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1. lleau ocBOeHMS AUCHUNJIMHBI.

Hensimu mpenogaBaHus AUCUMILTUHBI «JleTOMpPOU3BOACTBO U JOKYMEHTOOOOPOT B cdepe
rOCYJapCTBEHHOTO U MYHUIIUNIATBHOTO YIIPABICHUS SBIISIOTCS:

- ¢opMupoBaHue y o0OydYarolIMXCs 3HaHMM OO0 OCHOBax JEJIONPOM3BOACTBA U
JOKYMEHTOO0OpOTa B TOCYJapCTBEHHBIX YUPESKICHUAX, PA3BUTHE HABBIKOB pPabOTHI ¢
OCHOBHBIMHM BHJIaMU JOKYMEHTOB B JIEATEIbHOCTH PAaOOTHUKOB TOCYIAapCTBEHHOTO U
MYHUIUIIAIBEHOTO yIIPABIICHUS.

2. MecTO IUCHUIJIMHBI B CTPYKTYpe 00pa30oBaTe/ibHOI MPOrpaMMbl.

JucuuruimHa «Jlemonpou3BoACTBO U JIOKYMEHTOOOOPOT B cepe rocyaapCTBEHHOTO U
MyHuInaasHoro ympasiaeHus» (b1.0.16) otHocutcs k oOs3arenbHor 4vactu bioka 1. Ee
M3y4YEHUE OCHOBBIBACTCS HA 3HAHUAX, YMEHHUAX U HABBIKAX, MOJYYEHHBIX CTYJICHTAMH B PaMKax
OCBOGHUS JUCUUIUIMHBI «JlemoBble KOMMYHUKalun». OCBOGHHME YKa3aHHOTO Kypca, C OJIHOM
CTOPOHBI, MOATOTABIMBAET CIyLIATENeH K BOCHPUSITHIO AUCHUIUIMHBI «Jemonmponu3BOACTBO U
JIOKYMEHTO000pOT B cdepe rocylapCTBEHHOIO0 M MYHHUIIMIAIBHOTO YIPaBIEHUS», a C IPYrou
CTOPOHBI, IOTIOJIHAET 3HAHUS, HABBIKA U YMEHUS, TIOJTYY€HHBIE MU B MPOIECCE €r0 U3YUCHUSI.

3. Ilnanupyemble pe3yabTaTbl O0y4YeHMsl 1O JAUCHMILINHE, COOTHECEHHbIe ¢
IVIAHUPYEMBbIMH Pe3yJIbTATAMHM OCBOCHHUSI 00pa30BaTe/JbHOM NPOrpaMMbl.

IIponiecc u3ydeHUs JAUCLUUIUIMHBI HampaBleH Ha (OPMHUPOBAHUE  CIEAYIOIIUX
komneteHmii B coorBercTBUU ¢ ®PI'OC BO, OOII BO u npuoOpeTteHust cleayomux 3HaHuM,
YMEHUH, HaBBIKOB U (WJIM) OIBITA 1EATEIbHOCTH:

®opMmupyemasi Nuaukarop 10CTHKECHUSA Ilepeyennb

KOMIIeTEeHIUSI KOMIIETEHLIUH IUVIAHNPYEeMBbIX Pe3yJIbTAaTOB 00y4eHus!
(xox M popMyJIHpPOBKA) (kox u hopMyJIIPOBKA)
YHuBepcaJibHble KOMIIETEHIIMT
YK-1. Crocoben | YK-1.2. Onpenenset, | YMeTb:
OCYILIECTBIATH IOUCK, | HHTEPIPETUPYET u | - TPOBOIMTHL aHAIN3 HH(OPMALHMOHHBIX U
KpHTI/ILIeCKI/Iﬁ aHan3 W paH>I<I/IpyeT I/IH(I)OpMaHI/IIO, JOKYMCHTAlIMUOHHBIX ITOTOKOB B OpraHrU3alnu,
CHHTE3 uHbopMaImH, | TpeGyeMylo Ui pemenus | ~ OCYUICCTBIATE KOHTPOML Mpolecca i CpOKOB

UCTIOJIHEHHSI IOKYMEHTOB B OpT'aHU3AINH
Baaners HaBBIKaAMM:

- BEJICHUS] PETUCTPAMOHHBIX U y4EeTHBIX (opm
JOKyMEHTOB OpTaHH3aLH

MIPUMEHATh  CUCTEMHBIN | MMOCTaBICHHOW 3a/1a4u
MOAXOJ JUISL  peIIeHUs
IOCTaBJIEHHBIX 3a/1a4

YK-2. Cnoco6en | YK-2.3. CriocobeH | 3naTh:

OIIpElENIATL KPYT 3aJa4 B | ONPENENAITh 0a30BbI€ | - ACHCTBYIONIME HOPMATHBHBIC NIPABOBBIC AKTHI
paMKax  MOCTABICHHON | IPHMHIMIBI TOCTAHOBKH 3ajay | TP M0 IE0Npon3BOACTBY

Hend M BbIOMPATH | M BHIPAOOTKH peICHHIt Ymers:

- MIPOBOJUTH AHAIH3 JIOKAIbHOM HOPMATUBHOU
6a3bl OpraHM3allMyd [ OIpPEAENCHHs e
COOTBETCTBUSl JEHCTBYIOIIUM HOPMATHBHBIM
NpaBoBBIM akTaM P® 1o nenonpousBoICcTBY

OIITUMAJBHBIE  CIIOCOOBI
WX pELICHUS, UCXOHs U3
JIEUCTBYIOLIUX TPaBOBBIX

HOpM, HMCIOMHNXCSA Biiagerbs HABBIKAMM:

pECYpPCOB U OrpaHUYEHUN - MHOJATOTOBKH MPOEKTOB JIOKaJIbHBIX
HOPMaTUBHBIX aKTOB OpraHmu3anuun 10
JAOKYMEHTAllTUOHHOMY obecIieueHuto
yHIpaBJIECHUs

OomenpodgeccuoHaJbHbIe KOMIIETEHIIUH

OIIK-5. Criocoben | OIIK-5.3. 3Haer | 3HaTh:

HUCII0JIb30BATh B | BO3BMOYXHOCTH - onepannuu 1o HpEABApUTCILHOMY

npodeccHOHATBHOMN HHPOPMALIHOHHO- PacCMOTPEHUIO U PETUCTPALIUU TOKYMEHTOB I10

JIEATENBHOCTH KOMMYHMKAIIMOHHBIX CHCTeM, | PCAOCTABICHHIO TOCYapCTBEHHBIX
(MyHHIHMIIANBHBIX ) YCIYT

nH(pOPMAITMOHHO- HCTIOTB3YEMBIX JUTS

YMmerhb:




KOMMYHHKAIIMOHHBIE MIPEIOCTABIICHUS - IPOBOJMTH IIPUEM U IIEPBUYHYIO 0OpPabOTKY

TEXHOJIOTHH, rocyIapCTBEHHBIX BXOZAIIMX NTOKYMCHTOB,

rOCY/IapPCTBEHHbIE ¥ | (MyHHIMIATBHBIX) YCIYyT B | 00pabaTbiBaTh M OTIPABIATH HCXOAAIIUE

MyHHIUNATbHbIE 371eKTpoHHON (opme, umeer | AOKYMEHTEI

WHPOPMAITUOHHBIC HaBBIKH pabOThI B YKa3aHHBIX

CHCTEMBI; MPUMEHSTh | CHCTEMaX.

TEXHOJIOTHH

3IIEKTPOHHOTO

MPaBUTEIHCTBA u

MPeIOCTaBICHUS

rOCYJapCTBEHHBIX

(MyHUITMITATEHBIX) YCITYT

OIIK-7. Crniocoben | OIIK-7.3. HWwmeer HaBbiku | 3HATh:

OCYILECTBIIATh paboThl ¢ HH()OPMALMOHHO- | - OCHOBHBIC IPABHIIA JIETOBOIO OOIICHHS

BHYTPHOPTaHU3AI[MOHHBIE | KOMMYHUKAIIMOHHBIMU Ymern:

W MEKBEIOMCTBEHHBIE | TEXHONOTMAMH B cHcTeme | - OCYWECTBIATh HHOPMALMOHHO-CIPABOHYIO

KOMMyHI/IKaHI/H/I, rOCYI[apCTBeHHOFO pa60Ty C TOKYMCHTaMU OpraHu3anin
BJ'[a)IeT]) HaBbIKaAMMU:

O6CCHC‘-II/IE&TI) YHpaBICHU - TMEepPEeroBOpPOB, COBEIIAHUM, OCYIIECTBIAThH

B3aMMO/ICUCTBUE OpratHos JIENOBYI0  TEpPeNucKy W MOJIJePKUBATH

BJlaCTH C TpaxkJaHaMH, JJIEKTPOHHBIE ~KOMMYHHUKALMH B  CHCTEME

KOMMEPYCCKUMU rOCYIapCTBEHHOTO YIPaBICHHS

OpraHHU3aIusIMHU,

WHCTUTYTaMHU

IpaXXJaHCKOTO 00IIeCTBa,

CpEACTBAMH  MacCOBOM

rH(bOpMaITUU

4. O0beM, CTPYKTYpA U co/iepKaHue I CHUILITHHBI.
OO61mas TpyA0eMKOCTh AUCHUILIMHBI COCTABISET 3 3a4eTHbIe enuHullbl, 108 akaa. 4acos.

