MHMHHUCTEPCTBO CEJIbCKOI'O X0O35IiCTBA POCCUMCKOM ®EJIEPAIINA

denepanpHOE rocy1apCTBEHHOE OIOJKETHOE 00pa30BaATENBHOE YUPEKICHHE
BBICILIETO 00pa30BaHUS

«KYBAHCKHU I’ OCYI[APCTBEHHI)IfI ATPAPHBIM YHUBEPCUTET
UMEHU U. T. TPYBUJIUHA»

®AKYJbTET BETEPUHAPHOI MEJTUIIVHBI

27 anpens 2023r.

Pa0Gouasi nporpaMmma JuCHUANIAHBI

OCHOBBI AEJOITPOU3BOACTBA

HanpasieHnue mnoaroroBKu
36.03.01 «BeTepunapHO-caHUTapHAS SKCIIEPTH3A

Hanpas/ieHHOCTDH
BerepuHapHO-caHUTapHas SKCIIEPTHU3a
OakanaBpHar

YpoBeHb BbicIero o0pa3oBanus

bakanaBpuar

®opma o0yueHus
OuHas

Kpacnonap
2023



Pabouas nporpamma aucummiinabl « OCHOBBI JI€JIONPOU3BOACTBA» pa3paboTaHa Ha
ocioBe PI'OC BO mno wnampasnenuto noarotoBku 36.03.01 Berepunapho-
CaHUTapHas SKCIEPTU3a, YTBEPKIECHHOTO pHKa3oM MuHUCTEpCTBA 00pa30BaHuUs
u Hayku PO ot 19 centsiops 2017 r. Ne 939.

Cr. nmpenonaBarenp , M. A. bynrapos

PaGouas mporpamma 00CyXk/J€Ha U PEKOMEHIOBaHAa K YTBEPKIACHUIO pPEUICHUEM
Kadenpsl rocyapCTBEHHOTO M MYHUUHUNAIbHOTO ymnpasinenus ot 14.04.2023r.,
npotokoia Ne 30

3aBeayronuii kadeapoi / '

npodeccop, 1-p IKOH. HAyK E. H. beakuna

PaGouas mporpamma oobpeHa Ha 3aceJaHiH METOIMYECKON KOMHCCHU (paKynbpTeTa
BETEpUHAPHON MEIUIIMHBI, MPOTOKOJI OT 26.04.2023 Ne 8.

[Ipencenarens
METOJNYECKON KOMUCCUH
TOLEHT, KaHJI. BET. HAyK P \ M. H. JIudenuona

(

.

PyxoBoaureins

OCHOBHO# TpodecCHOHATBLHOM

00pa3oBaTeIbHOM IPOrpaMMBbI ,

podeccop 7l F 00 A.A. llleBuenko



1 I_Ie.]'ll) H 3aJa91 OCBOCHHUA TUCHHUIIJIMHDBI

Heabo ocBoeHus auCHUIUIMHBI «OCHOBBI JEIOMPOU3BOJCTBA» SIBISETCS
dbopMupoBaHuEe KOMILJIEKCa 3HAHUM O JOKYMEHTUPOBAHUU U OpPraHU3aluu padOoThI
C TOKyMEHTaMH, MPUOOPETEHNE MPAKTUIECKUX HABBIKOB pa0OThI C JOKYMEHTAMH B
OpraHu3aIusx.

3agauy TUCHUIIINHBI

- U3YYUTh MOHATHUS M KaTETOPUU, PACKPBIBAIOIIUE CYIIHOCTb U COJICP>KaHUE
JIEJOMPOU3BOJICTBA;

- M3YyYUTh COCTaB PEKBU3UTOB, HCIOJIb3yEeMbIX TIPU COCTABICHUU U
0o(OpMIICHUH OPraHU3aIMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB OpraHU3allnii;

- W3YyYUTh OCHOBHBIC TOJOKCHUSI 3aKOHOJATEIbHBIX U HOPMATHUBHO-
METOAMYECKUX  aKTOB, OMNPEACISAIONIUX  TOPSAOK  JIOKYMEHTUPOBAHUS U
opraHuzaius padoThl C OpPraHU3AIMOHHO-PACTIOPSIAUTEILHBIMU JTOKYMEHTAMU B
pollecce OpraHu3ali BHYTPCHHUX KOMMYHHUKAIIMH ¥  OpPraHU3alliOHHOTO
B3aUMOJICHCTBHS C BHEIIIHUMU OPTraHU3aIllUsIMU U TPaKIaHaMU;

-  TOpUOOpPEeCTH TPAKTHYECKUE HABBIKM COCTABJICHUS U OGOpMIICHUS
OpraHU3aIMOHHO-PACTIOPSIUTEIHHBIX JOKYMEHTOB.

2 IlepeyeHb NUIAHHPYEeMbIX Ppe3yJbTATOB OOy4YeHUSA IO

AUCHMILUIMHE, COOTHECEHHBIX ¢ IUIAHMPYEMBIMH pe3yJbTaTaMH
ocsoenusa OIIOII BO

B pe3yiabTare oCBOeHUSI IMCUMIUVIMHBI (OPMHUPYIOTCH CieAyIOIIHe
KOMIIEeTEeHINH:

VYK-1 - CniocobeH ocyiecTBIsATh MOUCK, KPUTUUECKUN aHATIU3 U CUHTE3
UHGOpPMAIINH, TPUMEHSATH CUCTEMHBIHN MOXO0 JIJIsl PEIICHHUs TOCTABICHHBIX 33724

OIIK-5 - Crnocoben o¢opMIISITh AOKYMEHTAlIUIO C HCIIOJIh30BAHHEM
CHEIUANTM3UPOBAHHBIX 0a3 JaHHBIX B MPO(HECCHOHATBLHON IeITeTbHOCTH

B pe3ynbrate wu3yueHus JUCHUILUIUHBI «OCHOBBI JAEJIONPOU3BOJICTBAY
OOy4Jaromuiicsi TOTOBUTCS K OCBOCHHMIO TPYAOBBIX (DYHKIUN ¥ BBIMOJTHEHUIO
TPYAOBBIX JEUCTBUU:

[Ipodeccuonanvubiit  crangapt  «Berepunapubii  Bpau»  (Ilpuxkas
MunuctepcTBa Tpyaa U counanbHon 3amuThl PO ot 23.08.2018r, Ne547H).

TpynoBast ¢GyHKOMS: TPOBENCHHWE BETEPUHAPHO-CAHUTAPHOU OSKCIEPTHU3BI
MsICa U IPOYKTOB YOOI, MUIIIEBOTO MSICHOTO CHIPhsi, MSICHOU mpoaykimu, A/01.6.

TpynoBble neiCTBUA: TMOArOTOBKAa IO  pe3yjbTaTaM BETepUHAPHO-
CAHUTApPHON HKCHEPTU3bl JOKYMEHTOB, MOJTBEPKIAIOIMINX O€30MacHOCTh Msica U
MPOAYKTOB Y0051, MUILEBOTO MSICHOTO ChIPbS, MSICHON MPOIYKIHH .....oeuveeennn.. ..

[Ipodpeccuonanvubiii  crangapt  «Berepunapueiii  Bpau»  (IIpukas
MunuctepcTBa Tpyia U counanbHoi 3amuTel PO ot 23.08.2018r, No547hH).



TpynoBast ¢GyHKUMS: TPOBENCHHE BETEPUHAPHO-CAHUTAPHOU 3SKCHEPTHU3BI
MeJ1a, MOJIOKa U MOJIOYHBIX MPOJIYKTOB, PACTUTEIbHBIX MUILEBBIX MPOIYKTOB, SHII
nJomMarrHed ntuibl, A/02.6.

Tpynossie geiictBusi: OdopmieHue 1o pesynbTaTaM BETEPHUHAPHO-
CaHUTApPHOM  DKCHEPTU3bl  JOKYMEHTOB, MOJATBEPXKIAIOIUX  OE30MacHOCTh
(omacHoCTh) MeAa, MOJIOKa W MOJIOYHBIX MPOAYKTOB, PACTUTENIbHBIX MHUIIEBBIX
MPOIYKTOB, ULl JOMAIIHEH MTULIBI.

[Ipodeccronanbhsblil ctannapt «Betepunapusiil Bpauy» (Ilpukas
MunucrepctBa Tpyaa u conpanbHoi 3amuThl PO ot 23.08.2018r, No547h).

TpynoBast yHKIMS: TpOBEIEHNE BETEPUHAPHO-CAHUTAPHON SKCIIEPTU3BI
PECHOBOAHON PHIOBI M paKOB, MOPCKOM pBIOBI U UKpPbI, A/03.6.

TpynoBble peiictBusi: odopmileHHEe TIO pe3yJbTaTaM BeTEpPUHAPHO-
CaHUTApPHOM  DKCHEPTU3bl  JOKYMEHTOB, MOATBEPXKIAOIMUX  OE30MacHOCTb
(OmacHOCTh) MPECHOBOAHOW PBHIOBI M pAKOB, MOPCKON PBHIOBI U UKPbI

3 Mecrto mucuuninnbl B ctpykrype OITIOII BO

«OcHoBBI aenonpon3BojicTBa» b1.0.23 aBnsercs TUCIUTIIINHON 6a30BON YacTH
OIIOIT BO nmoaroroBku oOydaromuxcs 1o  HamnparieHuto  36.03.01
«BerepuHapHO-caHUTapHAasE  DKCIEPTHU3a», HAMPABJICHHOCTh «BerepuHapHO-
CaHUTapHas dKCIIEPTH3a»

4 Oobem qucounianabl 108 yacos,3 3a4eTHBIX €TUHUIT)

. O6beM, yacoB
Byl yueGHOM paboThI
Ounas
KonTakTHas padora
B TOM YHUCIJIE:
— ayJIUTOpHAas MO BUAAM 53
y4eOHBIX 3aHITHIA
— JIEKLIUA 20
— MPaKTUYECKHE 30
— BHEayJIuTOpHAas 3
— 3K3aMeH 54
CamocrosiTesbHast padora 1
B TOM UHUCIIE:
—— IPOYHE BUJIBI 1
CaMOCTOSITENIbHOM pabOThI
HToro no nucuuniimae 108




5 Copep:kaHue TUCUUILIAHBI

[To uroram M3ydyaemMoil TUCHUILUIMHBI CTYJEHTHI (OOydJaronuecs) caatoT
HK3aMEH.

JucuurivHa u3ydaetcs Ha 3 Kypce, B 5 cemecTpe.

Copaep:xxanue ¥ CTPYKTYpa AMCHUILUIMHBI 10 04HO opme o0yueHMst

/1

HaunmenoBaunue TeMbl
C YKa3aHUEM OCHOBHBIX
BOINPOCOB

dopmupyemble
KOMIIeTEHIIUH

Cemectp

Buabl yueOHoili padoThl, BKIOYAS
CaMOCTOATEIbHYIO Pa0OTY CTYACHTOB
U TPYAOEMKOCTh(B 4acax)

Jlexuun

IIpakTrnueckue
3aHSTHUS
(;1abopatopHbIe
3aHATHA)

CaMocTosTeNnb
Hasda
paborta

Paznen 1 JlokymenTupoBan

Y€ YIPaBICHYECKOU 1€ TETbHOCTH

OCHOBBI
NETOMPOU3BO/ICTBA—
TEPMUHBI,
oTpeIeTICHHUSI
1.Iloustne
JeJI0TPOU3BOICTBA
2.
JloKkyMeHTHpOBaHUE
NESITEILHOCTH
OopraHu3aIuu

3. Cocrasn
pexBu3utoB OPJ]

4, Opranuzanus
paboTHI c
JTOKYMEHTaMH

JlokyMeHTHpOBaHuE
pacnopsAUTEIbHON
NEeATEeNbHOCTU
1.CoctaB u
0COOEHHOCTH
pacropsiIuTEIbHbIX
JIOKYMEHTOB
2. CocraBrneHue u
odopmieHmne
OTJIEJIbHBIX  BHJIOB
pacmopsIUTENbHBIX
JIOKYMEHTOB

VK-

OIIK
-5

JlokyMeHTHpOBaHuE
HCHOJHATEIBCKOMN




n/n

HaunmenoBanue TeMbl
C YKa3aHHUEM OCHOBHBIX
BOIIPOCOB

dopmMupyembie
KOMIIeTEeHIIUH

Cemectp

Buabl yueOHoii padoThl, BKIOYAS
CAMOCTOSITEJIbHYI0 PadOTy CTY/ICHTOB

U TPYAOEMKOCTH(B 4Yacax)

Jlexuun

IIpakTrueckue
3aHSATHUS
(;1aboparopHbie
3aHATHA)

CamocTosTenb
Hasia
paborta

JEITEIIbHOCTH
1.CoctaB u
0COOEHHOCTH
CIIPaBOYHO-
UH(GOPMAITMOHHBIX
JTOKYMEHTOB

2. CocraBieHue u
odopmiieHHE
OTHEIBHBIX
CIIPaBOYHO-
MH()OPMAIIMOHHBIX
JOKYMEHTOB

BUJIOB

o S
T =

JIOKyMEHTHpOBaHUE
OpraHU3aIMOHHO-
IPaBOBBIX
OTHOIIIEHUH
1.CocraB u
0COOEHHOCTH
OpraHU3aIMOHHO-
IIPaBOBBIX
JIOKYMEHTOB

2. CocraBieHue H
o opmIICHHE
OTIENILHBIX  BHOB
OpraHU3aIMOHHO-
IIPaBOBBIX
JTOKYMEHTOB

JlokyMeHTHpOBaHuE
TPYXOBBIX
IIPABOOTHOILLICHUM B
Opra’u3aluu
1.Cocras
JOKYMEHTOB o
JUYHOMY COCTaBYy

