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1. Lestu ocBOEHMS TN CHUTTHHBI.

enssMu mpemnomaBaHusi TUCHUILIUHBI «JloKyMeHTarimoHHOEe oOecrieueHne Ou3Heca»
SIBIIAIOTCS:

- (opmupoBaHHE KOMIUIEKCAa 3HAHWW, YMEHMH W HABBIKOB B OOJACTH OpTaHHU3AIluU
JIOKYMEHTAI[MOHHOTO o0ecrieueHusi On3Heca Ha OCHOBE PallMOHANBHBIX, HAYYHO-000CHOBAHHBIX
NPUHIIAIIOB W  METOJOB €r0  COBEPIICHCTBOBaHUS, (OpPMHpOBAHHE MPOTPECCUBHOTO
MONX0Ja K  PEIICHUI0  BaXHEWIIUX  3amad  JOKYMEHTHPOBAaHUS  BCEX  CTOPOH
YIpaBJICHYCCKON JACSITETLHOCTH.

2. MecTO AUCHUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpamMMBbl.

Juctumnuna «JlokymenTtanmonHoe obecredenne Ousneca» (b1.B.13) oTHOCHTCS K
qacTH, GOPMHUPYEMON yJaCTHUKaMH 00pa30BaTeIbHBIX OTHOMICHUH. Ee n3yueHne oCHOBBIBaETCS
Ha 3HAHMUSIX, YMEHUSIX U HaBBIKaX, MOJTYUYEHHBIX CTYJEHTAMU B paMKaX OCBOCHHUS JHUCLUILTUHBI
«OcHOBBI MeHEKMEHTa». OCBOCHHE YKA3aHHOTO Kypca, C OJAHOM CTOPOHBI, MOJrOTaBIMBAET
ciIymiateneil K BOCHPUATHIO AUCHUIUIMHBI «JloKyMeHTalmoHHOe obecrieueHue Ou3Heca», a C
JIPYTOl CTOPOHBI, TOTIOJNHSAET 3HAHHWS, HABBIKK W YMEHHs, MOJTYYEHHBIE UMH B TIPOIECCE €TO

HU3YUCHUA.

3. [Inanupyemble Ppe3yJabTaThl

OﬁyquI/Iﬂ nmo JAMCHMIIJIMHE,

COOTHECCHHBIC C

IVIAHMPYEMbIMHU Pe3yJIbTaTAMHU OCBOCHUS 00Pa30BaTEILHOI POrPaAMMBI.

ITpouecc

HU3YUCHUA

TUCLUITINHEL

HaIlpaBJICH Ha

dbopMUpOBaHHE  CIEAYIOIIUX

komneTeHid B cootBercTBUU ¢ ®I'OC BO, OOII BO u npuoOpereHus ciaeayomux 3HaHUM,
YMEHUH, HaBBIKOB U (WMJIM) OIBITA IEATEILHOCTH:

dopMmupyemas Nuaukarop 10cTHKEHUA Ilepeuennb
KOMIICTEHIUA KOMIIETCHLUH IUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs
(kox u (xox u popmyIUpPOBKA)
(hopMyaHpoBKa)
ITpodeccnonaJbHbIe KOMIIETEHIIUH
OK I -3.2. Omnpexnenser | 3HaTh:
nK (H) 3. BO3MOKHOCTHU UCIIOJIB30BAHUS -}]TR'I::’?:BaHHSI K O(I)OpMJ'IeHI/IIO TEKCTOB JTOKYMCHTOB
Criocoben TOTOBBIX MPOEKTOB, :
AITOPUTMOB i naketop | -  OPTaHH30BBIBATH JIOKYMEHTOOOOPOT:  TIpueM,
IUIAHUPOBATH, TIPHKITATHBIX TPOrpamMm 00paboTka, perucTpanus, KOHTPOJb, XpaHCHHE
OpraHu30BbIBAT, > | mokymenToB
KOOPAMHHPOBATH TIO3BOJIAIOMINX COSMABATE | B aneTh HABBIKAMME:
u SKOHOMHUHCCKH 06OCHOBaHHLI? - CO31aHusl H O(I)OpMJleHI/IH OTACJIIbHBIX BHIOB
KoHTponupoats | CHCTEMBI 00pabOTKH TIaHOBOM JIOKYMEHTOB B COOTBETCTBUM C HOPMATUBHOU 0a30i,
THIIOBBIE 3aa4d uH(opMaIH B TOM 4YHCJ€ C HCIOIb30BAHHEM HH(OPMAIHOHHBIX
OIEPALIMOHHOTO TEXHOIOTHH
MEHEIKMEHTA

K II) -3.3. Bsmonuser
OIICHKY MIPOM3BOACTBEHHO-
TEXHOJIOTUYECKOTO MOTEHI[HANIA
MHHOBAIMOHHON OpraHU3alluU C
WCTIOJIB30BAHUEM CTaHAAPTHBIX
METOJIMK U aJITOPUTMOB.

Baagern HaBBIKAMH:
- OIEHKM  MPOU3BOJICTBEHHO-TEXHOJIOTHUECKOTO
MOTEHIIMaTa UHHOBAIIMOHHOM OpraHu3aiuu




4. O0beM, CTPYKTYpa U cOAepKaHue TUCHUILINHBI.
OO6mr1ast TpyA0€MKOCTh TUCIUILTMHBI COCTABIIIECT 3 3aueTHbIe enuHuiibl, 108 akazn. Yacos.

Ounas popma

Ne TeMmbl (pa3nesibl) Buabl yueOHbBIX 3aHATHIA, ®DopMBbI TEKYLIET0
n/n AUCIUIINHBI, BKJII0Yasi CAMOCTOSITEJIbHYIO padoTy | KOHTPOJISI yCIIEBAEMOCTH
HX coJepiKaHue o CTY/IEHTOB,
E U MX TPYA0EMKOCTh dopma NpoMeKyTOUHOI
‘S’ (B akaileMHMYeCKHUX Yacax) aTTecTAlNH
3 (o cemecrpam)
®opmb1 0 u JOT
(IpU HATUYMH)
KonrTakTHasi pa6ora
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1. |CIIOCOBbI CO3JAHUA 5 1 2 - 1 9,7 |Pedepats
JOKYMEHTOB Teoperudeckas KOHTpOIbHAs
(JOKYMEHHMPOBAHUS) U pabora
HA3HAYEHUE
JOKYMEHTOB
2. |T'OCYJAPCTBEHHOE 5 4 4 - 1 10
PEI'YJIMPOBAHUE
JOKYMEHTAIITMOHHOI'O
OBECIIEYEHUA
YIIPABJIEHUA
6 mom yucne ¢ 30 u J[OT 5 |Marepuansl B LMS
Moodle:
- TIpe3CHTAaLus;
- 3aJaHue A TEKYLIEro
KOHTpOJIsL «Y CTaBy
3. |OBLIME HOPMBI 1 5 8 8 - 1 10 |Tecr
IMPABUNJIA OPOPMIIEHU
JOKYMEHTOB
6 mom yucne ¢ 0 u J[OT 5 |Marepuans B LMS
Moodle:
- 3aJaHue I TEKYLIEro
KOHTPOJIs1 «PEKBU3UTHD
4. |COCTABIJIEHUE U 5 8 8 - 1 10 |KonTposabHas pabora
ODOOPMIJIEHHUE (cocraBnenue OTJIEbHBIX
OTJEJIbHBIX BNZIOB BUJIOB IOKyMEHTOB)
JOKYMEHTOB
6 mom yucne ¢ 20 u J[OT 5 |Marepuanst B LMS
Moodle:
- 3aJaHue I TEKYyLIEro
KoHTpoJisi «CocTaBieHue o
odopmiieane OP 1y
5. |OPTAHU3ALINA PABOTBIC | 5 5 6 - 1 10 |Teopermueckuii AUKTAHT
JOKYMEHTAMU
0,3 3auer
Bceero 26 | 28 - 5 103 | 48,7
6 mom yucne ¢ 90 u JJOT 15




Conep:xanue pa3aesoB JUCHHUILIUHbBI

1. CHOCOBBbI CO3JAHUSA JTOKYMEHTOB (1I0KYMEHUPOBAHUA) U
HA3HAYEHHUE JOKYMEHTOB

1. CriocoOsI co3/1anms TOKYMEHTOB;

2. TepmuHONOrHUECcKas 0a3za JOKYMEHTHPOBAHUSI.

2. TOCYIJAPCTBEHHOE PEI'YJIMPOBAHUE JOKYMEHTAIIMOHHOI'O
OBECIIEYEHMUS YIIPABJIEHUSA

3. OBIIME HOPMBI U ITPABUJIA O®POPMJUIEHUA JOKYMEHTOB
1. OcHOBHBIE TpEOOBaHMS K COCTABJICHUIO U O()OPMIICHUIO TOKYMEHTOB;
2. bnaHky JOKyMEHTOB;
3. PekBU3UTBI JOKYMEHTOB;
4. TpeOoBaHMs K TEKCTY JOKYMEHTA. DJIEMEHThI TEKCTa;
5. Opuanueckas cuina JOKyMEHTa.

