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1. IEPEYEHb

IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUA 11(0)

AACHUIIJIMHE, COOTHECEHHBIX C IIJTAHUPYEMbBIMH PE3YJIbTATAMH
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. leab ocBoeHMST AUCHUIIJIUHBI

[lenpl0 OCBOGHMSI TUCHMIUIMHBI SIBJISETCS (POPMUPOBAHHE Y OOYYAIOUIUXCS CIEAYIOMINX

KOMIIETCHIINH:
Koa komunereHuuu HanMeHoBaHMe KOMIIETEHIIMHU

OK 1 IloHnMaTp CymIHOCTP M COLMANBHYIO 3HAaUMMOCTh CBOEH Oyamymied mpodeccnmu,
IIPOSIBJIATD K HEH YCTOMYUBBII UHTEPEC

OK 2 OpraHu30BBIBaTh COOCTBEHHYIO JICATCIILHOCTh, BEIOUPATH THIIOBBIC METOJBI M CITOCOOBI
BBITIOJTHEHUsI TPO(ECCHOHATBHBIX 3a]1a4, OIICHUBATh UX () (HEKTUBHOCTH M KAYECTBO.

OK 3 [Ipunumath pemieHuss B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUSX M HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4 OcCylIecTBIATh TMOWCK W HWCHONB30BaHUEC HWHPOPMAIUH, HEOOXOAMMOM s
3¢(GEKTUBHOTO BBITIOJIHEHUS MPO(ECCHOHANBHBIX 3a/a4y, NPOPECCHOHANIBHOTO U
JINTYHOCTHOTO Pa3BUTHSI.

OK 5 Hcnonp3oBath UH(POPMAIMOHHO-KOMMYHHUKAITHOHHBIC TEXHOJIOTUH B
podeCCHOHAIBLHOM esITEIbHOCTH.

OK 8 CaMOCTOSTENIFHO ONpeNesiTh 33a1a4u NPO(ECCHOHANBHOTO W JIMYHOCTHOTO pa3BHUTHS,
3aHUMATHCS CaMO00Pa30BaHUEM, OCO3HAHHO TIAHMPOBATH TOBBIICHUE KBATH()UKAIIUHL.

OK 9 OpueHTHPOBATHCS B YCIOBUAX IMOCTOSIHHOTO W3MEHEHHS MIPaBOBON 0a3bl

TIK 1.1 OcymiecTBIATE TPO(PECCHOHANEHOE TOJKOBAHWE HOPMATHUBHBIX IPABOBBIX aKTOB IS
peanm3aliy IpaB rpakaaH B cepe NEHCHOHHOT0 00€CIeYeHHUs M COIIMAIBLHOM 3allHUThI.

TIK 1.2 OcylecTBISITh MpUEM TpaxkJaH [0 BOMPOCaM IIEHCHOHHOTO OOecledYeHus Hu
COLIMAJIbHON 3aIUTHIL.

TIK 1.3 PaccmarpuBath makeT JOKYMEHTOB JJISl Ha3HAUCHUS TCHCHUH, TOCOOMIA, KOMIICHCAIIHIA,
JIPYTUX BBIIUIAT, a TaKXKe Mep COIMaJbHOM MOANEPKKH OTIENbHBIM KaTerOpHsIM
rpaxJiaH, HyXIaIOIMMCS B COITMAJIBHOM 3alllUTe.

IIK 14 OcylecTBISITh YCTaHOBIEHHE (HA3HA4YeHHE, Tepepacder, MepeBOid), MHIEKCAIHI0 U
KOPPEKTUPOBKY TMEHCHUM, Ha3HAUY€HHUE MOCOOMH, KOMIEHCAIMM M JAPYTUX COLHUATIBHBIX
BEITIJIAT, UCTIONIB3YS] HH)OPMAITHOHHO-KOMITBIOTEPHBIC TEXHOJIOTHH.

IIK 1.6 KoncynbTupoBare rpaxkgaH M NOpeACTaBUTENECH IOPUAWYECKUX JIMI IO BONPOCAM
MIEHCHOHHOTO 00€CIIeUeHNsI M COIMATbHOMN 3aIlUTHI.

1.2. Ilnanupyemble pe3y/ibTaThl OCBOCHUS IHCIHMIIIMHBI

B pe3ynbraTe 0cBOEHUS NTUCHUIUIMHBI O0YYarOIIUICs TOJIKEH:

yMeTb:

—O(bOpMHHTL OpTraHnu3alluOHHO-PACIIOPAAUTCIIBHBIC AOKYMCHTBI B COOTBCTCTBHUU C

nercryromuM ['OCTowm;

—OCYIICCTBIIATH 06pa60TKy BXOJAIINX, BHYTPCHHUX U UCXOAAIINX TOKYMCHTOB, KOHTPOJIb 3a

X UCIIOJTHCHHUEM,

—OCbOpMJ'IS[TB JOKYMCHTBI IJId I€pEaAavIu B apXrB OpraHHU3allu.

3HaATb:

—IIOHATUC JOKYMCHTA, €ro CBOI>'ICTB3, CITOCOOBI JAOKYMCHTHPOBAHUSA
—IIpaBujyia COCTABJICHUSA U O(pOpMJ'ICHI/IH OpTraHnU3allUOHHO-PACTIOPAINUTCIIBHBIX TOKYMCHTOB

(manee - OPJI);

—CHCTEMY U THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO OOecredeHus yIrpaBieHus (Janee -

A0Y);

—0CO0EHHOCTH ACJIONIPOU3BOJACTBA 11O O6paI_I_ICHI/I$IM TpaxxJiaH H KOH(I)I/I,Z[CHL[I/IB.J'ILHOFO

ACJIOMMPOU3BOJACTBA.



1.3. MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

JucuuniamHa «JloKymMeHTallMOHHOE obecricueHue

YIIPaBIICHUS OTHOCHUTCA K

npodeccuoHaNIbHOMY  y4eOHOMY LUKy  00IIenpodeccuoHalbHBIX  TUCHUIUIMH  OCHOBHOM

npoecCHoHaNBLHOM 00pa30BaTEILHOMN MPOTPaMMBI.

2. CTPYKTYPA U COAEPKAHUE JUCIHUIIJINHbI

2.1. O0béM yueOHOH TUCHHMIIMHBI M BUAbI Y4e0HOii padoThI

OO6mas Tpyn0EMKOCTh TUCHUILIMHBI cocTaBisieT _44 wvaca. VX pacnpeneneHue 1Mo BHIAM

paboT mpeAcTaBIeHO B TaOIHUIIE:

Buabl yueOHbIX 3aHATHH U padoThI 00yYaIOIIHXCSH TpynoeMKocTh, Yac
OO6u1asi TPY10€eMKOCTb TMCHUILINHBI 44
O0bem padoThl 00yYAKOIIMXCSI BO B3AUMOAEHCTBUH € 34
npenojaBaresieM N0 BUAAM YUeOHBbIX 3aHATHH (Bcero), B T.4.:
JIEKITUH 18
1a060paToOpHbIE paOOTHI -
MPAKTUYECKUE 3AHATUSA 14
KYPCOBOE NMPOCKTUPOBAHUE (KOHCYJIHTAINN) -
CamocrositesibHas padora 10
KonTpoub (4achl Ha 3a4er) 2
KoncyabTanus nepea 3k3aMeHOM -
IIpomexyTOUYHASI ATTECTAUSA 3a4yer




2.2. Coep:kaHue IMCHHUILIHHBI, CTPYKTYPHPOBaHHOE 110 TeMaM, 113 cryaenTos OUHON ®OPMbI OBYYEHUSI

Koasb! Bujbl yue0Hol padoThI
KOMIIET€HITHIA, Pa6ora Bo
¢opmupoBanuio B3aMMO/IECTBHH C =
KOTOPBIX npenoaaBatejiemM g
CrocooCcTBYeT @ o é 5 DopMbl TEKYIIET0 KOHTPOJIS
JIEMEHT HaumeHnoBaHnue pa3zaeiioB, TeM § 2 § g § E Py (HaMMeHOBaHH e OLIEeHOYHOT 0
nporpamMMsl = E‘ 5 g5 é é cpencTBa)
5 | 25| £5|£2
: | S5 22 |S
= | 28| 28
5 cemectp
OK 1-5,0K 8,9 Tema 1. JIoKyMeHT U CHCTeMBI JOKYMEHTAIIMA 2 TectupoBaHue o TeMe
IK 1.3 CoJiepKaHHe TEMBL: BhINoJIHEHHE NPAKTHYECKUX
1.3HaueHue u conepkaHue AUCHUIUINHBI «/JOKyMEHTAaIMOHHOE 00eCTIeUeHNE YIIPaBICHUS. 3aaHui
2.IToHsTHE TEPMHHOB «JJOKYMEHT», «IOKYMEHTUPOBAaHHUEY, «IOKyMEHTAI[HOHHOE 00ecreYeHne
YIPaBICHUN.
3.Yaudukanus v cTaHIapTU3AINH YIIPABICHUYECCKUX JOKYMEHTOB.
[Ipaktuueckoe 3anarue Ne 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIUH 2
Ogopmiaerie OCHOBHBIX PeK8U3UNMO08 OOKYMeHmos Ha dhopmame A4.
CamocrosrenbHas paboTa 00yJaromuxcs 2
Usyuenue pexomenoosantoil iumepamypul u no02omoska k ycmuomy onpocy: Ilonstue:
«BHJ] YIPABICHICCKOTO JTOKYMEHTa», €ro CBsI3b ¢ QYHKIHMAMU yIpaBieHus. OyHKIm
YIPaBJIEHYECKOTO JOKYMEHTA: yIpaBieHYecKast, QYHKIHSI XpaHeHUs CBEICHUH,
JIOCTOBEPHOCTH KOTOPBIX 3aBEpeHa; Hay4yHast; IpaBOBasi; COI[HMAIbHAS; KyJIbTypHAs;
nHpopMannoHHas; KoMMyHHKaTuBHas. Kiiaccudukaius yrnpasieHuYeCKHX JOKYMEHTOB 110
coliepkaHuio (TI0 BHIAM JIeSTEIFHOCTH): OPTaHM3aIMOHHbIE, PACIIOPSANTENBHEIC,
nHPOPMAIMOHHO-CIIPABOYHBIE.
Hsyuenue pexomenoosantol iumepamypul, 1eKYuil U NOO2OMOBKA K OUCKYCCUU NO MeMAM
Jlexyuii
OK 1-5,0K 8,9 Tema 2. OpraHnu3anMoOHHO-PACTIOPSAINTEIbHbIE JOKYMEHThI 4 TectupoBanue 1o Teme
[K-1.4 CoJiepKaHue TEMBbL BhINoJHEHHE MPAKTHYECKUX
1. OpraHu3anuoHHBIC JOKYMEHTBI — YCTaB, YUPSAUTEILHBIC TOTOBOP, MOJIO0KECHUE, HHCTPYKITHS 3a1aHui
2.PacniopsaurenbHble JOKYMEHTBI — IPUKa3, PACOPsDKEHUE, YKa3aHHe, TOCTAaHOBJICHHE, PEeLICHHE.
3.CrnpaBo4yHO-MHPOPMAITMOHHEIE IOKYMEHTHI: CITy>)kKeOHas 3aMiucKa, OObSICHUTEbHAS 3alniCcKa, aKT,
MIPOTOKOJI, CIIPAaBKa, CIIy>KeOHBIE MUChMA.
[Ipaxtraeckoe 3aaarue Ne 2. OpraHu3aOHHO-PACTIOPSIIUTEIBHBIE TOKYMEHTHI 2
Ipaxmuueckoe 3adanue: cocmagnenue I1o10sxcenus 0 CmpykmypHom noopazoenenuu
CamocTosTenpHas padoTa 00ydJaronuxcs
H3yuenue pekomeno08aHHOU aumepamypbl u 1eKyuil no meme 2, HOO20MOBKA K 2
NPAKMU4ecKoMy 3a0anuIo




