MUHUCTEPCTBO HA}’KI/I I/!JBI)IC[HEFO OBPA3OBAHUSA
POCCUUCKOMU ®EJEPALIUHN
denepanbHOe rocy1apcTBeHHOe 0I01KeTHOE 00pa3oBaTeIbHOE yUpeKIeHHe

BbIcHIero oopazoBanus «Kadapanno-bankapckuii rocyiapcTBeHHbI YHUBEPCUTET
um. X.M. Bep6exoBa» (KBI'Y)

HucTUTYT IIpaBa, YJKOHOMHUKHU U d)I/IHaHCOB

Kad)e;[pa 3KOHOMHMKH M YUYCTHO-AaHAJTUTUIYCCKUX I/IHd)ODMaI_[I/IOHHBIX CUCTEM

COI'JTACOBAHO YTBEPXKJIAIO
PykoBoauTenb 00pa3oBaTe/ibHOM JnpexkTop HHCTHTYTA
MPOrpamMmmbl I'.A. Ddenauena E.M. MamykoBa
« _» 2024 1. « _» 2024 1.

PABOYASA ITPOT'PAMMA JUCIHUAIIVIMHBI (MO4Y JISA)
«JOKYMEHTAITMOHHOE OBECITEYEHUWE YITPABJIEHWA BU3HECOM»

CoenuanbHOCTh
38.05.01 DKOHOMUWYECKA S BE3OITACHOCTD

Criermanun3anus
DKOHOMUKO-TIPABOBOE 00ECIeYeHHE SIKOHOMUYECKON OE30IIaCHOCTH

KBanudukaryst BEITYCKHUKA
OKOHOMHCT

dopma 00yueHus
3a04Has

Hanpunk 2024

LOKYMEHT MNOANWUCAH 3MIEKTPOHHOW NOANUCEIO

CepTudukat 00AF3CD5350461AF78E75D191E45B0C3AC
Bnapeney ®EAEPANBHOE IOCYAAPCTBEHHOE
BHOOXETHOE OBEPA30BATENBHOE YYPEXEHWE
BLICLENO OBPA30BAHWA "KABAPAMHO-BAIKAPCKIWN
rOCYOAPCTBEHHbIV YHUBEPCUTET WM. X. M.
BEPBEKOBA"

OencTeuteneH ¢ 27.03.2024 no 20.06.2025




Pabouas mnporpamMma mucHUIIMHBL (MOAyist) «JloKyMeHTalmoHHOEe oOecredeHue
yrnpasieHus: ouznecom» /coct. I'.A. DdbennueBa — Hanvuuk: KBI'Y, 2024. — 42 c.

PaGouas mporpamma JUCHUIUIMHBI (MOAYJIA) MpeqHa3HadeHa IJid CTYIEHTOB 3dOYHOL
dbopMmbl 00yueHus 1o crenuanbHocTH 38.05.01 DxoHOMUYECKass 0€30MaCHOCTh, CIICIAATH3AIUSI
«IOKOHOMHUKO-TIPAaBOBOE 00ecreueHne YKOHOMUYECKON Oe30macHOCTH» 4 Kypca

PabGouas mnporpamma cocrtaBieHa ¢ ydeToM (eneparbHOro TrocydapCTBEHHOTO
00pa30BaTEeNLHOTO CTaHAApPTa BBICIIEr0 OOpa30BaHUS — CIELUANUTETa IO CHENHaIbHOCTU
38.05.01 DxoHomMuueckass 6€30MacHOCTh, YTBEPKIACHHOTO MpukazoM MuHoOpHayku Poccun ot
14.04.2021 r. Ne 293 (3apeructpuposano B Muntocte Poccun 24.05.2021 r. Ne 63581).



[, T SO 'S T NO T

7.1
7.2
7.3
7.4
7.5
7.6

COJEPKAHUE

[{ens u 3a7a41 OCBOCHUSI TUCIIMIUIUHBI (MOTYJIS)

Mecto nuctuminHabl (Moayis) B ctpykType OITOIT BO
TpebGoBaHust K pe3yabTaTaM OCBOCHHUS TUCIUIUIAHBI (MOTYJIS)
CopneprxaHue U CTPYKTypa AUCIUIUTAHBI (MOTYIs)

OrneHoyHbIe MaTepuabl IS TEKYIIETo U pyOeKHOro KOHTPOJIS yCIIEBAEMOCTH U
MIPOMEXYTOUYHOU aTTECTALUU

Meroanueckue maTepualibl, OMPEACAIONINEe MPOLEAYPhl OIEHUBAHMS 3HAHUU,
YMEHHM, HaBBIKOB U (WJIHM) OTbITA IE€ATEIHHOCTH

YueOHo-MeToAn4YecKOe 00ecredeHUe JUCITUTUTHHBI (MOTYIIs)
Hopmamusno-3axonodamenvHuvle akmoi

OcnosHas tumepamypa

HononnumenvHnas numepamypa

Ilepuoouuecxue uzoanus (cazema, 6eCmMHUK, OIOJLIeMERb, JHCYPHAT)
Humepnem-pecypcol

Memoouueckue ykazaHus no nPpo8eodeHuUI0 pasiuiHbIX Y4eOHbIX 3aHAMULL, K
KYPCOBOMY NPOEKMUPOBAHUIO U OPY2UM BUOAM CAMOCOAMENbHOU pabombl

MartepuaabHO-TEXHHUECKOE 00eCTIeYeHUE TUCITUTUTHHEI (MO/TYJIS)

Jluct u3MeHeHu# (JIONOJIHeHMI) B pabouelt mporpaMme TUCIUTUTHHBI (MOTYIIS)

Crp.

N »n b~ b

31
33
33
34
34
34
35

35
38

42



1. Henu u 321241 0CBOEHUA IMCUMILIUHBI (MO1YJIs1)

Llenvio w3ydeHUs OUCHUIUIMHBL «J{OKyMEHTallMOHHOE OOecreyeHne YIpaBIeHUs
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 MOTEHIHale 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 OGOPMIICHHUS DPA3IUYHBIX (OPM TOKYMEHTOB C HCIOJIB30BaHUEM
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 IOKYMEHTHUPOBAHHUSI YIIPABICHUECKON EATEIHHOCTH C YIETOM
cnenuuKyd CUCTEM IOKYMEHTALUU;

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

-pa3BUTHE yMEHUU HCHOJIb30BAaHUS  ABTOMAaTHU3MPOBAHHBIX CHCTEM  00paboOTKH
JIOKYMEHTOB;

-popmMupoBaHue CIOCOOHOCTH aHAIM3UPOBATh LIEHHOCTh JIOKYMEHTOB C LEJIbI0 MX
XpaHEeHHUS.

2. Mecto aucuumiannsl (moay.s) B crpykrype OIIOII BO

Jucnumimza «/{okymeHTanoHHOe obecriedeHre ynpaBiieHUuss OM3HECOM» OTHOCHUTCS K
Moy «Oo1menpodeccuoHaNbHBIE TUCIUTUIHHBD) 00s13aTeIbHOM YacTh broka 1. JlucuumimmHb
(momymu) OIIOII BO mo cnemumansHocTH 38.05.01 DkxoHomuyeckass 0e€30MacHOCTb,
crienuanu3amnus « JKOHOMHKO-TIPABOBOE 00ECIIEUeHNE YIKOHOMUYECKON 0€30TTaCHOCTI.

TpeOGoBaHus K BXOJHBIM 3HAHUSM, YMEHHUSIM U KOMIIETEHIIUAM (POPMUPYIOTCSA N3YUEHUEM
CIENYIOIIUX JUCHUIUIUH: «DKOHOMETpuKay, «Craructuka», «IKOHOMHKA OpraHu3aluu
(mpeanpustus)y», «byxranrepckuil y4der», «CHpaBOYHO-IPABOBBIE CHCTEMBI B HKOHOMHKEY,
«DUHAHCOBBIN yUET B CHCTEME YKOHOMHYECKOM 0€30MacHOCTI.

JucuunivHa — sBIsAETCS  NPEAEecTBYHOEH ig  AUCUMIUIMH  «byxranrtepckue
uH(OPMAIIMOHHBIE CHCTEMBI», «Ayaut», «HamoroBelii yder u otueTHOCTH», «KOHTpoIb U
peBususi», «@DunHancoBas Oe3omacHOCTb», «COBpPEeMEHHbIE IUIATEKHBIE CHUCTEMbI M HX
0€30MacHOCThY.

OcBoeHHe TUCHUILUIMHBI «J[OKyMEHTallMOHHOEe OOecleueHne YIpaBJIeHUs OU3HECOM»
HEOOXOIUMO ANl TPOXOXKIACHHS ~ y4eOHOW  MpakTUKM  (IPaKTUKA 1O  HPOQHITI0
npodeccuoHaNbHOM AESITeTbHOCTH), TOATOTOBKU K MPOLEAYpPE 3alIUThl U 3alIUThl BBHITYCKHON
KBaJTHM(PHUKAIIMOHHOHN paboThI.



3. TpeOoBaHuA K pe3yJIbTATAM OCBOCHHUS COEPKAHMUS TN CHUIIIHHBI (MOXYJIA)

JlucuuniuHa HanpasiieHa Ha (GopMHUpOBaHUE CIETYIONIEH KOMIIETEHIIUU B COOTBETCTBUH
¢ ®I'OC BO u OIIOII BO no cneunansaoctu 38.05.01 DxoHOMUYeckast 6€30MacHOCTb:

Kon u HauMeHOBaHHe KOMIIeTEHIIMH BbINYCKHUKA

OIIK-4. CnocobGen pa3pabaTbiBaTh ¥ TNPUHUMATh SKOHOMHUYECKM U (HHAHCOBO
000CHOBaHHbIE OPTraHU3ALIMOHHO-YIIPABICHUYECKHE PEIICHUs, MJIaHUPOBaTh U OPraHU30BBIBATH
poeCCHOHATIBHYIO AEATENbHOCTb, OCYLIECTBISATH KOHTPOJIb U YUET €€ Pe3yIbTaToB.

Kon u HauMeHOBaHHE HHAMKATOPA JOCTHKEHUS] KOMIETEHIHIl BBIIYCKHUKA

OIIK-4.2. CnocobeH  OpraHu3oBBIBaTh  JOKYMEHTOOOOPOT U OCYLIECTBISATh
JOKYMEHTAIlMOHHOE O(OpMIIEHUE OpPraHU3allMOHHO-YIPABICHUECKUX PEUICHHH, OCYIIEeCTBISAThH
KOHTPOJIb U Y4YET Pe3yIbTaTOB NPO(eCcCHOHAIBHON A TETbHOCTH.

Pe3yabTarsl 00yyeHus

3HaTh:

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

- OCHOBHbIE MOJIOKEHUS JOKYMEHTHPOBAHUS YIIPABICHYECKON e TEIbHOCTH;

- TpeOOBaHUS K COACPIKaHUIO OPUIIMAIBHOTO TEKCTa B IOKYMEHTAX;

- TIOPSIIOK U MpaBUJIa COCTABIICHUS, y4eTa, XPaHEHUS U HCIIOJIb30BAHUS TOKYMEHTOB (B
TOM YHUCJIC OTPAHNYEHHOTO JIOCTYIIA) B OpraHU3allNu;

- BUJABl OTBETCTBEHHOCTH 3a OIIMOKM B JOKYMEHTaX M HapylleHUs B O(QOpPMIIEHUU U
pabote ¢ TOKyMEHTaMu;

- NMPUHIUIB U TpaBHJa MOJATOTOBKU HWH(OPMALMOHHO-CIPABOYHON M METOJUYECKON
JIOKYMEHTAIUH;

- npuHUUOB (QopMHUpoBaHUS HWHGOPMALMKU HA PA3IUYHBIX YPOBHSAX YIpPaBICHUS
HYKOHOMHUYECKUM CYOBEKTOM;

- CHCTEMBI yIIPaBJICHUS 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM;

Ymersb:

- HCII0JIb30BaTh 3aKOHOMEPHOCTH U MPUHIUIIBI JOKYMEHTOBEICHHS U JEJIOMPOU3BOICTBA
B 00pa30BaTEIbHON U XO35UCTBEHHO-TIPABOBOH JCSITEIHHOCTH;

- COCTaBJIATh, 00pabaThIBaTh, HUCIOJB30BATh, XPAHUTh M YYHUTHIBATH YIPABICHUECKUE
JIOKYMEHTBI OTKPBITOTO U 3allMIIIEHHOT0 JOKYMEHTO000pOTa;

- OpraHW30BBIBATH JOKYMEHTAI[MOHHOE TMPOM3BOACTBO Ha MPEANPHUATHUSIX OTPACIH U
aHaIM3UPOBaTh (Y (PEKTUBHOCTH TAHHOM NESITEIBHOCTH;

- OIIEHUBATh MOUTMHHOCTh O(UIIUATBHBIX U OPUTHHAIBHBIX JOKYMEHTOB;

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

- COCTaBIIATh B CHPaBOYHOW WHGOPMAIMOHHON cHCTEME MOJ0OPKH JAOKYMEHTOB,
COJepKALIMX HOPMBI, PEryJlupyIoUIe OJKETHbIC, HAJIOrOBbIe, BAJIOTHBIC OTHOILCHHUS B
o0JacTu cTpaxoBoOil, OAHKOBCKOM JIEATEIBHOCTH, yUueTa U KOHTPOJIS;

Baaners:

- HaBBIKAMHU COCTAaBIJICHHS, cOOpa, XpaHEeHUs, 0OpabOTKH U y4yeTa JTOKYMEHTHPOBAHHOM
uH(pOpMaIIMK, B TOM YHCIIE OTPAaHUYCHHOTO JOCTYIIA;

- HaBBIKAMHM BEICHHUS U ONTHUMM3AIMH JOKYMEHTOOOOpOTa B pa3lUyHBIX cdepax
NesITeTbHOCTH;

- HaBbIKaMH  JOKYMEHTAJIbHOTO  O(QOpPMIIEHHS  pelIeHud B  YIpaBJICHUU
IpeIIPUHAMATEIHCKON IeATEeTbHOCTRIO OpTraHU3aIiH;

- MeToAaMu (pOPMHUPOBAHUS YMEHHS MPOBOIUTH Pa3pabOTKU HOBOW JOKYMEHTAIlUU Jis
OOHOBJICHHSI ~ CTaHIAPTOB, TEXHWYECKUX  YCJIOBUH, OpPraHU3alMOHHBIX, KOHTPOJIBHBIX
JTIOKYMEHTOB;

- HaBblkaMH (OopMHpOBaHHS MOJOOPOK  JTOKYMEHTOB, COACPXAIIUX  HOPMBI,
perynupyiomue OKETHbIE, HaJIOrOBble, BaJIIOTHBIE OTHOIIEHUS B O0JAacTH CTPaxoBOii,



0OAaHKOBCKOH JIeATENbHOCTH, y4eTa M KOHTPOJS B CIPAaBOYHOH HHGPOPMALMOHHON cUCTeMe
Koncynprant [1mtoc;

- OCHOBHBIMH  HMH(OPMAIIMOHHBIMH  TEXHOJOTHSMHU  0OpabOTKM  COIMalIbHO-
SKOHOMHUYECKOW MH(pOopMaIuu.

