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1. He.]'II/I OCBOCHUA NUCIHHUIIJINHDBI.
]_[CJ'IHMI/I npenogaBaHvsl AUCHUIIIMHBI «]_IOKYMCHTaHI/IOHHOC obecneyeHne YIIpaBJICHUSA
MEpCOHATIOM» SABJISAKOTCA:

- ¢dopmupoBanue 'y

o0yyJaronuxcs

3HaHHUHI 00 OCHOBax COBPEMCHHOTI'O

JOKYMEHTAITMOHHOTO OO0ECIICUEHHUsI YIPABJICHUS IEPCOHAJIOM, Pa3BUTHE HABBIKOB pPabOTHI ¢
OCHOBHBIMH BHJIaMH JJOKYMEHTOB KaJipOBOH CI1yXkOBbI.

2. MecTO TMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOW MPOrpaMMbl.
Juctummaa «/lokymeHTanimoHHoe obecriedenne ymnpapieHus nepcoHanom» (b1.B.0S)
OTHOCHUTCS K o0si3arenbHoU yactu bioka 1.

3. IlllanupyemMble  pe3yJabTaThl

o0y4yeHHS] MO MCUHMUILIMHE,

COOTHECCHHbIC C

IVIAHUPYEMBIMH PE3yJbTaTaMHU OCBOCHUS 06p330BaTeJIBHOﬁ nporpamMmal.

IIponecc

HU3YUCHUA

JUCIUILINHEI

HallpaBJICH Ha

(dbopMupoBaHHE  CIEAYIOUINX

komneteHMii B coorBercTBUU ¢ ®PI'OC BO, OOII BO u npuoOpeTteHust cieayomux 3HaHuM,
YMEHUH, HaBBIKOB U (WUJIM) OIBITA 1A TEIbHOCTH:

Dopmupyemas NuaukaTop 10CTHKEHUS Ilepevyennb
KOMIIeTeHLUsI KOMIIeTeHIIUH IVIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHust
(xoa u (xox u popMyJIMpPOBKA)
dopmynupoBka)

YHI/IBepcaJIbHI)Ie KOMIECTCHIITUH

YK-1. YK-1.2. Pa3paGatbiBaeT | 3HaThb:
CrocoGen BAPHAHTBHI peleHus | © 33KOHOMATEIbHYIO U HOPMATHBHO-METONMUECKYI0
. 06azy 10  OpraHM3auMd  JOKYMEHTAlHOHHOTO
OCYIIECTBIISATh npoOJIEeMHON  CHTYyaluu
. obecrieueHusl yIpaBIeHuUs

KPUTHYCCKMH aHATIN3 | Ha OCHOBC KPUTHYCCKOIO | yyerp:
poOJIEMHBIX aHaJIn3a AOCTYIIHBIX | -  BeCTH  KagpoBO€  JEIONPOU3BOACTBO  H
CI/ITyaI_II/Iﬁ Ha OCHOBE | HCTOUYHUKOB OpPraHu30BaTh APXMWBHOE XPAaHEHUE  KaJAPOBBIX
CHCTEMHOTO uHdOpMALIH JIOKYMEHTOB B COOTBETCTBHHM C JICHCTBYIOIINMH
NoaX0a, HOPMAaTHUBHO-TIPAaBOBbIME AKTAMHU

Buaajers HaBbIKAMU:
BbIpa0aThIBaTh

- 3HaHWAMH  OQOpMIEHHS  IOKYMEHTOB B
CTpaTeruro COOTBETCTBHH C PEKOMEH/AIMSAMH TOCYIAPCTBEHHBIX
JIeCTBUI CTaHIapTOB
IIK (0Y)-1. K (0OY)-1.1. | 3nars:
Criocoben PaspaGatbiBaeT § | - TEXHoOIOTHIO BeleHHS JOKYMEHTOOOOpoTa B

CaJIN30BBIBACT oprauiaim

yIpaBIsATh p VMeTh:

NEeITEIbHOCTEI0O B
obnact
OpTraHH3aINH,
HOPMUPOBaHMs,
OIIJIATEI u
MaTepHUATHLHOTO
CTI/IMy.TII/IpOBaHI/IH

Tpyda

KOHKpETHBIE TEXHOJIOTHH
U METOJIbl ONEPaTUBHOIO
YIpaBJIEHUS IEPCOHATIOM
B OpraHu3aluu

- COCTaBJIATH U MPABUIIBHO O(l)OpMJ'ISITI) JAOKYMCHTHI B
3aBUCUMOCTHU OT Ha3HAa4YCHU, COACPIKAHUA U BHJA

JIOKYMEHTa
Baagers HaBBIKaMu:
- cmocobaMu  TPUMEHEHHS  HWH(OPMAIMOHHBIX

TEXHOJIOTHH B JIEJONPOM3BOJCTBE M METOJaMH
3alIUTH HHPOPMAIUN

4. O0beM, CTPYKTYPA U coJep:KaHue TUCIHUNINHBI.
OO01mast Tpy10€MKOCTh TUCIUTUTHHBI COCTABIISIET 4 3aueTHbIe eAMHUIIBI, 144 akajl. 4acos.




Ounas ¢popma

Ne Tembl (pa3aesibl) Bujabl yueOHbIX 3aHATHIA, DopMBbI TEKyIEro
n/m TUCHHILTAHBI, BKJII0Yasi CAMOCTOSITETbHYIO Pa60Ty | KOHTPOJIS yCIIeBAeMOCTH
HX cofiepKaHue o CTYIEHTOB,
5 U UX TPY/10€MKOCTh ®DopMa MPOMeKyTOUHOI
S (B akaileMHYeCKHX Yacax) aTrecTaluu
o} (110 cemecTpam)
®opmbl D0 u JOT
(npu HAJIMYMK)
KonTtakTHas padora
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1. TlonsTHE «TOKYMEHT» U 2 1 2 - 11 |Pedepars
ero ¢pyukmun. CriocoGs! Teoperndeckass KOHTPOJIbHAS
pabota
AOKYMCHTHPOBAHHA 3anganue «YcTaB»
2. |IIpaBoBoe perynupoBanue| 2 | 2 | 4 - 1 12
JOKYMCHTAIITUOHHOT'O
o0ecrieyeHus YIIpaBJICHUA
3. |Opranuzanus 2 1 4 - 1 12
JACATCIIbHOCTH CJ'Iy>K6BI
JAOKYMCHTAITUOHHOT' O
oOecrnieueHus yrpaBIeHUs
4. | loxyMeHTUpOBaHUE 21 2| 4 - 1 12 |Tecr
YIIpaBIEHYECKOi 3ananue «PeKBU3HUTHI
KonTtponsHas pabota
JACATCIIbHOCTH
(cocraBnenue OTIETBHBIX
BUJIOB IOKyMEHTOB)
5. |Texmomorusa pa6OTI>IC 2 2 4 - 1 12 |Bonpocsl mist 00CYXIeHHS
JAOKYMCHTaMU
6. |/loKyMEHTAIIMOHHOE 2 2 4 - 1 12 |Teoperuueckuii AUKTAHT
oOecrieueHue
JIEeATEIbHOCTH KaApOBOM
CITYKOBI
2 05| 335 DK3aMeH
Bcero 144 | 10 | 22 - 7 0,5 | 104,5

Conep:xanue pa3iesoB IHCHUILINHBI

1. IonsiTHe «10KYMeHT» H ero pyHkun. Crnocodbl J10KYMEeHTHPOBAHUS.

JIOKyMEHT — CJI0’)KHO€, MHOTOKOMIIOHEHTHOE SIBJICHHE, OCHOBHOE Ha3HAU€HUE KOTOPOTO
3aKITI0YAeTCsl B TOM, YTO OH SIBJISICTCSI HOCUTEJIEM HH()OPMAITUH, TO €CTh MOYKHO TOBOPUTH O TOM,
YTO JOKYMEHT UMeeT HH(POPMALMOHHYIO CYIIHOCTb. B 1r000M cool1iecTBe Bceraa ecTb
MoTpeOHOCTh, 0OMEHHMBATHLCS MH(POpMaIel, TO3TOMY OJJHOBPEMEHHO C MOSBJICHHEM 3THX
co00IIecTB HAUMHAETCS TIOUCK CIIOCO00B 0OMeHa nH(popMaIiel U ee Tiepeiadn B IPOCTPAHCTBE
U BPEMEHH.