OuHas popma

No Tembl (pa3aenbl)
n/n AUCHUTIUHBIL,

Buabl yueOHbIX 3aHATHI,

BKJIKOYAsI CAMOCTOSATEILHYIO padoTy

@DopMBI TEKYLIEr0
KOHTPOJIsl yCIIeBaeMOCTH

HX COJepPIKAHME o CTYEHTOB,
5 H UX TPYA0EMKOCTH ®opMa MPOMeKyTOUHOIH
g (B akaieMHMYeCKHX Yacax) arrecTalun
3 (mo cemecTpam)
®opmbi 0 u 10T
(Ipu HAJTMYMH)
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1. |CIIOCOBbI CO31AHUA 2 1 2 - 9,7 |Pedepars
OKYMEHTOB U1 TeopeTnueckas KOHTPOJIbHAS
p TP
HA3HAYEHUE pabota
JOKYMEHTOB Marepuans: B LMS
2. |ITIPABOBOE 2 4 4 - 1 10 |Moodle:
PEI'YJIMPOBAHHME - 3aJaHue Ui TEKYyIIEro
AEJIOITIPOM3BO/ICTBA B KOHTPOJIA «YCTaB»
CDEPE

T'OCYAAPCTBEHHOI'O 1




MVYHUIUITAJIBHOT'O

VIIPABJIEHUW S

OBIIWE HOPMBI 1 8 8 1 10 |Pedepats

TTIPABUJIA O®OPMJIEHU A Tecr

JOKYMEHTOB Marepuans B LMS
Moodle:

- 3alaHuC I TEKYLICTO
KOHTPOJI «PEKBU3UTHI»

COCTABJIEHUE U 8 8 1 10 |KourtponbHas pabota

ODPOPMIJIEHUE (cocraBnenue OTACIBbHBIX

OTJEJIbHBIX BUIOB BUJIOB JIOKYMEHTOB)

JOKYMEHTOB B Martepuans: B LMS

I'OCYIAPCTBEHHBIX Moodle:

YUPEXJEHUAX - 3aJaHue JUIA TEKYIIEro
KoHTpoJis1 «CocTaBieHHE O
odopmienue OPJ]»

OPT'AHU3ALINA PABOTEI C 5 6 1 10 |Teopermdeckuii TUKTaHT

JOKYMEHTAMUM

0,3 3auer
Bcero 26 | 28 4 |03 | 49,7

Coaep:xkaHue pa3ieioB IMCHUILIHHBI

1. CIOCOBbI CO3JJAHUSA JOKYMEHTOB U HABHAYEHHUE JOKYMEHTOB
1. CiocoObI co3/1aHus JOKYMEHTOB;
2. TepmuHONOTHYECKast 6a3a JOKYMEHTHPOBAHHUS.

2. IPABOBOE PEI'YJINPOBAHHUE JEJOINPOU3BOJICTBA B COEPE
IF'OCYAAPCTBEHHOI'O U MYHUIIUITAJIBHOT'O YITPABJIEHUA

3. OBIIIME HOPMbI U ITPABUJIA O®OPMJUIEHUSA TOKYMEHTOB

1. OcHOBHEBIE Tpe60BaHI/I${ K COCTaBJICHUIO U O(I)OpMJ'ICHI/IIO JAOKYMCHTOB;,

2. bnanku JOKYMEHTOB;

3. PeKBU3UTBI JOKYMEHTOB;
4. TpeOoBaHUS K TEKCTY JOKYMEHTA. DJIEMEHThI TEKCTA;
5. IOpuanueckas cuina JOKyMEHTa.

5. OPTAHU3ALIUA PABOTHI C JOKYMEHTAMHA
1. Opranuzamnms T0KyMEHTO000poTa:
1.1. OOmue moJ0KEHHUS;

4. COCTABJIEHUE U O®OPMJIEHHUE OTJAEJIBHBIX BUIOB TIOKYMEHTOB B
I'OCYIAAPCTBEHHBIX YUPEXJIAEHUAX

1. OprannzannoHHbIE JOKYMEHTHI;

2. PacniopsiauTenbHble TOKYMEHTHI,

3. HdopManmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

1.2. TIpuem u 06paboTKa BXOIANIUX U UCXOISIINX JOKYMEHTOB;

1.3. Peructpanusi JOKyMEHTOB U KOHTPOJIb 32 CPOKAMH MX UCIIOJHEHHUS;
2. XpaHeHHE TOKYMEHTOB B JCJIIONPOU3BOCTBE OPraHU3ALNH;
3. KoMmmnbroTepHble TEXHOJIIOTHH B ACJIONPOU3BOICTBE.




5. O0pa3oBarejibHbIC TEXHOJOTHH, B TOM 4YHCJIE TEXHOJOTHH 3JIEKTPOHHOIO
o0y4yeHHs1 M JUCTAHIUOHHBbIC 00pa3oBaTe/JbHbIe TEXHOJOIHH, HCIOJb3yeMble IPH
OCyLeCTBJIeHHH 00pa30BaTeIbHOIO NPoLecca no JUCHHUIINHE

B nporecce 06ydeHus UCTIONB3YIOTCS CielyIolue 00pa30BaTeIbHbIE TEXHOIOTUU:

AxkageMmmuyeckas JIEKIMS — [I0CJIEI0BATEIbHOE U3JI0’KEHUE Mmarepuana
IIPENnoaaBaTesieM, paCCMOTPEHUE TEOPETUUECKUX M METOLOJOTMYECKUX BOIIPOCOB AMCLMIIINHBI
B JIOTHYECKM BbIIepKaHHOW (opme. B mpouecce nekuuu mpenopaBaTelb CTUMYIAPYET
CTYAEHTOB K Y4aCTHIO B OOCYKIEHMU BOIPOCOB U BBICKa3bIBAHUIO COOCTBEHHOW TOYKH 3PEHUS
oOcyxnaemorr pobiemaruku. Llean n TpeOGoBaHMS K aKaJeMHUYECKOW JIEKIIMU: COBPEMEHHBIN
Hay4HbI ypOBEHb, HH(GOPMATUBHOCTb, CHCTEMHOE OCBEIIEHUE KIIOUEBBIX MOHATHH U
MIOJIOKEHUH 110 COOTBETCTBYIOIIEH TeMe, 0030p U OIEHKa CYIIECTBYIOLIEH MpobIeMaTuky, nada
METOJUYECKMX PEKOMEHJAUH CTYACHTaM JJIs AAJIbHEHIIET0 H3YyYeHMsI Kypca.

IIpakTnyeckoe (ceMHHApCKoOe) 3aHATHE —3aHATUE, IIOCBSILIEHHOE IPAKTUYECKOU
0Tpa0OTKE y CTYJEHTOB KOHKPETHBIX YMEHUH M HaBBIKOB IPU HM3YyYCHUH JAUCLUIUIMHBI,
3aKpEIJICHUIO TIOJYyYEHHBIX Ha JIEKLIMU 3HAHUN U OLEHKE PEe3yjIbTaToB OOydeHHs B IpoLEecce
TEKYIEro KOHTPOJIS.

Ha nepBom mnpakTH4ecKOM 3aHATHMM B BBOJAHOW 4YacTH JaeTcs IIEpBOE ILEIOCTHOE
npeiacraBieHue o aucuuiimHe. CTyZneHThl 3HAaKOMATCA C  Ha3HAYCHWEM U 3aJadyaMu
JTVICIUATUTMHBL, €€ POJIbI0 U MECTOM B 00pa3oBaTesbHOM mporpamme. Ilpu 3TOM 03By4MBaroTCs
METOAMYECKHE U OpraHU3alMOHHbIE 0COOEHHOCTH paboThl B paMKax JAaHHOW AMCLUIUIMHBI, A
TaKKe Jaercs aHaJIN3 peKoMeHyeMon y4eOHO-METOINYECKOM JUTEPATYPHI.
[TpomomkUTETLHOCTh BBOAHOM yacTu cocTaBisgeT He 6omee 10-15 MunyT.

