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AHHOTALUA
Paboueit mporpaMMbl yueOHOM AUCIUTUTAHBI
b1.B.01.10 «J/lokyMeHTaIlMOHHOE O0EeCTICUeHUE YIPaBICHUS JIJIsl TIOJTOTOBKU OaKaiaBpa 1o
HarnpasieHuto 38.03.02 MeHeHKMEHT, HapaBJICHHOCTD: «YTIpaBIeHUE OU3HECOM»

Ieap ocBoeHHMs NMCHMIIMHBI. U3YyYEHHE OCHOB JIOKYMEHTHPOBAHMSI YIPABJIECHUYECKOU
JeSITeIbHOCTH, OpPTaHM3alUU JOKYMEHTOO00pOTa B JESITEIBHOCTH OPraHU3alUi pa3IMYHbIX
(bopM cOOCTBEHHOCTH U OCHOB TEXHOJIOTUU PaOOThI C JOKYMEHTaMHU.

MecTo TUCHUNIMHBI B y4e0HOM IJIaHe:

JlucuuniuHa oTHECeHa K YacTH JUCUUIUIMH yuyeOHOro miaHa GopMUpYeMOil ydacTHHKaMHU
00pa30BaTeNbHBIX OTHOLICHWA M HM3y4aeTcs MO BHIOOPY CTYIEHTOB HAIPABICHHS MOATOTOBKU
38.03.02 MeHemKMEHT, HallPaBIECHHOCTh « Y IIpaBiieHHe OU3HECOMY.

TpeOoBanus K pe3yibTaTaM OCBOEHHSI AMCHMILIMHBI. B pe3ynbrare ocBOEHUS AMCLH-
IUTUHBI (POPMUPYIOTCS KOMIETCHIINU:

IIKoc — 6 - Obecnieyenne pa3padoTKH NpeAT0KeHHI M0 PALMOHAIU3ANMHU CTPYKTYPbI
CeTH MOCTABOK B COOTBETCTBUM € LEJSAMH U CTPaTerned OpraHu3anum, 1eiicTBYOIIMX CHCTEM,
¢opM H MeTOAOB YHpaB/JIeHHS IPOM3BOACTBOM, COBEPILICHCTBOBAHMIO OPIraHU3allMOHHO-
PacoOpsAANTEbHONH JOKYMEHTAIMH U OPraHM3aluM JOKYMEHTO0000pOTa, BHEAPEHUIO TeXHH-
YyecKHMX cpeacTB 00padoTku MHGOPMALMH, IEPCOHATBHBIX KOMIILIOTEPOB M ceTeil, aBTOMAaTH-
3UPOBAHHBIX PA00YUX MeCT

[IKoc - 6.3 - Crangaptel  yHU(UUHUPOBAHHOM CHUCTEMBl OpPraHU3ALMOHHO-
pacnopsIUTENbHON JOKYMEHTALNH, €IMHAs CUCTEMA TEXHOJIOTMYECKON JOKYMEHTALIMI

IIKoc — 8 - MoaeaupoBanue TpeGoBaHMIl K pelieHnIo, (opMajibHOe onucaHue Tpedo-
BaHUIl K pelIeHUI0, BAJTUIAIUA TPeOOBAHUI K pellleHuI0

[TKoc — 8.2 - JlokyMeHTHpPOBaTh TPEOOBAHUS K PEIICHUIO B COOTBETCTBHH C BHIOpAHHBIMU
MoAX0JaMH K 0pOpMIIEHHUIO TPeOOBaHHIA.

Kpartkoe cogep:xanue JTUCHUINJINHBI:
Pa3znen 1 «JlokyMeHTHpOBaHMe YIIPABJIEHYECKOI 1eATeJIbHOCTH
Tema 1. «<HopmatuBHO-TIpaBoBas 6a3a JAeIOMPOU3BOICTBA»
Tema 2. « OdopMieHne cIyKeOHBIX TOKYMEHTOB B cOOTBETCTBUH ¢ TpeboBanusmu ['OCT P
7.0.97-2016»
Tema 3. Opranu3anvoHHbIE IOKYMEHTBI: 0COOCHHOCTH COAEpX aHUS U 0OPMIICHUE»
Tema 4. «PacniopsinuTenbHbIE JOKYMEHTBI: OCOOCHHOCTH COAEpKaHUS U 0POpPMIICHUE)»
Tema 5. «HbOpMAIIMIOHHO-CITPAaBOYHBIC JOKYMEHTHI. BeieHne 1e10Boi mepenucKm
Paszgen 2 «Opranuszanus padoTsl ¢ JOKYMEHTAMMD)
Tema 6. «Opranuzainus J0KyMeHToo00poTa. OCHOBHBIE TaIlbl JBUKEHHUSI U 00pabOTKH
JIOKYMEHTOB
Tema 7. «CuctemaTn3anus U TEKYIIE€ XpaHEHUE TOKYMEHTOBY
Tema 8. «O0paboTKa A€ AJIs MOCIETYIONIETO XPaHESHUS
Tema 9. «KoMIbIOTEpHBIE TEXHOJIOTHUB JAETONPOU3BOACTBE. DJIEKTPOHHBINA JOKYMEHTOOOOPOT»

O6mmas TPy10eMKOCTh TUCHHILTMHBI: 2 3aU€THbIC ¢TUHUIIBI (72 4acoB)
IIpomexyTO4YHBIN KOHTPOJIBL: B S5 cemecTpe 3a4€T.



1. Ilesab ocBOeHMS JUCUHMIIJIMHBI

HGJIBIO OCBOCHHSA OUCHUIIIINHBI «I[OKYMCHTaLII/IOHHOG O6CCHC‘ICHI/IC YIPaBJICHUA ABJIACTCA
U3y4eHHE OCHOB JOKYMEHTHPOBAHUS YIPABICHUYECKOW JEATEIILHOCTH, OPTaHU3aluU JOKYMEHTO-
000poTa B JEATEILHOCTH OpraHU3aluil pa3IuYHBIX (POPM COOCTBEHHOCTH M OCHOB TEXHOJIOTHH
paboThI C IOKyMEHTAMH.

bakanaBp noskeH o0iagaTh TEOPETUUECKUMH 3HAHUSAMHU U IPAKTUUECKUMU HaBBIKAMH J10-

KYMEHTHUPOBAHHS Ha OCHOBE COBPEMEHHBIX TPEOOBAHHI K COCTABICHHIO M O(OPMIICHHUIO YIPaB-
JICHYCCKUX NOKYMCHTOB; UMCTh 3HAHUSA W NPAKTUICCKHUEC HABBIKH 110 OpraHu3alvi U TCXHOJIOI'MH
paboThI ¢ JOKYMEHTaMH; ObITh OPUEHTHPOBAHHBIM Ha pEIIeHHE MPOOJIeM YIpaBICHHS JOKYMEH-
TaHHeﬁ B COBPECMCHHBIX YCJIOBUAX I_[I/I(l)pOBI/I?;aI_[I/II/I M aBTOMAaTU3alluu ylIpaBJICHUS.

2. MecTo TUCHMILIMHBI B Y4eOHOM mpoliecce

JucuuiumHa «JloKyMEeHTaIlMOHHOE O00ECIIeYeHNE YIPaBICHUs» OTHECeHA K YacTH JUCIIH-
IUTMH y4eOHoro uiaHa GopMupyeMoi y4acTHUKaMu 00pa30BaTeIbHBIX OTHOIICHUN U U3y4aeTcs 10
BBIOOpY cTyzneHTOB HampasieHusi moarotoBku 38.03.02 MenemxMeHT, HANPaBIEHHOCTh «YIpaB-
JeHue OM3HECOM).

[IpenmecTByomMMHI KypcaMu, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3MpyeTcsl JWUCIUILINHA
«JlokymeHTaIMoOHHOe o0ecrieueHne ynpasieHus» sBistoTcs «lIpaBoBeneHue», «MeHEHKMEHT,
«Teopust opranmnzanun». «L{nppoBbie TEXHOTOTUN B MEHEIKMEHTE» U JIP.

OCoOEHHOCTBIO AUCIMIUIMHBI SBJISETCS MCCIEIOBAHHUE JIOTHKH JESTEIbHOCTH OpPraHU3alHy,
YCBOEHHE COBPEMEHHBIX TPEOOBaHMI K JOKYMEHTUPOBAHHIO M YIIPABICHUE JOKYMEHTAIIUEH B MPO-
1[ecce OCYIIECTBICHUS OpraHU3alusIMU U MPeIIpUiTUIME cBoUX GyHKUMH. OBlIaJeHUe COBPEMEH-
HOW MPaKTHUKON OpPTaHW3allu¥ M TEXHOJIOTHH JTOKYMEHTAIMOHHOTO OOECIIeYeHUs yIpaBJiIeHUs IO-
MOYKET CHEIHMAINCTaM B OOJIACTH MEHE/DKMEHTA PelIaTh MPaKTUYECKUEe 337a4ll UX OCHOBHOM Jes-
TEIBHOCTH

Pabouas mporpamma aucUMIIINHBI «J{OKYMEHTAIlMOHHOE OOecnedYeHUe YIpaBIICHUSD IS
MHBAJIUOB U JIUL C OTPAaHUYEHHBIMU BO3MOXXHOCTSMU 3/I0POBbs pa3padaThIBaeTCsi MHANBUYAIbHO
C Yy4€TOM OCOOEHHOCTEH MCUX0(U3NUECKOr0 pa3BUTHs, MHIMBUYaIbHBIX BOZMOKHOCTEH U COCTO-
SIHUS 370POBbSl TAKMX 00Y4arOIIUXCS.

3. Hepeqenb MNJIAaHHPYEMBIX PE3yJbTaTOB oﬁyqe}mﬂ Mo AMCHUIIJINHE, COOTHCCCHHBIX
C IINTAHUPYEMBIMHU pE3yJIbTaTaMHU OCBOCHUSA 06pa30BaTeJ’le0ifl MporpaMmal

N3yueHne naHHOM y4yeOHOM AMCUMIUIMHBI HANIPaBJIeHO Ha (JOPMUPOBAHHUE Y 00yJarOIUXCs
KOMIIETEHIINH, TPe/ICTaBICHHbIX B Tabauue 1.



Tabnuna 1 - TpeGoBaHuUs K pe3yJIbTATAM OCBOEHHA YU4eOHOI M CHHUNIHHBI

HOE ONHUCaHuEe TpeOOBaHUI
K peUIeHHIo, BaluIanus
TpeOOBaHUH K PEIICHUIO

pPEIIEHUI0O B  COOTBET-
CTBUM C BBIOPAHHBIMU
NoJaXoAaMu K odopmiie-
HUIO TpeOOBaHMIt

YIPABIEHUECKUX pellle-
HUM TEXHOJOTHUM COTJa-
COBAaHMS pELICHHH UX
HpI/IHSITI/IH U JOBCACHUA
JI0 UCTIOJIHUTENEHN, Opra-
HHU3a1usia KOHTpOJ'ISI ncC-
MMOJTHEHUS

BETCTBUU C BHIOPAHHBIMH
Moaxo1aMu K oopmiie-
HUIO TpeOoBaHUI

Ne Kon Coneprxanue B pesynbpTaTe nzydeHus yaeOHON NUCIMIUIMHBI 00 YJarOIIHECs TOKHBI:
. NuaukaTopsl KoMIe-
1/ | KOMIle- | KOMIIETCHIMH (Ui e€ Ja- 1
TEHIUI 3HATh YMETh BJIQJIETh

Il | TEHUUHU CTH)

1. |[ITKoc-6 |OGecneuenue pa3pabOTKu [IKoc — 6.3 -|HopmaruBHyto 6a3y ae-|OcyuiecTBiirh IoKyMeH-|HaBblkamMu co3maHusi opra-
MPeUIOKEHUH 1o pannoHa- | CTaHaapThl  YHU(HIH- | TOIPOU3BOJCTBA, COCTAaB|TUPOBAHHE YIpPaBJICHYE- | HU3ALMOHHO-
JMU3allUd  CTPYKTYPbl CETHU |pOBAHHOW CHUCTEMBl Op-|YHU(DUIMPOBAHHOW CH-|CKHUX OIEpaluid B COOT-|paclOpSIUTEIbHBIX JOKY-
IIOCTaBOK B COOTBETCTBHM C | FAHU3ALMOHHO- CTEMbI OPTaHU3aIIOHHO- | BETCTBHHU C TPEOOBAHUSIMHU | MEHTOB, KACAIOMIMXCS TPO-
LUeISIMH U CTpaTeruell op- | pacHopsSAUTENBHOM  J10- | paCOPSIUTENIEHON  J10- | HOpMATHUBHBIX aKTOB. | (DeCCHOHATILHOW  JesiTelNb-
raHu3aluM, JEHCTBYIOLIMX | KYMEHTALIUH, enunas | kymerranuu (YCOP]L), | [Ipumenste B paboTe cO-|HOCTH, IpUEMaMHu U CIIOCO-
cucreMm, ¢opMm u MeTonoB|cuctema TexHojoruue- [[OTC P mo odopmie-|BpeMeHnHble crocoObl 00-|6amu 00pabOTKH TOKyMEH-
yIpaBiIE€HUs IIPOU3BO/JI- | CKOM IOKyMEHTalUU HUIO JJOKYMEHTOB, cUTe-|pabOoTKM HH(OpMaLUM ,|TOB B COOTBETCTBUHU C ITa-
CTBOM,  COBEpIICHCTBOBa- MBI  TEXHOJIOTMYECKOH |[TOAXO0JbI K OpraHM3alliH |TIaMH TOKYyMEHTO000poTa
HUIO OpraHHU3alOHHO- JOKYMEHTaIuu, Tpedo- | TOKyMEeHTOO0OopoTa
paclopsANTETLHON  JIOKY- BaHUsA K uXx odopmie-
MEHTAallMl W OpraHu3aluu HUut0. OCOOEHHOCTH Op-
JOKYMEHTO000pOTa, BHE.- raHu3ali  JTOKyMEHTO-
PEHUIO TEXHUUYECKUX obopoTta (OymMa)xHOro M
CpeICTB 00pabOTKU  WH- AIIEKTPOHHOTO)
dbopmarun