2. IlpaBoBoe peryiupoBaHye J0KYMEHTAIIMOHHOI0 o0ecneYyeHHs1 yIpaBJIeHH.
2.1. 3akoHOaTeNbHbIE U HOPMAaTUBHO-TIPABOBHIE aKThl, PETYIHUPYIOIINE
JIEJI0NIPOU3BOJICTBO



2.2. HopMaTuBHO-METOANYECKHUE JOKYMEHTBI, PETYIUPYIOIIHE IETIONPOU3BOICTBO

CoBpeMeHHast perjiaMeHTaIMs JIeJI0NPOU3BO/ICTBA MPOBOJIUTCS HAa TOCYIaPCTBEHHOM
YpOBHE uepe3 3aKOHOAaTeIbHbIe 1 HOPMAaTUBHbBIE MPaBOBbIe akThl Poccuiickoit Peneparnuu,
HOPMAaTHUBHO-METOUYECKUE JOKYMEHTHI O0IIETOCYIapPCTBEHHOTO JEHCTBUS U HA JIOKAJTLHOM
YPOBHE ITyTEM pa3pabOTKU U YTBEPKIEHUS JIOKATbHBIX HOPMATUBHBIX aKTOB, OPTraHU3alMOHHbBIX
U pPEerjJaMEeHTHBIX IOKYMEHTOB B CAMUX OpraHU3ALMIX.

3. Opranu3anus JesiTeJIbHOCTH CJIY:KObI IOKYMEHTALMOHHOT0 00eceYeHust
ynpaBJjieHHSs].

Pemienne BOpocoB J1e70MpOU3BOICTBA BO3JIAraeTCsl B OpraHu3aluy Ha CIeUaIbHOEe
CTPYKTYPHOE MOIpa3/IeICHUE WK JIOJDKHOCTHOE JIUIIO0, KOTOPOE HE TOJIBKO CAMOCTOSTEIIBHO
OCYIIECTBIISIET ACSATEIHHOCTh MO COCTaBICHUIO YIIPABJICHUECKOM IOKYMEHTAllUU U paboTe ¢ Hel,
HO U METOJIMYECKH PYKOBOJIUT BCEMH PAOOTHUKAMU OpraHU3aIlNH, 33/IeHCTBOBAHHBIMU B
JIETIOTPOU3BOICTBEHHOM ITIPOIIECCE.

4. IoKyMeHTHPOBaHNe YIPaBJIeHYeCKOii 1esITeTbHOCTH.

4.1. CoBpeMeHHBIE CUCTEMBI IOKYMEHTALIUN

4.2. Odopmiienue 6JIaHKOB M PEKBH3UTOB IOKyMEHTOB

4.3. Opranu3aioHHbIe JOKYMEHTBI

4.4. PactiopsiAMTENIbHBIE IOKYMEHTHI

4.5. ndopmarrioHHO-CIIPaBOYHBIE TOKYMEHTHI

4.6. JloroBopHast TOKyMEHTAIIHS

B mpakTudeckoi AesITenbHOCTA OpraHU3aIil U YUpEeKISHUH, KaKk MPaBUIIO, CO3JAI0TCS
HE eIMHUIHBIC JIOKYMEHTHI, 2 COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX MEXKy COOO0M, KOTOPBIMH
0(OPMIISIFOTCS pa3NuYHble PYHKIIMH YIPAaBICHUS U yIpaBleHUYeCKHe cuTyanun. B
JIOKYMEHTAITMOHHOM OOECTICUCHUH YITPABJICHUS 3Ta COBOKYITHOCTH JIOKYMEHTOB Ha3bIBACTCS
«cucreMa JTIOKyMEHTAIHI.

5. TexHoJiorust padoThl ¢ JOKYMEHTAMH.

5.1. [ToHsTHE «IOKYMEHTOOOOPOT» U €T0 AHATIU3

5.2. PaboTa ¢ BXOASIMKUMU JOKYMEHTaMHU

5.3. PaboTa ¢ ucXoAsIMe ¥ BHYTPEHHUMH JIOKyMEHTaMHU

5.4. KoHTpoJIb UCIIOTHEHUS. M THPOPMALIMOHHO-CITPABOYHAs paboTa ¢ TOKyMEHTaMu

5.5. Opranu3anust TEKyIIEro XpaHeHus JTOKYMEHTOB

5.6. IloaroroBka JOKyMEHTOB K c1adye B apxuB. Opranuzanus poBeIeHHUs SKCIEPTH3bI
LIEHHOCTEN JOKYMEHTOB

MapipyTsl ABHXKEHUS Pa3IMYHBIX TOKYMEHTOB 3aBUCST OT MHOTUX (PaKTOPOB.
Hampumep, oT TOro, BXOIAIINN 3TO JOKYMEHT WJIA UCXOISIINMA, TPEOYETCS €ro pacCCMOTPEHHE
PYKOBOJUTENIEM UM OH MOKET OBITh Tiepesian ciyx6o0it JIOY ncnoaHurtento HanpsaMyio,
HY)KJaeTcs JOKYMEHT B COTJIACOBAaHUU MJIM MOKET OBITh Cpa3y MOJIMUCAH PYKOBOIUTEIEM.

B mo0om ciyuae, kakuMu ObI HM ObUTH MapIIPYThl JOKYMEHTOB, OHHU JIOJKHBI OBITH
MaKCHMaJlIbHO OBICTPBIMU U 3(PPEKTUBHBIMH, TO €CTh OOECIIEUNBAThH PELIEHNE BOIPOCOB
yIpaBJIeHUS C MUHUMAJIbHBIMU 3aTpaTaMHU BPEMEHU U TPYJa.

6. JlokyMeHTallHOHHOE O0ecnedeHHe eI TeJIbHOCTH KAIPOBOH C1yKOBbI.

6.1. CocTaB KapoBOI IOKYMEHTAIINH

6.2. XapakTepucTHKa OCHOBHBIX KaJJpOBBIX TOKYMEHTOB

6.3. JlIokyMeHTHpOBaHUE TPYIOBBIX OTHOIICHUH

6.4. PaboTa c kagpoBOii TOKyMeHTaIen

CocTaB KaJpoBbIX JOKYMEHTOB JOCTAaTOYHO HIMPOK. JlJisi TOro 4TOObI BBISIBUTH MOJHBII
CIHCOK BCEX JOKYMEHTOB, KOTOPBIE BO3HMKAIOT B JACATEIBHOCTH KaJPOBBIX CIYXO, MOXKHO
obpatutbes k [Ipukasy Pocapxusa ot 20.12.2019 Ne 236 "O6 yrBepxkaeHuu [lepednst THIIOBBIX
YIPaBJIEHYECKUX AapXUBHBIX JIOKYMEHTOB, 0O0pasylolmuxcs B Ipolecce JesTeIbHOCTH
rOCy/IapCTBEHHBIX OPIaHOB, OPTaHOB MECTHOT'O CaMOYIPABIICHUSI U OpPraHU3AlMM, ¢ yKazaHHEM
cpokoB ux xpanenus" (3apeructpupoBano B Muntocre Poccun 06.02.2020 Ne 57449).



5. O0pa3oBaTeibHbIe TEXHOJOTMH, B TOM 4YHCJI€ TEXHOJOTMH 3JIEKTPOHHOIO
00yuyeHUs] M JUCTAHIHOHHBbIe 00pa3oBaTe/bHbIE TEXHOJOTHM, WCIOJb3yeMble MpPH
ocyllecTBJIeHHH 00pa30BaTeIbHOIO MpoIecca Mo JUCHUITIUHE

B npornecce 00yueHus UCIONB3YIOTCA Ciielytolre 00pa3oBaTelibHbIe TEXHOJIOTHU:

AkajemMuvecKas JIEKLMS — I10CJIE€10BaTEIbHOE U3JI0KECHUE Marepuala
MIPEnoiaBaTesieM, paCCMOTPEHUE TEOPETUUYECKUX U METOJO0JIOTMYECKUX BONPOCOB IUCLHUILIIMHBI
B JIOTHYECKM BbIIEp)KaHHOW Qopme. B mpomecce nekuuu mnpenogaBareilb CTUMYIUPYET
CTYJIEHTOB K Y4acTHUIO B OOCYXXICHHH BOIIPOCOB M BBICKA3bIBAHHIO COOCTBEHHOW TOYKU 3PEHUS
oOcyxnaemorr pobiaemaruku. Llenn u TpeOOBaHUS K aKaJEeMHUYECKOW JIEKIIMU: COBPEMEHHBIN
HAay4YHBIH YpOBEHb, HWH(OPMATUBHOCTh, CHCTEMHOE OCBEUICHHE KJIIOYEBBIX TMOHATUH U
MOJIOKEHUH 110 COOTBETCTBYIOIIEH TeMe, 0030p U OIEHKa CYIIECTBYIOIIEH MpoOIeMaTuKHy, 1aua
METOJAMYECKUX PEKOMEHIALMM CTyJeHTaM JUIsl TaJbHEUIIEro n3y4yeHus Kypca.

