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1. Henu u 321241 0CBOEHUA IMCUMILIUHBI (MO1YJIs1)

Llenvio w3ydeHUs OUCHMIUIMHBL «J/{OKyMEHTallMOHHOE OOecreyeHne YrpaBiIeHUs
Ou3HECOM» SBIIAETCS (DOPMUPOBAHHUE y CTYJIEHTOB CTAHIAPTHOTO YPOBHS MPO(eCCHOHATBHBIX
KOMITIETEHIINH, CHOCOOCTBYIOUIMX CTAHOBJIEHUIO NPOGECCHOHATbHOW KOMIIETEHTHOCTH B
BOIIpOCax  JENOMPOU3BOJACTBA M  JOKYMEHTAI[MOHHOTO oOOecnedyeHus YOpaBlIeHUs Ha
COBPEMEHHBIX MPEANPUITHUSIX.

Ilpeomemom npenonaBanusi yaeOHON TUCIHUILTUHBI «J[OKYMEHTAIIMOHHOE 00eCTieueHre
yIpaBieHUs: OU3HECOM) SBISETCSI JOPMUPOBAHUS Y CTYACHTOB OCHOB YKOHOMUYECKUX 3HAHUI O
3HAYEHUH U MOTEHIHaNe JOKYMEHTO000pOoTa MPEANpUaTUs; 0 pa3paboTKe JOKYMEHTAMOHHOTO
COMPOBOXKACHUS  NPOU3BOACTBEHHBIX  IPOLIECCOB,  JOKYMEHTAI[MOHHOTO  YIpaBJiCHUs
mpeanpusaTiHeM; o0 ONTUMHU3AIUU YIPABICHYECCKONW JEATEIbHOCTH MOCPEICTBOM MHPUMEHEHUS
MH(OPMALOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH.

N3ydyenne mucturuivHbl «JlOKyMEHTAIlMOHHOE OOecreueHue YIpaBiIeHHs OHU3HECOM)
CIOCOOCTBYET PEIICHHIO CIAEAYIOIUX 3a0ay:

-opMupoBaHuE 3HAHUN TEOPETUYECKUX OCHOB JOKYMEHTHUPOBAHUS M TEXHOJOTHYECKUX
MPUEMOB COCTaBIICHUS U OGOPMIICHUS PA3NIUYHBIX (OPM JTOKYMEHTOB C HCIIOJIb30BAHUEM
COBPEMEHHBIX HMH()OPMAIIMOHHBIX TEXHOJOTUH U TEXHUYECKMX CpeACTB 00paboTKu
uHpOpMaLnu;

-popMUpOBaHNE HABBHIKOB OCYIIECTBICHUS MPOLEAYPHl CO3[JaHUS, HCIOJHEHUS U
XpaHEHUs JOKYMEHTOB;

-(popMupOBaHUE HABBIKOB BEJICHUS JEIOBON MEPENHCKY;

-opMUpOBaHNE HABBHIKOB IOKYMEHTUPOBAHHUSI YIIPABICHUECKON IEATEIHHOCTH C YIETOM
cnenuuKyd CUCTEM TIOKYMEHTALUU;

-pa3BUTHE YMEHUM MPOEKTHPOBAHUS JIOKAIbHBIX HOPMATUBHBIX AKTOB U HOPMAaTHUBHO-
METOJUYECKUX JIOKYMEHTOB IO BEJIEHHUIO JIOKYMEHTALMOHHOTO OOEeCHeueHus: YIpaBlIeHUs
Ou3HECOM;

-pa3BUTHE yMEHUU HCHOJIb30BAHUS  ABTOMAaTHU3WPOBAHHBIX CHCTEM 00paboTKu
JIOKYMEHTOB;

-popmMupoBaHue CIOCOOHOCTH aHAIM3UPOBATh LIEHHOCTh JIOKYMEHTOB C LEJIbI0 MX
XpaHEeHHUS.

2. Mecto aucuumiannsl (moay.s) B crpykrype OIIOII BO
JucuumnnuHa «/{okymMeHTannoHHOe oOecrieueHue yrpaBieHHs OM3HECOM» OTHOCHTCS K
TUCITUIIMHAM TI0 BBIOOpPY 4acTH, (JOpMHUPYyEeMOHN Y4acTHHKAMH OOpa30BaTENbHBIX OTHOIICHUN
brmoka 1 Huctunmuael (moxynu) OIIOII BO mno wnanpanenuwto moaroroBku 38.03.01
DOKOHOMUKA,  HalpaBJIeHHOCTh  (mpodmib)  «buU3HEC-aHANMTHKA W DKOHOMUYECKAs
0€30MacHOCTh.

TpeboBaHus K BXOAHBIM 3HAHUSIM, YMEHUSM U KOMIETCHIHSIM (POPMUPYIOTCS N3ydEeHUEM
CIENYIOIINX JUCHUIUIMH: «ODKOHOMETpHKa», «CTaThcTHKa», «IJKOHOMHUKA OpraHU3alun»,
«MenemxkmenT», «Mapketuar», «Teopus Oyxrantepckoro yuera», «CrnpaBOYHO-IIPABOBBIE
CHUCTEMBI B 9KOHOMHKE.

JucumnimvHa — sBISETCS  NPENIIECTBYHOLIEH UId  AUCUMIUIMH — «byxranrepckue
MH(pOpPMaLMOHHBIE CUCTEMBI», «DUHAHCOBBIN y4YET B CUCTEME YKOHOMUYECKOW O€30MacHOCTHY,
«AyauT B CHCTEME SKOHOMHYECKOH 0e30macHOCTHY, «HamoroBelii y4eT U OTYETHOCTh B CHCTEME
SKOHOMMYECKON 0e30MacHOCTH», «IJKOHOMHYECKass O0e30MacHOCTh TIOCylapCcTBa, pPETHUOHA,
npennpusaTsy, «CoOBpeMEHHBIC TIATEKHBIE CUCTEMBI U X O€30TaCHOCThY.

OcBoeHHe TUCHUILUIMHBI «J[OKyMEHTallMOHHOEe oOOecleueHne YIpaBJIeHUs OU3HECOM»
HEOO0XOIUMO Uil TPOXOXKACHUS MPOM3BOJICTBEHHOM MPAKTHKH (TEXHOJOTMYECKOW (TIPOEKTHO-
TEXHOJOTMYECKON ) IPAKTUKH, IPEJAUIIIOMHON IPAKTUKH), TOATOTOBKH K MPOLIETYPE 3alIUTHI U
3aLIUTHI BHITYCKHOM KBATM(UKAIIMOHHON paboTHI.



3. TpebGoBanus K pe3yJibTaTaM OCBOEHHS COJAEPKAHUS TUCHMILIIMHBI (MOXYJISA)
JuctummHa «J[oKyMeHTaIlMOHHOE OOecTieueHe yIpaBlieHuss OM3HECOM) HalpaBjIeHa Ha
dbopmupoBanne cieayoome kommnereHun B cootBeTcTBUU ¢ ®I'OC BO m OIIOIT BO mo
HanpasiyieHuto moarotoBku 38.03.01 DxoHomuka:

Kon u HamMeHOBaHHe KOMIIETEHIIMH BbINYCKHUKA

VK-2. CnocobeH ompenenats Kpyr 3ajad B paMKax IMOCTaBJICHHOM LeJIM U BHIOWpATh
ONTUMAJIBHBIE CIIOCOOBI MX PEIIEHUs, UCXOJS U3 JEHCTBYIOIIMX MPABOBBIX HOPM, UMEIOIIUXCS
PECYPCOB U OIrpAHUYEHUI

Kon u HauMeHOBaHHe MHAMKATOPA JOCTHKEHUS] KOMIETEeHIHI BBIIYCKHUKA

YK-2.2. CiocoGeH HCIOIb30BaTh OCHOBBI YKOHOMHUYECKHX W (PUHAHCOBBIX 3HAHUU IS
ornpezeNieHus: Kpyra 3aJiad B paMKax MOCTaBJICHHOM 1I€JH, BEIOUpATh ONTUMaIbHbIE CIIOCOOBI MX
pENICHHUS, UCXOS U3 JCUCTBYIOIIMX MPABOBLIX HOPM, UMEIOIINXCS PECYPCOB U OTPaHUYCHHIMA

B pe3ynbrate 0cBOEHUS AUCUUIIIMHBI 00 yJaIOLIUICS TOJKEH:

3HATb:

- coxepkaHue aktyainbHbIX gelcTByrommx ['OCToB 1o [#enonpou3BOACTBY U
JIOKYMEHTOBEICHHIO;

- OCHOBHBbIE MOJIOKEHUS JOKYMEHTHPOBAHUS YIIPABICHYECKON e TEIbHOCTH;

- TpeOOBaHUS K COACPIKAHUIO OPUIIMAIBHOTO TEKCTa B JOKYMEHTAX;

- TIOPSIIOK U MpaBUJIa COCTABIICHUS, y4eTa, XPaHEHUS U HUCIIOJIb30BAHUS TOKYMEHTOB (B
TOM YHUCJIC OTPAHMYEHHOTO JIOCTYIIA) B OpraHU3allNu;

- BUJABl OTBETCTBEHHOCTH 3a OLIMOKM B JIOKYMEHTaX M HapylleHUs B O(QOpPMIIEHUU U
paboTe ¢ TOKyMEHTaMu;

- NMPUHIUIOB U TpaBHJIa MOJATOTOBKU HWH(OPMALMOHHO-CIPABOYHOW M METOIUYECKON
JIOKYMEHTAIUH;

- npuHUUOBL (QopMHUpOBaHUS HWHGOPMALMKU HA PA3IUYHBIX YPOBHSAX YIpPaBICHUS
HKOHOMHUYECKUM CYOBEKTOM;

- CHCTEMBI yIIPaBIICHUS 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM;

YMETb:

- UCTIIOJIb30BaTh 3aKOHOMEPHOCTH U MPHUHIIUITH JOKYMEHTOBEACHUS U ACIOMPOU3BOACTBA
B 00pa30BaTEIbHON U XO35UCTBEHHO-TIPABOBOH JCSITEIHHOCTH;

- cOCTaBJATh, 00pabaThIBaTh, HUCIOJIB30BATh, XPAaHUTh M YYHUTHIBATH YIPABICHUECKUE
JIOKYMEHTBI OTKPBITOTO U 3allMIIIEHHOT0 JOKYMEHTO000pOTa;

- OpraHU30BBIBATH JOKYMEHTAI[MOHHOE MPOM3BOACTBO Ha MPEANPHUATUSIX OTPACIH U
aHaM3uPOBaTh QD (PEKTUBHOCTH TAHHOM NESITEIBHOCTH;

- OIIEHUBATh MOUIMHHOCTH O(UITUATBHBIX U OPUTHHAIBHBIX JOKYMEHTOB;

- TOTOBHUTH HH(GOPMAIMOHHO-CIIPABOYHbIE JOKYMEHTBI, HEOOXOAMMBIE Ui TPUHATHUS
YIIPABJICHUYECKUX PELICHUN;

- COCTaBIIAITh B CHpPaBOYHOW WHGOPMAIMOHHON cHCTeME MOJ0OPKH JIOKYMEHTOB,
COJIEpKalINX HOPMBI, PETYIUPYIOUINE OIOKETHBIC, HAJIOTOBHIC, BaJTIOTHBIC OTHOIICHUS B
o0JacTu cTpaxoBOi, OAHKOBCKOM JIEATEIBHOCTH, yUeTa U KOHTPOJIS;

BJIAJIETbD:

- HaBBIKAMHU COCTAaBIJICHH, cOOpa, XpaHEHUs, 0OpabOTKM U y4yeTa JTOKYMEHTHPOBAHHOM
uH(pOpMaIIUU, B TOM YHCIIE OTPAaHUYCHHOTO JOCTYIIA;

- HaBBIKAMHM BEICHHUS U ONTHUMM3AIMH JOKYMEHTOOOOpOTa B pa3lU4HBIX cdepax
JESITEIIbHOCTH;

- HaBbIKaMH  JOKYMEHTAJIbHOTO  O(QOpPMIIEHHS  pelIeHuH B  YIpaBJICHUU
MpeIPUHAMATEIHCKON IeATEeTbHOCTRIO OpTraHU3aIiH;

- MeTofaMu (pOPMHUPOBAHUS YMEHHS MPOBOIUTH Pa3pabOTKU HOBOW JOKYMEHTAIllUU Jist
OOHOBJICHHSI ~ CTaHIAPTOB, TEXHUYECKUX  YCJIOBUW, OpPraHU3alMOHHBIX, KOHTPOJIBHBIX
JIOKYMEHTOB;



- HaBbIKaMH

dbopMupoBaHus  MOAOOPOK

JOKYMEHTOB,

COZIepIKaIINX

HOPMBI,

peryaupyromue OoJKeTHbIE, HAJOrOBble, BaJIOTHBIE OTHOLIECHWS B OOJIACTH CTPaxoBOH,
OAHKOBCKOH JIeATENbHOCTH, y4eTa M KOHTPOJS B CIPAaBOYHOH HHGPOPMALMOHHOM cHUCTEMe
Koncynprant [1mtoc;

- OCHOBHBIMHA

MH(POPMALIMOHHBIMH

SKOHOMHUYECKON MH(pOopMaIuu.

TEXHOJIOTIUAIMU

4. Coneprkanue M CTPYKTYpPa JUCUMILIMHBI (MOTYJIS)

00paboTku

conualibHO-

Taonuua 1. Conep:kanue TUCHUILIHHBI (MOYJIs1) «/[0OKyMeHTallMOHHOE o0ecnevyeHne

ynpaBJieHHs OM3HECOM»

Kopg
. HaumenoBanue
Ne HaumeHnoBaHue Copaep:xaHue TeMbl KOHTPOJIHPYeMOii OLEHOMHOTO
n/n pa3aena / TeMbl KOMIIeTEHIIUH
cpeacrsa
(WM ee yacTH)
1 2 3 4 5'
[Ipenmet, 0OBEKTHI, IICIU U 33291
y4eOHOM TUCIUILIUHBI
«JI0KyMEHTAlIMOHHOE O0ecTIeYeHnEe
VK-2 (YK-2.2 T,P,K, 13
OcHoBel YIIPaBJICHAS OM3HECOMY. ( ) P
| | AOKYMCHTHPOBAHHA | Metononornyeckuii aHamm3 OCHOBHBIX
YHPaBJICHICCKOU MOHATHH M KATEropuii yaeGHOM
ACATCIBHOCTH mucuunrabl. Knaccudukanms
YIIPABIEHIECKUX JOKYMEHTOB U UX BHJIBL.
VHudukanus u cTangapTH3AINSL
yHPaBJIEHYECKUX JOKYMEHTOB
ITpaBoBbIe BOIPOCH! | BHbl OTBETCTBEHHOCTH 34 HOJIENKY
erjaMeHTaluu OKYMEHTOB. BHJIbI OTBETCTBEHHOCTH 3a
5 | P 1 AOKYM i VK-2 (VK-2.2) T, P, K, I3, PK
ohopmenus XPaHEHHEe JOKyMEHTOB. Buibl
CIyKeOHBIX OTBETCTBEHHOCTH 34 OLIMOKH B IOKYMEHTAX
JIOKYMEHTOB
Opranu3aLoOHHO-PACIIOPAIUTELHEIE
Jlokyvertuposan | é’K eHT‘IfI pacriopan VK-2 (YK-2.2) T,P,K, I3
3 1e YIIPaBICHIECKOM M )
NH(OPMALMOHHO-CIIPABOYHBIE JJOKYMEHTBL.
JIEATENBHOCTH
KoJulernajibHbl€e JOKYMEHTBI.
IIpunnune! opranuzanuu
PHFLIAIIBT Op 1 VK-2 (YK-2.2) T,P, K, J3
JIETOTIPOM3BOICTBA.
4 | Opranuzanus
[IpaBuia coctaBnenus rpaduka
JIETOTIPOU3BOICTBA
JIOKyMEHT0000pOTA.
KOHTPOJIb BBINOIHEHNS
Kanposoe KoMriiekT 1oKkyMeHTOB 110 OBOM
AP AOKYM TPy VK-2 (VK-2.2) T, P, K, JI3, PK
5 | mOKyMeHTHpOBaHHE | AesTelbHOCTH paboTHHKA. KagpoBoe
u JENONpPou3BoACTBO. IIpaBoBoii cTatyc
JIEJIONPOM3BOJCTBO | TPYAOBOIO JOTOBOPA
Buibl OpraHu3alMOHHO-
ACMIOPAAUTEIBHBIX JOKYMEHTOB:
pactiopsz oKy VK-2 (YK-2.2) T,P, K, 3
KOH(UIEHIINATILHEIE, PMHAHCOBBIE,
HAJIOTOBBIE, YUPEAUTEbHBIE 1 OAHKOBCKUE
OpranusaltMonHO- | noxymenTsl. COBpeMEHHbIC IPABUIIA
PacCOpAAUTEIBHBIC | cocrapneHs 1EI0BBIX MTHCEM.
6 | MOKyMEHTbI B OcobeHHoCTH PaboThI CEKPETApS-
YHpaBJICHAN pedepenTa, MOMOLIHUKA PYKOBOIUTEIS,
OpTaHu3alnen YYEHOTO CEKpeTapsl, IOMOLIHUKA

neryrata. Kanmudukanuonssie
TpeOOoBaHUS K TOMOLTHUKAM
pyxoBoauteneil. KomneruansHsie
JIOKYMEHTBI: pEKBU3UTHI, IpaBUiIa




odopmIIeHHs1, aBTOPCTBO,
JIENONPONU3BOICTBO, KOHTPOIIb

HCTIOTHEHUS
ApxuBHOE 00CITy)XKMBaHHE JOKyMEHTOB Ha

TprHums! npezm WSATHI Ay)I:(I/IBHOC o%c YI\);I/IBaHI/Ie

rocyxapcTeennoro | PP - P 4 VK-2 (VK-2.2) T, P, K, 13, PK
JIOKyMEHTOB B ['0cymapcTBEHHOM apXuBe

7 | perynupoBaHus

P®. ITpuHIuns! 3KCepTU3bl JOKYMEHTOB

JIOKyMEHTO000pOTa

u Ha TIPeANPUSITHH U B [ 0cyaapcTBEHHBIX
apxuBax

JIEJIOTIPOU3BOICTBA

"B rpade 5 npuBoasTCs IIaHHpyeMble GOPMBI TEKYIIEro KOHTPOIS: 3allMTa 1aGopaTopHOil paGoTsl
(JIP), Bemomnnenue kypcosoro npoekta (KIT), kypcoBoii pabotsl (KP), pacuerHo-rpaduueckoro 3ananus (PI'3),
nomarrHero 3ananus (/13) manmumcanme pedepara (P), acce (D), xommoksuym (K), pydexusrii kouTpois (PK),
tectupoBanue (T) u T.1.

Crpykrypa aucuunjanHbl (MoxyJs) «JloKkyMeHTaUMOHHOEe 0o0ecriedyeHre YIpaBJIeHus
Ou3HecoM»

Tabnuya 2. Obwas mpyooemkocms OUCYUNIUHBL cocmagisem 3 3auemuble eOUHULbL

(108 uacos)

Bup padorsl TpyroeMkocTb,
Yyacekl
5 cemecTp
O0mast Tpy10eMKOCTh (B yacax) 108
Konmaxkmmnan paboma (8 uacax): 51
Jlextmonnsle 3ausTus (JI) 17
[Tpaktuueckue 3ausatus (I113) 34

Cemunapckue 3ansatus (C3)

He npedycmompensi

JlabopaTtopusie padoTs (JIP)

He npedycmompensi

Camocmoamenvnas paboma (6 uacax): 48
Pacuerno-rpaduueckoe 3ananue (PI'3) He npedycmompeno
Pedepar (P) 12

Occe (D) He npedycmompeno
Kontposbnas padota (K) 5
CamocTosTeNbHOE U3YUYCHUE Pa3IeNIOB/TeEM 31
Kypcosas padora (KP)/ Kypcosoit npoext (KIT) He npedycmompeno
IToaAroToBKAa M MPOXO0KACHHE IPOMEKYTOYHON aTTEeCTANHHU 9

Buja npoMexyTOYHOM aTTeCTAlHU 3a4er

Tabauya 3. Jlekyuonnwvie 3auamus

Ne n/m Tema
1 OCHOBBI TOKYMEHTUPOBAHUSI YIIPABICHUYECKOUN I€ITEIbHOCTU
2 IIpaBoBbI€ BONPOCH! peryiaMeHTaluu 0(popmIIeHUs CIIy)KEOHBIX JOKYMEHTOB
3 JIOKyMEHTUPOBAHUE YIIPABIECHYECKON ACATEIBHOCTH
4 Opranuzanus Jei10npon3BOJICTBA
5 KangpoBoe noKyMEHTUpPOBAHUE U JEJTOMPOU3BOJICTBO
6 Oprann3anroHHO-PACOPSIUTENbHBIE JOKYMEHTHI B YIIPABJICHUH OpraHu3auen
7 [TpuHIMIIBI TOCYIAPCTBEHHOTO PETYIHPOBAHUS JOKYMEHTO000pOTa U
JIEJIONPOU3BO/ICTBA




Tabnuya 4. [lpakmuueckue 3aHamus

Tema

%
=
~
=

CnyxeOHble TOKYMEHTBI

ITpaBoBBIE BONIPOCHI periiaMeHTaluu 0(hOPMIICHHUS CITYyKEOHBIX IOKYyMEHTOB

ITpaBoBbI€ BOMPOCH OTBETCTBEHHOCTH T10 CIY>KEOHBIM JOKYMEHTaM

JIOKYMEHTUPOBAHHE U ICJTONPOU3BOJICTBO B CPEAHEM M MaJoM OH3Hece

VYrpaBneH4yeckas JOKyMEHTAIUs

DNEeKTPOHHBIN TOKYMEHTO000POT

praBHeH‘IeCKHG AOKYMCHTEI 110 JINYHOMY COCTABY

WudopmaninoHHO-cIpaBOYHbIE JOKYMEHTHI

JIOKYMEHTBI 110 00paIeHUsIM IpaxJ1aH

DKCnepTh3a TOKYMEHTOB

S| Qann|s|wio|—

HO,Z[I‘OTOBKa JOKYMCHTOB U J1CJI HA apXHUBHOC XPAHCHUC

Tabnuya 5. JlabopamopHvle pabomsl - HE IPETYCMOTPEHBI.

Tabruya 6. CamocmosmenvHoe uzyierue pazoenos OUCYUNIUHbL

Ne n/mn Bormpockl, BHIHOCHMBIE Ha CAMOCTOSITENIbHOE U3yUEHUE

1 Hctopuyeckuii 1 ”HPOPMAITMOHHBIN acTIeKThI B ONPEICTICHUN TOKYMEHTA

OCHOBHBIE KaTErOpUHU JEIONPON3BOJICTBA U JJOKYMEHTOBEICHHS

OcobeHHocTr 0(hOpMIICHHUS YIPABICHYECKUX JOKYMEHTOB

EENASS RN )

[TonsiTre ropuauyuecKon cuibl JokyMeHTa. CriocoObl MpHUIaHus TOKYMEHTY
FOPUANYECKON CHIIBI

5 HopmaTtruBHO-METOJMUECKUE aKThl, OMPEACTISIONINE TOPSIOK CO3JaHus U 0(OPMIICHUS
JOKYMEHTOB

6 Haznauenue u kinaccuukaius cipaBOYHO-MH()OPMAITMOHHON JOKYMEHTAIIMH B
YIPABJICHYECKOU NEATEIbHOCTH

7 KanpoBoe nenonpousBozactso. [IpaBoBoii cTaryc TpyAOBOTO 10roBOpa

8 Bubl oprann3anmoHHO-pacIOPSAUTENbHBIX TOKYMEHTOB: KOH(HICHIIHATIbHBIE,
(uHaHCOBBIC, HATOTOBBIC, YUPEAUTEIbHbIC U OAHKOBCKUE JOKYMEHTHI

9 KonnernanbHble JOKYMEHTBI: PEKBU3UTHI, IIpaBHiia 0()OpMIICHUS, aBTOPCTBO,
JEJIONPOU3BOJACTBO, KOHTPOJIb UCIIOJHEHHUS

10 ApXxuBHOE 00CITy’)KHUBAaHHE JJOKYMEHTOB

11 VYnpanenue ciry)00i TOKyMEHTaIMOHHOTO obecrieuenus ynpasieHus (JJOVY)
NpEAIpUATUS

12 Opranuzanys paboThl JOIDKHOCTHBIX JIMIL TPEIIPUSATHS ¢ JOKYMEHTaMH

5. Ouenounvie mamepuanvi 013 meKyuie2o u pyoexicHoz0 KOHMpPoia ycnesaemocmu u
HPOMENHCYMOYHOU ammecmayuu

KoneunsimMu pe3yiibTaTaMu OCBOCHUA mporpaMmabl JUCHUITIIINHBI ABJIAKOTCA
c(OpMHUPOBAHHBIC KOTHUTUBHBIC JIECKPHUIITOPHI «3HATBY, KYMETh», «BIIAJICTh», PACTUCAHHBIC TI0
OTACIBbHBIM KOMIICTCHIIUAM. cDOpMI/IpOBa.HI/Ie 9TUX ACCKPUIITOPOB NPOUCXOIUT B TCHCHUC BCCT'O
ceMecTpa Io ATaraM B paMKaX Pa3IMYHOTO BHJIA 3aHITUH M CAMOCTOSATEIBHOW PabOTHI.

B xone u3yueHuss AMCUMILUIMHBI IPETYCMAaTPUBAIOTCS MEKYUiUil, pyOedscHblil KOHMPOJib
U RPOMEHCYMOYHAA AMMeC AUl

5.1. Ouyenounvie mamepuanvt 011 mexKyuwyeco KOoHmpons. Llenv mexyweco KOHmMpons —
OIICHKA PE3YJIbTaTOB PabOTHI B CEMECTPE U 0OECIICUCHHE CBOCBPEMEHHOM OOpaTHOW CBS3H, JJIS
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KOPPEeKIMH OOyueHUs, aKTHBHU3ALUU CAMOCTOSTENbHOU paboTel oOyuaromierocs. OOBEKTOM
TEKYIIEr0 KOHTPOJISL SBISAIOTCA KOHKPETH3MPOBAHHBIE pE3yJabTaThl 0O0ydeHus (yueOHbIe
JOCTH>KEHUS ) TI0 TUCUHUIUINHE «J{OKyMEHTAIIMOHHOE 00ecIiedeHre YIPaBICHHsI OM3HECOM.

Texywyuii Kommponp ycrieBaeMOCTH oOecreuyrBaeT OILEHUBAHUE XOJa OCBOCHHS
JUCUMIUTMHBL  «/loKkyMeHTamoHHOe oOecreueHre YrpaBlieHUs OW3HECOM» U BKIIIOYACT:
BBIMIOJTHEHHE MPAKTUYECKUX paboT, CaMOCTOSTENIbHOE BBIIOJHEHUE HMHAWBUYabHBIX
JOMAITHUX 3aJaHuil (HampuMmep, pelieHne 3a/1a4) ¢ OTYETOM (3aIIUTON) B YCTAaHOBICHHBIN CPOK,
HalMcaHue JOKIa/l0B, pedepaToB, TUCKYCCUU.

OneHka KauecTBa TOATOTOBKM Ha OCHOBAHWM BBITIONHEHHBIX 3aJaHU  BEAETCS
npenoaaBareneM (¢ OOCYKIEHHWEM pe3yJabTaToB), Okl HAYMCIAIOTCS B 3aBHCHUMOCTH OT
CJIO)KHOCTH 3aaHUS.

5.1.1. Ouenounvie mamepuanwvl 011 onpoca (Konmpoaupyemas komnemenyus YK-2,
UHOUKamop oocmuicenus komnemenuyuu YK-2.2)

Tema 1. Ocnosbl 00OKymMeHmMuposanus ynpagieH4ecKoll 0eameibHoCmu

1. Tpenmer, 3a1auu, OCHOBHBIE KaTETOPUH YI€OHOH TUCIHUITINHBI «J{0KyMEHTaIllHOHHOE

oOecrieueHre yIpaBIeHUS OM3HECOM»

Krnaccudukanus ynpaBneHIeCKHX JOKYMEHTOB U UX BHUJIBI

YHudukanus u cTaHaapTH3aLus yIPaBIeHYECKUX TOKYMEHTOB

JlekcuKOH yrpaBIeHYECKUX JOKYMEHTOB

Ocobennoctu 0OpMIICHUS YIIPABICHYECKUX TOKYMEHTOB

TunoBble CPOKU XpAHEHUS YIIPABIEHYECKUX JOKYMEHTOB

T ema 2. Ilpasosvie sonpocwvl pecnamenmayuu 0hopmaeHus cayrHceoOHvlx 00OKyMeHmoes

1. HKOpunuueckas cuiia U I0puaUUYeCcKas 3HAYUMOCTb JJOKYMEHTOB

2. Bwujbl OTBETCTBEHHOCTH 3a MOJIEIKY JOKYMEHTOB.

3. Buapl OTBETCTBEHHOCTH 3a XpaHEHUE JOKYMEHTOB.

4. Bujpl OTBETCTBEHHOCTH 3a OIIMOKH B JOKYMEHTaxX

Tema 3. /lokymenmuposanue ynpagieHueckoil 0esamenbHoCmu

1. CocraB 1 Ha3HauYEHHUE OPTraHU3ALMOHHO-PACTIOPSAUTENBHBIX JJOKYMEHTOB

2. HudpopManmoHHO-CIIPaBOYHbIE JOKYMEHTBI

3. KomneruanbHble JOKyMEHTHI

Tema 4. Opzanuzayusa oeronpou3eoocmea

1. TlpuHummbl opraHu3anyy AeJIONPOU3BOICTBA

2. Howmenknarypa nen

3. [IlpaBuia cocraBnenus rpaduka JOKyMEHTO000pOTa

4. DneKTPOHHBIN JOKYMEHTOOOOPOT

Tema 5. Kaoposoe 0oxymenmupoganue u 0e10npou3600Cmeo

KoMmMmiekT TOKyMEHTOB 0 TPYIOBOM JEATENFHOCTH PA0OTHHKA

[Topsanoxk 3akit0ueHust TPYI0BOTO TOTOBOpa

Odopmiienne mpuema Ha paboTy

TpynoBas kHMXKKa: opopMIIEeHHE U BEICHUE.

