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Conep:xanue:

Llenb OCBOCHUS AUCHTUTUTAHBI

[lepeueHs MIaHUPYEMBIX PE3YyJIbTATOB O0YUYEHHUS MO TUCHUIUIUHE,
COOTHECEHHBIX C INIAHUPYEMBIMHU Pe3yJIbTaTaMi OCBOCHHUS 00pa30BaTeIbHON
POrPaMMBI

Mecro muctumanasl B ctpykType OITOII 6akanaBpuara

O0beM QUCHUILIMHBL B 3aU4€THBIX €IMHUIAX C YKa3aHUEM KOJIMYeCTBa
aKaJIeMUYECKHUX YacOB, BBIJCIICHHBIX HA KOHTAKTHYIO paboTy 00ydaromuxcst
¢ mpernoaBaresieM (1o TUIaM y4eOHbIX 3aHSATHII) U Ha CaMOCTOSATEIbHYIO
paboTy oOydJaromuxcs

CopepxaHue TUCIUILIMHBL, CTPYKTYPUPOBAHHOE MO pa3jiesiaM C YKa3aHHEeM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJeMHUECKIX YaCOB U THUIOB y4eOHBIX
3aHATUN

Paznenbl MUCHMIUIMHBL U TPYI0OEMKOCTD IO TUTIAM Y4eOHBIX 3aHATHHA 1
paboTsl oOyyaromuxcs (B akaJleMUYeCKIX Jacax)

Ounast popma o0ydeHUS

3aounas popma 00yyeHUs

OuHo-3a04Hast popma 00yUeHHS

CogepxaHue TUCIUILIMHBL, CTPYKTYPUPOBAHHOE 110 pa3jenam
Coneprkanue JEKITMOHHBIX 3aHATUN

Copepxanue 1ab0paTOPHBIX 3aHATHIA

CopepxaHue NPaKTUYECKUX 3aHITUN

[lepeueHpb y4eOHO-METOANUECKOTO OOECIIEUeHUs I CAMOCTOSTEIbHOM
paboThI OOYJAFOIIUXCS TI0 AUCIUILIITHE

Tembl KOHTPOJIBHBIX PabOT

TeMbl KypCOBBIX MPOEKTOB/KYPCOBBIX padOT

Mertoandeckue ykazaHus Jis 00y4aromuXxcs N0 OCBOCHUIO JUCIIUIUTMHBI
OO6pa3zoBaTeabHbIE TEXHOJIOTHU

Y4ebHOo-MeTon4Yeckoe U HH(OpMALIMOHHOE 00ecTIeueHUe TUCIIUILIIMHBI
[TepeueHb OCHOBHOM U AOMOJHUTEIBHON Y4eOHOM TUTEpaTyphl,
HE00XO0IMMOM JJIs1 OCBOCHUS AUCIUTIITUHBI

[TepedyeHp HEOOXOIMMOTO JIUIIEH3UOHHOTO U CBOOOIHO PaCIPOCTPAHIEMOTO
IPOTrPaMMHOT0 00eCrieueHHsl, B TOM YHCIIe 0T€YECTBEHHOIO MPOU3BO/ICTBA,
HCTIOJIB3YEMOT0 TIPH OCYIIECTBICHHH 00pa30BaTEILHOTO MpoIiecca 1o
JTUCITUTLINHE

[TepeueHr coBpeMeHHBIX MPOPECCHOHATBHBIX 0a3 JaHHBIX U
UH(POPMALIMOHHBIX CIPABOYHBIX CUCTEM, JIOCTYIHBIX 00yUYarOIUMCS MPH
OCBOCHHH JHCUIUTUINHBI

Onucanue MaTepuanbHO-TEXHUYECKOH 0a3bl, HEOOXOIUMON IS
OCYIIECTBIICHHS 00Pa30BaTEIBHOTO MPOIECcCa MO AUCIUTUINHE
OcobeHHOCTH OopraHu3ay 00y4eHHs 10 JTUCIUIUTMHE IS MHBAJIHUJIOB U JIULL
C OTpaHMYEHHBIMH BO3MOKHOCTSIMH 370POBBS

Crp.
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1. Ieab ocBOeHHUS TUCHHUILIHHBI.

Lenbto oCcBOGHMSI AUCHMILTUHBI «/JOKYyMeHmMUposanue ynpagieHyeckol 0esamenbHOCmu»
ABIIsIETCS (DOPMUPOBAHME KOMIIETEHIIMI OOYy4aromMxcss B COOTBETCTBUU C TpPeOOBAHUSIMHU
@denepalibHOTO TOCYJApCTBEHHOTO 00pa30BaTENbHOrO CTaHAapTa BbICIIETO0 OOpa3oBaHUs IO
HarpasieHuto noArotoBku 38.03.01 «OxkoHoMuKa.

2. IlepeyeHb IUIaHMPYEMBbIX pe3yJbTATOB 00y4YeHHs 10 AMCHHUILUINHE, COOTHECEHHBIX €
IVIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTe/JbHONH NMPOrpaMMbl

B pesynprate OCBOEHHMS TUCHUIUIMHBI OOYYAIOMIMHCS JOJDKEH OBJIAJCTh CIEIYIOIINMU
KOMIIETEHIUSMH:
YK — 4. CriocobeH ocymecTBIATh JISIOBYI0O KOMMYHHUKAIMIO B YCTHOM M IUCbMEHHOU (hopmax
Ha rOCy/IapCcTBEHHOM si3bIke Poccuiickoit denepannu 1 HHOCTPAHHOM SI3BIKE

B pe3yabTare o0CBOEHHUSI JUCHMILVIMHBI O0Oy4YallIUiics J0JKEH OBJAJdeTh
CJIeIyIOIIUMU Pe3yJIbTATAMU 00y4eHHs 10 TUCIHUIJIHHE!

3HATh.
32 VK-4.1. npaBuia ¥ 3aKOHOMEPHOCTH JIEJIOBOM YCTHON M MHCbMEHHONW KOMMYHUKALIUU.
yMeThb:

V1 YK-4.2. npuMeHATh Ha MIPAKTUKE JI€JOBYI0 KOMMYHHUKAIIUIO B YCTHON U MUCbMEHHON
(dopMmax, METObI U HaBBIKH JIEJIOBOTO OOIIEHUS HA PYCCKOM M HHOCTPAHHOM SI3bIKaX.

BJ1a/IeTh:

B2 VK-4.3. HaBbIKaMu JeNOBBIX KOMMYHUKAllMii B yCTHOW M NMUCBMEHHOW (opme Ha
PYCCKOM U UHOCTPaHHOM SI3bIKaX.

B3 VK-4.3 MeTo1uKoi cocTaBiIeHUs CYXKIEHUS B MEXKIIMYHOCTHOM JIEIOBOM OOILEHUH Ha
PYCCKOM U UHOCTPaHHOM $SI3bIKaX.

3. Mecro aucuuniaunsl B crpykrype OIIOII 6akasiaBpuara

HMuctmmummaa  B1.B.03  «/Jokymenmuposanue  ynpaenenueckoil — OessmenibHOCHU»
peanusyercs B pamkax bioka 1 «J{ucuumiuaby (MOay/H) 4acTh, GopMHpyeMasi ydacTHUKaAMH
00pa3zoBaTeIbHBIX OTHOIIICHHH.

I[ncummm{a 6a3npyeTcﬂ Ha 3HaHMAX, MNOJYYCHHBIX B paMKax H3yYCHUSA
CJIEAYOIIMX TUCHUTIINH «Ky.]'IBTypa peuu U ACII0BOC O6IJ_I€HI/IG».



4, O0BbeM IUCUHHUILIUHBI

aKaJeMHU4Y€CKUX YacoB,

3a4YeTHBIX eJUHHIAX
BbIICJICHHBIX HAa KOHTAKTHYI Ppadory ol0y4yalommxcsi ¢

C YKazaHueM KoOJHu4eCTBa

npenogaBarejieM (M0 THIAM Y4YeOHbIX 3aHATHH) M HAa CaAMOCTOSITEJIbHYIO PpadoTy

00y4arIMuXCcs

®opMma o0ydeHust

Ounas

OuHo-3204HAA

1

2

3

TpynoeMKoCTh B 32a4€THBIX
eIMHULAX:

2 cemecTp — 3 3.¢.;
Bcero - 3 3.e.

6 cemectp — 3 3.¢.;
BCero — 3 3.e.

Jlextmn (JI)

YueOHbIM NIAHOM He
npeoycMompenbl,

VUEeOHbIM NIAHOM He
npeodycMompenul,

JlaGoparopusie 3anartus (JI3)

2 cemectp — 34 yaca;
Bcero - 34 yaca

6 cemecTp -36 4yacos,;
Bcero - 36 yacoB

[paxTuaeckue 3austus (113)

VueOHbLM NIAHOM
He npedycMompeHbl

VUEOHBIM NAAHOM
He npedycMompeHbl

CamocrosrenbHas pabora (CP)

2 cemectp — 74 4aca;
Bcero — 74 yaca

6 cemecTp — 724aca;
BCero - 72 yaca

dopma TeKyLIero KOHTPOJIst:

Konrtponbnas padota

cemecTp - 2 cemecTp - 6
dopMa NPoMe:KyTOYHOI aTTeCTAIUN:
OK3aMeHBbI 2 cemectp 6 cemectp
YYEOHbIM NIAHOM V4eOHbIM NAAHOM
3auer

He npedycmMompenvl

He npedycmompeHbl

3aueT ¢ OIeHKOU

VueOHbLM NIAHOM
He npedycmMompeHbsl

VueOHbIM NAAHOM
He npedycmMompeHsl

Kypcosas pabora

YYeOHbIM NIAHOM
He npeodycmompenvl

YueOHbIM NAAHOM
He npeodycmMompenl

KypcoBoii npoext

VueOHbIM NIAHOM
He npedycmMompeHbsl

VueOHbIM NAAHOM
He npedycmompeHsl




5. Conep:kanne TMCHMILIMHBI, CTPYKTYPHPOBAaHHOE 10 pPa3/jejaM ¢ YKa3aHHEM OTBEIEeHHOI0 HA HUX KOJUYECTBA aKAJAeMHYeCKHX
4acoB M TUIIAM Yy4eOHbIX 3aHATHI

5.1. Pazaennl TUCHUIIMHBI M TPYAOEMKOCTD 110 THIIaAM y‘leﬁHBlX 3aHSATHH U paGOTBI Oﬁy‘lalOIIII/IXCH (B AKAACMHUICCKHUX '{acax)

5.1.1. Ounas ¢popma 00yueHust

Ne Pazpen aucuuninHel @ Pacnpenenenne TpyroeMKkocTH pasiena (B dDopma TeKyLIero
n/m (1o cemecTpam) S é = yacax) 110 THIIAM Y4eOHBIX 3aHATHI U KOHTPOJIS H
g2 2 padoThI 00y4aoIuXCs MPOME:KYTOYHOIH
é 3 3 KOHTAKTHAsA ATTECTAIHA
9 T @)
2 a 3 n3 CP
1 2 3 4 5 6 7 8 9
1. Paznen 1. JlokymeHTHpOBaHME yTIpaBIEHYECKOM Konrtponbnas pabora,
nesitenbHoCcTd B PO. YHUpUKANS 1 12 2 6 6 Dx3ameH
CTaHJapTru3alnrd JOKYMCHTOB.
2. Paznen 2. Cuctema opranu3ayioHHO- 20 2 6 14
PacHOPSAUTENIHPHON JOKYMEHTALNH
3.
Paznen 3. JloroBopHO-TIpaBOBas JOKyMEHTAITHSI.
JlokyMeHTaIus 110 BHEIITHEIKOHOMHYECKOM 18 2 6 12
JeATeIbHOCTH
4. Paznen 4. JlokymeHTanus mo TpyA0BbIM 20 5
MIPaBOOTHOIIIEHUSAM 6 14
. Paznen 5. [IpeTeH3UOHHO - UCKOBAs TOKyMEHTAIIHS 18 2 4 14
6. 6
Pasnen 6. Opranu3saiiust paboThI ¢ JOKYMEHTaMU 20 2 14
Hroro 108 34 74

5.1.2. 3aounas ¢popma odyuenus

OIIOII we nmpexycMoTpeHa.




5.1.3. OuHo-3204Hasi popMa 00yUeHHUSsI

Ne

Pazgen nucuuninHbl 2 = Pacnpenenenue TpynoeMkocTu pasaesa (B dopMa TeKylIero
n/n (mo cemecTpam) S = Yyacax) Mo THNaM y4eOHbIX 3aHATHIl U padoThI KOHTPOJISI U
& o
: g S 00y4yaromuxcs NMPOMEKYTOUHOI
8 « 3 KOHTaKTHas arrecTanuu
[P}
@ = J J3 n3 |Cp
1 2 3 4 5 6 7 8 9
1. KoHnTtponsHas padota
Paznen 1. JlokyMeHTHpOBaHUE yIpaBIEHUYECKOM OKk3ameH
nesitenbHOCTH B PO, YHubukaus u 12 6 6 6
CTaHIapTH3aLHUs TOKYMCHTOB.
2. | Paszgen 2. CucreMa OpraHM3alMOHHO- 20 6
PacCTOPSAUTENBHON TOKYMEHTAITIH 6 14
3. Paznen 3. JloroBopHO-TIpaBOBas TOKyMEHTAITHS.
JlokyMeHTanus o BHEUTHEAKOHOMHYECKON 18 6 6 12
JIeSITEITBHOCTH
4. Paznen 4. JlokymeHTanus 1o TpyJa0BbIM 20 6
MIPaBOOTHOIICHHSIM 6 14
5.
Pazpen 5. IIpeTeH3MOHHO - UCKOBas JOKYMEHTALIMS 18 6 6 12
6. | Pasnen 6. Opranusaius padboThl C TOKyMEHTaMHU 20 6 6 14
HToro 108 36 72




5.2. Copep:xaHue TMCUUILUINHBI, CTPYKTYPHPOBaHHOE N0 pa3aesaM

5.2.1. Coneprxanue JeKIHOHHBIX 3aHATHH «YUeOHbIM NIAHOM He NPEOYCMOMPEHbL»
5.2.2. Conep:xkanue J1a00paTOPHBIX 3aHATHIA

HaumeHnoBaHue pazaeJa

Ne Conep:xanue
TUCIUTIIMHBI
1 2 3
1 Bxoanoe tectupoBanue. JIOKyMEHTHI M TOKYMEHTOOOOPOT B

Pazgen 1. [JokymeHTHpOBaHUE
YIIPABJICHUECKOU
messTeIbHOCTH B PO,
YHaudukanus u
CTaHAApTU3AINS TOKYMEHTOB

OyxranrepckoM ydere. OCOOCHHOCTH 3aIIOJIHCHHS
YHH(DHUIHPOBAHHBIX (DOPM IIEPBUYHOM YUETHOMN TOKYMEHTALINH.
VcnipaBiieHue TOKyMEHTOB OyXrairepckoro ydera. [lpasuna
BAKOHOMEPHOCIU, NPUHYUNDBL COCMABIICHUS 2DAPDUKA
OOKYyMeHmoobopoma 6 yensx oyxeanmepckoeo ywema. JlaHHbIC
3aHECTH Ha 3JEKTPOHHBINM HOCcUTENb B opmare Word.

Paznen 2. Cuctema
OpraHU3alMOHHO-
pacrnopsauTeIbHON
IMOKyMEHTALIUI

I Ipasuna, 3axonomMepHOCMU, NPUHYUNBL NOCMPOEHUS U MEMOOUKA
cocmasnenuss nucomenHou nokymenrtauu. OgopmiieHue
[losoxxeHus o OyxrajiTepuu.

Odopmienus npukasza 06 UTOrax PeBU3HUH M0 COCTABICHUIO U
cmade Oyxranrepckoi ((PMHAHCOBOI) OTYETHOCTH.

Odopmienue 3asBiIeHUs 0 peAocTaBieHuu JbroTsl mo HADJL
MeTouKa cOCTaBIEHUS JOKHOCTHON MHCTPYKIIMHU OyXrajirepa.
OdopmieHne cripaBKku, IPOTOKOJA. CIYKEOHbIX nuceM. J[aHHbIe
3aHECTH Ha JICKTPOHHBIH HOCUTENb B opmate Word.

Pazgen 3. JJoroBopHO-
[paBoBas JOKYMEHTALHS.
/TokymeHTanus 1o
BHEILIHEAKOHOMUYECKOU
NEeSATENBHOCTH

byxrantepckoe cOpoBOXKIEHUE JOrOBOpPa MOCTABKH.
OdopmiieHne akTa HHBEHTApU3aLMU MaTepUaIbHBIX [IEHHOCTEH,
OdopmiieHre TOBEPEHHOCTHU Ha MOJy4eHHE MaTepHalbHbIX
neHnocteir. Opopmienne XXypHana peructpayu u yaera
noBepeHHocTell. OdopMiieHne KOHTPAKTa, MEXTYHAPOJHOTO
MICbMA HA OCHOBE NPABUT U 3AKOHOMEPHOCMEL 0el06bIX
KOMMYHUKAYUL 8 NUCOMEHHOU YOpMe HA PYCCKOM U UHOCMPAHHOM
s13b1Kax. JlaHHbBIE 3aHECTH Ha 3JIEKTPOHHBIN HOCUTENb B (hopmare
Word.

Pazgen 4. JlokymeHTarus mo
TPYAOBBIM IPABOOTHOLIECHUSIM

TpynoBoii norosop o npuéme Ha paboTy KOHTpakT. OOpa3Ibl
TPYJIOBBIX IOTOBOPOB M KOHTPAKTOB, NpaAsUla U 3aKOHOMEPHOCU
Ha pycckom u unocmpanusix azvikax. OdopmieHne npukasa o
MPEMUPOBAHUM COTPYAHUKOB Oyxrantepuu. CocTaBieHne
rpaduKa OTIYCKOB COTPYIHUKOB OyXTaaTepHH, TUYHON KapTOUKH.
JlanHbIe 3aHECTH HA AJIEKTPOHHBIN HOocuTenb B popmate Word.

Pazgen 5. IIpeTeH3uOHHO -
CKOBasi TOKyMEHTAIUS

O¢OPM/Z€HM€ NPEemeH3UOHHbIX NUcCemM, UCKOB6020 3Aas61€HUA C
yuemom npaguii 0e1080l KOMMYHUKAYUU HA PYCCKOM U
anenutickom s3vike. JlaHHBIE 3aHECTU HA DJIEKTPOHHBIN HOCUTEIND B
bopmate Word.