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(hopMUpPOBaAHUIO B3aHMOJIEiCTBHH € =
KOTOPBIX npenojaBarTejaeM g
crocoocTByeT @ o é § DopMBbI TEKYIIEr0 KOHTPOJIS
JJIeMEHT HaumenoBanue pa3aesios, TeM § 2 § E § E = (HAaUMEHOBaHHeE OLEHOYHOr0
NpOrpamMMebl = §" 3 S = E é cpencTBa)
= | 25| EE| 28
s | €5 259
= S| 58
Ilpaxkmuueckoe 3a0anue: Paspabomka wabiona u cmpykmypul mexcma opeaHu3sayuoHHo-
pacnopsaoumenbHo20 OOKYMEHMA 8 21eKMPOHHOM 8UOe.
OK 1-5,0K 8,9 Tema 3. KagpoBasi JoKyMeHTaIUs TectupoBaHme 1O TEMe
MK -1.4 Copiep:KaHHe TEMBI: 3 BeInonHeHne NpakTHYECKUX
1.JloKkyMEeHTHpOBaHKE TPYAOBBIX MpaBooTHOMmEHNH. CocTaB 1 0COOEHHOCTH OQOPMIICHHS 3aJlaHui
JIOKyMEHTOB 10 JITYHOMY COCTaBYy.
2.KoMIutekToBaHue TUYHOTO Jiesia. ABToOHorpadus. Pesrome. 3asiieHue o npreMe Ha padoTy.
IIpuka3bl 1O TUYHOMY COCTaBY.
IIpaxtrnueckoe 3anarue Ne 3 Kagpoas foKyMeHTanus 2
Ipaxmuueckoe 3adanue: Cocmasnenue 1uyHou kapmouxu gopmot T2
CamocrosrensHas paboTa 00ydaromuxcs 1
H3yuenue pexomenoogannoil iumepamypul u rexyuil no meme 3. [looecomoexa
NPAKMULECKOMY 3A0aAHUI0
OK 1-5,0K 8,9 Tema 4. JloroBopHo-npaBoBasi J0KyMeHTAIHSI 2 TectupoBanue 1o Teme
HK 1.1, IIK1.2, CoJiepKaHue TEMBbL: BhINo/He e NPaKTHYECKUX
IIK 1.6 1.ITonsiTus toroBopa. Buzsl 10roBopos. 3aJaHuN
2.IlpaBuna oopmireHHs TPETEH3MOHHBIX ITHUceM. POPMYIISIp HCKOBOTO 3asIBIICHUS, TPEOOBAHUS K
ero oopmiieHHIO
IIpaxTuyeckoe 3anarue Ne 4 JloroBOpHO-TIpaBOBasi JOKYMEHTALUs 2
IIpaxkmuueckoe 3a0anue: Cocmagnenue pasiuyHslx U008 002060P08, NPEMEH3UOHHBIX NUCEM
CamocTosTenbHast paboTa 00yUJalOMUXCA: U3YUeHlUe PeKOMEHOOBAHHOU TUMEePamypuvl U 1eKYutl no 1
meme 4. [lodzomoska Kk npaxmuyecKomy 3a0aHuIo
OK 1-5,0K 8,9 Tema 5. IlonsiTve JOKYMEHTO0G0POTA, pErHCTPAIUsI JOKYMEHTOB 3 TecTupoBaHue 10 TEMeE
1K 1.4 CoJiepKaHHe TEMBbL: BbhINOJIHEHHE IPAKTHYECKUX
1.CoctaB u yueT 00beMa JOKyMEeHT000opoTa mpeanpusitaii. Opranu3aius padboThl ¢ BXOASIIEH, 3a1aHni
HUCXOJAIIEH U BHYTPEHHEN NOKyMEHTaluen
2. ba3bl JaHHBIX 11 XpaHEeHUs TOKyMeHToB. Pabora ¢ 3anpocamu. Pabora ¢ a1eKTpoHHBIMU
JIOKyMEHTaMH.
[Mpaktryeckoe 3ansitue Ne 5 [ToHsiTHe TOKyMEHTOOO0POTA, pErHCTPaLKs JIOKYMEHTOB 2
Ipaxkmuueckoe 3a0anue: Cocmagnenue u 3anoaHeHue Qopmul HCYPHALA pecUCmpayuu
BX00AUUX OOKYMEHMOB, UCXOOAUWUX OOKYMEHMOE U (POPMY ICYPHANA peSUcmpayuu
menegonospamm (unmepaxmugnas opma).




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(hopMUpPOBaAHUIO B3aHMOJIEiCTBHH € =
KOTOPBIX npenojaBarTejaeM g
crocoocTByeT @ o é § DopMBbI TEKYIIEr0 KOHTPOJIS
JJIeMEHT HaumenoBanue pa3aesios, TeM § 2 § E § E = (HAaUMEHOBaHHeE OLEHOYHOr0
NpOrpamMMebl = §" = 2| B é cpencTBa)
= & 2 = = g =
Z | 88| B8 | 2"
2 L) g5
= =
CamocrosTenbHas padoTa 00ydJaromxcs 1
H3yuenue pekomen0o8anHol tumepamypul i 1eKyull no meme 35, no020mosKka K
NPAKMUYECKOMY 3A0aAHUI0 U YCIHOMY ONpOCY.
OK 1-5,0K 8,9 Tema 6. Opranu3anusi ONEPATHBHOIO H APXMBHOI'0 XPAHEHHUS JOKYMEHTOB 2 TectupoBanue 1o Teme
1K 1.3 CoJiepKaHHe TEMBL BhINoJIHEHHE MPAKTHYECKUX
1.Homenknatypa nen. UHauBunyansHble, CBOAHbIC, IPUMEPHBIC U TUIIOBbIE HOMEHKJIATYPHI JIEI. 3aJlaHui
2.IToaroroBka 1 NOPAJOK Nepeaayy el B apXuB. 3aKOHOAATEIbHbIC aKThl U HOPMATHBHO-
METO/IMYECKHE JIOKYMEHTHI 110 apXHMBHOMY XPaHEHHIO JIOKYMEHTOB.
[Mpaktuyeckoe 3ausitue Ne 6 2
Yemmuwui onpoc: CucteMaTusanys U XpaHeHHE yIIPaBIEHUYECKUX JOKYMEHTOB
Ipaxkmuueckoe 3a0anue: Cocmasgnenue 3a207106K086 0l 014 CUCMEMAMU3AYUY OOKYMEHMO8 8
dena.
CamocrosTenbHast paboTa 00ydJaromxcs
H3zyuumo, ucnonwvsys pexkomen0oganHylo aumepamypy memui: IpaBuia rpynnupoBKa 2
JOKyMEHTOB JIeJIa TI0 BHJaM M XpOHOJIOTHH. [10Ar0TOBKa JOKYyMEHTOB K apXUBHOMY
XpaHEHHI0. DKCIEPTH3a IEHHOCTH JOKYMEHTOB.
Iloozomosxa k ycmnomy onpocy u npaKxmuieckomy 3a0aHuo
OK 1-5,0K 8,9 Tema 7. Opranusauusi padoThbl ¢ KOHPUIEHIIHATBHBIMH JOKYMEHTAMHA 2 TecTupoBaHue MO TEME
IIK'1.3 CoJiepKaHHe TEMBbL: BbhINOJIHEHHE IPAKTHYECKUX
1.be3zomacHOCTh IEHHBIX HH(OPMAIIMOHHBIX PECYPCOB. 3alaHui
2. llennas unbopmarys 1 KoHPUACHIMANbHbIE JOKYMEHTHL. [IoHATHE KOH(DUIESHIINAIEHOTO
JIOKyMEHTA.
3. OcHOBHbIE HOPMATHBHBIE JOKYMEHTBI, PeriaMeHTUpYolIHe paboTy ¢ KOHPUICHHATbHON
nHpopmanunei.
4. Tlopsmok paboThl ¢ KOH(UISHINAIBLHBIMU JIOKYMEHTaMH.
IIpaxtudeckoe 3anarue Ne7 Opranusanus paGéoTsl ¢ KOHPHICHIHAILHBIMH J0KYMEHTAMH 2
Ipaxkmuueckoe 3a0anue: cocmaeienue Ilepeuns 0OKyMeHmos, KOmopwvie He MO2Yym
COCMABAMb KOMMEPHECKYI0 MAUHY yupescoeHus
CamocrosrtenbHast padboTa 00ydaromuxcs 1
H3yuenue pexomendogannoil iumepamypul u rexyuil no meme 7 Illoocomoska
NPAKMU4EeCKOMy 3a0anuI0.
NTOI'O3a 5 cemectp | 18 14 10




2.3. @opMbI M KPUTEPHH TEKYIIEr0o KOHTPOJIS YCIEeBAeMOCTH (TEXHOJIOTHYECKAs] KApTa IJIsl CTYJIEHTOB 04HOi (opMbI 00yUeH )

(I)OprI TeKymeFO KOHTpOJ'[ﬂ KouaunuecTBo KOHTPOJIBbHBIX KoamnuecTBo 6a110B 32 1 KOHTP. TOYKY Maxkc. BO3M. KOJI-BO 02J1710B
TOYEK
TecTupoBaHue M0 TeMaM JIEKIIMOHHBIX 3aHATHI 7 5 35
BrinonHeHne npakTuyeckux 3aganui mo remam: 1,2,3, 5-7 6 10 60
BrinosHeHne npakTuyeckux 3ajaHuil no temam: 4 1 3) 5)
HToro mo aucuunjinge 100 6aas0B

2.4. llIkana oueHKH pe3yJbTATOB OCBOEHU TUCIHUILIUHBI, C()OPMUPOBAHHOCTH Pe3yJIbTATOB 00yUeHH S

IxaJjbl OeHKH YPOBHA

YciaoBus gomycka

IIxaja oeHKH YPOBHSI OCBOCHMS JUCHHUIINHBI

®opma npoBeAeHUs
NPOMEKYTOYHOM copMUPOBAHHOCTH Pe3y/1bTATOB
arTecTalum 00y4yeHust
VYpoBHeBas mikaia 100 GanpHas mkana, | 100 GanpHas mkana, 5-6amnpHas mkana, Henu hepeHIpoBaHHa
OIIEHKH KOMITETEHINIT % % Jud depeHIpoBaHHas OLleHKa/6at sI OLICHKA
3auer (10 pe3yJbTaTaMm JIOMTYCKAOTCS BCE JIONTOPOTOBBIN HIKe 61 HIDKe 61 «HEYJOBJICTBOPUTEITHLHOY / 2 HE 3a4TEHO
HAKOIUTEIBHOTO CTYAECHTBI MOPOTOBBIN 61-85,9 61-69,9 «yIOBJIETBOPUTENHHO» / 3 3a4TEHO
peiiTuHra uim B opme 70-85,9 «xopomio» / 4 3a4TEHO
KOMIBIOTEPHOTO MTOBBIIICHHBIH 86-100 86-100 COTIUYHOY / 5 3a4TEHO
TECTUPOBAHUS)




3. METOJAUYECKHUE YKA3AHUS JJI51 OBYUYAIOIUXCSI IO OCBOEHUIO
JUCIATLITAHBI

3.1. Oﬁmne METOANYECCKHUC PECKOMEHIANH mo OCBOCHHIO AUCHHUIIIMHBI,
06p330BaTeJ1beIe TEXHOJO0I'un

JucuuruiiHa — peanu3yercss  MOCPEACTBOM — MPOBEACHUS  KOHTAaKTHOW  paboThl ¢
oOyuaromumucs (BKJIIOYas MPOBEACHHUE TEKYIIEro KOHTPOJI YCIEeBAaeMOCTH), CAMOCTOATEIbHON
paboThI 0OYyJAIOUINXCS M TPOMEKYTOUHOM aTTECTAIIH.

