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1. lleau ocBOCHMS AUCHUNIMHBI.

Henssmu mpenonaBaHus TUCHUILUIUHBL «JloKyMeHTalMoHHOEe o0ecrieueHue Ou3Hecay
SIBJISIFOTCS:

- (opMupoBaHHE KOMIUIEKCA 3HAHWW, YMEHUIl W HaBBIKOB B 00JIACTH OpraHU3alluu
JIOKYMEHTAI[MOHHOTO Oo0ecTieueHusi OM3Heca Ha OCHOBE PAIllMOHAIBLHBIX, HAYYHO-000CHOBAHHBIX
OPUHIIMIIOB M METOJOB €ro  COBEPIICHCTBOBaHUS, (OpMHpOBaHHE MPOrPECCUBHOTO
noAxoAa K  PEIICHHWI0O  BaXHEHIIMX  3aJady  JIOKYMEHTUPOBAHMS  BCEX  CTOPOH
YOpaBIeHYECKON AESITETbHOCTH.

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

Hucuummuaa «JlokymeHnTanmonnoe obecreuenne Ousneca» (b1.B.13) otHOCHTCS K
4yacTH, GOpMHUPYEMOH ydacTHUKaMU 00pa30BaTeNIbHBIX OTHOIICHUI. Ee n3yueHne ocHOBBIBAaeTCA
Ha 3HAHUSAX, YMEHHUSIX U HABBIKAX, MOJYUYECHHBIX CTYJEHTAMU B PAMKaX OCBOCHMS JAUCIUILUIMHbI
«OcHoBBI MeHemKkMeHTa». OCBOCHHE YKa3aHHOTO Kypca, C OJHOM CTOPOHBI, MOJATOTABIMBACT
CylaTenel K BOCIPUATHIO JUCHMIUIMHBI «JlokymeHTanmoHHoe obecrieueHue OM3HEca», a ¢
JIpYroid CTOPOHBI, JOMOJHSAET 3HAHUSA, HABBHIKA W YMEHHs, MOJTYYCHHbIE UMHU B IPOLIECCE €ro
W3YUYECHUSI.

3. [lnanupyemMsble pe3yJbTaThbl OO0y4YeHHS] MO JUCHMIJIMHE, COOTHECEHHBbIE C
IUIAHUPYEMBIMH Pe3yJIbTATAMM 0CBOEHHUSI 00Pa30BaTe/bLHON MPOrPaMMblI.

[Ipoiecc wm3yueHus AUCHUIUIMHBI HaNpaBieH Ha (OPMHPOBAHHUE CIEIYIONIUX
komneTeHmii B coorBercTBUu ¢ ®I'OC BO, OOII BO u npuobpeTeHus cleayomux 3HaHuH,
YMEHUU, HABBIKOB U (MJIM) OMBITA IEATEIbHOCTH:

Dopmupyemas NHaukaTop 10CTHKEHUSA Ilepeyenn
KOMIeTeHIHs KOMIleTeHIN U IUIAHNPYEeMBIX Pe3yJIbTATOB 00y4eHus!
(kox n (xox u popmyIHpPOBKA)
dopmyanposka)
IIpodeccnonaJbHbIe KOMIIETEHIIUU
MK (I1)-3.2. Onpenensier 3HaTh:
BO3MOXXHOCTHU UCIIOJIB30BaAHUS - Tpe6OBaHI/I${ K Oq)OpMJ'IeHI/IIO TEKCTOB JJOKYMCHTOB
TOTOBBIX MPOCKTOB, Ymernb:
K (H)-3 AITOPUTMOB H TIAKETOB ;)6 06pl"aHI/I3OBbIBaTb }Z[OKyMeHTOO60pOT. MpuemMm,
pabOTKa, pErucTpanus, KOHTPOJIb, XPaHECHHUE
Criocoben MPHUKJIAJHBIX TPOrPaMM, HOKYMEHTOB
ILIaHHPOBATb, MO3BOJISIOIUX CO3/1aBaTh BiiajieTh HABBIKAMIL

opranu3oBbiBath, | YKOHOMHYCCKH 0bOCHOBaHHbIE - co3maHusid W O(OPMICHHS OTHENBHBIX BHJIOB

KoopauHUpoBaTh | CHCTEMbI 00pabOTKH IIIAHOBOH | 11oKyMeHTOB B COOTBETCTBUM ¢ HOPMATHBHOH 0a3o0i,

u uH(pOpMauK B TOM YHCJE C HCHOJIB30BaHWEM HWH()OPMaMOHHBIX
KOHTPOJIMPOBATh TEXHOJIOT Ui

tunoBele 3agaun | K (IT)-3.3. Bermonuser Baaners HaBbIKAMM:

OonepanoOHHOTO OIICHKY IMPOU3BOJCTBEHHO- - OLICHKH HpOI/I3BO):[CT]ieHHO-TeXHOHOFI/I‘IeCKOFO
MEHEIHKMEHTA TEXHOJIOTUYECKOr0 TToTeHMajia | OTCHIHNAIa HHHOBAIMOHHON OpraHu3alni

WHHOBAIlMOHHON OpraHu3alliu C
HCIIOJIb30BAaHUEM CTaHAAPTHBIX
METOJMK U aJITOPUTMOB




4. O0bem, CTPYKTYpa U coAepKaHue TUCHHUILINHBI.
OO0m1as TpyJ0€MKOCTh JUCIUIUIMHBI COCTABIISAET 3 3a4eTHhIC eAuHUIbI, 108 aka. 4acos.

Ounas popma

Ne Tembl (pa3aebl) Buabl y4eOHbIX 3aHATHI, DopMBI TEKYyLIEr0
n/n AUCHHUILIUHBI, BKJII0Yasl CAMOCTOSAITEJILHYIO Pa0OTy | KOHTPOJISl yCIIeBaeMOCTH
HX co/iepiKaHHe o CTY/CHTOB,
5 M MX TPYAOEMKOCTh DopmMa IPOMeKYTOUHOM
S (B akaieMHYeCKHX 4acax) aTTecTallNU
S (o cemecTpam)
®opmbl 0 u 10T
(npu HAJIMYMH)
KonTakTHas padoTa
Q =R
Sl 2| &| 285 &~
2| g| E|EF 2
Q

1. |CIIOCOBhBI CO3JIAHUA 2 1 2 - 9,7 |Pedepars
JOKYMEHTOB TeopeTnueckass KOHTPOJIbHAS
(IOKYMEHHUPOBAHUNSA) U paboTta
HA3HAYEHUE Marepuans 8 LMS
JOKYMEHTOB Moodle:

