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PaGouas nporpaMMa JMCUMIUIMHE! «JlOKyMEHTHpOBaHHE YIpaBileHYeCKOH
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1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBAaHUE YIIPABICHUYECKOMN Jes-
TEIBHOCTH» SIBJSIETCS (DOPMHUpOBAHHE KOMIUIEKCA 3HAHUNA 00 OpraHU3allMOHHBIX,
HAay4YHBIX M METOAMYECKHX OCHOBAX JNOKYMEHTHPOBAHHS YIPABICHUYECKOU Jesi-
TETHHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpUATUSA C HUC-
II0JIb30BAaHUEM COBPEMEHHBIX aBTOMAaTH3UPOBAHHBIX TEXHOJIOTMI B YCIOBMSX WH-
HOBALIMOHHOT'O Pa3BUTHS.

3agauM AMCUMIIMHBI

— (opmupoBaHuE YMEHUI U HABBIKOB B 00JIACTU CO3/AaHUS YIPABIECHYECKUX
JIOKYMEHTOB, 00JIaAAI0MIUX IOPUINUYECKON CHIION U CTIIOCOOHBIX C B YCIYKUTh (-
(PEKTUBHBIM MEXaHMW3MOM pEaIM3alUN YIPABIECHYECKUX PELIECHUH, a TAKXKE MOIY-
YEHUE 3HAHUI O NPHUHIMIAX PAlMOHAIBHONW OPraHU3aluu padOThl C JOKyMEHTaMU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOIO (DOHA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITY>KObI MPEANpPUATUN, YUPEXKICHUNH U OpraHu3aluil B
YCIIOBUSAX PeaJIM3allii UHHOBALIMOHHBIX PEILICHUM;

— YCBOCHUE OCHOBHBIX HOPMATHMBHO-METOJMYECKUX MATEPUAIOB IO JIOKY-
MEHTHPOBAHUIO YHIPABIECHYECKONU ACATEIBHOCTH; CYIIECTBYIOIIUX CTAHIAPTOB I10
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(DUIIMPOBAHHBIX
CUCTEM TOKYMEHTALWU;

— (OpMHUpPOBAaHUE HABBIKOB COCTABIICHHUSI M PEIAKTHPOBAHUSA CIYKEOHBIX
JIOKYMEHTOB B COOTBETCTBHM € HOBbIMU poccuiickumu I'OCTamu.

2 llepeyeHb IUIAHUPYEMBIX pPe3yJabTATOB 00y4YeHHs] IO

AMCHMILJINHE, COOTHECEHHBIX C IIAHUPYEMbIMH Pe3yJbTATAMHU OC-
BoeHus OIIOII BO

B pe3yabTaTe ocBOeHHS TUCHUNIUHBI GOPMHPYIOTCS CAeAYIOIIHE KOM-
neTeHnu:

OIIK-2. CnocobeHn ocymecTBiaTh cO0p, 00pabOTKYy M aHalu3 JaHHBIX,
HEOOXOMUMBIX JUIA PEIICHUS ITOCTABJICHHBIX YIPABICHYECKUX 3aaad, C
UCIIOJIb30BAHUEM  COBPEMEHHOI'O  HMHCTPYMEHTapus M HHTCIUICKTYaJbHBIX
UHGOPMAIMOHHO-aHATUTHYECKUX CUCTEM.

3 Mecto nucunmuindbl B cTpykrype OIIOII BO

«JlokyMeHTHpOBaHUE YIPABIECHUYECKON MESITEILHOCTHY SBISETCS JIUCITUTI-
muHoM obs3aTenpHOM yactu OITOIT BO moaroToBky o0ydaromuxcs Mo Hampasiie-
Huto 38.03.02 MeHemKMEeHT, HanpaBIeHHOCTh « ITHHOBAITMOHHBIM MEHEIPKMEHT).



4 OobeM TUCHMILIHHBI (72 yaca, 2 3a4eTHBIE €IUHHIIBI)

O0OBeM, yacoB

Bupl yue6HOM paboTh
Ounas OuyHo-3a04Has

KonTakTHas padora 35 15
B TOM YHCIIE:
— ayJUTOpHas 110 BUJaM y4eOHBIX 3aHATUI 34 14

—— KU 18 6

—— NpaKkTHYECKUe 16
—— BHEAyIMTOpHAs

—3ay4er
CamocrosiTejibHas padoTa 37 57
HUToro no aucuuniuHe 72 72
B TOM 4Hclie B (hopMe MPAKTUIECKON MOITOTOBKU - -

5 Conep:xanue JUCUUILIAHBI

[To uToram nzy4yaemMoi TUCHUILTMHBI O0y4YalOIIUECs CIAI0T 3a4eT.
JucruminHa u3ydaercs Ha 2 Kypce, B 3 CeMECTpe M0 y4YeOHOMY IJIaHy OY-
HOUM (opmbl OoOydeHwus, Ha 2 Kypce, B 3 CeMecTpe Mo Y4yeOHOMY IUIaHy OYHO-

3a04HOM (POpMBI OOYUEHHUS.

Conep:kaHue ¥ CTPYKTYpPa IMCHUIIMHBI IO 04HOI (popMe 00yUeHUs

Buasbi yueOHo#i paGoThl, BKJIIOYAsi CAMOCTOS-
TeJbHYI0 Pa00Ty CTYIeHTOB H TPYI10€MKOCTh
2]
= B yacax
= ( )
= = | B B TOM B TOM
Ne Tema. =2 |8 9HCIIe B 4HCIe B
= o | = Camo-
n/n OCHOBHBIE BOIIPOCEI S 2| 2| ek ¢dopme | Ilpaktu- | dopme I
2z | © IPAKTH- | YecKHe | MpPaKTH-
& 2 812011 . ., | TenbHas
YEeCKOW | 3aHATHSA | UYECKOH
pabora
TIOJro- HOATO-
TOBKH TOBKH
BBenenne B QUCHMIUIMHY: JOKY-
MEHT B CHCTeMe YNpaBJeHHus
[Ipeamer, 3amaum, CTPyKTypa IucC-
IUTUTAHBL. JlokyMeHTHpOBaHNE
1 |ympaBneHueckodd  gesitenbHocTH, | OITK-2 | 3 1 - - - 2
opranuzanus paboTBl C IOKYMEH-
tami. OCHOBHBIE HCTOPHUYECKHE
3Tambl Pa3BUTHUS IEJIONPOM3BOICTBA
B Poccun.
YHudukanus U cTaHAAPTH3ANMA
yIpaB/IeHYeCKHX JOKYMEHTOB
2 | Yuudukanus u cranpapruszanuys. |OIIK-2 | 3 1 - - - 2
Yaudukanus 10KyMeHTOB 10 (Hop-
Me U cocraBy. YuHubukanus Oy-




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoii paGoThl, BKIHOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

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

IIpaktu-
YECKHE
3aHATHUSA

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

Camo-
CTOSI-
TeNbHAsA
pabota

MaXHBIX (GopmaroB (A3, A4, AS,
A6).

OKIIO, OKY/J, OKOHX. Tocy-
JapCTBEHHas CHCTeMa JOKyMEHTa-
IUOHHOTO O0ecreueHus yIpaBie-
nus (CCA0Y).

OcHoBHBIe mpaBWwiIa odgopmie-
HHUS YNPaBJIeHYECKHX JOKYMEH-
TOB

@opmynidp J0KyMeHTa. TumnoBoi
dopmynsap nokymenra. Gopmynsip-
oOpa3zer]. PekBU3UT JOKyMEHTA.

OIIK-2

Oco0eHHOCTH  COCTaBJIeHMSI H
opopmiieHHs1 OpPraHM3alUOHHO-
pacnopsiauTeJbHbIX JOKYMEHTOB
Opranu3anuoHHO-
pacnopiaauTeiibHasgd AOKYMCHTaLHA.
OpFaHI/I3aHI/IOHHLIe JOKYMCHTEIL.
PacnopsiautenbHple  JOKYMEHTHI.
HOKYMCHTI/IPOBaHI/Ie WHHOBAIIMOH-
HBIX TpoleccoB. JloKyMEeHTHpOBa-
HUE Pa3pabdOTKH U pealn3aliy WH-
HOBAallMOHHBIX TPOEKTOB.

OIIK-2

OCo0EHHOCTH COCTaBJIEHHS H
o(popMIeHHS CIIPAaBOYHO-
HH(OPMALNHOHHBIX U CIPABOYHO-
AHAJINTHYECKUX TOKYMEHTOB
CripaBoYHO-MH(POPMAIIMOHHBIE J10-
KYMEHTBHI. CrpaBoyHO-
AHATUTUYECKHE JIOKYMEHTBI.
CripaBka Kak OCHOBHOW JOKYMEHT
JaHHOTO Tuna. JJoKyMeHTUpOBaHHUE
KOJUIETHaIbHON JIeSITEIbHOCTH.
JokmagHele W OOBSCHUTEIILHBIC
3aIMCKU. 3asiBJICHUE.

OIIK-2

Cay:xeOHasi KOppeCcIOHACHIHS

CrnyxebHas KOPpECTIOHICHIUS.
Pa3HOBI/I)IHOCTI/I JCIOBBIX IIHMCEM.
Jlornyeckass cxeMa pacroIOKEHUS
uHpOpMaLuK B mHCbMax. Mexay-
HapoJHble nuchMa. JIOKyMEHTHI 1O
JINYHOMY COCTaBy. JlOKyMeHTupo-
BaHNE MHHOBAIIMOHHBIX PEIICHHH.

OIIK-2

JlOKyMeHTBI 110 JINYHOMY COCTaBYy
U BeJleHHE KaJPOBOii 1OKyYMeHTa-
1(7001

JIOKYMEHTBI 10 JINYHOMY COCTaBY

OIIK-2
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Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoii paGoThl, BKIHOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

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

IIpaktu-
YECKHE
3aHATHUSA

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

Camo-
CTOSI-
TeNbHAsA
pabota

(mepconaiy).

TpynoBoit KOHTpakT (IOTOBOD).
[lpuka3pl MO JMYHOMY COCTaBy H
KaJpOBBIE TPUKa3bl, UX OTIHYHSL.
Pestome Kak HOBBIM BUA JTOKYMEH-
Ta.

TpebGoBaHus K TEKCTY JOKyMEHTa
S3bIK U CTWIb CJIYyKeOHOro J10-
KYMEHTAa

Jlornyeckas cTpykTypa TEKCTa JI0-
KyMeHTa. SI3bIK W CTHJb CIyXeO-
HBIX JOKyMeHTOB. Od¢unuaibHo-
JIEJIOBOM (DYHKITMOHATIBHBINH CTHIIb.
3KCTpaJII/IHFBI/ICTI/I‘-I€CKI/IC IIPpU3HAKU
ctuisi. THOpPMaTHBHOCTD U JIAKO-
HUYHOCTh KaK KOHKYpUPYIOILIHE
XapaKTepUCTUKH TEKCTOBOTO JOKY-
MEHTAa.

OIIK-2

Cucremaru3zanusi 10KYMEHTOB H
UX XpaHeHHe

CI/ICTCM&TI/ISHHI/IH JOKYMCHTOB.
I'pynnupoBka JOKYMEHTOB B IEp-
BUYHbIE KOMIUICKCHI. [Tonsitue
«aenoy. [punnumner GopmupoBanus
nen. Homenknatypa nen npenmnpu-
arus. Ilepenada nokymMeHTOB B ap-
xuB. IlHHOBaIMu B obnacTu cucre-
MaTHU3aluU JOKYMEHTOB.

OIIK-2

10

Opranmnsanus 1eJIONPOU3BOACTBA
B YUpe:KIeHUH

CTpyKTypHBIE IIO/APA3/IEICHUs,
OCYILIECTBIISIIOIIUE JOKYMEHTO000-
pOT B yupexacHHU. JIOKYMEHTHI,
pernameHTupyrone padbotry B yd-
pexaenuu. HMHCTpykums no neno-
npousBoAcTBy. Opranusanus Jeino-
MIPOM3BOICTBA B YCJIOBUAX MHHOBA-
[IMOHHOTO Pa3BHUTHS NPEIIPHUATHSI.