[Ipu npoBeneHNN NTPAKTUUECKUX 3aHATUN UCIOIb3YIOTCSI TAKME MHHOBALIMOHHbBIE METOIbI
o0yuyeHMsl, KaK Juajor-cooecesoBaHue, KOJJIEKTUBHOE OOCYKIEHHE TEeMAaTHYECKUX BOIIPOCOB,
pa3z00p MPaKTUUECKUX CUTYallUi, HOPMATUBHBIX TOKYMEHTOB, TEOPETUUECKUX U METOJUYECKHUX
acleKTOB M0 TeMaM JMCUUIUIMHBL. ~ OOCYXJeHHE M OLIEHKa NpPaBHWIBHOCTU BBIIOIHEHHBIX
pa3IMYHOTO THMNA 3aJaHUW, YKa3aHHBIX B (DOHIE OIEHOYHBIX CpeICTB paboueil mporpammel,
IIPOU3BOJUTCS KOJUIEKTUBHO CTYJIEHTaMHU I10J] pyKOBOJCTBOM IIPENOIABATENS.

Koncynbrauum — Buja y4eOHBIX 3aHATUH, SBISOLIMECS OAHOM M3 (OPM KOHTPOJIA
CaMOCTOSITENIbHONW pabOThl CTY/IEHTOB B TeUeHHE ceMmecTpa. Ha KoHCynbpTalMsIX M0 MHUIMATHBE
CTYJIEHTOB PAacCMaTPHUBAIOTCS U OOCYXAAIOTCS pa3iMuYHble BOMPOCHl TEMAaTUKHU JMCLUILIMHBI,
KOTOpPbIE BO3HUKAIOT Y HUX B IMPOLIECCE CAMOCTOATEIbHOM paboThI.

B nporecce 06ydeHus: HCHONB3YIOTCS CIEAYIOLINE TEXHOIOTUN JIEKTPOHHOTO 00yUeHHs
U TMCTaHIIMOHHbIE 00pa30BaTEIbHbIE TEXHOIOIHHU:

duaexTpoHHblii yHuBepcuTeT Moodle SIpI'Y, B KOTOPOM MPUCYTCTBYIOT:

- 3a/IaHUS I CAaMOCTOSITEIbHOM PabO0ThI 00YUaIOIIMXCS 110 TEMaM JUCITUTIINHBL,

- CpeCTBa TEKYLIET0 KOHTPOJIS YCIIEBAEMOCTH CTY/IEHTOB (TECTUPOBAHME);

- IPE3EHTALMU U TEKCTHI JIEKIUI 110 TeMaM JUCIUILINHBI,

- NpEJCTaBIeH CIHCOK Y4EeOHOM JHUTepaTypbl, PEKOMEHIYEeMOW Il OCBOCHHMS
JTUCIUIUIAHBI.

6. [lepeyeHb  JHMIEH3UOHHOT0 W  (WJaH)  CBOOOJHO  PACHPOCTPAHSIEMOIO
NMPOrpaMMHOro0 o0GecneyeHusi, HCIOJIb3YyeMOro NpPH OCYIIeCTBJIEHHH 00pa3oBaTeIbHOI0
npouecca no JMCUMIVInHe

B mpouecce ocymectBieHuss 00pa3oBaTeNBHOTO  Mpolecca MO JTUCHUIUIMHE
UCIIONB3YIOTCSA:

1) s gopmupoBaHus MaTepuaioB JUIsl TEKYLIEro KOHTPOJISI YCHEBAEMOCTH W IPOBEICHUS
MIPOMEKYTOUHOM aTTeCTaINy, Uit GOPMHUPOBAHUST METOAMUECKUX MATEPUAIIOB TIO TUCITUILINHE:
- mporpammbl Microsoft Office;
- Adobe Acrobat Reader DC.



7. IlepeyeHb COBpeMEHHBIX NMPO(EeCCHOHAIBHBIX 0a3 JAHHBIX M HH(POPMALMOHHBIX
CIIPABOYHBIX CHCTEM, HCI0JIb3YyeMbIX NMPHU OCYLIeCTBJIeHUN 00pa30BaTeIbHOIO Mpolecca no
AUCHHILINHE (PU HE00X0AMMOCTH)

B mpouecce ocymectBieHuss o0pa3oBaTeNbHOrO  Mpolecca IO JAUCHUILIIMHE
UCIOJIb3YIOTCS:

ABTOMaTu3upoBaHHas  OuOmmoreuHo-wHpopManuonHas cuctema «bBYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOW M ONOJIHUTEJIbLHOH Y4eOHOIi JUTepaTypbl, pecypcoB
HH(OPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH «HMHTepHeT» (NP HEOOXOIUMOCTH),
PeKOMEHyeMBbIX JIJIs OCBOEHHUSI U CIUTITTHHBI

a) OCHOBHAsI JIUTepaTypa

1. I'po3oBa, O. C. Jlenonpou3BoacTBO : yueOHoe mocobue st By3oB / O. C. I'pozoBa. —
2-¢ m3a.— Mocksa : UznatenscrBo FOpaiit, 2023. — 131 ¢. — (Bricmiee oOpa3oBanme). —
ISBN 978-5-534-15964-6. — Tekct : snekTpoHHbIN // OOpazoBarenbHas miuatdopma HOpait
[caitr]. — URL.: https://urait.ru/bcode/510372.

2. Ky3nenos, 1. H. JlokymeHTanonHoe oOecrieueHue yrpasieHus. JJokyMeHTOo000poT
U JICTIOTIPOM3BOACTBO | Y4eOHMK W mpakTukym s By3oB/ W. H. KysnemoB. — 4-¢ wusm.,
nepepadb. u gon. — MockBa: WManmarensctBo HOpaiit, 2023.— 545c.— (Bricuiee
obpazoBanue). — ISBN 978-5-534-16003-1. — Texkcr : snekrponHbid // OOpa3zoBareibHas
wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/523612.

0) JOMOJIHUTEIbHAS JIUTEPaTypa

1. JloxymeHTOBeIeHUE : YIEOHHK M MPAaKTUKYM JUIst By30B / JI. A. Jloponuna [u ap.] ; mox
penakuueit JI. A. loporuHoit. — 3-¢ u3n., nepepad. u gom. — Mocksa : M3narensctBo FOpaiit,
2023. — 336 ¢c.— (Bwicmee oOpasoBanue). — ISBN 978-5-534-15753-6. — Tekcr
anekTpoHHbd  //  OOpaszoBarenbHas  margpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/511341.

B) pecypcbl ceTn «AHTEepHeT»:

1. DnexTpoHHBIH KaTajaor Hayunoit O6ubnnoTeKu Apl'y
(https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php).

2. DnextponHas oubnmoreunas cucrema (IbC) uznarensctBa «tOpaiit» (https://www.
urait.ru).

3. DOmnextponHas Oubmuoteunas cuctema (ObC) wu3pmarenbctBa  «lIpocmexT»
(http://ebs.prospekt.org/).

4. Hayunas snextponnas oubnuoreka (HOB) (http://elibrary.ru)

9. MaTepuaabHO-TeXHHYeCKas 0a3a, He0OX0AMMAsl VIS OCYIIECTBJIEHUsI 00Pa30BaTeILHOTO
npoiecca no JUCIHUIINHE

MarepuanbHO-TeXHUYECKas 0aza, He0OXoauMast JJIs OCYIIECTBICHHUSI 00pa30BaTEIHLHOTO
mpoliecca 1o AUCHUTUIIMHE BKIIIOYAET B CBOM COCTaB CIIelIUATbHBIC TTIOMEIICHHS:

- y‘-Ie6HBIe aYJII/ITOpI/II/I JJIA HpOBe)IeHI/ISI SaHSITI/Iﬁ JICKIIMOHHOI'O THIIA,

- yueOHBIC ayIUTOPUU JJIs1 TPOBECHUS MPAKTUYECKUX 3aHATHI (CEMUHAPOB);

- y‘-Ie6HBIe aYJII/ITOpI/II/I JJIA HpOBe)IeHI/ISI l"pyrIHOBBIX nu I/IH)II/IBI/I)IyaJ'II)HBIX KOHCYHBTaHHﬁ;

- yaeOHBIE ayAUTOPUU [UISI TIPOBEACHHUS TEKYIIETO KOHTPOIS U MPOMEKYTOUYHOMN
aTTeCTallu;

- IOMEMICHUS IS CaMOCTOSITEIbHON pabOThI;

- IOMCUICHUA IS XpaHeHI/ISI 158 HpO(l)I/IJ'IaKTI/I‘-IeCKOFO O6CJ'Iy>KI/IBaHI/I$I TCXHHUYCCKHUX
CPEICTB OOyUEHUSI.