2. TOCYJAPCTBEHHOE 2 4 4 - 1 10 |- zamanme s TEKyIIEero
PEI'YJINPOBAHUE KOHTpOJIS «YCTaB»
JOKYMEHTAIIMOHHOTI' O
OBECIIEYEHNM A
YIIPABJIEHUA

3. |OBLIME HOPMBI 1 2 8 8 - 1 10 |Pedepats
IMPABUJIA OPOPMIJIEHU A Tecr
JOKYMEHTOB Marepuans: B LMS

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

4. |COCTABJIEHUE 1 2 8 8 - 1 10 |KourposbHas pabota
ODOPMIIEHHNE (cocTtaBnenue OTZEIIbHBIX
OT/JEJIbHBIX BUIOB BHJIOB JOKYMEHTOB)
JOKYMEHTOB Martepunans: B LMS

Moodle:

- 3aJa”Hue Uil TEKYIIEro
KOHTpoJis1 «CocTaBIEHUE O
odopmiuenue OP»

5. |OPTAHU3AIIMA PABOTEI C 2 5 6 - 1 10 |Teoperuueckuii TUKTaHT
JOKYMEHTAMU

0,3 3aueTr
Bcero 26 | 28 - 4 0,3 | 49,7 108 yacos

Conep:kanue pa3aesoB IUCHHILIAHBI

1. CITIOCOBbI CO3JAHUA JTOKYMEHTOB (1I0KYMEHUPOBAHUS) U

HA3ZHAYEHHUE JOKYMEHTOB

1. CiocoObI co31aHus JOKYMEHTOB;
2. TepmuHONIOTHYecKas 6a3a TOKYMEHTHUPOBAHUSI.




2. TOCYIJAPCTBEHHOE PEI'YJIMPOBAHUE JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUSA YIIPABJIEHUSA

3. OBIIIUE HOPMbI U ITPABUJIA O®OPMJIEHUA JOKYMEHTOB
1. OcHoBHBIE TPEOOBaHUS K COCTABICHUIO U O(OPMIICHHIO IOKYMEHTOB;
2. bnaHKu JOKYMEHTOB;
3. PekBU3UTHI JOKYMEHTOB;
4. TpeboBaHUS K TEKCTY TIOKYMEHTA. DJIEMEHTHI TEKCTA;
5. IOpuanueckas cuina JOKyMEHTA.

4. COCTABJIEHUE U O®OPMJIEHHUE OTAEJIBHBIX BUTOB TOKYMEHTOB
1. Opranu3ainoHHbIE JOKYMEHTHI;
2. PacniopsiiuTenbHbIe IOKYMEHTHI;
3. NudopManinoHHO-CIPaBOYHbIE IOKYMEHTHI.

5. OPTAHU3AIUA PABOTHBI C JOKYMEHTAMHA
1. Opranuzanus JOKYMEHTO000pOTa:
1.1. O6111ME TONOKEHHUS;
1.2. ITpuem u 06pabOTKa BXOASAIIUX U UCXOISIINX IOKyMEHTOB;
1.3. Peructpanus JOKyMEHTOB M KOHTPOJIb 32 CPOKAMU MX UCIOTHEHUS;
2. XpaHeHue TOKYMEHTOB B JCJIONPOU3BOCTBE OpraHU3AIINH;
3. KomnbroTepHble TEXHOIOTHUHU B ACTOMPOU3BOJICTBE.

5. 06p330BaTeJ'Ibele TEXHOJOTMH, B TOM YHCJI€ TEXHOJOIMH IJJCKTPOHHOIO
Oﬁy‘IEHI/Iﬂ H JUCTAHIUMOHHBIC 06p330BaTeJ1beIe TEXHOJOInu, HCHOJbB3yeMbIC¢ IIPHA
OCYHIECTBJICHUHA 06p330BaTeJ'lLHOFO npouecca nmo 1MCHuIJInHe

B nporiecce o0yueHust UCTIONB3YIOTCS CIISAYIOIINE 00pa3oBaTeIbHBIC TEXHOJIOTHH:

AxkageMuueckas JIEKIUA — IIOCIEI0BaTEILHOE H3JI0KEHHUE MaTepuaia
HpeHOI[aBaTeJ'IeM, paCCMOTpeHI/IC TGOpCTI/I‘-IeCKI/IX U MCETOIOOJIOTNYCCKUX BOHpOCOB JUCIHUITIINHBI
B JIOTUYECKH BBIAEpKaHHOW (opme. B mpoiecce nexknuu mpenoaaBareib CTUMYIUPYET
CTy,I[eHTOB K y‘-IaCTI/IIO B 06CY)KI[€HI/II/I BOHpOCOB 1 BBICKA3bIBAHUIO CO6CTB€HHOI\/'I TOYKHN 3p€HI/15[
oOcyxnaemoii mpobnematuku. Llenn u TpeOoBaHUS K aKaJeMHYECKOW JICKIIMH: COBPEMEHHBIN
HAay4YHBIA YpPOBEHb, HWH(POPMATUBHOCTh, CHCTEMHOE OCBECIIEHHUE KIIOYEBBIX TOHITHH U
MOJIO’KEHUH 10 COOTBETCTBYIOIIEH TeMe, 0030p U OlleHKa CYIIECTBYIOIIEH MpoOIeMaTuky, gada
METOANUYCCKUX peKOMeHI[aIII/Iﬁ CTYZIGHTaM JJIA Z[aJ'II)HeI\/'IHIGFO I/ISYLIGHI/ISI Kypca.

IIpakTnyeckoe (ceMUHApPCKOE) 3aHMATHE —3aHATUE, TIOCBSIIEHHOE MPAKTUYECKOM
OTpa6OTK€ y CTYI[CHTOB KOHKpCTHI)IX YMGHI/Iﬁ 11 HAaBBLIKOB HpI/I I/13y‘-I€HI/II/I JAUCHUITIINHBI,
3aKpeTICHUI0 TIONyYEHHBIX Ha JIEKIIMW 3HAHUU M OIEHKE Pe3yJIbTaTOB OOYyYEeHHS B Ipoliecce
TEKYIIEero KOHTPOJIS.

