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PaGouasi nporpamMa AucUMIUIMHEBL «JlOKyMCHTHpOBaHHE YNpaB/eHYECKOH
JieATeNbHOCTHY paspadorana Ha ocuose PI'OC BO 38.03.02 Menemxmenrt,
VTBEPKACHHOrO npukazom MunHCTepeTBa HayKH W Bhiciiero obpasosanus Poc-
cuiickoii Meneparmn 12 asrycra 2020 r. Ne 970.
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PaBouast nporpamma oOcykiueHa W peKoMeHA0BAHA K YTBEPKICHHIO pCLICHHEM
kadeapst ynpasienus u Mapketuura or 15.06.2021 r., nporokon Ne 20.
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I-p. 3KOH. HayK, npodeccop [~/  A.B. Toamayes

PaGouas nporpamma og00peHa Ha 3acelaHMi METOANYECKOH KOMHCCHH 3KOHOMM-
yeckoro (akyabrera, nporokon or 15.06.2021 r. Ne 12.
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METOAHYECKOH KOMHUCCHH . - A.B. Toamaucs
Jl-p. 9KOH. Hayk, rpodeccop

Pyxosoaurens
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1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBAaHUE YIIPABICHUYECKOMN Jes-
TEIBHOCTH» SIBJSIETCS (DOPMHUpOBAHHE KOMIUIEKCA 3HAHUNA 00 OpraHU3allMOHHBIX,
HAay4YHBIX M METOAMYECKHX OCHOBAX JIOKYMEHTHMPOBAHHS YIPABICHYECKOU JEsi-
TETHHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpUATUSA C HUC-
II0JIb30BAaHUEM COBPEMEHHBIX aBTOMATHU3UPOBAHHBIX TEXHOJIOTMI B YCIOBUSX WH-
HOBALIMOHHOT'O Pa3BUTHS.

3agauM AMCUMIIMHBI

— (opmupoBaHuE YMEHUHN U HABBIKOB B 00JIACTH CO3/1aHUS YIIPABICHUECKUX
JIOKYMEHTOB, 00JIaAAI0MIUX IOPUINUYECKON CHIION U CTIIOCOOHBIX C B YCIYKUTh (-
(EKTUBHBIM MEXAaHHU3MOM pEaIM3alMy YIPABIECHYECKUX PELIECHUH, a TAKXKE MOIIY-
YEHUE 3HAHUI O NPHUHIMIAX PalMOHAIBHOW OPraHU3aluu padO0ThI C JOKyMEHTaMU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOTO (POHIA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITy>KObl MPEANpUATUN, YUPEXKICHUNM U OpraHu3aluil B
YCIIOBUSAX PeaJIM3allii UHHOBALIMOHHBIX PEILICHUN;

— YCBOCHUE OCHOBHBIX HOPMAaTHMBHO-METOJMYECKUX MATEPUAIOB IO JOKY-
MEHTHPOBAHUIO YHIPABIECHYECKONU ACATEIBHOCTH; CYIIECTBYIOIIUX CTAHIAPTOB I10
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(ULIHUPOBAHHBIX
CUCTEM TOKYMEHTALUU;

— (opMHUpPOBAaHME HABBIKOB COCTABJICHUSI M PEIAKTHUPOBAHUSA CIYKEOHBIX
JOKYMEHTOB B COOTBETCTBHH C HOBbIMU poccuiickumu ['OCTamu.

2 llepeyeHb IUIAHUPYEMBIX pPe3yJabTATOB 00y4YeHHs] IO

AMCHMILJINHE, COOTHECEHHBIX C IIAHUPYEMbIMH Pe3yJbTATAMHU OC-
BoeHus OIIOII BO

B pe3yabTaTe ocBOeHMS THCIUIIHHBI (OPMUPYIOTCS CaeayOIIHe KOM-
neTeHnu:

OIIK-2. Cnocoben ocymecTBiaATh cO0Op, 00pabOTKYy M aHalu3 JaHHBIX,
HCOOXOMUMBIX JUIA PCIICHHS IIOCTABJICHHBIX YIPABICHYECKUX 3aaad, C
UCIIOJIb30BAHUEM  COBPEMEHHOI'O  HMHCTPYMEHTapus M HHTCIUICKTYaJbHBIX
UHGOPMAIMOHHO-aHATMTHYECKUX CUCTEM.

3 Mecto nucunmuindbl B cTpykrype OIIOII BO

«JlokyMeHTHpOBaHUE YIPABIECHYECKON MESITEILHOCTHY» SIBISETCS AUCITUTI-
auHoM obs3aTenpHOM yactu OITOIT BO moaroToBky o0yyaromuxcs Mo Hampasiie-
Huto 38.03.02 MeHeKMEHT, HallpaBJIeHHOCTh « THHOBAITMOHHBIA MEHEIKMEHT).

4 O0beM auCHMILINHBI (72 yaca, 2 3a4eTHBIC STUHUIIBI)
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Bunsl yueOHoI paboThI

O0beM, yacoB

Ounas OuyHo-3a04Has

KonrakTHasi padora 35 15
B TOM YHCIIE:
— ayIUTOpHAs 10 BUJAM YUEOHBIX 3aHATHI 34 14

— JIEKI[UHA 18 6

—— NPAKTUYECKUE 16 8
—— BHEAyIUTOpHAs

— 3a4er 1
CamocrosiTejibHas padoTa 37 57
Hroro nmo xucuuninHe 12 12

B TOM 4HCJIe B (hOpME MIPAKTUICCKON TTOITOTOBKU

5 Coaep:xanue TUCUUILIUHBI

[To uroram n3y4aemMoi IUCUUIUIMHBI O0yYaIOUIUeCs Cal0T 3a4eT.
JucuuninuHa u3ydaercs Ha 2 Kypce, B 3 ceMecTpe 10 yueOHOMY IUIaHy O4-
HOW ¢opMbl OoOyueHusi, Ha 2 Kypce, B 3 CeMecTpe Mo y4eOHOMY IUIaHy OYHO-

3a04HOM (POpMBI 0OyUEHUS.

CopepxxaHue u CTPYKTYpa JUCUMUILIMHBI 110 04HO# opme 00yueHust

Buapl yueOHo# padoThl, BKIIOYAs CAMOCTOS-
TeJILHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTH
g = (B yacax)
2=
= ¥ | = B TOM B TOM
SE|E
No Tewma. 22| 8 YHCIie B QMCIEB |
n/n OCHOBHBIE BOIIPOCHI =2 | 3 dopme | Ilpaktu- | dopme
25| 8| Jlex cTos-
&3 MPaKTH- | YeCKWe | MPaKTH-
& 2 1UH . . | TempHasd
YeCKOM | 3aHATHS | UYeCKOU
pabota
OJITO- MOJIro-
TOBKHU TOBKHU
BBenenne B QHCHMILIMHY: AOKY-
MEHT B CHCTeMe YNpaBJIeHHs
[penamer, 3agauu, CTPyKTypa JuC-
LUTUTAHBL. JokymMeHTHpOBaHuE
1 |ympaBneHueckoir  pgesitenbHocTH, | OITK-2 | 3 1 - - - 2
opraHuzanus paboThl ¢ JOKyMEH-
tami. OCHOBHBIE HCTOPHUYECKHE
3TaIlbl Pa3BUTHS JEONPOU3BOICTBA
B Poccuu.
YHaudukauusa u craHgapTUaums
yIpaBJjieH4YeCKHX JOKYMEHTOB
YHubukanuss © CcraHAapTH3aIVsL.
2 | Yaudukarms nokymeHtoB o ¢op-|OIIK-2 | 3 1 - - - 2
Me U cocraBy. YHu(ukanus Oy-
MaxHbIX QopmaroB (A3, A4, AS,
A6).




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJIbHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
qucie B
dopme
MPaKTH-
4ecKoi
MOJIro-
TOBKH

IIpaktu-
YECKHE
3aHATHUSA

B TOM
qucie B
hopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAsA
pabota

OKIIO, OKV]J, OKOHX. Tocy-
JapCTBEHHAsl CHCTEMa JOKYMEHTa-
IIMOHHOTO O0EeCTeUYeHHs YIpaBiie-
nus (CCAO0Y).

OcHoBHBIe mnpaBwia odgopmie-
HUSl YNPAaBJIEHYECKHX [TOKYMEH-
TOB

®opMynsip AOKyMeHTa. TumoBoi
¢dbopmynsap noxkymenra. Dopmysip-
obpasel. PEekBU3UT TOKYMeEHTa.

OIIK-2

Oco0eHHOCTH  COCTABJIEHMSI U
o(popMiIeHUSI OPraHU3ALMOHHO-
pacnopsAuTEIbHbIX IOKYMEHTOB
OpranuzaioHHO-
pacnopsiiuTeNbHAs JTOKYMEHTAITHSI.
Opranu3aioHHbIe JIOKYMEHTBI.
PaCHOpHI{I/ITGHLHbIC JOKYMCHTEIL.
HOKYMCHTI/IpOBaHI/Ie WHHOBAIIMOH-
HBIX TIporieccoB. JlokymeHTupoBa-
HHE pa3pabOTKH U pean3aiiy MH-
HOBAIlMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTaBJIEHHUSI H
oopMieHHs CIIPaBOYHO-
HH(pOPMALMOHHBIX U CIPABOYHO-
AHAJTUTHYECKHUX IOKYMEHTOB
CripaBoyHO-MH(POPMAIIOHHBIE  J10-
KYMEHTEI. CnpaBo4HO-
aHAIMTUYECKHUE JIOKyMEHTBHL.
CrpaBka Kak OCHOBHOH JOKYMEHT
JaHHOTO TumNa. JJOKyMeHTHpOBaHHE
KOJIJIETHAIBLHOM JICATCILHOCTH.
JoxmagHele W OOBSCHUTEIIBLHBIC
3aIIMCKU. 3asBIICHUC.

OIIK-2

Cay:xe0Hasi KOppeCcIOHACHIHS

CnyxebHas KOPPECTIOH/ICHITHSI.
Pa3HOBHIHOCTH [1€OBBIX IIHCEM.
Jlornueckas cxema pPacroJIOKEHHS
nH(popMaIuu B mHchMax. Mexmy-
HapoJHble nuchMa. JIOKyMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BaHNEC MHHOBAITMOHHBIX peIlIeHHﬁ.

OIIK-2

JloKyMeHTBI 110 JIMYHOMY COCTaBY
U BelleHHe KaJpPOBOi 1OKyMeHTa-
UM

JIOKyMEHTBl IO JUYHOMY COCTaBY
(mepconaiy).

TpynoBoli  KOHTpPakT (IOTOBOP).

OIIK-2




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJIbHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
qucie B
dopme
MPaKTH-
4ecKoi
MOJIro-
TOBKH

IIpaktu-
YECKHE
3aHATHUSA

B TOM
qucie B
hopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAsA
pabota

[Ipuka3pl O JIUYHOMY COCTaBy H
KaJpOBBIC TPHKA3bl, WX OTIWIHS.
Pesrome kak HOBBIM BUA TOKYMEH-
Ta.

TpeGoBaHUA K TEKCTY JOKYMEHTAa
S3bIK U CTWIb CJIYyKeOHOro J10-
KYMEHTa

Jlornueckas CTpyKTypa TeKcTa AO-
KyMeHTa. SI3BIK U CTHJIb CIyXeO-
HBIX JOKYMEHTOB. O(i)HuHaﬂbHo-
JIEJIOBOM (DYHKITMOHATIBHBIA CTHIIb.
OKCTPaIMHIBUCTHUECKUE MTPU3HAKU
cruns. MTHPOPMAaTHBHOCTD U JIAKO-
HUYHOCTh KaK KOHKYpHUpYIOLIHe
XapaKTePUCTUKU TEKCTOBOTO IOKY-
MEHTA.

OIIK-2

CucreMaTusauusi J0KYMEHTOB W
HX XpaHeHue

CucreMaru3anus JIOKYMEHTOB.
I'pynnupoBka JOKYMEHTOB B IIEp-
BUYHBIC KOMIIJIICKCHI. HOHHTI/IC
«aesno». [puHnuns! GopMUpOBaHHUS
nen. Homenknarypa jaern npeanpu-
stus. Ilepenaya 1OKyMEHTOB B ap-
xuB. IHHOBanuyu B 00J1aCTH CUCTE-
MAaTH3aIM{ TOKYMEHTOB.

OIIK-2

10

Opranmnsanus 1eJIONPOU3BOACTBA
B YUpe:KIeHUH

CtpyKTypHBIE NoJpa3eNeHHs,
OCYILIECTBIISIIOIINE JOKYMEHT0000-
pOT B yUpexJaeHUu. JIOKyMEHTHI,
pernameHTupyrone padbotry B yd-
pexnenun. MHcTpykuus mo neno-
pou3BoACTBY. OpraHusanus JIeno-
IIpOU3BOJICTBA B YCJIOBUAX MHHOBA-
LIMOHHOTO Pa3BUTHUS NPEIIPUSATHS.

OIIK-2

11

Hcnoab3oBanne  cOBpeMEHHBIX
WHHOBAIIMOHHBIX KOMIIBIOTEP-
HBIX TEXHOJIOTHH B JOKYMEHTO-
00opoTe ydpe:KIeHMWid, Mpeanpu-
SITHI, OpraHU3anMi

KomnbroTepHbIE TEXHOJIOTHUU JENO-
MPOM3BOJICTBA B AHTUKPHU3UCHOM
YIOpaBJICHUM, LENH, 3aJayd, Ha-
npaBieHusi. (OCHOBHBIE TOHITHA
MH(OPMAITMOHHBIX TEXHOJIOTHUM.
O030p OCHOBHBIX NPOTPAMMHBIX

OIIK-2




Buasbl yueOHoi#i paGoThl, BKJII0YAsi CAMOCTOSI-
TeJbHYI0 Pa0OTYy CTYI€HTOB U TPYA0EMKOCTh
5}
= (B yacax)
2= | = B TOM B TOM
=515
Ne Tema. =22 8 4HCIIE B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI ; 2|3 ek ¢dopme | Ilpaktu- | dopme cTost
S © MPaKTH- | YECKUE | MPaKTH-
& 2 105071 . . | TempHas
YECKOW | 3aHATHA | YECKOi
pabota
MOJIr0- MOJTro-
TOBKHU TOBKHU
npoaykroB: Microsoft Windows;
Microsoft Office (sxmouaer Word,
Excel, PowerPoint). MuHoBamnmoH-
HbIC CHUCTEMHBIC U TIPUKIIAJIHBIC
MpOrpaMMHBIE CPEACTBa aBTOMATH-
3UpPOBAaHHOTO paboyero mecra. AB-
TOMaTH3aIMs JOKYMEHTO000pOTa.
HUtoro 18 - 16 - 37

Conepskanue ¥ CTPYKTYpa AMCUMILIMHBI 110 0YHO-32049HOM (popMme 00y-
YeHust

Buabl yueOHo# padoThl, BKIKOYAsA CAMOCTOSI-
TeJbHYIO Pa0OTy CTYJ€HTOB U TPY/I0€MKOCTH
2 = (B yacax)
2=
== = B TOM B TOM
=5 5
Ne Tema. ° | 3 qucie B 9HCIIE B
= C
/ O <) E aMo-
n/n CHOBHBIE BOITPOCHI S 2| 3| jex ¢dopme | [lpaktu- | dopme cros
2z | © IpaKTU4e- | YecKue | MpaKTHu-
g 1UH o . | TenpHas
S CKOH MOA- | 3aHATHA | YECKOH
pabora
TOTOBKH MO/TO-
TOBKH
BBenenue B IMCHUILIHHY: JAOKY-
MEHT B CHCTeMe yIpaBJeHusi
IIpenmer, 3agaum, CTpyKTypa Juc-
[UTUTHHEI. JloxymeHTHpOBaHNE
1 |ympaBnenueckoir — nesitenbHOCTH, |OIIK-2| 3 - - - - 4
opranm3anus paboThl C JOKyMeEH-
TamMu. OCHOBHBIE HCTOPUYECKUE
9TaIlbl Pa3BUTHA JIEJIONPOU3BOJICT-
Ba B Poccun.
Yundukauusa U cTaHIaApTH3ANUA
yIpaBjieHYeCKHX JOKYMEHTOB
Yaudukanuss W CTaHAapTU3ALMSL.
Yaudukanust ~ JOKYMEHTOB MO
dopme u cocrtaBy. YHUPHKAIUS
2 |OymaxHsbIx popmatoB (A3, A4, AS,|OIIK-2| 3 - - - - 4
A6).
OKIIO, OKY/J, OKOHX. Tocy-
JApCTBEHHAs! CHCTEMa JIOKyMEHTa-
OUOHHOTO oOOecneueHus YIpaBJe-
aus (I'CHOY).
OcHoBHBIE TpaBWiIa odopmie-
3 |HHsl ynmpaBieHYecKHX aokymeH-|OIIK-2| 3 1 - 1 - 4
TOB




/1

Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

@opMynslp JOKyMeHTa. THIIOBOM
bopmynsap noxymenrta. opmyisip-
oOpasen. PekBU3UT 1OKyMEHTA.