IIpakTnyeckoe (ceMMHAPCKOE) 3aHATHE — 3aHATHE, MOCBAIICHHOE MPAKTUYECKON
OTpabOTKE y CTYACHTOB KOHKPETHBIX YMEHHUW W HABBIKOB MPU H3YYCHHH JUCHUIUIMHBI,
3aKpEIUICHUIO TONYYEeHHBIX Ha JICKIMU 3HAHWN M OIIEHKE Pe3yNbTaToB OOydYeHHs B Mpolecce
TEKYILIEro KOHTPOJI.

Ha mnepBoM npakTU4YeCKOM 3aHATUM B BBOJAHOM 4YacTH JAeTCs IIEPBOE LEIOCTHOE
npeacTaBieHre o aucuuiuinHe. CTyIeHThl 3HAKOMATCS C Ha3HAauY€HHEM U 3a/JadyaMu
JTUCIUATUTMHBL, €€ pOJIbI0 U MEeCTOM B 00Opa3oBaTenbHOM mporpamme. [Ipu 3Tom 03BydmBaroTCs
METOJUYECKHE M OpPraHU3alMOHHBIE OCOOCHHOCTH PabOTHI B paMKaX JaHHOW IUCIMIUIMHBL, a
TaKXKe JlaeTcs aHanu3 PEKOMEHIyeMOU y4eOHO-METOUUECKON JIUTEPATYPHI.
[TponomkuTensHOCTh BBOJHOM YacTu cocTaBiseT He O6onee 10-15 munyT.

[Tpu npoBeneHnN NTPAKTUUECKUX 3aHATUHN HCIOIb3YIOTCS TAKME UHHOBAIMOHHBIE METObI
o0yuyeHHsl, KaKk Juajor-cooecesoBaHle, KOJUIEKTUBHOE OOCYXJIEHHE TEeMAaTUYECKUX BOIIPOCOB,
pa3z00p MPaKTUYECKUX CUTyallMii, HOPMaTUBHBIX IOKYMEHTOB, TEOPETUUYECKUX U METOJUYECKUX
ACMEeKTOB MO TeMaM JUCHUIUTMHBL. OOCYXJEHHEe U OIeHKa MPaBUIBHOCTH BBIMOJTHEHHBIX
pPa3IMYHOIO TUMA 3aJaHUM, yKa3aHHBIX B (DOH/IE OLIEHOYHBIX CpPEJCTB pabodeil MmporpaMmsl,
IIPOU3BOJUTCS KOJUIEKTUBHO CTYJIEHTaMH I10J] pyKOBOJICTBOM IIPENOIABATENS.

Koncynbrauum — BuA y4eOHBIX 3aHSATHH, SBISIONUMECS OAHOW M3 (HOPM KOHTPOIIS
CaMOCTOSITENIbHONW pabOThl CTY/IGHTOB B TeUeHHE ceMecTpa. Ha KoHCynpTalMsax 10 MHUIMATHUBE
CTYJIEHTOB PAacCMaTPHUBAIOTCS U OOCYXKIAIOTCS pa3jMyYHble BOMPOCHl TEMAaTUKU JUCLUILIMHBI,
KOTOpPbIE BO3HUKAIOT Y HUX B IIPOLIECCE CAMOCTOSATENbHOM paboThI.

B mporecce 00yueHus UCTIONB3YIOTCS CIEAYIOIINE TEXHOJIOTHH 3JIEKTPOHHOTO 00ydeHUs
U TMUCTaHIIMOHHBIE 00pa30BaTEIbHbIE TEXHOIOTHH:

JaexkTponHblii yausepcuter Moodle SApI'Y, B KOTOPOM NPUCYTCTBYIOT:

- 3aJIaHusl JITIs1 CAMOCTOSITETTLHON pab0Thl 00YJArOIITUXCSI TI0 TEMaM JTUCIUTUTHHBL

- CpeZCTBa TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH CTYICHTOB (TECTUPOBAHUE);

- MPEe3EHTAIMU U TEKCTHI JIEKIHH 110 TeMaM JIUCHUILINHBL;

- IpeCTaBJIeH CIUCOK YyU4eOHOM TUTepaTyphl, pPEKOMEHIYEMOil JUIsl OCBOSHUS
JUCIUIINHBI,

- npezcTaBieHa HHpopmanus o GopMe U BpeMEHHU NPOBEACHHUS KOHCYIbTAIUH 110
JUCLHUIIIIMHE B PEXKUME OHJIANH;

- HOCPEICTBOM (hOpyMa OCYIIECTBISIETCS CUHXPOHHOE M (MJIM) aCHHXPOHHOE
B3aUMO/ICHCTBHE MEKAY 00Y4aIOIMMHKCA U MPENOAaBaTelIeM B paMKaxX U3y4eHUs AUCLHUILINHBL.



6. [lepeyeHb  JMUEH3MOHHOTO M  (WJIM)  CBOOOJAHO  PaCHPOCTPAHAEMOIrO
NPOrpaMMHOro odecreyeHHsi, MCIOJIb3yeMOro NPH OCYUIECTBJIEHUH O0OPa30BaTEIHLHOIO
npouecca mno AMCHHUIINHE

B npomecce ocymectBieHuss 00pa3oBaTENBHOrO — Ipolecca IO JTUCIHIUIMHE
UCTIOJNIB3YIOTCSL:
1) s GopMupoBaHUS MaTEpHAJOB JUIsl TEKYIIETO KOHTPOJS YCIIEBAGMOCTH M IPOBEICHHUS
IPOMEKYTOYHOH aTTecTaluu, Ui GOpMUPOBAHMS METOIUUECKIX MAaTEPHAIIOB 110 TUCIUTLIHHE:

- nporpammbl Microsoft Office;

- Adobe Acrobat Reader DC.
2) nHPOPMAIOHHBIC CIIPABOYHBIC CUCTEMBI, B T.4. TIpodeccoHaNbHbIe 0a3bl TaHHBIX:

- cripaBOYHas IpaBoBasi cucteMa ["apaHr.

7. IlepevyeHb COBpeMEHHBIX NMPO(ecCHOHAIBLHBIX 0a3 JaHHBIX U UH(POPMALMOHHBIX
CIIPABOYHBIX CHCTEM, HCIIOJIb3yeMbIX IIPH OCYLIECTBJICHHH 00Pa30BaTeIbHOIO MpoLecca mno
AUCHHUIIMHE (TPH HE00X0IMMOCTH)

B mpouecce ocymectBieHuss 00pa3oBaTENBHOrO  Mpolecca MO JUCHUIUIMHE
HCIIOJIb3YIOTCSL:

ABTOMaTH3upoBaHHas OubnuoreuHo-uHpopmanuonHas cucrema «bYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOW M /JONOJHHUTEJILHOW Y4eOHOW JHUTepPaTypbl, pPecypcoB
HH(POPMALMOHHO-TEJIEKOMMYHUKAIUOHHOH ceTH «HWHTepHeT» (IPpH HEOOXOAMMOCTH),
PEeKOMEeHIyeMbIX JJIsl OCBOCHUS M CUMILINHBI

a) OCHOBHAasl JIUTepaTypa

[yBanoBa H. H. OpraHuzanus W TEXHOJOTUS JOKYMEHTAIIMOHHOTO oOecrneueHus
yhpaBieHus [DIeKTPOHHBIN pecype]: Yuebnuk u npaktukym. / [lyBamosa H.H. - M.: IOpaiir,
2017. - 221. — Pexum gocryma: https://www.urait.ru/viewer/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravileniya-489984+#page/1 (OBC «lOpaiity).

2. T'pozoBa O. C. Jlenonpou3BOACTBO [DIeKTpOHHBIN pecypc]: YuebHoe mocobwue. /
I'pozoBa  O.C. - M IOpaiit,  2017. - 124, -  Pexum  mocryma:
https://www.urait.ru/viewer/deloproizvodstvo-492786 (3BC «tOpaiit»).