KonTaktHas paboTa MOXKeT ObITh ayIUTOPHON, BHEAYAUTOPHOM, a TaKKe MPOBOJAUTHCS B
ANEKTPOHHOU HH(OPMAIIMOHHO-00pa3oBaTenbHON cpene yHuBepcutera (nmanee - OUMOC). B
cllydae TMPOBEACHHUS YaCTH KOHTAaKTHOH paboTel mo auctuiimae B DOMOC (B COOTBETCTBUHU C
pacmricaHueM Yy4eOHBIX 3aHATHI), TPYAOEMKOCTh KOHTAakTHOU pabora B DUMOC sKkBHBaJICHTHA
ayTuTOpHOM padoTe.

[lpu mnpoBeneHnH Y4eOHBIX 3aHATUH 1O JUCUUIUIMHE OOECTIEYMBACTCS pPAa3BUTHE Y
0oOy4aroluXxcsi HAaBBIKOB KOMAHIHOW pabOThl, MEXJIMYHOCTHOW KOMMYHUKAIIMM, MPUHATHUS
pelleHnid, JIUAEPCKUX KayecTB (BKJIOYas IPOBEJCHHUE HWHTEPAKTUBHBIX JIEKIMM, TPYHNIOBBIX
JIUCKYCCUM, POJIEBBIX WIp, TPEHUHIOB, aHaJiW3 CUTyallud ¥ WMHUTALMOHHBIX MOJENeH,
[IpenojaBaHue JUCIHUILUIMHBL B OpME Kypca, COCTABIEHHOTO Ha OCHOBE PE3YJIbTaTOB HAYYHBIX
UCCIIEIOBaHUM, TPOBOJMMBIX YHUBEPCHUTETOM, B TOM 4YHCI€ C YYETOM pPErHOHAIbHBIX
ocoOeHHOCTEH  TPOPECcCHOHANBHON  JESITEIBHOCTH  BBITYCKHUKOB W TOTpeOHOCTEH
paboTonaTenei).

[IpenogaBanuie  AMCUMILIMHBI  BEAETCA C  NPUMEHEHMEM  CIEAYIOIIUX  BHUJIOB
00pa30BaTeNbHBIX TEXHOIOTHH:

-0a11IbHO-PEUMUH208as MEXHOL02USA OYEeHUBAHUSL,

- 91IeKMPOHHOE 00yYeHue;

- pazbop KOHKPemHbIX CUmyayul,

Jlns oueHKU 3HAHWM, YMEHUH, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETCHIIUU I10
JTUCHUIUIMHE MPUMEHsIeTcs OalIbHO-pEHTUHIOBAsE CHCTEMa KOHTPOJISI M OLIEHKH YCIIEBa€MOCTH
CTY/I€HTOB. B 0CHOBY 0assIbHO-PEUTUHIOBON CHCTEMBI MOJI0KEHBI IPUHLUIIBI, B COOTBETCTBUU C
KOTOPBIMH (POPMUPOBAHUE PEUTHHIA CTYAEHTAa OCYLIECTBISETCS B XOAE TEKYLIEro KOHTPOJIS
ycreBaeMocTH. MakcuManbHOe KoudecTBo 6amioB B cemectpe — 100.

[To utoram Tekylield yceBaeMOCTH CTYACHTY MOKET ObITh BBICTABJIEHA OLEHKA IO
MIPOMEKYTOUHOM aTTEeCTallul B COOTBETCTBUU 3a HaOpaHHBIMHU 3a cemecTp Oaytamu. CTyneHTam,
HaOpaBIIUM B XOJI€ TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH Mo AucuurinHe oT 61 go 100 OamioB u
BBINOJIHUBUIMM BC€ 00s3aTeNbHbIE BHJIbl 3allJJAHUPOBAHHBIX YUEOHBIX 3aHATHH, MO PELICHHIO
npenojaBaTenss 0€3 MPOXOXKICHHS NPOMEXKYTOUYHOW aTTeCTalluM BBICTABISIETCS OLEHKAa B
COOTBETCTBHUHM CO IIKAJION OLEHKU PE3YIbTATOB OCBOCHHUS JUCIIUILINHEL.

PesyabraT 00yuenusi cunraercsi copMHPOBAHHBIM (MOBBILIEHHBbIN YPOBEHb), €ClU
TEOPETUYECKOE COJIepKaHNEe Kypca OCBOCHO MOJHOCTBIO; IMPU YCTHBIX COOECEIOBAaHUSAX CTYJEHT
HCYEpIBIBAOIIE, MTOCIEI0BATENbHO, YETKO U JIOTUYECKU CTPOWHO M3JaraeT yd4eOHbI maTepuan;
CBOOOJHO CIIpaBIII€TCSl € 3ajJa4aMM, BOIPOCAMHM M JPYTMMH BHJAMH 3aJaHHH, TpeOyromux
MIPUMEHEHUSI 3HaHWM, UCIOJIb3YeT B OTBETE JOMOJHUTEIbHBIA MaTepuai; BCe MPEAyCMOTPEHHBIE
paboueii yueOHOIl mporpamMMmoil 3aJaHMs BBIIOJIHEHbl B COOTBETCTBUU C YCTaHOBJIEHHBIMHU
TpeOOBaHUSMHU, CTYAEHT CIOCOOEH aHalU3UpOBaTh IOJYYEHHBIE pPE3yIbTaThl; MPOSBISET
CaMOCTOSITEJIbHOCTh TIPU BBINIOJHEHUHW 33JaHUM, KA4eCTBO HX BBINOJIHEHMSI OLIEHEHO YHCIOM
6amioB or 86 g0 100, 4YTO COOTBETCTBYET TMOBBIIIEHHOMY YPOBHIO C(QOPMUPOBAHHOCTU
pe3yabTaToOB 00ydeHUs.

PesyabTar 00y4enuss cumraercs cpopMHMpPOBaHHBIM (IIOPOrOBBI YPOBEHB), €CIU
TEOPETUYECKOE COJIEpKaHNE Kypca OCBOCHO MOJHOCTHIO; IPU YCTHBIX COOECEIOBAaHUSAX CTYIEHT
MOCJIEZI0BATENbHO, YETKO M JIOTMYECKH CTPOMHO H3yaraer y4eOHbI MaTepuai; CHpaBliseTcs ¢
3aJjayaMH, BOINPOCAaMM M JAPYrMMM BHJAMHU 33JaHUU, TPeOYIOUIMX MPUMEHEHUs 3HaHWil; Bce
MIpelyCMOTPEHHbIE pabouell yuyeOHOM MporpaMMoOil 3afaHusl BBINOJHEHbI B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBAaHUSAMH, CTYIEHT CIOCOOEH aHAIM3MPOBATH IOJIyUYEHHBIE PEe3yJIbTAThl;
MIPOSBIISIET CAMOCTOSATEIBHOCTh MPU BBINOJIHEHUU 33JaHUN, KaU€CTBO MX BBIMIOJIHEHUS OLIEHEHO
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gucioM 6amiaoB oT 61 10 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(OPMHPOBAHHOCTH
pE3yIbTaTOB O0yUYCHHUS.

Pe3yabTaT 00yueHus cuuraercss HecOpMHUPOBAHHBIM, €CJIU CTYJICHT IIPU BBITOJIHEHUU
3aJJaHUi He AEMOHCTPHPYET 3HaHMUN Y4eOHOro Marepuana, JOIYCKaeT OIIMOKH, HEYBEPEHHO, C
OOJBIIMMU 3aTPYIHEHUSMHU BBINIOJNHSACT 3aJaHUs, HE JEMOHCTPUPYET HEOOXOIMMBIX YMEHH,
KAaueCTBO BBIMOJTHCHHBIX 33JJaHUI HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBAHUSM, KQUECTBO UX
BBITIOJTHEHUS OLIEHEHO YHCIIOM 0alioB HIKE 61, UTO COOTBETCTBYET IOMIOPOTOBOMY YPOBHIO.

3.2. MeToanyecKue yKa3aHus 10 CAMOCTOSITeIbHOM padoTe 00y4yaromuxcs

CamocTrosaTenbHas paboTra oOecrneynBaeT MOATOTOBKY OOY4YaromIerocs K ayJIuTOPHBIM
3aHATUSAM M MEPONPHUATHAM TEKYIIEro KOHTPOJS M MPOMEKYTOUHOW aTTECTAlUU MO M3y4aeMOn
OUCHUIUIMHE. Pe3ynbrarhl 3TONW MOATOTOBKU MPOSBISAIOTCS B aKTHMBHOCTU OOydYarollerocs Ha
3aHATUSX M B KAueCTBE BBHIMOJIHEHHBIX TMPAKTHUECKUX 3aJaHUld M JIpyrux (opM TeKymiero
KOHTPOJISL.

[Ipu BBIONIHEHUHU 3alaHUU Ui CAMOCTOSTEIBHONW pabOThl PEKOMEHIYEeTCS MpopadoTKa
MAaTepHaJIOB JIEKIIMHA MO KaXJOW NPONIAECHHON TeMme, a TaKke H3yYeHHE PEKOMEHIYEeMOM
JUTepaTyphl, peAcTaBieHHON B Paznene 4.

B mpouecce camocTosTenbHOW pabOThl MPU U3YUYEHUU IJUCIHUIUIMHBI CTYAEHTHI MOTYT
WCIIOJIB30BATh B CHEIMAIM3UPOBAHHBIX ayJUTOPUSAX JJISI CAMOCTOSTEILHONW PabOThl KOMITBIOTEPHI,
o0ecreunBamIIeMy JOCTYll K MPOrpaMMHOMY OOECIHEeUEHHI0, HEOOXOIUMOMY MMl U3Y4YECHUS
IUCLUWIUIMHBL, a TaKkKe JOCTyll depe3 HHPOPMANHOHHO-TEICKOMMYHUKAIMOHHYIO CETh
«HTEepHeT» K ANEeKTPOHHOU HH(POPMAIIMOHHO-00pa3oBatenbHol cpene ynuepcuteTa (QUOC) u
aNeKTpoHHOU Onbnuoteunoit cucreme (3bC), rae B 3J€KTPOHHOM BHJIE pacrojaratorcs yuyeOHble
1 y4eOHO-METOUYECKIE MaTepHalIbl, KOTOPbIE MOTYT OBITh UCIIOJIb30BAHBI IJISl CAMOCTOSITENIbHOM
paboTHI P U3YYEHUH TUCIIUTUTHHEL.

Jns obywaromuxcss mo 3a04yHOi (opme 0OydeHHs] caMOCTOsTeNbHas paboTa SBISETCS
OCHOBHBIM BHJIOM y4eOHOM JesITeTbHOCTH.
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4. YYEBHO-METOJUYECKOE M HWH®OPMALIMOHHOE OBECHEYEHUE
JUCIHATLITAHBI

4.1. IlepeyeHb OCHOBHOI M [IONOJHHUTEJbHOH y4eOHOH JHUTepaTypbl, HeOOXOANMOM
JJIsl OCBOCHMS THCHUIIHHBI

OcHoBHas JuTepaTypa:

1. T'mamuii, E. B.JlokyMeHTanimoHHOE OOecriedeHue yIrpaBieHus : yued. mocodue ajis

cpen. mpod. oopazosanus / E. B. ['maguii. - JlokymeHt read. - Mocksa : PUOP [u ap.], 2020. - 249
c. - (Cpemnee mpodeccuoHanpbHoe obOpaszoBanue). - Ilpmwn. - CnoB. - URL:
https://znanium.com/read?1d=354819 (mara oOpamenus: 16.12.2020). - Pexum npocrtyma: mis
aBTopu3. monb3oBareneii. - ISBN 978-5-369-01042-6. - 978-5-16-103959-5. - Tekcr
3JICKTPOHHBIN.