2. |IIKoc — 8 | MonenupoBanue tpebosa-|[IKoc — 8.2 - Jlokymen- |[Iponieccl  nOoKyMeHTH- | lOKyMEHTHPOBATh TPeOO- METOJaMH U HaBBbIKAMH
HUW K pemieHuro, popmalib- [ THPOBaTh TPeOOBAaHUS K |pOBAHUS NPHHATBIX | BAHHS K PELICHUIO B COOT- | AOKYMEHTHPOBAHUSA  pellie-

HUIl B COOTBETCTBHUHU C JeH-
CTBYIOIIMMHU  JIOKAJIbHBIMH
HOPMAaTHUBHBIMU aKTaMHU

1 " .
HNHankaTopsl KoMneTeHuMii 6epyTcs n3 YueOHOTO IIJIaHa 10 HanpasieHuio no020moeKuy baxanaspa/cneyuanucma/mazucmpay. Kascowiti unoukamop packpuvlgaemcs uepes
«3HAMBY, «YMemby, 871A0eMby.




4. CTpyKTYpa U coJepkaHue JUCHUIIMHBI

4.1 PacnipenesieHre TPyA0EMKOCTH AUCUMIIMHBI IO BUAaM padoT
1o cemMecTpam
OO6mast Tpya0EMKOCTh JUCIUIIMHBI COCTaBIAET 2 3a4. ea. (72 Jaca), UX pachupeneseHue 1Mo BUIaM

paboT cemecTpam MPeACTaBICHO B Ta0uIe 2.

OYHASA ®OPMA OBYUYEHMUA

Tabuauna 2a - PacnipenesieHue TpPy10€éMKOCTH JUCHMILUIMHBI 10 BUAAM PadoT M0 ceMecTpam

Tpyno€émkocTs
Bunx yueOHol paboThl Yac. B 1.4. mo
ceMecTpam

5
O0mas TpyA0EMKOCTb JUCIUIIINHBI IO YUeOHOMY IIIaHy 72 72
1. KonrakTHas padora: %4 o4
AyautopHasi pabora 54 54
8 MoM yucie:
aexyuu (J1) 18 18
npaxmuyeckue 3ausamus (113) 36 36
2. CamocrositeqibHast pabora (CPC) 18 18
camocmosimenbHoe u3yieHue pazoenos, Camono02omosKka 18 18
(npopabomka u nosmopeHue I1eKYUOHHO20 MAmepuald u ma-
mepuana
VUeOHUKO8 U YUeOHbIX ROCOOULL, NOO20MOBKA K NPAKMUYECKUM
3aHAMUAM, KOJIOKBUYMAM U M.0.)
Buza npomMexyTo4HOro KOHTpOJIS: 3auér

OYHO-3A0OYHASA ®OPMA OBYYEHUA
Tabauna 20 - Pacnpenesnenue Tpy10éMKOCTH JMCIUILIMHBI 110 BUIAaM padoT 1o ceMecTpam

TpynoémkocTs
Bun yae6HO# paboTh Yac. B 1.4. o
ceMecTpam

5
O0mas TpyA0EéMKOCTb JUCIUILIMHBI 10 Y4€OHOMY IUIaHY 72 72
1. KontakTHas padora: 16 16
AynuTopHasi padora 16 16
8 MOoM yucie:
aexyuu (J1) 18 6
npaxmuyeckue 3ausamus (113) 36 10
2. CamocrosiTeannasi paéora (CPC) 56 56
camocmosamenvbHoe uzyienue pazoenos, CAmMono020moeKa 56 56
(npopabomka u nosmopeHue IeKYUOHHO20 MAmepuald u Mma-
mepuana
VUeOHUKO8 U YUeOHbIX NOCOOUL, NOO2OMOBKA K NPAKMUYECKUM
3AHAMUAM, KOLILOKSUYMAM U M.0.)
Bua npomexyTo4HOro KOHTPOJIS: 3auér




4.2 ConepxkaHue IUCHUININHbBI
OYHAS ®OPMA OBYUYEHUS

Taouauna 3a - TemaTuyecKuil NJIaH y4eOHOM JUCIHMILIHHBI

H Bcero yacon KonrakTHas Bueayautopna

anMeHOBaHHe

Pa3nesoB u TeM AU CHHIIAHBI Ha padora eat i)
pasaena/Temy JI 13

Paszneal I[OKYMUCHTI/IpOBaHI/Ie 50 10 18 10

YIIPaBJIEHYECKOH I TEbHOCTH

Tema 1 HopmatuBHO-nipaBoBas 0a3za 9 2 2 2

JIeTIOTIPON3BOICTBA

Tema 2. « OpopmiieHne cirykeOHbBIX 4

JOKYMEHTOB B COOTBETCTBUH C 14 2 2

tpedboBanusiMmu ['OCT P 7.0.97-2016»

Tema 3. «Opranu3zanioHHbIE 4

JIOKYMEHTBI: 0COOEHHOCTH 9 2 2

coJiepKaHusl U 0(OPMIICHHE)

Tema 4. «PacniopsautenbHbIe 4

JIOKYMEHTBI: 0COOEHHOCTH 9 2 2

COJIepKaHUsL K 0(OPMIICHUSI

Tema 5. «HpopmanmoHHo- 4

CIpaBOYHbIE JOKYMEHTHI. Benenue 9 2 2

JICJIOBOM TEPETIHCKI

Paznen 2 «Opranuszanus paéorsl

C IOKYMEHTAMW» 58 8 18 8

Tema 6. «Opranuzanust JOKyMEHTO-

060p0Ta. OCHOBHBIE 3TaNbl JIBMKEHHS U 14 2 6 2

00pabOTKH TOKYMEHTOB)

Tema 7. «CucreMaruzanus u TeKyIee 14 2 4 2

XpaHEHHue »

Tema 8 «O6pabotka fen A nocieny- 4

OIIETO XPaHEHUS 16 2 2

Tema 9. «KoMIbIOTEpHBIE TEXHOJIOTUU 4

B JIEJIONIPOM3BOICTBE. DIIEKTPOHHBII 14 2 2

JOKYMEHTO000POT»

UTOrO 72 18 36 18




OYHO-3A0YHAS ®OPMA OBYYEHUSA

Tadauua 30 - TemaTuvecknii NJiaH y4eOHOM JMCUMILIHHBI

H Bcero ua- KonrakTHas pa- BHeayauTopna
anMeHOBaHMe
COBHA ooTa s1 padora (CP)
Pa3nesioB 1 TeM THCIUTLIAHBI
pazaeq/Temy JI 3

Paszneal I[OKYMUCHTI/IpOBaHI/Ie 40 4 6 30
YIpaBIE€HYECKON ASITENbHOCTH
Tema 1 HopmatuBHO-1ipaBoBas 6aza 8 1 1 6
JIEIIOTIPOU3BOICTBA
Tema 2. « OpopmiieHre ciyKeOHbIX 2
JIOKyMEHTOB B COOTBETCTBHH C TPE- 9 1 6
o6oanussmu ['OCT P 7.0.97-2016»
Tema 3. «Opranu3anroHHbIC 1
JIOKYMEHTBI: 0COOEHHOCTH 7 - 6
coJiepkaHusi U 0hopMIICHUE)
Tema 4. «PacniopsAUTENbHBIEIOKY- 1
MEHTbI: 0COOEHHOCTH COJIEPKAHUS 1 8 1 6
o opMIIEHUS
Tema 5. «MHbOpMAIIIOHHO- 1
CIIpaBOYHbIE JOKYMEHTEL. Benenue 8 1 6
JIEJIOBOY MTEPENUCKI
Paznen 2 «Opranu3amnusi padoThbl

32 2 4 26

C IOKYMEHTaAMMW»

Tema 6. «Opranuzamnus JOKyMEHTO-
o6opota. OCHOBHBIE JTAlbl ABMKCHUS U 7 - 1 6
00pabOTKH TOKYMEHTOB)

Tema 7. «Cuctemarusaius u TeKylee 8 1 1 6
XpaHEHHE »

Tema 8 «O6pabotka fen A nocieny- 1

IOLIEeT0 XpPaHEHUS» 8 1 6
Tema 9. «KomnbroTepHble TEXHOJIOTUU 1

B JICJIOTIPOU3BOJICTBE. DIIEKTPOHHBIH 9 - 8
JIOKYMEHTO000pOT»

UTOrO 72 6 10 56

Pasznen 1 lokymMeHTHPOBaHHE YIIPABJICHYECKOM AeATEIbHOCTH

Tema 1 HopmaTuBHO-IpaBoBas 6a3a 1eJI0NPOU3BOACTBA

[TonsTne “noxyMeHTHpoBaHue”. Poiab TOKYMEHTOB B peaIM3allii YIIPaBICHYECKUX PEIICHUN U
neiicrBuil. MHpopMalionHast eHHOCTh JToOKyMeHTa. OCHOBHBIE TpeOoBaHMS K MH(OPMAIHH.
JloctarouHocTs U U30bITOUHOCTh MH(pOopMaruu. FOpuanueckas 1OCTOBEPHOCTh JOKYMEHTOB Ha
pa3IMyYHBbIX HOCUTENAX. KpuTepun NoUIMHHOCTH JTOKYMEHTOB. 3aKOHOJATENIbHAs U HOPMAaTUB-
Has perilaMeHTalys JOKYMEHTUPOBAHUs JEATEIbHOCTH IPEANPUATAN U OpraHUu3aLuil.



Tema 2 OdopMmienue ciykeOHbIX T0KYMEHTOB B cooTBeTcTBHHU ¢ TpeboBanusimu 'OCT I'OCT P
7.0.97-2016

[Tonsitne «pexkBU3UT AOKyMeHTay. .Ilonarue “hopmynsp mokymenrta”. UHAMBUIYaTbHBIN U TH-
noBoi Gopmynsp aokymeHTta. @opmymnsip-oopasen. bimank nokymenTta. OmnpenencHHe, BHIIBI
6mankoB. CocTaB peKBU3UTOB OJAHKOB JOKYMEHTOB. TpeOoBanus K

PEKBU3UTAM YIPABICHUYECKUX JOKYMEHTOB. OcOOEHHOCTH OQOPMIICHHSI OCHOBHBIX PEKBH3UTOB
JOKYMEHTOB. TeKCT JOKyMEHTa KaKk OCHOBHas (pOpMa KOMMYHHMKAIIUU B YIPABICHYECKHUX IPO-
neccax. Bunpl yauunupoBanHbeix TeKCTOB. Tunossie u TpadaperHbie TeKCThl. Tabnuma. AHke-
ta. CocTaBiieHUE U PETaKTUPOBAHUE TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

Tema 3 OpFaHH3aIII/IOHHLIe AOKYMECHTBI: 0CO0EHHOCTH coaecpkaHusl " 0(1)0pMJ1e}me

CoctraB u TpeGoBaHUsI O(OPMIIEHUS OCHOBHBIX OpraHH3allMOHHBIX TOKYMEHTOB. CTpyKTypa
TEKCTa OPraHNU3aLMOHHBIX JIOKYyMEHTOB, 0COOEHHOCTH COTJIACOBAHUS U YTBEPHKICHUS.