4. COCTABJIEHUE U O®OPMJIEHHUE OTJAEJIBHBIX BUJOB JOKYMEHTOB
1. Opranu3aiiMOHHbIE JOKYMEHTHI;
2. PacniopsauTenbHble TOKYMEHTHI;
3. MudopMalinoHHO-CIPaBOYHbIE IOKYMEHTBHI.

5. OPTAHU3ALIUSA PABOTHI C JOKYMEHTAMUA
1. Opranuzanus 10KyMeHTo0o0O0poTA:!
1.1. O0mue moI0KeHNS,
1.2. ITpuem 1 06paboOTKa BXOAANINX U UCXOASIINX TOKYMEHTOB;
1.3. Peructpanusi JOKyMEHTOB U KOHTPOJIb 3a CPOKAMU UX UCIIOJTHEHHS;
2. XpaHeHHe TOKyMEHTOB B J€JIOMPOU3BOACTBE OpraHU3alIlNY;
3. KoMnbroTepHBIE TEXHOJIOTHH B ACIIONPOU3BOICTBE.

5. Oﬁpa30BaTe.ﬂbeIe TEXHOJOIHH, B TOM YHCJIE€ TEXHOJOIMM IJJEKTPOHHOIO
Oﬁy‘leHHH H JUCTAHIHHUOHHbIC 06pa30BaTeJ1bele TEXHOJIOTUH, HCHOJbB3YEMBIC IIPpH
OCyIIeCTBJICHUH Oﬁpa30BaTeHbHOFO nmpouecca 1mo TMCumMIlInHe

B mporiecce o0yueHus UCTIONB3YIOTCS CIEAYIONINE 00pa3oBaTeIbHbIe TEXHOIOTHHU:

AkanemMuveckasi JIEKIUS — TI0CJIeI0BaTeNIbHOE U3JI0KEHUE Marepuaia
Mpeno/iaBaTesieM, paCCMOTPEHHE TEOPETUUECKUX U METOJ0JIOTHYECKUX BOIMPOCOB JUCHUILITUHBI
B JIOTMYECKH BBHIFICp)KaHHOW ¢opme. B mpormecce mnekmum mnpenogaBaTeNib CTUMYIHPYET
CTYJICHTOB K Y4acTHIO B OOCYXJICHHUU BOTPOCOB U BBICKA3HIBAHUIO COOCTBEHHOW TOYKH 3PCHUS
obcyxmaemoit mpooOsematuku. Llean m TpeGoBaHUs K akaJeMHUYECKON JICKIIUUA: COBPEMEHHBIN
HAy4YHBIH YpPOBEHb, HWH(OPMATUBHOCTh, CHCTEMHOE OCBEIICHHE KIIOUEBBIX TMOHATUH U
MTOJIOKEHUH TI0 COOTBETCTBYIOIIECH TeMe, 0030p M OILIEHKA CYIIECTBYIONIEH MPOoOIeMaTUKH, avya
METOAMYECKUX PEKOMEHIallUi CTyACHTaM JJis JalbHEHIIero u3y4eHus Kypca.

IIpakTnyeckoe (CeMHHAPCKOE) 3aHATHE —3aHITUE, TOCBAIICHHOE MPAKTUYECKOU
0oTpaboOTKE y CTYJCHTOB KOHKPETHBIX YMEHHA M HABBIKOB TPU HU3YYCHUU JUCIMILTUHBI,
3aKPETUICHUIO TIOJIYYCHHBIX Ha JICKIIMU 3HAHWKM M OIEHKE pPe3yJbTaTOB OOYYCHHS B IPOIIECCE
TEKYILEro KOHTPOJIA.



Ha mepBoM mpakTH4ecKOM 3aHATHM B BBOJHOM 4YacTH JaeTcs MEpBOE IIEJIOCTHOE
Hpe}ICTaBJ'IeHI/Ie 0 OUCHUIIIINHEC. CTy,JI@HTBI 3HAKOMSATCA C HA3HAYCHUECM U 3aJa4YaMiu
JTUCIUIUTMHBL, €€ POJbI0 U MECTOM B 00pa3oBaTeNbHOU mporpamme. [Ipu 3TOM 03BYyYHBAIOTCS
METOJMYECKUE W OpraHU3aIMOHHBIE OCOOCHHOCTH PabOThl B pamMKax TaHHOW JWCIMIUIMHBI, a
TaKKe naeTcs aHaIIN3 pPEKOMEHTyeMOii y4e0HO-MEeTOTNIEeCKON JTUTEPATYPHI.
[TpomomkuTenbHOCTS BBOJIHOM YacTh cocTaBisieT He Oomnee 10-15 MunyT.

[Tpu nmpoBeneHNU MPAKTUYECKUX 3aHATHI HCIIONB3YIOTCS TaKME NHHOBAIIMOHHBIE METO IbI
00y4eHus, KaK JUaor-codeceoBaHue, KOJUIEKTUBHOE OOCYXICHHE TEMAaTHYECKUX BOIPOCOB,
pa300op MPaKTUYECKUX CUTYyalluid, HOPMATUBHBIX JTOKYMEHTOB, TEOPETUUECKIX U METOAMUYECKUX
ACIICKTOB IIO0 TEMaM JOUCHUIIJINHBI. O6CY)KJIGHI/IC U OIICHKa HpaBI/IHLHOCTI/I BBITTIOJTHCHHBIX
pa3IMYHOTO THUMA 33/IaHWM, YKa3aHHBIX B (OHJIE OIEHOYHBIX CPEACTB paboueil mporpammel,
HpOI/ISBO)II/ITCSI KOJIJICKTUBHO CTYHGHTaMI/I 101 pYKOBOJICTBOM HpeHOJIaBaTeHﬂ.

Koncynbranmum — BuUJ y4eOHBIX 3aHATHHA, SBISIOMIMECS OMHOW U3 (GOpPM KOHTPOIS
CaMOCTOSITEITLHOW PabOTHI CTYJICHTOB B TeUEHHE cemecTpa. Ha KOHCYIbTaMSIX IO WHUIIHATHBE
CTYJICHTOB PacCMaTPUBAIOTCS U OOCYXIAIOTCS PA3NUYHBIE BOMPOCHI TEMATHKHU TUCIUILTHHBL,
KOTOPBIC BO3HUKAIOT Y HUX B IIPOIECCE CAMOCTOSATEIIBHON PaOOTEHI.

