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Llensimu TipernofiaBaHusi AUCHUIUIMHBI «/JOKyMeHTalMOHHOe obecrieueHre yrpaB/ieHUs»
SIBJISIFOTCSL:
- (opMUpOBaHUe Yy CTYZEHTOB 3HAaHWM, YMEHHWH U HaBBIKOB B C(epe COBPeMEHHOIo

JIOKYMEHTAl[MOHHOTO  obecrieueHUWs]  yIIpaBlieHUs C TMpUMeHeHHWeM HWH(OPMAaIMOHHBIX
TEeXHOJIOTUH.
- ¢opMUpoBaHMe TIOHATWUM, LieJield, 3afau U T[PUHLUINOB IOKYMEHTAlLMOHHOIO

obecrieueHus yrpaB/IeHUs;

- OBJIa/IeHMe 3HAHUSIMU O KIaCCU(UKALUK JOKYMEHTOB;

- (hopmupoBaHye TpebOBaHMI K COCTAaBIEHUIO U 0(DOPMJIEHHIO JOKYMEHTOB;

- (opmupoBaHMe 3HAaHWM IO OpraHMW3alMM [JOKyMeHTOooOopoTa: mpueMm, o0paboTka,
perucTpariys, KOHTPOJ/ib, XpaHeHWe JOKYMEeHTOB, HOMEHK/IaTypa e,

- OBJIa/IeHMe TpreMaMu, 00pabOTKH, perrcTpalyii, KOHTPOJISI JOKyMEHTOB;

- (opMHUpOBaHHE TIPAKTHUECKUX HABBIKOB CO3/IAHUS M O(GOPM/IEHHUS OT/eJbHBIX BUIOB
JOKYMEHTOB B COOTBETCTBMM C HOPMAaTHUBHOW 0a30ii, B TOM 4YKC/Ie C WCIO/Ib30BaHUEM
WH(OPMALIMOHHBIX TEXHO/IOTHH;

- (hopMHUpOBaHME HAaBLIKOB MCIO/Ib30BaHUsl YHU(PHULIMPOBAHHBIX (DOPM JIOKYMEHTOB;

- mpro0OpeTeHre HAaBLIKOB T10 OCYIIIeCTBIEHUIO XPAHEHUS U TTOUCKA JOKYMEHTOB.

2. MecTo AUCIUIUIMHBI B CTPYKType 00pa3oBaTe/IbHOI NPOrpaMMBl.

OucuuruiviHa «/JoKymeHTalMoHHOe obecrieueHue yrpasneHusi» (b1.B.01) otHocurcsi K
yacTu, GOpMUPyeMOil yuaCTHUKaMHU 00Opa3oBaTe/IbHbIX OTHOIIEeHWH. Ee n3yueHre 0CHOBBIBAeTCS
Ha 3HaHUSIX, YMEHUSIX U HaBbIKax, MMOJyYeHHbIX CTy/leHTaMu B PaMKaxX OCBOEHUS [JWCLUIUIMHBI
«OcCHOBBI MeHe/)KMeHTa». OCBOeHHe YKa3aHHOrO Kypca, C OJHON CTOPOHbI, MOArOTaBIMBaeT
CJlyLaTesied K BOCTIPUSITHIO TUCLIUIIIMHBI «IoKyMeHTal[MoHHOe obecrieueHue yIipaB/ieHUs», a C
JPyroil CTOpOHBI, JIOTOJIHSIET 3HaHUs, HaBbIKM M YMeHMs, IOJlyuyeHHble UMK B IpoLiecce ero
V3yYeHUs.

3. Ilnanupyemblie pe3yabTaTbl O00yueHHs1 10 [AMCIUIUIMHE, COOTHECeHHbIE C
IUIAaHNPYeMbIMH pe3y/IbTaTaMH 0CBOeHHs 00pa3oBaTe/IbHON MPOrpaMMblL.

[lpoujecc wW3yyeHWs [AWCLMIUIMHBI HampaB/leH Ha (OpPMHpOBaHWe C/IeYHOIIUX
KomreTteHni B cootBetcTBrM ¢ PI'OC BO, OOIT BO u npuobpeTeHust CleqyrONIUX 3HaHUH,
YMEeHUI, HaBbIKOB U (WJIM) OMbITA [|eTeIbHOCTH:

Dopmupyemas Nupukarop JoCTHIKeHUusA Ilepeuenn
KOMITeTeHLIHA KOMIIeTeHI{UH N/IAHUPYeMbIX pPe3y/IbTaTOB 00yJeHus!

(ko m (xopa u popmypoBKa)
¢opmyMpoBKa)
YHuBepca/ibHble KOMIIeTeHIIHH
YK-4. CnocobeH | YK-4.4.  Beger  fenoByto | 3HaTh:
OCYILIeCTBJ/IATH [epenucKy, YUUTEIBAsA - OCHOBHBbI€ ITpaBHWJIa JeJI0BOro 06m6HHH
ZIeJIOBYIO 0cobeHHOCTH CTW/INCTHKH | Y MeTh!
KOMMYHHUKALIHIO B | O(HLHANbHBIX y | - BECTH TIeperoBOphI, COBEIAHMS, OCYILJeCTB/IATH

9 €JIOBYHO IIepeIlrMCKy U IoAAep>KUBAaTh 3/IEKTPOHHLIE
yCTHOM ¥ | HeOQUIMANBLHBIX —IHCeM, Ha | "o oo P Y AIEp P

o KOMMYHUKaLIMU
MUCbMEHHOMN rOCYJapCTBEHHOM SI3bIKe.
dhopmax Ha | YK-4.5. CocrapnsieT | 3HaTh:
rOCYyJapCTBEHHOM | pa3/iMyHble  TUIbl  JeJIOBbIX | - Tpe6oBaHKs K 0)OPMIIEHHIO TEKCTOB JOKYMEHTOB
SI3BIKE JIOKyMEHTOB, yuMThiBas Lje/y, | B/IaA€Tb HaBbIKAMH:
Poccuiickoii 0COGEHHOCTH  CofiepkaHmst 1 | - CO3AAHMA 1 OQOPM/IEHHA OT/EMbHBIX — BUJOB
DepepaLun U | CTPYKTYpBI K&X0r0 JOKYMEHTOB B COOTBETCTBUM C HOPMAaTHUBHOH 0a3oi,
' B TOM YKC/I€ C KCIO/Ib30BaHUEM HMH(OPMAIMOHHbBIX
MHOCTPaHHOM o
TEeXHOJIOTHH

(pIX) s13bIKe (ax)

4. O6beM, CTPYKTYpa U cojiep)XKaHue JUCIHUIUITUHBI.




OO0111ast TPYA0EMKOCTh AUCIUITIMHBI COCTAB/IsIeT 3 3aueTHbIe enHUIbI, 108 akas. yacos.

OuHas dopma

Ne TemslI (pa3gennr) Bujbl yueOHbIX 3aHATHH, ®DopMBbI TEKyIIero
n/n AMCLMIUIMHBI, BKJ/IIOYAsi CAMOCTOATE/IbHYI0 pab0oTy | KOHTPOJIA YCIIeBaeMOCTH
HX Ccojiep)KaHHe o CTY/JeHTOB,
3] U UX TPy 0eMKOCTh ®dopmMa NpoMeXyTOUHOH
g (B aKa/leMHUYeCKHX Yacax) arrecTanuu
O (o cemecTpam)
®opmel 30 u 0T
(mpu Ha/IMUHM)
KonrakTHas padoTa
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1. |CIIOCOBbI CO3AHMA 2 1 2 - 9,7 |Pedeparsi
JOKYMEHTOB TeopeTuueckast KOHTPOJIbHAs
(JOKYMEHMPOBAHNSA) 1 pabota
HA3HAUYEHUE Marepuainsl B LMS
JOKYMEHTOB Moodle:

2. |'OCYOJAPCTBEHHOE 2 4 4 - 1 10 | 3afaHde /1S TEeKyLLero
PEL'Y/IIPOBAHUE KOHTPOJISL «Y CTaB»
JOKYMEHTALIMOHHOI'O
OBECIIEUEHI A
YIIPABJIEHIA

3. |OBLIME HOPMBI U 2 8 8 - 1 10 |Pedepartsl
IMPABNJIA O®OPMIJIEHUA Tect
JOKYMEHTOB Martepuasnsl B LMS

Moodle:
- 3ajjlaHue [Jig TeKylIlero
KOHTPOJISI «PeKBU3UTBI»

4. |COCTABJIEHUE U 2 8 8 - 1 10 |KoHTposbHast pabota
OPOPMJIEHUE (cocTraBnenue OT/leJIbHBIX
OTAEJIBHBIX BUIOB BUJIOB JJOKYMEHTOB)
JOKYMEHTOB Martepuasnsl B LMS

