEPATYpY, PEKOMEHYEMYIO 1714

BHINONHEHHST KOHTPONEHOU paboTel. UToGk! NONHES PACKPEITH TEMY, CIEAYET HCIIONB30BaTh

IMOTIONHUTEJIEHBIE HCTOYHHKH M MaTepHaibl. MHCTPYKITHS TI0 BEITIOTHEHHIO KOHTPOIIBHON patoTh

HAXONUTCA B METOAMYSCKHX MaTePHANaX 110 JIMCLMILIHHE.

ITonroroBKa K 3K3aMeHy
[TonroroBka CryeHTOB K 3K3aMeHY BKITIOYACT TPH CTA [HH:

— caMocCToATeNbHas paboTa B TedeHHe y4ebHOro rojia (ceMecTpa);

— HENOCpeNCTBCHHaA IMOATOTORKA B JHH, NPEAUIECTBYIOIIHE SK3aMEHY;

— NOAIroTOBKAa K OTBETY Ha BOIIPOCHI, COASPRAIUECS B bunere.

7. OdpaszoBaTenbHbIE TEXHOJIOTHH
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Hepeqem, Oﬁp%OBaTEJIBHBIX TEXHOHOTIIﬁ, HCIIOJIB3YEMBIX IIPH U3YYEHHH JHCIHUIIITHHEI
((I[OKYMGHTHPOB&HHG ynpaBnqueCKoﬁ JCATCIIBHOCTH»

TpanuuuonHsie 00pa3oBaTeNbHbIE TEXHOJIOIHH

JucuunmaHa «JJOKyMEHTHPOBAaHME YNPABIEHYECKOH MEATEIBHOCTHY IIPOBOIHTCS C
HCIONL30BAaHMEM TPANUIIMOHHEIX 00pa30oBaTeNbHBIX TEXHOIOTHH OpPHEHTHPYIOIIHECS Ha
opragusaiuo 06pa3oBaTeNbHOr0 IPOIecca, IPENOIATaOIYIO IPAMYIO TPAHCILIIHIO 3HAHUK
OT TpemojaBaTeNss K CTYISHTY (IPEHMyIIECTBEHHO Ha OCHOBE OOBICHHUTEIHHO-
HIUIOCTPATHBHBEIX MeTOJI0B 00ydeHus), ydeOHas NeATENBHOCTH CTYNCHTA HOCHT B TaKHX
YCIOBMSX, KaK IPAaBHIO, DPENMpONyKTHBHEIH Xapakrtep. QPopMbl y4eOHBIX 3aHATHH 110
miciuIunHe  «J[OKyMEHTMpPOBaHHE YIPABIEHYECKOH [eATeNbHOCTH» C HCIOJIb30BAHHEM
TPaJHIIHOHHBIX TEXHOIOIHH:

JlaGopatopHoe 3aHsITHE — OpraHA3alys y4eOHoH paboThl ¢ pealbHEIME MATEPHATBHEIMU
v uHOOPMAIMOHHBIME OOBEKTaMH, SKCIIEpPHMEHTaTbHas paboTa ¢ MOZJEISIMH  peasbHBIX
00BEKTOB.

HMuTepakTHBHBIE TEXHOJIOIHH

o mucrummuEe «J[0KyMEHTHPOBAHHE YIPABIEHUECKOH JesSTeIBHOCTHY JIa0opaTopHLIe
3aHATHS IPOBOSTCS ¢ UCIIONIB30BAHHEM CIIETYIOIUX HHTEPAKTUBHBIX TEXHOIOIHA:

PaGoTa B MaJBIX pyNIax — 3T0 OJIHA M3 CaMbIX NOIYJISAPHEIX CTPATErHi, TaK KaKk OHa
naeT BceM oOydaromuMcst (B TOM HYHCIIE M CTECHUTENBHBIM) BO3MOJMKHOCTH YYacTBOBATH B
paboTe, TPAKTHKOBATH HABBIKH COTPYAHHYECTBA, MEKIMYHOCTHOTO OOIIEHHs (B 9ACTHOCTH,
yMEHHE AKTHBHO CIylnaTh, BhpabaTeBaTh oOImee MHEHHE, pa3pemarh BO3HHKAIOIIHC
passoryacus). Bee 370 gacTo OpIBaeT HEBO3MOXKHO B OOJIBIIOM KOJUIEKTHBE.

PoneBble MIPEI — COBMECTHAS AEATENHHOCTh IPYIIILI 00yJaromuxcd U IperoIaBaTelis
MOJ YIpaBlIeHHEM IIPENojaBaTelsi C IENBI0 pelleHHs y4eOHBIX H IPOo(ecCHOHAIBHO-
OPHEHTHPOBAHHEIX 387ad IIyTeM HIPOBOTO MOJENHPOBAaHMA PealbHOH MpoOIeMHON CHTyalHuH.
ITo3BONSET OINEHHMBATH yMEHHE AHATM3UPOBATH M PEIIATh THUIIHYHBIE HPO(ECCHOHANLHBIE
3aJja4uH.

HudopManHoOHHO-KOMMYHHKAIIMOHHBIe  00pasoBaTelIbHbIE  TEXHOJOrHH  —
opraHu3ayst 06pa3oBaTeNBLHOTO MIPOIiecea, OCHOBAHHAS HA IPHMEHEHHH CICIHATH3HPOBAHHBIX
IIPOTPAMMHEIX CPEJ H TEXHHYECKHX CPEJICTB pabOoTEI ¢ HHPOPMAaIKEH.

JucuunauHa «/JoKyMeHmuposanue ynpasieH4eckol 0eameibHoCH) NPOBOJUTCS
¢ HCII0JB30BAHHEM HHHOBAIHOHHBIX METOJ0B B BLICIIEM 00pa30BaHUH, KOTOPHIE BKIIHOYAIOT
B cebs HCIIOJIB30BAHHE COBPEMEHHBIX MOCTH)KECHHUH HAYKH H HH(OPMAITMOHHEIX TEXHOJOTHH B
obpazoBanuy. OHM HalpaBieHbl Ha IIOBBIIEHHE KadecTBA MOJArOTOBKH IIyTEM DasBUTHS Y
CTYIEHTOB TBOPUYECKHX CIIOCOOHOCTEH M caMocTosTeIbHOCTH. OHH IpenonaraioT IpHMEHEHHE
HH(pOpPMAnHOHHEIX 00pa30BaTENBHBIX TEXHOJIOTHH, a TakkKe y4edDHOE — METONUYECKHX
MaTepHajoB, COOTBETCTBYIOIIUX COBPEMEHHOMY MHPOBOMY YPOBHIO, B IIPOLECCE MIPEIIOIABAHS
JUACIIUILIIAHEL:

- peuieHue 3a7a4 ¢ NPUMEHCHUEM HHQOPMAIMOHHO - CIPAaBOYHBIX CHCTeM «l'apaHTy,
«KorcynpTasT +».

- HKCIIONIb30BaHHE IIPOIPAMMHO-IIENArOTHUECKUX TECTOBBIX 3aJaHHi JUI1 IPOBEPKH
3HAHHH CTYIECHTOB.

8. YuebHo-MeToquUecKoe N HHPOpManHOHHOE o0ecnedeHHe JHCIHIIHHBI
8.1. Ilepedyenn OCHOBHOW H [JIONOJHUTEJLHOH Yy4deOHOH JUTEpaTyphl,
He00X0/THMOii UIA 0CBOEHHH AHCHHILIMHBI

@) ocroenan yueoHan iumepamypa:

1. JIOKYMEHTHPOBAHUE YIIPABICHYECKON IESITEPHOCTH: YUeOHUK U IPAKTUKYM/
1.K Kopuees, A.B.ITmenko, B.A.Mamypues. —M.: FOpaiit,2017. — 384c.
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2. Pasnioposkabtii A.A. JIoKyMEHTHPOBaHHE YIIPABICHIECKOH MESTEIEHOCTH!
yaebnoe nocobue. — M.: UTHOPA — M,2016. — 304c.

3. Kysnenosa, Y. B. JIoKyMEHTHPOBaHHE yIIPABICHICCKON NEATEINEHOCTH! yaebHoe
nocobue miist Gaxanaspos / M. B. Kysrerosa, I'. A. XagarpsH. — 2-e u31. — Mocksa: Jlamkos
u K, At Tz Dp Memua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5. —DNeKTPOHHO-
fubmmoTeunas cucrema IPR BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

f) 0ononHumenvHaA yueOHan 1umepamypa:

4, lmutpuesa, JI. Y. JIoKyMeHTAMOHHOE 00ECIEYeHHE YIPABICHYCCKOM NEATSIPHOCTH:
yuebHOe mocobue / JI. U. Jimurpuesa, M. B. Pysaesa. — Hosocubupck : HoBocuGrpekuit
roCy/IapCTBEHHEIH TexHudeckuii yruBepcutet, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. —
URL: http://www.iprbookshop.ru/98703.html

5. I'puabepr, A. C., MndopManuoOHHbIE TEXHOTOTHH YIIPABIEHHA: yuebHOe mocobue i
308/ A.C. I'punbepr, H.H. Top6aues, A.C. Bornapernko. — Mocksa: OHUTU-IIAHA, 2017. —
478¢. — ISDN 5-238-00725-6. — Texct: anektponusri// [{udopoBoii obpazosaTenbHEIH pecype
IPR SMART: [caiiT]. - URL: http://www.iprbookshop.ru/71234.html

6. Kysuerosa, M. B. KonbunernuanbHoe AeI0TPOH3BOACTBO U 3aIUINeHHBIH
3IEKTPOHHEIA TOKyMEHT00G0pOT : yuebnoe mocobue st Gakanaspos / M. B. Kysuerosa, I'. A.
XauarpsiH. — Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. —
Drexrporno-6ubnrotednas cucreMa IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97083.html

7. Poroxua M. YO. JlokymenTanuonsoe obecredeHre yupapIeHus: yaeOHo-
npakTHIecKoe nocobue [DnekTporHsii pecype] / Mocksa| Bepiun: Jlupext-Mezma,2014. -384c.
- 978-5-4475-1648-2— URL: http://biblioclub.ru/index.php?page=book&id=253704

8) nepeueHb yuebHO-MEMOOULECKO20 ODecne e uA:

8. Boromomosa JI.JO. Merouueckne yKazaHus K BEIIOTHEHHIO KOHTPOILHOHR pabOTEL.
Actpaxaub, ATACY,2019 r.- 32 c. http://moodle.aucu.ru

2) nepeueHb OHIAAIH KypCog:
9, CrenuatucT KaZpoBOoro JeIoNpOUu3BOICTEA HAa COBpeMEHHOM npeanpuaTun. - URL:
https://vgaps.ruw/seminar/260?utm_source=google_adwords&utm medium=cpc&utm_campaign

8.2. Ilepedensr HeOOXOAMMOI0 JHIIEH3HOHHOI0 M CBODOJHO PACIHPOCTPAHAEMOr0
IPOrpaMMHOro ofecrnedeHnsi, B TOM YHJIe 0T€4eCTBEHHOr0 POU3BOICTRA, HCII0IbL3YEMOI0
IIPH OCyIIeCTBIEHHH 00pa30BaTeJbHOr0 MPoNecea 1o TUCIATIIHHE

1. 7-Zip

2. AdobeAcrobatReaderDC.
3. ApacheOpenOffice.

4. VLCmediaplayer

5. KasperskyEndpointSecurity.
6. Yandex Opaysep

8.3. Ilepeuenn cOBpeMEHHBIX MPodeccHOHATBHBIX 023 JANHBIX H HH(OPMAHOHHBIX
CIPABOYHBIX CHCTEM, JOCTYIHBIX 00y9Jal0IMUMCS IPH OCBOCHHH IMCUHIIIHHB]

1. DnexTponHas HHGOPMAIHOHHO-00pa3oBaTenbHad Cpeia Y HUBEPCHTETA:

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

2. DneKkTpoHHO-OHOIMoTe HAsA cucTeMa «Y HUBEPCHTETCKas OnbmmoTexay
(https://biblioclub.ru/)

3. DnextponHo-6ubmuoTeynas cucrema «IPRbooks» (www.iprbookshop.ru)
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4. Hayumas snextponuas 6ubmoTexa (http://www.elibrary.ru/)

