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1. lesin ocBOeHUSI TUCHUILINHBI.

Henstmu mpernogaBaHusl TUCIUILTAHBL «/{OKyMEHTaIlMOHHOE 00ECIICUCHHE YIPaBICHHUD
SBIISIIOTCS:

- gopmupoBaHuEe y CTYJICHTOB 3HAHW, YMCHHWA M HABHIKOB B c(epe COBPEMEHHOTO
JOKYMEHTAllMOHHOTO  OOecliedeHHs]  YIpaBJi€HHUS C TNpPUMEHEHHEM  HH(POPMAIMOHHBIX
TEXHOJIOTH.

- (QopmMupoBaHue NOHATHUH,
oOecrieueHnsl yIpaBiIeHUs;

- OBJIaJICHUE 3HAHUSMU O KJIaCCU(UKALIUU JJOKYMEHTOB;

- popmupoBanue TpeOOBaHU K COCTABICHUIO U O(DOPMIICHUIO JOKYMEHTOB;

- (QopmupoBaHue 3HAaHUN IO OpraHU3alUMU JOKyYMEHTOOOOpoTa: mpueM, o0OpaboTka,
perucTpaius, KOHTPOJIb, XpaHEHUE IOKyMEHTOB, HOMEHKJIATypa JIe;

- OBJIaJIeHUE TpreMaMu, 00pabOTKH, pErUCTpaliy, KOHTPOJISI JOKYMEHTOB;

- (bopmupoBaHUE MPAKTUYECKHX HABBIKOB CO3JaHHS W OPOPMIICHUS OTIEIBHBIX BHJIOB
JOKYMEHTOB B COOTBETCTBUM C HOPMATHBHOM 0a30if, B TOM 4YHCIIE C HCIOJIb30BAHUEM
WH(OPMAMOHHBIX TEXHOJIOTHH;

- (hopmupoBaHUE HABBIKOB UCIOIB30BaHUS YHU(PUIIMPOBAHHBIX (POPM JIOKYMEHTOB;

- MPUOOPETCHNE HABBIKOB 10 OCYIIECTBICHUIO XPAHCHHSI U TIOMCKA JIOKYMECHTOB.

ueneﬁ, 3aJlad W IIPUHOHUIIOB JOKYMCHTALIMOHHOI'O

2. MecTO AMCUMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMBbl.

HucuuruinHa «JlokymeHnTannonHoe obecneuenue ynpasienus» (b1.B.01) orHocurcs x
qyacTu, GOopMHUpPYEeMOl yJaCTHUKaMU 00pa3oBaTeNbHBIX OTHOIICHUH. Ee n3yuenne ocHOBBIBaeTCA
Ha 3HAHUSX, YMEHUSAX U HABBIKAX, ITOJYYECHHBIX CTYJECHTAMHU B PaMKaxX OCBOCHMS JHUCLUIUIMHBI
«OcHOBbI MeHekMeHTa». OCBOEHHE YKa3aHHOTO Kypca, C OJHOW CTOPOHBI, MOArOTABIMBAET
ciymaTeneil K BOCIPUATHIO AUCLHUIUIMHBI «J{OKyMEHTallMOHHOE 00eclieyeHne YIPaBICHUN», a ¢
JIpYyroil CTOPOHBI, JAOINOJHSAET 3HAHUS, HABBIKK WM YMEHMs, MOJTYYEHHbIE UMHU B IIPOLIECCE €T0
U3YYCHHUS.

3. [lnanupyemMble pe3yabTaThbl OO0y4YeHHUS] MO [IUCHMIJIMHE, COOTHECEHHbIE C
IVIAHUPYEMbIMU pPe3yJIbTATAMHU 0CBOEHHsI 00pa30BaTeIbHOM NPOrpaMMBbl.

[Ipouiecc w3y4YeHHWs AMCHMILIMHBI HAlpaBlIeH Ha (GOPMUPOBAHUE CIEIYIOIINX
komreteHmii B cootrBerctBur ¢ ®I'OC BO, OOII BO u npuoOpeTeHus caeayrommux 3HaHUH,
YMEHHH, HaBBIKOB U (WJIH) OTIBITA JIEATEIbHOCTH:

®opmupyemas NHaukaTop 1ocTHKEHUs Ilepeyenn
KOMIIeTeHLUsI KOMIIeTEHIINH IUVIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHH s

(ko u (xom u popmMyIHpOBKA)
(opmyanposka)
YHuBepcaJibHble KOMIIETEHIIMU
VK-4. Cnocoben | YK-4.4. Bener JICTIOBYIO | 3HATh:
OcyIHeCTBJBITI) HepeHI/ICKy, qu/ITBIBaH - OCHOBHBIC ITpaBuJia ACJIOBOTO O6H.ICHI/I;I
JICJIOBYIO 0COOCHHOCTH CTHIHCTHKH | Y MeTh!
KOMMyHI/IKaHI/IIO B Oq)HHI/IaJ'H)HBIX u - BECTHU ICPEroBOPLI, COBCIIAHUA, OCYUICCTBJIATH

o CJIOB II IIMCKY U II CpXXuBaTh JJICKTPOHHBIC
YCTHOM i | HeOQHIUMANBHBIX ~IHCEM, Ha | ~o ooy O TCPCIHCKY 1 TOMCP JIeKIpo

o KOMMYHUKaIIU
MMACbMEHHOU rOCYJapPCTBEHHOM SI3BIKE.
(hopmax Ha | YK-4.5. CocraBysieT | 3HaTh:
TOCYJTApCTBECHHOM | pa3jIMYHbIC  THUIIBI  JIEJIOBBIX | - TpeboBaHHUs K 0GOPMIICHHIO TEKCTOB JOKYMECHTOB
A3BIKE JIOKYMEHTOB, YuMTHIBas Ieny, | BJAaleTh HaBbIKaMu:
Poccwuiickoii 0COBEHHOCTH coflepkaHusi u | - COSAAHMA M OQOPMICHMA OTACIBHBIX ~BUOB
@eﬂepauI/IH U | CTPYKTYDPBI Ka%kI0T0 JAOKYMCEHTOB B COOTBECTCTBHUU C HOpMaTHBHOﬁ 63301\/‘1,
py yp ) B TOM 4YHUCJIE C HCIIOJIB30BaHUCM I/IH(l)OpMaIII/IOHHLIX
WHOCTPaHHOM N
TEXHOJIOI'UHU

(p1x) s13BIKE (aX)




4. O0beM, CTPYKTYpPA U coieprKaHue U CHUTITHHBI.
OO01mast TpyJ0eMKOCTh JUCIUIIIMHBI COCTABISAET 3 3a4eTHBIE enuHullbl, 108 akax. 4acos.

Ounas dpopma

Ne Tembl (pa3nesn) Buabl y4eOHbIX 3aHATHIA, DopMBI TEKYLIEr0
n/n AUCIHHUTIINHBI, BKJII0YAsl CAMOCTOSITEJILHYIO Pa00Ty | KOHTPOJISI yCIIeBAeMOCTH
HX co/iepiKaHue o CTY/EeHTOB,
5 U UX TPYA0EMKOCTH ®opma NpoMeKYTOTHOM
S (B akaieMHM4Y€CKHX Yacax) aTTecTaluu
S (1o cemecTpam)
®opmbi D0 u 10T
(npu HAJIMYMH)
KonrakTHas padora
0 &
°| 2| E|2 .| £
E| E| 2| B85 2¢
S 2| 8| g8 8"
= 8| 2|7 2
(o]

1. |CIIOCOBbI CO3JAHUA 2 1 2 - 9,7 |Pedepats
JOKYMEHTOB TeopeTnueckast KOHTPOIbHAs
(IOKYMEHMPOBAHUA) 1 pabora
HA3HAYEHUE Martepuans: B LMS
JOKYMEHTOB Moodle:

2. TOCYJAPCTBEHHOE 2 4 4 - 1 10 |- zamamme s TEKyIEro
PEI'YJIIPOBAHUE KOHTPOJISL «YCTaB»
JOKYMEHTAIIMOHHOT'O
OBECIIEYEHU A
YIIPABJIEHW A

