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Conepxanue:

Lenb 0CBOEHMSI TUCIUTUIAHBI

[lepevenp uIaHUPYEMBIX PE3YJIbTATOB 00YyISHHS 10 JUCHIUIUINHE,
COOTHECEHHBIX C IIAHUPYEMBIMU PE3yJIbTaTaMu OCBOSHHS 00pa30BaTEIbHON
MIPOrPaMMBI

Mecto nucuuminsel B ctpykrype OITOIT 6akanaBpuata

O0BbeM MUCHHIUIMHBI B 3a4€THBIX SIMHUIIAX C YKa3aHUEM KOJIMYECTBA
aKa/JIEMUYECKUX YacOB, BBIJICIICHHBIX HA KOHTAKTHYIO paboTy 00yJaromuxcs
C mpernoiaBaresieM (1o TUIaM y4eOHBIX 3aHATHI) U Ha CaMOCTOSATEIbHYIO
paboTty oOyJarommxcs

Copeprxanue TUCIUIUIAHBL, CTPYKTYPUPOBAHHOE 110 pa3/ieliaM C yKa3aHueM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJeMHUYCCKUX YaCOB U THIIOB Y4COHBIX
3aHATUMN

Pazens! qUCHUIUTMHBL U TPYIOEMKOCTH 110 TUIIaM YYeOHBIX 3aHATHH U
paboThl 00yJaroIuXxcs (B akaJeMHUYECKUX Jacax)

Ounas dhopma oOyueHus

OuHo-3a04Has popma oOyueHus

ConeprxaHue QUCIUTUIMHBL, CTPYKTYPHUPOBAHHOE 10 pa3zesiam
ConeprxaHue JEeKIHMOHHBIX 3aHATHIA

Coneprxkanue J1abOpaTOPHBIX 3aHITHIA

ConepxxaHue TPaKTUYECKUX 3aHATUN

[lepeuenp yueOHO-METOIMYECKOTO 0OECTIEUEHHUS UTsl CAMOCTOSATEIbHON
paboTHl 0OYJAFOIIMXCS 110 TUCITUTIITHE

Tembl KOHTPOJNBHBIX PadOT

TeMbI KypCOBBIX MPOEKTOB/KYPCOBBIX padOT

Metonuyeckue ykazaHus JUisi 00yJaromuXcsi 0 OCBOCHUIO TUCIUTUIUHBI
O6pazoBarenbHbIe TEXHOJIOTUN

Y4eOHo-MeToanYecKoe 1 UHPOpPMAIIMOHHOE 0OecrieueHrne AUCIUTIITUHBI
[TepeyeHb OCHOBHOM M JIOTIOJHUTEIHHOW yUeOHOM JIMTEPATYPHI,
HE0OX0IUMOM ISl OCBOCHUSI TUCITUTLINHBI

[lepeuenr HEOOXOUMOTO JTUIIEH3UOHHOTO M CBOOOIHO PaCIpOCTPAHSIEMOTO
MPOrpaMMHOTO OOecreueHusi, B TOM YHCIIE OTEYECTBEHHOTO MPOU3BO/ICTBA,
HCI0JIb3YeMOT0 MPH OCYILIECTBICHUH 00pa30BaTEILHOTO IpoIiecca 1o
JTUCIUIINHE

[lepeueHs coBpeMeHHBIX PO(GEeCCHOHATBHBIX 0a3 JaHHBIX U
MH(OPMALIMOHHBIX CIIPABOYHBIX CUCTEM, JOCTYIHBIX 00YJaIOIIUMCS MIPH
OCBOCHHUU JAUCIUILINHbI

Onucanne MaTepralibHO-TEXHUUECKOH 0a3bl, HEOOXOAUMOM TSt
OCYILIECTBIIEHUS 00pa30BaTENBLHOTO Mpoliecca MO AUCIUILTHHE
Oco0eHHOCTH OpraHu3ai 00y4YeHUs M0 AUCHUIUTHHE «J{0KyMEeHTHpOBaHUE
yIpaBICHUYECKON AeSITENFHOCTIY 711 MHBAIHUJIOB U JIUI] C OTPaHUYEHHBIMH
BO3MOXHOCTSIMU 3JI0OPOBBS

Crp.
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1. Ieab ocBoeHMS JUCHHUILIUHBI.

Ilenpro OCBOCHUS AUCUMINIMHBI «JIOKYMEHTHPOBAHUE VIPABICHUYCCKOW IEATCILHOCTH»
aBisIeTCs ()OPMUPOBAHME KOMIIETCHIIMH O0OYydJaromerocs B COOTBETCTBUM C TPEOOBAHUSIMH
denepallbHOTO TOCYAAPCTBEHHOTO 00pa30BaTEIBHOTO CTAHIAPTa BBHICIIETO OOPAa30BAHHS TIO0
HarpasiieHut0 moaroToBku38.03.01 «DkoHOMHUKAY.

2. Hepeqeﬂb IJIAHUPYEMBIX pE3YyJIbTATOB Oﬁy‘leﬂlflﬂ mo JTMCHMIIJIMHE, COOTHECCCHHbBIX C
IVIAHUPYEMBIMH peE3yjJbTaTaMHU O0CBOCHHUSA OﬁpaSOBaTeJIbHOﬁ MporpaMmmMbI

B pesynbrare OCBOEHHS AUCHUILUIMHBI OOYYarOIIMKCS JIOJKEH OBJIAJIETh CIIEAYIOIIUMHU
KOMIIETEHIIUSAMHU:

VYK — 4. Crioco6eH ocyliecTBIATh JEI0BYI0 KOMMYHUKALIMIO B YCTHOW U MUCbMEHHON
(dhopmax Ha rocygapcTBeHHOM si3bike Poccuiickoit deneparium 1 ”HOCTPAHHOM SI3BIKE

B pe3yabTare o0CBOEHHSI JMCHMIUVIMHBI 00y4Yallluiicsi J0JIKEH OBJaJeTh
CIeIYIIUMHU Pe3yibTaTaMH 00yYeHHsl M0 TUCIUILINHE!

3HATD.

- IpaBUJIa U 3aKOHOMEPHOCTHU JIENIOBON YCTHOM U MUCbMEHHOM koMMyHuKanuu (32 YK-
4.1).

yMeThb:

- IPUMEHATH Ha TIPAKTHKE JICTOBYI0 KOMMYHHKAIIMIO B YCTHON M MMCbMEHHOH (opmax,
METOIbI ¥ HABBIKH JIEJIOBOTO OOIIECHHS HA PYCCKOM U MHOCTpaHHOM si3bikax (Y1 YK-4.2)).

BJIAJETh:

- HaBBIKAMH JICJIOBBIX KOMMYHHKAIIMH B YCTHOW W NMHCHMEHHOW (opMe Ha PyCCKOM H
uHOCTpaHHOM si3bikax (B2 YK-4.3.);

- METOJIMKOM COCTABIICHUS CY)KJCHHUS B MEKIMYHOCTHOM JICIOBOM OOIICHUH HAa PYCCKOM
1 HHOCTpaHHOM si3bikax (B3 VK-4.3.).

3. Mecto mucuuniaunbl B crpykrype OIIOII 6akanaBpuara

Hucuumnuua b1.B.03  «/lokymeHTHpOBaHME  yIpaBiICHUECKOMN NeSITeIbHOCTU»
peanusyercst B pamkax bioka 1 «Jlucuuruinabey (MOIy/ M) 4acTh, GopMHUpYeMasi ydaCTHHKaMHU
00pazoBaTeIbHBIX OTHOIICHHM.

JucuuminHa Oa3upyercsi Ha 3HAHMAX, MOJYYeHHbIX B PpaMKax M3y4eHus
ciexyromux aucuumuimH: «Kynetypa peun u  nenoBoe oOmeHuey, «/lemoBas sTukay,
«MeHeKMEHT», N3y4aeMbIX PaHee.



4. O0beM JUCHUILIMHBI

3a49Y€THBIX CAHHHUIAX

C YKazaHuemM KoJIn4decrBa

aKaJleMH4YeCKHX YaCcOB, BbIJEJEHHBIX HA KOHTAKTHYK PpadoTy oO0y4yalummxcs ¢
npenoaasarejieM (M0 THUNAM Y4eOHBIX 3aHAITHI) U HA CAMOCTOAATEILHYI0 PadoTy

o0yuyawimuxcst

®opma o0yueHus

Ounasn

Ou4HoO-3204HAadA

1

2

3

TpynoeMkocTb B 3a4eTHBIX
eIMHHIIAX:

2 cemectp — 3 3.¢.;

BCero - 3 3.e.

6 cemectp — 3 3.¢.;

Bcero — 3 3.e.

Jlextuu (JI)

VUeOHbIM NIAHOM He
npeodycmompenbt,

YUeOHbIM NAAHOM He
npeodyCMOmpeHbl,

JlabopaTopusbie 3ausTus (J13)

2 cemectp — 34 yacos;

Bcero - 34 yaca

6 cemectp -36 4acos;

Bcero - 36 yacos

[Ipaktrueckue 3amsatus (I13)

VUeOHbIM NIAHOM
He npedyCMOmpeHbl

VUeOHbIM NIAHOM
He npedyCMOmpeHbl

CamocrositenbHas pabora (CP)

2 cemectp — 74 4aca;

Bcero — 74 gyaca

6 cemectp — 724acos;

BCEro - 72 4acoB

®DopMa TeKyLIero KOHTPOJIS:

Kontponbshas pabora

cemectp - 2 cemectp - 6
®opMa NpOMEKYTOUHOI aTTeCTAIMU:
DK3aMEHBI 2 ceMecTp 6 cemectp
VUeOHbIM NAAHOM VUeOHbIM NAAHOM
3auer

He npedycmompeHbl

He npedycmompenvl

3a4er ¢ OLEHKOMH

VUeOHbIM NIAHOM
He npedycmompeHsl

VueOHbIM NIAHOM
He npedycmompensl

KypcoBas padora

VUeOHbIM NIAHOM
He npedycmompeHvl

VueOHbIM NIAHOM
He npedycmompensl

KypcoBoii mpoekt

VUeOHbIM NIAHOM
He npedycmompeHsl

VueOHbIM NIAHOM
He npedycmompensl




5. Coz[epma}me AUCHUIIJIMHBI, CTPYKTYPHUPOBAHHO€ 110 pa3aejaM ¢ YKa3aHUuEM
OTBCACHHOI'O HA HUX KOJHUYECCTBA aKAJICMHUYICCKUX YaCOB U THIIaM y‘leﬁHLIX 3aHATHH

5.1. Pazjenbl AUCHUNVIMHBI M TPYJA0€MKOCTh MO THIOB Y4eOHBIX 3aHATHH M
padoThl o0yuammxcs (B aKkaJjeMU4eCKUX 4acax)

5.1.1. Ounas ¢opma o0y4eHus

Ne

Pacnpenenienne Tpy10eMKOCTH

®DopmMa TEeKyLIero

Pa3znen Ay cCUJIMHDbI =
(mo cemecTpam) % pas3zaena (B yacax) 0 THIIAM KOHTPOJISA U
n/ g Y4eOHBIX 3aHATHI H padoThI NPOMEKYTOH O
n 8 % o0yJarmuxcs aTTecTanuu
g % KOHTAKTHAaA
8 @)
2 a| a3 m | P
R
1 2 3 4|5 6 7 8 9
1. | Paznmen 1. JlokymeHTHpOBaHME Kontponwsuas pabora
yIpaBIEHYECKON DK3aMeH
NeATeNbHOCTH B PD. 12 | 2 6 6
Yaudukarms u
CTaHJapTu3anusgd JOKYMCHTOB.
2. | Pazgen 2. Cuctema 14
OpraHU3aIMOHHO-
N 20 | 2
pacopsIAUTEIbHOM 6
JIOKyMEHTAIIUH
3. | Pazmen 3. loroBopHO-
MpaBoBasi JOKyMEHTAIIHSI.
JlokyMeHTalus 1o 18 | 2 6 12
BHEILIHEIKOHOMHYECKON
JIeSATEILHOCTH
4. | Paznen 4. JlokyMeHTAIHs 110 20 | 2
TPYAOBBIM MPABOOTHOIIEHUSM 6 14
5. | Pazmen 5. IIpereH3nOHHO - 18 | 2
HUCKOBAs TOKyMEHTAaIsI 4 14
6. | Pasmen 6. Opranuzarus 20 | 2
paboTHI C TOKyMEHTaMHI 6 14
Hroro 108 34 74




5.1.2. OuHo-3a04Has popma o0yueHHs

Ne | Pa3nmen muCHMIIIMHEL 5 Pacnpenesnenue TpyaoeMKocTH ®opMa TeKylIero
(mo cemecTpam) = pasaena (B yacax) mo Tunam KOHTPOJIA 1
n/ & Y4eOHBIX 3aHATHH M padoThI MPOMEKYTOYHOI
n g % 00y4alouuxcs arTecTalnuu
(&)
g = KOHTAKTHAas
g @)
2 1| 3 m | P
R
1 2 3 4|5 6 7 8 9
1. | Pazpmen 1. KonTponwsHas pabora
JlokymeHTHpOBaHME OK3aMeH
YIPABJIEHYECKON
JIEeSITENBHOCTU B PO, 12 6 6 6
YHubukanus u
CTaHJapTH3ALUS
JIOKYMEHTOB.
2. | Paszen 2. Cucrema
OpraHU3aIHOHHO- 20 6
pacropsIuTeIbHON 6 14
JIOKYMEHTAIIUU
3. | Pasgen 3. JloroBopHo-
MIpaBoOBas JOKYMEHTAIIHS.
JIoKyMeHTaITus 110 18 | 6 6 12
BHEILIHEIKOHOMHYECKON
JeSITeTbHOCTH
4. | Pazgen 4. JlokymeHTaIus 1mo
TPYIOBBIM 20 | 6 6 14
[IPaBOOTHOIIEHUSIM
5 | Pasgen 5. IIpeTeH3HOHHO - 18 |6
HCKOBast IOKyMEHTAIIUS 6 12
6 | Paszgen 6. Opranusanus 20 | 6 6 14
paboTHI C TOKyMEHTaMH1
Hroro 108 36 79




5.2. Coaep:xkaHue IMCHUILUINHBI, CTPYKTYPHPOBAaHHOE M0 pa3jiejiaM

5.2.1. Conepxanue JJeKUHOHHBIX 3aHATHI «y4eOHBIM IUIAHOM He MPe1yCMOTPeHbD)
5.2.2. Conepxanue 1a00PaTOPHBIX 3aHATHIA

HaumenoBanue pazaesia

Ne Conep:xkanue
JAMCHMILIHHbI
1 2 3
1 Bxoanoe trectupoBanue. J[OKyMEHTHI U JOKYMEHTOOOOPOT B

Pasznen 1. JlokymenTupoBanue
YIIPABJIEHYECKON
nesarenbHocTH B PO.
Yaudukanus u
CTaHIapTHU3alNA JOKYMEHTOB

OyxrantepckoM yuere. OcOOEHHOCTH 3aNOJIHEHUS
YHH(PHUIITPOBAHHBIX (POPM TIEPBUYHON YUETHOU TOKYMEHTAIIHH.
Memoouxa cocmasnenus 6yxeaimepcKux pecucmpos u Om4emHusix
opm, Ha OCHOBe NpuUMeHeHUsL HOPM OelCmBYIouieco
3akoHoO0amenvcmea. VictipapieHne JOKYMEHTOB OyXTraJlITepCKOTO
yaeta. Memoouka cocmasnenus epaghuka 00OKyMeHmooobopoma 6
yensax Oyxeanmepckozo yuema. JlaHHBIE 3aHECTH Ha IEKTPOHHBIN
HocuTelb B popmate Word.

2. Odopmnenue [lonoxeHus o OyxraaTepuu.
Odopmnenust mprkasza 00 UTOrax peBU3UHU 10 COCTABICHUIO U
Pasnen 2. Cucrema crade Oyxrantepckoi (pruHAHCOBOI) OTYETHOCTH.
OpraHU3aIMOHHO- Odopmnenue 3asBieHus 0 peaocTaBieHnu JbroThl o HJ{DJI.
PACIIOPSINTENBHOM Memoouxa cocmasnenust 00IHCHOCMHOU UHCMPYKYUU
JIOKYMEHTalluH oyxeanmepa. OpopmieHUE CIpaBKH, TPOTOKOIA. CITYKEOHBIX
rmceM. J[aHHBIC 3aHECTH Ha JICKTPOHHBIA HOCHTENh B JopMaTte
Word.
3. byxranrepckoe conpoBOXI€HUE TI0TOBOPA IOCTABKH.
Odopmienne akTa UHBEHTapHU3aIMM MaTePHAIbHBIX [IEHHOCTEH,
Ogpopmnenue dogepeHHOCMU HA NOJYYEHUE MAMEPUATILHBIX
Paszien 3. Jlorosopo- yenHocmell u noydeHue HaBbIKO8 0e06bIX KOMMYHUKAYULL 6
[paBoBas 0KYMCHTAIHA. VCMHOW U NUCbMEHHOU popme Ha PYCCKOM U UHOCMPAHHOM
gggn};ﬁ:;;f:;;;cmﬁ SI36IKAX. Oq)opli/meHHe XKypnaina peructpauuu u yyera
eATETBHOCTH nosepeHHoctel. OdopMieHre KOHTPAKTA, MEXAYHAPOIHOTO
nuchbMa. JlaHHbIe 3aHECTH Ha JIEKTPOHHBIN HOCUTENb B hopMaTe
Word.
H
4. C yuemom HABbIKOG 010801 KOMMYHUKUYUU U O)YX2aANmepcKo2o
Paszen 4. JlokyMerrramus 1o )6/qema ogopmienue npukasa 0 NPeMuUposaHuL’ COmpyoHUKos
 pyoREM TpaBooTHOmeHn |10 L LAMEPUL. COCTalineHne rpaduka OTIYCKOB COTPYIHUKOB
OyXxrantepuu, TMYHON KapTouKku. JlaHHbIe 3aHECTH Ha
QIIEKTPOHHBIN HOocUTeNb B popmaTte Word.
5. Ogpopmnenue npemeH3UOHHBIX NUCEM, UCKOBO20 3ASA8NIEHUS C
Pasnen 5. [IpETEH3UOHHO - [Y4emoM HABLIKOG 0el080U KOMMYHUKAYUU HA PYCCKOM U
MCKOBas JIOKYMEHTAI[HSI aHenutickom sA3vike. JlaHHbBIE 3aHECTH Ha DJIEKTPOHHBIM HOCUTETH B
¢dopmare Word.
6. CocTaBiieHHe aKTa O BBIACTICHUHN K YHUUYTOXEHHUIO IOKYMEHTOB, B

Paznen 6. Opranuzanus
[paboTHI C TOKyMEHTaMHU

TOM 4Hciie OyXTaJITepCKUX PETUCTPOB, HE TOUIEKAIINX
XpaHeHUt0. Memoouka cocmagnenue cOamoyHou onucy npu
nepedaue oena 6 apxus. JJaHHbIe 3aHECTH Ha HJICKTPOHHBIH

HocuTenb B popmare Word.