OIIK-2

11

Hcnoab3oBaHue  COBPEMEHHBIX
HHHOBALIMOHHBIX  KOMIIBIOTEP-
HBIX TEXHOJOTHiIl B JIOKYMEHTO-
000poTe yupe:KIeHHid, mpeanpu-
SITHI, OPraHu3aluii

KommnbrorepHble TEXHOIOTHU JIENI0-
IIpOU3BOJICTBA B AHTUKPHU3HUCHOM
yIOpaBieHUH, LeNd, 3aJaud, Ha-
npasieHusl. OCHOBHBIE TOHSTHSA

OIIK-2




Buasbl yueOHoi#i paGoThl, BKJIIOYAsI CAMOCTOSI-
TeJbHYI0 Pa00Ty CTY€HTOB U TPYA0EMKOCTh
@ B Hacax
= (B yacax)
zZ = | = B TOM B TOM
=515
Ne Tema. =22 8 4HCIIE B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI ; 2|3 ek ¢dopme | Ilpaktu- | dopme cTost
S © MPaKTH- | YECKUE | MPaKTH-
& 2 105071 . . | TempHas
YECKOW | 3aHATHA | YECKOi
pabota
oJIro- MOJTro-
TOBKHU TOBKHU
WH(GOPMAITMOHHBIX  TEXHOJOTHH.
O030p OCHOBHBIX TIPOTPAMMHBIX
npoxaykroB: Microsoft Windows;
Microsoft Office (Bxmrouaer Word,
Excel, PowerPoint). MunoBammon-
HBIC CHCTCMHBIC U MNPHUKIAOHBIC
MporpaMMHBIE CpeCcTBa aBTOMATH-
3MPOBAHHOTO pabodero mecra. AB-
TOMATH3aIHs JOKYMEHTO000pOoTa.
Hroro 18 - 16 - 37

Conep:kanue U CTPYKTypa AMCUMILIMHBI M0 0YHO-32049HOI opme 00y-
YeHust

Bunbi yueOHoii padoThl, BKJIIOYAsi CAMOCTOSI-
TEJBHYIO Pa0oTy CTYA€HTOB U TPYI10eMKOCTH
:‘.; = (B 4acax)
= = | B B TOM B TOM
Ne Tewma. =2 8 qHCIIC B 4HCICB |~
n/n OCHOBHBIE BOIIPOCEHI ; e | 2 T ¢opme | Ilpaktu- | ¢dopme amo-
2z | © oK NpakTH4e- | 4eCKUe | MPaKTH- crost-
o = W o codt o~ | 3amsTms | weckoii | oo ohad
pabota
TOTOBKH HOATO-
TOBKH
BBenenne B TUCHMILIMHY: AOKY-
MEHT B CHCTeMe YNpaBJIeHus
[Ipenmer, 3aga4m, CTPyKTypa JauC-
[UTUTAHBIL. JloKyMeHTHUpOBaHHE
1 |ympaBnenueckoir — nesitenbHOCTH, |OINK-2| 3 - - - - 4
opranm3anys padoThl C JIOKyMEH-
tamd. OCHOBHBIE HCTOPHYECKHE
9Tarnbl Pa3BUTHI JIEITONPOU3BOJICT-
Ba B Poccun.
Yaudukanus u craHgapTH3anAs
ynpaBJieHYeCKHX TOKYMEHTOB
YHudukanus W CTaHIApTH3ALUS.
VHuuKamus  JOKYMEHTOB IO
dopme u coctaBy. YHUPHKaUUA
2 |bymaxHbIxX popmatoB (A3, A4, A5, |OIIK-2| 3 - - - - 4
A6).
OKIIO, OKY ], OKOHX. TIocy-
JAPCTBEHHAs] CHCTEMa JIOKYMEHTa-
IIMOHHOTO OOECIEeYEHUs yIpaBiie-
aus (TCHOY).
3 |OcHoBuble mpaBuia ogopmie- OIIK-2| 3 1 - 1 - 4
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Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJBHYIO PaoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme

MpaKTHYe-

CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

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

Camo-
CTOS-
TeNbHas
pabota

HHUSl YIPABJEHYECKHUX AOKYMEH-
TOB

@opmyislp 1OKyMeHTa. TuIoBou
¢dopmymsip nokymenta. Gopmyisip-
oOpa3zer. PEKBI3UT TOKyMEHTAa.

Oco0eHHOCTH  COCTABJIEHUS M
odpopMiIeHUST OPraHU3AIMOHHO-
pacnopsaIuTEeTbHBIX TOKYMEHTOB
Oprasnu3auoHHO-
pacnopdaauTeiibHad OOKYMCHTAIUA.
OpFaHI/I3aHI/IOHHI>IC OOKYMCHTEIL.
PacriopsmutensHble  TOKYMEHTHI.
I[OKYMCHTI/IPOBaHI/IC WHHOBAaIIUOH-
HBIX TporeccoB. JloKyMeHTHpOBa-
HUE pa3pabOTKu U peau3alind UH-
HOBAIIMOHHBIX ITPOEKTOB.

OIlIK-2

Oco0eHHOCTH COCTaBJIeHUSI W
odopmiieHusn CIIPAaBOYHO-
HH(OPMANMOHHBIX U CIPABOYHO-
aHAJTUTHYECKUX T0KYMEHTOB
CripaBouHO-MH(pOpMAIIMOHHBIE
JIOKYMEHTBHI. CripaBo4HO-
aHAUTUYECKIE JOKYMEHTBI.
CrpaBka Kak OCHOBHOW JOKYMEHT
JaHHOTo THNa. JIoOKyMEeHTHpOBaHUE
KOJUTErHaabHON JIeATENbHOCTH.
Hoknamaele W OOBSCHUTENHHBIE
3anucKy. 3asBiIEeHHUE.

OIlIK-2

Cayxe0Has KOppeCHOHICHIHS

CayxeOHas KOPPECTIOHACHIIHS.
Pa3sHOBUIHOCTH JIEIOBBIX IIHCEM.
Jlornueckass cxema pacroJIOKEHUs
uHQOpPMaIMK B MUCbMax. Mexnay-
HapoJHble MUCbMA. JJOKYMEHTHI 1O
JUYHOMY cocTaBy. JloKymeHTupo-
BaHUE MHHOBAIMOHHBIX PEIICHUH.

OIlIK-2

JIOKyMEeHTBI 10 JHYHOMY COCTa-
BY M BeJleHHe KaJpOBOi J0KY-
MEHTAIlMH

JIOKyMEHTBI 1O JUYHOMY COCTaBY
(mepconaiy).

TpymoBoil KOHTpakT (IOTOBOP).
[Ipukas3pl MO JTUYHOMY COCTaBy H
KaJpOBble MPUKA3bl, UX OTIHYUSL.
Pe3toMe kak HOBBIM BUJ JOKYMEH-
Ta.

OIIK-2

TpeOoBaHMsA K TEKCTY NOKYMeEH-

OIIK-2
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Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJBHYIO PaoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

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

Camo-
CTOS-
TeNbHas
pabota

Ta SI3bIK M CTWIb CIy:KeOHOro
JAOKYMEHTa

Jlorudeckast CTpyKTypa TEKCTa J0-
KyMEHTa. SI3bIK M CTWJIb CITyXeO-
HBIX JOKyMeHTOB. OdunmanpHo-
JICIIOBOM (PYHKIIMOHATILHBINA CTHIIb.
OKCTPaJIMHI'BUCTHYECKUE TPU3HA-
ku crwist. WadopmaTHBHOCTE |
JAKOHUYHOCTh KaK KOHKYPUPYIO-
M€ XapaKTEPUCTUKH TEKCTOBOTO
JIOKYMEHTA.

CucremMaTu3alusi J10KYMEHTOB H
UX XpaHeHHe

CucremaTtu3zanus JIOKYMEHTOB.
['pynmpoBka JOKyMEHTOB B TIEp-
BUYHBIE KOMIUICKCHL.  [loHsATHE
«aenoy». IlpuHnumnsr QopmupoBa-
HUS  Je. Homenknatypa pen
npennpustus. [lepenaga nokymen-
TOB B apxuB. MIHHOBamu B oOnac-
TH CUCTEMAaTH3allMH JJOKYMECHTOB.

OIIK-2

10

Opranmzanms  J1eJIONPOU3BOACT-
Ba B YUpeKIeHUH

CTpyKTypHBIE MIO/APA3/IEICHus,
OCYIIECTBIISIIOIINE JIOKYMEHTO0000-
pPOT B yupexneHud. JlOKyMEHTBI,
periaMeHTupyomue pabory B yu-
pexnaennu. HMHCTpyKknus 1o aeno-
npou3BoAcTBY. OpraHuzanus [e-
JIONIPOM3BOJCTBA B YCJIOBHAX HH-
HOBAIIMOHHOT'O Pa3BUTHS MPEANpH-
ATHSL.

OIlIK-2

11

Hcnoab3oBanue COBPEMEHHBIX
HHHOBAIIMOHHBIX KOMIIBIOTEP-
HBIX TEXHOJIOTHMH B AOKYMCHTO-
o0opoTe yuype:KIeHuil, mpeanpu-
SITHI, OPraHM3aI U

KOMHI)I-OTepHBIe TEXHOJIOTHUN JC-
JIONPpOU3BOACTBA B AHTUKPU3HCHOM
yrapaBJICHUH, NOCJIM, 3aJda4u, Ha-
IIpaBJICHUS. OCHOBHBIE TOHATHSI
WHQOPMAITMOHHBIX  TEXHOJOTHH.
O030p OCHOBHBIX HPOTPaMMHBIX
npoaykro: Microsoft Windows;
Microsoft Office (sxmrouaer Word,
Excel, PowerPoint). MaHOBaIuoH-
HBIC CHCTCMHBIC W TIPUKJIAJHBIC

OIIK-2




Bujibl yueOHO#i paGoThl, BKJIKOYAsI CAMOCTOSI-
TEJbHYI0 PaGoTy CTYI€HTOB H TPYI0€MKOCTh
)
B yacax
o E ( )
= = | & B TOM B TOM
Ne Tema. =% 2 YHCIIE B qMCHEB |
n/n OCHOBHBIE BOIIPOCHI § e | 3 ek dbopme | [IpakTtu- | dopme cros
2z | © MpaKkTUYe- | YECKHe | MPaKTH-
S 12071 . . |TenpHas
S CKOM MMOJI- | 3aHATUS | YECKOM
pabota
TOTOBKH MOJIro-
TOBKH
pOrpaMMHBIC CPE/ICTBA aBTOMATH-
3UPOBAHHOTO pabovero mecra. AB-
TOMATH3AIHS JOKYyMEHTOO000pOTA.
HUroro 6 8 57

6 Ilepeyenb y4eOHO-METOAUYECKOTO0 OOecmeyeHHUs JIsI CaAMO-
CTOATEJIbHOM Pad0OThI 00YYaKIIMXCH M0 JUCHHUILIHHE

1. NBanosa, U. I'. JlokyMeHTUpPOBaHNE YIIPABICHYECKON NESATEIbHOCTH:
MetoA. ykazanus / coct. U. I'. UBanoBa. — Kpacnomap: KyoI'AY, 2021. — 77 c. —
Pexxum moctyna: https://edu.kubsau.ru/mod/resource/view.php?id=10227

/ ®oH/I OLIEHOYHBIX CPEICTB JJIsl MPOBeIeHHUs TPOMEKYTOUHOM
arrecTaAluu

7.1 IlepeyeHb KOMIIETEHUMI ¢ YKa3aHMeM 3TanoB UX (JOPMUPOBAHUS B
npouecce ocsoenunsi OITIOITI BO

Otansl OPMUPOBAHUS U IPOBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMIIE-

Howmep cemecTpa*™
P p TEHIMI M0 AUCUUIUIMHAM, TpakTHKaM B npoiiecce ocoenus OI1OIT BO

OIIK-2. CiocobeH ocymiecTBIsITh COOp, 00pabOTKY M aHAIN3 JaHHBIX, HEOOXOAUMBIX JJI pe-
[IEHUSI TIOCTABJICHHBIX yIPaBICHUECKUX 3a7a4, C UCIIOJIb30BAHUEM COBPEMEHHOTO HHCTPYMEH-
Taprd U UHTCIUICKTYAJIbHBIX I/IH(bOpMaIII/IOHHO-aHaJ'II/ITI/ILIeCKI/IX CHUCTEM

1 WNudopmaruka
1,2 MaremaTuka
2 O3HaKOMHUTENIbHAS IPAKTUKA
3 CraTucTuka
3 MapxkeTusr
3 AHaIIN3 CUCTEM YIPABIICHHS
3 Hokymenmuposanue ynpasnenyeckou 0esimensHocmu
4 ITudpossie 1 nH(OPMAIIMOHHBIE TEXHOJIOTUN B MEHEKMEHTE
7 YrpasineHue pucKkaMu
8 (DUHAHCOBBIN MEHEIPKMEHT
8 BrimonHeHune 1 3amuTa BeITYCKHOW KBAIM(DUKAIIMOHHOM paboThI

* HOMep ceMecTpa COOTBETCTBYET 3Tany (OpMUPOBAHHS KOMIETEHLIUU
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7.2 Onucanne moka3zaTejieil W KpUTepUEeB OLEHUBAHUS KOMIETEeHIHIt
HA Pa3jIMYHBbIX dTanax ux GopMupoBaHUs, ONMCAHUE IIKAJIbI OLEHUBAHUSA

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

YpoBeHb OCBOCHUS

YIOBJIETBOPH-

HEYI0BJICTBOPH-
TEIHHO
TEHHO
.| (MuUHMUMAaIB-

(MUHUMATHHBIHA N

HBIIA, TIOPOTO-
HE JIOCTUTHYT) %

BBII)

XOPOIIIO
(cpemuutii)

OTJIIMYHO
(BBICOKMIT)

OneHouHOE
CPEelCTBO

OIIK-2. CriocodeH ocymiecTBIATHL cOOP, 00padOTKY M AaHAJIM3 JAHHBIX, HeOOXOAUMBIX /ISl pelIeHusl
NMOCTABJIEHHBIX YNIPABJIeHYECKHX 32124, C HCI0Jb30BAHUEM COBPEMEHHOI0 HHCTPYMEHTAPHUS M HHTEJI-

JICKTYaJbHbIX I/lll(l)OpMaIIHOHHO-aHaﬂHTH‘leCKl/IX CHCTEM

WHauKaTopsl JTOCTHKEHUS
KOMIIETEHIIUH

OIIK-2.1.

3HaeT MeToABl cOopa, 00-
pabOTKM ¥ aHajdHM3a JaH-

HBIX, HCOOXOIUMBIX IS
pelIeHusl ynpaBIeHYECKUX
3a7la4 U COBPEMEHHbIE MH-
TEJJIEKTyaJIbHO-
ITOMCKOBBIE CHCTEMBI
OIIK-2.3.