2.
JIoKyMeHTUpOBaHHE
IIPOLIECCOB
KaJpOBBIX




Buabl yueOHoii padoThl, BKIOYAS
CAMOCTOSITEJIbHYI0 PadOTy CTY/ICHTOB

P
S =
2 =
= = =
Ne HaumeHnoBanue Tembl S E|l 5 H TPYJA0EMKOCTh(B Yacax)
| c ykazaHuem ocHOBHBIX | £ 5| S [TpakTuyeckue
n/n S 2| 3 Camocrosrens
BOITPOCOB 2 S| O 3aHSITHS
S g Jlexuum (;mabopatopHbie Had
e = paGota
3aHATHA)
[epEMEILIEHUN B
OpraHu3aiuu
Paznen 2 Opranuzaiust paboThl C JOKyMEHTAMHU
Perucrpanus
JTOKYMEHTOB VK-
5 1.®yHkIIMN 1; 5 ) ) )
perucTpaniu OIIK
2. Bugasl u hopmbl -5
perucTpaiuu
KonTtpoib
HCTIOJTHEHUS
JTOKYMEHTOB
1.Ilem  xoHTpoOMIA VK-
[ | UICTIOJTHEHUSI L 5 2 2 2
OIIK
JTOKYMEHTOB 5
2. Buael KOHTpOIA
UCIIOJTHEHUS
TOKYMEHTOB
Opranuzanus
TEKYIIEro XpaHCHUS
JIOKYMEHTa B| VK-
8 Opra”Hu3anuu 1; 5 2 5 9
1.HomenknaTypa OIIK
e -5
2. [TpaBuiia
dbopmMupoBaHuUs 1e1
[TonroroBka
JIOKYMEHTOB K
nepenayn Ha
XpaHEHHE B apXUB
1.OkcneptHbie Vllf'
9 | komuccun OLIK 5 2 2 2
OpraHu3aIuu 5
2. [TpaBuna
MOJITOTOBKH
JTIOKYMEHTOB Ha
XpaHEHHE
10 | PernamenTanms VK- | 5 2 2 2




° Buabl yueOHoii padoThl, BKIOYAS
E E - CaMOCTOSITEIbHYI0 PadoTy CTY/IEHTOB
Ne HaumeHnoBanue Tembl S E|l 5 H TPYJA0EMKOCTh(B Yacax)
[ | € YKa3aHHEM OCHOBHBIX E‘ E % [MpakTrueckue CaMOCTOSTEIE
BOIIPOCOB 22| © ) ra— 3aHATHSA s
& 2 (;1aboparopHbie pabora
3aHATHA)
JeJIOTPOU3BOICTBA 1;
B Opra”Hu3anuu OIIK
l.UucTpykuus 1o >
JEJIOIPOU3BOJACTBY
2. Tabenb ¢opm
YIIPaBIECHYECKUX
JIOKYMEHTOB
3. Annbom ¢dopm
YIPaBICHYECKUX
JIOKYMEHTOB
IloaroroBska K g
DK3aMEHY
Htoro 20 30 28

6 IlepeyeHb yueOHO-MEeTOAUYECKOTO OOeciedeHust IJIsl
CAMOCTOSITEJIbHOI PadoThI 00yYAIOIIMXCS 10 AUCIUTIIIMHE

1. Camuit O. H. [JoxymenTtupoBanue: yue0. mocodbue. / O. H. Canuii. -
Kpacunomap: Ky6I'AY, 2013. - 149 c. Dnekrponnsiii pecypc — Pexxum nmoctymna:
https://edu.kubsau.ru/file.php/119/Dokumentirovanie.pdf

2. Cammit O. H., Hecrepenko M. A., bepexnoii A. B. OcHOBBI
nenonpousBojacTBa: yueb. mocobue. - Kpacnomap: Oxounsect, 2014. — 164 c.
DNEeKTpOHHBIN pecypc — Pexum JocTyna:
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.p
df

3. OCHOBBI  1€JIONIPOU3BOJICTBA MeTon. ykazanmus / coct. M. A.
Bynrapos. — Kpacnonap Ky6I'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU Osnovy DP Bulgarov M
A.pdf

/ MOHJ OLIEHOYHBIX CPEJCTB JIsl MPOBEACHUS MPOMEKYTOYHOMN
aTTecTaluu

7.1 IlepeyeHb KOMIIETEHIMI C YKa3aHMEM 3TANOB MX (DOPMHPOBAHUS B
npouecce ocsoenus OIIOIT BO



https://edu.kubsau.ru/file.php/119/Dokumentirovanie.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf

Howmep Otansl OPMHUPOBAHUS U IPOBEPKU YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHIIUH 11O
cemectpa* JUCITATIIIMHAM,
npakTukam B rporecce ocsoenus OITOIT BO
VYK-1 - CnocobeH oOCymecTBASATh IOMCK, KPUTHYECKHH aHadu3 U CHHTE3
uHGOpMAITUH, TPUMEHITH CUCTEMHBIN TOIXO/ ISl PEIICHHUS TOCTABJICHHBIX 3a1a4
1 buonorus
1 AHATOMUS KUBOTHBIX
1,2 Heopranunueckas u aHaIMTHYCCKAs XUMUS
2 duskoToOnIHAS XUMHUS
2 BBenenue B crielnaabHOCTh
2 OCHOBBI (PU3UOTIOTHH
2 Opranudeckast XUMHSI
2,34 | Buonoruveckasi XuMus
34 MukpoOuosorus
4 buorexnonorus
4 OCHOBBI JKHBOTHOBOZICTBA
4 DH3UMOJIOTHS
4 [Tpou3BoACTBEHHAS TPAKTHKA
S OCHOBBI /1€10NIPOU3BOICTBA
5,6 BHyTpeHHHME He3apa3Hbie 00JIe3HU
5,6 OMU300TONIOTHS U MHPEKIIMOHHBIE O0JIe3HH
5,6 [Tapa3uTonorusi ¥ ”YHBa3HOHHBIE OOJIE3HU
5,6 [TaTonorudeckasi aHATOMHSI JKHBOTHBIX
6 OCHOBBI XUPYPTUHU
6 BerepunapHas GpapmMakoIorus
7 Opranu3aius 1 SKOHOMHUKA BETEPUHAPHOTO JieTia
7 CranmgapTu3aius 1 METPOJIOTHSI B BETCPUHAPUHT
7 Tokcukomorus
8 [IpenaumniomHas mpaKTHKa
8 3amura  BBIMYCKHOW  KBaTU(UKAIIMOHHOW  paboOThl,  BKIIIOYas
IIOJITOTOBKY K 3aIlUTE U MPOIETYPY 3alUTHI
OIIK-5 - Cmnoocoben opopMiIsITh  JOKYMEHTAIlMIO C  HMCIOJIb30BAaHHUEM
CTCIIMATN3NPOBAHHBIX 0a3 JTAHHBIX B IPO()ECCHOHATLHON JeATSIbHOCTH
4 [Tpon3BoACTBEHHAS TPAKTHKA
5 BerepunapHas canuTapus
S OCHOBBI 1€JI0NPOU3BOACTBA
6 TexHoMorM4Yeckas mpakTuka
7 [Ipon3BOACTBEHHBIN BETEPUHAPHO-CAHUTAPHBIN KOHTPOJIb
7 OpraHu3aiys 1 SKOHOMHKA BETEPUHAPHOTO Jiejia
8 3amuTa  BBIMYCKHOW  KBaTU(UKAIMOHHOW  padOThl,  BKJIOYas

MOATOTOBKY K 3aIUTE U MPOUEAYPY 3aLIUAThI




7.2 Onucanue noka3zaresjieil ¥ KpuTepreB OLleHMBAHUA KOMIIETEHIMIA HA
Pa3IMYHBIX ITanax uX GOpMHUPOBAHNS, ONIMCAHUE LIKAJIbI OLCHUBAHUA

[Lnannpyembig YpoBeHb OCBOEHHUS

PC3yNbTATEL HCYOOBJICTBOPU- | YAOBJICTBOPH- XOpOLLO OTIIMYHO OHCHO'—IHOC
OCBOEHHUS TeNBHO TeNBHO ¥ N CPEJICTBO
KOMIICTCHIVH| (MUHUMAIIbHBIHN) |  (TIOPOTOBBIi) (cpennt) (BerCOKI)

VYK-1 - CpoocobGeH ocCylmecTBIsATh TOWCK, KPUTHYECKUI aHaau3 M CUHTE

I/IH(I)OpMaI_II/II/I, IMPUMCHATH CUCTEMHBIM nmoaxod AJiA pCIICHUA IMOCTABJICHHBIX 3a1a1

na-1
Ananusupyer
3a/1a4y, BbLIEIAS
ee 6a3oBbIC
COCTABIISIIOIIHNE,
OCYIIECTBIISIET
JIEKOMTIO3UITHIO
3a/a4n

W-2 Haxomut
KPUTHUYECCKU
aHaIU3UpyeT
nHhopMaImio,
HEOO0XOAUMYIO
IUTS PELICHUS
[IOCTABJICHHON
3ama4un

na-3
PaccmarpuBaer
BO3MOJKHBIE
BapH-aHTHI
permIeHus 3a1a49y
OLIEHWBAs UX
JOCTOWHCTBA U
HEIOCTAaTKH
N/I-4 I'pamoTHO|
JIOTUYHO,
apryMeHTHPOBaF
o hopmMupyet
COOCTBEHHBIE
CYXJICHUS U
OLIEHKU.
Otimyaer (hakTy
OT MHEHHH,
HUHTEpOpeTauui,
OLIEHOK H T.J. B
paccyXIeHusX
Apyrux
Y4aCTHUKOB
JEeSITeTbHOCTH
na-5
Ompenensier u
OLICHUBAET
TTOCTIEICTBUS
BO3MOXKHBIX

He 3naer xak
aHaJIM3UPOBAT
b 33J1a4y,
BBIJIEIISAS €€
6a30BbIE
COCTaBJISIFOIIH
e,
OCYITIECTBIISICT
JIEKOMITO3HUIIH
O 3a7a4H; HE
HAXOIUT U
KPUTHUYECKH HE
aHaJIU3UPYeT
nHpOPMAITHIO,
HEOOX OTUMYIO
JUTSL pEITICHIS
MMOCTaBIICHHOMN
3a7a49u

He
paccMmaTpuBae
T BO3MOJKHBIE
Bapy-aHTHI
peIIcHHS
3aJa4H,
OIlEHUBAS UX
JIOCTOMHCTBA U
HEIOCTATKH.
I'pamortHo,
JIOTHYHO,
apryMEeHTHPOB
aHO HE
hopmupyer
COOCTBEHHBIE
CYXJICHUS U
orenku. He
OTJIMYAET
(hakTeI OT
MHEHUH,
WHTEpIpeTanu
H, OLICHOK U
T.O. B
paccyXIeHusx

ApyTUX
Y4aCTHUKOB

HNwmeer
MOBEPXHOCTHBI
€ 3HaHHS
aHaam3a
3a/1a4H,
BBIJICIISIS €€
0a30BBIC
COCTaBJISIOIIH
e
OCYIIIECTBIISIET
JICKOMITO3HUITH
10 337291
IToBepxHOCTHO
HaXOAWT U
KPUTHYECKH
aHAMM3UPYeT
uH(OpPMAITHIO,
HE00XOTUMYIO
JUTS PELICHUS
MOCTaBJICHHON
3a1auu
PaccmarpuBae
T BO3MOKHBIE
BapHAHTHI
perreHus
3a/1a4d,
OLIEHUBAs UX
JIOCTOMHCTBA U
HEIOCTATKH
IToBepxHOCTHO
, HO TPaMOTHO,
JIOTHYHO,
apryMEHTHPOB
aHo
hopmupyer
COOCTBCHHBIC
CYXJICHUS U
OLICHKH.
Otnuuaer
(dakTeI OT
MHEHHUM,
WHTEpIIpeTanu
H, OLICHOK U
T.J. B

3HaeT METOIbI
aHanau3a
3a7a4H,
BBIJIEIISS €€
0a3oBEIC
COCTABJISIFOIITA
e,
OCYIIIECTBIISIET
JIEKOMIIO3HIIN
10 3374
Haxonut n
KPUTHYECKH
aHaAJIU3UPYET
uH(OPMAITHIO,
HE00XOTUMYIO
JUTSL pEIIICHUS
MMOCTaBJICHHOMN
3a7a49u
PaccmarpuBae
T BO3MOJKHBIE
BapUAHTHI
perIeHus
3a7a9H,
OIlCHUBAs UX
JIOCTOMHCTBA U
HEJOCTaTKU
I'pamortHoO,
JIOTHYHO,
apryMEHTHPOB
aHo
thopmupyer
COOCTBEHHBIE
CYXJCHUS U
OIICHKH.
OTtangaer
(hakTeI OT
MHEHUH,
WHTEpIpETaIn
H, OIICHOK U
T.1I. B
paccy X IeHusx
Apyrux
YYaCTHUKOB
JIEATEILHOCTH

3Haer Ha
BBICOKOM
YpOBHE
METOIBI
aHajau3a
3a7a4H,
BBIJIENISS €€
0a30BbIE
COCTAaBIISIIOIITA
e
OCYILIECTBJISIET
JIEKOMIIO3HIIA
10 3272491
Haxonut u
KPUTHYECKH
aHAJIU3UPYET
nH(OpMaIHIo,
HE00XOTUMYIO
JUISL pETIICHUS
ITOCTaBJICHHOM
3aJa49u
PaccmatpuBae
T BO3MOXKHBIE
BapHUAHTHI
perIeHust
3aJa4H,
OIICHUBAS UX
JIOCTOMHCTBA U
HEJOCTaTKH
I'pamortHo,
JIOTHYHO,
apTyMEHTHPOB
aHo
dopmupyer
COOCTBEHHBIE
CYXICHUS U
OIICHKH.
Otnuyaer
(hakThI OT
MHEHHI,
WHTEpIpETaIu
M, OLICHOK 1
T.0. B
paccyXIeHHUsIX

VYeTHBIH ompoc,
MIPaKTUIECKOE
3ajjaHue, Keuc-
3a/1aHue,
pedeparsl,
JOKJIAbI,
UTOTOBOE
TECTHPOBAHUE




