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1. IEPEYEHb IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUA 11(0)
AACHUIIJIMHE, COOTHECEHHBIX C IIJTAHUPYEMbBIMH PE3YJIbTATAMH
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. leab ocBoeHMST AUCHUIIJIUHBI

[lenpto OCBOEHUS IUCIHMILITUHBI SIBJISETCS (DOPMHUpPOBAHHWE Y OOYUYAIOMIUXCS CIEAYIONIUX
KOMIIETCHIINH:
Kopx xommereHmyu HaunmenoBanue KOMIICTCHIIUN

OK 2 Hcnonws30BaTh  COBpEeMEHHBIE  CIOCOOBI  TOMCKA,  aHaIHM3a W
UHTEprpeTanun UHOOpPMAUM W WHPOPMAIMOHHBIC TEXHOJOTUHU IS
penieHus 3a1a4 npo(ecCHOHATLHON ACSITEIBHOCTH.
OK9 [Tonp30oBatbes nMpodecCHOHABHON TOKYMEHTAIMEH Ha rOCy1apCTBEHHOM
Y MHOCTPAHHOM SI3bIKaX.

1.2. Ilnanupyembie pe3yJabTaThl 0CBOEHHS AU CUUIIMHBI

B pe3ynbraTe 0CBOEHUS NUCUUIUIMHBL O00YyYaroIIUICs TOJIKEH:

yMeTh:

—oopMIIATE  OpPraHU3alMOHHO-PACHOPSAIUTENbHBIE  JIOKYMEHTBI B COOTBETCTBHH  C
nercrByromuM ['OCTowm;

—OCYHIIECTBIISITh 00pa0OTKy BXOJSALINX, BHYTPEHHUX M UCXOJSIIUX IOKYMEHTOB, KOHTPOJb 3a
HX HCIIOJIHCHHUEM,;

—0o(opMIIATH JOKYMEHTHI JUIs TIepeiadll B apXUB OPTaHU3aIUH.
3HATD:

—TOHATHE JOKYMEHTA, €ro CBOICTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

—IpaBUiia COCTaBJICHHUS M O(OPMIICHUS OpPraHU3AIMOHHO-PACHOPAIUTENBHBIX JOKYMEHTOB
(manee - OPJI);

—CHCTEMY U THUIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO oOecrieueHus yrpaBiieHus (ganee -
A0Y);

—0COOCHHOCTH JIIONPOU3BOJCTBA MO OOpalleHUsM TpaxaaH U KOH(UIESHIIHAIBHOTO
JIeJI0NPOU3BO/ICTBA.

1.3. MecTo AMCHUILINHBIB CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

Hucnmmumba  «/lokyMeHTanmoHHOEe ~ OOecriedeHWe  yImpaBlIEHUs»  OTHOCHUTCS K
npodeccHoHaNIbHOMY  y4eOHOMY IMKIY  00mmenpodeccuoHalbHBIX  TUCHUIUIMH  OCHOBHOM
npodeCCHOHAILHON 00pa30BaTEIbHON TPOTPAMMBIL.



2. CTPYKTYPA U COAEP)KAHUE JUCIUITIJIMHBbI
2.1. O06béM yueOHON TUCITUTIIMHBIM BUABI YU€OHOH pabOThI

OO6mast TpyJ0EMKOCTh TUCIMIUIMHBI cocTaBisieT _36  yacoB. VX pacmpezneneHue 1Mo BHIAM
paboT MpeACTaBICHO B TaOIUIIE:

Bunbl yueOHBIX 3aHATUI U pabOTHI 00y4arOIIUXCst TpyaoeMkocTs, yac
OO0m1as TpyA0EMKOCTh JUCITUTLIHHBI 36
O06beM paboThl 00YUAOIIUXCSI BO B3AaMMOJICHCTBHH C 34/8
nperoJiaBaTeieM 1o BUJaM YUeOHBIX 3aHsATHIH (BCEro), B T.4.:
JICKITUU 18/4
nabopaTopHbIE pabOTHI -
NPAaKTUYECKHUE 3aHATHS 14/2
KYPCOBOE IMPOEKTUPOBAHUE (KOHCYJILTAIUN) -
CamocTtosrenbpHas paborta 2/28
KonTtposb (4acel Ha 3a4eT) 2/2
Koncyubranust nepes 5K3aMeHOM -
IIpomexyTouHast arrecTanus 3ayer




2.2. Coep:kaHue IMCHHUILIHHBI, CTPYKTYPHPOBAHHOE 110 TeMaM, 11 cryaenTros OUHOM ®OPMbI OBYUYEHUS

Komsr
KOMITETECHITH
i,
dbopmMHupoBaH
U0 KOTOPBIX
CrocoOCTBye
T 3JIEMEHT
HPOTPaMMBI

HaumenoBanue pasnenos, TeMm

Bupl yaeOHOM paboThI

Pabora BO

B3aMMOJIECTBUHU C

ImpernoaaBaTcicM

gac

bIe paboTHI,
[IpakTnyecku

Jlexum, yac
JIaboparopH

€ 3aHATHS,

qgac

CamMocTosTenbHas
pabora, yac

@OpMBI TEKYILETO KOHTPOJISA
(HauMeHOBaHUE OIIEHOYHOTO
CpeJICTBA)

5 cemecTp

OK 2,0K 9

Tema 1. JIoKyMeHT U cHCTeMbl JOKYMEHTAIIUH

ConeprkaHue TEMBbI:

1.3HaueHue U cofepxaHue TUCIUILINHBI «J{0KyMeHTallMOHHOE 0OecrieueHne
ynpasieHus». 2. I1oHATHE TEPMUHOB «IOKYMEHTY, «JOKYMEHTUPOBAHUEY,
«IJOKYMEHTALUOHHOE 00ECIIEYeHNE YIIPABICHUS.

3.YHudukanus u cTaHAapTU3aLUU YIPABICHYECKHX JTOKYMEHTOB.

N
Lhoeg
H

[Ipaxktrueckoe 3anstue Ne 1. JIOKyMEHT U CHCTEMBI JOKYMEHTALIMHU
Ogopmnenue 0CHOBHBIX PEKBU3UMOE OOKYMEHMO8 Ha (popmame A4.

CamocrosTenbHas paboTa o0yJyaroumxcs

N3ydyeHne peKkOMEHI0BaHHOU JIUTEPATYypbl U MOATOTOBKA K YCTHOMY OIIPOCY:
[TonsTne:

«BUJ] YIPABJIEHYECKOTO JOKYMEHTa», €ro CBA3b ¢ QYHKUUSIMHU YIPABICHHUS.
OyHKIUU

YIIPaBJIEHYECKOTO JOKYMEHTA: yIpaBiieHuYecKas; QyHKIMS XpaHEHUs CBEICHU,
JIOCTOBEPHOCTH KOTOPBIX 3aBEPEHA; HAY4HAs; IPABOBAs; COL[MAIbHAS; KYIbTypHAas;
nHpOpMalMOHHAs; KOMMYHHMKaTHBHas. Kitaccudukanus yrnpaBieHIeCKUX
JIOKYMEHTOB T10

COJIEpKaHuIO (TI0 BUJaM JIEATENbHOCTH ): OPraHNU3alllOHHbIE, PACTIOPSAAUTEIbHBIE,
MH(pOPMaLMOHHO-CIIPABOYHBIE.

N3yueHne peKkOMEHI0BaHHOM JINTEPATYypPBI, JIEKIUN U IOATOTOBKA K JUCKYCCUU 110
TeMaM

Jlexnui

TectupoBanue 1o Teme
BrinonHeHne npakTu4ecKux
3aJaHuN

OK 2,0K9

Tema 2. Opranu3anoHHO-PaACOPSIANTENbHbIE TOKYMEHTbI

4/1

TectupoBaHue 1Mo TeEMe




Konsr Bupl yueOHOI paboThI

KOMITETEHIIH Pabota Bo

H, B3aUMOIEUCTBUU C | &

dbopMupoBaH IIpenoaaBaTeiemM E § DOPMBI TEKYIIEro KOHTPOIA

HIO KOTOPBIX HanmMeHOBaHME pa3iesioB, TeM o |z« |5 . | E & | (maumenosanue onenouroro

croco0cTBye 5 §~ g 3 E S & cpericTBa)

T DJIEMEHT =RNERE g% S 8%
IIPOrpamMMBl % % S A = 3 A §
= 54 g
ConeprxaHue TeMBbI: BrImonmHeHne MpakTHYeCKUX
1. OpranuzanuoHHbIE JOKYMEHTBI — YCTaB, YUpEAUTEIbHBIE JOTOBOD, 3a/laHui
MIOJIOKCHUE, MHCTPYKIHS 2. PactiopsauTenbHble JOKYMEHThI — TIPHUKa3,
pacrnopsbkeHue, ykazaHue, IOCTaHOBJICHHE, PelIeHuUE.
3.CrpaBovHO-MH(POPMAIIMOHHEIC JOKYMEHTHI: CITy>KeOHAasI 3aIiCKa,
O00BSICHUTENbHAS 3aIlMCKa, aKT, MPOTOKOJ, CIIPAaBKa, CIy>KEOHBIE MIChMA.
[IpakTuueckoe 3anarue Ne 2. OpraHu3aliiOHHO-PacHOPSAUTEIbHbIE JOKYMEHTHI 2/2
[IpakTuueckoe 3aganue: coctaBienue [lonoxxeHus o CTpyKTypHOM
10/Ipa3JIeIeHUN
CamocrosrenbHas paboTa 00y4aronmxcs -14
H3yuenue pekomeH008aHHOU TUmepamypsbl U 1eKyuil no meme 2, H0020moeKa K
NPAKMuUYecKomy 3a0anuio
IIpaxmuueckoe 3a0anue: Paspabomxka wabnona u cmpykmypel mexcma
Op2aHU3aYUOHHO-
pAcnopsaoumenbHo20 OOKYMEeHmMA 8 JIeKMPOHHOM GUOe.

OK 2,0K9 Tema 3. KagpoBasi jokyMeHTanus TectupoBaHue o Teme
ConepxaHue TEMBI: 3/1 BrinosiHeHNE MPaKTUYECKHUX
1.lokyMeHTHpOBaHKE TPYAOBBIX MpaBooTHOIIEHHUH. CocTaB M 0COOEHHOCTH 3a/laHui
oopMIIeHHST JOKYMEHTOB I10 INYHOMY COCTaBY.
2.KomruiekroBanue JIMYHOTO Jena. Aproduorpadus. Pestome. 3asBienue o
npueme Ha padory. [Ipukassl Mo TMYHOMY COCTAaBY.

[Ipaktuueckoe 3anstue Ne 3KaapoBas nokymeHTanus 2
IIpakmuueckoe 3a0anue: Cocmasnenue 1uyHoU Kapmouxu hopmot 12

CamocrosiTenpHas paboTa 00yJaronuxcst -14
H3yuenue pexomenodosanHot numepamypul u 1exyuti no meme 3. Iloocomoska




Konapr
KOMITCTCHIIH
i,
dbopmupoBan
HI0 KOTOPBIX
CIOCOOCTBYE
T 9JIEMEHT

IIPOrpamMMBl

HaumenoBanue pasnenos, Tem

Bupl yueOHOI paboThI

Pabora BO

B3aUMOJICVICTBHH C

MpernoaaBaTCiicM

qac

bI€ paboOTHI,
IIpakTnyeckn

Jlekiuu, yac
JIabopatopH

€ 3aHATHS,

qac

CamMocTosTeIbHAS
paborta, yac

npakmu4ecKkomy 3a0aHUI0

®opMBI TEKyIIETO KOHTPOJIS
(HauMEeHOBaHUE OIICHOYHOTO
CpeJ/ICTBA)

OK 2, OK9

Tema 4./10roBOpHO-TIPABOBasi JOKYMEHTAI U

ConeprxaHue TeMBbI:

1.ITonsiTust toroBopa. Buabl 10roBopos.