2. beikoBa, T. A. JIOKyMEHTAI[MOHHOE OOCCIICUCHHE YIPaBJICHHUS (JICIOIPOU3BOACTBO) :
yue0. mocobue I CTyIEeHTOB cpeln. mpod. obOpazoBanus mo chneruanbHocTsM 38.02.01
"OkxoHomuka U Oyx. ydeT (mo orpacisam)”, 38.02.02 "CrpaxoB. nmenmo (mo orpaciam)”, 38.02.03
"Omneparn. npesrenbHocTh B Jjoructuke", 38.02.04 "Kommepmus (mo otpacmam)", 38.02.05
"ToBapoBeneHre M JKcmepTu3a KadecTBa mnorped. TtoBapoB', 38.02.06 "dunaucel", 38.02.07
"bank. neno" / T. A. beikoBa, T. B. Ky3nernona, JI. B. Cankuna ; mox pea. T. B. Ky3nenosoii. - 2-
e u3a., nepepad. u gom. - Jlokyment Bookread2. - Mocksa : UHOPA-M, 2021. - 304 c. -
(Cpennee npodeccuonanpuoe obpasosanue). - [Ipui. - URL: https://znanium.ru/read?id=360476
(mata oOpamenus: 18.01.2024). - Pexxum moctyna: Juis aBropu3. mojb3opareneid. - ISBN 978-5-
16-106774-1.-Tekcr snekrpounbiit. URL: https://znanium.ru/read?id=360476

JlonmoJIHNTeIbHAS JIUTEpaTypa:

1. banTt, B. C. lokymeHTanimoHHoe obecrnieuenne ynpasieHus. FOpuandyeckas TexHuka : yaeOHoe
nocobue ans cpenHero npodeccuoHanbHoro oopaszosanus / B. C. bant. — 2-e u3., ucrp. u A0m.

— Mocksa : UznarensctBo FOpaiit, 2019. — 103 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —
Hoctyn Ha caiite ObC IOpaiit. URL: https://urait.ru/bcode/441885 . — Pexxum nocrtyma: mo
TIOJIITHICKE.

2.Ky3znenos, 1. H. JlokymeHTalmoHHOE OO€CleYeHHe YIpaBJIEHHUs MEPCOHATIOM : YYEOHHK H
MPaKTUKYM JJsl cpenHero npodeccuonanpbHoro oopasosanust / M. H. Ky3nenoB. — Mocksa :
WznarensctBo Opaiit, 2019. — 521 ¢. — (IlpodeccuonansHoe obpazoBanue). — Jloctyn Ha

caiite ObC HOpaiit. URL: https://urait.ru/bcode/444432 . — Pexxum nocTyma: 1mo moAmnucke.

HopmaTuBHO-IpaBOBBIEC AKTHI:
1. ®enepanbublii 3akoH ot 22.10.2004 N 125-®3 «0O06 apxuBHoMm pnene B Poccuiickoit
Deneparumny //
«Poccmiickas razera», N 237, 27.10.2004
2. @enepanbHblii 3akoH or 27.07.2006 N 149-03 «O6 unpopmanuu, HHPOPMALUOHHBIX
TEXHOJIOTHUSIX U 0 3amuTe uHpopmaumn» // «Poccuiickas razeran, N 165, 29.07.2006
3. IlocranoBnenue IIpaButenscrBa PO ot 15.06.2009 N 477 «O6 yrBepxaenuu [Ipasun
JIEIOTIPOU3BO/ICTBA B (peiepaibHBIX OpraHax UCTIOJHUTEIBHOM BiacThy// «Poccuiickas razeray, N
113, 24.06.2009
4. Tlpuka3z MunkynsTypsl Poccun ot 25.08.2010 N 558 «O06 yrBepxknennn «llepedns: THTOBBIX
YIIpaBJIEHYECKUX APXUBHBIX IOKYyMEHTOB, 00Pa3yIOIIUXCS B MPOLECCE AEATEIbHOCTH
roCy/1IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTIPABJICHUS U OpraHU3aluii, ¢ yKa3aHueM
CpokoB xpaHeHus» (3apeructpupoBaHo B Muntocte Poccun 08.09.2010 N 18380) // «bronnereHs
HOPMAaTUBHBIX aKTOB (e/iepalIbHbIX OpPraHOB UCIIOJHUTENbHON BiaacTu», N 38, 19.09.2011
5. Ilpukas Pocapxusa ot 23.12.2009 N 76 «O06 yrBepxaeHIH MeTOAMYECKIX PEKOMEHIAIHIA 1O


https://znanium.ru/read?id=360476
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pa3paboTke MHCTPYKIMH IO JEJIONPOU3BOJICTBY B (elepalbHbIX OpraHax HCIOJHUTEIbHON
BIIACTHY//

CIIC KoncynbTanT [Lmroc

6. «'OCT P 7.0.97-2016. Hammonanpubeii cranmapt Poccuiickoit ®epepamuu. Cucrema
CTaHIapTOB M0 HHPopManuu, OUOIMOTEYHOMY W HU3JIaTeNbckoMy aeny. OpranuszalroHHO-
pacropsIuTeabHast

nokyMmenTanus. TpeboBanus k opopmieHuo 10KyMeHToB» (yTB. [Ipukasom Poccrangapra ot
08.12.2016 N 2004-ct) // CIIC KoncynbsranT [Lmtoc

7. OK 011-93. Obmepoccuiickuii Ki1acCuPUKATOP YIPaBICHYCCKON TOKYMEHTAIIHI

8. (ytB. [ToctanoBnenuem ['occrangapra Poccun ot 30.12.1993 N 299)// IlepBoHauaabHBIN TEKCT
nokymenTa onyonukosad B m3nanun M., UTIK U3narensctBo cranaapros, 1995

9. «OcnoBuble [IpaBwia paboThl apXWBOB oOpraHm3anuii» (omo0peHsl pemenuem Kosierun
Pocapxusa ot 06.02.2002)// CIIC KoncynbranT [1iroc

Ilepuoguyeckne u3IaHuA:
1. XKypnan Poccuiickoro npasa [DnekTpoHHblil pecypc]. — MockBa: Hopma. - [Joctyn Ha caiite
BBC Znanium.com URL: https://znanium.com/catalog/magazines/issues?ref=edccd7c0-239e-
11e4-99¢7-90b11c31dedc Pexxum moctyma: Mo HOIIMHCKE
2. I'paxxiaHuH U npaBo [DIeKTpOoHHBIN pecype]. — Mocksa: HoBas npaBoBas KyibTypa, —locTyn
Ha caiite DBC «IPR-books» URL: http://www.iprbookshop.ru/19063.html Pexum noctyna: mo
MOATHCKE
3. IIpaBo u skoHOMHKA [DnekTpoHHbIN pecypc]. — Mocksa: KOctuuundopm, - loctyn Ha caiite
OBbC «Jlame» URL: https://e.lanbook.com/journal/2263#journal_name. Pexum mgoctyma: 110
MOAMKCKE
4. [IpobneMbl SKOHOMHUKH M IOPUIAYECKON MPAKTUKHU [DIeKTpoHHBI pecypc]. — Mocksa: HOp-
BAK, Hocrtyn Ha caiite DBC «Jlaup» URL: https://e.lanbook.com/journal/2121#journal_name.
Pexxnm octyma: 1o noanucke
5. KOpunnueckass Hayka u npaktuka: BectHuk Hwuxkeropoackon akagemun MBJ[ Poccun
[DnexTponnsiit pecypc]. — Hwxuuit Hosropon : Hwkerop. akan. M-Ba BHyTpeH. nen Poc.
®enepanuu, Hoctyn Ha caiire 9BC «Jlanb» URL:
https://e.lanbook.com/journal/2581#journal_name. Pesxum gocTyma: mo moamucke

4.2. TIpojeccuonajbHble 0a3bl JAAHHBIX, WH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI,
HHTEPHET-PecypChl

1. Koncynprantllmtoc [OnekrponHslii pecypc]: CrnpaBo4yHas mpaBoBas cucTema. - Pexum
nocryna: http://www.consultant.ru/.

2. DnexTpoHHas OuOaMoTeyHass cuctema [IOBODKCKOrO ToCyZapCTBEHHOTO YHHBEPCUTETA
cepBuca [ DaeKTpoHHBIH pecypc]. — Pexxum noctyma: http://elib.tolgas.ru./ - 3arm. ¢ sxpana.

3. DnexTpoHHO-OMOIMoTeYHass cucteMa Znanium.com [DNEeKTpOHHBIA pecypc]. - Pexum
noctyna: http://znanium.com/. — 3aru. ¢ skpaHa.

4. DnexTpoHHO-OMOMMoTeyHas cucrema «M3garensctBo Jlanby» [DnekTpoHHBIH pecypc]. -
Pexxum noctymna: https://e.lanbook.com/. — 3ari. ¢ skpana.

5. Hayunas snextponnass 6ubinoreka eLIBRARY.RU [DnektponHnsliii pecypc]. - Pexum
nocryna: http://elibrary.ru/defaultx.asp. - 3aru ¢ skpana.

4.3. IlporpamMHOe obecrnieyeHHe

Nudopmarnmonnoe obecrneueHrne ydeOHOro mpoiecca Mo AUCIUIUIHHE OCYIIECTBISETCS C
WCIOJIb30BAaHUEM CIIEAYIONIEr0 MpOorpaMMHOro obecredeHust (JIMIEH3MOHHOTO U CBOOOJHO
pacIpoCTpaHsAEMOro), B TOM YHCIIe OTEYSCTBEHHOT'O TTPOU3BO/ICTRA!

Ne HanmenoBanue YcaoBus gocryna

n/n
1 Microsoft Windows 13 BHYTPEHHEM CETH YHUBEPCHUTETA (JIMLIEH3MOHHBIN IOTOBOP)
2 Microsoft Office 13 BHYTPEHHEM CETH YHUBEPCHUTETA (JIMLIEH3MOHHBIN IOTOBOP)
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Ne HanmenoBanue YciaoBus gocryna
n/n
3 KOHchIBTaHTHJHOC 13 BHYTPEHHEH CEeTH YHUBEpCUTETA (JULIEH3MOHHBII J0rOBOD)
4 CJ10 MOODLE u3 000 TOYKH, B KOTOPOH MMeeTcs ToCTyI K cetn MlHTepHeT
(JIMTICH3MOHHEIHA JOTOBOP)

5. OMIMCAHUE MATEPUAJIBHO-TEXHUYECKOMN BA3bl, HEOBXOJIUMOM
JJIA OCYIMECTBJIEHUSA OBPA30OBATEJIBHOI'O ITPOLHECCA 1TO JUCIUAIIJIMHE

CrienuanpHble TIOMEIIEHHS MPEICTABISAIOT CO00W ydeOHbIe ayTUTOPHUU IJISi TPOBEICHUS
3aHATUA BCEX BHUJOB, NPEIYCMOTPEHHBIX OOpa30BATENBHOM MpPOrpaMMoOi, B TOM UHUCIE
TPYNNOBBIX ¥ WHAWBHIYaTbHBIX KOHCYJIbTAIM, TEKYIIEr0 KOHTPOJIS H TPOMEKYTOUHOU
aTTecTalluu, a TaKKe MOMEIICHUs AJI1 CaMOCTOSITeNIbHOI paboThl, MacTepcKue U J1abopaTopuu,
OCHAIllEHHBIE 000pYyIOBaHMEM, TEXHHUYECKUMH CpeACTBaMH OOydYeHHs] U MaTepHallaMH,
YUUTBHIBAIOIIMMHU TPEOOBAHUS MEXTYHAPOIHBIX CTAaHAAPTOB.

