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Copep:xanune:

Ilens OCBOSHHS TUCIHILITHHEL

ITepeyens MIaHUPYEMBIX Pe3yIbTaTOB 00YUEHHS 110 UCIUTIIIHE,
COOTHECEHHBIX C INTAHUPYEMBIMU Pe3yIbTaTaMH OCBOEHHs 00pa3oBaTEIBHON
ITPOrpaMMBbI

Mecto nucimmumiesl B ctpykrype OITOII 6axanaspuara

O6BeM THCHMIUIMHEL B 3a4CTHRIX €IMHHIIAX ¢ YKa3aHHeM KOJTHYEeCTBa
aKaJeMUIECKIX YacOB, BBIIE/IEHHEIX HAa KOHTAKTHYIO paboTy 00ydaromuxcs
¢ IpenojiaBareneM (110 THIIaM yUeOHBIX 3aHATHH) H Ha CAMOCTOATEIBHYIO
paboTy o0yuaromuxcs

Coieprkanne TUCUMIIINHBI, CTPYKTYPHPOBAHHOE 10 paszienaM ¢ yKa3aHHeM
OTBEJICHHOTO Ha HHX KOJMYECTBA aKaIeMHUIECKHX JacOB M THIIOB y4eOHBIX
3aHATUH

Pasjiens! AUCIUILUIMHELL B TPYI0EMKOCTH [0 THIIaM YIeOHBIX 3aHATHH H
paboTel 00yyaroImxces (B akaJeMHIecKHX Jacax)

Ounas Gopma 00ydeHAS

3aoynas Gopma oOydeHHs

Ouno-3a04Has popMa 0OyIeHHS

CoyieprkaHue TUCIUIITHHEL, CTPYKTYPHPOBAHHOE II0 pas/ieam
ConeprxkaHue JEKITHOHHBIX 3aHATHH

Copnepxanue 1JabopaTOPHBIX 3aHATHH

Copepikanue NpaKTHUeCKUX 3aHATHH

Ilepeuens yIeGHO-METOAMISCKOTO 0GeCIeYeH s I CaMOCTOATEIEHOR
paboThl 00y4aromMuXcs 0 JHCIIHIIIHHE

TeMBI KOHTPOIBHBIX paboT

TeMBI KypCOBBIX [POEKTOB/KYPCOBBIX paboT

MeToaudecKre YKa3aHus A7t 00ydaromuXcs 110 OCBOSHHIO AUCIHIITHHEI
O6pazoBaTeNbHbIE TEXHOTIOTUH

VyefHOo-MeTOIHUeCKOe H HH(POpMAIIHOHHOE 00ecTIeueHHe TUCIIUIUTHBI
ITepeueHb OCHOBHOM U JIONMONHUTENLHON y4eOHOM JTHTEPATYPEL,
HeoOXOAUMOH JIJIsi OCBOSHHS JUCIIHILIAHEI

IlepedeHs HEOOXOIMMOrO THICH3HOHHOTO B CBOOOIHO PacIpOCTPaHIEMOrO
IIPOrpaMMHOr0 06eCIeUeH s, B TOM YHC/Ie OTEYECTBEHHOTO IIPOU3BOZCTBA,
HCITONBE3YEMOTO IIPH OCYIIECTBICHNH 00pa3oBaTelbHOro Ipoecca mno
JUCITUTIIIMHE

[lepeueHb COBPEMEHHBIX IPOHECCHOHATBHEIX 6a3 IaHHbIX U
AH(OPMAIIMOHHEIX CIIPABOYHBIX CHCTEM, JIOCTYIIHBIX 00YHarONIHMCS PH
OCBOEHHH JUCIUIIIMHEI

Ornucanie MaTepUAILHO-TEXHIIECKOH 0a3bl, HEOOXOMUMOH I
ocyIIecTRIeHHs 00pa30BaTENLHOTO MPOIECca 0 IUCUMIITHHE
Oco6GeHHOCTH OpraHu3auy 00ydeHu s 110 JUCIUIUIHHE /11 MHBATHIOB ¥ JIHIL
C OrpaHUYCHHBIME BO3MOKHOCTSIME 3710POBbS
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1. Iean ocBoeHHS AACUMILUIHHLI.

1{eBI0 OCBOEHHS JMCIHUIUIAHBL /JOKYMEHMUPOBAHUE YNPAGIEHYECKOU 0esmelbHOCHIUY
sBIsteTcs  (JOPMHPOBAHME KOMIETEHIHH OOy9alomuXcs B COOTBETCTBAM C TPeOOBaHMAMH
denepalbHOrO TOCYAAPCTBEHHOrO 0OPa3OBAaTEIBHOrO CTAHAAPTa BBICIIETO 0Gpa3’oBaHMS IO
HarnpasjeHuto noaroroBky 38.03.01 «IxonoMukar.

2. TlepeveHb MIAHMPYEMBIX Pe3yJbTaTOB 00y4eHHs M0 JHCUHUILIMHE, COOTHECEHHBIX C
IIAHMPYEMbIMH Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJLHO IPOrpaMMbl

B pesysibTaTe OCBOGHMS IUCIHIUIMHBI OOYYAIONIMHACS HOKEH OBIANEThH CIIEIYIOIIIMI
KOMITETEHIIUAMH:
YK — 4. Crioco6eH 0CyMecTBIATE JENOBYI0 KOMMYHHKAIIMIO B YCTHOH M IHCHMEHHOR (popMax
Ha TOCY/IapCTBEHHOM s13bIKe Poccuiickoit @enepaliiy # HHOCTPAHHOM S3BIKE

B pesyabTare OCBOeHHsl JHCHUILUIMHBI O0y4arOIHICS [JOJIKeH OBJALETDH
CJIeYIOIAME Pe3yIbTATAMH 00yJeHH s 110 {HCLUIITHHE!

3HATh!
32 VK-4.1. npaBuia u 3aKOHOMEPHOCTH JIeTIOBOH YCTHOH U IMHCEMEHHOH KOMMYHUKAITHH.
YMeTh:

V1 YK-4.2. IpuUMeHsTs Ha MPAKTHKE JE0BYI0 KOMMYHHKALMIO B YCTHOH M IMHCBMEHHOH
¢opmax, METOZIBI X HABBIKH JEJIOBOr0 OOMIEHHS Ha PYCCKOM H HHOCTPaHHOM S3BIKaX.

BJIA/IETh:

B2 VK-4.3. HaBBIKaMH JCJIOBEIX KOMMYHHKAIMH B YCTHOH H NHChMeHHOH (opme Ha
PYCCKOM H HHOCTPaHHOM S3BIKaX.

B3 VK-4.3 METOIHKOH COCTABIECHHS CYXKIEHHS B MEKIIMIHOCTHOM JEI0OBOM OOMICHHH HA
PYCCKOM M HHOCTPAHHOM s3BIKaX.

3. Mecto aucummiaunsl B crpykrype OIIOII 6akanaspuara

IMuermnmuna  B1.B.03  «[Jokymenmupoeanue  ynpasienieckou OesamenbHOCmu»
peamm3yeTcss B pamkax bioka 1 «/{HCHMIIHEBD (MOJIyJH) 9acTh, (popMHpyeMas yIaCTHUKAMH
o0pa3oBaTe/bHbIX OTHOIIECHHH.

JMuecuunanaa (asdpyeTcsi Ha 3HAHHAX, MOJYYEHHBIX B PpaMKaX H3y4YeHHs
caexyromux gacuumnn: «KyneTypa pedn u 1enoBoe 00meHHe.



4., O0beM [JUCHUILUIMHBI B 3a4eTHBIX €JHHHLIAX ¢ YKa3aHHeM KOJIH4YeCcTBAa
aKaJeMHYeCKHX 4YacOB, BbIAEJCHHBLIX HA KOHTAKTHYI pafory ofydamomuxcs ¢
npenoaasateseM (M0 THNAM Y4eOHBIX 3aHATHH) H Ha CAMOCTOSITEILHYIO paboty

ofyvaromuxcs

®opma obydeHHs

Ounasn

Ouno-3209Has

| 1

2

3

TpynoemKkoeTs B 3a9e€THBIX
eAHHUIAX:

2 ceMecTp — 3 3.€.;
BCero - 3 3.e.

6 cemectp — 3 3.e.;
Bcero — 3 3.e.

Jlextuu (JI)

YuebHbIM RAAHOM HE
npedycMonpeHbl,

YuebHbIM NIAHOM He
npedycCMOmpeHsl,

JIaGopatoprsle 3anaTus (JI3)

2 cemecTp — 34 uaca;
Beero - 34 yaca

6 cemecTp -36 4acoB;
Becero - 36 yacos

[MpakTuaeckue 3anaTus (I13)

VuebHBIM RIAHOM
* He NpedycMompensl

VHeOHBIM HAAHOM
He npedycmMompensl

CamocTtoatensHas pabora (CP)

2 cemecTp — 74 vaca,
Bcero — 74 uaca

6 cemecTp — 72y4aca;
Bcero - 72 gaca

®opma TeKyImero KOHTPOJIs:

KoHnTponsHas pabota

He npedycmompensl

cemecTp - 2 ceMecTp - 6
DopmMa NPOMEKYTOUHOH aTTeCTallHu:
OK3aMeHEI 2 ceMecTp 6 cemecTp
yueOHbIM RAAHOM YueOHbIM NIaHOM
3aver

He HpeoyCMOMpeHbl

3aueT ¢ OLEHKOH

YHeOHbIM NIAHOM
He npedycmompertsl

VueOHBIM NAAHOM
He HpedycMomperbl

Kypcosas pabota

YueOHBIM NIAHOM
He npedycmompeHsl

YuebHbIM NAAHOM
He npedycMompeHsl

Kypcosoii npoext

yueOHbIM BAAHOM
He npedycmMomnpensl

VHeOHbIM NAAHOM
He npedycMompenbl
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5.2. Cojep:kaHHe JUCUMIIHHBI, CTPYKTYPHPOBAHHOE IO pasaeinam

5.2.1. Cogep:kanue JeKUMOHHBIX 3aHATHH (yYebHbIM NIGHOM He NPedyCMOmpensly
5.2.2. Copep:xanue 1a60paTOPHBIX 3aHATHI

Haumenosanue paszgena

Ne Copep:xkanne
JHCHHIJIHHBI
1] 2 3
1 BxopHOE TecTHpoBanue. JIOKyMEHTHI B JOKyMEHTO000pOT B
Paznen 1. JIoKyMeHTHpOBAHHE GyxranrepckoM ygere. OcoOEHHOCTH 3aIOTTHCHHS
[VIIpaBJICHUECKOH yHAPHIEPOBAHHEIX (OPM NEPBHYHOA y4ETHOM TOKYMEHTAllHH.
nesTenbHOCTH B PO, VcmpaBiienue J0KyMEHTOB Oyxrantepekoro yuera. [lpasuia
Y HuuKarma 1 BaKOHOMEPHOCMU, RPUHYUNBL COCINABIEHUA epaguxa
CTaHAapTH3aLKs JOKYMEHTOB )oxymenmoobopoma 6 yeiax byxeanmepcko2o yuema. JlaHHbIe
BaHECTH Ha IEKTPOHHBIH HocHTeb B popmaTe Word.
2. [Tpasuna, 3aKOHOMEPHOCIY, NPUHYUNbL NOCMPOEHUS, U MEMOOUKA
cocmasnenus nucbMmenHo nokymenTanun. OpopmiieHue
[TonoxxeHus o OyxrajTepuH.
Paszex 2. Cacrema Odopmirenns nprukasa 00 HTOrax peBH3HH 110 COCTABIICHHIO U
OpraHu3alHOHHO- - o
bacropsmHTenHOR cnade 6yxranrepckoif (GUHaHCOBOMH) OTYETHOCTH.
HOKYMEHTALHH OdopMiIeHre 3asBIeH s O peLocTaBneHun JproTel 10 HIIDJL
MeTomuka COCTaRIEHHUS NO/DKHOCTHOR HHCTPYKIMHA OyxXraiTepa.
OdopMIenHe CIIPABKH, IPOTOKOIA, CITYKeOHBIX UuceM. [laHHbIe
RAHECTH Ha 371eKTPOHHbIH HocuTels B popmare Word.
3. ByXrainTtepckoe COIPOBOXKIECHHE JOTOBOPA NOCTABKH.
OdopMIeHne aKTa HHBEHTAPU3allMl MaTEPUANIbHBIX [IEHHOCTEH,
Pasnen 3. JloroBopHO- OdopMiieHre JOBEPEHHOCTH HA MOIYICHHE MaTepHATbHbIX
NpaBoBas JOKYMEHTALHUs. nennocreit. Odopmnenue JKypHarna perucTpaldi 1 yueTa
JToKyMeHTaLHs IO nosepenuocTeil. OhopMIeHHe KOHTPAKTA, MEKIYHAPOJIHOTO
BHELIHEIKOHOMUUECKOH [HCHMa Ha OCHOBE NPASUi U 3AKOHOMEPHOCHEU 0el06bIX
ACATCIBHOCTH KOMMYHUKAYUT 8 NUCbMEHHOU (OpMe HA PYCCKOM U UHOCHPAHHOM
361kax. JlaHHEIE 3aHECTH Ha DIIEKTPOHHEIN HOCHTENb B popmate
Word.
4, Tpy10BO# OTOBOD O NpHEME Ha paboTy KOHTPaKT. OOpasIE!
TPYJOBBIX JOTOBOPOB H KOHTPAKTOB, MPABUNA U 3AKOHOMEPHOCIU
Pasjen 4. JlokyMeHTalus IO [HA PYCCKOM U UHOCIMPAHHBLX A3bIKAX. Odopmnenue npuKasa o
TPYIOBBIM [IPABOOTHOIIEHHAM [IPEMHPOBAHNN COTPYRHHKOB Oyxrantepun. CocTapneHue
rpaduKa OTITYCKOB COTPYIHHKOB OyXTanTepuH, IMYHOH KapTOIKH.
JlaHHEIE 3aHECTH Ha 3EKTPOHHBIT HocuTenb B hopmare Word.
5. Oopmnenue npemeH3UOHHBIX RUCEM, UCKOBO20 3AABNEHUA C
Paszpein 5. TIpeTeH3HOHHO -  [VYEMOM NPAsLL 0e10801 KOMMYHUKAYUU HA PYCCKOM U
MCKOBas JIOKYMEHTaLHA anznutickom s3vike. JJaHHBIE 3aHECTH HA JIEKTPOHHEBIH HOCHTEINb B
dbopmare Word.
6. MemoOukroti cocmagieHusl CYyHCOeHUA 8 MeNCIUYHOCTNHOM

Paznen 6. Opranuzaiius
paGoTEI ¢ JIOKYMEHTAMH

Denosom obuenuu Ha pycckom U unocmpannom aseikax. I1pasuia
1 3aKOHOMEPHOCTH JIETIOBOH IIMCEMEHHOM JOKYMEHTAIUH:
COCTABIIEHHE aKTa O BBIACIIEHHH K YHHYTOXKEHHIO JOKYMEHTOB, B
TOM 4HCIIe GYXTaITEpPCKUX PETUCTPOB, HE IOIEKALIHX
xpauenuto. COCTABICHHE CIATOYHOH OIKCH IIPH IEpEeNade 1ena B
apxuB. JlaHHBIE 3aHECTH HA 3JIEKTPOHHBIH HOCHTEND B dopmare
Word.

TOTOBOE TECTUPOBAHKE.
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5.2.3. IIpakTudecKne 3aHATHH «y9e0HBIM IUIAHOM He IIPely CMOTPEHbLD)

5.2.4. Tlepeuensh y41eOHO-METOAHIECKOT0 OOecHedeHHs sl CAMOCTOSTeTLHOH padoThl
ofydJaromuxcs Mo JHCUMILTHHE

Ounan ¢popma o0ydeHHs

HaumenoBaHHe pa3zjie/ia
JHCIHHIIJIHHDBI

Copepxanne

Yuedno-
MEeTOIHYECKOe
obecrieueHne

2

3

4

Pasmen 1.
JIOKyMEHTHpOBaHHE
yTIpaBIEHUYECKO
mesTensHOCTH B PO,
YHubHKaLKA |
CTaHapTH3aLIHs
ITOKYMEHTOB

[ToHsiTHE O TOKYMEHTHPOBAHHH.
O6s13aTeNBHOCTE JOKYMEHTHPOBAHNUS
MH(GOPMAITHH. 3aKOHOIATE/IbHbIC aKTH,
pernaMeHTHPYIOLIHEe OPraHu3alkio PaboTsl ¢
MOKYMEHTHPOBaHHOH HMHpOpMalHeH
denepanbrbiil 3akoH PO «O6 undopmanuy,
WH(OOPMAIIMOHHBIX TEXHONOTHAX H O 3allHTe
uabopMmaimny, Tpynosoi koaeke PO u ap.).
OCHOBHEIE CTIOCOOB! JOKYMEHTHPOBAHHS.
MatepHaibHbIe HOCHTETH HHQOPMALMH H HX
BIMSHKWE HA JOITOBEYHOCTh H COXPaHHOCT
nokymeHTa. BiausHHe HayuHO - TEXHHYECKOTO
mporpecca Ha JOKYMEHT H JOKYMEHTHPOBaHHe.
TekcToBbIe, rpadHyecKHe, MALTHHOYHTASMBIS
IOKYMEHTEI, hoToHoKyMeHTHI. [loHaTHe
«37IeKTPOHHBIH TOKYMEHTY.