4. ConeprxkaHue M CTPYKTYpPa JUCUMILIMHBI (MOTYJISA)
Tabnuya 1. Codeparcanue oucyuniunsl (Mooyas) «Joxymenmayuouroe obecnevenue
VApasieHust OUHeCoOM»

Kon HaunMenoBanme
Ne HaunMeHoBaHHe Cojep:kaHue TeMbI KOHTPOJIMPYeMOii
n/n pa3ziena / TeMbl KOMIIETeHIUH OUCHOMHOTO
(WJ1M ee 4acTH) cpercrea
1 2 3 4 5'
Ipeamer, OOBEKTHI, HEIH U 331a4K
y4eOHOM AUCIMILIMHEL
Ocnont «J]0KyMeHTalMOHHOE 0OeCTIeYeHHE OITK-4 (OTTK-4.2) T.P.K, I3
YIIPaBIICHUST OM3HECOMY.
| | AOKYMCHTHPOBAHUA | Metononornyeckuii aHa M3 OCHOBHBIX
YUPABJICHIECKON HOHATHUI ¥ KaTteropuii y4eOHoi
ACATCIBHOCTH mucrumnael. Kiaccndukanms

yIpaBJICHYECKUX JOKYMEHTOB U UX BUJBIL.
YHudukanus u craHIapTU3aUsL
YOPaBICHIECKUX TOKYMEHTOB

[TpaBoBBIC BONPOCHI | Buabl OTBETCTBEHHOCTH 32 MOIICIIKY

5 perIaMeHTaInH JIOKYMEHTOB. BHIbI OTBETCTBEHHOCTH 32 OTIK-4 (OTTK-4.2) T.P, K, I3, PK
ohOopMIICHHS XpaHEeHUE TIOKYMEHTOB. BuibI
CITYKeOHBIX OTBETCTBEHHOCTH 3a OIIMOKH B JOKyMEHTaX
JIOKYMEHTOB
Oprasu3anyoHHO-PACIIOPSAAUTEIBHEIE
JlokyMeHTHpOBaHH (I)DK eHTEI p P OI1K-4 (OITK-4.2) T,P,K, 13
3 € ynpaBJeHYECKOH AOKYM ’
HHdopManmoHHO-CIIPaBOYHEIC JJOKYMEHTEI.
EeSITSILHOCTH
Konnernanbable JOKYMEHTHIL.
[puHIMIEI OpraHU3anyu OIIK-4 (OITK-4.2) T.P, K, I3
JIeJIONPOU3BO/ICTBA.
4 Opranuzanus
[paBuna cocraieHus rpaduka
JIeNIOMPOU3BOJICTBA
JIOKyMEHTO00O0pOTA.
KonTtposnb BeinosnHeHus
Kanposoe KommuiekT 1oKyMeHTOB 1O TPYJIOBOit OTTK-4 (OTTK-4.2) T.P,K. JI3, PK
5 JIOKYMEHTHPOBAaHKE | AEATENILHOCTH paboTHHKA. KampoBoe
u nenornpoun3BozacTBo. [IpaBoBoii cratyc
JIETIONIPOU3BOJICTBO | TPYJOBOTO JIOTOBOpA
Buner opranuzanuoHHo-
pPacCOPSAUTEIHHBIX TOKYMEHTOB: OTIK-4 (OTTK-4.2) T.P,K, I3

KoH(pUIeHITHAbHBIC, DUHAHCOBBIC,
HAJIOTOBBIC, YUPEIUTEIbHBIC U OAHKOBCKUE
JokyMeHTbI. COBpEMEHHBIC MTPaBHIa

OpraHu3auuoHHo- | COCTABICHHS JICOBBIX MHCEM.
pactiopsautebhpe | OCOOCHHOCTH PaboThI CeKpeTaps-

6 | nokyMeHTHI B pedepenta, MOMOIHIKA PYKOBOAUTENS,
yIIpaBIeHUH YUEHOIO CEKpeTaps, HOMOIIHIKA
opranuzauueit nenytara. Kpanudukanuonusie

TpeOOBaHNUS K TIOMOITHAKAM
pykoBoautenen. Konneruanbusie
JIOKYMEHTHI: pEKBU3UTHI, IPaBHiIa
o opMIICHHSI, aBTOPCTBO,
JIEJIOTIPON3BOACTBO, KOHTPOJIb
HCTIOJTHEHUS




ApxuBHOE 00CITy)KHBaHHE TOKYMCHTOB Ha
[punnuns

MIPEATIPUSTUI. APXUBHOE 00CITy)KIBaHIE
TOCYJapCTBECHHOTO

JIOKyMEHTOB B ['0CymapcTBEHHOM apXuBe

7 | perynupoBaHus

P®. ITpuHIuUns! 3KCepTU3bI JOKYMEHTOB
JIOKyMEHTO000pOTa
; Ha TIPeANPUATHH U B [ ocymapcTBEHHBIX

apxmBax
JIEITIOTIPONU3BOICTBA

OIIK-4 (OITK-4.2)

T, P, K, 13, PK

"B rpade 5 npuBoasTCs IMIaHHpyeMble GOPMBI TEKYIEro KOHTPOIS: 3allMTa 1aGopaTopHOil paGoTsl
(JIP), Bemomnnenue kypcosoro npoekta (KIT), kypcosoii pabotsl (KP), pacuetHo-rpaduueckoro 3ananus (PI'3),
nomamsero 3ananus ([I3) nanucanme pedepara (P), acce (D), komnokBuym (K), pyoexssiii kontpois (PK),

tectuposanue (T) u T.1.

Crpykrypa aucuunjanHbl (MoxyJs) «JlokyMeHTaMOHHOE 0O0ecriedeHre YIpaBJIeHUs

OM3HeCoOM»

Tabnuya 2. Obwas mpyooemkocms OUCYUNIUHBL cocmagisem 3 3auemuble eOUHULbL

(108 uacos)
Bun pabotsr TpymoemMKocCTb,
4achl
6 cemecTp

O01mas Tpy10eMKOCTh (B 4acax) 108
Konmaxkmmnasn paboma (8 uacax): 6
Jlextmonnsle 3ausTus (JI) 2
[Tpaktrueckue 3ausatus (113) 4
Cemunapckue 3ansatus (C3) -
JlaGopatopusbie pabotsl (JIP) -
Camocmoamenvnaa paboma (8 uacax) 98
PacuerHo-rpaduueckoe 3aganue (PI'3) -
Pedepar (P) 12
Occe (D) -
Kontponbnas padota (K) 5
CaMoCTOsATEeTbHOE N3YUYCHHUE Pa3/IeIOB/TeM 81
Kypcosas pabota (KP)/ Kypcosoii nmpoekr (KIT) -
IloaroroBKa u Mpoxo:KaeHNe MPOMEKYTOYHON aTTeCTANMHU 4
Buja npoMexyTOYHOM aTTeCTAlHU 3a4er

Tabnuya 3. Jlexyuonnwie 3anamus

Ne ni/m Tema
1 OCHOBBI IOKYMEHTHPOBAHUS YIIPABICHYECKOUN NESATEIbHOCTH
2 IIpaBoBbI€ BONPOCH! peryiaMeHTaluu o(popmIIeHUs CIIy>KEOHBIX JOKYMEHTOB
3 JIOKyMEHTUPOBAHUE YIIPABICHYECKON ACATEIBHOCTH
4 Opranuzanusi 1eJ0IMPONU3BOJICTBA
5 KanpoBoe 1oKyMEHTHpOBaHUE U JIETOIPOU3BOJCTBO
6 OpraHu3aliOHHO-PaCIOPSAUTEIbHBIE TOKYMEHTHI B YIIPABJICHUH OpraHu3anuen
7 [TpuHIHITBI TOCYIApPCTBEHHOTO PETYIHPOBAHUS JOKYMEHTO000pOTa H
JIEJIONPON3BOJICTBA




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 HAd apXHUBHOC XPAHCHUC

Tabnuya 5. Jlabopamopuvie pabomwl - He NPEOYCMOMpeHbl

Tabauya 6. Camocmosmenvroe uzyierue pazoenos OUCYUNIUHbL

Ne n/m Bormpockl, BHIHOCHMBIE Ha CAMOCTOSITENIbHOE U3yUEHUE

1 Hcropuyeckuii 1 ”HPOPMAITMOHHBIN acTIeKThI B ONPEICICHUN TOKYMEHTa

OCHOBHBIE KaTE€rOpUHU JEIOMPON3BOJICTBA U JJOKYMEHTOBEICHHS

OcobenHocTr 0(hOpMIICHHUS YIPABICHYECKUX JOKYMEHTOB

EENASS RN )

[TonsiTre ropuauyuecKon cuibl JokyMeHTa. CriocoObl MpHUIaHus TOKYMEHTY
FOPUANYECKON CHIIBI

5 HopmaTtruBHO-METOJMUECKUE aKThl, OMPEACIISIONINE OPSIOK CO3JaHus U 0(OPMIICHUS
JOKYMEHTOB

6 Haznauenue u kinaccuukaus cipaBOYHO-MH()OPMAIIMOHHON JOKYMEHTAIINH B
YIPABJICHYECKOU NEATEIbHOCTH

7 KanpoBoe nenonpousBozactso. [IpaBoBoii cTaryc TpyAOBOTO 10roBOpa

8 Bupl oprann3anmoHHO-paCIOPSAUTENbHBIX TOKYMEHTOB: KOH(HICHIIHATIbHBIE,
(uHaHCOBBIC, HATOTOBBIC, YUPEAUTEIbHbIC U OAHKOBCKUE JOKYMEHTHI

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

10 ApXuBHOE 00CITy’)KHUBAaHHE JJOKYMEHTOB

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

12 Opranuzanys paboThl JODKHOCTHBIX JIMIL TPEIIPUSTHS ¢ 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 3aHITUN M CAMOCTOSATEIBHOW PabOTHI.

B xone u3yueHus: AMCUMILUIMHBI IPETYCMAaTPUBAIOTCS MEKYUiUil, pyOedscHblil KOHMpPOJib
U RPOMEHCYMOYHAA AMMeC AUl

5.1. Ouyenounvie mamepuanvt 011 mexKyuwyeco KOoHmponsa. Llenv mexyweco KOHMpos —
OIICHKA PE3YJIbTaTOB Pa0bOTHl B CEMECTPE U 0OECTICUCHHE CBOCBPEMEHHOM OOpaTHOMW CBS3H, JJIS
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KOPPEeKIMH OOyueHUs, aKTHBHU3ALUU CAMOCTOSTENbHOU paboTel oOyuaromierocs. OOBEKTOM
TEKYIIEr0 KOHTPOJISL SBISAIOTCA KOHKPETH3MPOBAHHBIE pE3yJabTaThl 0O0ydeHus (yueOHbIe
JOCTHKEHUS ) TI0 TUCUHUIUINHE «J{OKyMEHTAIlMOHHOE 00ecIiedeHrne YIPaBICHHsI OM3HECOM.

Texywyuii Kommponp ycrieBaeMOCTH oOOecreuyrBaeT OILEHUBAaHUE 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 3aJaHUS.

5.1.1. Ouenounvie mamepuannt 0,12 onpoca (Konmpoaupyemas komnemenyus OIIK-4,
unouxamop oocmuicerus komnemenuyuu OINK-4.2)

Tema 1. Ocnoevl 00KymeHmupoeanus ynpasieH4ecKoil 0eameabHocmu

1. Tlpeamer, 3a1aun, OCHOBHBIE KATETOPUHU YU€OHOW MUCIMIUIUHBI «/[0KyMeHTallMOHHOE

obecrieueHre yrpaBiIeHHsI OU3HECOM

Krnaccudukanus ynpaBieH4eCKUX JOKYMEHTOB U UX BHUJIbI

YHubukanus u CTaHaapTH3AUS YIIPABICHYECKUX TOKYMEHTOB

JlexcuKOH yIipaBlIeHYECKUX TOKYMEHTOB

Ocob6ennoctu 0hopMIICHUS YIPABICHUYECKUX JOKYMEHTOB

TunoBble cpoku XpaHeHHs! YIPaBIE€HYECKUX JOKYMEHTOB

T ema 2. IlIpagoewie 6onpocel pecnamenmayuu 0OpMaAeHUsA CYHCEOHBIX OOKYMEHM 08

1. IOpuauueckas cuiia u I0pUAAYECKask 3HAYMMOCTh JOKYMEHTOB

2. Buabpl OTBETCTBEHHOCTH 32 MOICTKY JOKYMEHTOB.

3. Bwunbl OTBETCTBEHHOCTH 332 XpaHEHUE TOKYMEHTOB.

4. Buapl OTBETCTBEHHOCTH 32 OIIMOKH B JOKYMEHTaX

Tema 3. /lokymenmuposanue ynpagieH4ecKkoul 0eameabHocmu

1. CocraB 1 Ha3HaUCHHUE OPTaHU3AIMOHHO-PACTIOPSAUTENLHBIX JJOKYMEHTOB

2. HudopmanroHHO-CIpaBOYHBIE JOKYMEHTHI

3.  KomneruanbHble JOKyMEHTBI

Tema 4. Opzanuzayusa oenronpou3eoocmea

1. TIpuHIMITEI OpraHU3AIMH JACTONPOU3BOICTBA

2. Howmenknarypa nen

3. IIpaBuia cocraBneHus rpaguka JOKyMEeHTOOOOpOTa

4. DIeKTPOHHBIN JOKYMEHTOOOOPOT

Tema 5. Kaopoeoe 0okymenmuposanue u 0e10npou3600cmeo

KommiekT ToKyMEeHTOB 110 TPYIOBOM JEATENFHOCTH PA0OTHHKA

[Topsimok 3akiI0UEHUs TPYIOBOTO IOTOBOPA

Odopmienne npuema Ha padboTy

TpynoBas kHMKKa: 0pOpMIICHHE U BEICHUE.

JInuHoe neno corpynHuka

HNudopmanimoHHoe COTpOBOKACHUE MPOGECCUOHATBHOM NESITeTbHOCTH COTPYAHUKA

Kanposoe nenonponsBoacTso

T ema 6. OpzanuzayuoHHoO-pacnopaoumenbivle O0OKYMEHmMbl 6 YNPAGIeHUuU

opzanu3zayuei

1. Busr opraHu3animioHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB

2. CoBpeMeHHBIE [TpaBUJIa COCTABIICHUS JAETOBBIX MMHCEM

3. OcobGenHoctu paboThl cekpeTaps-pedepeHTa, TOMOIIHIKA PYKOBOAUTENS, YICHOTO
CeKpeTapsi, IOMOIIIHUKA JenyTaTa

4. KpamudukanuoHHbIe TPeOOBAHMS K TOMOIIHUKAM PYKOBOAUTENEH

5. KomnernanbHble JOKYMEHTHI
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Tema 7. IlpuHOUNBI TOCYIAPCTBEHHOr0 PeryJHMpOBaHUS [T0KYMEHT0000pOoTa M
AeJI0NPOU3BOACTBA

1. ApxHUBHOE 00CITY>KMBaHHE JOKYMEHTOB Ha MPEANPUITHA

2. ApxuBHOE 00CTy)KHBaHUE TOKyMEHTOB B ['ocynapcTBeHHOM apxuBe PD

3. IIpuHLHAIBI SKCIIEPTU3BI JOKYMEHTOB Ha MIPEANPUATHH U B [ 0CY1apCTBEHHBIX apXUBax

Memoouueckue pekomenoayuu no n0020MOEKe K yCHIHOMY ORpocy
[Ipu moOATrOTOBKE K YCTHOMY OIPOCY CIEAYET, MPEkKIE BCEr0, MPOCMOTPETh KOHCIEKTHI
nekuui. Eciiim kakre-To BONPOCHI BBIHECEHBI MPENOIABaTEIEM Ha CaMOCTOSATENBHOE U3YUYCHHUE,
cienyeT oOpaTUThCA K Y4eOHOM JUTEepaType, peKOMEHJIOBAHHOW IMPENoaaBaTelieM B KadeCTBE
WCTOYHHMKA CBEJCHMUI.
Kpumepuu oyenusanus npu ycmnom onpoce

basner (orienka) Kpurepun onieHnBanus

3 6ajuta (KOTIUIHOY) OOyuaromuiics:

— TIOJIHO M3JIaraeT W3YyYeHHBIH MaTepuas, JaeT IPaBHIIBHOE
OnpeeIeHUE MOHITHH;

— 00HapyXuBaeT MOHUMaHHE MaTepuaia, MOKeT 000CHOBATH
CBOHM CYXJCHHS, MPUBECTH HEOOXOTUMBIC NpPUMEPHI HE
TOJIBKO 110 YY€OHUKY, HO M CAMOCTOSTEIBHO COCTABIICHHBIC;

— UW3lIaraeT MaTepual MOCIeI0BaTENbHO U IPABHILHO C TOYKH
3peHusi HOPM JINTEPATYPHOTO S3bIKA

2 Gaia («XOpoIIoy) OOyuaromuiics:

— JaeT OTBET, YAOBJICTBOPSIONIMA TeM K€ TpeOOBaHUSM,
YCTaHOBJICHHBIM JUTSI OIICHKH «OTIMYHOY», HO JOMTyCKAeT HE
Oonee 2 HErpyObIX OMIMOOK, KOTOPbIE CaM K€ HCIIPaBIISIET,
U He 0oJiee 3 HEIOYETOB

1 Gamn OO0yuaromuiAcs:

(«yZOBJIETBOPUTEIBHO) — oOHapyXuBaeT 3HaHWE W  TIOHHUMaHWE  OCHOBHBIX
MOJIO)KEHUM TEMBI, HO H3JaracT MaTepuall HEIMOJIHO U
JOMYCKaeT HETOYHOCTHM B  ONPENENICHUH  INOHSATUH
(momyckaet 6osee 2 HErpyOBIX OIIMOOK);

— HW3JlaraeT Marepuall Hemocjel0BaTelbHO, AOMYyCcKaeT Oojee
3 HEOOYETOB.

0 6amnoB OOyuarommiics:

(«HEyIOBIETBOPUTEIHHON) — oOHapyKXuBaer HEe3HaHNE OonbIreit 4acTH
COOTBETCTBYIOIIETO  pa3jena HM3y4aeMoro Marepuania
(momyckaet rpy0bie OnIHOKH).

I'pybvie owubKku: HETIPAaBUIBHBIA OTBET WM TOSCHEHHMS K OTBETY Ha IOCTaBIICHHBIN
BONPOC; HEMPAaBUIILHOE OMpeiesieHne 6a30BbIX TEPMUHOB IO TUCIUIUIMHE.

Heepybvie owubku: HETOYHBIA WM HEMOJHBIA OTBET HAa MOCTAaBJICHHBIA BOMPOC; IMPH
MPABUJIBHOM OTBETE HEYMEHHUE CaMOCTOSITEIbHO WM TIOJTHO 00O0CHOBATh U MPOUJLTIOCTPUPOBATH
ero.