2.IlpaBuna opopmIIeHHS IPETEH3UOHHBIX THceM. DOpMyYJIsip HICKOBOTO 3asiBICHUS,
TpeOOBaHUs K €ro 0(OpMIICHUIO

2/1

[IpakTuueckoe 3ansatue Ne 4/[oroBopHo-ipaBoBasi JOKYMEHTAIUs
IIpakmuyeckoe 3adanue: Cocmasnenue paziuyHuix U008 002080p08,
npemeH3UOHHbIX NUCeM

CamocrodTenbHas paboTa 00yJaloUIUXCs: U3yUeHUe peKOMEHOOBAHHOU
aumepamypul u nekyui no meme 4. Iloocomoska k npakmuyeckomy 3a0aHuio

TectupoBaHue 1o TeMe
BrinosiHeHUE TPaKTUYECKHUX
3aJIaHUN

OK 2,0K 9

Tema S. IlonsiTHE JOKYMEHT0000pPOTA, pErUCTPALMS JOKYMECHTOB
ConepxaHue TEMBI:

1.CoctaB u y4yer o0beMa JOKYMEHTO000poTa mpeanpusaTiii. Opranusanus padoTsl
C BXOJAILEH, UCXOAIIEN U BHYTPEHHEW TOKYMEHTalUEn

2. ba3bl JaHHBIX JJIs XpaHeHUs ToKyMeHToB. Pabora ¢ 3arpocamu. PaboTta ¢
AIEKTPOHHBIMU JTOKYMEHTAMH.

[TpakTruyeckoe 3anstue Ne 5 [ToHsTHE TOKyMEHTOOOOPOTA, PErUCTPALUS
JIOKYMEHTOB

IIpakmuyeckoe 3adanue: CocmasneHue u 3anoiHeHue Qopmol HCypHAIa
peaucmpayuu

BXOOAUUX OOKYMEHMOB, UCXOOAWUX OOKYMEHMO8 U (POPMY HCYPHANA
peaucmpayuu

menegonocpamm (Unmepakmusnas ghopma).

CamocrosTenbHas paboTa 00y4aronmxcs

TectupoBanue 1o Teme
BrinosiHeHNE MPaKTUYECKHUX
3aJITaHUN




Konapr
KOMITCTCHIIH
i,
dbopmupoBan
HI0 KOTOPBIX
CIOCOOCTBYE
T 9JIEMEHT

IIPOrpamMMBl

HaumenoBanue pasnenos, Tem

Bupl yueOHOI paboThI

Pabora BO

B3aUMOJICVICTBHH C

MpernoaaBaTCiicM

qac

bI€ paboOTHI,
IIpakTnyeckn

Jlekiuu, yac
JIabopatopH

€ 3aHATHS,

qac

CamMocTosTeIbHAS
paborta, yac

H3yuenue pekomeH008aHHOU TUmepamypsl u J1eKyuil no meme 35, N0020MosKa K
NPAKMUYECKOMY 3a0aAHUI0 U YCIHOMY ONPOCY.

®opmbI TEKyIIET0 KOHTPOJIS
(HauMEeHOBaHUE OIICHOYHOTO
CpelcTBa)

OK 2,0K 9

Tema 6.0Opranusanus onepaTuBHOrO U APXMBHOI0 XPAHEHHUS JOKYMEHTOB
CopepxaHue TEMBI:

1.Homenknarypa nen. UnauBuayanbHble, CBOAHBIE, IPUMEPHBIE U TUIIOBBIE
HOMEHKJIATypBhI €Il

2.IloaroToBKa u MOPSIOK Nepeadu Jel B apXuB. 3aKOHO1aTEIbHbIE aKThl U
HOPMAaTUBHO-METOIUYECKUE JOKYMEHTBI 110 apXUBHOMY XPaHEHHIO JOKYMEHTOB.

[IpakTuueckoe 3anstue Ne 6

VYcrHblif onpoc: CuctemMaTu3ays U XpaHeHHne YIPaBIeHYECKUX JOKYMEHTOB
ITpakTrueckoe 3aganne: CocTaBIeHUE 3ar0JIOBKOB A€ ISl CHCTEMAaTH3aIUH
JOKYMEHTOB B

aena.

CamocrosTenbHas paboTa 00y4aronmxcs

N3yunthb, ncnonb3ys peKOMEHOBaHHYIO IUTepaTypy Temsl: [IpaBuna
IpPyNIHUPOBKU

JOKYMEHTOB JieJa 10 BUAaM U XpoHoJjoruu. [1oarotToBka 10KyMEHTOB K
apXUBHOMY

XpaHEHUI0. DKCIepTH3a [IEHHOCTH T0KYMEHTOB.

IloAroToBKa K yCTHOMY OIIPOCY U IPAKTUYECKOMY 3a/1aHUIO

1/4

TecTtupoBanue 1o Teme
BrinonHeHne npakTu4ecKux
3a1aHUI

OK 2,0K 9

Tema 7. Opranuszanusi padoTbICKOH(PUIAEHIUAIBHBIMHA JOKYMEHTAMU
ConeprxaHue TeMBbI:

1.be3omacHOCTh 1IEeHHBIX HHPOPMAITMOHHBIX PECYPCOB.

2. llennas undpopmanus MKOH(UICHINATbHBIE JOKYMEHTHL. [loHsTHE
KOH(UIECHIIMAIBHOTO TOKYMEHTA.

TectupoBaHue 1Mo TeMe
Brimonnenune MPAKTUYCCKUX
3aJaHui




Bupl yueOHOI paboThI

Konapr
KOMITETEHIIH Pabota Bo
H, B3aUMOIEUCTBUU C | &
dbopmupoBan IperoiaBaTeaeM E § DOPMBI TEKYIIEro KOHTPOIA
HIO KOTOPBIX HanmMeHOBaHME pa3iesioB, TeM o |z« |5 . | E & | (maumenosanue onenouroro
croco0cTBye 5 §~ g 3 E S & cpericTBa)
T 3JIEMEHT =RNERE g% S 8%
IIPOrpamMMBl % % S D'% g 7 §
= 54 g
3. OCHOBHBIEHOPMATUBHBIE JOKYMEHTBI, PETIaMEHTUPYIOIIKE paboTy C
KOH(UIEHIINATIbHON
nHpOpMaIHen.
4. Tlopsiiok paboTsl ¢ KOH(GUAESHIUAIBHBIMU TOKYMEHTAMH.
[Ipaktnyeckoe 3aHatue Ne7 Opranuzamusi paboThl ¢ KOH(OUACHIUAIEHBIMU 2
JOKYMEHTaMHU
IIpaxmuueckoe 3a0anue: cocmaenenue Ilepeuns 0okymenmos, komopbwie He
mo2ym
COCMAaBIAMb KOMMEPUECKYI0 MAUHy yUpercOeHus
CamocrosrenbHas paboTa 00y4aronmxcs 1/4
H3yuenue pexomenoosanHot iumepamypul u nexyuti no meme 7 Iloocomoska x
NPAKMU4ecKomy 3a0aHuio.
HUTOI'O3a 5 cemectp | 18/4 14/2 | 2/28




10

2.3. @opMbI U KPUTEPHUH TEKYLIEro KOHTPOJISA yCIeBaeMOCTH (TEXHOJOrnYecKasi KapTa JJsl CTYyJeHTOB 04HOi (hopMBbI 00yUeHHs )

@DopMBbI TEKYIIETO KOHTPOJIS

KomnuectBo

KommnuectBo 0aswioB 3a 1

Makc. B0O3M. KOJI-BO

KOHTPOJIBHBIX TOUYCK KOHTP.TOYKY OayioB
TecTupoBaHue M0 TeMaM JIEKIIMOHHBIX 3aHATHI 7 5 35
BrimonHenune npaktudeckux 3ananuiino remam: 1,23, 5-7 6 10 60
BrlinonHeHHE TpaKTHYECKUX 3aaHui 110 TemMaMm: 4 1 5 5
Htoro no qucuuIuinge 100 6amoB

2.4. lllkana oueHKHU Pe3yJIbTATOB OCBOCHHS IMCIUIJIHMHDBI, CGOPMUPOBAHHOCTH Pe3yJabTATOB 00yUeHUsl

®opma npoBeIeHUS VYcnoBus gomycka

[[Txanbl OLIEHKW YPOBHS

IPOMEKYTOUHOM c(hOpMHUPOBAHHOCTH PE3yNIbTATOB [Ikana oleHKH YPOBHS OCBOSHUS AUCIUIIINHBI
aTTecTauuu 00yudeHus
YpoBHeBas 100 6anpHas 100 6anpHas S-0ayuibHas 1IKaja, HenuddepeHuupo
IKajia OLIEHKU mrkana, % mkana, % muddepeHImpoBaHHAS BaHHasl OIlEHKa
KOMITETEHIINI OlIeHKa/0an
3auer (10 pe3yJbTaTaMm JIOMTYCKAOTCS BCE JIONTOPOTOBBIN HIKe 61 HIKe 61 «HEYJOBJICTBOPUTEITHLHOY / 2 HE 3a4TEHO
HAKOIUTEIBHOTO CTYAECHTBI MOPOTOBBIN 61-85,9 61-69,9 «yIOBJIETBOPUTENHHO» / 3 3a4TEHO
perTuHra win B popme 70-85,9 «xoporoy / 4 3a4TE€HO
KOMIBIOTEPHOTO TTOBBIIICHHBIN 86-100 86-100 «OTIIMIHOY / 5 3a4TEHO
TECTUPOBAHUS)




3.METOJUYECKHUE YKA3AHUS JJI51 OBYYAIOUUXCSIIIO OCBOEHUIO
JUCIHATLITAHBI

3.1. OOmme ™MeTOAMYECKHE PEKOMEHJANUHM MO OCBOEHUIO JIUCHHUILIMHBI,
o0pa3oBaTejibHbIE TEXHOJIOTHHU

JlucuuruiiHa — peanu3yercss  MOCPEACTBOM — MPOBEACHUS  KOHTAaKTHOW  paboThl ¢
oOyyaromuMucs (BKJIIOYas MIPOBEACHUE TEKYLIEro KOHTPOJIS yCIIEBA€MOCTH), CAMOCTOSTEIbHON
paboThI 0O0yJaIOLINXCS M TPOMEKYTOUHOM aTTeCTaIUH.

KoHTtakTHas pabora MOXeT ObITh ayJUTOPHOM, BHEAYJUTOPHOM, a TakXkKe IPOBOAUTHCS B
AJICKTPOHHOU MH(OpMaMOHHO-00pa3oBaTeIbHOM cpene yauBepcuteTa (nanee - 9MOC).B cinyuae
MPOBEICHUSI YaCTH KOHTAKTHOM paborbl mo mucuummmae B OUOC (B COOTBETCTBUH C
pacricaHueM y4YeOHBIX 3aHSATHH), TPYJOEMKOCTh KOHTakTHOW padora B DHMOC skBUBajIeHTHA
ayTUTOpHOMU paboTe.