YMmeer BbIOMpAaTE HW HC-
[I0JB30BaTh  aJeKBATHBIE
COJIICPXKAHUIO TIPOdecCcro-
HaAJIBHBIX 3aJa4 MECTOObI
00paboTKU ¥ aHaTU3a JaH-
HBbIX.

OIIK-2.5.

Bnaneer HaBblKaMu MeETO-
IaMH CTATHUCTHYECKON 00-
pabOTKM W HHTEIIICKTY-
ANBHOTO aHaim3a WHQOp-
Maluy, HeoOXOIUMOMN I
OPUHATHS  0OOCHOBaHHBIX
OpTaHU3aAIOHHO-
YIpaBICHICCKAX PEIICHHHA

YpoBeHb 3HaHUI
HIDKE MUHH-
MaJBHBIX Tpebo-
BaHUH, UMEIII
MECTO  IpyObie
OLINOKH

IIpu  pemenuu
CTaHJapTHBIX
3amad HE TMpoAe-
MOHCTPHUPOBAHBI
OCHOBHEIC ~ yMe-
HUS, UMEIA Me-
CTO rpyOBIe
OIIINOKH, HE
MIPOJIEMOHCTPH-
poBaHbl 0a30BbIC
HaBBIKU

MuHuManbHO

JIOIYCTUMBIH

YpOBEHb 3HaHUH,
JIOTYIIEHO MHO-
ro HerpyOBIX
omubok. IIpo-
JIEMOHCTPHPOBA-
HBI OCHOBHEIE
YMEHUS, PEIICHBI
TUTIOBEIC 3a/Ia4H.
Nwmeercs MuHU-
MaNbHBIA HaOOp
HaBBIKOB TUTS
peIIeHus  CTaH-
JIApTHBIX 3a/1ad C
HEKOTOPBIMHU

HeJ0YeTaMu

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM
nporpamme Moj-
TOTOBKH, JIOIIY-
IIEHO HECKOJBbKO
HerpyOBIX OIIM-
6ok. IIpomemon-
CTPHPOBAHBI BCE
OCHOBHBIC  yMe-
HUS, PEIICHBI BCe
OCHOBHBIC 3aja-
YU ¢ HETpyOBIMHU
omuOKaMu, TPo-
JIEMOHCTPHPOBA-
HbBl 0a30BbIe Ha-
BBIKU TIPH pellie-
HUHM  CTaHJapT-
HBIX 32124

YpoBeHb 3HaHUIT
B 00BEME, COOT-
BETCTBYIOIIEM
nporpaMMe IoJ-
TOTOBKH, 0e3
omubok.  IIpo-
JIEMOHCTPHPOBA-
HBl BCE OCHOB-
HbIC YMEHHUS,
pelIeHsl Bce Oc-
HOBHBIC 337a9H C
OTIICTHHBIMU
HECYIIIeCTBECH-
HBIMH  HeJoYe-
TaMH, [Ipone-
MOHCTPHUPOBAHbBI
HaBBIKM IIPH pe-
HICHUU HECTaH-
JapTHBIX 3a/1a4

Pedepar, mox-
naj, scce, Ha-
y4Has AUCKYC-
cus,
KOHTPOJIbHAs
pabora, keiic-
3aJjaHue, TeCT,
BOIIPOCHI U 3a-
JIaHUsI IS TIPO-
BEJICHUS 3a4eTa

7.3 TunoBble KOHTPOJIbHbIE 32IaHUS WJIM MHbIE MATepPHAJIbl, HE00XO0-
JAUMbIe J1JIsl OLlEeHKU 3HAHWH, YyMEHNH, HABBIKOB M ONbITA JAeSATeJIbHOCTH, Xa-
PAKTEePU3YIOIIUX ITAaNbl (POPMUPOBAHUSI KOMIIETEHI[UI B Mpolecce 0CBOECHHUS
0o0pa3oBaTeIbHOM NMPOrPaMMbI

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomxy u aHaiu3 OaH-
HbIX, HE0OXOO0UMbIX Ol peulenus NOCMABNIEHHbIX YNPAGIeHYecKUx 3a0ad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIeKMYalbHbIX UHGOpMa-
yuonno-ananumuyeckux cucmem (OI1K-2)

Tembl pedpepaToB (NIpUBeAeHbI IPUMEPHI)

1. CoBpeMeHHbIE apXHUBHbBIE TEXHOJOTHH.
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2. Knaccudukanus TOKyMEHTOB, HOMEHKJIATypa [l 1 KOMIUIEKTOBaHUE ap-
XUBA.

3. KommuiekToBaHue apxuBa JIOKYMEHTaMU, apXUBHAs OMHUCH €] MOCTOSH-
HOTO U JIOJTOBPEMEHHOTO XpaHEHUs

4. CoBpeMEHHBIN MPOrPaMMHO-TEXHHUUECKUI KOMIUIEKC oduca.

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

6. Kimaccudukanuss MarepuanbHbIX HOCHUTENEH JIOKYMEHTUPOBAHHOM WH-
dbopmanmm.

7. Uctopust Oymaru u 6yMa)xHOTO ITPOU3BO/ICTBA.

8. CoBpemMeHHbIE MaTepuaIbHbIE HOCUTENN JOKYMEHTHPOBAaHHONW MHPOpMa-
1107078

9. Peructpanusi, KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB

10. Knaccudukamus MaTepuanbHBIX HOCUTENEH JOKYMEHTHPOBAHHON WH-
dbopmaruu.

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

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

13. Opranuzanus coBeuaHuii, CHMIIO3UYMOB, KOHTPECCOB

14. Heo6xonuMble MEpOTNpUSATHS MO MOJATOTOBKE IMPOBEICHUS COBELIAHMIH,
CUMIIO3MYMOB, KOHIPECCOB

15. CocTaBieHue TEKCTOB CIIyKEOHBIX TOKYMEHTOB

16. S3bIK ¥ CcTUIBb CIYX)EOHBIX AOKYMEHTOB. OcoOeHHOCTH OQHIMAIBHO-
JICJIOBOTO CTHJIS.

17. Haubonee ynorpebiisiemble cokpaienusi cioB. OdopmiieHue 1atT u 4u-
cell B JOKYMEHTaXx.

18. Knaccudukanms mMaTepuanbHBIX HOCUTENCH JOKYMEHTHPOBAHHON WH-
dbopmarmu.

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

20. CoBpeMeHHbIE MaTepualbHble HOCUTETU TOKYMEHTHUPOBAHHOU HHGOP-
Malluu.

TeMbl 10KJ1a/10B (IPUBeEAEHbI IPUMEPDI)

. O0uMe NpUHIMIBI OPTaHU3ALMH TOKYMEHTUPOBAHUS Ha TPEIPUATHH.

. DopMupoBaHUE U TEKYIIEE XPAaHEHUE JE.

. Meponpusarus no 3amure JOKyMEHTHOU HH(OpMaIuu.

. I'pyniisl ynpaBiIeHYECKUX JOKYMEHTOB.

. I'pyniisl ynpaBiIeHYECKUX JOKYMEHTOB.

. HazHayeHue 1 cocTaB OpraHn3alMOHHON JOKYMEHTALUU.

. [lonoxxenue 06 otaene npeanpusaTusi. JJomKHOCTHBIE HHCTPYKLIUK paboT-

~No ok, WwWwN

HUKOB.

8. OpranuzanoHHbIE JOKYMEHTHI MPEANPUATHNA Pa3IUYHBIX OpraHU3AIlU-
OHHO-TIPABOBBIX (HOPM.

9. [Iponiemypa u3gaHust pacCOPSAIUTENBHBIX TOKYMEHTOB.

10. Pa3HOBHIHOCTH TIPUKA30B.
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11. Ocobennoct oopMiICHHS JOKYMEHTOB, U3/1aBa€MbIX B YCIOBHUSIX KOJI-
JIETHAIBHOCTH.

12. CocraBnenue u opopmieHHE TOKyMEHTOB, U3/1aBa€MbIX HAa OCHOBE €/1H-
HOHAYaJIusl.

13. ITpuémsl 3amUTHl JOKYMEHTUPOBAHHON MH(POPMALMU OT HECAHKIIMOHU-
POBAaHHOTO JOCTYTIA

14. Ha3znaueHue 1 cocTaB CPaBOYHO-UH(POPMALIMOHHON TOKYMEHTAIINH.

15. Ha3zHauyeHue u cocTaB CIpaBOYHO-AHATUTUYECKON JOKYMEHTALIUH.

16. [IpaBuna opopmieHus Teaerpamm, TeaedoHorpamm, Gpakcorpamm.

17. Ha3znauenue u ocoOeHHOCTH 0(hOPMIICHHUS JISTOBBIX TTHUCEM.

18. Ha3nauenue u cocTaB JOKYMEHTOB MO JUYHOMY COCTaBY MHPEIIPHUITHS
ATIK.

19. 3amuTa JTaHHBIX ¥ OCHOBBI KOMITLIOTEPHOM 0€30IMacHOCTH.

20. Vcnionb3oBaHMe 3JEKTPOHHBIX TOKYMEHTOB B JIEJIONPOU3BOICTBE.

Tembl 3cce (MpUBeAeHBI IPUMEPbI)

1. [Tonsitue nokymentoobopora. CxeMbl JOKyMEHTOO0OpOTa. YUEeT U KOJIHU-
YECTBEHHBIE XapaKTEPUCTUKU JOKYyMEHTOOOO0pOTA.

2. ConeprkaHue yrpaBieHYeCKUX (YHKIHMA U BUABI padOT B JTOKYMEHTAIlH-
OHHOM 00€CTICUCHUH YIIPABJICHHS OPTaHU3aIlieH.

3. Buasl opraau3anioHHBIX CTPYKTYpP B JTOKYMEHTAIIMOHHOM O0€CTIeueHUN
YIPaBJICHHS OpTaHU3aIMel B 3aBUCUMOCTH OT 00beMa JOKyMEHTO000pOTa.

4. OCHOBHBIE 331aud CIY>KObI JOKYMEHTAIIMOHHOTO OOECeUeHUsl yrpaBJe-
Hus. OpraHu3aiioHHas CTPYKTypa Cy)Obl. DyHKIIUH, BBITIOJHIEMBIC CTPYKTY]-
HBIMH TIOJIPa3ICICHUSIMU CITYXKOBI.

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

Us Tpy/a pabOTHUKOB CIYKObI U UX pabO4YuX MeCT. YKpPYHMHEHHbIE HOPMATHUBBI
BPEMEHU TIO JIETTONPOU3BOJICTBEHHOMY OOCITYKHBAHHUIO.

6. HCTpYKIIUS 110 JEJIONPOU3BOICTBY. THIIOBAs, MpUMEPHAs U KOHKPETHAsI
WHCTPYKIIMS TIO JIEJIONTPOU3BO/JICTBY.

7. CocTaB TUIIOBOM MHCTPYKILMH IO JACJIONPOU3BOJICTBY B MUHUCTEPCTBAX U
BEJIOMCTBAX U CYILECTBO €€ MYHKTOB.

8. HopmaTuBHO-TIpaBOBbIC aKThl U JPYTrU€ HOPMATHBHO-METOJUYECKHUE JO-
KYMEHTBI OPraHOB I'OCY/IapCTBEHHOM BJIACTU M MECTHOT'O CaMOYIIPABJICHUS, PEry-
JUPYIOIIUE JOKYMEHTAIIMOHHOE 00eCIIeUueHHE YIIPABIICHHUS.

9. OcHOBHBIE ATamnbl pa3BUTHS JejonpousBoicTBa B Poccum mo 1917 r.
IIpukazHoe aenonpou3BoACTBO. Kosiexckoe Aea0npou3BoACcTBO. VICIOTHUTENb-
HOE JIeJIONPOU3BOICTBO.

10. Hcropus melonpoOM3BOJCTBA B T'OJBI COBETCKON BJIACTH - OCHOBHBIC
sTanbl pa3BuTus. OpraHu3alioHHOE U HOPMAaTHBHOE 00CCIIeUeHUE JISIONIPOU3BOI-
crBa B CCCP.

TemMbl HayYHBIX JUCKYCCHH (KPYIJIBIX CTOJIOB) (IpMBEAECHbI IPUMeEPHI)
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. Kinaccudukanust oprannuzanmoHHO-paciopsIMTEIbHON TOKyMEHTAIUH.
. PactiopsimuTenbHble JOKYMEHTHI.
. DIIEKTPOHHO-1IUPOBAsT OJIHUCH.
. CriocoOpbl 3auThl HH(GOPMAITUH.
. [lonsiTHe «TaillHBI» B APKYMEHTHUPOBAHUHU.
. CTaauu MoAroTOBKU PaCHOPSAIUTEIbHBIX JOKYMEHTOB.
. OpranuzanuoHHbIe JOKYMEHTHI.
. JoxymenTtupoBanue B EBpazdDC.
. HayuHble HampaBieHUs COBEPIICHCTBOBAHUS JOKYMEHTHPOBAHUS.
10. Hudposas >5eKTpoHHAS TIOITUCH.
11. Craguu NOArOTOBKH pacloOpPsAUTEIbHBIX JOKYMEHTOB.
12. Opranu3anoHHbIe JOKYMEHTHI.
13. OcHOBBI OpraHu3aIyy J0KyMEeHTO000pOoTa.
14. CoBpeMeHHBIN 3JIEKTPOHHBINA JOKYyMEHTOOOOPOT.
15. MexayHapoaHble CTaHAPThI IOKYMEHTOB.