3. |OBUIME HOPMBI U 2 8 8 - 1 10 |Pedepars
I[MPABUJIA OPOPMIJIEHU Tecr
JOKYMEHTOB Martepunans: B LMS

Moodle:
- 3aJa”Hue Ui TEKyIIEro
KOHTpOJIs1 «PEKBU3UTHD)

4. |COCTABJIEHHUE U 2 8 8 - 1 10 |KonrponbHas pabora
ODPOPMJIEHUE (cocraBneHue OTHEJIbHBIX
OTAEJIbHBIX BUJIOB BUIOB TOKyMEHTOB)
JOKYMEHTOB Martepuans: B LMS

Moodle:

- 3aJa”Hue Ui TEKYIIEro
KoHTposa «CocTaBieHue o
odopmiienue OPJ1»

5. |OPTAHU3ALMA PABOTHBI C 2 5 6 - 1 10 |TeoperuuecKkuii TUKTaHT
JOKYMEHTAMU

0,3 3ayer
Bceero 26 | 28 - 4 0,3 | 49,7 |108 yacos

Conep:xanue pa3ies10B IMCHUUILIHHBI

1. CITIOCOBbI CO3JAHUA TOKYMEHTOB (IOKYMEHHWPOBAHUSA) U

HA3HAYEHUE JOKYMEHTOB

1. CriocoObI co3aanus JOKYMEHTOB;
2. TepmuHonoruueckas 6aza JOKyMEHTUPOBaHUS.




2.TOCYIJAPCTBEHHOE PEI'YJIMPOBAHME JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUS YIIPABJIEHUA

3. OBIIUE HOPMbI U TITPABUJIA O®POPMJIEHUSA TOKYMEHTOB
1. OcHOBHBIE TPEOOBAaHUSI K COCTABJIICHHIO U OOPMIICHUIO IOKYMEHTOB;
2. bnaHky JOKYMEHTOB;
3. PexBU3UTHI TOKYMEHTOB;
4. TpeOoBaHUS K TEKCTY JJOKYMEHTA. DJIEMEHTHI TEKCTa;
5. IOpuauueckas cuiia JOKyMEHTa.

4. COCTABJIEHUE U O®OPMJUIEHHUE OTAEJIbHBIX BU1OB TOKYMEHTOB
1. OpranuzanyoHHbIE JOKYMEHTHI;
2. PacniopsimuTenbHbIE IOKYMEHTHI;
3. adopmManmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

5. OPTAHU3ALUA PABOTBI C JOKYMEHTAMUAX
1. Opranuzanus JOKyMEHT0000poTa:
1.1. O0mIMe NONOKCHHUS;
1.2. ITpuem u 006pabOTKA BXOSIINX U UCXOSIINX JOKYMCHTOB;
1.3. Peructpanus JOKyMEHTOB ¥ KOHTPOJIb 32 CPOKAMU MX UCIIOJTHEHHUS;
2. XpaHeHHe JOKYMEHTOB B JICJIONPOU3BOICTBE OPTaHU3aAIH;
3. KoMnpIoTepHBIE TEXHOJIOTUH B JACIOMPOU3BOJICTBE.

5. Oopa3oBaTejibHble TEXHOJOTHH, B TOM YHCJI€ TEXHOJOTHH 3JIeKTPOHHOIO
00yyeHUs] M [HMCTAHIMOHHbIe oOo0Opa3oBaTe/ibHbIE TEXHOJOIHH, HCHOJb3yeMble MPH
ocyllecTBJIeHHH 00pa30BaTeIbHOIO MpoIecca Mo JUCIUITUHE

B nporecce 00ydeHuns: UCTIONB3YIOTCS Cleyrolne 00pa3oBaTeIbHbIE TEXHOJIOTHH:

AkaneMuyeckas JIEKIMA — IIOCIIEI0BATEIbHOE U3JI0KEHNE MaTepuaia
IIpenoaaBaTesieM, paCCMOTPEHUE TEOPETUUECKUX M METOAOJIOTMYECKUX BOIPOCOB JHCLUILIMHBI
B JIOTMYECKU BbIAEpKaHHOW ¢(opme. B mpouecce nekuuu mnpenoaaBareiab CTUMYJIHUPYET
CTYACHTOB K YYaCTHIO B 00CY>XJ€HHH BOIPOCOB U BHICKa3bIBAHUIO COOCTBEHHOW TOYKH 3PEHUS
obcyxmaemoit mpobnematuku. Llean u TpeOoBaHUA K aKaJeMHUYECKOW JIEKIIMU: COBPEMEHHBIN
Hay4HbIIl ypOBeHb, WH(GOPMATUBHOCTb, CHCTEMHOE OCBEUICHHWE KIIOUEBbIX TMOHATHH U
MOJIOKEHUHN TI0 COOTBETCTBYIOIIEH TeMe, 0030p U OIIEHKA CYIIECTBYIONIEH MpOoOIeMaTHKH, 1ada
METOJMYECKMX PEKOMEHJAUI CTyACHTaM JJIs JAJIbHENIIEr0 U3yUeHHs Kypca.

IIpakTuyeckoe (CeMUHAPCKOE) 3aHATHE — 3aHATHE, MOCBSIICHHOE MPAKTUYECKOMN
0TpabOTKE y CTYJIEHTOB KOHKPETHBIX YMEHHH M HaBBIKOB NpPU HU3YyYECHUM JUCLUIUINHB,
3aKpEeJICHUIO TIOJyYEHHBIX Ha JIEKIWU 3HAHUN M OLEHKE Pe3yJbTaToB OOydeHHs B Ipoliecce
TEKYIIEro KOHTPOJIS.

Ha nepBom mnpakTH4eckoM 3aHATHMM B BBOJHOW YacTH JAeTCs IIEPBOE IIEIOCTHOE
npejactaBieHue o aucuuimHe. CTyleHThl 3HAKOMATCA C Ha3HAYeHUWEM U 3aJadyaMu
JTUCIIUIUIMHBI, €€ pPOoJbl0 U MECTOM B 0Opa3zoBaTeibHON mporpamme. Ilpu 3TOM 03ByumBarorcs
METOAMYECKHE U OpPTraHU3alMOHHBIE OCOOEHHOCTH paboThl B paMKax IaHHOM TUCIMILIMHBI, a
TaKxKe JlaeTcst aHaIu3 PEKOMEHTyeMOi y4eOHO-METOANYECKON JUTEPATYPBI.
[TpomomKUTETLHOCTh BBOAHOM YacTu cocTaBisieT He 6onee 10-15 MuUHYT.

[Ipu npoBeneHNN MPAKTUUECKUX 3aHATUHN UCIOIb3YIOTCS TAKUE MHHOBAIIMOHHBIE METOIbI
o0yueHHsl, KaK quanor-cooecesoBaHue, KOJJIEKTUBHOE OOCYXICHHE TEeMaTUYECKUX BOIIPOCOB,
pa300p MPaKTUYECKUX CUTYalUid, HOPMATUBHBIX TOKYMEHTOB, TEOPETUYECKUX U METOJUYECKHX
acCleKTOB M0 TeMaM JUCHUIUIMHBL. ~ OOCYXJIeHHe M OIIEHKa MPAaBHIIBHOCTU BBIITOJHEHHBIX



pa3IMYHOTO THUIA 33/laHUM, YKa3aHHBIX B (POHIE OIEHOYHBIX CPEACTB paboueil Mporpammbl,
IIPOU3BOIUTCS KOJUIEKTUBHO CTYIEHTaMH 110J] pyKOBOJCTBOM IPENOJAaBATENS.

KoncynbTauum — BUA Y4eOHBIX 3aHATUH, SABISIOLIUECS OAHONW M3 (HOPM KOHTPOJIA
CaMOCTOSITENIbHOW pabOThl CTY/IGHTOB B TeUeHHE ceMecTpa. Ha KOHCyNnbTalMsaX 1Mo WHUIIMATHBE
CTYJEHTOB PAacCMaTPHUBAIOTCS U OOCYXKIAIOTCS pa3iMyYHble BOINPOCHI TEMATUKH JUCIHUILTUHBL,
KOTOpPbIE BO3HUKAIOT Y HUX B MPOLIECCE CAMOCTOATEIBHOM paboTHI.