[Ipu npoBepeHuu y4eOHBIX 3aHATUH IO JUCLHUIUIMHE OOECIIEYMBAETCSl Pa3BUTHE Y
00yJaroImuxcss HaBBIKOB KOMAHIHOW pPa0OThI, MEXJIMYHOCTHOM KOMMYHHUKAIMH, TPUHITHS
pelIeHH, JIUAEePCKUX KadyecTB (BKJIIOYas IPOBEIACHHUE HHTEPAKTUBHBIX JIEKLUH, TPYMIIOBBIX
JUCKYCCUM, pOJIEBBIX MWIp, TPEHUHIOB, aHaJIM3 CUTyalUUd M HMMHUTALHUOHHBIX MOJENEH,
IIperolaBaHie AUCLHUILUIMHBI B (hOpMe Kypca, COCTABICHHOTO Ha OCHOBE PE3yJbTATOB HAy4YHBIX
UCCIIEIOBaHUM, TPOBOJMMBIX YHUBEPCUTETOM, B TOM YHUCJIE€ C YYETOM pPErHOHaIbHBIX
ocoOeHHOCTeH  NpoQecCHOHaNbHOM  JESITENbHOCTH  BBITYCKHUKOB U MOTpeOHOCTEH
paboTonarerneii).

[lpenonaBanve  TUCHMIUIMHBI ~ BEIETCS C  IPUMEHEHHEM  CIEAYIOUIMX  BHJOB
00pa3oBaTeNbHBIX TEXHOJIOTHIA:

-0aNIbHO-PEUMUH208as MEeXHON02US OYEHUBANHUSL

- 91eKMpoHHOE 00yueHue;

- pazbop KOHKpemHbIX CUmMyayuti,

Jlis oueHKU 3HAHWM, YMEHUM, HaBBIKOB U YPOBHS C()OPMHUPOBAHHOCTH KOMIIETEHILIUU I10
JUCLUIUIMHE TpPUMEHseTCsl OauIbHO-pEHTHHIOBas CUCTeMa KOHTPOJS M OLEHKU YCIEBAaeMOCTH
CTYJEHTOB. B 0CHOBY 0ayuIbHO-PEUTHHIOBOM CHCTEMBI MOJIOKEHBI PUHIUIIBL, B COOTBETCTBUU C
KOTOPBIMH (POPMHUPOBAHUE PEUTHHIA CTYJEHTAa OCYIIECTBISETCS B XOAE TEKYLIEro KOHTPOJI
ycrieBaeMocTi. MakcumalibHOE KoJIm4ecTBo OamioB B cemectpe — 100.

[To mToram Tekymie ycrneBaeMOCTH CTYJIEHTY MOXeT ObIThb BBICTABJICHA OIEHKa II0
MIPOMEXYTOUHOM aTTecTalluu B COOTBETCTBUU 3a HaOpaHHBIMH 3a cemecTp Oamnamu.CTyneHTam,
HaOpaBIIUM B XO0Ji¢ TEKYIIEro KOHTPOJ ycrneBaeMocTu no aucuuruinHe oT 61 1o 100 6aminoB u
BBITIOJTHUBIIMM BCE 00s3aTENIbHBIE BUJABI 3alJIAHUPOBAHHBIX YYEOHBIX 3aHATHUN, MO PEIICHUIO
npernojiaBaTenss 0e3 MPOXOXKIEHHs TMPOMEXYTOYHON aTTecTallud BBICTABISAETCS OIICHKAa B
COOTBETCTBHUH CO IIKAJION OLEHKU PE3yIbTaTOB OCBOCHHUS JUCIUIINHBL.

Pesynprar 0OyueHust cuutaercss c(OpMUPOBAHHBIM (IIOBBIIIEHHBIH YPOBEHB), €CIIU
TEOPETUYECKOE CO/EPKAHUE Kypca OCBOEHO IOJIHOCTHIO; IIPU YCTHBIX COOECETOBAHUAX CTYIEHT
HCUEpIIbIBAOINE, TOCIEI0BATENbHO, YETKO M JIOTHYECKH CTPOMHO M3JIaraeT yuyeOHbI marepua;
CBOOO/IHO CIpaBisieTCsl C 3aJayaMy, BONPOCAMM W JPYTUMHU BHUAAMH 3aJlaHUM, TpeOyrommx
IIPUMEHEHHUSI 3HAaHUM, UCIIOJIB3YET B OTBETE JOMOJHUTEIBHBIN MaTepHall; BCe IPEIyCMOTPEHHbIE
paboueil yuyeOHOW mporpaMMoi 3aJaHUsl BBINOJIHEHBI B COOTBETCTBUU C YCTAaHOBJICHHBIMU
TpeOOBaHUSAMH, CTYACHT CIIOCOOCH aHAJIM3UPOBaTh IOJyUYEHHBIE PpE3yJIbTaThl; MPOSBISAET
CaMOCTOSITENIbHOCTh TPU BBIMIOJIHEHUU 3aJaHUM, Ka4eCTBO WX BBHINOJHEHHS OLIEHEHO YHCIOM
6amoB or 86 1o 100, YTO COOTBETCTBYET IMOBBIIIEHHOMY YpPOBHIO C(HOPMUPOBAHHOCTU
pe3yabTaTOB OOyUCHHS.

Pesynbrar o0OyueHust cumraercss C(HOPMUPOBAHHBIM (IIOPOTOBBIM ypOBEHB), €CIH
TEOPETUYECKOE CO/IepKaHHE Kypca OCBOEHO MOJHOCTHIO; IPU YCTHBIX COOECETOBAaHUSAX CTYIIEHT
MOCJIeI0BAaTENbHO, YeTKO M JIOTMYECKH CTPOMHO M3NaraeT y4eOHBI MaTepuall; CIpaBiseTcs ¢
3aJladyaMM, BONPOCAMU M JIPYTMMU BUAAMM 3aJaHUl, TpeOyroluX MPUMEHEHUs 3HaHUM; Bce
IpeJyCMOTpEeHHbIe palboueil yd4eOHOM NporpaMMoi 3aJaHHsl BBIIOJIHEHBI B COOTBETCTBUHU C
YCTAHOBJICHHBIMH TPEOOBAaHUSAMH, CTYAEHT CIIOCOOEH aHAIM3MPOBATH MOJIyUYEHHBIE PE3YJIbTATHI;
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HPOSIBIISIET CAMOCTOSITETIBHOCTD NPH BBIIOIHEHUN 3aJaHNi, Ka4eCTBO MX BBIMOJIHCHUS OIICHEHO
gyucaoM OamtoB or 61 no 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(POPMUPOBAHHOCTH
pe3yIbTaTOB OOYUCHHS.

Pesynbrar oOyueHust cuuTaercs HeC(HOPMHUPOBAHHBIM, €CIH CTYACHT INPH BBINOJIHEHUH
3a7aHuil HE JAEMOHCTPHPYET 3HAaHWMH y4eOHOro MaTrepHaia, JOMyCKaeT OMMOKU, HEYBEPEHHO, C
OONBIIMMH 3aTPYAHEHUSMHU BBIMIOJHSCT 3a/JaHUsl, HE JIEMOHCTPHPYET HEOOXOAMMBIX yMEHH,
Ka4eCTBO BBINOJHEHHBIX 33/IaHUH HE COOTBETCTBYET YCTAHOBJIEHHBIM TPEOOBAHUSIM, KAUeCTBO MX
BBITIOJIHEHUS OIICHEHO YHCIIOM 0aiioB HUXKE 61, 4TO COOTBETCTBYET IOIIOPOrOBOMY YPOBHIO.

3.2. MeTonuueckue yka3zaHus 110 CaMOCTOATEIIbHON paboTe 00ydarommxcs

CamocrosTenbHas paboTra 0o0ecneunBaeT IMOATOTOBKY OOYYarolIerocs K ayAHTOPHBIM
3aHATUSM M MEPONPUITUSIM TEKYIEro KOHTPOJS U MPOMEKYTOUHOM aTTECTalluM MO M3y4yaeMou
IUCUUIUIAHE. Pe3ynbpTaThl 3TOM MOATOTOBKU MPOSBISIIOTCS B AKTUBHOCTH OOYyYaroIIerocs Ha
3aHATUSX M B KayeCTBE BBIMOJHEHHBIX MNPAKTHUUECKHX 3aJaHUM M JIpyrux (opM TeKyIIero
KOHTPOJISL.

[Ipu BBINONHEHUHU 3alaHUM IJI1 CaMOCTOSTEIbHONH paboThl PEKOMEHIyeTCs MpopadoTKa
MaTepUaloB JIEKIUHA MO KaXJAOW NPONMIAECHHOM TeMe, a TaKXKe H3Yy4EHUE PEKOMEHIyeMOU
TUTepaTyphl, pencTaBieHHon B Paznene 4.

B mpormecce camocTosITeTbHONH PadOTHI MPH HM3YYEHUH JAUCHUIUIMHBI CTYACHTHI MOTYT
HCIOJIb30BaTh B CIIEIUATN3UPOBAHHBIX ayAUTOPUSIX IS CAMOCTOATEIHLHONU paObOThl KOMITBIOTEPHI,
o0ecreynBamIEeMy JOCTYI K MPOTpaMMHOMY OO€CIEUeHUI0, HEOOXOAMMOMY MJsl HM3Y4YCHHUS
TUCHUIUIMHBI, a Takke JOCTylm 4Yepe3 HWH(GOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHYIO CETh
«IHTEepHET» K AJIEKTPOHHOU HHPOPMAIIMOHHO-00pa3oBareinpHo cpene yauBepcuteTa (ONOC) u
aneKkTpoHHOU Oubnuoteunoi cucreme (OBC), rie B 371€KTPOHHOM BHUE PACIOaratoTcsl yueOHbIe
1 y4eOHO-METOAMYECKIE MAaTEPUAIIbI, KOTOPBIE MOTYT OBITh HCIOJIb30BAHbI JIJISI CAMOCTOSITEIIHHOM
paboThI IPHU U3YYCHUH TUCITUILINHBL.

st oOydarommxcst o 3a04HOU (hopMe OOYYCHHSI CaMOCTOSTENbHAs padoTa SBISCTCS
OCHOBHBIM BHJIOM Y4eOHOI1 1eATEIbHOCTH.

4. YYEBHO-METOJUYECKOE M HWH®OPMAILIMOHHOE OBECHEYEHUE
JUCHMUIINHBI

4.1. IlepeyeHb OCHOBHOI M [IONOJHHUTEJbHOH y4eOHOH JHUTepaTypbl, HeOOXOAMMOMH
JJIS1 OCBOCHHS M CHUILTHHBI

OcHoBHasi JIuTEpaTypa:

1. beixoBa, T. A.JlokymeHTaIlmoHHOE oOecreueHre yrpaBieHus (JAeTOMPOU3BOICTBO) :
yue0.mmocobue uisi CTYACHTOB cpel. mpod. obpa3oBaHus 1o crnenuaibHOcTIM  38.02.01
"OxoHomuka U Oyx. yuer (mo orpacisam)”, 38.02.02 "Crpaxos. aeno (mo orpacisim)", 38.02.03
"Onepan. npesrenpHocTh B Joructuke", 38.02.04 "Kommeprus (mo otpacisam)”, 38.02.05
"ToBapoBefeHHEe M SKcrepTu3a kadectBa mnotped. ToBapo", 38.02.06 "dunaucer", 38.02.07
"Bank. neno" / T. A. beikoBa, T. B. Ky3nernona, JI. B. Cankuna ; mox pea. T. B. Ky3Hemnosoii. - 2-
e u3a., nepepad. u jgom. - JlokymeHnt Bookread2. - Mocka : UH®PA-M, 2021. - 304 c. -
(Cpennee npodeccuonanbHoe odpasoBanue). - [Ipun. - URL: https://znanium.ru/read?id=360476
(mata obpamenus: 18.01.2024). - Pexum joctyna: Jjis aBTopu3. mosib3oBateneid. - ISBN 978-5-
16-106774-1.-TeKkCT 31eKTPOHHBIM.