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
http://ebs.prospekt.org/
http://elibrary.ru/

CrieninanbHbIe MMOMEIIEHUS! YKOMILJIEKTOBAHBI CPEICTBAMU OOYUEHUS, CITYXKAIIUMH IS
MIpEACTABICHHS Yu4eOHOM nHpOpMAaIUK OOJIBIION ayTUTOPUH.

[Tomenienust uisi caMOCTOATENbHON PabOThl OOYUYaIOIIUXCS OCHAIIECHBI KOMIIBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTHIO MOJAKIIOUEHUs: K ceTu «MHTepHeT» u obecrieuyeHueM JO0CTyIa K
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa3oBarenbHoM cpeae Apl'Y.

ABTOD:

Houent  xadeapel  ynpaBleHHS U
HpeANPUHUMATENLCTBA, KaH . YKOH. HAyK E.N. Jluanosa

O0JIHCHOCHIb, VYEeHAsl CIeNnetb noonucs H.0. Gamunus



IIpunoxenne Nel k padoueil nporpaMme AUCHUIINHBI
«/les10mpou3BOACTBO U JOKYMEHTO000POT B c(hepe rocy1apCTBEHHOI0 U MYHUIMIIAJIbHOTO
yHpaBJIeHHUS»

DoH/1 OLIECHOYHBIX CPEACTB
AJIsl IPOBe/IeHUs TeKylleil U MPOMeKYTOYHOI aTTecTalliu CTY/AeHTOB
1O JUCHUIINHE

1. TunoBble KOHTPOJIbHBbIE 32IaHUSI UJIH MHbIE MAaTEePHAJIbI,
Heo0X0auMbIe J1JISl OLleHKH 3HAHUI, YMEHU i, HABBIKOB M (WJIH) ONBITA 1€ TeJIbHOCTH,
XapaKkTepu3yluuXx 3Tanbl GopMHUpoOBaHUS KOMIIETEHIHI

1.1 KoHTposbHBbIE 3aJaHUs] U HHbIE MATEPHAJIBI,
HCIoJIb3yeMble B Npolecce TeKylleil aTrecTaluu

Tema 1
(Komnerennus OITK-7, unaukarop OITK-7.3)

Tembl pedeparToB
Hcropus cTaHoBiIeHUS J1e10Ipou3BoACTBa B Poccuu.
[Tpuxaznoe nenonpounsBoacTsBo B napckoit Poccun (XV-XVII BB.).
Hcropus cTaHOBIIEHUS 1€IONPOU3BOJICTBA B PA3HBIX CTPaHaX (HECKOJIBKO YEJIOBEK).
Ponb «1oxymMeHTa» B COBpEeMEHHOM OOIIECTBE.
['ocynapcTBeHHOE peryaupoBaHUe JOKYMEHTALIMOHHOIO 00eCIieYeHus YIPaBICHHUS.
CyObeKTbI 1€T0NPOU3BOICTBA B TOCYIaPCTBEHHBIX OpPraHax.
Cucrema «5S».
[IpaBuna paboThl ¢ ITOKyMEHTaMH B cyjie (oOpalieHue Trpak[aaH, MpUEM 3asBICHUH,
nepezaaya J1eq u T.I1.).

8. OcCHOBBI OpraHu3alUy JIEJONPOU3BOJCTBA (HOPMATHUBHAS pETJIAaMEHTalusl PaOOTHI,
OpraHU3aIOHHAasl CTPYKTYypa CIIY>KObI Je0NPON3BOACTBA U T.11.).

9. MHcnonp3oBaHWE HOBBIX, COBPEMEHHBIX TEXHOJOTHH B  JOKYMEHTHPOBaHHU
JesITeIbHOCTH MPEIIPUATHSL.

10. TexHuueckue cpencTBa, UCTIOIb3yEeMbIE B IETIONPON3BOJICTBE.

11. JToxyMeHTHI Ha HOBEHIINX HOCUTENIX UH(OpMaIK: 006JacTh IPUMEHEHNS U TIPUAaHNE
FOPUANYECKON CHIIBI.

NookrwnPEE

Tema 2
(Kommerenuust YK-2, unaukatop YK-2.3)

Bonpocs! k TeopeTHyecKoil KOHTPOJILHON padoTe (C MOCIEAYIOIINUM 00CYXKIEHUEM)
WcTopus pa3BuUTHS A€I0NPOU3BOJICTBA;

Posib 1OKyMEHTOB B ’KM3HH 4YeJlOBeKa U OOIIECTBa, B cepe npaBa v yrpaBJIeHUS;
JIOKYMEHT U ero (pyHKUIHU;

HopmartuBHO-1IpaBoBasi 6a3a COBpEMEHHOTO JIEIONPOU3BO/ICTBA;

VYHudukanus u cTaniapTu3alys B 1€J10MPOU3BOJICTBE;

Knaccudukanus 1e10B0i JOKyMEHTAIUH.

orwdpPEE

3agaHue /11 TEKYIIero KOHTPOJIA «Y cTaB»

[Ipoananmsupyiite ocHOBHBIE 31eMeHTHl yctaBa PI'BOY BO Apl'Y um. ILI. Jlemunosa,
[IEPEYMCIINB 10 ITYHKTAaM €r0 OCHOBHBIE IOJIOKEHMS, C YKa3aHUEM KOHKPETHBIX JIaHHBIX.

C ycTaBOM MOKHO 03HaKOMHUTBCS Ha O(PUIIMAIBLHOM caiiTe YHUBEpCUTETA.



Tema 3
(Kommerennus YK-1, unaukarop YK-1.2)

Tembl pedepaToB

@DOT0- ¥ KHHOJIOKyMEHTHPOBAHNE: HA3HAYCHHUE U 00J1aCTh IPUMEHEHHUS.
DOHOOKYMEHTHPOBAHUE: BOSHUKHOBEHHE, PA3BUTUE U 00JIACTh MPUMEHEHHUSI.
Hcropus pasBUTHS CEKPETAPCKOTO JIea.

JlenoBble U JIMUHBIE KaYECTBA CEKPETapsl.

OTHKa CEeKpeTapcKoro Tpyaa.

Jlexcuka Aem0BOro o0IeHusl.

J1enoBoi CTUIIb TUCBMEHHOM PEYH.

Benenue TpynoBbIX KHUXKEK.

Pabota ¢ koHpUIEHIMATBHBIMHA JOKYMEHTAMH.

0. OdopmieHne KOpPECOHACHIIUN IO BHEITHEAKOHOMUYECKON eI TEIbHOCTH.
1. JenonpousBoactBo B coBpemeHHOM WUtanuu, I'epmanuu, @panuuu u ap. crpaHax

RPRpowoo~No o=

Tecr
1. Kakum HOpMATUBHBIM JOKYMEHTOM YCTaHABIUBAETCS MaKCUMAJbHBIN HA0Op PEKBU3UTOB?
OtBer: 'OCT P 7.0.97-2016
2. I'me u npu kakux ycnoBusix npumensiercs ['ocynapcrsennsiit repd Poccuiickoit ®denepanuun?
OtBer: T'ocynapcrBennblii repd Poccmiickoit ®enepauum noMemalT Ha OJaHKax
AOKYMEHTOB B cOoOTBeTcTBHH ¢ DeepaibHbIM  KOHCTHTYHMOHHBIM  3aKoHOM «QO
I'ocynapcrBennom repbe Poccmiickoii ®egepaumm» ot 25.12.2000 Ne 2-®K3. IIpaso
pacnoJiaratb rocy1apCcTBeHHbIN repd Ha 0PUUMATBbHBIX JOKYMEHTAaX NPUHALJIEKUT OPraHam
rocy/1apcTBEeHHOI0 YIIpaBJIeHHs, Cy/1a, IPOKYPAaTypPbl, apOMTPakKa, HAJTOTOBBIX CJIYK0 U T.J.
3. Kakue cymiecTByOT criocoObl JaTUPOBAHUS TOKYMEHTOB?
OrtBet: 1aTa B 1okyMeHTe odopmiisieTcss HU(POBBIM CIIOCOOOM HJIM CJIO0BECTHO-U(POBBIM.
4. Hudposoii i 6ykBeHHO-UU(DPOBOU UACHTU(DUKATOP TOKYMEHTA — 3TO. ..
5. OT™meTKa 0 MOCTYIUIEHUH O(OPMITSIETCS:
a) Ha MOCTYMNAIOIUX JOKYMEHTaX;
0) Ha OTIPABIISIEMBIX JOKYMEHTAX;
B) Ha BCEX JIOKyMEHTaXx.
Otser: a
6. Kakum pexkBHU3UTOM OQOpMIISETCS BHEIIHEE corjacoBaHue?
OTtBer: rpud corjiacoBaHus J0KyMEHTA.
7. Yto sBIIAETCSA AATON NOKyMEHTA?
OtBeT: 1aTOH JOKYMEHTA SIBJISIETCH JaTa ero NOANMCAHUS MJIU YTBEPKIeHUs.
8. OMmOsemMa, HaHeceHHas Ha OJlaHKe, MOXKET 3aMEHHUTh Ha3BaHUE OpraHU3aIIH:
a) na;
0) Her;
B) MHOI'/IA.
OrtBer: 6
9. PekBU3HT, KOTOPBIM MTOMOTaeT OpPraHU3alvy, MMOJTYYUBIIEH MMHUCbMO-OTBET, HAMTH CBOI KOIHIO
WHULMATUBHOTO NMUCbMA — 3TO. ..
OTBeT: cCHIIKA HA PErHCTPALMOHHBII HOMEP U JaTy NOCTYNHBIIEro JOKYMEeHTa
10. MecTto u3aanus 10KyMeHTa 0pOopMIISeTCs TakK:
a) r. Mockaa,
0) Mockaa;
B) rop. Mockaa.
OrtBer: 0