Oco0eHHOCTH COCTaBJICHUSI H
oopm/IeHUs] OPraHU3ALMOHHO-
PacCoOpsAMTe/IbHBIX IOKYMEHTOB
Opranu3aiuoHHO-
pacropsiauTeNnbHas JOKyMEHTaLus.
OpraHu3aiiOHHBIE  JOKYMEHTHI.
PaCHOpﬂI[I/ITCJ'H)HLIe OOKYMCHTEIL.
I[OKYMCHTI/IPOBaHI/Ie WHHOBAaIIUOH-
HBIX IporeccoB. JJOKyMEHTHUpOBa-
HHUE pa3pabOTKH M peann3alu UH-
HOBAalIMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTABJICHHSI H
opopmieHust CIIPABOYHO-
HH(OPMANMOHHBIX U CIIPABOYHO-
AHAJIMTHYECKUX JOKYMEHTOB
CripaBouHO-MH(OpMAIIMOHHBIE
JIOKYMEHTBI. CrpaBo4HO-
AHAIUTUYECKHE JIOKYMEHTBI.
CrnpaBka Kak OCHOBHOW JOKYMEHT
JaHHOTrO Tuna. JlIoKkyMeHTHpOBaHUE
KOJUIETHAIbHON JIEATEIbHOCTH.
Hoknamaele W OOBSCHUTENHHBIE
3alHCKY. 3asiBIICHUE.

OIIK-2

Cayxe0Has KOppeCHOHICHIS

CrnyxeOHas KOPPECIIOHCHITHSL.
Pa3HOBUIHOCTH JIENOBBIX IIHCEM.
Jlornyeckas cxema pacHoIOKEHUs
uHQOpMaIK B MUCbMax. Mexy-
HapoJHble MUCbMA. JJOKYMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BAaHUC MHHOBAITMOHHBIX pemeHI/Iﬁ.

OIIK-2

JIOKYMeHTBI N0 JUYHOMY COCTA-
BY U BelleHHEe KaJpOBOH [0KY-
MeHTALUN

JIOKyMEHTBI TI0 JTUWIHOMY COCTaBY
(mepconaiy).

TpynoBoil KOHTpakT (ZIOroBOp).
IIpukasel Mo JMYHOMY COCTaBy M
KaJpOBBIC MPHUKA3bl, UX OTIWIHS.
Pe3tome kak HOBBIM BUJI TOKYMEH-
Ta.

OIlIK-2

TpeGoBanusi K TEKCTY JIOKyMeH-
Ta SI3bIK M CTHJIb CJOY:KeOHOTO
JOKYMEHTA

OIIK-2




/1

Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

Jlornueckas CTpyKTypa TEKcTa AO-
KyMeHTa. SI3bIK M CTHIIb CITyXeO-
HBIX JOKyMeHTOB. OdunmanpHo-
JICIIOBOYM (PYHKIIMOHATILHBINA CTHIIB.
OKCTPAIMHIBUCTUYECKUE MPHU3HA-
ku crwid. VHDOPMATUBHOCTh |
JJAKOHUYHOCTh KaK KOHKYpPHUPYIO-
IIME XapaKTEPUCTUKU TEKCTOBOTO
JIOKYMEHTA.

CucremaTuzanyst 10KyMEHTOB H
HX XpaHeHHe

CucremaTtusanus JIOKYMEHTOB.
I'pynmupoBka JOKYMEHTOB B Iep-
BUYHBIE KOMIUIEKCHI. [onstue
«geno». llpununner ¢opmuposa-
HUA  JIel. Homenknatypa nen
npeanpusrud. [lepenaya noxymeH-
TOB B apxuB. MIHHOBamu B oOnac-
TH CUCTEMAaTU3allUN TOKYMEHTOB.

OIIK-2

10

Opranuzanusi /1eJIONPOU3BOACT-
Ba B YUpeKIeHUH

CTpyKTYypHBIE NOJIpa3ICIICHHUS,
OCYIIECTBISIONE JTOKYMEHT0000-
pOT B yUpexJaeHUH. JIOKYMEHTHI,
periaMeHTupyomue pabory B yu-
pexaeHun. WHCTpyKIuUs 1O Jaejo-
npou3BOACTBY. OpraHuzamus Je-
JIONpOMU3BOACTBA B YCJIIOBUAX HWH-
HOBAIMOHHOTO Pa3BUTHS MPETPH-
STHSL.

OIlIK-2

11

Hcnoabn3oBaHue  COBpPeMEeHHBIX
HHHOBAIIMOHHBIX  KOMIBIOTEP-
HBIX TEXHOJIOTHH B JIOKYMEHTO-
o0opoTe YyupeXIeHuil, mpeanpu-
SITUH, OpraHu3anmii

KommnbroTepHble TeXHOJOTWM Jie-
JIOTIPOM3BO/ICTBA B aHTHUKPU3UCHOM
yIpaBlieHUH, IIeTH, 3aJadd, Ha-
npasieHus. OCHOBHBIE TOHSTHS
MHQOPMALMOHHBIX  TEXHOJOTHUH.
O0630p OCHOBHBIX MPOTPAMMHBIX
npoaykro: Microsoft Windows;
Microsoft Office (Bkmrouaer Word,
Excel, PowerPoint). NMunoBammoH-
HblE CHCTEMHbIE U IPHUKJIAJHbIE
NpOrpaMMHBIE CPEJCTBa aBTOMAaTH-
3UpPOBAaHHOTO pabouero mecra. AB-

OIIK-2




Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh
)
B yacax
o E ( )
= = | & B TOM B TOM
Ne Tema. =% 2 YHCIIE B qMCHEB |
n/n OCHOBHBIE BOIIPOCHI E e | 3 ek dbopme | [IpakTtu- | dopme cros
2z | © MpaKkTUYe- | YECKHe | MPaKTH-
S UK o . |TenpHas
S CKOM MMOJI- | 3aHATUS | YECKOM
pabota
TOTOBKH MOJIro-
TOBKH
TOMATH3aIIHS JJOKYyMEHTO000POTA.
Hroro 6 8 57

6 IlepeyeHb y4eOHO-METOAUYECKOTO0 oOecmeuvyeHHMs JJIsI CaMoO-
CTOATEJIbHOM PadoThI 00YYaAKOIIMXCS MO JUCIHUTIIHHE

1. JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEILHOCTH: METOJ. yKa3aHHs
M0 MPOBEICHUIO MPAKTUYECKUX 3aHITUH, OpraHU3aliyd CaMOCTOSITEIbHON U Hay4-
HO-HMCCIIEIOBATEIBCKON pabOThI [l 00yYarONUXCsi SKOHOMUYECKOT0 (haKyabTeTa
no HanpasieHuto noarotoBku 38.03.02 Menemxment/ coct. A. B. [lorubenes. —
Kpacaomap : Ky6l'AY, 2019. - 36 c¢. - Pexum pgocryma:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1_.PD
F

/ ®oH/ OILIEHOYHBIX CPEICTB /IJisl MPOBeIeHHUs TPOMEKYTOUHOM
aTTecTaluu

7.1 IlepeyeHb KOMIIETEHUMI ¢ YKa3aHMEM 3TanoB UX (JOPMUPOBAHUS B
npouecce ocsoenusst OITIOII BO

Otanbl GOpMUPOBAHUS U IPOBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMIIE-

Homep cemecTpa*™
P p TEHIMI MO0 AMCHUIUIMHAM, TpakTHKaM B npoiiecce ocoenus OI1OIT BO

OIIK-2. CiocobeH ocymiecTBIsITh COOp, 00paboTKy M aHAIN3 JaHHBIX, HEOOXOAUMBIX JJIS pe-
[ICHUSI TIOCTABJICHHBIX yIPABICHUECKUX 3a]1a4, C HCIIOIh30BAaHHEM COBPEMEHHOTO HHCTPYMEH-
Taprud U MHTCIICKTYAJIbHBIX I/IHCbOpMaHI/IOHHO-aHaJ'H/ITI/I'-IeCKI/IX CUCTEM

1 Nudopmaruka
1,2 MaremaTuka
2 O3HakoMHUTEIbHAS PAKTUKA
3 Craructuka
3 MapxkeTuHr
3 AHanu3 CUCTeM yIpaBICHUS
3 Jlokymenmuposanue ynpasieH4eckotl 0esamenrbHOCmu
4 [{udposbie 1 MHPOPMAIIMOHHBIE TEXHOJIOTHH B MEHEPKMEHTE
7 YrpaineHue pucKkaMu
8 DuHAaHCOBBIN MEHEIKMEHT
8 BrimmotHeHME ¥ 3a1UTa BRITYCKHOM KBaTU()UKAITMOHHOM pabOThI

* HoMep ceMecTpa COOTBETCTBYET dTany (OpMHUpPOBaHUS KOMIIETEHLIUN
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7.2 Onucanne moka3zartejieil W KpUTepHUeB OLEHUBAHUS KOMIIETEeHIHI
HA Pa3IHYHbIX ITanax ux ()OpMUPOBAHNS, ONIMCAHUE IKAJIbI OLleHUBAHUS

[TnanupyemMbie pe3yiib-
TaThl OCBOEHHS KOMIIE-
TEHIUHU (MHIAKATOPHI
IOCTHIKEHHS KOMIIE-
TEHIINH )

YpoBeHb OCBOEHUS
OBJICTBOPU-
HEY/I0BJICTBOPH- A P
TEJNLHO
TEJNBHO XOPOIIO OTJIUYHO
.| (MuHUMANB- o o
(MUHUMATHHBIHA N (cpemuuii) (BBICOKMIN)
HBIiA, TIOPOTO-
HE JIOCTUTHYT) %
BBII)

OreHounoe
CPEICTBO

OIIK-2. Cnoco0eH ocyniecTBAATH cO0p, 00pPaAGOTKY U AaHAJIN3 AAHHBIX, HEOOXOIUMBbIX /ISl peleHusl
MOCTABJIEHHBIX YIPABJIEeHYECKHUX 32/124, C HCMOJIL30BAHHEM COBPEMEHHOI0 HHCTPYMEHTAPHUS W HHTEJI-

JICKTYAJbHBIX I/IH(l)OpMaHHOHHO-aHaJ’[HTH‘[eCKI/IX CHUCTECM

WNHAuKaTOphl JOCTIDKEHHS
KOMIIETEHIIUH

OIIK-2.1.

3raeT MeToABl cOopa, 00-
pabOTKM ¥ aHajM3a JaH-

HBIX, HCOOXOIUMBIX IS
pelIeHusl ynpaBIeHYECKUX
3a7la4 U COBPEMEHHbIE WH-
TEJUIEKTyallbHO-
MTOUMCKOBBIE CUCTEMBI
OIIK-2.2.

YMmeer BbIOMpAaTE H HC-
[0JB30BaTh  aJe€KBATHBIE
COJZIEPXKAHUIO TPOdecCcro-
HAJIBHBIX 3aJad  METOJbI
00paboTKH ¥ aHaNM3a JaH-
HBIX.

OIIK-2.3.

Bnaneer HaBbIKaMuU MeTO-
IaMH CTATHUCTHYECKON 00-
pabOTKM W HHTENJIEKTY-
aJbHOTO aHanm3a WHGOp-
Maluy, HeoOXOIMMOMN I
TOPUHATHS  00OCHOBaHHBIX
OpTraHU3AIOHHO-
YIpaBICHICCKAX PEIICHHHA

YpoBeHb 3HaHUI
HIDKE MHUHH-
MaJBHBIX Tpe0o-
BaHWH, HMEIIH
MECTO  IpyObie
OLINOKH

IIpu  pemenuu
CTaHJIapTHBIX
3a1a4 He Ipoje-
MOHCTPHPOBAHBI
OCHOBHBIE  yMe-
HUSI, UMEIU Me-
CTO rpyOBIe
OIIINOKH, HE
TIPOJICMOHCTPH-
poBaHbI 0a30BBIC
HaBBIKH

MuHumManbHoO

JIOIYCTUMBIH

YpOBEHb 3HaHUH,
JIOMTYIIEHO MHO-
ro HerpyObIX
omubok.  IIpo-
JIEMOHCTPHPOBa-
HBI OCHOBHEIE
YMEHWUS, PEIICHBI
TUIIOBBIE 3a/1a4H.
Nwmeercs MuHU-
MaNbHBIA HaOOp
HaBBIKOB TUTS
pelIeHus  CTaH-
JAPTHBIX 3a1ad C
HEKOTOPBIMHU

HeloueTaMHu

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM
porpamMme Moj-
TOTOBKH, JIOIIY-
IIEHO HECKOJbKO
HerpyOBIX OIIM-
6ok. IIpomemon-
CTPHPOBaHbI BCe
OCHOBHBIE ~ yMe-
HUS, PEIICHBI BCe
OCHOBHBIC 3aja-
YU ¢ HErpyOBIMHU
omuOKaMu, Tpo-
JIEMOHCTPHPOBA-
HBI 0a30BBIC Ha-
BBIKM TIPH pellie-
HUM  CTaHJapT-
HBIX 32124

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM
porpamMme II0A-
TOTOBKH, 6e3
omubok.  IIpo-
JIEMOHCTPHPOBA-
Hbl BCE OCHOB-
HbIE yYMEHUS,
pelieHsl Bce Oc-
HOBHBIC 337a49H C
OTIICTHHBIMU
HECYIIIeCTBCH-
HBIMH  HEJoYe-
TaMH, [pone-
MOHCTPHPOBaHBI
HAaBBIKA TIPU pe-
[IEHWH HECTaH-
JAPTHBIX 33724

Pedepar, mox-
Jaj, acce, Ha-
y4HAas JJUCKYC-
cus,
KOHTpOJIbHAsI
pabora, keiic-
3aJjaHue, TeCT,
BOIIPOCHI U 3a-
JIaHus ISl TIpO-
BEJICHMS 3aUeTa

7.3 TunoBble KOHTPOJIbHbIE 33JaHUA WM HWHbIE MATepPHAJIbI, HE00XO-
AUMbI€ J1JIsl OLlEeHKU 3HAHWH, YyMEHNH, HABBIKOB M ONbITA JAeSATeJIbHOCTH, Xa-
PaKTEePU3YIOIIUX ITANbl (POPMUPOBAHUSI KOMIIETEHI[UIl B Mpolecce 0CBOECHHS
00pa3oBaTeIbHOM MPOrPaMMbI

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomxy u aHaiu3 OaH-
HbIX, He0OXO0UMbIX Ol peulenus NOCMABNEHHbIX YAPAGIeHYecKUx 3a0ad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMEILIeKmYalbHblX UHGopMa-
yuonno-anarumuyeckux cucmem (OIIK-2)

Tembl pedpepaToB (NIpUBeAeHbI IPUMEPHI)
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1. CoBpeMeHHbIE apXUBHbBIE TEXHOJIOTUU.

2. Kinaccudukanusi JOKyMEHTOB, HOMEHKJIATypa A€l U KOMILJIEKTOBAHUE ap-
XUBA.

3. KommuiekToBaHue apxuBa JIOKYMEHTAMU, apXUBHAs OMHUCH €] MOCTOSH-
HOTO U JIOJITOBPEMEHHOTO XpaHEHUs

4. CoBpeMEHHBIN MPOrPaMMHO-TEXHHUYECKUI KOMIUIEKC oduca.

5. CpenctBa cBsizu (TenedoH, Tenedakc, renerpad, 3MeKTpOHHAS 10YTA).

6. Knaccudukaiuss marepuanbHBIX HOCUTENEH JOKYMEHTHPOBAHHOM WH-
dbopmanmm.

7. Uctopust Oymaru u 6yMa)xHOTO MTPOU3BO/ICTBA.

8. CoBpemMeHHbIE MaTepuaIbHbIE HOCUTENN JOKYMEHTHPOBAaHHOW MHpOpMa-
ITUH.

9. Peructparusi, KOHTPOJIb HCTIOTHEHUS JOKYMEHTOB

10. Knaccudukarusi MatepuaibHbIX HOCUTENECH JTOKYMEHTUPOBAHHOW WH-
dbopmaruu.

11. Uctopus 6ymaru u 6yMa>KkHOTO ITPOU3BOICTBA.

12. OcobenHocTH ocTyna K KOH(UICHIMAIBHBIM 3JIEKTPOHHBIM JIOKYMEH-
TaM.

13. Opranuzanus coBeuaHuii, CHMIO3UYMOB, KOHTPECCOB

14. Heob6xonuMble MEpOTNPUSATHS MO MOJTOTOBKE IPOBEICHUS COBELIAHMM,
CHUMIIO3MYMOB, KOHTPECCOB

15. CocTaBneHue TEKCTOB CIIyKEOHBIX TOKYMEHTOB

16. S3bIk ¥ cTWIBb CIyXeOHBIX AOKYyMeHTOB. OcoOeHHOCTH OQHIMAIBHO-
JICIIOBOTO CTHJIS.

17. Haubonee ynotpebiisiemble cokpaienusi cioB. OdopmiieHue 1aT U 4u-
cell B JOKYMEHTaXx.

18. Knaccudukaruss MatepuaibHbIX HOCHUTENECH JTOKYMEHTUPOBAHHOW WH-
dbopmaruu.

19. Uctopus 6ymaru u 6yMa>KHOTO ITPOU3BOICTBA.

20. CoBpeMeHHbIE MaTepualbHble HOCUTETU TOKYMEHTHPOBAHHOU HHGOP-
Malluu.

TeMbl 10KJ1a/10B (IPUBEAEHbI IPUMEPDbI)

. O0uue NpUHIMIBI OpTraHU3ALMK TOKYMEHTUPOBAHUS Ha TPEIPUSATHH.

