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1. Heau u 3a1a4u 0CBOEHUSA IMCUMILUINHBI (MOIYJIs1)

Ilenvlo W3ydeHUS TUCHMIUIMHBI «J[OKyMEHTallMOHHOE OOECIeUCHHEe YIPaBICHHSI
Ou3HecoM» sIBIIsIeTCST (DOPMUpPOBAHHME Y CTYACHTOB CTaHIAPTHOTO YPOBHS MPO(eCcCHOHAIBHBIX
KOMIICTEHIIMH, CIMOCOOCTBYIOIIUX CTAHOBICHHIO TPOPECCUOHATIBHON KOMIIETEHTHOCTH B
BOMPOCAX  JICJONPOM3BOJACTBA W  JOKYMECHTAIIMOHHOTO OOCCTEYCHUS  yMpaBlICHHUS Ha
COBPEMEHHBIX TPEATIPHATHSIX.

IIpeomemom TipeniofaBaHus yueOHOM TUCIMILIMHBI «/lOKyMEHTaIMOHHOE 0OecreueHue
yIpaBiieHUs] OU3HECOM» SIBIIIETCSI OPMHUPOBAHUS Y CTYJACHTOB OCHOB YKOHOMHUYECKUX 3HAHUH O
3HAYCHUU W TIOTCHIIMANIC JIOKYMEHTO000pOTa MPEANIPHUATHS; O pa3padOTKe TOKYMEHTAIIMOHHOTO
CONIPOBOXKJCHUS ~ MPOU3BOJCTBEHHBIX  TPOLECCOB,  JIOKYMCHTAI[HOHHOTO  yIpaBJICHUS
NpeANnpUsITHEM; 00 ONTHMU3ALUU YIPABICHYCCKON JEATEIBHOCTH MOCPEACTBOM MPUMECHEHUS
UH(POPMALMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTHH.

N3ydyenne mucturuimHbl «JlOKYMEHTAIIHOHHOE OOCCIICUYCHUE YIIPABJICHUS OWU3HECOM)»
CIIOCOOCTBYET PEIICHHIO CICIYIOIINX 3d0ay:

-popMHpOBaHUE 3HAHUI TEOPETUYECKUX OCHOB JOKYMEHTHPOBAHUS M TEXHOJIOTUYCCKHUX
NPUEMOB COCTaBJICHHUS WU O(GOPMIICHHS pa3IUYHBIX (OPM JTOKYMEHTOB C HCIOJIb30BAHUEM
COBPEMEHHBIX  WH(POPMAIMOHHBIX TEXHOJOTMA M TEXHHYECKHX CPEIACTB  00pabOTKH
uHbOopMaIuy;

-pOopMHpPOBaHHE HABBIKOB OCYIIECTBICHUS MPOIEAYPhl CO3MaHUS, HCIIOJHEHHS U
XpaHEeHUs JOKyMEHTOB;

-opMHpOBaHNE HABBIKOB BEJCHHUS JEIOBOM MMEPETTHUCKH;

-pOopMHpOBaHUE HABBIKOB IOKYMEHTHPOBAHUS YIPABICHYECKOHN JESTEIBHOCTH C YIETOM
crienu(UKA CHCTEM TOKYMEHTAIINH;

-pa3BUTHE YMEHHI MPOCKTUPOBAHMS JIOKAJIBHBIX HOPMATHBHBIX aKTOB M HOPMATHBHO-
METOAMYECKUX JOKYMEHTOB IO BEICHHIO JIOKYMEHTAIIMOHHOTO OO0CCICYCHUS YIpaBICHUS
OH3HECOM;

-pa3BUTHE yYMEHHUI HCIOJIb30BaHHs aBTOMATH3MPOBAHHBIX CHUCTEM  00pabOTKH
JOKYMEHTOB;

-popMupoBaHue CIOCOOHOCTH AaHAIM3UPOBATH LEHHOCTh JOKYMEHTOB C LENBI0 HX
XpaHCHUSI.

2. Mecto aucuunimHbl (Moay.as) B crpykrype OIIOII BO

Jucuunnuna «JlokyMeHTalMoOHHOE OOecreueHue YIpaBiIeHUs OM3HECOM» OTHOCHUTCS K
OUCHMIUTMHAM 1O BbIOOpy BapuatuBHOM uactu bnoka 1 (Bb1.B.[IB.2) ocHOBHOIA
o0pa3oBaTenbHOM MPOrpaMMBbl BEICIIIET0 00pa3oBaHMs MO HampasieHuto moarotoBku 38.03.01
DKOHOMUKA, HAIIPaBJIEHHOCTh (MPo(uiIb) NOArOTOBKU «DPUHAHCHI U KPETUTY.

TpeboBaHMs K BXOJHBIM 3HAHUSIM, YMEHHSIM M KOMIIETCHIUSAM (HOPMUPYIOTCS H3yUCHUEM
CIENYIOIIUX  JUCUUIUIMH:  «MHKpO’KOHOMUKa», «MakposkoHOMHKa», «CTaTUCTUKa»,
«®DuHaHCB», «MeHemKMeHT», «MapkeTunr», «OKOHOMHUKa opranuzauuity, «Teopus
Oyxrantepckoro yderay, «OUHaHCOBBIN yueT», «byxranrepckoe neno», «KoMmruiekcHbli aHan3
XO35IMCTBEHHOMN JEATEIbHOCTI.

OcBoeHHE OCHOBHBIX IOJIO)KEHHM JaHHOM JUCLUIUIMHBI HEOOXOAMMO MJIsi Hay4HO-
UCCIIEIOBATENbCKOM pabOThl, NPOXOXKACHUS MNPEAJUIUIOMHOM NPAKTUKH, MOATOTOBKU K
IpOIelype 3alUThI U 3aLIUThI BHITYCKHOW KBATU(pHUKAIIMOHHON paboThI.

3. TpeGoBaHus K pe3yJibTaTaM OCBOCHHUS COJAEeP:KAHUSA TUCHUIIIUHBI (MOAYJIs1)
JucuuninuHa «JlokyMeHTallMOHHOe oOecrieueHre yrnpaBieHus: OM3HECOM) HarpaBiieHa Ha
dbopMupoBaHue cienyromnien yuugepcarvrou komnemenyuu (YK) B coorBercteun ¢ ®I'OC BO u
OIIOII BO no Hanpasnenuto noarotoBku 38.03.01 DxoHomuka (ypoBeHb OakagaBpuaTa):



Koa u HaumeHoBaHue yHuBepcaabHoi komnereHun (YK) BeinmyckHuka
VYK-2. CnocoGen ompenenstb Kpyr 3ajJad B paMKaxX TIOCTaBJICHHOW II€IM W BBIOMpATh
ONTUMAJIbHBIE CIOCOOBI UX PEIIEeHUs, UCXOIs U3 JACHCTBYIOUIMX MPABOBBIX HOPM, UMEIOIINUXCS
PECYpCOB ¥ OTpAHUYCHUIN

Kon m HamMeHOBaHHMe HWHIMKATOPa JOCTHKEHHS] YHMBEPCAJIBHOH KOMICTCHIHH
BBINYCKHUKA
YK-2.2. Cnoco0GeH HCIONb30BaTh OCHOBBI JIKOHOMHUYECKMX M ()MHAHCOBBIX 3HAHWUN IS
oTIpe/ieNIeHUs KpyTa 3a/1ay B paMKax IMOCTAaBJIEHHOM 11eJIM, BBIOMPATh ONTHUMAJIbHBIE CIIOCOOBI UX
pELIeHNs, UCXO/s U3 IEHCTBYIOIINX IPABOBBIX HOPM, UMEIOIINUXCS PECYPCOB U OIpaHUYEHUN

B pe3ynbTaTe 0CBOCHUS NUCHUIUIMHBI 00YYaOIIHICs TOJIKEH:

3HATD:

- comepkaHue aktyalnbHbIX geucTByrommx ['OCToB 1o 1emonpow3BOJCTBY U
JOKYMEHTOBEIEHUIO;

- OCHOBHBIE TIOJIOKEHUS JOKYMEHTHPOBAHUS YIIPaBICHYECKOM 1eATeIbHOCTH;

- TpeOOBaHUS K COJEPKAHUIO O(PUIIMATIBEHOTO TEKCTA B JOKYMEHTAX;

- TIOPSIOK U TpaBWJIa COCTABJICHUS, yueTa, XpaHEHUS U MCIOJb30BaHUS JJOKYMEHTOB (B
TOM UHCJIE OTPAaHUUYEHHOTO JIOCTyIIa) B OpraHU3aluu;

- BUJbl OTBETCTBEHHOCTH 3a OLIMOKM B JIOKyMEHTax W HapylleHHs B O(OpMIICHHUH U
paboTe ¢ TOKyMEHTaMu;

- OCHOBHBIE  METOJAbl  pEHICHHWS  AHAINTUYECKUX,  HCCIEAOBAaTEIbCKUX U
KOMMYHHUKaTUBHBIX 3a/1a4;

- MPUHIUIBI U TpaBHJa MOATOTOBKM WHGOPMAIMOHHO-CIIPABOYHON M METOAMYECKOM
JOKYMEHTaIUH;

- COBpEMEHHbIE TEXHUUECKHE CPEeACTBA U MH(POPMAIIMOHHBIE TEXHOJIOTUH, UCTIONIb3yEMbIe
MIPU PEILLIEHUHU UCCIEA0BATEIbCKUX U KOMMYHUKATUBHBIX 33]1a4;

- TOpuHUOUOB  (QopMHpOBaHUS HWHGOPMAIMM HA PA3IUYHBIX YPOBHSX YMpPaBICHUS
HKOHOMHUYECKUM CYOBEKTOM;

- CUCTEMBI YIIPaBJICHUS IEKTPOHHBIM JOKYMEHTOOOOPOTOM;

YMETb:

- UCIOJIb30BaTh 3aKOHOMEPHOCTH U MPHUHIIUIIBI JOKYMEHTOBEICHUS U JIEIOMPOU3BOICTBA
B 00pa30BaTeNbHON U X035 CTBEHHO-IIPABOBOM JI€ATEILHOCTH;

- COCTaBJIsATh, 00pabaThIBaTh, HCIOJIb30BAaTh, XPAaHUTh M YUWUTHIBATh YIPABIEHUYECKHE
JOKYMEHTBI OTKPBITOTO U 3aIIMIIEHHOTO TJOKYMEHTOO00pOTa;

- OpraHu30BBIBaTh JOKYMEHTAI[MOHHOE IPOMU3BOJICTBO HA MNPEINPUITUIX OTpaciud M
aHATM3UPOBaTh FPPEKTUBHOCTH JTAHHOH J1eATEbHOCTH;

- OLIEHUBATh MOJUIMHHOCTH O(UIIUATBHBIX U OPUTHHAJIBHBIX JTOKYMEHTOB;

- TOTOBUTH HMH(POPMALMOHHO-CIPABOYHBIE JOKYMEHTBI, HEOOXOJMMBbIE IS HPUHSATHS
YIIPABIICHUYECKUX PEUICHU;

- TIOJIB30BATHCS COBPEMEHHBIMM TEXHMYECKUMH CpPEACTBAaMH U HH(GOPMAIIMOHHBIMH
TEXHOJIOTHSIMH JJIsl pElIeHHs] KOMMYHUKAaTUBHBIX 3a/1a4 B Ipoliecce 00CYXKJIeHUs, MPUHATUS U
peain3aluy yIpaBiIeHUYECKUX PELIEHUH, HayYHO-UCCIIEA0BAaTENbCKON NEATENBHOCTH;

- COCTaBJIATh B CHPAaBOYHOM HMHPOPMAIMOHHON cHcTeMEe MOAOOPKH JIOKYMEHTOB,
COJZIEpKALINX HOPMBI, PpEryIupylomue O PKEeTHbIC, HAJIOTOBbIC, BAIIOTHBIE OTHOIICHUS B
o0acTu CTpaxoBOi, OAaHKOBCKOMN AESITETbHOCTH, YUeTa U KOHTPOJIS;

BJAJAETD:

- HaBbIKAaMHU COCTaBJICHUA, cOOpa, XpaHeHHs, 0OpabOTKM U yuyeTa JOKYMEHTHPOBAHHOM
MH(pOPMAaLINK, B TOM YHCJIE OTPAHUYEHHOTO JJOCTYIIA;

- HaBbIKAMHU BEJCHUS W ONTHUMM3AIMM JOKYMEHTOOOOpOTa B pa3iUYHBIX cdepax
NESTENbHOCTH;

- HaBbIKAMH  JOKYMEHT&JIbHOTO  O(OpMIIEHHS  pELIeHUH B  yIpaBlIEHUU
IIPEITPUHUMATEIBCKON IEATENIBHOCTHIO0 OpraHU3alNH;



- MeTojamMH (pOPMUPOBAHUS YMEHHSI MPOBOAUTH pa3pabOTKH HOBOW JOKYMEHTAIIUH JUIS
OOHOBJIGHHS ~ CTaHJApTOB, TEXHUYECKUX  YCIOBHUI, OpPraHU3allMOHHBIX, KOHTPOJIbHBIX
JIOKYMEHTOB;

- HaBBIKAMH U COBPEMEHHBIMH TEXHHUYECKHMMH CPEACTBAMM JUIsl CAMOCTOSATEIBHOIO,

METOIUYCCKHU MIPaBUJILHOTO peLIeHus aHAJIMTUYECKUX, HMCCIIEIOBATEIILCKUX u
KOMMYHUKATUBHBIX 3aJJaHUI U 3a71aY;
- HaBblkamMH  (opMmHpOBaHHS TOAOOPOK  JOKYMEHTOB, COJEPXKAIIMX  HOPMBI,

perynupyomye O JKETHbIE, HAJIOTOBble, BAJIOTHBIC OTHOIICHHS B OOJACTH CTPaxOBOM,
0aHKOBCKOM JEsTEeIbHOCTH, y4yeTa W KOHTPOJIsS B CIPAaBOYHOM MH(MOPMAIMOHHON cHCTeMe
Koncynsrant [Lroc;

- OCHOBHBIMH  MH(OPMAIMOHHBIMU
SKOHOMUYECKOUN HH(popMaruu.

TCXHOJIOTHUAMUA O6p a00TKH conuaJibHO-

4. Copepskanue H CTPYKTYpa AMCUMILIMHBI (MOLYJIs1)

Tabauya 1. Conep:xxanue THCHMILIMHBI (MoayJsi) «/JlokymMeHTanmoHHOe o0ecnieyeHmne
ylpasJjieHusi OM3HECOM»

Kon
. | HaumenoBanue
Ne HaumenoBanue Conep:xanue TeMbl KOHTPOJIMPYEMOH OLEHOMHOTO
n/n pazaesa / TeMbl KOMMETEeHI[UN
cpeacTBa
(1M ee 4acTH)
1 2 3 4 5!
IIpeameTt, 0OBEKTHI, ETH U 3a1a91
y4eOHOM TUCIUILIHHBI
«JlokyMeHTaIMOHHOE 0OecTedeHne
OcHOBBI yIpaBJIeHUs] OM3HECOM. VYK-2 (VK-2.2) T,P, K, 13
| | AoKYMeHTHpOBaHH MeTo1070TM4eCKHH aHaIn3 OCHOBHBIX
s yTIPaBIICHYECKOW | MOHATHH U KaTeropuil yueOHOM
JIeSITEIbHOCTH JucuuinHbl. Knaccudukanms
YIIPaBIEHIECKUX TOKYMEHTOB M UX BHIBI.
YHauukanus u cTaHzapTH3aLUSI
YIIPaBJICHYECKUX JIOKYMEHTOB
[IpaBoBbIe Buiel OTBETCTBEHHOCTH 32 TIOJUICIKY
BOITPOCHI JIOKyMEHTOB. BH/IbI OTBETCTBEHHOCTH 32
5 | permamenTanun XpaHEHUE TOKyMEHTOB. Buibt YK-2 (YK-2.2) T, P, K, /I3, PK
oopMIICHHS OTBETCTBEHHOCTH 32 OIMOKH B
CITy’KeOHBIX JIOKYMEHTax
JIOKYMEHTOB
OpraHu3aIOHHO-PACTIOPSAANTELHBIC
JIOKyMEHTUPOBaHHU | JOKYMEHTHI. YK-2 (YK-2.2) T,P, K, 13
3 | e ynpaBnenueckoii | MH(popMamroHHO-CIIpaBOYHbIC
JIeSITeTbHOCTH JIOKYMEHTBIL.
KosiernanbHble JOKYMEHTHI.
[puHIMIE! OpraHu3ayu
JIETIONPOU3BOICTBA. VK-2 (YK-2.2) T,P, K, I3
4 | Oprannzanus [paButa cocraBneHus rpapuka
ACTONPOU3IBOACTBA | okyMeHTOOOOPOTA.
KoHTpoutb BBIIOSTHEHNUS]
Kaiposoe KommnexT JoKyMeHTOB 10 TPYyI0BOM
nesTenbHOCTH paboTHUKa. KaapoBoe VK-2 (YK-2.2) T, P, K, /I3, PK
5 | MOKyMEHTHPOBAaHH .
on Jenonpou3BoacTBo. [IpaBoBoii craryc
JIETIONPONU3BOJICTBO TPYHOBOTO ZoTOBOPA
6 | OpranuzannoHHO- | Bumel opranusannoHHo-
pacIiopsiIuTeNbHbIE | PacnopsSAUTENIbHBIX JOKYMEHTOB!
JIOKYMEHTHI B KOH(UIeHINANIbHBIE, (PMHAHCOBEIC, YK-2 (YK-2.2) T,P, K, 13
yIpaBICHUH HaJIOTOBBIE, YUPEIUTENbHBIE U
opraHuszauuei 6aHKOBCKHUE T0KyMeHTHl. COBpeMeHHbIE
TpaBHJIa COCTABICHUS JETIOBBIX MTHCEM.




OcobenHoctu pabOTHI CEKpeTapsi-
pedepenTa, TOMOIIHNKA PYKOBOJIUTES,
YYEHOTO CeKpeTaps, TIOMOITHHUKA
nenyraTta. Kanudukannonnsie
TpeOOBaHuUs K TOMOLTHUKAM
pyxoBoauteneil. KonnerunansHsie
JOKYMCHTBI: pEKBU3UTLI, ITpaBUJia
odopmiteHus1, aBTOPCTBO,
JETI0NPON3BOJICTBO, KOHTPOJIIb
HUCITOJTHCHHUA

ApxuBHOE 00CITy’>KHBaHNE JOKYMEHTOB Ha

IIpuHnune!
TIPEIPHUATHH. APXUBHOE OOCITY>)KHBaHHE
rocyJ1apCTBEHHOTO
CLVIIDOBAHMS JIOKYMEHTOB B ['0Cy1apCTBEHHOM apXHBe YK-2 (YK-2.2) T, P, K, 13, PK
7 | PeLYHP P®. ITpyHIMIIEI 3KCIEPTU3BI TOKYMEHTOB
JIOKyMEHTO000pOT
au Ha IpeIIpHTHH U B [ 0Cy1apCTBEHHBIX
apxuBax
JICIIOTIPOU3BOICTBA

' B rpade 5 npuBoasTCcs IaHUpyeMble (OPMBI TEKYIIETO KOHTPOJS: 3allUTa J1a00opaTOpHOI paboThl
(JIP), Bemmonuenune kypcosoro mpoekta (KII), kypcosoii padotsr (KP), pacuerno-rpadmdeckoro 3aganus (PI'3),
nomamrHero 3ananus (/3) mammcanme pedepara (P), acce (D), xommoksuym (K), pybexssiii konTpons (PK),
tectuposanue (T) u 1.1

Crpykrypa aucuunannsl (Moay.as) «/lokyMeHnTanuonHoe odecrnedyeHne ynpaBJieHUs

OM3HECOM»

Tabnuya 2. Obwas mpyooemkocms OUCYUNIUHBL cocmasgisiem 3 3auemHule eOUHULbL

(108 uacos)
Bun pabotsr Tpy10eMKOCTb, 4achl
0100) 0390 300
5 cemecTp 4 cemecTp 2 Kypc

Oo01masi Tpy10eMKOCTH (B Yacax) 108 108 108
Konmaxmmnasn paboma (6 uacax): 51 18 6
Jlexumonnsie 3ausartust (JI) 34 8 2
ITpaktnueckwue 3ansatus (113) 17 10 4

Cemunapckue 3aasTus (C3)

He npedycmompenwl

He npedycmompenvi

He npedycmompensi

Jlaboparopubie paboTsl (JIP)

He npedycmompenui

He npedycmompenut

He npedycmompenui

Camocmosamenvnas paboma (8
yacax), 6 mom uucine
KOHmMaxKmuasn paboma
(6neayoumopnas):

48

81

98

PacueTtHo-Tpaduueckoe 3ananne
(PI'3)

He npedycmompeno

He npedycmompeno

He npedycmompeno

Pedepar (P) 10 15 14
Occe (3) He npedoycmompenwvr | He npedycmompenst | He npedycmompenut
KonTtponbHas padora (K) 8 12 12
CamocTosTeIbHOE H3yUCHUE 30 54 72

paszeiioB

Kypcosas pabota (KP) /
Kypcosoii npoekt (KII)

He npedycmompena

He npedycmompenaa

He npedycmompensi

IMoaroroBka u MpoxoxaeHne
MPOMEKYTOYHOI aTTeCTALIMHU

Bua npomexyTouHoii
arrecTauuu

3aver

3avder

3a4yerT




Taomuma 3. JIeKIIMOHHBIE 3aHATHS

z

Tema

OCHOBEI JOKYMECHTHUPOBAHUA ynpaBHquCCKOﬁ JCATCIbHOCTHU

[TpaBoBBIC BONIPOCHI peryIaMeHTAMU 0(OPMIICHUS CITYKEOHBIX JIOKYMEHTOB

I[OKYMCHTI/IPOBEIHI/IC ynpaBnqueCKoﬁ JACATCIIBHOCTH

OpFaHI/ISaHI/HI JACJIOITPOMU3BOJACTBA

KanpOBoe JOKYMCHTHUPOBAHHMEC 1 JCTOIIPOU3BOJACTBO

Opranu3alluOHHO-PACIIOPIUTENbHbIE TIOKYMEHTHI B YIIPABJICHUU OpraHu3aliei

NN [N [N —

[TpuHIMIIBI TOCYIAPCTBEHHOT'O PETYIMPOBAHUS TOKYMEHTO000pOTa U
JIeI0NPOU3BOJACTBA

Tabauya 4. [lpakmuueckue 3aHITHSL

z

=
~
=

Tema

Crny>xeOHble JOKYMEHTBI

[TpaBoBbI€ BOMPOCHI peryiaMeHTaIni 0(hOpMIIEHHS CITYKeOHBIX IOKYMEHTOB

[TpaBoBBIE BOMPOCH OTBETCTBEHHOCTH IO CIY)KEOHBIM JIOKYMEHTAM

I[OKYMCHTI/II)OBaHI/IC " JCJIIOIMPOMU3BOACTBO B CPEAHEM U MAJIOM ousHece

YnpasineH4yecKas JOKyYMEHTaLHUs

DJEeKTPOHHBIA JOKYMEHTO000POT

YHpaBﬂqueCKHC JOKYMCHTEI 110 JIMYHOMY COCTAaBY

WHubopMallmOHHO-CIPaBOYHbIE IOKYMEHTHI

O [0 (J|[N|Nn | |[W(N|[—

JIOKYMEHTBI 110 00palieHHsIM rpaskIaH

DKcrnepTu3a JOKYMEHTOB

— | —_
—_ O

Iloaroroska JOKYMCHTOB U ACJI HAd apXHMBHOC XPAHCHHUC

Tabnuya 5. Jlabopamopmuvie pabomsl - 1O JUCHUIUIHHE «J[OKyMeHTaImOHHOE
obecriedueHre ymnpaBlieHUs] OM3HECOM» HE MPEAyCMOTPEHBbI YYeOHBIM TIAHOM TI0 HAIPABIICHUIO
38.03.01 DxoHomuKa, HAMIPaBICHHOCTH (MPOohUih) «byXraiTepckuil y4eT, aHaiu3 U ayIuT.