JInyHoe neno corpyaHuKa

WNudopmannonHoe conpoBoxkaeHue MpohecCUOHATbHOM NesITeTbHOCTH COTPYAHUKA

Kanposoe nenonpons3BoacTso

T ema 6. Opzanuzayuonno-pacnopaoumenvHvle OOKYMEHMbl 6  YNPAGICHUU

opzanu3zayuei

1. Bunsl opranu3zaliiOHHO-PacOPSAUTEIbHBIX TOKYMEHTOB

2. CoBpeMeHHbIE ITpaBUiIa COCTABIICHUS IETTOBBIX MTUCEM

3. OcobGeHHocTH PabOTHI cekpeTapsi-pedepeHTa, MOMOIIHIUKA PYKOBOAUTEINS, YIEHOTO
cekpeTapsi, IOMOIIHUKA JIeryTaTa

4. KpanmudukannoHHble TpeOOBaHMS K TOMOIIHUKAM PYKOBOAUTENEH
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5. KomnernanbHble TOKYMEHTBI

Tema 7. IIpuHUMIBI TOCYAapCTBEHHOI0 pPeEryJiHpOBaHHUsA [JOKYMEHTO000poTa H
AeJIONPOU3BOACTBA

1. ApxHuBHOE 00CITYyKHBaHHE JOKYMEHTOB Ha MIPEANPUATHH

2. ApxuBHOe 00CIyXKMBaHHE IOKYMEHTOB B ['ocynapcTBeHHOM apxuBe PD

3. IIpuHUIHMIEI SKCIEPTU3BI JOKYMEHTOB Ha MPEANPUATHH U B [ 0CyJapCTBEHHBIX apXUBax

Memoouueckue pekomenoayuu no n0O20mMoeKe K yCHHOMY onpocy
[Ipu moAroToBKE K YCTHOMY OIPOCY CIIEYET, IPEXK]IE BCETro, MPOCMOTPETh KOHCIEKTHI
nexuuit. Ecnu kakue-To BOMpPOCHI BHIHECEHBI MPETNOJaBaTeIeM Ha CaMOCTOATEIbHOE U3yUYEHHE,
cienyer oOpaTUThCs K y4eOHOU IuTeparype, peKOMEHIOBAHHON MpEno/iaBaTeieM B KauecTBE
HCTOYHHKA CBEICHUH.
Kpumepuu oyenuganua npu ycmuom onpoce

bamnsr (omenka) Kpurepuu oniennBanus

3 Gasuta («OTIUIHOY) OO6yuaromuiicst:

— TIIOJIHO H3JIaraeT U3y4CHHBIM MaTepual, AAacT MPaBHIBHOE
ONPEACIICHUE TTOHATUH;

— oOHapyXHBaeT MOHUMAaHHUE MaTepualia, MOKET 00OCHOBATh
CBOM CYXXIECHHS, MPUBECTH HEOOXOJUMBIE NpPUMEPHI HE
TOJIBKO 110 y‘-I€6HI/IKy, HO U CaMOCTOATCIBHO COCTAaBJICHHBIC,

— HW3JlaraeT MaTepual IMocae0BaTeNbHO U IPABUIBHO C TOUYKH
3peHusi HOPM JINTEPATYPHOTO S3bIKa

2 Oamna («XOpoIIoy) OO0yuaromuiics:

— JaeT OTBET, YJOBJICTBOPSIIOMIMIA TeM e TpeOOBAHMUSIM,
YCTAHOBJICHHLIM IJI1 OLICHKHU «OTJIUYHO», HO JOIIYCKACT HC
Oosee 2 HETPyOBbIX ONMIMOOK, KOTOPHIE CaM K€ HCIPABIISIET,
1 He OoJsiee 3 HETOUETOB

1 Gayn OOyuaromumiics:

(«yIOBIETBOPHUTEIHHOY) — oOHapy)XWBaeT 3HaHME W  [OHMMaHUE  OCHOBHBIX
TOJIOKCHUH TEMBbI, HO H3JIaraeT Marepuai HEMoJIHO |
AOIYCKACT HETOYHOCTH B OnpeCaAcCICHUN MOHATUH
(momryckaet 6oJiee 2 HerpyObIX OMIMOOK);

— W3lIaraeT Marepuall HemocCIeI0BaTelbHO, AOMYyCKaeT Oojee
3 HEeJI0YETOB.

0 6amnoB OO0yuaromuiicst:

(«HEY/IOBJIETBOPHUTENHLHO) — 0OHapyKHBaeT HE3HAHUE OomnbLIeiH 4acTH
COOTBETCTBYIOLIIETO  pa3ieiia H3ydyaeMoro Marepuaia
(momryckaet rpyObIe OIIMOKH).

I'pybvie owubKy: HENPABUIbHBIM OTBET WU TMOSICHEHUS K OTBETY Ha IOCTaBJICHHBIN
BOIIPOC; HEMPABWILHOE OIpeieieHne 0a30BbIX TEPMUHOB IO JUCLUTUIMHE.

Heepybvie owubku: HETOYHBIM WIIM HEMOJIHBIA OTBET HAa IMOCTABJICHHBIM BOIPOC; TPH
IPaBUIHHOM OTBETE HEYMEHHME CaMOCTOSITEIbHO MM MOJHO 0OOCHOBATH U MPOMLUTIOCTPHUPOBATH
ero.

Heoouempvi:  HENoOCNen0BAaTENbHOCTb, HETOYHOCTb B SI3bIKOBOM  O(OPMIICHUH
U3JIaraeMoro.

bamner (1-3) MOryT cTaBUTBCS HE TOJBKO 32 EIMHOBPEMEHHBIH OTBET, HO M 3a
paccpeOTOUYCHHBIII BO BpEMEHHU, T.€. 3a CYMMYy OTBETOB OOYyYalOLIErocs Ha MPOTSKEHUH
3aHSTHSL.
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5.1.2. QOuenounvie mamepuaivl 011 CAMOCMOSIMENbHOU padomuvl o0yuarouie2ocs
(munoevie 3a0auu) (xonmpoaupyvemasn rxomnemenuyus YK-2, unouxamop oocmudicenus
Komnemenuuu YK-2.2)

[lepedenb TUMOBBIX 337124 JUI CAMOCTOSITEIBHONW paboThl C(HOPMUPOBAH B COOTBETCTBHHU C
TEeMaTUKOW TPAKTUUECKUX 3aHATHH 10 JUCHMIUIMHE «J{OKyMEHTalMoHHOEe oOecIieueHue
yIpaBiIeHUs] OU3HECOM).

IIpumepovl munoswix 3a0anuii
1. Pa3pabotaiiTe IOKHOCTHYIO HMHCTPYKLHUIO Juis Oyxraiarepa (UpPMBI, OCHOBBIBAasCh Ha
MOJIOKEHUHU O OyXTaITepUH
2. CocTtaBbTe JIMUHOE PE3IOME
3. CocraBbpTe CIpPaBKy M0 YCTAaHOBJICHHOMY 00pa3iy
4. CocraBbTe pacnopspKeHUE TUPEKTOpa M0 BbIE3THOMY cOOpy cryneHdeckoro aktusa B COJI
«Haiika»
5. Tlonp3ysiCh MOJDKHOCTHOM WHCTPYKIIMEH, COCTaBbTE MEpEUYCHb M3 JAECATH TpeOOoBaHUU K
paborte cekperapsa-pegepenta. ONUIINTE TPU CUTYaLUH, WIUTIOCTPUPYIOUINE BBINOJIHEHHE
JTaHHBIX TpeOOBaHUI
6. CocTtaBbTe 10 OTHOMY BUAY J€JIOBOTO MUChMa, UCIOIb3Ysl MpoAoiabHbIe (hopmbl OiiaHKoB (3
MMCHbMA)
7. CocTaBbTe M0 OJHOMY BHUJY JI€JIOBOTO MUChbMA, MCHOJb3Ys YriioBble GopMbl OnaHkoB (3
MMChbMA)
8. OdopmuTte MpoTOKOII 3aceaanus Kadeapsl OyXraaTepcKoro yueTra, aHaJiu3a U ayIuTa
9. OdopmuTe BBHIKUCKY U3 MPOTOKOJIA O PEIICHUH Kadeapbl 10 KOHKPETHOMY BOIIPOCY
10. CocTaBbTe aKT CIMCAHUSI MAaTEPUATIBHBIX LIECHHOCTEN
11. CoctaBbTe OOBSICHUTENBHYIO 3aIUCKY HA 33JJaHHYIO TEMY
12. CocTraBbTe JOKIATHYIO 3AIUCKY HA 3aIaHHYIO TEMY
13. CoctaBbTe IO OTHOMY BHy JOKYMEHTA 110 OOpAIIEHUsAM IPaXKaaH
14. CocraBbTe peecTp BXOJAIIEH U ucXoasmeld nadopmaimn)
15. CocraBbTe onuch ziena
16. Pa3zpaboTaiiTe SKCIEpTHOE 3aKIIOYEHUE 110 MMPOSKTaM M OpUTHHAIAM JOKYMEHTOB (5 MITYK),
onupasicek Ha nonoxenus ['OCT P 6.3-2003
17. CocraBbTe MPOEKT JOTOBOPA O COTPYAHHYECTBE MEXIYy UeIIOMHCKHM TOCYyIapCTBEHHBIM
Ne1arorYecKuM YHUBEPCUTETOM U 00111e00pa3oBaTeIbHON OpraHu3aiuen
18. CocTaBbTe BBIMMCKY U3 PEIICHHS 00IIET0 cOOpaHus KOJIJICKTHBA
19. CoctaBbTe MPOEKT HOMEHKJIATYPHI 1€ NPEANPUATUS
20. CocraBbTe MPOEKT MITATHOTO PACITUCAHUS
21. CoctaBbTe IPOEKT MPOrpaMMbl KOH(PEpeHIIUN
22. CocraBbTe MPOEKT IIaHA 3BAKYyaIlMU
23. CocTaBbTe IPOCKT CIYKeOHOTO 3aJaHUs PAOOTHUKY
24. CocTtaBbTe MPOEKT paclUCaHus YICOHBIX 3aHIATHH B IIKOJIS
25. CoctaBbTe MIPOEKT CMETHI Ha MMPOU3BOACTBO paboT

Memoouueckue pekomeHnoayuu no peuienuo 3a0ay

[lpuctynass K pacCMOTPEHHIO TPHUMEPOB W CaMOCTOSTEIILHOMY pEIICHUIO 3ajad,
HEO0OXOJMMO BHHMATEIBHO MPOYECTh KOHTEHT II0 COOTBETCTBYIOIIEMY BOIPOCY TEMBI U
popaboTaTh COOTBETCTBYIONIME pa3lelibl B PEKOMEHIOBAaHHBIX HOPMATHUBHBIX JOKYMEHTaX,
yueOHUKaxX W JIOTIOJHUTEIBHOW JHuTeparype. PelieHne cUTyallMOHHBIX 3a/1a4 HEOOXOIUMO st
0oyiee TMOJHOTO OCBOCHUSI MPAKTUYECKOHM YacTH Kypca W HUIpaeT CYHIECTBEHHYIO pOJb B
dbopmupoBaHuU TPO(HECCHOHATBEHBIX KOMIIETCHIIUN.
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Kpumepuu ¢popmuposanus ouenok no 3adanuam 011 CAMOCHIOAMENbHOU DPAdONb
cmyoenma (munoewie 3a0aiu):

basner (orienka)

Kpurepuu onennBanus

3 Ganna («OTIIMYHOY)

OOyuvaromuiicss BBIIOJIHUT 3aJaHusi 0e3 omuOoK, 000CHOBAI
BBEIOOD METOZOB pEIICHHS, OTBETHJ Ha BCE IIOCTaBJICHHBIC
TEOPETUYECKUE BOIIPOCHI

2 Gamna («X0poIIo»)

OOyvaromuiics B 1EJIOM BBIMOJHUI 33/laHus C HEOONBIIUMU
HeJ04YeTaMH, HE OOOCHOBAJ HEKOTOPBIM BBIOOp METOIOB |
HpI/IeMOB peI_HeHI/IH, OTBCTHUJI HC Ha BCC IIOCTABJICHHBIC
TEOPETUICCKUE BOITPOCHI

1 Gayn
(«yOBIIETBOPUTEIHHO)

OOyuvaromuiics JOMYCTHJI CYIIECTBEHHBIC OIIMOKH, HE CMOT
000CHOBATh BHIOOp METOMOB U MPUEMOB PEUICHHS, OTBETHJI HE Ha
BCE TIOCTABIICHHBIC TEOPETUIECKIE BOIIPOCHI

0 GamoB
(«HEYIOBIIETBOPUTEIHLHOY)

OOy4Jaromuiicst He CMOT BBITIOJTHUTD 3a/IaHUS

5.1.3. Ouenounvie mamepuanvl 011  GbINOAHEHUA  pedhpepamoe nO  OUCUUNRIUNE

«lokymenmauuonnoe

obecneuenue YRpaejieHusn ouzHecom» (Konmpoaupyemasn

Komnemenuyusa YK-2, unouxamop oocmudicenus komnemenuuu YK-2.2)

lepeuenv mem o pechepamos

ApxusHblil ¢ponz Poccuiickoit denepannu 1 €ro COCTaBHbIE YacTH
JlenoBoe NucpMo: 1eJIb MUChbMa, TEKCT IMChMa, 00IUe ITpaBuiIa

3anmTa JOKYMEHTOB, COJIEpKaIUX KOMMEPYECKYIO TalHY
OcHOBHBIE TIPaBUJIa OPTaHU3AIUH PaOOTHI ¢ JOKYMEHTAMH, COJEPKAITUMHU

OcHoBHBIE IIPaBUJIa YHUUTOXKEHHS TOKYMEHTOB. XapaKTepUCTHKA ILIPEAEPOB
OcHOBHBIE XapaKTEPUCTUKU KHHOJOKYMEHTHPOBAHHUS

1.
2.
3. 3apmauum apXuBa NpeaNpUATUSA
4,
5.
KOH(HUACHIIMAIBHBIC CBEICHUS
6.
7.
8.

OCHOBHBIE XapaKTEPUCTUKH (POHOAOKYMEHTUPOBAHUS

9. OcHOBHBIE XapaKTEPUCTUKHU (HOTOTOKYMEHTUPOBAHUS

10. OcoGeHHOCTH OPOPMIICHHS MTUCEM, TIEPEIaBAEMBIX 3JIEKTPOHHOM MOYTON
11. [TepedyeHb TUTIOBBIX JOKYMEHTOB C YKa3aHUEM CPOKOB XpAHEHUS

12. TIucpmo-xanoba 1 OTBET HA HETO

13. ITucbMoO-3aKa3 ¥ OTBET HA HETO

14. Iucemo-3anpoc (TpeboBaHUE) U OTBET HA HETO

15. ITuceMo-nipeI0KEHUE U OTBET HA HETO

16. IlonsiTHE CpOKA XpaHEHUSI TOKYMEHTa

17. TloHsITHE DIEKTPOHHOTO JJOKYMEHTA, JIEKTPOHHOTO JJOKYMEHTO000pOoTa
18. Ilpuem-nepenada apXuBHbIX A€l

19. I[IporpamMmbl COCTaBJICHHS U PEAAKTUPOBAHUS IOKYMEHTOB

20. Cpoku XpaHEHUsI JOKYMEHTOB MPEANPUATHUS

21. TpeboBanus k paboTe cexkperaps, cekpeTaps-pedepeHra

22. XapaKkTepUCTHKA CBEIEHUN, OTHOCSIIUXCS K KOMMEPUYECKOI TaliHe

23. DIeKTPOHHBIN TOKYMEHTOOOOPOT U €ro MporpaMMHOE oOecrieueHre

24. DTUKET B JEJOBOM MEPEIUCKE

25. Knaccudukanus 1eI0BbIX THCEM
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Tpebosanun kK cmpykmype, coOepICaAHUIO, MemOoOUuecKue peKoMeHOauyuu no
Hanucanuio pegpepama

B cootBerctBum ¢ IlomokeHneM o pabodeil mporpamme IUCIHUIUIMHBI (MOAYJS) TIO
oOpasoBarenbHBIM TTporpammaM Bbiciiero obpaszoBanust B KbI'Y, nmpunsaroro YMC KBI'Y 01
utons 2018 r. (mporokon Ne 8) m yrBepxkaeHHOro npopekropom mo YP (https:/kbsu.ru/wp-
content/uploads/2018/12/rpd01.pdf) pegpepam — noknan Ha onpeneNeHHYIO TEMY, BKIIOYAIOIIAN
0030p COOTBETCTBYIONIUX JIMTEPATYPHBIX H JPYIrUX HMCTOYHUKOB, KPATKOE H3JI0KECHUE
coJIepaHusl HAy4yHOW paOOThl, KHUTHU (MJIM €€ YacTH), CTaTbU C OCHOBHBIMH (DaKTHYECKUMU
CBEICHUSIMH M BBIBOJAMHU. PedepaT sBISETCS TBOPUECKOW MCCIIENOBATENBCKONM pPabOTOI,
OCHOBAHHOM, TMPEXKJE BCEro, Ha M3YYEHUH 3HAYUTEIBHOTO KOJIMYECTBA HAYYHOM M HHOMN
JUTEPATYPHI IO TEME UCCIICIOBAHMUS.

Pedepar noaroraBnuBaercs u opopmisiercs ¢ yaerom tpedoBanuii [OCT 7.32 -2001.

Tpebosanus k cmpykmype u cooepaicanuio pepepama:

Hanucanue pedepara BKIIOUAET BHITOJIHEHUE CIIEAYIONIUX 3TANOB!

- BEIOOp TEMBI;

- MO00p M U3YYCHHE JINTEPATypbl © HOPMATUBHOW 0a3bl IO M30PaHHON TEME;

- COCTaBJICHHUE IIJIaHa PaboTHI;

- U3y4YeHHe 00bEKTa UCCIIeIOBAHUS;

- cbop, 00paboTka 1 06001ICHHE TPAKTUIECKOTO MaTepraa;

- HanucaHue u opopmieHue pedepara.

[Tpu odopmnenun pedepara cieqyer UMETh B BHUAY, YTO OH BKJIIOYAET CIEIYIOIINE
COCTaBHbIE YaCTU: TUTYJIbHBIN JIHMCT, OTJIaBJeHHE (COAEp)KaHUE), TEKCTOBYIO 4YacTh, CIIUCOK
UCIIOJIb30BAHHOM TUTEPATYPBI, TPUIOKEHUS (TIPU HEOOXOTUMOCTH).

TutynbHbIN TUCT pedepata odhopmiIeTcs o TPeOOBAHMAM, YKa3aHHBIM HUXKE.

B ornmaBneHum (comepKaHWM) TMOCIIEIOBATEIBLHO TIEPEUYUCISIIOTCS HAUMEHOBAHHUS
BOIPOCOB IJ1aHa pedepara ¢ ykazaHUEM HOMEpa HayallbHON CTPaHUIIBL.

TekcToBast yacTh pedepara JOHKHA CONEPHKATD:

1. BBenenue.

2. OCHOBHYIO (CIIEIUATBHYIO) YaCTh.

3. 3akIIfOueHHe.

B cmoucox nmTepaTyphl BKIIOUYAIOTCS BCE UCTOYHUKU (ydeOHHMKHM, MOHOrpaduw,
3aKOHOJATEIbHbIE U HOPMATUBHBIE aKThI, CIIPABOYHUKH, KYPHAJIbHbBIE CTAThH), UCIIOJIb30BaHHBIE
P UCCIIEIOBAHUN BBIOPaHHOUN TeMbl pedepara, JIuTeparypHble UCTOYHUKU pacIojaraiorcs B
andaBUTHOM NopsaKe (aMUIM aBTOPOB U Ha3BaHUN HOPMATHUBHOTO JOKYMEHTA.

Hanucanue mexcma pegpepama

Hauunaercs pedepar ¢ BBenenus. Bo BBeneHnn Heo0X0IMMO 000CHOBATh aKTYaIbHOCTh
BBIOpaHHOW TEMBI, OMPEIEIUTD IIe]Ib U PACKPHITh COACPIKAHME MOCTABICHHBIX 3a/1ady, a TaKkKe
yKa3aTh 00BEKT U MPEeIMET UCCIIET0BaHUS.

AKTyalmbHOCTh — 00s13aTelbHOE TpeboBaHMe K Jt000i HayyHOW pabore. OcelieHue
aKTyaJIbHOCTH HE JOJDKHO OBITh MHOTOCJIOBHBIM. J[OCTaTO4YHO B mpenenax OJHOW CTpaHUIIbI
MOKAa3aTh TJIABHOE — CYTh MPOOJEMBbI, KOTOpas sIBISETCS TEeMOW HaHHOTO pedeparta. 3arem
JIOTUYHO CleAyeT MeperT K (GopMyIupOBKE LIETU MPEANPUHUMAEMOTrO UCCIIEOBAHMS, a TaKKe
yKa3aTh Ha KOHKPETHBIC 3aJa4d, KOTOPhIE MPEICTOUT peliaTh B COOTBETCTBHH C ATOW IIEINBIO.
D10 00BIYHO nenmaeTcs B ¢opMe mepedyuciaeHuss (M3y4YHTh..., PACKPBITh..., IOKa3aTh...,
YCTQHOBUTH... U T.I.). DOPMYIUPOBKM 3TUX 3aJad HEOOXOAMMO JejaTh Kak MOXKHO Ooiee
THIATEIbHO, TMOCKOJbKY ONUCAaHHE HX pEIIeHUs JO0JDKHO COCTaBUTh COJEp)KaHHE BOIPOCOB
pedepara.

B Bompocax ocHOBHON wyacTu pedepara HOAPOOHO paccMaTpUBAETCs METOAMKA H
TEXHUKa HCCIeoBaHus U 0000mmatTces pe3ynpTarbl. ConepkaHue BONPOCOB OCHOBHOW YacCTH
JOJI’KHO TOYHO COOTBETCTBOBATh TEME pedepara U MOJHOCTHIO €€ PaCKPhIBATh.

OcHOBHasi 4YacTb MOET [ENHThCS Ha TEOPETHUYECKYI0 U MpakTUYecKyr. B
TEOPETUYECKOW 4YacTH M3JaraloTcs W aHAJIM3UPYIOTCS Hambojee OOIIME MOJOXKEHHUS,
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KACAroLIMeCs JaHHOM TEMBbI; B IIPAKTUYECKOM YaCTH PacCMATPUBACTCS KOHKPETHBIA TEKCTOBBIN
WU NPAKTUYECKUN MaTepHal.

B ocHoBHOI1 yacTu pedeparta nznaraercs npeaMeT, KOTOPOMY IMOCBSIIEHa TeMa PaOOTHI.
TexkcT nomkeH OBITH MOCTPOEH CBSI3HO, JEIUTHCS Ha OIpeIeJeHHbIE CMBICIOBBIE YacTH, B
KOTOpBIX IOCJIEZIOBATEIBHO PACKPBIBAIOTCSI OCHOBHBIE BOIIPOCHI, KacarolUecs IpeaMeTa
paboThl, €ro CcBOWCTB, (YHKIMA ¥ BHUIAOB. OTH YacTH JODKHBI HMETh Ha3BaHUS,
3a(pUKCUpPOBAHHBIE B «COJCPKAHUM» C OTMETKOW COOTBETCTBYIOIIEH CTPaHUIIBI, C KOTOPOM
HAYMHAETCS JaHHAas 4acTh Marepuaina. B TekcT pedepara 00s3aTebHO BXOASIT M COOCTBEHHBIC
MBICTTU CTYyJ€HTa 10 aHalu3y MAHHOW MpOOJEeMbl HAa TEKYIIUA MOMEHT B JHUTepaType H
paKkTHKe. 3/1eCh TakkKe MOTYT ObITh YMECTHBI MPUMEPHl U Pa3IUyHAs HArJIAIHOCTH (00pa3Ilbl
JIOKYMEHTOB).

OcHoBHast yacTh pedepara MOKa3bIBaeT yMEHHE OO0YydYaroIlerocs cxaTo, JIOTUYHO U
apryMEeHTHPOBAHO U3JIaraTh MaTepuan pedepara o BHIOpaHHOU TeMe.

3akaHuuBaeTca pedepaT 3akiroueHHEeM. JTa YacTh pedepaTa JOHKHA HPEACTABISTH
co00M TOCIIeI0BATENIBHOE, JIOTUYECKH CTPOMHOE M3JI0KEHHUE MTOTyYSeHHBIX HTOT'OB IIPOBEIEHHOTO
HCCJIEIOBAHMS M UX COOTHOIIEHHE ¢ OOMIeH 1eNbl0 U KOHKPETHBIMU 33JauaMy, TOCTaBICHHBIMU
U chOPMYIMPOBAHHBEIMU BO BBEJCHUU. 3aKIIOUEHUE BKIIOYAeT B ce0S W TPaKTHUECKUE
MPEJIOKEHHS, KOTOPbIE 0053aTeIbHO JTOJIKHBI HCXOJUTh U3 Kpyra BOIPOCOB, U3YyYEHHBIX JINYHO
CTYJEHTOM B IIPOLIECCE MPOBEAECHHOIO UCCIEAOBAHMUS.

[Tocne 3akiro4eHrs TPUBOAUTCA CHUCOK MCIOJIB30BAHHON JIUTEPATYPhl, COCTABIISIOIIMNI
OJIHY U3 CYIIECTBEHHBIX yactel pedepara. OH OTpakaeT caMOCTOSITEIbHYIO TBOPUECKYIO paboTy
cryaeHTa. Kaxaplil BKJIIOYEHHBI B TakKOW CHUCOK JIMTEPATYpPhl MCTOYHUK JOJDKEH HMETh
OTpa’keHHE B OCHOBHOHM 4acTu pedepara. Ecnu oOyuarommiicss nenaeT CCbUIKY Ha KakKHe-JIn0o
3aMMCTBOBaHHBIE (aKThl WJIM IUTHPYET pabOThl aBTOPOB Y4YEOHUKOB, TO OH JOJDKEH
00s13aTeNbHO yKa3aTh B KOHIIE CCHUIKM WJIM IIUTaThl HOMEP JIMTEPATYPHOTO HMCTOYHUKA U3
CIHUCKa, OTKyAa ObUT B3SAT Marepuasi. KonuyecTBO HCTOYHHUKOB B CIIMCKE OMpENENseTcs
CTYZACHTOM CaMOCTOSITEIbHO, AN pedepara mx pexomengyemoe konmyectBo ot 10 mo 20.
Cenenust 00 ucTouHuKax npuBoAsaTcs B coorBeTcTBUU ¢ TpeboBanusimu ['OCT 7.1. TOCT 7.80.
I'OCT 7.82.5.10.2.

Tpebosanus no opopmaenuio peghepama:

1. Iledatnas ¢popma — TOKYMEHT JOJDKEH OBITh CO37]aH Ha KOMITBIOTEPE, B MPOrpaMMe
Microsoft Word.

2. O6wem pedepara — He meHee 10 crpanun u He Oosee 20 cTpaHUI] MAITMHOITUCHOTO
Tekcta (0e3 yuyeTa THUTYJNBHOTO JIMCTA, CHHCKAa KIIOYEBBIX CJIOB, COJAEp)KAHUS, CIIHCKA
MCIIOJIb30BaHHBIX MCTOYHHUKOB M IPUJIOKEHUH). PacnieyaTka nmpou3BOAUTCS HA OJHOM CTOpOHE
nucta. DopMar cranaapTHeIN — A4.

3. Ilons ctpanutsl: neBoe — 30 MM, MpaBoe, BEpXHee, HIKHEE Mo — 1o 20 MM.

4. BeipaBHMBaHUE TeKCTa — 1o mupuHe. KpacHas ctpoka odopmiiseTcs Ha OJHOM YPOBHE
Ha Bcex cTpaHunax pegpepara. OTCTyn KpacHOU CTpOKH paBeH 1,25 cm.

5. lIpudTt ocHoBHOTO TekcTa — Times New Roman. Pazmep — 14 m. IIBer — depHBIii.
HHuTtepBan Mexay CTpOKaMU — MOJyTOPHBIMN.

6. Haspanus rJ1aB MPONUCHIBAIOTCS MOTYKHUPHBIM (pa3mep — 16
11.), IOA3ar0JIOBKHU TAaKXKE BBIACISAIOT KUPHBIM (pasmep — 14 1.). Eciu 3aronoBok pacnosoxeH
[0 LIEHTPY CTPAHMIIBL, TOUKA B KOHIIE HE CTABHUTCS. 3aroJIOBOK He moauepkuBaercs. Hazpanus
pa3aeNoB U MOAPa3/IeioB MPOMUCHIBAIOT 3arIaBHBIMU OyKBamu. KaxIIbIil CTPYKTYpHBIN SJIEMEHT
pedepara HaUMHAETCS C HOBOM CTPAHUIIBL.

7. Mexny Ha3BaHUEM TJIaBbl 1 OCHOBHBIM TEKCTOM HEOOXOIUM MHTEpBAI B 2,5 MyHKTA.
NutepBan MexIy MOA3arojlOBKOM U TEKCTOM — 2 1. Mexay Ha3BaHUSIMH pPa3lielioB U
MOAPa3/IeJI0B OCTABIISIIOT IBOMHON UHTEPBAIL.