. DOpMUpPOBaHHE U TEKYIIEE XPAHECHUE AEN.

. Meponpusarus no 3amure JOKyMEHTHOU HH(OpMaIuu.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. HazHaueHune u cocTaB OpraHn3alMOHHON JOKYMEHTALUU.

. [lonoxxenue 06 otaene npeanpusaTusi. JJomKHOCTHBIE HHCTPYKLIUK paboT-

~No ok, WwN

HUKOB.

8. Opranu3anuoHHbIe JOKYMEHTHI MPEANPHUSATHI pa3IUYHBIX OpraHU3aIlU-
OHHO-TIPABOBBIX (OPM.

9. [Ipoueaypa u3ganus pacnopsAUTEIbHBIX TOKYMEHTOB.
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10. Pa3HOBHIHOCTH TIPUKA30B.

11. OcobenHocTH 0OPMIICHHS TOKYMEHTOB, U3/1aBa€MbIX B YCIOBHUSIX KOJI-
JIeTHATBLHOCTH.

12. CocraBnenue u oopMIICHHE JOKYMEHTOB, N3/]JaBAEMbIX Ha OCHOBE €IH-
HOHAYaJIHSI.

13. IIpuémbl 3amUTH TOKYyMEHTUPOBAHHON MHGOpPMAIIUU OT HECAaHKIIMOHU-
POBAHHOTO JIOCTYTIA

14. Ha3naueHue u cOCTaB CIPaBOYHO-UHPOPMAIIIOHHON TOKYMEHTAIUH.

15. Ha3zHauyeHue u cocTaB CIpaBOYHO-AHAIUTUYECKON JOKYMEHTALIUH.

16. IlpaBuna oopmiieHus TenerpamMm, TeaehoHorpamm, Gakcorpamm.

17. Ha3nauenue 1 0coOEHHOCTU O(POPMIICHHUS JEIOBBIX TTUCEM.

18. Ha3nauenue u coCTaB JOKYMEHTOB MO JUYHOMY COCTaBY MPEIIPHITHS
AIIK.

19. 3ammTa TaHHBIX U OCHOBBI KOMITBIOTEPHON 0€30IMacHOCTH.

20. Vcnionb3oBaHMEe 3JEKTPOHHBIX TIOKYMEHTOB B JIEJIONPOU3BOICTBE.

Tembl 3cce (MpUBeAEeHBI IPUMEPbI)

1. Ilonarue nokymeHTOo000pOTa. CXEMBI JOKYMEHTOOOOpPOTA. YUET U KOJU-
YECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO0O0POTA.

2. CogepxaHue ynpaBlieHYeCKuX (PyHKIMH W BUIBI pabOT B JOKyMEHTAI[U-
OHHOM O00ECTICUCHUH YIIPABJICHUS OpTaHU3aIUCH.

3. Bunpl opraHM3aiiioHHBIX CTPYKTYP B JOKYMEHTAIIMOHHOM OOECTICUeHUH
YIPABJICHUS OPTaHU3aLMEN B 3aBUCUMOCTH OT 00beMa JOKyMEHTOO0O0pOTa.

4. OCHOBHBIE 331a4d CIYKObI JOKYMEHTAIIMOHHOTO OOECreueHusl yrpaBJe-
Husl. OpraHu3aiMoHHas CTPYKTypa CiaykObl. DYHKIINH, BHITIOTHIEMbBIE CTPYKTYP-
HBIMHU [OJIPA3/ICIIEHUSIMU CITYKOBI.

5. CocraB 1 PyHKIIUM PYKOBOJMTEIICH U CIICIIUATUCTOB CIy>kObl. Opranu3a-

Us Tpyaa pabOTHUKOB CIYKObI U UX pabO4YuX MeCT. YKpPYyHMHEHHbIE HOPMATHUBBI
BPEMEHU TI0 JIETIONPOU3BOJICTBEHHOMY OOCITYKHBAHHUIO.

6. MHCTpYyKITHS TIO JIeIO0NPON3BOACTBY. THIIOBAs, MpUMepHAas U KOHKPETHAs
WHCTPYKIIMS IO JIEJIONTPOU3BO/ICTBY.

7. CocTaB TUIIOBOM MHCTPYKIIMH IO JCJIONPOU3BOJICTBY B MUHUCTEPCTBAX U
BEJIOMCTBaX M CYIIIECTBO €€ MYHKTOB.

8. HopmaTuBHO-TIpaBOBbIC aKThl U JPYTrUe€ HOPMATHBHO-METOJMYECKHUE JO-
KYMEHTBI OPraHOB I'OCY/IapCTBEHHOM BJIACTU M MECTHOI'O CaMOYIPABJICHUS, PEry-
JUPYIOIIUE JOKYMEHTAIIMOHHOE 00eCIIeUueHHE YIIPABIICHHUS.

9. OcHOBHBIE ATambl pa3BUTUS JAeNonpousBojacTBa B Poccum mo 1917 .
[Tpuka3znoe aenonpousBoAcTBO. Koiexckoe nenmonpou3BoactBo. McnomHuTenb-
HO€ JI€JIONPOU3BOJICTBO.

10. Hcropust nenompou3BOJCTBAa B TOJBI COBETCKOM BIIACTH - OCHOBHBIE
sTanel pa3BuTUsA. OpraHu3almoOHHOE ¥ HOPMATUBHOE 00CCTICUCHHE TETOTIPOU3BOI-
ctBa B CCCP.
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TemMbl HAyYHBIX JUCKYCCHI (KPYIJIBIX CTOJIOB) (IpMBEACHbI IPUMeEPHI)

. Kimaccudukanus opraau3aiiioHHO-pacoOPSIUTEILHON JOKYMEHTAIHH.
. PacriopsimuTenbHBIE TOKYMEHTHI.
. DIIEKTPOHHO-IUGPOBAs OJIHUCH.
. CriocoObl 3aIuThl HH(GOPMAITUH.
. [loHsITHE «TaHBD) B IPKYMEHTUPOBAHHH.
. CTauu MOATOTOBKH PACTIOPSIUTEIBHBIX JOKYMEHTOB.
. Opraau3anoHHbIC TOKYMEHTHI.
. JoxymenTtupoanue B EBpa3zdDC.
. Hayunpie HampaBiieHusI COBEPIICHCTBOBAHUS JOKYMEHTUPOBAHUS.
10. Hudposas >nmeKTpOHHAS TTOJITUCH.
11. Ctaguu MOATOTOBKH PACTIOPSANTEIBHBIX TOKYMEHTOB.
12. Opranu3aiioHHbIE JOKYMEHTHI.
13. OcHOBBI OpraHu3aluy JTOKYMEHTO000POTA.
14. CoBpeMEeHHBIN 3JIEKTPOHHBINA JOKYyMEHTOOOOPOT.
15. MexyHapoHbIe CTaHIaPThl JOKYMEHTOB.

O©CoO~NOO U WN -

3amaHus )i KOHTPOJIbHOI Pa0doThI (IPUBeEIeHbI PUMEPHI)

Bapuant 1

1. Packpoiite Bce peKBH3UTHI CIIy>)KEOHBIX JOKYMEHTOB. Pacckaxurte 00 ux
pPacoJIOKEHUH HAa IOKYMEHTE U O(POPMIICHUH.

2. CocTaBbTe MPOTOKOJ 3aCeaHMsi MHBEHTApU3AIMOHHOW KOMHCCHH 3aBO/IA
ra3oBoil anmnapaTyphbl, HA KOTOPOM pacCMaTpHUBAJICs BOIIPOC O pe3yjbTaTaX MHBEH-
Tapu3auuu no ckiaay Nel BcmomorarenbHbix MarepuanoB. Ha 3aceganuu Obuio
IPUHATO MOCTAaHOBJIEHHE 00 YTBEPKACHUU PE3yIbTaTOB MHBEHTApU3ALUU U OTHE-
CEHHS 3a CUET 3aBEAYIOLIEro CKJIAJIOM HEAOCTaud BCIIOMOTATEIbHBIX MATEPUAJIOB
B cymMme 365 ThIC. py0., a TaKKe 3aUMTaHbl CIMYMTENIbHAS BEIOMOCTb IO CKJIaLy
Nel u oObsicHUTENbHAS 3amKcKa 3aBeAyIOLEro ckiaaaoM. OcTanbHble JaHHbIE OTI-
penesnTe N0 CBOEMY YCMOTPEHHUIO.

3. CocraBbTe CIIpaBKy O BETUYMHE CpeHEl 3apabOTHOM IIaThl 3a TOM, M
NOJIYYEHHUs] KOMIIEHCALlUM Ha OIuIaTy Xuibs. OCTalbHbIE JaHHBIE YKAXKUTE CAMO-
CTOSITEJIBHO.

Bapuant 2

1. PackpoiiTe NOHSATHE IOKYMEHTOBEIEHHWE KaK Hay4dHas JUCUUIUIMHA:
dbopMupoBaHue, MpeIMeT, METO/Ibl, COAepKaHNUEe U B3aUMOCBSA3b C APYTHUMHU JIHC-
UTUTHHAMU.

2. OOoCHYHTE MOHATHE POJIb «JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKIMM TOKYMEHTA).
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3. Pemnte 3amanue. Jlenonpon3BOACTBEHHAs CIIy:k0a 0OIIEeCTBa C OrpaHU-
YEeHHOM OTBETCTBEHHOCTHIO «N-CKHI JMKEPOBOJOYHBIN 3aBO/», UCXOMS U3 CO00-
paxeHu! NpPeCcTKHOCTU (upMeHHOro Onanka OOIiecTBa, pa3MecTHsia Ha HEM
n300pakeHue, CX0IHOe ¢ PUCYHKOM [ ocymapcTBeHHOro repoa Poccutickoit dene-
paluu, KOTOpoe MOKHO MPpUHATH 32 3MOsieMy OOO. CBuaeTenbCcTBa Ha pETUCTpa-
IIMI0 ATOTO U300pa’KeHUs 00IIECTBO HE MOIyYalio.

Hackonbko nmpaBoMepHo Takoe odopmiieHue Onanka? Kakue Mepbl aiMUHU-
CTPAaTUBHOW OTBETCTBEHHOCTH HeceT pykoBoacTBo OOQO? IloaTBepauTe CBOW BbI-
BOJI CCBUIKOM Ha 3aKOHOJATENbHBIE AKTHI.

Keiic-3aganus (mpuBeAeHbI IPUMeEpPbI)

Keiic-3ananmne 1.

[Ipouwno 3acenaHne MHBEHTAPU3aLMOHHOW KOMHUCCHH 3aBOJa ra30BOM amma-
paTyphbl, Ha KOTOPOM pacCMaTpHUBAJICS BOIIPOC O PE3yJIbTaTax UHBEHTAPU3aLUHU T10
ckiany Ne 2 BcoMmorarenbHbIX MaTepuainoB. Ha 3acenanuu Obl10 MPUHATO MOCTA-
HOBJICHUE 00 YTBEP)KICHUM PE3yJIbTaTOB MHBEHTAPU3alMU U OTHECEHUS 3a CUET
3aBEAYIOLIEr0 CKJIAJIOM HENOCTAa4M BCIIOMOTAaTENIBHBIX MAaTepuajoB B cyMMe 365
TBIC. py0., a TaKXe 3a4UNUTaHbl CIMYUTENIbHAS BEAOMOCTb 10 ckiaxy Ne 2 u oObsc-
HUTEJbHAs 3alACKa 3aBEIYIOLIETO CKIIAZIOM.

1. Kakoi TOKyMEHT COCTAaBIIECTCS IO UTOraM 3aCeJaHu KOMHCCUM PA3HOTO
pona?

2. Kakue peKkBU3HTHI JOJKEH BKIIFOYATh JAHHBIN JOKYMEHT?

3. CKOJBKO CTPYKTYPHBIX YaCTE€W OH MPEAINONaraeT?

4. Kakue (akTuueckue JaHHbIE JOJKHBI ObITh BHECEHBI B 3TOT TOKYMEHT?

Keiic-3ananmue 2.

B crpourensHom koomepatuBe «CTpoiicepBuc» Obul 0OHapykeH (pakT He-
MPaBUJILHOTO WCIIOJIb30BAHUS CTPOUTENBHBIX OTXOZ0B. [lpu mpoBepke pabOThI
CKJIaJla MIUJIOMATEPUATIOB YCTAHOBIICHBI (PaKThl OTITYCKAa B KOTEIBHYIO JJISI CXKUTA-
HUS OTXOJ0B MUJIOMATEpUaIoB JIMHHOM cBbille 20 cM. B pacniopsautensHol yac-
TH CIIEyeT MPEIJIOKUTh 3aBEIYIONIEMY CKIIaIOM OpPraHru30BaTh paboOTy MO peau-
3aI[MU OTXOJI0B YACTHBIM JIUIAM.

1. Kakoif TOKYMEHT IMO3BOJIMT PETJIaMEHTUPOBAThH OTIIYCK CTPOUTEIbHBIX
MaTepruanoB?

2. Kakue myHKTBI JJOJDKHBI OBITh B JAHHOM JJOKYMEHTE 00s3aTeIbHBIMU?

3. CKOJIBKO JOJKHOCTHBIX JIUIL JIOJDKHBI OBITh OTBETCTBEHHBIMH 3a HCIIOJI-
HEHHME JAHHOTO JOKyMeHTa?

4. Kakne peKBU3UTHI JOJLKEH BKJIOYATh JAHHBIM TOKYMEHT?

5. CKOJBKO CTPYKTYPHBIX YacTeW OH Mpenoiaraet?

6. Kakue akTrdeckue JaHHbIC JOKHBI OBITh BHECEHBI B OTOT IOKYMEHT?

TecTbl (MpUBeEAEHBI NPUMEPbI)

1. l'apanTHiiHOE TUCHMO MPEICTABISET COOON:
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a) TIOKyMEHT, COOOIIAIOIMINNA O TPUOIMKEHUH, YCKOPEHUH, HCTEYEHUH CPOKa

HCIIOJTHCHHUS KaKoro-amubo I[CﬁCTBPI)I

0) TOKyMEHT, COAEP KA IPUTTIAIICHHE Ha MEPOTIPUSITHE
B) IOKYMEHT, B KOTOPOM TapaHTUPYETCs OIjiaTa BHIIIOJHEHHON pabOThl UK

Mpe0CTaBICHNE Yero-110o (padoThl, MOMEIICHUS U T.1.)

') TOKYMEHT, MOITBEPKIAFOITUH MTOTyYeHUE IICHHOCTEH

2. JlaiiTe onpeesieHue JOKYMEHTA:
a) MaTepuaibHbI 00BEKT ¢ MH(pOpMalreH, 3aQUKCUPOBAHHON CO3/IaHHBIM

YeJI0BEKOM CIIOCO00M, /7Sl €€ mepeaayd BO BpEMEHHU U IPOCTPAHCTBE

0) COBOKYITHOCTh PEKBHU3UTOB O(DUIIMATIEHOTO MUChMa
B) CTaHJIaPTHOE PACIOJIOKEHNE MaTepraia
') TEKCT

3. Haiite onpenenenue Gopmyiisgpa-odpasiia:
a) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO MMHUChMa
0) COBOKYITHOCTH PACIOJIOKEHHBIX B OMPEEICHHONW MOCIEA0BATEIIbHOCTU

PCKBU3UTOB, IIPHUCYINIUX BCCM AOKYMCHTaM OHpGI[GJ'IGHHOﬁ CUCTCMbI JOKYMCHTA-

R854

B) COBOKYIIHOCTB PCKBHU3HUTOB IIPpHKa3a
F) COBOKYITHOCTb PCKBHU3UTOB aKTa

4. Jlata tokyMeHTa opOopMIISIETCS CIAEAYIOITUM 00pa3oMm:
a) 1 pespans 1997

0) 1 dbespast 97 1.

B) 01.02.97 r.

r) 01.02.97

5. Jlata ntokymMeHTa 0TOOpakaeTcs Kak:

a) 1aTa ero NOANUCAHUS, IPUHSITHUS

0) 1aTta ero CoOCTaBJICHUS

B) JlaTa €ro MOJIMCaHUs, MPUHATHS, YTBEPKICHUS, COCTaBJICHUS, JaTa CO-

OBITHS

I') 1aTta COObITHUS

6. Kakum CBOKMCTBOM MOKHO OXapaKTEpHU30BaTh HAIMYHUE Y JOKYMEHTA He-

OTBEMIIEMBIX CJIara€MBbIX, oe3 KOTOPLIX OH CYIICCTBOBATH HC MOXKCT:

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTh

B) CTPYKTYPHOCTh

') BEpHOTO BapruaHTa OTBETA HET

7. JlenoBble mUChMa OOBIYHO 3aKaHUMBAIOT (PpazaMu:
a) B COOTBETCTBUU ¢ Bareii mpoce0oii ...
0) C yBaXKCHUEM ...
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B) HAMHU PacCMOTPEHBI Barm npeioxkeHus . . .
') B CBS3H ...