Tema 4 PaCHOPHJII/ITeJ'II)HI)Ie AOKYMECHTbI: 0CO0EHHOCTH CodcpiKaHus U O(l)OpMJIeHI/Iﬂ

CocraB u cozaepkaHUE pacHOPSAIUTENbHBIX JTOKYMEHTOB. PacnopsauTenbHble JOKYMEHTBI, CO-
3/aBaeMble B YCIOBUSAX KOJUIETMaJIbHOCTH: BUJIbI U MIpaBuia odopmiieHUs. Buibl JOKYMEHTOB,
3aKpeIUIAIOLINe PELICHNs, IPUHUMAEMbIE B YCIOBUAX €IUHOHAYAINS, IPaBUIa0(OPMIICHUS

Tema 5 UndopmaunoHHO-cIPAaBOYHbIE IOKYMeHThI. BeeHne 1e/10B0M nepenucku

Hasnauenune u cocraB HHPOPMAIMOHHO-CIIPAaBOYHON JokymeHTanuu. CocraBienue nodopmie-
HUE JIOKyMEHTOB. PaznuuHble croco0bl nepesauyn TEeKCTa J0KyMEHTOB. OCOOEHHOCTH OpraHu-
3allUM EKTPOHHOrO JOKYMEHT0000pOoTa. BHYTpEeHHss 1 BHELIHSIS [eJI0Bas IIepenucKa.

Paznen 2 Opranu3auusi padoThl ¢ JOKYMEHTAMHU

Tema 6 Opranu3anus 10KyMeHT0000poTa. OCHOBHBIE dTANBI IBHKEHUS U 00Pa0OTKH
AOKYMEHTOB

Cnyx6a JIOY u ee posib B pallMOHAILHON OpraHu3alud WHOOPMAIMOHHO- TOKYMEHTAIIMOHHO-
ro ob0ecniedenus ynpasieHus. [loustue “noxkymenTo060potT”. OOIIME TPUHLIMIIBI OpraHU3aluu
JIOKYMEHTO000poTa. DTambl J0KyMEeHT0000poTa. CpOKM HCHONHEHUS JOKyMEHTOB. OTBeT-
CTBEHHOCTb OpraHU3alUil 32 COXPAHHOCTb JOKYMEHTOB.

Tema 7 « CucreMaTu3anms M TeKyllee XpaHeHHe »

HomeHnknarypa fen Kak MHCTpPYMEHT OOecledeHHs] COXPAaHHOCTH JAOKYMEHTOB. Buabl HOMEH-
KJIaTyp Jej, X HazHaueHue. TpeOoBaHMs K COCTaBJICHUIO U O(DOPMIIEHUIO HOMEHKIATYPHI e
npu pabore ¢ fokymeHntamu. [lonsitue “popmupoBanue aen”. Posib HOMEHKIATYphI Jes B o0ec-
NEYEHUH CUCTEMaTH3alK TOKYMEHTOB U (opMupoBanuu aen. OcHoBHbIE TpeboBaHUS K dop-
MHUPOBaHHUIO JOKYMEHTOB B Jiena. [IpuHIunel cucreMaT3aluu JTOKyMEHTOB BHyTpH jaein. Opra-
HU3aLKs XpaHEHHs] JOKYMEHTOB B CTPYKTYPHOM MoJpa3aeneHuu. JJocTyn K JOKyMEeHTaM U UH-
dbopmariuu.

Tema 8 « O6padoTKa aeJ1 A MOCJIeAYIOIIero XpaHeHUus»
Dranbl 00pabOTKH [ Ui MOCIEAYIONEro XpaneHus. [[oHATHS «IIeHHOCTh TOKYMEHTay. «IKCIep-
TH3a [IEHHOCTH». JKCIEPTH3a HEHHOCTH JOKYMEHTOB. CocTaB 3KkcnepTHOM KoMuccuu. OCHOBHBIE
3a/1auu SKCIepTHOM KoMuccuu. [Iporiecc skcnepTu3bl HEHHOCTH JOKYMEHTOB. DopMupoBaHuE U
odopmIIeHHE JIeNT PU TTOATOTOBKE K XpaHEeHHUI0. BriieieHne JOKyMEHTOB K XpaHEHHUIO M YHUUTOXKE-

10



HUto. CpOKHM XpaHEeHHs TOKYMEHTOB, UX perjamenTanus. [ToaHoe oopmiienue en npu moAroToBKe

K XpaHeHuto. BHyTpennsis onuch nena. [lepenaua nen qoaroBpeMeHHOTO XpaHEHUS B apXUB.

Odopmienue e pa3anuHbIX CPOKOB XPaHEHUS.

Tema 9 «k KoMnbrOTepHbIe TEXHOJIOTHMH B 1€JI0NPOU3BO/ICTBE.

DJIEKTPOHHBII I0OKYMEHT0000pOT»
ba3oBble 371€MEHTHI AJICKTPOHHOIO JOKYMEHTOO0OPOTa U XapaKTEPUCTHKA 3JIEKTPOHHOTO  JI0-

KyMeHTa. Peanm3anus 3JEKTPOHHOTO JOKYMEHTOOOOpoTa. ABToMaru3auusi oOOMeHa Jo-
KyYMEHTaMH B  JIOTHCTUKE. OJIEKTPOHHO-IM(POBAs MOIMUCH  DICKTPOHHOTO 1o-

KyMEHTAa. Cucrembl AJEKTPOHHOTO JOKYMEHTO000pOTa: KJ1ac-
cudukanus, BO3MO>XHOCTH, XapaKTePUCTHUKHU. OducHble 1 KOPIOPATUBHBIE CUCTEMBI

QJICKTPOHHOI'O I[OKYMGHTOO60pOTa.

4.3 Jlekunu / npakTHYeCKUE 3aHATUSA

OYHASA ®OPMA OBYYEHUA

Tabauua 4a - Cogep:kaHue JIeKUMi / TPAKTHYECKHUX 3aHATHH U KOHTPOJIbHbIE MEPONPHUSTUS

Ne u Ha3BaHMe JeKIUH/ ®opmupye Bun LGy
Ne | Ha3BaHmue pasje- . Mble -BO
i JEp——— NPAKTHYECKUX 3aHATHH KOMITETeHII KOHTpOJBLHOrO |
MepOonpusTHS
HH COB
1. | Pasmenl JlokymenTupoBanue [TIKoc - 6.3
o TECTHPOBAHUE
YIIPaBJICHYECKOH NI TENLHOCTH
Tema 1 Hopma- Jlexmms Ne 1 [TIKoc — 6.3 JUCKYCCUs 2
TUBHO-TIPABOBAs OCHOBHBIE TIOHSTHS JIEJI0-
0a3a Jenonpouns- IIPOU3BO/ICTBA, 3aKOHO/1a-
BOJICTBA TEJIbHASI © HOpMaTHUBHAS
periaMeHTanus J0KyMeH-
THUPOBAHMSI
ITpakTnueckoe 3aHs- [TKoc — 6.3 | VYctHbIil onpoc 1
tue Ne 1.JlokymeH-
TUPOBaHHE
YIPABJIEHYECKON J1eATENb-
HOCTH
[TpakTueckoe 3aHs- [TKoc — 6.3 JUCKYyCCHUS 1
tie Ne 2. 3akoHOIa-
TeJbHAs 1 HOPMaTHB-
Hasl perjaMeHTalus
JOKYMEHTHPOBaHUS
JeSITeIbHOCTH MPEIIPUATHIHA
MOPTraHu3aui.
Tema 2. « Opopm- | Jlexuus Ne 2 [TKoc - 6.3 Huckyccus 2
nenue ciayxebusix | YCOP/, tpeboBanus k
JOKYMEHTOB B CO- | 0D OPMJICHHIO JOKYMEHTOB
OTBETCTBHUU C TpPe- [IpakTuueckoe 3ans- [TKoc - 6.3 pazbop KoH- 2
6oBanusimu ['OCT tue Ne 1.T'OCT P KpPETHBIX CUTYya-
P 7.0.97-2016» 7.0.97-2016, Ui
TpeboBanus k opopmie-
HUIOPEKBU3UTOB JOKYMEH-
TOB
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Ne 1 Ha3BaHuUe JIeKIUii/ ®opmupye Bun L
Ne | Ha3zBanme pasje- . Mble -BO
w/ . NPaKTHYeCKHX SAHATHH | o | KOHTpOIbHOrO | -
MepOnpUsITHS
0 COB
[Tpaktuyeckoe 3ansitue Ne | [1IKoc —6.3 | VYcrHBIi onpoc 2
2
Bunpl 071aHKOB TOKYMEH-
TOB, TPeOOBaHUS K UX
0(OPMIICHUIO
Tema 3. «Opranu- Jlexust Ne 3.CocraB [TKoc — 6.3 2
3alMOHHBICIOKY- U TpeOOBaHHS
MEHTBI: OCOOEHHO- | O(OpPMIIEHUS OCHOB-
JTCKYCCHS
CTH COJICPXAHUSA U | HBIX
oopmienue» OpTraHU3aIMOHHBIX JOKY-
MEHTOB
[TpakTrueckoe 3aHsATHE [TKoc — 6.3 4
Ne 1. Odopmnenue oc- pa3z0op KoH-
HOBHBIX BHJIOB KPETHBIX CHTYya-
OpraHU3aIMOHHBIX JOKY- it
MEHTOB
Tema 4. «Pacmo- | Jlekuusa Ne 4.Cocras [TIKoc — 6.3 2
pSAWUTENbHBIE  J10- | ¥ TpeOOBaHHSA
KYMEHTBI: OCOOCH- | O(OpPMIICHHUSI OCHOB- Jluckyccus,
HOCTH COJICp)KaHUS | HBIX PACIOPSAN- TECT
1 o(hopMIICHU S TEJBHBIX JIOKyMEH-
TOB
[Ipaktuueckoe 3ansitue Ne | [TKoc — 6.3 4
pa3z0op KoH-
1. OdopmiieHe OCHOBHBIX
KPETHBIX CHTYya-
BUJIOB  PACIIOPSIUTEIBHBIX -
JIOKYMEHTOB
Tema 5. «udop- | Jlekuus Ne 5 Cocras u tpe- | [IKoc —6.3 2
MaIlMOHHO- CTIpa- O6oBaHus1 0OpPMIIEHHUS OC-
BOYHBIE JOKYyMEH- | HOBHBIX BUJIOB HH(OpMa- JUCKYCCHS
ThI. Benenue [IMOHHO-CIIPABOYHBIX JIOKY-
JIeIOBOM Mepenuc- | MEHTOB
KI» [Tpaktnyeckoe 3anstue Nel | I[TKoc — 6.3 | pemenue 3anad, 4
Odopmnenne nnpopmanu- BBITIOJTHEHHE
OHHO-CITPABOYHBIX JIOKY- MTPAKTUIECCKIX
MEHTOB 3a7laHUN
2 Paznen 2 Opranusanus padoTbl c WIHEs 52
TeCTUPOBaHUe
AOKYMEHTaMH
Jlexmust Ne 6. Ciryxx6a I1Koc-8.2 2
Tema 6 JIOVY u ee ponb B op-
OpFaHH3aHHﬁ TraHMu3aluu panuo- I[I/ICKycch,
JIOKYMEHT0000POTd HagEHOrO JOKyMEH- TECT
OcHoOBHBIE ITANbI TallMOHHOI'O
ABHZKEHMSI M | o0ecrieyeHus ynpaBJleHUs
00paboTKu [Mpaktuueckoe 3ansatue Ne | IIKoc-8.2 | Pedepartsi, pas- 6
AOKYMEHTOB 2 6op KOHKpET-
DTarnbl JOKYyMEHTO000poTa HBIX CHTYaIlui
Jlexmust Ne 7. I1Koc-8.2 2
Tema 7 « CucTeMaTH3alus U TEKY- Tect

CucreMmaTusanud ¥

eC XPAHCHUC NOKYMCHTOB
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. ®opmupye Kon
Ne 1 Ha3BaHuUe JeKIui/ pMupy Bun
Ne | Ha3zBanme pasje- . Mble -BO
NPaKTHYECKUX 3aHATHH KOHTPOJILHOTO
n/n Jia, TeMbI KOMIIETeHI] ya-
MepOonpUsTUSs
HH COB
Tekyllee xpanenue | IIpakTuueckoe 3ansTue Ne ITKoc-8.2 Paz6op xoH- 4
1. KPETHBIX CUTYya-
Pazpaborka HomeHKIaTYypBI 107178
hi(Sh)
Jlextus Ne 8. O6paboT- [TKoc-8.2 2
Tema 8 «O0padoTK xa nen 171 nocaemyro- JUCKYCCHUSI
AeJ1 st IICT0 XpaHCHUS
nocJeAyrmero | [Ipakrudyeckoe 3anarue Ne 1 | I[1Koc-8.2 | pemenue 3anay, 4
XpaHCeHUsD» dhopmupoBanue nena BBITIOJTHEHUE
MPAKTUYECKUX
3a1aHUI
Tema 9 «Komnb- | Jlexius Ne 9. Ilepco- [TKoc-8.2 2
IOTEPHbIE TEXHO- HabHBIN KOMITIBIOTCP
Joruu B Aenonpo- | BACTOMPOM3BOICTEE. JUCKYCCHUS
CucreMsl 31€KTPOHHOTO
HU3BOJICTBE.
3 . nokymentoobopora (CO/)
JIEKTPOHHbBIIi
P [TpakTrueckoe 3aHs- [1Koc-8.2 Pa30op koH- 4
JI0KYMEHT0060- tre Ne 2 KPETHBIX CUTYa-
por» ABTomaTu3zanus oo- uui, pedeparsl,

MEHA JJOKYMCHTaMH.
Bri6op COJ]

IMPAaKTUYICCKUC
3agaHus

OYHO-3A0YHASA ®OPMA OBYYEHUA

Tabauua 40 - Cogep:kaHue JIeKUM / TPAKTHYECKHUX 3aHATHH U KOHTPOJIbHbIE MEPONPUSTHUS

Ne
n/n

Ha3Baunmue pa3nena,
TeMbI

Ne u Ha3zBaHue JeKIui/
NPaKTHYECKUX 3aAHATHI

®opmupye
Mble
KOMIIETEHI]
10

Bun
KOHTPOJILHOI'O
MepONpPUSITUS

Koa
-BO
qa-
COB

1.