[Tnanupyembiq VpOBEHB OCBOCHUSI
PE3YIBTATRL | yeynopnersopu-| ymoBaerBopu- Onenounoe
OCBOCHUA TEJIBHO TEJIBHO XOPOILO OTIHHAHO CpeACTBO
KOMIIETCHIVH| (MUHUMABHBIN) |  (IIOPOTOBBIiT) (cpemmi) (BercoKui)
pelieHuit 3a1a4y OeaTenbHOCTH | paccykaeHusax | Ompenenser U | Apyrux
He JPYyTUX OLICHUBAET YYaCTHUKOB
OIpe/IeTsieT U | YYaCTHUKOB MIOCJIC/ICTBUS JeATEIIbHOCTH
HE OLICHUBACT ACATCIBHOCTHU BO3MOXHBIX OHpCI[CJ'IHCT u
MIOCJIE/ICTBUS Omnpenensier u | pemieHui OLIEHMBAET
BO3MOXKHBIX OLICHUBAET 3aJauu MIOCIJIEACTBUS
peHIeHI/Iﬁ IIOCICACTBUA BO3MOXKHBIX
3a1a49u BO3MOKHBIX peueHui
pelenuit 3aJ1a4n
3a/iaun
OIIK-5 - Cnoocoben  opopMiaTh  JOKYMEHTAlMIO C  WCIOJIb30BaHUEN
CIICIIUATIN3UPOBAHHBIX 0a3 JaHHBIX B HpO(i)CCCPIOHaHBHOP'I ACATEIIBHOCTU
nia-1 He cmocob6en | Crocoben Crmocoben ma | Crmocoben  Ha | VeTHBIN ompoc,
Criocoben ohopMIIATH MOBEPXHOCTHO | JIOCTATOYHOM | BBICOKOM TIPaKTHYECKOe
oopmIATh Y4ETHO- ohopMIIATH YPOBHE YpPOBHE 3aj1aHue, Keiic-
Y4eTHO- OTYETHYIO Y4eTHO- ohopMIIATH oopMIATH 3aamme,
OTYETHYIO JOKYMEHTall | OTYETHYIO Y4ETHO- Y4ETHO- pedepats,
JOKyMEHTallu | 10 II0 | JOKyMEHTalll | OTYETHYIO OTYETHYIO
10 o | pe3ynbraram 10 1o | JIOKYMEHTAIlM | JOKYMEHTaI! AOIIANEL,
pe3ynbTaTaM | BETEPMHAPHO- | pe3ynbTaTaM | o o | 1 o | ATOTOBOC
BETEPUHAPHO- | CAHUTAPHOU BETEPUHAPHO- | pe3yJIbTaTam pe3yabTaTam TECTUPOBAHUC
CaHHUTApHON 9KCTIEPTU3bl U | CAHUTAPHOU BETEPHHAPHO- | BETEPHUHAPHO-
9KCHEPTU3bl U | MPUMEHSTH 9KCHEPTU3bl U | CAHUTAPHOU CaHWTapHOU
MPUMEHSTh COBpPEMECHHBIC | MPHMEHSITh 9KCHEPTU3bl U | OKCHEPTH3BI U
COBpPEMCHHBIC | WH- COBpPEMEHHBIC | MIPHUMEHSITh MPUMEHSATh
WH- (hOpMaNIMOHHBI | WH- COBPEMECHHBIE | COBPEMEHHbBIC
(hopManoHHHI | €, (hopMarMoHHEI | WH- WH-
e, KOMITBIOTEPHEI | €, (hopMartmoHHB! | (GOPMAITHOHHBI
KOMITBIOTEPHBI | € TEXHOJIOTHH, | KOMIIBIOTEPHBI | €, e,
€ TEXHOJOTUH, | U 0a3bl | € TEXHOJOIWH, | KOMITBIOTEPHBI | KOMITHIOTCPHEI
u 0a3bl | TaHHBIX B|H 0a3bl | € TEXHOJOTWH, | € TEXHOJOTHH,
TAHHBIX B | cBOCH JTAHHBIX B|H 0a3el | U 6a3bI
cBoel MpeaMeTHON cBoei JIAaHHBIX B | JTaHHBIX B
peIMETHOR obmacrw, NpeAMETHON cBoeil cBOEi
obmacrw, ITaKeThI obacry, MIPEeMETHOM MpEeIMETHOM
MaKeThbl MIPUKITATHBIX MaKeThI o0J1acTu, 00J1acTH,
MPHUKIIATHBIX MPOrpaMM JUIS | MPUKJIAJTHBIX MaKeThI MAKEeThI
MPOrpaMM JIJIsl | BBITIOJTHEHHUS MPOrpaMM JUIS | MPUKJIATHBIX MPUKIIATHBIX
BBIMTOTHCHUS HEOOXOJMBIX | BBHITIOJTHEHHUSI pOrpaMM JUis | IPOrpaMM JUist
HEOOXOJIMMBIX | pacueToB HEOOXOJIMBIX | BBHITIOJTHEHHUSI BBIMOJTHEHHUS
pacueros pacueroB HEOOXOZMMBIX | HEOOXOJJMMBIX
pacueroB pacueros
7.3 TunoBble KOHTPOJIbHbIE 3a/JlaHUsl WJIM HHbIE MaTepHUaJbl,

Heo0XoAuMBIe ISl OLCHKH 3HAHUI, YMEHHUH, HABBIKOB, XapaKTepPHU3YKIUHX
tansbl GOopMUPOBaHHM KoOMIIeTeHIIM B nipouecce ocBoenus OITOII BO

Y cTHBIN ompoc.



[lepen HayanoOM MPaKTUYECKOTO 3aHIATHS HAa OCHOBE M3YUYEHHOI'O B IMpOLIECCE
CaMOCTOSITEIbHON paboThl MaTepuasia HEOOXOJMMO OTBETHTh Ha CIEAYIOIIHE
BOIIPOCHI

Tema 1 OcHOBBI 1€0NPOU3BOJCTBA — TEPMUHBI U OIIPEEICHUS
. IloHsiTHE NENOTTPOU3BOICTBA
. DTaIbl pa3BUTHUS AEI0NPOU3BOACTBA B PD
. JlokymeHTHUpOBaHNEe NeATEeIbHOCTH OpraHUu3allu
. AIIMUHHUCTpPAaTUBHOE IOKYMEHTUPOBAHHE
. OO011ee TOKYMEHTUPOBaHHUE
. [lonsiTue noxymeHTa
. Knaccudukanus 1okymeHTOB
8. CpaBHUTENIBHBIN aHAJINU3 YNPABIEHYECKUX JOKYMEHTOB Ha 3JEKTPOHHOM
1 OyMa)XHOM HOCHUTEJSX
9. INonstue cucremur OP/]
10. CocraB pexBu3uToB cuctembl OPJ]
11. JIokyMeHTOOOOpOT OpraHU3aIuu
12. Dranel opranuzainu padoThl C TOKYMEHTaMU

~No ok~ Wk

Tema 2 JIokyMEHTUPOBAHKE PACTIOPSAIUTEILHOMN IEATEILHOCTH

1.CymHOCTb U COACPIKaHKUE PACTIOPSAIUTEIILHON JeATeTIbHOCTH

2. CocTaB JOKYMEHTOB OTpa)alolMX COJEpP)KaHUE PaCIOPSAUTEIHHOM
NEeSITEIILHOCTH

3. IpHKa3bl, UX BUJbI, TIOPSIOK COCTABICHHS U OPOPMIICHHS

4. PacriopsiKkeHUs, X BUJIbI, TIOPSJIOK COCTABIICHUS U O(OPMIICHHS

5. IlocTanoBiaeHus

6. Pemrenus

7. Ykazanus

Tema 3 JlokyMeHTHpOBaHUE UCTIOTHUTEIILCKON JIEITCIIBHOCTH

1. 3HadeHne UCTIOTHUTENBCKON JEATEIHLHOCTH B TIPOIIECCE YIPABICHUS

2. CpaBHUTENBHBIM  aHANMM3  PACHOPSANUTEIBHBIX W CIIPABOYHO-
WH(OPMAITMOHHBIX TOKYMEHTOB

3. AKTBI, UX BHUJIBI, TOPSIOK COCTABICHUS U 0OPMIICHUS

4. TIpOTOKOJIbI, X BUBI, TOPSIIOK COCTABICHUS U ODOPMIICHHUS

5. JloknagHbie 3aMUCKU, UX BUIBI, TOPSAIOK COCTABICHUS U 0OPMIICHUS

6. OObBscHUTENBbHBIC 3aMUCKH, WX BHUJABI, TOPSJOK COCTaBICHUS U
o opMIICHUS

[. 3asBieHus1, UX BUAbL, OPSJOK COCTABIEHUS U O(POpMIIEHUS

8. CripaBkH, WX BHJIBI, TIOPSIOK COCTABICHUS U OOPMIICHUS

9. [lenoBble MUChbMA, UX BUJBI, TOPSIOK COCTABICHUS M O)OPMIICHHUS

Tema 4 JIOKyMEHTHPOBaHNUE OPraHU3ALNMOHHO-TIPABOBBIX OTHOILIEHU
1.CymHOCTb U coziepKaHue OpraHu3aluOHHO-TIPABOBBIX OTHOIIEHHUM
2. XapaKTepucTruKa JOKyMEHTOB, OIIPEICISIONINX CTATyC OPTaHU3AIUN
3. YcTaB opranuzanuu



4. TlonoxxeHue 06 opraHu3aIuu

5. JlomKHOCTHBIE MHCTPYKLIMH

6. llITaTHoE pacnrcanue

7. Topsinok opopmIIeHHs TOTOBOPHBIX OTHOILIEHUIA

Tema 5 JIokyMeHTHpOBaHUE TPYAOBBIX IPABOOTHOLIEHUH B OPraHU3aLUU
1.3akoHOIaTENBHOE PEryINPOBAHKUE TPYAOBBIX IPABOOTHOLIEHUN

2. CocTaB JOKYMEHTOB, PETYIUPYIOLUIUX TPYIOBbIE MPABOOTHOILIEHUS

3. CocTaB 10KyMEHTOB OQOPMIISIOIIMX MPUEM Ha paboTy

4. CocTaB 1OKYMEHTOB O(OPMJISIOIIUX YBOJIbHEHUE pAOOTHUKA

5. CocraB TOKYMEHTOB O(DOPMIISIOIINX MEPEBOIbI pAOOTHUKOB

Tema 6 Peructpanust 1TOKyMEHTOB

1.3HaueHHe PETUCTpallMM JOKYMEHTOB B OpraHu3aluud paboThl
JOKYMEHTaMH

2. OyHKINU PETUCTPALIMU

3. llentpanu3oBanHas (hopma perucTpaluuu JOKyMEHTOB

4, Jleuentpanu3oBaHHas (hopMa perucTpaluu JOKyMEHTOB
5. CmemanHas hopMa perucTpanuu 10KyMEHTOB
6. )KypHanbHas peructpauus J0KyMEHTOB
7. Kapro4Has peructpanus 10KyMEHTOB
8. DJIeKTpOHHAs perucTpanus JOKyMEHTOB

Tema 7 KOHTpOJIb HCIIOJIHEHHS IOKYMEHTOB

1.1lenb KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB

2. KoHTpOJb UCTIOJIHEHUS TOKYMEHTOB 110 CPOKaAM

3. KoHTposb ucronHeH:s TOKYMEHTOB 1O CYIIECTBY
4. TunoBbl€ CPOKU UCIIOJIHEHUS JOKYMEHTOB

5. DTanbl KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB

Tema 8 Opranu3anys TeKymero XpaHeHus JOKYMEHTOB B OpraHU3aIuu
1.IlonsiTHe nEenONPOU3BOACTBEHHOTO TO/1a

2. Bujsl HOMEHKIATYp Je7

3. IlonsTue nena

4. TlpaBuia GopMUpOBaHHUS 1T

5. OTBETCTBEHHOCTH PYKOBOJUTEIIS 32 COXPAHHOCTH TOKYMEHTOB

Tema 9 [TonroroBka JOKYMEHTOB K Iepeade Ha XpaHEHUE B apXUB
1.®opMHUpOBaHUE SKCIICPTHHIX KOMHCCHIA\

2. ITopsimok paboTHI SKCIEPTHBHIX KOMHUCCHIA

3. Tlopsmok cocTaBieHuUs OMKCEH, HA JOKYMEHTHI, TIepeIaBacMbIe B ApXHB

Tema 10 IN'ocymapcTBeHHOE peryIupOBaHUE JETOMPOU3BOICTBA
1.®@yHKkMuM rocy1apcTBa B peryJIMpOBaHUN AEIONPOU3BOICTBA
2. 3aKOHO/IaTEeITLHOE PETYIUPOBAHNE JEIOMPON3BOIACTBA



3. CocTtaB (eaepanbHbIX 3aKOHOB, PETYIUPYIOLIUX J1€TONPOU3BOICTBA

4. Ponp wu 3HaueHue PocapxuBa B  HOPMaTHBHO-METOJUYECKOM
PErylIMpOBaHUHU JIETONPOU3BOICTBA

5. 'ocynapcTBeHHBIE CTaHAAPTHI

6. YHubuuupoBaHHbIE CUCTEMBbI JOKYMEHTAIIUU

7. OOmepoccuiickue KiIacCU(PUKATOPhl  TEXHUKO-DKOHOMUYECKOU U
coLMaIbHOM UH(pOpMAaILIH

Tema 11 PermamenTanus 1enonpou3BOACTBA B OpraHU3aluu

1.CocTtaB u CTpYKTypa TEKCTa HHCTPYKLIUHU T10 AEJIONPOU3BOJICTBY

2. Tabenb hopm yrpaBIeHYECKUX JOKYMEHTOB

3. Meroauka pa3zpaboTku Tadesnst no GyHKIUSAM YIPaBJICHUS

4. Metoauka pa3paboTKH Tabess 0 COCTaBy CTPYKTYPHBIX MOApa3IeieHH

5. Anpbom popMa yrnpaBieHYECKUX JOKYMEHTOB

HpaKTI/I‘IeCKOC KOHTPOJBHOC 3a/IaHUE

Tema 1 OCHOBBI J1€TOMPOU3BOACTBA — TEPMUHBI U OTIPEACIICHUS
3anstue 1 — ceMuHapcKoe 3aHATHE

KoHTtponbHbIE BOIPOCHI

1.TTonsitue nenonpousBoactBa, OV, uctopus pazsutus B Poccun
2. CyIIHOCTb U COAEPKAHUE JOKYMEHTUPOBAHHUS

3. YnpaBiieHYE€CKUN JOKYMEHT

4, Knaccudukaius yrnpaBieHUeCKUX JOKYMEHTOB

3aHsTHE 2 — TPAKTUYECKOE 3aHSATHE

Lenp 3aHATUA: U3yUnUTh cOCTaB peKBU3UTOB OP /]
Coneprxanue 3aJaHUS:

1. Berueptuth hopMyssip oOpasern yriioBoro 6j1aHka

2. Beraeptuth popmyssip oOpaser; mpo 0 IbHOTO O1aHKa
3. U3yuuth coctaB pekBu3nToB OPJ]

Tema 2 — JIOKyMEHTUPOBAHUE PACTIOPSIAUTEIBHON NI TETbHOCTH

3anstue 1 — npakTUYECKoe 3aHITHE

Lens 3aHATHS : U3YYUTH METOJUKY COCTaBICHUSA, 0OPMIICHUS TPUKA30B

ConepxaHue 3aJaHUA:

1.Vlcionb3ysi UCXOJIHbIE JAHHBIE MPOBEPUTH MPABUIBLHOCTH COCTABIICHUS
opopmieHHsT TpuKaza Mo OOMUM BOMpPOCAaM W MPU HAIWMYUU B HEM OIIMOOK
COCTaBHUTH MPABWIBHBIN JOKYMEHT

2. Ucnonb3ys MCXOJHBIE NaHHBIE MPOBEPUTH MPABWIBHOCTH COCTABIICHHS
opopMieHHST TpUKa3a MO JUYHOMY COCTAaBYy M TPH HAJIWYUM B HEM OIIHOOK
COCTaBUTH MPABWIBHBIN JOKYMEHT

3ansTHE 2 — IPAKTUIECKOE 3aHATHE



Henp  3aHgTHSA:  U3YYUTh  METOJMKY  COCTaBlieHUs, OdOpMIICHUs
pacropsiKeHus

Coneprxanue 3aJaHUs:

1.Vcionb3yst UCXOJIHbIE JaHHBIE MPOBEPUTH MPABUIBHOCTH COCTABIICHUS
o(OpMIICHUS paCTIOPSIKEHUSI 110 OOITUM BOIIPOCaM M MPU HAJIMYUKA B HEM OIIMOOK
COCTaBUTb MPABWIHHBIN JOKYMEHT

2. Ucnonb3yst UCXOIHBIE NTaHHBIC MPOBEPUTH MPABUIBLHOCTH COCTABJICHUS
oOpMIICHUS pACTIOPSHKEHUSI 110 JIMYHOMY COCTaBY W MPU HAJIMYUHU B HEM OIIMOOK
COCTaBUTb MPABWIHHBIN JOKYMEHT

3ansTre 3 — IPaKTUYECKOE 3aHATHE

Lenp  3aHATHS:  U3YYUTh  METOJMKY  COCTaBJIeHUs,  O(OPMIICHHUS
IIOCTAHOBJICHUH, PELICHUN, YKa3aHUU

Coneprxanue 3aJaHUs:

1.Mcionb3ysi MCXOAHBIE JAaHHBIE NMPOBEPUTH MPABUIBHOCTH COCTABIICHUS,
oopMIIEHUS TIOCTAHOBJICHUM, pELICHUH, YKa3aHUI U MPU HAJTUYUUA B HEM OLIMOOK
COCTaBUTH MPABWIbHBIN JOKYMEHT

2. Wcrnonb3yss UCXOQHBIE JAHHBIE MPOBEPUTH MPABHIBHOCTH COCTABIICHUS,
oopMIIEHUS TIOCTAHOBJICHUM, pELICHUH, YKa3aHUHM U MPU HAJTUYUUA B HEM OLIMOOK
COCTaBUTb MPABWIbHBIN JOKYMEHT

3anarue 4 — CEeMUHAPCKOE 3aHITHE

KonTtponbsHbIE BOITPOCH

1.CymHOCTh U COJEp)KaHHE JIOKYMEHTHUPOBAHUS PaCHOpPSAUTEIHHON
NEeSITEILHOCTH

2. cocTaBlIcHHE U 0(OPMIICHUE PACTIOPSIUTEIIHBHBIX JOKYMEHTOB B YCIOBHUSAX
€MHOJIMYHOTO MPUHSITHS YIIPABICHUECKUX PEIICHUN

3. coctaBieHue U 0hOpPMIICHUE PACTIOPSTUTEIIBHBIX TOKYMEHTOB B YCIIOBHUSAX
KOJUIETUAJIbHOTO TIPUHSATHS YIIPABICHUECKUX PEIICHHMA

4. CopepxaHue JTOKYMCHTHPOBAHHUS PACTIOPSAUTEIBHON JEATEIBHOCTH B
pPETHOHAJIBHBIX OpraHax TOCYJapCTBEHHOM BJIAacTM W OpraHax MECTHOIO
CaMOyIIpaBJICHUS

Tema 3 JlokyMeHTUPOBAaHKE UCTIOTHUTEIbCKOU e TETHBHOCTU

3ansTue 1 — npakTUYECKOe 3aHITHE

Henp 3aHATHS — UW3YYUTh METOAMKY COCTaBIEHUS, OQOpPMIICHUS
JIOKYMEHTOB, COCTaBIISIEMBIX B MPOLIECCE UCTIOJIHUTEIBCKON JEATeIbHOCTH

ConepxaHue 3aJaHUA:

1.CoctaButh W O(GOPMUTH JOKYMEHT, YIOCTOBEPSIOIIMA TPYIION JIUIY
HaJU4Iue Kakux-1uoo pakToB, COOBITUH, NeHCTBHI

2. CoctaBuTh u 0OPOPMUTH TIOKYMEHT, OTPAKAIOIINNA MPOIECC MPOBEACHUS
coOpaHMii, cOBeNIaHUM, 3aceJaHU U MPUHSITHIX HA HUX PEIICHUM

3ansTHE 2 — IPAKTUIECKOE 3aHATHE

Lenb 3aHATUA - U3YYUTh METOJUKY COCTaBICHHUSI, OPOPMIICHUS JOKYMEHTOB,
COCTaBJISIEMbIX B MIPOLIECCE UCIIOTHUTEIBCKOM eI TEIbHOCTH



Coneprxanue 3aJaHUs:

1.CoctaButh ¥ 0OQGOPMUTH JOKYMEHT, COJACPKABIIMM MPOCKOYy WIHN
MPEIOKEHNUE U aIPECOBAHHBIN PYKOBOIUTEIIO

2. cocTtaBUTh T O(OPMHUTH JOKYMEHT, COAEpKaluid WHPOPMALUIO O
HaJUYUU KaKUX-Tu00 (PakToB, COOBITHH, NEUCTBUI C MPEITIOKEHUE COCTABUTENS O
TE€X Mepax, KOTOphbI€, [0 €ro MHEHHIO, JOJDKEH MPEANPHUHSATh PYKOBOJIUTEIL B
CJIO’KUBILENCS CUTyallN

3. CoctaBuTh U OQOPMUTH JOKYMEHT, OOBSCHSIOMIMN MPUUUHBI HATUYUS
KaKux-J1100 (GakToB, COOBITHIH, AEHCTBUI

3ansTHe 3 — MPAKTUUECKOE 3aHITHE

lenp 3aHATHA: W3YYUTh METOJMKY COCTABJICHUS W odopMIIeHHUS
JIOKYMEHTOB, CoJIepIKaInux CBEJICHHUS MPOU3BOJICTBEHHOTO 1581071
aBToOMOrpauecKoro xapakrepa WIM HHYI HHQOpMAIMIO, HCIOJB3YEMYIO B
J€JI0BOY NEPETIUCKHU

Conepxanue 3aganus 6

1.CoctaBuTh U OPOPMUTH JOKYMEHT, MOATBEPKIAIOIINN HAIUUUE KAKWX-
1160 (aKTOB MPOU3BOACTBEHHOT'O WJIM aBTOOMOTpaMuecKoro Xapakrepa

2. CocraButh u 0(OPMUTH JOKYMEHT, TMpeAHA3HAYCHHBIM IS
OCYIIECTBIJICHHS JCIOBOM MEPEMUCKH MEXAY JEIOBBIMU MapTHEPAMU

3ansarue 4 — cCEeMUHAPCKOE

KoHTponbHbIE BOPOCHI:

1.CyuiHoCTh M COJEp)KaHHE HCIOJHUTEIBCKON NEATEIbHOCTH B IpOIecce
BHYTPEHHUX M BHEITHUX KOMMYHUKAITUN

2. CocTtaB ¥ Ha3HAY€HUE JTIOKYMEHTOB, BXOJSIIHUX B CHUCTEMY CIIPAaBOYHO-
MH(GOPMAIIMOHHON JOKYMEHTAIIUH

3. 0COOEHHOCTH UCIOJIb30BaHUS OJIAHKOB MPU COCTABICHUU CIPABOYHO-
MH(GOPMAIIMOHHBIX TOKYMEHTOB

Tema 4 JlIokyMEHTUPOBAaHKE OPTAHU3ALIMOHHO-TIPABOBBIX OTHOIIEHU

3anstue 1 — npakTUuecKoe

llens 3aHATHS: W3YYUTh METOJUKY COCTAaBJICHHS H  O(OpMIICHUS
JOKYMEHTOB, HCTIOJIb3YEMbIX B OPraHU3ALMOHHON e TEIbHOCTH

Conepxanue 3aJaHUA:

1.CoctaButh ¥  O(QOPMHUTH  JOKYMEHTBHI, OIPEACISIONINE  CTaTyC
OpraHu3aluu, ee NoJipa3aelieHuil, pabOTHUKOB

2. CoctaBuTh W OQOPMHUTH JOKYMEHTHI, OIPEACISIONINE OTOBOPHBIE
OTHOILIEHHUS

3aHsATHE 2 — CEMUHAPCKOE

KonTpoJsibHBIE BOITPOCHL:

1.ConeprkaHue TOKYMEHTUPOBAHUSI OPraHU3allMOHHOM 1S TEIbHOCTH

2. CymHoOCTh M cOJepKaHUE JOTOBOPHBIX OTHONIEHUH U OCOOCHHOCTH HX
JIOKYMEHTUPOBAHUS



Tema 5 JIokyMEeHTHUpPOBaHKE NMPABOBBIX OTHOLIEHUN B OpraHu3allu

3anstue 1 — npakTHyeckoe

Lenp 3aHATHA: U3YYUTh METOAUKY COCTABJIEHUS, O(POPMIICHHS TOKYMEHTOB
10 0(hOpPMIIEHHIO TPYAOBBIX MPABOOTHOILIEHUN B OpraHu3aliu

Coneprxanue 3aaHUs:

1. BBIYEPTUTH CXEMY COCTABA OCHOBHBIX IPYNI JOKYMEHTOB, UCIOJIB3YEMBIX
npu  o(QOpMIEHUH TPYAOBBIX NPABOOTHOUIEHUH B OpraHu3alu, JAaTh WX
XapaKTEPUCTUKY

2. BBIUEPTUTh CXEMy  Ipouecca  JOKyYMEHTHPOBAaHHUS  THUIOBBIX
YIPABIEHYECKUX CUTYallU B CUCTEME TPYJAOBBIX PABOOTHOIIEHUI

Tema 6 Peructpanusi 1JOKyMEHTOB

3ansarue | — ceMuHapckoe

KoHTponbHBIE BOITPOCHI:

1.3HavyeHHe perucTpaluy B opraHu3aiuu paboThl ¢ JOKyMEHTaMH
2. OyHKINU PETUCTPALIUU

3. Bunael peructpauuu

4, CpaBHUTEBHBIN aHATU3 PA3IUYHBIX (POPM U BUIOB PErUCTPALIUU

Tema 7 KOHTpOJIb HCIIOJIHEHUS] JOKYMEHTOB

3ansarue 1 — cemunapckoe

KoHTponbHBIE BOIIPOCHI:

1.KoHTponb HCHOMHEHUS JOKYMEHTOB B OpraHu3aunudd paboTbl C
JOKYMEHTaMH

2. BuJibl KOHTPOJIS UCTIOJTHEHHUSI IOKYMEHTOB

3. Dtanbl KOHTPOJII UCTIOJHEHUS JOKYMEHTOB

4. TexHOJIOTHs TOCTAHOBKH IOKYMEHTa Ha KOHTPOJIb

Tema 8 Opranuzaius TEKyIero XpaHeHus IOKYMEHTOB

3anstue 1 — npakTUyecKoe

Lenb 3aHATHSA: U3YYUTh TEXHOJIOTHIO OpPraHU3aluy TEKYIIEro XpaHEeHUs
JOKYMEHTOB

ConeprxaHue 3aJaHUS:

1.Mcnionb3yst mpuMepHyI0 HOMEHKJIATYpy Jel, pa3padoTaTh HOMEHKIATYPY
JIeJ1 KOHKPETHOM OpraHu3aiuu

Tema 9 [TonroToBKa JOKYMEHTOB K MIepeaade JOKyMEHTOB B apXHB

3anarue 1 — ceMuHapckoe

KonTpoJsibHBIE BOITPOCHI:

1. ®opMHUpPOBaHKE IKCHEPTHBIX KOMUCCHI OpTraHU3alun

2. TexHonoruss MOATOTOBKUA JOKYMEHTOB K IEpe/laue UX Ha XpaHEHUE B
apXuB

Tema 10 ['ocynapcTBeHHOE peryJIMpoOBaHUE AEIONPOU3BOACTBA B PO

Tema 11 PernamenTanus AeJONPOU3BO/ICTBA B OPraHU3ALINU

3ansarue 1 — cemuHapckoe



1.3aKOHOATENBHOE PETYIUPOBAHUE ACIONPOU3BOICTBA
2. HopMaTUBHO-METOUYECKOE PETYIMPOBAHUE AETONIPOU3BOACTBA
3. PermamenTanus 1enonpon3BOACTBA B OPraHUA3ALIUU

Keiic-3apanus

Tema 2 «/lokyMeHTHPOBaHUE PACTIOPSAUTEIbHO AeATeJTbHOCTID)

3ananue 1. CoctaBbTe 1 0POPMHUTE PUKA3BI IO OCHOBHOMU JIESITEIBHOCTH, U
JIpyrue  pacmnopsiiuTeSIbHbIE  JIOKYMEHThI, = HEOOXOAUMBIE B JTAHHBIX
YIPaBICHYECKUX CUTYALIUSX.