8. Jlemompon3BOICTBO XapaKTEPHU3yeTCs KaK:

a) MpaBWIbHOE O(hOpMIIEHUE TOKYMEHTOB

0) opranuzanus JOKyMEHTO000pOTa B yUPEKIACHUH

B) COBOKYITHOCTHh JIOKYMEHTOB, OTPXKAIOIINX YIPABICHUYCCKYIO ICSITEIb-
HOCTh YUPEKICHUS

I') COBOKYITHOCTh Pa0OT MO JJOKYMEHTHPOBAHUIO JCSITCIBHOCTH YIIPABIICHHUSI
Y TI0 OpPTaHU3AIUHU TOKYMEHTOB B YUPEKICHUU

9. JledarenbHOCTh ammapaTa yHpaBJIEHUS, OXBATBHIBAIOIIAS BOIPOCHI JOKY-
MEHTUPOBAHUS U OPraHU3aluu paboThl C JOKYMEHTaAMHU:

a) TOKyMEHTallMOHHOE 00eCIICUeHNE YIIPaBICHMUS

0) crangapTU3aKsg

B) EI'CJ1

I') CUCTEMA JIOKyMEHTAllUU

10. JToxyMeHT, 3aKperuIsiIoINil JOJKHOCTHOW M YMCICHHBIM COCTaB IMpe.i-
OpUATHUS C yKa3aHueM (PoHJ1a 3apabOTHOM TIJIaThI:

a) IOJKHOCTHAsI MHCTPYKIIUS

0) ycraB

B) MOJIOKEHHE

T) IITAaTHOE paclucaHue

11. JlokyMeHT, pukcHpyroUmil Xoa 00CYXIEHUSI BONPOCOB U MPUHATHUS pe-
IIEHUH Ha COOpaHUsX, 3aCeIaHUsAX, COBEIIAHUAX U T.IL.:

a) oOBSICHUTEIbHAS 3aITMCKa

0) JTOKJIaTHas 3aIicKa

B) aKT

') IPOTOKOJ

12. Yxaxure, kKakasi GyHKIIAS OTHOCUTCS K 0OITUM (hYHKIIUSIM IOKYMEHTA:
a) OOIIEKyJIbTypHAas

0) uadopmManoHHas

B) IIpaBoBast

I') YIOPSI0YMBAIOLLAS

13. YkaxuTre, Kak IOIKHO MMPOUCXOIUTD JICJICHUE TOKYMEHTOB:
a) Ha POJIbl, MOJIBUABL, TOAPO/IbI, PA3HOBUIHOCTHU

0) Ha poOJIbl, BUJIBI, TIOJIBUJIBI, PA3HOBUIHOCTH

B) Ha BUJbI, IOJBU/JIbI, PA3HOBUIHOCTH, POJIbI

') Ha TOJIBUbI, TOJPOJIbI, PA3HOBUIHOCTHU

14. JIoKkyMEeHTallMOHHOE 00ECIIEYEHUE YIIPABIEHUS 3aKI0YaTCs KaK:
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a) MPOLECC YCTAHOBJICHUS M MPUMEHEHHUS MPABUI C LEJIbI0 YIOPSIOUYCHUS
NESTEILHOCTH B JIETIONPOU3BO/ICTBE

0) NeATeNnbHOCTh ammapara YIpaBJICHHs, OXBaThIBAIOIAs BOIPOCH JOKY-
MEHTHUPOBAHUS ¥ OPraHU3aluu PabOThl C JOKyMEHTaMHU

B) COBOKYMHOCTb JIOKYMEHTOB, IPUMEHIEMBIX B OIpe/ieieHHON cdepe aes-
TEJIbHOCTH

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHH C (POPMYJIsi-
POM JIOKyMEHTa

15. EI'C/] MoxHO accMaTpuBaTh Kak:

a) COBOKYITHOCTh PEKBHU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHHU C (DOpMyIIsi-
POM JTOKyMEHTa

0) KOMIUJIEKC OCHOBHBIX TOJIOKCHHUH, OMPEICISIONNX U PETIaMEHTUPYIO-
[IMX OpTraHu3aInio JOKYMEHTAIIMOHHBIX MPOIECCOB Ha MPEIPUITUI

B) COBOKYMHOCTb JIOKYMEHTOB, IPUMEHIEMBIX B ONpeesieHHOM cdepe nes-
TEJILHOCTH

I') IeATEILHOCTH armapaTa yrnpaBleH!s, OXBaThIBAIOIIAsl BOIPOCH! JOKYMEH-
TUPOBAHUS U OpraHU3aluu paboThI C TOKYMEHTaMU

BOHpOCLI U 3aIaHUs VIS MPOBEACHUA MTPOMEKYTOYHOI'0 KOHTPOJIA

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomxy u aHaiu3 OaH-
HbIX, HeoOX0O0uUMblX Ol peulenus NOCMABIEHHbIX YAPAGIeHYyecKUx 3a0ad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIeKMYalbHbIX UHGDOpMa-
yuonno-ananumuyeckux cucmem (OIIK-2)

Bonpocul k 3auemy:

1. Ponb noxymMeHTHUpOBaHHON MH(POPMAIMH B YIPABIECHUHU NPEAIPUITHEM.

2. Pa3rpaHnueHue TEpPMUHOB «JIOKYMEHTHPOBAHHE YIPaBICHUYECKOM mes-
TEIbHOCTHY, «JIOKyMEHTALMOHHOE oOecnedyeHue YMpaBIeHUs (J1EIO0MPOU3BOCT-
BO)», «IJOKYMEHTOBE/ICHNE», YIIPaBICHUE JOKYMEHTaMMI.

3. Opranuzanust U CTPyKTypa CIyKObl JOKYMEHTAIMOHHOTO 00eCreYeHUs
yIpaBICHUS HA MPEATIPUATHH.

4. DBorONMS CIIOCOOOB CO3JaHUs IOKYMEHTOB.

5. CymHocTb U PYHKIIMU TOKYMEHTA.

6. IlonsTue, pyHKIMHU U NPABOBOE 3HAUECHHE YIIPABICHYECKOTO TOKYMEHTA.

7. Knaccuduxanus 10KyMEHTOB.

8. OcHoBHbIE TpeOOBaHMUS K KAUECTBY YIPABIECHYECKOTO JOKYMEHTA.

9. CocrtaB U CTpyKTypa HOPMATHUBHO-TIPaBOBON 0a3bl JOKYMEHTAIIHOHHOTO
obecnieueHus ynpasieHus B PO.

10. denepanpbHOE 3aKOHOMATEIHCTBO B 00JacTH PabOTHI ¢ JOKYMEHTHUPO-
BaHHOU nH(pOpMaLHEH.

11. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI B cpepe JEeTOnmpOr3BOICTBA U
OpraHu3aly apXUBHOTO XPaHEHHs TOKyMEHTOB.
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12. Ucnonb3oBaHNE€ MHCTPYMEHTOB KJIacCH(PUKAIUHU, YHU(PUKAIUU U CTaH-
JapTU3alUU B JIEIOMPOU3BOICTBE.

13. KnaccudukaTtopbl TEXHUKO-DPKOHOMHUYECKOM W colMalibHONW HHGpOpMa-
1002078

14. YuaudunupoBaHHbIE CUCTEMBI JOKYMEHTAIuu B PO,

15. Anp060MbI YHUGUIIMPOBAHHBIX (OPM TEPBUYHOM YUETHOH TOKYMEHTa-
1007078

16. Tabenb u abOOM YHUPUITUPOBAHHBIX (OPM JOKYMEHTOB MPEATIPUSATHS.

17. T'ocynapcTBeHHble cTanaapTsl PO B cdepe aenonpon3BoaACTBA.

18. 3nauenue u ocHoBHbie Tosoxkeruss [[OCT P MCO 15489-1-2007 «CU-
BU/I. Yupasnenue nokymentamu. OOmue TpeOoBaHUs»

19. MexayHapoaHble CTaHIapThl B 00JacTH pabOTHI ¢ yIPaBICHUECKOH J10-
KyYMEHTALAEH.

20. OcunoBubie TpeboBanusi OCT P 6.30-2003 «YHubuupoBaHHbIE CHC-
TEMbl  JIOKYMEHTAallMU.  YHUPUIIMPOBAHHAs  CHCTEMa  OpraHU3allMOHHO-
paciopsAUTENbHON JOKYMEHTAUUW» K O(QOPMIICHUIO YNPABICHUECKUX JTOKYMEH-
TOB.

21. CymHOCTh U BUBI OJJAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPraHU3AIMOHHO-PACTIOPSIUTENbHBIX J0-
KyMEHTOB.

23. CoctaB 1 0opMIIEHHE PEKBU3UTOB OJIaHKA JOKYMEHTA

24. CoctaB u 0opMIICHHE PEKBU3UTOB, ONPEACISIONINX FOPUINIECKYIO CH-
7Ty JOKYMEHTA.

25. CoctaB u oopMIIeHIE PEKBU3UTOB, OMPEICISIONINX IBIKEHUE U OTpa-
XKaronmx o0pabOTKy M HMCIONTHEHHE JOKYMEHTa (JIeJONpOU3BOJICTBEHHBIX OTMeE-
TOK).

26. OcHOBHBIE TPEOOBAHUS K TEKCTY yIPABICHUYECKOTO TOKYMEHTA.

27. IloHsiTE M OCHOBHBIE (POPMATHI DIIEKTPOHHBIX JOKYMEHTOB.

28. DnexTpoHHas MUQPOBasi MOAMKUCH KaK PEKBU3UT SJIEKTPOHHOTO JOKY-
MEHTA.

29. CymiHOCTh U COCTaB METAJaHHBIX JOKYMEHTA.

30. OnudpoBanue kak crocod co3aaHus IEKTPOHHOTO JOKYMEHTA.

31. OcHOBHBIE TPYIIIBI U BUBI YIIPABICHUECKUX TOKYMEHTOB.

32. JlokyMeHTBI, TOATBEPKAAIOIIME OpPraHU3allMOHHO-TIPABOBOM CTaTyC
IPEINPUITHS U €T0 TOCYapPCTBEHHYIO PETUCTPAIIHIO.

33. [lonsiTue, GyHKUMU U BUIBI OPTaHU3AMOHHBIX JOKYMEHTOB.

34. Muccust Kak OpraHU3alMOHHBINA JOKYMEHT TPEIIPUSTHS.

35. Kozekc KOopmopaTuBHON 3TUKH OPTaHHU3AIMH: 1[eb CO3IaHMsI, COepKa-
HUE.

36. YupenurenbHbie JOKYMEHTHI IpeAnpusTus (ycTaB, OJI0kKeHHe 00 opra-
HU3allMU, YUYpPEeAUTEIbHBINA JOTOBOP): 3HaYEHHUE, MpaBUjia COCTaBIEHUS U 0hopMm-
JICHHUSL.

37. HaznaueHue U TUIIOBasi CTPYKTYypa MOJOKEHHUS O CTPYKTYPHOM TOJIpa3-
JICJICHUN.
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38. Jlo;KkHOCTHAsA MHCTPYKIIMS: LIETH U 3a/1a4ll CO3JaHUsl, CTPYKTypa, Iops-
JIOK pa3pabOTKH U 0popMIICHUS.

39. CtpyKkTypa M IITaTHas YUCIECHHOCTb, IITATHOE PACIHCAHHUE: COJepiKa-
HUE, TOPSJIOK COCTABICHUS U O(DOPMIICHHUS.

40. UHCTpYKIIMK OpraHU3allMOHHO-METOAMYECKOTO HAa3HAYEHUS: CYLIHOCTD,
OCOOEHHOCTH COCTABJICHUSI, BUJIBI.

41. [IpaBuia Kak OpraHU3alMOHHBIN TOKYMEHT: TIOHSTUE, BUBIL.

42. IHCTpyKLKs IO JAETONPOU3BOJCTBY: 3HAYCHHE, COACpKAHHE, MOPSIOK
COCTaBIICHUS ¥ 0(OPMIICHHUS.

43. Opranu3aliOHHbIE TOKYMEHTHI, PETIAMEHTUPYIOIIUE yIpaBlieHUue Ou3-
HEC-TIPOLECCAMH.

44, JlokymMeHTausi CUCTEMbl MEHEPKMEHTA KaueCTBa.

45. JloroBop: THUIIBI, BUIbl, TPEOOBAHUS K COJIEPKAHUIO U 0OPMIICHUIO.

46. CymHOoCTb U Ki1accu(puKalus pacopsAUTEIbHBIX TOKYMEHTOB.

47. OCHOBHBIE 3Tallbl U3/1aHUA PACTIOPSAUTEIBHOTO JOKYMEHTA.

48. IIpuka3 o0 OCHOBHOM JI€ATENbHOCTH: MOHATHUE, NIPaBUIa COCTABICHUS U
oopMIIECHUS.

49. PacniopsikeHUsI U yKa3aHUsS: Ha3HAuY€HUE, OCOOEHHOCTU COCTAaBJICHUS U
oopMIIECHUS.

50. IlocraHoBiEHUS U pelLLIEHUs: HA3HAYEHHE, OCOOCHHOCTH COCTaBJICHUS U
odopMIICHHUSI.

51. [IpoToKO: MOHSTHE, MOPSIAOK COCTABIEHUS U OPOPMIICHUS.

52. Haznauenne, BuAsl ©W TpaBwia oOQopMIICHUS HHPOPMAIIMOHHO-
CTHPAaBOYHBIX TOKYMEHTOB.

53. JlenoBble mUchMa: Ha3HAUEHUE, KiIacCU(UKAINS, CTPYKTypa U PEKBU3H-
THBI.

54. DneKTpoHHBIE THUCHhMa U BEO-IIOKYMEHTHI: OCOOCHHOCTH COCTaBIICHUS,
oopmIIeHUs U TPUMEHEHUS B YIIPaBICHUYECKOM 1eATeIbHOCTH MPEATPUATHS.

55. JloknagHble, CIIyKeOHbIE U OOBSICHUTEIIbHBIC 3alMCKU: Pa3INYHs, BUIBI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

56. AKTBI: Ha3HAUYECHHE, CTPYKTYpPaA, MOPSIOK OPOPMIICHUS.

57. CripaBKu: CYIIHOCTb, BUIBI U 0(OPMIICHHE.

58. JIoKyMEHTBI 110 TPYJOBBIM OTHOIICHHSIM: COCTaB, OCOOCHHOCTH COCTaB-
JeHust 1 oPOopMIIECHUSI.

59. JIokyMeHTBI IO OCHOBHOM JIeATETHHOCTH MPEANPUATHS OTPACIIH.

60. [TonsiTHe, OCHOBHBIE XapaKTEPUCTHUKUA U KiIacCUPUKAIMSA JOKYMEHTO-
obopora.

61. Opranuzanus paloOHaILHOTO JOKYMEHTO000pOTa Ha MPEANPUITHH.

62. TlopsI0K IPOXOXKACHUS BXOSIIETO, UCXOASIIETO U BHYTPEHHETO JOKY-
MEHTOIIOTOKOB B OpraHU3aliu.

63. Peructpauus OKyMEHTOB: Ha3HAu€HHUE, MpaBUjla, PErHCTPaAIlOHHBIC
dbopmbl 1 HOPMBI peTUCTPAITUH.

64. Opranuzaius ”HPOPMAIIMOHHO-CIIPABOYHOM pabOThl HA MPEANPUITHH.

65. Opranuzanusi CUCTEMbl KOHTPOJI HCHOJIHEHHUS IOKYMEHTOB Ha Mpe[-
MPUSTHH.
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66. Cpoku XpaHeHUs yIPaBICHUYECKUX TOKYMEHTOB.

67. OnepaTUBHOE U apXUBHOE XPAHEHUE JOKYMEHTOB.

68. IIponenypa sKcrepTU3bl HEHHOCTU JOKYMEHTOB.

69. Ilopsnok odopMieHHs 1e1 U Neperavu T0KyMEHTOB Ha apXUBHOE Xpa-
HEHHUE.

70. OcOOEHHOCTH XpaHEHUs AIEKTPOHHBIX IOKYMEHTOB.

71. TIopsii0K YHUUTOKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKaMH XPAHEHUS.

72. llenu, 3amauM W HaMpaBlIEHUS aBTOMATHU3AIMH JOKYMEHTAIIMOHHOTO
oOecriedeHus yrpaBIeHHUs.