Moodle:

- 3ajjlaHue [Jig TeKyllero
KOHTpO/s1 «CocTaByieHue 0
odopmiierre OP/1»

5. |OPTAHM3AIINA PABOTBIC | 2 5 6 - 1 10 |TeopeTuueckuii JUKTaHT
JOKYMEHTAMMU

0,3 3auer
Bcero 26 | 28 - 4 0,3 | 49,7 |108 uacos

Copep)xaHue pa3/e/ioB JUCIUTIHHBI

1. CITIOCOBBI CO3JAHUA JOKYMEHTOB (JOKYMEHVUPOBAHUSA) 1

HA3HAYEHHWE JOKYMEHTOB

1. Crioco6bl co3,aHusT JOKYMEHTOB;
2. TepmuHoOiOTHYeCKast 6a3a JOKYMeHTUPOBaHUSI.



2.T'OCYJAPCTBEHHOE PEI'YJ/INMPOBAHUE JOKYMEHTAIIMOHHOI'O
OBECIIEYEHVSA YIIPABJIEHUA

3. OBIIVE HOPMbI 1 ITPABAJIA O®POPMJIEHUA JOKYMEHTOB
1. OcHoBHbIe TpeOOBaHUS K COCTaB/IEHUIO U O(OPMIIEHUIO JOKYMEHTOB;
2. biaHKu JOKYMeHTOB;
3. PeKBU3UTBI JOKYMEHTOB;
4. TpeboBaHUS K TEKCTY JOKyMeHTa. DJieMeHThI TEeKCTa;
5. IOpuguueckas cuia JOKyMeHTa.

4. COCTABJ/IEHVE 1 O®OPMJIEHUE OTAEJ/IbHBIX BUIOB TOKYMEHTOB
1. OpraHu3alyoHHbIe JOKYMEHThI;
2. PacniopsiguTenbHble JOKYMEHTHI;
3. lHdopMaLoOHHO-CTIpaBOYHbIE JOKYMEHTHI.

5. OPTAHMBAILIVISA PABOTBI C JOKYMEHTAMU
1. Opranusanus foKyMeHTo0b0poTa:
1.1. O011Me oI0KeH!S;
1.2. TIpuem 1 06paboTKa BXOASAIINX U UCXOSAIINX TOKYMEHTOB;
1.3. Perucrparusi JOKyMEHTOB U KOHTPOJIb 38 CPOKaMU UX UCIIOJTHEHUS;
2. XpaHeHve JOKYMEHTOB B /leJIONIPOU3BO/CTBE OpraHu3alliy;
3. KoMmmnbroTepHble TEXHOJIOTUU B J1e/I0IIPOU3BO/ICTBE.

5. O0Opa3oBare/jibHbIE TEXHOJIOTMM, B TOM UYHC/Je TEXHOJIOTHH JJIeKTPOHHOIO
o0yuyeHHs1 W [AMCTAHIMOHHBbIE O00pa3oBaTe/IbHbIe TEXHO/JIOTHH, WCIO/Ib3yeMble TpH
0CyIIIeCTB/IeHUH 00pa30BaTe/IbHOr0 MPOoIecca Mo AUCIUIUINHE

B miporiecce 06yueHust UCMO/IB3YIOTCS Clielyolye 0Opa3oBaTe/ibHbIe TeEXHOJIOTHH:

AkajgemMuueckas JIEKI{HS — TI0C/Ie/IOBaTeIbHOe W3/10KeHre MaTepuasa
TIpero/iaBaTesieM, paCCMOTPEHUEe TeOPeTUUYEeCKUX W METOZOI0OTMUECKUX BOTPOCOB IWCIUITTUHbI
B JIOTUYECKH BBIJEP)KaHHOM ¢opme. B mipoliecce JieKIUM TpernofaBaTte/ib CTUMY/IAPYET
CTY/IEHTOB K YYaCTHIO B 0OCY>K[eHUM BOTPOCOB U BBICKA3bIBAHUIO COOCTBEHHOW TOUKH 3PEHUS
obcyxgaemoii mipobsieMatuku. Llenu v TpeGoBaHUS K aKaJileMUUeCKOM JIEKIIUWA: COBPEeMEHHBIH
Hay4YHbI ypOBEHb, WH(MOPMATUBHOCTb, CHCTEMHOE OCBEIleHHe K/IOUEeBBbIX TOHATUNA U
TIOJIO>KEHHI 110 COOTBETCTBYIOIIel TeMe, 0030p U OIleHKa CyIIeCTBYyOIIel mpobieMaTKy, Aava
METOANYECKUX PEKOMeH/IalWii CTYZeHTaM /ISl Ja/IbHeUIIero u3y4yeHus Kypca.

IlpakTHueckoe (CeMHHAPCKOe) 3aHATHE — 3aHATHE, TIOCBSIIEHHOEe MPAaKTHUECKON
0oTpabOTKe y CTY[IEeHTOB KOHKDETHbIX YMEHWM W HAaBBIKOB IPH HW3YUYE€HUW UCLUATIIHBI,
3aKpEeIIEHUI0 TIOJTYYeHHBIX Ha JIEKI[MM 3HAHWH U OL|eHKe pe3y/bTaTOB 00yYeHWs B TPOLiecce
TEKYII[ero KOHTPOJISI.

Ha mepBOoM mpakTHMUeCcKOM 3aHSTUM B BBOAHOW YacTU [JAeTCsl TIepBOE ILeJIOCTHOe
npeficTaBieHne 0 aucuuruiiHe. CTyJeHTbl 3HAaKOMSATCS C Ha3HAaueHWeM U 3aJj[auaMu
JVICLIUT/IMHBL, €€ POJIbI0 U MeCTOM B 00Opa3oBaTesibHOM mporpamme. IIpu 3TOM 03BYUYMBArOTCS
MeTOAMUYEeCKHe U OpraHu3al[MoHHbIe 0COOEHHOCTH pPabOThl B paMKaX AAHHOW AMCLIMTUIMHBI, a
TaKXe JlaeTcst aHam3 PEKOMeH/IyeMOi yueOHO-MeToJUeCKOM JIUTEpaTyPhl.
[Tpo0/KUTETBHOCTE BBOAHOM YacTH COCTaBsieT He 6osiee 10-15 MuHYT.

[Tpu npoBeieHNY TIPAKTUYECKUX 3aHSTUN UCIO/B3YIOTCS TaKie NHHOBALIMOHHBIE METO/bI
o0yueHus, Kak Auajnor-cobecesoBaHye, KO/UIEKTUBHOe OOCY)XIeHHe TeMaTHUeCKHUX BOTIPOCOB,
pa300p MpaKTHUeCKUX CUTYalMi, HODMaTUBHBIX JOKYyMEHTOB, TEOPETUUYECKUX U METOAUYECKUX
acIieKTOB T0 TeMaM AUCHUIUTHHBL.  OOCy)XZeHrWe U OljeHKa TPABWJIBHOCTH BBIMOJHEHHBIX



Pa3MUYHOTO TWIA 3aJlaHUM, yKa3aHHBIX B (DOHJE OLeHOUHBIX Cpe/CTB paboueil MporpamMbl,
MIPOM3BOJUTCS KOJIJIEKTUBHO CTY/IeHTaMU M0/, PyKOBO/ICTBOM Iperno/aBaTesis.

KoHcynbTanmu — B yueOHBIX 3aHATHH, SB/SIOLMECS OJHOM W3 (OpPM KOHTPOJIS
CaMOCTOSITe/IbHOM paboThl CTy/IeHTOB B TeueHHe ceMecTpa. Ha KOHCY/IbTaLUsIX 110 MHULIMATUBE
CTy[IeHTOB PacCMaTPUBAIOTCS M OOCY)KJAIOTCSI Pa3IMuHble BOIMPOCHI TeMAaTHUKH AMCLIMITUIAHB,
KOTODbIe BO3HUKAIOT Y HUX B MPOLIECCe CAaMOCTOSTeIbHOU PaboThI.

