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Pabouas mporpamma mucruruimabl b1.B.04 OcHOBBI 1€10MIPOU3BOJICTBA COCTABIICHA B
COOTBETCTBUU € TpeboBaHUsAMU DeiepaibHOTO TOCYAapCTBEHHOT0 00pa30BaTeIbHOrO CTaHAapTa
BBICILIEr0 00pa30BaHus - OakajgaBpuar 10 HarpaBieHHIO MOAroToBkH 38.03.02 «MeHemKMeHT,
YTBEP)KJIEHHOTO npukazoM MunoopHayku Poccun ot 12 aBrycra 2020 1. Ne 970 (manee — ®I'OC
BO) u paGouero yueGHOT0 I1aHa MOATOTOBKH 0aKalaBpOB MO JAHHOMY HAIIPaBIICHUIO.
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CocraBuTenb pabouyeil porpaMMsl. K.93.H., TOIIEHT - X.M. bekynos

Pabouas nporpamma paccMoTpeHa Ha 3aceaHuu Kadeapbl «Y IpaBIeHUE)

[Iporokon ot «22» mast 2025r. Ne 10
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OnobpeHo MeToInYecKoit KoMUuccHen (akynpTeTa « IKOHOMUKA U YIPABICHHUE)

3aB. kadenpoii 1.3.H., mpodeccop 2.C. bakkyeB

[Iporokoin ot «23» mas 2025r. Ne 9

IIpencenarens METOAMYECKONM KOMUCCHH K.3.H., JOLIEHT I'.A. Bekapos
CortacoBaHo:
i ] ) "
. AL ,/( .
Jupektop Hay4dHOI OUOIHOTEKH — N.A. lllorenosa

«22» mas 2025 T.



1. Heanb u 3aga4u JMCUMILINHBI
Heab aucuMmimHbl — GOPMHUPOBAHKHE y OOYYAIONIUXCSl 3HAHUH, YMCHUH M HABBIKOB
cOopa, XpaHEHHUs, CHUCTEMaTH3alluy, MEPBUYHOIO U IOCJIEIYIOIIEr0 aHaliu3a U 00ecleUeHUs
3alUThl KOHPHUICHIMATbHON HH(OpMaLMU, TOKyMEHTUPOBAHUS pabodMX MPOILIECCOB, a TAKKE
HETNOCPEJICTBEHHOMN pabOTHI ¢ JOKYMEHTaMHU.
OcHoBHbIE 321a4¥ TN CUUIJIMHbBI:
- U3yYeHHE OCHOB HOPMATHUBHO-TIPABOBOTO M METOJIUYECKOT0 OOeCredeHus padoThI C

JOKYMEHTAMH U I[OKYMGHTOO60p0Ta;

O3HAKOMJICHHUC C

IpaBUJIaMu

JIOKYMEHTOO0OpOTa B OpraHU3aIMIX;
- paccMOTpEHHE MOpsaKa JOKYMEHTHPOBAHHUS MPOILIECCOB U OOECHEUECHMS 3alUThI
KOH(pHUICHIIMAIbHON HH(OpMAIUH, CoIep KaIIeHCs B JOKYMEHTAX;

(dhopMUpPOBaHHE HABBIKOB COCTABJICHHSI,

YIIpaBJICHUS

KOMITJICKCHBIMHU npoucaypamMmu

ydera, XpaHEHus, 3allUThl, Iepelayu

CJ'Iy>K66HOI71 JOKYMCHTAIIMU B COOTBCTCTBUU C Tpe6OBaHI/I${MI/I ,Z[OKYMGHTOO60p0Ta.

2. IlepevyeHb NIIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUs M0 JMCUHUILINHE (MO1YJIIO),
COOTHECEHHBIX C INIAHNPYEMbIMH Pe3YJ1bTATAMH 0CBOCHHUSsI 00pa30BaTeJbHON MPOrPaMMbl

Kox Koa u HaumMeHoBaHue
KOMIIETEH HaumeHnoBaHue HHIUKATOPA Pe3yabTaThl 00y4eHHUs 10
i KOMIIeTeHIIUH JOCTHAKEHUS AUCHMILTHHE
KOMIIeTeHIIUH
YK-4 CnocobeH WN-1yy.4 BeibupaeT Ha | 3HATh: TOHATHE JOKYMEHTAa, €ro CBOICTBa,
OCYILECTBIIATh rocyIapCTBEHHOM CIOCOOBI JOKYMEHTUPOBaHHS; 0COOCHHOCTH S3bIKa
I ©:3% ) si3plke PO u CITyKeOHOTO JIOKYMEHTA; cpencraa
KOMMYHHUKAINIO B | MHOCTPAaHHOM (-BIX) B3aUMOACHCTBUSI B  OOIIEHHHM C  JCIOBBIMH
YCTHOM U | A3BIKax TIapTHEPAMH.
MICbMEHHOH (opMax | KOMMYHHKATHBHO YMeTh: BECTH IEIONPON3BOICTBO U y4acTBOBAThH B
Ha TOCYIApCTBEHHOM | TNPHEMJIEMBIE CTHIIb U BEACHUH IOKYMEHTO00OpOTa HA TOCYIapCTBEHHOM
s3plke  Poccuiickoil | cpenctsa s3plke PO w  wHOCTpaHHOM  (-BIX)  SI3BIKaX;
Denepan 1 | B3aMMOJICHCTBHS B BBIOMpAaTh  MHOAXOAAIINE CTWJIb  BEICHHUSI W
WHOCTpAaHHOM  (BIX) | OOIIEHHH C AETOBBIMU | COAEp)KaHHE JOKYMEHTA.
SI3BIKE (aX) napTHepamu Baagern: HaBbIKAMH COCTaBJICHHS CITYKeOHBIX
mUceM Ha pasHBIX  fA3bIKax; cmocobamMu U
cpeacTBaMu MH()OPMAIIMOHHOTO B3aUMOJICHCTBHSA C
HapTHEPAMY; HHPOPMALNOHHO-
KOMMYHHUKaIMOHHBIMA TEXHOJIOTHSIMH
JIOKYMEHTAIIMOHHOTO 00€CIIeYeHHsI yIIPABICHHSL.
IK-5 Crocoben NA-3nks Bnanmeer | 3HaTh: mpaBWia COCTaBICHHUS W OQOPMIICHHS
MPUMEHSTH METOJIaMH U | OpraHU3alMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB;
KOJIMYECTBEHHBIE W | TIPOrPaMMHBIMHA CHCTEMY u THUIIOBYIO TEXHOJIOTHIO
Ka4yeCTBEHHbIC cpencTBaMH 0OpaOOTKH | JOKYMEHTAIllMOHHOTO OO0ECHEeUYeHUs] YIpaBJICHUS;
METOJIbl aHaJM3a IIPU | AeJI0BOM MH(popMannu | MeToasl 00pabOTKH JAeT0BON HHPOPMAIHH.
NPUHATHH YMmerh: 0popMIIATH OpraHM3aIMOHHO-
YIpaBIEHYECKUX pacTopsauTeIbHbIE TOKYMEHTH B COOTBETCTBHUHU C
pereHui TpeGOBaHUSIMH; OCYILECTBIIATh 00paboTKy
BXOJISIIINX, BHYTPEHHUX u HCXOSIIIIX
JOKYMEHTOB, KOHTPOJIb 33 UX UCIIOJTHEHHEM.
Baagerp: HaBblKaMM BBIIIOJHEHMS OIEpaluil 1o
CO3JIaHHIO JIOKYMEHTOB; METOJlaMH1 u
MIPOTrPaMMHBIMHU CpeacTBaMU 00paboTkn
nH(oOpManny IS IPUHATUS pEIIeHnH; criocobamu
obecrieyeHns1 KOHTPOJISl HCIIOJIHEHHS] JIOKYMEHTOB.

3. Mecto qucuuminnel B ctpykrype OITOIT

Huctunmmaa b1.B.04 OcHoBBI  Aenonpou3BOACTBA BXOAUT B 4acTh, (PopMUPyEMYIO
y4aCTHHKaMHU 00pa3oBaTelbHbIX OTHOIIEHUH, bioka 1 «/lucuuniannsl (MOAyNIN)», BKIIOYEHHBIX
B yueOHbIN Tu1aH HanpasieHus noarotoBku 38.03.02 MeHnekMeHT.