8. Hymepanusi cTpaHUIl HAUMHAETCS ¢ TUTYJIBHOIO JINCTA, HO CaM TUTYJBHBIN JIUCT HE
Hymepyercs. Mcnonb3ytores apadekue nudpbl. CTpaHUIBI HYMEPYIOTCS B HUKHEM IPABOM YTITY
0e3 ToYeK.
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9. [IpuMeuanus pacnojiaraloT Ha TOW JK€ CTpaHuUlle, TJe caenaHa cHocka. Llurarel
3aKIJII0Ya0TCA B CKOOKU. ABTOPCKasi MyHKTYaIUsl ¥ TpaMMaTHKa COXPaHsAETCs.

10. TI'nmaBbl HymepytoTcs pumckumu 1mppamu (I'maBa I, T'masa II), maparpadsr —
apabckumu (1.1, 1.2).

11. TuTynbHBIN TUCT — B BEpXHEH 4YaCTH YKa3bIBAIOT IMOJIHOE Ha3BaHUE YHUBEPCHUTETA.
Hwxe ykaspiBatloT Tum U Temy pabotel. Mcmons3sytor Oonbmoit kernb. [log Temoil, cmpasa,
pa3MerarT nHpopmaluo 00 aBTOpe U HAYIHOM PyKOBOJUTENe. B HIMKHEH 4acTh MO MEHTPY —
Ha3BaHME IOPOJia U IoJl HAIMCAHMUSL.

12. CnMcoK HCIONIb30BAaHHBIX HCTOYHHUKOB JIOJMKEH (DOPMHUpPOBAThCS B ali(haBUTHOM
nopsake 1o ¢GamMuiIMd aBTOpoB. Bce MCTOYHMKM HYMEpPYIOTCS M paclojiaraiorcs B
OIIPEECIIEHHOM IOPSIZIKE:

- 3aKOHBI;

- nocranoBieHus [IpaBurenscTBa;

- Ipyrast HOpMaTUBHAs JOKYMEHTAIUS;

- CTaTUCTUYECKUE JTaHHBIE;

- Hay4Hbl€ MaTepHalIbl;

- Ta3€ThI U KYPHAIIBI,

- YI4COHUKH;

- BJIEKTPOHHBIE PECYPCHI.

BxiroueHHas B CIHUCOK JIMUTEpaTypa HYMEPYETCs CIUIOIIHBIM MOPSAIKOM OT MEPBOro 0
nocienHero HaszBaHus. [lo KaxaoMy JUTEpaTypHOMY HMCTOYHUKY YKa3bIBaeTCs: aBTOp (WU
rpynmna aBTOPOB), MOJIHOE Ha3BaHWE KHUTU WJIM CTaTbU, MECTO M HAaHMEHOBAaHUE W3/1aTEIbCTBA
(11 KHAT ¥ OpOWIIOp), TOJ W3JAHUS; JUIS JKYPHAJIbHBIX CTaTe YKa3bIBa€TCs HAUMEHOBAHUE
JKypHaJa, ToJ BhIycka u Homep. [lo cOopHrKaM TpyioB (CTaTeit) yKa3pIBaeTCsl aBTOP CTAaThU, €€
HA3BaHME U JjaJiee Ha3BaHWE KHUTH (COOpHUKA) M €€ BBIXOAHBIC NaHHbIe. CChUIKM HA MHTEPHET-
pecypchl B pedepaTe mpaBuiIbHO 0GOpMIISITH B COOTBETCTBHH ¢ Ykazanusmu ['OCT 7.82.

13. B npuiokeHUss pPEKOMEHJIyeTCs BKJIOUaTh MaTepHalibl WIUTIOCTPATUBHOTO U
BCIIOMOTaTEeNIbHOTO XapakTepa. B mpuioxeHuss MoOryT OBbITh MOMELIEHBI: TaOIUIbl U
WLTIOCTpaIiu 00JIbIIOro (popmara; HONMOTHUTENbHBIE pacueThl. Ha Bce MPHIIOKEHUS B TEKCTE
paboThl MOJKHBI OBITH JaHBI CChUIKU. [IpuiokeHus pacronararoT B paboTe W 0003HAYAOT B
MOPSIIKE CCHUIOK Ha HUX B Tekcre. [IpuimoskeHuss 0003HAYAIOT 3arjaBHBIMUA OYKBaMHU PYCCKOTO
andasuTa, HaumHasg ¢ A, 3a HCKIIOYeHHeM OykB E, 3, 1, O, 4, b, bl, b, Hampuwmep,
«[Ipunoxenne by». Kaxkngoe mnpuioxenue B paboTe cleayeT HAUYMHATHL C HOBOTO JIMCTa
(cTpaHMIIBI) C yKa3aHHEM HaBEpXy IOCepeauHe cTpaHullpl cioBa «lIpunoxeHue» u ero
ob6o3HadeHwus. [IpunoxkeHne AOMKHO UMETh 3arojIOBOK, KOTOPBIA 3alMUCHIBAIOT CHMMETPUYHO
TEKCTY C IPONMUCHON OYKBBI OTJIEITLHOM CTPOKOM.

Kpumepuu oyenueanusa npu 3aujume peghepama

Baier (onenka) Kpurepuu oniennBanus

3 Gauta (KOTIUIHOY) — COOTBETCTBHE COJICp)KAHUS 3asBICHHOM TeMe, OTCYTCTBHE B
TEKCTE OTCTYIICHHH OT TeMBbI paboTHI;

— JIOTHYHOCTH | TOCJIEIOBATEIBHOCTh B U3JI0KCHUU MaTepuaia B
pabore;

— KadyecTBO pabOThl ¢ 3apyOEeKHBIMA M OTECYECTBEHHBIMH
UCTOYHMKaMU WHPOpMALMM W JaHHBIX, MHTEpHET-pecypcaMu
(aKTyaJIbHOCTh MCTOYHUKOB, JOCTAaTOYHOCTH WCIIOJIb30BaHHBIX
MCTOYHUKOB JJISl PACKPBITHS TEMBI paboTHI);

— MPaBWIBHOCTh OQOpMIIEHUST PabOThI (COOTBETCTBHE CTaHIAPTY
B TMPEACTAaBICHUM  TEKCTa, CCBUIOK, IUTAaT, TaOJHIIbI,
rpagu4IecKoro MaTepraia u T.1.);

— CIIOCOOHOCTh K aHaNU3y W 0000IeHHI0 HH()OPMAIIMOHHOTO
MaTepuasia, CTENeHb IOJHOTHI 0030pa COCTOSHHUS BOMPOCA,
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000CHOBaHHOCTH BBIBOJIOB B pa0oTe;

— paboTa peCTaBlIeHa B CPOK;

— CHOCOOHOCTh K TMYOJMYHOW KOMMYHHUKAIIUH, TOJYyYCHBI
OGOCHOB&HHBIG OTBCTHI HA OOIIOJIHUTCIIBHBIC BOHpOCBI ay,Z[I/ITOpI/II/I
Y TIPETIOAaBaTeNIsl IIPH 3alUTE PaOOTHI

2 Gamna («XOpoIIo»)

— COOTBETCTBHE COJIEP)KaHMSI 3asBJICHHON TeMe, He3HaYUTelbHbIe
OTCTYIUICHUS B TEKCTE OT TEMBI PabOTHI;

—  HE3HAUUTENIbHbIE  HaApyIIEHUss B  JIOTUYHOCTH  H
MOCJIeI0BATENbHOCTH U3JI0KEHUS MaTepraia B padore;

— B LIEJOM JIOCTaTOYHOCTh M AaKTyaJbHOCTb HCIIOJIb30BAHHBIX
3apyOeKHBIX M OTEYECTBEHHBIX HMCTOYHUKOB HH(POPMALUU U
naHHbIX, UHTEepHET-pecypcoB AJis pacKpbITHS TeMbl pedepara;

— BBINIOJIHEHBl OCHOBHBIE TpPeOOBaHUS K OQOPMICHHIO PabOTHI
(He3HauMTEeIbHBIE HETOYHOCTU M OTCTYIUIEHUS OT CTaHAapTa B
MPEJCTaBICHUN TEKCTa, CChUIOK, IUTAT, TaOIHIbl, rpaduuecKoro
Marepuana u T.1.);

— JIOCTaTOYHBIA YPOBEHb MPOSIBICHHON CIOCOOHOCTH K aHAIM3Y U
0000meHn0  MHPOPMAMOHHOTO  Marepuana, JIOCTAaTOYHAsS
CTEIeHb MOJIHOTHI 0030pa COCTOSHUS BONPOCca U 0OOCHOBAHHOCTH
BBIBOJIOB B pa0oTE;

— pabota TmpexacTaBieHa B CPOK, HO C  HEKOTOPHIMHU
HEJ0pabOTKaMU;

—  HENONHBIE  OTBEThl  (HE3HAYUTENbHBIE  OIIMOKH)  Ha
JIOTIOJTHUTENbHBIE BONPOCHl AayAMTOPUM M TpEnojaBaTels Mpu
3alIuTe PabOTHI.

1 6ann
(«yIIOBIETBOPUTEIILHOY)

— HMEIOTCA CYLIECTBEHHbIE OTCTYIJICHHUSI COAEP)KAaHUS OT
3asBJICHHOHN TEMbl, 3HAYUTEIbHBIC OTCTYIUICHUS B TEKCTE OT TEMBI
paboTHI;

— 3HAYUTEIbHbIC HapyLICHUS B JIOTHYHOCTH U
MOCJIeI0BATENbHOCTH U3JI0KEHUS MaTepHaia B padoTe;

— B IEJIOM HEIOCTaTOYHOCTb, HEMOJHAas AaKTYaJIbHOCTb
UCIOJb30BAHHBIX 3apYOEKHBIX U OTEYECTBEHHBIX HCTOYHUKOB
uHbOpMallUM W JAaHHBIX, VHTEpHET-pecypcoB Ml PACKPBITHS
TeMbl pedepara;

— HE BBINIOJIHEHBI OCHOBHBIE TPEOOBaHUS K O()OPMIIEHUIO pabOTHI
(3HaUUTENbHBIE HETOYHOCTHM M OTCTYIUIEHHS OT CTaHJIapra B
NPEJCTaBICHUN TEKCTa, CChUIOK, IUTAT, TaOIHIbl, IpaduuecKoro
Marepuana u T.1.);

— HEJIOCTATOYHBIM YPOBEHb MPOSBICHHON CIIOCOOHOCTH K aHAIU3Y
u 0000meHn0 HHPOPMAIIMOHHOTO MaTepuajga, TeMa OCBEIICHa
YaCTUYHO, OTCYTCTBYIOT BBIBOJIBI B paboTe;

— paboTa mpencTaBlieHa CO 3HAUYUTEIBHBIM Oro3aanueM (Oosee 1
HEJIEH), OTCYTCTBYIOT OTAEIbHBIE (PparMeHTHl pabOTHI;

— HEMOJHBIE OTBETHl CO 3HAYUTEIbHBIMM OIIMOKAaMHM Ha
JOTIOJTHUTEJIbHBIE BOMPOCHl AyJUTOPUM W TpPEnojaBaTess NpU
3amuTe padboTHI.

0 6aynoB
(«HEYIOBIIETBOPUTEITHLHOY)

— TeMa paboTBHl HE PaCKpbITa, OOHAPYXKHBAETCS CYIIECTBEHHOE
HETIOHWMaHHE €€ CO/IePKaHNS;

— TIOCTaBJICHHBIC 33/1a4M HE BBIMOJHEHBl WU BBIMOJIHEHBI HX
OT/IETbHBIEC HECYIIECTBEHHBIC YaCTH;

— paboTa He npecTaBlIeHa.
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5.1.4. Ouenounvie mamepuanvl 041 KOHMPOJAbHOU padomel  no  OUCUUNJIUHE
«doxymenmauuonnoe obecneuenue YRpagieHus ouznecom» (KoHmpoaupyemas
Komnemenuusa YK-2, unouxamop oocmuicennus komnemenyuu YK-2.2)

IIpumepvl munogwix 3a0anuii:

1. JlokyMeHT Kak crocob Gukcanuu ynpasjieH4eckoil nHpopMaluu 1 UHCTPYMEHT yIpaBICHUS
2. Undopmanmonnass (QyHKIUS JOKYMEHTa KaK CpEACTBO 3alleUyaTiIeHus M XpaHEHUs
uHpopmaruu

Hcropus pazsutus nenonpousBoacrtsa B Poccuun

YHupukanus 1OKyMEHTOB, Y HUQUIIMPOBAHHBIE CUCTEMBI TIOKYMEHTALIUH

CoBpeMeHHOE COCTOsTHIE HOpMAaTUBHO-MeToandeckoi 6a3el JIOY (0630p)

Crangaptuzanus B J€JI0IPOU3BOJICTBE

HUctopus poccuiickoro repoa

TpebGoBanust kK ’MOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM

Obmepoccuiickue KI1acCU(PUKATOPbl KaK TOKYMEHTHI 0 CTaHAapTH3aUN

10. XapakrepucTuka OTACIbHBIX TPYII OPraHU3aMOHHO-PACTOPATUTENbHBIX JOKYMEHTOB

11. OcoGeHHOCTH CO3/1aHuUs TIPUKA30B

12. OOGpamenus rpaxkaan, mpaBuiia pabOTHI

13. Xapakrepuctuku u peztome. Oco0eHHOCTH 0POPMIICHHUS

14. PexkoMeHgaTENLHOE MUCHEMO

15. Kommepueckue nucbma

16.0co0eHHOCTH SI3bIKA U CTUIIS CITY’)KEOHOTO TOKYMEHTa

1. Ucropus yaudukanum TeKCTOB CIyKeOHBIX MMHCEM

18. DnexkTpoHHOE COOOIIEHNE — 0COOCHHOCTH SI3bIKA U CTHUJIS

19. Hudopmanmonnas ¢GyHKUMS JOKYMEHTa KakK CpPEJCTBO 3alle4yaTiIeHuss W XpaHEeHHUs
uHpopmarun

20. CouunanbHas (yHKIMS JOKYMEHTa, €€ pojb B TOBBIIMICHHH MPaBOCO3HaHMA oOmiecTsa.l9.
KommyHukaTuBHas GyHKIUS TOKYMEHTA KaK CPEJCTBO Mepenayu nHpopMauu

21. IlpaBoBast (yHKIHS TOKYMEHTa KaK CPEICTBO YCTAHOBJICHHS MPABOOTHOIICHUH MEXITY
IOPUAMYECKUMU U GU3NYECKUMU JIULIaMU

22. OyHKIHUS TOKYMEHTa B KQU€CTBE HCTOPUYECKOTO MCTOUHHKA

23. VYmpaBneHyeckass (pyHKLIHS JOKyYMEHTa B POJIM OCHOBHOTO HHCTPYMEHTa JUJISl peIleHUs
AIMAHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHNUS)

24. Craructudeckasi GyHKIHMS JOKYMEHTA

25. bnaHk JOKyMeHTa, UCTOpPUSl €ro pa3BUTHs. biIaHKH COBPEMEHHBIX YIPaBIECHUECKHUX
JIOKYMEHTOB

26. XapaKTepuCTUKa 3aKOHOJATEeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOIO JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBieHUs

27. Ponb ciiyx0b1 JIOY B neaTeIbHOCTH OpraHU3aIAH

28. Opranu3anus pabourx MECT M YCIOBHH Tpyza nepcoHana ciryxos JOY

29. llonoxenwue o ciayx0e JJOY. Ctpykrypa, pyHKIUN, METOAMKA pa3pabOTKu

30. TomxHOCTHAsI HHCTPYKIHsL. DYHKINH, CTPYKTYpa, METOANKA Pa3padOTKH

31. Opranu3anus JOKyMEHTOOO0POTa, OCHOBHBIC HAIIPABICHHUS COBEPILIEHCTBOBAHUS

32. OObEKTUBHBIC U CYOBEKTHUBHBIE ()aKTOPHI, BIUSIOIINE HA POCT IOKYMEHTO000pOTa

33. DneKTpOHHBIH JOKYMEHTO000pOT. [IpobiieMbl U IepCrIeKTUBEI Pa3BUTHS

34. TlomynsipHBIE CUCTEMBI AIEKTPOHHOTO ToKyMeHTooOopoTa (CO/1) B PD

OO N R W

Memoouueckue pekomenoayuu 01sa 6blNOIHEHUS KOHMPOIbHOU Padomul

KonTtponpHas pabora — omHa u3 ¢GopM TPOBEPKHM M OIEHKA ycBoeHUs 3HaHui. [lo
pe3ylnbTataM KOHTPOJIbHOM paboThl MOXHO CYIUTh 00 YpOBHE CaMOCTOATEIBHOCTU H
AKTUBHOCTH OOydJaromierocst B yueOHoOM mporecce. KoHTponsHas paboTa peanusyeTcs B BHJE
ayIUTOPHOU pabOTHI.
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OcHOBHBIE 331a4l KOHTPOJILHOW PabOTHI:
1) 3akperuieHre MOMyYeHHBIX paHee TEOPETUUECKUX 3HAHUM;
2) BeIpaOOTKA HABBIKOB CAMOCTOSITEIIbHOW HAYYHO-UCCIIEI0BATEIBCKOIM paboThl;
3) BBISICHEHHE MTOATOTOBICHHOCTH CTYACHTOB K OyyIIel MpakTHIeCKoi padbore;
4) BbIABIICHHE CLIOCOOHOCTEH K HAyYHO-UCCIIEI0BATEIBCKON U IIOMCKOBOM I TETbHOCTH.
BrimionHEeHE KOHTPOJBHBIX pabOT HEoOXomMMo Juisi 0Oojiee TOJIHOTO  OCBOCHUS
JUCUMIUIMHBL M WIPaeT CYIIECTBEHHYIO pOJb B (OPMHPOBAHUU MNPOPECCHOHATBHBIX
KOMIIETCHIINH.
[Ipy moaroroBke K KOHTPOJILHON pPabOTe HEOOXOIUMO NPUICPKUBATHCS CIEIYIOUICH
TEXHOJIOTHH:
1. BHuMareiabHO U3y4YHTh JICKIIMOHHBIM MaTeprall 10 TeMe KOHTPOJIbHOM paboTHI.
2. Haiftu u nmpopaboTaTh COOTBETCTBYIOIIUE PA3/ENIbl B PEKOMEHIOBAHHBIX HOPMATHUBHBIX
JOKYMEHTaX, yueOHUKaxX U JOMOJHUTEIbHOM TUTEparype.

Kpumepuu OUCHUBAHUA Koumpwzbnblxpaﬁom

bannsr (omenka) Kpurepuu oniennBanus

4 6anna («OTIUYHOY) — 00y4Yaromuics BBIMOJHUI PAOOTy TOJHOCTHIO, 03 OIMMOOK H
HE/I0YETOB

3 Garuta («XOopoIIoy) — o0yJaromuiics B 11€JI0M BBITIOJIHIII 3a7iaHue (Oosee 2/3 paboThr),

JIOMyCKAeTCsl HaJIMuue He 0ojiee 0IHON HerpyOoi OIMIMOKH U OTHOTO
HeJ04era, He 0osee Tpex HeloYeTOB

1-2 6amna — 3aJIaHHE BBINOJHEHO HE MOJHOCTHIO (Oosee 1/2, HO meHee 2/3
(«yIOBIIETBOPUTEIHHO) paboThl), AOMYIICHBI: HE OOJiee OJHOW TpyOOH OIMMOKKM MU JBYX
HEJI0YeTOB; He OoJiee OHOM rpyOoit U OJHOM HerpyOoil ommoKy; He
0oJ1ee Tpex HErpyObIX OMMOOK U OJTHOTO HEJ0UYETa

0 GamoB — 3aJ]aHKe BBITIOJIHEHO HE MOJIHOCTHIO (MeHee 1/2 paboTser), 4nucio
(«HEYIOBJICTBOPUTEIILHOY») | OIIMOOK M HEIOYETOB IPEBBICHIO HOPMY, YCTAaHOBJICHHYIO IS
OILICHKH «yJIOBJICTBOPUTEIHLHO

I'pybsie owubku:

— HE3HaHME WJIM HeNpaBUIbHOE TNPUMEHEHHUE IMPaBWI, AalrOPUTMOB, CYIIECTBYIOLIUX
3aBHCHMOCTEH, JIe)KallluX B OCHOBE BBIMOJIHEHUS 3aJaHHsI WIIM UCIIOJIb3YEMBIX B XOJI€ €r0
BBITIOJTHEHMUS;

— HENpaBWIHHBIA BHIOOp NEHCTBUNA, OTIEPAIIH, METOIOB;

— HEyYMEHHE JielaTh BBIBOABI W OOOOIIEHUsS, 4YTO OMNpeAeNsieT HECOOTBETCTBHE
AQHATUTUYECKOTO 3aKIFOYeHUs] (OTYEeTa) BBIMOJHEHHBIM JEHCTBUSM U TOJYYCHHBIM
pe3ynbTaram.

Hezpybwvie owubku:

— HEpalMOHAIBHBIN BBIOOP NEWCTBHI, ONlepaIuii, METOJIOB;

— OmMOKH MPHU BHITOJHEHUU PACUETHBIX JCHCTBHI, HE MOBIEKIINE JOXKHOCTh BBHIBOJIOB B
AHAJTUTUICCKOM 3aKITFOYCHUU (OTUETE).

Heoouempi:
— HebpexHoe opopMIIeHHE 3aITUCEH U PACUETOB;
— HapyuUIeHHE JIOTUKU MMOCTPOCHUSI aHATUTUYECKOTO 3aKIIOUEHUS (0TUEeTa).

5.2. Ouenounvie mamepuanvt 011 pyoexcHoz0 KOHmponsa. PyOexHBI KOHTPOIb
NPOBOSIT C IIENBIO OIpEIeNICHHs] KauyecTBa OCBOCHHs y4eOHOTO MaTepuayia 10 pasfeliam,
AUOAKTUYCCKUM CIUHULAM JUCHUIIJIMH B YCTAHOBJICHHOC BpPCMHL. B KaXXZIOM CCMCECTPC
MIPOBOUTCS TPU PYOCKHBIX KOHTPOJIBHBIX MEPOTIPUATHS Yepe3 KaxkKIbIe TPETh CEMECTpa.

Py6€)KHBII>'I KOHTpPOJIb 1O AJUCHUINIMHEC TPOBOAUTCA B BHIAC KOJIJIOKBUYMOB U
TECTUPOBAHUSI.
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5.2.1. Ouernournvie Mamepuaivl o KOJL10K8UymMa

no oucuunaune

«/lokymenmayuonnoe obecneueHnue ynpaeJjieHusa ousnecom»

(KoHmpoaupyemasn

Komnemenyusa YK-2, unouxamop oocmudrcenus komnemenuuuy YK-2.2)

Bonpocul, 8viHocumble HA KOJNOKBUYM.:

Pyoerxcnotit konmpons Nel

1. Ilpeamet 1 00BEKT Y4eOHON AUCIUTUIMHBI

2. Uenu u 3amaun yueOHOMU TUCIUTITAHBI

3. OcHOBHBIE KaTE€ropuu JAEIOMPOU3BOJCTBA U JOKYMEHTOBEICHUS
4. Kiaccel ynpaBlI€HUECKUX JOKYMEHTOB

5. Bunbl ynpaBieHUYECKUX TOKYMEHTOB

6. YHudUKaMsa U cTaHJApTU3ALNS YIIPABICHUYECKUX JOKYMEHTOB
7. TunoBble CPOKU UCTIOTHEHUS YIPABICHUYECKUX JTOKYMEHTOB

8.  Ocobennoctr 0hOpMIICHUS YIIPABICHYECKUX TOKYMEHTOB

9. HOpuanueckas 3HAYUMOCTb PEKBU3UTOB CITY)KEOHBIX JOKYMEHTOB
10. 3amura KOMMEpUYECKOI TallHbI B IOKYMEHTaX

11. JIokyMeHTBI C 0COOBIMH OTMETKAMHU

12. Tlonsitue caykeOHON OTBETCTBEHHOCTH JOJKHOCTHBIX JIMII 1O Tporeaypam oQopMiIeHUs

JIOKYMEHTOB

13. Buabl OTBETCTBEHHOCTH 3a MOJEIKY JOKYMEHTOB
14. Buabl OTBETCTBEHHOCTH 32 XpaHEHHUE JOKYMEHTOB
15. Bubl OTBETCTBEHHOCTH 32 OITMOKH B IOKyMEHTAX

16. IIpaBoBble Cilydau HACTYIUICHUS] OTBETCTBEHHOCTH O CITY>KEOHBIM JIOKYMEHTaM

Pyoercnoiit konmpono No2

. Homenknarypa nen B cpenHeM U MajioM Ou3Hece

. lokyMEeHTHpOBaHHE B CPEIHEM U MaJIOM Ou3Hece

. Kitaccel u Bupl ynpaBieHYECKUX TOKYMEHTOB

. IlpaBuna oopmieHus yrpaBIeHUECKUX JOKYMEHTOB

. Odbopmienue ynpaBlieHYECKUX TOKYMEHTOB B Jiefia

. KoHTpO1b 32 HCTIONHEHNEM YIIPaBIEHUECKHUX TOKYMEHTOB
. PEKBU3UTBI 27IEKTPOHHBIX JOKYMEHTOB

. IIpaBuna opopmiIeHHS FNEKTPOHHBIX TOKYMEHTOB

10. ABTOpCTBO 3JIEKTPOHHBIX JOKYMEHTOB

11. Jlenonpon3BoACTBO 3JEKTPOHHBIX JOKYMEHTOB

12. KoHTpOJIb 32 UCIIOTHEHUEM JIEKTPOHHBIX JOKYMEHTOB
13. PexBU3UTHI U CTATyCHI YIIPABIEHYECKUX TJOKYMEHTOB

14. IIpaBuna BeileHUS] JOKYMEHTOB MO JINYHOMY COCTaBY

15. KomIIieKkT JOKyMEHTOB 10 TPYAOBOH AEATEIbHOCTH PAOOTHUKA
16. KagpoBoe Aeonpon3BoICTBO

17. IIpaBoBoli cTaTyc TpyAOBOrO AOrOBOpa

O 00 1IN DN K W~

Pyoerxcnuvtit konmponp Ne3

1. KondunenuuanbHble JOKYMEHTHI

2. ®UHAHCOBBIEC IOKYMEHTHI

3. HasloroBble JOKyMEHTHI

4. YuypenutenbHbIe JOKYMEHTHI

5. baHKOBCKHME TOKYMEHTHI

6. CoBpeMEHHbBIE MpaBUJia COCTABIICHUS JETOBBIX MUCEM

. OCHOBHBIE TIOJIOKEHUS JOKYMEHTHUPOBAHUS YIIPABICHUECKOHN A€ATEIbHOCTU
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7. OcobenHoctu paboOTHl cekperaps-pedepeHTa, MOMOIIHMKA PYKOBOAMTENS, YYEHOTO
ceKkpeTaps, IOMOIIHHKA JIeyTaTa

8. KBanuukannonnsie TpeOOBaHMs K TOMOIIIHUKAM PYKOBOIAHUTEICH

9. KosmnernanpHble  JOKYMEHTBI:  PEKBU3UTBI, IpaBuiIa  O(GOPMIEHHSA,  ABTOPCTBO,
JIEJI0NPOU3BOJCTBO, KOHTPOJIb UCIIOJIHEHUS

10. Un(popmaniMoOHHBIE TOKYMEHTBI: pEKBU3UTHI, IPaBUiIa OQPOPMIICHHSI, OTBETCTBEHHOCTh

11. CipaBouHBIE TOKYMEHTBI: PEKBU3HTHI, IPaBUia OPOPMIICHHSI, OTBETCTBEHHOCTD

12. Jlemonpou3BOACTBO 1O HH()OPMAITMOHHO-CITPABOYHBIM JJOKYMEHTAM

13. ApxuBHOE 00CTYKUBaHHE JOKYMEHTOB Ha MPEANPUATHH

14. ApxuBHOE 00CITy’)KMBaHHE JTOKYMEHTOB B ['ocynapcTBeHHOM apxuBe PD

15. IlpuHIMIBI 3KCIEPTU3BI JOKYMEHTOB Ha NPENPHUATAN U B [ 0Cy1apCTBEHHBIX apXUBax

Memoouueckue pekomenoayuu K n0020mogGKe K KOJIIOKEUYMY

[Ipn moaroToBKE K KOJUIOKBHYMY CJIEIyeT, MPEXIEe BCEro, MPOCMOTPETh KOHCIIEKTHI
JICKIUHI ¥ TPaKTHYECKUX 3aHATUI U OTMETHTh B HUX HMEIOIIMECS BOIPOCH KOJUToKBUyMa. Eciu
KaKHe-TO BOIIPOCH BBIHECEHBI IPEIMOJaBaTEIeM HA CaMOCTOSATEIbHOE H3YUCHHE, CIEAyeT
00paTHThCS K y4eOHOI TUTepaType, peKOMEHIOBAaHHOM MPEoJaBaTelieM B KaueCTBE UCTOUYHHKA
CBEICHU.

[TogroroBka K KOJUIOKBUYMY HAuUMHAETCS C  YCTaHOBOYHOM  KOHCYJbTAIlHH
IpEenoAaBaTessl, HA KOTOPOH OH Pa3bsACHSET Pa3BEPHYTYIO TEMATHUKY NMPOOJIEMBI, PEKOMEHIYET
JHUTEPATYPy AJsl U3YYCHUSI U OOBSCHACT NPOLEAYpPY MPOBEACHUS KOJUIOKBUYMa. MeToandeckue
yKa3aHUs COCTOSIT U3 PEKOMEHAAINH 10 N3yYCHHIO UCTOYHHMKOB M JIUTEPATYpPhl, BOIPOCOB IS
CaMOIIPOBEPKU M KPATKHX KOHCIIEKTOB OTBETA, OTHOCSIIUXCS K ITYHKTaM IUIaHA KaKIOH TEMBI.
OTO IODKHO MOMOYh OOYHYarOIIMMCS IeJICHAPABICHHO OPraHMU30BaTh padOTy IO OBIIAJICHHIO
MaTepualioM M €ro 3alloMHHaHH0. [Ipy MOATrOTOBKE K KOJUIOKBUYMY CIEIYyeT, TPEKIE BCEro,
HIPOCMOTPETh KOHCHEKTHI JICKIMH W MPAKTUYECKUX 3aHATHH U OTMETUTh B HHUX HMEIOLIHECS
BOIIPOCHI  KOJUIOKBUYMa. EciaM  Kakue-TO  BONPOCHI  BBIHECEHBI IpEMoJaBaTelieM Ha
CaMOCTOATENIFHOE M3YyYeHHE, CIeayeT oOpaTUThCs K Y4eOHOH imTepaTrype, peKOMEHIOBAaHHOM
IpernoaaBaTeieM B KaueCTBE HCTOYHHUKA CBEJICHUH.

