MHUHOBPHAYKHN POCCHUH
SpocaaBckuii rocynapcrBeHHblii yausepceuter uM. ILT. lemugoBa

Kadenpa ympasnenus u npenrnpuHAMAaTeIbCTBA

YTBEPXIAIO
JlekaH SKOHOMHYECKOTO (pakymnbTeTa

V J.YO. bproxanos

(noonucs)

«12» mas 2021 r.

Pa6Gouasi nporpaMmma quCUMILTHHBI
«/les1onMpou3BOACTBO U TOKYMEHTO000POT B cepe rocy1apcTBEHHOT0 1 MYHHIIUNIAJILHOT O
ylpaBJieHUs»

HanpaBnenune noaroToBku
38.03.04 I'ocynapcTBEHHOE M MYHULIMIAJIBHOE YIIPABIICHUE

Hamnpasnennocts (poduis)
«"ocynapcTBeHHBIC M MYHUITUTIAIBHBIC (PUHAHCHD)

dopma o0yueHus
Ouynasi, 04YHO-3a04Has

[Tporpamma oo0peHa ITporpamma ono6pena HMK
Ha 3aceJJaHuU Kadeapsl SKOHOMMYECKOTO (paKysabTeTa
oT «12» mas 2021 r., mpoTokosa Ne9 potokoi Ne6 ot «12» mas 2021 .

SApocnasns, 2021



1. lleau ocBOeHMS AUCHUNJIMHBI.

Henstmu mpenogaBaHusi AUCUMILTUHBI «JleTOMpoOn3BOACTBO U JOKYMEHTOOOOPOT B cdepe
rOCYJapCTBEHHOTO U MYHUIIUNIATBHOTO YIIPABICHUS SBIISIOTCS:

- ¢opMupoBaHue y o0OydYarolIMXCs 3HaHMM OO0 OCHOBax JEJIONPOM3BOACTBA U
JIOKyMEHTOO0OpOTa B TOCYAAPCTBEHHBIX YUPESKICHHUSAX, pPA3BUTHE HABBIKOB pPabOTHI C
OCHOBHBIMH BHJIaMHU JOKYMEHTOB B JEATEJIbHOCTH pPaOOTHUKOB TOCYJApPCTBEHHOTO U
MYHUIUIIAIBEHOTO yIIPABIICHUS.

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

JucturuimHa «Jlemonponu3BoACTBO U TIOKYMEHTOOOOPOT B cepe rocyaapCTBEHHOTO U
MyHuInaasHoro ympasiaeHus» (b1.0.16) otHocutcst k oOs3arenbHor vactu brmoka 1. Ee
M3y4YEHUE OCHOBBIBACTCS HA 3HAHUAX, YMEHHUSAX U HABBIKAX, MOJYYEHHBIX CTYJICHTAMH B PaMKax
OCBOGHUS JUCHUIUIMHBI «JlemoBble KOMMYHUKalun». OCBOGHHME YKa3aHHOTO Kypca, C OJIHOM
CTOPOHBI, MOATOTABIMBAET CIyLIATENeH K BOCHPUSITHIO JUCHUIUIMHBI «Jemonmponu3BOACTBO U
JIOKYMEHTO000pOT B cdepe rocylapCTBEHHOI0 M MYHHUIMIAIBHOTO YIPABIEHUS», a C IPYrou

CTOPOHBI, JOIIOJIHACT 3HAHW A, HABBIKW U YMCHUS, IIOJTYYCHHBIC UMH B IIPOLCCCC €T0 U3YUCHU .

3. Ilmanupyemble pe3yJabTaThl

o0yyeHHMs] 1O JAUCUMILIMHE,

COOTHECCHHBIC C

IVIAHUPYEMBIMH pE3yJbTaTaMHU O0CBOCHHUSA 06pa30BaTe.]'[bHOI71 nmporpamMmal.

IIporecc

HU3YyUCHUS  JUCHUIIINHBI

HallpaBJICH Ha

dbopMupoBaHHE  CIEAYIOUINX

komneteHmit B coorBerctBuu ¢ ®I'OC BO, OOII BO u npuoOpeTteHust cieayomux 3HaHuM,
YMEHUH, HaBBIKOB U (WUJIM) OIBITA 1EATEILHOCTH:

dopmupyemas
KOMIeTeHI s
(kox M popMyJIHpPOBKA)

NupnxaTop nocTukeHHus
KOMIeTeHINH
(kox u hopMyJIHPOBKA)

Ilepeyenn
IUVIAHNPYEeMBIX Pe3yJbTATOB 00y4eHus!

YHI/IBepcaJILHLIe KOMIICTCHIIUHU

IIOCTABJICHHBIX 3aaa4

YK-1. Cnocoben | YK-1.2. Omnpenersiet, | YMeTb:
OCYIIECTBIIATh IIOKCK, | HHTCPIPETUPYLT v | - TPOBOAMTL aHAIM3 WH(OPMAUMOHHBIX MU
KpHTI/IquKHﬁ aHaAJIu3 " paHX(preT I/IH(bOpMaHI/HO, [[OKyMeHTaL[I/IOHHLIX IIOTOKOB B OpFaHI/I3aHI/IH;
CHHTE3 undopmaiyy, | TpeGyeMylo 1s  pelienus | - OCYUECTBIATE KOHTPOIb NPOLECCA H CPOKOB

- v HCTIOJTHEHUA JOKYMCHTOB B OpraHMU3aliun
IIPUMEHATHL  CUCTEMHBIN | ITOCTABIEHHOU 3a/1a4u

Baaners HaBbIKaMMu:

MOAXOd st PELIEHUs

- BEJICHUS] PETUCTPAMOHHBIX U y4EeTHBIX (opm
JIOKyMEHTOB OpTaHH3aLH

WX pELICHUS, UCXOHs U3
JIEUCTBYIOLIMX IIPaBOBBIX

YK-2. Criocoben | YK-2.3. Crocoben | 3natb:

OIIpEeAEIIATh KPYr 3a1a4 B | OIPEAEIIATh 0a3oBpIe | - ACUCTBYIOIINE HOPMATHBHBIC IPABOBBIC aKThI

paMKax  MOCTABICHHON | IPHMHIMIBI TOCTAHOBKH 3ajay | TP M0 E0NPOn3BOACTBY

enu ¥ BLIOUpATh | U BBIPAOOTKU pEIICHHUI Ymers: . .
- IPOBOJAUTL aHAJNU3 JIOKaJIbHOM HOPMAaTHBHOU

ONTUMAJIbHBIE  CIIOCOOBI

6a3bl OpraHM3allMM [ OIpPEAENCHHs e
COOTBETCTBUSL JEHCTBYIOIIUM HOPMATHUBHBIM
IIPaBOBbIM aKTaM P® 1o nenonpousBoacTBy

nHGOPMALIMOHHbIE

HaBBIKH pa60TLI B YKa3aHHbIX

HODM, HMCIOIINXCA Biagers HABBLIKAMM:

PeCypCoB U OFpaHI/I‘leHI/Iﬁ - MOATOTOBKU IIPOEKTOB JIOKAQJIbHBIX
HOPMATHBHBIX ~ AKTOB  OpPraHM3alid 110
JIOKYMEHTAIIHOHHOMY 00eCIeueHHIO
yIIpaBJICHUSI

OoumenpodgeccuoHalbHbIe KOMIIETEHIIUN

OIIK-5. Cnocoben | OIIK-5.3. 3Haet | 3HaTHh:

HUCII0JIb30BaTh B | BO3BMOXXHOCTH - onepanun Y NpeABapUTEIIBHOMY

TpodeCccHOHANBHON MH(OPMALIHOHHO- PACCMOTPEHUIO U PETMCTPALMN JOKYMEHTOB T10

NeSTeTbHOCTH KOMMYHHUKAIIMOHHBIX cucTeM, | [PEAOCTABICHIIO POCYAapCTBCHHBIX
(MyHHIMIIANBHBIX ) YCIYT

nH(pOPMAITMOHHO- HCTIOTB3YEMBIX M|

KOMMYHUKAIIIOHHEIE MIPEA0CTaBICHHUS - NIOBOMTH MpHEM W TIEPBHYUHYIO 06PaGOTKy

TEXHOJIOTHH, roCyJapCTBEHHBIX BXOIAIIHMX TOKYMEHTOB;

roCynapCTBCHHBIC ¥ | (MyHULIMOAIBHBIX) YCIYr B | - 00pabaThIiBaTh W OTIPABISATH HCXOJISIIHE