4. O0beM TUCHMILUIMHBI (MOYJIs1) B 3a4€THBIX ¢INHUIAX U B AKAJleMUYECKHX Yacax,
BbI/IeJIECHHBIX HA KOHTAKTHYIO Pa00Ty 00y4aromuxcs ¢ npemnojasaresieM (110 BUIaM

yueOHBbIX 3aHATHII) 1 HA CAMOCTOSITEJIBLHYIO PA00Ty 00y4al0IMXCs
O4HO- 3a04Hast
oHast 3204Has (popma
¢opma P
dopma o0ydeHust
o0yueHust
YueOHble 3aHATHSA 00yyeHust
ceMecTp cemecTp ceMecTp
4 4 4
3.e., yacoB 3.e., yacoB 3.e., yacoB
1. KonraktHass pafora 3.e./4ac, B TOM YHCIE
_ P ’ 1,92/69 1,83/66 0,4/16
(4ac):
JIEKIIAHA 18 18 2
NPaKTUYECKUE 3aHATHUS 36 36 6
TPYNIIOBBIE KOHCYNbTAIH 3 3 3
KOHTPOJIbHBIEC 0aJNTbHO-PEHTHHTOBBIE MEPOTIPHUSITHS 3 - -
MIPOMEKYTOUHAS aTTECTANNS: IK3aMEH 9 9 5
2. CamocrosTeqbHasi pabora 3.e./yac, B TOM
) p ’ 2,08/75 2,17/78 3,6/128
yucie (Jac):
CaMOCTOATCIIbHOC HN3Yy4YCHHUC OTACJIbHBIX TEM 48 51 124
MOJYJIsl, HOATOTOBKA K MPAKTHYECKUM 3aHITUSIM
MOJITOTOBKA K IPOMEKYTOYHOM aTTeCTalluu 27 27 4
Oo0masi Tpy10eMKOCTh 3.€./9ac 4/144 4/144 4/144

0* - sansamus, nposodumvie 6 UHMEPAKMUBHBIX HOPMAX

4.1 Copep:xkanue TUCHUNIMHBI (MOAYJISA) CTPYKTYPUPOBAaHHOE N0 TeMaM (pa3aesiam) ¢
yKa3aHHeM OTBe/leHHbIX Ha HUX KOJHYeCTBA YaCOB M BUA0B YUeOHbIX 3aHATHIH
(ounasi popma o0yueHusi)

Ne HaumeHoBaHue TeM JUCHMILINHEI AyauTopHbIe
n/n e y:aHﬂTpnﬂ Cam. pao.
Jlekuuu [paxkr. Cam.
3aH. H3y4. OT/.
TEM
1. OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO YIIPABICHIECKUX 1 3 4
JIOKYMEHTOB.
2. | JIOKyMEHT M CUCTEMBI JIOKyMEHTALIH. 1 3(2)* 4
3. | OpraHu3aloOHHbIE U PACTIOPSIUTEIILHBIC JTOKYMEHTHI B 3(2)* 4(2)* 4
CHCTEME YIPaBICHYECKON JOKYMEHTAIIHH.
4. | uhopMaIOHHO — CTIPABOYHbIE JOKYMEHTBI: HX Ha3HAUCHHUS 3(2)* 4(2)* 6
Y OCHOBHBIE BHJIBL
5. | HoxgroroBka u opopmienue npuka3os. [loaroToska u 2 4 6
oopmienne npukaszos. [Ipukassl 10 OCHOBHOH JESITEITHLHOCTH.
[Ipuka3ssl mo nyHOMy coctaBy. [loaroroska u ohopmieHue
pacropsKEeHUI.
6. | Opranuzanms JOKYMEHTalHOHHOTO O0CITY>)KUBaHUS B 2 5(2)* 6
YUPEXKACHUSIX.
7. | Cucremarusanms, JOKyMEHTOB U UX XpaHEHHE. 2(2)* 5 6
8. | CiyxeOHble, 1eJI0BbIC M KOMMEPUYESCKHE MUChbMa, (haKChl. 2 4 6
9. | PaboTa ¢ JOKyMEHTaMH, COJICPIKAIIMU KOMMEPUYECKYIO 2 4 6
TalHy.
Hroro mo aucuuminne 18(6)* 36(6)* 48

()* - sanusmus, nposodumvle 8 UHMEPAKMUBHBIX POpMAX




4.2 Copep:xkaHue TMCHUILIHHBI (MOYJIS]) CTPYKTYPHPOBAaHHOE N0 TeMaM (pa3jiesaMm) ¢
yYKa3aHHeM OTBeJeHHbIX HA HUX KOJINYeCTBA AKaJeMHYeCKHX YaCOB M BH/I0B YUeOHBIX
3aHsATHI (04HO-32049Has1 (hopMa 00yUeHHs])

Ne HauMeHnoBaHue TeM TUCHUILIHHBI AyIuTOpHbIE
n/n e y;laHﬂTpnﬂ Cam. pao.
Jlekuuu IIpakr. Cam.
3aH. U3y4. 0T/
TEM
1. | OcHoBHbIC TpeOOBaHMS K OPOPMIICHHIO YIIPABICHYECKUX 1 3 5
JIOKYMEHTOB.
2. | JIOKYMEHT U CHCTEMbI JOKYMCHTAIIUH. 1 3(2)* 5
3. | OpraHu3aIoHHbIC U PACTIOPSIUTEIILHBIC JOKYMECHTHI B 3(2)* 4(2)* 5
CHCTEME YIPABJICHYCCKON TOKYMEHTAIIHH.
4. | UuhopMarioHHO — CTIPaBOYHbIC JOKYMEHTBI: UX Ha3HAUCHHUS 3(2)* 4(2)* 6
Y OCHOBHBIC BHJIBI.
5. | IloaroroBka u oopmicHHe MprKa3oB. [1oaroToBka u 2 4 6
oopmiienne npukaszos. [Ipuka3ssl 10 OCHOBHOH JESTETBHOCTH.
[Ipuka3sr mo muaHOMY cocTtaBy. [lomroroska u odopmienne
PacoOpsKEHUN.
6. | Opranuzaiys JOKYMEHTAOHHOTO 00CITy>)KUBaHUS B 2 5(2)* 6
YUPSKICHUSIX.
7. | CucremaTn3aiys, TOKYMEHTOB U UX XPaHCHHUE. 2(2)* 5 6
8. | CnyxeOHble, IEIOBbIC © KOMMEPYECKUE MUChMa, (PaKCHI. 2 4 6
9. | PaboTa ¢ TOKyMEHTaMH, COACPIKAIIMMH KOMMEPUECKYFO 2 4 6
TaiHY.
HUTOro no AnCuMIInne 18(6)* 36(6)* 51

()* - 3ansmusi, npoeodumbie 6 UHMePAKMUGHbBIX PopMax

4.3 CoaepsxkaHue JUCHHUILIMHBI (MOYJIsl) CTPYKTYPHMPOBAaHHOE MO TeMaM (pa3aejam) ¢
yKa3aHHeM OTBeJeHHBbIX HAa HHMX KOJIMYeCTBa aKaJjeMHM4YeCKHX YacOB M BH/I0B Y4eOHBIX
3aHATHH (3a09HasA (popMa 00ydeHH)