Heoouemwi:  HemocnenoBaTeNbHOCTh, HETOYHOCTh B SI3BIKOBOM  O(OpMIIEHUU
M3J1araeMoro.

bamner (1-3) MoOryr craBUTBCS HE TOJNBKO 3a €IWHOBPEMEHHBIH OTBET, HO H 3a
paccpeioTOYeHHBIH BO BpPEMEHH, T.e. 32 CyMMY OTBETOB OOYYalOIIErocsi Ha MPOTSHKEHUH
3aHATUS.
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5.1.2. QOuenounvie mamepuaivl 011 CAMOCMOSIMENbHOU padomuvl o0yuarouie2ocs
(munoevie 3aoauu) (Koumpoaupyemas rxomnemenuus OIIK-4, unouxamop oocmudicenus
Komnemenuuu OIIK-4.2)

[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 OKHOCTHYIO HMHCTPYKLUIO uis 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 MEpPEUYCHb M3 JAECATH TpeOOBaHUU 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. CocTaBbT€ M0 OJHOMY BHUJIY JI€JIOBOTO MUChbMA, MCHOJb3Yysl YIriioBble 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. Pa3zpaboTtaiiTe SKCIIEpTHOE 3aKIIOYEHHUE 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 pacCIUCaHUs YICOHBIX 3aHATHH B IIKOJIE
25. CoctaBbTe MPOEKT CMETHI Ha MMPOU3BOACTBO paboT

Memoouueckue pekomenoayuu no peuieHuIo 3a0ay

[Ipuctymass K pacCMOTPEHHUIO MPUMEPOB U CAMOCTOSITEILHOMY PEIICHUIO 3aj]ad,
HEOOXOJUMO BHHUMATEIbHO MPOYECTh KOHTEHT I10 COOTBETCTBYIOLIEMY BOIIPOCY TEMbI U
npopaboTaTh COOTBETCTBYIOIIME pa3lielbl B PEKOMEHIOBAHHBIX HOPMATHUBHBIX JOKYMEHTAX,
yueOHUKax U JIOTOJHUTEIbHOM nuTeparype. PelieHne cuTyallMOHHBIX 3a/1ad HEOOXOIUMO st
0oJiee TIONHOTO OCBOGHHUS MPAKTUYECKOW YacTH Kypca W WrpaeT CYIIECTBEHHYIO pOJIb B
dbopmupoBaHny MPOHeCCHOHATHHBIX KOMITETCHITHA.
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Kpumepuu ¢popmuposanus ouenok no 3adanuam 011 CAMOCHIOAMENbHOU DPAdONb
cmyoenma (munoewie 3a0aiu):

basner (orienka) Kpurepun onieHnBanus

3 Ganna («OTIIMYHOY) OOyuvaromuiicss BBIIOJIHUT 3aJaHusi 0e3 omuOoK, 000CHOBAI
BHIOOp METO/ZOB PpEUICHHS, OTBETHWJI Ha BCE IIOCTABJICHHBIC
TEOPETUYECKUE BOIIPOCHI

2 Gaya («XOpoIIoy) OOyvaromuiics B 1EJIOM BBIMOJHUI 33/laHus C HEOONBIIUMU
HeJ04YeTaMH, HE OOOCHOBAJ HEKOTOPBIM BBIOOp METOIOB |
MPUEMOB  PEIICHUs, OTBETHJI HE Ha BCE IIOCTABICHHBIC
TEOPETUICCKUE BOIIPOCHI

1 6amn OOyuaromuiicss JOMYCTHJI CYLIECTBEHHBIE OIIMOKH, HE CMOT
(«yIOBIIETBOPUTEIHHO) 000CHOBAaTh BHIOOP METOJIOB M NMPUEMOB PEIICHHS, OTBETHJI HE Ha
BCE IMOCTABJICHHBIC TEOPETHUECKUE BOIIPOCHI

0 6ayu1oB OOy4Jaromuiicst He CMOT BBITIOJTHUTD 3a/IaHUS
(«HEYIOBIIETBOPUTEIHLHOY)

5.1.3. Ouenounvie mamepuanvt 0,13 GbINOJHEHUA pedhepamos no OUCUURIUHE
«lokymenmauuonnoe obecneuernue YHpAgsIeHUs ousznecomy (konmpoaupyemasn
Komnemenuyusa OIIK-4, unouxamop oocmudicenusn komnemenyuu OIIK-4.2)

lepeuenv mem o pechepamos

ApxusHblil ponz Poccuiickoit depepannu 1 €ero COCTaBHbBIE YacTH
JlenoBoe mucbMo: 11e71b MTUChMa, TEKCT MUChMa, 00IIKe MpaBuiia

3amaun apXuBa NpeapUsATUs

3anmTa JOKYMEHTOB, COJIEpKaIUX KOMMEPYECKYIO TalHY

OcHOBHBIE TIPaBUJIa OPTaHU3AIUH PaOOTHI ¢ JOKYMEHTAMH, COJEPKAITUMHU
KOH(UEHIAbHbIE CBECHUS

OcHoBHBIE IIPaBUJIa YHUUTOXKEHHS TOKYMEHTOB. XapaKTepUCTHKA ILIPEAEPOB
OcHOBHBIE XapaKTEPUCTUKU KHHOJIOKYMEHTHPOBAHHUS

OCHOBHBIE XapaKTEPUCTUKH (POHOAOKYMEHTUPOBAHUS

9. OcHOBHBIE XapaKTEPUCTUKHU (HOTOTOKYMEHTUPOBAHUS

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

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. XapaKTepUCTHKA CBEICHUN, OTHOCSIINUXCS K KOMMEPUYECKOI TaliHe

23. DIeKTPOHHBIN TOKYMEHTOOOOPOT U €ro MporpaMMHOE oOecrieueHre

24. DTUKET B JEJOBOM MEPEIUCKE

25. Knaccudukanus 1eI0BbIX THCEM

M

el
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Tpebosanun kK cmpykmype, coOepICaAHUIO, MemOoOUuecKue peKoMeHOauyuu no
Hanucanuio pegpepama

B cootBerctBum c IlomokeHneM o pabodeil mporpamme IJUCIHUIUIMHBI (MOAYJS) TIO
oOpasoBarenbHBIM TTporpammaM Bbiciiero obpaszoBanus B KbI'Y, nmpunsaroro YMC KBI'Y 01
utons 2018 r. (mporokon Ne 8) m yrBepxaeHHOro npopekropom mo YP (https:/kbsu.ru/wp-
content/uploads/2018/12/rpd01.pdf) pegpepam — noxnan Ha onpeneNeHHYIO TEMY, BKIIOYAIOIINN
0030p COOTBETCTBYIONIUX JIMTEPATYPHBIX H JPYIrUX HMCTOYHUKOB, KPATKOE H3JI0KECHUE
coJIepaHusl HAy4yHOW paOOThl, KHUTHU (MJIM €€ YacTH), CTaTbU C OCHOBHBIMH (DaKTHYECKUMU
CBEICHUSIMH M BBIBOJAMHU. PedepaT sBISETCS TBOPUECKOW MCCIIENOBATENBCKONH PabOTOIM,
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
UCIIOJIb30BAaHHOM TUTEPATYPBI, TPHIOKEHUS (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 BBIOPaHHOUM TeMbl pedepara, JIuTeparypHble UCTOYHUKU paCIoiaralorcs 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 COACPIKAHHME MOCTABICHHBIX 3a/1a4y, 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
MOKa3aTh 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 [ENUThCS HA TEOPETHUYECKYI0 U MpakTU4YecKyw. B
TEOPETUYECKOW 4YacTH M3JaraloTcs W aHAJIM3UPYIOTCS Hambojee OOIIHME TOJOXKEHHUS,
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KACAroLIUeCs JaHHOM TEMBbI; B IIPAKTUYECKOM YaCTH PacCMAaTPUBACTCS KOHKPETHBIA TEKCTOBBIN
WU NPAKTUYECKUN MaTepHal.

B ocHoBHOI1 yacTu pedeparta uznaraercs npeaMeT, KOTOPOMY IMOCBSIIEHa TeMa PaOOTHI.
TekcT nomkeH OBITH MOCTPOEH CBSI3HO, JEIUTHCS Ha OIpeleJeHHbIE 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
IMpaKkTHKe. 3/1eCh TakkKe MOTYT ObITh YMECTHBI MPUMEPHl U Pa3IUyHAs HAMJIAIHOCTH (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
co00H TOCIIeI0BATENIBHOE, JIOTUYECKH CTPOMHOE M3JI0KEHHUE MTOTyYSeHHBIX HTOT'OB IPOBEIEHHOTO
HCCJIEIOBAHMS M UX COOTHOIIEHHE ¢ OOMIeH 1eNbl0 U KOHKPETHBIMU 33JauaMy, TOCTaBICHHBIMU
U chOPMYITMPOBAHHBIMU BO BBEJCHUU. 3aKIIOUEHUE BKIIOYAeT B ce0S M TPaKTHUECKUE
MPEJIOKEHUS, KOTOPblE 0053aTeIbHO JTOJIKHBI HCXOJUTh U3 Kpyra BOIPOCOB, U3yYEHHBIX 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 IUTHUPYET 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 uctouyHuKax nmpuBoAsaTcs B coorBeTcTBuU ¢ TpedboBanusimu ['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 Oosiee 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. I{Ber — 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 KOHLIE 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.
NHtepBan MexIy MOA3arolOBKOM M TEKCTOM — 2 1. Mexay Ha3BaHUSIMH pPa3liesioB 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 4YacCTH 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 JIOJKEH (DOpPMHUpPOBAThCA 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 HoMmep. [lo cOopHrKaM TpyoB (CTaTeit) yKa3bpIBaeTCsl aBTOP CTAaThbH, €€
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 mnpuioxeHuss MoOryT OBbITh MOMELIEHBI: TaOIUIbl U
WLUTIOCTpaIu 00IbIIOro (popmara; HONMOTHUTENbHBIE pacueThl. Ha Bce MPHIIOKEHUS B TEKCTE
paboThl MOJKHBI OBITH JaHBI CCHUIKU. [IpuiokeHus pacronararoT B paboTe M 0003HAYAIOT B
MOPSIIKE CCHUIOK Ha HUX B Tekcre. [IpuimoskeHuss 0003HAYAIOT 3arjaBHBIMA 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 WMETh 3arojIOBOK, KOTOPBIA 3alUCHIBAIOT CHMMETPUYHO
TEKCTY C IPONMUCHON OYKBBI OTJIEITLHOM CTPOKOM.

Kpumepuu oyenuganua npu 3aujume pegpepama

banner (ornienka) Kpurepun ornieHuBanus

3 Gaina («OTIMIHOY) — COOTBETCTBUE COJCpKAHUS 3asBICHHON TeMe, OTCYTCTBHE B
TEKCTE OTCTYIUICHHIA OT TEMBI pabOTHI;

— JIOTUYHOCTH U MOCJIEIOBATEILHOCTh B U3JI0KEHUU MaTepuana B
pabore;

— KayecTBO paboThl ¢ 3apyOeKHBIMH H  OTEYECTBEHHBIMHU
WUCTOYHHKaMU WHGPOpPMAIMM W JaHHBIX, MHTepHEeT-pecypcamu
(aKTyaapbHOCTh HWCTOYHUKOB, JOCTATOYHOCTh HCIOIB30BAHHBIX
HMCTOYHHUKOB JUIsl PACKPBITHSI TEMBI pabOTHI);

— MPaBWIBHOCTH OOpMIICHHS PabOTHl (COOTBETCTBUE CTAaHAAPTY
B TPEACTaBICHWM  TEKCTa, CCBUIOK, IUTaT, TaOJUIIBI,
rpadUuecKoro Marepuaia u T.1.);

— CHOCOOHOCTh K aHalnM3y W 0000IIeHUI0 MH(POPMAIIMOHHOTO
MaTepuana, CTENeHb IOJHOTBI 0030pa COCTOSHUS BOIPOCA,
000CHOBAaHHOCTH BBIBOJIOB B pa0oTe;
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— paboTa MpeaCTaBICHA B CPOK;

— CIOCOOHOCTh K MyOJUYHOM KOMMYHUKALUU, TIOJy4EHBI
00OCHOBAHHBIE OTBETHI Ha JONOJIHUTEIbHbIE BOIIPOCH! ayIUTOPHU
Y TIpenoaBaTest Py 3aluTe padoThI

2 Gayta («XOpOIIo»)

— COOTBETCTBHE COJICPIKAHHSI 3asBICHHON TeMe, He3HAYUTEIbHbIC
OTCTYIUICHUS B TEKCTE OT TEMBI PaOOTHI,

—  HE3HAUUTENbHBIE  HApyIIeHHss B  JIOTUYHOCTH W
MOCJIeIOBATEIPHOCTH U3JI0KECHUS MaTepraia B padore;

— B IEJIOM JIOCTaTOYHOCTh M aKTyaJbHOCTb HCIIOJIH30BAHHBIX
3apyOC)KHBIX M OTEYECTBEHHBIX HMCTOYHUKOB HHPOPMALUU U
naHHBIX, UHTEpHET-peCcypcoB AJIs PacKpHITHS TeMbI pedepara;

— BBITIOJTHEHBI OCHOBHBIC TpeOOBaHUS K O(DOpMIICHHIO pabOTHI
(He3HAUUTEIbHBIE HETOYHOCTH W OTCTYIUICHUS OT CTaHAapTa B
MPEJCTaBICHUN TEKCTA, CChUIOK, IIUTAT, TaOJIHIbI, TPaduIecKOro
Marepuana u T.1.);

— JIOCTaTOYHBIA YPOBEHb MPOSIBICHHON CIIOCOOHOCTH K aHAIM3Y U
0000meHnt0  MHGOPMAIMOHHOTO  MaTepuana, JOCTaTOYHas
CTETIeHb MOJIHOTHI 0030pa COCTOSHUS BOMPOCa U 0OOCHOBAHHOCTH
BBIBOJIOB B paboTe;

— pabota TmpeacTaBIeHa B CPOK, HO C HEKOTOPHIMHU
HegopaboTKaMu;

—  HEMOJHBIE  OTBETHl  (HE3HAUWTEIbHBIC  OIMMOKH)  Ha
JIOTIOJTHUTEIbHBIE BOMPOCHI AYAUTOPHH W TPENOJABaTeNs TpU
3aImuTe padboTHhI.

1 Gamn
(«yIOBIIETBOPUTEIHHOY)

— HMEIOTCA CYILIECTBEHHBIE OTCTYIJICHHS COAEP)KaHUS OT
3asBJICHHOHN TEMBbI, 3HAYUTEIbHBIC OTCTYIUICHHUS B TEKCTE OT TEMBI
paboTsI;

— 3HAYUTEIbHBIC HapyIICHHSI B JIOTHYHOCTH u
MOCJIeI0BATEIbHOCTH U3JI0KEHUS MaTepraia B padore;

— B IIENIOM HENOCTaTOYHOCTh, HEMOJHAs aKTYaJIbHOCTh
WCIOJIb30BAHHBIX 3apYOCKHBIX M OTEUECTBEHHBIX HCTOYHUKOB
uHbOpMAIlMM W JAaHHBIX, VHTEpHET-pecypcoB sl PaCKPBITHS
TeMbl pedepara;

— HE BBITNIOJIHEHBI OCHOBHBIEC TPeOOBaHMs K 0OPMIICHUIO pabOTHI
(3HAUMTENTBbHBIE HETOYHOCTH M OTCTYIUIGHHS OT CTaHJapTa B
MPEJCTaBICHUN TEKCTa, CChUIOK, IIUTAT, TAOJIHIbI, TPaduIecKOro
Marepuana u T.1.);

— HEJIOCTAaTOYHBIM YPOBEHB MPOSIBICHHOM CIIOCOOHOCTH K aHATIU3Y
u 0000meHn0 WHGOPMAIMOHHOTO MaTepuaja, TeMa OCBEIleHa
YaCTUYHO, OTCYTCTBYIOT BBIBOJIBI B paboTE;

— paboTa mpeacTaBiIeHa CO 3HAYUTEIbHBIM ono3nanueM (bonee 1
HEJIEJIH ), OTCYTCTBYIOT OT/IEIbHBIC )parMeHTHI pabOTHI;

— HETOJIHBIE OTBETHl CO 3HAYUTEIBHBIMH OIMMOKAMU Ha
JOTIOJTHUTEJIBHBIC BOMPOCHl AyJUTOPUHA W TPENojaBateis IpU
3alIuTe PabOTHI.