B nponecce 00ydeHust UCIONB3YIOTCS CIEAYIOLINE TEXHOJIOTUH HIIEKTPOHHOTO 00yUYeHHS
U IUCTAaHIMOHHBIE 00pa30BaTeNbHbIC TEXHOIOTHU:

JuexTpoHHbI yHuBepcuTeT Moodle SAApI'Y, B KOTOpoM IPUCYTCTBYIOT:

- 3aJlaHus JJIs1 CAMOCTOSITETIbHOM paboThl 00yYaroIuXCcsl O TeMaM AUCIUTITUHBI;

- CpeACTBa TEKYIIEro KOHTPOJIS YCIIEBAEMOCTHU CTYAEHTOB (TECTUPOBAHMUE);

- IIPE3EHTALUU U TEKCTBI JICKLIUN 110 TEMaM JUCLUIUIMHBL;

- MIPEJICTaBICH CHUCOK Y4eOHOM JHuTepaTypbl, PEKOMEHAYeMOM Ui OCBOEHUS
JUCLUIIINHBI;

- npencTaBieHa uHGopmanus o GopMe U BpEMEHH MPOBEACHUS KOHCYJIbTAlUil 10
JUCLUIIIMHE B PEXKUME OHJIANH;

- HOCPECTBOM (hOpyMa OCYIIECTBIISETCS CHUHXPOHHOE M (WIM) ACHHXPOHHOE
B3aUMO/IEIICTBHE MEXIY 00yUaroIMMHUCS U TpenojaBaTeieM B paMKax U3y4eHUs JUCHUTLTHHBI.

6. Ilepeyenb  JMUEH3HMOHHOI0O HW  (MIHM)  CBODOJHO  PACHPOCTPAHSIEMOIO
NPOrpaMMHOro o0ecne4eHHsi, HCIOJb3yeMOr0 INPH OCYLIeCTBJICHHH O00pa30BaTeJbHOIO
npouecca 1no JUCHUILINHE

B npomecce ocymiecTBieHuss 00pa3oBaTeIbHOrO  Ipolecca MO  JAMCLHUILUIMHE
UCIOJIB3YIOTCA:

1) nis popmupoBaHUS MaTepUANOB JUIS TEKYIIETO KOHTPOJS YCIIEBAEMOCTH M TMPOBEACHUS
MIPOMEXKYTOUHOM aTTecTanuu, Juis GopMHUpOBaHUS METOAMUYECKUX MAaTEPHAIIOB MO JUCLMILIIUHE:
- mporpammMbl Microsoft Office;
- Adobe Acrobat Reader DC.
2) uahOopMaIlMOHHBIE CIIPABOYHBIE CHCTEMBI, B T.4. TPO(eCCHOHATbHBIC 0a3bl TAaHHBIX:
- ClIpaBOYHAas MpaBoBas cuctema [ apaHr.

7. IlepedyeHb COBpeMEHHBIX NMPO(EeCCHOHAIBHBIX 0a3 JaHHBIX M MH(POPMAIMOHHBIX
CIPABOYHBIX CHCTEM, HCIOJIb3yeMbIX NPH OCYLIeCTBIEHUH 00pa30BaTeIbHOI0 NpoLecca mno
AUCHHUIIMHE (MPU HE00X0AMMOCTH)

B mpouecce ocymecTBieHHss 00pa3oBaTeIbHOrO  Ipolecca MO  JUCIHUILINHE
UCIIOJIB3YIOTCS:

ABTOomaTu3upoBaHHas ~ OubaumoreyHo-uHpopmanmonHas cucrema «BbYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk cat find.php



http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeueHb OCHOBHOW M [ONMOJHMTEJbLHOW Y4eOHOH JIMTepaTypbl, pecypcoB
HHPOPMALMOHHO-TEJICKOMMYHUKAIIMOHHOH ceTn «MHTepHeT» (IpM He00X0AUMOCTH),
pPeKOMeH/1yeMbIX /IS 0CBOEHHSI JMCIUIITTHHBI

a) OCHOBHasI JIMTEPATypa

IysanoBa H. H. OpraHuzanys ¥ TEXHOJOTUS JOKYMEHTAIIMOHHOTO obecreyeHus

yOpaBieHus [DIeKTpoHHbBINH pecypce]: YyeOuuk u npaktukyM. / [llysamosa H.H. - M.: FOpaiir,

2017. - 221. — Pexxum noctyma: https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-
0D785C133657 (OBC «tOpaiir»).

2. I'pozoBa O. C. Jlemonpon3BoiacTBO [DaekTpoHHEIA pecypcl: Yuebuoe mocobume. /
I'po3oBa _ O.C. - M.. IOpaiir, 2017. - 124. -  Pexum  gocryna:

https://biblio-online.ru/viewer/SE1C27F2-251B-4B74-BE78-AC06A5D30956 (OBC «tOpaiit»).

0) 10MOJIHUTE/IbHAS JIUTEepaTypa

1. Ky3nenoB U. H. JlokymeHTaiimonHoe obecredeHne yrpasieHus. [JokyMeHTo000poT u
JIeTIOTIPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: YueOHnuk u mpaktukyM. / Kysnenos U.H. - 2-e u3zm.
- M.: FOpaiir, 2017. - 477. — Pexxum goctymna: https://biblio-online.ru/viewer/7873BF4B-A3F7-
44E2-8EC0-1E3D6392702A (OBC «lOpaiity).

B) pecypcbl ceTH «HTepHET»:

1. OnexkTpoHHBIN KaTajor Hayunon O6ubimorexu Spl'y
(https://www.lib.uniyar.ac.ru/opac/bk_cat find.php).

2. DOmnextponHas 6ubnuoreyHas cucrema (ObC) m3narenscTBa «FOpaitt» (https:/www.
urait.ru).

3. DOmnektponnas Oubmuoteunas cuctema (ObC) wusmarensctBa  «lIpocmexT
(http://ebs.prospekt.org/).

4. Hayunas snektponHas 6ubnuorexka (HOb) (http://elibrary.ru)

5. Caiit o BompocaM Oyxraiatepckoro yuera www.audit-it.ru

6. CaiiT no Bompocam Oyxranrepckoro ydera Caiit www.klerk.ru

9. MarepuajbHO-TeXHUYecKas 0a3a, He00OXoAUMAs VIl OCYLIeCTBJIeHHs 00pa30BaTeIbHOIO
npoiecca no AMCUUIIMHE

MarepuanpHO-TeXHUYECKass 0a3za, HeoOXoauMasi Il OCYIIECTBICHUSI 00pa30BaTEIbLHOTO
npoliecca Mo AUCIUILIMHE BKIIOYAET B CBOM COCTaB CIEIMAIbHbIC TOMEICHHUS:

- yueOHbIC ayTMTOPHH ISl TIPOBEICHHS 3aHSATHH JICKIITMOHHOTO THIIA;

- yueOHbIe ayTMTOPUHU JJISl POBEICHUS MTPAKTUYECKHUX 3aHATUN (CEMUHAPOB);

- yueOHbIC ayTMTOPHUH ISl TIPOBEICHHS TPYTIITOBBIX W WHINBUAYAIBHBIX KOHCYJIbTAIINN;

- yueOHbIe ayIUTOPUM Ui TPOBENEHHUsS TEKYIEro KOHTPOJIS U HPOMEXKYTOUHOU
aTTeCTallny;

- IOMEUICHUS JJIS1 CAMOCTOSITEIbHOM paboThI;

- MOMEMIICHUST M1l XpaHEHHSs W TMPO(UIAKTUYECKOTO OOCITY)KUBAHHS TEXHHUUECKUX
CPEICTB O0yUeHUSI.

CrnenaibHBIC TTOMENICHUS YKOMIUIEKTOBAHBI CPEJICTBAMHU OOYYCHHS, CIYXKAIIUMH JIS
npejcTaBieHus yueOHoi nHpopmanuu 60IbIION ayAUTOPUH.

[TomerieHust A7 caMOCTOSITENIbHOM pabOThl 00YyYaroMMXCsl OCHAIIEHbI KOMIIBIOTEPHOMN
TEXHUKOM C BO3MOXKHOCTBIO TOJAKIIOYEHUsI K ceTu «VHTepHeT» M obecneueHHeM J0CTyna K
AJIEKTPOHHON MH(OPMAIMOHHO-00pa3oBaTenbHOU cpeae Spl'Y.