Ne

HaunMeHnoBaHue TeM TUCHHMILIHHBI

AyauTopHble

Cam. pa0.
n/ 3aHATHS
n Jlekuuu [paxkr. Cam.
3aH. H3y4. OT/.
TEM
1. | OcHoBHBIE TpeOOBaHUS K OPOPMIICHHUIO YITPABICHYECKUX 0,5(0,5)* - 14
JIOKYMEHTOB.
2. | JIOKyMEHT M CHCTEMBI IOKYMECHTAI[HH. - 1(D)* 14
3. | Opranu3anoOHHbIE U PACTIOPSTUTEIbHBIE JOKYMEHTHI B 0,5(0,5)* - 14
CHCTEME YIPaBICHUYECKOW JJOKYMEHTAIIUH.
4. | UudopmMalimoHHO — CIIPaBOYHbBIE IOKYMEHTBI: UX Ha3HAYCHUS 0,5(0,5)* - 14
Y OCHOBHBIC BHJIBI.
5. | IloaroToBka u opopmiieHHe MpuKa3oB. [IprKasbl 0 OCHOBHOM - 2(2)* 14
nesitenbHOCTH. [IpHKa3bl o auuHOMY cocTaBy. [lofroroka u
odopmIIeHHE PACTIOPSHKSHUH.
6. | Opranu3anus JOKyMEHTalMOHHOTO 00CITY’)KUBAHUS B - 1(1)* 14
YUPEXKACHUSIX.
7. | Cucremarusanus, JOKYMCHTOB M UX XpPaHEHUE. 0,5(0,5)* - 14
8. | CiyxeOHbIe, IeIOBbIE 1 KOMMEPYECKHEe MHChMa, (DaKchl. - 1(1)* 13
9. | Pabora ¢ 1oOKyMeHTaMH, COJIEPKAIIUMHI KOMMEPUYECKYIO - 1(1)* 13
TalHy.
Hroro no aucuuminne 2(2)* 6(6)* 124




4.4Conepxkanue TeM QUCHUNIMHBI (MOTYJISA)

4.4.1 Jlekuun
Ne HOMep, TéMa U COACPIKaAaHUE JICKIIUU prI[OCMKOCTb, gac.
n/n
04HO 04HO- 3204HO
3204HO
1. Jlexuusn Nel Tema OcHOBHBIC TPeOOBaHUS K O()OPMIICHHIO 1 1 0,5(0,5)*
YIpaBJICHYECKUX JOKYMEHTOB.
2. | Jlexuus Ne2 Tema JJOKYMEHT M CHCTEMBI JJOKYMEHTAIIHH. 1 1 -
3. | Jexuusi Ne3 Tema OpranusaiiMoOHHbIE U 3(2)* 3(2)* 0,5(0,5)*
pacnopsAuTeNbHbIC TOKYMEHTHI B CHCTEME
YIPaBJICHYECKONW JOKYMEHTAITUH.
4. | Jlekuus Ne4 Tema MHPOPMAIHOHHO — CIIPABOYHBIE 3(2)* 3(2)* 0,5(0,5)*
JOKYMEHTBI: MX Ha3HAYCHHsI 1 OCHOBHBIC BUJIBI.
5. | Jlekuust Ne5 Tema [loaroroBka u opopmiieHUE MPUKA30B. 2 2 -
[ToaroTorka u opopmieHue Mpruka3oB. [Ipuka3sl mo
OCHOBHOU AesTeNnbHOCTH. [IprKa3bl N0 JMYHOMY COCTaBY.
[MoaroroBka 1 0OpMIICHHE PaCcTIOPSHKEHUH.
6. Jlexuus Ne6 Tema Opranuzanus JOKYMEHTAIIUOHHOTO 2 2 -
00CITY)KUBAHHUS B YUPEIKICHUSIX.
7. | Jlekunst Ne7 Tema CrucTeMaTu3aIys, TOKYMEHTOB U HX 2(2)* 2(2)* 0,5(0,5)*
XpaHeHHe.
8. Jlekuust Ne8 Tema Ciry)keOHBIC, ICJIOBBIC K KOMMEPUYECKHE 2 2 -
m1chMa, (hakcel.
9. | Jlexuus Ne9 Tema Pabora ¢ JOKyMEHTaMH, CONEPHKANUMHU 2 2 -
KOMMEPYECKYIO TaliHy.
HUTOro no AucuMninue 18(6)* 18(6)* 2(2)*

()* - 3auamus, npoeodumsle 8 uHmMepaKmueHvix Popmax

4.3.2 [IlpakTuyecKkue 3aHATHS

Ne | HammeHoBaHue TeM Homep u Tema npakTu4ecKoro 3aHATUS TpyaoeMkocThb, yac.
n/n JTUCIHUIIINHBI
0YHO | OYHO- |3204HO
3204HO
1. | OcHoBHEBIE IIpakr.3aH. * McTopus pa3BUTHS CIIYXO 3 3 -
TpeOOBaHUs K JnoxkymeHTauuu B Poccuu. Ilpukasnoe
o opMIICHHIO Jenonpoun3BoacTBo Ha Pycu. Komnexckoe
yIpaBJIEHIECKUX JesIonpoun3BoAcTBO npH [lerpe nmepsom.
JOKYMEHTOB. Oco0eHHOCTH eNTOTIPON3BOICTBA B COBETCKOE
BpeMs. Y HU(DUKAIHS U CTaHJapTH3AIINS
JIOKYMeHTOB. JIOKyMEHTBI MX KIacCHU(HKAIHsI.
2. | JIokyMeHT u Ipaxkr.3aH. * [Ipasuia opopmiieHUs 3(2)* | 3(2)* | 1(1*
CHCTEMBI pexBu3uTOB. branku u popmMaTsl TOKYMEHTOB.
JIOKYMEHTAITUH. TpebGoBanue K OJlaHKaM JIOKYMEHTOBR.
CTWIIMCTHKA AETOBOM JOKYMEHTALIUH.
3. | Opranuzaunonnsie | I[IpakT.3an. * Opranu3anuoHHble JoKyMeHTHl | 4(2)* | 4(2)* -
u WX Ha3HAYCHHE U BUJIBI.
pacriopsinutenbHble | (YupeauTenbHble TIOKYMEHTHL. Y CTaB
JOKYMEHTHI B opranuzanuu. llltaTHOE pacnucanue.
cucreme [Tonoxenue o noxpasneneHuy. JJomkHocTHAS
YIPABJICHYECKON nHCTpyKUus. [IpaBuiia BHyTpEeHHETO
JOKYMEHTAIIHH. TPYAOBOI'O PACHOPSIIKA.)
PacniopsaurenbHbie JOKYMEHTBI UX
Ha3zHadyenne u Buabl. (Ilpukas. Pactiopsoxennue.
Pemenne. Ykazanue.)
4. | UnpopmarmonHo — | Ilpakr.3an. * MHpopmaimonHo-cipaBounsie | 4(2)* | 4(2)* -
CIpaBOYHbIE JIOKYMEHTBI UX Ha3HaYeHUE U BUIBL. (AKT.

JOKYMCHTBI: UX

IIpoToko.