0 6amioB
(«HEyIOBIETBOPUTEIBHO))

— TeMa paboOThl HE PACKPHITA, OOHAPYKUBACTCS CYIIECTBEHHOE
HEMOHUMAaHHUE €€ COACPKAHUS;

— TIOCTaBJICHHBIC 33/1a4Ml HE BBHITIOJHEHBI WM BBITIOJTHEHBI WX
OTACJIbHBIC HCCYIIICCTBCHHBIC YaCTH,

— paboTa He mpeICTaBIIeHa.
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5.1.4. Ouenounvie mamepuanvl 041 KOHMPOJAbHOU padomel  no  OUCUUNIUHE
«doxymenmauuonnoe obecneuenue YRpagieHus ouznecom» (KoHmpoaupyemas
Komnemenuusa OIIK-4, unouxamop oocmusicenusn komnemenuuu OIK-4.2)

IIpumepvl munoswix 3adanuii:

1. JlokyMeHT Kak crnocob Gukcanuu ynpasiieH4eckoi nHpopMaluyu 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. XapakTepucTuka 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 HCTOPUUYECKOTO 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 YIPaBICHUECKHUX
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 ciayxoe JJOY. Ctpykrypa, pyHKIUN, METOANKA 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 — onmHa u3 ¢GopM TPOBEPKHM M OIEHKHA ycBoeHUs 3HaHui. [lo
pe3yibTataM KOHTPOJIbHOM paboThl MOXKHO CYIUTh 00 YpOBHE CaMOCTOSATEIBHOCTU 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.
BrimionnHEeHNE KOHTPOJBHBIX pabOT HEoOXomMMo Juisi Oojiee TOJIHOTO  OCBOCHUS
JUCUMIUIMHBL M WIPaeT CYIIECTBEHHYIO pOJb B (OPMHPOBAHUU MNPOPECCHOHATBHBIX
KOMIIETCHIINH.
[Ipy moaroroBke K KOHTPOJILHON pPabOTe HEOOXOIUMO NPUICPKUBATHCS CIEIYIOUICH
TEXHOJIOTHH:
1. BHuMarenabHO U3y4YHTh JICKIIMOHHBIM MaTeprall 0 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
(«yOBIIETBOPUTEIHHO) 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
(«HEYIOBJIETBOPUTEIILHOY») | OIIMOOK M HEIOYETOB IPEBBICHIO HOPMY, YCTAaHOBJIICHHYIO IS
OILICHKH «yJIOBJICTBOPUTEIHLHO

I'pybsie owubku:

— HE3HaHHME 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 3aKItOYeHUsl (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 PACUYETOB;
— HapylUIeHHE JIOTUKU MMOCTPOCHUSI aHAJTUTUYECKOTO 3aKITI0UEHUS (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
«doxymenmauuonnoe obecneuenue YRpagIeHU ouznecomy (KoHmpoaupyemas
Komnemenuusa OIIK-4, unouxamop oocmusicenusn komnemenuuu OIK-4.2)

Bonpocul, 8viHocumble HA KOJNOKBUYM.:

Pyoerxcnotit konmpons Nel

1. Ilpeamet 1 00BEKT Y4eOHON AUCIUTUIMHBI

2. Uenu u 3amaun yueOHOU TUCIIUTIITAHBI

3. OcHOBHBIE KaTE€ropuu JEIOMPOU3BOJCTBA 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 MOJEIIKY JOKYMEHTOB

14. Buabl OTBETCTBEHHOCTH 32 XpaHEHHUE JOKYMEHTOB

15. Bubl OTBETCTBEHHOCTH 32 OITMOKH B IOKyMEHTAX

16. IlpaBoBbIe CiTydan HACTYIUICHUS] OTBETCTBEHHOCTH I10 CITY’KEOHBIM JOKYMEHTaM

Pyoercnoiit konmpono No2

. OCHOBHBIE TIOJIOKEHUS JOKYMEHTUPOBAHUS YIIPABICHUECKOHN A€ATEIbHOCTU
. Homenknarypa aen 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 TOKYMEHTOB

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
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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(popmaniMoHHBIE TOKYMEHTBI: pEKBU3UTHI, IPaBUiIa OQPOPMIICHHSI, OTBETCTBEHHOCTh

11. CipaBouHBIE TOKYMEHTBI: PEKBU3HTHI, IPaBUiIa OPOPMIICHHS], 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 BOPOCH KOJUToKBUyMa. Eciu
KaKHe-TO BOIIPOCH BBIHECEHBI IPEIMOJaBaTEIeM HA CaMOCTOSATEIbHOE H3YUCHHE, CIEAyeT
00paTHThCS K y4eOHOI TUTepaType, peKOMEHIOBAHHOM MPEIoIaBaTelieM B KaueCTBE UCTOUYHHKA
CBEICHU.

[MogroroBka K KOJUIOKBUYMY HAuUMHAeTCS C  YCTaHOBOYHOM  KOHCYJbTAI[HH
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,
IPOCMOTPETh 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 ¢ KaIbIM
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 Ooiiee 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 COCTAaBIICHHBIE;

— 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 NOIIYCKACT 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 H3JaraeT Marepuan HENOoJHO 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 oucuunaune «/loKymenmauuonnoe oodecneyenue YnpaesieHus Ouznecom)
(xonmpoaupyveman xomnemenuus OIIK-4, unouxamop oocmudicenus xomnemenuyuu OIIK-

4.2)

Obpas3sybl mecmoguvlx 3a0anull

I:

S: YnpaBneHueckuii 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
ONEPALMII 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 anmnapar yIpaBiIeHUus B OpPraHu3aluu

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

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

-: pacopsIUTENbHBIN TOKYMEHT, ONIPEACAIONUN 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 ucrnosiHeHus1 JOKYMEHTA, €CJIM OH He YKa3aH OIpeesieTcs ClIelyoIM 00pa3oM:
+: mIpU3HAETCS PaBHBIM OJIHOMY MECSILY

- IPU3HAETCS PaBHBIM IIECTH MeCSIaM

-! YCTaHABJIMBAETCS CIELUUATBHBIM JOMOIHUTEIbHBIM JOKYMEHTOM

-: IO COTJIACOBAHUIO C PYKOBOJUTEIEM

I:

S: [eyaTth HAa JOKYMEHTE HY)KHA:

-: 1751 0003HAYCHUS OpTaHU3aIK, KOTOpas u3/lana JOKYMEHT

+: 11 TOATBEPKAECHUA MTOJJIMHHOCTH MTOAINCH

-1 JUI IOATBEPKJICHUS 3HAUMMOCTH JIOKYMEHTa

22



-1 JUISL 3CTETUYECKOTO 0(OPMIICHUS TOKyMEHTa

I:

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

- X PETUCTPALUU B COOTBETCTBYIOLIEM JKYpHAJIE

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

-! MX II€peJa4l COOTBETCTBYIOIIUM JOJKHOCTHBIM JIUL[aM

- UX aHHYJIMPOBAHMS

I:

S: CucremaTu3npOBaHHBIN MTEPEYEHD 3ar0JIOBKOB JIEJ 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, U3aBacMblii OpraHu3alyeil B LesX perJjaMeHTalui 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 JAO0JKHOCTHOTO
OKJaza

Memoouueckue pekomenoayuu Kk mecmupoganuio
[TonHbIit OaHK TECTOBBIX 3aJaHUN MO AUCIUIUIMHE MPEJCTABICH B CHCTEME OHJIAIH-
o0ydyeHuss Ha Oasze mnporpammHOro obecrneueHuss Moodle co BCTpOEHHOW 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 mamepuaivl 013 RPOMEIHCYMOUHOU ammecmayuu.

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

[IpomexyTouHass arrecTalusl MpeaHa3HadyeHa sl OOBEKTHBHOTO MOATBEPXKACHUS H
OIICHUBAHMSI JIOCTUTHYTHIX PE3yJbTaTOB OOYUYEHHUS TOCIE 3aBEPIICHUS] U3YYCHUS TUCITUTIIUHBI.
OcymecTBiusieTcss B KOHIIE CEMecTpa W MPEACTaBIsieT COOOW HMTOTOBYIO OIICHKY 3HAHHM IO
aucnuIinHe «J/{okyMeHTannmoHHoe oOecrieueHre yrnpaBJIeHHs OM3HECOM» B BHUC MPOBEICHUS
3a4era.
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[TpomerxyTouHasi aTrTecTalusi MOKET MMPOBOJAUTHCS B YCTHOM, MUCHBMEHHOW (opme, U B

dbopme TecTupoBanus. Ha mpoMexxyToOUHYIO aTTeCcTaiio OTBOAUTCS 10 25 GalIoB.

5.3.1. Bompocsl Kk 3adery (koumpoaupyemas xomnemenuusa OIIK-4, unoukamop

oocmuicernus komnemenyuu OIK-4.2)

*®

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, ymnpaBieHYECKH, 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, OMPEACIAIOMNE MOPSAOK CO3MaHUSA U OPOPMIICHHS
JOKYMEHTOB

TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO OPTaHU3AIMOHHBIX TOKYMEHTOB

TpeboBaHMs K COCTABICHUIO U O(POPMIIEHUIO PACTIOPSAUTENBHBIX TOKYMEHTOB

Ha3znauenne w  kjaccupukanus  CHpaBOYHO-UH(POPMALMOHHOM  JOKyMEHTallUh B
YIIPaBIECHYECKOU JCATEIbHOCTH

. MHCTpYKIIMSA 1O JOKYMEHTAlMOHHOMY OOECIEeUeHHIO YIpaBlIeHUs (AeI0NPOU3BOJICTBY) -

OCHOBHOW HOPMATHBHBIN aKT MO perjaMeHTallMyi OpraHu3anuu u Texnonoruu JJOY

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

OpPTaHU3AIMOHHOMN CTPYKTYPBI yUPEKICHUS
Lenb, ocHOBHBIE 3a1aun ¥ PyHKIUH cayk0b1 IOY
Peructpamus kak cocraBHasg 4acTh TexHoioruu JIOVY, menu v OpUHUUIIBI PETHCTpaIuy
JOKYMEHTOB. MecTa perucrpanuu 10KyMEHTOB
3HaueHue U BUJIbI KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB
[onsarue nenonpousBoicTBa. JlokymeHTupoBanue. Opranusanus padoThl ¢ TOKyMEHTaMU
3HaueHue T0KyMEeHTOB B ynpaBieHuH. [lonsTue nokymenta. @yHKIMM JOKYMEHTa
[lonaTe HOPMATUBHO-METOJUYECKON OCHOBBI JEIONPOU3BOACTBA. BuUIbl HOpMATHUBHBIX
JIOKYMEHTOB. MIHCTpYKIIMS 110 AETONPOU3BOICTBY OpTaHU3alUN
[MonsTHe Knaccuukanuu JOKyMEHTOB, BHJIBI KJTacCU(DUKAITIH
DNEKTPOHHBIN TOKYyMEHTOOOOPOT, MPEUMYIIECTBA U HEAOCTATKU
[TonsiTHe W BUABI YHU(PUIIUPOBAHHBIX CHCTEM TOKYMEHTAILUU, Ta0eNb YHHU(PUIIMPOBAHHBIX
$hopM TOKYMEHTOB
CocTaB peKBU3UTOB JIOKYMEHTOB, IPABHJIA UX OPOPMIICHHUS
[TonsiTHEe 0 OCOOCHHOCTH S3bIKA CITYKEOHBIX JOKYMEHTOB
[lonarue OnmaHka AOKyMEHTa. Buabl M pekBU3UTHI OJaHKOB. BapuaHTBl pacronoxeHus
PEKBHU3UTOB
Dopmyiisip - o0paser JOKyMEeHTa
OcHoBHBIE BUIbl YCTABOB U IIPAaBUJIA UX COCTABICHUS
OcHOBHbIE BU/IbI TTOJIOKEHUM U MPaBUJIa UX COCTABIICHUS
OcHOBHBIE BUJIbI MHCTPYKIUH. [IpaBuia ux cocraBieHus
JloJKHOCTHASI MHCTPYKIUS, TpaBujla COCTABICHUS
[Tonstue npukasa. [IpaBuna cocraBieHus
ITonsarue pacnopsxenus. [Ipasuita cocraBieHus
[Tonstue pemenus. [IpaBuna cocraBiaeHus
ITonsarue nporokona. IIpaBuna cocraBineHus
Bunel aktoB. [IpaBuna cocraBieHust
OcHoBHbIe BubI iceM. [IpaBuiia ux cocraBiieHUs
[TonsiTHE MOKIATHOM, CITY’)KEOHOU U OOBSICHUTEIHHOM 3aITUCOK, TIPaBUIa UX OPOPMIICHUS

24



36. Buasl cipaBok, IpaBuiia COCTaBICHHUS

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

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 rpaxxmaH Ha oOpamieHuss 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. Bxopsume JOKyMEHTBI, dTanbl 00pabOTKU U TTOPSIIOK pabOTH C HUMHU

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

47. BHyTpeHHHE TOKYMEHTHI, dTaIlbl U TIOPSAI0K PAOOTHI ¢ HUMH

48. Ilonstne perucrtpanuu JAOKyMEHTOB. PopMbl M BUABl perucTpauuu. ['pynmsl
PErUCTPUPYEMBIX U CIIUCOK HEPETUCTPUPYEMBIX JOKYMEHTOB

49. Llenp ¥ coxepkaHue KOHTPOJISL UCIIOJIHEHUS JOKYMEHTOB, CPOKHM U HOPSAAOK IPOBEACHUS
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB

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

51. Hopsaok hopmMupoBaHus U MpaBuiia 0HOPMIICHHUS eI

52. TlonsiTne KOH(PUACHINAIBHOCTH JOKYMEHTOB | MPaBHiia pabOThl C HUMHU

Memoouyeckue pekomenoayuu no no020MoGKe U npoyeoype ocyujecmeanenus KOHmpoJis
8bINOIHEHUS
ITogroroBka K INpPOMEXKYTOYHOM ATTECTALMM 3aKJIIOYACTCS B HM3YyYEHUM M TILATEIBbHOMN
npopaboTke 00yJaronmMcss y9eOHOro Marepuaia AUCIUIUIMHBI ¢ YI€TOM PEKOMEHIOBAHHOTO
npernoaaBaresieM yu4eOHO-MeTou4ecKoro obecreueHus. J[ns obecriedeHus MOMIHOTHI OTBETA Ha
BONPOCHl W JIyYIIEro 3allOMUHAHUS PEKOMEHJIYeTCS COCTaBISATh IUIAaH OTBETa Ha KaXKIbIH
BOIIPOC.

5.3.2. IIpuMepbl THNOBLIX KOHTPOJLHLIX 3aJaHWIi HAa 3a4eTe (KOHmpOoJaupyemas
Komnemenuusa OIK-4, unouxamop oocmudicenusn komnemenyuu OIIK-4.2)

Lenv KOHTPOJIBHBIX  3aJaHuil: dbopMupoBaHHE  MPAKTUYECKUX  HABBIKOB
JOKYMEHTaJIbHOTO  OGOpMIICHHMSI  pEIIeHWH B  YIOpaBICHUM  MPEANPUHUMATEIbCKON
JESATEIILHOCTHIO OpraHU3aliH.

3a0auu KOHTPOJBHBIX 3aJaHUN: 3aKPEIUICHHE TEOPETUUYECKUX 3HAHUW O CYIIHOCTH
0a30BbIX KaTEropuil NENOMpPOM3BOJACTBA; (OPMHPOBAHUE IMPAKTHUYECKHX HABBIKOB PabOTHI ¢
HOPMATHBHO-TIPABOBOM 0a30i, perylHpyIomeld BOMPOCH JOKYMEHTAIIMOHHOTO OOecreueHus
ynpaBiieHUus Ou3HEcCOM; (OPMHUPOBAHME HABBIKOB OCYILECTBICHHUS MPOLEAYpPhl CO3JIaHUS,
UCIIOJTHEHUS Y XPAaHEHUS JOKYMEHTOB; (OPMUPOBAHNE HABHIKOB BEICHUS JEJIOBOM MEPEMUCKY;
¢opMHpOBaHHE HABBIKOB JIOKYMEHTHPOBAHHUS YIPABICHYECKOH EATEIBHOCTH C Y4ETOM
cnenuuKd CUCTEM TIOKYMEHTALIUH.

KonTpoasHOE 3amanue |
Bribepute U3 MPHUBEIECHHOTO CIUCKA OPraHU3alMOHHO-PACTIOPSIUTEIbHbIE JOKYMEHTHI:
peecTp 4eKOB; HaKJIagHas Ha OTIYCK MAaTEPHAJIOB; MPHKa3 O KOMAHAMPOBKE; aKT JTUKBUIAIIUN
OCHOBHBIX Cpe,Z[CTB.
Pemrenne:
MpPUKa3 O KOMaHJIUPOBKE
KoHTponrHOE 3aadue 2
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[IpocraBbTe B Tabmuie  BUA  NEPBUYHOTO  JOKYMEHTA:  OPTraHU3AIMOHHO-
pacniopsiautenbhbiid (OP); onpaBnarenshblil (O); nokymeHT Oyxranrepckoro odhopmienus (bO).
Jlannwle 015 8blNOIHEHUS 3a0a4U

HaszBanue noxymenra Bun
JIOKYMEHTa

1. JloBepeHHOCTh Ha MOJY4YEHHE MaTepHaAIbHbIX HEHHOCTEN BO
2. AKT 0 IpUeMKe MaTepHuajoB O
3. Ilpukas o npueme Ha paboTy )
4. IlpuxoaHbIN KacCOBBIN OpAEp O
5. AKT IpUEMKH OCHOBHBIX CPEJICTB 0]
6. TpeboBaHue Ha MaTepUaIbI BO
7. BenOMOCTb HaYMCJIEHNs] U3HOCA OCHOBHBIX CPEJICTB bO
8. IlarexxHoe nopyueHue bO
9. ABaHCOBBII OTUET ITOJOTYETHOIO JIAIIA O
10. BeromocTs HauncieHus 3apabOTHON TIATHI BO
11. Pacnopsikenue 06 omsiaTe BBINOJIHEHHBIX COBMECTHUTEISIMH padoT OP
12. JloroBop Kymim-npojaxu bO
13. TlapanTHitHOe MUCHMO OO OIUIATE OCHOBHBIX CPEICTB, MJIAHUPYEMBIX IS
npuoOpeTeHus bO
14. AKT 0 CIMCAaHUU UHBEHTAPS 0)
15. Ilpuka3 o Ha3HAUYEHUH KOMHUCCHU TI0 JIeTy 00 yTepe TOKYMEHTOB OP
16. Pacyer Hanora Ha NpuOBLIb BO

KonTpoabHoe 3aganue 3

3.1. Beibepure u3 cucka JOMKHOCTHBIX JIMI] T€X, KTO JOKEH TOIIHACHIBATD:

- IPUXOIHBIA KaCCOBBIA OPAED;

- aKT CIIMCaHUs cTaHKa m3 1exa Ne 1;

- IJIATEXKHOE MOPYUYCHHE HA IEPEUUCIICHUE HAIIOTOB B OIOJDKET;

- TMCHhMO-3aIIPOC MOKYIATENISIM O HEYIUIATE 0Jra 3a MOCTABISEMYIO UM MTPOAYKIIUIO;

- TpeOOBaHUE HA MaTEPHAIIBL.

CHucoK JOMKHOCTHBIX JIMI[ TPEANPUATHS: PYKOBOAUTENb MPEANPUSITHS;, TJIaBHBINA
Oyxrantep; TJIaBHBIM KOHCTPYKTOp; HadalbHHUK mexa Ne 1; KIaJOBIIMK CKJIaga MaTepHalioB;
Opuramup mexa Ne 1; kaccup; mexaHuk Iiexa Ne 1; HayaldbHUK JUCIIETYEPCKOTO OT/ENA;
HAYaJbHUK OTJIea TPy/Ja U 3apaOOTHOM MIIATHI.