Tabnuya 6. Camocmoamenvroe usyyeHe pa3aesioB JUCLUILIIUHBI

Ne n/mt Bonpocel, BEIHOCUMBIE Ha CAMOCTOSITEIBHOE U3YUEHHE

1 Wcroprnueckuii 1 nHGOPMAIIMOHHBIN aCIEKTHI B ONPEISJICHUN JOKYMEHTA

2 OcHOBHBIE KaTErOpUH JEIONPOU3BOJICTBA U JOKYMEHTOBEACHHUS

3 Oco0eHnHocTH 0OpMIICHHS YIPABIECHYECKUX JOKYMEHTOB

4 [TonsiTHE FOPUANYIECKOH CHIIBI JOKyMeHTa. CrIocOObI MPUIaHUs TOKYMEHTY
FOPUINYECKON CUIIbI

5 HopmaTnBHO-METOIMYECKUE aKThI, OTPENEISIONINE TOPSIOK CO3TaHUSI M OPOPMIICHHS
JIOKYMEHTOB

6 Haznauenwue u kiaccugukainus crpaBoyHO-UHGOPMAIIMOHHON JTOKYMEHTAIIUU B
YIPaBICHYECKON 1€ATEIbHOCTH

7 Kagposoe nenonponssosactso. IIpaBoBoii ctatyc Tpy10BOTro 10roBopa

8 Bupl oprann3aliioHHO-pacopsAUTENbHBIX IOKYMEHTOB: KOH(UICHIIMATbHBIE,
(GbuHaHCOBbIE, HAJIOTOBBIE, YUPEIUTENIbHbIE U OAHKOBCKUE JOKYMEHThI

9 KonnernansHbie JOKYMEHTBI: PEKBU3UTHI, MpaBuia 0hOpMIIECHHs, aBTOPCTBO,

JACJIOIMPONU3BOACTBO, KOHTPOJIb HCIIOJTHCHUSA




10 ApXHBHOE 00CITy)KHBaHHE TOKYMEHTOB

11 VYnpasnenue ciry:k00i JOKyMEHTalMOHHOTO o0ecrnieueHus ynpasienus (10VY)
HPEAIPUATHS

12 Opranu3aiius paboThl JOKHOCTHBIX JIUI] IPEANPUSITHS C TOKyMEHTaMU

5. Ouenounvie mamepuanvt 011 MeKyuie2o u pyoexicHo20 KOHmMpPOJia yCneeaemocmu u
nPOMeINHCYMOUHOU ammecmayuu

KoneunbiMu  pe3yiapTaTaMu  OCBOGHHSI  NpPOTpaMMbl  TUCHUIUIMHBI  SIBJISIIOTCS
c(hOpMUPOBAHHBIE KOTHUTUBHEIE JECKPHUITOPHI «3HATHY, KYMEThY, «BIAJCTh», PACIHCAHHBIC TIO
OTIENbHBIM KoMIieTeHIusIM. DopMupoBaHHe ITUX AECKPUIITOPOB MPOUCXOAUT B TEUECHUE BCETO
ceMecTpa 1o dTarmaM B paMKaxX pa3IudHOTO BUA 3aHITUN U CAMOCTOSITEITLHOU PabOTHI.

B xone u3yueHus: IUCUUIUIMHBI PEAYCMaTPUBAIOTCS MEKyujuil, pyoexcHulit KOHmMpoJib
U RPOMENCYMOYUHAA ANMMECMAYUSL.

5.1.0uyenounvie mamepuanvt 011 meKyuwieco KoHmpoaa. Lleno mexywezo koumpons —
OIICHKA Pe3yJIbTaTOB PabOThI B CEMECTpPEe B 00ECIeYCHHEe CBOSBPEMEHHON OOPAaTHOM CBSI3M, IS
KOpPpeKIHUHU OOy4YeHMs, aKTHBH3AI[MM CaMOCTOSITENbHOM paboThl oOyuaromierocs. OOBEKTOM
TEKYIIET0 KOHTPOJISL SBIISIOTCS KOHKPETU3UPOBAHHBIE pE3yJbTaThl 00ydeHus (ydeOHbIS
JOCTUKEHHUS) [0 TUCIUILINHE «J{OKyMeHTallmOHHOE 00ecrieueHre ypaBIeHHsI OU3HECOM.

Texywquii KoHmponb YCIIEBAEMOCTH OOECIeYMBAaeT OIICHUBAHHE XOJlda OCBOCHUS
TUCHMILTUHBL  «J{OKyMeHTallMoOHHOe oOecredyeHrne yhpaBieHHs OWU3HECOM» U BKIIOYAeT:
BBITIOJTHCHHE  MPAKTUYECKMX pPabOT, CaMOCTOSITENILHOEC  BBIMIOJIHEHUE  HMHIWBHYaITbHBIX
JOMalTHUX 33JaHui (HalpuMep, pelieHue 3aa4) ¢ OTYETOM (3alIUTOI) B yCTAaHOBIIECHHBIN CPOK,
HAIMCaHKE JTOKJIAI0B, peepaToB, TUCKYCCHU.

OneHka KayecTBa MOJITOTOBKM HA OCHOBAHWHU BBHINOJHEHHBIX 33JaHUN  BENETCS
npernogaBarenieM (C OOCYKICHHEM pe3yJbTaToOB), OaIbl HAYUCISAIOTCS B 3aBHCUMOCTH OT
CJI0)KHOCTH 3a/1aHUS.

5.1.1. Bompocbi no memam Oucuunauuvl _«/[OKyMeHmauuoHHoe _odecneuenue
ynpaejienusa 0uzHecom» (Konmpoaupyemas xomnemenuusa YK-2, unoukamop oocmudicenus
komnemenuyuu YK-2.2)

Tema 1. Ocnosbl 00OKyMeHmMupo8anus ynpasieH4ecKoil 0esameabHoCmu
1. Ilpenmer, 3aJauy, OCHOBHBIE KaTeropuu yueOHOi JUCLMILIINHBI
«JloxymeHTanmonHoe obecrieueHre yrnpapieHusi OU3HECOM»
Knaccudukanus ynpaBieHIeCKHX JOKYMEHTOB U UX BHUJIBI
YHudukanus u cTaHgapTU3alnys yupaBleHYeCKHX JOKYMEHTOB
JIeKCUKOH yIIpaBJIEHYECKUX TOKYMEHTOB
OcoOenHocty 0popMIIeHHS YIPABIECHYECKUX JOKYMEHTOB
TunoBble CPOKU XpaHEHUS YIPABICHYECKUX JOKYMEHTOB
T ema 2. Ilpasosvie 6onpocwt peznamenmayuu 0QopmaeHus cayyHceoOHvlx 00KyMeHn o8
1. IOpunnueckas cuiia u I0pUANYECKas 3HAYMMOCTh JOKYMEHTOB
2. Bwujibpl OTBETCTBEHHOCTH 3a MOJIENKY JOKYMEHTOB.
3. Bubl OTBETCTBEHHOCTH 32 XpaHEHUE JOKYMEHTOB.
4. Buapl OTBETCTBEHHOCTH 3a OIIMOKH B JOKYMEHTaxX
Tema 3. /lokymenmuposanue ynpaeienyecKkoll 0esimenbHocmu
1. CocraB 1 Ha3HaYEHHE OPraHU3ALUOHHO-PACHOPSIUTENBHBIX JOKYMEHTOB
2. HudopManmioHHO-CIIPaBOYHbIC JOKYMEHTBI
3. KomneruanbHble JOKyMEHTbI
Tema 4. Opzanuzayusn 0enonpou3eo00cmea
1. TlpuHUIMIBI OpraHU3AIIMY JIETONPOU3BOICTBA
2. Howmenkinarypa nen
3. IlpaBuna cocraBienus rpaduka J0KyMEHTOO00pOTa
4. DneKTpOHHBIN TOKYMEHTOOOOPOT

XUk W




Tema 5. Kaoposoe 0oKymenmupoeanue u 0e10npou3800Ccmeo

KoMmIuiekT 1oKyMeHTOB 110 TPYI0BOM JAESTEIbHOCTH PaOOTHUKA

[Topsinok 3aKiIt0YeHHs TPYI0OBOTO JOTOBOpa

Odopmiienue npueMa Ha paboTy

TpynoBas kHUXKa: 0pOpMIIEHHE U BEICHUE.

JInuHoe nieno coTpyaHMKa

HNudopmanimoHHOe cOMpoBOXKIeHHE TPOPECCHOHANBHON AEATEILHOCTH COTPYAHMKA

. Kagposoe nenonpounsBoacTso

Tema 6. Opeanuzayuonno-pacnopaoumenbviovle OOKYMEHMbl 6  YNPAGIEHUU

opzanu3ayuei

1. Bunel opraHu3almoOHHO-PACTIOPSTUTENBHBIX JOKYMEHTOB

2. CoBpeMeHHbIE NpaBujla COCTABJICHUS JEJIOBBIX TUCEM

3. Ocobennoctu paboThl cekpeTaps-pedepeHTa, MOMOIIHUKA PYKOBOJMUTENS, YICHOTO
CeKpeTapsi, IOMOIIIHUKA JIenyTara

4. KsanudukannoHHsle TpeOOBaHMS K TOMOIIHUKAM PYKOBOJUTENEH

5. KoumnernanbHble JOKYMEHTBI

Tema 7. IIpMHOMIBI TOCYIAPCTBEHHOI0 PEryJMpOBAHUSA JOKYMEHTO000pOTa W

AeJIONPOU3BOACTBA

1. ApxuBHOe 00CITy’)KMBaHHE JOKYMEHTOB Ha MPEANPHUITUN

2. ApxuBHOe 00CTy’kKMBaHHE TOKyMEHTOB B ['ocynapcTBeHHOM apxuBe PD

3. TlpuHUMITEI SKCHEPTU3BI TOKYMEHTOB Ha MPEANPUATUH U B [ 0CyTapCTBEHHBIX apXUBax

N AW~

Memoouueckue pekomenoayuu no n0020MoOBKe K yCHHoOMY Onpocy
[Ipu moaroToBKe K yCTHOMY OIPOCY CIIEYET, MPEKIE BCEro, MPOCMOTPETh KOHCIIEKTHI

HGKHHﬁ. Ecmm xakme-To BOIIPOCHI BBIHECCHBI MPCTIOAABATCIIEM HA CAMOCTOATCIIBHOC H3YUYCHUC,
CJICayCT 06paTI/ITBCSI K y‘l€6HOI>'I JIUTCPATYypC, peKOMeH,HOBaHHOI\/'I npenoaaBaTeyicM B Ka4YCCTBC

UCTOYHUKA CBEJICHUU.

Kpumepuu oyenusanusa npu ycmmuom onpoce

bannel (oneHka)

Kpurepuu orieHuBaHus

3 Gauta (KOTIUIHO)

OO0yuarommmiicst:

— TIONHO M3JaraeT M3Y4YeHHBIH MaTepHuall, JaeT MpaBUIbHOE
ONpEACIICHUE TTOHATHIA;

— oOHapyXHBacT MOHUMAHKE MaTepHalia, MOKET 00OCHOBATh
CBOM CYXJEHHS, MPUBECTH HEOOXOTUMBbIC TPHUMEPHI HE
TOJILKO 110 YYeOHHUKY, HO M CAMOCTOSTEIIBHO COCTaBJICHHBIC;

— U3JaraeT MaTepual Mocie0BaTeIbHO U MPABUIBHO C TOYKU
3peHUs] HOPM JIMTEPATYPHOTO SI3bIKA

2 Gamna («XOpoIIoy)

OO0yuarommiicst:

— JaeT OTBET, YIOBJCTBOPSIONUN TEeM ke TpeOOBaHUSM,
YCTAHOBJICHHBIM JUIS OLICHKH «OTJIMYHO», HO JOMYCKaeT He
0osiee 2 HerpyOBIX OIMMOOK, KOTOPHIC CaM K€ MCIPABIISET,
1 He OoJsiee 3 HETOUYETOB

1 6amn
(«yIIOBIETBOPHUTEIHHO)

OO0yuaronmiics:

— oOHapyXWBaeT 3HAaHWE ©  TOHMMAaHHWE  OCHOBHBIX
TIOJIOKEHUH TEMBbI, HO H3JIaraeT MaTephal HEMOJHO H
JOMYCKAaeT HETOYHOCTH B  OMNpPENEICHHH  TOHATUH
(momyckaet Gosiee 2 HETpyObIX OITMOOK);

— W3JIaraeT MaTepHall HEemoCJIeI0BaTelIbHO, JIOMycKaeT Ooliee
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3 HEOOUYETOB.

0 Sasut0B OO0yuarommmiicst:

(«HEYIOBJIETBOPUTEILHON ) — oOHapyXHUBaeT HE3HaHUE OobIein 4acTHu
COOTBETCTBYIOIIETO  pasfeia H3y4yaeMoro marepuaia
(momyckaet rpyoOblie OUTHOKH).

I'pybvie owubKku: HETIPAaBUIBHBIA OTBET WM TOSICHEHUS K OTBETY Ha ITOCTABJICHHBIN
BOIIPOC; HETPaBUIbHOE orpesiesieHue 0a30BbIX TEPMUHOB MO TUCIUIINHE.

Heepybvle owubku: HETOYHBIH WM HENOJHBIM OTBET Ha MOCTaBJICHHBIM BOIPOC; MpHU
MIPaBUWJILHOM OTBETE€ HEYMEHHE CaMOCTOSITENIbHO WU MOJHO 000CHOBATh M MPOWLIIOCTPUPOBATD
ero.

HeOouembvi:  HENOCIENOBAaTEIbHOCTb, HETOYHOCTh B  SA3BIKOBOM  O(opMIIeHHH
M3J1araeMoro.

bamner (1-3) Moryt crTaBUThCS HE TOJIBKO 3a €IUHOBPEMEHHBIH OTBET, HO M 3a
paccpeloTOUeHHBIH BO BPEMEHH, T.€. 3a CyMMY OTBETOB OOYYalOIIErocs Ha MNPOTSIKEHUU
3aHATHS.

5.1.2. Ouenounvie mamepuaivl 04 CAMOCHOAMENAbHOU pPAOOMbl _00yUaAIOULe20Cs
(munogvte _3a0auu) (Koumpoaupyemas komnemenuus YK-2, unouxamop oocmuiicenus
Komnemenuuu YK-2.2)

[Tepeuens THUTIOBBIX 337a4 /IS CAMOCTOSITEIIBHON paboThl CHOPMHUPOBAH B COOTBETCTBUU C
TEMAaTHUKON TMPaKTUYECKUX 3aHATUH 1O JUCHUIUTMHE «JlOKyMeHTalnoHHOe obecreueHue
yIpaBieHUs] OU3HECOMY.

LIpumepbr munoguix 3adanuii
1. PazpabotaiiTe MOJKHOCTHYIO MHCTPYKIMIO JUIsi Oyxraiarepa (UpPMBI, OCHOBBIBAasACh Ha
MOJIOKEHUHU O OyXralTepun
2. CocraBbTe TUYHOE PE3OME
3. CocTtaBbTe CpaBKy 10 YCTaHOBIEHHOMY 00pasily
4. CocTtaBbTe paclopspKeHHE TUPEKTOpA MO BBIE3AHOMY cOopy cTymeHudeckoro aktuBa B COJI
«Yarika»
5. Tlomp3ysick JOMKHOCTHOW HMHCTPYKIIMEH, COCTAaBbTE IMEPEUYEHb W3 JIECATH TPeOOBaHWUU K
pabote cekperaps-pedeperta. ONUIIUTE TPU CHUTYallUH, WUIIOCTPUPYIONIUE BBINOJHEHHUE
JaHHBIX TpeOoBaHUI
6. CocTaBbTe 10 OAHOMY BHUJY JEJIOBOIO MUChbMA, UCHOIB3Ys NMPOJOIbHBIE (GOpMBbI OaHKOB (3
MMCHhMa)
7. CocTaBbTe HO OJHOMY BHJy JEJIOBOIO MHCHbMa, MCIOJIB3YsS YIJIOBbIE (OpMbI OJaHKOB (3
MMCHhMa)
8. Odopmure npoToKoN 3aceaHust Kadeapbl OyXraaTepcKoro yyera, aHajau3a U ayIuTa
9. Odopmute BBIITUCKY U3 IPOTOKOJIA O pEeUICHUH Kadeaphl 10 KOHKPETHOMY BOIPOCY
10. CocTtaBbTe aKT CIIMCaHUs MaTepUAIbHBIX LIEHHOCTEN
11. CoctaBbTe 0OBACHUTENBHYIO 3aMMCKY Ha 33IaHHYI0 TEMY
12. CocrtaBbTe NOKJIAJHYIO 3aIIMCKY Ha 33JaHHYIO TEMY
13. CocraBbTe MO OHOMY BUIY TOKYMEHTA MO OOPAIICHHUSIM TpaKaaH
14. CoctaBbTe peecTp BXOAAIICH U UcxXoasel nHdpopmarim)
15. CocrtaBbTe OIHUCH Jena
16. Pa3paboTaiiTe SKCIIEpTHOE 3aKIIOUYEHUE N0 MPOEKTaM M OpUTHHAJIaM JOKYMEHTOB (5 MITYK),
onupasch Ha nojoxenus ['OCT P 6.3-2003
17. CocTtaBbTe HPOEKT JOrOBOpa O COTPYIHHUYECTBE MeXIy UeasiOMHCKUM TroCyapCTBEHHBIM
MeAarorndyeckuM YHUBEPCUTETOM U 00111e00pa30BaTeIbHOM OpraHu3anuen
18. CocTaBbTe BBIIUCKY U3 peLICHUs 00IIero cOOpaHus KOJUIEKTHBA
19. CocraBbTe NPOEKT HOMEHKIIATYPHI A€ MPEATIPHUITHS
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20. CocTaBbTe NPOEKT IUTATHOI'O PACTINCAHUS

21. CocTtaBbTe NMPOEKT NMPOrpaMMbl KOH(PEPEHIIUU

22. CocTtaBbTe NPOEKT IIJIaHA IBAaKyalluu

23. CocTtaBbTe MPOEKT CIYKEOHOT0 3aJjaHusl paOOTHUKY

24. CocTaBbTe IPOEKT paclycaHus yueOHbIX 3aHATHH B IIKOJIE
25. CoctaBbTe MPOEKT CMETHI Ha IPOU3BOJCTBO PabOT

Memoouueckue pekomenoauuu no peuienuio 3a0ay

[TpucTtynas K pacCMOTPCHHIO TIPHUMEPOB MW CaMOCTOSITCIILHOMY pPEIICHHIO0 3ajad,
HEO0OXOUMO BHHMATEIBHO MPOYECTh KOHTEHT IO COOTBETCTBYIOIIEMY BOIPOCY TEMBI U
MpopadoTaTh COOTBETCTBYIOIIUE pa3/ielibl B PEKOMEHJOBAaHHBIX HOPMATHUBHBIX JIOKYMEHTAX,
y4eOHHMKaX U JOMOJHUTEIBHON NuTepaType. PelieHne CUTyallMOHHBIX 3a7ad HEOOXOAMMO [T
Ooyiee TIOJTHOTO OCBOEHHSI TPAKTHYECKOW YacTH Kypca M WIrpaeT CYIIECTBEHHYIO pOIb B
dbopMupoBaHUU IPO(HECCUOHATIBHBIX KOMITIETEHITUH.

Kpumepuu ¢hopmuposanus ouenok no 3aoanusm 01 CAMOCHIOSAMENbHOU pPAdomovl
cmyoenma (munoewle 3a0auu):

baner (onenka) Kpurepuu ornieHuBaHus

3 b6ayna («OTIMIHOY) OOyuaromuiicst BRITIONHWI 3a/1aHus 03 omuO0K, 000CHOBAI BHIOOD
METOJIOB PEIICHUS, OTBETUJI HA BCE MOCTABJIICHHBIE TEOPETHUECCKHUEC
BOTIPOCHI

2 Gamna («XOpoIIoy) OOyuaromuiicsi B I1I€JIOM BBITIOJIHWI 33JaHUsI C HEOOJIBIIUMH

HEAOUCTAaMH, HEC 000CHOBAI HCKOTOpLIﬁ BbI60p MCTOAOB H
IpuUEMOB  PCIICHMA, OTBE€THWJI HE Ha BCC IIOCTABJICHHBIC
TCOPECTUUCCKHUEC BOIIPOCHL

1 Gamn OOyyaromuiics JIOMYyCTHJI CYIIECTBEHHBbIC OINMOKH, HE CMOT
(«yIOBIIETBOPUTEITHHOY) 000CHOBATh BHIOOP METOJIOB W MPUEMOB PEIICHHS, OTBETHII HE Ha
BCE TIOCTaBJICHHBIE TEOPETUUYECKUE BOTIPOCHI

0 6amoB OOyyaronuiicss He CMOT BBITIOJTHUTD 33JaHUS
(«HEYIOBJIETBOPUTEIHHOY)

5.1.3. Ouenounvie mamepuanvt 0711 6bINOJIHEHUA pehepamos no OucCyunIuHe
«/lokymenmayuonnoe  obecneuenue  ynpaeneHus ousnecom» (Koumpoaupyemasn
komnemenyua YK-2, unouxamop doocmuicenusn komnemenyuu YK-2.2)

Iepeuenv mem 05 pechepamos

ApxuBHbli ponz Poccuiickoit depepanuu U €ero COCTaBHBIE YAaCTH
JlenoBoe NUChbMO: 1ieIb TMCbMA, TEKCT MUChbMa, 00LIHe IpaBUia

3azauu apxuBa NpeANpUATHL

3amura JOKyMEHTOB, COAEPKALIMX KOMMEPUECKYIO TallHy

OcHOBHBIE TIpaBWJIa OPTaHU3AIMU PAOOTHI C JOKYMEHTaMH, COJCPIKALTIMHU
KOH(UIeHIIMAIbHbIE CBEICHUS

OcHOBHBbIE NpaBUJIa YHUUTOXKEHUS JOKYMEHTOB. XapaKTEpPUCTHKA LIPEIEPOB
OCHOBHBIE XapaKTEPUCTUKU KHHOJOKYMEHTHUPOBAHMUS

OcCHOBHBIE XapaKTEPUCTUKU (POHOTOKYMEHTHPOBAHUS

9. OcHOBHBIE XapaKTEpUCTUKH (HOTOAOKYMEHTUPOBAHUS

10. OcoGeHHOCTH OPOPMIICHHS TUCEM, TIEPEIaBAEMBIX IEKTPOHHON MOYTOMH
11. [lepeyeHb TUMOBBIX TOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS

12. Ilncemo-xanoba 1 OTBET HA HETO

13. [IncbMoO-3aKa3 ¥ OTBET HA HETO

MRS
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14. Tlucemo-3anpoc (TpeboBaHKE) U OTBET Ha HETO

15. IInceMO-nIpeisIoKEHNE U OTBET HA HErO

16. IloHsiTHE CpOKaA XpaHEHMSI TOKyMEHTa

17. IloHsITHE DIEKTPOHHOTO JOKYMEHTA, JIEKTPOHHOTO JTOKYMEHTO000pOTa
18. Ilpuem-niepeauya apXuBHBIX A€

19. IIporpammel cOCTaBIEHUS U PEAAKTUPOBAHUS JOKYMEHTOB

20. Cpoku XpaHEHHUs1 JOKYMEHTOB NPEANPUATUS

21. TpeboBanms k paboTe cexpeTapsi, cekperaps-pedepeHta

22. XapaKTepUCTHKa CBEACHNUMN, OTHOCSIIUXCSI K KOMMEPYECKON TaliHe
23. DAEKTPOHHBINH JOKYMEHTOOOOPOT U €ro NMporpaMMHoOe o0ecrieueHre
24. DTUKET B JCJIOBOM NEPENUCKe

25. Knaccudukanus 1eI0BbIX THCEM

Tpeoosanusa K cmpyKkmype, CO0epHCAHUI), MeEMOOUYecKue pPeKOMeHOauuu no
Hanucanuio pegepama

B coorBerctBuu c¢ IlomoskeHuem o paboueil mporpamme AUCHUILIUHBI (MOIYJS) IO
oOpa3oBarenbHBIM TIporpammam Beiciiero oopaszoBanus B KBI'Y, npunstoro YMC KBI'Y 01
utoHs 2018 r. (mpotokon Ne 8) m yrBepxkaeHHoro npopektopoMm no YP (https:/kbsu.ru/wp-
content/uploads/2018/12/rpd01.pdf) peghepam — noxnan Ha onpeneTICHHYIO TEMY, BKIFOUAFOIIHI
0030p COOTBETCTBYIOLIMX JIMTEPATYpPHBIX U JAPYTUX HCTOYHUKOB; KpaTKOE H3JI0KEHHUE
COJIep’KaHUsl HAay4yHOU paboThl, KHUTU (WM €€ 4YaCTH), CTaTbU C OCHOBHBIMHU (DaKTHUUECKUMU
CBelleHUsIMM M BbIBoJaMH. Pedepar sBnsercs TBOpuYecKOM HCCleI0BaTEIbCKONW paboToil,
OCHOBAaHHOM, TPEXAE BCETO, HA H3YYEHUH 3HAYUTEILHOTO KOJMYECTBA HAYYHOW M HWHOM
JUTEPATYPHI [0 TEME UCCIICIOBAHUSL.

Pedepat noarorasnupaercs u opopmisercs ¢ yuerom tpedoanuii [OCT 7.32 -2001.