Konnoksuym npoBoauTcst B hopMe HHANBUAYAIBHOM OeceIbl MpernoaaBaTelis ¢ KaXIbIM
oOyyaromuMmcst uinu Oecenbl B HeOOnbIUX Tpymmnax (2-3 yenmoseka). OOBIUHO MperoiaBaTeNb
3a7aeT HECKOJIBKO KPAaTKUX KOHKPETHBIX BOIPOCOB, ITO3BOJISIONIMX BBIICHUTH CTETICHb
TOOPOCOBECTHOCTH PabOThI C JIUTEPATypoOH, MpoBepseT KOHCmekT. [lamee Oonee moapoOHO
o0cyxaaercst Kakas-Tn0o0 cTOpoHa MpoOIeMBl, YTO MO3BOJISIET OLCHUTh YPOBEHb TOHUMAHHSI.

Kpumepuu oyenueanusa npu xonnoxeuyme

Baier (onenka) Kpurepuu onenuBanus

5-6 GaoB («OTIMYHO) OtseTts! nonyuensl 80-100% 3aganHbIX BoripocoB. OOyyaromuics:

— TIOJIHO M3JIaraeT M3YyYeHHBI MaTepuan, JaeT MPaBHIIbHOE
OnpeeIeHUE MOHITHH;

— 00HapyXuBaeT MOHUMaHHE MaTepuaia, MOKeT 000CHOBATh
CBOHM CYXJCHHS, MPUBECTH HEOOXOTUMBIC NpPUMEPHI HE
TOJIBKO MO Y4€OHUKY, HO M CAMOCTOSTEIHHO COCTABIICHHBIE;

— HW3lIaraeT MaTepual MOCIeI0BaTEIbHO U IPABHILHO C TOUYKH
3peHUsi HOPM JINTEPATYPHOTO SI3bIKA.

3-4 Ganna («XOpOoIIO») OtBeTts! ganbl Ha 60-80% 3amgaHHbIX BonpocoB. O0yyaronuiics:

— JaeT OTBET, YJOBJICTBOPSIIOMIMIA TeM e TpeOOBAHMSIM,
YCTAHOBJICHHLIM IJI1 OLICHKHU «OTJIUYHO», HO HOIIYCKACT HC
Oosee 2 HETPyOBIX ONMTMOOK, KOTOPHIE CaM K€ HCIPABIISIET,
1 He OoJiee 2 HEeJJOYETOB.

1-2 Gann OtBetbl ganbl Ha 40-60% BompocoB. OOyUarOIUACS:
(«yIOBJIETBOPUTEIBHO) — O0OHapy)KMBaeT 3HAHWE W TIOHMMaHUE  OCHOBHBIX
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MOJIOKEHUH TEMBbl, HO WH3JaraeT MaTrepuan HENOJHO U
AOIYCKACT HETOYHOCTH B ONpCaACIICHUN MOHATUH
(momryckaet 6oJiee 2 HErpyObIX OMIMOOK);

— UW3lIaraeT Marepuall HemocjIeI0BaTelbHO, AOMyCKaeT Oojee
2 HEJI0YETOB.

0 Gamnsos OtBeTtsb! ganbl MeHee yeM Ha 40% BorpocoB. OO0yuaromuics:
(«HEY/IOBIIETBOPHUTENHLHO) — 0OHapy>KHBaeT HE3HAHUE OonbLIeH 4acTH
COOTBETCTBYIOLIIETO  pa3ieiia H3ydyaeMoro Marepuaia
(momryckaet rpyObIe OIIMOKH).

I'pybvie owubKy: HENPAaBUIBHBIM OTBET WU TOSICHEHUS K OTBETY Ha IMOCTaBJICHHBIN
BOTIPOC; HEMPABUIILHOE OMpeiesieHrne 6a30BbIX TEPMHUHOB IO TUCITUTUIHHE.

Heepybovie owubku: HETOYHBIM WIIM HEMOJIHBIA OTBET HAa IMOCTABJICHHBIM BOIPOC; MPH
MPABUJILHOM OTBETE HEYMEHHUE CaMOCTOSTEILHO WM TIOJTHO 00OCHOBATh U MPOUJLTIOCTPUPOBATH
ero.

Heoouemwvi:  HeEmocnenoBaTeNbHOCTh, HETOYHOCTH B SI3BIKOBOM  O(OpMIIEHUU
U3JIaraeMoro.

5.2.2. Ouenounvie mamepuanvl 0,11 BPOGEOCHUs MeCmUposanus (00pazubl mecmoeoblx
3a0anuil) no Oucyuniaune _«/lokymenmayuonnoe obdecneuyenue ynpaeieHus OUZHECOM»
(konmpoaupyveman komnemenuua YK-2, unouxamop oocmudcenus komnemenyuu YK-2.2)

Obpas3sybl mecmoguvlx 3a0anull

I:

S: YmpaBneHueckuii npoiecc, BKIOYAONNN padoTy ¢ JOKYMEHTaMH, - 3TO

+: mpeaMeT JOKyMEHTOBEACHUS

- 00BEKT IOKYMEHTOBEICHHS

-: JIOKyMEHTOBEJICHHE

-1 TOKYMEHTOO0O0pOT

I:

S: HopmaTHBHO-METOIMYECKOE pEeryIupoBanue AestenbHocTr ciayx0 1OV ocymecTBisercs
MyTeM U3JIaHUSl UHCTPYKTUBHO-METOIUYECKUX aKTOB (heJiepaaibHbIMU HHCTUTYTaMU

-: MunucrepctBom punancos PO

-: [IpaButenscTBOM PO

+: Poccrannaprom PO

-: 'ocynapctBennoit Jlymoit PO

+: Pocapxusom

+: PoccraTtom

I:

S: K pacniopsianTenbHbIM JOKYMEHTaM OTHOCSITCSA:

-: IPUXOAHBIA KaCCOBBIA OpIEp

-: OyxranTepckas cripaBka

+: mpuKa3 o mpueme Ha paboty

-1 aKT 0 IpUeMe —Tiepeiaue 00bEKTa OCHOBHBIX CPE/ICTB

I:

S: JIOKyMeHTBbI, MIOCTYMUBIINE B OPTaHU3AIIHIO, IPOXOJIAT CIEAYIONINE 3TANbl 00pabOTKU:

-: TPYNIIUPOBKY, KOHTUPOBKY, UCTIPABIEHUE OINOOK, OTpayKEHHE B OyXTraJTepCKOM OasiaHce
+: TAKCUPOBKY, IPYNIHUPOBKY, KOHTUPOBKY

-: pacppoBKY, UCTIPABICHUE OIMIMOOK, TAKCUPOBKY, OTPAKEHHE Ha CYETax OyXTaJaTepcKOro

yuera
-1 CBEPKY, TPYIIIHUPOBKY, TAKCUPOBKY, UCIIPABICHUE OIINOOK
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I:

S: IMox yaudukanued JOKyMEeHTOB ITOHUMAETCSI:

+: yCTaHOBJICHUE OMHAKOBBIX 110 COJCPIKAHUIO OJIAHKOB I O(OPMIICHHSI OTHOPOIHBIX
ONEPALM B PA3IMYHBIX OTPACIIAX

-: YCTaHOBJIEHUE OJJUHAKOBBIX pa3MepOB OJAHKOB OJJHOTHUITHBIX JOKYMEHTOB

-1 pa3paboTKa eMHON CUCTEMBI TIOKYMEHTAIIMH B OpraHU3aluu

-1 BCE BBILIENIEPEUHCIEHHOE

I:

S: ®opma OyxranTepckoro ydera — 3To

-1 COBOKYIHOCTb OYXTalTepCKUX PErUCTPOB

-1 TEXHOJIOTUYECKUI TIporiecc 00paboTKu HHPOpMAITUU

+: cucTemMa CTPYKTYPHBIX 3JIEMEHTOB, UX CBA3b C IEPBUYHBIMU TOKYMEHTAMHU

-1 C1I0c00 MpPEeCTaBICHUS PE3YIbTaTHON Y4ETHOU HH(pOpMauu

I:

S: Ilo conepkaHnI0 JOKYMEHTHI TOAPA3IEISIOT:

-: Ha pa30BbI€ U HAKOMUTEIbHbIE

-: Ha pacmopsAuTeIbHbIC, HCTIOTHUTEIbHBIC, KOMOMHUPOBAHHBIE M IOKYMEHTHI OyXTalTepCKOTO
odopmIIeHUS

+: Ha ICHEeKHbIE, MaTepUATIbHBIE U PACUETHBIE IOKYMEHTHI

-: Ha IEPBUYHBIE U CBOJHBIE TOKYMEHTHI

I:

S: YcraB opranuzanuu — 3T0:

-: IIPABOBOM aKT, YTBEPXKAAIOLIUI anmapar yIpasiIeHUus B OpraHu3aluu

-1 CIIPaBOYHO-UH(POPMALIOHHBIM TOKYMEHT, ONPeAeSIONINi CTPYKTYpPY, GYHKIINHN U ITpaBa
OopraHu3aIu

+: OpraHU3alMOHHO-TIPABOBON aKT, OMPEACIISIOININI MPaBOBOU CTATYC, CTPYKTYPY, G YHKIIHH U
npaBa OpraHu3aIuu

-: pacopsAUTENbHBIN TOKYMEHT, ONPEACSIONUN CTPYKTYPY, GYHKIIUU U TTpaBa OpraHU3aliu
I:

S: [IpaBoBOI1 aKkT, MPUHUMAEMbI KOJUIETHAIBHBIMU OpTraHaMU yIPaBJIEHUS OpraHu3alnii B
LEeJsIX pa3pelieHns Hanbosee BaXXHBIX BOIPOCOB MX JAEATEIbHOCTH, — ITO:

-: IOCTaHOBJIEHUE

+: pelreHue

-1 YKa3aHue

-! pacnopsiKeHue

I:

S: Borpocsl 1o KapOBOMY MEPEMEILIEHHUIO COTPYAHUKOB 3aKPEIUISIOT B:

-: ycTaBe OpraHu3aluu

+: mpuKa3ax no JUYHOMY COCTaBy

-: MpUKa3ax Mo OOIIUM BOTIPOCAM YIIPaBICHUS

-! JOJDKHOCTHBIX MHCTPYKIIMSIX

I:

S: Cpok ucrnosiHeHus: JOKYMEHTA, €CJIM OH He YKa3aH OIpeeNsieTcs CIelyoIM 00pa3oM:
+: mIpU3HAETCS PaBHBIM OJIHOMY MECSILY

- IPU3HAETCS PaBHBIM IIECTH MeCSIaM

-! YCTaHABJIMBAETCS CIELUUATBHBIM JOMOIHUTEIbHBIM JOKYMEHTOM

-: IO COTJIACOBAHUIO C PYKOBOJUTEIEM

I:

S: [eyaTth HA JOKYMEHTE HY)KHA:

-: 17151 0003HAYCHUS OpTaHU3aIiK, KOTOpas U3/lana JOKYMEHT

+: 11 TOATBEPKAECHUA MTOJJIMHHOCTH MTOAINCH

-1 JUI IOATBEPKJICHUS 3HAUMMOCTH JIOKYMEHTa
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-1 JUISL 3CTETUYECKOTO 0(OPMIICHUS TOKyMEHTa

I:

S: Opranusaiys JoKyMeHTO000pOTa Ha MPEANPUSTHH BKIIOYAET ABHKEHHE JOKYMEHTOB C
MOMEHTA UX MMOJIYyYEHUs WU CO3JaHUs U J0:

- X PETUCTPALMU B COOTBETCTBYIOLIEM JKYpHAJIE

+: 3aBepUICHUS UCIIOJIHEHMS, OTIIPABKU WIH CIaYH B €10

-! MX II€peJa4l COOTBETCTBYIOIIUM JOJKHOCTHBIM JIUL[aM

- UX aHHYJIMPOBAHMS

I:

S: CucremaTu3npOBaHHBIN MTEPEYEHDb 3ar0JIOBKOB JIE C YKa3aHUEM CPOKOB UX XPAHEHUS — 3TO:
+: HOMEHKJIAaTypa

-: abOpeBuarypa

- QpPXUBHBIN CIIUCOK

-1 KataJjor XpaHeHUs

I:

S: IoJKHOCTHASI MHCTPYKIUSA — 3TO:

-: IOKYMEHT, n3nasaemslil [IpaBurensctBom Poccuiickont @enepannu B LEsax perinaMmeHTauuu
OpraHU3aI[MIOHHO-TIPABOBOTO MOJIOKEHHS paOOTHUKA

+: TOKyMEHT, U31aBacMblii OpraHu3alueil B LesX perJaMeHTalu OpraHu3aliOHHO-IIPaBOBOTO
MOJIOXKEHUS paOOTHHKA

-1 IOKyMEHT, U3/1aBa€Mblil OpraHu3anuei, B KOTOpOM PErVIaMEHTUPYIOTCS YCIIOBUS Tpya
paboTHUKA

-1 IOKyMEHT, U3/1aBa€Mblil OpraHu3anuei, B KOTOPOM pEryIaMEHTUPYETCS pa3Mep JAOJKHOCTHOTIO
OKJaza

Memoouueckue pexomenoayuu Kk mecmupo8anuio
[TonHbIit OaHK TECTOBBIX 3aJaHUN MO AUCIUIUIMHE MPEJCTABICH B CHCTEME OHJIAIH-
o0ydyeHuss Ha Oasze mnporpammHOro obecrneueHuss Moodle co BCTpOEHHON TOACHCTEMOM
tectupoBanusi KBI'Y (https://open.kbsu.ru). OOyuarommiics, 4ToOBl MPONUTH TECTHPOBAHUE,
BXOAMT B cucTeMy open.kbsu.ru moj cBOMM JINYHBIM JIOTUHOM U TapoJieM, BEIOMPAET HYXKHYIO
JUCLUIUIMHY U IPOXOJUT TECTUPOBAHHUE.
Kpumepuu oyenusanua mecmoguvix cpeocme

IIpenen JUTENbHOCTH KOHTPOJIA 30 MuH
[Ipennaraemoe KOJIMYECTBO 3aJaHUN U3 30 TecTOBBIX 3aJlaHU
OJIHOTO KOHTPOJUPYEMOTO MoApasiena
Kpurepun onieHku % BBITIOJTHEHHBIX BEPHO TECTOBBIX 3aJaHUI
«4 Gannay, ecnu 76-100
«3 Oamnay, ecnu 51-75
«2 Gannay, ecinu 26-50
«1 Gamn», eciu 11-25
«0 GamnoBy, ecin 0-10

5.3. Ouenounvie mamepuansl 0,11 RPOMEICYMOUHOU ammecmayuu.

Lenvio npomesicymounvix ammecmayuti MO JUCUUIUIMHE SIBISETCA OLICHKAa KayecTBa
OCBOCHMS JUCITUTUTHHBI 00YJaIOITUMHUCS.

[IpomexyTouHass arrecTalusi MpeaHa3HadyeHa Al OOBEKTHBHOTO MOATBEPXKACHUS H
OIICHUBAHMSI JIOCTUTHYTHIX PE3yJbTaTOB OOyUYEHHUS TOCIE 3aBEPIICHUS U3YYCHUS TUCITUTIIUHBI.
OcymecTBisieTcss B KOHIIE CEMecTpa W MPEICTaBIsieT COOOW HMTOTOBYIO OIICHKY 3HAHHM IO
aucnuIinHe «J/{okyMeHTannmoHHoe oOecrieueHre yrnpaBJIeHHs OM3HECOM» B BHUC MPOBEICHUS
3a4era.
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[TpomesxyTouHasi aTrTecTalusi MOXKET MPOBOJAUTHCS B YCTHOM, MUCHBMEHHOW (opme, U B

dbopme TecTupoBanus. Ha mpoMexxyToOUHYIO aTTeCcTaiio OTBOAUTCS 10 25 GalIoB.

5.3.1. Bompocel Kk 3auery (Koumpoaupyemas _komnemenuus YK-2, unouxamop

docmuicernus komnemenyuu YK-2.2)

*®

10

11

12.
13.

14.
15.
16.
17.

18.
19.
20.

21.
22.
23.

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

. IlpaBoBOH, ymnpaBieHYECKHA, UCTOPHUUECKUI U WH(POPMALIMOHHBIN aCIeKThl B ONpEACICHUN

JIOKyMEHTa

B3anMocBs3b NOHATHH «TOKyMEHT» U «HH(pOopManusy». Buasl undopmarum

JIOKyMeHT Kak crioco0 (puKcaly yrnpaBieH4ecKoi HH(OpMAIMY U HHCTPYMEHT YIIPABICHUS
ABTOMaTU3UPOBAHHOE  JOKYMEHTHUPOBAaHUE;  IOHATHUSA:  «3JEKTPOHHBIA  JOKYMEHT»,
«BHIIEOTPAMMay, «JOKYMEHT Ha MAIllIMHHOM HOCUTEIIE»

[onarue ropuamveckoil cuibpl nokyMmeHTa. CrocoObl MPUAAHUS JOKYMEHTY OPUINYECKOM
CHJIBI

HopmaTtuBHO-METOMYECKHE aKThl, OMpEACIAIOIMNE MOPSAOK CO3MaHUSA U OpOPMIICHHS
JOKYMEHTOB

TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO OPTaHU3AIMOHHBIX TOKYMEHTOB

TpeboBaHMs K COCTABICHUIO U O(DOPMIIEHUIO PACTIOPSAUTENBHBIX TOKYMEHTOB

Ha3znauenme u  kjaccupukanmuss  CHpaBOYHO-MH(POPMALMOHHOM  JOKyMEHTallUh B
YIIPaBIECHYECKOU JCATEIbHOCTH

. MHCTpYKIIMSA 1O JOKYMEHTAlMOHHOMY OOECIEeUeHHIO YIpaBlIeHUS (JeI0NpPOU3BOJICTBY) -

OCHOBHOW HOPMATHBHBIN aKT MO perjaMeHTallMyi OpraHu3auu u Texnoioruu JJOY

. Opranmuzanuonsble (GOpPMBI AETONPOU3BOACTBA. MX 3aBHCHMOCTH OT crneuupuKkd u

OpPTaHU3aI[MOHHOMN CTPYKTYPBI yUPEKICHUS
Lenb, ocHOBHBIE 3a1aun ¥ PyHKIUH cayx0b1 IOY
Peructpamust kak cocraBHasg 4acTh TexHojoruu JIOVY, menu v OpUHIUIIBI PETHCTpaIluy
JOKYMEHTOB. MecTa perucTpanuu 10KyMEHTOB
3HaueHue U BUJIbI KOHTPOJIS 32 UCTIOJTHEHHEM JOKYMEHTOB
[onsarue nenonpousBocTBa. JlokymeHTupoBanue. Opranusanus padoThl ¢ TOKyMEHTaMU
3HaueHue T0KyMEeHTOB B ynpaiaeHuH. [lonstue nokymenta. ®yHKIMHU JOKYMEHTa
[lonaTe HOPMATHUBHO-METOJUYECKON OCHOBBI JEIONPOU3BOACTBA. BuUIbl HOpPMATHUBHBIX
JIOKYMEHTOB. IHCTpYKIIMS 110 AETONPOU3BOICTBY OpTaHU3aluN
[MonsTHe Knaccuukanmuu JOKYyMEHTOB, BHJIBI KJTacCU(DUKAITIH
DNEKTPOHHBIN TOKYyMEHTOOOOPOT, MPEUMYIIIECTBA U HEAOCTATKU
[TonsiTHEe W BUABI YHHU(PUIIUPOBAHHBIX CHCTEM IOKYMEHTAIUU, Ta0eb YHU(PUIIMPOBAHHBIX
($hopM IOKYMEHTOB
CocTaB peKBU3UTOB JIOKYMEHTOB, IPABHJIA UX OPOPMIICHHUS
[TonsiTHEe 0 OCOOCHHOCTH SA3bIKA CITYKEOHBIX JOKYMEHTOB
[lonarue OnmaHka AOKyMEHTa. Buabl M pekBU3UTHI OJaHKOB. BapuaHTBI pacronoxeHus
PEKBHU3UTOB
Dopmyiisip - o0paser JOKyMEeHTa
OcHoBHBIE BUIbl YCTABOB U IIPAaBUJIA X COCTABICHUS
OcHOBHbIE BU/IbI TIOJIOKEHUM U MPaBUJIa UX COCTABIICHUS
OcHOBHBIE BUJIbl MHCTPYKIUH. [IpaBuia ux cocraBieHus
JloIKHOCTHASI MHCTPYKIUS, TpaBujla COCTABICHUS
[Tonstue npukasa. [IpaBuna cocraBieHus
ITonsarue pacnopsxenus. [Ipasuiia cocraBieHus
[Tonstue pemenus. [IpaBuna cocraBiaeHus
ITonsarue nporokona. IIpaBuna cocraBineHus
Buner aktoB. [IpaBuna cocraBieHus
OcHoBHbIe BubI iceM. [IpaBuiia ux cocTaBiieHHs
[TonsiTHe MOKIATHOM, CITY’)KEOHOU U OOBSICHUTEIHLHOM 3aITUCOK, TIPaBUIa UX O(POPMIICHUS
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36. Buasl cipaBok, IpaBuiia COCTaBICHHUS

37. TloHsiTHe KOHTpaKTa, TPEOOBAHUS K KOHTPAKTY, MpaBuiia 0pOpMIICHHUS

38. IloHsATHE NOBEPEHHOCTH, IPaBUIIA COCTABIICHUS

39. TlonsTue npukasa no JUYHOMY COCTaBY, MpaBUiia COCTaBICHUS

40. ITonsTHe IITATHOTrO paclucaHus, IPaBUja COCTABIICHUS

41. TloHsaTHe TPyIOBOTO JOTOBOPA, TPEOOBAHKE K TPYJOBOMY JIOTOBOPY, ITPaBUiIa COCTABIICHHS

42. IloHsTHE TMYHOM KapTOYKH, IPaBUJIa COCTABIECHUS

43. TlpaBo rpaxxgaH Ha oOpamieHus W >kamoObl. Buasl oOpamieHuii W TOPSIOK padOTHI C
oOpaleHusMU TpaxkaaH

44. Opranuzanus paboTel ¢ ToKyMeHTaMH. J[okymeHT0000poT. OCHOBHBIE TPYIIIBI IOKYMEHTOB
Y TIPUHIUI pPabOTHI C HUMU

45. Bxopsuue JOKyMEHTBI, 3Tanbl 00pabOTKU U TTOPSIIOK padOTH C HUMHU

46. Vcxonsmue TOKyMEHTHI, 3Tanbl 00padOTKU U MOPSAI0K paboThl ¢ HUMH

47. BHyTpeHHHE TOKYMEHTHI, dTaIlbl U TIOPSAI0K PAOOTHI ¢ HUMH

48. Ilonstue perucrtpaluu JAOKyMeHTOB. PopMbl W BUABl perucTpauuu. ['pynmsl
PErUCTPUPYEMBIX U CIIUCOK HEPETUCTPUPYEMBIX JOKYMEHTOB

49. Llenp ¥ conep’kaHue KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB, CPOKHM U HOPSAAOK IPOBENEHUS
KOHTPOJISI UCTIOJIHEHUS IOKYMEHTOB

50. IloHsATHE HOMEHKJIATYpBI JEI; BUJIbI, COJEPKAHUE U TOPSAAOK COCTABIECHHUS HOMEHKIATYPbI
nen

51. Hopsaok hopmMupoBaHus U MpaBuiia 0HOPMIICHUS eI

52. TlonsiTne KOH(PUACHINAIBHOCTH JOKYMEHTOB M MpaBuiia paboThl C HUMHU

Memoouueckue pekomenoayuu no n0O20mMosKe u npoyeodype oCyujecmeieHuss KOHmpois
BbINONHEHUS
[ToaroroBka K MpPOMEXKYTOYHOM aTTECTallMHU 3aKJIIOYAeTCs B M3YYEHUHM M TIIATEIbHOU
npopaboTke oOydaromumcss y4eOHOro MaTepuasna JUCHUTUIHHBI C YYeTOM PEKOMEHJOBAHHOTO
MpernoiaBaresieM y4eOHO-MeTOANIecKoro obecrneuenus. J{ns obecrnedenns OJTHOTHI OTBETa HA
BOIMIPOCHl W JIy4YIIEro 3alOMUHAHUS PEKOMEHJIYETCS COCTaBJATh IJIaH OTBETAa Ha KaXAbId
BOIIPOC.

5.3.2. Ilpumepbl THNOBBIX KOHTPOJIbHBIX 3aJaHMd Ha 3ayere (KOHmMpoOaupyemas
komnemenyusa YK-2, unouxamop docmuycenusn komnemenyuu YK-2.2)

L]enb KOHTPOJBHBIX 3aJaHUN: (HOPMUPOBAHHUE MTPAKTUYECKUX HABBIKOB JTOKYMEHTAIBHOTO
oopMieHHs peleHU B YIPaBICHUN IPEANPUHUMATENIBCKOM NesATeIbHOCThIO0 OPraHU3alHH.

3a0auu KOHTPONBHBIX 3a/JaHUM: 3aKpEIUICHHE TEOPETHYECKHX 3HAHUH O CYIIHOCTU
0a30BbIX KaTEropuil [eNONpOU3BOJACTBA; (OPMHUPOBAHUE IMPAKTHUUYECKHX HABBIKOB pPabOTHI ¢
HOPMAaTHUBHO-TIPABOBOM 0a30M, peryaupyromeil BOMPOCH JOKYMEHTAI[HOHHOTO OOECIeYeHHUs
ynpaBjieHus: Ou3HECOM; (OPMHUPOBAHUE HABBIKOB OCYILECTBIEHHUS MPOLEAYpPhl CO3JaHUS,
UCTIOJIHEHUS M XpaHEHMs JOKYMEHTOB; ()OPMHUPOBAHUE HABBIKOB BEJCHMS JIEIOBOM MEPETHCKH;
(opMHpOBAaHHE HABBIKOB JIOKYMEHTHPOBAHUS YIPABICHYECKOH JEATEIBHOCTH C y4ETOM
creuu(UKHU CUCTEM JTOKYMEHTALIHUH.

KonTpoasHOE 3amanue |
Bribepute U3 MpHUBEIECHHOTO CIUCKA OPraHU3aLMOHHO-PACTIOPSIUTENbHbIE JOKYMEHTHI:
peecTp 4eKOB; HaKJIagHas Ha OTIYCK MaTEPHAJIOB; MPHKa3 O KOMAHAMPOBKE; aKT JTUKBUIAIIUN
OCHOBHBIX Cpe,Z[CTB.
Pemrenne:
MpPUKa3 O KOMaHJIUPOBKE
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KoHTpoabHOe 3a1anue 2
[IpocraBpbTe B Tabmuue  BUA  MEPBUYHOIO  JOKYMEHTa:  OpraHM3allMOHHO-
pacniopsautensHbiil (OP); onpaBaarensublii (O); nokymeHT Oyxrantepckoro opopmienus (BO).
Jlannvle Ons 8vlnoanenus 3a0a4u

HaszBanue noxymenTa Bun
JIOKYMEHTa

1. JIoBEepeHHOCTh Ha MOJYyYECHUE MAaTEPUATIBHBIX IEHHOCTEN bO
2. AKT 0 mpueMKe MaTepuaIoB 0)
3. [Ipuka3 o npueme Ha paboTy OP
4. ITpuxoaHbI KaCCOBBIA OpAEP 0)
5. AKT IpHUEeMKH OCHOBHBIX CPEJICTB O
6. TpeboBaHue Ha MaTepHUAITBI bO
7. BemoMOoCTh HAUMCIIEHUSI U3HOCA OCHOBHBIX CPECTB BO
8. IlnarexxHoe nopyuyeHue bO
9. ABaHCOBBIN OTYET MOJOTUETHOTO JHIA 0]
10. BenoMmocTh HaumciieHUst 3apabOTHOM M1aThI BO
11. PacriopskeHue 00 oruiaTe BBHITTOJIHEHHBIX COBMECTUTEISIMU PaboT OP
12. JIoroBop KymuiM-npoaxxu bO
13. T'apanTuiiHoe MHCHbMO 00 OIUIATE OCHOBHBIX CPEICTB, TUIAHUPYEMBIX IS
pUOOpETEeHUS bO
14. AT 0 cnucaHuM MHBEHTaps O
15. IIpuka3 o Ha3HAYCHUH KOMHUCCHU TI0 JIeTTy 00 yTepe TOKYMEHTOB OP
16. Pacuet Hanora Ha mpuObLIH bO

KoHTtposbHOE 3a1anue 3

3.1. BI:I6epI/ITe H3 CIIMCKAa JOJDKHOCTHBIX JIMI] TCX, KTO AOJIXKCH IIOAIIMCHIBATH:

- IPUXOIHBIA KaCCOBBINA OPAED;

- aKT CIIMCaHuA cTaHka u3 1exa Ne 1;

- IJIATEKHOE MOPYYEHHE Ha IEPEUUCIICHNE HAIIOTOB B OIOJKET;

- TUCbMO-3alIpOC MOKYIATCIIAM O HCYIUIATC A0JIra 3a MMOCTABJIACMYIO UM IMPOAYKIHIO,

- TpeboBaHWE HA MaTEPHAIIBI.