3.2. BriGepute 13 NpeioKEHHOTO CIMCKA TE€X, KTO JAOJKEH MOIMUCHIBATh IOKYMEHTHI Ha
BBIJIa4y 0CO00 JOPOTOCTOSIINX U Ae(PHUIUTHBIX MAaTEPHAIIOB.

CHucoK JOMKHOCTHBIX JIMI[ TPEANPUATHS: PYKOBOAUTENb MPEANPUITHS;, TIaBHBINA
Oyxrantep; KIAJOBIIUK;, KACCHP; HAYAILHUK OTAeNla MaTepUaIbHO-TEXHUUYECKOTO CHAOXKEHUS;
m000ii pabOTHHUK, KOTOPOMY JTH MaTepuaibl HYKHBI JUJIS MPOU3BOJCTBEHHO-TEXHUYECKOM
JeATEIbHOCTH; JIMLA, YTBEPXKACHHBIE PYKOBOJIUTENIEM MPEANPUATUS U HMEIOIIME IMpPaBO Ha
MOJIUCH IOKYMEHTOB.

Pemenue:

3.1.

IPUXOJHBIN KacCOBBIN Oplep — INIaBHBIA OyXrajaTep U Kaccup;

aKT crnucaHusi craHka ux mexa Nel — HavanpHMK 1iexa Ne 1, TmaBHBIM Oyxrantep,
PYKOBOAUTEND MPEITIPUSATHUS;

MJIaTEKHOE TOPYYECHHE Ha TEePEUYHCIICHHEe HAJIOTOB B OIOKET — PYKOBOJMTEIb
MPEIIPHUATHSI, TJIABHBIN OyXranrep;

MACHbMO — 3aMpOoC MOKYIMATEIIM O HEyIUJIaTe J0Jra 3a MOCTaBIISIEMYI0 UM MPOIYKIHIO —
PYKOBOAUTEND MPEANIPUSATHUS;
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TpeOOBaHUE Ha MaTepuaibl — KIAJOBIIMK CKJIaJa MaTepHalioB KaK JIMIO BBIJAIOIIEE
Martepuaibl. Moryt noanucaTh HadaabHUK 1exa Ne 1, Opuragup mexa Ne 1, mexanuk mexa Ne 1
KaK JIMIa TpeOyIoIre MaTepHabl

3.2.
BO-HGpBHX, AOJDKCH MNOANHUCBHIBATL KaK JIMOO MAaTCpUAIbHO-OTBCTCTBCHHOC 3a HX
XpaHEHUC — KIAAOBIIMUK, PYKOBOAUTCIIb OpraHu3ald, HWIKX JHKIQA, YTBCPKIACHHBIC

PYKOBOAMTENIEM OPraHU3allM¥ U UMEIOLIKE NIPAaBO HAa MOIIUCH JOKYMEHTOB, K KOTOPBIM MOTYT
ObITb OTHECEHbl HAYaJlbHUK OTJENa MaTepUAIbHO-TEXHUYECKOTO CHAO0XEHHUs, TIJIaBHBIN
Oyxrantep. Bo-BTOpBIX, TaKkKe MOJMUCHIBAIOT JIULA, 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 mTyk». UTo menaTh ¢ TaKUM JOKYMEHTOM (BBIOEPHUTE MPAaBUIIHHBINA OTBET):

- UCTIPaBUTB;

- IEPETNCATD.

3. B naxyiagHO# Ha OTIYCK MarepuajioB Oblja JOMYIIEHA OMMOKA MPU YKa3aHUH 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. IlpaBunbHBI OTBET: a) BHOCHUTb MCIPABICHHUS TOJBKO B IMPUCYTCTBUM TJIaBHOTO
Oyxrairepa, pyKOBOJIUTENSI WM MHOTO OTBETCTBEHHOIO JIMIA MPEeanpusTHs: 0) AOCTaTOYHO
OJTHOW PpOBHOH TOPHU3OHTAIBHON JHMHHUEH 3auepkHyTh ommOKy. Ilpm sTOM Teker mox
3a4epKUBAaHUEM JIOJDKEH OCTaThcsl 4yuTaOenbHbIM M ueTKuM. Hamucate Haj 3auepKHYTOMN
OmMOKON MpaBUIIbHOE Ha3BaHME Mapku Matepuana. Ilocie 3Toro HeoOXOIUMO Hamucatb
«McnpaBneHHOMY BEPHUTHY», IOCTABUTh JaTy BHECEHHs HUCHPAaBICHUN W 3aBEPUTH JIaHHYIO
OTEpalIO TMeYaTbio (UPMBI U TOANUCHIO JIMIA, KOTOPHIM BBINMKCHIBAT HakIagHylo. Taxoke
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 MPEATIPHUSITHS;
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 IO PACCISIOBAHUIO ICHCTBUH TTIAaBHOTO OyXraiTepa;

- 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 aapec: 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
SKCIO3UIUU TUPEKTOPY BBICTABOYHOTO IeHTpa «IDkcno-busznec» r-uy Ctpaxony FO.B. u mpocut
3aKJIIOYUTh TPEANPUATHE B YHUCIO YYAaCTHUKOB BBICTaBKUM. K mHCbMy mnpuiaraercss IUIaH
3KCIo3uIMu Ha 3 J1. B 2 3k3. [louToBsIil agpec BrictaBounoro uentpa «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 HayyHO-TEXHMUYECKOH 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. ([okman uiena HTK B.M.
Ocuroa).
2. O mpoekTe TrocymapcTBeHHOro craHmapra «MukpodoTokonupoBanue. TepMHUHBI U
onpenenenus». (Joknan wiena HTK A.Jl. lopodeesa).
1. CIHYIIAJIN: B.M. Ocunosa — noknaxa npuiaraercs. [IOCTAHOBUJIN:
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) Kountposnb 3a BBeIeHHEM CTaHJapTa BO3JI0XKUTh HAa YIIpaBieHue I'occraniapra.
4) Tlpencenatens [1.B. Mensenes. Cekperaps .B. AHTOImMMHA

KonrtponbHoe 3aanue 12

Horapuycom Tankuasiv M.M. npu cOCTaBI€HUHM CTAaTUCTUYECKOTO OTYETAa CBOEH
NESTENILHOCTH OBLIM OOHapyXEHBI OIIMOKU B HyMepalliu HOTapUalIbHBIX JCHCTBHIA B peecTpe
Il PErUCTpallud HOTapUAIbHBIX JEUCTBUM. [l yCTaHOBJIEHUS MPaBUILHOW HyMeEpaluu
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 JEHCTBUIN?

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 mocTaBku ToBapa OOO «Toproeii Jlom "KyOGanbp'»
UHAMBUAYyaJIbHOMY  npeanpuHumarento  Jlykomenko Hukonaro  BacmibeBnuy (MHH
230800176150). Jlata rocymapCTBEHHON PETHCTPAllUM MPEANTPUHUMATEIBCKON EATETbHOCTH —
24.01.2007 (cBugerenscTtBO O peructpanuu Ne 906544). Anpec peructpaiuu (10 MeECTY
)utenscTBa) — 350000, r. Kpacronap, yn. Bumnskooid, 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 mpuka3z no [NAO «KyOaHbATponmpoayKT» 00 YTBEPKIACHUU HHCTPYKIIMH T10
JIETIONPOU3BOJICTBY HA MPEANPUITHH. B KOHCTaTHPYIONIEH YacTH YKaKUTE, YTO B COOTBETCTBUU
C TUIIOBOM HMHCTPYKIIMEH MO JETONMPOM3BOJCTBY B MUHHMCTEPCTBAX, BeloMcTBax Poccuiickoit
®enepanuu, yrBepkeHHON 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

UHCTPYKIUU.

KoHTtponbHOe 3a1anue 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 3amanne 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 pexomernoayuu no no02omogKe u npoyeoype oCyujecmeieHus KOHMmpos

8bINOTHEHUS

[lpy MOATOTOBKE K BHIMOJHEHHIO KOHTPOJBHBIX 3aaHUN HEOOXOAMMO OOpaTHUTHCS K
KOHCIICKTaM HNPAKTHYCCKUX Ba,Z[aHI/Iﬁ n 3aJaHusIM CaMOCTOATCIIBbHO BBbIITOJIHCHHBIX pa60T JJIA
3aKpeTUICHHS aJrTOPUTMa PEIICHHS TUTIOBBIX 3a/1a4.

Kpumepuu oyenusanusn

MakcumanpHasi cymMmma OayuioB, HaOupaemas 00yJaroUUMCs MO JUCHUTUINHE, BKIIOYACT
JIBE COCTABJISIONIHE:

— nepsas cocmaegnAwwas — OIEHKA PEryJsspHOCTH, CBOEBPEMEHHOCTH M KadecTBa
BBITTOJIHEHUS 00YYaIOIMUMCs Y9eOHOH padOoThI 10 M3YyYCHHIO NUCIHUILIMHBI B TCUCHHE MEPHOAA
U3YYCHUS JUCHHUIUTUHBI (cymma — He Oonee 70 Oamno). bamnel, XapakTepusyromue

yCIIEBAEMOCTh O00yHaroIerocs Mo AWCIMIUIMHE, HaOMpAroTcs MM B TEUCHHE BCETrO IEpuoja
0o0y4YeHHs 32 U3y4YeHHE OTNENbHBIX TEM U BBIIOJHEHHE OTACIbHBIX BUIOB padoTr. OOmuii 6amn
CKJIQIPIBACTCSI B PE3YJIbTATE MPOBEICHHSI TEKYIIET0 M pyOeKHOTO KOHTPOJIS 10 JUCIUILIHHE!

IIxana oneHUBaHUA

0-35 Gamnos 36-50 6ammoB 51-60 6amnoB 61-70 6anmmoB
YactnyHoe IMonuoe nian yactuuynoe | IlonHoe minu ITonHoe nocenienue
MOCeIIeHHE MOCEIICHHE YacTUYHOC ayJIUTOPHBIX
AyAUTOPHBIX 3aHATHI. | AyTUTOPHBIX 3aHITHH. MOCELIECHUE 3aHATHIA.
HeynosnersopurensH | Yactuunoe ayUTOPHBIX ITonnoe
0€ BBITIOJIHCHHE BBIITOJTHCHME M 3aIllTa | 3aHSATHH. BBITIOJIHEHHUE B
3aJJaHUuH Ha 3aJJaHUuN Ha IlonHoe BBITIOIHEHUE | 3alllUTA 3aJaHUU Ha
MPAKTUYECKUX MPAKTUYECKHUX Y 3alUTa 3aJlaHui Ha | TPaAKTUYECKHUX
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(ceMHHAPCKUX) (ceMHHApPCKUX) MPaKTUYECKHUX (ceMHUHAPCKUX)
3aHATHUIX. 3aHATHUIX. (ceMHUHapCKUX) 3aHATHIX.
IInoxas moaroroBka K | BeITIOTHEHNE TECTOBBIX | 3aHATHAX. Bremonnenue
BPM. OGyuaromuiicss | 3aaHuii, OTBETHI Ha Brimonnenune TECTOBBIX 3aJaHUM,
HE JIONyCKAeTCs K KOJIJIOKBUYME Ha TECTOBBIX 3aJlaHUM, OTBETHI HA
MIPOMEKYTOUHON OLICHKH OTBETHI HA KOJUIOKBUYME Ha
aTTecTaluu «YJIOBJICTBOPUTENILHO» | KOJJIOKBUYME Ha OIIEHKH «OTJIMYHOY)
OIICHKH «XOPOILIOY
—emopas cocmaeiAwas — OICHKa 3HaHWK OoOydJaromierocs 10 pe3yibTaTam

MIPOMEKYTOUYHOM aTTECTAIlMU — 3a4eTa (10 25 6aIoB):

IIxana oneHuBaHUA

He 3aureno
(36-60 6an0B)

3auTeHo
(61-70 6anmoB)

OO6yuatomuiics umeer 36-

60 6ayu10B O UTOraM
TEKYIIETO U PYyOEeIKHOTO
KOHTpoJis. Ha 3auere He

BBITIOJIHHJI HpeI[HO)KeHHOG
nperojaBaTesieM 3aaHue.

I1o ntoram

MIPOMEKYTOUHOTO KOHTPOJIS

noayuun 0 6amos

Ob6yuatonuiics umeer 36-50 6ayIOB MO UTOraM TEKYIIETO U
pyOeKHOr0 KOHTPOJISI, Ha 3a4ETe MOJHOCTHIO BBIMOIHUII OJTHO
3a/laHue ¥ YaCTUYHO (IIOJIHOCTHIO) BTOpOe 3ananue. [1o uroram
MIPOMEKYTOUYHOT'O KOHTPOJISI moyuny ot 11 1o 25 6anos.
OO6yuarommiicst umeeT 51-60 GaIoB MO UTOraM TEKYIIETO U
pyOeKHOr0 KOHTPOJISI, Ha 3a4eTe BBHIIOJIHUII OJHO 3aJjaHKe
MOJTHOCTHIO MO0 YaCTUYHO BHIMOTHIII 00a 3amanus. [To utoram
MPOMEKYTOUYHOT'O KOHTPOJISI moyuny ot 1 1o 10 6amios.
Ob6yuaronemycsi, umeromieMy 61-70 6aioB mo utToram
TEKYIIETo U PyOeKHOTO KOHTPOJISI, BHICTABIIETCS OTMETKA
«3a4TeHoy 0e3 clauyu 3a4era

5.4. Konmponw Kypcoevix pabom (npoekmos)

KypcoBas paboTa (mpoekT) 1Mo AUCHHUIUIMHE HE TPEAyCMOTpEHA.

6. Memoouueckue mamepuanslt, onpeoensoujue npoyedypvl OUeHUBAHUA 3HAHUIL,
YMeHUll, HABbIK08 U (U1u) onvima 0eamenbHOCmu

Tabnuya 7. Pe3ynomamoi 0c6oenus y4eOnol OUCYUnIuHbl, nooaexcawjue nposepke

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

Kox m HamMeHOBaHMe
KOMIIETEeHI[MH
BBINNYCKHUKA

OIIK-4. Crocoben
paspabateiBaTh U

IIPUHUMATh OKOHOMHWYECCKHA

1 (PUHAHCOBO
000CHOBaHHEBIE
OpraHU3aIMOHHO-

yIpaBJIeHYECKNE PEIICHHUS,

TUTAHUPOBATh U
OpTraHU30BHIBATh
npodeccuoHaILHY IO
JeSITETbHOCTD,

OCYHICCTBJIATh KOHTPOJIb U

yHeT ee pe3yabTaToB

3HaTh:

- COJIep )KaHUE aKTyaTbHBIX
nerictBytonux 'OCToB 1o
JISIIONIPOU3BOJICTBY H
JIOKYMEHTOBEICHUIO;

- OCHOBHBIE MTOJIOXKCHUS
JIOKYMEHTUPOBAHUS
YIPaBICHUECKOH A TEIILHOCTH;
- TpeOOBaHUS K COACPKAHHIO
O(HUIMATILHOIO TEKCTA B
JIOKYMEHTAX;

- MIOPSIJTOK U MpaBUIIa
COCTaBIICHHS, YIeTa, XpaHSHUS U
UCIIOJIb30BaHHUS JIOKYMEHTOB (B
TOM YHCJIE OTPAaHUICHHOTO
JIOCTYTIA) B OpTaHU3aIlNH;

O1eHOYHBIC MAaTEPHAITBI UL YCTHOTO
ompoca (pazmen 5.1.1)

O11cHOYHBIE MaTEPUAITBI IS
CaMOCTOSITEIbHOM paboTHI (pa3aen
5.1.2)

O1cHOYHBIE MaTEPUAITBI IS
BBITIOJTHCHUS pedepaToB (pa3aernt
5.1.3)

OI1ICHOYHBIEC MAaTEPUAITBI JJIS
KOHTPOJBHOM paboThI (pasaen 5.1.4)
OI1ICHOYHBIEC MAaTEPUAITBI JJIS
KOJIJIOKBUYMa (pa3zmen 5.2.1)
Or11cHOYHBIE MaTEPUAITBI JJIS
NPOBEJICHNS TECTUPOBAHUS (pa3ied
5.2.2)
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Ko u HauMeHOBaHMe
HHINKATOPA T0CTHKEHHS
KOMIIeTeHIUH
BBIMYCKHUKA

OIIK-4.2. Ciocoben
OpTraHH30BHIBATh
JIOKyMEHTOOOOPOT H
OCYIIECTBIISTh
JIOKYMEHTAIIHOHHOE
odopmieHne
OpTraHu3aIoOHHO-
YIIPaBIECHYECKUX PEIICHUH,
OCYIIECTBJISATh KOHTPOJIb U
y4eT pe3yIbTaToB
npodeccHoHaTbEHOM
JIESATSIIEHOCTH

- BUJIBI OTBETCTBEHHOCTH 32
OIMMOKH B TOKYMEHTaX H
HapyIIeHUs B opopMIIcHUH U
pabote c JOKyMEHTaMu;

- TIPUHIIAIIEI ¥ TIPaBHJIa
MMOATOTOBKY WH(MOPMAIFOHHO-
CIIPaBOYHON U METOJUYECKOM
JIOKYMCHTAITVH;

- IPUHIIMIIBI POPMHUPOBAHHS
WHGOPMAIUK Ha Pa3TUIHBIX
YPOBHSIX yIPaBICHUS
9KOHOMHYECKUM CyOBEKTOM;

- CHCTEMBI yIIPaBIICHUS
AIEKTPOHHBIM
JIOKYMEHTOO00POTOM;