Ha mepBoM mnpakTW4YecKOM 3aHSTHUM B BBOJHON YacTH JaeTcs MEpBOE IIEIIOCTHOE
HpeI[CTaBJ'IeHI/Ie 0O OUCHHUIIIINHE. CTy,Z[eHTI)I 3HAKOMSATCA C HAa3HAYCHUEM HW 3aJa4YaMHu
JTUCITUIIMHBI, €€ POJbI0 U MECTOM B 0OpazoBaTelnbHOU mporpamme. [Ipu 3TOM 03ByuMBaroTcCs
METOANUYCCKHUEC U OpFaHI/I3aHI/IOHHBIe OCO6GHHOCTI/I pa6OTI)I B paMKax )IaHHOI\/’I JUCHUIIIIMHBI, a
TaKKe naeTcs aHaIu3 pEKOMEHTyeMOi y4e0HO-MEeTOTNYECKOM JTUTEPATYPHI.
[TpomomKkUTETEHOCTS BBOJHOM YacTh cocTaBiseT He 6omee 10-15 MunyT.

[Ipu mpoBeeHUN TPAKTHUECKUX 3aHATUH HCTOIB3YIOTCS TAKNE MHHOBAIMOHHBIE METOTBI
00y4eHus1, KaK JUaNor-codeceoBaHne, KOJUIEKTUBHOE OOCYXICHHE TEMaTHYECKHUX BOIPOCOB,
pa3dop MPaKTUYECKUX CUTYyallUid, HOPMATUBHBIX JOKYMEHTOB, TEOPETUUECKUX U METOAMUYECKUX
ACIICKTOB II0 TEMaM AOUCLHUIIJINHBI. O6Cy>I(HeHI/Ie U OLCHKAa HpaBI/IJ'II)HOCTI/I BBITTIOJTHCHHBIX



pa3IMYHOTO THUIA 33/JIaHUM, YKa3aHHBIX B (JOHIE OIEHOYHBIX CPEACTB paboueill Mporpammsl,
IIPOU3BOIUTCS KOJJIEKTUBHO CTYI€HTaMU M0J] pyKOBOJCTBOM IIPENOIAaBATENS.

KoncynbTauum — BUA Y4eOHBIX 3aHATUH, SABISIOLIUECS OAHONW M3 (HOPM KOHTPOJIA
CaMOCTOSITENIbHOW PabOThI CTYIGHTOB B T€UCHHE cemMecTpa. Ha KOHCyNbTalusaX M0 MHALUATHBE
CTYJIEHTOB PAacCMaTPHUBAIOTCS U OOCYXKIAIOTCS pa3iMyYHble BOMPOCHl TEMAaTUKHU JAUCLUILIMHBI,
KOTOpPbIE BO3HUKAIOT Y HUX B MPOLIECCE CAMOCTOATEIBHOM paboTHI.

B mporecce 00yueHHs UCTIONB3YIOTCS CIEAYIOIIUE TEXHOJIOTHU IEKTPOHHOIO 00yUYEeHHUs
U IUCTAaHLMOHHBIE 00Pa30BaTeNbHbIE TEXHOIOIHHU:

daexTponnblii ynusepcuter Moodle SIpI'Y, B KoTOpOM NMPHUCYTCTBYIOT:

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

- CpeACTBA TEKYLIETO KOHTPOJIS YCIIEBAEMOCTHU CTYACHTOB (TECTUPOBAHHUE);

- IIPE3CHTALMK U TEKCTHI JIEKIUHI 110 TeEMaM IUCLUILINHBI;

- NPEJCTaBICH CIHCOK YYEeOHOH JHUTepaTrypbl, PEKOMEHIYEMOW JIsI OCBOCHHS
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 JUCHIUIIJIINHCEC:
- mporpammbl Microsoft Office;
- Adobe Acrobat Reader DC.

7. IlepeyeHb COBpeMEeHHBIX NMPO(eccHOHANBHBIX 0a3 AaHHBIX U MH()POPMALMOHHBIX
CIIPABOYHBbIX CHCTEM, MCII0JIb3yeMbIX IIPH OCYLIECTBJIEHHH 00Pa30BaTEJIbLHOI0 NIpoLecca 1o
AUCHHILIMHE (IPH He00X0AMMOCTH)

B mpouecce ocymectBieHuss 00pa3oBaTeNBHOTO  Mpolecca MO 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-TEJIEKOMMYHUMKAUMOHHOI ceTn «MHTepHeT» (IpH HEOOXOAMMOCTH),
PeKoOMEeHyeMbIX /1JI5l OCBOEHHS M CUHUILIUHBI

a) OCHOBHasI JIMTEPATypPa

1. Ilysamosa H. H. Opraumzammsi ¥ TEeXHOJOTHWS IOKYMEHTAIIMOHHOIO OOECIEYEeHUs
yIpaBiaeHus [DaeKTpoHHBIA pecypc]: Yuebnuk u mpaktukyM. / Illysamosa H.H. - M.: IOpaiir,
2017. - 221. — Pexxum 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.: IOpaiir, 2017. - 124. — Pexum pocryna: https://biblio-
online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956 (OBC «lOpaiit»).

0) 10MOJIHUTEIbHAS JIUTEPpATypa
1. Kysunenos U. H. JlokymeHTanmonHoe obecrnieueHue ynpapieHus. JJokyMeHTO000pOT 1
JIEJIONIPOU3BOJICTBO [ DIIEKTPOHHBIN pecypc]: YueOnuk u npaktukyMm. / Kysnernos 1. 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. Dnexrponnas 6ubmuoreunas cucrema (OBC) m3marenscrBa «Opaiit» (https://www.
urait.ru).

3. OmnektponHas Oubnmoreunas cucrema (OBC) wm3garensctBa  «IIpocmexT
(http://ebs.prospekt.org/).

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

9. MaTepuajibHO-TeXHHYecKasi 6a3a, HeoOXoAUMAs /ISl OCylIeCTBIeHUsI 00pa30BaTEIbHOI0
npouecca no AUCUMILINHE

MarepuanpHo-TexHHYeCKas 6a3a, HeoOXoauMas ATl OCYIIECTBICHUS 00pa30BaTEIbHOTO
npoliecca 1o JUCLUILIMHE BKIIOYAET B CBOM COCTaB CHEIMAIbHbIC TOMEICHUS:

- yaeOHbIe ayTMTOPHH ISl IPOBEICHUS 3aHATUH JIEKIIMOHHOTO THUIIA;

- yueOHble ay TUTOPUHU IS IPOBEICHUS IPAKTUUECKUX 3aHATHH (CEMUHAPOB);

- yaeOHbIe ay TUTOPHUH ISl TIPOBEICHHS TPYIIIOBBIX U WHAWBUYATBHBIX KOHCYJIbTAIIH;

- yueOHble ayJUTOPUM [UIl MPOBEAEHUS TEKYIIEro KOHTPOJS M IPOMEXYTOUHOM
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 O0JIbIION ayAUTOPHH.