Pa3neal JlokymeHnTupoBaHue
YIIPaBICHYECKOH NI TELHOCTH

[1IKoc — 6.3

TECTUPOBAHUC

Tema 1 HopmaTuBHO-

npaBoBast 6a3a Jeino-
MIPOU3BOJICTBA

Jlexmms Ne 1
OCHOBHBIE TTOHATHS JE-
JIOTIPOU3BOJICTBA, 3aKO-
HOJIaTeIbHASI K HOpMa-
TUBHAs perIaMeHTaIus
JTOKYMEHTUPOBAHUS

[1IKoc - 6.3

AUCKYCCHA

IIpakTueckoe 3a-
Hsatue Ne 1. 3ako-
HOJZlaTeNbHAs U
HOpMaTHUBHas pe-
TJIaMEHTalUsA 10~
KYMEHTHPOBaHUS
JESATENBHOCTH NIPEATIPU-
ATHN HOPTaHU3ALUN.

[1IKoc - 6.3

JAUCKYCCHA

Tema 2. « Odopmie-
HUE CITY’)KeOHBIX0-

KYMCHTOB B COOTBET-
CTBUU C TpeOOBaHUSI-

Jlexrust Ne 2

YCOPJ, tpeboBanus k
0(OPMIICHUIO TOKYMEH-
TOB

[TKoc — 6.3

Juckyccus
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., | dopmupye Kon
Ne 1 Ha3zBaHue JeKIui/ pMupy Bun
Ne | Haszaume pazgena, - Mble -BO
NMPAKTHYECKUX 3aHATHH KOHTPOJILHOTO
n/n TeMblI KOMTIETEHI] ya-
MepOnpUsITHS
0 COB
mu 'OCT P 7.0.97- [TpakTuyeckoe [TKoc — 6.3 pa3bop KoH- 2
2016» 3arsTue Ne 1. KPETHBIX CUTYa-
I'OCT P 7.0.97- 103478
2016,
TpeboBanust k ohopmite-
HUIOPEKBU3UTOB JIOKY-
MEHTOB
Tema 3. «Opranusa- [TpakTryeckoe 3aHsi- [TKoc — 6.3 1
IMOHHBICTOKYMEHTHI: tue Ne 1. Odopmie- 43600 KO
O0COOCHHOCTH COZep- HUE OCHOBHBIX BH- P p
KPETHBIX CUTYya-
aHus ¥ opopmiie- JIOB i
HUE OpraHU3aIMOHHBIX JI0-
KYMEHTOB
Tema 4. «Pacriopsinu- | Jlekmus Ne 4.Co- ITKoc — 6.3 1
TEJNBbHBIC JTOKYMEHTHI: | CTaB U TpeOOBa-
OCOOCHHOCTH  cojiep- | Husl 0hOPMIICHHS Juckycens,
®aHusg u opopmie- | OCHOBHBIX Pacro- TECT
HUSD) PSAAUTEITHHBIX JIO-
KYMCHTOB
[Ipaktnyeckoe 3ansarue | [1Koc — 6.3 1
paszbop KoH-
Ne 1. Odopmnenue oc-
KPETHBIX CHTYya-
HOBHBIX BHUJIOB pacmopsi- i
JITEJIbHBIX IOKYMEHTOB
Tema 5. «Mudopma- | Jlekuus Ne 5 Coctas u [TKoc — 6.3 1
IIUOHHO- CIIPAaBOYHbBIE | TpeOOBaHHS OPopmIIe-
JOKYMEHTHI. BenieHne | HUS OCHOBHBIX BHJIOB
. JTUCKYCCHS
JIEJIOBOM MepenucKn» | MH(HOPMAIIMOHHO-
CIIPABOYHBIX JIOKYMCH-
TOB
[IpakTnueckoe 3anarue ITKoc — 6.3 1
Nol peleHue 3aaad,
y BBIITOJIHEHUE
Odopmiienne nxpopma-
MIPAKTUIECCKIX
IIMOHHO-CIIPABOYHBIX 9
3a/laHui
JTOKYMEHTOB
2 Paszpnen 2 Opranuzanus a0doThl c WIHEs 52
p p TeCTHPOBaHUE
AOKYMEHTaMH
[TpakTrueckoe 3aHsATHE ITKoc-8.2 1
Tema 6 Opranm3anmst No 1
JIOKYMEHT0000pO0TA. | DTanbl  JOKyMEHTO000- 5
OcHoBHBIE 3TANBI | poTa pasbop KOH-
ABIGKEHHS B KPETHBIX CHTYa-
06padoTKH nnn
JTOKYMEHTOB
Jlexmmst Ne 7. I1Koc-8.2 1
Tema 7 « CucreMaTuzalus U Te- Tect
CucremaTu3anus M | Kymiee XpaHeHHE
TeKyIlee XpaHeHue »|  [IpakTuuecKoe 3aHsITHE [TKoc-8.2 Pa36op koH- 1

Ne 1.

KPCTHBIX CUTYya-
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., | dopmupye Koa
Ne 1 Ha3zBaHue JeKIui/ pMupy Bun
Ne | Haszaume pazgena, - Mble -BO
NMPAKTHYECKUX 3aHATHH KOHTPOJILHOTO
n/n TEeMBI KOMIIETEHI] ga-
MepOonpusiTUs
HHU COB
Pa3paborka Homenka- U,
TYPHI eI
Jlextus Ne 8. O6pa- [TKoc-8.2 1
Tema 8 «O0padoTKa| Gorka men 1A MO-
HCKYCCHSA
ACT ISt CIEAYIOUIETO XpaHe- AHCKY
nocJeayruero HUSA
XpaHeHHusD» [TpakTuyeckoe 3aHATHE [1IKoc-8.2 | pemenue 3anad, 1
Nel BBIITOJIHCHHE
dopmMupoBaHue aena MPAKTUIECKUX
3aJaHUN
Tema 9 «Komnblo- ITKoc-8.2 1
TepPHbIe TeXHOJOTUH IIpakTrueckoe Pas6op KoH-
3afsiTue Ne 2
B /1€JI0ONIPOU3BO/ICTBE. KPETHBIX CHTYya-
. ABTOMaTn3anus "
DJIeKTPOHHBIH 10- i, pedeparsl,
oOMeHa J0Ky-
KYMEHT0000poT» MEHTAMH BHIGOD IIPAKTHICCKHC
3aJaHus
[ee)| 8
OYHAS ®OPMA OBYUYEHMUSI

Tadauua Sa - [lepeyeHb BOPOCOB 1JIs1 CAMOCTOATEILHOI0 M3y4YeHH s 1M CHUILIHHbBI

Neri/it

Ne pazniena u Tembl

Hepequb paccMaTpruBaCMbIX BOIIPOCOB IJIA
CaMOCTOATCIIbHOTO U3YYCHUA

Pa3nen 1 JlokymeHTHpOBaHUE

YIIPaBJIEHYECKOMN AEATEIbHOCTU

1. Tema 1. HopmatusHO- OcHoBHbIE TpeboBaHMs K HH(popMaIy. Jl0CTaTOUHOCTh
npaBoBas 0aza 1 n30bITOUHOCTh MHpOpMmaruu. FOpuanueckas  10cTo-
JIeTIOTIPON3BO/ICTBA BEPHOCTb JOKYMEHTOB Hapa3IMYHBIX HOCUTE-

msix. Kpurepuu nogmuanoctu mokymenToB (ITKoc -6.3)

2. Tema 2. Opopmnenue Tekct  nOKymMeHTa Kak  OCHOBHasg  (hopmakoM-
CITy’KE€OHBIX MYHUKAIIUHU B YIIPABICHYECKHUX MPOIIECCAX.

JOKYMEHTOB B COOTBET- Bunsr yaudunupoBanusix TekcToB. Tumnosie u Tpada-

CTBHH C TPEOOBaHUSIMHU petHbie TeKCThl. CocTaBleHUE " penakTupo-

I'OCTP 7.0.97-2016 BaHUE TEKCTOBYITPABJIEHYECKUX TOKYMEHTOB.
(TTKoc -6.3)

3. Tema 3. Opranuzanu- Crpykrypa TEKCTa OpTaHU3AIMOHHBIXIOKY-
OHHBICTOKYMEHTHI: MEHTOB.
0COOEHHOCTH COfep- Oco0OeHHOCTH COTJIACOBAaHUSI U yTBEPXKIEHUspas-
KaHUS HOPOpPMIICHHUE JIMYHBIX BHJOB OpraHu3aioHHbX qokyMeHToB(I1Koc -

6.3)
4, PacniopsimuTensHbIe TOKYMEHTHI, CO3/ITaBAeMbIE B YCIIOBH-

Tema 4. Pacnopsautenb-
HbIE JIOKyMEHTBI: OCOOCH-
HOCTH COJICP)KaHUS U
odopMIIeHHS

SIX KOJUICTHATIBHOCTH: BH/IBI U TIPaBUIIA0()OPMIICHHS.
Buisl TOKyMEHTOB, 3aKPEIUISIONINE PEIICHUS, TPUHIMA-
eMble B YCIIOBUSIX CIMHOHAUalus, MpaBmia ohopmiie-
uusi(ITKoc -6.3)
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Tema 5
Nudopmanmonno- crpa-
BOYHBIE JOKYMEHTHI. Be-
JCHUEIETIOBON NIEPENTUCKH

Ocobennoctu OpraHu3aIH 3JIEKTPOHHOT 010~
KyMEHTO000pOTa.
Buytpennss u BHemHss aenoBast nepenucka. (ITKoc -6.3)

Pasznen 2 Opranmsanust padoThl ¢ JOKYMEHTAMU

6.

Tema 6 «Opranuzauus 10-
KyMeHToobopoTa. OCHOB-
HBIC JTaIbl ABMKCHUS U
00pabOTKH JOKYMEHTOBY

PaGora ucnonmHutens ¢ jokymenTamu. OpraHu3anus
JIBUKCHHSI BHYTPEHHUX JJOKYMEHTOB

Kareropuu H0KyMEHTOB, MOJIEKAIIUX KOHTPOIIIO.
Cpoxku ucnionaenust 1okymeHToB. (ITKoc -8.2)
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Vet B srmmere moms [lepeueHs paccMaTpUBAEMbBIX BOIPOCOB JJIICAMOCTOS-

. TEJIbHOIO U3YYEHUS

7. | Tema? OTBETCTBEHHOCTh OpraHM3alluil 3a COXPAHHOCTh JIOKYMEHTOB
«Cucrematusanus u TeKy- Boigenenue JOKyMEHTOB K XpaHEHUIO U YHUUTOXKEHHI0. CpoKu
11ee XpaHeHUe » XpaHEHUsl TOKYMEHTOB, UX periameHTanus. [IpaBuna nepenadn

JeJl U3 CTPYKTYPHBIX IOAPA3JICICHUA B apXUB YUPEKICHUS.
(ITKoc -8.2)

8. | Tema 8 «O6paboTka Opranu3anus pabOTHI SKCTIEPTHOW KOMHUCCHH TIPU OIICH-
JIEJT JJ1s1 TIOCTISIYFOIIIETO K€ IIEHHOCTH TOKyMEHTOB. OCOOCHHOCTH (POPMUPOBAHUS JEI
XpaHEHUS JOJTOBpEeMEHHOro XpaHeHus. CocTaBlieHue BHYTPEHHEH OMUCH

nena (ITKoc -8.2)

9. | Tema 9 «KommnbroTepHbIE [loaroroBka  TEKCTOBBIX  JOKYMEHTOB  Ha KOMIIBIO-
TEXHOJIOTHH B tepe. TexHnonoruu nmoaroroBku Tabaumanbeix qokymeHToB(ITKoc
JIETIOTIPON3BO/ICTBE. -8.2)

ONEeKTPOHHBIN
JIOKyMEHTOO00pOT»
OYHO-3AOYHASA ®OPMA OBYYEHUA
Tabauua 50 - [lepeyeHb BOPOCOB 1JIs1 CAMOCTOATEILHOI0 M3y4YeHH s 1M CHUILTHHbBI
i i T e [Tepeuensb paccMaTpUBaeMBbIX BOIIPOCOB JIJIS

CaMOCTOATCIIbHOTO U3YYCHUA

Pa3nen 1 JlokymMeHTHpOBaHHE YIIPaBICHYECKOMN NE€ATEIbHOCTH

1. Tema 1. HopmarusHo- OcHoBHBIE TpeboBaHMs K nHpopMaryn. J0cTaTOYHOCTh U U3-
npaBoBas 0aza ObITOuHOCTh MHpOpMauuu. fOpuaueckas JOCTOBEp-
JIeJIONPOU3BOICTBA HOCTb JIOKYMEHTOB Hapa3JIMYHbIX HOCUTEIISX.