MYHUIIUTIAJIBHBIC BHCKTpOHHOﬁ q)opMe, nMeeT JIOKYMEHTBI




CUCTEMBI; MPUMEHSTh | CHCTEMaX.
TEXHOJIOTHH
AJIEKTPOHHOTO
MPaBUTEILCTBA u
MIPeIOCTaBICHUS
rOCyIapCTBEHHBIX
(MyHUIIMIIAJIBHBIX) YCIIYT
OIIK-7. Crocoben | OIIK-7.3. Hmeer HaBblku | 3HaTh:
OCYILECTBIATH paboTel ¢ HWH(POPMAITMOHHO- | - OCHOBHBIC PABHUIIA ICJIOBOTO oOweHus
BHYTPHOPTaHN3AIMOHHBIE | KOMMYHHUKAIIHOHHBIMA Ymers:
M MEKBEIOMCTBCHHBIC | TEXHOTOTHSMHA B  cHcTeMe | ~ OCYWECTBIATE HHOPMAIHORHO-CIPaBOHYIO
KOMMYHHKAIIAH, TOCyIapCTBEHHOTO PaoTy ¢ IOKyMEHTAMH OpTaHH3aIuH

Baagers HaBbIKAMM:
06ecneqmiaTL YTpaBICHITA - MEeperoBOpoB, COBEIIaHUH, OCYIIECTBIATH
B3aUMONICUCTBUC OPraHoB JICIOBYI0  TIEPEeNUCKy UM  IOAJepKUBATh
BJlaCTH C TpaXXIaHaMH, JNIEKTPOHHBIE ~KOMMYHHKAIIMK B  CHCTEME
KOMMCPYCCKMMU TrOCYAAPCTBEHHOI'O YIIPABJICHUS
OpTraHHU3aIHUSIMH,
WHCTUTYTaMHU
TPaXTaHCKOTO OOIIeCTBa,
CpeacTBaMH  MAacCOBOH
HHPOpPMAITUH

4. O0beM, CTPYKTYpa U coJep:kaHue TUCHUILINHBI.
OO6miast TpyA0€MKOCTh AUCIUIUIMHBI COCTABIISIET 3 3aueTHbIe eAnHUIbI, 108 akas. 4acos.

Ounas ¢popma

Ne Tembl (pa3aenbl) Buabl y4eOHbIX 3aHATHH, ®DopMBbI TEKyLIEro
n/m AUCUUILIHHBI, BKJIIOYAsl CAMOCTOSITEILHYI0 Pa00Ty | KOHTPOJISI yCIIeBaeMOCTH
HX CcOJeprKaHHe o CTYEHTOB,
5 M MX TPYAOEMKOCTh ®dopmMa nPOMeKYTOUHOM
g (B akaiIeMHMYEeCKHX Yacax) aTTeCcTAllNN
3 (1o cemecTpam)
®opmbt D0 u 10T
(Ipy HAJTUYHH)
KonTakTHas padora
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1. |CIIOCOBbI CO31AHUA 3 1 1 - 9,7 |Pedepars
JOKYMEHTOB U TeopeTnueckas KOHTPOJIbHAS
HA3HAYEHUE pabota
JOKYMEHTOB
2. (TIPABOBOE 3 4 4 - 1 10
PET'VJIMPOBAHUE
JEJIOITPOU3BOJACTBA B
COEPE
IT'OCYJAPCTBEHHOI'O U
MYHULUITAJIBHOI'O
YIIPABJIEHUA
6 mom uucne ¢ 30 u J[OT 5 |Marepuansl B LMS
Moodle:

- Ipe3EeHTAaLMS;




- 3aJa”Hue Ui TEKYIIEro
KOHTPOJIS «Y CTaB»

3. |OBLIME HOPMBI 1 3 8 8 - 1 10 |Tecr
TIMPABUJIA ODOPMIJIEHU A
JOKYMEHTOB
6 mom uucne ¢ 30 u J[OT 5 |Marepuainsl B LMS

Moodle:
- 3aJa”Hue Ui TEKYIIEro
KOHTPOJI «PEKBU3UTHI»

4. |COCTABIJIEHUE U 3 8 8 - 1 10 |KontponbHas pabota
ODPOPMIJIEHHUE (cocraBnenue OTACIBbHBIX
OTJEJIbHBIX BUIOB BHJIOB JIOKYMEHTOB)
JOKYMEHTOB B
T'OCYOAPCTBEHHBIX
YUYPEXJEHUAX
6 mom yucne ¢ 30 u JJOT 5 |Marepuans B LMS

Moodle:

- 3aJaHue Ui TEKYyLIEro
koHTpoiia «CocTaBiaeHue o
odopmirerne OP /]y

5. |TEXHOJIOI'A PABOTEI C 3 5 5 - 1 10 |TeopeTudeckuii TUKTAHT
JOKYMEHTAMU

0,3 3ayer
Bceero 108 yacos 26 | 26 - 4 0,3 | 51,7
6 mom uucne ¢ 90 u JIOT 15
Ouno-3a0uHas popma
Ne Tembl (pa3aenbl) Buabl yueGHbIX 3aHATHI, DopMBbI TEKYLLIET0
n/n AMCHMIINHBI, BKJII0Yasl CAMOCTOSITEJILHYIO PadoTy | KOHTPOJISI yCIIEBAEMOCTH
UX co/iepKaHue o CTY/JEeHTOB,
5 U UX TPYA0EMKOCTH ®dopma npoMeKyTOUHOH
g (B akaIeMH4YeCKHUX Yacax) aTTecTaluu
o} (o cemecTpam)
®opmbi 0 u 10T
(Ipu HAJTMYMH)
KonrakTHas padora
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1. |CIIOCOBBbI CO3JJAHUA| 5 1 2 - 5,7 |Pedepats
JOKYMEHTOB u TeopeTnueckass KOHTPOJIbHAS
HA3HAYEHUE pabota
JOKYMEHTOB

2. (IPABOBOE 5 2 2 - 20
PEI'YJIMPOBAHUE
JEJIOITPOM3BOACTBA B
COEPE
T'OCYJAPCTBEHHOI'O U
MYHULUITAJIBHOT'O
YIIPABJIEHU S
6 mom uucne ¢ 30 u J[OT 5 |Marepuansl B LMS

Moodle:

- Ipe3eHTAalHS;
- 3aJaHde IS TEKYIIero
KOHTPOJIA «Y CTaBy




OBIINE HOPMBI )4 3 2 20 |Tect
ITPABUIJIA ODPOPMIIEHU A
JJOKYMEHTOB
6 mom yucne ¢ 30 u JJOT 5 |Marepuans B LMS
Moodle:
- 3aJlaHde M TEKYIEro
KOHTpPOJI «PEKBU3UTHI»
COCTABJIEHUE )41 3 4 20 |KontpompHas pabota
OPOPMJIEHUE (cocraBnenme OTIENBHBIX
OTJEJIbHBIX BUIOB BHJIOB JOKYMEHTOB)
JOKYMEHTOB B
I'OCYJAPCTBEHHBIX
YUPEXIEHUAX
6 mom uucne ¢ 30 u J[OT 5 |Marepuansl B LMS
Moodle:
- 3aJaHde s TEKYIIEro
koHTpoIsa «CocTaBieHue o
odopmienue OPJ]»
TEXHOJIOT'USI PABOThHI C 3 4 14 |Teopermdeckuii TUKTaHT
JOKYMEHTAMU
0,3 3auer
Bcero 12 | 14 0,3 | 79,7
6 mom uucie ¢ 30 u JJOT 15

Conep:kaHue pa3aesioB TUCHUATIHHBI

1. CITIOCOBbI CO3JAHUA TOKYMEHTOB U HASBHAUYEHUE JTOKYMEHTOB
1. CriocoOsI co3aHusl IOKYMEHTOB;
2. TepmuHonoruyeckas 6a3za JOKyMEHTUPOBaHUSI.

2. TIPABOBOE PEI'YJINPOBAHHUE JEJOIPOU3BOJCTBA B COEPE
I'OCYIZAPCTBEHHOI'O U MYHUIIUITAJIBHOT'O YITPABJIEHUSA

3. OBIIIUE HOPMbI U ITPABHJIA O®OPMJUIEHUA JTOKYMEHTOB

1. OcHoBHBIE TPEOOBAHUS K COCTABJICHUIO U O(POPMIIEHUIO TOKYMEHTOB;

2. bnaHku JOKYMEHTOB;

3. PekBU3UTHI JOKYMEHTOB;
4. TpeboBaHUS K TEKCTY JOKYMEHTa. DJIEMEHTHI TEKCTa;
5. IOpuanueckas cuina JOKyMEHTAa.

5. TEXHOJIOT'USI PABOTHBI C JOKYMEHTAMMU
1. Opranuzamnms T0KyMEeHTO000poTa:
1.1. OOmue moJ0KeHNUS;

4. COCTABJIEHUE U O®OPMJIEHHUE OTAEJIbHBIX BUIOB TOKYMEHTOB B
I'OCYIAAPCTBEHHBIX YUPEXJIAEHUAX

1. OpranuzanoHHbIE JOKYMEHTHI;

2. PacniopsauTenbHbIe TOKYMEHTHI;

3. HdopManmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

1.2. TIpuem u 06paboTKa BXOIANIUX U UCXOISIINUX JOKYMEHTOB;

1.3. Peructpanusi JOKyMEHTOB U KOHTPOJIb 32 CPOKAMH MX UCIIOTHEHUS;
2. XpaHeHHE JTOKYMEHTOB B JCJIIONPOU3BOICTBE OPraHU3ALNH;
3. KoMmnbroTepHble TEXHOJIIOTHH B ACJIONPOU3BOICTBE.




