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u Hayku P® ot 19 centsiOpst 2017 r. Ne 939.
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1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Henabro ocBoeHuss AUCUMILUIMHBI «OCHOBBI JI€JIONPOU3BOACTBA» SBISIETCS
dbopMupoBaHrE KOMILIEKCA 3HAHUI O JJOKYMEHTUPOBAHUU U OPTaHU3ALUU PadOTHI
C IOKyMEHTaMH, IPHUOOpETEHUE MPAKTUYECKUX HABBIKOB PaOOTHI C JOKYMEHTaMH B
OpraHM3aLHUsX.

3agauM AMCUMIINHBI

- U3YYUTh MOHATUSA U KaTErOPUM, PACKPBIBAIOIIME CYIIIHOCTh U COACPIKAHUE
JEJIONPOU3BOCTBA;

- W3Yy4YUTb COCTaB PEKBU3UTOB, HCIIOIB3YEMBIX IIPU COCTABICHUU U
o(opMIIEHNN OPraHN3aLMOHHO-PACTIOPSIIUTEIBHBIX IOKYMEHTOB OpraHU3aLuii;

- MW3YyYUTb OCHOBHBIC IIOJIOKCHUS 3AaKOHOAATEIIBHBIX W HOPMAaTUBHO-
METOOMYECKUX  AKTOB, OINPEACHAIOIMMX MNOPSAOK  JTOKYMEHTUPOBAaHUA U
opraHu3anys padoTbl C OPraHU3ALHOHHO-PACIIOPSAUTEIBHBIMU JOKYMEHTAMHU B
IIPOIIECCE OPraHU3allMi BHYTPEHHUX KOMMYHHMKAlMM W OpPraHU3alMOHHOTO
B3aMMOJICHCTBUS C BHEIIIHUMU OPTraHU3alMsIMU U TPAXKIAHAMMU;

- NpuoOpecTH TNPAKTUYECKUE HABBIKM COCTABICHHS U OQPOpMIICHUS
OpraHMU3alMOHHO-PACTOPSAUTENBHBIX JOKYMEHTOB.

2 Ilepeyenb MJIAHMPYEMbIX Pe3yJbTATOB OOy4YeHHSI IO
TUCIHUIJINHE, COOTHECEHHBIX ¢ IUIAHUPYEMBIMH pPe3yJbTaTaMHu
ocsoenus: OIIOII BO

B pe3yabTaTe OCBOEHHMSI IUCHUIIMHBI (POPMHPYIOTCH CieayIoIIue
KOMIIETeHIUH:

YK-1 - CnocobeH ocyimecTBisTh MOUCK, KPUTHUYECKUN aHAIU3 U CHUHTE3
uHPOPMAITUH, PUMEHATH CHCTEMHBIN ITOIXO0JT IS PEIICHUS TIOCTABJICHHBIX 3a/1a4

OIIK-5 - Cnocober oQopMIATh JOKYMEHTAIUI0 C HCIOJH30BAHHUEM
CTICIIMATU3UPOBAHHBIX 0a3 JaHHBIX B MPO()EeCCHOHATLHON JIEATEIIEHOCTH

B pesynabraTte wu3ydeHus AUCHUIUIMHBI «OCHOBBI J€JIONPOU3BOICTBAY
OOy4YaroIIMiicsi TOTOBUTCS K OCBOCHHUIO TPYAOBBIX (PYHKIUMH U BBINOJTHEHUIO
TPYIOBBIX JEHCTBUM:

[Ipopeccuonanbubiii  cranpapt  «Berepunapusii  Bpau»  (ITpukas
MunucrepcTBa Tpyaa u counanbHoi 3amuTsel PO ot 23.08.2018r, No547h).

TpynoBas (yHKUMS: MPOBEACHUE BETEPUHAPHO-CAHUTAPHOU SKCHEPTHU3BI
Msica ¥ POJIYKTOB YOOs, MUIIEBOIO MSICHOTO ChIPbsl, MACHOM npoaykiuu, A/01.6.

TpynoBele  neWCTBUSA: TOArOTOBKA IO  pe3yJbTaTaM  BETEPHUHAPHO-
CAaHUTAPHOU HKCIEPTHU3bl JOKYMEHTOB, MOATBEPXKAAIOMNX 0€30MacHOCTh Msica U
IPOAYKTOB yOOsi, MUIIEBOTO MSICHOTO CBHIPbS, MSICHOM MPOAYKIHH .....eeueennennn...

[Ipodeccuonanbupiii  cranmapt  «Berepunapssii  Bpauw»  ([Tpukas
MununcTtepcTBa Tpyia U counaibHou 3amuThl PO ot 23.08.2018r, No547H).



TpynoBas ¢QyHKuMA: TpOBeAEHHE BETEPUHAPHO-CAHUTAPHON HKCIEPTU3BI
Meza, MOJIOKa U MOJIOYHBIX IPOAYKTOB, PACTUTENBHBIX MUILIEBBIX IPOAYKTOB, SUII
nmomarnHen nrunsl, A/02.6.

Tpynoseie geiictBusi: OdopmiieHne 10 pe3yibTaTaM BETEPUHAPHO-
CAaHUTAPHOW  BKCHIEPTU3bl  JOKYMEHTOB, IOATBEPKAAIOMIUX  OE30MACHOCTD
(omacHOCTh) M€ia, MOJIOKa M MOJIOYHBIX IPOAYKTOB, PACTUTENBHBIX IMUIIEBBIX
IPOAYKTOB, SIUI JIOMAIIHEN NTHUIIBL.

[Ipodeccrnonanphsiii cranaapt «Berepunapusiii Bpau» (Ilpuka3
MunucrepcTBa Tpyaa u counanbHoi 3amuTsl PO ot 23.08.2018r, No547H).

TpynoBas GyHKIUS: TPOBEACHUE BETEPUHAPHO-CAHUTAPHON IKCIIEPTU3HI
IIPECHOBOIHOM PBIOBI U PaKOB, MOPCKOW PBIOBI U HKpPBI, A/03.6.

TpynoBeie nelicTBusi: odopMieHHE MO pe3yidbTaTaM BETEPUHAPHO-
CAaHUTAPHOW  OJKCIEPTU3bl  JOKYMEHTOB, TOATBEPKAAIOMIUX  OE30MaCHOCTh
(oMmacHOCTh) MPECHOBOIHOM PHIOBI M PAKOB, MOPCKOM PBIOBI U UKPBI

3 Mecrto nucuumiaudsl B crpykrype OIIOII BO

«OcHoBbI AenonpousBoacTBa» b1.0.23 sBnsercs AMCHUIIIMHON 0a30BOM YacTH
OIIOII BO mnoaroroBkn oOydvaromuxcst 1o  HampamiaeHuto  36.03.01
«BerepruHapHO-CaHUTApHAsT  HDKCHEPTH3a», HAIpPaBICHHOCTh «BeTrepuHapHO-
CaHUTApHAs SKCIIEPTU3A»

4 O0bem aucuumannbl 108 yacos,3 3aueTHBIX €IMHUI)

. O06beM, yacoB
Bunpt yueOHoi paboThI
Ounas
KonTakTHas padora
B TOM YHCJIE:
— ayJUTOpHAs 110 BUAAM 53
y4eOHBIX 3aHATHIA
— JIEKLIUH 20
—— MPaKTUYECKHE 30
—— BHEAyIUTOpHAs 3
— 3K3aMeH 54
CamocrosiTesibHas padoTa 1
B TOM YHCJIE:
—— IIPOYHE BH/IBI 1
CaMOCTOSITENILHOM pabOTHI
HToro nmo jucuunInge 108




5 Coaep:xkanue JUCHUIJIAHBI

[lo wToram wu3ydyaemMOoW IHUCHUUIUIMHBI CTYIEHTHI (OOydarommecs)) CHaroT
HK3aMEH.
JucuunnrHa uzydaercs Ha 3 Kypce, B 5 CeMeCTpe.

Conep:xaHue ¥ CTPYKTYpa IMCUMILIMHBI 110 0YHOI (hopme 00yUeHust

Buasbl yueOHoi1 padoThl, BKIOYAS
CaMOCTOAITEIbHYI0 Pa0OTy CTYACHTOB

Ne HanmenoBanue TeMbl S E| 5 U TPYAOEMKOCTh(B 4acax)
C YKa3aHMEM OCHOBHBIX | £+ & | & [TpakTuyeckue
n/n BOIIPOCOB S E| @ SAHSITIS CamocrosTenb
2z | © Jlexnun Has
& 2 (;mabopatopHbIe pabora
3QHSITHS)
Paznen 1 /IokyMeHTUpOBaHUE yNIPABIEHYECKON AEATEIBHOCTH
OCHOBBI
JEIOIPOU3BOJACTBA—
TEPMUHBI,
OIIPEACIICHUS
1.ITonsitue
JEIIOIIPOU3BOACTBA
2. VK-
1 | JokyMeHTHpOBaHUE OHK 5 2 4 2
NEATEIBHOCTH 5
OpraHu3aluu
3. Cocras
pexBusutoB OP/]
4. Opranu3zanus
paboThI c
JIOKYMEHTAMU
JIoKyMEHTUpOBaHUE
pacnopsIANTENLHOU
NEATEIBHOCTH
1.CoctaB u
0COOEHHOCTH VK-
) pacnopsaauTCIbHBIX 1; 5 ) 6 )
JOKYMEHTOB OIIK
2. CocraBieHue u|
odopmiieHUE
OTACIBHBIX  BUJIOB
pacnopsiANTENbHBIX
JIOKYMEHTOB
3 JlokyMeHTHpOBaHue | VK- 5 5 6 )

UCIOJHUTEIbCKON




n/a

HaunmenoBanune TeMbl
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB

dopMupyemsblie
KOMIIEeTEHI[U U

Cemectp

Buasbl yueOHoi1 padoThl, BKIOYAS
CaMOCTOAITEJIbHYIO Pa0d0Ty CTYIeHTOB
A0E€MKOCTh(B 4acax)

U Tp

Jlexuun

[IpakTnueckue
3aHATHS
(;rabopatopHbIe
3aHSITHUS)

CamMocTodTenb
Hasg
pabora

NEeSITEIbHOCTH
1.CocraB u
0COOEHHOCTH
CIIPaBOYHO-
UH()OPMAITMOHHBIX
JTOKYMEHTOB

2. CocraBneHue u
odopmiieHHE
OTJICTBHBIX
CIIPaBOYHO-
MH(pOPMAITMOHHBIX
JIOKYMEHTOB

BHUI0OB

OIl

~

JIOKyMEeHTHpOBaHHUE
OpraHU3aIlMOHHO-
IIPaBOBBIX
OTHOIIICHUM
1.CocraB U
0COOCHHOCTH
OpraHU3aIUOHHO-
MIPaBOBBIX
JTOKyMEHTOB

2. CocraBneHue wu
odopmiieHUE
OTIEIBHBIX  BUIOB
OpraHU3aIHOHHO-
IIPaBOBBIX
JTOKYMEHTOB

JIoKyMEHTUpOBaHUE
TPYAOBBIX
MPABOOTHOIIICHUN B
OpraHu3aluu
1.CocraB
JTIOKYMEHTOB o
JIMYHOMY COCTaBY

2.
JIoKyMeHTUpOBaHUE
IIPOLIECCOB
KaJPOBBIX




Buasbl yueOHoi1 padoThl, BKIOYAS
CaMOCTOAITEIbHYI0 Pa0OTy CTYACHTOB

-
e HaumeHnoBanue Tembl di% ? U TPYAOEMKOCTh(B 4Yacax)
- /;'I C YKa3aHHUEM OCHOBHBIX g‘ s ; HpaKTI/I‘leCKI/Ie CAMOCTOSTCIIE
BOIIPOCOB =N 3aHSTHS
=5 Jlexuun Has
& 2 (;rabopatopHbIe paora
3aHSITHUS)
IEPEMEIICHU N B
OpraHu3alyu
Paznen 2 Opranuzaius paboThl ¢ TOKYMEHTaMU
Perucrpanus
JTOKYMEHTOB VK-
6 1.®OyHknn 1; 5 ) ) )
perucTpanuu OIIK
2. Bumsl u Qpopmbr |
perucTpanuu
KonTpoib
HCTIOJIHCHUSA
JIOKYMEHTOB
l.Ilenn  KoHTpOIs YI_<'
7 | uCIOJTHEHUA OHK 5 2 2 2
JIOKYMEHTOB 5
2. Buabl KOHTpOJIA
HCTIOJTHCHUSA
JIOKYMEHTOB
Oprann3zanus
TEKYLIEr0 XpPaHCHUS
JTOKYMEHTa B| VK-
OpraHu3anuu I;
8 1.Homenknarypa oK | ° 2 2 2
nen -5
2. [IpaBuia
dbopmMupoBaHUs J1eI
[ToaroroBka
JTOKYMEHTOB K
nepenadu Ha
XpaHEHUE B apXUB
1.OkcnepTHbIE YK'
9 | xomuccuu O}I’K 5 2 2 2
OpraHu3aluu 5
2. [IpaBuna
MOJITOTOBKH
JTOKYMEHTOB Ha
XpaHECHHUE
10 | PernamenTanus VK- | 5 2 2 2




° Buasbl yueOHoi1 padoThl, BKIOYAS
E E - CaMOCTOAITEJIbHYIO Pa0OTy CTY/I€eHTOB
e HaumeHnoBanue Tembl o |5 U TPYAOEMKOCTh(B 4Yacax)
C YKa3aHHWEM OCHOBHBIX | £ 5 | & [IpakTuyeckue
/1 BOIPOCOB S E| 3 SAHSITIS CaMocTosTEIb
2z | © Jlexuun Hast
& 2 (;rabopatopHbIe paora
3aHSITHUS)

ACIOIIPONU3BOACTBA 1;