[Tomemienust 1ji1 caMOCTOSTENBHON pabOThl OOYYalOUIUXCS OCHAIIEHbl KOMITbIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBIO MOAKIIOUEHHsI K ceTu «MHTepHeT» M olecrieyeHHeM JOoCTyma K
AJIEKTPOHHON MH(POpPMAIMOHHO-00pa3oBarenbHol cpene SApl'Y.

ABTOD:

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

O0IICHOCb, YUeHas: CMenetd H.0. Damunua
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IMpuiaoxenne Nel k padoyeil nporpamMMe JIMCHUATNIIAHBI
«JlokyMeHTauMOHHOEe o0ecneuyeHue Ou3Heca»

DoH/1 OLIECHOYHBIX CPEACTB
AJIsl IPOBe/IeHUs TeKylleil U MPOMeKYTOYHOM aTTecTalliU CTY/AeHTOB
1O JUCHUIJINHE

1. TunoBbIe KOHTPOJIbHBbIE 32IaHUS UM UHbIE MATePHUAJIbI,
He00X0UMbIe 1JI1 OLleHKH 3HAHUI, yMEHUIi, HABBIKOB M (WJIH) ONBITA e TeJIbHOCTH,
XapaKkTepUu3ylIuXx 3Tanbl GopMUpPOBaAHUSA KOMIIeTEHIIUI

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

Tema 1
(Kommerennus K (I1)-3, unaukarop 1K (I1)-3.3)

Tembl pedepaTos
HcTopus cTaHOBIIEHMS 1€I0IIPOU3BOACTBa B Poccun.
[Tpuxaznoe nenonpousBoacTsBo B napckoit Poccun (XV-XVII BB.).
Hcropus cTaHOBJIEHUS J1€JIONPOU3BOJICTBA B PA3HBIX CTpaHax (HECKOJBKO YEJIOBEK).
Ponb «0KymMeHTa» B COBpEMEHHOM OOIIECTBE.
["ocynapcTBeHHOE peryIupoBaHUe JOKYMEHTAHOHHOI'O O0ECTIeYEeHUs YIIPABICHHMSL.
CyOBeKTHI AETOMPOU3BOICTBA B TOCYIAPCTBEHHBIX OpraHax.
Cucrema «55».
[TpaBusia paboThl ¢ JOKYMEHTaMu B cynae (oOpalleHue TpaxJaH, [PUEM 3asBIICHUH,
nepeaaya e u T.11.).

8. OcHOBBI OpraHu3aluyl JIEJIONPOM3BOJCTBA (HOpPMATHBHAs perjiaMeHTanus paboTel,
OpraHU3alOHHAasl CTPYKTYypa CIyKObl J1eONPOU3BOCTBA U T.I1.).

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

10. TexHHuUeCKHE CPENCTBA, UCTIOIB3yEMBbIE B IETTIONPON3BOJICTBE.

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

NookrwnPEE

Tema 2
(Komnerennus ITK (IT)-3, uaaukatop ITK (IT)-3.3)

Bonpocs! k TeopeTH4YecK0ii KOHTPOJILHOI padoTe (C MOCIEAYIONUM O0CYKICHHEM )
HcTtopus pa3BUTHS JEeONPON3BOICTBA;

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

HopmartuBHO-1IpaBoBasi 6a3a COBpEMEHHOTO JIEIONPOU3BO/ICTBA;

YHUQHUKAIWS U CTaHAAPTH3ANUS B ICTONPON3BOJICTBE;

Knaccudukanus nenoBoit JTOKyMeHTaIUH.

orwdpPEE

3agaHue /11 TEKYIIero KOHTPOJIs «Y cTaB»

[Ipoananmsupyiite ocHoBHBIE 31eMeHTHl yctaBa GPI'bOY BO Apl'Y mm. ILI. [Iemnnosa,
[IEPEYMCIINB 10 ITYHKTaM €r0 OCHOBHBIC IOJIOKEHMS, C YKa3aHUEM KOHKPETHBIX JaHHBIX.

C ycTaBOM MOKHO 03HAaKOMUTBHCS Ha O(PUIIMATIBLHOM caiiTe yHUBEPCUTETA.



Tema 3
(Komnierennus K (I1)-3, unaukarop 1K (I1)-3.2)

Tembl pedepaToB

®0TO0- ¥ KUHOJOKYMEHTHUPOBAHUE: HA3HAYCHHE U 00JIaCTh MPUMEHEHHUS.
®OHOJOKYMEHTHPOBAaHUE: BOBHUKHOBEHUE, PA3BUTHE U 00JIACTH IPUMEHEHHS.
HcTopust pa3BUTHS CEKPETapCKOTo Jena.

JlenoBble U JIMYHBIE KaYeCTBA CEKpeTapsl.

DTHKa CeKpeTapcKoro Tpyaa.

Jlexcuka 1e0Boro ooIeHusl.

JlenoBoil CTUIIb MUCbMEHHOM peUu.

Benenuve Tpyn0BBIX KHUXKEK.

PaGora ¢ koHpUACHINATHHBIMU JOKYMEHTAMH.

0. OdopmieHne KOPPECTIOHACHIIUNN IO BHEITHEAKOHOMUYECKOU I TEIILHOCTH.
1. Jlemompou3sBoactBo B coBpeMeHHOU UTammu, ['epmannu, @panuuu u ap. cTpaHax

