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1. Iles i1 oCcBOeHUA JMCLUIL/IMHBL.

Lensmu TiperiofiaBaHust AUCLUATIIMHBI «/I0OKyMeHTal[MoHHOe obecrieyeHre yIipaB/IeHHs»
SIBJISTFOTCSI:

- (hopMHpOBaHUe y CTYJeHTOB 3HaHWM, YMeHWW U HaBBIKOB B cC(epe COBpeMEHHOTO

JOKYMEHTAI[MOHHOTO  obecrieueHHst  ympaBeHHUsI C  TMpPUMeHeHWeM  HH(MOPMAIMOHHBIX
TeXHOJIOTHIA.
- (QopmupoBaHMe TOHATHM, 1ie/ed, 3aZau W TPUHLUIIOB JOKyMEHTAL[MOHHOTO

obecrieueHusi yrpaBJieHUs;

- OBJIa/IeHVe 3HAHUSIMU O KIacCU(UKALK JOKYMEHTOB;

- (hopmupoBaHue TpeOOBaHUM K COCTaB/IeHHIO U 0()OPMJIEHUIO I0KYMEHTOB;

- ¢opMypoBaHMe 3HAaHWM TI0 OpraHM3aly JOKyMeHToobopora: rpuem, 00paboTKa,
perucTpaiysi, KOHTPOJb, XpaHeHUe JOKYMeHTOB, HOMeHK/IaTypa JieJl;

- OBJIa/IeHre TIprieMaMi, 00pabOoTKY, perrcTparyiy, KOHTPOJIS JOKyMeHTOB;

- (opMHpOBaHHe TIPAaKTHUECKUX HABBIKOB CO3/J[AHUSI U O(OPMJIEHUS OT/E/bHBIX BUZOB
JOKyMEHTOB B COOTBETCTBMM C HOPMAaTHMBHON 0a30i, B TOM 4HC/e C WCIO/Ib30BaHHUEM
MH(OPMaI[MOHHBIX T€XHOJIOTHH;

- (hopMHpOBaHMe HaBLIKOB MCIO/Ib30BaHUsl YHU(DHULIMPOBAHHBIX ()OPM JIOKyMEHTOB;

- iprobpeTeHre HaBLIKOB T10 OCYILIeCTB/IEHUIO XPaHEeHUs U TTOUCKA JOKYMEHTOB.

2. MeCTO0 AMCIMIVIMHBI B CTPYKTYpe 00pa3oBaTe/IbHON NMPOrpaMmbl.

MucturuivHa «/JoKymeHTarMoHHOe obecrieueHue yrpasneHusi» (51.B.01) otHocurcst K
yacTtH, popMupyemMoli yuacTHUKaMK 0Opa3oBaTe/bHbIX OTHOLIIeHWH. Ee n3yueHre 0CHOBBbIBaeTCs
Ha 3HaHUSIX, YMEHUSX U HaBbIKaXx, MOJIYYeHHBIX CTyJeHTaMH B PaMKaX OCBOEHHUs [JUCLUILIIVHBI
«OcCHOBBI MeHe/)KMeHTa». OCBOeHMe YKa3aHHOrO Kypca, C OJHOM CTOPOHBI, MOArOTaB/IMBaeT
CITyIIaTesied K BOCIPUSTHIO JUCLUIUIMHEI «/JOKyMeHTaIlMoOHHOe obecriedeHre yrpaB/ieHUs», a C
Jpyrol CTOPOHBI, JOIOJIHSIET 3HAHWS, HAaBbIKM U yMEHWs, IOJIydeHHble UMM B TIPOLIECCE ero
V3yUYeHUsl.

3. [Inanupyembie pe3yabTaThl O0y4YeHHs 10 [JHCHHUIUIMHE, COOTHECEHHbIE C
IJIAHUPYeMbIMH pe3y/IbTaTaMH 0CBOeHHs 00pa3oBaTe/IbHOI MPOrpaMMBbl.

[Mpoiecc wW3yueHWsl [AWCLMIIMHBI HarpaB/eH Ha (OpPMUpOBaHMe —CJie/lyHOIIMX
KomreTeHIUi B cootBeTcTBUU ¢ PI'OC BO, OOIT BO u npuobpeTeHus: CefyrOLUX 3HaHUMH,
YMeHHH, HaBbIKOB U (W/IM) OTbITa /1eATe/IbHOCTH:

dopmupyemas NHaukaTop JocTHIKeHUusa ITepeuens
KOMIIeTeHLIVsI KOMIIeTeHII U IJIAHUPYEMBIX Pe3y/IbTaToOB 00yueHHus

(xop u (ko7 u hopMy/ITMPOBKA)
(¢opmynuposka)
YHuBepca/lbHble KOMIeTeHIUU
YK-4. Cnocoben | YK-4.4.  Beger  genoByio | 3Hath:
OCYII[eCTB/IATD TepenucKy, YUUTEIBast - OCHOBHBbI€ TIpaBWJ/Ia [1€/10BOro O6HIEHI/IH
ZleJIOBYIO 0C0OEHHOCTH CTUITMCTUKY | Y MeTb!
KOMMYHHKALMIO B | O(HIMATBHBIX J | - BECTH IIeperoBOpbl, COBELAHHS, OCYLIECTBIIATH

o €JIOBYIO TIEPerUCKYy U MOAJEP)KUBATh 3JIeKTPOHHbIE
YCTHOU ¥ | HeODUIMAMbHBIX —HCeM, Ha | "o 05y p y AAEP p

o KOMMYHUKAITUN
MUCbMEeHHOU rOCY[apCTBEHHOM SI3bIKe.
thopmax Ha | YK-4.5. CocrapsieT | 3HaTh:
roCyJapCTBEHHOM | pa3/MyHble  TUMBl  JeIO0BbIX | - TpeboBaHus K 0OPM/IEHHIO TEKCTOB JOKYMEHTOB
SI3bIKe JIOKYMEHTOB, YUMTBbIBasi 1[eJIH, Bragerr HaBbIKamu:
POCCHﬁCKOﬁ OCO6EHHOCTI/I Co,qep>KaHI/I$1 " - CO30aHuA U OCbOpMHeHHH OTAe/bHbIX BHUOB
PeiepaLn M | cTpyKTYpHI K oro JIOKyMEHTOB B COOTBETCTBMM C HOPMAaTUBHOU 0a3oH,
) B TOM UHCJIe C WCII0/Ib30BaHNeM HMH(OPMAIIOHHBIX
WHOCTPaHHOM N
TEXHOJIOT U

(pIx) s13bIKE (aX)




4. O0beM, CTPYKTYpa H cojiep)KaHue JUCIUTIHHBI.
OO011jas1 TPYA0€MKOCTh AUCILIMTUIMHBI COCTaB/IsieT 3 3aueTHbIe equHUIB], 108 aka/|. uacos.