B mporecce 00yueHHs UCIONB3YIOTCS CIEAYIOINE TEXHOIOIMH IEKTPOHHOIO 00yUYeHUs
U IUCTaHLMOHHBIE 00pa30BaTeNbHbIC TEXHOIOIHHU:

daexTponnblii ynuBepcuter Moodle SIpI'Y, B KOTOpOM MPHUCYTCTBYIOT:

- 3aJjaHus JJI CAMOCTOSITENIbHON paboThl 00yUaroImuXcs IO TeMaM AUCHUILINHBL;

- CpeACTBA TEKYLIETO KOHTPOJIS YCIIEBAEMOCTHU CTYACHTOB (TECTUPOBAHHUE);

- IIPE3CHTALMH U TEKCTBI JIEKLUH 110 TEMAM JUCLUILINHBL,

- NpPECTaBICH CIHCOK Y4YeOHOH JHUTEepaTrypbl, PEKOMEHIYEeMOW JJsi OCBOCHUS
JUCLUIUIAHBI.

6. IlepeyeHb  JIMIEH3MOHHOTO M (WJIM)  CBOOOJHO  PaCHPOCTPAHAEMOIO
NMPOrpaMMHOI0 o0ecreYeHus, MCIOJIb3yeMOro IMPH OCYIIeCTBJEHHH 00pPa30BaTeJbHOI0
npoiuecca mno JUCHHILIHHE

B mporecce  ocymiecTBieHusT  00pa3oBaTeNbHOrO  Mpolecca M0 JAMCIHILIMHE
UCTIOJIB3YIOTCS:

1) mis GhopMHpPOBaHHS MaTEpHAIOB IS TEKYIIETO KOHTPOJIS YCIEBAEMOCTH U IMPOBEACHHS
HpOMe)KYTOLIHOf/i arrecranuu, AJis q)OpMHpOBaHI/ISI METOANUYCCKUX MaTepI/IaJIOB 110 JUCITUIIJINHEC:
- mporpammbl Microsoft Office;
- Adobe Acrobat Reader DC.

7. IlepeyeHb COBpeMEeHHBIX NMPO(eccHOHATBHBIX 023 JaHHBIX U MH(OPMALMOHHBIX
CIIPABOYHBbIX CHCTEM, MCII0JIb3yeMbIX IIPH OCYLIECTBJIEHHH 00Pa30BaTEJIbLHOI0 NIpoLecca 1o
AUCHHILIMHE (IPH He00X0AMMOCTH)

B mpouecce ocymectBieHuss o0Opa3oBaTeNpHOrO — Ipolecca MO0  JUCHUIUIMHE
UCIIOJIb3YIOTCA:

ABromartusupoBaHHas  OubnuoreuHo-uHpopmanuonHass cucreMa «bYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOW W [OMOJHHUTEILHOW Y4eOHOW JIMTEPATyphl, PECYpcoOB
HHG(POPMAIIMOHHO-TEJIEKOMMYHUMKANMOHHOI ceTn «MHTepHer» (P HEOOXOAUMOCTH),
PeKoOMEeHyeMbIX /1JI5l OCBOEHHS M CUHUILIUHBI

a) OCHOBHasI JIMTEPATypPa

IllysamoBa H. H. Oprasusanmys ¥ TEXHOJOIUS JOKYMEHTAIIMOHHOI'O O0eCIeUeHUs
yIpaBiaeHus [DaeKTpoHHBIA pecypc]: Yuebuuk u npaktukyM. / Ilysamosa H.H. - M.: IOpaiir,
2017. - 221. — Pexum poctyma: https://biblio-online.ru/viewer/B621F068-A574-4630-BCD1-
0D785C133657 (OBC «HOpaitt»).

2. I'pozoBa O. C. Jemonpou3BoacTBO [DiIeKTpOHHBIN pecypc]: YuebHOe mocobue. /
I'pozoBa  O.C. - M.: IOpaiit, 2017. - 124. — Pexum pocryna: https://biblio-
online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956 (OBC «lOpaiit»).

0) 10MOJIHUTEIbHAS JIUTEPpATypa
1. Ky3sunenos U. H. JlokymeHTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHTO000poT 1
JIEIIONIPOU3BOJICTBO [ DIIEKTPOHHBIN pecypc]: YueOnuk u npaktukyMm. / Kysneros WU.H. - 2-¢ u3.
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- M.: Opaiir, 2017. - 477. — Pexxum moctyma: https://biblio-online.ru/viewer/7873BF4B-A3F7-
44E2-8ECO-1E3D6392702A (OBC «tOpaiity).

B) pecypchl cetu « AHTEpHET:

1. DaexTpoHHBIN KaTaJor Hayunoii OMOIMOTEKH Apl'yY
(https://www.lib.uniyar.ac.ru/opac/bk_cat_find.php).

2. Dnextponnas 6ubmuoreunas cucrema (OBC) m3marenscra «IOpaiit» (https://www.
urait.ru).

3. OmnektponHas Oubnmoreunas cucrema (ObC) wm3parenbctBa  «IIpocmekT
(http://ebs.prospekt.org/).

4. Hayunas snexkrponnas oudnuoreka (HOB) (http://elibrary.ru)

9. MaTepuajibHO-TeXHHYecKasi 6a3a, He0OXoAUMAs /ISl OCYIIeCTBJIEHUsI 00Pa30BaTeIbHOI0
npouecca no AUCUMILINHE

MarepuanbHO-TeXHHYECKas 6a3a, HeoOXo uMas sl OCYIIECTBICHHUST 00pa30BaTEIIbHOTO
npoliecca 1o JUCLUILIMHE BKIIOYAET B CBOM COCTaB CHEIMAIbHbIC TOMEICHUS:

- yaeOHbIe ayTMTOPHH ISl IPOBEICHUS 3aHATUH JIEKIIMOHHOTO THUIIA;

- yueOHble ayTUTOPHUHU I IPOBEJICHHSI TPAKTUYECKUX 3aHATHH (CEMUHAPOB);

- yaeOHbIe ayTMTOPHH ISl IPOBEIECHHS TPYIIIOBBIX U WHAWBUYaTbHBIX KOHCYIIbTAIIHIA;

- yueOHble ayJUTOPUM [UId MPOBEAEHUS TEKYILIEro KOHTPOJsS U INPOMEXYTOYHOH
aTTecTaluu;

- IOMEUICHHUS JJIsl CAMOCTOSITENIbHON pabOThI;

- MOMEUICHUS ISl XpaHEHHs W TPO(PUIAKTHYECKOTO OOCITY)KUBAHHUS TEXHUYECKUX
cpeAcTB 00yUYeHHS.

CrennanbHble TOMEUIEHUS] YKOMIUJIEKTOBAHbl CPEJACTBAMHM OOYUYEHHS, CIY>KallUMH JUIs
npezcTaBieHus yueOHoi nHpopmanuu 60JIbLIION ayAUTOPUH.

[TomemieHust AJi1 caMOCTOSITENBHON pabOThl O0YYarOIIMXCs OCHAILLEHBI KOMIIBIOTEPHON
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHMS K ceTh «lHTepHeT» M obecreyeHueM jaocTtyna K
AJIEKTPOHHON MH(POpPMAIMOHHO-00pa3oBarenbHol cpene SApl'Y.