Vuaudukaims ¥ cTaHAapTU3alkd JOKyMEHTOB,
YHUDHLIHUPOBAHHBIE CHCTEMEI JOKYMEHTALIHH
[Moxroroeka k nabopatopHolt paboTe
TToaroToBKa K KOHTPOIbHOH paboTe
ITMoAroToBKa K 3K3aMEHY

[MoaroToBKa K HTOTOBOMY TECTHPOBAHHMIO.

(1], [2], [3]

Pazmen 2. Cucrema
OpTaHU3aLHOHHO-
[pAaCcTIOpAAUTENBHOH
ITOKYMEHTAI|H

VaubHLIMPOBaHHAS CHCTEMA OPraHU3alMOHHO-
pacriopsauTenpHoi fokymenTtarus (YCOP/I)
D@opmyiap-oOpasel] OpraHu3alHOHHO-
pacropsauTensHO# fokymenTanuu (OP D)
PeKBH3UTEI U GIIaHKH.

[ToaroroBka k nmabopaTopHoi pabore
[MoaroToBKa K KOHTPONBHOH paboTe
[MoaroToBKa K 9K3aMeHYy

[MoaroToBKa K HTOIOBOMY TECTHPOBAHHMIO.

[1], (21, [3], [4). [3]

Paznen 3. JorosopHo-
MpaBoBas JOKyMEHTAaLUA.
JTokyMeHTaLHs 110
[BHELIHEIKOHOMHYECKOH
e TeNbHOCTH

HasHaueHWe U CTPOEHHE JOTOBOPA.

[MpaBrna oOpPMIICHHS aKTOB B OpraHHW3aLliH.
[Mopsanok ohOpMIEHUS W PETHCTPALIHH
MOBEPEHHOCTEH.

[Mopsanok oopMIIEHHS MEXKTYHAPOAHBIX
KOHTPaKTOB.

[TpaBusia u hopMBI IIEPEIUCKHM C 3apyOexkHbIMHU
mapTHepaMH.

[Monroroska K KOHTPOIBHOH paboTte
[MToaroroska k nabopatopHoii pabote
TMoATOTOBKA K 3K3aMEHY

IToaroToBKa K HTOrOBOMY TECTHPOBAHMIO.

[11, [2]. [3]. [6]. [7]

Paznen 4. JlokyMeHTall|A 10
TPYIOBBIM
[IpaBOOTHOIIEHHAM

[TocenosaTebHOCTL OQOPMIIEHHS
MOKyMEHTOB TIPH TIpUeMe Ha paboTy.
TTpHKa3Bl 10 JTMYHOMY COCTaBY M HX OTIIHIHE

(11, [21, [3]. [4], [7]
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OT IPYTUX NPHKA30B.

DOYHKIMK ¥ Ha3HAYEHHE [ITATHOTO
pacrcaHmsl.

[Mopsok ohopMIEHHS U PACTOPIKSHHS
TPYZAOBOIO JIOTOBOPA.

HaznaueHnue muuHoi KapTouku. Tpynosas
KHIJKKA M e XapaKTePHCTHKA.
[MoaroroBka Kk JabopatopHoi paboTe
[MoaroToBKa K KOHTPOJILHOH paboTe
[ToaroToBKa K 9K3aMeHY

IToaroToBKa K HTOrOBOMY TECTHPOBAHHMIO.

MCKOBaA JOKYMEHTAIHA

Pazmen 5. IIpeTeH3HOHHO - BasBICHHA.

[Mopsanok ohOpMISHHS NPETEH3HH H HCKOBOTO

Pa6ora ¢ xano6amMu U 0OpallleHHAMH TPaKIaH.
[TonroToBka k nabopatopHoit pabote
[MoaroToBKa K KOHTPOIIBHOH paboTe
TTonroToBKa K 5K3aMeHy

TToArOTOBKA K MTOrOBOMY TECTUPOBAHHIO.

[1], [2], [3], [7]

Paznen 6. Opranusaius
paboThl ¢ JOKYMEHTaMH

Cry#6a IoKyMeHTaIIHOHHOTO 00ecTeYeH s
yopasienus. TpeboBaHus K OpraHH3aIHH
MOKyMeHTO000pOTa.

OpraHu3alys IpHeMa, PACCMOTPEHH,
PErHCTPALIMH M UCTIONHEHHS JJOKYMEHTOB.
MadopMaoHHO-clIpaBoYHas paboTa B
YCIIOBUSAX IPUMEHEHHA KOMITBIOTEPHBIX
TEXHOJIOTHIA.

KOHTpONE UCHIOJIHEHHS IOKYMEHTOB.
OpraHu3aI|s ONepaTHBHOIO XPAHEHHS
imokymenToB. HOMeHKIIaTYypa J1e]], IKCIepTu3a
LIEHHOCTH JIOKYMEHTOB, HOPAI0K YHHYTOKEHHUS
OKYMEHTOB U 0)OPMIIEHHS PE3Y/IBTaTOB
OKCIIEPTH3BI, TOATOTOBKA JIEJl K apXHBHOMY
XPAHEHHIO.

[ToaroroBka K JabopaTopHoi paboTe
[ToAroToBKa K KOHTPONBHOH paboTe
I[MoaroroBKa K 3K3aMeHy

[MoaroToBKa K HTOTOBOMY TECTHPOBAHHIO.

[11, [2], [3].,[41, [];
(6]

Ouno-3a0uHas GopMa o0yIenus

Haumenosanmue
pa3aenia THCUHILIHHBI

Copepxkanue

YuebHo-
MeTOXHYECKOE
obecneueHHe

2

3

4

_[Paspen 1.
J{oKyMEHTHPOBAHHE
lyTipaBiIeHIecKoi
nesTenbsHOCTH B PO.
YHH(HKAIKA 1
CTaHOAPTH3ALIMS
ITOKYMEHTOB

ITonstue o nokymeHTHpoBaHUH. O643aTENBHOCT
IOKYMEHTHPOBAHHA HH(OPMALIHH.
3akoHOmATEIbHbIE aKThl, PErJIAMEHTHPYIOLIHEe
OpraHusarmo paboTsl ¢ JOKYMEHTHPOBAHHOM
vhopmarmeit (DenepanbHelii 3akoH PO «O6
rH(OpMAIHH, HHDOPMALIHOHHEIX TEXHOJIOTUSIX H O
ramuTe HHGopManuuy, Tpyaoeoi koaeke PO u ap.).
OcHoBHBIE CIIOCOOBI JOKYMEHTHPOBAHHS.
MatepHanbHbIe HOCHTE/IH HH(QOPMALIMH U HX
BAMAHAE HA JONTOBEYHOCTh W COXPAHHOCTh
oxymenTa. BIHSHHE HAYYHO - TEXHHYECKOTO

Mporpecca Ha JOKYMEHT H JOKYMEHTHPOBAHHE.

[11, [2]. [3]
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TexkcTOBEIE, TpadHISCKHE, MAITHHOYHTAEMbIC
MOKYMEHTBI, (GOTOROKYMEHTSI. [ToHsITHE
«3TMEKTPOHHBIHA JOKYMEHT.

VHu(UKAIMA U CTaHJapTH3ALM JOKyMEHTOB,
YHU(HIHPOBAHHBIE CHCTEMBI JOKYMEHTALUH.
[MoxroTorka k jabopatopHoit pabote
IMoaroToBKa K KOHTpOJIBHOM paboTe
[MonrotoBKa K 3K3aMeEHY

IMoaroToBKa K UTOrOBOMY TECTHPOBAHHIO.

[Pazmen 2. Cuctema
OpraHH3alMOHHO-
pacropsi AU TEIbHOM
MOKYMEHTAIIHH

Vi HIHPOBAHHAS CHCTEMA OPraHU3al[MOHHO-
pacriopaauTensHo noxymentarn (YCOPI).
Dopmysp-06pasell OpraHu3alHOHHO-
pacnopsuTeasHOM qokymenTarmu (OPI).
PexBH3UTHL U OITaHKH.

[Moxrotorka k jaGopaTopHoit pabore
TMoaroToBKa K KOHTPOIBHOH paboTe
I[MoaroToBKa K 3K3aMeHy

[loAroToBKa K HTOTOBOMY TECTHPOBAHHIO,

[11, [2], [3], [4],
[5]

Pasnen 3. lorosopHo-
MpaBoBas JOKYMEHTALIHA.
JIoKyMeHTaLus [0
BHEIIHEIKOHOMHYECKOH
nesaTCIbHOCTH

HazHauenHe W CTPOSHHE OrOBOPA.

[Tpasuia 0hOpMIEHHS aKTOB B OpraHU3aLliy.
[Mopsmok ohopMIIEHHS H PETHCTPALHH
MOBEpPEeHHOCTEH.

Topsanok odopMIIEHHS MEKIYHAPOAHBIX
KOHTPAKTOB.

IMpasuna ¥ GOPMBI MEPETIHCKH C 3apyOe/KHBIMH
MapTHEPaMH.

TMoaroToeka K JlaGopatopHoi pabote
[loAroToBKa K KOHTPOJIBHOH paboTe
TToAroTOBKA K 9K3aMEHY

[MoAroToBKa K HMTOTOBOMY TECTHPOBAHHIO.

[1], [2]. (3], [6),
(7]

IPasmen 4. JlokyMeHTaLys
MO TPYAOBBIM
MpaBOOTHOIMEHHAM

[MocnenoBaTelIbHOCTE 0QOPMIICHHA JOKYMEHTOB NPH
mpHeMe Ha pabory.

TIpuKassl 10 TMYHOMY COCTaBY H X OTJIHYME OT
IPYTHX TPHKA30B.

(DYHKIMK U Ha3HAYEHHE [ITATHOTO PacIHCaHNUs.
TMopsox 0hopMIICHHS U PACTOPIKEHHS TPYAOBOTO
IoroBopa.

IHasHadeHue JHUHOM KapToukd. TpynoBas KHHKKA U
€€ XapaKTepHCTHKA.

[MoxaroToBka k mabopaTopHoi paboTe

IMoxroTosKa K KOHTpOIsHOH paboTe

[MoaroToBKa K 3K3aMeHy

[ToAroTOBKA K UTOrOBOMY TECTHPOBAHHIO.

[1], (2], [3]. [4)

Paznen 5. [IpeTeH3HOHHO
- UICKOBAsA JOKYMEHTAIUA

[Mopsaok ofopMIEeHHS NIPETEH3UH K KCKOBOTO
BasBICHUS.

[PaGora ¢ xamobamMy U 00palleHHAMH TPaKIaH.
lonroroska k abopaTtopHoii pabote
IMoAroToBKa K KOHTPONIBHOH pabote
[ToaroToBKa K 3K3aMEHY

TToaroToBKa K HTOrOBOMY TECTHPOBAHHMIO.

[1], [2], 3. [7]

6. [Pasmen 6. Opranusans
paboThl ¢ TOKYMEHTaMH

Ciys6a JOKyMEHTalMOHHOTO o0ecrieueHUs
yripaByieHus. TpeGoBaHus K OpraHu3alluu
nokymeHTo060pOTA.

OpraHu3aliyst IpHeMa, pacCMOTPEHHU, PerHCTPaLMK
1 HCTIOTHEHHS TOKYMEHTOB.
MHdopMaLEOHHO-CIIPaBOYHAas paboTa B yCIOBHAX

[1], [2], [31.[4],
(5], [6]
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[PUMEHEHHSA KOMITBIOTEPHBIX TEXHOIOTHHA.
KoHTpOIE HCIIOTHEHMS TOKYMEHTOB.

OpraHH3an#s OnepaTHBHOIO XPaHEHHs IOKYMEHTOB.
HomeHKIIaTypa [efl, 9KCTIEpTH3a LEHHOCTH
IMOKYMEHTOB, TIOPAIOK YHHUTOKEHHS JOKYMEHTOB U
o OpMITEHHA Pe3yJIbTATOB SKCTIEPTH3bI, IOArOTOBKA
eN K apXMBHOMY XPaHEHHIO.

[ToaroToeka k nmabopaTopHoi paGoTe

[MoxroToBka k KOHTPOJIBHOH paboTe

[MoaroToBka K 9K3aMeHy

OJrOTOBKA K HTOTOBOMY TECTHPOBAHHMIO.

o b B e

o »n

14.

15.

16.
17.
18.

19,
20.
21.
22.
23,
24.
25.
26.

27,

5.2.5. TeMbI KOHTPOJBHBIX paboT

PoJib moxymeHTa B cepe IpaBa U yIpaBICHHUS.

JIOKYMEHT: OCHOBHBIE IIOHSITHS, CTIOCOOBI JOKYMEHTHPOBAHHSL.

Wudopmanud 7 JOKYMEHT.

VHuHKaNMsS W CTAaHAapTH3alMsd KaKk OCHOBHOE HANpaBlICHUE COBEPLUICHCTBOBAHWA
nokymenToB. [OCTer na YC]I. CucreMbl JOKYMEHTALUH.

XapaKTepucTHKa, cocTaB ¥ cofepixanue aefictyromero 'OCTa.

Coctas pexsu3utoB OPJ], npaBuia ux oopMIeHHS.

IIpaBuna OdOPMIIEHHsS, H3COTOBICHHS, YydeTa, WHCIONB30BAHHA H XPaHeHHsH ONaHKOB
OpraHu3aIiy.

. XapakTepHCTHKA U COCTAB OPraHU3al[MOHHBIX IOKYMEHTOB.

. XapakTepUCTHKA U COCTAaB CIPABOIHO-HH(OPMAL[MOHHEIX IOKYMEHTOB.
10.
11.
12.
13.

XapakTepHCTHKA H COCTaB PACIIOPANUTENBHBIX JOKYMCHTOB.

Ocobernocta ohopMIEHHS KaJpOBOH NOKYMEHTAIHH.

VuuduuupoBanabsie GOpMBbl JOKYMEHTALKH 1O TPYIY.

JleIOIpOH3BOACTBO Kak (YHKI[HS YIPAaBICHHS, COBPEMEHHBIE TpeOOBaHHS K €ro
OpraHu3alIHH.

Cinyx6a  JOKyMEHTAlMOHHOTO OOecledeHHs  yIpaBieHHs: (YHKIMH, CTPYKTYpa,
IOJIKHOCTHOM COCTaB, HOpMaTHBHEIE MATEPHAIIEL.

OfImpe NPUHIMIEL OpraHu3alui  JoKyMeHTooOopora. (OCHOBHBIE 3Tallbl TEXHOIOTHH
paboTHI ¢ JOKYMEHTaMH.

ITepBoragarsHas 06paboTKa JOKYMEHTOB B Y4PEIKACHHH.

TeXHOIOr|s pacCMOTPEHUS TOKYMEHTOB B YUPEKICHUH.

Perucrpanus JOKYMEHTOB KaK Ipollecc Co3faHus OaHka JAHHBIX O JIOKYMEHTax
OpraHH3alUH.

KoHTpoIs HCIoTHEHH JOKYMEHTOB.

Opranu3zanys OTIPaBKH JOKYMEHTOB.

OcHoBHEIE TpeGOBaHKS K OpraHU3allii XPaHEHHs HCIIOHEHHBIX TOKYMEHTOB.

Bribl HOMEHKIATyp A€l IIOpSIoK COCTaBIEH s B OQOPMIICHHSL.

Cpoku XpaHEHHS JOKYMEHTOB.

IIpaBuJia OArOTOBKHU JE/ K ¢/lade B BEIOMCTBEHHbIH apXHB.