0) 1ONOJIHUTEJIbHAS JINTepaTypa

1. Ky3uenos U. H. JlokymeHTanimonHoe o0ecreueHue ynpasieHus. JJokyMeHTO000pOT 1
JIETIONPOM3BOACTBO [ DIIEKTPOHHBIN pecypc]: YueOHuk u npaktukyM. / Kysznenos U.H. - 2-e u3s.
- M.: IOpaiit, 2017. - 477. — Pexxum nmoctyna: https://www.urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-488697#page/1 (BBC
«OpaiiTy).

B) pecypchbl ceTn « AHTepHET»:

1. DOnexkTpoHHBIN KaTajaor Hayunoii O6ubnuoTexku Apl'y
(https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php).

2. DOnextponHas oubanoteunas cucrema (ObC) uznatenscrBa «Opaiir» (https://www.
urait.ru).

3. DOmnexrtponHas Oubnmoreunas cucremMa (OBC) wm3marensctBa  «lIpocrmexT»
(http://ebs.prospekt.org/).

4. Hayunas snexkrponnas 6udauoreka (HIb) (http://elibrary.ru)



http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
http://www.urait.ru/viewer/organizaciya-i-tehnologiya-
http://www.urait.ru/viewer/deloproizvodstvo-492786
http://www.urait.ru/viewer/dokumentacionnoe-
https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
http://www/
http://ebs.prospekt.org/
http://elibrary.ru/

9. MatepuajibHO-TeXHHYecKas 0a3a, HeoOXoAUMas ISl OCylIeCTBJIeHHsI 00pa30BaTEIbHOI0
npouecca no AUCUMILINHE

MarepuasipHO-TeXHHYecKas: 0a3a, HeoOXoaAuMast AJIsl OCYIIECTBIEHUSI 00Pa30BaTEIbHOTO
npoliecca 1o AUCHUILIMHE BKJIIOYAET B CBOM COCTAB CHEHAIbHBIC TOMEILCHUS:

- yueOHbIE ayJUTOPUU JJIs IPOBEIECHNUS 3aHATUHN JIEKIIMOHHOTO TUIIA;

- yueOHbIe ayJJUTOPUH JUUIs IPOBEACHUS MPAKTUUECKUX 3aHATHH (CEMUHApPOB);

- yT-I€6HBIe AYJUTOPUHN IJIA ITPOBCACHU A I'PYIIIIOBLIX U UHAWBUAYAJIbHBIX KOHCy.]IBTB,I.[HfI;

- yueOHble ayIUTOPUM [UI1 HPOBENEHUS TEKYIIEro KOHTPOJIS M IHPOMEXYTOUYHOM
aTTecTaluu;

- IOMEIIEHUS 17151 CAMOCTOATENIbHOM paboThI;

- IOMCUICHUA [JIA XpPaHCHUA U HpO(bI/IJIaKTI/ILIeCKOI‘O 06CJIY)KI/IBaHI/I$I TEXHUYCCKUX
CpeAcTB O0yUYEeHHUS.

CHGHI/IaJII)HLIe MMOMCIUICHNA YKOMIIUJICKTOBAHbBI CpCACTBAMU 06yqu1/151, ClIy’KallluMHu  J1
npezcTaBieHus yueOHoi nHpopmanuy 60bIIONH ayAUTOPUH.

[Tomemienust st caMOCTOSITENBHON pabOTHl 0OYYaIOUIMXCSl OCHAIIECHBI KOMITBIOTEPHOM
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIIOUEHMS K ceTu «MHTepHeT» M obecnedyeHueM J0cTyna K
AIIEKTPOHHOH MH(pOpMaIoHHO-00pa3oBaTensHoO cpeae Apl'Y.

ABTOD:

Jouent  kadenpbl  ympaBieHHUS U
MpeIpPUHIMATEIbCTBA, KaH/I. DKOH. HAyK E.W. Jlupanosa

QONIICHOCTB, YUeHAs! CMENeHb noonuce H.0. ©amunus



puiio:xkenne Nel k pabGoyeil nporpaMmme TUCUUIIIMHBI
«JlokymMeHTaMOHHOE o0ecriedeHne YIPABJIEHUs MEPCOHATIOM))

®DoH/1 OLIEHOYHBIX CPEICTB
JJ1s1 IPOBe/IeHUs TeKylleil ¥ MPOMeKYTOUHOI aTTecTAlMU CTY/IeHTOB
1O JUCHUIIHHE

1. TunoBbIe KOHTPOJIbHBbIE 32/IaHUS UM UHbIE MATEPHUAJIbI,
Heo0XoauMbIe /IJIsl OLleHKH 3HAHU I, YMeHNH, HABBIKOB M (WJIH) ONbITA JeSITeJIbHOCTH,
XapaKTepU3yUINX 3Tanbl (OPMUPOBAHUS KOMIIETEHIIHI

1.1 KoHTpoJbHBIE 32IaHUS M HHBIE MATEPHAJIBI,
HCIoJIb3yeMble B Mpolecce TeKyllel aTTecTaluu

Temnr 1, 2, 3

Tembl pedeparTonB
HcTopus cTaHOBIIEHUS JIENONPOU3BOACTBA B Poccun.
@DOoTO- U KHHOJOKYMEHTHPOBAHUE: BOSHUKHOBEHHE, Pa3BUTHE U 00J1aCTh IPUMEHECHHUS.
DOHOIOKYMEHTHPOBAaHUE: BOSHUKHOBEHUE, PAa3BUTHE U 00J1aCTh IPUMEHEHUSI.
WNudopradpuka: BOSHUKHOBEHHE, pa3BUTHE U 00JIaCTh IPUMEHEHHUS.
SI3BIK ¥ CTUJIB CITY’)KEOHBIX JOKYMEHTOB.
AnmuHHCTpaTOp oduca: 005S3aHHOCTH U TEHICHLIUU Pa3BUTHS TPO(ECCHH.
NupopmaninoHHble (KOMMYHUKAIIMOHHBIE) Oapbephl U MPo0IeMbl epeadun HHPOpMaIuu.
VYcTaB U yupeiuTeNbHBINA JOrOBOP: CTATYC U IIpeJHa3HAUCHHE.
ABTobOuOrpadus, XapakTepucTrKa, pe3toMe: Ha3HaYeHHE U 0COOEHHOCTH O(POPMIICHHUS.

10 Hcnonb30BaHuEe HOBBIX, COBPEMEHHBIX TEXHOJIOTUH B JIOKYMEHTHPOBAHUU JESATEIBLHOCTH
TPEIIPUSATHSL.

11. Cucrtema »5JIEKTPOHHOTO JOKYMEHTOOOOpOTa: TOHATHE, crHenuduka, MnpoodIeMbl
UCTIOJTh30BaHUSI.

12. danbcudukanus 10KyMeHTOB: BUABI (hadbcurKauu, UCTOPUS OIENOK.

13. Bwu3suTHBIE KAPTOUKH IOPUINIECKUX W PU3MUECKUX JIUI: BOSHUKHOBEHHUE, PA3BUTHE U
00J1aCTh IPUMEHEHUS.

14. Odopmnenue u npeacTaBiIeHUe JOKYMEHTOB JUIsl HA3HAYEHUS IEHCUH.

15. Ponp 3ammtel uHpopMaiuu B uH(GopMarroHHoM olmiectBe. Opranuzanusi KOMIUIEKCHON
cucTeMbl THGOPMAITMOHHON 0€30MaCHOCTH MPEATIPUATHS.

16. TpynoBasi KHMXKKa: OCOOEHHOCTH BeJleHHs U 0(hOpMIIEHUSI.

17. DBonbHWYHBIA JHUCT: TIOHSATHE, TIPABOBas OCHOBA TPEIOCTaBICHUS, OCOOEHHOCTH
o(opMIIEHHS U OTUIATHI.

18. HHCTpyKTax 1O TEeXHHWKE OE30IacCHOCTH: IMOHSTHE, TPAaBOBas OCHOBA IMPOBEICHUS,
OCHOBHBIE BHJIbI U OCOOEHHOCTH JIOKYMEHTAJIBHOTO O(hOpMIICHUSI.

19. OcobenHoctu paboOTH B YCIOBHAX KOPOHOBHpYCa: 0(hOPMIICHHE TUCTAHITMOHHOW PabOTHI,
BaKLMHAIUU, OTCTPAaHEHUE OT pabOTHI U TIp.

20. [emompou3BOICTBO 110 0OpaIeHUsIM Tpak/IaH.

