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Copepixanue:

Crp.
1. Llenn v 3ama41 OCBOEHHMS IV CIUTITHHEL
X Ilepevens mIaHUPYEMBIX pe3yILTATOB O0yYEHHS 110 IUCLHILTHEE,
COOTHECEHHEBIX C IIAHUPYEMbIMU Pe3yIbTaTaMH OCBOCHHA 00pa3oBaTeIbHOM
IIpOTrpaMMBbI
3. Mecto mucuunmuns! B crpykrype OOIT 6akanaBpuata 5
4. O6BeM IUCHHMIUIHHEI B 3a4ETHBIX eIMHAIAX C YKa3aHUEM KOJIHYECTBA 5
aKaICMHUYECKHUX, BBIOCICHHBIX Ha KOHTaKTHYIO paboTy o0ydarommxcs ¢
npenojasateneM (0 BiaaM y4eOHBIX 3aHSTHI) ¥ Ha CAMOCTOSATENLHYIO
paboty obydaromuxcs
2, Cozeprxanue IUCIMILIHHEL, CTPYKTYPHPOBAHHOE O paszaenam ¢ yKasaHHeM 5
OTBEACHHOIO Ha HHX KOJIMYECTBA aKaIEMUIECKHUX YaCOB M BUIOB YYeOHBIX
3aHATHI
5.1.  Pasjens! MUCHHMIUIHHEI U TPYA0EMKOCTS TIO BHAAM YYeOHBIX 3aHATHI (B 3
aKaJIEeMHYECKHX Jacax)
Ounas hopma o0yyenus
3aounas popma o0yueHHs
5.2.  CoxepikaHue JMCIUILTHHEL, CTPYKTYPHPOBAHHOE [0 pa3zienam
5.2.1. CopgepxaHune JEKIMOHHBIX 3aHATHIH
5.2.2.  Conepixanue nabopaToOpHLIX 3aHATHI
5.2.3. ConepixaHHe NPaKTHYECKUX 3aHSTHIL
5.24. llepeuenp y4eOHO-METOMHIECKOTO 00ECIICUEHHS I CAMOCTOSTENBHOM
paboThI 00YYarOIUXCS O JUCIUILTHHE
5.2.5. Temsl KOHTPONEHBIX PaboT (Pa3aAebI MUCIHIIIHHEL) 11
5.2.6. TeMBl KypCOBBIX IIPOEKTOB/KYPCOBBIX paboT 12
6. Meronudeckue ykasauus [Uisi 06y4arOMHXCs 0 OCBOSHUIO JHCITUILIAHEI 12
T OGpa3oBatenbHbBIE TEXHOIOTHH 12
8. YueGHO-MeTOIMYeCKOE U HH(DOPMALMOHHOE 06eCIeYeHHe TUCIATITHHEL 13
8.1.  IlepedeHB OCHOBHOM M JOIONHHTEILHOMN y4eOHOI JIMTEepaTypHl, 13
HEOOXOIMMOI /17151 OCBOEHMS JUCIIATLIIHHEI
8.2.  Ilepedyens HHMOPMALMOHHBIX TEXHOOTHEL, HCITONB3yEMBIX [pH 14
OCYIECTBICHHH 00Pa30BaTENLHOIO MPOIEcca 110 AUCHUIIMHEE, BKIIOYAs
IEpeYEHb MPOrpaMMHOro obecredeHus i HHPOPMAHOHHAIX CIIPABOYHBIX
CHCTEM
8.3.  Ilepedens pecypcoB HHpOPMALHOHHO-TENEKOMMYHUKAIHOHHOM CETH 14
«HMuTtepreT» (nanee — ceth «MIHTEpHET»), HEOOXOMMMBIX JUISI OCBOCHHS
JUCIHTUTHHBL
g. Onucanue MaTepHaIbHO-TEXHHIECKOH Ga3bl, HeoOX0MMMORH T 15
OCYIIECTBIIEeH s 00pa30BaTEeILHOrO MPOLECCa 110 AUCLAIIIHHE
10. Oco6ennocTn opranu3anuy 06y9eH s 10 JUCIIAIUIANHE TS HHBATHIOB 1 JIALL 15
C OTPaHUYECHHBIMH BO3MOKHOCTSIMH 310POBbS
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1. Ilenn u 3a1a4H OCBOCHHS QUCHHILTHHBL

Ieap AMCHHILIHHBL - dopmupoBaHue y CTYACHTOB JHaHWil JOKyMEHTHPOBaHWA
GyXralTepeKHX —Onepalyd, ayaura H oCHOB (huHaHCOBOro aHamusa IpH OpraHH3aluH
yMpaBiIeHus NPSANPUATHEM B COBPEMEHHBIX YCIIOBUSAX.

3agavyd AHCHHIIHHBI

- o3HAKOMJIEHHE C TpeOOBaHUAMH ['paxxaaHcKoro Konexca PoccuicKoi Depepalli,
Konekca 3akoHOB O TPYAS, [OCTaMi ¥ THTOBBIMH MHCTPYKIMAMH MO JIeTIONPOU3BOACTBY,
OCHOBAMH 3aKOHOJATENbCTBA 00 ApXUBHOM doune PO u apxuBax;

- W3ydEHWe TpaBuil COCTAB/ICHHUA JIOKyMEHTOB OyXrajiTepckoro y4uera, ay IMTOPCKOH
[eSTeNbHOCTH ¥ OpraHu3aliy paGoTBI C HUMH;

- p3ydeHHe MOpsKa TEKYLICTo | MOCJICAYIOWEro XpaHeH!s JIOKyMEHTOB;

-OBJaJICHUE METOIMKOH o0OpaboTKH M TNepeaadu uHbopmamy € TIOMOIIBIO
KOMITBIOTEPHBIX TEXHOIOTHH;

- OpMUPOBAHKE HABBIKOB HCIIOIB30BaHMs 3JIEKTPOHHOTO JOKyMeHTOOBOPOTA;

- HOpMHUpPOBAHHE HABBIKOB caMOCTOATETLHON NMPAKTHUECKOH pabOTHI CTYACHTOB-

2. Ilepeuensb IIAHHPYEMBIX Pe3yabTaTOB o6y4ennst N0 JMCHHIIIHHE, COOTHECEHHBIX C
NIAHAPYEMBIMH Pe3yJIbTATAMH 0CBOCHHS oGpa3oBaTeILHOH NPOrpamMMbl

B pesyapTare OCBOCHHSA JMCIATUIAEB] 00YYarOIKics A0KEH 065a0aThk cleayomuMu
KOMITETEHIMAMH: )

OK — 6 - CIIOCOGHOCTBIO HCMOJB30BATh OCHOBBI PaBOBbIX 3HAHKH B pasIUHHbIX cdhepax
NEATeTLHOCTY; _

[IK-8-  CrOCOGHOCTBIO ~ MCTOJb30BaTh UL pelueHust ~ AHATMTHYECKHX — H
ACCIICIOBATENbCKMX  3a7ad  COBPEMEHHEBIC TexHHUeCKHe CpeAcTBa M MH(OpMALHOHHBIE
TEXHONOruA

B pesyabTare OCBOCHHH JAUCHMIIHELL  00y4AOMMICS  J0IKECH oBJIajeTh
CJAeIYIOIHMMHE pe3yIbTaTaMH oby4eHns Mo AMCHUNIAHE:

3HATD!

- TIpaBOBBIE OCHOBBI IO JOKyMEHTHPOBAHMIO M OpraHu3alin paboThl ¢ AOKYMEHTaMHU
(OK-6);

- COBPEMEHHOE MpOrpamMMHOE ofecriedenre, MeTomsl 0oOpaboTkm M mepeiati
uHdopMALMH C TIOMOIIBIO KOMITBIOTEPHBIX TEXHOJIOTU (TIK-B).

ymeThb:

- aHAMM3WAPOBATH 3aKOHO/ATE/IbHBIC H HOPMATHBHO — METOJUYCCKHME mMarepualbl Mo
JOKyMEHTHAPOBAHHIO U OpraHu3allii paboThl C IOKYMEHTaMH (OK-6);

- HCIIOJb30BATH COBPEMEHHOE NMpOrpaMMHOC obecrieueHHe i pelieHus 3aaad B cdepe
JOKyMEHTALFOHHOr0 00ecne eH)A ynpasnerus (ITK-8).

BJIAIETh: .

- CTIOCOBHOCTHIO UCTOJB30BaTh OCHOBBI MPaBOBBIX 3HaHui B cdepe JOKyMEHTHPOBAHHS
YIIPaBJIEHYECKOH NeATENIbHOCTH (OK-6);

- HABBIKAMH 3JIEKTPOHHOI0 JIOKyMEeHTo060poTa (TIK-8).

3. MecTo JHCHHUILIHHEBI B CTPYKTYP€ OOII 6akanaBpHaTa
JucuuninHa B1.B.03 «JloKyMEHTAPOBaHUE yIpaBIeHYeCKOH NeSTENEHOCTHY
peanu3yercs B paMkax 6oka «JJACIMILIIMHBD BapUaTMBHON 4acTH.
Nucnunauna Oasupyercs Ha pesyabTaTax o0yuenus, noMy4YeHHLIX B paMKax
M3yueHHs CAeTYIOMMX THCIHIIHH: «KynpTypa peyn 1 [IeN0Boe obmenuey, «Jlenopas 3THKay,
«MeHe KMEHT», H3y4aeMbIX PaHee.



4. OdbeM NHCUMIIHHBI B 3a4€THBIX €QHHHLOAX ¢ YKa3aHHEM KOJHYecTBa
aKaJeMHICCKHX 49acOB, BBIJEJEHHbIX HA KOHTAKTHYI0 pafory ofydaomuxcs c
npemojasatesieM (M0 BHAAM 3aHATHI) H HA CAMOCTOATENLHYI0 pabory

o0y4arommxcs
Popma obyyenus Ounasn 3aoynas
1 2 3
4 cemectp -3 3.e.; 4 cemectp — 1 3.¢,;
TpynoemkocTh B 3a9eTHBIX 5 cemecTp — 2 3.e.;
eAHHHIax:
Bcero - 3 3.e. Bcero — 3 3.e.

AyNHTOPHBIX (BKII0YAS KOHTAKTHYI0 paboTy obyuarommuxcs ¢ npenojasare/ieM) 4acos (Bcero)
no yuebHoMYy niany:

4 cemectp — 18 vacos; 4 cemectp — 2 yaca;
Texumn (JT) 5 ceMecTp — yuebuwvim nAGHOM
He npedycmMompens;
Beero - 18 uacos Bcero - 2 yaca
4 cemectp — 36 yacos; 4 cemecTp — 4 yaca;

JlaGoparopubie 3ausTus (JI3) 3 Gomeotp -4 WioN;

Beero - 36 yacos Beero - 10 yacos
Mpakrwueckue sansTus (113) YHeOHBIM NIAHOM He YuebOHbIM NIGHOM He
P npedycmMompenel; npeoycMompenbl,
4 cemectp — 30 yacos;
CamocrosTenbHas pabora cryneHToB | 4 cemectp — 54 yaca; 5 cemecTtp — 66 4aca;
(CPC)
Beero — 54 yaca Bcero - 96 waca
Popma TeKyIero KOHTPOJIs:
KonrponeHhas pabora
p 4 cemectp 5 cemecTp
DopmMa NPOMeKYTOYHOM ATTECTALIMAS
or— YuebHLIM NIAHOM YuebHvIM naanom
He npedycmMompenst He npedycmMompeHsl
4 cemecT
3auer P 5 cemecTp
T _ YUeOHbIM NIaHOM YuebHbiM HAaHOM
He HpedycMompensl He npedycMompeit
KypcoBas pa6ota YYeOHLIM NIAHOM YuebHbiM naanom
Y He npedycmompensl He npedycMompenvl
KypcoBoit mpoekT VueOHbLM NAaHOM YuebHbIM naaHom
P He npedycmMonmpest He npedycmompersl

5. Coneprxanue IHCHUIUIHHEL, CTPYKTYPHPOBAHHOE 10 Pa3fAeNaM ¢ YKa3aHHEM
OTBEIEHHOr0 HA HHX KOJHYECTBA aKaJeMHYeCKHX YaCOB H BHIOB Y4eOHbIX 3aHATHI

S.1. Pasgens! IucMNUIMHBI H TPYJ0EMKOCTH N0 BHAAM y4eGHBIX 3aHSITHI (B
aKaJeMH4eCKHX 9acax)

5.1.1. Ounas ¢popma oby4uenus



Ne | Pazjes aucHnInEbI Pacnpegesienue Tpynoemkocru @®opma TeKymero
(mo cemecTpam) e pasnena (B yacax) no Buaam KOHTPOJISA H
o/ 22| g y4e0H0il paboTel NPOMEKYTOYHOMH
n § E q;; KOHTAKTHAN arrecTaluu
° 2|3 |
2 X a3 m |
1 2 3 4 3 6 7 8 9
1. | HokymeHTHpOBaHHE 3auer
YNpaB/IeHYeCKOH Kourponenas pabora
nedaTenbHocTH B PO, 12 4 2 6 4
Yuubukauus u
CTaHJapTH3aLHA
JIOKYMEHTOB.
2. | Cucrema
opraﬁma[monﬁo-u 20 4 4 6 10
pacnopAIUTENbHOM
JOKYMEHTalHH
3. | HoroBopHo-npaBoBas
JOKYMEHTALIHS. 6 10
JlokyMeHTauus no 18 4 2
BHELHEAKOHOMHUECKO
W JeaTenbHOCTH
4, | HokymenTauus no
TPYIOBbIM 20 4 4 6 10
NpaBOOTHOILIEHHAM
5. | INpeTenzuoHHo -
UCKOBas 18 4 2
JNOKYMEHTaLus 6 10
6. | Opranusauus paboTs 20 4 4
C JOKYMEHTaMH 6 10
7. | Hroro 108 18 36 54

5.1.2.3a04ynas ¢opma o0y4enus

Pazpgen aucunnImub
(mo cemecTpam)

Pacnpenenenue Tpya0eMKOCTH

pa3geJa (B 4acax) mo BHAAM

yaebHoil paboThI

Popma TeKymero
KOHTPOJIA H

=)
=
25| o NPOMEKYTOYHOH
n 2 % § KOHTAKTHAasA aTrTrecTanHu
=2
28|38
2 o JI3 o |=Fe
1 2 3 4 5 6 7 8 9
1. | JokymeHTHpOBaHKE 3aver
YIpaBIeHYeCKOH KouTtponsHas paGora
nearensHOCTH B PO. 15| 4 0.5 ] 10
Yuuopukauus u
CTaHIapTH3aLMS
JIOKYMEHTOB.
2. | Cucrema 125 | 4 0.5 2 10
OpraHu3aLHOHHO-




JToOKyMeHTAaLMs [0 TPYIOBBIM
MPaBOOTHOIIEHUAM

pacnopsauTeNbHON
JOKYMEHTalUHH
3. | MorosopHo-npasoBas
NOKYMEHTALHA.
HokymeHTauus no 12 4 1 1 10
BHELUHEAIKOHOMHYECKOD
i JesTensHOCTH
4. | HoxymenTauus no
TPYIAOBBIM 24 5 2 22
NPaBOOTHOLLEHUAM
5 | IlperensuonHo -
HCKOBasi 24 5 2 22
JOKYMEeHTaLus
6 | Opranusauys pa6oTel 24 5 2 22
C JOKyMeHTaMH
7 HUroro 108 2 e =
5.2. CopepxaHue IMCHHILTHHBI, CTPYKTYPHPOBAHHOE 110 Pa3ae/iaM
5.2.1. ConepixaHue JIEKIHOHHBIX 3aHATHI
HanmenoBanue pasnena
Ne Copepixanue
JHCHOHIIJIHHEBI
1 2 3
1 ITonsTre o pokymenTHposanu. OGA3aTENIBHOCTD AOKYMEHTHPOBAHHS
MHbOpMalH. 3aKOHONATENbHBIE aKTbl, PErJIAMEHTHPYOLLUE
OpraHu3auuIo paboTel ¢ AOKYMEHTHPOBaHHON HHGbOpPMaLHeit
(DenepanbHeiii 3axkoH PO «O6 nHdopmaumu, HHGOPMALUMOHHBIX
JlokymeHTHpOBaHKE TEXHOOrUAX M O 3amuTe uHpopmaunu», Tpynosoii kogekc PO u ap.).
[YIIpaBJIeHYECKOH OcHoBHBI€ cIOCOGEI IOKYMEHTHPOBaHUsA. MarepuanbHble HOCHTENH
nesTenbHocTH B PD. MH(QOPMALMK M UX BIHSHUE Ha JONrOBEYHOCTh W COXPAHHOCTh
YHUDHKaLMS 1 [IOKyMeHTa. BiisiHue Hay4HO - TEXHHYECKOro Nporpecca Ha JOKYMEHT U
CTaHIapTU3aLWsd JOKYMEHTOB |[TOKYMEHTHPOBaHHE.
Tekcrossle, rpaduueckie, MaLIHHOYUTAEMEIE JOKYMEHTHI,
(poronoxymeHTsI. ITOHSITHE «3NEKTPOHHBIM JOKYMEHT.
VHU(UKALKNS U CTAHAAPTH3ALHS JOKYMEHTOB. Y HHHLHPOBaHHbIE
CHCTEMBI JOKYMEHTALHH
2 Y HUHUMPOBaHHas CHCTEMA OPraHH3aLHOHHO-PACTIOPS ANTENBHOMN
Cucrema opranusaumosHo-  [nokymenrauuu (YCOPT)
pacrnopAIuTebHOMH [Popmy.sp-oOpasell OpraHU3aLHOHHO-PACTIOPA AUTENBHOMN
MOKYMEHTALIMH inokymeHnTauuu (OPJ)
PekBHU3UTBI U OIaHKK
3. JloroBopHo-npaBoBas Hasnauenwe u cTpoenue norosopa.
IMOKYMEHTaLHs. [Ipasusia 0hopMIECHHS aKTOB B OPraHU3aLMH.
JloKyMeHTaLus 1o [Topsok oopmneHns U perncTpaLKy A0BEPEHHOCTEH.
[BHELLHEIKOHOMUYECKOH [Topanok oopMIEHHs MEKIYHAPOAHBIX KOHTPAKTOB.
NesATeNbHOCTH [Ipasuna v hopMbl MEPENHCKH ¢ 3apyOeKHBIMH NapTHEPAMH
4, [IocnenoBarebHOCTE OPOPMIEHHS IOKYMEHTOR MPH MPUEME Ha paboTy.

[IpyKazsl Mo MMYHOMY COCTaBY M MX OTJIHYME OT JPYTHX MPHKA30B.
DYHKIMY M Ha3HaYeHHe IITATHOrO PACHMCAHUS.

[Topsinok oopmienys U pacTopKeHHs TPYLOBOTO AOrOBOPA.
Hasznauenue nuuHolM kaprouku. Tpyaosas KHIKKa U ee
XapaKTePHCTHKA.




5. [[IpeTeH3HOHHO - HCKOBas [Topsanok oopmieHns NpeTeH3 it ¥ MCKOBOTO 3asBIIEHHS.
IMOKYMEHTALIHS Pa6ora ¢ sxanobamu 1 06paleHUAMY MPaKIaH.
6. Cy»x6a 10KyMeHTalMOHHOTO oGecrieuenus ynpasaenus. TpeGosanus k

Opranusauus paboTsi ¢
MOKYMEHTaMH

OPraHM3aLny A0KYMEeHToo60poTa

Opranusanus npruema, pacCMOTPEHHs, PETUCTPALMH K HCMOMHEHHA
IMOKYMEHTOB

HMudpopmauronHo-cnpaBoyHas paboTa B yCIOBHAX MPHMEHEHUS
KOMIBIOTEPHbIX TEXHONOTHH

KOHT‘pOﬂb HCITIOJTHEHHA JOKYMEHTOB

Opranu3alms onepaTHBHOrO XpaHeHHs JOKyMeHTOB. HomeHK1aTypa
eJ1, 3KCMEepTH3a LEHHOCTH JOKYMEHTOB, TIOPSIOK YHHUYTOXKEHHS
IOKYMEHTOB U O)OpMIIeHHs Pe3yIbTaTOB SKCMEPTH3bI, MOArOTOBKA Ae
K apXHBHOMY XPaHEHHUIO.