5. O0pa3oBaTe/ibHbIe TEXHOJOTMH, B TOM YHCJI€ TEXHOJOIHH 3JIeKTPOHHOIO
00yuyeHHUs] M [JHUCTAHIMOHHbIe o00pa3oBaTe/ibHbIE TEXHOJOIHH, HCHOJb3yeMble TPHU
OCylIeCTBJICHNH 00pa30BaTEJILHOI0 MPoLecca Mo AUCHUIIHHE

B nporiecce 00ydeHust UCTIONB3YIOTCS CIEIYIOIUE 00pa30BaTeIbHBIC TEXHOIOTHH:

AkajeMuyeckas JIEKIMA — TTOCIIeI0BAaTEIbHOE U3JI0KEHUE MaTepuaia
[penoaaBaTesieM, paCCMOTPEHUE TEOPETUUECKUX U METOAO0JIOTMYECKUX BOMPOCOB JAUCLUIIIMHbI
B JIOTUYECKM BBIIEpKaHHOM ¢dopme. B mpoliecce nexkuuu mpenojaaBareib CTUMYIUPYET
CTYJCHTOB K YYaCTHIO B OOCYXJICHHH BOIIPOCOB M BBICKA3BIBAHUIO COOCTBEHHON TOYKHU 3PEHUS
oOcyxnaemoi mpobiematuku. Llenn u TpeOoBaHUS K aKaJeMHUYECKOHN JIEKIIMHM: COBPEMEHHBII
HAy4YHBIH YpOBEHb, WH(OPMATUBHOCTh, CHCTEMHOE OCBCIICHHE KIFOYEBBIX TIOHATHH U
MOJIO’KEHUH 10 COOTBETCTBYIOLIEH TeMe, 0030p U OLIEHKA CYIIECTBYIOIIEH MpoOIeMaTuky, Aada
METOJMYECKUX PEKOMEHIAIMI CTYAEHTaM ISl JaJbHEUIIErO U3yUYEeHUS Kypca.

IIpakTuyeckoe (CeMHUHAPCKOE) 3aHATHE — 3aHATHE, IOCBSIICHHOE MPAKTUYECKOMN
OTpa6OTK€ Y CTYACHTOB KOHKPCTHBIX yMeHI/Iﬁ W HABBIKOB IIPpH MH3YUCHUH AOUCHUILIMHBI,
3aKpEIJICHUIO TMOJTYYCHHBIX Ha JICKIUM 3HAHUM U OIIEHKE Pe3yJbTaTOB OOydYeHHUs B IpoIecce
TEKYIIEro KOHTPOJIS.

Ha mepBom mnpakThyeckoM 3aHSITHMM B BBOJHOM YacTH [JaeTcsl IEpPBOE LEIOCTHOE
npeacTraBJICHUEC O OUCHUILIIMHC. CTy,I[eHTI)I 3HAKOMATCA C Ha3HAYCHHUEM H 3aJad4aMu
JTUCIUILIMHBL, €€ POJbI0 U MECTOM B 0Opa3zoBaTelbHON mporpamme. I[lpu 3ToM 03By4YHBArOTCs
MCTOANYCCKHUEC W OpPraHnu3allMOHHBIC OCO6€HHOCTI/I pa6OTI)I B paMKax IIaHHOﬁ JUCHUIIJIMHBI, a
TaKkKe naetcs aHanu3 PEKOMEHTyeMOi y4eOHO-METOINYECKOM JUTEPaTYPHL.
[TponomxuTensHOCTh BBOJHOW YacTu cocTaisieT He Ooisee 10-15 MunyT.

[Ipu mpoBeeHUN MPAKTHUECKUX 3aHATUIN HCTOIB3YIOTCS TaKe HHHOBAIIMOHHBIE METObI
o0y4yeHHs, KaKk Juajor-codeceoBaHue, KOJUIEKTUBHOE OOCYKICHHE TEeMAaTHYECKHUX BOIPOCOB,
pa3dop MPaKTUYECKUX CUTYyallUid, HOPMATHUBHBIX TOKYMEHTOB, TEOPETUYECKUX U METOIUYECKHUX
aCIICKTOB IIO0 TEMaM JUCHUIIIIMHBI. O6cy)KI[eHI/Ie N OLCHKA IPAaBUJIBHOCTHU BBIIIOJIHCHHBIX
pa3IMYHOTO THUIIA 33/IaHUM, YKa3aHHBIX B (JOHJIE OIEHOYHBIX CPEACTB pabodyeil mporpammsl,
MMPONU3BOAUTCA KOJUICKTUBHO CTYACHTAMHU IO PYKOBOACTBOM IIPCTIOAABATCIIA.

KoncyabTranum — Buja y4eOHBIX 3aHATHH, SBISAIOMIMECS OJHOM M3 (OpM KOHTPOISA
CaMOCTOSITENIbHOM pabOThl CTYJIEHTOB B Te€ueHUE cemecTpa. Ha KOHCynpTanusaxX 1Mo MHUIMATHBE
CTYAECHTOB PAacCMaTpPUBAIOTCS M OOCYXIAIOTCS pa3iUYHbIE BONPOCH TEMAaTHUKU TUCLUIUIMHBL,
KOTOpBIE BO3HUKAIOT Y HUX B IIPOLIECCE CAMOCTOATEIbHOU paboThl.

B npornecce 00yueHNs UCIONB3YIOTCS CAEAYIOUINE TEXHOJIOTUN 3JIEKTPOHHOTO 00yUeHuUs
U IUCTaHLMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHHU:

DaexTponHblii ynuBepcuter Moodle SIpI'Y, B KOTOPOM NMPHUCYTCTBYIOT:

- 3aJjaHMsl [T CaMOCTOSTENIbHOW paboThl 00yUYaroIKXCsl [0 TeMaM JUCHUIUINHBI,

- CPEJCTBA TEKYILEro KOHTPOJI YCIIEBAEMOCTH CTYAEHTOB (TECTUPOBAHUE);

- IIPE3EHTALMH U TEKCTBI JIEKIUH 110 TEMaM JUCLIUILINHEL,

- IPEJICTaBIEH CHUCOK Y4eOHOM JUTepaTyphl, PEKOMEHAYEMOH [Uisl OCBOEHHUS
JUCLUIINHBL,

- npejcTaBieHa nHopmanus o GopMe U BpEMEHH MPOBEACHUS KOHCYJIbTAU 1O
JUCLUILINHE B PEXUME OHJIANH;

- MOCPENICTBOM (popyMa OCYIIECTBISICTCSI CHHXPOHHOE W (WJIM) ACHHXPOHHOE
B3aMMO/IEIICTBHE MKy 00yJaroIMMUCS U MIPEoIaBaTesieM B paMKax U3yYeHHs JUCLUIUINHBL.



6. IlepeyeHb  JIMOEH3HOHHOTO M (WJIH) CBOOOJHO  PacCHpPOCTPAHAEMOIO
NPOrpaMMHOI0 o0ecledYeHHUsl, HCNOJIb3yeMOI0 INPH OCYIIeCTBJIEHHMH 00pa30oBaTeJbHOI0O
npounecca no JTUCHHUILINHE

B npomecce ocymectBiaeHus ~o0pa3oBaTENBHOIO — Ipolecca IO JUCHMIUIMHE
UCIOJIb3YIOTCS:

1) nns GopmHupoBaHUS MaTepHUaioB Il TEKYLIEr0 KOHTPOJI YCIEBA€MOCTH M IIPOBEAEHUS
IPOMEXYTOUYHON aTTeCTaluu, 1751 OPMUPOBAHUSI METOUIYECKUX MAaTEPUAIIOB 110 TUCIUILIMHE:
- mporpammbl Microsoft Office;
- Adobe Acrobat Reader DC.
2) nH(OpMAaIOHHBIE CIIPABOYHBIC CHCTEMBI, B T.4. IPOPECCHOHAIBHBIC 0a3bl TAHHBIX:
- clipaBOYHas npaBoBas cuctema ['apaHT.