3aHATHSA JIeKHHOHHOr0 THUNA. Y4eOHBbIC ayAWTOPUH JUIA 3aHATHHA JICKIMOHHOTO THUIIA
YKOMILIEKTOBAHbl MeOeIbl0 M TEXHUYECKUMH CpPEICTBAMU OOYYEHHS, CIyKallUMH IS
npencraBicHusl  yuyeOHOW — mHQopMmammu  (CTAalMOHApHBICE WM TEPEHOCHBIE  HAOOPBI
JEMOHCTPAIIMOHHOTO  000pyAOBaHusl  (MPOEKTOP, JKpaH, KOMIBIOTEP/HOYTOYK), y4eOHO-
HarsiiHble TocoOust (MpEe3eHTalM MO TeMaM JICKIHi), OOecreyuBaromye TEeMaTHYECKUe
WJUTIOCTPAINK, COOTBETCTBYIOIINE JAHHON MTPOrpaMMe IUCHUTUIIHHBL.

3aHATHA CeMUHAPCKOro THMA. J[J1s MPOBEACHUS NMPAKTUYECKUX 3aHITUN UCIIONB3YeTCs
yuyeOHasi ayAuTOpHs, YKOMIUIEKTOBaHHAsh MeOeNIbl0 M TEXHHUYECKHMMH CpPEICTBAMHU OO0y4YeHHS,
CIy’)KalllUMHU  JUTsI TIPEJCTaBIeHHUA y4eOHOW WHQOpManuu (CTalMOHAPHBIE WM TEPEHOCHBIC
HaOOPBI JEMOHCTPALIMOHHOTO 000pyAOBaHUS (IIPOEKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK).

IIpome:xkyTounass arrecrauus. U1 NpoBeNeHUs INPOMEKYTOYHOW aTTeCTalluu 110
JTUCIUILINHE MCIIONB3YIOTCS KOMIBIOTEPHBIE KIIACCHI, OCHAIICHHBIE KOMITBIOTEPHOM TEXHUKOHU C
BO3MOXXHOCTBIO TMOJKIIOYEHUS K ceTu VHTepHeT M oOecredeHHeM J0CTyla B 3JIEKTPOHHYIO
nH(OPMALIMOHHO-00pa30BaTEeNbHYI0  CpEely YHUBEpPCHTETa W/WIM  Yy4eOHble ayIuTOpUH,
YKOMITJIEKTOBaHHBIE MEOEIBIO U TEXHHUECKUMHE CPEJICTBAMU OO0 yUCHHS.

CamocrositeibHass padora. [lomemeHuss s caMOCTOSTENBHONW pabOThl OCHAIIEHBI
KOMITBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO TOJAKIIOYEHHS K ceTH «VHTepeHeT» M JAOCTYIOM K
JIEKTPOHHON HMH(OPMaIMOHHO-00pa30BaTEIbHOW cpeAe yHuBepcutTeTa. Jlias opraHumsanuu
CaMOCTOATENbHON PabOThl 00YUYaIOIIUXCS UCTIONB3YIOTCS:

KOMIIBIOTEPHBIE KJIACChl YHUBEPCUTETA;

Ooubnmoreka (Menuaszan), HMeEIOIas MecTta s OOy4alollMXCs, OCHAICHHBIC
KOMITBIOTEPAMH € JJOCTYIIOM K 0a3aM JaHHBIX U ceTH VIHTepHeT.

DyleKTpOHHAsT MH(OPMALMOHHO-00pa3oBaTejibHass cpena yHuBepcutera (IUOC).
Kaxnpiii oOydaromuiicss B TeueHUE BCEro mepuoja oOyueHusi oOecnedeH HWHANBHUAYaIbHBIM
HEOTPaHUUYEHHBIM JOCTYIIOM K 3JIEKTPOHHOW HWH(pOpPMallMOHHO-00pa30BaTeIbHON  cpefe
yuuBepcureta (OMOC) http://sdo.tolgas.ru/ u3 mo6oi TOYkH, B KOTOPOH HMMEETCSl TOCTYH K
WH(POPMAITMOHHO-TEIEKOMMYHUKAITMOHHOW ceTu "MHTepHeT", Kak Ha TepPUTOPUN YHUBEPCUTETA,
TaK U BHE €e.

6. OCOBEHHOCTHU OPIrAHM3ALIUMW OBYYEHUA JJsd JMLO C
OI'PAHUYEHHBIMU BO3MOKHOCTSAMMU 310POBbA U UHBAJIN1OB

[Ipn HEeoOxoamMocTH pabouas MporpaMMa MOXKET OBITh aJalnTUpPOBaHA ISl OOeCreYeHUs
00pa30BaTeNpHOTO MPOIecca UHBAIHIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH 3/I0POBbSI, B
TOM YHCJIE Il AUCTAHIIMOHHOTO oO0yueHus. Jlimst aToro TpeOyercs 3asBIEHUE CTyleHTa (ero
3aKOHHOTO TMIPEJCTABUTENS) M 3aKIIOUYEHUE TMCUXOJIOr0-MEIUKO-TIeJarOrMuecKoil KOMHUCCUU
(TTMTIK).

B cnyuae HeoOxomumocTH, OOydYaromUMCS W3 YWCIA JMI] C OTPaHMYECHHBIMU
BO3MOKHOCTSIMA 37I0pPOBbsI (IO 3asiBJICHUIO OOyYaromerocs) a id HHBAIMIAOB TaKXe B
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COOTBETCTBUH C MHIVBHUIYaJbHON MPOrpaMMON peaOWIMTaIlii WHBAIWIA, MOTYT IpeIIaraTbCs
CIIEAYIOIIME BapHaHThl BOCIPHUATHA YueOHOM HH(OpPMAIMM C YY4eTOM HUX HHIAMBHIYaTbHBIX
NMCUXO(U3NIECKUX OCOOECHHOCTEH, B TOM YHCJIE C NMPUMEHEHHEM DJJIEKTPOHHOTO OOY4YCHHS W
IUCTAHIIMOHHBIX TEXHOJIOTHH:

- JUIS JIMIl C HapYyLIEHUSIMU 3PEHUsS: B Me4aTHOM (opme yBenu4YeHHBIM HIpudToM; B
dbopme SIEKTPOHHOTO JOKyMeHTa; B ¢dopme ayauodaiina (mepeBoa ydeOHBIX MaTepuajoB B
aymuodopmar); B medaTHod (opme Ha s3bIKe bpaiins; WHIUBUIYalbHBIC KOHCYIBTAIIMH C
MIPUBJICYCHUEM CYpPIOTIEPEBOIYNKA; HHINBUAYAIbHbIE 3aJaHUsI U KOHCYJIbTAIINH;

- Ul JIUII C HAapYLICHUSIMHU ClIyXa: B Ie4yaTtHoW Qopme; B ¢GopMe 3IEKTPOHHOTO
JOKYMEHTa; BUI€OMaTepHalbl C CyOTUTpaMH; UHAMBHyalbHbIE KOHCYJIbTALUU C MIPHUBICYCHUEM
CypAONEPEBOIYNKA; MHAUBUAYaIbHBIC 3aaHUA U KOHCYJIbTALUH;

- AJIg JIAL ¢ HAPpYICHUAMHU OIIOPHO-ABUIATCIIBHOI'O arrapara: B e4aTHOHU (bopMe; B
dbopMe DSIEKTPOHHOTO JOKYMEHTa; B Qopme ayauodaiina, WHANBUAYAIbHBIC 3aqaHUS U
KOHCYJIbTaIUH.
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7. ONEHOYHBIE MATEPHAJIBI (®OH/Jl OIIEHOYHBIX CPEACTB) AJIs
TEKYIIEIT'O KOHTPOJIA YCIIEBAEMOCTHA n MPOMEXYTOYHOM
ATTECTAIIMA

7.1. TunoBble KOHTPOJIbHbIEC 3aJaHMsl WM HMHbIE MaTepUAaJbl, HEOOXOAUMBbIE sl
OLEHKH 3HAHWN, yYMEHUi, HABLIKOB W (WJIH) ONBITA B XOJAe TEeKYHero KOHTPOJIS
ycreBaeMoCTH

TunoBsble 3aaHus K NMPaKTUIE€CKUM (CeMHHaPCKI/IM) 3aHATHUAM

1. CocraBbTte npukas «O miane meponpuatuii MuHucrepcTBa 3apaBooxpaneHus Poccuiickoit
Qenepau M0 peanuzanuu  ['eHepandbHOro  COTVIAlIEHUS MEXIy  OOLIEepOCCUHCKUMU
00BeIMHEHUSMUA  TPO(COIO30B,  OOIMIEPOCCHUCKUMU  OOBEAMHEHUSMU paboTojaTteneit |
[IpaButensctBoM  Poccuiickoii ~ ®enepaunu  Ha  2018-2020  roas»  MuHmMcTEpcTBa
3npaBooxpaHeHus Poccuiickont Penepanuu «BO MCIOJHEHHE» pacnopsbkeHus lIpaBurenbcrBa
Poccutiickoit deneparnuu o peanuzanuu [ eHepaaIbHOTO COTJIANICHUS MEXIY OOIIEpPOCCUHCKIMHU
Oo0BeIMHEHUSAMH  TIPO(COIO30B,  OOIMIEPOCCHUCKMMU  OOBEAMHECHUSMU pabdoTomareiei u
[IpaButensctBoM Poccuiickoit @eneparnuu Ha 2018-2020 roasl. Heo6xoaumo yTBepAHUTH ILIAH
MeporpudaTuii  MunucrepcrBa 3apaBooxpaHeHus Poccuiickoin @enepauuu 10 pead3aluu
COIJIAIICHMS, a TAKXKE IUPEKTOpaM JenapTaMeHTOB MUHUCTEPCTBA 3APABOOXPAHEHUS
Poccuiickoit @enepanuu o0ecieunTh BBINOJIHEHNE IUIaHa MEPOIIPUSITUNA B YCTAHOBJIIEHHBIE CPOKHU.
KoHTponb 3a ncnonHeHuEM IpuKa3a BO3JIOXKUTh HAa 3aMECTUTEIS MUHHCTpPA 3APaBOOXPAHECHMS
P®. Ilommucan mnpuka3 muHUCTpOM MunucrepcrBa 3apaBooxpaHeHus P®. Henocraromue
PEKBU3UTHI (J1aTa, HOMEP U T.J. IPUIYMaTh CAMOCTOSTENBLHO).

2. Odopmure OOBICHUTEIBHYIO 3alUCKy HadajJbHHKA IOPUAMYECKOrO OTAeda YIpaBieHUs
COLIMAJIbHOW MOJUTUKM Ha MMs 3aMECTUTElNs HauvalbHHKA YmpasieHus. Opuaudeckuil otnen B
COOTBETCTBHUH C IIPUKAa30M HaudajdbHuKa YmpaiaeHus ot 14.10.2018 Ne 122 mommkeH ObL1
MIPEIOCTaBUTh B OTHEN KaJpOB MPOEKT rpaduka OTHYCKOB COTPYAHMKOB otraena Ha 2019 r.
22.11.2018, Ho He mpencraBuil. I'paduk ObLI MOATOTOBIEH U COTJIACOBAaH B YKa3aHHBIA CPOK, HO
HE NPEJCTaBI€H B OTAEN KaJgpoB H3-3a OOJIE3HH CEKpeTapsl Iopuaudeckoro otaena. Bcee
HEJO0CTAIOUINE JaHHBIE IPUYMATh CAMOCTOSTENBHO.

3. Odopmure cpouHyrO TelerpaMMmy, B TEKCT€ KOTOpPOM OT HMMEHM 3aBelyroliero kadeapoi
COLIMAJIbHOTO IpaBa MpPOCUTE Mpenceaaress palOHHOIO CyJa MOATBEPAUTHh y4acTHE B HAyYHOM
¢dopyme. Bece HepocTarone faHsble (apec, MMEHa, 1aThl U T.J.) IPUIYMaTh CAMOCTOSTEIBHO.