B nipotiecce obyueHusi NCMO/IB3YIOTCS Cle/lyIOLje TeXHOI0TUU 3/IEKTPOHHOTO 00y4eHUs
Y TUCTaHLIMOHHBIE 0Opa30oBaTebHbIe TEXHOJIOTHUH:

J/1eKTpoHHBIM YHHBepcuteT Moodle fSIpI'Y, B KOTOpOM NpUCYTCTBYIOT:

- 3a/IaHus [j1s CAMOCTOSITe/TbHOM PaboThl 00YyJaroIIMXCsl TI0 TeMaM AWCLUTIIHB;

- Cpe/CTBa TeKyllero KOHTPOJIs1 yCIieBaeMOCTH CTYZIeHTOB (TeCTUpOBaHUe);

- TIpe3eHTaly Y TeKCTbI JIeKLJUU 110 TeMaM [JUCLUIIIVHBL;

- Tipe/iCTaB/ieH CIUCOK y4eOHOM /uTepaTyphbl, pPeKOMeHJyeMOW /s OCBOeHUS
JUCLIUIUINHBL.

6. IlepeueHbr  JIMEH3UOHHOT0 W (WIM) CBOOOAHO  PacIpOCTPAHAEMOro
MPOrpaMMHOr0 o0ecreueHusl, MCI0/Ib3yeMOro INPH OCYIIeCTB/IEHHH 00pa30BaTe/IbHOr0
nporecca no JUCHUIUIHHEe

B mpomecce ocyujectBieHuss 00pa3oBaTesbHOTO — TIpollecca 10 AWCLUIUIAHE
WCTIONb3YOTCS:

1) mns popmMupoBaHMS MaTepuasioB [yisi TEKYILero KOHTPOJS YCIIeBAeMOCTH U TIPOBE/IeHHUS
TIPOMEKYTOUHOM aTTeCcTaluy, /51 POPMHUPOBaHUs METOJUUeCKHUX MaTeprasioB IO JUCLIUTIIUHE:
- nporpamMmbl Microsoft Office;
- Adobe Acrobat Reader DC.

7. IlepeueHb coBpeMeHHBIX MPo(deccHoHANBHBIX 0a3 JJaHHBIX M WH(OPMALMOHHBIX
CMPaBOYHBIX CHCTEM, HCII0/Ib3yeMbIX MPHU OCYIeCTB/IEHUH 00pa30BaTe/IbHOIO MpoLecca mno
AUcCHUIUTHHE (TPU He00X0AMMOCTH)

B npouecce ocymlectBieHusi oOpa3oBaTebHOTO — Mpolecca 0 AUCLUIUIMHE
VICTIO/b3YOTCS:

ABTomarusupoBaHHass ~ O6ubmuoTeuHo-uH@opmaruoHHasi cuctemMa «BYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk cat find.php

8. IlepeueHb OCHOBHOW M J/IOMO/JIHUTE/JBHONW Yue0HOM J/IUTepaTypbl, PecypcoB
UH(OPMALMOHHO-Te/IEKOMMYHHUKAI[UOHHON ceTH «VIHTepHeT» (MpH HE00X0JUMOCTH),
PeKOMeHAYyeMbIX /I/IfA 0CBOeHMsI AUCLIUNTUHbBI

a) 0OCHOBHas JIUTepaTypa

Illyeaoa H. H. Opranusaiysg ¥ TeXHOJIOTWS [NOKYMEHTAI[MOHHOr0 obecreueHus
yIpaBiaeHus [DneKTpoHHblA pecypcl: YueOHUK U npakTukyM. / [Tlysanosa H.H. - M.: FOpaiir,
2017. - 221. — Pexxum poctymna: https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-
0D785C133657 (BBC «HOpaiit»).

2. I'pozoBa O. C. [Tenonpou3BoJCTBO [I1eKTPOHHBIA pecypcl: YueGHoe mocobue. /
'pozoBa  O.C. -  M.: FOpawr, 2017. - 124, -  Pexum  pocryna:

https://biblio-online.ru/viewer/SF1C27F2-251B-4B74-BE78-AC06A5D30956 (3BC «HOpaiit»).

0) Jono/IHMTe/IbHAA JIUTepaTypa
1. KysnenoB U. H. [JokymeHTaronHoe obecrieueHue yrpasyieHus. [JoKyMeHTo000poT 1
JIeIOTIPOM3BO/ICTBO [ DJIeKTPOHHBIN pecypc]: YueOHUK U nipakTUKyM. / Ky3HerjoB .H. - 2-e u3g,.


https://biblio-online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956
../../../../../../C:%5CUsers%5Ce.pustovalova%5CAppData%5CRoaming%5CMicrosoft%5CWord%5C%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0%20%D0%9E.%20%D0%A1.%20%D0%94%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE%20%5B%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9%20%D1%80%D0%B5%D1%81%D1%83%D1%80%D1%81%5D:%20%D0%A3%D1%87%D0%B5%D0%B1%D0%BD%D0%BE%D0%B5%20%D0%BF%D0%BE%D1%81%D0%BE%D0%B1%D0%B8%D0%B5.%20%5C%20%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0%20%D0%9E.%D0%A1.%20-%20%D0%9C.:%20%D0%AE%D1%80%D0%B0%D0%B9%D1%82,%202017.%20-%20124
../../../../../../C:%5CUsers%5Ce.pustovalova%5CAppData%5CRoaming%5CMicrosoft%5CWord%5C%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0%20%D0%9E.%20%D0%A1.%20%D0%94%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE%20%5B%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9%20%D1%80%D0%B5%D1%81%D1%83%D1%80%D1%81%5D:%20%D0%A3%D1%87%D0%B5%D0%B1%D0%BD%D0%BE%D0%B5%20%D0%BF%D0%BE%D1%81%D0%BE%D0%B1%D0%B8%D0%B5.%20%5C%20%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0%20%D0%9E.%D0%A1.%20-%20%D0%9C.:%20%D0%AE%D1%80%D0%B0%D0%B9%D1%82,%202017.%20-%20124
https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-0D785C133657
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- M.: FOpaiir, 2017. - 477. — Pexxum goctyna: https://biblio-online.ru/viewer/7873BF4B-A3F7-
44E2-8EC0-1E3D6392702A (3BC «HOpaiit»).

B) pecypchl ceTu «/IHTepHeT»:

1. OneKTpoHHbIN Karasior HayuHoi O6ubmoTeku Apry
(https://www.lib.uniyar.ac.ru/opac/bk cat find.php).

2. DnektpoHHasi bubsmmoTteuHas cuctema (OBC) usgarensbcrtBa «HOpaiit» (https:/www.
urait.ru).

3. DnekTtpoHHasi Oubsmoreuynass cucrema (DBC) wu3gatensctBa  «IIpocrekT»
(http://ebs.prospekt.org/).

4. Hayunas 3nekrpoHHas 6ubmmoreka (HOB) (http:/elibrary.ru)

9. MarepuanbHo-TexHUUecKas 0a3a, Heo0xo/umasi I/Is1 OCYI[eCTB/IeHHUs1 00pa3oBaTe/IbHOI0
Mporecca no JUCHUIUIHHE

MarepuanbHO-TexHUYecKasi 0a3a, HeoOxoAUMasi [i7isi OCyILleCTBIeHUs] 0Opa30BaTeIbHOTO
Tiporiecca 1o AWCIUIUIMHE BK/IIOYAeT B CBOM COCTaB CIelvajbHbIe TIOMeIleHYsT:

- yueOHbIe ayJUTOPUM JJIsl TIPOBeIeHUsI 3aHSATHM JIEKIIMOHHOTO TUTIa;

- yueOHbIe ayTUTOPUM /IJIsl TIPOBe/IeHUsT TTPAKTUUEeCKUX 3aHATHHN (CEMHUHAPOB);

- yueOHBIe ayIUTOPHU A1JIs1 TIPOBeJIeHUSs] TPYIIIOBBIX M UHUBUYaTbHBIX KOHCY/IbTallU;

- yueOHble ayJUTOPUU i1 TIPOBEJIEHUS] TEKYIero KOHTPOIS W TIPOMEKYTOUHOU
aTTecTalluy;

- TIOMEIIIeHUs /IJI1 CAMOCTOSITe/TbHOUM paboThI;

- TIOMeIIleHUs1 /i1 XpaHeHWss U TPO(QUIaKTUYeCKOTO OOC/Ty)KUBaHUS TeXHUUeCKUX
cpezcTB oOyueHusl.

CrierianbHble TIOMelleHHsI YKOMITIEKTOBaHbl CpeiCTBaMH O0yUeHUsi, CIY)KalUuMH [IIst
Tipe/icTaB/eHust yueOHOM WHGOPMAaLK OOJIBIIION ayAUTOPHUH.

[TomerrieHust 751 cCaMOCTOSITe/TbHOM paboThl 00yYaroL[UXCsl OCHAlLleHbl KOMITbIOT@PHOM
TEXHUKOW C BO3MO>KHOCTBIO TIOJK/TFOUEeHUs] K ceTH «VIHTepHeT» M obecrieueHWeM [JOCTyTa K
3/IeKTPOHHOM MH(pOpMaI[MOHHO-00pa3oBarenbHOM cpefe AplY.