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

6. OerepalbHBIN HHCTUTYT IpOMBIIIIEHHOM cobcTBenHOCTH (hitp:/www] .fipt.ru/)

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

9. Onmncanne MaTepHAIBLHO-TEXHUYECKOH 0a3bl, He00X0AMMOH /151 OCYIEeCTB/ICHHS
00pazoBaTEeIbHOI0 MPOLEcea 10 JHCUHIIIHHE

BO3MOKHOCTHMH 3/10PpOBBA

Ne | HaumeHoBaHHeCICHHAIbHBIXIOMEIEHHH | OCHAEHHOCTD CHIEHHAIBHBIX
m HIIOMeEIeHUHISICAMOCTONTeILHOMpato IoMeleH ui
n ThbI HIIOMeIeHUHJIgcaMoCcTOAaTeIbHOMpab
OTBI
1. | YueOHBIE ayTUTOPUH /IS TIPOBEACHHS Ne209
yueOHBIX 3aHITHH: KommnexryaednoiimetemCrair
HOHAPHBIMMYIIBTUMEIHHHBIAKO
414056, r. Actpaxans, yi. Tartummesa MILIEKT
Nel8 6 JlocTynk uHGOPMAHOHHO—
- Ne209. TeIEKOMMYHUKATHOHHOHCETH
WaTteprem
2. Homemeﬂummcamoc*rosxTeﬂLHOﬁpaﬁon: Ne201
KommnextyueOHoiimeben
414056, r. AcTtpaxaHsb, yi. TaTuinesa, u.KoMneroTepp—8mT.
22a Hoctynk uHpOpPMAITMOHHO—
- No201,203; TeﬂeKOMMyHHKauHOHHOﬁceTH<<I/IHTep
HET.
414056, r. AcTpaxaHb, yi. Tarumesa Ne203
Nol8 a Kommnexryuebuoiimebenm.
O6ubnmoTexa, YMTATBHEIN 3a. Kommprorepei-8mr.
Hoctyn K HH(OPMALMOHHO
TeNeKOMMYHHKanoHHoMceTH« M HTEpHET.
OHOIHOTEKA, YIHTAJIbHBIH3AJ,
KomnnexrygeGuolmebemnm.
Komnerorepsl-41nT.
Hoctyn K
HHQOPMAITMOHHOTENEKOMMY
HUKarmoHHo#iceTn«HTEpHETY.
10. OcoOenHocTH oOpraHuzanuu  o0y4eHWs WO JAUCHHIUIMHE «/JOKyMeHmupoeanue
VHAPAGNEHUECKOU  OeamenbHocmuy» JAJs HHBAJIHAOB MW JHMI ¢ OrpaHMYeHHBIMH

Jns oOyyaromuxcsl M3 4YHCIa WHBAIMIAOB M JIMI[ C OIPAaHHYEHHBIMH BO3MOJKHOCTSIMH
3/I0pOBBSI HAa OCHOBAaHMH IIMCBMEHHOIO 3adBleHHMs JucuMIUIMHA «JloKymMeHTHpoBaHHE
YIpaBIECHYECKOH AEATEIFHOCTH» pEalU3yeTcs C yd4eToM ocoOeHHOCTel ICHXO(H3UYEecKOro
Pa3sBUTHS, HHAMBHAYAIbHBIX BO3MOMKHOCTEH M COCTOSHHS 3/I0POBBS (Iajiee — WHIIUBHIY ATThHEIX
ocobeHHOCTEH).



PEIIEH3 U/
Ha pado4yr0 NporpamMmy,0leHOYHbIe H MeTOJHYEeCKHEe MATEPHAJIBI 10 JHCHMILIUHE
b1.B.03 «J/lokyMeNTHPOBAHKHE VIIPABJIEHYECKOH eITeJILHOCTHY

OIIOII BO o nanpagijienno noaroToBku 38.03.01 «Sxonomuxay,

HaNpaBJeHHOCTH (Npodu/Ib)

((E}{TZCL'ITHBDCKHHU yuem, anaius u aw)um»,

110 nporpamMmme baxaiaspuam

Kysneyoevim Cepzeem Bnaoumupoeuuem (fanee 1o TEKCTY PELEH3EHT), IPOBEJIEHa PEIICH3NA
pabouelf TporpaMMBI, OLEHOYHBIX H METOAWYECKHX MATEpPHAIOB 110  JIUCIHMILIHHE
«doxkymenmuposanue ynpasenenyeckou  oeamenvrocmuy OlIOII BO no nampasnenwmio
HOAroTOBKH 38.03.01 «3KoHomuka», 1o nporpamme daxanasepuam, papaborannoi B8 [AOY
AO BO "AcrpaxaHCKHH rOCyJapCTBEHHBIH apXHTEKTYpHO-CTPOMTENBHBI YHUBEPCHTET', Ha
Kabenpe «IxoHomukxa cmpoumenvcmea»(pa3paboTuuk — cHi npenodasamens Bozomonosa
JTwoomuna IOpvesna ).

PaccMoTpeB mpescTaBleHHBIE Ha PEIEH3WI0 MaTepHalbl, PELEH3eHT MpHINE] K
CIIEYIOIINM BBIBOJAM:

ITpeneapnennasd pabouas nporpamma ydeOHOH MUCHHMIIIHHBL «JOKyMeHmuposanue
ynpasnenueckoil OdeamesibHocmuy (nanee 1o Texcry [IporpaMma) COOTBETCTBYET TpeOOBaAHMIM
@®I'OC BO mo manpapieHHIO HOATOTOBKKH3S.03.01 «IKonomura», yTBEP/KISHHOTO MPHKA30M
MpunucrepcTBa o6pazoBanust U Hayku Poccuiickoit @enepauuu 12 aszycma 2020 2., Ne 954 u
3aperucTpupoBanHoro B Muntrocte Poccun 25 aszycma 2020 2., pezucmpayuonnsii N 59425,

ITpencrapnennas B IIporpamme axTyalbHOCTh Y49eOHOH [JHCIHMIUIAHBI B paMKax
peamuzanmu  OIIOII BO He DOANEXKHUT COMHEHHIO - ITHCLMIDIAHA OTHOCHTCS K YACTH,
dopmupyeMoif ydacTHHKaMH 00pa3oBaTeNbHBIX OTHOINGHME yuebHOro mukna biok 1
«JIACTUIIITHHBL (MOJTYIIH)Y.

Ilpencrasnennele B Ilporpamme memwt y49eOHOM AHCHMILUIMHEI COOTBETCTBYIOT
tpedopanuam PI'OC BO manpasnenus moarotoBku 38.03.01 «IxoHoMuKkay HATPABICHHOCTD
(mpodmits) «ByXrajTepCcKHi yIeT, AaHAIH3 B Ay AT,

B coorserctBHE ¢ IIporpammoit  3a  mucrmuHHON«/JOKyMeHmuUposanue
ynpaenenyeckoi OeamenvHocmuy»3akpeinieHal KomnemeHuus, KOTOpas peajn3yercs B
0OBARNEHHBIX TPeOOBAHMSIX.

[Ipennoxenneie B [IporpamMme HMHIAMKATOPHI KOMIIETEHIMH B KaTETOPHSIX 3HATH, YMETh,
BIANeTh OTPaXaloT CHeUUM(BHKY H CONEpXKaHWe NUCIMIUIMHEL, a IpeacTaBlendse B8 OMM
IIOKa3aTelny X KPHTEPHH OLCHUBAHWA KOMIIETEHIIMH MO JUCIMIUIHHE HA PA3HYHbIX 3TAllax MX
(opMHpOBaHUS, a TAKXKE IIKAIBl OLEHUBAHUS MO3BOJIIOT ONPEHENHTH CTEIEHL JOCTH/KEHHS
3adBJICHHBIX PE3YyNbTAaTOB, T.€. YPOBEHb OCBOEHHS OOYJAIONMMHCS COOTBETCTBYIOIIMX
KOMIICTEHIIMH B paMKax JaHHOH MUCLIUIUIHHEL.

YyebHas JIHCLMILIAHA «doxkymenmuposanue YRpasneH4ecKou
OeamenvHocmMu»B3auMOcBa3ana ¢ apyrumu mucuumimHamu OITOII BO mo HampaBieHHIO
noaroToBku  38.03.01 «Ikonomukay» HanpaBieHHOCTs (poduns) «byxranrepekuii yuger,
AHAJIM3 H AYAUT»H BO3MOJKHOCTD AyOIHPOBAHUA B COIEP/KAHUMA HE BEISBIICHA.

[pencrasnennas  IIporpamma — mpexamonaraeT — HCIOJNB30BAHHE  COBPEMEHHBIX
00pa3oBaTeNbHEIX TEXHONOTHH NP peaaH3alliid pa3IuYHBIX BHIOB yueOGHOM paGoTel. ©opMbl
00pazoBaTe/bHBIX TEXHOIOHH COOTBETCTRYIOT CENA(HUKE TUCIIATIIHHEL

[Ipencrasnennsie W onucanHsle B [Iporpamme ¢opmbl Tekyimneld OLEHKH 3HAHHI
COOTBETCTBYIOT CHENMDHKE JIMCIUIUIUHEL ¥ TPEOOBAHUSM K BEIITYCKHHKAM.

IIpomesxyTounasaTTecTanus 3HaHUN Oaxkaiaépa, TpemycMoTpeHHas  IporpamMMoi,
ocymecTBIAeTcs B (QopMesksamena. DOpMEI OLEHKH 3HAHWH, IpeicTaBlIcHHBIE B Paboucit
IpOrpaMMe, COOTBETCTBYIOT CHENMPHKE QUCIUIIIMHEL B TPEOOBAHUSIM K BEITYCKHHKAM.



VuebHO-MeTOqMUecKoe  OOecIleueHHe  JIACUMIUTMHBI  IPEICTABICHO  OCHOBHOM,
JOTOTHATENBHON JIHTEPaTypOl, HHTEpHET-pecypcaMi i cooTBeTcTBYeT TpebosammsaM PI'OC
BO HaIPABIICHAS TIOJIFOTOBKH 38.03.01 «IKOHOMUKA» HATIPABIEHHOCTD
(npoGuis)««ByX2aimepCKull yuem, QHaiu3 u ayoumm .

MaTepHanLbHO-TEXHUYECKOe OOECIeUeHne COOTBETCTBYET TPCOOBAHHAM oroc BO
HaIpaBIEHHU IIOATOTOBKH 38.03.01 «IKOHOMUKaA»HCTIETHDHKE TUACLUILINHBI
«/Jokymenmupoganue ynpagneHyeckol — 0eAmenbHOCHU» 00ECIeUHBAET HCIOB30BAHIE
COBPEMEHHBIX 06Pa30BATEBHEIX, B TOM HHCIIC HHTEPAKTHBHBIX MCTOZOB 00y eHHUS.

IIpecTaBleHHbIe Ha PELECH3MIO OLEHOYHBIC ¥ METOAMYCCKHE MATEPUAIIBI HATIPABICHIS
mogrotoBku  38.03.01 «IKoHomuxa»pazpaboTaHbl B COOTBETCTBHH C  HOPMATHBHBIMH
JIOKYMEHTaMH, IIPEACTABIECHHEIME B mporpamme. OUEHOYHBIE ¥ METOIUYECKUE MATEPHAIIEL TTO
JHCIMIUIHEE  /[OKYMEHMUPOSAHUE YNPAGNEHHYEeCKOH  0eAMmebHOCHUN TIPS IHA3HAICHBILIS
TEKyIero KOHTPOJS M IPOMEKYTOYHOM ATTECTAllMH M MPEJCTABILET COOOH COBOKYIHOCTH
pazpaboTarHeX Kabenpoill «IKOHOMUKA CHIPOUMIENbCHIEA) MATECPHATIOB UL YCTAHOBICHUA
YPOBHS ¥ KA9eCTBa OCTHKCHIS 00y JalOMUMHCS PE3yIILTATOB OOy IEHHA.

3ajauaMy OIEHOYHBIX ¥ METOJMUIECCKHX MAaTEePHAlIOB SBISIETCS KOHTPOJb H YIIPABICHUE
TIPOIECCOM, OCBOCHHS OOYYAIOMIMMHACS KOMICTCHIMH, 3aj4BJICHHBIX B o6pa3zoBaTenbHOM
[IpOrpaMMe TO JAHHOMYHAIpaBIeHHIONOATOTOBKY 38.03.01 «IxonomuKa», HAUPABICHHOCTD
(mpodmis)«ByXrajTepCcKHi yueT, aHAIH3 H ayuT».