Ha3HAuYCHHS U JoknanHast 1 0OBSCHUTENIbHAS 3aIIUCKA.
OCHOBHBIE BU/IBI. Cupaska. Jloknaza. Tenerpamma.
Teneponorpamma. [Tucemo. @akc. Mogem.).
Odopmienne Konui, MPUI0KEHUH U CCHIIOK.
IToaroToBka u Ipakr.3an. [Toaroroska u oGpopMiIeHHE 4 4 2(2)*
odhopmIteHIEe npuka3oB. [Ipukasbl 10 OCHOBHOM
MPUKAa30B. JeSTEeIBHOCTH (COTJIACOBAHHE U
[ToaroroBka u noanucanue).lIpukaspl 1o TMYHOMY COCTaBY.
odhopmIreHIEe [ToaroroBka u oopmIIeHHE PacTIOPsHKESHUT.
MPUKAa30B.
IIpukassl mo
OCHOBHOM
JIeSITETIbHOCTH.
IIpukassl mo
JMYHOMY COCTaBY.
IToaroroska u
odopmiieHue
pacropsKEHUI.
Oprauusaiust Ipaxkr.3an*. [ToHstre, CTPYKTYpa H 00beM 52)* | 5(2)* | 1(1)*
JIOKYMEHTAIIMOHHO | JJOKyMeHTooOopoTa. [Ipuem u nepBudHas
ro 00CITy>KMBaHUS 00paboTKa BXOAAIIUX M UCXOJSAIINX
B YUPSIKICHHUSX. JIOKYMEHTOB. PacmipenienieHue u peructpanus
MOCTYMUBIIUX JOKyMEHTOB. KoHTpob 3a
UCTIOJIHEHHEM TOKYMeHTOB. CocTaBieHue
HOMEHKJIATYphI Aei. MHDopMalmoHHO-
crnipaBoyHas paborta. OTnpaBKa JOKYMECHTOB.
Cucremaruzanus, IpakTt.3an. CucreMaTu3anus u yaeT 5 5 -
JOKYMCHTOB U UX JOKYMCHTOB B OpraHu3aiuu. (DOpMI/IpOBaHI/IC
XpaHeHHe. Y XpaHEeHHe JIe.
DKcrepTu3a eHHOCTH JOKYMEHTOB.
Ilepenada OKYMEHTOB B apXHB.
Crnyxe0OHble, MpaxkT.3an. OO1IME TPaBUia COCTABICHUS U 4 4 1(D)*
JICTIOBBIC U odopmieHus nmuceM. XapakTepUCTHKA
KOMMEPUECKHUE CITy)KeOHBIX muceM. Pa3HOBUIHOCTH
nuchMa, (hakcel. CITy€OHBIX MHceM. JJOKyMEHTBI,
nepeaBaeMble 10 KaHAJIaM CBSI3H.
[ToAroTOBUTENBHBIN 3TAM U TIOAOOP CIIOB.
PenaktupoBanue u oopmiicHHE.
Pabota c Mpakr.3an. CBelleHUs OTHOCSTINECS K 4 4 1(1)*
JIOKYMEHTaMH, KOMMEPUECKOW TalHe. 3aluTa JOKYMEHTOB
COJICPIKAIIIMMHU COJIepKAIIMX KOMMEPUECKYIo TaitHy. PaboTa ¢
KOMMEPYECKYIO KOH(HICHIIMAILHBIMHU JOKyMEeHTamMu. Pabora
TaﬁHy. C NICPCOHAJIbHBIMHU TAHHBIMU.
Hroro 36(6) | 36(6)* | 6(6)*
*
()* - 3ansmust, nposodumble 8 UHMEPAKMUBHBIX POpMAxX
5. IlepeyeHb y4eOHO-METOAMYECKOT0 00ecneYeHus 1JIsl CAMOCTOSITeIbHOM
padoThl 00y4arOIIUXCHA 10 AUCHHMILINHE (MOLYJII0)
Jlnst  caMOCTOSITEIbHOW ~— pa0oThl  oOydarommxcss 1o gucuurimHe  «OCHOBBI

JIENIONPOU3BOJICTBA» B HAYYHOU OMONMHMOTEKE YHUBEPCHUTETAa MMEETCS JOCTATOYHOE KOJIUYECTBO
y4e€OHUKOB U Y4€OHBIX TOCOOUIA.

Ha camocTtosiTenbHyto paboTy py H3y4eHUHU JAaHHOW TUCIUILIMHBI OTBOAUTCS 0 OYHON
dopme oOydeHus: (04HO-32049HOI M 3a04HOW (popmam oOyueHwus) coorBeTcTBeHHO 75 (78,128)
yacoB, u3 HUX 48 (51,124) yacoB BbIIEISICTCS HA CAMOCTOSTEIILHOE M3YYCHUE OTACIBHBIX TEM
(Momyseit). [Ipn caMOCTOSITETLHOM M3YYCHHUH OTICIIBHBIX BOTIPOCOB M TEM OCHOBHBIMH BHIAMH
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CaMOCTOSITENIbHOW  pabOThl  OOYYaIOUIMXCS  SIBISIIOTCS: MPOpadoTKa y4eOHUKOB, Y4EOHBIX
nocoOuid, yaeOHO-METOIUUECKON JTUTEPATyphl U HHGOPMAIIMOHHO-00pa30BaTEIbHBIX PECYPCOB,
KOHCIIEKTUPOBAaHHE MaTEPHAIIOB, ITOJTOTOBKA K BHIMOJIHEHUIO MPAKTHUECKUX 3aJaHHi, K OMPOCY,
TECTUPOBAHUIO, K KOHTPOJIbHBIM OaUIbHO-PEUTUHIOBBIM MEpPONPUATHSAM, MOJIrOTOBKA K
IIPOMEKYTOUHOH aTTECTALUU.

Ha ounoii ¢opme o0O0ydeHHS KOHTPOJIb CaMOCTOSITENIBHOM paloThI, 4Yalle BCEro,
OCYILECTBIISICTCS TEpe]l HAdaJloOM YTEHHs JICKIUH, BBIIOJIHEHUS MPAKTUYECKUX 3aJaHUi, BO
BpeMsl MPOBEACHUSA OaTIbHO-PEHTUHIOBBIX KOHTPOJBHBIX MEPOMNPUATUN M MPOMEKYTOUHOM
aTTECTallHH.

Ha ouHno-3a0uyHOli  Qopme o0O0yueHHS  KOHTPOJIb
OCYILIECTBIISICTCSI BO BPEMS IIPOMEXKYTOYHON aTTeCTallNu.

Ha 3aounoii ¢popme o0yueHUs: KOHTPOJIb CAMOCTOSITENIbHON paboThl OCYIIECTBISAETCS BO
BpEMs IPOMEKYTOUHOM aTTECTAIHH.

O6beM 4YacoB, BBIACIAEMBIX AJIS MOArOTOBKH K MPOMEXYTOUHOM arrectanuu (27 4 mo
ouHOl (opme u 27 4 10 OYHO-3a0uHOU (hopMme 00ydeHus1, 4 4. 1o 3a0uHOU (hopMe OOyUeHus),
UCIIONIB3YETCS Ui CaMOCTOSITENIbHOM IMOATOTOBKM oOyuaromuxcst K dk3ameHy. JlaHHbIA JTam
SIBIISICTCS 3aBEPIIAIOIIMM TPU M3YyYCHHU AMCHUILUIMHBI M KOHTPOJIb CAMOCTOSITENIBHONW pabOTHI
OCYIIECTBIISIETCS] HA MPOMEKYTOYHON aTTeCTALIUU.

CaMOCTOSATEILHOM pa6 OTbI

NeNe | Tema u BONIPOCHI CAMOCTOSITEJILHOI padoThI O0bem Ilepeyenns ®opma
TEM CTY/ICHTOB 4acoB 0YHO yueoHo- KOHTPOJIsI
(ouHo- MEeTOoaUuYecC
3204HO, KOro odecmne
3204HO) YeHHus
1. | 1. Uctopus pa3BuTHs CITYKO TOKYMEHTAIMN 4(5,14) 1, 2 IMoxroroBka K
B Poccumu. OayIbHO-
2. [Ipuka3Hoe Aem0npou3BOJACTBO Ha Pycu. PEUTHHIOBLIM
3. Komnnexxckoe nenonpou3BoICTBO MPH KOHTPOJIBHBIM
[Terpe nepBom. MEpOIPUATUAM U
4. OcoOGeHHOCTH JISTONPON3BOICTBA B K c1a4€ S5K3aMCHa
COBETCKOE BpEMsl.
5. YHuU(UKaAM U CTaHIapTU3ALNS
JIOKYMEHTOB.
6. JIoKkyMeHTBI UX Ki1acCU(HKaIus.
2. 1. INpaBuia ohopMIICHUS PEKBU3UTOB. 4(5,14) 1), (2 IToaroroska K
2. bnanku u GopMaThl JOKYMEHTOB. OaJIbHO-
3. TpeboBanue k O1aHKaM JOKYMEHTOB. PEUTHHIOBBIM
4. CTUIHMCTHUKA TETTOBOM TOKYMEHTAIIHH. KOHTPOJIbHBIM
MEPOIPUATUAM H
K C/laue SK3aMeHa
3. 1. Opraamu3anoHHbIE TOKYMEHTHI UX 4(5,14) 1), (2),@ IlogrotoBka K
Ha3HAYCHHE U BUJIBI. GanbHO-
2. YupeaurenbHbIe JOKYMEHTHI. PEUTHHTOBBIM
3. YcTaB opranu3saium. KOHTPOJIbHBIM
4. IlTaTtHOE pacnucaHue. MCPOIPHUATHAM U
5. [lonoxxenue o moapazieNneHny. K Claqe SK3aMcHa
6. JlomKHOCTHAS HHCTPYKIIHSI.
7. [IpaBuna BHYTPEHHETO TPYIOBOTO
pacrnopsiaka.)
8. PacnopsiauTenbHbIe TOKYMEHTBI UX
Ha3HAYCHHUE U BHUJIBI.
9. (Ilpuxkas.
10. Pacnopspxenue.
11. Pemenmue.
12. VYkazanwue.)
4, 1. MudopmanmoHHO-CIIPAaBOYHBIC 6(6,14) (2), (5),(6) ITonroroBka K
JIOKYMEHTBI UX HA3HAYCHUE W BU/IBI. OaIbHO-