OuHas dpopma

Ne Temsl (pa3aenbl) Buab! yueOHbIX 3aHATHH, DopMBI TeKyIIero
n/n AVCLMIUINHBIL, BKJ/IIOYasi CAMOCTOATE/IbHYIO pab0Ty | KOHTPOJISl yCIIEBaeMOCTH
HX cofepiKaHue o CTYA€eHTOB,
3] U UX TPYA0eMKOCTb ®opma NpoMexyTo4yHoi
g (B aKafieMHYeCKHUX Yacax) aTTecTanuu
o} (o cemecTpam)
®opmbl 30 u 10T
(Ipu HATMYHH)
KonrakTHas padora
o | v | = |8 |8
S| ¢| & £|g2E| 2E
= = [ A [ Hel =2
s E| & 5|B2& 2%
S| E| 8| g8 8"
= | 2| 2 |E %

1. |CIIOCOBbI CO30AHMA 2 1 2 - 9,7 |Pedeparsl
JOKYMEHTOB TeopeTnyeckasi KOHTPOJIbHAs
(JOKYMEHMPOBAHUSA) U pabota
HA3HAYEHUE
JOKYMEHTOB

2. TOCYOJAPCTBEHHOE 2 4 4 - 1 10
PET'YJINPOBAHUE
JOKYMEHTAIIMOHHOI'O
OBECIIEUEHIA
YTIPABJIEHUSA
8 mom yucne ¢ 30 u [JOT 5 |Marepuasnsl B LMS

Moodle:

- TIpe3eHTaLys;

- 3ajjlaHue [Jig TeKylero
KOHTPOJISI «Y CTaB»

3. |OBLIME HOPMBEI 1 2 8 8 - 1 10 |Tecr
[TPABUJIA OPOPMIJIEHUSA
JOKYMEHTOB
6 mom vucne ¢ 0 u [JOT 5 |Marepuasnsl B LMS

Moodle:
- 3ajJjaHue [Jig TeKylero
KOHTPOJIS1 «PeKBU3UTBI»

4. |COCTABJIEHUE U 2 8 8 - 1 10 |KoHTpoJsibHast pabota
O®OPMIJIEHUE (cocTaBneHue OT/e/IbHBIX
OTAEJIBHBIX BUIOB BU/IOB IOKYMEHTOB)
JOKYMEHTOB
8 mom yucne ¢ 30 u [JOT 5 |Marepuans B LMS

Moodle:

- 3ajjlaHue Jid TeKylero
KOHTpOJIs1 «CoCTaByieHre 0
odopmienne OP/I»

5. |OPTAHU3ALINA PABOTBEIC | 2 5 6 - 1 10 |TeopeTuuecKUil JUKTaHT
OJOKYMEHTAMU

0,3 3auer
Bcero 26 | 28 - 4 |03 | 49,7
8 mom uucne ¢ 30 u JIOT 15




Co/iep>xaHue pa3/ie/ioB JUCHUIITUHBI

1. CIIOCOBBI CO3JAHUSA JOKYMEHTOB (JOKYMEHUPOBAHUSA) N
HA3BHAYEHUWE JOKYMEHTOB

1. Crioco0bl co3/jaHus IOKYMEHTOB;

2. TepMmuHosiornueckasi 6a3a JOKyMeHTUPOBaHUS.

2. TOCYJAPCTBEHHOE PEI'Y/IMPOBAHUE JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUSA YIIPAB/IEHUA

3. OBIIIE HOPMbI 1 ITPABU/IA O®OPMJIEHUA JOKYMEHTOB
1. OcHoBHbIe TpeOOBaHUsI K COCTaB/IEHUIO U 0()OPMJIEHHIO JIOKYMEHTOB;
2. biaHKU IOKYMEHTOB;
3. PekBU3UTHI JOKYMEHTOB;
4. TpeboBaHUS K TEKCTY AOKyMeHTa. DJIeMeHThI TEeKCTa;
5. FOpupnueckas cuna JoKymeHTa.

4. COCTABJ/IEHVE 1 O®POPMJIEHUE OTAEJ/IbHBIX BU/1I0B TOKYMEHTOB
1. OpraHusanoHHbIe JOKYMEHTHI;
2. PacniopsijuTenbHble JOKYMEHTHI;
3. lHopMarOHHO-CNIpaBOUHbIe JOKYMEHTHI.

5. OPTAHMBAIIA PABOTBI C JOKYMEHTAMMA
1. Opranuzanus 10KymMeHToo60opoTa:
1.1. O6me monoXKeHus;
1.2. TIpuem 1 06paboTKa BXOASIINX U UCXOSAIINX TOKYMEHTOB;
1.3. Perucrparjusi JOKyMEHTOB U KOHTPOJIb 38 CPOKaMU UX UCIIO/THEeHUS;
2. XpaHeHye JOKyMEHTOB B /leJIONIPOU3BO/CTBE OpraHU3allvy;
3. KoMmmnbroTepHble TEXHO/IOIUU B [1€/I0IIPOU3BO/ICTBE.

5. 06p83OBaTEJ'l]JHbIe TE€EXHO/IOTMH, B TOM YHu(C/I€ TEXHO/IOTUMH 3JIEKTPOHHOI'0
06y‘—IEHI/IH U AUCTAHIIMOHHbIE 06pﬂ30BHTEJ’leBIe TE€XHOJ/IOTUH, HCII0/Ib3yeMble IIpH
0OCyIeCTB/IEHUHA OGPHBOBHTEJIBHOFO nponecca mo AMCHuIlI/IMHe

B nporjecce o6yueHust UCIIO/IB3YIOTCS CAeAyolire o6pa3oBaTe/bHble TEXHOJIOTUH:

AkapeMnueckas JIEKLIUA — T10C/Ie[j0BaTe/IbHOe W3/10)KeHre MaTepHasa
rperoziaBaTesieM, paCCMOTPEHUE TeOPeTUUECKHMX U MeTO/0J0rMUeCKUX BOMPOCOB JWCLIUTUIMHEI
B JIOTMUECKU BbllepkaHHOM (opme. B rmpoljecce seKuuu ImpernojaBaTesb CTUMYJIUPYeET
CTY/IEHTOB K y4aCTUIO B 00CY>K[eHUH BOIPOCOB U BBICKAa3bIBAHUIO COOCTBEHHOW TOUKH 3PeHUst
obcykmaemoii npobsiematviku. Llem u TpeboBaHMS K aKaJeMHUYeCKOW JIEKL[MA: COBPEeMEeHHBIN
HayuHbli ypOBeHb, HWH(OPMAaTUBHOCTb, CHCTEMHOE OCBelleHWe K/IIOUeBbIX TMOHATHM U
TI0JI0YKeHUH 110 COOTBETCTBYHOILEN TeMe, 0030p U OIleHKa CYIIeCTBYHOLeH pobieMaTHKy, aua
MeTO/JMYeCKMX pPeKOMeH/jaliuil CTyZileHTaM [Jisl Ja/bHerIero u3yueHusi Kypca.