ONeHOYHbIlE W METOIMYECKHe Marepwaibl II0 JucHuiummHe «/JoKymenmuposanie
VHPAGIEHYECKO 0eAme/IbHOCHUNTIPENCTaBIIEHEL

- 3aaHUSAMH )1 KOHTPOIBHOH paboTsl

- TECTOBBEIMH 3a/TAHUAMH

- BOIIPOCAMH K 3K3aMEHY.

JlaHHEIE MaTepHAIBl TO3BOJLIOT B IIONHOM MEpe OLECHATH PE3yIbTaTsl OOydeHHS IIO
mucruumne  «Joxymenmuposanue ynpaenendeckoii  Oeamensrocmu»s AUACY, a Taxxe
OIIEHUTH CTEIEHE C(HOPMHUPOBAHHOCTH KOMIIETEHITHH.

OBIIHUE BBIBO/bI

Ha ocHOBaHMM TPOBEJEHHOHM PELECH3HMM MOXKHO CHeNaTh 3aKIIOYeHHE, YTO XapakTep,
CTPYKTypa M cojepikanupe paboded IPOrpaMMBLONCHOYHBIX H METOJMYECKAX MAaTepUaiioB
mrermnaasl B1.B.03«Jokymenmuposanue ynpaenenyeckoii deamenvrocmu»OIIOIT BO mo
HampaBieHmio  Toarotosku  38.03.01  «Jxonomuxa», TO TporpaMMe Oaxanaspuam,
paspaGotansast cm. npenodasamenem bozomonosoi Jlioomunoii HOpbesHot COOTBETCTBYET
tpeboBanmsam  OI'OC  BO, coppeMeHHRIM TpeOOBAaHWSM  OTpacid, phIHKA  TPYyIa,
npodecCHOHATIBHBIX CTaHIAPTOB HANPABICHUS II0/I'OTOBKH
38.03.01»3KoHoMUK@Y HATIPABIEHHOCTE (IpoduiIb)«byXraJTepekuii y4eT, aHAIM3 H ayIHT»H
MOT'YT OBITh PEKOMEHIOBAHEI K HCIIOIE30BAHMIO.

Penensent:
Crenens, JOKHOCTD, MECTO pabOTEI
Tenepansusii gupexrop OO0 «AMCy

C.B. Ky3geuon
H.O.D




PEIIEH3MA
Ha paGouyIo NPOrpaMmy,0leHoYHbIe H METOXHICCKHE MAaTepPHAIBI 0 JHCUHILIHHE
B1.B.03 «/lokyMeHTHPOBAHHE VIIPABJICHYECKOH eATeJbHOCTH

OI1IOII BO no nanpasjenuro moaroroin 38.03.01 «xonomuxay,

HANPABJICHHOCTH (NPoduin)

«« ByxeaumepcKuil yiem, aHanus u ayoumm»y.,

o nporpamMme baxai aspudm

Iomanosvim Anexceem Huxonaeguuem (nanee IO TEKCTY pElleH3eHT), POBE/icHa PEIeH3U
paGoueli TPOrPAMMBI, OLCHOYHEIX M~ METOJHHUCCKHX — MATcpHaion 0 JIHCLHUIIIAHE
«/lokymenmuposanue ynpagieH4ecKkon oeamensnocmuy OIIOII BO mo HampaBlEeHHIO
nonroroku 38.03.01 «IxoHoMUKa», TIO TIPOTpaMMe Oakaraspuant, paspabotansnoif B TAOY
AO BO "AcrpaxaHCKHH TOCYIApCTBEHHBIH ApPXMTEKTYPHO-CTPOUTENHHEIHA YHUBEPCHTET", Ha
Kadenpe «IKOHOMUKA cmpoumenscmsan(paspaboTIUK — CHL npenooasamensy bozomonosa
Jwomuna FOpsegna ).

PaccMOTpeB IIPEJCTABJICHHBIE HAa PEUEH3MIO MaTephaibl, PEHCH3eHT IpHINel K
CIIEIYIOTUM BBIBOJIAM:

IIpexbsBnennas pabodas mHporpaMma yaeGHOM [UCIMILIMHEL «/JoKyMeHmuposanue
YHpaeieH4ecKoi O0eamenbHOCHL) (mamee 1o TekceTy ITporpamMma) COOTBETCTBYET tpeboBaHuIM
®I'OC BO no mampasiesuio noarotoBku3s.03.01 «IKkonomuxay», yTBEpXKICHHOTO TPUKASOM
Munuerepersa obpasoBanust H Hayku Poccuiickoit @ejiepanau 0T 12 asrycra 2020 r., Ne 954u
3aperuCTpEpoBaHHOr0 B Muntocte Poccnu 25 aprycta 2020 r., perucTpannoHHbi N 59425,

IIpencrasneHnas B llporpaMme axTyalbHOCTR ygeOHON MUCIMIUIMHEL B pamKax
peaymzarun  OITOII BO He MOMIEKHT COMHEHHIO - IHCIHUIUIAHA OTHOCHTCS K 4YacCTH,
dopMmpyeMoli  ydacTHHKaMH O0Opa3oBATEIBHBIX oTHOmIeHWH ydueOHoro muwia bmox |1
«JTHCITUTHHB] (MOJTYIIH ) ..

IlpencraBnennele B lIporpamMme  IEnH yueOHOM  UCIMIIIHHBL COOTBETCTBYIOT
tpebopanusaiM ®I'OC BO nanpaBneHus IIOATOTOBKH 38.03.01 «IxoHOMUKA» HATIPABICHHOCTD
(mpodmis) «ByXrajTepeKuii yaeT, aHaIH3 U Ay

B coorserctuM ¢  llporpaMmol  3a  JHCHMILTHHO¥M«OKymenmuposariue
VHPAGNEHUECKOU deamenvHocmuysakpeienal — KOMRemeHYUA, KOTOpas pealn3yeTcs B
00BsIBICHHBIX TPeOOBAHMIX.

IIpemoixennsle B [IporpaMMe HHIMKATOPEI KOMIIETEHLUI B KaTETOPHUAX 3HATH, YMETh,
BIAJETh OTPAKAIOT CHENUGHKY ¥ CONEp)KAaHHWE IUCIUIUIMHEL & IPESICTaBICHHBIC B OMM
[IOKa3aTeli ¥ KPHTEPUM OLCHHBAHHS KOMIIETCHII 10 TUCIMIIIMHE Ha PasIMHbIX STallax Hx
hOpMHpOBaHKs, & TAKKe IMKANbl OLCHUBAHHS MO3BOILIOT ONPENCIHUTE CTETICHE JIOCTH)KEHHS
3aMRIEHHBIX PE3yNbTATOB, T.C. YPOBCHb OCBOCHHS OOYHAIOIIMMHCS COOTBETCTBYIOLIMX
KOMITETEHIMH B paMKax JaHHOH MUCIUILIHHEL

Yuebnasd JIHCIHIUIHHA «Joxkymenmuposanue YHPABIEHYECKOU
desmensHocmuyB3anMocBszana ¢ apyraMe ucruumHamu OTIOIT BO 1o HampasneHHio
moxrotorkn 38.03.01 «IKoHOMUKA» HATIPABICHHOCTD (npoduns) «ByxXraJrepckui yder,
AHAJIH3 M AyIMT»E BO3MOXKHOCTE TyOIHpOBaHHsS B CONEPIKAHUH HE BRIABICHA.

IlpencraBmennas  llporpaMma — OpeAmonaraeT — HCTONBL30BAHMC — COBPEMCHHBIX
06pa30BATCIBHBIX TEXHOJIOIHH IPH pealu3aiii pasIiiHbX BANOB yuebHo# paboThl. DOpMBL
06pa3oBaTeIbHBIX TEXHOIOTHI COOTBETCTBYIOT creldpuke IUCLIHUIITHHEL

IIpencraBnennsle # omucaduble B IIporpamme GopMBI TeKyIme#l OIEHKH 3HAHHH
COOTBETCTBYIOT CHEIA(pHKE IHCIHMIIHHEL ¥ TPEOOBAHMAM K BEILYCKHHKAM.



IIpoMexyTodHASATTeCTAlMs 3HAHHE OaKkanaepa, TpexycmoTpenHas — IIporpammoi,
ocymrecTBIseTcs B (opmeskzamena. DOPMEI OLEHKH 3HAHWH, TpeCTaBleHHbC B Pabodei
IIPOrPaMME, COOTBETCTBYIOT CHeIM(HKE TUCIUILUTAHBL X TPEOOBAHMUSM K BBIITY CKHAKAM.

VueGHO-METOMUECKOe  O0ecHedeHne  JMCHUIUIMHBL  IPEJCTABICHO  OCHOBHOM,
JOTIOTHATEIBHON JIATEPATYpOll, HHTEPHET-pecypcaMy i- cooTBeTcTBYeT TpeboBammsam PI'OC
BO HaIpaBJICHAS [IOATOTOBKH 38.03.01 «IKOHOMUK@» HATIPABIIEHHOCTD
(mpoduis)«ByXraaTepeKkuid y4er, aHaIu3 | ayuT».

MartepranbHo-TexHHdeckoe obecnedenne cooteTcTByer TpeGosanmsm @IOC BO
HalpaBJIeHH HOJTOTOBKH 38.03.01 «IKoHoMuKa»ucnenuduKe JUACITUTITHHBL
«/lokyMeHmMuUpoganue ynpaieH4ecKoi 0eameslbHOCHUNY obecrieqrBaeT HCIOJIL30BAHHE
COBpPEMEHHBIX 00pa30BaTENbHEIX, B TOM YHCIIC HHTEPAKTHBHBIX MCTONIOB 00ydJeHHs.

[IpencTaBieHHbIE Ha PELCH3MIO ONEHOYHBIC M METOJMYECKHE MATepHabl HAIPABICHUA
nonarotoBka  38.03.01 «Ikonomuka»pa3pabOTaHbl B COOTBETCTBHH C HOPMATHBHBIMH
JOKYMEHTaMH, TIPEJCTABIEHHBIME B mporpamMme. ONEHOYHEIC M METOJMYECKHE MATEPHAIIB! 110
JTHCHAIUTHHE  «JOKyMeHmUposanue ynpasieH4ecKol  0eamebHOCHU)TTIPEHA3HAICHEIII
TEKYIIero KOHTPOTs M IIPOMEKYTOYHOH aTTECTalldd M IIPEACTaBISET cob0i COBOKYITHOCTD
paspaboTaHHbx Kadeapol «IKoHOMUKA CHIPOUMENIbCHMEA) MATEPUANOB IULT yCTAHOBICHUA
YPOBHSI ¥ KA4eCTBa JIOCTHIKEHHUS 00y JarOIIAMHUCS PE3yJILTATOB 00y ISHHA.

3ajauaMy OLEHOYHBIX ¥ METOIMYCCKUX MAaTepHAJIOB SBISETCS KOHTPOIb H YIPaBICHUC
TIPOLECCOM, OCBOEHHA OOYYaIOIMMUACS KOMIICTEHIHH, 3aIBICHHBIX B o6pazoBaTenbHON
[IporpamMMe TIo JAHHOMYyHanpaBIeHnio moarotosku 38.03.01 «Ixonomuxa», HanpasICHHOCTD
(mpodmis)«byXranTepcKkuil y4eT, aHAIH3 H Ay AUTY.

OmeHOUYHBIE H METOJMYECKHE MATepHaIBl IO JHUCHHIUIHHE«/]OKyMeHmuposane
YHPAGNEHYECKOU OeAMme/IbHOCHUNTIPEICTaBIICHBI

- 3aaHUSIME TS KOHTPOIBHOH paboTsl

- TECTOBLIMH 3a/IaHHAMHU

- BOTIPOCAMH K 3K3aMeHy.

JlaHHEIC MATEpPHANE! MO3BOILIOT B IOIHOH MEPEe ONEHHTH PE3yIbTarbl OOYUCHHS N0
qmcrumtaHe  «/JoKymenmuposanue ynpagnenyeckoii odeamensiocmuns ATACY, a Taie
OIIEHHUTH CTENEHb CHOPMHUPOBAHHOCTH KOMIETEHITHH.