5.2.2. Coneprranue JabopaTOPHBIX 3aHATHIT

HanmenoBanue pa3zgena

No Copep:xan
AHCHHIJIMHBI DAL
1 2 3
1 [dokymeHTHpOBaHHe CoctaBnenne obuero 6naHka OpraHU3aLMK C YrJI0BBIM M MPOAOLHBIM
YTIpaBIeHYECKOH BapHaHTaMH PaCMNOJOMEHUSA PEKBU3UTOB,;
NeATENbHOCTH B PD. Cocraenenne GnaHka ciykeGHOrO MUCLMA OPraHU3alMK C YIJIOBbIM H
Yaudukauus u MPOAOJIEHEIM BAPHAHTAMM PACIO/IOKEHHS PEeKBH3HTOB.
CTaHAApTH3ALMA JOKYMEHTOB [/[aHHbIE 3aHECTH HA 3NIEKTPOHHBIH HOCHTe b B hopmate Word.
2. OdopmreHre npHKasa no OCHOBHOMN AEATEBHOCTH.
Cucrema OpraHH3aLMOHHO-
o Odopmnenue 3asBieHus, Cipasky, NPOTOKOA.
pacrnopAIUTENBHOM
Odopmnenne ciykeGHBIX NUceM.
NOKYMEHTALUH .
JlaHHBIE 3aHECTH Ha NIeKTPOHHBIM HOocHuTeNs B hopmare Word.
3. florosopHO-npasoBas Odopmenne aorosopa, akra, Z0BEPEHHOCTH.
OKYMEHTALIHAA. OdopmiieHHe KOHTpaKTa, MEKILYHAPOIHOTO MUChMa
HlokymenTaLms no laHHBIE 3aHECTH Ha 31EKTPOHHBIN HOCHTENb B (hopmate Word.
BHELUHE3KOHOMH4YECKOMH
[IESITENBHOCTH
; Odopmnenre npykasa no JHYHOMY COCTaBy, rpaduKa OTITYCKOB
4 JIOKyMEHTaLIKs MO TPYAOBBIM gep - P Y Y, rpad oy >
MUYHOH KapTOUKH.
[PaBOOTHOLLEHUAM "
JlaHHbIE 3aHECTH Ha IEKTPOHHBIN HOCHTENb B hopmaTe Word.
5. [[pereH3noHHO - HCKOBas OdopmiieHne npeTeH3HOHHBIX MUCEM, HCKOBOTO 3afBJIEHHA.
[IOKYMEHTALHsI J[aHHBIE 3aHECTH Ha HEKTPOHHBIHA HOCHTENb B hopmate Word.
6. Cocrag/ieHHe aKTa O BbIAENCHHH K YHHUTOXKEHHIO JOKYMEHTOB, He

Opranuzauus paGoTsi ¢
JIOKYMEHTaMH

MOJUIEKALIMX XPAHEHHIO
Cocrasnenue c1aTOYHOI ONUCH NPH MepeayH JeNla B apXUB

JaHHbI€e 3aHECTH Ha 3NEeKTPOHHLIN HOocHTeb B hopmate Word.

5.2.3. Coaeprkanne NPAKTHYECKUX 3AHATHIT «y4eOHBIM IJIAHOM He npexycMOTPeHbI»

5.2.4. IlepedeHb y4eOHO-METOAMYECKOro oO0ecredeHnsi AJsl CAMOCTOSTENLHON pafoTsi

oﬁyqam IIHXCH II0 AHCUHIIINHE

Ounas hopma oOyqenus

HaumenoBanue pazaena Yuebno-
No Copnep:xanne
AHCHHAILTHHDI MEeTOJHYecKoe
obecnedeHne
1 2 3 4




obecnevyenue

3

4

JloKyMeHTHpOBaHKe
yTIPaBJIEHYECKOMH
eATeNIbHOCTH B PO,
Yaudukaums u
CTaHOapTH3aLHA
IOKYMEHTOB

[ToHATHE O IOKYMEHTHPOBAHHH.,
O6s3aTeNBHOCTE HOKYMEHTHPOBAHHS
H(OpMaunK, 3aKOHOAATENBHBIE AKTHI,
PETJIAMEHTHDYIOLIKE OPraHU3aLuIO paboTe ¢
NIOKYMEHTHPOBaHHOH HH(pOpMalueii
(Penepanbubiii 3akon PO «O6 uudopmarmy,
MH(OPMALMOHHBIX TEXHOJIOTUAX H O 3all[HTe
pHdopMauuu», Tpynosoii koneke PO u np.).1
uac

OcHoBHBIE cIOCOGEI AOKYMEHTHPOBAHHA.

MarepuansHbie HOCHTEH HMHDOpPMALIHH H X

B/IMSHUE HA JOJIFOBEYHOCTE H COXPAaHHOCTD
MOKyMeHTa. BIHAHHE Hay4YHO - TEXHHYECKOro
mporpecca Ha JOKYMEHT U
NOKYMEHTHpOBaHHe. | yac

TexcroBsle, rpaduueckue, MaIIMHOYHTAEMEIE
NIOKYMEHTBI, (oTof0KyMeHThL. [ToHsTue
(«3NEKTPOHHBIN AOKYMeHT». | yac

YHU]HKAUMS U CTAHIAPTH3aLMA JOKYMEHTOB,
YHHHULIMPOBAHHBIE CHCTEMBI IOKYMEHTALMH |
yac

(11, [2], (3]

Cuctema opraHusallMOHHO-
PacrnopsauTe/IbHOMH
TOKYMEHTALIMH

Y HuuUHpPOBaHHAs CHCTEMa OPraHW3aLMOHHO-
pacnopannTensHol nokymenrauuu (YCOP]) 5
H4acoB

Dopmynsp-o6pasel; OpraHu3aLHOHHO-
pacnopsauTensHoi nokymentauuu (OPJT) 3
yaca

PekBH3HTHI K Ganku 2 yaca

(1], [2], (3], [4], [5]

[loroBopHo-npagosas
ITOKYMEeHTalKs.
JlokymeHTauus ro
BHELIHEIKOHOMHYECKOH
NEeATeTBEHOCTH

Hasnauenue u ctpoenme norosopa. 2 waca
[pasuna odopmieHns akTos B opranusaumy. 2
Haca
[Topsinox odopmnenus u perucrparmu
MOBEPEHHOCTEH. 2 yaca
[Topsinok odopmnenns MexayHapoaHBIX
OHTPAKTOB. 2 yaca
paBuia 1 GOPMbI NEPENUCKH C 3apyBesKHbIMH
apTHepaMmH. 2 yaca

(1], (2], [3]. [6], [7]

JIOKyMeHTauus rno
TPy IOBBIM
MPABOOTHOILEHUSIM

OCJIE0BATENBHOCTE OGOPMIICHHS
OKYMEHTOB NpH npueMe Ha padory. 2 yaca
IIpukase! 1o THYHOMY COCTABY H MX OTHYME
T APYTHX NPHKa30B. 2 yaca

YHKUHH Y Ha3HAY€HHE LUTATHOro
acnucaHus. 2 yaca

OpANOK ODOPMIIEHHS H PaCTOPIKEeHHS

YIOBOIro IOrosopa. 2 yaca

a3HAaYCHHE JIMYHOM KapTouku. Tpyposas
HIDKKA U €€ XapaKTepucTrKa.2 yaca

(1], (2], [3]. [4], [7]

[ IpeTeH3uonHo - uckopas
MOKYMEHTALHA

[Topsnox odopmnenns nperensuii u nckosoro
BasiBIEHHUA. 5 4acoB

Pabota ¢ sanobamu 1 oGpamennsiMu rpaaas.
5 yacos

(11, [2]. [3], (7]

Opranusauus paGore ¢
MOKYMEHTaMH

Ciysi6a I0KYMEHTaHOHHOrO Obeceyenns

npaejeHus. TpeGoBaHus k opraHH3auuu

(13, [2], [3], [41, [5],
[6]
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yaca

HudopmauronHo-cnpasoyHas pabora B
YCITOBHSAX MIPUMEHEHHS KOMITBIOTEPHBIX
TEXHONOruM. 2 yaca

KOHTpPO/IE MCNONTHEHUS! JOKYMEHTOB. 2 yaca
OpraHu3aLys OrMepaTUBHOIO XpaHEHHs
nokymenTos. Homenknatypa nen, akcnepruza
IEHHOCTH [JOKYMEHTOB, NOPAAOK YHHUYTOKEHUSL
[TOKYMEHTOB ¥ 0OpMIIEHHS Pe3y/IbTaTOBR
OKCIEPTHU3BI, MOArOTOBKA JEN K apXHBHOMY
XpaHeHHIo. 2 yaca

3aoynas ¢popma o0ydeHus

o HaunmenoBanue paznena o — YueGuo-
AHCHHNJIHHBI MeTOAHYECKOoe
obecneyenue
1 2 3 4
14 IToHsATHE O IOKYMEHTHPOBAHHH. [11, [2], [3]
(O6s3aTeNbHOCTh JOKYMEHTHPOBAHHS
MHpOpMaLMH. 3aKOHONATENbHbIE aKThl,
periaMeHTHPYIOILHE OpraHu3alHio paboTsl ¢
IIOKYMEHTHPOBaHHOH WH(OpMaLHer
(DenepaneHsblii 3akoH PO «O6 undopmaumu,
HchopmauHOHHblx TEXHOJIOrHAX H O 3allUTe
MokyMermHpoBaHHe mHdopMauun», Tpynosoit kogeke PO u ap.).
yTIpaBleH4YecKOH o
esTenbHOCTH B PD. OcHOBHBIE COCOOBI JOKYMEHTHPOBAHHUA.
S —— IMarepuanbHble HOCHTETH HHPOPMALIHKH U HX
BNUAHHE HA JONTOBEYHOCTh W COXPAHHOCTH
CTaHaapTH3aLMA
[ - TOKYMEHTa. BIusHMEe HAYYHO - TEXHHYECKOTO
nporpecca Ha IOKYMEHT ¥ JOKYMEHTHPOBaHUE.
2 yaca
TekcToBbIe, rpadMueckie, MalIMHOYHTAEMEIE
noKkymeHTbl, poronokymenTsl. [Tonstue
(3NEeKTPOHHBIH JOKYMEHT». 3 yaca
YHudukauus 1 cTaHzapTH3aUKs J0KYMEHTOB,
yHAGHUMPOBaHHEBIE CHCTEMBI JOKYMEHTALHH.
3 yaca
i YHuUuMpoBaHHas cucTeMa opraiuzauMonHo- | [11, [2], [3], [4], [5]
pacriopsauTenbHOR nokymentauuu (Y COP).
CucTtema opraHM3alMOHHO- |5 YacoB
pacnopsaHTeNbHOM Dopmytsp-obpa3seLl OpraHH3aLHOHHO-
NMOKYMEHTaLHH pacrniopaaurensHoi fokymentauuu (OPI). 3
yaca
PexBu3uTEI M OaHKH. 2 yaca
3 Hasnauenue u cTpoeHue gorosopa. 2 yaca
[TpaBuna ohopMIeHHs aKTOB B OpraHM3all|H. [11, [2]. [3], [6], [7]
IToroBOpHO-TIpaBOBas 2 yaca
IMOKYMEHTALIMA. TTopsanok oOpMIEHHS U PErUCTPALIHH
JlokymeHTauus no InoBepeHHOCTEH. 2 yaca
BHELIHEOKOHOMHUYECKOH ITopsnok oopMIeHHS MEKAYHAPOIHBIX
nesTenbHOCTH IKOHTPAaKTOB. 2 yaca
IIpaBuna u Gopmel nepenycky ¢ 3apyderKHbIMH
mapTHepamH. 2 yaca
4. [ToKkyMeHTauus 1o [MocnenoBarenbHOCTh odopMneHHs [11, [2]. [3]- [4], [7]
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TPYAOBBIM TOKYMEHTOB TpH NpHUeme Ha paboTy. 5 yacos
MPaBOOTHOLLEHUSAM ITprKasel Mo JMYHOMY COCTaBY M MX OTJIHYHE
OT ApYTHX TPHUKA30B. 5 YaCOB

DyHKUWM ¥ Ha3HAYEHHE LITATHOrO
pacrnMcaHms. 5 yacoe

IMopsinox obopmieHus U pacTOPIKEHUS
TPYAOBOro JOroBopa. 5 4acos

IHasznauenune nuuHoi kaprouku. Tpynosas
[KHHZKKA U €€ XapaKTEpHUCTHKA. 2 yaca

5 [Topsinok oopMmneHus NpeTeH3uil H HCKOBOTO [11, 2], [3], [7]
[IpeTeH3HOHHO - HckoBag  paasneHus. 10 yacos
OKYMEHTAaLHs IPaboTa ¢ xanobamu 1 0OpallleHHIMH rparkiaH.
12 yacos
6. ICrrysx6a 1OKYMEHTALIMOHHOro obecneyeHus [11, 121, [3], [4], [5],
ynpaenenus. TpeboBaHus Kk opraHu3aluu [6]

NIOKYMEHTO000pOTa. 5 Yacos
OpraHuzauus npueMa, pacCMOTPEHHS,
PErMcTpaLMy W MCTIONHEeHHs JOKYMEHTOB. 5

4YacoB

MudopmanuronHo-cripasoutas pabora B
Opranuzauus paboTs! ¢ YCIIOBUSIX MPHMEHEHHUS KOMITbIOTEPHBIX
NMOKYMEHTaMH TeXHOJIOTUil. 5 yacoB

KOHTpONb UCNIOMHEHHU JOKYMEHTOB. 2 yaca
Opranmaum OﬂepaTHBHOT‘O XpaHEHHII
inoxymeHtoB. HomeHiuiaTypa nen, akcneprHsa
LEHHOCTH JOKYMEHTOB, NOPAAOK YHHYTOKEHHA
ITOKYMEHTOB ¥ 0(OPMJICHHS Pe3y/IbTaTOB
PKCMEPTH3bl, MOArOTOBKA [e/1 K apXUBHOMY
XpaHEeHHIO. 5 4YacoB

b falliN ps

O LN

8.
9.

5.2.5. TeMbl KOHTPOJBLHBIX padoT

Pone noxymenTa B cepe npasa u yrpaBlIeHHS.

JIOKyMEHT: OCHOBHEIE [TOHSTHS, CIIOCOOBI IOKYMEHTHPOBAHMS.

HudopMmanust 1 JOKYMEHT.

YHuHKaIuAd ¥ CTaHZapTH3alHs KaK OCHOBHOE HAaNpaB/ICHHE COBEPIICHCTBOBAHMS
noxymeHTOB. ['OCTe1 Ha YCJI. CucreMsl JOKYMEHTAllHH.

XapakTepucTHKa, cocTaB U conepxanue aercrpyiomero ['OCTa.

Cocras pexBuszuToB OPJl, npaBuiIa HX 0pOPMIECHHS.

[TpaBuna oGOpMIICHHS, H3TOTOBICHHS, YydYeTa, HCHONB30BaHUA M XpaHeHHs O/IaHKOB
OpraHu3aiuy.

XapaKTepuCTHKa U COCTaB OPraHU3alHOHHBIX JOKYMEHTOB.

XapaKTepruCTHKA H COCTaB CIPABOYHO-HH(POPMALTHOHHEIX JOKYMEHTOB.

10. XapakTepHCTHKA U COCTAB PaCIOPIIATEIBEHBIX JOKYMEHTOB.

11.

OcobennocTu 0GOpMIIEHHS KaIPOBOH JTOKYMEHTALUH.

12. YaubuuupoBanubie GOpMBI JOKYMEHTALUY 110 TPYLY.
13. JlenompoH3BOACTBO Kak (YHKIHMS YIpPaBlICHHS, COBPEMEHHBIE TpeOOBaHHA K €ro

OpraHu3aIui.

14. Cnyxba IOOKYMEHTALlMOHHOro oOecrieueHHs YNpaBlNeHHs: QYHKIHMH, CTPYKTYpa,

JOJDKHOCTHOH COCTaB, HOPMATHBHBIE MaTEPHAIIBL.

15. Ofmme NpUHUMIEI OpPraHU3aldH JOKYMEeHT00O0poTa. OCHOBHBIE 3Talbl TEXHOJIOTHH

paﬁorm C JOKYMEHTaMH.

16. IlepBonauaneHas 0OpaboTKa JOKYMEHTOB B YIPEKICHUH.
17. TexHomorus pacCMOTPEHHUS JOKYMEHTOB B YUPEIKIACHHH.
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18. Permcrpanus HMOKYMEHTOB Kak IIpollecC co3JaHMs OaHka IDaHHBIX O JOKYMEHTax
OpraHM3aluH.
19. KoHTpomns uCIOIHEHHS TOKYMEHTOB.
20. Opranusanus OTIpaBKH JOKYMEHTOB.
21. OcHoBHBIE TpeOOBaHNUS K OpPraHU3allii XPaHEHHS UCIIOJIHEHHBIX JOKYMEHTOB.
22. Bunsl HoMeHKIATyp Aen. [Topsmok coctaBneHus U 0GOopMIIeHHS.
23. Cpoku XpaHeHHUs JOKYMEHTOB.
24. IlpaBuna NOArOTOBKH JI€JI K C/la4ye B BEJOMCTBEHHBIH apXuB.
25. ApXuBHOE XpaHEHUE JOKyMEHTOB.
26. CoctaB HOPMATHBHBIX [IOKYMEHTOB, DErJIaMeHTHPYIOIIMX COCTaBleHHe U odopmieHue
JOKYMEHTOB, HX XapaKTEpUCTHKA.
27. CoctaB HOPMATHBHBIX MJOKYMEHTOB, pErjaMeHTHPYIOIIUX OpraHu3anuio paboTel ¢
JOKYMEHTaMH B YUPEKIEHUHU, UX XapaKTEPUCTHKA.
5.2.6. KypcoBsle mnpoexkThl/ KypcoBble PadoTbl «y4eOHBIM ILUIAHOM He
NpexycMOTpeHbI»
6. MeTogu4yecKkue yKa3aHus JJIsl 00y4ar0IuXcs M0 0CBOSHHIO XHCIHIIHHBI
Bun yueGHo#H o
paboTs praHMsauys JesTelbHOCTH CTYASHTa
Hanwmcanve koHCIIEKTA nexunﬁ: KPaTKO, CXEMAaTH4YHO, MOCJIEN0BATCIbHO.
DUKCHPOBATh OCHOBHBIE MOI0KEHHA, BEIBOIbI, GOPMYJIHPOBKH, 0000LLEHN ]
OTMEYaTk BaJKHBIE MBICIIH, BBIOCIATE KIHOYEBBIC CJI0BA, TEPMHHEIL. l'[poseplca
TEPMHHOB, MOHATHH ¢ MOMOLIBK SHUMKIONEAHWH, clioBapel, CrpaBO4YHHKOB C
Jlekuus BBIMUCHIBAHUEM TOJIKOBaHHWH B TeTpaab. OO03HaUMTE BOTMPOCEI, TEPMHHBI,

Marepua, KOTOPbIiA BBI3bIBAET TPYAHOCTH, OTMETHTh M MOMBITATECA HAWTH
OTBET B peKOMeHIyeMoli nuTeparype. Ecny caMOCTOATENBHO He yaaeTcs
pazobpatbcs B MaTepuane, HeoOxoauMo copMy/IMpOBAaTE BOMNPOC M 3a/1aTh
MpernojaBaTeNnio Ha KOHCYIbTALIWH, HA MPAKTHYECKOM 3aHATHH.

JlaGoparopHsie
MeTtoauyeckne ykazaHus 10 BHIMOMHEHHIO 1abopaTOpHBIX paboT

3aHATHA
3HaKOMCTBO ¢ OCHOBHOMH M JOTIONHUTENbHOH JTHTEPaTYPOH, BKIIOYAs
CamocTosTenbHa
6oTa / CIIpaBO4YHBIC M3aHHA, 3BPY66}KHBIB HCTOYHHKH, KOHCIIEKT OCHOBHBIX
3]{];13””&%%[ MOJIOXKEHUH, TEPMUHOB, CBEICHHUH, Tpeﬁy'IOjnPD(CH AJIS 3aMOMHHAaHHs U }
e 3anaHMs ABJISIOLUMXCS OCHOBOMONAralomuMi B 3Toi Teme. CocTaBfieHHe aHHOTaUMH K
NPOYHTAHHBIM JINTEPATYPHLIM MCTOYHHKAM M JP.
KonrponeHas CpencTeo NpOBEPKH YMEHHI NPUMEHATE NOMYUYEHHbBIE 3HAHUA U1 pellleHHsa 3a1a4
pabora OMpeAeIeHHOro THNA 110 TEMEe MW pas/emy

[Tpy MOAroTOBKE K 3K3aMeHy (3a4eTy) HeoOXOAMMO OPHEHTHPOBAThCA Ha
3HaHUs, MOMyYeHHbIe Ha 1a00paTOPHBIX 3aHATHIX, PEKOMEHIYEMYIO JIMTEPATYPY
W Jp.

