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1. enu ocBOeHMS AUCHUNINHBI.

[ensimu mpenonaBaHus TUCHUIUIMHBL «JlOKYMEHTAI[MOHHOE OOECleueHue YIpaBICHUS
SIBJISIFOTCSL:

- (¢opMupoBaHHE y CTYICHTOB 3HAHHWI, YMEHUN U HABBIKOB B cdepe COBPEMEHHOIO
JOKYMEHTAI[MOHHOTO O0ECTICUEHUSI YIIPaBJICHHS C TPUMEHEHUEM UH(POPMAITMOHHBIX TEXHOIOTHA.

- (hopmupoBaHue MOHATHH, LIeJeH, 3a/1a4 U MPUHIIUIIOB JOKYMEHTAIIHOHHOTO OOecreyeHus
YIpPaBJIEHUS;

- OBJIaJICHUE 3HAHUSMU O KJIAaCCU(UKALUU JOKYMEHTOB;

- hopmupoBaHmue TpeOOBaHUH K COCTABICHUIO 1 O()OPMIICHHUIO TOKYMEHTOB;

- (opmupoBaHMe 3HAHHMI 1O OpraHu3allud JOKYMEHTooOopoTa: mpuem, o0OpaboTka,
perucTpanus, KOHTpOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKJIATypa e,

- OBJIaJICHUE MpUeMaMu, 00pabOTKH, PETUCTPALIUU, KOHTPOJIS JOKYMEHTOB;

- ¢GopMUPOBaHHE MPAKTUYCCKUX HABBIKOB CO3/IaHUsS W O(GOPMIICHUS OTACIBHBIX BHJIOB
JOKYMEHTOB B COOTBETCTBUM C HOPMATHBHOM 0a30fi, B TOM UHCIE€ C HCHOJIb30BaHUEM
WH()OPMAIIMOHHBIX TEXHOJIOTHH;

- (popmHupoBaHUE HABBIKOB MCIOJIB30BAHUS YHU(DHUIIMPOBAHHBIX OPM TIOKYMEHTOB;

- MPUOOPETEHNE HABBIKOB 10 OCYIIECTBICHUIO XPAaHEHUS U TTOMCKA TOKYMEHTOB.

2. MecTo AMCUMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMMbi.

Jucuurmmna «JlokymeHnTannonHoe obecnieyenue ynpasieHus» (b1.B.01) orHocutcst k
qyacTH, GopMupyeMoi ydacTHUKaMHU 00pa30BaTeIbHBIX OTHOIIEHHH. Ee n3yueHne oCHOBBIBaETCS Ha
3HAHMAX, YMEHUSAX U HaBbIKaX, IIOJYYEHHBIX CTYJEHTAMM B pPAMKaX OCBOCHMS JIHCLUIUIMHBI
«OcHOBBI MeHeKMeHTa». OCBOEHHE YKa3aHHOIO Kypca, C OJHOM CTOPOHBI, MOJArOTaBIMBACT
cllyliaTenel K BOCHPUATHIO JUCLMILIMHBI «J{OKyMEHTallMOHHOE OOeclieYeHUEe YIPABICHUS», a C
JpYroil CTOpPOHBI, JOMOJIHAET 3HAHWs, HaBbIKM U YMEHHs, MOJIY4YEHHbIE MMU B IIPOLECCE €ro
U3Y4YCHHUS.

3. Illlanupyemble  pe3yJbTaThl O00y4YeHUs] 1O JAWCHUILUIMHE, COOTHECEHHbIE C
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOEHUSI 00pa30BaTe/bHON MPOrpaMMbl.

[Tponecc u3ydyeHus TUCHMIIMHBI HAPaBJiIeH Ha (OPMUPOBAHUE CIEAYIOUIMX KOMIETEHIUH
B cootBercTBUU ¢ ®T'OC BO, OOII BO 1 npuoOpeTtenust cieayonmx 3HaH|M, yMEHHUH, HaBBIKOB U
(n1n) ombITa AEATEIBHOCTH:

®opMmupyemasi NHaukaTop 10CTHKEHUSA Ilepeuenn
KOMITeTEeHIIUSsI KOMIIETEHLIUH IUIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHus
(kox n (xox u popmyTHpPOBKA)
(hopmyupoBKa)

YHHBepca/IbHble KOMIETeHIUH
YK-4. Cnocoben | YK-4.4. Bener  nenoyto | 3uatb:

OCYH.[CCTBJ'IFITB HepeHI/ICKy, y‘H/ITBIBaH - OCHOBHBIC ITpaBujia AC€JI0BOT0 06H_ICHI/I$I
JICJIIOBYIO 0COOEHHOCTHU crTumcTUKH | Y MeTh:
KOMMYHUKAIIHIO B | ODHIHATLHBIX i | - BECTH IIEPErOBOPBI, COBEWIAHMA, OCYLIECTBIATH

. JIEIOBYIO MEPENHCKY W IOIECPIKUBATH DIIEKTPOHHEBIE
YCTHOMU 1 | HeoDUIIMANBHBIX  MHCEM, Ha

N KOMMYHHKAIUH
MUCbMEHHOU TOCYJaPCTBEHHOM SI3BIKE.
hopmax Ha | YK-4.5. CocrasisieT | 3HaTh:
rOCyJapCTBEHHOM | pa3jW4Hble  THIBl  JEJOBBIX | ~ TpeboBaHUs K 0POPMIICHHUIO TEKCTOB JOKYMEHTOB
A3BIKE JIOKYMEHTOB, Y4YHTHIBas Ieny, | BA2leTh HaBbIKaMu:
Poccuiickoii 0COBEHHOCTH coflepkanuss u | - CO3AaHWA 1 ODOPMICHWS OTIC/NBHBIX BHI0B
Deneparyn U | CTPYKTYpPHI KaKI0r0 JOKYMEHTOB B COOTBETCTBHH C HOPMATHBHOU 0a30H,
y ) B TOM YHCJIE C HCIOJIB30BaHHEM HH()OPMAIMOHHBIX

UHOCTPaHHOM

TEXHOJIOTHH
(p1X) s13bIKE (aX)

4. O0beM, CTPYKTYpa U coepsKaHue TUCHUIIIHHBI.



OO01mmast Tpy10eMKOCTh TUCHIUILIMHBI COCTABISET 3 3a4eTHhIE enuHullbl, 108 akaa. gacos.

Ounas popma

Ne TeMmbl (pa3neibl) Buanbl yueOHbIX 3aHATHI, @opMBbI TEKYLIEr0 KOHTPOJI
n/n AUCHHUTIINHBI, BKJII0Yasl CAMOCTOSITEJILHYIO PadoTy ycneBaeMocTH
HX cofiepKaHue o CTY/J€eHTOB,
5 U X TPYA0EMKOCTH ®opma NpoMeKYTOTHOM
S (B akaieMHYeCKUX 4acax) aTTecTaluu
3 (o cemecTpam)
®opmbi D0 u 10T
(Ipu HAJIMYMH)
KonrakrHas padora
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1. |CIIOCOBLBI CO3JAHUA 2 1 2 - 9,7 |Pedeparsr
JOKYMEHTOB TeopeTnueckas KOHTPOJIbHAS
(IOKYMEHMPOBAHUA) U pabora
HA3HAYEHUE
JOKYMEHTOB

2. [TOCYOJAPCTBEHHOE 2 4 4 - 1 10
PETYJIMPOBAHUE
JOKYMEHTALMOHHOI'O
OBECTIEUEHU A
YIIPABJIEHU S
6 mom uucne ¢ 30 u J[OT 5 |Marepuansl B LMS

Moodle:

- IIpe3eHTanus;