2. OCHOBBI JIETONMPOU3BOJCTBA : yueb.mocobue A BY30B IO HANPABIECHHUIO IOATOT.
38.03.01 "Oxonomuka" (kBanupuxanus (creneHs) "Oakamasp") / A. M. Acamumes, U. U.
Muponosa, E. A. Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucnp. u joi. - JJokymenr read. - Mockga :
NH®PA-M, 2024. - 146 c. - (Briciee o6pa3oBanue - bakanaspuar). - [Ipum. Bomp. K 3K3aMeHy. -
Kpart.tepmunon. cinos. - URL: https://znanium.ru/read?1d=432875 (mara obpamenus: 29.01.2024).
- Pexxum moctyma: mmst aBropums. momb3oBateneit. - ISBN 978-5-16-111891-7. - Tekcr
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3JIEKTPOHHBIN.
JonoHuTeILHAS JJUTEpaTypa:

1.UnesxoB, M. HoBbie npaBuna nenoBoit nepenucku / M. Wnbsixos, JI. CapeiueBa. - Mocksa :
Anbrimna Ilabmumep, 2023. - 237 c. - ISBN 978-5-9614-8293-5 : 182-04. - Tekcr :
HEIMOCPEICTBEHHBIM.

2.nbsaxos, M.IIumm, coxpamaii : Kak co3maBath cuibHbBINA TekeT / M. WMbsaxos, JI. CapeiueBa. -
3-e¢ u3n. - Mocksa : Anerinaa [TaGmumep, 2018. - 439 c. : un. - ISBN 978-5-9614-6526-6 : 220-
52. - Tekcr : HEMOCPEICTBEHHBIH.

3.Ky3unenos,1.H. [lenonpousBojactBo : yueb.-cipas. nocodoue / M. H. Ky3nenos. - 12-¢ usn.,
nepepad. - Jlokyment Bookread2. - Mocksa : JlamkoB u K, 2023. - 406 c. - CinoB. OCHOB.
TEPMHHOB W COKp. - llpmn.: OOpa3ibsl OCHOBHBIX BHUAOB JOKyMeHTaruu; OtpaciieBbie
KBIM(DUKAIIMOHHBIE XapPAaKTEPUCTUKU OHKHOCTEH paOOTHUKOB, 3aHSTHIX Ha MPEANpPUATHAX, B
YUPESKICHUSIX U OpraHu3anusax; PekoMeHIanuu 1o MCIoIb30BaHHUIO MTPH HATMCAHUH JTOKYMEHTOB
OTJENbHBIX Hauboliee YacTo YMOTPeONSIeMbIX CIOB M YCTOMYMBBIX ciioBocoderanuid. - URL:
https://znantum.ru/read?1d=431507 (mata oOpamenus: 26.12.2023). - Pexum npocrtyma: mis
aBTopm3. mosib3oBaTene. - ISBN 978-5-394-05261-3. - TekcT : 37eKTPOHHBIMN.

HopMaTHBHO-TIpaBOBbI€ AKThI:
1. ®enepanbubiii 3akoH oT 22.10.2004 N 125-®3 «O06 apxuBHOM jene B Poccuiickoit
denepauuny //
«Poccwuiickas razera», N 237, 27.10.2004
2. @enepanbublii 3akoH or 27.07.2006 N 149-03 «O06 wunbopmanmu, HHPOPMAITUOHHBIX
TEXHOJIOTUAX U 0 3amuTe nHopMarumn» // «Poccuiickas razeray», N 165, 29.07.2006
3. IlocranoBnenue [IpaButenscta PO ot 15.06.2009 N 477 «O6 yrBepxnenuu [Ipasun
JEONPOM3BOICTBA B (De/iepalibHBIX OpraHax UCIOMHUTEIbHON BracTuy»// «Poccuiickas razeray, N
113, 24.06.2009
4. ITpuka3 MunkynabTypsl Poccun ot 25.08.2010 N 558 «O06 yrBepxxaeHun «llepeuHs TUIIOBBIX
YIIPaBIEHYECKUX apXUBHBIX JJOKYMEHTOB, 00Pa3yIONIMXCS B MPOIECCEe ACATEINbHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOT'O CAMOYIIPABIIECHHSI X OPTaHU3AIM, C yKa3aHUEM
cpokoB xpaneHus» (3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380) // «bronneTens
HOPMAaTHBHBIX aKTOB (eiepajIbHBIX OpraHoOB HCTIONHUTENbHON BiacThy, N 38, 19.09.2011
5. Ilpukas Pocapxusa ot 23.12.2009 N 76 «O0 yrBepxkneHNr METOIMUECKUX PEKOMEHIAIHI 10
pa3paboTKe MHCTPYKIMH IO JEIONpPOU3BOACTBY B (hefepalibHbIX OpraHax HCIOJHUTEIbHON
BiacTu»//
CIIC KoncynbranT Ilmoc
6. «['OCT P 7.0.97-2016. HammonameHbiii craHmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB MO HH(popMaM, OMOIMOTEYHOMY W H3AaTeNbcKOMy Jeny. OpraHu3alMOHHO-
pacropsauTeIbHast
nokymeHTanus. TpeboBanus k opopmiieHuto 10KkyMeHToB» (yTB. [Iprukasom Poccrannapra ot
08.12.2016 N 2004-ct) // CIIC KoncynbranT Ilimtoc
7. OK 011-93. Obmiepoccuiickuii KitaccCupUKaToOp yrnpaBleHYeCKOH JOKYMEHTALUN
8. (ytB. [ToctanoBnenuem ['occranmapra Poccun ot 30.12.1993 N 299)// IlepBoHauanbHBIN TEKCT
nokyMeHTa onyonukoBad B u3nanun M., UTIK U3narensctBo cranaaptos, 1995
9. «OcHoBuble [IpaBmia pabOTBI apXWBOB oOpraHu3amuii» (0g00peHsl pemreHneM Kosureruu
Pocapxusa ot 06.02.2002)// CIIC KoncynbranT [lroc
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Ilepuoauyeckue u3aaHus:

1. XKypnan Poccuiickoro npasa [OnekTpoHHbIN pecypc]. — MockBa: Hopma. - Jloctyn Ha caiite
BbCZnanium.comURL.: https://znanium.com/catalog/magazines/issues?ref=edccd7c0-239e-11e4-
99c¢7-90b11c31de4c Pexum moctymna: Mo momucKe

2. I'paxnanuH 1 ipaBo [DnekTpoHHbIA pecypc]. — MockBa: HoBas mpaBoBasi KyiabTypa, —octyn
nacaiite DBC «IPR-books» URL: http://www.iprbookshop.ru/19063.html Pexxum mocryma: mo
MOJINKCKE

3. IIpaBo u skoHOMHKA [DnekTpoHHBIN pecype]|. — Mocksa: KOctunmadopm, - Jloctyn Ha caiite
DObC«Ians» URL: https://e.lanbook.com/journal/2263#journal_name. Pexum mocTyma: 110
MOJINUCKE

4. [IpobGneMbl S5KOHOMUKH M IOPUIMYECKON MPAKTUKU [DIeKTpoHHBIA pecypc]. — Mocksa: HOp-
BAK,loctyn Ha caiite DBC «Jlaus» URL: https://e.lanbook.com/journal/2121#journal _name.
PexxumpocTyna: mo noamnucke

5. KOpunnueckass Hayka u mnpaktuka: BectHuk Hwukeroponckoit akamemun MBJ[ Poccun
[DnexktpoHHblil pecypc]. — Hwxuuii Hosropop :Hwkerop. axaa. M-BaBHyrpeH. nen Poc.
®denepanuu, Hoctyn Ha camte 9BC «JIauby URL:
https://e.lanbook.com/journal/2581#journal_name. Pexxum gocTyma: mo moamucKke

4.2. TIpojeccuonajibHblie 0a3bl JAHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI,
HHTEePHeT-pecypchl

1. Koncynberautllntoc [DnextponHsiii pecypc]: CrnpaBouHas mpaBoBas cHcTeMa. - Pexum
nocryma: http://www.consultant.ru/.

2. DnexTpoHHas OubnHoTeuHas cucreMa [IOBOIKCKOTrO TOCYJapCTBEHHOTO YHHBEpPCUTETA
cepBuca [ DaeKTpoHHBIH pecypc]. — Pexum noctyma:http://elib.tolgas.ru./ - 3ari. ¢ skpana.

3. DnexkTpoHHO-OMOIMOTEYHass cucTeMa Znanium.com [DIeKTpoHHBIA pecypc]. - Pexum
noctyna:http://znanium.com/. — 3ari. ¢ sxpaHa.

4. DnexTpoHHO-OMOMMoTEeyHas cucreMa «M3marenscTBO Jlanb» [DnekrponHbIl pecypce]. -
Pexum noctyna: https://e.lanbook.com/. — 3ari. ¢ skpana.

5. Hayunas snektponnas 6ubianoreka eLIBRARY.RU [DnektponHnslii pecypc]. - Pexum
nocrymna: http://elibrary.ru/defaultx.asp. - 3aru ¢ skpana.

4.3. IlporpammHoe obecneyeHue

HNudopmanmonHoe obecreueHneydeOHOromnpoecca mo JUCHUIUIMHE OCYIIECTBISETCS C
HCI0JIb30BaHNEMCIIETYIOIIETONPOrpaMMHOI000€ecieyeHusl  (JIMEH3MOHHOT0 U CBOOOJIHO
pacrpoCcTpaHsIeMOro), B TOM YHCIJI€ OT€YECTBEHHOIO IPOU3BO/ICTBA:

Ne HanmenoBanue VYcenoBus nocryna

n/n

1 MicrosoftWindows U3 BHYTPEHHEH CeTH YHHBEpCHUTETA (JTMIICH3MOHHBIH
JIOTOBOP)

2 MicrosoftOffice U3 BHYTPCHHEH CETH YHHBEPCUTETA (JTMIIEH3UOHHBIH
JIOTOBOP)

3 KoncynsrantlInroc U3 BHYTPEHHEH CeTH yHUBEpCcUTEeTa (JTUIEH3MOHHBII
JIOTOBOP)

4 CA0 MOODLE 13 10001 TOUKH, B KOTOPOM UMEETCs TOCTYI K CETH

WuTepHeT (JIMIIEH3UOHHBIN 10TOBOP)



http://www.ecorussia.info/ru
http://znanium.com/
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5. OMMCAHUE MATEPHUAJIBHO-TEXHUYECKOW BA3bl, HEOBXOINMOM
JJIs1 OCYIMECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLECCA ITO JUCIAITJIMHE

CrenranabHbIe TTOMEIIEHUST TPEICTABISIOT COO00W y4eOHBIC ayIUTOPUU IS MPOBEICHUS
3aHATUH BCEX BHIOB, NPEAYCMOTPEHHBIX O0OpPa30BaTENLHONW MPOrpaMMON, B TOM YHCIC
TPYNNOBBIX ¥ WHAWBHIYaTbHBIX KOHCYJIBTAIMH, TEKYIIET0 KOHTPOJS H TPOMEKYTOUHOU
aTTeCTAlllU, a TAK)Ke MOMEIICHHS JII CAMOCTOSITEIbHONH paboThl, MACTEPCKUE W J1abOpaTopuH,
OCHAIICHHBIE 00O0pYyJOBaHHEM, TEXHUYECKUMHU CpEICTBAMU OOy4YeHUST H MaTepUalaMH,
YUUTHIBAIOIIMMHU TPEOOBAHMS MEXKTyHAPOIHBIX CTAHIAPTOB.