ABToOp:

HoueHt  kadeipbl  yrpaBleHUs U
rpeANpUHAMAaTe/IbCTBA, KaH/,. SKOH. HayK E.W. JTudaHosa

00/12ICHOCMb, YyUeHas cmeneHb noonucb H.0. damunus


http://elibrary.ru/
http://ebs.prospekt.org/
https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

IIpunoxenue Nel K paboueii mporpaMme JUCLUILTHHBI
«JloKyMeHTajMOHHOe ofecrieueHHe yIpaB/JIeHUs»

@DoH/| OLIeHOYHBIX CPe/JCTB
A1 IPOBefieHN TeKyIleil ¥ MPOMe)XyTOUHOM aTTecTallii CTy/|eHTOB
10 JMCIUIIIUHE

1. TunoBbIle KOHTPO/IbHBIE 33/laHNSI WX MHbIe MaTepHa/Ibl,
Heo0XoAMMbIe /IS OLleHKHW 3HaHUH, YMEHHI, HABBIKOB U (M/IM) OMbITA AeATeTHHOCTH,
XapaKTepU3yUUX Tanbl GopMHUpPOBaHKs KOMITeTeHLUM

1.1 KoHTpo/bHBIE 3a[jaHUs U UHbIE MaTepUabl,
HCIo/Ib3yeMble B MpoLecce TeKyilei arrecTaniu

Tema 1
(Kommneteniusi YK-4, unaukarop YK-4.4)

Tembl pedepaToB
VicTopus cTaHOBJIeHUs [1e/I0TIpOU3BO/CTBa B Poccuu.
[Tpurka3Hoe fenonpor3BoACTBO B Liapckoi Poccuu (XV-XVII BB.).
VicTopus cTaHOB/IeHHUs [1e/I0ONPOM3BO/ICTBA B Pa3HbIX CTPaHaX (HECKOIBKO Ye/IOBEK).
Ponb «ZJ0OKyMeHTa» B COBpeMEeHHOM 0011]eCTBe.
[ocyzapcTBeHHOE pPeryIMpoBaHye I0KYMEHTAlMOHHOTO 00ecrieueHus! YIipaB/ieHusl.
CyOBeKThl /1e/I0NPOU3BO/ICTBA B FOCY/JapCTBEHHBIX OpraHax.
Cucrema «5S».
[MpaBuna paboTel C JOKyMeHTamMu B cyje (oOpallleHue Tpak[aH, MpUeM 3asiBJIeHHUH,
nepezaua Jief v T.I1.).

8. OcHOBBI OpraHu3alUy /[IeJIOTIPOU3BO/CTBA (HOPMATHBHAsl peryiaMeHTalusi paboThl,
OpraHu3aroHHast CTPYKTYpPa CTy>KObI ZIe/I0TPOXU3BO/ICTBA U T.I1.).

9. Vcnonb30BaHue HOBBIX, COBDEMEHHBIX TEXHOJOTMA B  JIOKyMEHTUPOBaHWUU
JleATeTbHOCTHU MPeJIIPUSITHSI.

10. TexHuyeckue cpe/iCTBa, UCII0/Ib3yeMbIe B [1eJIONIPOM3BO/ICTBE.

11. JIoKyMeHTbI Ha HOBEMIIIMX HOCUTE/ISIX MH(POPMAaLMU: 00/1aCTh MPUMEHEHHS U TIPUaHNe
IOPUIUUECKOUN CUJIBI.

SRR o el

~

Tema 2
(Kommnetennusi YK-4, unavkatop YK-4.4)

Bonpockl K TeopeTHUeCcKoH KOHTPOJ/IBHO padoTe (C 1oc/e yonmM 00CyKaeHneM)
VicTopusi pa3BUTHS 1€/I0TIPOU3BO/ICTBA;

Posb JOKyMeHTOB B )KM3HHU UeioBeKa U 0011iecTBa, B cepe TpaBa 1 yIipaB/IeHHUS;
[okymeHT U ero (GyHKLWY;

HopmaTrBHO-1IpaBoBasi 6a3a COBpeMEHHOT'0 /IeIOTIPOM3BO/ICTBa;

YHupuUKalus U cTaHjapTyU3aLus B /1eJI0NPOU3BO/ICTBE;

Knaccudukaiys fenoBoi JOKyMeHTalUu.

WD

3afaHue I TeKyLero KOHTpoJia «Y craB»

[Mpoananu3upyiiTe ocHOBHbIe 31emMeHThl yctaBa @PI'BOY BO Apl'Y um. ILI. [lemuzogsa,
TepevyuC/IvB I10 ITYHKTaM ero OCHOBHEIE ITOJIOKeHUs, C YKa3aHWeM KOHKPeTHBIX JaHHbIX.

C ycTaBOM MO>XXHO 03HAaKOMUTBCSI Ha O(PUIMaIbHOM CaiiTe YHHUBepCUTeTa.



Tema 3
(Kommneteniusi YK-4, unaukarop YK-4.5)

Tembl pedepaToB

®oTO0- ¥ KMHOJJOKYMEeHTHPOBaHKe: Ha3HaueHHe U 00/1acTh IPUMeHeHHs..
®oHOZIOKyMEeHTHPOBaHWe: BOSHUKHOBEHHe, pa3BUTHe U 00/1aCTh NPUMeHeHMUs.
VcTopust pa3BUTHS CEKPeTapCKOro Jena.

[enoBble ¥ TMUHbIE KaueCTBa CeKpeTapsl.

JTHKa CeKpeTapcKoro Tpyza.

Jlekcuka /1e10BOro o0IeHUs.

[lenoBou CTUMb MMCbMEHHOU peYH.

BenieHrie Tpy10BbIX KHUKEK.

Pabora c koH(HAEeHMAaTbHBIMU JOKYMEHTaMHU.

OdopmieHre KOppeCroH/IeHL[MY 10 BHELITHESKOHOMUUECKO! J1eTe/TbHOCTH.
11. [JenomnpousBofcTBO B coBpeMeHHOU Mtanuuy, ['epmanum, ®@paHimy v Ap. CTpaHax

LN AWM=

—_
e

Tect
1. Kak1M HOpMaTHBHBIM [IOKYMEHTOM yCTaHaB/IMBaeTCsl MaKCHMaJlbHbI HabOp PeKBU3UTORB?
OtBetr: 'OCT P 7.0.97-2016
2. I'me v pu KakuX ycaoBUsIX rpuMensieTcst ['ocyjapcTBeHHbI repb Poccuiickoit ®enepauyu?
OtBer: TocymapcrBeHHbIli repd Poccuiickoii ®Pepepanuy mnoMemialOT Ha 0O/1aHKax
JAOKYMEHTOB B COOTBeTcTBHH ¢ DefepaJbHbIM KOHCTHTYIJHOHHBIM 3akoHOM «O
TI'ocypapctBeHHom repbe Poccuiickoin ®egepamun» ot 25.12.2000 Ne 2-®PK3. IIpaso
pacmnoJiarath rocyapCcTBeHHbIH repd Ha opuHaIBHBIX JOKYMEHTaxX MPHHA//IE)XUT opraHam
roCcyJapCTBeHHOI0 ynpaBJ/ieHNs, CyAa, MPOKYPaTypbl, apONTPa)ka, HA/IOTOBBIX CIYXK0 U T.J.
3. Kakue cy1iecTBYIOT ClIOCOObI IaTHPOBaHKs JOKYMEHTOB?
OTtBeT: JaTa B JoKyMeHTe odopMiisieTcs HH(POBHIM CIIOCOO0M W/IH C(JIOBECTHO-I()POBBIM.
4. Lludpporoii unu 6ykBeHHO-1M(POBOI UeHTH(HUKATOP JOKYMeHTa — 3TO...
5. OT™MeTKa 0 MOCTYIUIEHUH 0OPMIISeTCS:
a) Ha MOCTYNaKIIUX JOKYMEeHTax;
0) Ha OTHpaB/sieMbIX JOKYMEHTaX;
B) Ha BCeX JIOKyMeHTax.
OrtBert: a
6. Kakum peKBU3MTOM O(OpPMIISIETCSI BHELLIHEe COrylacOBaHUe?
OtBert: rpu¢ corsacoBaHusi JOKyYMeHTa.
7. YTo siBAsieTCsl JaTO JOKyMeHTa?
OTBeT: AaTOl AOKyMeHTa fABJIAETCSA AATa ero NoANUCAHUs WIH YyTBepPXK/AeHHA.
8. OMbniema, HaHeceHHast Ha O/1aHKe, MOXKeT 3aMeHUTh Ha3BaHUe OpraHK3al[|K:
a) Aa;
0) HeT;
B) MHOT/a.
OtBert: 0
9. PekBU3UT, KOTOPbIN NIOMOraeT OpraHu3alliy, MOMyYMBILIE MMCbMO-0TBET, HATH CBOK KOMMIO
VHULMAaTUBHOI'O MMCbMa — 3TO. ..
OTBeT: cChbI/IKA HAa PerucTpaljMOHHBIA HOMep U AaTy MOCTYNUBILIEro JOKyMeHTa
10. MecTo u3ganus 10KymMeHTa 0pOpMIISIeTCS Tak:
a) r. MockBa;
6) MockBa;
B) rop. Mockga.
OtBert: 0



3ajjaHue Ui TeKyllero KOHTpo/is « PeKBU3UTBI»

CamocTosTesIbHO cocTaBbTe TecT U3 20 BONPOCOB C OTBeTaMU I10 TeMe 'PeKBU3UTHI
JNOKyMeHTOB". Bompockl MOTYT cofiep>KaTh OJMH WJIM HECKOTBKO BaPUAHTOB OTBETOB, MOTYT OBITh
OTKPBITBIMU WJIU 3aKPBITBIMU.

