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AHHOTAIMA
Paboueii mporpaMMbl yueOHOM TUCIUILIHHBL
b1.B.01.10 «/lokymeHTanMOHHOE 00eCTIeYeHHE JIOTUCTHUECKUX TPOIIECCOBY» ISl OATOTOBKU
OakanaBpa no HampasyieHuto 38.03.02 MeHeKMEHT, HallPaBJICHHOCTh: «JlorucTuka»

Lenbp ocBoeHMs] AUCHMIUIMHBI. U3YYEHHE OCHOB JIOKYMEHTHPOBAHMS yIPaBICHUECKON
NESITENbHOCTH,  IIPU  OCYILECTBICHUM  JIOTUCTUYECKUX  IPOLIECCOB,  OpraHu3aluu
JOKYMEHTOO0OpOTa B JIOTUCTUYECKOW JAEATEIbHOCTH OpraHu3aluil pa3iaudHbX (opMm
COOCTBEHHOCTH ¥ OCHOB TEXHOJIOTHH PabOTHI C JOKyMEHTAMH.

MecTo TMCHUIJIMHBI B Y4e0HOM IJ1aHe:

JlucuuIuinHa OTHECEHA K YaCTH JWCIHIUIMH Yy9eOHOTO TulaHa (GOpPMHPYEMOW ydacTHUKAMHU
00pa3oBaTeNbHBIX OTHOLICHWA M W3YyYaeTcsl MO BBIOOPY CTYACHTOB HANpaBlIEHHUS MOJITOTOBKU
38.03.02 MenemKMeHT, HAapaBICHHOCTh «JIoTHCTHKAY.

TpeGoBanuss K pe3yjabTaTaM OCBOeHHS AMCHUILUIMHBI. B pesymbrate o0CBOEHUS
JMCUIUTUTAHBL (DOPMUPYIOTCSI KOMITETECHITHH:

[TKoc — 6 - Obecnieuenre pa3pabOTKH MPEUIOKEHUH MO PAOHAIN3AMUN CTPYKTYPhI CETH
MTOCTaBOK B COOTBETCTBUH C IEJSIMA W CTPATETHUEH OpraHHU3alvy, NCHCTBYIOIIUX CUCTEM, GOpM U
METOJIOB YIPABJICHHUS MPOU3BOJICTBOM, COBEPIICHCTBOBAHUIO OPTraHU3AIIMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTAIIMHM U OpTaHU3aliu JOKYMEHTO000pOTa, BHEAPSHUIO TEXHUIECKUX CPEACTB 00pabOTKU
WH(GOPMAIINH, TIEPCOHATEHBIX KOMIIBIOTEPOB U CETEH, aBTOMATH3UPOBAHHBIX Pa00YNX MECT

[IKoc - 6.3 - CrangapTel  YHUGUIMPOBAHHONM CHUCTEMBI OpraHH3alMOHHO-
pacropsIuTeTbHON TOKyMEHTAIINH, CIMHAS CHCTEMa TEXHOJIOTUIECKON TOKyMEHTAIIN!

[TIKoc — 8 - MonenupoBanue TpeOOBaHMI K pelIeHUI0, (JOpMaIbHOE ONMCaHue TPeOOBaHMIA
K PElICHUIO, BaTUAALNs TpeOOBaHU K pEIICHUIO

[TKoc — 8.2 - JlokyMeHTHpOBaTh TPEOOBAHHUS K PEHICHUIO B COOTBETCTBHH C BHIOPAHHBIMU
moIxo1aMu K 0(OpMIICHUIO TPeOOBaHUH.

KpaTkoe conep:xkaHue IuCHUMILINHBI:
Pa3znen 1 «/lokyMeHTHpPOBaHHE YIIPABJIEHYECKOH JeSITeJIbHOCTH
Tema 1. «HopmaTuBHO-IIpaBoBast 6a3a AEIONPOU3BOJICTBAY
Tema 2. « OdopmiieHHE CITY’)KEOHBIX TOKYMEHTOB B COOTBETCTBUU ¢ TpeboBanusmu ['OCT P
7.0.97-2016»
Tema 3. OpranuzanvoHHbIE TOKYMEHTBI: 0COOCHHOCTH COAEpkKaHUs U 0(OPMIICHHE»
Tema 4. «PacniopsauTenbHble JOKYMEHTbI: OCOOCHHOCTH COJEepKaHUs U 0(OPMIICHUE»
Tema 5. «HpOpMaIIMOHHO-CTIPaBOYHBIE TOKYMEHTHI. BeieHre AenoBoii mepenucKm)
Pa3nen 2 «Opranusanus padoTsl ¢ JOKYMEHTAMH NPH JOKYMEHTHPOBAHUM
JIOTHCTHYECKHUX MPOLECCOB)
Tema 6. «OpranuzanusJokyMeHToo00poTa. CuctemMaTH3anus 1 XpaHeHUEJJOKYMEHTOB B
JIETIOTIPOU3BOJICTBE
Tema 7. «/JokyMEeHTOOOOPOT B JIOTUCTUKE
Tema 8. «JlokyMeHTOOOOPOTIPHU 3aKyIKe, CKIaIUPOBAHUH, TPY30TIEPEBO3KAX)
Tema 9. «KoMIbIOTEpHBIE TEXHOJIOTUH B AETONPOU3BOICTBE. DJICKTPOHHBIM JOKYMEHTOO00POT»

O0mas TPy10eMKOCTh JHCHHIUIHHBI: 2 3a4ETHbIC ¢TUHUIIBI (72 4acoB)
IIpoMe:KkyTOUHBII KOHTPOJIB: B 5 cemecTpe 3auéT.



1. lleqb ocBOEHMSI AMCUMIIJIMHBI

Lenpt0o OCBOCHMS AUCHUIUIMHBI «J[OKyMEHTalMOHHOE OOECIeYeHNEe JIOTHCTUYECKUX
IIPOLIECCOB» SIBJISIETCS M3Y4EHUE OCHOB JOKYMEHTHUPOBAHUS YIPABJICHUYECKOW ACSATEIBHOCTH, NPU
OCYILIECTBJICHUH JIOTUCTUYECKUX OIepaluii, OpraHu3aluu JOKyMEHTO000pOTa B JIOTUCTUYECKON
JESITEIbHOCTH OpraHu3aluil pa3indHbIX (OpPM COOCTBEHHOCTHM U OCHOB TEXHOJIOTMH pPabOThl C
JOKYMEHTaMHU.

bakanaBp nomkeH oOnanaTh TEOPETUUYECKMMM 3HAHUSMU U MPAKTUYECKUMHU HaBbIKaMU

JOKYMEHTUPOBAHUS Ha OCHOBE COBPEMEHHBIX TPEOOBAaHUN K COCTAaBICHHUIO U O(OPMIICHHUIO
YIPaBIEHYECKUX JOKYMEHTOB; HMMEThb 3HAaHUS U MPAKTUUYECKUE HABBIKM IO OpraHu3alud U
TEXHOJIOTUU pabOThl C JOKYMEHTaMM; ObITh OPHUEHTHPOBAaHHBIM  Ha peUIeHHe MpodiieM
yIOpaBieHUs JOKYMEHTAlMeil B COBPEMEHHBIX YCIOBUSX LU(POBU3ALMU M aBTOMAaTU3aLUU
YIpaBJIECHUS.

2. MecTo THCHMIUIMHBI B y4eOHOM Mpolecce

JucnmmumHa «JlokyMeHTanmoHHOe 00ecTedeHrne JIOTUCTHYECKIX TPOIIECCOB» OTHECeHa K
JacTH MUCIMIUIMH y9eOHOTO TuTaHa (popMHUpyeMOl yJacTHUKaMH 00pa30BaTEIbHBIX OTHOIICHUH H
W3y4aeTcss IO BBIOOPY CTyAEeHTOB HampapieHHss moarotoBku 38.03.02 MeHemkMeHT,
HaNpaBJICHHOCTD «JIOTHUCTHKAY.

[IpenmecTByOMUMH KypcaMH, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3WpyeTcs TUCITUILIMHA
«JIOKyMEHTaIlMOHHOE O0ecredeHne JIOTUCTHYECKHX TporieccoB» sBisitorcst «[IpaBoBenenmey,
«MenemxkmeHnT, «Teopus opranm3anuny. «L{ndpoBbie TEXHOJIOTHU B MEHEKMEHTEY U JP.

OCOOCHHOCTBIO TUCITUILTUHBI SBIISIETCS UCCIICIOBAHUE JIOTHKH JICATEIIEHOCTH OpraHU3allvy,
YCBOGHHE COBPEMEHHBIX TPEOOBAaHMHA K JOKYMEHTHPOBAHHIO M YIPaBJICHUE JOKYMCHTAIWECH B
mporecce OCYIISCTBICHUS OpraHU3alliisIMH M TPEINpUATHSIME CcBoMX (yHKumid. OBianeHue
COBPEMECHHOM TMPAKTHKOW OpraHW3allid ¥ TEXHOJIOTUU JIOKyMEHTAIMOHHOTO OOeCIeYeHHUs
VIIPaBJICHUS TIOMOXKET CHEIUAINCTAM B 00JIACTH MEHEPKMEHTA, JIOTUCTUKH PEIIaTh MPAKTHUECKUE
3aJ]a4u MX OCHOBHOH JIESTEITLHOCTH

Pabouas nporpamMmma  AJUCHUITIIINHBI ((I[OKYMGHTEU_II/IOHHOG oOecleyeHrne JIOTUCTHYECKUX
IIpoueCCOB» AJIA HHBAJIIMAOB U JIWI C OIrPaHUYCHHBIMU BO3MOXXHOCTAMHU 3J0POBbA pa3pa6aTLIBaeTC}1
HUHAUBUAYAJIIBHO C ocoOeHHOCTEN ncnxo@nanecxoro Pa3BUTHA, THIAUBHUAYAJIbHBIX BO3MOKHOCTEH
" COCTOAHUA 310POBbS TaKUX 06yqafo1unxc;{.

3. IlepeyeHs MIIAHNUPYEMBIX Pe3yJIbTATOB 00y4YeHHs MO JUCIHUILINHE, COOTHECEHHBIX
¢ IJIAHMPYEeMbIMH pe3yJIbTATAMH O0CBOEHUsI 00pa30BaTeIbHOIi POrpaMMbl

N3ydenue nanHoi y4eOHOM NUCUUIUIMHBI HAMPABICHO Ha (popMHUpOBaHHE y 00yUaIOIIUXCS
KOMIIETCHITUH, MPEICTaBJICHHBIX B Ta0uIEe 1.



Tabnumna 1 - TpedboBaHus K pe3yJabTaTaM OCBOCHHS YUeOHOH TUCHHMIJIMHBI

No Kon Conepxxanue " B pesynbrate n3ydeHus: yaeOHON JUCIUILINHBI 00YYarONIHecs] TOJDKHBI:

11/ | KOMIIETEH KOMIIETEHINH (HIIn €€ HHHKaTOP 1I) !

KOMITETEHITU I 3HATh YMETh BIIQJICTh

I 1107071 YacTH)

1. |IIKoc-6 |ObGecneuenne pa3pabOTKH [IKoc - 6.3 -|HopwmaruBayro 0a3y | OCyIIecTBIATh HaBbrikamu CO3/IaHUS
TIPEIOKEHUI o | CTaHgapThI JIEIIOTIPOU3BO/ICTBA, JIOKyMEHTHUPOBAHHE OpraHU3aIMOHHO-
parMoHaIN3aIuu YHHPHUITTPOBAHHOM COCTaB YIIPaBICHYCCKHIX pacTopsAIUTEITLHBIX
CTPYKTYPBI CETH ITOCTaBOK | CHCTEMBI YHHPHUITTPOBAHHOM oTiepanuii B COOTBETCTBHH | JOKYMEHTOB, KaCarOITUXCS
B COOTBETCTBHH C IIEJISIMHU U | OPraHU3aIHOHHO- CUCTEMBI c TpeOOBaHUAMHU | TPOPeCcCHOHATEHO
CTpaTerre OpraHu3aIlNy, | PacTIOPSAUTEILHOM OpraHU3aIMOHHO- HOPMAaTUBHBIX aKTOB. | ACSITEILHOCTH, IIPUEMaMH 1
JEHUCTBYIOITUX CHUCTEM, | JOKYMEHTAIINH, €JIWHAS | PaCTIOPAIUTEILHON [Ipumenars B  paboTe|cmocobammu 00paboTku
bopm u METO/JIOB | CUCTEMA JTOKYMEHTAaIu1 COBPEMEHHBbIE  CIOCOOBI | JOKYMEHTOB B
yIpaBJICHHS TEXHOJIOTHYECKOM (YCOP/[), I'OTC P mo|o6paboTku nHPOpMAIIUHA , | COOTBETCTBUM C JTalamu
MIPOU3BOJICTBOM, JOKYMEHTAII! 0hOpMIICHUIO MOJAXOJIbl K OpraHu3alliy | JOKyMeHTO000poTa.
COBEPIICHCTBOBAHUIO JOKYMEHTOB,  CHUTEMBI | JOKYMEHTOO00POTA.