OLeHOYHBIE MaTEPHUAIBI TS
MIPOMEXYTOUHON aTTeCTAlU
(paznmen 5.3)

Ymersn:

- ACTOJIB30BaTh 3aKOHOMEPHOCTH
Y TIPUHITUIIBL IOKYMCHTOBEICHUS
U JICJIOTNPON3BOJICTBA B
00pazoBaTeNLHOMN U
XO035I1ICTBEHHO-TPABOBOI
JeSITeITbHOCTH;

- COCTaBJIAATh, 00pabaTHIBATH,
UCTIOJb30BaTh, XPaHUTh U
YYUTHIBATH YIPABICHYECKUE
JIOKYMEHTBI OTKPBITOTO U
3aLIUIEHHOTO
JOKYMEHT0000pOTa;

- OpraHU30BHIBATH
JIOKYMEHTAIIHOHHOE
MIPOU3BOICTBO Ha MPEIPHUATHIX
OTpaciy U aHATU3UPOBAThH

3 PEeKTUBHOCTH JTAHHON
JesITeIbHOCTH;

- OIICHUBATH TOJJTMHHOCTH
O(HIIMATBEHBIX U OPUTHHAIBHBIX
JIOKYMCHTOB;

- TOTOBUTH HH()OPMAIIMOHHO-
CTPaBOYHBIE JIOKYMEHTHI,
HEOOXOIUMBIE JIJIsl TIPUHSTHUS
YIPaBICHUECKUX PEIICHUH;

- COCTaBIISATh B CIIPABOYHOM
HHGOPMAIUOHHOM CUCTEME
noJ00pKU TOKYMEHTOB,
COJepKALINX HOPMBHI,
perynupyromniue Or0KeTHBIE,
HAJIOTOBBIC, BATIOTHBIE
OTHOLICHUS B 00JIacTH
CTpaxoBoii, 0aHKOBCKOM
JIeSITEIIbHOCTH, YUeTa U KOHTPOJIS;

OueHoYHBIE MAaTEPHAIIBI IS
BBITIOJTHEHUS pedepaToB (pasuen
5.1.3)

OueHOYHBIC MAaTEPHAIIBI IS
KOHTPOJBLHOM paboTh! (pasaen 5.1.4)
OrneHouHBIE MaTEpUaITBbI IS
IPOMEKYTOYHON aTTecTanuy (paszien
5.3)

Baaners:

- HaBBIKaMU COCTaBJICHUs, cOopa,
XpaHeHus, 00pabOTKH U ydeTa
JIOKYMEHTHUPOBAHHOM
uHGOpPMAIUH, B TOM YHCIIE
OTPaHMYEHHOTO JOCTYTIA;

OneHouHBIE MaTEpUAITBI AJIS
BBITIOJTHEHUS pedepaToB (pasuen
5.1.3)

OueHoYHBIC MAaTEPHAIIBI IS
KOHTPOJIBHOU pa0oTHI (pa3nmen 5.1.4)
OueHoYHBIC MAaTEPHAIIBI IS
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- HaBBIKaMU BEACHUS U MPOMEKYTOUHOHN aTTecTalmu (pasuen
ONTUMH3AIINN JOKYMEeHTo00O0poTa | 5.3)

B Pa3IMYHBIX chepax
JIESTEIILHOCTH;

- HaBBIKAMH JIOKYMEHTAIBHOTO
o(opMIIeHUS PEIICHUI B
YIpaBICHUH
MPeITPUHAMATEILCKOM
JeSITETbHOCTHIO OpPraHU3aIlnH;

- MeToJIaMu (pOPMHUPOBAHUS
YMCHHS ITPOBOUTH Pa3pabOTKH
HOBO JIOKYMEHTAIIAH JUTSI
OOHOBIIEHUS CTaHAAPTOB,
TEXHUYECKUX YCIOBHIA,
OpraHU3aIMOHHBIX, KOHTPOJIHHBIX
JIOKYMCHTOB;

- HaBBIKaMU (hOPMHUPOBAHHUS
MOJI0OPOK TOKYMEHTOB,
COJIEPKAINX HOPMBI,
perynupymoinue O KETHEIC,
HAJIOTOBbIC, BATFOTHBIC
OTHOIIIEHUS B 00JIacTH
CTpaxoBoOii, 0aHKOBCKOM
JICSATEIILHOCTH, Y4eTa U KOHTPOJIS
B CIIPaBOYHON WH(OPMAIIMOHHOMN
cucreme Koncynprant I1mtoc;

- OCHOBHBIMH
WHGOPMAITUOHHBIMH
TEXHOJIOTHSIMH 00pabOTKH
COIMATHLHO-3KOHOMHYECKOM
UHQOPMALIUH.

7. Y4eOHO-MeTOAMYECKOE OOeceueHue TUCHMILINHBI (MO1YJIs1)

7.1. Hopmamueno-3akoHooamenvHvle akmbl

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

2. Hanorossrii koaekc Poccuiickoit @eaepannu (dacth neppasi) ot 31.07.1998 r. Ne 146-
@3 [DnextponHbIi pecype]. — Pexxum nocryna: Koncynsrant [Imroc: URL: www. consultant.ru.

3. Hamorossiit konexc 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. Oenepanbueiii 3akoH PO ot 30.12.2001
Ne 197-®3 [Onekrponssiii pecypc]. — Pexum nocryna: KoncyneranTt Ilmroc: URL: www.
consultant.ru.

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

6. ®enepanbbiii 3akoH oT 10.01.2002 Ne 1-03 «O06 31eKTPOHHOHN LTUPPOBOI MOITUCH
[DnexTponnsIit pecypc]. — Pexxum nocryna: Koncynerant [Imroc: URL: www. consultant.ru.

7. ®enepanbhblii 3akoH 0T 20.02.1995 Ne 24-D3 «O6 undopmaiun, nHGopMaTH3aud U
3amuTte nHGopManumu» [nexTpoHHsld pecypc]. — Pesxxum moctyma: Koncynsrant ITmoc: URL:
www. consultant.ru.
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8. denepanbHblii 3akoH OT 22.10.2004 Ne 125-@3 «O6 apxuBHOM Jene B Poccuiickoit
®enepanun» [DnekTpoHHBIN pecypc|. — Pexum noctyna: KoncyneranT IDmoc: URL: www.
consultant.ru.

7.2. OcHosnas numepamypa

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

10.  Hoponuna JI.A., Uputukosa B.C. JlokymMeHTanIMOHHOE 00ECIIEYeHNE YIIPaBICHUS
[Tekcrt]: yue6. u mpakt.nis CIIO / JILA. Jloponuna, B.C. UpurtukoBa. - M.: U3n-Bo Opaiir,
2019. - 233 c. - (IIpoeccuonansuoe obpazoBanue). - ISBN 978-5-534-05783-6. — 10 ak3.
(Otnmen yuebnoit uteparypsl CIIO - 10).

11. Ky3uenoa WM.B. JlokyMeHTaMOHHOE oOOecreueHHe YIpaBiIeHUs [DIIEKTPOHHBIN
pecypc]: yuebnoe mocobue misi CIIO / U.B. Ky3nenosa, I'.A. XauarpsH. — 2-e¢ u3a. —
OnexkTpoH. TekcToBble paHHble. — CapatoB: [Ipodobpazosanue, Ait Ilu Op Menua, 2019. —
166 c. —  978-5-4486-0404-1,  978-5-4488-0216-4. —  Pexum  pocryna:
http://www.iprbookshop.ru/80326.html

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

7.3. Jlononnumenvras iumepamypa

13. TnmyxoBa O.B. JlokymeHTanmoHHOEe oOecleueHrue YyIpaBieHUs [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. JIoOKyMEHTAaIIMOHHOE OOECTICUCHHE YIpaBICHUS [DJIEKTPOHHBIN
pecypc]: yueonuk / A.C. I'punGepr, H.H. TI'opbaueB, 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. JloKkyMeHTallMOHHOE O0OECIeUeHne yIpaBiIeHUs [DJIEKTPOHHBIA pecypc]: yueOHoe

nocobne /. — DIEKTpOH. TEKCTOBble JnaHHble. — HoBocubupck: HoBocubupckuii
rOCYIapCTBEHHBI arpapHbld YHUBEPCHUTET, 30J10TOM KoJoc, 2014. — 106 c¢. — 2227-8397. —
Pexxum noctyna: http://www.iprbookshop.ru/64716.html

16. KysnemoBa N.B. JlokyMeHTannmoOHHOE OOECIICUCHHE YIPaBICHUS TEPCOHATIOM

[DnexTpoHHBIN pecypc]: yueOHOe mocobue ans O6akanaBpos / M.B. Ky3nenona, ['.A. XauaTpsH.
— DJIeKTpOH. TeKcToBbIe JaHHble. — 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 obOecrieueHue [DIEeKTpOHHBIA pecypc:
yuebHoe mocobue / U.P. PoxHsATOBCKasi. — DJIEKTPOH. TEKCTOBBIE JaHHbIe. — CuMQepomnos:
YHUBEpCUTET SKOHOMUKM | ympasieHusa, 2016. — 104 c¢. — Pexum pgocrymna:
http://www.iprbookshop.ru/73265.html

7.4. Ilepuoouueckue uzoanus
1. XKypnan «CoBpeMeHHBIE TEXHOJOTHH JCJIOMPOU3BOACTBA M JOKYMEHTOOOOpOTa». Pexum
nocrymna: https://elibrary.ru/title_about.asp?1d=34482
2. Kypnan «JlenonpounsBoicTBOY. Pexum JIOCTYyTIA: http://www.top-
personal.ru/officeworks.html.
3. Kypuan «Kamposoe neno». Pexum gocryna: https://e.kdelo.ru/
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7.5.  Humepuem-pecypcol

—npogheccuonanvbHvle 6a3bl OAHHBIX:

1. baza gannbix Science Index (PUHII). — URL: http://elibrary.ru

2. HammonanwHas snektpoHHas Oubnmoreka PI'b (umeercs pexxum ansa nmoae ¢
HapyIICHUeM 3peHus (1 ciensix U cnadboBuasammx). — URL: https://H30.pd

3. OBC «Jlaub». — URL: https://e.lanbook.com/

4. 3OBC «IPRbooks». — URL: http://iprbookshop.ru/

5. Polpred.com. Hooctu. 0O0630p CMMU. Poccus wu 3apyoexse. — URL:
http://polpred.com

6. Ilpesunentckas 6mbmuoreka uM. b.H. Enprimna. — URL: http://www.prlib.ru

—UHDOPMAYUOHHBIE CNPABOYUHbIE CUCEMDbL!

1. CnpaBounas mpaBoBas cucrema «Koncynsrantllnrocy. — URL: www. consultant.ru

2. Iopran TAPAHT.PY. — URL: https://www.garant.ru

3. Tlopran KOHCYJIbTAHTIUIFOC CTYAEHTY U ITPETIOJABATEJIFO. — URL:
www.consultant.ru/edu/

4. Tlopran TAPAHT-OBPA30OBAHUE. — URL: https://edu.garant.ru

- UHble UHMEPHEM-UCOYHUKU.:

1. Hayunas snektponHnas 6ubnmoreka «Kubepnenunkay: https://cyberleninka.ru/

2. ®epepanbHas ciayx0a rocyIapCTBEHHOM CTAaTUCTUKY (rosstat.gov.ru)

7.6. Memoouueckue VKA3aHUSL N0 NPOSEOCHUIO DA3IUYHBL V1£€6Hblx 3AHAMUL, K KYPCOBOMY
NpoOeKmMuUupoearuro u ()DVZMM BUOAM _CAMOCOAMENIbHOL pa5OI71bl

Memoouueckue peKOMeHdauuu 10 N0020MOBKe K NPAKMUYECKUM 3AHAMUIM

[IpakTudeckne (CeMUHApPCKUE) 3aHATHS — COCTaBHAas dYacTh Y4eOHOro Tpoliecca,
rpymmoBas (opMa 3aHATHIA TPU aKTHBHOM YYacTHH oOydarommxcs. [IpakThdeckuwe 3aHsATHS
CIOCOOCTBYIOT yIiyOJIEHHOMY HM3YYCHHIO HauOoJee CIOXKHBIX MpoOJeM HAyKH M CIIyXKaT
OCHOBHOM (OpMOH TOJBECHUS HMTOTOB CaMOCTOSTEIBHOW paboThl oOywaromuxcs. llembro
NPAaKTUYECKUX 3aHATUI SBISETCA YIayOJieHMe U 3aKpeIuleHHe TEeOpEeTUYECKUX 3HAHHM,
MOJTYYCHHBIX 00YYarOIIUMUCS Ha JICKIHIX U B TPOIIECCE CAMOCTOSTEILHOTO U3YUCHHSI YIeOHOTO
Mmarepuaia, a, cJae0BaTeIbHO, JOPMUPOBAHUE Y HUX ONPEIACICHHBIX YMEHUH U HABBIKOB.

B xone MOArOTOBKM K CEMHUHApCKOMY 3aHSATHIO HEOOXOIMMO IPOYUTATh KOHCIEKT
JIEKIIMYM, HU3Yy4UTh OCHOBHYIO JINTEPATypy, O3HAKOMHUTHCS C JOIOJHHUTEIBHOM JIUTEpaTypoOu,
BBIIIOJIHUTh ~ BBIIAHHBIE MPEMoJaBaTeNieM NpakTWYeckue 3amaHus. llpu d3ToM  ydecTh
peKOMEHAAlMU TpenojaBareiast U TpeOoBaHUs NporpaMmel. JlopabaTbiBaTh CBOM KOHCHEKT
JICKIIHH, Jieasi B HEM COOTBETCTBYIOIINE 3AIIMCH U3 JINTEPATYPHI.

KenareapHo npu IIOATOTOBKE K MPAKTUYCCKUM 3aHATUAM 10 JUCHUIIIINHEC
OJTHOBPEMEHHO HCIOJIB30BaTh HECKOJIBKO NCTOYHUKOB, PACKPHIBAIOIINX 3aIaHHBIC BOITPOCHI.

Ha mnpaktuyeckux 3aHATHAX OOydYarolIuecs Ydarcsi TPaMOTHO H3JaraTh MPOOJIEMBI,
CBOOOJTHO  BBICKA3bIBATh CBOM MBICIM H  CYXKICHHS, pPacCMATPUBAIOT  CHUTYaIlHH,
CIOCOOCTBYIOITUE PA3BUTHIO MPOJPECCUOHATBHON KOMIETEHTHOCTH. ClielyeT UMeTh B BUAY, YTO
MOJTOTOBKA K MPAKTHYECKOMY 3aHSATHIO 3aBUCHT OT (OPMBI, MECTa MPOBEICHHUS CEMHHApA,
KOHKPETHBIX 33JaHUi U MOPYYCHHA. DTO MOKET OBITh HalMCaHHWE JOKJIaaa, dcce, pedepara (¢
MOCJICTYIOIUM UX 00CYKJIEHUEM ), KOJUIOKBHUYM.

Memoouueckue pekomenoayuu o Op2anu3aUUU cCamocmosamenbHol pabonol
Opranuzanys caMOCTOSTENIbHOM paboThl IO JMCHUIUIMHE BKIIOYAeT CIEAYIoLIee
KOMITOHEHTHI:
1. CamocTodaTenbHOE U3YYEHHE TEM AUCIUILINHBI,
2. IMoaroroBka pedepaToB MO MPEAT0KEHHBIM TEMaM.
CamocrosiTensHas paboTa 00yJaronierocs BKIOYaeT:
— W3y4EHHE OCHOBHOM U JOIOJHUTEIBHON JIUTEPATYPBIL;
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— H3Yy4YEHHE MaTepHaIOB EPUOJINYECKON NT€YaTH U MIEKTPOHHBIX PECYPCOB;

— TMOATOTOBKY K MPAKTUUYECKUM (CEMUHAPCKHUM) 3aHSITHSIM;

— BBINIOJIHEHUE 33JaHUSI U TOATOTOBKY K €r0 3aIlIUTE;

— H3y4eHHe MPOOJIEMHBIX CUTYallUi, HE UMEIOIIHUX OJJHO3HAUHOTO PEIICHHUS,;

— TMOATOTOBKY K SK3aMEHY;

— WHOUBUAyalbHbIE M TPYNIOBBIE KOHCYIbTAllMM 1O Hauboiee CI0XHBIM BOIPOCaM
JUCITUTUIAHBI.

Teopernueckuif mMaTepuall MO0 TeM TeMaM, KOTOPbIE BBIHECEHBI Ha CAMOCTOSTEIbHOE
u3ydeHue, oOyvarouiuiicss nmpopabaTbiBaeT B COOTBETCTBUU C BOINPOCAMHU JIsi TOJATOTOBKU K
sk3aMeHy. Ilaker 3amaHuil I CaMOCTOSATENBHOM paboOTHl BBIJACTCSA B Hayale CEMecTpa,
OTIpEeeNAIOTCS KOHKPETHbIE CPOKH WX BBINOJHEHUS U caayd. Pe3ynbTaTbl caMOCTOSATENbHOU
paboThl KOHTPOJTUPYIOTCSI TIPETOAABATENIEM M YYHTHIBAIOTCS MPH aTTECTAI[MU O0YYaroIIerocs.
3amaHus JUIsi CAMOCTOATEILHOM pabOThl COCTABISAIOTCS, KaK MPaBUIIO, 10 TEMaM M BOIPOCaM, 1O
KOTOPBIM HE TMPEAYCMOTPEHBI AayAUTOPHBIC 3aHATUsA, OO0 Tpedyercs IOMOJHHUTEIHHO
npopaboTaTh W MpoaHAIM3UPOBATh pacCMATPUBAEMBIN MperojaBaTelieM MaTepuail B oO0beMe
3arIaHUPOBAHHBIX YaCOB.