- 3aJaHUE I TEKYIIEro
KOHTPOJIS «Y CTaBy

3. |OBIIME HOPMBI 1 2 8 8 - 1 10 |Tecr
MMPABUJIA OPOPMIIEHU A
JOKYMEHTOB
6 mom uucne ¢ 30 u JJOT 5 |Marepuanst B LMS

Moodle:
- 3aJaHUE I TEKYIIEro
KOHTpPOJIs «PeKBU3UTHD)

4. |COCTABJIEHHME U 2 8 8 - 1 10 |KonTpombHas pabora
ODPOPMIIEHUE (cocTtaBnenne OTZEIbHBIX
OTJEJIbHBIX BUIOB BHJIOB JJOKYMEHTOB)
JOKYMEHTOB
6 mom uucne ¢ 30 u J[OT 5 |Marepuanst B LMS

Moodle:

- 3aJaHuA€ I TEKYILIEro
KoHTpons «CocTaBieHHe O
odopmienne OPJ]»

5. |OPTAHU3AILIMS PABOTHI C 2 5 6 - 1 10 |TeopeTwyeckuii TUKTAHT
JOKYMEHTAMMN

0,3 3auer
Bcero 26 | 28 - 4 | 03| 49,7
6 mom yucne ¢ 30 u J[OT 15

Conep:xaHue pa3ieoB IMCHUUILTHHBI




1. CITIOCOBbI CO3JAHUSA JOKYMEHTOB (1I0KYMEHUPOBAHUS) 1
HA3HAYEHME JOKYMEHTOB

1. CiocoOsI co31anusl TOKYMEHTOB;

2. TepmuHonOTHYecKas 6a3a TOKYMEHTUPOBAHUSI.

2. TOCYJAPCTBEHHOE PEI'YJIMPOBAHUE JOKYMEHTAIMOHHOI'O
OBECIIEYEHMUSA YIIPABJIEHUA

3. OBIIME HOPMbI U ITPABUJIA O®OPMJIEHUA TOKYMEHTOB
1. OcHoBHBIE TPEOOBAHMS K COCTABICHUIO U O()OPMIICHUIO TOKYMEHTOB;
2. biaHKu TOKYMEHTOB;
3. PekBU3UTHI JOKYMEHTOB;
4. TpeboBaHMs K TEKCTY JOKYMEHTA. DJIEMEHThI TEKCTa,
5. FOpuauueckas cuina JOKyMEHTA.

4. COCTABJIEHUE U O®OPMJIEHHUE OTAEJBbHbIX BUJIOB JOKYMEHTOB
1. Opranu3alvOHHBIE TOKYMEHTHI;
2. PacniopsiutenbHbIE TOKYMEHTHI;
3. NUudopManinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

5. OPTAHU3ALUSA PABOTHI C JOKYMEHTAMUA
1. Opranuzanus 10KyMeHTO000poTa:
1.1. O0uue Moa0KEeHU,
1.2. ITpuem u 06paboTKa BXOIAIIUX U UCXOISIINUX JOKYMEHTOB;
1.3. Peructpanusi JOKyMEHTOB U KOHTPOJIb 32 CPOKAMH MX HCIIOJHEHMUS;
2. XpaHeHue TOKYMEHTOB B JICJIONPOU3BOJICTBE OpraHU3AIINH;
3. KoMnbroTepHBIE TEXHOJIIOTMH B AEIIONPOU3BOCTBE.

5. 06p33OBaTeJ'll)Hble TEXHOJOI'MH, B TOM YUCJI€ TCXHOJOI'HHU 3JICEKTPOHHOI'O OﬁyquI/IH
H AUCTAHIHMOHHBIC Oﬁpa?oOBaTe.TILHLIe TEXHOJOI'MH, MCIOJb3YEMbIC IIPH OCYIIECCTBJICHUHU
06p330BaTeﬂbHOFO nmpouecca nmo 1MCHuIlJInHEe

B mponecce 00ydeHns NCIONB3YIOTCS CIEAYIOIINE 00pa30BaTeIbHbIE TEXHOIOTUU:

AxafeMu4ecKas JEKIHUs — [10CIEJ0BATEIbHOE H3JI0KEHUE MaTepHaja IperoaaBaTeseM,
pPaccMOTpEeHHE TEOPETUYECKMX U METOJOJIOTUYECKUX BOIPOCOB AMCHUIUIMHBI B JIOTHYECKH
BbIIIep)KaHHOH (opme. B mporecce neknuu mnpenogaBaTeslb CTUMYIUPYET CTYAEHTOB K y4acTHIO B
OOCYXKJIEHUM BOIPOCOB U  BBICKA3bIBAHWIO COOCTBEHHOW TOYKM 3peHHUsl oOcCyxKaaemMoun
npobnematuku. Llenn u TpeboBaHMs K aKaJeMUYECKOM JEKIMU: COBPEMEHHBIA HAYYHBIH YPOBEHB,
MH()OPMATUBHOCTh, CHUCTEMHOE  OCBEIICHHWE KJIIOYEBBIX MOHSATHUH UM  MOJOKEHUH 10
COOTBETCTBYIOILIEH Teme, 0030p M OIEHKa CYIIECTBYIOLIEH MpoOIeMaTHKH, Jada METOIUYECKUX
pEeKOMEeHAalui CTYJeHTaM JUIsl JalbHEeHIero u3y4eHus Kypcea.

IIpakTyeckoe (ceMHHApCKOe) 3aHATHE — 3aHATHE, IIOCBALICHHOE IPAaKTUYECKOU
O0TpabOTKE Yy CTYIEHTOB KOHKPETHBIX YMEHHH U HaBBIKOB IpPU HW3YYEHUH JUCLUUIUIMHBI,
3aKpEIUICHUIO TIOJTYYEHHBIX Ha JICKIMH 3HAHUN M OLEHKE pPEe3yJbTaTOB OOYYeHHs B Ipolecce
TEKYIIETr0 KOHTPOJIS.

Ha mnepBoM mnpakThyeckoM 3aHATUM B BBOJHOW 4YacTH JaeTcsi IEpPBOE LEIOCTHOE
npejcTaBiIeHue o JucuuIuiiHe. CTyAeHThl 3HAaKOMSTCSA C Ha3HAYEHHUEM M 3a/ladaMu JUCLUIUINHBI,
e posibl0 U MecTOM B 00Opa3oBaresibHOM mporpamme. IIpu 3TOM 03BY4YMBAIOTCS METOIUYECKUE U
OpraHU3alOHHbIE 0OCOOEHHOCTH padOThl B paMKaxX JAHHOM TUCLMIUIMHBL, a TaKKe JAeTCs aHaJIN3



pPEKOMEHAYeMO  yueOHO-METOIUYecKoi muTeparypsl. IIpolomKUTeNbHOCTh BBOAHOM YacTu
cocrapisieT He Oosiee 10-15 munyT.

IIpyn npoBeneHUH NMPAKTHYECKUX 3aHATUN HCIIOJB3YIOTCS TaKME WHHOBAL[MOHHBIE METOMbI
o0y4yeHHs, Kak Juajor-cobeceoBaHue, KOJUICKTUBHOE OOCYXJEHHE TEMaTHYECKUX BOIPOCOB,
pa3dop MPaKTUYECKUX CHUTYallMid, HOPMATHBHBIX JIOKYMEHTOB, TEOPETHUYECKUX M METOAMYECKHX
aclleKTOB IO TeMaM JUCHMIUIMHBL — OOCy)XJeHHEe M OLIEHKa IPaBHWJIBHOCTH BBIITOJHEHHbIX
pa3NMYHOrO THIA 33JaHUN, YKa3aHHBIX B (OHAE OLIEHOYHBIX CPEICTB pabodel MporpaMMbl,
IIPOU3BOJIUTCS KOJUIEKTUBHO CTYIEHTaMHU I10J] pyKOBOJICTBOM IIPENOJABATEIs.