TpeboBaHus K TeCTy:

- 110 CO/IeP>KaHHUI0 TeCT [JOJ/DKeH COOTBETCTBOBAThL TEME;

- BOIIPOC JI0/DKEH COZepyKaTh O4HY 3aKOHUEHHYH0 MBIC/Ib;

- HerpaBW/IbHbIE OTBETHI JO/DKHBI ObITH pa3yMHbI, yMesio Mof00paHbl, He JO/DKHO OBbITh
SIBHBIX HETOUHOCTEH, NO/ICKA30K;

- He 3a/laBaliTe BOIIPOCOB C [10/IBOXOM;

- BCE BapMaHTbI OTBETOB /IOJDKHBI ObITH TPAMMATHYeCKH COT/IaCOBaHbI C OCHOBHOW UYaCThIO
3a/laHud;

- OTBeT Ha [TOCTAaBJIEHHBIN BOIIPOC He JOJDKEeH 3aBUCEeTh OT NpPeJblAyILUX OTBETOB;

- n3beraiiTe MOBTOPEHUS;

- He yTipolljanTe BOMpoca.

Tema 4
(Kommneteniust YK-4, unaukarop YK-4.5)

KonTponbHas pabora

3adaHue Ne 1. Hanuwiume npuka3s no OCHO8HOU 0esime/abHOCmU.

YuyebHo-1ipou3Bo/cTBeHHOe 00BeauHeHre. [TPMKA3. 28.12.2009 Ne 64. r. Mockea. 06
obecrieueHNy TIPOTHBOTIOXKApPHOW Oe3omacHOCTH. B 1esisix obecrieueHuss TPOTHUBOIIOXKAPHOM
6e3onacHocty B mipa3gHuuHble gHU [TPUKA3BIBARO: 1. IlpoBecty TirjatenbHyr0 yOOpPKY Bcex
kabuHetoB W Macrepckux B YIIO. 2. 3am. aupektopa mo AXY B.A. Ky3HerjoBoil npoBeputh
cocTosiHue 3yieKTpoobopyaoBanusi U 31.12.2009 BeiKItOUUTE BCce pyOmibHUKU. 3. KoHTposb 3a
VICTIOJIHeHWeM TIpuKasa Bo3jaraeTcs Ha 3aM. gupekropa no AXY B.A. KysnenoBy. Jupekrop YIIO
B.A. TIletpoB. C mnpuka3oMm o3HakomsieH: 3aM. aupektopa no AXY B.A. Ky3nerosa. /laTta
o3HakoM/ieHus. B neno 01-08. [Jara.

3adaHue Ne 2.Hanuwume 8binuckKy u3 npukasa 3aoavusi Ne 1 no 2 nyHkmy.

3adaHue Ne 3. Hanuwiume pacnopsidjceHue no op2aHu3ayull.

PEMOHTHO-MEXAHMYECKNMI 3ABOJI (KPM3). PACIIOPSDKEHUE. Ne 3 ot
23.06.2010. r. KpacHosipck. O6 wucrnonb3oBanny B 2010 r. 1eneBoro (oHZA aMOPTHU3aL[MOHHBIX
oturcneHuii. C 1e/lbl0 T[JIaHOMepPHOro ucronb3oBanuss B 2010 roay weneBoro (oHga
aMOPTH3aLMOHHBIX OTYMC/IEHUM M B COOTBETCTBMM CO CT. 13 «IlosokeHne o rocyzapCTBeHHOM
npeanpusatu» OBA3BIBAFO: 1. HavanbHuka ninaHoBoro otgena FO.IL. AHTOHOBY 1o
COr7acoBaHui0 € . Oyxrantepom 3aBosja H.M. BensiBkuHO# mpexacraBute o 30.12.2010 r.
o00CHOBaHHbIe AaHHBIEe O Tiepexofsaimx Ha 2011 ropa ocraTKax W O pa3Mepe IjesieBoro (oHga
aMOPTH3aLMOHHBIX OTUMC/IeHuH, o0Opa3yeMbIx TO TiaHy 3aBoja Ha 2011 rog. 2. I'maBHOrO
vHXeHepa 3aBozia b.1. JIubeHCOH TpeiCcTaBUTh COTJIaCOBaHHbIe C HauaJbHUKAMH L[€XOB U OT/IeJIOB
ripeiyiokeHus o rpoeesieHUH B 2011 rofy KanmuTaJbHOrO PeMOHTA 3[jlaHUM M COOPY’KEHHH 3a CUeT
(hoH/la aMOPTU3ALIMOHHBIX OTUMC/IeHUH. 3. KOHTpOJIb 3a MCTIO/THEHWEM HACTOSIILIEr0 pacIiopshKeHUs!
BO3/1arar0 Ha 3aMeCTUTeIsl IMPeKTopa 1o Xo3skictBeHHoW yactu C.M. A6aynaeBa. [JupekTop 3aBoja
A.®. [TnyTHHKOB.

3adaHue Ne 4. Hanuwiume yka3aHue.

AO «3tanon». YKA3AHME. 01.12.2008 Ne 28. r. fIpocnaBnb. O rpaduke OTHyCKOB Ha
2009 rop. [nsi cocraBnenusi rpaduka otmyckoB Ha 2009 rog ITPEJIAT'ARO: 1. PykoBoguTensim
CTPYKTYPHBIX TOZpa3fe/ieHnld MpeJCTaBUTh B OTJe KaJJpOB CIUCKU COTPYJHUKOB C yKa3aHUEM
IJlaHUpyeMOro cpoka ouepeaHoro otnycka B 2009 rogy. Cpok mnpeacTaB/eHHS CIMCKOB —



10.12.2008. 2. OTgeny KagpoB COCTaBUTh CBOZHBINA IpaduK OTITyCKOB paboTHHKOB (hripMel Ha 2009
roJ, U TIpeJCTaBUTh €ro Ha YTBep)KJeHue B JUpeKui0 ¢upMbl. OTBETCTBEHHBIM — Haya/lbHUK
otzena kazpos O.FO. ITankpaTtoBa. Cpok mnpezcraBieHust rpaguka — 20.12.2008. 3am. aupekTopa
¢upwmel I[1.1. Abpamosa. B neno 05-21. [laTa.

3aganue A TeKyiero KoHTpo/is «Cocras/ienne u ogpopmiaeHue OP/I»

1. Hanuwume nucbMo-npu2iaaweHue.

AO «Kgant». 25.03.2020 Ne 53. /IlupeKTopy BBICTAaBOUHOTO LieHTpa «JKCIo-0u3Hec» A.B.
[TerpoBou. ITucemo-npurnamenue. Mel npuriamaem Bac NpyHATHE yyacTHe Ha BbICTaBKe HOBBIX
TEeXHOJIOTMM U TIPe/ICTaBUThL Ballly TMpPOJYyKIUi0. BeicTaBka Oyzer mpoxoauth ¢ 02.08.2020 mo
10.08.2020 B Halem BbICTaBOYHOM LieHTpe. PasmellleHre Ballled MNPOAYKLMM Ha BbICTaBKE MbI
rapantupyem. [Iupekrop AO «KBant» C.b. BpoBKUH.