ApPXHBHOE XpaHEHUE JOKYMEHTOB.

CocTaB HOPMATHBHBIX OKYMEHTOB, PEIJIAMEHTHPYIOIHX COCTaBJEHHE H OGhOpMICHHE
JOKYMEHTOR, UX XapaKTEPUCTHKA.

CocTaB HOPMATHBHBIX JOKYMEHTOB, DETTIAMEHTHUPYIOIMUX OpraHH3alHio paboTel ¢
JIOKYMEHTaMH B yUPEKICHHH, HX XapaKTePUCTHKA.

5.2.6. KypcoBblie npoeKThl/ KypcoBbie paboThl
«y4eGHEIM ITAHOM HE IIPEeIyCMOTPEHBD)

-



6. MeToaudeckue yYKazanud 1J1sd oﬁyqamumxcﬁ 10 OCBOCHHUHK NTHCIHHILITHHBI

OpI‘aHP[BaL[I/[ﬂ HOeATCNBbHOCTH CTYJICHTA

JlabopaTopHble 3aHATHS
PaGoTa B COOTBETCTRBUH C METOIMYECKIAMH YKA3aHUSME [10 BBITOJHEHHIO J1a00paTOpHBIX paboT.

CamocrosaTeasHan padora

CamMocTosTenbHas paboTa CTyAeHTa HaJ| yCBOCHHEM yueGHOro Matepuana 1o y4ebHokH
JHCIHIUIHHE MOKET BBIIOIHATECS B [IOMELIEHHSX JUI CAMOCTOATENBHOMI paboTEL, & TAKKe B
[AOMAUTHHX yenosusx. CofiepikaHie caMOCTOSATENBHON pabOTEl CTYACHTA ONMPE/IeNseTCs yueOHO#H
TIPOrpaMMOi JIMCIHILTHHEL, METOMYECKHMU MaTepHaTaMH, 3a/IaHUAMA U yKasaHUAMH
IperoiaBaTels.

CamocTosTebHas paboTa B ayJMTOPHOE BPEMS MOJKET BKIIFOYATE:

— BBLINOJIHEHHE KOHTPOIIBHBIX paboT;
— paboTy co CIIPaBOYHOM U METONMYECKOH JINTEPATyPOH;
— paboTy ¢ HOPMAaTHBHBIMH [IPABOBBIMH aKTaMH,

— yd4acTHe B TECTHPOBAHMH H Jp.

CamocTosTeNnbHas paboTa BO BHEAYJHTOPHOE BPEMS MOJKET COCTOATE H3!

— u3ydeHus ydeOHOH ¥ HAyYHOH JTUTEPATypPBl;

— W3YYCHHS HOPMATHBHBIX MPABOBBIX aKTOB (B T.4. B 3JIEKTPOHHEIX 6azax JaHHBIX);

— MOATOTOBKH K JIaGOpaTOPHEIM 3aHATHSIM;

— TIOATOTOBKH K KOHTPONEHBIM paboTaM, HTOrOBOMY T€CTHPOBAHHIO M T.I.;

— BBIIEIEHHE HAHOOEE CIOKHBIX M TIPOOIEMHBIX BOTIPOCOB M0 H3y4YaeMOH TeMe, MOTydeHHe
pasbACHEHHH W PeKOMEH/IALIMH MO JaHHBIM BONPOCAM C NPENoaasaTeiaMH Kateapsl Ha HX
e/KeHeAeNbHEIX KOHCYIBTALHAX.

- TpOBeJEHHE CAMOKOHTPONA ITyTEM OTBETOB Ha BONPOCK! TEKYLIETO KOHTPOIIA 3HAHUH, peIIeHHA
IpeICTABIIEHHBIX B y4eGHO-METOMHYECKHX MaTepuanax Kadepsl 3a/1a4, TECTOB, HAITHCAHNA
pedepaToB H 5¢ce MO OTAENBHBIM BOTPOCAM H3Y4aeMOH TEeMBI.

KonTpojasHas pabora

TeopeTudeckas ¥ [PAKTHYECKAS YACTH KOHTPOIBHON paboTHI BRIONHAIOTCS 10 yCTAHOBJICHHBIM TEMaM
(BapHaHTaM) ¢ MCTIONIB30BAHHEM NPAKTHYECKUX MATePHATIOB, MOMY4CHHBIX Ha nabopaTOPHBIX 3aHATHIX.
K kaxnoit TeMe KOHTPOIbHOM paGoThl peKOMEHIyeTCs TIPAMEPHBIA [ePeueHb OCHOBHBIX BOIPOCOB,
cricok HeoOxomuMoit JiuTepatypsl. HeobX0MMO H3y4YUTE JTUTEPATyPy, PEKOMEHIYCMYTO JUIA
BBITIONTHEHMS KOHTPONbHOHN paboThl. UT0OR! MONIHEE PACKPEITE TEMY, CJIEAYET UCIIONIL30BATDH
J(OTIOTHUTETbHbIE HCTOUHHKH W MaTepHabl. MHCTPYKLWA 110 BBITIONHEHHIO KOHTPOILHOH paGoTe!
HAXOMUTCA B METONHUECKHX MaTepHalax Mo JUCIUILTHHE.

TloaroTroBKa K 3K3aMeHY
[ToAroToBKa CTYAEHTOB K 9K3aMEHY BKJIKOYACT TPH CTa[HH:

— caMmocTosTenbHas pabota B TedeHue yueOHOro roaa (cemectpa);
— HemocpeICTBEHHAs MOATOTOBKA B JIHM, NPE/IICCTBYIOMINE SK3aMEHY;
— MOAroTOBKA K OTBETY HA BOIPOCHL, COAEpsKalIkecs B buere.

7. O0pazoBaTe/ibHbIE TEXHOJIOTHH
Ilepedens 06pazoBaTEIbHEIX TEXHONOIUH, HCIIONB3YEMBIX NIPH H3YUCHUH TUCIHILIMHEL
«/JoxymMenmuposaniie ynpasieH4ecKoi 0eAmebHOCmU)
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TpanuuuoHHbIe 00pa3oBaTeIbHbIE TEXHOJOTHH

TTucuuiuaa «/JoKyMeHmuposanue ynpasnenieckoi 0eamenbHOCHU IPOBOTHTCS C
HCIIONMB30BAaHHEM TPAJUIMOHHEIX 00pa30BaTeNbHBIX TEXHOIOTHN OPHEHTHPYIOIIUXCA Ha
OpraHM3aIKI0 06pa30BaTeNbHOrO MPOIECea, IPEANONaraonlyio IPAMYIO TPAHCIISIIHIO 3HAHHEH
OT TpermojaBaTeNs K CTYAEHTY (IPEHMYIIECTBEHHO HAa OCHOBE OOBSICHHTEIBHO-
HIUTIOCTPATHBHLIX METONOB OOydeHHs), ydeOHas NEATENLHOCTh CTYAEHTA HOCHT B TaKHX
YCIOBMSX, Kak I[PABWIO, DPENPOAYKTHBHBEIM XapakTep. @DopMbl y4eOHBIX 3aHATHH IO
IUCLHUIUINEE «/JOKyMeHmUposanue ynpaeieH4ecKoil 0eAmelbHOCHU» C HCIIONE30BaHACM
TPaIUIIMOHHEIX TEXHOIOIHH:

JlabopaTopHOE 3aHATHE — OpraHH3alMs y4eOHoH paboThl ¢ pealbHBEIMI MATEPHATILHEIMA
1 UHDOPMAIMOHHBIMU O0OBEKTaMH, SKCIIepUMEHTalbHas paboTa C MOMENSIMH pEalbHBIX
00BEKTOB.

HMuTepaKkTHBHBIEC TEXHOJIOIHH

[To jucuummuae  «/JOKYMeHMUPOGaHUe  YRPABNEHHECKOU  OeAMme/IbHOCHIU)
nabopaTopHble 3aHSATHS INPOBOIATCA C HCIONL30BAHHEM CIEHYIOIIHX HHTEPaKTHBHBIX
TEXHOIIOTHH:

PaoTa B MaJIbIX TpyNIax — 3TO OJIHA M3 CaMbIX IOIYIPHEIX CTPATETHH, TaK KaK OHa
maeT BceM obydarormqumcs (B TOM YHCIE M CTECHUTEIHHBIM) BO3MOXKHOCTB y4acTBOBATh B
paboTe, MPaKTUKOBATh HABBIKH COTPYAHHYECTBA, MEKIMYHOCTHOTrO OOLIeHHS (B YaCTHOCTH,
yMeHHe aKTHBHO CJyllaTh, BhIpaOaTbiBaTe oOlIee MHEHHE, paspemaTb BO3HHMKarOMIKEe
pasHoryacus). Bee 3T0 gacTo GBIBaeT HEBO3MOXKHO B OONBIIOM KOJUIEKTHBE.

PoneBbie UIphl — COBMECTHAS AEITENBEHOCTE TPYIIEI 00yYaromuxcs U [IperogaBaTelis
ION yUpaBIeHHWEM TIPENOJABATENs C LEJTbI0 pellleHHs YJYeOHBIX M I[poQecCHOHAIBHO-
OpPHMEHTHPOBAHHBIX 3884 [yTeM HIPOBOTO MOIETHPOBAHUS PEATHHON MPOOIEMHON CHTYallHH.
[To3BOISIET ONEHMBATh YMEHHE aHAIW3MPOBATH W pellaTh THIHMYHBIE NpOodeccHOHATBHBIC
3a7ja4i.

HNudopManuoHHO-KOMMYHUKAIMOHHBIE  00pa3oBaTeJbHbIe  TEXHONOTHH  —
opranmsanus o0pa3oBaTeIbHOTO MPOIecca, OCHOBaHHAs HA MPHMEHCHHH CIEIHAH3HPOBAHHBIX
IPOrpaMMHBIX CpeJ| ¥ TEXHIIESCKHX CPeJICTB paboTel ¢ mHpopMarmeil.

Jucuumuna «/JoKyMeHmuposanue ynpasieH4ecKkoil 0eamelbHOCHU TIPOBOHTCH
¢ MCMO/Ib30BAHHEM HHHOBAIMOHHBLIX METOJ0B B BEICIIEM 00Pa30BAHHH, KOTOPEIE BKITFOYAIOT
B cebs HCIIOIB30BAHME COBPEMEHHBIX MOCTHXCHHH HayKH M MH(QOPMAlMOHHBIX TEXHONOTHH B
obpasopauui. OHH HaIpaBIeHbl HA IOBLIIECHHE Ka4yeCTBa IIOATOTOBKH IIYTEM PasBHTHA Y
CTY/IEHTOB TBOPYECKHX CIIOCOOHOCTEH H caMOCTOATENbHOCTH. OHY [IPEAIIONaraioT IPUMEHEHHE
HHQOPMAIHOHHEIX 00pa3oBaTelbHBIX TEXHONOTMH, a TakkKe y4ebHOe — METOJMYECKHX
MAaTepHaoB, COOTBETCTBYIOIHMX COBPEMEHHOMY MHPOBOMY YPOBHIO, B IIPOLIECCE MPETIOAaBAHUS
JUCIUUTIIAHBL:

- pelmeHye 3aa4 ¢ IpUMEHeHHEM HH(OPMAIMOHHO - CIIPABOYHBIX cucTeM «lapanty,
«KoncynpTast +».

- HCIIONB30BAHHE I[IPOTPAMMHO-TIEAarOTHYECKHX TECTOBBIX 3aJlaHHH Ui TPOBEPKH
3HAHUM CTYIEHTOB.

8. YueOHO-MeTOAMYeCKOe M HHPOPMaIHOHHOE o0ecriedeHHe THCIHILIMHBI
8.1. IlepeueHp OCHOBHOH ¥ [OMOJHHTEILHOH y4eOHOH JMTepaTyphl,
Heo0X0JUMOi JUIsI 0CBOCHHS JHCHHILTHHEI

@) ocHOo8HaA y4ebHaa numepanmypa:

1. JoxyMeHnTanuonnoe obecreueH e yIpaBneHus : yaeGHUK UL CTYIGHTOB BY30B,
00yJaroImXcst 110 HAIPABIeHUAM « DKOHOMHKa» U «MeHeDKMEHT, CIeNUalbHOCTIM
«ndopmarukay, «J[oKyMEHTOBe/IeHHE B JOKYMEHTal[MOHHOE 00eCIeUCHHE yIIPaBICHU),
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Anexceena, O. A. Ctpaxos. — Mocksa : VausepeuteT «Cuneprusy, 2020. — 132 ¢. — ISBN
078-5-4257-0402-3. — Texcr : anexrponssiit // [ludposoit obpasosarensubii pecype [PR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/101344.html

5. PsGoea, C. B. JlokymMeHTalOHHOS OOeCIeYeHUE YIIPABIEHIECKON NEATEIPHOCTH
" e6HOe nocobue / C. B. Ps6ora. — YIBSHOBCK : YIIBSHOBCKHI roCYIapCTBEHHBIH
rexuugecknil yrusepenter, 2021. — 341 ¢. — ISBN 978-5-9795-2106-0. — Texer :
= aexrponnsi // Lludposoii obpasosatenbueit pecype IPR SMART : [caiiT]. — URL:
hitps://www.iprbookshop.ru/121268.html

6. Kysuenosa, Y. B. KonduneHuaansHoe IeNONIPOU3BOACTBO H 3aIIUINCHHEIH
3NeKTPOHHBIA TOKyMeHT0060poT : yuebHoe mocobme / V. B. Kysnenosa, I'. A. XagarpsH. — 2-e
w31, — Mockea : Aii [Tu Ap Mesma, 2025. — 192 ¢. — ISBN 978-5-4497-3878-3. — Tekct :
snextponsii // Ilubposoit o6pasosarenbrbi pecype IPR SMART : [cair]. — URL:
https://www.iprbookshop.ru/145149.html

8) nepeuens yuebHO-MEMOOUHECKO20 0Decne eHUA:

7. Boromonosa JL.JO. MeToaiueckre YKa3aHus K BEIIOTHEHUIO KOHTPONLHOM paboThl.
Actpaxanb, AIACY, 2025 r.- 30 c. https://next.astrakhan.ru/index.php/s/4MSj7e WGPKpGCFe

8. Boromomnosa JL.IO. MeToauueckne yKasaHus K CAMOCTOSTEIbHOM paboTe AcTpaxaHs,
ATACY, 2025 r.- 30c. https://next.astrakhan.ru/index.php/s/TFdnkXNecsfXa76F

2) nepeueHb OHINAHH KYpCO8:
9. CHelualucT KaJpoBOro AEJIONPOU3BOACTBA Ha COBDEMEHHOM MPEANPUATHH. - URL:
https://veaps.ru/seminar/2602utm_source=google_adwords&utm medium=cpc&utm campaign

8.2. Ilepedens HeoGXOXMMOro JIMUEH3HOHHOTO M CBOGOZHO pacrpOCTPAHAEMOro
IPOrpaMMHOro ofecriedeHnsi, B TOM YHCIe 0T€4eCTBEHHOr0 NPOH3BO/CTBA, HCIIOIL3YEMOT0
NpH OCYNIECTBJIEHHH 00Pa30BaTeILHOI0 MpoIecca o ICHUILIHHE

1. 7-Zip

2. AdobeAcrobatReader DC.
3. Apache Open Office.

4, VLC media player

5. KasperskyEndpointSecurity.
6. Yandex browser

8.3. Ilepeuenns coBpeMEHHBIX IPO(EcCHOHANLHBIX 043 JAHHBIX H uHpOPMAaIHOHHLIX
CHOpPaBOYHBIX CHCTEM, JOCTYNHBIX 00y4al0MHMCsI TIPH 0CBOCHHH [HCIUTITHHDL
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1. DiexTponHas HHOPMALHOHHO-00pa3oRaleIbHAsL Cpeia Y HIBEPCUTETa:

(http://moodle.aucu.ru)

2. DIeKTpoHHO-GHbIMOTeYHAS CHCTeMa « Y HHBEPCUTETCKAs OHOTHOTEeKa)
(https://biblioclub.ru/)

3. DnexTponHO-6ubHMoTeuHas cuctema «IPRbooksy» (www.iprbookshop.ru)

4. Hayuamas snextporHas 6ubmotexa (http://www.elibrary.ru/)
5. Koncymsrant + (http://www.consultant-urist.ru/)

6. deepabHEIH HHCTHTYT IPOMBIIIIEHHOH COOCTBEHHOCTH (http://www]1.fips.ru/)

9. Onucanne MaTepHAJILHO-TeXHUYecKoi 0a3bl, HE0OXOOUMON I OCYIIeCTBJICHUS
06pa30BaTeIbHOrO MPOLECCa 10 AUCUHIIITHHE

Ne HanmeHOoBaHHE CHENHATBHBIX HOMEMEHHH 1 OcHAMEHHOCTD CHelHATBHBIX
n/n noMelreHMii 1718 caMocTosiTe/IbHOH padoThl moMeIeHHH ¥ NoOMeleHH# 1Jist
CAMOCTOSTE/TLHOH paboThl
1 | YueGHble ayIMTOPUH AJIs [IPOBEISHUS yIeOHBIX aya. Ne 207
3aHATHIL Komnnekr yueGHo# mebenu
414056, r.Actpaxaus, yi. Tatumena 186 Kommerotepsr: 15 wT,
aypuropuu Ne207, 203, 209 TepeHOCHOH MyJIBTUMEIMHHEIA KOMIUIEKT
Hoctyn k uHGOPMALHOHHO —
TeNeKOMMYHHKAIHOHHO#H ceTH «MHTepHET»
ayn. Ne 203,

Kommnexr yuebHoi mebemn

[TepeHocHOH MyJIbTHMEIMHHBIA KOMIUIEKT
JlocTyn K uHGOPMALIHOHHO —
TeIeKOMMYHHKALHOHHOM ceTu «HMuTepHET

aya. Ne 209.
Kommiekt yqebHoit mebenm
JlemoncTpaloHHOe 060opyKoBaHHe YaebHo-
Haryaaaele nocobus CTalMoHapHbId
MYJTETHMEIUIHBIA KOMILIEKT
JocTyn k uHGOPMALMOHHO —
TeNeKOMMYHHKAIIMOHHOH ceTu «MHTepHeT)

2 | TloMelmeHus AJis CAMOCTOSTENEHOH paboThl aya.Ne201
414056, r. Acrpaxans, yi. Tatmiesa 22a Komimiekt yuebnoli MebGenm.
aynuropuu 201, 203 KomrmeroTepsl — 8 mrt.
414056, r. Actpaxans, yn. Tarumesa 18a, JocTymn K HHGOPMALIMOHHO —
Bubnuoreka, YHTATBHBIH 3471 TeneKOMMYHHKALHOHHOH ceTd «MHTepHETY.
aya.Ne 203

Komiuiext yuebHo# MebenH.