IIpakTHyeckoe (CceMHUHApPCKOe) 3aHATHE — 3aHATHE, TMOCBSIEHHOe MPAaKTUYeCKOn
oTpabOTKe y CTY[eHTOB KOHKDETHbIX YMeHWM W HaBBIKOB IPU HW3YUeHUM [JUCLIATUIUHBI,
3aKpervIeHWI0 TIOyYeHHbIX Ha JIeKL[MM 3HAaHWN U OL|eHKe pe3y/bTaToB 00y4eHHs B TIpoLjecce
TeKYILlero KOHTPOJIS.

Ha mnepBoM mpakTW4yecKOM 3aHATHM B BBOJHOW YaCTU [aeTcsl IepBOe LieJIOCTHOe
npejcTaBieHre O AucuuriMHe. CTyJeHTbl 3HAaKOMSITCS C Ha3HaueHWeM M 3ajayaMu
JVICLIUTIIMHBL, €€ POJIbI0 U MeCTOM B o0Opa3oBaresibHOM mporpamme. [Ipu 3TOM 03By4MBArOTCS
MeTOoAMYeCcKre W OpraHu3aljMoHHble 0COOEHHOCTU paboThl B pamMKaxX AAHHOW AMCLIMIUIMHBL, a



TaK)Ke JlaeTcst aHam3 peKOMeHyeMou yueOHO-MeTOo[UUeCKOU JIATepaTypkl.
[Tpogo/mKUTeTbHOCTD BBOAHOM YacTH cocTaBisieT He 6osiee 10-15 MUHYT.

[Tpu npoBe/ieHNY NPAKTUUYECKUX 3aHSITUM UCIIO/Ib3YIOTCS TaKhe MHHOBALIMOHHbIE MEeTO/IbI
oOyueHusi, Kak [guanor-cobecefioBaHue, KO/IEKTHUBHOe OOCY>KJeHHe TeMaTHYeCKHX BOITPOCOB,
pa3b0p MpakTHUUeCKUX CUTYarvii, HOPMaTHUBHBIX JOKYMEHTOB, TEOPETUUECKUX U MEeTOAUYEeCKUX
acrieKToB T10 TeMaM AUCUUIUIMHBIL.  OOCy)XJeHHe W OIjeHKa TMPaBUILHOCTH BBIMOTHEHHBIX
Pa3/IMYHOrO THIA 3a/IaHWM, YKa3aHHBIX B (hOHZE OLEHOYHBIX Cpe/CTB paboueli Mporpammsl,
TPOU3BOAUTCS KOJVIEKTUBHO CTYJeHTaMU T10/i PyKOBOZCTBOM MperofaBaTesisi.

KoHcy/ibTanuu — BWJ y4eOHbIX 3aHSATHH, SIBJSIOIIUECS OJHOW W3 (OPM KOHTPOJIS
CaMOCTOSITe/TbHOW paboThl CTYJ€HTOB B TeueHHe cemMecTpa. Ha KOHCYIbTalUsIX TI0 UHUIMATHBE
CTY/IEHTOB PaCCMAaTPUBAKOTCA W OOCYXKJAFOTCS Pa3/MUHbIe BOTMPOCHI TEMATUKWU AWCIUIUIHBI,
KOTOpbIe BO3HUKAIOT Y HUX B TIPOL[eCCe CaMOCTOSATeTbHON pabOoTHhI.

B nipotiecce obyueHusi NCMO/IB3YIOTCS Cle/lyIOLje TeXHOI0TUU 3/IEKTPOHHOTO 00y4eHUs
Y TUCTaHLIMOHHBIE 0Opa30BaTebHbIe TEXHOJIOTHUH:

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

- 3afIaHus [j1s CAMOCTOSITe/TbHOM PaboThl 00YJarOIIMXCsl TI0 TeMaM AWCLUTIIHB;

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

- TIpe3eHTaly Y TeKCThI JIeKLJUU 110 TeMaM [JUCLUIIVHBL;

- Tipe/iCTaB/ieH CIUCOK y4eOHOM /uTepaTyphbl, pPeKOMeHJyeMOW /s OCBOeHHUS
JVCLIATI/IUHBI;

- npeficTaBieHa WH(opmalysg o ¢GopMe ¥ BpeMeHU MPOBe/leHHsI KOHCY/IbTal|il 110
JUCLMIUIVHE B Pe)KUMe OHJIalH;

- 1oCpe/iICTBOM  (hOpyMa OCYLLeCTB/ISIeTCS CUHXPOHHOe M (WIM) aCUHXPOHHOE
B3aUMO/IeHCTBHE MeX/y 00YJarOIMMUCS U TTPero/jaBaTesieM B PAMKax U3y4yeHus! JUCLIATUTAHBI.

6. IlepeueHbr  JIMLEH3UOHHOTO W (WIM)  CBOOOAHO  PacIpPOCTPAHAEMOrO
MPOrpaMMHOI0 o0ecreueHHusl, MCIO0/Ib3yeMOro INPH OCYIIeCTB/IEHHH 00pa30BaTe/IbHOr0
Mporecca no JUCHHUIUIHHEe

B mpomecce ocyuiectBieHuss 00pa3oBaTesbHOTO — TIpollecca 10 AWCLUIUIAHE
WCTIONb3YIOTCS:

1) mns popmMupoBaHUS MaTepuasioB [yisi TEKYIero KOHTPOJS YCIIeBAeMOCTH W TIPOBe/IeHHUS
TIPOMEKYTOUHOM aTTeCcTaluy, /7151 POPMHUPOBaHUs METOJUUeCKUX MaTepuasioB IO JUCLIUTIIUHE:
- nporpamMmbl Microsoft Office;
- Adobe Acrobat Reader DC.
2) nHpOPMAaILMIOHHBIE CTIPABOYHBIE CUCTEMBI, B T.U. MPOeCcCHoHaNbHbIe 0a3bl JaHHBIX:
- CTIpaBOYHasi MMpaBoBasi cucteMa ['apaHT.

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

B npouecce ocymlectBieHusi obpa3oBaTebHOTO — Mpolecca 0 AUCLUIUIMHE
VICTIO/b3YOTCS:

ABTomarusupoBaHHass  O6ubmMoTeuHo-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),
PeKOMeH/lyeMbIX /I/Isl 0CBOeHHS JUCIUILUTHHBI


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

a) 0OCHOBHas JIUTepaTypa

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

2. I'po3oBa O. C. TemoIpou3BOACTBO [DIeKTPOHHLIA pecypcl: YuebHoe 1ocobue. /
I'pozoBa  O.C. -  M.: FOpawr, 2017. - 124, -  Pexum  pocryna:

https://biblio-online.ru/viewer/5SF1C27F2-251B-4B74-BE78-AC06A5D30956 (3BC «HOpaiiT»).

0) Jono/IHNTe/IbHAA JIUTepaTypa

1. KysnenoB U. H. [JokymeHTaronHoe obecrieueHue yrpasyieHus1. [JoKyMeHTo000poT 1
JIeIOTIPOM3BO/ICTBO [ DJIeKTPOHHBIN pecypc]: YueOHUK U nipakTUKyM. / Ky3HerjoB .H. - 2-e u3g,.
- 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 bubsmmoTeuHas cuctema (OBC) usgarenscrtBa «HOpaiit» (https:/www.
urait.ru).