IToaroroBka k
PK3aMeHy (3aueTy)

7. O6pa3zoBaTeIbHbIE TEXHOJIOTHH
[Tepeuens 06pa3oBaTEeNbHBIX TEXHOJIOTUH, HCIONB3YEMBIX IIPH H3YUEHHUH THCIHIIIHHEL

«loKyMeHTHpOBaHUE YIPaBICHUYECKONH NEATEIBHOCTHY
TpaguuuoHHsie 00pa3oBaTebHbIE TEXHOJOTHI

Jucrurumina «J[0OKyMEHTHPOBAHUE YIIPABIEHUECKON AEATENBHOCTH) MPOBOAUTCA C
UCIIONB30BAaHUEM TPAJHIMOHHBEIX O00pa3oBaTe/NbHBIX TEXHOJNOIMH OpPHEHTUDYIOMIMECS Ha
OpraHu3anuio 00pa30BaTENEHOrO MPOIecca, MPeaNONAaralolyio NpAMYIO TPAHCIIALHMIO 3HAHUI
OT mpermofasaTessl K CTyHeHTy (NPeHMYyINECTBEHHO HAa OCHOBE OOBSCHHUTEILHO-
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HJUTIOCTPATUBHBIX METOAOB O0ydeHHs), ydeOHas AeSTENBHOCTH CTYINEHTa HOCHT B TaKHX
YCIOBHSIX, KaK IpaBWIO, PENpPONYKTHBHBIH Xapakrep. PopMbl y4eOHBIX 3aHATHI MO
IUCHHUILIMHE  «/IOKYyMEHTHpOBaHHE YNPABJICHYECKOH MESTENBHOCTH» C HCIOJb30BAHHEM
TpPaJHLIMOHHBIX TEXHOJOIHIi:

Jlexuus — TIOCIENOBAaTENBPHOE HU3JIOKEHHE MaTepHana B JUCHHIUIMHAPHOM JIOTHKE,
OCYINECTBJISIEMOE IPEUMYILECTBEHHO BepOaIbHBIMU CPeACTBaMu (MOHOJIOT ITPENoaBaTe s )

JlabopaTtopHOoe 3aHATHE — OpraHu3anus y4eOHOi pabGoThl ¢ peabHBIMHE MaTepHAILHBIMU
¥ HHGOPMAIIMOHHBIMH OOBEKTAMH, SKCIEpUMEHTaIbHAs paboTa C aHAIOTOBBIMH MOJEISIMH
pEAIBHBIX OOBEKTOB.

HHTepakTHBHbIE TEXHOJIOIHH

Juciummea «/[OKyMEHTHPOBaHHE YIIPaBIEHYECKOH HEATENBHOCTH» IMPOBOJUTCS C
MCIIOJIB30BAHWEM MHTEPAKTHBHBIX TEXHOJOIMH, OPUEHTHPYIOIIHXCS Ha  OpPraHW3aLHIo
obpasoBaTenpbHOrO  Ipomecca, KOTOpas [IpealojiaraeT akTHBHOE W HEJMHEHHoe
B3aMMOJICHCTBHE BCEX YYaCTHHKOB, NOCTIKEHHE HA 3TOM OCHOBE JUYHOCTHO 3HAYHMOTO IS
HUX 00pa3oBaTelbHOrO pe3yibrata. @OpMBI  yueOHBIX 3aHSTHH O JIHUCLIHIUIHHE
«JloKyMEeHTUpOBaHUE YNPABIECHYESCKOH NEATENBHOCTH» C HCIONB30BAHHEM HHTEPAKTHBHBIX
TEXHOJIOTHH:

Jlexnus-Oecena, WM «OHAIOr C ayIUTOpHEH» - HEIOCPENCTBEHHBIN KOHTAKT
npenonasarend C aygUTOpHeH, IO3BONSET NpHBIECKAThH BHUMAaHWE cylnareiedl K Haubonee
B&)XHBIM BOIIPOCaM TEMBI, ONPEE/IATE COEpIKaHHE M TEMIT U3JIOKEHHsS y4eOHOro MaTepuania ¢
y4€TOM 0cOOEHHOCTEH 00y4YaeMBIX.

MUHE-IEKIHST — H3JI0KEHHE TeOPEeTHUECKOro MarepHana Ha JOCTYIIHOM  JUIA
YYACTHHUKOB SI3BIKE.

NudopMannoHHo-KOMMYHUKANHOHHBIE  00pa3oBaTesIbHBIE  TEXHOJOrHH  —
OpraHu3anys 00pa3oBaTe/IbHOr0 MpoLecca, OCHOBAHHAS HA MPUMEHEHHH CTIEIHATM3HPOBAHHEIX
NPOrpaMMHBIX Cpell H TEXHHYECKHX CPeACTB paboThl ¢ mHpOpMaInei.

Juenunauna «/Jokymenmuposanue ynpagieH4eckoii 0eamenibHOCHU» NPOBOIUTCS
¢ HCIO0JIL30BAHHEM HHHOBALIMOHHBIX METOJ0B B BhICIIEM 00pa30BaHHM, KOTOPHIE BKIIOYAIOT
B Ce0f HCIIONB30BAHHE COBPEMEHHBIX JOCTHIKCHHH HAayKH H HHGOPMAIMOHHBIX TEXHOJIOTHH B
obpasoBanny. OHM HampaBleHBl Ha TOBBILEHHE Ka4ecTBa MOATOTOBKH IyTEM pa3BUTHS Y
CTyJCHTOB TBOPYECKHMX CIOCOOHOCTEH H CaMOCTOATeNbHOCTH. JlaHHble HHGOpPMAIHOHHEIE
oOpazoBaTenbHEIe TEXHOJIOTHH COOTBETCTBYIOT COBPEMEHHOMY MHPOBOMY YPOBHIO, B IPOIIECCE
NpenoaBaHusl UCLMITIAHEL:

- obopMIIeHHE NOKYMEHTOB C MPHMEHEHHEM WH()OPMAIMOHHO - CIIPABOYHBIX CHCTEM
«KoncynpTanT +.

- HCITOJB30BAaHHUE INPOrPAMMHO-NIEJArOTHYeCKHX TECTOBBIX 3aJaHHH s [POBEPKH
3HAHHH CTYICHTOB.

8. Yuebno-meroauyeckoe n mHGopmMannonHoe obecnedeHne QU CHUMLITHHBI
8.1. IlepeveHr OCHOBHOII M [ONMOJHHTENLHOW y4eOHOW JIMTEPATYpHI,
He0o0X0AHMOH ISl OCBOSHHS XHCUHILTHHBI

a) OCHO6HAA yHebHaa Tumepamypa:

1. JIOKyMEHTUPOBAHHE YIIPABIEHYECKON AeSTETLHOCTH: yUeOHHK U IIPAKTHKYM/

N .K.Koprees, A B.ITmenko, B.A.Mamypnes. —M.:[Opaiit,2017. — 384c.
2. Pazpopoxsbiit  A.A.JIOKyMEeHTHpOBaHHE YIpaBICHYECKOH ACATENBHOCTH: YydeOHOE
nocobue. — M..MHOPA — M,2016. — 304c.
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3. Poroxun M. IO.. JTokymeHTanmonHOe 06ecneuerne YIPaBIIEHHS: YYeOHO-IIPAKTHYECKOE
nocodue [dnextporusii pecype] / Mocksa|Bepmun:lupext-Menua, 2014, -384c. - 978-5-
4475-1648-2 — Pexnm noctyna http:/biblioclub.ru/index.php?page=book&id=253704

0) dononnumenvHan yuebnas 1umepamypa:

4.JloxymMeHTanuoHHOE 0beceYeHne YIpaBIeHAS: YueGHAK/T .B.Ky3nenosa, A.B.
Cankuna, T.A. Beikosa.- M.:MLI®DP, 2007. — 432¢.

5. I'punbepr A. C., I'opbaués H. H., Myxamermmna O. A.. JlokyMeHTanuoOHHOE
obecriedenne ynpapnenus: yueGHuK [DneKTpoHHBIH pecype] / Mocksa:lOnuTn-/lana,2015. -
391c. - 978-5-238-01770-9 — Pexum nocryna
http://biblioclub.ru/index.php?page=book&id=115031

6. Cenuenxo II. B., Exnaxos IO. IT., Kupuenxo B. E.. HoxkymeHTanunouHoe obecnedenne
YIPaBICHYECKHX peLIeHHH: yueOHoe nocobre [Dnexrponnsiii pecype] / Tomck: Db
Kontent,2011. -142¢. - 978-5-4332-0008- Pexum JIocTymna
http://biblioclub.ru/index.php?page=book&id=208691

7. Poroxxus M. O.. CpaBo4nuk kapoBHKa: IPaKTHYECKOE TOCOOHE [OnexTponHEBIi
pecype] / Mocksa |bepmun: lupext-Menua,2014. -399c. - 978-5-4475-2574-3 — Pesxum Joctyna
http://biblioclub.ru/index.php?page=book&id=253715

8.2. Ilepevenb HCMOJb3yeMBbIX HH(OPMAMHOHHBIX TEXHOJIOTHii, HCIOb3yeMbIX
NpH OCYMIECTBJICHHH 00pa30BaTeJLHOr0 mpomecca 1o JHCHHIUIHHE, BKJIK0YAS nepeveHs
NPOrpaMMHOro odecrnedeHus

1. Microsoft Imagine Premium Renewed Subscription;
2. ApacheOpenOffice;

3. Google Chrome;

4. Mozilla Firefox;

5.Internet Explorer;

6. 7-Zip;

7.Adobe AcrobatReader DC;

8. Dr.Web Desktop, Server Security Suite.

8.3. [Ilepeuennr pecypcos HH()OPMAIHOHHO-TEJIEKOMMYHHKAIIMOHHOH  ceTH
«AnTepHer» (manee - cerb «HTepHeT»), HEOOXOOAUMBIX IS  OCBOCHHSI
MHCIHILIAHBI

Cnucox nepeuna pecypcos UHOPMAUUOHHO-MENEKOMMY HUKAUUOHHOI  cemu
«Humeprnem» (danee — cempo «Humepnem»), neobxodumvix ona oceoenus oucyunIumbl
«oxkymernmuposanue ynpaenenueckoii desmenvrocmuy

OneKTporHas HHYOPMALHOHHO-06pa30BaTe b HAs cpela YHHBEPCHTETa, BKIIOYAOIAS B
cels:
1. O6pasoarensHsii nopran (http ://fedu.aucu.ru)

CucTeMBI HHTEDHET - TECTHPOBAHHS:

2. EnuHbli mopray uHTepHET - TecTHpOBanHd B cepe obpasoBanus. Undopmanuonto-
aHAJINTHYECKOE  CONPOBOKICHHE  TECTHPOBAHWUS  CTYAEHTOB 10  AHCLMILIHHAM
IPOQECCHOHANBHOTO 00Pa30BAHUS B PaMKax npoekTa «MHTepHeT - TpeHaXepsl B chepe
obpasosanus» (http://i-exam.ru)

OIEKTPOHHO-OUGTHOTEYHEIE CHCTEMEL:



15

2. Enveblli nopran MHTEpHeT - TecTHpoBaHHA B chepe oOpasoBanusa. HUHdopMaLmoHHO-
AHATATHYECKOE  CONPOBOXIEHHE TECTUPOBAHHUA  CTYAEHTOB IO  JMCIMILIMHAM
npodeccHoHaNbHOro 00pa3oBaHus B paMKax MpoekTta «MHTepHET - TpeHaxeps! B chepe

obpasoBanusy (http:/i-exam.ru)

ONeKTPOHHO-ONGIMOTEYHBIC CHCTEMBI:
JnexrponHo-Gubauoreynas cuctema «IPRbooksy (hitp:/www.iprbookshop.ru/)
4. OBC «Yrusepcurerckas Gubnuoreka onnmaiiny (https://biblioclub.ru/)

DnexTpoHHBIE 623kl JAaHHBIX
5. Hayunas snextpoHHas 6ubmoreka (http://www.elibrary.ru/)

W

9. MarepHabHO-TeXHHYECKOE obecreyenne AUCIAILTHHbI

HaumMeHoBaHHe ceNHANBHBIX™ NOMEIIEHHIT 1 OCHAIEHHOCTH CIeNHANbLHBIX
MOMenIeHHH J/If CAMOCTOATENLHO patoTsl NoMeleHHH U NMoMelleH i 19
CAMOCTOSATEALHOI padoTEl
AyIuTOpHsA U1 JTEKLMOHHBIX 3aHATHIH Kommnnekr ygebHoii Mebenu.
(yn. Tarmmesa 18, rnaBHbIi Kopnyce, ayn. Ne 204) CrauroHapHEI MyTETHMEIMAHBIH
KOMIIJIEKT.
Joctyn k cet MHTEpHET.
Aynutopus 11 1abopaTopHbIX 3aHATHI Komnnekr yuebuoii mebenn
(yn. Tatumesa 18, rnaBHsli Kopryc, ayn. Ne 312) Kowmmetoreps! -13 1.
CrauroHapHbIi MyIbTUMETUMHbIM
KOMILIEKT.
Jocryn k ceti MiHTepHer
AyIUTOPHS VTS XPaHEHHS U MPODHIAKTHIECKOTO Kommnekt yuebHoi mebenu

obcmyxuBanus yqebHOro 060pynoBanus
(rnaeHelii yueOHbIi kopryc, yn. Taruiesa 18, aya. Ne

8)
AynuTopus U caMOCTOATENbHOI paboTh Kommnekr yuebHoit mebenn.
(yn. Tatumesa 18, riaBHBIN ydeOHBIH KOpyc, Kommetorepsi - 15 wr.
aym. Ne 207,211) CraunoHapHBI¥H MYJbTHMEIUITHBIH
KOMILIEKT.
I'padmueckue mnanmers: — 16 wr.
Hcrounuk GecnepeboiiHoro muraHus —
I,
JHoctyn k ceru HuaTepHeT.
AyNUTOPHH IS TPYTIOBBIX M HHAMBUIYATBHBIX Kommnekr yuebHolt mebenn
KoHcynbTauui (ya. Tarumesa 18, rmasHslif kKopryc, KomneroTepsi -13 wir.
aynm. Ne 312) CrauMoHapHBIH MYyJIbTHMEIUITHBIN
KOMILIEKT.
JHoctyn k cetu Mureprer
AynuTopus A7 TEKYIIEro KOHTPOJIsS i KomnnexT yuebroit mebenu
MIPOMEKYTOYHOMH aTTecTanuu Kommbtoreps! -13 mir.
(yn. Tatumesa 18, rnaBHbIi Kopryc, ayn. Ne312) CrauuoHapHbId MYNbTHMeIHHHBIH
KOMILIEKT.

Hoctyn k cetu UnTeprer

10. OcoGennoctu oprammsamuu o0yYeHHs N0 [JHCUMIUIEHE <«/JOKyMenmupoeanue
YHpaenenyeckou OeamenbHOCH JJ HHBAJIHAOB M JIMIl € OrpaHAYEeHHBIMH
BO3MOHOCTSIMH 30POBbS

Hns oBydarommuxcs M3 4HMC/ia MHBATHIOB M JIMIl C OFPAHMYEHHBIMHM BO3MOYKHOCTSMH
370POBbA Ha OCHOBAHMM IMCBMEHHOTO 3asBIIEHHMS JUCLMIUIMHA «J{OKyMEHTHpOBaHHE
YIPABIEHYECKOM NEATENbHOCTH» peaiu3yeTcs ¢ y4eTOM OCOOEHHOCTEH MCHXO(PU3UIECKOro
Pa3BUTHSI, HHAWBUAYAIBHBIX BOSMOKHOCTEH M COCTOSHMS 30pOBBs (ajiee — HHIHBH/IYabHBIX
ocobeHHOCTER).



PEIIEH3HA
Ha paGodyio IporpaMmy, OleHOIHbIC H MeToIHYecKHe MATEePHAJIbI N0 NHCHHILIHHE
B1.B.03 «/lokyMeHTHPOBAHNE xngaﬂneﬂqecmoii nesiTeJbHOCTHY

OOI1 BO no HanpasJeHHIO NOATOTOBKH 38.03.01 «DxoHOMUKAY,

npoduIb NOArOTOBKH «Byxeaumepckuii_yuem, Hanu3 u ayoumy

1o mporpamme Oaxkanaspuanm

m@m ﬁ e (nanee MmO TEKCTY PELEH3eHT), TpOBE[CHa PELCH3HA paboueki

NPOrpaMMbl, OLIEHOYHBIX W METOJIMYECKHX MATCpHaJIoB no mucuuIuiiHe «JoKymeHmuposanue
ynpaenenueckoii  0esAmenbHOCmu) OOIl BO no Hanpasneruro moxrotosku 38.03. 01
«IKOHOMUKA», TIO IPOTpaMMe Daxanaspuam, paspaGorannoii B TAOY AO BO " ACTpaxaHCKH
rocy1apCTBEHHBIH APXMTEKTYPHO-CTPOUTEIBHBIH yHuBepcuter", Ha kadenpe «IKOHOMUKA
cmpoumenscmeay (paspaboTIHK — CH. npenodasamens Bozomonosea /lioomuna IOpvegna ).

PacCMOTpEB MpE/CTABICHHBIE HA PElCH3UI0 MATEpHAb, PELICH3eHT TMpHIen K
CIIEAyIOIUM BEIBOJAM:

I[penbsaBnenHas pabodas mporpamma yueGHOM wcHMAHbL «JOKyMeHmuposanue
YHPAGNeHYeCKOl deamenbHoCH) (manee 1NO TEKCTY [IporpaMma) COOTBETCTBYET
tpeGoBammam @®T'OC BO 1o HanmpasleHWIo  TMOATOTOBKH 38.03.01 «DKOHOMUKA,
yTBEPKIEHHOro NMpHKa3oM MuHucTEpCTBA oBpasoBanuisi 1 HayKu Poccuiickon denepauuu ot 12
Hosabpa 20152., Nel327 v 3apeTUCTPHPOBAHHOTO B Musntocte Poccuu 30 noaops 2015, Ne39906.

[IpencrasnenHas B [IporpamMme akTyalbHOCTH yyeOHOM JAWCLMIUTAHBL B paMKax
peammzauun OOIT BO He TNOMJIENHT COMHEHMIO — JMCUMIUIAHA OTHOCHTCS K OJIOKY
«Jucuuniunsty 6apuamMueHou Hacmi.

Ipencrasnennpie B [Iporpamme  Leiu yue6GHOM JMCLMILIMHBl ~ COOTBETCTBYIOT
tpeGosanmssM PIOC BO HanpapieHus MNOATOTOBKA 38.03.01 «Dxonomuxa», NpPODUIb
IOATOTOBKY «Byx2anmepcKuil yuem, aHaius u ayoum». ’

B coorBercTBMM ¢ Ilporpammoi 32 macuuiuiuHol  «Jokymenmuposanue
ynpasnenyeckoi 0eamenbHOCHI) 3aKPETLICHbL 2 KomnemeHWuu, KOTOphIE pealu3yloTcs B
00BsABICHHBIX TpeOOBaHUAX.

PesyneTaTsl 00y4eHHMsl, NPEACTABICHHBIC B [IporpaMme B KaTeropusx 3HaTh, yMETb,
BIAZEeTh COOTBETCTBYIOT CHELH(HUKE | CONCPKAHHIO JMCLMIUIAHEL H JAEMOHCTPHUPYIOT
BO3MOJKHOCTb TIOJTydeHH 3a8BJIEHHBIX PE3YJIbTATOB.

Undopmanys O B3aMMOCBS3M HM3YHaEMBIX JMCUMILIAH H BOIpOCaM  HCKJIIOYEHHUS
JyOnMpoBaHHMA B COAEPXKAHWM AMCLHMIUIAH COOTBETCTBYET JEHCTBHTEIBHOCTH. VuebHas
mucuMnuHa  «/JoKymenmuposarniue ynpaenenueckoii  OesmenbHOCMU» B3aUMOCBA3aHA C
npyramu uctpmmaaama OOIT BO no sanpaeieHuio noaroTosku 38.03.01 «IKOHOMUKAY,
npodune MOArOTOBKH «ByxzanmepcKuii yuem, auanuz u ayoumy, «IKoHOMUKA
npednpusmuii 1 0p2AHU3AYUID 1 BO3MOKHOCTD AMy6IMpoBaHMs B COACPKAHMU OTCYTCTBYCT.

[Ipeacrasiennas  [lporpamMma  Mpeanoaract HCTONB30BAHHE  COBPEMEHHBIX
06pa3soBaTELHEIX TEXHONOTUH MPH Peau3alyy pasiiiHbIX BH/0B yueGHOU paboTsl. DOPMBbI
06pa3oBaTe/bHBIX TEXHONOIHi COOTBETCTBYIOT crienvduke JUCIUTIIAHEL.

[IpencTaBieHHBIE W OINHMCAHHBIC B IIporpamme (OpMBI TEKyIICH OLCHKH _ 3HAHWUH
COOTBETCTBYIOT Criel(prKe JUCIUTUIMHBI K TpeGOBaHHAM K BBITYCKHUKAM.

dopmMa NMPOMEKYTOYHOH  aTTeCTalH sHaHuii faxkanaepa, TNPEAyCMOTPEHHAsA
IIporpamMmoii, OCYILECTBIAETCS B dopme 3auema. @OPMBI OLIEHKA 3HaHW, NPeCTaBjIeHHbIE B
PaGoueii mnporpamMMme, COOTBETCTBYIOT crieuMyKe JMCIWMIUIAHBL W TpeOOBaHWAM K
BBIMTYCKHUKAM.