Paznen 6. Opranuzanus
paboTHI C TOKYMEHTaMH

IMemooukotl cocmagnerust CyHcOeHUs: 8 MeHCTUUHOCTNHOM
0es1060M 0OWeHUU HA PYCCKOM U UHOCMPAaHHOM s3bikax. [IpaBuiia
1 3aKOHOMEPHOCTH JIeJIOBOM MUCbMEHHOM JOKYMEHTAIUU:
COCTABJICHUEC aKTa O BBIACIICHUU K YHI/I'-ITO)KGHI/IIO }IOKYMeHTOB, B
TOM YHCIIe OyXTaNTepCKUX PETUCTPOB, HE MOAIEKAITUX
xpaHeHHnto. CoCcTaBJIE€HHUE CIATOYHOM ONMCH MPH Mepeiayde ea B
apxuB. J[aHHbIE 3aHECTH Ha DJIEKTPOHHBIN HOCUTEIND B (hopmare
Word.

Toropoe TCCTUPOBAHMUC.

8




5.2.3. IlpakTr4yeckune 3aHSATUS

«y4e0HBbIM IUIAHOM He NPeayCMOTPEeHbD»

5.2.4. IlepeyeHb Y4eOHO-METOAUYECKOr0 OOecmeYeHUsi AJIsi CaMOCTOSITEJIbHOH PadoThl
00y4aoIuXcs M0 JUCIHUIIIHHE

Ounas ¢popma o0y4eHus1

HaunMeHoBaHme pa3aena YuyebHo-
Ne Coaep:xanue
AUCTUTITHHBI MeTou4ecKoe
obecneyenne
1 2 3 4
1. [ToHsITHE O JOKYMCHTHPOBAHUH. [11, [2], [3]
Paznmen 1. 006513aTeNbHOCTh JOKYMEHTUPOBAHUS
/lokyMeHTHpOBaHwE mHpOpMaLuH. 3aKOHOAATENbHBIE aKThI,
yIIpaBJIEHYECKOM [PETTIAMEHTHPYIOIINE OPTraHU3aIHI0 PAOOTHI C

nesiTeIbHOCTH B PO.
YHubukanus u
CTaHIApTU3ALML
ITOKYMEHTOB

MOKyMEHTHpOBaHHOU MH(OopMarmen
(Denepanbuelii 3akoH PO «O06 nndopmanym,
MH(GOPMALMOHHBIX TEXHOJOTHUAX U O 3aIlUTE
nH(bopMarum», Tpynosoit konekc PO u mp.).
OcHOBHBIE CITOCOOBI JOKYMEHTHPOBAHHUS.
MatepuanbHble HOCUTETH HHPOPMAIH U X
BIMSIHUE HA IOJITOBEYHOCTh U COXPAHHOCTh
IMoKyMeHTa. BiusiHne HayyHO - TEXHHYECKOTO
[porpecca Ha JOKYMEHT U IOKYMEHTHPOBaHUE.
TexcToBble, rpaguyecKye, MAIIMHOYUTAEMbIE
IMOKyMEHTHI, POTOAOKyMEHTHI. [loHsATHE
«JIEKTPOHHBIN JOKYMEHT.

VYHudukanus u cTaHAapTU3aLUs JOKYMEHTOB,
YHU(UIIUPOBAHHBIE CUCTEMbI JOKYMEHTALUN
[MoxroroBka K J1abopaTopHOi padboTe
[MoaroToBka K KOHTPOJIBHOM padoTe
[MoaroToBka K 3K3aMeHY
[TonroToBKa K MTOTOBOMY TECTHPOBAHHIO.

2. IPazgen 2. Cucrema
OpraHU3aIMOHHO-
pacopsAUTENLHON
I[OKYMCHTaHI/II/I

YHUuGUIMpoBaHHAs CHCTEMa OpraHU3alIMOHHO-
pactiopsinutenbHoi qokymenTarmu (Y COPJI)
Dopmynsap-o6pazer opraHU3aOHHO-
pacriopsinuTensHoi nokymeHTanuu (OPJ])
PeXBU3HUTEI 1 OJIAHKH.

[ToxroroBka Kk J1abopaTopHOil paboTe
[ToaroToBKa K KOHTPOJILHOM padoTe
[ToaroToBKa K 3K3aMEHY

[TonroToBKa K NTOTOBOMY TECTHPOBAHUIO.

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

IPaznen 3. JloroBopHO-
MpaBoBasi JOKYMEHTALIUS.
JToxymeHTamus no
BHEIITHEIKOHOMHUYECKOM
MeATEeIbHOCTH

Hasnauenue u cTpoeHHE TOTOBOpA.

[MpaBuna oopMiteHUs] aKTOB B OPTaHU3AIINH.
[Topsmox odhopMIIeHHS 1 pETHCTPaIH
IMOBEPEHHOCTEH.

[Topsimok ohopMITeHUS MEXKTyHAPOTHBIX
KOHTPAKTOB.

[TpaBuiia U GOpMBI IEPETUCKH C 3apyOEKHBIMHU
MapTHEPaMH.

[MoaroroBka K KOHTPOJILHOM padoTe
[ToxroroBka Kk J1abopaTopHOil paboTe
[ToaroroBka K SK3aMeHY

[TonroToBKa K NTOTOBOMY TECTHPOBAHHIO.

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

4. [Pasnen 4. JlokymMeHTanus 1o
TPYZAOBBIM
[PaBOOTHOILEHUAM

[MocienoBaTenbHOCTH OPOPMIICHUS
IMOKYMEHTOB IIpU IpHEMe Ha padoTy.

HpI/IKa3BI 110 JIMYHOMY COCTABY U UX OTJINYHUC

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




OT JIPYTUX MPUKA30B.
DYHKINY ¥ Ha3HAYEHHE [ITaTHOTO
[pacTicaHusl.

[Mopsimok ohoOpMIICHHS U PACTOPIKECHUS
TPYAOBOTO IOTOBOPA.

Hasnauenue nuuHON KapTOouku. TpynoBas
KHIDKKA U €€ XapaKTEePUCTHKA.
[MoxroroBka Kk 1abopaTopHOil paboTe
[ToaroToBka K KOHTPOJIBHOM padboTe
[ToaroToBka K sK3aMeHy

[ToaroToBKa K UTOTOBOMY TECTUPOBAHMUIO.

MCKOBasg JOKYMCHTAIIUA

IPaznien 5. [IpeTeH3UOHHO -  BasBICHUA.

[Topsimok ohopMITEHUS TIPETCH3UH U HICKOBOTO

PaboTa c sxanobamu 1 0OpalieHUSMH TPaXKIAH.
[MoxroroBka Kk J1abopaTopHOil paboTe
[ToaroToBKa K KOHTPOJIBHOM padboTe
[ToaroToBka K 3K3aMEHy

[ToAroTOBKa K HTOTOBOMY TECTHPOBAHHIO.

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

IPaznen 6. Opranuzanus
paboTHI C TOKyMEHTaMH

Cy»0a TOKYMEHTAIIHOHHOTO 00eCTIeUeHUS
yrpaBieHus. TpeOoBaHUS K OpraHu3auu
IMOKyMEHT0000pOTA.

OpraHu3zanyst mpuemMa, pacCMOTPEHHS,
PETHCTpaly U HCTIOJIHEHNUS JOKyMEHTOB.
MupopmaimoHHO-cripaBoyHas pabota B
YCIIOBUAX IMMPUMEHCHUA KOMITbIOTCPHBIX
TEXHOJIOTUH.

KOHTpOJIb NCTIONHEHHS JOKYMEHTOB.
OpraHu3zaiys OnepaTuBHOTO XpaHEHUs
mokyMeHToB. HoMeHKItaTypa nen, skcriepTusa
[IEHHOCTH JIOKYMEHTOB, OPSJIOK YHHUTOKCHHUS
ITOKYMEHTOB U 0(hOpPMIICHUSI Pe3yJIbTaTOB
PKCIEPTU3BI, TIOATOTOBKA ST K ApXUBHOMY
XPaHEHHIO.

[MoxroroBka K J1abopaTopHOil padboTe
[MoaroToBka K KOHTPOJIBHOM padoTte
[MoaroToBka K SK3aMeHY

[ToAroToBKa K HTOrOBOMY TECTHPOBAHHIO.

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

OuHo-3a0uHasi popma o0yueHunst

HaumenoBanue Y4eOHo-
Conep:xanue
pasziesia THCHUILIHHBI METOANYeCcKOoe
olecneyeHne
2 8 4
1. [Pazgen 1. [Tonsitre o fokymeHnTHpoBaHUH. O0A3aTENFHOCTD [1], [2], [3]
JTOKyMEHTHPOBaHHE ITOKYMEHTHPOBaHHsI HH(POPMAIIHH.
YIIpaBJICHYECKOM 3aKOHOATENBHBIE AKThI, PErJIaMEHTUPYIOIINE

nesrenbHOCTH B PO.
Yaudukanus u
CTaHIapTU3AIIHS
ITOKYMEHTOB

OpraHu3alnio PadOTHI C JOKYMEHTHPOBaHHON
nH(popmarueit (Penepansubiii 3ak0H PO «O0
MHpOpMAaIUK, UHOOPMAIIMOHHBIX TEXHOJIOTHSIX 1 O
samurTe nHopMauun», TpynoBoi kogexc PO u ap.).
OCHOBHBIE CITOCOOBI IOKYMEHTHPOBAHUSI.
MarepuanbHble HOCUTETH UHPOPMAIH U HX
BIIUSTHUE HA JOJTOBEYHOCTh U COXPAHHOCTh
TOKyMeHTa. BiusiHue Hay4HO - TEXHUUECKOTO

[porpecca Ha JOKyYMEHT U JOKYMEHTHUPOBAHUE.




TexcToBbIe, rpadyecKue, MAIIMHOYNTACMBIC
IMOKYMEHTBI, OTOJOKyMEHTHI. [ToHsATHE
«QJICKTPOHHBIN JTOKYMEHT.
YHubukanus 1 craHaapTH3anus JOKYMEHTOB,
YHHDUITUPOBAHHBIC CHCTEMBI JOKYMEHTAIHH.
[ToaroToBka k mabopaTopHOU padoTe
[MoaroToBKa K KOHTPOJILHOM paboTe
[MoaroToBKa K SK3aMeHY
[ToaroTOBKa K HTOTOBOMY TECTHPOBaHUIO.

" [Pasgen 2. Cucrema
OpraHu3alOHHO-
[pacTopsAInTENbHON
ITOKyMEHTALUU

YHubUIMpoBaHHAs CHCTEMa OPTaHU3AIMOHHO-
pacniopsiautensHol nokymenTtanuu (Y COPI).
Dopmysip-00paser opraHu3aoOHHO-
pactiopsiauTenbHOi moxkymenTarwm (OPJT).
PexBu3uTHI M O1aHKH.

[MoaroroBka Kk J1abopaTopHOil paboTe
[ToaroToBka kK KOHTPOJIBHOM paboTe
IToaroToBka K 3K3aMEHy

[ToaroToBKa K MTOTOBOMY TECTHUPOBAHHIO.

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

Paznen 3. JloroBopHO-
MpaBoBasi JOKYMEHTALIHS.
/ToxymeHTamus no
BHEIIIHEAKOHOMUYECKOMN
MesTeTbHOCTH

HaznaueHue u cTpoeHue 10roBopa.

[IpaBuna oopmieHuUsI aKTOB B OPraHU3aLNH.
[Mopsimox ohopMIIEHHS U pETUCTPALUN
TOBEPEHHOCTEM.

[opsinox odopmiieHHS MEKIYHAPOTHBIX
KOHTPaKTOB.

[MpaBuiia 1 GOpPMBI IEPEIUCKH C 3apyOSIKHBIMU
MapTHEPaMH.

[ToxroroBka Kk 1abopaTopHOil paboTe
[MoaroToBka K KOHTPOJIBHOH padoTe
IToaroroBka K 3K3aMEHY

[ToaroToBka K HTOrOBOMY TECTHPOBAHHUIO.

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

Paznen 4. JoxkymeHTarus
M0 TPYAOBBIM
MPaBOOTHOIICHUSIM

[MocnenoBaTenbHOCTh OPOPMIICHHUS TOKYMEHTOB MPH
preMe Ha padoTy.

ITprkasbl 10 TMYHOMY COCTAaBY U UX OTJIMYHE OT
NMPYTUX TPUKA30B.

OyHKIIMK 1 Ha3HAYEHHE MITATHOTO PAaCIUCaHUSI.
[opsinox odopMIIEHHUS U PACTOPKEHUS TPYAOBOIO
morosopa.

Hasnauenue nuuHON KapTOUKU. Tpy1oBast KHMKKA U
ee XapaKTepUCTHKA.

[ToxroroBka Kk J1abopaTopHOil paboTe

[MoaroToBka K KOHTPOJIBHOM padoTte

TToaroToBka K 3K3aMeHY

[ToaroToBka K HTOrOBOMY TECTHPOBAHHIO.

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

IPaznen 5. [IpereH3uOHHO
- ICKOBas JIOKYMEHTAIIUS

[Mopsimox odhopMIeHHs TPETEH3UH 1 HCKOBOTO
3asIBIICHUSI.

PaboTa ¢ )xanobamu 1 0OpaIeHHSIMU TPaXKIaH.
[MoxroroBka Kk J1abopaTopHOil paboTe
[MoaroToBka K KOHTPOJILHOM padoTe
TToaroToBka K 3K3aMeHY

[ToAroToBKa K UTOTOBOMY TECTHPOBAHUIO.

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

_|Pazmen 6. Opranusanus
paboThI C TOKYMEHTaMH

Cry»0a TOKYMEHTAIIMOHHOTO 00eCTICUeHUS
ynpasneHus. TpeGoBaHNA K OpraHU3alnun
IMOKyMEHTO000poTA.

OpraHu3anus npuemMa, pacCMOTPEHHUS, PETUCTPAITUT
M UCTIOJTHEHUS JJOKYMEHTOB.
MHbopMalmoHHO-CcIIpaBovHasi paboTa B YCIOBHSIX

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




MPUMEHEHHUS KOMITBIOTEPHBIX TEXHOJIOTHIA.
KoHTpOJIb UCTIOTHEHHS JOKYMEHTOB.

OpraHu3aiyst OepaTHBHOTO XPaHEHHS JOKYMEHTOB.
Homenkatypa aei, SKCrepTH3a IICHHOCTH
MOKYMEHTOB, TIOPSJIOK YHUYTOXKEHHS JOKYMEHTOB H
oopMIIeHUS pe3yIbTATOB IKCIIEPTH3HI, OJTOTOBKA
e K apXUBHOMY XpaHEHHIO.

[MoaroroBka K J1abopaTopHOil paboTe

[ToaroToBKka K KOHTPOJILHOM paboTe

[ToaroToBKa K 3K3aMeHY

IToAroTOBKA K HTOTOBOMY TECTHPOBAHHIO.
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5.2.5. Tembl KOHTPOJILHBIX PadoT
Ponp nokymenTa B cepe npasa 1 ynpaBiIeHuUs.
JIOKYMEHT: OCHOBHBIE ITOHSATHS, CIIOCOOBI JOKYMEHTUPOBAHUS.
WNudopmanus 1 10KyMeHT.
YHuuKanus W CTaHJApTU3alMsl KaK OCHOBHOE HAlpaBlIEHHE COBEPIICHCTBOBAHUS
nokymeHToB. 'OCTs1 Ha YC/I. Cuctembl JOKyMEHTALUU.
XapakTepucTuka, coctas U cojepxkanue aeicrpyromero 'OCTa.
CocraB pekBusutoB OP/I, npaBuiia ux oopmieHus.

. IlpaBuna odopmiieHHs, H3TOTOBJICHHUS, y4eTa, WCIOIb30BAaHUS U XpaHEHUs OJIAHKOB

OpraHM3alMH.
XapakTepUCTHUKA U COCTaB OPTaHU3ALMOHHBIX JOKYMEHTOB.
XapaKkTepuCTUKA U COCTAB CIPAaBOYHO-UH(POPMALIMOHHBIX JOKYMEHTOB.
XapakTepuCcTHUKa U COCTaB PaCHOPSIUTEIbHBIX JOKYMEHTOB.
OcobenHoctu oopmieHns: KapoBOi JTOKyMEHTALHUH.
YHuduuupoBanHsie GOPMBI TOKYMEHTALUHU TI0 TPYY.
JlenonpousBoACcTBO Kak (YHKIMS YOpPaBICHMs, COBPEMEHHbIE TpeOOBaHUSA K €ro
OpraHH3alMH.
Cnyx0a JOKyMEHTAallMOHHOTO oO0ecredeHusi ynpaBieHHs: (YHKIMH, CTPYKTYpa,
JOJDKHOCTHOM COCTaB, HOPMATHBHBIE MATEPUAJIBI.
OOue NPUHIMIBI OpPraHU3alMd JTOKyMeHTooOopoTa. OCHOBHBIE 3Tambl TEXHOJIOTHUH
paboThI C TOKYMEHTAMH.
[TepBoHauanbHas 00pabOTKa TOKYMEHTOB B YUPEKICHHUH.
TexHOoI0rus paCCMOTPEHMS JOKYMEHTOB B YUPEKICHUN.
Perucrtpanuss [OKyMEHTOB Kak IIpollecC CO3JaHus OaHKa JaHHBIX O JOKyMEHTax
OpraHH3alMH.
KOHTpob HCIoIHEHUsT JOKYMEHTOB.
Opranu3zanys OTIpaBKU JOKYMEHTOB.
OcHOBHBIE TPeOOBaHM K OpraHU3allli XpaHEHUS UCIIOJTHEHHBIX JOKYMEHTOB.
Bunet Homenknatyp nen. [Hopsnok cocraBiaenust U opopMIeHHUS.
Cpoku XxpaHEHHsI TOKYMEHTOB.
IIpaBrna mOArOTOBKY €I K c/laye B BEJOMCTBEHHBIN apXHB.
ApXHMBHOE XpaHEHHE JOKYMEHTOB.
CocTaB HOpPMaTHBHBIX JOKYMEHTOB, pErjlaMEHTUPYIOUIMX COCTaBJIEHHE U OQOpMIIEHUE
JOKYMEHTOB, UX XapaKTEPUCTHUKA.
CoctaB HOPMATHUBHBIX JOKYMEHTOB, pErJIaMEHTUPYIOIIMX OpraHu3aluio padoThl ¢
JOKYMEHTaMH B YUPEXKACHUH, UX XapaKTEPUCTHKA.

5.2.6. KypcoBble npoeKTbl/ KypcoBble padoThl
«y4eOHBIM IIJITAHOM HE MPEAyCMOTPEHBD»




6. MeTOHI/I‘IECKl/Ie YKa3aHuA 1JId oﬁyqamumxcsl 0 OCBOCHHMIO TN CHUIIJIMHBI

OpFaHI/I3aHI/Iﬂ ACATCIIBHOCTU CTYACHTA

JlaGopaTopHbIe 3aHATHS
PaboTa B COOTBETCTBHHY C METOJIMYECKIMH YKA3aHHUSIMH T10 BHITOJHEHUIO TA0OPATOPHKIX padoT.