KoncyabTanum — BHJI Y4eOHBIX 3aHATUH, SABISAIOIIMECS OAHOH H3 (OpM KOHTPOISL
CaMOCTOSITENIbHONW paboThl CTYJIEHTOB B TedyeHue ceMmecTpa. Ha KOHCynmpTalMsax MO MHHUIIMATHBE
CTY/ICHTOB PAacCMaTPHUBAIOTCA M OOCYKAAIOTCS pa3IMYHbIE BOMPOCH TEMATHKH JAUCIUILIUHBI,
KOTOPbIE BO3HUKAIOT Yy HUX B MPOLIECCE CAMOCTOATEIbHON pabOTHI.

B nporecce 00y4deHus UCTIONB3YIOTCS CIEAYIONIME TEXHOJIOTUU 3JIEKTPOHHOTO O0YYEeHHS U
JUCTAHLIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHU:

DaexkTpoHHblii yuuBepcuter Moodle SIpI'Y, B KOTOPOM MPHUCYTCTBYIOT:

- 3aJlaHus AJIs CAaMOCTOSITENIbHOM pabOoThl 00yJaroIUXCs 110 TEMaM JUCLUILINHBI,

- CpEeICTBa TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH CTY/ICHTOB (TECTUPOBAHMUE);

- MIpEe3EHTAIMM U TEKCTHI JEKIUHI 10 TeEMaM JTUCLHUIUINHBI;

- MPEJICTABICH CIUCOK Y4YeOHON JMTepaTypbl, PEKOMEHAYEMOW Uil OCBOCHHUSA
JTUCLUILINHBL;

- npenacraBieHa uHpopmanus o (GopMe U BpEMEHU MPOBEACHUS KOHCYIbTAIMIl IO
JUCLUIIJIMHE B PEKUME OHJIANH;

- MOCPEACTBOM (OopyMa OCYIIECTBISETCS CHUHXPOHHOE U (WMJIM) AaCHHXPOHHOE
B3alMOJICICTBHE MEX Ay 00yJarolMMUCS U MPENoIaBaTeNIeM B paMKaxX U3yYeHUs! TUCHUIUIMHBIL.

6. [lepevyeHb JUIEH3HOHHOTO W (WJIHM) CBOOOJIHO PACIPOCTPAHSEMOro NMPOrPaMMHOIO
ol0ecrieyeHusi, HCNOJb3yeMOr0 TIPH OCYLIECTBJIeHMH 00pa3oBaTe]bHOr0 Mmpolecca 1o
AUCHMILINHE

B npouecce ocymecTBiaeHuss 00pa3oBaTeIbHOrO Mpoliecca Mo AUCHUILIUHE UCTIONb3YIOTCS:
1) nns QopmMupoBaHUS MaTepHANOB ISl TEKYIIETO KOHTPOJS YCIEBAEMOCTH U MPOBEICHUS
MIPOMEXYTOUHOM arTecTanuu, st pOpMUPOBAHUS METOAMUECKUX MAaTEPUAJIOB M0 AUCLUIUIMHE:

- mporpammbl Microsoft Office;

- Adobe Acrobat Reader DC.

2) nahopMaloOHHbIE CIIPABOYHBIE CUCTEMBI, B T.4. Mpo(deccCHoHaNbHbIe 0a3bl TaHHBIX:

- cripaBOYHas paBoBas cucrema ["apaHr.

7. IlepeyeHb cOBpeMeHHBIX NPOGecCHOHANBHBIX 0a3 JaHHBIX M MH(OPMALMOHHBIX
CIIPAaBOYHBIX CHCTEM, HCIOJb3yEeMbIX IPH OCYLIECTBJCHHUHM 00pa30BATEIbHOIO IpoLecca 1o
AUCHHILINHE (IIPU He00X0AUMOCTH)

B nporecce ocymiecTBieHus: 00pa30BaTeIbHOrO Mpolecca Mo AUCUUIIIIMHE UCIOIB3YIOTCS:

ABToMatu3upoBaHHas  OubnuoreuHo-uHpopmanuoHHas  cuctema  «BYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. IlepeyeHb OCHOBHOW W /IOMOJIHUTEJIbHOIW Yy4e0HO#i JUTepaTypbl, pecypcoB
UHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «UWHTepHeT» (IpPH HEOOXOAMMOCTH),
PeKOMEHIyeMbIX /1JIs1 0CBOCHMS 1N CHUTIIHHbBI


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

a) OCHOBHasI IUTepaTypa

IlysamoBa H. H. Opragu3zanpss ¥ TEXHOJOIMsS JOKYMEHTAIMOHHOIO oOecreueHus
yrpasieHus [DaekTpoHHblii pecype]: YueOuuk u npaxktukyM. / Illysamosa H.H. - M.: IOpaiir,
2017. - 221. — Pexum pocryma: https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-
0D785C133657 (OBC «tOpaiit»).

2. I'po3zosa O. C. Jemonpon3BoAcTBO [DIeKTpoHHBIN pecypc]: YuedHoe mocodue. / I'pozosa
O.C. - M.: IOpaiir, 2017. - 124. — Pexxum pocrtyma: https://biblio-online.ru/viewer/SF1C27F2-251B-
4B74-BE78-AC06A5D30956 (OBC «tOpaiity).

0) 10MOJTHUTEJIbHAS JIUTEepaTypa

1. Ky3uenoB 1. H. JlokymeHTanmonHoe oOecrieueHue yrpaBieHus. JJOKyMEeHTOOO0pOT U
JIEIOTIPOU3BOJICTBO [DJEeKTpOHHBIN pecypc]: YueObnuk u npaktukym. / Kysuenos U.H. - 2-e u3n. -
M.: Opaiit, 2017. - 477. — Pexxum noctyna: https://biblio-online.ru/viewer/7873BF4AB-A3F7-44E2-
8ECO0-1E3D6392702A (ObC «tOpaiit»).

B) pecypcsl ceTn «UHTEpHET»:

1. DnexkTpoHHbII KaTaJjor Hayunou oubnmorexku SApl'y
(https://www.lib.uniyar.ac.ru/opac/bk_cat find.php).

2. DnextponHas OubOimoreunas cuctema (DBC) um3marensctBa «HOpaiit» (https://www.
urait.ru).

3. DnexktpoHHas  OubOmmoreunas cuctema (OBC)  wm3marensctBa  «lIpocmekTy»
(http://ebs.prospekt.org/).

4. Hayunas anextponHnas oubnuorexa (HOB) (http://elibrary.ru)

5. Caiirt o Bompocam Oyxrairepckoro yuera Www.audit-it.ru

6. Caiit o Bonpocam Oyxrantepckoro yuera Cant www.klerk.ru

9. MarepuajbHoO-TeXHHYecKasi 0a3a, HeoOXoauMas 1Jisl OCylleCTBJIeHUsSI 00Pa30BaTEIbHOIO
Npouecca no AMCHHILINHE

MarepuanbHO-TexHHUYECKast 0a3a, HeoOXoAuMas Ul OCYIIECTBJICHHS 00pa30oBaTEIbHOTO
mpoliecca o AUCHUILIMHE BKIIIOYAET B CBOM COCTAB CHEIMATIbHBIC [IOMEICHHUS:

- yueOHbIe ayTUTOPUHU JJIS IPOBEACHUSI 3aHATUH JIEKIIMOHHOTO THIIA;

- yueOHbIE ayTUTOPUU JJISl IPOBEACHUS MPAKTUYECKUX 3aHATHH (CEMUHAPOB);

- yueOHbIe ayTUTOPUHU JJIS IPOBEICHHSI IPYIIIIOBBIX U UHIMBUAYAIBHBIX KOHCYIbTALIUH;

- yueOHBIE ayIUTOPUU U1 TMPOBEJIEHUS TEKYIIEro KOHTPOJISI U IMPOMEXKYTOUHOMN
aTTecTaluu;

- IOMEILIEHUs JJI CAMOCTOSITEIbHON paboThI;

- IOMEIICHUS Ul XpaHEeHHUs] ¥ MPOPUIAKTHUECKOr0 00CTYKMBAHUS TEXHUYECKUX CPEICTB
oOydJeHwus.