3aHATUS JICKIMOHHOTO THUIMA.Y4eOHbIE ayJAUTOPUU ISl 3aHATUH JIGKIIMOHHOTO THUIIA
YKOMILUIEKTOBAaHbI MEOENbI0 ¥ TEXHUYCCKUMHU CPEICTBAMHU OOYy4YEHUS, CIYXKAIUMH IS
NpeiCTaBlIeHUs  y4eOHON  wH(OpManuu  (CTalMOHApHBIE WJIM  TEPEHOCHBIE  HaOOpPHI
JEMOHCTPAIIMOHHOTO  000pymoBaHusl  (MPOCKTOP, JKpaH, KOMIBIOTEP/HOYTOYK), y4eOHO-
HarJsiIHbIe TocoOust (NIpPEe3CHTAIllMM 0 TeMaM JISKIUH), OOEeCIeYHBAIOIIUE TEMATUYCCKHE
WJUTIOCTPAIK, COOTBETCTBYIOIIHNE JAHHON MTPOrpaMMe TUCIUTLITHHBL.

3aHsATUS CeMUHApCKOTo Tuma. s MpoBeACHUs NPAaKTUYECKUX 3aHITUH MCIIOJIb3YeTCs
yaeOHasi ayJuTOpHs, YKOMIUICKTOBAaHHAs MEOCIbI0 M TEXHUYCCKUMH CpEICTBaMHU OOYYCHUS,
CIY)KAIllUMHU  JUIsI TIPEJCTABICHHUS Yy4eOHOW WHGpopManuu (CTaliOHAPHBIC WM IEPCHOCHBIC
Ha0OPBI JEMOHCTPAIMOHHOTO 000pYA0BaHUS (TIPOSKTOP, IKPAH, KOMITBLIOTEP/HOYTOYK).

[Mlpomexxyrounass arrecranus. s mpoBeNeHHS NPOMEKYTOYHOM AaTTECTAlMU IO
JTUCIUILINHE HMCIIONB3YIOTCS KOMIBIOTEPHBIE KJIACCHI, OCHAIICHHBIE KOMITBIOTCPHOW TEXHUKOU C
BO3MOJYKHOCTBIO TOJKJIIOYEHUSI K ceTd VHTepHeT M 00ecledYeHUuEeM JIOCTyIa B DIIEKTPOHHYIO
nH()OPMAIMOHHO-00pa30BaTEILHYIO  CpPey  YHUBEPCHTETa W/WIM  Y4eOHBIE  ayIUTOPHH,
YKOMIUICKTOBAaHHBIE MEOECIBIO0 U TEXHUYSCKHUMHU CPEACTBAMU O0YUYCHUSI.

CamoctosTenpHas pabota. I[loMemieHust it CaMOCTOSATEIBHOW pabOThI OCHAIICHBI
KOMITBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJAKIIIOUCHHS K ceTH «HTEepeHeT» H JOCTYIOM K
AJIEKTPOHHONW HMH(POPMALIMOHHO-00pa30BaTENbHON cpene yHuBepcutera. s opraHuzanuu
CaMOCTOSITEIILHOW Pa0OThI 00YUYAIOIIUXCSI UCIIOIB3YHOTCS:

KOMITBIOTEPHBIC KJIAaCCHl YHUBEPCUTETA;

Ooubnuoreka (Meauaszan), HMeEmOIIas MecTa i OOydYaromIUXCs, OCHAIlICHHBIE
KOMITBIOTEPAMH CIIOCTYTIOM K 0a3aM JaHHBIX U ceTH VIHTepHeT.

DneKTpoHHAas uH(GOPMAITMOHHO-00pa3oBaTeNnbHas cpena YHUBEpPCUTETA
(BNOC).KaxapriioOyuaronuicsiBTe4eHUEBCEroNnepruo1a00yueHns100ecreYeHUHANBH 1yalIbHBIMHE
OTPaHMYEHHBIM  JOCTYIIOM K  DJJIGKTPOHHOM  HH(OPMAIIMOHHO-00pa30BaTeNbHOU  Cpelne
yauBepcutera (DUOC)http://sdo.tolgas.ru/u3 nr000#t TOYKH, B KOTOPOW HMEETCS IOCTYI K
WH(POPMAIIMOHHO-TEJICKOMMYHUKAITMOHHOM ceTH "MHTepHeT", Kak Ha TePPUTOPHH YHUBEPCUTETA,
TaK U BHE €e.

6. OCOBEHHOCTHU OPIrAHM3ALIMMU OBYYEHHUA A JIAI C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMMU 31O0POBbA 1 UHBAJIMOB

IIpu HeoOXxoauMocTu paboyas mporpamMma AMCHUIUIMHBI MOXKET OBITh aJanTHpOBaHA IS
oOecniedyeHns 00pa3oBaTeIbHOrO MPOIecca NHBAIUAOB U JIUI C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMHU
3JI0pOBbsl, B TOM 4YHCIE Ui AMCTAHIMOHHOrO oO0ydeHus. [y sToro Tpebyercst 3asBiieHHE
CTYJEeHTa (ero 3aKOHHOTO MPEJCTaBUTENA) U 3aKIIOYEHHE ICHXO0JIOr0-MeANKO-TeAarornyeckoiu
komuccuu (IIMIIK).

B cnydae HeoOXoaMMOCTH, OOyd4aromuMcs U3 YHCJIA JIMI C OTrPaHUYCHHBIMH
BO3MOKHOCTSIMH  3/I0pOBbsl (IIO 3asBJICHMIO OOy4alomierocs) a Ui HWHBAJIWAOB TaKXkKe B
COOTBETCTBUM C MHAMBHAYaJIbHOIN NporpaMMoi peaOdWIMTaluu MHBAIUIA, MOTYT Mpeasararbes
CIIEAYIOIIME BapHaHThl BOCHPHUATHA YueOHOM HH(OpPMAIMM C y4eTOM HUX HHIAMBHIYaTbHBIX
NcuXxo(U3NUecKUX OCOOEHHOCTEH, B TOM YHCIIE C MPUMEHEHUEM JIJIEKTPOHHOIO OOY4YEeHUs U
JMCTAHIIMOHHBIX TEXHOJOTHIA:

- 17151 JIMII C HApYLIEHUSIMU 3pEHUs: B eyaTHOW (opme yBeTH4YeHHbIM pudTom; B hopme
AJIEKTPOHHOTO JOKyMEHTa; B (¢opMme aynuodaiina (mepeBoa yueOHBIX MaTepHalioOB B
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aynmuodopmar); B mnedaTHOM (opme Ha s3blke bpaiinsd; MHIUBUIyanbHbIE KOHCYJIbTAllUU C
MpHUBJICYCHUEM TU(IOCYPIOTIEPEBOAUNKA; UHIUBUAYATbHBIC 3aJaHHS M KOHCYJbTAIUH.

- JUTs1 JIUL C HApYILIEHUSIMU ClIyXa: B Me4aTHOU (opme; B (popMe 3JeKTPOHHOTO IOKYMEHTA;
BHUJICOMATEPHAIIBI  C CyOTUTpaMH; WHAMBHIyaJlbHbIC KOHCYIbTAIMH C MPHBICYCHUECM
CYp/AONEPEeBOIUNKA; MHIMBUyaIbHbIE 3aJaHUSI M KOHCYJIbTAIUU.

- JUIS JIAI C HapyIICHWSIMH OIOPHO-JBHTaTEILHOTO amnmapara: B IMe4yaTHod (opme; B
dbopMe DBJIEKTPOHHOTO JOKyMeHTa; B ¢opme ayauodaiiina, WHAUBUAYAIbHbIE 3aJaHUA H
KOHCYJIbTAIINH.

/. OHEHOYHBIE MATEPHAJIbI (®OHJ OHLEHOYHBIX CPEIACTB) IJIsI
TEKYILIEIT'O KOHTPOJIA YCIIEBAEMOCTHUH IMPOMEXYTOYHOU
ATTECTALIUA

7.1. TunoBble KOHTPOJIbHbIEC 3aJaHMsl WM HMHbIE MaTepuaJbl, HeOOXOAUMBbIE IJIsl
OLEHKH 3HAHUN, yYMEeHUl, HABHIKOB M (MJIM) ONBITA B XO0J€ TeKYyIllero KOHTPOJISA
ycreBaeMoCTH

Tunosble 3aaHNsI K IPAKTUYECKUM (CEMUHAPCKUM) 3aHATHIM

1. CocraBpTe npukas «O miane Mmeponpusituii MuHucTepcTBa 3apaBooxpaHenust Poccuiickoit
Qenepani M0 peanu3alu [ 'eHepanbHOrO  COTJIALICHUS  MEXIy  OOLIEepPOCCUUCKUMU
Oo0BeIMHEHUSMHA  TIPO(COIO30B, OOIMIEPOCCHHCKMMH  OOBEAMHECHUSMU paboTomarenei u
[IpaButensctBoM  Poccuiickoii  ®enepaunu  Ha  2018-2020  roas»  MuHmHcTEepcTBa
3npaBooxpaHeHus Poccuiickont Penepanuu «BO HMCIOJHEHHE» pacnopsbkeHus lIpaBurenbcrBa
Poccuiickoit @enepanuu no peanuszanuu ['eHeparbHOrO COTJAMICHUS MEXKIY OOUIEPOCCHICKUMU
O0BETMHEHUSMHA  TPO(PCOIO30B,  OOIIEPOCCUUCKMMU  OOBCAMHECHUSMH  padoTomareie u
[IpaButensctBoM Poccuiickoit @eneparnuu Ha 2018-2020 roasl. Heo6xoaumo yTBepAHUTH ILIAH
MepornpuaTuii  MuHucrepcTBa 3apaBooxpaHeHusi Poccuiickoin Penepanuu 10  peanu3alnudu
COTJIAIIeHMS, a TAKXKE TUPEKTOpaM JenapTaMeHTOB MUHHUCTEPCTBA 3APaBOOXPAHECHUS
Poccuiickoit @enepanuu o0ecrieunTh BBINOIHEHNE TUIaHa MEPONIPUSITUIA B YCTAaHOBJIEHHBIE CPOKH.
KoHTponb 3a McnonHEeHUEM MpuKa3a BO3JIOXKUTh HA 3aMECTUTENS MUHHCTpPA 3APaBOOXPAHEHHS
P®. Ilommucan mnpuka3 MuHUCTpOM MuHucrepcrBa 3apaBooxpaHeHus P®. Henocraroniue
PEKBU3UTHI (J1aTa, HOMEP U T.J. IPUIYMATh CAMOCTOSTENBHO).

2. Odopmure OOBICHUTENBHYIO 3alUCKy HadajJbHHKA IOPUAMYECKOrO OTAeda YIpaBieHHs
COLIMAJIbHOW TOJUTUKM HAa UMs 3aMECTUTelNd HaudalbHHKaA YmpaieHus. FOpuanueckuil oTaen B
COOTBETCTBUM C NPHUKAa30M HavajdbHMKa YmpasieHus oT 14.10.2018 Ne 122 nomkeH Obua
MPEIOCTaBUTh B OTHEN KaJpOB MPOEKT rpaduka OTHYCKOB COTPYAHMKOB otaena Ha 2019 r.
22.11.2018, Ho He mpencraBuil. I'paduk ObLT MOATOTOBIEH U COIJIACOBAH B YKAa3aHHBIM CPOK, HO
HE MpPEJCTaBIE€H B OTAENT KaJpoB H3-3a OOJIE3HM CEKpeTaps IOpPUIUYECKOro otxaena. Bcee
HEJO0CTAIOUINE TaHHBIE IPUIYMATh CAMOCTOSTENBHO.

3. Odopmure CpouHyrO TelerpaMMmy, B TEKCT€ KOTOPOH OT HMMEHM 3aBelyrolero kadeapoi
COLIMAJILHOTO TpaBa MPOCUTE Mpencenarens paloOHHOrO CyJa MOATBEPAUTHh y4acTHE B HAyYHOM
¢dopyme. Bece Hepocrarome fannble (apec, MMEHa, 1aThl U T.J.) IPUIYMaTh CAMOCTOSITENBHO.