CamocTosiTeJJbHAsE padoTa

CamocTosTenbHas paboTa CTy/ICHTa HaJl YCBOSHHEM yU4eOHOTO MaTrepuaia 1o yueOHoi
TUCITATIINHE MOYKET BBITIOTHATHCS B TOMEIICHUSX IS CAMOCTOSTEITLHOM padoOTHI, a TAK)KE B
JoMamrHUX ycnaoBusx. CofiepxaHie CaMOCTOSITEIILHON pabOThI CTyIEHTa ONPECIIIeTCS YUeOHOM
MPOTPaMMON TUCHUTIINHBI, METOIMYECKUMU MaTepUaIaMHt, 3aJaHUSAMH U YKa3aHUSIMHU
MpeToIaBaTes.

CamocrosiTenbHast paboTa B ayANTOPHOE BPEMST MOXKET BKITIOYATh:

— BBINIOJIHEHUE KOHTPOJIBHBIX PadoT;

— paboTy co CIIpaBOYHOW U METOAWYECKON JIUTEPATYPOH;

— paboTy ¢ HOpMaTHUBHBIMU IPAaBOBBIMH aKTaMU;

— ydJacTue B TECTUPOBAaHUH U Jp.

CamocTosTenpHas paboTa BO BHEAYTUTOPHOE BPEMS MOXKET COCTOATH U3:

— H3y4YeHUsl yueOHOW U HayYHOH JTUTEePaTyphl;

— M3Y4YeHHsI HOPMAaTUBHBIX MTPABOBBIX aKTOB (B T.4. B AJIEKTPOHHBIX 0a3aX JaHHBIX);

— TIOATOTOBKH K TaOOPaTOPHBIM 3aHSATHUSIM;

— TIOATOTOBKH K KOHTPOJBHEIM paboTaMm, HTOTOBOMY TECTHPOBAHHUIO U T.1I.;

— BBIJICJICHHE HanOoJIee CIOXKHBIX U MTPOOIIEMHBIX BOIIPOCOB IT0 U3YYaeMOl TeMe, MOTyIeHHe
Pa3bsACHEHHHA W PEKOMEHIAINH 110 TaHHBIM BOTIPOCAM C MpEnoaBaTeNsaMu Kadeaphl Ha X
€KEHEJIeNIbHBIX KOHCYJIbTaIUIX.

- IPOBEICHUE CAMOKOHTPOJIS IyTEM OTBETOB Ha BOIIPOCHI TEKYILIETO KOHTPOJIS 3HAHUIA, PEILICHUS
MIPEICTaBICHHBIX B y4eOHO-METOIMIECKIX MaTepraiax Kadeapsl 3a1a4, TECTOB, HATIMCAHUS
pedepatoB u dcce M0 OTAENBHBIM BOITPOCAM U3y4aeMOW TEMBI.

KonrpoanHas padora

Teoperuueckasi 1 IpakTHYECKast YaCTH KOHTPOJIBHOM PabOThI BHIIOIHSIOTCS 10 YCTAHOBJICHHBIM TEMaM
(BapraHTaM) C HCIOIb30BAaHUEM ITPAKTUUECKUX MATEPHAJIOB, [TOJIYUYEHHBIX Ha JIAOOPATOPHBIX 3aHATHSX.
K xaxoii TeMe KOHTPOJILHON paboThl pEKOMEH TyeTCsl IPUMEPHBIH MepeueHb OCHOBHBIX BOTIPOCOB,
CIHMCOK HEOOX0AMMOM JuTeparypbl. HeoOX0auMo U3yUHTh TUTEPATYPY, PEKOMEHAYEMYIO VIS
BBITIOJTHEHUS] KOHTPOJIbHON paboThl. UTOORI IIOJIHEE PACKPBITH TEMY, CIEAYET UCTIONB30BATh
[MTOTIOTHUTENBHBIE UICTOYHUKHU U MaTepHalibl. IHCTPpYKIUS 10 BBITIOJHEHUIO KOHTPOJIHHOM paboThI
HaXOJUTCsl B METOAMYECKUX MaTepraiax 1o JUCLUILINHE.

IloaroTroBKa K K3aMeEHY
[TonroToBKa CTYJIEHTOB K 3K3aMEHY BKJIFOUAET TPU CTAUH:

— caMocCTOsATeNbHas padoTa B TeueHHe yaeOHOro Toja (cemecTpa);
— HEMOCPEJCTBEHHAs MOJrOTOBKA B THH, MPEIIICCTBYIONIHE 3K3aMCHY

— MOATrO0TOBKA K OTBETY HAa BOIIPOCHI, COACPKAINIUCCS B ounere.

7. Obpa3oBaTe/ibHbIe TEXHOJIOTHHU
[Tepeuens 00pa3oBaTENBHBIX TEXHOIOTHMA, HCIIONB3YyEMbIX TIPU U3YUYEHUU TUCITUTLIAHBI
«/[oKymenmuposanue ynpaeienyecKkoil 0esameabHoCmu»



TpaaunuoHHbie 00pa3oBaTebHbIE TEXHOJIOTHU

Jucuunnmna «/[oKkymenmuposanue ynpagieH4ecKkoll 0eamenbHoCmu» npOBOJIUTCS C
UCIIOJIb30BAaHUEM TPAJUIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHI OPHEHTUPYIOIIUXCS Ha
OpraHu3aIio 00pa30BaTEIBHOTO MPOLECCa, MPEANOIATAIONIYI0 IPAMYIO TPAHCISIHMIO 3HAHUH
OT TMpemnojaBaTeNss K CTYIEHTY (IPEUMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIbHO-
HWIUTIOCTPATUBHBIX MCTOOOB 06yqu1/1;1), y‘IGGHaH ACATCIIBHOCTE CTYACHTA HOCHUT B TaKHX
YCIIOBUSIX, Kak NPaBUIO, PENPOAYKTUBHBIA xapakrtep. DopMbl Y4eOHBIX 3aHATHI 10
JUCLUIUINHE «/[OKyMenmuposanue ynpaeneH4eckoil 0eamenabHOCmu» C WUCIO0JIb30BaHUEM
TPaJAULMOHHBIX TEXHOJIOTHIl:

JIaGoparopHoe 3aHSITHE — OpTaHU3aIKs y4eOHOU padOThI C pEATbHBIMU MaTEPHATbHBIMH
U UHGOPMAIMOHHBIMU OOBEKTaMH, SKCIIEpUMEHTalbHAs padoTa ¢ MOJEISIMHU pealbHBIX
00BEKTOB.

HNHTepakTHBHBIE TEXHOJIOTHH

[lo  nmucuumnube  «/[oOKymenmuposanue  ynpaenieHuecKou  0esAmenabHOCHmU»
7a00paToOpHbIE 3aHATUS IPOBOJATCS C HCIIOJIB30BAHUEM CIEAYIOLIIMX HHTEPAKTUBHBIX
TEXHOJIOTUM:

Pabora B ManpIX rpymnmax — 3TO OJHA M3 CaMBIX IMOMYJISIPHBIX CTPATErWid, TaK KaK OHa
JaeT BceM oOydwarommmcs (B TOM YHCII€ M CTECHUTEIbHBIM) BO3MOXKHOCTH y4acTBOBAaTh B
paboTe, MPaKTUKOBATh HABBIKM COTPYIHHUYECTBA, MEXKIMYHOCTHOTO OOMICHUS (B YacTHOCTH,
YMEHHE AaKTHUBHO CIIylIaTh, BbIpaOaThiBaTh o00Ilee MHEHHE, pa3pelaTh BO3HUKAIOIINE
pasHornacusi). Bce 310 yacTo OpIBacT HEBO3MOKHO B OOJIBIIIOM KOJIJICKTUBE.

PoneBbie urpel — coBMecTHas AESITENLHOCTh TPYIIBI 00yYaIONINXCA U MPENoIaBaTes
IOl YNpaBJIICHUEM TIpenojaBaresi C IEeNbI0 pelIeHUs] y4eOHbIX U MpodecCHOHAIBHO-
OpPUEHTUPOBAHHBIX 33/1a4 MYTEM UTPOBOTO MOJEIHPOBAHUS PEAIbHOM MPOOJIEMHOI CHUTYyaluu.
[To3BossieT oOLEHWBAaTH yYMEHWE AaHAJIM3UPOBATH W peIIaTh TUIWYHBIE NPOPECCHOHATBHBIE
3aJ1auH.

NudopmanuoHHO-KOMMYHMKAIIMOHHBIE  00pa3oBaTejibHbIe  TEXHOJIOTMH  —
oprasHu3zaiysi 00pa3oBaTeIbHOTO MPOIlecca, OCHOBAHHAS HAa MPUMEHEHUH CHEeMaTIU3UPOBAHHBIX
IPOrPaMMHBIX CPeJl M TEXHUYECKUX CPEICTB pabOThI ¢ MH(OpMALIUEH.

Jucnunnnna «/[oKkymenmupoeanue ynpagienueckoi 0esamenabHoCnmu» MpOoBOIUTCS
€ MCNOJIb30BAHHEM WHHOBALIMOHHBIX METO0B B BBICIIEM 00pa30BaHHUU, KOTOPBIE BKIIIOYAIOT
B ce0sl MCIOJIb30BAaHUE COBPEMEHHBIX JIOCTHXKEHMH HAayKH M MH(POPMALMOHHBIX TEXHOJOTHH B
oOpazoBanuy. OHU HaIlpaBJIEHbl Ha IMOBBIIIEHUE KauecTBa IOATOTOBKU IYyTEM pa3BUTHUS Y
CTYZICHTOB TBOPYECKUX CHOCOOHOCTEH M caMocTosTenbHOCTH. OHHU MpennoaaraoT MpUMeHEeHHe
WH(OPMAIIMOHHBIX 00pAa30BATENbHBIX TEXHOJOTHH, a Takke Yy4eOHOe — METOJMYECKHUX
MaTEepUajoB, COOTBETCTBYIOIMX COBPEMEHHOMY MUPOBOMY YPOBHIO, B IIPOLIECCE NTPENOJAaBAHUS
JUCIUIINHBL:

- pelieHue 3a7a4y ¢ NpUMEHEHHeM HMH(POPMAIMOHHO - CIPaBOYHBIX cucTeM «I'apaHT»,
«KoHCynpTaHT +».

- HCNOJb30BAaHUE NPOrPAaMMHO-TIEAATOTUYECKUX TECTOBBIX 3aJaHUN Ui INPOBEPKH
3HaHWH CTYJEHTOB.

8. YueOHo-MeToAuYecKoe 1 MH(OPMAIITHOHHOE 00ecneyeHHue TUCIUIIHHbI
8.1. IlepeyeHb OCHOBHOWI ¥ [IONOJHHUTEJBHOH Yy4eOHOH JMTEpPaTyphl,
HE00XO0AMMOI /1151 0CBOCHUS U CIUIIINHbI

@) OCcHOBHAA yueOHaa Tumepamypa:

1. JlokyMeHTaImoHHOe O0ecTieueHUe YIPaBICHUS ;| YYeOHHK ISl CTYACHTOB BY30B,
oOyJaronuxcs 1Mo HanpaBiIeHUsIM « IKOHOMUKa» U «MeHeKMEHT», ClIelnalbHOCTIM
«Uudopmarukay, «/{okyMeHTOBeIeHIE U JJOKYMEHTAIIMOHHOE 00eCTIeueHUE YIIPABICHUS,



«ABromaTuzanus u ynpasienuey» / A. C. I'punbepr, H. H. 'op6aués, H. H. I'op6aués, O. A.
Myxamermmna. — Mocksa : KOHUTU-IAHA, 2023. — 391 c. — ISBN 978-5-238-01770-9. —
Tekcr : anextponnsiii // Lndposoii odpazoatenbhbiii pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/142685.html

2. ['anmuesa, H. B. [lokymenTanmonHnoe odecredeHue ynpasieHus : yaeoOnuk / H. B.
["anmuena, XK. K. 'anmueB. — Mocksa : U3natenbckuit JJom MUCuC, 2021. — 188 ¢. — ISBN
978-5-907227-50-7. — Texkcrt : anexktponHbIi // LludpoBoii oOpazoBaTenbHbIl pecypc IPR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/116986.html

3. Ky3nenoga, . B. JlokyMeHTHpOBaHWE yIPABJICHUYECKON EATEILHOCTH: Y4eOHOE
nocobue st 6akanaspos / W. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e u3n. — Mocksa: Jlamkos
u K, Aii [Tu Op Menua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5. —DnekTpoHHO-
oubanoreunas cucrema IPR BOOKS: [caiiT]. — URL.: http://www.iprbookshop.ru/99364.html

0) OonoanumenvHnan yueonan tumepamypa:

4. Anekceena, T. B. JlokyMeHTanmoHHOe o0OecrieueHre yrnpaiieHus : yuaeonuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcutet «Cuneprus», 2020. — 132 ¢. — ISBN
978-5-4257-0402-3. — Texcr : anexkrponnslii // Ludporoii odpazoBatenbhblil pecypc [IPR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/101344.html

5. Ps6osa, C. B. JlokyMeHTanronHoe o0ecrieueHne yrpaBieHUYeCKON IesATeTbHOCTH :
yaeOHoe nocobue / C. B. Ps6oBa. — YIIbSIHOBCK : Y IbSHOBCKHI rOCY1apCTBEHHBIN
TexHnueckuid yauepcutet, 2021. — 341 ¢c. — ISBN 978-5-9795-2106-0. — Texker :
anekTpoHHbli // [L{ludposoit oOpazoBarensHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/121268.html

6. Ky3nenoga, 1. B. KonduaeHmansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBIN
AJICKTPOHHBIN JOKYMEHTO000pOT : yucOHoe mocodue / M. B. Ky3nenona, I'. A. Xauarpsa. — 2-¢
nu3a. — Mocksa : Ait [Tu Ap Menua, 2025. — 192 ¢. — ISBN 978-5-4497-3878-3. — Tekcr :
anekTpoHHbIH // Lludposoit oopazoBarensHbIil pecype IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/145149.html

8) nepeuens yueOHO-MemoouuecKo2o0 obecneyeHus:

7. boromomnosa JI.}O. MeTonnueckue ykazaHus K BBITIOTHEHUIO KOHTPOJIBHOU pabOTHI.
Acrpaxanb, AIACY, 2025 r.- 30 c. https://next.astrakhan.ru/index.php/s/4AMSj7eWGPKpGCFe

8. boromomnona JI.IO. Metoanueckue yka3zaHus K CaMOCTOATENBHOM paboTe AcTpaxaHs,
AT'ACY, 2025 r.- 30c. https://next.astrakhan.ru/index.php/s/TFdnkXNcsfXa76F

2) nepeuenv OHIAUH KYpPCO8:
9. CnenmanucT KaJipoBOTO JIEIOTPOU3BOJCTBA HA COBPEMEHHOM npeanpustuu. - URL:
https://vgaps.ru/seminar/260?utm source=google adwords&utm medium=cpc&utm campaign

8.2. IlepeyeHb HeOOXOAMMOr0 JIMIEH3HOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOIO
IpOorpaMMHoOro 06ecneqenml, B TOM YHUCJI€ OTE€IYECCTBCHHOI'0O IPOU3BOACTBA, HCITIOJIB3YEMOI'O
NPH OCYLIECTBJICHUH 00Pa30BaTEeJIbHOI0 NPOLecca Mo AUCHHUIINHE
1. 7-Zip
AdobeAcrobatReader DC.

Apache Open Office.

VLC media player
KasperskyEndpointSecurity.
Yandex browser

ook owm

8.3. [lepeyeHb coBpeMeHHBIX NPO¢ecCHOHAIBHBIX 023 JaHHBIX U HH(OPMALMOHHBIX
CIIPaBOYHBIX CUCTEM, JOCTYIIHBIX OﬁyqalOHll/IMCH IPH OCBOCHUH JUCHUITJIMHBI


https://www.iprbookshop.ru/142685.html
https://www.iprbookshop.ru/116986.html
http://www.iprbookshop.ru/99364.html
https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/121268.html
https://www.iprbookshop.ru/145149.html
https://next.astrakhan.ru/index.php/s/4MSj7eWGPKpGCFe
https://next.astrakhan.ru/index.php/s/TFdnkXNcsfXa76F
https://vgaps.ru/seminar/260?utm_source=google_adwords&utm_medium=cpc&utm_campaign

1. DnekTpoHHas HHPOPMAITMOHHO-00pa3oBaTeIbHAs Cpela Y HUBEPCUTETA:

(http://moodle.aucu.ru)

2. DIIEKTPOHHO-OMOIMOTEeUHAs CHCTEMa «Y HUBEPCUTETCKAsi OMOIMOTEeKa)»
(https://biblioclub.ru/)

3. DnexkrponHo-6ubIMoTeuHast cucrema «IPRbooks» (www.iprbookshop.ru)
4. Hayunas snektponHas oubioreka (http://www.elibrary.ru/)
5. Koncynwrant + (http://www.consultant-urist.ru/)
6. OenepanbHbIii HHCTUTYT NPOMBIILIEHHON cobcTBenHocTH (http://www1.fips.ru/)
9. Onucanue MaTepHAJIbHO-TEXHHMYECKOI 0a3bl, HeOOXOAMMOM /sl OCYIIEeCTBJICHUS
00pa3oBaTeILHOIO NMpoIecca Mo JUCHUIINHE
Ne HaumenoBaHue cnenquaJbLHBIX OMELIEHUH U OcHAlEeHHOCTH CNEUATBHBIX
n/n MOMeIIeHUi J1J15l CAMOCTOSATEIHHONH PadoThI NOMeLleHUH ¥ noMelleHu i 1151
CaMOCTOSITEIbHOM padoThI
1 | YueOHble ayTuTOpUH JUIS IPOBEACHHS YUCOHBIX aya. Ne 207
3aHATHUH: KomrutekT yueOHoM Mebenu
414056, r.Actpaxanp, yi. Tatumena 186 Komnbrorepsi: 15 mr.
aynutopun Ne207, 203, 209 [lepeHocHON MyJIbTUMEIUNHBINA KOMITJIEKT
HocTyn k nHPOPMALTMOHHO —
TEJICKOMMYHUKAUIUOHHOU ceTu «HTepHeT»
aya. Ne 203,
KommnekT yuebnoit mebenu
IIepeHocHOM MyJIBTUMETMUHBIA KOMIUIEKT
Hocrymn k nHDOPMAITMOHHO —
TEJICKOMMYHUKAaUIUOHHOU ceTu «HTepHeT»
aya. Ne 209.
KommnexT yuebHoit mebenn
JleMoOHCTpalmoHHOE 000py0BaHue Y ueOHO-
HarssiiHble mocobus CTauroHapHBINA
MYJIbTUMEIUMHBIA KOMIUIEKT
JocTyn k nHPOPMAITMOHHO —
TEJIEKOMMYHUKAIMOHHOU ceTu «HTepHeT»
2 | TlomerieHus ajisi CAaMOCTOSATEIBHON paObOThI ayn.Ne201
414056, r. Actpaxans, yi. Tatumesa 22a KomrutexT yae6HOM Mebemnm.
aynutopuu 201, 203 Komnbrotepst — 8 mit.
414056, r. Actpaxans, yi. Tarumesa 18a, Jocryn k nHG)OPMAIUOHHO —
bubnuoTeka, YATaTBHBINA 3aIT TEJIEKOMMYHUKAIMOHHOM ceTu «HTEpHET.
aya.Ne 203
KommnexT yuebnoii mebenu.
Kommsrorepst — 8 miT.
HocTyn k nHpOPMALMOHHO —
TEJIEKOMMYHHKAaLMOHHON ceTH «HTepHeT».
OMOIMOTEKA, YNTAJIBHBIN 321
KomrmutexT yae6HOU Mebemnm.
Komnerorepsr - 4 mr.
JocTyn kK nHPOPMAITMOHHO —
TEJEKOMMYHHUKAMOHHOM ceTu «HTepHeT»



http://moodle.aucu.ru/
https://biblioclub.ru/
http://www.iprbookshop.ru/
http://www.consultant-urist.ru/
http://www1.fips.ru/

10. OcoOeHHOCTH oOpraHu3amuu oOOy4YeHHsl 1O JUCHUIIUHE <«/JoKymenmuposanue
YNpaenenuyecKkou  OeamenbHocmu» JA HMHBAJIWAOB M JHI C OrPpaHWYEHHBIMH

BO3MOKHOCTAMH 310POBbA
I[HH 06yqa10mnxcs1 M3 YMUCJia MHBAJIMAOB W JIMI C OIpaHUYCHHBIMU BO3MOXKXHOCTAMU

30pPOBbSI HAa OCHOBAaHWUM NHCHMEHHOTO 3asBJICHUS JUCHUIUIMHA «/[OKyMeHmuposanue
YRPaeNeHyecKoll 0eamenbHOCmu» Peaan3yeTcsi ¢ YIeTOM OCOOCHHOCTEH MCHUXO(PH3UUECKOTO
Pa3BUTHSI, MHIUBUIYAIBHBIX BO3MOYKHOCTEH M COCTOSIHHS 37I0POBbs (Jajiee — WUHIMBHTYaTbHBIX
0COOEHHOCTEH).