Kpurepuu noamuanoct 1okymentos (ITKoc -6.3)

2. Tema 2. Opopmnenue TekcT  JOKyMeHTa Kak OCHOBHas  (popMaKOMMYyHH-
CITy>KeOHBIX Kallu{ B yIIPaBJIEHYECKUX MPOIIeccax.

JOKYMEHTOB B COOTBET- Buns! ynudunupoansbix TekcToB. Tumoslie u TpadapeTHbie
CTBUU C TPpeOOBaHUSIMU TekcThl. CocTaBieHHe u peaaKTUpOBaHUE TEK-
I'OCTP 7.0.97-2016 croBymnpasieHueckux 10kymeHToB. (ITKoc -6.3)

3. Tema 3. Opranusanu- Crpykrypa TEKCTa OpraHU3alMOHHBIX JOKYMEH-

OHHBIEIOKYMEHTBHI: TOB.
OCOOEHHOCTH COJEp- OCOOEHHOCTH ~ COIJIACOBaHMA M YTBEPKAECHUAPAZITUUHBIX
XKaHUs HOPOpMIIEHHE BUJIOB Opranu3annonHbix 1okyMeHToB(I[1Koc -6.3)
4, Tema 4. Pacmopsmurers- PacnopsimuTenbHble JOKYMEHTBI, CO3[aBa€Mbleé B YCIIOBHUSX
HEIE IOKYMEHTEI: 0cOGen | KOWISTHATLHOCTH: BU/LL B npaBuIa0(hOpMIIEHUS.
HOCTH COTIPAHUS N Bunbel 10KyMEHTOB, 3aKpeIUISIONINE PEIIeHUs, TPUHUMAaEMbIe
odbopMeHm B YCIIOBHSX eanHOHauanus, npasuia opopmienusi(I1Koc -6.3)
5. Tema 5 UnbOpMAHOHHO- OcobenHoctu OpraHu3aluu 3JIEKTPOHHOT OJJOKYMEH-
Too0OO0poTA.

CIIPpaBOYHBIC JOKYMCHTEI.
Benenuenenosoi nepe-
IINCKHN

BuyTpennss v BHemHss Aenosas nepenucka. ([IKoc -6.3)

Pazgean 2 Opranu3anusi padoThl ¢ JOKYyMEHTAMU

6.

Tema 6 «Opranuzanus 10-
KyMeHT0000poTa. OCHOB-
HBIC JTAlbI JBIKCHUS U
00pabOTKU TOKYMEHTOB)

Pabora ucnonuutens ¢ fokymeHTamu. Opranusamnus ABUKCHUS
BHYTPEHHUX JJOKYyMEHTOB

Kareropuu JOKyMEHTOB, MOJJICKAIUX KOHTPOJIIO.

Cpoxku ucnonaenus n1okymenToB. (ITKoc -8.2)

17




Ne pazpnena u Tembl

[Iepeuyens paccMaTpuBaeMbIX BOIIPOCOB JIJI51CAMOCTOSI TENb-
HOTO U3y4YCHHUS

Tema 7
«Cucremarusanus U TeKy-
111e€ XpaHEHHE »

OTBETCTBEHHOCTh OpPraHMU3alMi 3a COXPaHHOCTh TOKYMEHTOB BbI-
JIeJIeHHEe IOKYMEHTOB K XPaHEHUIO U YHHUTOKeHUI0. CpoKH XpaHe-
HUS JOKYMEHTOB, MX periaMmeHTauus. [IpaBuia mepemaum nen w3
CTPYKTYPHBIX Toapasaeienuii B apxus yupexkaenus. (ITKoc -8.2)

8| Tema 8 «O6pabdoTka nen mist | Opranuzarus paboTHl SKCIIEPTHOW KOMHCCUU TIPU  OIIEHKE
MOCIEYIONIET0 XPAaHEHUS» | LIEHHOCTH TOKYMEHTOB. OcoOeHHOCTH (HOpMUpPOBaHMS AEN JIOJTO-
BpeMeHHOro XpaHeHusi. CocTaBieHHE BHYTPEHHEW OMHCH Jela
(TTKoc -8.2)
9| Tema 9 «KommbroTepHbIe [lonroroBKa  TEKCTOBBIX  JOKYMEHTOB  Ha KOMIIBIOTEpE.
TEXHOJIOTHH B TexHosoruu NoAroToBKK TadbauHbIX 1oKyMeHTOB(I1KoC -8.2)
JIEJIONPOU3BO/ICTBE.
DNEeKTPOHHBIN
JIOKYMEHTO000pOT»
5. Obpa3oBaTeIbHbIE TEXHOJIOTHHU
Tab6anna 6 - [IppMeHeHne aKTHBHBIX H HHTEPAKTHBHBIX 00pa30BaTe/JbHbBIX TEXHOJIOT Ui
HaumeHoBaHue HCIIOJIb3Ye-
Ne MBIX AKTHBHBIX U HHTEPaK-
Tema u popma 3aHATHA
n/n THBHBIX 00pPa30BaTeJbHbBIX

TEeXHOJIOT UM

Pa3nen 1 lokymMeHTHpPOBaHNUeE YIPABJIEHYECKOH 1eATeJIbHOCTH

1 Tema 1. HopmaTuBHo-tipaBoBas 6a3a JI | [IpoGnemHuas aexuus
JIEJIONPOU3BOCTBA
2 Tewma 2. OdopmieHuecaykeOHbIX JI | Jlexuus -Bu3yanu3aius
JOKYMEHTOB B cOOTBeTCTBHHU ¢ TpeboBanusimu ['OCT
P 7.0.97-2016
3 Tema 3. OpranuzanuoHHbIE JOKYMEHTBI: ocoOeHHO- | [I3 | pa30op KOHKPETHBIX CUTYyalui
CTH coJiepXaHus HopopMIIEHHUE
4 Tema 4. PacniopsinurenbHble TOKyMEHTBI: oco0eHHO- | [13 | Pa30op KOHKpeTHbIX cUTyanui
CTH COAEPIKAHUSI nodopmieHus
5) Tema 5 MndopmarrionHo- crpaBouHble JoKyMeHTHI. | [13 | Pa3bop KOHKpeTHbIX cuTyanui
BenenuenenoBoii Nepenucku
Pa3nen 2 Opranusanus padoTsl ¢ JOKYMEHTaAMH
6 Tema 6 «Opranu3zaius 10KyMeHT0000poTa. JI | Jlekuus-Bu3yanu3arnus
OcHOBHBIE 3TaIlbl IBUKEHUS U 00pabOTKH JOKYMEH-
TOB »
7 Tema 7 «CucrtemMaTuzanus U TeKyllee XpaHEHUE » [13 | Pa360op KOHKPETHBIX CUTyalUil
8 Tema 8 «O0paboTKa el IS TOCIeIYIOIIero Xpa- JI | TIpoGnemHast TeKIus
HEHUS»
9 Tema 9 «KoMIBIOTEpHBIETEXHOJIOTUH B JI | Jlekuus - BU3yasn3anus
JIEJIONIPOU3BO/ICTBE.
DIIEKTPOHHBII
JIOKYMEHTOO00POT»

6. Texkyumii KOHTPOJIb YCIIeBA€MOCTH U MPOMEKYTOUYHAS aTTECTALUS 110
UTOraM OCBOEHHS M CUHUIIIHHBI
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6.1. TunoBble KOHTPOJIbHBbIE 32IaHUS UJIH MHbIEe MATePHAJIbl, He00X0AUMBbIe 1JIsl OLleHKH 3HAHWI,
YMEHHI M HABBIKOB U (/M) ONbITA JeSITeJTbHOCTH

TecToBble 3a1aHus AJI IPOMEKYTOYHOIO TECTUPOBAHUSA 110 JUCLIUIUIMHE
«JlokyMeHTalMoHHOE 00ecIeYeHre yIpaBIeHHs»
K pasneny 1. «/lokymenTupoBanue yrnpapieHdeckoit aesrensHocti» [1Koc -6.3)

1. [JaiiTe onpeaesieHrne JOKYMEHTA
Tekcr ¢ neyaTbro
TpadapeTHslii TEKCT, coAep KA BOMPOCHI IO OMPEICIICHHON TeMe U MECTO JIJIsl OTBETa Ha HUX
bnank ¢ pekBu3zutamu
. npopmanus Ha MaTepuatbHOM HOCHUTEINE, HMEIOLIast FOPUANYECKYIO CHITY
2. OxapaxkrepusyiiTe ¢ TOYKH 3peHHsl PEKBH3UTOB JIOKYMeHTa CcJeaylommid ¢parMeHT:
«3am.qupexropa CepreeBy A.fl. Ob6ecnneduTh BbINOJHEHHE YCI0BHI MocTaBoK. JInuHasi nognuch
aupekrtopa. laray.
1. I'pu¢ yrBepxnenus
2. Pesommronus
3. Buga cornacoBanus
4. PacniopsikeHue
3. Kak paspemnTh CHUTYalMIO, Korjaa NMCbMO HEe00X0UMO pasociatb
0oJiee YeTBHIPEM aapecaTtam?
1. Pa3mectuts agpecaTsl Ha CBOOOJIHOE OT TEKCTa MECTO
2. BpIOpath TONBKO HaMOOJIEE BAXKHBIC aJIpECaThI
3. Ilepeuncnutp BCEX aZpecaToB B pEeKBU3UTE «azapecar» c
COKpAIEHUSIMU
4. ]JlaTh CIIMCOK aJIpecaToB U COCTaBUTh «LIUPKYJIIPHOE TUCHBMOY
4.  Yrto Takoe popmyJisip nucbma?
1. IlepBslii sx3eMILIAp TUCbMA
2. JlyObnmukaT opuUrvHaja Muchbma
3. Kaprouka ydera nucem
4. COBOKYITHOCTh PEKBU3UTOB O(UIIMATBHOIO TMCbMa
5. B kakux ciaydyasix o0s13aTeJIbHO HAJA0 3aMOJHATH PEKBU3HUT «CChLIKA HA JAaTy M MHAEKC BXOAAIIEro
nucbMa»?
1. Ilpu cocraBnenuu Jar000ro Nnuchma
2. Tlpu cocraBieHHH NTEPBOHAYAIBHOTO MTUChMA MEPETUCKU
3. Tompko B ciTy4ae COCTaBJIEHUS TyONnKaTa JOKyMEHTa
4. Tlpu oTBeTe Ha MUCHMO
6. Eciu aBTOp nucbMa - M0 pusnveckoe (4acTHoe), OyAeT JIM OH NMOJIb30BaThCs OJIAaHKOM /ISl THCEeM
MPH COCTaBJIEHUH 1€JI0BOr0 NuchLmMa?
1. Jla, 3aBuCHT OT agpecara
2. Jla, Tak Kak ciyeOHbIH JOKYMEHT o(hopMIIsieTcsl TOIbKO Ha OJlaHKe
3. Jla, 3aBUCHT OT BaXKHOCTH ITOCTIaHHUS
4. Her, OmaHK MOKET OBITH UCIOJIb30BaH TOJIBKO IOPUINYECKUM JHULIOM,
PEKBU3UTHI KOTOPOT'O OTPAKEHBI Ha OJIaHKE
7. YTo o3HA4YaeT NOHATHE "'BU3UPOBAHHE JOKyMeHTa'?
1. o3HakOMJIEHHME C JOKYMEHTOM BCEX 3aWHTEPECOBAHHBIX B €r0 MCIOJHEHHUU JOJDKHOCTHBIX JIHIl U
oopmieHre pekBu3UTa "BU3a" Ha JOKYMEHTE
2. yTBEpXKIEHHE JOKYMEHTa PyKOBOJICTBOM OpPTaHU3AIUU
3. peructparusi JOKyMEHTOB
4, PE30TIONUS HA TOKYMEHTE
8. Oxapakrepu3yiiTe Ha3HaYeHUE OPraHU3ALMOHHBIX JOKYMEHTOB.
1. JloKyMeHTHI, OnpeAeNsollre U 3aKpeIUISIIoIINe BU I€ATEIbHOCTH, CTPYKTYPY IPEIIPHUATHS
2. byxrantepckue 10OKyMEHTHI