4. Odopmute TenedoHorpammy, B TEKCTE€ KOTOPOH MpenojaBaTeiad YHUBEPCUTETa MPUTIIAIIal0TCs
Ha coBemanne Meronuueckum — ynpasiaeHueM.  OcCTalbHBIE  PEKBU3HMTHI  NPUIyMaTh

CaMOCTOATCIIbHO (I[aTLI, nepeaaBuicro, MpUuHABIICTO U T.I[.).

5. CocTaBUTh 3arojIOBKH JIeN JUIsl CUCTEMaTH3allii JOKYMEHTOB B Jiefia (€70 U €ro CTPYKTYpy
CTYJEHT MPUAYMBIBAET CAMOCTOSITENILHO).

6. CocTaBuTh NepevyeHb JOKYMEHTOB, KOTOPbIE HE MOTYT COCTABIISITh KOMMEPUECKYIO TallHy
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YHuBepcurera.

7. CocraBbTe aKT Ha cJady Jell OBIBIIUM HSKOHOMHUCTOM Typpupmbl «Bokpyr cBera»
BHOBBHA3HAYCHHOMY CIICIIUATUCTY. AKT COCTaBJISIETCS C y4acTHEM MeHemkepa pupmbl U Ha
OCHOBaHUU TpHKa3a AUpeKTopa. B akTe HE0OXOAMMO yka3aTh KOJMYECTBO MEpelaBaeMbIX
JOKYMEHTOB, MoK, YTOYHWUTb, YTO BCE JOKYMEHTBI COOTBETCTBYIOT YCTaHOBJIEHHBIM
dbopMaM U HaxomATCAd B XOpolleM cocTosHUH. llepeyeHb HEOOXOMUMBIX MPHIOKEHUN
yKakuTe camoctosaTenbHo. Crenaiite ananu3 oOpaslia akTa U COCTaBbTE aKT Ha CHUCAHUU
MaTepUaIbHbIX [ICHHOCTEH.

8.CocTaBbTe0KHOCTHYIOMHCTPYKIIMIOMEHE KEPATIOTYPU3MY, BKITFOUHBCIISAYIOIIIUEPA3IeTT
BI:

—  OOIIMENOJIOKEHNS;

— 3ajaunuyHKINY;

— TIpaBa;

—  OTBETCTBEHHOCTb;
B3aMMOOTHOIIIEHHS,CBSI3H

9. IlepeuncinTeBceJOKYMEHTHINOIMYHOMYCOCTaBy.CoCTaBbTe:
— Bapuanrl.Pestome.
— Bapuanrt2.Xapakrepucruka.
— Bapuanrt3.ABTOOHOTrpadUs.
— Bapuanrt4.JInunaskaprouka.
— Bapuant5.TpynoBaskHuKKa.
— Bapuanr6.3asBinenueo npuemMeHapadory.
— Bapuant7.3asB1eHne00yBOIbHEHUH.
— Bapuant8.3asBnenueo nepeBoaeBapyroMoTaen.
— Bapuant9.Ilprka3 oHa3HaYeHUMHAIOIKHOCTbD.
— Bapuanr10.Ilpruka3o00yBobHEHHH.
10. CocTaBbpTEAEIIOBOEINCHEMO:
— Bapuant1.ConpoBoauTenbHOETUCHMO.
— Bapuanrt2.I'apaHTHIHOENNCHMO.
— Bapuanr3.1lucemMo-HannoMHHaHNKE.
— Bapuanrt4.MH}opMaimoHHOETUCHMO.
— Bapwnanr5.PexitamHoenucemo.
— Bapuant6.Ilucsmo-nipurnaienue.
— Bapwmanr7.ITucemo-3amnpoc.
— Bapuant8.IlucbmMo-oTBeTHapeKIamMaltio.
— Bapuant9.Ilucsmo-u3BenieHue.
— Bapuanrl0.IluceMo-pexiiamanus.
11. CocTaBbTEJOKYMEHT:
— Bapuanrl./loknanHas 3anucka.
— Bapuant2.AkT.
— Bapunanr3.Tenerpamma.
— Bapuanrt4.Teneponorpamma.
— Bapuanr5.Cropaska.
— Bapuanrt6.CBojka.
— Bapuant7.00bscHUTENbHAsI3AIICKA.
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TunoBble TECTOBbIE 3aJaHus
Tema 1. I[OKyMeHT U CUCTEMBbI JOKYMEHTAIIUHU

1. HaiiTe onpeaeneHue T0KyMEHTa:

a) MaTepUaIbHbI 00BEKT ¢ MHGOpMaIuel, 3apUKCUPOBAHHOM CO3TaHHBIM YEJIOBEKOM CIIOCOOOM,
i €€ Tiepeiadur BO BPEMEHHU U TIPOCTPAHCTBE

0) COBOKYITHOCTh PEKBU3UTOB O(PHUITHATHHOTO MHChMa

B) CTaHJIaPTHOE PACIOJIOKEHHUE MaTepraia

') TEKCT

2. Kaxkas ¢pyHKIUS OTHOCUTCS K OOUIMM (DYHKIIMSM JOKYMEHTA!
a) OOIICKYJIbTYpHAs

0) napopmMauoHHas

B) IIpaBOBas

I') yIOpPs104MBarOIIast

3. JIoKyMEeHTaIlMOHHOE 00ECIICUeHHE YIIPABIECHUS — JTO:

a) IPOIIECC YCTAaHOBJICHUS ¥ IPUMEHEHHUS TIPABHJI C LEJIBIO YIIOPSI0YCHHUS JICSITEIBHOCTH B
JIeTIOTIPON3BOCTBE

0) JeATEIILHOCTD ariapara yrpaBieHHsI, 0XBaThIBAIOIIAsl BOIPOCHI JOKYMEHTHPOBAHUS U
OpraHu3anuu padoThl C JOKYMEHTAMH

B) COBOKYITHOCTh JIOKYMEHTOB, IPUMEHSIEMBIX B ONPEICIICHHON cdepe NesITeTbHOCTH

') COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJIICHHBIX B COOTBETCTBUU C (POPMYIISIPOM JTOKYMEHTA

4. UnTepBan — 310

a) pabouee 1ose

0) cnyxxeOHOe moJie

B) MOJIOXEHHUE Ta0yasTopa

T') PacCTOSTHUE MEKy OCHOBAHHUSIMH CMEXHBIX CTPOK

5. HazoBuTe 1Ba OCHOBHBIX (popmara, Ha KOTOPBIX 0OPMIISIOTCS JOKYMEHTBI
a) A 5 (148x210 mm); A 3 (297x420 mm)
0) A4 (210x297 mm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mm)
r) A 3 (297x420 mm); A 4 (210x297 mm)

Tema 2. OpraHn3aunonﬂo-pacnopﬂ)mTeﬂbele AOKYMECHTBI

1. Ecnm pacniopsauTenbHas 4acTh TEKCTa HAUMHAETCS CIIOBAMU “00sI3bIBAI0”’, TO 3TO
a) mpuKa3

0) 3asBIIEHUE

B) pacnopsKeHHe

I') yKa3aHue

2. Ecnm pacniopsiauTenbHas 4acTh TEKCTAa HAUMHAETCS CIIOBAMH TIPEUIAarar’”’, TO 3TO
a) mpuKa3

0) pactiopspKeHHe

B) MHCTPYKLUS

I') yKa3aHue

3. NHdopManimoHHO-CIPaBOYHBII TOKYMEHT, COCTABIISIOLIUICS TPYIION U1 s
MOJITBEPKICHUS YCTAHOBJIEHHBIX (DAKTOB — 3TO
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a) TOKJIaJHAas 3armrcKa

0) aKT

B) ITPOTOKOJI

') 0OBSICHUTEIbHAS 3aMICKa

Tema 3. KaapoBasi fJoKyMeHTaUHsA

1.OxapakTepusyiTe ¢ TOUKH 3pECHUS TPUHAJICIKHOCTU K PEKBU3UTAM CIICIYIOIINA (PparMeHT:
CornacoBano IOpuct nuunas noanucek M.K. Bacumok 10.11.2015

a) ajpec

0) pe3oonus

B) BH3a

) TpU} yTBEpKIACHUSL

2.B kakoM majiexxe yKa3blBaloT JOJDKHOCTH JIUIA, KOTOPOMY aJIpeCOBaH JOKYMEHT:
a) B umenurenrHOM

0) B narensHOM

B) B ponurensHom

r) B BunuTenrHom

3. CocTaBlieHHEM KaKHX JOKYMEHTOB COIPOBOXKIAETCA MPUEM Ha paboTy?
a) pe3roMme;

0) TPyZI0BOI KOHTPAKT;

B) IIpUKa3 O MpHeMe Ha padoTy;

I') aHKeTa;

1) CITy>)KeOHas 3aIllucKa O TIepeBojie pabOTHHUKA HA IPYTYIO TOJKHOCTb

4. Kto moanuceiBaeT MepBYyI0 CTPAHUILY TPYJOBOH KHUKKU?
a) JIMI0, OTBETCTBEHHOE 32 UX BBIJAYY;

6) caMm pabOTHHUK.

B) PYKOBOJHUTEIb OpraHU3aIINH;

I') IOPHCT;

5. Ykaxure, 9T0 SBISIETCSI OCHOBAaHUEM JIJIsl COCTABIICHHS TIPUKa3a O preMe Ha padoTy?
a) 3asBJICHHUE;

0) aBToOHOTpadus;

B) aHKeETa;

T') XapaKTepUCTHKA.

Tema 4. J/loroBopHO-nipaBoBasi JOKyMeHTALHUS

1. Kakue popMbl U31105KEHHS UCTIONB3YIOT B MUChMax?
a) OT MEPBOTO JIMIa MHOKECTBEHHOT'O YHCIIA;

0) OT MepBOro JMIa eIMHCTBEHHOTO YHCIIa;

B) OT TPETHETO JIHIIA €AUHCTBEHHOT'O YHCIIA;

I') OT BTOPOTO JINLIa €AMHCTBEHHOT'O YnCiIa

2. Kakue ¢popmarel Oymaru J0MyCTHMBI JUIsl HATUCAHUS JICJIOBBIX THCEM?
a) A4;
0) AS;
B) A3;
r) A6.

3. Haiite onpenenenue Gpopmyispa-oopasma:
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a) COBOKYITHOCTbh PEKBH3UTOB JIEJIOBOTO MHChMa

0) COBOKYITHOCTb PACIOJI0KEHHBIX B ONPECICHHOM MOCIeA0BATEIbHOCTH PEKBU3UTOB,
MPUCYIIUX BCEM JTOKYMEHTaM ONpPEICICHHON CUCTEMbI IOKyMEHTALUN

B) COBOKYITHOCTb PEKBHU3HUTOB IIPUKa3a

') COBOKYITHOCTh PEKBU3UTOB aKTa

4. Ha3zoBuTE PEKBHU3UT, HE BXOIAMINN B (hOpMYJIsAp ycTaBa
a) Ha3BaHME OpraHu3aluu

0) HauMEHOBaHNE MUHUCTEPCTBA WA BEJJOMCTBA

B) HAMEHOBaHUE BUJIa IOKYMEHTa

r) agpecar

Tema 5. IlonsiTHE JOKYMEHT0000pPOTA, perucTpPanys J0OKYMEHTOB

1. 1okyMeHTOOOO0POT — 3TO:

a) JIBmykeHHe JOKYMEHTOB B OPraHM3aIlli ¢ MOMEHTA MMOJYYEeHUS WA CO3JaHuUs 10 3aBEPIICHUS
HCIIOJIHCHUS, OTHHPABKH aApCCaTy HUJIM HAIIPaBJICHHUU HAa XPaHCHUC B J1€JI10