21. KoHduaeHuManbHOE JeI0MPOU3BOACTBO.

22. ]lenmoBbI€ IEPETOBOPHI: BUABI U OCOOCHHOCTH MPOBEACHHUSI.

23. JlenoBas mepenucka: BeJeHue u 0opMIICHHUE.

24. ]Jlenompou3BOACTBO B OyXTaJITEPHUH.

25. VYHHMYTOXEHHE JOKYMEHTOB (B TOM YHMCIIE JIEKTPOHHBIX): CIIOCOOBI, TPOLETYPHI,
odunmamsHoe opopMIIECHHE.

©CoNok~wWNE



Bomnpochl k TeopeTn4ecKkoii KOHTPOJIbHOM padoTe (C MOCIEAYIOMUM 00CYKICHUEM )

1. Hcropust pa3BUTHSI JIETIONPOU3BO/ICTBA;

2. PoJib TOKyMEHTOB B )KHM3HH 4YeJIOBEKa M 00ILECTBa, B chepe MpaBa U yIpaBJICHUsL;

3. JIOKyMeHT U ero pyHKINY;

4. HopmaruBHo-nipaBoBasi 6a3a COBpEMEHHOTO JICJIONPOU3BO/ICTBA;

5. Yuudukanus v cTaHAapTU3aIHS B IEJIONPOU3BO/ICTBE;

6. Kitaccudukanus 1e/10Boii TOKyMEHTaIINY;

7. Opranuszanus  JESITEIbHOCTH  CIYKOBI ~ JOKYMEHTAlIMOHHOTO  OOeCIeYeHHUsI
YIPABIICHUSL.

3aganue «YcraB»

[Tpoananusupyiite ocHoBHble 3neMeHThl ycTaBa @I'bOY BO Apl'Y um. ILI. Jlemunosa,
HEPEYUCIIMB 10 MYHKTaM €ro OCHOBHBIE MOJI0XKEHUS, C YKa3aHUEM KOHKPETHBIX JJaHHBIX.

C ycTaBOM MOXHO 03HAaKOMHTBHCS Ha OHUIIMATBHOM CaiiTe yHUBEPCUTETA.

Tema 4

Tecr
1. KakuM HOpMaTHUBHBIM JJOKYMEHTOM YCTaHABIMBAETCS MAKCUMAIIbHBIN HA00Op PEKBU3UTOB?
Oteet: 'OCT P 7.0.97-2016
2. I'me u pu Kakux ycioBusx npumensercs ['ocynapctBennsiii repd Poccuiickoii @eneparm?
OtBer: TocynapcrBennblii repd Poccuiickoii @egepanum nomMem@awT Ha OJaHKax
AOKYMEHTOB B cO0OTBeTcTBMH ¢ DenepaibHbIM KOHCTHTYHMOHHBIM 3akKoHOM «QO
TocynapcrBennom repoe Poccuiickoii @eaepamum» ot 25.12.2000 Ne 2-®dK3. IIpaBo
pacnoJiaraTb rocyapcTBeHHbI repd HA OPUUINATBHBIX JOKYMEHTAX NPUHAAJICKHT OPraHam
rocy1apcTBEHHOI0 YIIpaBJeHHs, Cy/1a, IPOKYPaTypbl, apOuTpaka, HAJI0TrOBbIX CJIYyK0 U T.1.
3. Kakue cymiecTByroT cioco0bl 1aTUPOBaHUS JOKYMEHTOB?
OtBeT: 1aTa B J0KyMeHTe opopMiIsieTcsl HU(PPOBBIM CIIOCOOOM HJIM CJIOBECTHO-IM(PPOBBIM.
4. Hudposoii mim OyKBeHHO-IIUPPOBOIM HACHTUPHUKATOP JOKYMEHTA — 3TO. ..
5. OT™MeTKa O OCTYIUJICHUU OPOPMIISETCS:

a) Ha MOCTYMAIONUX JOKYMEHTaX;

0) Ha OTIPABIISIEMBIX JOKYMEHTAX;

B) Ha BCEX JOKYMEHTaX.
Otser: a
6. Kakum pexkBu3nToM opopmiisieTcsi BHELIIHEE COTTIacOBaHUE?
Oteer: rpud corsiacoBaHusi JOKyMeHTA.
7. Yto siBNsieTCS 1aTOM JOKyMeHTa?
OTBeT: 1aTOH 10KYMEHTA SIBJISIETCS 1ATA €ro NOANNCAHUS WJIN YTBePKIeHHS.
8. OmbOnema, HaHeceHHas: Ha OJIaHKe, MOYKET 3aMEHHUTh Ha3BaHHE OPraHU3AIIH:

a) na;

0) HeT;

B) MHOTIA.
OrtBer: 0
9. PexBH3HT, KOTOPHI TOMOTAET OPTAaHU3AIINH, TIOTYYNBIIEH TUCHMO-OTBET, HAUTH CBOKO KOITHIO
WHUIMATUBHOTO MTHCbMA — 3TO...
OTBeT: cChIJIKA HA PErMCTPALMOHHBIN HOMEP U ATy MOCTYNUBILIEI0 JOKYMEHTA
10. Mecro n3nanust 1oKyMeHTa opopmisieTcs: Tak:

a) r. MockBa;

0) Mockaa;

B) TOop. Mockaa.
OrtBer: 0



3aganue «PeKBU3HTELD

CamocrosarenbHo coctaBpTe TecT M3 20 BONMpOCOB ¢ oTBeTaMH IO TeMe '"PeKBU3HTHI
JOKYMEHTOB". BoIpocel MOTYT copepkaTh OAMH WM HECKOJIBKO BapUaHTOB OTBETOB, MOT'YT OBbITH
OTKPBITBIMU WJIU 3aKPBITHIMH.

TpeboBaHus K TECTY:

- 110 COJICPKAHMIO TECT JOJDKEH COOTBETCTBOBATH TEME;

- BOIIPOC JIOJKEH COZIEPKaTh OJHY 3aKOHYEHHYIO MBICIIb;

- HEMpaBWJIbHBIC OTBETHI JOJDKHBI OBITH Pa3yMHBI, YMENO MOAOOpaHbI, HE TOJHKHO OBITH
SBHBIX HETOUHOCTEH, M0JICKA30K;

- HE 33/1aBaiiTe BOIPOCOB C MTOJIBOXOM;

- BCE BapUaHThl OTBETOB JOJIKHBI ObITh I'PAMMATUYECKH COIJIACOBAaHBbI C OCHOBHOM 4acThbIO
3alaHHS;

- OTBET Ha OCTaBJIEHHBIN BOIIPOC HE JI0JKEH 3aBUCETh OT MPEIbIIYIIUX OTBETOB;

- u3beraiiTe MOBTOPEHMUS;

- He ynpoluaiire Bomnpoca.

KonTpoasnas padora

3aoanue Ne 1. Hanuwume npuxas no 0CHO8HOU 0esimelbHOCHU.

YyebHo-nipousBoacTBeHHOe 0oO0benuHeHune. [IPMKA3. 28.12.2009 Ne 64. r. Mocksa. O6
obecrieueHUM TMPOTUBOIOKApHOM Oe3omacHocTu. B memsx oOecrieyeHuss MPOTHUBOIOKAPHOM
6e3omacHoctu B mpaznuuunble 1HU [IPUKA3BIBAIO: 1. [IpoBectu TmiaTenbHYIO YOOPKY Bcex
kabuaeroB n macrepckux B YIIO. 2. 3am. mupextopa mo AXY B.A. KysnernoBoii mpoBeputh
cocrosiHue anekTpoodopynoBanus u 31.12.2009 BeikmounTh Bee pyOminbHUKU. 3. KoHTposb 3a
WCIIOJTHEHUEM TIpUKa3a Bo3naraeTcs Ha 3aM. qupekropa mo AXY B.A. Ky3uenony. Jupekrop YIIO
B.A. IlerpoB. C mnpukazom o3HakomseH: 3aM. aupekropa no AXY B.A. Kysnenosa. /lara
o3nakomieHus. B nemo 01-08. Jlara.

3aoanue Ne 2. Hanuwiume svinucky uz npuxasa 3adanus Ne 1 no 2 nynkmy.

3aoanue Ne 3. Hanuwume pacnopsidicenue no opeaHuzayuu.