ABTOD:

Houent  xadeapel  ympaBleHHs U
IpeANpUHUMATENbCTBA, KaH . 9KOH. HayK E.W. Jludanosa

00IICHOCb, YUeHas: CMenetd noonucy H.0. Pamunus
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IMpuiaoxenne Nel k padoyeil nporpaMme M CIUANINHbBI
«JlokymMeHTaIMOHHOE 00ecneyeHue yIpaBJaeHUs

DoH/1 OLIECHOYHBIX CPEACTB
AJIsl IPOBe/IeHUs TeKyllell U MPOMeKYTOYHOM aTTecTallii CTY/AeHTOB
1O JUCHUIJINHE

1. TunoBbIe KOHTPOJIbHBbIE 32IaHUSI UJIM HHbIE MATEePHAJIbI,
He00X0AUMBbIe 1JI1 OLleHKH 3HAHUI, YMEHUi, HABBIKOB M (WJIH) ONBITA 1eITeJIbHOCTH,
XapaKkTepUu3ylIuXx 3Tanbl GopMUpPOBaAHUSA KOMIIeTEHIIUI

1.1 KoHTposbHbIE 3aJaHUsI U HHbIE MATEPHAJIBI,
HCIoJIb3yeMble B Npolecce TeKyuleil arrecTanuu

Tema 1
(Komnerennus YK-4, unaukarop YK-4.4)

Tembl pedepaTos
HcTopus cTaHOBIIEHMS 1eI0IPOU3BoACTBa B Poccun.
[Tpuxaznoe nenonpousBoacTsBo B napckoit Poccun (XV-XVII BB.).
Hcropus cTaHOBJIEHUS J1IONPOU3BOJCTBA B PA3HBIX CTpaHaX (HECKOJIBKO YEJIOBEK).
Ponb «0KymMeHTa» B COBpEMEHHOM OOIIECTBE.
["ocynapcTBeHHOE peryIupoBaHUe JOKYMEHTAHOHHOI'O O0ECTIeYEeHUs YIIPABICHHMSL.
CyOBeKTHI AETOMPOU3BOICTBA B TOCYIAPCTBEHHBIX OpraHax.
Cucrema «55».
[IpaBuna paboTsl ¢ ITOKyMeHTaMu B cyae (oOpalieHue rpakaaH, MpUEM 3asBICHUH,
nepeaaya e u T.11.).

8. OcCHOBBI OpraHu3aly JIEJONPOU3BOJCTBA (HOPMATHUBHAS pETJIAMEHTalusl pPaOOTHI,
OpraHu3alOHHAasl CTPYKTYypa CIyKObl eT0NpON3BOACTBA U T.11.).

9. Hcnonp3oBaHWE HOBBIX, COBPEMEHHBIX TEXHOJOTHA B  JOKYMEHTHPOBAHHU
JESATEIIBHOCTH NIPEATIPUATHS.

10. TexHHuecKue CpenCTBa, UCTIONB3YEMBbIE B IEIOTPON3BOJICTBE.

11. JToxyMeHThI Ha HOBEHIINX HOCUTENIX HH(OpMaIuu: 06JacTh MPUMEHEHHS U IPUAaHNe
FOPUANYECKON CHIIBI.

NookrwnPEE

Tema 2
(Komnerennus YK-4, unaukarop YK-4.4)

Bonpocs! k TeopeTH4ecKo0ii KOHTPOJILHOI padoTe (C MOCIEAYIONUM O0CYKICHHEM )
HcTopus pa3BUTHS JEeTONPON3BOICTBA;

Ponb 1oOKyMEHTOB B )KM3HH UeIOBeKa U 00IIecTBa, B chepe mpaBa U YIpaBJICHUS,
JIOKYMEHT U ero (pyHKIHH;

HopmartuBHO-1IpaBoBasi 6a3a COBpEMEHHOTO JIEIONPOU3BO/ICTBA;

YHUpHUKAINS U CTaHAAPTH3AINS B I€TONPON3BOJICTBE;

Knaccudukanus nenoBoit JTOKyMeHTaIUH.

orwdpPEE

3agaHue /11 TEKYIIero KOHTPOJIA «Y cTaBy»

[Ipoananmsupyiite ocHoBHBIE 31eMeHTHl yctaBa @PI'BOY BO fpl'Y um. ILI. lemunosa,
[IEPEYMCIINB 10 ITYHKTaM €r0 OCHOBHBIC IOJIOKEHMS, C YKa3aHUEM KOHKPETHBIX JaHHBIX.

C ycTaBOM MOKHO 03HAKOMUTBHCS Ha OPUIIMATIEHOM CaliTe YHUBEPCUTETA.



Tema 3
(Komnierennus YK-4, unaukarop YK-4.5)

Tembl pedepaToB

@D0T0- ¥ KUHOJOKYMEHTHPOBaHHUE: HA3HAUYECHUE U 00JIaCTh IPUMEHEHUS.
®OHOJOKYMEHTHPOBAaHUE: BOBHUKHOBEHUE, PA3BUTHE U 00JIACTH IPUMEHEHHS.
HcTopust pa3BUTHS CEKPETApPCKOTO Jena.

JlenoBble U JIMYHBIE KaYeCTBA CEKpeTapsl.

DTHKa CeKpeTapcKoro Tpyaa.

Jlexcuka 1e0Boro ooIeHusl.

JlenoBo# CTUIIb MUCbMEHHOM peUu.

Benenuve Tpyn0BBIX KHUXKEK.

PaGora ¢ koHpUACHINATHHBIMU JOKYMEHTAMH.

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

PRoo~No ko=

Tect
1. Kakum HOpMaTUBHBIM JOKYMEHTOM yCTaHABIMBAETCS MAaKCUMAJIbHbBIN HA0Op PEKBU3UTOB?
Otget: 'OCT P 7.0.97-2016
2. 'me v mpu Kakux ycIoBHsIX nmpuMensiercs: [ 'ocypapctBennsiii rep0d Poccuiickoii @eneparun?
OtBer: T'ocynapcrBennsniii repd Poccmiickoii ®enepanuv NOMemIalOT Ha OJaHKax
AOKYMEHTOB B co0oTBeTcTBHH ¢ {PDefepajlbHbIM KOHCTUTYHHMOHHBIM 3akoHOM «O
I'ocynapcrBennom repbe Poccmiickoii Pepepanmm» or 25.12.2000 Ne 2-®K3. IIpaso
pacnosaraTh rocy1apcTBeHHbIi repd Ha 0PUMUHMAJBHBIX JOKYMEHTAX NPUHANAJICKUT OPraHamM
rocy/1apcTBEHHOI0 YIIpaBJieHHs, Cy/1a, IPOKYPATyPbl, ApOUTPAkKa, HAJTOTOBBIX CJIYKO0 U T.1.
3. Kakue cy1iecTByIOT clI0oCOObI 1aTUPOBAHUS JJOKYMEHTOB?
Oteet: 1aTa B J0OKyMeHTe opopmiisieTcs: HU(PPOBBLIM CIIOCOO0M HJIHM CJI0BECTHO-UM(PPOBBIM.
4. Hudposoii ninn 6ykBeHHO-UM(POBON UACHTU(DUKATOP TOKYMEHTA — 3TO. ..
5. OTMeTKa 0 NOCTYIIIIEHUU OhopMIIsIeTCS:
a) Ha MOCTYMNAIOIIUX JOKYMEHTAX;
0) Ha OTNpaBIIAEMBIX TOKYMEHTAX;
B) Ha BCEX JIOKYMEHTaX.
OrtBer: a
6. Kakum pexBu3uTOM 0QOpMIISIETCS BHELITHEE COTlIacoBaHue?
OtBer: rpud corsacoBaHusi A0KyMeHTa.
7. Yto sBNS€TCS 1aTOM TOKYMEHTA?
OtBeT: 1aTOM JOKYMEHTA SBJISICTCS AaTa €ro NOANMCAHUS WIN YTBEPKICHHUS.
8. DMmbnemMa, HaHEeCceHHas Ha OJIaHKe, MOXKET 3aMEHUTh Ha3BaHWE OpTraHU3AIINH:
a) na,
0) Her;
B) MHOT]IA.
Otsert: 0
9. PexBU3UT, KOTOPBIII IOMOTAaeT OpraHU3alli, MOJyYHUBIIEH MUCbMO-OTBET, HATH CBOKO KOIIMIO
MHUIUATUBHOTO MHUChMa — 3TO. ..
OTBeT: CCHIIKA HA PErHCTPALMOHHBIN HOMEP H JAaTy NOCTYNHBIIEro JOKYMEHTA
10. Mecro u3ganust ToKyMeHTa opopmIIIeTcs Tak:
a) r. Mockaa;
6) Mockaga;
B) rop. Mockaa.
Otsert: 0



3ananue 1J151 TEKYIIEro KOHTPOJIA «PeKBU3UTBI»

CamocTrosTenbHO cocTaBbTe TecT M3 20 BOIPOCOB C OTBETaMU IO TeMe "PEeKBU3UTHI
JOKyMEHTOB". Bompocsl MOT'yT coepkaTh OAMH WJIM HECKOJIBKO BapUaHTOB OTBETOB, MOTYT OBITh
OTKPBITBIMU WJIN 3aKPBITHIMU.