73. CuctemMpl aBTOMATH3aIlMK JICJIOMPOU3BOJICTBA W JIOKYMEHTOO0OpPOTa
(CAL) Ha npeanpusTUU: OCHOBHBIE TPEOOBAaHUS, OPraHU3alMsl BHEAPEHUS, MTEp-
CTICKTUBBI PA3BUTHUA.

74. TexHON0TuY 3aIUThl JOKYMEHTHON HH(POpPMaLUX HA NPEATPUSITHH.

75. Coznanue >(pPeKTUBHON CUCTEMBl YIPABJICHUS JOKYMEHTaMH Ha Tpej-
HOPUSTUH.

Ilpakmuueckue 3a0anus 011 nposedenus 3auema (NPuUeOeHvl NPUMepPLL):

3aoanue 1.

B cents6pe 2018 r. ObUIO CO371aHO OTKPHITOE aKIIMOHEPHOE 00111ecTBO «JIu-
nep». lltatHelil coctaB 3T0# opranu3anuu — 456 paboTHukoB. B mratHoe pacnu-
canue OAO ObUTM BKIIFOUEHBI JOJHDKHOCTH 3aBEAYIOIIETr0 KaHLEIsIpUEH U CEKpeTa-
psl TEHEPAJIbHOTO IUPEKTOPA.

Ha xoro u3 HuX J10kHA OBITH BO3JI0KE€HA 00S3aHHOCTh OPTaHU3aINH CITYXK-
on1 JIOY B OAO «JIunep»?

3aoanue 2.

B pesynbrate peopraHusaiii 3aKpbhITOro akiuoHepHoro oodmiecta «Ko-
MaHJIOp» YMCJIECHHOCTh IITATHOTO COCTaBa CTPYKTYPHBIX MOAPA3JIEICHUN YBEIH-
YIJIach BJIBOC. BbUIO MPUHATO peleHne mpeodpa3oBaTh OO OTAEN B yIIpaBiie-
Hue nokyMeHtarmonHoro ooOecrmeuenus (YJ1O). Cozmanue YJIO mpeamomnaraer
pacmmpenue QyHKIui u 3aaa4d ciyx0b1 JIOY, co3nanue B Hell CTPYKTYpPHBIX TOJ-
pazziesieHuil U YBETUYEHHUE IITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxxet Ob1Th cTpykTypa Y IO u ee mraTHbiil coctaB? OObICHUTE 11e-
JI€CO00Pa3HOCTh MPEJIaraeMoil CTPYKTYPHI, MOSICHAS HEOOXOAUMOCTh CO3/IaHUs
Ka)XJIOr0 CTPYKTYPHOI'O MOJpa3IeJICHHs U BBEAEHU B ITaT pykoBoauteneit Y10,
CHEIUAIMUCTOB U TEXHUYECKUX UCIIOTHUTENCH.

3aoanue 3.

Nucnekrop obmero otaena 3A0 «Kpyro3op», oTBedaromiuii 3a BeAcHUE J1e-
JIOTIPOM3BOJICTBA O OOpaIIeHUsIM TpaxaaH, (popMupoBasia B OJHOM JIeJie 3asBiie-
Hus paboTHUKOB 3A0 U rpaxk/iaH, He padoTarONIMX B JAHHON OpraHU3alluH.

[TpaBunsHO 11 oHa moctynana? Kak Hamo ¢hopMupoBaTth Jeia, ComepKaIine
oOparieHus rpaxkaan, 1 opopMIISATh UX JIJIs IEpeIadr B apXUB OPTaHU3aIuN?

3aoanue 4.

[Ipu odopmiieHnn men s mepefadd B apXuB OPTraHHU3aIldd, COACPIKAITUX
oOparieHus Tpaxaad, CPOK XPaHSHHsI KOTOPBIX, B COOTBETCTBUU C HOMEHKIIATYPOi
JIeJ, COCTaBIISI TMATH JIET, MHCIIEKTOP OOIIEro OT/eNa, OTBEUAIOIIUN 3a JEIOIpo-
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U3BOJICTBO 1O OOpAILIEHUsIM TPaXKIaH, MIPOCMOTPEN BCE Jiea OTUCTHO, BBHIHYI BCE
METaJUIMYECKHe KPEIUICHHs, MPOHYMEpPOBaJ BCE CTPaHUIIbl MOCEPEANHE TelIeBOMN
PYUYKOM, OOpMHUIT BHYTPEHHIOIO OIMKUCh U JTUCT-3aBEPUTEID JIeIa, TOMECTUI JIOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOIYI0 ['OCTYy.

[IpaBunpHO 11 noctynuia uHcnekTop? Kakue TpeOoBaHUs MPEbBISIOTCS K
oQOpMIICHUIO JIe]l, COAepKalTuX OOpalleHus Tpak/iaH, sl epejaul B apXuB Op-
ra"Husanuu’?

3aoanue 5.

Yucnennsiii coctaB pabotHukoB OO0 «Cupuyc» - 15 yenosek. B cTpykry-
pe olmiecTBa 00pa30BaHO TpU (PYHKIIMOHATBHBIX MOAPA3ACICHUs: CEeKpeTapuar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY OOECIICYCHUIO yTpaBJe-
HUS U KaJIpOBOU J€ATEIbHOCTH; OyXraiaTepusi U FOPUINYECKUNA OTAEII.

OcTtanbHble paOOTHUKU BXOJAT B COCTAB T'PYII, CPOPMUPOBAHHBIX B COOT-
BETCTBUU C HAIIPaBJICHUSMU OCHOBHOW JEATEIBHOCTH NPEIIPUATHS, HAPUMED,
rpymIa no pekjame, ITpymna 1o noAroToBKe TEXHUYECKON JOKyMEHTAIUH, TpyIina
AKCIEPTOB U Ap. ['pynmbl He ABIAIOTCA CTPYKTYPHBIMU NOJIpa3e/ICHUsIMU U HE 3a-
KPEIUIEHbI YTBEPKACHHBIM IITATHBIM PACIICAHUEM.

Kakyro kimaccupukalnoHHyI0 CXeMy HOMEHKJIATYpbl J1e] CIe1yeT PEKOMEH-
JI0BaTh JUIsl JaHHOTO 00111ecTBa?

3aoanue 6.

B Teuenue roma y mpennpusaTHs MOSIBUIMCH HOBBIE HANPABIICHUS €TO Jes-
TETHHOCTH W HOBbIe mapTHepsl. Kak ciencTtBue 3TOTo, MOSIBUIIOCH 3HAUMTEIHHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OB MPEAyCMOTPEHBI ACHCTBYIO-
€ HOMEHKJIATYpOU JIEI.

PykoBoauTens npeanpusiTus CBOUM IpHkazoM o0s3ain ciiyx0y 10V BHecTH
W3MEHEHHUsI B HOMEHKIIATypy JIe. B utore 3To cBEJI0Ch K COCTABIEHHUIO B CEPEINHE
rojila HOBOM HOMEHKJIATyphl J€JI, KOTOPYIO 3aHOBO yYTBEPJWJ PYKOBOAUTENb MPE-
MPUATHSL.

Hackonbko mpaBoMepHBI AEHCTBUS, TPEIIPUHATHIE PYKOBOJCTBOM U CITyXK-
oot 1OV npennpusatus? beuia 11 B JaHHOM cllydae HEOOXOIUMOCTh MepepadoTKH
HOMEHKJIATyphl JI€JI, U Kakue TpeOOBaHUSI COCTAaBJICHUS! HOMEHKIIATYphI 1] CIeay-
€T YYUTHIBaTh, 4TOOBI N30€raTh MOOOHBIX CUTYaIIHA?

7.4 Meroauyeckne MaTepHuayibl, OINpeaesilOUIde  MPOUEAYPbI
OLCHUBAHUS 3HAHWUI, YMEHUI, HABBIKOB, XAPAKTEPHU3YIIIUX ITAIbI
¢bopmupoBaHusi KOMNIETEHIIMA

KoHTponb 0CBOEHMS TUCIUIUIMHBI U OLIEHKAa 3HAHUM 00yJarommxcs Ipou3-
Boautcs B coorBeTcTBUH ¢ [1m KyoI'AY 2.5.1 «Tekyuunii KOHTpoJIb ycrieBaeMOCTH
U TIPOMEXKYTOUHOM aTTeCTallui 00yJaroImUXCsi».

Kputepusimu onenku pedepara sBISIOTCS: HOBU3HA TEKCTa, 0OOCHOBAH-
HOCTh BHIOOpA MICTOYHHUKOB JIUTEPATYPHI, CTENIEHb PACKPBITHS CYIITHOCTH BOIIPOCA,
coOroieHusI TpeOOBaHUN K OPOPMIICHHIO.

OreHka «OTJIMYHOY» — BHITIOJHEHBI BCE TpeOOBAaHUS K HaNMCaHUIo pedeparta:
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o0o3HaueHa mpobiieMa U 000CHOBaHA €€ aKTyalIbHOCTh; C/AENIaH aHANU3 Pa3IMYHBIX
TOYEK 3PCHUS Ha pacCMaTPUBAEMYIO IIPOOJIEMY | JIOTUYHO M3JI0’KEHA COOCTBEHHAs
MO3UIHS; CPOPMYITUPOBAHBI BBIBOJBI, TEMa pPACKPHITA IMOJHOCTHIO, BBIJCPXKaH
00bEM; coOJI0ICHBI TPEOOBAHUSI K BHEIIIHEMY O(DOPMIICHHIO.

OreHKa «XOpoII0» — OCHOBHBIE TpeOOBaHUs K pedepaTy BBHIMOIHEHBI, HO
IIPU 3TOM JOMYIIEHBI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3IIOXKE-
HUM MaTepuaya; OTCYTCTBYET JIOTHYECKas MOCIIeIOBATEILHOCTh B CYXKICHUSAX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTCS YIyIeHUs B 0pOpMIICHUH.

OrneHka «yAOBJIETBOPHTEIbHO» — HUMEIOTCS CYIIECTBEHHBIE OTCTYILICHUS
oT TpeOoBaHMil K pepepupoBanuio. B yacTHOCTH: TeMa OCBeIleHA JTUIIb YaCTHYHO;
JIOTYIIEHbI (haKTUYECKUE OIMUOKU B COJEp>KaHUU pedepara; OTCYTCTBYIOT BBIBO-
JTBL.

OrneHka «HeyI0BJIETBOPUTEIbHO» — TeMa pedepara HE pacKpbiTa, 0OHA-
pPY’KUBaeTCsl CyLIECTBEHHOE HEMOHMMAaHUE MpOoOJIeMbl WK pedepaT HEe MpeacTaB-
JIEH BOBCE.

KpuTtepusimu ouneHKH AOKJAAa SBISIOTCS: HOBHU3HA TEKCTa, 0OOOCHOBAH-
HOCTh BBIOOpA UCTOYHUKOB JIMTEPATYPHI, CTETICHb PACKPBITHSI CYIIIHOCTUA BOMPOCA,
coOtoieHus TpeboBaHmit K 0POPMIICHHIO.

OrneHka «OTJIMYHO» CTAaBUTCS, €CIIM BBIIOJIHEHBI BCE TPEOOBAaHMSI K HarmKca-
HUIO JIOKJIaJia: oO0o3HaueHa mpobiieMa U 00OCHOBaHA €€ aKTyaJbHOCTb, ClieNiaH
aHaAJIM3 Pa3IMYHBIX TOYCK 3PCHUS HA paccMaTpUBAEMYIO MPOOJIEMY U JIOTHYHO H3-
JIO’)KeHa COOCTBEHHAS TO3HIUS; CPOPMYIHPOBAHBI BBIBOJBI, TEMa PACKpPHITA IMOJI-
HOCTBIO, BBIIEpKaH 00bEM; cOOMIOICHBI TpeOOBaHMSI K BHEIITHEMY O(OPMIICHHIO.

OleHKa «XOpOIIO» — OCHOBHBIE TPEOOBaHUSI K JOKJIATy BBITIOJHEHBI, HO
IIPY ATOM JOMYIICHBI HETOUYETHI. B 4aCTHOCTH, MMEIOTCS HETOYHOCTH B M3JIOXKE-
HUU MaTepuaya; OTCYTCTBYET JIOTMUECKasi MOCJIEI0BATEILHOCTh B CYXKJICHUAX; HE
BbIIepKaH 00bEM pedepaTa; UMEIOTCS YIYIEHUS B 0(DOPMIICHHH.

OrneHka «yAOBJIETBOPUTEIbHO» — UMEIOTCSI CYIIECTBEHHBIE OTCTYIUICHUS
oT TpeboBaHUi. B yacTHOCTH: TeMa OCBEIeHA JIMIIIb YaCTUYHO; JOMYIIEeHbI (ak-
TUYECKHUE OMIMOKHU B COJIEPKAHUM JIOKJIAa; OTCYTCTBYIOT BBIBOJIBI.

OreHka «Hey10BJIETBOPUTEIBLHO» — TeMa JIOKJIaga HE pacKpbiTa, 0OHApY-
JKUBAETCS CYIIECTBEHHOE HEMOHMMAaHUE MPOOJIEeMbl WU JTOKJIAaJ] HE MPECTaBICH
BOBCE.

Kpurepuu oneHnBanusi BbINOJTHEHHUS 3CCe

OueHka «OTJMYHO» — BBICTABIIETCS CTYACHTY, MOKAa3aBIIEMY BCECTOPOH-
HUE, CUCTEMAaTU3UpPOBAHHbIE, IITyOOKHE 3HAHUS MPOOJIEMHBIX BOIPOCOB 3CCE U
YMEHHE YBEPEHHO NMPUMEHATh UX HA NMPAKTUKE MPU PEIICHUM KOHKPETHBIX 3a/ad,
cBOOO/IHOE U MPaBUIbHOE 0OOCHOBAHUE MPUHSATHIX PEIIECHU.

OneHka «X0poII0» — BBICTABIISIETCA CTYJEHTY, €CJIM OH TBEPAO 3HAET MaTe-
puain, rpaMOTHO M MO CYILIECTBY H3J1araeT €ro, ymeeT NPUMEHATHb IOJIyYCHHbIE
3HaHUS HA MPAKTUKE, HO JOIYCKAET B OTBETE WIM B PEIICHUU CUTYyalMOHHBIX 3a-
Jlady HEKOTOPbIE HETOYHOCTH, KOTOPBIE MOKET YCTPAHUTh C ITOMOLIBIO JONOJIHU-
TEJIbHBIX BOIIPOCOB MPENOaBaTENS.
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OrneHka «ya10BJE€TBOPHUTEIbHO» — BBICTABISIETCS CTYJEHTY, MOKa3aBIIEMY
(dparMeHTapHbIi, pa3pO3HEHHBIA XapaKTep 3HAHWN, HEAOCTATOYHO MpPABUIIbHBIC
(dopMyIHpPOBKH 0a30BBIX MOHATHH, HAPYIICHHUS JIOTUYECKON MOCIIEA0BATEILHOCTH
B M3JIO’KEHUH NPOTPaMMHOTO MaTepualia, HeOOXOAUMBIMU JIJIs AalibHEeHIero o0y-
YEeHUSI U MOXKET MPUMEHSTh MOJIydYeHHbIe 3HAHUs 10 00paslly B CTaHAApTHOM CH-
Tyaluu.

OreHKka «HeyA0BJIETBOPUTEIbHO» — BHICTABIISCTCS CTYJIEHTY, KOTOPBINA He
3HaeT OOJbIIEH YacTH OCHOBHOTO COJEP KaHMS BHIHOCHUMBIX Ha KOHTPOJBHYIO pa-
00Ty BOIPOCOB TE€M TUCIUIUIUHBI, JOMYyCKAET rpyOble OMHMOKH B (POPMYIUPOBKAX
OCHOBHBIX TMOHITHIA M HE YMEET HCIIOJIb30BaTh MOJTYYCHHbIC 3HAHUS MPHU BHITIOJ-
HEH 3Cce.

Kputepusimu ouieHKH NMoOBedeHHs] TUCKYCCHM SIBIISIIOTCS: TOYHOCTH apry-
MEHTOB (MCIIOJIb30BaHUE TTPUUUHHO-CIICICTBEHHBIX CBSI3€H); YeTKass (hopMyIupOB-
Ka apryMEHTOB U KOHTPAPTYMEHTOB; JOCTYMHOCTh (IOHATHOCTb) U3JIOKEHHUS; JIO0-
TMYHOCTh (COOTBETCTBHE KOHTPAPTYMEHTOB BBICKa3aHHBIM apryMEHTaM); KO-
PEKTHOCTb UCTIONB3YEMON TEPMHUHOJIOTUN C HAYYHOUM TOYKU 3pEeHHUs (TIPaBIUBOCTbD,
JIOCTOBEPHOCTh, TOYHOCTh OIPE/ACNICHUI); ylayHas IMojada Marepuana (dMOIMO-
HaJIbHOCTbh, WUTIOCTPATUBHOCTD, YOCIUTENBHOCTD); OT/EICHUE (PAKTOB OT CyOBEK-
TUBHBIX MHEHUH; HCIOJIb30BaHUE MPUMEPOB (APTYMEHTHUPOBAHHOCTH); BUICHUE
CYyTH TIPOOJIEMBI; YMECHUE OPHEHTHPOBATHCS B MEHSIOMICHCS CUTYaIlMH; KOPPEKT-
HOCTH TI0 OTHOIIICHHUIO K OTIMOHEHTY (TOJICPAaHTHOCTh, YBAXKCHHUE IPYTHUX B3TIISAIOB,
OTCYTCTBHE JIMYHOCTHBIX HAIMaJOK, OTKa3 OT CTEPEOTHIIOB, Pa3KUTAIOIINX PO3Hb H
HEIPUS3Hb).