O©CoO~NOOUI,WN -

3amaHus )i KOHTPOJIbHOI Pa0doThI (MPUBeIeHbI PUMEPHI)

Bapuanr 1

1. Packpoiite Bce peKBH3UTHI CIIy>)KEOHBIX JOKYMEHTOB. Pacckaxurte 00 ux
PaCoOJIOKEHUH HA TOKYMEHTE U O(POPMIICHUH.

2. CocTaBbTe MPOTOKOJ 3aCeaHMs] MHBEHTAPU3AIMOHHOW KOMHCCHH 3aBO/IA
ra3oBOM anmapaTypbl, HA KOTOPOM pPacCMaTpPUBAJICS BOIIPOC O PE3YIbTAaTaX WHBEH-
Tapu3auuu no ckiaay Nel BcmomorarenbHbix MarepuanoB. Ha 3aceganuu Obuio
MPUHATO MOCTAHOBJIEHHE 00 YTBEP)KJIECHUU PE3yJbTaTOB MHBEHTAPU3ALIMU U OTHE-
CEHMS 3a CUET 3aBEAYIOLIEro CKJIAJIOM HEAOCTauu BCIIOMOTATEIbHBIX MATEPUAJIOB
B cymMme 365 ThIC. py0., a TaKKe 3aUnTaHbl CIMYMTENbHAS BEIOMOCTb IO CKJIaLy
Nel u oObsicHUTENbHAS 3amKcKa 3aBeAyroLero ckiaaaoM. OcranbHble JaHHbIE OTI-
penenuTe o0 CBOEMY YCMOTPEHHUIO.

3. CocraBbTe CIIpaBKy O BETUYMHE CpeHEl 3apab0OTHOM IIaThl 3a TOM, M
NOJIYYEHHUS] KOMIIEHCALlMKA Ha OIuIaTy Xwibs. OCTalbHbIE JaHHBIE YKAXKUTE CAMO-
CTOSITEJIBHO.

Bapuant 2

1. PackpoiiTe MOHSATHE AOKYMEHTOBEICHHWE KaK HaydHas IUCIUIUIMHA:
dbopMupoBaHue, MpeaIMeT, METO/Ibl, COAepKaHNUEe U B3aUMOCBSA3b C APYTHUMHU JIHC-
UTUTHHAMU.

2. OOoCHYHTE MOHSATHE POJIb <«JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKIIMU JOKYMEHTA).

3. Pemnte 3amanue. Jlenonpon3BOACTBEHHAs ClIy:k0a 00IeCTBa C OrpaHu-
YEeHHOW OTBETCTBEHHOCTHIO «N-CKUH JMKEPOBOAOYHBIN 3aBOI», UCXOI U3 COO0-
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pakeHUH TpecTHKHOCTU (GupMeHHoro Omanka OOmiecTBa, pa3MecTHia Ha HEM
n300pakeHue, CXoIHOe ¢ PUCYHKOM ['ocymapcTBeHHOro repoa Poccutickoit dene-
paluu, KOTOpoe MOKHO NMPUHATH 32 3MOsieMy OOO. CBuaeTeNnbCcTBa Ha pETUCTpa-
IIMI0 3TOTO U300pa’KeHUs 00IIECTBO HE MOIyYalio.

Hackonbko nmpaBoMepHo Takoe odopmiieHue Onanka? Kakue Mepbl aiMUHU-
CTPaTUBHOW OTBETCTBEHHOCTU HeceT pykoBoJcTBo OOO? IloaTBepauTe CBOW BbI-
BOJI CCBUIKOHM Ha 3aKOHOJATENbHBIE aKTHI.

Keiic-3aganus (mpuBeAeHbI NPUMeEpPbI)

Keiic-3aganmue 1.

[Ipouwno 3aceranne MHBEHTAPU3ALMOHHON KOMHUCCHH 3aBOJIa Ta30BOM amma-
paTypsl, Ha KOTOPOM paccMaTPUBAJICA BOIIPOC O PE3yJIbTATaX MHBEHTAPU3ALUU 110
ckiagy Ne 2 BcmomoraTenbHBIX MatepuaioB. Ha 3acenanuu ObUI0 MPUHATO MOCTA-
HOBJICHHE 00 YTBEPXKJICHHUH PE3yJIbTaTOB MHBEHTApHU3aIlMM M OTHECEHHUS 3a CUeT
3aBEQYIOLIEr0 CKJIAJOM HENOCTAYMd BCIIOMOTATENIbHBIX MAaTepUajoB B cymme 365
ThIC. py0., a TAaK)Ke 3aYUTaHbl CIMYUTENIbHAS BEIOMOCTh MO ckiamy Ne 2 u oObsic-
HUTEJIbHAS 3aMKMCKa 3aBEIYIOLIETO CKIIA0M.

1. Kakoli TOKYMEHT COCTaBIISIETCS 110 UTOTaM 3aceaHuil KOMHCCHUI Pa3HOTO
pona?

2. Kakue peKkBU3HTHI JOJKEH BKIIFOYATh JAHHBIN JOKYMEHT?

3. CKOJIBKO CTPYKTYPHBIX YaCTEN OH MPEAIOIaracT?

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

Keiic-3amanmue 2.

B crpoutensHoMm koomnepatuBe «CTpoiicepBuc» Obul 0OHAapyXeH (PakT He-
MPAaBUJIBHOTO HCIOJB30BaHUSI CTPOUTEIBHBIX OTX0J0B. [Ipm mpoBepke pabOTHI
CKJIaJla TTUJIOMAaTepHaIoB yCTAaHOBJICHBI ()aKThl OTITYCKA B KOTEIBHYIO JIJIS CXKUTa-
HUS OTXOJO0B MUJIOMATEpUaIoB JIMHHOM cBbille 20 cM. B pacnopsaurensHol yac-
TH CJIEAyeT MPEIIOKUTh 3aBSAYIOIIEMY CKJIaJ0M OPraHu30BaTh PadOTy IO peau-
3allMd OTXOJI0OB YaCTHBIM JIMIIAM.

1. Kakoli MOKYMEHT IO3BOJHUT PErIaMEHTHUPOBATh OTMYCK CTPOUTEIBHBIX
MaTepuanoB?

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

3. CKOJIBKO JOJDKHOCTHBIX JIMI JIOJDKHBI OBITHh OTBETCTBEHHBIMHU 3a MCIHOJI-
HEHHME JAHHOTO JOKyMEHTa?

4. Kakne peKBU3UTHI JOJLKEH BKJIOYATh JAHHBIM TOKYMEHT?

5. CKOJIBKO CTPYKTYPHBIX YaCTEH OH MPEIoaaract?

6. Kakue ¢akTudyeckue n1aHHbIC TOJKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

TecTbl (MpUBeAEHBI MPUMEPbI)

1. lapanTHiftHOE TMCHEMO TIPENICTABIIET COOOM:
a) TOKYMEHT, COOOIIAIONINNA O TPUOIMKEHNN, YCKOPEHUH, HICTEUSHUH CPOKa
WCITOJTHEHUSI KAKOTO-TH00 JeHCTBUS
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0) JOKYMEHT, COiepKaIllii PUTJIAlICHHE Ha MEPONIPUSITHE
B) IOKYMEHT, B KOTOPOM TapaHTUPYETCS OIjiaTa BHIIIOJHEHHON pabOThl UK

Mpe0CTaBICHNE Yero-1u0o (padoThl, MOMEIIECHUS U T.1.)

') TOKYMEHT, MOATBEPKIAFOITUH MTOTyYeHUE IICHHOCTEH

2. JlaliTe onpeesieHuEe JOKYMEHTA:
a) MaTepHAIbHBIM 00BEKT ¢ MHpOPMaIMeH, 3aUKCUPOBAHHON CO31aHHBIM

YeJI0BEKOM CIOCO00M, /7Sl €€ mepeaayd BO BpEMEHHU U IPOCTPAHCTBE

0) COBOKYITHOCTh PEKBHU3UTOB O(DUIIMATIHEHOTO MHChMa
B) CTaHJIaPTHOE PACIOJIOKEHUE MaTepuaa
') TEKCT

3. Jaiite onpenenenue popmynspa-odpasna:
a) COBOKYITHOCTh PEKBU3UTOB JIEIOBOTO MMHUChMa
0) COBOKYITHOCTH PACIIOJIOKEHHBIX B OMPEJEICHHONW MOCIeA0BATEIIbHOCTU

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

R0%041

B) COBOKYIIHOCTB PCKBHU3HUTOB IIPHKa3a
F) COBOKYIIHOCTb PCKBU3UTOB aKTa

4. Jlata nokyMeHTa opOopMIISIETCS CIAEAYIOITUM 00pa3oM:
a) 1 pespans 1997

0) 1 dbespasst 97 1.

B) 01.02.97 r.

r) 01.02.97

5. Jlata ntokymMeHTa OTOOpakaeTcs Kak:

a) J1aTa ero NOANUCAHUs, IPUHSITHUS

0) 1aTta ero CoOCTaBJICHUS

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

OBITHS

T') aTa COOBITHS

6. KakuMm CBOKMCTBOM MOHO OXapaKTEpHU30BaTh HAIMYHUE Y JOKYMEHTA He-

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

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTh

B) CTPYKTYPHOCTb

') BEpHOTO BapuaHTa OTBETa HET

7. JlenoBbie muchMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBeTCTBHHU ¢ Barmeii mpocr00ii ...

0) C yBaXKCHUEM ...

B) HAMHU PacCMOTPEHbI Barm npenioxxeHus ...

) B CBA3M ...
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8. Jlemompon3BOACTBO XapaKTEPHU3yeTCs KakK:

a) MpaBWIbHOE O(hOpMIICHUE TOKYMEHTOB

0) opranuzamus JOKyMEHTO000pOTa B yUPEKICHUH

B) COBOKYITHOCTHh JIOKYMEHTOB, OTPXKAIOIIUX YIPABICHUYCCKYIO ICSITEIIb-
HOCTb YUPEKICHUS

I') COBOKYITHOCTh PabOoT MO JTOKYMEHTUPOBAHHIO JEATEIHHOCTH yIPABICHUS
Y TI0 OpPTaHU3AIUN TOKYMEHTOB B YUPEKICHUN

9. JleATenpbHOCTh ammapaTa yIpaBJI€HUs, OXBAThIBAIOIIAs BOIPOCHI JOKY-
MEHTHPOBAHUS M OPraHU3aluU pabOThI C JOKYMEHTAMHU:

a) TOKYMEHTallMOHHOE 00ECIIEYeHUE YIIPaBICHUS

0) crangapTU3aLus

B) EI'CJ1

I') CUCTEMA JIOKyMEHTAllUU

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

a) JIOJDKHOCTHASI MHCTPYKIIUS

0) ycTtaB

B) MIOJIOKEHHE

T) IITAaTHOE pacluCcaHue

11. JlokyMeHT, puKkcHpyrOUmMi X0oA 00CYXIEHUSI BONPOCOB U MPUHATHUS pe-
HIEHUI Ha COOpaHMSIX, 3aCETaHUSIX, COBEIIAHUAX U T.I1.:

a) OOBSICHUTEIbHAS 3aIMCKa

0) JTOKJIaTHas 3aIiCKa

B) aKT

') IPOTOKOJ

12. Ykaxute, kakass QyHKIIHUS OTHOCUTCS K OOIIMM (YHKITUSAM TOKYMEHTA!
a) OOIIeKyJIbTYpHAas

0) nHbOpPMaITMOHHAS

B) IIpaBOBas

I') YIOPSI0YMBAIOLLAs

13. Ykaxute, KaK JOJKHO MIPOUCXOIUTH JISJICHUE TOKYMEHTOB:
a) Ha POJIbI, MOJIBUIBI, TOAPO/IbI, PA3HOBUIHOCTHU

0) Ha poJIbl, BUBI, TOJABU/IbI, PA3HOBUIHOCTU

B) Ha BUJIbI, TTOJIBUbI, PA3HOBUIHOCTH, POIBI

T') Ha MOJBUBI, TOAPOIbI, PA3HOBUIHOCTH

14. JlIokyMeHTaIMOHHOE O0eCIeYeHUE YIPaBICHUS 3aKTI0YaTCs KaK:
a) TIPOIIeCC YCTAHOBJIEHUS W MPUMEHEHUS MPABUII C IEIbI0O YIOPST0YCHUS
NESATETLHOCTH B JICTIOMPOU3BO/ICTBE
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0) JesATenbHOCTH ammapara yNpaBJeHHs, OXBATHIBAIOLIAS BOIMPOCHI JIOKY-
MEHTUPOBAHUS U OPraHu3aluu paboThl C JOKyMEHTaMHU

B) COBOKYMHOCTb JIOKYMEHTOB, IPUMEHIEMBIX B OIpe/eieHHON cdepe aes-
TEJIbHOCTU

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (POPMYJIsi-
POM JOKyMEHTa

15. EI'C/] MoxHO accMaTpuBaTh Kak:

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

0) KOMIUJIEKC OCHOBHBIX TOJIOKCHHUH, OMPEICISIONNX U PETIaMEHTHUPYIO-
X OPTraHU3aINI0 JOKYMEHTAIIMOHHBIX MPOIIECCOB HA MPEIPUITHN

B) COBOKYITHOCTh JIOKYMEHTOB, IPUMCHIEMBIX B OIMpPEACIICHHON cdepe mes-
TEJILHOCTH

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

Bomnpocs! 1 3a1aHus 11 MPOBEACHUS IPOMEKYTOYHOTO KOHTPOJISI

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomky u aHaiu3 OaH-
HbIX, HeoOXOO0UMbIX Ol peulenus NOCMABIeHHbIX YAPAGIeHYyecKux 3aoad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIEeKMYalbHbIX UHDOpMa-
yuonno-ananumuyeckux cucmem (OIIK-2)

Bonpocui k 3auemy:

1. Ponb 1oKyMEeHTUPOBAHHOU MH(OPMAIIUU B YIIPABICHUU MIPEATPUITHEM.

2. PasrpanuyeHue TEPMHUHOB «IOKYMEHTHUPOBAHUE YIPABICHUYECKON Jes-
TEIbHOCTHY, «JIOKyMEHTALMOHHOE OOecnedyeHue YMpaBIeHUs (JEI0MPOU3BOICT-
BO)», «JIOKYMEHTOBEJICHUE», KyIPABICHUE TOKyMEHTaAMM.