B OpraHnun3anuun OIIK

I.AuCcTpYyKIIMST 1O -

ACITOIIPON3BOACTBY

2. Tabemr dopm

YIIPABJICHYCCKUX

JTOKYMEHTOB

3. Ansbom ¢dopm

YIPaBICHUECKUX

JOKYMEHTOB

IToaroroBka K g

HK3aMEHY

Hroro | 20 | 30 | 28

6 IlepeyeHb y4eOHO-METOAMYECKOT0 O0eceYeHUs J1JIA
CaMOCTOSITEJIbHOM Pa00ThI 00y4YAKOIIMXCS 1O IMCHUIIINHE

1. Camuit O. H. lokymentupoBanue: yued. nmocodue. / O. H. Canuii. -
Kpacunomap: Ky6I'AY, 2013. - 149 c. DnexTpoHHbiii pecypc — Pexxum nocryna:
https://edu.kubsau.ru/file.php/119/Dokumentirovanie.pdf

2. Camuit O. H., Hecrepenko M. A., bepexnoit A. B. OcHOBbI
Jeonpou3BOCTBA: yuel. mocodue. - Kpacnomap: Oxoumnsect, 2014. — 164 c.
DNEeKTPOHHBIN pecypc — Pexum nocTyna:

https://edu.kubsau.ru/file.php/119/Uchebnoe posobie_Osnovy_deloproizvodstva.p
df

3. OCHOBBI JICJIONIPOM3BOJICTBA : METON. YykKazaHus / cocT. M. A.
Bbynrapos. — Kpacuonap : Ky6l'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU _Osnovy DP_Bulgarov.M
A.pdf

7 @OHI OLEHOYHBIX CPEICTB sl IPOBEICHUS MPOMEKYTOYHOM
aTTecTaluu

7.1 IlepeyeHb KOMIIETEHUI ¢ YKAa3aHUEM 3TanoB uxX GopMUpOBaHMS B
npouecce ocsoenus OITOIT BO
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Howmep Otansl GOpMHUPOBAHUS U TPOBEPKH YPOBHS C(HOPMUPOBAHHOCTH KOMIETEHIIUH 110
CeMeCTpa* JUCHUITIIINHAM,
npakTukam B npouecce ocsoenus OI1IOIT BO
YK-1 - CnocobeH OCyHIeCTBIATh TOUCK, KPUTHYECKUI aHalu3 M CHUHTE3
uHGOPMAITUH, MPUMEHATh CHCTEMHBIN MMOIXO0]T JJIs1 PEIICHUS] TOCTABIICHHBIX 3a/1a4
1 buonorwus
1 AHATOMHS JKUBOTHBIX
1,2 Heopraanueckas u aHAIUTHYIECKas] XUMUS
2 DU3KOTONTHAS XHMHSI
2 BBejienne B cienuaibHOCTD
2 OcCHOBBI (HU3HOIIOTUU
2 OpraHuveckast XUMUs
2,34 | buomorndeckasi XuMus
3,4 Mukpob6uosiorus
4 buorexnonorus
4 OCHOBBI )KHBOTHOBO/ICTBA
4 DH3UMOJIOTHSI
4 [Tpon3BoicTBEHHAS TIPAKTHKA
5 OCHOBBI J1€JIONIPOU3BO/ICTBA
5,6 BryTpennue HezapaszHbie 00J€3HU
5,6 Onu300TOJIOTHS U HHPEKIIMOHHBIE 00JIE3HU
5,6 [Tapa3uTonorusi 1 H”HBa3MOHHBIC OOJIC3HU
5,6 [TaTomornyeckas aHaTOMUS YKHBOTHBIX
6 OCHOBBI XHPYpPTHA
6 Berepunapaas ¢papmakosrorus
7 Opranu3zaiiys ¥ 5)KOHOMUKA BETEPHHAPHOTO JIeNIa
7 CraHgapTu3anus U METPOJIOTHS B BETCPUHAPUHT
7 Toxkcukonorus
8 [TpenuruioMmHas mpakTHKa
8 3amura  BBITYCKHOM  KBAIM(PUKAUMOHHOM  pabOThl,  BKIIIOYAs
MOJITOTOBKY K 3aI[UTE W MPOIEAYPY 3alTUTHI
OIIK-5 - CnoocobeH odGopmiIsaTh  JAOKYMEHTAIIMIO C  HMCIOJIB30BaHUEM

CIICIHINAJIM3NPOBAHHBIX 0a3 JaHHBIX B HpO(I)eCCHOHaHBHOﬁ ACATCIIbHOCTHU

[Ipon3BoICTBEHHAs PAKTHUKA

Berepunapnas canurapus

OCHOBBI 1€JIONPOU3BOACTBA

TexHoJioruyeckas ITPpaKTHKa

I1pon3BOICTBEHHBIN BETEPUHAPHO-CAHUTAPHBIA KOHTPOJIb

Opranu3zaiysi 1 JKOHOMHUKA BETEPUHAPHOTO JIeJia

R | | N[ |

3amuTa  BBITYCKHOW  KBAIM(PUKAIMOHHOW  pabOThl,  BKIIIOYAs
MOITOTOBKY K 3aIITUTE U NPOIEAYPY 3aITUTHI




7.2 Onucanue nMoKas3areJieil 1 KpUTEpHeB OLCHMBAHUSA KOMIIETEHINH Ha
Pa3IMYHBIX 3TANaX UX (popMUPOBAHUSA, ONIUCAHUE IIKAJIbI OLCHUBAHUSA

[Inanupyempig YpoBeHb OCBOEHUS
PESYIBTATBL | yoynopneTBOPH-| YIOBIETBOPH- Onenounoe
OCBOCHUS TeNBHO TenbHO Xoporo OTIMIHO CpencTBO
KOMICTCHINH| (MHHMMAITGHBIHN) |  (TTOPOTOBBIH) (cpepumi) (BorcOKi)
VYK-1 - Cnoco0eH oCymecTBISTh IOUCK, KPUTHYECKUN aHalW3 U CHUHTE

I/IH(I)OpMaHHH, IIPUMCHATD CHUCTEMHBIN nmoaxon nJjra pCIICHUA ITOCTABJICHHBIX 3a/1a4

na-1 He 3naer xkak | Umeer 3HaeT MeToAp! | 3HAET Ha YcTHbIi onpoc,
AHanusupyeT | aHAIM3MPOBAT | MOBEPXHOCTHBI | aHANIM3a BBICOKOM IPAKTHYECKOE
3ajady, BBLACIAS b 334a4y, € 3HaHUS 3aJa4H, YpOBHE He-
ee 0a3oBble BBIJIETISAS €€ aHaJIN3a BBIIETISAS €€ METOJBI 22§:§EZ’ e
COCTaBIISIIONINE, | 0a30BbIE 3aJ1auH, 0a3oBbIC aHanusa pedep aT’H,
OCYIIECTBISIET | COCTABJISIOMIM | BBIACISS €€ COCTaBJISIONIM | 3ajauH,

JIEKOMIIO3HLIMIO | €, 0a3oBbIC e, BBIJIETISASA €€ JOKTALEL,
3a1a4u OCYILECTBIISIET | COCTaBJISIOLIM | OCYILECTBISET | 0a3oBbIe MTOroBoe
NJ1-2 Haxoaut § JeKOMIO3UIIN e, JEKOMIIO3UIIA cocrapmsiforn | LCCTHPOBAHUC
KPUTHYECKU 10 33]1a4H; HE OCYILECTBIISIET | IO 3aa4l e,

aHAJIH3HUPYET HaXOOWT U nexomnoszunn | Haxomur u OCYIIIECTBISET

WHQOPMAIUIO, | KpUTHYECCKH HE | 1O 3aJa9u KPUTHYECKU JIEKOMIO3ULIN

HEOOXOUMYIO | aHAIU3UPYET [ToBepxXHOCTHO | aHATU3HUPYET 10 33J1a4H

Ul perieHust | uHGOpMauHrio, | HaXOAWT U uHpopmanuio, | Haxomut n

MIOCTAaBJICHHON | HEOOXOIUMYIO | KPUTHYECKH HEOOXOIUMYIO | KPUTHUYECKH

3a1a4u JUTSL pEIIEHUs] | aHAJIU3HUPYET JUTSL pellieHus] | aHAJIU3UPYeT

na-3 MOCTAaBIICHHON | MHQOPMAIHIO, | MOCTaBIEHHOH | WH(OPMAIIHIO,

PaccmarpuBaer | 3amaun He0oOXOIUMYIO | 3a7adu HEOOXOINMYIO

BO3MOXKHBIE He JUI pelICHUs PaccmarpuBae | mis peuneHus

BapHU-aHThI paccMmaTpuBae | IIOCTAaBJICHHOM | T BO3MOJKHBIE | ITOCTaBJIECHHON

pEIIeHus 334a4y T BO3MOXKHBIE | 33Ja4u BapHaHTHI 3aa4M

OLICHUBAs UX BApU-aHTHI PaccmarpuBae | pemenus Paccmarpusae

JIOCTOMHCTBA U | peleHUs T BO3MOXHBIE | 3aja4H, T BO3MOJKHBIE

HEJ0CTaTKH 3a/1a4H, BAapUAHTHI OLICHMBas UX BapHaHTHI

N 1-4 I'paMOTHO| OLIEHUBAsI UX peuieHus JIOCTOMHCTBA U | pELIEHUs

JIOTUYHO, JIOCTOMHCTBA M | 3ajlauH, HEJ0CTaTKH 3aJa4H,

apryMEeHTUPOBay HETOCTATKH. OLIEHMBAs UX I'pamortHO, OILICHHBas UX

o hopmupyer | I'pamotHo, JOCTOMHCTBA U | JIOTHYHO, JIOCTOMHCTBA U

COOCTBEHHBIE | JIOTHYHO, HEJ0CTaTKU apryMEeHTUPOB | HEIOCTATKH

CYXIICHUS U aprymeHTupoB | [IoBepXHOCTHO | aHO I'pamoTHoO,

OILICHKH. aHO HE , HO TPaMOTHO, | dhopMupyeT JIOTUYHO,

Omnnyaer GakTy GhopMUpyeT JIOTHYHO, COOCTBEHHBIE | apPTyMEHTHUPOB

OT MHEHUI, COOCTBEHHBIE | apTYMEHTHUPOB | CYXICHUS U aHo

UHTEpIpETaluil, CyKICHUI U aHo OIICHKH. bopmupyet

OILICHOK ¥ T.J. B | oueHKH. He ¢dbopmupyet Ornnuaet COOCTBEHHBIE

paccyXIeHUsX | OTIUYaeT coOCcTBeHHBIE | (haKTBI OT CYXXICHHS U

JIpYTUX GbaxTbI OT CYKIECHUS U MHEHHH, OIICHKH.