VyeGHO-METOMMYEcKoe  obecredeHne  AMCLMIUIMHBEL  NPE/CTaBICHO OCHOBHOM,
JOTOTHUTENEHOM JTUTEPaTypOH, MHTEPHET-pecypcamMu cooteerctyer Tpebopanusiv OTOC
BO nanpap/ieHusi IOArOTOBKH 38. 03.01 «IKonomuKa», npoduns NOAroTOBKH «ByxzanmepcKuii
yuem, aHANU3 U ayOUm».




MatepHanbHO-TEXHIYeCKoe obecneueHue COOTBETCTRYET tpeGosarmsiv ProC BO
HanpaBneHus — rnoarotopkd  38.03. 01 «DKkoHomuxa» ¥  crnelMduke  JUCIATUIAHBI
«/loKy Menmuposanue ynpasienyecKoi OdesmensHocmuy W 00ecrieYuBaeT MCIIO/Ib30BAHME
COBPEMEHHBIX 00pa30BATEbHBIX, B TOM YHC/IE HHTEPAKTHBHBIX MEeTO0B 00yUeHHS.

IIpeacTaBieHHbIE HA PELEH3HIO OLCHOYHBIC U MeTOIMUECKHEe MaTepHaibl HalpaBJIeHHs
noarotoeky 38.03.01 «IKonomuxa», npoguiIs NOArOTOBKH «Byxzanmepckuii yuem, GHATU3 U
ayoum» pa3paboTaH B COOTBETCTBHM ¢ HOPMATHBHbIMH JOKYMEHTaMH, NpeICTaBIEHHbIMY B
nporpamme. OLEHOUHbIE M METONUHECKHE MaTepUaibl 1O nucuunnune  «Joxymenmuposanue
YRpaeNeH4ecKol desmensHocmuy  TpPEIHA3HAYeHBl Ul TEKYLIETO  KOHTpOAA M
TPOMEXYTOYHOH aTTECTalMK U NPeACTaBIACT coGoi COBOKYIIHOCTB pa3paGoTaHHbIX Kadenpok
«IKOHOMUKA CMpPOUMENbCMEa» MaTepUaloB i yCTAHOBICHUS  YPOBHA M KadecTBa
NOCTHKEHUS OOYHAIOMUMHUCS Pe3yIhTaToB 00yYCHHS.

JajadaMy OLEHOUHBIX H METOJMYECKUX MaTepyalios ABIACTCA KOHTPOIL 1 yrpaBieHue
mpoueccoM, npuobpeTeHus o6yyaiomuMucs 3HaHHH, yMEHHH, HABBIKOB H KOMIIETEHITHIH,
3asBJIEHHBIX B 00pa30BaTE/bHOM NPOrpaMme 1o JaHHOMY HaNpaB/ICHHIO.

OlEeHOYHbIE ¥ METOAMYECKHEe Marepuajibl M0 IHCIHUILIAHE «/lokymeHmupogeanue
ynpaenenueckoii 0esmenbHOCmuy) TPEACTaBICHbL:

- 3a]aHUSMH JUTS KOHTPOJILHOM paGoThI

- TECTOBBIMY 3aIaHUAMHU

- BONPOCaMH K 3a4€Ty.

JlaHHble MaTepHasibl MO3BOJIAIOT B IIOJHOW MEpe OLCHHTH pe3ynbTaTel O0y4eHHs MO
nucumniube  «Jokymenmuposanue YNpAGNIEeHYECKoi O0eameNbHOCmU) B ATACY, a TaKke
OLIEHWTH CTeNeHb C(HOPMUPOBAHHOCTH KOMMYHHKATHBHBIX yMeHnii W HaBBIKOB B cdepe
npodeccHOHANbHOTO OOIICHHA.

OBIIUE BBIBO/IbI

Ha OCHOBAHWM NPOBENEHHOM PELEH3MH MOKHO CJeNaTh 3aKIOUCHHE, HUTO XapakTep,
CTpYKTypa M cojiepykaHue paGoued MporpaMMbl, OUCHOHHEIX M METOAUYECKHX MaTepHasioB
mucuumuesl B1.B.03 «/Jokymenmuposanue ynpaenen4yecKoi 0esameibHOCHU OOII BO 1o
nanpasyiednio 38.03.01 «KoHOMUK@», TIO TPOrpaMMe baxanaspuam, pa3paboTaHHas CHL
npenodasamenem Bozomonosoii Jroomunoit FOpveeHoti COOTBETCTBYET tpeGopanusam @I'OC
BO, coBpemMeHHBIM TpeOOBaHWAM OTpAcid, PhIHKA TPYZa, npo)ecCHOHANbHBIX CTaHIapTOB
Hanpapyenus noxroToBku 38.03.01»IKonomuKa, npodusie MOArOTOBKH «ByxzanmepcKuii
yuem, aHanu3 U ayOunD ¥ MOTyT OBITh PEKOMEH/IOBAHBI K HCIIOIb30BaHHIO.

Pe1nieH3€eHT:

CreneHb, JOJDKHOCTb, MECTO PaGOThI {

/] o ey 7 ALY L= /
Z&g‘ ; J/ZC/MLG%/ 0’6’6, @/ (moamucs) %, H. 0. .

y Prubrof u cnobel ”
crewrl B.E.




AHHOTAUHA

Kk paGoueii mporpamMMe JUCUMILTHHBI «JIOKyMEHTHPOBaHHE YTPABJICHYECKOH ACSTENbHOCTIY
no Hanpasnenuto 38. 03.01 DxoHoMHKa
npouIL NOArOTOBKH «Byxzanmepckuii yuem, aHanu3 u ayoumy»

O6wan mpy0oemMKocHb OUCYUNTIUHbL COCMABIAEN 3 3auemnvix eOuHUY.
Dopma npoMeHCYMOUHOU ammecmayuu: savem

Ieasio  yueOHOM AMCOUILIHEBL  «/JoKyMenmuposanue ynpasnen4eckoi
0esamenbHOCHU genseTcss (OpPMHpOBAHWE Y CTYICHTOB 3HAHWHA JOKYMEHTHPOBAHHS
GyXTanTepcKuX onepauuii, ayauta W OCHOB (DMHAHCOBOTO aHaNW3a MNpu OpraHusaluu
yIpaBIeHus IPEANPUATAEM B COBPEMCHHBIX yCIIOBHSAX.

3agayaMi JHCHHIVIHHBI SBJISAIOTCS:

- o3HakoMseHHe ¢ TpeGoBaHMAMM [PaXKIaHCKOrO Konekca Poccuiickoii ®ejepaiy,
Hanorosoro Konekca, Konekca 3akoHoB o Tpyae, 'OCTamu ¥ THNOBbIMA HHCTPYKLHAMH 1O
JeTONPOU3BOCTBY, OCHOBAMHU 3aKOHOZATEILCTRA 06 apxuBHOM (ouze PO 1 apXuBax;

- W3yueHue MPaBWI COCTABJICHHs IOKYMEHTOB GyXranTepckoro y4era, ayIMTOPCKOM
JIeSTE/IbHOCTH ¥ OpraHu3alyyu paboTsl ¢ HUMH; '

- u3yueHHE TOPSIKA TEKYLIEro M TOCIEYIOMEro XpaHeH s JIOKYMEHTOB;

-OBNaZicHHe MeToJuKol 00paboTkh M Mepenatu padopManMia € MOMOLIBIO
KOMITBIOTEPHBIX TEXHOJIOTHH;

- HOPMHUPOBAHKE HABBIKOB MCIONB30BAHHS 3/IEKTPOHHOIO JOKYMEHT0000pOTa;

- popMHpOBaHHE HABBIKOB CaMOCTOSTENBHOM paKTHdeckol paboThl CTYACHTOB.

VyeOnas aucuuniauHa «/{okymenmuposanue YnpaeneH4ecKol OesmenbHOCmU)
gxomuT B Biok 1«/{HCHHIIMHBDY, 6APUAMUEHAA  HACMb. Jins OCBOEHHsA [JACLMILTAHb
HEeOGXOIMMB! 3HAHHS, TOJTY4EHHBIE NPH H3YHEHHUH CIENYFOIIHX aucturuiaH: «KyneTypa peuu H
nenoBoe obueHuey, «JlenoBas 3THKa, «MeHeLKMEHT?.

Kpatxkoe coaep:anue THCHMILIHHEL

1. JIOKyMEHTHpOBaHHE YTIPaBJIEHYECKOH AEATEIBHOCTH B P®. VHudHKauua 1 cCTaHIapTh3alys

JOKYMEHTOB.
3aKOHOIATE/IEHBIE aKThl, PETIaMEHTHPYIOIIHE OpraHU3alHIo paboTel C [IOKYMEHTHPOBaHHON

undopmanuen. OCHOBHBIE croco0bI JOKYMEHTHpOBaHus. TeKCTOBBIE, rpaduyecKue,
MATIMHOUMTAEMBIE IOKyMEHTHI, GoTofoxymenTsl. [TonaTue «3JIEKTPOHHBIH JOKYMEHT.
VauduKauyus ¥ CTaHAapPTH3a1KA JOKYMCHTOB.

2. Cuctema opraﬂnaauuonno-pacnopﬂmenbuoﬁ JOKYMEHTALMH.
VHauduumpoBaHHas CHCTEMA Op[‘al-IHSaL]HOHHO-paCHOpHIlHTCHBHOﬁ noxymenTtauus (YCOPJ).
dopmynsp-obpasen opraﬂmaunonno-pacnopﬁnu'rensﬂoﬁ nokymenTaiun (OPJT). PeKBU3UTEL 1
OnaHKH.

3. JloroBopHO-NpaBoBas JOKyMEHTalHA. JlokyMeHTaLusl 110 BHEIIHEIKOHOMUYECKOH

e TeIbHOCTH.

[Npasuna oOpMIICHUS aKTOB, jnoBepenHocTeii B opranusauyy. ITopanok obopmIeHUS
MEXIyHapOAHBIX KoHTpakToB. [Ipasuna u (OpMBI EPETTUCKH C 3apy0exKHbIMY NapTHEPaMH.

4. JloKyMEHTALWs IO TPYAOBBIM NPaBOOTHOIICHHSM.
TTpuKa3skl O TUIHOMY cocTaBy. PYHKLUMM ¥ HASHAUCHUE prraTHOrO pacrcanys. ITopanox
o(OpMIIEHHS ¥ PACTOPKEHHS TPYAOBOrO A0rOEOPa. '

5. TIpeTeH3UOHHO - MCKOBas JOKYMCHTALIHA.
[Topsox opopMIICHUA MPETEH3UH ¥ HCKOBOTO 3aAB/ICHUA. Pa6ota ¢ xanobamu ¥ oOpanieHHIMK



rpaxiaH.

6. Opranusauys paboTbl ¢ AOKYMEHTaMH.
TpeGoBaHus K OpraHu3auuy JoKymeHToobopoTa. Opranusanys npuema, PaccMOTpEHHUS,
PErMCTPALIMA U MCTIONHEHHS JOKYMEHTOB. WHdopMaLMOHHO-CIIPaBOYHas paboTa B YCIOBHIX
NPHMEHEHHs KOMITbIOTEPHBIX TeXHOMOrHii. HoMeHKIaTypa e, SKCnepTisa UeHHOCTH JIOKYMEHTOB,
MOPSLOK YHHYTOXKEHHs JIOKyMEHTOB M O(OPMICHHS Pe3yIbTaTOB KCIEPTH3E, TMO/rOTOBKA A€l K
APXMBHOMY XPaHEHHMIO.

3asenyrouuii kadgeapoi %4 / /H.H.ITomanosea/
MOANUCH U. 0. @.




MuHucTepcTBO 00pPa30BaHMSA M HAYKH ACTPaxaHCKOW obJgacTH
Il'ocyrapcTBeHHOe aBTOHOMHOEe 00pa3oBaTejibHOEe YUpPe:XKIeHHeE
AcTpaxaHCKoO# ob0aacTu Bpicmiero oo6pa3oBaHus
«ACTpPaxXaHCKHMH TroCyIlapCTBEeHHbIH APXUTEKTYPHO-CTPOMTEJbHBIil

YHUBEpPCHTET)
(TAOY AO BO «ATACY»)

}TMEJEHAFO

.f
':-,1--._. - ¥ s, |~

OINEHOYHBIE U METOAUYECKHUE MATEPHUAJIbBI

HaumeHoBaHMe TMCUUNIMHBI JIOKYMEHTHUPOBAHHME YIIPABJICHUYSCCKON ICITECILHOCTHU

O/KCIS’bZGClemc}Z HAaumMeHoeaHue 6 coomeemcmeuu cyueénbm/z I’lJZaHOM)

ITo HanpaBJIeHUIO0 TOATOTOBKH

38.03.01 «DKOHOMUKAY

(YKasvleaemcs HaUMeHO8aHUue Hanpaesienus nod2omosku & coomeemcmesuu ¢ @I'OC)

ITo npoduiio noaAroToBKM

«byXrantepckuil y4eT, aHaJIu3 U ayVIuT»

(vkasvigeaemcs HaumeHnogaHue npoguisa 6 coomeemcmeuu ¢ OOII)

Kadeapa DKOHOMHKA CTPOUTEIHCTBA

Kpanuduxanus (creneHs) BEITYCKHUKA OaKanasp

AcTtpaxans - 2018



Paszpaborunxu:
Cr. npenonasatens kabenpsr IC <2 ; @ﬁv/ /JL.YO. Boromonoga /

(zanuMaemas JOMKHOCT, (noamu B} H. 0. 0.
yuEHas CTeneHb H y4EHOE 3BaHueE)

OIEHOYHbBIE ¥ METOAMYECKHE MAaTEPUalibl PACCMOTPEHB! U YTBEPIKIEHBI HA 3ace/lanuu Kadeapsl

«OKOHOMUKA CIMPOUMENbCINEQ) npotokonn Ne 9 or_26 . 04. 2018 r.
<7 7
Basenyromuii xadeapoi 22 v / / N.A.Iloramosa /
(mojinuck) H. 0. @.
CorsacoBaHo:

IMpencenarens MKH «DxoHOMHKa», HaIPaBICHHOCTH (np

«ByxranTepckuit y4er, aHaJId3 U ayIHT» f'I/I W.IToTanora/
(moanmcs) U0 @

Havaneruk YMY / %/ /6 J%ﬂfé’xf-ﬁf?e-ﬂfq_

(HO,D,[[HCL) }f
Cnemuanmct YMY g Vil ‘7’ '/ ¢ 9’/ ol e

(nonnncx.) H.O. CD
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COJIEPYKAHUE:

OlEeHOYHbIE ¥ METOAMYECKHE MATEPHAlLI JULS IIPOBEICHIA IPOMEIKYTOUHOH
aTTeCTAIMH U TEKYIIEro KOHTPOIs 00y4aromuxcs 0 AMCIHIITHHE

[lepeyeHs KOMIIETEHIMH C yKa3aHUEM ITaloB HX (popMHEPOBaHHS B IPOIIECCE
oCBOeHHsI 00pa30BaTEIbHOM TIPOrpaMM

Omnucanye nokazaresieil 1 KpUTEPHEB OLCHHBAHMA KOMITETEHIHH HA Pa3sIMYHBIX
sranax ux (HopMUPOBAHMS, ONUCAHUE KA OLCHHBAHIA

ITepeuens OLEHOYHBIX CPEJICTB teKymieit GopMel KOHTPOJTIA

Onmcanre MoKa3aTeNell ¥ KpHTepUEs OLCHABAHMS KOMIETEHII 110
JMCIATUIMHE HA PA3TMYHBIX dTanax ux pOpMHpOBaHUs, OMHCAHAE LKA
OLIEHUBAHKSA

[1Ixana oneHUBAHHI

THHOBbIE KOHTPOJBHBIE 3a/laHHsl HIIM HHBIE MaTepHUalbl, HeoOXOMUMBIE  JULT

OLleHKM 3HaHWM, yMEeHHN, HABBIKOB, XapaKTePH3yIOWHUX STAIIbL (opMUPOBAHUS
KOMITETEHIIHH B IIPOLECCe OCBOCHHA 06pa3oBaTeIbHON IPOrPaMMBL

MeToMuecKre MaTepHasIbl, ONPECIMIONHe IPONEeAYpPbl OUCHHBAHMA 3HAHUH,
yMeHUi, HABEIKOB, XapPaKTEPH3YFOIIHX STAIbI opMHPOBAHAA KOMIETSHIIMH

Crp,

12
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2.Tunossle KOHTPOJLHBIE 3AJAHHA HIH HHBLIE MATEPHAILI, HEOOXOAUMBIE IS OLEHKH
Pe3yJbTATOB 0CBOCHHS 00pa3oBaTeIbHOH NPOrpaMMsl

THUIIOBBIE 3AJ{AHNS IS TIPOBEAEHUS IIPOMEKYTOYHON ATTECTALIAN:

2.1. 3aver
a)  eompocel x 3aqemy

OK-6 (cuamw)

1. Cocras vopMmarusHO-MeToaARYeckoi Gaspr IOV,

2. Crampaprusanmg 1 ynudukamus cucremsl [JOV,

3. O6mepoccuiickie KinacCH()pUKATOPEl JOKYMEHTAIHH.

4. TocymapcTBeHHas CHCTEMA JOKYMEHTAIlHOHHOTO 00ecnedeHns yIpaBlIeHHs.

5. VuudunuposaHHas CHCTEMA OpraHH3alMOHHO-PACTIOPSAUTENEHOM NOKYMEHTAIlHA
(YCOPJI).

6. Dopmynsap-obOpaser] OpraHU3aLHOHHO-pacIopsaauTensHol nokymentanuu (OP ).
PexBH3HTEI B OraHKH.

7. Bnanku DOKYMEHTOB H TPeOOBaHHS K HUM.

8. Crpyxrypa mokymenra. Tpe6Gosanus k opopmieruro fokymenTos mo I'OCT P 6.30-

2003.
9. IlpaBuna oQOPMICHHS OCHOBHBIX BHJOB  OpPraHH3aIlHOHHO-PACIOPSAHTEIBEHBIX
JOKYMEHTOB

10. Cucrema opraHu3alMOHHON JOKYMEHTALMH.

11. Cucrema pacniopsiAuTeNsHON JOKYMEHTALIUH.

12. Cuctema Ha(QOpPMALHOHHO-CIIPABOYHOH JTOKYMEHTAIHH.

13. Cnywe6Haa nepenucKka Ha MPeAIPHATHH.

14. ITpasmra oopMIIEHUS H BhIOAYM KOIHH JOKYMEHTOR

15. JlesnoBasi peus ¥ ee rpaMMaTHYECKHe 0COOEHHOCTH.

16. Jloruueckoe NOCTPOECHHE NOKYMEHTOB.

17. Opranuszauys npuemMa, pacCMOTPEHHs, PETHCTPAIMH H UCTIOHEHHS JOKYMEHTOB

18. ITpoxoKaeHUe ¥ NOPAIOK UCIIOIHEHU BXOASIIHNX JOKYMCHTOB.

19. Ilpoxok/IeHHE HCXOMSIIHX H BHYTPEHHUX JIOKYMEHTOB.

20. OcoGeHHOCTH OpraHM3aldy paGoTHl JOKHOCTHRIX JHII ¢ KOHQHUICHI[HATbHBIMH
JNOKYMEHTaMH H O1aHKaMH CTpOroif 0TYETHOCTH.

21. PaGora ¢ nucbMaMu | 0OpamIeHUsAMH TpaXKIaH.

22. OpraHu3anus OnepaTHBHOr0 XpaHeHHs J0KyMeHTOB. Homenknarypa zxei.

23. DxcrnepTU3a UeHHOCTH JIOKYMEHTOB.

24, TloaroroBka u nepegada JOKYMEHTOB Ha apXHBHOE XpaHEHHUE.