3. Opranmzaius U CTPYKTypa CIyKObl TOKYMEHTAIMOHHOTO O0eCIeueHus
YIPABJICHUS HA MPEITPUITHH.

4. DBoronus CriocoO0B CO3aHUS JIOKYMEHTOB.

5. CymHocTh U PYHKIIMU TOKYMEHTA.

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

7. Knaccuduxanus 10KyMEHTOB.

8. OcHoBHbIE TpeOOBaHMUS K KAUECTBY YIPABIECHYECKOTO JOKYMEHTA.

9. CocrtaB U CTpyKTypa HOPMATHBHO-TIPABOBON 0a3bl JOKYMEHTAIIHOHHOTO
oOecrieueHus ynpasieHus B PO.

10. denepanpbHOE 3aKOHOMATEIBCTBO B 00JacTH PabOTHI ¢ JOKYMEHTHUPO-
BaHHOU WH(MOpMaIei.

11. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI B cpepe JEeTOnmpOor3BOJICTBA U
OpraHu3alliy APXUBHOTO XpaHEHUS JOKYMEHTOB.

12. Vicnonb30BaHre MHCTPYMEHTOB KiIacCHU(pUKAINK, YHU(PUKAIMA U CTaH-
JApTU3alUY B JEIIONPON3BOICTBE.
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13. Knaccugukatopbl TEXHUKO-DKOHOMHUYECKOM M COIMAIIbHON HH(OpMa-
1002078

14. YuaudunmpoBaHHbIE CUCTEMBI JOKYMEHTAIuu B PO,

15. Ans060MbI YHUGUIIMPOBAHHBIX (OPM TEPBUYHOM YUETHOH TOKYMEHTa-
1007078

16. TaGenb u anbO0M YHU(PHUIIUPOBAHHBIX (DOPM JOKYMEHTOB MPEITIPUITHS.

17. T'ocynapctBennbie crannapthl PO B cdepe nenonponsBoacTna.

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

19. MexayHapoaHble CTaHIapThl B 00JacTH pabOTHI C yNpaBICHUECKON J10-
KYMEHTALAEH.

20. Ocuorubie TpedboBanuss 'OCT P 6.30-2003 «YHUGUIIUPOBAHHBIC CHC-
TEMBbl ~ JOKYMEHTAlMh.  YHUQUIMpPOBAHHAs  CHCTEMa  OpPTaHHU3aI[MOHHO-
pacnopsiIUTETLHON TOKYMEHTAUuW» K O(QOPMIICHUIO YNPABIEHYECKUX JTOKYMEH-
TOB.

21. CymHOCTh ¥ BUBI OJJAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPraHU3AIMOHHO-PACTIOPSIUTENbHBIX J0-
KYMEHTOB.

23. CoctaB 1 oopMIIeHHE PEKBU3UTOB OJIaHKA TOKYMEHTA

24. CoctaB u 0(opMJICHHE PEKBU3UTOB, ONPEACIISIIOMINX FOPUIUUECKYIO CHU-
7Ty JOKYMEHTAa.

25. CoctaB u ohopmiIeHHE PEKBU3NUTOB, ONPEACIISIONINX ABUKCHUE U OTpa-
XKaronmx o0pabOTKy M HCIONHEHHWE JOKYMEHTa (JIeJIOMpOMU3BOJICTBEHHBIX OTMeE-
TOK).

26. OcHOBHBIE TpeOOBaHUS K TEKCTY YIPaBIEHYECKOTO JOKYMEHTA.

27. TloHsTHE 1 OCHOBHBIE (POPMATHI DJICKTPOHHBIX JOKYMEHTOB.

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

29. CyniHoOCTh U COCTaB METaJaHHBIX JOKYMEHTA.

30. OnudpoBanue kak crocod co3aaHus IEKTPOHHOTO JOKYMEHTA.

31. OcHOBHBIE TPYMNIIBI U BUBI YIPABICHYECKUX IOKYMEHTOB.

32. JIoOKyMeHTBI, TOATBEPKIAIOIINE OpPraHU3aIMOHHO-TIPABOBOM  CTaTycC
MPEANPUATHS U €T0 TOCYJAPCTBEHHYIO PETUCTPAIIHIO.

33. [lonsTne, GyHKIINN U BUIBI OPTAaHU3AIMOHHBIX JOKYMCHTOB.

34. Muccus Kak OpraHU3alMOHHBIN TOKYMEHT MPEATIPUSTHS.

35. Koziekc KOpmopaTuBHON 3TUKH OPTaHHU3AIMH: 1Eb CO3IaHMs, COepKa-
HUE.

36. YupenurenabHble JOKYMEHTHI NpeAnpusTus (ycTas, mojioxkeHue oo opra-
HU3AllMU, YYPEAUTEIbHBINA TOTOBOP): 3HaYCHHE, MpaBUjia COCTAaBIEeHUS U 0hopMm-
JICHUSL.

37. Ha3zHaueHnne v TUTIOBAsi CTPYKTYpa MOJOKEHUS O CTPYKTYPHOM TO/Apa3-
JICJICHUN.

38. JlomxHOCTHAST MHCTPYKITUS: TIEJIM U 3a/a4d CO3/aHUs, CTPYKTYpa, Mmopsi-
JIOK pa3paboTku U 0hOPMIICHUS.
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39. CTpykTypa U LITaTHasg YUCICHHOCTb, IITATHOE PACIHCAHUE: COJEpKa-
HUE, TOPSAOK COCTABICHUS U O(DOPMIICHHUS.

40. MHCTpYKIIMK OpPTraHU3aIllMOHHO-METOAMYECKOTO HA3HAYEHUS: CYLIHOCTD,
OCOOEHHOCTH COCTABJICHUSI, BUJIBI.

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

42. UHCTpyKIMS 1O JEeJO0NPOU3BOCTBY: 3HAYEHHUE, COAEpKAHUE, MOPSIOK
COCTaBJICHUS U O(DOPMIICHHS.

43. Opranu3aloOHHbIE TOKYMEHTHI, PETIAMEHTUPYIOIIUE yIpaBlieHue Ous3-
HEC-TIPOLECCAMH.

44, JlokymMeHTanusl CUCTEMbI MEHEPKMEHTA KaueCTBa.

45. JloroBop: THITBI, BUBI, TPEOOBAHUS K COJEPKAHUIO U O(POPMIICHHIO.

46. CymHOCTb ¥ KJ1accu(UKaIUs pacCIOPSAUTEIbHBIX TOKYMEHTOB.

47. OCHOBHBIE ATaNbl U3/1aHUS PACTIOPSIUTETBLHOTO JOKYMEHTA.

48. IIpuka3 o0 OCHOBHOH JI€ATENbHOCTH: MOHATHUE, NIPaBUIa COCTABIICHUS U
oopMIIECHUS.

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

50. IlocraHoBiEHUS U pElLIEHUS: HA3HAYEHHE, OCOOCHHOCTH COCTaBJICHUS U
oopMIIECHUS.

51. IIpoTOKOI: MOHATHE, TOPSIIOK COCTABICHUS U OQOPMIICHHUSL.

52. Haznauenne, BuAbl ©W TpaBwiIa OQOpMIICHUS HHPOPMAITMOHHO-
CTIPaBOYHBIX TOKYMEHTOB.

53. JlenoBble mUchMa: Ha3HAUEHUE, KIIacCU(UKALNS, CTPYKTypa U PEKBU3U-
THI.

54. DNeKTpOHHbIE MUCbMA U BEO-TIOKYMEHTBI: OCOOCHHOCTH COCTaBJICHUS,
oopmIieHUsI U TPUMEHEHUS B YIIPABICHUYECKOM IeATETHbHOCTH MPEATPUSATHSI.

55. JlokmamgHele, ClyKeOHbIC U OOBSICHUTEIbHBIC 3aIMCKH: PA3JIMIUsl, BUJIBI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

56. AKTBI: Ha3HAUYECHHE, CTPYKTYPA, MOPSTOK OPOPMIICHUS.

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

58. JIoKyMEHTBI 110 TPYJOBBIM OTHOIICHHSIM: COCTaB, OCOOEHHOCTH COCTaB-
JeHust U opopMIICHUS.

59. JIokyMeHTBI IO OCHOBHOM J1€ATEIbHOCTH MPEAIPUATHS OTPACIIH.

60. [lonsiTHE, OCHOBHBIC XAPAKTEPUCTHUKU W KIacCU(PUKALUA TOKYMEHTO-
obopora.

61. Opranuzanus paloOHaIbHOTO JOKYMEHTO000pOTa Ha MPEANPUITHH.

62. Tlopsm0K IPOXOXKACHUS BXOSIIETO, UCXOASIIETO U BHYTPEHHETO JOKY-
MEHTOIIOTOKOB B OpTraHU3aIliH.

63. Peructpanus MOKyMEHTOB: Ha3HAu€HHWE, MpaBUjla, PErHCTPAIIOHHBIC
dbopmbl 1 HOPMBI peTUCTPAITUH.

64. Opranuzarust HOOPMAITMOHHO-CITPABOYHON PabOTHI HA IPEATPUSITHH.

65. Opranusanusi CUCTEMbl KOHTPOJI HCHOJIHEHHUS IOKYMEHTOB Ha Mpe[-
MPUSTHH.

66. Cpoku XpaHEeHUs YIPaBICHYECKUX TOKYMEHTOB.

67. OnepaTUBHOE U apXUBHOE XPAHEHUE JOKYMEHTOB.
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68. [Iponemypa sKCIepTH3BI IIEHHOCTH TOKYMEHTOB.

69. Ilopsnok opopMieHHs 1e1 U Nepefayu T0KyMEHTOB Ha apXUBHOE Xpa-
HEHHUE.

70. OcOOEHHOCTH XpaHEHHUs FIEKTPOHHBIX IOKYMEHTOB.

71. TIopsii0K YHUUTOKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKaMH XPAHEHUS.

/2. llenu, 3amauM M HaNpaBJICHUS ABTOMATHU3alMM JIOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBIeHUs..

73. Cuctempl aBTOMATH3aIlMK JIEJIOTPOU3BOJICTBA W JIOKYMEHTOOOOpOTa
(CAI) Ha npeanpusTUU: OCHOBHBIE TPEOOBAaHUS, OPraHU3aLMsl BHEAPEHUS, MEp-
CHEKTUBBI PA3BUTHUA.

74. TexHONMOTUY 3aIIMUTHI TOKYMEHTHON HH(POPMAIUH HA IPEATNPUITHH.

75. Co3nanue >(h(PeKTUBHON CHCTEMBI YIpaBlIeHUSI JOKYMEHTaMHU Ha Mpe/i-
OPUSTUU.

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

3aoanue 1.

B centsi6pe 2018 r. ObUIO CO371aHO OTKPHITOE aKIIMOHEPHOE 00111ecTBO «JIu-
nep». llltatHelil coctaB 3T0# opranuzanuu — 456 paboTHukoB. B mratHoe pacnu-
canue OAQO ObUTH BKIIIOUEHBI JOJHKHOCTH 3aBEYIOIIET0 KaHIIEeIsIpUeH U CeKpeTa-
PA T€HEPaIbHOTO JUPEKTOPA.

Ha xoro u3 HuX 0kHA OBITH BO3JI0KE€HA 00S3aHHOCTh OPTaHU3aINH CITYXK-
os1 IOY B OAO «Jlunep»?

3aoanue 2.

B pesynbrate peopraHuzaiuu 3aKphITOro akiuuoHepHoro obmiectBa «Ko-
MaHJIOp» YMCICHHOCTh IITATHOTO COCTaBa CTPYKTYPHBIX MOJpa3/eiICHUN yBEIH-
Yujack BJIBO€. bbII0 MPUHATO perieHre mpeodpa3oBaTh OOIIMM OTAEH B yIpaBlie-
Hue nokyMeHtarmonHoro ooOecmeueHus (YJ1O). Cozmanune YJIO mpeamomnaraer
pacmpenue QyHKiui u 3aaa4 ciyx0b1 JIOY, co3nanue B Hell CTPYKTYpPHBIX TOJ-
pasziesieHui ¥ YBETMYEHHUE IITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxxet Ob1Th cTpykTypa YO u ee mraTHbiil coctaB? OObICHUTE 11e-
JI€COO0Pa3HOCTh MPEAJIaraeMoil CTPYKTYPHI, MOSICHAS HEOOXOIUMOCTh CO3/IaHUs
KaXXJIOr0 CTPYKTYPHOI'O MOJIpa3/IeJieHHs U BBeAeHUs B TaT pykoBoauteneit Y10,
CHEUHUAIMCTOB U TEXHUYECKUX UCIIOTHUTENEH.