Y4aCTHUKOB MHEHUH, OLIEHKH. unTepnperann | OTingaer

JesTenbHOCTH | mHTepnperany | Otaudaer i, OLIEHOK U (baxThI OT

na-5 W, OLICHOK 1 (haxTeI OT T.O. B MHEHH,

Onpenensieru | T.1. B MHEHU, paccy X ICHUSAX | MHTEpIpeTaln

OLICHHBAET paccy X IEHUAX | MHTEpIpETalu | APYTUX i, OLICHOK U

MOCIIEACTBUA JIPYTHUX i, OLIEHOK H YY9aCTHHUKOB T.O. B

BO3MOKHBIX Y4aCTHUKOB T.JA. B JISATENIBHOCTH | pacCyKJIEHUIX




[Inannpyembiq VpOBeHb OCBOCHHS
PESYIBTATEL | yeynopnerBopu-| ymoBIeTBOpH- Ouenounoe
OCBOCHHA TEIBHO TEJBHO xoporto OTIITHO CpEICTBO
KOMIICTCHINH| (MPHUMaJBHBIH) |  (TTOPOTOBBI) (cpezemii) (BerICOKHH)
peleHni 3a1a4y IesITeIbHOCTH | paccyxaeHusax | OmpenenseTr u | APYrux
He JOpyTHX OLICHUBAET YYaCTHUKOB
ONpeNesiieT U | YYAaCTHUKOB MOCJIEACTBUS JESITeIbHOCTH
HE OLICHUBAET | JESTENbHOCTH | BO3MOXHBIX Omnpenensier u
MOCJIECTBUS OmnpenensieTr u | peLieHUi OLICHUBAET
BO3MOKHBIX OLICHUBAET 3a71auu MOCJIEACTBHUS
pereHuit MIOCTIEICTBUSA BO3MOXHBIX
3a71auu BO3MOYHBIX pereHni
pelIeHui 3a7a4u
3aJa4u
OIIK-5 - Coocober  opopmisiTh  JOKYMEHTAIMIO C  HCIIOJH30BAaHUEN
CIICOMAJIM3UPOBAHHBIX 0a3 JaHHBIX B HpO(l)CCCI/IOHaJIBHOI‘/II ACATCIIBHOCTHU
na-1 He cnocoben | Cnocoben Cnocoben  na | Cmocoben  Ha | YCTHBIN ompoc,
Cnocoben oopMIATh MTOBEPXHOCTHO | JIOCTATOYHOM | BBICOKOM IPAKTUYECKOE
oQopMIIITH y4eTHO- odopmIIITH YpOBHE YpOBHE 3ajaHue, Keiic-
Y4eTHO- OTUYETHYIO Y4eTHO- opopMIATH opopMIATH 3ananme,
OTYETHYIO JOKYMEHTalll | OTYETHYIO YUYETHO- YUYETHO- pedepars,
JOKYMEHTall | 0 Mo | JOKyMEHTalll | OTYETHYIO OTYETHYIO J—
10 1o | pe3ynpTaram 10 Mo | IOKyMEHTall | JOKyMEHTalu
pesynbTaTam BETEPUHAPHO- | pe3ysbTaTaM 10 1o | 1o no | ATOTOBOC
BETEpPHHAPHO- | CAaHUTApHOI BETEPUHAPHO- | pe3ynbTataM | pesynbTatam | [CCTHPOBAHHUC
CaHHMTapHOU 9KCHEPTH3bl W | CAHUTAPHOU BETCPUHAPHO- | BETEpUHAPHO-
9KCHEPTHU3bl U | IPUMEHSITH 9KCHEPTH3bl U | CAHUTAPHOM CaHUTapHON
PUMEHATh COBpPEMEHHBIC | IPUMEHSTH 9KCHEPTHU3bl U | SKCIEPTHU3Bl HU
COBpEMEHHBIC | WH- COBpPEMCHHbBIE | IPUMEHATH MIPUMEHATh
WH- (dbopMalMoOHHBI | WUH- COBpPEMEHHBIE | COBpPEMCHHBIC
(hOopMaIoHHBI | €, (hopMaImoHHsI | WH- WH-
e, KOMIIBIOTEPHBI | €, (dopManmoHHb! | (hOpMAIIMOHHBI
KOMITBIOTEPHBI | € TEXHOJIOTHH, | KOMIBIOTEPHHI | €, e,
€ TEXHOJIOTHH, | U 0a3bl | € TEXHOJIOTHH, | KOMIIBIOTEPHBI | KOMIIBIOTEPHBI
u 0a3bl | JaHHBIX B|H 0a3bl | € TEXHOJIOTHH, | € TEXHOJIOTUH,
JAaHHBIX B | cBOei JTAHHBIX B|H 0a3bl | 1 0a3bl
cBoO€ei MpeAMETHOU CBOEH JAaHHBIX B | JaHHBIX B
peAMETHOU obmnacty, peaMETHOU cBO€EH cBoO€Ei
obmnactu, ITaKEThI obmactH, IPEAMETHON IPEAMETHON
MaKeThI MIPHUKJIATHBIX MMaKEThI obmactu, obmacru,
NPUKJIaIHBIX IporpaMM Jjisl | MPUKIIaIHBIX MaKeThl MaKeThI
pOTpaMM JIJISl | BHITIOJIHEHHS mporpaMM sl | MPUKIAIHBIX MIPUKIIATHBIX
BBITTOJTHEHHS HEOOXOJUMBIX | BBITTOIHEHHS nporpaMM JJIsl | IPOrpamM JUIst
HEOOXOIUMBIX | PacyeToB HEOOXOIUMBIX | BBIITOJIHEHUS BBITIOJTHEHHUS
pacueToB pacueToB HEOOXOIUMBIX | HEOOXOIUMBIX
pacueToB pacueToB
7.3 TunoBble KOHTPOJbHbIE 3aJaHUSl WJIM WHbIE MAaTepHAJbI,

Heo0XoaAMMBblIe /JIf OLEHKH 3HAHWIl, YMEHHUiIl, HABBIKOB, XapaKTePU3yOIIHUX
Tanbl (OPMUPOBAHUA KOMIIeTeHIMHA B npouecce ocsoenusst OITOII BO

YcTHbII onpoc.



[lepen HayanoOM MPAKTUYECKOIO 3aHATHS HA OCHOBE M3YYEHHOIO B MPOLECCE
CaMOCTOATENbHOM paboThl Marepuana HEOOXOJAMMO OTBETUTh Ha CIEAYIOIIHE
BOIPOCHI

Tema 1 OcHOBBI ANIONPOU3BOICTBA — TEPMUHBI U ONIPEICTICHUS

1. [TonsiTHe nenonpou3BOACTBA

2. DTansbl pa3BUTHS I€TONPOU3BOICTBA B PO

3. IoKyMEHTUPOBAHHE JIEATEILHOCTH OPTaHU3aI[uU

4. AIMMUHHUCTPAaTUBHOE JOKYMEHTUPOBAHHE

5. O06uiee TOKyMEHTUPOBAHKE

6. [lonsiTHE JOKYMEHTA

7. Knaccudukarus 10KyMEHTOB

8. CpaBHUTENIbHBIN aHAJIU3 YIPABICHYECKUX JOKYMEHTOB Ha 3JIEKTPOHHOM
1 OyMaKHOM HOCHUTEISX

9. ITonsatue cucremsr OP/]

10. CocraB pexkBu3uToB cucrembl OP/]

11. JIokyMEHTOOOOPOT OpraHu3aIuu

12. Dramnbl opranu3anuu paboThl ¢ JOKyMEHTaMHU

Tema 2 JIoKyMEHTUPOBAHUE PACIIOPSIAUTEIBLHOMN IESITEIBHOCTH

1.CymHOCTE U coJiepKaHue pacOPSIIUTEIILHOMN NEATEIBHOCTH

2. CocTaB HNOKYMEHTOB OTPAXKAOIIUX COAECPKAHUE PACIOPATUTEIBHON
NeATEIbHOCTH

3. puKa3bl, UX BUABL, TOPAIOK COCTaBICHUS U O(POPMIICHUS

4. PacniopsikeHus1, UX BUbI, TOPAIOK COCTABICHUS U O(POPMIICHUS

5. IlocranoBnenus

6. Pemenus

7. Yka3zaHus

Tema 3 JIOKyMEHTUPOBAHKUE UCTIOJIHUTENBCKON IEATEIIbBHOCTH

1. 3naueHNe UCIOTHUTENBCKOM IESITEIIBHOCTH B IIPOLIECCE YIIPABICHUS

2.  CpaBHMTENBHBI  aHaNW3  pPACHOPSAUTENBHBIX W CIPaBOYHO-
UH(POPMAILIMOHHBIX JOKYMEHTOB

3. AKTBI, UX BUJIbI, TOPSAIOK COCTaBICHUS U OOpMIICHUS

4. TIpoTOKOJIBI, UX BUBI, MOPSIIOK COCTABICHUS U OPOPMIICHUS

5. JloknaiHble 3alMCKU, UX BUJBI, TOPSIIOK COCTABIEHUS U OPOPMIICHUS

6. OOBbsCHUTENbHbIE 3alMCKH, WX BHUAbI, MOPSAJOK COCTaBJIEHUS U
odopmIIeHUS

7. 3asiBNEeHUs, UX BUJIbI, HOPSIOK COCTABJICHUS U O()OPMIICHHUS

8. CripaBKH, X BU[IbI, IOPSIAOK COCTABIECHUS U OOPMIICHUS

9. lenoBbie MUChbMA, UX BUBI, IOPSIIOK COCTABIECHUS U OOPMIICHUS

Tema 4 JIokyMEHTUPOBAHHE OPraHU3AIMOHHO-TIPABOBBIX OTHOIIEHUIN
1.CymHOoCTh U cojiepKaHie OpraHu3allMOHHO-IIPABOBBIX OTHOILIEHUIA
2. XapakTepucTrka JTIOKyMEHTOB, ONPEICIISIIONINX CTaTyC OPTaHU3aIlin
3. YcraB opranuzanuu



4. [lonoxxenune 06 opraHU3auU

5. JIOJKHOCTHBIE UHCTPYKIIUA

6. llITaTHOE pacnicanue

7. Iopsanok oopMIieHUsI TOTOBOPHBIX OTHOIIICHHIM

Tema 5 JlokyMeHTHpOBaHHE TPYJAOBBIX MPABOOTHOIIICHUH B OpTaHU3AIUN
1.3akoHOAaTENbHOE PETYIUPOBAHUE TPYIOBBIX TPABOOTHOIICHHIMA

2. CocTaB JOKYMEHTOB, PETYJIHUPYIOIIUX TPYIOBbIEC TPABOOTHOLICHHS

3. CocTaB 10KyMEHTOB O(OPMIISIONIMX TPpHUEM Ha paboTy

4. CocTaB TOKYMEHTOB O(OPMIISIONINX YBOJbHEHUE PaOOTHUKA

5. CocTtaB 1OKyMEHTOB O(YOPMIISIONINX TIEPEBOIBI pAOOTHHKOB

Tema 6 Peructpanust JOKyMEHTOB

1.3HaueHne perucTpauud JOKYMEHTOB B OpraHu3aluud  paboOThI
JNOKyMEHTaMH

2. OyHKINH pErucTpalun

3. LlenTpanu3oBaHHas popma perucTpanuu J0KyMEHTOB

4. [lenentpanu3oBaHHas (popMa perucTpaunuu JOKYMEHTOB

5. CmemanHas popma perucTpauuu JOKYMEHTOB

6. XypHanbpHas perucrpanus J0KyMEHTOB

7. Kaprounas perucrpanusi JOKyMEHTOB

8. DIJIEKTPOHHAS PETUCTPALMS JOKYMEHTOB

Tema 7 KOHTpOIb UCIIONTHEHUST JOKYMEHTOB

1.Ilens KOHTPOJIA NCTIOJIHEHUS JOKYMEHTOB

2. KOHTpOJIb UCTTOTHEHHS JOKYMEHTOB 10 CPOKaM

3. KoHTpoJIb HCIIOHEHUS JOKYMEHTOB 110 CYLIECTBY
4. TunoBble CPOKH MCIIOJHEHUS JOKYMEHTOB

5. DTtamnbl KOHTPOJIS UCIIOJIHEHHSI TOKYMEHTOB

Tema 8 Opranu3zanys TEKYLIEro XpaHEHMs! JOKYMEHTOB B OpraHU3aLMH
1 .IlonATHE NENONPOU3BOACTBEHHOIO TOJa

2. Busbl HOMEHKIIATYp Aen

3. I[lonsaTue nena

4. IlpaBuna opMUpOBaHUS J1E€T

5. OTBETCTBEHHOCTh PYKOBOAMUTENS 32 COXPAHHOCTh JOKYMEHTOB

Tema 9 [loaroroBka JOKyMEHTOB K IEPEAAYE HA XPAHECHHUE B apXHB
1.®opMupoBaHHE SKCHEPTHBIX KOMUCCHIA\

2. Topsimok paGoThI AIKCTIEPTHBIX KOMUCCHIA

3. I[lopsaok cocTaBiieHUs OUCEN, HA TOKYMEHTBI, IEPEAABAEMBbIE B ApXUB

Tema 10 'ocynapcTBeHHOE peryaupoBaHue J1€TONPOU3BOICTBA
1.®yHK1MK rocy1apcTBa B PEryJIMpOBaHUU JIETONPOU3BOICTBA
2. 3aK0HO/IaTEIbHOE PETYJIUPOBAHUE AEIONPOU3BOICTBA



3. CocraB (enepaabHBIX 3aKOHOB, PETYIUPYIOMIUX ACIONPOU3BOICTBA

4. Ponp wu 3Hauenue PocapxuBa B  HOPMATHUBHO-METOIUYECKOM
pEeryJIupoBaHUM JIeTONPOU3BO/ICTBA

5. T'ocymapCTBEHHBIE CTAHAAPTHI

6. YHu(UIMpPOBaHHbBIE CUCTEMBI JOKYMEHTAIIUU

7. OOmepoccuiickue  KiacCU(UKATOPhl  TEXHUKO-IKOHOMUYECKON |
COLIMAJIbHOM MH(pOpMAITIH

Tema 11 PermamenTtanus 1esonpon3BoICTBa B OPTaHU3aLAN

1.CocTtaB 1 CTpyKTypa TEKCTa HHCTPYKLIHH IO AEIIONPOU3BOICTBY

2. TaGens GhopM ynpaBIeHICCKUX TOKYMEHTOB

3. Meroauka pazpaboTku Tadess N0 (PyHKIUSAM yIpaBIICHUS

4. Meroauka pa3pa0d0TKH Ta0ess IO COCTAaBY CTPYKTYPHBIX NOJIpa3IeIeHUI

5. Ars60M popma yrpaBIeHYECKUX JOKYMEHTOB

IIpakTHyeckoe KOHTPOJIbHOE 3aJaHHE

Tema 1 OcHOBBI 1€10NPON3BOACTBA — TEPMUHBI U OIPEIECIICHUS
3ansaTue 1 — ceMMHApCKOE 3aHATHE

KonTponpHbIE BOITPOCHI

1.ITonstue nenonpounsBoactsa, 10V, ncropus passutusa B Poccun
2. CymHOCTb M COIEpKaHUE TOKYMEHTUPOBAHUS

3. YpaBieHYECKHUI TOKYMEHT

4. Knaccudukanus ynpapieHU€CKUX TOKYMEHTOB

3aHsATHE 2 — IPAKTUYECKOE 3aHITHE

[enb 3aHATHS: U3YYUTh cOCTaB peKBU3UTOB OP /]
ConeprxaHue 3aJaHUs:

1.Berueptuth Gopmyasip oOpasern yrioBoro OjJaHka

2. Berueptuth opmyiisip oOpaszen NpoAoJbHOTO OaHKa
3. N3yunts coctaB pexkBu3nuToB OP/]

Tema 2 — JIoKkyMEHTUPOBaHUE PACIIOPSAUTEIBHOM AEATEIBHOCTH

3aHartue | — npakTU4eCcKoe 3aHSATHE

Llens 3aHATHS: U3YYUTHh METOJUKY COCTABJICHHUS, O(DOPMIICHHS PUKA30B

ConepxaHue 3a0aHusA:

1.Mcions3ysi MCXOJHBIE JaHHBIE MPOBEPUTH IMPABHIBHOCTH COCTABIICHUS
odopMIICHHUSI TIpHIKa3a MO OOIMMM BOMpPOCaM W IPH HAIMYMM B HEM OIITHOOK
COCTAaBUTh MPABWIHHBINA JOKYMEHT

2. Hcnonb3ys UCXOAHBIC JaHHBIE MPOBEPUTH MPABHIBHOCTH COCTABIICHUS
oopMiICHUS TIpHUKa3a 1O JMYHOMY COCTaBy W TPH HAJIMYUA B HEM OIIHOOK
COCTAaBUTH MPABUIIBHBIA JOKYMEHT

3aHATHE 2 — IPAKTUYECKOE 3aHATHE



Lenp  3aHATHSA: U3YyYUTh  METOAMKY  COCTaBIIEHHUS,  O(OpMIICHUS
pacrnopsKEHus

ConepxaHue 3a0aHUsA:

1.cnionb3ysi MCXOAHBIE JNAHHBIE MPOBEPUTh NPABUIBHOCTH COCTABIICHUS
oopMIIEHUS PACTIOPSKEHHMS 110 OOIIUM BOIIPOCAM U MPU HAJIUYUU B HEM OIIMOOK
COCTaBUTH NPABUIIbHBINA JOKYMEHT

2. Hcnonb3yss UCXOJHBIE JaHHBIE MPOBEPUTH IMPABHIBHOCTh COCTABJICHUS
oopmiteHUsT pacoOpsKEHHS M0 TMYHOMY COCTaBy M MPH HAIMYUU B HEM OIIMOOK
COCTaBUTH NPABUIILHBIN JOKYMEHT

3aHsTHE 3 — MPAKTUYECKOE 3aHSITUE

Lenp  3aHATHSA:  HU3YyYUTh  METOAMKY  COCTaBJIEHHUS,  O(OopMIICHUS
ITOCTAHOBJICHUM, PELICHNN, YKa3aHUU

ConepxaHue 3a0aHUsA:

l.Mcnone3yss MUCXOAHBIE JAaHHBIE NMPOBEPUTH IPABUIBHOCTh COCTABIICHHS,
oopmIleHHUs TOCTAHOBJICHUM, pEIICHNH, yKa3aHU! U NIPU HAJIMYMH B HEM OLLIMOOK
COCTABUTh IPABWIBHBIN JOKYMEHT

2. Hcnonp3ys MCXOAHBIE JAHHBIE MPOBEPUTH MPABUIBHOCTh COCTABIICHHS,
oopmIleHHUs TOCTAHOBJICHUM, pEIICHNH, yKa3aHUN U MIPU HAJIMYMH B HEM OLLIMOOK
COCTABUTh IPABWIBHBINA JOKYMEHT

3ansaTre 4 — CEMUHAPCKOE 3aHATHE

KonTponpHbIE BOITPOCHI

1.CymHoCcTp W copepkaHue JOKYMEHTHUPOBAHHS  PaCHOPSAUTEIBLHON
NeATEIbHOCTH

2. cocTaBlieHHE U O(POPMIIEHUE PACTIOPSAIUTENBHBIX JOKYMEHTOB B YCIOBHSIX
€AMHOJUYHOTO NPUHATHS YIPABICHUYECKUX PELICHUI

3. coctaBneHue 1 0(pOpMIICHHE PACHIOPSAUTEIbHBIX TOKYMEHTOB B YCIOBUSIX
KOJUIETUAJIbHOTO PUHSTHS YIIPABICHYECKUX PEIICHUN

4. CopepxaHne JOKYMEHTHPOBAHUS PACIOPSAUTEIIBHOM JEATEIbHOCTH B
PErHMOHAJBHBIX OpraHaXx TIOCYJapCTBEHHOW BJIACTH W OpraHax MECTHOIO
caMOYIIpaBJICHUS

Tema 3 JIOKyMEHTUPOBAHHUE UCTIOIHUTEIBCKON AEATEILHOCTH

3aHarue | — npakTU4eCcKoe 3aHSATHE

[lenp 3aHATHS — W3YYUTh METOAMKY COCTaBJICHHS, OGOpPMIICHUS
JIOKYMEHTOB, COCTaBIISIEMBIX B MPOLIECCE UCTOJHUTEIBCKON IEITEIbHOCTH

Conepxanue 3aaHus:

1.CoctaButh W OGMOPMUTH JOKYMEHT, YJOCTOBEPSIOUIUNA TPYNION JIHI]
HaJU4Yue KaKux-1u00 (pakToB, COOBITHH, TEHCTBUN

2. CocraButh U 0QOPMUTH TOKYMEHT, OTPAKAIOIIMA MPOIIECC TTPOBEICHUS
coOpaHui, COBEIIIaHU, 3aCETaHNI U IPUHATHIX HA HUX PEIICHUN

3aHsATHE 2 — NPAKTUYECKOE 3aHITHE

Llens 3aHATHS - U3YYUTh METOJIMKY COCTaBIEHUS, O(OPMIICHHUS JOKYMEHTOB,
COCTaBJISIEMbBIX B MPOLECCE UCTIOIHUTEIBCKOMN AESTEIbHOCTH



ConepxaHue 3a0aHus:

1.CocraButh U OG(OPMHUTH JOKYMEHT, COJEpPKaBLIMI MNpochOy WU
IPEJIOAKEHUE U aPECOBAHHBIN PYKOBOIUTEIIO

2. cocTaBUTh T O(GOPMHUTH JTOKYMEHT, COJEpKalluii HHOpPMALMIO O
HAJIMYUU KaKuX-I100 (aKkToB, COOBITUM, AEUCTBUI C MPEIJIOKEHUE COCTABUTENS O
TE€X Mepax, KOTOpbIE, IO €ro MHEHHIO, JOJDKEH MNPEAIpPUHATH PYKOBOJIUTENIb B
CJIO’KMBILIEHCS CUTYalluu

3. CoctaButh U OPOPMUTH JOKYMEHT, OOBSCHSIONUUN MPUUMHBI HAIAIHS
KaKuX-T100 (PaKToB, COOBITHIA, NEHCTBUN

3aHsTHE 3 — MPAKTUYECKOE 3aHSITUE

Ilens 3aHATHS: W3YyYUTh METOAUKY COCTaBJICHHS ©  O(OPMIICHHS
JIOKyMEHTOB, CoJIeprKaIInX CBEICHUS MIPOU3BOJACTBEHHOTO WJIN
aBTOOMOrpaUUECKOro XapakTepa WIM WHYI HH(OPMAIUIO, UCIOJIb3yEMYIO B
JIEJIOBOY MEPENUCKU

Coneprxanue 3a1aHus 6

1.CoctaButh U O0)OPMUTH TOKYMEHT, MOATBEPKIAIONIMNA HAMYUE KaKUX-
1160 (HaKTOB MPOU3BOJICTBEHHOI'O UM aBTOOMOTPAPUIECKOTO XapaKTepa

2. CocraButb ¥ 0(GOpPMUTH JIOKYMEHT, TMpeAHA3HAYCHHBIN IS
OCYIIECTBJICHUS JCJIOBOM MEPEUCKU MEXKTY JCIIOBBIMU TapTHEpAMU

3aHarue 4 — CEeMHUHAPCKOE

KoHTpoapHBIE BOITPOCHL:

1.CymHOCTh U cofepKaHUe HCIOIHUTEIBCKON AESITENbHOCTH B IPOIIECCe
BHYTPCHHHUX W BHEITHUX KOMMYHHUKAITAN

2. CoctaB M Ha3HAu€HUE AOKYMEHTOB, BXOMSIIUX B CHUCTEMY CIIPaBOYHO-
UHOOPMAITMOHHON JJOKYMEHTAITUU

3. 0COOCHHOCTH HCHOJIL30BaHUSI OJAHKOB TMPU COCTABICHUU CIPABOYHO-
UH(OPMAITMOHHBIX IOKYMEHTOB

Tema 4 JIokyMEHTUPOBAHHE OPraHU3aAMOHHO-TIPABOBBIX OTHOIIEHUN

3ansitue 1 — npakTuyeckoe

Lenp 3aHATHS: HW3YYUTh METOJIMKY COCTaBICHHMs U O(OpMIICHUS
JOKYMEHTOB, HCIOJIb3YEMBIX B OPraHU3alMOHHOMN JAEATEIbHOCTH

Coneprxanue 3aaHus:

1.CoctaButh ¥  0GOPMHUTH  JIOKYMEHTBI, ONpPEIEIAIOIINE  CTaTyC
OpraHu3allyy, €€ NoApa3/ieJeHUul, paOOTHUKOB

2. CoctaBuTh U OQOPMHUTH JTOKYMEHTBI, OMNPEIECISIONIUNE JIOTOBOPHBIE
OTHOLLICHUS

3aHATHE 2 — CEMUHAPCKOE

KonTposnbHbIE BOIIPOCHL:

1.Coneprxanue JOKyMEHTUPOBAHHS OPraHU3alMOHHOMN JEATEIbHOCTH

2. CyIHOCTh M COJEpKaHHE TOTOBOPHBIX OTHOIICHUN M OCOOCHHOCTH HX
JTOKYMEHTUPOBAHUS



Tema 5 JIoKkyMEHTHpPOBAHUE MIPABOBBIX OTHOUICHUM B OPTaHU3ALIUU

3ansatue 1 — npakTuyeckoe

Llenp 3aHATHS: U3YYUTH METOJIUKY COCTaBJICHUS, OPOPMIICHUSI JOKYMEHTOB
10 0(hOpMIICHHIO TPYAOBBIX PABOOTHOIICHUN B OpraHU3aIlU

ConepxaHue 3a0aHUsA:

1 .BBIUEPTUTH CXEMY COCTAaBA OCHOBHBIX IPYNI JOKYMEHTOB, UCIIOJIb3YEMBIX
npu o(QOPMIICHHH TPYIOBBIX MPABOOTHOIICHUH B OpTaHMW3aIldd, IaTh WX
XapaKTEPUCTUKY

2. BBIYEPTUTH CXEMYy  Opolecca  JOKYMEHTHPOBAHUS  THUIIOBBIX
YIIPABJICHYECKUX CUTYallMi B CUCTEME TPYIOBBIX MPABOOTHOIIECHUM

Tema 6 Peructpanust JOKyMEHTOB

3ansatue 1 — cemuHapckoe

KOHTpoOJIBHBIE BOIPOCHI:

1.3HaueHune perucTpauy B OpraHu3anuu paboThl C TOKyMEHTaMU
2. OyHKIMH pErucTpalun

3. Buasl perucrpanuun

4. CpaBHUTENbHBIN aHAIN3 Pa3IMYHbIX (JOPM U BUAOB PETUCTPALIUU

Tema 7 KOHTpOIb UCTIOJIHEHUS JOKYMEHTOB

3anarue 1 — ceMuHapckoe

KoHTpoapHBIE BOITPOCHL:

1.KoHTponb HUCHONHEHHS JOKYMEHTOB B OpraHu3aluu padoThl C
JOKyMEHTaMU

2. Buipl KOHTPOJISI UCTIOJIHEHUSL JOKYMEHTOB

3. DTanbl KOHTPOJIS UCTIOJIHEHUS! JOKYMEHTOB

4. TexHOJIOTHsI MOCTAHOBKH JIOKYMEHTA Ha KOHTPOJIb

Tema 8 Opranuzainus TEKYIEro XpaHeHUs! JOKYMEHTOB

3ansitue 1 — npakTUyeckoe

[enp 3aHATHA: U3YUYUTh TEXHOJOTHUIO OpPraHU3allMU TEKYLIEro XpaHEHUs
JIOKyMEHTOB

Conepxanue 3aaHus:

1.Mcnonp3yst mpUMEpHYI0 HOMEHKIJIATYpPY Jie]l, pa3padoTaTh HOMEHKIATYPY
JIeJ1 KOHKPETHOM OpraHu3aiuu

Tema 9 [loaroToBKa JOKYyMEHTOB K NIEpeAade TOKYMEHTOB B apXUB

3anarue 1 — ceMruHapcKoe

KoHTpoabpHbIE BOITPOCHL:

1.®opMupoBaHHE FKCIIEPTHBIX KOMUCCHI OpraHu3aluu

2. TexHonorusi MOJATOTOBKA JOKYMEHTOB K MEpeaadye UX Ha XPaHEHHUE B
apXuB

Tema 10 'ocynapcTBeHHOE peryaupoBaHue J1e0npon3BojicTea B PO

Tema 11 PernmamenTanus 1eJI0MpOU3BOJICTBA B OpraHU3aLIUH

3anarue 1 — ceMruHapcKoe



1.3akoHOIaTENIBHOE PETYIUPOBAHKE JICJIONPOU3BOJICTBA
2. HopMaTuBHO-METOAMYECKOE PErYIMPOBAHUE ICTONPOU3BOJICTBA
3. PermamMenTarius 1eJ0MpoOnU3BOICTBA B OpraHU3AIIH

Keiic-3a1anusa

Tema 2 «/lokyMeHTHpPOBaHHE PACTIOPAAUTEIbHON AeATEJIbHOCTID)

3apanue 1. CoctaBbTe U 0OPMHUTE MPUKA3BI IO OCHOBHOM JIEATEITLHOCTH,
JIpYrUe  paclopsIMTENIbHbIE  JOKYMEHTBbI,  HEOOXOJWMbIE B  JaHHBIX
YIPaBJIECHYECKUX CUTYAIUX.

Keiic 1

Ha H-ckoM xoMOuHaTe Mo MpPOU3BOACTBY MY3bIKAJIbHBIX MHCTPYMEHTOB U
Mebenu (rocylapCTBEHHOE Npeanpusitue), KOTopbld BxoauT B KoHuepH 1o
pa3paboTke U TPOU3BOJICTBY TMPOAYKIIMH MY3bIKAJIHONH MPOMBIIIIEHHOCTH
(POCMY3IIPOM), neiictByer I[lonoxkeHue O MNpeMUPOBAHUU PYKOBOAUTENCH
LIEXOB, OT/IENIOB U cITyk0, yTBepkaeHHoe 05.01.2003 Ne 27,

12 ampens Tekyuiero rojga aupekrop komoOunara B.M.JlapruoHoB mopyumni
HayaJbHUKY OT/AENa Tpylda U 3apaboTHOM mmiuatel MapkoBy H.I'. paccuuraTh
pasMmep NpeMuu PyKOBOAUTEISIM OTAEJIOB, IIEXOB U CIIY)0 KOMOWHATA MO UTOraM
paboThl 3a MEpBBIM KBapTal K 15 ampeins, a riiaBHOMY Oyxraiatepy KoMOHWHATa
Tpommnon C.I'. — opraHn30BaTh BeIILUIATY ITpeMun K 20 anpens TeKyIero roaa.