Keiic 1

Ha H-ckom xomMOuHaTe 1Mo MpOM3BOJICTBY MY3BIKAIbHBIX MHCTPYMEHTOB U
Mebenu (rocyJIapCTBEHHOE MpearnpusitTie), KOTopbid BxoauT B KoHiepH Mo
pa3pabOTKe U TPOU3BOJCTBY MPOAYKIIUU MY3bIKAIBHOW MPOMBIILICHHOCTH
(POCMYVY3IIPOM), neiictByer I[lonoxkeHue o NpeMUPOBAHUU PYKOBOIUTEIEH
IIEXOB, OTNIENIOB U cyk0, yrBepkaenHoe 05.01.2003 Ne 27.

12 ampenst Tekymiero rojaa aupektop kombObuHata B.M.JlapmoHoB mopydui
HAaYaJIbHUKY OTJeda TpyJda W 3apaboTHoi rtuiatel MapkoBy H.I'. paccuurath
pasMep NpeMuu PYKOBOJMUTENISIM OTJICJIOB, IIEXOB U CIYX0 KOMOWHATA 10 UTOram
paboThl 3a TEpBBIM KBapTald K 15 ampens, a raaBHOMY Oyxraitepy KoMmOwHaTa
Tpommnoii C.I'. — oprann3oBarth BbIIIIATy npemMuu k 20 anperns TeKyIero roa.

HauanpHuk mimaHoBo-a3koHOMHYeckoro otaena MateeeBa C.H. u riaBHbIM
oyxrantep Tpommuna C.I'. 3aBU3upOBaIM MPOEKT MPUKa3a TUPEKTOpa KOMOMHATA.

Keiic 2

A.H.lIllunos, mnpexacenaresb PoOCCUIICKOTO areHTCTBa MEXIYHAPOIHOTO
COTPYAHUYECTBA U pa3BUTHS (FOCyAapCcTBEHHAs opranu3auus npu [IpaBurenscTBe
P®), 24 ¢eBpans Ttexymero rojga MOPYYHS CTPYKTYPHBIM MOApa3IeICHUSIM
areHTCTBa COBMECTHO ¢ mpexacraButensamu ['ockomumymiectBa Poccunm k10
ampenist MOATOTOBUTH  MPOEKT MOPOrpaMMbl  MPHUBJICYEHUS  MHOCTPAHHBIX
MHBECTHIIMH K TPOLIECCY AKIMOHUPOBAHUS TOCYJIAapCTBEHHBIX MPEANPUSTHIA.
ITopydenue ObUIO JaHO BO MCIOHEHHE nmocTtaHoBiaeHus [IpaButenbcTBa PO ot 24
deBpanst  Texkymero rtoma Ne 246 ['maBHOMY yHpaBIEHHIO OTPACIEBBIX
MHBECTULMOHHBIX TporpamMM, ['JTaBHOMY IOrOBOPHO-IIPAaBOBOMY YIPAaBIEHUIO U
['maBHOMY yIIpaBIIEHHIO CTPATETUU U MHBECTUPOBAHUA.

[TpoekT mpukasza mpenacenaTesnss areHTCTBA ObUT 3aBU3MPOBAH €T0 TEPBBIM
3amectuteneM [[.H.D@enopoBsiM 1 HayanbHUKOM ['1aBHOTO JOrOBOPHO-IPABOBOTO
ynpasienus W.B.WnbunbiM. KOHTpOab 3a UCMOMHEHUEM NpHUKa3a ObLT BO3JO0XKEH
Ha JI.H.®enoposa.

Keiic 3

Hupextop OO0 «Meuray [lonsikoB B.M. 10 okTs10ps Tekymiero rojaa u3aaii
MpUKa3 O MPOBEJCHUM WHBEHTApPU3allMU TOBAPHO-MAaTePHUANIbHBIX LEHHOCTEW Ha
ckiaae mnpeanpustua. OH Ha3HAYMI KOMHMCCHIO TMOJ MOPEACENaTeIbCTBOM
KoMMepueckoro aupektopa 3osiorapeBa E.M. . B cocraB komuccuum Bouuiu
rinaBHbI Oyxrantep Bononuna E.H. u 6yxrantep MBanosa B.C. B npukasze 0bu10
MOPYYEHO MPEJICTAaBUTh HA YTBEPXKIECHUE JOKYMEHTHI CKJIaJACKOro ydera (1o



cocTOsSiHMI0O Ha 1 OKTAOpsl) W oTYeThl 00 OcCTaTKax TOBAapHO-MaTe€pUATbHBIX
LEeHHOCTeH (1o cocTosiHUIO Ha 10 OKTSA0pA) K 15 OKTS0ps.

[IpoekT mpukasza ObUT 3aBU3MPOBAH SKOHOMUCTOM MpeanpusiThs MUTHHON
O.A.

TecTnl

1. JlokyMeHTalMOHHOE o0ecrieyeHne YIPaBJIeHHs - 3TO ...

) mponecc obecniedueHus pabOTHHKOB IOKYMEHTaMU

(] mOAroTOBKA O(HIIMATBHBIX TOKyMEHTOB

0 COBOKYITHOCTH paboT ¢ JOKyMEHTaMU

{4 coBOKyMHOCTB paboT 10 JOKyMEHTUPOBAHHIO M OPraHU3aIMU pabOThI C JOKYMEHTaAMHU
2. JlokyMeHTHpOBaHHe YIIPABIeHYECKOI 1eATeTbHOCTH - ITO ...

[J paboTa ¢ JOKyMEHTaMHU

(] nesaTenbHOCTh PaOOTHUKOB YIIPABICHUS

) cocTaBiieHne 0(UIHaNIbHBIX JOKYMEHTOB

0 cooTBeTcTBYIOIIEE 0hOopMIIEHHE OPUITUATLHBIX IOKYMEHTOB

COCTaBJICHHE U 0(hOpPMIICHHE YIIPABICHYECKHUX TOKYMEHTOB

3. Opranusanust paéoTbl ¢ JOKYyMEHTAMHU- 3TO ...

[J Bcst paboTa ¢ TOKyMEHTaMu

[ oTpakeHHe JeSTeIbHOCTH OpraHu3aliui B 0(pUIIHAIBHBIX JOKYMEHTaX

A obecrieuenne JOKyMEHTUPOBAHHOW MH(pOpPMAaIKel paOOTHUKOB YIIPABJICHHS BCEX
YPOBHEW yIpaBJieHUs

_ cocTaBJIEHHE TOKYMEHTOO00pOTa OpraHu3aluu

Tembl pedepaToB

Pexomennyemas Tematuka pedepaToB 10 Kypcy:

1Cy1HOCTh U cofiepkaHne TOKYMEHTAIMOHHOTO 00ECTICYeHHsI YIIpaBIeHUS.

2CymHOCTh W COAEpXKAaHUE  JOKYMEHTHPOBAHHS  YIPaBICHYECKOU
NEeATEIbHOCTH.

3CymHOCTh U COAepIKaHUE OpraHU3aIuy PaOOTHI C JOKYMEHTaMHU.

41ToHsiTHE TOKYMEHTA U CUCTEMBI JOKYMEHTALIUH.

STlonsiTre u KnaccuuKanus ynpaBIeHIECKUX JOKYMEHTOB.

6HopMaTuBHO-METOANYECKOE o0ecrieueHue JIOKYMEHTHUPOBAHUS
YIPaBIEHYECKOU IEATEIIBHOCTH.

7TIHOpuanyeckas cuiia yrnpaBlIeHU€CKOTO JOKYMEHTA.

8Dopmysip-obpaselr, ero Ha3HaA4YeHHUEe, COCTaB PEKBU3UTOB.

9006mume GyHKIUH YIIPABICHYECKOTO TIOKYMEHTA.

10Cnenmanbabie GyHKIUN YIPABIEHYECKOTO JOKYMEHTA.

1 1bnanku yrpaBieHYECKUX TOKYMEHTOB.

12MammuHonrcHOe 0pOopMIICHUE YITPABICHYECKUX JOKYMEHTOB.

13®opmysapsl yIpaBIEHUYECKUX JOKYMEHTOB.

14®yHK1IMYM ynpaBIeHUYECKUX JOKYMEHTOB.

151TonsiTHe, 3HAYEHUE M KAYECTBO JTOKYMEHTUPOBAHHOW HH(POPMAIIHH.

16Texnosorus peaakTUPOBAaHUS JEJTOBBIX ITHCEM.

17 JoxkyMeHTOOOOpOT OpraHu3aIuu.

18CoBpeMEHHBIE TEXHOJIOTUH OPTaHU3aldM KOHTPOJIS 32 MCIOJHEHHUEM
JOKYMEHTOB.

19HomMeHKnaTyphl i1, X BUIbl 1 HA3HAYCHHUE.



20CoBpeMeHHbIE  CIOCOOBI M TEXHHMKA CO3JIaHUA  YIPABICHUYECKHX
JOKYMEHTOB.

211lpaBuna u QOpMBI KOMMEPYECKOM TMEpPEeNnucKu ¢ 3apyOeKHBIMU
IIapTHEPAMU.

220OcHOBBI OpraHu3auuy HHHOPMALIMOHHBIX TEXHOJIOTUH.

230Opranu3zanys paboThI c JNOKYMEHTaMH, coziepKauuMu
KOH(HIEHIUATbHYI0 HH()OPMALHIO.

24TexHonorus y4é€ra U pacCMOTPEHHUSI MOCTYNMUBIIMX KOH(HIEHIHUAIbHBIX
JOKYMEHTOB.

25Ucnonnenue, 06paboTka U XpaHeHHE KOHPUACHIIMAIBHBIX TOKYMEHTOB.

26CocTaB OpraHoB TOCYJAapCTBEHHOI'O YIIPABICHHUS, PETYIUPYIOIIUX
npolecc JOKYMEHTAlMOHHOTO 00ecreyeHus ynpaBiaeHus, uX ¢ yHKIHH.

TeMbl 10K/1210B

Pekomeniyemasi TeMaTrKa IOKJIAJ0B MO KypCy.

1TIpeAnochUIKN Pa3BUTHS CUCTEM JTOKYMEHTUPOBAHMSL.

2CyIHOCTh U CoJiepKaHue MPUKA3HOTO JEIOMPOU3BOICTBA.

3CyUIHOCTh U CO/IEpKAHUE KOJUIEHKCKOTO ACIONPOU3BOICTBA.

AllpyynHbl ~ BO3HMKHOBEHHS M JTambl  Pa3BUTUS  MHHHCTEPCKOTO
JIEJIONPOU3BO/ICTBA.

50co00eHHOCTH COBETCKOTO AenonpousBoacTra (JOVY).

6B03HUKHOBEHME U pa3BUTHE HaydyHbIX OCHOB JIOVY.

73axononarenpHoe obecrieuenne JIOY Ha Bcex 3Tamnax ero pa3BuTHsL.

Bonpocel u 3a1anns 11 POBeIeHUS POMEKYTOUYHOT0 KOHTPOJIA

Komnerennusi: Crioco0eH oCcymecTBJIATh MOUCK, KPUTHYECKU aHAIH3
U CHHTe3 HH(OpPMANMH, NPUMEHSITH CHCTEMHBIA MOAXOA /IS pPelleHust
nocrasjeHHbIX 3a1a4 (YK-1).

Bomnpocskl Kk 3k3aMeHy

1 IOpuanueckas cuiia ynpaBieHYECKOT0 JOKYMEHTA.

2 CymiHoCTb U coJiep KaHie OpraHu3aIii padoThl C JTOKYMEHTaMU

3 OO6mwme u crienuanbHble GYHKIIUHA JOKYMEHTA

4 Hasnauenne ®w  cocTaB  OpraHU3AIMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB

5 CoctaB opranu3aimOHHO-TIPABOBEIX JOKYMEHTOB, UX XapaKTEPUCTHKA

6 CocraB pacnopsiANTENbHBIX JOKYMEHTOB, UX XapaKTEPUCTHKA

7 Coneprxanue npoiiecca NOATOTOBKH U U3/IaHUS TTPUKA30B

8 CocraBnenue u oQpopMIICHUE MPUKA30B MO OOIIMUM BOIpocam (TI0
OCHOBHOM J1€SITETLHOCTH)

9 CocraBnenue u opopmiiIeHHE TPUKA30B MO JIMYHOMY COCTABY

10  CocraB CIIPaBOYHO-UH(POPMALIMOHHBIX JIOKYMEHTOB, 150.
XapaKTepUCTHKA

11 CocraBnenue u o(popMIECHUE AKTOB



12

CocraBienue u 0popMIICHHE IPOTOKOJIOB

13 CocraBnenue u ohopMiIECHUE 3asBICHUM

14 CocraBnenue u oopmieHUE JOKIATHBIX U 00BICHUTEIBHBIX 3aMUCOK

15  CocraBnenue u 0ohopmMIICHHE IETOBBIX MHUCEM

16  CoBpeMeHHOE rocyIapCTBEHHOE peryaupoBanue npouecca JJOY

17 Pernamenrtanus JOY B opranuzaiuu

18 Ilonsatue  nokymeHToOOOpoTa. (OCHOBHBIE  HAaNpaBICHUS  €rO
COBEPILIEHCTBOBAHMUS

19  Peructpaiusi JOKyMEHTOB, €€ (DYHKIIUHU, BUIbI

20  ®opmbl perucTpaiu J0KyMEHTOB

21 OcHoBHbIe TpaBWIa (HOPMUPOBAHUS JIETT

22  DyHKUUU YOPABIEHYECKUX JOKYMEHTOB.

23  IlonsiTue, 3HaYeHUE U KAYECTBO JOKYMEHTHPOBAHHON HH(POPMALIUH.

24  TexHonorus peAaKTUPOBAHUS JACIIOBBIX TUCEM.

25  CoBpeMEHHbIE TEXHOJOTUU OPraHu3alMu KOHTPOJIS 32 HUCIOJTHEHUEM
JIOKYMEHTOB.

26  CnenuanbHble GYHKINU YIPABIEHYECKOTO JOKYMEHTA.

27  CymHOCTh M  COJEp)KaHHE JOKYMEHTAI[MOHHOIO  OOecredyeHus
yIpaBieHUS

28  CymHOCTh M COJEpX aHUE JOKYMEHTHUPOBAHMS YIPABICHYECKOM
JEeSITENbHOCTH

HpnMeprle TECTOBBIC 3aJaHUA TJIA IK3aMEHA

1 Jlemonpous3BOACTBO — 3TO ...

OTpAaCIIb 3HAHUSA

BU/JI YIIPABJIIEHYECKOMN AEATEIBHOCTH

CUHOHHMM T€PMHUHA «JOKYMEHTAIIMOHHOE 00ECIICYECHUE YIIPABICHHUS
BCs paboTa ¢ JOKyMEHTaMU, HaYMHasi C MOMEHTA UX CO3/IaHUS WU