3aoanue 3.

Nucnekrop obmiero otaena 3A0 «Kpyro3op», oTBedaromuii 3a BeAcHUE Jie-
JIOTPOU3BOJICTBA MO OOpalIeHUsIM rpaxaaH, GopMupoBajia B OJHOM Jielie 3asBiie-
Hus paboTHUKOB 3A0 U rpaxk/aH, He padoTarONIUX B JAHHON OpraHu3alluH.

[TpaBuibsHO 1 oHa noctynana? Kak Hamo hopMupoBath Aena, cojepraiiie
oOpaitieHust rpaxkaad, 1 oOpMIISITh UX JJIS Mepe/ladd B apXUB OpraHu3aiuu’?

3aoanue 4.

[Tpu odopmiieHnn nen s nepefadd B apXuB OpPraHU3allid, COACPIKAITUX
oOparieHus Tpaxaad, CPOK XPaHEHUsI KOTOPBIX, B COOTBETCTBUU C HOMEHKIIATYPOi
JIeJ, COCTaBIISJI TMAThH JIET, MHCIIEKTOP OOIIEro OT/ena, OTBEUYAIONIUN 3a JEIOpo-
M3BOJICTBO IO OOpAIeHUSIM TPakKJaH, TPOCMOTPEIT BCE Jielia MOJMCTHO, BHIHYII BCE
METAJJIMYECKUE KPEIUICHHS, TPOHYMEPOBAJI BCE CTPAHUILIBI MOCEPEAUHE TeJIeBON
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pPYUKOil, 0pOpMIII BHYTPEHHIOIO OMKCH U JIUCT-3aBEPUTENb Jela, IOMECTHI JIOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOIIYI0 ['OCTYy.

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

3aoanue 5.

Yucnennsit coctaB pabotHukoB OO0 «Cupuycy» - 15 denosek. B cTpykry-
pe olmiecTBa 00pa30BaHO TPU (PYHKIIMOHATBHBIX MOIPA3ACICHUs: CEeKpeTapuar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY OOECIICYCHUIO yTpaBJe-
HUS Y KaJIpOBOU J€ATEIbHOCTH; OyXraaTepusi U FOPUINYECKUA OTAEII.

OcTtanbHble paOOTHUKU BXOJAT B COCTAB I'PYII, CPOPMUPOBAHHBIX B COOT-
BETCTBHM C HAIMpPaBJICHUSMH OCHOBHOHW NEATECIHLHOCTH MPEANPHUATHS, HAIIPUMED,
rpynna mno pekjiame, Tpymma Mo MOArOTOBKE TEXHUYECKON TOKYMEHTAIlUH, TPyIIa
AKCIIEPTOB U Ap. ['pyYIIIbI HE SBIAIOTCS CTPYKTYPHBIMU MOPA3/ICTICHUSIMU U HE 3a-
KpEIUJICHBI YTBEP KICHHBIM IITATHBIM PACITUCAHUEM.

Kakyro knaccupukamoHHy0 cXxeMy HOMEHKJIATYpHhI JIed CIeAyeT peKOMEH-
JIOBATh JJI JAaHHOTO oO0I1ecTBa’?

3aoanue 6.

B Tedenue ronma y npeanpusTHs MOSBHIMCH HOBbIE HANPABJICHUS €ro Jes-
TEJILHOCTH W HOBbIE MapTHEphl. Kak cieicTBUE 3TOTO, MOSBWIOCH 3HAUUTEIILHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OB MPEAYyCMOTPEHBI ACHCTBYIO-
€ HOMEHKJIATYPOU JIEI.

PykoBoguTens npeanpusiTus CBOUM IpHKazoM o0s3ai cityxx0y 10V BHecTH
WM3MEHEHUS] B HOMEHKJIATYpy JieJ. B uTore 3To cBeNOCh K COCTAaBIEHUIO B CEPEIUHE
rojla HOBO HOMEHKJIATYpPHhI JI€], KOTOPYIO 3aHOBO YTBEPJUI PYKOBOAMUTEIb Npe-
TIPUATHS.

Hackonbko mpaBoMepHBI IEUCTBUS, PEAIPUHITHIE PYKOBOJCTBOM U CITYXK-
oot 1IOY npennpusatus? beiia 11 B JaHHOM clTydae HEOOXOIUMOCTh MepepadoTKU
HOMEHKJIATYpHI JeJl, U KaKkue TpeOOBaHUSI COCTABJICHUS HOMEHKIIATYPHI JeI CIey-
€T YYUTBIBaTh, 4YTOOBI N30€raTh MOJIOOHBIX CUTYaIIHA?

7.4 Meroauyeckue MaTepHuajbl, OINpeaesilOUmIie  MPOUEAYPbI
OLCHUBAHUS 3HAHWUN, YMEHUH, HABBIKOB, XaPaKTEePHU3YKINUX ITAIbI
¢GopmupoBaHusi KOMIETEHIIMA

KoHTponb 0CBOeHMSI TUCIUIUIMHBI U OLIEHKAa 3HAHUM 00yJaromuxcs mpou3-
Boautcs B coorBeTcTBUH ¢ [1m KyOoI'AY 2.5.1 «Tekyuunii KOHTpoJb ycrieBaeMOCTH
U TIPOMEXXYTOUHOM aTTeCTalluyi 00yJaroImuXCsi».

Kpurepusimu ouenku pedepara sBISIOTCS: HOBU3HA TE€KCTa, 0OOCHOBaH-
HOCTH BHIOOpA MCTOYHHUKOB JIUTEPATYPHI, CTEIIEHb PACKPBITHS CYIITHOCTH BOIIPOCA,
coOtoIeHus TpeOOBaHMI K 0OPOPMIIEHUIO.

OreHka «OTJIMYHO» — BHITIOJHEHBI BCE TPEOOBAaHUSA K HalMCaHUIO pedeparta:
o0o3HaveHa mpodJieMa U 000CHOBaHA €€ aKTyaJIbHOCTh; CJeIaH aHaIU3 Pa3IMIHbIX
TOYEK 3PEHUS Ha pacCMaTPUBAEMYIO IIPOOJIEMY | JIOTUYHO M3JI0’KeHa COOCTBEHHAs
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MO3UIIKS;, CPOPMYIUPOBAHBI BBIBOJBI, TEMa PACKPHITA TOJHOCTHIO, BBIJEPKaH
00bEM; coOJI0ICHBI TPEOOBAHUSI K BHEIIIHEMY O(DOPMIICHHIO.

OreHKa «XOpoII0» — OCHOBHBIE TpeOOBaHUs K pedepaTy BBHIMOIHEHBI, HO
IIPU 3TOM JIOMYIIEHBI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3IIOXKE-
HUHW MaTepuaia; OTCYTCTBYET JIOTHYECKasi TIOCIEI0BATEIHbHOCTh B CYXKICHUSIX; HE
BBIIEpKaH 00bEM pedepaTa; IMEIOTCS YIyIeHUs! B 0pOpMIICHUH.

OreHKa «yJAOBJIETBOPUTEIBbHO» — HMCIOTCSI CYIIIECTBEHHBIE OTCTYIUICHUS
oT TpeboBaHMil K pedeprupoBaHnio. B 4acTHOCTH: TemMa OCBeIleHa JTUITh YaCTUYHO;
JOMYIIEHBI (haKTHUEeCKUE OMMOKHN B COAEpKaHUH pedepara; OTCYTCTBYIOT BBIBO-
TIBL.

OrneHka «Heya0BJIeTBOPUTEIbHO» — TeMa pedepara HE pacKpbiTa, oOHa-
PYKHBaeTCs CYIIECTBEHHOE HEMMOHMMAaHUE MPOOIeMbl WK pedepar He MpeacTaB-
JICH BOBCE.

KpurepusimMmu omeHKH AOKJAJA SBISIOTCS: HOBH3HA TEKCTa, 0OOCHOBaH-
HOCTb BbIOOpa UCTOYHUKOB JIUTEPATYPbI, CTEIIEHb PACKPBITHS CYLIHOCTH BOIIPOCA,
coOto/IeHus TpeboBaHmit K 0POPMIICHHIO.

OrneHka «OTJIMYHOY» CTaBUTCS, €CJIM BBIIIOJIHEHBI BCE TPeOOBaHUS K HAMKCA-
HUIO JI0KJana: o0o3HaueHa mpodiemMa U O00OCHOBaHA €€ aKTyaJbHOCTb; CHEJIaH
aHaJIn3 Pa3JINYHBIX TOUEK 3PEHMSI HA paCCMATPUBAEMYIO MTPOOJIEMY U JIOTUYHO U3-
JOXKeHa COOCTBEHHAs MO3UIMS; C(HOPMYIUPOBAHBI BBHIBOJBI, TEMa PACKPHITA IMOJI-
HOCTBIO, BBIIEpKAH 00bEM; COOMIOICHBI TpeOOBaHMSI K BHEIIHEMY O(OPMIICHHIO.

OrneHka «XOpoIl0» — OCHOBHBIE TPeOOBaHMS K JOKJIAAy BBITIOJHEHBI, HO
IIPU 3TOM JOMYIIEHbI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3JIOXKE-
HUM MaTepuaia; OTCYTCTBYET JIOTHYECKas MOCIeI0BATEILHOCTh B CYXKACHUSAX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTCA YIYIEHUS B 0(DOPMIICHHH.

OrneHka «yAOBJIETBOPHTEIbHO» — MMEIOTCSI CYIIECTBEHHbBIE OTCTYIJICHUS
oT TpeOoBaHuil. B yacTHOCTH: TemMa OocBelleHa JIMIIb YaCTUYHO; JOMYILEHbI (ak-
TUYECKHE OIIMOKH B COIEPKAHUU JJOKJIaJa; OTCYTCTBYIOT BBIBOJIBI.

OrneHka «Hey10BJIeTBOPUTEIbHO» — T€Ma JI0KJIaja He pacKphiTa, OOHapy-
KUBAETCS CYIIECTBEHHOE HEMOHHMMaHuE MpoOJIeMbl UM JOKJIAJ HE MPEACTaBIICH
BOBCE.

Kpurtepuu oneHuBaHus BbINOJIHEHUS 3CCe

OueHka «OTJMYHO» — BBICTABIIETCS CTYACHTY, MOKAa3aBIIEMY BCECTOPOH-
HUE, CHUCTEMaTHU3UPOBAHHBIC, TJIYOOKHWE 3HAHUSI MPOOJEMHBIX BOIPOCOB ACCE U
YMEHHUE YBEPEHHO MPUMEHSTh UX HA MPAKTUKE MPU PEUICHUM KOHKPETHBIX 3aj/1ady,
CBOOOJ/IHOE U MPaBUIbHOE 0OOCHOBAHHUE MPUHSATHIX PEIICHUM.

OneHka «X0pouIo» — BBICTABIISIETCS CTYJICHTY, €CJIM OH TBEPJO 3HAET MaTe-
pUaJl, TPAMOTHO M MO CYIIECTBY HM3JIara€T €ro, ymeeT NMPUMEHATH MOJIyYCHHbBIE
3HAHUS Ha MPAKTHUKE, HO JOMYCKAET B OTBETE WM B PEIICHUM CUTYallMOHHBIX 3a-
Jlad HEKOTOPbIE HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTh C MOMOILIBIO JOTOJIHU-
TEJIbHBIX BOIIPOCOB MPENOIABATEIS.

OneHka «ya0BJIETBOPUTEIBLHO0» — BBICTABISICTCS CTYJEHTY, MOKa3aBIIEMY
(dbparMeHTapHbIN, Pa3pO3HEHHBIN XapaKTep 3HAHWM, HEJOCTATOYHO MPABUIIBLHBIC
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dbopMyIMpOBKH 0a30BBIX TOHATHIA, HAPYIIEHUS JJOTHIECKON MOCIEA0BATEIIBHOCTH
B M3JI0’KEHUH MTPOTrPaMMHOTO MaTepurasna, HeOOXOAUMBIMU JUIsl JaidbHENIero ooy-
YEHUSI U MOXKET MPUMEHSTh MOJyYeHHbIE 3HAHUS 10 00pa3ily B CTaHJAPTHOU CH-
TyaluHu.

OneHka «HeyA0BJIETBOPUTEIbHO» — BBICTABISIETCS CTYAECHTY, KOTOPBIA HE
3HAeT OOJIbIIIEH YaCTH OCHOBHOT'O COJIEpPKaHUSI BHIHOCUMBIX Ha KOHTPOJIbHYIO pa-
00Ty BOMPOCOB T€M AUCIHUIUIMHBI, TOMyCKaeT TpyObie OMMOKU B (GOpMYITHUPOBKAX
OCHOBHBIX TOHSITUA M HE YMEET UCMOJIb30BaTh MOJYYEHHbIC 3HAHUS TIPU BBIMOJI-
HEH 3CCe.