Tpebosanus k cmpykmype u cooepaicanuio pegpepama:

Hanucanue pedepara BKIIIOYAET BHIIIOJIHEHUE CIEAYIONIUX 3TAIOB:

- BBIOOD TEMBI;

- noA0O0p U U3ydeHUe JIUTepaTypbl 1 HOPMATUBHOM 0a3bl 110 U30paHHOU TEME;

- COCTaBJICHHUE IIaHa padoThI;

- U3y4YeHHe 00bEKTa UCCIIEeI0BAHUS;

- cbop, 00paboTka U 06001IEHHE TPAKTUIECKOTO MaTepUaa;

- HancaHue u oopmieHue pedepara.

IIpu odopminenun pedepara cienyer MMETh B BHUIY, YTO OH BKJIIOYACT CIEIYIOLIHE
COCTaBHBIC YaCTH: THUTYJBHBIH JIHCT, OTJIABJICHUE (COAEp)KaHHE), TEKCTOBYIO YacTh, CITMCOK
UCIOJIb30BaHHOM JINTEPATYPbl, NPHIOKEHHS (IIPU HEOOXOTUMOCTH).

TutynbHbIN 1HCT pedepaTa odhopmiisieTcs Mo TpeOOBaHUSIM, YKAa3aHHBIM HUXKE.

B ornaBnenun (comep)kaHUM) MOCTENOBATENbHO IEPEUUCIIAIOTCS HAUMEHOBAHUS
BOIIPOCOB IIJIaHa pedepara ¢ ykazaHUEM HOMepa HayaJlbHON CTPaHUIIbL.

TexcroBas yacTb pedepara JOIKHA COAEPIKATh:

1. BBenenue.

2. OCHOBHYIO (CHELUAIBHYIO) YaCTh.

3. 3akirodeHue.

B cnmcok nwurepaTypbl BKJIIOYAIOTCS BCE HCTOYHUKU (y4eOHHMKH, MOHOTrpaduu,
3aKOHOJIATeIbHBIC H HOPMATHUBHBIC aKThI, CIIPABOYHHKH, KYPHAJIBHBIE CTAThH), HCIIOJIb30BAaHHBIC
IIPU UCCIIEZIOBAaHUM BBIOpaHHON TeMbl pedepata, JlureparypHble HCTOYHUKM paCIoyaraiorcs B
an(aBUTHOM TTOpsAIKE (haMIIINI aBTOPOB U Ha3BaHWI HOPMATHBHOTO JJOKYMEHTA.

Hanucanue mexcma pegpepama

Hauunaercs pedepar ¢ BBenenus. Bo BBeieHun HE0OX01MMO 000CHOBATH aKTyaJIbHOCTh
BbIOPAHHOW TE€MBbI, ONPEIETUTh LeJIb U PACKPhITh COJEpPKAHUE MOCTABJICHHBIX 3a]ad, a TaKKe
yKa3aTh OOBEKT M MMPEIMET UCCIICAOBAHMS.
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AKTyanbHOCTh — 0O0s3aTesibHOE TpeOoBaHME K JH000H HayuHOU pabote. OcperieHue
aKTyaJTbHOCTH HE JIOJDKHO OBITh MHOTOCJIOBHBIM. J[OCTaTOYHO B TpeAesiax OJHOW CTpaHHUIIBI
MOKa3aTh TJIABHOE — CYTh MPOOJEMBI, KOTOpas SBIsETCS TeMoW naHHoro pedepara. 3aTem
JIOTUYHO CIIEAYET MEPEHTH K (POPMYITHPOBKE IETH MPEIANPUHUMAEMOT0 UCCIICIOBAHMS, a TAaKKe
yKa3aTb Ha KOHKPETHBIE 3aJaud, KOTOpbIE MPEACTOUT PEIlaTh B COOTBETCTBHM C 3TOM IIEIIbIO.
D10 O00BIYHO JenaeTcsi B (opMe TmepeduclieHuss (M3y4YuTh..., PACKPHITh..., TOKA3aTh...,
YCTaHOBUTh... W T.M.). DOPMYIHPOBKH ITUX 3a7ad HEOOXOAMMO JAeNaTh KaKk MOXKHO Oojee
THIATEIHHO, TOCKOJIBKY OIMMCAHWE WX PENICHUs JOHKHO COCTaBUTH COJEpPKaHUE BOMPOCOB
pedepara.

B Bompocax ocHOBHOW wacTu pedepara MOAPOOHO paccMaTpUBaeTCS METOAUKA U
TEeXHHKa HCCIEeOBaHUS M 0000maTcs pe3yiabTatel. CojepikaHue BOIPOCOB OCHOBHOW 4YacTH
JOJDKHO TOYHO COOTBETCTBOBATH TeMe pedepaTa M MOTHOCTHIO €€ PACKPHIBATh.

OcHOBHass 4acThb MOXET JEJIUTbCA Ha TEOPETUUYECKYI0 U TNPAKTHYECKyr. B
TEOPETHUECKOM YacTH W3JAraloTCsd ¢ aHAIM3UPYIOTCS HaumOoyiee OOIIUE  TTOJIOKEHUS,
Kacarouuecs: JaHHOM TeMbl; B MPAKTUUECKOW YaCTU pacCMaTPUBAETCS KOHKPETHBIM TEKCTOBBII
WJIU TIPAKTUYECKUN MaTepHual.

B ocHoBHOI1 yacTu pedepara u3naraeTcs MpeaMeT, KOTOpOMY MOCBsIIEeHa TeMa PadOoTHI.
Texkct gomxkeH OBITh TOCTPOEH CBSI3HO, NIEIUTHCS HAa OMPEEICHHBIE CMBICIOBBIE YacTH, B
KOTOPBIX TMOCJIEIOBATEIbHO PACKPBHIBAIOTCS OCHOBHBIE BOMPOCHI, KAacarolvecs MpeaMeTa
paboThl, €ro CcBOWCTB, (YHKIMA W BHUIOB. OTH 4YaCTH JOJDKHBI HMETh Ha3BaHUS,
3apUKCUPOBAHHBIC B «COICPKAHUM» C OTMETKON COOTBETCTBYIOIIECH CTpPaHHIIBI, C KOTOPOM
HAYMHAETCS JaHHas 4acTh Marepuana. B Tekct pedepara o0s3aTeTbHO BXOIAT U COOCTBEHHBIE
MBICITH CTYyJIEHTa MO0 aHauu3y MaHHON TpoOIeMbl Ha TEKYIIUH MOMEHT B JIUTEpaType H
MpakTUKe. 37eCh TaKKe MOTYT OBITh YMECTHBI NMPHUMEPHI M Pa3juvHas HArISAHOCTH (00pasibl
JIOKYMEHTOB).

OcHoBHas yacTh pedepaTa MOKa3bIBaCT yMEHUE OOYYaromIerocs CXKaro, JIOTUYHO |
apryMEHTHPOBAHO M3JaraTh MaTepuai pedepara o BHIOpaHHON TeMe.

3akanuuBaeTcs pedepaT 3aKiIoueHHEeM. JTa 4YacTh pedepara JOJDKHA TPEICTABISATH
co00if MmocieI0BaTeIbHOE, JTOTHUECKH CTPOHHOE U3II0KEHHE TTOMyUYEHHBIX UTOTOB MPOBEICHHOTO
WCCIICIOBAHUS U MX COOTHOIIICHHUE C OOIIEH IeNIbI0 U KOHKPETHBIMH 3a/1adyaMU, TIOCTABJIEHHBIMHU
u chOpMYyIMPOBAHHBIMH BO BBEICHUHU. 3aKIIOYCHHE BKJIIOYAeT B CeOs M MPaKTHYECKHE
MIPEAJIOKEHUS, KOTOPBhIE 00S3aTEIHHO JIOJDKHBI UCXOUTh U3 KPyra BOIIPOCOB, U3yUYEHHBIX JINYHO
CTYJICHTOM B IPOILIECCE MPOBEACHHOTO UCCIIEI0BAHUS.

[Tocne 3akimtoueHUsT MPUBOIUTCS CIIMCOK MCTIOIB30BAHHON JIUTEPATYPHI, COCTABIISIOIINA
OJIHY U3 CYIIECTBEHHBIX yacTei pedepara. OH OTpakaeT CaMOCTOSITETFHYIO TBOPUYECKYIO paboTy
ctyaeHTa. Kaxaplii BKJIIOYEHHBIA B TaKOW CHHUCOK JIUTEpPaTypbl HCTOYHHK JOJKEH HMETh
OTpakeHHE B OCHOBHOW uacTu pedepara. Ecnu oOyuaronuiicst genaeT CChUIKY Ha KaKue-TnOo
3aMMCTBOBaHHbIE (PAKThl WM I[HUTHPYET pabOTHl aBTOPOB YYEOHHKOB, TO OH JOJKEH
00s13aTeIbHO YyKa3aTh B KOHIIE CCBUIKM WU [UTaThl HOMEP JIMTEPATYpPHOTO HCTOYHHUKA U3
CIUCKa, OTKyJa ObLT B3AT MaTepuald. KoJIM4ecTBO HMCTOYHMKOB B CIHCKE OIPEACICTCS
CTYZIGHTOM CaMOCTOATENBHO, Ul pedepaTa MX pekoMeHayemoe KonudectBo oT 10 mo 20.
Ceenennst 00 UCTOYHHUKAX MPUBOASTCS B cooTBeTCTBUH ¢ TpeboBanusmu ['OCT 7.1. TOCT 7.80.
I'OCT 7.82.5.10.2.

Tpebosanus no ogpopmnenuro pepepama.

1. IleyatHas gopma — JOKYMEHT JOJDKEH OBITH CO3/1aH Ha KOMIBIOTEPE, B MPOTpPaMMe
Microsoft Word.

2. O6wvem pedepara — He MeHee 10 cTpanun u He Oonee 20 CTpaHUI] MAITHHOMTUCHOTO
TekcTa (0e3 ydera THUTYJIBHOTO JIMCTAa, CIHCKAa KIIOYEBBIX CJIOB, COJCPXKAHUsS, CIHCKA
WCIOJIb30BAaHHBIX MCTOYHUKOB U MPUIIOKEHMI). PacrieyaTka mpou3BOAMTCS HA OJHOM CTOpOHE
mucta. @opmaT cTaHAapTHBIN — A4.

3. Ilons crpanuusl: geBoe — 30 MM, IpaBoe, BEpXHEE, HUKHEE 1o — 1o 20 MM.
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4. BeipaBHUBaHME TeKCTa — 0 mMpuHe. KpacHas ctpoka opopmiisieTcs Ha OTHOM YPOBHE
Ha BceXx cTpaHuuax pedepara. OTCTyI KpacHOU CTpOKHU paBeH 1,25 cMm.

5. Hlpudt ocHoBHOro Texcta — Times New Roman. Pazmep — 14 n. LBer — depHbIil.
NHTepBan Mexay CTpOKamMH — IOITYTOPHBIN.

6. Hazpanus I'JIaB [IPOIUCHIBAKOTCS 10JTy>KUPHBIM (pa3mep — 16
11.), TIOJ[3aTr0JIOBKH TaK)Ke BBIACIAIOT KUPHBIM (pasmep — 14 m.). Ecim 3aronoBok pacmoiioxxeH
II0 LEHTPY CTPaHUIIbl, TOUKA B KOHLIE HE CTAaBUTCA. 3aroJIoBOK He mojauepkuBaercs. HasBanus
pa3/esioB U MOApa3/esioB MPOMUCHIBAIOT 3arjlaBHBIMU OykBamu. Kaskplil CTPYKTYpHBIN JIEMEHT
pedepaTa HauUMHAETCS C HOBOW CTPAHUIIBI.

7. Mexly Ha3BaHHEM TJIaBbl U OCHOBHBIM TEKCTOM HEOOXOIUM HHTEpBal B 2,5 MyHKTA.
WHTepBanm MeXay MOA3arojOBKOM U TEKCTOM — 2 1. Mexay Ha3BaHUSMHU pas3feiioB U
MOJPa3/IeI0OB OCTABIISIIOT IBOMHOM MHTEPBAJ.

8. Hymepanusi cTpaHul] HAUMHAETCSA C TUTYJIBHOIO JINCTA, HO CaM TUTYJbHBINA JINCT HE
Hymepyetcs. Vcnonb3yrores apadckue nnudpel. CTpaHUIBI HyMEPYIOTCS B HIDKHEM MTPaBOM YTy
0e3 Touek.

9. IIlpuMeyanus pacnoysiaraloT Ha TOW JK€ CTpaHHUIle, A€ CclellaHa CHocka. Llurarsl
3aKIII0YAI0TCsl B CKOOKU. ABTOpPCKasi ITYHKTYalUsl M TpPaMMaTHKa COXPaHSIETCH.

10. TI'maBbl HymepytoTcss pumckumu mudpamu (I'maBa 1, ['maBa II), maparpadsr —
apabckumu (1.1, 1.2).

11. TuTynbHBIA TUCT — B BEPXHEH YaCTH YKAa3bIBAIOT IIOJIHOE HAa3BAaHWE YHHMBEPCHUTETA.
Hwxe ykaspiBatoT THI M Temy paOotThl. Mcmonb3ytoT Gonbmioi kernib. Ilog Temoii, crpasa,
pasMemarT nHpopManuo 00 aBTOpe U HAYYHOM PYKOBOAHTENE. B HIDKHEH 4acTH 10 EHTPY —
Ha3BaHHE IOPOJa U IoJl HallMCAHHUS.

12. Cnoucok HCIOJIb30BAHHBIX HCTOYHUKOB JODKEH (hopMHpoBaThes B aihaBUTHOM
nopsake 1o (aMuiMM  aBTOpoB. Bce UCTOYHMKM HyMepylTCs M pacrnojiaraiorces B
ONpEEICHHOM MOPSAIKE:

- 3aKOHBI;

- nocraHoBieHus [IpaBurenscTBa;

- Ipyrasi HOpMaTUBHasI TOKyMEHTaLUs;

- CTATUCTUYECKUE JAHHBIE;

- Hay4HbIE MaTepHaJlbl;

- Ta3eThl U KypHAaJbI;

- Y4eOHUKH;

- BJIEKTPOHHBIE PECYPCBHI.

BxiroueHHas B CIIMCOK JIMTEpAaTypa HyMEpYeTCsl CILIOIIHBIM HOPSAIKOM OT HEPBOIO J10
nocineAHero HazBaHus. [lo kaxaomy JIMTEpaTypHOMY HCTOYHHUKY YKa3bIBae€TCs: aBTOP (MU
rpynna aBTOPOB), IOJHOE HAa3BaHUE KHUTHM WM CTaTbH, MECTO U HAaUMEHOBAaHUE U3/1aTEIIbCTBA
(mns KHUT W OpoIIOp), TOA WM3AAHUA; JJS KYPHAJIbHBIX CTaTell yKa3bIBaeTCs HAaMMEHOBaHUE
’KypHaia, ToJ BblTycka U Homep. [1o cOopHuKam TpyI0B (cTaTeil) yKa3bIBaeTCsl aBTOP CTaThbH, €e
Ha3BaHME U Jjajiee Ha3BaHUE KHUTU (COOpHUKA) U €€ BbIXOAHbIE JaHHbIe. CCHIJIKM Ha UHTEPHET-
pecypchl B pedpepare npaBuiibHO 0opMIsATh B cooTBeTcTBUU ¢ yKazanusmu ['OCT 7.82.

13. B mnpunoxeHus peKOMEHAYETCS BKJIKOYATh MAaTEpUANIbl HWIUIFOCTPATUBHOTO U
BCIIOMOTATEeNIbHOTO  XapakTepa. B mOpuiaokeHHs MOryT OBITh TIOMEIIEHBI: TaOMUIBl U
WITIOCTpauy 60b1oro (Gopmara; TOMOJHUTENbHBIE pacdeThl. Ha Bce MpuioXkeHUsl B TEKCTe
palboThl TOJDKHBI OBITH JaHBl CCBhUIKM. llpuinokeHus pacmonaraioT B pabore M 0003HAYalOT B
MOPSAJIKE CChUIOK Ha HUX B TekcTe. [IpuioxeHus 0003Ha4alo0T 3arjJaBHbBIMU OyKBaMU PyCCKOTO
andasuta, HauMHAsA C A, 32 HCKIIOYEHUEM OYKB E, 3, I, O, 4, b, bl, b., Hanpuwmep,
«IIpunoxenne b». Kaxnoe mnpunoxenue B paboTe cienyeT HAaYMHATH C HOBOTO JIUCTA
(cTpaHMIBI) C yKa3aHMEM HaBepXy IOcCepeIuHe cTpaHulbpl cioBa «llpunoxenue» u ero
o0o3HaueHud. [IpunoxeHne MOKHO MMETh 3arojOBOK, KOTOPBIM 3alMCHIBAIOT CUMMETPUYHO
TEKCTY C MPOIMUCHON OyKBBI OTJICIEHON CTPOKOM.
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Kputepuu olieHWBaHUs IIpH 3amuTe pedepata

baner (orieHka) Kpurepuu orieHuBaHus

3 6amna («OTIIMYHOY) — COOTBETCTBUE COJIEP’KAHUS 3asBJICHHONM TEME€, OTCYTCTBUE B
TEKCTE OTCTYIICHUI OT TEMbI pabOTBHI;

— JIOTUYHOCTH U IMOCIIEIOBATEIBHOCTh B M3JIOKEHUU MaTepuaia B
pabore;

— KadecTBO paboThl ¢ 3apyOSKHBIMU U OTEYECTBEHHBIMHU
UCTOYHMKaMU WHPOpPMALMU W JaHHBIX, HHTEepHeT-pecypcaMu
(aKTyaTbHOCTh HMCTOYHHKOB, JOCTaTOYHOCTH HCIOJIb30BAHHBIX
WCTOYHUKOB JIJISl PACKPBITHSI TEMBI pabOThI);

— MPaBWIBHOCTH O(hopMIIeHHUS pabOTHI (COOTBETCTBHE CTAHIAPTY B
NPEJCTaBICHUN TEKCTA, CChUIOK, ITUTAT, TAOJHIIBI, TPpa)uIecKoro
Marepuaia u T.1.);

— CIIOCOOHOCTh K aHaM3y M 0000meHn0 HHGOPMAIIMOHHOTO
MaTepuaiga, CTENeHb IOJHOTE 0030pa COCTOSHHS BOMpOCa,
000CHOBAHHOCTh BBIBOJIOB B padoTe;

— paboTa npeacTaBieHa B CPOK;

— CHOCOOHOCTh K MYOJMYHOH KOMMYHHKAIIUH, TIOJyYEHBI
000CHOBAHHBIE OTBETHI HA JOMOJHUTEIBHBIE BOIPOCHI ayJUTOPUHU
Y TIPETIOaBaTeINs MIPH 3alIUTe PaOOTHI

2 Ganna («XOpoIIo») — COOTBETCTBHME COICPXKaHMs 3asiBICHHON TEME, HE3HAUYNUTEIIbHbBIE
OTCTYIUICHUS B TEKCTE OT TEMbI PabOTHI;

—  HE3HAUUTENbHBIE  HapylleHWss B JIOTMYHOCTH U
MOCJIEI0BATENbHOCTH U3JI0KEHHS MaTepHrala B pabore;

— B IEJIOM JIOCTaTOYHOCTb M aKTyaJIbHOCTH HCIIOIb30BaHHBIX
3apyOeKHBIX W OTEYECTBEHHBIX HCTOYHUKOB HWHGPOpPMALUU U
JTAHHBIX, IHTEepHEeT-pecypcoB JUIsl pacKpBITUS TEMBI pedepara;

— BBINOJIHEHBl OCHOBHBIE TPeOOBaHUS K O(GOPMIICHHIO PAaOOTHI
(He3HaUYMTENbHBIE HETOYHOCTH M OTCTYIUIEHUS OT CTaHAapTa B
IIPEJICTAaBICHUN TEKCTa, CChUIOK, LIUTAT, TaOJINLbI, TpaduuecKoro
Marepuania  T.1.);

— JIOCTATOYHBIA YPOBEHB MPOSBICHHOW CIIOCOOHOCTH K aHAIHM3y U
00001IeHNI0  MH()OPMAIMOHHOIO  MaTepHuaia, JOCTaTOYyHas
CTENEHb MOJHOTHI 0030pa COCTOSHUS BOIIPOca U 0OOCHOBAaHHOCTH
BBIBOJIOB B paborTe;

— pabota mpeiacTaBlI€Ha B CPOK, HO C HEKOTOPHIMHU
HelopaboTKaMu;

—  HENOJIHblE  OTBEThl  (HE3HAUUTENIbHbIE  OLIMOKM)  Ha
JIOTIOJTHUTENBHBIE BOIPOCHl AYJUTOPUM M NPENOAABATENS IIPU
3aluTe padOTHI.

1 6ann — WMEIOTCA CYUIECTBEHHBIC OTCTYIUICHUS COJAEP)KaHUS OT
(«yZOBIIETBOPUTEIIHHOY) 3asIBJICHHOW TE€MBbI, 3HAYMTEIbHBIC OTCTYIUICHUS B TEKCTE OT TEMBI
paboThI;
- 3HAYHUTEIbHBIC HapyIICHHS B JIOTHYHOCTH u

MOCJIEI0BATEIbHOCTH U3JI0KEHUS MaTepuaia B padore;

— B ILEJIOM  HEIOCTaTOYHOCTb, HENOJIHAsA  aKTyaJbHOCTb
UCIIOJIb30BAaHHBIX 3apyOEKHBIX U OTEYECTBEHHBIX HCTOYHUKOB
UHPOPMALIMU W JAaHHBIX, VHTEpHET-pecypcoB Msi PAaCKPBITHS
TeMbl pedepara;
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— HE BBINOJIHEHBI OCHOBHBIE TPEOOBaHUS K O(OPMIIEHUIO pabOTHI
(3HaYUTEIbHBIE HETOYHOCTH W OTCTYIUICHHS OT CTaHIapTa B
MPEJICTABICHUH TEKCTa, CCHUIOK, ITUTAT, TAOJHUIIbI, TpadUuIecKoro
Marepuaia u T.1.);

— HEJIOCTAaTOYHBINA YPOBEHB MPOSBICHHON CIIOCOOHOCTH K aHATU3Y
1 0000meHn0 UHPOPMAIIMOHHOTO MaTepuaja, TeMa OCBelleHa
YaCTUYHO, OTCYTCTBYIOT BBIBOJIBI B paboOTE;

— paboTa TMpeAcCTaBIeHa CO 3HAYUTEIbHBIM omo3aanueM (bomee 1
HEJIeNN ), OTCYTCTBYIOT OTAENbHBIE (PparMeHThI pabOTHI;

— HETOJHBIE OTBETHl CO 3HAYMTEIHHBIMH OINMOKAMH Ha
JIOTIOTHUTEIbHBIE BOIMPOCHI AYJUTOPHH M TPENoAaBaTeis IpH
3amuTe padboTHI.

0 6amnoB — TeMa paboThl HE PACKpbHITa, OOHAPYKUBACTCA CYIIECTBEHHOE
(«HEYIOBIICTBOPHUTEIHHOY») | HEHOHHUMAHUE €€ COACPIKAHMUS,

— IIOCTABJICHHBIC 3aJa4d HC BbIIIOJIHCHBI WKW BBIIIOJIHCHBI HX
OT/ICJIbHBIC HECYIIICCTBEHHBIC YaCTH;

— paboTa He IpeJICTaBIICHA.

5.1.4. Ouenounvie mamepuanvl 011 KOHMPOJILHOU DAOOMbBL N0 OUCUUNIUHE
«lokymenmayuonnoe obecneuenue YRpaeaenus ousznecom» (konumpoaupyemas
Komnemenuua YK-2, unouxkamop oocmucenus komnemenyuu YK-2.2)

IIpumepsvl munoswix 3a0anuii.