7. IlepeyeHb COBpeMEeHHBIX MPO(ecCHOHAIBHBIX 0a3 JaHHBIX U WH(POPMAIMOHHBIX
CIPABOYHBIX CHCTEM, UCIIOJIb3yeMbIX IIPH OCYIIECTBJIEHUU 00Pa30BaTeJBLHOI0 Mpolecca mno
AUCUUIJIMHE (TPH HEOOXOAMMOCTH)

B mpomecce ocymiecTBieHuss  00pa3oBaTENBHOTO — Mporecca IO JUCIUIUIMHE
HCIIOJIB3YOTCA:

ABToMaTu3upoBaHHas OuOimmoreyHo-uHpoOpManmonnas cucrema «BYKHU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOW W [OMOJHHUTEILHOW Y4eOHOW JIMTEPATyphl, PeECypcoB
HHG(POPMALMOHHO-TEJJEKOMMYHUMKANMOHHO ceTn «MHTepHer» (IIpH HEOOXOAMMOCTH),
PeKOMeHIyeMbIX /1JI51 0CBOEHHS 1M CUUIITUHbI

a) OCHOBHas JINTepaTypa

[llyeanoa H. H. Opranuzanus ¥ TEXHOJOTUS JTOKYMEHTAIIMOHHOTO OOecreyYeHus
yrpaBieHus [DIeKTpoHHBIA pecype]: YueOHuk u npakTukym. / IllyBamosa H.H. - M.: FOpaiit,
2017. - 221. — Pexwum poctyna: https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-
0D785C133657 (OBbC «tOpaiit).

2. I'pozoBa O. C. Jlenonpou3BojacTBO [DIEKTPOHHBIA pecype]: YdeOHoe mocobue. /
I'pozoBa O.C. - M.: IOpaiit, 2017. - 124. — Pexum jgocryma: https://biblio-
online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956 (OBC «lOpaiity).

0) 10MOJIHUTE/ILHAS JIUTEepaTypa

1. Ky3nenos 1. H. JlokymeHTanmonHoe obecrieueHue ynpasieHus. JJoOkyMeHTO000pOT U
JIEJIONIPOU3BOJICTBO [ DJIEKTPOHHBIN pecypc]: YueOnuk u npaktukyMm. / Kysuernos U.H. - 2-¢ u3.
- M.: IOpaiit, 2017. - 477. — Pexxum nocrtyna: https://biblio-online.ru/viewer/7873BF4AB-A3F7-
44E2-8EC0O-1E3D6392702A (3BC «tOpaiT»).

B) pecypcbl ceTn «AHTEepHeT»:

1. DnexTpoHHBIHA Karajaor Hayunoit O6ubIMOTEKN SApl'y
(https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php).

2. DnextponHas oubmmoreunas cucrema (ObC) mznatenscrBa «Opaitt» (https://www.
urait.ru).

3. DOmnextponHas Oubmmoreunas cuctema (ObC) wu3marensctBa  «IIpocmekT»
(http://ebs.prospekt.org/).

4. Hayunas snextponnas oudiaunoreka (HIb) (http://elibrary.ru)

5. Caiir no Bompocam Oyxrantepckoro yaera Www.audit-it.ru

6. Caiir o Bonpocam Oyxranrepckoro ydera Cant www.klerk.ru
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9. MaTepuajbHO-TeXHHUYECKas 0232, He0OX0AUMAs I/l OCYIIECTBJIEHNSI 00Pa30BaTeILHOI0
npouecca no JUCHUILINHE

MarepuanpbHO-TeXHUUYECKas: 06a3a, HeoOXoauMast il OCYIIECTBICHUS 00pa30BaTeIbHOTO
mpolecca 1o AUCHUUIUIMHE BKIIIOYAeT B CBOU COCTaB ClielUalbHbIC TOMEIICHHUS:

- yueOHbIe ayTUTOPHUHU ISl IPOBEICHHS 3aHATUH JICKITUOHHOTO THIIA;

- yueOHBIE ayIUTOPUU AJIs1 IPOBEJCHUS MPAKTUYECKUX 3aHATHI (CEMHUHAPOB);

- yueOHbIe ayTUTOPHUH ISl IPOBEICHHS TPYIIIOBBIX U WHAWBUIYAIbHBIX KOHCYIbTAIIUA;

- yueOHBIE ayAUTOPUU [UIsI TPOBEACHUS TEKYIIEro KOHTPOJS U IMPOMEXKYTOUHOMN
aTTeCTallu;

- IOMEIIEHUS I CAaMOCTOSITEIbHON paboThI;

- IOMEUICHUS ISl XpaHEHHs W TNPO(UIAKTUYECKOTO OOCITYKHUBAaHUS TEXHUYECKUX
CpeICTB OOyYCHHS.

CrnenanbHble TOMEIIEHHUSI YKOMIUIEKTOBAHBI CPEACTBAMU OOYYCHHS, CIYKAIIUMHU IS
npecTaBieHus yaeOHoi nHdopmannu 60IbIION ayAUTOPHH.

[Tomemienuss i1 caMOCTOSITENBHON pabOThl O0yYaroIMXCsl OCHALEHBI KOMIIBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOJKIIOUEHUs K cetu «MHTepHeT» M obecrneueHueM AO0CTyna K
AIIEKTPOHHOH HH(pOpMaIoHHO-00pa3oBaTensHOU cpee SAplY.

ABTOD:

Houent  xadeapsl  ynpaBleHHS U
IpeANPUHUMATENLCTBA, KaH . YKOH. HAyK E.N. Jluanosa

O0JIHCHOCHID, VUEHAsl CIEeNnetb noonucs H.0. amunus



IIpnioxenne 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 32IAaHUS] UJIH HHbIE MAaTePHUAJIbI,
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

Tembl pedeparToB
HcTopus craHoBiIeHMs 1e10Ipon3BoJIcTBa B Poccun.
[Tpuka3noe nenonpousBocTBo B napckoi Poccuun (XV-XVII BB.).
HcTopust cTaHOBJIEHMS I€IOIIPOU3BOJICTBA B Pa3HbIX CTPaHAX (HECKOJIBKO YEJIOBEK).
Ponb «1okymMeHTa» B COBpEMEHHOM OOIIECTBE.
["ocynapcTBeHHOE peryupoBaHue JOKYMEHTALIMOHHOTO 00eCTIeueHus yIpaBJIeHNUS.
CyOBbeKTbl 1eTONPOU3BOICTBA B TOCYIaPCTBEHHBIX OpraHax.
Cucrema «5S».
[TpaBuna paboThl C JOKyMEHTaMu B cyne (oOpalieHue Tpak[IaH, MpHEM 3asBIICHUH,
nepeaayda e u T.11.).

8. OcHOBBI oOpraHu3anuu AeNOMPOM3BOACTBA (HOpPMAaTHUBHAs periaMmeHTanus paboThl,
OpraHM3alMOHHAs CTPYKTYypa CIyKObI 1€JI0NPOU3BOJCTBA U T.I1.).

9. MHcnonb3oBaHHWE HOBBIX, COBPEMEHHBIX TEXHOJOIMH B  JOKYMEHTHUPOBaHHUU
JESITeTbHOCTH TTPEIIPUSTHSL.

10. TexHuueckue cpescTBa, UCHOIb3yeMbI€ B IEIONPOU3BOJICTBE.

11. JToxyMeHTHI Ha HOBEHIINX HOCUTENSIX MH(pOpMaLnu: 00JacTh IPUMEHEHUS U IpUJaHue
IOPUINYECKOH CUJIBI.

NoookrwbdPEE

Tema 2

Bonpocs! k TeopeTHyecKoil KOHTPOJILHON padoTe (C MOCIEAYIOIMINUM 00CYXKIEHUEM)
WcTopus pa3BuTHS A€T0NPOU3BOICTBA;

Posib 1OKyMEHTOB B ’KM3HM 4YeJlOBEKa U OOIIECTBa, B cepe npaBa U yIpaBJIeHUS;
JIOKYMEHT U ero (pyHKINU;

HopmartuBHO-TIpaBoBasi 6a3a COBpEMEHHOTO JIEIONPOU3BO/ICTBA;

VYHudukanus u cTaniapTU3alys B 1€J10MPOU3BOJICTBE;

Knaccudukanus 1e10B0i JOKyMEHTAIUH.

orwdpPEE

3agaHue /11 TEKYIIero KOHTPOJIA «Y cTaB»

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

C ycTaBOM MOKHO 03HaKOMUTBCS Ha O(PUIIMATIBLHOM caiiTe yHUBEpCUTETA.