KomrsroTeps! — 8 mrT.

JHocTym K HHGOPMALMOHHO —
TeJIeKOMMYHHKAHOHHO# ceTH «MHTepHET».

OubIAOTEKE, YHTAJLHBIH 34T
Kommnekr yueGHo# MebGenm.
KommsroTeps! - 4 mT.
JlocTyn kK HHGOPMAIIMOHHO —
TeTeKOMMYHUKAMOHHOH ceTH «HHTepHET»
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10. OcobennocTu opraHuzauun ofydeHHs 10 JHCUHIUIMHE «/JOKyMeHmuposanue
ynpasnenueckod  OeAmenvHocmuy NIl HMHBAMHAOB M JIMI ¢ OrpaHHYeHHBIMH
BO3MOKHOCTSAMH 3J0POBbS

Jlns obydarommxcs U3 YUciia WHBATHIOB M JIMI[ ¢ OTPAaHMYCHHBIMH BO3MOXKHOCTAMH
370pOBbS Ha OCHOBAaHMH IIHCBMEHHOTO 3asBIeHHMA JMCHMIUMHA «/JoKymenmuposanue
YNPAGNEHYUECKOU 0eAMmebHOCHUY PEATH3YeTCs C y4eToM 0COOCHHOCTEH HCHX0(U3UIECKOTO
PA3BHTHSA, WHIUBHALYATFHEIX BO3MOXHOCTEH M COCTOSHHUS 3/(0POBbS (Hajee — HHIUBHIYAbHbIX
ocobeHHOCTER).

1?7



PEIIEH3UA
Ha pabovyi0 nporpaMmy, OleHOYHbIE H METOAHYeCKHe MATEPHAILI 110 AUCHHILIHHE
«/ToKyMeHmUposan e ynpagieH4ecKoil 0eAmebHOCHI)

OIIOII BO no manpasjienuio noarotoBku 38.03.01 « IKOHOMUKAY,

HATPABJIEHHOCTD (poduib) «Byxeanmepckuil yuem, ananus u ayoum,

o mporpamme daxanaspuama

Kysneuoeoim Cepzeem Bradumuposuuem (anee 10 TEKCTY PELCH3CHT), IPOBE/ICHA PEICH3H
paboueif IporpamMmbl, ONIEHOYHBIX M  METOAMYECKHX MAaTepHanoB IO  JHCIHUIUIHHE
«/Jokymenmuposanue ynpagaenueckoii Odeamensnocmuy OIIOII BO mo HampaBlIeHHIO
monrotosku 38.03.01 «Konomuxax», o Iporpamme Gaxanaspuama, paspaboranHod 8 I'bOY
AO BO "AcTpaxaHCKHi TOCYJIapCTBEHHBIH apXHTEKTYPHO-CTPOHTENbHBIH YHHBEPCHTET', Ha
xadenpe «Ixonomuxa cmpoumenvcmeay (paspaboTuux — cm. npenodoséamens bozomonosa
JLIO.)

PaccMOTpeB IpeJCTaBIICHHBIE HA PELEH3WI0 MaTepHallbl, PEIEH3EHT IpHIICT X
CIIEIYIOLIMM BBEIBOJIAM:

Ilpenparnernas paGouas mporpaMma yd4eOHOH NHCHMIUIHEL «/JOKyMeHmuUposanue
ynpaeiieHdeckoli deamenvHocmuy (Janee o TeKCTy [IporpaMmMa) COOTBETCTBYET TpeOOBaHHAM
®I'0C BO no nanpasiexuto 1oArotoBkH 38.03.01 «IKoHoMUK@», YTBEPKICHHOIO MPAKa30M
MunrcTepeTa 06pasoBanus u Hayku Poccuiickoit @eneparuu ot 12 aszycma 20202., Ne 954 u
3aperncTprupoBanHoro B Muntocre Poccuu 25 aszycma 2020, Ne59425.

IIpencTaBnensas B [I[porpamMme akTyalbHOCTh y4eOHON NUCIMILIMHEI B paMKax
peaymzaruu OIIOIT BO He MOUICKHUT COMHEHHIO — TUCIUILIAHA OTHOCHTCS K Biioky 1
«IucUAIITAHB (MOTYTTH)» 4acTd (QOPMEPYEMOH y4aCTHAKAMH 00pa30BaTeIbHBIX OTHOIEHHH.

[Ipencrapnennsle B IlporpamMme Iiend  y4eOHOM THCUMIUIMHBI COOTBETCTBYIOT
tpebopanusm ®T'OC BO nanpasneHus noaroTosku 38.03.01 «3KonoMuKa, HaPaBICHHOCTh
(mpoduis) «ByxzanmepcKuil yuem, GHau3 U ayoumy.

B COOTBeTCTBHHM ¢ [porpaMMoif 3a  JHCOHIUIMHOH  «/JoKymeHmupoeanue
ynpaenenueckoii OdeamenvHocmuy 3aKkperuiena I KomnemeHWusA, KOTOpas pealusyercd B
00OBABICHHBIX TPEOOBAHUAX.

ITpennoxennble B [IporpaMMe WHAMKATOPE! KOMIIETCHIHH B KATETOPUAX 3HATH, YMETE,
BIANETh OTPAXalOT cHeMU(HKy H CONEp)KaHWe MUCLUIIIMHBL, a MPEACTABICHHBIC B OMM
IOKa3aTelld U KPUTEPUM OIICHHBAHUS KOMIIETECHIIMA [0 JUCIUIUIMHE Ha PA3MYHBIX dTarax HX
(opMHEpOBaHHs, & TAKXKE IIKaTbl ONECHWBAHUS IIO3BOIAIOT ONPEJENHTE CTEICHb JOCTHKCHHA
3aSBICHHBIX PE3yIbTAaTOB, T.6. YPOBEHb OCBOGHHA OOYYAOIMUMHCS COOTBETCTBYIOIINX
KOMIIETEHIMH B paMKax JaHHOH JTHCITMILIMHBL

VyebHas mHCIMIUIHHA «JOKyMeHmMUposanue ynpaeneH4ecKou OeamenbHOCHIDy
B3auMocBs3ana ¢ apyrumu mEcrumramy OIIOIT BO mo HampaBleHHIO NOATOTOBKH 38. 03.01
«IKOHOMUKA», HATPABICHHOCTh (NPOQUIL) «ByXeaimepcKuil y4uem, QHANU3 U ayoumy» M
BO3MOKHOCTE JyONTMpOBaHUs B COACP/KAHWH HE BBIABICHA.

[IpencraBnenHas  IIporpaMMa  [peArNoOiaraeT  HCIOIB30BAHHE  COBPEMEHHBIX
06pa30BaTENBLHEIX TEXHONOTHI TIPA PealH3allii PasTHYHbIX BALOB y4eOHOH paboTter. @OPMEI
06pa30BaTeIbHEIX TEXHOIOIHH COOTBETCTBYIOT CHELH(HUKE IUCIUITTHHEL.

Ilpencrasnennsle u omnucaHHsle B IIporpamme QopMbl TEKYMEH OLEHKH 3HaHUMH
COOTBETCTRYIOT CIiENH (UK JUCIIHIIIHHBI ¥ TPEOOBAHUSM K BBITYCKHHKAM.

IIpoMexxyTodHast aTTecTallus S3HaHMH OaKanaspa, TPEIyCMOTPCHHASL [TporpamMmoH,
ocymecTeyseTcst B (popMe Ik3amera. POpMbI OLCHKH 3HAHHH, NPEICTAaBICHHBIC B paboueit
TIPOrpaMMe, COOTBETCTBYIOT CIICIH(HKE JMCIUIIIAHEL H TPEOOBAHUAM K BBIITYCKHIKAM.

VueGHO-METOIMIECKOe  OOECIeueHHe  IUCHMIUIMHBI  IPEJCTABIEHO  OCHOBHOM,
JOTIONHUTENBHOM JIHTepaTypol, VIHTepHET-pecypcaMi B COOTBETCTBYET TPEOOBAHUAM orocC



BO wampasnenus moxrotoBku 38.03.01 «3konomuka», HaAIPaBIEHHOCTs (TIPOGIIH)
«byxzanmepckuil yuem, ananus u ayoumny.

MatepranbHO-TeXHHUECKOe ofecmedeHre cooTBeTcTBYeT TpebosanmsaM PI'OC BO
Hanpasienws moarotoBku  38.03.01  «Dxomomuxa» w  cuemudHKE — IUCITMILIMHEI
«/lokymenmuposanue ynpasieHuecKoil OeamenbHOCMUY» W O00ECIEeUMBAET HCIOIE30BAHHE
COBpPEMEHHBIX 00pa30BaTEIBHBIX, B TOM YHCJIE HHTEPAKTHBHBIX METO/10B 00y4eHHU .

ITpesicTaBineHHBIE HA PELEH3UIO OLIEHOYHEIE U METOIHUECKHE MaTepHalIbl HAIIPABIEHUS

noarotoBku 38.03.01 «3xoHomukay» pa3paboTaHBl B COOTBETCTBHH C HOPMaTHBHBIMH
JOKYMEHTaMH, IpeacTaBileHHBIME B [Iporpamme. OLeHOYHBIE M METOAWYECKHE MaTEPHalIbl 110
TUCHUIUTAHE «/JOKYMEHmuUpoeanue ynpaeneHyeckou OeamensHocmu» IpeAHA3HAYEHBI I
TEKYIIEro KOHTPONS W MPOMEKYTOYHOH aTTecTallu¥ M IIpe/cTaBliieT co0O0H COBOKYITHOCTB
paspaboTaHHEIX Kadeapoi

«IKOHOMUKA CIMPOUMEIbCMEA» MAaTEPHATIOB Ul YCTAaHOBIEHUS YPOBHA M KadyecTBa
JOCTHKEHUS 00yJaloNIMMHUCS PE3YIETaTOB 00yUCHHS.

3amauamMy OICHOYHBIX ¥ METOJUYECKUX MaTepPHAaOB ABISAETCA KOHTPOIb M YIpPaBICHHE
TPOILIECCOM OCBOGHHSA 00y4ArOIMMHUCS KOMIETEHLHWH, 3asBleHHBIX B 00pazoBaTeNbHOH
IporpaMMme 110 JaHHOMY HalpaBlICHHIO IoAroToBkd 38.03.01 «Ikonomuka», HalpaBIeHHOCTD
(npoduns) «Byxzanmepckull yyem, AHATU3 U AYOUN .

OneHOYHBIE W METOAMYCCKHE MAaTepHAIbl 10 JUCHHIUIHHE «/JoKyMeHmuposanue
YRPAsAEeHUeCKOU OeAmelbHOCHIY TIPEICTABIICHBI:

- 3aJaHUSMH JJIs1 TaO0PaTOPHBIX paboT

- 3aJAaHAAMH J1s1 KOHTPOIBHON paboThI

- BOTIPOCAMH K SK3aMEHY

- TECTOBBIMH 3aJaHHAMH

JlanHble MarepHaasl MMO3BOJIIIOT B IIOJHOM Mepe OLEHHTHh Pe3yNbTaThl OOY4EeHHS II0
qucnumrae «/J{okymMenTHpoBaHHe ynpasieH4ueckoil xeateabHocTH» B AIACY, a Takke
OLIEHHUTH CTEIEeHb CHOPMUPOBAHHOCTH KOMIIETCHIIUH,

OBLIUE BBIBO/JbI

Ha ocHOBaHMM NPOBENEHHOM pPELEH3UH MOXKHO CHeNaTh 3aKIIOYEHHE, YTO XapakTep,
CTPYKTypa H copepykanue pabodell ImporpaMMbl, OLEHOYHBIX H METOJHYECKMX MAaTEPHAIIOB
IUCHHIIHEEL  «/JoKkymenmuposanue ynpasenenueckoii odeamenvrnocmuy OIIOII BO mo
HAIpaBIECHAI0 [OArOoTOBKH 38.03.01 «IKoHomuka», 10 TporpaMme Oaxanaspuama,
paspaboTtanHas cm. npenodasamenem Bozomonosoii JI.FO. cootserctByeT Tpebopanusam CI'OC
BO, coBpeMeHHBIM TpeOOBaHHSAM OTPACIH, DPBIHKA TPyAa, NpOodecCHOHANBHBIX CTaHAAPTOB
HaIlpaBICHUS TOATOTOBKH 38.03.01»3KoHoMUK@», HaIpaBJIeHHOCTh (mpodus)
«Byxzanmepckuii puem, QHAIU3 U AyOUn» ¥ MOTYT OBITh PEKOMEH/IOBAHBI K HCIIONB30BAHHIO.

Perenzenr:
['enepanbHblil AUPEKTOD
000 «AMC» C.B. Ky3uernos

H.0.0.




PEIEH3UA
Ha pabouyio MPorpaMmy, OLeHOYHbIe H MeTOJHYECKHEe MATEPHAJIBI 10 THCHHILIHHE
«/lokyMeHmupoeanue YRpaeieHuecKoi 0eamenbHOCHU)

OITIOII BO no Hanpagaenuio moaroToBkH 38.03.01_«Ixonomuxay,

HANpaBJIeHHOCTh (npoduin) «byxzaimepcKuil yuem, AHALU3 U ayOumy

10 nporpaMme baxanaspuama

Hukynunoti Tamapoti Huxonaeenoii (najee 10 TEKCTy pPEIEH3EHT), NPOBEICHA
peleH3us paboded IpOrpaMMBbl, OIEHOYHBIX H METOAMYECKHX MarepuagoB IO AHCIHILIHHE
«lokymenmuposanue ynpasnendeckoii Odeamensrocmuy» OIIOII BO mo HampaBIeHHIO
noaroroeku 38.03.01 «Ikonomukay, 1o TIporpamme Gaxkanagpuama, paspadboransod B 'bOY
AO BO "AcrtpaXaHCKHil rOCYIapCTBEHHBIM apXHTEKTyPHO-CTPOMTEIbHBIH YHHUBEPCHTET", HA
xadenpe «Ikonomuka cmpoumenscmeay (paspaboTuuk — cm. npenodasamens bozomonosa
JL.IO.)