3aganHne 101 TeKyLIero KOHTPoJis «PekBU3UTHD)

CamocTosiTenbHO cocTaBbTe TecT M3 20 BOMPOCOB C OTBETaMHM IO TeMme ''PEeKBU3UTHI
nokymMeHTOB". Borpockl MOTYyT cojiepaTh OJUH MU HECKOJIbKO BapUAHTOB OTBETOB, MOT'YT OBIThH
OTKPBITBIMHU WJIM 3aKPBITBIMH.

TpeboBaHMs K TECTY:

- I10 COJIEPKAHUIO TECT JOJIKEH COOTBETCTBOBATh TEME;

- BOIIPOC JIOJKEH COJIEPIKATh OJIHY 3aKOHYEHHYIO MBICIIb;

- HeNpaBUJIbHBbIE OTBETHI JOJKHBI OBITH pa3yMHbI, yMel0o Mog00paHbl, HE JOHKHO OBITh
SIBHBIX HETOYHOCTEH, I10JICKA30K;

- HE 33/1aBaiiTe BOIPOCOB C MOIBOXOM;

- BCE BapUAHTHl OTBETOB JOJIKHBI ObITh IPAMMATUYECKH COTJIACOBAHBI C OCHOBHOM YacThIO
3a/1aHMUS;

- OTBET Ha MOCTaBJICHHBIN BOMPOC HE JOKEH 3aBUCETh OT MPEIbIAYIINX OTBETOB;

- n30eraiite MOBTOPEHMUS;

- HE YIIPOUIAKTE BOMPOCA.

Tema 4
(Komnerennus YK-1, unaukarop YK-1.2)

KonTpoabHasi padora

3aoanue Ne 1. Hanuwume npuxas no oCHO8HOU 0esamenbHOCU.

YuebHo-tipon3BoacTBeHHOE oObeauHeHue. [TIPKA3. 28.12.2009 Ne 64. r. Mocksa. O6
o0ecrieueHn MPOTUBOMOXKAPHOK Oe3omacHoCcTH. B menmsx oOecrieueHus: MPOTUBOIOXKAPHOM
6e3omacnoctu B npazguuunbie JHU [IPUKA3BIBAIO: 1. [IpoBectu TmIaTenbHYIO YOOPKY BCex
kabunetoB u Mmactepckux B YIIO. 2. 3am. nupekropa no AXY B.A. Ky3neuoBoil npoeputh
cocTosiHue anekTpoobopynoBanus U 31.12.2009 Beikiarounth Bce pyOmsibHHKH. 3. KoHTponb 3a
WCIIOJTHEHUEM TIpUKa3a Bosyiaraercs Ha 3aM. qupekropa mo AXY B.A. KysuenoBy. Hupexrop YIIO
B.A. IlerpoB. C mnpukazoMm o3HakomieH: 3aM. gupekropa no AXY B.A. Kysueuosa. [lara
o3nakomsienus. B nemo 01-08. Jlara.

3aoanue Ne 2. Hanuwume 6blnucky uz npuxaza 3adanus Ne 1 no 2 nynkmy.

3aoanue Ne 3. Hanuwume pacnopsidcenue no opeanusayui.

PEMOHTHO-MEXAHUYECKHIM 3ABOJ] (KPM3). PACIOPSIDKEHHE. Ne 3 or
23.06.2010. r. Kpacnosipck. O6 ucnonb3oBanuu B 2010 r. meneBoro (oHAa aMOPTU3ALMOHHBIX
otuucinenuit. C 1enpl0 IJIaHOMEpPHOro wucmonb3oBanus B 2010 romy meneBoro QoHaa
aMOPTH3aLMOHHBIX OTYMUCIEHUN U B cOOTBETCTBUU cO cT. 13 «llonoxkeHne o rocynapcTBEHHOM
npeanpustun» OBA3BIBAIO: 1. HawansHuka mmanoBoro otnena FO.II. AnToHOBY 1O
corjacoBaHuto ¢ 1. Oyxramarepom 3aBoja H.U. bensBkunoi mnpencraButs a0 30.12.2010 .
o0ocHOBaHHbIE JaHHbIE 0 mepexonaammux Ha 2011 rom ocraTkax U o pasmepe leneBoro ¢GoHma
aMOPTU3AIMOHHBIX OTYHCIICHHH, oOpa3zyeMbiXx Mo TutaHy 3aBoga Ha 2011 rox. 2. I'maBHOTO
uHxenepa 3aBoja b.M. JInbeHcoH mpeacTaBUTh COTIACOBAHHBIC ¢ HAYATHHUKAMU 1[EXOB U OTIEIIOB
npeaiokeHus o nposefeHuu B 2011 rony kKanmuTaapHOrO PEMOHTA 34aHUI M COOPYKEHUH 3a CUET
(dboHIa aMOPTU3AIMOHHBIX OTYUCICHUN. 3. KOHTPOIb 32 MCTIOJTHEHHEM HACTOSIIETO PACTIOPSKEHHS
BO3JIararo Ha 3aMEeCTHUTEIsI TUpeKTopa 1o xo3siictBeHHoi yactu C.1. AGaynaesa. lupextop 3aBoaa
A.®. [InyTHUKOB.

3aoanue Ne 4. Hanuwume ykasanue.

AO «Qranon». YKAZAHUE. 01.12.2008 Ne 28. r. fpocnaBiab. O rpaduke OTHYCKOB Ha
2009 roa. Idns cocraBnenus rpaduka ornyckoB Ha 2009 rox ITPEJIJIAT'AIO: 1. PykoBoauTensm
CTPYKTYPHBIX MOJpa3e/ieHuil MpeICTaBUTh B OTIEN KaJpOB CIHCKU COTPYJHUKOB C yKa3aHUEM
IJIaHUpYyeMOro cpoka odepenHoro otmycka B 2009 rogy. Cpok mnpenctaBieHUsi CIHUCKOB —



10.12.2008. 2. OTaeny KaApoB COCTaBUTH CBOJIHBIN I'paduK OTIYCKOB paOOTHUKOB (upmbl Ha 2009
TOJ W TPEACTAaBUTh €ro Ha YTBEPXKACHUE B JUPEKIHNIO (pupmbl. OTBETCTBEHHBIH — HadaIbHUK
ornena kaapos O.1O. ITankparoBa. Cpok npencrasinenus rpaduka — 20.12.2008. 3am. aupexropa
¢bupmer I1.1. A6pamona. B neno 05-21. [ara.

3ananue 1J4 Tekyuero KOHTpoJs «Cocrasienue u opopmiienue OP/1»

1. Hanuwume nucomo-npuenauieHue.

AO «KBanT». 25.03.2020 Ne 53. /IupekTopy BBICTABOYHOTO IIEHTpa «IKCIo-Ou3Hec» A.B.
ITerpoBoii. IIncemo-npurinamenue. Msl npuriamaeM Bac NpuHATH ydacThe Ha BBICTABKE HOBBIX
TEXHOJIOTHI W TIPEICTaBUTh Bally Npoaykiuio. BreicraBka Oymer mpoxomauth ¢ 02.08.2020 mo
10.08.2020 B HamieMm BBICTAaBOYHOM IieHTpe. Pa3melieHue Bamiedl NMpOAYKUMH Ha BBICTABKE Mbl
rapantupyem. upexkrop AO «KBaut» C.b. bpoBkuH.