2. Axr.

3. IIpoToko.

4. JloknaaHasi U OObSICHUTEIbHAS 3aITUCKA.
5. Cnpagka.

6. Joxman.

7. Tenerpamma.

8. Tenedonorpamma.

9. Muckmo.

10. OdopmiteHne KOMUi, MPUIOKEHUN 1
CCBUIOK.

PEUTHUHTOBBIM
KOHTPOJIBHBIM
MEPONPUATUAM U
K cAade dK3aMeHa

1. IToaroroBka u 0OpPMIICHUE TPUKA3O0B. 6(6,14) 1), (2),(3) IToaroroBka K

2. ITpuKkassl 110 OCHOBHOM JEATEILHOCTH OaJIbHO-

(cormacoBaHwue U MTOANHICAHAE). PEUTHHTOBBIM

3. [Ipukassl M0 TUYHOMY COCTARY. KOHTPOJILHBIM

4. TlonmroroBka u ohopMIICHUE MEPONPUATUSIM 1

paCHOprKCHPIfI. K CIa4e 3K3aMCHa

1. TlonsTHe, CTpyKTYypa H 00bEM 6(6,14) 1, 2 IMoxroroBka K

JOKYMEHT0000poTa. GabHO-

2. llpuem u nmepBu4Has 00pabOTKa PEHTHHTOBBIM

BXOJIAIINX W UCXOMSIINX JOKYMEHTOB. KOHTPOJILHBIM

3. Pacmipenenenue u peructpauus MCPONPUSATHIM H

MOCTYIUBIINUX JOKYMEHTOB. K CAla1c SK3aMeHa

4. KoHTpOIb 32 HCIIOIIHEHUEM IOKYMEHTOB.

5. CocTaBiieHuE HOMEHKIIATYPHI JCII.

6. Mudopmarmonno-cnpaBoyHast padora.

7. OTnpaBKa JOKYMEHTOB.

1. Cucremarusanusi ¥ y4eT JOKyMEHTOB B 6(6,14) D), (4),(6) IloarotoBka K

OpraHu3alui. OaJTHHO-

2. ®opMupoBaHHe U XpaHEHHE JeIl. PEHTUHIOBBIM

3. DKcrepTH3a eHHOCTH JOKYMEHTOB. KOHTPOJILHEIM

4. Tlepenava TOKyMEHTOB B apXHB. MEPONPUATHAM U
K cJlaue dK3aMeHa

1. OOurme npaBuIIa COCTaBICHUS U 6(6,13) 1), 4),(5) IlogrotoBka K

0 OpMIICHUS TTHCEM. OaJIBHO-

2. XapaKTepuCTHKA CIyKEOHBIX TTHCEM. PEATHHIOBBIM

3. PasznoBumHOCTH CJ'Iy)Ke6HI>IX IIUCEM. KOHTPOJIbHBIM

4. JloKyMeHTBI, TIepelaBacMbIe TI0 KaHaIaM MCPOTIIPUATUAM 1

CBSI3ML. K cJlaue 9K3aMeHa

5. [loxroroBuTeNHHBIN 3TAM ¥ TOIOOP CIIOB.

6. PegaktupoBanue u opopmiicHue.

1. CBeneHus OTHOCSIIHECS K KOMMEPYECKOM 6(6,13) D), (2,(3) IToaroroska K

TalHe. OaJIbHO-

2. 3amuTa OKYMEHTOB COJIePIKaIIIX PEATHHTOBBIM

KOMMEPYECKYIO TalHY. KOHTPOJIbHBIM

3. Pabota ¢ KOH(pHACHIIHATbHBIMU MCPONIPUATHAM U

JIOKyMEHTAMH. K c/lade 9K3aMeHa

4. Pabora ¢ mepcoOHAIILHBIMU JaHHBIMH.

IToaroroBka K MPOMEKYTOYHOH ATTECTAIUH 27 (27,4) Craua sK3amMeHa

Hroro 75(78,128)

* [Iepeuens yuebHO-Memoouuecko2o obecneyenus npuseder  pasoene 8.

6. (I)OHJI OLCHOYHBIX CPEACTB AJd NPOBECACHHUSA TEKYHICIo U IPOMEKYTOIHOI0
KOHTPOJIs1 00y4aKIIUXCs M0 JUCHUILINHE (MOAYJIIO)




6.1. IlepeyeHp KOMIIETEHI NI ¢ YKa3aHUEM 3TaloB UX ()OPMHPOBAHUSI IPH TEKYILEeM U
MPOMEKYTOYHOM KOHTPOJIE 3HAHUI 00y4ar0IIMXCs

Ne CTpyKTYypHpOBaHHBIC MOTYJIH Kons1 popmupyemsbIx Jrtanbl GopMUPOBaAHUS
MO KOMIIEeTEeHIIU KOMIIeTeHIIMil B mpouecce
AyJast OCBOCHHUSI TUCHUTIJIHHBI
1. OcHOBHBIE TpeOOBaHUA K 0(POPMIICHHIO VK-4; TIK-5 1-i PEUTHHT-KOHTPOJIb.
YIPaBICHIECKUX TOKYMECHTOB. Peiitunrossre KOHTPOJIbHBIC
MepomnpusATHs  (KOJJIOKBUYMBI,
JIOKyMeHT U CHCTEMBI JOKyMEHTaIHN. TECTBI) MOJTOTOBKA K
BBITIOJTHEHHIO MPaKTHIECKUX
3aaHui ¥ UX 3aluTa
2. Opranu3zalMoHHbIE U VK-4; TIK-5 2-i pEeNTUHT-KOHTPOIIb.
pacnopsiIuTEIbHBIC TOKYMEHTHI B Pelitinrossie KOHTPOJIEHEIC
CHCTEME YIpaBIeHIECKOi MepomnpusiTis  (KOJJIOKBUYMBI,
JI0KyMEHTaLHU TECTBI) MOJTOTOBKA K

BBITNIOJIHCHHUIO MPaKTUICCKUX

WHdopManmoHHO — CripaBOYHbIE .
3a7aHui ¥ UX 3aluTa

JOKYMEHTBI: UX HA3HAU€HUS U OCHOBHBIE
BUJIBL

[MoaroroBka u ohopMIIEHHE ITPUKA3OB.
IMoaroroska u oopmileHHE TPUKA30B.
[Tpuka3sl T0 OCHOBHOW ESTEIBHOCTH.
[Tpuka3s! o nuyHOMY cocTaBy. [loaroroska
1 oOpMIICHHE PACTIOPSHKESHHH.

3. Opranuszanus JOKyMEHTAIHOHHOTO VK-4; TIK-5 3-it PEHTHHT-KOHTPOJIB.
00CITyXKMBaHHS B YIPESKACHHUAX. Peiitunrossre KOHTPOJIbHBIC
Cucremaruszanus, JOKyMEHTOB U UX MeponpusaTHs  (KOJJIOKBUYMBI,
XpaHEHHE. TECTBI) MIOJITOTOBKA K
Cury>xeOHbIe, IET0BBIE 1 KOMMEPUYECKHE BBITTOJTHEHHIO NPaKTHYECKUX
IIICbMa, (haKchl. 3aJaHU{ U UX 3alUTa

Pabora ¢ moxymeHTaMHu, comep KaruMu
KOMMEPUECKYIO TailHy.