Jlig 3aKkperuieHuss TeOPeTHYECKOTo MaTepuaia oOydaroIMecs BBIMONHSIOT pa3inyHbIe
3amanus (pedepatTsl, TOMAaIIHUE 3anaHusi). VX BbIMONHEHWE MPHU3BAHO OOPATUTH BHUMAHUE
oOyJaronuxcsi Ha HanboJiee CI0KHbIE, KIIFOUEBbIE U IUCKYCCUOHHbBIE aCeKThl H3y4aeMON TEMBI,
MOMOYb CHUCTEMaTU3UPOBATh U JIy4YIlle YCBOWUTb MPOWJEHHBIN Marepuan. Takue 3agaHusi MOTYT
OBITH HCIIOJIB30BAHBI KaK JUIsl TPOBEPKU 3HAHMM OOy4arolMXcs IpenojaBaTeieM B XOJe
MPOBEJICHUS 3aHATUH, a TAKXKE NIl CAMOIIPOBEPKU 3HAHUM 00YJarOIINMUCS.

[Ipu camocTosITENHHOM BBIIIOJHEHUH 3a/laHUil 00ydaroIIuecs MOTYT BBIIBUTH TOT KPYT
BOTIPOCOB, KOTOPBIN YCBOWIM CJIa00, W B JallbHEHIIEM OOpaTUTh Ha HHUX 0CO00€ BHHMAHHE.
KonTponb camocTosTensHOM paboThl 00y4JaroUIUXcs MO BBHIOJHEHUIO 331aHUN OCYIIECTBIISAETCS
npernojaBaTesieM ¢ IOMOIIBI0 BBIOOPOYHON U (PPOHTANBHOW MPOBEPOK HA MPAKTHUECKU
(cemuHapckux) 3aHATUAX. [Ipr HEOOXOAMMOCTH TOTOJHUTEIBHBIE KOHCYJIbTAIlUA MOTYT OBITh
Ha3HA4Y€Hbl IO COIVIACOBAHMIO C TMpernojaBaTeleM B  HWHIAUBUIYAJIIbHOM  MOpPSJIKE.
CamocrosiTenpHas padoTa JOKHA HOCUTh TBOPUECKHI M TNIAHOMEPHBIN XapakTep.

Memoouueckue pekomendayuu no pabome c iumepamypou

Bcro nutepaTtypy MOXKHO pa3lienuTh Ha YUYCOHHKUA M y4eOHBIC MOCOOMS, OpUTHHAILHBIE
Hay4Hble MOHOTpaduYecKre MUCTOYHHKH, HaydyHbIe MyOIMKalUK B MEepHOAUYecKor mevatu. M3
HUX MOJXHO BBIACIUTh JIUTEPATypy OCHOBHYIO (PEKOMEHIYEMYIO), IOMOJHUTEIbHYIO U
JUTEpATypy VISl yriIyOJICeHHOTO U3YYEeHUS AUCIUTITUHBL.

W3ydyeHne NUCUUIUIMHBI ClEeyeT HAauyuHATh C y4eOHUKA, MOCKOJIbKY Y4YeOHHUK — 3TO
KHUTA, B KOTOPOH H3JIOKEHBI OCHOBBI HAay4YHBIX 3HAHUW IO OIpPENEJICHHOMY IpEeIMETYy B
COOTBETCTBHUHU C LIETSIMH U 33/1a4aMH 00y4YeHHsI, yCTAaHOBJIECHHBIMU MTPOrPaMMOiA.

[Ipu pabore ¢ nuTeparypoil HEOOXOAUMO YYHUTHIBATh, YTO UMEIOTCS Pa3JIMYHbIC BU[IBI
YTEHUS, U KKl U3 HUX UCIOJIb3YETCs Ha OMPEIEICHHBIX dTaax OCBOSCHUs MaTepuaa.

IIpeosapumenvHoe YTEHUE HANIPABICHO HA BBISIBICHUE B TEKCTE HE3HAKOMBIX TEPMUHOB
M TIOMCK WX 3HAYCHHMS B CIPABOYHOM JuTeparype. B 4YacTHOCTH, NMpU YTEHUHM YKa3aHHOM
JUTEPATyphl HEOOXOAUMO MOIPOOHEHIIINM 00pa30M aHAIU3UPOBATH TOHATHSL.

Cke603HO€e umeHue TIpeANONaraeT NpoYTEeHNEe MaTepraia oT Hadaia Jo KoHia. CKBO3HOE
YTEHUE JUTEpaTypbl U3 MPUBEIACHHOTO CHHUCKAa JaeT BO3MOXKHOCTb CTYACHTY C(HOpPMHpPOBATH
CBOJI OCHOBHBIX MOHATHH U3 U3y4aeMon 00JacTH U CBOOOAHO BIaIETh UMHU.

Bvibopounoe — Ha000pOT, UMEET LIENbIO MOUCK U 0TOOp MaTepuana. B pamkax maHHOTO
Kypca BIOOpOUHOE UTEeHHUE, KaK CII0COO OCBOEHUS COJIEpP)KaHUs Kypca, JOHKHO HCIOJIb30BAThCS
IPY TOATOTOBKE K MPAKTUYECKUM 3aHSATHSM [0 COOTBETCTBYIOIUM pa3/eliaM.

Ananumuyeckoe umeHue — 3TO KPUTUYECKUN pa300p TeKCTa € MOCIEAYIOUUM €ro
KOHCTIeKTUpoBaHHeM. OCBOCHHE yKa3aHHBIX MOHATHH Oyner Hanboiee >PQPEKTHBHBIM B TOM
Cllydae, eci IIPU YTEHUHU TEKCTOB CTYIEHT OyJleT 3a/1aBaTh K 3TUM TEKCTaM Bompockl. Yacts u3
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3THUX BOIpOcoB chopmynupoBana B POC B mepeune Borpocos it cobecenoBanus. [lepeuenp
9THX BONPOCOB OIPAaHUYEH, I03TOMY BaXXKHO HE TOJBKO COAEP>KaHUE BOIIPOCOB, HO CaM IPUHIUI
OCBOEHUS JIUTEPATYPBI C IOMOILBIO BOIIPOCOB K TEKCTaM.

Lenbto uzyuaroweco uTeHus ABISIETCS INyOOKOE M BCECTOPOHHEE NMOHMMaHHE ydeOHOU
uHpopmanuu. ECTh HECKOJIBKO MPUEMOB HU3y4arOIero YTCHHS:

1. UreHue 1o ajaropuTMmy mpeanojaraetr pazoreHue nHpopmanuu Ha OJIOKH: Ha3BaHUE,;
aBTOp; MCTOYHHMK; OCHOBHAs HJesl TEKCTa; (pakTWYecKWil MaTepual; aHajiu3 TEKCTa IyTeM
COIOCTABJICHUSI UMEIOIUXCS TOUYEK 3pEHUs 110 pacCMaTpUBAaEMbIM BOIIPOCaM; HOBU3HA.

2. Ilpuem nocTaHOBKHM BOIPOCOB K TEKCTY UMEET CIIEAYIOIIMM aJrOpUTM:

— MEJICHHO NPOYUTATh TEKCT, CTapasiCh MOHATh CMbICI U3JI0KEHHOT0;
— BBIICIUTH KIIOYEBBIE CIIOBA B TEKCTE;
— TIOCTapaThCs MOHATh OCHOBHBIE MJIEH, TOJTEKCT U OOIIUI 3aMBICEI aBTOPA.

3. Ilpuem Te3upoBaHUs 3aKiI0YaeTCsd B (POPMYIUPOBAHUH TE€3UCOB B BHJIE MOJOXKECHUH,
YTBEPKJCHHI, BEIBOJIOB.

K osromy MoOXHO m00aBUTh M HHBIE NpPUEMBL: TpueM pedepupoBaHusi, MpUEM
KOMMEHTHPOBAHMUSL.

Memoouueckue pekomendayuu no Hanucanuio peghepamos

Pedepar — nokian Ha ompeneneHHYIO TeMy, BKJIIOYAIOIIUNA 0030p COOTBETCTBYIOLIUX
JUTEPATYpHBIX M JAPYIMX HCTOYHHUKOB; KpPATKOE H3JIOKEHHME COJEp)KaHWs HAaydyHOU paloThl,
KHUTH (WJIK €€ YacCTH), CTaThU C OCHOBHBIMHU (DAaKTUYECKUMHM CBEJICHUSMH M BbIBogamu. Pedepar
SBIISICTCS. TBOPYECKOM HCCIIeI0BATENbCKONH PabOTOM, OCHOBAaHHOM, MPEXae BCEro, Ha M3yUYeHUH
3HAYUTENILHOTO KOJIMYECTBA HAYYHOM U MHOM JUTEpaTyphl 110 TEME UCCIIEIOBaHUS.

Hanmcanue pedepara ucnoib3yercs B y4eOHOM Ipolecce B IENsAX NPHOOpeTeHHUs
oOydaromuMmcs: Heo0X0quMoM MpodeccuoHabHON MOArOTOBKH, Pa3BUTHS YMEHHUS M HaBBIKOB
CaMOCTOSITENIFHOTO HAYYHOTO IMOMCKA: M3YYCHHs JIMTEpaTyphbl IO BHIOpAaHHOW TeMe, aHalu3a
pPa3IUYHBIX UCTOYHMKOB M TOYEK 3peHHs, O0O0OIIeHUs MarepHualia, BBIJCIEHUS TJaBHOTO,
¢dopmynupoBanusi BeIBOJOB M T.I. [lpomecc Hamucanus pedepara BKIIOYACT: BBHIOOP TEMBI;
no100p HOPMATUBHBIX aKTOB, CIELUATbHON JHUTEPATYpbl U MHBIX HUCTOYHHMKOB, UX H3yUEHHUE;
COCTaBJICHHE IIJIaHA; HAMKMCaHUE TeKcTa paboThl UM ee OQOpPMIICHHE; YCTHOE W3JIOKCHHE
pedepara.

Pedepatsl numnryTes mo Hanbolsiee akTyalbHBIM TeMaM. B HUX Ha OCHOBE TIIATEIBLHOTO
aHayiM3a ¥ 0000IIEeHUsI HayYHOTO MaTepuaja COMOCTABISIOTCS pa3iMyYHbIe B3IJISIbI aBTOPOB U
oTpeneNnsercss COOCTBEHHAs MO3UIMS OO0YYaIOIIErocss C H3JI0KEHHEM COOTBETCTBYIOLIMX
aprymMeHToB. TeMbl pedepaToB IOJKHBI OXBaThIBaTh U AMCKYCCHOHHBIE BOMpPOCH Kypca. OHu
NpU3BaHbl OTpakaTh IMEPEJOBbIE Hay4Hble UAEH, 00001IaTh TEHACHLUUU TNPAKTHUYECKOU
JeSTEIbHOCTH, YUUThIBAs MIPU 3TOM M3MEHEHHS B TEKYIEeM 3akoHoaarenabcTBe. OOydaromuics
IpU KEJIAHUM MOXKET caM MPEJIOKUTh Ty WIM WHYIO TeMY, MpeBapUTEIbHO COTJIACOBAB €€ C
Hay4YHBIM PYKOBOJUTEIIEM.

Conepxxanne pedepata OOyYarOIIUIiCS JOKIAagbIBa€T B OTBEACHHOE IS 3TOTO
npenojaBaTesieM BpeMsi Ha NpPaKTHUYECKUX 3aHATUsX. [IpenBapuTeNbHO MOATOTOBUB TE3UCHI
NOKJIaa, oOydvaromuiicss B TedeHue 7 - 10 MHMHYT JOJDKEH KpaTKO H3J0KHTH OCHOBHBIC
MOJIOXKEHUS CBoer paboThl. [locie mokiama aBTOp OTBeYaeT Ha BONMPOCH aynutopuu. Ha ocHoBe
o0cyxIeHUsT 00yUaroIeMyCsl BEICTABIISIETCS COOTBETCTBYIOIAS OIICHKA.

Memoouueckue pexomenoayuu 01 NOO20MOBKYU K 3a4emy

[IpomexyTouHas aTTecTanus Mo AUCHUIIIMHE MTPOBOAUTCS B opme 3aueta. OCHOBOU st
OnpefeNieHusT  OLEHKH  CIY)KUT  ypOBEHb  YCBOGHMsSI  OOydaloIIMMHUCA  MaTepuana,
MPEeIyCMOTPEHHOTO paboueil mporpamMmol AWCHHMILIUHBL K TpOMEXYyTOYHOW aTTecTanuu
JOTyCKaroTcs oOydvaroruecsi, HaOpaBmme 36 u Oosiee OamIoB IO HWTOTaM TEKYIIETO H
IPOMEXYTOUHOro KOHTpoJsi. Ha 3auere oOyuaromuiicst MoskeT HaOpaTh 110 25 6aioB.

B neproa moAroToBkH K MpOMEKYTOYHON aTTecTaliuu 00ydaroluecs BHOBb 0OpaliaroTcs
K y4eOHO-METOIMYECKOMY MaTepUaTy U 3aKPEIUISIOT MPOMEKYTOUHBIE 3HAHUSI.
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[MonroroBka oOyuaromnerocs K IpoOMeKyTOUYHOW aTTeCTallMK BKIIOYAET TPH dTara:

— CaMOCTOsTENIbHAs padoTa B TEUEHUE CEMECTPA;

— HENOCPEJCTBEHHAss  MOArOTOBKA B  JHM,  NPEIIIECTBYIOUIME  IPOBEICHHIO
IPOMEKYTOYHON aTTECTAIH [0 TEMaM Kypca;

— BBHINIOJIHEHUE 3a/laHUil  HENOCPEJICTBEHHO B XOJE TIPOBEIACHHUS IMPOMEKYTOUHOM
aTTECTAIlHH.

Ha nmpomMexyTO4YHYIO aTTecTalMio BBIHOCHTCS Marepuail B 00beMe, MpeayCMOTPEHHOM
paboueli mMporpaMMol JAUCIUIUIMHBI 3a cemecTp. [IpomexyrodyHas arrectanusi TPOBOJIUTCS B
YCTHOU WJIM TUCEMEHHOU (hopme.

Benymmii nmpemnogaBaTellb COCTaBISIET KOMIUIEKT OMJICTOB, KKABIH M3 KOTOPBIX BKIIFOYACT
B ce0s /1Ba 3a/1aHUsl, HANpaBJICHHBIX HAa OLEHKY CPOPMHUPOBAHHOCTH PE3YIHTATOB OO0YYCHHUS
(3HaHUl, yMEHUH U HABBIKOB).

Copneprxanue 01HOTO OMIeTa OTHOCUTCS K PA3TUYHBIM Pa3JielaM IpOorpaMMBbl ¢ TEM, YTOOBI
0oJiee TOJTHO OXBATHTh MaTepUall yueOHOM POTPaMMBI.

Kpumepuu OYEHKU Ka4decmea OC60EHUA ()ucuunﬂuﬂbz

Bamel
o ., | Pesymprar .
(peifiTuHTOBOM TpeboBaHus K yPOBHIO OCBOCHUS KOMIIETSHIIMH(i1)
OCBOEHHS
OLICHKH)
WNHaukaTop TOCTHKEHHSI KOMIIETCHITMH(H) OCBOCH(BI) ITOJTHOCTHIO.
OOydJaromuiicsi: WMeeT IEeNOCTHBIe, CHCTEMHBIE 3HAHUS, YMeEeT
61-70 Jaureno | BPVACTATH TJABHOC M BTOPOCTENCHHOE; JACT HETKHE ONpeeseHNs
TIOHATHI; TOCIENIOBATENEHO U YBEPEHHO H3JIaraeT MaTepuall; MOXKET
MPUMEHATH MPHOOPETEHHBIE 3HAHUS, YMEHUS U HABBIKHU ISl PEIICHUS
npodecCHOHANBHBIX 3a]a4
WnpnkaTop JOCTHKEHHUS KOMITETCHIUM(H) OCBOCH(BI) YaCTUYHO.
OOyuaromuiicss: UMeeT pa3pO3HCHHBIC 3HAHUS; IOIyCKaeT HerpyObie
OMMOKH W HETOYHOCTH B ONPENEIICHUU TOHATHIA;, 3aTpydHSIETCS B
36-60 He 3aureno P > 341y

M3JI0KEHUM MaTepHaia; JOMyCKaeT rpyOble OMMOKH MpU MPUMEHEHUH
MpUOOPETEHHBIX  3HAHUM, YMEHHH W  HABBIKOB B  PCIICHUH
mpoheCCHOHABHBIX 33a4

WNHankaTop TOCTHKEHHSI KOMIICTCHINH() HE 0CBOCH(BI).
OOy4aromuiics: uMeeT pa3po3HCHHBbIC, OCCCUCTEMHBIC 3HAHUS, HE
yMeeT BBLICISTH TIaBHOE W BTOPOCTEINICHHOE; JIOMYCKAaeT TpyOble
0-35 Hemomyck | ommOKH B onpeneieHuH MOHITHMA, HCKaKaeT X CMBICIT;, OeCIIOPSIT0THO
M HEYBEPCHHO WU3JaraeT MaTepuail; HE MOXET NPUMCHSIThH
NpUOOPETECHHBIC 3HAHHS, YMEHWS W HABBIKA JUISl  pEIICHHS
mpo(heCCHOHAIBHBIX 3a1a4

8. Mamepuanvno-mexnuueckoe odecneuenue OUCYUNIUHbBL (MOOY/1:)
8.1. Tpebosanus Kk mamepuarbHO-MeEXHUYECKOMY 0becneqenuio

Jlnst peanuzanuu paboueil mporpaMMbl TUCHUILTUHBI UMEIOTCS Y4eOHBIE ayIUTOPHH IS
pOBEJCHUS Y4eOHBIX 3aHATHI, OCHAILEHHbIE O0OpPYIOBaHHMEM M TEXHUYECKHUMH CpeICTBaMU
o0y4YeHHs, a TaKKe TMOMEIIEHHs Ui CaMOCTOSITEIbHON paboThl, OCHAIIEHHBIE KOMIBIOTEPHOU
TEXHUKOW C BO3MOXKHOCTBIO TMOAKIIOUEHUS K ceTu «VHTepHeT» u olecredyeHueM JocTyrna B
3IIEKTPOHHYIO HHPOpPMaLMOHHO-00pa3oBarenbhyio cpeny KbBI'Y:

[lepeueHr MaTepuanbHO-TEXHUYECKOTO 00ECTIeYeHUS AUCHUIUIMHBI BKIIOYAeT B ce0sl:

1. Vuebuyro ayoumopuro 0na nposedenus yuebnvix sauamuu — 247. OcHaiieHa
000pyI0BaHWEM M TEXHHUYECKHUMHU CpeICTBaMU 00y4deHHUs (HOYTOYK, MPOCKTOpP, MHTEPAKTHBHAS
JI0CKa, Tocka craroHapHasi). KommiekT yueOHoi mebenu — 24 nmocaiouyHbIX MECTa.