5.2.3. IlpakTH4ecKue 3aHATHS «y4eOHBIM IVIAHOM He NPeayCMOTPEHbI»

5.2.4. TlepeuyeHb Y4eOHO-METOIUYECKOT0 OOecredYeHUsl /Ui CAMOCTOSITEILHOH PadoThl
o0yyaiuxcst Mo JUCHHILINHE

Ounas ¢popma o0yuenust

HaumenoBanue pazaesia
JM CHUTJIMHBI

Conep:xkanue

YueoHo-
METOANYECKOe
odecreyeHue

2

3

4

Paznen 1.
[lokyMeHTHpOBaHHE
YIIpaBJIEHYECKOU
nestenbHocTy B PO,
YHupuKanus u
CTaHIapPTHU3ALNA
TOKYMEHTOB

[ToHsiTHE O JOKYMEHTHPOBAHUH.
O06s13aTeNBbHOCTD JOKYMEHTHPOBAHUS
WHpOpMaIK. 3aKOHOATENbHBIC aKTHl,
[perJIaMeHTHPYIOINE OPraHU3aIHI0 PabOTHI €
IMOKyMeHTHpOBaHHOW MH(opMareit
(Denepanbublii 3akoH PO «O6 uadopmanuu,
WH(POPMAIIMOHHBIX TEXHOIOTHX U O 3aIUTE
uHpopMmarun», TpyaoBoit kogeke PO u ap.).
OCHOBHBIE CIIOCOOBI JIOKYMEHTHPOBAHHSL.
MaTepuaibHbIE HOCUTENH HHOOPMAIIUU 1 UX
BJIMSIHUE HA JIOJITOBEYHOCTh U COXPAHHOCTb
IMOKyMeHTa. BiusiHue HayYHO - TEXHUYECKOTO
Mporpecca Ha JOKYMEHT U JIOKyMEHTHPOBaHUE.
TekcToBble, Tpaduyueckie, MaTHHOYHTAEMbIE
IMOKyMeHTBI, (poronokymeHThl. [loHsTHE
K(JIEKTPOHHBII TIOKyMEHT».

VHn¢ukanus u craHgapTU3anys J10KyMeHTOB,

YHU(HUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUNU
[MoxroroBka K KOHTPOJILHOM pabore
TloaroroBka K 3K3aMeHy
[loaroroBka K UTOrOBOMY TECTHPOBAHHUIO.

[1], [2], [3]

Paznen 2. Cucrema
OpTaHU3aIIMOHHO-
pacnopsIuTeIbLHON
TOKYMEHTaINN

'YHUGbUIIIpOBaHHAS] CHCTEMA OPTaHU3aIMOHHO-
pactiopsimurensHoi qokymeHTarmu (Y COP/I)
Dopmysip-o0pasern opraHu3aIoHHO-
pactopsimutensHol qokymeHTanmn (OP /1)
IPeKBU3UTHI 1 OJIAHKH

IToaroToBKa K KOHTPOILHOM padoTe
TToaroToBKa K 3K3aMEHY

[TonroTroBKa K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3]. [4], [8]

Paznen 3. JloroBopHo-
MpaBoBas JOKYMEHTAIIHS.
lokyMeHTanus no
BHEIIHEIKOHOMHYECKON
eI TEILHOCTH

Haznauenue u cTpoeHue 10roBopa.

[IpaBuia odopmiieHHs aKTOB B OPraHU3aLNH.
[opsinox odopMIIeHUS U pETUCTPALUU
MOBEPEHHOCTEH.

[opsinox odopMIIeHUST MEXTYHAPOAHBIX
KOHTPAKTOB.

[IpaBuia u GOpMBI IEPETIUCKH C 3apYOEKHBIMU
MapTHEPaMU.

[TonroroBka K KOHTPOJILHOM padoTe
[loaroroBka K 3K3aMeHY

[loaroroBka K UTOrOBOMY TECTHPOBAHHUIO.

[1]. [2]. [3]. [6]. [7]

Pasnen 4. JlokymenTanus mo

TPY/LOBBIM
[PAaBOOTHOIICHUSM

[MocnenoBaTenbHOCTH OOpMITEHUS
ITOKyMEHTOB U IIpHUEeMe Ha padoTy.
IIpuka3zel Mo TMYHOMY COCTaBYy U UX OTIMYNE
OT JAPYTUX MPHKA30B.

DyHKIIMM ¥ Ha3HAYEHHE MITaTHOTO

aCIIMCaHusI.

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

9




[Mopsimok opopMIIeHHUS 1 PacTOP>KEHHS
[TPyOBOTO AOr0OBOpA.

[Hasnayenue nuuHoi kaprouku. TpynoBas
KHID)KKA U €€ XapaKTEPUCTUKA.
[MoaroroBka K KOHTPOJIBHOH padoTe
TloaroroBka K 3K3aMeHy

TIoaroToBKa K HTOrOBOMY TECTUPOBAHUIO.

Paznen 5. [IpereH3noHHO -
MCKOBas JOKyMCHTalUs

[Mopsimok opopMIIeHUs TPETEH3UH 1 HCKOBOTO
3asiBIICHMUSL.

PaboTa ¢ sxanobamu 1 0OpallieHUsIMH TPAXKIAH.
[MoaroroBka K KOHTPOJIBHOH paboTe
TloaroroBka K 3K3aMeHy

[TonroroBka K HTOTOBOMY TECTHPOBAHUIO.

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

Paznen 6. Opraau3arus
[paboTHI C TOKYMEHTaMHU

Crnyx0a TOKYyMEHTAIIHOHHOTO 00ecTIedeH s
ynpasienus. TpeOoBaHUs K OpraHU3aIUK
IMOKYyMEHTO00O0pOTA.

Opranu3zaiys npremMa, paccCMOTPEHUS,
[PETUCTpAalluX U UCITOJITHEHHUS JOKYMCHTOB.
MudopmanmonHo-cripaBodHas pabora B
IYCIIOBUAX TPUMEHCHUSA KOMITBIOTCPHBIX
TEXHOJIOTUH.

KOHTpOHB HCIIOJIHCHUSA JOKYMEHTOB.
OpraHu3zaus onepaTUBHOTO XPaHEHHS
ImokymeHTOB. HoMeHKIIaTypa Jien, SKcrepTu3a
[IEHHOCTU NOKYMCHTOB, IMOPAA0K YHUUYTOXCHUA
IMOKYMEHTOB ¥ O(OPMIICHUS Pe3yIbTaTOB
PKCIEPTU3bI, TOJITOTOBKA JIEN K ApXHBHOMY
XpaHEHUIO.

[MoxroroBka K KOHTPOJILHOM pabore
TloaroroBka K 3K3aMeHy

[MoaroToBKa K HTOrOBOMY TECTUPOBAHUIO.

[1]. [2], [31.[4], [3],
[6]

Ouno-3204Has ¢gopma 00yUeHMsI

HaumenoBanue pazaeJa
JUCHUTLTMHBI

Conep:xkanue

YuyeoHO-
METOANYECKOe
ob0ecrneueHune

2

3

4

Paszmer 1.
JlokyMeHTUpOBaHHE
YIPaBJICHYECKON
nearenbHoCcTH B PO.
YHuukamus u
CTaHapTU3AIHS
TOKYMEHTOB

[lonsiTHE O JOKYMEHTHUPOBAHUHU.
00513aTeNbHOCTh JOKYMEHTHPOBAHUS
nH(pOopMaLuK. 3aKOHOATEIbHbIC AKTHI,
[peTJIaMEHTHPYIOILUE OPTaHN3aIII0 pabOTHI C
IMOKYMEHTHpPOBaHHOH MHpOpMaIien
(Denepanpubrit 3ak0H PO «O6 napOpManmy,
MH(GOPMALIMOHHBIX TEXHOJIOTHSX U O 3aIUTE
uHhopMarm», TpynoBoit kogexc PO u np.).
(OCHOBHBIE CLIOCOOBI TIOKYMEHTHPOBAHHSL.
MaTtepuanbHble HOCUTENN HHPOPMALMH U UX
BIIMSIHUE HA IOJITOBEYHOCTb U COXPAHHOCTb
IMOKyMeHTa. BinsHue Hay4yHO - TEXHUYECKOT O
porpecca Ha JIOKYMEHT M IOKyMEHTHPOBaHUE.
TekcToBble, rpaduyueckre, MalTMHOYUTAEMbIE
IMOKyMeHTHI, poromokymenTsl. [lonsTre
KQIEKTPOHHBII TOKyMEHT».

YHuduKauus u cTaHaapTA3alus TOKYMEHTOB,
YHU(UIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIUH.

[1]. [2]. [3]

10




[MonroroBka K KOHTPOJILHON paboTe
IloaroroBka K 3K3aMeHy
IloaroroBka K N'TOrOBOMY TECTUPOBAHMIO.

Pazgen 2. Cucrema
OpraHu3alOHHO-
[pacnopsIuTENbHON
IlOKyM CHTalluu

'YHUHUIMPOBaHHAS CHCTEMa OpraHU3alOHHO-
pactiopsiautensHoit nokymentanuu (Y COP/I).
Dopmynsip-o0paszel opraHu3aoHHO-
pactiopsianTenbHOi nokymentaru (OP/I).
PexBu3nTH 11 OIAHKH.

[MonroroBka K KOHTPOJIBHOM paboTre
TIoaroroBka K 3K3aMeHy

[TonroroBka K HTOTOBOMY TECTUPOBAHUIO.

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

Paznen 3. JloroBopHo-
[paBoBast JOKYMEHTAIIHS.
JloxyMeHTaus mno
BHEIIIHE3KOHOMUYECKON
e TeNbHOCTH

Ha3zHaueHue u CTpoeHue I0roBopa.

[MpaBuia oopmiteHHs aKTOB B OPraHU3AIINH.
[Mopsimok oopMIIEHUS U pETUCTPALIUT
ITOBEPEHHOCTEM.

[Topsok ohopMIIEHUS MEXTYHAPOIHBIX
KOHTPAKTOB.

[MpaBwia u GOpPMBI IEPENHUCKH C 3aPYOCIKHBIMU
[apTHEPaMHU.

IMoxroroBka K KOHTPOJILHOMN pabore
TloaroroBka K 3K3aMeHy

[ToxroroBka K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2], [3], [6], [7]

Paznen 4. JlokyMeHTAIHS 110
TPYIIOBBIM
[TPABOOTHOIICHHUSIM

[TocnemoBaTensHOCTH O(pOpPMITEHHS
ITOKYMEHTOB TIpH ITpHeMe Ha paboTy.
HpI/IKaSBI 110 IMYHOMY COCTaBy U UX OTIIMYUHEC
OT IpYTUX NPHUKA30B.

DyHKIIMY U Ha3HAUYEHHE ITaTHOIO
[pacrycaHusl.

IMopsimokx oopMIIEHHS M PaCTOP KEHHS
TPYAOBOIO 10r0BOpA.

Haznauenue nuuHoO# KapTouku. TpynoBas
KHIXKA U €€ XapaKTepPUCTHKA.
IToaroToBKa K KOHTPOILHOM padoTe
TToaroroBka K 3K3aMeHY

[loaroroBka K UTOrOBOMY TECTHPOBAHUIO.

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

Paznen 5. [IpereH3noHHO -
MICKOBas JOKyMEHTAIUs

ITopsimox ohopMITEHUS TTPETCH3UH U UCKOBOT'O
BasiBICHUSI.

IPaGoTa c »xamobaMu 1 0OpaIICHUSIMH TPaKIaH.
[TonroroBka K KOHTPOIHHOH padoTe
TToaroToBKa K 3K3aMEHY

[TonroroBKa K HTOTOBOMY TECTHPOBAHUIO.

[1]. [2]. [3]. [7]

Paznen 6. Opranuzanus
[paboTHI C TOKyMEHTaMHU

Ciry0a TOKyMEHTAIIHOHHOTO 00eCTICUeHHST
lynpaBieHus. TpeOoBaHUS K OpraHU3aLUH
IMOKYMEHTO000poTA.

Opranu3zaiys pruemMa, pacCMOTPEHHUS,
[PETUCTPALIMN 1 UCTIOJIHEHUS JOKYMEHTOB.
NupopmamoHHo-cIipaBodHas pabora B
[YCTIOBHSIX IPUMEHEHUS! KOMIIBIOTEPHBIX
TEXHOJIOTUH.

KoHTpONb NCTIONIHEHNS JOKYMEHTOB.
OpraHu3zaiusi ornepaTUBHOIO XpaHEeHUs
ImokymeHTOB. HoMeHKIIaTypa zien, sKcrepTusa
[IEHHOCTH JTOKYMEHTOB, MOPSIIOK YHUUYTOXECHHS
ITOKYMEHTOB M 0(OPMIIEHUS pe3yIbTaTOB
PKCIEPTHU3bI, TOArOTOBKA JIe]l K ApXUBHOMY

XpaHEHHUIO.

[1]. [2], [31.[4]. [5],
[6]
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[MonroroBka K KOHTPOJIBHOM paboTe
IloaroroBka K 3K3aMeHy
IloaroroBka K U'TOrOBOMY TECTUPOBAHMIO.

PoNbE

o o

© o

5.2.5. Tembl KOHTPOJBHBIX PadoT
Ponb noxymeHTa B cpepe mpaBa u yrnpaBiICHUS.
JIOKYMEHT: OCHOBHBIE MTOHSTHSI, CIIOCOOBI JOKYMEHTHUPOBAHUSI.
Wudopmanust u TOKyMEHT.
VHudukanus W CTaHJApTH3alMs KaK OCHOBHOE HANpaBIIEHHE COBEPUICHCTBOBAHHUS
nokyMmeHToB. 'OCTr1 Ha YC/I. Cuctembl JOKyMEHTALIUH.
XapakTepucTuka, cocTaB U cozepkanue aercrpytomero 'OCTa.
Cocras pexsuzutoB OPJI, mpaBuia ux opopmiIeHuUS.

. I[IpaBuna ogopmiieHnsi, W3rOTOBJIEHMsS, Y4eTa, KCIOJb30BaHUS M XpaHEHUs OJIaHKOB

OpraHu3aliy.
XapakTepucTUKa U COCTaB OPTaHU3AIMOHHBIX JOKYMEHTOB.

. XapaKTepuCTHKa U COCTaB CIPABOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB.

10. XapakTepucTHKa M COCTaB PACHIOPSAUTENBHBIX IOKYMEHTOB.

11. Ocob6ennoctu ohopMIICHHS KaPOBOH JOKYMEHTAIINH.

12. YaudunupoBaHHbIe POPMBI TOKYMEHTAITUH 110 TPYY.

13. Jlenompou3BOACTBO Kak (YHKIUS YIIpaBJICHUS, COBPEMEHHbIE TpPEeOOBaHUS K €ro

OpraHu3aliy.

14. Cnyx0a [TOKYMEHTAallUOHHOTO OOECHe4YeHHs  yhmpaBlieHus: (QYHKIHUH, CTPYKTypa,

JOJIKHOCTHOM COCTaB, HOPMaTUBHbIE MaTEPHUAIBL.

15. O0mme TNPUHIHUIIBI OpraHu3alyd JOKyMEeHT0oOopoTa. (OCHOBHBIE OTallbl TEXHOJOTHH

paboTHI ¢ JOKYMEHTAMH.

16. IlepBonavaibHas 00pabOTKA TOKYMEHTOB B YUPEIKICHUH.
17. TexHonorus pacCCMOTPEHHS IOKYMEHTOB B YUPEKACHHUH.
18. Peructpamusi JOKYMEHTOB KaK TIPOIECC CO3/laHus OaHKa JaHHBIX O JOKyMEHTax

OpraHu3aIiy.

19. KoHTpoJIb UCIIOTHEHHS JOKYMEHTOB.

20. OpraHu3aiys OTIPaBKH JTOKYMEHTOB.

21. OcHoBHbIe TpeOOBaHUS K OPraHU3aAIMK XPAHECHUS HCIIOJIHEHHBIX JOKYMEHTOB.

22. Bunsl HoMeHkatyp nein. [lopsaok cocraBieHus: u 0popMIICHHUS.

23. Cpoku XpaHEHUS JOKYMECHTOB.

24. TlpaBuia MOATOTOBKY JIEN K CAa4ye B BEJOMCTBCHHBIH apXuB.

25. ApxuBHOE XpaHEHHUE JOKYMEHTOB.

26. CoctaB HOpPMAaTHBHBIX JOKYMCHTOB, PErJaMEHTHUPYIOIIUX COCTaBJCHHE U OdopMmIieHHE

AOKYMCHTOB, UX XapaKTCPUCTHUKA.

27. CocraB HOPMATUBHBIX HNOKYMCHTOB, PCTIIAMCHTUPYIOIIUX OPraHU3aluio pa6OTBI C

AOKYMCHTAMH B YUPCKIACHUH, UX XAPAKTCPUCTUKA.

5.2.6. KypcoBble mnpoexTbl/ KypcoBble PpadoThl «y4eOHbIM IIIAHOM He
NpeayCMOTPEHBI»

6. MeToauueckue yKa3aHus Uil 00y4aOUIMXCS M0 OCBOCHHIO TUCHUTLIUHBI

OpFaHI/IBaL[I/IH ACATCIIbHOCTU CTYACHTA

JlaGopaTopHbIe 3aHATHA
PaboTa B COOTBETCTBHY C METOAWYECKUMH YKa3aHUSIMHU I10 BBITIOJTHEHHIO JIAOOPAaTOPHBIX padoT.