PRoo~No ko=

Tect
1. Kakum HOpMaTUBHBIM JOKYMEHTOM YCTAHABIMBAETCS MaKCUMAaJIbHbIN HA0Op PEKBU3UTOB?
Otget: 'OCT P 7.0.97-2016
2. I'ne n npu kakux ycnosusix npumensiercs ['ocynapcrsennsiii repd Poccuiickoit ®enepanun?
OtBer: T'ocynapcrBennbiii repd Poccmiickoii ®enepanum noMemalOT Ha OJaHKax
AOKYMEHTOB B cooTBeTcTBHH ¢ {PDeepaibHbIM KOHCTUTYHHOHHBIM 3akoHoM «O
I'ocynapcrBennom repbe Poccmiickoii Pepepanmm» or 25.12.2000 Ne 2-®K3. IIpaso
pacnosaraTh rocy1apcTBeHHbli repd Ha 0PMIHMAJBHBIX JOKYMEHTAX NPUHALJIEKUT OPraHam
rocy/1apcTBEHHOI0 YIIpaBJieHHs, Cy/1a, IPOKYPATYyPbl, apOUTPAakKa, HATOTOBBIX CJIYKO0 U T.1.
3. Kakue cy1iecTByIOT clI0oCOObI 1aTUPOBAHUS JJOKYMEHTOB?
OTeet: 1aTa B J0OKyMeHTe opopmiisieTcs: HUPPOBBLIM CIIOCOOOM HJIM CJI0BECTHO-UH(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 pexkBu3uTOM 0QOpMIISIETCS BHELITHEE COTTIacOBaHHE?
OtBeT: rpud corsacoBaHusi A0KyMeHTa.
7. Yto sBNS€TCS 1aTOM TOKYMEHTA?
OTBeT: 1aTOi IOKYMEHTA ABJISETCS 1aTA ero NOANMCAHUS HJIM YTBEPKIeHHs.
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 CBOK KOIIUIO
MHUIUATUBHOTO MHUChMa — 3TO. ..
OTBeT: CCHIIKA HA PErHCTPALMOHHBIN HOMEP H JAaTy NOCTYNHBIIEI0 JOKYMEHTA
10. Mecro u3ganust ToKyMeHTa opopmIIIeTcs Tak:
a) r. Mockaa;
6) Mockaga;
B) rop. Mockaa.
Otsert: 0



3ananue 1J151 TEKYIIEro KOHTPOJIA «PeKBU3UTBI»

CamMocTosATenbHO cocTaBbTe TecT U3 20 BONPOCOB C OTBETAaMU IO TeMe ''PeKBU3UTHI
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 Pa3yMHBI, 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 TOJHKEH 3aBUCETh OT IPEIbIAYIINX OTBETOB;

- n30eraiite MOBTOPEHMUS;

- He ynpoluaiite Bomnpoca.

Tema 4
(Komnerennus I1K (IT)-3, unaukarop 1K (I1)-3.2)

KonTtpouabnas pa6ora

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

VY4eOHo-nnpousBoacTBeHHOe oObeaunenue. [TPYIKA3. 28.12.2009 Ne 64. r. Mocksa. O6
o0OecrieueHnr MPOTUBOMOXKApHOU Oe3omacHocTH. B 1mensx oOecrneueHuss MPOTUBOMOXKAPHOI
6e3onacuoctu B mpasnauunbie nHU [IPUKA3BIBAIO: 1. IlpoBectn TmIaTenbHYIO YOOPKY BCEX
kabunetoB u mactepckux B YIIO. 2. 3am. mupekropa mo AXY B.A. Ky3HenoBoii mpoBepHUTbH
cocTostHue aekTpoobopynoBanuss u 31.12.2009 Beikiarounth Bce pyOmnbHHMKH. 3. KoHTpoisb 3a
HCIIOJIHEHUEM IIpUKa3a Bo3yaraercs Ha 3aM. aupekropa no AXY B.A. Kysuenoy. upexktop YIIO
B.A. TlerpoB. C mpukazom o3HakomjeH: 3aM. gupekropa mo AXY B.A. Kysuemona. [larta
o3HakomyieHus. B neno 01-08. [lara.

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

3aoanue Ne 3. Hanuwiume pacnopsicenue no op2anusayuu.

PEMOHTHO-MEXAHWYECKWI 3ABOJ[ (KPM3). PACIIOPSDKEHHUE. Ne 3 or
23.06.2010. r. Kpacnosipck. O6 ucnons3zoBanuu B 2010 r. meneBoro ¢oHga aMOpPTH3AIMOHHBIX
oruncnenuid. C 1enpl0 TUIAaHOMEpHOTO wucnoib3oBanuss B 2010 romy 1eneBoro Qonmaa
aMOPTH3aLlMOHHBIX OTYHMCIEHUI M B COOTBETCTBUHU cO CT. 13 «IlosokeHne o rocyrapcTBEHHOM
npeanpustuy OBA3SBIBAIO: 1. Hauwanpauka mmanoBoro otnena FO.II.  AnToHOBY 1O
corjacoBaHuio ¢ ri. Oyxraiarepom 3aBoga H.M. bensBkunoit mpeacraButh 10 30.12.2010 T
o0ocHOBaHHbIE JaHHBIE 0 nepexonsmux Ha 2011 rom ocratkax M O pasmepe IeneBoro (Qonma
aMOPTU3ALMOHHBIX OTYHMCICHHUH, oOpa3yemblx Mo IulaHy 3aBojga Ha 2011 rox. 2. I'maBHOro
uHxeHepa 3aBoja b.M. JInbeHcoH npeacTaBuTh COrIaCOBaHHBIE C HAYAIbHUKAMU 1IEXOB U OTENIOB
npenoxkeHus o nposefeHuy B 2011 rogy kanuTaabHOrO peMOHTA 3AaHUNM M COOPY)KEHUH 3a CUET
(dboHIa aMOPTU3ALIMOHHBIX OTUMCIeHUN. 3. KOHTpOJIb 32 UCTIOJTHEHHEM HACTOSIEr0 PaclopsKeHUs
BO3JIararo Ha 3aMecTUTeNs AUpeKTopa mo xo3siicrBenHoi yactu C.U. AGaynaesa. /lupexrop 3aBona
A.®. IlnyTHHKOB.

3aoanue Ne 4. Hanuwume ykazauue.

AO «3Oranon». YKA3AHHUE. 01.12.2008 Ne 28. r. fpocnasiab. O rpaduke OTIYyCKOB Ha
2009 roa. s cocrabnenus rpaduka ormyckoB Ha 2009 rox IIPEJIATALIO: 1. PykoBogutensim
CTPYKTYPHBIX IOJpa3JeIeHUN NPEICTaBUTh B OTIEN KaJpOB CHHUCKU COTPYJHHKOB C YKa3aHHUEM
IJIAaHUPYEeMOro cpoka ouepegHoro ornycka B 2009 romy. Cpok mNpeACTaBICHHS CIUCKOB —



10.12.2008. 2. Otneny KaapoB COCTaBUTh CBOJIHBIN rpaduK OTIMYCKOB pabOTHUKOB upmbl Ha 2009
roJ W TMPEICTAaBUTh €r0 Ha YTBEpXKJACHUE B NUPEKIUI0 (pupmbl. OTBETCTBEHHBI — HAYalbHUK
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 IIEHTpa «IDKcmo-Om3Hec» A.B.
[TerpoBoii. [Iucemo-npurinamenue. Msl npuriamaem Bac npuHSTh ydacTHe HAa BBICTABKE HOBBIX
TEXHOJIOTUH M MpPEACTaBUTh Ballly NpoAyKinuio. BeicraBka Oyzer mpoxomuth ¢ 02.08.2020 mo
10.08.2020 B HamieM BBICTABOYHOM IieHTpe. Pa3menieHue Bamieil MpOIyKIMM Ha BBICTABKE Mbl
rapantupyeMm. Jupextop AO «KBant» C.b. bpoBkuH.