2. Cocmasbme npomokoxl.

OAO «Morop-knacc». [TIPOTOKOJI. 24.10.2019 Ne 34. fpocnasib. 3acesaHusi KOJIJIETHUH.
Ipencenatens — A.B. [TobpoBckasi. Cekpertaps — JI.®. TlepoBa. ITpucyrcrBoBamu: O.A. 3aryaguHa,
CJI. KysuenoB, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenko, A.C. Cymnos, M.C.
Turtopenko. Ilpurnamennsie: HawanbHUK oOTAena YmpasneHus Ky/aeTypbl A.Il. Bacuibes.
I[MOBECTKA [HSA: 1. O paborte otiena uHdopmatuzaliuu 1o obecrieyeHUI0 AesTeTbHOCTH
yupexgenus. [oknaz HauanbHUKa otAena K.M. Cepruesko. 2. O npegcrasieHud O.0O. PakuBHEHKO
K rprcBoeHHt0 [loyeTHoro 3BaHUs «3acaykeHHbI pabOTHUK KybTypbl Poccuiickoit ®@epepaiium».
Coobmmennie HauanmpHUKA otAena M.C. Tutopenko. 1. CJITYIHAJIU: K.M. CeprueHKO — TeKCT
noknaga mipunaraetcsi. BBICTYIIUJIA: C.JI. Ky3HeLloB — CTaBUT BOIPOC O [OMOJHUTETbHOM
Bbl/leJIeHWU KOMIIbIOTepoB Tuna «Pentium» gaa otgena. A.C. CyMuLOB — mpejjaraeT repezaTb
OTJe/Nly MacCHMB MMEIIIUXCS B JPYTUX I[OApas/iefeHnusX HWH(OPMAalMOHHBIX KapTouek. O.A.
3arsasivHa — coolijaeT 00 UMERIUXCA B OTAele HOBBIX  pa3padoTKax [0  Y/IydIlleHH 0
opranm3aimu uHpopmalmoHHbIX TiporieccoB. [TOCTAHOBWUJIM: 1.1. Opobputh OCHOBHBIE
HaripaBjieHusi paboTel oTzAena. 1.2. Pa3pemmTbh aJAMHUHUCTPATUBHO-XO3SIMICTBEHHOW —CityxKbe
niprobpecTy [/t HYXK/, OTZAesa WHbopMaTHU3aLyu 3 KOMITbIOTepa HeoOX0oAUMOM KOHpUryparyu. 2.
CJIYIIAJIN: M.C. TutopeHKO — TeKCT foknaza npunaraerca. BBICTYIIAIA: @.M. CemeHoB —
No/ilepykKUBaeT rpezyioxkeHue o BblBrKeHUM O.0O. PakvBHEHKO Ha IPUCBOeHYe [I0YeTHOI'0 3BaHUs
«3acmy>keHHbI paboTHUK KynbTypbl Poccuiickoit ®enepauyu». W.H. JlydeHKO — TOBOpUT O
cepbe3nbix 3aciyrax O.0. PakvBHeHKO B Jiefie  DasBUTUS OTEUYECTBEHHOM KYJbTYPBI.
I[TOCTAHOBW/IN: 2.1. BeiaBuHyTh O.O. PakvBHEHKO Ha IIPUCBOEHHE el TOYeTHOI'O 3BaHWs
«3ac/my>KeHHbIM pabOTHUK KyabTyphl Poccuiickoit @epeparum». [peacenarens A.B. JobpoBckasi.
Cekpetaps JI.B. ITepoBa. B geno Ne 25-01. [ara.

Tema 5
(Kommneteniusi YK-4, unaukarop YK-4.5)

TeopeTnuecKuM JUKTAHT

[Havite onpejeneHus CiaelyOLAM MTOHATUSM:
0 Appecar

ApnpecaHTt AKT

AxuenT

Ankera AHHOTaLUs

ApxuBHas BbINHUCKA

ApxuBHas cnipaBKa

Acnekt

Bbiiank

BenomocTts

Busa BHyTpeHHul ajpec nucbMa

O OO O0OO0OOOoOOoOOo



BHyTpeHHuUl JOKyMeHT
Bxopasimmii 10KyMeHT
Beirmcka

Tpud

Hara

Heno

[enoBoe nuceMo
JIVpeKTUBHBIN JOKyMEHT
[JoBepeHHOCTb

O OO O0OO0OOoOOoOOoOOo

Kputepuu oneHku (opM TeKyiero KOHTpoJis

Kputepuu onjeHku pedepara

OlleHKa «OTJIMYHO» BBICTAB/ISIETCS], eC/IM paboTa CTyJieHTa HalycaHa rpaMOTHBIM HayUHbIM
SI3bIKOM, IMeeT UETKYIO CTPYKTYPY | JIOTHKY WU3/I0KEeHUs], TOUKa 3peHHs CTyZeHTa 000CHOBaHHa, B
paboTe MPUCYTCTBYIOT CChUIKM Ha HODMAaTHBHO-TIpaBOBbie akKThl. CTyJeHT paboTe BbIJBUTAeT
HOBBIE H/|eV U TPAKTOBKH, J€MOHCTPHUPYET CIIOCOOHOCTh aHaM3UPOBaTh MaTepuall.

OlleHKa «XOpOLIOo» BbICTaBJIsIeTCs], ec/ii paboTa CTyJeHTa HamnucaHa IPaMOTHBIM HayUHbIM
SI3bIKOM, IMeeT UETKYIO CTPYKTYPY | JIOTHKY WU3JI0KEeHUs], TOUKa 3peHus CTyZeHTa 000CHOBaHHa, B
paboTe MPUCYTCTBYIOT CChIJIKM HA HOPMaTUBHO-TIPaBOBbI@ aKThI.

OLleHKa «y/I0B/IETBOPUTEIbHO» BBICTABIISIETCS, €C/IA CTYZEHT BBITIOJHU/ 3aflaHue, OJIHAKO
He TIPOJIeMOHCTPUPOBA CHOCOOHOCT K HayyHOMY aHa/aM3y, He BbICKasblBal B paboTe cBoero
MHEeHWUs], JOTyCTH/I OLIMOKY B IOTHYeCKOM 000CHOBaHWHM CBOEr0 OTBETa.

O1leHKa «HeyZ0B/IeTBOPUTE/IbHO» BBICTABJISIETCS, €C/TU CTYeHT He BBINOJIHUI 3a/jJaHue, Uin
BBITIOJTHUA €ro ()opMasibHO, OTBETW/I Ha 3aJaHHBIN BOIPOC, TIPHM 3TOM He CChUIAJICSI Ha MHEHHS
yUéHbIX, He TPaKTOBa/J HOPMaTUBHO-TIPABOBbLIe aKThl, He BbICKA3bIBa/l CBOEr0 MHEHUs], He TIPOSIBUJ
CrocOOHOCTH K aHa/IM3Yy, TO eCThb B LIeIOM LieJsib pedpeparta He JOCTUTHYTA.

KpuTtepuu oLieHKH TeopeTH4ecKoil KOHTPOIbHOM PadoThl

O1leHKa «OT/IMYHO» BBICTaBJISIeTCSs], €CJ/IM MHMChbMeHHbIe OTBEThI Ha BOMPOCHI ZIaHbI B TTOJIHOM
obbeMe ¥ Ha BBICOKOM TeOpPETHYeCKOM YDOBHe, H3J/IOKeHHe MaTrephaja JIOTHUHOe,
apryMeHTHPOBaHHOE, C OTIOPOi Ha TIePBOUCTOUHHUK.

OLleHKa «XOpOIIO» BBICTABJISIETCS, €C/IA OTBETHI Ha BOMPOCHI COZIEP>KaT HeNPUHLIUITUATbHbIE
TIOTPEeIIHOCTH.

OLeHKa «y[OBJIeTBOPUTE/ILHO» BBICTAB/ISAETCS, €C/IM B OTBeTaX ObUIM JOMyIeHbI
TIPUHLUIMHAbHBIE OIIMOKH, BbISIB/IEH HEBLICOKWI YPOBEHb BJIafleHUs] MaTepUasioM.

OLleHKa «HEYZOBIEeTBODUTE/IbHO» BBICTAB/ISETCS, €CIA OTBEeThl HE COOTBETCTBYIOT
rapameTpaM, TpUBe/leHHbIM BbIllle, WM CTYJ€HT OTKa3ajicCs OT BBITIOJIHEHUSI TeopeTHueCKOM
KOHTPOJIbHOM pabOTHI.

Kputepum oneHKH TecTta

O1ieHKa «OTJUYHO» BBICTABJISIETCS, €C/TU JJaHbl BePHbIe OTBEThI Ha 85 % u Gosee BOMPOCOB
TecTa.

OLeHKa «XOpOLI0» BbICTABJ/ISIETCS, €C/IU JaHbl BepHbIe OTBeThI Ha 71-85 % BOMpOCOB TecTa.