CaMocTosiTeILHAs padoTa
CamocrosTenbHasi paboTa CTy/IeHTa HaJl YCBOCHHEM Y4eOHOro MaTepurana 1o y4eOHoH
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JUCHUIIIMHC MOXKCT BBIIIOJIHATHCA B IOMCIICHUAX IJIA CaMOCTOSTCIILHOM pa6OTLI, a TaAaKXKC B
AOMalIHUX YCJIOBHUAX. COI[Cp)KaHI/IC CaMOCTOSTCIIBLHOMI pa6OTBI CTYACHTA OMPECACIACTCA yqe6H0171
nporpaMMoﬁ JUCHUIUIMHBI, METOAUYCCKUMU MAaTCpraIaMH, 3aJaHUAMU U YKa3aHUSIMU
npernogaBaTeis.

CaMocrosTenbHas pa60Ta B ayAUTOPHOC BPEMA MOKET BKIIHOYATh:

— BBINOJIHEHHE KOHTPOJIBHBIX PadoT;

— pelueHue 3ajady;

— paboTy CO CIPAaBOYHON M METOAMYECKON JINTEpaTypOi;

— paboTy C HOPMAaTUBHBIMH MPABOBBIMHU aKTaMHU;

— y4acTHe B TECTHPOBAHUU U JP.

CamocTrosiTenpHas paboTa BO BHEAYAUTOPHOE BPEMsSI MOXKET COCTOSITh U3:

— HW3y4YeHHs y4yeOHOH M HAYYHOU JIUTEPaTyphI;

— W3y4YeHHS HOPMATHUBHBIX IPABOBBIX aKTOB (B T.U. B JICKTPOHHBIX 0a3ax JaHHBIX);

— MOJTOTOBKH K J1JaOOpaTOPHBIM 3aHSTHUSIM;

— TIOATOTOBKH K KOHTPOJBHBIM padoTaM, TECTUPOBAHHIO U T.J.;

— BbIJIeNieHre HanboJjiee CI0KHBIX U MPOOJIEMHBIX BOIPOCOB 10 U3y4aeMOi TeMe, TIOTydeHne
pa3bsCHEHH M PEKOMEH AN 110 IJAHHBIM BOTIPOCAM C TIpenojiaBaTesiMi Kadenpbl Ha Ux
©KEHENIEIbHBIX KOHCYJIbTALHSIX.

- IPOBEIECHUE CAMOKOHTPOJISI IIyTEM OTBETOB HA BOIIPOCHI TEKYIErO KOHTPOJIS 3HAHUM, pelIeHUs
MIPEICTaBICHHBIX B y4eOHO-METOIMUECKUX MaTepuanax kadeapsl 3ajad, TeCTOB, HAMCAHUS
pedepaToB U 3cce MO OT/IENBHBIM BOIIPOCAM H3y4aeMOH TeMBI.

KouTpoabHas pa6oTa
TeOpeTquCKaH " IIpaKTH4YCCKasa 4aCTu KOHTpOJ'IBHOﬁ pa6OTBI BBIITOJIHAIOTCA 110 YCTAHOBJICHHBIM TEMaM
(BapuaHTaM) C UCITOIb30BAaHMEM MTPAKTHIECKUX MAaTEPHUAJIOB, MMOIYIEHHBIX Ha JJAOOPATOPHBIX 3aHATHSX.
K xa)kmoit TeMe KOHTPOJIBHOH pabOThl pEKOMEHIYETCS IIPUMEPHBIHN TIepeYeHb OCHOBHBIX BOITPOCOB,
CIIHCOK HEeoOX0aMMOH JuTepaTypbl. HEo0X0MUMO U3Y4HTh TUTEPATYPY, PEKOMEHTYEMYIO JIJIsI
BBITIOTHEHUST KOHTPOJIEHON paboThL. UTOOHI MOTHEE PACKPHITh TEMY, CIEIYET HCIIONb30BaTh
NOTIOJTHUTEIbHBIC HICTOYHUKY M MaTepUaIIbl. IHCTPYKITHS 1O BHITOJTHEHHIO KOHTPOIBLHOM paboThI
HAaXOAWUTCSl B METOJMYECKIX MaTepHasiaX Mo JUCHHUIUIAHE.

IHoaroroBKa K dK3aMeHY
[TomroroBka CTyJJEHTOB K 3K3aMeHY BKJIFOYAET TPU CTAHH:

— caMocTosTenpHas padoTra B TedeHne yueOHoro roja (cemecrpa);

— HEMOCPEICTBEHHAs MOATOTOBKA B JTHH, TIPEAIIECTBYIONINE dK3aMEHY;

— TIOATOTOBKA K OTBETY Ha BOIIPOCHI, COZIEPIKAIIHECs B Ouere.

7. Odpa3oBaTe/ibHbIE TEXHOJIOTHH
[lepeuens 00pa3oBaTETBHBIX TEXHOJIOTHM, UCTIOIB3YEMbIX IPU U3YUYECHUH TUCIUTUINHBI
«JloOKyMEHTUPOBaHHE YIPABICHUYECKON JAESITENEHOCTH»

TpaguuuoHHbIe 00pa3oBaTeJbHbIE TEXHOJOTHH

Juciuminaa «/IOKyMEHTHPOBaHKHE YIPABICHYSCKON ESATSIbHOCTH» MPOBOJUTCS C
UCIIOJIb30BAHUEM TPAJAMIIMOHHBIX O00pA30BaTEIbHBIX TEXHOJOTMH OPHUEHTHUPYIOIIMECS Ha
OpraHu3aIio 00pa3oBaTeIbHOTO MPOIECca, MPEANOJIArarollyo MPSMYI0 TPAHCISAIUI0 3HAHUN
OT TpenojaBaTeNss K CTyAEHTY (NMPEHMYIIECTBEHHO HA OCHOBE OOBSICHUTEIILHO-
WUTIOCTPATUBHBIX METOJOB OOy4YeHUs), ydeOHasi JEATENIbHOCTh CTYJECHTa HOCHT B TaKHUX
YCIOBHSX, KaK TPaBUJIO, PENPOIYKTHUBHBIA xapakTep. @DOpMbl y4eOHBIX 3aHITHHA TIO
IMCUUIUIMHE  «JIOKYMEHTUPOBAaHUE YIPABJICHYECKOW JEATEIBHOCTH» C HCIOJb30BaHHEM
TPaTUIIMOHHBIX TEXHOJIOTHIA:

JlabopaTopHOE 3aHSATHE — OpraHu3alus y4eOHOU paboThl ¢ pealbHBIMU MaTepUAIbHBIMU
U WHQOPMAIMOHHBIMU OOBEKTaMH, SKCIEPUMEHTaJIbHAas paboTa C MOJCISIMH pPEajbHBIX
00BEKTOB.
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HNHTepakTHBHBIE TEXHOJIOTHH

[o mucrumnnmae «/{oKyMEeHTHpOBaHKE YIPABICHUECKOH AEATEIbHOCTIY Tab0paTOpHbIE
3aHSTUSI IPOBOJSTCS C UCIOJIB30BAHUEM CIIEAYIOIIMX UHTEPAKTUBHBIX TEXHOIOTHM:

PaboTa B MajipIX rpymnmax — 3TO OJHA M3 CAMBIX MOMYJISIPHBIX CTPATErWid, TaK KaK OHa
JaeT BceM oOydaromumcs (B TOM 4YHCIE M CTECHUTEIBHBIM) BO3MOXHOCTh y4acTBOBaTh B
paboTe, MPaKTUKOBATh HABBIKM COTPYIHHYECTBA, MEXJIMYHOCTHOTO OOLIEHHS (B YaCTHOCTH,
YMEHHE AaKTHBHO CJyIlIaTh, BbIpaOaThIBaTh o0OIlIee MHEHHUE, pa3peniarb BO3HUKAIOIINE
pasHoriacus). Bee 9T0 9acTo ObIBaCT HEBO3MOXKHO B OOJIBIIIOM KOJIJICKTHBE.

PoneBbie Urpbl — COBMECTHAsI IEATENBHOCTh TPYNITBI OOYUYAIOMIMXCS M TPETOIaBaTest
MO/l YNpaBJICHUEM TMPENoJaBaTeNsi C LENbI0 pEeHIeHHs Y4eOHBIX M TPpOo(ecCHOHATBHO-
OpPUEHTUPOBAHHBIX 3aJlady IIyTEM MIPOBOIO MOJIEIIMPOBAHUS PEATLHONW MPOOJIEMHOM CUTYallUH.
[To3Bonsier olEeHMBaTH YMEHHE aHAIU3UpPOBaThb W pellaTh TUMHYHBIE NPOQECCHOHATIbHBIE
3a/1auH.

NudopmannoHHO-KOMMYHMKAIIMOHHbIE  00pa3oBaTe/ibHbIe  TEXHOJIOTMH  —
opranusaius 00pa3oBaTEIbHOIO MPOIiecca, OCHOBAHHASL HA MPUMEHEHUH CIEUAIN3UPOBAHHBIX
MIPOrPaMMHBIX CPEJl M TEXHUUECKUX CPEJICTB padOThl ¢ MH(pOpMaLKen.

Jucuuniuna «/[okymenmupoganue ynpagienueckoii 0esamenbHocmuy NpoBOIUTCS
€ MCNOJb30BAHHEM WHHOBALIMOHHBIX METO0B B BBICHIEM 00pa30BaHUU, KOTOPHIE BKIIIOYAIOT
B ce0s MCMOJIb30BaHUE COBPEMEHHBIX NOCTHXKEHHM HAayKd M WH(OPMAIMOHHBIX TEXHOJIOTUH B
oOpazoBanuu. OHU HallpaBJIEHbl Ha TMOBBIINIEHHWE KayecTBa MOATOTOBKH IYTEM pAa3BUTHUS Y
CTYIAEHTOB TBOPYECKUX CHOCOOHOCTEH U camocTosATeNbHOCTH. OHM MpPEanoiaraloT NpUMEeHEeHNe
MH(OPMALIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHHM, a Takke y4yeOHOe — MEeTOJUYECKHX
MaTepHUaIoB, COOTBETCTBYIOLIUX COBPEMEHHOMY MUPOBOMY YPOBHIO, B IpOIIecCe MPEnojaBaHus
JVCLIMILINHBIL:

- pelleHue 3ajad ¢ NPUMEHEHHEM HMH(OPMAIMOHHO - CIPaBOYHBIX cucTeM «['apaHT»,
«KoHcynbTaHT +».

- HCHOJb30BAaHUE IPOIPAMMHO-TIEJArOTMYECKUX TECTOBBIX 3aJaHUM U1 IPOBEPKU
3HAHUM CTYJEHTOB.

8. YueOHO-MeTOAUYecKOe U MH(OPMAIIHOHHOE 00ecTiedeHue U CIUTIINHbI
8.1. [IlepeyeHb OCHOBHOWi W [ONOJHUTEJbLHOH Y4eOHOWH JIMTEPATYPbI,

HEe00X0IUMOH 1151 OCBOCHHUS U CIHUIIJINHDI

@) OCHOGHaA yueOHan Tumepamypa:

1. JIoKyMeHTHpOBaHUE YIIPABICHYECKOM AeATEeIbHOCTH: YU€OHUK U MTPAKTUKYM/
N.K Kopnees, A.B.ITmenko, B.A.Mamypues. —M.: FOpaiit,2017. — 384c.
2. Paznopoxusiii A.A. JIOKyMEHTUPOBAHKE YIIPABICHUYECKOU 1€ATEIbHOCTH:

yuebHoe nocobue. — M.: UHOPA — M,2016. — 304c.

3. Ky3nenona, 1. B. JIokyMeHTUpOBaHUE YIIPABICHYECKOH JIEATEILHOCTH: y4eOHOE
nocobue s 6akanaspos / M. B. Ky3nenosa, I'. A. XauatpsiH. — 2-¢ u3a. — Mocksa: JlamkoB
u K, Ait [Iu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5. —3nexkTpoHHO-
oubaroreunas cucrema IPR BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

0) Oononnumensvnan yueonasa 1umepamypa:

4. Imutpuesa, JI. U. JlokymeHTallmoHHOE 0OecrieueHue yrpaBlIeHYeCKON AeSTeIbHOCTH:
yuebHoe mocobue / JI. U. [imutpuena, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuit
roCyJapCTBeHHbIN TexHnueckuit ynusepcutet, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. —
URL.: http://www.iprbookshop.ru/98703.html

5. I'punbepr A. C. JlokymeHTanmoHHoe oOecrieyeHne ynpasieHus: yaueOHuk ['pundepr
A. C., T'op6aués H. H., Myxamermuna O. A. - Mocksa: FOnutu-/lana,2017. -392c.:ta6u.,
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rpad., wi., cxemsl., — Pexxum poctyna: o nmoamucke URL:
http://biblioclub.ru/index.php?page=book&id=684757

6. Ky3uerona, 1. B. KondunernuansHoe 1e10MpOU3BOICTBO U 3aIUIIICHHBIH
AJICKTPOHHBIN JJOKYMEHTOO0O0POT : yucOHOe mocodue i 6akanaspos / M. B. Ky3nenona, I'. A.
XauarpstH. — Mocksa : At [ITu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
OnexkrponHo-Oubnnoreunas cucrema [IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97083.html

7. Poroxuna M. 1O. JlokyMeHTallmOHHOE 00eCTIieUeHNE YIPABJICHUS: YIeOHO-
MpaKTHIecKoe mocooue [DnekTpoHHsbIid pecype]| / Mocka| bepnun: upekr-Meana,2014. -384c.
- 978-5-4475-1648-2— URL.: http://biblioclub.ru/index.php?page=book&id=253704

8) nepeuens yuedoHo-memoouuecKo20 odecneyeHus:

8. boromouoBa JI.}O. MeTtoanueckue yka3zaHusi K BHIIIOJIHEHHUIO KOHTPOJIbHON pabOTHI.
Actpaxans, AI'ACY,2019 r.- 32 c. http://moodle.aucu.ru

2) nepeuenv OHNAUH KYpPCO8:
9. CnenmanucT KaJpoBOTO JIEIOTPOU3BOJICTBA HA COBpEeMEHHOM mpeanpusituu. - URL:
https://vgaps.ru/seminar/260?utm_source=google_adwords&utm_medium=cpc&utm_campaign

8.2. Ilepeyenr HeOOXOAMMOro JIMIEH3MOHHOTO M CBOOOJHO PACIPOCTPAHIEMOIO
NMPOrpaMMHOro oéecriedeHnsi, B TOM YHCJIe 0Te4eCTBEHHOr0 MPOU3BOICTBA, HCII0JIb3YEeMOTI0
NPH OCYLIeCTBJIEHUHM 00pPa30BaTeILHOI0 NpoLecca 1o AUCHHILINHE

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. [lepeyennb coBpeMeHHBIX NPodecCHOHATBHBIX 023 TaHHBIX U HHPOPMAITMOHHBIX
CIPABOYHBIX CHCTEM, IOCTYNHBIX 00y4aIOIIUMCS IPH OCBOEHUH THCIUILINHBI

1. DnexTpoHHas nHGOPMAITMOHHO-00pa3oBaTeNnbHas cpefa Y HUBEPCUTETa:

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

2. DIeKTPOHHO-OMOIMOTeUHas CUCTEMa «Y HUBEPCUTETCKasi OMOIHOTeKa»
(https://biblioclub.ru/)

3. DnextponHo-6nbIHOTeUHas cuctema «IPRbooks» (Www.iprbookshop.ru)

4. Hayunas snektponHas ouonroreka (http://wwwe.elibrary.ru/)

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

6. OenepaibHbIil HHCTUTYT MpoMbIIUIeHHOH cooctBenHocTH (http://wwwl.fipt.ru/)

7. Tlarentmas ©6a3za USPTO (http://www.uspto.gov/patents-application-process/seach-
patents)

9. Onucanue MaTepuaIbHO-TEXHMYECKON 0a3bl, HEOOXOAUMON I OCYIIECTBJICHUS
00pa3oBaTeILHOI0 MpoLecca Mo JUCHUIINHE
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° HanMeHnoBanue ciemHAJIBLHBIX® MOMENIeHNH U
NOMeIeHUi ISl CAMOCTOSITeIbHON PadoThI

OCHAIIEHHOCTh CHENNAJIBLHBIX
TMOMeIleHU U MoMeIeHn 115
CaMOCTOSITeJIbHOH PadoThI

RlE -2 2

VYdeOHble ayIUTOPUH VISl IPOBEACHUS YUCOHBIX
3aHATHIL:

414056, r.Actpaxans, yn. Tatuiena 180
aynutopuu Ne207, 203, 209

aya. Ne 207
Kommnekt yueOHoM Mebenu
Komnsrotepsr: 15 mt.
IlepeHOCHOM MYyJIBTUMEIUINHBIN KOMILJIEKT
Hoctyn k nHbOpMALIMOHHO —
TEINEKOMMYHUKALIMOHHON CETH
«HTEpHET»

aya. Ne 203,
Kommekt yuebHoM Mebenu
IlepeHOCHOI MYyJIBTUMEAUIMHBIA KOMILJIEKT
Hoctyn k nHMOPMAIIMOHHO —
TENEKOMMYHUKAIIMOHHON CETH
«HTEepHET»

aya. Ne 209.
Kommuekt yue6HOM Mebenn
JleMoHCTpalmoOHHOE 000pYI0BaHUE
V4eOHO-HarIISIAHBIE TTOCOOUS
CranuoHapHBIA MYJTbTHMETUHHBII
KOMILJIEKT
Joctyn k nHMOPMAIIMOHHO —
TEIECKOMMYHHUKAITMOHHON CETH
«HTEepHET»

2 | TTomeneHus JIsi CAMOCTOSITEIIbHOW PabOTHI aym.Ne201

414056, r. Actpaxans, yi. Tarumesa 22a
aymutopun 201, 203
414056, r. Actpaxans, yi. Tatumena 18a,

Komrurext yaeOHoM Mebemn.
Kowmmbrorepst — 8 mir.
Hoctyn k nHOOPMAIIMOHHO —

bubmmoreka, YnTamBHBIN 3271 TENEKOMMYHUKALMOHHON CETH

«HTEepHET».

ayn.Ne 203
Kommuiekt yuebHoit mebeny.
KowmmbroTepsr — 8 mir.
Hoctyn k nH)OpMaIOHHO —
TEIEKOMMYHHUKALIMOHHOMN CETH
«IHTEepHET».