IMOJYYCHHA U 10 CAa4YX B apXHB

pabota c TOKyMEeHTaMu

2 Jleno 3710 ...

BOTIPOC, pelIaeMbIii paOOTHUKAMH YIIpaBICHUS
COBOKYIHOCTB JIOKYMEHTOB, CIPYIIIIUPOBAHHBIX [0 ONPEICIEHHOMY

MPU3HAKY

yYIPaBJICHYECKUE TOKYMEHTBI
ManKa-CKOPOCIIMBATENb C TOKYMEHTAMH
MPOIIECC pelIeHUs MpoOIeM

3 JIokyMeHTaImoHHOE 00ecTICUCHUE YIPABICHUS 3TO ...

YIPABICHYECKUH ITPOLECC

nporecc o0ecredeHus: pabOTHHUKOB TOKYMEHTaMU

MOATOTOBKA O(PUIIUATIBHBIX JOKYMEHTOB

COBOKYITHOCTb pa0OT C JOKyMEHTaMu

COBOKYITHOCTb PadoT 10 JOKYMEHTUPOBAHUIO U OpraHU3aIuu paboThI C

JOKYMCHTaMH



4 JIokyMEeHTHUPOBAHUE YIIPABICHUECKON AEATETLHOCTHU 3TO ...

pabora ¢ JOKyMEHTaMH

AeSITeNbHOCTh PAOOTHUKOB YIPaBICHUS

cocTaBjIeHHE OPHUIIHATEHBIX TOKYMEHTOB

COOTBETCTBYIOIIEE OhopMIIeHHE OPUITHATBHBIX TOKYMEHTOB
cocTaBJeHHE U O(hOpMIICHUE YITPABICHYECKUX JOKYMEHTOB

5 Opranusanus paboThl ¢ JOKYMEHTaAMH ...

BCs paboTa ¢ JOKyMEHTAMHU
OTpaKE€HHUE JCITEILHOCTH OPTaHMU3AINH B O(UITHATBHBIX JOKYMEHTaX
o0ecrniedyeHre JOKYMEHTHUPOBaHHOW nH(popManneld pabOTHUKOB

YIPABJIEHUS BCEX YPOBHEHN yNpaBICHUS

COCTAaBJICHHC I[OKYMGHTOO60pOTa OpraHu3anuun

Komnerenumus: Cnocoben opopmiIATh AOKYMEHTALUI0 c
HCIOJIb30BAHUEM CIENMATU3UPOBAHHBIX 0a3 JaHHBIX B NMPo(ecCuOHAIbHON

JeATeNb

Hoctu (OIIK-5)

Bonpocel k 3k3aMeHy

1 Tlonsitue u kiaccupuKalys ynpaBieHUYeCKUX TOKYMEHTOB

2 MamuHonucHoe opopMIIEHUE TOKYMEHTOB

3 biaHkM TOKyMEHTOB, UX Ha3HAUEHUE U BUIbI

4 dopmynsip oOpasell ero Ha3HauYeHUE U COCTAB PEKBU3UTOB

5 Meronuka KOHTPOJIS 32 UCTIOJTHEHUEM JIOKYMEHTOB

6 Buibl HOMEHKIIAaTyp J1eJ1, MOPSA0K UX COCTABIECHUS U UCTIOIb30BAHUS

7 DKcrepTHas OIeHKa JOKYMEHTOB M MOATOTOBKA MX JJIsi TIEpe/layu B
apXuB

8 OcCHOBHBIE BHUJIBI IETTOTPON3BO/ICTBA UX XapPAKTEPUCTHKA

9 CoBpeMeHHBIE CMOCOOBI W TEXHHMKA CO3JaHHS YIPABICHYECKUX
JTIOKYMEHTOB.

10  CymHOCTh U coepKaHUE KOJIIEKCKOTO ASIOMPOU3BOICTBA.

11 ~ ®opmynspsl ynpaBiIeHYECKUX TOKYMEHTOB.

12 JIokyMEeHTOOOOpOT OpraHU3AIIHH.

13  HomenknaTypsl e, UX BUIIbI K Ha3HAUYCHHUE.

14 ®opmymnsap-obpaserr, ero Ha3HAYCHHE, COCTaB PEKBU3UTOB.

15  OOGmme GpyHKIMHN YIIPaBIECHYECKOTO TOKYMEHTA.

16  BosaukHOBeHHE U pa3BUTHE Hay4HBIX OCHOB JIOVY.

17  3akonomatenwHoe oOecneueHue [JOY Ha Bcex aTamax ero pa3BUTHA.

HpnMeprle TECTOBBIC 3aJaHUA IJId IK3aMEHa

1 Knaccudukanusi 1TOKyMEHTOB B 3aBUCUMOCTH OT CPOKOB UCTIOJTHEHUS

npeaycMm

aTpUBacCT JeJICHUE UX Ha ...
CpPOYHBIC U OOBIYHBIC
TyOJIMKATHI U BBHITTUCKH



BHYTPEHHUE U BHEIIHUE
0eJIOBbIE U YEPHOBBIE TOKYMEHTHI
ITOJUIMHHUKY U KOITUU

2 KomusiMu TOKyMEHTOB Ha3bIBAIOT ...
TyOJIUKATHI, BBITUCKH, OTITYCKU
OeNoBBIC M YEPHOBBIC TOKYMEHTHI
YEepHOBBIE JOKYMEHTBI
0eJI0BbIe JOKYMEHTHI
MOJTHHHUKH

3 IOpuanueckyro cuny opuiuaIbHOMY JOKYMEHTY 00ecredrBaeT

COOTBETCTBHE €TO ...

paBWJIaM COCTABJICHHS O(QUIIMATIBHOTO TOKYMEHTA

BHYTPEHHEMY PacCIOpsAKY AaHHON OpraHu3aluu

KOMIIETEHI[MU JTOJKHOCTHOTO JIMIA

NENUCTBYIOIINM CPOKOM COCTABJIEHUS JOKYMEHTa

3aKOHOJIATENIbCTBY, KOMIIETEHIIUU U3/IaI0IIET0 €ro OpraHa uik paboTHUKA
yIpaBJIEHUs, YCTAHOBJICHHBIM [IPAaBUJIAM COCTABIICHUS U O()OPMIICHUS

4 Cucrema JOKyMEHTAIlUH — 3TO ...
COBOKYITHOCTb JJOKYMEHTOB, B3aUMOCBSI3aHHBIX IO OJJHOMY U3 IMPU3HAKOB
Ha0op oHITMATBHBIX JOKYMEHTOB
COBOKYIHOCTb OPUITHATBHBIX TOKYMEHTOB, OTPAKAIOIINX TEKYIILYIO
JEeSTENBHOCTh OpPraHu3aIlH
JIOTUYECKasi B3aUMOCBS3b O(PUIIMAIBHBIX IOKYMEHTOB
MIOCIIEIOBATENIbHOE COCIMHEHNE TEKYIINX JOKYMEHTOB OpraHu3aluu

5 JIokyMeHTOOOO0POT 3TO ...
CXeMa COCTaBJICHUS JIOKYMCHTOB
Ha0Op TOKYMEHTOB B OPTaHHU3AIUU
cXeMa JIBIKEHHUS TOKYMEHTOB B OpraHU3AINH
oOecrieueHne JOKYMEHTaAMH OpTaHU3aIuU
MOPSZTIOK COCTABIICHUS U OOPMIICHUS JOKYMEHTOB

6 Opranuzanus padoThI C JTOKYMEHTAaMHU BKJIFOYAET B ce0s paboTHI ...
COCTaBJICHUE JOKYMEHTOB
odopMIICHUE TOKYMEHTOB
nepeaava JJIOKYMEHTOB BHYTPH OpraHU3alNU
pacmnpeneneHue paboT ¢ JOKyMEHTaMH MEX1y pAOOTHUKAMU YTIPABICHUS
oOecrieueHne JOKYMEHTUPOBAHHON MH(pOpMaIre paOOTHHKOB BCEX
YPOBHEW YIIPABICHHUS



7.4  Meronnueckue MaTepuaibl, ONpeleJsAOIIAe NPOUEAYPHI
OLlCHMBAHMS 3HAHMH, YMeHMii, HABBIKOB XapPaKTEePH3YKOIIMX ITAIbI
¢popmMupoBaHus KOMIIETEHUNH

Kontpons ocBoenusa auciumuisl b1.B.16 «OCHOBBI JOKYMEHTALIHOHHOTO
oOecrieyeHusi B OpraHu3anusx (UHAHCOBOM cepbl» MPOBOJUTCS B COOTBETCTBUU
c IIn Kyol'AY 251 - 2016 «Tekymuii KOHTpOJIb YCIEBAEMOCTH H
MPOMEKYTOUHAsl aTTeCTallus CTYAEHTOB». TeKylud KOHTPOJb IO AUCIUIUIMHE
MO3BOJISIET OLIEHUTh CTENEHb BOCIPHUATUSL Y4EOHOI0 MaTepHasia U MPOBOJUTCS AJIs
OLICHKU PEe3yJbTAaTOB M3YUYECHHs pa3/esioB/TeM AUCHUIUIMHBI. TeKyluid KOHTPOJb
OPOBOAMUTCS KaK KOHTPOJIb TEMAaTHUECKUH (M0 UTOraM H3y4YeHUsl ONpeleIeHHBIX
TEM JUCHMIUIMHBI) W PYOSXKHBIA (KOHTPOJL OIPEACIICHHOIO pas3fena Wiu
HECKOJIbKUX pa3/esoB, Nepe]l TeM, KaK MPUCTYNUTh K U3yUYEHUIO OYepeTHON YacTu
y4eOHOro MaTepuana).

Kpurepuu oneHUBaHMS BBINOJHEHHUSA KeHC-3aaHUM:

OTMeTKa «OTINYHO»: paboTa BBINIOJHEHA B TIOJIHOM 00beMe C COOTI0IeHUEM
HEO0OXOAMMOM TOCJIeIOBATEILBHOCTH JICHMCTBUIN;, paboTa MpOBEJEHA B YCIOBUSX,
o0ecrieurBalOMUX MOJYyYEeHHUE MPABUWIBHBIX PE3YJILTATOB M BBIBOJIOB;COOJIOICHBI
paBujIa TEXHUKH 0€30TIaCHOCTH;B OTBETE MPABUWIBHO U aKKYPATHO BBITIOJHSET BCE
3amucH, TaOJUIbl, PUCYHKH, YEpPTEXH, TrpaduKu, BBHIYUCICHUS;IPABUIBHO
BBITIOJHSET aHATIN3 OIIHOOK.

OTmeTKa «XOopoIIo»: padoTa BBHIMOJIHEHA MPABUIBHO C y4eToM 1-2 MenKux
NOTpeIIHOCTe WM 2-3 HEJAOYETOB, HCIPABICHHBIX CAMOCTOSITENBHO TIO
TpeOOBaHHUIO MPEIoaaBaTeNsl.

OTMmeTKa «yIOBIETBOPUTEIHHO»: paboTa BBHINOJHEHA MPAaBUIBHO HE MEHEe
YeM HaIlOJIOBUHY, JOIMYIIEHBI 1-2 MOrpenHoCTy Wik o1Ha Tpydas ommuoKa.

OTMeTKa «HEYIOBJICTBOPUTEIILHO»: JOIMYIIEHB JBe (M Ooiiee) rpyObIe
OomuOKU B X0Ji¢ pabOThl, KOTOPbIE OOyYAIOITUHCA HE MOXKET MCIPABUTH JAXKE IO
TpeOOBaHUIO MpenoAaBaTeNsl WK paboTa He BHITIOJIHEHA MOJIHOCTHIO.

Kputepuu onieHKH 3HAHUI CTYI€HTOB NPH NPOBEACHNUHN TECTUPOBAHMS

OueHka «OTJIIMYHO» BBICTABISICTCA IMPU YCIOBUU MPABUIIBHOIO OTBETA
CTy/IeHTa He MeHee ueM 85 % TeCTOBBIX 3aJaHUM;

OuLeHKa «XOpOIIO» BBICTABISECTCS NPU YCIOBUU MPABUIBHOIO OTBETA
cryneHTa He MeHee ueM /0 % TecTOBBIX 3aJaHUM;

OueHka «yJI0BIETBOPUTEIBHOY» BBICTABIIAECTCS MIPU YCIOBUU MPABUIIBHOTO
oTBeTa cTyjaeHTa He MeHee D1 %; .

OueHKa «HEYJIOBIETBOPUTEIbHO»BBICTABIISIETCSI MIPU YCIOBUUIIPABUIBLHOTO
oTBeTa cTyAeHTa MeHee yeM Ha 50 % TecTOBBIX 3aJaHUM.

Pedepar — 5TO KpaTKoe HM3JIOKEHUE B NMUCHbMEHHOM BHUJE COJIEpKAHUS U
pEe3yAbTATOB UHANBUIYAIbHON y4eOHO-UCCIIEI0BATENbCKON AESATETbHOCTH, UMEET
pErIaMEHTUPOBAHHYIO CTPYKTYPY, COAEPKaHUE U 0POPMIICHHE.

3anauu pedepara:

1.DdopMupoBaHUE YMEHHM CaMOCTOSATENIILHOM pabOThl CTYIEHTOB C
HMCTOYHUKAMU JIUTEPATYPHI, UX CUCTEMATU3ALIUS;

2. Pa3BuTHE HABBIKOB JIOTUYECKOI'O MBIIICHUS,



3. YrinybiieHue TeopeTUUeCKUX 3HAHUM 10 MpoOIieMe UCCIIeI0BaHUs.

Texct pedepata AOMKEH CcOAEpX aTh APryMEHTUPOBAHHOE H3JI0KEHHE
omnpeneneHHol TeMbl. Pedepar nomxeH OBITh CTpYKTypupoBaH (1O TIjaBam,
pasznenam, mnaparpadaM) M BKIIOYaTh pas3fesibl: BBEACHHE, OCHOBHAs 4YacTb,
3aKJIIOYEHHE, CIMHMCOK HCIONb3YEMbIX UCTOUYHUKOB. B 3aBUCHUMOCTH OT T€MaTHUKHU
pedbepara Kk HeMy MOTryT ObITh O(OpPMIIEHBI MPHUIOXKEHUS, COACPIKAIINEC
JOKYMEHTBI, WIUTIOCTPALlUU, TAOJIUILIbI, CXEMBI U T.J.