2. Cocmasbme npomoxo..

OAO «Motop-knaccey. IIPOTOKOJL. 24.10.2019 Ne 34. Slpocnasib. 3aceqaHusi KOJJIETUU.
[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: HavanbHuk otnena Ynopasnenus KyiaeTypsl A.IL. Bacuibes.
I[TOBECTKA JIHA: 1. O pabore ornena mHopMmaru3amuu 1Mo OOECHEYCHUIO EATEIHHOCTH
yupexaenus. Jlokinan HayanbHuka otaena K.M. Cepruenko. 2. O npencrasinenun O.0. PakuBHEHKO
K npucBoeHuio [logeTHoro 3BaHus «3aciyKeHHBIH paOOTHUK KyJIbTypbl Poccuiickoit Denepaumy.
CoobOmenne nHavanbHuka otaena M.C. Turtopenko. 1. CJIVIHAJIM: K.M. CeprueHko — TEKCT
noxnama npuiaraetcs. BBICTYIIMJIN: C.JI. Ky3HemoB — CTaBUT BOMPOC O JOMOJHUTEIHLHOM
BBIJICJICHUH KOMITbIOTEpOB TUma «Pentiumy mis otaena. A.C. CymIioB — mpemiaraer mnepenarhb
OTJeJly MAacCHUB HMMEIOUIMXCA B JPYrMX MOApPa3AeieHUsIX HHPOPMAUOHHBIX KapTouek. O.A.
3arnanvHa — cooOm@aer o0 UMEIOMIMXCA B OTHENEe HOBBIX pa3paboTkax MO  yIy4dIICHHIO
opraam3anuu  uHGOpManmonHbix TmporeccoB. [TOCTAHOBUIJIM: 1.1. OmoOputh OCHOBHBIC
HampaBlieHuss paboTel otaena. 1.2. PaspemuTts agMUHHCTPATUBHO-XO3SHCTBEHHOM CIy»)KOe
pHOOpeCTH s HyX 1 oTAena uHpopMaTu3aluu 3 KOMIbIOTEpa HEOOX0IMMON KOH(pUrypamuu. 2.
CJIYIIAJIN: M.C. Tutopenko — tekct noxiana npuiaraercs. BBICTYIIMIIN: ®.M. CemeHoB —
nojJepKUBaeT npeioxenue o BeiaBmkeHnH O.0. PakuBHEHKO Ha MPHUCBOEHUE MOYETHOTO 3BAaHUS
«3acmyxkeHHbI paOoTHUK KynbTypbl Poccuiickoit ®denepanum». W.H. JlyueHko — roBopur o
cepbe3Hblx 3aciayrax O.0. PakuBHEeHKO B Jiel€ pa3BUTHUA OTEUECTBEHHOW KYJIbTYPBHI.
IIOCTAHOBUJIN: 2.1. BeigBunyts O.O. PakMBHEHKO Ha INPUCBOECHHE €M IOYETHOTO 3BaHUSA
«3acykeHHbIH paboTHUK KyIbTyphl Poccuiickoit denepamum». [pencenarens A.B. JloOpoBckas.
Cexperaps JI.B. IlepoBa. B geno Ne 25-01. [lara.

Tema 5
(Komnerennus I1K (IT)-3, unaukatop 1K (I1)-3.2)

TeopeTnueckuii TMKTaHT

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
SI3BIKOM, UMEET YETKYIO CTPYKTYPY U JIOTUKY HU3JIOKEHHUS, TOUKA 3PEHUs CTyJeHTa 00OCHOBaHHA, B
paboTe MPUCYTCTBYIOT CCHUIKM Ha HOPMATHBHO-TIPaBOBBIE akThl. CTyIEeHT padoTe BBIIBUTACT
HOBBIC UJCH U TPAKTOBKH, IEMOHCTPUPYET CIIOCOOHOCTh aHAIU3UPOBATH MaTEpHUAIL.

OrneHka «XOpOII0» BBICTABISETCS, €CIM padoTa CTyJEeHTa HalKMCcaHa I'PaMOTHBIM 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 NPOJEMOHCTPUPOBANl CIIOCOOHOCTh K HAaydyHOMY aHaJINW3y, HE BbICKa3blBal B pabOTE CBOEro
MHEHUS, T0MYCTUI OIMIMOKH B TIOTHYECKOM 0OOCHOBAHHUU CBOETO OTBETA.

OIIGHKa «HCYOOBJICTBOPHUTCIBHO» BBICTABJIACTCA, €CJIW CTYACHT HE BBIIIOJHUWII 3aJaHUC, WU
BBITIOJTHIII €ro (popMalibHO, OTBETHJI HA 3a/IaHHBIM BOMPOC, MPU ITOM HE CChUIAJICS HAa MHEHUS
y‘-IéHI)IX, HC TPAKTOBAJI HOPMATUBHO-IIPABOBLIC AKThI, HC BBICKA3bIBaJI CBOCTO MHCHUS, HC IPOABUII
CHOCOOHOCTH K aHaNIM3y, TO €CTh B LIEJIOM 11eNb pedepara He TOCTUTHYTA.

Kpurtepun oneHKH TeOpeTHYeCKO KOHTPOJIBbHOH PadoThI

OHGHK& «OTJIIMYHO» BBICTABJIACTCA, €CJIM MMCbMCHHBIC OTBCTHI Ha BOIMPOCHI AaHbBI B ITIOJTHOM
o0beMEé M Ha BBICOKOM TEOPETHMYECKOM YpOBHE, M3JIO)KEHHE MaTepuaja JIOTHYHOE,
apryMEHTHPOBAHHOE, C ONIOPOH Ha MEPBOMCTOYHHUK.

OrneHka «XOpOII0» BBICTABIISIETCS, €CIM OTBETHI HA BOIIPOCHI COEPKAT HEMPUHIMITHAIIBHBIE
MOTPEIIHOCTH.

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

OneHka «HEYAOBIETBOPUTEIBHO» BBICTABIIAETCS, €CIM OTBETBl HE COOTBETCTBYIOT
nmapamMeTpaMm, HNPUBCACHHLBIM BbIIIC, WM CTYACHT OTKa3aJCA OT BBIIIOJIHCHUSA TGOpGTH‘IGCKOﬁ
KOHTPOJIbHOM paboTBhI.