JInceT BHECEHUS 10O THeHHIT H H3MeHeHHH
B padouyio nporpamMmMy y4eO0HOH JHCHHILTHHEI

,IIOK}’MEHTHPOB&HHC ynpaB.ﬂenqecxoﬁ AEATECAbHOCTH
(HarMeHOBaHHE THCIUILTHHEL)

Ha 2026-2027 yuebubIii rog

Pa6ouas mporpaMma nepecMoTpeHa Ha 3aceaHiu Kagenpel « DKOHOMHKA CTPOUTENBCTBAY,
mpoTokon Ne 8 ot 15.04.2026 .

3as. kadenpoit /[
K.3.H., JIOIL. % /  W.A.Mwutaenko/

yHCHAA CTENEHD, YUCHOS 3RAHUE Hﬁ,ﬂ%h H.0. Pamunus

B pa6ouyro mporpaMMy BHOCATCA CIIEYIOIIHE H3MCHCHHUS:
I1. 8.1. TlepeueHr OCHOBHOW M [OMOJHHTEIBHOM yd9eOHOH JHMTeparyphl, HEOOXOMUMOH LA
OCBOCHUS JTUCIHIITTHHEL

@) OCHOGHAA y4ebHaa numepamypa:

1. JTankuua, H. H. JIokyMeHTaIMOHHOE 00eCTIEUeH e YIIPABICHYECKOH NEATeIbHOCTH : yueOHoe
nocobue / H. H. Jlankuua. — Mocksa : At [Tu Ap Meaua, 2026. — 154 c. — ISBN 978-5-4497-
5688-6. — TexcT : anexrponnsi // O6pazosarensras miathopma IPR CMAPT : [caiit]. — URL:
https://www.iprbookshop.ru/books/163057/details

CocTaBHTEH H3MEHEHHH K JOTIOJTHEHHH

CT. TIPEI0IaBATEND Jé&eﬁ: 7= /Boromonosa JLIO./

Y4EHAS CTElEHB, YHEHOE 3BAHME no;mHC}/ H.0. damunus

IIpescenaTens MeTOJMYecKol KOMHCCHH Hampasienus mnoxroropkd 38.03.01 «OKOHOMHMKA»
HanpasieHHOCTb (poduib) «byxranTepckuil yu€r, aHanus a ayuT

K.3.H. JIOIT /{ /Mutuenko U.A/

YuEHaA CTCICHD, YHEHOE 3BAHHE noAIucE H.0. damunus

«15» anpens 2026 1.




PEIIEH3UA
Ha pabovyi0 nporpaMmy, OleHOYHbIE H METOAHYeCKHe MATEPHAILI 110 AUCHHILIHHE
«/ToKyMeHmUposan e ynpagieH4ecKoil 0eAmebHOCHI)

OIIOII BO no manpasjienuio noarotoBku 38.03.01 « IKOHOMUKAY,

HATPABJIEHHOCTD (poduib) «Byxeanmepckuil yuem, ananus u ayoum,

o mporpamme daxanaspuama

Kysneuoeoim Cepzeem Bradumuposuuem (anee 10 TEKCTY PELCH3CHT), IPOBE/ICHA PEICH3H
paboueif IporpamMmbl, ONIEHOYHBIX M  METOAMYECKHX MAaTepHanoB IO  JHCIHUIUIHHE
«/Jokymenmuposanue ynpagaenueckoii Odeamensnocmuy OIIOII BO mo HampaBlIeHHIO
monrotosku 38.03.01 «Konomuxax», o Iporpamme Gaxanaspuama, paspaboranHod 8 I'bOY
AO BO "AcTpaxaHCKHi TOCYJIapCTBEHHBIH apXHTEKTYPHO-CTPOHTENbHBIH YHHBEPCHTET', Ha
xadenpe «Ixonomuxa cmpoumenvcmeay (paspaboTuux — cm. npenodoséamens bozomonosa
JLIO.)

PaccMOTpeB IpeJCTaBIICHHBIE HA PELEH3WI0 MaTepHallbl, PEIEH3EHT IpHIICT X
CIIEIYIOLIMM BBEIBOJIAM:

Ilpenparnernas paGouas mporpaMma yd4eOHOH NHCHMIUIHEL «/JOKyMeHmuUposanue
ynpaeiieHdeckoli deamenvHocmuy (Janee o TeKCTy [IporpaMmMa) COOTBETCTBYET TpeOOBaHHAM
®I'0C BO no nanpasiexuto 1oArotoBkH 38.03.01 «IKoHoMUK@», YTBEPKICHHOIO MPAKa30M
MunrcTepeTa 06pasoBanus u Hayku Poccuiickoit @eneparuu ot 12 aszycma 20202., Ne 954 u
3aperncTprupoBanHoro B Muntocre Poccuu 25 aszycma 2020, Ne59425.

IIpencTaBnensas B [I[porpamMme akTyalbHOCTh y4eOHON NUCIMILIMHEI B paMKax
peaymzaruu OIIOIT BO He MOUICKHUT COMHEHHIO — TUCIUILIAHA OTHOCHTCS K Biioky 1
«IucUAIITAHB (MOTYTTH)» 4acTd (QOPMEPYEMOH y4aCTHAKAMH 00pa30BaTeIbHBIX OTHOIEHHH.

[Ipencrapnennsle B IlporpamMme Iiend  y4eOHOM THCUMIUIMHBI COOTBETCTBYIOT
tpebopanusm ®T'OC BO nanpasneHus noaroTosku 38.03.01 «3KonoMuKa, HaPaBICHHOCTh
(mpoduis) «ByxzanmepcKuil yuem, GHau3 U ayoumy.

B COOTBeTCTBHHM ¢ [porpaMMoif 3a  JHCOHIUIMHOH  «/JoKymeHmupoeanue
ynpaenenueckoii OdeamenvHocmuy 3aKkperuiena I KomnemeHWusA, KOTOpas pealusyercd B
00OBABICHHBIX TPEOOBAHUAX.

ITpennoxennble B [IporpaMMe WHAMKATOPE! KOMIIETCHIHH B KATETOPUAX 3HATH, YMETE,
BIANETh OTPAXalOT cHeMU(HKy H CONEp)KaHWe MUCLUIIIMHBL, a MPEACTABICHHBIC B OMM
IOKa3aTelld U KPUTEPUM OIICHHBAHUS KOMIIETECHIIMA [0 JUCIUIUIMHE Ha PA3MYHBIX dTarax HX
(opMHEpOBaHHs, & TAKXKE IIKaTbl ONECHWBAHUS IIO3BOIAIOT ONPEJENHTE CTEICHb JOCTHKCHHA
3aSBICHHBIX PE3yIbTAaTOB, T.6. YPOBEHb OCBOGHHA OOYYAOIMUMHCS COOTBETCTBYIOIINX
KOMIIETEHIMH B paMKax JaHHOH JTHCITMILIMHBL

VyebHas mHCIMIUIHHA «JOKyMeHmMUposanue ynpaeneH4ecKou OeamenbHOCHIDy
B3auMocBs3ana ¢ apyrumu mEcrumramy OIIOIT BO mo HampaBleHHIO NOATOTOBKH 38. 03.01
«IKOHOMUKA», HATPABICHHOCTh (NPOQUIL) «ByXeaimepcKuil y4uem, QHANU3 U ayoumy» M
BO3MOKHOCTE JyONTMpOBaHUs B COACP/KAHWH HE BBIABICHA.

[IpencraBnenHas  IIporpaMMa  [peArNoOiaraeT  HCIOIB30BAHHE  COBPEMEHHBIX
06pa30BaTENBLHEIX TEXHONOTHI TIPA PealH3allii PasTHYHbIX BALOB y4eOHOH paboTter. @OPMEI
06pa30BaTeIbHEIX TEXHOIOIHH COOTBETCTBYIOT CHELH(HUKE IUCIUITTHHEL.

Ilpencrasnennsle u omnucaHHsle B IIporpamme QopMbl TEKYMEH OLEHKH 3HaHUMH
COOTBETCTRYIOT CIiENH (UK JUCIIHIIIHHBI ¥ TPEOOBAHUSM K BBITYCKHHKAM.

IIpoMexxyTodHast aTTecTallus S3HaHMH OaKanaspa, TPEIyCMOTPCHHASL [TporpamMmoH,
ocymecTeyseTcst B (popMe Ik3amera. POpMbI OLCHKH 3HAHHH, NPEICTAaBICHHBIC B paboueit
TIPOrpaMMe, COOTBETCTBYIOT CIICIH(HKE JMCIUIIIAHEL H TPEOOBAHUAM K BBIITYCKHIKAM.

VueGHO-METOIMIECKOe  OOECIeueHHe  IUCHMIUIMHBI  IPEJCTABIEHO  OCHOBHOM,
JOTIONHUTENBHOM JIHTepaTypol, VIHTepHET-pecypcaMi B COOTBETCTBYET TPEOOBAHUAM orocC



BO wampasnenus moxrotoBku 38.03.01 «3konomuka», HaAIPaBIEHHOCTs (TIPOGIIH)
«byxzanmepckuil yuem, ananus u ayoumny.

MatepranbHO-TeXHHUECKOe ofecmedeHre cooTBeTcTBYeT TpebosanmsaM PI'OC BO
Hanpasienws moarotoBku  38.03.01  «Dxomomuxa» w  cuemudHKE — IUCITMILIMHEI
«/lokymenmuposanue ynpasieHuecKoil OeamenbHOCMUY» W O00ECIEeUMBAET HCIOIE30BAHHE
COBpPEMEHHBIX 00pa30BaTEIBHBIX, B TOM YHCJIE HHTEPAKTHBHBIX METO/10B 00y4eHHU .

ITpesicTaBineHHBIE HA PELEH3UIO OLIEHOYHEIE U METOIHUECKHE MaTepHalIbl HAIIPABIEHUS

noarotoBku 38.03.01 «3xoHomukay» pa3paboTaHBl B COOTBETCTBHH C HOPMaTHBHBIMH
JOKYMEHTaMH, IpeacTaBileHHBIME B [Iporpamme. OLeHOYHBIE M METOAWYECKHE MaTEPHalIbl 110
TUCHUIUTAHE «/JOKYMEHmuUpoeanue ynpaeneHyeckou OeamensHocmu» IpeAHA3HAYEHBI I
TEKYIIEro KOHTPONS W MPOMEKYTOYHOH aTTecTallu¥ M IIpe/cTaBliieT co0O0H COBOKYITHOCTB
paspaboTaHHEIX Kadeapoi

«IKOHOMUKA CIMPOUMEIbCMEA» MAaTEPHATIOB Ul YCTAaHOBIEHUS YPOBHA M KadyecTBa
JOCTHKEHUS 00yJaloNIMMHUCS PE3YIETaTOB 00yUCHHS.

3amauamMy OICHOYHBIX ¥ METOJUYECKUX MaTepPHAaOB ABISAETCA KOHTPOIb M YIpPaBICHHE
TPOILIECCOM OCBOGHHSA 00y4ArOIMMHUCS KOMIETEHLHWH, 3asBleHHBIX B 00pazoBaTeNbHOH
IporpaMMme 110 JaHHOMY HalpaBlICHHIO IoAroToBkd 38.03.01 «Ikonomuka», HalpaBIeHHOCTD
(npoduns) «Byxzanmepckull yyem, AHATU3 U AYOUN .

OneHOYHBIE W METOAMYCCKHE MAaTepHAIbl 10 JUCHHIUIHHE «/JoKyMeHmuposanue
YRPAsAEeHUeCKOU OeAmelbHOCHIY TIPEICTABIICHBI:

- 3aJaHUSMH JJIs1 TaO0PaTOPHBIX paboT

- 3aJAaHAAMH J1s1 KOHTPOIBHON paboThI

- BOTIPOCAMH K SK3aMEHY

- TECTOBBIMH 3aJaHHAMH

JlanHble MarepHaasl MMO3BOJIIIOT B IIOJHOM Mepe OLEHHTHh Pe3yNbTaThl OOY4EeHHS II0
qucnumrae «/J{okymMenTHpoBaHHe ynpasieH4ueckoil xeateabHocTH» B AIACY, a Takke
OLIEHHUTH CTEIEeHb CHOPMUPOBAHHOCTH KOMIIETCHIIUH,

OBLIUE BBIBO/JbI

Ha ocHOBaHMM NPOBENEHHOM pPELEH3UH MOXKHO CHeNaTh 3aKIIOYEHHE, YTO XapakTep,
CTPYKTypa H copepykanue pabodell ImporpaMMbl, OLEHOYHBIX H METOJHYECKMX MAaTEPHAIIOB
IUCHHIIHEEL  «/JoKkymenmuposanue ynpasenenueckoii odeamenvrnocmuy OIIOII BO mo
HAIpaBIECHAI0 [OArOoTOBKH 38.03.01 «IKoHomuka», 10 TporpaMme Oaxanaspuama,
paspaboTtanHas cm. npenodasamenem Bozomonosoii JI.FO. cootserctByeT Tpebopanusam CI'OC
BO, coBpeMeHHBIM TpeOOBaHHSAM OTPACIH, DPBIHKA TPyAa, NpOodecCHOHANBHBIX CTaHAAPTOB
HaIlpaBICHUS TOATOTOBKH 38.03.01»3KoHoMUK@», HaIpaBJIeHHOCTh (mpodus)
«Byxzanmepckuii puem, QHAIU3 U AyOUn» ¥ MOTYT OBITh PEKOMEH/IOBAHBI K HCIIONB30BAHHIO.

Perenzenr:
['enepanbHblil AUPEKTOD
000 «AMC» C.B. Ky3uernos

H.0.0.




PEIEH3UA
Ha pabouyio MPorpaMmy, OLeHOYHbIe H MeTOJHYECKHEe MATEPHAJIBI 10 THCHHILIHHE
«/lokyMeHmupoeanue YRpaeieHuecKoi 0eamenbHOCHU)

OITIOII BO no Hanpagaenuio moaroToBkH 38.03.01_«Ixonomuxay,

HANpaBJIeHHOCTh (npoduin) «byxzaimepcKuil yuem, AHALU3 U ayOumy

10 nporpaMme baxanaspuama

Hukynunoti Tamapoti Huxonaeenoii (najee 10 TEKCTy pPEIEH3EHT), NPOBEICHA
peleH3us paboded IpOrpaMMBbl, OIEHOYHBIX H METOAMYECKHX MarepuagoB IO AHCIHILIHHE
«lokymenmuposanue ynpasnendeckoii Odeamensrocmuy» OIIOII BO mo HampaBIeHHIO
noaroroeku 38.03.01 «Ikonomukay, 1o TIporpamme Gaxkanagpuama, paspadboransod B 'bOY
AO BO "AcrtpaXaHCKHil rOCYIapCTBEHHBIM apXHTEKTyPHO-CTPOMTEIbHBIH YHHUBEPCHTET", HA
xadenpe «Ikonomuka cmpoumenscmeay (paspaboTuuk — cm. npenodasamens bozomonosa
JL.IO.)

PaccMOTpeB TIPE[CTABICHHBIE HA PEHEH3HMIO MAaTepHaibl, PELIEH3EHT MpHIIeT K

CJIETYFOLIHM BEIBOIAM:
[TpenesnenHas pabodas mnporpamma yueOHOM  muctuiumHbel  «/JoKymeHmuposanue
ynpaenenueckoii deamenvrocmuy (Jajee Mo TeKCTy IIporpaMma) COOTBETCTBYET TpeGOBaHHAM
®Ir'OC BO no mampasnenuto 1oAroToBKU38.03.01 «Ixonomukay, yTBEPKISHHOTO MPHKA30M
MuHHcTepeTBa 06pasoBanus 1 Hayku Poccuiickoit Qenepammuu ot 12 aszycma 20202., Ne 954 1
3aperucTprpoBanHoro 8 Mumtocte Poccuu 25 aszycma 2020, Ne59425.

[Ipenctanennas B I[IporpamMMe aKTyalpHOCTh Y4eOHOH MMCLMIUIMHBI B paMKax
peammsaruu OITOII BO He NOMIEKHT COMHEHMIO — JMCHMIUIMHA OTHOCHTCS K bioxy 1
«THCIMTUTAHET (MOIYIIH)» YacTd GOpMUPYEMOH yIaCcTHHKaMHU 00pa30BaTeIbHbIX OTHOIICHHH.