OpraHu3aIMOHHO- TEXHOJIOTMYECKON
pacnopsauTeNbHOM JOKyMEHTaIluH,
JTOKYMEHTAI! u TpeOoBaHuUs K ux
OpraHu3aIuu 0(hOPMIICHHIO.
JOKyMEHT0000poTa, Oco0OenHoctu
BHEJIPEHUIO  TEXHHYECKUX OpraHu3anuu
CpelCTB 00paboTKn JOKYMEHTO000pOoTa
nHpopMauu (OymaxkHOTO u
3JICKTPOHHOTO)

2. |ITIKoc — 8 | MoaenupoBaHue [TIKoc - 8.2 - | IIpoueccsl JloxyMeHTUPOBaTh METOJJaMH U HaBBIKaMHU
TpeOOBaHUN K pelleHuto, | JJokyMeHTHpOBaTh JOKYMEHTHUPOBAHHUS TpeGOBaHHS K PELICHHIO B | A0KYMCHTUPOBAHHS
(I)OpMaJ'ILH(ie OTHCaHKE | TPEOOBAHUS K PEIICHHUIO | IPUHATHIX COOTBETCTBUH C perneHHﬁ B COOTBETCTBUU C
TpeOOBaHUN K pelieHuIo, | B COOTBETCTBUU C| yHpaBIeH eCKUX T —— JEHCTBYIOIIUMU
BanmuAanus TpeOOBaHM K | BRIOPAHHBIMHU pelIeHud  TeXHOJIOTUU JIOKAJIbHBIMU

'MupnkaTopbl komMmeTenumii Gepyrcst U3 Y4eOGHOTO IUIaHa 110 HanpaeeHuio nod2omoexu baxanaepa/cneyuanucma/maucmpay. Kasicowiii unoukamop packpwleaemcs uepes
«BHAMbY, CYMEMbY, 6lIA0EHIb).




PELICHHIO

MOAX0JaMU
0(OPMIICHHIO
TpeboBaHUM

COTIJIACOBAHUs pEUICHUHN

nux IPUHATHA 158
JIOBEJICHUS 1o
HCIIOJIHUTEINICH,

opraHusanuvs KOHTPOJIA
HCITIOJTHCHU A

K 0(hOpMIICHUTO
TpeboBaHUM

HOPMAaTUBHBIMU aKTaMU




4. CTpyKTypa U coep:KaHue TUCHHILINHBI

4.1 PacnpeneieHue TPyAOEMKOCTH AUCHUILINHBI 10 BUAAM padoT
1o ceMecTpam
OOm1ast TpyA0EMKOCTh AUCHUIUIMHBI COCTAaBIISACT 2 3a4. eA. (/2 yaca), UX pacrpeesieHue 1o

BHJIaM PabOT ceMecTpaM MPEJICTABICHO B TabuIe 2.

OYHASA ®OPMA OBYYEHMUA

Tabauna 2a - Pacnipeesienne Tpy10€MKOCTH JMCUMILIMHBI IO BUAaM padoT 1o ceMecTpam

TpynoémkocTts
Bun yue6Hoit paboThl Yac. B 1.4. o
cemMecTpam

5
OO0uiasi TpyA0€MKOCTb JUCITUTUIMHBI TT0 YYEOHOMY TUTaHy 72 72
1. KonTakTHas padora: 54 o4
AyauTopHas padora 54 o4
8 MoM yuciue:
nexyuu (J1) 18 18
npaxmuyeckue 3ansmust (113) 36 36
2. Camoctositeannasi paéora (CPC) 18 18
camocmosmenbHoe U3yueHue pazoenos, camono02omosKka 18 18
(npopabomka u nosmopenue JeKYUOHHO20 Mmamepuaia u
Mamepuana
VUEOHUKO8 U YUeOHbIX NOCOOULl, NO020MOBKA K NPAKMUYECKUM
SAHAMUAM, KOJLIOKGUYMAM U m.0.)
Bun npomexyTo4HOro KOHTPOJIS: 3auéT

OYHO-3A0OYHAS ®OPMA OBYYEHUS
Tadoauna 20 - Pacnpenesenue TPy10éMKOCTH IMCHUILIMHBI 110 BUIaM padoT Mo ceMecTpam

TpynoémkocThb
Bun yaeOHoM paboTh Yac. B 1.4. mo
ceMecTpam

5
OO0mast Tpy10éMKOCTh AUCHUILUIMHBI IO Y4E€OHOMY IUIaHY 72 72
1. KonrakTHas padora: 16 16
AyautopHas padora 16 16
8 MoM ucie:
nexyuu (J1) 18 6
npakmuyeckue 3anamus (113) 36 10
2. CamocTrositesanHnast padora (CPC) 56 56
camocmosmenvbHoe UzyueHue paszoenos, Camono020moeKa 56 56
(npopabomka u nosmopexue JIEKYUOHHO2O0 Mamepuaid u
mamepuana
VUeOHUKO8 U Y4eOHbIX NoCoOULl, N0020MOBKA K NPAKMUYEeCKUM
S3AHAMUAM, KOJLIOKEUYMAM U M.0.)
By npoMexyTo4HOro KOHTPOJIS: 3auér




4.2 ConepxaHue TUCHUILINHBI
OYHASA ®OPMA OBYYEHUA

Tabauna 3a - TemaTuyeckni NJIaH y4eOHOM IMCHHMIINHBI

Bcero yacos KonrakTHas BueayauropHa
HA padoTta s1 padora (CP)
pazaen/Temy JI 113

HaumenoBanue
Pa3nes1oB ¥ TeM DTUCHUIIINHBI

Pazneal I[OKYMUGHTI/IPOBaHI/IC 50 10 18 10
YNIPaBICHYECKOH IEeATEbHOCTH

Tema 1 HopmatuBHo-nipaBoBas 6a3a 9 2 2 )
JeTONPOU3BOICTBA

Tema 2. « OdopmiieHne cyeOHBIX 4
JIOKYMEHTOB B COOTBETCTBHHU C 14 2 2
tpeboBanusmu 'OCT P 7.0.97-2016»

Tema 3. «Opranu3anioHHbIC 4
JOKYMEHTBI: OCOOCHHOCTH 9 2 2
coJiepskaHus U ohopmIIeHUE

Tema 4. «PacniopsaurenbHbie 4
JIOKYMEHTBI: 0COOEHHOCTH 9 2 2
cojiepaHus ¥ 0OPMIICHHUSI

Tema 5. «udopmarmonHo- 4
CIIpaBOYHbBIE JOKYMEHTHI. BeneHue 9 2 2
JIEIT0BOM MEPETIHCKI)

Pa3znes 2 Opranmnszauus padoTsl ¢
JIOKYMEHTAMH NPH 58 8 18 8
AOKYMEHTHPOBAHUH

JJOTUHCTHYCCKHUX ITPOLECCOB)

Tema 6. «Opranuzarus
noKymMeHTooO0opoTa. CucreMaru3anus 14 2 6 2
1 XpaHEHHE IOKYMEHTOB B
JEIOTIPOU3BOJICTBE)

Tema 7. «/lokyMeHTOOOOPOT B 14 2 4 2
JIOTUCTUKE)

Tema 8 «/lokymMmeHTO000pOT IpU 4
3aKyIiKe, CKJIaJUPOBaHUH, 16 2 2
IPy30IEePEBO3KAX»

Tema 9. «KommbroTepHBIE TEXHOJIOTUU 4
B JICJIOTIPOU3BOJICTBE. DIIEKTPOHHBIN 14 2 2
JOKYMEHTO0000pOT»

UTOIo 72 18 36 18
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OYHO-3A0OYHAA ®OPMA OBYYEHHUA

Tabauna 30 - TemaTuyeckni NJIaH y4eOHOM IMCHMIINHBI

H Bcero KonTakTHas BueayauropHa
anMeHOBaHHe
Pa3nes10B 1 TeM AU CHUIIAHBI acon padora geatel Gl
Ha JI I3

pasaen/Temy
Pazneal I[OKYMUGHTI/IPOBaHI/Ie 40 4 6 30
YIpaBIEeHICCKOU ACSITETLHOCTH
Tema 1 HopmatuBHo-nipaBoBas 6a3za 8 1 1 6
JeITIOTIPOU3BOICTBA
Tema 2. « OdopmiieHne cyKeOHBIX 2
JOKYMEHTOB B COOTBETCTBHH C 9 1 6
tpedoBarusmu ['OCT P 7.0.97-
2016»
Tema 3. «OpraHu3aiioHHbIC 1
JTOKYMEHTHI: 0COOCHHOCTH 7 - 6
cojiep)aHus U 0hOPMIICHUEC)
Tema 4. «PacniopsaaurenbHbie 1
JIOKYMEHTBI: 0COOEHHOCTH 8 1 6
coJiepKaHus U 0(hOPMIICHUS
Tema 5. «udopmarmonHo- 1
CIIpaBOYHbIE JOKYMEHTHI. BeeHue 8 1 6
JIEITOBOM MEPETTUCKI)
Pa3znen 2 Opranmnszauus padoTsl ¢
AOKYMEHTAMU MPH 32 2 4 26
AOKYMEHTHPOBAHUHU
JIOTHCTHYECKUX MPOLECCOBY
Tema 6. «Opranuzarus
noKymMeHTooO0opoTa. CucremMaru3anus 7 - 1 6
Y XpaHEHUE IOKYMEHTOB B
JIETIOTIPOU3BOICTBE)
Tema 7. «/{lokyMeHTO060POT B 8 1 1 6
JIOTUCTUKE)
Tema 8 «/lokymMmeHTO000pOT IpU 1
3aKyIIKe, CKIaUPOBaHUH, 8 1 6
IPy30IEPEBO3KAX»
Tema 9. «KoMIbIOTEpHBIC TEXHOIOTUU 1
B JIENIONIPOM3BOICTBE. DIEKTPOHHBIN 9 - 8
JOKYMEHTO0000pOT»
HUTOI'O 72 6 10 56

Pa3nen 1 JlokyMeHTHpPOBaHHE YIIPABJICHYCCKON AeATEIbHOCTH

Tema 1 HopmaTnBHO-IpaBoBas 0a3a 1eJONPOU3BOACTBA
[TonsTe “noxymeHTHpoBanue’”. Poip JOKYMEHTOB B peaju3aliy yIPaBICHUECKUX PEIICHUNH U
nevictBuil. MHpopMaoHHast IeHHOCTh JOKyMeHTa. OCHOBHBIE TpeOOBaHH K HWH(OpPMAIHH.
JlocTaTo4HOCTh U M30BITOYHOCTH MH(popMary. KOpuandeckas 10CTOBEPHOCTh JOKYMEHTOB Ha

Pa3jIMIHBIX HOCHUTCIIAX.

Kpurepun mnoanvHHOCTH
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JOKYMCHTOB.

3ako HOOATC/IbHAsA U




HOpMaTUBHAad periraMCcHTaluA JOKYMCHTHUPOBAHUA JACATCIIbHOCTH HpeIIHpI/ISITI/Iﬁ u
OpraHu3aiuu.

Tema 2 Odopmiaenne ciayxeOHbIX JOKYMEHTOB B COOTBETCTBHH € TPeOOBAHUAMU

I'OCT P 7.0.97-2016

[lonste «pexkBu3UT JoKyMeHTay. .IloHsTue “@opmymnsap noxkymeHnra”. MHAMBUAYaJIbHBIA U
TUTIOBOU popmyisip nokymeHTa. Dopmyisip-oOpasen. biank moxkymenrta. OmnpeneneHue, BUIBI
6mankoB. CocTaB peKBU3UTOB OJAHKOB JOKyMEHTOB. TpebOoBaHus K

PEKBU3UTAM YIIPABIECHUYECKUX JOKYMEHTOB. OCOOEHHOCTH 0(OPMIIEHHUSI OCHOBHBIX PEKBU3UTOB
JOKYMEHTOB. TeKcT JOKyMeHTa Kak OCHOBHasi (opMa KOMMYHUKAllUM B YIPABJIEHYECKUX
npoueccax. Buasl yHuduuupoBaHHbBIX TeKCTOB. TumoBble U TpadapeTHble TEKCThl. Tabnuua.
Ankera. CocTaBiieHHE U peJaKTUPOBAHUE TEKCTOB YIIPABICHUECKUX JOKYMEHTOB.

Tema 3 OpraHu3auHOHHbIE TIOKYMEHTBI: 0COOEHHOCTH COJEPKAHUS M 0(hopMiIeHHe

CocraB u TpeOoBaHUS O(OPMIIEHUS OCHOBHBIX OpPraHM3allMOHHBIX JOKyMEHTOB. CTpyKTypa
TEKCTa OPraHU3alUOHHBIX JOKYMEHTOB, 0COOEHHOCTHU COTJIACOBAHUS U YTBEPKICHHUS.

Tema 4 PacnopsiiuTe/ibHbIe JOKYMEHTbI: 0COOEHHOCTH coepkaHusl U oopmiieHust

CocraB u COACPIKAHUEC PaACIIOPAIUTCIBHBIX JOKYMCHTOB. PaCHOPSIJII/ITeHBHBIe JOKYMCHTEI,
co3JaBaeMbleé B YCIOBHUSX KOJUIETHAJBHOCTH: BHUIbl M TMpaBwia odopmieHus. Bunusl
JTOKYMEHTOB, 3aKPEIUISIOIINE PEUICHHs, MPUHUMAEMbIe B YCIOBUSAX CIUHOHAYAJMS, MpaBHIIa
ohopMIICHHS

Tema 5 UndopmannoHHo-cipaBoYHbIE JOKYMEeHTHI. BeeHue 1e10Boii nepenucku

Haznauenne wu coctaB uH(OpMaAIMOHHO-CIIPaBOYHOW jJokymeHTanuu. CocTaBieHHE U
odopmiieHHe TOKYMEHTOB. Pa3iuunbie criocoObl mepenaun Tekcta JoOKyMeHTOoB. OcoOeHHOCTH
OpraHHu3aIuH IEKTPOHHOTO TOKYMEHTO000poTa. BHYTpeHHSS U BHEIIHSAA Je/I0Basi epenucka.