OrneHKa «OTJIMYHO» CTAaBUTCS, €CIIM apTyMEHTHI MPUBOAMINCH 1O CYIIECT-
BY, KPaTKO JJAKOHUYHO, C MCIOJIb30BaHUEM HEOOXOIMMOW TEPMHHOJIOTHH, B TIO-
HSATHOM M noctymnHou (opme; hopma nogaun nHGOPMAIIMH COOTBETCTBYET €€ CO-
JIEp’)KaHUIO; BJIAJICHNE BHUMAHUEM ayJIUTOPUM, KOPPEKTHOE M yBAXKUTEIHHOE OT-
HOIIIEHUE K OCTAJIbHBIM YYaCTHUKAM JUCKYCCHH; B BBICTYIICHUN (DAKTHI OTACIICHBI
OT COOCTBEHHOT'O MHEHUS; HCIOJIb30BaHUE MPUMEPOB; BUJCHUE CYTH MPOOIEMBI;
YMEHUE OPUEHTUPOBATHCS B MEHSIOIICICS CUTYaIIUH.

OreHKa «XOPOI0» CTABUTCS, €CJIM apTyMEHThI IPUBOIUIIUCH 110 CYIIECTBY,
HO OBLITM OTKJIOHEHHS OT CYTH BONPOCA, MPU apTyMEHTAIUN TMPUCYTCTBOBAIHN J0JI-
r'Yi¢ BCTYIUICHUS W TIOSICHEHUS, HE TPEOYIOINE HEOOXOIUMOCTH; UCITOJIb30BAaHUE B
peun TepMuUHOJOTHH, dopMma ToAaur MHGOpPMalMK HE Bcerja ObUla yMECTHA, B
CBSI3M C YEM TEpsJIOCh BIAJCHUE BHUMAHUEM ayJIUTOPHUH, KOPPEKTHOE M YBaXKH-
TEJIHbHOE OTHOIIICHHWE K OCTAJbHBIM yYaCTHUKAM JIUCKYCCHH; B BBICTYIICHUU (aK-
Thl CMEIIMBAIMCH C COOCTBEHHBIM MHEHHUEM, YTO TIOPOKIAITIO CIIOPHI.

OreHKa «y/I0BJIETBOPUTEIBHOY» CTAaBUTCS, €CIIU CTYJICHT HE OPUCHTUPYET-
Csl B CUTYyaIlMH WJIM OPUEHTUPYETCS HE MOJTHOCTHIO, HE MOYKET MPUBECTH apTyMEH-
ThI Ha TIOCTABJICHHBIE BOMIPOCHI, a TAK)KE HE MTOKA3bIBACT YMEHHE BECTH JUCKYCCHUIO
B COOTBETCTBYIOIICH (popMme.

OrneHKa «HEYI0BJIETBOPUTEIBHO» CTABUTCS, KOT/IA CTYIAEHT OTKa3aycs
y4acTBOBaTh B IUCKYCCHUH MO MPUYMHE HE3HAHUS MaTepHaa.
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KpuTtepun onieHKH 3HAHMI NPU HANTHCAHUHM KOHTPOJIbHOM padoThl

OneHka «OTIIMYHO» — BBICTABIsIETCS OOydaroleMycsl, MoKa3aBIIeMy Bce-
CTOPOHHHUE, CUCTEMAaTU3UPOBAaHHBIE, TITyOOKHE 3HAHHS BONPOCOB KOHTPOJIBHOM
paboOThl U YMEHUE YBEPEHHO IPUMEHATh UX HA MPAKTUKE MPU PEIICHUU KOHKPET-
HBIX 3371a4, CBOOO/IHOE U MPaBUIIBHOE OOOCHOBAHUE MPUHSATHIX PELICHUM.

OneHka «X0poII0» — BBICTABISIETCSI 00yUaIOLEMYCsl, €CJIU OH TBEPJO 3HAET
MaTepHuaJl, FPaMOTHO U IO CYIECTBY MU3JIaracT €ro, yMeeT IPUMEHATH IT0JyYEHHBIE
3HaHUS Ha MPAKTUKE, HO JOMYCKAET B OTBETE WIM B PEIICHUHU 337a4 HEKOTOPBIE
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOIIBIO JTOMOJIHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yA0BJIETBOPUTEIbHO» — BBICTABISIETCS OOydaromeMycsi, MoKa-
3aBIIEMY (PparMeHTapHbI, pa3pO3HEHHBIA XapaKTep 3HAHUW, HEJOCTATOYHO Mpa-
BUJIbHBIE (POPMYJIIMPOBKH 0A30BbIX MOHATUNA, HAPYLIEHUS JIOTHYECKOM MOCien0Ba-
TEJIBHOCTU B U3JIOKEHUU IIPOrpaMMHOI0 MaTepuaa, HO IIpU 9TOM OH BJIaJEeT OC-
HOBHBIMU MOHSATHSIMHU BBIHOCUMBIX Ha KOHTPOJIbHYIO PabOTy TeM, HEOOXOAUMBIMU
JUI JalibHEHIIero oOy4yeHuss ¥ MOXKET IPUMEHATh MOJIyYeHHbIE 3HAHUS 110 00pa3-
Iy B CTAH/IAPTHOM CUTYaLUU.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — BBICTABISETCS 00yYaronemMycs, KOTo-
pBIii HE 3HaeT OOJIbLIEH YacTh OCHOBHOTO COJAEPKaHUSI BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BOIPOCOB T€M JUCLHILIMHBI, JOIyCKaeT rpyOble OMIMOKHU B (hOpMYIIH-
POBKax OCHOBHBIX IMOHATHM W HE YMEET HCIIOJIb30BaTh IOJIYYEHHBIE 3HAHUS IMPU
PELIEHNH THUTIOBBIX MTPAKTUYECKUX 3a/1a4.

Kpurtepuu oneHuBaHus BbINOJHEHUS KeliC-3aIaHNH

Pe3ynbTaT BBINOJHEHHSI KEMC-3aJaHUSI OLIEHUBAETCS C YYETOM CIIEIYIOIINX
KPUTEPHUEB:

— TOJHOTA NMPOPa0OTKU CUTYAIINH,

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBHU3HA U HEOPJAMHAPHOCTH MPE/ICTABICHHOTO MaTepualia U PelIeHU;

— TEPCIIEKTUBHOCTh M YHUBEPCATHOCTD PEIICHU;

— YMEHHE apryMEHTUPOBAHO 0OOCHOBATH BHIOPAHHBIN BapUAHT PEIICHMUS.

Ecnu pe3ynbrar BRIMOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAYEHHOMY
KPUTEPUIO CTYACHTY IPHCBAUBAETCS OAMH Oay (3a Kaxawlidi kputepuit mo 1 6ai-
ay).

OneHka «0TJIMYHO0» — IpU Habope B 5 OAIIOB.

OreHka «xopoio» — mpu Habope B 4 Gasia.

O1ieHKa «y10BJIETBOPUTEIBbHOY» — ITpU Habope B 3 Oaua.

O1eHKa «HEeYA0BJIETBOPHUTEILHOY» — IIPU HAOope B 2 Oasuia.

KpuTtepun onieHKu 3HAHUA NP MPOBeeHUN TECTHPOBAHUS

OlieHKa «OTJUYHO» BBICTABIISICTCS MIPU YCIOBUM MPABUIBHOIO OTBETA CTY-
JICHTa He MeHee yeM Ha 85 % TeCTOBBIX 3aJaHui;

OreHKa «XOPOII0» BBICTABIISCTCS MPHU yCIOBUW MPABWIBHOTO OTBETA CTY-
neHTa He MeHee ueM Ha 70 % TeCTOBBIX 3aJaHHI;
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OI_ICHKa «KYAOBJIETBOPHUTEJIbHO» BLICTABJICTCA IIPU YCIOBUH IIPABUIBHOI'O
OTBCTA CTYACHTA HC MCHCC UCM Ha 51 %;

OHCHK& CHEYAOBJECTBOPUTEJIbHO)» BLICTABIIACTCA IIPU YCJIOBHU IIpaBHUJIIb-
HOT'O OTBCTA CTYACHTAa MCHCC YCM Ha 50 % TecToBBIX SaﬂaHHﬁ.

PCBYJILTaTBI TCKYIICI'O KOHTPOJIA HCIIOJB3YIOTCA IIpU IIPOBCACHHUU IIPOMC-
H(YTOQHOﬁ aTTCCTallhu.

Kpurepuu ouneHkH 3HAaHUN NIPH NPOBEACHUH 3a4UeTa

OueHka «3a4TeH0» — JIaH IOJHbIA, Pa3BEPHYTHIM OTBET HA NMOCTABJICHHBIN
BOIIPOC, NOKa3aHa COBOKYMHOCTb OCO3HAHHBIX 3HAHUH 00 OOBEKTE, MPOSIBIISAIO-
mrasicsi B CBOOOIHOM ONEPUPOBAHUU TOHATHUSMHU, YMEHUH BBIACIUTH CYIIECTBECH-
HBIE Y HECYIIECTBEHHBIEC €TI0 NPU3HAKU, NMPUYUHHO-CIEACTBEHHBIE CBS3H. MOTyT
OBITh JOMYILIEHbI HEAOYETHl B ONPEIEICHUU MOHATUM, UCIIPABICHHbIE CTYIEHTOM
CaMOCTOSATEIIBHO B IIPOLECCE OTBETA.

OneHka «He 3a4TEHO» — JOIYIIEHbl I'pyOble OLIMOKU IMpPHU ONpeaAcIeHUU
CYIIIHOCTHU PaCKpbIBAEMBIX IIOHATUM, TEOPUH, SIBIICHUM, BCIECICTBUE HEIIOHUMAaHUs
CTYJIEHTOM UX CYLIECTBECHHBIX U HECYILIECTBEHHBIX IIPU3HAKOB U CBA3eU. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUSI 0000IIEHHBIX
3HaHUU HE II0KAa3aHO.

8 IlepeyeHb OCHOBHOWM U JOMOJHUTEILHON yueOHOI JuTepaTy-
phI

OcHoBHas yueOHasi JIUTEpaTypa

1. beixoBa, T. A. JlokymeHTanimoHHOE obOecrieueHUe yrnpaBiaeHUs (ASIOMpo-
n3BOACTBO) : yueO. mocobue / T. A. beikoBa, T. B. Ky3nenona, JI. B. CankuHa ;
nox oo6mr. pea. T.B. Ky3nenoBoii. — 2—e usn., nepepad. u gorn. — M. : UTHOPA-M,
2020. — 304 c. + Jlom. matepualsl [DIeKTpOHHBIN pecypc]. — (Bricmee o6pa3oBa-
HHUE: bakamnaBpuar). Pexum JIOoCTyma:
https://znanium. com/cataloq/product/1078152

2. Ky3nenona, 1. B. JlokyMeHTHpOBaHUE yNPABICHYECKON NIEATEILHOCTH :
yaeOHoe nocobue mis 6akanaspoB / . B. Ky3nenosa, I'. A. XauarpsiH. — 2-e uzj.
— Mocksa : JlamkoB u K, A#t [Tu Op Menna, 2021. — 240 c. — Pexxum nmoctyma:
https://www.iprbookshop.ru/99364.html

3. Paznopoxubiid, A. A. JIOKyMEeHTHPOBAaHUE YIPABICHYECKON NEATEIbHO-
cTH : yueb. nmocodue / A. A. Paznopoxusiii. — M. : UHOPA-M, 2018. — 304 c. —
(Bricmiee 00pa3oBaHuUE: bakanaBpuar). — Pexum JOCTYyTIA:
http://znanium.com/catalog/product/969585

JonoaHuTtenbHasi ydeOHas quTEepaTypa
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https://znanium.com/catalog/product/1078152
https://www.iprbookshop.ru/99364.html
http://znanium.com/catalog/product/969585

1. Imutpuena, JI. M. JlokyMeHTalMoHHOE OOecreueHne ynpaBieHYeCKOU
JeATeNIbHOCTH : yueOHoe nocodue / JI. Y. JImutpuena, U. B. Py3aeBa. — HoBocu-
oupck : HoBocuOupckuit rocy1apcTBEHHbIN TeXHUYecKuil yHuBepcutet, 2019. —
100 c. — Peskum poctyma: https://www.iprbookshop.ru/98703.html

2. Kprokxosa, H. II. JlokymMmeHTHpOBaHUE YyMNpPaBICHYCCKONU JCATEIBLHOCTH :
yuebHoe mocobue / H. I1. Kprokora. - MockBa : UH®PA-M, 2019. — 268 c. —
(Breicuiee oOpazoBaHue: bakanaBpuar). — Pexum JOCTYTIA:
https://znanium.com/catalog/product/991955

3. [Tanacenko, FO. A. JIokyMEHTHPOBAaHHE YIIPABICHYCCKON IEATEIHHOCTH:
Yuebnoe mocodue / FO.A. ITamacenko. — Mocksa : PUOP, 2018. — 138 c.: — (Kap-
MaHHO€E yueOHoe nocobue). — Pexxum J0CTyna:
https://znanium.com/catalog/document?id=309085

O [lepeyennb pecypcoB HH(POPMAITHOHHO-TEJTEKOMMYHHKAIIUOH-
Ho#l ceTu «AHTEpHET»

Ilepeuens ObC
Ne HaunmenoBanmue TemaTuka Cceblika
1. | Znanium.com YHuBepcaibHas
2. | IPRbook YHuBepcaibHas
3. | O6pazoBarenbHbiii noprast Kyol'AY | YHuBepcanpHas

Ilepeuens MHTEpPHET CAalTOB:

«Poccuiickuii xypHai MeHeKMeHTay https://rim.spbu.ru

Buxkunenuss — cBoOOAHAas SHUMKIONEAUS [DIEKTPOHHBIN pecypc]: Pexum
nocryma: https://ru.wikipedia.org/wiki/

Kypuan <tMANAGEMENT) http://iso-management.com

Kypnan «l'eHepanbHBIi JUPEKTOP. YTNPABIEHUE MPOMBINUIEHHBIM IpEJ-

TIPUSTACM) https://panor.ru/magazines/generalnyy-direktor-upravlenie-
promyshlennym-predpriyatiem.html

Kypnan «MeHeIKMEHT U OHM3HEC-aAMUHUCTpUpoBaHue» http://www.mba-
journal.ru/

Kypnan «Ynpasienue kommanueii» http://www.zhuk.net

)KypHan «DKOHOMHKA nu MCHCI)KMCHT CUCTEM YHPaBJIICHUS
http://www.sbook.ru/emsu/

Kypnan «xcnepttOI» http://expertsouth.ru/magazine/

KypHan AenonpousBOACTBA U JIOKYMEHTOOOOpPOTa Ha NPEANPUSTHU
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-
dokumentooborota-19-m8

Kypnan MeHeKMEHT CEerOJTHS https://grebennikon.ru/journal-
6.html#volume2020

DNEeKTPOHHBIN KypHal «YnpasneHue IIPEANPUATUEM

https://e.management.mcfr.uz/promo.aspx
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10 MeToanueckue yKa3zaHusl JJisi 00y4aloUUXcsl 10 OCBOEHMIO
TUCHUILIAHBI

1. JlokyMeHTHpOBaHHE YMPABICHYCCKON NEATCIBHOCTH: METOJ. yKa3aHHUs
10 MPOBEJACHUIO MTPAKTUYECKUX 3aHITHUH, OpraHU3aIlui CaMOCTOSTEILHON M Hay4-
HO-MCCJIEA0BATEILCKOM padOThI sl 00yJaromuXcsl IKOHOMUYECKOTo (haKynbpTeTa
no HarpanyieHuto nmoaroroBku 38.03.02 Menemxment/ coct. A. B. Iloru6enes. —
Kpacuomap : Kyol'AYy, 2019. - 36 c¢c — Pexum jgocryna:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1 .PD
F

OcBoeHune TUCUUILTMHBI O0YYAOIIMMUCS MPOU3BOAUTCS B COOTBETCTBUM C
JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMU:

— IIn Ky6I'AY 2.2.4 «DoH[ OLICHOYHBIX CPENICTBY;

— IIn Ky6I'AY 2.5.18 «Opranuzaius o0pa3oBaTebHON JESITEIBHOCTH 10
nmporpaMmam OakajgaBpuaTay;

— IIn KyoI'AY 2.5.29 «O dopmax, MeTOJIax U CPEACTBAX, MPUMEHSIEMBIX B
y4eOHOM MpolLecce»;

11 Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOTHH, UCHOJIb3yeMbIX
IPU OCYLIECTBJIEHNH 00pa30BaTeJbHOIO Mpouecca no JUCHUILIUHE,
BKJIIOYasi nepe4YeHb NPOrpaMMHOI0 o0ecnevyeHust U
HH(POPMALMOHHBIX CIIPABOYHBIX CUCTEM

WNHupopmalinoHHbIe TEXHOJIOTUH, UCIOIb3yEeMbIE NPU OCYLIECTBICHUN 00pa-
30BaTEJIBHOIO IMpoliecca Mo AUCLUUILIIMHE, TO3BOJISIOT: 00ECeUnTh B3aUMOJCHCT-
BHE MEXIy y4YaCTHUKaMU 00pa30BaTEIbHOIO Mpolecca, B TOM YHCIE CHHXPOHHOE
U (WIM) aCHHXPOHHOE B3aUMOJEHCTBHUE, MOCpencTBOM cetu «HTepHeT»; dpukcu-
poBaTh X0JI 00pa30BATENBLHOIO Mpollecca, pe3yIbTaTOB MPOMEKYTOUHON aTTecTa-
MU 0 AUCIUIUIMHE U PE3yJbTaTOB OCBOCHUSI 00pa30BaTEeIbHON MPOrPaMMBbI; Op-
raHU30BaTh MPOLECC 00pa30BaHus MyTEM BU3YyaIU3alUMKi U3ydaeMoil uHdopmanuu
MOCPEJICTBOM MCIOJIb30BaHUS Mpe3eHTaIi, y4eOHbIX (PHUIIBMOB; KOHTPOIUPOBATH
pe3ynbTaThl 00yYeHHUsI HA OCHOBE KOMIIBIOTEPHOTO TECTUPOBAHUS.