HauanpHuk miaHoBo-3koHOMHUYecKOoro otaena MarseeBa C.H. u rnaBHbIN
oyxrantep Tpommna C.I'. 3aBU3MpOBaM MPOEKT MPHUKaA3a TUPEKTOpa KOMOUHATA.

Keiic 2

A.H.Illunos, npencenarenb PoccHilckOro areHTcTBa MEXIAYHAPOIHOIO
COTPYIHMYECTBA U Pa3BUTHS (rocydapCcTBeHHas: opranusaius npu [IpaButenbcTse
P®), 24 ¢eBpansa Tekymiero rojga MOPYYUI CTPYKTYPHBIM TMOJpa3IeiICHUSIM
areHTCTBa COBMECTHO C TpeactaBuressiMa ['ockomumymiectsa Poccum k10
ampesnsd  MOATOTOBUTh  IMPOEKT MNPOTPAMMBI  TMPHUBJIIEYEHUS]  MHOCTPAHHBIX
MHBECTUIIMA K TPOLECCY AaKIMOHUPOBAHUSA TOCYIJAPCTBEHHBIX MPEANPUITUMN.
[Topyuenue ObLIO JaHO BO UCIIOIHEHUE nocTtaHoByieHus [IpaButensctBa PO ot 24
deBpans Tekymero roga Ne 246 ['1maBHOMY YNpaBIE€HHIO OTPACIEBBIX
MHBECTUI[MOHHBIX MpPOrpamMMm, [ JTaBHOMY JOTOBOPHO-TIPABOBOMY YMPABICHUIO U
['maBHOMY yIpaBJIEHUIO CTPATETUU U MHBECTUPOBAHUS.

[IpoekT mpukasza mpenacenaTess areHTCTBAa ObLUT 3aBU3HPOBAH €T0 TEPBBIM
3amectuteneMm J[.H.denopoBbiM 1 HayaabHUKOM [ JTaBHOTO JIOrOBOPHO-IIPABOBOTO
ynpasiennss U.B.MneunbiM. KoHTposib 3a vcnomHeHUEM npuka3a ObUT BO3JIOKEH
Ha JI.H.®enopoga.

Keiic 3

Hupextop OO0 «Meuray [TonsikoB B.M. 10 okTs06pst TEKyIero roaa u3aat
MpUKa3 O MPOBEICHUM WHBEHTAPU3AIMK TOBAPHO-MATEPUAIBHBIX ILIEHHOCTEW Ha
ckiaae mnpeanpusatua. OH Ha3Ha4WI KOMHMCCHUIO TI0JI MPEACEHaTeIbCTBOM
KOMMeEpUeCcKoro aupekropa 3onotapeBa E.JM. . B coctaB KOMHCCHMH BOIUIH
riaBHbIl Oyxrantep Bonmoauna E.H. u 6yxrantep MBanosa B.C. B npukaze 6bu10
MOPYYEHO TMPEICTaBUTh Ha YTBEPXKJICHHE JTOKYMEHTHI CKJIAJCKOro ydera (IO



cCOoCTOSHUIO Ha 1 OKTAOpsi)) M OTYETBI 00 OCTaTKaxX TOBAPHO-MAaTEpUATBLHBIX
1eHHOCTeH (1o cocTosiHUIO Ha 10 oKTsI0ps) K 15 oKTA0ps.

[Ipoekt mpukasza ObUT 3aBU3UPOBAH SKOHOMHMCTOM MpEANnpusThs MUTHHOU
O.A.

TecTbl

1. JlokyMeHTallMOHHOE o0ecnieyeHre YIPABJEHHS - 3TO ...

1 mporiecc obecnedeHrst pabOTHUKOB IOKYMEHTaMU

] mOArOTOBKA O(HIIMATBHBIX JJOKYMEHTOB

] COBOKYITHOCTH PabOT C TOKyMEHTaMHU

M cOBOKYIMHOCTH PaboT IO TOKYMEHTHPOBAHHIO M OpPraHU3auy paboThl C JOKYMEHTAMH

2. JIOKyMEeHTHPOBaHHE YIPABJIEeHYECKO 1esITeJIbHOCTH - 3TO ...

(] paboTa ¢ JOKyMEHTaMu

] nesaTenbHOCTh PaOOTHUKOB YIIPABICHUS

(] cocTaBiieHue OPUIHATBHBIX JOKYMECHTOB

[J cOOTBETCTBYIOIIEE OPOPMIICHHE OPUITHATEHBIX JOKYMEHTOB

M cocraBiienue 1 0hOpMIIEHHE YIIPABIEHYECKUX JOKYMEHTOB

3. Opranusanust padoThI ¢ JOKYMEHTAMHU- 3TO ...

[J Bcs paboTa ¢ JOKyMEHTaMu

[J oTpaxeHHe IesTEIbHOCTH OPraHu3aluy B OQPHUIIMATBEHBIX JOKYMEHTaX

M obecreuenre NOKYMEHTHPOBAHHOM WH(pOpMAIMell pabOTHUKOB YIIPABICHHS BCEX
YpOBHEH yIpaBIeHUS

[J cocTaBieHre JOKYMEHTOO00OpOTa OpraHU3aluu

Tembl pedpepaToB

Pexkomenayemas Tematnka pedepaTos Mo Kypcy:

1Cy1HOCTh U coJiepKaHue JOKYMEHTAlIMOHHOTO 00eCTIeYeHUs! YIIPaBJICHUS.

2CymHOCT H  COJIEpXKaHHE  JIOKYMEHTHUPOBAHHUs  YNPABICHYECKOU
NEATEIIBHOCTH.

3CyIHOCTh U COJIEpKAHUE OpraHu3aIu paboThI C JOKYMEHTAMH.

4IToHsITHE TOKYMEHTA U CUCTEMBI JOKYMEHTALIUH.

STlonsaTue u kiaccuukanus ynpaBIeHUECKUX TOKYMEHTOB.

6HopmaTtuBHO-MeETOAMYECKOE obecrieueHue NOKYMEHTUPOBAHUS
YIPaBIECHYECKOU NESITENBHOCTH.

TIOpunnyeckas CuiIa yIpaBJIeHUYECKOTO JOKYMEHTA.

8Dopmyisip-oOpaszern, ero Ha3HaAYeHUE, COCTaB PEKBU3UTOB.

9006mue GyHKIMH yIPaBICHUYECKOTO IOKYMEHTA.

10Cnenuanbabie PYHKIIUN YIIPABIEHYECKOTO JOKYMEHTA.

1 1bnanku yrpaBlieHU€CKUX JOKYMEHTOB.

12MammHonucHoe 0hOpMIICHUE YIIPABICHUYECKUX JOKYMEHTOB.

13®opmynsipsl ynpaBiIeHYECKUX TOKYMEHTOB.

14®yHKIMYK ynpaBIeHYECKUX TOKYMEHTOB.

15TlonsiTue, 3Ha4Y€HUE U KaueCTBO IOKYMEHTUPOBAaHHON MH(OpMaIu.

16TexHonorus perakTUPOBaHUS IETOBBIX MUCEM.

17 1okyMeHTOOOOPOT OpPTaHU3AIINH.

18CoBpeMEHHBIE TEXHOJIOTUM OPraHU3alMu KOHTPOJIA 3a HCHOJHEHUEM
JIOKYMEHTOB.

19HoMeHKI1aTypsbl A€, UX BUIbl 1 HA3HAYEHUE.



20CoBpeMeHHBIE CIIOCOOBI M TEXHHKA CO3JaHUS  YIPABJICHYECKUX
JIOKYMEHTOB.

21[lpaBuna u (opMbl KOMMEPUYECKON MEpEenucKu C 3apyOeKHBIMU
MapTHEPAMHU.

220cHOBBI OpraHU3alui UHPOPMAILIMOHHBIX TEXHOJIOTUH.

230pranuzanus paboThI C JOKYMEHTaMH, coJeprKaIluMHU
KOH(PHUISHIIUAIBHYIO HH()OPMAILIHIO.

24TexHonorust yuéTa U pacCMOTPEHUS MOCTYMUBIINX KOH(UICHIIMATbHBIX
JIOKYMEHTOB.

25Ucnonnenue, 00paboTKa U XpaHeHHE KOH(DUIEHITUAIBHBIX JOKYMEHTOB.

26CocTaB OpraHoB TOCYJAapCTBEHHOIO YIPABICHHS, PETYIUPYIOIINX
MPOIECC TOKYMEHTAMOHHOTO 00ecTiedeHHs YIpaBIeHus, NX QyHKIUH.

Tembl 10K1210B

PekoMenayemMas TemaTHKa 10KJIa10B IO KypCy.

1TIpeanoceUIKNA pa3BUTUSL CUCTEM JOKYMEHTHUPOBAHUS.

2CyImHOCTD U cOoepKaHUE PUKA3HOTO JEJIONPOU3BOICTBA.

3CyIHOCTB U COEpKaHUE KOJUIEKCKOTO JEIOIPOU3BOACTBA.

4llpyynHBl  BO3HUKHOBEHUSI W JTalbl  Pa3BUTHS  MHHHCTEPCKOTO
JEJIONPOU3BOCTBA.

50co0eHHOCTH COBETCKOTO Jienonpoun3pojicta (JJOV).

6BO3HMKHOBEHHUE U pa3BUTHE Hay4YHBIX OCHOB [IOVY.

73akoHonatenbHOe obecnieuenue IOV Ha Bcex 3Tarnax ero pa3BuUTHS.

Bonpocs! 1 3a1aHus 11 IPOBEACHUS IPOMEKYTOYHOI0 KOHTPOJIS
Komnerenuusi: Criocod0eH ocymiecTBIsITh NOUCK, KPUTHYECKUI aHAIH3

U cuHTe3 UH(POpMAUMHU, NPHUMEHATh CHUCTEMHBIH MOAX0A /ISl pPelleHHs
nocrasJjeHHbIX 32124 (YK-1).

Bonpocs! k 3Kk3aMeHy

1 FOpuanueckas cuiia ynpaBileHUYECKOTO JOKYMEHTA.

2 CyliHOCTb U cofiep>KaHue OpraHu3aluu padoThl ¢ TOKYMEHTaMU

3 OO01ue u crienranbHble PYHKIUU JOKYMEHTA

4 HasnaueHne w  cocTaB  OpraHM3alOHHO-PACIOPSAUTEIBHBIX
JIOKYMEHTOB

5 CocraB oOpraHn3alMOHHO-IIPABOBBIX TOKYMEHTOB, UX XaPAKTEPUCTUKA

6 CocraB pacnopsIUTENbHBIX JOKYMEHTOB, UX XapaKTEPUCTHUKA

7 CopeprkaHue npolecca MOArOTOBKY U U3JIaHUs IPUKA30B

8 CocraBnenue u odopmieHHe MPUKA30B MO OOMKUM BompocaM (IO
OCHOBHOM I€SITETLHOCTH)

9 CocraBnenue u opopmiIeHHE MPUKA30B TIO TUIHOMY COCTaBY

10 Cocras CIPaBOYHO-MH(GOPMAITMOHHBIX JOKYMEHTOB, 170,
XapaKTEPUCTHKA

11 CocraBnenue u 0ohOpMIICHHE aKTOB



12 CocraBnenue u 0hOpMIICHHE POTOKOJIOB

13 Cocrasienue u ohopmiIeHUE 3asBICHUM

14  CocrtaBnenue u 0ohOpMIICHUE JTOKIAJAHBIX U OOBSICHUTEIBHBIX 3aMUCOK

15  CocraBnenue u ohopmIIeHHE JIETOBBIX TUCEM

16  CoBpemeHHOE TOCyIapCTBEHHOE peryinpoBanue npouecca JJ0OY

17  Pernamentanus JIOY B opranuzaiuu

18  Tlonsatue pokymeHTOoOOOpoTa. (OCHOBHBIE  HANpaBJICHHUS  €ro
COBEPIICHCTBOBAHUS

19  Perucrtpanusi 10OKyMEHTOB, €€ (DYHKIIUU, BUJIbI

20  ®opmel perucTpannuy J0KyMEHTOB

21  OcHoBHbIe npaBuia GOPMUPOBAHUS €T

22  @OyHKIUH yNPABIECHYECKUX JOKYMEHTOB.

23 TlonsTHe, 3HAYEHHE U KAY€CTBO JOKYMEHTUPOBAHHON WH(OPMAITUH.

24 TexHonorus peaakKTUPOBAHUS JEIOBBIX MHCEM.

25  CoBpeMEHHbIE TEXHOJIOTUH OPTraHU3alMU KOHTPOJIA 32 UCIOJHEHUEM
JIOKYMEHTOB.

26  CneuuanbHble GYHKIIUU YIPABICHYECKOTO JOKYMEHTA.

27  CymHOCTh U COJAEpX aHUE JOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBJICHUS

28 CymHOCTh W COJEpKaHUE JIOKYMEHTUPOBAHHUS YNPABIECHUYECKOU
NEATEeIIbHOCTH

le/IMeprle TECTOBbIC 3aJaHUA /I OK3aMECHAa

1 Jlenonpon3BoaCTBO — 3TO ...

OTpacilb 3HAHUS
BUJI YIIPABJICHUYECKOMU IEATEIbHOCTH

CUHOHHMM TEPMHUHA «JIOKYMEHTAIIMOHHOE 00eCreYeHUE YIIPaBICHUS
BCs paboTa ¢ JOKyMEHTaMH, HAUWHast C MOMEHTA UX CO3JIaHUS UITU

IMOJIYUCHUA U 1O CAA4YU B apXUB

paboTa ¢ JOKyMEHTaMH

2 leno 3710 ...