Pa3nen 2 Opranusanus padoTsl ¢ JOKYMEeHTAMH

Tema 6 Opranuszanusi 10KyMeHT0000poTa. CHCTeMaTH3alUs M XPaHeHHe JOKYMEHTOB B
JeJI0NPOU3BOACTBE

Canyxba JJOY wu ee ponb B paluMOHAIbHOW  OpraHu3anmuud  MHQPOPMAIMOHHO-
JOKYMEHTAI[MOHHOTO oOecrneueHusi ympasienus. [lonstue “goxymenToobopor”. OOiue
MPUHIIUIIBI OPTaHU3aAlMKA JOKYMEHTO00O0pOoTa. DTambl TOKyMEeHT000opoTa. CpOKU MUCHIOTHEHHUS
JNOKYMEHTOB. OTBETCTBEHHOCTh OPraHU3allUi 3a COXPAHHOCTh TIOKyMeHTOB. HomeHknaTypa aen
KaK HMHCTPYMEHT oOOecredeHuss COXPaHHOCTH AOKYMEHTOB. Buabl HOMEHKIATyp [1en, HuX
HazHaueHue. TpeOoBaHMUSA K COCTAaBIEHUIO U O(GOPMIICHHIO HOMEHKIATYpHl AeN Mpu paboTe C
nokymentamu. llonsatue “dopmupoBanue nen”’. Ponmb HOMEHKIATYphl el B OOecrleueHUU
CUCTeMAaTH3aINH IOKYMEHTOB U popMupoBanuu Aen. OCHOBHbBIE TPeOOBaHUS K (POPMUPOBAHUIO
JOKYMEHTOB B Jena. lIpuHIMOBI cUcTeMaTH3alMM JOKYMEHTOB BHYTpH Aen. OpraHuzanus
XpaHEHHUs] JOKYMEHTOB B CTPYKTypHOM mnojapazfeneHuu. Jloctym K JOKyMEHTaM |
unpopmanuu. I[loaroToBka JOKYMEHTOB K Tiepeqadye B apXWB OpraHU3aluu. JKCIEepTH3a
LIEHHOCTU JOKYMEHTOB. BplneneHue IOKYMEHTOB K XpaHEHHUIO M YHUYTOXeHHIo. Cpoku
XpaHEeHUs] JOKYMEHTOB, HX periaMmeHtanus. I[IpaBuna mnepemaunm Jnen M3 CTPYKTYPHBIX
nojpa3ieNiecHuid B apxuB yupexaenus. OopmiieHne aen pa3InyHbIX CPOKOB XPaHEHUS.
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Tema 7 «/lokyMeHT0000pPOT B JIOTHCTHKE»

[onstne n xnaccupukanys HHGOPMAIIMOHHBIX TOTOKOB. MarepuanbHeie U HH(QOPMAIIHOHHBIE
MOTOKM B  JIOTHCTUYECKOM cucreMe. CBs3p HMH()OPMAIMOHHOTO M MaTEepPHAIHLHOTO
notokoB.  IlpuuMHBI ~ HECOOTBETCTBHA  MH(POPMALMOHHBIX MOTOKOB MaTEpUAIbHBIM
IIOTOKAaM. [Tonsatue JOKYMEHT0000poTa B JIOTUCTUYECKUX
onepanusx. JIOKyMEHTBI, COIIPOBOXKAAIOIINE MaTepualbHbIi IOTOK B OTHENE
CHaO)KEHHUS, MPOM3BOJICTBE, TPU TMOCTYIUICHWH Ha CKJIaJd, NPU OTIYCKE MPOIYKIHU.

Tema 8 «/lokyMeHT0000POT NpH 3aKyNKe, CKJIATUPOBAHNHU, TPY30IIePEeBO3KAX)

Tunsl 3aka3oB: 3aka3 Ha 3aKylKy, OOIIME 3aka3bl, IIOBTOPHbIE U  IPOCTHIE 3aKa3bl.
3asiBKa Ha 3aKylKy M €€ OCHOBHbIE JJIeMEHTbl. OCHOBHBIE HOPMATHUBHBIE JOKYMEHTHI,
perynupyoomue  3akynkd.  JloroBop Ha  MOCTaBKy H ero XapaKTepHUCTHKA.
PekoMeHganmm mo 3aKIIOYEHUIO JOTOBOPOB C IOCTaBIIMKAMU B 3aKYNOYHOM JIOTHCTHKE.
JoxymeHnTasibHOE oopmiieHHe mocTaBok. . OOmas opranuzaiusi JOKyMEHTOO0OpoTa CKJajaa.
JlokymeHTBl Ha ckiazne. JJOKyMeHThI, HUCIOJIb3yeMble s O0(opMIIeHUS NMPUEMKHU TOBAapOB.
JIOKyMEHTBI, YUaCTBYIOIIIUEB OTEPAIUIX
10 pa3MeIEeHUI0 TOBAPOB Ha XpaHeHHUe. JJOKyMEHThI, y4acTBYIOIIKE B OTIEPALIUsX 110 MPOJaxKe
1 OTIIYCKY TOBApPOB CO CKJIAJI0B OPTaHU3alMi ONTOBOM TOPTOBIJIH.
JlokymeHTasibHOE O(OopMIIEHHE NEPEBO3KU Tpy30B. J[OTOBOpHI MEPEBO3KH TIPY30B:
JIOTOBOp MEPEBO3KM Tpy3a; JOroBOp  (paxTOBaHMS; JIOTOBOP CMEUIAHHOW  IEPEBO3KHU;
JIOTOBOP MEPEBO3KM TPAHCIOPTOM OOILIEro MOJIb30BaHUS; JOTOBOP TPAHCIOPTHOM 3KCIEIUIUY;
JOTOBOp 00 OpraHu3aluy MNEepeBO30K; YapTep; JOTOBOPHI MEXIy repeBo3unkamu. Jloroeop
MOPCKOW TepeBO3kH rpy30B. JloroBop 00 aBTOMOOWJIBHOM TeEpeBO3KE Tpy3a.
Oco0OeHHOCTH JOTOBOpa MEXKAYHApOIHOW MepeBO3kH. KOMIUIEKT TMepBUYHON TpaHCHIOPTHOM
JOKYMEHTAIlMN: HaKJIaJHas,JOPOKHAs BEAOMOCTb, KOPEIIOK JOPOKHOH BEIOMOCTH,
KBUTAHIMSI O IpHeMe rpy3a. BaroHHbI TKCT, HaKIaAHAas, MYTEBOM JIMCT, TOBAPHO-TPAHCIIOPTHAS
HakJa/aHas, aBuaHakinaaHas. KonocameHnt. TpaHCcoOpTHBIE JOKYMEHTHI JUTsl MEKIyHAPOTHBIX
MIEPEBO30K.

Tema 9 «KomnbroTepHbIe TEXHOJIOTUH B I€JIONPOU3BO/JICTBE.

DIIEKTPOHHBIN JOKYMEHTO000POT)

ba3zoBrle 3neMeHThI OJICKTPOHHOT'O ,Z[OKYMGHTOO60pOTa N XapaKTEpHUCTHUKA SJICKTPOHHOI'O
AOKYMCHTA. Peanuzanus QJICKTPOHHOI'O I[OKYMGHTOO60pOTa. ABTOMaTI/ISaI_II/IH oOMeHa
AOKYMCHTaMH B JIOTUCTHKECE. aﬂeKTpOHHO'HI/I(prBaH NoANHUChH SJICKTPOHHOIO

AOKYMCHTA. CucreMsl QJICKTPOHHOI'O I[OKYMGHTOO60pOTaZ KJIaCCI/I(i)I/IKaI_II/IH,
BO3MOXXHOCTH, XapPaKTCPUCTHUKU. O(I)I/ICHBIC H KOPIIOPATHBHBIC CUCTCMBbI 3JICKTPOHHOI'O
I[OKYMGHTOO60pOTa.

4.3 Jleknuu / NpakTHYeCKUe 3aHATHS
OYHASA ®OPMA OBYYEHUA

Tabumna 4a - Conep:xanue JeKUui / NPAKTHYECKUX 3aAHATHIH M KOHTPOJIbHbIC MEPONIPHATHS

. dopmupye Koa
Ne 1 Ha3zBaHue JeKmun/ pMHpY Bun

Ne Ha3zBanue . MbIe -BO
NPAKTHYECKUX 3aHATHIA KOHTPOJILHOI'O

n/m | pasgena, TeMbI KOMIIETEeHI| 4yaco
MeponpHusITHS

uu B

1 Paznenl J[okyMeHTHPOBaHKE ITKoc — 6.3 | TectupoBanue
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Ne 1 Ha3BaHue JieKIUii/ Popmupye Bun L
Ne HasBanmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m | pasjaeia, TeMbl KOMIIeTeHII yaco
. MepOnpPUsITUSI R
YIPaBJIECHYECKON AEATEIbHOCTH
Tema 1 Jlexus Ne 1 [TKoc — 6.3 JUCKYCCHSI 2
HopmarusHo- OCHOBHBIC TIOHATHS
npaBoBas 0aza JIeTIOTIPOU3BO/ICTBA,
JIETIOTIPOM3BOICTBA | 3aKOHOJATENbHAS U
HOpMaTUBHAs
periaaMeHTaIus
JOKYMEHTHUPOBAHHUS
[IpakTnueckoe [TKoc — 6.3 | ¥YcrtHsI onpoc 1
3ansTue Ne 1.
JloxymeHTHpOBaHue
YIPABJIEHYECKOU
JIeSITeTbHOCTH
[IpakTnueckoe [TKoc — 6.3 JUCKYCCHSI 1
3aHaTue Ne 2.
3akoHomaTeIbHaAsI U
HOPMAaTHBHAS
periIaMeHTaIHs
JOKYMEHTHPOBAHHUS
JEATEIbHOCTH IPEIIPUATHN
MOpraHu3aIum.
Tema 2. « Jlextust Ne 2 [1IKoc — 6.3 Huckyccus 2
Odopmnenue YCOP/I, TpeboBanums K
CITyKEOHBIX 0(OPMIICHHIO TOKYMEHTOB
JIOKYMEHTOB B [IpakTrueckoe [TKoc — 6.3 pa3bop 2
COOTBETCTBHUH C 3ansitue Ne 1.I'OCT KOHKPETHBIX
TpeOOBaHUSAMU P 7.0.97-2016, CUTYyalui
I'OCT P 7.0.97- TpeGoBanus
2016» 0(hOpPMIICHUIOPEKBU3UTOB
JOKYMEHTOB
[Tpaktrnueckoe 3anstue Ne | I1IKoc — 6.3 | VYcrHbIi onpoc 2
2
Buner 01aHkoB
JOKYMEHTOB, TpeOOBaHHS K
X ohopMIIEeHHUIO
Tema 3. Jlexumst Ne 3.CocraB [TKoc — 6.3 2
«Opranu3aioHHbl | U TpeOOBaHUS
€I0KYMCHTBI: oopmIIeHHS JHCKyCCHs
0COOEHHOCTH OCHOBHBIX
COJIepKaHUS U OpraHU3aIMOHHBIX
odopmieHrE» JTIOKYMEHTOB
[IpakTnueckoe 3anarue [TKoc — 6.3 4
Ne 1. Odopmnenue pa3bop
OCHOBHBIX BUJIOB KOHKPETHBIX
OpraHU3aIMOHHBIX CUTyaIui
JJOKYMEHTOB
Tema 4. | Jlexuus Ne 4.CocraB [TKoc — 6.3 2
«PacniopsiiurensH U TpeOOBaHUS Huckyccus,
13 JTOKYMEHTHI: | odopmieHus TECT
0COOEHHOCTH OCHOBHBIX
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. ®opmupye Koan
Ne 1 Ha3zBaHMe JeKI Ui/ pMHpY Bun
Ne HasBanmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m | pasjaeia, TeMbl KOMIIeTeHII yaco
MepOnpPUsITUSI
H B
COJICpKAHHS U | pacropsAUTEIbHBIX
oOpMIICHUSDY JTOKYMEHTOB
[Ipaktuyeckoe 3amsartue Ne | [TKoc — 6.3 4
pazoop
1. OdopmiieHre OCHOBHBIX
KOHKPETHBIX
BUJIOB  PaCIOPSAUTEIBHBIX o
CUTYaIui
JOKYMEHTOB
Tema 5. Jlexus Ne 5 CocraB u [TKoc — 6.3 2
«MuadopmanionHo | TpeboBaHMs 0POPMIICHHS
- CIIPaBOYHBIE OCHOBHBIX BHJIOB JTIUCKYCCHSI
JOKYMEHTBI. UH(POPMAITMOHHO-
Benenue CIIPABOYHBIX JIOKYMEHTOB
JIeJI0BOM [Mpaktuyeckoe 3ansTre Nel | ITKoc — 6.3 | pemenue 3amad, 4
MIEPETIHCKI Odopmienne BBITIOJTHEHHE
UH(HOPMAITUOHHO- MIPAKTHICCKUX
CIIPABOYHBIX JIOKYMEHTOB 3aJTaHuH
2 |Pasger 2 Oprammsamus G | LLAOEHE2
a p 1 p TECTHPOBAHHE
AOKYMEHTaMU
Jlexus Ne 6. Cityx6a [TKoc-8.2 2
Tema 6 JOYVY u ee ponb B
Opranuzanus Opra"u3anuu Huckyccus,
IlOKny:HTOOﬁOpOT panuoOHaJIbHI'O TECT
a. JOKYMEHTAllMOHHOTO
o0ecrieueHusI yIpaBJICHHS
Cucremarusanus
[IpakTrueckoe 3ansTHe Ne [TKoc-8.2 6
U XpaHeHHUe 2
OKVMEHTO Pedeparsl,
MEHTOB B
AOKY OTansl T0KyMEHTO000pOTa pasGop
AeJI0NPOU3BOACTB KOHKDPETHBIX
e CUTYalHI
Jlexmmsa Ne 7. [1Koc-8.2 2
Tema 7 MarepuansHele 1 Tect
«1lokyMeHT0000p | MH(QOPMAIIMOHHBIE IOTOKU
OT B JIOTMCTHKe» | BIOTUCTUYECKOH CHCTEME.
[IpakTrueckoe 3ansaTue Ne [TKoc-8.2 Paz6op 4
1. KOHKPETHBIX
JOKYMEHTO000pOTa B CUTYyaIuH,
JIOTUCTUYECKUX OTEPALIUSX.
Jlexunmst Ne 8. [TKoc-8.2 2
Tema 8 JI0KyMeHTO06OPOT IpH
JUCKYCCHSI
«/lokymeHnToo0op | 3aKymke
OT nNpH 3aKynKe, | ¥ CKIIMPOBAHHIH
CKJIAMPOBAHUH, [IpakTnueckoe 3anarue Ne [TKoc-8.2 | pemenue 3ajay, 4
1 BBIINIOJIHEHHUE
rpy301nepeBo3Kax»
JOKYMEHTOO0OPOT MpH MPAKTHYECKUX
TPaHCTIOPTUPOBKE TOBAPOB 3alaHui
Tema 9 Jlexumst Ne 9. [TKoc-8.2 2
[IepconanbHbIi
«KomMnbrotepHeie P JHCKYCCHs
TEXHOJIOTHHU B KOMIIBIOTED B
JIETIOTIPOU3BO/ICTBE.
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. dDopmupye Koa
Ne 1 Ha3zBaHMe JeKI Ui/ pMHpY Bun
Ne Ha3Banmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m | pasjaeia, TeMbl KOMIIETEHI] yaco
MepOnpPUsITUSI
100 B
JIEIOTIPOU3BOJICTBE. | aBTOMATHU3HPOBAHHBIE
DNEeKTPOHHBIN CHCTCMBI
JIOKyMenTO0GOopoT | ACTOIPOU3BO/ICTEA
. [IpakTuyeckoe [TKoc-8.2 Paz6op 4
3ansiTue Ne 2 KOHKPETHBIX
ABTOMaTH3AIUS CUTYaIuH,
oOMeHa pedepartsl,
JOKyMEHTaMH B MIPAKTHYCCKUE
JIOTUCTHKE 3aJTaHus