0MO0IMOTEeKa, YUTAJIbHBIN 321
Kommutext yuebHoM Mebemny.
KomneroTepsr - 4 mir.

Hocrym k nH)OpMAIIMOHHO —
TEIEKOMMYHHKALIMOHHOMN CETH
«HTepHeT»

10. OcoGeHHOCTH OpraHu3anuM oOOy4YeHHs] MO [THCHHUIUIHHE </JOKyMeHmuposanue
YRPAGNEHYECKO  desamenbHOCmu» Uil  WHBAJIMAOB W JIMO € OrPAHMYEeHHBIMH
BO3MOKHOCTSIMH 3/I0POBbSI

Jlns oOyvaromuxcs U3 YKCia WHBAIUIOB U JIMI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3M0pPOBbSl HA OCHOBAaHWUHM TIMCBMEHHOTO 3asBJICHHS JUCIHMIUIMHA «JlOKYMEHTHpOBaHHE
YIPABJICHYECKON JIEATETLHOCTHY PEAIU3YeTCs C YY4ETOM OCOOCHHOCTEH MCHUXO(PH3HUECKOTO
pa3BUTHS, UHINBUAYAIbHBIX BOBMOXKHOCTEH U COCTOSTHUS 3/I0POBbS (JlaJiee — WHANBUIYATbHBIX
0COOEHHOCTEH).
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PEIIEH3UA
Ha pa0o4yI0 NPOrpaMMy, OLICHOYHbIC M METOAUYECKHE MATEPHAJIbI 110 JUCHUILINHE
«/loxkymenmupoganue ynpagieHuecKoll 0eamenabHoCmu»

OIIOII BO no HanpaB/ieHHI0 OATOTOBKU 38.03.01 «DxoHomukay,

HANPaBJEHHOCTDb (MPOoQUIb) KIKOHOMUKA NPEONPUAMUL U OP2AHUSAUUL

110 IPpOorpamMMe Oakanaspuama

Ky3neyoevim Cepeeem Bnadumuposeuuem (nanee 1o TEKCTY PELIEH3EHT), IPOBEICHA PELIEH3US
pabodeil mporpamMmpl, OICHOYHBIX HM METOAWYCCKUX MATCPHAIIOB [0 JAUCIUILINHE
«/lokymenmupoeanue ynpaeienueckoii oeamenvhocmu» OIIOII BO mno wHampaBieHHIO
noarotoBku 38.03.01 «Ikonomuka», o nporpamme Oakanaepuam, pazpadorannoir B8 TAOY
AO BO "ActpaxaHCKuUN TroCylapCTBEHHBIH apXUTEKTYpPHO-CTPOUTENbHBIM YHHUBEPCUTET', Ha
kadenpe «Ixkonomuxa cmpoumenscmea» (pa3paboTuuk) — cm. npenodosamens bozomonosa
JLIO.

PaccmotpeB mpencraBieHHbIE HaA PEIEH3UWIO MaTepHalibl, PEIEH3EHT TMpHUIIeT K
CJIETYIOIIMM BBIBOJIAM:

[IpenpsiBnennass pabGovas mporpamMma ydeOHOW  AWCHUIUIMHBL  «/[oKymMenmupoeanue
ynpasnenyeckou deamenvnocmu» (nanee 1no Tekcry IIporpamMmma) cOOTBETCTBYET TPEOOBAHUAM
®I'OC BO no HanpasiieHHIO TOATOTOBKU 38.03.01 «IKonomuxa», yTBEpPKICHHOTO IPHUKA30M
MunuctepctBa o0pa3oBanus u Hayku Poccuiickoit ®denepanuu ot 12 agzycma 20202., No 954 n
3apeructpupoBaHHoro B Muntocte Poccuu 25 aszycma 2020, Ne59425.

[Ipencrasnennas B [Iporpamme akTyallbHOCTh Y4eOHOM TUCHUIUIMHBI B paMKax peanu3aluu
OIIOIT BO He noaiexuT COMHEHUIO — TUCIUIUIMHA OTHOCUTCA K biioky 1 «JluciurinHbl
(Momymn)» yactu PopMHUPYEMON yIaCTHUKaMH 00pa30BaTeIbHBIX OTHOIIECHUH.

[IpencraBnennsie B Ilporpamme 1enu ydyeOHOW  OUCHUIIIMHBI  COOTBETCTBYIOT
tpeboBanusm PI'OC BO nampasienus noarotoBku 38.03.01 «Ikonomuka», HapaBICHHOCTh
(mpouiib) «IKoHOMUKG npeOnpUAMUIL U OP2AHUZAUUIL.

B coorBerctBMM ¢  mporpaMMoil  3a  JUCHUIUTMHONW  «/[oKymenmuposeanue
YRPAaeieHyecKou oOeamenpbHocmu» 3aKperieHbl I Komnemenyusa, KOTOpbIE PEATNU3YIOTCS B
00BSBICHHBIX TPEOOBAHUSX.

[Ipennosxxennsie B [Iporpamme nHAMKATOPHI KOMIIETEHIIMN B KATETOPHUSIX 3HAThH, YMETh, BIAJIETh
OTpaxaroT crneunuKy U coAepkaHue TUCIUIUIMHGBL, a npeacTtaBieHHbie B OMM nokasarenu u
KPUTEPUU OIICHUBAHMS KOMIIETEHLUHI MO TUCIHUIUIMHE Ha Pa3IMYHbIX dTanax ux (opMUpOBaHUs,
a TakkKe IIKalbl OICHUBAHMS MO3BOJISIIOT OMNPEICNUTh CTENEHb JOCTHKEHUS 3asBICHHBIX
pe3yNbTaToOB, T.€. YPOBEHb OCBOCHHS OOYYAIOIIMMUCS COOTBETCTBYIOIIMX KOMIIETEHIMI B
pamMKax JaHHOW TUCIUILIAHBL

YueOHas JUCIUILTIHA «/lokymenmuposanue  ynpaeieH4ecKoul oesamenbHOCHU»
B3auMocBs3aHa ¢ apyrumu puctumimHamu OIIOIT BO no wanpaenenuto noarorosku 38.03.01
«9KoHOMuUKa», HaTIPaBIEHHOCTh (MPO(uis) «IKOHOMHMKA NMPEINPUITHIA U OPraHu3auuii» u
BO3MOHOCTh AyOJIMPOBaHUS B COJICPKaHUU HE BBISBIICHA.

[IpencraBnennas IlporpamMma mpearnonaraeT HCIOIb30BAHUE COBPEMEHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTHI MPH pealn3alii Pa3IuyHbIX BHIOB y4eOHOU paboTel. @opMbl 00pa30BaTENBHBIX
TEXHOJIOTHI COOTBETCTBYIOT crieli(pUKe TUCITUTUIUHEI.

[IpencraBnennsie u onucanHeie B [Iporpamme hopMbl TeKyIIeil OIIEHKH 3HAHUNH COOTBETCTBYIOT
crienuguKe JUCUUTLTUHBL U TPEOOBAHUSIM K BBIITYCKHHKAM.

[Ipomexxyrounast  arrectauus 3HAaHUW  Oakanaepa, TnpenycMoTrpeHHas IIporpammoit,
ocyiecTBisieTcs: B Gopme Ikzamena. DopMbl OIEHKM 3HAHUHM, MpEACTaBICHHBIE B padoueit
MporpaMMe, COOTBETCTBYIOT CHEeIU(UKE TUCIUILTUHBI U TPEOOBAHMSIM K BBITYCKHHKAM.
Y4eOHOo-MeToAnuecKoe oOecrieueHrne TUCIUILINHBI MPEACTaBIEHO OCHOBHOM, JNOTMOJHUTEIHHON

nuteparypoit, ntepHer-pecypcamu u coorBerctByeT TpeboBanusM ®I'OC BO nampaBieHus
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noarotoBku 38.03.01 «Ixonomuxa», HaPaBICHHOCTD (POPHITH) «IKOHOMMKA NMPeANPUATHIA
U OpPraHu3anui».
MarepuanbHO-TeXHHUECKOe  obecrmeyeHne  cooTBeTcTByeT  TpeboBanmsim PI'OC  BO
HampaBieHuss  noarotoBku  38.03.01  «Ixonomuka» u  cuenMduKe — JUCHUTUIMHBI
«/lokymenmupoganue ynpaenienueckou oOeamenbHocmu» W 00ECIEUUBACT MCIIOJIB30BAHHUE
COBPEMEHHBIX 00pa30BaTEIbHBIX, B TOM YHCIIC HHTEPAKTUBHBIX METOI0B O0ydeHUSI.
[IpencraBieHHbIE HA PELEH3UIO OLICHOYHbIE U METOAMUYECKNE MaTepHajbl HAIIPaBJICHUS
noarotoBku  38.03.01 «Ikonomuka» pa3pabOTaHbl B COOTBETCTBUM C HOPMATUBHBIMU
JOKYMEHTaMHU, IPEACTaBICHHBIMU B IIporpamme. OIEHOYHbIE U METOJUYECKHE MaTepHalibl 1O
TUCUMIUIMHE «/[oKymenmupoeanue ynpaeneHueckoil OeamenbHocmu» TpeAHa3HAUYEHbl s
TEKYIIEr0 KOHTPOJS U TNPOMEXKYTOUYHON aTTeCTallud M MPEJCTaBIsIET COOOM COBOKYIMHOCTH
pa3paboTaHHBIX Kadeapoit
«IKOHOMUKA Ccmpoumenscmea» MaTepuajgoB Uil YCTAaHOBJIEHHS YPOBHA M KauyecTBa
JOCTHXKEHHS 00yJaroIUMHKCS pe3yIbTaTOB 00yUeHUSI.
3ajayaMM OLIGHOYHBIX M METOJWYECKUX MAaTE€pUaJIOB SBISETCS KOHTPOJb M YIpaBlIEHUE
MIPOLIECCOM OCBOEHUSI OOydYarolMMUCS KOMIIETEHIMH, 3asBJIEHHBIX B 00pa3oBaTeIbHON
IIporpaMMe Mo JTaHHOMY HanpaBJieHUIO0 NOATOTOBKHU 38.03.01 «konomuka», HapaBIECHHOCTh
(mpoduib) «IKOHOMHUKA NPEANPUATHI U OPraHU3ALMII».

OneHouyHblE M METOAMYECKHE MaTepualibl M0 AUCHUIUINHE «/JoKymenmuposanue
YNPaeneHuecKoil 0eamenbHOCmu» PeCTaBICHbL:

- 33IaHUSMH U1 KOHTPOJIBHON pabOThI

- BOIIPOCaMU K 3K3aMEHY

- TECTaMHU.

JlaHHble MaTepHuaibl MO3BOJSIOT B IMOJHOW Mepe OLEHHUTh PEe3ylbTaThl OOy4dEeHHs MO
TUCUHIUINHE «/[oKymenmupoeanue ynpaeienueckou oeamenvnocmu» B AI'ACY, a Takxe
OLIEHUTh CTENEHb CHOPMHUPOBAHHOCTU KOMIIETCHIINH.

OBLIME BbBIBO/bI

Ha ocHoBanuu mnpoBeneHHOW pEleH3UH MOXHO CJAeJaTh 3aKIIOUYeHHEe, 4TO XapakTep,
CTPYKTypa U cojepkaHue palbouell MporpaMMbl, OICHOYHBIX U METOJUYECKHUX MaTepUalioB
muciuiiuabl B1.B.03 «/[okymenmuposanue ynpasnenueckoi oeamenvnocmu» OIIOIT BO no
HamnpaBjeHUIO NOoAroToBkU 38.03.01 «IKkonomuxka», 10 HOporpamMme Oakanaepuamnt,
paspaboTaHHasi cm. npenooasamenem bozomonosoit JI.IO. cootBercTByeT TpeboBanusiM OI'OC
BO, coBpeMeHHbIM TpeOOBaHUSAM OTpACIM, PbIHKA TpyAa, Npo(deccCHOHANBHBIX CTaHIAPTOB
HarpasJieHuss ToATr0TOBKU 38.03.01»Ikonomuka», HanpaBieHHOCTh (MIpodwib) «IKoHOMUKa
npeonpuamuil u OP2AHU3AYUI» W MOTYT ObITh PEKOMEHIOBAHbI K HCIIOJIb30BaHHIO.

Penensenrt:
I'enepanbHbIil TUPEKTOP C.B. Ky3Henos
000 «<AMC» 1.0.0
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PEIIEH3UA
Ha pa0o4y10 NPOrpaMMy, OLCHOYHbIC H METOAUYECCKHE MATEPHAJIbI 110 JHUCIUILIMHE
«/lokymenmupoeanue ynpaesieH4eckoi 0eamenbHoCHu)

OITIOII BO no nanpasjennto noaroroBku 38.03.01_«Oxonomukay,

HANMPAaBJEHHOCTH (MPOPHNJIb) « IKOHOMUKA NPEONPUAMUL U OP2AHUAUULLY

110 IPpOorpamMMe Oakanaspuama

Hukynunou T. H. (manee mo TEKCTy PEIEH3EHT), MPOBEACHA peleH3us padoueit
MIPOrPAMMBI, OIEHOYHBIX U METOJMYCCKUX MATCPUAJIOB IO AWCIHUILINHE «/[OKyMeHmuposanue
ynpasnenueckou Oesmenvnocmu» OIIOII BO mno nHampasmenuto moaroroku 38.03.01
«IKoHoMuKa», 110 TIporpamme dakanaepuam, pazpadorantoit B TAOY AO BO "Actpaxanckuit
rOCy/lapCTBEHHbI apXUTEKTYpHO-CTPOUTEIbHBIM YyHHUBEpcUTET", Ha Kadenpe «IKoHomuka
cmpoumenscmea» (pa3paboTUHK — CT. MpenoaaBaTeb boromososa JLIO.).

PaccMoTpeB mpejcTaBiIeHHBICE HA PELEH3WIO MAaTEpHallbl, PEIEH3CHT NpPHIIeT K

CJICTYFOIIAM BBIBOJIAM:
[IpenbsBneHHas pabGovas mporpamMma yueOHOW  JAWCHMIUTUHBI  «/[OKyMenmuposanue
ynpasnenyeckou deamenpvnocmu» (nanee no tekcry IlporpamMma) cooTBeTCTBYET TPEOOBAHUAM
®I'OC BO no HampaieHHIO NMOAroTOBKU3S.03.01 «IKkonomuka», yTBEpKACHHOTO NPUKA30M
MunuctepctBa o0pa3oBanus u Hayku Poccuiickoit @enepanuu ot 12 agzycma 20202., No 954 n
3apeructpupoBaHHoro B Muntocte Poccuu 25 aszycma 2020, Ne59425.

IMpencraBnennas B IlporpamMme akTyaJlbHOCTh YYeOHOW JWCIMILIMHBI B paMKax
peanmzanuu OIIOII BO He moieXUT COMHEHUIO — IUCHMIUIMHA OTHOCUTCA K bioky 1
«Iucnuurmmmael (Moynn)» 4acTu GopMUpyeMOl yIaCTHHKAMU 00pa30BaTEIbHBIX OTHOIIICHUH.

[IpencraBnennsie B Ilporpamme 1enu ydeOHOW  TUCHUILIMHBI  COOTBETCTBYIOT
tpeboBanusmM PI'OC BO nampasienus noarotoBku 38.03.01 «Ikonomuka», HapaBIECHHOCTh
(mpouiib) «IKoHOMUKG npeOnpUAMUIL U OP2AHUZAUUIL.

B coorBerctBum ¢ IIporpamMmmoil 3a  AMCHUIUIMHOW  «/[OKymMenmupoeanue
YNpaeieHyecKou OeamenpHocmuy 3aKkperuieHa | KOMIETEeHLHs, KOTopas pealu3yercs B
0OBSBICHHBIX TPEOOBAHUSX.

[IpennosxeHHsle B mporpaMme MHIUKATOPbl KOMIETEHIIMH B KaTErOPHSIX 3HATh, YMETb,
BIIAJIETh OTPaXarOT cheuu(puKy U CcoJAep)KaHHe NUCUUIUIMHBI, a mpenactaBieHHble B OMM
MOKa3aTean M KPUTEPUH OLIEHWBAHUS KOMIIETEHIMH MO JUCIHMIUIMHE Ha PA3JIMYHBIX 3Tarax Mx
(dbopMUpOBaHUS, a TAKXKE HIKAIbl OLEHUBAHUS IMO3BOJISIIOT ONPEIENIUTh CTENEHb JIOCTHKEHUS
3asBJICHHBIX PE3y/lbTaTOB, T.€. YPOBEHb OCBOEHHS OOYYaIOIIUMCA COOTBETCTBYIOIIHNX
KOMIIETEHIIMI B paMKax JTaHHOW IUCIUIIINHBL.

YueOHast [ucHUIUIMHA «/JOKyMeHmuposanue ynpasieH4ecKoil O0eamenabHOCHu»
B3auMocBs3aHa ¢ apyrumu puctumimHamu OIIOIT BO no nampasnenuto noarotoBku 38.03.01
«9KoHomMuKa», HaNPaBIEHHOCTh (MIPOGUIb) «IKOHOMUKA NPEONPUAMUA U OP2AHUZAUUUY» U
BO3MOXHOCTh AyOJIMPOBaHUA B COJICPKaHUN HE BBISBIICHA.

[IpencraBnennass  [Iporpamma  mpenmosiaraeT  UCHONIB30BAaHUE  COBPEMEHHBIX
00pa3oBaTeNbHBIX TEXHOJOTUN MpPU peaTu3allid Pa3IUYHbIX BUIOB yueOHOU paboThl. DOpMEI
00pa3oBaTeNbHBIX TEXHOJIOTHI COOTBETCTBYIOT CIIENU(UKE TUCITUILINHBL.

[IpencraBnennsle W onucaHHeie B [Iporpamme ¢opMbl Tekymieil OICHKH 3HaHUN
COOTBETCTBYIOT CIeIU(UKE TUCIUILINHBI U TPEOOBAHHIM K BBIITYCKHUKAM.

[IpomexxyTrouHass arrecranusi 3HaHUN 6Oakanaspa, TnpenycMoTpenHas I[Iporpammoii,
ocyiiecTBisieTcss B Gopme Ikzamena. PopMbl OIEHKH 3HAHUH, MpelcTaBieHHble B Paboueit
MporpaMMe, COOTBETCTBYIOT CHEIU(UKE TUCIUILTUHBI U TPEOOBAHMSIM K BBITYCKHHKAM.