0) JIBmKeHHEe TOKYMEHTOB MKy OpraHU3aIMsIMU

B) J[BHKE€HUE JOKYMEHTOB MEXAYy OpraHU3aliell 1 opraHaMy rocy1apCTBEHHON BJIACTH

2. KakoBa ocHOBHas 3a/1a4a JOKYMEHTOO0OpOTa!
a) OBICTPOTA B IBUKCHHUU JOKYMECHTOB

0) MaKCHUMHU3aLHUs JOKYMEHTOIIOTOKA

B) MPSIMOTOYHOCTH B JIBUKCHUH JIOKYMEHTOB

3. C kakoii 1enpro HeoOX0AUMO BECTH YYET JIOKyMEHT0000poTa?

a) IJIs OTIpEICIICHUS 3arpy3KH MOIPa3IeIeHUH, OTICIbHBIX PAOOTHUKOB U OPTraHU3aIUU B IIETIOM.
0) /17151 TOBBIICHUS/ TIOHKCHHS 3apa00THOM TUIAThI OT/ICIbHBIM PA0OTHUKAM B 3aBHCUMOCTH OT
3arpy3ku paboToM ¢ JOKYMEHTaMHU;

B) JUIs OMpeeTeHns He00X0AUMOTro KOJIMYEeCTBAa KaHIITOBAPOB;

T) Ul CTaTUCTHUKWY;

4.YTo npenamnoiaraeT KOHIEMIIUs 3JIEKTPOHHOTO oduca?

a) BCECTOPOHHIOI0 aBTOMATH3AIUI0 CUCTEMBI IOKYMEHTO000POTA.
0) aBTOMAaTHU3AIMIO MPOIIEcCca CO3aHUS JOKYMEHTOB;

B) aBTOMAaTHU3AIIMIO Mpoiiecca NHHOPMAITMOHHOTO OOMEHa;

') aBTOMATHU3AIMIO MpoIiecca 00paboTKH TOKYMEHTOB;

Tema 6.0praﬂn3aunﬂ OMMEPATUBHOIO U APXUBHOTI'0 XPAHCHUA TOKYMECHTOB

1. B HOMEHKJIaTypy JIeJ1 BKIIOYAIOTCS:
a) BCe Jiea OpraHu3aluy, KYPHAJIbl PErUCTPALMH, CIPABOYHBIE KAPTOTEKH
0) Bce BXOAsIIUE, UCXOAIINE U BHYTPEHHHUE TOKYMEHTHI OpraHU3aIiu
B) Jiesia M JOKYMEHTHI OpraHu3aliu, KOTOphle OTHOCATCS K paboTe ¢ KajJipaMH B OpraHu3alul

2. Kakoe 13 HIKe PUBEICHHBIX YTBEPKICHUH SIBISETCS BEPHBIM:
a) Homenkmarypa men paspabaTbiBaeTCss TIOCIE CO3JIAHHUS OpPTaHM3allMd W JCHUCTBYET
0eccpouHo
0) Homenkmatypa nmenm paspabaThIBaeTCs TIOCJIE CO3JAaHUS OPTaHW3allud H  E€XKETrOgHO
nepeyTBepKIaeTCs
B) HomenknaTypa nen pazpabaTbsiBaeTCst TIOCIE CO3JaHUs OPTaHU3AINN U TIEPEyTBEPIKIACTCS
OJIMH Pa3 B MSITh JIET

3. Yto BKIIO4abeT B ceOs OIHOE 0opMIICHHE Jena:
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a) Ileperuter nema

6) Hymepauus nucros

B) CocraBiieHue JIMCT-3aBepUTENs

r) Omnucanue T0KyMEHTOB, XpaHSILIUXCS B J€JIe
n) OdopmieHue peKBU3UTOB OOJIOKKH J1ej1a

Tema 7. Opranusanusi padoTbl ¢ KOHPUAEHINAILHBIMHA TOKYMEHTAMM

1. Kakue JOKyMEHTBI MPU3HAIOTCS KOHGUACHINATbHBIMU B IPEAIPUHUMATEIBCKUX CTPYKTYpax?
a) coJlepiKallue CBe/IeHus, KOTOpbIe UX COOCTBEHHUK B COOTBETCTBUU C JICHCTBYIOIIUM
3aKOHOAATEIHLCTBOM MMEET MPAaBO OTHECTH K KOMMEPYECKOM TalHe.

0) cojaepxkalye CBEACHUS O pe3yabTaTax padoThl MPEANPUITHs (OpraHU3aIUH );

B) CO3/1aBaeMbIe 10 JII00OMY BOIIPOCY MPOU3BOJICTBEHHO-XO035HCTBEHHON I€ATEIIEHOCTH
MIpeNPUATHS;

I') OTHOCSIIHMECS K IPyMIe OpraHu3allMOHHbIX (Y CTaB, yupeauTENbHbIN JOTOBOP U JIp.);

2. Ha xakue rpynmsl HOApa3aeisitoTCs JOKYMEHTBI, COAeprKallie HHPOPMALIUIO C OrpaHUYCHHBIM
JOCTYIIOM?
a) CEKpETHbIE U KOH(UICHIIMATIbHBIC,

0) OTKpPBITBIE U 3aKPBITHIE;

B) KOH(UJIECHIUAIBHBIE U OTKPBITHIE;

') CEKPETHBIE U COBEPIIEHHO CEKPETHBIE.

3. 'me Ha GiaHke KOHPHUACHIIMATHHOTO JOKYMEHTA pacrojiaraetcs rpud orpaHuvdeHus q0cTymna?
a) B IPaBOM BEPXHEM YTIIY;
0) B JIEBOM BEpXHEM YIIIY;
B) B [IPAaBOM HIKHEM YTIIY;
I) B JIEBOM HUXXHEM YTIy.

4. KTo umeeT npaBo NPUCBOCHHUS U CHATHUS Tprda KOHPHUIEHINATBHOCTH TOKyMEHTaM
IPEeAPUATHS?

a) BBICIIIEE PYKOBOJCTBO;

0) yupeaurenu;

B) PYKOBOJUTEIb OT/ENA JAEIONPOU3BOACTBA,;

I') IOPUCKOHCYJIBT.

5. UTo BXOAUT B 00513aHHOCTH KOMHCCUU 110 KOH(UACHIIMAIBHOMY JOKYMEHTO000pOoTY?

a) orpeieNieHne KOH(PUICHINATBHBIX JOKYMEHTOB JUISl QpXHUBHOTO XPAHEHUS HITH
YHUYTOXKEHUS, IPOBEPKA HATHUUS KOH(DUICHINAIBHBIX IOKyMEHTOB;

0) mpoBepKa Kpyra JIII, 03HAKOMJICHHBIX ¢ KOH(PHICHIIHATHHBIMH JJOKYMEHTAMHU;

B) oIpejereHne KOH(PpUICHINANbHBIX JOKYMEHTOB Uil CHATHS Tprda KOHPHUIESHIINATLHOCTH;

T') onpenenenne KOHQUACHINAIBHBIX TOKYMEHTOB, HEOOXOIUMBIX JUIST TIPUHSATHS
YIIPaBJIEHYECKUX PEIICHHH.

6. Kaxue rpudbr MOryT OBITH TPOCTABICHBI HA KOH(UICHINAIBHBIX JOKYMEHTaX ?
a) KOMMepuecKasl TalfHa;
0) OaHKOBCKas TaliHa;
B) TOCyJapCTBEHHAs TaliHa;
T') CEKPETHO.
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7.2. TunoBbIe KOHTPOJIbHBbIC 32JaHUSl WJIH HMHbIe MATepHAJbl, HEOOXOAMMBbIEC IJIsl
OLIEHKHU 3HAHMIi, yMeHMii, HABBIKOB U (/M) ONBITA B X0/1e IPOMEKYTOYHOM aTTecCTAUM

INIEPEYEHb OLEHOYHbIX MATEPHUAJIOB JJISA MMPOBEJIEHUSA
IMPOMEXKYTOYHOM ATTECTAIIUA
dopma NpoBeACHUS MPOMEKYTOUHON aTTecTalluu MO JUCHMIUIUHE: 3auem (no pe3yibmamam
HaKONUmMenIbH020 peiumunea Uiy 6 popme KOMNbIOMEPHO20 MeCMUPOBAHUS).
KouTponb 1 oneHka pe3yapTaToB OCBOSHHUS JUCIHUIUIMHBI B 4acTU C(HOPMUPOBAHHOCTH OOIIMX
kommnereHmil U ux yacred (OK 2, OK 9) ocymecTBisieTcs mpenojiaBaresieM B X0/€ TEKYIIeTro
KOHTpPOJISI yCIeBaeMOCTH (B IMpoLlecCe MPOBEACHUS MPAKTUUYECKUX 3aHSATHI, TECTUPOBAHUSA,
OTIPOCOB U JIp.).
B xome mnpoBeneHusi 3auera OCYIIECTBISAETCS KOHTPOJb M OLEHKA pEe3yJIbTaTOB OCBOCHMS
KOMIIETECHITUH.

Bonpocsl AJisi NOAT0TOBKM K MPOMEKYTOYHOM aTTeCTAlUU (3a4eT)

Tema 1. JlIokyMeHT U cucTeMbl JoKyMeHnTanuu (OK 2, OK 9)

[HaiiTe onpeneneHue JOKyMEHTa

Haiite onpenencuue hopMyispa-odpasia

[ata noxkymeHTa — 3T0

HaiiTe onpeneneHue JOKyMEHTAXOHHOTO 00eCTICYEeHUs yIIpaBIeHHS

Yto Takoe EI'C/]?

[aiite onpeaenenue peKkBU3UTa

[lepeuncnure OCHOBHBIE BUIbI OJaHKOB

HazoBure BHIOB NHCBMEHHBIX [OKYMEHTOB, KOTOPbIE BXOAST B COCTaB YHU(HIUPOBAHHOM

CHCTEMBbI OPTaHH3aLMOHHO-PACTIOPIUTENEHON JOKYMEHTALIUH?

9. Uro Takoe popmymsap mrokymeHnTa’?

10. Or yero 3aBHCHT KOHKPETHBIN HA00p HEOOXOAMMBIX PEKBH3UTOB Ha JOKYMEHTE?

11. Kakre BuAbl OJIAHKOB YCTAaHOBJICHBI JISi OPraHM3allH, €€ CTPYKTYpHOTO TOApa3AeicHUs H
JOJKHOCTHOTO JIMIa?

12. Korna Ha 1oKyMeHTax MIPUBOJIAT COKPAILIEHHOE HAMMEHOBaHNWE OpraHu3anuu?

13. Kakoii MOMEHT MOXKET CUUTAThCsI OCHOBHOM JIaTOM JIOKyMEHTa?

14. Yro BkIIO4aeT B ce0s PEe30JIONHMS, HAllCaHHAast HA JOKYMEHTE COOTBETCTBYIOIINM JOKHOCTHBIM
auaom?

15. Cas13HBII TEKCT, KaKk MPaBUIIO, COCTOUT U3 ABYX 4acTei. UTo yKa3piBatoT B epBoii yactu?

16. Yro BKIIIOYAeT B ceOs BU3a COrIacOBAaHUS JTIOKyMEHTa?

17. llepeuncnure 31eMeHTH pekBu3uTa «llogmuce

18. Kak odopmnsercs pomxHOCTs B pekBusure «llognmuck» mpu NOANMCAHMM JOKYMEHTa,
COCTaBJIEHHOTO KOMHUCCHUEHT?

19. Iepeuncaure OCHOBHBIE PYHKIMU JTOKYMEHTA

20. B cooTBEeTCTBUH C KAKUMH JOKYMEHTaMH{ IIOMEILAIOT Ha OJIaHKaX OpraHu3anuu ee sMosemy?

21. B yeM cOCTOUT CyTh YHU(DHUKAIMU JTOKYMEHTOB?

22. Yto Takoe s3bIKOBbIC (HOPMYJIbI?

23. OxapakTepu3yiTe ¢ TOYKM 3pEHMS NPUHAUICKHOCTH K PEKBH3HMTaM ciedyiomuil ¢parment: O6
WHPOPMALMOHHOM O0ecIieueHUN

24. OxapakTepu3yiTe ¢ TOYKH 3PCHUS TPHUHAJIC)KHOCTH K PEKBU3UTAM CIIEAYIOIU (parMeHt:
YTBEPXJAIO dupexrop i/m N1.O.D. 13.02.98