PEMOHTHO-MEXAHMYECKUWI1 3ABOJ] (KPM3). PACIIOPSDKEHUE. Ne 3 or
23.06.2010. r. Kpacnosipck. OO0 ucrnonb3oBanuu B 2010 r. neneBoro ¢poHAa aMOpTHU3ALIMOHHBIX
oruucnenuii. C uenpio miuaHoMmepHoro wucnoib3oBanuss B 2010 romy ueneBoro ¢onma
aMOPTHU3aLMOHHBIX OTYHUCIEHUI U B cOOTBETCTBUU cO cT. 13 «llonmoxkeHune o rocynapcTBEHHOM
npeanpustun» OBSA3BIBAIO: 1. Hawanenuka mnaHoBoro otaena FO.I.  AHToHOBY 1O
coriacoBanuio ¢ . Oyxrantepom 3aBoga H.W. BbemsBkuuoit mpeacraButh g0 30.12.2010 r.
0o0OCHOBaHHbIE JaHHBbIe 0 mepexoasmmx Ha 2011 rox ocraTkax M O pa3Mepe LeneBoro (oHua
aMOPTHU3AIMOHHBIX OTYHUCIICHUH, oOpa3yemblx To miaHy 3aBoja Ha 2011 rox. 2. I'maBHOTO
uHxeHepa 3apoaa b.M. JInGeHcoH nmpecTaBUTh COTMIACOBAaHHBIE ¢ HAUYaIbHUKAMU LIEXOB U OT/EINIOB
npeaokeHus o nposegaeHu B 2011 rony KanmuTaapHOTO PEMOHTA 3/IaHUM U COOPY>KEHMM 3a CUeT
¢doHa aMOPTU3AMOHHBIX OTYUCICHUHN. 3. KOHTPOJIb 32 HCIIOJHEHNEM HACTOSIIETO PACHOPSKEHUS
BO3JIararo Ha 3aMEeCTHUTEJsI TUpeKTopa 1o xo3sicTBeHHoi yactu C.U. AGaynaesa. JlupexTop 3aBoaa
A.®. [ImyTHUKOB.

3adanue Ne 4. Hanuwume yxazarue.

AO «Ortamon». YKA3ZAHHUE. 01.12.2008 Ne 28. r. SpocnaBnb. O rpaduke OTIYCKOB Ha
2009 roa. Hdns cocraBnenus rpaduka ornyckoB Ha 2009 rox ITPEJIJTIAT'AIO: 1. PykoBoauTensm
CTPYKTYPHBIX MOJpa3JelieHuii MPEeICTaBUTh B OTIEN KaJpPOB CIHCKU COTPYJHUKOB C yKa3zaHUEM
IUIaHUpyeMoro cpoka ouepenaHoro otmycka B 2009 roxy. Cpok npeAcCTaBiICHHS CIUCKOB —
10.12.2008. 2. Otneny KaapoB COCTaBUTh CBOAHBIN rpaduK OTITYCKOB pabOTHUKOB ¢upmbl Ha 2009
rOJl W TPEJICTaBUTh €r0 HA YTBEPXKIACHHE B TUPEKUUIO (pupMbl. OTBETCTBEHHBIN — HAYaJIbHUK



otaena kaapoB O.1O. ITankpartoBa. Cpok mpeacrasnenus rpadpuka — 20.12.2008. 3am. aupexrTopa
¢upmer [1.1. Ab6pamosa. B neno 05-21. [lara.

Tema 5

1) Jlyst 4ero KCmoib3yeTes MmoKa3aTelb «00beM TOKyMEeHT0o000poTa»? JlaiiTe pa3BepHYThIN OTBET.
2) CocTaBbTe CPABHUTEIBHYIO TaOJIHUIy OCHOBHBIX (DOPM PErHCTPALUHU TOKYMEHTOB IO Pa3IuYHBIM
KputepusiM. BBIOOp KpHUTEpUEB OCYIIECTBISETCS CAMOCTOSITEIBHO C TO3UIUU TOJE3HOCTH H
BOCTPEOOBAHHOCTH.

3) Kakoe MecTo 3aHMMaeT KOHTPOJb 32 WCIOJHCHUEM JIOKYMEHTOB B YIPaBJICHUECKON
nearenbHocTu? [laliTe pa3BepHYThIN OTBET.

4) Ins yero HeoOXxoauMa HH(DOPMAITHOHHO-CIIpaBoyHast pabota? JlaiiTe pasBepHYThIi OTBET.

5) Cy1iecTByeT HECKOJIBKO KPUTEPUEB OLIEHKH (IKCIIEPTH3BI [IEHHOCTEH ) JOKYMEHTOB:

- OLIEHKA IIPOUCXOXKICHUS;

- OLICHKA COJIEP>KaHus;

- OLICHKA BHEIIHUX OCOOEHHOCTEN JJOKYMEHTA.

OxapakTepu3yiTe Kaxablid U3 TPEX KPUTEPUEB.

6) CocraBpTe TMepedYeHb U3BECTHBIX BaM JIOKyMEHTOB YIPABJICHUECKOW JCATCIHLHOCTH.
[ToctanoBKa 3a1auu:

1. Onpenenure, Kakue U3 JOKYMEHTOB MOXXHO OOBEAMHUTH JJII XpAHEHHS B OTJCIIBHBIC Jea.

2. Onpenenurte CpoK XpaHEHHS KaXKI0TO TOKYMEHTA.

7) Wcmonb3yst OTKPBIThIC HCTOYHHUKH, OMHUIINATE MPOLEAYPY YHHUTOXKCHUS TOKYMEHTOB C
UCTEKIINM CPOKOM XPaHEHHUSI.

Tema 6

Teoperu4yeckuil TUKTAHT
[ayite onpenesnenus CIeyIM NOHATHAM:
Anpecat

AnpecaHT AKT

Akuent

AHkera AHHOTAIUS
ApXuBHas BbITUCKA
ApxuBHasl clipaBKa
AcmiexT

biank

Benomocts

Busa BHyTpenHuit aapec nucbMa
BryTpeHHuii 1OKyMEeHT
Bxoasmmii JOKyMEHT
Brinucka

I'pud

JlaTa

Heno

JlenoBoe MHCHEMO
JIMpEeKTUBHBIN JTOKYMEHT
JloBEpeHHOCTh

O O O OO O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0oOO0OO0



Kpurtepuu onenkn ¢popM TeKyuero KOHTpoJIs

Kpurepun ouenku pedepara

OreHKa «OTJIMYHOY» BBICTABJISIETCS, €CJIM paboTa CTy/eHTa HalMcaHa TPaMOTHBIM HaYYHBIM
SI3BIKOM, UMEET YETKYIO CTPYKTYPY H JIOTHKY U3JIOKEHUSI, TOUYKA 3pEHUS CTy/IeHTa 00OOCHOBaHHA, B
paboTe TPHUCYTCTBYIOT CCBHUIKM Ha HOPMATHUBHO-TIPABOBBIC akThl. CTyAEHT pabOTe BBIIBUTACT
HOBBIC UJICU U TPAKTOBKH, IEMOHCTPUPYET CIOCOOHOCTH aHAIIM3UPOBATh MaTEpHall.

O1eHKa «XOpOIIOY» BBICTABJISAETCS, €CIM padoTa CTyJEHTa HallMCaHa IPAMOTHBIM HAay4YHBIM
SI3BIKOM, UMEET YETKYIO CTPYKTYPY H JIOTHKY U3JIOKEHUS, TOUKA 3pEHUS CTy/IeHTa 00OOCHOBaHHA, B
paboTe MPUCYTCTBYIOT CCHUIKM HA HOPMATHBHO-TIPABOBBIC aKThI.

OneHka «yJIOBJIETBOPUTEILHO» BBICTABISIETCS, €CJIM CTYJIEHT BBIMOJIHUI 33JaHUE, OJHAKO
HE MPOJEMOHCTPUPOBAT CIOCOOHOCTh K HAy4YHOMY aHalIM3y, HE BBICKA3bIBall B pabOTE CBOETO
MHEHWUS, IOMYCTII OIIMOKH B IOTHIECKOM 0OOCHOBAaHHH CBOETO OTBETA.

OneHka «HeyJIOBIETBOPUTEIHLHOY BBICTABIISCTCS, €CIIM CTYACHT HE BBIIOJHUI 33JJaHUE, WIN
BBITIOJTHII €ro (popMasibHO, OTBETHJI HA 3aJIaHHBIM BOIPOC, MPH 3TOM HE CChUIAJICS HA MHEHUS
YU€HBIX, HE TPAKTOBAJ HOPMATHBHO-TIPABOBHIE aKThI, HE BHICKA3bIBAJI CBOETO MHEHUS, HE TIPOSBUII
CIIOCOOHOCTH K aHAJIN3Y, TO €CTh B IIEJIOM IIeJh pedepara He JOCTUTHYTA.