YueOHO-MeToAMUYEeCKOe  oOecriedeHne  AUCHUIIIMHBI  MPEACTABIEHO  OCHOBHOM,
JIOTIOTHUTEIHHON JINTePaTypol, MHTEpPHET-pecypcaMu U cooTBeTcTBYyeT TpeboBanusm OI'OC
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BO mnampaBnenuss mnoarotoBku 38.03.01 «Ixonomuxa», HanpaBIeHHOCTb (TIPOQUIIB)
«IKOHOMUKA NPeOnPUAMUIL U OP2AHU3AUUU ».

MarepuanbHO-TEXHHUECKOE obecrieueHne cooTBeTcTByeT TpeboBanusm @PIOC BO
HampaBieHuss  NoAroToBku — 38.03.01  «Ixonomuka» wn  cneunuke  IUCHUTUIMHBI
«/loKymenmuposeanue ynpagieHueckoii OeamenbHocmu» W O00€CIEUMBACT HCIOJb30BaHUE
COBPEMEHHBIX 00pa30BaTEIbHBIX, B TOM YUCIIC HHTEPAKTUBHBIX METOJIOB OOyUCHHS.

[IpencraBieHHble Ha PELEH3MIO OLIEHOUYHBIE U METOJUYECKUE MaTepualibl HallpaBICHUS
noarotoBku  38.03.01 «Ikonomuka» pa3pabOTaHbl B COOTBETCTBUM C HOPMATUBHBIMH
JOKYMEHTaMH, TPEJCTAaBICHHBIMUA B TporpaMMe. OIeHOYHbIE U METOIUYECKUE MaTepHalIbl 110
TUCUMIUIMHE  «/[oKyMenmupoganue ynpaeieH4yeckoul OeameapHocmu» TNpeJHa3HAYCHbl s
TEKYIIEr0 KOHTPOJSI U INPOMEXKYTOUYHON aTTeCTallud M MPEJCTaBIISIET COOOM COBOKYIHOCTH
pa3paboTaHHbIX Kadeapoil «IKoHomuxa cmpoumenbcmeay MaTEPUATIOB JJIS YCTAHOBIICHUS
YPOBHS U KayecTBa JIOCTHKEHUS 00yJaroIUMHKCS Pe3yJIbTaTOB 00y4eHUsI.

3ajayaMM OLIEHOYHBIX U METOJMYECKHX MAaTepUaJioB SIBIISETCS KOHTPOJIb U YIpaBJICHHE
MIPOLIECCOM OCBOEHUSI OOydYarolMMHUCS KOMIIETEHIMH, 3asBJIEHHBIX B 00pa3oBaTeIbHON
IporpaMMe 1o JaHHOMY HarnpaBjieHHI0 NOoAroToBKU 38.03.01 «IKkonomuka», HapaBIEHHOCTD
(mpouiib) «IKoHOMUKA npeOnpuUAMUA U OP2AHUAUUU.

OneHouHble W METOJIMYECKHE MaTepHalibl 10 JUCHUIUIMHE «/[oKymenmuposanue
YRPAaeieHyecKoll 0esamenbHocmu» TPeICTaBIICHbI:

OneHouyHbIE M METOJAMYECKHE MaTepualibl M0 AUCHUIUINHE «/JoKymenmuposanue
YRPaenenyecKoul 0eamenbHocmu» NpeCTaBIICHbI:

- 3aJIaHUSIMHU JUTS1 KOHTPOJIBHOM paboThI

- BOMIPOCaMU K 9K3aMEHY

- TECTHI.

JlanHble MaTepuaibl MO3BOJISIOT B IMOJIHOM Mepe OLEHUTh PEe3ylbTaThl OOy4YeHHs IO
TUCUMIUINHE «/[oKymenmupoeanue ynpaeienueckou oeamenvnocmu» B AI'ACY, a Takxe
OILICHUTH CTENEHb CPOPMUPOBAHHOCTH KOMIETEHIINH.

OBLIME BBIBO/bI

Ha ocHoBanuu mnpoBeneHHON pEleH3UU MOXHO ClelaTh 3aKIIYeHHEe, YTO Xapakrep,
CTPYKTypa U coJepkaHue paldouell MpOorpaMMbl, OLIEHOYHBIX M METOJMYECKUX MaTepHajoB
muciuiiuabl B1.B.03 «/[okymenmuposanue ynpasnenueckoiu oeamensvnocmu» OIIOIT BO no
HamnpaBjeHUIO NOAroToBku 38.03.01 «IKkonomuxa», 10 HOporpamMme Oakanaepuam,
paszpaboTtaHHast cm. npenodasamenem bozomonoeoii JILFO. coOTBETCTBYeT TpeOOBAHUAM
®I'OC BO, coBpeMeHHBIM TpeOOBaHUSAM OTpaciid, pbIHKA Tpynaa, MpodeCcCHOHATBHBIX
CTaHJApTOB HAMpaBJICHUS MOATOTOBKU 38.03.01 «IKkonomuka», HanpaBJICHHOCTb (TIPOQHIIb)
«IKOHOMUKA npeonpuamuii U Op2aHu3auuil» W MOTYT OBITb PEKOMEHIOBaHBI K
UCIOJIH30BAHUIO.

PenienseHnr: for
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AHHOTAIUA
K paGoueii nmporpamme qUCIUIUIMHBL «/{OKyMEHTHPOBaHUE YIIPABIEHYECKOHN EATETFHOCTHY 110
Harnpasyiennto 38.03.01 «DxoHOMUKa» HAMPABICHHOCTH (MIPO(HITL) MTOATOTOBKU
«DKOHOMHUKA MPEANPUATUN U OpraHu3aLui»
OO011ast TPYA0EMKOCTh AUCLHUILIIMHBI COCTABISAET 3 3a4ETHBIE €AMHULIBL.

dopma MpOMEKYTOYHON aTTECTALUN: SK3aMEH.

Henbto y4eOHOM AMCHUIIIMHBL «JlOKYMEHTHPOBAHUE YIPABIECHUYECKON NEATEIBHOCTH
aBisieTcss  (pOopMUpOBaHME KOMIIETEHIMI OOy4aromuxcss B COOTBETCTBMU C TpPEeOOBaHUSMH
denepanbHOr0 rocyJapCTBEHHOIO 00pa30BATENBHOIO CTaHJApTa BBICIIEr0 OOpa30BaHUS IO
HanpasJyieHHIo noaArotoBku 38.03.01. «DkoHOMUKaY.

VYyebnas gucruiuinHa «J{oKyMeHTHpOBaHUE YIPABICHUYECKON JCSITEIBHOCTU» BXOIUT B
biok 1, wactu, dopmupyemMoil ydacTHUKaMH OOpa30BaTeNbHBIX OTHOIIEHWH. JIJisi OCBOCHHS
JTUCIUTITUHB HEOOXOJAMMBI 3HAHUS, TIOJyYEHHBIE MPU H3YYEHUU CICAYIOUIEH IUCIUIUIAHBL
«KynpTypa peun u nenoBoe o01IeHue»

Kpatkoe conepxanue TUCIUTIIINHBL

Paznen 1. JlokymeHTHpOBaHME ympaBlieHYECKOW AeaTeNbHOCTH B P®. YHuduxaimms u
CTaHapTU3AIINS IOKYMEHTOB.

Paznien 2. Cucrema opraHu3aiiiOHHO-PaciOPSIUTEIBHON JOKYMEHTALHH.

Paznen 3. JloroBopHo-mipaBoBasi AOKyMeHTalys. JlOKyMEHTalusi 10 BHEIIHEAKOHOMHUYECKOH
JIEATEIIEHOCTH.

Paznen 4. JlokymeHTanus 1o Tpy10BbIM MPAaBOOTHOIIICHUSIM.

Paznen 5. [IpereH3noHHO-UCKOBAs JOKYMEHTALIHS.

Paznen 6. Opranuzarms paboThI C JJOKyMEHTAMH.

. d
3aB.kadenpoit OC ¢l /U.A. MuTuenko/
(noimécs) H. 0. ©.

21



MuHucTepcTBO 00OpPa30BaHUSA M HAYKHN ACTPaxXaHCKO# obaacTu
Il'ocynapcTBeHHOEe aBTOHOMHOEe OOpa3oBaTelbHOE YUPe:KACHHE
AcTpaxaHCKOW o0JacTu Bboicuiero oo pa3zoBaHus
«ACTpPaxXaHCKHH TOCYyAapCTBEHHBIH APXUTEKTYPHO-CTPOUTEJbHBIH
YHUBEPCHUTET)

(TAOY AO BO «ATACY»)

YIBEERJIAIO

P

OIIEHOYHBIE U METOIUYECKUE MATEPUAJIBI

HanmenoBanue qucuumianabl  JOKYMEHTUPOBAHUE VIIPABJICHUYECKOUN JEATEILHOCTHA

(YKa3vleaemcs HAUMEHOBAHUE 8 COOMBEMCMEUU C YYeOHbIM NIAHOM,)
ITo HanpaBJIeHU IO MOATOTOBKH

38.03.01 «DOxoHOMHUKA»

(yKazvleaemcsi HAaUMEHOBAHUe HANPagieHus nodeomosku 6 coomsemcemesuu ¢ @I'OC BO)

HanpasienHocts (mpoduiin)

«DKOHOMHUKA MPEANPUATAN U OPraHU3aIIIY,

(ykazvieaemcs naumenoganue npoguis 6 coomeemcmeuu ¢ OIOI)

Kadenpa_OxoHOMHKA CTPOUTENLCTBA

KBanu¢ukanus BeITycKHIKA OakaiaBp
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COJIEPKAHME:
Crp.
1. OLeHOYHbIE 1 METOJUYECKIE MAaTePUAJIbI JIJIs1 TPOBEICHUS TEKYIIEr0 KOHTPOIS 4
YCIIEBAEMOCTH ITPOMEKYTOUYHOH aTTECTAllMU O0yYarOIINXCS MO UCITUTUTMHE
1.1. [TepeueHb KOMITETEHITNI C YKa3aHHEM ATaroB UX (GopMHpOBaHUS B Mpoliecce 4
OCBOCHHMS 00pPa30BaTEILHOM MTPOTrPaMM
1.2. | Onmcanue noxasaresneit u KPUTEPUEB OLCHUBAHUS KOMITETEHIIMI HA Pa3JIMYHBIX 5
sTanax ux (OpMHUPOBAHHUSI, OMUCAHUE IIKAJ OLICHUBAHUS
12.1. IlepeyeHb OLIEHOYHBIX CPEJICTB TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH S
1.2.2. | Onucanme mokasateneii u KPUTEPUEB OLEHUBAHUS KOMIIETEHIIUI 10 6
JTUCIUIUIMHE Ha Pa3JIMYHBIX dTanax ux GOpMHUPOBAHMS, OTUCAHUE TIIKAT
OLICHUBAHUSI
123. [IIkxana onmeHuBanus 7
2. TumnoBble KOHTPOIBHBIC 3aJlaHUsI WM MHBIE MATEPHUANIbl, HEOOXOAUMBIE ISt 8
OLICHKM 3HaHUMW, YMEHHI, HABBIKOB, XapaKTEPU3YIOIMIUX ATAbl (OPMUPOBAHUS
KOMIIETEHIIUH B MPOIIECCE OCBOCHUS 00pa30BaTEIbHON MPOrPaMMBbI
3. [lepeyenb W XapaKTEPUCTUKH TMPOLEAYPbl OICHUBAHHUS 3HAHUN, YMEHUH, 12
HaBBIKOB, XapaKTEPHU3YIOIIMX 3TaIlbl () OPMUPOBAHMS KOMITICTCHITUI
4 [Tpunoxenue 1 14
5 16

[Ipunoxenue 2




1. OlIeHO‘leIe U METOAUYECCKHE MaTEpHAJbI JJISd IPOBCACHUA TCKYHIEI0 KOHTPOJA YCIIEBACMOCTH MU

00yYaroumxcsl Mo JAUCIHUIINHE

MPOMEKYTOYHOI aTTecTamum

O1eHOYHbBIC U METOJIMUCCKUE MAaTEPUAIIbI SIBIISTIOTCS HEOThEMIIEMOW YacThio paboueii mporpaMMel aucuuiuimHbl (nanee PIT/]) u npencraBieHb! B

BUJIE€ OTAEIBLHOTO JIOKYMEHTA

1.1.  IlepeyeHb KOMIETEHIHI C yKa3aHUEM 3TANOB UX ()OPMHUPOBAHUSI B IIpolecce 0CBOCHUs 00Pa30BATEJIbHOM IIPOrPaMMbI

HOMep pa3aeiia IMCUUIIJIMHbI (B COOTBETCTBHH C

®opMBbI KOHTPOJIA ¢

HNupexe u popmymposka Nuaukaropsbl 10CTHKEHUT n.5.1 PIL) KOHKpeTu3auuei
KOMITeTeHIIUH KOMIleTeHIn i, ycTaHoBJeHHbIe OTIOII 3aaHus
1 2 3 4 B 6
1 2 3 4 B 6 7 8 12
3HaTh:
YK — 4. CnocobeH oCyIecTBI[Th 32 VK-4.1 npaBuia 1 3aKOHOMEPHOCTH 1. Bompocs!
JIEJIOBYKO KOMMYHHUKAIIUIO B YCTHOM | J€JIOBOM YCTHOM U MMCbMEHHOM X X X X X X sk3ameny (1-32
Y MUCbMEHHOU (hopMax Ha KOMMYHUKAIUH BOIIPOCHI)
rOCYJapCTBEHHOM SI3bIKE Ymers:
Poccuiickoit denepanuu u V1 VK-4.2 mnpuMeHATh Ha TPAKTHKE 1. TunoBo¥ KOMILIEKT
HWHOCTPaHHOM SI3bIKE JIEJIOBYI0 KOMMYHHKAIIMI0O B YCTHOM U 3aaHuil 1uis
NUCBMEHHOW (hOpMax, METO/IBI U HaBBIKU HUTOrOBOI'0
JEJIOBOTO  OOILICHUST HA PYCCKOM H tectupoBanus (1-12
MHOCTPAaHHOM $3bIKaX X X X X X X TECTBI)
2. KontponeHas
pabora
(TeopeTnyeckast 4acTb)
(1-49 Bonpocsr)
BnaneTs:
B2 VK-4.3 HaBBIKAMU JIEJIOBBIX
KOMMYHHKAIIM B YCTHOM M MUCBMEHHOMN
dbopMe Ha pPYCCKOM W WHOCTPAHHOM X X 1.KonTponsHas
A3BIKaxX X X X X pabora (mpaxTHYecKast
B3 VYK-4.3 wMeroqukod coCTaBJICHHS 4acTh) (50-95
CYXJIEHUSI B MEXIMYHOCTHOM JIETIOBOM BOIIPOCHI)
OOIIEHMH Ha PYCCKOM M HMHOCTPaHHOM
SI3BIKAX




1.2. Onucanue noka3areJjeil U KPpUTepHeB OLeHUBAHNS KOMIIETEHI[UI HA Pa3IUYHBIX dTanax ux popMUPOBaHUSs, OMUCAHNE LKA

OLICHUBAHUSA

1.2.1. IlepeyeHb OLIEHOYHBIX CPEACTB TEKYIEr0 KOHTPOJISI yCIIeBaeMOCTH

HaunmenoBaHue OoLIEHOYHOTO
CpencTBa

Kpatkas xapakTepucTiKa OIIEHOYHOTO CPEICTBA

IIpencraBneHne OLEHOYHOrO
cpencTsa B QoHjie

Konrponbhas pabora

CpeZ[CTBO IMPOBCPKU YMGHHfI IMPUMCHATH MOJYYCHHBIC 3HAHUS IJIA PCHICHUA
3aJa4 OnpeACJICHHOIO THIIA 110 TEME UJIK pasacity

KomruiekT KOHTPOJIBHBIX 331aHU 11O
BapUaHTaM

Tect

Cucrema cTaHAapTU3MPOBAHHBIX 3aJJaHUH, [103BOJIIOILAs ABTOMaTU3UPOBATh
MPOLIENYPY U3MEPEHUS YPOBHS 3HAHUM U YMEHUH 00y4Jaroerocs

Donpg TeCTOBBIX 3aaHUI




1.2.2. Onucanue mnoka3artejieii M KpuTepueB OLEHUBAHMSA KOMIIETEHIUHUH IO JMCUMILVIMHE HA Pa3jIMYHBbIX 3Tanax UX (OpMHPOBaHUS,
ONMCaHMe LIKAJI OLeHUBAHUSA