CrienuanpHble TIOMEIIEHUS YKOMIUIEKTOBAHbI CpEICTBAMH OOYYEHUS, CIYKAIllUMHU 7S
npecTaBieHus yaueOHoi nHdopmanuu 60IbIION ayAUTOPUH.

[ToMemienust A caMOCTOSITENbHOW pPabOThl OOYYAIOMIMXCS OCHAIIEHBl KOMITBIOTEPHON
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOueHus K cetu «MHTepHeT» M olecnedyeHneM JI0CTyma K
3JIEKTPOHHON MH(OpMaIMoHHO-00pa3oBaTenbHoM cpeae Apl'Y.

ABTOp:

Jonent  kadeapsl  yOpaBieHUS |
MPEANPUHUMATENIBCTBA, KaHJ. DKOH. HAYK E.W. Jluanosa
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IIpunioxenne Nel k paboueii nporpaMme AUCHUILINHBI
«JlokyMeHTaMOHHOEe 0OOecnedeHue yInpaBJaeHusD)

DoH/1 OLIEHOYHBIX CPEACTB
JJIS1 TPOBe/IeHNs] TEKYIIel ¥ MPOMeKYTOYHOI aTTeCTAlIMH CTYIeHTOB
Mo JUCIHUILINHE

1. TunoBble KOHTPOJIbHBIE 32/1aHUS WIN HHbIE MATEPUAJIbI,
He00X0AUuMBbIe VIl OLleHKH 3HAHNH, yMeHMi, HABHIKOB U (MJIM) ONBITA 1eATeIbHOCTH,
XapaKTePU3YHIIMX 3TANbI ()OPMUPOBAHUS KOMIIETEHIIHI

1.1 KoHTpoJ/IbHBIE 32JaHUSI U HHbIE€ MATEPHAJIbI,
HCMoJIb3yeMble B Mpoliecce TeKylleil aTrecTanuu

Tema 1

Tembl pedeparTos
Hcropus cTaHoBiIeHUS J1e10npou3BoACTBa B Poccunm.
[Tpuxaznoe nenomnpousBoacTBo B napckoit Poccun (XV-XVII BB.).
Hcropus cTaHOBIIEHUS J1€IONPOU3BOJICTBA B PA3HBIX CTPaHaX (HECKOJIBKO YEJIOBEK).
Ponb «1oxymMeHTa» B COBpEeMEHHOM OOIIECTBE.
["ocynapcTBeHHOE peryaupoBaHUe JOKYMEHTAIIMOHHOIO O0eCIeUeH s yIpaBIeHUs..
CyOBbeKTbI 1€T0NPOU3BOICTBA B TOCYIaPCTBEHHBIX OpPraHax.
Cucrema «5S».
[TpaBusia paboThl ¢ JOKYMEHTaMu B cyne (oOpalleHue Tpak[aH, MPHEM 3asBIICHUH,
nepeaaya Jies u T.11.).

8. OcCHOBBI OpraHu3alUy JIEJONPOU3BOJCTBA (HOPMATHUBHAS pETJIAMEHTAlUsl PaOOTHI,
OpraHu3alMOHHAast CTPYKTYypa CIIyKObl 1eTONPONU3BOACTBA U T.11.).

9. Hcnonp3oBaHWE HOBBIX, COBPEMEHHBIX TEXHOJOTHA B  JOKYMEHTHPOBaHHU
JESATENBHOCTH NPEATIPUATHS.

10. TexHuuUecKue cpencTBa, UCTIOIb3yEeMbIE B IEIOTPON3BOJICTBE.

11. JToxyMmeHTbI Ha HOBEHIINX HOCUTENSIX HH(OpMaIK: 006JacTb MIPUMEHEHUS U MTPUJaHKe
FOPUANYECKON CHIIBI.

NookrwnPEE

Tema 2

Bonpocs! k TeopeTH4yeckoii KOHTPOJIbHOI padoTe (C MOCIEAYIONUM 00CYKIECHUEM )
Hctopus pa3BUTHA JeTONPOU3BOICTBA;

Poitb TOKyMEHTOB B ’KH3HH YeJIOBEKa U OOIIECTBa, B cepe MpaBa v yIpaBICHUS;
JIOKYMEHT | ero GyHKINY;

HopmaTtuBHO-TIpaBoBast 6a3a COBPEMEHHOTO JICIOTPON3BOJICTBA;

YHuUKaMsa U CTaHAAPTU3ALMS B 1€T0NPOU3BOJICTBE;

Knaccudukanus 1e10Boi JOKyMEHTAITUH.

RN

3ajanue 1J151 TEKYLIEro KOHTPOJIS «Y CTaB»

[Ipoananuszupyiite ocHoBHBIE 31emMeHTHl yctaBa GI'BOY BO Apl'Y um. ILI. Jlemunosa,
MEPEYNCIIUB IO MYHKTAaM €TI0 OCHOBHBIE MMOJIOKEHUS, C YKA3aHUEM KOHKPETHBIX JaHHBIX.

C ycTaBOM MOKHO 03HAKOMUTHCS HA O(PUIIMATFHOM CaiiTe YHUBEPCUTETA.



Tema 3

Tembl pedepaTos

®oT0- ¥ KUHOJOKYMEHTHPOBaHUE: HA3HAUYEHUE U 00JIaCTh IPUMEHEHUSI.
®OHOJOKYMEHTHPOBAaHUE: BOZHUKHOBEHHE, PA3BUTHE U 00JIACTh IPUMEHEHHS.
HcTopust pa3BUTHS CEKPETApPCKOTO Jena.

JlesnoBbIe U JIMYHBIE KaYeCTBA CEKpeTapsl.

DTHKa CeKpeTapCKoro Tpyaa.

Jlexcuka Aem0BOro ooeHusl.

JlenoBo# CTUIIb MUCbMEHHOM peUu.

Benenue TpynoBbIX KHUXKEK.

PaGora ¢ koHpUACHINATHHBIMU JOKYMEHTAMH.

0. OdopmieHne KOPPECTIOHACHIINN IO BHEITHEAKOHOMUYECKOU I TEIILHOCTH.
1. HdenonpousBoActBo B coBpeMeHHoM Utanuu, ['epmanun, @panuuu u ap. crpaHax