1. JIOKyMEHT Kak croco0 (puKcanuu yrnpaBieHYeCcKO HH(pOpMaMKU U UHCTPYMEHT yIPaBICHUS

2. UndopmanvonHass (QyHKIMS JOKYMEHTa Kak CpEICTBO 3aleyaTyieHus W XpaHeHUS
uHpOpMaLUu

WcTopus pa3BuTHs nenonpousBoacTBa B Poccun

YHaudukanus 10KyMeHTOB, Y HU(PUIMPOBAHHBIE CUCTEMbI IOKYMEHTALIUU

CoBpeMeHHOE COCTOSIHHE HOpMaTUBHO-MeToauueckor 6a3el JIOY (0630p)

CrangapTuzanus B J€JI0NPOU3BOJCTBE

Ucropus poccuiickoro repba

TpeboBanus k aM0nemMaM, TOBAPHBIM 3HAKaM M JIOTOTHUIIAM

9. Ob6mepoccuiickue KIacCUPUKATOPhI KaK JOKYMEHTBI IO CTaHAapTH3AUU

10. XapakrepucTuKa OTAEIBHBIX TPYII OpraHU3aMOHHO-PACTIOPAIUTENbHBIX JOKYMEHTOB

11. OcobeHHOCTH CO3/IaHUs PUKA30B

12. OOpamienus rpaxaaH, IpaBuia padboThl

13. Xapakrepuctuku u pestome. OcodbeHHOCTH 0OPMIICHUS

14. PexomeHnatenbHOE TUCEMO

15. KomMepueckue nucbma

16.0cobGeHHOCTH S3bIKa U CTUJIS CIIYKEOHOTO TOKyMEHTa

1. Hcropust yHupuKaium TEKCTOB CITY>KEOHBIX MHCEM

18. DnekTpoHHOE COO0IIEHNE — 0COOCHHOCTH SI3bIKA M CTHIIS

19. HUndopmanmonnass ¢GyHKIUS JTOKYMEHTAa KaK CpEICTBO 3aleyaTiieHuss U XpaHeHUS
uHpOpMaLUu

20. ConmanbHas (yHKIHS JOKYMEHTa, €€ pOJib B IOBBIIICHUM IPABOCO3HAHUS oOmiecTsa. 19.
KommyHnukaTtuBHas (yHKIHS JOKYMEHTa KaK CPeACTBO Mepenadyn HHPOpMauu

21. IlpaBoBas (yHKIHUS TOKyMEHTa KaK CpPEACTBO YCTAaHOBJICHHUS IMPABOOTHOLICHUN Mexay
IOPUIMYECKUMU U PUBNICCKUMU JTIUTIAMU

22. OyHKIHA JOKYMEHTa B Ka4eCTBE HCTOPUYECKOTO UCTOUHUKA

23. VYmpaBineHuyeckas (QyHKIHS JOKyYMEHTa B pOJIM OCHOBHOIO MHCTPYMEHTA Ul PELICHMS
aJIMMHUCTPATUBHBIX U OPTaHU3AIIMOHHBIX BOMPOCOB YIIPaBIEHUSs)

PN W
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24. Cratuctuyeckast pyHKIHS TOKYMEHTa

25. bnaHKk JOKyMEHTa, HCTOpHUsS €ro pa3BUTHs. DbBIIaHKM COBPEMEHHBIX YIPAaBICHYECKUX
JOKYMEHTOB

26. XapaKTepucTHUKa 3aKOHOJATEIIbHO-HOPMATHBHON 0a3bl COBPEMEHHOTO JIOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBiieHUs

27. Ponb cityx0b1 IOV B nedTenbHOCTH OpraHu3alun

28. Opranuzainus pabouux MeCT U YCIOBUH TpyZa nepconana ciayxosl JOY

29. Ilonoxenue o ciyxoe 10Y. Ctpykrypa, pyHKINN, METOINKA pa3padOTKH

30. JomkHocTHast UHCTPYKIHSL. DYHKIUH, CTPYKTYPa, METOAUKA pa3pabOTKU

31. Opranuzausi JOKyMEHTOO0OpOTa, OCHOBHBIE HAIIPABJICHHUS COBEPIIICHCTBOBAHUS

32. O0beKTUBHBIE U CYyOBEKTHBHBIE (DAKTOPBI, BIMSIOIIUE HA POCT JJOKYMEHTOO00pOTa

33. DneKTpoHHBIN 10KyMEHTO000pOT. [IpoOaembl U MepcrneKTUBbI pa3BUTHS

34. TlonynsipHBIE CUCTEMBI 3JIEKTPOHHOTO ToKyMeHToobopoTa (CO/1) B PO

Memoouueckue pekomenoayuu 01 bINOTHEHUA KOHMPOAbHOU padomol

Kontponbnas pabora — ogHa U3 (QopM MpPOBEpPKH U OLEHKH YycBOeHMsI 3HaHuMM. [lo
pe3yabTaTaM KOHTPOJBHOM pabOThl MOXHO CyIuTh 00 YpOBHE CaMOCTOSITEIBHOCTH U
aKTUBHOCTU OOywaromierocsi B yueOHoM mporiecce. KonTponpHas pabora peaimsyercss B BUIC
ayJMTOPHOU pabOTHI.

OcHoBHBIE 337]a4l KOHTPOJIbHOHN pabOThI:
1) 3akpernyieHrne NOTy4YEeHHBIX paHee TEOPETUUECKUX 3HAHUM;
2) BbIpabOTKa HaBBIKOB CaMOCTOSITENIbHON Hay4HO-MCCIEA0BATEIbCKON paboTHI;
3) BBIsSICHEHHE TIOJTOTOBJICHHOCTH CTY/IEHTOB K OyyIiel npakTu4eckoil padore;
4) BbISIBJICHHE CITIOCOOHOCTEN K HAyYHO-UCCIIEI0BATENLCKON U IIOMCKOBOM JI€ATEIIbHOCTH.

BbIinonHeHne KOHTPOJBHBIX pabOT HEoOXoauMo st Oojiee MOJHOIO OCBOCHUS
JUCHMIUIMHBL M UTPaeT CYUIECTBEHHYIO poiib B (HOPMHUPOBAHMM MPOGECCHOHATBHBIX
KOMIIETECHIIUH.

[Ipy moAroToBKe K KOHTPOJBHOM paboTe HEOOXOIMMO NPUIEPKUBATHCS ClEAyIOLe
TEXHOJIOTHH:

1. BHuMaTenbHO U3y4UTh JEKIIMOHHBIN MaTepHrall o TeMe KOHTPOJIbHOU paboThl.

2. Haiiti 1 npopaboTaTh COOTBETCTBYIOIINE pa3/ieiibl B PEKOMEHIOBAHHBIX HOPMATUBHBIX
JTOKyMEHTaX, y4eOHUKaX W IOTOJHUTEIBLHOM JINTepaType.

Kpumepuu oyenusanua KOHTPOIbHBIX padOT

bannel (oneHka) Kpurepuu orieHuBaHus

4 6anna («OTIIMYHOY) — 00ydYaromuics BBINOJHUI PabOTy IOJHOCTHIO, 0€3 OIMOOK M
HEJI0YETOB

3 Gauta («XOopoIIo») — 00yJaromuiics B 11€JI0M BBITIOJIHUI 3a7aHue (Oosee 2/3 paboThl),

JIOITyCKaeTCsl HaJimuue He 0ojiee 01HOM HerpyOoi OIIMOKH U OTHOTO
HezoueTa, He 0ojiee TpeX HeJI0UYETOB

1-2 6amna — 3aJ]aHWe BBIIIOJIHEHO HE IMOJHOCTHIO (Oomee 1/2, HO menHee 2/3
(«yIOBIETBOPUTEIHHO)) paboThl), AomyileHbl: He Oonee OAHOM rpyOoil OImMOKM U ABYX
HE/I04eTOB; He OoJiee OAHOM TpyOoil U 01HON HerpyOol OIMOKM; He
0oJ1ee Tpex HerpyObIX OIMOOK M OJTHOTO HEJA0YeTa

0 GamtoB — 3aJlaHH€ BBIMOJIHEHO HE MOJHOCTHIO (MeHee 1/2 paboThl), YHCIIO
(«HEYTOBIETBOPUTEIHHOY») | OIIMOOK U HEJOYETOB MPEBBHICHIO HOPMY, YCTAaHOBJICHHYIO IS
OLIEHKH «YIOBJIICTBOPUTEIBHO)

I'pyovie owmubxu:
— HE3HaHWE WM HEMPaBWIBHOEC TNPUMECHEHUE TIPAaBWI, aJIrOPUTMOB, CYIICCTBYIOIINX
3aBUCHMOCTEH, JIS)KAIIUX B OCHOBE BBITIOTHCHHUS 3a/IaHUS WM MCIIOJIb3yEeMBIX B XOJIE €r0
BBITTOJTHCHMS,
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— HeMpaBUJILHBIN BBIOOP IEUCTBHI, Onepaluii, METOI0B;

— HEyMeHHEe JenaTh BBIBOJABI W  OOOOIIEHHS, UYTO OMNpENeNseT HECOOTBETCTBUE
AQHATUTHYECKOTO 3aKIIOYEHHUsI (OTYETa) BBIMOJHEHHBIM JCHCTBUSAM U TOJYYECHHBIM
pe3yabTaTam.

Hezepybvie owubru:

— HepalMOHAJIbHBIN BBHIOOP JACHCTBUH, Onepalyii, METO/I0B;

— OWMUOKHU TPU BBIIOJIHEHUU PACUETHBIX JCHCTBUIA, HE MOBJIEKIINE JIO)KHOCTh BBIBOJIOB B
AHATUTHYECKOM 3aKJIFOUCHHUH (OTYETE).

Heoouemui:
- HeOpexHoe 0pOpMIICHHE 3aITUCel U paCUeTOB;
— HapyUIICHHE JIOTHKU MTOCTPOSHUS aHATUTHIECKOTO 3aKITFOYCHUS (OTUYETA).

5.2. Ouenounvie mamepuanvt 013 pyoeyscHo20 KOHmpoasa. PyOeXHBI KOHTPOJb
MPOBOMAT C IENbIO OMPENEICHUS KauecTBAa OCBOCHHUS Y4YeOHOro MaTepuana IO pasJenam,
TUAAKTAYECKUM €IWHMIIAM JHCIHWIUIMH B YCTaHOBJIEHHOE BpeMms. B kaxmaoMm cemectpe
MIPOBOAMTCS TPU PYOEKHBIX KOHTPOJIBHBIX MEPOTIPUSATHUS Yepe3 KaXKIAble TPETh CEMeCTpa.

PyOexxHBIli KOHTPOJIb IO JUCHUIUIMHE TIPOBOJUTCS B BHJE KOJUIOKBUYMOB W
TECTUPOBAHUSI.

5.2.1. Ouenounvlie __mamepuanbi onsa KOJL10K8UyMa no oucuuniune
«/lokymenmauuonnoe __obecneuenue _ ynpagieHus ___ OuzHecom (Konmponupyemasn
komnemenuusa YK-2, unoukamop docmusicenua komnemenuuu YK-2.2)

Bonpocui, ebiHocumble Ha KOIIOKBUYM.!

Pyoerxcnutit konmpono Nel

1. Ilpeamet 1 0O0BEKT Y4eOHON AUCIUITITMHBI

2. enu n 3amaun yueOHOW TUCIIUILTAHBI

OcHOBHBIE KaTErOpUH JEIONPOU3BOJCTBA U JOKYMEHTOBEACHHUS

Kitacch! ynpaBieHYeCKHX JOKYMEHTOB

Bupel ynpaBieHUECKUX TOKYMEHTOB

VYHudukanus u cTaHgapTU3alus yupaBleHYeCKHX JOKYMEHTOB

THUNOBBIE CPOKU UCTIOIHEHMS YIIPABIEHYECKUX JOKYMEHTOB

OcoOeHnHocTH 0QOPMIICHHS YIPABIEHYECKUX JOKYMEHTOB

9. IOpuanyeckas 3HaUUMOCTb PEKBU3UTOB CITy>KEOHBIX JOKYMEHTOB

10. 3ammra KOMMEpPUYECKOU TalHbI B JJOKyMEHTaxX

11. JIokyMeHTBI ¢ 0COOBIMH OTMETKaMH

12. TlonsaTue ciyxeOHOM OTBETCTBEHHOCTH JOJIKHOCTHBIX JIMI[ MO MporenypaM 0opopMIICHUS
JOKYMEHTOB

13. Bujbl OTBETCTBEHHOCTH 3a OJMEIIKY IOKyMEHTOB

14. Buzpl OTBETCTBEHHOCTH 3a XpPaHEHUE IOKYMEHTOB

15. Bubel OTBETCTBEHHOCTH 32 OIMTHMOKH B TOKYMEHTaX

16. IIpaBoBble Cilyyan HACTYIJICHUS] OTBETCTBEHHOCTH MO CITY’KEOHBIM JIOKYMEHTaM

XN

Pyoerxcnorit konmpono Ne2

1. OcHOBHBIE NIOJIOKEHUS JOKYMEHTHUPOBAHUS YIIPaBICHUECKOM N1€ATEIbHOCTH
2. Homenknarypa aen B cpeiHEM U MaJioM Ou3Hece
3. JIokyMeHTHpOBaHUE B CPETHEM U MAJIOM Ou3Hece
4. Knaccel 1 BUJIbI YIIPABIECHYECKUX JOKYMEHTOB
5. IlpaBuna oopMiIeHUS YIIPABICHUECKUX JOKYMEHTOB
6. OopmieHue ynpaBieHYECKHX JOKYMEHTOB B JIeJia
7. KOHTpOJIb 3a UCIIOJIHEHUEM YIIPaBICHUECKUX IOKYMEHTOB
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8. PEKBU3UTHI JIEKTPOHHBIX JJOKYMEHTOB

9. [IpaBuna opopMieHuUs FTEKTPOHHBIX TOKYMEHTOB

10. ABTOpPCTBO 2JIEKTPOHHBIX JOKYMEHTOB

11. Jlenonpon3BOACTBO 3JIEKTPOHHBIX JOKYMEHTOB

12. KoHTpOJIb 32 UCTIOJTHEHUEM DJIEKTPOHHBIX TOKYMEHTOB

13. PeKBU3UTHI U CTAaTYCHI YIPABICHUYECKUX JOKYMEHTOB

14. IlpaBuna BeneHUs: JOKYMEHTOB I10 JINYHOMY COCTaBY

15. KoMIUIEKT JOKyMEHTOB IO TPYJOBOM JeSITebHOCTH pabOTHHKA
16. KagpoBoe n1e510npon3BoicTBO

17. IIpaBoBOIi cTaTyC TPYJIOBOTO 10rOBOpa

Pyéesrrcuviit konmpono Ne3

1. KonpuaenuunanbHble JOKYMEHTBI

2. ®UHAHCOBBIE IOKYMEHTHI

3. HanmoroBbie 1OKyMEHTBI

4. YapenurenbHble JOKYMEHTBI

5. baHKOBCKME TOKYMEHTBI

6. CoBpeMEHHbIE NPaBUJIa COCTABJICHUS JEIOBBIX TUCEM

7. OcobeHHOCTH paboOTHl cekperaps-pedepeHTa, IMOMOIIHUKA PYKOBOJMTENSA, YUYECHOTO
CEKpeTapsi, IOMOIIHUKA JemyTaTa

8. Kanudukanuonubie TpeOOBaHUS K IIOMOIIHUKAM PYKOBOIUTENEH

9. KomaneruanbHble  JOKYMEHTBI:  PEKBM3MTHI, TpaBwia  oQGOpPMIIEHHUsS, aBTOPCTBO,
JIeJIONPON3BOACTBO, KOHTPOJIb NCIIOTHEHUS

10. UnpopmanimoHHbIe TOKYMEHTbI: pEKBU3UTHI, IIpaBUIa 0hOpMIICHHUS, OTBETCTBEHHOCTD

11. CnpaBoyHble JOKYMEHTBI: PEKBU3UTHI, MpaBuiIa 0OPMIICHHS, OTBETCTBEHHOCTb

12. Jlenonpon3BoACTBO 10 UH(OPMAIIMOHHO-CIIPABOYHBIM JIOKYMEHTaM

13. ApxuBHOe 00CITy>KUBaHHE TOKYMEHTOB Ha MPEANPHUITUN

14. ApxuBHoe o0OcyH1BaHHe T0KyMeHTOB B ['ocynapcTBeHHOM apxuBe PD

15. TlpuHIMIBI SKCEPTU3bl JOKYMEHTOB Ha MPEANPUATHH U B [ 0CYy1apCTBEHHBIX apXHUBAX

Memoouueckue pekomenoayuu K n0020Mo6Ke K KOJA10KGUYMY

[Ipy mOATrOTOBKE K KOJJIOKBUYMY CJEIYET, MPEXIE BCEro, MPOCMOTPETh KOHCIEKTHI
JICKIMIA W TIPAKTHYECKUX 3aHATHH U OTMETHTh B HUX WMEIOIINECS BOIIPOCHI KOJUTOKBUYMa. Eciu
KaKHMe-TO BOINPOCHI BBIHECEHBI MpenojaBaTelieM Ha CaMOCTOSTENbHOE H3yueHHE, CIeIyeT
o0paTuThecs K yueOHOHN JUTepaType, peKOMEHI0BAHHOM IperoaaBaTesieM B KaueCTBE UCTOUHUKA
CBEJICHUM.

[logrotoBka K  KOJJIOKBUYMY HAYMHAETCS €  YCTAHOBOYHOH  KOHCYJbTAIHH
IpernojiaBaTessi, Ha KOTOPOW OH PaszbsCHIET pa3BEPHYTYIO TEMATHUKY MPOOJIEMBbI, PEKOMEHIYET
JTUTEPaTypy ISl U3YUYCHUSI U OOBSICHSACT MPOIeypy POBEICHNUS KOJUIOKBIHyMa. MeTtonndeckne
yKa3aHHUs COCTOST U3 PEKOMEHAALUH MO M3yUYEHHIO UCTOUYHUKOB M JIUTEPATyphl, BOIPOCOB IS
CaMOTIPOBEPKH M KPATKUX KOHCIIEKTOB OTBETA, OTHOCSIIUXCS K IyHKTaM TUTaHA KaXKIOW TEMBI.
OTO J0IKHO MOMOYb OOYYaIOUIMMCS IIeJICHANPAaBIEHHO OPraHU30BaTh pabOTy MO OBJAJICHHIO
MaTepuajoM U ero 3arnoMuHaHui0. [Ipu moAroToBke K KOJIJIOKBUYMY CIEAyeT, MPEXIE BCEro,
MPOCMOTPETh KOHCIHEKTHI JICKIIMI U MPAKTUYECKUX 3aHATHH U OTMETUTh B HUX HUMEIOIIHECS
BOIPOCHl  KOJUIOKBMyMa. Eciam  kakume-TO BONPOCHI  BBIHECEHBI IpErojaBaTeieM Ha
CaMOCTOSITENIbHOE M3y4YeHHE, CIeAyeT 0OpaTUThCs K y4eOHOHM JinTepaType, PeKOMEHIOBaHHOM
IpernojaBaTesieM B Ka4ecTBE HCTOUHUKA CBEJCHUIA.

KomnokBuym npoBoautcst B popmMe WHANBUAYAIBHON Oecelbl MpernoaaBaTens ¢ KaxkIbIM
oOyuaromumcst Wi O6ecenbl B HeOonblux rpymnmnax (2-3 genoseka). OOBIYHO NpemnojaBaTellb
3aJ]aeT HECKOJIbKO KpPaTKUX KOHKPETHBIX BOINPOCOB, TO3BOJISIIOIIUMX BBIACHUTH CTENEHb
T00pPOCOBECTHOCTH PAOOTHI C JUTEPATYpO, TpoBepsieT KoHCHeKT. Jlamee Oomee mompoOHO
o0cyxaeTcs Kakas-1100 CTOpOHa MPOOJIEMBI, UTO MO3BOJISET OLICHUTh YPOBEHb TIOHUMAHHUSL.
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Kpurepun onieHMBaHus IPU KOJUIOKBUYME

bauel (oneHka) Kpurepuu orieHuBanus

5-6 0aoB (KOTIUYHOY) OtBets! nonyuensl 80-100% 3agaHHbIX BorpocoB. OOydaromuncs:

— TOJIHO M3JIaraeT WM3Y4YeHHBI Marepuas, JaeT MpPaBUIbHOE
ONpEACIICHUE TTOHATHIA;

— oOHapyXHBaeT MOHUMaHHE MaTepHaa, MOXKET 000CHOBATh
CBOM CYXJEHHS, MPUBECTH HEOOXOMUMBIC TPHUMEPHI HE
TOJILKO TI0 Y4€OHHUKY, HO U CAMOCTOSITEJIbHO COCTaBJICHHBIE;

— HW3JIaraeT MaTepuall ocjiae0BaTeIbHO U MPaBUIBHO C TOUKU
3pEHUSI HOPM JINTEPATYPHOTO SI3bIKA.

3-4 6amna («xX0opoIo») OtBetsl nanbl Ha 60-80% 3amaHHBIX BOpocoB. O0yJaromuiics:

— JaeT OTBET, YAOBJETBOPSIOLIUI TeM K€ TpeOOBaHUSM,
YCTQHOBJICHHBIM JUIl OLIEHKH «OTIMYHO», HO JOMYCKAeT He
Oosee 2 HerpyOBIX OIMMOOK, KOTOPHIE CaM K€ MCIPABIISET,
U He Oosiee 2 HeJlI0UeTOB.

1-2 Gamn Otsetol ganbl Ha 40-60% BompocoB. OOyyaromUncs:

(«yIOBIIETBOPHUTEIIBHOY) — oOHapyX#WBaeT 3HaHHE W TIOHUMAaHHE  OCHOBHBIX
MOJIOKEHUH TEMBI, HO WH3JaraeT MaTepuan HEMOJIHO |
JIOMyCKaeT  HETOYHOCTH B  OINpPENECICHUH  TIOHSATHMA
(momyckaet 6osee 2 HErpyOBIX OIINOOK);

— H3JIaraeT MaTepHuall HEeMOCJIeI0BaTeNIbHO, OMycKaeT Oolee
2 HEIOYETOB.

0 6ayoB OtBeTth! nanbl MeHee yeM Ha 40% BornpocoB. OOydaromuncs:
(«HEYOBIETBOPUTEIHLHOY ) — oOHapyXuBaeT HE3HAHHE OonbLei 4acTH
COOTBETCTBYIOLIIETO ~ pa3ienia HM3y4aeMoro MaTepuala
(momyckaet rpyObie ONTHOKH).

I'pybvie owubKku: HENPABWIBHBIN OTBET WJIM TMOSICHEHHS K OTBETY Ha IOCTAaBJICHHBIH
BOTIPOC; HETPABUIIHLHOE ONpeiesieHue 0a30BbIX TEPMHHOB TI0 TUCITUILTHHE.

Hezepybvie owubxu: HETOYHBIA WM HEMOJHBIM OTBET HAa IMOCTABIEHHBIM BOINPOC; MPHU
MPABIJILHOM OTBETE€ HEYMEHHE CaMOCTOSITEIILHO WM ITOJTHO 0OOCHOBATH M TIPOWILTIOCTPHPOBATH
ero.

Heoouemwvi:  HemocnenoBaTeNbHOCTb, HETOYHOCTb B SI3BIKOBOM  O(OPMIICHHH
M37IaraeMoro.

5.2.2. Ouenounvie mamepuanvl 0151 RPOGEOCHUS MEeCMUPOGARUsa (00paA3Ubl MECHOBbIX
3a0anun) no oucuunaune «/[oKymenmauuonnoe odecneyenue Yynpaeienus 0Ou3necom)
(konmpoaupyvemas komnemenuua YK-2, unouxkamop oocmuscenus komnemenyuu YK-2.2)

Honuwiti  Oanxk  mecmogvlx  3a0anuii  no  oucyuniune — npeocmaeien 6  OHOC:
http.//open.kbsu.ru/moodle/course/view.php?id

Obpasubl mecmosvix 3a0aHUl

1. YnpaBneH4YecKuid Mporiecc, BKIOYAIOMNNA padoTy ¢ TOKYMEHTaMH, - 3TO

a) MpeMeT JOKYMEHTHUPOBAHUS;

0) 0OBEKT JOKYMEHTHPOBAHUS,

B) YaCTHOE JOKYMEHTHUPOBAHUE.

2. Kakoe Ha3BaHMe MMesa JOKyYMEHTAIIMOHHAs HayKa, BOSHUKIIAS B KOHIIE 19 Beka?
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a) KHUT0-apXUBO-MY3€€BE/ICHNUE;
0) 6ubmMoTeko-oubIMorpado-apXuBOBEACHHUE;
B) JIOKYMEHTAIUCTHKA.

3. JIOKyMEHTOBEIEHHE — 3TO:

a) Mmpolecc pa3pabdOoTKH, CO3AAHUS, YTBEPKACHUS TOKYMEHTOB;

0) mporecc co3maHusA, pa3pabOTKH, YTBEPKICHHs, OTOOpa, SKCHEPTHU3BI, KiIacCHUPUKAIIU
TOBApOB IS pealn3alliu;

B) TIPOILIECC CO3JaHMsA, Pa3pabOTKH, YTBEpXKIEHHs, OTOOpa, KiIacCH(HUKAIWU, DKCIIEPTU3HI
JOKYMEHTOB JIJISl peanu3aiiy QYHKIHUNA yIpaBIeHUs TPEAIPUSTHEM.

4. JIOKyMEHTBI Pa3IUYalOT 10 Ha3HAYEHHIO (BBIOEPUTE JIUIIIHEE):
a) OpraHu3alMOHHBIE;

0) MyJIbTUMEIUIHBIE;

B) pacropsIuTeNbHBbIE,

') HOpMaTUBHbIE.