ITepeuens nuuen3uonnoro 10

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepanuoHHas cHCTeMa

2 Microsoft Office (Bximtouaer Word, Excel, Power- | ITakeT opUCHBIX TIPUITOKESHUH
Point)

3 Cucrema tectupoBanust INDIGO TectupoBanue
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[lepeuenb npodeccroHanbHbIX 0a3 JaHHBIX

HBIX CUCTEM

U MH(OPMAIMOHHBIX CIPaBOY-

Ne HaumeHoBaHue Temaruka JIeKTPOHHAS MOYTA

1 | Hayunas sjnekTpoHHas | YHHBEpcalbHas https://www.elibrary.ru/defaultx.asp
o6ubmmoreka eLibrary

2 | I'apant [IpaBoBas http://www.garant.ru/

3 | Koncynpsrantlliroc ITpaBoBas http://www.consultant.ru/

12 MarepuajibHO-TEXHUYECKOe oOecrieyeHue OOy4YeHUS I10
aucHuImInHe 1 jaun ¢ OB3 u uHBaJIu10B

BxonHas rpynma B TiaBHBIM y4yeOHBIH KOpPIyC OOOpYyJIOBaH MaHIyCOM,
KHOIIKOW BBI30Ba, TAKTHJIbHBIMU TAa0JIMYKAMH, ONIOPHBIMU NOPYYHSIMH, MPEayNnpe-
KIAOIMMMHI 3HAKAMU, JOCTYIHBIM PACIIMPEHHBIM BXOJOM, B KOPITYCE €CTh CIIEIH-
albHO 00OpYJIOBaHHAs CaHWTapHAas KOMHarta. JlJig mepeMeleHuss MHBAIMIOB U
JIOB3 B nomenieHnn UMeETCs NEPEABUKHON I'yCEHUYHBIN cTyneHbKkoxox. Kopmyc
OCHAIIEH IPOTUBONOKAPHON 3BYKOBOW U BU3YyaJIbHOM CUTHAJIU3ALUEN.

Ne | HaummeHnoBanue yueOHbIX | HanMeHoBaHHe moMmelIeHUi A npoBefeHust | Ajapec (MECTOMOJIOXKEHHE) MO-
1/ | TpexMeroB, KypcoB, AWC- BCEX BHJOB YUEOHOM AEATEIBHOCTH, TIpEly- | MELICHHH /s MPOBEICHUs BCeX
I | OUIUIHMH (MOIyJel), Mpak- | CMOTPEHHON y4eOHBIM IIaHOM, B TOM YMCIE, | BHJOB yueOHOU JesITeIbHOCTH,
TUKH, AHBIX BHJIOB y4e0- | TOMEIICHHHU IS CaMOCTOSITEIbHOM paboThI, C MPeIyCMOTPEHHON y4eOHBIM
HOW JEATeNEHOCTH, Ipe- yKa3aHHEM IepedHsi OCHOBHOTO 000pyI0Ba- IUTaHOM (B cIIydae pean3anun
JIYCMOTPEHHBIX YY€OHBIM | HHS, y4eOHO-HATISITHBIX IOCOOUH M UCTIONB- | OOpa30BaTENbHBIX MPOTPAMM B
IUTaHOM 00pa30BaTeIFHON 3yeMOr0 IIPOTPaMMHOTO 00eCIIeUeHUS ceTeBoil opMe TOMONTHUTENB-
TIPOTPaMMEI HO YKa3bIBAaeTCsI HANMCHOBAHHE
OpraHU3aIH, C KOTOPOH 3a-
KITFOUYEH JIOTOBOD)
1 2 3 4
JlokyMeHTHUpOBaHUE Iomemienne Ne221 I'VK, mnomans — 101m% | 350044, KpacHomapckwuii kpaid,
1 | ympaBieHdecKkoit nes- MOCAJ0YHBIX MECT — 95v; ydeOHast ayuropust | r. Kpacxomap, yi. M. Kamnan-
TENbHOCTU JUIS TIPOBEJICHUS 3aHATHH JEKIMOHHOTO THIIA,

3aHATUM CEMHUHApPCKOTO THIIA, KypCOBOTO MPO-
eKTHPOBaHUS (BBIIIOJHEHUS KypCOBBIX paboT),
IPYNIOBBIX M HHAWBHIYAIbHBIX KOHCYJIbTa-
LUH, TEKyIIero KOHTPOJIL U MPOMEKYTOUHOU
aTTecTally, B TOM YHCIIE U1 00yJaIOIINXCs ¢
nHBanuAHOCTHIO U1 OB3

TEXHUYECKUE CpelNcTBa OOydYeHHs, HaOOPHI
JIEMOHCTPAIIMOHHOTO 000PYIOBaHUS U yuel-
HO-HAISITHBIX MOCOOMH (HOYyTOYK, MPOEKTOP,
9KpaH), B T.4 Ui 0OyYarOIMUXCS ¢ MHBAIHI-
Hocteio 1 OB3;
mporpaMmHOoe  obecmeuenne:  Windows,
Office;

CIeMANIN3UPOBaHHass MeOenb (yueOHas moc-
Ka, ydeOHast Mebenb), B T.4 [uIst Uil 00ydaro-
MMXCcs ¢ HHBAIMAHOCTRIO 1 OB3.

ITomemenue Nell4 300, mnomans — 43m?;
MOCAIOYHBIX MeCT — 25; yueOHast ayauTopus
JUI TIPOBEJICHUS 3aHATHH CEMHHAPCKOTO TH-

Ha, 13
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Ne | HammenoBaHue y4eOHBIX
1/ | TpexIMeToB, KypcoB, JHC-
m | oUIoTaH (MOIyiel), mpak-
THKH, HHBIX BUIOB y4e0-
HOM e TENbHOCTH, IIpe-
JYCMOTPEHHBIX y4EOHBIM
IUTaHOM 00pa30BaTeNBFHON

HaumeHnoBaHue noMeeHuit 1uist MpoBeIeHUs
BCEX BUJIOB YUCOHOI AEATEILHOCTH, IPEay-
CMOTpPEHHOH y4eOHBIM IIAHOM, B TOM YHUCIIE,
TTOMEIICHUH JIJISI CAMOCTOSATEIEHOW pabOTHI, C
yKa3aHHEeM IIepedHs] OCHOBHOTO 000pynoBa-
HUS, y9eOHO-HATILIHBIX IIOCOOUH M NCTIONb-
3yeMOro IpOrpaMMHOT0 00eCIIeUeHHS

Anpec (MECTOIOJIOKEHHUE) MO~
MELICHHH 1J1s IPOBENICHUS BCEX
BUJIOB Y4eOHOH JAESATEILHOCTH,
HPEeIyCMOTPEHHOHN y4eOHBIM
IUTAaHOM (B CIIydae peaan3anun
00pa30BaTeIbHBIX IPOTPAMM B
ceTeBoil hopMe TOMONTHUTENB-

IIPOrpaMMbl HO YKa3bIBA€TCs HAUMCHOBAHUE
opraHu3anuy, ¢ KOTOpou 3a-

KIIFOYEH JIOTOBOP)

1 2 3 4

a, KypcOBOTO MPOSKTUPOBAHUS (BBIIOJHCHUS
KYpCOBBIX pabOT), TPYMIIOBBIX W HHIUBHUIY-
QIBHBIX KOHCYJBTALUH, TEKYIIET0 KOHTPOJIS U
MPOMEKYTOUHON AaTTeCTallid, B TOM UHCJIE
JUTSL 00YYarOIINXCsl C HHBATHIHOCTRIO 1 OB3

CTeIUATM3UpOBaHHass Mebenb (ydueOHas Joc-
Ka, yaeOHas MeOenp), B TOM YHCiIe I 00y-
JaroImuxcs ¢ HHBauaHocTeio 1 OB3

13 OcoOenHocTu opranm3anuu oOydenuss jgun ¢ OB3 nu
HHBAJIM/10B

Jlns uaBanuaoB v aull ¢ OB3 MoXeT u3MEHATHCS 00BEM AUCIUIIIIUHBI (MO-
ZyJisl) B 4acax, BbIIEJICHHBIX Ha KOHTAKTHYIO paboTy 00y4aroerocs ¢ npeno/jiaBa-
TeneM (1o BUJaM y4eOHBIX 3aHSTHUI) U Ha CaMOCTOATENIbHYIO paboTy oOyyaroiiie-
rocs (Ipu 3TOM HE YBEIUYMBAETCS KOJIMYECTBO 3aUETHBIX €IUHUL, BBIICICHHBIX
HA OCBOCHHE JTUCIIUTLIINHBI).

@DOH/TIbI OLICHOYHBIX CPEJICTB AN TUPYIOTCS K OTPAHUYCHUSM 3/I0POBbSI U
BOCIIPUATHUS HH(GOPMAIIH 00yUYatOIIUMHUCS.

OcHoBHBIE (DOPMBI TIPEACTABICHUS OIIEHOYHBIX CPEICTB — B Me4aTHOM (op-
Me WK B (hOpMe AJIEKTPOHHOTO JOKYMEHTA.

PopMBI KOHTPOJIA ¥ OLICHKH Pe3y/1bTATOB 00y4eHUs] HHBAJIUAOB H JIML
c OB3

Kareropun dopma KOHTPOJIS M OLEHKU Pe3yIbTaTOB 00yUeHuUs
CTYJIEHTOB C
OB3 u nnBa-
JIUIHOCTBIO
C nHapywenuem | — yCTHas IpOBepKa: AMCKYCCHM, TPEHUHIH, KpPYIJIbIE CTOJIBI, cOOecenoBa-
3penusl HUsl, YCTHBIE KOJUIOKBUYMBI U JIp.;

— C HCIMOJIb30BaHMEM KoMmmbloTepa U crneuuanbHoro I1O: pabora c anek-
TPOHHBIMU 00pa30BaTeIbHBIMH peCypcaMH, TECTUPOBaHUE, pedeparsl, Kyp-
COBBIE MPOEKTHI, TUCTAHIIMOHHBIE (DOPMBI, €CIIH MO3BOJIIET OCTPOTA 3PEHUS -
rpadudeckue paboTsl U 1p.;

IIPU BO3MOXHOCTH MHMCbMEHHAs IPOBEPKA C UCIOJIb30BAHUEM PEIbEPHO- TO-
4eyHOU cucTeMbl bpaiiis, yBenMueHHOTro mpudTa, UCIOIb30BaHHUE CICIH-
ATBHBIX TEXHUYECKUX CPEACTB (TH(IIOTEXHUYECKUX CPEJICTB): KOHTPOJIBLHEIE,
rpaduueckue paboThl, TECTUPOBAHUE, NOMAIIHUE 3aJaHUs, ICCE, OTUYETHl U
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Ap-

C Hapywenuem | — THCHbMEHHAs MPOBEPKa: KOHTPOJIbHBIE, Tpaduueckue padoThl, TECTUPOBA-
cnyxa HUE, JOMAIIIHUE 3a/IaHus, ICCe, TMCbMEHHbBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— C HCIIOJIb30BAaHMEM KOMIBbIOTEpa: padoTa ¢ 3JEKTPOHHBIMU 00pa3oBa-
TEJBHBIMH PECcypcamu, TeCTUpOBaHHE, pedeparhl, KypCOBBIC MPOEKTHI, Tpa-
¢dugeckue paboThI, TUCTAHIIMOHHBIC (HOPMEI U JIp.;

IpH  BO3MOXKHOCTH YCTHasi TPOBEPKAa C MCIIOJIB30BaHUEM CIEIHATbHBIX
TEXHUUYECKUX CPEICTB (ayIHOCPEICTB, CPEACTB KOMMYHHKAIIUHU, 3BYKOYCH-
JMBAFOIIEH ammaparypbl ¥ JIp.): TUCKYCCHH, TPSHUHTH, KPYIJIbIE CTOJIBI, CO-
OecenoBaHMs, YCTHBIC KOJJIOKBUYMBI U JIP.

C Hapywenuem | — TUCbMEHHAas MPOBEPKA C UCIOJIB30BAHUEM CHEIUAIBHBIX  TEXHUYe-
ONnopHO- CKHX CPEJCTB (aJIbTEPHATUBHBIX CPEJICTB BBOJA, YIPABJICHUS KOMIBIOTEPOM
0gueamenvbHo20 | U Ip.): KOHTPOJIbHBIE, rpadpuueckue paboThl, TECTUPOBAHUE, JOMAIIHUE 3a/1a-
annapama HUS, 3CCE, MTUCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— ycTHas MIPOBEPKA, C UCIIOJIb30BAHUEM CHEIUAIbHBIX ~ TEXHUYe-

CKUX CpeACTB (CpeACTB KOMMYHHUKAILMN): AMCKYCCUHU, TPEHUHIH, KPYyTjble
CTOJIbI, cOOeCeI0BaHNUs, YCTHbIE KOJJIOKBUYMBI U JIp.;

C MCII0JIb30BaHUEM KOMIIbIOTEpa U crienuanbHoro [10 (anmpTEpHATUBHBIX
CpeACTB BBO/IA U yIIpaBJIEHUs] KOMIIBIOTEPOM U Jp.): pabora c
AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYpCaMH, TECTHPOBAaHUE, pedepatsl,
KypCOBBI€ POEKTHI, rpaduueckue paboThl, TUCTAaHIIMOHHBIE (OPMBI
IIpeNoYTUTENbHEE 00YyUalOIMMCS, OTPAaHUYEHHBIM B IEPEBUKEHUH U JP.

AjanTtamnusi npoueaypbl MPoBedeHHs MPOMEKYTOUYHON aTTeCTANNU IJIA
naBaauaoB u gun ¢ OB3:

B xone npoBeneHns NpoMeXyTOYHOM aTTeCTAlNU PETYyCMOTPEHO:

— MpeabsBIeHUE 00yYaroIUMCs EYaTHBIX U (UJIM) 3JEKTPOHHBIX MaTepHa-
J0B B (popmax, aanTUPOBAHHBIX K OTPAaHUYEHUSM UX 3/10pPOBbSI;

— BO3MOXHOCTb I0JIb30BaThCS WHIWBHYyaJIbHBIMH YCTPOWCTBAMHM MU CpEJ-
CTBaMH, IMMO3BOJIIIOIIMMH aJalTUPOBATh MAaTEPHUAIIbI, OCYLIECTBIATh NMPUEM U II€-
penady uHGOPMAILMK C YIETOM UX UHAUBUAYAIbHBIX OCOOCHHOCTEH;

— YBEJIMYEHUE IPOJOJDKUTENBHOCTH IPOBEACHUS aTTECTALINM;

— BO3MOXXHOCTh MPUCYTCTBUSI ACCUCTEHTAa U OKa3aHUS UM HEOOXOIUMOM
noMouIM (3aHATh paboyee MeCTo, MEPeaBUTaThCs, TPOUUTATh U 0GOPMUTH 3aja-
HUE, 00ILATHCS C MPENOoIaBaTEeIIeM).

@opMbI TPOMEKYTOUHOM aTTECTAUK JIJIsl MHBAIUIOB U jnll ¢ OB3 momx-
Hbl YYUTHIBATh MHAMBHyaJIbHbIE U MCUXO(PHU3UUECKHE OCOOEHHOCTH OO0ywvarolie-
rocsi/ooyuaromuxcst no AOIIOIT BO (yctHO, mUCbMEHHO Ha Oymare, MUCbMEHHO
Ha KOMITIbIOTEPE, B (POpME TECTUPOBAHHUS U T.I1.).