25. OxapakTepu3yiTe € TOYKH 3pPEHUS NPHUHAUICKHOCTH K PEKBU3UTAM CIEAYIOIUI (parMeHt:
HOpucr i/m UK. Cumonos 10.11.2004

26. OxapakTepu3yiTe C TOYKHM 3pEHUS PEKBH3HUTOB cleayromuii ¢parment: «Bx. Ne 0000 [ara
00.00.00»

27. OxapakTepu3ylTe C TOUKH 3pEeHHs PEKBU3UTOB CIEeAYIOUHHA (parMenT: “npuioxkeHue: Ha 3 JI. B 2
9K3.”

28. Kak MOXXHO 0XapaKTepU30BaTh JTOKYMEHT- HHCTPYKLHMIO 1O AEJIONPOU3BOACTBY?

29. OxapakTepu3yiTe ynpaBieHUECKYI0 HHPOPMALHIO

30. OxapakTepu3yiTe ¢ TOUYKH 3pEHUS] NPUHAUICIKHOCTH K PEKBH3UTaM JIaHHBIA (parment: PexTopy
Hosocubupckoro yausepcuteta rocriognay Cmonkunay C.A. 634635 r. HoBocubupck yi. Jlennna,
a.15.

31. JlaiiTe XapakTepUCTUKY TpadapeTHBIM TOKyMEHTaM

NN E



32.
33.
34.

35.
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Uro coOoii peacTaBIsieT AyOIUKaT JOKyMeHTa?

JlaiiTe XxapakTepuCTUKY JOKYMEHTA

OxapakTepusyiTe ¢ TOYKH 3pEHHS NPUHAJICKHOCTH K PEKBHU3UTaM CIEAYIOMMH (QparMeHt:
BEPHO Cekpertapb-pedepent nuunas noanucs U.K. Pennna

Oxapakrepus3yite ¢ TOYKH 3pEHHMsS NPUHAUIEKHOCTH K PEKBHU3UTaM CIEAYIOIIMN (QparMext:
I'enepanpHbIil AUpEKTOp JUyHad noanuch B.A.benkun

Tema 2. Oprauu3anMoOHHO-PacNoOPsIUTEIbHbIE T0OKYyMeHThI (OK 2,0K 9)

RBOONoOR~wWNE

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

Yro npexacrasisier codoit TOCT P 7.0.97-20167

Ha xaxue nokymenTtsl pacnpoctpansiercs [OCT P 7.0.97-20167

Yro mpencTaBisioT coO00i OpraHn3aoHHbIE JOKYMEHTHI?

Uro Takoe OpraHU3alMOHHO-PACIOPSIIUTEIbHAS JOKYMEHTALUS ?

Yro Takoe mtaTHOE pacnucanue?

Packpoiite conepxaHue T0JKHOCTHOM HHCTPYKLIUU

Kax M0kHO oxapakTepu30BaTh JOKYMEHT- yCTaB?

Kax M0kHO oxapakTepu30BaTh JOKYMEHT- [I0JIOKEHHE?

Kax MO)XHO oxapakTepHu30BaTh JOKYMEHT CTPYKTYypa U IITaTHAs YUCIEHHOCTbH?

IlepeuncnuTe BOMPOCHL, KOTOPHIE OTPAXKAOTCs B MpaBUIaX BHYTPEHHETO TPYIOBOTO pacropsKa
UTO comepKUTCS B KOHCTATHPYIOLIEH YacTH paclopsiAUTEIBLHOTO JOKYMEHTa?

Kax M0)XHO 0xapakTepHu30BaTh JOKYMEHT- pUKa3?

UemM HauMHAETCs pacHopsAUTENbHAsA YacTh TEKCTa MpHKa3a’?

Kak MOXHO oxapakTepHu30BaTh JOKYMEHT- pacropsbkeHue?

YeM HauMHAETCA PACHOPSIAUTENbHAS YACTh TEKCTA PACTIOPSKECHUS ?

Kax M0>XHO oxapakTepHu30BaTh JOKYMEHT- YKa3aHue?

YeM HauMHAETCA PACHOPSIUTEIbHAS YACTh TEKCTA YKa3aHUs?

Uro npexacrasisieT coboii pemenue?

UemM HauMHAETCS pacHOPsAUTENbHAS YaCTh TEKCTA PEILICHUs ?

Kak MOXHO 0XapakTepH30BaTh HHPOPMAITHOHHO-CITPABOYHBIE TOKYMEHTHI?

Ilepeuncnute HHGPOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI

Kax MO)XHO oxapakTepHu30BaTh JOKYMEHT- IPOTOKOMI?

Kakoe ocHOBHOE MPaBHII0, KOTOPOTO CIIEAyeT MPHICP)KUBATHCS MIPU TIoAade TeneOHOrpaMMBbI?
Uro npexacraBuseT co00il MICEMO-HATOMUHAHUE?

K nmuceMy npukiagpiBaeTcsi MOJNOXKEHHE O KpeauToBaHuu. Kak opopMHTE OTMETKY O HaJM4UU
TIPUIIOKEHUS, €CITH OHO Ha3BaHO B TEKCTE MUChMa?

Tema 3. Kaaposas noxkymenramus (OK 2,0K 9)

©CoNOR~WNE

Uro mpencrapiset co0oi KaapoBasi JOKyMEHTAITHS?
Ilepeuncnure 06s13aTeNbHBIE KaAPOBBIE JOKYMEHTHI
Yro mpencrasisieT coO0i KaapoBoe AeIONPOU3BOJICTBO?
Kakwue cBenieHHsI 3anHUChIBAIOTCS B TPYAOBYIO KHHKKY?
UYro dukcupyer Tpya0BOii JOroBop?
Yro mpencrasiser coOoi IMYHAs KapToyka paboTHUKA?
JaiiTe XapakTepUCTHKY IITaTHOMY PAaCIMCaHHIO, KaKk 0053aTeIbHOMY KaAPOBOMY IOKYMEHTY
SBisieTCst 1M AOIDKHOCTHAS HHCTPYKIHS 0053aTeNIbHBIM JOKYMEHTOM Ka/IpOBOM CITY>KOBI?
. SIBnsiercst i rpadMK OTIYCKOB 0053aTELHBIM TIOKYMEHTOM KaJpOBOM CITyKObI?

10 Kakyto ¢pyHKIUIO BBIIONHAET TPYIOBast KHUKKA B TPYJOBBIX IPAaBOOTHOIIECHHUSX ?
11.CocraBnenneM Kakux JOKYMEHTOB COIIPOBOXKIAETCS MMPUEM Ha TIOCTOSTHHYIO paboTy?
12.Kakwue rpymmbl JIOKYMEHTOB BXOJISIT B COCTAB JJMYHOTO Jiesia?

Tema 4. /loroBopHo-nipaBoBasi 1okymenTanus (OK 2,0K 9)

CoNoO~WNE

Uro npexncrasmnsieT coboit rorosop?
Yro oTpaxkaroT B 10roBope?
Ilepeuncnure peKBU3UTHI JOIOBOpA
TlepeuncTure BUbBI 1OTOBOPOB
Packpoiite cyliHOCTh 10TOBOpPa KYIUTU-TIPOJIaXKU
Packpoiite cymHOCTb oroBopa mozapsijaa
Packpolite CylHOCTb 10roBOpa MeHa
PackpoiiTe cylmHOCTh 10roOBOpa JIapeHust
PackpoiiTe cymHocTs 10roBopa apeHp! (MMYIIECTBEHHOTO HaeMa)
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10.ITepeuncnute BUABI JOTOBOPOB KYIUTH-TIPOJAKU

11.Kakne J0KYMEHTHI OTHOCSITCS K TIPETCH3NOHHO-UCKOBOH TOKYMEHTAITNN ?
12.Kakue nucpMa Ha3bIBAOTCS IPETEH3UOHHBIMU?

13.B kakoM ciy4yae COCTaBISIeTCSl HCKOBOE 3asiBIeHUE?

Tema 5. IloHsiTHE TOKYMEHT0000POTA, perucTpamusi 10KyMeHToB (OK 2,0K 9)

coONoG~LNE

UTo BXOJUT B MOHATHE TOKYMEHTO000pOT?

UTto mpeacTaBisieT coboi ASTOTIPONU3BOICTBO?

Uro Takoe 00beM JOKyMEHTO0O0poTa?

KakoBa ocHoBHas 3ajaua TOKyMeHT0o0O0poTa?

JaiiTe onpeneneHue yHUBEPCATbHOMY JOKYMEHTO000POTY

Uro Takoe onepanroHHbIH TOKyMEHTO000pOT?

Uro paet pacueT o0bemMa JOKyMeHTooO0opoTa?

Kakue 3agaun 7oKyMEeHTOO0OPOTA pelaeT perucTpanys J0KyMeHTOB?

Tema 6. Opranu3amnusi ONEPaTHBHOTO H APXHUBHOI'0 XpaHeHHs J0KyMeHTOB (OK 2,0K 9)

©CoNoO~wWNhE

UYro Takoe HOMEHKJIATypa aen?

[lepeuncnure nocaen0BaTENFHOCTD STANOB Pa3padOTKH HOMEHKIATYPHI e
[lepeuucnure BUABI HOMEHKJIATYp A€

UYro npencraBiseT cob0i TUIIOBasi HOMEHKIIATypa Aen?

Kakue opranuzannoHHbIE TOKYMEHTHI JIEXKaT B OCHOBE paclpeeeHus! JOKYMEHTOB?
Kaxkue noxymentsl HE BkIIIOUaroTCs B HOMEHKIIATYPY A€ IPEAPUSATHS?

BrigenuTe aTansl HOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHUIO

[lepeuncnure nocaen0BaTENFHOCTD TOJTHOTO 0OPMIICHHUS 1€ B OPraHU3aLuu
[lepeuncnure nocaen0BaTENFHOCTD TOJTHOTO 0OPMIICHHUS 1€ B OPraHU3aLuu

Tema 7. Opranu3amusi pa6oThl ¢ KOHQUIEHIHATBLHBIMEA JoKyMeHTamMu (OK 2,0K 9)

NookrwdE

Uro npexncrapnseT coboit KOHMUIECHIIHATHHBIN TOKYMEHT?

Uro BKIIIOYAIOT B ce0s1 KOHPHUICHINAIBLHBIE IOKYMEHTHI B TOCYAaPCTBEHHBIX CTPYKTypax?

Uro BKIIIOYAIOT B ce0sl KOHPHICHIIMAIBLHBIE IOKYMEHTHI B IPEANPUHAMATENBCKUX CTPYKTYypax?
Kakoe 3HaueHne nMeeT MpaBUIIbHAS OpraHU3alusl KOHPHICHINAIBHOTO IEIOIPOU3BOICTBA?
Kakum rpudom mMoryT ObITE OTMEUEHBI KOH(UACHIMATBHbBIE JOKYMEHTHI?

Uro mpeaycMaTprBaeT MopsI0K oOpalieHust ¢ KOHQUICHIMATbHBIMH JOKyMEHTaMU?

Kak opranusyercst xpaHeHne KOH(QUIEHIMATBHBIX JOKYMEHTOB?