PaccMOTpeB TIPE[CTABICHHBIE HA PEHEH3HMIO MAaTepHaibl, PELIEH3EHT MpHIIeT K

CJIETYFOLIHM BEIBOIAM:
[TpenesnenHas pabodas mnporpamma yueOHOM  muctuiumHbel  «/JoKymeHmuposanue
ynpaenenueckoii deamenvrocmuy (Jajee Mo TeKCTy IIporpaMma) COOTBETCTBYET TpeGOBaHHAM
®Ir'OC BO no mampasnenuto 1oAroToBKU38.03.01 «Ixonomukay, yTBEPKISHHOTO MPHKA30M
MuHHcTepeTBa 06pasoBanus 1 Hayku Poccuiickoit Qenepammuu ot 12 aszycma 20202., Ne 954 1
3aperucTprpoBanHoro 8 Mumtocte Poccuu 25 aszycma 2020, Ne59425.

[Ipenctanennas B I[IporpamMMe aKTyalpHOCTh Y4eOHOH MMCLMIUIMHBI B paMKax
peammsaruu OITOII BO He NOMIEKHT COMHEHMIO — JMCHMIUIMHA OTHOCHTCS K bioxy 1
«THCIMTUTAHET (MOIYIIH)» YacTd GOpMUPYEMOH yIaCcTHHKaMHU 00pa30BaTeIbHbIX OTHOIICHHH.

IIpencrasnenusle B IIporpaMme 1emd y49eOHOM —JHCIMIUIMHBI  COOTBETCTBYHOT
tpeboparmsv ®T'OC BO nanpasnenus noarotosku 38.03.01 «IkonoMuKay, HalpaBIEHHOCTh
(poduis) «byxzanmepckuil yuem, AHanu3 U ayoun.

B coorBercTBHM ¢ Ilporpammod 3a  mucnMIUIHHOH  «/oxymenmuposeanue
VHpaeneH4ecKkol OeaAmenyHOCMUy 3aKpeIyleHa 1 KOMISTEHIMS, KOTOpas peanu3yercs B
OOBABIIEHHBIX TPEOOBAHUAX.

ITpe/yioKeHHbIe B IPOrpaMMe HHAMKATOPBl KOMIIETCHIHH B KaTEropHAX 3HATh, YMETS,
BIAfIETh OTPAKAIOT CHemHMHUKYy H COIEp)KaHWe NHCLUIUIMHEL, a MPEACTABJICHHBIC B OMM
[IOKA3aTeNld H KPUTEPUH OIEHUBAHHS KOMIETEHIIMH 110 JUCIHIUIAHE Ha PasIMYHBIX STalax ux
(hOpMHpOBaHHS, & TAKKe IIKATEl ONEHHBAHWA TO3BOJLIFOT ONPENCTHTH CTENEHb JOCTHIKCHHS
3asBIIEHHBIX PE3yJbTaTOB, T.6. YPOBEHb OCBOEHHS OOY4YalOIIMMCS —COOTBETCTBYIOIIHX
KOMIIETEHITHH B paMKax JaHHOM JUCITHIIIHHBL.

Vyebuas muCIMIUIAHA <« /JOKyMEHMUpOsaHUe YRPAG/IeH4eCKol O0eAmenbHOCHU»
B3amMocBs3ana ¢ apyrumu muctumumaaaMu OITOIT BO 1o HanpaBlieHHIO TIOATOTOBKH 38.03.01
«IKOHOMUK@», HATIPABIECHHOCT: (Ipoduiib) «byxzanmepcKuil yuem, GHALu3 u ayoum» #
BO3MOJKHOCTE JyOTHPOBaHHs B COJCPKAHNH HE BBLABIICHA.

[IpencraBnennas  [IporpaMma — IpEANOJaracT  HCIONB30BAHHME  COBPEMEHHBIX
06pa3oBaTEILHBIX TEXHONOTHH IIPH PEeaH3aIlid Pa3IHYHBIX BHIOB y4eOHOH paboTel. POPMEI
06pa30BaTeBHBIX TEXHOIOTHI COOTBETCTBYIOT CHIELH(pHUKE MICIHILTHHEL

IIpencrapnennble W omucaHHsie B IIporpamme QopMBI TEKyIIeH OUEHKH 3HaHHUH
COOTBETCTRYIOT cHeru(HKe JUCIUIUINHBI M TPEOOBAHMAM K BBITYCKHAKAM.

[TpoMesxyTodHas aTTeCTallMs 3HAHUH Oakanaspa, IPEeTyCMOTPEHHAsT [Iporpammoi,
ocymecTrisieTcss B popme 3k3amera. QOPMBI OLCHKYM 3HAHHH, NPE/CTABICHHDBIC B paboueii
[IPOTPaMME, COOTBETCTBYIOT CIIEII(HKE TUCIHTITHHEL X TPEOOBAHHAM K BBITY CKHUKAM.

VyeBHO-METOMYECKOE  OOeCleueHHe  JIMCUMIUIMHEL  IIPEJCTAaBIEHO  OCHOBHOM,
IOTIONIHUTEIILHON JTUTEPaTypoH, MHTEPHET-pecypcaMi H COOTBETICTBYET tpeboBanmsiM PI'OC



BO wanparnenus mnoarotopku 38.03.01 «3Ixonomuxa», HaNpaBIeHHOCTs (TIpOQHIBL)
«byxzanmepckuil yuem, aHanu3 u ayoumy.

MarepuansHo-TexHIHYeckoe obecredeHue cooTBeTcTByeT TpeboBanusm OI'OC BO
HallpaBICHHUA  NOArOTOBKH  38.03.01  «Ixonomuxa» ©  cuemuduKe  THCHHILIHHBI
«Jokymenmupoganue ynpagieHueckol oOeamenbHocmu» W 00ECTIEUMBAECT HCIOIB30BAHHE
COBpeMEHHEIX 00pa30BaTelbHbIX, B TOM YHCIIE HHTEPAKTUBHEIX METOJIOB 00yYeHH s,

IIpencrapieHHble Ha PELEH3MIO OLEHOYHbIE H METOJUYCCKHAEC MATEPHAIHI HAIPABICHHS
noarotoBku  38.03.01 «3konomuxa» pa3paboTaHEl B COOTBETCTBHH ¢ HOPMAaTHBHBIMH
JNOKyMEHTaMH, Ipe/icTaBieHHbIMH B [IporpamMme. OLeHOUYHBIE U METOJUYECKHE MATEPHAIEI 10
IHCUHUIUTHHE «/JoKyMenmuposanue ynpaeneH4ecKol O0eAmeabHOCMUY TPeIHA3HAYEHBl I
TEKYIIErO KOHTPOJIS M NPOMEXKYTOYHOH aTTeCTallMd M IPEACTaBIAeT COOOH COBOKYIIHOCTh
paspaboTaHubX Kadenpoll «IkonoMuka cmpoumenschmea» MaTEPHAIOB JUIS YCTAHOBIIEHHS
YPOBHS ¥ KayecTBa JOCTHKEHUS 00yJaroImuMucs pe3yIbTaToB 00ydeHH .

3ajlayamMM OIEHOYHBIX H METOJHYECKUX MATEPHANIOB SIBIIETCS KOHTPOIb M YIpPaBICHHE
[IPOLIECCOM  OCBOEHHs OOYyYarOIMMMUCS KOMIICTEHIIMM, 3asBICHHBIX B 00pa30BaTeIbHOM
IIporpamMMme 10 JaHHOMY HalpaBleHHIO 0AroToBkH 38.03.01 «IKxoHomuka», HAPABIEHHOCTD
(mpotune) «byxzanmepckuil yuem, AHAAU3 U ayOUmy.

OneHoyHble M METOAWYECKHE MaTepHaNbl 10 [JHCHHIUTHHE «JoKyMeHmuposanue
Ynpaenen4ecKol 0eamenbHOCmUy TIPEICTABICHEL:

OneHouHsle ¥ METOAMYECKHE MaTepHalbl 10 OUCHUINIHHE «JoKymMenmuposanue
YRpagneH4ecKoll OeamenbHOCHUY TIPSICTABICHE:

- 3aJaHUAMH 71 TabopaTOPHEBIX paboT

- 3aaHUAMH JUISL KOHTPOJILHOH paboTel

- BOIIPOCaMH K DK3aMeHyY

- TECTOBBIMH 3a/IaHHSIMH

JlaHHBIE MaTepHalbl MO3BOJIIIOT B IOJHOW MEpE OILEHHTh PE3yNbTaThl 00Y4YEeHHs IO
oucuuninee «/Jokymenmuposanue ynpaeneHueckou oeamensHocmu» B ATACY, a Takxke
OLIEHUTH CTEICHb CHOPMHUPOBAHHOCTH KOMIIETEHITUH.

OBIIHE BBIBO/IbI

Ha ocHOBaHME IpOBENCHHOM pEICH3MH MOJKHO CHEIaTh 3aKIIOYCHHE, YTO XapakKTep,
CTPYKTypa M coiepikanue pabouelf mporpamMmsl, OIEHOYHBIX M METOIMYECKHX MaTepHaloB
IUCUMIUIAHEL  «/JoKymMenmupoeanue ynpaenenyeckou oeamenvHocmu» OIIOII BO mo
HampaplieHuo  moarotoBku  38.03.01 «3xonomuxa», 10 TporpamMme Haxkanaspuamda,
paspaboTanHass cm. npenodasamenem bozomonoeoui JI.LFO. coOTBETCTBYeT TpeOOBaHUAM
®I'OC BO, coBpemeHHbIM TpeOOBaHMSIM OTpaciH, pBIHKA TpyHa, IpodecCHOHATBHBIX
CTaHIapTOB HampaBleHHsA NoAroTOBKH 38.03.01 «Ixonomuxa», HalpaBIEeHHOCTE (IPOGQMIL)
«byxzanmepckuil yuem, aHanu3 u ayoum» 1 MOryT ObITh PEKOMEH/I0BaHbI K HCIIOIBE30BAHHUIO.

Penensenr:
K.3.H., IOIIEHT g
xadepa «[IpoM3BOICTBEHHEIIH el /_L.H. Huxymza  /
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AHHoTanHa

K pabodeil IporpaMMe IHCIHIITHHEL «/JOKyMeHmuposanue ynpasien4ecKkol 0eameibHOCmu»
1o ganpasieHuo moarotoBky 38.03.01 «Dxonomukay
HanpaslieHHOCTH (Ipobuite) «Byxeanmepckuil yyem, aHanus u ayount

O61mmast TPyI0eMKOCTb JUCIUILIHHE] COCTABIIIET 3 3aUETHBIC €IHHUIIBL.
dopma MpoMeKyTOUHOH aTTecTallui: SK3aMeH.

Iensto yuebHOI IACTIATIIAHEI «/lokymenmuposanue YRPABNEeHYeCKOoll
deamensvHocmuy SBIETCA (HOPMHPOBAHKME KOMIIETCHIMH 00ydarolmuxcd B COOTBETCTBHH C
TpeGopanusMu  DefepallbHOrO TOCYIapCTBEHHOrO 00pa3oBaTEeNbHOTO CTaHIApTa BBICIIErO
obpaszosanus o HanpasieHuto noAroToBkH 38.03.01. «DxoHOMHKAY.

VueOHas IUCLHUILIHHE «JOKYMEHMUPOSAHUE YRPAGIEHHECKOU 0eAMeIbHOCHU) BXOIHT
B Brok 1, gactm, hopMupyemMoil ydacTHHKAaMH 00pa3oBaTelbHBIX OTHOWIEHHMH. JInd ocBoeHHA
MUCHUIUIAHBl HeOOXOMHUMEI 3HAHHS, IMOJNy4eHHBbIE IPH H3YYEHHH CIEAYIOIIEH [AMCIUIITHBL
«KynpTypa pe4u u nenoBoe oOIMeHHE )

Kpatkoe comepxanye QUCIUIIIHHEL

Pasmen 1. JIOKyMEHTHpORaHHE YIIPABIEHYECKOH JesTenbHOCTH B P®. Vemduxarmus u
CTaHapTH3aIUs TOKYMEHTOB,

Paspen 2. CucteMa OpraHH3aIMOHHO-PACIIOPAIUTEIbHON JOKYMEHTAIHH.

Pasnen 3. JIoropopHO-IpaBoBas AOKyMeHTarws. JOKyMEeHTAIHs 10 BHEITHEIKOHOMUYECKOH
IEATeITEHOCTH.

Pazzen 4. JlJokymeHTalMsi IO TPYZOBLIM IIPABOOTHOIICHASIM.

Paznen 5. IpeTeH3M0OHHO-HUCKOBAs JOKYMEHTAIHS.

Paszen 6. Opragmsanys padoThI ¢ JIOKYMEHTAMH.

‘-/A
3aB. xadeapoit IC . //( /U.A. MuTuenko/
(mojffuce) (11.0.0)




MuHHCTepCcTBO 00pa30BaHUN H HAYKH ACTpaxaHCKO#N ofaacTu
Il'ocynapcreennoe 6roakeTHOe 06pa30BaATebHOE YUPEK/ICHHE
AcTrpaxanckol o6macTu Boicmero o6pazoBanus
«ACTPaxXaHCKHH rocyIapcTBeHHBIH apXHTEKTYPHO-CTPOHTEJbHBIH
YHHBEPCHTET»

(TBOY AO BO «ATACY»)

YTBEPX/IAIO

0. PEKmMopa
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OIEHOYHBIE U METOAUYECKHE MATEPHAJIBI

HaumenoBanue JHCIHIIIHHBI

JOKYMEHTHPOBAHHE YOpaBJIeHYECKOH ASATEILHOCTH

(yxaseigaemes HQUMEHOBAHUE 8 COOMEENCMBUY C YHeBHBIM NAGHOM)
ITo HanmpaBJEeHHK NOATOTOBKH

38.03.01 «DxoHOMHKAY

(Ykazeleaemcs HauMeroBaHUe HANpaanesus nod2omosxu é coomeememauu ¢ ®IOC BO)
Hanpanensocts (mpoduin)

«byXrantepckui yueT, aHaJIM3 U ayIuT»

(Yrasvleaemcs HaumMenoéanue HanpasnenHocmu (npoghuns) ¢ coomsemcmeuu ¢ QITOI)

Kadenpa

«IKOHOMHUKA CTPOMTCILCTBAY

Kpamuduxarys BelITycKHIKa OaKaaaBp

Actpaxans — 2025



Pazpaborunk: //7”

CT. IPEIOABATEND —_9 é’f@/ / JLYO.boromomoga /
(Ganumaeman donwcHocmn, (nadnucs) / H O @

VUEHAA CMENEHb U YUEHOE 38aHUE)

OleHOYHBIE M METOIUUYECKHE MaTepHalIbl PACCMOTPEHB! M YTBEPIKIEHB] HA 3aCEHaHNH Kadepsr
«DKOHOMUKA CIMPOUMENBCTNEAY

ITpotokon Ne 9 ot « 15 » ampens 2025¢.

3aBeayromuii xadenpoi % / 1.A. Mutyenko /

'(yﬁm{cs) H. 0. D,

CoriacoBaHo:

IMpencenarens MKH «Oxonomuxa»
HAIIPaBIEHHOCTE (Ipodrb) « Byxeanmepckui yuem, ananus u ayoum

7/ / .A. Mutgenko/
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Las

1.2

1.2.1.
1.2.2,

1:2.3.

COJIEP)KAHHE:

OlLieHOYHBIE © METOAHYECKHE MaTEpHaIbl JJI1 IPOBEACHHUA TEKYIIET0 KOHTPOIIA
YCIIEBAEMOCTH [IPOMEIKY TOUHOH aTTeCTalll 00yHAIOMMXCS 10 CIMIIIHHE

TlepedyeHs KOMIETEHIMH ¢ yKa3aHHeM 3TaroB HX GOPMHPOBAHHA B IPOLECCe
ocBoeHHs 00pa3oBaTeILHOA IPOrpaMM

Onucanure MoKazaTeneii i KpUTEPHEB OLCHUBAHKS KOMIIETSHITUH HA Pa3IIAIHEIX
sTanax uxX GopMHUPOBAHNSA, ONUCAHHIE IKAJ OLCHUBAHMA

Hepeqeﬂb OIEHOYHBIX CPEACTB TEKYIIEro KOHTPOJIA YCIIEBAaEMOCTH

Onucanue rokaaTteie u KpUTEPHUEE OLICHUBAHUA KOMIIETEHITUH 110 JUCIIH-
IJIWHE Ha Pa3jIM9HBIX 3Tanax uxX (bOpMHpOBaHI/ISI, OIIHACaHMNe MIKaJI ONCHHUBaHHA

I11kana oneHUBaHUA

THIIOBEE KOHTPOJIbHBIE 3a/aHMS WIM HHBIC MATEPUAILl, HCOOXOXMMEIE UL
OTeHKM 3HAHWI, YMEHHil, HABBIKOB, XapaKTePH3YIOMHUX STallbl (OPMUPOBAHHS
KOMIIETEHIHIT B TIpoIlecce OCBOEHUS 00pa30BaTeIbHOM IPOrpaMMEI

TlepeueHb ¥ XapakTEPACTHKH IPONEIyPbl OLCHUBAHMS 3HAHNUH, yMeHul, HaBbI-
KOB, XapaKTEpH3yIOMIKX JTanbl POPMHPOBAHISL KOMIETEHIIHH

[Mpunosxenne 1
[punoxenue 2
[Ipunoxenue 3

Crp.