3. DnekTtpoHHasi Oubsmoreuynass cucrema (DBC) wu3gatenbctBa  «IIpocrekT»
(http://ebs.prospekt.org/).

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

5. Caiir 1o BoripocaM OyxranTepckoro yueta www.audit-it.ru

6. Caiit no Bonpocam Oyxrantepckoro yuera Cant www.klerk.ru

9. MarepuanbHo-TexHUUecKas 0a3a, Heo0xo/umasi I/Is1 OCYI[eCTB/IeHHs1 00pa3oBaTe/IbHOI0
Mporecca no JUCHUIUIHHE

MarepuanbHO-TexHUYecKasi 6a3a, HeoOXxoAuMasi [i7Isi OCYILeCTB/IeHUsT 0Opa30BaTeIbHOTO
Tiporiecca 1o AWCIUIUTMHE BK/IIOYAeT B CBOM COCTaB CIelhajbHbIe TIOMeIeHusT:

- yueOHbIe ayJUTOPUM JJIsl TIPOBeIeHUsI 3aHSATHM JIEKIIMOHHOTO TUTIa;

- yueOHbIe ayTUTOPUM ZIJIsl TIPOBE/IeHUsT TTPAKTUUEeCKUX 3aHATHH (CEMHUHAPOB);

- yueOHBIe ayIUTOPHU /IJisl TIPOBeJeHUS] TPYTIIOBBIX U UHUBUYaTbHBIX KOHCY/IbTalW;

- yueOHble ayJUTOPUU i1 TIPOBEJIEHUWS] TEKYIero KOHTPOIS W TIPOMEKYTOUHOU
aTTecTaluy;

- TIOMEIIIeHUS /111 CAMOCTOSITe/TbHOUM paboThI;

- TIOMeIIleHUs1 /i1 XpaHeHWss U TPO(QUIAKTUYeCKOTO OOC/Ty)KUBaHUS TeXHUUeCKUX
cpencTB oOyueHusl.

CrierianbHbIe TIOMelleHHsI YKOMITIEKTOBaHbl CpeiCTBaMHU O0yUeHUsi, CIY)KalUuMH [IIst
Tipe/icTaB/eHust yueOHOM WH(MOPMAaLK OOJIBIION ayAUTOPHUH.

[TomerrieHust 751 cCaMOCTOSITe/TbHOM paboThl 00yYaroL[UXCsl OCHAlLeHbl KOMITbIOT@PHOM
TEXHUKOW C BO3MO>KHOCTBIO TIOJK/TFOUEeHUs] K ceTH «VIHTepHeT» U obecrieueHWeM [JOCTyTa K
3/1eKTPOHHOM MH(pOpMaI[MOHHO-00pa3oBarenbHOM cpefe Apl'Y.

ABToOp:

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

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

Tembl pedepaToB
Wcropusi ctaHoBeHUs [lenonpor3Bo/cTBa B Poccuu.
[TpukasHoe [ien0npor3BoACTBO B apckoit Poccun (XV-XVII BB.).
VcTopusi cTaHOB/IEHUS [1€/10TIPOM3BO/[CTBA B Pa3HbIX CTPaHax (HECKOJIbKO Ue/loBeK).
Posb «ZIOKyMeHTa» B COBpEMEHHOM 0O0ITIeCTBe.
I'ocynapcTBeHHOe pery/MpoBaHUe JOKYMeHTal[MOHHOTO o0ecrieueHus yTripaBieHus..
CyOBbeKThbI 1e/I0IpOr3BO/ICTBA B TOCYJapCTBEHHBIX OpraHax.
Cucrema «55».
[TpaBusia paboThl C OKyMeHTaMH B CyZe (oOpaleHue rpakiaH, NpHeM 3asiB/IeHHH,
nepejayva Jies1 v T.IL.).

8. OcHOBBI OpraHv3aliy Je0NpOW3BO/ICTBA (HODMaTWBHAs perjaMeHTarys padoThl,
OpraHu3aljMoHHast CTPYKTYpa CIy>KOblI Z1e/I0NPOM3BO/ICTBA U T.I1.).

9. Vcnosp30BaHue HOBBIX, COBPEMEHHBIX TEeXHOJOTMA B  JIOKYMEHTUPOBAHWU
JesITe/IbHOCTU Tpe/TPUSITHSI.

10. TexHuueckue cpefCTBa, UCTIOJIb3yeMble B [1e/I0NPOU3BO/CTBE.

11. JJoKyMeHTHI Ha HOBEMIIIMX HOCUTe/SIX MHPOPMAaLIMU: 00/1aCTh MPUMeHeHUs U TIpU/jaHne
IOPUANYECKOU CUJIBL.

AW ERE

~

Tema 2

Bonpock! K TeopeTHUecKoH KOHTPOJ/IBHOH padoTe (C 1oc/eyonmM o0CyKaeHneM)
VicTopusi pa3BUTHS 1€/I0TIPOU3BO/ICTBA;

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

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

YHupuKalus u craHapTyU3aLus B /1eJI0NPOU3BO/ICTBE;

Knaccudukaiys enoBoi JOKyMeHTalUu.

W=

3aaHue I TeKyLero KOHTPoJia «Y craB»

[Mpoananu3upyiiTe ocHOBHbIe 31emMeHThl yctaBa @PI'BOY BO Apl'Y um. IL.I. [lemupogsa,
TepeyuC/IvB I10 ITYHKTaM ero OCHOBHBIE ITOJI0KeHUs, C YKa3aHWeM KOHKPeTHBIX JaHHbIX.

C ycTaBOM MO>XXHO 03HAaKOMUTBHCSI Ha O(PUIMAIbHOM CaiiTe YHHUBepCUTeTa.



Tema 3

Tembl pedepaToB

®0oT0- ¥ KUHO/JOKYMEHTUPOBaHKe: Ha3HaueHre U 00/1acTb TIpUMeHeHHsl.
®oHOZOKYyMEeHTHPOBaHUe: BOSHUKHOBEHHE, pa3BUTHe U 00/1aCTh PUMEHEHHS.
WcTopus pa3sBUTHS CeKpeTapCcKoro JeJa.

[enoBble v TMYHBbIE KaueCcTBa CeKpeTaps.

OTHKa CeKpeTapcKoro Tpyza.

Jlekcuka J1eJI0BOrO OOIIeHusI.

[enoBoii CTU/Ib MMCbMEHHOU peyHu.

Bepnenve Tpy0BbIX KHUKEK.

Pabora ¢ KoHpUIeHI[MaTbHBIMU I0KyMEeHTaMHU.