KpurepusiMmu oueHKH NOBeJAeHUs] TMCKYCCHHU SIBISIIOTCS: TOUYHOCTH apry-
MEHTOB (HCIOJIb30BaHNE TPUUNHHO-CIICACTBEHHBIX CBSI3eH); yeTkas (GopMyIupOB-
Ka apryMEHTOB U KOHTPAapTyMEHTOB; OCTYIMHOCTH (IIOHATHOCTH) W3JIOKEHUS; JI0-
TMYHOCTh (COOTBETCTBHE KOHTPAPIYMEHTOB BBICKa3aHHBIM AapryMEHTaMm); KOp-
PEKTHOCTbH UCIIOJIb3YEMOI TEPMUHOJIOTUN C HAYYHOU TOUKM 3peHust (IIpaBIUBOCTb,
JIOCTOBEPHOCTh, TOUHOCTh ONPEIEIICHUN); yJauHas Iojaya marepuaia (3MOLuo-
HAJIbHOCTh, WIUTIOCTPATUBHOCTh, YOEIUTEIBHOCTh); OTJEIEHUE (PAKTOB OT CyOBEK-
TUBHBIX MHEHUIl; MCIOJb30BaHUE MPUMEPOB (ApPTyMEHTHPOBAHHOCTbH); BHJICHUE
CYTH NpOoOJIEMbl; YMEHUE OPUEHTUPOBATHCA B MEHSIOILEHCS CUTyallMH; KOPPEKT-
HOCTb 10 OTHOIIEHUIO K ONIOHEHTY (TOJIEPAaHTHOCTh, YBaXKEHUE APYTUX B3IJIS/IOB,
OTCYTCTBHE JINYHOCTHBIX HAMaJ0K, OTKa3 OT CTEPEOTHUIIOB, PA3KUTAIOIINX PO3HD U
HEIPUS3Hb).

OrneHKa «OTJIMYHO» CTABUTCS, €CIM apTyMEHTHI MPUBOJMIINCH MO CYIIECT-
BY, KpaTKO JJAKOHUYHO, C MCIOJIh30BAaHMEM HEOOXOIMMON TEPMHHOJOTHH, B TO-
HATHOM M nocTynHou (opme; hopma nogaun MHGOPMALIMK COOTBETCTBYET €€ CO-
JIepKaHUIO; BIIaJICHIE BHUMAHUEM ayIUTOPUH, KOPPEKTHOE W YBAKHUTEIHLHOE OT-
HOILIEHUE K OCTaJIbHBIM YYaCTHUKAM JUCKYCCHUU; B BBICTYIJIEHUU (AKThl OTAEIEHBI
OT COOCTBEHHOI'O MHEHUS; MCIIOJIb30BAaHHE NMPUMEPOB; BUACHHUE CYTH IPOOJIEMBI;
YMEHHE OPUEHTUPOBATHCS B MEHSIOLIEICS CUTYaIUH.

OreHKa «X0pOoII0» CTaBUTCA, €CIIU apryMEHTHI IPUBOJUINUCH 10 CYIIECTBY,
HO ObUIM OTKJIOHEHHUS OT CYTH BOIIPOCA, MIPU apryMEHTALUU MPUCYTCTBOBAIM J10J]1-
r've BCTYIUICHUS U MOSICHEHUs, HE TpeOyromre He0OX0AMMOCTH; UCIIOJIb30BAHKE B
peur TepMUHOJIOTUH, ¢opMa mojaun MHQPOpPMallUd HE Bcerja Obljla yMECTHa, B
CBSI3M C YEM TEpPsUIOCHh BIAJCHHE BHUMAHHEM ayIUTOPWH, KOPPEKTHOE U YBaXKU-
TETHHOE OTHOIIEHUE K OCTATBHBIM YYaCTHUKAM JUCKYCCHH; B BBICTYIUICHHU (haK-
ThI CMEUINBAINCH C COOCTBEHHBIM MHEHUEM, YTO MOPOXKIATI0 CIIOPHI.

OreHKa «yAOBJIETBOPUTEIBHO» CTABUTCS, €CIIM CTYJIEHT HE OPHEHTUPYET-
Csl B CHTYyallil WIH OPUEHTUPYETCS HE TIOJTHOCTHIO, HE MOXET IPUBECTU apTyMEH-
THI Ha MTOCTABJICHHBIE BOIIPOCHI, a TAK)KE HE TIOKA3bIBACT YMEHUE BECTH IUCKYCCHIO
B COOTBETCTBYIOIICH (popMme.

OneHka «HeyI0BJeTBOPHUTEIbHO» CTAaBUTCS, KOT/Ia CTYAEHT OTKa3aJcs
y4acTBOBATh B IUCKYCCUU 10 IPUYMHE HE3HAHUS MaTepHaa.

Kpurepuu oneHKy 3HAHUN IPU HANIMCAHUM KOHTPOJIbHOI PadoThI
OrneHKka «OTJIMYHO» — BBICTABISIETCS OOyYaroIIeMycsi, TIOKa3aBIIeMy BCe-
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CTOPOHHHUE, CHUCTEMAaTH3UPOBAaHHBIC, TITyOOKHE 3HAaHHS BOMPOCOB KOHTPOJIBHOM
paboOThl U YMEHUE YBEPEHHO NIPUMEHATh UX HA MPAKTUKE MPHU PEIICHUU KOHKPET-
HBIX 33J1a4, CBOOOIHOE U MPaBUIIbHOE 0OOCHOBAHUE IPUHATHIX PEIICHUI.

OrneHKa «X0poII0» — BBICTABISIETCS] 00yUaroLEMYCsl, €CJIM OH TBEPJIO 3HAET
MaTepHuall, FPaMOTHO U IO CYIECTBY MU3JIaracT €ro, yMeeT IPUMEHATH I10JyYEHHBIE
3HAHMS Ha MPAKTUKE, HO JOIYCKAeT B OTBETE WM B PEIIECHUU 3a7a4 HEKOTOPHIC
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOIIBIO JIOIIOJHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yAOBJIETBOPUTENIbHO» — BBICTABISETCS OOydaromeMycsi, MoKa-
3aBIIEMY (pparMEHTapHBIN, pa3pO3HEHHBIN XapaKkTep 3HAHUM, HEIOCTATOYHO Mpa-
BUJIbHBIE (POPMYITUPOBKH 0a30BbIX MOHATUMN, HAPYIIECHUS JIOTUYECKON MOCIe0Ba-
TEJIBHOCTH B U3JIOKEHUH ITPOTPaMMHOI0 MaTepuania, HO IPHU 3TOM OH BIIAJEET OC-
HOBHBIMH MOHSTUSIMUA BBIHOCHUMBIX Ha KOHTPOJIbHYIO PabOTy Te€M, HEOOXOIUMBIMH
JUIS JalibHEHIIero oOydyeHus U MOXKET IPUMEHSATh MOJIy4YeHHbIE 3HaHUS 110 00pa3-
11y B CTAaHJApTHOM CUTYyal1U.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — BBICTABISETCS 00yYaroniemMycs, KOTo-
pBIii HE 3HaeT OOJIbLIEH YacTh OCHOBHOTO COJAEPKaHUSI BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BONPOCOB T€M JUCLHILIMHBI, JOIyCKaeT IrpyOble OLIMOKHU B (hOpMYIIH-
pPOBKax OCHOBHBIX IIOHATHUH U HE YMEET HMCIOJIb30BATh IIOJYYECHHbIE 3HAHUSA IPU
PELIEHUH TUIIOBBIX NPAKTUYECKUX 3a4ad.

Kpurepuu oneHuBaHus BBINOJIHEHUS KellC-3aIaHN I

Pe3ynbTaT BBINOJHEHHSI KEUC-3a1aHUSI OLICHUBACTCS C YYETOM CIICIYIOIINX
KPUTEPHUEB:

— MOJHOTA NPOPa0OTKU CUTYALINH;

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBH3HA U HEOPJUHAPHOCTH MPEACTABICHHOTO MaTepualia U peleHul;

— TEPCIIEKTUBHOCTh M YHUBEPCATLHOCTh PEIICHUI;

— YMEHHE apryMEHTHPOBAHO 00OOCHOBATH BHIOPAHHBIA BApUAHT PEIICHMUS.

Ecnu pe3ynbrar BINOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAUYEHHOMY
KPUTEPHUIO CTYACHTY IPHCBAUBAETCA OAMH Oay (3a Kaxawlid kputepuit mo 1 Oai-
y).

OreHKa «OTJIMYHOY» — TP Habope B 5 6aIOB.

Orenka «xopouio» — nmpu Habope B 4 6anna.

O1ieHKa «y/10BJIETBOPUTEIBbHOY» — ITpU Habope B 3 Oaa.

O1ieHKa «HEeYA0BJIETBOPHUTEILHOY» — IIPU HaOope B 2 Oasuia.

KpuTtepun onieHKu 3HAHUH NMPU MPOBeIeHUN TECTHPOBAHUS

OlLieHKa «OTJUYHO» BBICTABIISCTCS MIPU YCIOBUM MPABUILHOIO OTBETA CTY-
JICHTa HEe MeHee ueM Ha 85 % TeCTOBBIX 3aJaHU;

OlieHKa «XOPOIIOY BBHICTABISACTCS MPU YCJIOBUM MPABUIHLHOTO OTBETA CTY-
nenTa He MeHee yeM Ha 70 % TeCTOBBIX 3aJaHui;

OreHKa «y/10BJIETBOPUTEIbHOY» BBICTABIISICTCS TIPU YCIOBHH MPABHIBHOTO
OTBETA CTyAEHTa HE MeHee ueM Ha 51 %;
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OneHKa «HeyIOBJIETBOPHUTEIbHO» BBICTABISCTCS MPU YCIOBUM TMPABUIIb-
HOTO OTBETa CcTyJeHTa MeHee yeM Ha 50 % TeCTOBBIX 3aaHUM.

Pe3ynbTaThl TEKyIEro KOHTPOJIS HMCIOJB3YIOTCS IPH MPOBEACHUU MPOME-
JKyTOUHOMU aTTeCTAIUH.

KpuTtepun onieHKH 3HAHMA PU NPOBeEIEHUN 3a4€Ta

OneHka «3a4TeH0» — JIaH TOJHBINA, Pa3BEePHYTHIM OTBET Ha MOCTABICHHBIN
BOMPOC, MOKa3aHa COBOKYMHOCTh OCO3HAHHBIX 3HAHHWM 00 OOBEKTE, MPOSBISAIO-
mrasicsi B CBOOOJHOM ONEPUPOBAHUU TOHATUSMU, YMEHUHU BBIICIUTH CYHICCTBEH-
HbI€ U HECYILECTBEHHbIE €r0 MPU3HAKU, NPUYMHHO-CIIEICTBEHHbIE CBA3U. MoOryT
OBITH JTOMYIIEHBbI HEAOYETHl B ONPEIEICHUU MOHATUM, UCIIPABICHHBIE CTYIEHTOM
CaMOCTOATENIBHO B IIPOLIECCE OTBETA.

OueHka «He 3a4TeH0» — JOIMYyLIeHbl TpyOble OUIMOKM MpU ONpPEAEIICHUN
CYIIHOCTH PaCKpbIBAEMBIX ITOHATUM, TEOPHil, SBJICHUN, BCIEACTBUE HETIOHUMAHHUS
CTYJIEHTOM HX CYIIECTBEHHBIX M HECYIIECTBEHHBIX IIPU3HAKOB U CBsA3€il. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUSI 0000IIEHHBIX
3HAHMI HE ITOKA3aHO.

8 IlepeyeHb OCHOBHOW U JONMOJHUTEILHON yueOHOI JuTepaTy-
pbI

OcHoBHasl yueOHas1 JIUTEpaTypa

1. KupcanoBa, M. B. Kypc nenonpousBojacTBa: JOKYMEHTAIIMOHHOE 0OeC-
neueHue yrpaniieHus: yaeoHoe nocodue / M. B. Kupcanona, FO. M. AkceHoB. — 6-
y u3f., ucnp. u gomn. — MockBa: HOPA-M, 2020. — 257 c¢. — Pexum poctyna:
https://znanium.com/catalog/product/1088888

2. KprokoBa, H. II. JlokymeHTHpOBaHHE YNpaBICHUECKON EATEIbHOCTH:
yue6. mocobue / H. I1. Kprokosa. — M.: UHOPA-M, 2019. — 268 ¢. — Pexxum noc-
tyna: https://znanium.com/catalog/product/991955

3. [Nanacenko, 10. A. JlokymMeHTHpOBaHHE YIPaBIECHYECKONU NEATEIHHOCTH:
VYuebnoe nocodue / FO.A. ITanacenko. — Mockpa: PUUOP, 2018. - 138 c.: — Pexum
nocryna: https://znanium.com/catalog/product/927448

JlonoyiHUTeIbHAS yueOHAasl JuTepaTypa

1. beikoBa, T. A. JlokymeHTaIlMOHHOE o0ecIieueHne yrnpaBieHus (JIeI0mpo-
n3BOJICTBO): yueOHoe mocobue / T. A. beikoBa, T. B. Ky3uenona, JI. B. Cankun;
nox obmr. pea. T. B. Ky3nenoBoii. — 2-¢ u3zn., nepepad. u gom. — MockBa: MH-
OPA-M, 2022. — 304 C. — Pexum JOCTyIIA:
https://znanium.com/catalog/product/1863409

2. Imutpuena, JI. U. JlokymeHTanmmoHHOE oOecreueHne ymnpaBiIeHYECKON
nearenbHoCcTH: yueOHoe nocobue / JI. . Jimutpuena, U. B. Py3aeBa. — HoBocu-
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oupck: WM3m-eo HITY, 2019. - 100 c¢. - Pexmm pgocryna:
https://znanium.com/catalog/product/1869277