OLleHKa «y/I0B/IeTBOPUTE/IbHO» BBICTABJIAETCS, €C/IU [aHbl BepHble OTBeThl Ha 56-70 %
BOIIPOCOB TeCTa.

OLleHKa «Hey[OBJIeTBOPUTE/IbHO» BBICTABJIAETCS, eC/IU JaHO MeHee 55 % BepHbIX OTBETOB
Ha BOIIPOCHI TecTa.



KpuTtepuu o1ieHKH KOHTPOJ/IbHOM pabdoThI

O1LleHKa «OTJIMYHO» BBICTABJISIETCS], €C/TH JOKYMEHT COCTaBJIeH B TOJTHOM 00beMe, yKa3aHbl
BCe HeoOXO/IMMble PeKBU3UThI, UX PacriosioXKeHHe COOTBETCTBYET TpeOOBaHUSIM.

OLleHKa «XOpOLLO» BBICTaB/SETCS, €CAM JIOKYMEHT COZJEep>XUT HelpUHLIUIHAIbHbIe
TIOTPELLHOCTH.

OLleHKa  «y/IOBJeTBOPUTENbHO»  BBLICTAB/SETCS, €CAM B  JOKyMeHTe  [IOMyIleHbl
TIPUHLUIMHAbHBIE OIIMOKH, BbISIB/IEH HEBLICOKWI YPOBEHb BJIafleHUs] MaTepUasioM.

OLleHKa «HeY/JOBJIeTBOPUTE/IbHO» BBICTAB/SETCS, €C/AM [JOKyMEeHT He COOTBETCTBYIOT
rapaMeTpam, NpUBe/IeHHbIM BbILLE, UK CTYAEHT 0TKa3ascs OTBeyaTb Ha BOMPOCHI.

KPI/ITEPI/II/I OL€HKH TE€OPETHYECKOI'o JUKTAHTA

OHEHKa «OT/IMYHO» BBICTABJIAETCS, €C/IM OTBEThlI AdHbI B IIOJTHOM o0bemMe M Ha BBLICOKOM
TEOpETUUECKOM YpOBHE.

OL{EHKE[ «XOpOoWIOo»  BBICTABJ/IAETCHA, €C/IM OTBeThbl COJAEPXKAT HEINPUHLUITKMa/IbHbIE
MOrpermHoCTH.

OL{EHKE[ «YAOBJ/IETBOPUTE/IbHO»  BBICTABJ/IAETCA, €C/IM B OTBETaAX ObLIH AOIyIIeHbI
MpUHLIUMITHA/IbHBIE 0].LII/I6KI/I, BBISIB/IEH HEBLICOKUI YPOBE€HLB BJ/1a/ieHUS MaTe€pPUd/IOM.

OL{EHKE[ «HeyOOBJ/IETBOPDUTEJIbHO» BBICTABJIAETCA, €C/JIM OTBETbl He€ COOTBETCTBYIOT
MapaMeTpam, IMpruBeAEeHHBIM BhbIlIEe, WJIN CTYJEHT OTKd3a/ICsd OTBeUYAaThb Ha BOIIPOCHI.

KPI/ITEPI/II/I OIl€HKH BHAaHHﬁ AJIA TEKYIEro KOHTpoJist

OHEHKa «OT/IMYHO» BBICTABJ/IAETCS, €C/IM OTBEThlI AdHbI B IIO/THOM o0bemMe M Ha BBLICOKOM
TEOpETUUECKOM YpOBHE.

OLIEHKE[ «XOpOoWIOo»  BBICTaBJ/IAETCHA, €C/IM OTBeThl COJAEPXKAT HEIPUHLUITKMa/IbHbIE
MOrpemHoCTH.

OLIEHKE[ «YAOBJIETBOPUTE/IbHO»  BBICTABJ/IAETCA, €C/IM B OTBETAX ObLIH AOIyIIeHbI
MpUHLIUMITHA/IbHBIE OLLII/I6KI/I, BBISIB/IEH HEBLICOKUI YPOB€HLB BJ/1a/ieHUS MaTe€pPUd/IOM.

OLIEHKE[ «HeYyOOBJ/IETBOPDUTEJIbHO» BBICTABJIAETCA, €C/JIM OTBETbl HE€ COOTBETCTBYIOT
MapaMeTpam, IMpruBeAeHHbIM BhbIlle, WIHW CTYJEHT OTKd3a/ICsd OTBeYdTh Ha BOIIPOCHI.

1.2 Ciucok BONPOCOB M (M/1M) 3afaHMil /ISl IPOBe/leHUs] IPOMEe)XyTOUHOM aTTecTalui
3aueT Mo JUCLUIUIMHE «/JOKyMeHTallOHHOe oOecrieueHue YTIpaB/eHusi» IPOBOJUTCS B
ycTHO# (opme 110 GrsteTam.

Bompocsl K 3auery

Komnemenyus YK-4, unoukamop YK-4.4:
1. VcTopusi pa3BUTHS [1e/IONPOM3BO/ICTRA;

2. Posb JOKyMeHTOB B )KM3HHU UeioBeKa U 0011iecTBa, B cepe TpaBa 1 yIipaB/IeHHUS;

3. [oKyMeHT U ero (yHKLIUY;

4. HopmaTrBHO-TIpaBoBasi 6a3a COBPeMEHHOT'0 /IeI0TIPOM3BO/ICTBa;

5. YHudukKays v cTaHapTu3anys B 1e/0NpOr3BO/CTBE;

6. Knaccudukarys genoBoi JOKyMeHTaluy;

7. byiaHKy ZIOKyMeHTOB, MX XapaKTepUCTHKa;

8. PexkBU3UTHI JOKYMEHTOB;

9. TpeboBaHUs K TEKCTY JJOKYMEHTOB. DJIeMeHThI TEKCTa;
Komnemenyus YK-4, unoukamop YK-4.5:

10. FOpuauyeckas cvia JOKyMeHTOB;

11. XapaKTepuCTHKa U COCTaB OpraHy3alMOHHbIX JOKYMEHTOB;

12. XapaKTepI/ICTI/IKa M COCTaB pacCriopaauTe/IbHbIX JOKYMEHTOB,



13. XapakTeprCcTHKa U COCTaB UH(POPMaLMOHHO-CIIPaBOUHbIX [JOKYMEHTOB;

14. Ycras;

15. ITonoxenue;

16. WHcTpyKuus;

17. ITpukas;

18. Pacnopsixkenue;

19. Peinienue;

20. [TpoTokomn;

21. AKT;

22. HoknazgHasi ¥ ciy>keOHast 3aMUCKY;

23. ITucemo;

24. CripaBka;

25. JJOKyMeHTBI 10 IMYHOMY COCTaBY;

26. Tenerpamma, Tenekc, (hakcorpamma;

27. Opranm3anusi JOKyMeHTo000pOoTa;

28. Pervcrpanusi JOKyMeHTOB;

29.  Tlpuem u 06paboTKa BXOZSIIMX JOKYMEHTOB,;

30.  TIpuem u 06paboTKa UCXOASIUX JOKYMEHTOB,;

31. KoHTpoJib 3a CpOKaMU UCTIOJIHEHUS JOKYMEHTOB;

32. 3aKoHO/aTelbHasl ¥ HOpMAaTUBHAsl OCHOBA XpaHeHUs JOKyMEeHTOB;

33. Opranusanus XpaHeHus JieJ1 B 1eJI0NPOU3BO/ICTBE;

34. Howmenknartypa gen;

35. dopMupoBaHue fiel;

36. [ToaroroBka JOKyMEHTOB K CZjaue B apXUB;

37. ApXUBHOe XpaHeHue JOKYMeHTOB;

38. OCHOBBI OpraHM3aliM /Ie/I0NIPOU3BO/ICTBA (HOpPMaTHUBHAsl perjiaMeHTalysi paboThbI,
OpraHM3ali0HHasi CTPYKTYPa C/IyKObI ZIe/I0NpOn3BO/ICTBA U T.11.)