Tema 3

Tembl pedepaTos

®oT0- ¥ KUHOJOKYMEHTHPOBAHUE: HA3HAUYCHUE U 00JIaCTh TPUMEHEHUS.
®OHOJOKYMEHTHPOBAaHUE: BOZHUKHOBEHUE, PA3BUTHE U 00JIACTH IPUMEHEHHSL.
HcTopust pa3BUTHS CEKPETApPCKOTO Jena.

JlesnoBbIe U JIMYHBIE KaYeCTBA CEKpeTapsl.

DTHKa CeKpeTapCKoro Tpyaa.

Jlexcuka Aem0BOro ooeHusl.

JlenoBoil CTUIIb MUCbMEHHOM peUu.

Benenue TpynoBbIX KHUXKEK.

PaGora ¢ koHpUACHINATHHBIMU JOKYMEHTAMH.

0. OdopmieHne KOPPECTIOHACHIINN IO BHEITHEAKOHOMUYECKOU I TEIILHOCTH.
1. JlemompousBoacTtBo B coBpeMeHHOU Wtamuu, ['epmanuu, @panuuu u ap. cTpaHax

PRoo~No ko=

Tect
1. Kakum HOpMaTUBHBIM JOKYMEHTOM YCTaHABJIMBAETCS MaKCUMAaJIbHbIN HA0Op PEKBU3UTOB?
Otser: 'OCT P 7.0.97-2016
2. I'ne n npu xakux ycinoBusx npumensiercs ['ocynapcrsenssiii repd Poccuiickoit ®denepanuun?
OtBer: T'ocynapcrBennsniii repd Poccmiickoii ®enepanuv NOMemAlOT Ha OJaHKax
AOKYMEHTOB B co0TBeTcTBUM ¢ DegepajbHbIM KOHCTUTYHHOHHBIM 3akoHOM «O
I'ocynapcrBennom repbe Poccmiickoii Pepepanmm» or 25.12.2000 Ne 2-®K3. IIpaso
pacnosaraTh rocy1apcTBeHHbIi repd Ha 0(PMUHMAIBHBIX JOKYMEHTAX MPUHAAJIEKUT OPpraHam
rocy/1apcTBEHHOI0 YIIpaBJieHHs, Cy/1a, IPOKYPATYPbl, apOUTPakKa, HAJIOTOBBIX CJIYK0 U T.1.
3. Kakue cymecTByOT criocoObl 1aTUPOBAHUS JOKYMEHTOB?
Otser: naTa B Jo0KyMeHTe opopmiisieTcs: HUPPOBBLIM CIIOCOOOM MJIHM CJI0BECTHO-UM(PPOBBIM.
4. lludpposoii mim OyKBeHHO-IIM(PPOBOH HICHTU(HUKATOP TOKYMEHTA — 3TO. ..
5. OTMeTKa O OCTYIIEHUH 0POPMIISIETCS:
a) Ha MOCTYMNAIONIUX JOKYMEHTAX;
0) Ha OTIPaBISIEMbIX IOKYMEHTaX;
B) Ha BCEX JIOKYMEHTaX.
Otser: a
6. Kakum pexkBu3uTOM 0QOpMIISIETCS BHEIITHEE COTTIacOBaHKE?
OtBert: rpud coryiacopanusi J10KyMeHTA.
7. Yro siBNgeTCS 1aTOM TOKyMeHTa?
OTBeT: 1aTOH JOKYMEHTA SIBJISICTCH 1aTa ero NOANMCAHUS UJIH YTBEPKICHHS.
8. DMmbnemMa, HaHEeCceHHas Ha OJI1aHKe, MOXKET 3aMEHUTh Ha3BaHWE OpTraHU3AINH:
a) na,
0) Her;
B) MHOTIA.
OtBer: 6
9. PexBU3UT, KOTOPBIII IOMOTAaeT OpraHU3alli, MOJYyYUBIIEH MUCbMO-OTBET, HATH CBOKO KOIIMIO
WHUIMATUBHOTO MHUChMA — 3TO. ..
OTBeT: CCHIIKA HAa PErHCTPALMOHHBIN HOMEP H JaTy NOCTYNHBIIEr0 JOKYMEHTa
10. Mecro u3ganust ToKyMeHTa opopMIIIeTCs Tak:
a) r. Mockaa;
6) Mockaga;
B) rop. Mockaa.
Otser: 0



3aganHne 101 TeKyLIero KOHTPoJis «PekBU3UTHD)

CamocTosiTenbHO cocTaBbTe TecT M3 20 BOMPOCOB C OTBETaMH MO Teme ''PEeKBH3UTHI
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 COJIEPKATh OJIHY 3aKOHYEHHYIO MBICIIb;

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

- HE 33/1aBaiiTe BOIPOCOB C MOIBOXOM;

- BCE BapHaHThl OTBETOB JOJKHBI ObITh TPAMMATUUYECKH COTJIACOBAHBI C OCHOBHOM YacCThIO
3a/1aHMUS;

- OTBET Ha MOCTAaBJICHHBIN BOMPOC HE TOKEH 3aBUCETh OT MPEIbLAYIINX OTBETOB;

- n30eraiite MOBTOPEHMUS;

- HE YIIPOUIAKTE BOMPOCA.

Tema 4

KonTtposabnas pa6ora

3aoanue Ne 1. Hanuwume npuxa3 no 0CHO8HOU OesimelbHOCMU.

VYuaebHno-nnponsBoacTBeHHOe oObeaunenue. [IPMKA3. 28.12.2009 Ne 64. r. Mocksa. 06
o0ecrieueHnr MPOTUBOMOXKApHOM Oe3omacHocTH. B mensx oOecrneueHuss MPOTUBOMOXKAPHOM
6e3onacuoctu B mpaznauunbie 1HU [IPUKA3BIBAIO: 1. [IpoBectn TmiatenbHyl YOOPKY BCex
kabunetoB u mactepckux B YIIO. 2. 3am. nupektopa mo AXY B.A. Ky3neuoBoil npoBepuTh
cocTostHue anekTpoodopynoBanus u 31.12.2009 Beikiarounth Bce pyOmsbHHUKH. 3. KoHTpoisb 3a
WCIIOJTHEHUEM ITpUKa3a Bo3yaraercs Ha 3aM. qupekropa no AXY B.A. Ky3nenony. Jupekrop YIIO
B.A. IlerpoB. C mnpukazom o3HakomieH: 3aM. gupekropa mo AXY B.A. Kysnenosa. Jlara
o3HakomieHus. B gemno 01-08. [ara.

3aoanue Ne 2. Hanuwume svinucky uz npuxasa 3adanua Ne 1 no 2 nynkmy.

3aoanue Ne 3. Hanuwiume pacnopsidiceHue no op2anusayuiu.

PEMOHTHO-MEXAHWYECKWI 3ABOJl (KPM3). PACIIOPSDKEHHUE. Ne 3 or
23.06.2010. r. KpacnHosipck. O6 ucnons3oBanuu B 2010 r. meneBoro (oHma aMOpPTH3aLMOHHBIX
oruncnenuid. C 1enpl0 TUIAaHOMEpHOTO wucnoib3oBanuss B 2010 romy meneBoro QoHma
aMOPTH3aLlMOHHBIX OTYMCIEHUN M B COOTBETCTBUU cO CT. 13 «llomoxkeHne o rocynapcTBEHHOM
npeanpustuny OBA3BIBAIO: 1. Hauwansauka mmanoBoro otnena FO.II.  AnToHOBY 1O
corjacoBaHuio ¢ ri. Oyxranrepom 3aBoga H.M. bensBkunoit mpeacraButs 10 30.12.2010 T
000OCHOBaHHbIE JaHHble 0 mepexonaummx Ha 2011 rox ocraTkax M 0 pa3Mepe 1ieseBoro Qonaa
aMOPTU3ALMOHHBIX OTYMCIEHUH, oOpa3yembIX Mo TuaHy 3aBoja Ha 2011 roa. 2. I'maBHOro
uHxeHepa 3aBoja b.W. JInbeHcoH nmpencTaBuTh COrIaCOBaHHBIE C HAUYaIbHUKAMU LIEXOB U OT/EJIOB
npenoxkeHus o nposefeHuy B 2011 rogy KanmuTanbHOIO PEMOHTA 3/1aHUN M COOPYKEHUH 3a CUET
(dboHIa aMOPTHU3ALMOHHBIX OTYUCIEHUN. 3. KOHTPOJIb 32 UCIIOJIHEHUEM HACTOSIIEr0 PacCOPSKEHUS
BO3JIarar0 Ha 3aMeCTUTEINs AUpeKTopa 1o xo3siictBenHoi yactu C.U. AGaynaesa. /lupekrop 3aBona
A.®. IInyTHHKOB.