ABToOp:
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Ipuioxenne Nel k padoueil nporpaMme AUCHHUIIMHBI
«/lokyMeHTallnOHHOE o0ecnieyeHUue OM3HECa»

DoH/I OLICHOYHBIX CPEACTB
JJISl IPOBEAeHHUA TEKYLIEeH M MPOMEKYTOYHOM aTTEeCTALMU CTYIeHTOB
10 JMCUHUILIHHE

1. TunoBble KOHTPOJIbHBIE 32JIaHUSI MJIH MHbIE MAaTEPHAJIbI,
He00XoauMbIe 1JIsl OeHKH 3HAHWi, YMEHH I, HABBIKOB H (WJIN) ONBITA /1eSITeIbHOCTH,
XapaKkTepu3yIuXx 3Tanbl GopMHUpoOBaHUs KOMIIETEHIIUI

1.1 KoHTpoJsibHBbIE 321aHUS] M HHBIE MATePHAJIbI,
HCIO0JIb3yeMbIe B IIpoLecce TeKylel arrecTaun

Tema 1

Tembl pedeparToB
Hcropus cTaHOBIIEHHS 1€T0NPOn3BoACcTBa B Poccum.
[Tpuka3zHoe nenonpousBoACTBO B mapckoit Poccuu (XV-XVII BB.).
Hcropus cTaHOBIEHUS 1€JO0MIPOU3BOJICTBA B Pa3HbIX CTpaHax (HECKOJBKO YEJIOBEK).
Ponb «10KyMeHTa» B COBpEMEHHOM OOILECTBE.
['ocynapcTBeHHOE peryaupoBaHue JOKYMEHTAIIMOHHOTO 00ecTieyeH sl YIIpaBIeHNUS.
CyOBeKTbI 1e0NPOU3BOJICTBA B FOCYJAPCTBEHHBIX OpraHax.
Cucrema «5S5».

7. IlpaBunma paboThl C AOKyMEHTaMH B cynae (oOpalleHue rpaxiaH, IpueM 3asBICHUH,
nepeaaya aem u T.01.).

8. OCHOBBI OpraHu3aluy JeJONpPOU3BOACTBA (HOpPMAaTHBHAs perjaMeHTanus paboTsl,
OpraHM3alOHHAs CTPYKTYypa CIIyKObI 1€J0MPOU3BOJCTBA U T.I1.).

9. Hcnons3oBaHue HOBBIX, COBPEMEHHBIX TEXHOJOTMH B  JOKYMEHTUPOBAHUHU
JIEATEIbHOCTH MPEIITPUATHS.

10. TexHuueckue cpesncTBa, UCIOIb3YyEMBIE B AEIONPOU3BOJICTBE.

11. JlokyMeHTBHI Ha HOBEHIIIMX HOCUTEISIX HH(OpMAaLUU: 00JaCTh MPUMEHEHHS U TIPUIaHNE
IOPUIUYECKON CUJIBI.

AN o hi e

Tema 2

Bonpochl K TeopeTHY€eCKO0ii KOHTPOJIBLHOI padoTe (C MOCIEAYIOMUM 00CyKISHUEM )
Hcropust pa3BuTHs A€IONPOU3BOICTBA;

Posib TOKYMEHTOB B JKHM3HH YelIOBEKa U 00IIecTBa, B chepe mpasa U yIpaBlICHUS;
JIOKYMEHT U ero QpyHKINU;

HopmartuBHo-1ipaBoBasi 6a3a COBPEMEHHOTO JeIONPOU3BO/ICTBA;

VYHubukanus u cTaHaapTU3alys B 1€JI0MPOU3BOICTBE;

Knaccudukaius 1em10Boi JOKYMEHTAITHH.

Nk W ==

3aganue 101 TeKyLIero KOHTPOJIsi «Y CTaB»

[Ipoananmsupyiite ocHoBHbIE AmeMeHThl ycTaBa @I'BOY BO Apl'Y um. ILI. Jlemunosa,
[IEPEYUCIINB I10 ITyHKTaM €r0 OCHOBHBIE TIOJIOKEHMS, C YKa3aHUEM KOHKPETHBIX JAHHBIX.

C ycTaBOM MOKHO O3HAKOMHUTBCS Ha O(pHUIIMAIBLHOM CaliTe YHUBEPCHUTETA.



Tema 3

Tembl pedeparToB
1. ®oTo- U KHHOAOKYMEHTUPOBaHUE: HA3HAUCHHE U 001aCTh IPUMEHEHHUS.

2. ®DOHOIOKYMEHTHPOBAHUE: BOSHUKHOBEHHE, Pa3BUTHE U 001aCTh IPUMEHEHHUSL.

3. Hcropus pa3BUTHS CEKPETAPCKOTO Jea.

4. JlenoBbl€ U JINYHBIE KAaYECTBA CEKPETapSL.

5. DTHKa CEeKpeTapcKoro Tpyaa.

6. Jlekcuka JIeoBOTrO OOIIEHHUS.

7. Jleq0BOM CTHIIb MMCbMEHHOM peyH.

8. BeneHue Tpyn0OBBIX KHUXKEK.

9. Pabota ¢ koHbUACHIMATBEHBIMA JOKYMEHTAMHU.

10. OdopmieHne KOppEeCHOHAECHIINH 10 BHEIITHEAKOHOMHUECKON JIeSITeTbHOCTH.

11. [JlenompousBoactBo B coBpemeHHOM Utanuu, ['epmannn, @panuuuy u ap. cTpaHax

Tecr
1. KakuM HOpMaTHUBHBIM JIOKyMEHTOM yCTaHABIUBACTCS MaKCUMAJIbHBIN HA0OP PEKBU3UTOB?
Otget: I'OCT P 7.0.97-2016
2. I'ne v npu Kakux ycnoBusax npumensiercs ['ocynapctBennslii repo Poccuiickoit deneparmn?
OtBer: TocynapcrBennbiii repd Poccmiickoii @egepanuuu nomMemalwT Ha OJaHKax
JOKYMEHTOB B COOTBeTcTBHH ¢ @DefepajJbHbIM KOHCTHTYHHOHHBIM 3aKOHOM «O
I'ocynapcrBennom repée Poccmiickoii ®eaepanum» ot 25.12.2000 Ne 2-®PK3. IIpaso
pacnosaraTh rocyJapcTBeHHbIN repd Ha OPMIHAJBLHBIX JOKYMEHTAX NPUHAMIEKUAT OPraHaM
roCyJAapCcTBEHHOI0 YIIPABJICHUs, CYAa, IPOKYPATYpPbl, apOUTPasKa, HAJOIOBBIX CJYKO0 U T.1.
3. Kakue cymecTByIoT Crioco0bl JaTUPOBAHUS JOKYMEHTOB?
OTtBeT: 1aTa B 1okymMeHTe oopmiisieTcss HUPPOBBIM CIIOCOOOM MJIM CJIOBECTHO-UM(PPOBBIM.
4. ludposoii min 6ykBeHHO-IIUPPOBON UIEHTU()UKATOP JOKYMEHTA — 3TO. ..
5. OTMeTKa 0 MOCTyIUIEHUU 0pOpMIISETCS:
a) Ha OCTYNAKIINX JOKYMEHTAaX;
0) Ha OTIPABISIEMBIX JOKYMEHTAX;
B) Ha BCEX JOKYMEHTaX.
OtBer: a
6. Kakum pexkBu3uTOM 0OpMIISieTCs BHEIIHEE COTacoBaHue?
Oteet: rpu@ corjiacoBaHusi JOKYMeHTA.
7. Yto ABIIAETCSA AATON TOKyMEHTA?
OtBeT: 1aTOH JOKYMEHTA SIBJISIeTCS 1aTa ero NOANMCAHUS WM YTBeP:KIeHUsl.
8. OmOsema, HaHeCceHHas Ha OJIaHKe, MOXKET 3aMEHUTh Ha3BaHUE OpPTaHU3aLNU:
a) na,
0) Her;
B) MHOTIA.
Ortser: 0
9. PexBU3NT, KOTOPBIM MOMOTraeT OpPraHM3aliy, MOJIyYUMBIIEH MACbMO-OTBET, HAWTH CBOKO KOIIMIO
MHUIMATUBHOIO ITUChbMA — ITO. ..
OTBeT: cChLIIKA HA PerHCTPALMOHHBII HOMEP U AaTy MOCTYNMBIIEr0 JOKYMEHTA
10. MecTto u3anus T0KyMeHTa opopMIIsSeTCs TakK:
a) . Mockaa,;
0) Mockaa;
B) rop. Mockaa.
Ortser: 0



3aganue 101 TeKyLero KOHTpoJisi «PeKBU3NTBI»

CamocrosTenbHO cocTaBbTe TeCT M3 20 BONPOCOB € OTBETaMHM MO TeMe ''PeKBH3UTHI
JOKyMEeHTOB". BoImpockl MOTYT coiepkaTh OAMH HJIM HECKOJIbKO BApHAHTOB OTBETOB, MOTYT OBIThH
OTKPBITBIMU WJIN 3aKPBITBIMH.