4. Odopmute TenedoHorpammy, B TEKCTE€ KOTOPOH MpenojaBaTeiad YHUBEPCUTETa MPUTIIaIatoTCs
Ha coBemaHue MertoaudyeckuMm — ympaBieHueM. OcTanbHble  PEKBU3UTHI  IPUIYyMaTh
CaMOCTOSITENILHO (J1aThl, MepelaBIIero, MPUHSIBIIETO U T.J1.).

5. CocTaBUTh 3aroJIOBKM 1€ AJI CUCTEMAaTH3alluu JOKYMEHTOB B Jiela (€70 U €ro CTPYKTYpy
CTYJEHT MPUAYMBIBAET CAMOCTOSITENILHO).

6. CocTaBUTh EPEUEHD JOKYMEHTOB, KOTOPBIE HE MOT'YT COCTaBJISATh KOMMEPUYECKYIO TalHY
YHusepcurera.

7. CocTaBbTe aKkT Ha cAayy Jen ObIBIIMM 3KOHOMHCTOM Typhupmbl «BOKpyr cBeTa» BHOBb
Ha3HAYEHHOMY CHELMAIUCTy. AKT COCTaBIISETCS C ydacTHEM MEHemKepa (QHUpMbl M Ha
OCHOBaHUU TpHKa3a JupekTopa. B akTe HE0OX0AMMO yka3aTh KOJHMYECTBO IMEpe/laBaeMbIX
JOKYMEHTOB, MaINoOK, yTOYHWUTb, YTO BCE JOKYMEHTBHI COOTBETCTBYIOT YCTaHOBJIEHHBIM
dbopMaM U HaxoAATCSd B XOpolleM cocTossHUH. llepeyeHb HEOOXOOUMBIX MPHIOKEHUN
yKakuTe camoctoaTenbHo. ChenaiiTe aHanu3 oOpaslia akTa U COCTaBbTE aKT HA CHUCAHUU
MaTepHaIbHBIX [IEHHOCTEH.
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8. CocraBbTe MOJDKHOCTHYIO HMHCTPYKIIMIO MEHEKEpa 10 TYPHU3MY, BKIIOUYHMB CIIEIYIONIHE
paszaenbl:

- 0011IKE TOJIOKEHHUS;

— 3aa4u U QyHKITUH;

- paBa;

— OTBETCTBEHHOCTE;

B3aMMOOTHOIIEHMSI, CBS3H

9. Ilepeuncnure Bce JOKYMEHTHI 110 JTMYHOMY cocTaBy. CocTaBbTe:
— Bapuanrt 1. Pesrome.
- BapuanT 2. Xapakrepuctuka.
- Bapuant 3. ABTobmorpadusi.
- Bapuanr 4. JInunas kapTouka.
— Bapuant 5. TpynoBast KHHKKa.
— Bapuant 6. 3asBnenue o npueMe Ha padoTy.
— Bapuant 7. 3asBieHue 00 yBOJIbHEHUU.
- BapuanT 8. 3asBieHue o nepeBojie B APYrou OTAeII.
- Bapuant 9. [Ipuka3 o Ha3Haue€HUH HA JOJHDKHOCTb.
- Bapuant 10. [Tpuka3 06 yBOIbHEHHH.
10. CocraBbTe 1€710BOE TUCHMO:
— Bapuant 1. ConpoBoauTenbHOE MUCHMO.
. Bapuanr 2. I'apanTHiiHOE THCHMO.
. Bapuanrt 3. [IncbMo-HaIIoMUHaHHE.
- Bapuant 4. IadopManimoOHHOE THCHMO.
— Bapuant 5. Pexnamnoe nucbmo.
- Bapuant 6. [Iucemo-nipuriameHue.
— Bapuanrt 7. [Iucemo-3amnpoc.
- BapwuanT 8. [InceMo0-0TBeT Ha peKiamMaIuio.
- BapuanT 9. [lucemo-u3BeleHue.
- BapwuanT 10. [TuceMo-pexamariusi.
11. CocraBbTe TOKYMEHT:
- BapuanT 1. JloknaaHas 3anmcka.
- BapuanTt 2. AKT.
- Bapwuant 3. Tenerpamma.
— Bapuanr 4. Tenedonorpamma.
— Bapuant 5. CnpaBka.
— Bapuant 6. Cojika.
— BapuanTt 7. O0bscHUTENbHAS 3aITUCKA.

Tunosble TeCTOBBIE 3aJaHUA
Tema 1. JIOKyMeHT ¥ cMCTEeMBbI JOKYMEHTALUU

1. JlaiiTe onpenesieHne JOKYMEHTA:

a) MaTepHUaIbHBI 00BEKT ¢ MHGOpMaIuel, 3aUKCUPOBAHHON CO3/TaHHBIM YEIOBEKOM CIIOCOO0M,
JUTs1 €€ TepeIauy BO BPEMEHH M IIPOCTPAHCTBE

0) COBOKYITHOCTh PEKBU3UTOB O(HUIIHAIBHOTO MHChMa

B) CTaHJIapTHOE PacCIoyIOKEHUE MaTepraia

') TEKCT

2. Kaxkast ¢pyHKIUS OTHOCUTCS K OOUIMM (DYHKIIMSM JOKYMEHTA!
a) OOIIEKyJIbTYpHAs
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0) napopManMoOHHas
B) IIpaBOBast
T') YIOPSI0YMBAIOIIAS

3. JlokyMeHTalMOHHOE 00ecleYeHne yIpaBIeHUsI — 3TO:

a) MPOLECC YCTAHOBJICHUS U IPUMEHEHHUS IPABUJI C 1IEJIbIO YIIOPSI0UCHHUS 1EATEIbHOCTH B
JEJIONPOU3BOJICTBE

0) AesITeNBLHOCTD arlfapara yrpaBiIeHHs], OXBATHIBAIOIIAs BOIPOCH! TOKYMEHTHPOBAHUS
Oopranusanuu paboTsl ¢ JOKYMEHTaMH

B) COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSIEMBIX B OIIpe/IeJICHHON cdepe AesiTeIbHOCTH

') COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJIICHHBIX B COOTBETCTBUU C (POPMYIISIPOM JOKYMEHTA

4. UnTepBai — 310

a) pabouee mose

0) cimyxeOHOE 1moJTe

B) MOJIOXEHHUE Ta0yasTopa

T') PacCCTOSTHUE MEKIY OCHOBAHUSIMH CMEKHBIX CTPOK

5. Ha3zoBure 1Ba OCHOBHBIX (hopMmaTa, Ha KOTOPBIX OQOPMIISIOTCS TOKYMEHTHI
a) A5 (148x210 mm); A 3 (297x420 mm)
0) A4 (210x297 mm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mm)
r) A 3 (297x420 Mm); A 4 (210x297 mm)

Tema 2. OpFaHI/I3allI/IOHHO-paCHOPHIlI/ITeJII)HLIe AOKYMECHTBI

1. Ecnm pacriopsauTesibHasi 4acTh TEKCTa HAUMHAETCS CIIOBAMU “‘00sI13bIBa0”’, TO 3TO
a) MpUKa3

0) 3asiBIIEHUE

B) pacropspKeHUe

I') yKa3aHue

2. Ecnu pacniopsiautenbHasi 4acTh TEKCTa HAUMHAETCS CJIOBAMHU “TIpe/jiarai’’, To 3TO
a) mpuKas

0) pacniopspKeHHe

B) MHCTPYKIIUS

I') yKa3zaHue

3. NHdpopManimoHHO-CIIpaBOYHBII TOKYMEHT, COCTABIISIOLIUICS TPYIIION U1 A5
MOJITBEPXK/ICHUS YCTAHOBJIEHHBIX (DAKTOB — 3TO

a) TOKJIaJHAas 3armicKa

0) aKT

B) IIPOTOKOJI

I') OOBSICHUTENIbHAS 3alUCKa

Tema 3. KaapoBasi fokyMeHTaLMsA

1.OxapakTepusyiiTe ¢ TOUKH 3pEHUs TPUHAUICKHOCTH K PEKBU3UTAM CIEIYIOMNN (hparMeHT:
CornacoBano IOpuct nuunas noanuces M.K. Bacumok 10.11.2015

a) aapec

0) pe3omtonus

B) BU3a

r) rpud yTBepKaeHus
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2. B kakoM mnajiesxe yKa3bIBaIOT JOKHOCTb JIMIA, KOTOPOMY aJpeCcOBaH JOKYMEHT:
a) B umenurensHoM

0) B narensHOM

B) B ponurensuom

r) B BuHUTETEHOM

3. CocraBiieHHEM KaKuX JOKYMEHTOB COPOBOXIaETCs TpHeM Ha paboty?
a) pe3roMme;

0) TPyIOBOI KOHTPAKT;

B) IIpUKa3 O MpueMe Ha padoTy;

I') aHKeTa;

1) CITy>)keOHas 3aIlucKa O TIepeBo/ie paOOTHHUKA HA IPYTYIO TOJKHOCTb

4. KT0 moJanuchIBacT NEPBYIO CTPAHUILY TPYAOBOW KHUKKH?
a) U110, OTBETCTBEHHOE 32 MX BbIJIAYY;

0) caM paOOTHHK.

B) PYKOBOJUTEIIb OpTaHHU3aINH;

T') FOPHCT;

5. YkaxuTe, 4TO SABISETCS] OCHOBAHHEM JIJIsl COCTABJICHHUS MIPUKa3a O pueme Ha padboTy?
a) 3asBJICHHUC;

0) aBToOMOTpadus;

B) aHKETa;

T') XapaKTepUCTHKA.

Tema 4. /loroBopHO-nIpaBOBasi JOKYMEHTALUS

1. Kakue GpopMbI U3T10KEHHS UCTIONB3YIOT B MUChMax?
a) OT IEPBOTO JIMIIAa MHOXXECTBEHHOI'O YHCIIA;

0) OT EPBOTO JIUIIA €IUHCTBEHHOTO YNCIIa;

B) OT TPETHETO JINIA €AUHCTBEHHOI'O YHCIIA;

I') OT BTOPOTO JIWIAa €AMHCTBEHHOTO YnCiIa

2. Kakue ¢opmarel Oymaru JOMyCTHMBI JUTsl HATMCAHUS I€TIOBBIX TTHCEM?
a) A4,
0) AS;
B) A3;
r) A6.

3. Haiite onpenenenue popmysipa-oopasia:

a) COBOKYITHOCTh PEKBH3UTOB JIEJIOBOTO MTUChMaA

0) COBOKYITHOCTB PacIOJI0KEHHBIX B ONPEICICHHOH IMOCIe0BATEILHOCTH PEKBU3UTOB,
MPHUCYIIUX BCEM JTOKYMEHTaM OMpPEICICHHON CHCTEMbI IOKyMEHTAIIUN

B) COBOKYITHOCTb PEKBHU3HUTOB MIPHKa3a

') COBOKYITHOCTh PEKBH3UTOB aKTa

4. Ha3oBHTe pEKBHU3UT, HE BXOJAIINN B GOPMYIISIp yCTaBa
a) Ha3BaHKe OpraHu3aluu

0) HaMMEHOBaHWE MUHUCTEPCTBA WM BEOMCTBA

B) HANMEHOBAaHUE BHJIA IOKYMEHTA

I) agpecar
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Tema 5. IloHsiTHE TOKYMEHT0000POTA, PErUCTPALNS T0KYMEHTOB

1. lokymMmeHTOOOOpOT — 3TO:

a) J_—[BI/I)KGHI/IG JOKYMCHTOB B OpraHu3alv ¢ MOMCHTA IIOJTYUCHUA UKW CO3AaHUA OO0 3aBCPIICHUA
WCTIOJTHEHUS, OTIIPABKHU aJIpecaTy WK HAIpaBJICHUU HAa XpPaHCHUE B JIEJI0