25. OcoBeHHOCTH [OKYMEHTAHOHHOTO obecmeyeHHs OyXranTepckoi — HeATeNnbHOCTH
IPEATPUATES

IIK-8 (sriame

26.CoBpEMEHHEIE 3JIEKTPOHHbIE CHCTEMBI YIPABICHHA H pabOTEI C JOKYMEHTAMH

27. CoBpeMeHHBIE YHHBEpCATbHEIE HHPOPMAIMOHHBIE TEXHOIOTHH TS
COBEPIICHCTBOBAHHS JOKYMEHTHPOBAHUS YIIPABIEHYECKOH NesTeIbHOCTH

28. XapakTepHCTHKA CHCTEM 3JIEKTPOHHOTO yIpaBIeHus foKyMenTamu (DY)

29. Bribop addexrusnoit COV]I (xnaccudukanus CHCTEM 3JIEKTPOHHOTO YIPAaB/ICHUA
JIOKyMEHTaMH)

30. CxcTeMBl aBTOMATH3AIMH JEN0NpOM3BOICTBa i okyMeHTooGopora (CAT)

31.ITocnequue  pa3paboTKM HAa  POCCHICKOM  PBIHKE  CHCTEM  aBTOMAaTH3alMH



nokymerTeoSopora
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32. 3aIHIEHHOCTD 3/IEKTPOHHOI0 JOKyMeHTo0GopoTa

é)

b —

KRUMEDUY Qenigauia

Hpﬂ OlLeHKe 3HaHuil Ha 3a49ete YUHTRIBACTCA:

YpoBeHb ¢()OpMUPOBAHHOCTH KOMITETEHLIHIH.
YpoBeHb YCBOGHHS TEOPETHYECKMX IONOKSHHH JHCHIHMIUIMHEL, TPaBHJIBHOCT

(GopMyNHPOBKY OCHOBHBIX NOHITHI M 3aKOHOMEPHOCTE}H.

S

VYpoBeHb 3HaHUS (AKTHISCKOTrO MaTepHaa B 00beMe IIporpaMMEL.
Jloruka, CTPYKTYpa ¥ TPaMOTHOCTB H3JIOJKEHHSI BOIIPOCA.

YMeHue cBs3aTh TEOPHUIO C IMPAKTHKOH.

. Ymenmne nenath 00001II€HHST, BEIBOIEIL.

Ne
m/n

Quenka

KpilTGpHH OUCHKH

OTnuuHo

OTBeTbl Ha MOCTAB/IEHHBIE BONPOCH] H3J1araloTes JTOTHYHO,
TIOCTIEI0BATEIBHO H HE TPeOYIOT HOMOJHMTENBHBIX NoscHeHui. TTomHo
PacKpBIBAIOTCS NPUYHHHO-CIIEICTBEHHBIE CBA3H MEKIY SBIEHHAMH K
cobeITHaMH. [lenaroTes 060CHOBAHHBIE BBIBOJBI. JJeMOHCTPHPYIOTCA
rinyOokue 3HaHus 0a30BBIX HOPMATUBHO-IIPABOBBIX AKTOB.
Co0moaioTcs HOPMBI IMTEPATYPHOH peun.

Xopoiro

OTBeTBI Ha NMOCTABNEHHEIE BOMPOCH H3IaraloTesl CHCTeMaTH3HPOBAHO H
nocnenoBaTensHo. bazoBble HOPMATHBHO-TIPABOREIE AKThI
HCTIONB3YIOTCH, HO B HejlocTaTouHOM o0Beme. MaTepuan usnaraercs
yBepeHHO. PACKpBITE! TPHYUHHO-CNENCTREHHBIE CBA3H MEKIY
ABJIEHUAMH U COObITHAMM. J[eMOHCTPHpYeTCa YMEHHE aHATM3HPOBATh
MaTepHall, OJHAKO He BCe BBIBOJBI HOCAT apryMeHTHPOBAHHEIH U
nokaszatenbHbId Xapakrep. CobniogaloTes HOPMEI JHTEpaTyPHOH peyn.

Y noBneTBopHTENBEHO

JlomyckaroTes HapyIIEHH B [TOC/ICA0BATeIbBHOCTH H3/I0KEHHA,
Hmerores ynomuHanus 06 oTaenbHbIX 6a30BBIX HOPMATHBHO-TIPABOBLIX
aktax. Hermonxo pacKpbIBaOTCA NPHYHHHO-CJIEACTECHHLIC CBA3H
MesKAY ABJISHUSIMU ¥ COOBITHAMH. JIeMOHCTPUPYIOTCA IMOBEPXHOCTHBIE
3HAHUA BOMPOCA, C TPYAOM PELIAlOTCs KOHKpeTHbIe 3ana4n. Mmerorca
3aTpyAHEHHA ¢ BEIROXaMH. JlomycKkatoTes HapyLIeHHsA HOpM
JIUTEPATYPHOH peuu.

HeynoeneTBOpHUTENBEHO

Marepuan usnaraeTcs Herocjie0BaTe/bHO, COMBUMBO, HE MIPEACTABIICT
ornpeaeneHHol cHCTeMBl 3HaHHH M0 AMCIMILIMHE. He pacKphiBaroTCs
NPUYHHHO-CIIEICTBEHHBIE CBA3H MEJK/Y SBIEHHAMHU H coOrTHAMH. He
NPOBOAMTCS aHAMM3. BEIBOBI OTCYTCTBYIOT. OTBETHI Ha
JOTIOJIHHTENbHBIE BOIPOCH! OTCYTCTBYIOT. MMeioTea 3aMeTHbIe
HapyLUEHHS HOPM JIMTEPATYypPHOH peyH.

3a4TeHo

BricTapnseTcsa NPH COOTBETCTBHH MapaMeTpaM 3K3aMeHaLMOHHOM
[IKaNsl Ha YPOBHAX (OTJIHYHO», KXOPOILO»,
«YOBJIETBOPHTEILHO.

He zauteno

BeicTaBsieTes P COOTBETCTBHH MapaMeTpaM 3K3aMeHaLHOHHOM
LIKAJIBl HA YPOBHE «HEYAOBIETBOPHTEILHOY.
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THUIIOBBIE 3AJAHWS JJIs1 ITPOBEEHMS TEKYIIETO KOHTPOJIS:
22. Tecr
a)  romwiexn sadanuii Ot HeChos (ITpunosicenue 1)

OK-6 (yaenw) I-7 aonpoctt

TIK-8 (ymemn) 8-12 eonpocel

§) Kpumepuu OYenueania

[pu oleHKe 3HAHMH OLEHHBAHMS TECTOB YIHTBIBACTCS:

VYposeHb c)OPMUPOBAHHOCTH KOMIIETEHLIHH,

VpOBEHb YCBOGHHS ~TEOPETHYCCKUX [OJIOJKeHHI  MUCHMIUIMHBI, NPaBHIBHOCTD
(hopMyTUPOBKE OCHOBHBIX IIOHSTHIL U 3aKOHOMEPHOCTEH.

VposeHs 3HaHUs (HAKTHYECKOTO MaTepHana B o0BeMe IPOrpaMMBEL.

JIoruka, CTpyKTypa H ITpaMOTHOCTD H3JI0JKEHHs BOMpPOCa.

VMeHHie CBSI3aTh TEOPHIO C MPaKTHKOM.

Vmenue neaTh 0000ImeH s, BHIBOIBL.

Y —

£ Wy e

Ne Ouenka Kpurepnu OUeCHKIH
n/n
1 2 3
1 OTanvHO €CJI{ BBITOJNHEHBI CJISAYIOLIHE yCIOBHA:
- ZlaHbl IPABHIBHBIE OTBETHI HE MEHEE eM Ha 90% BompocoB TeCTA,
MCKJTIOUAs BOMPOCHI, Ha KOTOPBIE CTYASHT IO/IKCeH J1aTh cBoboaHBIH
OTBET;
Ha BCe BOMPOCEI, TIPEAToararolise cBo00AHbIH OTBET, CTYACHT Aall

NpaBHJIbHBIH H TOJIHBIHA OTBET.
2 Xopotliio eCJIH BBINOJTHEHB] CAEQYIOLIHE YCIOBHA:
- JIaHBI PABKJIbHBIE OTBETHI HE MEHEE HEM Ha 75% BOMpOCOB TECTA,
HCKITIOUAs BOTIPOCHI, HA KOTOPBIE CTYIEHT AOJUKCH ATk ceoboaHbIH
OTBET;
- Ha BCe BOMPOCHI, IPeANoaraiolye cBOGONHbIH OTBET, CTYACHT Aall
TNpaBWIBHBIA OTBET, HO JAOTYCTHII HE3HAUHTEIILHBIC olKOKH U HE
nokasaj HeoGX0AUMOii IIOIHOTEIL.
3 | YHOBNESTBOPHUTEILHO €CJIH BBITIONTHEHB] CIIEAYIOLHE YCIOBHAL!
- JaHbl MPABHIIBHEIE OTBETEI HE MEHEE 4eM Ha 50% BONpPOCOB TECTA,
MCKJIFOUas BONPOCHI, HA KOTOPBIE CTYNEHT JOJUKSH HaTh cBOOOIHBINA
OTBET;
- Ha BCE BOIPOCHI, MpPEANonaraoye cpoBoaHbIM OTBET, CTYACHT Jajl
HeMpOTHBOPEUMBbIH OTBET, WM NP OTBETS AOMyCTHI 3HAYUTEIIbHBIE
HETOUYHOCTH M He M0Ka3aj MoJHOTHL.
4 HeynoB/IETBOPHTENbHO| €C/TH CTY/ICHTOM HE BBIMOJTHEHB! YCIOBHS, PEAIToIaralolie OUeHKY
«Y OBIETBOPHTEJIBHOY.
5 3auteHo BrICTaBIAETCA NTPH COOTBETCTBUH NTapaMeTpam 9K3aMEHALMOHHON
[Kajabl Ha YPOBHAX «OTJIIMYHOY, «XOPOLIO»,
«YIOBJIETBOPHTE/ILHOY.
6 He zaureno BrICTaRN4€TCA [IPH COOTBETCTBHH NapaMeTpamM SK3aMEeHALMOHHON
LIKATEl HA YPOBHE KHEYIOBJICTBOPHTEABHON.

2.3. KonTpoasHnas padora.
a)  3adanus Ons KOHMPOILHOU pabomur (npunovicerue 2)

Teopemu4ecKasa 4acmb KOHMPON bHOIL pabombl:

OK-6 (vmemb) 1-44 sonpocul




ITK-8 (vmenn) 45-49 sonpocu

HMpaxmuueckaa wacms KOHMPONLHOIL paboriibl:
OK-6 (snademy) 50-75 sonpocwt

IIK-8 (snademy) 76 -95 gonpocur

6) Kpumepuu oyenusanua

Bemonusiercst B muceMeHHOM (popme. [Tpu onenke paGoTel CTYACHTA yYUTHIBACTCS:

1. IlpaBuibHOE pacKphITHE COJEPKAHHS OCHOBHEIX BOIIPOCOB TEMBEI, IPaBHIIBHOE
pelueHue 3anay.

2. CaMOCTOSTEIBHOCTh CYKACHHI, TBOPYECKHM IOAXON, Hay4yHOe OOOCHOBaHHE
packpbiBaeMoif TpobieMEl.

3. IIpaBUIBHOCTE HCMONBE30BAHUS NUTAT (€CIM IUTAaTa IIPUBOAMTCS JNOCIOBHO, TO HAIO
B3ITh €€ B KaBBIUKM M YKa3aTh HCTOYHHMK C YKasaHueM GaMHIMH aBTOpa, Ha3BaHMs
POU3BENEHHs, MECTA B TOPO/ia H3JaHHs, TOMa, 4acTH, maparpada, CrpaHHIIb).

4. Hanmuuue B KOHIlE paboOTHI TTOJIHOIO CIMCKA JTHTEPATYPBL

Ne Onenra Kpurepuu ouenkn

n/n

1 OrnuuHo CryneHT BeinonHun paboty 6e3 ownbok U HEOYETOB, AOMYCTHII HE
Gonee OIHOr0 HeAOYETa

2 Xopomo CTy[eHT BBIMOIHA paboTy MOMTHOCTBIO, HO JOMYCTHI B HEH He

Gonee oaHoOl Herpy6oit oMGKM M OTHOrO HeoveTa, UK He Gonee
JBYX HeJIOHeTOB

3 Y 10BNETBOPUTENBHO CTyneHT NPaBHIIBHO BEHITIOTHKII He MEeHee ITOJIOBHHEI paboThl WIIH
JomycTHa He Gonee ABYX rpyObIX OMIKMOOK, HIIH He GoJiee OIHOR
rpy6oii u oaHoM HerpyGoi oHOKH ¥ OIHONO HEI0YETa, HIIH He
Bonee ABYX-Tpex Herpybsix omHOOK, WX OAHOM HerpyGoit olHbKK
¥ TPEX HEZIOYETOB, WITH TPH OTCYTCTBUH OLIWGOK, HO NPH HATHYHMH
YeThIpeX-TIATH HEOUETOB, IUI0XO0 3HAeT MaTepHal, A0MycKaeT
HUCKaykeHHe (paKToB

< HeynosneTBopHUTEIbHO CTyneHT HOMmyCTH/I YHCI0 OMOOK H HEJOYETOB IPEBOCXOsLIEe
HOPMY, TIPH KOTOPOI MOJKET GBITh BBICTABJIEHA OLEHKA «3», HIH
€CJIH NPABUJIBHO BBITIOJIHH/ MEHEe MOJIOBHHBI paboTEl

5 3auTeHo BeInoaHEHO NpaBWIbHO He MeHee 50% 3amanui, paGoTa BBINONHEHA
N0 CTAHJIAPTHOM WJIM CaMOCTOSITENIBHO pa3paboTaHHOM METONHKE, B
OCBEIIEHUH BOMPOCOB HE COJIePIKUTCS IPyOBIX OMIHMOOK, Mo XOoy
pelleHHs CAeNaHbl apryMeHTHPOBAHHBIE BEIBOJIBI, CAMOCTOSATE/IEHO
BBINOJIHEHA rpaduueckas 4acTb paGoTEl

6 He zauTteno CTy[eHT He cripaBuiics C 3aflaHHeM (BBITIOHEHO MPaBUIIEHO MEeHee
50% 3aganus BapHaHTa), HE PACKPBITO OCHOBHOE COJIeprKaHHe
BOIPOCOB, HMeI0TCs rpyOble omubku B OCBELIEHHH BOTIPOCa, B
peLueHuy 3a7a4, B BBIMOJTHEHHH rpaduIecKoii YacTH 3alaHus 1
T.J., & TAK)KE BBINOJIHEHA HE CAMOCTOSTENBHO.

3. MeToanueckne MATepHAJIbI, ONpPeXeJIsIONIe MPOoeAyPbl ONEHHBAHMS 3HAHHUI,
yMeHNii, HABBIKOB, XapaAKTePH3YIOMHX dTANLI hOPMHUPOBAHHUSA KOMIETeHLHI

[MTockonbky yueOHas AUCUMIUTHHA MTPU3BaHa ()OPMHPOBATE HECKOIBKO IECKPUIITOPOB
KOMIIETEHI[H, IPOIe/lypa OLEHUBAHHUS PEAIM3yeTCs MMOITAIHO:

1-ii 9Tan: OIEHMBAHHE YPOBHS JMOCTHXKCHHS KaXKIOro M3 3allJlaHHPOBAaHHBIX
pe3yneTaToB OOY4eHHs] — AECKPUIOTOPOB (3HAHWM, yMEHHMH, BIIAJICHHH) B COOTBETCTBHH CO
WIKAIaMH ¥ KPHTEPHSIMH, YCTaHOBJIEHHBIMH MaTpuredi xommerenimit OOII (mpuioxenne K



616)5))

DkcrnepTHOW OLEHKE IpenojaBaTens HNOMICKAT YPOBHH
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copMHpPOBaHHOCTH

OTHENbHBIX JECKPUIITOPOB, JUIS OLICHMBAHMSA KOTODBIX Ipe/HAa3HAYCHA [aHHAasd OLECHOYHAs
npoleaypa TEKYIIero KOHTPOJIS MIM IIPOMEXYTOYHOM aTTEeCTaldH COIJIACHO MAarTpulle
COOTBETCTBHS OLIEHOUHBIX CPEUCTB pe3ysbTaTaM 0O0yueHHs 110 JUCIHUIUIHHE.

2-3Tamn:

MHTErpajbHas OICHKa IOCTHIKCHHA OGY‘-I&IOHIHMCFI 3allJIaHHPOBaHHBIX

pesybTAaTOB OGYdEeHHs MO UTOraM OTAENBHBIX BHJIOB TEKYIIETO KOHTPOJS H IPOMEXKYTOYHOH
aTTeCcTalHH,

XapaKTepHcTHKA NPOLEAYP TEKYLUIEro KOHTPO/IS H  MPOMEKY TOMHOI aTTeCTALMMH 110
JHCLMILIHIE

TlepuONHYHOCTD

Crnioco6 yueTa

H crocob
No HaumeHoBaHHe . Buael BCTaBAsAEMBIX HHOUBHIYaTbHBIX
- OLIEHOYHOI'O CPENCTRa p OLIEHOK JOCTHIKEHUH
MPRLG AP ofyuarommnxcs
OLICHHUBaAHMA 4
Pas B cemecTp, no y
BenomocTs, 3aueTHad
OKOHYaHHH
2 3auer S 3ayTeHo/He 3aUTEHO KHHKKA, yaeOHas
Y KapTo4Ka, mopTdhonuo
JIUCLUTTHHE
KonrponeHas pabora Ilo naTubanneHOM PaGouas TeTpans.
o CucreMaTHUECKH
3 11st OIHOM (hopMBL S SRR LIKaJe JKypHaJ yCTIeBaeMOCTH
ob6yueHHs NpernoAaBaTess
PerucTpauroHHas
TeTpanb A1 3a04HOH
Paz B cemectp, 1o
Kontponsnas pabora b4 (opmbl 00y4eHHA
4 JUTA 3a04HON OPMEI e 3auTeHO/He 3a4TEHO JKypHAI y4eTa
o0yueHHs g yCIIEBAEMOCTH
JHCLHTUTHHEI
TIperoasaTesns s
ouHOM (opMbl 0OyHEHHS
ITo narudannsHoOH
Kane PaGouas TeTpans.
CHeTeMaTH4ecKu
5. TecToBble 3a0aHHA WITH JKYpHaJ yCreBaeMOCTH
Ha 3aHATHAX

3auTeHO/He 3a4YTEHO

TIpenofaBaTens
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Ipunoaicenue I
[lepeyens TecToBHIX 3aMaNuii

QK-8 {ysiems

1.Kakux gopmaTos Gymara npuMeHsIeTest UIsl H3rOTOB/IEHHS OIAHKOB I0KYMEHTOB!
a) A4, AS;
6) Al, AG;
B) A3, A7

2. Kaxue pazmMeps! noJieil 20/UKHBI HMeTh OJIaHKH JOKYMEHTOB!
a) m.10mmM, 1.20MM,B.-20MM, H-20MM;
6) m.10mn, 11.15MM,B.-20MM, H-20MM;
B) m.10Mm, 1. 10MM,B.-20MM, H-20MM.

3. I'me u npH KaKUX YCJIOBHSIX IPHMEHSIETCH PEKBHIHT «CocypapcTBeHHblil  repd
Poccuiickoit @egepanum»:

a) Ha 6JIaHKaX IEHTPATBHEIX OPraHoB (heflepaibHON HCIIOMHATEIBHON BIACTH;

6) Ha 6raHKax pacropAIUTEIIbHEIX JOKYMCHTOB,

B) Ha CIIPaBOYHOM JOKYMCHTALlUH.

4. Ha xakux JOKyMeHTax He mpocraBisiercsi pexBusur «Hanmenosanne BHAA
JOKYMEHTa»:

a) B Granke NUCbMA;

6) B Granke npHKas;

B) B Onanke TMPOTOKONA.

5. [llppuna moJist cjieBa Ha cayKkefHOM MHCHMe 0JURHA OLITH He MeHee:
a) 2 cM;
6) 2,5 em;

B) 3 cM,

6. Pezosrronusi pyKoOBOJAHTE/IA HA IOKYMEHTE pacno/jaraercs:
a) B JIeBOM HIDKHEH 4acTH IOJIs JOKYMCHTa;

) B mpaBoil BepXHEH YaCTH MOJIs TOKYMEHTA;

B) B IIPaBOM HIKHEH YaCTH I1OJIst IOKYMEHTA.