Cnucox MAOKHOCTHBIX JIMI MPEANPUATHSA: PYKOBOJUTENIb HPEIINPUITHS; TJIaBHBIN
Oyxraytep; TJaBHBIH KOHCTPYKTOp; HadaJbHHK Iiexa Ne 1; KIIagoBIIMK CKJIaga MaTepUalioB;
Opuramup mexa Ne 1; kxaccup; mexaHuk I1exa Ne 1; HayambHUK TUCIETYEPCKOTO OTJAENA;
HAYaJbHUK OTJIe]a Tpy/Ja U 3apabOTHOM MIIaThI.

3.2. BeibepuTte U3 MpeIoKEHHOTO CIUCKA T€X, KTO JTOJDKEH MOJANUCHIBATh JOKYMEHTHI Ha
BbIJIa4y 0CO00 JOPOTOCTOSIINX U Ae(PUIUTHBIX MaTepUAIOB.

Cnucok MAOKHOCTHBIX JIMI TPEANPUATHS: PYKOBOIUTENb MPEINPUITHS; TJIaBHBIN
Oyxrairep; KJIAJOBIIUK; KacCHp; HaYaJIbHUK OT/eNla MaTepUuaIbHO-TEXHUYECKOTO CHAOXKEHUS;
110001 pabOTHHK, KOTOPOMY 3TH MaTepHalbl HYXHBI JUISI TPOU3BOICTBEHHO-TEXHUYECKOM
NEeSATENIbHOCTH; JIMIIA, YTBEP)KICHHbIE PYKOBOJUTENIEM MPEANPUATHS M HMEIOIIME MpPaBO Ha
noAnuchb JOKYMCHTOB.

Pemrenne:

3.1.

MIPUXOTHBIN KACCOBBIM OpJAEp — IIIaBHBIN OyXTanTep U Kaccup;

aKT cnucaHus cranka ux nexa Nel — HawanpHuk mexa No 1, rmaBHBIA Oyxranrep,
PYKOBOJIMTENb TPEATPUSITHUS;

IUTATeXKHOE TOPYYCHHE Ha T[IePEUMCICHHE HAJoroB B OIODKET — PYKOBOJIUTENb

NPEIIPUATHS, TJIaBHBIN OyXranrep;
MHUCbMO — 3alpOC MOKYHaTeNsIM O HEyIUlaTe JI0Jira 3a MOCTAaBISIEMYI0 UM MPOIYKIUIO —
PYKOBOJUTEIb MPEANPUATHS;
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TpeOOBaHUE Ha MaTepuaibl — KIAJOBIIMK CKJIaJa MaTepHalioB KaK JIMIO BBIJAIOIIEE
Martepuaibl. Moryt noanucaTh HadaabHUK 1exa Ne 1, Opuragup nexa Ne 1, mexanuk mexa Ne 1
KaK JIMIa TpeOyIoIre MaTepHabl

3.2.
BO-HGpBHX, AOJDKCH MNOANHUCBHIBATL KaK JIMOO MAaTCpUAIbHO-OTBCTCTBCHHOC 3a HX
XpaHEHUC — KIAAOBIIMUK, PYKOBOAUTCIIL  OpraHu3alyd, HWIKX JHIQa, YTBCPKIACHHBIC

PYKOBOAMUTENIEM OPraHU3allM¥ U UMEIOLIKE MPAaBO HAa MOIIUCH JOKYMEHTOB, K KOTOPBIM MOTYT
ObITb OTHECEHbl HAYaJlbHUK OTJENa MaTepUAIbHO-TEXHUYECKOTO CHAO0XEHHUs, TIJIaBHBIN
Oyxrantep. Bo-BTOpBIX, TaKkKe MOIMUCHIBAIOT JIMLA, KOTOPHIM JAHHBIE MaTepHajIbl HEOOXOAUMBI
JUISL IPOU3BOJICTBEHHO-TEXHUYECKOH NEATEIbHOCTH.

KonrponbHoe 3aanue 4

1. B mpuxomHoM KaccoBOM opjepe MAOMYILEeHbl OIIMOKH: HENpaBWJIBHO 3alucaHa
IPOMKCHI0 CyMMa IIPUHUMAaEeMbIX JieHer. Kak mocTynuTh B 3TOM ciaydae (BhIOepUTe MpaBUIIbHBINA
OTBET):

- HCIIPABUTH OUIMOOYHYIO 3aITUCh:

- 3amMa3aTh OeMMIaMy U HalKucaTh MPaBUIIBHO;

- Iepenucarb JOKyMEHT;

- IOAYUCTUTH 3aITUCh OPUTBOM.

2. B akre cnucaHus MaTepuanoB ObUia JomylneHa omunoOka: BMecTo «10 mryk» ObLIO
Hanrcano «100 mTyky». UTo menaTh ¢ TaKUM JOKYMEHTOM (BBIOEPHUTE MPAaBUIIHHBIA OTBET):

- UCTIPaBUTB;

- IEPETNCATD.

3. B naxyiagHO# Ha OTIYCK MarepuasioB Oblja JOMYIIEHA OMMOKA NMPU YKa3aHUU MapKu
Matepuana: BMecto Mapku «18XHBAy» nanucanu mapky «ct.20». Kakum oOpa3om ucnpaBuTh
OLIMOOYHYIO 3aMUCh?

Pemenue:

1. IlpaBUIIbHBIN OTBET: UCTIPABUTH OIIMOOYHYIO 3aITHCh.

2. [IpaBUIIbHBIN OTBET: UCIIPABUT.

3. IlpaBuibHBI OTBET: a) BHOCHUTb MCIPABICHHUS TOJBKO B INPUCYTCTBUM TJIaBHOTO
Oyxrairepa, pyKOBOJIUTENSI WM MHOTO OTBETCTBEHHOIO JIMIA MPEeanpusTHs: 0) AOCTaTOYHO
OJTHOW PpOBHOH TOPHU3OHTAJIBHON JHMHHUEH 3auepkHyTh ommOKy. Ilpm sTOM Teker mnox
3a4epKUBAaHUEM JIOJDKEH OCTaThcsl 4yuTaOenbHbIM M ueTKuM. Hamucats Haj 3auepKHYTOH
OmMOKON MpaBUIIbHOE Ha3BaHME Mapku Matepuana. Ilocie 3Toro HeoOXOIUMO Hamucatb
«McnpaBneHHOMY BEPHUTHY», IOCTABUTh JaTy BHECEHHs HUCHPAaBICHUN W 3aBEPUTH JIaHHYIO
OTEpalvIO TMeYaTbio (UPMBI U TOANUCHIO JIMIA, KOTOPHIM BBINKCHIBAT HakIagHylo. Taioke
MO>KHO MOCTaBUTh MOJIUCH PYKOBOJUTENS WM TJIABHOTO OyXraiarepa IpearnpusIThsL.

KouTtpoasHoOe 3agauue 5
BriGepuTe M pacrmojoXuTe MO TMOPSIAKY IEUCTBHS, KOTOPHIE HAJ0 COBEPIIUTH, YTOOBI
cIaTh KacCOBbIE JOKYMEHTHI B apXUB HA XpaHEHUE:

BITUCATB; HepeIuIeCcTH;
00paboTaTs; 0()OpPMHUTH apXHUBHYIO CIIPABKY;

CIIHCATBh; COCUHUTATh YUCIIO JOKYMEHTOB;
pa3paboTaTh; 110100paTh B XpOHOJIOTHYECKOM TOPSIJIKE;
nepesaTh B apXUB; IPOHYMEPOBATh;

MIOJIOXKHTD B cei; JIOJIOKHUTH PYKOBOJHUTEIIO MPEATIPHUSITHUS;
O/ CATh; IPOIITAMIIOBATh.
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Pemenue:

10 Boucats; 6 IeperIecTy;
2 06paboTaTh; 11 oopMHTH apXUBHYIO CIIPABKY;
3 cnucats; 9 cocunTaTh YUCIO JOKYMEHTOB;
1 paspaboTars; 4 mo1006paTh B XPOHOJIOTHUYECKOM TTOPSIIKE;
13 nepenarb B apXuB; S MpOHYMEpPOBATbH;
14 monoxuts B cer; 12 1070XKUTh PYKOBOJUTEIIO NPEATIPUSTHUS;
7 moAnMCaTh; 8 MPOIITaMITOBATh.

KoHTpoasHoOE 3aganue 6
[IpocTaBbTe B TAONIHNIIE CPOKHU XPAaHEHHSI IEPBUYHBIX JOKYMEHTOB!

HanmMeHoBaHME TOKYMEHTOB Cpox xpanenus (Jier)
ITpuxoaHbIe U pacXOIHbIE KACCOBBIE OplIepa He menee nisatu et
Brinucka u3 pacueTHoro cuera He menee miatu et
ABaHCOBBIE OTYETHI OJOTYETHBIX JIUI] He menee naru ner
KaccoBas kuura He menee naru ner
HaxnagHast Ha oTyCK MaTepuanoB He menee niatu et
IIpuxogHbie opJiepa Ha MaTepHUaIbI He menee nisatu et
[TnarexHple 0AaHKOBCKHE JOKYMEHTBI He MeHee matu et

KonrtponbHoe 3aganue 7

Bribepute U3 MpennoKeHHbIX HIXKE JOKYMEHTOB MEPBUYHBIN JOKYMEHT OyXraJlTepcKOro
oopmieHHs:

- cueT-(haKTypa;

- KypHaJ perucTpanuy IpUXOAHBIX U PACXOIHBIX KaCCOBBIX JOKYMEHTOB;

- pacydeT u3HOCca JIMKBUAUPYEMOTO npudopa.

Pemenue:

cuet-pakTypa

KoHTpoabHoe 3aanue 8

Ha ocHOBe Kakoro [IOKyMEHTa MOTYT OBITh W3BATHl NEPBUYHBIC JTOKYMEHTHI Y
npeanpusTus (BeioepuTe):

- IPOTOKOJ KOMHCCHH MPEATIPUATHS [0 PACCISIOBAHUIO ICHCTBUH TTIAaBHOTO OyXraiarepa;

- IOCTAHOBJICHUE OPTaHOB JJO3HAHHMS;

- IOCTAHOBIICHHE TUPEKTOPA MPEAIPUATHS;

- perieHre OOIIECTBEHHBIX OPTaHOB

Pemienue:

IIOCTaHOBJICHUE OPTaHOB JO3HAHHUS

KoHntponbHoe 3aianue 9

OdopmuTte 1e10BOE TUCHMO.

PexBuzuter s opopmienus Onanka: AO «Crapt». IlouroBerii agpec: 115218, T.
Mocksa, yin. Hosas, 28, tenedon (095) 123-45-89, dakc 231-56-78, e-mail: dir@start.msk.ru,
p/cu. 45687912304837500096.

KontponbHoe 3aganue 10

OdopmuTe 3asBKy.

Hupexkrop AO «Crapt» O.H. HekpacoB HampaBiseT 3asBKy Ha y4acTHE B BECEHHEU
SKCIO3UIMU TUPEKTOPY BHICTABOYHOTO IEHTpa «IDkcno-busznec» r-uy Ctpaxosy FO.B. u mpocut
3aKJIIOYUTh TPEANPUATHE B YHUCIO YYAaCTHUKOB BBICTaBKUM. K mHCbMy mnpuiaraercss IUIaH
3KCIo3uIMu Ha 3 J1. B 2 3k3. [louToBsIil agpec BrictaBounoro nentpa «kcno-busnec»: 110020,
r. Mocksa, yn. Boctpsikosa, 118
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KontponbHoe 3aganue 11
OdopmuTe IPOTOKOI 3aceTaHUS.
[Iporokosn. 12.05.00. 1. MockBa. 3aceqaHuMe Hay4yHO-TEXHMUYECKONM KOMMCCHUU IO
OOIIETEeXHUYECKUM ¢ OpraHU3aIllMOHHO-MeToAndeckuM crannaptam. IIpeacemarens I1.B.
Mensenes, cexpetapb U.B. AnTommuna. [IpucyrcTBoBanu 9 uenosek.
IToBecTka quA:
1. O npoekre rocyaapcTBeHHOro craHgapra «EnuHas cucreMa  TEXHOJOTUYECKOU
JIOKYMEHTAIIUU. YUYeT IPUMEHIEMOCTH TeXHOoJornueckor ocHacTkuy. ([lokman uiena HTK B.M.
Ocuroa).
2. O mpoekTe TrocymapCcTBeHHOro craHgapra «MukpodoTokonupoBanue. TepMUHBI U
onpenenenus». (Jokmax wiena HTK A.Jl. lopodeesa).
1. CIHYIIAJIN: B.M. Ocunosa — noknaza npuiaraercs. [IOCTAHOBUWIIN:
1) IlpoexT cranmapra yrBEpauTh
2) YcraHOBUTH CPOK BBEJICHHS CTaHaapTa B aeiictBue ¢ 1 ssaBaps 2002 r.
3) Kountposs 3a BBeieHHEM CTaHJapTa BO3JIOXKUTH Ha YIIpaBieHue I'occrannapra.
2. CIIYHIAJIA: A . Jopodees — noxnan npunaraercs. [IOCTAHOBWJIU:
1) IlpoexT crannapra yrBepauTh
2) YcraHOBUTH CPOK BBEJICHHS CTaHaapTa B aeiictBue ¢ 1 ssaBaps 2002 r.
3) Koutposs 3a BBeIeHHEM CTaHJapTa BO3JI0XKUTH Ha YIIpaBieHue I'occraniapra.
4) Tlpencenatens I[1.B. Mensenes. Cekperaps 1.B. AHTOImIMHA

KonrtponbHoe 3aanue 12

Horapuycom Tankuasiv M.M. npu cOCTaBI€HUHM CTAaTUCTUYECKOTO OTYETAa CBOEH
NESTENILHOCTH OBLIM OOHapyXEHBI OIIMOKH B HyMepalliu HOTapUalIbHBIX JCHCTBHIA B peecTpe
JUIL PErUCTpallid HOTapUAIbHBIX JEUCTBUM. [l yCTaHOBJIEHUS MNPaBUILHOW HyMEpaluu
perucTpanyy HOTapUaldbHBIX JCUCTBUH HOTApHUYC WCHpPABUI HANMCAHHbIE MHPPHI Ha
IPaBUJIbHBIE.

[TpaBunbpHO 11 ocTynui Hotapuyc? Kakum 00pa3oM MOTYT ObITh UCTIpaBIIEHBI OIMIMOKH
TEXHHYECKOI0 XapakTepa B PeecTpe sl pErUCTpallid HOTAPUATIbHBIX JEHCTBUI?

KontponbHoe 3aganue 13

Kakue noKyMeHTBI 1OJKHBI OBITH MPHIIOKEHBI K ICKOBOMY 3asIBJICHUIO:

a) 0 BOCCTAHOBJICHUHU Ha paboTe JINIIA, YBOJICHHOTO TI0 COKPAIIEHUIO ITATa;

0) 0 BO3MeEIIEHUH yiiepoa, MPUIMHEHHOTO TTOBPEXKICHUEM 3/I0POBbSI PAOOTHHUKY B CBSI3H
C MCTIOJTHEHHEM UM TPYAOBBIX 00s13aHHOCTEH;

B) O JIMILIEHUU POAUTEIHCKUX MPaB;

r) 00 YCTaHOBJICHUH OTIIOBCTBA;

1) 0 B3bICKAaHUU aJIMMEHTOB Ha COJIepKaHue AeTen

KonrtponbHoe 3aganue 14

CocraBpTe mpuMepHbI noroBop mocTtaBku ToBapa OOO «Toproeii Jlom "KyOGanp'»
UHAMBUAYyaJIbHOMY  npeanpuHumarento  Jlykomenko Hukonaro  BacwibeBnuy (MHH
230800176150). Jlata rocymapCTBEHHON PETHCTPAllUM MPEANPUHUMATEIBCKON IEATETbHOCTH —
24.01.2007 (cBugerenscTtBO O peructpanuu Ne 906544). Anpec peructpaiuu (10 MeECTY
)utensctBa) — 350000, r. Kpacronap, yn. Bummnskooid, 2/2. [IpeameT moroBopa: cyxoe MOJIOKO
B konuuecTBe 10 T. Llena ToBapa onpenensercs no Bamemy ycmoTpenuio.

PexBusuter mpogasia: OOO «Toproseiii Jlom "Kyb6ans'"», 350040, r. KpacHonmap, yi.
Cee3nena, 86/1, MNHH 2309044072/KIIIT 230901001, pacyeTHBIH cUeT
40702810610020010323, xkopcuet 30101810100000000796, BUK 040349796 B KpacHonapckom
¢mwmane AKb «Pocbank» 1. KpacHogap. OKOHX 71100, 71200. OKIIO 47459473. Qupextop
00O «Toprogsrii [fom "Kybanp"» - CamymiioB M6parum CaydacoBud.

Henocratoniye pekBU3UTHI BHECUTE CAMOCTOATEIBHO.
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KonrtponbHoe 3aganue 15

CocraBpre mpuka3 no [NAO «KyOaHbATponmpoayKT» 00 YTBEPKIACHHUU HHCTPYKIIMH T10
JIEJIONPOU3BOJICTBY HA MPEANPUITHH. B KOHCTaTHPYIONIEH YacTH YKaKUTE, YTO B COOTBETCTBUU
C TUIIOBOM HMHCTPYKIIMEH MO JETONMPOM3BOJCTBY B MUHHMCTEPCTBAX, BeroMcTBax Poccuiickoit
®enepanuu, yrBepkeHHOH pacnopsbkenueM [pasutensctBa PO Ne 1118-p, 'OCT 7.097-2016
U KaHLEJSpUel npeAnpusaTus pa3paboTaHbl MOPSIOK MPOXOKIEHUS JOKYMEHTOB M CTaHAApThI
Ha OpraHU3alMOHHO-PACTIOPSAIUTEIBHYIO TOKYMEHTALIHIO.

B pacnopsaauTenbHONM 4YacTHM YTBEPAMTE MHCTPYKIUIO W TOPYYUTE 3aBEAyIOLIEH
kannenspueir (MBanoBoit JI.C.) oOecmeunTh METOAMYECKOE PYKOBOACTBO OpraHU3aluen
JIEIIONPOU3BOJCTBA HAa TMPEANPUATHU U YCTAHOBUTH KOHTPOJb HCHOJHEHHUS TpeOOBaHUMN
WHCTPYKIUH.

KoHTtponbHOe 3aanve 16

CocraBbre npuka3 o OOO «Kanurtam» 06 uTorax peBU3UU MO MPOBEPKE PHUHAHCOBOTO
ydera. B KoOHcTaTtupyromieid 4acTh yKakUTe, 4TO pPEBU3HMEH OOHapykeHbl (akThl TpydOro
HapyleHus (PUHAHCOBOTO yueTa, MOJHOE OTCYTCTBHE KYypHaja yueTa JOBEPEHHOCTEH.

KoHTpoarHOE 3amanue 17

CocraBbTe crpaBKy O noxonaax (3apabotHoil mmate) 3a 2017 r. MBaHoBoi TaTbsHBI
Huxonaesnbl, 3annMaronieit 1omkHocTh kKaccupa B OO0 «Unes» ¢ 01.04.2012 u o HacTosmiee
BpeMsi. Pa3Mep AOMKHOCTHOrO OKJIaJia U HENOCTAIolIME PEKBU3UTHI JOKYMEHTa BHECUTE
CaMOCTOSTEIILHO.

KontponbHoe 3aianue 18

CocrtaBbTe MPOTOKOJI BHEOUYEPEAHOTO 3acefanusi coBera AUpekTopoB OO0 «DopTyHay,
npoxoausuiero 25 mas 2018 r. [loBecTka qHS: yBeIMUYEHHE YCTaBHOTO KamuTaja OOILECTBA.
[Ipencenarens komuccun — TynukoB C.M., cexkperapp — MBamkuna WM.I1. IlpucyrcTBoBanu:
Huxomaes C.II., Cwumopo M.C. Henocraomue peKkBU3UTH JOKYMEHTAa BHECHUTE
CaMOCTOSITENILHO.

Memoouueckue pexomenoayuu no no02o0moske u npoyeodype ocyuecmeienus KOHmpoJis
8bINOIHEHUS
[Ipy mOArOoTOBKE K BBHIMOJIHEHHIO KOHTPOJBHBIX 3aJlaHUi HEOOXOAMMO OOpaTUThCA K
KOHCIIEKTaM MPaKTUYECKUX 3aJaHUN W 3aJaHUSM CaMOCTOSTENIbHO BBITIOJHEHHBIX paboT auis
3aKpeIJICHHs aJlTOPUTMA PELIeHUs] TUMOBBIX 3a/1a4.

Kpumepuu oyenueanusn
MakcumanpHast cymMMma 0ayuioB, HaOMpaemast 0OydarouIMMcs MO TUCHMIUIMHE, BKIIOYAET
JIBE COCTABJISIOIIHE:

— nepsas cocmagnAwwass — OIEHKA PEerylspHOCTH, CBOEBPEMEHHOCTH M KadecTBa
BBITIOJIHEHUS 00yJarommmMcs yaeOHOi paboThl 10 M3YyYSHHUIO NUCIHILIMHBI B TEUCHHE MEPHOAa
W3y4deHUs JUCHUIUIMHBI (cymma — He Oomee 70 OamnoB). bammel, xapakTepusyromiye

YCHeBaeMOCTB 06yqa10meroc;1 10 JUCHUIIIIMHEC, Ha61/1pa10Tc;1 UM B TCUCHHC BCCIO Hepnoz[a
00yJeHUs 32 U3yUYCHHUE OTACIIBHBIX TEM M BBITIOJHEHUE OTACIBHBIX BHUIOB paboT. OOt 6amt
CKJIaAbIBACTCA B pe3y.]’H:TaTe HpOBGI[eHI/IH TGKYH_ICI‘O n pYGC)KHOI‘O KOHTpOHH 10 JUCIIUITIINHCEC:

Ixana oneHuBaHusg

0-35 6amnos 36-50 GamioB 51-60 GannoB 61-70 GamnoB
YactuuHoe [Tonmnoe nnu yactuunoe | IlomHoe nin [TonHoe nmocemenne
MOCEIICHUE MOCEIICHUE YaCTUYHOE ayJIUTOPHBIX
ayIUTOPHBIX 3aHATUH. | ayIUTOPHBIX 3aHIATHUM. MIOCELIEHHUE 3aHATUN.
HeynosnerBopurenbH | YacTuuHoe ayAUTOPHBIX [TonHoe
0€ BBITIOJHEHUE BBITIOJIHCHHE U 3alllUTa | 3aHITHI. BBITIOJIHEHHE U
3aJaHuA Ha 3aJaHuN Ha ITonHoe BEIMOJIHEHME | 3alIUTa 3aJaHUA Ha
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MPAKTUYECKUX MPAKTUYECKUX Y 3aluTa 3alaHui Ha | TPaAKTUYECKHUX
(ceMHUHapCKUX) (ceMHUHapCKUX) MPaKTUYECKHUX (ceMHMHapCKUX)
3aHATHUSX. 3aHATHUSX. (ceMHHApPCKUX) 3aHATHUSAX.
IImoxas moaTroTOBKA K | BBEIMTOTHEHNE TECTOBLIX | 3aHITHAX. Brmonnenue
BPM. OGyyatonuiicss | 3a1aHuii, OTBETHI HA Brimonaenue TECTOBBIX 3aJIaHUH,
HE JOIMYCKAeTCs K KOJUIOKBUYME Ha TECTOBBIX 3aJJaHUM, OTBETHI Ha
MPOMEKYTOUHOMU OILICHKH OTBETHI HA KOJUJTOKBUYME Ha
aTTecTalnuu «YZOBJIETBOPUTEIBHO» | KOJUIOKBUYME Ha OIICHKH «OTIIMIHO)
OIIEHKHU «XOPOIIIO»
— emopas cocmasnAwas — OIEHKAa 3HaHWA O0O0ydYarImierocs MO pe3yibTraraM

POMEKYTOYHON aTTeCcTalluy — 3a4yeTta (710 25 6aioB):

[Ixana oreHuBaHusg

3auTeHo
(61-70 GaimoB)

He 3auteno
(36-60 6amnoB)

OO6yuarommiicst umeet 36-
60 6a/mI0B IO UTOTaM
TEKYIIEro U pyoe HOTO
KoHTpoJs1. Ha 3auere He
BBITMOJIHIII TIPEIOKEHHOE
npernojaBaTesieM 3aJaHue.
[To utoram
IPOMEKYTOUYHOTO KOHTPOJIS
nosryurt 0 6asnioB

OO6yuarommiics umeeT 36-50 6aJTOB IO UTOTAaM TEKYIIETO U
pyOEKHOTO KOHTPOJIS, HAa 3a4€Te MOJHOCTHIO BBITOIHUI OHO
3aJlaHle U YaCTUYIHO (ITOJIHOCTHIO) BTOpOE 3afanue. [1o ntoram
IPOMEKYTOYHOTO KOHTPOJIS moydni ot 11 1o 25 6anios.
OO6yuarommiics umeeT 51-60 6ayI0B IO UTOTaM TEKYIIETO U
pyOEKHOTO KOHTPOJIS, HAa 3a4€Te BHIIIOIHIII OJJHO 33JaHUE
MOJIHOCTBIO JINOO YaCTUYHO BHINOIHII 00a 3ananus. [lo utoram
IPOMEKYTOUYHOTO KOHTPOJIS morydni oT 1 1o 10 6amos.
O6yuaromemycs, nMmeroriemy 61-70 6amioB 1Mo uToram
TEKYILET0 U PyOEKHOT0 KOHTPOJIS, BHICTABIISIETCS OTMETKA
«3adTeHo» 0e3 crayu 3ayera

Kputepun oneHuBaHus MJIaHUPYEMBIX pe3yJlbTaTOB OOy4YyeHUS TPUBENEHHI B
[Ipunoxenun 1. KpuTepuu OLEHKHM KayecTBa OCBOCHUS AUCHUIUIMHBI MPEACTaBICHBI B
[Tpunoxenun 2.

5.4. Konmpoan Kypcogwvix pabom (npoexkmog)

KypcoBas paboTa (mpoeKT) 1o AUCHHUIUIMHE HE TPEAyCMOTpEHA.