13

14
16
17
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2. THNOBBIE KOHTPOJbHBbIC 32JaHHA HJIH HHbIE MaTepPHAJbI, HeoOXoOUMBIE JJIf OUEHKH
3HAHMH, yMeHHIi, HABBIKOB, XaPaKTEePU3YOIHX 3TalbI dopMHpOBaHHS KOMIIETEHIIHIH B MpoLec-
ce ocBOeHHs 00pa30BaTeILHOH MPOrpaMmMbl

THIIOBBIE 3ATAHUSA JUUI ITPOBEJEHMS IPOMEKY TOYHOMH ATTECTAIIUU:

2.1. Dx3amMeH

4) THIIOBBIE BOIIPOCHI (3a/laHHs)

32 YK-4.1. (3namp)

N s L B

(YCOP).
6.

CocTas HOpMaTHBHO-MeToAHIecKo# Gaszer IOY.

Cranpaprusands 1 yHudukamms cuctemst JJOY.

O61mmepoccriickue K1accuGUKaTophl JOKyMEHTAIHH.

[ocyIapcTBeHHas CUCTeMa JOKYMEHTAIIHOHHOTO 00ECIICUeH S YIIPABICHHS.
YHHHIMPOBAHHAS CHCTEMa OPraHM3alliOHHO-PACIOPSIHTEIBHOM TOKyMEHTALUHA

dopmyisip-o6pasel] OpraHu3alHOHHO-PaCIOPSIHTEIIBHON TOKYMEHTALUH (OPL).

PekBu3UTEI M OMAHKH.

7
8.
6.30-2003.
2
KYMEHTOB
10.
11.
TZ.
13.
14.
15
16.
I7.
18.
19.
20.

bBranku I0OKYMEHTOB H TPeOOBAHMS K HHM.
CrpykTypa joKyMeHTa. TpebGoBanns K 0)OpMIIEHHIO IOKYMEHTOB 110 I'oCT P

HpaBHna 0(1)0pMJIeHH5I OCHOBHBIX BH/IOB OpI'aHH?»aI.IHOHHO-paCH()pﬂlIHTeJIBHBIX Jo-

CucTeMa OpraHM3aiioOHHOM JIOKYMCHTAIHH.

CHcreMa pacnopsiITEIbHOR JOKYMCHTAIIHH.

CucreMa HHOPMAIIHOHHO-CIIPABOYHOM TOKYMEHTAIHA.

Cry»xeOHas mepenucka Ha IPeanpUsTHH.

IIpaBuna oOpMITCHHS ¥ BEIIAYH KOTIHi TIOKYMEHTOB

JlenoBas peyb | €€ TPaMMAaTHIECKHE OCOOEHHOCTH.

Jloruueckoe MOCTPOEHHE TOKYMEHTOB,

OpraHu3anys IprHeMa, PACCMOTPEHHUS, PETHCTPALIHH B HCTIONHEHHS JIOKYMEHTOB
[TpoX0KIEHHE ¥ TIOPAIOK HCHONHEHHUS BXOAIIMX JOKYMEHTOB.

I[Tpoxosk/IeHHe HCXOAIIMX H BHyTPEHHUX JTOKYMEHTOB.

OcoB6eHHOCTH OpPraHM3alyy pPaboThl HOHKHOCTHBIX JIML ¢ KOHQHICHIMATBHBIMH

JTOKyMEHTaMH U OMaHKaM#i CTPOTOH OTICTHOCTH.

21,
22.
23.
24.
25.
e IIPUSITHS

PaboTta ¢ muckMaMi ¥ 00OpaleHHIMHE I'pakIaH.

OpraHy3amys oNepaTHBHOrO XPaHEHHA JOKYMEHTOB. HoMeHKIaTypa el
DKclepTH3a IEHHOCTH JOKYMEHTOB.

[ToxroToBKa H Iepejiada JOKYMEHTOB Ha apXHBHOE XPAaHEHHE.

Oco6eHHOCTH JTOKYMEHTAIMOHHOTO ObecIeueHus OyXranTepekol AeATebHOCTH

26.COBpeMEHHBIE 3JIEKTPOHHBIE CHCTEMEI YIIPAB/IEH s i paboThI C IOKyMEHTaMH

27. CoBpeMeHHEIE YHHBEPCATbHBIE HH(POPMAIMOHHBIC TCXHONIOTHH UL COBEPIICHCTBOBA-
HHS JOKYMEHTHPOBAHHS yIPABJIEHYECKON JEATEIBHOCTA

28. XapakTepHCTHKA CHCTEM JIEKTPOHHOI'O YIIPABIEHHA TOKYMEHTaMHU (YD)

29. Bri6op shdextusaoi COV]I (knaccudukanis CHCTEM SNEKTPOHHOIO YIPaBICHHA 10-

KyMEHTaMH)

30. CrcTeMbl aBTOMATH3ALMHA JENOIPOH3BOICTEA | oKyMerToo60poTa (CAZL)
31.Ilocnemrme pa3paboTKy Ha POCCHHCKOM PBIHKE CHCTEM aBTOMAaTH3aIiH noKyMeHToo00poTa
32. 3aIUIIEHHOCT 3IEKTPOHHOT0 JOKyMEHTo000pOTa
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6)  Kpumepuu oyeHusaHus

[Ipu oneHKe 3HAHWH Ha SK3aMEHE YYHUTHIBACTCA:
1. VYposens chopMHpOBAHHOCTH KOMIIETEHIIHH.
2. VYpoBeHb YCBOEHHS TEOPETHYECKHX ITONOKEHHH JTHCIHUIIIMHEI, IPaBHIBHOCTE QOpPMYIIH-
POBKH OCHOBHBIX ITOHATHH M 3aKOHOMEPHOCTEH.

Sy b B W

VpoBeHb 3HaHUS QAKTHIECKOTO MaTeprana B 00beMe IIpOrpaMMBL.
JlorHka, CTPYKTYpa B IPaMOTHOCTD H3JIOKEHHUS BOIIPOCA.

VYMeHHe CBA3aTh TEOPHUIO C IPAKTUKOH.

VYmenne nenats 00001IeHHs, BEIBOILL

Ne n/u

Onenka

Kputepun onenkn

OTIHYHO

OTBeTHI Ha MOCTABJIEHHBIE BOIPOCH! M3IaraloTes JJOrMYHO, I1oce-
JIOBATENILHO U He TPeOyIOT HONOMHUTENbHBIX osicHeHHH, [TonHo pac-
KpPBIBAIOTCS MPHUYHHHO-CIICICTBEHHEBIE CBA3H MEXK/TY ABJICHHAMH M COObI-
THaMH. JlenaroTes 060CHOBaHHbIE BRIBOJEL J[eMOHCTpUPYIOTCS TITyOoKHe
3HaHMs 6A30BEIX HOPMATHBHO-IPAaBOBLIX akTOB. COOMI0AAI0TCS HOPMBI
JIUTEpaTypHOH pedH.

X opomio

OTBeTEl HAa NOCTABIICHHBIE BOIIPOCEI H3J1araroTcsa CHCTEMAaTH3H~-
POBEHO H ITOCIENOBATE/IBHO. BazoBrie HOPMAaTHBHO-TIPABOBBIC aKThI HC-
HOIB3YIOTCA, HO B HEOCTaTOYHOM oObeMe. MaTepHan H3jlaraeTcs yBse-
peHHO. PacKpBITHI IPHYHHHO-CIIEICTBEHHBIE CBA3H MEXKIY SBICHHAMH H
cobbITUAMH. J[eMOHCTPUPYETCS YMEHHE aHAITM3HPOBATh MaTepHal, oJi-
HaKO HE BCC BBIBOJEI HOCAT &pI‘YMeHTHPOBaHHBIﬁ H J:[OKaBaTeJILHBHL;I Xa-
paktep. CobmogatoTcs HOPMBI JIMTEPATYPHOH PEUH.

'Y 1OBIETBOPHTEILHO

JlomycKaroTCs HAPYIIEHHS B II0CIEA0BATEIEHOCTH H3JIOKESHHUS,
Nmerotcs ynmoMuHaHUsS 00 OTIe/IbHEIX 0a30BEIX HOPMATHBHO-TIPABOBEIX
axTax. HermojgHo pacKpeIBAIOTCS MPHYHMHHO-CIEICTBEHHBIE CBA3H MEKIY
ABJIEHHSAMH U COOBITUAMHM. [IeMOHCTPUPYIOTCS TTOBEPXHOCTHEIE 3HAHHSA
BOIPOCa, ¢ TPYAOM peIIaloTcs KOHKPETHBIE 3afauu. Mmerotes 3aTpy-
HEeHHd ¢ BEIBOAaMH. JlomycKaloTes HapyLUeHHs HOPM JIUTEpaTypHOH pe-
H.

Heynomersopmen BHO

Marepuai U3JIaraeTcs Heroce[0BaTeNIbHO, COUBYMBO, HE Tpe/l-
CTaBIIIET OMpPENeIeHHON CHCTeMB 3HaHUH 110 nucumrvHe. He packpsi-
BAIOTCA IPHYMHHO-CIICICTBEHHBIE CBA3H MEXTY ABJIEHUAMH H COOBITHA-
mu. He nposoautes anamus. Beieoas! otcyTeTBYyIoT. OTBETHI Ha JOMON-
HHUTETBHBIE BOMPOCH! OTCYTCTBYIOT. MMEIOTCs 3aMeTHBIE HapyLIeH s
HOPM JIUTEPaTyPHOH pPeYH.

3auTteHo

BeIcTaBnseTCs NPy COOTBETCTBHU NIapaMeTpaM 3K3aMEeHal[HOH-
HOM IIKAalbl HA YPOBHAX «OTIHYHOY, «XOPOLIOY, «YIOBJIETBOPH-
TEJILHOY,

IHe 3auteHO

BricTapnsgercs TIpH COOTBETCTBHH IlapaMeTpaM SK3aMEHaIlMOH-
HOM IIKabel Ha YPOBHE «HEYLOBJICTBOPHTEIIEHON.




THUIIOBBIE 3AJAHHWSA I1JI MPOBEAEHUS TEKYIIEI'O KOHTPOJIA:
2.2. Tecr

a) Tunoeoil Komnnexm 3a0anuil O 6X00H020 MeCMUPOBaHU.

1.Kaxux dropmaToB Gymara mpHMeHSIETCS ISl H3TOTOBJIEHHS 6JAHKOB JOKYMEHTOB:

a) Ad, AS;

0) Al, A6;

B) A3, AT7.

2. Kakue pasmMepsl 10JIeii J0KHBI HMeTh GJIAHKH JOKYMEHTOB:

a) 1m.10mMm, 1.20MM,B.-20MM, H-20MM;

6) m.10mM, 1.15MM,B.-20MM, H-20MM;

B) 11.10mM, 11.10MMm,B.-20MM, H-20MM.

3. I'ne 1 IpH KAKUX YCJOBHAX NpuMeHsieTcs pekBH3HT «[ocynapersennbiii rep6d Poccuiickoii
Degepannm»:

a) Ha 6IaHKaX LCHTPATBHBIX OPraHoB (enepaabHON HCIIOIHUTEIBHON BIACTH;

0) Ha DIIaHKax pacHIoOpSIIUTENFHBIX JOKYMEHTOB;

B) Ha CIPABOYHOHN JOKYMEHTAI[HH.

4. Ha xakuXx 10KyMeHTaX He IpocTaBiseTcs peKBI3HT «HanMeHoOBaHHe BHIA JOKYMEHTA»:
a) B OJTaHKe TTHCEMa;

0) B Onanke mnpukas;

B) B OMaHKe MpPOTOKOIIA.

S. lluprHa nmoJist cjieBa HA CIYyKeOHOM MHChME J0JI3KHA OLITh He MEHee:

a) 2 cM;

0) 2,5 cm;

B) 3 cMm.

6. Pe3oronusi pyKOBOIUTE/IS HA IOKYMEHTE Paciojiaraercs:

a) B JIEBOH HMKHEH HacTH IO JOKYMEHTa;

©) B IpaBO# BepXHEH JaCTH TIOJIS JOKYMEHTa;

B) B IPaBOH HIDKHEH YacTH OIS JJOKYMEHTA.

7. B kakom ciy4dae npaBHiIbHO oopmiaen pexBusut «Iloamuce» Ha GiiaHke JOKyMeHTa:
a) Jupexrop mxoner Ne 25 B.A. Tletpoga;

6) JupexTop mKOIb! ITerposa B.A.;

B) lupexTtop B.A.Ilerposa.

8. Kaxue 3 C3/I(Ad-hoc, ACKH, Groupware, Docflow, Workflow) Bx/rouaior B cebs
3JIEKTPOHHYIO0 MOUTY WK padoTy ¢ Heit?

1) Bce BBIIENIEPEUHCIICHHBIC;

2) Groupware u Docflow;

3) Workflow;

4) Ad-hoc u ACKU]I.

9. Kaxasa C3 /I npeacrasisieT co60if H0TOK padoT HJIH AeJIOBBLIX IIpoLeccoB?

1) Workflow;

2) Docflow;

3) Groupware;

4) Bce BbIIICNIEPSHHCTICHHBIE CHCTEMEL

10. I'ne npumensiroTest cucrembl Kiaacca Workflow ?

1) GaHku, cTPaxoBbIe KOMITAHHH;

2) Oyxrantepus, ayIHTOPCKHE QUPMET;

3) HaJIOTOBEIE OpraHbl;

4) Bo Bcex chepax.

11.B kakoii cucreme CY]] ecTh cTporuii perjjaMeHT npoueayp o6pa6oTkHu 10KyMeHTOB?
1) Docflow;

2) Workflow;

10



3) Groupware,

4) ACKU/IL.

12. Kakue no/ib30BaTe/H YOPaBIsSIoT pa3paboTkoii cnenudukanyu cys0a?

1) aIMUHUCTPATOPBI;

2) yIpaBIIOLIHE JeTaMu;

3) apXHUBHCTEI;

4) coTpynHUKH 00IIeaIMHHUCTPATHBHBIX 1 DYHKIIMOHATBHEIX CTPYKTYPHEIX TOIPa3ICICHAH.

6) Tunogotl komniekm 3a0anUl Olsl UIMO206020 MECTNUPOBANUA (ITpunosicerue 1)

8)  Kpumepuu OYeHUGaHUs

HpPI OLICHKE 3HAHWHI OIIEHUBAHHUA TECTOB YIHUTBIBACTCA.

1,
2

VpoBeHs chopMHPOBAHHOCTH KOMIIETCHITHH.
YpOBEHb YCBOGHHS TEOPETHYECKMX MONONKCHMA NUCLMILIMHEL, TPAaBUIBHOCTE

(OpPMyYTMPOBKH OCHOBHEIX IIOHSTHH M 3aKOHOMEPHOCTEH.

o bW

VpoBeHBb 3HaHUs (PaKTHIECKOTO MaTepHana B oOseMe IPOrpaMMBEL.
Jloryka, CTPYKTypa B TPAMOTHOCTE H3/I0/KEHHS BOIIPOCA.

VMeHHE CBA3aTh TEOPHUIO C IIPAKTHKOM.

VMenue nenath 00001me s, BEIBOBI.