OYHO-3A0YHASA ®OPMA OBYYEHUA

Tabumua 40 - Conep:xanue JeKuMii / NPaKTHYECKUX 3aHATHIH M KOHTPOJIbHbIE MEPONPUSATHS

Ne u Ha3BaHue JieKIuii/ Popmupye Bun Kox
Ne Ha3Banmue N Mble -BO
NPaKTHYeCKUX 3aHATHH KOHTPOJILHOTO
n/m | pasjgeia, TeMbl KOMIIeTEeHI] yaco
un MeponpusTHS R
1 Paznenl HoxygaeHTnpOBaHHe ITKoc — 6.3 TecTHpOBANHE
VIPaBICHICCKON IS TEITLHOCTH
Tema 1 Jlexrmmsg Ne 1 I[TKoc — 6.3 JIUCKYCCHS 1
Hopmatusno- OCHOBHBIE TOHATHUS
npaBoBas 0aza JIeJIONPOU3BO/ICTBA,
JIeIONPOU3BO/ICTBA | 3aKOHOAATeNbHAS U
HOpMaTHUBHAas
periameHTaIus
JIOKYMEHTHUPOBAHUS
[IpakTrueckoe [TKoc — 6.3 JTIUCKYCCHS 1
3anstue No 1.
3akoHOJaTeNbHAT U
HOpMaTUBHAas
periameHTaIus
JOKYMEHTUPOBAHUS
NESITeIbHOCTH MPEANPUATHI
HOpraHu3aInil.
Tema 2. « Jlexmus Ne 2 [TIKoc — 6.3 Huckyccus 1
Odopmnenue YCOP/, TpeGoBanus k
CITY’K€OHBIX 0(hOPMIICHHIO IOKYyMEHTOB
JOKYMEHTOB B [IpakTnueckoe [TKoc — 6.3 pas3bop 2
COOTBETCTBUU C 3anstae Ne 1. TTOCT KOHKPETHBIX
TpeOOBaHUSAMU P 7.0.97-2016, CUTYyaI i
I'OCT P 7.0.97- TpeboBanus k
2016» 0(OPMIICHUIOPEKBU3UTOB

JAOKYMCHTOB
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. ®opmupye Koan
Ne 1 Ha3zBaHMe JeKIui/ pMHpY Bun
Ne Ha3Banmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m | pasjaeia, TeMbl KOMIIETEHI] yaco
MepOnpPUsITUSI
H B
Tema 3. [IpakTuueckoe 3aHsiTue [TKoc — 6.3 1
«Opranmzanuonssl | Ne 1. Opopmnenue 24360
€IOKYMEHTBI: OCHOBHBIX BHJIOB P p
KOHKPETHBIX
0COOEHHOCTH OpraHu3aIMOHHBIX .
CUTYaIui
COJICpPIKAHUS U JIOKyMEHTOB
0(OpPMIICHHE)
Tema 4. | Jlexuus Ne 4.CocraB [TKoc — 6.3 1
«PacriopsiurensH U TpeOOBaHHUS
bIC JOKYMEHTBI: | odopmiteHus Huckyccus,
0COOEHHOCTH OCHOBHBIX TeCT
COJICpKAHHS U | pacCIoOpsSIUTEIHHBIX
0(hopMIICHHUS JIOKYMEHTOB
[Ipaktuyeckoe 3amstue Ne | [TKoc — 6.3 1
pazoop
1. OdopmiieHre OCHOBHBIX
KOHKPETHBIX
BHJIOB  PaCTOPSAUTEIHLHBIX o
CUTYaIui
JTIOKYMEHTOB
Tema 5. Jlextms Ne 5 CocraB u [TKoc — 6.3 1
«UHpopmanionHo | TpedboBaHUs 0POPMIICHUS
- CIIpaBOYHBIE OCHOBHBIX BHJIOB JTIUCKYCCHS
JOKYMEHTBI. nH()OPMAITHOHHO-
Benenue CIPABOYHBIX IOKYMEHTOB
pi (53 (0):10 % [Ipaktrueckoe 3anstue Nel | IIKoc — 6.3 | pemenue 3am1aq, 1
MIEPETTHCKI Odopmiienue BBITIOJTHEHHE
uH($OPMAaIMOHHO- MPAKTHYECKUX
CIPABOYHBIX IOKYMEHTOB 3aJlaHuM
2 Pazgen 2  Opranusanus aGors1 ¢ | LKoc-8.2
p P TeCTUPOBaHHeE
AOKYMeHTaMH
[IpakTrueckoe 3ansTHe Ne [TKoc-8.2 1
Tema 6 1
Opranusanus Oransl JOKyMEHTO000poTa
JOKYMEHTO0000pOT
a. pazbop
Cucremarusanus KOHKPETHBIX
1 XpaHeHHe CI/ITyaHI/Iﬁ
JOKYMEHTOB B
JAeJI0NPOU3BOACTB
e
Jlexrus Ne 7. [TKoc-8.2 1
Tema 7 MarepuanbHble U Tecr
«1okyMeHT0000p | HHQOPMAIIMOHHBIE IOTOKU
OT B JIOCHCTHKe» | BJIOTUCTUUECKON CUCTEME.
[IpakTnueckoe 3anarue Ne [TKoc-8.2 Paz6op 1
1. KOHKPETHBIX
JOKYMEHTO000pOTa B CUTYaIuH,
JIOTUCTUYECKHUX OTIEPALIUX.
Jlexnus Ne 8. [TKoc-8.2 - 1
Tema 8 AUCKYyCC

JIOKyMEeHTOO060POT IpH
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. ®opmupye Koua
Ne 1 Ha3zBaHMe JeKIui/ pMHpY Bun
Ne HasBanmue . MbIe -BO
NPAKTHYECKUX 3aHATHH KOHTPOJIbHOI'0
n/m | pasjaeia, TeMbl KOMIIeTeHII yaco
MeponpUuATHS
HH B
«/lokymeHnToo0op | 3aKynke
OT NPH 3aKyIIKe, 1 CKJIaJUPOBAHUU
CKJI/IMPOBAHUH [IpakTuueckoe 3anarue Ne [1Koc-8.2 | pemenue 3amad, 1
b
1 BBITIOJTHEHUE
rpy3ornepeBo3Kax»
JOKYMEHTOOO0OPOT IpH MPAKTUIECKUX
TPaHCHOPTHPOBKE TOBAPOB 3aJaHAN
Tema 9 [TKoc-8.2 1
«KOMNBIOTEPHELS [IpakTnueckoe Pazbop
TCXHOJIOTHH B 3ansaTHe Ne 2 KOHKPETHBIX
ACITOIIPOU3BOJACTBE. ABTOMaTH3aIMA CI/ITyauI/Iﬁ,
DNEeKTPOHHBIH oOMeHa pedeparsr,
OKyMeHTO0GopoT | AOKYMEHTAMH B NPaKTUIECKUE
5 JIOTHCTHKE 3aJJaHus
OYHAS ®OPMA OBYUEHUSA

Taouauna Sa - [lepedeHb BONPOCOB ISl CAMOCTOSITEILHOI0 U3YYeHH S JUCHMUILIAHBI

Nerr/it

No paznena u Tembl

[lepeueHs paccMaTprUBaeMbIX BOIIPOCOB ISt
CaMOCTOSITEILHOTO U3yUYEHUS

Paznen 1 JlokymeHTHUpOBaHKE

YIPaBJICHYECKOU EATEIbHOCTH

1. Tema 1. HopmaruBHO- OcHoBHbIE TpeOoBaHus K HHGOpMaruH. J[0cTaTOUHOCTh
npaBoBas 6a3a U U30BITOYHOCTH HHPopMarmu. FOpuauueckast
JIeIOTIPOU3BOICTBA JIOCTOBEPHOCTh JIOKYMEHTOB Ha

pa3IMYHbIX HOCUTENSIX. KpuTepuu noIMHHOCTH
nokymenToB (ITKoc -6.3)

2. Tema 2. Odopmnenue TexkcT  AOKymMeHTa Kak  OCHOBHas  (opma
CITY’KeOHBIX KOMMYHHKAIIMH B YIPaBIEHYECKUX MPOIIeccax.
JOKYMEHTOB B Bunel yaubunupoBaHHbIX TeKCTOB. TUObIE U
COOTBETCTBUU C TpadapeTHbie TeKCThl. CoCTaBICHHE u
tpeboBanusimu ['OCTP penakTUpOBaHUE TEKCTOBYIPABICHYECKUX
7.0.97-2016 nokymenToB. (ITKoc -6.3)

3. Tema 3. Crtpykrypa TeKCTa OpraHU3alMOHHBIX
OpranuzanoHHbIe JIOKYMEHTOB.

JOKYMEHTHI: Oco0OeHHOCTH COTJIACOBAaHUS U YTBEPKICHUS
0COOEHHOCTH pa3IMYHBIX BUIOB OpraHu3aoHHbix JokymeHToB(I1Koc
COJIepIKaHUS U -6.3)

odopmieHue
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4, Tema 4| Pacmopsiurenbubie  JOKYMEHTEI,  CO31aBacMble B
PacopsHTETbHBIC YCIOBHSAX  KOJUISTHAIBHOCTH:  BHIBI M IIpaBHia
JIOKYMEHTBI: 0COOEHHOCTH odopmIIerHs.

COJIEPIKAHSI u Buael  JOKYMEHTOB, — 3aKpEIIAIOIIME  PELICHHS,
odopmIeHus IpUHAMAeMble B YCIOBUSX CIMHOHAYAIIUS, IpaBUIIa
odpopmienusi(IT1Koc -6.3)

S. Tema 5 OcobenHoctu OpraHu3aluu IIEKTPOHHOI'O
VH(pOpPMALHOHHO- JOKyMEHTOO00pOTA.

CIIPABOUHBIE JOKYMEHTHI. Buyrpennsist u BHemHss nenosas nepenucka. (I1Koc -6.3)
Benenunenenosoi
HEePETTUCKA

Paszpnen 2 Oprannsanus padoThbl ¢ JOKyMEHTaMH

6.

Tema 6 «Opranuzanus
JOKYMEHTO000poTa.