5. FOpuanueckuii JOKYMEHT — 3TO:

a) MaTepHaNIbHBIM 00BEKT, coep KAl HGOPMAIUIO B 3aUKCUPOBAHHOM BUJE U CIICIIUATBHO
MpeAHa3HAYCHHBIN 715 €€ TIepeiadyl BO BPEMEHHU U IIPOCTPAHCTRBE;

0) 3aKOHOJATENBHBIA aKT, COJEPKAIIN CHCTEeMaTHU3UPOBAHHBIE HOPMBI KaKOW-THOO OTpaciw,
HECKOJIKHX OTpaciei;

B) JOKYMEHT, YJOCTOBEPSIONIUI C COONIOJIEHUEM YCTaHOBJICHHON (OpPMBI U 00s3aTENBbHBIX
PEKBU3UTOB HMYIIICCTBEHHBIC TIpaBa, OCYIIECTBICHHE WM Tiepenada KOTOPBIX BO3MOXKHBI
TOJIBKO TPU €T0 NMPEIbSIBICHUY;

T') MaTepUaIbHBIA HOCUTENh, O()OPMIICHHBI U COCTABIICHHBIN B COOTBETCTBHH C TPEOOBAHUSIMU
JEHCTBYIOIIETO 3aKOHOIATENbCTBA, CO3AAMOIINN Y JUI] MpaBa U 00S3aHHOCTH.

6. IIpoekT noKyMeHTa — 3TO:

a) JTOKYMEHT OQUIMaJIbHOIO MPOMCXOXACHUS B OKOHYATENBbHOM pEeaKIMu, yJO0CTOBEPEHHBIH
COOTBETCTBYIOIIUM 00pa3oM;

0) SK3eMIISAP JOKYMEHTA, SIBJISIOLINICS UCXOIHBIM MaTepHajIoM JJIsi KOTMPOBAHMUS,

B) IipeJIBapUTEIbHBIA BapHaHT JOKYMEHTA, PeAHa3HAUECHHBIN ISl pACCMOTPEHMS;

I') PYKOIIUCH IOKyMEHTa

7.Kakum rpudom He TOMEUaroT, HecyIre HHGOPMAITUIO ¢ OTPAHHYCHHBIM JOCTYIIOM:
a) «KoHnbpuaeHnaILHOY;

0) «Jly1s 0011IeTO MOTB30BAHMSY,;

B) «KoMMepueckast TaliHa»;

r) «CexkpeTHO»

8. Kak M0O>XHO M3MEHUTH YCIIOBHSI TPYOBOTO JOTOBOPA
a) 1O COTJIAIICHUIO0 000OUX CTOPOH, B YCTHOH (hopme;

0) B muchbMeHHOU (hopMe, B OJTHOCTOPOHHEM MOPSIKE;

B) 10 COTJIAMICHUIO OOOMX CTOPOH, B MUCbMEHHOU (popme;
') B yCTHOU hopMe, B OJJHOCTOPOHHEM TMOPSIIKE

9.Kak mpaBWJIbHO 3alMCBHIBAIOTCS JE€Hb, MECSI] M TOJA POXKJIECHUS BIAJENbla TPYIOBONH KHHKKH
cornacHo Muctpykuuu (1. 2.3):

a) 25.04.71 r.;

0) 25 mas 71 r.;

B) 25.04.1971 r.

10.Yto u3 NEPCUUCIICHHOT'O HC OTHOCUTCA K (1)}7HKL[I/IOH3HBHBIM 3agadamM cereTapﬂ-pe(bepeHTa:
a) ACJI0oBaA NEpenrcKa U COCTaBJICHUEC JOTOBOPOB,
6) OopraHu3alys BbICTaBOK U BCTPCY C KIIMCHTAMU;
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B) MMPOBCACHNUC BHYTPUKOPIIOPATUBHLIX TDCHUHI'OB 1 CCMHUHAPOB

11.Kak Ha3pIBaeTCs JNOKYMEHT, KOTOPbII MOJATBEPKIAET YCTAaHOBIIEHHBIE (aKThl, COOBITUS WM
JNEUCTBUSA:

a) CTIpaBKa;

0) cimyxeOHas 3arucka;

B) aKT

12.Kakoii n3 JOKyMEHTOB PETJIAMEHTHPYET JESITEIbHOCTD JOJDKHOCTHOTO JIMIIA:
a) TOJKHOCTHAs! MHCTPYKIIHS;

0) monosxeHue o0 oTene;

B) IIpUKa3

13. DkcnepTr3a EHHOCTH TOKYMEHTa — 3TO:

a) CUCTEMaTU3UPOBAHHBIN CIIMCOK BUJIOB M KaTETOpUN TOKYMEHTOB, COAepKaIUi HOPMaTUBHBIE
yKa3aHUs O CPOKAX UX XPAHCHUS;

0) oTOOp MOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHEHUE WM YCTAHOBJICHHE CPOKOB MX XPaHCHUS
Ha OCHOBE TMPUHSATHIX KPUTEPUEB

14. MoXHO 11 B apXWBE XPaHUTh HHGOPMAIIUIO B SJICKTPOHHOM BH/JIC:
a) na;

0) HerT;

B) MaJIOBEPOATHO

15. ApxuB, XpaHAIUNA JOKYMEHTBI BCEX OpPraHM3alMi, OTHECEHHBIX K OINPEACIICHHON OTpaciH,
BCEX YPOBHEH IIOAYMHEHHOCTH M HE3aBUCHUMO OT HX TEPPUTOPHAIBHOIO PACIIOIOKECHUS
Ha3bIBACTCS:

a) apxuB OpraHa BJIacTu cyobekToB Pd;

0) apXuB OpraHU3aIINH;

B) LICHTPAJIbHBIN OTpacileBON apXuB

Memoouueckue pexomenoauuy K mecmuposanuo

Tectbl — 3TO BOMpOCHI WM 3aJaHMsl, MpeaycMaTpUBaIOLIUE KOHKPETHBIM, KpaTKuM,
YETKHI OTBET Ha UMEIOLMECS 3TAJIOHBI OTBETOB.

ITpu camocTOsATENPHON OATOTOBKE K TECTUPOBAHHIO, 00yUaIOIIEMyCsl HEOOXO0AUMO:
1. T'oTOBsICH K TECTHPOBaHUIO, MpopaboTaTh MHPOPMALMOHHBIA MaTepual MO JUCLHUIUIMHE,
MOJIyYUTh KOHCYJIBTAIIMIO MPEIoJIaBaTels 10 BONPOCY BbIOOpa yueOHOM TUTepaTyphl.
2. BBISICHUTB BCe YCIIOBUS TECTUPOBAHMS 3apaHee: CKOJIBKO TECTOB OyAeT NPEeIOKEHO; CKOJIBKO
BpPEMEHH OTBOJIUTCSI HA TECTUPOBAHUE; KAKOBA CUCTEMa OLIEHKU PE3yJIbTaToOB U T.JI.
3. Ilpu pabore ¢ TecTamu, HEOOXOAMMO BHUMATEIBHO M JO KOHIA IMPOYUTATh BOMPOC H
npejiaraeMbple BapHaHTbl OTBETOB. BpiOpaTh mpaBHiibHBIE (MX MOXET OBITh Heckojbko). Ha
OTACTHLHOM JIUCTKE OTBETOB BbIMHCAaTh LU(QPY Bompoca U OyKBBl, COOTBETCTBYIOIIHUE
MIPaBUJIbHBIM OTBETaM.
4. B npouiecce pelieHus KeaaTeabHO MPUMEHITh HECKOIBKO IOAXO0/I0B B PEIIEHUH 3aJaHUs. JTO
MO3BOJIIET MAaKCHMajlbHO T'MOKO ONEpUpOBaTh METOJAaMHU pELICHHs, Haxols KaXAbld pa3
ONTUMAaJIbHBIN BapHaHT.
5. Ecnu BeTperwiicst TpyIHBIM BONPOC, HE CIEAYeT TPATUTh MHOTO BPEMEHHM Ha HEro, Jyulle
MEPEUTH K JPYTUM TECTaM U BEPHYTHCSA K TPYJHOMY BOIIPOCY B KOHIIE.
6. OO0s3aTenbHO cleAyeT OCTaBUTh BpeMsi s TMPOBEPKH OTBETOB, 4YTOOBI H30€KaTh
MEXaHUYECKUX OIINOOK.

Kpumepuu oyeHuearusl mecmoevlX CpCiacTB

[Ipenen AIUTENPHOCTH KOHTPOJIA 30 MuH

[IpennaraemMoe KOJIMYECTBO 3aJIaHUI U3 30 TeCTOBBIX 3aJJaHUN
OJHOTO KOHTPOJIUPYEMOTO Toapas3iesa
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Kpurepuu onenku
«4 Gannay, eciau 76-100%
«3 Gamnay, eciau 51-75%
«2 Gamnay, eciau 26-50%
«1 Gamny, ecinu 11-25%
«0 OamaoBy», ecnu 0-10%

5.3. Ouenounvie mamepuanvl 0na __npomexcymounoiu _ammecmayuu. [lenvio
NPOMEINCYMOYHLIX ammecmayuti TO JUCUUIUIMHE SBISIETCSd OLIEHKAa KadyecTBa OCBOCHHS
JTUCIHUILTAHBI 00yJarOIIUMUCS.

[TpomexyTouHasi arrecTanus NpeJHa3HA4YeHa IS OOBEKTUBHOTO MOIATBEPKICHUS U
OILICHUWBAHUS JOCTUTHYTBIX PE3yJbTAaTOB OOYUYECHHsI TOCJE 3aBEPIICHUS U3YYCHUS TUCIUTUINHBI.
OcymiecTBisieTcsi B KOHIIE CEMECTpa W TPEACTABIsIET COOOH HMTOTOBYIO OIICHKY 3HAHHHA IO
TUCIHILTHHE «JlOKyMEHTAIlMOHHOEe OOecrieueHre yIpaBlieHUs: OM3HECOM» B BUJE MPOBEICHUS
3ayeTa.

[IpomexxyTouHasi arTecTanisi MOKET MPOBOJIUTHCS B YCTHOM, MHCbMEHHOM (opme, U B
dbopme TecTupoBanus. Ha mpomMexxyTOUHYIO aTTeCTalMI0 OTBOIUTCS 110 25 OaioB.

5.3.1. Bompocel Kk 3auery (konmponupyemaa komnemenuusa YK-2, unouxamop
docmuicenusn komnemenuuu YK-2.2)

1. IlpaBoBOH, ymnpaBieHYeCKUH, UCTOPUUYECKHI ¥ MHPOPMALMOHHBIA aCHIEKTHl B ONpPEIeIeHUN
JOKYMEHTa
2. B3auMOCBsI3b MOHATUN «JOKYMEHT» U «MH(popMaIys». Bunesl napopmanuun
3. JIoKyMeHT Kak crnocob (pukcanuu ynpaBieH4ecKoi HH(GOPMaIUK U HUHCTPYMEHT yIpaBIECHUS
4. ABTOMAaTU3UPOBAHHOE  JOKYMEHTHPOBAaHHUE;  IOHATHUS:  «OJIEKTPOHHBIA  JTOKyMEHT»,
«BHIIEOTPaAMMay, «TOKyMEHT Ha MAIlIMHHOM HOCHUTEIIE)
5. Ilonste ropuanyeckor cuibl AoKyMeHTa. CrocoObl NMpUAAaHUS JOKYMEHTY IOPHIUYECKOM
CHJIBI
6. HopMaTUBHO-METOANYECKHE AaKTbI, ONPEACNAIONINE MOPAAOK CO3JaHUs U  OPOPMIICHHS
JOKYMEHTOB
7. TpeGoBaHMs K COCTaBICHUIO U O(OPMIICHHIO OPTraHU3alMOHHBIX TOKYMEHTOB
TpeGoBaHMs K COCTABIECHUIO U O()OPMIIEHUIO PACTIOPSIIUTENBHBIX JOKYMEHTOB
9. Haznauenne u  KiaccuuKanus  CIPaBOYHO-MHOOPMAIIMOHHOM  JOKYMEHTallMd B
YIIPABJIEHYECKOU NEATEIBHOCTH
10. UHCTpyKIMA TO JOKYMEHTAMOHHOMY OOECHEeUeHHIO YTpaBlIeHUs (JIeIONpPOU3BOJCTBY) -
OCHOBHOW HOPMAaTHUBHBIN aKT MO pErjaMeHTAIlMy OpraHu3aluu u TexHonoruu JOY
11. OpranmzanuonHbie (HOpMBI  JENONPOU3BOACTBA. KX 3aBUCUMOCTH OT CHEHUPUKH U
OpPraHMU3ALMOHHON CTPYKTYPBI YUPEKICHUS
12. enb, ocHOBHBIE 3a1aun ¥ QpyHKIMH c1yx061 JOY
13. Peructpanusa kak coctaBHasg 4yacTth TexHojoruu JIOY, meam u OpUHIUIIBI PETHCTpaIluy
JIOKYMEHTOB. MecTa perucTpanuu J0KyMEHTOB
14. 3HadeHue U BUIIBI KOHTPOJIS 32 UCIIOJITHEHUEM JIOKYMEHTOB
15. Tonsarue nenonpousBoicTBa. JlokymeHTUpoBaHue. Opranuzaius paboTsl C JOKyMEHTaMHU
16. 3HaueHune NOKyMEHTOB B ynpasieHud. [lonstue nokymenta. @yHKIHMHU JOKYMEHTA
17. TloHATHE HOPMATUBHO-METOJUYECKONH OCHOBBI AEJIONPOM3BOACTBA. BHIBl HOpMATHBHBIX
JOKYMEHTOB. MIHCTpYyKIMs 110 AETIONPOU3BOACTBY OPTaHU3ALNN
18. TlonsTue KnaccupuKauy JOKYMEHTOB, BUIbI KIacCU(PUKAIIIH
19. DneKTpOoHHBIN TOKYMEHTOO00POT, MTPEUMYIIECTBA M HEIOCTATKU
20. Tlonstue u BUIBI YHU(HUIMPOBAHHBIX CHUCTEM JTOKYMEHTALMH, TaOesib YHU(PHUIIMPOBAHHBIX
$hopM TOKYMEHTOB

*®
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21. CocTaB peKBU3UTOB JOKYMEHTOB, NpaBHiia UX 0(hOPMIICHUS

22. IloHATre 0 0COOEHHOCTH S3bIKA CIIYKEOHBIX JOKYMEHTOB

23. Tlonstue OnaHKa JOKyMeHTa. Buabl M peKkBU3UTHI OaHKOB. BapuaHThl pacrmonokeHus
PEKBU3UTOB

24. ®opmyisp - oOpasel] JOKyMeHTa

25. OCHOBHBIE BH/IbI YCTABOB U MIPaBUJIA UX COCTABICHUS

26. OcHOBHBIE BU/IbI MIOJOXKEHUH U ITPaBUJIa UX COCTABIICHUS

27. OcHOBHbIE BH/IbI HHCTpYKIMW. [IpaBuia ux cocraBineHus

28. JlomKHOCTHAsA MHCTPYKLHS, IPaBUJIAa COCTaBICHMUS

29. Ilonstme nmpuka3sa. [IpaBuiia coctaBnenus

30. Ilonsatue pacnopsxenus. [IpaBuia cocraBieHus

31. IlonsaTue pewenns. [IpaBuia cocraBieHus

32. Ilonsatue nporokona. [IpaBuia cocraBneHus

33. Bune! aktoB. [IpaBuna cocraBieHus

34. OcHoBHbIe BUbI ceM. [IpaBuia ux cocraBieHus

35. TlonsTue nOKIaAHOM, CIy>KeOHON U OOBSICHUTEIBHON 3aMUCOK, MpaBuia UX opopmiieHus

36. Buapl cipaBok, IpaBuiia COCTaBICHUS

37. TloHsTE KOHTpaKTa, TpeOOBAHUS K KOHTPAKTY, IpaBuiia opopMIICHUS

38. IloHsATHE NOBEPEHHOCTH, ITPaBUJIa COCTABIECHUS

39. IlonsTHE MpHKa3a MO JUYHOMY COCTABY, ITPABUJIA COCTABICHHUS

40. IToHATHE MITaTHOTO pacIMCAaHMs, IPaBUJIa COCTABIICHUS

41. IloHATHe TPyAOBOTO JI0rOBOpa, TpeOOBaHKE K TPYJOBOMY JI0TOBOPY, IPaBUIa COCTABIICHUS

42. lloHATHE TMYHOW KapTOUYKH, ITPaBHJIa COCTABICHUS

43. IlpaBo rpakgaH Ha oOpaieHuss M KanoObl. Buabl oOpamieHuii u mopsaok padoThl C
0OpalIeHUsAMU TPAXKAAH

44. Opranuzanus paOoThl ¢ JoKyMeHTaMH. JJokyMeHT0000poT. OCHOBHBIE IPYMIbl JOKYMEHTOB
U IPUHLIUT pabOThl C HUMHU

45. Bxopasuniye JOKYMEHTBI, 3Tarnbl 00pabOTKH U MOPSIIOK pabOThI C HUMHU

46. Hcxopsuue TOKYMEHTHI, 3Tarbl 00paboTKH U MOPSI0K pabOThl C HUMHU

47. BHyTpeHHHUE TOKyMEHTBHI, 3TaIlbl U MOPSAJOK pabOThl C HUMU

48. llonatue peructpauuu JTOKyMEHTOB. @OpMBl M BBl perucTpauuu. ['pymisl
PETUCTPUPYEMBIX U CITUCOK HEPETHCTPUPYEMBIX TOKYMEHTOB

49. llenp u coaep)kaHUE KOHTPOJSA MCIOIHEHMSI TOKYMEHTOB, CPOKM M INOPSIOK IPOBEICHUS
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB

50. IloHsATME HOMEHKIATYpPBI JEN; BUJBI, COIEPKaHNUE U MOPSIA0K COCTABIECHUS HOMEHKJIATYpPBI
zen

51. Hopsaok popmMupoBaHus U MpaBuiia 0HOPMIICHUS J1eT

52. TloHsATHE KOHPUAECHINATBHOCTH JOKYMEHTOB U IpaBHiia pabOThl C HUMU

Memoouueckue pexkomenoayuu no noo20moeke u npoyeoype OCyu,ecmeneHus

KOHmMPONA 6bINOJHEHUSA

IloaroroBka K 3aueTy HPOM3BOAUTCS IOCIENOBATEIBHO W IUIaHOMEpHO. Ompenensercs
MECTO KaXXOr0 BONPOCA, BBIHOCUMOIO Ha 3a4€T B COOTBETCTBYIOUIEM pA3Zeiie TEMBI.
N3y4aroTcsi JEKIMOHHBIE MaTepHallbl M COOTBETCTBYIOIIME DAa3A€iabl PEKOMEHIOBaHHBIX
HWCTOYHUKOB OCHOBHOW W JOMOJHUTEIBHOW JHUTEpaTyphl. [Ipn 3TOM MOJE3HO Aenarh KpaTKue
BBIIIMCKHU U 3aMETKH.

Jlns obecrieueHs] MOJHOTHI OTBETa HA 3a4€THBIE BOMPOCHI W JIYYIIEro 3alOMHUHAHUS
TEOPETUYECKOI0 MaTepHuajia PEKOMEHYETCs COCTABIIATh IIJIaH OTBETA Ha KaXblil BONpoc. JTO
MTO3BOJIUT COKOHOMHUTBH BpeMs JUIsl HOJATOTOBKM HENOCPEICTBEHHO IIepe]] 3a4eTOM 3a CYET
oOpallleHus He K JUTEpaType, a K CBOUM 3aIHCSM.

[Ipyn moarotoBke HEOOXOJUMO BBISBIATH HauOoJee CIOXKHBIE BOMPOCHI, C TEM, YTOOBI
o0CYIUTh MX C TpenojaBaTeleM Ha KOHCYJbTauusxX. Henb3s orpaHMunMBaTh MOJATOTOBKY K
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3a4eTy MPOCTHIM MOBTOPEHUEM H3YYEHHOTO Marepuana. HeobxonumMo yriayOuTh W pacHIUpPHUThH
paHee MpUOOpPETECHHBIC 3HAHUS 332 CUET HOBBIX HCH M MOJOKECHHIM.

5.3.2. Ilpumepbl THNOBBIX KOHTPOJBLHBIX 3aJlaHUil HAa 3a4ere (KOHmMpoaupyemas
komnemenuusa YK-2, unoukamop oocmusicenua komnemenuuu YK-2.2)

L]env KOHTPOJIBHBIX 3aJaHUN: (HPOPMUPOBAHHE MTPAKTUYECKUX HABBIKOB JTOKYMEHTAILHOTO
oQopMIIeHHUs peLlIeHUH B YIIPaBI€HUN IPEIIPUHUMATEIbCKON e TeIbHOCThIO OPTaHN3alINH.

3a0auu KOHTPOJBHBIX 3aJlaHUM: 3aKpelIeHHE TEOPETUYECKUX 3HAaHUM O CYIIHOCTH
0a30BBIX KaTEropuil Jelonpon3BOACTBA; (HOPMUPOBAHHME NPAKTUYECKUX HABBIKOB pPabOThI C
HOPMAaTHUBHO-TIPABOBOM 0a30l, peryaupyromeil BOMPOCHl JOKYMEHTAIlMOHHOTO obOecredeHus
yopaBiieHus: OuszHecoM; (OPMUPOBAHHWE HABBIKOB OCYIIECTBICHUS MPOLEAYPhl CO3/AaHUS,
UCTIOJIHEHUS] M XpaHEHHUs JOKYMEHTOB; (popMUpOBaHHE HAaBBIKOB BEACHUS JIEIOBOM MEPENHCKH;
(dbopMUpOBaHHE HABBIKOB JOKYMEHTHPOBAHUS YIPABICHUYECKOW JAESITEIbHOCTH C YYETOM
crietn(UKU CUCTEM JIOKYMEHTAlNH.

KonrtponbHoe 3aanue 1
OdopmuTte nenoBoe TUCHMO.

PexBuzutel s odopmienuss Omanka: AO «Crapt». IloutoBblii aapec: 115218, r.
Mocksa, yin. Hosas, 28, tenedon (095) 123-45-89, dakc 231-56-78, e-mail: dir@start.msk.ru,
p/cu. 45687912304837500096.

KonTponrHOE 3aanue 2

Odopmure 3asBKy.

Hupexktop AO «Crapt» O.H. HekpacoB HampaBisieT 3asiBKy Ha y4aCTHE B BECEHHEU
AKCMO3UIMHU JUPEKTOPY BBICTABOYHOIO IEeHTpa «Kcno-busnecy r-uy Crpaxoy FO.B. u npocut
3aKJTIOYUTh TPEINPUATHE B YHCIO YYaCTHUKOB BbICTaBKH. K mHcChMy mpuiaraercs IUiaH
AKco3uIMu Ha 3 J1. B 2 5k3. [louToBslil aapec BricraBouHoro nentpa «kcno-buznecy: 110020,
r. Mockaa, yi. Boctpsikosa, 118

KonTponbHoe 3ananne 3
OdopmuTe IPOTOKOIT 3aCETAHHMS.

IIporokon. 12.05.00. r. MockBa. 3acegaHue HayYHO-TEXHHYECKOM KOMHUCCHM 11O
OOIIETEXHNYECKUM ¥ OpraHU3aIMOHHO-METOAMYecKuM craHmaptaMm. I[lpeacemarens I1.B.
Mengenes, cexpetapp M.B. Antommna. ITpucyrcTBoBanu 9 yenosex.

[ToBecTka nHs:

1. O nm§poekre rocynapcTBEHHOro craHiapra «EnumHas cucTtemMa TEXHOJIOTHYECKOU
JOKyMEHTAIUU. Y4eT MPUMEHSIEMOCTH TEXHOJIOTHYEeCKON ocHacTKu». ([loknan unena HTK B.M.
Ocurnoga).

2. O mpoekre TroCylnapcTBeHHOro crangapra «MukpodorokonupoBanue. TepMuHbBl U
onpenenenus». (Joknan unena HTK A.Jl. lopodeesa).

1. CJIYIIAJIU: B.M. Ocunosa — noknaz npunaraercs. [IOCTAHOBWJIN:

1) TlpoekT craHmapTa yTBEpIUThH

2) YcraHOBUTH CPOK BBEICHHMS CTaHapTa B AeiicTBue ¢ 1 saBaps 2002 r.

3) KonTtpons 3a BBeieHHEM CTaHJapTa BO3JIOXKUTh Ha Y1ipaBineHue ['occranaapra.

2. CIIYHIAJIA: A 1. JopodeeB — noxman npmiaraercs. [IOCTAHOBUWIIN:

1) TlpoexT craHmapTa yTBEpIUThH

2) YcraHOBUTH CPOK BBEICHMSI CTaHapTa B AeiicTBue ¢ 1 saBaps 2002 r.

3) KonTtpons 3a BBeleHHEM CTaHJapTa BO3JIOXKUTh Ha Y1pasieHue ['occranaapra.