PRoo~Nokwh =

Tect
1. KakuM HOpMAaTUBHBIM JIOKYMEHTOM yCTaHABIUBACTCS MAaKCUMAIIbHBIA 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 cOOTBeTcTBHUM ¢ DegepajbHbIM KOHCTHUTYHHOHHBIM 3aKoHOM «O
I'ocynapcrBennom repbe Poccmiickoii ®egepamum» ot 25.12.2000 Ne 2-®K3. IIpaso
pacnosaraTh rocy1apcTBeHHbIi repd Ha 0(PMUHMAIBHBIX JOKYMEHTAX MPUHAAJIEKUT OPpraHam
rocyJapCcTBEHHOI'0 YNIPAaBJeHHUs, Cy/1a, MPOKYPATyPhbl, ApOMTPAsKa, HAJTOTOBBIX CJIYKO U T.A.
3. Kakue cyiiecTByrOT criocoObl 1TaTUPOBAHUS JJOKYMEHTOB?
OrtBer: 1aTa B J0KyMeHTe opopMmiisieTcsi HM(PPOBBIM CIIOCOOOM HJIM CJIOBECTHO-LU(POBBIM.
4. Hudposoii ninn 6ykBeHHO-UU(POBON UACHTU(DUKATOP TOKYMEHTA — 3TO. ..
5. OTMeTKa 0 HOCTYIUIEHUH 0(hOpMIISIETCS:
a) Ha MOCTYMNAIONIUX JOKYMEHTAX;
0) Ha OTNpaBIIAEMBIX JOKYMEHTAX;
B) Ha BCEX JIOKYMEHTaX.
OtBer: a
6. Kakum pexkBu3uTOM 0QOpMIISIETCS BHEIITHEE COTTIacOBaHKE?
OrtBet: rpud coriacoBaHus JOKyMeHTA.
7. Yro siBNgeTCS 1aTOM TOKyMeHTa?
OTtBeT: 1aTO#i 10KYMEHTA ABJIsAETCH AaTa ero NOANMCAHUS WM YTBEPKIeHMs.
8. OMOsieMa, HaHEeceHHas Ha OJaHKe, MOYKET 3aMEHUTh Ha3BaHUE OpraHU3aluu:
a) na;
0) Her;
B) MHOT]IA.
Otser: 0
9. PexBM3HT, KOTOPBII OMOTaeT OpraHu3alMy, MOJYYHBILIEH MHUCbMO-OTBET, HAUTH CBOIO KOIHIO
WHUIIMATHBHOTO TIMCbMa — 3TO. ..
OTBeT: cChIJIKA HA PerHCTPALMOHHBII HOMep U AaTy NOCTYNHMBIIEr0 JOKyMeHTa
10. Mecro n3nanus T0KyMeHTa 0opOpMIIseTCs TaK:
a) r. Mockaa;
6) Mockaga;
B) rop. Mockaa.
Otser: 0



3aganHne 101 TeKyLIero KOHTPoJis «PekBU3UTHD)

CamocTosiTeIbHO cocTaBbTe TecT M3 20 BONPOCOB C OTBETaMHM IO TeMme ''PeKBU3UTHI
JOKyMeHTOB". BOmpoCkl MOTYT CoJiepKaTh OJUH WM HECKOJIBKO BAPUAHTOB OTBETOB, MOTYT OBITh
OTKPBITBIMHU WJIHM 3aKPBITHIMH.

TpeboBaHMs K TECTY:

- 110 COJICPKAHUIO TECT JOJKEH COOTBETCTBOBAThH TEME;

- BOIIPOC JIOJKEH COJIEPIKATh OJIHY 3aKOHYEHHYIO MBICIIb;

- HENpaBWJIbHBIC OTBETHI JIOJDKHBI OBITH Pa3yMHBI, YMEJO IMOJ00paHbl, HE JIOJHKHO OBITh
SIBHBIX HETOYHOCTEH, I10JICKA30K;

- HE 3a/1aBaiiTe BOIPOCOB C MTOIBOXOM;

- BCE BapHaHThl OTBETOB JOJKHBI ObITh TPAMMATUUYECKH COTJIACOBAHBI C OCHOBHOM YacCThIO
3aJIaHKA;

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

- U30eraiTe MOBTOPCHUS;

- HE YIIPOUIAKWTE BOMPOCA.

Tema 4

KonTtposabnas pa6ora

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

VYyeOHo-nnpousBoacTBeHHoe oObeaunenue. [IPMKA3. 28.12.2009 Ne 64. r. Mocksa. O6
o0ecrieueHnr MPOTUBOMOXKApHOW Oe3omacHocTH. B mensx oOecriedyeHuss MPOTUBOIOKAPHOU
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 aekTpoodopynoBanus u 31.12.2009 Beikiarounth Bce pyOmsibHMKH. 3. KoHTponb 3a
HCIIOJTHEHUEM TTpUKa3a Bo3yaraeTcs Ha 3aM. qupekropa no AXY B.A. Ky3nenony. Jupekrop YIIO
B.A. TlerpoB. C mnpukazom o3HakomieH: 3aM. gupektopa nmo AXY B.A. Kysnenosa. Jlara
o3HakomyieHus. B neno 01-08. [lara.

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. KpacHosipck. O6 ucnosnb3oBanuu B 2010 r. meneBoro (oHma aMOpPTHU3ALMOHHBIX
oruncnenuit. C 1enpl0 TUIaHOMEpHOTO wucnois3oBanuss B 2010 romy meneBoro ¢onHma
aMOPTH3aLlMOHHBIX OTYMCIEHUN M B COOTBETCTBUU cO CT. 13 «llomoxkeHne o rocynapcTBEHHOM
npeanpustun» OBA3SBIBAIO: 1. Havansnuka mmanoBoro otnena HO.II.  AHTOHOBY 1o
corjacoBaHuto ¢ ri. Oyxranrepom 3aBojga H.U. bensBkunodt npeacraButs no 30.12.2010 r.
o0ocHOBaHHbBIE JaHHBIE 0 mepexonsmux Ha 2011 rom ocraTkax u 0 pasmepe IeneBoro (onma
aMOPTU3ALMOHHBIX OTYMCIEHUH, oOpa3yeMmbIX Mo TmuaHy 3aBoja Ha 2011 roa. 2. I'maBHOro
uHxeHepa 3aBoja b.M. JInbeHcoH npeacTaBuTh COrIaCOBaHHBIE C HAYAIbHUKAMU 1IEXOB U OTIENIOB
npennoxkeHus o nposefeHuy B 2011 rogy KanmuTanbHOrO pEMOHTA 3/1aHUN M COOPYKEHUH 3a CUET
(dboHIa aMOPTHU3ALMOHHBIX OTYUCIEHUN. 3. KOHTPOJIb 32 UCIIOJIHEHUEM HACTOSIIEr0 PacCOPSKEHUS
BO3JIarar0 Ha 3aMecTUTeNs AUpeKTopa 1o xo3siicrBenHoi yactu C.U. AGaynaesa. /lupexrop 3aBona
A.®. IInyTHHKOB.

3aoanue Ne 4. Hanuwume ykazanue.

AO «Qranon». YKA3ZAHHE. 01.12.2008 Ne 28. r. Spocnasns. O rpaduxe oTIycKOB Ha
2009 ron. s cocrabnenus rpaduka ornyckoB Ha 2009 ronx TIPEJIJIATAIO: 1. PykoBoaurtensm
CTPYKTYPHBIX NOJpa3JeleHU NpPEACTaBUTh B OTIEN KaJpOB CIUCKU COTPYJHUKOB C yKa3aHUEM
IJIaHUpyeMoro cpoka ouepeaHoro ornycka B 2009 romy. Cpok NOpeACTaBICHHS CIUCKOB —
10.12.2008. 2. OTnemny KaapoB COCTaBUTH CBOJIHBIN TpadK OTIYCKOB pabOTHUKOB (GupMbl Ha 2009



roJ W TMPEICTAaBUTh €r0 Ha YTBEpXKIEHUE B MUPEKIUI0 (upmbl. OTBETCTBEHHBIH — HadaJbHUK
ornena kaapoB O.1O. IlankparoBa. Cpok npeactaBieHust rpadguka — 20.12.2008. 3am. gupekTopa
¢upwmer [1.1. Ab6pamosa. B neno 05-21. [lata.

3aganue 1is Texkymero KoHTpoJs «Cocrasiaenue u opopmiaenune OPJD»

1. Hanuwume nucvmo-npuenawienue.

AO «KBanry». 25.03.2020 Ne 53. JIlupeKkTopy BBICTABOYHOTO LIEHTpa «DKCHo-Om3Hec» A.B.
[TerpoBoii. [lucemo-npurnamenue. Msl npurnamaem Bac npuHATH ydacThe Ha BBICTABKE HOBBIX
TEXHOJIOTUH M TPEICTaBUTH Ballly MpOAyKUWio. BeictaBka Oyzer mpoxomuth ¢ 02.08.2020 mo
10.08.2020 B HamieM BBICTABOYHOM IIEHTpe. Pa3menieHue Baimiel MpOAyKIMM Ha BBICTABKE MBI
rapantupyeMm. {upextop AO «KBant» C.b. bpoBkuH.