Komnerennus, Ilnanupyempbie Iloka3aTesu M KpUTepHUH OLEHUBAHUSA Pe3yJIbTATOB 00yYeHUs
TanbI pe3yJabTaThl 00y4eHust
OCBOEHNSA Huske nmoporosoro Iloporosrlii ypoBeHb IIponBuHYTHI YPOBEHD Bricokuii ypoBeHBb
KOMIIETeHIIUN YPOBHS (3auTeHo) (3auTeHo) (3auTeHo)
(He 3a4TeHO)
1 2 3 4 5 6
3uaer (32 VK-4.1) | Obyuaromuiicst He 3Haer | OOyuaromuiics yactuuHo | OOydJaronuiics 3HaeT OO0yuaromuiics: B
paBuiia U | IpaBWJa U 3aKOHOMEPHOCTH | 3HAET IIpaBUIa U IIpaBuiIa 1 COBEPILEHCTBE 3HAET
3aKOHOMEPHOCTH JIENOBOM | JIEI0BOU YCTHOHI Y | 3aKOHOMEPHOCTH JI€JIOBOM | 3aKOHOMEPHOCTH JIEJIOBOM | MpaBUia U
YCTHOM M MNHCBMEHHOW | MMCBMEHHOU YCTHOM ¥ IUCBbMEHHOU YCTHOW U MUCBMEHHOU 3aKOHOMEPHOCTH JI€JIOBOU
VK 4 KOMMYHHUKAIUH KOMMYHHKAIIH KOMMYHUKAIUH KOMMYHHKAIIH YCTHOW M TUCEMEHHOM
C 67 : KOMMYHHKAIUH
o;z;chgnms Ymeer (V1 VK-4.2) | O6yuaromiuiicss He ymeer | OOydJaromiuiics OOyuarommuiics ymeer | OOyuaromuiics B
NPUMEHATh Ha NPAKTHKE | NPUMEHATh Ha NPAKTHKE | YACTUYHO yMeeT | MPUMEHATh Ha MPAKTHKE | COBEPILEHCTBE yMeeT
JICTIOBYIO JIETIOBYI0 KOMMYHHKAIIMIO | JIEJIOBYI0 KOMMYHHKAI[MIO | MPUMEHSTH Ha MPAaKTUKE | JEJOBYI0 KOMMYHHKAIMIO | TPUMEHATh Ha TPaKTUKE
KOMMYHUKAH B YCTHOM M NUCBMEHHOM | B YCTHOW W NHCBMEHHOH | JEJOBYIO B YCTHOM M IHCBMEHHOW | JENOBYIO KOMMYHHKALIHIO
?H:Iﬂv}[lggigg 1 ¢dopmax, wmerompl u | popmax, MeETOHBI U KOMMYHHKAI[HIO B ¢opmax, MeTOmel W | B YCTHOM W MHCbMEHHOU
(1)OpMaX Ha HaBbIKH JE€JIOBOI'O HaBbIKH JE€JIOBOI'O YCTHOM W TIIMCBMCHHOU HaBbIKH JCJIOBOI'O (bopMax, METOAbI 1 HABBIKU
A ——— o0IIeHNs] HA PYCCKOM M | OOIIEHHS HAa pycckoM H | opmax, Meromsl U | OOLICHHWSA HAa PYCCKOM H | ACIOBOrOo  OOLICHUS HA
UHOCTPAHHOM SI3bIKaX HUHOCTPaHHOM $I3bIKaX HaBbIKH JICJIOBOTO | MHOCTPAHHOM $I3bIKax PYCCKOM M HHOCTPaHHOM
oM I3HIKE OOIIEHNUST HA PYCCKOM U SI3BIKAX
Poccuiickoit
MHOCTPAHHOM SI3bIKax
Qenepaunn U " » = =
HHOCTPAHHOM Baageer (B2 YK-4.3) | O6yuaromuiics He Bhaaeet | OOyuaromuiicss dactuuHo | OOyuaromuiicst  BiajgeeT | OOydaromuics B
SBBIKE HaBBIKAMH JEJNOBBIX | HABBIKAMH JICNOBBIX | BIAJEET HaBBIKAMH | HABBIKAMU ~  JIEJOBBIX | COBEPLICHCTBE BJIaJIeET
KOMMYHHKAIIMH B YCTHOM M | KOMMYHUKAIMH B YCTHOM M | JIENOBBIX KOMMYHHUKAIMKA | KOMMYHUKAIIMA B YCTHOM | HAaBBIKAMH JIEJIOBBIX

MUChbMEHHOH  ¢dopme Ha
PYCCKOM W HWHOCTPaHHOM
SI3bIKAX

MUChbMEHHON  (dopMme Ha
PYCCKOM W HWHOCTPaHHOM
SI3bIKAX

B YCTHOM U IUCBMEHHOM
dbopMe Ha PpycCKOM U
HMHOCTPAaHHOM SI3bIKaX

W MMHUCBMEHHOW (opMe Ha
PYCCKOM ¥ HHOCTPaHHOM
SI3bIKAX

KOMMYHUKAIMii B YCTHOM
U TIMCBMEHHOH (hopMe Ha
PYCCKOM M HHOCTPaHHOM
S3BIKAX




Bmageer (B3 VYK-4.3)
METOIMKONH  COCTaBJICHHS
CYKIEHHS B

MEXIIMYHOCTHOM  JIETIOBOM
OOIIEeHNH Ha PYCCKOM U
WHOCTPaHHOM SI3bIKaX

OOyuaromuiicsi He BIaueeT
METOJIMKONH  COCTaBJICHHS
CYXK/ICHUS B

MEXIUYHOCTHOM JICIOBOM
OOIIIeHN Ha PYCCKOM U
WHOCTPaHHOM SI3bIKaX

OOy9arommiicss 4aCTHYHO
BIaJICET METOAUKOM
COCTABJICHHSI CYXJCHHS B
MEKITHYHOCTHOM
JIEJIOBOM  OOIIIEHUM Ha
PYCCKOM M WHOCTPaHHOM
SI3BIKAX

OOyuatommiicss  Biajeer
METOIUKOH COCTaBJIEHHS
CYXIICHUS B
MEKINYHOCTHOM
JIEJIOBOM  OOIIEHMH Ha
PYCCKOM M WHOCTPaHHOM
SI3BIKAX

OO0yuaronuiics B
COBEPIIICHCTBE BiajgeeT
METOIMKOH  COCTaBJICHUS
CY)KIICHUS B

MEKITMYHOCTHOM JICTIOBOM
OOIIEHWH Ha PYCCKOM U
WHOCTPAHHOM SI3BIKAaX

1.2.3. llIkana oueHNBAHUA

YpoBeHb 1O0CTHKEHUI

OT1MmeTKa B 5-0aIbHON MIKAJIE

3auTeHo/ HE 3aUTEHO

BBICOKHI «5»(OTANYHO) 3a4TEHO

IIPOJBUHYThIH «4»(xopo1o) 3a4TEHO

MOPOTOBBIN «3»(y10BIETBOPUTEIBHHO) 3a4TEHO
«2»(HEey10BIETBOPUTEIHHO) HE 3a4TEHO

HHIXKC IIOPOIOBOI'0




2. TunoBble KOHTPOJIbHbIE 3aJaHUS WJIM HHbIe MATepPHAIbl, HEOOX0AUMBbIe I OLEHKH
3HAHMi, YMEHHUIl, HABBIKOB, XapAKTEPHU3YIOIUMX 3Tanbl (JOPMUPOBAHUS KOMIIETCHUHH B
npouecce 0CBOCHHs 00pa30BaTeJbHON POrPaMMbl

THUITIOBBIE 3AIAHUS JJIs1 MPOBEJEHUS MPOMEKYTOYHOM ATTECTAIIAM:

2.1. Dx3ameH
a) TUIIOBbIE BOIIPOCHI (3aaHus)

32 YK-4.1. (3uams)

1. CocraB HOpMaTUBHO-MeTOANYeCcKO# 0azbl JJOY.

2. Cranpaptuzanus 1 yHupukanus cucremsl JJOY.

3. OOmepoccuiickue Kiaccu(PUKaTopbl TOKYMEHTAIINH.

4. TocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOr0 00ecreueH sl yIpaBieHusl.

5. YHuduuupoBaHHas CCTeMa OPraHU3alIOHHO-PACHOPSINTEIbHOW JOKYMEHTAIH
(YCOPL).

6. Dopmyisip-oOpasen opraHu3anuoOHHO-PACTIOPAANTEIbHON qokyMerTauuu (OP/T).
PexBu3UTH U OJIaHKH.

7. bnaHku JOKyMEHTOB U TPeOOBaHUS K HUM.

8. Crpykrypa nokymenta. TpeboBanus k opopmienuro nokymentos o 'OCT P 6.30-
20083.

9. IpaBuna odopMIeHUS OCHOBHBIX BHUJIOB  OPraHU3AIMOHHO-PACHOPSIUTEIBHBIX
JOKyMEHTOB

10. Cucrema opraHu3aliMOHHON JOKYMEHTALUH.

11. Cucrema pacriopsauTeIbHONU JOKYMEHTAIIUH.

12. Cucrema uH(pOPMAIIOHHO-CITPABOYHOM TOKYMEHTAIUH.

13. Ciy>xeOHast mepenucka Ha MPEANPHUSITHH.

14. TIpaBusa opopmiieHUs U BbIJa4 KOMUHM TOKYMEHTOB

15. JlenoBas peyb U €e TpaMMaTHYECKHE OCOOCHHOCTH.

16. Jlornueckoe moCTpOeHHE JOKYMEHTOB.

17. Opranuzanuus npuema, pacCMOTPEHUS, PETUCTPALIMU U UCIIOJHEHUS JOKYMEHTOB

18. IIpoxoxaeHHe U MOPSTOK UCIOIHEHHS BXOISIINX TOKYMEHTOB.

19. TIpoxoxaeHne UCXOASINX U BHYTPEHHUX TOKYMEHTOB.

20. OcobeHHOCTH OpraHu3anuu padOThl JAOKHOCTHBIX JIMIl C KOH(HUACHIUAIHLHBIMH
JOKYMEHTaMH U OJJaHKaMH CTPOrOH OTYETHOCTH.

21. PaboTta ¢ muchMaMu B OOpaIEHUsIMU TPaKIaH.

22. OpraHu3aiys onepaTUBHOTO XpaHEHUs JOKYMEeHTOB. HoMeHkIaTypa men.

23. DKcriepTr3a IeHHOCTH IOKYMEHTOB.

24. TloaroToBKa 1 mepenavya JOKyMEHTOB Ha apXUBHOE XPaHCHHE.

25. OcoOEHHOCTH  JOKYMEHTAI[MOHHOTO  OOEeCIeYeHUsT OyXrajaTepCcKoW  JIeATeIbHOCTH
IPEATPUATHUS

26.CoBpeMEeHHbIE DJIEKTPOHHBIE CHCTEMBbI YIIPABJICHUS U pa0OTHI C JOKYMEHTAMHU

27. CoBpeMeHHbIC YHUBEPCAJIbHBIC HH(POPMAIIMOHHBIC TEXHOJIOTHH JJIsI
COBEPIIICHCTBOBAHUS JJOKYMECHTHPOBAHUS YIIPABICHYECKOM JIEATSITEHOCTH

28. XapakTepucTuka CUCTEM JIEKTPOHHOTO yIipaBiieHus1 JokymeHTamu (DY [1)

29. Bwi6op >¢dextuBnoit COV]] (kmaccudukamusi CHCTEM 3JIEKTPOHHOTO YIPaBICHHUS
JIOKYMEHTaMH )

30. CucTeMbl aBTOMATU3AIMH JEIONPOU3BOICTBA U TokyMeHTooOopoTta (CAIJ])

31.Ilocnenane  pa3pabOTKM HA  POCCHIMCKOM  pPBIHKE  CHCTEM  aBTOMAaTH3AIUH
JOKYMEHTO000poTa

32. 3aMIIeHHOCTh AJIEKTPOHHOT O TOKYMEHT0000pOoTa



0)

Kpumepuu oyeHueaHusl

[Ipu oueHke 3HaHUI HA YK3aMEHE YUUTHIBACTCS:

1. VYposeHs chopMUpPOBAHHOCTH KOMITETEHLIUH.
2. YpOBEHb YCBOCHHMS TEOPETUYECKUX IMOJIOKCHUH JHUCHUILIAHBI, TPaBHILHOCTh
(bOpMyIMPOBKH OCHOBHBIX IMOHSATHI U 3aKOHOMEPHOCTEH.
3. YpoBeHb 3HaHUS PAKTUYCCKOI0 MaTepraja B 00beMe IporpaMMBI.
4. Jloruka, CTpyKTypa ¥ TpaMOTHOCTh H3JI0KECHHS BOIIPOCA.
5. YMeHue cBsI3aTh TEOPHUIO C MPAKTUKOM.
6. VYmenue genath 0000OIIEHNS, BEIBOILI.
Ne Ouenka Kputepumn ouenxu
n/n
1 OtanyHO OTBeTHI Ha MOCTABJICHHBIC BOITPOCHI U3JIAralOTCs JIOTHIHO,
MIOCJICIOBATEIILHO U HE TPEOYIOT JOMOIHUTEIIBHBIX MosicHeH . [1o1HO
PaCKPBIBAIOTCS TPUYUHHO-CIICICTBEHHBIE CBSI3U MEXKTY SBJICHUSAMHU U
coObITHsMH. Jlenarorcsi 000CHOBaHHBIE BBIBOBI. JIeMOHCTPUPYIOTCS
riryOoKHe 3HaHHUS 6A30BBIX HOPMATUBHO-TIPABOBBIX aKTOB.
Co01101a10TCsI HOPMBI JINTEPATYPHOM PEUH.
2 Xopoiio OTBeTHI Ha MOCTABJICHHBIC BOITPOCHI U3JIAral0TCs CHCTEMATH3MPOBAHO 1

MOCJIeI0BaTeNbHO. ba3oBble HOPMAaTUBHO-IIPABOBBIE AKTHI
UCIIOJIB3YIOTCS, HO B HEZJOCTaTOYHOM 00BbeMe. MaTepua u3naraercs
YBEPEHHO. PacKpBITHI IPUUMHHO-CIIEICTBEHHBIE CBSA3U MEXKIY
SIBJICHUSIMU U COOBITHSIMU. J[eMOHCTpUpYETCsI yMEeHHE aHATIM3UPOBATh
Marepual, OlHaKO He BCE BBIBOABI HOCAT apryMEHTHPOBAaHHBIA U
JloKa3arenbHbli xapakrep. Co0Jr0aaroTesi HOPMBI JIUTEPATYPHON PEUH.

3 | YI0BNETBOPUTETHHO

Jlomyckarorcst HapyllleHHs B 10CJIEA0BATEIbHOCTU H3JIOKEHNUS.
Wmerorcst ymoMuHaHUS 00 OTAETBHBIX 0a30BBIX HOPMATHBHO-TTPABOBBIX
aktax. Hemomuo PAaCKpPbIBAIOTCA NIPUYHUHHO-CJICACTBCHHBIC CBA3U
MEXIy SIBJICHHSIMU U COOBITHUSIMH. J|eMOHCTPUPYIOTCS TOBEPXHOCTHBIE
3HAHUS BOMIPOCA, C TPYJIOM PEIIaoTCsl KOHKpeTHBIE 3a1a4u. Mmerorcs
3aTpyIHEHUS C BBIBOJaMHU. JlOMyCcKaroTCs HapyIIeHns HOpM
JTUTEPATYpHON PEUH.

4 HeynosnersopurensHo

Marepuan nznaraercsi Henocjae10BaTeJIbHO, COMBYMBO, HE MPEICTABIISCT
OIPEIEIICHHOW CUCTEMBI 3HaHUM 10 JucuuIuvHe. He packpeiBarorcs
MPUYHHHO-CJICACTBEHHBIC CBSI3U MEXY SABJICHUSAMU U coObITHsIMU. He
IIPOBOJUTCS aHasu3. BeiBozbI OTCYTCTBYIOT. OTBETHI Ha
JIOIIOJTHUTENbHBIE BOIIPOCH! OTCYTCTBYIOT. MIMeroTcst 3ameTHble
HapylIeHUs HOPM JIMTEPAaTYPHON pedH.

5 3auTeHo

BeicTaBisiercs Ipu COOTBETCTBHH MTapaMeTpaM  SK3aMeHAIMOHHOM
IIKAJbl Ha YPOBHAX «OTIMYHOY», «XOPOILIOY», «YAOBIECTBOPUTEILHOY.

6 He 3auteno

BricTaBnsieTcs Ipu COOTBETCTBUY MapaMeTpaM 3K3aMeHalOHHON
IIKaJIbl HA YPOBHE «HEYIOBJIETBOPUTEIIHHON.
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TUIIOBBIE 3AJTAHUSA J1JISI IIPOBEJEHUS TEKYHIETI'O KOHTPOJIA:
2.2. Tecr

a)  Tunoeoii komniexm 3a0anuti Ois1 6XOOHO20 MeCMUPOBAHUSL

1.Kakux ¢popmarToB Oymara npuMeHsieTcst AJ1sl U3rOTOBJIEHHS 0JIAHKOB JOKYMEHTOB:

a) A4, AS;

0) Al, A6;

B) A3, A7.

2. Kakue pa3mepsbl noJiei 10/2KHbl MMETh 0JIAHKH IOKYMEHTOB:

a) m.10mm, 1.20MM,B.-20MM, H-20MM;

0) m.10mm, 1.15MM,B.-20MM, H-20MM;

B) 1.10MMm, 11.10MM,B.-20MM, H-20MM.

3. I'me m npM Kakux YCJOBHAX HNpHuMeHsieTcsi pekBU3UT «locyaapcTBeHHBbIH repd
Poccuiickoii ®eaepanun»:

a) Ha OJlaHKax LEHTPaJIbHBIX OPraHoB (eaepaabHON UCIIOIHUTEIbHON BIACTH;

0) Ha OJaHKaX pacloOpsAUTEIbHBIX JOKYMEHTOB;

B) Ha CIIPaBOYHON JOKYMEHTAI1H.

4. Ha xkakux [aoKyMeHTax He mpocraBisierca pexkBu3uT «HaumeHoBanme Buaa
AOKYMEHTa»:

a) B OJIaHKe MUChbMa;

0) B O;laHKE MpHUKa3;

B) B OJ1aHKE MPOTOKOJIA.

5. lllupuHa nmoJisi cjieBa HA CJAY:KeOHOM MUCbMe J10JI’KHA ObITH He MeHee:

a) 2 cM;

0) 2,5 cm;

B) 3 cMm.

6. Pe3os1onusi pyKkoBOAUTEISA HA JOKYMEHTE PacnoJiaraeTcs:

a) B JICBOW HMD)KHEH 4acTH MOJIs JJOKYMEHTA;

0) B IpaBoOii BepXHell yacTH Mol TOKyMEHTa;

B) B [IPaBOIl HI>KHEW 4acTy MOJIs JJOKYMEHTA.

7. B kakoMm ciyyae npaBuibHO oopmiieH pekBU3HT «Iloanuce» Ha OJ1aHKe TOKyMeHTA:
a) lupextop mxonsl Ne 25 B.A. Iletrpoga;

6) {upeKxTop MIKOJIBI [TerpoBa B.A.;

B) [upextop B.A.Iletpoga.

8. Kakue u3 C3/[(Ad-hoc, ACKH, Groupware, Docflow, Workflow) Bkiirouair B cedst
3JIEKTPOHHYIO NOYTY WM PadoTy ¢ Heil?

1) Bce BBIILIENIEPEUN CIIEHHBIE;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKI/I.

9. Kakas CJ/I npeacrasJisieT co00ii MOTOK padoT WJIH A€JT0BBIX MPOIECCOB?

1) Workflow;

2) Docflow;

3) Groupware;

4) Bce BBIIIETIEPEUN CICHHBIE CHCTEMBI.

10. I'me mpumensiioTest cuctembl Kiaacca Workflow ?

1) 6anKH, cTpaxoBbIe KOMIIAHUH,

2) OyxranTepusi, ayAUTOPCKHE PUPMBI,

3) HaJIOrOBbIC OPraHbl;

4) B0 BCcex cepax.