IIpencrasnenusle B IIporpaMme 1emd y49eOHOM —JHCIMIUIMHBI  COOTBETCTBYHOT
tpeboparmsv ®T'OC BO nanpasnenus noarotosku 38.03.01 «IkonoMuKay, HalpaBIEHHOCTh
(poduis) «byxzanmepckuil yuem, AHanu3 U ayoun.

B coorBercTBHM ¢ Ilporpammod 3a  mucnMIUIHHOH  «/oxymenmuposeanue
VHpaeneH4ecKkol OeaAmenyHOCMUy 3aKpeIyleHa 1 KOMISTEHIMS, KOTOpas peanu3yercs B
OOBABIIEHHBIX TPEOOBAHUAX.

ITpe/yioKeHHbIe B IPOrpaMMe HHAMKATOPBl KOMIIETCHIHH B KaTEropHAX 3HATh, YMETS,
BIAfIETh OTPAKAIOT CHemHMHUKYy H COIEp)KaHWe NHCLUIUIMHEL, a MPEACTABJICHHBIC B OMM
[IOKA3aTeNld H KPUTEPUH OIEHUBAHHS KOMIETEHIIMH 110 JUCIHIUIAHE Ha PasIMYHBIX STalax ux
(hOpMHpOBaHHS, & TAKKe IIKATEl ONEHHBAHWA TO3BOJLIFOT ONPENCTHTH CTENEHb JOCTHIKCHHS
3asBIIEHHBIX PE3yJbTaTOB, T.6. YPOBEHb OCBOEHHS OOY4YalOIIMMCS —COOTBETCTBYIOIIHX
KOMIIETEHITHH B paMKax JaHHOM JUCITHIIIHHBL.

Vyebuas muCIMIUIAHA <« /JOKyMEHMUpOsaHUe YRPAG/IeH4eCKol O0eAmenbHOCHU»
B3amMocBs3ana ¢ apyrumu muctumumaaaMu OITOIT BO 1o HanpaBlieHHIO TIOATOTOBKH 38.03.01
«IKOHOMUK@», HATIPABIECHHOCT: (Ipoduiib) «byxzanmepcKuil yuem, GHALu3 u ayoum» #
BO3MOJKHOCTE JyOTHPOBaHHs B COJCPKAHNH HE BBLABIICHA.

[IpencraBnennas  [IporpaMma — IpEANOJaracT  HCIONB30BAHHME  COBPEMEHHBIX
06pa3oBaTEILHBIX TEXHONOTHH IIPH PEeaH3aIlid Pa3IHYHBIX BHIOB y4eOHOH paboTel. POPMEI
06pa30BaTeBHBIX TEXHOIOTHI COOTBETCTBYIOT CHIELH(pHUKE MICIHILTHHEL

IIpencrapnennble W omucaHHsie B IIporpamme QopMBI TEKyIIeH OUEHKH 3HaHHUH
COOTBETCTRYIOT cHeru(HKe JUCIUIUINHBI M TPEOOBAHMAM K BBITYCKHAKAM.

[TpoMesxyTodHas aTTeCTallMs 3HAHUH Oakanaspa, IPEeTyCMOTPEHHAsT [Iporpammoi,
ocymecTrisieTcss B popme 3k3amera. QOPMBI OLCHKYM 3HAHHH, NPE/CTABICHHDBIC B paboueii
[IPOTPaMME, COOTBETCTBYIOT CIIEII(HKE TUCIHTITHHEL X TPEOOBAHHAM K BBITY CKHUKAM.

VyeBHO-METOMYECKOE  OOeCleueHHe  JIMCUMIUIMHEL  IIPEJCTAaBIEHO  OCHOBHOM,
IOTIONIHUTEIILHON JTUTEPaTypoH, MHTEPHET-pecypcaMi H COOTBETICTBYET tpeboBanmsiM PI'OC



BO wanparnenus mnoarotopku 38.03.01 «3Ixonomuxa», HaNpaBIeHHOCTs (TIpOQHIBL)
«byxzanmepckuil yuem, aHanu3 u ayoumy.

MarepuansHo-TexHIHYeckoe obecredeHue cooTBeTcTByeT TpeboBanusm OI'OC BO
HallpaBICHHUA  NOArOTOBKH  38.03.01  «Ixonomuxa» ©  cuemuduKe  THCHHILIHHBI
«Jokymenmupoganue ynpagieHueckol oOeamenbHocmu» W 00ECTIEUMBAECT HCIOIB30BAHHE
COBpeMEHHEIX 00pa30BaTelbHbIX, B TOM YHCIIE HHTEPAKTUBHEIX METOJIOB 00yYeHH s,

IIpencrapieHHble Ha PELEH3MIO OLEHOYHbIE H METOJUYCCKHAEC MATEPHAIHI HAIPABICHHS
noarotoBku  38.03.01 «3konomuxa» pa3paboTaHEl B COOTBETCTBHH ¢ HOPMAaTHBHBIMH
JNOKyMEHTaMH, Ipe/icTaBieHHbIMH B [IporpamMme. OLeHOUYHBIE U METOJUYECKHE MATEPHAIEI 10
IHCUHUIUTHHE «/JoKyMenmuposanue ynpaeneH4ecKol O0eAmeabHOCMUY TPeIHA3HAYEHBl I
TEKYIIErO KOHTPOJIS M NPOMEXKYTOYHOH aTTeCTallMd M IPEACTaBIAeT COOOH COBOKYIIHOCTh
paspaboTaHubX Kadenpoll «IkonoMuka cmpoumenschmea» MaTEPHAIOB JUIS YCTAHOBIIEHHS
YPOBHS ¥ KayecTBa JOCTHKEHUS 00yJaroImuMucs pe3yIbTaToB 00ydeHH .

3ajlayamMM OIEHOYHBIX H METOJHYECKUX MATEPHANIOB SIBIIETCS KOHTPOIb M YIpPaBICHHE
[IPOLIECCOM  OCBOEHHs OOYyYarOIMMMUCS KOMIICTEHIIMM, 3asBICHHBIX B 00pa30BaTeIbHOM
IIporpamMMme 10 JaHHOMY HalpaBleHHIO 0AroToBkH 38.03.01 «IKxoHomuka», HAPABIEHHOCTD
(mpotune) «byxzanmepckuil yuem, AHAAU3 U ayOUmy.

OneHoyHble M METOAWYECKHE MaTepHaNbl 10 [JHCHHIUTHHE «JoKyMeHmuposanue
Ynpaenen4ecKol 0eamenbHOCmUy TIPEICTABICHEL:

OneHouHsle ¥ METOAMYECKHE MaTepHalbl 10 OUCHUINIHHE «JoKymMenmuposanue
YRpagneH4ecKoll OeamenbHOCHUY TIPSICTABICHE:

- 3aJaHUAMH 71 TabopaTOPHEBIX paboT

- 3aaHUAMH JUISL KOHTPOJILHOH paboTel

- BOIIPOCaMH K DK3aMeHyY

- TECTOBBIMH 3a/IaHHSIMH

JlaHHBIE MaTepHalbl MO3BOJIIIOT B IOJHOW MEpE OILEHHTh PE3yNbTaThl 00Y4YEeHHs IO
oucuuninee «/Jokymenmuposanue ynpaeneHueckou oeamensHocmu» B ATACY, a Takxke
OLIEHUTH CTEICHb CHOPMHUPOBAHHOCTH KOMIIETEHITUH.

OBIIHE BBIBO/IbI

Ha ocHOBaHME IpOBENCHHOM pEICH3MH MOJKHO CHEIaTh 3aKIIOYCHHE, YTO XapakKTep,
CTPYKTypa M coiepikanue pabouelf mporpamMmsl, OIEHOYHBIX M METOIMYECKHX MaTepHaloB
IUCUMIUIAHEL  «/JoKymMenmupoeanue ynpaenenyeckou oeamenvHocmu» OIIOII BO mo
HampaplieHuo  moarotoBku  38.03.01 «3xonomuxa», 10 TporpamMme Haxkanaspuamda,
paspaboTanHass cm. npenodasamenem bozomonoeoui JI.LFO. coOTBETCTBYeT TpeOOBaHUAM
®I'OC BO, coBpemeHHbIM TpeOOBaHMSIM OTpaciH, pBIHKA TpyHa, IpodecCHOHATBHBIX
CTaHIapTOB HampaBleHHsA NoAroTOBKH 38.03.01 «Ixonomuxa», HalpaBIEeHHOCTE (IPOGQMIL)
«byxzanmepckuil yuem, aHanu3 u ayoum» 1 MOryT ObITh PEKOMEH/I0BaHbI K HCIIOIBE30BAHHUIO.

Penensenr:
K.3.H., IOIIEHT g
xadepa «[IpoM3BOICTBEHHEIIH el /_L.H. Huxymza  /
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AHHoTanHa

K pabodeil IporpaMMe IHCIHIITHHEL «/JOKyMeHmuposanue ynpasien4ecKkol 0eameibHOCmu»
1o ganpasieHuo moarotoBky 38.03.01 «Dxonomukay
HanpaslieHHOCTH (Ipobuite) «Byxeanmepckuil yyem, aHanus u ayount

O61mmast TPyI0eMKOCTb JUCIUILIHHE] COCTABIIIET 3 3aUETHBIC €IHHUIIBL.
dopma MpoMeKyTOUHOH aTTecTallui: SK3aMeH.

Iensto yuebHOI IACTIATIIAHEI «/lokymenmuposanue YRPABNEeHYeCKOoll
deamensvHocmuy SBIETCA (HOPMHPOBAHKME KOMIIETCHIMH 00ydarolmuxcd B COOTBETCTBHH C
TpeGopanusMu  DefepallbHOrO TOCYIapCTBEHHOrO 00pa3oBaTEeNbHOTO CTaHIApTa BBICIIErO
obpaszosanus o HanpasieHuto noAroToBkH 38.03.01. «DxoHOMHKAY.

VueOHas IUCLHUILIHHE «JOKYMEHMUPOSAHUE YRPAGIEHHECKOU 0eAMeIbHOCHU) BXOIHT
B Brok 1, gactm, hopMupyemMoil ydacTHHKAaMH 00pa3oBaTelbHBIX OTHOWIEHHMH. JInd ocBoeHHA
MUCHUIUIAHBl HeOOXOMHUMEI 3HAHHS, IMOJNy4eHHBbIE IPH H3YYEHHH CIEAYIOIIEH [AMCIUIITHBL
«KynpTypa pe4u u nenoBoe oOIMeHHE )

Kpatkoe comepxanye QUCIUIIIHHEL

Pasmen 1. JIOKyMEHTHpORaHHE YIIPABIEHYECKOH JesTenbHOCTH B P®. Vemduxarmus u
CTaHapTH3aIUs TOKYMEHTOB,

Paspen 2. CucteMa OpraHH3aIMOHHO-PACIIOPAIUTEIbHON JOKYMEHTAIHH.

Pasnen 3. JIoropopHO-IpaBoBas AOKyMeHTarws. JOKyMEeHTAIHs 10 BHEITHEIKOHOMUYECKOH
IEATeITEHOCTH.

Pazzen 4. JlJokymeHTalMsi IO TPYZOBLIM IIPABOOTHOIICHASIM.

Paznen 5. IpeTeH3M0OHHO-HUCKOBAs JOKYMEHTAIHS.

Paszen 6. Opragmsanys padoThI ¢ JIOKYMEHTAMH.

‘-/A
3aB. xadeapoit IC . //( /U.A. MuTuenko/
(mojffuce) (11.0.0)




MuHHCTepCcTBO 00pa30BaHUN H HAYKH ACTpaxaHCKO#N ofaacTu
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AcTrpaxanckol o6macTu Boicmero o6pazoBanus
«ACTPaxXaHCKHH rocyIapcTBeHHBIH apXHTEKTYPHO-CTPOHTEJbHBIH
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OIEHOYHBIE U METOAUYECKHE MATEPHAJIBI

HaumenoBanue JHCIHIIIHHBI

JOKYMEHTHPOBAHHE YOpaBJIeHYECKOH ASATEILHOCTH

(yxaseigaemes HQUMEHOBAHUE 8 COOMEENCMBUY C YHeBHBIM NAGHOM)
ITo HanmpaBJEeHHK NOATOTOBKH

38.03.01 «DxoHOMHKAY
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1.1.
1.2.
1.2.1.

1.2.2.

1.2.3.

COJIEPKAHUE:

OueHOYHBIE U METOAMYECKUE MAaTEPHAIIbI ISl IPOBEACHUS TEKYIIIETO KOHTPOJIS
yCIIEBAEMOCTH MTPOMEKYTOUHOU aTTECTAIMKM OOYUYAIONTUXCS MO JUCIUTUTHHE

[TepeueHs KOMITETEHIIHMIA C YKa3aHUEM 3TANoB X (POPMHUPOBAHMSI B IIPOIIECCE
OCBOEHHS 00pa30BaTEIBHON MTPOTPaAMM

Onucanue nokazareseil 1 KpUTEPUEB OLICHUBAHUS KOMIIETCHIIMM Ha Pa3IMYHBIX
sTamax ux (GOPMHUPOBAHUS, ONTUCAHKE IITKAT OI[CHUBAHUS

[IepedyeHb OIIEHOUHBIX CPEACTB TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH

Onucanue nokasaresneil ¥ KpUTEpUEB OLICHUBAHUS KOMIIETEHIUI 110
JUCLMIUIMHE Ha Pa3IMYHbIX dTanax ux (OpMHUpPOBAHHUS, ONIMCAHUE IIIKAJl
OLICHUBAHMS

[IIkana onieHnBaHus

TunoBble KOHTPOJIbHBIE 33JaHUS WIM MHbIE MaTepuaibl, HEOOXOAUMBIE IS
OIICHKH 3HaHUM, YMEHUH, HABbIKOB, XapaKTePU3YIOIIUX 3Tanbl (OPMUPOBAHUS
KOMIIETEHIIUH B Mpoliecce 0OCBOEHUs 00pa30BaTeIbHOM MpOrpaMMbl

[lepeyeHp M XapakTEpUCTUKH MPOUEAYPHl OLEHUBAHMS 3HAHUM, YMEHUH,
HaBBIKOB, XapaKTEPU3YIOUINX ATaIbl (POPMUPOBAHUS KOMITIETEHIIUI

[Ipunoxenune 1
[Ipunoxenune 2
[Tpunoxenue 3

Crp.

oo

13

14
16
17



1. OIIeHO‘leIe U METOAUYECCKHUE MaTepHAJIbl I IIPOBCACHUA TCKYLIEI0 KOHTPOJHA YCIIEBAEMOCTH H

oﬁyqammnxca mo JTMCHUIIJINHE

HpOMe)KyTO‘lHOﬁ aTrrecranmuu

O1IeHOYHBIC U METOMYCCKUE MAaTePHAJIbI SIBIISIOTCS HEOTHEMIIEMOM YacThi0 paboyell mporpammsl auctuiuinibl (nanee PI1/1) u npencraBineHs! B

BHUJC OTACIIBHOTO JOKYMCHTA

1.1.

Hepeqeﬂb KOMIIeTEHIIUii ¢ YKa3aHMEM ITAlloB X (l)OpMI/IpOBaHI/Iﬂ B Ipouecce 0CBOCHMSA Oﬁpa3OBaTeJ'II)HOﬁ nmporpaMmmbl

Homep pa3nena nucuMmiuHbl (B COOTBETCTBUH €

DopMbl KOHTPOJIA €

HNupaexc u popmyauposka NuaaukaTopsbl J0CTHKEH Uit n.5.1 PILT) KOHKpeTHu3anuen
KOMIIETEHIIU U KoOMIleTeHIN i, ycTaHoBJeHHble OITOII 3aaHu A
1 2 3 4
1 2 3 4 5 6 9
3HaTh:
YK — 4. CiocoOeH 0CyIIECTBIIATh 32 YK-4.1 npaBuia v 3aKOHOMEPHOCTH 1. Bompocsr k 3K3aMeHy
JIEIIOBYI0 KOMMYHUKALUIO B YCTHOM JIEJIOBOM YCTHOW Y TMCbMEHHOM X X X X (1-32 Bompoc)
1 MUCbMEHHOH (popMax Ha KOMMYHUKAIUX X X 2. KonrposbHas paboTa
TOCYIapCTBEHHOM SI3BIKE (1-27 Bompoc)
Poccuiickoit @eaepanuu u VMerTb:
WHOCTPAHHOM SI3BIKC VY1 VYK-4.2 npumeHsTh Ha NpPaKTHUKE 1. TumoBoO¥ KOMIUIEKT
JICIOBYK0O KOMMYHUKALIMI0 B YCTHOW U 3aJaHui JJI1 UTOTOBOTO
MMMUCEMEHHON (opMax, METOABI M HAaBBIKH X X X tectupoBanus (1-12
JIETOBOTO  OOIIeHWsT Ha pPYyCCKOM H BOITPOC)
HMHOCTPAaHHOM SI3bIKaX 2. KonTponbHast pabota
(1-27 Bompoc)
Bianers:
B2 VYK-4.3 HaBBIKAMU JIEJIIOBBIX
KOMMYHUKAIIMI B YCTHOM U MUCHMEHHOMN
(opMe Ha pycCKOM U HHOCTPAHHOM X X X
SI3BIKAX
1.JIaGopaTopHBIe pabOTHI
B3 VK-4.3 Meromukoil CcOCTaBJICHUSA (1-46 Bompoc)
CY>KIEHUSI B MEXKIMYHOCTHOM [I€I10BOM
OOIIIEHNM Ha PYCCKOM M WHOCTPaHHOM X X
SI3BIKAX




1.2. Onucanue noka3arejeu u KPpUTEPHUEB OLICHUBAHUSA KOMIIeTeHIIMii Ha PA3JIUYHBIX 3Tanax ux (l)OpMHpOBaHI/IH, OIMUCAHHEC IIKAJI

OICHUBaAHUA

1.2.1. IlepeveHb OLIEHOYHBIX CPECTB TEKYIIEr0 KOHTPOJISAA YCIEBAEMOCTH

HauMeHoBaHHe OLIEHOYHOI'O
cpeacTBa

Kpartkasi xapakTepucTHKa OLIEHOYHOT0 CPeICTBa

IIpencraBieHue O eHOYHOTO
cpeacrsa B oHae

1

2

3

Kontponbshas pabora

CpencTBo MPOBEPKH YMEHUN MPUMEHSITE TTOMyUEeHHBIE 3HAHUS [T PEIICHUS
3a/1a4 ONPEAEIIEHHOI O TUIIA 110 TEME WIH pa3Jelry

KomruiekT KOHTpONMBHBIX 3aJaHAN 0
BapUaHTaM

Tect

Cucrema cTaHIapTU3UPOBAHHBIX 3a/IaHUH, TO3BOJIAIONIAS aBTOMATH3UPOBATh
MIPOLEAYPY U3MEPEHHUS YPOBHA 3HAHUN M YMEHUN 00y4aronierocs