6.2. Iloka3aTe i U KPUTEPUH OLIECHUBAHUS MHIAUKATOPOB JOCTHKEHUS KOMIETEHIIUI HA
Pa3JIMYHBIX 3Tanax UX GOPMHUPOBAHNS, IIKAJIbI U NPOLEAYPHI OLEHUBAHUS NPH TEKYIIEM
U MPOMEKYTOYHOM KOHTPOJIe 3HAHUI 00y4aromuxcst

Tekymuii KOHTPOJIb - 3TO HENPEPHIBHOE OTCIIEKUBAHME OCBOCHUS HHAMKATOPOB
JOCTHXKCHHST YHUBEPCAIBHBIX, 001IenpodecCHOHANBHBIX U MPO(ECCUOHATBHBIX KOMIETEHITUN
10 TUCLUIUIMHE.

IIpoMe:xKyTOUYHBII KOHTPOJIb TIPOBOJUTCA C IENBIO OICHKA YCBOCHHS CTYIEHTaAMU
MaTepuana KpYIMHOTO MOIYNsS WU pa3denia yuyeOHOW IUCHUIUIMHBL. B TedeHue cemecTpa
MPOBOJIUTCA TPHU TAKUX KOHTPOJBHBIX MEPONPHUATHH, COTJIACHO KaJICHJAPHOTO YYEOHOTO
rpaguka.

OneHka 3HaHUHN CTYAEHTOB OCYIIECTBISETCS B 0ajulax ¢ y4eToM:

- OIIEHKH (TEKYyIIero KOHTpOIs) 3a paboTy B cemecTpe (OLIEHKH 3a BBINOJHEHUE
KOHTPOJIHBIX 3a/IaHHi, 32 BBIIOJIHEHUE W YCHCIIHYIO 3alllUTy MPAKTHYECKUX 3aJaHui, 3a
AKTUBHOE y4acTHE B OTMPOCE CTYACHTOB MEPe/] HAYaJlOM JICKIIMH WM B KOHIIE €¢);

- OIICHKW MPOMEKYTOUHBIX 3HAHUM HA PEUTHHTOBBIX MEPONPHUATHSIX (OTBETHI HA TECTHI,
Ha KOHTPOJIbHBIE BOIIPOCHI).

Jliia onpeneneHust OLEHKU 3a pabOTy B CEMECTPE U OLIEHKH MPOMEXYTOUHBIX 3HAaHUHN Ha
PEUTHHTOBBIX ~ MEPONPHUSITHSIX  COJAEpKaTelnbHas 4YacTh paboyeil  mporpaMMbl  YETKO
CTPYKTYPHUPYETCS Ha COJiepKaTelIbHbIE MOIYJIH, U3 KOTOPBIX (hopmMupyercs Tpu 610Kka (MOIYIIS),
C IEpPHOJIaMHU W3yUYEHUsl PAaBHBIMU NIEPHOJIaM MTPOBEACHUS PEUTHUHT -KOHTPOJIA.

Taxum oOpa3om, ycTaHaBIUBaeTCsl 00bEM JUCIUIUIMHBI, MOAJTEXKAIEH OlEeHKEe KayecTBa
YCBOEHHUS B pamKax 0710koB. [Ipu 3ToM Kaxkaasi KOHTpONIbHAS TOUKa orleHnBaeTcs B 20 6aioB.

Kpurepusmu OLEHKHM WHAWKATOpPA JOCTHKEHUS KOMIICTCHIIMM SBISIOTCS YPOBEHB
OCBOEHHS O0YYaIOIIMMHUCS 3HAHWM, YMEHUH U HaBBIKOB, KOTOPHIMU OHU JIOJKHBI 00JIaaTh MPH
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W3YYEHUHU Pa3AesoB (MOAYJIEH) AUCLUIIINHBIL.

CornacHo 3TUX KpUTEpPHEB NPH pa3pabOTKe LIKaJ OLIEHUBAHUS aBTOP PYKOBOJCTBYETCS
CIICIYIOIIHM:

15-20 6as10B - CTYJIEHT MOJy4YaeT IPH BBICOKOM YPOBHE OBJIAJICHUS HWHIMKATOPAMHU
JOCTHKEHUSI KOMIETEHIIMI M OCBOCHHUS 3HAHWH, YMEHUH M TEOPETHYECKOro marepuaia 0e3
po0esoB; BBIIOJHEHWH BCEX 3aJaHUM, MPEIYCMOTPEHHBIX YYEOHBIM IUIAHOM Ha BBICOKOM
Ka4eCTBEHHOM YypOBHE; C(OPMHPOBAHUU NPAKTUYECKUX HABBIKOB, MPO(PECCHOHATHLHOTO
IPUMEHEHUS OCBOCHHBIX 3HAHMIA;

10-14 06aJi0oB - CTYACHT IOJIy4yaeT NMPHU CPeJHeM YpPOBHE OBJAJCHHUS WHAWKATOPAMH
JOCTHDKEHUS] KOMIIETCHIIMH M OCBOCHUHU 3HAHWM, YMEHUI M TEOpEeTHUYECKOro MaTepuaia, Korjaa
yueOHbIe 3aJ]aHusl HE OLIEHEHBI MAaKCUMAJIbHBIM YHCIIOM 0ajlIOB, U B OCHOBHOM C(pOPMUPOBAHBI
IPAaKTUYECKUE HaBBIKHU;

10 10 0a110B - CTYIEHT NOJIYy4YaeT IpU MOPOroBOM YPOBHE OBJIAJICHUS MHAMKATOpaMH
JOCTMDKEHUSI KOMIIETEHIMH M 4YacTUYHO C TNpoOeloM OCBOGHMM 3HAHUH, YyMEHUH W
TEOPETUYECKOr0 MaTepuaya, HEKadyeCTBEHHOM BBINIOJIHEHUM YUYEOHBIX 3alaHuH, JTUOO0 OHHU
OLIGHEHBl YHUCIOM OauloB OJIM3KMM K MHMHUMAJIbHOMY, B CIy4asX HE CQOPMHUPOBAHUS
HEKOTOPBIX MPAKTHYECKUX HABBIKOB.

7. ®oH/1 OLIEHOYHBIX CPEJCTB /ISl IPOBeIeHUsI POMEKYTOYHOM aTTecCTAIlUN
00y4aKOIIHXCS 10 JUCHUILINHE (MOLYJIIO)

7.1. IlepeyeHb KOMIIETEHIUI ¢ YKa3aHHEM 3TanoB uxX (JOpMUPOBAHUS B Ipolecce
OCBOEHHS 00pa30BaTeJIbHOI IPOrPaMMBbI

Pabouelt mporpamMmoil aucuuIUIMHBL «OCHOBBI JI€IONPOU3BOJACTBA» IPELyCMOTPEHO
y4acTHe AUCUUIUIMHBI B JOPMHUPOBAHUH CIEAYIOIIUX KOMIETCHIIUH:

VYK-4. CnocoOeH OCylIecTBIATh JENOBYI0 KOMMYHHMKAIMIO B YCTHOW M NMHMCbMEHHOMN
¢dopMax Ha rocynapcTBeHHOM si3blke Poccuiickoil @enepai ¥ HHOCTPAHHOM (bIX) A3BIKE (aX).

I1K-5. CnocoOeH NMpUMEHATh KOJUYECTBEHHbIE W KAaUeCTBEHHbIE METOJbl aHalu3a MpHU
HNPUHITUU YTIPABICHUYECKUX PELIECHUI.

B mnpouecce ocBoeHust oOpa3oBaTenbHOW mporpammbl 1o HampasieHuto 38.03.02
«MenemxmenT» komnereHuun YK-4, IIK-5 ¢opmupyrorcs mnpu U3ydyeHUM JUCIUIUINH,
IPOXOXKACHUN pakTuK U ['HA.