TpeboBaHus K TECTY:

- [10 COAEPKAHUIO TECT JOHKEH COOTBETCTBOBATh TEME;

- BOIIPOC JOJKEH COJIEPKaTh OIHY 3aKOHYEHHYIO MBICIIb;

- HENpPaBUJIbHBIE OTBETHI JOJDKHBI OBITH Pa3syMHBI, YMEJIO MOAOOpaHbI, HE JIOKHO OBITH
SIBHBIX HETOUYHOCTEH, M10JICKA30K;

- HE 3aJ]aBaiiTe BOIIPOCOB C I1OJBOXOM,;

- BCE BapUaHThl OTBETOB JIOJIKHBI ObITh I'PAMMAaTHYECKH COIIACOBAaHBbI C OCHOBHOM 4acThbIO
3aJlaHus;

- OTBET Ha [TOCTABJICHHBINA BONPOC HE JOJDKEH 3aBUCETh OT IPEAbIAYIINX OTBETOB;

- n30eraiite MOBTOPEHMUS;

- He ynpoluaiite Bomnpoca.

Tema 4
(Komnerennus YK-4, unaukarop YK-4.5)

KonTtpouabnas pa6ora

3aoanue Ne 1. Hanuwume npuxa3z no 0CHO8HOU OesimelbHOCmU.

VYyeOHo-nnpousBoacTBeHHoe oObeaunenue. [TPMKA3. 28.12.2009 Ne 64. r. Mocksa. O6
o0OecrieueHnr MPOTUBOMOXKApHOU Oe3omacHocTH. B 1mensx oOecrneueHuss MPOTUBOMOXKAPHOI
6e3onacuoctu B mpasnauunbie 1HU [IPUKA3BIBAIO: 1. [IpoBectn TmIaTenbHYI0 YOOPKY BCEX
kabunetoB u mactepckux B YIIO. 2. 3am. nupektopa mo AXY B.A. Ky3HenoBoii npoBeputh
cocTostHue aekTpoobopynoBanuss u 31.12.2009 Beikiarounth Bce pyOmnbHHMKH. 3. KoHTpoisb 3a
WCIIOJIHEHUEM IIpUKa3a Bo3yaraercs Ha 3aM. qupekropa no AXY B.A. Kysuenoy. upexktop YIIO
B.A. IlerpoB. C mnpukazom o3HakomieH: 3aM. gupektopa nmo AXY B.A. Kysnemona. Jlara
o3HakomyieHus. B neno 01-08. [lara.

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

3aoanue Ne 3. Hanuwiume pacnopsdicerue no op2anusayuiu.

PEMOHTHO-MEXAHWYECKWI 3ABOJ[ (KPM3). PACIIOPSDKEHHUE. Ne 3 or
23.06.2010. r. Kpacnosipck. O6 ucnosnb3oBanuu B 2010 r. meneBoro (oHna aMOpPTHU3ALMOHHBIX
oruncnenuid. C 1enpl0 TUIaHOMEpHOTO wHcnoias3oBanust B 2010 romy mueneBoro ¢oHma
aMOPTH3aLlMOHHBIX OTYHUCIEHUI M B COOTBETCTBUHU €O CT. 13 «IlonokeHne o rocynapcTBEHHOM
npennpustur» OBA3BIBAIO: 1. Hauanphnuka manoBoro otaena FOUII.  AHTOHOBY 1o
corjacoBaHuio ¢ ri. Oyxraiarepom 3aBoga H.M. bensBkunoit mpeacraButh 10 30.12.2010 T
o0ocHOBaHHbIE JaHHbIE O mepexonamux Ha 2011 rox ocraTkax u 0 pasmepe IeneBoro (onma
aMOPTU3ALMOHHBIX OTYHMCICHUH, oOpa3yembIx Mo IuaHy 3aBoga Ha 2011 roa. 2. I'maBHOro
uHxeHepa 3aBoja b.M. JInbeHcoH npeacTaBuTh COrIaCOBaHHBIE C HAYAIbHUKAMU 1IEXOB U OTENIOB
npenioxkeHus o nposefeHuu B 2011 rogy KanutanbHOro peMOHTA 3aHUK M COOPYKEHUH 3a CUeT
¢boHIa aMOPTHU3ALMOHHBIX OTYUCIEHUN. 3. KOHTpOJIb 32 UCIOJIHEHUEM HACTOSIIETO PacOpSKEHHS
BO3JIararo Ha 3aMecTUTeNs AUpeKTopa mo xo3siicrBenHoi yactu C.U. AGaynaesa. /lupexrop 3aBona
A.®. IInyTHHKOB.

3aoanue Ne 4. Hanuwume yxkazauue.

AO «3Oranon». YKA3AHHUE. 01.12.2008 Ne 28. r. fpocnasiab. O rpaduke OTIYyCKOB Ha
2009 rox. s cocrabnenus rpaduka ormyckoB Ha 2009 ron TIPEJIJIATAIO: 1. PykoBoauTtensam
CTPYKTYPHBIX IOJApa3JeIeHUN NpPEICTaBUTh B OTIEN KaJpOB CHHUCKU COTPYIHUKOB C yKa3aHUEM
IJIAaHUPYEeMOro cpoka ouepegHoro ornycka B 2009 romy. Cpok mNpeACTaBICHHS CIUCKOB —



10.12.2008. 2. Otneny KaapoB COCTaBUTh CBOIAHBIN TpaduK OTIMYCKOB paboTHUKOB ¢upmbl Ha 2009
roJ W TMPEICTAaBUTh €r0 Ha YTBEpXKACHUE B AUPEKIUI0 (pupmbl. OTBETCTBEHHBIH — HAYaIbHUK
ornena kaapoB O.1O. IlankparoBa. Cpok npeactaBieHust rpadguka — 20.12.2008. 3am. gupexTopa
¢upmer [1.1. Ab6pamosa. B neno 05-21. Jlata.

3aganue 1is Tekymero KoHTpoJs «Cocrasiaenue u opopmiaenne OPJD

1. Hanuwume nucvmo-npuenawienue.

AO «Ksant». 25.03.2020 Ne 53. JlupekTopy BBICTAaBOYHOTO IEHTpa «IDKcmo-Om3Hec» A.B.
[TerpoBoii. [Iucemo-npurnamenue. Ml npuriamaem Bac npuHATH ydacThe Ha BBICTABKE HOBBIX
TEXHOJIOTUH M MpPEACTaBUTh Ballly NpoAyKinuio. BeicraBka Oyzer mpoxomuth ¢ 02.08.2020 mo
10.08.2020 B HamieM BBICTABOYHOM IieHTpe. Pa3meneHue Bamieil NpOIyKIMHM Ha BBICTABKE Mbl
rapantupyeMm. Jupextop AO «KBant» C.b. bpoBkuH.