Kpurtepnu ouieHKH TeopeTHYecKO0il KOHTPOJILHOH PadoThI

O1eHKa «OTIMYHO» BBICTABIIACTCS, €CJIM MUCHMEHHBIE OTBETHI HA BONIPOCH! JaHBI B TIOJIHOM
o0beMe ¥ Ha BBICOKOM TEOPETHYECKOM YyPOBHE, M3JIOKEHHE MaTepuana JIOTMYHOE,
apryMEHTHPOBAaHHOE, C ONIOPOil Ha IEPBOMCTOYHHUK.

O1eHKa «XOpOIIIOY» BBHICTABIISIETCS, €CJIA OTBETHI HA BOIIPOCHI COJIEPKAT HENPUHIUITHATHHEIE
HOTPEIIHOCTH.

OneHka «yIOBIICTBOPHTEIHHO» BBICTABISETCS, €CIHM B OTBETaX OBUTM JIOMYIICHBI
NPUHIUIHATIBHbBIE OINOKH, BBISIBIEH HEBBICOKUN YPOBEHbB BIIAJICHUS MaTEPHAIIOM.

OneHka «HEYJOBIETBOPUTEIBHOY» BBICTABISACTCS, €CIM OTBETHl HE COOTBETCTBYIOT
napameTrpaM, IPHUBEIEHHBIM BBIIIE, WM CTYIEHT OTKa3ajcsi OT BBIOJHEHHS TEOPeTHUECKON
KOHTPOJIbHON paboThI.

Kpurepun onenku recra

OneHka «OTIUYHO» BBICTABIIACTCS, €CIIH JaHbl BEpHbIe OTBETHI HA 85 % u Gosee BOMpPOCoOB
TecTa.

O1eHKa «XO0pOII0» BBICTABIISIETCS, €CJIA JJaHbI BEpHbIE OTBETHI Ha 71-85 % BoIpocoB Tecra.

OreHKa «yJTOBICTBOPUTEIHLHO» BBICTABISIETCS, €CIM JaHBl BepHBIC OTBETHI Ha 56-70 %
BOITPOCOB TECTA.

OreHKa «HEYIOBJIETBOPUTEIHLHO» BBICTABIISAETCSA, €CIU JaHO MeHee 55 % BEepHBIX OTBETOB
Ha BOIIPOCHI TECTA.

Kpurepun oneHkn KOHTPOJIbLHON PadoThl

O1eHKa «OTIMYHO» BBICTABISAETCS, €CIM JOKYMEHT COCTABIICH B IIOJIHOM 00BbEME, YKa3aHbl
BCE HEOOXOMMbIE PEKBU3UTHI, UX PACIIOIIOKEHUE COOTBETCTBYET TPEOOBAHUSM.

OneHka «XOpOIIO» BBICTABISAETCS, €CIM JOKYMEHT COJEPKUT HENpUHIUIHAIbHBIE
MOTPEIIHOCTH.

OmeHKka  «y[OBJIETBOPUTENBHO»  BBICTABISETCA, €CIM B  JOKYMEHTE JIOMYILEHBI
MNPUHIUITHAIIBHBIC OIJ_II/IGKI/I, BBISIBJICH HEBBICOKH YPOBCHB BJIaJICHUA MaTCPHUAJIOM.

O1eHKa «HEeyIOBJIETBOPUTEILHOY» BBICTABIISAETCS, €CJIN JOKYMEHT HE COOTBETCTBYIOT
napameTpam, NpUBCACHHBIM BbIIIC, HJIU CTYJICHT OTKA3aJICA OTBCYATh HA BOIIPOCHI.

Kpurtepunu onieHkH TeopeTH4eCKOro ITMKTAHTA



OHCHKa «OTJINYHO» BBICTABJIACTCA, €CJIM OTBETHI JaHBI B ITOJITHOM 00beMe U Ha BBEICOKOM
TCOPCTUICCKOM YPOBHC.

OHeHKa «XOopouro»  BBICTABJISACTCA, €CJIM OTBCTBI COACPKAT HCIPUHOUIIMAIBHBIC
MOrpCIIHOCTH.

OHeHKa «YHOOBJICTBOPUTCIBHO)» BBICTABJIACTCA, €CJIIM B OTBETAX ObUIH JOITYHICHBI
MMPUHIUITHAIIBHBIC OIJ_II/I6KI/I, BBISIBJICH HEBBICOKHIA YPOBCHBb BJIAACHUA MAaTCPHUATIOM.

OHeHKa «CHEYAOBJICTBOPUTECIBHO)»  BBICTABJIACTCA, €CIUM OTBECTbI HE COOTBCTCTBYIOT
napameTpam, NpUuBCACHHBIM BbIIIC, HJIM CTYJACHT OTKA3aJICA OTBCYATh HA BOIIPOCHI.

KpnTepnn OIlEHKH 3aJaHui «yCTaB», ((PeKBHZBHTBI», BOIIPOCOB NJId 06cy>lme}mﬂ

OHGHKa «OTJIHNYHO» BBICTABIIACTCA, €CJIM OTBETHI JAaHBI B IIOJTHOM 00beMe U Ha BBICOKOM
TCOPCTUICCKOM YPOBHC.

OHeHKa «XOpomIo»  BBICTABJIIAACTCA, CCJIIM  OTBCTbHI COACPIKAT HCIPUHIHIIMAIbHBIC
MOrpCIIHOCTH.

OHeHKa «YHAOBJICTBOPUTCIIBHO»  BBICTABJIACTCA, CCJIM B OTBCTAX ObLIH AOIYIICHbI
MPUHIHUITHAIIBHBIC OHII/I6KI/I, BBISIBJICH HEBBICOKHIA YPOBCHBb BJIAACHHWA MAaTCPHUATIOM.

OHeHKa CHCYHNOBJICTBOPUTCIIBHO»  BBICTABJIACTCA, €CJIUM OTBCTBI HE COOTBCTCTBYHOT
napamMeTpam, NpUuBCACHHBIM BbIIIC, HJIW CTYJCHT OTKAa3aJiCA OTBCYATh HA BOIIPOCHI.

1.2 Cniucok BonpocoB 1 (MJ14) 3aJaHMIi 1JI IPOBeAeHUS MPOMEKYTOUYHOI aTTecTaluu
DK3aMeH N0 JUCUUIUIMHE «J[OKyMEeHTallMOHHOEe O0ecIeueHue YIpaBIEHUS IEPCOHATIOM
MIPOBOAMTCA B YCTHOH opMe 1o Ouiieram.

Bonpocel k 3k3amMeny

Hcropus pa3BuTUs AEIONPOU3BOIACTBA.
[ToHsiTHE «JIOKYMEHT» U €T0 (PYHKLHH.
CnocoObl JOKYMEHTUPOBaHUS.
3aKoHOAATEIbHbIE U HOPMATUBHO-TIPABOBbIE aKThI, PETYJINPYIOLIUE IETONPOU3BOICTBO.
HopmaTtuBHO-METOAUYECKHUE JOKYMEHTBI, PETYIUPYIOLIUE AEIOIPOU3BOACTBO.
Opranuzanys AesITeIbHOCTH CIIY>KObI JOKYMEHTAallMOHHOT'O 00ECIeUeHNUs yIIPaBICHHUS.
[Tonoxenue o ciyx6e IOV, xapakrepucTukKa.
JlomkHOCTHAs MHCTPYKIMS cOTpyAHMKaA ciyk0b1 JIOY, XapakTepucTuka.
WHCTpyKIMs 10 AETONPOU3BOACTBY, XapaKTEPUCTHKA.
. CoBpeMEHHBIE CUCTEMBI JOKYMEHTAIUH, XapAKTEPHUCTHKA.
. bnaHku 1OKyMEHTOB, XapaKTEepUCTHKA.
. PEKBHU3UTBI JOKYyMEHTOB, XapaKTEPUCTUKA.
. Oprann3anvoHHbIE TOKYMEHTHI.
. PacniopsautenbHble JOKYMEHTHI.
. IHpopManimoHHO-CIIPaBOYHBIE TOKYMEHTHI.
. JloroBopHast TOKyMEHTaIHsI.
. TpynoBast KHUXkKa: OCOOCHHOCTHU BeIeHUS U 0(hOPMIICHUSI.
. YCTaB M yuypeIuTeNbHbIN JOTOBOP: CTaTyC U MPEIHA3HAYEHNE.
. ABTOOMOTpadus, XapaKTepUCTHUKA, pe3toMe: Ha3HaAYeHHE U 0COOEHHOCTH 0(OpMIICHUS.
. IloHsATHE «TOKYMEHTOOOOPOT» U €T0 aHAIU3.
. PaboTa ¢ BXOIAIIMMHU TOKyMEHTAMHU.
. PaboTa ¢ ucxonaumMu JOKyMEHTaMH.
. PaboTa ¢ BHyTpeHHUMU TOKyMEHTAMHU.
. KoHTpons 3a ncnosneHneM J1OKyMEHTOB.
. Uudopmanmonno-crnpaBodHas paboTa ¢ JOKYMEHTaMHU.
. Opranuzanus TEKyIero XpaHeH!s JOKyMEHTOB.