4) IIpencenarens [1.B. Mensenes. Cekperaps 1.B. AnTommna

KonrtponbHoe 3ananue 4
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Horapuycom TlankuasiM M.M. npu coCTaBlI€HHMM CTAaTUCTHYECKOIO OTYETA CBOEU
NEeATETHPHOCTH OBUTH OOHAPY>KEHBI ONTMOKK B HyMEpallud HOTapUaIbHBIX JCHCTBUU B peecTpe
JUISL PETUCTPALMM HOTAapUAJbHBIX JEUCTBUH. [l yCTaHOBIEHHs NPaBUIBHOW HyMeEpaluu
pEruCTpallud HOTAPHAIBHBIX JEHCTBUW HOTApHUyC WCIPABWI HAMHCAaHHBICE [HQPPH Ha
MPaBUIbHBIE.

[IpaBunsHO U MocTynt HoTapuyc? Kakum 00pa3oM MOTYT OBITH HCTIPABIICHBI OITUOKH
TEXHUYECKOTO XapaKTepa B peecTpe JJIsl pErUCTPallui HOTapUAJIbHBIX 1€UCTBHIL?

KonTponsHoe 3ananue 5

Kakue noKyMeHTHI TOJDKHBI OBITh MIPHIIOKEHBI K HCKOBOMY 3asIBJICHHIO:

a) 0 BOCCTAHOBJICHUHU Ha pa0oTe JIMIA, YBOJICHHOTO IO COKPAIICHUIO IITATa;

0) 0 BO3MeIIeHUH yIepOa, MPUIMHEHHOTO MOBPEKICHHEM 37I0POBbS PAaOOTHHUKY B CBSI3U
C MCTIOJIHEHUEM UM TPYJIOBBIX 00S3aHHOCTEH;

B) O JIMIICHUU POAUTEIHCKUX MPaB;

r') 00 YCTaHOBJIEHUU OTIIOBCTBA;

1) O B3BICKAaHUU AJIMMEHTOB Ha COJIepIKaHue JAeTel

KoHnTponbHoe 3ananue 6
CocraBbTe npuMepHblii qoroBop nocraBku ToBapa OOO «Toproseii oM "KybGaup'"»

UHAMBUAyaIbHOMY  mnpeanpuHuMarento  Jlykomenko Hukomaro  Bacuneesnuy (MHH
230800176150). Jlata rocy1apCTBEHHON pEerHCTpaIliy MPEANPUHUMATEIBCKON ACATEIPHOCTH —
24.01.2007 (cBuperenbctBO O peructpamuu Ne 906544). Appec peructpanuu (1o MecTy
xutenscTBa) — 350000, r. KpacHonap, yn. Bumnskosoit, 2/2. [Ipeamer qoropopa: cyxoe MOJIOKO
B konnuecTBe 10 1. [lena ToBapa onpenensiercs rno BameMy ycMoTpeHuto.

PexBusutel npomasma: OOO «Toproseii Jlom "Kyb6ans"», 350040, r. Kpacuomap, yi.
Cene3HeBa, 86/1, MNHH 2309044072/KIII1 230901001, pacyeTHbIH CUeT
40702810610020010323, xopcuet 30101810100000000796, BUK 040349796 B KpacHogapckom
¢wmane AKb «Poc6anx» r. Kpacogap. OKOHX 71100, 71200. OKIIO 47459473. AupexTop
00O «Toprossiit [lom "Kyb6anp"» - CamyminoB M6parum CaydyacoBuy.

Henocraromnme pekBU3UTHI BHECUTE CAMOCTOSATEIBHO.

KonTponbHoe 3aganue 7
CocraBbre mpuka3 mo ITAO «KybanpArpornpoaykr» o0 yTBEpKICHUH HMHCTPYKIUH IO

JETOTIPON3BO/ICTBY Ha MPEANPHUIATAN. B KOHCTAaTHPYIONIEH YacTH YKa)KUTE, YTO B COOTBETCTBHUH
C THUIIOBOW MHCTPYKIMEH IO JAEJIONPOM3BOJCTBY B MHHUCTEPCTBAaX, BeAOMCTBax Poccuiickoi
Oenepanuu, yrBepxkAeHHON pacniopsbkeHueM [lpaButensctBa PO Ne 1118-p, 'OCT 7.097-2016
U KaHIenspuel npeanpusaTis pa3paboTaHbl MOPSAIOK MPOXOXKAECHUS JOKYMEHTOB M CTAaHAAPTHI
Ha OPraHU3alMOHHO-PACTIOPIUTEIHHYIO JOKYMEHTAIIHIO.

B pacnopsauTenbHOM YacTH yTBEpAMTE HMHCTPYKIHUIO W TOPYYHTE 3aBEIyIOLICH
kanuensipuent (MBanoBoit JI.C.) obecrneuuTh METOAWYECKOE PYKOBOJACTBO OpraHu3alueit
JeTIONIPOM3BO/ICTBA HA MPEANPUSTHM W YCTAHOBUTH KOHTPOJb HCIOJHEHHS TpeOoBaHU
WHCTPYKIIUH.

KonTponbHoe 3ananvie 8
Cocraspte npukas no OOO «KamnuTamn» 00 UTorax peBU3MH IO NMPOBEpKe (PUHAHCOBOTO

yueTa. B KoHcTaTHpyromieil yacTH yKakuTe, 4YTO peBU3UEil OOHapyxeHbl (akTbl rpydboro
HapylIeHus (UHAHCOBOTO y4eTa, IOJHOE OTCYTCTBHUE JKypHaja y4yeTa JOBEpEeHHOCTEH.

KonTponbHoe 3ananue 9
CocraBpTe crpaBKy O noxomax (3apabotHoii miuate) 3a 2017 r. WBanoBoit TaTbsHbI

HukonaeBnsl, 3annMaromeii 1omxHocTh kaccupa B OO0 «Mupea» ¢ 01.04.2012 u no HacTosimiee
Bpems. Pa3zmep [OMKHOCTHOTO OKJIaJa M HEAOCTAIOUIMe PEKBU3UTHI JOKYMEHTa BHECHUTE
CaMOCTOSITENIBHO.

KonTtpoarsHoe 3aganue 10
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CocTaBbpTe MPOTOKOJ BHEOUEPETHOTO 3acenaHus coBera aupekropoB OO0 «DopryHay,
npoxoauBmiero 25 mas 2018 r. [loBecTka AHS: yBETWYECHHE yCTaBHOTO KamuTajia OOIIECTBA.
IIpencenarens komuccum — TymukoB C.M., cekperapp — MBamkuna W.II. TlpucyrcrBoBanu:
Huxonaes C.II., CumopoB M.C. Hepnocraromme pekBU3UTHI JOKYMEHTa  BHECHUTE
CaMOCTOATEIIBHO.

Memoouueckue pekomenoauyuu no NOO20MOGKe U Npouedype OoCyuyecmeneHus
KOHMPOJIA 6bINOJIHEHUS
[Tpu MOATrOTOBKE K BBITIOJIHEHUIO KOHTPOJBHBIX 33JaHUil HEOOXOIMMO BOCIOJIB30BATHCS
JICKOMOHHBIM MAaTe€puajioM, a TaKXKXC TIOBTOPUTH aJITOPHUTM pPEIICHUS HO)IO6HI)IX 3aaa4,
PCIICHHBIX HA MPAKTHYECKUX 3aHATHSIX.

Kpumepuu oyenueanusn

MakcumanpHasi cymma 0ajutoB, HaOupaemasi 00yJaronuMCs 10 JUCITUTUTMHE, BKIIFOYAET
JIBE COCTaBJISIIOIINE:

— nepeas cocmasnsAowjas — OLEHKA PETyJSPHOCTH, CBOEBPEMEHHOCTHM U KadecTBa
BBINOJIHEHHSI 00y4JarolmmMces y4eOHOH paboThl 10 M3Y4YEHUIO JUCLUIUIMHBI B TEYEHUE Iepuoja
U3yYeHHsl IUCUUIUIMHBL (cymma — He Oonee 70 OamioB). bamibl, Xapaktepusyrouue
yCIEBaeMOCTh OOy4Yarolerocs: 1Mo AWCLUIIMHE, HaOUparoTCs UM B TEUYEHUE BCEro Iepuoja
o0OydeHus 32 U3YYCHUE OTJICIBHBIX TEM U BBIIOJIHCHUE OTICIBHBIX BHIOB padoT. OOmmii 6an
TEKyIIEr0 W pyOeKHOTr0 KOHTPOJS CKJIAAbIBAETCS W3 COCTABISIONIMX, OIpPENEIEHHBIX B
COOTBETCTBHH C PACTOPSDKEHHEM JMPEKTOpa MHCTUTYTA TpaBa, YKOHOMHKH W (UHAHCOB OT
04.09.2017 1. Ne__.

— emopas cocmaenawas — OIEHKAa 3HaHUM oOydwaromerocss 1O pe3yjibTaTam
MPOMEXYTOUHOM arrectauuu (o 25 OamioB). Kpurepun oneHuBaHHUS IUIAHUPYEMBIX
pe3yabTaToB oOyueHus npuseneHsl B [Ipunoxenun 1. Kputepuu oneHku kadecTBa OCBOCHHUS
JUCLUIUIMHBI NTpeAcTaBieHsl B [Ipunoxenun 2.

5.4. Konmpoab Kypcoewvix pabom (npoekmos)

KypcoBas pabora (mpoekT) mno JucHuiuiuHe «JloKyMeHTaunoHHOe obecreyeHue
ynpaBiieHUs] OM3HECOM» HE TNpeayCMOTpeHbl Y4eOHBIM ITaHOM Mo HampasieHuto 38.03.01
DKOHOMMKA, HAallPaBJIEHHOCTH (Mpoduiis) «byxranrepckuil yueT, aHaiu3 ¥ ayaur.

6. Memoouueckue mamepuainsl, onpeoenaouiue npouedypsvl OUeHUGAHUA 3HAHUIL,
YMeHUll, HABbIKOG U (UU) Onvlma 0eameabHOCmu

TunoBble  3amaHus, oOecneuuBamomue  QopmupoBaHue  komnereHuuu  YK-2
Npe/CTaBJICHbI B TabIHIIE 7.

Taonuya 7. Pe3ynomamul 0céoenus yuedonoi Oucyuniunl, nooaexcaujue npogepKe

Pe3ynbTaThl Bupel onieHouHOrO MaTepuania,
OCHOBHBIE MOKA3aTeNU OLIEHKH
o0yueHus oOecrieunBaromue GopMUPOBAHUE
PE3yJIbTaTOB O0yUYEHUS .
(KOMTIETEHITNN ) KOMITETCHIIUH
Kon u HaumeHoBaHue
. 3uamo: OneHOYHBIC MaTEPUATTBI IS
npogeccuoHaAILHOM
- TIOPSIIOK M IIpaBUJjia ycTHOTO ompoca (pazaen 5.1.1)
KOMIETEeHI[UH
COCTaBJICHMSI, yueTa, XpaHeHust | O1eHOYHbIC MaTepUATBI IS
BBINYCKHUKA: %
y Y UCTOJIb30BaHUS TOKYMEHTOB | CAaMOCTOSITENIbHOM paboThl (pas3aen
YK-2. Cnocoben
(B TOM umncie orpanuueHnoro | 5.1.2)
OTpeAessATh KPYT 3a7au )
JI0CTYTa) B OpraHu3alii; OneHoyHble MaTepUaIb s
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B paMKax ITOCTaBJICHHOU
1€ ¥ BEIOUpaTh
ONTUMAJbHBIE CIIOCOOBI
UX pElIeHus, UCXOS U3
JIEUCTBYIOILUX
IIPABOBBIX HOPM,
UMEIOIINXCS PECYPCOB U
OTpaHUYCHUHN

Kox v HanmenoBanue
HHIUKATOPA
AOCTUKEHUS
YHHBEPCAJIbLHOMI
KOMIIeTeHIIUH
BBINYCKHUKA

YK-2.2. Cnocoben
HCIOJIb30BaTh OCHOBBI
HKOHOMUYECKHUX U
(bMHAHCOBBIX 3HAHUA
JUTSL OIIPEIENIeHUs KpyTa
3a/lay B paMKax
IMOCTaBJICHHOM I1EJIH,
BEIOMpATh ONTHUMAIILHBIC
CIOCOOBI MX PEIICHHUS,
UCXOJIA U3
JIEUCTBYIOIINUX
MPaBOBBIX HOPM,
MUMEIOLINXCS PECYPCOB U
OrpaHUYECHUIN

- BUJIbl OTBETCTBEHHOCTH 32
OLIMOKHU B IOKyMEHTax U
HapymeHus B 0POPMIICHUN U
paboTe ¢ TOKyMEHTaMu;

- OCHOBHBIE METOJIbI PELICHHUS
AHAJIMTUYECKUX U
UCCIIEIOBATEIbCKUX 3a/1a4;

- COBPEMEHHbIE TEXHUYECKUE
cpeacTBa U MHQOPMAIOHHBIE
TEXHOJIOTUH, UCTIOIb3yEMBbIe
IIPU peLIeHUN
UCCIIeI0BATEIbCKUX 3a7a4;

- OCHOBHBIE TTOJIOKEHUS
JOKYMEHTHUPOBaHHUSI
YIIPaBJICHYECKOU
JeSITeNbHOCTH;

- OCHOBHBIE METO/IbI PEeIICHHS
KOMMYHHUKaTHBHBIX 3aJiay;

- cnenu(UKy pazIHuHBIX
CIOCOOOB PEIICHUS
KOMMYHHUKATHBHBIX 3371ay;

- COBPEMEHHbIE TEXHUYECKUE
cpeacTBa U MHQOPMAIIOHHBIE
TEXHOJIOTUH, UCTIOJIb3yEMBbIE
IIPU pPeLIeHUN
KOMMYHHUKaTHBHBIX 3a7a4;

- IPUHIUITB (POPMHUPOBAHUS
MH(POPMALIMHU HA PA3TUYHBIX
YPOBHSIX YIIpaBICHUS
HKOHOMHUYECKUM CYOBEKTOM;

- CUCTEMBI YIPaBJICHUS

BBITOJIHEHUS pedepaToB (pazaen
5.1.3)

OueHouHbIe MaTepUabl JJIst
KOHTPOJILHOM paboThI (pazmen
5.1.4)

O1eHOUHBIE MaTepHaIb IS
KoJTokBHyMa (pasnen 5.2.1)
OreHOUHBIE MaTepHaIb s
MIPOBEJICHUS TECTUPOBAHUS (pa3ael
5.2.2)

OueHouHble MaTepUabl JIst
MPOMEKYTOYHOM aTTECTallKI
(pazmen 5.3)

AJIEKTPOHHBIM
JIOKYMEHT0000pOTOM

Ymemos: O1leHOYHbIE MaTepHAIIBI TS

- HCIIOJI30BaTh BEITIONTHEHMSI pedepatoB (pasuen

3aKOHOMEPHOCTH U MIPUHIIUIIBI
JIOKYMEHTOBE/ICHUS 1
JIEJIONPOU3BOJICTBA B
00pa3oBaTeNbHON U

X034 CTBEHHO-TIPABOBOM
JIESITEIIbHOCTH,

- COCTaBJIATh, 00pabaTHIBATh,
UCIIONIb30BATh, XPAHUTh U
YUUTHIBATh YIIPABICHYECKUE
JIOKYMEHTBI OTKPBITOTO H
3aIUIIEHHOTO
JIOKyMEHTO000pOTa;

- TOJIb30BAThCS
COBPEMEHHBIMU TEXHUYECKUMU
CpeICTBaMH U
MH(POPMALMOHHBIMU
TEXHOJIOTHSIMH;

5.1.3)

OrneHOYHBIE MaTepUAITBI JIst
KOHTPOJILHOH paboThI (pasmuen
5.1.4)

OueHouyHble MaTepUaNbl s
MMPOMEKYTOYHOM aTTECTALIMU
(pazmen 5.3)
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- OPraHU30BBIBATH
JIOKYMEHTAIlMOHHOE
MIPOU3BOJACTBO HA
MPEINPUITHSIX OTPACIIU U
aHAJIM3UPOBATh

3¢ PEeKTUBHOCTD TaHHOM
JIeATEeTbHOCTH;

- TI0JIB30BAThCS
COBPEMEHHBIMU TEXHUYECKUMU
CpeICTBaMH U
MH(POPMALMOHHBIMU
TEXHOJIOTHSIMH JIJIS1 pEeLIeHUS
KOMMYHHKATHBHBIX 33/1a4 B
npoiiecce 00CyKIeHHUS,
MPUHSATUS U PEeaTU3aluu
YIIPABJICHYECKUX PEUICHU,
Hay4YHO-UCCIEA0BATEIBCKOMN
JIeSITEIbHOCTH

Bnaoemy:

- HaBbIKaMU BEJICHUSI U
ONITUMH3AINN
JIOKyMEHTO000pOTa B
pa3nuYHbIX chepax
JIeSITEIIbHOCTH;

- HaBBIKAMU U COBPEMEHHBIMHU
TEXHUYECKUMU CPEJICTBAMU
JUISL CAMOCTOSITENTBHOTO,
METOJIMYECKH MPABUIBHOTO
pelIeHHs aHATUTHYECKUX U
UCCJIEIOBATEIbCKUX 3aJaHUN U
3ajay;

- HaBBIKaMU JJOKYMEHTAJIbLHOTO
odopmIleHus peleH B
YIpaBlIeHUU
MPEAIPUHUMATEIBCKON
JIESITEIbHOCThIO OPTaHU3AlINY;
- HaBBIKAMH 151
CaMOCTOSITENILHOTO,
METOAMYECKH MPaBUILHOTO
pelIeHns KOMMYHHUKATUBHBIX
3ajay;

- TEXHUYECKUMHU CPEJICTBAMU U
MH(POPMALMOHHBIMU
TEXHOJIOTHSIMH MPU PELICHUH
KOMMYHHUKATHBHBIX 33124

OrueHoYHBIE MaTEepUAITBI JIst
BBITIOJTHEHHSI pepepaToB (pazaen
5.1.3)

O1eHOUHBIC MaTepHaIbl JIJIs
KOHTPOJILHOM paboThI (pazen
5.1.4)

OrneHOYHBIE MaTepUAITBI JIst
MIPOMEKYTOYHOW aTTeCTAIIN
(paznmen 5.3)

7. YueOHOo-MeToaAuvecKoe odecnevyeHne JUCHMIIUHBI (MOXYJIs)

7.1. Hopmamueno-3akonodamenbHvle akmpl
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1. I'paxxnanckuii xonekc Poccuiickoit @enepanun. enepanpuelii 3akoH ot 30.11.1994
Ne 51-®3 [Onextponnsiii pecypc]. — Pexum nocryna: Koncynbrant Ilmroc: URL: www.
consultant.ru.

2. Hamnorossiii konekc Poccutickoit deneparuu (qacts niepsasi) oT 31.07.1998 1. Ne 146-
@3 [DnexTponHsbIi pecypce]. — Pexxum nocryna: Koncynsrant [Tmoc: URL: www. consultant.ru.

3. Hamorossriit komekc Poccuiickoit deneparuu (qacts Bropas) ot 05.08.2000 r. Ne 117-
@3 [DnexTponHsIi pecypce]. — Pexxum nocryna: Koncynsrant [Tmoc: URL: www. consultant.ru.

4. Tpynosoii konekc Poccuiickoii @eneparuu. denepanbubiii 3akoH PO ot 30.12.2001
Ne 197-®3 [Onextponssiii pecypc]. — Pexum nocrtyna: KoncyneranTt Ilmroc: URL: www.
consultant.ru.

5. ®enepanbublii 3akoH «O OyxraiarepckoM ydere» or 06.12.2011 r. Ne 402-03
[DnexTponnslil pecypc]. — Pexum nocryna: Koncynprant [Lmroc: URL: www. consultant.ru.

6. denepanpubiii 3akoH oT 10.01.2002 Ne 1-D3 «OO 351eKTpOHHON HUGBPOBON MOATUCH»
[DnexTponnsIil pecypc]. — Pexum nocryna: Koncynprant [Imroc: URL: www. consultant.ru.

7. ®enepanbublii 3ak0H 0T 20.02.1995 Ne 24-03 «O0 unpopmanuu, vHGopMaTH3aLUU U
3amute nHGopmarum» [InexTpoHHbd pecypc]. — Pexxum moctyma: KoncynsranT I[Tnroc: URL:
www. consultant.ru.

8. denepanpHblil 3ak0H OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
@enepaun» [OnekTpoHHBIM pecype]. — Pexxum nocryma: Koncynerant ITmroc: URL: www.
consultant.ru.

7.2. OcHosHas tumepamypa

9. JIokyMeHTallMOHHOE o0ecleYeHrne yIpaBieHus [DIeKTPOHHBIN pecypc]: yueOHUK JUIst
CTYICHTOB BYy30B, OOYy4YalOIIUXCS IO HaMpaBlICHUSIM «ODKOHOMHUKa» U «MeHEeIKMEHT»,
cneuuanbHocTsIM «MHpOpMaTHkay, «JloKyMEeHTOBEICHHE U JOKYMEHTAlMOHHOE ObOecrieueHue
yopaBiieHus», «ABToMatusauuss u ympasieHue» / A.C. I'punbepr [u ap.]. — DaeKTpoH.
TekcToBEIe manHble. — M.: FOHUTU-JAHA, 2017. — 391 ¢. — 978-5-238-01770-9. — Pexum
nocryna: http://www.iprbookshop.ru/71213.html

10.  Hoponwuna JI.A., Uputukosa B.C. JlokyMeHTallmOHHOE OOeclieueHue yrpaBIeHHs
[Tekcrt]: yue6. u mpakt.mist CITIO / JILA. Hoponuna, B.C. Uputukosa. - M.: U3n-Bo FOpaiir,
2019. - 233 c. - (IIpodeccuonansHoe obpazoBanue). - ISBN 978-5-534-05783-6. — 10 sk3.
(Otnen yuebHoit mutepatypsl CI1O - 10).