OBIIIUE BbIBO/IbI

Ha OCHOBaHMH IPOBEJEHHOM PEIEH3HH MOJKHO CIEIaTh 3aK/IOYCHHE, YTO XapakTep,
CIpyKTypa ®W cozepxkaHue pabodell NPOrpaMMBLONCHOYHBIX H METOJMYECKHX MaTCpHaloB
mucmmuaast B1.B.03«/Jokymenmuposanue ynpasnenyeckoti deamensiocmu»OlIOI1 BO no
HarpapieHulo  noarotoBkd  38.03.01  «IKoHomuka», 10 TpOrpaMme baxanagpuam,
paspaborannast cm. npenooasamenem Bozomonosoii JTioomunol IOpveenoil COOTBETCTBYET
tpeGoparusam  ®I'OC  BO, coBpemeHHbIM — TpeOOBaHMAM — OTpAcii, PphIHKA — TPyJa,
npodecCHOHAIBHEIX CTaHIapTOB HaIpaBIeHMs MOJrOTOBKH
38.03.01»3Kon0oMUKa» HAIPABIEHHOCTH (IPOGUIE)«ByXraJTepCKuil y4eT, aHaIu3 U ayAUTYH
MOI'YT OBITH PEKOMEH/IOBAHBI K UCIIOJIE30BAHHIO.
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AHHOTANHSA

Kk paGodeif mporpaMme THCUATVIMHEL «JTOKyMEHTHPOBAHHE yIIpaBIeHIECKOH
JesITeTBHOCTINIIO HATPABICHHIO TIO/IrOTOBKH 38. 03.01 DxoHOMHMKA
HATIPABJIEHHOCTH (IPOGHIIL)

«Byxeanmepckuil yuem, QHaiu3 u ayoumy
O6uiaa mpy0oemMKoCHb OUCUUNIIUHBL COCTNAGIAC 3 3quemHble €OUHUbL
DopManpoMedcymoUHON AHMECHMARUN: FK3AMEN

Iensro yuebHOl JIACITUILTHHEIC [[OKYMEHMUposane YApaenenyeckou
desmensHOCTUYSBISETcd  (OPMUPOBAHHCKOMIETEHIMA 06yJalomerocs B COOTBETCTBMH C
TpeGopanusvMi  DeepanbHOro  TOCYAapCTBEHHOrO 06pa3oBaTebHOTO CTaHapTa BBHICIICTO
oOpazoBaHy 110 HAIIPABICHHUIO monrotoBkr38.03.01 «DKoHOMHUKAY.

VueGnas AMCHHIUIMHA «JOKyMEHMUPOGAHUe YNPAsieHecKol OesamenbHOCMU»BXOMHT
B Biok] «{MCHATAHBDY(MOXY IH)»HaCTh, dopmupyemMasi y4acTHHKaAMHA 00pa3oBaTe/IbHBIX
orHomIenuii, [ OCBOSHMs MHCIHMILIAHE HEOOXOAMMBI 3HAHUS, IONYHCHHBIC MPH H3yUCHUH
creayromux  mucnumaH:«KympTypa pedd H - IOBOC obmenuey, «Jlemopas 3THKAY,
«MeHnemKMeHT.

KpaTtkoe coiepKanue JHCIHIIHHBL
Pasgnien 1. JIOKyMEHTHPOBAHHE yIPABIEHICCKO JIeATEIBHOCTH B P®. YHudukanusa 1
CTaHapTH3aAIUs JOKYMEHTOB.
Paspen 2. Cucrema OpraHHSELLIPIOHHO-paCHOpﬂHHTeHbHOﬁ JOKyMEHTAIHH.
Pa3znen 3. JIoroBopHO-IIpaBOBast JOKyMEHTAIML. JOKyMeHTAIHsI 110 BHEITHEIKOHOMUIECKOH
JEeSITEIIbHOCTH.
Pazpen 4. JIokyMeHTALHS 110 TPYAOBBIM IIPABOOTHOIICHHUAM.
Paznen 5. [IpeTeH3MOHHO - HCKOBAs JIOKYMCHTAIHA.
Pazzen 6. Opragusanus paboTsl ¢ IOKYMCHTaMH.

3apenyromuil kadeapoi % /H.A.Mumuenxo/
no(gﬁﬁcr: H. 0. D.




MuHHCTEPCTBO 00pa30BaHUuA M HAYKH ACTPaxXaHCKOH obaxacTH
locyaapcTBeHHOEe aBTOHOMHOE oOpasoBaTeilbHOE YIpexKAeHHUE
AceTrpaxanckoii o6macTu Bpicmero o6pasoBaHus
«AcTpaxaHCKHH rocy apcTBeHHBIH APXHTEKTYPHO-CTPOHTEIbHBIH
YHHBEPCHTET»

(FTAOY AO BO «ATACY»)

YTBEPK/IAIO

OIIEHOYHBIE H METOAUYECKHE MATEPHAJIbI

HauMenoBanue Tucouminuel  JIOKYMEHTHPOBAHUE YIIPABICHYECKON NeATENLHOCTH

(VKA3616AEMCA HAUMEHOBANYE 68 COOMBEMCMEU C Y4eOHbIM NIAHOM)

o nanpasiaenuio moarorosku _ 38.03.01 «OKOHOMHUKA

(Yka3bi6aemes HaUMeHo6aNYe Hanpasienus nodzomosku ¢ coomsememeuu ¢ PIOC BO)

Hanpasaensocts (mpogmis) «byXranrepckiii yHeT, aHaNU3 U ayJIAT)

(yrazvisaemes naumenosanue npoguns 6 coomeememeuu ¢ OIOI)

Kadenpa DKOHOMHKA CTPOHTEILCTBA

Kpamupukamus BEITyCKHEKA 0aKaJaBp

AcTtpaxans - 2022



PazpaboTauKu: %
Cr. mpenogasarens kabenpsl 3C 4 é{,@}" L /JL.IO. BoroMmonosa /

(3aHEMaeMas JOMKHOCTS, (moAnucs) H. 0. 0.
ya&Has CTENeHb M YUEHOE 3BaHHE)

OreHoYHEIE H METOOUUSCKHE MaTepHallbl PACCMOTPEHBI U YTBECPIK/IEHBI Ha 3aCEIaHHH Icadgeﬂpm

«IKOHOMUKA CINPOUMENCIEA mpotoxkon Ne 08__or _08 . 04. 2022 r.
3asejyronmmii kadeapoi /,;;( /M. A MuTuesko /

(o EiIHcE) H.0. d.
Coriacopano:

Ipencemarens MKH «2DxoHOMHKa», HAIPABIEHHOCTH (TIPOdUIIE)

L

«ByxranTepckuit yueT, aHauu3 H ayIuT» e 7,7~ [V.A MutaeHKo/
OJIHCE) H0O.©

Hauanpaux YMY e// /
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COJEPKAHHE:
Crp.
1. | Onenounble ¥ METOAWYECKHE MAaTEPUAIIBI I IIPOBEIECHHS TEKYIIEI0 KOHTPOTISI 4
yCIIeBaeéMOCTH IMPOMEKYTOUHOH aTTecTanuy 00yJaroIquXcsl 0 THCITHILIHHE
L [lepeuenb KOMIIETEHIMH ¢ yKa3aHHEM 3TalloB HX (POPMUPOBAHHUS B IIPOIECCE 4
ocBOEHHS 006pazoBaTEILHON IPOrpaMM
1.2. | Omncanre moxasaTerneit i KPHTEPHEB ONCHUBAHMS KOMIICTCHITHI Ha pa3THYHBIX 5
sTanax ux (POpMHpOBAHM, OIIMCAHNE KA OLCHUBAHHS
1.2.1. Ilepeuenp OLEHOYHBIX CPEJICTB TEKYINET0 KOHTPOJISA YCIIEBAEMOCTH S
1.2.2. | Onucanne moxasareneit u KPHTEPHEB OLICHUBAHNS KOMIIETEHIHH 110 JUCIIAIIIH-
HE Ha pa3IMyHBIX Tanax uX (OpMHUpPOBaHHS, ONUCAHKE IIKaJl OLIEHHBAHUI
1.2.3. | IIxana onenupanus
2. | TumoBBIe KOHTPOTBHEIE 3a/AHHS WIH HHBIE MATEPHATBI, HeOOXOTHMBIC UL
OLIEHKH 3HAHWH, YMEHHH, HABBIKOB, XapaKTepH3YIOIIHX 3Talbl (OPMUPOBAHUS
KOMIIETEHLMH B IIPOLIECCE OCBOEHHS 00pa3oBaTesIbHOM ITPOrpaMMbl
3. [lepeueHb U XapakTepUCTUKU POIENYPhl OLICHUBAHHUS 3HAHWH, YMEHHH, HaBBI- 13
KOB, XapaKTepPU3YIOMHX Talbl (POPMHPOBAHUS KOMIETEHIIHH
[Tpunoxenue 1 14
3 16

[Ipunoxenue 2
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2. TunoBbie KOHTPOJbHBIC 33JaHHH HJH HHbIe MATEpPHAJIbI, HEOOXOAUMBIE A OUEHKH
3HAHWUH, YMEHUI, HABBLIKOB, XaPAKTEPH3YHNIHUX 3TANLl (GOPMHPOBAHHS KOMIETEHUMHI B
nporecce 0CBOEHHs 00pPa30BaTEIbLHOI IPOrpaMMBbl

TUIOBLIE 3ATAHUS JJISI IPOBEAEHWA NPOMEKYTOYHOM ATTECTAITHHA:

2.1. Dx3ameH
a) THIIOBEIE BOIIPOCE! (3aTaHus)

32 VK-4.1. (3namv)

S

o0

9.

10.
11
12.
13
14.
15.
16.
L4
18.
19.
20.

21,
22,
23.
24,
25.

Cocrar HOpMaTHBHO-MeTOAMYeckoi 6azer JIOY.

Cranpmapruzauus 1 yaudukauus cucremst JJOY.

Ob6mepoccuiickue KIacCH(PUKATOPH TOKYMEHTAIHH.

[ocynapcTBeHHAs CHCTEMA TOKYMEHTALMOHHOI0 00ECIICYCHHUS YIIDABICHHUS.
YauduuupopanHas cucTeMa OpraHU3aIllOHHO-PACTIOPIIUTENLHOH JOKYMEHTAIUN
(YCOPD).

Dopmyisp-o0paszer opranu3alMoOHHO-paciopsaauTebHoM tokymenTanuu (OPJT). Pexpu-
3UTHI U OIIAHKH.

biraHKk# TOKyMEHTOB B TpeOOBaHMA K HIM.

CrpyxTypa nokymenta. Tpeboranus k opopmueruto qoxkymeHTos 1o 'OCT P 6.30-
2003.

ITpasuia odopMIeHHS OCHOBHEIX BHJIOB OPraHU3al[HOHHO-PACHOPSAHTENBHBIX JIOKY-
MCHTOB

CucreMa Opranu3anioHHON JOKYMEHTALIHH.

CucTteMa pacnopsIuTeNEHON TOKYMEHTAI[UH.

Cucrema HHQOPMAIMOHHO-CIIPABOYHOH JOKYMEHTAIHH.

CrnyxeOHas nepenucKka Ha INpeanpUsITHH.

[IpaBuna obopmiieHHs U BEIa9M KOTHH JOKYMEHTOR

JenoBas peds U ee rpaMMaTHyeckue 0COOSHHOCTH.

Jlornuueckoe moCTPOSHHE TOKYMEHTOB.

Opraaun3zanus npueMa, pACCMOTPEHHUS, PETHCTPAITHH W UCITOTHEHUS JOKYMEHTOB
IIpoxosxaenne 1 NOPAIOK UCTIOTHEHHS BXOIANTHX JTOKYMEHTOB.

IIpoxokaeHue UCXOOAINIUX U BHYTPEHHUX TOKYMEHTOB.

OcobennocTH opranu3anuy paboTHl JOMKHOCTHRIX JIHI] ¢ KOHOUACHUMATBHBIMU JIOKY-
MEHTaMH ¥ OJJaHKaMH4 CTPOIOM OTYETHOCTH.

Pabora ¢ nuceMaMu ¥ oOpallleHUsIMH TPAKIIAH.

Opranusaiis OIepaTHBHOIO XpaHeHus JOKyMeHToB. HoMeHKIaTypa mei.

DKCIEPTH3a LIEHHOCTH JOKYMEHTOR.

[TogroToBka u nepenaya TOKYMEHTOB HA apXHBHOS XpaHCHHE.