®doHa TECTOBBIX 3alaHUI

3aimuTa 1abopaTopHOH paboT

CpencTBo, TIO3BOISIIONIEE OIIEHUTh YMEHHE H BIIaJIeHHe 00yJaroIerocs u3jaraTh
CyTh TIOCTABJICHHOH 3a7a4d, CAaMOCTOSTEIHHO MPUMEHSATh CTAaHIAPTHBIC METOIBI
pEIIeHHsI TTOCTABJICHHON 3a/1adud C WCIIOJIB30BAHMEM MMEIOMIEHCS 1abopaTopHOM
0a3bl, MPOBOANTH aHANIM3 MOMYYEHHOr0 pe3yibTara padoThl. PexoMeHyercs st
OIIEHKW YMEHUH U BIIAJICHUN CTYJEHTOB

Temsl 1abopaTOpHBIX PadOT U
TpeOOBaHUS K UX 3AIUTE




1.2.2. Onucanue mokasarejied u KPUTEPUEB OLCHUBAHHUA KOMIIeTEHIIMI 10 MUCHUILINHE Ha PA3JIHYHBIX 3Tamnax HX (l)OpMI/IPOBaHI/IH,
OINMCAaHHuEC KA OICHUBAHUA

Komnerenunus, IInanupyembie Iloxa3aTeau M KpUTePHHU OLEHUBAHUSA Pe3yJIbTATOB 00yYeHHS
3TaNbI pe3yJabTaThl 00y4eHus:
0CBOCHUA Huske noporosoro Iloporossblii ypoBeHb IIpoaBMHYTHIN Bricoknii ypoBeHb

KOMIIeTeHIIM U YPOBHsI (He 3a4TEHO) (3auTeHo) YPOBeHb (3a4TeHO) (3auTeno)

1 2 3 4 5 6
YK - 4. 3uaer (32 VK-4.1) | Obyuarommuiics ©He 3Haer | OOyuarommuiicst yactuyno | OOydaromuics 3Haer OO0yuaromuiics B
Crocoben IIpaBHiIa Y | TIpaBUJIa U 3aKOHOMEPHOCTH | 3HAET MpaBuia u MpaBuia u COBEPIIIEHCTBE 3HAET
OCYIIIECTBIISITh 3aKOHOMEPHOCTH JIENIOBOM | JIeTI0BOIt YCTHOU U | 3aKOHOMEpPHOCTH JIENIOBON | 3aKOHOMEPHOCTH MpaBuiia ¥ 3aKOHOMEPHOCTH
JIETIOBYIO YCTHOM M THCBMEHHOM | NMCbMEHHOU YCTHOM U NMCbMEHHOMN JIEJIOBOM YCTHOU 1 JIEJIOBOM YCTHOU U
KOMMYyHHUKAIIH KOMMYHUKAIIH KOMMYHUKAITIH KOMMYHHKAIH MTMCHMEHHOM MTMCHMEHHOM
0 B YCTHOH U KOMMYHHKAIHH KOMMYHHUKAITAH
MMUCHMEHHOMN Ymeer (Y1 VK-4.2) | Ob6yuarommuiics He ymeer | OOyuarommuiics gactuuno | OOywaromuiics  ymeer | OOygaromuiics B
¢dhopmax Ha | IPUMEHSTh Ha MpPAaKTHKE | MPUMEHATh Ha TPAKTUKE | yMEeT  MPHUMEHSATh Ha | MPUMEHSTH Ha MPAaKTHKE | COBEPIIECHCTBE ymeer
TOCYJapCTBEHH | ENIOBYI0 KOMMYHHUKAIMIO | JEIOBYI0O KOMMYHHMKALWIO | IIPAKTHUKE JICJIOBYIO | JIEJIOBYIO NPUMEHATh HA IPAKTUKE
oM SI3BIKE | B YCTHOM M IUCBMEHHOW | B YCTHOM M TNHCBMEHHOH | KOMMYHHUKALIMIO B YCTHOM | KOMMYHHUKALUIO B | JIETOBYI0O KOMMYHHUKAIMIO B
Poccuiickoit (hopmax, METOABI u | dopmax, METOZBI U | U OUCbMEHHOW ¢opMax, | YCTHOH M IHUCHbMECHHOH | yCTHOM W IHCbMEHHOMH
Qenepaiii W | HaBBIKH JIEJIOBOTO | HABBIKU JIEIOBOTO | METOJbI u HaBBIKA | (opmax, wmeromel U | ¢opMax, METOJBI U HABBIKU
WHOCTPaHHOM OOIIEeHUsI HAa PYCCKOM W | OOIIEHWS Ha PYCCKOM H | JIEMIOBOrO OOIIEHHS Ha | HAaBBIKU JIETIOBOTO | JIEIIOBOTO  OOIIEHHWST  Ha
SI3BIKE MHOCTPAaHHOM S3bIKaX MHOCTPAaHHOM SI3bIKaX PYCCKOM W HHOCTPAaHHOM | OOIIEHHS Ha PYCCKOM H | pYCCKOM M HWHOCTPAaHHOM

SA3BbIKaX

HHOCTPAaHHOM S3bIKax

A3BIKaxX

Baageer VK-4.3)
HaBBIKAMHU JIETIOBBIX
KOMMYHHUKAIIUI B YCTHOH U
nickMeHHol  (opMe Ha
PYCCKOM M HHOCTPAaHHOM
SI3BIKAX

(B2

OOyuJaromuiicss HE BiaaeeT
HaBBIKAMHI JIETIOBBIX
KOMMYHUKAIUI B YCTHOH U
nmickMeHHol  (¢opMe Ha
PYCCKOM M HHOCTPAaHHOM
SI3BIKAX

OOyJaromuiicss YacTUYHO

BJazeeT HaBBIKAMU
JETIOBBIX KOMMYHHUKAIUN B
YCTHOH W  MOUCBMEHHOU
dbopMe Ha pyccKOM U

HWHOCTPaHHOM A3BbIKax

OOy4aromuiicss BIageeT
HaBBIKAMH JETIOBBIX
KOMMYHUKAaLIHH B
YCTHOW W TNHCbMEHHOH
dbopmMe Ha PYCCKOM H
MHOCTPAHHOM SI3bIKax

OO0y4aromuiics B
COBEPILCHCTBE BJIaJieeT
HaBBIKAMHU JIETIOBBIX

KOMMYHUKALIUM B YCTHOH U
MACBMEHHON  (dopMe Ha
PYCCKOM M HHOCTPaHHOM
A3BIKAX

Baageer (B3 VYK-4.3)
METOIMKOM  COCTaBJIEHUS
CYXKJICHUS B

MCXKINYHOCTHOM JI€JIOBOM

OOyuJaromuiicss He BiaaeeT
METOAUKOM  COCTaBJIEHUS
CYXJICHUS B
MEXKIMYHOCTHOM JIETOBOM

OOyJaromuiicss 4YacTUYHO
BJIAJEET METOIUKON
COCTaBIICHHUS CYXKICHHUS B
MEXKIIMYHOCTHOM JE€JIOBOM

OOy4aromuiicss BIageeT
METOIUKOU

COCTaBIICHHSI CYKIIEHUS
B MEKJIMYHOCTHOM

OO0y4aromuiics B
COBEPIICHCTBE BIIAJIEET
METOOUKOM  COCTaBJIEHHS
CYXJICHHS B

6




OOIlEHMH Ha PYCCKOM U
MHOCTPaHHOM SI3bIKaX

OOIlEHMH Ha PYCCKOM U
WHOCTPAaHHOM $SI3bIKaX

O0IIEHNH Ha PYCCKOM U
MHOCTPAaHHOM SI3bIKaX

JIEIIOBOM  OOILIlEHUH Ha
pycCKOM U
WHOCTPAHHOM SI3bIKaxX

MEXITMYHOCTHOM JICTIOBOM
OOIIEHNH Ha PYCCKOM U
MHOCTPAaHHOM $I3bIKaX

1.2.3. llIkaja oneHuBanus

YpoBeHb 10CTHKEHUM

OTMeTKA B 5-02JbHOMH IIKAJIE

3auTeHo/ He 3aYTEHO

BBICOKHH «5»(OTINYHO) 3a4TEHO

IIPOABUHYTBIN «4»(xopo11o) 3a4TEHO

IIOPOTOBBIMI «3»(y10BIETBOPUTENHHO) 3a4TE€HO
HHKE ITOPOrOBOTO «2»(HEyI0BIETBOPUTENHHO) HE 3a4TE€HO




2. TunoBble KOHTPOJbHbIE 3aJaHUSI MU MHbIE MaTepHaJibl, HEOOXOAUMBbIE I OLEHKH
3HAHMH, YMeHHWi, HABBIKOB, XapaKTepU3YWIIUX ITanbl (OopMHPOBAHHS KOMIETeHUHUHl B
npouecce 0CBOeHHs 00pa3oBaTeIbHOI NPOrpaMMbl

THUITIOBBIE 3ATAHUSA JJIS TPOBEJAEHUSA TPOMEXKYTOUYHOM ATTECTALIAU:

2.1. Dx3ameH
a) TUIIOBBIE BOIIPOCHI (3aJaHMsI)

32 VK-4.1. (3namy)

1. CoctaB HOpMaTHBHO-MeTOo1M4eckoi 6a3el JOY.

2. Crangaptuzanus u yaudukanus cucremsl JJOVY.

3. Obuepoccuiickue KiacCu(pUKaTOPbl TOKyMEHTAIUH.

4. locynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YITPABIICHUS.

5. YHubUIMpoBaHHas CUCTEMa OPraHU3aIlMOHHO -PACTIOPSIIUTEIPHON JOKYMEHTAITUN
(YCOPL).

6. DopmyIsip-00pazer] opraHu3alMoOHHO-pactopsaauTenbHou nokymenTauu (OP/).
PexBusuTh 11 O1aHKH.

1. brnanku 1OKyMeHTOB 1 TpeOOBaHUS K HUM.

8. Crpykrypa nokymenta. TpeboBanus k opopmienuto nokymeHToB o 'OCT P
6.30-2003.

9. [IpaBmna odopmileHUsT OCHOBHBIX BHJIOB OpPTaHH3AI[MOHHO-PACIIOPSTUTEITBHBIX
JOKYMEHTOB

10. Cucrema opraHu3aIMOHHON JTOKYMEHTAIIUH.

11. Cucrema pacrnopsIuTeIbHON TOKyMEHTAITHH.

12. Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIMH.

13. CrnyxxeOHas repernucka Ha IpepUsITHH.

14, [IpaBuna oopmMiIeHUs U BBIJAYH KOTIHI TOKYMEHTOB

15. JlenoBasi pedb U ee TpaMMaTHYECKHE 0COOCHHOCTH.

16. Jlorudeckoe NoCTpOeHHE JOKYMEHTOB.

17. Opranuzanus npruema, pacCMOTPEHUS, PErUCTPALIH U UCIIOJIHEHUS JOKYMEHTOB

18. [IpoxosxaeHne v NOpsAIOK UCTIOTHEHUS BXOIAIINX JOKYMEHTOB.

19. [IpoxosxaeHne UCXOIAMIMNX U BHYTPEHHUX TOKYMEHTOB.

20. Oco0eHHOCTH OpraHu3aluu padoThl JOJDKHOCTHBIX JIMIl ¢ KOH(UICHIIMATILHBIMU
JOKyMEHTaMH U OJaHKaMU CTPOTOM OTYETHOCTH.

21. PaboTta ¢ mucekMaMu 1 0OpaIeHUIMH TPaKIaH.

22. Opranu3zanus onepaTUBHOTO XpaHeHusl JOKyMeHToB. HomeHknatypa aei.

23. DKcnepTu3a EHHOCTH JOKYMEHTOB.

24, [ToaroToBka u nepenavya JOKyMEHTOB Ha apXUBHOE XpaHEHHUE.

25. OcoOCHHOCTH JOKYMEHTAIIMOHHOTO OO0ECTICUCHHs OyXTalTepCKON JESITeIIbHOCTH
MIPEPHUSITHS

26.CoBpeMeHHbIE IIEKTPOHHBIE CUCTEMBI YIIPaBJIEHUs U pabOThI C JOKYMEHTaMH

27. CoBpeMeHHbI€ yHUBEpCalbHbIe HH(OOPMAIIMOHHBIE TEXHOJIOTUH JUIS
COBEpILEHCTBOBAHMS IOKYMEHTHPOBAHUS YIIPABICHYECKOH JEATEIbHOCTH

28. XapakTepucTHKa CUCTEM IEKTPOHHOIO yIpaBieHus gokymeHTamu (OY 1)

29. Beibop s¢ddexktuBnoit COV]] (kmaccuduranus CUCTEM HIIEKTPOHHOIO YIpaBJICHUS
JIOKyMEHTaMH )

30. CucremMbl aBTOMATH3AIMHU JCJIOMPOU3BOJICTBA U JoKyMeHTooOopoTa (CAJI)

31.Ilocnennue pa3pabOTKH Ha POCCUHCKOM PhIHKE CUCTEM aBTOMAaTHU3AlMK IOKyMEHTO000pOTa

32. 3alMIIeHHOCTh AMEKTPOHHOTO JOKYMEHTO000pOoTa
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0)

Kpumepuu oyerusanus

[Ipu oueHKe 3HAHUI HA DK3aMEHE YYUTHIBACTCS:

1.
2.

YpoBeHb chOpMUPOBAHHOCTH KOMIICTCHIIUH.

YpoBeHb  ycBOCHUSA

TCOPCTUYCCKHUX MTOJIOKEHUH JUCHUITIINHBI, MMPaBUJIBHOCTDH

(OpMYITMPOBKH OCHOBHBIX MOHATHIA U 3aKOHOMEPHOCTEH.
YpoBeHb 3HaHUS (HAKTUYECKOTO MaTeprana B 00beMe IPOrpaMMBl.

3.

4.
S.
6

Jloruka, CTpyKTypa U rpaMOTHOCTb M3JI0KEHUS BOIIPOCA.

YMeHue cBs3aTh TEOPUIO C MPAKTUKOM.

VYMenue nenath 0000ICHUSI, BHIBOIBI.

Ne i/ Ouenka

Kputepnu ounenku

OTINYHO

OTBeThI Ha MOCTaBJICHHBIE BOIPOCH! M3JIAraloTCs JJOTUYHO,
TIOCJIEIOBATENBHO U HE TPEOYIOT JOTIOTHUTENBHBIX MoscHeHuH. [TomHo
PaCKpBIBAIOTCS] IPUYHMHHO-CIICICTBEHHBIE CBS3W MEXITY SIBICHUSIMU H
coOpITHsAMU. [lenatorcsi 000CHOBaHHBIE BBIBOABI. JleMOHCTpHpPYIOTCS
rryOoKue 3HaHUS 6a30BbIX HOPMATUBHO-TIPABOBHIX AKTOB.
CobmiofaroTcss HOpMBI TUTEPATYPHON PEUH.

Xopomio

OTBeTHI Ha MOCTaBICHHBIC BOMPOCKHI H3JIararoTCst
CHCTEMaTHU3UPOBAHO U TIOCIE0BATENbHO. ba30BbIe HOPMATHBHO-
MIPaBOBBIC AKTHI UCIIOIB3YIOTCS, HO B HEAOCTATOYHOM OOBEME.
Martepuan nznaraercsi yBepeHHo. PackpbITbl TPHUUHHO-CIIEICTBEHHBIE
CBSI3U MEXK]Ty SIBJICHUSIMH U COOBITHUSME. JIeMOHCTpHpYETCSl YMEHUE
aHAMM3UPOBATH MaTEpHal, OJJHAKO HE BCE BBHIBOBI HOCST
apryMeHTHPOBaHHBIN U JTOKa3aTeNbHBIA XapakTep. CoOmronatoTes
HOPMBI JINTEPATYPHOU pEUH.

'Y 10BIETBOPUTEIHLHO

JomyckaroTcst HapyIIeH:s B MOCIEN0BATETFHOCTH U3JI0KEHUSI.
Nmerotest ymoMuHaHus 00 OTJENbHBIX 0a30BBIX HOPMATHBHO-TPABOBBIX
aktax. HemomHo packpsIBarOTCS MPUYUHHO-CIIEACTBEHHBIE CBS3H MEXKITY
SIBIICHUSIMH B COOBITHSIMU. J|eMOHCTPHUPYIOTCSI TOBEPXHOCTHBIE 3HAHUS
BOIIPOCA, C TPYJIOM PelIaroTcsi KOHKPETHbIE 3aAa4du. MiMeroTcs
3aTpyaHEeHns ¢ BhIBoJamiu. JlomycKaroTcs HapylIeHus: HOpM
JIUTEPAaTYPHOH pEUn.

HeynoBneTBOpUTEIBHO

Martepuan nznaraercsi HeocjleA0BaTeIbHO, CONBYMBO, HE
MPEACTABIIAET ONPENCICHHON CUCTEMBI 3HaHUM no aucuuiuinae. He
PaCKpBIBAIOTCS IPUUMHHO-CIICICTBEHHBIE CBSI3M MEXY SBICHUSIMU U
coOprTusiMu. He mpoBouTcs ananu3. BeiBogbl oTCyTCTBYIOT. OTBETHI Ha
JOIOJTHUTENIBHBIE BOIPOCHI OTCYTCTBYIOT. VIMEIOTCS 3aMeTHBIE
HapyLEHUs1 HOPM JINTEPaTYpHOU PEUH.

BauTeHo

BeicTaBisieTcs mpu COOTBETCTBUHU MapaMeTpam
9K3aMEHALMOHHON INKaJdbl HAa YPOBHAX «OTIMYHO», «XOPOLIO»,
«YZIOBJIETBOPUTEIBHO.

He 3auTeno

BricraBisercs Ipu COOTBCTCTBUU IMapaMeTpaM
3K3aM€HaLII/IOHHOﬁ IIKAJIbl Had YPOBHEC «HCYJOBJICTBOPUTCIILHOY.




TUIIOBBIE 3AJAHUSA AJ151 TIPOBEJIEHHWS TEKYIMEI'O KOHTPOJISA:
2.2. Tecr

a) Tunoeoti komniekm 3a0anuti 01 6X0OHO20 MeCMUPOBAHUs

1.Kaknx ¢gopmaroB Gymara npumMeHseTCs 1Ji51 U3TOTOBJIEHUs 0JIAHKOB JJOKYMEHTOB:

a) A4, AS;

0) Al, A6;

B) A3, A7.

2. Kakue pa3mMepsbl nmoJjiei 10/15KHbI MMeTh 0JIaHKHU JOKYMEHTOB:

a) 1m.10mm, 11.20MM,B.-20MM, H-20MM;

6) m.10mwm, 11.15MM,B.-20MM, H-20MM;

B) 1. 10mmMm, 11.10MM,B.-20MM, H-20MM.