3. JImutpuena, JI. M. JlokyMeHTAalIMOHHOE OOECIEUCHHE YIPABICHUYCCKON
JeATeNIbHOCTH : yueOHoe nocodue / JI. . JImutpuena, U. B. Py3aeBa. — HoBocu-
oupck : Uza-so HI'TY, 2019. — 100 c. Teker : anekTpoHHbIA. — Pexxum moctymna:
https://znanium.com/catalog/product/1869277

4. Tlerymko, H. E. JlokymMmeHTallMOHHOE 0OecIieueHrue yrpaBlIeHHs : yueOHO-
metoauueckoe mocodbue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. —
Pesxxum noctyna: https://e.lanbook.com/book/176019

5. Paznopoxnsiid, A. A. JIOKyMEHTUPOBAaHHUE YIPABICHUYECKOW NIEATEIBHO-
ctu: yueb. [Tocodue / A. A. Pazmopoxnsrii. — M.: UHOPA-M, 2018. — 304 c. —
Pesxxum noctyna: https://znanium.com/catalog/product/969585

O [lepeyennb pecypcoB HH(POPMANUOHHO-TEJTEKOMMYHHKAIUOH-
Ho#l ceTu «AHTEpHET»

Ilepeuens ObC
Ne HaunmenoBanmue TemaTuka Cceblika
1. | Znanium.com YHuBepcanbHas
2. | IPRbook YHuBepcanbHas
3. | O6pasoBarenbHbiii noprast Kyol'AY | YHuepcanpHas

Ilepeuens MHTEpPHET CAalTOB:

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

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

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

Kypnan «l'eHepanbHbli OUPEKTOP. YTNPABICHUE NPOMBINUIEHHBIM IPEJ-

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

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

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

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

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

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

Kypnan MeHemKMeHT CeroHs https://grebennikon.ru/journal-
6.html#volume2020

DIIEKTPOHHBIN KypHai «Y1paBieHue NPEATPUATAEM»
https://e.management.mcfr.uz/promo.aspx
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10 MeToauueckue yKa3aHusA JJIs1 00y4alOIIMXCsl M0 OCBOEHUIO
AUCHUILIUHBI

1. HWsanoma, U. I'. JlokyMeHTHUpOBaHHE YIPABICHUECKON JEATECIbHOCTHU:
metoa. ykazanus / coct. W. I'. IBanosa. — Kpacuogap: Ky6I'AY, 2021. — 77 c. —
Pexxum moctyna: https://edu.kubsau.ru/mod/resource/view.php?id=10227

OcBoeHne TUCHUITMHBI O0YyYAOIMIMMUCS MPOU3BOAUTCS B COOTBETCTBUH C
JIOKaJIbHBIMH HOPMAaTUBHBIMU aKTaMU:

— IIn KyOI'AY 2.2.4 «®@oHJ OLIEHOYHBIX CPEJICTBY;

— IIn Ky6I'AY 2.5.18 «Opranuzaius o0pa3oBaTebHON AESITEIBHOCTH TI0
nmporpaMmam OakaiaBpuaTay;

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

11 Iepeyenb MHMOPMANMOHHBIX TEXHOJIOTHI, HCIOJb3yeMbIX
IPH OCYLIECTBJICHUU 00PA30BaTEJIBLHOIO MPoOLECcCa M0 TUCHUILINHE,
BKJIIOYAS nepevYeHb MPOrpaMMHOI0 o0ecnieueHust U
HH(POPMALMOHHBIX CIIPABOYHBIX CUCTEM

WNHupopmalinoHHbIe TEXHOJIOTUH, UCIIOJIb3yeMbI€ MPU OCYIECTBICHUN 00pa-
30BaTEJILHOTO IIpolLiecca M0 AUCLMILIAHE, TO3BOJISIOT:

— o0ecneynTh B3aMMOJECHCTBHE MEXKIY YYaCTHUKAMH O0pa30oBaTEIbHOIO
mpolecca, B TOM YUCJI€ CUHXPOHHOE M (WJIM) aCUHXPOHHOE B3aUMOJIEUCTBHE TO-
cpeactBom cetu «MHTEepHETY;

— (ukcHpoBaTh X0 00pPa30BATENBHOIO MPOLIECCA, PE3YJIbTATOB MPOMEKY-
TOYHOM aTTeCTalluy MO AMCLUUILIMHE U Pe3ylbTaTOB OCBOEHHUS 0Opa30BaTeIbHOMN
IIPOrpamMMBl;

— OpraHu3oBaTh Npolecc 00pa30BaHUs IMyTEM BHU3yalU3allUUd H3ydaeMOM
yH(pOpMaIMU OCPEACTBOM UCIOJIb30BaHUs MPE3EHTAUM, YUEOHBIX (DUIBMOB;

— KOHTPOJHMPOBATH PE3YJIbTaThl 00YYEHHUSI HA OCHOBE KOMIIBIOTEPHOTO TeC-
TUPOBAHUSI.

[lepedeHs JIMIIEH3NOHHOTO MPOTPAMMHOT0 00€CTICUCHUS

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepanuoHHas CHCTEMa

2 Microsoft Office (Bximtouaer Word, Excel, Power- | [TakeT opHCHBIX TPUITOKESHUH
Point)

3 Cucrema tectuposanus INDIGO TectupoBanue
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[lepeuennr npodeccroHanbHBIX 0a3 JAHHBIX U MH(DOPMAIMOHHBIX CIPaBOY-

HBIX CUCTEM

Ne HaumeHoBaHue Temaruka JIeKTPOHHAS MOYTA

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

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

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

12 MarepuajibHO-TeXHHYECKOE oOOecrieueHue sl 00y4eHusI
10 JUCHMILJIMHE

HJ'IaHI/IpyeMBIC IMOMCHICHUA IJIS ITPOBCACHUA BCCX BUIOB qu6HOﬁ ACATCIIb-

HOCTH

Ne

HanmenoBaHue y4eGHBIX

HaumeHnoBanue nomenieHuil ais npoBeaeHUs

Anpec (MECTOMNOI0KEHHUE)

n/n MIPEAMETOB, KypCOB, BCEX BHJIOB YUE€OHOMW JESTEIbHOCTH, IPEIy- NOMELICHUH JJIs TPOBENICHUS
JUCUMILUIMH (MOAYJEeH), | CMOTpPEHHOH y4eOHBIM IUIaHOM, B TOM YHUCIIE, BCEX BHJIOB Y4eOHOM siesi-
NPAKTHKH, MHBIX BUJIOB | MOMEIIEHHUH [l CAMOCTOSITENBHON paboThl, ¢ | TEJLHOCTH, IPEAYCMOTPEH-
y4eOHON eI TebHOCTH, yKa3aHHEM IepevHs] OCHOBHOTO 000pynoBa- HOIl y4eOHBIM IUIaHOM (B

HPeyCMOTPEHHBIX HHS1, y4eOHO-HATIISIHBIX TOCOOHMH M HCIIOJIb- cllydae peanusaluu o6paso-
y4eOHBIM IUIAHOM 00pa- 3yeMOT0 IIPOrPaMMHOT0 00ECIICUCHHUS BaTEJIbHBIX IPOrPaMM B ceTe-
30BaTeIBHON POrpaMm- BOH hopMe TOIOTHUTENEHO

MBI YKa3bIBACTCsl HANMEHOBAHUE
opraHu3zanuy, ¢ KOTOpoi 3a-
KITFOYEH JIOTOBOD)
1 2 3 4
1. JlokyMeHTHUpOBaHNE ITomemtenne Ne402 DK, mocafouHBIX MECT — 350044, KpacHonapckuit

YIPaBICHYECKOU Aesl-
TENbHOCTU

50; miomans — 60,8 M%; yuebHas ayauTOpHs
JUIs TIPOBEJICHNUS! 3aHATHI JISKIIMOHHOTO TUIIA,
3aHATHUI CEMMHAPCKOTO TUIA, KYPCOBOT'O HPO-
eKTHUPOBaHUS (BBITIOJIHEHHUS KYPCOBBIX padoT),
TPYIIOBBIX U HHANBUYAIbHBIX KOHCYIIbTa-
LU, TEKYIIEro KOHTPOJIS U TPOMEXYTOUHOH
aTTecTalny.

CHeNHaNN3UpOBaHHast MeOenb (yueOHas 1oc-
Ka, yueOHas MeOep);

TEXHHYECKUE CPe/ICTBA 00ydeHus], HabOPHI
JIEMOHCTPAIMOHHOTO 000py/I0BaHus U yueo-
HO-HarJISHBIX TTocoOuii (HOyTOYK, MPOEKTOP,
9KpaH);

Joctyn k cetu «HTepHET;

JIOCTYII B 3JIEKTPOHHYIO 00pa30BaTeIbHYIO
Cpeny YHUBEPCHTETA,;

nporpammuoe obecneuenue: Windows,
Office.

ITomemenne Ne305 DK, mocamodHBIX MECT —
30; mrormmans — 41,7m?; JlabopaTtopust Me-
HE/DKMEHTA U MapKETHHTA.

TEXHUUYECKUE CPEJICTBA OOyUSHUS
(KOMITBIOTEP TIEPCOHANBHBIA — 4 IIT.);
Ha0OPBI JIEMOHCTPAIIMOHHOTO 000PYAOBAHUS
1 y4eOHO-HaTIATHBIX TocoOunit (HOyTOYK,
MIPOEKTOP, FKPaH);

Jnoctyn k cetu «HTepHEeT;

JIOCTYTI B 3JICKTPOHHYIO WH(MOPMAIIMOHHO-

kpa#, r. KpacHogap, yi. um.
Kanununa, 13
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HaunmenoBanune yueOHBIX

HaumenoBanue nomeneHuit st IpoOBEACHUS

Anpec (MecCTOIOIOKEHHE)

/i IPEeIMETOB, KypCOB, BCEX BUIOB Y4eOHOH ASATEIBHOCTH, IPEAy- | MOMEIICHHUH A IPOBEeICHUS
JUCHIUIUTAH (MOJTyJIeH), CMOTPEHHOU y4eOHBIM IJIAHOM, B TOM YHCIIE, BCEX BHIOB yueOHOM aes-
NPAKTUKH, HHBIX BUIOB | IOMEIICHHUH JUI CAMOCTOSTEIBEHOM paboThL, C | TEIBHOCTH, IPELyCMOTPEH-
y4e0HOI1 NesTeTbHOCTH, yKazaHHEM IepeYHs OCHOBHOTO 000pyIOBa- HOW y4eOHBIM IUTAaHOM (B

HPeyCMOTPEHHBIX HHS, y4eOHO-HATIISIIHBIX HOCOOMH W HCIIOJIb- cllydae peanusaiuu obpaso-
Y4eOHBIM IUTaHOM 00pa- 3yeMOro IpOrpaMMHOTO 00ECTICYeHNUS BaTENFHBIX IIPOTPaMM B CETE-
30BaTeNbHOMN MPOTpaM- BOW (hOopMe JTOTIOTHUTETHHO

MBI yKa3bIBaeTCsl HANMEHOBAHUE
OpraHu3alyH, ¢ KOTOpoil 3a-
KITFOUCH JIOTOBOD)
1 2 3 4

00pa30oBaTeIbHYI0 Cpe/ly YHUBEPCHTETA,;
nporpammuoe obecnieuenue: Windows, Office
crienuanu3upoBantas Mmedenb (yueOHas 10c-
Ka, yaeOHast MeOelh).

TTomemtenne Ne211 HOT, momans — 19,3M2;
MIOMEIICHUE ISl XpPaHSHHUS ¥ NPOpHIaKTHYC-
CKOTO 00CITy)KHBaHUs YIeOHOTO 000pyIOBa-
HHUSL

CIUIUT-cUCTeMa — 1 IIT.;
XOJIOAWIBHUK — 1 MIT.;

TEXHUYECKUE CPe/ICTBA 00yUeHUs

(My — 1 mr,;

npoekrop — 1 wr.;

KOMIBIOTEP MEePCOHATBHBIN — 2 IIT.);
mporpammHOe obecnieueHne: Windows,
Office, INDIGO.

TTomemenne Ne211a HOT, mocagoyHbIx MecT
— 30; momans — 47,1 Mz; IMOMEIIECHUE IS
CaMOCTOSTENIFHON paboTHI 00YJarOLTHXCS.
KOHJMIIMOHEp — 2 IIT.;

TEXHUYECKHE CPEeICTBA 0OYUEHUS

(mpuHTEp — 2 1WIT.;

9KkpaH — 1 mT.;

npoekrop — 1 wmr.;

cereBoe obopynoBanne — 1 mT.;

ubm — 1 mmr.;

KOMIBIOTEp MMEPCOHATBHBIN — 6 IIT.);
JocTym K ceTH «MHTepHeT»;

JOCTYII B 3JICKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO CPe/ly YHUBEPCHUTETA;
CIenMaNIn3UpoBaHHast Mebenb (yueOHas Me-
0enb);

[Iporpammuoe obecnieuerne: Windows,
Office, cnenanu3upoBaHHOE JINIIEH3UOHHOE
1 cBOOOJTHO pacIpocTpaHsIeMoe IIPorpaMMm-
Hoe obecreueHue, peyCMOTPEHHOE B pado-
yel nporpaMme
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