Ne ni/m

Ouenka Kputepun oneHKH

OT1nH4HO OTBeThbl Ha IIOCTABJIEHHEIE BOMPOCH! M3/1araroTCs JTOTHIHO, 110~
CTeOBaTE/BHO 1 He TPeOYIOT JOTIOIHATENBHEIX MosicHeHui. [TomHo
PACKPHIBAIOTCS IIPUUMHHO-CIIEJICTBCHHBIE CBA3H MEXKILY ABICHHAMH 1
cobprrusamu. JlearoTcs 060CHOBAHHBIE BBIBOMBL. [IeMOHCTPUPYIOTCA
riry6okue 3HaHUs Ga30BBIX HOPMATHBHO-IIPABOBBIX aKTOB. Cobnrona-
I0TCsl HOPMBI JINTEPATyPHON PEvH.

Xopomo OTBeTHI Ha MOCTABJIEHHBIE BOIIPOCH! H3JIAratoTcs CHCTEMATH3H-
POBAHO H MOC/IEI0BATeNbHO. ba3oBble HOPMATHBHO-TIPABOBLIC AKThI
HCTIONB3YIOTCA, HO B HEIOCTATOUHOM 00beMe. MaTepuarn u3naraetcs
yBepeHHO. PacKpBITHI NPHUMHHO-CIIEICTBEHHBIE CBA3H MEXKIY ABJIE-
HUSMH M cOOBITHAMH. J[eMOHCTpHpYeTCs yMEHHUE aHAIM3HPOBATh Ma-
Tepua, OXHAKO He BCE BEIBOJBI HOCAT apryMEHTHPOBAHHBIH H 10Ka3a-
TesbHBI XapakTep. CoB/IFOIAI0TCA HOPMBI JIMTEPATyPHOH PEUm.

V 10BJIETBOPHUTENBHO JIOTTyCKAOTCA HAPYLISHHS B TIOCSA0BATEIEHOCTA H3/I0MKEHHA.
WMeroTcs yrnoMuHaHuS 00 OTeNbHBIX 0a30BBIX HOPMATHBHO-
TPaBOBBIX akTax. HEMomHo packpeIBatoTCs NPHYUHHO-CIICICTBEHHDIE
CBS3M MEK/TY ABNEHHAMU H COOBITHAMHE. JleMOHCTPHPYIOTCA MOBEPX-
HOCTHBIE 3HAHHA BOMpPOCA, C TPYJAOM PEIIaroTess KOHKPETHBIC 3a/1atH.
WMeroTes 3aTpyaHeHUs ¢ BhIBOAaMH. JlOmyCKaroTes HapyeHHs HOpM
JIATEPaTyPHOH peyH.

HeynoBIeTBOPUTEIBHO MaTepHan u3naraeTcs Hermoc/eIoBaTe/bHO, COMBYHMBO, He Mpe/-
CTABIISET ONpeAe/IeHHON CHCTEMBI 3HAHHI 110 IUCLHUILIHHE. He pac-
KPHIBAIOTCS [IPHUMHHO-C/IE/ICTBEHHBIC CBA3N MEHLY SBICHHAMH H CO-
6orrisaMu. He npoBoauTes aHanu3. BbIBO/BI OTCYTCTBYIOT. OTBeTH Ha
JIOTIONHHUTENBHEIE BOIPOCH! OTCYTCTBYIOT. IMEIOTCA 3aMETHEIE Hapy-
LIeHHUs HOPM JINTEPATYPHOH peyH.

3aureHo BricTaBiseTcs PH COOTBETCTBUH NapaMeTpaM 3K3aMeHaIHOoH-
HOM I[UKATTBI HA YPOBHSIX «OTIAHYHO», «XOPOIIO», «YAOBIETBOPH-
TEJIBHON.

He 3a4TeH0 BrIcTaBIsETCA TIPH COOTBETCTBHH NapaMeTpaM IK3aMeHalHOH-
HOM IIKAJTEI HA YPOBHE KHEY/IOBIETBOPHTEILHOY.
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2.3. KonTpoabHas pabora.
a) 3adanus Ons konmponvioi pabomut (IIpunosicenue 2)

6) Kpumepuu 0YEeHUBAHUS

BrinosEseTcs B nuckMeHHON (opme. [1pu onenke paboTEl CTY/IeHTa YIUTHIBACTCA:

1. TIpaBHIBHOE PACKPHITHE COIEPKAHMS OCHOBHBIX BOIIPOCOB TEMBI, IPABATIBHOE PEIICHHE 3a/1at.
2. CaMOCTOSTEIBHOCTh CYXJICHHH, TBOPYECKHH MOIXOJ, HayuHOE 00OCHOBAHHE pacKphIBaeMOH
npoOeMBL.
3. IIpaBUIIBHOCTS MCIOJE30BAHMSA IIATAT (ECIM UTATa IPUBOJUTCA NOCJIOBHO, TO HalO B3ATh €€ B
KABBIUKM M YKa3aTh MCTOYHHK C yKasaHHeM (aMHJIMM aBTOpa, Ha3sBaHH:A IIPOM3BEICHHA, MECTa H
ropoja U3/aHus, TOMa, JaCTH, naparpada, CTpaHHIIbI).

4. Hanuure B KOHIE pabOoTHI IOJHOTO CIIHCKA TUTEPaTypPhL.

Ne m/m

Onenka

KpuTepuH oneHKH

OTnugHO

Crynent BenonHWI paboTy 6e3 omuboK U HeJOYETOB, IOMYCTHII He
foree 0QHOTO HELOYETa

Xopomo

CTy/eHT BBIMONHMII PaboTy MOJHOCTEIO, HO IOIyCTHI B Heil He
Gonee onHOit Herpy6oit OIMOKK 1 OHOTO HeloYeTa, WK He Gonee ABYX
HEJI0YETOB

VI0BIETBOPHTEILHO

CTy/IeHT TIPaBUIBLHO BHIIOIHIIT HE MEHee MOJIOBHHEI PabOoTEI HIIH
nonycTHA He Gonee ABYX rpy0ObIx omHGOK, WM He Gonee ONHOH rpy6oii u
OJTHO}M Herpy6oil OImMOKH 1 OIHOTO HeJoUeTa, ik He bonee AByX-Tpex
Herpy6BIX OIIMGOK, MK OJHON HerpyOoi OMKOKH H TPEX HeOIETOB, HIlH
TIpM OTCYTCTBHM OLIMGOK, HO NP HAJIMYAH YETHIPEX-IIATH HEJJ04ETOB,
TJIOXO 3HAET MaTepuaJl, JOMyCKAeT HCKakeHHe QaKToB

Hey 1oBIETBOPUTEIILHO

CTyIeHT QOIMYCTHI YHCII0 OIMMO0K M HEAOYSTOB MPEBOCXOALIESE
HOpMY, IIPH KOTOpOf‘I MOJKET ObITh BBICTABIICHA OLICHKAa «3 », HJIIH €CJIH IIpa-
BJILHO BBITIOJTHHJI MEHEe IOJIOBHHEI paboThl

3auTeHo

BEINOIHEHO MpaBHIbHO He MeHee 50% 3a1anmi, paGoTa BEINIOHEHA
T10 CTAHIAPTHOM WK CAMOCTOSTENBHO Pa3paboTaHHOH METO/IHKE, B OCBE-
IIEHHH BOIPOCOB HE COMEPIKUTCS rPyOBIX OmHOOK, 110 XOTy PeIleH A Clie-
JIaHBI ApryMEHTHPOBAHHBIE BHIBOJBL, CAMOCTOSTETBHO BBIMOIHEHA Tpadu-
yeckas 4acTh paboTel

He 3auteno

CTyzeHT He CIIPaBHIICA C 3a/laHHEM (BBIMIOTIHEHO NMPABHIIPHO MEHEE
50% 3amaHus BaApUAHTa), HE PACKPBITO OCHOBHOE COJEprkaHHe BOIPOCOB,
uMetoTes rpyOble OITHOKH B OCBELIEHHH BOIPOCA, B PEIICHUH 337134, B
BBITIONTHEHHH rpaduueckol 4acTH 3aJlaHks ¥ T.[., @ TAK/KS BBITIONTHEHA HE
CaMOCTOSTENBHO.

2.4. 3amura naGopaTopHoi padoThl

munogeie memul 1abopamopreix pabom (IIpunosicenue 3)
6) Kpumepuu OYeHUBaHUs
1. Yposens chOpMHPOBAHHOCTH KOMIIETEHI[HH.

2. VpoBeHb YCBOCHHS TEOPETHIECKHX MOJIOKCHUN TUCIMILIMHEL, TPABAIIEHOCTE (hOpPMYITHPOBKH
OCHOBHBIX ITOHATHH H 3aKOHOMEPHOCTEH.

3. Yposenb 3HaHuA (aKTHIECKOTO MaTEPHANa B 00beMe IIPOTPaMMBL.

4. Jloruka, CTPyKTypa H I'PaMOTHOCTE M3JI0XKEHHS BOIIPOCa.

5. VMeHHE CBA3aTh TCOPHIO C MPAKTHKOH.

6. VMmenwne nenarsk 0000IMEHHs, BBIBOIBL

a)
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3. IlepeveHs M XapaKTEPHCTHKHU NPONEXYPHI OLCHUBAHUSA 3HAHMII, yMeHHIi, HABbI-
KOB, XapaKTepH3YIOIHX 3Tanbl GopMHPOBAHNA KOMIIeTeHIHH

Hpoue,uypa TIpOBEOCHHS TCKYIICTO0 KOHTPOJA YCIEBACMOCTH H HpOMe}KYTO‘H{Oﬁ arTeCTaluu
O6Y‘-IBI-OIIIHXCFI 110 JUCHHMIITTHHE PErTaMCHTHPYCTCH JIOKAIILHBIM HOPMAaTHBHBIM aKTOM.

Ilepedyenp u XapaKTepHCTHKA MPONEAYPHI TEKYIIEro KOHTPOJISI H NPOMEKYTOYHOH aTTecTalul
110 JHCHHILTHHE

IlepuHoaHYHOCTL H
Ne Haunmenosanune pioA Buabl
cnoco0 mpoBegeHNs
n/m OIeHOYHOr0 . ——— BbICTABJIIEMBIX ®opma yuyera
cpencTea P YP OLIEHOK
OLEeHHBAHHS
Pa3 B cemecTp, mo Ilo narubanneHoi
BenoMocts, 3aueTHad
Dk3aMeH OKOHYaHWM H3yUeHUs IIKae
L. KHIDKKA, TOPTQOTHO
JMCLIUIUIHHEI
" Kypnan ygeta
3amura Jrabopa- CucremaTu4ecku [To naTubanmsHOM YPHAL Y3
2 . YCIIEBAEMOCTH IIpenoaa-
TOPHOH paboTh! HAa 3aHITHIX LIKaJie
BaTeNs!
Perucrpanuonnas
TeTpaab OIS 3a04HOH
Pa3 B cemecTp, o P
= tdhopMBl 00yUeHHS U
KonTponbHas OKOHYaHHH IIEPBOH
3auTeHo/He 3aYTEHO | KypHAaJI ydeTa ycIeBae-
3. | pabora TIOJIOBHHBI TUCIUILIH-
Bl MOCTH TIPEN01aBaTENIs
11 04HOM (hopMBI 00y-
YEHUS
Bxonnoe tectupo-
BaHWE B Hagalle u3y- Kypnan yuera
YeHUS JUCIATIIIHNHBL . | yclieBaeMOCTH
FAREIL TTo mATHGALTEHOM | >
Tect Wrorosoe Tectupo- [IPENOAaBaTElIs
4. IKajie
BaHHE pa3 B CEMECTD,
110 OKOHYAHWUH H3y4e-
HUs JUCUUTIIAHEL

13



Hpunoxcenue 1
Tunosoii KOMILIEKT 3aJaHUH /151 HTOTOBOI'0 TECTHPOBAHHU A

Vi VK-4.2 (ymems)

1.Madopmanus onpegenseTca B 3aK0OHe KaK:

a) CBEJIEHUS, IEpEIaHHbIE OT OJJHOTO FOPUANIECKOTO JIUIA IPYTOMY;

b) cOOBITHS, 3aHKCUPOBAHHEIE B TOKYMEHTE;

c) CBEIEHH O JHUIax, IpeaMerax, Gakrax, COOBITHSIX, SARTICHUAX U IIpolieccax, He3aBu-
CHMO OT (POPMBI UX MIPE/ICTABICHHUS;

d) IIpOBEPEHHBIE (DAKThI, HCIIOTH30BAHHBIC TIPH MIPHHATHH PEIICHHS.

2. Onpenenenne NOHATHSA «HH(pOPMALHT» NAHO:

a) B I'OCT P 6.30-2003 TpeGopanus k 0hOpMIIEHHIO TOKYMEHTOB;

b) B @enepanbHoM 3akoHe «O0 HHOOpMaNUH, HHGOPMATH3AIHMH U 3aluTe HHPOpMa-
I[HH;

c) B @enepanpHoM 3akoHE «OO0 2rIeKTpoHHOM UG POBOH NOAIHCHY ;

d) B TunoBoit HHCTPYKIIMH 110 JENONPON3BOACTBY B DefepalbHbIX OpraHax HCIOIHH!-

TEIbHOH BIACTH.

3. Oﬂpe,IIEJIBHHe INOHATHHA «TOKYMEHT» JaHO:

a) B @enepanmpsrom 3akoHe «O s3p1Kax HapoaoB Poccuiickoit @enepannmny ;

b) B ['OCT P 6.30-2003 Tpebopanus k 0hopMICHHIO TOKYMEHTOB;

c) B I'OCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE A€70. TepMHUHEI H OIpeIeIeHHS

d) B ®enepanpHoM 3akoHe «O0 2IeKTPOHHOM UG POBOH IOAIUCHY ;

e) B OenepansuoM 3akone «O0 uudopmanun, HHGOpPMaTH3AIUH | 3aIIATe HHOOPMAITHH.

4./I0KyMeHT onpeaessieTcsl Kak:

a) uHpOpMaLUs, TTOTyYSHHAS 1T IPUHATHS PEIICHHUS,

b) mobas 3amucanHas HHGOPMAITHs;

c) 3adUKCHpOBaHHAS Ha MATEPHATLHOM HOCHTeNe HHPOpMAaNus ¢ peKBU3UTaMH, I103B0-
JSIFOIMUMU €€ HIEHTH(HIMPOBATD;

d) cBe/IeHHS, 3a()HKCHPOBAHHEIE M HAKOTIJICHHEIE C LIEIBI0 UX JAIBHEHIIEr0 HCII0Ib30-
BaHUs.

S5.I'pudg yTBEepKIACHUA COJEPIHKHT:

a) ciioBo YTBEPXJIAR), ykasanue JOKHOCTH, IIOANUCE, pacITH(GPOBKY IIOATIACH
(N.0.0.), narty;

b) cioso YTBEPXKJIEH (M1.0.®.), Ha3paHUe BH/Ia YTBEP:KIAIOIIEro JOKYMEHTA B TBOPH-
TEIHHOM TaJIe)Ke, €ro AaTa U HOMED;

c) coso Y TBEPXKJIAYO, moamuck pyKOBOIUTENA, pacili(poBKa IIOAITHCH U JaTa;

d) cioo YTBEPXKJIEH (M.0.®), Ha3paHHe BHJA YTBEPKIAIONIEr0 JOKYMEHTA B HMEHH-

TEIIBHOM Maneixe, €ro 1aTa ¥ HOMED.

6.Pa3zHoOBHUIHOCTH IHCEM onpeaeJIAiTCH UX HasHAYCHHEM:

a) COIIPOBOIHTEIBHEIE — IIPH COMPOBOKIECHUH JIPYTOro JOKYMEHTA ¢ IOSACHCHIAMH,

b) MHCBMO-TIPUTIIANIEHHE — IPUTJIALIAIOT IPHHATH Y4acTHE;

c) MMHCEMO-HATOMHHAHHE — COOOIIAIOT O MPUOIHKEHUH CPOKa;

d) pEKITaMHOE THCHMO — PEKJIaMHPYIOT TOBAPhI H YCIIYTH;

e) rapaHTHHHOE TUCBMO (rapaHTUPYIOT BEIIOHEHHE 005~
3aTEIBCTBRA).