2. Cocmagbme npomoxo..

OAO «Motop-knacce». [TIPOTOKOJL. 24.10.2019 Ne 34. Spocnaib. 3acegaHusi KOJIETHH.
[Ipencenarens — A.B. Jlo6poBckas. Cekperaps — JI.D. Ilepona. [IpucyrcrBoBanu: O.A. 3arnaauna,
CJI. KysuenoB, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenxo, A.C. Cymuos, M.C.
Tutopenko. Ilpurnamennsie: Havanpauk otaena Ynopasinenuss KynaeTypbl A.IL. Bacunbes.
I[TOBECTKA JHA: 1. O pabore otrnmena uHGOpMATH3AIMK TIO OOCCIICUCHUIO ICATCILHOCTH
yupexaenus. Jlokinan HayanbHuka otaena K.M. Cepruenko. 2. O npeacrainenun O.0. PakuBHEHKO
K npucBoeHuro [logeTHoro 3Banus «3acimyXKeHHBIH pabOTHUK KylnbTyphl Poccuiickoit deneparumy.
CoobOmenne HavanbHuka otaena M.C. Turtopenko. 1. CJIVIHAJIM: K.M. CeprueHKo — TEKCT
noxnama npuiaaraetcs. BBICTYIIWJIN: C.JI. Ky3HeunoB — CTaBUT BOMPOC O JOMOJHUTEIHHOM
BBIJICJICHUH KOMITbIOTepOB Tuma «Pentiumy» mms oraena. A.C. CymIlOB — mpemiaraer mepenarhb
OTIENy MacCHUB HMEIONIMXCS B JPYTHX MOApa3JeleHusX HH(popManuoHHBIX KapTtouek. O.A.
3arnanMHa — cooOmaeT o0 UMEIONIMXCA B OTIENEe HOBBIX pa3paboTkax 1O  YIyYIICHHIO
opranuzanuu  uHpopmarmoHHsix mpoieccoB. [IOCTAHOBW/IN: 1.1. OpoOpuTh OCHOBHBIE
HampaBlieHuss paboTel otaena. 1.2. Pa3pemmTs agMUHHCTPATUBHO-XO3SHCTBEHHOW CIyx0e
puoOpecTy A HyXJ oThena nHpopMaTu3auuu 3 KOMIbIOTepa HE0OOX0IMMOM KOH(pUTrypauu. 2.
CJIYIIAJIN: M.C. Tutopenko — tekct noxiana npuiaraercs. BBICTYIIMIIN: ®@.M. CemeHnos —
nojJepKuBaeT npeioxenue o BeiaBkeHnH O.0O. PakuBHEHKO Ha MPUCBOEHUE TOYETHOTO 3BAaHUS
«3acmyxeHHbI paOoTHUK KynbTypbl Poccuiickoit ®denepaumm». M.H. JlyueHko — roBopur o
cepbe3nblx 3aciayrax O.0. PakuBHeHKO B Jiele pa3BUTHUA OTEUECTBEHHOW KYJIbTYpBHIL.
IIOCTAHOBUJIN: 2.1. BeiaBunyte O.O. PakMBHEHKO Ha IPUCBOECHHE €M IIOYETHOIO 3BaHUS
«3acykeHHbIH paboTHUK KyIbTyphl Poccuiickoit denepanuny. [pencenarens A.B. JloOpoBckas.
Cexperaps JI.B. IlepoBa. B geno Ne 25-01. [lara.

Tema 5

Teopernyeckuil TUKTAHT

JlaiiTe onpeneneHust CIeayOMUM MTOHATHSIM:
Anpecar

AnpecaHT AKT

AxnenTt

Anketra AHHOTAIUA

ApxuBHas BBIIIACKA

ApxuBHas CIpaBKa

Acnekr

Bbank

Benomocth

Buza BuyTpennuii agpec nucbma
BuyTpeHHHUI TOKyMEHT
Bxonsiimuii JOKyMeHT

Brmucka

O O O OO0 OO OO0 OO OO O0OOo



Tpud

Hara

Heino

JemnoBoe muceMo
JIMPEKTUBHBIN JOKYMEHT
JloBEepEeHHOCTh

© O O O O O

Kpurepun onenkn (popM TeKyero KOHTpOJIst

Kpurepun ouenku pedepara

OrneHka «OTJIMYHOY» BBICTABIIAETCS, €ClIM paboTa CTYAEHTa HAllMCaHA IPAMOTHBIM HayYHbBIM
S3BIKOM, UMEET YETKYIO CTPYKTYPY M JIOTHKY M3JI0KEHHs, TOUKa 3PEHUS CTy/IeHTa 00OCHOBAaHHA, B
paboTe NPUCYTCTBYIOT CCBIIKM Ha HOPMATUBHO-IpaBOBbIe aKTbl. CTylneHT paboTe BBIABUraeT
HOBBIE UJEH U TPAKTOBKH, JEMOHCTPUPYET CIIOCOOHOCTh aHAIM3UPOBATh MaTepUal.

OreHka «XOpOILO» BBICTABIIAETCS, €CIM paboTa CTYAECHTa HallMCaHa IPaMOTHBIM Hay4YHbIM
SI3BIKOM, IMEET YETKYIO CTPYKTYPY M JIOTHKY HM3JIOKEHHS, TOUKa 3PEHUS CTy/IeHTa 00OCHOBAaHHA, B
paloTe NPUCYTCTBYIOT CCbUIKM Ha HOPMAaTUBHO-IIPABOBBIE AKTHI.

OneHka «yIOBJIETBOPUTENILHO» BBICTABISETCS, €CIM CTYJEHT BBIIIOJHUI 3aJlaHUE, OJHAKO
HE IPOJEMOHCTPHPOBAJ CIIOCOOHOCTh K HAyYHOMY aHAIM3y, HE BBICKA3bIBal B pabOTe CBOEro
MHEHHS, JOIMYCTHJI OIIMOKH B JIOTHYECKOM 0OOCHOBaHUH CBOETO OTBETA.

Onenka «HEeyJOBJIETBOPUTEIBLHO) BBICTABIIAETCS, €CIIM CTYACHT HE BBIIIOJIHWII 3aJlaHUE, WIN
BBITIOJIHWI €10 (hOpMaJIbHO, OTBETWJI Ha 3aJaHHBIA BOMIPOC, IPU ITOM HE CCBHUIAJICS HAa MHEHUS
YUY€HBIX, HE TPAKTOBaJ HOPMAaTUBHO-IIPABOBBIE aKThl, HE BHICKA3bIBAJI CBOEIO MHEHMS, HE NPOSIBUII
CIIOCOOHOCTB K aHAIN3Y, TO €CTh B LIEJOM LI€b pedepaTa He JOCTUTHYTA.

Kpurtepuu onieHKH TeopeTH4eCKOH KOHTPOJIbHOI PadoThI

OreHka «OTIMYHOY BBICTABISETCS, €CJIM MMHCbMEHHbBIE OTBETHI Ha BOIPOCHI JJaHbI B TOJIHOM
o0beMe ¥ Ha BBICOKOM TEOPETHYECKOM YpOBHE, MW3JIOKEHHE Marepuajga JIOTUYHOE,
apryMEeHTHPOBaHHOE, C OTIOPOIl Ha TIEPBOUCTOYHHUK.