TpeboBaHUs K TECTY:

- 110 COACPIKAHMIO TECT JOJLKEH COOTBETCTBOBATH TEME;

- BOIIPOC JIOJKEH COAEPKATh OJHY 3aKOHYCHHYIO MBICIIb;

- HETpaBWJIbHBIE OTBETHI JOJKHBI OBITH Pa3yMHbI, YMEJIO IMOA00paHbl, HE TOJIKHO OBITH
SABHBIX HETOYHOCTEH, MOJICKA30K;

- HE 3aJ]aBalTe BOIIPOCOB C IOABOXOM;

- BCE BapUaHThl OTBETOB JIOJKHBI OBITh TPAMMATHYECKU COTJIACOBAHBI C OCHOBHOM 4acThIO
3aJ1aHus;

- OTBET Ha ITOCTABJICHHBIA BOIIPOC HE OJIKEH 3aBUCETh OT MPEAbIAYIIUX OTBETOB;

- n30eraiite MOBTOPEHMUS;

- HE yIIpOLIanuTe BOIIpOCa.

Tema 4

KonTpoabnast padora

3aoanue Ne 1. Hanuwume npukas no oCHO8HOU OesimenbHOCHU.

VYuebHo-nponsBoacTBeHHOE o0beaunenue. [IPUKA3. 28.12.2009 Ne 64. r. MockBa. O0
o0OecrieyeHUr MPOTUBOMNOXKApHOM Oe3omacHocTH. B 1mensx obecrneueHuss MPOTUBOMOXKAPHOM
6ezonacHoctu B mpazgHuuHble THU [IPUKA3BIBAIO: 1. IlpoBectu TiiarenbHyro yOOpKy Bcex
kabuHeToB U Mactepckux B YIIO. 2. 3am. nupextopa mo AXY B.A. Ky3HenoBoil mpoBeputh
cocTosHue anekTpoodopynoBanus U 31.12.2009 BeikmounTh Bece pyOmnbHuku. 3. KoHTposb 3a
WCITOJTHEHHEM TIpUKa3a Bo3naraetcs Ha 3aM. aqupekropa mo AXY B.A. Kysnenosy. Jupexkrop YIIO
B.A. IlerpoB. C mnpukazom o3HakomiieH: 3aMm. aumpektopa nmo AXY B.A. Kysnenosa. /[lata
oznakomienus. B gemo 01-08. [ara.

3aoanue Ne 2. Hanuwume vlnucky uz npuxaza zadanus Ne 1 no 2 nynkmy.

3aoanue Ne 3. Hanuwume pacnopsdicenue no opeaHuzayuu.

PEMOHTHO-MEXAHHUYECKHI 3ABOJ] (KPM3). PACIIOPSOKEHHE. Ne 3 or
23.06.2010. r. Kpacnosipck. O6 ucnonb3oBanuu B 2010 r. meneBoro (oHAa aMOpPTHU3ALIMOHHBIX
oryncinenuid. C 1nenpio IUIAHOMEpHOro wucnonb3oBanuss B 2010 romy weneBoro ¢oHaa
aMOPTHU3AIMOHHBIX OTYUCJIEHUA M B COOTBETCTBHM cO CT. 13 «llomoxkeHue o rocygapcCTBEHHOM
npennpustun»  OBA3BIBAIO: 1. Hauvaneauka mmanoBoro otaena FOJI. AHToHOBY 1O
corjmacoBaHuio ¢ 1. Oyxranrepom 3aBoma H.U. bensBkunoit mpencraButh mo 30.12.2010 r.
00OCHOBaHHbIE JaHHBbIE 0 mepexoaaummx Ha 2011 romg ocraTkax M O pa3Mmepe LeneBoro (osua
aMOPTHU3AIMOHHBIX OTYHCICHWH, oOpa3zyeMbix mo TutaHy 3aBoga Ha 2011 rox. 2. I'maBHOTO
uHxeHepa 3aBoaa b.M. JInGeHcoH npeacTaBUTh COrNIACOBaHHBIE ¢ HAUYaIbHUKAMU LIEXOB U OT/EIIOB
npeatokeHus o nmposeaeHu B 2011 roqy kanuTaibHOr0 peMOHTA 3JaHUM M COOPYKEHUH 33 CYET
¢doHIa aMOPTU3AMOHHBIX OTYHCIeHUH. 3. KOHTPOJIb 32 UCTIOIHEHHEM HACTOSAIIETO PaCIOPSKEHHS
BO3JIaralo Ha 3aMECTHUTEIIS TUpeKTopa mo xo3sictBenHon yactu C.U. A6aynaesa. [lupexTop 3aBoia
A.®. [InyTHHKOB.

3aoanue Ne 4. Hanuwume ykaszanue.

AO «Qtamon». YKA3ZAHHME. 01.12.2008 Ne 28. r. Spocnaens. O rpaduke OTHyCKOB Ha
2009 rox. dns cocraBnenus rpaduka ormycko Ha 2009 rog ITPEJIATAIO: 1. PykoBoaurensim
CTPYKTYPHBIX MOJpa3JelIeHui MpeICTaBUTh B OTHEN KaJpPOB CHHCKU COTPYJHUKOB C yKa3aHUEM
IJIaHUPYEeMOro cpoka ouepeaHoro otmycka B 2009 romy. Cpok MpeACTaBICHHUS CIHCKOB —
10.12.2008. 2. OTaeny kKaapoB COCTaBUTh CBOAHBIN IpaduK OTIYCKOB pabOTHUKOB (hrupmbl Ha 2009



roJl U TPEACTaBUTh €ro Ha yTBEpXKJIEHHE B AUPEKIHI0 (upMbl. OTBETCTBEHHBI — HadaJIbHUK
otnena kaapoB O.10. IMankparoa. Cpok mpencraBnenus rpaduka — 20.12.2008. 3am. qupexTopa
¢upmer I[1.1. Ab6pamosa. B neno 05-21. [lara.

3aganue 1s Tekyero KoHTpoJsi «Cocrasienue u opopmiaenue OP1»

1. Hanuwume nucvmo-npuenawienue.

AO «KBant». 25.03.2020 Ne 53. JlupekTopy BBICTABOUYHOTO LIEHTpa «IDKcmo-Ou3Hec» A.B.
ITerpoBoii. [Incemo-npurnamenue. Mbl npurnamaeM Bac NpuHATE ydacThe Ha BBICTABKE HOBBIX
TEXHOJIOTUM M TpEeACTaBUTh Bally Mpoaykuuio. BeictaBka Oyner mpoxoauts ¢ 02.08.2020 mo
10.08.2020 B HameM BBICTaBOYHOM IieHTpe. PasmenieHue Bamieil NMpOAYKIMM Ha BBICTABKE MBI
rapantupyeM. JJupextop AO «KBant» C.b. bpoBkuH.