Cucremarusanus u

Pa6ora ncnonnuTens ¢ gokymenramu. Oprausanus
JBUKEHHS] BHYTPEHHUX JOKYMEHTOB
Kareropun nokymMeHTOB, Mojyiexamux KOHTPOJIIO.
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[lepedyenp paccMaTpUBaEMBIX BOIIPOCOB ISt

Ner/ Ne paznena u Temsl p p P p a

- CaMOCTOSATEIBHOTO U3YUCHHS
XpaHEeHHE JOKYMEHTOBB Cpoxku ucnosnuenus fokymentos. (I1Koc -8.2)
JIETIOTIPOU3BOICTBEY

7. | Tema7 OTBETCTBEHHOCTh OpPTraHM3aLUN 32 COXPAHHOCTH JIOKyMEHTOB
«JlokyMeHTO000pOT B Brigenenue TOKyMEHTOB K XpaHEHUIO H YHUUTOXEeHHI0. CpoKu
JIOTUCTHKE) XpaHEHUs IOKYMEHTOB, MX periameHTanus. [IpaBuna nepenadn

JeNl U3 CTPYKTYPHBIX IOJPA3/ICIICHHA B apXUB YUPCIKICHUS.
(ITKoc -8.2)

8. | Tema 8 «/lokymenToobopoT | Opranuzanus paboThI C TIOKYMEHTaMH Ha CKJIQJe U MPHU
IIPH 3aKYTIKE, NIEPEeBO3KE T'Py30B, NepBuUHas U cBoaHas okymeHTanus(I1Koc
CKJIQINPOBAHMUM, -8.2)

TPy30IIePEBO3KAX»

0. Tema 9 «KoMmmbroTepHbIe ITonaroToBka TEKCTOBBIX JIOKYMEHTOB Ha
TEXHOJIOTHH B KOMITbIoTepe. TEeXHOIOTHH MTOATOTOBKH TAOJIMIHBIX
JIeTIOTIPOM3BO/ICTBE. nokymentoB(I1Koc -8.2)

ONeKTPOHHBIN
JTOKYMEHTO000pOT»
OYHO-3A0YHAS ®OPMA OBYUEHUSA
Tabauna 56 - IlepeueHs BONMPOCOB /1J1s1 CAMOCTOSITE/ILHOT0 M3YUYEHUST THCIHHIJIMHBI
[lepeveHs paccMaTpUBaeMbIX BOIIPOCOB LIS
Ner/nm Ne paznena u Tembl p P P = 8

CaMOCTOSATCIIbHOTO U3YYCHUA

Pa3nen 1 JlokyMeHTHpOBaHHUE YIIPABICHYECKOM IEITEIHHOCTH

1. Tema 1. HopmatuBHO- OcHoBHbIe TpeOoBaHus K HHGOpManuH. J[0CTaTOUHOCTh U
npaBoBas 0aza n30bITOUHOCTH MH(pOopMaruu. FOpuanueckas
JIeIONIPOU3BOCTBA JOCTOBEPHOCTh JIOKYMEHTOB Hapa3JIU4HbIX

Hocutensax. Kpurepun noumuaoctr qokymentos (ITKoc -6.3)

2. Tema 2. OdopmneHue Tekct  JMOKyMEHTa Kak  OCHOBHas  (opma
CITY’K€OHBIX KOMMYHHKAIIMH B YIPaBIEHYECKUX MpOlieccax.

JOKYMEHTOB B Bunel yaudunupoBanubsix TekctoB. Tunosie u TpadaperHbie
COOTBETCTBUHU C TekcThl. CocTaBjeHHe u peIaKTUpOBaHUE
tpeboBanusimu ['OCTP TEKCTOBYIpaBieHYecKux 1okymMeHTOB. (ITKoc -6.3)
7.0.97-2016

3. Tema 3. Crpykrypa TEKCTa OPraHU3alMOHHBIX
OpranuzanoHHbIE JOKYMEHTOB.

JOKYMEHTHI: Oco0OeHHOCTH COTJIACOBAaHUSI U YTBEPXKICHUSPA3IUMYHBIX
0COOEHHOCTH BUJI0B Opranu3anuoHHbix gokymentoB(I1Koc -6.3)
COJIepPIKaHUS U
odopmieHue

4, Tema 4 PacniopsinuTenbHble JOKYMEHTHI, CO3JaBaeMble B YCIOBHSX
PacTIOpAHTEEHEE KOJUIETHAIbHOCTH: BUJIBI M TIPaBUIIa0(hOPMIICHUS.
JOKYMEHTEL: 0coGeHHOCTH Bunsl 10KyMEHTOB, 3aKpeIUISIONINE PEIIeHUs, TPUHUMaeMble
e — " B YCJIOBUSIX eIuHOHavanus, npasuia opopmieHusi(I1Koc -6.3)
odopmIIeHUS

5. Tema 5 MH(OPMAIHOHHO- OcobenHoctu OpraHu3anuu AIIEKTPOHHOTO

JOKYMEHTO000pOTa.

CIIPaBOYHbBIE JOKYMEHTHI.
BenenunenenoBoit

TNICPCIIUCKA

Buyrpennsis u BHemHss nenosas nepenucka. (I1Koc -6.3)

Pa3nes 2 Oprannsanus padoThl ¢ JOKYMEHTAMH
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Tema 6 «Opranuzanus
JTOKYMEHTO000poTA.
CucreMaTuzanus u

Pabora ucronautens ¢ gokymeHTamMu. OpraHu3anys IBUKCHUS
BHYTPEHHUX JOKYMEHTOB
Kareropun nokymMeHTOB, Mojyiekalux KOHTPOJIIO.
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N/ Ne pasieiia u TeMbL [lepeuens paccMaTpuBaeMbIX BOIIPOCOB AJIS

- CaMOCTOSITEIBHOTO U3y4EHUS
XpaHEHHE JOKYMEHTOBB Cpoxku ucnonnenus nokymentos. (I1Koc -8.2)
JIEJIONIPOU3BOJICTBE

7. | Tema7 OTBETCTBEHHOCTh ~ OpraHM3aluii  3a  COXPaHHOCTh
«JlokymMeHTOO0OOpOT B JIOKYMEHTOB BblJeneHne JOKYMEHTOB K XPaHEHUIO H
JIOTUCTUKEN YHUUTOXXEHHIO. CpOKM XpaHEHusi JOKYMEHTOB, HX

pernamenTanus. [IpaBuna nepenauu Aen U3 CTPyKTYPHBIX
nojpaszaeienuii B apxus yupexaenus. (I1Koc -8.2)

8. | Tema 8 «JlokymenToo6opot | OpraHu3zanus paboThl C JOKYMEHTAMU Ha CKJIAJE U
IIPH 3aKYTIKE, Opu IEpeBO3KE TIpPy30B, IMEpBUYHAs U  CBOJHAs
CKJIQJIMPOBAHMUH, noxkymenTtanusi(I1Koc -8.2)

Ipy30MepEBO3KaxX»

0. Tema 9 «KoMmmbroTepHbIe ITonroToBka TEKCTOBBIX JIOKYMEHTOB Ha
TEXHOJIOTUU B KoMIbioTepe. TeXHOIOTHUH MOATOTOBKH TaOJUYHBIX
JIeTIONIPOM3BO/ICTBE. nokymenToB(ITKoc -8.2)

DNeKTPOHHBIN

TOKYMEHTO000pOT»

5. Oopa3oBaTeibHbIE TEXHOJIOTHH
Tab6uamnua 6 - [IpuMeHeHne AKTHBHBIX M HHTEPAKTHBHbBIX 00pa30BaTeIbHbIX TEXHOJIOTHH
HaumeHoBanue
No HCIOJIb3yeMbIX AKTHBHBIX H
w/n Tema u popma 3aHATUA HHTEPAKTUBHBIX
oOpa3oBaTeJIbHbIX
TEXHOJIOTUH

Pa3nen 1 JlokyMeHTHpPOBaHMe YIIPABJIEHYECKOM esiTeJIbHOCTH

1 Tema 1. HopmaTuBHO-TIpaBoBas 6a3a JI | IIpobnemHuas nekmus
JIeIONPOU3BOCTBA

2 Tema 2. OdopmiieHHECITyKEOHBIX JI | Jlexuus -Bu3yanu3aus
JIOKYMEHTOB B COOTBETCTBUU ¢ TpeboBanusmu ['OCT
P 7.0.97-2016

3 Tema 3. OpranuzaioHHbIe ToKyMeHTHI: | [13 | pa3bop KOHKPETHBIX CUTYyaIHit
0COOCHHOCTH coJiepaHusi nohopMIIeHHE

4 Tema 4. Pacniopsimutenbupie  pokymeHThl: | [13 | Pa30op KOHKpETHBIX CUTYaIuit
0COOCHHOCTH CcoJiepKaHusi  MOGOpPMIICHUS

5 Tema 5 Mudopmarmonso- cripaBounbie JokyMeHTHI. | [13 | Pa30op KOHKpETHBIX cCUTyaruit
BenenueienoBon nepenucku

Paspnen 2 Opranusanus padorsl ¢ JOKYMEHTAMH

6 Tema 6 «OpranuzanusA0KyMeHTO000pOTa. JI | Jlexuus-Busyanusanus
Cucremaru3zanus U XpaHeHHE JOKYMEHTOBB
JIEJIONPOU3BOJICTBEN

7 Tema 7 «/lokyMeHTOOOOPOT BIIOTUCTHUKEN» [13 | Pa360p KOHKPETHBIX CUTYaIHii

8 Tema 8 «JlokyMeHTO000POTIPH 3aKyTIKE, JI | IIpobnemHas nekuus
CKJIAJMPOBAHUU, TPY30TIIEPEBO3KAX)

9 Tema 9 «KoMIbIOTEPHBIETEXHOJIOTHH B JI | Jlexuus - BU3yanuzanus

JIEIONIPOU3BOJCTBE.
ONEKTPOHHBIN
JOKYMEHTO0000pOT»
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6. Texkymmii KOHTPOJIb YCIIeBAEMOCTH U MPOMEKYTOYHAS aTTeCTALUSA 10
HUTOraM OCBOEHUSI M CLHMIIJIMHbI

6.1. TunoBblie KOHTPOJIbHBIC 3aIaHUs WJIN UHBIC MaTE€pUuaJbl, H606XOL[HM]>IC AJIsi OHCHKH 3HaHHﬁ,
yMeHI/Iﬁ U HABBIKOB U (I/I.TII/I) OonbITA J€ATCJIBbHOCTHA

TecToBbI€ 3aaHNA AJI IPOMEKYTOUYHOIO TECTUPOBAHUSA 10 TUCLUIUIMHE
«JloKkyMEHTaIIHOHHOE 00eCIedeHNEe JOTUCTUIECKUX IIPOLIECCOBY
K pazneny 1. «/lokymeHTHpOBaHuUE yIipaBieH4YecKoi nesrensHocT» [1Koc -6.3)

1. [JaiiTe onpeaesieHrne J0KYyMEHTA
TeKcCT ¢ meyaTbro
2. TpadapeTHslii TEKCT, COAEPKAIINUNA BOMPOCH 1O ONPEACTICHHON TeMe M MECTO Ui OTBETa Ha
HUX
3. bmank ¢ pexBuznTamMu
4. Wndopmanus Ha MaTepruaIbHOM HOCUTEIIE, UMEIOIIAs FOPUIUYECKYIO CUITY
2. Oxapakrepu3yiiTe ¢ TOYKHM 3peHMS] PEKBH3UTOB [OKyYMEHTa CJeAylluil (parmMeHr:
«3am.aupexkTopa CepreeBy A.Sl. OGecneunTh BBINOJHEHHE YCJOBHII mocTaBok. Jluunasi
noAnuch aupexropa. laray.
1. T'pud yrBepxxaeHus
2. Pesororust
3. Bwuga cornacoBanus
4. PacnopsbkeHue
3.  Kak pa3peminTh CUTYalHIo, Korjaa NUCHbMO Heo0X0AuMO pa3ociaathb
0oJiee YeThIPEM aapecaram?
1. PasmecTtuTth aapecaThl Ha CBOOOJHOE OT TEKCTa MECTO
2. BpI0path TOIBKO HanboJIee BAXKHBIE aipecaThl
3. Ilepeuncnuth BCEX ajzipecaToB B PEKBHU3UTE «aapecar» c
COKpAILEHUSIMU
4. JlaTh CHUCOK aJIpecaToB U COCTABUTh IUPKYISIPHOE TUCHMO»
4.  Yrto Takoe ¢popmyasip nucbma?
1. TlepBsIii 3K3eMILIAp TUCHMA
2. JlyOnukat opuruHaiga mucbMa
3. Kaprouka yuera nucem
4. CoBOKYITHOCTh PEKBHU3UTOB O(HUIINATBHOIO TUChMa
5. B kakux ciaydasix 00s13aTeJIbHO HAJA0 3aNOJHATHL PEKBU3HT «CCHLIKA Ha ATy M HHAEKC
BXOAAIIEro mMucbMa»?
1. Ilpwm cocraBieHuu JH0O00T0 MHChMa
2. Ilpu coctraBneHUH MEpBOHAYATIHLHOTO MUChMA MEPETUCKU
3. Tonbko B cmydae cocTaBieHHs TyOIMKaTa JOKyMEHTa
4. Tlpu oTBeTe Ha MUCHMO
6. Eciiu aBTOp nmucbMa - Juuno ¢pusndeckoe (4acTHOe), OyJeT JIM OH MO0JIb30BATHCS OJAHKOM sl
nyceM MNP COCTABJICHUH /1€JI0BOT0 MUcbhbma?
. Jla, 3aBucHT OT azpecaTa
. Ja, Tak xak ciyxeOHbII TOKyMEeHT 0(OopMIISIETCs TOJIBKO Ha ONaHKe
. Jla, 3aBUCHT OT Ba)XKHOCTHU MOCIAHUS
Her, OnmaHK MOXET OBITh HCIIOJIb30BaH TOJIBKO IOPUINYECKUM JULOM,
PEKBU3UTHI KOTOPOTO OTPaXKEHBI Ha OJIaHKe
7. UTo o3Ha4YaeT NOHATHE "'BU3HPOBaHUE JOKyMeHTa'"' ?
1. o3HakOMIIEHHE C JOKYMEHTOM BCEX 3aWHTEPECOBAHHBIX B €0 MCIIOJHEHUU JOJKHOCTHBIX JIHII U
odopmiieHne pekBU3HUTa "BU3a" HA JOKyMEHTE
2. yTBEpXKIEHHUE TOKYMEHTa PYKOBOJICTBOM OpraHU3aIluU
3. perucrpaius J0KyMEHTOB
4. PE30ITIOIMS Ha JOKYMEHTE