2. Cocmagvme npomoxo..

OAO «Motop-kmnaccy. IIPOTOKOJI. 24.10.2019 Ne 34. SpocnaBiib. 3acenaHusi KOJUJICTUH.
[Tpencenarens — A.B. Jlo6poBckas. Cekperaps — JI.®D. Ilepona. [IpucyrcrBoBanmu: O.A. 3arnaguna,
C.JIL. Ky3ueuos, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenxo, A.C. Cymuos, M.C.
Turopenko. Ilpurnamenneie: HawansbHuk otnena Ynopasinenus KyiabTypbl A.Il. Bacuibes.
ITOBECTKA JHS: 1. O pabore otmena uHGOpMATH3AIMU IO OOECIICUCHHUIO ICATEIBHOCTH
yupexnenus. Joxmnan HavansHuka otaena K.M. Cepruenxo. 2. O npeacrasinennn O.0O. PakuBHeHKO
K npucBoeHuto [lodyeTHoro 3Banus «3acinyKeHHbIH pabOTHUK KyIbTyphl Poccuiickoit denepannm.
CooOmenne HayanbHuka otaena M.C. Turtopenko. 1. CJIVIHAJIM: K.M. CeprueHko — Tekct
noknana npuinaraercs. BBICTYIIMJIN: C.JI. Ky3HewoB — CTaBUT BONPOC O AONOJIHUTEIBHOM
BBIJICIICHUU KOMIIbIOTepOB Tuma «Pentiumy» mns ormena. A.C. CymioB — mpejyiaraet nepeaarb
OTJIely MAacCHUB HMMEIOUIMXCA B JPYIHX MOJpa3ieieHus X HHPOPMAIMOHHBIX KapTtouek. O.A.
3armaguHa — coo0maer 00 MMEIOUMIMXCS B OTHENE HOBBIX  pa3paboTKax MO  YIyYIIEHUIO
opranmzanuu  uH(popmanuonHsix mponeccoB. [TOCTAHOBUJIM: 1.1. OpoGputh OCHOBHBIE
HampaBiieHuss paOoTsl otnena. 1.2. Pa3pemuths agMUHHCTPATUBHO-XO3SHCTBEHHOW CIyx0e
npuoOpecTy A7 HYX] oTAena nHpopMaTu3aluuu 3 KOMIObIOTEpa HEOOX0IMMOM KoH(pUTyparuu. 2.
CJIIYIIAJIN: M.C. Tutopenko — tekct fokiana npuiaraercs. BBICTYIIMIIN: ®.M. CemeHoB —
MOAIEPKUBAET MpeJiokKeHne 0 BoIABUKEeHUH O.0O. PakMBHEHKO Ha IPUCBOCHHE TTOUYETHOTO 3BAHUS
«3acaykeHHbI paboTHUK KynbTypbl Poccuiickoit ®denepamuu». U.H. Jlydenko — roBopuT o
cepbe3Hbix 3aciayrax O.0. PakuBHEHKO B Jelie pa3BUTHS OTEUYECTBEHHOM KYJBTYpHI.
[TOCTAHOBWJIN: 2.1. BeimBunyts O.O. PakuBHEHKO Ha TPHUCBOCHHE €Ml MOYETHOTO 3BaHUS
«3acmyxeHHbI paboTHUK KylnbTypsl Poccuiickoit ®eneparuny». [Ipencenarens A.B. Jlo6poBckast.
Cexkperaps JI.B. IlepoBa. B neno Ne 25-01. [lara.

Tema 5
(Kommerennus OIIK-5, unaukarop OITK-5.3)

Teopernyeckuil TUKTAHT

JlaiiTe onpeneneHus CIeIyonuM NOHATHIM:
Anpecar

AnpecaHT AKT

Axnent

Anketra AHHOTAIUA

ApxuBHasl BBIITUCKA

ApxuBHas cIpaBKa

Acnekr

biank

Benomocts

Busza BayTpenHnii agpec nuceMa
BuyTpeHHHUI TOKyMEHT

O O O O OO OO0 0o 0o



Bxopsiimii JOKyMeHT
Brimucka

I'pud

Hara

Heino

JemnoBoe muceMo
JIMpEKTUBHBIN JOKYMEHT
JloBEepEeHHOCTh

0O O O O O O O O

Kpurepun onenkn (popM TeKyero KOHTpOJIst

Kpurepun ouenku pedepara

OrneHka «OTJIMYHOY» BBICTABIIAETCS, €CJIM paboTa CTYAECHTa HAllMCaHA IPAMOTHBIM HayYHBIM
S3BIKOM, UMEET YETKYIO CTPYKTYPY M JOTHKY M3JI0KEHHs, TOUKa 3PEHUS CTy/IeHTa 00OCHOBAaHHA, B
paboTe NPUCYTCTBYIOT CCBIIKM Ha HOPMATUBHO-IpaBOBble aKTbl. CTyneHT paboTe BbIABUraeT
HOBBIE UJEH U TPAKTOBKH, IEMOHCTPUPYET CIIOCOOHOCTh aHAIM3UPOBATh MaTepUal.

OrneHka «XOpOIL0» BBICTABIIAETCS, €CIM padoTa CTYACHTA HAlMCaHa IPaMOTHBIM Hay4YHBIM
SI3BIKOM, IMEET YETKYIO CTPYKTYPY M JIOTHKY HM3JI0KEHHS, TOUKa 3PEHUS CTy/IeHTa 00OCHOBAaHHA, B
paboTe NPUCYTCTBYIOT CCHUIKM Ha HOPMATUBHO-IIPABOBBIE aKThI.

OneHka «yIOBJIETBOPUTENILHO» BBICTABISETCS, €CIAM CTYJIEHT BBIIIOJHUI 3aJlaHUE, OJHAKO
HE IPOJEMOHCTPHPOBAJ CIIOCOOHOCTh K HAyYHOMY aHalM3y, HE BBICKA3bIBal B paboTe CBOEro
MHEHHS, JOIMYCTHJI OIIHMOKU B JIOTHYECKOM 0OOCHOBaHUH CBOETO OTBETA.

Onenka «HEeyqOBJIETBOPUTEIBHO)» BBICTABIIAETCS, €CIIM CTYACHT HE BBIIOJIHWII 33aJlaHUE, WIN
BBITIOJIHWI €10 (hOpMaJIbHO, OTBETWJI Ha 3aJaHHBIA BOMIPOC, IPU ITOM HE CCBHUIAJICS HAa MHEHUS
YUYE€HBIX, HE TPAKTOBaJ HOPMAaTUBHO-IIPABOBBIE aKThl, HE BHICKA3bIBAJI CBOEIO MHEHMS, HE NPOSIBUII
CIIOCOOHOCTH K aHAJIN3Y, TO €CTh B LIEJIOM LieJIb pedepaTa He JOCTUTHYTA.

Kpurtepuu onieHKH TeopeTH4eCKOH KOHTPOJIbHOI PadoThI

OreHka «OTIMYHOY BBICTABISETCS, €CIIM MMHCbMEHHbBIE OTBETHI Ha BOIPOCH! JJaHbI B TOJIHOM
o0beMe ¥ Ha BBICOKOM TEOPETHYECKOM YpOBHE, MW3JIOKEHHE Marepuajga JIOTUYHOE,
apryMEeHTHPOBAaHHOE, C OTIOPOIl Ha IEPBOUCTOYHHUK.

OreHKa «XOPOIIIOY BBICTABIISETCS, €CIIM OTBETHI HAa BOIIPOCHI COJIEPKAT HEMTPHHIIUITHATIBHBIE
MOTPENIHOCTH.

OHeHKa «KYAOBJICTBOPUTCIIBHO»  BBICTABJISACTCSA, €CJIM B OTBCTaX ObLIH JOMYIICHBI
INPUHIUIHATIBHBIE OIINOKH, BBISIBIEH HEBBICOKUN YPOBEHbB BIIAZICHUS MaTEPHAIIOM.

OHGHK& CHCYOOBJICTBOPUTCIBHO» BBICTABIACTCA, €CIM OTBETbI HE COOTBCTCTBYIOT
napameTpaM, IMPHUBEIEHHBIM BBIIIE, WM CTYJIEHT OTKa3zajcs OT BBINOJHEHHS TEOPETHUYECKOU
KOHTPOJIbHON pabOTHI.

Kputepumn onenku tecra

OreHKa «OTIUYHO» BBICTABIISIETCS, €CITU JIaHBI BepHBIE OTBETHI HA 85 % U Gosiee BOMPOCOB
TecTa.

OLieHKa «XOpOIIO» BBICTABIISIETCS, €CJIM JJaHbI BEpHbIE OTBETHI HAa 71-85 % BompocoB Tecra.

OreHKa «yJIOBJICTBOPUTEIIHEHO» BBICTABIIICTCS, €CITU JIaHBI BepHBIC OTBETHI Ha 56-70 %
BOIIPOCOB TECTA.

OlneHKa «HEYOBICTBOPUTEILHOY» BBICTABIISIETCS, €CJIM TaHO MeHee 55 % BEpHBIX OTBETOB
Ha BOIIPOCHI TECTA.