2. Cocmagvme npomoxos.

OAO «Motop-knace». [IPOTOKOJIL. 24.10.2019 Ne 34. Slpocnasnb. 3acenaHust KOJIJIETUH.
[Ipenacenarens — A.B. Jlo6poBckas. Cexperappb — JI.®D. [leposa. [IpucyrctBoBanu: O.A. 3armanuna,
CJL Kyzuenos, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenko, A.C. Cymuos, M.C.
Tutopenko. Ilpurnamennsie: HawampHuk otnema Ympanenuss KyiabTypsl A.Il. Bacumbes.
I[TOBECTKA JIHA: 1. O pabore oraena uHOpMATH3alMKA MO OOECHEUEHHUIO JEATEIbHOCTH
yupexaeHus. Joknan Havaneanka otaena K.M. Cepruenko. 2. O npencrasienun O.O. PakuBHEHKO
K nprcBoeHHio [loueTHoro 3BaHMs «3acinyKeHHBIH paOOTHUK KylbTyphl Poccuiickoit deneparumy.
Coob6menne HavampHuka otnaena M.C. Turtopenko. 1. CIIVIHAJIN: K.H. CeprueHko — TEKCT
noknana npwiaraercs. BBICTYIIMJIM: C.JI. Ky3HenoB — CTaBUT BOMNPOC O JOMOJHUTEIHHOM
BBIZICJICHMH KOMITbIOTEpOB Tuma «Pentium» s otmenma. A.C. CymIioB — mpejjaraer nepeaarb
OTJeNly MacCUB MMEIOUIMXCS B JIPYTHX NOJpasfeNeHusXx HHOpMAlHMOHHBIX KapTouek. O.A.
3arnanuHa — cooOmiaer 00 UMEIOIIMXCS B OTHENEe HOBBIX  pa3paboTKax MO  YIY4YHICHHIO
opranuzaiuu uHpopmarmoHHbix mponeccoB. [TOCTAHOBUJIM: 1.1. OnoOputh OCHOBHBIE
HampaBiieHus: paloTel otaena. 1.2. Pa3pemuTh aAMHHHUCTPATUBHO-XO3SMCTBEHHOHN ciryx0e
npuoOpecT U HyX /1 oTAena nHpopMaTU3aluu 3 KOMIbIOTepa HeOOXOAMMOM KOHpUrypaiuu. 2.
CJIYIIAJIN: M.C. Tutopenko — Tekct nokiana npuiaraetcs. BBICTYIINIINA: ®@.M. CemeHoB —
HOJIEPKUBAET NpeIokeHNe O BbIABMKEHUH O.O. PakMBHEHKO HAa MPUCBOEHHME MOYETHOTO 3BaHUS
«3acioykeHHbI paboTHUK KynbTypsl Poccuiickonn ®enepamum». W.H. Jlyuenko — roBoput o
cepbe3nblx 3acayrax O.0. PakuBHEHKO B Jeine pa3BUTUS OTEUECTBEHHOM  KYJIBTYPBI.
I[TOCTAHOBMWJIN: 2.1. BeiiBuayTe O.0O. PakMBHEHKO Ha NPHUCBOCHHE €M MOYETHOTO 3BaHUSA
«3acmy>keHHbII paboTHUK KynbTypsl Poccuiickoit ®@enepanumn». Ilpeacenarens A.B. JloGpoBckas.
Cexpetaps JI.B. [IepoBa. B neno Ne 25-01. Jlara.

Tema 5

TeopeTu4eckuii JUKTAHT

[JaiiTe onpeneneHus CieayonuM MOHATUSIM:
Anpecar

Anpecant AKT

AKxr1tent

AHkera AHHOTALMSA

ApXxHBHasl BBIITUCKA

ApxuBHas clpaBKa

Acniekt

bnank

Benomocts

Busza BHyTpenHnii agpec nuceMa
BHyTpeHHUI TOKyMEHT
Bxonsmmii JOKyMEHT

O 0O 0O o0 o0 0 o0 o o0 o0 o o



Brimucka

I'pud

Jara

Jlemno

JlenoBoe mucbMo
JIMpeKTUBHBIN JOKYMEHT
JloBepeHHOCTh

0O O 0O 0O 0O O ©O

Kpurepun ouenkun ¢gopm Tekymero KOHTpOJsi

Kpurepun ouenku pedepara

OI_IeHKa «OTJIMYHO» BBICTABJIACTCsA, CCJIIN pa60Ta CTYACHTA HallMCaHa I'PaMOTHBIM HAay4YHbIM
A3BIKOM, UMEET YETKYIO CTPYKTYPY U JOTHKY U3JI0KEHUS, TOUKA 3pEHHsI CTyJIeHTa 000CHOBaHHA, B
paboTe MPHUCYTCTBYIOT CCHUIKM Ha HOPMATHBHO-TIPAaBOBBIE akThl. CTyIeHT paboTe BBIABUTACT
HOBBIE UJICU U TPAKTOBKH, IEMOHCTPHUPYET CIIOCOOHOCTh aHAIU3UPOBATh MaTepHall.

OrneHka «XOpOIIO» BBICTABIISETCS, €CJIM padoTa CTyIEHTa HalKCcaHa TPAMOTHBIM HayYHBIM
A3BIKOM, UMEET YETKYIO CTPYKTYPY M JOTHKY U3JI0KEHUS, TOUKA 3pEHHsI CTyJIeHTa 000CHOBAaHHA, B
paboTe MPUCYTCTBYIOT CCHUIKM HA HOPMATUBHO-TIPABOBHIC AKTHI.

OneHka «yAOBICTBOPUTENILHO» BBICTABIISETCS, €CIM CTYIEHT BBIMOJHUI 3aJlaHUE, OJHAKO
HE MPOAEMOHCTPHUPOBAT CHOCOOHOCTH K HAayyHOMY aHAJIM3y, HE BBICKa3blBaJl B PabOTE CBOETO
MHEHHUSI, TOMYCTUI OIIUOKU B JIOTHYECKOM 00OCHOBAHUHU CBOETO OTBETA.

OI_IeHKa «CHCYOOBJICTBOPUTCIILHO» BBICTABJISACTCSA, €CJIU CTYACHT HC BBIIIOJIHWII 3a1aHUC, WU
BBITIOJTHWII €ro (popManbHO, OTBETHJI HA 3aJaHHBIA BOMPOC, MPU 3TOM HE CChUIAICS HA MHEHUS
y‘-IéHBIX, HC TPAKTOBAJI HOPMATUBHO-IIPABOBBLIC AKThI, HC BBICKA3bIBAaJl CBOCI0O MHCHHUS, HC IIPOABHUII
CIOCOOHOCTH K aHalIU3Yy, TO €CTh B LIEJIOM Liejb pedepara He JOCTUTHYTA.

Kpurepun oueHKH TeOpeTHYeCKOH KOHTPOJIbHOM PadoThI

OI_IeHKa «OTJIMYHO» BBICTABJIACTCA, €CJIM NMCbMCHHBIC OTBCTHI HAa BOIIPOCHI JdHBI B IIOJTHOM
o0beMe ¥ Ha BBICOKOM TEOPETHUYECKOM YpOBHE, H3JIOKEHHWE MaTepuana JIOTHYHOE,
apryMEHTHUPOBAHHOE, C OMOPOM HA IEPBOUCTOYHUK.

OreHKa «XOpOILI0» BBHICTABIISIETCS, €CIIM OTBETHI HAa BOIPOCHI COJIEPKAT HEMPUHLIUITHATbHbBIE
MOTPEITHOCTH.

OueHka «yIOBICTBOPUTEIHHO» BBICTABISETCS, €CIM B OTBETax OBUIM JOIMYIICHBI
MMPUHIUITHAIIBHBIC OIJ_II/I6KI/I, BBISIBJIEH HEBLICOKHUH YPOBCHB BJIaJICHUSA MAaTCPUATIOM.

OneHka «HEYAOBJICTBOPUTEIBLHO» BBICTABISAETCS, €CIM OTBEThl HE COOTBETCTBYIOT
napamMeTpam, MHNPUBCACHHBIM BbIIIC, WKW CTYACHT OTKA3aJICd OT BbIIIOJHCHHA TGOpCTH‘-IGCKOfI
KOHTPOJIBHOM paboTHI.

Kpurepum onenkn tecra

OrieHKa «OTIMYHO» BBICTABIISICTCS, €CITU JIaHBI BEPHBIC OTBETHI Ha 85 % u 0ojee BOIPOCOB
TeCTa.