Kpurepun onenkn rtecra

OrneHka «OTJIIMYHO» BBICTABIISIETCS, €CIU JIaHbl BEpHbIE OTBETHI Ha 85 % u OoJsiee BONPOCOB
TecTa.

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

OrneHka «yJOBJIETBOPUTEIILHO» BBICTABISETCS, €CIM JaHbl BEpHbIE OTBETHI Ha 56-70 %
BOIIPOCOB TECTA.

OrneHka «HEYJOBJIETBOPUTEIBHO» BBICTABIISAETCS, €CIIM JaHO MeHee 55 % BEpHBIX OTBETOB
Ha BOIPOCHI TeCTa.



Kpurepun oueHKu KOHTPOJIbHOMH PadoThl

OLIQHKa «OTJIMYHO» BBICTABJIACTCA, CCJIM JOKYMCHT COCTABJICH B ITOJIHOM OG’bGMG, YKa3aHbI
BCE HEOOXOMMbIE PEKBU3HUTHI, UX PACIOJIOKEHNUE COOTBETCTBYET TPEOOBAHUSIM.

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

OLIGHKa «YOOBJICTBOPHUTCIBLHO» BBICTaBJIACTCA, €CJIn B AOKYMCHTC AOMYIICHBI
MPUHIMITHATIBHBIE OIIMOKY, BBISBIICH HEBBICOKUN YPOBEHb BIIAJICHHUS MaTEPHAIIOM.

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

Kpurtepuu onieHKH TeOpeTHYeCKOro JMKTAHTA

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

OL[eHKa «XOopouo» BBICTABJISACTCA, €Clin OTBCThI CoACpKaT HCTIPUMHIHIINAJIbHBIC
MOTPEIIHOCTH.

OHGHKa «YAOOBJICTBOPUTCIBHO» BBICTABJIACTCA, C€CJIM B OTBCTAX ObLIHN JOIMYIICHBI
MPUHIUIHATIBHBIC OIIMOKY, BBISIBJIICH HEBBICOKUI YPOBEHbB BIIAJICHUS MAaTEPHAIIOM.

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

Kpurtepun ouneHku 3a1aHuii I TEKylero KOHTPOJIst

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

OHGHKa ((XOpOHIO» BBICTABJISACTCA, €CJIn OTBCTHI cozlepn(aT HerI/IHIII/IHI/IaJH)HI)Ie
MTOTPEUTHOCTH.

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

OneHKa «HEYJOBJIETBOPUTEIHLHO» BBICTABISACTCA, €CITU OTBEThl HE COOTBETCTBYIOT
rapameTpam, PYUBEICHHBIM BbIIIE, UM CTYAEHT OTKA3aJICsl OTBEYATh HA BOIPOCHI.

1.2 Cnucok BOnpocoB U (MJ1u) 3aJaHu ISl IPOBeeHUs MPOMEKYTOUHOI aTTecTauun
3ayer mo aucuuIuinHe «JloKyMeHTalMoOHHOe oOecneueHne OHM3Heca» IPOBOAUTCS B
yCTHOM (hopme 1o Ouieram.

BOl'[pOCI)I K 3a49€Ty

Komnemenyus I1K (11)-3, unouxamop IIK (I1)-3.3:

Hcropus pa3BUTHS 1EIONPOU3BO/ICTBA;

Ponb TOKyMEHTOB B JKU3HH YeJIOBEKa U 00IIeCTBa, B chepe npaBa U yIpaBJIeHHUs,
JIOKyMEHT U ero (pyHKIIHH;

HopmaruBHO-1ipaBoBast 6a3a COBPEMEHHOT'O JISIONPONU3BO/ICTBA;
YHaubuKays 1 cTaHIapTU3aLMs B AETOIPOU3BOJICTBE;
Kraccudukaius 1enoBoii J0KyMEHTAIH;

branku TOKYMEHTOB, MX XapaKTEPHCTHKA;

PeKBU3UTHI TOKYMEHTOB;

TpeOoBaHMsI K TEKCTY JOKyMEHTOB. DJIE€MEHTHI TEKCTA;
Komnemeﬁqu}z 11K (I1)-3, unouxamop IIK (11)-3.2:

WooNoa~WNE

10. IOpuaunueckas cuna TOKyMEHTOB;
11.  XapakTepHucThKa U COCTaB OPTaHU3aIMOHHBIX JOKYMEHTOB;
12. XapakTepHCTUKa U COCTaB PACHOPSAUTENbHBIX JOKYMEHTOB;

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 UCXOASAIMINUX TOKYMEHTOB;

31 KoHTpo:1b 32 cpokamMu HCIIOTHEHUS JJOKYMEHTOB;

32. 3akoHOAaTeNbHAs U HOPMAaTHBHAs OCHOBA XpaHEHUS JOKYMEHTOB;

33. Opranuzanus XpaHeHus /1] B 1€JI0NPOU3BOJICTBE;

34, Homenknarypa gen;

35. dopMuUpoBaHUE LT,

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

37. ApXHBHOE XpaHCHHE JJOKYMEHTOB;

38. OcHOBBI OpraHu3aluy AEIONPOU3BOACTBA (HOPMAaTHUBHAS perjaMeHTanusi paboThl,
OpraHHU3aIOHHAs CTPYKTYpa CIIYKObI ISITOIPOU3BOJICTBA | T.I1.)

39. TexHnudeckue cpeacTBa, UCMOIb3YEMBIE B JIEJIOIPOU3BO/ICTBE;

40. Hcnonb30BaHWe HOBBIX, COBPEMCHHBIX TEXHOJIOTHA B  JIOKYMCHTHPOBAHHH
NS TebHOCTH MPEATPUITHS;

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

42. ®D0oT0- ¥ KUHOJJOKYyMEHTUPOBaHHE: Ha3HAYE€HUE U 00J1aCTh TPUMEHEHHUS;

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. OdopmrneHre KOppeCoHICHIIUN IO BHEITHEAKOHOMUYECKON AeSITebHOCTH;

50. KoMIeroTepHbIe TEXHOJIOTHH B JICJIONIPOU3BOICTBE.

Kpurepun onieHKH yCTHOIO 0TBeTa

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

OneHka «XOpOIIO»  BBICTaBISIETCS, €CIM  OTBEThl  COJEp)KaT HENPUHIHUIHAIbHBIE
MIOTPEIIHOCTH.