OdopmeHre KOppeCroH/IeHI[MH 10 BHEIITHEIKOHOMUUECKOH iesiTe/TbHOCTH.
Henoripou3BoAcTBO B coBpeMeHHoU MTtanuu, ['epmanuu, @paHIuu U Ip. CTpaHax

LN~ wNOE

o=
)

Tect
1. KakumM HOpMaTHBHBIM JJOKyMEHTOM yCTaHaB/IMBAETCS MaKCUMaJIbHBIN HAaOOp PeKBHU3UTOB?
Oteet: 'OCT P 7.0.97-2016
2. T'me v pu KakMX yC/IOBUSIX TIpuMeHsieTcsi ['ocyjapcTBeHHbIH repb Poccuiickoii denepauyn?
OtBer: TocygapcrBeHHbii rep0d Poccuiickoin ®Pepepanuu mnoMemjarT Ha 0OaHKax
AOKYMEHTOB B COOTBeTcTBHH ¢ DefepajbHBIM KOHCTHTYLIMOHHBIM 3akKOHOM «O
I'ocypapcrBeHHoM repbe Poccuiickoit ®epepanun» or 25.12.2000 Ne 2-®K3. IIpaso
pacrnosiaratb rocyapCTBeHHbIN repd Ha 0pUIHATBHBIX JOKYMEHTAaX MPHHAA/IE)KUT OPpraHam
rocy/JapCTBeHHOr'0 ynpaBJ/ieHus, CyAa, MPOKYpPaTyphbl, apOuTpaka, HAJIOTOBBIX CJIYXK0 H T.[.
3. Kakue cymiecTByrOT Cioco0ObI JaTHPOBAHUS JOKYMEHTOB?
OrtBeT: fAaTa B JJoKymeHTe odopmisieTcs uGPoOBHIM CIIOCOOOM H/TH C/IOBECTHO-LIM(PPOBBIM.
4. llncdposoii nm OyKBeHHO-LIM(PPOBOI HAEHTU(HUKATOP JOKyMeHTa — 3T0...
5. OTMeTKa 0 MOCTyT/IeHUH 0()OPMJISeTCS:
a) Ha NOCTYNAaKIINUX JOKYMeHTax;
0) Ha OTIpaB/IsIeMbIX JOKYMEeHTax;
B) Ha BCeX JIOKYMeHTax.
OtBert: a
6. Kakum pekBHU3UTOM O(OPM/ISIETCSl BHEILIHee COorjiacoBaHue?
OrtBeT: rpud¢ corjiacoBaHHs AOKyMeHTa.
7. YTo siBAsIeTCs JaTOU JOKyMeHTa?
OTBeT: AaTON JOKYMeHTa ABJ/ISIeTCA JaTa ero no/nucaHus Wil yTBepXKAeHus.
8. OMbsiema, HaHeceHHast Ha Oy1aHKe, MO>KeT 3aMeHUTh Ha3BaHHMe OpPraHW3aL[ix:
a) Aa;
0) Her;
B) MHOT/IA.
OTtBeT: 0
9. PekBU3UT, KOTOPBII NTOMOraeT OpraHu3allyy, MOJyYMBlIed MUCbMO-OTBET, HAUTHU CBOKO KOMHIO
VHULMaTUBHOIO NUCbMa — 3TO. ..
OTBeT: cChl/IKA HAa perucTpaljMOHHBIM HOMEP U JaTy NOCTYNHMBILEro JOKyMeHTa
10. Mecto u3gaHus JoKymeHTa 0(hOpMIISIeTCs TaK:
a) r. MockBa;
0) MockBa;
B) rop. Mockaga.
OTtBeT: 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

KonTposibHas pabora

3adaHue Ne 1. Hanuwiume npuka3s no 0CHO8Hol 0esime/bHOCMU.

YuebHO-pon3BozicTBeHHOe 00BemuHeHWe. TTPMKA3. 28.12.2009 Ne 64. r. MockBa. O6
obecrieyeHMM TIPOTHUBOMOXApPHOW Oe3omacHocTH. B 1ensix obecrieueHusi TPOTHMBOIIOYKAPHOM
6e3omacHocty B mpa3guuuHble AHU [TPMIKA3BIBARO: 1. IIpoBecTn TijaTenbHYI0 YOOPKY BCex
KabuHetoB U Mactepckux B YIIO. 2. 3am. gupekropa nmo AXY B.A. Ky3HelloBoW TpOBEpUTH
cocrosiHue 37eKTpoobopyzoBanus U 31.12.2009 BeikmounTh BCe pybOunbHUKH. 3. KoHTpomb 3a
WCIIOJTHEHWEM MpHKasa Bo3/araetcs: Ha 3am. gupekropa no AXY B.A. KysuenoBy. [upekrop YIIO
B.A. Ilerpos. C mnpukasoM o3HakOM/eH: 3aMm. gupekropa nmo AXY B.A. KysHewuosa. [lata
o3HakoM/ieHus. B neno 01-08. [ara.

3adanue Ne 2.Hanuwiume 8binUCKy U3 npuka3a 3adanusi Ne 1 no 2 nyHkmy.

3adanue Ne 3. Hanuwiume pacnopsisceHue no op2aHusayuul.

PEMOHTHO-MEXAHNYECKUNI 3ABOJI (KPM3). PACIIOPSDKEHUE. Ne 3 ot
23.06.2010. r. KpacHosipck. O6 ucrosis3oBannuy B 2010 1. 1iesieBoro ¢oHa aMOPTH3aLMOHHBIX
otuuciieHuii. C 1e/bl0 TJIAHOMEPHOro wucrosib3oBaHuss B 2010 rogy 1eneBoro QoHAa
aMOPTH3aLMOHHBIX OTYMUC/AEHUM M B COOTBETCTBUM CO CT. 13 «Ilono)keHne o rocysapCcTBEHHOM
npeanpuati» OBA3BIBAFO: 1. HauanbHuka nmaHoBoro otgena FO.IL. AHTOHOBY 1o
coryjiacoBaHuio C ri. Oyxraatepom 3aBoga H.M. bensBkuHoli mpeactaButh g0 30.12.2010 T.
000CHOBaHHbIE [laHHbIe O mepexofsammx Ha 2011 rox ocraTkax M O pa3mepe 1ieyieBOro (oHZA
aMOPTH3aLIMOHHBIX OTYMC/IeHUH, oOpa3yembix MO TuiaHy 3aBoZa Ha 2011 roa. 2. I'maBHOro
uHKeHepa 3aBozia b.1. JInubeHCOH TpeiCTaBUTh COTJIACOBAaHHBIE C HAaua/bHUKAMU 1[€X0OB U OT/IeJIOB
nipeijiokeHusi o npoBeZieHnd B 2011 rofy KanuTaJbHOTO PeMOHTA 3[jaHUM U COOPY)KEHUM 3a cyeT
(hoH/la aMOPTU3ALIMOHHBIX OTUKCIeHH. 3. KOHTPO/Ib 3a UCTIO/THEHWEM HACTOSIIIEr0 PacriopsKeHUst
BO3J/1arar0 Ha 3aMeCcTHUTeJIsl AUPeKTopa 1o xo3siicTBeHHOM yactu C.1. A6aynaeBa. [IupekTop 3aBoja
A.®. [TnyTHUKOB.