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

OHeHKa «KYOOBJICTBOPUTCIIBHO»  BBICTABJISACTCSA, €CJIM B OTBCTaX ObLIH JOMMYIICHBI
NPUHIUIHAIBHBIE OIINOKH, BBISIBIEH HEBBICOKUI YPOBEHB BIIAJICHUS MaTEPUAIIOM.

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

Kpurepun ouenku recra

OreHKa «OTIUYHO» BBICTABISIETCS, €CITU JIaHBI BEpHBIE OTBETHI Ha 85 % u Goyiee BOMPOCOB
TecTa.

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

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

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

Kputepun onieHKH KOHTPOJILHOMH padoThI
OrneHka «OTJIIMYHO» BBICTABIIAETCS, €CIIU JOKYMEHT COCTaBJIEH B IOJIHOM 00BbEME, YKa3aHBI
BCC HCOGXO,Z[I/IMI:IG PCKBU3UTEI, UX PACIIOJIOKCHUC COOTBECTCTBYCT Tpe60BaHI/I$IM.
OneHka «XOpOILO» BBICTABISAETCSA, €CIM JOKYMEHT COJEPXKHUT HENPUHLIUIHAIbHBIE
MOTPEIIHOCTH.



OI_IeHKa «YOOBJICTBOPHUTCIILHO» BBICTABJIACTCA, CCJIIn B JAOKYMCHTC AOMYIICHBI
MPUHIUIIUAIIBHBIC OH_II/I6KI/I, BBISIBJICH HEBBICOKHI YPOBCHB BJIaICHUA MAaTCPUATIOM.

OLIGHKa CHCYHOBJICTBOPUTCIILHO)» BBICTABIIAACTCA, €CIM OOKYMCHT HE COOTBCTCTBYIOT
nmapamMeTpam, NIpUBCACHHBIM BBILIC, NJINW CTYACHT OTKa3ajiCsd OTBCYATh HA BOIIPOCHI.

Kpurepuu onieHKH TeOpeTHYECKOr0 JMKTAHTA

OL[eHKa «OTJIIMYHO» BBICTABJIACTCA, €CJIM OTBCTHI JaHblI B IIOJTHOM OGBGMG U Ha BBICOKOM
TEOPETUYECKOM YPOBHE.

OLIeHKa «XOpouo» BBICTABJIACTCA, cClin OTBCThI CoACpiKart HCIIPUHIUIINAJIBHBIC
MOTPEIIHOCTH.

OL[eHKa «YOOBJICTBOPUTCIIBHO»  BBICTABJISICTCA, €CJIIM B OTBCTAX GBIJII/I JOMMYIICHBI
MPUHIUIHATIBHBIC OIIMOKY, BBISIBIICH HEBBICOKHI YPOBEHB BIIAJICHUS MAaTEPHAIIOM.

OL[eHKa CHCYHOBJICTBOPUTCIBHO»  BBICTABIACTCA, C€CIUM OTBCTbI HE COOTBCTCTBYIOT
napameTpam, IPUBEICHHBIM BBIIIIE, UM CTYJEHT OTKA3aJICsl OTBEYATh Ha BOTIPOCHI.

Kpurepun ouneHku 3alaHui I TEKYIIero KOHTPOJIsI

OIIGHKa «OTJIIMYHO» BBICTABJIACTCSA, €CJIM OTBECTHI HaHbI B IIOJTHOM O6’I)€M€ 1 HAa BBICOKOM
TEOPETUYECKOM YPOBHE.

OIIGHKa <<XOpOHIO)) BBICTABJIACTCA, €CIin OTBECTHI coaepxcar HGHpI/IHIII/IHI/IaJII)HI)IC
MTOTPEUTHOCTH.

OIIGHKa <<YI[OBJICTBOpI/ITCJII)HO)) BBICTABJIACTCsA, €CJINM B OTBETax 6I)IJII/I IIOHYIHGHI)I
MPUHIMITHATIBHBIEC OIIMOKY, BBISBICH HEBBICOKUN YPOBEHD BIIAJICHHUS MaTEPHAIIOM.

OIIGHKa <<HeyIIOBJI€TBOpI/ITeJH)HO)> BBICTaBJIICTCsA, €CJIM OTBCTHI HE COOTBeTCTByIOT
napaMmeTpam, MPUBEACHHBIM BBIIIE, UITU CTYACHT OTKA3aJICs OTBEYATh Ha BOIPOCHI.

1.2 Cnucok BONpocoB u (M) 3aaHuii 1JIs1 MPOBeeHHs MPOMEKYTOUYHOI aTTecTalun
3ayer mo aucuuIUinHEe «J{OKyMEHTAllMOHHOE OOecreyeHHe YMpaBJICHUS» MPOBOJUTCS B
yCTHOH (hopMe 1o OuieTam.

BOl'[pOCI)I K 3a49€Ty

1. HcTopus pa3BUTHS JEeT0MPOU3BOICTBA;

2. Ponb 10KyMEHTOB B JKM3HM Ye€JIOBEKa U OOLIeCTBa, B cepe npaBa U YIpaBIICHUS;
3. JIOKYMEHT U ero GyHKIHUY;

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

5. VYHuUKanMsa U cTaHAapTU3aLKs B 1€JI0NPOU3BOJICTBE;

6. Knaccudukanus 1e1oBoii JOKyMEHTAINH,

7. bnaHku TOKyMEHTOB, UX XapaKTePUCTHKA,;

8. PexBH3HUTHI TOKYMEHTOB;

9. TpeboBaHus K TEKCTY TOKYMEHTOB. DJIEMEHTHI TEKCTa;

10. IOpunnueckas cuiia TOKyMEHTOB;

11.  XapakTepHcTHKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB;

12. XapakTepuCTUKA M COCTAB PACTIOPSAUTENBHBIX JIOKyMEHTOB;

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

15. Ilonoxenue;

16. WucTpykuus;

17. IIpukas;

18. Pacniopsixenue;

19. Pemenne;

20. [TpoTokou;
21. AKT;



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

JloknagHas v ciyxeOHasi 3alHiCKy;

ITucemo;

Crpaska;

JIOKyMEHTBI 110 JINYHOMY COCTaBY;

Tenerpamma, Tenekc, pakcorpamma;

Opranu3zanus J0KyMEeHTO000pOTa;

Perucrpanus 1OKyMEHTOB;

[Ipuem u 06paboTka BXOIAMINX JOKYMEHTOB;

[Tpuem u 06paboTKa UCXOASIINX TOKYMEHTOB;

KoHTposib 3a cpokamu UCIIOJTHEHUSI JOKYMEHTOB;
3akoHO/IaTeNIbHASE U HOPMATUBHAS OCHOBA XPAHEHUSI IOKYMEHTOB;
Opranusanys XxpaHeHus el B JeI0NPOU3BOJICTBE;
Howmenxkiarypa nen;

dopMupoBaHUE J€;

[ToaroroBka TOKYMEHTOB K C/la4y€ B apXUB;

ApXUBHOE XpaHEHUE JOKYMEHTOB;

OcHOBBI OpraHu3aIyy ACJIONMPON3BOACTBA (HOPMATHUBHAS pEriiaMeHTAIHs padOTHI,

OpraHu3allioOHHAd CTPYKTypa CJ'IY)K6BI JACJIOIMPOU3BOACTBA U T.H.)

39.
40.

Texunaeckue CpCaAcCTBa, UCIIOJB3YEMBIC B ACIOIIPOU3BOACTBE,
Hcnonb3oBaHue HOBBIX, COBPCMCHHBIX TEXHOJIOTUM B AOKYMCHTUPOBAHUHN

ACATCIIbHOCTU MPCAIIPUATUSA

41.