6. Memoouueckue mamepuansvl, Onpeoesouiue npoyeoypsl OUeHUBAHU 3HAHUIL,
YMeHUil, HA8bIKOG U (U1L) ONBIMA OeAMENbHOCHIU

Tabnuya 7. Pe3ynomamoi 0c6oenus y4eOnol OUCYUnIuHbl, nooaexcawjue nposepke

Pesynbratsr Buner orieHOUHOTO MaTepuana,
OCHOBHBIC TTOKa3aTeNH OIICHKH
0o0yJeHMS obecreunBaromue HopMUpOBaHTE
pe3yIbTaTOB 00yUEHUS .
(KOMTTIETEHITHH ) KOMIIETEHITIA

Koa n HaumeHoBaHue
KOMIIETCHIINHA
BBINYCKHHKA

VK-2. Criocoben
OTIPECIISATh KPYT 3a71a4
B paMKax MOCTaBJICHHOM
I[EJIA U BEIOUPATh
ONITUMAJIBHEIE CITOCOOBI
WX pEeLIEHUs1, UCXOJIS U3

3HaTh:

- COJIep )KaHUEC aKTyaTbHBIX
nerictytonux 'OCToB 1o
JISIIONIPOU3BOJICTBY H
JIOKYMEHTOBEICHUIO;

- OCHOBHBIC MTOJIOXKCHUS
JIOKYMEHTUPOBAHUS
YIPaBICHUECKOH NIEeATEIILHOCTH;
- TpeOOBaHUS K COIEPKAHUIO
O(HUIMATILHOIO TEKCTA B

O1neHOYHBIE MaTepUAITbI JIST YCTHOTO
ompoca (pazmen 5.1.1)

Or11cHOYHBIE MaTEPUAITBI IS
CaMOCTOSITETLHON paboTHI (pasmen
5.1.2)

Or1icHOYHBIE MaTEPUAITBI JJIS
BEITIOJTHCHUSA pedepaToB (pa3aernt
5.1.3)

Or11cHOYHBIE MaTEpUAITBI IS
KOHTPOJILHOM paboThI (pasaen 5.1.4)
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JEUCTBYIOIIUX
MIPaBOBBIX HOPM,
HMMEIOILIUXCSA PECYPCOB U
OTpaHUYECHUN

Kon u HanmeHoBaHue
HHAUKATOPpA TOCTHKCHUSA
KOMIIeTeHIUH
BbINYCKHHKA

YK-2.2. Cniocoben
HCIIOJIb30BaTh OCHOBBI
SKOHOMUYECKUX U
(MHAHCOBBIX 3HAHUN
JUTSL OTIPEICIICHUS Kpyra
3aJa4 B paMKax
MMOCTaBJIICHHOM I1EJIN,
BbIOHMpATh ONTUMAIIbHBIE
CHOCOOBI UX PELICHHUS,
UCXOMs U3
JEUCTBYIOLUX
IIPABOBBIX HOPM,
MMEIOIIHNXCS PECYPCOB U
OTpaHUYECHUI

JOKYMEHTaX;
- IOPSJIOK ¥ MTpaBUIIa
COCTaBIICHHS, YU€Ta, XpaHEHUS U
UCIIOJIb30BaHUs TOKYMEHTOB (B
TOM YHCJIC OTPAaHUYCHHOTO
JIOCTYTIa) B OpTaHU3aIlnH;

- BUJIBI OTBETCTBEHHOCTH 32
omMnOKN B TOKYMEHTaX U
HapylIieHus: B 0QOPMIICHHU U
pabote c JOKyMEHTaMH;

- IPUHITUIIBI U TIPaBHIIA
MOJITOTOBKH HH(OPMAIIMOHHO-
CIIPaBOYHON U METOJINYECKOU
JOKYMEHTALIH;

- IPUHIUIEI GOpPMUpPOBAHHUS
UHQOPMAITUH Ha PA3INIHBIX
YPOBHSIX yIPaBICHUS
9KOHOMHYECKHM CYOBEKTOM;

- CUCTEMBI YIIPaBIICHUS
3NEKTPOHHBIM
JIOKYMEHT0000pOTOM;

O1neHOYHBIE MaTePUAITBI JJIs
KoJUTOKBHUyMa (paszaen 5.2.1)
O1neHOYHBIE MaTePUAITBI JJIs
MIPOBEJICHHS TECTUPOBaHUS (pa3ien
5.2.2)

O1neHOYHBIE MaTePUAITBI JJIs
MPOMEKYTOUYHON aTTeCTaINH
(pazgemn 5.3)

Ymersn:

- HCIIOJIb30BaTh 3aKOHOMEPHOCTH
Y TIPUHITUIIBL IOKYMCHTOBEICHUS
U JICTIONIPOU3BOICTBA B
00pazoBaTeNLHON U
XO03s5I1ICTBEHHO-IPABOBOI
JIESTCIILHOCTH;

- COCTaBJIAATh, 00pabaTHIBATH,
WCTIOTB30BaTh, XPAaHUTh U
YYUTHIBATH yIPABICHYCCKUE
JIOKYMEHTBI OTKPBITOTO H
3aIUIIEHHOTO
JOKYMEHT0000pOTa;

- OpPraHU30BHIBATh
JIOKYMEHTAIIMOHHOE
MIPOM3BOACTBO Ha MPENMPHUATHIX
OTpacJii U aHATU3UPOBATh

3 PEeKTUBHOCTH JTAHHON
JIeSITeIbHOCTH;

- OIICHUBATH MOJ[JTMHHOCTH
O(UIMATEHBIX U OPUTHHATBHBIX
JIOKYMEHTOB;

- TOTOBUTH HH()OPMAIIMOHHO-
CIIPABOYHBIC IOKYMEHTBI,
HEOOXOIUMBIE JIJISI TPUHSTHS
YIIPaBIECHYECKUX PEIICHU;

- COCTaBIISAThH B CIIPABOYHOM
HHGOPMAIMOHHOM CUCTEME
MOA00PKHU TOKYMEHTOB,
COJICPIKAIIUX HOPMBEI,
perynupymoinue O KETHEIC,
HAJIOTOBbIE, BATFOTHEIE
OTHOIIICHUS B 00JIaCTH
CTpaxoBOH, 0aHKOBCKOM
JIESITEIbHOCTH, Y4eTa M KOHTPOJIS,

O11cHOYHBIE MaTEPUAITBI IS
BEITIOJTHEHUS pedepaToB (pa3aent
5.1.3)

O1neHOYHBIE MaTePUAITBI JJIs
KOHTPOJBHOM paboThI (pasaen 5.1.4)
O1neHOYHBIE MaTePUAITBI JJIs
MPOMEKYTOUHOH aTTecTalyu (pasuen
5.3)

32




Baanern: O1neHOYHBIE MaTePUAITBI JJIs
- HaBBIKAMU COCTABJICHHS, COOpa, | BBIMONHEHHS pedepaToB (pasmen

XpaHeHus1, 00paboTKU U yueTa 5.1.3)

JOKYMEHTUPOBaHHON OrneHouHBIE MaTEpUAITBI IS
uHGOpPMAIUH, B TOM YHCIIC KOHTPOJBLHOM paboTh! (pasaen 5.1.4)
OTPaHUYEHHOTO JIOCTYIIA; O11cHOYHBIE MaTEpUAITBI IS

- HaBBIKAMU BeJCHUS U NPOMEXYTOYHOH aTTecTannu (pasmaen

ONTUMU3AIINYU TOKyMEeHToo0opoTa | 5.3)
B pa3IM4HbBIX chepax
JIESTEIILHOCTH;

- HaBBIKAMH JIOKYMEHTATBHOTO
odopMIIeHUS PEIICHUI B
yIIpaBIICHUH
MPeITPUHAMATELCKOM
JeSITETIbHOCTHIO OpPTraHU3aIlnH;

- MeToaMHu (hOPMHUPOBAHHUS
YMEHHS MTPOBOUTH Pa3pabOTKH
HOBOM JIOKYMCHTAIIUU JIJIS
OOHOBIIEHUS CTAaHAAPTOB,
TEXHUYECKUX YCIOBHIA,
OpraHU3aIMOHHBIX, KOHTPOJIBHBIX
JIOKYMCHTOB;

- HaBBIKAMHU (OPMHUPOBAHHS
MOJI0OPOK TOKYMEHTOB,
COJIEPKAIINX HOPMBI,
perynupyromniue OrJKeTHBIE,
HAJIOTOBbIC, BATFOTHBIC
OTHOIIICHUS B 00JIaCTH
CTpaxoBoOii, 0aHKOBCKOM
JICSATEIIbHOCTH, Y4eTa U KOHTPOJIS
B CIIPAaBOYHOM WHPOPMAITIOHHOM
cucreme Koncynprant [1mtoc;

- OCHOBHBIMH
UHPOPMAITHOHHBIMH
TEXHOJIOTHSIMH 00pabOTKH
COLMAJIBHO-3KOHOMHYECKON
UHQOPMAIUH.

7. Y4eOHO-MeTOAMYECKOE OOecnieueHue TUCHUILINHBI (MO1YJIs1)

7.1. Hopmamueno-3akoHooamenvHvle akmbl

1. I'paxnanckuii kogekc Poccuiickoit ®enepaunn. Penepanbubiii 3akoH ot 30.11.1994
No 51-®3 [OnexktponHbii pecypc]. — Pexum poctyma: KoncynmeranTt Ilmroc: URL: www.
consultant.ru.

2. Hanorossrii koaekc Poccuiickoit @eaepannu (dacth neppasi) ot 31.07.1998 r. No 146-
@3 [DnexTponHbIi pecype]. — Pexxum nocryna: Koncynsrant [Imroc: URL: www. consultant.ru.

3. Hamorossiit konekc Poccuiickoit @enepannn (dactb BTopas) oT 05.08.2000 r. Ne 117-
@3 [DnexTponHbIi pecype]. — Pexxum nocryna: Koncynsrant [Imroc: URL: www. consultant.ru.

4. Tpynosou konekc Poccuiickoit @enepanuu. Oenepanbubiii 3akoH PO ot 30.12.2001
Ne 197-®3 [Onekrponnsiii pecypc]. — Pexum nocryna: KoncyneranTt Ilmroc: URL: www.
consultant.ru.

5. ®enepanbhbiii 3akoH «O Oyxrantepckom yuere» oT 06.12.2011 1. Ne 402-®3
[DnexTponnsbIit pecypc]. — Pexxum nocryna: Koncynerant [Imroc: URL: www. consultant.ru.

6. ®enepanbbiii 3akoH oT 10.01.2002 Ne 1-D3 «O06 31eKTpOHHOHN TUPPOBOI MOITUCH
[DnexTponnsbIit pecypc]. — Pexxum nocryna: Koncynerant [Imroc: URL: www. consultant.ru.
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7. ®enepanbhblii 3akoH 0T 20.02.1995 Ne 24-D3 «O06 undpopmaium, nHHopMaTH3auu U
3amuTe nHGopManuu» [nexTporHsd pecypc]. — Pesxxum moctyma: Koncynsrant ITmoc: URL:
www. consultant.ru.

8. ®enepanbubpiii 3akoH oT 22.10.2004 Ne 125-®03 «O6 apxuBHOM 1ene B Poccuiickoii
Oenepanun» [DnekTpoHHbIN pecypc]. — Pexxum nocryna: KoncyneranT Ilmroc: URL: www.
consultant.ru.

7.2. OcHosnas numepamypa

9. JlokyMeHTallMOHHOE OOecIeYeHne ynpaBieHus [DIeKTpOHHbIN pecypc]: yueOHUK A
CTYJECHTOB BY30B, OOY4YalOIIMXCS 10 HampaBieHUsIM «IDKOHOMUKA» U «MEHeIKMEHTY,
cnennanbHoCcTIM «MHpOpMaTuka», «JloKyMeHTOBeleHHE M JOKYMEHTAIlMOHHOE oOecreueHue
yrOpaBieHus», «ABToMatm3anus u ynpasienue» / A.C. I'punOepr [u ap.]. — DnekTpoH.
TekcToBEIC manHble. — M.: OHUTU-IAHA, 2017. — 391 ¢. — 978-5-238-01770-9. — Pexum
nocrtyna: http:// www.iprbookshop.ru/71213.html

10.  Hoponuna JI.A., Uputukosa B.C. JlokymMeHTanIMOHHOE 00€CIIEYeHNE YIIPaBICHUS
[Tekct]: yue6. u mpakt.nis CIIO / JILA. Jloponuna, B.C. Upurtukora. - M.: U3n-Bo IOpaiir,
2019. - 233 c. - (Ilpodeccuonanbnoe obpazoBanue). - ISBN 978-5-534-05783-6. — 10 sk3.
(Otnmen yuebnoit urepatypsl CIIO - 10).

11. Ky3uenoa WM.B. JlokyMeHTallMOHHOE oOecreueHHe YMpaBieHUs [DIIEKTPOHHBIN
pecypc]: yuebnoe mocobue misi CIIO / U.B. Ky3nenoa, I'.A. XauarpsH. — 2-e¢ u3ig. —
DnexkTpoH. TekcToBble naHHble. — CapatoB: [Ipodobpazosanue, Ait ITu Op Meaua, 2019. —
166 c. —  978-5-4486-0404-1,  978-5-4488-0216-4. —  Pexum  pocryna:
http://www.iprbookshop.ru/80326.html

12. Cumonsn P.f. JlokyMeHTallUOHHOE OOECIICUCHHE CHUCTEMBbI  YIPABIICHHS
opranuzaneii [DnekTpoHHBIH pecypc]: yuebnoe mocobue / P.SI. CumoHsH. — DIEKTpOH.
TekcToBble naHHble. — CapatoB: Aii [1lu Op Menua, 2018. — 180 c¢. — 978-5-4486-0167-5. —
Pexxum noctyna: http://www.iprbookshop.ru/72458.html

7.3. Jlononnumenvrasn rtumepamypa

13. TnyxoBa O.B. JlokymeHTanmoHHOEe oOecreueHrue YrpaBieHUs [DJIEKTPOHHBIN
pecypc]: kypc nekmmii / O.B. I'myxoBa. — DNeKTpoH. TEKCTOBBIC NaHHBIE. — Bonrorpan:
Bonrorpanckuit muHCTUTYT OM3HEca, By3oBckoe obpaszoBanue, 2013. — 72 c¢. — 2227-8397. —
Pexxum noctyna: http://www.iprbookshop.ru/19177.html

14. T'punbepr A.C. JIoKyMEHTAaIIMOHHOE OOECTICUCHHE YIpaBICHUS [DJIEKTPOHHBIN
pecypc]: yueonuk / A.C. I'punGepr, H.H. TI'opbGaueB, O.A. MyxameTimmHa. — DJIEKTPOH.
texkcToBble manHble. — M.: OHUTU-JJAHA, 2012. — 392 ¢. — 978-5-238-01770-9. — Pexum
nocryma: http://www.iprbookshop.ru/10497.html

15. JloKyMeHTallMOHHOE O0OECTieUeHne yIpaBieHUs [DJIEKTPOHHBIA pecypc]: yueOHoe

nocobne /. — DIEKTpOH. TEKCTOBble JHaHHble. — HoBocubupck: HoBocubupckuii
rOCYIapCTBEHHBI arpapHbld YHUBEPCHUTET, 30JI0TON KoJoc, 2014. — 106 c¢. — 2227-8397. —
Pexxum moctyna: http://www.iprbookshop.ru/64716.html

16. KysnemoBa UN.B. JlokyMeHTanmnOHHOE OOECICUCHHE YIPaBICHUS TMEPCOHATIOM

[DnexkTpoHHBIN pecypc]: yueOHOe mocobue ans 6akanaBpos / M.B. Ky3nenona, ['.A. XauaTpsH.
— DJIeKTpOH. TeKcToBbIe AaHHble. — M.: JlamkoB u K, At IIu Op Menua, 2017. — 220 ¢c. —
978-5-394-02325-5. — Pexum gocryma: http://www.iprbookshop.ru/57135.html

17. PoxusitoBckas W.P. JlokymeHTarmoHHoe obOecreueHue [DIEeKTpOHHBIA pecypc:
yuebHoe mocobue / U.P. PoxHsATOBCKasi. — DJIEKTPOH. TEKCTOBBIE JaHHbIe. — CuMQepomnos:
YHuBEpCcUTET HSKOHOMUKM | ympasieHusa, 2016. — 104 c¢. — Pexum pgocrymna:
http://www.iprbookshop.ru/73265.html
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7.4.

Hepuoouueckue uzoanus

1. XKypnan «CoBpeMeHHBIE TEXHOJOTHH JICJIOMPOU3BOACTBA M JOKYMEHTOOOOpOTa». Pexum
nocryma: https://elibrary.ru/title_about.asp?1d=34482

2. Kypnan

«/lemonpon3BoACTBO.

personal.ru/officeworks.html.
3. Kypuan «Kamposoe neno». Pexum gocryna: https://e.kdelo.ru/

7.5.

Pexxum

Humepnuem-pecypcoi

JIOCTYTIA:

http://www.top-

—  npogeccuonanvuvie 6azvl OAHHBIX U UHPOPMAYUOHHBIE CHPABOUHBLE CUCTEMbL, K
KOMopvim obecnevuer 00Cmyn:

HaumenoBaHue Kparkan Anpec caiiTa HaumenoBaHue YcaoBus
3J1€eKTPOHHOT0 XapaKTepUCTHKA opraHu3anum- JaocTyna
pecypca BJIaJeJIbIA;
PEKBH3HTHI J0TOBOPA
Hayunas Onektp. 6ubnmorexka http://elibrary.ru 000 «HOb» [Monusrit
3JIeKTPOHHASN Hay4YHBIX IyOJIMKALU - JIOCTYI
on6morexka (H3B | oxono 4000
PODON) uHocTpaHHbIX 1 3900
OTEYECTBEHHBIX
Hay4YHbIX )KYpPHAJIOB,
pedeparbl myOJIMKamid
20 TBIC. XKYPHAJIOB, a
TaxKe onmucanus 1,5
MJTH. 3apyOexKHBIX 1
poccuiickux
nucceprauuit; 2800
pocc. XKypHaJoB Ha
0e3B03Me3/1HOI OCHOBE
ba3a gaHHBIX Hanunonansnast http://elibrary.ru 000 «HDb» ABTOpHU30Ba
Science Index UH(POPMALMOHHO- JInnen3nonHbIit HHBI
(PUHII) AHAIIUTUYECKAs CUCTEMA, JIOroBOp JOCTYIL.
aKKyMyJHpymomas oojee Science Index NeSIO- | Ilo3Bomser
6 MIJITHOHOB 741/2022 JIOTIONTHSATD U
myOuKaIuit ot 19.07.2022 r. YTOUYHSTH
POCCHICKHX aBTOPOB, a AKTHBEH 110 CBEJICHUS O
Takke HHPOpMaIHio 00 31.07.2023r. My OTUKaIUs
UX [IUTHPOBAHHUU W3 X YYEHBIX
6onee 4500 poccuiickux KBI'Y,
JKYpHAaJIOB. MMEIOIINXCS
B PUHI]
9BC «Koucyabraur | 13800 u3nanuii mo Bcem | http:/www.studm | OOO «Koncyibrant IMonnsrit
CTY/ICHTa» 00J1acTsIM 3HAaHHH, edlib.ru CTYICHTa» JIOCTYTI
BKJIIOYaeT OoJiee http://www.medc (r. Mocksa) (perucrpanu
gem 12000 yueOHUKOB 1 ollegelib.ru Jorosop s 110 IP-
y9eOHBIX TIOCOOHI 115t Ne750KC/07-2022 azgpecam
BO u CIIO, 864 Ot 26.09.2022 1. KBI'Y)
HaMMEHOBaHUH AKTHBEH 110
JKypHaioB 1 917 30.09.2023r.
MOHOTpa(UiA.
«JIEKTPOHHASA Komnexnust «Menuuuna | http://www.studm 000 IMonnsrit
OondmoTexka (BO) 'DOTAP-Menua. edlib.ru «ITonurexpecypc» JIOCTYTI
TeXHu4Yeckoro By3a» | Books in English (knuru (r. Mocksa) (perucrpanu
(ABC Ha aHIJINIICKOM SI3BIKE)» Jorosop g 1o IP-
«KoHcyJbTaHT Ne701KC/02-2022 azgpecam
CTYAEHTA») ot 13.04.2022 1. KBI'Y)

AKTHBEH 110
19.04.2023r.
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9BC «Jlanb» DNEeKTPOHHBIC BEPCUU https://e.lanbook.c | OO0 «3BC JIAHb» (r. Ionmubrit
KHHT BEIYIIHX om/ Cankr-ITerepOypr) JIOCTYTI
W3JIaTeNIbCTB YIeOHOM U Horosop Ne6EIN/223 | (peructpamm
HAy4YHOW JTUTEpaTypsl (B ot 15.02.2022 r. st o [P-
TOM YHCIIe AKTHBEH 10 ajzipecam
YHUBEPCUTETCKUX 28.02.2023r. KBI'Y)
W3JIaTEeNIbCTB), TAK U
AJIEKTPOHHBIC BEPCHH
MEPUOTUYCCKUX U3TaHUN
MO PA3JIMYHBIM 00TaCTsIM
3HAHMH.
Hannonanbnas OObeqHEHHBIN https://H306.pd OI'BY «Poccuiickas Hoctyn ¢
3J1eKTPOHHAS 3JIEKTPOHHBIN KaTajor roCyAapCTBeHHAs JNEKTPOHHOT
oudanorexka PI'b (hoHITOB pocCUCKUX OMOIMOTEKAY 0
OubIHOTEK, JloroBop YUTATEHOTO
coiepKantui Nel01/HDB/1666-11 o 3aJ1a
4 331 542 >neKTpOHHBIX 10.09.2020r. OubIMOTEKH
JIOKyMEHTOB CpokoM Ha 5 mer KBI'Y
00pa30BaTEIBHOTO U
HAYYHOT'O XapakTepa Mo
Pa3IHYHBIM OTPACIISIM
3HAHUI
9BC «IPRbooks» 107831 myOnukanuid, B http://iprbookshop 00O «Ai ITu Op Ionnsrit
T.4.: 19071 — yueOHbIX ru/ Menaua JIOCTYTI
u3gaHui, 6746 — (r. Caparos) (perucrpanu
Hay4HBIX m3xanuii, 700 JloroBop Ne9200/2211 s 110 IP-
KOJIIEKINH, 343 or 08.04.2022 r. azpecam
kypHana BAK, 2085 AKTHBEH 10 KBI'Y)
ayIHON3TaHWH. 02.04.2023r.

Polpred.com. 0630p CMU Poccun n http://polpred.com 00O «Ilonmpen Hoctyn mo
HoBoctu. O630p 3apy6exsbs. [lomHsre CIIPaBOYHHUKH» IP-anpecam
CMM. Poccusi n TEKCTHI + aHAINTHKA U3 BbesBo3mesnno (6e3 KBI'y

3apy0exne 600 n3panuit mo 53 oduIHaTBHOTO
oTpacisiM JIOTOBOPA)
Ipe3uaenTckast Bonee 500 000 http://www.prlib.r OI'BY ABTOpH30Ba
OubIMOTEeKAa UM. 3JIEKTPOHHBIX u «IIpe3unmeHTckas HHBIH
B.H. Eabunna JIOKYMEHTOB T10 UCTOPUHU ounbnnoreka nm. b.H. JIOCTYTI U3
OrtedecTBa, POCCUUCKOI Enpnuaay (r. CaHKT- | OMOIHOTEKH
TOCYIapCTBEHHOCTH, ITetepOypr) (aynm. Nel 15,
PYCCKOMY SI3BIKY H IIPaBY CornamnieHue ot 214)
15.11.2016r.
Beccpounsrit

- Cnpaco4YHO-npaeo6svle Cucmembl.

1. CnpaBounas npaBoBas cucrema «Koncynprantllnmroc». URL: www. consultant.ru
2. Ilopran TAPAHT.PY. URL: https://www.garant.ru

3. llopran KOHCVYJIbTAHTIUIIOC CTYAEHTY W IIPEIIOJJABATEJIIO.

www.consultant.ru/edu/

URL:

7.6. Memoouueckue ykazauus no nposeoeHur0 paziuyHulX y4eOHblIX 3aHAmMuUl, K KVPCOBOMY
NPOEKMUPOBAHUIO U OPY2UM BUOAM CAMOCMOSAMENbHOL pabomvl

Memoouueckue peKOMeHdauuu 10 N0020MOBKe K NPAKMUYECKUM 3AHAMUIM

[IpakTuueckre (CeMUHApPCKUE) 3aHATHS — COCTaBHAas dYacTh Y4eOHOro Tpoliecca,
rpymmoBas (opMa 3aHATHI TPU aKTHBHOM YYacTHH oOydarommxcs. [IpakThdeckuwe 3aHsATHS
CIOCOOCTBYIOT yIiyOJIEHHOMY HM3YYCHHIO HauOoJee CIOXKHBIX MpoOJeM HAyKH M CIIyXKaT
OCHOBHOM (OpMOH TOJBECHUS HMTOTOB CaMOCTOSTEIBHOW paboThl oOywaromuxcs. llenbio
NPAaKTUYECKUX 3aHATUI SBJISETCA YIIyOJieHMEe U 3aKpeIuieHHe TEOPEeTUYECKUX 3HAHHM,
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MOJIYYCHHBIX OGy‘IaIOH_II/IMI/ICH Ha JICKIIUAX U B IPOLECCC CaAMOCTOATCIILHOTO U3YUCHUSA yqe6H0r0
marepuana, a, cJaeIoBaTeIbHO, JOPMHUPOBAHUE Y HUX ONPEIACICHHBIX YMEHUH U HABBIKOB.

B X0A¢ IMOATOTOBKHM K CCMHHAPCKOMY 3aHATHUIO HCOGXOI[I/IMO MMpOYNUTaTh KOHCIICKT
JICKIMH, W3YYHTh OCHOBHYIO JIUTEPATYpPy, O3HAKOMHUTHCS C JOTIOJIHUTEIHHOW IJUTEPaTypOi,
BBIIIOJIHUTL  BBIJAHHBIC MPCHIOAABATCIICM  MPAKTUYCCKUC  3aJJaHUS. HpI/I 9TOM  YYCCTb
pPEKOMEHIANNU TIpenojaBareisi U TpeOOBaHUS TporpaMMbl. JlopabaTbiBaTh CBOW KOHCHEKT
JICKIOUH, Acjiasd B HEM COOTBCTCTBYIOIHC 3alTUCHU U3 JIMTCPATYPHI.

XKenatenbHO TIPU MOATOTOBKE K TPAKTUYCCKUM 3aHATHAM 10  TUCIHIUIMHE
OIHOBPCMCHHO UCIIOJIB30BATH HCCKOJIBKO HCTOYHUKOB, PACKPLIBAIOIINNX 3a/JaHHBIC BOITPOCHI.

Ha mnpakTtudecknx 3aHATHAX OOYYarONmIUMecs Y4Yarcsi TPaMOTHO H3JaraTh IMPOOJIEMBI,
CBOGOI[HO BBICKA3bIBATH CBOU MBICJIN n CYKACHUA, paccMaTpuBarOT CHUTYyaluu,
CIOCOOCTBYIONIHME Pa3BUTHIO IPOPECCHOHATBHON KOMITIETEHTHOCTH. ClielyeT UMETh B BHILY, YTO
MOJTOTOBKA K TMPAKTUYECKOMY 3aHSATHIO 3aBHCHT OT (OpPMBI, MecTa IMPOBEIEHUS CEeMHUHAapa,
KOHKPETHBIX 33JlaHUi W TIOPYYCHH. ITO MOKET ObITh HallMCaHMWE JOKIana, dcce, pedepara (¢
MOCIIEAYIONUM HX 00CYKIEHUEM ), KOJUTOKBUYM.

Memoouueckue pexomenoayuu no opeaHu3aAUUU CaAmMoOCmosmenbHou pabomul

Opranuzanus CaMOCTOSITENIbHONH paboThl MO JUCHUIUIMHE BKIIOYAET CIEAYIOIIEe
KOMIIOHEHTBI:
1. CamocrosATenbHOE U3YUEHUE TEM JUCIUIUINHBL;
2. TloaroroBka pedepaToB Mo MPeTIOKEHHBIM TEMaM.

CamocrosrenbHas paboTa 00ydJaronierocs BKIOYAET:

— U3Yy4YEHHE OCHOBHOM W JOMOJHHUTEIBHOMN JTUTEPATYPHI;
— H3y4YeHHE MaTepHalioB MEPUOINYECKON MeYaTH U AJIEKTPOHHBIX PECYPCOB;
— MOATOTOBKY K ITPAKTUYECKUM (CEMUHAPCKUM) 3aHSITHSIM;
— BBITIOJIHEHUE 33JaHUS U TIOATOTOBKY K €T0 3aIIHUTE;
— H3yYeHHE MPOOJIEMHBIX CUTYAIH, HE IMEIOIIUX OJJHO3HAYHOTO PEIICHHUS,
— TMOATOTOBKY K SK3aMEHY;
— WHOUBUIyalbHBIE W TPYNIOBBIE KOHCYIbTAllUM TIO Hauboiee CII0KHBIM BOIIPOCaM
JUCITUTUIAHEI.

TeopeTnueckuii mMatepuas Mo TEM TeMaM, KOTOpPbIE BBIHECEHbI Ha CaMOCTOSITEILHOE
U3y4eHHe, O0yJarouuiicss mpopadaThiBaeT B COOTBETCTBUU C BOINPOCAMHU IS TIOATOTOBKH K
sk3aMeHy. IlakeT 3amaHuii 111 CaMOCTOSITENHHOM pPaOOTHI BHIAACTCS B HaAJalle CEMECTpa,
OTIPEICTISIOTCS KOHKPETHBIE CPOKM WX BBITIONHEHUS M Clayd. Pe3ynbTaTrbl caMOCTOSTEThHOU
paboThl KOHTPOJUPYIOTCS IPENOAAaBaTeIeM M YUYUTHIBAIOTCA MPH aTTECTAllMM O0Yy4aroIerocs.
3amanus JUIsi CAMOCTOSTEILHOM paOOThI COCTABISIOTCS, KaK MPABUIIO, TI0 TEMaM M BOIIPOCAM, 110
KOTOPBIM HE TMPEAYCMOTPEHBl ayAUTOPHbIE 3aHATUA, JHO0 Tpedyercs IOMOIHUTEIHHO
npopaboTaTh W MpOaHAIM3HPOBATH PACCMATPUBAEMBIN IMpEroaBaTelieM MaTepual B oObeMe
3arJIaHUPOBAHHBIX YaCOB.

Jlsis 3aKperuieHuss TEOPETHYECKOTO MaTepuaia OOYJarolIMecs BBIMONHSIOT Pa3iIndHbIC
3amanus (pedeparbl, qoMamiHUE 3a1aHus). VX BBIMOJIHEHWE MPU3BAHO OOpPATUTh BHUMAHHWE
oOyJaromuxcsi Ha HanboJee CIOKHBIE, KITFOUYEBhIE U JIUCKYCCUOHHBIE aCTICKThI H3y4aeMON TEMBI,
OMOYb CHUCTEMATHU3UPOBATh U JIy4Yllle YCBOUTH MPOIACHHBIN MaTepuan. Takue 3agaHusi MOTYT
OBITH HCIIOJIB30BAHBI KaK JUIsi TPOBEPKH 3HAHWI OOYyYalONIMXCs MPENoJiaBaTeieM B XOJe
MIPOBEJICHUS 3aHATUH, a TAKXKe /Il CAMOIIPOBEPKU 3HAHUM 00Yy4arOIIUMUCS.

[Ipu camMoCTOSTENILHOM BBITIONHEHUH 3aJlaHUN 00YyYaroIIuecs MOTYT BBISIBHTH TOT KPYT
BOIIPOCOB, KOTOPBIM yCBOWJIM CJIa00, U B JaJIbHEWIIEM OOpaTHUTh Ha HUX 0CO00O€ BHUMAHWE.
KoHTpons camocTosITensHOM paboThl 00yUYaOIUXCSI TIO BBIMTOJHEHHUIO 33IaHUN OCYIIECTBIICTCS
npernojaBaTesieM ¢ IOMOIIBI0 BBIOOPOYHON U (PPOHTANBHOM NPOBEPOK Ha MPAKTHUECKU
(ceMuHapckux) 3aHATUAX. [Ipy HEOOXOIUMOCTH JOMOJHUTEIbHBIE KOHCYIBTAUA MOTYT OBITh
Ha3Ha4yeHbl [0 COIJIACOBAHHMIO C  TNpernojaBaTeeM B  WHAUBUAYAIbHOM  MOPSJIKE.
CamocTosTenpHas padoTa J0KHA HOCUTh TBOPUECKUIN U TNIAHOMEPHBIA XapakTep.
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Memoouueckue pexomenoayuu no pabome ¢ aumepamypou

Bcro nuteparypy MOKHO pa3feuTh HAa YUeOHUKU U y4eOHBbIC MOCOOUS, OpUTHHAIBHBIC
Hay4yHble MOHOTpapuuecKrue UCTOYHUKHU, HAyyHbIe MyOJIIMKAlMK B MEPHOJMYEcKOor nevyatu. M3
HUX MOXHO BBIICTUTh JHUTEPATypy OCHOBHYIO (PEKOMEHIYEMYIO), IOTOJHHUTEIBHYIO |
JUTEpaTypy Uil yTyOaeHHOTO U3YYEeHUSI TUCIUTUINHBI.

W3ydyeHne NUCHUIUIMHBI CIEIyeT HAuYWHATh C Y4eOHUKA, MOCKOJBKY Y4YeOHHUK — 3TO
KHUTa, B KOTOPOW H3JI0KEHBI OCHOBBI HAy4YHBIX 3HAHUU MO OMNpPENEICHHOMY IpEeAMETY B
COOTBETCTBUH C LIETSAMH U 3a/1a4aMH 00yUYCHHS, YCTAHOBICHHBIMU MTPOTPAMMOIA.