=

AWM PR
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8. Oxapakrepu3yiiTe Ha3HAYECHHE OPTAHU3AIUOHHBIX JOKYMEHTOB.
1. JIoxyMeHTBI, OPEAEIIAIOIINE U 3aKPEIUIAIOIINE BU JEATEIbHOCTH, CTPYKTYPY NPEANpUSITHS
2. Byxranrtepckue T0KyMEHTHI
3. JloKyMeHTHI, MpeANMUCHIBAIOIINE KaKue-T100 NeHCTBUS
4. JIOKyMEHTBI, HECyIIHe CIPaBOYHYI0 HHPOPMAILIHIO

9. Yto Takoe BXOASIIMI JOKYMEHT?
1. JloxyMeHT, HOCTYNUBIINK B OpraHU3alMI0 Ha UCIIOJIHEHUE
2. JIOKyMEHT JJIsl IPOITYCKa B OPraHU3aLUI0
3. JloxyMeHT, HalpaBJICHHBINA B BHIIIECTOSIIYIO OPTaHU3AIHIO
4. JloxyMeHT, GUKCUPYIOIINI X011 3acCeTaHus

10. Kakue 10KyMeHTBI 10/ZKHBI OBITH 00513aTEJIbHO 3aBEePeHbI?
1. JloxyMeHThI, OTHOCSLINECS K HOPMATUBHBIM
2. Komuu Bcex TOKYMEHTOB, HE3aBHCUMO OT UX BUA
3. JIOKyMEHTBI, OTIIpaBIIIEMbIE B IPYTUE OpPTraHU3aIHN
4. Tlpuka3ssl pyKOBOJICTBA

11. Buabl 6,1aHKOB JOKYMEHTOB, KOTOpPbIe peKOMEHAyeTcsl HMeTh B OPraHU3alMH.
OO6muit 6aHk

biank s nucem

bnank, BbINOTHEHHBIN Ha OyMare CBETJIBIX TOHOB

bitaHK ¢ IPOOJIBHBIM PACTIONI0KEHUEM PEKBU3UTOB

el N =

K pazneny 2. «Opranusanus padoTsl ¢ fokymentamu» ([TKoc-8.3)

1. Kakoii J0KyMeHT B OpraHu3alum npeaHasHader 1is yaupuxkanuu Gopm J10KyMEeHTOB
1. monoxeHue o0 AEJIOMPOU3BOJICTBE
2. HOMEHKJIaTypa Jel
3. anpboM GopM JOKYMEHTOB
4. Tabenb GopM TOKYMEHTOB
2. KoamnuyecTBO 10KYMEHTOB BceX JOKYMEHTONOTOKOB 32 ONpe/e/eHHbII epHoj cocTaBJIsAeT. ..
1. mna" 10KyMeHTo000poTa
2. rpaduK T0KyMEHTO000pOoTa
3. 00beM TOKYMEHTO000pOTA
4.x03¢h(HUIMEHT 3arpy’KEHHOCTH pabOTON C JOKYMEHTAMH
3. ®ukcanusa pakTa co3JIaHUN WM MOJYYEeHHS JOKYMEHTOB MyTeM NPHCBOEHUS UM MOPAIKOBBIX
HOMEPOB U 3aliCH YCTAHOBJIEHHBIX CBeJeHUIl 0 HUX
1. yueT nBUKEHUSI JOKYMEHTOB
2. peructpanus T0KyMEHTOB
3. rpaduk 10KyMeHTO0O0pOTa
4. BeeHue y4yera JOKyMEHTOB
4. CucTeMaTU3MpPOBaHHbBII NepeYeHb 3ar0JI0OBKOB /IeJI ¢ YKa3aHHeM CPOKOB UX XpaHeHHs
1. gemo
2. HOMEHKJIaTypa aeln
3. CIIMCOK Ael
4. rpaduK TOKyMEHTO0O0pOTA
5. Kakoii HOPMATHBHBIH [OKYMEHT perjaMeHTHpPYeT OpPraHu3anMi0  JIeKTPOHHOIO
AOKYMEHT0000poTa
1. @3 «O OyxranTepckom yueTe»
2. @3 «O6 unpopmarmu, HHOOPMAIMOHHBIX TEXHOJIOTHSAX U 3aIUTE WH(OOPMALIUL»
3. @3 «O06 r11eKTPOHHON TUPPOBON TOIMHUCHY
4. Tono>xeHue Mo AEIONPOU3BOICTBY
6. OCHOBHBIE 32/1a4H IKCNIEPTHOI KOMMCCHU:
1. paccMmoTpeHHe MPOEKTOB HOMEHKIIATYP /I YUPEkKIACHUS U €r0 CTPYKTYPHBIX MOpa3ielieHui;
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N

dbopMHpOBaHKE JEI Ui IEpeadd B apXUB
3. OopraHu3amms eXeroJHoro oTdopa JOKYMEHTOB Ha XPAHCHHUE U YHUUYTOKCHHUE;
4. pacCMOTpPEHHE AaKTOB O BBIJICJICHMM K YHHUYTOXKEHHIO JOKYMEHTOB U JeJ, CPOK XpaHEHUs
KOTOPBIX UCTEK.
7. Uro Takoe UCXOASIIUH TOKYMEHT
1. JloxyMeHT, HOCTYNUBIINK B OpraHU3allIo Ha UCIIOJIHEHUE
2. JloxyMeHT i BBIXOJa U3 OpraHu3aluu
3. JloxyMeHT, HalpaBJICHHBIN B BHIIIECTOSIIYIO OPTaHU3AIHIO
4. JIoKyMEHT, OTIIPaBJIEHHBIN U3 OpraHU3alMK B IPYyTU€ OpraHU3aIluu
8. M3 CKOJBKHX 4YeJOBeK [0J’KHA COCTOATH JKCIEPTHAS KOMHCCHSI MO OLEHKe HAaY4YHO-
NPAKTUYECKON 3HAYMMOCTHU IOKYMEHTOB?
1. | gen.
2.  8uem.
3. 5 yen.

[TepeueHsb BOTIPOCOB, BEIHOCUMBIX Ha TIPOMEKYTOUHYIO aTTECTAIIUIO
Bonpoch k 3auety
Ponb nndopmanmu B yrpaBieHUH OpraHU3alyen.
CymHOCTh ¥ PYHKIIUN JOKYMEHTA
Opranm3anus padoThl C TOKYMEHTaMU
Tekyiee XpaHeHHE JOKYMEHTOB
DKcnepTh3a HEHHOCTH IOKYMEHTOB
Odopmnenue ned.
Cnada f1en1 B BEJOMCTBEHHBIN apXHUB
YHubukanus ynpaBieH4€CKUX JOKYMEHTOB.
Howmenknarypa gen.
0. CocraB u cozepkaHie OpraHu3aMoOHHO-pacopsaauTebHoN nokymenTanus (Y COP/I)
1. CocraB u oopmiIeHHE pACTIOPSIAUTEIBHBIX TOKYMEHTOB
12. CoctaB u odopMIIeHHE OPTaHU3AIIHOHHBIX JIOKYMEHTOB
13. CocrtaB u opopmiieHre nHHOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
14. CocraB u npaBuita oopmicHus pekBusutoB gokymenToB (TOCT P 7.0.97-2016)
15. TpeGoBanus, mpeabSBIsieMbIe K OPOPMIICHUIO TOKYyMEHTOB.
16. JlokyMeHTUpOBaHHE TPYAOBBIX [IPABOOTHOLICHUI
17. Opranuzanus npuemMa 1 nepBUIHON 00pabOTKH JOKYMEHTOB
18. Peructpanus 10KyMEHTOB
19. IIpaBuna BbIAauu €7 BO BpEMEHHOE I0JIb30BaHKE
20. Opranu3anus T0KyMeHT0000pOTa
21. Cnyx6a IOY: Buapl, pyHKIMH, CTPYKTYpa
22. KOHTpOJb UCIOMHEHUS JOKYMEHTOB
23. ndopmanmoHHo-cripaBoyHas paboTa
24. Yuudukauus u cTaHAapTH3AUS JOKYMEHTOB
25. dopmupoBaHUe NN
26. HopmartuBHbIe, 3aKOHOJATENbHBIE IOKYMEHTBI, PETYIUPYIOLIUE MOPSA0K paboThl C JOKYMEHTaMU
27. Buapl HoMeHKIaTypsl Jel, X XapaKTepUCcTUKa
28. PacnopsinuTenbHbIE JOKYMEHTHI, 00pa3yIoInecs B AeATeIbHOCTH KOJIIETHaIbHBIX OPraHOB
yIpaBICHUS
29. CyuiHocThb, BUJIBI U COJIEpKaHuE yIpaBleHYeCcKoi nH(opMaluu
30. [lenoBast nuH(pOpMaILMs U €€ COCTaB
31. TloarotoBka Jlen k apXMBHOMY XpaHEHHUIO
32. JlenoBast nepenucka. Buabl 1 XapaKTepUCTHKA CITYKEOHBIX MHCEM
33. SI3bIK U CTHIIB AETMOBOM JOKYMEHTAIINH
34. Cuctemaruzaiiys 1 TeKyilee XpaHeHHe TOKYMEHTOB
35. KoMnpIoTepHBIE TEXHOJOTUH MOATOTOBKH IOKYMEHTOB

RBRBOo~NoOR~wNE
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36. JIokyMeHTHI, COMPOBOXKAAMIINE  MATePUAIBHBIN MOTOK B OTAENe CHaOXKEHHUS,
NPOM3BOJICTBE, IPH TMOCTYIUICHMM Ha CKJIaJ, NPHU OTIIYyCKE IMPOIYKIUH

37. lokymeHTanbHOE 0(OPMIIEHUE ITOCTABOK

38. O06mas opranu3anus T0KyMeHT0000poTa cKiaaa. JJokyMeHThI Ha CKIIaze

39. JIoKyMeHTBI, UCIIOJb3yeMbIe sl O(OPMIICHUS IPUEMKH TOBAPOB

40. JloxymeHTanbHOE 0(OpPMIIEHHE TEPEBO3KH T'PY30B

6.2. Onucanue nmokaszareJieil U KpUTEpPHEB KOHTPOJISI YCIIEBAEMOCTH, ONMCAHME IIKAJ OLleHUBAHUA

Tabumua 7 - Kpurepum oneHuBaHus pe3yJIbTaTOB 00y4ueHHs (3a4eT)
Ounenka Kpurepun oneHuBanus
TEOPETUYECKOE  COJAEpPKAaHME  Kypca  OCBOEHO  IOJIHOCTbIO,  KOMIIETEHIUU
chopMUpOBaHbl, BCE MPEAYCMOTPEHHbIE y4eOHbIE 3a/JaHUsl  BBIIOJHEHBI C
3auTeHO | HE3HAUUTENbHBIMU 3aMEUaHUSIMH. YMEHHUS U HaBBIKM IPUMEHSIOTCA CTYIEHTOM s
pelIeHNs MPAaKTUYECKUX 3a/ad C HE3HAYUTEIbHBIMU OIIMOKaMHU, HCHPABISEMBIMU
CTYJEHTOM CaMOCTOSITENIBHO.
TEOPETUYECKOE COJEpKaHNE Kypca HE OCBOCHO, KOMIIETEHIIMU HE COPMUPOBAHBI, U3
MIPEeyCMOTPEHHBIX MPOTpaMMOi 00ydueHHsl y4eOHbIX 3aJJaHHi MO0 BBIIOJIHEHO MEHEe
60%, 00 coaep uT rpyObie OITMOKHU, MPUBOISIINE K HEBEPHOMY PEIICHUIO; Y MEHUS
Y HaBBIKHU CTY/IEHT HE CIOCOOEH MPUMEHMTD IS PEelIeHUs MPaKTUUYECKUX 3aa4.