OcobeHHOCTH HOKYMEHTAMOHHOTO O0ECTIeUeHHs OYXTanTepeKoH IesiTeIbHOCTH TIpeji-
NIPHATHAS

26.CoBpeMeHHEIE DTIEKTPOHHBIC CHCTEMEI YIIpaBiIeHus H paboTH ¢ JIOKYMEHTaMH
27. CoBpeMeHHELIE YHUBEPCalbHble HHPOPMAIHOHHBIE TEXHOJIOTUH [T COBEPIISHCTBO-

BaHuA JOKYMCHTHPOBAHHSA praBHeHLIGCKOfI JCATCIILHOCTH

28. XapakTepucTHKa CHCTEM 3JIEKTPOHHOTO YIpasieHus jokymeHTaMu (O 1)
29. Buibop sddexrusnoit COV]I (knaccupuranusi CUCTEM JIEKTPOHHOTO YIIPaBICHHS

JIOKYMEHTaMH )

30. Cucremsl aBTOMaTH3aLME JENONIPOM3BOACTBA U JokyMeHToobopora (CAJT)
31.Ilocnemame pa3paboTKU Ha POCCHICKOM PHIHKE CHCTEM aBTOMATH3AIMH JTOKYMEHT0000-

pora

32. 3aIHINEHHOCTD AMEKTPOHHOI0 TOKyMEHT0000poTa
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33. Memoduxa cocmaenenus Oyx2anmepcKkux pecucmpos u Om4emnbix (OPM, Ha OCHOGE
HPUMEHEHUsL HOPM OeliCINBYIOU|e20 3aKOH00ame bCmed.

34. Memooura cocmagnenus epaguxa 00KymMeHmoobopoma 6 yeidx 0yx2anmepcko2o
yuema

35. Memoouxa cocmasnenus 00IACHOCMHOU UHCMPYKYuU Byxzanmepa.

36. Oghopmuenue Q06epeHHOCNY HA NONYYEHUEe MAMEPUATbHBIX YEHHOCMEN U NOLyYenue
HABLIKOG 0e/06bIX KOMMYHUKAYUL 68 YCMHOU U NUCbMEHHOU (opme HA PYCCKOM U
UHOCIPAHHOM SI3bIKAX.

37.C yuemom nasuikog 0ei080i KOMMYHUKUYUL U OYX2anmeperoz0 yuema ogopmienue
NPUKA3a 0 NPeMUposanyy CompyoHuKoe byxaanmepu.

38. Memooduxa cocmasienue cOamoyHol Onucy npu nepedaye 0eia 6 apxus.

Kpumepuy OYeHueanusl

ITpu oneHKe 3HaHMI Ha 3K3aMEHE YUUTBIBAETCS:

VposeHb cHOPMHUPOBAHHOCTH KOMIIETEHITHE.
VpoBeHDb YCBOEHHS TEOPETHUESCKUX TIONOKEHHH THCIMILIIMHEL, IPaBUIBHOCTE GopMy-
JIMPOBKK OCHOBHBIX IOHSATHI B 3aKOHOMEPHOCTEH.

Ypoeens 3Hanus (aKTHISCKOro MaTepHana B 00hLeMe MpOTpaMMEL.
Jloruka, CTpyKTypa U IPaMOTHOCTE H3JIOKEHH BOIIPOCa.

YMenue cBA3aTh TEOPUIO C IPAKTHKOM.

VMenue genars 00001meHns, BEBOIEL.

Ne

n/n

Onenka Kpurepun ouenku

OrnuaHo OTBeTEl HA TIOCTABIIEHHBIE BONPOCHI M3JIardloTCs JIOTHYHO, MOCIEN0Ba-
TENBHO W He TPeOyIOT JOIOIHUTEIBHEIX MOSCHEHHH.

[TOIHO PacKPBIBAKTCA [IPUUMHHO-CIIC/ICTBEHHBIE CBA3H MEK/Y ABJICHUAMY
u coGerthamu. JlemaroTcsi 0OOCHOBaHHBIE BBLIBOJABL JIeMOHCTPHpPYIOTCH
rnyOokHe 3HaHHA 0a30BBIX HOPMAaTHEHO-TIPaBOBBIX akToB. Cobmoaaiorcs)
HOPMBI JIMTEPATYPHOH peyn.

Xopomio OTBeTHl Ha TTOCTABNIEHHBIE BOIIPOCHL H3NNATAOTCA CUCTEMATH3MPOBAHO U
nocleIoBaTensHO. bazoBbie HOPMATHBHO-TIPABOBKIE AKTHI HCIIONB3YHOT-
cs1, HO B HeJocTaToyHoM ofneme. Martepuan n3naraercs yBepeHHo. Pac-
KPBIThI IPHYHHHO-CITEICTBEHHEBIE CBA3M MEKAY ABICHUAMH M COOBITHSA-
MH. JleMOHCTpUpYyeTCs YMEHHE aHaIU3HPOBAaTh MaTepHan, OJJHAKO HE
BCE BBIBOJIBI HOCAT apryMEHTHPOBAHHBIH U 0Ka3aTeNbHBIA XapakTep.
CobmroparoTcst HOPMBI JIMTEPaTYPHOH peun.

Y IOBNETRBOPUTEIILHO JlomycKatoTes HapyIIeHHs B MOCIeI0BaTEIbHOCTH U3losKeHus. Mmeror-
CcA YIIOMHUHAaHUA 06 OTOENBbHBIX 6a30m>1x HDpMaTHBHO—HpaBOBbIX aKTax.
HenomHo pacKpBIBAKOTCS MPUYHHHO-CIIEICTBEHHBIC CBA3H MEXKLY SIBIIE-
HHSIMH H COOBITUSAMHE. JleMOHCTPHPYIOTCA MOBEPXHOCTHEIE 3HAHUA BO-
poca, ¢ TPYAOM PelIaroTcs KOHKPETHbIE 3aia4u. MMerotes saTpy/iHe-
HUA C BRIBOAAMHM. JIOTTYCKAIOTCs HapylIeHUs HOPM JTHTEPaTyPHOH PEUH.

HeynornerBopuTeabHo, MaTepHas M31araeTcs HEMoCne10BaTeNbHO, COMBYUBO, HE MPECTABIIACT
olpeeIeHHOH CUCTEMBI 3HaHMH 1o AucIMILIMEE. He packpriparoTes
NPUYHHHO-CIIE/ICTBEHHBIE CBA3M MEK/Y ABIEHUAMH U cOObITHAMM. He
MPOBOAMTCS aHanu3. BeIBOABI OTCYTCTBYHOT. OTBETEI Ha JOMONHUTETb-
HEIE BOMPOCH! OTCYTCTRYIOT. MIMeIoTCa 3aMeTHbIe HapyIIeHHs HOPM JTH-
TepaTypHOH pPeUH.,
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THUIIOBBIE 3ATAHUS IS IIPOBEJEHWA TEKYUIETI'O KOHTPOJIA:
2.2. Tecr

a)  Tunosoil Kommiekm 3a0anuil O 6X00H020 MECINUPOSAHUL

1.Kakux ¢popmaTos Gymara IpPHMEHSICTCS LISl H3TOTOBIIEHHS 0JIAHKOB 10KyMEHTOB:
a) Ad, AS;
0) Al, A6;
B) A3, AT.

2. Kaxue pa3mepbl N0JIeil TOJDKHBI HMETh 0JJAHKH IOKYMEHTOB:
a) 1m.10mm, 1.20MM,B.-20MM, H-20MM;
6) 11.10MM, 11.15Mp1,B.-20MM, H-20MM;
B) I.10MM, 11.10MM,B.-20MM, H-20MM.

3. I'ne ¥ Npy KAKUX YCIOBHSIX NPHMCEHACTCS PCKBUIHT «"oeymapcerBeHubiii repd Poccnii-
cxoif @egepanym:

4) Ha BTaHKax IEeHTPAILHBIX OPraHos (eseparbHOL HCIIOHUTENBHOM BIaCTH,

6) Ha GranKax pacuopAIUTS/IBHEIX JTOKYMEHTOB,;

B) Ha CIIPABOYHOM JIOKYMEHTALHH.

4. Ha kakux JOKYMEHTaX He IpPOCTaBjIfeTcs PEeKBHIUT «HanMenoBaHne BHIA JOKYMEH-
Ta»:

a) B 6aHKe IHCHMA,

0) B OrmaHKe INpHKa3;

B) B OaHKe IPOTOKOJA.

5. llupuHa MOJIsI cJieBa Ha CaykeGHOM DHCHMe JOUKHA ObITH He MeHee:
a) 2 cM;

6) 2,5 cMm;

B) 3 cM.

6. Pe3oJtronusi pyKOBOIHTE/SA HA JOKYMEHTe PACIoJaraercs:
a) B JIeBOM HIDKHEH 9acTH Mot IOKyMEHTa,

6) B IpaBoii BepXHEH 4acTH 1101 JOKYMEHTA;

B) B IIPaBOif HIJKHEH YACTH IO IOKYMEHTA.

7. B kaKkoM ciydae IpaBHiabHO oopmiten pexsr3uT «lloamucey Ha 0JaHKe JOKYMeHTa:
a) JlupexTop mKosl No 25 B.A. Iletposa;

6) JupeKTOp IIKOTIBI Ilerposa B.A.;

B) JlupexTop B.A.Iletposa.

8. Kakue uz CDJI(Ad-hoc, ACKUJI, Groupware, Docflow, Workflow) Bxio9aroT B ceds
3IeKTPOHHYIO TI0YTY HIA paboTy ¢ Heii?

1) BCE BEINIENEPEUHCIICHHEIE;

2) Groupware 1 Docflow;

3) Workflow;

4) Ad-hoc u ACKHUJI.

9. Kaxas CO/JI npeacrasisieT cofoii moToK padoT MM AeI0BBIX mpoueccoB?
1) Workflow;
2) Docflow;
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3) Groupware;
4) BCE BBIIIETIEPEYHCIIEHHBIE CHCTEMEL.

10. I'ne npumensirores cucrembl kiaacea Workflow ?
1) GankH, cTpaxoBBIE KOMIIAHMH;

2) OyxranTepus, ayIHTOPCKHE (QUPMBEI;

3) HaJIOrOBBIE OPTaHE;

4) Bo Bcex cdepax.

11.B kaxoii cucreme CY /I ecrb CTPOrHi perjiaMeHT npoueayp o0padoTKu JOKYMEHTOB?
1) Docflow;

2) Workflow;

3) Groupware;

4) ACKI/I.

12. Kakue mojib30BaTe/ yIpaBasioT paspadorkoii cnenudukanuu B CYI0/1?

1) agMUHHCTPATOPEL,

2) yupaBisIolye gelaMu,

3) apXUBUCTEL;

4) corpynHuKE 06IIeaIMHHACTPATHBHEIX ¥ QYHKITHMOHAIBHBIX CTPYKTYPHBIX [10/pa3JCICHHH.

6) Tunosoii komnieKkm 3a0anuti Ol umo2o6o2o mecmuposanus (Ilpunosxcenue 1)

8)  Kpumepuu OyeHusaHus

[Tpu oneHKe 3HAHWUH OLEHUBAHMS TECTOB YUUTHIBACTC:

Yposens chOpMHPOBAHHOCTH KOMIIETEHIIHIH.
VpOoBeHBb YCBOESHHSA TEOPSTHUESCKHX IIONOKEHUM JUCIMILIMHEL, MPaBHIBHOCTE (GopMy-
JMPOBKH OCHOBHBIX OHATHH B 3aKOHOMEPHOCTEH.

VpoBeHb 3HAHMUS (haKTHYECKOTO MaTepHaa B 00beMe IPOrpaMMBI.
Jloruka, CTpyKTypa ¥ TpaMOTHOCTE H3JI0XKEHHUs BOIIPOCA.
YMeHue CBsI3aTh TEOPHIO C IIPAKTHKOH.

b —

S ol

YmMenue nenatb 06001eHus, BEIBOIBL

Ne Onenka Kpurepun onenku

1 OTnuyHO OTBETH HA TTOCTABNEHHEIE BOMNPOCH! U3JIAraroTCs JI0rHYHO, NOCHe10Ba-
TENBHO U He TpeOyIOT AONOMHUTENBHEIX NoAcHeHuUI. IlonHo packpripa-
10TCS [IPHYHHHO-CITE/ICTBEHHBIE CBA3M MEXKIY ABJICHHAMHU U COOBITHAMH.
Jlenatotcs 060CHOBAHHBIE BEIBOBI. JIeMOHCTPHPYIOTCA TITyOOKHE 3Ha-
1yt 6a30BBIX HOPMATHBHO-TIPABOBBIX aKTOB. CoOMIOAa0TCs HOPMEI JIH-
TepaTypHOH peud.