7. B kakoMm cJiy4ae NpPaBHJABHO 0)OpMIIeH PEKBH3HT «IToanmucn» Ha OJIaHKEe JOKYMEHTA:
a) upexrop mKomer Ne 25 B.A. IletpoBa;

6) JlupeKTop IIKOJIBI [Terpora B.A.;
B) JlupexTop B.A.Ilerposa,
ITK-8 (ymenn)

8. Kaxue n3 COJ/I(Ad-hoc, ACKHJI, Groupware, Docflow, Workflow) BriiouaioT B cedst
J1eKTPOHHYIO IOYTY HIH paGoTy ¢ Hei?

1) Bce BolIenepeIHCICHHBIC

2) Groupware u Docflow

3) Workflow

4) Ad-hoc u ACKAT



9. Kaxas C3/I npexcrapsier cofoii moToK paloT MM JeTOBBIX npoueccos?
1)Workflow

2)Docflow

3)Groupware

4)Bce BEILETIEPEUHCTICHHLIC EHCTEMBL

10. I'ie npuMeHSIOTCSI CHCTEMBI Kiacea Workflow ?
1)bankn, cTpaxoBEle KOMITAHAH

2)Byxrantepus, ayJHTOPCKUEe QUPMEL

3)Hasoroesie oprassl

4)Bo Beex cdepax

11.B kaxoii cucreme CVYJI ecTh cTporuii perjaaMenT NPONEyp 06paboTKu AOKYMEHTOB?
1)Docflow

2) Workflow

3) Groupware

HACKHU

12. KaKue moJ530BATeIH YIPaBAsSoT paspaboTkoii cnenudukanun B CY30/1?
1)aaMIHHCTPATOPE!

2)ynpaBJIAOILUe Je/IaMH,

3) apXUBHCTEI,

4) coTpyaHuKH O01IeaMHHUCTPATHBHBIX 1 (yHKIHOHATBHEIX CTPYKTYPHBIX noapas/ieIeHu.
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Hpunooicenue 2

3adanus K KommponeMoii pabome no Oucyunnune «JoKymenmuposarnue
YNpasaen eckoi 0eameabHoCHu)

Teoperugecican 4acio
OK-6 (ymemn

1. HopmaTusHO-TIpaBoBas 6a3a JOKYMEHTUPOBAHHS yIIPABICHYECKOM NeATeIbHOCTH.

2. TloHsaTHE NOKYMEHTA, €ro (QyHKIHH, IPU3HAKKA H CTPYKTYpa JOKyMEHTA.

3. JIOKYMEHTUPOBAHHE U €ro COCOOEL.

4. Tlomsrue 06 HHPOPMALUH U €€ HOCHTEIIIX.

5. Ilomsatue yHudukanuyu ¥ CTaHJAPTH3ANMH JTOKYMEHTOB.

6. TocynapcTBEeHHBIC CTAHAAPTHI JOKYMEHTALHHY.

7. YuuduuupoBaHHas CHCTeMa IOKyMEHTAllWH: [OHATHE, KpaTkasi XapaKTepHCTHKa
neicryromux YCII.

8. Xapakrepucrrka, coctas u copepxanue OCTa P. 6.30-2003.

9. @opmysip-obpasel, cocTaB M CXeMa PacloIOKESHUA PEKBU3HTOB Ha HEM.

10. ITpaBuna odopmierns pekusutos OPJI.

11. Bujet pexsuzntoB OPJ] # OPSIOK MX PaCIOIOKEHHS.

12. [TonsiTre u BUAB OJ1aHKOB.

13. [IpaBuna odopMIIEeHHUs, H3TOTOBJICHUA, ydeTa, HCIIONb30BAHHI W XPaHCHHS repOOBBIX
BnaHKOB.

14, XapakTepucTHKa ¥ COCTAB OPraHM3allMOHHBIX JIOKYMEHTOB, TpeOOBaHHA K HX
ohopMIEHHUIO.

15. XapakTepHcTHKa M COCTAaB PAaCIOpSIHMTENBHEIX HOKYMEHTOB, TpeOOBaHHS K HX
o OopMIIEHHIO.

16. XapaKTepucTHKa M COCTaB HH(POPMAIMOHHO-CIIPABOYHBIX JJOKYMEHTOB, TPEGOBaHHS K HX
ohopmIIeHHIO.

17. XapakTepucTdKka ®  COCTaB  OpraHM3allAOHHO-PACHOPAIMTENBHBIX — JOKYMEHTOB,
BXOMAIIMX B YHH(DUIMPOBAHHYIO CHCTEMY MEPBUYHON YYETHOH NOKYMEHTALMH 110 yHCTY
Tpyna u ero omnarsl (YCITV]I), TpeGoBanus K HX 0)OPMICHHIO.

18. [TousiTHe 1 BUABI KONTUH JOKYMEHTOB.

19. TpeGosanust kK OGOPMICHHIO PasiHYHbIX BHIOB KONHH JOKYMEHTOB, BBIIABACMBIX B
OpraHu3aLusx.

20. OcoBGeHHOCTH 3aBepeHHs KoMK HOTapHalbHEIME KOHTOPAMH H JOJDKHOCTHBIMH JIHIAMH
OpraHM3alui.

21. HopMaTHBHO-METOAMYECKHE JOKYMEHTbI, PErIaMEHTHPYIOIIHE MOPSAOK BBUIAYH M
TpeGoBanust K OQOPMIEHHIO KONHil B OpPraHM3allUsiX, KOTOPbIC SBIIAOTCSH aBTOPaMH
JOKYMEHTOB.

22. Yyer nokymeHToo60poTa.

23. [puem u mepBoHavyanbHas 06paboTKa TOKYMEHTOB.

24, Opranu3al#s pacCMOTPEHUS JOKYMEHTOB.

25. TlonsTtue, GOPMEI U MOPAZOK PETHCTPALMH JOKYMEHTOB.

26. [Topsa10K HCHIONHEHHS JOKYMEHTOB.

27.TloHATHE WMCXOMAIMX JOKyMEHTOB. TexHomorum oOpalOTKH H IOPSANOK OTIPABKH
HCXOMALIUX JOKYMEHTOB.

28. [ToHsTHE, LIEIH W BAIbI KOHTPOJIA HCIIOIHEHHA TOKYMEHTOB.

29. CpoK# HCIIONHECHHUS JOKYMEHTOB.

30. TTopsAmoK MpoBe/IeHHs KOHTPOJISl HCIOMHEHNS JIOKYMCHTOB.

31. [omsaTHs: «1e0», «GOPMHPOBAaHHE JIEI), KHOMEHKIATYPa AeID).
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32. Bumpl HOMEHKIATYPHI JIEJ1, PSZIOK UX COCTaBICHUs, ODOPMIICHHS H YTBEPKICHHS.

33. Oprauu3aius OnepaTHBHOTO XPaHEHUS HCIIONHEHHBIX JOKYMEHTOB B JIEIONPOH3BO/ICTBE.

34. ITopsinox popMuUpOBaHUS 1] B IEJOIIPOHU3BOJICTEE.

35. IloHsATHE «IKCIEPTH3a UEHHOCTH HOKYMEHTOBY.

36. Cpoxu XpaHeHHs JOKYMEHTOB.

37. Drarsl ¥ HOPSAOK IPOBEIEHNUS SKCIEPTU3HI IEHHOCTH JIOKYMEHTOB B JICIONPOH3BOJICTBE
OpraHHu3aLHH.

38. DKCIepTHBIE KOMUCCHH OPraHU3aIuy, HX QYHKIHMH, IPaBa, OpraHu3anusa paboTsl.

39. IloHsiTHE ¥ BUABI apXHBOB.

40, ITpaBuiia cocTaBIE€HHs ONMCH JIEN U MOPSIOK Nepeavn X B apXHB OPraHH3alluH.

41. TTpaBo rpaxnad Ha obpamenus u xKano0sl. Brasl obpalueruii rpakiaH.

42. TTopstnox paboTsl ¢ 0OpaIeHusIMi TPAKIAH.

43. Buspl rpudoB orpaHH4eHMs JOCTYIa K JOKYMEHTaM.

44. OcoGeHHOCTH OpraHM3aNMK JIENONpPOU3BOJCTBA ¢ JOKYMEHTAMH, HMEIONMMH Trpud
OrpaHHYeHHs JOCTYIIa K HUM.

TIK-8 (yatemn

45 . 21eKTPOHHEL JOKYMEHTOOGOPOT. DIEKTPOHHEIE aAMUHHCTPATHBHEIC PEriTAMEHTEI
46.Mojie/mi 3JIeKTPOHHOTO JOKYMEHTO000pOoTa.

47.Pa3BHTHE  KOMIBIOTEPHBIX  TEXHOJOTHMH  JOKYMEHTHPOBAHHS  YIPABICHYECKOMH
IesSTEeIBHOCTH.

48.YnpapieHue 2JIeKTPOHHBIM JOKYMEHTOO00POTOM.

49.CHCcTeMBI ABTOMATH3AIHH JeJONPOM3BOACTBA U 3TEKTPOHHOTO JOKyMeHTo000poTa.

IpakTHyecKkas 4acTh

OK-0 (srademb)

50. CocraButh 0oOmMil 6IaHK KOHKPETHOH OpraHu3alMe ¢ NPOAOJIBHBIM DPACIOIOKCHHCM
peKBH3UTOB Ha popmare A4.
51. CocraBuTs OOuHMi ONaHK KOHKPETHOH OpraHMsaldyd C YIVIOBBIM LEHTPHPOBAHHBIM
PacIIONIOKEHHEM PeKBH3HTOB Ha opmare A4.
52. CocrapuTh OOmMH GIAaHK KOHKDETHOM OpraHuM3alHd C  YIJIOBBIM  (DaroBBIM
pacIIONOKEHHEM PEKBH3HTOB Ha popmare Ad.
53. CoctaBuTh OnaHK CIIy)kKeGHOTO ITMCbMAa KOHKPETHOH OpramusalMi C YIJIOBEIM H
IPOONBHEIM BAPUAHTAMU PACIIOJIOKEHHS.
54. CocraButh ycTas opranusanuy cormacao 'OCTy P 6.30-2003.
55. CocTaBUTE NMPOEKT PacopPMKEHH.
56. CocTaBHTb IPOEKT MPHKa3a [0 OCHOBHOMN JEATEIBHOCTH.
57. CocTaBHTE IPOEKT PELIeHHSI.
58. CocTaBHTh MPOEKT JOKIATHOMN H CITy)KeOHOH 3aIHCKH.
59. CocTaBHUTb IIPOEKT IPOTOKOJIA.
60. OopMHTE ¥ 3aIONHUTH MPOEKT NMPHKA30B MO JMIHOMY COCTaBY (mpuka3 o mpueMe Ha
paGoTy, MpHKa3 O IepeBozie paboTHUKA Ha APYTyIo paboTy).
61. OdOPMHTE H 3aNOIHATE IPOEKT IPHUKa30B MO THIHOMY COCTaBY (IIPUKA3 O MPEKPAIICHIH
TPYZOBOIO OTOBOPA ¢ pAGOTHUKOM, IIPHKA3 O MOOIIPEHHH paboTHHKa).
62. ObopMHUTH U 3aMOIHUTH NPOEKT MPHKA30B IO JHYHOMY COCTaBy (npHKa3 0 HanpaBJIEHHH
paboTHHKA B KOMAHIUPOBKY, IPHKA3 O MPEJOCTABICHHH OTIIyCKa paboTHHKY)
63. OhOpPMHATH 3AMOTHATE MPOEKT IITATHOTO PACITHCAHHS.
64. OGhOPMHTB 1 3aMOJIHATH MPOSKT rpadguka OTIIYCKOB.
65. OpOpPMHUTE ¥ 3aIOTHHTE POEKT JIHYHON KapTOUKH.



66.

67.

68.
69.
70.
4 P
2.
73

74.

75.
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OdopMuUTs H 3aANMOJHUTE TPOEKT KOMAHIMPOBOYHOIO YAOCTOBEpEHHUA, CiIyxKeOHOro
3afaHus U1 Halpas/IeHUs! B KOMaHAUPOBKY M OTYETa O €r0 BBINOJIHEHUH.

Odopmuts HamIexKanM 06pa3oM MOJNHYIO KONHIO O(PHLHATEHOT0 JOKYMEHTA, BEITHCKY
13 OHIHAIEHOIO JOKYMEHTA.

OdopMHTE U 3aIOTHHUTE POEKT JKypHAaIa BXOASIIECH JOKYMEHTAIHH.

OdopMUTE U 3aOTHATE IIPOEKT JKypHAJIa HCXOASMIIEH TOKyMEeHTalUH.

OdopMuUTH H 3aIOTHUTE NPOEKT HOMEHKIATYPEI el IT060ro BHAA.

OdopMHTE H 3aII0JTHHTE MPOSKT OIKCH JeN 00oro Buaa.

OdopMUTH W 3aIONHUTE MPOEKT OOI0KKH JIeNla, 3aBEPUTEIBHOTO JIHCTA Ield.

OdopMHUTE H 3aIONHETEL IPOEKT aKkTa O IpHeMe-Tepeaade JOKYMEHTOB Ha IOCTOSHHOE
XpaHECHHUE B apXUB.

OdopMHUTh ¥ 3aMOJHHTH NPOEKT aKTa O BBIICICHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE
NOUIE)KAUIMX XPAHEHHIO.

OdopMUTE U 3aONTHUTE IPOEKT CIATOUHOM OMUCH eI,

HK-8 (srademu)

76.

77,

78.

79.
80.

81.

82.
83.

84.
85.
86.
87.
88.
89.
90.
91.
92
93,

94.
95.

PaccmoTpers  crpykrypa ¥ QyHKOMM = moapasfieneHuii 1Mo 3IEKTPOHHOMY
JOKYMEHTALUOHHOMY 00CIY)KHBAHHIO YUPEXKACHHIA.

PaccmoTpeTs mpaBuna IpHeMa W 00paOOTKH  NOCTYHAIOMEH  2JIEKTPOHHOH
KOPPECIIOHICHIIHH, WX BIIMSHHE Ha OPraHH3alMIO JBHIKEHHS JokyMmeHToB. Hanpasnenune
3JIEKTPOHHEBIX IOKYMEHTOB Ha HCIIOJIHEHHE

PaccmorpeTh  OCOOEHHOCTH — 3JEKTPOHHOI'O — JIOKYMEHTOOoOOpOoTa  COBPEMEHHBIX
yupexaeruii. OCHOBHBIC HalPaB/ICHHSA COBEPIICHCTBOBAaHHA NOKyMeHTOOG0poTA.
PaccMoTpeTs (OPMEI peruCTpariu ANEKTPOHHBIX JOKYMEHTOB, €€ OpraHH3alltio.
PaccMOTpeTh B3aMMOCBS3b IIPOIECCOB PErHCTPAlMM M KOHTPONSA 3a MCIOJIHEHHEM
SNIEKTPOHHBIX IOKYMEHTOB.

PaccMOTpeTs CpaBHHTENIBHEIE XapaKTEPHCTHKH (OPM PErHCTPAIlMH 3JIEKTPOHHEIX H
TPaJMIHOHHEIX JoKyMeHToB. CocTaB HHGOPMAIUH.

PaccMOTpPETh TEXHOJIOTHIO KOHTPOJIA 38 HCIIOTHEHUEM 3JIEKTPOHHBIX JIOKYMEHTOB.
PaccMOTpeTh 3aKOHOJATeNBbHBIE AaKThl, perjiaMeHTHpyomue paboTy ¢ MHChMaMu,
kanobaMu, 3asaBJICHHAMHE Ipa</iaH, MOCTYNUBIINX 10 KaHajIaM 3JIeKTPOHHOM roYTe.
OxapakTepu30BaTh TEXHOJNOTHHM paboThl ¢ IHCbMaMH, JKauobaMH H 3asBICHHAMH
rpakaaH, HOCTYIUBINUX 110 KaHanaM 3JIEKTPOHHOH! rnoyTe.

O6ocHOBaTE METOJIUKY COCTABIICHUS HOMEHKIIATYPEI A€ IS SJEKTPOHHBIX JTOKYMEHTOB.
3HaYeHHe HOMEHKJIATYPEI A€/ B TEXHOJOIHH pabOTEl ¢ JOKYMEHTAMH.

OQopMHTE 3KCIIEPTH3Y LIEHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB B I€JIOIIPOH3BOACTBE.
PaccMOTpeTh 3/IeKTPOHHYIO JOKYMEHTAIMIO U 3JIEKTPOHHBIN apXUB.

3anoaHeHue OCHOBHBIX CIPABOYHHKOB B CHCTEME 3JIEKTPOHHOIO IOKyMeHTOOGopoTa
DocsVision.

Co3naHHe ¥ KOPPEKTUPOBKA MOKYMEHTOB B CHCTEME JJIEKTPOHHOTO JOKYMEHT00OOpOTa
DocsVision.

XpaHeHHe U MOUCK JOKYMEHTOB, KOHTPOJIb 3@ UX HCIIOJIHEHHEM B CHCTEME 3JIEKTPOHHOIO
nokymerToobopora DocsVision.

Omnwcars HHGOPMAHOHHYIO MOJEIb NEKTPOHHOr0 oduca.

VKazarh OTIIHYATEIBHBIE 0COOEHHOCTH 3aJIbHOIO IIPHHIIMIEA OpraHu3aliy TPy aa.
ITepeurcIUTh OCHOBHEIE M BCIIOMOTaTeNbHbIE (QYHKIIMH 3J€KTPOHHOro oduca.

OnwucaTh KOMMYHHKALHOHHYIO MOZE/b JIEKTPOHHOro oduca.

VKa3aTh OTIIMYHTEIbHEIE 0COOEHHOCTH KaOWHETHOrO IIPUHIAIIA OpPraHH3aliH TPYIa.



MuHucTepcTBO 00pPa30BaHMSA M HAYKH ACTPaxaHCKOW obJgacTH
Il'ocyrapcTBeHHOe aBTOHOMHOEe 00pa3oBaTejibHOEe YUpPe:XKIeHHeE
AcTpaxaHCKoO# ob0aacTu Bpicmiero oo6pa3oBaHus
«ACTpPaxXaHCKHMH TroCyIlapCTBEeHHbIH APXUTEKTYPHO-CTPOMTEJbHBIil

YHUBEpPCHTET)
(TAOY AO BO «ATACY»)

}TMEJEHAFO

.f
':-,1--._. - ¥ s, |~

OINEHOYHBIE U METOAUYECKHUE MATEPHUAJIbBI

HaumeHoBaHMe TMCUUNIMHBI JIOKYMEHTHUPOBAHHME YIIPABJICHUYSCCKON ICITECILHOCTHU

O/KCIS’bZGClemc}Z HAaumMeHoeaHue 6 coomeemcmeuu cyueénbm/z I’lJZaHOM)

ITo HanpaBJIeHUIO0 TOATOTOBKH

38.03.01 «DKOHOMUKAY

(YKasvleaemcs HaUMeHO8aHUue Hanpaesienus nod2omosku & coomeemcmesuu ¢ @I'OC)

ITo npoduiio noaAroToBKM

«byXrantepckuil y4eT, aHaJIu3 U ayVIuT»

(vkasvigeaemcs HaumeHnogaHue npoguisa 6 coomeemcmeuu ¢ OOII)

Kadeapa DKOHOMHKA CTPOUTEIHCTBA

Kpanuduxanus (creneHs) BEITYCKHUKA OaKanasp

AcTtpaxans - 2018



Paszpaborunxu:
Cr. npenonasatens kabenpsr IC <2 ; @ﬁv/ /JL.YO. Boromonoga /

(zanuMaemas JOMKHOCT, (noamu B} H. 0. 0.
yuEHas CTeneHb H y4EHOE 3BaHueE)

OIEHOYHbBIE ¥ METOAMYECKHE MAaTEPUalibl PACCMOTPEHB! U YTBEPIKIEHBI HA 3ace/lanuu Kadeapsl

«OKOHOMUKA CIMPOUMENbCINEQ) npotokonn Ne 9 or_26 . 04. 2018 r.
<7 7
Basenyromuii xadeapoi 22 v / / N.A.Iloramosa /
(mojinuck) H. 0. @.
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«ByxranTepckuit y4er, aHaJId3 U ayIHT» f'I/I W.IToTanora/
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COJIEPYKAHUE:

OlEeHOYHbIE ¥ METOAMYECKHE MATEPHAlLI JULS IIPOBEICHIA IPOMEIKYTOUHOH
aTTeCTAIMH U TEKYIIEro KOHTPOIs 00y4aromuxcs 0 AMCIHIITHHE

[lepeyeHs KOMIIETEHIMH C yKa3aHUEM ITaloB HX (popMHEPOBaHHS B IPOIIECCE
oCBOeHHsI 00pa30BaTEIbHOM TIPOrpaMM

Omnucanye nokazaresieil 1 KpUTEPHEB OLCHHBAHMA KOMITETEHIHH HA Pa3sIMYHBIX
sranax ux (HopMUPOBAHMS, ONUCAHUE KA OLCHHBAHIA

ITepeuens OLEHOYHBIX CPEJICTB teKymieit GopMel KOHTPOJTIA

Onmcanre MoKa3aTeNell ¥ KpHTepUEs OLCHABAHMS KOMIETEHII 110
JMCIATUIMHE HA PA3TMYHBIX dTanax ux pOpMHpOBaHUs, OMHCAHAE LKA
OLIEHUBAHKSA

[1Ixana oneHUBAHHI

THHOBbIE KOHTPOJBHBIE 3a/laHHsl HIIM HHBIE MaTepHUalbl, HeoOXOMUMBIE  JULT

OLleHKM 3HaHWM, yMEeHHN, HABBIKOB, XapaKTePH3yIOWHUX STAIIbL (opMUPOBAHUS
KOMITETEHIIHH B IIPOLECCe OCBOCHHA 06pa3oBaTeIbHON IPOrPaMMBL