HOKYMGHTBI Ha HOBEHIIMX HOCHTEIISIX I/IH(I)OpMaI_[I/II/IZ 0051aCcThb INPpUMCHCHUA U

MPUJIAHUE FOPUINYECKON CUIIBI;

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

®DoT0- ¥ KUHOJJOKYMEHTUPOBaHKE: HA3HAYEHHUE U 00JIaCTh PUMEHEHHS,
DOHOIOKYMEHTHPOBAHUE: BOBHUKHOBEHNE, PA3BUTHE U 00JIaCTh MPUMEHEHNS,
JlenoBble U TMYHBIE KaYeCTBA CEKPETaps;

Jlekcrka esoBoro oOmenus;

JlenoBOH CTHJIb NUCEMEHHON PEYH,

BejneHne Tpya0BBIX KHIDKEK;

PaGora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH;

Odopmiierre KOppPECIOHACHIINH 0 BHEIITHEIKOHOMUYECKOH JeTENHHOCTH;
KoMmnbroTepHble TEXHOIOTHH B AEIONPOU3BOICTBE.

O6pasern Ouera

OI'BOY BO «fpocnasckuii rocynapctBeHHbli yHuBepcuteT uM. IL.I. JleMmunosa»

Kadenpa ynpasnenus u npeanpuHUMaTeIbCTBA
Hanpasnenue noaroroku: 38.03.02 MeHe>KMEHT
Hamnpasnennocts (IIpoduns): «VnpaBneHne npoeKTamMmm»
Hucnunnuna: «J{lokyMeHTanmoHHOe 00ecTieueHrne YIPaBICHHS»

BUWJIET Ne 1

1. Homenknarypa nien.

2. Benenue TpyIOBbIX KHIDKEK.

3aB. kadeapoii yrpaBieHUs U
MpeANPUHUMATEIHCTBA

KaHJ. 9KOH. HayK, JOLIEHT J.YO. Bproxanon
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IIpunoxkenne Ne2 k padoueil nporpaMme AUCHUILINHBI
«JlokyMeHTaMOHHOEe oOecredeHue ynpaBJeHusD)

MeTOIlI/I‘IeCKI/Ie YKa3aHUuA AJIdA CTYACHTOB 110 OCBOCHHIO JTHCHUIIJINHBI

N3yuenune OUCHMIUIMHBI TpeOyeT CHCTEMAaTHYEeCKOI0 U IIOCIIEJOBATEIbHOTO HAKOIUIEHUS
3HaHWH, CleJ0BaTEeIbHO, MPOMYCKU OTIENbHBIX TEM HE MO3BOJSIOT TTyOOKO OCBOUTH IMpPEIMET.
ITosToMy HE0O0XOAMMO IOCTOSIHHO OCYILECTBIIATh KOHTPOJb HaJ CHCTeMaTHYecKodl paboToi
CTyZ€HTOB. B Hauane W3y4eHUs [AUCHUIUIMHBI CTYJEHTaM HEOOXOIUMO O3HAKOMHUTHCA C
COJZIepKaHUEM pa3ZesioB JUCLHMIUIMHBL, C LEISIMH M 3aJadaMu Kypca, CBSI3IMU C JPYTUMHU
JMCLUUIUIMHAMH, CIIUCKOM OCHOBHOW W JONOJHHUTEIBHON JTUTEpaTyphl, rpaukoM KOHCYIbTAIUN
IpernoiaBaTeds.

UreHue NEKIUI MpeanoiaraeT M3J0XKEeHHE CTPYKTYPhl TEMBI M KPAaTKOTO COJEPXKaHHS €€
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIO’KHBIX Ul YCBOEHHS M (MJIM) UMEIOIIUX JAUCKYCCHUOHHBIH
xapakTep. JICKIIMOHHBII Kypc, B OCHOBHOM, CTPOHUTCSI HA OCHOBHBIX TIOJIOXKEHHUSAX B 00JaCTH OCHOB
JIeJIONIPOU3BO/ICTBA, MPEJCTABICHHBIX B HAYYHBIX TPYyJdaX POCCUHCKUX U 3apyO€KHBIX YYEHBIX,
UMEIoLUXCcA B HAIMYUM B OuOanoreke YHuBepcurera, DbC U ynoMsHYTBIX B CIIUCKE OCHOBHOM U
JONOJTHUTEIBHON JInTepaTypbl mporpaMMel. Ilocie nekuuu cTyneHThl oOpamjaroTcs K JaHHBIM
WMCTOYHUKAM JJIsl 3aKpEIUIEHUs 3HAHUM IO PacCMOTPEHHBIM Ha JIEKUMU BompocaM. B ciyuae
3aTpy/HEHUs] HEOOXOAMMO OOpaTUThCS 3a KOHCYJIbTALMEH K IMpernojaBaTelll0o B COOTBETCTBUU C
YTBEP)KJICHHBIM Ipa)uKOM KOHCYIbTAIHH.

Jlo odepeHOro MPakTHYECKOrO 3aHATHUSA 10 PEKOMEH/IOBAaHHBIM HCTOYHUKAM CTYIEHTaM
HEO0X0MMO MPOPadOTaTh TEOPETHUECKUI MaTepual, COOTBETCTBYIOIIUI Teme 3aHsaTHA. [lpu
MOJIrOTOBKE K IMPAKTHUYECKHM 3aHATHUAM CJEIyeT HCHOJIb30BaTh HE TOJBKO JIEKIHMH, y4eOHYIO
JUTEPaTypy, HO U HOPMATUBHO-TIPABOBBIE aKThl I KOMMEHTApHH K HUM (JIOCTYIT BO3MOXEH 4epes
caiiTel crnpaBoyHO-MHpOpMannoHHbIX cucteM Koncynprantllmoc, 'apant). Ha npaktuueckom
3aHATUM CTYIEHTHl JOJDKHBI TPUHUMATh AaKTUBHOE Yy4YacTHE B OOCYXICHHH ITOCTAaBIICHHBIX
BOIPOCOB, C KOTOPIMH HEOOXOAUMO 03HAKOMUTHCS 3apaHee.

CamocrosTrenbHas padoTa CTYyJEHTOB 110 TUCHMIUIMHE «JlOKyMEHTallMOHHOE O0ecredeHne
yIpaBJIEHUs» COCTOMT B Oojiee TIIATENbHOM M3YYEHHUU MPEUIOKEHHOTO IpernojaBareneM
TEOPETHYECKOr0 Marepualia, TAaHHOTO Ha JICKIUSIX Ha OCHOBE BBUIOKCHHBIX B cucteme Moodle
MpEe3eHTAlMi U JONOJHUTENbHBIX UCTOYHUKOB, YKAa3aHHBIX B CIIUCKE JUTEpaTyphl. Ji1s nmpoBepku
KadyecTBa M3yYeHHs MaTepualia K OTACIBHBIM TeMaM MPEeTyCMOTPEHBI 3aJaHHS TSI CAMOTIPOBEPKH.

3amaHus U1 CaMOCTOSITENIbHOW paboThl (hOpMYIHPYIOTCS Ha JIEKUUSAX M MPAKTHYECKUX
3aHATUSAX. B KadecTBe HHUX JIOMa CTYACHTaM IPEAIaraloTcs 3a/aHusl, aHAIOTUYHbBIE Pa300paHHBIM
Ha MPAaKTUYECKHX 3aHATUSAX. BrocnencTBuM 3TH 3aJaHMs NpU HAJIUYMU BOIPOCOB CO CTOPOHBI
CTYJEHTOB pa30HparoTCs Ha MOCIEYIOIMINX 3aHATUSAX U/UITU 00CYXIaeTcs B Hare.

[IpenoaBaTenb OIEHMBAET WHAMBHIYalbHO pabOTy KaXIOro CTyIEHTa Ha OCHOBAaHHUH
MIPOBE/ICHHBIX OMPOCOB, BBHITIOTHEHHUS 331aHUH M TPOMEKYTOUHBIX KOHTPOJIBHBIX MEPOIIPHITHH.