BOIPOC, pelIaeMblil paOOTHUKaMU yIIpaBICHUS
COBOKYITHOCTb JOKYMEHTOB, CTPYIIIIMPOBAHHBIX IO OMPEAEIEHHOMY

MIPU3HAKY

yIpaBICHYECKUE TOKYMEHTHI
ManKa-cKOpOCIIUBATENb C JOKYMEHTaMHU
mpoliecc petieHus mpoodyiem

3 JlokyMeHTaIlMOHHOE 00ecreueHne YIPaABICHUS 3TO ...

YIPaBIEHYECKUH ITPOLIECC

nporecc ooecrneueHus: pabOTHUKOB JJOKYMEHTaMHU

MOJIFOTOBKA OPUIIMATIBHBIX JOKYMEHTOB

COBOKYITHOCTb PaOOT € JOKYMEHTaMu

COBOKYITHOCTbH Pa0OT M0 TOKYMEHTHUPOBAHHIO U OpraHU3alluu padoThI C

JIOKYMEHTAMU



4 JIoKkyMEHTHPOBAaHUE YIIPABIECHUYECKOMN AEATEIBHOCTH 3TO ...

paboTa ¢ JOKyMEHTaMH

NesATEeIbHOCTh PAOOTHUKOB YIIPABIICHUS

COCTaBJICHHE O(UIIUATIBHBIX TJOKYMEHTOB

COOTBETCTBYIOIIEE 0hopMIiIeHHE OUIIUATIBHBIX JTOKYMEHTOB
cocTaByieHHE U 0OPMIICHUE YIIPABICHUECKUX JOKYMEHTOB

5 Opranuzanus paboThl C TOKYMEHTaMH ...

BCs padoTa ¢ JOKyMEHTaMH1
OTpa)kKeHHUE JACSITETbHOCTA OPTraHU3aINH B O(UIIUATBHBIX JOKYMEHTaX
o0ecrniedyeHre JOKyMEHTUPOBaHHOW nH(popMaliieil pabOTHUKOB

YIPaBJIEHUs BCEX YPOBHEW YIIPABIICHUS

COCTaBJICHHE TOKYMEHTO000pOTa OpraHu3aIin

Komnerenuus: Cnoco0en o(popMJIATH AOKYMEHTALUIO c
HCNOJIb30BAHMEM CIEeNMATM3MPOBAHHBIX 0a3 JaHHBIX B NMPO(eCcCHOHATBHOI
nesireqabHocTu (OIIK-5)

Bonpocs! k 3Kk3aMeHy

1 Tlonsarue u kinaccuukaiys ynpaBIeHIECKUX JOKYMEHTOB

2 MammHonucHoe 0(popMIIEHHE TOKYMEHTOB

3 biaHku JOKYMEHTOB, UX Ha3HAYEHUE U BUIbI

4 @opmysip oOpasell ero Ha3HauYeHUE U COCTaB PEKBU3UTOB

5 Metoauka KOHTPOJIA 3a UCIIOTHEHUEM IOKYMEHTOB

6 Buibl HOMEHKIATYp Jell, HOPAIOK UX COCTABIIEHUS U UCIIOJIb30BaHUS

7 DKcrnepTHasi OLEHKAa JOKYMEHTOB M MOJArOTOBKA MX JIs MEpelayu B
apXuB

8 OcHOBHbIE BUBI IETONPOU3BOJICTBA UX XapaKTEPUCTUKA

9 CoBpeMeHHbIE CMOCOOBI W TEXHHMKA CO3JaHHS YIPABICHYECKUX
JIOKYMEHTOB.

10 CymHocTb U conepkaHue KOJJIEKCKOTO JIeTONPOU3BO/ICTBA.

11 ®opmysnsapsl ynipaBieHYECKUX JOKYMEHTOB.

12 JlokymMeHTOOOOpOT OpraHu3allvu.

13 HomeHknaTypsl Aen, UX BUJIBI U HA3HAYCHUE.

14 ®opmynsp-oOpaszel, ero Ha3HaA4Y€HHUE, COCTaB PEKBU3UTOB.

15  OO6ume pyHKIIMK yIpaBIEHYECKOTO JOKYMEHTA.

16  BoO3HUMKHOBEHHE U pa3BUTHE HAYYHBIX OCHOB J[OVY.

17  3akonopatensHoe obecnieueHue JIOY Ha Bcex sTamax ero pa3BUTHS.

HpI/IMepHLIe TECTOBbIC 3aJaHUA 1JIA IK3aMCHa

1 Knaccudukaiusi TOKyMEHTOB B 3aBUCUMOCTH OT CPOKOB MCTIOJTHEHUS
MPEyCMAaTPUBAET ACJICHUE UX HA ...

CpPOYHBIE U OOBIYHBIC

I[Y6JII/IK21TI)I N BBIITMCKH



BHYTPCHHUC U BHCIIHHC
OeJI0BBIC U YCPHOBLIC TOKYMCHTEI
IIOJJIMHHHUKH N KOIIMH

2 KonusiMu JOKYMEHTOB Ha3bIBAIOT ...
JyOJIUKATHI, BEITUCKH, OTITYCKH
O€JIOBBIC U YEPHOBBIE JOKYMEHTHI
YEPHOBBIE JOKYMEHTHI
O€eJIOBbIE TOKYMEHTHI
MIOJTMHHUKHA

3 IOpuanueckyro crity opuImasbHOMY JOKYMEHTY 00€CIieunBaeT

COOTBETCTBHE €TI0 ...

IpaBuiIaM COCTaBlIeHUs O0(UIIUATBEHOTO JOKYMEHTA

BHYTPEHHEMY PacCIOPSAIKY JaHHOW OpraHU3aliu

KOMIIETEHIIUH JTIOJ>KHOCTHOTO JIMIA

JEUCTBYIOIUM CPOKOM COCTaBJIEHUSI JOKYMEHTA

3aKOHO/IaTEIHCTBY, KOMIIETECHIIMU U3/IAI0IIEr0 €r0 OpraHa uiu paboTHUKA
YIPABJICHUS], YCTAHOBJICHHBIM MPABUIIAM COCTABJICHHS U ODOPMIICHHS

4 Cucrema JOKyMEHTAlMH — 37O ...
COBOKYITHOCTH JOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 OJTHOMY M3 PU3HAKOB
Ha0Op opUIMATBHBIX JOKYMEHTOB
COBOKYMHOCTb O()MUUATBHBIX JOKYMEHTOB, OTPAKAIOIIMX TEKYIIYIO
NEATEIbHOCTh OpraHu3alun
JIOTUYECKas B3aUMOCBA3b OPUIUATBHBIX JOKYMEHTOB
IIOCJIEA0BATEIBHOE COCIMHEHUE TEKYIIUX JOKYMEHTOB OpraHu3auu

5 JlokyMeHTO000pOT 3TO ...
CXeMa COCTaBJICHUS JOKYMCHTOB
Ha0Op JOKYMEHTOB B OpTaHHU3aI[u1
cXeMa JIBM)KCHHSI IOKYMCHTOB B OpraHU3aIHH
oOecrieueHrEe JOKYMEHTAMH OpPTaHH3aI[u1
HOPSAZIOK COCTABJICHUS U 0(POPMIICHHUS JOKYMEHTOB

6 Opranuzaiys paboThl ¢ TOKYMEHTaMHU BKJIIOYAET B ce0st paboTHI ...
COCTaBJICHHE JOKYMEHTOB
oopMIIeHHE TOKYMEHTOB
nepeaaya JOKyMEHTOB BHYTPH OpTaHU3AIUN
pacrnpeziesieHue padoT ¢ TOKyMEHTaMU MeX1y paOOTHUKaMH YIpaBICHUS
o0ecrieueHne JOKYMEHTUPOBAHHOM HH(pOpMaIne pabOTHUKOB BCEX
YPOBHEN yIIPaBICHUS



7.4 MeTtoauyeckue MaTepuaJibl, ONpeaesAlINNe  MPOHeayPbI
OllCHUBAHUS 3HAHWI, YMEHHiI, HABBIKOB XapPaKTePHU3YKOIIUX 3Talbl
¢hopmupoBaHust KOMIETEHIIMA

Kontposns ocBoenuss pucuumuiiibel b1.B.16 «OCHOBBI JOKYMEHTAIMOHHOTO
oOecrieueHusi B opraHu3amnusx GUHaAHCOBOUW cepbl» MPOBOIUTCS B COOTBETCTBUU
c IIm Kyol'AY 251 - 2016 «Tekymuii KOHTpOJIb YCIIEBAEMOCTH U
MPOMEXKYTOUHAsI aTTECTAllUsl CTYJEHTOB». TeKyIUil KOHTPOJIb MO AUCIUILINHE
MIO3BOJISIET OIICHUTH CTETICHh BOCIIPHUATHS YI€OHOTO MaTepHaia U IPOBOIUTCS JIJIS
OIICHKH PE3YJIbTATOB M3yUYEHUS Pa3/IeJIOB/TEM TUCIUTUIMHBL. TeKyIuid KOHTPOJb
MPOBOAUTCSL KaK KOHTPOJIb TEMATUYECKUU (IO UTOTaM HU3YyUYECHUS! OMPEICIICHHBIX
TEM JUCLUMIUIMHBI) W PYyOEKHBbIA (KOHTPOJb OMNPEACIICHHOTO pa3jiena Wiu
HECKOJIBKUX Pa3/IeIOB, MEpPe]l TEM, KaK MPUCTYIUTh K U3YUCHUIO OUYEPETHON YacTu
y4eOHOI0 Marepuana).

KpuTtepuu ouneHMBaHus BbINOJTHEHUS KeHC-3aIaHNM:

OTMeTKa «OTJIIMYHO»: padoTa BBINOIHEHA B TIOJIHOM 00BeMe ¢ COOJTI0IEHUEM
HEOOXOIMMON TOCJIeIOBATEILHOCTH JEHCTBUM; paboTa MpoBe/eHA B YCIOBUSX,
00eCIeynBaOIINX MOJYyUYEHUE MPABUIBHBIX PE3YJIbTATOB U BBIBOOB;COOIIOICHBI
IpaBuiia TEXHUKHU 0€30MMaCHOCTH;B OTBETE MPABUIILHO U aKKYpPATHO BBITMOJHSET BCE
3aluCcH, TaONMIlbl, PUCYHKH, 4YEpPTEXKHU, TpaduKu, BBIUYKUCICHUS;ITPABUIBHO
BBITIOJTHSIET aHAJIU3 OIIUOOK.

OTMeTKa «XOpoIlIo»: padoTa BHIMOJIHEHA MPABWIBHO C Y4E€TOM -2 MeNKuX
MOTPENIHOCTE WA 2-3 HEAOYETOB, MWCIPABICHHBIX CAMOCTOATEIBHO IO
TpeOOBAHUIO TPETIOIABATEIIS.

OTMeTKa «yJOBJICTBOPUTEILHO»: pab0Ta BBINMOJHEHA MPAaBUILHO HE MEHEE
YeM HaroJIOBUHY, TOMYIIEHBI 1-2 MOrpemnHOCTH WK OHa rpy0as ommoKa.

OTMeTKa «HEYAOBJICTBOPUTEIBHO»: JOMYIIEHB nBe (M Oosiee) rpyObie
OIMOKHA B X0JIe¢ pabOThI, KOTOPhIE OOYYAIOIIUIICS HE MOXET UCIPABUThH JIaXe IO
TpeOOBAHMIO TIPETIOABATENS WIIH padOTa HE BBHITTOJIHEHA MOJTHOCTHIO.

Kpurepuu oieHK# 3HaHM CTY/I€HTOB NPHU NMPOBEACHUHN TECTUPOBAHUS

OueHka «OTJIMYHO)» BBICTABISECTCS MPHU YCIOBUU TNPABUIBHOIO OTBETA
CTyJIEHTa HE MeHee ueM 85 % TeCTOBBIX 3a/IaHU;

OleHKa «XOpOIIO» BBICTABIACTCS MPHU YCIOBUU MPABWIBHOTO OTBETA
cTtyaeHTa He MeHee YeM 70 % TEeCTOBBIX 3alaHul;

OueHka «ydOBIETBOPUTEIBLHO» BBICTABIISIETCS MPU YCIOBUU MPABUIBLHOIO
OTBeTa CTyAeHTa He MmeHee S1 %; .

OlneHKa «HEYJIOBJIETBOPUTEILHO»BBICTABIIACTCS MPU YCIOBUUIIPABUIHLHOTO
OTBeTa CTyAeHTa MeHee yeM Ha 50 % TeCTOBBIX 3a/IaHUM.

Pedepar — 3T0 KpaTkoe H3JIOKEHUE B NMUCBMEHHOM BHUIE COACPKAHUS U
PE3yNIbTaTOB MHIUBHUIYATHHOU Y4€OHO-UCCIIENOBATEILCKON JESTEILHOCTH, UMEET
periaMeHTUPOBAHHYIO CTPYKTYpPY, COJIepKaHue U opopMiieHHe.

3angauu pedepara:

l.®opmupoBaHre yMEHUH CaMOCTOSITENIBHOW pabOThl  CTYJEHTOB C
HMCTOYHUKAMU JIUTEPATYphl, UX CUCTEMAaTU3aIIUS;

2.Pa3BrTHE HABBIKOB JIOTUYECKOTO MBIIICHUS;



3.Yriy6neHue TeOpeTHIECKUX 3HAHUH 110 POOIeMe UCCIEIOBAHMS.

Texct pedepata momkeH coaepkaTh apryMEHTHUPOBAHHOE W3JI0KEHHE
ompeneneHHOW TeMmbl. Pedepar momkeH OBITh CTPYKTYpHpOBaH (IO TJaBam,
pasnenamM, maparpadgam) W BKIIOYATh pas3leibl: BBEJACHHWE, OCHOBHAs 4YacTh,
3aKJIIOUEHUE, CIMCOK HCIOJIh3yEMbIX MCTOYHHUKOB. B 3aBHCHMOCTH OT TeMaTHKU
pedepara k HeMy MOTyT OBITh O(GOPMIICHBI TMPHIOKEHHUS, COJICpIKAIIHIE
JIOKYMEHTBI, WJUTFOCTPAIINH, TAOIUIIBI, CXEMBI U T.]I.