Kpurtepusimu  omenku pedepara  sBISIOTCS:  HOBHU3HA  TEKCTa,
000CHOBaHHOCTh BBIOOpPa HMCTOYHUKOB JIUTEPATyphbl, CTENEHb  PACKPBITUSA
CYLIHOCTH BOIIpOca, COOJ0IeHUsI TpeOOBaHMI K O(POPMIICHHIO.

OneHka «OTJIIMYHOMCTABUTCS, €CJIIM BBINOJIHEHbl BCE TpeOOBaHUS K
HamUcaHUIo pedepara: oO03HaUeHa MpobjeMa M 0OOCHOBaHA €€ aKTyaJbHOCTh;
CAeJIaH aHaJIM3 PAa3IMYHBIX TOYEK 3pPEHUs] Ha paccMaTpUBAEMYIO0 MpoOJeMy H
JIOTUYHO U3JI0O)KEHA COOCTBEHHasi MO3UIHUA; CHOPMYJIUPOBaHBI BHIBOABI, TeMa
packphiTa MOJHOCTHIO, BbIJEP)KaH 00BEM; COONIIOIEHBI TPeOOBaHUSI K BHEIIHEMY
0(pOpMIICHHIO.

OneHka «XOpoIIo»— OCHOBHBIE TpeOoBaHHUsA K pedepaTy BBITOIHEHbI, HO
Opy 3TOM JOMYIIEHbl HEAOYETHl. B wyacTHOCTH, HUMEIOTCS HETOYHOCTH B
U3JI0)KEHUHU MaTepuasa; OTCYTCTBYET JIOTMYECKas IO0CJIeIOBaTeIbHOCTh B
CYXKICHUSX; HE BBhIJIEP)KaH 00bEM pedepaTa; UMEIOTC yInyleHUus B 0hOpMIICHUH.

OrneHka «yI0BIETBOPUTEIBHO»— UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHHS OT
TpeOoBaHui K pedepupoBaHuio. B yacTHOCTH: Tema OCBelleHa JUIIb YaCTUYHO;
JOMyIIeHbl (paKTUYECKHe OIIMOKM B cojAepkaHuu pedepaTa; OTCYTCTBYIOT
BBIBO/IBI.

OneHka «HEYIOBJIETBOPUTEILHO»— TeMa pedepara HE PacKphITa,
OOHapy»XUBaeTCs CYIIECTBEHHOE HEIMOHMMaHue TMpolOsieMbl wid pedepar He
Ipe/ICTaBlIeH BOBCE.

Joxknan.

Jloknmag — 9TO TNHChMEHHOE WM YCTHOE COOOIICHHWe, Ha OCHOBE
COBOKYITHOCTH paHee OITyOJMKOBaHHBIX MCCIIEIOBATEIbCKIX, HAYYHBIX PaOOT HITH
pa3paboTOK, MO COOTBETCTBYIOIICH OTpaciM HAy4YHBIX 3HAHUW, HMMEIONINX
OonbIIOE 3HAYEHHWE [JJIsi TEOPHUH HAYKH U TPAKTUYECKOTO TMPUMEHEHUS,
MPEACTaBIsACT COo00W O0O0OOIIEHHOE W3JIOKEHHE pPe3yabTaTOB IMPOBEICHHBIX
WCCJIEIOBAHNM, DSKCIEPUMEHTOB U pPa3pa0dO0TOK, HW3BECTHBIX IIHPOKOMY KpYTy
CIEIMANNCTOB B OTpaciM Hay4yHbIX 3HaHUK. CompoBOXKmaeTcs Mpe3eHTaluen
Martepuana.

[lens MOATOTOBKY TOKIIAA:

— cdopMHpOBaTh HAYYHO-HCCIICIOBATEILCKUE HABBIKM W yMCHHS Y
oOydJaromerocs;

— CIOCOOCTBOBATH OBIIAJICHUIO METOIAMH HAYYHOTO ITO3HAHMS,

— OCBOWTH HABBIKH ITyOJIMYHOTO BBICTYIUICHNUS,

— HAYYUTHCS KPUTHUECKHA MBICITHTD.



Texcr noknama MAOMKEH COAEpXKATh apPryMEHTUPOBAHHOE HU3II0XKCHUE
onpeneneHHol Tembl. JlOKiag [OOMKEeH OBIThb CTPYKTYPUPOBAH W BKIIIOYATh
BBEJICHHE, OCHOBHYIO 4aCTb, 3aKIIIOUCHUE.

KpnTeplm OIleHKH 3HAHHUH oﬁyqalomnxca IIPHU BLICTYIVICHUH C TOKJIaA0OM

[Toxazarens I'pamaums banbt
CooTBercTBHE JOKJIa/1a | COOTBETCTBYET MOJIHOCTHIO 2
3asBJICHHOM TeMe, LEeIM U | eCTh HECOOTBETCTBUS (OTCTYILJIEHMS) 1
3aadaM IMpOeKTa B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypHpOBaHHOCTH CTPYKTYpPUPOBAHO, 00CCIICYNBALCT 2
(opranu3zarmsi) TOKJIa/Ia, | CTPYKTypHUpOBaHO, HE 00eCTIEUrBaAET 1
KoTOpas obecrieunBaeT | HE CTPYKTYpPUPOBAHO, HE 00ECTICUNBAET 0
MTOHMMAaHKE €ro COJICPIKaAHUS
KyneTypa  BBICTYIUIEHMST  — | paccka3 06e3 oOpamieHus K TEKCTY 2
YTEHUE C JICTA WM PaccKas, pacckas ¢ oOpaleHleM TEKCTY 1
0OpaIIEéHHBINA K ayTUTOPUN YTCHHE C JINCTA 0
JlocTymHOCTh IOKJIazma 0 | mocTynmHO 0€3 YTOUHSIONIUX BOTIPOCOB 2
COJICP)KAaHUU  TIPOEKTa,  €ro | JOCTYITHO C YTOUHSIONIUMH BOIIPOCAMHU 1
IeNsIX, 33Jja9ax, MeToIaX 1 HEJIOCTYITHO C YTOUYHSIOITUMH BOITPOCaMHU 0
pe3yibTarax
[enecoobpazHOCTB, nenecooOpa3Ha 2
WHCTPYMEHTAIHHOCTH 11e71eco00pa3HOCTh COMHUTENbHA 1
HarJigHOCTH,  YypoBeHb €€ | He menecooOpa3Ha 0
HCII0JIb30BAHUS
Colmonenue BPEMEHHOTO | cOOM0AEH (HE MPEBHIIIIEH) 2
periiaMeHTa Aokiana (He OoJiee | mpeBhIICHNE O€3 3aMedaHmst 1
7 MUHYT) MIPEBBIIICHUE C 3aMEYaHHEM 0
YETKOCTh U MOJTHOTA OTBETOB HA | BCE OTBETHI YETKHUE, TTOTHbBIE 2
JIOTIOJTHUTEJIbHBIE BOIMPOCHL MO | HEKOTOpbIE OTBETHI HEUETKUE 1
CYUIECTBY JIOKJIa/1a BCE OTBETHI HEUETKUE/HETIOTHbIE 0
Bnapnenue CHeIHaIbHON | BiIaJieeT CBOOOIHO 2
TEPMHUHOJIOTHEH o TeMe | MHOT/1a ObLII HETOYEH, olubacs 1
MIPOEKTa, UCIOJIb30BAHHOHN B HE BJIaJICeT 0
JOKJIae
Kynbrypa amckyccuun — yMeHHE | OTBETHII HA BCE BOIIPOCHI 2
MOHSTh co0eceHUKa U | OTBETUJI Ha OOJIBIIYIO YaCTh BOIIPOCOB 1
apryMEHTHPOBAHO OTBETUTh Ha | HE OTBETUJ Ha OOJIBIIYIO YaCTh BOIIPOCOB 0
€ro BOTIPOCHI

Ikana oueHKH 3HAHUI 00YYAKOIIUXCS NMPH BBICTYIJICHUH € JOKJIAT0M:

OneHka «oTIM4HO» — 15-18 Gaios.

Onenka «xopomo» — 13-14 Gannos.

O1eHKa «y10BJ1eTBOPUTEIbHO» — 9-12 6auioB.
OreHka «HeyA0BJIeTBOPUTEIbHO» — 0-8 GaioB.

IK3aMeH

KpnTepnn OICHKH 3HAHUM oﬁyqamumxcn Ha 3K3aMEHE

OueHka «OTJMYHO» BBICTABISETCS OOydYarOUIEMYyCs, KOTOPBIA 00samaeT
BCECTOPOHHUMHM, CHUCTEMATU3UPOBAHHBIMU M TIyOOKMMHU 3HAHUAMHU MaTepuaia
y4eOHOM MpOrpaMmbl, YMEET CBOOOJHO BBIMOJHATH 3aJaHUS, MPEIyCMOTPEHHBIC



y4eOHOM TporpaMMOM, YCBOWJI OCHOBHYIO M O3HAKOMUJICA C JOMOJHUTEIHHOU
TUTEpaTypor, PEKOMEHJIOBaHHOW yuyeOHOU mporpammoii. Kak mpaBuiio, oreHkKa
«OTJIUYHOY» BBICTABJISETCA OOYYAIONIEMYCSl YCBOUBIIEMY B3aMMOCBSI3b OCHOBHBIX
MOJIOKEHUM W TOHSATUW NUCIUIUIMHBI B WX 3HAYEHUU IS MpUOOpeTaeMoit
CIEUUAIBHOCTH, TPOSIBUBIIEMY TBOPYECKHE CIOCOOHOCTHU B TMOHMMAaHUU,
W3J10KEHUU 151 VCIIOJIb30BAHUHU y4eOHOT0 Marepuana, MPaBUIIBHO
00OCHOBBIBAIOIIIEMY TPUHSATHIE PEIICHUS, BIAJCIONIEMY Pa3HOCTOPOHHUMU
HaBBbIKAMU U MPUEMAMU BBITIOJIHEHUS MPAKTUYECKUX PadoT.

OueHka «XOpoOWIO» BBHICTABIACTCS OOydaromeMycs, OOHapYKUBIIEMY
MOJIHOE€ 3HAaHWE Marepuaja y4eOHOM MpOrpamMMBbl, YCIEIIHO BBIOJHSIIONIEMY
NpeayCMOTPEHHbIE Y4YeOHOM mporpamMMol 3aJaHus, YCBOMBIIEMY MaTepHal
OCHOBHOU JUTEpaTyphl, PEKOMEHOBAHHOU yueOHo mporpammon. Kak mpasuiio,
OLICHKA «XOpOLIO» BBICTABJISICTCSA oOyyaromemycs, MOKa3aBIIEMY
CUCTEMATH3UPOBAHHBIA XapaKTep 3HAHUW MO JUCHUIUIMHE, CIOCOOHOMY K
CaMOCTOSITEJIbHOMY TIOMOJIHCHUIO 3HAHUW B XOJe JalibHEHIIel ydeOHOW W
npodecCHoHaTbHON JeATeIbHOCTH, MPAaBUIBHO TPUMEHSIONIEMY TECOPETHUYECKUE
MOJIOKEHUSI TPHU PEIIEHHH IPAKTUYECKHUX BOMPOCOB M 3aJ]1a4, BIAJCIOLIEMY
HEO0OXOAMMBIMU HaBBIKAMH M TIPUEMaMU BBITTOJTHEHUS MPAKTUYECKUX PabOT.

OueHka «yJI0BJIETBOPUTEJIBHO» BBICTABISCTCS OO0ydYaroIIeMycCsi, KOTOPBIN
nmokaszajl 3HaHME OCHOBHOIO Marepuana ydeOHOW mporpaMmbel B 00beEMe,
JOCTaTOYHOM U HEOOXOAMMBIM /I JlajJbHEHIIe yueObl U MmpeAcTosieid padboTsl
[0 CHEUHAIBHOCTH, CIPABUIICA C BBIIOJHEHUEM 3aJaHUM, NPEAYyCMOTPEHHBIX
y4eOHOW TporpaMMoi, 3HAKOM C OCHOBHOH JIUTEPATYpO, PEKOMEHJIOBAHHOM
yuyeOHOM  mporpammoii. Kak  mpaBmio, OIEHKa  «yIOBJIETBOPUTEIHHO
BBICTABJISIETCSl  O0YyYalomeMycsi, JOMYCTHBIIEMY TOTPEIIHOCTA B OTBETaX Ha
HK3aMEHE WM BBIMOJHEHUU HSK3aMEHAIIMOHHBIX 3aJlaHui, HO oOJajaroniemMy
HEOOXOMMBIMU 3HAHUSMU TIOJI PYKOBOACTBOM MIPEMOJaBaTeNsl IJsl YCTpaHCHHS
ATUX INOTPEIIHOCTEN, HAPYLIAOUIEMY IIOCJIENOBAaTEIbHOCTh B U3JIOKECHUU
y4eOHOTrO MaTepualia W UCHBITHIBAIOIIEMY 3aTPYIHEHHS TIPU BBITIOJIHEHUH
MPAKTUYECKUX PadoT.

OueHka «HeyIOBJIETBOPHUTEJIbHO» BBICTABISETCA OOyYaloIIeMycs, He
3HAIONIEMY OCHOBHOW YacTW MaTepuayia y4eOHOW MpOrpaMMbl, IOIMYCKAIOIIEMY
MPUHIMIHATBHBICE OMMOKA B  BBIMOJIHEHHH TPEIYCMOTPEHHBIX  y4eOHOM
MIPOrpaMMOi 3aJjaHui, HEYBEPEHHO C OOJIBIITUMU 3aTPYIHCHHUSIMU BBITIOTHSIIOIIEMY
npaktudeckue paborel. Kak mpaBmiio, OIEHKAa «HEYIOBIECTBOPHUTEIHLHO
BBICTABIISIETCSl 00YyYaIOMIEMYCsl, KOTOPbI HE MOKET MPOJOJKUTh 00ydeHUE WU
MPUCTYIUTH K JIEATEILHOCTH TI0 CTICIIMAIBHOCTH 110 OKOHYaHUHM YHUBEpCUTETa 0e3
JOTIOJTHUTEIIBHBIX 3aHATUH 110 COOTBETCTBYIOLIEH TUCUUILIAHE.