3adaHue Ne 4. Hanuwiume yka3zaHue.

AO «3Jtanon». YKA3AHUME. 01.12.2008 Ne 28. r. fpocnaBiab. O rpaguke OTHyCKOB Ha
2009 rog. Jns cocrtaBnenus rpaguka otnyckoB Ha 2009 rog ITPEIJIATARO: 1. PykoBogurensm
CTPYKTYPHBIX TO/ipa3fie/ieHui NpejCTaBUTh B OTAe/ KaJpoB CIHMCKU COTPYZAHUKOB C YKa3aHUEM
I/IaHUPyeMOro cpoka ouepegHoro ormycka B 2009 ropy. Cpok IpezicTaBieHUst CIIMCKOB —
10.12.2008. 2. Otgeny KagpoB COCTaBUTb CBO/HBIN rpaduk OTITyCKOB pabOTHHUKOB (upMbl Ha 2009



roJ, U TIPe/ICTaBUTh ero Ha yTBepxk/eHue B Aupekiuio ¢upMmbl. OTBETCTBEHHBIM — HayalbHUK
otgena kKagpoB O.FO. IlankpaToBa. Cpok mnpezcTaBieHusi rpadguka — 20.12.2008. 3am. aupekTopa
¢upmel I1.U. Abpamosa. B geno 05-21. [lara.

3aganue A Tekyinero KOHTposisi «Cocras/ienne u ogpopmaeHue OP/I»

1. Hanuwume nucbMo-npu2aauieHue.

AO «KgsanTt». 25.03.2020 Ne 53. /lupeKTopy BBICTaBOUHOTO LieHTpa «JKCIo-0m3Hec» A.B.
[TetpoBoii. ITucemo-npurnamenye. Mel nipuriaiiaeM Bac MpUHATH yyacTWe Ha BbICTaBKeE HOBBIX
TEXHOJIOTUM W TIpeJCTaBUTh Bally MpoAykKiuio. BeicraBka Oyzer mpoxogauts c¢ 02.08.2020 mo
10.08.2020 B Haiem BbICTaBOUHOM LieHTpe. Pa3MellleHue Balleil NMPOAYKLMKA Ha BLICTaBKE Mbl
rapantupyem. [Iupekrop AO «KBant» C.b. BpoBKUH.

2. Cocmaebme npomokol.

OAO «Mortop-knacc». I[IPOTOKO/JI. 24.10.2019 Ne 34. fpocnasib. 3acesaHus KOJIJIETUH.
[Mpeacenarens — A.B. [lobpoBckas. Cekpetapb — JI.®. [Teposa. [TpucyrctBoBanu: O.A. 3arnajivHa,
CJI. KysuenoB, W.H. JlyuenkoB, @®.M. CemenoB, K.JM. Cepruenko, A.C. Cymnos, M.C.
Tutopenko. Ilpurnamensesle: HavanbHuk oTAena YmpaeneHusi KyabTypel A.Il. Bacusbes.
[IOBECTKA [HfA: 1. O pabore otzgena wHpopMaTu3anuyd 1O 00eCHeueHHI0 JesTeTbHOCTH
yupexzaenusi. [Joknag HauanbHuKa otgena K.M. Cepruenko. 2. O npeacraBienuy O.0. PakuBHeHKO
K MprcBoeHHI0 [ToueTHOTO 3BaHMS «3aCTy>XKeHHbIM pabOTHUK KybTyphl Poccuiickoii ®@epepaiium».
Coobmienre HavambHUKa oTfAena M.C. Tutopenko. 1. CJIYIIIAJIN: K.M. CeprueHKO — TeKCT
poknaga mipuiaraercs. BBICTYIIMJIA: C.JI. Ky3HeLloB — CTaBUT BOIIPOC O [JOIOJIHUTEIbHOM
BbIJleJIEeHWU KOMIIbIOTEepPOB Tuma «Pentium» g1 otgena. A.C. CyMUOB — mpejjaraeT rnepeaTb
OTZe/ly MacCHMB HMEIOLIMXCS B [JPYTrMX MojpasjeseHusXx HUHGOpMalMOHHbIX KapTouek. O.A.
3arsiafivHa — coobijaer 00 UMERIUXCS B OTAe/e HOBBIX pa3paboTKax [0  y/yullleHHIO
opranu3aii uH(opmaumoHHbIX TipotieccoB. [TOCTAHOBWJIM: 1.1. Opobputh OCHOBHBIE
HaripaB/ieHusi paboThl oTAena. 1.2. Pa3pelnuTb aJMUHHUCTPAaTUBHO-XO3SICTBEHHOW CIy»KOe
npruobpecTy [yis HyK7, oTAena uHpopMaTu3alyy 3 KOMITbIoTepa HeoOXoAUMOW KOHGHUrypauun. 2.
CIIYIIAJIN: M.C. TutopeHKO — TeKCT Aoknaza npunaraercsi. BBICTYTIN/IN: @.M. CemeHoB —
NoJepKuBaeT mpezioxenue o BbiaBwkeHNH O.0O. PakMBHEHKO Ha NPUCBOEHHe MTOYeTHOTO 3BaHUs
«3ac/my>KeHHbIM pabOTHUK KynbTypbl Poccuiickoit ®epepaiyn». M.H. JlyueHKO — TOBOPUT O
ceppe3nblx 3acnyrax O.0O. PakvBHeHKO B Jese pasBUTHSL OTEYECTBEHHOM KYJIBTYPBI.
[TIOCTAHOBW/IN: 2.1. BoeiaBuHyTh O.O. PakvBHEHKO Ha IIPUCBOEHHE €l TOYETHOIO 3BaHUs
«3acmyKeHHbIM pabOTHUK Ky/bTyphl Poccuiickoii ®eneparmn». IIpencenaresns A.B. [TobpoBckast.
Cekpetaps JI.B. IlepoBa. B geno Ne 25-01. [ara.

Tema 5

TeopeTnuecKuu JUKTAHT

[Havite onpejeneHus CiaeyrOLAM MTOHATUSM:
0 Appecar

ApnpecaHTt AKT

AxuenT

Ankera AHHOTaLUs

ApxuBHas BbINKUCKA

ApxuBHas cnipaBKa

Acnekt

Bbiiank

BenmomocTts

Busa BHyTpeHHul ajpec nucbMa
BHyTpeHHUI JOKYMEHT
Bxopsiiuii JOKyMeHT

O OO O0OO0OOOoOOoOOoOOoOOo



Breinmcka

I'pud

[Hara

Heno

LenoBoe nMucemo
[VpeKTHUBHBIN JOKYMEHT
[JoBepeHHOCTb

O OO0 o o oo

Kputepuu onjeHKH ()opM TeKyIl[ero KOHTpOJisi

Kpurepumu onjeHku pedepara

OLleHKa «OTJIMYHO» BBICTAB/ISIETCS, C/IM paboTa CTyJieHTa HalvcaHa rPaMOTHBIM HayUHBIM
SI3bIKOM, IM€eeT YETKYI0 CTPYKTYPY W JIOTUKY W3/I0)KeHHUs, TOUKa 3peHusi CTyJeHTa 000CHOBaHHa, B
paboTe TPHUCYTCTBYIOT CChIIKM Ha HOPMaTMBHO-TIpaBOBble akKThl. CTyZieHT paboTe BbIJBUTAET
HOBbIE UJIed U TPAaKTOBKHU, JIeMOHCTPUPYET CIIOCOOHOCTb aHa/IM3MPOBaTh MaTepHyall.