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

OneHka «HEYOBJIETBOPUTEIBHO» BBICTABIIAETCS, €CIM OTBETBI HE COOTBETCTBYIOT
napaMmerpam, NPUBEACHHBIM BBILIE, UIIU 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
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BUJIET Ne 1

1. Homenknarypa ned.

2. Benenue TpyIOBBIX KHIDKEK.

3aB. kadenpoii ynpasieHus 1
[peIPUHUMATEIbCTBA

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




IMpuioxenne Ne2 k padoyeil mporpaMme I CIAININHbBI
«JlokyMeHTauMOHHOEe o0ecneuyeHue Ou3Heca»

MeToauueckue YKa3aHud QJI CTYACHTOB 110 OCBOCHHUIO TUCITUIIJINHBI

W3ydyeHne OUCHUIUIMHBI TPEOYyeT CUCTEMAaTHYECKOTrO M IOCJIEI0BATEIBHOIO HAKOIUICHUS
3HaHUi, Clel0BaTeIbHO, MPOIMYCKU OTAENbHBIX TEM HE MO3BOJSAIOT INTyOOKO OCBOUTH IpEaMeET.
[TosToMy HEOOXOAMMO MOCTOSIHHO OCYIIECTBJISATH KOHTPOJb HAJ CHCTEMaTHYecKoW paboTon
CTyAE€HTOB. B Hauane wu3y4YeHHs [AUCUUIUIMHBI CTYJEHTaM HEOOXOJUMO O3HAaKOMHUTHCA C
COJIepKAaHUEM Da3[eloB AMCLUIUIMHBL, C LEIIMU M 3aJadaMy Kypca, CBA3SMH C JPYTUMH
JUCLUIUIMHAMM, CHUCKOM OCHOBHOW M JOIOJHUTEJIBHOM JUTEpaTypbl, Ipa@UKoOM KOHCYJIbTalUH
IIPENnoaaBaTes.

UreHne NeKUUil NPEANnonaracT U3JI0KEHUE CTPYKTYPbl TEMBI U KPAaTKOIO COAEPIKAHMS €€
OCHOBHBIX BOIIPOCOB, B OCHOBHOM, CJIOXKHBIX JUIsl YCBOEHHS U (WJIM) UMEIOLIUX JUCKYCCHOHHBIN
xapakTep. JIEKIIMOHHBII Kypc, B OCHOBHOM, CTPOUTCS Ha OCHOBHBIX ITOJIOKEHUSIX B 00JIACTH OCHOB
JeTOTIPOU3BOCTBA, MPEICTABICHHBIX B HAYYHBIX TPYJaX POCCHHCKHX W 3apyOekHBIX YUYCHBIX,
UMEIOIIUXCS B HAJIMUUM B Oubimoreke YHuBepcurera, ObC U yHOMSHYTBIX B CIIMCKE OCHOBHOH U
JIOTIOJIHUTEBHON JUTEepaTyphl mnporpammbl. Ilocime neknuu cTyaeHThl oOpaiiaroTcsi K JTaHHBIM
UCTOYHUKAM Il 3aKpEIUICHUs 3HAHUM II0 PAaCCMOTPEHHBIM Ha JIEKLMU BollpocaM. B ciyuae
3aTpyAHEHUS HEOOXOIMMO OOpATHTHCS 3a KOHCYJIbTAlMEH K MPEro/JaBaTelli0 B COOTBETCTBHU C
YTBEP)KJICHHBIM Ipa)uKOM KOHCYJIbTALIUH.

Jlo odepenHOro NnpakTHYECKOro 3aHATHSA IO PEKOMEHIOBAHHBIM MCTOYHHMKAM CTYJIEHTaM
HE00X0UMO MpopadoTaTh TEOPETHUECKUI MaTepuan, COOTBETCTBYIOLMN TeMe 3aHsATusd. [lpu
MOJITOTOBKE K MPAKTHYECKHM 3aHATHUAM CJEIyeT HCIOJIb30BaTh HE TOJBKO JIEKIMH, y4EOHYIO
JUTEpaTypy, HO U HOPMATUBHO-IIPABOBbIE AKThl U KOMMEHTAapUU K HUM (JOCTYIl BO3MOXKEH uepes
caiiTel crnpaBoyHO-MHpOpMannoHHbIX cucteM Koncynerantllmroc, I'apant). Ha mpaktudeckom
3aHATUM CTYAEHTBHl JOJDKHBI TNPUHMMATh AKTUBHOE Yy4YaCTHE B OOCYXKJIEHHM I1OCTAaBICHHBIX
BOIIPOCOB, ¢ KOTOPBIMH HEOOXOAUMO O3HAKOMUTHCS 3apaHee.

CamocrosTenbHas paboTa CTYJEHTOB M0 TUCHMIUIMHE «/loKyMeHTalmoHHOe oOecredeHne
Ou3Heca» COCTOMT B 0Oojee TINATEJIBHOM H3Y4YEHUU IPEAJIOKEHHOTO IPENoAaBaTeIeM
TEOPETUYECKOr0 MaTepualia, JaHHOTO Ha JIeKIHUSIX Ha OCHOBE BBUIOKEHHBIX B cucteme Moodle
MIPE3EHTAMN U JONOJIHUTENIBHBIX UCTOYHUKOB, YKa3aHHBIX B CIIMCKE JIUTEpaTypsl. g mpoBepKH
KaueCcTBa U3y4YEHHs MaTepHUalla K OTACIIbHBIM TEMaM IIPELyCMOTPEHBI 3aJaHuUs ISl CAMOIIPOBEPKH.

3amaHust A1 CaMOCTOSITENIbHOM pPabOThl (OPMYJIUPYIOTCS Ha JIEKIUSAX U MPAKTHYECKUX
3aHATUSAX. B KauecTBe HUX JloMa CTyJEHTaM MpeAaraloTcs 3a/aHusl, aHAIOTHYHbIE Pa300paHHbBIM
Ha NPAKTUYECKHUX 3aHATHUAX. BIIOCIENCTBUM 3TH 3aJaHHs NP HAJIWYHUHA BOIPOCOB CO CTOPOHBI
CTYICHTOB pa30MparoTCcs Ha MOCIEAYIOIINX 3aHATUAX W/WIN 00CYyX/1aeTcs B yare.

[IpenogaBaTtens OLIEHWBAET HMHAMBHUIYaJIbHO pabOTy KaKIOro CTYyJIE€HTAa Ha OCHOBAaHUU
IIPOBEACHHBIX ONPOCOB, BLINOIHEHUS 3aJaHUI U IPOMEKYTOUHBIX KOHTPOJIBHBIX MEPOIIPUATHI.