2. Ilomewenue ons camocmosimenvrou pabomsl odbyuarowuxca — 115. Dnexmponnwiii
yumanvuwiti 3an Nel. OcHalleH KOMIUIEKTOM y4eOHOW MeOenH, KOMIBIOTEPHOH TEXHUKOH C
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BO3MOXKHOCTBIO MOJAKIIIOUECHUsI K ceTu «/HTepHeT» M obecneueHHeM AO0CTyNa K 3JIEKTPOHHOU
nHpopmanmonHo-o0pazoBaTenbHoi cpene KBI'Y — 28 mocamounsix mect. KommbrorepHas
TeXHHKa oOecreYeHa  HEOOXOIWMBIM  KOMIUIGKTOM  JIMIICH3MOHHOTO W CBOOOIHO
pacnpoCcTpaHsIeMOro NporpaMMHOT0 00eCeYeHUsI, B TOM YHUCJIe OT€YECTBEHHOTO MTPOU3BO/ICTRA.
DIEeKTPOHHO-OMOIMOTEUHbIE CUCTEMBI U JIEKTPOHHAs HHPOPMAIMOHHO-00pa30BaTellbHas cpea
KBI'Y ob6ecneunBator goctymn (ymajdeHHBIM JIOCTYN) OOYyYaromuMcs, K COBPEMEHHBIM
npodeccruoHaIbHBIM 0a3aM TaHHBIX U HHPOPMALMOHHBIM CIIPABOYHBIM CHCTEMAM.

3. Ilomewenue ona camocmosmenvou pabomol - 311. DnekmporHbIN YUMATLHBIU 3a]
Ne3. YQumanvuwiti 3an ecmecmeennvlx u mexuudeckux Hayk. OCHaIleH KOMIUIEKTOM Y4eOHOMN
MeOenu, KOMIBIOTEPHOW TEXHMKOW C BO3MOXKHOCTHIO TOJKIIOYEHHS K ceTu «MHTepHeT» u
o0ecrieyeHreM JOCTyNa K 3JIEKTPOHHOW MH(pOpMalnoOHHO-oOpa3oBarenbHoi cpene KBI'Y. 22
nocagouHblx Mecta. KomnbploTepHass TeXHUKAa oOecrnieueHa HEOOXOIUMBIM KOMILIEKTOM
JMIIEH3UOHHOTO M CBOOOJHO PacHpOCTPaHAEMOro MPOrPAaMMHOI0 OOECIeYeHHs, B TOM YHCIe
OTEYECTBEHHOI'O IMPOU3BOJCTBA. DJIEKTPOHHO-OMOIIMOTEUHBIE CHUCTEMbl M 3JIEKTPOHHAs
uHpopMannoHHO-00pa3oBarenbHas cpena KBI'Y obecneunBaioT noctyn (yaaleHHBIA JOCTYI)
oOydJaronuMcs, K COBPEMEHHBIM TPO(EeCCHOHANbHBIM 0a3aM JaHHBIX W WHGOPMAIMOHHBIM
CIPAaBOYHBIM CHCTEMaM.

Jlis mpoBeAeHUs] 3aHATUH HMEETCS HEOOXOIMMBIM KOMIUIEKT JIMIIEH3HOHHOTO U
CBOOOJHO pacIpOCTPaHSEMOro MPOrPAaMMHOIO OOECHeueHHs, B TOM YHCIE OTEYeCTBEHHOTO
IIPOU3BOJICTBA!

® JUYEH3UOHHOE NPOSPAMMHOE obecnedenue:

— nuneH3us Ha oucHoe nmporpammHoe obecnieuenrne MoiitOduc CtaHnmapTHBIH;

— JUIEH3Us Ha MPOrpaMMHOE OOecreyeHHe CPelICTB aHTHBHPYCHOM 3ammuThl Kaspersky
Endpoint Security nns 6usneca — Crammaptaeii Russian Edition. 1000-1500 Node 1 year
Educational Renewal License (KL4863RAVFQ);

— TpaBa Ha mporpaMMmHoe obecreuenue st paborel ¢ PDF-moxymentamu ABBYY
FineReader 15 Business;

® c80000HO pacnpocmpansemvie NPOSPAMMbL:

— IporpamMma-apxuBarop 77Z;

—nporpamma i urenusi PDF-¢daiinoB Adobe Acrobat Reader;

— uHTepHeT-Opay3epsl Mozilla Firefox, Yandex;

® uHgopMayuoHHbIEe CNPABOYHBIE CUCEMBL:

— «Koncynprantllmtoc». — URL: http://www. consultant.ru

— «[apant» (B cBoO0gHOM noctyne). — URL: http://www.garant.ru

8.2. Ocobennocmu peanuzayuu OUCYUNIUHBL OJisl UHBATUOO08 U JIUY C O2PAHUYEHHBIMU
BO3MONCHOCHIAMU 300P0BbSL

Jlist 00ydaromuxcsi ¢ OrpaHMYEHHBIMA BO3MOXKHOCTSIMH 3/I0POBbSI CO3aHbI CTICIIUATIbLHBIC
YCIOBHS JUIS TIOJNydeHHs oOOpa3oBaHus. B I[eisiX JOCTYMHOCTH TIONYYEHHUS BBICIIETO
oOpa3oBaHus MO 00pa30BaTENBHBEIM MPOTrpaMMaM WHBAIHIAMU W JIULAMH C OTPAaHHMYECHHBIMU
BO3MOXXHOCTSIMH 3JI0POBbSI YHUBEPCHUTETOM 00ECTICUNBACTCS:

1. AnpTepHaTHBHAs Bepcus OQUITHAIBHOTO caiita B ceTH «HTepHeT» Il cTabOBUISIIINX;

2. JIns M’HBAIUIOB C HAPYIICHUSMU 3peHus (CI1ab0BHASIINE, CICTIBIC):

—TPUCYTCTBHE AaCCHUCTEHTA, OKAa3bIBAIOIIEr0 OOydJaroImeMycss HEoOXOAMMYIO IOMOIIb,
NyOIMpoBaHUE BCIYyX CIPaBOYHOM MH(GOpMAIMM O PACHHCAHUU YYEOHBIX 3aHATHUN; HaJIHYUE
CPEICTB Il YCHUJICHHUS OCTaTOYHOTO 3pEHUs, OpaleBCKOM KOMIBIOTEPHOW TEXHUKH,
BUJICOYBEIMUUTENICH, TMPOrpaMM HEBU3YaJbHOTO JOCTylma K WH(pOpManuu, MOporpamMm-
CHHTE3aTOPOB PEYH U JPYTUX TEXHUUYECKHUX CPEACTB MpUeMa-Tiepeadn yaeOHOW nHPOpMAIHY B
JOCTYMHBIX PopMax A 00YJArOIIUXCS ¢ HAPYIICHUSIMU 3PCHHUS,

—3a/IaHus JIJIs BRITIOJTHEHUS Ha DK3aMeHe/3a4eTe 3aUNThIBAIOTCS aCCUCTEHTOM;
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—TNUChbMECHHBIC 3aJaHWsl BBIMOJNHSAIOTCS Ha Oymare, HaJUKTOBBIBAIOTCS ACCUCTEHTY
0o0ydJaronmMmces;

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

—Ha JK3aMeHe/3a4eTe MPUCYTCTBYET aCCHCTEHT, OKa3bIBAIOIIUN CTYICHTY HEOOXOIUMYIO
TEXHUYECKYI0 TIOMOIIb C Y4YeTOM WHAMBHAYAJIbHBIX OCOOCHHOCTEH (OH TOMOTaeT 3aHATh
pabodee MecTO, MepeaBUTaThbCs, IPOUUTATh U 0GOPMUTH 33JaHKE, B TOM YHUCIIE 3aMUCHIBasl MO
JUKTOBKY);

—dK3aMeH/3a4eT MPOBOUTCS B MUCbMEHHOH (hopMme;

4. Jlns WHBaNUAOB U JIML C OrPAaHUYCHHBIMH BO3MOKHOCTSIMH 3J0POBbS, HMEIOLINX
HApPYIICHUS OTIOPHO-IBUTATEIHHOIO anmnapara:

—CO3/1aHbl  MaTepHalbHO-TEXHUYECKHUE  YyCJOBHS, O0O€CleyrBalouie BO3MOXHOCTh
OCCIPEMmATCTBEHHOTO JOCTyNa OOyJaronuxcsi B y4eOHBIC IMOMENIEHUs, OOBEKTY IHUTaHMUSI,
TyaJleTHbIE W JpyTrue TIIOMEIICHUs YHHBEPCUTETa, a TakkKe MpeObIBaHUS B YKa3aHHBIX
NOMEIIEHUAX (HaJu4ue pacIIMpPeHHBIX JBEPHBIX IPOEMOB, MOpyYHEH U  JpYrux
npucnocoO1eHui);

—NUCbMEHHBIE 3aJaHUSl BBIMOJHIIOTCS Ha KOMIBIOTEPE CO CHEHHATU3UPOBAHHBIM
IPOrpaMMHBIM 00€cTIeYeHUEM WIIM HAIUKTOBBIBAIOTCS ACCUCTEHTY;

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

OOyyaromuecs U3 4Mcia JUI[ C OTPAHUYECHHBIMUA BO3MOYXHOCTSIMHU 3JI0OPOBBSI 00€CIIEUEeHbI
3IEKTPOHHBIMUA 00pa30BaTeIbHBIMU pecypcaMu B (popmax, aJanTUPOBAHHBIX K OTpaHUYEHUAM
UX 3I0POBBSL.

MamepuanvHo-mexuuueckoe obecneyerue OUCYUNIUHBL i UHBAIUOO08 U TUY C
02PAHUYEHHBIMU BO3MONCHOCMAMU 300P0BbS

HaunmenoBanune OCHaIICHHOCTH CIIEIUATBHBIX TIOMELICHUI [lepeveHs TUIIEH3MOHHOTO
CHETMAITEHBIX Y TIOMELICHUH I CAMOCTOSITEIBHOM MPOTPaMMHOT0 00eCIICUEHHUSI.
MIOMEILCHUN 1 paboThI PexBuzuthbl

MTOMETIEHUH IS MOJITBEPKIAIOIIETO

CaMOCTOSITEIBHOU JIOKYMEHTa
paboThl
Aynuropus mis Kowmmtekt yueOHO# Mebemnu: [Ipoxyxter MICROCOFT
CaMOCTOSATEIHLHOM - CTOJIBI ¥ CTYJIbS Ul 00ydaromuxcs (3 (Desktop Education ALNG
paboThI U KOJUIEKTUBHOTO | KOMILJIEKTA); LicSaPk OLVS Academic
TTOJTH30BAHUS - CTOJ JIJIsl MHBAJIHIOB-KOISICOUHNUKOB (1 Edition Enterprise) moamnucka
CTIeITHATbHBIMHI IIT.); (Open Value Subscription) Ne
TEXHUYECKUMHU - KOMIIBIOTEP C MOAKIIOYEHUEM K CETH U V 2123829.
CpeacTBamMu st porpaMMHBIM oOecrieueHueM (3 miT.); Kaspersky Endpoint Security
00yJCHISI HHBTHIOB 1 - crienMagbHas KiraBuarypa (¢ CranmapTtabiid Russian
mur ¢ OB3 B KBI'Y, YBEIUYEHHBIM Pa3MEPOM KIIABHIII, CO Edition Ne siunensun 17E0-
aynutopust Ne 145 CIEIMATBHON HaKJIaIKOM, 180427-50836-287-
(I'mausrii koprryc KBI'Y) | orpannumBaromeii cirydaitHoe Ha)kaTHE 197.
cocenHux Kiasuim) (1mirt.); [IporpaMMBI 17151 CO3TAHUS H
- IPUHTEP 71 TIeYaTH pelibeyHO- penaKkTUpOBaHus CyOTHTPOB,
touedHbIM mpudTom Bpaiiist VP Columbia | koHBepTHpYyOIEE pedb B
(1 mt.); TEKCTOBBIHA U )KECTOBBIN
- MOPTATUBHBINA TAKTHIILHBIA JUCTLICH (hopMaThI Ha 3KpaHE
Bpaiins «Focus 14 Blue» (coBMecTuMslii ¢ | koMIbtoTepa: Matikpocodt
MJIAHIIETHBIMUA YCTPOMCTBAMH, JuKTenT:
cmaprdonamu u 1K) (1 mT.); https://dictate.ms/, Subtitle
- Oymara ams nevatu penbeduo-roueunsiM | Edit, («Cypaodon»
mipudrom bpaiiis, coOBMeCTHMOrO ¢ (6ecrmatHebIe).
npuntepoM VP Columbia; [Iporpamma HEBHU3YaILHOTO
- BUJICOYBEIMYUTEINb TOPTaTUBHEIH HV- JocTyma K nHpOpMaIUH Ha
MVC, nuaronanb dkpana — 3,5 mioiima (4 dKpaHe KoMmmbeioTepa JAWS
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IT.);

- CKaHHPYIOIIAs ¥ YUTAOIIAsl MaIlliHA
SARA-CE (1 mit.);

- JPKOMCTUK KOMITBIOTEPHBIHN
aTanTHPOBAHHBIHN, OecIIpoBOIHOM (3 mIT.);
- becnpoBoaHas Bluetooth rapautypa ¢
KOCTHOH TPOBOUMOCTRIO «AfterShokz
Trekz Titanium» (1 mr.);

- POBOHASI TAPHUTYPA C KOCTHOMN
npoBoAUMOCTRIO «AfterShokz Sportz
Titaniumy» (2 mrt.);

- mpoBoaHas rapauTypa Defender (1 mT.);
- IepCOHANBHBIA KOMMyHUKaTOp EN—101
(5 wT.);

- CIIeIIMANIbHBIE KIIaBUATYPHI (C
YBEJIMYEHHBIM pPa3MepOM KJIaBHIII, CO
CHEIHAIbHONM HaKIaIKOM,
OTPaHHYUBAIOIICH CITy4alilHOE HaXaTHe
COCETHMX KJIaBHUIM);

- KJIaBHATypa aJlaTUPOBaHHAs C
KPYIHBIMH KHOITKaMH + TTACTHKOBAS
HaKJIa/IKa, Pa3Aessionas KIaBUIIIn,
BecripoBoanas Clevy Keyboard + Clevy
Cove (3mrt.);

- IDKOMCTHK KOMITBIOTEPHEIH Joystick
SimplyWorks 0ecripoBoaHoi# (31T.);

- HOYTOYK + MpUCTaBKa sl al-TPEKUHTA K
HOyTOYKY PCEye Mini (1 mT)

for Windows (6ecrutatHas).
IIporpamma juist yTeHUs
BCITyX TEKCTOBBIX (hailyioB
(Tiger Software Suit (TSS))
(HOMEp NHTICH3UN
5028132082173733).
ITporpamMmMa 3kpaHHOTO
JOCTyIIa C CHHTE30M PeyH JUIst
CJICTIBIX W CTTA0OBHJISIIIUX
(NVDA) (6ecrutaTHas)
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9. JIucT n3MeHeHuil (1onoIHeHni) B pado4eil mporpaMMe TUCHUILINHBI (MOLYJIs1)
«JlokyMeHTaIMOHHOE o0ecreyeHue ynpaBjaeHus Ou3Hecom» Mo crnenuaiabHocT 38.05.01
IKOHOMHYECKasi 0€30MACHOCTb, CIIeNHATN3AIUS «JKOHOMHUKO-TIPABOBOE OOecreyeHne

IKOHOMUYECKOi Oe3omacHoCcTI» Ha 2024 - 2025 y4eOHbIH 1o/

Ne i/

JaemeHT (myHkT) PIIJ]

IlepeyeHb BHOCUMBIX
U3MeHeHH I (IomoJIHeHuil)

Ilpumeyanue

anailumu4yecKkux uH@OpMaI/;MOHHbZX cucmem

3asedyrowuii kageopoti

npoTOKOJ Ne OT « »

20 T.

/AX. uoos /

«_» 20 e

Obcyscoena u  peKomMeHO08aHA HA 3Ace0aHuu  Kageopvl IKOHOMUKU U  YUEemHO-
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