11. KysnenoBa WM.B. JlokymeHTanmoHHOe oOOecHeueHHe YNpaBlIeHUs [DIEKTPOHHBIN
pecypc]: yuebnoe mocoome musa CIIO / W.B. Kysuemonra, I'.A. XauarpsH. — 2-e¢ uzm. —
DOneKkTpoH. TeKcToBble naHHble. — Caparos: IlpodobpazoBanue, Al Ilu Op Menua, 2019. —
166 c. —  978-5-4486-0404-1,  978-5-4488-0216-4. —  Pexum  nocryna:
http://www.iprbookshop.ru/80326.html

12. Cumonsn P.f. JlokymMeHTalMOHHOE oOOecreyeHrue CHCTEMbl  YNpaBJiIeHUS
opranuzanmen [DnekTpoHHbIH pecypc]: yueOHoe mocobue / P.SI. CuMOHSH. — DJEKTpoOH.
TekcToBble gaHHbIe. — CapartoB: A#t [Iu Op Menua, 2018. — 180 c. — 978-5-4486-0167-5. —
Pexxum noctyna: http://www.iprbookshop.ru/72458.html

7.3. [lononnumenvuas iumepamypa

13. T'myxoBa O.B. JlokyMeHTallMOHHOE oOOecreueHue yrpaBieHHusl [DIIeKTPOHHBII
pecypc]: kypc nekmmii / O.B. I'myxoBa. — DJEKTpOH. TEKCTOBbIE NaHHBIE. — Bonrorpan:
Bonrorpanckuii nacTUTYT OU3HEca, By3zoBckoe obpaszoBanue, 2013. — 72 c. — 2227-8397. —
Pexxum noctyna: http://www.iprbookshop.ru/19177.html

14. T'punbepr A.C. JlokyMeHTanmoHHOE oOecreueHne yIpaBieHHUS [DIEKTPOHHBIN
pecypc]: yuebnuk / A.C. I'punbepr, H.H. T'opbaueB, O.A. MyxameTmuHa. — DIEKTPOH.
tekcToBble manHble. — M.: FOHUTU-JIAHA, 2012. — 392 ¢. — 978-5-238-01770-9. — Pexum
nocryma: http://www.iprbookshop.ru/10497.html
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15. JlokyMeHTaIlMOHHOe oOecriedeHre ympaBlieHusl [DIEeKTPOHHBIN pecypc]: ydeOHoe

nocobue /. — DONeKTpoH. TeKcToBble JaHHble. — HoBocubupck: HoBocuOupckuit
roCy/IapCTBEHHBIN arpapHblil YHUBEPCUTET, 30J10TOH Kojoc, 2014. — 106 c¢. — 2227-8397. —
Pexxum moctyma: http://www.iprbookshop.ru/64716.html

16.  KysnenoBa U.B. JlokymMeHTanuoHHOE OOECIEYEHHE YIPaBJICHUS IMEPCOHAIOM

[DnexTpoHHBI pecypc]: yaeOHoe mocodue nist 6akanaspos / U.B. Ky3nemnona, I'.A. Xauarpsh.
— DnexkTpoH. TekcToBble AanHble. — M.: [lamkoB u K, At [1lu Op Menua, 2017. — 220 c. —
978-5-394-02325-5. — Pexxum noctyma: http://www.iprbookshop.ru/57135.html

17. PoxusitoBckas W.P. JlokymeHTanmoHHoe oOecriedeHrne [DIEeKTPOHHBINH pecypc]:
yueOHoe nocobue / 1.P. PoxHsTOBCKas. — DNEKTPOH. TEKCTOBbIE NaHHble. — CumMdeponons:
VYHuBepcureT OSKOHOMMKM W ynpasieHus, 2016. — 104 c. — Pexum pgocryna:
http://www.iprbookshop.ru/73265.html

7.4. Ilepuoduueckue uzoanus
1. XKypuan «CoBpeMeHHBbIE TEXHOJOTHHU JEIONMPOU3BOJICTBA U JTOKYMEHTOOOOpoTa». Pexum
nocryma: https://elibrary.ru/title_about.asp?1d=34482
2. XKypnan «/lemonpon3BoaCTBOY. Pexum JIOCTyTIA:
http://www.top-personal.ru/officeworks.html.
3. Kypnan «Kazapooe neno». Pexxum nocryna: https://e.kdelo.ru/

/.5. Unumepnem-pecyvpcobl

[Tpy M3yyeHNn AUCIUTUTIHBI O0YYArOIIUMCSI TTOJIE3HO TOJIB30BATHCS CIEAYIOMMUMU MHTEpHET —
pecypcamu:

—  npogheccuonanvhvle 6azvl OGHHBIX:
1. HamumonaneHas uHpOpMalMOHHO-aHaMUTHYecKass cuctema ba3a nanHbix Science Index
(PUHILI). URL: http://elibrary.ru
2. HamumonanbHas snekTpoHHast oubnmoreka PI'b (umeercs pesxum A arozielt ¢ HapylleHHueM
3peHus (Uit cnensix u cnaboBuasamux). URL: https://H36.pd
3. OB/l PI'b (6ubmmoreka nuccepramuii) (KK, OJIA, U3, UC*). URL: http://www.diss.rsl.ru
4. OBC «AulludpOykc» (umeercs pexuM s JIOJEH ¢ HapylmleHMeM 3peHus (s
cnaboBumsmux). URL: http://iprbookshop.ru/

—  UHpOpMayuoHHble CNPABOUHbIE CUCTNEMbL.
5. CnpaBounas mpaBoBas cucreMa «Koncymnprantllimrocy. URL: http://www. consultant.ru
6. CmpaBouynas mnpaBoBas cucremMa «[apant» (B cBobomHom goctyme). URL:
http://www.garant.ru.
7. CrnpaBouynas nmpaBoBasi cucrema «Pedepent» (B cBobogHom jgocryne). URL:
https://www.referent.ru/
8. NudopmarmonHo-cnpaBoyHast cucrema «Aromap Wudpo» (B cBoboanom poctyme). URL:
https://www.audar-info.ru/

—  UHble UHMEPHEeM-UCTNOYHUKU:
1. Hayunas snextpoHHas 6ubmmoreka «KubepneHnnnkay: https://cyberleninka.ru/

7.6. Memoouueckue VKa3aHus no nPo8eoeHUI0 PA3IUYHbIX VYeOnbIX 3aHAMUL, K KYDCOEOMY
NPOEKMUPOBAHUIO U OPYV2UM BUOAM CAMOCIMOAMENbHOU pabombl

Memoouueckue pexomenoayuu npu pabome HaA0 KOHCNEKMOM 80 8peMsl NPOBeOeHUs TeKYUU
B mpormecce JIEKIMOHHBIX 3aHATHA I1€J1eCOO0pPa3HO KOHCIIEKTHUPOBATh  YUCOHBIN
Matepuai. J[Jis 3Toro UCoIb3yrTCs 00ITHe U yTBEPIUBIIHECS B IPAKTUKE MPABUIIA, H TPUEMBI
KOHCIIEKTUPOBAHUS JICKIIUA:
KoncnektupoBanue JIeKUH BEAETCA B CIEHHAIBHO OTBEAEHHOM I 3TOTO TETPa.u,
KaXAbIM JUCT KOTOPOM JOMKEH UWMETh TM0Jid, Ha KOTOPBIX JENaloTCsl TOMETKH U3
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PEKOMEHJIOBAHHOW JIMTEPATYPBI, JOMOJHSIOIIAE MaTepua IPOCIYIIAHHOW JIEKIHH, a TaKKe
MO AYEPKUBAIOIIHE OCOOYIO BaXKHOCTh TEX MM UHBIX TEOPETUUECKHUX MOTOKEHUH.

[enecooOpa3Ho 3amUCHIBaTh TEMY U TUTaH JIEKIUN, PEKOMEHIYEMYIO TUTEpaTypy K TeMe.
3anucu pas/esioB JIEKIUMU JOJDKHBI MMETh 3aroJIOBKH, MOA3aroJIOBKH, KpacHble CTpOKH. Jliis
BBIJICJICHUSI Pa3/EiioB, BBIBOJAOB, ONPEAEICHNUN, OCHOBHBIX UIEH MOKHO HUCIOJIb30BATh LIBETHHIE
KapaHjanm 1 GJIoMacTepsl.

HasBanHble B JEKIIUU CCHUIKM HA TIEPBOMCTOYHHUKHU HAJI0 TOMETUTH HA TOJSAX, YTOOBI IPU
CaMOCTOATENbHON paboTe HAWTH W BIKCAaTh HUX. B KOHCIEKTE JOCIOBHO 3alUCHIBAIOTCS
OTpeeNieHUs] TOHSITUN, KaTeropuil W 3akoHOB. (OcCTalbHOE JOHKHO OBITH 3alMCaHO CBOMMH
CIIOBaMH.

Kaxxnomy crymeHTy HeoOXomuMo BbIpabOTaTh U HCIOJNB30BATh  JOMYCTHMBIE
COKpaIleHusi Hanbosee pacpoCTPAaHSHHBIX TEPMUHOB U TTOHSATHH.

Memooduueckue pekomendayuu no n0020MoBKe K NPAKMu4eCkuUM 3aHamusim

[IpakTuyeckne (ceMHHApCKHUE) 3aHATHS — COCTaBHas dYacTh Y4yeOHOro mporiecca,
rpynmnoBas (popMa 3aHATUH NPU aKTUBHOM y4yacTUH oOydarommuxcs. [IpakTuueckue 3aHATUSA
CIOCOOCTBYIOT YIIIyOJ€HHOMY H3yUEHHIO Haubojee CIOXKHBIX IMpoOJieM HayKd U CIyKaT
OCHOBHOM (OpMOI MOABENEHUST HUTOTOB CaMOCTOSITENIbHOM paboThl oOyuaromuxcs. Llenbro
NPAaKTUYECKUX 3aHATHH SBISETCS YyIIyOJieHHMEe M 3aKpeljieHHe TEOpeTHYECKHX 3HaHUM,
IMMOJIYUCHHBIX O6y‘IaIOH_[I/IMI/IC$I Ha JICKOHUAX U B IMPOLECCE CaAMOCTOATCIbHOI'O NU3YyUCHUA yqe6H0ro
MaTepHana, a, cie1oBaTe’abHo, (OpMUPOBAHHE Y HUX ONPEIEICHHBIX YMECHUN U HABBIKOB.

B X0A€ IMOATrOTOBKM K CEMHHAPCKOMY 3aHATUIO H€O6XO,Z[I/IMO MMPOYNTATh KOHCIICKT
JEKLUU, U3YYUTh OCHOBHYIO JINTEPATypy, O3HAKOMHUTBHCS C JOMOJHUTEIBHON JIUTEPATypOH,
BBIIIOJJHUTh  BBIJJAHHBIC MPETIOAABATCIICEM  MPAKTHUYCCKUEC  3adaHUs. HpI/I O9TOM  YYECTb
pEeKOMEHalMN TpernoAaBarens U TpeboBaHMs Mporpammbl. JlopabaTeiBaTh CBOW KOHCIEKT
JIEKIMH, Jieasi B HEM COOTBETCTBYIOIINE 3alUCH U3 JIUTEPATYPHI.

XKenarenpHO TIpU MOATOTOBKE K MPAKTUUYECKMM 3aHATUAM 10  JUCLUIUINHE
OAHOBPEMCHHO HUCIIOJb30BATh HECKOJIBKO HCTOYHUKOB, PACKPBIBAIOIIUX 3aJaHHBIC BOIIPOCHI.

Ha npaktuueckux 3aHATUAX OOydYarolludecs ydarcsi TPaMOTHO H3Jarath IMpoOJeMsbl,
CBO60}IHO BBICKA3bIBaTh CBOH MBICJIN n CYXXIOCHU, paccMaTpuBarOT CUTyalluu,
CIMOCOOCTBYIOIINE Pa3BUTHIO MPOo(ecCHOHANIBHOM KoMIIeTeHTHOCTH. ClieyeT UMeTh B BUIY, UTO
IMOATOTOBKA K MPAKTUYCCKOMY 3aHATHIO 3aBUCUT OT (bOpMI)I, MECTa MNPOBCIACHUA CEMHHAapa,
KOHKPETHBIX 3a/IaHUi M MopyueHHid. IT0 MOXKET ObITh HamHMCaHue J0KJIaja, 3cce, pedepata (¢
HOCJETYIOIUM UX 00CYKICHUEM), KOJTIOKBHYM.

Memoouueckue pekomeHoayuy no opeanu3ayuu CamocmoameIbHol pabomol
Opranmzaiysi CaMOCTOSITENIPHOM pabOThl 10 JWCIMIUIMHE BKJIIOYAET CIEAYIOIIee

KOMITOHEHTHI:
1. CamocTosTeNbHOE N3YUYEHHE TEM JUCIUTUINHBI,
2. IMoaroroBka pedepaToB MO MPeII0KEHHBIM TEMaM.

CamocrosiTenpHas paboTa 00yJaronerocs BKI0YaeT:
— H3y4YeHHE OCHOBHOH W IOTIOHUTEIHHOU JTUTEPATYPhI;
— H3YyYEeHHE MaTepHUasoB MEPUOTUICCKON MEYaTH U NIEKTPOHHBIX PECYPCOB;
— TMOATOTOBKY K MPAKTHYECKUM (CEMHUHAPCKUM) 3aHSATHUSIM;
— BBITIOJTHEHUE 33JIaHUS U TTOATOTOBKY K €ro 3allHTe;
— H3yYeHHE MPOOJIEMHBIX CUTYallul, HE UMEIOIINX OJHO3HAYHOTO PEIICHUS;
— TMOJATOTOBKY K DK3aMEHY;
— WHIUBUAyAIbHBIE W TPYMIOBBIC KOHCYJbTAIMM [0 HauOoJee CIOXKHBIM BOIPOCAM
JUCIUTLITUHBIL.

Teopernuecknii mMaTepuall MO TEM TeMaM, KOTOpPbIE BBIHECEHbI Ha CaMOCTOSITEIIHBHOE
U3ydeHue, oOydaroluiicss nmpopabaTbiBaeT B COOTBETCTBUU C BOIMPOCAMHU JJSi MOATOTOBKH K
sk3ameny. [laker 3amaHuil JUIsI CaMOCTOSITENTLHOW pPa0OTHI BBIIACTCS B HAydale CEeMecTpa,

onpecACIAIOTCA KOHKPETHBIC CPOKM HMX BBIIIOJIHCHHUA W CHAa4Hu. PGSYJ'IBTaTBI CaMOCTOSITEILHOM
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paboThl KOHTPOJIUPYIOTCS IMPErojaBaTeNieM M YYHUTBHIBAIOTCS NMPHU aTTECTAUM O0YYarolerocs.
3ananus JUIsi CAMOCTOATEIbHON pabOThl COCTABIISIIOTCS, KaK NMPaBUIIO, IO TEMaM U BOIIPOCcaM, Mo
KOTOPBIM HE NPEAyCMOTPEHBl ayIUTOpHbIE 3aHATUS, JMO0 TpeOyercs JOMOTHUTENBHO
npopa®oTaTh W MpPOAHATU3UPOBATh pPacCMATPUBAEMBI MpeNoaaBaTeeM Marepual B o0beme
3alJIaHUPOBAHHBIX YacOB.

Jlns 3akperuieHdss TEOpeTHUYECKOro Marepuaia oOydaroIluecs BBIMOJHSAIOT Pa3InyHbIe
3ajanus (pedeparbl, JOMalIHUE 3afaHus). VX BBINOJIHEHHE NMPHU3BAHO OOpPAaTUTh BHUMAaHUE
oOyuaroluxcs Ha HauboJjee CI0KHbIE, KIIF0OUEBbIe U TUCKYCCHOHHBIE aCleKThl U3y4aeMOU TEMBI,
IIOMOYb CHUCTEMATHU3MPOBAaTh U JIy4Yllle YCBOUTH NMPOWIEHHBIH Marepuan. Takue 3aJaHus MOTYT
ObITh HWCIOJB30BaHbl KakK J/Jii TMPOBEPKH 3HAHUN 0OydYaroIIMXcs MpernojaBaTesieM B XOe
MIPOBE/ICHUS 3aHATUH, a TAKKe JJISi CAMONPOBEPKU 3HAHUN 00yUarOIIUMHUCS.

[Tpu camocCTOSITENFHOM BBHIMOJIHEHUU 33JaHUN OO0ydarou[uecs: MOTYT BbISIBUTH TOT KPYT
BOIIPOCOB, KOTOPBIA yCBOWJIM €1a00, W B JalbHeHIIeM oOpaTHTh Ha HUX 0cO0O€ BHUMAHHE.
KonTponb camocTosTenbHON paboThl 00YYarOIIMXCS M0 BHIMOJIHEHUIO 33JaHUI OCYIIECTBIISIETCS
IpernojiaBaTesieM C IOMOIIbI0 BBIOOPOYHOH M (POHTAIBHON NPOBEPOK Ha TNPAKTHUYECKU
(cemuHapckux) 3aHATUAX. [Ipr HEOOXOAMMOCTH JOMOTHUTEIBHBIC KOHCYJIBTAIIMM MOTYT OBITH
Ha3HAa4eHbl [0 COIVIACOBAHMIO C  IIPENOJABATE]IEM B  WHAMBHIYaJbHOM  IOpPSIKE.
CamocrosiTenbHas paboTa 10JKHA HOCUTh TBOPUECKHUM U TUTAHOMEPHBIIN XapakTep.

Memoduyeckue pekomendayuu no pabome c iumepamypou

Bcro nuTeparypy MOXXHO pa3faenuTh Ha YY€OHUKH W y4eOHBIE 1MOCOOUs, OpUTHHAIBHBIC
Hay4YHBbIE MOHOTpadUUEeCKHe UCTOYHHKHU, HAyYHbIC MyOJIMKAIIMKA B MEPHOAMYECKON medyatu. M3
HAX MOJXXHO BBIJICIUTH JIUTEPATYpPy OCHOBHYIO (PEKOMEHIYEMYI0), MOTOJHUTEIBHYI0 |
TUTEpaTypy JUIsl yriyOJIeHHOTO U3YYEeHUS TUCIUILTHHBL.

N3yuenne IUCHUIIIMHBI CIEAyeT HAauyWHATh C y4eOHWKA, TOCKOJBbKY Yy4eOHUK — 3TO
KHUTa, B KOTOPOM M3JI0KEHBl OCHOBBI HAYYHBIX 3HAHUI MO OIPEICICHHOMY IMpEAMETY B
COOTBETCTBHH C IEJISIMH | 337a4aMi 00y4YeHHUsI, YCTAaHOBJICHHBIMU MTPOTPAMMOIA.

[Ipu pabore ¢ nuTepaTypoil HEOOXOAUMO YUYUTHIBATH, YTO MUMEIOTCS PA3TUYHBIC BUJIBI
YTCHUS, M KQXIBIA U3 HUX UCIIOJIB3YETCS Ha OMPE/IEIICHHBIX dTarax OCBOSHUS MaTepuaa.

IlpedsapumenvrHoe YTeHUE HANPABICHO HA BBHISBJICHHUE B TEKCTE HE3HAKOMBIX TEPMHUHOB
U TOMCK MX 3HAYEHHs B CIPABOYHOW JuTeparype. B 4acTHOCTH, NpU YTEHHWH YyKa3aHHOU
TUTEepaTypbl HEOOXOIUMO MOAPOOHEHIITIM 00pa30M aHAIU3UPOBATH MTOHSATHSI.

Ck603H0€e umeHue TIpEANONAraeT MPOYTCHUE MaTepuaia OT Havanga 710 KoHia. CKBO3HOE
YTeHHUE JIUTEePATypbl U3 TPUBEIECHHOTO CIHCKa JaeT BO3MOXXHOCTH CTYACHTY c(OopMHpOBaAThH
CBOJI OCHOBHBIX IOHSATHN W3 U3y4aeMOi 00J1aCTH U CBOOOJTHO BJIAJIETh UMH.

Buvibopounoe — Ha0O60POT, UMEET IIENBI0 MMOUCK U OTOOP Marepuana. B paMkax JaHHOTO
Kypca BBIOOPOYHOE UTEHHE, KaK CIIOCO0 OCBOEHUS COAEPKaHMs Kypca, JOKHO MUCTIOIb30BaThCS
MIPU MOJITOTOBKE K MPAKTUYECKUM 3aHATUSAM O COOTBETCTBYIOUIUM Pa3eiIaM.

Ananumuueckoe umenue — 3TO KPUTUYECKUM pa3bOp TEKCTa C MOCICAYIOIMHUM €ro
KOHCTIeKTUpoBaHueM. OCBOCHHE YyKa3aHHBIX MOHATHHA Oyaer Haubonee >(h(EKTHBHBIM B TOM
ciIy4ae, €CJIi MPH YTEHUU TEKCTOB CTYJICHT OYJIeT 3a/JaBaTh K ’TUM TEKCTaMm BOIMpPOCHL. YacTs u3
3THX BOmpocoB copmynupoBana B @POC B mepeuHe BONpocoB s cobdecenoBanus. [lepedeHp
ATUX BOMPOCOB OTPAHUYCH, TTOITOMY BaXXHO HE TOJIBKO COZECPKaHNUE BOIPOCOB, HO CaM MPUHIIHIT
OCBOCHMS JINTEPATYPhI C TOMOLIBIO BOIIPOCOB K TEKCTAM.

Llensto usyuaroweco 9TeHUs SIBIASETCS TTyOOKOE M BCECTOPOHHEE MOHMMAaHHUE YUeOHOU
uHpopManuu. EcTh HECKOIBKO MPHUEMOB U3YYAIOIIETO YTCHHUS:

1. Urenne mo anroputMmy mpesmnoiaraeT pazonenrne uHGOpMaluu Ha OJIOKH: Ha3BaHUE;
aBTOp; HMCTOYHHK; OCHOBHAas HJed TeKCTa; (aKTUYSCKUU MaTepuall; aHaliu3 TEeKCTa IMyTeM
COTIOCTABJICHUS UMEIOIITUXCSI TOYEK 3PEHUS 10 pacCMaTPUBAEMBbIM BOTIPOCAaM; HOBHU3HA.

2. Tlpuem MocTaHOBKH BOMPOCOB K TEKCTY UMEET CIEAYIOIINUNA aJrOPUTM:

— MEJIEHHO MPOYHUTATh TEKCT, CTApasCh MOHATH CMBICT U3JI0KEHHOTO;
— BBIJICJIUTH KITIOUEBHIE CIIOBA B TEKCTE;
— TMOCTapaThCsl MOHATH OCHOBHBIE UJIEH, MTOATEKCT U OOIIMIA 3aMBbICEN aBTOPA.
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3. Ilpuem Te3upoBaHMA 3aKiItoyaeTcs B (HOPMYITUPOBAHUU TE3UCOB B BUJIE MOJIOKEHHH,
YTBEP>KICHH, BHIBOJIOB.

K »sTomMy MOXHO m00aBUTP M HHBIE TNpPUEMBL: IpHeM pedepupoBaHUs, MpUEM
KOMMEHTHPOBAHUSI.

Memoouueckue pexomendayuu no Hanucanurw peghepamos

Pedepar — noknaa Ha ompeseNieHHYI0 TeMy, BKIIOYAIOMIMA 0030p COOTBETCTBYIOIIMX
JUTEPATypHBIX M JIPYTMX HCTOYHUKOB; KPAaTKOE H3JI0KEHUE COJEp)KaHUS HAy4dHOH paboThl,
KHUTH (WK ee 4acTH), CTaTbU C OCHOBHBIMHU (PAKTHUECKUMHU CBEJIEHUSIMU U BbIBojaMu. Pedepar
ABIISICTCS TBOPUECKOM MCCIIe0BaTEIbCKOM pabOTON, OCHOBAaHHOH, MPEX/e BCEro, HA M3YYEHUH
3HAYUTEILHOTO KOJMYECTBA HAYUYHON U HHOM JTUTEpaTyphl 110 TEME UCCIIEJOBAHMSL.

Hanucanue pedepara ucronpzyercs B y4eOHOM TIpoliecce B LEISIX MPUOOPETCHHS
oOyJaromumcsi Heo0XoAUMON Mpo(eCcCUOHATBHONW MOATOTOBKH, Pa3BUTHS YMEHHS U HaBBIKOB
CaMOCTOSITETILHOTO HAyYHOTO TMOWCKA: M3Y4YECHHUs JIUTEpaTyphl 1O BHIOPaHHOM Teme, aHaiIM3a
pa3IMyYHBIX MCTOYHMKOB W TOYEK 3pEHHs, OOOOIIeHHs] MaTepuaia, BbLIEJICHHUS TJIaBHOIO,
¢dbopmynupoBaHus BbIBOJOB M T.I. Ilporecc HammcaHust pedepaTa BKIIOYAET: BHIOOpP TEMBI;
Mo100p HOPMATHBHBIX aKTOB, CIEIUAIBHON JIUTEPATypbl U MHBIX HCTOUYHUKOB, UX H3YUYCHMHE;
COCTaBJICHHE IIJaHA; HANMCaHHE TeKCTa paboThl M ee O(OpMIICHHE; YCTHOE H3JI0KEHHUE
pedepara.

Pedeparsl numnryTest mo Hanbosiee akTyalbHBIM TeMaM. B HHX Ha OCHOBE THIATEIHHOTO
aHayin3a M 00OOILIEHUs] HAYYHOTO0 MaTepuaya COMOCTABISAIOTCA Pa3IMYHbIE B3IJISAbI aBTOPOB U
orpesenseTcsi COOCTBEHHAs MO3MIMSA OOydYalolmlerocs ¢ M3JI0)KEHHEM COOTBETCTBYIOIIMX
aprymMeHToB. TeMmbl pedepaToB MOJKHBI OXBaThIBATh M JUCKYCCHOHHBIE BOMPOCHl Kypca. OHuU
NpU3BaHbl OTpakaThb IMEPEJOBble Hay4Hble UAeH, 0000IIaTh TEHACHIUH MPAKTUYECKOM
NeSITeIbHOCTH, YUUTHIBAsl TIPU 3TOM HM3MEHEHHUs B TEKYIIeM 3aKoHojaTesnbcTBe. O0yuaroniuiics
IIPY JKEJTaHUHM MOXKET caM IPEUIOKHUTh Ty MU UHYIO TEMY, IIPEIBAPUTEIBHO COIJIACOBAB €€ C
HAyYHBIM PYKOBOJUTEIIEM.

Conepxxanne pedepata oOydaromuiicss OKJIAbIBa€T B OTBEJICHHOE ISl 3TOTO
npernojaBaTesieM BpeMsi Ha MPAaKTUYECKUX 3aHATUSAX. [IpenBapUTEeNbHO MOATOTOBHUB TE3UCHI
JOoKJana, oOydvarommiics B TeyeHue 7 - 10 MUHYT JOJDKEH KpPaTKO H3JIOXKHUTHh OCHOBHBIE
MOJIOXKEHUsT CBoer padoThl. [locne mokiama aBTOp OTBEUaeT Ha BOMPOCH ayautopun. Ha ocHoBe
00CyX/1eHUs 00y4aroLIeMyCsl BBICTABIISIETCS COOTBETCTBYIOIAS OLICHKA.

Memooduueckue pexomenoayuu 01 HOO20MOBKYU K 3a4emy

[IpomexyTounas arTectanus N0 AWCHUIUINHE «JlOKyMeHTallMOHHOE oOecnedeHne
yIpaBieHus: Ou3HecoM» mpoBoauTes B hopme 3adeta (5 cemectp — ODO, 4 cemectp — O3DO, 2
Kypc - 3®0). OcHOBO# 17151 ONpeAeNeHUs OLICHKU CIY)KUT YPOBEHb YCBOCHHUS 00yUarOIMIMMUCS
Marepuana, IpeaycCMOTPEHHOro pabodeil mporpammont auciuiuinHbel. K 3adery momyckaroTcs
oOyuyaromuecsi, HaOpaBme 36 u Oojee OamIOB MO UTOraM TEKYILEro W IMPOMEKYTOUHOTO
KoHTpoJis1. Ha 3auere oOyuaromuiicss MoxxeT HaOpaTh 70 25 0auioB.