3aoanue Ne 4. Hanuwume ykazanue.

AO «Otanon». YKA3AHHUE. 01.12.2008 Ne 28. r. fpocnasiab. O rpaduke OTIYCKOB Ha
2009 rox. s cocrabnenus rpaduka ormyckoB Ha 2009 rox TIPEJIATAIO: 1. PykoBogutensim
CTPYKTYPHBIX IOJpa3JeIeHuN NPEICTaBUTh B OTIEN KaJpOB CIHCKH COTPYJHUKOB C yKa3aHUEM
IJIaHUpyeMoro cpoka odepeaHoro otmycka B 2009 romy. Cpok mnpenacTaBieHUsT CIUCKOB —
10.12.2008. 2. OTneny KaApoB COCTaBUTh CBOJIHBIN I'paHK OTIYCKOB paOOTHUKOB ¢upmMbl Ha 2009



TOJ W TPEACTaBUTh €ro Ha YTBEP)KICHHE B IUPEKIHIO (upMbl. OTBETCTBEHHBIH — HayaJlbHUK
ornena kaapoB O.1O. IlankparoBa. Cpok npeactaBieHust rpadguka — 20.12.2008. 3am. gupexTopa
¢upwmer [1.1. Ab6pamosa. B neno 05-21. [lata.

3aganue 175 Texkymero KoHTpoJas «Cocrasiaenue u opopmiaenue OPJ1»

1. Hanuwume nucvmo-npuenawienue.

AO «KBanty». 25.03.2020 Ne 53. JIupeKkTopy BBICTABOYHOTO LIEHTpa «DKcHo-Om3Hec» A.B.
[TerpoBoii. [lucemo-npurnamenue. Msl npurnamaem Bac npuHATH ydacThe Ha BBICTABKE HOBBIX
TEXHOJIOTUH M TPEICTaBUTh Bally NpoAyKuuio. BeicraBka Oyzer mpoxoauts ¢ 02.08.2020 mo
10.08.2020 B HamieM BBICTABOYHOM IieHTpe. Pa3menieHue Baiiel MpOAyKIHMH Ha BBICTABKE MBI
rapantupyeMm. {upextop AO «KBant» C.b. bpoBkuH.

2. Cocmagbme npomoxo..

OAO «Motop-knace». ITIPOTOKOJL. 24.10.2019 Ne 34. fpocnaBnb. 3acegaHust KOJUIETHH.
[Ipencenarens — A.B. Jlo6posckas. Cexkpetapp — JI.®. [Tepora. IIpucyrcrBoBanu: O.A. 3arnaauHa,
C.JI. KysueuoB, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenxo, A.C. Cymuos, M.C.
Tutopenko. Ilpurnamennsie: HawanpHuk otaena Ymnpasnenuss KyabTypsl A.IL. Bacunbes.
I[TOBECTKA JHA: 1. O pabore ornena mHopMmarh3amuu MmO OOECHEUYCHUIO NEATEIHHOCTH
yupexaenus. Jlokinan HayanbHuka otaena K.M. Cepruenko. 2. O npeacrainenun O.0. PakuBHEHKO
K npucBoeHuto [loyeTHoro 3Banus «3acinyXeHHBIA paOOTHUK KylIbTyphl Poccuiickoit dexepannny.
CoobOmenne HavanbHuka otaena M.C. Turtopenko. 1. CJIVIHAJIM: K.M. CeprueHko — TEKCT
noxnama npuiaaraetcs. BBICTYIIWJIN: C.JI. Ky3HeunoB — CTaBUT BOMPOC O JOMOJHUTEIHHOM
BBIJICJICHUN KOMITbIOTEpOB TUma «Pentiumy» mams oraena. A.C. CymIioB — mpejaiaraeT nepenarh
OTIENy MacCHMB HMEIOUIMXCS B JPYTHX MOJpa3leNeHusx HHPOpMamuoHHBIX KapTtouek. O.A.
3arnanMHa — cooOmaeT o0 UMEIONIMXCA B OTIENEe HOBBIX pa3paboTkax 1O  YIyYIICHHIO
opraam3anuu  uHGOopManmoHHBIX TporeccoB. [TOCTAHOBUJIM: 1.1. OnoOputh OCHOBHBIE
HampaBlieHuss paboTel otnena. 1.2. Paspemmuths agMUHHCTPATUBHO-XO3SHCTBEHHOW Cyx0e
npuolOpecTu UIst HyX1 oTAena nHopMaTH3auy 3 KOMITBIOTEpAa HEOOXOIMMON KOH(UTypaIum. 2.
CJIIVIHAJIM: M.C. Tutopenko — tekct nokiana npuiaraercs. BBICTYIINIIN: ®.M. CemenoB —
nojaJepKuBaeT npeoxenue o BeiaBmkeHH O.0O. PakuBHEHKO HAa TPUCBOEHUE TTOYETHOTO 3BAaHUS
«3acmyxeHHbI paOoTHUK KyiabTypbl Poccuiickoit ®depepauun». WM.H. Jlyuenko — roopur o
cepbe3nblx 3aciayrax O.0. PakuBHeHKO B Jiele pa3BUTHUA OTEUECTBEHHOW KYJIbTYpBHIL.
IIOCTAHOBUJIN: 2.1. BeiaBunyte O.O. PakMBHEHKO Ha NPUCBOCHHME €U ITOYETHOIO 3BaHUS
«3aciykeHHbIH paboTHUK KynbTyphl Poccuiickoit denepanuny. IIpencenarens A.B. JloGpoBckasi.
Cexperaps JI.B. IlepoBa. B geno Ne 25-01. [lara.

Tema 5

Teopernyeckni TUKTAHT

JlaiiTe onpeneneHus CIeIyonuM NOHATHIM:
Anpecar

AnpecaHT AKT

Axnent

Anketra AHHOTAIUA

ApxuBHasl BBIITUCKA

ApxuBHas CIpaBKa

Acnekr

biank

Benomocts

Busza BaytpenHnii agpec nuceMa
BuyTpeHHHI TOKyMEHT
Bxonsanmii JOKyMeHT

Beinucka

O O O OO0 OO OO0 OO OO O0OOo



Tpud

Hara

Heino

JemnoBoe muceMo
JIMPEKTUBHBIN JOKYMEHT
JloBEepEeHHOCTh

0 O O O O O

Kpurepun onenkn (popM Tekymero KOHTpOoJist

Kpurepun ouenku pedepara

OlLieHKa «OTJIMYHO» BBICTABIIACTCS, €CIM padoTa CTY/ICHTA HallMCaHa TPAMOTHBIM HayYHBIM
SI3BIKOM, UMEET YETKYIO CTPYKTYPY M JIOTUKY M3JIOKEHUS, TOUYKA 3PEHUs CTYyJIeHTa 00OCHOBaHHA, B
paboTe TPHUCYTCTBYIOT CCBHUIKM Ha HOPMAaTHUBHO-TIPaBOBbIe akThl. CTyACHT paboTe BBIIBUTaCT
HOBBIC UJICH U TPAKTOBKH, IEMOHCTPHUPYET CIIOCOOHOCTh aHATM3UPOBATH MaTEPHUAIL.

OreHkKa «XOpOIL0» BBICTABISETCS, €M padoTa CTyJeHTa HallMCaHa TPAMOTHBIM HayYHBIM
SI3BIKOM, UMEET YETKYIO CTPYKTYPY M JIOTUKY W3JIOKEHUS, TOUKA 3pEHUsI CTy/IeHTa 000CHOBaHHA, B
paboTe MPUCYTCTBYIOT CCHUIKM HA HOPMATUBHO-TIPABOBBIEC AKTHI.

OlLieHKa «yIOBJIETBOPUTEIHHOY» BBICTABIISICTCS, €CJIM CTYJIEHT BBITIOJHWI 33JaHUE, OJTHAKO
HE MPOJEMOHCTPUPOBAT CIIOCOOHOCTh K HAay4YHOMY aHallu3y, HE BBICKa3bIBal B pabOTE CBOETo
MHEHUS, IONYCTUT OIIMOKH B JIOTHIECKOM 000OCHOBAHUU CBOETO OTBETA.

OrneHka «HEYJOBIETBOPUTEIHLHOY BBICTABISETCS, €CIHM CTYACHT HE BBIMOJIHUI 3a/laHue, WIN
BEITIOJTHWI €ro (popMalibHO, OTBETWJI HA 3aJIaHHBIM BOIPOC, TIPH 3TOM HE CCHUIAJNICS HAa MHCHUS
y4€HBIX, HE TPAKTOBaJ HOPMATUBHO-TPABOBbIE aKThl, HE BHICKA3bIBAJl CBOCI'O MHEHHUS, HE MPOSIBUI
CIIOCOOHOCTH K aHAIIU3Y, TO €CTh B IIEJIOM IIeJIb pedepara He TIOCTUTHYTA.