8 IlepeyeHb OCHOBHOI U IONMOJHUTEIbHON Y4eOHOM JIUTEPATYPbI



OcHoBHasl yueOHas JIUTEpaTypa

1. bpeckuna H.B. OcHOBBI AenONpoM3BOJCTBA [IDIECKTPOHHBIN pecypc]:
yueOHoe mocobme/ bpeckmna H.B.— DOnexTpoH. TEKCTOBbIE JaHHBIC.—
CraBponoinb: CeBepo-KaBkaszckuii penepanbubiii yauepcuret, 2014.— 123 ¢.—
Pexxum noctyna: http://www.iprbookshop.ru/63228.html.— 9BC «IPRbooks»

2. Camuii O.H., Hecrepenko M.A., bepexnoii A.B. OcHoBbI
JIeJ0MPOn3BOICTBA: yueb.mocodue. - KpacHonap: Dxounsect, 2014. — 164 c.

https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_ deloproizvod

stva.pdf

3. PoibakoB A.E. OcCHOBBI Jel0NMPOU3BOACTBA [DIIEKTPOHHBIM pecypcl:
yueOHuk/ PpibakoB A.E.— DnekTpoH. TEKCTOBble JaHHbIe.— MUHCK:
PecnyOnukanckuit uHcTUTYT npodeccruonanbHoro oopazosanus (PUIIO), 2016.—
320 c¢.— Pexum pocrtyma: http://www.iprbookshop.ru/67690.html. — 3BC

«IPRbooks»

JlonoJiHuTEIbHASI yUeOHas JIUTepaTypa

1. Kpumrramok A.H. KondunenmnuansHoe ASIOMPOU3BOICTBO U 3alTUTA
KOMMEPUYECKOM TallHbI [ DNEeKTPOHHBIN pecypc]: kype nekmuii/ A.H.
Kpumramok.— D7IeKTpoH.TeKCTOBBIE TaHHbIe.— Open: MexpernoHanbHas
Axkanemus 0e3onacHocTd U BelkuBaHus (MABUB), 2014.— 199 ¢.— Pexum
nocryma: http://www.iprbookshop.ru/33427.html.— DBC «IPRbooksy, mo mapoto

2. I'BaeBa U.B. Jlenonpon3BoacTBO [DIEKTPOHHBIA pecypc]: CipaBOYHUK/
N.B. I'aeBa — DneKTpoH.TEKCTOBBIE NaHHbIE. — MuHCK: TerpaCucremc, Terpanur,
2014. -224c¢. —Pexum goctyna: http://www.iprbookshop.ru/28072.html 55C
«IPRbooks», mo mapouro

3. Camuii O.H. JlokymenTtupoBanue: yueobHoe nocooue/O.H.Canuii.-
Kpacunomap: Ky6I'AY, 2013.-230c.

4. Mupromikuna FO.B. Jlenonpou3BoACTBO U JOKYMEHTAIIUOHHOE
o0ecreueHue ToCy1IapCTBEHHON 1 MYHUIIMTIAIIBHOMN CITYXKOBbI [ DEKTPOHHBIN
pecypc] : npaktuky™ / FO.B. MupromikiuHa. — DIEeKTPOH. TEKCTOBBIE JaHHBIE. —
CraBpononb: CeBepo-KaBkazckuii Gpenepanbubiii yauepcutet, 2016. — 116 ¢. —
2227-8397. — Pexxum poctyna: http://www.iprbookshop.ru/66028.html.

O Ilepeyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALMOH-
Hoil ceTu «AHTEpHET»

[Tepeuens OBC
Ne | HaumeHoBaHue TemaTuka
1 | Znanium.com YHuBepcanbHas
2 | IPRbook YHuBepcanbHas
3 | Ob6pa3zoBaTenbHbIN MTOP| YHUBEpCATbHAS
Kyol'AY

IIepedyeHb peKOMEHAYEMBIX HHTEPHET CAaUTOB:


http://www.iprbookshop.ru/63228.html
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf
http://www.iprbookshop.ru/67690.html
http://www.iprbookshop.ru/33427.html
http://www.iprbookshop.ru/28072.html
http://www.iprbookshop.ru/66028.html

1 Cailr mo KagpoBOMY JAEIONPOU3BOACTBY [DIIEKTpOHHBIN pecypc]:Pexum
nocryma; https://www.kadrovik-praktik.ru/

2 Delo-ved.ru Bce o menompousBoicTBe [DneKkTpoHHBINH pecypc]|: Pexum
nocryma: http://delo-ved.ru/

3 JAEJIO ITPO Bce mpo menonpou3BoJCTBO [INEKTpOHHBIN pecypc]: Pexxum
nocryma: https://delo-pro.ru/

4 Tlopran PRO-nmenonpousBoactBo: JKypHanm sl  pYKOBOJIUTEICH,
CEeKpeTapeH, AeNOonpou3BOAMTENEH [DIEeKTpOoHHBIN pecypce]: Pexum pgocrtyna:
https://www.sekretariat.ru/

10 MeToan4yeckne yKa3aHud 1Js1 00yYAIOLIUXCH M0 OCBOCHUIO
AUCUUIIMHBI

1 OCHOBBI JETIONMPOU3BOJICTBA : METOJI. yKazaHus / cocT. M. A. Bynrapos. —
Kpacuonap: Ky6I'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU Osnovy DP Bulgarov M

A.pdf

11. IEPEYEHb MWH®OPMAILIMOHHBIX TEXHOJIOIHUH,
NCHOJIb3YEMbIX P OCYIIECTBJIEHUU
OBPA3OBATEJIBHOI'O MNPOLHECCA IIO AUCHUIIJIMHE,
BK/IIOYAA NIEPEYEHDb ITPOI'PAMMHOI'O OBECIIEYEHUA
N UTHOOPMAIINOHHO-CITPABOYHBIX CUCTEM

I/IH(bOpMaI_[I/IOHHBIe TE€XHOJIOT'HH, HCIIOJIb3YEMBIC IIpu OCYHIECTBJICHUU
O6pa3OBaTeJ'II>HOFO mponecca 1no AMCHUILIMHE II0O3BOJIAIOT!: 00ecneyuThb BSaHMOHCﬁCTBHe MCXKIY
Y4aCTHHUKaMHU o6pa30BaTeanoro mponoecca, B TOM 4YHCJIC CHUHXPOHHOC U (I/IJ'II/I) ACUHXPOHHOC
B3aHMO,I[eI>'ICTBPIe IOCPECACTBOM CE€THU ((I/IHTepHeT»; (bHKCHpOBaTB Xon O6p330BaTCJ'IBHOFO
Imponecca, pe3yjabTaToOB HpOMCH(YTOHHOﬁ aTTCCTalluM 110 AUCHUILUIMHE U PE3YIIBbTATOB OCBOCHUA
O6paSOBaTCHLHOﬁ IIporpaMmabl; OPraHu30BaTb IIPOLCCC 06p8.30BaHI/I${ MyTeéM BHU3yaJIN3allUU
H3y‘la€M0ﬁ I/IH(I)OpMaI_[I/II/I MMOCPCACTBOM HCIIOJIb30BAHUA HpeBeHTaHHﬁ, y‘Ie6HBIX (bl/IJleOB;
KOHTPOJIMPOBATH PE3YJIbTAThI 06y‘leHI/Iﬂ Ha OCHOBC KOMIIBIOTCPHOT'O TCCTHUPOBAHHA.

11.1. IlepedyeHb MPOrPAMMHOI0 JIMIIEH3HOHHOTO O00ecIevYeHUus

Ne HaunmeHnoBanue Temaruka

1 Microsoft Windows OneparrioHHasi cucTemMa

2 Microsoft Office (Bkirouaer Word, Excel, [TakeT 0(pUCHBIX MPHUITOKEHUH
PowerPoint)

11.2. Tlepeyenb npogeccHOHATbHBIX 023 JAHHBIX U HHGOPMALMOHHBIX CIIPABOYHBIX
cucreM

Ne HaumenoBanue TemaTtuka DIIEKTPOHHBIN aapec

1 | Hayunas snextpoHHast 6MOnuoTexa YHuBepcabHas https://elibrary.ru/



http://www.kadrovik-praktik.ru/
http://delo-ved.ru/
https://delo-pro.ru/
https://www.sekretariat.ru/
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
https://elibrary.ru/

eLibrary

2 | I'apant

IIpaBoBas

https://www.garant.ru/

3 | Koncynprant

IIpaBoBas

https://www.consultant.ru/

11.3. loctyn k cetu UHTEpHeT

Hoctym k cetn MIHTEpHET, TOCTYN B AJIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaATEIIBHYIO

Cpely YHUBEPCHUTETA.

12 MaTtepuajbHO-TEXHMYECKOE o0ecrieyeHue /Jisi 00ydeHHsI no

AUCIHUIIJINHE

HJ'IaHI/IpyeMBIC MMOMCIICHUA JIS IMTPOBCACHHU S BCCX BUI0B y‘~I€6HOI\/’I JACATCIIBHOCTH.

HanmeHnoBanune yueOHBIX

MIPEIMETOB, KYpPCOB, JUCLUILUINH
(Momyrneit), MpaKTHKH, WHBIX
BHJ/IOB yIeOHOH NeITeTbHOCTH,
MPELyCMOTPEHHBIX Y4eOHBIM

IJIAaHOM 00pa30BaTeIbHOM
MPOrpaMMbl

HanmeHoBaHue nomenieHunit 11s MpoBeIeHHs BCEX BUIOB
y4eOHOMH esITeIbHOCTH, TIPelyCMOTPEHHOH y4eOHbIM
IUIAHOM, B TOM YHCIIE OMEIIEHHS JUIS CaMOCTOATEIbHON
PabOTEL, € yKa3aHUEM IIEpEeUHs OCHOBHOTO 000py10BaHHs,
y4eOHO-HATJISTHBIX TOCOOMH 1 MCIIONB3yeMOro
MIPOrpaMMHOT0 00eCTICUeH s

Anpec (MeCTOIOI0KEeHUE)
MOMEIIEHUI TS
HPOBEJICHHS BCEX BUIIOB
y4eOHOMH JIesITebHOCTH,
MpeTyCMOTPEHHON
y4eOHBIM IITAHOM (B Cltydae
peanuzanuu
00pa3oBaTeNbHOH
HPOrpaMMbI B CETEBOH
(hopMe JOTOTHUTEIIBLHO
yKa3bIBaeTCSA
HaVMEHOBaHNE
OpraHHU3alny, C KOTOPOH
3aKJIIOUCH JI0T0BOP)

OCHOBBI A€TONPOU3BOICTBA

ITomemenue Ne571 MX, mocago4dsix Mect — 96;
iomaap — 82,7KkB.M; IPOrpaMMHOe obecrieueHme:
Windows, Office.
yueOHast ayIuTOPHS JJIs IPOBEACHUS YIEOHBIX
3aHATUH .

CrenruaJIn3upoBaHHasA Mebenb

(yueOHas nocka, yueOHasi MeOelb);
TEeXHUYECKHE CPeCcTBa 00ydeHHs], HaOOpHI
JEMOHCTPALMOHHOTO 000pYIOBaHUA ¥ Y4eOHO-
HATJIIIHBIX T0CcO0ui (HOYTOYK, IPOEKTOp, IKpaH);

nporpammuoe obecrieuenne: Windows, Office.

TTomemenue Nel10 DJI, mocamounsix Mmect — 30;
miomans — 51,5kB.M; ydeOHas ayIuTOpHs IS
MIPOBEICHUS YIEeOHBIX 3aHSATHH.

JOCTYI K ceTn «MHTepHeT»;
JOCTYII B 3JIEKTPOHHYIO HH(POPMAIMOHHO-
00pa30BaTEIbHYIO CPely YHUBEPCHUTETA,

nporpammuoe obecrieuenune: Windows, Office.
CIIe[UAIN3UPOBAaHHAsT MEOEIb

(yaeOnas nocka, yaeOHast MeOelb).

TTomemenne Nell1 DJI, mocamounsix Mmect — 30;
IUIOMAAb — 52KB.M; y4eOHAS ayUTOPHUS IS

350044, KpacHonmapckuii
Kpaii, r. Kpacnonap, yim.
nM. Kanunauna, 13
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IpOBCACHUA y‘[e6HLIX 3aHATUH.

Joctyn k ceti «UHTepHETY;
JOCTYH B 3JEKTPOHHYIO HH(POPMAIIHOHHO-
00pa3oBaTEIbHYIO Cpely YHUBEPCHTETA;

nporpammuoe obecrieuenune: Windows, Office.
ClielHaIN3UPOBaHHast MeOelb

(yueOHas nocka, yaeOHast MeOeb).

ITomermenue Ne205 DJI, mocagouHbIX MecT — 28;
mIomanas — 87,3KB.M; IIOMEILEHUE IS
CaMOCTOSTEIILHON pabOThl 00YJYAFOIIUXCS.

TEXHHYECKHE cpeicTBa o0ydyeHus (mpuaTep — 1 mr.;
sKkpaH — | 1T.; cereBoe 0OopynoBaHue — 1 1T.;
KOMITBIOTEp MepCOHaIbHbIA — 14 mT.);

noctyn k cetrt «MHTEpHETY;
JOCTYT B 3JIEKTPOHHYIO HH(POPMAIIHOHHO-
00pa3oBaTeIbHYIO CPEly YHUBEPCHUTETA,
nporpammHoe obecrieuenre: Windows, Office,
CIICLHAIN3UPOBAHHOE JHUIEH3NOHHOE 1 CBOOOIHO
pacmpocTpaHsieMoe IporpaMMHOe oOecedeHue,
HpeayCMOTPEHHOE B paboUeii mporpamme;

crienyanu3upoBaHHas Mebenn(yueOHas MeOens);
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