3. I'me 1 npu KakuX ycJ0BUSX NpuMeHsieTcs: pekBu3NT «['ocynapcrBennblii repd Poccuiickoii
Denepanun»:

a) Ha OJIaHKaxX [EHTPAJIbHBIX OPTraHOB (e/IepaTbHOM MCIIOHUTENbHON BIACTH;

0) Ha OJaHKax pacHopsAAUTENbHBIX JOKYMEHTOB;

B) Ha CITPAaBOYHOU JOKYMEHTAIINH.

4. Ha kakux JOKYMeHTaX He MpocTaBJ/isieTcsi pekBu3uT «HauMeHoBaHue BUIa JOKYMEHTa»:
a) B OJ1aHKe NMHUCHbMa;

0) B OnaHKe TpUKa3;

B) B OJIaHKE IPOTOKOJIA.

5. lllupuHa moJis cjieBa Ha CJIy:KeOHOM NMHCbMe J0JI:KHA ObITH He MeHee:

a) 2 cM;

0) 2,5 cm;

B) 3 cMm.

6. Pe3os1io11usi pykoBoauTe/ ISl HA TOKYMEHTe pacnoJiaraercs:

a) B JICBOW HIDKHEW YaCTH TOJIA JOKYMEHTA;

0) B IpaBoii BepXHel 4acTu MoJisd JOKYMEHTA,

B) B IIpaBOM HIDKHEN 4acTH MOJISl JOKYMEHTA.

7. B kakoM cayuyae npaBujbHO opopmiieH pekBU3UT «Iloanmucek) Ha OJ1aHKe TOKyMeHTA:
a) JIupextop mxoJsr Ne 25 B.A. Ilerpoga;

0) AupexTop mKOJIbI [TerpoBa B.A.;

B) upekrop B.A.Ilerposa.

8. Kakme u3 CO/I(Ad-hoc, ACKH /I, Groupware, Docflow, Workflow) BkiiiouaioT B cedst
3JIEKTPOHHYI0 NOYTY MM padoTy ¢ Heil?

1) Bce BhILICNIEPEYUCIICHHBIE;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKHMI,.

9. Kakas CD/l npencrapisieT co00ii MOTOK padoT WM [1eJIOBBIX POLEeccoB?

1) Workflow;

2) Docflow;

3) Groupware;

4) Bce BBIIIETIEPEUNCICHHBIE CHCTEMBI.

10. I'me npumensitoTest cucrembl Kiaacca Workflow ?

1) GaHKH, CTpaXxOBbIEe KOMITAHUU;

2) Oyxranrtepusi, ayIMTOPCKUE PUPMBI,

3) HaJIOTOBBIE OPTaHBbI,

4) Bo Bcex ciepax.

11.B kakoii cucteme CY/l ecth cTporuii perjiaMeHT npoueayp o0padoTku 10KyMEHTOB?
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1) Docflow;
2) Workflow;
3) Groupware;
4) ACKUA,.
12. Kakue noJib30BaTe/in yNpaBJsoT pa3padorkoii cnenupuxanuu B CYI0/?
1) agMHUHUCTPATOPBI;

2) ynpaisitoniue aejiaMu;
3) apXuBUCTHI,

4) coTpyAHUKHU OOIICaIMUHUCTPATHBHBIX U (QYHKIIMOHAIBHBIX CTPYKTYPHBIX 10Ipa3/ICICHUN.

0)  Tunogoti komniexm 3a0anutl 05l umo206020 mecmuposanus (Ilpunosicenue 1)

8)  Kpumepuu oyeHusaHus

[Ipu ouieHKEe 3HAHUI OLICHUBAHUS TECTOB YUYUTHIBACTCS:

1.
2.

3.

4.
5.
6.

YpoBeHb chopMUPOBAHHOCTH KOMIIETEHITHIA.
VYpoBeHb YCBOCHHUSI TEOPETUUYECKUX TOJOKEHUM TUCIUTUIMHBI, MPaBUIBHOCTH
(hOpMyITUPOBKH OCHOBHBIX IMOHATUN U 3aKOHOMEPHOCTEH.

YpoBeHb 3HaHMS (PAKTUUECKOTO MaTepHaia B 00beMe MPOrpaMMbl.

Jloruka, CTpyKTypa U rpaMOTHOCTb M3JI0KEHUS BOIIPOCA.

YMeHue cBs3aTh TEOPUIO C MPAKTUKOM.

YmMenue nenatb 00001EHNS, BRIBOIBI.

Ne i/

Onenka

Kputepnu ouenku

OTianaHOo

OTBeTHI Ha MTOCTaBJICHHBIE BOMPOCHI U3J1araroTCs JIOTHYHO,
MIOCJIEIOBATEBHO H HE TPEOYIOT JOTIOHUTENBHBIX MosicHeHni. [TomHo
PaCKpBIBAIOTCS IPHYHHHO-CIIEICTBEHHBIE CBSI3H MEXKTy SBICHUSMH U
coObITHSIMU. [JlenaroTcsi 000CHOBaHHBIE BBIBOJBI. JIeMOHCTPUPYIOTCS
rryOoKre 3HaHHS 0a30BBIX HOPMATHBHO-TIPABOBBIX aKTOB.
Co0IIr01af0TCsl HOPMBI JINTEPATYPHON PEUH.

Xopotiio

OTBeTHI Ha MTOCTABIICHHBIE BOIIPOCHI U3JIAraloTCs
CHCTEMaTHU3UPOBAHO U TIOCIE0BATENbHO. ba3oBbIe HOPMATHBHO-
IIPABOBHIE aKTHI UCIIONB3YIOTCS, HO B HEIOCTATOYHOM 00BEME.
Martepuan nznaraercst yBepeHHO. PacKpbITbI MPHYUHHO-CIIEICTBEHHEIE
CBSI3M M@Ky SIBIICHUSMH U COOBITHUSAMU. J[eMOHCTpUpPYETCsS yMEHHE
aHAM3UPOBATH MaTEpHAI, OJJHAKO HE BCE BEIBOJBI HOCST
apryMEeHTHPOBaHHBIN U TOKa3aTenbHBIA XapakTep. Colmronatorcs
HOPMBI TUTEPATYPHOH peUH.

Y IOBJIETBOPUTEIBHO

JonyckaroTcs HapyLeHus B IIOCIEI0BATEIbHOCTH U3JI0XKEHHSL.
Umerotes ynoMuHaHus 00 OTAEIBHBIX 0a30BBIX HOPMAaTHBHO-
MIPaBOBBIX akTaxX. HemomHo packpbiBatOTCs MPUYHMHHO-CIIEACTBEHHbIC
CBSI3U MEXIy SIBJICHUSIMH U COOBITUAMHU. JleMOHCTPUPYIOTCS
[TIOBEPXHOCTHBIE 3HAHUS BOIIPOCA, C TPYIOM PEILIAOTCsl KOHKPETHBIE
3a1aun. Mmerorcs 3aTpyaHeHus ¢ BeiBogaMu. JlomyckaroTes
HapyLeHUs] HOPM JINTePaTypHOH peyH.

HeynosnerBopurensHo

Martepuan nznaraercsi HenoclieA0BaTeIbHO, CONBYMBO, HE
IPEACTABIISIET ONPEAEICHHON CUCTeMBbl 3HaHUH 10 aucuuiuiiHe. He
PacKpBIBAIOTCSl IPUUMHHO-CIIEACTBEHHBIE CBS3U MEXY SIBJICHUSAMU U
coObITusiMu. He npoBonuTcs ananu3. BeiBoas! orcyTeTBYyI0T. OTBETHI
Ha JIONOJTHUTEIbHBIE BOIPOCH OTCYTCTBYIOT. VIMeroTcsl 3aMeTHBIE
HapylIeHUs] HOPM JIMTEPATYPHOH peyn.

3aureHo

BricraBisercs Ipu COOTBCTCTBUU IMapaMETpaM
3K3&M€HaLII/IOHHOﬁ IIKaJbl Ha YPOBHAX «OTJIUYHO», «XOPOLIO»,
«YAOBJICTBOPUTCIIBHO».

He 3auteno

BricraBisercs Ipu COOTBCTCTBUU IMapaMETpaM
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3K3aMCHaHI/IOHHOI\/'I IIKaJbI HaA YPOBHEC «KHCYJOBJICTBOPUTCIILHO).

2.3. KoutpoasHas padora.

a) 3a0anusi 01 KonmpoavHou pabomet ([Ipunosicenue 2)

0) kpumepuu oyeHU8aHUsL

Brmonnsercs B mucekMerHo# popme. [Ipu onieHke paboThl CTyA€HTa YUUTHIBACTCS:

1. [IpaBusibHOE paCcKpBITUE COJIEPKAHUS OCHOBHBIX BOIIPOCOB TEMBI, IPABUIILHOE pEIIECHHUE 3a/1a4.
2. CaMOCTOSITENBHOCTD CYXJEHUN, TBOPYECKUI IMOJX0J, HaydHOE€ OOOCHOBAHUE PACKPbIBAEMOM
poOIEMBI.
3. IIpaBUIBHOCTD MCIIOJIB30BAHMS IUTAT (€CIIHM IIUTATa MPUBOIUTCS AOCIOBHO, TO HAJO B35Th €€ B
KaBBIYKM M yKa3aTb MCTOYHUK C yKa3aHUEM (paMUIIMM aBTOpa, Ha3BaHUS MpPOU3BENIEHUS, MECTa U
ropojia U3JjaHusi, Toma, 4acTu, naparpadga, CTpaHHLIbI).

4. Hanuuue B KOHIIE paOOTHI MOJIHOTO CIUCKA JINTEPATYPHI.

Ne n/m

Onenka

Kputepnu ounenku

OTinyHO

CTyneHT BBITOJHUI paboTy 0e3 OMMOOK U HEIOYETOB, JOMYCTHII HE
0osee OTHOTO HEAOYETa

Xopouio

CTyzneHT BBITOJHUIT PaboTy MOJIHOCTHIO, HO JIONYCTUII B HEH HE
Oosiee o1HOM HerpyOOii OMIMOKHK M OJHOTO HEZoYeTa, Wik He 0ojiee IBYyX
HEJI0YETOB

Y 10BIE€TBOPUTEIBHO

CTyJeHT paBUIILHO BBITTOJIHMII HE MEHEE TOJIOBUHBI pabOThI WIN
JIONTYCTUJI He OoJiee ABYX rpyObIX OIMHMOOK, WiIM He 0ojiee OAHOMN Ipyooii U
OJTHOUM Herpy0oil OIIMOKK U OJIHOTO HeJlouera, Wi He Ooiee ABYX-Tpex
HErpyOBIX OIIMOOK, MU OJHOM HErpyOoil OIMOKH M TPEX HEOYETOB, UITH
IPY OTCYTCTBUU OIIMOOK, HO MTPH HAJTMYUH YETHIPEX -TISITH HEJIOYETOB,
TUIOXO 3HAET MaTepual, JOIMyCKAaeT NCKaKeHne PaKkToB

HeynoBnerBopuTenbHO

CTyJeHT JOMYCTUIT YHCIIO OIHUOOK M HEIOYETOB MPEBOCXOIAIIIEE
HOpMY, TIPH KOTOPOH MOKET OBITH BHICTABIICHA OIEHKA «3%», UIIH €CIIN
MIPABIJIBHO BBHITIOJTHIII MEHEE TTOJIOBHHEI paOOTHI

3auTeHo

Bremonaeno npaBuisHO He MeHee 50% 3amanuii, paboTa BEITIOTHEHA
10 CTAaHAAPTHOW MITM CAMOCTOSITEIIEHO pa3paboTaHHOW METOINKE, B
OCBEIIEHUH BOIIPOCOB HE COAEPIKUTCS TPYOBIX OMIMOOK, TIO XOAY PEIIeHHUs
C/IeJaHbl apTyMEHTHPOBAHHBIE BHIBOJIBI, CAMOCTOATEINHHO BBHIITOIIHEHA
rpadudecKkas 9acTb paOOTHI

He 3auteno

CTyZneHT He cipaBWIICS C 3a7jaHUeM (BBIIOJIHEHO PaBIILHO MEHEE
50% 3anmaHus BapuaHTa), HE PACKPHITO OCHOBHOE COJIEP>KaHHE BOIIPOCOB,
HUMEIOTCS TPyOble OIMOKY B OCBELICHUHN BOIIPOCA, B PEIICHUH 3a1a4, B
BBINOJTHEHUH IpauuecKOl 4acTH 3aJaHus U T.J., @ TAKXKE BBIIIOJHEHA HE
CaMOCTOSITENBHO.

2.4. 3amuTa 1a60paTOpPHOIi paGoThI

a)

0) kpumepuu oyenusanus
1. YpoBeHb cOPMUPOBAHHOCTH KOMITETEHIIUH.

2. YpoBeHb YCBOCHHSI TEOPETUUYECKHX MOJI0KEHUH TUCIMUITIIMHBL, TPABUIBHOCTD (HOPMYITUPOBKU
OCHOBHBIX NOHATHH U 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHMS (PaKTHUECKOTO MaTepuana B 00beMe MPOorpaMMBbl.

4. Jloruka, CTpyKTypa U TPaMOTHOCTb M3JI0’KEHHSI BOIIpOCa.

5. YMeHHe cBs3aTh TEOPUIO C IIPAKTUKOM.

6. YmMmenue nenath 0000IIEHHUS, BEIBOIBI.

munogvle memul aabopamopruvix pabom (Ilpuroxcenue 3)
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3. IlepeyeHb W XapaKTepUCTHKU MNpoueaypbl OLEHWBAHUS 3HAHMI, YMeHWIH,
HABBIKOB, XapaKTePHU3YyIOUIMX 3Tanbl (OPMHUPOBAHUSI KOMIIeTEHIUI

[Ipoueaypa mpoBeneHUs] TEKYLIErO0 KOHTPOJS YCIIEBAEMOCTH M IPOMEKYTOYHOM aTrTecTauu
oOyJaronmxcs 1Mo JUCHUTUIMHE PEriIaMeHTHPYETCs JJOKAIbHBIM HOPMATHBHBIM aKTOM.

Hepeqeﬂb U XapaKTEePUCTHUKA NMPpoUEAYPbI TEKYHIETI0 KOHTPOJIA U HpOMe)l(yTO‘lHOﬁ aTrTeCTallum
mo JTMCHUIIJIMHE

Ilepuoan4HOCTH M
Ne HaumMmeHoBaHue PHO Buapl
Crocod mpoBeaeHust
n/n OLICHOYHOI'0 ——— bI BBICTABJIAACMbBIX (I)opMa yuera
cpeacTBa poneiyp OIIEHOK
OLIeHUBaHUSA
Pa3 B cemectp, o [To narubabHOM
BenmomocTs, 3aueTHas
9K33MeH OKOHYaHWH U3YUCHUSA IKaJjie
1. KHWKKa, TOPTHOIHO
JUCHUIIJIMHBI
3amura . Kypnan yaera
. Cucremarndecku [To natubannpHOM ypHai ¥4
2 nabopaToOpHOM yCTIEBAEMOCTH
Ha 3aHITUIX IKaJe
paboThI IpernojaBaTens
Perucrpanuonnas
TeTpaab JJIs 3a09YHOU
Pa3 B cemectp, 1o P
N dbopmbI 00yUEHUS 1
KonTtponbHas OKOHYAHUH TIEPBOU
3auTeHO/HE 3a4TEHO | KypHAJ ydeTa
3. | pabora TTOJIOBUHBI
YCIIEBAEMOCTH
JACLIUTUTUHBI
npernoiaBaTens Jist
04HOU (hopMBI 0OyUEHUS
Bxonnoe
TECTUPOBAHUE B
Hayaje u3y4yeHust Kypnan yuera
VCLIUTUTUHBI. . | yceBaemMocTu
et TTo nATHOALIBHON |
Tect Hrtorosoe MpernoaBaTess
4, IKaje
TECTUPOBAHUE pa3 B
ceMecTp, Mo
OKOHYAaHWH U3Y4YCHUS
JUACLUTUTUHBI.
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Ipunoowcenue 1

THNmoBOH KOMILJIEKT 3aJaHUM 1J151 HTOTOBOI0 TECTUPOBAHUA

V1 VK-4.2 (ymemy)

1.Mudopmanus onpenessiercs B 3aKOHe KaK:

a) CBEJICHUSI, TIEPE/IaHHbBIC OT OJJHOTO FOPUIHMYECKOTO JIULA IPYTOMY;

b) COOBITHS, 3aQUKCUPOBAHHBIC B JIOKYMEHTE;

C) CBEJICHHS O JIUIAX, MPEAMETaX, (pakTax, COOBITHSX, SIBICHHUSAX U MTPOIECCax,
HE3aBUCHMO OT (DOPMBI UX MPEICTABICHUS;

d) MPOBEPEHHBIC (PAKTHI, UCTIOIb30BAHHBIC TIPH PUHATHH PEIICHUSI.

2. OnpeneseHne NOHATHA «UHPOPMALIUSA» JAHO:

a) B 'OCT P 6.30-2003 TpeboBanus Kk 0(hOpMIICHUIO TOKYMEHTOB;

b) B ®eniepanbHoM 3akoHe «O0 nHpopmaru, HHGOPMATH3AIIUN U 3aIIIUTE
nH(popmaluu;

C) B ®enepanbHoM 3akoHe «O0 IEKTPOHHOM IUPPOBOI TOANUCH |

d) B TUnoBoii HHCTPYKIIMK N0 IE€TONPOU3BOACTBY B DeiepanbHbIX OpraHax

HCIIOJIHATECIHLHOM BIIACTH.

3. Oﬂpene.nelme MNOHATHUA «KTOKYMEHT» JAaHO:

a) B @enepaibHOM 3aKoHE «O s3pIKax HapoAoB Poccuiickoi denepanuny ;

b) B 'OCT P 6.30-2003 TpeGoBauus kK 0(hOpPMIIEHHIO TOKYMEHTOB;

C) B I'OCT P 51141-98 Jlenonpou3BoACTBO U apXUBHOE J1€70. TepMUHBI U ONIpEICTCHUS

d) B ®OeniepanbHoM 3aKkoHe «O0 IEKTPOHHOM IIUPPOBOI TOIMHCH |

e) B ®enepanpHoM 3akoHe «O0 nHpopManun, nHGOpPMATH3AIUN U 3alTUTE HHHOPMAITIH.

4. JlokyMeHT onpejeJisieTcs KaK:

a) nHdopmanus, NoTydyeHHast sl IPUHATUS PEeLeHUs,

b) nr00as 3armucanHas HHPOPMaIus;

C) 3a(UKCUpOBaHHAs HA MaTePHAILHOM HOCUTENE HHPOpPMaILUs C pEeKBU3UTaAMHU,
MO3BOJISIFOIIMMHU €€ UIEHTU(ULIUPOBATD;

d) CBECHHUSI, 3a(pMKCUPOBAHHBIE U HAKOIUICHHBIE C LEJbIO UX JajbHeHIIero
UCIOJIb30BAHUS.