OLleHKa «XOpOIIIO» BBICTABJISIETCS, ec/ii paboTa CTyJeHTa HamurcaHa TPaMOTHBIM HayUHBIM
SI3bIKOM, IM€eeT YETKYIO CTPYKTYPY W JIOTUKY W3/I0)KeHHUs, TOUKAa 3peHusi CTyJeHTa 000CHOBaHHa, B
paboTe MPUCYTCTBYIOT CCbUIKA Ha HOPMaTUBHO-TIPABOBBIE aKThI.

O1leHKa «y/IOBJIETBOPUTEIbHO» BBICTABJISIETCS, €C/IA CTY/IeHT BBIMOJIHWI 3a/laHue, OJJHAKO
He TIPOJIeMOHCTPUPOBA/ CMOCOOHOCTh K HayYHOMY aHaju3y, He BbICKasbiBal B paboTe CBoero
MHeHUs1, IOTyCTU/T OIIMOKH B JIOTHUeCKOM 000CHOBaHUU CBOEro OTBeTa.

OLleHKa «HeyZ0B/IeTBOPUTE/IbHO» BBICTABJISIeTCS], €C/TU CTYEeHT He BBINOJIHUI 3a/jlaHue, Uin
BBITOJIHW ero (opMasibHO, OTBETH/I Ha 3a/laHHBIN BOIPOC, TP 3TOM He CChUIAJCS Ha MHeHUs
YUEHBIX, He TPAaKTOBa/l HOPMAaTHBHO-TIPAaBOBbIe aKThl, HE BbICKA3bIBa/l CBOET0 MHEHHSsI, He TIPOSIBUT
CIMOCOOHOCTH K aHa/IM3Yy, TO eCTh B LIeJIOM Lie/lb pedepaTa He JOCTUTHYTA.

KpuTepuu o1jeHKH TeopeTH4YeCcKOoi KOHTPO/IbHOM PadoThI

O11eHKa «OT/IMUHO» BBICTAB/ISIETCS, €C/IM MUCbMeHHbIe OTBEThI Ha BOTIPOCHI [JaHbl B TIOJTHOM
oObeMe U Ha BBICOKOM TeOPeTHYeCKOM YDOBHe, U3/IO)KeHHe Marepuajia JIOTUYHOe,
aprymMeHTHPOBAaHHOE, C OTIOPOU Ha TIePBOMCTOYHUK.

O1leHKa «XOpOLIIO» BBICTABJISIETCSI, €CJIA OTBEThI Ha BOTIPOCHI COiep>KaT HeTPUHLIUITHAA/IbHbIE
TIOTPELIHOCTH.

O1leHKa «y/[JOBJIETBODUTEIbHO» BBICTABJISIETCS, €CIM B OTBeTaxX ObUIM  [IOMYILeHbI
TIPUHIUIHAA/IbHBIE OIMOKH, BbISIB/IEH HEBBLICOKHH YPOBEHb BJ/IaZIeHUs] MAaTePUA/IOM.

OLleHKa «HEYJOBJIETBODUTE/IbHO» BBICTAB/ISIETCS, €CM OTBeThl He COOTBETCTBYIOT
rapaMeTpaM, TpUBeJeHHbIM BbIllle, WM CTYJEHT OTKa3ajCs OT BBITIOJHEHUS TeopeTUYecKou
KOHTPOJILHOM paboThI.

Kpurtepum oneHku Tecta

O1leHKa «OTJIMUYHO» BBHICTAB/ISIETCSI, €C/IA JlaHbI BepHBbIe OTBEThI Ha 85 % u 6oJiee BOMPOCOB
TecTa.

OLleHKa «XOpOI0» BBICTABJ/ISIETCS, €C/IU JaHbl BepHble OTBeThl Ha 71-85 % BOMpOCOB TecTa.

OLeHKa «y[0B/IeTBOPUTEBLHO» BBICTABJSIETCS, €C/M [aHbl BepHble OTBeTbl Ha 56-70 %
BOIPOCOB TeCTa.

OrjeHKa «HeyZi0B/1IeTBOPUTE/IbHO» BbICTABJIIeTCSA, eC/IM JaHO MeHee 55 % BepHBIX OTBETOB
Ha BOIIPOCHI TeCTa.

Kpurepuu o1ieHKM KOHTPO/IbHOH Pa0doThI
OlLleHKa «OTJIMYHO» BBICTAB/ISIETCS], €C/I JJOKyMEHT COCTaBJIeH B MOJTHOM o0ObeMe, yKa3aHbl
BCe HeOOXO/MMbIe PeKBU3UTHI, X PACTIo/IOKeHe COOTBETCTBYET TPeOOBaHHUSIM.



OLIEHKE[ «XOpOoLIO» BBICTABJ/IAETCA, €C/JIHM [OOKYMEHT COAEPXUT HeIpHUHIWIINA/IbHbIEe
MOrpemHoCTH.

OLIEHKE[ «YA0BJIETBOPUTE/IbHO» BbICTABJ/IA€TCA, ec/iiu B JOKYMEHTe AOITyII€HbI
MpUHLIUMITHA/IbHBIE O]_LII/I6KI/I, BBISIB/IEH HEBLICOKUI YPOBE€HLB BJ/1a/ieHUS MaTe€pPUd/IOM.

OLIEHKE[ «HeYyIOBJ/IETBOPDUTEJIbHO» BBICTABJ/IAETCA, €C/JIM [OOKYMEHT He€ COOTBETCTBYIOT
MapaMeTpam, IMpruBeAeHHbIM BhbIlle, WIHW CTYJEHT OTKd3a/ICsd OTBeYdTh Ha BOIIPOCHI.

KPI/ITEPI/II/I OL[€HKH T€OPETHYECKOI'o JUKTAHTA

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

OL{EHKE[ «XOpOoWIOo»  BBICTaBJ/IAETCHA, €C/IM OTBeTbl COJAEPXKAT HEINPUHLUITKMA/IbHbIE
MOrpemHoCTH.

OL{EHKE[ «YAOBJIETBOPUTE/IbHO»  BBICTABJ/IAETCA, €C/IM B OTBETAX ObLIH AOIyIIeHbI
MpUHLIMITHA/IbHBIE 0].LII/I6KI/I, BBISIB/IEH HEBLICOKUI YPOBE€HLB BJ/Ia/ieHUS MaTePUd/IOM.