[Ipu pabore c nuTeparypoil HEOOXOAMMO YUUTHIBATh, YTO MMEIOTCS PA3IUYHBIE BU/IbI
YTCHHSI, U KOKIBIA U3 HUX UCIOJIB3YETCS Ha OMPE/ICIICHHBIX dTaax OCBOSHHUS MaTepuaa.

IIpeosapumenbHoe uTeHNE HANPABICHO HA BBISIBJICHHUE B TEKCTE HE3HAKOMBIX TEPMUHOB
U IIOMCK HMX 3HA4EHMs B CIIPAaBOYHOM JjuTeparype. B 4YacTHOCTH, NpH YTEHUU YKa3aHHOU
JUTEPATYPBI HEOOXOIUMO MOIPOOHEHUIITUM 00pa30M aHATU3UPOBATH MTOHSATHS.

Ck603HO€e umeHue TIpeANoONaraeT NpoYTEHUE MaTepraia oT Hadaia 10 KoHua. CKBO3HOE
YTEHHE JIUTEepaTyphl U3 MPHUBEACHHOTO CIHCKAa JAeT BO3MOXHOCTb CTYAEHTY CHOpPMHUPOBATH
CBO/JI OCHOBHBIX MOHSATHH U3 N3y4yaeMoi 00JacTH U CBOOOHO BIIAJIETh UMH.

Buvibopounoe — Ha0060poOT, UMEET 1ETBIO0 MOUCK U 0TOOp MaTepuana. B paMkax maHHOTO
Kypca BBIOOpOYHOE YTEHHUE, KaK CII0COO OCBOEHUS COJEpKAaHUS Kypca, JOJDKHO MCIIOIb30BaThCs
IPU MOATOTOBKE K MPAKTUYECKUM 3aHATHUSAM IO COOTBETCTBYIOIIUM pa3zieliaM.

Ananumuueckoe umeHue — 3TO KPUTHUECKUH paz0op TEKCTa C MOCIEAYIOIIUM €ro
KOHCIIEKTUpOoBaHHeM. OCBOCHHME yKa3aHHBIX MOHATHHA OyneT HambOonee 3(QPEKTUBHBIM B TOM
cilydae, eciii Py YTEHUU TEKCTOB CTYAEHT OyleT 3aJaBaTh K 3TUM TEKCTaM BOIpPOCHL. YacTh U3
3TuX BompocoB chopmymupoBana B ®OC B mepeuHe BOMpocoB mjisi codecenoBanus. [lepeueHp
3TUX BOIIPOCOB OTPAHUYEH, IOATOMY Ba)KHO HE TOJIBKO COJIEpP’KaHNE BOIIPOCOB, HO CaM IPUHLIHUII
OCBOEHUS JIUTEPATYPHI C TOMOIIIBIO BOIIPOCOB K TEKCTaM.

Lenbto uzyuaroweco 4TeHUs SBISIETCS TNyOOKOE M BCECTOPOHHEE NMOHHMMaHHE y4eOHOU
uH(popManu. EcTh HECKOJIBKO MPHUEMOB U3YYaIOIIEr0 YTCHHUS:

1. UteHue mo anropuTMmy Ipennojaraet pazoueHue uHpopMauuu Ha OJOKH: Ha3BaHUE;
aBTOp; MCTOYHUK; OCHOBHAas HJes TEKCTa; (pakTHUecKuil MaTepual; aHalu3 TeKCTa IyTeM
COITOCTABJICHUSI UMEIOIUXCS TOUEK 3pEHUs 110 pacCCMaTPUBAaEMBbIM BOIIPOCAaM; HOBU3HA.

2. Ilpuem mocTaHOBKHM BOIPOCOB K TEKCTY UMEET CJICAYIONIUN aJrOPUTM:

— MEJUICHHO MPOYUTATh TEKCT, CTAPASICh MOHSATH CMBICI U3JI0)KEHHOTO;
— BBIJCIUTH KIFOYEBBIC CIIOBA B TEKCTE;
— TMOCTapaThCs MOHATH OCHOBHBIE UJIEH, MTOATEKCT U OOLIUI 3aMbICeN aBTOpA.

3. Ilpuem Te3upoBaHMs 3aKIOYacTCs B (POPMYIMPOBAHUM TE3UCOB B BHUJE TOJIOKCHUH,
YTBEPKICHUM, BBIBOJOB.

K »tomMy MOXHO 100aBUTH M UHBIE TpPUEMBI: MpUEM pedepupoBaHUs, MPHEM
KOMMEHTHPOBAHUSI.

Memoouueckue pexomendayuu no nanucanuio pegpepamos

Pedepar — noxian Ha ompeneneHHYI TeMy, BKIIOYAIOIIUNA 0030p COOTBETCTBYIOIIUX
JUTEPATypHBIX W JIPYIHMX HCTOYHUKOB; KpaTKOe M3JI0KEHHE COJIEepKaHUs HaydyHOW padoThl,
KHUTH (WJIM €€ YacCTH), CTaTbU C OCHOBHBIMH (DaKTHUECKUMH CBEJICHUSIMH U BbhIBogamu. Pedepar
SIBJISICTCSI TBOPUECKOM HMCCIIEIOBATENHCKONH pabOTON, OCHOBAaHHOM, MPEXEC BCEro, Ha U3yUYCHUH
3HAYUTCIIBbHOI'O KOJIMYECTBA H&y‘-IHOfI U UHOU JIATCPATYPHI IO TCME UCCIICAOBAHUS.

Harmmcanne pedepara umcmonb3yercs B y4eOHOM MpoIecce B IESIX MPHOOPETCHHS
oOyJarmuMcss Heo0X0quMoi MpodecCHOHABHON TMOATOTOBKH, PAa3BUTHS YMEHHS M HaBBIKOB
CaMOCTOSITENIbHOTO HAY4YHOIO TOWCKA: HM3Y4YEeHMsI JUTepaTyphl MO BBHIOpPAHHOI TeMe, aHaIu3a
PAa3IMYHBIX HMCTOYHHUKOB W TOYCK 3pCHMUA, O606H_[€HI/I$I MaTtcpualia, BBIACICHUSA TJIABHOIO,
dbopmyaupoBaHus BBIBOAOB M T.M. [Iporecc Hamucanusi pedepara BKIIOUYAET: BHIOOP TEMBI;
noa00p HOPMATHUBHBIX aKTOB, CIECLUAIBHOM JUTEPAaTyphl U MHBIX WCTOYHHUKOB, X H3yYCHHE;

38



COCTaBIICHHE TUIaHA; HAMHUCAaHHE TEKCTa paboThl W €€ OQOpMIICHHE, YCTHOE W3II0KECHUE
pedepara.

Pedepatsl numryres mo Hambomee akTyalbHBIM TeMaM. B HUX Ha OCHOBE TIIATEIHLHOTO
aHayM3a U 0000IIEeHUsI HaAyYHOTO MaTepuaja COMOCTABISIOTCS pa3iMyYHbIe B3IJISIbI aBTOPOB U
ompesensercss COOCTBEHHAas MO3WIMSA OOYYaroIIerocs ¢ M3JI0KEHUEM COOTBETCTBYIOIIMX
apryMeHToB. TeMbl pedepaToB IOJKHBI OXBaThIBaTh U AMCKYCCHOHHBIE BOMpPOCH Kypca. OHu
NpU3BaHbl OTpPaXkaTh IMIEPEIOBbIC HAy4yHBIC UACH, 0000MATh TEHACHIMH MPAKTUIECCKOU
NESTENIbHOCTH, YUUThIBAs IPU 3TOM M3MEHEHHS B TEKYILEeM 3akoHoaarenbcTBe. OOydarommuiics
NpHU KETaHUU MOXKET caM MPEJIOKUTh Ty WKW UHYIO TEMY, IPEABAPUTEIILHO COIJIACOBAB €€ C
Hay4YHBIM PYKOBOJUTEIIEM.

Copmepxanne pedepara oOydaIONIUICS OKIAIbIBAET B OTBEACHHOE [UISI ATOTO
npenojaBaTesieM BpeMsi Ha NpPaKTHUECKUX 3aHATUsX. [IpenBapuTeNbHO MOATOTOBUB TE3UCHI
nokiana, oOywaromuiicss B TedeHue 7 - 10 MHHYT JODKEH KpPaTKO H3JOKUTh OCHOBHBIC
MOJIOXKEHUS CBoer paboThl. [locne mokiama aBTOp OTBeYaeT Ha BOIPOCH aynuTopuu. Ha ocHoBe
o0cyxeHusT 00yJaroIeMycsl BEICTABIISIETCS COOTBETCTBYIOIIAS OIICHKA.

Memoouueckue pexomenoayuu 01 NOO20MOBKYU K 3a4emy

[IpomesxyTouHast arTecTanus Mo AMCUUIUIMHE MPOBOIUTCA B hopme 3aueta. OCHOBOM JIs
onpezeNieHusT  OLEHKH  CIY)KUT  ypOBEHb  YCBOGHMsS  OOydaloIIMMHUCA  MaTepuana,
MPEeIyCMOTPEHHOTO paboueil mporpamMmol AWCHHUILIUHBL K TPOMEXYTOYHOW aTTecTanuu
JOTyCcKaroTcss oOydaroruecsi, HaOpaBmue 36 u Oosiee OamIoB IO HWTOTaM TEKYIIETO H
IPOMEXyTOUHOro KOHTpoJsi. Ha 3auere oOyuaromuiicst MokeT HaOpaTh 110 25 6asioB.

B neproa moAroToBkH K MPOMEKYTOYHOW aTTecTalluu 00ydaroluecs BHOBb 0OpaIiaroTcs
K y4eOHO-METOJMUECKOMY MaTepUaly U 3aKpeIUIIOT IPOMEKYTOUHBIEC 3HAHUSL.

[TonroroBka oOy4aroiierocs K MpOMeKyTOYHON aTTeCTalliy BKIIIOYAEeT TPH dTara:

— CcaMoCTOsATeNIbHAs paboTa B TEUEHUE CEMECTPa;

— HENOCPEJCTBEHHass  IMOATOTOBKAa B JHM,  IMPEIUIECTBYIOLIME  IPOBEJIEHUIO
IIPOMEKYTOUYHOM aTTECTallMU IO TEMaM Kypca;

— BBIIIOJIHEHUE 33JaHUIl HENOCPEICTBEHHO B XOAE MPOBEACHUA IPOMEKYTOUHOU
aTTECTaIUU.

Ha npomexxyTouHyl0 aTTecTaluio BBIHOCUTCS MaTepuan B 00beMe, MpeayCMOTPEHHOM
paboueil mporpaMMoil JTUCHUIUTUHBI 3a cemecTp. [IpoMexyTodyHas arTecTanusi IPOBOIUTCS B
YCTHOM WJIM TMCbMEHHOU (hopme.

Benymuii nmpenoaBaTenb COCTaBISIET KOMIUIEKT OUIETOB, KaXK/IbI M3 KOTOPBIX BKJIFOYAET
B ce0s NBa 3aJaHMsl, HAMpaBJICHHBIX Ha OLEHKY C(HOPMUPOBAHHOCTH PE3yJIbTAaTOB OOyUEHUs
(3HAHMI, YMEHHI U HABBIKOB).

CopepxaHue OAHOTO OHUIeTa OTHOCUTCA K Pa3IMYHbIM pa3/ieiaM MPOrpaMMBbl C TeM, YTOObI
0oJiee TOJTHO OXBATUTh MaTepuai yueOHOM MporpaMmBbl.

Kpume UU OYEHKU Kavecmea OC60EHUA ducuunﬂqul

bannsr
N . | Pesynprar N
(pedTHHTOBOMA TpeboBanus K YPOBHIO OCBOCHHSI KOMIICTCHITHF( 1)
OCBOCHUS
OTICHKH)
WNuaukaTop MocTHRKEHUS KOMIETSHINHU () 0CBOEH(BI) MTOJIHOCTBIO.
OOy4Jaromuiicsi: WMEeT IEJIOCTHBIE, CHCTEMHBIE 3HAHUS, YMEeT
BBIETISITH TJIABHOE WM BTOPOCTENEHHOE; JAeT YETKHUE OIpeAeNCHHs
61-70 3adTeHo A p A bea

MOHATHIA; MOCJCIOBATEILHO U YBEPCHHO H3JIaracT MaTephall; MOXKET
MPUMEHSITh TPUOOPETECHHBIC 3HAHUS, YMEHUS M HABBIKU JIJISI PEIICHHUS
mpo(heCCHOHAIBHBIX 33a4

WHaukaTop MOCTIKEHHS] KOMITETCHITMH(H) OCBOCH(BI) YACTHYHO.

OOyuaromuiics: UMeeT pa3pO3HEHHBIE 3HAHUS; IOMYCKaeT HerpyOble
36-60 He 3auteHo | ommOKM M HETOYHOCTH B ONpEACICHUM TOHATHH; 3aTpynHSeTcs B
M3JI0KCHNN MaTepuaa; AOIyCKaeT IpyOble OMMOKK MU MPUMEHEHHN
NpuOoOpPEeTEHHBIX 3HAHUM, YMEHWH W HABBIKOB B  pEIICHUH

39




po(heCcCUOHATBHBIX 33129

WNHaukaTop TOCTHKEHMSI KOMIICTCHIHH(H) HE 0CBOCH(BI).
OOy4aromuiics: uMeeT pa3po3HCHHBbIC, OCCCUCTEMHBIC 3HAHUS, HE
yMeeT BBLICISTH TIaBHOE W BTOPOCTEINICHHOE; JIOMYCKAaeT TpyOble
0-35 Hemomyck | ommOKH B ompeneeHuH MOHITHMA, HCKaKaeT X CMBICIT;, OeCIIOPSIT0THO
M HEYBEPCHHO WU3JaraeT MaTepuaj; HE MOXET NPUMCHSIThH
MPUOOpPETEHHBIC 3HAHUS, YMEHUS W HAaBBIKM JUJIS  PEIICHUS
mpo(heCCHOHAIBHBIX 33a4

Memoouueckue VKA3aHUuA no npoee()enu;o pPA3TUYHbIX VU€5Hle 3aHAMUL, K KYDCOBOMY
NPOEKMUPOBAHUIO U OPV2UM BUOAM CAMOCHOAMENbHOU Da60mbl

Memoouueckue pekomenoayuu npu pabome Ha0 KOHCNEKMOM 80 8peMsl NPOGeOeHUsl TeKYUU

B npomecce JEKIMOHHBIX 3aHATHH 1e1IeCO00pa3sHO KOHCHEKTUPOBATh  y4eOHBIN
MmaTepuai. [ 3Toro UCHoIb3yIOTCS O0ILIUE U YTBEPIAUBIIUECS B MPAKTUKE IPABUIIA, U IPUEMbI
KOHCIIEKTUPOBAHMS JICKIU:

KoncnektupoBanue JIEKIUA BEAETCA B CIEHHAIBHO OTBEICHHOW MJIA 3TOr0 TETpaiM,
KWK JUCT KOTOPOM JOJDKEH HMETh TMOJs, Ha KOTOPBIX [EJaloTCs TIOMETKU U3
PEKOMEH/IOBAaHHOW JIUTEPATYPBI, JOMOJHSIOIMIME MaTepral MPOCIYIIAHHOW JIEKIIMH, a TaKkKe
MOTYEPKHUBAIOIINE OCOOYIO BAXKHOCTh TE€X WJIM UHBIX TEOPETUUCCKUX MOTOKCHHIA.

[lenecooOpa3Ho 3amuckIBaTh TEMY U IUJIaH JIEKIHM, pEKOMEHAYEMYIO JIUTEPATYPY K TEME.
3anucu paszienoB JIEKIUU JOHKHBI UMETh 3arojIOBKH, IMOA3arojIOBKH, KpacHble CTpoku. s
BBIJICJICHHSI PA3JI€JIOB, BBIBOJIOB, ONPEICIICHHUM, OCHOBHBIX UIEH MOYKHO HUCIOJIb30BATh LIBETHBIC
KapaHJamu 1 GaoMacTepsl.

HazBannble B JeKIIUU CCHUIKM HA MEPBOMCTOYHUKU HAJI0 IOMETUTH HA MOJISIX, YTOObI IPH
CaMOCTOSITENIbHOM paboTe HAWTH W BHOUCAaTh HWX. B KOHCHEKTE [OCIOBHO 3alHCHIBAIOTCS
OTIpeNIeTICHUsI TOHATHI, KaTeropuid u 3akoHOB. OCTaJbHOE MOKHO OBITh 3alMCAaHO CBOUMU
CJI0BaMH.

Kaxxnomy crymeHTy HeoOXoauMo BbIpabOTaTh M HUCHOIB30BAaTh  JIOIMYCTUMBIC
COKpaleHus: HanboJiee paclpoCTPaHEHHBIX TEPMUHOB U TIOHATHH.

Memoouueckue peKOMeHdauuu 10 N0020MOBKe K NPAKMUYECKUM 3AHAMUIM

[IpakTuueckre (CeMUHApPCKUE) 3aHATHS — COCTaBHAas dYacTh Y4eOHOro Tporiecca,
rpymmoBas (opMa 3aHATHIA TPU aKTHBHOM YYacTHH oOydarommxcs. [IpakThdeckuwe 3aHsATHS
CIOCOOCTBYIOT yIiyOJIEHHOMY HM3YYCHHIO HauOojee CJIOXKHBIX MpoOjeM HAyKH M CIIyXKaT
OCHOBHOM (OpMOH TOJBECHUS HMTOTOB CaMOCTOSTEIBHOW paboThl oOywaromuxcs. llenbro
NPAaKTUYECKUX 3aHATUH SBJISETCA YIIyOJieHMe U 3aKpeIuIeHHe TEOPEeTUYECKUX 3HAHHM,
MOJTYYCHHBIX 00YYarOIIUMUCS Ha JICKIHIX U B TPOIIECCE CAaMOCTOSTEIHLHOTO U3YUCHHS YIeOHOTO
marepHania, a, cJae0BaTeabHO, OPMUPOBAHUE Y HUX ONPEIACICHHBIX YMEHUH U HABBIKOB.

B xone MOArOTOBKM K CEMHWHApCKOMY 3aHSATHIO HEOOXOIMMO IPOYUTATH KOHCIIEKT
JIEKIIMM, HU3Yy4YUTh OCHOBHYIO JINTEPATypy, O3HAKOMHUTHCS C JOIOJHHUTEIBHOM JIUTEPATypoOi,
BBIIIOJIHUTh ~ BBIIAHHBIE —MpPEMoJaBaTelieM NpakThdeckue 3amaHusi. llpu d3ToM  ydecTh
peKOMEHJAlMU TpenojaBareiast U TpeOoBaHUs MporpaMmel. JlopabaTbiBaTh CBOM KOHCHEKT
JICKIIMH, Jieasi B HEM COOTBETCTBYIOIINE 3AIIMCH U3 JINTEPATYPHI.

KenareapHo npu IIOATOTOBKE K MPAKTUYCCKUM 3aHATUAM 10 JUCHUIIIINHEC
OJTHOBPEMEHHO HCIOIB30BaTh HECKOJIBKO NCTOYHUKOB, PACKPHIBAIOIINX 3aIaHHBIC BOITPOCHI.

Ha mnpaktuyeckux 3aHATHAX OOYydYarolIuecs ydarcsi TPaMOTHO H3JaraTh MPOOJIEMBI,
CBOOOJTHO  BBICKA3bIBAaTh CBOM  MBICIM H  CYXKICHHS, pPacCMAaTPUBAIOT  CHUTYaIlHH,
CIOCOOCTBYIOITUE PA3BUTHIO MPOPECCUOHATBHON KOMIETEHTHOCTH. ClielyeT UMeTh B BUAY, YTO
MOJTOTOBKA K MPAKTHYECKOMY 3aHSATHIO 3aBUCHT OT (OPMBI, MECTa INPOBEICHHUS CEMHHApA,
KOHKPETHBIX 3aJaHUi U MOPYYCHMA. DTO MOKET OBITh HalMCaHHWE JOKJIaaa, dcce, pedepara (¢
MOCJICTYIOIUM UX 00CYKJIEHUEM ), KOJUIOKBHUYM.
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Memoouueckue pekomenoayuu o Opeanu3ayUU camocmosamenbHol pabonol

Opranuzanys caMOCTOSITENIbHOM paboThl 1O JUCUUIUIMHE BKIIOYAeT —CIEAYIoLIee
KOMIIOHEHTHI:
3. CaMOCTOATENbHOE U3YYEHHUE TEM AUCIUILINHBI,
4. TloaroroBka pedeparoB MO MPEAT0KEHHBIM TEMaM.

CamocrosiTensHas paboTa 00yJaronierocs BKIOYaeT:

— W3y4ECHHE OCHOBHOM U JOIOJHUTEILHON JIUTEPATYPBIL;
— H3y4YeHHE MaTepHalioB MEPUOINYECKON MeYaTH U AJIEKTPOHHBIX PECYPCOB;
— TMOATOTOBKY K MPAKTUYECKUM (CEMUHAPCKHUM) 3aHSITHSIM;
— BBINIOJIHEHUE 33JaHUSI U TOATOTOBKY K €r0 3aIlIUTE;
— H3yYeHHe NMPOOJIEMHBIX CUTYallUi, HE UMEIOIINX OJJHO3HAUYHOTO PEIICHHUS,;
— TMOATOTOBKY K 9K3aMEHY;
— HHOUBUAyalbHblE M TPYNIOBBIE KOHCYIbTAllMM 1O Hauboyiee CI0XHBIM BOIPOCaM
JUCITUTUIAHBI.

TeopeTnueckuii mMatepuay Mo TEM TeMaM, KOTOpPbIE BBIHECEHbI Ha CaMOCTOSITENILHOE
U3y4eHHe, O0yJarouiuiicss mpopadaThiBaeT B COOTBETCTBUU C BOIMPOCAMHU ISl TIOATOTOBKH K
sk3aMeHy. IlakeT 3amaHuii 111 CaMOCTOSITENBHOM pPAOOTHI BBIAACTCS B HaJalle CEMECTpa,
OTIPEICTIAIOTCS KOHKPETHBIE CPOKM WX BBITIONHEHUS M Clayd. Pe3ynbTaTbl caMOCTOSTEThHOU
paboThl KOHTPOJUPYIOTCS IPENOAAaBaTeIeM M YUYUTHIBAIOTCA MPH aTTECTAllMM O0YyYaroIlerocs.
3amanus JUIsi CAMOCTOSTEILHOM pabOThI COCTABISAIOTCS, KaK MPAaBUIIO, TI0 TEMAaM M BOIIPOCAM, 110
KOTOPBIM HE TMPEAyCMOTPEHBbl ayAUTOpHbIE 3aHATUA, JHO0 Tpedyercs OMOIHUTEIHHO
npopaboTaTh W MpOaHAIM3HPOBATH PACCMATPUBACMBIN IMpErNoaBaTelieM MaTepual B oObeMe
3arJIaHUPOBAHHBIX YaCOB.

Jlyis 3aKperuieHuss TEOPETHYECKOTO MaTepuaia OOYJaroIIHecs BBIMONHSIOT Pa3iIndHbIC
3amanus (pedeparbl, qOoMamiHUE 3aMaHus). VX BBIMOJIHEHWE MPU3BAHO OOpPATUTh BHUMAaHHWE
oOyJaronuxcsi Ha HanboJiee CI0KHbIE, KIIIOUEBbIE U IUCKYCCUOHHbBIE aCeKThl H3y4aeMON TEMBI,
MOMOYh CHUCTEMATHU3MPOBATh U JIyYIlle YCBOUTH MPONACHHBIN MaTepuan. Takue 3agaHusi MOTYT
OBITh HCIIOJIB30BAHBI KaK JUIsl TPOBEPKU 3HAHMM OOy4aloIMXCcs IpenojiaBaTeieM B XOJe
MPOBEJICHUS 3aHATUH, a TAKXKE JIJIS1 CAMOIIPOBEPKU 3HAHUM 00YJarOIIUMUCS.

[Ipu camocTOsTENbHOM BBIIIOJHEHUH 3a/laHuil 00y4aroIIuecs MOTYT BBISIBUTH TOT KPYT
BOTIPOCOB, KOTOPBIH YCBOWIM CJIa00, W B JalIbHEHIIEM OOpaTUTh Ha HHUX 0CO0O€ BHHMAHHE.
KonTponb camocTosTensHOM paboThl 00y4JaronXcs MO BBHIOJHEHUIO 33/1aHUN OCYIIECTBIISAETCS
IpernojaBaTesieM ¢ IOMOIIBI0 BBIOOPOYHON U (PPOHTANBHOW MPOBEPOK HA MPAKTHUECKU
(cemuHapckux) 3aHATUAX. [Ipr HEOOXOAMMOCTH TOTOJHUTEIbHBIE KOHCYJIbTAIIUA MOTYT OBITh
Ha3HA4YeHbl [0 COTJIACOBAHHWIO C  TperojaBaTeieM B  WHIANBUAYAIBHOM  TOPSIKE.
CamocrosiTenpHas padoTa JoKHA HOCUTh TBOPUECKHI M TNIAHOMEPHBIN XapakTep.

Memoouueckue pekomendayuu no pabome c aumepamypou

Bcro nuTepaTtypy MOXKHO pa3lienuTh Ha YUYCOHHKUA M y4eOHBIC MOCOOMS, OpUTHHAIBLHBIE
Hay4Hble MOHOTpauYecKre UCTOYHHKH, HaydyHbIe MyOIMKalUK B MEepHOAUYecKor nevatu. M3
HUX MOJXKHO BBIACIUTh JIUTEPATypy OCHOBHYIO (PEKOMEHIYEMYIO), IOMOJHUTEIbHYIO U
JTUTEPaATypy ISl YTIyOIeHHOTO U3YICHUS TUCITUTUINHEI.

W3ydyeHne NUCHUIUIMHBI CleyeT HauyuHATh C y4eOHUKA, MOCKOJIbKY Y4YeOHUK — 3TO
KHUTA, B KOTOPOH H3JIOKEHBI OCHOBBI HAay4YHBIX 3HAHUW IO OIpPENEJICHHOMY IpEeIMETy B
COOTBETCTBUHU C LIETSAMH U 33/1a4aMH 00y4YeHHsI, YCTAaHOBJICHHBIMU MTPOrPaMMOiA.

[Tpu pabore ¢ nuTeparypoil HEOOXOAMMO YYHUTHIBATH, YTO UMEIOTCS Pa3JIMYHbIC BHIBI
YTEHUS, U KKl U3 HUX UCIOJIb3YETCs Ha OMPEEICHHBIX dTanax OCBOSHUs MaTepuaa.

IIpeosapumenvHoe YTeHUE HANIPABICHO HA BBISIBICHUE B TEKCTE HE3HAKOMBIX TEPMUHOB
M TIOMCK WX 3HAYEHHMS B CIPABOYHOM JuTeparype. B 4YacTHOCTH, NMpU YTEHUHM YKa3aHHOM
JUTEPATyphl HEOOXOAUMO MOIPOOHEHIIINM 00Pa30M aHAIU3UPOBATH TOHATHSL.
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Ck603HO€e umeHue TIpeANoNaraeT MpoYTEHNE MaTepraia oT Hadaia 10 KoHua. CKBO3HOE
YTeHHE JUTEepaTyphl U3 MPHUBEACHHOTO CIHMCKAa JAeT BO3MOXHOCTH CTYAEHTY CHOpPMHUPOBATH
CBO/JI OCHOBHBIX TOHSATHH U3 N3y4yaeMoi 00JacTH U CBOOOHO BIIAJIETh UMH.

Buibopounoe — Ha0b60pOT, UMEET 1IETBIO0 MOMCK U OTOOp MaTepuana. B paMkax maHHOTO
Kypca BHIOOpOYHOE YTEHHUE, KaK CII0COO OCBOEHUS COJEpKAHUS Kypca, JOJDKHO MCIIOIb30BaThCs
IPU MOATOTOBKE K MPAKTUYECKUM 3aHSATHUSM IO COOTBETCTBYIOIIUM pa3zeliaM.

Ananumuueckoe umeHue — 3TO KPUTHUECKUH paz0op TEKCTa C MOCIEAYIOIIUM €ro
KOHCIIEKTUpOBaHHeM. OCBOCHHME yKa3aHHBIX MOHATHHA OyneT HambOonee 3(QPEKTUBHBIM B TOM
ClIydae, eClM P YTEHUU TEKCTOB CTYIEHT OyleT 3a/1aBaTh K TUM TEKCTaM BOMpPOChL. YacTh u3
3TuX BompocoB chopmymupoBana B ®OC B mepeune BOMpocoB st codbecenoBanus. [lepeueHp
3TUX BOIIPOCOB OTPAHUYEH, IOATOMY Ba)KHO HE TOJIBKO COJIEpPKaHNE BOIIPOCOB, HO CaM IPUHLIHUII
OCBOEHUS JIUTEPATYPHI C TOMOIIIBIO BOIIPOCOB K TEKCTaM.

Lenbto uzyuaroweco 4TeHUs ABISETCS TNyOOKOE M BCECTOPOHHEE MOHHMMaHHE y4eOHOU
uH(popmanuu. EcTh HECKOJIBKO MPHUEMOB U3YYAaIOIIEr0 YTCHHUS:

4. YreHue 1o anroputMmy Ipennojaract pazouenue nHpopmanuu Ha OJOKH: Ha3BaHUE;
aBTOp; MCTOYHUK; OCHOBHAas HJes TeKCTa; (pakTHUecKuil MaTepual; aHalu3 TeKCcTa IyTeM
COTIOCTABJICHUS UMEIOIUXCS TOUEK 3PEHHUS [0 pacCMATPUBAEMbIM BOIIPOCAM; HOBU3HA.