5.'pud yrBepKIeHUs COAePKUT:

a) cnoBo YTBEPXJIAIO, ykazanue H0IKHOCTH, MOANUCH, PACIIH(PPOBKY MOIHCH
(1.0.9.), nary;

b) cnoso YTBEPXKJIEH (M1.0.®.), Ha3BaHue BuIa YTBEPKIAIOIET0 JOKYMEHTA B
TBOPUTEJILHOM IMaJIEKE, €ro JaTa U HOMED;

c) cinoBo YTBEPXJIAIO, noanuck pykoBoauTes, paciindpoBKa MOIIMUCH U JaTa;

d) CJIIOBO YTBEP}KI[EH (1.0.D), nazBanue BuJa yTBEPKIAIOIIETO IOKYMEHTA B

HUMCHUTCIIBHOM ITaJICKE, €0 AaTa U HOMEP.

6.Pa3HOBHIHOCTH MUCEM ONPeEIESIIOTCS HX HA3HAYEHHEM:

a) COITPOBOJIUTEIILHBIC — TIPU COMPOBOKICHUH JIPYTOTO TIOKYMEHTA C TMOSICHCHUSIMHU;

b) MUCHMO-TIPUTTIANICHUE — MPHUTIIANIAIOT TIPUHATH YIaCTHE;

c) MUChMO-HAIOMHHAHUE — COOOIIAIOT O IPUOINKEHUH CPOKA;

d) PEKIIAaMHOE TUCHMO — PEKJIAMHUPYIOT TOBAPHI U YCIYTH;

e) rapaHTHHHOE MHUCHMO (rapaHTHPYIOT BBIIIOJIHEHHUE
0053aTeNBCTBA).

7.Bpi0epuTe, YTO OTHOCUTHCS K YHH(HUIIMPOBAHHBIM (popMaM 10KYMEHTOB
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a) JIro0oit TpadapeTHBII TEKCT;

b) COBOKYITHOCTh PEKBH3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PELIAEMBIMH B JJAHHON
cdepe AeATETLHOCTH 3371a4aMH U PACTIOJIOKEHHBIX B OTIPENICIEHHOM MOPSIIKE Ha HOCHTEIISX
uH(pOpMAIIHH;

C) Tabmuna;

d) [11a010H B epCOHAILHOM KOMIIBIOTEPE.

8. ®opmy.asip-o6pasen npeacTaBIsieT cOOO:

a) MOJIEITb IOCTPOCHHUS IOKYMEHTA, YCTaHABIIMBAIOIIAs Pa3MepPhI MOJICH U HIPUPTOB;

b) KOHCTPYKIIMOHHAS CETKa TOKYMEHTA,

c) MOJIeJTb IOCTPOCHHUS IOKYMEHTA, YCTaHABJIMBAIOIAs 00JacTh IPUMEHEHUS, (POPMATHI,
pa3Mepsl 1oJieii, TpeOOBaHMsI K TOCTPOCHHIO KOHCTPYKIIMOHHOW CETKU M OCHOBHBIM PEKBH3UTAM,;

d) MOPSIOK MOCTPOCHHUSI OJTHOTO U3 BHIOB JIOKYMEHTOB.

9. Baank AJIsA MMCbMaA OTJIMYAETCHA OT 0611161"0 0JIaHKA HAJTMYHEM PE€KBU3UTOB:

a) CIpaBOYHbIE JaHHbBIE 00 yUpeKIEHUU-aBTOPE, CChUIKA HA HOMEP U JaTy
MHHULMATUBHOTO JIOKYMEHTA;

b) BU/JI JOKYMEHTA, CIIPABOYHbIE JaHHbBIE 00 YUpEKIEHUN-aBTOPE, CChIJIKA HA HOMEP U
JaTy NHALIMATUBHOTO JOKYMEHTA,

C) BHJI TOKYMEHTA, CChIJIKA HA HOMEP U J1aTy MHUIMaTUBHOTO JOKYMEHTA,

d) CIpaBOYHbBIE JAHHBIE 00 YyUpEKIEHUU-aBTOPE, HOMEP U JaTa JTOKyMEHTA.

10.061muii 6;1aHK OT/IMYaeTCHA OT OJIAHKA /ISl MHCbMa HAJTNYHEM PeKBU3UTOB:

a) BHUJI JOKyMEHTA, CIIPaBOYHBIE JaHHBIE 00 aBTOpE, aTa U HOMEP JTOKYMEHTA;
b) BH/JI IOKyMEHTAa, MECTO COCTaBJICHHS JOKYMEHTAa,

c) BUJ JJOKyMEHTAa, CChIJIKA HA HOMED U ATy HHUIMATHBHOIO JOKYMEHTA;

d) sMOsIeMa, MECTO COCTABJICHHUS JOKYMEHTA.

11. Ha o0Omiem 06J1aHKe MOTYT ObITh COCTABJIEHBI IOKYMEHTHI:

a) MIPHUKA3HI;

b) IUCHhMA;

C) 3asBJICHUS,

d) IIOCTAHOBJIEHUS
e) JKaTOOBI.

12. JIaTa BXOJUT KaK COCTABHASI YACTh B PEKBU3UTHI:

a) CCBIJIKA Ha PErMCTPAIIMOHHBIN HOMEp U JIaTy;

b) BU3Aa,

c) rpud COriacoBaHus;

d) (rpud yTBEpKACHUS) |

e) PE30IIIOIHS;

f) OTMETKA O MOCTYIUICHHHU JIOKYMEHTa,;

9) OTMETKa 00 MCIOJHEHUH TOKYMEHTA;

h) OTMETKa O 3aBEPCHUU KOIIUH;

) UACHTH(OUKATOP DICKTPOHHON KOMMU JOKYMEHTA.
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Ipunoocenue 2

Tunoeoit komnaexm 3a0anuil 011 KOHMPOALHOU PAdOMbl

32 VK-4.1 (3nams), V1 YK-4.2_(ymemy)

PopnE

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.

27.

Poie okyMeHTa B cepe npaBa U yIpaBJICHHS.

JIOKYyMEHT: OCHOBHBIE TTOHSTHS, CIIOCOOBI IOKYMEHTHPOBAHUSI.

Wudopmanust u TOKyMEHT.

YHuduKanus 1 CTaHJapTU3AIMS KaK OCHOBHOE HANpaBJICHUE COBEPIICHCTBOBAHMS JOKYMEHTOB.
I'OCTst Ha YC/. CucteMbl TOKyMEHTaLUU.

XapakTepucTuka, cocTaB U cojiep:kanue aerctpyromero 'OCTa.

Cocras pexsuzutoB OPJI, mpaBuiia ux opopMIiIeHHUS.

[IpaBuna odopmiteHUS, U3TOTOBIICHHSI, y9€Ta, HCIIOJIb30BAHMS U XpaHEHUS OJJAHKOB OpTaHU3aIlNH.
XapakTepruCTHKa H COCTaB OPTaHU3AIMOHHBIX TOKYMEHTOB.

XapaKkTepucTHKa U COCTaB CIPABOYHO-WH(POPMAIMOHHBIX JOKYMEHTOB.

. XapakTepuCTUKA U COCTAB PaCHOPSAUTEIbHBIX TOKYMEHTOB.

. Ocobennoctr ohopmiIeHHUS KaIpOBOM TOKYMEHTAIUH.

. YHuUIpoBaHHble GOPMBI JOKYMEHTALIUU 10 TPYAY.

. Jlenonpoun3BoACTBO Kak (PyHKIUS yIIpaBICHUsI, COBPEMEHHbIE TPEOOBAHHUS K €r0 OpraHu3aIiHy.

. Cnyx0a JOKYMEHTAI[MOHHOTO OOCCIICUeHUs] YIpaBleHUs: (YHKIHUH, CTPYKTYpa, JAOJHKHOCTHOM

COCTaB, HOpMAaTUBHBIC MaTCpHAJIbI.

OO0mpe MPUHIMIBI OpraHU3aINH JOKYMEHTO000poTa. OCHOBHBIE ATAlbl TEXHOJOTHH PabOTHI C
JTOKYMEHTaMH.

[TepBonauanpHas 0OpabOTKa TOKYMEHTOB B YUPEKICHHUH.

TexHo0oT s paCCMOTPEHUS JOKYMEHTOB B YUPEKICHUH.

Perucrpanus 1o0KyMEHTOB Kak IpoIiecC CO3IaHMsI OaHKa JaHHBIX O JOKYMEHTaX OpraHU3allnH.
KoHTpoTh HCcToTHEeHHS TOKYMEHTOB.

Opraau3anus OTIPaBKH JOKYMEHTOB.

OcHoBHBIE TPeOOBaHMsI K OPraHU3aluU XPaHEHHS UCIIOJHEHHBIX JIOKYMEHTOB.

Bunst HoMmenkiatyp nein. [opsgok cocraBieHus u 0popMIIeHHUS.

Cpoku XpaHEeHHUsI JOKYMEHTOB.

[IpaBuna MoATOTOBKH IS K C/1a4ye B BEJOMCTBCHHBIH apXHB.

ApXHBHOE XpaHEHUE IOKYMEHTOB.

CoctaB HOPMATHBHBIX JIOKYyMEHTOB, pPETJIaMEHTHPYIOUIMX COCTaBJICHHE W  OQOpMIICHHUE
JOKYMEHTOB, X XapaKTCPUCTHKA.

CocTaB HOPMATHBHBIX JIOKYMEHTOB, PErVIAMEHTUPYIOIIUX OPraHU3alrio padoThl ¢ JOKyMEHTAMHU
B YUPEXKJICHUH, UX XapaKTCPUCTUKA.
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Ipunoocenue 3
Tunosble TeMbI JIAG0OPATOPHBIX PadOT

B2 VK-4.3., B3 VK-4.3. (81ademv)

1. CocraBuTh 0OmUMH OJAHK KOHKPETHOW OpPraHU3alUd C TIPOJOJBHBIM PACIOJIOKECHUEM
pexkBU3UTOB Ha hopmare A4.
2.CocraButh OOmMHA ONaHK KOHKPETHOW OpraHu3alMd C YIrJOBBIM IIEHTPHPOBAHHBIM
pacroJio’KeHueM peKBU3UTOB Ha popmare A4.
3.CoctaBuTh 00U OJIaHK KOHKPETHON OpraHW3alyy C YIIIOBBIM ()JIaroBBIM PacIOIOKEHHEM
peKBU3UTOB Ha hopmare A4.

4. CoctaBuTh ONaHK CIY)KEOHOTO NHChMa KOHKPETHOH OpraHW3alid C YTJIOBBIM H
MIPOJIOJTBEHBIM BapPHAHTAMH PACTIOJIOKEHHSL.

5. CocraButs ycraB opranmzanuu cormacao ['OCTy P 6.30-2003.

6. CocCTaBHTB POEKT PACTIOPSHKECHUSI.

7. CocTaBuTh NPOEKT NMPHUKa3a 10 OCHOBHOW JESTEIbHOCTH.

8. CocTaBHTH POEKT PEIICHUSI.

9. CocTaBUTh MPOEKT TOKIATHON U CITYKEOHOW 3aIrrCKH.

10. CocTaBUTh MPOEKT MPOTOKOJIA.

11. OdopMUTD U 3aMOTHUTH MPOEKT MPUKA30B MO JTUYHOMY COCTaBYy (IIpHUKa3 O IpHUeMe Ha
paboTy, mpuKa3 0 epeBoie pabOTHHUKA Ha IPYTYIO padoTy).

12. OdopMuUTh U 3aMOJHUTH MPOEKT MPUKA30B MO JUYHOMY COCTaBy (MpHUKa3 O
MPEKpaIIeHUH TPYAOBOTO AOTOBOpa ¢ paOOTHUKOM, TIPHKA3 O MOOMIPEHUN PAaOOTHUKA).

13. OdopMuTh M 3aMOJHUTHL MPOCKT MPHKA30B [0 JUYHOMY COCTaBy (NPUKa3 o
HaIpaBJIEHWU pabOTHHKA B KOMaHIUPOBKY, IPUKa3 O MPEJOCTABICHUH OTIIYCKa PaOOTHHUKY)

14, OdopMUTh 3aMOTHUTH TPOSKT IMITATHOTO PACTICAHMS.

15. OdopMUTh 1 3aMOTHUTH TPOEKT rpadrka OTITYCKOB.

16. OdopMUTh 1 3aMOTHUTH TPOEKT JTUYHON KAPTOUKH.

17. OdopMuTh W 3aMOJHUTH MPOEKT KOMaHIWPOBOYHOTO YIOCTOBEPEHHS, CIY)KEOHOTO
3aJlaHus JJIsl HAlpaBJIEHUS! B KOMAHIMPOBKY M OTYETA O €r0 BBIOJHEHUH.

18. Odopmute Hammex)amM 00pa30oM MOJHYI0 KOMHI O(UIIMAIBHOTO JOKYMEHTA,
BBINIUCKY U3 O(pULIMATBHOTO JOKYMEHTA.

19. OdopMUTh U 3aMIOJIHUTH MPOEKT JKypHAIa BXOAAIIEH JOKYMEHTALIUH.

20. OdopMUTD U 3aMIOJIHUTH MPOEKT JKypHaIa UCXOIAIIEH TOKYMEHTAlUH.

21. OdopMUTh U 3aMOTHUTH TPOSKT HOMEHKJIATYPHI JeJT JII000TO BHIA.

22. OdopMUTh U 3aMIOJIHUTH MPOEKT OMUCHU A€ JIF000ro BUA.

23. OdopMUTh U 3aMOJTHUTH MPOEKT O00JI0KKH Jela, 3aBEPUTEIHHOTO JIHCTa Jena.

24, OdopMuTh U 3aMOJNHUTH NPOEKT akTa O MpueMe-liepesadye JAOKYMEHTOB Ha
MIOCTOSIHHOE XpaHEHHUE B apXUB.

25. OdopMUTD U 3aMOJIHUTH MPOEKT aKTa O BBHIACIECHUHM K YHUUYTOXKEHUIO TOKYMEHTOB, HE
MOAJIEKAIIUX XPaHEHUIO.

26. OdopMUTh U 3aTOJTHUTH MPOEKT CAATOUYHON OMUCH Jell.

217. PaccmoTpers  cTpykTypa H  (QYHKIOMM  TOJApa3leleHUN MO  3IEKTPOHHOMY
JOKYMEHTAIHOHHOMY 0OCTY)KMBAHHUIO YUPEKICHUH.

28. Paccmorpers mpaBuiia npuemMa U 00paOOTKM  MOCTYMAroOmed  3JIEKTPOHHON

KOppECIOHACHIIMN, HUX BJIHUAHHUC HaA OpraHu3alllui0 JIBWIKCHHA JOKYMCHTOB. HanpaBneHI/Ie
QJICKTPOHHBIX TOKYMCHTOB Ha UCIIOJIHCHHUC

29. PaccmoTperh  0COOEHHOCTH — DIEKTPOHHOTO  JTIOKYMEHTOOOOpOTa  COBPEMEHHBIX
yupexieHnil. OCHOBHbIE HANPaBJICHUs COBEPIICHCTBOBAHUSA JOKYMEHTO000POTA.
30. PaccmoTpers  (OpMBI  perucTpald  SJIEKTPOHHBIX  JOKYMEHTOB, €€
OpraHH3aLuIo.
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31. PaccMoTpers B3aMMOCBS3b IPOLECCOB PETUCTPALMKM U KOHTPOJISL 32 HMCIIOJIHEHHEM
AJIEKTPOHHBIX IOKYyMEHTOB.

32. PaccmoTpeTs cpaBHUTENbHBIE XapaKTEPUCTUKU (OPM PETHCTPALUU IEKTPOHHBIX U

TPaJUIMOHHBIX JOKyMeHTOB. CocTaB nHpOpMaLuu.
33. PaccMOTpeTh  TEXHOJOTHIO KOHTPOJSL 32 HCIOJHEHHEM DIIEKTPOHHBIX
JTOKYMEHTOB.

34. PaccmoTpeTs 3aKOHOAATENBHBIE AaKThI, PETIAMEHTHPYIOIIHE padoTy ¢ MUChbMaMH,
xanmo0amu, 3asBICHUSAMU TPAKIaH, TOCTYIMBIINX MO KaHAIAaM JIEKTPOHHOH MoYTe.

35. OxapakTepu30BaTh TEXHOJOTHH PabOTHl C MUChMaMH, Xalo0aMU W 3asBJICHUSIMU
rpaXkJiaH, MOCTYMUBIINX 110 KaHAJIaM 3JICKTPOHHOM MOYTe.

36. O0ocHOBaTh METOJMKY COCTaBICHHS HOMEHKIATYpHl e JUIsl  SJIEKTPOHHBIX
JTOKYMEHTOB. 3Hau€HHE HOMEHKJIATYPHI e B TEXHOJIOTUH PabOTHI C JOKYMEHTaMH.

37. OdopmMuTh IKCIIEPTU3Y IIEHHOCTH JIEKTPOHHBIX JOKYMEHTOB B JEJIOTIPOU3BOJICTBE.

38. PaccMoTpeTs 2IeKTPOHHYO TOKYMEHTAIUIO U SJICKTPOHHBIN apXHB.

39. 3anojJHeHHe OCHOBHBIX CIPAaBOYHHMKOB B CHUCTEME JIEKTPOHHOTO JOKYMEHTO0OOpoTa
DocsVision.

40. Co3maHne W KOPPEKTHPOBKA  JIOKYMEHTOB B CHUCTEME  DJIEKTPOHHOTO
nokymeHnToobopora DocsVision.

41. XpaHeHHEe W TIOMCK JIOKYMEHTOB, KOHTPOJIb 3a HUX HCIIOJHEHWEM B CHCTEME
ANEKTPOHHOTO JIOKyMeHTooOopoTa DocsVision.

42. Omnucatpe HHPOPMAIMOHHYIO MOJIEITh AIEKTPOHHOTO oduca.

43. VYka3aTh OTIIMYUTEIBHBIE 0COOCHHOCTH 3aIbHOTO IPUHITUTIA OPTaHU3AIlIH TPY/IA.

44, [lepeuncnuTh OCHOBHBIE U BCIOMOTATENIbHbBIE (PYHKIIMH 3JEKTPOHHOTO oduca.

45. Onurcath KOMMYHUKAITMOHHYIO MOJIEITh AJIEKTPOHHOTO oduca.

46. VYkazaTh OTJIMUNUTEIBHBIE 0COOCHHOCTH KaOWHETHOTO MPUHIIAIIA OPTaHU3AIUHU TPYa.
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