OL{EHKE[ «HeYyIOOBJ/IETBOPUTEJIbHO» BBICTABJIAETCA, €C/JIM OTBETbl He€ COOTBETCTBYIOT
MapaMeTpam, IMpruBeAeHHBIM BhbIlIe, WJIHW CTYAEHT OTKd3a/ICsd OTBeYAaTh Ha BOIIPOCHI.

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

OHEHKa «OTJIMYHO» BBICTABJIAETCS, €C/IM OTBEThl AdHbI B IIO/THOM o0bemMe M Ha BBLICOKOM
TEOpETUUECKOM YpPOBHE.

OLIEHKE[ «XOpOoWIo»  BBICTaBJ/IAETCHA, €C/IM OTBeTbl COJAEPXKAT HEINPUHLUITKMa/IbHbIE
MOrpemHoCTH.

OLIEHKE[ «YAOBJIETBOPUTE/IbHO»  BBICTABJ/IAETCA, €C/IM B OTBETAX ObLIH AOIyIIeHbI
MpUHLIMITHA/IbHBIE OLLII/I6KI/I, BBISIB/IEH HEBLICOKUI YPOBE€HLB BJ/Ia/iIeHUS MaTe€pPUd/IOM.

OLIEHKE[ «HeYyIOOBJ/IETBOPDUTEJIbHO» BBICTABJIAETCA, €C/JIM OTBETbl HE€ COOTBETCTBYIOT
MapaMeTpam, IMpruBeAeHHBIM BbIlle, WJIHW CTYJEHT OTKd3a/ICsd OTBeUYdTh Ha BOIIPOCHI.

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

Bompocsl K 3auery

1. Wcropus pa3BuTus [e0rpou3BO/CTBa;

2. Posb JOKyMeHTOB B )KM3HHU UeioBeKa U 0011iecTBa, B cepe TpaBa 1 yIipaB/IeHHUS;
3. [JoKyMeHT U ero yHKLIUY;

4. HopmaTrBHO-TIpaBoBasi 6a3a COBPeMEHHOT'0 /1eI0TIPOM3BO/ICTBa;

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

6. Knaccudukarys genoBoi JOKyMeHTaluy;

7. byiaHKM J0KyMeHTOB, UX XapaKTepUCTHKa;

8. PexkBU3UTHI JOKYMEHTOB;

9. TpeboBaHUs K TEKCTY JJOKYMEHTOB. DJIeMeHThI TEKCTa;

10. IOpupuueckas cuia JOKYMEHTOB;

11. XapakTepuCTHKa U COCTaB OpraHM3aljuOHHbIX JOKYMEHTOB;

12. XapakTepuCTHKa U COCTaB PacCropsUTe/IbHbIX JOKYMEHTOB;

13. XapakTepucTHKa U COCTaB MH(OPMaLMOHHO-CIIPaBOYHBIX JJOKYMEHTOB;
14. Ycrasg;

15. ITonoskenue;

16. NHcTpyKLus;

17. [Ipukas;

18. Pacniopsokenue;

19. Perienue;



20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

[IpoToxkourn;

AKT;

HoknagHas v cy>xeOHast 3aIUCKY;

ITucemo;

Cnpagka;

JIOKyMeHTHI 10 TMUHOMY COCTaBy;

Tenerpamma, Tesnekc, hakcorpamMma;

Opranu3arusi J0KyMeHTo000poTa;

Perucrparus 0KyMeHTOB;

[Tpuem 1 06paboTKa BXOASIUX JJOKYMEHTOB;

[Tpuem 1 06paboTKa UCXOAAIIMX TOKYMEHTOB;

KoHTposb 3a CpOKaMu UCIIOJTHEHHSI [IOKYMEHTOB;
3aKoHOZaTebHasi 1 HOPMaTUBHAsi OCHOBA XpPaHeHUs JOKYMEHTOB;
OpraHusanusi XxpaHeHUs Jief B [1e/I0NPOr3BO/CTBE;
Howmenkatypa pen;

dopmupoBaHue Jier;

[TogroToBKa JOKYMEHTOB K CZjaue B apXUB;

ApxuBHOe XpaHeHue JOKYMeHTOB,;

OCHOBBI OpraHu3alHy JIe/IOTIPOM3BO/CTBAa (HOPMaTHBHAs perjiaMeHTanysi paboTsl,

OpraHM3alOHHAas CTPYKTYpa C/Iy>KObI [1e/I0NPOM3BO/CTBA U T.I1.)

39.
40.

TexHuueckue CpeacCTBa, UCIIOJIb3yeMblIe B [1€/I0ITIPOHU3BO/ICTBE;
Hcnonb3oBaHue HOBBIX, COBPE€MEHHLIX TeXHOJIOTUM B AOKYMEHTHPOBAHUUN

AedATeJIbHOCTHU MpeArpyuATHA;

41.

,Z[OKYMGHTBI Ha HOBEHIIMX HOCHUTESIX I/IH(bOpMaL[I/II/II 00/1acTh IMpUMEHEHUA U

NpY/iaHre F0pUAUUeCcKOn CUJbI;

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

®0TO- ¥ KHHO/JJOKYMEHTHUPOBaHHe: Ha3HaueHHe U 00/1aCTh IPUMEHEeHHS;
®oHOZOKYyMEeHTHPOBaHHe: BOSHUKHOBEHHE, Pa3BUTHE U 00/1aCTb TPUMEHEeHUST;
[lenioBbIe ¥ TMUHBIE KaueCTBa CeKpeTaps;

JIeKCcrKa 1e10BOro 00IeHus;

J1eJIOBOU CTU/Ib IIMCEMEHHOU peyl;

BeneHue TpyIOBBIX KHIDKEK;

PaboTa ¢ KoH(UaeHIMaTbHBIMU JOKYMEHTaMH;

OdopmiieHre KOpPPeCIIOH/IeHITUY TI0 BHEIITHEIKOHOMUYECKOH IeATeTbHOCTH,;
KoMrbloTepHbIe TEXHOJIOTHH B [1e/I0TIPOU3BO/ICTBE.

Ob6paszer] bueta

®I'bOY BO «fpocnaBckuii rocyjapCTBeHHbIN YyHUBepcuTeT uM. IL.I'. TemuzmoBa»

1. HomeHknarypa fei.

2. BezieHue TPyJOBbIX KHIKEK.

Kadenpa ynpasnenust 1 npeAnpuHUMaTe/IbCTBa
Hanpasnenue nogrorosku: 38.03.02 MeHe)KMeHT
HarnpaBnenHocts (ITpodusb): «YnpaBieHue MpoeKTaMu»
IMucturuivHa: «loKyMeHTaIlMoHHOe o0ecrieueHre yIipaB/ieHus»

BW/IET Ne 1

3aB. Kateapoii yripaByieHUs U



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

rpearipuHUMaTe/IbCTBa

KaH/. 9KOH. HayK, [IOLIEHT

I.FO. 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.