NS
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3. JIOKyMEHTBI, TPEANMKUCHIBAIONITNE KaKue-ITM00 ACHCTBUS
4. JIoKyMEHTHI, HECYIIIUEe CIIPAaBOYHYIO HH(POPMAITHIO

9. Yto Takoe BXOASAIUH JOKYMEHT?
1. JlokyMeHT, OCTYNMBIIMI B OPraHNU3aLMIO HA UCIIOJIHEHNE
2. JIOKyMEHT JJIsl IPOITyCKa B OPraHU3alUI0
3. JloKyMeHT, HalpaBJIeHHbIH B BBIIIECTOSALIYIO OPTaHU3ALIUI0
4. JIoKyMeHT, GUKCUPYIOIIUH X0 3aCeTaHHsI

10. Kakue 10KYMEHTBI I0JKHBI ObITH 0013aTEJILHO 3aBEePEHbI?
1. JIokyMeHTBI, OTHOCSIIIMECS K HOPMAaTUBHBIM
2. Kommu Bcex TOKYMEHTOB, HE3aBUCUMO OT MX BHJA
3. JIOKyMEHTBI, OTIIPaBJIIEMbIC B IPyTUe OpraHU3aIiu
4. Ilpukassl pykOBOACTBa

11. Buasbl 61aHKOB JOKYMEHTOB, KOTOPbIE PeKOMEHAYeTCs MMeTh B OPraHU3alMu.
OOuuii 0JaHK

baank mrs mucem

bnaHk, BeIMOTHEHHBII HA OyMare CBETIbIX TOHOB

brank ¢ mpoAOaBHBIM PACTION0KEHHEM PEKBU3UTOB

PO

K paszneny 2. «Opranusanus pabotsi ¢ jokymeHTamn» ([TKoc-8.2)

1. Kakoii 10KyMeHT B OpraHM3aluu NpeIHa3HavYeH 1Jis1 yHupukanuu popM 10KYMEHTOB
1. mono)keHue 0 eNONPOU3BOCTBE
2. HOMEHKJIATypa Jei
3. anbbom popMm TOKYyMEHTOB
4. Ttabenb GOpM TIOKYMEHTOB
2. Kosm4ecTBO I0KYMEHTOB BCeX /IOKYMEHTOIOTOKOB 32 ONpe/ieJIeHHbII MepHo/I COCTABJISIET. ..
1. maH JOKyMEHTO00OopoTa
2. rpad¥K TOKyMEHTO000pOTa
3. 00BeM 10KyMeHTO000poTa
4.k0>(pGUIMEHT 3arpy>KEHHOCTH pabOTON C TOKYMEHTaMHU
3. @ukcanus paxkTa co3JaHUA MU MOJYyYEeHHsS JOKYMEHTOB MyTeM MPUCBOEHUS UM MOPAIKOBBIX HO-
MEpOB M 3alMCH YCTAHOBJIEHHBIX CBeIeHUI 0 HUX
1. yuer OBMKEHUS TOKYMEHTOB
2. perucrpanus J0KyMEHTOB
3. rpaduk TOKyMEHTOOOOpOTa
4. BefieHUE y4eTa JIOKyMEHTOB
4. CucTeMaTH3MPOBAHHBI MepevyeHb 3aroJI0BKOB /€] ¢ YKa3aHHeM CPOKOB MX XpPaHEHHs
1. neno
2. HOMEHKJIaTypa JieJ
3. CIIUCOK Jien
4. rpaduk TOKyMEHTOOOOpOTa
5. Kakoii HOpMATHBHBI J0KYMEHT perjiaMeHTHPYeT OPraHu3aluuIo 3JJeKTPOHHOI0 JOKYMEHT0000poTa
1. @3 «O OyXTaNTepCKOM y4ETEe»
2. @3 «O6 unpopmanuu, MHGOPMAITMOHHBIX TEXHOJOTUAX U 3allUTe HHPOPMALIUN
3. @3 «OO0 rn1eKTpoHHON 1IUGPOBOI MOIIHCH
4. ITonoxeHue 1o AETONPOU3BOICTBY
6. OcHOBHbBIE 321241 IKCTIEPTHOH KOMHCCHH:
1. paccMmoTpeHue MPOEKTOB HOMEHKJIIATYP A€ YUPEXKJICHHS U €r0 CTPYKTYPHBIX MOJIpa3/IeleHUH;
2. (dopMupoBaHHE JeI IS Iepeadd B apXHB
3. opraHu3alusi eXKerojHoro oToéopa JOKyMEHTOB Ha XpaHEHHE U YHUUTOKEHUE;
4. paccMOTpEHHE aKTOB O BBIJICJICHUH K YHHUTOXCHHIO TOKYMEHTOB H JIE], CPOK XPAHEHUS] KOTOPBIX HC-
TeK.
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7. YTo TaKkoe MCXOASIIIUI TOKYMEHT
1. JloKyMeHT, MOCTYNHBIIUI B OPraHU3ALMIO HA UCIIOJHEHUE
2. JIOKyMEHT JJs BBIXOZAa U3 OpraHu3aluu
3. JlokyMeHT, HarpaBJIEHHBIH B BBIIIECTOSIIYIO OPTaHU3AIIUIO
4. JIOKyMEHT, OTHPAaBJIECHHBIN U3 OPraHU3alluy B JPyTrue OpraHu3aluu
8. U3 CKOJIBKHUX YeJ0BeK J0JKHA COCTOSITh IKCIEPTHAS KOMUCCHUS MO OLleHKe HAYYHO-NPAKTHYeCKOI
3HAYUMOCTH JOKYMEHTOB?
1. | wemn.
2. 8 yeu.
3.  Swuen

[lepeueHs BOMPOCOB, BHIHOCUMBIX Ha MPOMEKYTOUHYIO aTTECTAIIHIO
Bonpocsl k 3auery
Pounb nndopmanuu B yrpaBieHUH OpraHU3auei.
CymHocTh ¥ PyHKIIMH JOKYMEHTa
Opranu3zanus paboTsl C TOKyMEHTaMu
Texkyniee XxpaHeHHE JOKYMEHTOB
DKcnepTusa HEeHHOCTH T0KYMEHTOB
Odopmnenue ner.
Crnauva fien B BEJOMCTBEHHBIN apXUB
YHu}UKams yrnpaBieHIeCKUX TOKYMEHTOB.
Howmenknarypa gen.
. CocraB u copeprkaHue opranuzaimoHHo-pacnopsautensaoi gokymenrtanus (Y COP/I)
. CocTaB 1 odopMiIeHHE PACTIOPSAUTEIBHBIX TOKYMEHTOB
. CocraB u oopmiieHHE OPTaHU3AIMOHHBIX JJOKYMEHTOB
. CocraB u opopmienre HHHOPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB
. Cocras u npasuiia opopmiieHust pekBu3utoB qokymertoB (I'OCT P 7.0.97-2016)
. TpeboBanus, nmpenbsiBisieMbie K 0POPMICHHUIO IOKYMEHTOB.
. JIOKyMEHTHUPOBAaHNE TPYAOBBIX IIPABOOTHOIICHUI
. Opranu3zanus npuemMa u nepBUYHON 00pabOTKH JOKYMEHTOB
. Perucrpanus 10KyMeHTOB
. IlpaBuna BeI1au €7 BO BPEMEHHOE MOJIb30BaHUE
. Opranmsanus 10KyMeHT0000poTa
. Cnyx06a JIOY: Buasl, GyHKIMHU, CTPYKTYpa
KoHTpob ncnosnHenus J0KyMEHTOB
. Nudopmanmonno-crnpaBoyHas paborta
. YHubuUKanys u CTaHJapTH3aIHs JOKYMEHTOB
. @opmupoBaHue aen
. HopmatuBHBI€, 3aKOHOIaTENIbHBIE IOKYMEHTHI, PETYJIUPYIOIINE MOPSAI0K padOThl ¢ JOKYMEHTaMHU
. Bunet HomeHknaTypsl e, MX XapakTepucTUKa
. PacnopsaurenbHble JOKYMEHTBI, 00pa3yroluecs B JesTeIbHOCTH KOJUIETHAIbHBIX OPraHOB YIIPaB-
JeHus
29. CymHOCTb, BUIIBI U COIEp)KaHUE YIIPABICHYECKOW HHPOPMALIUU
30. [lenoBas uHpopManus 1 ee cCocTaB
31. IloaroroBka Jlen Kk apXUBHOMY XpaHCHHUIO
32. JlenoBas nepenucka. Buspl n XxapakTepucTUKa CIIyKE€OHBIX MHCEM
33. SI3BIK ¥ CTHIIb JCITOBOM JJOKYMEHTAITUH
34. Cucremaru3anus 1 TeKyIlee XpaHeHHe JOKYMEHTOB
35. KoMmnbroTepHBIE TEXHOJIOTHU TIOATOTOBKU JIOKYMEHTOB

CoNoOA~WNE

NNNNNNNNNNNNRPRRRRERRRRRR R
O~NODURWNRPOOOMNOUIAWNEO
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6.2. Onucanue nokasarejel U KpUTEepHeB KOHTPOJIA YCIIeBA€MOCTH, ONIMCAHUE IIKAJ OLleHUBAHUSA

Tabauua 7 - Kputepun onneHnBaHus pe3yJibTaTOB 00yueHus (3a4er)

Ouenka Kpurepumn oneHuBanusi

TEOPETUYECKOE COZEPKaHUE Kypca OCBOEHO IOJIHOCTHIO, KOMIETEHIUH chop-
MHUPOBaHbI, BCE MPEAYCMOTPEHHbIE yueOHbIC 3aJlaHUS BBIIIOJHEHBI C HE3HAYU-
3auTeHo TEIbHBIMU 3aMEYAHUAMU. Y MEHUS U HABBIKU ITPUMEHSAIOTCS CTYAECHTOM JUIsl pe-
LIEHUs MPAaKTUYECKUX 337aud ¢ HE3HAYUTEJIbHBIMU OLUMOKAaMH, UCIPABISEMbIMU
CTYJIEHTOM CaMOCTOSITEJIBHO.

TEOPETUYECKOE CO/ICPIKaHUE Kypca HE OCBOEHO, KOMIIETCHIIMU HE c(hOpMHUpPOBa-
HBI, U3 TPEAYCMOTPEHHBIX MPOrPaMMON 00Y4YEeHHUs y4eOHBIX 3aJaHUi JINOO BbI-
He3zaureno | monmaeno meHee 60%, OO COAEPKUT TPyObIe ONMIMOKH, IPUBOSAIINE K HEBEP-
HOMY pEIICHUI0; YMEHHUS U HAaBBIKUA CTYACHT HE CHOCOOEH MPUMEHHUTH IS pe-
MCHHUA MMPAKTUYCCKUX 3ada4.

7. Y4yeOHO-MeTOAMYECKOE H HH(POPMALIMOHHOE 00eceyeHne JUCITHIIIMHBI

7.1 OcHoBHas IMTEpPaTypa

1. ApacnanoBa, B. A. JlokymMeHTallMOHHOE OOeclieueHne YIpaBiIeHUs | y4eOHO-TIPaKTHUECKOe
nocobue B cxemax, Tabnuiax, oopasuax / B. A. ApacnanoBa. — 3-e u3a. — Cypryt :Cypryr-
CKUH TOCYyJapCTBEHHBIN memarorunueckuii yHuepcurtet, 2019. — 240 c. — ISBN 978- 5-
93190-385-9. — Tekcr : anekTponHsbii // DnekTpoHHO-O0ubaMoTeuHas cucrema IPR BOOKS
: [caitt]. — URL.: http://www.iprbookshop.ru/94291.htm

2.JIOKyMEHTaIlMOHHOE 00ecliedeHre YIpaBiaeHUs | ydeOHUK JJIsl CTYIEHTOB BY30B,
00yyaroImuxcst o HarpaBIeHUSIM «DKOHOMHKa» U «MeHeKMEHT», CIIeLUaIbHOCTAM
«UHpopmarukay, «/lokyMEeHTOBEICHHE U TOKYMEHTALMOHHOE 00eCTIeueHUe YIIPABICHUS,
«ABTomaru3zanus u ynpasinenue» / A. C. I'pun6epr, H. H. 'op6aués, H. H. T'opbaués, O. A. Myxa-
metmmHaa. — Mocksa : KOHUTU-JTAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. —
TexcT : aneKTpoHHBII // DnekTpoHHO-0nbmmoTeunas cucrema [IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/71213.html

3. lu6aes /1.B. [IpaBoBoe perynupoBaHHe 3IEKTPOHHOTO JOKYMEHTOO00pOTa[ DNeKTPOHHBIN
pecype] : yuebHoe mocobue / 1I.B. 1lInbaeB. — DiekTpoH. TEeKCTOBBIC HaHHbIE. — CapaToB:
By3oBckoe o6pazoBanme, 2016. — 70 c. — 2227-8397. — Pexum jgoctyna:
http://www.iprbookshop.ru/57260.html