He3zaureHo

7. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecneyeHue JUCIUININHBI

7.1 OcHoBHas JauTEpaTypa

1. ApacnanoBa, B. A. JlIokyMeHTaIIMOHHOE 00ECTICUCHHUE YIIPABJICHUS : YUeOHO-PAKTHIECKOE

mocobue B cxemax, Tabmuiax, oopasmax / B. A. ApacmanoBa. — 3-e m3ax. — Cypryr :
CypryTckuii ToCcy1apCTBEHHBIN menarornyeckuii yausepeuret, 2019. — 240 ¢c. — ISBN 978-
5-93190-385-9. — Texkcr : amektpoHHbI /[ DiaekTpoHHO-OMOMHOTEuHas cuctema |IPR

BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/94291.htm

2.JlokymeHTalMoHHOE obOecIieueHre yrpaBieHus : YYCOHHK JJIs CTYJACHTOB BY30B,
o6yqa10mnxcx 110 HAIIPpaBJICHUAM «IKOHOMUKA» U ((MCHC,Z[)KMCHT», CIICHHUAJIBHOCTAM
«Muadpopmartrkay, «JJOKyMEHTOBEJACHUE U IOKyMEHTAITMOHHOE 00ECTICUeHNE YIIPABICHUSY,

«ABTomatuzanus u ynpasierue» / A. C. I'punbepr, H. H. 'op6aués, H. H. I'op6aués, O. A.
Myxamermuaa. — Mocksa : FOHUTHU-JIAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —

TexcT : anexTpoHHbIH // DnekTponHo-6ubmuoTeunas cuctema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/71213.html

3. XKyxowma, 0. H. [lenoBbie KOMMYHHKAIIUH B JIOTHCTHKE : yueOHOoe mocodue / 10. H. XKyxoma.
— Camnkr-IlerepOypr : Yausepcurer U'TMO, MucTutyT X0100a 1 6MoTexHoaorui, 2014. —
114 c. — ISBN 2227-8397. — TekcT : 31eKTpOHHBIHN // DIEKTPOHHO-OMOIHNOTEYHAs CCTEMa
IPR BOOKS : [caiiT]. — URL.: http://www.iprbookshop.ru/66439.html

4. 11Iu6aes /I.B. IIpaBoBo€ perynupoBaHue 3JEKTPOHHOTO TOKYMEHTO000pOoTa[ DIEKTPOHHBIN
pecypc] : yuebrnoe mocobue / JI.B. [1InbaeB. — DaeKTpOH. TEKCTOBbIE HaHHbIe. — CapaToB:
Bysosckoe oOpaszoBanme, 2016. — 70 c. — 2227-8397. — Pexum jocrymna:
http://www.iprbookshop.ru/57260.html

7.2 NOMOJIHUTEIbHAS JIUTepPaTypa

1. JloxymeHTanMOHHOE OOecreyeHue YIpaBiIeHUs U JAEJIONPOU3BOJICTBO: YUEOHUK JUIs
6akanaspos/ U.H. Ky3nenos. M.: U3natensctBo FOpaiit: N/ FOpaiit, 2012. 576-c.;
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Bounrun, B. B. Cknan. Jloructuka, ynpasienue, ananu3 / B. B. Boarua. — Mocksa : JlamkoB
u K, 2015. — 724 ¢c. — ISBN 978-5-394-01944-9. — TekcT : 3JeKTPOHHBIH // DIEKTPOHHO-
OoubnroreyHas cucrema IPR BOOKS : [caliT]. — URL:
http://www.iprbookshop.ru/14092.html
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2.CremmanoBa E.H. CucreMa 31eKTpOHHOTO JOKYMEHTO000poTa (001Ia4HOE peIIcHHE)
[DnexktponHblii pecype] : yuebHoe mocobme / E.H. CremanoBa. — DNEKTpOH.
TeKcToBbIe AaHHbIe. — CapatoB: Aii Ilu Op Meaua, 2018. — 182 ¢. — 978-5-4486-
0136-1. — Pexum noctyma: http://www.iprbookshop.ru/73341.html

[Tepunonnueckue n3nanus
HenonpousBoactao https://elibrary.ru

Cexperapckoe aeno http://www.sekretarskoe-delo.ru/

HopMaTuBHEBIC AKTDBI

1.1 I'paxxganckuii konexc P® (vactp mepsast) ot 30.11.1994 Ne 51 @3

1.2 ®enepanbbiii 3akoH ot 27.07.2006 r. Ne 149 ®3 "OO6 wuHbpoOpmamy,
nH(}OPMAaIMOHHBIX TeXHOJOrusAX U o 3amute nHdopmauun", CIIC Koncynprant
[Tmroc

1.3 ®enepanpubiii 3akoH oT 06.04.2011 Ne 63-®3 9 "OO6 snekTpoHHOW ToATIACH"
CIIC Koncynbrant Ilnroc

1.4 ®enepanbubiii 3akoH 0T 06.04.2011 No 63-®3 9 "OO6 snexTpoHHON TOAMHCH"
CIIC Koncynbrant Ilnroc

1.5TOCT P HCO 15489-1—2007 «YmpaBnenue mokymeHtamu. OOmue
TpeOOBaHUs» HOBBIMHAIIMOHAIBHBIN CTaHIAPT.

1.6 TocymapcTBeHHass cuCTeMa JOKYMEHTAIIMOHHOTO OOCCIICUCHHs YIPaBICHUS.
OcHoBHble moNOXeHHs, OOmmMe TpeOoBaHUA K JOKYMEHTaM U CiIy)KO0am
JTOKyMEHTaImoHHoro obecneuenus. - M., BHUNJIAL, 2001.

1.7TocynapctBennbiii ctangapt PO I'OCT P 7.0.97-2016 HaumoHanbHBIN cTaHIapT
Poccuiickoi denepanuu. Cucrema CTaHJIapTOB o nHpopmaruu,
O6uOIMOTEeYHOMY U HW3JaTeNbcKoMy Jeny. OpraHu3alMOHHO-PACHOpsIUTeNbHAs
nokyMeHTanus. TpeOoBaHust kK odopmieHuto aokymMeHTOB (yTB. Ilpukazom
Poccrannmapra ot 08.12.2016 N2004-cT)

1.8 TOCT P 7.0.8-2013 "Jlemompou3BOACTBO M apXWBHOE JeJ0. TE€pMUHBI U
onpenenenusa" Koncynprant [lmroc

1.9 OcHoBHbIe TpaBuia padboThl apxuBoB opranm3anuii ot 06.02.2002 CIIC KoncymnbTant
[Tmroc

1.10 Meroaunueckue peKOMEH IAIUH 110 pa3pab0TKe UHCTPYKIIHI 10
JIeNIONIPOU3BOICTBY BdeaepalbHbIX OpraHax UCIOJIHUTENBHON BiIacTu (YTB.

npuka3zom denepanbHOro apXMBHOTO areHTcTBa OT 23 aexadpst 2009 r. Ne
76)

6.3. Merognyeckue yKa3anusi, peKOMEHIAIMH U IPYrHe MATEPUATBI K 3aHATHAM

1.9aycosa JI.A., OBuapenko f. 3., Akumosna JI.I1., HYaycos H.IO.
JlokyMeHTallMoHHOeoOecnieueHne yrpasieHus: YueOHoe nocooue. — Kanyra:
XXXX, 2017. - 83 c.

8. [lepeuens pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAMOHHOI ceTu « AHTEepHET,
HEeOOXOUMBIX JIJIsl 0CBOEHUSI THCIUTLIMHbI
- DHIMKJIONIEUs MEHeDKMeHTa - http://www.pragmatist.ru/
- Beepoccuiickuii ieHTp u3ydeHus odmecTBeHHOro MEeHus (BIIMOM) - https://wciom.ru/
- F'ockomcrat P® - https://rosstat.gov.ru/
- Hayunas snextponnas oudnaunoreka - http://elibrary.ru
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9. Hepeqeﬂb NnporpaMmmMmHOro o0ecrnevyeHUus U I/IH(l)OpMaIII/IOHHbIX CIIPABOYHBIX CUCTEM

Ta6una 9 -Ilepeyens NporpaMMHOro odecne4eHust

Nent Hamveroaine HaunmenoBanue Tun Tox
paszznenna yaeOHoM ABTOD
/m CIHIUTAHEL IIPOrpaMMEI IIPOrpaMMbl pa3paboTku
Microsoft [Mporpamma (5e cniol\(jl?c rosoft
1 Bce pasnensr PowerPoint noarotoBku | Microsoft IE, owerPoint
MpEe3eHTaANI 2007)
. . 2006
2| Bce pasuensl Microsoft TERCTOBRI |\ pierosoft | (Bepens Microsoft Word
Word penakTop 2007)

10. Onucanue MaTepuaJIbHO-TeXHUYECKOH 0a3bl, HEOOXOAUMON IS OCYIIECTBJIEHUS
00pa30BaTeIbHOIO NPOLECcCca N0 JUCIHILJINHE

Ta6auna 10 - CBenenust 06 00ecne4eHHOCTH CHEUATU3MPOBAHHBIMH Ay U TOPUSIMH,

Ka0uHeTaMu, JabopaTopusiMu

HaumeHoBaHMe cienuaJIbHBIX

NOMeIeHN ¥ MOMeIlleH i 1Ji

CaMOCTOSAITeJIbHOM PadoThI (Ne
yueOHOoro kopmyca, Ne

OCHAILIEHHOCTD CHEIHAJLHBIX IOMEIIeHUH U
MOMeIleHU IJIsl CAMOCTOATEIbHO padoThI

ayIMTOPHUH)
Aymutopus st mpoBeneHus | Kommiekt kpecen ¢ mormurpom 1 mt. (18 exn.), cron
JEKUMOHHOTO  THUMA, 3aHATUHN | OUCHBIN, CTYN AJS MperojaBaress; 10cKa yueOHas; dKpaH

CEMHHApCKOT0 THIA, KypCOBOTO
MPOEKTUPOBAHUS(BBITIOTHEHHUSI

KYpPCOBBIX PabOT), IPYNIIOBBIX H
WH/IMBHIyIbHBIX KOHCYJIbTAIINH,
TEKYIIETO KOHTPOJIS "

MIPOMEKYTOYHOM aTTecTaluu
(xab. Ne 427 n).

DraperDiplonat (1:1)84/84" 213-213 MW;
MYJIbTUMEIHIHHOE o0opynoBaHue (mpoextop
MynbTuMenuiHbd - ACerX1226H; noytoyk ASUS ¢

JIOCTYIIOM B UHTEPHET)

Aynutopuss sl TIPOBEACHUS
JCKIIMOHHOTO  THIA,  3aHATHU
CEMHHApCKOI0 THIA, KypCOBOTO
MPOEKTUPOBAHUSI(BBITIOJIHEHHUSI

KYPCOBBIX DPa0OT), TPYNIOBBIX U
WHIUBUAYAIbHBIX KOHCYIbTAIIHH,

VYuyeOusie croubl (11 mT.); cTynbs (22 wrT.); q0cKa

yueOHas; CToN O(UCHBIN, CTyJa A TpenojaBaTess dKpaH
DraperDiplonat (1:1)84/84" 213-213 MW, mnepeHocHOE
MYJIbTUMEIMIHOC o0opynoBaHue (mmpoekTop
mynbTuMmenuiiaeiii - Sanyo PLC-XU111 4000 ANSI Im
1024*768; nHoyr6yk ASUS ¢ 1ocTyrnom B MHTEPHET)

TEKYILIEro KOHTPOJIA u

MIPOMEKYTOUHOH aTTecTaluu

(kab. Ne 436 n).

[Tomemienue s | YueOusie ctonsl (11 mT.); cTynbs (22 mT.); AocKa
CaMOCTOSITENILHOM paboThl | yueOHast; cTON O(UCHBIN, CTYIN TSI MPEnoiaBaTes
obyuatonuxcs (kab. Ne 423 u).

[Tomemenue st | Komnsrorepasie ctonsl (15 mT.); ctynbs (15 mT.);pabouee
CaMOCTOSITEILHOM paboTel | MecTO TpernoaaBarens;(MOHOOIOK)LEeNOVO, MmoaKItoYeHHBIS

obOyuatonuxcs (kab. No 424)

K cetu MlHTepHeT u obecneuennsle goctynoM kK IbC.
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11. MeTtoanyeckue peKOMEHIAIUH CTYIEHTAM M0 OCBOCHHUIO IM CHMILTUHBI

[Tpu W3y4eHUU Kypca 1enecoo0pasHo NPUICPKUBATHCS ClIeAyroIei
MOCIIEIOBATEILHOCTH:

1. lo nocewjenus nepsou nekyuu:

a) BHUMATEIHHO MTPOYUTATH OCHOBHEIE ITOJIOKEHHS MPOTPaMMBbI Kypca;

0) mo100paTh HEOOXOAUMYIO JINTEPATYPY M O3HAKOMHTHCS C €€ COACPKAHUEM.

2. Ilocne nocewenus nexyuu:

a) yriryOoJeHO U3y4UTh OCHOBHBIC TOJIOKECHHUS TEMbI ITPOTPaMMBI TI0 MaTepHajaM JICKIIHH
¥ PEKOMEHTyeMbIM JINTEPATYPHBIM HCTOYHHKAM;

0) JOTOJIHUTH KOHCIIEKT JICKIIUU KPATKUMH OTBETaMHU Ha KaXKIbI KOHTPOJBHBIA BOTIPOC
K TeMe U TPY BO3MOKHOCTH BBITIOJTHUTH 3a/IaHUE TSI CAMOCTOSITEIIBHON paOOTHI,

B) COCTaBHTH CITUCOK BOIIPOCOB JJISl BEISICHCHHSI BO BPEMSI ayIUTOPHBIX 3aHSATHH;

T') MOJATOTOBUTHCS K TPAKTHYCCKUM 3aHITHSIM.

3amaHus UL CaMOCTOSITEIBHON pabOTBI CTYJIEHTOB SIBIISIOTCS COCTAaBHOW YaCThIO
yueOHoro npoiiecca. BeinoaHenue 3ajanuii criocoOCTBYeT:

- 3aKpCEIUICHWIO W PACIIUPCHHIO TOJYYCHHBIX CTYJACHTAMH 3HAHWH [0 HW3y4aeMbIM
BOIIPOCaM B paMKaX y4eOHOW JUCIUILINHBI;

- Pa3BUTHIO HABBIKOB 00OOIIEHUS U CHCTEMATH3aIluu HH(OPMAITUH.