MeToMuecKre MaTepHasIbl, ONPECIMIONHe IPONEeAYpPbl OUCHHBAHMA 3HAHUH,
yMeHUi, HABEIKOB, XapPaKTEPH3YFOIIHX STAIbI opMHPOBAHAA KOMIETSHIIMH

Crp,

12
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2.Tunossle KOHTPOJLHBIE 3AJAHHA HIH HHBLIE MATEPHAILI, HEOOXOAUMBIE IS OLEHKH
Pe3yJbTATOB 0CBOCHHS 00pa3oBaTeIbHOH NPOrpaMMsl

THUIIOBBIE 3AJ{AHNS IS TIPOBEAEHUS IIPOMEKYTOYHON ATTECTALIAN:

2.1. 3aver
a)  eompocel x 3aqemy

OK-6 (cuamw)

1. Cocras vopMmarusHO-MeToaARYeckoi Gaspr IOV,

2. Crampaprusanmg 1 ynudukamus cucremsl [JOV,

3. O6mepoccuiickie KinacCH()pUKATOPEl JOKYMEHTAIHH.

4. TocymapcTBeHHas CHCTEMA JOKYMEHTAIlHOHHOTO 00ecnedeHns yIpaBlIeHHs.

5. VuudunuposaHHas CHCTEMA OpraHH3alMOHHO-PACTIOPSAUTENEHOM NOKYMEHTAIlHA
(YCOPJI).

6. Dopmynsap-obOpaser] OpraHU3aLHOHHO-pacIopsaauTensHol nokymentanuu (OP ).
PexBH3HTEI B OraHKH.

7. Bnanku DOKYMEHTOB H TPeOOBaHHS K HUM.

8. Crpyxrypa mokymenra. Tpe6Gosanus k opopmieruro fokymenTos mo I'OCT P 6.30-

2003.
9. IlpaBuna oQOPMICHHS OCHOBHBIX BHJOB  OpPraHH3aIlHOHHO-PACIOPSAHTEIBEHBIX
JOKYMEHTOB

10. Cucrema opraHu3alMOHHON JOKYMEHTALMH.

11. Cucrema pacniopsiAuTeNsHON JOKYMEHTALIUH.

12. Cuctema Ha(QOpPMALHOHHO-CIIPABOYHOH JTOKYMEHTAIHH.

13. Cnywe6Haa nepenucKka Ha MPeAIPHATHH.

14. ITpasmra oopMIIEHUS H BhIOAYM KOIHH JOKYMEHTOR

15. JlesnoBasi peus ¥ ee rpaMMaTHYECKHe 0COOEHHOCTH.

16. Jloruueckoe NOCTPOECHHE NOKYMEHTOB.

17. Opranuszauys npuemMa, pacCMOTPEHHs, PETHCTPAIMH H UCTIOHEHHS JOKYMEHTOB

18. ITpoxoKaeHUe ¥ NOPAIOK UCIIOIHEHU BXOASIIHNX JOKYMCHTOB.

19. Ilpoxok/IeHHE HCXOMSIIHX H BHYTPEHHUX JIOKYMEHTOB.

20. OcoGeHHOCTH OpraHM3aldy paGoTHl JOKHOCTHRIX JHII ¢ KOHQHUICHI[HATbHBIMH
JNOKYMEHTaMH H O1aHKaMH CTpOroif 0TYETHOCTH.

21. PaGora ¢ nucbMaMu | 0OpamIeHUsAMH TpaXKIaH.

22. OpraHu3anus OnepaTHBHOr0 XpaHeHHs J0KyMeHTOB. Homenknarypa zxei.

23. DxcrnepTU3a UeHHOCTH JIOKYMEHTOB.

24, TloaroroBka u nepegada JOKYMEHTOB Ha apXHBHOE XpaHEHHUE.

25. OcoBeHHOCTH [OKYMEHTAHOHHOTO obecmeyeHHs OyXranTepckoi — HeATeNnbHOCTH
IPEATPUATES

IIK-8 (sriame

26.CoBpEMEHHEIE 3JIEKTPOHHbIE CHCTEMBI YIPABICHHA H pabOTEI C JOKYMEHTAMH

27. CoBpeMeHHBIE YHHBEpCATbHEIE HHPOPMAIMOHHBIE TEXHOIOTHH TS
COBEPIICHCTBOBAHHS JOKYMEHTHPOBAHUS YIIPABIEHYECKOH NesTeIbHOCTH

28. XapakTepHCTHKA CHCTEM 3JIEKTPOHHOTO yIpaBIeHus foKyMenTamu (DY)

29. Bribop addexrusnoit COV]I (xnaccudukanus CHCTEM 3JIEKTPOHHOTO YIPAaB/ICHUA
JIOKyMEHTaMH)

30. CxcTeMBl aBTOMATH3AIMH JEN0NpOM3BOICTBa i okyMeHTooGopora (CAT)

31.ITocnequue  pa3paboTKM HAa  POCCHICKOM  PBIHKE  CHCTEM  aBTOMAaTH3alMH



nokymerTeoSopora
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32. 3aIHIEHHOCTD 3/IEKTPOHHOI0 JOKyMeHTo0GopoTa

é)

b —

KRUMEDUY Qenigauia

Hpﬂ OlLeHKe 3HaHuil Ha 3a49ete YUHTRIBACTCA:

YpoBeHb ¢()OpMUPOBAHHOCTH KOMITETEHLIHIH.
YpoBeHb YCBOGHHS TEOPETHYECKMX IONOKSHHH JHCHIHMIUIMHEL, TPaBHJIBHOCT

(GopMyNHPOBKY OCHOBHBIX NOHITHI M 3aKOHOMEPHOCTE}H.

S

VYpoBeHb 3HaHUS (AKTHISCKOTrO MaTepHaa B 00beMe IIporpaMMEL.
Jloruka, CTPYKTYpa ¥ TPaMOTHOCTB H3JIOJKEHHSI BOIIPOCA.

YMeHue cBs3aTh TEOPHUIO C IMPAKTHKOH.

. Ymenmne nenath 00001II€HHST, BEIBOIEIL.

Ne
m/n

Quenka

KpilTGpHH OUCHKH

OTnuuHo

OTBeTbl Ha MOCTAB/IEHHBIE BONPOCH] H3J1araloTes JTOTHYHO,
TIOCTIEI0BATEIBHO H HE TPeOYIOT HOMOJHMTENBHBIX NoscHeHui. TTomHo
PacKpBIBAIOTCS NPUYHHHO-CIIEICTBEHHBIE CBA3H MEKIY SBIEHHAMH K
cobeITHaMH. [lenaroTes 060CHOBAHHBIE BBIBOJBI. JJeMOHCTPHPYIOTCA
rinyOokue 3HaHus 0a30BBIX HOPMATUBHO-IIPABOBBIX AKTOB.
Co0moaioTcs HOPMBI IMTEPATYPHOH peun.

Xopoiro

OTBeTBI Ha NMOCTABNEHHEIE BOMPOCH H3IaraloTesl CHCTeMaTH3HPOBAHO H
nocnenoBaTensHo. bazoBble HOPMATHBHO-TIPABOREIE AKThI
HCTIONB3YIOTCH, HO B HejlocTaTouHOM o0Beme. MaTepuan usnaraercs
yBepeHHO. PACKpBITE! TPHYUHHO-CNENCTREHHBIE CBA3H MEKIY
ABJIEHUAMH U COObITHAMM. J[eMOHCTPHpYeTCa YMEHHE aHATM3HPOBATh
MaTepHall, OJHAKO He BCe BBIBOJBI HOCAT apryMeHTHPOBAHHEIH U
nokaszatenbHbId Xapakrep. CobniogaloTes HOPMEI JHTEpaTyPHOH peyn.

Y noBneTBopHTENBEHO

JlomyckaroTes HapyIIEHH B [TOC/ICA0BATeIbBHOCTH H3/I0KEHHA,
Hmerores ynomuHanus 06 oTaenbHbIX 6a30BBIX HOPMATHBHO-TIPABOBLIX
aktax. Hermonxo pacKpbIBaOTCA NPHYHHHO-CJIEACTECHHLIC CBA3H
MesKAY ABJISHUSIMU ¥ COOBITHAMH. JIeMOHCTPUPYIOTCA IMOBEPXHOCTHBIE
3HAHUA BOMPOCA, C TPYAOM PELIAlOTCs KOHKpeTHbIe 3ana4n. Mmerorca
3aTpyAHEHHA ¢ BEIROXaMH. JlomycKkatoTes HapyLIeHHsA HOpM
JIUTEPATYPHOH peuu.

HeynoeneTBOpHUTENBEHO

Marepuan usnaraeTcs Herocjie0BaTe/bHO, COMBUMBO, HE MIPEACTABIICT
ornpeaeneHHol cHCTeMBl 3HaHHH M0 AMCIMILIMHE. He pacKphiBaroTCs
NPUYHHHO-CIIEICTBEHHBIE CBA3H MEJK/Y SBIEHHAMHU H coOrTHAMH. He
NPOBOAMTCS aHAMM3. BEIBOBI OTCYTCTBYIOT. OTBETHI Ha
JOTIOJIHHTENbHBIE BOIPOCH! OTCYTCTBYIOT. MMeioTea 3aMeTHbIe
HapyLUEHHS HOPM JIMTEPATYypPHOH peyH.

3a4TeHo

BricTapnseTcsa NPH COOTBETCTBHH MapaMeTpaM 3K3aMeHaLMOHHOM
[IKaNsl Ha YPOBHAX (OTJIHYHO», KXOPOILO»,
«YOBJIETBOPHTEILHO.

He zauteno

BeicTaBsieTes P COOTBETCTBHH MapaMeTpaM 3K3aMeHaLHOHHOM
LIKAJIBl HA YPOBHE «HEYAOBIETBOPHTEILHOY.
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THUIIOBBIE 3AJAHWS JJIs1 ITPOBEEHMS TEKYIIETO KOHTPOJIS:
22. Tecr
a)  romwiexn sadanuii Ot HeChos (ITpunosicenue 1)

OK-6 (yaenw) I-7 aonpoctt

TIK-8 (ymemn) 8-12 eonpocel

§) Kpumepuu OYenueania

[pu oleHKe 3HAHMH OLEHHBAHMS TECTOB YIHTBIBACTCS:

VYposeHb c)OPMUPOBAHHOCTH KOMIIETEHLIHH,

VpOBEHb YCBOGHHS ~TEOPETHYCCKUX [OJIOJKeHHI  MUCHMIUIMHBI, NPaBHIBHOCTD
(hopMyTUPOBKE OCHOBHBIX IIOHSTHIL U 3aKOHOMEPHOCTEH.

VposeHs 3HaHUs (HAKTHYECKOTO MaTepHana B o0BeMe IPOrpaMMBEL.

JIoruka, CTpyKTypa H ITpaMOTHOCTD H3JI0JKEHHs BOMpPOCa.

VMeHHie CBSI3aTh TEOPHIO C MPaKTHKOM.

Vmenue neaTh 0000ImeH s, BHIBOIBL.

Y —

£ Wy e

Ne Ouenka Kpurepnu OUeCHKIH
n/n
1 2 3
1 OTanvHO €CJI{ BBITOJNHEHBI CJISAYIOLIHE yCIOBHA:
- ZlaHbl IPABHIBHBIE OTBETHI HE MEHEE eM Ha 90% BompocoB TeCTA,
MCKJTIOUAs BOMPOCHI, Ha KOTOPBIE CTYASHT IO/IKCeH J1aTh cBoboaHBIH
OTBET;
Ha BCe BOMPOCEI, TIPEAToararolise cBo00AHbIH OTBET, CTYACHT Aall

NpaBHJIbHBIH H TOJIHBIHA OTBET.
2 Xopotliio eCJIH BBINOJTHEHB] CAEQYIOLIHE YCIOBHA:
- JIaHBI PABKJIbHBIE OTBETHI HE MEHEE HEM Ha 75% BOMpOCOB TECTA,
HCKITIOUAs BOTIPOCHI, HA KOTOPBIE CTYIEHT AOJUKCH ATk ceoboaHbIH
OTBET;
- Ha BCe BOMPOCHI, IPeANoaraiolye cBOGONHbIH OTBET, CTYACHT Aall
TNpaBWIBHBIA OTBET, HO JAOTYCTHII HE3HAUHTEIILHBIC olKOKH U HE
nokasaj HeoGX0AUMOii IIOIHOTEIL.
3 | YHOBNESTBOPHUTEILHO €CJIH BBITIONTHEHB] CIIEAYIOLHE YCIOBHAL!
- JaHbl MPABHIIBHEIE OTBETEI HE MEHEE 4eM Ha 50% BONpPOCOB TECTA,
MCKJIFOUas BONPOCHI, HA KOTOPBIE CTYNEHT JOJUKSH HaTh cBOOOIHBINA
OTBET;
- Ha BCE BOIPOCHI, MpPEANonaraoye cpoBoaHbIM OTBET, CTYACHT Jajl
HeMpOTHBOPEUMBbIH OTBET, WM NP OTBETS AOMyCTHI 3HAYUTEIIbHBIE
HETOUYHOCTH M He M0Ka3aj MoJHOTHL.
4 HeynoB/IETBOPHTENbHO| €C/TH CTY/ICHTOM HE BBIMOJTHEHB! YCIOBHS, PEAIToIaralolie OUeHKY
«Y OBIETBOPHTEJIBHOY.
5 3auteHo BrICTaBIAETCA NTPH COOTBETCTBUH NTapaMeTpam 9K3aMEHALMOHHON
[Kajabl Ha YPOBHAX «OTJIIMYHOY, «XOPOLIO»,
«YIOBJIETBOPHTE/ILHOY.
6 He zaureno BrICTaRN4€TCA [IPH COOTBETCTBHH NapaMeTpamM SK3aMEeHALMOHHON
LIKATEl HA YPOBHE KHEYIOBJICTBOPHTEABHON.

2.3. KonTpoasHnas padora.
a)  3adanus Ons KOHMPOILHOU pabomur (npunovicerue 2)

Teopemu4ecKasa 4acmb KOHMPON bHOIL pabombl:

OK-6 (vmemb) 1-44 sonpocul




ITK-8 (vmenn) 45-49 sonpocu

HMpaxmuueckaa wacms KOHMPONLHOIL paboriibl:
OK-6 (snademy) 50-75 sonpocwt

IIK-8 (snademy) 76 -95 gonpocur

6) Kpumepuu oyenusanua

Bemonusiercst B muceMeHHOM (popme. [Tpu onenke paGoTel CTYACHTA yYUTHIBACTCS:

1. IlpaBuibHOE pacKphITHE COJEPKAHHS OCHOBHEIX BOIIPOCOB TEMBEI, IPaBHIIBHOE
pelueHue 3anay.

2. CaMOCTOSTEIBHOCTh CYKACHHI, TBOPYECKHM IOAXON, Hay4yHOe OOOCHOBaHHE
packpbiBaeMoif TpobieMEl.

3. IIpaBUIBHOCTE HCMONBE30BAHUS NUTAT (€CIM IUTAaTa IIPUBOAMTCS JNOCIOBHO, TO HAIO
B3ITh €€ B KaBBIUKM M YKa3aTh HCTOYHHMK C YKasaHueM GaMHIMH aBTOpa, Ha3BaHMs
POU3BENEHHs, MECTA B TOPO/ia H3JaHHs, TOMa, 4acTH, maparpada, CrpaHHIIb).

4. Hanmuuue B KOHIlE paboOTHI TTOJIHOIO CIMCKA JTHTEPATYPBL

Ne Onenra Kpurepuu ouenkn

n/n

1 OrnuuHo CryneHT BeinonHun paboty 6e3 ownbok U HEOYETOB, AOMYCTHII HE
Gonee OIHOr0 HeAOYETa

2 Xopomo CTy[eHT BBIMOIHA paboTy MOMTHOCTBIO, HO JOMYCTHI B HEH He

Gonee oaHoOl Herpy6oit oMGKM M OTHOrO HeoveTa, UK He Gonee
JBYX HeJIOHeTOB

3 Y 10BNETBOPUTENBHO CTyneHT NPaBHIIBHO BEHITIOTHKII He MEeHee ITOJIOBHHEI paboThl WIIH
JomycTHa He Gonee ABYX rpyObIX OMIKMOOK, HIIH He GoJiee OIHOR
rpy6oii u oaHoM HerpyGoi oHOKH ¥ OIHONO HEI0YETa, HIIH He
Bonee ABYX-Tpex Herpybsix omHOOK, WX OAHOM HerpyGoit olHbKK
¥ TPEX HEZIOYETOB, WITH TPH OTCYTCTBUH OLIWGOK, HO NPH HATHYHMH
YeThIpeX-TIATH HEOUETOB, IUI0XO0 3HAeT MaTepHal, A0MycKaeT
HUCKaykeHHe (paKToB

< HeynosneTBopHUTEIbHO CTyneHT HOMmyCTH/I YHCI0 OMOOK H HEJOYETOB IPEBOCXOsLIEe
HOPMY, TIPH KOTOPOI MOJKET GBITh BBICTABJIEHA OLEHKA «3», HIH
€CJIH NPABUJIBHO BBITIOJIHH/ MEHEe MOJIOBHHBI paboTEl

5 3auTeHo BeInoaHEHO NpaBWIbHO He MeHee 50% 3amanui, paGoTa BBINONHEHA
N0 CTAHJIAPTHOM WJIM CaMOCTOSITENIBHO pa3paboTaHHOM METONHKE, B
OCBEIIEHUH BOMPOCOB HE COJIePIKUTCS IPyOBIX OMIHMOOK, Mo XOoy
pelleHHs CAeNaHbl apryMeHTHPOBAHHBIE BEIBOJIBI, CAMOCTOSATE/IEHO
BBINOJIHEHA rpaduueckas 4acTb paGoTEl

6 He zauTteno CTy[eHT He cripaBuiics C 3aflaHHeM (BBITIOHEHO MPaBUIIEHO MEeHee
50% 3aganus BapHaHTa), HE PACKPBITO OCHOBHOE COJIeprKaHHe
BOIPOCOB, HMeI0TCs rpyOble omubku B OCBELIEHHH BOTIPOCa, B
peLueHuy 3a7a4, B BBIMOJTHEHHH rpaduIecKoii YacTH 3alaHus 1
T.J., & TAK)KE BBINOJIHEHA HE CAMOCTOSTENBHO.

3. MeToanueckne MATepHAJIbI, ONpPeXeJIsIONIe MPOoeAyPbl ONEHHBAHMS 3HAHHUI,
yMeHNii, HABBIKOB, XapaAKTePH3YIOMHX dTANLI hOPMHUPOBAHHUSA KOMIETeHLHI

[MTockonbky yueOHas AUCUMIUTHHA MTPU3BaHa ()OPMHPOBATE HECKOIBKO IECKPUIITOPOB
KOMIIETEHI[H, IPOIe/lypa OLEHUBAHHUS PEAIM3yeTCs MMOITAIHO:

1-ii 9Tan: OIEHMBAHHE YPOBHS JMOCTHXKCHHS KaXKIOro M3 3allJlaHHPOBAaHHBIX
pe3yneTaToB OOY4eHHs] — AECKPUIOTOPOB (3HAHWM, yMEHHMH, BIIAJICHHH) B COOTBETCTBHH CO
WIKAIaMH ¥ KPHTEPHSIMH, YCTaHOBJIEHHBIMH MaTpuredi xommerenimit OOII (mpuioxenne K
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copMHpPOBaHHOCTH

OTHENbHBIX JECKPUIITOPOB, JUIS OLICHMBAHMSA KOTODBIX Ipe/HAa3HAYCHA [aHHAasd OLECHOYHAs
npoleaypa TEKYIIero KOHTPOJIS MIM IIPOMEXYTOYHOM aTTEeCTaldH COIJIACHO MAarTpulle
COOTBETCTBHS OLIEHOUHBIX CPEUCTB pe3ysbTaTaM 0O0yueHHs 110 JUCIHUIUIHHE.