0) JIBmxeHne JOKYMEHTOB MEX]ly OpraHU3aLlUsIMHU

B) J[BMKEHUE TOKYMEHTOB MEX/y OPTaHU3aIlUei U OpraHaMH TOCYJIapCTBEHHOM BIIACTH

2. KakoBa ocHOBHas 3a/1a4a JIOKyMEHTO000pOTA!
a) OpICTpOTA B ABMKEHUHU JOKYMEHTOB

0) MaKCUMHU3aLUs JOKYMEHTOIIOTOKA

B) IPSIMOTOYHOCTb B IBUKEHUH TOKYMEHTOB

3. C kaKoii 1eibio He0OXO0AMMO BECTH YUET JOKyMEHTOo0opoTa?

a) JUTSL ONIPEJICIICHUS 3arPY3KH MOpa3IeICHI, OTIACIbHBIX pA0OTHUKOB U OPTaHU3AIMH B LIETIOM.
0) /U1 TOBBILICHUS/TIOHMYKEHHUS 3apab0OTHOM TUIAThI OT/ICIbHBIM PAOOTHHKAM B 3aBUCHMOCTH OT
3arpy3ku paboToM ¢ JOKYMEHTaMHU;

B) JUUIS OINpeelicHUs] HEOOXOMMOI0 KOJIHUECTBA KaHI[TOBAPOB;

T) ISl CTATUCTHUKH,

4.YTo npeamnoiaraeT KOHIEMIHUS 3JIEKTPOHHOTO oduca?

a) BCECTOPOHHIOK aBTOMATH3AIIUI0 CUCTEMBI JJOKYMEHTOO00POTA.
0) aBTOMaTHU3aLHMIO MIPOIIECCa CO3aHNs JOKYMEHTOB;

B) aBTOMATH3AIIMIO TIpoliecca MHOOPMAIIHOHHOTO OOMEHA;

') aBTOMATHU3AIMIO MpoIecca 00paboTKH TOKYMEHTOB;

Tema 6. Opraﬂmaunﬂ ONEPATUBHOI0 M APXMBHOI'O XpaHCHUA JOKYMCHTOB

1. B HOMEHKJIaTypy JieJ BKJIIOYAIOTCS:
a) Bce Jiea OpraHu3aluy, KypHaIbl perHCTPallui, CIPAaBOYHbIE KAPTOTEKH
0) Bce BXOAsIIUE, UCXOAIINE U BHYTPEHHHUE TOKYMEHTBI OpraHU3aIiu
B) Jlesla M JOKYMEHTHI OpraHu3aliu, KOTOpble OTHOCATCS K paboTe ¢ KajJpaMH B OpraHU3alluu

2. Kakoe 13 HIKe PUBEIECHHBIX YTBEPKICHUI SIBISIETCS BEPHBIM:
a) Homenkmarypa men paspabaTbiBaeTcs TIOCIE CO3JIAHHUS OpPraHM3allMd W JCUCTBYET
O6eccpouHo
0) Homenkmatypa nenm paspabaThIBaeTCsi TMOCJIE CO3JaHUs OpPraHU3allud H  E€XEroaHO
nepeyTBepKIaeTCs
B) HomenknaTypa nen pazpabaTbsiBaeTCst TIOCIE CO3[aHUs OPTaHU3AINU U TIEPEyTBEPIKIACTCS
OJIMH Pa3 B MSITh JIET

3. Yto BKIIO4abeT B ceOs MoIHOE opopMIIeHHE Jena:
a) Ileperuter nema
6) Hymepauus nucros
B) CocraBlieHHUE JHCT-3aBEPUTEIIS
r) OrmnucaHue JOKYMEHTOB, XpaHSIIUXCS B JIeje
n) OdopmieHne peKBU3UTOB OOJIOXKKH Jieia

Tema 7. Opranusanusi padorsl ¢ KOHPUICHINATbHBIMHA J0KYMEHTAMHU

1. Kakue qOKyMEeHThI MPU3HAIOTCS KOHPUACHINATbHBIMU B IPEPUHUMATEIBCKUX CTPYKTYpax?
a) cojepiKallre CBEJCHUs, KOTOPbIe UX COOCTBEHHUK B COOTBETCTBHH C JICHCTBYIOIIUM
3aKOHO/IaTE€ILCTBOM MMEET IIPaBO OTHECTH K KOMMEPUYECKOW TalHe.
0) coxepikalye CBEICHUS O pe3ylbTaTax paboThl MPeANpHUITUs (OpraHU3alum);
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B) CO3[aBaeMbI€ M0 JIF0OOMY BONPOCY IPOU3BOJCTBEHHO-X035IIICTBEHHOMN A€ATEIbHOCTH
MPEANPUATHS;
I') OTHOCSIIIMECS K IPYIIe OpraHu3alMoOHHBIX (Y cTaB, yupeIuTeNIbHbIN 10T0BOp U JIp.);

2. Ha kakue Tpymibl moapa3aemsioTcs JOKYMEHTBI, COAepIKaIue HH(HOPMAIIUIO ¢ OTPAHHYECHHBIM
JOCTYTIOM?

a) CEKpETHbIC M KOH(HICHIINATbHBIE;

0) OTKPBITBIC U 3aKPBITHIC;

B) KOH(HICHIIMATHHBIC H OTKPBITHIC,

I') CEKPETHBIC U COBEPIICHHO CEKPETHEHIE.

3. I'me Ha Ganke KOH(PUIEHIIMAIBHOTO JOKYMEHTA pacrojaraercs rpud orpaHuueHus 10cTymna’?
a) B IPABOM BEPXHEM YTIY;
0) B JIECBOM BEpXHEM YTy,
B) B IIPaBOM HMKHEM YTIIY;
I) BJIEBOM HI)KHEM YTIy.

4. KTo uMeeT mpaBo MPUCBOCHUS U CHIATHS rpuda KOHOUICHIIMATEHOCTH JOKYMEHTaM
npeanpusiTis?

a) BBICIIIEE PYKOBOJICTBO;

0) yupenurenu;

B) PYKOBOJUTEIb OT/I€]a J€I0IPOU3BOJICTBA;

I) IOPUCKOHCYIIBT.

5. Uto BXOAHT B 00S3aHHOCTH KOMHUCCHH 110 KOH(PHICHITHAIIEHOMY JOKYMEHTO000pOoTY?

a) orpeJeseHue KOH(UACHIMAIBHBIX JJOKYMEHTOB JJIsl apXUBHOT'O XpPaHEHMSI WU
YHUYTOKCHUS, TIPOBEPKA HATTMYUMS KOH(DUICHINAIBHBIX JTOKYyMEHTOB;

0) mpoBepka Kpyra JIUL, 03HAKOMJIEHHBIX ¢ KOH(UIEHIIUAIbHBIMU JOKYMEHTaMH;

B) ompejieneHne KOH(UIEHIMAIbHbIX JOKYMEHTOB JUIsl CHATUA Iprda KOH(UIEHIIMATBHOCTH;

') ompeaesieHne KOHPUASHINATbHBIX JOKYMEHTOB, HEOOXOAUMBIX /ISl IPUHSTUS
YIIPABICHUYECKUX PELICHUM.

6. Kaxue rpudsr MoryT OBITH IPOCTABIICHB! HA KOHPHUICHIINATBHBIX JOKYMEHTaX?
a) KOMMepuecKas TaiiHa;
0) OaHKOBCKas TaiiHa;
B) rocyJIapCTBEHHas TailHa;
I') CEKPETHO.

7.2. TunoBble KOHTPOJIbHbIE 3aJaHUSI MJIH HMHbIe MATEpPHAJIbl, HEOOXOAUMbIE JIf
OLIEHKHU 3HAHUI, YMEHM i, HABBIKOB U (MJIM) ONbITA B X0/1€ MPOMEKYTOYHOM aTTecTalluu

dopma npoBeACHHS MPOMEKYTOYHON aTTeCTAlUU MO TUCIUIUIMHE: 3a4eT (110 pe3yabTaTam
HaKOIMHUTEJILHOTO PEUTHUHTA WK B (pOpME KOMITBIOTEPHOTO TECTUPOBAHUA).

YcTHO-IUCbMeHHas ¢opMa MO SK3aMEHAIIMOHHBIM OWjIeTaM [MpearnoyiaraeTcs, Kak
MPaBWIO, ISl CAYU aKaJeMUYECKOU 3a/I0J>KEHHOCTH.

KoHTposp U olleHKa pe3ynbTaToOB OCBOCHHUS AUCUHUIUIMHBI B YaCTH CHOPMUPOBAHHOCTH
obmux kommereHnuii U ux gacreir (OK 1,0K 2,0K 3,0K 4,0K 5,0K 8, OK 9 ) ocymiecTBiseTcs
mpernojaBaTesieM B XOA€ TEKYIIEro KOHTPOJsSl YCIeBaeMOCTH (B TpoIlecce MPOBEICHUS
MPAKTHYECKUX 3aHATUH, TECTUPOBAHMS, OTIPOCOB H JIP.).

B xone nmpoBeneHus 3adera OCYLIECTBISAETCS KOHTPOJIb U OLIEHKA PE3YJIbTaTOB OCBOCHUS
poeCCUOHABHBIX KOMIIETEHIIUN U UX YaCTeH.
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Bomnpocskl 11 MOATOTOBKH K MPOMEKYTOYHOM aTTecTanum (3a4er)

Tema 1. JlokyMeHT 1 cucrembl JokyMenTanuu (IIK 1.3)

NGO~ WNE

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.

JlaiiTe onpeneneHue 10KyMeHTa

Haiite onpenenenue popmyispa-odpasua

JlaTta noxyMeHTa — 3TO

JaiiTe onpeeneHre JOKYMEHTAlMOHHOIO 00eCIIeYeH s yIIpaBIeHUs

Uto Takoe EI'CJ1?

Jaiite onpeneneHue peKBU3UTa

Ilepeuncnnre OCHOBHbIE BU/IbI OJIAHKOB

Ha3zoBuTe BBl MHUCEMEHHBIX TOKYMEHTOB, KOTOPBIE BXOJST B COCTAaB YHH(PUIIMPOBAHHOMN
CUCTEMBI OPTaHU3ALMOHHO-PACIIOPSIAUTEIbHON JOKYMEHTALIN?

Yro takoe popmyisip JoKymeHTa?

OT yero 3aBUCUT KOHKPETHBII HAOOp HEOOXOAUMBIX PEKBU3UTOB Ha IOKyMeHTe?

Kakwue Bupl 6J1aHKOB yCTAHOBJICHBI ISl OPTaHU3ALUH, €€ CTPYKTYPHOTO TOAPA3IeICHHs U
JOJKHOCTHOTO Juna?

Korna Ha nokymMeHTax npUBOISAT COKpAIIEHHOE HAMMEHOBAaHUE OpraHu3auuu’?

Kaxoilt MOMEHT MOKET CUMTATHCA OCHOBHOM 1aTOM JOKyMeHTa?

Uro BKIIOYaeT B ce0s pe30idronus, HANMCaHHAs Ha JIOKYMEHTE COOTBETCTBYIOILHUM
JOJDKHOCTHBIM JIMLIOM?

CBsI3HBIN TEKCT, KaK MPaBUJI0, COCTOUT U3 IBYX YacTei. UTo yKa3pIBalOT B EPBOil yacTtu?
UYro BKIItOUYaeT B ceOsl BU3a COITIACOBAHUS JIOKyMeHTa?

[lepeuncnure aneMeHTsl pekBu3uTa «llognucey

Kak odopmiuserca pomxHOCTh B pekBu3ute «lloamuch» nmpu noanvcaHuM JAOKYMEHTa,
COCTaBJIEHHOI'O KOMHMCCHUEH?

Ilepeuncaure ocHOBHbIE (DYHKIIMM JOKYMEHTA

B coorBeTcTBUM C KakMMHM JOKyYMEHTaMHM IIOMEUIAlOT Ha OJlaHKaX OpraHu3aluu ee
ambemy?

B yem cocTout cyTh yHU(PUKALUU JOKYMEHTOB?