KpuTtepun oneHKN KOHTPOJIbHOH padoThl

OrneHka «OTJIIMYHO» BBICTABIIAETCS, €CIIU JOKYMEHT COCTaBJIEH B IOJHOM 00BbEME, YKa3aHBI
BCC HCO6XOI[I/IMBIG PCKBU3UTEI, UX PACIIOJIOKCHUC COOTBECTCTBYCT Tpe60BaHI/I$IM.

OneHka «XOpOILO» BBICTABISIETCSA, €CIM JOKYMEHT COJEPXKHUT HEINPUHLIUIHAIbHbIC
MIOTPEIIHOCTH.

OneHka  «y[OBJIETBOPUTEIIBHO»  BBICTABIACTCS, €CIM B  JOKYMEHTE JONYLICHBI
IMPUHIUITNAJIBHBIC OH_II/I6KI/I, BBISIBJICH HEBBICOKHH YPOBCHB BJIaICHUA MAaTCPUATIOM.

OneHka «HEYIOBJIETBOPUTEIbHO» BBICTABIIAETCS, €CIU JIOKYMEHT HE COOTBETCTBYIOT
napamMeTpam, NpUBCACHHBIM BbIIIC, UJIW CTYJACHT OTKA3aJIiCs OTBCYATh HA BOIIPOCHI.

KpnTeplm OLCHKH TEOPETUYIECCKOI'0 JTUKTAHTa

OHCHKa «OTJIMYHO» BBICTABJIACTCS, €CIIM OTBETHI JaHbI B ITOJIHOM 00beMe U Ha BBICOKOM
TCOPCTUYCCKOM YPOBHC.

OHCHKa «XOpOoI1IO»  BBICTABJIACTCA, €CJIIM OTBEThBI COACPKAT HCIPUHIUIIMAIBHBIC
MOrpCuIHOCTH.

OI_IGHKa «YOOBJICTBOPUTCIIBHO»  BBICTABJISICTCS, €CJIIM B OTBCTAX ObLIH AOIMYIICHBI
IMPUHIUIINAJIBHBIC OHII/I6KI/I, BBISIBJICH HEBBICOKHI YPOBCHB BJIaICHUA MAaTCPUATIOM.

OI_IGHKa «HCYHOBJICTBOPUTCIIBHO»  BBICTABJISICTCA, C€CJIUM OTBETBI HE COOTBCTCTBYIOT
nmapamMeTpam, NpUBCACHHBIM BbIIIC, UJIW CTYJACHT OTKA3aJiCsd OTBCYATH HA BOIIPOCHI.

Kpurtepuu oneHKH 3aIaHUi 1711 TEKYIIEro KOHTPOJIA

O1eHKa «OTJIMYHO» BBICTABJISCTCS, €CIU OTBETHI JIaHBl B MOJHOM OOBEME M Ha BBICOKOM
TEOPETHYECKOM YPOBHE.

OneHKa «XOpOIIO»  BBICTABISICTCS, ©CJIM  OTBETHI  COJEPXKAT  HENPHHIUIHAIBHBIC
MOTPEIIHOCTH.

OneHka «yIOBIICTBOPUTEIBHO» BBICTABISACTCS, €CIM B OTBETaX OBLUIM JOMYIICHEI
IMPUHIUIINAJIBHBIC OHH/I6KI/I, BBISIBJIEH HEBLICOKHUU YPOBCHB BJIaICHUA MAaTCPUATIOM.

OneHKa «HEYTOBICTBOPUTEIBHO» BBICTABIIACTCS, €CIU OTBETHI HE COOTBETCTBYIOT
nmapamMeTpam, NpUBCACHHBIM BbIIIC, UJIW CTYJACHT OTKa3aJiCsd OTBCYATh HA BOIIPOCHI.

1.2 Cnucok BonpocoB u (M/1M) 3aaHuii UIs1 POBeeHHs MIPOMEKYTOYHOM aTTecTaluu
3ader mo JucHUIUIMHE — «Jlemompou3BOACTBO M JOKYMEHTOOOOpPOT B  cdepe
rOCyJapCTBEHHOTO U MYHUIIUTIIAILHOTO YIIPABICHU» MPOBOJAUTCS B YCTHOM (opMe Mo OueTaM.

Bonpocsl k 3auery

Komnemenyus OIIK-7, unouxamop OIIK-7.3:
1. Hcropust pa3BUTHS IEIONPOM3BO/ICTBA,;
2. Ponb 1OKyMEHTOB B KH3HH YeIOBeKa U 0OLIeCTBa, B chepe mpaBa u yIpaBICHHS;
3. JIOKyMEHT ¥ ero (GyHKINH;

Komnemenyusa YK-2, unouxamop YK-2.3:

4. HopmatuBHo-nipaBoBas 6a3a COBpEMEHHOI'0 JAEONPOU3BOICTBA;

5. YHuUKanMsa U CTaHAapTU3aLUS B 1€JT0IPOU3BOJICTBE;
Komnemenyust YK-1, unouxamop YK-1.2:

6. Knaccudukanus 1e10B0oil JOKyMEHTaIUH;

7. brnanku JOKYMEHTOB, X XapaKTepUCTUKA;

8. PexkBU3NUTHI JOKYMEHTOB;

9. TpeboBaHUsI K TEKCTY TOKYMEHTOB. DJIEMEHTHI TEKCTA;

10. IOpunnueckas cuiia TOKyMEHTOB;

Komnemenyust YK-1, unouxamop YK-1.2:



11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

XapaKTepucTUKa U COCTaB OPraHU3ALMOHHBIX TOKYMEHTOB;
XapakTepucTUKa U COCTaB PACIOPSIUTENbHBIX TOKYMEHTOB;
XapakTepHucTruKa U COCTaB HH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMECHTOB;
Vcras;

ITomoxxenue;

HNucTpykius;

IIpukas;

Pacnopsixenue;

Pemenue;

[IpoToxkod;

AKT;

JloknagHas v ciy»eOHas 3aicKy;

IIncemo;

Cnpagka;

JIOKYMEHTBI 110 TUYHOMY COCTaBY;

Tenerpamma, Tenekc, pakcorpamma;

Komnemenyus OIIK-5, unouxamop OIIK-5.3:

21.
28.
29.
30.
31
32.
33.
34.
35.
36.
37.
38.

Opranu3zanys J0KyMEHT0000pOTa;

Perucrpanus 10KkyMeHTOB;

[Tpuem u 06paboTKa BXOIAMINX JOKYMEHTOB;
[Tpuem u 06paboTKa UCXOASIINX TOKYMECHTOB;
KoHTposib 3a cpokamu HCIIOJTHEHUSI JOKYMEHTOB;
3akoHO/AaTeNbHASI 1 HOPMATHUBHAS OCHOBA XPAHEHUSI IOKYMEHTOB;
Opranuzanysi XpaHeHus Jei B AeJI0NPOU3BOJICTBE;
Howmenxkiarypa aen;

dopmMupoBaHUe JIe;

[ToaroroBka TOKYMEHTOB K C/la4ye B apXUB;
ApXUBHOE XpaHEHUE JOKYMEHTOB;

OcHOBBI OpraHu3alUy AEJONPOU3BOACTBA (HOPMaTUBHAs perjaMeHTalusl padoThl,

OpraHu3aIOHHAasl CTPYKTYypa CIIyKObI JIeTONPOU3BOACTBA U T.11.)

39.
40.

Texundeckue Cp€acTBa, UCITIOJB3YEMBIC B ACTIOIIPOU3BOACTBE;

Hcnons3oBaHue HOBBIX, COBPCEMCHHBIX TEXHOJIOTHM B AOKYMCHTUPOBAHUHN

ACATCIIBHOCTU MPCATIPUATUSA;

41.

Z[OKYMGHTBI Ha HOBEHIIIMX HOCHTEIISIX I/IH(I)OpMaI_[I/II/II o0acThb IMPpUMCHCHUA U

MPUJIaHUE FOPUINYECKON CUIIBI;

42.
43.
44,
45.
46.
47.
48.
49.
50.

OI_ICHKE[ «OTJIMYHO» BBICTABIIACTCA, €CIIM OTBETHI JaHbI B ITOJIHOM 00beME M Ha BBICOKOM

®oto-1n KMHOAOKYMCHTUPOBAHUEC: HA3HAYCHUC U o0nacThb MIPUMCHCHUS;

q)OHOI[OKYMeHTI/IpOBaHI/IeI BO3HHUKHOBCHHUEC, PAa3BUTHEC U 0011aCTh IIPUMCHCHU A,

JlenoBble U TMYHBIE KaYeCTBA CEKPETaps;
Jlexcuka 1enoBoro oOIeHuS,

JlenoBo# CTUIIb MMCBMEHHOM peuH;

Benenune TpynoBbIX KHUKEK;

Pabora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH;

Odopmiierre KOppECOHACHITNHN IO BHEIITHEAKOHOMUYECKOU JIeATETbHOCTH;

KOMHLIOTCpHBIC TCXHOJIOTHUHU B ACJIIOIIPOU3BOJACTBE.