39. TexHUUeCcKue Cpe/iCTBa, UCIIO0/Ib3yeMble B [1eI0NIPOU3BO/ICTBE;

40. Vcnosnp30BaHre HOBBIX, COBPEMEHHBIX TEXHOJIOTMHA B  [JOKYMEHTHMPOBaHUU
JesITe/IbHOCTU TIpe/ITIpUsITUS;

41. ToKyMeHTbI Ha HOBeWIIMX HOCHUTeNsX WH(opManyu: 0067acTh TNpUMEHeHHs |
NpyUiaHue FpUJUUYeCKOW CUJTbI;

42. ®oT0- 1 KWHOZIOKyMEeHTHPOBaHKe: Ha3HaueHre 1 00/1acTh TIPYMeHeHusT;

43. ®oHOZIOKyMeHTHPOBaHWe: BOSHUKHOBEHHe, pa3BUTHe U 00/1aCTb TPUMeHeHUsI;

44. [enoBble U TMUHbIE KaUueCTBa CcekpeTraps;

45. JlekcHKa J1e/I0BOro 0011eH!s;

46. [enoBoy CTU/Ib MMCbMEHHOW DeYH;

47. BepeHue TPYIOBBIX KHIXKEK;

48. PaboTa ¢ koH(UeHIIMaTbHBIMU JOKYMEHTaMH;

49. OdopmeHre KOppecroH/AeHLIMM M0 BHEIIHeAKOHOMUYEeCKOM JiesiTe/TbHOCTH;

50. KomrmbroTepHble TeXHOJIOTUU B [1e/I0IIPOM3BO/CTBe.

KpuTepuu o11eHKH yCTHOI0 OTBeTa

OLleHKa «OTJIMYHO» BBICTAB/ISIETCS, €C/IM OTBEThI IaHbl B TIOJTHOM 00BbeMe M Ha BBICOKOM
TeopeTUYeCKOM YPOBHe.

OLleHKa «XOpOILLO»  BBICTAB/SIETCS, €C/Id  OTBeThl COZlep)KaT  HeNpUHLUIHA/IbHbIe
TOTPELLHOCTH.

OLeHKa «y[OBJIeTBOPUTE/IILHO» BBICTAB/ISAETCS, €C/IM B OTBeTaX ObUIM JOMyIeHbI
TIPUHLUIMHAbHBIE OIIMOKH, BbISIB/IeH HEBLICOKWI YPOBEHb BJIafleHUs] MaTepUasioM.

OLleHKa «HEeYJOBJIeTBODUTE/IbHO» BBICTAB/SETCS, €CAM OTBeTbl He COOTBETCTBYIOT
rapaMeTpam, NpUBeZIeHHbIM BbILLE, UK CTYAEHT 0TKa3ascs OTBeyaTb Ha BOMPOCHI.


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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BWJIET Ne 1

1. HomeHnksnarypa get.

2. BezieHue TpyJOBBIX KHKEK.

3aB. Kadepoii yrpaBJieHus U
TIpeANpPUHAMATeTbCTBA

KaH/I. 5KOH. HayK, [OL|eHT J.HO. BproxaHoB




IIpunoxenue Ne2 K paboueii mporpaMme JUCLUILTHHBI
«JloKyMeHTajMOHHOe ofecrieueHHe yIpaB/JIeHUs»
Metopnueckue ykasaHus J/isl CTYAeHTOB 110 0CBOEHHUI0 JUCLIUIINHBI

W3yueHne OUCLUIUIMHBI TpeOyeT CHCTeMaTHUecKoro W IOC/Ief0BaTelbHOTO HAKOIIeHUS
3HaHWM, C/eloBaTe/bHO, TIPOMYCKU OTJE/IbHBIX TeM He TI03BOJISIOT I'TyDOKO OCBOMTBH TpejMeT.
[TosToMy HEOOXOAMMO TIOCTOSTHHO OCYIIEeCTB/ISATH KOHTPOJIb Haf, CHCTeMaTHuecKoi paboToit
CTyleHTOB. B Hauase wW3ydyeHUsi [AUCLMIUVIMHBI CTyJleHTaM HeoOX0JUMO O03HaKOMUTBHCS C
COZep’KaHueM pasfiefioB [JUCLMIUVIMHBL, C LeJsMA W 3ajadaMyd Kypca, CBA3SIMM C [PYTMMH
JUCLUIVIMHAMM, CIMCKOM OCHOBHOW W [JIOTIO/THUTENbHOW JMTepaTyphbl, rpadUKoM KOHCY/IbTal[uh
rperojiaBare’is.

UreHve eKLUN MpejrosaraeT U3/i0KeHWe CTPYKTYPbl TeMbl M KPAaTKOIO COZIep)KaHHUsl ee
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIOXKHBIX ZJI1 YCBOEHUS M (WIM) UMEIOLUX [JUCKYCCUOHHBIU
xapakTep. JIeKLIMOHHBIN KypC, B OCHOBHOM, CTPOUTCSI HA OCHOBHBIX TIOJIOXKEHHUSIX B 00/1aCTH OCHOB
JIeJIOTIPOU3BO/ICTBA, TIPE/ICTaB/IeHHBIX B HAyUYHBIX TPYZAAX POCCHHCKUX W 3apyOe)KHBIX YUeHbIX,
VMEeLLMXCsl B HamMuuu B Oubsmoreke YHuBepcutera, D5C U yIIOMSIHYTHIX B CITUCKE OCHOBHOW U
JOTIOJTHUTE/IbHOW JIUTepaTyphl MporpaMmbl. [locse feKuyu CTyzeHThl 00pariarTcs K JaHHBIM
VICTOYHMKaM /Il 3aKperyieHusl 3HaHWM I0 PacCMOTPEeHHBbIM Ha JieKUMW BorpocaM. B ciyuae
3aTpyJHeHus: HeoOX0MMO OOpaTUTHCS 3a KOHCYJ/IbTAalMed K TIPerofjaBaTeslto B COOTBETCTBUU C
YTBEPKJEHHbIM rpa)MKOM KOHCY/bTaLWH.

o ouepeHOro MpPakTUYECKOrO 3aHATHS IO PEKOMEeH/I0BAHHBIM HCTOYHHMKAM CTyZeHTaM
HeoOXoMMO TpopaboTaTh TeopeTHYeCcKUil MaTepHuas, COOTBETCTBYIOIIMW TeMe 3aHsATHs. [Ipu
TIOATOTOBKE K TIPAKTUYECKHMM 3aHATHSIM CJielyeT WCII0/Ib30BaTh He TOJIBKO JIEKIWH, Y4eOHYIO
JIUTepaTypy, HO U HOPMAaTHBHO-TIPaBOBbIe aKThl 1 KOMMEHTapyu K HUM (JOCTYIl BO3MOXKEH uepe3
CalThl CrpaBOYHO-MH(OPMaLMOHHBIX cucteM KoHcynerantllmoc, 'apanT). Ha npakTuueckom
3aHSITUM CTY/IeHTbl [IO/DKHBI TIPUHMMAaTh aKTUBHOE YyuacThe B OOCY)K[eHWH T[10CTaBIeHHBIX
BOIIPOCOB, C KOTOPBIMHA HEOOXOZAMMO 03HAKOMHUTHCS 3apaHee.

CamocTosiTesibHasi paboTa CTyeHTOB TI0 JAUCLUIUIMHE «/]JoKyMeHTallMOHHOe obecrieueHue
yTpaBJieHHsi» COCTOUT B 0Oosiee TIAaTeNbHOM HW3yuUeHWH TIPeJJIOKEHHOTO TIperiofiaBaTesieM
TeOpeTUYeCKOro marepuasna, [JaHHOrO Ha JIeKLMSAX Ha OCHOBE BBbUIOKEHHBIX B cucteMe Moodle
Tpe3eHTalid U JOIO/IHUTEeIbHBIX UCTOYHHKOB, YKa3aHHBIX B CIMCKe JITepaTypsl. [l npoBepku
KaueCTBa U3yueHHs1 MaTeprasa K OT/e/IbHbIM TeMaM IpelyCMOTpPeHbl 3a/laHus [1JIs CaMOIIPOBEpPKH.

3afilanust /11 CaMOCTOSITeNIbHOW PaboThl (POPMYMPYIOTCS Ha JIEKUUSIX M MPAKTHUeCKUX
3aHATUSX. B KauecTBe HUX JlOMa CTy/leHTaM TIpe/|jlaratoTcsl 3aJjaHusl, aHaJIoTMuHble pa300paHHbBIM
Ha MPaKTUYeCKUX 3aHATUAX. BriocsiencTBUM 3TU 3a/aHus IIPU HaJIUYUMU BOIPOCOB CO CTOPOHBI
CTYy/IeHTOB pa30uparoTcsl Ha MOC/IeAYHOIMX 3aHATUSIX W/UIM 00Cy>KjaeTcsl B yare.

[periofaBaTenb OlLleHWBAaeT WHMBHUYAJIbHO paboTy KaXJOro CTyZeHTa Ha OCHOBaHWU
TIPOBeJIeHHBIX ONPOCOB, BBIMIOJIHEHUS 3a[JlaHUK U TTPOMEXKYTOUHBIX KOHTPOJIbHBIX MEPOTIPUSTUM.