OreHka «X0poIl10» BBICTABIISETCS, €CJIU JaHbl BEPHbIE OTBETHI HA 71-85 % BoIpocoB TecTa.

Ol1ieHKa «yJOBJIETBOPUTEIBLHO» BBICTABIISIETCS, €CIM JaHbl BEepHbIE OTBETHl Ha 56-70 %
BOITPOCOB TECTA.

OlLieHKa «HEYOBJICTBOPUTEIHLHO» BBICTABIISICTCS, €CJIM TaHO MeHee 55 % BEpHBIX OTBETOB
Ha BOIPOCHI TECTA.

Kputepun oneHkH KOHTPOJIBLHOH padoThI
OrneHka «OTJIMYHO» BBICTABIIAETCS, €CJIM IOKYMEHT COCTaBJIEH B IOJIHOM 00bEMeE, YKa3aHbl
BCE HEOOXOMMBbIE PEKBU3UTHI, HX PACIIOI0KEHUE COOTBETCTBYET TPEOOBAHUSIM.



OI_IGHKa «XOpoHio»  BBICTABJIACTCA, CCIM JOKYMCHT COACPKUT HCHUPHUHIHUIINAJIBHBIC
MOrpCIIHOCTH.

OI_IGHKa «YAOBJICTBOPHUTCIBHO» BBICTaBJIACTCA, €Clin B JOKYMCHTC JOIMYHICHBI
MNPUHOUITHAIBHBIC OIHI/I6KI/I, BBISBJICH HEBBICOKHI YPOBECHDb BJIaJCHHUA MaTCPHAJIOM.

OI_IGHKa «HCYAOBJICTBOPUTCIIBHO» BBICTABJISICTCA, CCIM MOOKYMCHT HC COOTBCTCTBYIOT
napamMeTpam, NpUuBCACHHBIM BbIIIC, UJIN CTYJCHT OTKA3aJICA OTBCYATH HA BOIIPOCHI.

KpuTtepun oneHKy TeOpeTHYecKOro TMHKTaHTa

OreHka «OTJIMYHO» BBICTABIISIETCS, €CJIM OTBETHI JaHbI B MOJHOM OOBEME W Ha BBICOKOM
TEOPETUIECKOM YPOBHE.

OneHka «XOpOIIO»  BBICTABISECTCSA, €CIM OTBEThl COAEP)KAT HENPUHIMIIHAIbHBIC
MOTPEITHOCTH.

OneHka «yIOBIETBOPUTENIbHO» BBICTABISETCA, €CIM B OTBETaxX OBUIM JIOMYILEHBI
NPUHIAITHATBHBIC OIMOKH, BBISIBIICH HEBBICOKAN YPOBEHB BIIJICHUS MATEPHAITIOM.

OneHka «HEYJOBIETBOPUTEIbHO» BBICTABIIAETCS, €CIU OTBETHl HE COOTBETCTBYIOT
napameTpam, MPUBEICHHBIM BBIIIIE, M CTYJICHT OTKA3aJICsl OTBEYATh HAa BOTIPOCHI.

Kpurtepun oneHKHy 3aJaHN 1JI51 TEKYLEr0 KOHTPOJIS

OreHka «OTJIMYHO» BBICTABIISIETCS, €CJIM OTBETHI JaHbI B MOJHOM OOBEME W Ha BBICOKOM
TEOPETUYECKOM yPOBHE.

OneHka «XOpOLIO»  BBICTABIISIETCA, €CIM  OTBETHI  COAEpPX AT HENPHUHLUINAIbHbBIE
MIOTPELTHOCTH.

OneHka «yIOBICTBOPUTENBHO» BBICTABISETCA, €CIM B OTBETaxX OBUIM JIOMYILEHBI
MPUHLUIIAATbHBIE OIIUOKH, BBISIBIIEH HEBBICOKUI YPOBEHb BIIQJCHHUS MATEPHATIOM.

OneHka «HEYNOBIETBOPUTEIBHO» BBICTABISAETCS, €CIM OTBETBl HE COOTBETCTBYIOT
rapameTpam, MPUBEICHHBIM BBIIIE, WJIA CTYIEHT OTKA3aJICSI OTBEYATh HA BOIIPOCHI.

1.2 Crincox BONPOCOB M (MJIH) 3aJaHUH 151 IPOBeIeHNs] POMEKYTOYHOM aTTeCTAlHN
3auer mo aucuUILUIMHE «JlOKyMEHTallMOHHOE oOecneueHne Ou3Heca» IpPOBOAUTCS B
yCTHOM (hopMme 1o Oumeram.

Bonpocsl k 3auery

1. Hcropust pa3BuTHS A€IONPOU3BOICTBA;

2. Posb 1OKyMEHTOB B ’KM3HM YeJIOBEKA U OOILECTBA, B cdepe MpaBa U yIpaBJICHUS;
3. JIOKYMEHT U ero QpyHKINU;

4. HopmartuBHo-1ipaBoBasi 6a3a COBPEMEHHOTO JeIONPOU3BO/ICTBA;

5. Yuudukanus u craHgapTH3aIus B ISJIOMPON3BOJICTBE;

6. Knaccugukanus 1enoBoi JOKyMEHTAIUH;

7. biraHKM TOKYMEHTOB, X XapaKTEpUCTHKA,

8. PexkBU3UTBI JOKYMEHTOB;

9. TpebGoBaHMsI K TEKCTY JOKYMEHTOB. DJIEMEHTBI TEKCTa;

10.  KOpuaunueckas cuna J10KyMEHTOB;

11. XapaKkTeprucTHKa U COCTaB OPTaHU3ALMOHHBIX JOKYMEHTOB;

12.  XapakTepHuCTHKa U COCTaB PACIOPSIIUTENBHBIX TOKYMEHTOB;

13. XapakTepucTuka U coctaB HH(OPMALMOHHO-CIPABOYHBIX TOKYMEHTOB;
14. VYcras;

15. ITomoxxenue;

16.  WHcrpykuus;

17. [Ipukas;

18.  Pacnopsbxenue;

19. Pemenmue;



20. [Iporokon;

21. AKT;

22. JloknanHas u ciryxeOHast 3aIUCKH;

23. [TuceMmo;

24. Crpaska;

25. JIOKyMEHTBI 110 TUMYHOMY COCTaBY;

26. Tenerpamma, Tesnekc, hakcorpamma;

27. Opraauzanus J10KyMeHT0000pOTa;

28. Perucrpanus 10KyMEHTOB;

20. [Tpuem u 06paboTKa BXOIANMINX TOKYMEHTOB;

30. [Tpuem 1 06paboTKa UCXOASIINX TOKYMEHTOB;

31. KonTponb 3a cpokaMu UCTIOJIHEHUS IOKYMEHTOB;

32. 3akoHOAATENbHAs U HOPMATHBHAs OCHOBA XPAaHEHUS JOKYMEHTOB;

33. Opranuzanys XpaHeHus e B JeJI0IPOU3BO/ICTBE;

34.  Howmenknarypa nen;

35. DopmMUpOBaHKE JIETT;

36. ITonroroBka JOKYMEHTOB K C/1ay€ B apXMB;

37. ApXHUBHOE XpaHEHHE JOKYMEHTOB;

38. OCHOBBI OpraHM3aluu AEJONPOU3BOACTBA (HOPMAaTHBHAs perjaMeHTanus paboTsl,
OpraHM3alOHHAs CTPYKTYypa CIIyKObI 1€JI0MPOU3BOJICTBA U T.I1.)