2 Xopoluo OTBeTHI Ha IOCTABIEHHBIE BONPOCH! H3JIAratoTCsd CHCTEMATH3HPOBAHO H
MoCNe0BaTeIbHO. ba3oBRle HOPMATHBHO-TIPABOBEIE aKTHI HCIIOIL3YIOT-
¢, HO B HegocTaTouHoM oOneme. Matepuan uanaraercs yBepeHHo.
PacKpeIThl IPHYMHHO-CIICICTRBEHHbIE CBA3H MEXK/Y SBICHHAMH H COObI-
THAMHE. J[eMOHCTPHpYETCS YMEHHE aHAIW3MPOBAaTh MaTepyall, OIHaKO
He BCE BBIBOJBI HOCAT apryMEHTHPOBaHHBIH H JJ0Ka3aTeNbHEIH Xapak-
Tep. CobmoaoTes HOPMBI JIMTEPATYPHOH pedH.

3 | VooBneTBOpUTENBHO JlomyckaroTes HapyIleHus B MOC/Ie{0BaTeIbHOCTH U3noxxeHus. Mve-
YOTCS YIIOMMHAHHA 00 OTAETBHEIX 6a30BbIX HOPMATUBHO-IIPABOBLIX aK-
Tax. HernonHo pacKpeIBalOTCs NPUUHHHO-CIIEACTBEHHBIE CBSI3H MEKIY
ABTEHHIMH ¥ COOBITHAMMU. J[eMOHCTPHPYIOTCS OBEPXHOCTHBIE 3HAHMS




BOTIPOCA, C TPYZIOM PEIIAKOTCA KOHKPETHBIE 3a1a4u. Fmerores satpy -
HeHHs ¢ BhIBOAAMH. J[OMyCKaIOTCs HAPYIIEHH HOPM JINTEPATyPHOH
peUH.

4 HeynosneTroputenbHO| Martepual HaNaraeTes HenocIeIoBaTellbHo, cOHBYHBO, HE TIPEACTABNACT
OTIpe/IeNleHHO} CHCTEMB! 3HAHHH 10 AUCLUILIHHEE. He pacKpeIpaoTes
NPHYHHHO-CIIEICTBCHHBIE CBS3H MEKLy ABICHASIMHA K COOBITHAMH. He
MPOBOAMTCA aHAH3. BiBOBI OTCYTCTBYIOT. OTBETEI Ha AONONHHTEb-
HbIe BOTIPOCKI OTCYTCTBYIOT. FIMeoTes 3aMETHBIS HapyIIeHUs HOPM JTH-
TepaTypHOH peuu.

5 3auTeHo BrlcTaB/IsieTCs TPH COOTBETCTBHH MapaMeTpaM 3K3aMEHALMOHHOH
[IKAMBl Ha YPOBHAX «OTIMYHOY, «XOPOLIOY, «yNOBIETBOPUTEILHOY.
6 He 3auteHo BricTaBnseTcs [PU COOTBETCTBHU NTapaMeTpam IK3aMEHallHOHHON

IIKAJIE] HA YPOBHE «HEYIOBJIETBOPUTENIBHOY.

2.3. KonrpoabHas padora.
a)  3adanus Ons koHmponsKoi pabomsi (Ipunoxcenue 2)

6) Kpumepuu OYeHUBaAHUA

BrimomHsercs B mickMenHo# Gopme. [Ipr onenke paboThl CTyIQEHTa yIUTRIBACSTCS:

1. TIpaBHIBHOE PACKPBITHE COIEPYKAHUsS OCHOBHEIX BONPOCOB TEMbI, MPABHIILHOE peIIC-
HHE 3a7a4.

2. CaMOCTOSTETbHOCTS CY)KIEH M, TBOPIECKHiT TIOAX0)], HAyIHOE 000CHOBAHHE PACKPEI-
BaeMOH IIPOOIIEMEL.

3. [IpaBHJIBHOCTE MCIOJIB30BAHMS MUTAT (CCIH LHTaTa IIPHBOAWTCS [OCTIOBHO, TO HA/O
B3TH 66 B KABBIUKH ¥ yKa3aTh HCTOYHHK C yKasaHWeM (hamMUIIMH aBTOpa, Ha3sBaHUS NPOM3BENE-
HHsL, MECTA ¥ TOpOJIa H3/[AHKS, TOMA, YACTH, maparpada, CTpaHHIIbD).

4, Hayrmuwre B KOHIIe pabOoThI ITOIHOTO CIIMCKa JIMTEPATY PhL.

Ne Ouenka KpuTepun oneHKH

/i

1 OTnu4HO Crynent BbIonHII paboTy Ge3 ommboK 1 HeJOHETOB, IOTYCTHII HE
foree ofHOrO HelOUeTa

2 Xopouio CTy/IeHT BBIIOHWI paboTy IOTHOCTEIO, HO JIOITYCTHIL B Heill He

Gonee oHOM HerpyOoit OIMOKK 1 OJ(HOTO HeJo4eTa, HiH He fonee
JIBYX HEJI04ETOB

3 YV 1OBIETBOPUTENBHO CTy/IeHT IPABUITbHO BBLIOJIHKIT HE MEHES NOJIOBHHBI paboThI Wik
momycTin He Gonee ABYX rpy6bIX OLIKMGOK, MK He Gonee 0NHOH
rpy6oii 1 ofHO# Herpy06oi omMOKK 1 OTHOTO HEAOUETa, WK He
Goliee ABYX-Tpex Herpy6bix oGOk, Ml ONHOM HerpyGo owubiH
H TpeX HeJ0UEeTOB, HIH [PH OTCYTCTBHM OMIMOOK, HO IPH HATMMHH
YETHIpeX-TISTH HEJOUETOB, IUI0X0 3HAET MATEePHAI, OMyCKaeT He-
KaykeHue (paKkToB

4 | HeyOBNETBOPUTEIEHO CTyIeHT JOTYCTHII YHCIIO OMUOOK ¥ HEJOUETOR NPEBOCXO/AIIES
HOPMY, TIPH KOTOPOM MoskeT GbITh BBICTABIIEHA OLEHKA «3%, HIH €C-
JTH TIPABKJIGHO BEITIONHKI MEHES MONOBHHBI pabOTh

5 3auTeHo BLINOIHEHO NPaBMIBHO He MeHee 50% 3ananmuii, paboTa BHITONHEHA
TI0 CTAHJAPTHOM HIIH CAMOCTOATENBHO pa3spabOTaHHOH METOJIMKE, B
OCBEILLEHHN BOTIPOCOB HE COAEPIKUTCS IPyOBIX omuboK, 110 X0y
peLIeH:s CAeaHbl apryMEHTHPOBAHHBIE BBIBO/IBL, CAMOCTOATE/BHO
BEITIONIHEHA rpadideckas 4acTh paboTel

6 | He 3aureno CryJenT He CrpaBuics ¢ 3alaHHeM (BEITIONHEHO TPABUTILHO MEHEE
50% 3aganus BapHaHTa), HE PACKPBITO OCHOBHOS COJSPIKAHHE BO-
HpOCOB, UMEIOTCA rpyOble OMHOKHM B OCBEIIEHHH BONPOCa, B peLue-
HHH 337124, B BBINOMHEHHH rpaduyuecKol YacTH 3a0aHud U T.JL., 4
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l l TAKJKE BEINIOJIHEHA HE CaMOCTOATCIIBHO. J

3. Ilepevyenr W XapaKTEPUCTHKH IPOLENYPbl OUEHHBAHWS 3HAHWI, YMEHHH,
HABBIKOB, XaPAaKTEPH3YIOMHUX 3Tanbl JOPMHPOBARMSA KOMIIETEHIH i

IIporeaypa MpoBeAEHHs! TEKYIIEro KOHTPOJS YCIEBAEMOCTH M IIPOMEIKYTOTHOH aTTe-
cTanuy 00y9ArOIIXCS IO AUCIIATLIHHE PETIAMEHTHPYETCS JIOKAIBHBIM HOPMaTHBHBIM aKTOM.

Tepeyens ¥ XapaKTePUCTHKA MPOIETyPhI TEKYIEro KOHTPOIS H [POMEKYTOTHOIH aTTe-
CTAI[AH N0 TUCUMILIHHE

[lepuoguaHOCTE
HaumeHoBaHHME olieHOY- | W criocod mpoBe- | Bujkl BeTaBiseMbIx
Ne ; dopmMa ydyeTa
HOI'O CpeJicTBa JIeHHs TIpoLey- OLIEHOK
PBI OLICHUBaHMsL
Pa3 B cemec w
B Mo nsaTubanneHOH
10 OKOHYaHHH BemomocTs, 3a4eTHasA
2 Ox3amMeH LIKaJle
HM3YUYEHHS IHC- KHHIKKA, TOPTHOIHO
LIATIIHHBL
Pas B cemecTp, Terpans 11 KOHTPO/Ib-
Kourponshas pabora 10 OKOHYAHHH HBIX paboT
3 3auTeHo/HE 3a4TEHO
H3YYEHHS JIUC- Kypran ycneraeMoCcTH
LMIITHHBI penojaBaTens
BxopHoe TeCTHpPO- o JIucT pe3yibTaTOB H3
BaHWe B Hadame kaOWHETa TECTHpOBa-
Y3ydeHHS MHCIMI- | TATHOAIUIBHOM Hua  Kypuainycne-
4 Tect JTHHEL Hrorosoe | IKale BAaeMOCTH
TECTUpOBaHKE pas OpenoaaBaTesa
B ceMmecTp, IO
OKOHYAHHH H3yde-
HHA JHCIHILIHHBI
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IIpunooicenue 1
THIOBOI KOMILIEKT 3aJaHUH JJIS HTOr0BOr0 TECTHPOBAHUA

V1 VK-4.2 (ymemn)

1.Andopmanus onpe/esieTcs B 3aK0HE KaK:
a) CcBejleHus, IEPEAHHbIE OT OJHOTO IOPHIHIECKOr0 JIMLA APYTOMY;
b) cobbrTHS, 3a(UKCUPOBAHHEIC B IOKYMEHTE,
¢) CBeIeHHs O JHMIEAX, Ipe/MeTax, haxrax, COOBITHSX, SIBIIEHHSIX | IIpoLieccax, He3aBUCHMO
oT GOpMBI UX MPEJICTABICHHU,
d) mpoBepeHHBIE (HAKTEI, HCTIOTB30BAHHbIE IPH IPAIATHH PCIICHHL.

2. Onpejtenenne NOHATAS «HH(OPMATIUI» (AHO:
a) BI'OCT P 6.30-2003 TpeGopanns K 0 OPMIICHHIO TOKYMEHTOB;
b) B Denepamsaom 3akoHe «O0 uHpopMaLEy, HHGOPMATH3AIMH H 3alATe HH(OPMAaITHH,
¢) B @exepanproM 3akone «OO 3IEKTPOHHOH IH(GPOBOH ITOIIHCHY ;
d) B TunoBo} HHCTPYKIIMH [0 IEIONPOM3BOACTEY B @ejiepanbHBIX OpraHax HCIOMHHUTEb-
HOH BIIACTH.

3. OnpejieieHHe NOHATHS «XOKYMEHT» aHO:
a) B ®epeparpHoM 3aKoHe «O A3BIKAX HAPOTIOB Poccuiickoit denepanuuny ;
b) BI'OCT P 6.30-2003 Tpebopanus K 0(hOPMIIEHHIO JIOKYMEHTOB;
¢) 8TOCT P 51141-98 JlenomnpousBoJICTBO 1 apXHBHOE IEJIO. TepMuUHEL H OIpPEIETICHUS
d) B @enepanproM 3aKoHe «OO6 2MEKTPOHHOH 1 pOBOH MOJAIHCHY |
e) B DesepansHoM 3akone «O0 HEQOpPMAHH, pH(MOPMATH3AIHH 1 3aIUTE HHPOPMALUH.