11.B kakoii cucteme CY /I ecTh cTporuii perjiaMeHT npoiueayp o0padoTku 10KyMeHTOB?
1) Docflow;
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2) Workflow;

3) Groupware;

4) ACKU/I.

12. Kakue noJib30BaTe/in yOpaBJsiioT pa3padorkoii cneuupukanuu B8 CYI0/?

1) aAMUHHCTPATOPBHI;

2) ynpaBJstoLye 1eIaMu,

3) apXUBHCTHI;

4) COTpYIHUKHU OOIIEaIMUHUCTPATUBHBIX U (YHKIIMOHATBHBIX CTPYKTYPHBIX MOIpa3IeIeHUN.

0) Tunoeotl komniekm 3a0anutl 0 uMo2o6o2o mecmuposanust (Lpunoscenue 1)

6) Kpumepuu OyeHU6aHuUs

HpI/I OILICHKC 3HaHUU OLICHUBAHUA TCCTOB YUUTBIBACTCA:

=

YpoBeHb C(HOPMHUPOBAHHOCTH KOMITCTCHITHH.
VYpoBeHb yCBOEHHSI TEOPETUUYECKUX IMOJOKEHUW JUCLUIUIMHBI, NPaBUIBHOCTb
(hopMyITUPOBKH OCHOBHBIX TOHSTHI M 3aKOHOMEPHOCTEH.

N

VYpoBeHb 3HaHUA (PAKTUUECKOTO MaTepuasia B 00beMe IPOrpaMMBbl.
Jloruka, CTpyKTypa ¥ TpaMOTHOCTb M3JI0KEHUS BOMIpOca.
YMeHue cBs3aTh TEOPUIO C MPAKTUKOM.

o ok~ w

VYMeHnue aennath 000011eHYS, BEIBOJIBL.

Ne Ouenka Kputepun onenkn

1 OT1ian4HO OTBeTHI Ha MOCTABJIEHHBIE BOPOCHI H3JIAraroTCsl JIOTHIHO,
TTOCJIC/IOBATEIIBHO U HE TPEOYIOT TOTIOHUTEIBHBIX TTosicHeHuH. [1oHo
PaCKPBIBAIOTCS IPUYMHHO-CIICJICTBEHHBIEC CBSA3U MEX/TY SBICHUSMH U
coObITHsMU. JlenaroTcss 000CHOBAaHHBIC BHIBOJBL. J[eMOHCTPHUPYIOTCS
rTyOOKKe 3HAHHS 0a30BBIX HOPMATHBHO-TIPABOBBIX aKTOB.
Co0Jr0Iat0TCSl HOPMBI JIMTEPATYPHOH PEUH.

2 Xoporio OTBeTHI Ha MMOCTABJIEHHBIE BOMIPOCHI U3JIATaf0TCsI CHCTEMAaTH3UPOBAHO U
MOCJICIOBATEIbHO. ba3oBbie HOPMATHBHO-ITPABOBBIC AKThI
WCIONIB3YIOTCS, HO B HEJIOCTATOYHOM 00BheMe. MaTtepuan u3naraercs
YBEPEHHO. PacCKpBITHI IPUYUHHO-CJIEICTBEHHBIE CBA3H MEXKIY
SIBIICHUSIMU B COOBITUAMU. JIeMOHCTpUPYETCSl yMEHHE aHATH3UPOBATh
MaTepual, OTHAKO He BCE BHIBOBI HOCAT apr'yMEHTHPOBAHHBIA U
JloKazarenbHbIi xapakrep. CoOII0AatoTCcsl HOPMBI JIMTEPATYPHOH ped.
3 | YI0BNETBOPUTEIHHO Jlonmyckarorcsi HapyIleHHs B TIOCJICI0BATEIIbHOCTH H3JIOKCHUS.
Nmerorest ymomuHaHUS 00 OTAEITBHBIX 0a30BBIX HOPMATHBHO-TIPABOBBIX
aktax. HemosmHO pacKkpbIBarOTCs TPUYUHHO-CIIC/ICTBEHHBIE CBSI3U
MEXITy SIBJICHUSIMU ¥ COOBITHSAMHU. JIeMOHCTPHPYIOTCS IOBEPXHOCTHBIE
3HaAHMS BOMPOCA, C TPYJIOM PEIIAIOTCs KOHKPETHBIC 3a1auu. MMerorces
3aTpyJHEHUS C BBIBOJAMH. J[OIMyCcKaroTCs HAPYIIEHUSI HOPM
JUTEPATyPHON PEUH.

4 HeynosnerBopurensHo| Matepuan usnaraercsi HEIOCHIEA0BaTeNbHO, CONBYMBO, HE ITPEACTABIIAET
OIIpeIeNIEHHOM cucTeMBl 3HaHUI 10 quciuniuHe. He packpsiBarorcs
HNPUYMHHO-CIIEICTBEHHbIE CBSA3U MEXy SIBIEHUAMU U coObITusiMU. He
IPOBOIUTCS aHaM3. BeiBoMIbI OTCYyTCTBYIOT. OTBETHI HA
JIOTIOJTHUTEbHBIE BOIIPOCHI OTCYTCTBYIOT. IME0TCs 3aMeTHbIE
HapyIIeHUs HOPM JIMTepaTypHOH peuu.

5 3auTeHo BricTaBnsercs mpu COOTBETCTBUU IapaMeTpaM 3K3aMeHallMOHHON
IIKajdbl Ha YPOBHIX «OTJIMYHO», «XOPOLIOY,
«YIIOBJIETBOPUTEIBHOY.

6 He 3auteno BricTaBsiercs mpu COOTBETCTBUY MapaMeTpaM 3K3aMeHalOHHON

IIKaJIbl Ha YPOBHE «HCYTOBJICTBOPUTCIILHO» .
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2.3. KonTpoabHas padora.
a)  3a0anus 015t KOHMpPobHoU pabomul ([Ipunodcenue 2)

06) Kpumepuu oyeHUBaHuUs

Brimonasiercst B nucbMenHo# ¢opme. [Ipu orieHke paboThl CTyAeHTa YYUTHIBACTCA:

1. IlpaBuibHOE pacKpbITUE COAEPKAHUA OCHOBHBIX BOIPOCOB TEMBI, MPaBUIbHOE
pelieHue 3aaad.

2. CamOCTOSITeNIbHOCTh CYXJEGHHUH, TBOPYECKUH IMOAXO0J, HaydyHOe OOOCHOBaHUE
pacKpbIBaeMOii MPOOIEMBI.

3. IlpaBHJIBHOCTD MCMOJB30BAHUS IUTAT (€CIU LIMTATa MPUBOJUTCS JOCIOBHO, TO HAJO
B3ATh €€ B KaBBIUKM M YKa3aTh MCTOYHUK C YyKa3aHueM (aMHIUM aBTOpa, HAa3BAHUS
MIPOU3BEICHUS, MECTa M TOPOJia U3JIaHus, TOMA, YacTH, aparpada, CTpaHHUIIbI).

4. Hamnuue B KOHIIE paOOTHI MMOJHOTO CIUCKA JTUTEPATYPHI.

Ne Onenka Kputepun onenkn

n/n

1 OTiau4yHO CryneHT BoITONHWI paboTy 0e3 omuOOoK U HEJIOUETOB, JOITYCTHI HE
0oJiee OHOr0 HETOUYETA

2 Xoporiro CTyneHT BBIMONHUI paboTy MOJTHOCTHIO, HO TOMYCTHII B HEW HE

Ooee 0JJHOI HETPYOOI OITMOKK U OJIHOTO HEeJloueTa, Hii He Oojiee
JIBYX HEJIOYETOB

3 | YI0BIETBOPUTEIBLHO CTyaeHT npaBHIIBHO BBITOJIHIII HE MEHEE ITOJIOBUHBI PA0OTHI M
JIOITyCTUII He OoJiee IBYX IPyObIX OMIMOOK, Ui He 0oJiee OJHOM
rpy0oii M OfIHOM HerpyOol OMMOKK M OTHOT'O HEJl0YeTa, UK HE
Oomee IByX-TpeX HErpyObIX ONIHOOK, HITU OHON HErpyOoi OrmmoOKu
¥ TpeX HeJI0YETOB, WIIU ITPH OTCYTCTBUH OIIMOOK, HO IPH HAIMYHN
YETBIPEX-TIATH HE0YETOB, IJI0X0 3HACT MaTepuall, 0MyCKaeT
UCcKakeHue (akToB

4 HeynoBnerBopurebHO CTyIeHT JOMYCTHII YUCIIO OITUOOK M HEIOYETOB IPEBOCXO/ISIIICe
HOPMY, TIPH KOTOPOI MOXET OBITh BHICTABJIEHA OLEHKA «3», HITH
CCJIM MMPABUJILHO BBITOJIHUII MCHEC IMOJIOBUHEI pa6OTLI

5 3auTeHo Brimonneno npasmisHO He MeHee 50% 3ananuil, paboTa BBITOIHEHA
MO CTaHJAPTHOM WJIM CaMOCTOSITEIEHO Pa3paboTaHHON METOMKE, B
OCBEIIIEHUH BOIIPOCOB HE COMEPIKUTCS IPYyOBIX OIMMOOK, IO XOIY
peumcHus CaACIIaHbl ApTYMEHTUPOBAHHBIC BBIBOIbI, CAMOCTOATCILHO
BBINIOJIHEHA TpaduuecKast 4acTb paboThl

6 He 3aureno CTyIeHT He CIpaBMIICS C 3alaHUEM (BBIIIOJIHEHO MPaBUIIBHO MEHEe
50% 3amaHus BapraHTa), HE PaCKPBITO OCHOBHOE COJICPIKaHHE
BOIIPOCOB, UMEIOTCS TpyObIe OMMOKK B OCBELICHUH BOMPOCA, B
pELICHUH 337124, B BBIIOJIHEHUH I'pauIecKOd YacTH 3aJaHus 1
T.JI., @ TAKOKE BBINOJHEHA HE CAMOCTOSATEIBHO.

3. IlepeyeHb M XapaKTEePUCTHKH NPOLEAYPbl OLEHUBAHHUSI 3HAHMH, yMeHMIi,
HABBIKOB, XapaKTEePHU3YIOLIMX ITanbl (POPMUPOBAHUS KOMIIETEHLU I

[Ipouenypa mnpoBeneHUs TEKYLIEr0 KOHTPOJSA YCIEBAEMOCTH M IPOMEKYTOUYHOU
aTTecTaliil OOYYaromMXCsl MO AWCHUIUIMHE PErIaMEHTHUPYETCS JIOKATbHBIM HOPMATHUBHBIM
aKTOM.

Hepe'{eﬂb H XaPaKTEPUCTUKA INPOUEAYPHI TEKYIIET0 KOHTPOJIA U l'[pOMC)I(yTO‘lHOﬁ
aTTeCTalluM 1O JUCHUIIJINHE
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IIepuopnuHocTh
U C1oco0
HaumeHoBanue Bunp! BcTaBisieMbIx
No MPOBEACHUS ®opma yuera
OIICHOYHOTO CPEe/ICTBA OLICHOK
IPOIETYPBI
OIICHHUBAHUSI
Pa3 B cemectp, o N
P, Mo msaTHOaITEHOM
OKOHYAHHHU Benomocts, 3aueTHas
1. OK3amMeH LIKae
M3yUYEHUS KHUJKKA, TOPTHOITHO
JACTATUIMHBI
Perucrpanuonnas
TEeTpaab IS 3a09YHOU
Pa3 B cemectp, p
dbopMbI 00yUeHHS U
M0 OKOHYaHUHU
. 3auteno/He KypHaJI yueTa
2. KonTponsHas pabora TIepB O
3a4TEHO yCIIEBAEMOCTH
MIOJIOBUHBI
npenojaBatess s
TUCIATLTIHBI .
OYHOI (hOPMBI
o0y4JeHUs
Bxonnoe
TECTHUPOBAHUE B
Havaje
W3YYCHHS
TUCIUILIAHBI . Kypnan yuera
ITo msTOaNIBHOM ypHal y4
3. Tect Hrorosoe yCIIEBAEMOCTH
IKajie
TECTHPOBAHUE MperoaaBaTens

pa3 B ceMecTp,

110 OKOHYaHUHU
W3Yy4YEHUS

JCUUTUTAHBI
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Ipunoosicenue 1
TunoBoi KOMIIEKT 3aJaHUI 1JI UTOTOBOI0 TeCTUPOBAHUS

V1 VK-4.2 (ymems)

1.Andopmanus onpenessieTcs B 3aKOHE KaK:
a) CBEICHUS, NepelaHHbIe OT OAHOTO K0 PUIMYECKOTO JIHIA IPYyroMYy;
b) coOwiTHs, 3aUKCHPOBAaHHBIE B TOKYMEHTE;
C) CBEICHUS O JIHIAX, MpeaMeTax, pakTax, COOBITUSIX, SIBICHUIX M MPOIECCax, HE3aBUCUMO
OT (pOpMBI UX MPEACTABICHHS;
d) npoBepeHHbIe (PAKTHI, HCONTL30BAHHBIC IPH MPUHITHU PEIICHUS.

2. OnpenesieHue MOHATHS «HH(POPMAIHS» TAHO:
a) BIT'OCT P 6.30-2003 TpeboBanusi K 0pOPMIICHHIO JOKYMEHTOB;
b) B ®enepansrom 3akoHe «O0 HHPOPMaIMK, HHPOPMATH3ALNH U 3aIUTE HHOPMAIHH;
c) B ®enepansHoM 3aKoHE «OO0 37EKTPOHHOM U (POBOI MOAIHCHY |
d) B TunoBoi HHCTPYKLUH IO AETONPOU3BOIACTBY B DeepanbHbIX opraHax
UCTIOJIHUTENFHOM BIIACTH.

3. OnpeneneHue NOHATHS «TOKYMEHT» 1aHO:
a) B DexepanpaoM 3akoHe «O s3bIkax HapoaoB Poccuiickort denepanumny |
b) BI'OCT P 6.30-2003 TpeGoBanus Kk 0(OPMIICHHIO TOKYMEHTOB;
c) BIT'OCT P 51141-98 [1en0onpon3BOACTBO U apXUBHOE J1eJ10. TepMUHBI U ONpeaeeHUs
d) B ®enepanbHoM 3akoHe «OO0 IIEKTPOHHOM LK PPOBOIA TTOAUCH ;
e) B DenepanpHoM 3akoHe «O0 uHpOpMaIUK, HHOOPMATHIAIMHI U 3AIIUTE HHOOPMALIUH .

4 JIOKyMEHT OIpeIeisieTcsi KaK:
a) uHpopManus, NOTyICHHAS ISl IPUHSITUS PEIICHNUS ;
b) mobas 3anucanHast HHGOPMAIIHS;
C) 3aduKCHpOBaHHAs HA MATEPUATLHOM HOCHUTENE HH(POPMAIIUS C PEKBU3UTAMH,
MO3BOJISIFOIIUMU €€ UACHTH(UIIUPOBATD,
d) cBeneHus, 3ahMKCHPOBAHHBIC M HAKOIJICHHBIE C LIETBIO0 UX JaTbHEHIIEr o
HCIIOJIb30BaHUsA.

5.I'pud yrBep:KaeHHsI CONEPIKUT:

a) cinoo YTBEPXJIAIO, ykazanue q0KHOCTH, MTOAMKUCH, PACII(POBKY TOIIHUCH
(1.0.9.), nary;

b) cnoso YTBEPXK/IEH (M1.0.®.), Ha3BaHue BU/Ia YTBEP/KIAIOIIETO JOKYMEHTa B
TBOPUTEIBHOM MAJAEKE, €ro JaTa U HOMED;

c) cnoso YTBEPXJIAIO, noanuck pykoBOAUTENs, paciiu (hpoBKa IMOANKCH U JaTa;

d) cmoso YTBEPXJIEH (M1.0.®), Ha3BaHMe BUIa YTBEPKAAIOIIETO JOKYMEHTA B
MMEHUTEIBHOM MaJIEXe, €ro AaTa U HOMEP.

6.Pa3HOBHIHOCTH NHCEM ONMPETEISIITCA HX HA3HAYeHUEM:
a) COMPOBOAUTEIbHBIC — IPH COMPOBOXICHUU IPYTOro JOKYMEHTA C IOSCHEHUSIMH;
b) nuceMo-npurnanieHue — MPUrIaIaT NPHUHITH YYaCTHUE,;
C) MHCbMO-HAIIOMHUHAHKE — COOOMIAIOT O MPUOJIMIKEHUH CPOKa,;
d) peksaMHOE MUCHMO — PEKIAMUPYIOT TOBApPhI U YCIYTH;
€) rapaHTHHHOE MHCHMO (rapaHTHPYIOT BBITIOJHCHHE
00513aTebCTBA).

7.Bp10epuTe, YTO OTHOCHUTHCH K YHU(UIHMPOBAHHBIM (POPMAM JOKYMEHTOB
a) JloOoii TpadapeTHbIN TEKCT;



b)

c)
d)
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COBOKYIHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PELIAEMbIMH B JAHHOU
cepe neATeNbHOCTH 3a7jauaMi U PACIOJI0KEHHBIX B ONPEACIEHHOM MOPSAAKE Ha
HOCUTENSIX UH(OpMaLuy;

Ta0mmua;

[ITa6s10H B MepcOHaIbLHOM KOMIIBIOTEPE.

8. ®opmyJsip-o0pa3zell NpeacTaBjsieT cOOO0¥:

a)
b)

c)

d)

MOJIENb TIOCTPOCHUS TOKYMEHTA, yCTaHABIMBAIOIIAs pa3Mephl Mosel 1 mpudros;
KOHCTPYKI[MOHHAs CE€TKa IOKYMEHTA,;

MOJ1€Jb MTOCTPOEHHS TOKYMEHTa, yCTaHaBIMBAIOLIasi 00J1acTh MpUMEHEHHs, GopMarThl,
pa3Mepsl nojei, TpeOoBaHus K TOCTPOESHUIO KOHCTPYKIIMOHHON CETKU U OCHOBHBIM
PEKBU3HUTAM;

MOPSA0K IMOCTPOEHUS OJHOTO U3 BUJIOB JOKYMEHTOB.