LCoNoOARWNE
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27. HomeHnkmatypa Jen, XapaKTepUCTHKA.

28. ®opMHpOBaHUE JIEII.

29. IToaroToBKa JOKYMEHTOB K C/Iaue B apXHB.
30. Opranu3aius MpOBEACHUS YKCIIEPTU3HI IIEHHOCTEH TOKYMEHTOB.

Oo0pa3zen omiera

OI'BOY BO «Ipocnasckuii rocygapcTBeHHbIN yHuBepcuret um. ILI. Jlemunosa»
Kadenpa ynpasnenus u npeanpuHUMaTeNbCTBA
Hamnpasnenue noarorosku: 38.04.02 MeHexMeHT
Maructepckas nporpamma «Y IpapieHHE IEPCOHATIOM
JucuummHa: «J{okyMeHTalmoHHOe 00ecrieueHre yIpaBIeHUs IEPCOHATIOM»

BWJIET Ne 1

1. HomenkunaTypa 1em, XxapakTeprCTHKa.
2. TpynoBast KHMKKa: OCOOCHHOCTH BeIEHUS U 0(hOPMIICHUSI.

3aB. kadeapoii ynpasieHuUs U
[peIPUHIMATEIbCTBA

KaH/Jl. 9KOH. HayK, TOIEHT

J.YO. bproxaHos




Ipuiio:xxkenne Ne2 k paboyeil mnporpaMmme JUCUUIIIMHBI
«JlokymMeHTauMOHHOE o0ecneyeHue YPaBJIeHus MePCOHATIOM))

MeToauyeckue yKa3aHus JJIs1 CTYJI€HTOB MO 0CBOEHH IO JUCIIHIIJIMHBI

N3ydyenune aucuuIuiMHbl TpeOyeT CHUCTEMaTHYeCKOro U IOCJIEOBATEIbHOTO HAKOILICHHUS
3HaHI/H\/Jl, CJICAOBATCIIbHO, IPOITYCKHU OTACIIbHBIX TECM HC ITO3BOJIAIOT FJIy6OK0 OCBOUTH HNPCIAMCT.
[ToaToMy HEOOXOIUMO IOCTOSHHO OCYIIECTBIISITH KOHTPOJb HAJl CUCTEMAaTUYECKOW paboToii
CTYACHTOB. B wauane HU3YyUCHUA JUCHUIUIMHBI CTYACHTaAM HGO6XOI[I/IMO O3HAKOMUTBCA C
COJIep’)KaHUEM pa3/IeNioB JUCUUIUIMHBIL, C LEIIMU M 33JadyaMu Kypca, CBS3SIMH C JPYTHMH
JUCHUTUTMHAMH, CIIMCKOM OCHOBHOW W JIONMOJHHUTENBHOHN JUTEpaTyphl, rpaduKoM KOHCYIbTalUN
pernoaaBaress.

Yrenue JICKIII/Iﬁ npeamnojgaracTt M3JI0KCHHUE CTPYKTYPbI TCMbI U KPATKOTI'O COACPIKAHUA €C
OCHOBHBIX BOIPOCOB, B OCHOBHOM, CJIOKHBIX ISl YCBOCHUS W (MJIM) UMEIOUINX AMCKYCCHOHHBIN
xapaktep. JIeKIMOHHBII Kypc, B OCHOBHOM, CTPOUTCSI HA OCHOBHBIX MOJIOXEHHUSIX B 00JIACTH OCHOB
JIEIIONPOU3BOJICTBA, MPEACTABICHHBIX B HAYYHBIX TPyJaX POCCUUCKHX M 3apyOEKHBIX YUYEHBIX,
UMEIOIIMXCS B HATMYMK B Onbnuoreke YHuBepcutetra, DbC U ymOMSHYTHIX B CIIHCKE OCHOBHOH U
JOTIONTHUTENIFHOU JUTepaTypsl mporpammbl. [locie nekuuu cTyneHThl OOpalaloTcs K JAaHHBIM
MCTOYHMKAM JUIsI 3aKpeIUIeHHWsl 3HAHWA 10 PacCMOTPEHHBIM Ha JIGKIIMM BoIpocaMm. B ciydae
3aTpyJHEHHUS] HEOOXOIUMO OOpaTUTHCSA 32 KOHCYJIbTAlMEW K IMPernojaBaTellio B COOTBETCTBUU C
YTBEP)KIECHHBIM Ipa)KOM KOHCYJIbTAIIHA.

Jlo odepeaHOro MPaKTUYECKOTO 3aHATHUS MO PEKOMEHIOBAHHBIM MCTOYHUKAM CTYAECHTaM
HEOoOXOaUMO MpopadboTaTh TEOPETHUECKUH MaTepuaj, COOTBETCTBYIOIIUN Teme 3aHsaTHs. llpu
HOJArOTOBKE K IMPAKTUYECKHM 3aHATUAM CJIEIyeT MCIIOJIb30BaTh HE TOJNBKO JIEKIUH, Y4EOHYIO
JUTEpPaATypy, HO U1 HOPMATUBHO-IIPABOBBIE aKThl U KOMMEHTAapUU K HUM (JOCTYHI BO3MOKEH depe3
caifTel cnpaBouHO-UHpopMannoHHbIX cucteM Koncynbrantllmioc, [Napant). Ha mpaktuueckom
3aHATHN CTYACHTBI OOJDKHBI TPWHUMATb AKTUBHOC Y4YaCTUC B O6CY)KI[CHI/II/I IIOCTaBJICHHBIX
BOIIPOCOB, C KOTOPBIMU HEOOXOIMMO O3HAKOMUTHCS 3apaHee.

CamocrosiTenpHas paboTa CTYJIEHTOB MO TUCHUIUIMHE «J{OKyMeHTalMoOHHOE oOecreyeHue
yIpaBJIEHUS] MEPCOHAJIOM» COCTOMT B 0Oojee TIHIATeIbHOM U3YUYEHHHM IPEATIOKEHHOTO
IpernoiaBaTesieM TEOPETUYECKOTO MaTepHalia, JaHHOTO Ha JIEKIUSX Ha OCHOBE BBUIOKCHHBIX B
cucreMe Moodle npe3eHTanuit 1 JOMOJTHUTEIbHBIX HCTOYHUKOB, YKa3aHHBIX B CIIMCKE JIUTEPATYPHI.
I[J'ISI IMMPOBECPKH KAYCCTBA M3YUCHUA MaTCpUajia K OTACIIbHBIM TEMaM NPCAYCMOTPCHBI 3aaHuA JIA
CaMOIPOBEPKH.

3amaHus UIs CaMOCTOSTENbHOM pa®oThl (POPMYTUPYIOTCS Ha JIGKIMAX M MPAKTUYECKHX
3aHATUSAX. B KauecTBe HMX JI0Ma CTYJEHTaM INpEAaraloTcs 3a/laHusl, aHAIOTUYHbIE Pa300paHHbIM
Ha MPAKTUYCCKUX 3aHATHAX. BHOCJ’I@}ICTBI/II/I OTHU 3aJaHUA IPU HAJIUYHUHU BOIPOCOB CO CTOPOHBI
CTYZICHTOB pa30oMparoTcs Ha MOCIEAYIOIINX 3aHATUAX H/UIH 00CYKAaeTcs B yaTe.

HpenonaBaTenL OICHUBACT WHAWBUAYAJIBHO pa60Ty KaXXI0ro CTyac€HTa Ha OCHOBaHHUU
IPOBE/IEHHBIX OMPOCOB, BHIMOIHEHUS 33/1aHUI U TPOMEXYTOUHBIX KOHTPOJIBHBIX MEPOIPUSATHIA.