7.2 NOMOJIHUTEIbHAS JIUTEpPaTypa

1. JloxymeHTanmoHHOE OoOecleYeHre yIpaBIeHus U JeIONPOU3BOJICTBO: YUEOHHUK /s Oaka-
naspos/ .H. Ky3nenos. M.: M3narensctBo KOpaiit: U] FOpaiit, 2012. 576-c.;

Bounrusn, B. B. Cxnan. Jloructuka, ynpasnenue, ananus / B. B. Boiarun. — Mockaa : [lamkoB
u K, 2015. — 724 c. — ISBN 978-5-394-01944-9. — TekcT : 35IeKTpOHHBIH // DIEKTPOHHO-
OubnuoreyHas cucreMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/14092.html
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http://www.iprbookshop.ru/94291.htm
http://www.iprbookshop.ru/71213.html
http://www.iprbookshop.ru/57260.html
http://www.iprbookshop.ru/14092.html

2.CtenanoBa E.H. Cuctema »sieKTpoHHOTO IOKyMeHTOOOOpoTa (oOmadHoe pe-
mieHue) [DnekTpoHHbIH pecypc] : yuebHoe nocodue / E.H. CrenanoBa. — Dnek-
TPOH. TeKCTOBbIe naHHble. — CapatoB: Al [lu Dp Menma, 2018. — 182 c. —
978-5-4486-0136-1. — Pexum nocryma: http://www.iprbookshop.ru/73341.html

7.3 Ilepuoanyeckue U3IaHNA

JenonpousBoactro https://elibrary.ru
Cexperapckoe neino http://www.sekretarskoe-delo.ru/

/.4 HopMaTHBHbIE AKThI

1.1 I'paxxnanckuii kogekc P® (wactp mepast) ot 30.11.1994 No 51 &3

1.2 ®epepanbublii 3ak0H 0T 27.07.2006 r. Ne 149 @3 "O6 undpopmaiuu, HHPOp-
MalMOHHBIX TeXHOJorusax u o 3ammure uHpopmanuu", CIIC Koncynbrant
ITmroc

1.3 ®enepanphsiii 3akoH oT 06.04.2011 Ne 63-D3 9 "OO snekTpoHHON moAmucH"
CIIC Koncynbrant [1mtoc

1.4TOCT P UCO 15489-1—2007 «YupaBnenue nokymenramu. Oo6mue tpedo-
BAHUSD» HOBBIMHAIIMOHAJIbHBINA CTAHAAPT.

1.5 Tl'ocynapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00ECIeYeHHs! YIPaBICHHUS.
OcHoBHble TIoN0keHUs, O0mue TpeOOBaHUS K JOKYMEHTAM U CIyX)0aM J10-
KyMeHTalMoHHOro obecneuenus. - M., BHUMJIA ], 2001.

1.6TocymapctBennsiii crangapt PO I'OCT P 7.0.97-2016 HanuoHanbHBINM CTaH-
napt Poccuiickoii @enepanuu. CucreMa cTaHaapToB o uHdopmanuu, 6uo-
JUOTEYHOMY M HU3JaTelIbcKOMy Jeny. OpraHu3zallMOHHO-pacnopsiAuTEIbHAas
nokyMmeHTanus. TpeGoBaHus K opopMiIeHHIO AOKyMeHTOB (yTB. IIpukazom
Poccranmapra ot 08.12.2016 N2004-cT)

1.7 TOCT P 7.0.8-2013 "/lenonpou3BOACTBO M apXUBHOE J1€10. T€pMHUHBI U OIpe-
nenenus" Koncynbrant [lmtoc

1.8 OcuoBHBbIe ipaBmia padoTel apxuBoB opranm3anuii ot 06.02.2002 CIIC KoncynbranT
ITmroc

1.9 Metoanueckne peKOMEHIAINH 110 pa3paboTKe HHCTPYKIIUIL 1O J1e10-
MIPOM3BOJICTBY BelepaTbHBIX OpraHaxX UCTIOTHUTEIBHOM BIAacTH (YTB.
npukazoM deneparbHOro apXUBHOTO areHTcTBa ot 23 nexadps 2009 r.

Ne 76)

7.5 MeTounquKne YKazaHvusi, pPEKOMECHIAIMU U IPYIrHe MaTCPUAJIbI K 3aHATUAM

1.Yaycosa JI.A., OBuapenko f. 3., Akumona JL.I1., Yaycos H.1O. [loky-
MEHTaIlMOHHOeO0eCTIeueHre yrpaBieHus: Y4uebHnoe nmocodue. — Kanyra:
XXXX, 2017.-83c.

8. Ilepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH « UHTEpHETY,
HEO0OXOUMBIX /IJISl 0CBOEHHU S TUCHUILINHBI
- DHIMKIIONEIUs MeHeKMeHTa - http://www.pragmatist.ru/
- Bcepoccuiickuii  1eHTp u3y4deHus oOmectBeHHoro MHenws (BLIUOM) -
https://wciom.ru/
- F'ockomcrat PO - https://rosstat.gov.ru/
- Hayunas snextponnas 6ubiunoreka - http://elibrary.ru



http://www.iprbookshop.ru/73341.html
https://elibrary.ru/
http://www.sekretarskoe-delo.ru/
http://www.pragmatist.ru/
https://wciom.ru/
https://rosstat.gov.ru/
http://elibrary.ru/

9. IlepeyeHb MPOrpaMMHOI0 o0ecrie4eHUs 1 MH(POPMALHOHHBIX CIPABOYHBIX CHCTEM

Ta6auna 9 -IlepeyeHb NPOrpaMMHOro odecrnevdeHust

Nent HaHMeHOBaHEIe P&~ | anmenosanme Tun Tox
| ena y4eOHOM uc- HDOFDAMMEL ABTOp
LCATUTHHBL porp MPOTPAMMBI pa3paboTku
. 2006
1 Microsoft Iporpamma | (Bepcust Microsoft
Bce pazgensr PowerPoint noarotoBku | Microsoft PowerPoint
Mpe3eHTalMi 2007)
Microsoft TEKCTOBBIM 2006
2| Bce paszensl Microsoft | (Bepcus Microsoft Word
Word penakTop 2007)

10. Onucanue MaTepHaJbHO-TEXHHYECKOI 0a3bl, HEOOXOUMOI 151 OCYIIeCTBJIeHHs 00pa-
30BaTeJILHOTO NMPOLEecca M0 TUCHHILTIHHE

Ta6auua 10 - CBegenusi 06 o0ecnie4eHHOCTH CHEUATU3MPOBAHHBIMH Ay AUTOPUSIMH, Ka-
OMHeTaMHU, JIa0OPATOPUAMU

HaumeHnoBaHue cieniuaabHbIX
NOMelIeHu i M MOMeIleHNH 1151
CaMOCTOAITeJILHOH padoTh (Ne
yueOHOro kopmyca, Ne ayauro-

OCHAIIIEHHOCTH CHENHMAJLHBIX MOMEICHUH 1
MOMeIlleHUi 1JI51 CAMOCTOATEIbHOM PadoThI

pun)
Aynutopus ana  nposenenus | Kommiekt kpecen ¢ monutpom 1 mr. (18 en.), cron
JIEKIIMOHHOTO THMA, 3aHATHHA ce- | OQUCHBIN, CTYJ Ui MpEenoaBaTess; Jocka ydeOHas; SKpaH
MHHapckoro Ttuma, Kypcosoro | DraperDiplonat (1:1)84/84" 213-213 MW, mynbTUMEIHIA-

POEKTHUPOBAHUSI(BBITOTHEHHS

KypCOBBIX PabOT), TPYNIOBBIX U
WH/IMBUYAIbHBIX KOHCYJBTAIHH,
TEKYILEr0 KOHTPOJISI M IPOMEXY-
TOYHOU aTTectaruu (kad. No 427

H).

HOE obopyioBaHNE (mpoekTop MYJIbTUMEIUNHBIN
AcerX1226H; nHoyr6yk ASUS ¢ 10cTyrnom B HHTEPHET)

Aynuropus  ANs  TPOBEACHUS
JIEKLIMOHHOIO THUIlA, 3aHATUU ce-
MHHApCKOIO0 THUIIA, KypCOBOI'O

MPOEKTUPOBAHUS(BBITIOTHEHUS

KYpPCOBBIX DPa0OT), TPYIIOBBIX U
WHAUBUIYAIbHBIX KOHCYTbTAIIUH,
TEKYIIET0 KOHTPOJISI U TPOMEKY-
TOYHOM aTTecTaruu (kabd. Ne 436

VYyeOnsbie crounbl (11 mrt.); cTyabs (22 mwrT.); JocKa

yueOHasi; cToa O(QUCHBIN, CTyN A MpernojaBaress 3KpaH
DraperDiplonat (1:1)84/84" 213-213 MW, mnepeHoCHOE
MyJIbTUMENIHOE 000pynoBaHHE (IIPOEKTOpP MYJIbTHME-
nuitabiin Sanyo PLC-XU111 4000 ANSI Im 1024*768; Ho-
yrOyk ASUS ¢ 10CTynoM B MHTEPHET)

[Tomemenue 111 CaMOCTOSTENb-
HOM paboThl oOyuaromuxcs (kao.
Ne 423 n).

VYuyebunbie croinbl (11 mrt.); cTyabs (22 mrT.); q0cKa
yaeOHast; CTOJ OPUCHBIN, CTYJI JUTs PETIoaBaTeNs

[TomemeHne a7 CaMOCTOSITENb-
HOU paboThl oOyyaromuxcs (kao.
Ne 424)

Kommprorepasie ctonsl (15 mT.); ctynes (15 mT.);padouee
MECTO TpenoaaBarens;(MOHOOIOK)Lenovo, moakiIroYeHHbIe
k cetn HTepHET M 00ecneuennbie goctynom Kk ObC.
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11. MeToanyeckue peKOMEHIANUM CTYIEHTAM [0 OCBOECHUIO IV CHUTIIHHbI

[Ipu m3ydeHuun Kypca 1es1ecoo0pa3sHo MPUACPKUBATHCS CIEIYIOMICH MOCIeI0BATEILHO-
CTH:

1. llo nocewenus nepsou nekyuu:

a) BHUMATEJIBHO MPOYUTATH OCHOBHBIC MOJIOKEHHSI TPOTPaAMMBI Kypca;

0) mo1oOpaTh HEOOXOAUMYIO JIUTEPATYPY U O3HAKOMHTHCS C €€ COACPKAHUEM.

2. Ilocne nocewenusn nexyuu.

a) yrIyOJIeHO M3Y4UTh OCHOBHBIE TIOJIOKEHUS TEMbI TIPOTPAMMBI 110 MaTepHaiaM JCKIIUU
U PEKOMEH/IyEMbIM JINTEPATYPHBIM UCTOYHHKAM;

0) TOMOJIHUTH KOHCIIEKT JICKITUM KPATKUMU OTBETaMU Ha KKl KOHTPOJBHBIN BOIIPOC
K TEME U TPU BO3MOXKHOCTH BBITTOJHUTD 33JJaHHE JIJISl CAMOCTOSITEIIbHON paboThI;

B) COCTaBUThH CITUCOK BOIIPOCOB JIJIsl BEISICHEHUS BO BPEMsI Ay IUTOPHBIX 3aHATHIA,

T') HOJrOTOBUTHCS K MMPAKTUYCCKUM 3aHSATHSIM.

3amaHus Uil CaMOCTOSATEIBHOM PabOThI CTYACHTOB SIBIISIOTCS COCTAaBHOW 4YacThiO yueO-
HOTO TIporiecca. BrIToJHEHUE 3a/1aHui CITIOCOOCTBYET:

- 3aKPETUICHUIO U PACIIUPCHUIO TIOMYYSHHBIX CTYJACHTAMU 3HAHHUN 110 N3y4aeMbIM BOITPO-
caM B paMKax y4eOHOU JAUCIUTUINHBI;

- Pa3BUTHUIO HABBIKOB OOOOIICHHS M CUCTEMATH3AINH HH()OPMAIIHH.

BaxxHOCTh caMOCTOSITEIbHOH Pa0OThI CTYJICHTOB OOYCIIOBJICHA TOBBIIICHUEM TpeOoBa-
HUH K YPOBHIO ITOJATOTOBKH 0aKaJlaBPOB B COBPEMEHHBIX yCIIOBHSIX, B YACTHOCTH, TPEOOBAHUSIMU
K YMCHHIO MCIIOJIb30BaTh HOPMATUBHO — IPABOBbBIE JOKYMEHTHI B CBOCH JIEATEILHOCTH, a TAKXKE
HEO0OXOIUMOCTHIO IPHOOPETEHUS HABBIKOB CAMOCTOSTEIIFHO HAXOIUTh HH(OPMAIIHIO TI0 BOIIPO-
caM MEHE/DKMEHTa U MAapKETHHra B PA3JIMYHBIX MCTOYHUKAX, €€ CHCTEMAaTH3MpOBATh; JaBaTh
OIICHKY KOHKPETHBIM MPAKTUYCCKUM CUTYaIUsIM; COOMpPATh, aHATM3UPOBATh UCXOIHBIC JaHHbIC,
HEOOXOUMBIC JUIs pacyeTa SKOHOMUYECKHX U COLMATBbHO-YKOHOMUYECKUX TTOKa3aTeei, Xapak-
TEPHU3YIOIINX JCATCILHOCTh XO3SHUCTBYIOMUX CYOBEKTOB; OCYIIECTBISATL COOp, aHamM3 U o0Opa-
0OTKY JaHHBIX, HEOOXOJJMMBIX JJIsl PEIICHUS IIOCTABJICHHBIX 3a7ay.