Kputepusivu  omeHkd pedepara  SBISIOTCS: HOBH3HA  TEKCTa,
000OCHOBaHHOCTh BBIOOpAa HWCTOYHHUKOB JIUTEPATYPHI, CTEMEHb PACKPBITHS
CYIITHOCTH BOTIPOCa, COOMIOACHUS TpeOOBaHUN K 0(hOPMIICHHIO.

OneHka «OTJIMYHOMCTABUTCS, €CJIM BBIIOTHEHBI BCE TpPEOOBaHUS K
HamMcaHuio pedepara: oO003HaUYeHa MpobiemMa u 000CHOBaHA €€ aKTyaJbHOCTH;
CIeNaH aHaIW3 Pa3jIMYHBIX TOYEK 3pEHUs Ha paccMaTpUBAaEMyl0 MpoOJeMy H
JIOTUYHO W3JI0)KeHAa COOCTBEHHAs MO3MIHS; CHOPMYITHpPOBAHBI BBIBOIBI, TEMa
pacKphITa MOJHOCTHIO, BBIJIEPKaH 00BEM; COOMIOAEHBI TPeOOBaHUSI K BHEIIHEMY
0(OPMIICHHIO.

OrneHka «XOpoIo»— OCHOBHBIE TpeOoBaHUs K pedepaTy BBIIIOJIHEHbI, HO
Ipy STOM JIONMYIICHBI HEMOYETH. B  YaCTHOCTH, HMMEIOTCS HETOYHOCTH B
U3JIOKEHUW MaTepualia; OTCYTCTBYET JIOTMYECKas TMOCIEAOBATEIbHOCTh B
CYKIEHUSX; HE BbIIAEpkKAH 00BEM pedepara; UMEIOTCS yIylIeHUsI B 0()OPMIICHUU.

OreHKa «yA0BICTBOPUTEIHPHO»— UMEIOTCS CYIIECTBEHHBIC OTCTYTUICHHSI OT
TpeboBaHuii K pedepupoBanuio. B yacTHOCTH: Tema OCBEIIEHA JHIIb YACTUYHO;
JomylieHbl  (pakTudyeckue OmuOKM B colaepkaHuu pedepaTa; OTCYTCTBYIOT
BEIBOJIBI.

OneHka «HEYIOBICTBOPUTEILHO»— TeMa pedepara HE pacKphITa,
OOHapyXUBAaeTCsl CYIIECTBEHHOEC HEIMOHMMaHuEe TmpoOiieMbl WM pedepaT HE
MIPE/ICTABIICH BOBCE.

Joxkaan.

Jlokiiag, — 9TO TUCBMEHHOE WJIM YCTHOE COOOIIEHHE, Ha OCHOBE
COBOKYIHOCTU paHee ONMyOJMKOBAHHBIX MCCIEIOBATENbCKUX, HAYYHBIX pA0OT WM
pa3paboOTOK, IO COOTBETCTBYIOIIEH OTpacid HAyYHbIX 3HAHUW, WMEIOMIUX
OONBIIOE 3HAYEHHE [JJIi TEOpUM HAyKM M MPAKTUYECKOr0 MPHUMEHEHMUS,
NpeACTaBIsIeT Cco00W OOOOIIEHHOE U3J0XKEHHE PEe3ylbTaTOB IMPOBEAECHHBIX
UCCJIEIOBAHNUM, SKCIIEPUMEHTOB W pa3pabOTOK, HM3BECTHBIX LIMPOKOMY KpYyTry
CIEUHUAINCTOB B OTPAciM HAay4yHbIX 3HaHUU. COIPOBOXKIAECTCS NPE3CHTALMEN
Marepuana.

Llenp moaAroToBKM AOKIa/a:

— chopMHupoBaTh HAYyYHO-UCCIENOBATEIIbCKME HABBIKK M YMEHHUS Y
o0y4aromierocs;

— c11ocoOCTBOBATh OBJIAJICHUIO METOIAMH HAyYHOTO IMO3HAHUS;

— OCBOUTH HABBIKH ITyOJIUYHOTO BHICTYIUICHUS;

— HAYYUThCS KPUTUUECKH MBICITUTh.



TexkcT poknaga JOKEH COAEpKaTh apryMEHTUPOBAHHOE M3JI0KEHUE
onpeneneHHol Tembl. JloKian MoKeH ObITh CTPYKTYPHUPOBAH M BKJIIOYATh
BBEJICHHE, OCHOBHYIO YaCTb, 3aKIIOYCHUE.

Kpurepun oneHku 3HaHU 00y4al0IIMXCHA NPH BBICTYIVIEHHH C TOKJIAI0M

IToka3zareinb I'papanus bamst
CootBercTBHE JIOKJIaJla | COOTBETCTBYET MOJHOCTHIO 2
3asBJICHHOM TeMe, LEeIM U | €CTh HECOOTBETCTBUS (OTCTYIUIEHHUS) 1
3aJlayaM MPOeKTa B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypUpPOBaHHOCTh CTPYKTYpUPOBAHO, 00ECIICYNBACT 2
(opranuzanus) JOKJIaza, | CTpyKTYpHUpPOBAHO, HE O0eCeunBaeT 1
KOoTopas o0ecrieunBaeT | He CTPYKTYPHPOBAHO, HE 00eCTIeYnBaET 0
MTOHMMAaHHE €ro COJEPKaHUs
Kynerypa  BeICTymieHHst — — | paccka3 0e3 oOpamieHus K TeKCTy 2
YTeHHE C JIUCTa WM pacckas, | pacckas ¢ 0OpaleHuEM TeKCTY 1
o0OpamméHHbIi K ayIUTOPUN YTEHUE C JIUCTA 0
JlocTynHOCTh J0KJ1aja 0 | mocTynHO 0e3 yTOUHSIOUIMX BOIPOCOB 2
CONIEp’)KaHUU  MPOEKTa,  €ro | JOCTYMHO C YTOYHSIOUIMMH BOIIPOCAMU 1
LensiX, 3ajadax, METOAAX WU | HEJOCTYIHO C YTOUHSIOIMMHU BOIPOCAMU 0
pe3ynbraTax
[lenecoobOpa3HOCTb, renecoobpasHa 2
WHCTPYMEHTAJIBLHOCTD 1enecoo0pa3HOCTb COMHUTENbHA 1
HarJBIIHOCTA,  YPOBEHb €€ | He LenecooOpa3Ha 0
HCIOJIb30BAHUS
Cobmroienue BPEMEHHOIO | COOIOEH (HE IIPEBBIIIEH) 2
pernamenTa nokiana (He Oosee | mpeBbliieHue O6€3 3aMedaHus 1
7 MUHYT) IIPEBBILICHUE C 3aMEYaHUEM 0
YETKOCTh U MOJIHOTA OTBETOB HA | BCE OTBETHI YETKUE, ITOJIHBIE 2
JIOTIOJIHATENBHBIE BOIPOCHI IO | HEKOTOPBIE OTBETHI HEYETKHE 1
CYIIECTBY JOKJIaaa BCE OTBETHI HEUETKNE/HEIIOIHbIE 0
Bnanenue CIeLMANbHON | BIajsieeT CBOOOIHO 2
TEPMHUHOJIOTHEN o TeMe | HHorJa ObLT HETOYEH, OITHOAJICS 1
NIPOEKTa, HCIIOJIb30BAaHHOM B | HE BIajeeT 0
JIOKJIaJie
KynbTypa auckyccuu — yMeHHE | OTBETHJI Ha BCE BOIPOCHI 2
MTOHSATh cobeceHUKa U | OTBETHJI Ha OOJIBIIYIO YaCTh BOIIPOCOB 1
apryMEHTHPOBAHO OTBETHTh Ha | HE OTBETHJ Ha OOJIBIIYIO YacTh BOIIPOCOB 0
€ro BOIIPOCHI

Ikana oueHKN 3HAHUH 00YYAKIIMXCH NP BBICTYILUICHUH € IOKJIA0M:

OneHka «oTan4Ho» — 15-18 6amios.

Onenka «xopomo» — 13-14 6annos.

OreHKa «y/10BJIETBOPUTENbHO» — 9-12 Garos.
OrieHKa «Hey/10BJIETBOPUTEIbHO» — 0-8 6asioB.

IK3aMeH

Kpurepuu oneHkn 3HaHM 00y4aOIIMXCH HA IK3aMeEHe

OneHka «OTJMYHO» BBICTABIAETCA OOydYarolemycsi, KOTOpbIil oOiamaer
BCECTOPOHHMMHM, CHCTEMATHU3UPOBAHHBIMU M TJyOOKMMH 3HAaHUSIMU MaTepuaia
y4eOHON TPOrpaMmbl, YMEET CBOOOJHO BBIMOJIHATH 3aJlaHUs, MPEAYCMOTPEHHbIE



y4e0HOW NpOorpamMMoM, YCBOMJ OCHOBHYIO M O3HAKOMWJICS C JOINOJHUTEIbHOU
JUTEpaTypoOi, peKOMEHJ0BaHHON yueOHoU mporpammoil. Kak mpaBuio, oneHka
«OTJINYHO» BBICTABISIETCSI 00YYarOIIEMYCsl YCBOMBILEMY B3aUMOCBSI3b OCHOBHBIX
MOJOKEHU W TMOHITUM JUCHUIUIMHBI B WX 3HAUYCHUHM [JIs1 NpUoOpeTaeMoi
CHELMAIBHOCTH, MPOSBUBIIEMY TBOPUECKHE CIIOCOOHOCTM B IIOHHMaHUH,
U3JI0)KEHUU U UCHOJB30BaHMM  y4eOHOro  Marepuaia,  MPaBUIbHO
OOOCHOBBIBAIOUIEMY NPUHATBIE PEIICHUSA, BJIAJCIOLIEMY Pa3HOCTOPOHHUMU
HaBbIKaMH M IPUEMaMH BBITTOJIHEHUS PAKTUYECKUX PaboT.

OneHka «XOpolIO» BHICTABISIETCA OO0ydYaromeMmycsi, OOHapYKHUBIIEMY
IIOJIHOE 3HAaHWE Marepualia y4eOHOMl MpOrpaMMbl, YCIEHIHO BBIMOJIHSIOLIIEMY
IPEeIyCMOTPEHHbIE y4eOHOW MporpaMMoi 3aJaHUsl, YCBOUBILEMY MaTepHal
OCHOBHOM JIUTEPATypbl, PEKOMEHJJOBaHHON yueOHOU mporpammoit. Kak mpasuio,
OLICHKA «XOPOLIO» BBICTABIISIETCS oOy4aromemycs, [TIOKA3aBIIEMY
CUCTEMAaTHU3UPOBAHHBIA XapakTep 3HAHUW 1O AUCLHUIUIMHE, CIOCOOHOMY K
CaMOCTOATEJIHOMY TIOMOJIHEHUIO 3HAHMM B XOA€ JajibHEWIIed ydyeOHOU H
PO ECCUOHATIBHON NIESITEIbHOCTH, MPAaBWJIBHO NPHUMEHSIOIEMY TEOPETHUYECKUE
IIOJIOKEHMsT TP PELICHUM IPAKTHYECKUX BOIPOCOB M 3aJad, BIIAJCIOLIEMY
HEO0OXOIMMBIMH HaBbIKAMU U MPUEMAMHU BBIMOIHEHUS TIPAKTUYECKUX PaOOT.

OneHka «yI0BJIeTBOPHUTEIbHO» BBICTABIAECTCA O0ydaromemMycs, KOTOPbIH
NOKa3aJl 3HAHWE OCHOBHOIO Marepuana Y4yeOHOW mporpaMMbl B OOBEME,
JIOCTaTOYHOM M HEOOXOIMMBIM JUIsl AajbHEHIIeH y4eObl U mpeacTosiel padoThl
[0 CIIELUAIbHOCTH, CIIPABWICS C BBIIOJHEHUEM 33JIaHHUM, NPEAYCMOTPEHHBIX
y4eOHOM MporpaMMoii, 3HaKOM C OCHOBHOW JIUTE€PATypOil, pEKOMEHJIOBAHHON
yueOHOW  mporpammoi. Kak  mnpaBuio, OLEHKa  «yAOBJIETBOPUTEIHLHO»
BBICTABJISIETCA OO0Yy4arolEeMycsl, JIONYCTHBIIEMY IOTPEIIHOCTH B OTBETaXx Ha
9K3aMEHE WJIM BBINOJHEHUM »HK3aMEHALIMOHHBIX 3aJaHuil, HO obyajgarouiemMy
HEOOXOJAMMBIMU 3HAHUSAMM TOJI PYKOBOACTBOM MpeNojaBarelisi AJs YCTpaHEHHs
OTUX TOTPELIHOCTEH, HAapyLIAKOIIEMy II0CIEA0BATEIBHOCTh B  HU3JI0KEHUHU
y4eOHOro MaTepuaja W MCHBITHIBAIONIEMY 3aTPyIHEHHUS] TPU BBINOJHEHUU
MPAKTUYECKUX PaOOT.

OneHka «HeyI0BJIeTBOPUTEIbHO» BBICTABISETCS OOyyarouiemMycs, He
3HAIOIIEMY OCHOBHOM 4acTWM MaTepualia yuyeOHOM MpOorpaMMbl, AOMYCKAIOIIEMY
OPUHLMINUAIBHBIE OIIMOKM B  BBIIOJHEHUM TPEAYCMOTPEHHBIX Y4eOHOM
IpOrpamMMoit 3ajaHuil, HEYBEPEHHO C OOJIBIIMMU 3aTPYIHEHUSIMHU BBIMOJIHSIIOIIEMY
npakTuueckue pabotel. Kak mpaBuio, OLIGHKa «HEYJOBJIETBOPUTEIBHO»
BBICTABJISIETCA 00yYaromeMycsi, KOTOPbI HE MOXET MPOIOJIKUTh OOy4YeHHE WU
OPUCTYIUTDH K JEATENIBHOCTH 10 CIIEIUAIBHOCTH M0 OKOHYaHWU YHUBEpcUTeTa 03
JIOTIOJIHUTENBHBIX 3aHATHN 110 COOTBETCTBYIOIIEH JUCLIUIUINHE.