Yro Takoe A3bIKOBbIE (GOPMYIIbI?

Oxapakrepu3yiiTe C TOYKM 3pEHHUS MPUHAIJIEKHOCTH K PEKBU3UTaM CIIETYIOIIUN
¢parmenT: O6 HHPOPMALIMOHHOM 0OecTIeUeHIH

Oxapakrepu3yiiTe C TOYKM 3pEHHUS MPUHAAJIECKHOCTH K PEKBU3UTAM CIEAYIOLIUI
¢parment: YTBEPXIAKO dupextop n/n N.0.D. 13.02.98

Oxapakrepu3yiiTe C TOYKM 3pEHHUS MPUHAAJICKHOCTH K PEKBU3UTAM CIEAYIOLIUI
¢parment: FOpuct 1/m U.K. Cumonos 10.11.2004

OxapakTepu3yiTe ¢ TOUKH 3pEHUs pEeKBU3UTOB cienyromuil pparment: «Bx. Ne 0000 Jlata
00.00.00»

OxapakTepu3yiTe ¢ TOUKU 3pEHHs] PEKBU3UTOB CIEAYIOUINI (hparMeHT: “IpuioxKeHHue: Ha
3 71.B293K3.”

Kax M0o»xHO oxapakTepu30BaTh JOKYMEHT- HHCTPYKIUIO IO EIONPOU3BOJCTBY?
OxapakTepHu3yiTe ynpaBiIeHYECKYI0 HHPOPMALIUIO

OxapakTepu3yiiTe ¢ TOUKU 3pEHMs MPHUHAJICKHOCTH K PEKBU3UTAM JaHHBIA (parMeHT:
Pextopy HoBocubupckoro ynuepcutera rocnoauny Cwmonkuny C.A. 634635 .
HoBocubupck yn. Jlenunna, 1. 15.

JlaiiTe XapakTepUCTUKY TpadapeTHbIM JOKYMEHTaM

Urto coboii mpeAcTaBiIseT JyOJIUKaT JOKyMEHTA?

JlaiiTe XapaKTepUCTUKY JOKYMEHTA

OxapakTepu3yiTe ¢ TOYKM 3pEHUS NPUHAMICKHOCTH K PEKBU3UTAM CIEAYIOIIHN
¢parment: BEPHO Cekpetapb-pedepent nuunas noganuck UK. Penuna
OxapakTepu3yiiTe C TOYKM 3pEHHUS MPUHAAJICKHOCTH K PEKBU3UTAM CIEAYIOLIUI
¢parmenT: ['eHepanbHblil qupexTop JTuuHas noanuck B.A.benkun
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Tema 2. OpranusaunoHHo-pacnopsiauTeabHble 10KyMeHThI (ITK 1.4)
Yro npexncrasnser coboit [OCT P 7.0.97-2016?
Ha kakue noxymenTtsl pacnpoctpansercs ['OCT P 7.0.97-20167?
UTto npeacTaBisiFoT co00i OpraHU3aIMOHHBIC JOKYMEHTBI?
Yto Takoe opraHU3aMOHHO-PACIOPAIUTENbHAS JOKYMEHTAIHS?
Urto Takoe mraTHOE pacnucanue?
PackpoiiTe conepxanue JOJKHOCTHON MHCTPYKIIMHU
Kak MO>KHO 0XapaKkTepHu30BaTh TOKyMEHT- yCTaB?
Kak M0OXHO oXapakTepu30BaTh JOKYMEHT- MOJIOXKEeHHE?
Kak MOXHO oXapakTepu30BaTh JOKYMEHT CTPYKTYypa U IITaTHAs. YUCIEHHOCThH?
. Ilepeuncnure BOMPOCHL, KOTOPBIE OTPAXKAIOTCS B MPAaBWIIAX BHYTPEHHETO TPYIOBOTO
pacropsiika
11. Yro comepkuTCs B KOHCTATHPYIOUIEH YacTH paclopsIIUTEILHOTO JOKYMEHTa?
12. Kak MOXHO 0XapaKkTepH30BaTh JOKYMEHT- IpUKa3?
13. Yem HauMHaeTCs pacrnopsaUTeIbHAs YaCcTh TEKCTa MpUKa3a?
14. Kak MOXHO 0XapaKTepH30BaTh JOKYMEHT- pacropsoKeHue?
15. Yem HaunHaeTCs pacnopsiAUTeNbHAs YaCTh TEKCTA paclopsKeHUs?
16. Kak MOXHO 0XapaKTepH30BaTh JOKYMEHT- yKa3aHUE?
17. Yem HauMHaeTcs pacrnopsiinTeNbHAs YaCTh TEKCTA yKa3aHus?
18. Yro npencrasiser coboi pemenue?
19. Yem HaumHaeTCs pacropsaUTeIbHAS YaCTh TEKCTA PEIICHUS ?
20. Kak MOXHO 0XapaKkTepu30BaTh HHPOPMAIIIOHHO-CIIPABOYHBIE JOKYMEHTHI?
21. lepeunciaure MHPOPMALTMOHHO-CITPABOYHBIEC JOKYMEHTBI
22. Kak MOXHO 0XapaKkTepu30BaTh JTOKYMEHT- IPOTOKOI?
23. Kakoe OCHOBHOE TMpaBWJIO, KOTOPOTO CJCAyeT TPHUICPKUBATHCA TPU  TOjaue
TeneoHorpamMmbl?
24. Uto npeacrapiisier co00# MICbMO-HAIIOMUHAHUE?
25. K mucemy mpHKiIaabIBacTCsl MOJOXKEHHE O KpeauToBaHuu. Kak odopmuTh OTMETKY O
HAJIMYUN TPUIIOKEHUS, €CITH OHO HAa3BaHO B TEKCTE MUChMa?

CoNoR~WNE

[EEN
o

Tema 3.Kaaposas noxymentauus (I1IK 1.4)
Yro mpencrasinsier co00i KagpoBasi JOKyMEHTaLus ?

[Tepeuncnure o0s3aTeNbHBIE KaIPOBbIE TOKYMEHTHI

Yro mpencrasinseT co0oi KaJpoBoe A€T0NPOU3BOJICTBO?

Kakmue cBeieHus 3annchIBaloTCs B TPYIOBYIO KHUXKKY?

Yro ukcupyer TpyaoBoii 10roBop?

Uto npezacTasiseT co0oil JinuHas KapToyka paboTHUKA?

JlaiiTe XapakTepUCTUKY IUTaTHOMY pAacHHCaHUIO, Kak 00s3aTeJbHOMY KaJpOBOMY
JOKYMEHTY

8. SIBisiercs M TOJDKHOCTHAS MHCTPYKILIMS 0053aTENIbHBIM JOKYMEHTOM KaJpOBON CITY>KObI?

9. SBnsiercst 1 TpaduK OTITYCKOB 00S3aTEIBHBIM JTOKYMEHTOM KaJIpOBOH CITYKObI?

10. Kakyto yHKIIMIO BBIITOJIHSAET TPYAOBas KHIKKA B TPYIOBBIX TPABOOTHOIICHHSIX ?

11. CocTraBneHueM Kakux JOKYMEHTOB COTIPOBOXIAETCS IPUEM Ha MOCTOSTHHYIO paboTy?

12. Kakue rpynmnsl JOKYMEHTOB BXOJST B COCTaB JIMYHOTO jaerna?

Noogok~wdPE

Tema 4. loroBopHo-npaBoBas nokymenranus (IIK 1.1, IIK 1.2, IIK 1.6)
1. Yro mpencrasmusier coboit qorosop?
2. Yto oTpaxaroT B J0roBope?
3. TlepeuncimTe peKBU3HUTHI JOTOBOpA
4. TlepedncTuTte BUABI TOTOBOPOB
5. PackpoiiTe CylHOCTb 10roBOpa KyIUIH-IIPOJAXH
6. PackpoiiTe cylHOCTb 10roBopa mnoapsaa
7. PackpoiiTe CyIIHOCTh AOrOBOpa MeHa
8. PackpoiiTe cyliHOCTb 10rOBOpa JapeHus
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9. PackpoiiTe CylIHOCTh JOTOBOpPa apeH bl (MMYIIECTBEHHOTO HAaeMa)

10. IMepeuncnute BUIBI JOTOBOPOB KYILTU-TIPOIAXKU

11. Kakue TOKyMEHTBI OTHOCATCS K TIPETEH3NOHHO-UCKOBOM JIOKYMEHTAIuu?
12. Kakue nrcbMa Ha3bIBAIOTCS MIPETEH3MOHHBIMU?

13. B xakom ciyuae cocTaBisieTCsl HCKOBOE 3asiBJICHUE?

Tema 5. IlonsiTHe TOKyMeHTO000pOTA, perucTpanus fokymenTos (IIK 1.4)

NN E

UTo BXOJUT B MOHATHE TOKYyMEHTO000pOT?

Urto npeacTaBisieT co00i 1eI0nporu3BOACTBO?

Uro Takoe 00beM JOKYMEHTO0OO0poTa?

KaxoBa ocHOBHast 3a1a4a T0OKyMeHTO000poTa?

JaiiTe onpezieneHre YHUBEPCATHbHOMY JOKYMEHTOO00POTY

UTto Takoe onepanoHHbIH JOKYMEHTO000POT?

Uro maer pacueT oObeMa JOKyMEHTOo0OopoTa?

Kakwue 3a1aun 10KkyMeHTO000pOTA peraeT perucTpanus JOKyMEeHTOB?

Tema 6. Opranusanusi onepaTUBHOI0 U APXMBHOI0 XpaHeHus 1okymenTos (IIK 1.3)

CoNO~wWNE

Yro Takoe HOMEHKIATypa Aei?

[lepeuncnure Mocae10BaTEILHOCTD ITANOB PAa3pabOTKU HOMEHKIATYPHI [T
[lepeuncnure BUAbI HOMEHKIATYP A€

UYro npencrasiiger co0oi TUIIOBAs HOMEHKJIATypa J1ei?

Kaxue opraHn3zanvoHHbIE JOKYMEHTHI JIEKAT B OCHOBE PACIPEEIICHNS JOKYMEHTOB?
Kakue noxyments! HE BkiIto4aroTCsl B HOMEHKIATYpPY A€ OpeanpusTus?

BoiaenuTe 3Tamsl NOArOTOBKU TIOKYMEHTOB K apXUBHOMY XPaHEHUIO

[lepeuncnure Mocne10BaTENILHOCTD HOTHOTO O(OpMIICHHS A€ B OpraHU3aluu
[lepeuncnure nocnen0BaTEIbHOCTD OJIHOTO 0(OPMIICHUS JIeJl B OpraHU3al|u

Tema 7. Opranuszanusi padorsl ¢ KOHpUIeHIHaIbHbIMU JoKyMeHTamu (IIK 1.3)

oo

1. Yro npencrasnser co0oi KOH(PUIEHITNAIBHBIN TOKYMEHT?
2. Yro BKIIIOYAIOT B ce0s KOH(UAECHIIMATBHBIE TOKYMEHTBI B TOCYAAPCTBEHHBIX CTPYKTypax?
3. Uro BKIIOYAIOT B ce0s KOHGUACHIINATBHBIE IOKYMEHTHI B TIPEANPHHUMATEIECKUX

CTPYKTypax?

4. Kakoe 3HaueHHe UMeEeT NpaBUIbHAs OPraHU3alMs KOH(PUIEHIINAIbHOTO

JeJONPON3BOICTBA?
Kakum rpudom MOTYT OBITh OTMEUEHBI KOH(PHICHITHATBHBIE JIOKYMEHTHI ?
Uro npeaycMaTpuBaeT Mopsiiok oOpaiieHus ¢ KOHPUACHIINAaTIbHBIMU JOKYMEHTaMU?

7. Kaxk opranusyercs XxpaHeHUuEe KOHPHUIECHIINAIbHBIX JOKYMEHTOB?