2. Cocmasbme npomoxo..

OAO «Motop-knace». [TIPOTOKOJL. 24.10.2019 Ne 34. Spocnasnb. 3acenaHus KOJUIETHH.
[Ipencenarens — A.B. Jlooposckas. Cekpetapp — JI.®. [Tepora. [IpucyrcrBoBanu: O.A. 3arnaauHa,
CJI. Kysuenos, W.H. JlyuenkoB, @®.M. CemenoB, K.M. Cepruenxo, A.C. Cymuos, M.C.
Tutopenko. Ilpurnamennsie: HawanpHuk otaena Ymnpasnenus KyaeTypbl A.Il. Bacuibes.
I[TOBECTKA JHA: 1. O pabore otmena uHPOpMATH3AIMK 1O OOCCIICYCHHIO JCSITCIBHOCTH
yupexaenus. Jlokian Hayanbauka otaena K.M. Cepruenko. 2. O npencraBinenun O.0. PakuBHEHKO
K npucBoeHuio [loyeTHoro 3BaHms «3acinyXKeHHBIH paOOTHUK KyJIbTypbl Poccuiickoit @enepaum.
CoobOmenne HauanbHuka otaena M.C. Turtopenko. 1. CJIVIHAJIM: K.M. CeprueHko — TEKCT
noxnamaa npuiaraetcs. BBICTYIIMJIN: C.JI. Ky3HemoB — CTaBUT BOMPOC O JOMOJHUTEIHLHOM
BBIJICJICHUH KOMITbIOTEpOB TUma «Pentiumy mis otaena. A.C. CymIoB — mpemiaraer Iepenarhb
OTJeJly MAacCHUB HMMEIOUIMXCA B JPYrMX MOApPa3AeieHUsIX HHPOPMAUOHHBIX KapTouek. O.A.
3arnanMHa — cooOm@aer o0 UMEIOMIMXCA B OTHENEe HOBBIX pa3paboTkax MO  yIy4dlICHHIO
opraam3anuu  uHGOpManmoHHbIX TporeccoB. [TOCTAHOBUJIM: 1.1. OnoOputh OCHOBHBIE
HampaBlieHuss paboTel otaena. 1.2. PaspemuTts agMUHHCTPATUBHO-XO3SHCTBEHHOM CIy»)KOe
pUOOpeCTH s HyX 1 oT]ena nH(popMaTu3auuu 3 KoMIbloTepa HE0OOX0IUMON KOH(pUrypauu. 2.
CJIYIIAJIN: M.C. Tutopenko — tekct noxiana npuiaraercs. BBICTYIIMIIN: @.M. Cemenos —
nojJepKUBaeT npeioxenue o BeiaBmkeHnH O.0. PakuBHEHKO Ha MPHUCBOEHUE MOYETHOTO 3BAaHUS
«3acmyxkeHHbI paOoTHUK KynbTypbl Poccuiickoit ®enepanumn». W.H. JlyueHko — roBopur o
cepbe3Hblx 3aciayrax O.0. PakuBHEeHKO B Jiel€ pa3BUTHUA OTEUECTBEHHOW KYJIbTYPBHI.
IIOCTAHOBUJIN: 2.1. BeiaBunyts O.O. PakMBHEHKO Ha IPUCBOECHHE €M IIOYETHOIO 3BaHUS
«3acmykeHHbIH paboTHUK KyIbTyphl Poccuiickoit denepamum». [pencenarens A.B. JloOpoBckas.
Cexperaps JI.B. IlepoBa. B geno Ne 25-01. [lara.

Tema 5
(Kommetennus YK-4, unaukarop YK-4.5)

TeopeTnyeckuii IMKTaHT

JlaiiTe onpeneseHus CleIyoUM MOHATHAM:
Anpecar

Anpecant AKT

Axrnien

AHKeTa AHHOTaIUA

ApXUBHas BBIITACKA

ApxuBHas clipaBKa

Acrniekt

biank

Benomocts

Busza BaytpeHHuii agpec nuceMa
BHyTpeHHNI TOKyMEHT

0O O OO0 OO O O OO0 0 O



Bxonsimuii JOKyMEHT
Brimucka

I'pud

Hara

Heno

JlenoBoe nmuceMo
JIMpEeKTUBHBINA TOKYMEHT
JloBepeHHOCTH

O O O O O 0O O O

Kpurepun ouenku ¢opm Tekyuero KOHTpOJisi

Kpurepun ouenku pedepara

OLIGHKa «OTJIUYHO» BBICTABJIACTCsA, €CIU pa60Ta CTYACHTA HAIIMCAHA I'PaAMOTHBIM HAayYHbBIM
S3BIKOM, UMEET YETKYIO CTPYKTYPY U JIOTUKY HU3JIOKEHHUS, TOUKA 3PEHUsl CTyJeHTa 0OOCHOBaHHA, B
paboTe MPUCYTCTBYIOT CCHUIKM Ha HOPMATHBHO-TIPaBOBBIE akThl. CTyIEeHT padoTe BBIIBUTACT
HOBBIC UJCH U TPAKTOBKH, IEMOHCTPUPYET CIIOCOOHOCTh aHAIM3UPOBATH MaTEpHUAIL.

OrneHka «XOpOII0» BBICTABJISETCS, €CIM padoTa CTyJeHTa HAalMCcaHa TPaMOTHBIM Hay4YHBIM
SI3BIKOM, UMEET YETKYIO CTPYKTYPY U JIOTUKY HU3JIOKEHHUS, TOUKA 3PEHUsl CTyAeHTa OOOCHOBaHHA, B
paboTe MPUCYTCTBYIOT CCHIIKM HA HOPMATHBHO-TIPABOBBIC aKTHI.

OLeHKa «yAOBIIETBOPUTEIBHO)» BBICTABJISETCS, €CJIM CTYIEHT BBIIOJHUI 33JaHUE, OJHAKO
HE TMPOJEMOHCTPHPOBAT CIIOCOOHOCTh K HAYYHOMY aHAIM3y, HE BBICKA3bIBAJ B paboTe CBOEro
MHEHUS, T0MYCTUI OIMIMOKH B TIOTHYECKOM 0OOCHOBAHHUU CBOETO OTBETA.

OIIGHKa «HCYOOBJICTBOPHUTCIBHO» BBICTABJIACTCA, €CJIW CTYACHT HE BBIIIOJHUWII 3aJaHUC, WU
BBIMIOJTHII €ro (popMalibHO, OTBETHJI HA 3a/IaHHBIM BOIPOC, MPH 3TOM HE CCHUIANICS HAa MHEHUS
y‘-IéHI)IX, HC TPAKTOBAJI HOPMATUBHO-IIPABOBLIC AKThI, HC BBICKA3bIBaJI CBOCTO MHCHUS, HC IPOABUII
CHOCOOHOCTH K aHAIIM3Y, TO €CTh B LIEJIOM I1eNb pedepara He TOCTUTHYTA.

Kpurtepun oneHKH TeOpeTHYeCKO KOHTPOJIBbHOH PadoThI

OHGHK& «OTJIMYHO» BBICTABJIACTCA, €CJIM MMCbMCHHBIC OTBETHI HA BOIIPOCHI JaHBI B ITIOJITHOM
o0beMeé M Ha BBICOKOM TEOPETHMYECKOM YPOBHE, H3JIOKEHHE Marepuajga JIOTHYHOE,
apryMEHTHPOBAHHOE, C ONIOPOH Ha MEPBOMCTOYHHUK.

OrneHka «XOpOoIlI0» BBICTABIISIETCS, €CIIM OTBETHI Ha BOIPOCHI COAEP>KAT HENPUHIIMIIAATIbHBIE
MOTPEIIHOCTH.

OneHka «yJOBJIETBOPUTEIBHO» BBICTABIAETCS, €CIM B OTBETaX OBbUIM JOMYIIEHbI
IMPUHIUIINAJIBHBIC OHII/I6KI/I, BEISIBJICH HEBBICOKHH YPOBCHDb BJIAACHUA MAaTCPHUATIOM.

OneHka «HEYAOBIETBOPUTEIBHO» BBICTABIIAETCS, €CIM OTBETBl HE COOTBETCTBYIOT
nmapamMeTpaMm, HNPUBCACHHLBIM BbINIC, WKW CTYACHT OTKa3aJCsAd OT BbIIIOJHCHUA TGOpCTI/I‘IeCKOﬁ
KOHTPOJIbHOM paboTBhI.

Kpurepun onenkn rtecra

OlnieHKa «OTJIMYHOY» BBICTABIISIETCS, €CIIM JJAaHBI BEpHBIE OTBETH Ha 85 % u GoJyiee BOIIPOCOB
TecTa.

OreHKa «XOPOIIIO» BBICTABIISETCS, €CJIM JIJaHBI BEpHBIC OTBETHI Ha 71-85 % BOmpocoB TecTa.

OrneHka «yIOBIETBOPUTEILHO» BBICTABIISACTCS, €CIU JaHbl BepHbIe OTBeTHl Ha 56-70 %
BOITPOCOB TECTA.

OlneHKa «HEYJIOBJIETBOPUTEILHO» BBICTABISETCS, €CIIM JaHO MeHee 55 % BEepHBIX OTBETOB
Ha BOITPOCHI TECTA.



Kpurepun oueHKu KOHTPOJIbHOMH PadoThl

OLIQHKa «OTJIMYHO» BBICTABJIACTCA, CCIIM JOKYMCHT COCTABJICH B IIOJIHOM O6’beMe, YKa3aHbl
BCE HEOOXOMMbIE PEKBU3HUTHI, UX PACIOJIOKEHNE COOTBETCTBYET TPEOOBAHUSIM.