BaxnocTh  camocTOSITENbHOM  pabOThl  CTYAEHTOB  OOYCIIOBJI€HAa  MOBBIIIEHUEM
TpeOOBaHUI K YPOBHIO IOATOTOBKHM OakajJaBpOB B COBPEMEHHBIX YCIIOBHSX, B YaCTHOCTH,
TpeOOBaHUAMU K YMEHHUIO HCIOJIb30BaTh HOPMAaTHUBHO — IIPAaBOBbIE JOKYMEHTHI B CBOEil
NEeSITENbHOCTH, a TaKkKe HEe0OXOAMMOCTBIO MPUOOPETEHUsI HABBIKOB CAMOCTOATEIHHO HAXOIUTh
nH(pOpPMaLMI0O MO BONpPOCAM MEHEPKMEHTa M MapKeTHMHra B pa3MYHbIX HMCTOYHHUKAX, €€
CUCTeMAaTHU3UpPOBaTh; JaBaTh OIEHKY KOHKPETHBIM MPAKTUYECKUM CHUTyalUsiM; COOUpATh,
aHAJIM3UPOBATh UCXOJHbIE JaHHbIE, HEOOXOAUMBIE JJISi pacueTa SKOHOMUYECKUX U COLMAIbHO-
HSKOHOMMUYECKUX TOKa3aTeliel, XapaKTepU3YIOIIHUX JEsTebHOCTh XO3SHCTBYIOIUX CYOBEKTOB;
OCYILIECTBIISTH COOp, aHAIU3 U 00pabOTKy JaHHBIX, HEOOXOJUMBIX JJIS PEUICHHS MOCTaBIEHHBIX
3azad.

CamocTrosarenbHas paboTa MpUOOIIAET CTYACHTOB K HaydyHOMY TBOPUYECTBY, MOUCKY U
PELICHUI0 aKTyaJbHBIX COBPEMEHHBIX MpobieM B cdepe MEeHEIKMEHTAa W MapKeTUHra, B
YaCTHOCTH.

3amaHus UIsi CaMOCTOATEIbHONM pabOThl BBIMOIHIIOTCS CTYIEHTAMH BO BHEAYIUTOPHOE
BpeMs.

Buabl u popMbl 0TPA0OTKH NPONYIIEHHBIX 3AHATHI

CryneHT, MNpONMyCTUBIIMK 3aHATUS 00s3aH ero oTpabotarb. OtTpaboTka 3aHATHIA
OCYILIECTBIISICTCS] B COOTBETCTBUH C IPaPUKOM KOHCYIbTAIIHH.

[Ipomyck  JEKIMOHHOTO 3aHATUSA CTYAGHT OTpabaThlBaeT CaMOCTOSATENbHO H
MPEACTABIISIET BEAYLIEMY MPENOIABATEN0 KOHCIEKT JIEKIUI 110 MPOIMYIIEHHBIM 3aHITHSM.

[Ipomyck mpakTUYECKOTO 3aHATHS CTYIEHT OTpaldaThIBaeT MOJ PYKOBOJCTBOM BEIYIIETO
npenojaBatens aucuumiuHbel. [Ipm cebe HEO0OXOAMMO HWMETh JIEKIIMOHHBIE KOHCHEKTHI U
BBITIOJIHEHHBIE 33JaHUS MO0 MPOMYIIEHHBIM 3aHATHUSM, OBITh TOTOBBIM apPTyYMEHTHUPOBAHO
OTBETUTH Ha BOIIPOCHI MPENOIABATENS M0 MPOIYIIEHHON TEME.

12. MeToanyeckne peKOMeH/IALUH NMPeNnoAaBaTeIsiM 10 OPraHu3aluM 00y4eHus Mo
AUCHMILIHHE

HpI/I npenoaaBaH  Kypca HCO6XOI[I/IMO OPHUCHTHPOBATLCA Ha  COBPCMCHHBLIC
O6pa3OBaTeJ'ILHLIC TCXHOJIOTHH, obOecrieunBas HHTCPEC CTYACHTOB K HpO(beCCI/II/I B IOCJIOM M K
npenonaBaeMoﬁ JUCHHUIIIIMHE B HaCTHOCTH.
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[Ipy wu3ydyeHHM AUCHMIUIMHBI PEKOMEHAYETCsl HCIOJb30BaTh CJEAYIOLIUME CpEICTBa:
PEKOMEH/IyEMYI0 OCHOBHYIO U JIOTIOJIHUTEIBHYIO JIMUTEPATypy; METOAMYECKUE YKa3aHUS U
MOCOOUS; KOHTPOJIBHBIC 3aJaHUs Ul 3aKPEIICHUSI TEOPETUUSCKOTO MaTepHalia; dJICKTPOHHBIC
BEpCUM Y4YEOHHKOB M METOJUYECKHX YKa3aHUU [UIs BBHIMOJTHEHHS TPAKTHUECKUX padoT H
CaMOCTOSATENBHOM PabOThI CTYJCHTOB.

JI1s1 MakCUMaIbHOTO YCBOCHUS TMCHUIIUHBI PEKOMEHYETCsl M3JI0KEHUE JIEKIITMOHHOTO
Marepuaiga ¢ 3JIEMEHTaMH OOCYXJCHMs, NUCKyccud. Jlekuuss — OAHO W3 TJIaBHBIX 3BEHBHEB
oOyuenusi. EE€ memp — <¢dopMupoBaHHWE Yy CTYACHTOB OPHEHTUPOBOYHOW OCHOBBI ISt
MOCJIEAYIONIEr0 YCBOCHUSI MaTepHaia METOJIOM CaMOCTOSTeNIbHON paboThl. CojeprkaHne JTeKIHI
JIOJI’KHO OTBEYATH CIICAYIONTUM TPEOOBAHUSIM:

-U3JI0’)KEHHE MaTepualia OT MPOCTOTO K CII0KHOMY, OT M3BECTHOTO K HEU3BECTHOMY;

-JIOTUYHOCTb, YETKOCTh U SICHOCTh B U3JIO’KEHUH MaTepuaa;

-BO3MOXHOCTh MPOOJEMHOTO H3JIOKEHUS, JUCKYCCHHU, IUAJora C IeJIbI0 aKTUBU3AIUU
NESITETFHOCTH CTYACHTOB;

-0oropa CMBICJIIOBOM YacTH JIEKIIMM Ha TOJUIMHHBIE (aKThl, COOBITHS, SIBJICHHUS,
CTaTUCTUYCCKHE TaHHBIC;

-TE€CHasi CBSI3b TEOPETHYECKUX TMOJIO)KEHUH M BBIBOJOB C MPAKTUKOW W Oymyiien
npoheCcCHOHANTBHOM JIEATETLHOCTHIO CTY/ICHTOB.

[IpenogaBaTenb, YUTAOMINA JICKIIMOHHBIE KYpPChI, JOJDKEH 3HATh CYIIECTBYIOIINE B
MearOTHYECKON HAyKe M HUCTIOJb3yeMbIe Ha MPAKTUKE BAPUAHTHI JICKIMH, UX TUJAKTUUECKHE U
BOCIIUTHIBAIOIINE BO3MOXKHOCTH, a TaK)Ke€ HMX METOJMYECKOE€ MECTO B CTPYKType Mpoliecca
00y4eHwHs.

OCHOBHBIE TIEJTH MPAKTUIECKUX 3aHATHMN:

- MHTErpUpPOBaTh 3HAHUS, MOJYYEHHBIE MO JPYrUM JUCIUIIMHAM JAHHOW CHEUHAJIbHOCTH M
AKTUBU3UPOBATh MX HMCIIOJB30BAaHUE, KaK B CIydae PELICHHMS MOCTABJICHHBIX 3ajay, Tak U B
JATbHEUIIEH TPaKTUYECKON IEATEIIbHOCTH;

- MOKa3aTh CJOXHOCTh M B3aWMOCBSI3aHHOCTH  YIPABJICHYECKUX MPOOJIEM, pEIIaeMbIX
CHEIUATUCTAMU Pa3HBIX HAMPABICHUNA B IEJIAX JOCTHKEHHS MaKCUMalbHOU 3((eKTuBHOCTH
MEHEHPKMEHTA OpraHu3alliu.

Jlnst 3akperuieHuss y4eOHOro Marepuania Ha CEMHUHApPCKUX W MPAKTHYECKUX
3aHATUSAX CTYIACHTHI BBICTYNAIOT C JIOKJIAJaMH, MHUIIYT KOHTPOJIBHBIE PAOOThI, pEIIaroT
KOHKPETHBIC 33/1a4¥, MAKCUMAJIPHO MTPUOJIM)KEHHBIE K PEATbHBIM YITPABJICHUYECKUM CHUTYaIIHSIM.

Kak B noknane, Tak u B pedepare IpUHATO paccMaTpuBaTh MOCTAHOBKY MPOOJIEMEI, €
AKTYaJIbHOCTh, MPAKTHYECKYIO PEATU3AIMIO C OTIPEICIICHHEM U3BECTHOTO B3IJIsIIa HA MPoOJIemMy.

Heckonbko MHOE 3HaUYCHHE UMEIOT KOHTPOJbHBIE PA0OTHI. ITO TaKkKe MPOBEPKA YPOBHS
3HaHWUH, TPUOOpPETaeMbIX CTYAEHTAMU Ha JIEKIMAX M IPU CaMOCTOsTeNbHOU paboTte. OHu
BBITIOJTHSIOTCS IMUCHBbMEHHO M CHAIOTCS NI MIPOBEPKHU IpernojaaBaTennto. JKenareabHo, 4TOOBI B
KOHTPOJILHOU paboTe ObLIM OTPa’KeHbI: aKTyaJIbHOCTh M MpaKTHYecKas 3HAUMMOCTh BHIOpaHHOMN
TE€MBbl, OTPAXKEHUE €€ B HAYYHOU JIUTEPATYpE, U3JI0KEHA CYTh U COJACPHKAHUE TEMbI, BO3MOKHbBIE
HaMpaBJIECHUs Pa3BUTHS, & TAK)KE BBIBOJIbI M MPEIJIOKEHUS.

AHanu3 KOHKPETHBIX CUTYallUld Takke HeceT B ce0e 00ydarollyr0 3Ha4YMMOCTb. 3]1eCh
TOPU30HT BO3MOXHBIX HAMPABICHUN OUYE€Hb IHPOK. MOKHO MCIOIB30BATh KaK pealibHbIE, TaK U
y4eOHbIe CUTYalluU. DTO COOBITHS Ha ONpPEIEICHHON CTANH PAa3BUTHSI WM COCTOSHUS; SBIICHUS
WU TPOLECChl, HaXOMAAIIMECS B CTAaAUU 3aBEpPLICHUS WIM 3aBEPIIMBIIMECS; UCTOUYHUKH WU
MPUYMHBI BO3HUKHOBEHUS, PAa3BUTHS WM OTKIOHEHHUS OT HOPMBI KaKUX-ITHOO (akTOB WM
SBJIICHUN; (PUKCHpOBAHHBIC PE3yAbTaThl WU Hambosee BEPOSTHBbIE MOCIEACTBHS H3y4aeMBIX
SIBJIEHUH W TMPOIECCOB; COLIMANIbHBIC, IOPUANYECKHE, SKOHOMUUYECKUE WM aJMUHUCTPATUBHBIC
pelIeHusl ¥ OLIEHKH; MOBEICHUE WJIU MOCTYNKH KOHKPETHBIX JHUI, B TOM YHCIIe€ PYKOBOJIUTENEH.
[Ipu sTOM CielyeT MOMHHUTB, YTO TOJI KOHKPETHOM CUTYyalMell clelyeT MOHUMAaTh KOHKPETHOE
coOBITHE, TPOUCXOAUBIIIEE WU MIPOUCXOISIIEE, THO0 BO3MOXKHOE B HEJAIEKOM OYAyILIEeM.

3aBepIInTh U3y4eHUE JUCIUILTUHBI IeIeCO00Pa3HO BBHIIOJHEHUEM TECTOB JJIsl IIPOBEPKH
ycBOeHUs y4yeOHOTO wMarepuana. [logoOHBIA MOAXOA TO3BOJUT CTYACHTaM JIOTHYHO U
MOCJIEI0BATENIbHO OCBAaUBATh MAaTepUall U YCIEIIHO MPONUTH UTOTOBYIO aTTECTALIUIO.
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[Ipu paboTe co cTyaeHTaMHu MPH U3YyYCHUU TUCHHILIMHBI HEOOXOIUMO MPETyCMOTPETh
pa3BuTHe (GOPM CaMOCTOSATENBHOW pabOTHI, BBIBOAS CTYICHTOB K 3aBEPIICHUIO H3YYCHHS
y4eOHOI TUCIUITIMHBI Ha €€ BEICOKUN YPOBEHbD.

3amaHus A CaMOCTOSITENIBHOM pabOThI KENATEIbHO COCTaBIATh M3 OO0SI3aTEIILHON H
¢bakynpTaTBHOM wacTell. OpraHusys CaMOCTOATENbHYIO paboTy, HEOOXOIMMO IOCTOSHHO
00y4aTh CTYACHTOB METO/IaM TaKOH pabOTHI.

[Ipu npoBeeHUN aTTeCTallMK CTYJEHTOB Ba)KHO BCEI/la IOMHUTb, YTO CUCTEMATUYHOCTb,
00BEKTHBHOCTb, APTYMEHTUPOBAHHOCTh — TJIAaBHBIE PUHIIMIIBI, HA KOTOPBIX OCHOBAHBI KOHTPOJIb
U OLIEHKa 3HaHUM cTyaeHToB. [IpoBepka, KOHTPOJIb U OLEHKA 3HaHUM CTyJeHTa, TpeOyloT yueTa
€ro WHAMBUIYAJIILHOTO CTHJISI B OCYIIECTBICHHWU YYEOHOH NESITEIHHOCTH. 3HAHHE KPUTEPUEB
OLICHKH 3HAHUM 00s13aTEJIbHO /IS IPEI0IaBaTeNsl U CTyIeHTA.
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