8 IlepeyeHb OCHOBHOM U IOMOJHUTEIbHON Y4eOHOU JTUTEPATYPbI



OcHoBHast yueOHasi IuTEpaTypa

1. bpeckuna H.B. OcHOBBI [1€JI0NPOM3BOJCTBA [DNEKTPOHHBIN pecypc]:
yaeOHoe mocobue/ bpeckmna H.B.— DiekTpoH. TEKCTOBbIE JTaHHBIC.—
CraBpomnonb: CeBepo-KaBkaszckuii ¢penepanbubiii yuuepcutet, 2014.— 123 c.—
Pexxum noctyna: http:// www.iprbookshop.ru/63228.html.— 3BC «IPRbooks»

2. Camii O.H., Hecrepenko M.A., bepexnoii A.B. OcHOBBI
JIeIONIPON3BOICTBA: yuel.mocodue. - KpacHomap: Dxounsect, 2014. — 164 c.

https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvod

stva.pdf

3. PoibakoB A.E. OcHOBBI Jen0Npou3BOACTBA [DIEKTPOHHBIN pecypc]:
yueOHuk/ PpibakoB A.E.— DieKkTpoH. TeKCTOBble JAaHHble.— MMUHCK:
Pecny6nukanckuii ”HCTUTYT npodeccuoHanbHoro odpaszoBanus (PUIIO), 2016.—
320 ¢.— Pexum pocryma: http:// www.iprbookshop.ru/67690.html. — 3bC
«IPRbooks»

JonosHuTtenbHasi yueOHas quTepaTrypa

1. Kpumrramok A.H. KonduaennuanbHoe Ae10MPOU3BOACTBO U 3aIlIUTA
KOMMEPYECKOH TailHbI [ DNEeKTPOHHBIN pecypc]: Kype nekmuit/ A.H.
Kpuirantok.— DJIeKTpOH.TEKCTOBbIE JaHHbIEe.— Open: MexpernonanbHas
Axkanemus 6e3onacHoctu U BebkuBanus (MABMB), 2014.— 199 c.— Pexum
noctymna: http:// www.iprbookshop.ru/33427.html.— 3BC «IPRbooksy, mo napoJto

2. I'aeBa U.B. Jlenonpoun3BoicTBO [ DIEKTPOHHBIN pecypc]: ClipaBOYHUK/
N.B. I'aeBa — DnextpoH.TekcTOBBIE NaHHbIE. — MuHCK: TerpaCucrtemce, Terpanur,
2014. -224c. —Pexxum goctyna: http://www.iprbookshop.ru/28072.html 95C
«IPRbooksy, nmo naposto

3. Camuit O.H. [lJoxymentupoBanue: yueobnoe nocoomue/O.H.Canuii.-
Kpacunomap: Ky6I'AY, 2013.-230c.

4. Mupromikuna FO.B. Jlenonpon3BoacTBO U TOKYMEHTAIMOHHOE
o0ecrieueHne ToCyIapCTBEHHON U MYHHUITUTIAIBHON CITYXKOBI [ DIEKTPOHHBIM
pecypc] : npaktuky™ / FO.B. Mupromkuna. — DIEKTPOH. TEKCTOBBIE JaHHBIE. —
CraBpomnoinb: CeBepo-KaBkazckuii Gpenepanbubiii yausepcutet, 2016. — 116 ¢. —
2227-8397. — Pexum pocrtyna: http://www.iprbookshop.ru/66028.html.

9 Ilepeyenb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHHUKALIMOH-
Hoil ceTu «MHTEpHET»

[Iepeuenb ObC
Ne | HamMmeHOBaHMe Temaruka
1 | Znanium.com YHuBepcaibHas
2 | IPRbook YHuBepcaibHas
3 | O6pa3zoBaTenbHbIN MOp| YHUBEPCATIbHAS
Ky6I'AY

IIepedyeHb PEKOMEHIyEMBIX 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 CailT mo kaapoBOMY JAEJIONPOU3BOACTBY [DIEKTPOHHBIA pecypc|:Pexum
nocryna; https:// www.kadrovik-praktik.ru/

2 Delo-ved.ru Bce o nenompousBoAcTBe [DAEKTpOHHBIA pecypc]: Pexum
noctymna: http://delo-ved.ru/

3 JAEJIO ITPO Bce mpo Aenonpou3BOJICTBO [DNEKTPOHHBIN pecypc]: Pexum
noctymna: https://delo-pro.ru/

4 Tlopran PRO-nmenonpousBoactBo: KypHan mjisi  pyKOBOJHUTEIIEH,
cCeKkpeTapeil, nenmomnpousBoauTeneil [DnaekTpoHHbI pecypc]: Pexxum pocrtyna:
https://www.sekretariat.ru/

10 MeToauveckne yKa3aHus JJId 00y4arIIMXCH MO0 OCBOCHUID
AUCHUILIUHBI

1 OCHOBBI JeI0MPOU3BOCTBA : METOA. yKa3aHus / cocT. M. A. Bynrapos. —
Kpachonap: Ky6l'AY, 2020. — 25 C.
https://edu.kubsau.ru/file.php/119/Red. Bulgarov. MU Osnovy DP Bulgarov M

A.pdf

11. IEPEYEHb MH®OPMAILIMOHHBIX TEXHOJIOI'UM,
NCITOJIb3YEMBbIX IIPH OCYHECTBJIEHUHN
OBPA3OBATEJIBHOI'O ITPOLHECCA 110 JIUCHHUIIJIMHE,
BKJ/IIOYAS ITIEPEYEHD I[TPOTPAMMHOI'O OBECIIEYEHUSA
N UTHOOPMAIINOHHO-CITPABOYHbBIX CUCTEM

Nudopmannonnsie TEXHOJIOTHH, UCIIOJIb3YEMBbIC npu OCYIIECTBICHUHU
00pa30BaTeNbHOTO MpoIecca MO AUCHHUTUIMHE TTO3BOJISIOT: 00€CTIeYUTh B3aUMOJICHCTBIE MEXKIY
y4aCTHUKaMU 00pa30oBaTEbHOIO IMpOLecca, B TOM YHUCJIE CUHXPOHHOE M (WMJIM) aCHUHXPOHHOE
B3anMoOJieiicTBie TmocpeAcTBoM cetu «MHTepHeT»; (ukcupoBaTh X0 00pa3oBaTEIHHOTO
npolecca, pe3yjabTaToB MPOMEXYTOUYHOMN aTTeCTallMH M0 JTUCLUIUIMHE U PE3yJIbTaTOB OCBOCHHUS
o0pa3oBaTeNnbHON MPOrpaMMBbI; OpPraHU30BaTh MPOIECC 00pa30BaHUS IMYTEM BU3YyaIH3alUU
n3y4aeMol HMH(POpPMAIMKM TOCPEJACTBOM HCIIOIB30BAHMS TPE3CHTAIM, Y4eOHBIX (PUIHMOB,;
KOHTPOJIMPOBATh PE3yNbTaThl 00YYeHHsI HA OCHOBE KOMIIBIOTEPHOT'O TECTUPOBAHMS.

11.1. IlepeyeHb NPOrPaMMHOIO JUIIEH3MOHHOTO O00ecreYeHust

Ne HaumenoBanue Temaruka

1 Microsoft Windows OnepanmoHHasi cucteMa

2 Microsoft Office (Bxirouaer Word, Excel, [TakeT opUCHBIX MPUITOKEHHH
PowerPoint)

11.2. Ilepeyenb NpoecCHOHAIBHBIX 023 JaHHBIX H HHPOPMALMOHHBIX CIIPABOYHBIX
cucTremM

No Haumenosanue Temaruka DNEKTPOHHBIN azipec

1 | Hayunas snexTpoHHas 6uGnuorexa VYHuBepcanpHas https://elibrary.ru/



file:///C:/Users/Пользователь%203/Downloads/:%20https:/www.kadrovik-praktik.ru/
http://delo-ved.ru/
https://delo-pro.ru/
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https://edu.kubsau.ru/file.php/119/Red._Bulgarov._MU_Osnovy_DP_Bulgarov_M.A.pdf
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eLibrary

2 | I'apanTt

[IpaBoBas

https://www.garant.ru/

3 | KoHcynbTaHt

https://www.consultant.ru/

[IpaBoBas

11.3. Joctyn Kk cetu UHTEpHET

Hoctyn x cetu MHTEpHET, TOCTYIN B 3JEKTPOHHYIO MH(POPMALMOHHO-00pa30BaTEIbHYIO

Cpelly YHUBEpCUTETA.

12 MarepuaJibHO-TeXHH4YeCKOe oOlecnevyeHne AJs1 O0Oy4deHHs

AUCHHUIIJIMNHE

HnaHpreMHe MMOMCIHICHUA IJIA ITPOBCACHU S BCCX BUJIOB y‘IQ6HOI>i JACATCIIBHOCTH.

HaumenoBanme yueOHBIX
HPEIMETOB, KyPCOB, THCIUIIINH
(Momyneif), MpaKTUKH, HHBIX
BHUJIOB y4eOHOI e TN HOCTH,
IIPEyCMOTPEHHBIX y4eOHBIM
IJIAaHOM 00pa30BaTeIbHON
IIPOrpaMMBbI

HanmMeHOBaHHME TOMEIICHUH JUIs IPOBEICHNUS BCEX BUIOB
y4eOHOU e TeTBHOCTH, IPEAYCMOTPEHHON yIeOHBIM
IUIAHOM, B TOM YHCJIC TIOMELICHUS I CAMOCTOSTEIbHON
paboThIL, C yKa3aHHEM IepedHs] OCHOBHOTO 000pYHIOBaHMU,
y4eOHO-HATJISTHBIX TOCOOHH U HCIIOJIB3yeMOT0
MPOTPAMMHOTO 00eCTICYCHUS

Anpec (MECTONONOKEHHE)
MOMEIEHHH TS
MIPOBE/ICHHS BCEX BUIOB
y4eOHOU IesSTeTHHOCTH,
MpelyCMOTPEHHOU
y4eOHBIM IJIaHOM (B CITydae
peanu3ann
00pa3oBaTeIbHOU
TIPOTpaMMBbl B CETEBOM
(hopMe TONOTHUTENBEHO
YKa3bIBACTCS
HanMEHOBaHHE
OpraHu3anuy, ¢ KOTOpoi
3aKJIFOUEH JIOTOBOP)

OCHOBEI ACJIOIIPOU3BOACTBA

TTomemenue Ne571 MX, nocamounsix Mmect — 96;
wiomaab — 82,7kB.M; MPOrpaMMHOE 00eCIICuCHHe:
Windows, Office.
y4aeOHas ayTUTOPHS AJIs IPOBEICHUS YIeOHBIX
3aHATHUH .

CIieHUAJIN3NPOBAHHAA Mebenn

(yuebHast mocka, yueOHast MeOeb);
TEXHUYECKUE CPEACTBA 00yUIeHHsI, HAOOPHI
JIEMOHCTPaMOHHOTO 000PY/IOBaHUS U Y4eOHO-
HaTJBIIHBIX TOcoOuit (HOYTOYK, TPOEKTOP, FIKpaH);

nporpamMHoe obecriedenne: Windows, Office.

IMomemenne Nel10 DJI, mocamounsix mect — 30;
wromaas — 51,5kB.M; yueOHas ayquTOpUs UL
HpOBECHUs yUeOHBIX 3aHSTHIA.

noctyn K cetu «HTepHeT;
JIOCTYII B 3JIEKTPOHHYIO HH()OPMaIMOHHO-
00pa3oBaTeNbHYIO CPEly YHUBEPCHUTETA;

nporpamMHoe obecriedenne: Windows, Office.
crieruain3upoBaHHas MeOeb

(yueOnast nocka, yueOHast Mme0Oeb).

[Tomemenune Nel11 BJI, nocamounsix mect — 30;
IUIOINAAb — 52KB.M; Y9eOHAsT ayTUTOPUS JIIS
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MIPOBEACHUS YICOHBIX 3aHATHA.

JOCTYyM K ceTH «MHTepHEeTY;
JOCTYTI B 3JIEKTPOHHYIO HH(POPMAMOHHO-
00pa3oBaTENbHYIO CPEy YHUBEPCHUTETA;

nporpamMHoe obecriedenne: Windows, Office.
CIeHaNIN3APOBaHHAS MeOeIb

(yuebHast mocka, yaeOHas MeOeIb).

[Tomemenue Ne205 3J1, nocamoyHbix MecT — 28;
mIomanas — 87,3KB.M; HOMEIICHHE IJIST
CaMOCTOSTENLHOM PabOThI 00yYatoMIHXCS.

TEXHUYECKHE CpeicTBa 00ydeHus (mpuaTep — 1 mrT.;
9KkpaH — | mT.; cereBoe obopynoBanue — 1 mr.;
KOMIIBIOTEp MIEPCOHANBHBIN — 14 mT.);

Joctyn k ceti «MHTepHET»;

JOCTYI B 3JIEKTPOHHYIO HHPOPMAMOHHO-
00pa3oBaTeIbHYIO Cpely YHHUBEPCHTETA;
mporpammHoe obecnieueHne: Windows, Office,
CIICLIMATTM3UPOBAHHOE JIMLECH3NOHHOE B CBOOOIHO
pacmpocTpaHseMoe IPorpaMMHOe 00ecIIeueHue,
IpeyCMOTPEHHOE B pabodell mporpamme;

CIeIHANIN3NPOBaHHAst MeOenb(yaeOHas MeOep);