7.BeiGepuTe, 4TO OTHOCHTHCH K YHH(PHIHPOBAHHBLIM opMaM J0KYMEHTOB:
14



a) JIro6oii TpadapeTHbIH TEKCT;

b) COBOKYIIHOCTb PEKBH3HTOB, yCTAHOBICHHBIX B COOTBETCTBUHM C PELIAEMBIMY B JIAHHOH
cepe AesATeTEHOCTH 3aa9aMK H PACIIOJIOKEHHBIX B OIPEICIEHHOM IOPAIKE Ha HOCHTENAX HHPOP-
Manu,

c) Tabmuna;
d) [ITaGoH B MepcOHATBHOM KOMITEIOTEDE.
8. ®opmy.sp-o0pa3sen mpeacTaBIseT co0oki:
a) MOJIENTE TIOCTPOEHHS TOKYMEHTa, YCTaHaBIMBAOIIAA Pa3MepPh [OJEH | PHPTOB;
b) KOHCTPYKIIHOHHASI CeTKa JOKyMEHT4,
c) MOJIEJTb OCTPOSHHS JOKyMEHT], yCTaHaB/IHBaroIas 06/1acTh IpuMeHeHus, Gopmarsl,
pasMephl Toiei, TpeGoBaHus K ITOCTPOSHHIO KOHCTPYKIMOHHOM CETKM H OCHOBHBIM PEKBH3UTAM;
d) MOPSITOK IOCTPOEHUS OJTHOTO M3 BHIOB JOKYMEHTOB.

9, brank Ui MHCHMA 0TJIHYAETCS OT 00mero 6/1aHKAa HAJTHYHEM PEKBH3UTOB!

a) CIIpaBOYHEBIC JaHHEBIE 00 yUpeKIeHUH-aBTOPE, CChIIKA Ha HOMED M [aTy HHAIUATHB-
HOTO JOKYMEHTa;

b) BHJI JOKYMEHTA, CIIPABOTHBIE JaHHEIE 00 yIpekIeHHH-aBTOPE, CChUIKA HAa HOMEP
ATy MHULIMATHBHOTO JIOKYMEHTA,

c) BHJ[ JIOKYMEHTA, CCBUIKA Ha HOMEP U JaTy HHUIMATUBHOIO JOKYMEHTa;

d) CIIpaBOYHBIE JaHHEE 00 yUpeKIeHHHU-aBTOPE, HOMEP H [ara J0KyMEHTa.

10.06muii 6;aHK OTJIHYIAETCH OT OJIaHKA U1 NHCHMA HAJTHIHEM PEKBH3UTOB:

a) BHJI JIOKyMEHTa, CIIPaBOYHbIE JaHHEIE 00 aBTOpE, aTa ¥ HOMEp TOKyMEHTa;
b) BHJI IOKYMEHTA, MECTO COCTaBJIEHU JOKYMEHTA;

c) BHJI IOKYMEHTA, CCBUTKA HAa HOMED U JaTy HHHIMATHBHOTO JOKYMEHTa;

d) smbieMa, MECTO COCTaBIEHHA JTOKYMEHTA.

11. Ha o6mem 0J1aHKe MOTyT OBITH COCTABJIEHbI JOKYMEHTBI:

a) MpUKa3bl;

b) [IUCHMa;

c) 3asIBIIEHUS;

d) IIOCTAHOBJICHHUS;
€) KATOOBI.

12. /IaTa BXOAMT KAaK COCTABHAA YACTh B PEKBH3HThI:

a) CChUIKA HA PETHCTPAIlMOHHBIA HOMED M JaTy,

b) BH34,

c) Tpud COTIaCOBAHHUS;

d) (rpu yTBEPHKACHHS) ;

e) PE30TFOLIMS;

f) OTMETKA O IOCTYIUICHHH TOKYMEHTa;

2) OTMETKA 00 HCITOJIHEHUH JOKYMEHTA,

h) OTMETKA O 3aBEPEHHH KOIIHH,

i) HIeHTHGHUKATODP NEKTPOHHOM KOIMH JTOKYMEHTA.
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THpunoxcenue 2

Tunosoii KomMnaeKkm 3a0AHULL ONA KOHMPOJIbHOU padomsl

32 VK-4.1 (3nams), Y1 VK-4.2_(ymemp)

D9 K 1

o

1L
12.
13.
14.

15:

16.
17.
18.
19,
20.
Z1.
22.
23;
24,
25.
26.

27,

Ponp noxymeHTa B cdepe paBa U yIpaBICHH.

JIOKYMEHT: OCHOBHBIE IOHATHS, CIIOCOOBI IOKYMEHTHPOBAHHS.

Wudopmards 1 JOKYMEHT,

ViuuKanua § CTAHAAPTH3ANMI KaK OCHOBHOE HAIPABICHHE COBEPLICHCTBOBAHKSA JOKYMEHTOB.
['OCTs1 ma YCJI. Cuctemsl JOKYMEHTAIHH.

XapaKTepucTHKa, cocTaB U conepikanue neicrayromero ['OCTa.

Cocras pexsuszutoB OP/], mpaBuia uxX 0QOpMIEHHS.

TIpaBuia odOPMITEHHS, H3TOTOBJIEHHS, YIeTa, HCIIONE30BAHNA H XpaHeH s GIIaHKOB OPraHH3aIHH.
XapakTepucTHKa B COCTAaB OpraHH3allHOHHBIX JOKYMCHTOB.

XapakTepUCTHKA U COCTAB CIPABOYHO-HHPOPMALMOHHBIX JIOKYMEHTOB.

XapakTepuCTHKa U COCTAB PACIOPAJUTENBHEIX TOKYMEHTOB.

OcobenrocTH 0hOpMIIEHHS KaJIpOBOH TOKYMEHTAIUH.

Vuuduippoanseie GOpMbI JOKYMEHTALUH IO TPYIY.

JleTOmpON3BOICTBO Kak (QyHKIMs YIIPABICHHS, COBPEMEHHbIE TpeGOBaHHS K €r0 OpraHu3alyy.
Coyx6a JOKYMEHTAlMOHHOrO OOECIIEUEHHs yIpaBIeHHA: (QYHKIHH, CTPYKTYpa, JOIKHOCTHOH
COCTaB, HOPMATHBHBIE MaTEPHAJIBL.

O61ie MPUHIMOE OPTaHH3aliy JOKyMeHToo60poTa. OCHOBHEIE STABl TEXHOJNOTHH PaboTHI ¢
JIOKYMEHTAMH.

IlepBonavanbHas 00paboTka TOKYMEHTOB B YUPEIKICHUH.

TeXHOIOTHS PaCCMOTPEHUS TOKYMEHTOB B YYPEXKICHHH.

Perucrpanus JOKYMEHTOB KaK IIPOIECC Co3/aHus OaHKa JAHHBIX O JOKYMEHTaX OpraHH3alluHy.
KoHTpoIb HCOMHEHHI JOKYMEHTOB.

OpraHu3zarus OTIIPaBKH JOKYMEHTOB.

OcHoBHBIe TpeGOBaHUS K OPraHU3alliy XpPaHEH s HCIIOJHEHHBIX TOKYMEHTOB.

Bubl HOMEHKIATYp Heil. I1opsiiok COCTaBIeHH U O(POPMIICHHU.

Cpok# XpaHEHHA JOKYMEHTOB.

IIpaBuJia MOArOTOBKH €N K Cade B BEJIOMCTBCHHBIA apXHB.

ApxXuBHOE XpaHEHHE JOKYMEHTOB.

CocTaB HOPMATHBHEIX JTOKYMEHTOB, PETTTaMEHTHPYIONHX COCTaBIEHAE H 0(QOPMIICHAC TOKYMEH-
TOB, HX XapaKTepPHUCTHKA.

CocTaB HOPMATHBHBIX JIOKYMEHTOB, PerlaMEHTHPYIONIHX OpraHM3anuio paboTsl ¢ JOKyMCHTAMH
B YUPEKICHUH, HX XapaKTEPHCTHKA.
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Ipunoxcenue 3
Tunosble TeMbI JaGopaTopHBIX paboT

B2 VK-4.3., B3 VK-4.3. (erademy)

1. CocraBuTh 0Omuit 6MaHK KOHKPETHOH OpraHM3alldy C MPOJONIBHEIM PACIIONOMKECHHEM PEKBH-
3uTOB Ha opMmate A4.
2.CocTaBATh 00mmi 61aHK KOHKPETHON OpraHM3allMy ¢ YTJIOBBIM LEHTPHPOBAHHBIM Paciiojo-
KEeHHEM peKBU3UTOB Ha GopmaTe A4,
3. CocTaBuTh 06MHil GIAHK KOHKPETHON OpraHM3alliy ¢ YIIOBEIM (IArOBBIM Paclo0kKEHHEM
pexBH3UTORB Ha hopmate A4,

4. CocTaBuTh OIaHK CIIy:KeOHOro MuchMa KOHKPETHOM OpraHu3aliH C YTTIOBBIM H IIPO-
IOJIHBIM BapUaHTaMH¥ PAcIIONIOKCHHA.

5. CocTaBuTh ycTas opranusamuu cornacao TOCTy P 6.30-2003.

6. CoCTaBHTh TTPOEKT PACIOPKEHHA.

7. CocTaBUTh IIPOEKT [IPHKa3a [0 OCHOBHOM NEATEIEHOCTH.

8. CocTaBUTh IPOEKT PElIEHHS.

0. CocTaBHUTh IIPOEKT MOKIAIMHOR U CITyKeOHOH 3allHCKH.

10. CocTaBHTE IPOEKT IIPOTOKOIIA.

11. OQOpMUTE ¥ 3aIIONHHATE IPOEKT IPHKA30B II0 TMYHOMY COCTaBY (IIPHKa3 O IPUEME Ha
paboTy, IpHKa3 0 IepeBo/ie pabOTHUKA Ha JIPYTYIO paboty).

12. OdopMHUTE U 3aMOTHUTE IIPOEKT MPHKA30B MO JTHIHOMY COCTaBy (mpuka3 o mpekpa-
IMEHHH TPYIOBOTO IOr0OBOPa ¢ pabOTHHUKOM, PHKA3 O MOOIIPEHHH paboTHHKA).

13. OdopMuTh ¥ 3aNIOTHATH MPOSKT IPHKA30B II0 THYHOMY COCTaBy (mpuka3 0 HaIpaBIe-
HuM pabOTHHKA B KOMaHIUPOBKY, IPUKa3 O IPENOCTABIEHHH OTITyCKa pabOoTHHKY)

14. OQopMHITH 3aNIOITHUTE IIPOEKT MITATHOTO PACIIHCAHNSL.

15. O¢OpMHATE | 3aMOIHATE IPOEKT rpaduKa OTIIYCKOB.

16. OQOpPMHTE 1 3aM0NHATH IIPOEKT JIMYHON KapTOUKH.

17. OQopMHTL W 3aIOJNHHTE IPOEKT KOMAHAMPOBOYHOTO YAOCTOBEPCHHA, ciryxebHOrO
3amaHus IS HalpaBJIeHHsS B KOMaHMPOBKY H OT4YeTa O €r0 BBIIOJHCHHH.

18. OdopMUTh HATTEKAIIAM 06pasoM IOMHYIO KOIMI OQHIMAIBHOTO JAOKYMCHTA, BBI-
IIHCKY M3 OGHIIMAIBHOI0 JOKyMEHTA.

19. OGhOPMHUTE H 3aIOITHATE IPOEKT JKypHAIIa BXOSIMICH TOKyMEHTALINH.

20. OGhOPMHTE U 3AII0THATE MPOEKT XKYpHAJA HCXOIAIICH JOKYMEHTALHH.

21. OdopMHTE 1 3aIIONHATH ITPOEKT HOMEHKIATYPBI €T moboro BHA.

22 OQOpMHTE U 3aII0IHATE IIPOSKT OMHUCH e JI000ro BU/A.

23. O(OPMHUTB ¥ 3aLOTHATE MIPOEKT 0OTI0KKH JIeTIa, 3aBEPUTEIEHOTO JIMCTA NICIa.

24. OGhOPMHUTE U 3aIOTHHUTH IIPOEKT aKTa O IpHeMe-Tiepeaie AOKyMECHTOB Ha MOCTOSH-
HOE XpaHEHHE B aPXHB.

25. OhOpMHUTE | 3aIOHHTE IPOSKT aKTa O BBIASTICHHN K YHHYTOXKCHHIO IOKYMEHTOB, HE
MOANESKAIUX XPAHECHHIO.

26. O(OPMHATH 1 3aIOTHATH MPOEKT CAATOYHOH OMHCH JIEIL.

217. PaccMOTpeTh CTPYKTypa ¥ (QyHKIHH MOJPA3NENCHHH 10 3IEKTPOHHOMY JOKyMEHTa-
IIMOHHOMY 00CITY)KHBaHHIO YUPEKICHUH.

28. PaccMOTpeTh IpaBHIIa TpieMa 1 o6paboTKH MOoCTyIalomeH 3JIEKTPOHHOM KOPPECIIOH-

JCHIIMH, FX BIUSHAC Ha OPraHU3AlUIO JBHKCHUA TOKyMEHTOB. HarpapieHue SIEKTPOHHBX NOKY-
MEHTOB Ha UCMOIHCHHE
29. PaccMoTpeTh OCOOEHHOCTH DJIEKTPOHHOTO NOKYMEHTO000pOTa COBPEeMEHHBIX y4pe-
sknerui. OCHOBHBIE HALIPABIIEHHS COBEPIICHCTBOBAHUA JOKYMEHTO000POTA.
30. PaccMOTperh (hOpPMBI PErHCTpalMy 3IEKTPOHHBIX JOKYMCHTOB, €€ OpraHusa-
IHIO.
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31. PaccMoTpeTs B3aMMOCBA3b IPOLECCOB PETHCTPALHH H KOHTPOJSA 33 HCIIOTHEHAEM
3NIEKTPOHHBIX JJOKYMEHTOB.

32. PaccMoTpeTs CpaBHUTENTBHEIE XapaKTEPHCTUKH (DOPM DPETHCTPAIHH SJIEKTPOHHBIX H

TPAAULIHOHHEIX JOKYMEHTOB. CocTaR HH(OPMAITHH.
33. PaccMOTpPETh TEXHOIOTHIO KOHTPOJIS 38 HCIIONHEHHEM 3NEKTPOHHBIX TOKYMEH-
TOB.

34. PaccMoTpeTh 3aKoHOATENBHEIE AKTEI, PErlaMEeHTHPYIOMHE paboTy ¢ IHCHMAaMH, Ka-
nobamu, 3asBICHHAMH TPaX/IaH, TOCTYIHBIIHAX [0 KaHATIAM 3TeKTPOHHON mouTe.

35. OxapakTepH30BaTh TEXHONOTHH DPABOTE C NMHCBEMAMH, JKAT00AMH H 3asdBICHHAMH
rpaskiaH, MOCTYIHBIIHNX IT0 KaHAJIaM 3JIEKTPOHHOM IoYTe.

36. OG0oCHOBaTE METO/IMKY COCTABICHHS HOMEHKIJIATYPBI J€JT JUIS 3NEeKTPOHHBIX TOKYMEH-
TOB. 3HaYEHHE HOMEHKJIATYPHI JIeJI B TEXHOIIOTHH PaboThl ¢ JOKYMEHTAMH.

3. OGhOpMHTE SKCTIEPTH3Y LEHHOCTH JIEKTPOHHBIX JIOKYMEHTOB B IEOIPOHN3BOJICTBE.

38. PaccMoTpeTs 31eKTPOHHYIO TOKYMEHTAIHIO B 3IEKTPOHHBIH apXHB.

39. 3amoTHEHNE OCHOBHBIX CIIPABOYHMKOB B CHCTEME 3IIEKTPOHHOIO JOKYMEHTO0GOpOTa
DocsVision.

40. Cospanne 1 KOPPEKTHPOBKA JTOKYMEHTOB B CHCTEME 3JIEKTPOHHOIO JOKYMEHT00GOpO-
ta DocsVision.

41. XpaHeHHe | TIOMCK JTOKYMEHTOB, KOHTPOIb 38 HX HCIOJIHEHHEM B CHCTEME JIIEKTPOH-
Horo poxymenroobopora DocsVision.

42. Onucate HHGOPMAIHOHHYIO MOJEH 3IEKTPOHHOr0 OdHca.

43. Yka3aTh OTIHYMTENEHEIE 0COOSHHOCTH 3aIEHOTO IIPUHIIHIIA OPraHU3aIlHH TPYIA.

44, IlepeynciiuTh OCHOBHBIE H BCIIOMOTATENIbHEIE (yHKIIHH JIEKTPOHHOTO OdHca.

45. OrnmcaTh KOMMYHMKaLHOHHYIO MOJIETb SIEKTPOHHOrO oduca.

46. YkaszaTs OTIHYHTENbHEIE 0COOCHHOCTH KaOMHETHOr0 IIPHHIANA OPraHM3alldy TPY/Ia.
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