OLIGHKa «XOpOoHIO»  BBICTABIICTCA, CCIM OOKYMCHT COACPXKUT HCHPHUHIHUIIMAJIBHBIC
MOTPEIIHOCTH.

OLIGHKa «YOOBJICTBOPHUTCIBLHO» BBICTaBJIACTCA, cClin B JOKYMCHTC JOIMYIICHBI
MPUHIMITHATIBHBIE OIIMOKY, BBISBIICH HEBBICOKUN YPOBEHb BIIAJICHHUS MaTEPHAIIOM.

OLIGHKa «HCYHOOBJICTBOPUTCIILHO» BBICTABIIACTCA, €CJIM JOKYMCHT HC COOTBCTCTBYIOT
napaMmeTrpam, MPUBEACHHBIM BBIIIE, U CTYACHT OTKA3aJICsl OTBEYaTh Ha BOIPOCHI.

Kpurtepuu onieHKH TeOpeTHYECKOT0 JUKTAHTA

OL[eHKa «OTJIMYHO>» BBICTABJIICTCA, €CJIIM OTBCTHI JaHbl B ITOJIHOM OG'beMe U Ha BBICOKOM
TEOPETUYECKOM YPOBHE.

OL[eHKa «XOopouio» BBICTABJISACTCA, €Clin OTBCThI CoACpiKaT HCIIPUHIUIINAJIbHBIC
MOTPEIIHOCTH.

OHGHKa «YAOOBJICTBOPUTCIBHO»  BBICTABJIIACTCA, C€CJIM B OTBCTAX ObLIH JOIMYHICHBI
MPUHIUIHATIBHBIC OIIMOKY, BBISIBJIICH HEBBICOKUI YPOBEHbB BIIAJICHUS MAaTEPHAIIOM.

OHGHKa «HCYOOBJICTBOPUTCIILHO» BBICTABJIACTCA, €CJIM OTBCTbI HE COOTBCTCTBYIOT
napameTpam, IPUBEICHHBIM BBIIIIE, UM CTYJICHT OTKA3aJICsl OTBEYATh Ha BOIPOCHI.

Kpurtepun ouneHku 3ajaHuH JJI1 TEKYIIEro KOHTPOJIS

OHGHKa «OTJIMYHO» BBICTABJISICTCA, €CJIM OTBCTHI JaHbl B ITOJIHOM O6’I)CMC 1 HAa BBICOKOM
TEOPETUYECKOM YPOBHE.

OIIGHKa ((XOpOIHO)) BBICTABJISACTCA, €ClIn OTBECTHI conepn(aT HGHpI/IHHI/IHI/IaJII)HI)IG
MTOTPEUTHOCTH.

OHGHKa «YIIOBJICTBOPI/ITCJH)HO» BBICTABJIACTCA, €CJIM B OTBETax 6I)IJII/I IIOHYHICHI)I
MPUHIMITHATBHBIC OIIMOKY, BBISBIICH HEBBICOKUN YPOBEHD BIIAJICHHUS MaTEPHAIIOM.

OneHKa «HEYJOBJIETBOPUTEIHLHO» BBICTABISACTCS, €CIU OTBEThI HE COOTBETCTBYIOT
rapameTpam, PYUBEICHHBIM BbIIIE, UM CTYAEHT OTKA3aJICsl OTBEYATh HA BOIPOCHI.

1.2 Cnucok BONpocoB 1 (M) 3aaHMii 1JIs1 MPOBeeHUs MPOMEKYTOUYHOM aTTecTAluN
3ayer no aucuUIUIMHE «JlOKyMEHTAalMOHHOE OOecreueHHe YIpaBJICHUS» MPOBOIUTCS B
yCTHOM (hopme 1o Ouieram.

BOl'[pOCI)I K 3a49€Ty

Komnemenyus YK-4, unouxamop VK-4.4:

HcTopus pa3BuUTHS AETONPOU3BOICTBA;

Posib TOKyMEHTOB B )KH3HH YeJIOBEeKa U 00IIeCcTBa, B chepe mpasa u yIpaBJICHHUS,
JIOKYMEHT ¥ ero QyHKIIHH;

HopmaTtuBHo-nipaBoBas 6a3a COBpEMEHHOI'0 JAEONPON3BOICTBA;
YHuukanys u cCTaHIapTU3aIys B 1€I0MPOU3BOJICTBE;
Knaccudukanus neoBoi JOKyMEHTAIUH;

brnaHku TOKYMEHTOB, UX XapaKTePUCTHKA;

PeKkBU3NTHI TOKYMEHTOB;

TpeboBaHUsI K TEKCTY JOKYMEHTOB. DIIEMEHTHI TEKCTA;
Komnemeﬁqu}z VK-4, unouxamop YK-4.5:

WooNoa~WNE

10. FOpunnueckas cuna 1OKyMEHTOB;
11. XapaKTepruCTUKA U COCTAB OPTaHU3AI[MOHHBIX JOKYMEHTOB;
12. XapakTepucTHUKa U COCTAaB PACIOPSAUTEIBHBIX JIOKYMEHTOB;

13. XapakTeprucTUKa U cocTaB HH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB;



14, Vcras;

15. ITonmoxxenue;

16. HNHcTpyk1us;

17. IIpukas;

18. Pacniopsixenue;

19. Pemenne;

20. [IpoTokou,

21. AKT;

22. JloknaaHas v ciry>keOHast 3aIiCKH;

23. ITuceMmo;

24, CrnpaBka;

25. JIOKYMEHTBI 110 INYHOMY COCTaBY;

26. Tenerpamma, Tenekc, pakcorpamma;

217. Opranu3zaiys J0KyMEeHTO000pOTa;

28. Perucrpanus 10KyMeHTOB;

29. [Tpuem u 06paboTKa BXOIAIINX JOKYMEHTOB;

30. [Tpuem u 06paboTKa UCXOASIIUX TIOKYMEHTOB;

31. KoHTpoJ1b 32 cpoKaMu HCIIOTHEHUS JOKYMEHTOB;

32. 3akoHOAaTeNbHAs U HOPMAaTHBHAs OCHOBA XpaHEHUS JOKYMEHTOB;

33. Opranuzanys XpaHeHus /1€ B J1€JI0IPOU3BOJICTBE;

34, Homenknarypa gen;

35. dopMuUpoBaHUE LT,

36. [ToarotoBka JOKYMEHTOB K C/1a4Y€ B apXHB;

37. ApXHBHOE XpaHCHHE JJOKYMEHTOB;

38. OCHOBBI OpraHu3aIMM JCJIONPOU3BOACTBA (HOPMATHBHAS pErilaMEeHTalus PaboThI,
OpraHHU3aIOHHAs CTPYKTYypa CIIYyKObI ISTOMPOU3BOJICTBA | T.I1.)

39. TexHnudeckue cpeacTBa, UCMOIb3YEMBIE B JIEJIOIPOU3BO/ICTBE;

40. Hcnonb30BaHWe HOBBIX, COBPEMCHHBIX TEXHOJIOTHA B  JIOKYMCHTHPOBAHHH
JeSITeNbHOCTH MPEATIPUSITHS;

41. JIOKyMEHTbl Ha HOBEHIIMX HOCUTENSIX HHpopManuu: o0JacTb NPUMEHEHUS HU
MpHUIaHue IOPUANYECKON CUIIBL;

42. ®DoTO0- ¥ KHHOJIOKyMEHTHUPOBaHHE: HA3HAYCHHUE W 00JIaCTh TIPHMEHEHVIS

43. DOHOIOKYMEHTHPOBAHHUE: BOSHUKHOBEHHE, PA3BUTUE U 00JIACTh MPUMEHEHHUS;

44, JlenoBbIE U JIMYHBIE KAYECTBA CEKpeTaps;

45, JIekcHuKa 1eJ10BOro OOIIEHNS

46. Jle1oBOM CTHIIb MMCHMEHHOM PeYH,

47, Benenue TpyaI0BBIX KHIDKEK,

48. Pabota ¢ koHbUAEHITNATFHBIMHU TOKYMEHTAMH,

49, Odopmrnenre KOppecoHICHIINN TI0 BHEITHEAKOHOMHYECKOH AeSITeTbHOCTH;

50. KoMIeroTepHbIe TEXHOJIOTHH B JICJIONIPOU3BOICTBE.

Kpurepun onieHKH yCTHOIO 0TBeTa

OneHka «OTJIIMYHO» BBICTABJISIETCS, €CJIM OTBETHI JIaHbI B MOJIHOM O0bEME M Ha BBICOKOM
TEOPETUYECKOM YPOBHE.