Jrtanbl GOpMHUPOBAHUS KOMIIETEHLIMII B IIpoliecce 0CBOeHUsI 00pa3oBaTe/IbHOM
nporpammbl «MeHeKMeHT»

Jransl
Kon ¢opmupoBanus
KOMIIe Jucuuniaunel, npaktuku, 'HA, yepe3 koropslie (popmupyercst KOMIIETEHUMH B
TeHINH KOMIeTeHIHs (KOMIOHEHThI) npouecce 0CBOEHUS
oOpa3oBare/iLHOMU
NporpaMmbI*
b1.0.06 KynsTypa peun u enoBoe o01ieHre 1
Bb1.0.13 NHOCTpaHHBIN S3BIK 3
YK-4 Bb1.0.17 JlenoBsle KOMMYHHUKAIIUN
b1.B.04 OcHOBBI 1€710POU3BOICTBA 4
b3.01 BeimonHeHne ¥ 3aniuTa BRITYCKHOHN KBAJIM(UKAIIIOHHON paboThl 8
b1.0.16 ®uHaHCOBBIN yUeT 3
B1.B.04 OcHOBBI 1€710IPOU3BOACTBA 4
[K-5 Bb2.0.03(IT) ITpon3BoacTBEHHAs TPAKTHKA, TEXHOIOTHYECKAs (IPOEKTHO-
TEXHOJIOTHIECKast )
b1.B.09 MoaenupoBaHre COIaIbHO-3KOHOMUYECKHX mporeccoB B AITK 6
Bb2.B.01(ITx) ITpon3BoacTBEHHAs TPAKTHKA, TIPEATUTLIIOMHAS 8
b3.01 BeimonHeHne ¥ 3aniuTa BRITYCKHOHN KBAJIM(UKAIIIOHHON paboThl

*Omanvl opmuposanus Komnemenyuii 8 npoyecce 0C80eHUs 0OPA308AMENLHOU NPOSPAMMbL ONPEOENAIOMCA CeMECMPOM
usyueHus OUCYUNIUH, npoxodicoenus npakmux u I MA
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7.2. Onucanue nokasaresjel HHAUKATOPOB JOCTHKEHUSI KOMIIETEHIIUI HA Pa3JIHYHBIX
Tanax ux (opMUpPOBAHUS, ONMUCAHHUE IIKAJ OLEHUBAHUS
Jljis OLIeHKHM 3HAHU, YMEHH, HABBIKOB U MHIAUKATOPOB TOCTHXKEHUS KOMIIETEHIUN 110
JUCLHUTUITMHE TPUMEHsSeTCs OaIbHO-PEHTHHIOBAs CUCTEMa KOHTPOJIS M OILCHKH YCIEeBAaEMOCTHU
cTyneHToB. B ocHOBy OamibHO-peiiTuHrOBOM cuctemMbl (BPC) monokeHpl TPHHIUIBI, B
COOTBETCTBUH C KOTOPHIMH (OPMHUPOBAHME PEHTHHra CTYICHTAa OCYILIECTBISETCS B XOJE
TEKYIIEro, TPOMEKYTOUHOTO KOHTPOJIS U MPOMEXKYTOYHOM aTTECTAllud 3HAHUU.
IIpoMe:kyTOUHasI aTTECTALUS — YK3aMEH.
[Ipn MoOIynpHOIl CHUCTEME OCHOBHBIM CTUMYJIOM K peryjsipHON paboTe CTYIEHTOB
SIBIIIETCS. BO3MOXHOCTh OBITHh OCBOOOXKICHHBIM OT CEMECTPOBOTO JK3aMeHa (IIOJIYYHUTh €ro
«aBTOMATOM»). /1715 3TOT0 CTYEHT JOJKEH BBIMOIHUTD CIIEIYIOIINE YCIOBUS:
- HE UMETh 10 MPOMEXYTOYHBIM MoayIisiM 0 Gaios;
- €CIIi CTYJIEHT I10 UTOraM TEeKYyIIero peltuHra Habpan B cemectpe 49-54 G6annos, TO OH
MOJTy9aeT, «<ABTOMATOM» OICHKY - «XOPOIIO0», 55 U BBIIIE «OTIUYHO».
MaxkcuMmanbHas cymma OallloB, KOTOPYIO CTYAGHT MOXeT HabpaTh 3a ceMmecTp,
cocraBisier 100 6aymioB, U3 KOTOPHIX HA TEKYHIHA W MPOMEXYTOYHBIH KOHTPOIb OTBOIUTCS 60
6amtoB. OctaBmuecst 40 6auIoB - 3TO cymMMa 0alIoB, KOTOPYIO CTYIEHT MOXXET HaOpaTh IO
pe3ysbTaTaM MPOMEKYTOYHOM aTTecTaluu (IK3aMeH).
CTyneHT, MOTy4YMBIIUNA IO UTOTAM TEKYIIEr0 U MPOMEKYTOUHOTO KOHTPOJS MeHble 45
0aJuIoB, HE MOXKET IIPETEHIOBATh HA OL[CHKY «OTJIHYHOY.
NHaukaTopbl 10CTHKEHNSI KOMIIETeHIMH

Kon n IInanupyemble CooTBeTCTBHE HHANKATOPA JOCTHKEHHSI KOMIIETeHIINH TJIAHHPYEeMbIM
HANMMeHOBaHHe pe3yabTaThl pe3yJibTaTaM 00yueHHsi i KPUTEPUSIM UX OLleHHBAHUS
MHAMKATOpa o0yueHust MUHUMAJIbHBIH NMOPOroBblii CpeHuUil BbICOKMI1
AOCTHIKEHHUS 0-59 60-69 70-84 85-100
KOMIIeTEHLIMH, OHeHKa
JTankl 0CBOCHHA HEyJA0BJ1eTBOPH YIOBJIETBOPH x0pomo OTIMUHO
TeJbHO TeJbHO
W-1yk.s 3nare: monsAtHe | He 3Haer monsatue | Cmabo 3HaeT | Xopomo  3Haer | OTIMYHO  3HAeT
Bribupaer Ha JOKYMEHTa, €ro | JOKyMEeHTa, €ro | MOHSITHE TIOHSATHE MOHSATHE
TOCyJIapCTBEHHOM CBOWCTBA, CBOWCTBA, IOKYMEHTa, €ro | MOKyMEHTa, €ro | JOKyMEeHTa, €ro
si3pIKe PD 1 CII0COOBI CIT0COOBI CBOMCTBA, CBOMCTBA, CBOICTBA,
WHOCTPAHHOM (-bIX) | JOKYMEHTHPOBAaH | JOKYMEHTHPOBAaH | CIOCOOBI CIOCcOOBI CIoCcOOBI
SI3BIKAX usi; OCOOEGHHOCTH | WsI; OCOOEHHOCTH | JOKYMEHTHPOBaH | JOKYMEHTHPOBAaH | JOKYMEHTHPOBaH
KOMMYHHUKATHBHO SI3bIKa SI3BIKA usi; OCOOEGHHOCTH | WsI; OCOOEHHOCTH | WMs; OCOOSHHOCTH
MpUeMIIeMbIe CTUJIb | CITY)KeOHOTO CITy>keOHOTO SI3BIKA SI3BIKA SI3BIKA
W CpencTBa JOKYMEHTA; JIOKYMEHTA; CITy>keOHOTO CITy>keOHOTO CITy>keOHOTO
B3aUMOJCUCTBHSA B | CpPENCTBa cpeacTBa JIOKYMEHTA, JIOKYMEHTA, JIOKYMEHTA;
oOrIeHnn ¢ B3aUMOJICHCTBHSA B3aUMOZICHCTBHSA cpeacTa cpeacTa cpencTa
JIeNIOBBIMU B oOmeHWH C | B OOWEHWH C | B3aUMOJCHCTBHS B3aMMOJICHCTBUS B3aMOJICHCTBHUS
napTHepaMu JIeTIOBBIMU JIETIOBBIMU B oOmeHnu ¢ | B oOOmEHMH C | B OOWIEHMH C
(4 oram) napTHepamMu napTHepaMu JIETIOBBIMU JIETIOBBIMU JIETIOBBIMH
napTHepamMu napTHepamMu napTHepamMu
YmMmeTs: Bectu | He ymeer Bectu | YnosnerBopurens | Ymeer Bectu | Ha BBICOKOM
JIETIONIPOM3BOJICTB | JETONPOM3BOACTB | HO yMEET BECTH | JEIONPOU3BOJICTB | YpPOBHE ymeeT
0 ¥ YyYacCTBOBATh B | O M y4acTBOBATh B | JEJIONPOU3BOJICTB | O U y4acTBOBaTh B | BECTH
BEICHUU BEICHUH 0 M y4acTBOBATh B | BEICHHUH JIEIIOTIPOU3BOJICTB
JOKYMEHTOO00pO | JOKYyMEHT000OpO | BEACHHH JIOKyMEHTOO0OpO | O M y4acTBOBAaTh B
Ta Ha | Ta Ha | JoKyMeHToOOOpO | Ta Ha | BEICHUH
TOCYIapCTBEHHOM | TOCYIapCTBEHHOM | Ta Ha | TOCYAapCTBEHHOM | IOKYMEHTO00OpO
aspike P®  wu | a3pike  P®  wm | rocymapcTtBeHHOM | s3pike PO wm | Ta Ha
nHOCTpaHHOM (- | mHOCTpaHHOM (- | si3pike  P®  w | mHOCTpaHHOM (- | TOCyJapCTBEHHOM
BIX) SI3BIKAX; | BIX) SI3BIKAX; | WHOCTPAHHOM (- | BIX) s3pIKax; | s3plke PO wm
BEIOHpATH BEIOMpATh BIX) SI3BIKAX; | BEIOMpATh WHOCTpaHHOM (-
MTOIXO IS TIINE MOIXO IS IIINE BEIOMpATh MTOIXOISIIINE BIX) SI3BIKAX;
CTWUJIb BCIACHHA H CTHJIb BCIACHHUA H noaxoasauiue CTUJIb BCIACHUSA U Bbl6l/lpaT]>
coJiepKaHue coJiep)KaHKe CTUJIb BEIEHHMA U | cColeprKaHHe HO/IXOJISIIHE
JOKYMEHTa JIOKYMEHTa coepKaHue JIOKyMEHTa CTHJIb BelCHUS] H
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JIOKyMEHTa cofiepxKaHne
JIOKyMEHTa
Bnagets: He Bnazeer | YacTuuHo Xopomo Biageer | B momHON Mepe
HaBBIKAMH HaBbIKaMH BIaJceT HaBBIKAMH BIaJceT
COCTaBJICHUS COCTaBIICHUSA HaBBIKaMH COCTaBIICHUS HaBBIKAMH
CITyXKeOHBIX CITyKeOHBIX COCTaBIICHUS CITyKeOHBIX COCTaBIICHUS
IIceM Ha Pa3HBIX | MHCEM Ha Pa3HBIX | CIy>KeOHBIX IFCeM Ha Pas3HBIX | CIY)KEOHBIX