39. TexHn4yeckue cpeacTBa, UCIOJIb3YEMBIE B JIEIOIPOU3BO/ICTBE;

40. Hcnons30BaHWE HOBBIX, COBPEMEHHBIX TEXHOJOTMH B  JIOKYMEHTHPOBAaHUU
JESATENIBHOCTH NIPEANIPUATHS;

41. JIoKyMeHTbl Ha HOBEHIIMX HOCUTENSIX HH(poOpMauuu: o0JacTb NPUMEHEHHS U
IIPUJIAaHUE IOPUINYECKON CUIIBL;

42. ®DOTO- ¥ KHHOJIOKYMEHTHPOBaHKE: Ha3HaYEeHHE U 00J1aCTh IPUMEHEHHUS;

43. DOHOIOKYMEHTHPOBAaHUE: BOSHUKHOBEHHE, Pa3BUTHE U 00JIaCTh MPUMEHEHUS;

44. [lenoBsle 1 TMYHBIE KAYECTBA CEKpeTaps;

45, JIekcuka JIelIoBOro o0IIeHuS

46. J1eJIOBOM CTUIIh MMCHbMEHHOW PEYH;

47. Benenue Tpya0BBIX KHUKEK;

48. Pabora ¢ koHpUIEHIIMATbHBIMU JOKYMEHTAMH;

49. OdopmiteHne KOPPECTIOHICHIMH 10 BHEIITHEAKOHOMHYECKON JAEATEIbHOCTH;

50. KomnproTepHbie TEXHOJIIOTUU B JIETONTPOU3BOJICTBE.

OG6pa3zerr 6miera

®I'bOY BO «SpocnaBckuii rocyiapcTBeHHbIN yHUBepcuTeT uM. I1L.I". [leMunoBa»
Kadenpa ynpasnenus u npeanpuHuMaTeIbCTBa
Hanpasnenue noarorosku: 38.03.02 MenemxmenT
Hamnpasnennocts (IIpoduns): «MeHePKMEHT B HHHOBAIIMOHHOM U COITHAIbHOM
NPEANPUHIMATEIIECTBE
JucuumnHa: «JlokyMeHTallMoOHHOe obecrieueHue Ou3Heca»

BUJIET Ne 1

1. Homenkuatypa nen.

2. Benenue TpynoBbIX KHUKEK.

3aB. kadenpoil ynpasieHus U
NPEAIIPUHUMATENILCTBA



http://worldreferat.ru/view/vedenie-trudovyh-knizhek
http://worldreferat.ru/view/delovoy-stil-pismennoy-rechi
http://worldreferat.ru/view/leksika-delovogo-obscheniya
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Ipuioxenne Ne2 k padoueil nporpaMme AUCHHUIIIMHBI
«/lokyMeHTallnOHHOE o0ecnieyeHUue OM3HECa»
MeTtoauyeckue ykasaHusi AJ1sl CTYJ€HTOB 110 OCBOCHHMIO U CIHMIIIMHBI

N3yueHne IUCHUIUIMHBI TpeOyeT CHCTEMAaTHYEeCKOro U IOCIEA0BAaTEIbHOIO HAKOILICHHUS
3HAaHUH, CJEI0BATENIbHO, MPOIYCKU OTAEIbHBIX TEM HE MO3BOJSIOT IIyOOKO OCBOUTH IpenMeT.
[TosTOMy HEOO0XOAMMO TMOCTOSHHO OCYIIECTBIIATH KOHTPOJIb HaJl CHCTEMAaTH4eCKOH paboToit
CTyJIeHTOB. B Hawame wu3ydeHus AUCHMIUIMHBI CTyJEHTaM HEOOXOIMMO O3HAaKOMUTBHCS C
COIECpKAHUEM pa3leioB AWCLMUIUIMHBIL, C LEIIMU W 3aJadyaMu Kypca, CBA3SIMU C JIpPYTUMU
JUCIUIUIMHAMH, CIHMCKOM OCHOBHOW W JIOTIOJIHUTENBHOM JHUTEpaTyphl, Ipa)KOM KOHCYJbTaIlUil
[IPEToIaBaTellsl.

UreHne JIGKIUI NPEAnonaraeT U3JI0KEHUE CTPYKTYpPbl TEMbl U KPATKOIO COJEpKaHUA €e
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJOXHBIX Ul YCBOGHUS M (MJIM) MUMEIOIIMUX JUCKYCCHOHHBIH
xapakrep. JICKIIMOHHBIN Kypc, B OCHOBHOM, CTPOUTCS Ha OCHOBHBIX IOJIOKEHUAX B 00JIaCTH OCHOB
JIeNTOTIPOU3BOICTBA, MPEJICTABICHHBIX B HAYYHBIX TPYyJdaX POCCHHCKUX U 3apyOeXHBIX YYEHBIX,
UMEIOUINXCS B HATM4YMK B 6ubnnoreke YHuBepcutera, ObC U yHOMSHYTBIX B CIUCKE OCHOBHOW U
JIOTIOJTHUTEIBHOM JuTepaTypbl mporpammsbl. [locne JieKnuu CTyAeHThl oOpamaroTcss K JaHHBIM
VMCTOYHHMKAM JUI1 3aKpEIUICHHWs] 3HAaHUM 10 PAaCCMOTPEHHBIM Ha JIEKIMM BompocaMm. B ciydae
3aTpyAHEHUS] HEOOXOIMMO OOpaTUTHCS 3a KOHCYJbTAIlMed K MPEenoJaBaTelio B COOTBETCTBUH C
YTBEPKIACHHBIM TpauKOM KOHCYJIbTAIIUM.

Jlo odepenHOro MpakTUYECKOro 3aHATHS [0 PEKOMEHIOBAHHBIM MCTOYHUKAM CTYACHTAM
HEO0OXO0UMO TMpopadboTaTh TEOPETUYECKUH MaTepuai, COOTBETCTBYIOUIMM Teme 3aHsTus. [lpu
MOJArOTOBKE K MPAaKTUYECKUM 3aHATUSAM CJEIyeT HCIOJIb30BaTh HE TOJBKO JIEKUUH, YYEOHYIO
JUTEepaTypy, HO U1 HOPMATUBHO-TIPABOBbIE aKThl U KOMMEHTApUU K HUM (JOCTYIl BO3MOXKEH uepe3
caifTel cnpaBouHO-MHpOpManMoHHBIX cucteM Koncynprantllmoc, I'apant). Ha mpaktuueckom
3aHATUU CTYAEHTHl JOJDKHBI NPUHHMMATh AaKTHBHOE YydacThe B OOCYKIEHHHM MOCTaBICHHBIX
BOIIPOCOB, C KOTOPHIMU HEOOXOIMMO O3HAKOMUTHCS 3apaHee.

CamocrosrenbHas paboTa CTYJEHTOB 0 JUCHUILUINHE «JlOKyMEHTaIl[MOHHOE oOecredyeHue
Ou3Heca» cocToMUT B Ooiee THIATEIBHOM U3YyYEHMM MPEUIOKEHHOrO MperojaBaTeieM
TEOPETUYECKOro MaTepuasia, JaHHOrO Ha JIEKIMSIX Ha OCHOBE BBUIOKEHHBIX B cucreMe Moodle
IIPE3EHTAlUA U JOIMOJHUTEIBHBIX UCTOYHUKOB, YKa3aHHBIX B CIIUCKE JIUTEpaTyphl. g MpOBEpKU
KAauecTBa U3yYEHHs MaTeprasa K OTAEIbHBIM TEMaM IIPEAYCMOTPEHBI 3a1aHUsI 111 CAMOIIPOBEPKH.

3amaHus Ui CaMOCTOSITENIbHOM paboThl (OPMYIHPYIOTCS Ha JEKIHUSIX M MPaKTHYECKHX
3aHATUAX. B KadecTBe HUX JOMa CTyAIGHTaM IpesiaraioTcs 3a/laHus, aHaJIOTUYHbIE Pa300pPaHHBIM
Ha MPAKTUYECKUX 3aHATUAX. BIiociencTBuu 5TH 3aJaHus IIPU HAIUYUU BOIPOCOB CO CTOPOHBI
CTYACHTOB pa30MparoTCs Ha MOCIEAYIOUIMX 3aHATUAX W/MIH 00CYKAAeTCsl B yaTe.

[IpenonaBaTens OIEHHMBAET WMHAMBHUIYaJIbHO pabOTy KaXJOrO CTYAEHTa HAa OCHOBAaHHUH
IIPOBE/ICHHBIX ONPOCOB, BBIMOJIHEHUS 3aIlaHUN U MPOMEKYTOYHBIX KOHTPOJIbHBIX MEPOIPUITHI.