Kpurtepuu onieHKH TeopeTH4eCKOH KOHTPOJIbHOI padoThI

OreHKa «OTIMYHOY BBICTABIISETCS, €CJIM MMCbMEHHbBIE OTBETHI Ha BOIPOCHI JJaHbI B ITOJIHOM
o0beMe ¥ Ha BBICOKOM TEOPETHYECKOM YypOBHE, M3JIOKEHHE MaTepuayja JIOTWYHOE,
apryMEeHTHPOBAaHHOE, C ONOPOil Ha MEPBOUCTOYHHUK.

OreHKa «XOPOIIO0Y BBICTABIISETCS, €CITM OTBETHI HAa BOIIPOCHI COJIEPKAT HEMTPUHIIUITHATILHBIE
MOTPENIHOCTH.

OHeHKa «KYOOBJICTBOPUTCIIBHO»  BBICTABJISACTCSA, €CJIM B OTBCTaX OBl JOIMYIICHBI
IPUHIUIHATIBHBIE OIINOKY, BBISIBIEH HEBBICOKUN YPOBEHbB BIIAZICHUS MaTEPHAIIOM.

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

Kputepumn onenku tecra

OreHKa «OTIUYHO» BBICTABISIETCS, €CIU JIaHbl BEpHBbIE OTBETHI Ha 85 % u Oosiee BOMPOCOB
TecTa.

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

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

OlneHKa «HEYTOBJICTBOPUTEILHO» BBICTABIISICTCS, €CJIM JIaHO MeHee 55 % BEpHBIX OTBETOB
Ha BOIIPOCHI TECTA.

Kpurepun onieHKM KOHTPOJILHOMH padoThI
OrneHka «OTJIMYHOY» BBICTABJIAETCS, €CIIU JOKYMEHT COCTaBJIEH B IOJIHOM 00BbEME, YKa3aHBI
BCE HEOOXOJMMbIE PEKBU3UTHI, HX PACIIOI0KEHNE COOTBETCTBYET TPEOOBAHUSIM.
OneHka «XOpOLIO» BBICTABISAETCS, €CIM JIOKYMEHT COJEPKUT HENpPUHIMUIHAIbHBIE
MOTPEIIHOCTH.



OL[GHKa «YOOBJICTBOPHUTCIILHO» BBICTABJIACTCA, CCJIIn B JAOKYMCHTC AOMYIICHBI
MIPUHIUIINAJIBHBIC OH_II/I6KI/I, BBISIBJICH HEBBICOKHI YPOBCHB BJIaACHUA MAaTCPHUATIOM.

OL[GHKa CHCYHOBJICTBOPUTCIILHO» BBICTABIIACTCA, €CIM OOKYMCHT HE COOTBCTCTBYIOT
nmapamMeTpam, NIpUBCACHHBIM BBILIC, NJINW CTYACHT OTKa3ajiCsd OTBCYATh HA BOIIPOCHI.

Kpurepuu onieHKH TeOpeTHYECKOr0 JMKTAHTA

OL[eHKa «OTJIIMYHO» BBICTABJIACTCA, €CJIM OTBCTHI OJaHbI B IIOJIHOM OG'beMe U Ha BBICOKOM
TEOPETUYECKOM YPOBHE.

OLIeHKa «XOpouo» BBICTABJIACTCA, cClii OTBCThI CoACpIKaT HCIIPUHIUIINATIBHBIC
MOTPEIIHOCTH.

OL[eHKa «YOOBJICTBOPUTCIIBHO»  BBICTABJISICTCA, €CJIIM B OTBCTAX GBIJII/I JOMMYIICHBI
MPUHIUITHATBHBIE OIIMOKY, BBISIBIICH HEBBICOKHI YPOBEHB BIIAJICHHSI MATCPUAIIOM.

OL[eHKa CHCYHOBJICTBOPUTCIBHO» BBICTABJIACTCA, CCIM OTBCTbI HE COOTBCTCTBYIOT
napameTpam, IPUBEICHHBIM BBIIIIE, UM CTYJEHT OTKA3aJICsl OTBEYATh Ha BOTIPOCHI.

Kpurepun ouneHku 3alaHui I TEKYIIero KOHTPOJIsI

OHGHKa «OTJIMYHO» BBICTABJIACTCA, €CJIM OTBETHI HaHbI B IIOJIHOM O6’I)CMC U HAa BBICOKOM
TEOPETUYECKOM YPOBHE.

OHGHKa <<XOpOHIO)) BBICTABJIACTCA, cClin OTBECTHI coaepmaT HCHpI/IHHI/IHHaJIBHBIe
MTOTPEUTHOCTH.

OHGHKa <<y,[[0BJICTBOpI/IT€JII)HO)) BBICTABJIACTCsA, €CJINM B OTBETax 6I)IJII/I IIOHYIHGHI)I
MPUHIMITUATIbHBIC OIIMOKY, BBISBIICH HEBBICOKUN YPOBEHD BIIAJICHUSI MaTePUATIOM.

OHGHKa <<HeyIIOBJI€TBOpI/IT€JH)HO)> BBICTaBJIICTCsA, €CJIM OTBCTHI HE COOTBGTCTByIOT
napaMmeTpam, MPUBEACHHBIM BBIIIE, UITU CTYACHT OTKA3aJICs OTBEYATh Ha BOIPOCHI.

1.2 Cnincok BonmpocoB u (MJIM) 3a1aHU J1JIsl IPOBeIEHUsI MPOMEKYTOUYHOI aTTecTAlNU
3auer mo gucuumuiuHe  «Jlenmompou3BOACTBO W JOKYMEHTOOOOpOoT B  cdepe
roCyJAapCTBEHHOTO M MYHHIIUTIAIBHOTO YIIPABJICHUS MPOBOIUTCS B YCTHOU opMe 1o OusieTam.

BOl'[pOCI)I K 3a49€Ty

1. HcTopus pa3BUTHS JEeT0MPOU3BOICTBA;

2. Ponb 10KyMEHTOB B JKHM3HM YeJIOBeKa U 0OLIeCTBa, B cepe npaBa U YIpaBJICHUS;
3. JIOKYMEHT U ero GyHKIHUY;

4. HopMmaTtuBHo-nipaBoBas 0a3a COBpEMEHHOI'0 JAEIONPOU3BOICTBA;

5. VYHuUKanusa U cTaHAapTU3aLUs B 1€T0IPOU3BOJICTBE;

6. Knaccudukanus 1e10Boii JOKyMEHTAINH;

7. bnaHku TOKYMEHTOB, UX XapaKTepPUCTHKA,;

8. PexkBH3HUTHI TOKYMEHTOB;

9. TpeboBaHMs K TEKCTY TOKYMEHTOB. DJIE€MEHTHI TEKCTa;

10. KOpuaunueckas cuina TOKyMEHTOB;

11.  XapakTepHcTHKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB;

12. XapakTepuCTHKA M COCTAB PACTIOPSIIUTEIBHBIX IOKYMEHTOB;

13. XapakrepHucTuKa U cOCTaB HH(POPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB;
14. Vcras;

15. Ilonoxenue;

16. WucTpykuus;

17. [Ipukas;

18. Pacniopsixenue;

19. Pemenne;

20. [TpoTokou;
21. AKT;



22. JloknagHas v ciyxeOHasi 3alHiCKy;

23. ITucemo;

24. Crpaska;

25. JIOKyMEHTHI 110 JITYHOMY COCTaBY;

26. Tenerpamma, Tenekc, pakcorpamma;

21. Opranu3anus J0KyMeHTO000pOoTa;

28. Perucrpanus 10KyMEHTOB;

29. [Tpuem 1 06paboTKa BXOAAIMIUX JOKYMEHTOB;

30. [Tpuem u 06paboTKa UCXOASIINUX TOKYMEHTOB;

31. KoHTpoib 32 cpokaMu HCIIOTHEHHS IOKYMEHTOB;

32. 3akoHOJaTeNbHAS 1 HOPMATUBHAS OCHOBA XpaHEHUS JOKYMEHTOB;

33. OpraHu3anus XpaHeHus JIeN B IeTI0NPOU3BOJICTBE;

34. Homenkiarypa nen;

35. dopMupoBaHue Je,

36. [TonroToBka JOKYMEHTOB K cJlaue B apXUB;

37. ApXUBHOE XpaHEHHE TOKYMEHTOB;

38. OcHOBBI OpraHu3aIyy ACJIONMPON3BOACTBA (HOPMATHUBHAS pEriiaMeHTAIHs padOTHI,
OpraHu3aIOHHAas CTPYKTYpa CIIYKObI JICJIONPOU3BOICTBA | T.I1.)