4.JIoKyMeHT ompe/eisercs: Kak:
a) WH(OPMALKS, IONydCHHAs [ TIPHHATHS PEIICHUS;
b) mobast 3anucanHas HHQOPMAIlH;
¢) 3a(UKCUpOBAHHAS HA MATEPHAILHOM HOCHTENS HHPOPMAIIHS ¢ PEKBH3UTAMH, II03BO-
JTIOMEAMHE ¢€ HICH THQUIMPOBATE;
d) ceenenusi, 3ahHUKCHPOBAHHBIE i HAKOIUICHHBIC € IETBIO MX JALHEHITIEr0 HCII0Ib30Ba-
HUSL.

5.I'pud yrBep:KIeHHS CONCPKHT:

a) cmoso YTBEPXKJIAIO, ykasaHue NOKHOCTH, IOIHKCE, paciu(pOBKy IOIIHCH
(1.0.D.), nary,

b) cnoBo VTBEPXJIEH (1.0.0.), HaspaHHE BHA yTBEPIKAAIOMIEr0 TOKYyMEHTa B TBOPH-
TETHFHOM IIa7IEKe, ero aaTa ¥ HOMep;

¢) cnoso YTBEPXKJIAIO, nomnuck pyKOBOIUTEILA, paciu(poBKa IOIKCH U [aTa;

d) cmoso VTBEPXKJIEH (M1.0.®0), naspanue BANA YTBEPAIAIOIIEro JOKyMEHTa B HMEHH-
TEIBHOM I1afIeKe, ero AaTa U HOMEp.

6.Pa3HOBHIHOCTH IIHMCEM ONPEJeJSIOTCH HX Ha3HAYECHHEM:
a) COIPOBOJUTEILHBIE — IPH COMPOBOKACHHH IPYTOT0 AOKYMEHTA C MOACHCHUAMH,
b) MHECEMO-IIPUTTATIEHHE — IPUITIAMIAIOT IPUHSATE YIacTHE;
C) IMHCHMO-HATIOMHHAHHE — COOOIIAIOT O npUOMKEHHH CPOKa;
d) pexsraMHOe IHCEMO — PEKJIAMHPYEOT TOBAPhI U YCIyTH;
€) rapaHTHHHOE ITHCBMO (rapaHTHPYIOT BEIIONHEHHE 00s13a-
TEIBLCTBA).

7.Bri6epuTe, 4T0 OTHOCHTHCH K YHHYHIHPOBAHHLIM ¢bopmMaM JOKYMEHTOB:
a) Jhoboii TpadapeTHBIH TEKCT;



b)

c)
d)
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COBOKYIHOCTb PEKBU3HTOB, YCTAHOBIICHHBIX B COOTBETCTBH C PEIIACMBIMH B TAHHOU
cdepe IeSTeNLHOCTH 3a/1adaMi i PACIIONOKEHHEIX B OTIPE/IEIICHHOM IOPIKE Ha HOCH-
TeNax HHGOPMAIIHH,

Tabnuia;

[[1a6110H B IePCOHATBHOM KOMIIBIOTEPE.

8. ®opmysip-00paser Mpe/ICTABIsET CODOI:

a)
b)

c)

d)

MO/IEJIb TIOCTPOSHHA JOKYMEHTa, YCTaHABIUBAIOMAs pasMephI IONCH 1 IPHQTOB;
KOHCTPYKIIMOHHAs CeTKa JIOKyMEHTA;

MOJIENb [IOCTPOSHHUS JOKYMEHTa, yCTAHABTHBAKOIAs! 00IacTh MPUMEHEHHU, dopmartel,
pasMepk! IoneH, TpebOoBaHus K IIOCTPOSHHIO KOHCTPYKITHOHHOM CETKH ¥ OCHOBHBIM PEK-
BU3UTAM;

HOPAIOK IIOCTPOCHHS OIIHOTO U3 BU/IOB JOKYMCHTOB.

9, baaHk Qg MHCHEMA 0TJIHYaeTCHaA 0T o0mero 0JIaHKA HAJTUYHEM PEKBH3IHUTOB:

a)

b)

¢)
d)

CIIPABOYHBIE JAHHEIE 00 yUpekIeHUH-aBTOPE, CChUIKA Ha HOMEP 1 JIaTy HHUIHATHBHOIO
JIOKYMEHTA;

BAJ TOKYMEHTA, CIIPABOYHEIE IAHHBIE 00 yIpeKIeHHI-aBTOPE, CCHUTKA Ha HOMEP 1 Aty
WHHIHATHBHOTO JIOKYMEHTA,

BHJ] JOKYMEHTA, CCHUIKA Ha HOMEp W Ty HHHIMATHBHOTO OKYMEHTA,

CIIPABOUHBIC JIAHHEIE 00 YUPeK/EHAN-aBTOPE, HOMED ¥ JjaTa JOKyMCHTA.

10.06muii 6,1aHK oT/IMYaeTcs OT 0JaHKa ISl NHCbMA HATMYHEM PEKBH3IHTOB:

a)
b)
c)
d)

BHJT JOKYMEHTA, CIIPaBOYHBIC OaHHBIC 00 aBTOpe, JaTa u HOMED JOKYMEHTA,
BHJ JOKYMEHTA, MECTO COCTABIICHHA JJOKYMEHTA,

BH[I NOKYMCHTA, CChUIKA Ha HOMCD H AaTy HHHAMUAATHBHOTO JOKYMEHTA,
3M6I[€Ma, MECTO COCTaBIICHHA HJOKYMEHTA.

11. Ha o6meM 61aHKe MOTYT ObITH COCTABJIEHBI JOKYMEHTBI:

a)
b)
c)
d)
e)

MIPHKA3bI;
MMUCHMA;
3asgBICHMS;
IOCTAHOBIICHHS;
KOO

12. laTa BXOJUT KaK COCTABHAS YaCTh B PEKBH3HTHI:
a) CCHUIKA HA PETHCTPAalMOHHBII HOMED M JIaTy;
b) Busa;
¢) rpud coraacoBaHusL;

d)

(rpud yTBEpHKACHHA) ;

€) Pe30IIOLHs,

f) oTMeTKa O IOCTYIUICHUH NOKYMCEHTA;

g) OT™MeTKa 00 MCIIOJHeHHH TOKYMEHTA,

h) oTMeTKa O 3aBEPEHUH KOITHH;

i) mneHTHUKATOP 2IEKTPOHHON KOIMHH JOKYMEHTA.
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IIpunooicenue 2

3adanusa k KonmponwvHol padome no oucyuniune «/JoOKymeHmuposanue ynpasieHye-

CKOIl 0eaAmenTbHOCHUY

Teoperuyeckas 4yacTb

V1 VK-4.2_(ymemn)

ol By LA B 0 S

10.
I1.
12.
13.

14.
15.
16.
17.
18.
19.
20.
215
22,
23.
24.
23.
26.
27.
28.
29.

30.
3l

HopmartuBHO-IIpaBoBas Gaza JOKYMEHTHPOBAHMS YIIPABIEHYECKOH JIeATENBHOCTH.
IMonsiTHe TOKYMEHTa, €ro QYHKIHH, IPH3HAKA M CTPYKTYpa JOKyMEHTA.
JIoKyMEHTHPOBAHHE ¥ €T0 CIIOCOOBL

[ToraTre 06 uHpOpPMAIUHE U €€ HOCHTEIIX.

IMonsTHE YHH(PHKALIME U CTAHIAPTH3AIMHE JIOKYMEHTOB.

["ocyrapCTBEHHEIE CTaHIAPTHI JOKYMEHTALMH.

VaudurupoBaHHas CHCTeMa JOKYMEHTaluM: IOHATHE, KPATKas XapakTePHCTHKA JICHUCT-
Byronqux YC/I.

Xapakrtepucrtuka, cocraB U conepkanue 'OCTa P. 6.30-2003.

@opmyJsip-06paserr, cocTaB M cXeMa PACcIONIOKEHHS PEKBH3HTOB Ha HEM.

IIpasmia opopmienus pexsusuTos OP/L.

Buns! pexeuznToB OP /] B IOPAZIOK HX PACIIOIOKEHUSI.

ITonsTHE ¥ BUIBI OJIAHKOB.

I[IpaBuia o(OPMITEHHS, M3TOTOBICHHS, yYeTd, HMCIOIL30BaHUS W XpaHeHHs repOoBIX
O1aHKOB.

XapaKkTepUCTHKA ¥ COCTAB OPraHU3alHOHHEIX JOKYMEHTOB, TpeOOBaHud K HX opopmiie-
HUIO.

XapakTepuCTHKA U COCTEB PACTIOPSIUTEIBHBIX JIOKYMEHTOB, TPEOOBaHHS K HX 0QOpMIIe-
HUIO.

XapaKTepHCTHKA H COCTaB HH(OPMAITHOHHO-CIPABOYHBIX JOKYMEHTOB, TPEOOBaHMSA K HX
oopMIECHHIO.

XapakTepUCTHKA W COCTAB OPTraHH3al[MOHHO-DACHOPAIMTEIBHBIX NOKYMEHTOB, BXOJS-
MEX B YHUQHUIAPOBAHHYIO CHCTEMY II€PBUIHOH yIeTHOM MOKYMEHTAIMM 110 YUeTy TPY-
na u ero omnatsl (YCITY ), TpeboBanus K KX 0OPMIIEHHIO.

TTonsiTie ¥ BUIBI KOIUH TOKYMEHTOB.

TpeGoBanus k 0GOPMICHUIO PA3NHYHEIX BHIOB KOMHH TOKYMEHTOB, BEIIaBAEMBIX B Op-
raHU3aHsIX.

OcoBeHHOCTH 3aBePeHNST KOTTHH HOTAPHAJILHBIMH KOHTOPaMH M JOIKHOCTHBIMHE JIHIIAMH
OpraHu3aIHi.

HopMaTHBHO-METOMHYECKHE JOKYMEHTHL, PETTaMEHTUPYIOIIHE IOPSIOK BBIIAYM U Tpe-
Goparus K 0OQOPMIICHHIO KOIMH B OpraHu3alyaX, KOTOPLIE ABIAIOTCS aBTOPAMH JIOKY-
MEHTOB.

Yder noxyMeHTo000pOTa.

IIpnem 1 nepBoHaYaIBHasA 00paboTKa TOKYMEHTOB.

Opranuzaius pacCMOTPEHHS JOKYMEHTOB.

[TorsaTHE, GOPMBI U MOPSIOK PETHCTPALMH JOKYMEHTOB.

ITopsimoK HCIIONHEHUS JTOKYMEHTOB.

[TonsiTHE HCXOASIUX JOKYMEHTOB. TexHomornu o6paboTky U MOPANOK OTIPABKH HCXO-
ISIIIHX TOKYMEHTOB.

IToHsTHE, e | BH/IBI KOHTPOJIA HCIIOIHECHHA JJOKYMEHTOB.

CpoKH HCTIONHEHHS JOKYMEHTOB.

[Topsimox mpOBEAEHHs KOHTPOIIS HCIIOIHEHH JOKYMEHTOB.

ITonarus: «menoy, «hopMUpPOBAHHE AEI», KHOMEHKIIATYpa JEi.
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32. Memoduxa cocmaeienus OyxeaimepcKux pezucmpos U Om4emuslx popm, Ha ocHoGE
npumenenus Hopm Oeticmeyioujezo 3aKkoH00aAmenbCmea.

33. Memoouxa cocmaenenus epaguxa 0okymenmoobopoma 6 yensx Oyxeanmeperozo yiema

34. Memoduxa cocmasieniis O0NACHOCMHOY UHCMpYKyuu Gyxzanmepa.

35. Opopmnenue 006ePeHHOCHU HA NOLYYEHUE MAMEPUATBHBIX yeHHOoCmel U noyuenue na-
6LIKOB 0eN0GLIX KOMMYHUKAYUT 6 YCMHOU U NUCLMEHNOU (popme HA PYCCKOM U UHO-
CIPAHHOM S3bIKAX.

36. C yuemom HABLIKOE 0€N060U KOMMYHUKUYUU U Gyxearmepcko2o yuema ogopmiaenue
MPUKA3A 0 NPEMUPOBAHUU COMPYOHUKOB OYX2anmepu.