B mnepuon moarotoBku K 3ayery oOydaromMecs BHOBb oOOpamaroTcss K y4eOHo-
METOAMYECKOMY MaTeprally W 3aKpeTUISIOT IPOMEKYTOYHBIC 3HAHUSI.

[ToaroroBka oOydvaromierocs K 3a4eTy BKIIOYAET TPU dTarma:

— CcaMoCTOsATENbHAs paboTa B TEUEHHE CEMECTPa;

— HETOCPEICTBEHHAs TMOATOTOBKA B THU, MIPEIISCTBYIOIHIE 3a4eTy 110 TeMaM Kypca;

— BBINOJIHEHHE 33JJaHUI HETIOCPEACTBEHHO Ha 3aueTe.

[Ipu moaroToBke K 3adeTy OOydYalOUIMMCS IeIeCO00pa3HO MCIOJIb30BaTh MaTepUAIIbI
JICKIHA, TPaKTUYECKUE PAOOTHI, BHITIOHSBIINECS B TCYCHUE CEMECTPA, HOPMATHBHBIE TIPABOBBIC
aKTBl, OCHOBHYIO U JOTIOJHUTEIBHYIO TUTEPATYPY.

Ha 3auer BbIHOCHTCS Marepwail B 00ObeMe, MPEAyCMOTPEHHOM pabodel MporpaMMoit
JTMCUMIUIMHBI 32 CEMECTp. 3a4eT MPOBOJUTCS B TUCbMEHHOH (opMme.

[lpy npoBeneHUM 3ayeTa BEAYNIMH NpENnojaBaTelb COCTABISET KOMIUICKT OWJICTOB,
KaX/IbIi U3 KOTOPBIX BKIIIOYAET B ceOsl:
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— Teopetnueckoe 3amanue (10 10 6amios);
— TpakTUyYecKoe (KOHTPOJIbHOE) 3aaHue (3a7ady Wid CUTyaluio) (1o 15 6amnos).
CopepxaHue OJHOTO OWJIeTa OTHOCHUTCS K Pa3IMUHBIM pas3jeliaM IpOTrpaMMBbI C TEM,
9TOOBI O0JIee MOJIHO OXBATUTh MaTepHall yueOHON NUCIUTUTHHEI.

8. Mamepuanvno-mexnuueckoe odecneyenue OUCYURIUHBL (MOOY1)

8.1. Tpebosanus k mamepuanbHO-MeXHUYECKOMY 0OecneyeHuo

[lepeyeHp MaTepHAIbEHO-TEXHUYECKOTO OOECIIEYCHUSI TUCIUIUIMHBI BKIIOYACT B ceOs
CrelMaJIbHbIe TIOMEIIEHHs Uil TPOBEJCHUS 3aHATUH JIEKIMOHHOTO M CEMHMHAPCKOIro THUIIa,
TPYNIIOBBIX W WHAWBHIYaJTbHBIX KOHCYJIBTAIlMi, TEKYIIEro KOHTPOJIS M TPOMEKYTOYHOMH
aTTeCTAlluH, a TAK)KE MIOMEIICHUS JJISi CAMOCTOSTENIbHON pabOThl M MOMEIECHHS JUTsl XPAHEHHS 1
pO(UIAKTHIECKOTO 00CITy>)KNUBaHUS 000pyI0BaHUSL. CrnienmanbHbIe MTOMEIICHUS
YKOMIUIEKTOBAaHbI CIHEIMAIU3UPOBAHHON MeOenbl0 M TEeXHHYECKUMHU CpEJICTBAMU OOYyUEHUs,
CITy>KaIllUMU JIJIs1 TIPEJICTaBICHHSI HH(GOPMAIMX OOJBIION ayIHTOPHUH.

Jns  mpoBeleHMs 3aHATUHA  JIGKLMOHHOTO THMA HMMEIOTCA  JIEMOHCTPAIMOHHOE
obopynoBanne u ydeOHO-HarmsamHble mocoOusa. [lo mgucrummHe «JlokyMeHTanmnoHHOE
obecriedeHne yIpaBieHHs OM3HECOM» HMEIOTCS MpPE3CHTAllMd MO OTHCNIBHBIM TeMaM Kypca,
no3BouigoIre Hanbosee 3(h(HhEeKTUBHO OCBOUTH MPECTABICHHBIN y4eOHBIM MaTepual.

[Ipu npoBeieHUN 3aHATUH JIEKIIHOHHOTO TUITa/CEMUHAPCKOTO TUIA UCTIOIb3YIOTCS:

- TUYEH3UOHHOE NPO2PAMMHOE ObecneueHue:

[Taker mpaB i yyamuxcs: Ha oOecrnieyenue aocryna k cepsucy Office 365 ProPlusEdu
ShrdSvr ALNG SubsVL MVL PerUsr STUUseBnft Student EES, norosop Nel3/9A-223
01.09.19;

AHnTUBUpYCcHOE nporpaMMmHoe obecrieueHne Kaspersky Endpoint Security CtannapTHblit
Russian Edition, morosop Nel3/9A-223 01.09.19.

- c60600HO pacnpocmpansemvle NPOPAMMbL.:

7Z — mporpaMma-apxuBarop;

Adobe Acrobat Reader — nmporpamma miist urerust PDF daitnos;

Mozilla Firefox nmunensus, Google Chrome — unrepHaer-opaysepsl;

Far Manager — KOHCONBHBIM (HalIOBBIH MEHeKep Ui OMNEPAMOHHBIX CHUCTEM
cemerictBa Microsoft Windows.

[Tpu ocymecTBaeHH 00pa30BaTENBLHOTO IMpolecca 00YYaIOIKUMUCA U IPENoiaBaTeaemM
UCTOJB3YIOTCS cleayrone HHpopManmonHsle crnpaBounble cucteMbl: OBC «AnlIudpOyxkcey,
CIIC «Koncynbsrant mitoc», CIIC «I"apaaty, CIIC «Pedepenty, CIIC «Aromap Uudo».

8.2. Ocobennocmu peanuzayuu OUCYUNIUHbL ONI5L UHBATUOOG U JUY C O2PAHUYEHHBIMU
B03MOICHOCMAMU 300P0BbA

Jlis CTyZAEHTOB C OrpaHUYEHHBIMH BO3MOXKHOCTSIMH 3[I0POBBSI CO3/[aHbl CIIEHUAIbHbBIE
yCIOBHUSA JUId TONy4YeHHs oOpa3oBaHusA. B 1ensX JOCTYMHOCTH TIOJNyYEHHs BBICIIETO
oOpa3oBaHMsl 10 0Opa30BaTEIbHBIM IpPOrpaMMaM HHBATUAAMU M JIMIIAMU C OTPaHUYEHHBIMU
BO3MOXHOCTSIMH 3/I0POBbsI YHUBEPCUTETOM 00€CIIeUMBACTCS:

1. AunbprepHaTuBHas Bepcus oOQUIMaIbHOrO caiWta B cetn «VMHTepHeT» Ui
CI1a00BUIAIINX

2. 171 MHBAJIMIOB C HAPYIIEHUSMU 3peHHUsI (CI1a00BUASIINE, CIICIBIC)

— IPUCYTCTBUE ACCUCTEHTA, OKa3bIBAIOLIET0 O0ydYaromeMmycss HeoOXOAMMYIO MOMOIIb,
DyOIMpoBaHHE BCIYX CIPABOYHON WMH(POPMALMU O PACIMCAHUW YYEOHBIX 3aHATHIA; HaTUdue
CPEACTB JUIsl YCWIEHHs OCTAaTOYHOTO 3pEeHHUs, OpailIeBCKOM KOMIBIOTEPHOH TEXHHKH,
BUJICOYBEIMYUTENCH, MpOrpaMM HEBHU3YyaJIbHOTO JOCTyna K HWHGOpMAIHUU, HPOrpaMM-
CHHTE3aTOPOB PEeUu U APYTUX TEXHUYECKUX CPEACTB IIpUeMa-neperayn yueOHol nHpopmanuu B
JTOCTYIHBIX (hopMax JUisi CTYIGHTOB C HAPYUICHUSMH 3PEHUS;

— 3a/laHus Ui BBIIOJHEHUS Ha SK3aMEHE 3aUUTHIBAIOTCSI ACCUCTEHTOM;
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— IIMCBMCHHBIC 3aJaHus BbIIIOJIHAKOTCA Ha 6YM8.F€, HAaJIUKTOBBIBAOTCA ACCUCTCHTY

o0yJaronumcs;

3. HJ'ISI HHBAJIMIAOB M JIMI C OTI'PAHWYCHHBIMHU BO3MOXHOCTAMH 3J0pPOBbA IIO CIYXY

(cmabocunplmainue, rryxue):

— Ha DK3aMEHE IPHUCYTCTBYET AaCCHUCTEHT, OKa3bIBAIOIIMM CTYIEHTY HEO0OXOINMYIO
TEXHUYECKYI0 IOMOIIb C YYeTOM MHIMBHIYaJbHBIX OCOOEHHOCTEH (OH IMOMOTaeT 3aHATh
paboyee MecTO, MepeABUTaThCSA, MPOUYNUTATh U OQPOPMUTH 3a/laHUE, B TOM YHCIIE 3alHUChIBas MO

JTUKTOBKY);

— DK3aMeH NMPOBOJUTCS B MMCBMEHHOM (hopme;
4. ]Ins WHBAIWIOB W JIUI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 370POBbS, MMEIOIINUX
HapyLIeHNUs ONIOPHO-JBUTATEIBHOIO annapara:

— CO3JaHBI

MaTCprUAIbHO-TEXHUYUCCKHUE YCIIOBHA,

00ecCIIeuYnBarOIINe BO3MOKHOCTD

6GCHpeHHTCTBeHHOFO AOCTYyTIIa o6yqa101u1/1x05{ B y‘ICGHLIG IIOMCIIICHUA, O6’[>€KTy IIMTaHUuA,
TYQJICTHBIC W JOpPYTUE€ TOMCHICHUSA YHHUBEPCUTETA, a TaKXKC Hpe6BIBaHI/I${ B YKa3aHHBIX

MOMEIIEHUSIX  (HaIuuue
MIPUCTIOCOOJICHMH ),

pacuIMpeHHbIX

ABCPHBIX

IPOEMOB,

NOpyYyHeH W JApYrux

— IIACBMEHHBIE 3a/laHusl BBINOJIHAIOTCS HAa KOMIIBIOTEPE CO CHELUATIN3HPOBAHHBIM
IIPOrpaMMHBIM 00€CTIEYeHUEM MJIM HaIUKTOBBIBAIOTCS ACCUCTEHTY;

— 10 JKEJIaHWIO CTYAEHTa SK3aMEeH IIPOBOJUTCS B YCTHOMU (opMme.

OOyuaromiyecs: U3 YUcia JIUL ¢ OTPaHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbsI 00€CIICUEHBI
AJIEKTPOHHBIMU 00pa3oBaTeIbHBIMU pecypcamMil B (opMax, aJalTUPOBAHHBIX K OIPaHUYECHHSIM

HX 300POBbBA

MamepuaﬂbHo-mexHuueCKoe obecnevenue ()MCZ/!UI’Z]ZMHbl JJI1 THBAJIMAOB U JIUII C
OrpaHMYCHHBIMU BO3MOXHOCTAMU 3J0POBbA

HaumMeHnoBanue crienManbHbIX ¥
MOMEILEHUH U TIOMEICHUN IS
CaMOCTOSTETFHON pabOTHI

OcCHAIIIEHHOCTh CITELIMaIbHBIX
MOMENIEHUH U TTOMEIICHUH JJIs
CaMOCTOSITENTFHON pabOTHI

IlepeyeHs AUIIEH3MOHHOTO
MIPOTPAMMHOTO 00eCTICUCHHS.
PexBH3HUTHI TOATBEPIKTAIOIIETO
JIOKYMEHTa

AynuTtopus 1J CaMOCTOSITENbHOM
paboTHl M KOJUIEKTHBHOTO
MOJIb30BAHMUS CIIELUAIBHBIMU
TEXHUYECKUMH CPEeICTBAMHU IS
oOyuenwst ”HBAIKAOB U Jur ¢ OB3
B KBI'Y, aymuropus No 145
I'masnsiil kopyc KBI'Y.

- Kommutext yuebHoi mebemnu:
CTOJIBI ¥ CTYJIBSI JUTS O0Y4aroIuXCst
(3 xommiexra); Cton s
WHBAJIUI0B-KOJIACOYHUKOB (1 mIT.);
KommbroTep ¢ moakiIroueHneM K
CETH U IPOTPaMMHBIM
obecrieyeHreM (3 mrT.);
CrienmanbHas KiaBuarypa (¢
YBEIMYECHHBIM Pa3MEpOM KIIaBHILI,
CO CIIEIMAJIbHON HAKIIaIKOM,
OTPaHUYUBAOLLEH CIly4aliHOE
Ha)kKaTHe COCeAHMX KiaBu) (1mT.);
[IpunaTep A5 edaTn penbedHo-
ToueyHbIM IpudTOM bpaiing VP
Columbia (1 mt.); ITopTaTuBHbIHA
TaKTUIbHBIN Auciieil bpains
«Focus 14 Blue» (coBMecTUMBIii €
TUIAHIIETHBIMH YCTPOHCTBAMH,
cmaprdonamu u [1K) (1 wT.);
Bymara st iedatu penbedHO-
TOYeUHBIM pHuQTOM bpaitns,
COBMECTUMOTO C MpuHTEpOM VP
Columbia; Buneoysemmanrens
noptatuBHb HV-MVC, nuaronans
9KpaHa — 3,5 mroiima (4 1wT.);
CkaHMpYIOIIasi ¥ YNTAI0Iast
mamuHa SARA-CE (1 mrt.);
JKOHCTUK KOMIIBIOTEPHBII

IMponykret MICROCOFT(Desktop
Education ALNG LicSaPk OLVS
Academic Edition Enterprise)
noanucka (Open Value Subscription)
No V 2123829

Kaspersky Endpoint Security
Cranpaptaeni Russian Edition No
Juuensun 17E0-180427-50836-287-
197.

[TporpamMeI 17151 cO31aHUS U
penaKTUPOBaHUSA CYOTHUTPOB,
KOHBEPTHUPYIOLIEEe peub B TEKCTOBBIN
M JKECTOBBIN (pOpPMAThI HA SKpaHe
KoMITbtoTepa: MarkpocodT
JIMKTEWT:

https://dictate.ms/, Subtitle Edit,
(«Cypnodon» (becrutaTHbIE).
[Tporpamma HEBU3yanbHOTO TOCTYIIA
K uH(OpMaLuK Ha SKpaHe
komistoTepa JAWS for Windows
(6becruatHas);

[Tporpamma jijist YTeHHsT BCIYX
TeKCcTOBBIX (aiinos (Tiger Software
Suit (TSS)) (Homep aHLIEH3UU
5028132082173733);

[Tporpamma 3KpaHHOTO JOCTYIIA C
CHHTE30M peuH JJIsl CIICTBIX U
cnabosusinmx (NVDA)
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aJlanTHPOBAHHBIN, OecTipoBOIHOM (3
wt.); becripoBoanas Bluetooth
TapHUTYpPa C KOCTHOM
npoBoguMocThio «AfterShokz Trekz
Titaniumy» (1 mr.); [IpoBonHas
TapHUTYpPa C KOCTHOM
npoBoaUMOCThIO «AfterShokz
Sportz Titanium» (2 mT.);
IIpoBonnas rapautypa Defender (1
mt.); [lepcoHambHBIHA
kommyHHKaTop EN —101 (5 mT.);
CrienmanbHbBIE KIIaBHATYPHI (C
YBEIUYCHHBIM Pa3MEPOM KIIABHILI,
CO CIIeIMAIbHON HAKIIaIKOM,
OTPaHUYUBAOLLIEH CIIy4alilHOE
Ha)KaTUe COCETHUX KIIABHII);
KiaBuarypa agantupoBanHas ¢
KPYIHBIMU KHOIIKAMH +
IUIACTHKOBAs HaKIIaIKa,
pazaersiomas KIIaBHIIH,
Becriposonuas Clevy Keyboard +
Clevy Cove (3mr.); JIxoiicTik
KOMITbIOTEpHBIN Joystick
SimplyWorks 6ecnipoBoHOI
(3mrT.);

HoyTbyx + npucraBka amns ai-
Tpekunra k HoyTOyky PCEye Mini
(1 mr).

(6ecruatHas).

*CHeHI/IaJ'H)HLIe IIOMCUICHUA - yqe6HLIe AyAUTOPUU IJII IPOBECACHU A 3aHATHI JICKIIMOHHOI'O THUIIA, 3aHATHI

CEeMUHApCKOI'0 THIA, KYpCOBOTO MPOSKTHPOBAHMUS (BBIITOIHEHHUS KypPCOBBIX PadO0T), IPYNIIOBBIX M HHANBHYalbHBIX

KOHCYJIbTAallUi, TEKYLIEro KOHTPOJIS U MMPOMEKYTOYHOM aTTecTaliu, a TaKKe MOMEILEHUS 111 CAMOCTOSITEIbHOU

paboTsl
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9. JIuct nu3MeHeHn (1OMOTHEHUIH)

B paGoueii nporpaMMe IMCUMILIHHBI (MOYJIs1) «/loKyMeHTalMOHHOE 00ecneueHue
ynpasJjeHusi 0M3HecOM» N0 HanpapJaeHn0 noaroToBku 38.03.01 Jxonomuka,
HANPaBJIEHHOCTh (MpodguiIb) «DUHAHCHI U KPEAUT»

Ha 2021/2022 y4eOHbIii roj

Ne i/m JuemeHT (myHKT) PII/{ IlepeyeHb BHOCMMBIX Ilpumeyanue
U3MeHEeHHH (JI0MOJTHEeHUIT)

Obcyarcoena u pekomeH008ana Ha 3acedanul Kageopuvl Oyxeaimepcko2o yuema, aHaiu3a

u ayouma
poTokoy Ne 1 oT « » 2021 r.
3aseoyrowuii kagedpoti A.X. uoos
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IIpniaoxenne 1

IIkana oyenueanus naanupyemvlx pe3yibmamos o0yuenus

Texymmii u pyOeXHbII KOHTPOIIb

Cemectp IIkana oneHUBaHUsS
0-35 OamnoB 36-50 GamnoB 51-60 Gamnos 61-70 GamnoB

Vv YactuuHoe nocenienne | IToHoe MM YacTUYHOE ITomHOE NN ITonHoe mocerieHne
ayTUTOPHBIX 3aHATHH. MTOCEIICHUE ayAUTOPHBIX | YACTUYHOE MMOCCIICHUE | ayIUTOPHBIX
HeynoBnerBoputensHo | 3anaruii. Yactuunoe ayIUTOPHBIX 3aHATUN. | 3aHATUH.
€ BBINTOJIHEHHUE 3aJaHUi | BBIINOJHEHHUE U 3allluTa IlonHOE BBHITIOJIHEHHUE Ilonnoe
Ha MPaKTHYECKUX 3aJJaHMH Ha M 3al1Ta 3aJJaHMil HA | BBIIOJIHEHUE K
(ceMHHApCKUX) MPAKTHIECKUX MIPaKTUIECKUX 3alMTa 3aJaHui Ha
3aHaTuax. [lnoxas (cemMuHapCKUX) (ceMuHApCKUX) MIPaKTUYECKUX
IMOArOTOBKA K OAJIIBHO- | 3aHATHAX. BelmosneHue 3aHATHAX. (ceMuHApCKUX)
PEHUTHHTOBBIM KOHTPOIBHBIX PadoT, Brimonnenne 3aHATHAX.
MEPOTIPUSITHSIM. TECTOBBIX 3aJaHUM, KOHTPOJIBHBIX PadoT, Brimonnenue
OO0yuaromuiics He OTBETHI Ha KOJUTOKBIYME | TECTOBBIX 3a[laHHA, KOHTPOJBHBIX PadoT,
JIOTMyCKaeTcs K Ha OLIEHKH OTBETHI HA TECTOBBIX 3aJaHUM,
MIPOMEXYTOUHON «YJIOBIIETBOPUTEIHHOY. KOJUIOKBUYME Ha OTBETHI HA
aTTeCTalluKi OIICHKH «XOPOIIIO» KOJIJIOKBHyME Ha

OI[EHKU «OTIHYHOM
IIpomeKyTO4HBIN KOHTPOJIb
Cemectp [lIkana oneHUBaHUs
He 3aureno 3auTeHo
(36-60 b6annoB) (61-70 6an0B)
A% Oo6yuatomuiics umeer 36-60 Gamtor | OOyuaromuiicss umeer 36-50 0aUIOB O UTOraM TEKYIIEro

U PyOCIKHOTO KOHTPOJIS, HA 3a4eTe MOJHOCTHIO BBIMOIHII
MpaKTHYeCKOe 3aJaHue W  YacTUYHO  (TIOJHOCTHIO)

[0 UTOraM TEKYIEro U PyOeKHOTro
KOHTpossi. Ha 3adere He BBIMONHWI

TEOpPETHYECKOE M MPaKTHYECKOE | TeopeTndeckoe 3amaHue. [lo mToram mpOMEKyTOYHOTO
3a1aHusl. ITo UTOTaM | KOHTpOJIS mosydni ot 11 go 25 6anios.

MIPOMEXYTOYHOTO KOHTpoJs noiyuws | OOydqatommuiics umeer 51-60 6aiioB 1o uroraM TEKyIIero
0 6aynos. U py0OeKHOrO KOHTPOJIS, Ha 3a4eTe BBITOIHUI HOJHOCTHIO

TEOPETHYECKOE 33JaHHe WM YaCTHYHO BBIIOJIHWI 00a
3aaHus. Ilo utoram TIPOMEKYTOYHOT'O KOHTPOJIA ITOJTY NI
ot | 1o 10 Gamnos.

Ob6yuatoniemycst, uMerormeMy 61-70 0amuioB mo wrToram
TEKYILIEro U PyOeKHOT0 KOHTPOJIS, BHICTABIISIETCS OTMETKA
«3a4TeHo» Oe3 cllauu 3ayera.
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IIpuniaoxenne 2

Kpumepuu OUCHKU Kauecmea 0C60eHUA ducuunﬂunw

bamer
(perTHHTOBOI
OIICHKH )

Pesynbrar
OCBOCHHSA

TpebGoBaHuUs K yPOBHIO OCBOEHUS KOMIETEHITUU (1)

61-70

3ayTeHo

Wnpukatop noctmxennsa komnetreHIMH YK-2.2 0cBO€H NOJHOCTHIO.

OOy4Jaronuiics: UMEET IEIOCTHBIC, CUCTEMHBIC 3HAHUS, YMEET BBIJICIIAThH [NIABHOE U
BTOPOCTENEHHOE; [JAeT YETKHE OIpeneieHHs] MOHATUN; MOCIeJOBATEIbHO U
YBEPEHHO M3JIaraeT MaTepuall; MOKeT MPUMEHATh IPUOOpETEHHbIE 3HAHUS, YMEHUS
1 HaBBIKHU JIJISI peIICHHS PO ECCUOHATBHBIX 3a7ay.

36-60

He 3aureno

Wnpnkarop noctmxenus komreTeHIMN YK-2.2 0cBOeH YaCTHYHO.

OOyuaronuiicss: UMeeT pa3pO3HEHHBIE 3HAHWS, [OIyCKaeT HErpyOble OIMHOKH H
HETOYHOCTH B ONpENCNICHUN TOHATHH; 3aTpyJHSAETCS B H3JIOKCHHH MaTepHaia;
JIOITYCKAaeT IpyOble OMMOKM IpU NPUMEHEHHWH NPHOOPETEHHBIX 3HAHUH, YMEHHH U
HaBBIKOB B PEIICHUH MTPOECCHOHANBHBIX 3a/1ad.

0-35

Henomyck

Wunukarop noctmwxenus komrereHmn YK-2.2 He ocBoOeH.

OOyuaronuiics: UMeeT pa3po3HEHHbIC, OECCUCTEMHBIC 3HAHUS, HE YMEET BBIACIATH
IJIABHOE W BTOPOCTENIEHHOE; JOIYCKAaeT TpyOble OMIMOKH B ONPEACICHUH MOHSITHH,
HCKa)KaeT MX CMBICI; OECHOPAIOYHO U HEYBEPEHHO HM3JIaraeT MaTepHall; He MOXKET
NPUMCHATh NPHOOPETEHHBIC 3HAHMSA, YMEHUS W HaBBIKM Ui PEIICHHS
podecCHOHANBHBIX 33/1a4.
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