39. TexHUUeCcKue CpesICTBA, UCIIOIB3YEMBIE B IETIOMPOU3BOJICTBE;

40. Hcnonp3oBaHWe HOBBIX, COBPEMECHHBIX TEXHOJIOTMH B  JOKYMCHTHPOBAHUU
JESATEILHOCTH MIPEATIPUSATHS;

41. JIOKyMEHTbI Ha HOBEHIINX HOCHUTENAX HH(MOpMaImu: 00JacTh TPUMEHEHUS |
MIpHUIaHNE IOPUIANICCKON CHITBL;

42. ®oT0- 1 KNHOJJOKYMEHTUPOBAHHUE: HA3HAUYCHUE M 00J1aCTh IPUMCHEHNS,

43. DOHOOKYMEHTHPOBAHUE: BOSHUKHOBCHHE, PA3BUTUE M 00JIACTh TIPUMEHEHHUS;

44. JlenoBbIe U JIMYHBIC KAYECTBA CEKPETaps;

45, JIekcuKa J1eloBOro oOIIeHus,

46, J1enoBOU CTWIIb IMCBMEHHON DEYH;

47, Benenue TpyI0BBIX KHIDKEK,

48. PaGora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH;

49, Odopmiierre KOppPECIOHACHIINH 0 BHEIITHEIKOHOMUYECKOH JeTENHHOCTH;

50. KomMmmbroTepHbie TEXHOIOTUH B JIEIONPOU3BOCTBE.

O6pasern Ouera

OI'BOY BO «pocnaBckuii rocynapctBeHHbIN yHUBepcuTeT uM. I1.I°. JleMmugosa»
Kadenpa ynpasnenus u npeanpuHUMaTeNbCTBA
Hanpagsnenue noarorosku: 38.03.04 ['ocynapcTBEHHOE U MyHUITUIIATBLHOE YITPABICHUE
Hanpasnennocts (IIpoduis): «I'ocynapcTBeHHbIE U MYHUIMIIATIbHbBIE (PUHAHCHI
JucnummHa: «/{e1onpon3BoICTBO U IOKyMEHTOO0OPOT B chepe rocy1apcTBEHHOTO U
MYHUIIUIATBHOTO YIPABICHUS»

BUWJIET Ne 1

1. Homenknarypa nien.

2. Benenue TpyIoOBbIX KHIDKEK.

3aB. kadenpoii ynpasieHus 1
HpeNPUHAMATEIILCTBA

KaHJl. 9KOH. HayK, JOLIEHT JI.}O. Bproxanos



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

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

MeToauuyecKue YKa3aHuA QJIA CTYACHTOB 110 OCBOCHHUIO JTHCIHUIIJINHBI

W3ydyeHne OUCHMIUIMHBI TPEOYET CHUCTEMAaTHYECKOTrO M IOCIEA0BAaTENbHOIO HAKOIUICHHUS
3HaHUi, Clel0BaTeIbHO, MPOIMYCKU OTAENbHBIX TEM HE MO3BOJSAIOT ITyOOKO OCBOUTH IpEIMET.
[TosToMy HEOOXOAMMO MOCTOSIHHO OCYIIECTBJIATH KOHTPOJb HAJ CHCTEMaTHYecKOW paboToin
CTyAeHTOB. B Hauane wu3y4yeHUs [AUCUUIUIMHBI CTYJEHTaM HEOOXOJUMO O3HAKOMUTBCS C
COJIEpP’)KaHUEM pa3/eiOB JUCLUUIUIMHBI, C LEISIMM M 3aJadaMM Kypca, CBSI3MU C JApYTUMHU
JUCLUIUIMHAMH, CIIMCKOM OCHOBHOW M JOIOJHMUTENBbHOM JIUTEpaTyphl, rpa)ukoM KOHCYJIbTalUN
IIpenoiaBaTes.

UreHne JNEeKUUil NPEAnonaraeT U3JI0KEHUE CTPYKTYPbl TEMBI U KPaTKOIO COACpKAHUA €€
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIOXHBIX Ul YCBOEHHS U (WJIM) UMEIOLIUX JUCKYCCHOHHBIN
xapakTep. JICKIIMOHHBII KypC, B OCHOBHOM, CTPOMTCSI HA OCHOBHBIX IIOJIOXKEHHUAX B 00JaCTH OCHOB
JIEJIONPOU3BO/ICTBA, IPEICTABICHHBIX B HAyYHBIX TPYAAaX POCCUMCKUX W 3apyOE€KHBIX YUEHBIX,
UMEIOIIUXCs B HAIMYUM B Oubnuoreke YHuBepcuteta, ObC U ynoOMsIHYTBIX B CIIMCKE OCHOBHOM U
JIOTIOJIHUTENBHON JUTEpaTyphl nporpammbl. Ilocne nekuum cTyaeHTbl oOpalarorcs K JaHHBIM
UCTOYHUKAM Il 3aKpEIUICHUs 3HAHUM II0 PAaCCMOTPEHHBIM Ha JIEKLMU BolpocaM. B ciyuae
3aTpyHEHUS] HEOOXOAMMO OOpaTHTHCS 3a KOHCYJIbTALMEH K MPEroJaBaTeNli0 B COOTBETCTBHU C
YTBEPKICHHBIM I'pa)uKOM KOHCYJIbTALUH.

Jlo ouyepenHOro MpakTHUUYECKOTO 3aHSTHUSI IO PEKOMEHJOBAHHBIM HCTOYHUKAM CTYAECHTaM

HE00X0AUMO MpopaboTaTh TEOPETHUYECKUI MaTepuasl, COOTBETCTBYIOLIMM Teme 3aHsATus. [lpu
MIOAITOTOBKE K MPAKTUYECKUM 3aHSITHUSIM CIEIYEeT HCIOJIb30BaTh HE TOJIBKO JIEKIMH, Y4EOHYIO
JUTEpaTypy, HO U HOPMATUBHO-TIPABOBbIE aKThl U KOMMEHTApUU K HUM (JOCTYIl BO3MOXEH uepes
CaiiThl crpaBoYHO-MH(pOpMannoHHbIX cucteM Koncymprantllmroc, I'apant). Ha mnpaktuueckom
3aHATUM CTYAEHTBl JIOJDKHBI TNPUHUMATh AaKTHUBHOE y4yacTHe B OOCYKIEHMM I1OCTaBIEHHBIX
BOIIPOCOB, C KOTOPBIMH HEOOXOAUMO 03HAKOMUTLCS 3apaHee.
CamocrodTenbHas paboTa CTYJAEHTOB M0 JUCHUIUIMHE «JleTonpon3BOACTBO U TIOKYyMEHTOO0OpOT B
cepe rocylapCTBEHHOIO W MYHHIMIAIBHOTO YIPABIECHUS» COCTOMT B 0ojee TIATeIbHOM
U3Y4YEHHUH IIPEIJIOKEHHOTO MPENoAaBaTesIeM TEOPETUUECKOTO MaTepHralla, JaHHOTO Ha JIEKIUAX Ha
OCHOBE BBUIOKEHHBIX B cucreMe Moodle mnpe3eHTanuii W JOMONHUTEIBHBIX HCTOYHHUKOB,
yKa3aHHBIX B CIIMCKE JIMTeparTypbl. [ mpoBepku KadecTBa M3Y4YEHMs] MaTepHalla K OTIEIbHBIM
TeMaM MIPeyCMOTPEHbI 33JaHUS ISl CAMOTIPOBEPKHU.

3amaHus s CaMOCTOSITENIbHOW paboThl (hOpMYIHPYIOTCS Ha JIEKUUSAX M MPAKTHYECKUX
3aHATUSX. B KauecTBe HUX J0Ma CTYAEHTAaM IpeAaraioTcs 3a/aHus, aHAJIOTUYHbIE Pa300paHHBIM
Ha MPAKTUYECKUX 3aHATUAX. BrocnencTsum 3TH 3alaHusd NPU HAJIWYMKM BOIPOCOB CO CTOPOHBI
CTYJEHTOB pa30HparoTCs Ha MOCIEAYIOIMIMX 3aHATUAX U/UITU 00CYXIaeTcs B Hare.

[IpenonaBaTens OLEHMBAET WHAMBHIYalbHO pabOTy KaXIOro CTyIEHTa Ha OCHOBAaHHUU
MIPOBEJICHHBIX OMPOCOB, BHIIOJIHEHUS 3aJaHUI U IPOMEXKYTOUHBIX KOHTPOJIbHBIX MEPOTIPUATHH.