OneHka «XOpoOIIO»  BBICTABISIETCA, €CIM  OTBEThl  COJEpXKaT HENPHUHIMINHAIbHBIE
MIOTPEIIHOCTH.

OneHka «yJOBJIETBOPUTENBLHO» BBICTABISETCS, €CIM B OTBETax ObUIM JIOMYLIEHBI
NPUHIUIHATIBHBIE OIINOKH, BBISIBIEH HEBBICOKHI YPOBEHB BIIAJICHUS MAaTEPHATIOM.

OneHka «HEYOBJIETBOPUTEIBHO» BBICTABIIAETCS, €CIM OTBETBI HE COOTBETCTBYIOT
napaMerpam, MPUBEACHHBIM BBILIE, U CTYACHT OTKA3aJICsl OTBEYaTh HAa BOIIPOCHI.


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

O6pa3zern 6unera

OI'BOY BO «SpocnaBckuii rocyaapcTBeHHblN yHUBepcuTeT uM. I1L.I. Jlemunosa»
Kadenpa ynpasnenus u npeanpuHuMaTeIbCTBa
Hamnpasnenue noarorosku: 38.03.02 MeHexMeHT
Hamnpasnennocts (Ilpoduie): «VupapieHue nmpoeKTamm»
Jucuummna: «JlokyMeHTalmoHHOe 00ecTiedeHne YIPpaBICHUSD)

BUJIET Ne 1

1. Homenknarypa gei.

2. Benenue Tpy/noBbIX KHUKEK.

3aB. kadenpoii ynpasieHus 1
[peIPUHUMATEIbCTBA

KaHJ. 9KOH. HayK, JOLIEHT JL.}O. bproxanon




IMpuioxenne Ne2 k padoyeil mporpaMme I CIAININHbBI
«JlokymMeHTaIMOHHOE 00ecneyeHue yIpaBJaeHUs

MeToauueckue YKazaHud IJI CTYACHTOB 110 OCBOCHUI0 TUCHUIIJIHMHBI

W3ydyeHne OUCHUILUIMHBI TPEOYyEeT CUCTEMATUYECKOrO0 M IOCJIEI0BATEIbHOTO HAKOIUICHUS
3HaHUi, Clel0BaTeIbHO, MPOIMYCKU OTAENbHBIX TEM HE MO3BOJSAIOT INTyOOKO OCBOUTH IpEaMeET.
[TosToMy HEOOXOAMMO MOCTOSIHHO OCYIIECTBJIATH KOHTPOJb HaJ CHCTEMAaTW4ecKod paboToi
CTyAE€HTOB. B Hauane wu3y4YeHHs [AUCUUIUIMHBI CTYJEHTaM HEOOXOJUMO O3HAaKOMHUTHCA C
COJIepKAaHUEM Da3[eloB AMCLUIUIMHBL, C LEIIMU M 3aJadaMy Kypca, CBA3SMH C JPYTUMH
JUCLUIUIMHAMH, CIIUCKOM OCHOBHOW M JOIOJHMTENBbHOM JUTEpaTypbl, rpa)uKoM KOHCYJbTalUH
IIPENnoaaBaTes.

UreHne NEeKUUil NPEANnonaracT U3JI0KEHUE CTPYKTYPbl TEMBI M KPaTKOIO COACPIKAHMS €€
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIOXHBIX Ul YCBOEHHUS U (MJIM) UMEIOLIUX JUCKYCCHOHHBIN
xapakTep. JIEKIIMOHHBII Kypc, B OCHOBHOM, CTPOUTCS Ha OCHOBHBIX IOJIOXKEHHUAX B 00JaCTH OCHOB
JeTOTIPOU3BOCTBA, MPEICTABICHHBIX B HAYYHBIX TPYJIaX POCCHUCKHX U 3apyOekKHBIX YUYCHBIX,
UMEIOIIUXCs B HAIMYUM B Oubnuoreke YHuBepcuteta, ObC U ynOMSHYTBIX B CIIUCKE OCHOBHOM U
JIOTIOJIHUTENBHON JUTEpaTyphl nporpammbl. Ilocne nekuuu cTyaeHTbl oOpaiarorcs K JaHHBIM
UCTOYHUKAM Il 3aKPEIUICHUs 3HAHUM II0 PacCMOTPEHHBIM Ha JIEKLIMU BompocaM. B ciyuae
3aTpyJIHEHUSI HEOOXOJUMO OOpAaTUTHCA 3a KOHCYJbTAIlMEW K IMPEenojaBaTelll0 B COOTBETCTBUU C
YTBEP)KJICHHBIM Ipa)uKOM KOHCYJIbTALIUH.

Jlo odepenHOro NnpakTHYECKOro 3aHATHSA IO PEKOMEHJOBAHHBIM MCTOYHHMKAM CTYJEHTaM
HE00X0AUMO MpopadoTaTh TEOPETHUECKUI Marepuan, COOTBETCTBYIOIMH TeMe 3aHsaTus. [lpu
MOJITOTOBKE K MPAKTHYECKHM 3aHATHUAM CJEIyeT HCIOJIb30BaTh HE TOJBKO JIEKIMH, y4EOHYIO
JUTEpaTypy, HO U HOPMATUBHO-IIPABOBbIE AKThl U KOMMEHTAapUU K HUM (JOCTYIl BO3MOXEH yepes
caiiTel crpaBoyHO-MHpOpMannoHHbIX cucteM Koncynerantllmroc, I'apant). Ha mpaktudeckom
3aHATUM CTYAEHTBHl JOJDKHBI TNPUHMMATh AaKTUBHOE Yy4yacTHE B OOCYXIEHHM I1OCTaBICHHBIX
BOIIPOCOB, ¢ KOTOPBIMH HEOOXOAUMO O3HAKOMUTHCS 3apaHee.

CamocrosTenbHas paboTa CTYJEHTOB MO JUCHMIUIMHE «/loKyMeHTalmoHHOe oOecredeHne
YIPaBJIECHUSD» COCTOUT B OoJyiee TINATEIBHOM M3YYEHMH IPEJIOKEHHOIO IpenojaBareieM
TEOPETUYECKOr0 MaTepualia, JaHHOTO Ha JIeKIHUSIX Ha OCHOBE BBUIOKEHHBIX B cucteme Moodle
MIPE3EHTAMN U JONOJHUTEIBHBIX UCTOYHHUKOB, YKa3aHHBIX B CIIMCKE JUTEpaTypsl. /st mpoBepku
KaueCcTBa U3y4YEHHs MaTepHalla K OTACIIbHBIM TEMaM IIPEAYCMOTPEHBI 3aJaHUs 1)1 CAMOIIPOBEPKHU.

3amaHust A1 CaMOCTOSITENIbHOM pPabOThl (OPMYJIUPYIOTCS Ha JIEKIUSAX U MPAKTHYECKUX
3aHATUSAX. B KauecTBe HUX JIoMa CTyAEHTaM INpeaararTcs 3a/aHus, aHaIOTHYHbIE pa300paHHBIM
Ha NPAKTUYECKHUX 3aHATHUAX. BIIOCIENCTBMM 3TH 3aJaHus IPU HAJIMYUU BOIPOCOB CO CTOPOHBI
CTYICHTOB pa30MparoTCcs Ha MOCIEAYIOIINX 3aHATUAX W/WIN 00CYyX/1aeTcs B yare.

[IpenogaBaTens OLIEHWBAET MHAMBHUAYAJIbHO pabOTy KaKJIOro CTYyJIE€HTAa HAa OCHOBAHUU
IIPOBEACHHBIX ONPOCOB, BBIMOJIHEHU 3aaHUM U IPOMEKYTOYHBIX KOHTPOJIBHBIX MEPOIIPUATHH.