CamocrosiTenbHass paboTa npuoOILIaeT CTYACHTOB K HAyYHOMY TBOPYECTBY, MOUCKY U
PEIIEHUIO aKTYyalIbHBIX COBPEMEHHBIX MP0OIIeM B cepe MEHEeKMEHTa U MAPKETHUHTa, B YaCTHO-
CTH.

3anaHus A7 CaMOCTOSATENbHONW paOOThI BHIMOJIHSIOTCS CTYIEHTAMH BO BHEAYIHUTOPHOE
BpeMsL.

Buasbi u popmbl 0TPadOTKH NMPONMYIIEHHBIX 3aHATHIA

CryneHT, NpomycTUBIIMK 3aHATHUSA 00s3aH ero orpabortarb. OTpaboTka 3aHATHH OCy-
IIECTBJISIETCS B COOTBETCTBUHU € I'pa)KOM KOHCYJIbTaIIU.

[Tponyck JIEKIIMOHHOTO 3aHATHS CTYACHT OTpabaThIBa€T CaMOCTOSTEIbHO U MPEACTaBIIS-
€T BEAYyIEMY IIPENOIaBATEN 0 KOHCIIEKT JIEKIIUH 110 IPOITYIIICHHBIM 3aHATHSM.

[Tponyck MpakTHYECKOTO 3aHATHUS CTYJEHT OTpadaThIBAeT MOJ PYKOBOJICTBOM BEAYILErO
npenogaBaresns JucUUIUIMHEL. [Ipyu cebe HeoOX0IuMO UMETh JIEKIIMOHHbIE KOHCTIEKThI U BBINOJI-
HEHHbIE 33/IaHUS 10 MPOMYIIEHHBIM 3aHATUSAM, ObITh TOTOBBIM apryMEHTHPOBAHO OTBETHTH Ha
BOITPOCHI IIPETOIABATENS 10 IPOITYILIEHHON TEME.

12. MeTonnyeckue peKOMeHIAUM MPENOAaBaTeIsIM M0 OPraHu3aluM 00ydeHusl Mo Auc-
HUILTHHE

[Ipu mpenogaBaHumM Kypca HEOOXOIUMO OPUEHTHUPOBATHCS HA COBpEMEHHBIE 00pa3oBa-
TETbHBIE TEXHOJOTUH, O0ECTICUNBAsi UHTEPEC CTYACHTOB K Mpodeccuu B 11E€JIOM U K TIPerno/iaBac-
MOU JUCIUIUIMHE B YaCTHOCTH.

[Ipy w3ydeHHH TUCHUTIIIMHBI PEKOMEHIYETCS MCIIOJIb30BaTh CICAYIONINE CPENICTBA: pe-
KOMEH/IYEMYI0 OCHOBHYIO M JIONOJIHUTENIbHYIO JUTEPATypy; METOJMYECKHE YKa3aHUs U IOCO-
Ous; KOHTPOJBHBIC 3a/IaHUs IS 3aKPETUICHUS] TEOPETUYECKOT0 MaTepHalia; dJIEKTPOHHBIE BEp-
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CHM Y4eOHUKOB U METOAMYECKUX YKa3aHUIl AJISl BBIMOJIHEHUS MIPAKTUYECKUX paboT U caMOCTOsI-
TeIbHON pabOTHI CTYACHTOB.

JU11 MakCUMaJIbHOTO YCBOEHHUS JUCLUIUIMHBI PEKOMEHYETCSl U3JI0KEHUE JIEKIIMOHHOIO
MaTepuaia ¢ 3JIeMEeHTaMUu 00CYXIeHus, AUcKyccuu. JIeKIUs — 0JHO U3 TJIaBHBIX 3BEHLEB 00Y-
yenus. E€ uenp — popMupoBaHue y CTYACHTOB OPUEHTHPOBOYHON OCHOBBI JUIS MTOCIIEIYIOIIETO
YCBOGHHUS MaTepuaga METOJOM CaMOCTOSITENbHON paboThl. CoaepiKaHue JIEKIIMHU JOJKHO OTBe-
YaTh CIEAYIOIIUM TPEOOBAHUSIM:

-U3JI0KEHHE MaTepuala OT IPOCTOrO K CJI0KHOMY, OT H3BECTHOTO K HEM3BECTHOMY;

-JIOTUYHOCTh, YETKOCTh U SICHOCTb B M3JI0KEHUM MaTepuaa;

-BO3MOXKHOCTb MPOOJIEMHOI0 M3JI0KEHHSI, TUCKYCCHH, AUajiora C IeNIbl0 aKTUBU3AlUU
JIESITEIBHOCTH CTY/IEHTOB;

-0I0pa CMBICIIOBOM YacTH JIEKLIUU Ha MOAJUHHBIE (DaKThl, COOBITHS, SABJICHUS, CTATUCTH-
YEeCKHUE JTAaHHBIE;

-T€CHasl CBSI3b TEOPETUUYECKUX IMOJIOKEHUHN U BBIBOJOB C MPAKTUKOMN U Oyaymieit npodec-
CHUOHAJIbHOW JIESTENIbHOCTBIO CTY/IEHTOB.

[IpenogaBaTens, YUTAOMINN JEKIIMOHHBIE KYPChI, TOJDKEH 3HAThH CYIIECTBYIOIINE B Ie/a-
FOTUYECKON HayKe M MCIOJIb3yEMbIE Ha MPAKTUKE BapUAHTHI JEKIUH, UX JUJIAKTHUYECKUE U BOC-
MUTHIBAIOIINE BO3MOXKHOCTH, a TAaKXK€ UX METOJUYECKOEe MECTO B CTPYKTYype mpolecca odyue-
HUSL.

OcHOBHbIE 1IeNTH TPAKTHYECKUX 3aHATHI:

- UHTErpUPOBATh 3HAHUS, [TOJIyUEHHBIE 0 JIPYIMM AMCLUIIIIMHAM JAHHOHN CHEIUATIbHOCTH U aK-
TUBU3UPOBATh MX HCIOJIb30BAHUE, KAK B CIIydae PEIleHUs MOCTAaBICHHBIX 3a7ay, TaK U B Jalb-
HEWIIEeH TPaKTUYECKON AEATEIbHOCTH;
- TI0Ka3aTh CJIOXHOCTh U B3aMMOCBSI3aHHOCTh YIIPABICHUECKUX MPOOJIEM, PEeIIaeMbIX CHEeIHaln-
CTaMU Pa3HBIX HANpPABICHUN B LEISIX AOCTIKEHHS MaKCUMAIbHOW 3()()EKTUBHOCTH MEHEXK-
MEHTa OpPraHu3alllu.

Jlnsa 3akperuieHus: yueOHOro Marepuaga Ha CEMHMHAPCKUX M IMPAKTHUUECKUX 3aHS-
TUSX CTYACHTHI BBICTYMAIOT C AOKJIAAaMH, MUIIYT KOHTPOJIbHBIE padOThI, PeIIaloT KOHKPETHBIE
3a/1a4¥, MAaKCUMaJIbHO MPUOJIMKEHHBIE K peabHbIM YIIPaBICHYECKUM CUTYaLUSM.

Kak B noknane, Tak U B pedepare NpUHATO paccMaTpuBaTh MOCTAHOBKY HpOOJIEeMBbI, ee
aKTyaJIbHOCTb, IPAKTUYECKYIO PEATTU3ALINIO C ONPEeAeIEHUEM U3BECTHOTO B3IJIs/1a Ha Mpolemy.

Heckonbko nHOE 3HaU€HUE HUMEIOT KOHTPOJIbHBIE paObOThl. DTO TaKXKe NMPOBEpKa YPOBHS
3HaHWUH, NPUOOPETAEMbIX CTYACHTAMH Ha JEKIUSAX U MPU CaMOCTOATEIbHOW pabore. OHU BBI-
HOJHSIOTCS MUCbMEHHO M CAIOTCS JUIs MPOBEPKU Mpenojasarento. JKenareabHo, YTOObI B KOH-
TPOJbHOU paboTe ObUIM OTPa)KEHBI: aKTYaJIbHOCTh U MpaKTUYecKasi 3HAUMMOCTh BbIOpaHHOM Te-
MBI, OTPAKEHUE €€ B HAYYHOMU JIMTEPAType, U3JI0KEHA CYThb U COAEPKaHUE TEMBI, BO3MOXHbBIE
HAIpPAaBJICHUS Pa3BUTHS, @ TAKXKE BHIBOJBI U MPEIJIOKECHHUS.

AHanu3 KOHKPETHBIX CUTyalluil Takke HeceT B ce0e 00yyarollyro 3Ha4yuMOCTh. 371ECh I'0-
PU30HT BO3MOXKHBIX HalpaBiIeHUH OYeHb MIMPOK. MOKHO MCIOJB30BaTh KaK pealibHble, TaK U
y4eOHbIe CUTYyalluu. DTO COOBITUS Ha OINPEIeIEHHON CTaluU Pa3BUTHUS WM COCTOSIHUS; SIBIICHUS
WIM TPOLECChl, HAXOMSAILIUECS B CTaJAUM 3aBEPIICHUS WIM 3aBEPLIMBIIMECS; WCTOYHUKUA WU
OPUYMHBI BOSHUKHOBEHUS, Pa3BUTHS WM OTKJIOHEHUS! OT HOPMBI KaKUX-I100 (pakTOB WK sIBIIE-
HUM; (PUKCUpPOBaHHBIE PE3YIbTAThl WM HAauOOJee BEPOSTHBIC MTOCIEACTBUS U3Y4aeMbIX SIBICHUN
Y IIPOLIECCOB; COLMANIbHBIE, FOPUINYECKUE, SKOHOMUUECKHE WU aIMUHUCTPATUBHBIE PEILICHUS U
OILICHKH; TIOBEJIEHUE WJIM MOCTYNKHA KOHKPETHBIX JIMII, B TOM uucie pykoBoautenel. [Ipu stom
clieflyeT TIOMHHUTb, YTO IMOJl KOHKPETHOM CHUTyaluel ciieyeT MOHUMaTh KOHKPETHOE COOBITHE,
MPOUCXOUBIIEE WIH MPOUCXOAIIEE, TUO0 BO3MOKHOE B HEJJAIIEKOM OYyIIeM.

3aBepIInTh U3yYCHHE TUCIMILIMHBI 1IeJIECO00Pa3HO BHIMOJIHEHHEM TECTOB IS POBEPKU
ycBOeHHUs yueOHoro matepuaina. [1omo6HbIN MOaX0 ] MO3BOIUT CTYJEHTaM JIOTUYHO U TOCJe10-
BaTEJIbHO OCBAMBATh MaTe€pHall U YCIEIIHO MPONTH UTOTOBYIO aTTECTALIMIO.

3agaHus I CaMOCTOSITEIHHOM PabOTHI KEJIATEIIbHO COCTABIISATh M3 00s3aTeNbHON U (a-
KyJIbTaTUBHOM YacTeil. Opranusys caMoCTOATENbHYIO PadoTy, HEOOXOAMMO OCTOSHHO 00Yy4aTh
CTYJIEHTOB METOJIaM TaKoil pabOThI.
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IIpu mpoBeacHUH aTTECTALlMU CTYIEHTOB BaKHO BCETJa IOMHUTD, YTO CUCTEMATUYHOCTD,
00BEKTUBHOCTh, apIryMEHTHPOBAHHOCTh — IJIaBHbIE NPUHIMIBI, HA KOTOPBIX OCHOBAHBI KOH-
TPOJIb M OLIEHKA 3HAaHUI CTyAeHTOoB. [IpoBepka, KOHTPOJb U OLIEHKA 3HAHUU CTYJEHTa, TPEOYIOT
ydeTa ero MHAMBUIYAIbHOTO CTUJIS B OCYIIECTBICHUU y4eOHOW JesTeNbHOCTH. 3HaHUE KpUTe-
pHEB OLIEHKH 3HAHUM 00s13aTENILHO /7S IPEII0IaBaTENsl U CTYIEHTA.

[Tporpammy pa3paborana:
UYaycona JI.A. noueHT kadenpsl
SKOHOMUKH H YIPaBJICHUS, K.3.H., TOIICHT
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