CneumnajibHble YCJIOBHS, o0ecneunBaeMble B Ipolecce NMpenogaBaHus
TUCHUNITTHHBI

Cmyoenmul ¢ HAPYUWICHUAMU 3DEHU
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— TIpeAoCTaBICHUE 00Pa30BATEIHLHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare, O3BOJISIONIEM MTEPEBOUTH IIOCKONIEYATHYIO MH(OpMAIMIO B ayIhallb-
HYIO WIH TaKTWIBHYIO (OpMY;

— BO3MOXXHOCTb MCIIOJIb30BaTh WHAWBHUAYyaJIbHBIE YCTPOWCTBA M CPEJNICTBA,
MO3BOJIAIONIME AANTUPOBATh MaTepHUalbl, OCYIIECTBIATh MIPUEM U Tepeaavy UH-
dbopmanuu ¢ y4eToM WHIANBUYATBHBIX OCOOCHHOCTEH U COCTOSTHUS 3I0POBBS CTY-
JICHTA;

— TIPEAOCTABICHUE BO3MOXKHOCTH MPEAKYPCOBOIO O3HAKOMIIEHUS C COJEP-
YKaHUEM Y4eOHOW JAUCIMIUIMHBI U MaTepUaoM IO Kypcy 3a CU€T pa3MelIeHUs WH-
dbopman Ha KOPIOPATUBHOM 00pa30BaTEIHLHOM MOPTAJIE;

— HCMOJIb30BaHUE YETKOTO U YBEJIMUYEHHOTO MO pa3mepy mpudra u rpadu-
YeCKUX O0BEKTOB B MYJIbTUMEIMMHBIX MPE3CHTAIUSIX;

— UCIIOJIb30BAaHUE MHCTPYMEHTOB «JTyMay, «IPOKEKTOpP» MpHU paboTe C UH-
TEPAKTUBHOM JIOCKOM;

— O3ByuYHMBaHHUE BU3YyaJIbHON MH(OpMaIUK, MPEACTABICHHONW 00yUYatOmUMCs
B XOJI€ 3aHSATUM;

— ofecrnieyeHne pa3JaTOUYHbIM MaTE€pUAIOM, TyOJIUPYIOIIMM HH(POpPMAIIUIO,
BBIBOJIUMYIO Ha IKPaH;

— HaJIu4ue MOJANUCEN U OMUCAHUS Yy BCEX HCMOJB3YyEeMBIX B Mpoliecce 00y-
YEHUSI PUCYHKOB UM MHBIX T'papuyecKuXx 0OBEKTOB, YTO JAET BO3MOKHOCThH TEpe-
BECTH MUCbMEHHBIN TEKCT B ayIUAJIbHBIN,

— obecnieueHne 0coOOro PeueBOro pekuMa IperoaBaHus: JICKIIUH 4YhTa-
I0TCSI TPOMKO, pa300pUMBO, OTUETINBO, C TIay3aMU MEXY CMBICTOBBIMH OJOKaMHU
uHdopmaruu, o0ecreynBaeTCs WHTOHHPOBAHUE, MOBTOPEHUE, aKIIEHTHUPOBAHUE,
npodUIaKTUKA paCCEUBAHUSI BHUMAHUS;

— MHUHUMU3ALMS BHEIIHETrO IIyMa U 00ecreYeHre CIOKOMHOW ayauaibHOM
00CTaHOBKU,;

— BO3MOKHOCTb BECTH 3aIlUCh YueOHOU MHpOpPMAIUU CTYACHTAMU B yA00-
HOM 11 HUX dopMme (ayauanbHO, ayJUOBU3YyaIbHO, HA HOYTOYKE, B BUJIE TTIOMETOK
B 3apaHee MOATOTOBJIEHHOM TEKCTE);

— YBEIMYEHUE JIOJM METOJOB COIMAIBHOU CTUMYINANMH (oOparieHrue BHU-
MaHMsl, aneJIsaus K OTpaHUYCHUSIM TI0 BpEeMEHHU, KOHTaKTHBIE BUJIbI Pa0dOT, IPYyII-
MOBBIE 33JIaHUS U Jp.) HA MIPAKTUYECKUX U JTaOOPATOPHBIX 3aHATHSIX;

— MUHHUMHU3HUPOBAHHUE 3aJaHUM, TPEOYIONIUX aKTUBHOTO HCIIOJIb30BaHUS
3pUTENIBHON MaMSITU U 3pUTEIIbHOTO BHUMAHUS;

— MPUMEHEHHE IMOATAITHOM CHCTEMBI KOHTPOJIA, 00Jiee YacThlii KOHTPOJIb
BBITIOJTHEHUS 3aJaHUM JIJI1 CAMOCTOSTEILHON PaOOTHI.

Cmyodenmul ¢ HaAPYWIeHUAMU OROPHO-08ULAMEILHO20 annapama
(MaJIOMOOWIbHBIE CTY/IEHThI, CTYA€HThI, UMEIOIHe TPYAHOCTH TepeaBHKe-
HHSI M IATOJIOTHIO BEPXHUX KOHEYHOCTEH)

~ BO3MOXHOCTb HUCIOJIb30BATh CIEIMATIBHOE IPOrpaMMHOE OOECIICUeHHE U
crieruaibHOoe 000pYJ0BaHUE U MTO3BOJISIONIEE KOMIIEHCUPOBATh JBUraTEIbHOE Ha-
pyiieHue (KOJIsICKH, XOlyHKH, TPOCTH U JIp.);
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~ TPEAOCTABICHUE BO3MOXKHOCTH MPEAKYPCOBOIO O3HAKOMIIEHUS C COJEP-
YKaHUEM Y4eOHOW NUCIMIUIMHBI U MaTepUajoM IO Kypcy 3a CU€T pa3MelIeHUs WH-
dbopmai Ha KOPIOPATUBHOM 00pa30BaTEILHOM MOPTAJIE;

~ NPUMEHEHHE JOTMOJIHHUTENIbHBIX CPEICTB aKTHBU3ALMMU IPOLIECCOB 3aIo-
MUHAHUS U TOBTOPEHUS;

~ OIOpa Ha ONpeJICTICHHBIE U TOUYHbIE TTOHSTHS;
UCITIOJIb30BAHUE JJI WJUTFOCTPAIIMM KOHKPETHBIX TPUMEPOB;
~ TPUMEHEHHE BOIPOCOB JIJIT MOHUTOPUHTA IIOHUMAaHHSI,
pazziesieHre N3y9aeMoro MaTepraia Ha HeOOIbIINE JJOTHIECKUE OJIOKH;

~ YBEIWYEHHUE JOJU KOHKPETHOTO MaTepHasia U COOJIIOICHHE MPUHIIAIIA OT
MIPOCTOTO K CIOKHOMY TP OOBSICHEHUN MaTepHaa;

~ Hajgu4ue 4ETKOW CHCTEMBI U aJrOpUTMa OpPraHU3alluyd CaMOCTOSTEIbHBIX
paboT 1 MPOBEPKU 3aJIaHUI C 003aTEIbHON KOPPEKTUPOBKON U KOMMEHTAPHUSIMU;

~ YBEJIMYEHUE JIOJM METOJOB COIMAIBHONM CTUMYINANMH (0oOparieHrue BHU-
MaHUs, anmesius K OrpaHUuYCHHUSIM 110 BpEMEHH, KOHTaKTHBIE BUJIBI paboT, rpyTi-
MOBBIE 3a/IaHUS JIP.);

— olecrnieyeHue OECIPEnsITCTBEHHOTO JOCTYyMa B MOMEIIEHUS, a TaKXKe Tpe-
ObIBaHUS HUX;

~ HaJIMYUE BO3MOXXHOCTH HCIOJB30BaTh WHJUBHUAyalbHBIE YCTPOWCTBA U
CpEeJICTBA, MO3BOJISIONINE 00ECTICUUTh PeaTu3allii0 3PrOHOMUYECKUX TTPUHITUIIOB U
KOM(pOpTHOE TPeObIBAaHUE HA MECTE B TEUCHHUE BCEro nepuoia yuéonl (IOACTaBKH,
CIeIUAJIbHBIC TTOAYIIKHU U AP.).

Cmyodenmol ¢ HAPYWIECHUAMU CIYXA
(rayxue, caadoc/plamme, o3 AHOOIJIOXIINE)

— TpeAoCTaBiICHUE 00pa30BaTEIbLHOIO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
¢dopMmarte, MO3BOJISIONIEM MEPEBONUTH ayIUalbHYIO (OPMY JIEKIIMH B IJIOCKOIIE-
YaTHYI0 MH(POPMAIIUIO;

— HaJIMYUME BO3MOXXHOCTH HCIOJIb30BaTh WHJWBHUYaJIbHbIC 3BYKOYCHUIIU-
BAIOIIIME YCTPOICTBA U CYPAOTEXHUYECKUE CPEJCTBA, MO3BOJIIIOIIME OCYIIECTB-
JATh TPUEM U Tiepenayy MH(POPMAIIMK; OCYIIECTBIATh B3aUMOOOPATHBIN NIEPEBOT
TEKCTOBBIX U ayauodaiiyioB (OJOKHOT JJIi peYeBOro BBOJA), a TaKXKe 3alKCh U
BOCITPOU3BEJICHUE 3pPUTEIBHON HHPOPMALIUU.

— HaJU4Me CHUCTEMbl 33JaHUN, OOECIEeUMBAIOIIMX CHUCTEMATH3aAIUI0 BEp-
OabHOTO MaTepuaia, ero CXeMaTH3allrio, MePEeBO] B TAOJUIIbI, CXEMbI, OTIOPHBIC
TEKCTBI, TJIOCCAPHUIL;

— HaJIMYME HaArJISIAHOTO COMPOBOXKICHUS HM3y4yaeMoro Mmarepuana (CTpyK-
TYPHO-JIOTUYECKUE CXEMBbI, TaOIUIIbI, TPAPUKH, KOHIICHTPUPYIOIINE U 0000111at0-
e HHGOpPMaIIMIo, ONTOPHbIE KOHCIIEKTHI, pa3aTOYHbIN MaTepuan);

— HaJIU4YMe YETKON CHUCTEMBI M aJIrOpUTMA OPTaHMU3ALUU CAMOCTOSITEIIbHbBIX
palboT U MPOBEPKHU 3aJaHUIl C 00s13aTENbHON KOPPEKTUPOBKON M KOMMEHTAPHIMH;

— obecrieueHne MPAKTUKU OMEPEekKAroIer0 YTeHHsI, KOrjaa CTYICHTHI 3apa-
HEe 3HAKOMSTCSl C MATEpUAJIOM U BBIACIAIOT HE3HAKOMBIE U HEMOHATHBIE CIIOBA U
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(bparMeHThI;

— 0COOBIN peueBOil peKUM pabOThI (OTKAa3 OT JJIMHHBIX (pa3 U CI0KHBIX
MPEIOKEHHM, XOpOIIasi ApTUKYJIISIUSA; YETKOCTh U3JI0KEHUS], OTCYTCTBUE JIMIIHUX
CJIOB; MOBTOpeHUE (hpa3 0e3 U3MEHEHUs CIIOB U MOPsAKa UX CIEAOBaHMS; oOecre-
YeHHE 3PUTETHLHOTO KOHTAaKTa BO BPEMsl FOBOPEHUS U UyTh 0oJiee MEIJIEHHOTO
TEMIIa PEeYH, UCIOJIb30BAHNE ECTECTBEHHBIX KECTOB U MUMHUKH);

— 4€TKOoe COOJIO/IEHNE aJTOPUTMA 3aHATHS U 3aJaHUM 1T CaMOCTOSITENh-
HOU paOoThl (Ha3bIBaHWE TEMBI, TIOCTAHOBKA IEJH, COOOIEHNE M 3alUCh IUIaHa,
BbIJICJICHUE OCHOBHBIX TMOHSTHI M METOJOB WX M3Y4YCHHS, YKa3aHHE BHJIOB Jes-
TEJILHOCTH CTYJIEHTOB U CIIOCOOOB MPOBEPKH YCBOEHUSI MaTepuaia, ClioBapHas pa-
oora);

— co0mrofieHue TpeOOBaHUI K MPEAbIBISIEMbIM YY€OHBIM TEKCTaM (pa3OuB-
Ka TEKCTa Ha YacTH; BBIJIECJIICHUE OMOPHBIX CMBICIOBBIX MYHKTOB; HCIIOJIb30BAHUE
HaIJISIHBIX CPEJCTB);

— MHUHUMU3ANWS BHEITHUX [ITyMOB;

— MNPEIOCTaBICHUE BO3MOKHOCTU COOTHOCHUTH BepOaIbHBIN U TpadUuecKuii
MaTepHua, KOMIUIEKCHOE MCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJACTB KOMMY-
HUKAIMY 1pU paboTe B TpyIIIE;

— COUETaHHME Ha 3aHATHUSAX BCEX BHUJIOB PEUEBOM AESITEIBHOCTH (FOBOPEHMUS,
CIIyIIaHUSs, YT€HUSI, IUCbMa, 3pUTEILHOTO BOCIIPUATHS C JIMIIa TOBOPSIIETO).

Cmyodenmbal ¢ npoUUMU UOAMU HAPYULEHUTL
(LI ¢ HapymieHUsIMHU peun, 3200/1eBAHUSA IHAOKPHUHHOM, HEHTPAJIbLHOU
HEPBHOM U CEPAEYHO-COCYAMCTOM CUCTEM, OHKOJIOTHYEeCKHe 3200/ 1eBAHUA)

— HaJIUYME BO3MOXHOCTH MCHOJB30BATh HWHJWBHUAYaJIbHbIE YCTPOWCTBA U
CpEICTBA, MO3BOJISIOIINE OCYLIECTBIATh MPUEM U Nlepeady HH(POpMaluu;

— HaJu4Me CHUCTEMbl 33JaHUN, OOECHEeUMBAIOIIMX CHUCTEMATH3aLUI0 BEp-
0anpHOrO MaTepHualla, ero CXeMaTu3aluio, MePeBoJl B TaOJIUIbI, CXEMbI, OITOPHBIE
TEKCTBI, [JI0CCAPU;

— HaJIMYME HATJIAIHOTO COMPOBOXKICHHS M3y4aeMOro MaTepuaa;

— HaJIMYMe YETKOM CUCTEMBI M aJITOPUTMA OPTraHU3alMU CaMOCTOSITENIbHbIX
paboT U IPOBEPKH 3aqaHUI C 005S3aTEIbHON KOPPEKTUPOBKOM U KOMMEHTAPHUSIMH;

— obecrieueHUe MPAKTUKU ONEPEekKarollero YTeHHsI, Korja CTYJIEHThI 3apa-
HEe 3HAKOMSTCSl C MAaTepUAJIOM U BBLACIAIOT HE3HAKOMBIE M HETIOHSATHBIE CJIOBA U
(bparMeHTsl;

— MPEIOCTaBICHUE BO3MOKHOCTH COOTHOCHUTH BepOabHBIM U Tpaduueckuii
MaTepHua;, KOMILJIEKCHOE UCIOJb30BaHUE MUCbMEHHBIX U YCTHBIX CPEACTB KOMMY-
HUKalLlMU Ipu padoTe B IpyIIIe;

— COYETaHUE Ha 3aHATHUIX BCEX BHJIOB PEUEBOW JEATEIBLHOCTH (TOBOPEHUS,
CIIyLIaHUsl, YT€HHUS], INCbMa, 3pPUTEILHOTO BOCIPHUATHS C JINLA TOBOPSLIETO);

— MpeaocTaBiIeHUE 00pa30BATEIBHOIO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare;

— TIPEAOCTABIEHUE BO3MOYKHOCTH MPEAKYPCOBOIO O3HAKOMIIEHHUS C COAEP-
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XKaHUEeM y4yeOHOW MUCIUIUIMHBI U MaTEpUajoM MO Kypcy 3a CYET pa3MelleHus: UH-
dbopmai Ha KOPIOPATUBHOM 00pa30BaTEIHLHOM MOPTAJIE;

— BO3MOXXHOCTb BECTH 3allUCh Y4eOHOW MH(OpPMAIMU CTYyJACHTAMH B y100-
HOM st HUX ¢dopme (ayaAHalibHO, ayJIMOBU3YaJbHO, B BUJE MTOMETOK B 3apaHee
MOJTOTOBIIEHHOM TEKCTE).

— NPUMEHEHHE IO3TAallHOM CHCTEMBI KOHTpPOJIA, 00Jiee YacThlii KOHTPOJIb
BBINIOJIHEHHUS 33JaHUI 111 CAMOCTOSITENIbHOM pabOThlI,

— CTHUMYJUPOBAHHE BBIPAOOTKHU Y CTYICHTOB HABBIKOB CAMOOPTaHU3ALMH U
CaMOKOHTPOJIS;

— HaJIu4Me may3 Uil OTIbIXa U CMEHBI BUIOB ACSATEIBHOCTU IO X0y 3aHS-
THUSL.
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