9. BaaHk AJs MMChbMA OTJIHYAETCH OT 001Iero 0JIaHKa HAJTMYUeM PeKBU3UTOB:

a)
b)

c)
d)

CIPaBOYHBIE TAHHBIC 00 YUPEKICHUN-aBTOPE, CChUIKA HA HOMED U JIaTy HHUIIMATUBHOTO
JIOKYMEHTA,

BH/JI JOKYMEHTA, CIIPaBOYHbBIC JaHHBIE 00 YUPEIKICHUN -aBTOPE, CChIJIKA HA HOMEP | JIaTy
WHUIIMATHBHOTO IOKYMEHTA;

BHJI TOKYMEHTA, CChIJIKA HA HOMEP U JaTy MHUIIMATHBHOTO IOKYMEHTA,

CIPaBOYHBIE TaHHBIE 00 YUPEKICHUU-aBTOPE, HOMEP U J1aTa JOKYMEHTA.

10.0061uii 6;1aHK OTJIMYAETCS OT OJIAHKA JJIS1 MUChbMA HAJIMYHEM PeKBH3UTOB:

11.

a)
b)
c)
d)

BHJI JOKYMEHTA, CIIPaBOYHbBIC JaHHBIC 00 aBTOPE, 1aTa U HOMEP JIOKYMCHTA,
BHUJ JOKYMEHTA, MECTO COCTABJICHHUA )IOKyMCHTa;

BHUJ JOKYMEHTA, CCblJIKaA HA HOMEP U AaTy HHUIUMATUBHOI'O [[OKYMGHTa;
sMbJieMa, MECTO COCTAaBJICHUS JOKYMEHTA.

Ha o0mem 0s1aHKe MOTYT OBITh COCTABJICHBI JOKYMEHTBI:

a)
b)
c)
d)
e)

TIPHKA3HI,
IHCHEMa,;
3asBJICHUS,
IIOCTAHOBJICHHUS
JKaJIO0EL.

12. laTa BXOAUT KaK COCTABHAS YaCTh B PEKBU3UTHI:
) CChUIKA Ha PEruCTPAIllMOHHBIN HOMED U JaTy;

b) Bu3a;

C) Tpud coriacoBaHmus;

d)

(rpud yTBEpHKACHHUS) ;

€) pe3omonus;

f) oTMeTKka 0 MOCTYIUICHUHU TOKYMEHTA;

g) oTMeTKa 00 MCIOJHEHUHU JOKYMEHTA;

h) oTmMeTka 0 3aBepeHHUH KOIHUH;

1) uaeHTH(HUKATOP FICKTPOHHON KOMHH JOKYMEHTA.
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Ipunooicenue 2

3a0anua K KOHmMpOAbHOU padome no Oucyuniune «/|OKymeHmuposanue

YRPAgIeHuecKoll 0eamenabHOCmu»

TeopeTuyeckas 4acTb

V1 VK-4.2_(ymems)

NouobkrwnE

©

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.

30.
31.

HopmaTuBHO-TIpaBoBast 6a3a JOKYMEHTUPOBAHHUS YIIPaBICHUECKOH 1eATeIbHOCTH.
[TonsiTne nokyMeHTa, ero QyHKIUHU, IPU3HAKU U CTPYKTYpa JOKYMEHTA.
JIOKyMEHTHPOBAHHUE U €TI0 CIIOCOOBI.

[Tonsitue 00 nHMOpPMaLIUU U €€ HOCUTETISX.

[TonsiTne yHupUKaMKM U CTAaHIAPTH3ALUUA JOKYMEHTOB.

l'ocynapcrBeHHble cTaHAAPTHI JOKYMEHTALIUH.

YHudunpoBanHas cucreMa JOKYMEHTALMW: TIIOHATHE, KpaTKas XapaKTepHUCTHKa
nerctByronmx YCJI.

XapakrepucTrka, coctaB u conepxanne 'OCTa P. 6.30-2003.

dopmysip-o0paser], COCTaB U cXeMa Paclo0KEHUsI PEKBU3UTOB HA HEM.

[IpaBuia odpopmiienus pexsuzutos OP/I.

Bupsl pekBuzutoB OPJl 1 mopsiiok UX pacroyIoKEHHUs.

[TonsiThe 1 BUbI OTAHKOB.

[IpaBuna odopmiieHusi, U3TOTOBICHHS, y4eTa, MCIOJIB30BAHUS U XpaHEHUs TepOOBBIX
0JIAaHKOB.

XapakTepucTUKa M COCTaB OpPraHU3alMOHHBIX JOKYMEHTOB, TpeOOBaHMS K HX
o opMIIEHHIO.

XapakTepucTUKa M COCTaB pPACHOPSAAUTENbHBIX JOKYMEHTOB, TpeOOBaHUS K HX
oopMIIeHHIO.

XapakTepucTHKa U cOcTaB MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, TPEOOBAaHUS K UX
oopMIeHHIO.

XapakTepucTHKa U  COCTaB  OPraHU3allMOHHO-PACIOPSIUTEIbHBIX  JOKYMEHTOB,
BXOJSIIUX B YHUDUIIUPOBAHHYIO CHCTEMY MEPBUYHON YUETHOU JOKYMEHTAIIUU 10 YUETY
tpyaa u ero ornatel (YCITY /), TpedoBanus K uX 0()OpMIICHHIO.

[ToHATHE M BUIBI KON JOKYMEHTOB.

TpeboBanusa k 0GOPMIIEHHUIO PA3JIMYHBIX BUJOB KOMUU JTOKYMEHTOB, BBIJaBAEMBIX B
OpraHu3alusIX.

Oco0eHHOCTH 3aBepeHusl KOMUK HOTapUaJbHBIMU KOHTOPAMHU U JIOJDKHOCTHBIMH JIMLAMU
Opra”Hu3alui.

HopMaTtuBHO-MeTOqMYECKHME JOKYMEHTBI, PErJIaMEHTHPYIOIIUE TMOPSAOK BbIIAYA U
TpeOoBaHUS K O(OPMIICHUIO KONUH B OpraHU3alusAX, KOTOpbIE SBISIOTCS aBTOpPaMHU
JIOKYMEHTOB.

VYder 1okyMeHTo0O0poTA.

[Tpuem u nepBoHavambHass 00pabOTKa JOKYMEHTOB.

Opranuzanus paccCMOTPEHUs JOKYMEHTOB.

[TonsiTue, GopMbl U MOPSAIOK PETUCTPALIH JOKYMEHTOB.

[Topsinok UcroNMHEHUs! JOKYMEHTOB.

[lonsiTne uCXOAAMMX JOKYMEHTOB. TEXHOJOrMM OOpabOTKM U TMOPSAOK OTIpPaBKU
UCXOISUINX TOKYMEHTOB.

[TonsiTre, €M U BUJIbI KOHTPOJISI UCIOJIHEHUS JOKYMEHTOB.

CpOKU UCIIOHEHUSI TOKYMEHTOB.

[Topsiaok mpoBeneHust KOHTPOJISE UCTIOTHEHHS TOKYMEHTOB.

[MousaTus: «1emno», «opMupoBaHUE eI, KHOMEHKIJIATypa Aei.
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32. Busibl HOMEHKJIATYPBI J€J1, IPSI0K UX COCTABJIEHUs, 0POPMIICHHS U YTBEPXKICHUS.

33. Opranu3zanus onepaTuBHOr0 XpaHeHHs UCIOJIHEHHBIX JOKYMEHTOB B J1€JIONPOU3BO/ICTBE.
34. Ilopsimok popMupoBaHus A€l B ISTONPON3BOICTBE.

35. [lonsATHE «IKCIIEpTH3a LIEHHOCTH IOKYMEHTOB.

36. Cpoku XpaHeHHs JOKYMEHTOB.

37.DT1arsl ¥ MOPAIOK MPOBECHNUS SKCIIEPTU3bI LIGHHOCTH JOKYMEHTOB B J€JIONPOM3BOICTBE

OpraHHU3aIHH.

38. DKcriepTHBIE KOMHCCHH OPTaHU3aIuu, UX QYHKIIUH, IPaBa, OpraHu3aIus padoThL.

39. IloHsATHE U BUABI APXUBOB.

40. IIpaBuiia cocTaBJICHUs OIKCH JIeJ U TIOPSIOK Mepeaadu UX B apXUB OpraHU3aIiH.

41. TIpaBo rpaxaaH Ha oOpaleHus U xano0bl. Buasl oOpamieHnii rpax/iaH.

42. Tlopsimok paboTsl ¢ 00paIeHUIMH TPAXKIaH.

43. Buzpl rpudoB orpaHuyYeHUs AOCTyIA K TOKYMEHTaM.

44. OcoOeHHOCTH OpraHU3alu JeTONPOU3BOJCTBA C JOKYMEHTaMH, HUMEIOIMIMMH Tpud

OrpaHUYEHMsI JOCTYTa K HUM.

45.971eKTPOHHBII JOKYMEHTO000POT. DIIEKTPOHHBIE aIMUHUCTPATUBHBIE PETJIAMEHTHI
46.Mopenu 3IeKTPOHHOT'0 JJOKYMEHTO000pOoTa.
47.Pa3BuTHE  KOMIIBIOTEPHBIX  TEXHOJIOTMH  JIOKYMEHTUPOBAHHUS  YIPaBJIEHYECKOU
JeATebHOCTH.
48.Y1paBiieHHE 3JIEKTPOHHBIM JIOKYMEHTOO0OpOTOM.
49.Cucrembl aBTOMaTH3alMU AEJIONPOU3BOICTBA U AIIEKTPOHHOI'O TOKYMEHTO000poTa .

IIpakTHyeckas 4acThb

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

50. CocraBuTh 0OHMI ONAHK KOHKPETHON OpraHM3allii C MPOIOJEHBIM PACIOI0KEHHEM
pPEeKBU3HUTOB Ha popmarte A4.

51. CocraBuTh 00mMIA ONAHK KOHKPETHOW OpraHM3allil C YIJIOBBIM IEHTPUPOBAHHBIM
pacronoxeHrueM peKBU3UTOB Ha ¢opmaTe A4.

52. CocraBuTh 0OmMH OJaHK KOHKPETHOW OpraHM3alMd C YIJOBBIM  (PJIaroBBHIM
pacronoxeHrneM peKBU3UTOB Ha ¢opmaTe A4.

53. CocraButh OnaHK CIyKeOHOTO THChMa KOHKPETHOW OpraHM3allMd C YIJIOBBIM H
MIPOJIOJIHBIM BapHaHTAMH PaCIOJIO0KEHUS.

54. CocraButs ycraB opranusanuu corsiacao 'OCTy P 6.30-2003.

55. CocTaBUTh IPOEKT PACIOPSKEHUS.

56. CocTaBUTh MPOEKT IIPUKA3a IO OCHOBHOH /€ATEIbHOCTH.

57. CocTaBHUTb MPOEKT PEIICHHUS.

58. CocTaBHTBH MPOEKT JOKIAIHON U CIIyKEOHOU 3aIMCKH.

59. CocTaBHTH IPOEKT MPOTOKOJIA.

60. OopMHUTh M 3aMOJTHUTH MPOEKT IMPUKA30B IO JIMYHOMY COCTaBy (IPUKa3 O MpHeMe Ha
paboty, npuKas o nepeBojie pabOTHUKA Ha APYT'yIO padboTy).

61. OpopMHUTE U 3aMTOTHUTH MPOSKT MPUKA30B IO JIMYHOMY COCTaBY (MPUKa3 O MPEKPAIICHUN

TPYJIOBOT'O IOrOBOpa ¢ paOOTHUKOM, IPHKa3 O MOOIIPEHUU pabOTHHKA).

62. OdopMHUTH U 3aIIOJIHUTH IPOEKT MIPUKA30B 110 JINYHOMY COCTaBY (IIpUKa3 O HAIpaBICHUU
paboTHHKA B KOMAaHIUPOBKY, IIPUKa3 O IMPEIOCTaBIEHUH OTIyCKa paOOTHHUKY)

63. OdopMUTH 3aTIOTHUTH MPOEKT ITATHOI'O PACIIUCAHUSI.

64. ObopMHUTH U 3aMOTHUTH MPOEKT rpariKa OTIYCKOB.

65. OdopMHUTH U 3aMOTHUTH TPOEKT JTUIHON KaPTOUKH.

66. ObopMUTE M 3aMOJTHUTH MPOEKT KOMAHAMPOBOYHOI'O YAOCTOBEPEHHS, CIIy>KEOHOTrO

3aJlaHus JJIsl HallpaBJIeHHUs B KOMaHUPOBKY U OTYETa O €r0 BHIMOJHEHUU.



67.
68.
69.
70.
71.
72.
73.
74.

75.
76.

77.

78.

79.
80.

81.

82.
83.

84.
85.
86.
87.
88.
89.
90.
91.
92.
93.

94.
95.
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OdopmuTh HaUISKAIIUM 00Pa30M TMOJHYIO KOMUI0 OQHITHATIBHOI0 TOKYMEHTA, BBIITUCKY
13 0(pMIIUAILHOTO JOKYMEHTA.

OdopMHTH 1 3aTIOJIHATH MPOEKT )KypHAJa BXOIAIIEH JOKYMEHTAINH.

OdopMHTH 1 3aTTOIHUATH MPOEKT )KypHAJIAa HCXOASAIIEH TOKYMEHTAIUH.

OdopMuTH 1 3aTIOIHATH MPOEKT HOMEHKJIATYPHI JIeJT TF000T0 BHAA.

OdopMHTh 1 3aTIOJIHATH MPOCSKT OMUCH JICJI JTFOOOr0 BUIA.

OdopMHTH ¥ 3aTIOJIHATH MPOCSKT OOJIOKKH JIeJIa, 3aBEPUTEIHLHOTO JINCTA JIeTa.

OdopMHTh U 3alIOJIHATH MPOEKT aKTa O MpHEMe-Tiepeaade JOKYMEHTOB Ha MOCTOSHHOE
XpaHEHHE B apXUB.

OdopMUTH M 3aMOJHUTH MPOEKT aKTa O BBIACICHUU K YHUUYTOKCHHIO TOKYMEHTOB, HE
MOJIISKAIUX XPaHECHUTO.

OdopMUTH U 3aIMOTHATH TPOEKT CAATOYHOMN OIKCH JIEIL.

Paccmotperp  cTpykTypa W (QyHKOMHM — TOApa3AeNCHUNW 1O  DJICKTPOHHOMY
JOKYMEHTAIIHOHHOMY OO CITYKHBAHUIO YUPEIKICHHIM.

Paccmorperp  mpaBuia  mpuemMa M 00pabOTKM  MOCTYMAKIIEH  3JIEKTPOHHOU
KOPPECIIOHACHITNH, UX BJIMSHUE HAa OpraHU3AIMIO JIBW)KCHHS JOKyMEHTOB. HampaBneHue
AJICKTPOHHBIX IOKYMEHTOB Ha MCIOJIHCHHE

PaccMoTperp 0COOEHHOCTM ~ BJEKTPOHHOTO  JOKYMEHTOOOOpPOTa  COBPEMEHHBIX
yupexaeauii. OCHOBHBIE HAIIPABJICHUS COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.
PaccmoTpers ¢popMbl perucTpanuu 31eKTPOHHBIX TOKYMEHTOB, €€ OpraHU3aIIHIo.
PaccMoTpeTh B3aMMOCBSI3b TMPOIECCOB PETUCTpPAIMM W KOHTPOJIS 3a HCIOJHEHUEM
AJICKTPOHHBIX JOKYMEHTOB.

PaccMoTpeTh cpaBHHTENBHBIE XapPAaKTEPUCTHKH (OPM PETUCTPAIMH IJIEKTPOHHBIX U
TPaJUIIMOHHBIX JOKYMEHTOB. CocTaB MH(MOpPMALIUH.

PaccMoTpeTh TEXHOIOTHIO KOHTPOJIS 32 UCIIOTHEHUEM 3JIEKTPOHHBIX JIOKYMEHTOB.
PaccMmoTperp 3akoHOmATENbHBIE aKTHl, PErIAMEHTHPYIOUIME padoTy ¢ MNHChbMaMHu,
Kajo0amu, 3asBJICHUSIMH IPakJIaH, MMOCTYIMHUBIIHMX 110 KaHaJaM AJICKTPOHHOH MoYTe.
OxapakTepru30BaTh TEXHOJOIMH padOThl C THUCbMaMH, Xajlo0aMd | 3asBICHHIMU
Ipa)}<JiaH, OCTYMUBIIUX 10 KaHAJIaM 3JIEKTPOHHOM MmoYTe.

O06ocHOBAaTh METOJUKY COCTABJICHUSI HOMEHKIIATYPBI JEI JJIsl DJIEKTPOHHBIX TOKYMEHTOB.
3HavYeHHE HOMEHKJIATYPHI JIeJI B TEXHOJIOTHH PaOOTHI C IOKYMEHTaMH.

OdopmuTh dKCIEPTH3Y IIEHHOCTH AJIEKTPOHHBIX JJOKYMEHTOB B JICJIOMPOU3BOJICTBE.
PaccMoTpeTh 2NeKTpOHHYIO TOKYMEHTAIIUIO U DJIEKTPOHHBIN apXUB.

3amoyHeHNue OCHOBHBIX CIIPABOYHHKOB B CHCTEME JJICKTPOHHOTO JOKYMEHTO000pOTa
DocsVision.

CoznaHue u KOPPEKTHUPOBKA JOKYMEHTOB B CHUCTEME DJIEKTPOHHOI'O JOKYMEHTO000poTa
DocsVision.

XpaHeHHe U ITOUCK JJOKYMEHTOB, KOHTPOJIb 32 MX UCIOJIHEHHEM B CHCTEME DJICKTPOHHOTO
nokyMeHTooboporta DocsVision.

Omnucate H)OPMAITMOHHYIO MOJIEIh JIEKTPOHHOTO oduca.

VYkazaTh OTIUYUTENbHBIE 0COOCHHOCTH 3aJIbHOTO TPUHITUIIA OpraHU3AINH TPY/Ia.
[TepeuyncuTh OCHOBHBIE M BCIIOMOTaTeIbHbIC (DYHKIIMH JIEKTPOHHOTO oduca.

OnurcaTh KOMMYHUKAITMOHHYIO MOJIE/Ib 3JIEKTPOHHOTO odrca.

VYka3zaTh OTJIMYUTEIbHBIE 0COOCHHOCTH KaOMHETHOTO MTPUHIUIIA OpraHU3aIuu TPYIa.
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