37. Memoduxa cocmasienue cOamodHol Onucy npy nepedaye 0eid 6 apxus.

38. BHjIbl HOMEHKIIATYPEI JIe, TIPSIOK HX COCTaBIeHHUs, OQOPMIICHHS B YTBEPIICHHA.

39. Opragu3anus ONepaTHBHOTO XPaHEHHs HCIIONMHEHHBIX IOKyMEHTOB B ICTIONPOU3BOACTEE.

40. Topsanox (popMHPOBAHHUS IIET B JIENOIPOU3BOJCTBE.

41. IloHATHE «IKCIEPTH3a LEHHOCTH JIOKYMEHTOBY.

42. Cpoky XpaHeHHsA JOKYMEHTOB.

43, Dransl ¥ TOPSIOK IPOBEJEHNS SKCIEPTH3EI IEHHOCTH TOKYMEHTOB B JCIONIPOU3BOACTEE
OpraHu3aIdH.

44, JKcrepTHEIE KOMUECCHH OpTaHM3allii, HX QYHKIUH, [IPaBa, OpraHu3au paboTsL.

45. TloHsITHE M BUILI aDXHBOB.

46. TlpaBuiia COCTABIIEHHS OIUCH JIelI H NOPAIOK NEPEAatn uX B apXuB OpraHu3allyy.

47. TIpaBo rpaian Ha oOparneHns 1 xano6s1. Buisl oOpaiesyi rpakias.

48. ITopsamox paboTsl ¢ 0OpaIMEeHHAMHE IPakKIaH.

49. Buppl rpud0B OrpaHHYeHHS JOCTYTA K JOKYMEHTaM.

50. OcoGEeHHOCTH OpPraHU3aIluy JENOIPOH3BOJICTBA C AOKYMEHTAMH, AMCIOIIHMH rpud or-
paHHYEeHUS JOCTYIA K HIM.

45.D7eKTPOHHBIA JOKYMEHTO060POT. DNEKTPOHHBIE aIMAHUCTPATHBHEIC PErJIaMEHTE
46.Mozenu SNeKTPOHHOTO JOKyMEHT0000poTa.
47 Pa3sBHTHE KOMIIBIOTEPHBIX TEXHOIOTHH NTOKYMEHTHPOBAHU YIPABICHUECKOH JeITEINBHO-

CTH.

48.Y1ipaBeHue 3JIEKTPOHHBIM JTOKYMEHTOOO0POTOM.

49.CHcTeMBbl aBTOMATH3AIHE IeIONPOH3BOACTBA H HIEKTPOHHOTO JIOKyMEHTO000pOTA.

IIpakTudeckas 9acTh

B2 VK-4.3., B3 VK-4.3. (s1adems)

50. CocTaBHTh 00IIHH OMaHK KOHKPETHOH OpraHu3aliy ¢ IPOJOIBHBIM PAcIONOKEHHEM pe-
KBH3UTOB Ha (opmaTe A4,
51. CocraBuTh 00U OIaHK KOHKPETHOH OpraHU3alliy C YIJIOBBIM LEHTPHPOBAaHHBIM pac-
ITOTIOKEHIEM PEKBU3HTOB Ha opMate A4.
52. CocTaBuTh 06IIMI GNAHK KOHKPETHOM OPraHM3alluy C YIJIOBBIM (PIaroBbIM PACIIONOMKE-
HHEM PEKBH3UTOB Ha opmate A4.
53. CocTaBuTh ONaHK CiIy)KEeOHOTO MHCbMa KOHKPETHOM OpraHu3alldM ¢ YITOBRIM H IIPO-
JONBHBEIM BapHAHTAMHU PACIIONIOKEHHU.
54. CocraBuTh ycras opranusanus cornacao T'OCTy P 6.30-2003.
55. CocTaBHTh IIPOSKT PACIIOPSIKCHHUA.
56. CocTaBHTh IPOEKT IIPHKA3a II0 OCHOBHOH JEATEIEHOCTH.
57. CocTaBHTH NPOEKT PEIICHHMS.
58. CocraBUTh IPOSKT JOKNaAHOH i CIy/KEOHOH 3aIlHCKH.
59. CocTaBUTh NPOEKT IPOTOKONA.
60. OpopMHUTE | 3alOJNHHUTE IIPOEKT MPHKA30B IO JHYHOMY COCTABY (mprka3 o IpHEME Ha
paboTy, mpuKas o epeBozie paboTHHKaA Ha IPyryio paboTy).



61.

62,

63.
o4.
65.
66.

67.

68.
69.
70.
71.
72.

73.

74.

75.

76.

.

78.

79.
80.

81.

82.
83.

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

93.
94.

19

O(opMHTH U 3aIIONHATE IPOSKT IPHKA30B IO JIMYHOMY COCTaBY (mpHKa3 0 MpeKpalleHuH
TPYIOBOIO JOrOBOPA C pabOTHAKOM, IIPHKA3 O MOOIIPEHAN paboTHHKA).

OGOpMHTH U 3aIOTHUTE [IPOSKT IPHKA30B IO JTHYHOMY COCTaBY (IPHKa3 O HAIpPABICHHH
paboTHHKA B KOMaHIMPOBKY, IIPHKa3 O PEIOCTAB/IEHUH OTILyCKa paboTHHKY)
OdOopMHATE 3aI0THATE MPOESKT IITATHOTO PACIIHCAHHS.

OdhopMUTE ¥ 3aIO0THATE IPOEKT Ipadika OTIYCKOB.

OdopMHUTE U 3aTOTHATE IPOEKT JIMIHOH KapTO9IKH.

OdOopMETE ¥ 3aIONHUTH IPOEKT KOMAHIAPOBOYHOTO YIOCTOBEPCHNS, ciykebHOTO 3a/1a-
HHES I HalpaBJICHHs B KOMAHJAHPOBKY H OTIETA O €TI0 BLIIOTHEHHH.

OdopMuTh HaJyIeKaIIEM 00pasoM IONHYIO KOIIHIO 0(HIMABHOTO JIOKYMEHTA, BBRITHCKY
13 0(UIMATBHOIO JOKYMEHTA.

OGOPMUTH ¥ 3aIOHATE IPOSKT JKypHANa BXOJAIICH HOKYMEHTAHH.

OGOpPMHUTE ¥ 3aIONHUTE POEKT JKypHANA HCXOASIIEH JOKyMEHTALIH.

OdOpPMHUTE | 3aII0HATH MPOSKT HOMEHKNIATYPBI AEI moboro BHIA.

OGhOPMHTE ¥ 3aTIOJIHATE IIPOSKT OIMCH JIEN JI000ro BHA.

O¢OPMHUTH ¥ 3aTIOIHUATE IIPOEKT OOJIOKKH JIeN1a, 3aBEPUTEIHHOTO JIHCTA AL/IA.

OdOpMHUTE H 3aIOJHATE IPOEKT aKTa O MpreMe-Tiepenade JIOKyMEHTOB Ha NOCTOAHHOS
XpaHEeHHE B apXHB.

OGOPMHTE W 3aIOJIHATH TPOSKT aKTa O BHUICICHHM K YHUHYTOXNCHHIO JOKYMCHTOB, HE
IOUISHKAIIEX XPAHEHHIO.

OdOpMHTH ¥ 3aTIOTHATH MPOESKT CAATOYHOH OIHCH JIE.

PaccMOTpeTh CTPYKTYpa M (QYHKIMH IOAPA3JENCHHH 10 MEKTPOHHOMY OKYMEHTAllM-
OHHOMY OOCIYKHBAHHIO YUPEKICHHH.

PaccMOTpeTh TpaBmia IpueMa ¥ 0GpabOTKH MOCTYNAKOmel SMEKTPOHHON KOPPECIIOH-
JIEHIWH, WX BIHSHAC Ha OPraHMU3alliio IBHKCHHA JOKYMEHTOB. HanpasieHHe dICKTPOH-
HBEIX JIOKYMEHTOB Ha HCIIOJTHEHHE

PaccMOTpeTh 0COBEHHOCTH HIEKTPOHHOTO JOKYMEHTOOO0POTa COBPEMEHHBIX YUPEHAC-
auit. OCHOBHEIE HATIPABJIEHHUS COBEPIICHCTBOBAHHS JIOKYMEHTO000pOTA.

PaccMOTpeTh (hOPMBI PETHCTPALIMHM 3JIEKTPOHHBIX JOKYMEHTOB, €€ OpraHM3aruio.
PaccMOTpeTh B3aHMOCBS3b IMPOLECCOB PETHCTPANUM U KOHTPOIA 33 UCIOTHCHHEM 3K~

TPOHHBIX JOKYMEHTOB.

PaccMOTpeTh CpaBHUTEILHBIE XaPAKTEPHCTHKA (HOPM PEIHCTPAIlHH IIEKIPOHHEIX ¥ Tpa-
IAIMOHHEIX N0KyMenToB. CocTaB HHpOPMAIHH.

PaccMOTpPETh TEXHOIOTHIO KOHTPOJISA 38 HCIIOHEHHUEM 3ICKTPOHHBIX JIOKYMCHTOB.
PaccMOTpeTh 3aKOHOJ@TENbHBIE aKThl, PErTaMEHTHPYIOMUE PaboTy ¢ MHChMaMH, Xallo-
Gamu, 3asBJICHUSAMH TPaK/[aH, OCTYIHBIIHX [0 KaHaIaM JEKTPOHHO! IoYTe.
OxapaKTepu30BaTh TEXHONOrHH PabOTHI ¢ MHUCEMAMH, KaI00aMu ¥ 3adBICHHSIMH IPaX-
JlaH, IOCTYIHRBIINX I10 KaHadaM JIEKTPOHHOU oYTe.

OBOCHOBATH METO/IMKY COCTABIICHHS] HOMEHKIATYPEI A€ VLT 3TEKTPOHHEBIX JTOKYMEHTOB.
3HAaYeHHEe HOMEHKIIATYPBI el B TEXHOIOIHH palOTEI ¢ TOKyMEHTaMH.

OdOpMHTE SKCIEPTH3Y [IEHHOCTH JIEKTPOHHBIX IOKYMEHTOB B JIEJIONPOU3BOACTEE.
PaccMOTpPETh DIIEKTPOHHYIO JOKYMEHTAIIKIO U SIIEKTPOHHBIA aPXUB.

3amoMHeHAe OCHOBHBIX CIPABOYHAKOB B CHCTEME JJEKTPOHHOIO JOKyMEHT00GOpOTa
DocsVision.

Co3jiaiie 1 KOPPeKTHPOBKA JTOKYMEHTOB B CHCTEME 3IIEKTPOHHOTO JOKyMeHT00oGopoTa
DocsVision.

XpaHeHHe U MOUCK JOKYMEHTOB, KOHTPOJIb 38 MX UCIIOTHEHHEM B CHCTEME JJIEKTPOHHOIO
nokymenToobopora DocsVision.

Onucath HHPOPMALEOHHYIO MOZEID 3IEKTPOHHOIO oduca.

VKa3arh OTIHUUTENBHbIE 0COOEHHOCTH 3aIbHOTO IPHHIIKMIIA OPTaHU3AIHH TPYIA.
[lepeuHCIATE OCHOBHbIE ¥ BCLIOMOTaTelbHEE (QYHKITHH SJIEKTPOHHOTO opHuca.

Onucars KOMMYHUKAIIMOHHYIO MOJIE]Tb 9JIEKTPOHHOTO otuca.
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VKa3aTh OTIIMYUTEILHEE 0COOEHHOCTH KaOHHETHOIO IIPUHITAITA OPTraHU3alluy TPy Ia.
Tpumensme MemodUKy cocmasnenus GyxaanmepeKix pezucmpos u OMmuemHbvix Qopm, Ha
0CHOBE NPUMEHEHUS HOPM OetiChEyIon}e20 3aKOHO0AMeNbCMEa.

Hcnonv3oeame MemoouKky cocmaenenus epaguxa 0okymenmoobopoma 6 yensx gyxzan-
MepcKo20 yuema
Ipumensmes MemoOuKy cocmasienis O0NICHOCMHON UHCMPYKYuu byxeanmepa.

Ogopmnsmes Q06ePeHHOCHb HA NONLYHEHUEe MAMEPUATLHBIX YEHHOCHEU U NONYyHamb Ha-
81U OeN0GLIX KOMMYHUKAYUTI 8 YCIHOT U NUCMEHHOU (hopme HA PYCCKOM U UHOCMPAH-
HOM A3bIKAX.

100.C yuemom Haswixkos 0ei060t KOMMYHUKUYUY U OyX2anmepckozo yiema ogopmisime npu-

Ka3a 0 NPeMupoGaHUY COMPYOHUKOE GYX2amepuu.
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