2-3Tamn:

MHTErpajbHas OICHKa IOCTHIKCHHA OGY‘-I&IOHIHMCFI 3allJIaHHPOBaHHBIX

pesybTAaTOB OGYdEeHHs MO UTOraM OTAENBHBIX BHJIOB TEKYIIETO KOHTPOJS H IPOMEXKYTOYHOH
aTTeCcTalHH,

XapaKTepHcTHKA NPOLEAYP TEKYLUIEro KOHTPO/IS H  MPOMEKY TOMHOI aTTeCTALMMH 110
JHCLMILIHIE

TlepuONHYHOCTD

Crnioco6 yueTa

H crocob
No HaumeHoBaHHe . Buael BCTaBAsAEMBIX HHOUBHIYaTbHBIX
- OLIEHOYHOI'O CPENCTRa p OLIEHOK JOCTHIKEHUH
MPRLG AP ofyuarommnxcs
OLICHHUBaAHMA 4
Pas B cemecTp, no y
BenomocTs, 3aueTHad
OKOHYaHHH
2 3auer S 3ayTeHo/He 3aUTEHO KHHKKA, yaeOHas
Y KapTo4Ka, mopTdhonuo
JIUCLUTTHHE
KonrponeHas pabora Ilo naTubanneHOM PaGouas TeTpans.
o CucreMaTHUECKH
3 11st OIHOM (hopMBL S SRR LIKaJe JKypHaJ yCTIeBaeMOCTH
ob6yueHHs NpernoAaBaTess
PerucTpauroHHas
TeTpanb A1 3a04HOH
Paz B cemectp, 1o
Kontponsnas pabora b4 (opmbl 00y4eHHA
4 JUTA 3a04HON OPMEI e 3auTeHO/He 3a4TEHO JKypHAI y4eTa
o0yueHHs g yCIIEBAEMOCTH
JHCLHTUTHHEI
TIperoasaTesns s
ouHOM (opMbl 0OyHEHHS
ITo narudannsHoOH
Kane PaGouas TeTpans.
CHeTeMaTH4ecKu
5. TecToBble 3a0aHHA WITH JKYpHaJ yCreBaeMOCTH
Ha 3aHATHAX

3auTeHO/He 3a4YTEHO

TIpenofaBaTens
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Ipunoaicenue I
[lepeyens TecToBHIX 3aMaNuii

QK-8 {ysiems

1.Kakux gopmaTos Gymara npuMeHsIeTest UIsl H3rOTOB/IEHHS OIAHKOB I0KYMEHTOB!
a) A4, AS;
6) Al, AG;
B) A3, A7

2. Kaxue pazmMeps! noJieil 20/UKHBI HMeTh OJIaHKH JOKYMEHTOB!
a) m.10mmM, 1.20MM,B.-20MM, H-20MM;
6) m.10mn, 11.15MM,B.-20MM, H-20MM;
B) m.10Mm, 1. 10MM,B.-20MM, H-20MM.

3. I'me u npH KaKUX YCJIOBHSIX IPHMEHSIETCH PEKBHIHT «CocypapcTBeHHblil  repd
Poccuiickoit @egepanum»:

a) Ha 6JIaHKaX IEHTPATBHEIX OPraHoB (heflepaibHON HCIIOMHATEIBHON BIACTH;

6) Ha 6raHKax pacropAIUTEIIbHEIX JOKYMCHTOB,

B) Ha CIIPaBOYHOM JOKYMCHTALlUH.

4. Ha xakux JOKyMeHTax He mpocraBisiercsi pexBusur «Hanmenosanne BHAA
JOKYMEHTa»:

a) B Granke NUCbMA;

6) B Granke npHKas;

B) B Onanke TMPOTOKONA.

5. [llppuna moJist cjieBa Ha cayKkefHOM MHCHMe 0JURHA OLITH He MeHee:
a) 2 cM;
6) 2,5 em;

B) 3 cM,

6. Pezosrronusi pyKoOBOJAHTE/IA HA IOKYMEHTE pacno/jaraercs:
a) B JIeBOM HIDKHEH 4acTH IOJIs JOKYMCHTa;

) B mpaBoil BepXHEH YaCTH MOJIs TOKYMEHTA;

B) B IIPaBOM HIKHEH YaCTH I1OJIst IOKYMEHTA.

7. B kakoMm cJiy4ae NpPaBHJABHO 0)OpMIIeH PEKBH3HT «IToanmucn» Ha OJIaHKEe JOKYMEHTA:
a) upexrop mKomer Ne 25 B.A. IletpoBa;

6) JlupeKTop IIKOJIBI [Terpora B.A.;
B) JlupexTop B.A.Ilerposa,
ITK-8 (ymenn)

8. Kaxue n3 COJ/I(Ad-hoc, ACKHJI, Groupware, Docflow, Workflow) BriiouaioT B cedst
J1eKTPOHHYIO IOYTY HIH paGoTy ¢ Hei?

1) Bce BolIenepeIHCICHHBIC

2) Groupware u Docflow

3) Workflow

4) Ad-hoc u ACKAT



9. Kaxas C3/I npexcrapsier cofoii moToK paloT MM JeTOBBIX npoueccos?
1)Workflow

2)Docflow

3)Groupware

4)Bce BEILETIEPEUHCTICHHLIC EHCTEMBL

10. I'ie npuMeHSIOTCSI CHCTEMBI Kiacea Workflow ?
1)bankn, cTpaxoBEle KOMITAHAH

2)Byxrantepus, ayJHTOPCKUEe QUPMEL

3)Hasoroesie oprassl

4)Bo Beex cdepax

11.B kaxoii cucreme CVYJI ecTh cTporuii perjaaMenT NPONEyp 06paboTKu AOKYMEHTOB?
1)Docflow

2) Workflow

3) Groupware

HACKHU

12. KaKue moJ530BATeIH YIPaBAsSoT paspaboTkoii cnenudukanun B CY30/1?
1)aaMIHHCTPATOPE!

2)ynpaBJIAOILUe Je/IaMH,

3) apXUBHCTEI,

4) coTpyaHuKH O01IeaMHHUCTPATHBHBIX 1 (yHKIHOHATBHEIX CTPYKTYPHBIX noapas/ieIeHu.
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Hpunooicenue 2

3adanus K KommponeMoii pabome no Oucyunnune «JoKymenmuposarnue
YNpasaen eckoi 0eameabHoCHu)

Teoperugecican 4acio
OK-6 (ymemn

1. HopmaTusHO-TIpaBoBas 6a3a JOKYMEHTUPOBAHHS yIIPABICHYECKOM NeATeIbHOCTH.

2. TloHsaTHE NOKYMEHTA, €ro (QyHKIHH, IPU3HAKKA H CTPYKTYpa JOKyMEHTA.

3. JIOKYMEHTUPOBAHHE U €ro COCOOEL.

4. Tlomsrue 06 HHPOPMALUH U €€ HOCHTEIIIX.

5. Ilomsatue yHudukanuyu ¥ CTaHJAPTH3ANMH JTOKYMEHTOB.

6. TocynapcTBEeHHBIC CTAHAAPTHI JOKYMEHTALHHY.

7. YuuduuupoBaHHas CHCTeMa IOKyMEHTAllWH: [OHATHE, KpaTkasi XapaKTepHCTHKa
neicryromux YCII.

8. Xapakrepucrrka, coctas u copepxanue OCTa P. 6.30-2003.

9. @opmysip-obpasel, cocTaB M CXeMa PacloIOKESHUA PEKBU3HTOB Ha HEM.

10. ITpaBuna odopmierns pekusutos OPJI.

11. Bujet pexsuzntoB OPJ] # OPSIOK MX PaCIOIOKEHHS.

12. [TonsiTre u BUAB OJ1aHKOB.

13. [IpaBuna odopMIIEeHHUs, H3TOTOBJICHUA, ydeTa, HCIIONb30BAHHI W XPaHCHHS repOOBBIX
BnaHKOB.

14, XapakTepucTHKa ¥ COCTAB OPraHM3allMOHHBIX JIOKYMEHTOB, TpeOOBaHHA K HX
ohopMIEHHUIO.

15. XapakTepHcTHKa M COCTAaB PAaCIOpSIHMTENBHEIX HOKYMEHTOB, TpeOOBaHHS K HX
o OopMIIEHHIO.

16. XapaKTepucTHKa M COCTaB HH(POPMAIMOHHO-CIIPABOYHBIX JJOKYMEHTOB, TPEGOBaHHS K HX
ohopmIIeHHIO.

17. XapakTepucTdKka ®  COCTaB  OpraHM3allAOHHO-PACHOPAIMTENBHBIX — JOKYMEHTOB,
BXOMAIIMX B YHH(DUIMPOBAHHYIO CHCTEMY MEPBUYHON YYETHOH NOKYMEHTALMH 110 yHCTY
Tpyna u ero omnarsl (YCITV]I), TpeGoBanus K HX 0)OPMICHHIO.

18. [TousiTHe 1 BUABI KONTUH JOKYMEHTOB.

19. TpeGosanust kK OGOPMICHHIO PasiHYHbIX BHIOB KONHH JOKYMEHTOB, BBIIABACMBIX B
OpraHu3aLusx.

20. OcoBGeHHOCTH 3aBepeHHs KoMK HOTapHalbHEIME KOHTOPAMH H JOJDKHOCTHBIMH JIHIAMH
OpraHM3alui.

21. HopMaTHBHO-METOAMYECKHE JOKYMEHTbI, PErIaMEHTHPYIOIIHE MOPSAOK BBUIAYH M
TpeGoBanust K OQOPMIEHHIO KONHil B OpPraHM3allUsiX, KOTOPbIC SBIIAOTCSH aBTOPaMH
JOKYMEHTOB.

22. Yyer nokymeHToo60poTa.

23. [puem u mepBoHavyanbHas 06paboTKa TOKYMEHTOB.

24, Opranu3al#s pacCMOTPEHUS JOKYMEHTOB.

25. TlonsTtue, GOPMEI U MOPAZOK PETHCTPALMH JOKYMEHTOB.

26. [Topsa10K HCHIONHEHHS JOKYMEHTOB.

27.TloHATHE WMCXOMAIMX JOKyMEHTOB. TexHomorum oOpalOTKH H IOPSANOK OTIPABKH
HCXOMALIUX JOKYMEHTOB.

28. [ToHsTHE, LIEIH W BAIbI KOHTPOJIA HCIIOIHEHHA TOKYMEHTOB.

29. CpoK# HCIIONHECHHUS JOKYMEHTOB.

30. TTopsAmoK MpoBe/IeHHs KOHTPOJISl HCIOMHEHNS JIOKYMCHTOB.

31. [omsaTHs: «1e0», «GOPMHPOBAaHHE JIEI), KHOMEHKIATYPa AeID).
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32. Bumpl HOMEHKIATYPHI JIEJ1, PSZIOK UX COCTaBICHUs, ODOPMIICHHS H YTBEPKICHHS.

33. Oprauu3aius OnepaTHBHOTO XPaHEHUS HCIIONHEHHBIX JOKYMEHTOB B JIEIONPOH3BO/ICTBE.

34. ITopsinox popMuUpOBaHUS 1] B IEJOIIPOHU3BOJICTEE.

35. IloHsATHE «IKCIEPTH3a UEHHOCTH HOKYMEHTOBY.

36. Cpoxu XpaHeHHs JOKYMEHTOB.

37. Drarsl ¥ HOPSAOK IPOBEIEHNUS SKCIEPTU3HI IEHHOCTH JIOKYMEHTOB B JICIONPOH3BOJICTBE
OpraHHu3aLHH.

38. DKCIepTHBIE KOMUCCHH OPraHU3aIuy, HX QYHKIHMH, IPaBa, OpraHu3anusa paboTsl.

39. IloHsiTHE ¥ BUABI apXHBOB.

40, ITpaBuiia cocTaBIE€HHs ONMCH JIEN U MOPSIOK Nepeavn X B apXHB OPraHH3alluH.

41. TTpaBo rpaxnad Ha obpamenus u xKano0sl. Brasl obpalueruii rpakiaH.

42. TTopstnox paboTsl ¢ 0OpaIeHusIMi TPAKIAH.

43. Buspl rpudoB orpaHH4eHMs JOCTYIa K JOKYMEHTaM.

44. OcoGeHHOCTH OpraHM3aNMK JIENONpPOU3BOJCTBA ¢ JOKYMEHTAMH, HMEIONMMH Trpud
OrpaHHYeHHs JOCTYIIa K HUM.

TIK-8 (yatemn

45 . 21eKTPOHHEL JOKYMEHTOOGOPOT. DIEKTPOHHEIE aAMUHHCTPATHBHEIC PEriTAMEHTEI
46.Mojie/mi 3JIeKTPOHHOTO JOKYMEHTO000pOoTa.

47.Pa3BHTHE  KOMIBIOTEPHBIX  TEXHOJOTHMH  JOKYMEHTHPOBAHHS  YIPABICHYECKOMH
IesSTEeIBHOCTH.

48.YnpapieHue 2JIeKTPOHHBIM JOKYMEHTOO00POTOM.

49.CHCcTeMBI ABTOMATH3AIHH JeJONPOM3BOACTBA U 3TEKTPOHHOTO JOKyMeHTo000poTa.

IpakTHyecKkas 4acTh

OK-0 (srademb)

50. CocraButh 0oOmMil 6IaHK KOHKPETHOH OpraHu3alMe ¢ NPOAOJIBHBIM DPACIOIOKCHHCM
peKBH3UTOB Ha popmare A4.
51. CocraBuTs OOuHMi ONaHK KOHKPETHOH OpraHMsaldyd C YIVIOBBIM LEHTPHPOBAHHBIM
PacIIONIOKEHHEM PeKBH3HTOB Ha opmare A4.
52. CocrapuTh OOmMH GIAaHK KOHKDETHOM OpraHuM3alHd C  YIJIOBBIM  (DaroBBIM
pacIIONOKEHHEM PEKBH3HTOB Ha popmare Ad.
53. CoctaBuTh OnaHK CIIy)kKeGHOTO ITMCbMAa KOHKPETHOH OpramusalMi C YIJIOBEIM H
IPOONBHEIM BAPUAHTAMU PACIIOJIOKEHHS.
54. CocraButh ycTas opranusanuy cormacao 'OCTy P 6.30-2003.
55. CocTaBUTE NMPOEKT PacopPMKEHH.
56. CocTaBHTb IPOEKT MPHKa3a [0 OCHOBHOMN JEATEIBHOCTH.
57. CocTaBHTE IPOEKT PELIeHHSI.
58. CocTaBHTh MPOEKT JOKIATHOMN H CITy)KeOHOH 3aIHCKH.
59. CocTaBHUTb IIPOEKT IPOTOKOJIA.
60. OopMHTE ¥ 3aIONHUTH MPOEKT NMPHKA30B MO JMIHOMY COCTaBY (mpuka3 o mpueMe Ha
paGoTy, MpHKa3 O IepeBozie paboTHUKA Ha APYTyIo paboTy).
61. OdOPMHTE H 3aNOIHATE IPOEKT IPHUKa30B MO THIHOMY COCTaBY (IIPUKA3 O MPEKPAIICHIH
TPYZOBOIO OTOBOPA ¢ pAGOTHUKOM, IIPHKA3 O MOOIIPEHHH paboTHHKa).
62. ObopMHUTH U 3aMOIHUTH NPOEKT MPHKA30B IO JHYHOMY COCTaBy (npHKa3 0 HanpaBJIEHHH
paboTHHKA B KOMAHIUPOBKY, IPHKA3 O MPEJOCTABICHHH OTIIyCKa paboTHHKY)
63. OhOpPMHATH 3AMOTHATE MPOEKT IITATHOTO PACITHCAHHS.
64. OGhOPMHTB 1 3aMOJIHATH MPOSKT rpadguka OTIIYCKOB.
65. OpOpPMHUTE ¥ 3aIOTHHTE POEKT JIHYHON KapTOUKH.



66.

67.

68.
69.
70.
4 P
2.
73

74.

75.
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OdopMuUTs H 3aANMOJHUTE TPOEKT KOMAHIMPOBOYHOIO YAOCTOBEpEHHUA, CiIyxKeOHOro
3afaHus U1 Halpas/IeHUs! B KOMaHAUPOBKY M OTYETa O €r0 BBINOJIHEHUH.

Odopmuts HamIexKanM 06pa3oM MOJNHYIO KONHIO O(PHLHATEHOT0 JOKYMEHTA, BEITHCKY
13 OHIHAIEHOIO JOKYMEHTA.

OdopMHTE U 3aIOTHHUTE POEKT JKypHAaIa BXOASIIECH JOKYMEHTAIHH.

OdopMUTE U 3aOTHATE IIPOEKT JKypHAJIa HCXOASMIIEH TOKyMEeHTalUH.

OdopMuUTH H 3aIOTHUTE NPOEKT HOMEHKIATYPEI el IT060ro BHAA.

OdopMHTE H 3aII0JTHHTE MPOSKT OIKCH JeN 00oro Buaa.

OdopMUTH W 3aIONHUTE MPOEKT OOI0KKH JIeNla, 3aBEPUTEIBHOTO JIHCTA Ield.

OdopMHUTE H 3aIONHETEL IPOEKT aKkTa O IpHeMe-Tepeaade JOKYMEHTOB Ha IOCTOSHHOE
XpaHECHHUE B apXUB.

OdopMHUTh ¥ 3aMOJHHTH NPOEKT aKTa O BBIICICHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE
NOUIE)KAUIMX XPAHEHHIO.

OdopMUTE U 3aONTHUTE IPOEKT CIATOUHOM OMUCH eI,

HK-8 (srademu)

76.

77,

78.

79.
80.

81.

82.
83.

84.
85.
86.
87.
88.
89.
90.
91.
92
93,

94.
95.

PaccmoTpers  crpykrypa ¥ QyHKOMM = moapasfieneHuii 1Mo 3IEKTPOHHOMY
JOKYMEHTALUOHHOMY 00CIY)KHBAHHIO YUPEXKACHHIA.

PaccmoTpeTs mpaBuna IpHeMa W 00paOOTKH  NOCTYHAIOMEH  2JIEKTPOHHOH
KOPPECIIOHICHIIHH, WX BIIMSHHE Ha OPraHH3alMIO JBHIKEHHS JokyMmeHToB. Hanpasnenune
3JIEKTPOHHEBIX IOKYMEHTOB Ha HCIIOJIHEHHE

PaccmorpeTh  OCOOEHHOCTH — 3JEKTPOHHOI'O — JIOKYMEHTOOoOOpOoTa  COBPEMEHHBIX
yupexaeruii. OCHOBHBIC HalPaB/ICHHSA COBEPIICHCTBOBAaHHA NOKyMeHTOOG0poTA.
PaccMoTpeTs (OPMEI peruCTpariu ANEKTPOHHBIX JOKYMEHTOB, €€ OpraHH3alltio.
PaccMOTpeTh B3aMMOCBS3b IIPOIECCOB PErHCTPAlMM M KOHTPONSA 3a MCIOJIHEHHEM
SNIEKTPOHHBIX IOKYMEHTOB.

PaccMOTpeTs CpaBHHTENIBHEIE XapaKTEPHCTHKH (OPM PErHCTPAIlMH 3JIEKTPOHHEIX H
TPaJMIHOHHEIX JoKyMeHToB. CocTaB HHGOPMAIUH.

PaccMOTpPETh TEXHOJIOTHIO KOHTPOJIA 38 HCIIOTHEHUEM 3JIEKTPOHHBIX JIOKYMEHTOB.
PaccMOTpeTh 3aKOHOJATeNBbHBIE AaKThl, perjiaMeHTHpyomue paboTy ¢ MHChMaMu,
kanobaMu, 3asaBJICHHAMHE Ipa</iaH, MOCTYNUBIINX 10 KaHajIaM 3JIeKTPOHHOM roYTe.
OxapakTepu30BaTh TEXHOJNOTHHM paboThl ¢ IHCbMaMH, JKauobaMH H 3asBICHHAMH
rpakaaH, HOCTYIUBINUX 110 KaHanaM 3JIEKTPOHHOH! rnoyTe.

O6ocHOBaTE METOJIUKY COCTABIICHUS HOMEHKIIATYPEI A€ IS SJEKTPOHHBIX JTOKYMEHTOB.
3HaYeHHe HOMEHKJIATYPEI A€/ B TEXHOJOIHH pabOTEl ¢ JOKYMEHTAMH.

OQopMHTE 3KCIIEPTH3Y LIEHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB B I€JIOIIPOH3BOACTBE.
PaccMOTpeTh 3/IeKTPOHHYIO JOKYMEHTAIMIO U 3JIEKTPOHHBIN apXUB.

3anoaHeHue OCHOBHBIX CIPABOYHHKOB B CHCTEME 3JIEKTPOHHOIO IOKyMeHTOOGopoTa
DocsVision.

Co3naHHe ¥ KOPPEKTUPOBKA MOKYMEHTOB B CHCTEME JJIEKTPOHHOTO JOKYMEHT00OOpOTa
DocsVision.

XpaHeHHe U MOUCK JOKYMEHTOB, KOHTPOJIb 3@ UX HCIIOJIHEHHEM B CHCTEME 3JIEKTPOHHOIO
nokymerToobopora DocsVision.

Omnwcars HHGOPMAHOHHYIO MOJEIb NEKTPOHHOr0 oduca.

VKazarh OTIIHYATEIBHBIE 0COOEHHOCTH 3aJIbHOIO IIPHHIIMIEA OpraHu3aliy TPy aa.
ITepeurcIUTh OCHOBHEIE M BCIIOMOTaTeNbHbIE (QYHKIIMH 3J€KTPOHHOro oduca.

OnwucaTh KOMMYHHKALHOHHYIO MOZE/b JIEKTPOHHOro oduca.

VKa3aTh OTIIMYHTEIbHEIE 0COOEHHOCTH KaOWHETHOrO IIPUHIAIIA OpPraHH3aliH TPYIa.
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