Kpurepun oieHKH yCTHOIO 0TBeTa

TEOPETUYECKOM YPOBHE.

OI_ICHKa «XOpOoIIO»  BBICTABIACTCA, CCJIM OTBETBI COACPIKAT HCIPUHIUIIHUAIIBHBIC
IMOrpCIIHOCTH.


http://worldreferat.ru/view/leksika-delovogo-obscheniya
http://worldreferat.ru/view/delovoy-stil-pismennoy-rechi
http://worldreferat.ru/view/vedenie-trudovyh-knizhek

OLIGHKa «YOOBJICTBOPUTCIIBHO»  BBICTABJISICTCA, CCJIIM B OTBCTAX ObLIN AONMYIICHBI
MIPUHIUIINAJIBHBIC OH_II/I6KI/I, BBISIBJICH HEBBICOKHI YPOBCHbB BJIaICHUA MAaTCPUATIOM.

OLIGHKa CHCYHOBJICTBOPUTCIBHO»  BBICTABJIACTCA, CCIM OTBCTbI HE COOTBCTCTBYIOT
nmapamMeTpam, NpUBCACHHBIM BbIIIC, HJIM CTYACHT OTKa3ajiCsd OTBCYATh Ha BOIIPOCHI.

OO6pa3en Ouera

®OI'bOY BO «pocnaBckuii rocynapctBeHHbld yHuBepcuTeT uM. [1.I. JleMunoBa
Kadenpa ynpasnenus u npeAnpuHUMATEIbCTBA
Hanpasnenue noaroroku: 38.03.04 ['ocynapcTBEHHOE M MyHULIMIIAIBLHOE YIIPABICHUE
Hanpasnennocts (IIpoduns): «'ocynapcTBeHHbIE 1 MYHUIUITATIBHBIE (PUHAHCHD)
Jucnunnuna: «/lenonpous3BoacTBO U JOKYMEHTOOO0POT B cdepe rocy1apcTBEHHOTO U
MYHUIIUIIATEHOTO YIIPABICHUS

BWIET Ne 1

1. Homenknarypa aed.

2. Benenuie TpyiOBBIX KHUKEK.

3aB. kadenpoii ynpasieHus 1
HPEAIPUHUMATENIBCTBA

KaHJ. 9KOH. HayK, JOLIEHT J.}O. bproxanon




IIpunoxkenne Ne2 k padoueil nporpaMme AUCHUILINHBI
«/les10mpou3BOACTBO U JOKYMEHTO000POT B c(hepe rocy1apCTBEHHOI0 U MYHUIMIIAJIbHOTO
yHpaBJIeHHUS»

MeToauuyecKue YKa3aHUuA JId CTYACHTOB 110 OCBOCHUIO TUCITUIIJINHBI

W3ydyeHne OUCHUIUIMHBI TPEOYET CHUCTEMATHYECKOrO M IOCJIEI0BATEIbHOTO HAKOIICHUS
3HaHUi, Clel0BaTeIbHO, MPOIMYCKU OTAENbHBIX TEM HE MO3BOJSAIOT ITyOOKO OCBOUTH IpEIMET.
[TosToMy HEOOXOAMMO MOCTOSIHHO OCYILECTBJIATH KOHTPOJIb HAJ CHUCTEMaTHYECKOW paboTon
CTyA€HTOB. B Hauame wu3y4eHUs [AUCUUIUIMHBI CTYJEHTaM HEOOXOJUMO O3HAKOMHUTHCA C
COJIEpP’)KaHUEM pa3/eiOB JUCLUUIUIMHBI, C LEISIMM M 3aJadaMM Kypca, CBSI3MU C JApYTUMHU
JUCLUIUIMHAMM, CIUCKOM OCHOBHOW M JOIOJHMUTENBHOM JUTEpaTyphl, rpa)uKOM KOHCYJIbTalHH
IIpenoiaBaTes.

UreHne NEeKUUil NPEANnonaracT U3JI0KEHUE CTPYKTYPhl TEMbl U KPAaTKOTO COAEP KAHHS €€
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIOXHBIX Ul YCBOEHHS U (WJIM) UMEIOLIUX JUCKYCCHOHHBIN
xapakTep. JICKIIMOHHBII Kypc, B OCHOBHOM, CTPOMTCSI HA OCHOBHBIX IOJOXKEHUAX B 00JaCTU OCHOB
JIEJIONPOU3BO/ICTBA, IPEICTABICHHBIX B HAayUHBIX TPYAAaX POCCHUICKUX U 3apyOE€KHBIX YUEHBIX,
UMEIOIIUXCs B HAIMYUM B Oubnuoreke YHuBepcuteta, ObC U ynoOMsIHYTBIX B CIIMCKE OCHOBHOM U
JIOTIOJIHUTEIBHON JUTEpaTyphl nporpammbl. Ilocne neknuu cTyAeHTbl 00paliaroTcs K JaHHBIM
UCTOYHUKAM Il 3aKpEIUICHUs 3HAHUM II0 PAaCCMOTPEHHBIM Ha JIEKLMU BolpocaM. B ciyuae
3aTpyJHEHUS] HEOOXOIUMO OOpaTUThCSA 3a KOHCYJIbTAlMEW K IPENojaBaTesll0 B COOTBETCTBUU C
YTBEPKICHHBIM I'pa)uKOM KOHCYJIbTALUH.

Jlo ouyepenHOro MpakTHUECKOIo 3aHSTHsI MO0 PEKOMEHJOBAHHBIM HMCTOYHHUKAM CTYJIEHTaM

HE00X0AUMO MpopadoTaTh TEOPETHUECKUI MaTepuan, COOTBETCTBYIOLIUN Teme 3aHsaTud. [lpu
MIOAITOTOBKE K MPAKTUYECKUM 3aHSITHUSIM CIEIYEeT HCIOJIb30BaTh HE TOJIBKO JIEKIMH, Y4EOHYIO
JUTEpaTypy, HO U HOPMATUBHO-IIPABOBbIE AKThl U KOMMEHTAapUU K HUM (JOCTYIl BO3MOXKEH uepes
CaiiThl crpaBoYHO-MHPOpMannoHHbIX cucteM Koncynmprantlliroc, 'apant). Ha mpaktudeckom
3aHATUM CTYAEHTBl JIOJDKHBI TNPUHUMATh AaKTHUBHOE y4yacTHe B OOCYKIEHMM I1OCTaBIEHHBIX
BOIIPOCOB, C KOTOPBIMH HEOOXOAUMO 03HAKOMUTLCS 3apaHee.
CamocrodTenbHas paboTa CTYJAEHTOB M0 JUCHUIUIMHE «JleTonpon3BOACTBO U TIOKYMEHTOO00pOT B
cepe rocylapCTBEHHOTO W MYHHMIMIIAIBHOIO YIPABJIECHUS» COCTOMT B 0Oojee TIATeIbHOM
U3Y4YEHHUH IIPEIJIOKEHHOTO MPENoAaBaTesIeM TEOPETUUECKOTO MaTepHralla, JaHHOTO Ha JIEKIUAX Ha
OCHOBE BBUIOKEHHBIX B cucreMe Moodle mnpe3eHTanuii W JOMONHUTEIBHBIX HCTOYHUKOB,
yKa3aHHBIX B CIIMCKE JIMTepaTypbl. /sl MpoBepKku KadecTBa MU3y4EHHs MaTepuana K OTIECJIBbHBIM
TeMaM MIPeyCMOTPEHbI 33JaHUS ISl CAMOTIPOBEPKHU.

3amaHus Ui CaMOCTOSITENIbHOW PaboThl (HOpMYIHMPYIOTCS Ha JEKIUSAX U NMPAKTUYECKUX
3aHATUSX. B KauecTBe HUX J0Ma CTYAEHTAaM IPEAaraioTcs 3a/JaHus, aHAIOTHYHbIE pa300paHHBIM
Ha MPAKTUYECKUX 3aHATUAX. BrocnencTsum 3TH 3alaHusd NPU HAJIWYMKM BOIPOCOB CO CTOPOHBI
CTYJEHTOB pa30HparoTCs Ha MOCIEAYIOIMIMX 3aHATUAX U/UITU 00CYXIaeTcs B Hare.

[IpenonaBaTens OIEHMBAET WHAMBHIYalbHO pabOTy KaXIOro CTyIEHTa Ha OCHOBAaHHUH
MIPOBEJICHHBIX OMPOCOB, BHIITOJIHEHUS 3aJaHUI U TPOMEKYTOUHBIX KOHTPOJIbHBIX MEPOTIPUSATHI.