5. IIpueM nocTaHOBKH BOIPOCOB K TEKCTY UMEET CIICIYIOIINI alrOPUTM:

— MEJUICHHO MPOYUTATh TEKCT, CTAPASICh MOHSATH CMBICI U3JI0)KEHHOTO;
— BBIJCIUTH KIFOYEBBIC CIIOBA B TEKCTE;
— TMOCTapaThCs MOHATH OCHOBHBIE UJIEH, MTOATEKCT U OOLIUIT 3aMbICeN aBTOpA.

6. Ilpuem Te3upoBaHMs 3aKIOYacTCs B (POPMYIMPOBAHUM TE3UCOB B BHUJE TOJIOKCHUH,
YTBEPKICHUM, BBIBOJOB.

K »TtomMy MOXHO 100aBUTHh U UHBIE TPUEMBI: MpHEM pePepupoBaHUs, PUEM
KOMMEHTHPOBAHUSI.

Memoouueckue pexomendayuu no Hanucanuio peghepamos

Pedepar — nokian Ha ompeneneHHYI TeMy, BKIIOYAIOIIUNA 0030p COOTBETCTBYIOIIUX
JUTEPATypHBIX W JIPYIHMX HCTOYHUKOB; KpaTKOe M3JI0KEHHE COJEepKaHUs HayyHOW padoThl,
KHUTH (W €€ 9acTH), CTaThl C OCHOBHBIMH (JaKTUUYECKHUMHU CBEJACHUSIMH M BhIBOJaMH. Pedepar
SIBJISICTCSI TBOPUECKOU HMCCIIEIOBATEIHCKONH pabOTON, OCHOBAaHHOM, MPEXEC BCEro, Ha U3yUYCHUH
3HAYUTENILHOTO KOJIMYECTBA HAYUYHON U MHOM JIUTEpATyphl IO TEME UCCIEIOBaHUSI.

Harmmcanne pedepara umcmonb3yercs B y4eOHOM MpoIecce B IESIX MPHOOPETCHHS
oOyJarmuMcss Heo0X0quMoi MpodecCuOHABHON TMOATOTOBKH, PAa3BUTHS YMEHHS M HaBBIKOB
CaMOCTOSITENIbHOTO HAY4YHOTrO TOWCKA: HM3Y4YeHMsI JUTepaTyphl MO BBHIOPAHHON TeMe, aHaIu3a
pPa3MUYHBIX UCTOYHUKOB M TOYEK 3peHHs, O0O0OIIeHUS Marepuala, BBIJCICHUS TIaBHOTO,
dbopmyaupoBaHus BBIBOAOB M T.M. [Iporecc Hammcanusi pedepara BKIIOUYAET: BHIOOP TEMBI;
no00p HOPMATUBHBIX aKTOB, CICHUATBHOW JUTEPATYPhl U MHBIX HUCTOYHHKOB, UX H3yUCHUE;
COCTaBJICHHE TIUJIaHA; HANUCaHHe TeKcTa paboTel U ee odOopMIICHHE, YCTHOE H3JI0KEHUE
pedepara.

Pedepatsl numyres nmo Hambosee akTyaldbHBIM TeMaM. B HUX Ha OCHOBE TIIATEIHLHOTO
aHaym3a ¥ 0000IIeHUsT HAYyYHOTO MaTepuasa COTOCTABIISIOTCS Pa3IMYHbIC B3IJISIBI aBTOPOB U
onpezensercss COOCTBEHHas MO3UIMS O0O0y4Yalollerocs C M3J0KEHUEM COOTBETCTBYIOIIMX
aprymMeHToB. TeMbl pedeparoB IOJDKHBI OXBAaThIBAaTh U AMCKYCCHOHHBIE BOMPOCH Kypca. OHU
Ipu3BaHbl OTpakaTb IIE€pPE/lOBbIE HayyHble UAeH, 00001IaTh TEHACHIMH MPAKTUYECKON
NESTENIbHOCTH, YIUTHIBasi IPH 3TOM M3MEHEHHS B TEKYIEM 3aKoHoAarenbcTBe. OOydaromuics
IpU JKETTAaHUM MOXKET caM MpPeIJIOKUTh Ty WM WHYIO TEMY, MPEABapUTEIHHO COIJIacoBaB €€ C
Hay4HBIM PYKOBOJIUTEIIEM.

Copepxanne pedepata oOydarolUiCsS TOKJIAIbIBA€T B OTBEACHHOE [UIsI ATOTO
npernojaBaresieM BpeMsi Ha MPAKTHUECKUX 3aHATHSAX. [IpenaBapuTesnbHO MOATOTOBUB TE3HCHI
JoKJIana, oOydarommiics B TedeHue 7 - 10 MUHYT HODKEH KPaTKO H3JIOKUTh OCHOBHBIC
MOJIOJKEHUs cBoel paboThl. [Tocne qokiiana aBTOp OTBEYAaeT HA BOIPOCH! ayauTopuu. Ha ocHOBe
o0cyxeHus: 00y4yaronieMycs BBICTAaBIISETCS COOTBETCTBYIOIIAs OIICHKA.
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Memoouueckue pekomendayuu 0 HOO20MOBKU K 3a4emy U IK3AMeHY

[IpomexyTouHas aTTecTanus MO JUCHUIUIMHE «J(OKyMeHTalllOHHOEe o0ecredyeHue
yIpaBiieHUs1 Ou3Hecom» rpoBoauTcs B hopme 3ayera (VI cemectp). OcHOBOM 11 OnpeaesieHus
OLICHKH CIY’KUT YPOBEHb YCBOCHHS OOyYaIOIIMMHUCA MaTepuaia, MpelyCMOTpeHHOro padoueit
nporpaMMoil aucuuiuiHel. K 3adery nmomyckaiorcs oOydaromuecs, HaOpasme 36 u Gonee
0aJJIoB MO WTOraM TEKYIIEro W MPOMEKYTOYHOro KoHTposisi. Ha 3auere oOyuaromuiicss MoxeT
HaOpatp 10 25 GayioB.

B mepuon moaroroBku Kk 3adery oOydJaroniuecss BHOBb oOpamarorcs K y4eOHO-
METOAMYECKOMY MaTepually U 3aKpEIUISIOT MPOMEXYTOUHbIC 3HAHUS.

[ToaroroBka oOy4aroierocs K 3a4eTy BKJIIOYAET TPU dTarna:

— CcaMoCTOsATeNbHAs paboTa B TEUEHUE CEMECTPa;

— HEMOCPEICTBeHHAas] MOJArOTOBKAa B JHH, MPEIIECTBYIONIME 3a4eTy M 3K3aMEHYy IO
TeMaM Kypca;

— BBINOJIHEHUE 3aJaHUi HEMOCPEACTBEHHO Ha 3ayere, M MOJArOTOBKa K OTBETYy Ha
9K3aMEHALMOHHBIE BOIIPOCHI.

[Ipyn moaroToBke K 3ayeTy OOydaroIIUMCS IEIeCOO0pa3HO HCIONb30BaTh MaTepHAaIbI
JICKIIMiA, TPaKTUYeCKHe padOoThl, BHIMOIHABIINECS B TEUCHUE CEMECTPa, HOPMATUBHBIE ITPABOBbIC
aKThbl, OCHOBHYIO U JIONIOJHUTENIbHYIO JINTEPATYPY.

Ha 3ager BpiHOCHTCS MaTepuan B 00beMe, MPEIyCMOTPEHHOM paboueil mporpammoii
JUCIUIIMHBI 32 cEMeCTp. 3aueT MPOBOIUTCS B MUCbMEHHOU (hopMme.

IIpy mpoBeieHUHW 3aueTa BEAYLIMH IperojaBaTellb COCTABISET KOMIUIEKT OHWIIETOB,
KXl U3 KOTOPBIX BKIIIOYAET B ceOsl:

— Tteoperudeckoe 3amanue (mo 10 6amnos);
— mpakTudeckoe (KOHTPOJIbHOE) 3a/laHue (3a1auy WK cutyanuro) (1o 15 6amios).

Conepxanue OgHOrO Omiera OTHOCHTCA K pa3iMyHBIM pasfesiaM MpOrpamMMbl C TEM,
4yTOOBI OOJIee MOJIHO OXBAaTUTh MaTepuan yueOHoU muctumuuHbl. [Ipu mpoBeneHuu 3adera Ha
BBITIOJIHEHHE Pa0OThI OTBOAUTCS 45 MUHYT.

8. Mamepuanvno-mexnuueckoe odecneuenue OUCUUNIUHBL (M0OYJ1:1)

8.1. Tpebosanus k MmamepuairbHO-MeXHUYECKOMY 0becneyeHuIo

[lepeuenr MaTepHUaTbHO-TEXHUUYECKOTO OOecredeHHs] AUCHMILIUHBI BKJIIOYAeT B ceOs
CIEIMAlIbHBIE TTOMEINEHUsl I TPOBEACHUS 3aHSITHN JICKIIMOHHOTO W CEMHHAPCKOTO THIIA,
TPYNNOBBIX M WHAMBUAYAJIbHBIX KOHCYNbTALUN, TEKYIIErO0 KOHTPOJS U MPOMEXKYTOUHON
aTTeCTalliH, a TAaK)Ke MMOMEIIEHUS JUISI CAMOCTOSTETTLHOM paOOThI ¥ TIOMEIICHHUS Il XpaHEHUS U
PO UITAKTHIECKOTO oOcTy>)KUBaHUS 000opyT0OBaHUs. CnenunanbHbIC MTOMEIICHHS
YKOMIUIEKTOBaHbI CHEIUAIM3UPOBAHHON MEOENbI0 M TEeXHHUYECKHMMH CpPEICTBAMHU OOYYCHHSI,
CILy’KallluMU JJIs IpeJICTaBIeHNus HHpOopMauy OOIBIION ayIUTOPHH.

Jlis  mpoBemeHUsT 3aHATHH  JIGKIIMOHHOTO THUIA HWMEIOTCS  JIEMOHCTPAIMOHHOE
obopynmoBanne u ydeOHO-HarBsiAHBIE Tmocobus. [lo mucnmmmmbae «JloKyMeHTaIlMOHHOE
oOecrieueHre yIpaBlIeHUsT OM3HECOM» HMMEIOTCS MPE3CHTAllMU 10 OTACIbHBIM TeMaM Kypca,
MO3BOJIsIIOIINE Hanbosee Y(pPEeKTUBHO OCBOUTH MTPEICTABIICHHBIN yUeOHBIN MaTepHall.

[Tpu npoBeneHN 3aHATHH JICKIIMOHHOTO THUIA/CEMUHAPCKOTO THUTIA UCTIONB3YIOTCSI:

® JIUYEeH3UOHHOE NPOSPAMMHOe oDecneyeHue:

— makeT opucHOro mporpammuoro obdecrneuenus P7-Oguc.Ilpogeccuonanvruiii
(eckmonuas eepcus);

— JUIEH3US Ha IPOoTrpaMMHOe 00ecrieueHne CPEICTB aHTUBUPYCHOMU 3aluThl Kaspersky
Endpoint Security ons 6usneca — Cmanoapmusiii Russian Edition;

— TIPaBO HUCIOJIB30BAHMSI IPOTPAMMHOI0 0OECIeUeHHUs IS IJIaHUPOBAHUS U TPOBEICHUS
OHJIAMH-MEepPONPUATUH (TPAHCISLMIA, TETIEMOCTOB/ ayAHO-BHICOKOH(EpeHInil, BEOMHAPOB)
Webinar Enterprise TOTAL 150 yuacmruuxos;

® c80000HO pacnpocmpansemvie NPOCPAMMbL:
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Iporpamma-apxmusarop 77Z;

nHTepHEeT-Opay3epsl Mozilla Firefox, Yandex;
UHGOpMAYUOHHBLE CNPABOYHBIE CUCTEMBL:
«Koncynprantlmocy. — URL: http://www. consultant.ru
«"apanT» (B cBoOomHOM noctyne). — URL: http://www.garant.ru

8.2. Ocobennocmu peanuszayuu OUCYUNIUHBL OJis1 UHBATUOO08 U JIUY C O2PAHUYEHHbIMU
B03MOACHOCMAMU 300POBbS

Jlns oOydaromuxcsi ¢ OorpaHMYE€HHBIMU BO3MOXKHOCTSIMH 3/10POBbsI CO3aHbl CIIelUaIbHbIE
YCIOBUSL JUIsl TIONy4deHUss o0Opa3zoBaHus. B 1mensx JOCTYMHOCTH TOMYy4YEHHUS BBICIIETO
o0Opa3oBaHusl 10 00pa3oBaTENIbHBIM IMPOrpaMMaM HHBAIMJIAMU U JIMLAMU C OTPaHMYEHHBIMU
BO3MOXKHOCTSIMH 3/I0POBbsI YHUBEPCHUTETOM 00€CIIEUNBACTCS:

1. AnpTepHaTUBHAS BepcHs OpHUIIMAIBHOTO caiiTa B ceTn «IHTEepHET» 1715 CIIa00BU AN

2. JInst UHBAJIMIOB C HAPYUICHUAMH 3peHUs (caboBUAALINE, CIICIbIE):

—IpPUCYTCTBHE ACCUCTEHTa, OKAa3bIBAIOIIEr0 O0O0ydYarolmeMycsi HEoOXOAMMYIO TOMOIIb,
nyOnupoBaHUe BCIyX CIPAaBOYHON HMH(OpMAaNMKU O pacluCcaHUU Y4eOHBIX 3aHSATUI; HaTU4Me
CPEACTB JUIsl YCWJIEHUS OCTAaTOYHOTO 3peHHs, OpaijieBCKOW KOMIBIOTEPHOW TEXHMKH,
BUJICOYBEIMUUTENEH, TMPOrpaMM HEBU3YaJlbHOTO JOCTylna K HH(OpManuu, MOporpamMmm-
CHUHTE3aTOPOB PEUH U JPYTUX TEXHUUYECKUX CPEACTB MpHeMa-niepenaun yaeOHoi nHpopMaluu B
JOCTYMHBIX (opMax A 00y4aroIIUXCs C HapyUICHUSIMU 3PEHUS,

—3aJ]aHus 171 BBITIOJTHEHUS HA DK3aMEHe/3a4eTe 3aUUTHIBAIOTCS aCCHCTEHTOM;

—NUChbMEHHBIE 3aJjaHMsl BBIMOJHAIOTCS Ha Oymare, HaJUKTOBBIBAIOTCS ACCUCTEHTY
o0ydJarommmces;

3. Jnsg WHBAIMIOB W JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBSI TIO CIyXY
(cmabocrnpIniamue, TIyxue):

—Ha 3K3aMeHe/3aueTe MPUCYTCTBYET ACCHUCTEHT, OKA3bIBAIOIIUI CTYICHTY HEOOXOAUMYIO
TEXHUYECKYI0 TIOMOIIb C YYeTOM WHAMBHAYAJIbHBIX OCOOCHHOCTEH (OH TOMOTaeT 3aHATh
pabodee MecTO, MepeaBUTaThCA, IPOUUTATh U 0GOPMUTH 33JaHKE, B TOM YHUCIIE 3alUChIBasl O]
TUKTOBKY);

—dK3aMeH/3a4eT MPOBOIUTCS B MUCHbMEHHOH (opMme;

4. Jlns WHBAaNUAOB U JIML C OrPAaHUYCHHBIMH BO3MOKHOCTSIMH 3J0POBbS, HMEIOLINX
HAPYIICHUS OTIOPHO-IBUTATEIHHOTO armapara:

—CO3/1aHbl  MaTepHabHO-TEXHUYECKUE  YyCJOBHS, O0OecleyrBalouie BO3MOXHOCTh
OCCIPEMmATCTBEHHOTO JOCTyNa OOyJaronuxcsi B y4eOHBIC IMOMENIEHUs, OOBEKTy THTaHMUS,
TyalleTHbIE W JpyTue TOMEIICHUsS YHHBEPCUTETa, a TakkKe MpeObIBaHUS B YKa3aHHBIX
NOMEIIEHUAX (HaJu4ue pacIIMpPeHHBIX JBEPHBIX IPOEMOB, TMOpPYyYHEH U  JOPYIrHux
npucnocoOi1eHui);

—NUChbMEHHBIE 3aJaHUSl BBIMOJHSIIOTCS HA KOMIBIOTEPE CO CHEIHATIN3UPOBAHHBIM
IPOrpaMMHBIM 00€cTIeYeHUEM WIIM HAIUKTOBBIBAIOTCS ACCUCTEHTY;

—TI0 KeJIaHUI0 00YJaroIIerocs SK3aMeH/3a4eT MPOBOAUTCS B YCTHOU (hopme.

OOyyaronuecss U3 4Mcia JUI[ C OTPAHUYECHHBIMUA BO3MOYKHOCTSIMHU 3[IOPOBBSI 00€CIIEUEeHBI
3IEKTPOHHBIMUA 00pa30BaTeIbHBIMU pecypcaMu B (popmax, aJanTUPOBAHHBIX K OTpaHUYEHHUIM
UX 310pPOBbSL.
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MamepuaﬂbHO-mQXHuQQCKOQ obecneuenue ducuunﬂqul
OCPAHUYERHBIMU BO0ZMONCHOCMAMU 3()0p06bﬂ

0Nl UHBAIUOO8 U JUY C

HaunmenoBanue
CHELUAIBHBIX TIOMEIEHUI
M IIOMENIEHNUH TS

OCHaHIeHHOCTI) CHelHaIbHBIX TOMELIEHUHN 1
MOMEIIEHUH JJ1s1 CAMOCTOSITEILHOM pa6OTBI

ITepeyensb TUIIEH3MOHHOTO
MPOTPaMMHOT0 0OECTICUeHUsI.
PexBU3UTHI TOITBEPIK 1AOILIETO

CaMOCTOSITETIbHOM PabOTHI JOKYMEHTa
Aynuropus nis Kommnekr yueGHO# Mebemn: [poayxret MICROCOFT
CaMOCTOSITeTILHON pabOThl | - CTOJIBI M CTYJbsI I oOyuaronuxcs (3 (Desktop Education ALNG
1 KOJUIEKTUBHOTO KOMILIEKTA); LicSaPk OLVS Academic

MOJIb30BaHUS
CHenHaIbHBIMU
TEXHUIECKUMHU
CpeIcTBaMH ISl O0yUCHHUS
nuBauaoB U auil c OB3 B
KBI'Y, aynutopust Ne 145
(I'maBnb1ii kopmyc KBI'Y)

- CTOJI TSl HHBAIHIOB-KOJISICOUHHUKOB (1
IIT.);

- KOMIIBIOTEP C MOJKITIOYCHNUEM K CETU U
IpOrpaMMHEIM obecrieueHueM (3 mr.);

- CHenyaNbHast KJIABHATypa (C yBEIHNICHHBIM
pa3MepoM KIIaBHII, CO CHEIHATBEHON
HaKJIaJKOM, OrpaHUYMBAIOLIEH ClTydaliHOe
HaxkaThe coceanux knasum) (lmr.);

- IPUHTEP IS TIeYaTH pelibePHO-TOYCTHBIM
mpudrom bpaiinsg VP Columbia (1 mT.);

- IOPTATUBHBIN TaKTUIBbHBIN JUCIIICH
Bpaiins «Focus 14 Bluey» (coBMecTUMBIi ¢
IUTAHIIETHBIMU YCTPOHCTBAMH,
cmaptdonamu u 1K) (1 mrT.);

- OymMara Juist e4aTy pesbeHO-TOUSHUHBIM
mpugToM bpaiins, coBMecTUMOro ¢
npuaTepoM VP Columbia;

- BUICOYBEJIMYUTENb MOPTaTUBHBIN HV-
MVC, nuaronains 3kpana — 3,5 mioiima (4
IT.);

- CKaHHUPYIOIIAsl ¥ YATAIOIIAS MaIlliHA
SARA-CE (1 mr.);

- JUKOMCTHK KOMIIBIOTEPHBIN
aJlanTHPOBAHHBIN, OeCPOBOAHOM (3 mIT.);

- 6ecnipoBoHast Bluetooth rapauTypa ¢
KOCTHOM npoBoauMocThio «AfterShokz Trekz
Titanium» (1 mwr.);

- POBO/IHASI TAPHUTYPA C KOCTHOM
npoBoauMOcCThIO «AfterShokz Sportz
Titanium» (2 mwr.);

- mpoBoaHas rapautypa Defender (1 mit.);

- MepcoHaNTbHBI KoMmMyHuKaTop EN-101 (5
IT.);

- CHENUANBHBIC KIIABUATYPHI (C
YBEIMUYCHHBIM Pa3MepOM KIIaBHUIII, CO
CIIEMATBHON HAKIIAJAKOM, OrpaHUYMBAIOIIEH
CilydaifHOe Ha)kKaThe COCEeIHUX KIIaBHIL);

- KJIaBHATypa alalTUPOBAHHAS C KPYITHBIMHA
KHOIIKaM¥ + TUIACTHKOBAs HAKJIA/IKA,
paszensionias kKiaBuiuy, becipoBoanas
Clevy Keyboard + Clevy Cove (3mT.);

- JUKOUCTHK KOMITbIOTEpHBIH Joystick
SimplyWorks 6ecnipoBognoii (3miT.);

- HOyTOYK + IpUCTaBKa LISl aifi-TPEKUHTA K
HOoyTOYKY PCEye Mini (1 mir)

Edition Enterprise) moamucka
(Open Value Subscription) Ne
V 2123829.

Kaspersky Endpoint Security
Cranmaptablii Russian Edition
Ne muuensuu 17E0-180427-
50836-287-

197.

[Iporpammsr 1u1st cozanus U
pEeNaKTHPOBAHUS CYOTUTPOB,
KOHBEPTHUPYIOLIEE peyb B
TEKCTOBBII U KECTOBBIN
(dbopmMaTsl Ha KpaHe
KOMIIbIOTepa: MakpocopT
JIUKTENT:

https://dictate.ms/, Subtitle
Edit, («Cypmodon»
(becrutaTHbIC).

[Iporpamma HEBU3yaTbHOTO
JOCTyIa K HHPOpMaIUy Ha
sKkpane kommblotepa JAWS for
Windows (6ecrutatHast).
[IporpaMma 1yist 4TEHUS BCIyX
TekcToBBIX (paitnoB (Tiger
Software Suit (TSS)) (Homep
munen3un 5028132082173733).
[IporpamMma sKpaHHOTO
JIOCTYIA C CHHTE30M peuu IS
CIIETIBIX U CITa0OBUASAIINX
(NVDA) (6ecrnaTtnas)
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9. JIuct n3MeHeHM il (JOMOJTHEHUIH)

B padoueil mporpamMmMe JUCUMILIMHBI (MoxyJisl) «/JlokymeHTaumoHHOe o0ecneyenune
ynpasJieHHsi OM3HecOM» M0 HanpaBjeHHI0 noarorosku 38.03.01 Dxonomuka,
HaNpaBJeHHOCTh (MpopunJib) «bU3Hec-aHAJIUTHKA U IKOHOMHUYECKAs 0€3011aCHOCTb)
Ha 2024 - 2025 y4yeOHbIii ro1

Ne ni/m daemenT (myHkr) PII/I IlepeyeHb BHOCHMBIX IIpumeuanue
U3MeHEeHU (10NO0JTHEeHMH)

Obcyscoena u  peKomMeHO08aHA HA 3Ace0aHuu  Kageopvl IKOHOMUKU U  YUEemHO-

anailumu4yecKkux unqbopmauuon%zx cucmem

NpoTOKOJ Ne  OT « » 20 1.

3asedyrowuii kageopoti A.X. uoos
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IIpunoxenne 1

IlIkana oyenueanun naanupyemoix pe3yibmamos 00yueHus

Texywuii u pyoescuvlit KOHmMpPOJib

Cemectp [IIxaa oleHUBaHUS
0-35 6amnoB 36-50 6amioB 51-60 GamwioB 61-70 GamioB

VI YactuuHoe nocenienne | [lonHoe wnu gacTUYHOE IlonHoe vnn IlonHoe nocenicHue
AyJTUTOPHBIX 3aHATUH. MOCEeIlIeHNE ayTUTOPHBIX | YACTUYHOE MOCEIIEHUE | ayJUTOPHBIX
HeynonerBoputenbHoe | 3ansaTuil. YactuuHoe ayJIUTOPHBIX 3aHATUH. 3aHSATHIA.
BBIITOJIHEHHE 3aJaHUI BBIITOJIHEHHE U 3aI[UTa Ilonnoe BemmonHenue u | IlonHOE BEIOIHEHKE
Ha MPaAKTHYECKUX 3aaHUH Ha 3alnUTa 3aJaHuH Ha W 3allliTa 3aaHui Ha
(ceMUHapCKHX) MPaKTUIECKUX TPaKTHIECKUX MPaKTUIECKUX
3aHaTHsIX. [lmoxas (ceMHHApCKUX) 3aHATHIX. | (CEMHHAPCKUX) (ceMUHApCKHX)
MOArOTOBKA K OaiuibHO- | BeImonnenue 3aHIATHAX. 3aHATHAX.
PEUTHHTOBBIM KOHTPOJBHBIX padoT, Brimonnenue Brimonnenue
MEPOTIPUSATHSIM. TECTOBBIX 3aJaHUM, KOHTPOJBHBIX padoT, KOHTPOJBHBIX padoT,
OOyuaroniuiics He OTBETHI Ha KOJUIOKBUYME TECTOBBIX 3aJaHUM, TECTOBBIX 3aJaHUM,
JIOITYCKaeTcs K Ha OLICHKHU OTBETHI HA OTBETHI HA
MPOMEKYTOUHON «YIOBIIETBOPUTEIBHO. KOJUIOKBHYME Ha KOJUIOKBHYME Ha
aTTecTallil OIICHKHU «XOPOIIIO» OLICHKH «OTJIMYHO

Ilpomesricymounwtit KOHmpoJip
Cemectp [IIxaJa oleHUBaHUS
He 3aureno 3auTeHo
(36-60 6anoB) (61-70 6anmoB)
VI OoOyuatonquiics umeer 36-60 OawioB | OOyuaromimiics umeet 36-50 6ayUIOB MO UTOraM TEKYILEro U

0 HWTOTaM TEKyHmero u pyOeKHOro
KoHTpoJisi. Ha 3avere He BBINOJHUI
TEOPETHYCCKOE U IPAKTHYECKOE
3amanus. [lo uroraMm mMpoMeXyTOYHOTO
KOHTpOJIs moy4w 0 6amos.

PyOSXKHOTrO KOHTPOJSI, HAa 3a4eTe MOJHOCTHEO BBHIMOJIHUII
NPaKTUYEeCKOC  3aJaHMe W YacTH4YHO  (TOJIHOCTBIO)
TeopeTHdeckoe 3amaHue. [lo UTOraM MPOMEKYTOYHOTO
KOHTPOJIs 1oyumni ot 11 o 25 6amnos.

Ob6yuatommiicss umeet 51-60 6ayUTOB MO UTOTAM TEKYIIEro U
PYOEKHOTO KOHTpPOJIA, HA 3a4eTe BBITOIHIII ITOJHOCTBIO
TEOPETHYECKOe 3aJlaHie WM YaCTUIHO BBITIOJHWI 00a
3amanud. [lo uroram mpoMeXyTOYHOTO KOHTPOJIS TTOITYUHII
or 1 mo 10 OayutoB.

Obyuatomemycst, uMerormiemy 61-70 06ammoB mo wroram
TEKYIIEr0 ¥ PyOEKHOTO KOHTPOJIS, BBICTABISICTCS OTMETKA
«3auTeHO» 0€3 clauu 3avera.
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IIpunoxenne 2

Kpumepuu OUEHKU Kauecmea 0C60eHuUA 0ucuunﬂunbl

bannet
(perTuHTOBO
OTICHKH)

Pesynprar
OCBOCHUS

TpebGoBaHMS K YPOBHIO OCBOEHHS KOMIIETCHIIUH (1)

61-70

3auTeHo

Komnerenius YK-2 ocBoeHa MOJHOCTHIO.

OO0yygaronuiics: UMeeT LEIOCTHBIC, CHCTEMHBIC 3HAHUS, YMEET BBIICIATH IJIABHOE U
BTOPOCTETICHHOE; JaeT YEeTKWE ONPEICICHNs TOHATHH; TMOCIeI0BaTEeIbHO H
YBEPEHHO HM3JIaracT MaTepHall; MOKET MPUMEHATh MPUOOPETCHHbBIC 3HAHSI, YMEHHUS
Y HaBBIKH ISl pEIIeHHsI MPOQEeCCHOHANTBHBIX 3a/1a4.

36-60

He 3aureno

Komnerennms YK-2 ocBoena 4acTU4HO.

OOyuJaronuiics: UMeeT pa3pO3HCHHBIC 3HAHHS; JOMYCKAeT HErpyOble OIMIMOKH H
HETOYHOCTH B OMNpEIEJCHUM MOHATHUN; 3aTpyJHSETCS B H3JIOKEHHUWM MaTepuala;
JIOMTyCKaeT TpyObie OIIMOKHM MPU MPUMEHEHUU NMPUOOPETCHHBIX 3HAHUHN, YMCHHUHA H
HABBIKOB B PEIICHUH MPOGECCHOHATIBHBIX 3aay.

0-35

Henomnyck

Komnerennus YK-2 He ocBocHa.

OOyuaronuiics: ©UMeeT Pa3pO3HCHHBIC, OECCUCTEMHbBIC 3HAHMS, HE YMECT BBIICISTH
TJIaBHOE W BTOPOCTEIICHHOE; JOIMyCKAaeT rpyOble OMMOKHA B ONPEACICHUH IMOHSATHH,
HCKa)KaeT MX CMBICI; OECTOpsA0YHO M HEYBEPCHHO H3JIaraeT MaTepHall; He MOXKET
MPUMEHSITh TNPHOOPETEHHBIC 3HAHUS, YMEHUS W HABBIKM JUISI  PEIICHUS
npodeccnoHaTbHBIX 3a1ad.
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