SI3bIKAX;

SI3BIKAX;

IMMCEM Ha pPa3HBIX

SI3bIKAX;

IMMCEM Ha pPa3HBIX

criocodaMu U | cmocobamu H | sA3BIKaX; criocobaMu MU | sA3BIKax;
cpeacTBaMu cpeacTBaMU crocobaMu U | CpeAcTBaMHU crocobamu u
MHPOPMAIIOHHOT | MH(GOPMAIIMOHHOT | CPEACTBAMU WHQOPMAIIOHHOT | CPEACTBAMHU
o 0 nH(OPMAIMOHHOT | O nH}opMaImOHHOT
B3aMOJICUCTBHUS B3aNMOJICHCTBUS 0 B3aNMOJICHCTBHUS 0
C  TapTHepaMmy; | C  TapTHEpaMH; | B3aHMOJACHCTBHS C  TapTHepaMHy; | B3aHMMOIEHCTBHS
nH}opManoHHO- | MHGOPMANMOHHO- | ¢ TIApTHepaMH; | WHQOPMAIMOHHO- | C  TapTHEpaMH;
KOMMYHHKAIIHOHH | KOMMYHHUKalMOHH | MH(QOPMAIMOHHO- | KOMMYHHMKAIIHOHH | MH(OPMAaIMOHHO-
BIMU BIMH KOMMYHHMKAlMOHH | BIMH KOMMYHHKAIIHOHH
TEXHOJIOTHAMU TEXHOJIOTHSIMU BIMH TEXHOJIOTHSAMHU BIMH
JIOKYMEHTAallMOHH | JOKYMEHTALIMOHH | TEXHOJOTHAMHU JNOKYMEHTALMOHH | TEXHOJIOTUSMH
oro obecrieueHus | oro oOecneyeHusl | JOKYMEHTAIlMOHH | Oro OOecCmedeHUus | TOKYMEHTAlMOHH
YIpaBJIeHHs YIpaBJIeHHS oro oOecreyeHus | yHpaBJCHHS oro oOecreyeHust
YIIpaBJIeHHS YIpaBJIeHHs
WN-3nks Bmaneer | 3nare: mpaBwna | He 3Haer mpaBuia | Yactuuno 3Haer | Ha xopomem | Ha BBICOKOM
METO/laMH W | COCTaBJEHUS ¥ | COCTAaBICHHS W | IpaBUiia YpOBHE 3HaeT | ypOBHE 3HaeT
HPOTrpaMMHBIMU oopmieHus ohopmeHus COCTAaBJICHUS M | IpaBHiIa npaBuiIa
cpeacTBamMu OpraHU3allMOHHO- | OPraHW3alHOHHO- | O(opMIICHUS COCTaBJICHUS U | COCTAaBICHHA M
00paboTKH pacropsauTesH pacropsAuTEeNbH OpPraHU3aMOHHO- | O(QOPMIICHUS odopmMITeHIS
JIeTIOBOI BIX JIOKYMEHTOB; | BIX JIOKyMCHTOB; | pacHOpsSIUTEIbH OpTaHM3alMOHHO- | OpPraHU3alHOHHO-
nHbopMaIu cHCTEMY U | cuctemy U | BIX JOKYMEHTOB; | PacHOpSANTENbH pacnopsAnTeNnsH
(4 oram) THUIIOBYIO THUIIOBYIO CHCTEMY U | BIX JOKYMEHTOB; | BIX JOKYMEHTOB;
TEXHOJIOTHIO TEXHOJIOTHIO THUIIOBYIO CHCTEMY u | cucremy "
JOKYMCHTAallMOHH | JOKYMEHTALIMOHH | TEXHOJOTHIO THIIOBYIO THUIIOBYIO
oro obecrieyeHust | oro oOecredeHus | JOKYMEHTALMOHH | TEXHOJIOTHIO TEXHOJIOTHIO
yIpaBJeHuUs; YIIpaBJICHHUS; oro o0ecHe4yeHust | JOKyMEHTalMOHH | JOKYMEHTAal[MOHH
METO/IBI METO/IBI YIIpaBJICHHUS; oro obecredeHus | oro obecreueHus
00paboTKH 00paboTKH METO/IbI YIpaBICHHUS; YIpaBICHHUS;
JICIIOBO# JIENIOBO 00paboTKH METOJIbI METOJIbI
“HpOpMAIIH nHpOpMAIMU JIENIOBOI 00paboTKH 00paboTKH
nHpOpMAIU JIEeIOBOM JIeTIOBOM
nHdopmarmu nHdopmarmu
YMers: He ymeet | Cmabo ymeeTr | Xopomo  ymeer | OTIHYHO  yMeeT
opopMITATE opopMIIATH opopMITATE opopMITATE opopMITATE
OpraHU3allMOHHO- | OPraHW3alIOHHO- | OPTaHH3AlMOHHO- | OPraHM3alMOHHO- | OPraHU3al[MOHHO-
pacnopsaAuTensH pacropsAuTeNbH pactopsAuTeNbH pactopsAnTeNbH pacnopsAuTeNnsH

bIC NOKYMEHTHI B
COOTBETCTBUU C

bIC NOKYMEHTHI B
COOTBETCTBUH C

bIC NOKYMEHTHI B
COOTBETCTBUU C

bIC INOKYMCHTHI B
COOTBETCTBUU C

bIC NOKYMEHTHI B
COOTBETCTBUU C

TpeOOBaHUSIMU; TpeOOBaHUIMU; TpeOOBaHUIMU; TpeOOBaHUIMU; TpeOOBaHUSIMU;
OCYIIECTBIAThH OCYIIECTBIATh OCYIIECTBIATH OCYIIECTBIATh OCYIIECTBIATH
00paboTKy 00paboTKy 00paboTKy 00paboTKy 00paboTKy
BXOJIAIIHX, BXO/IAIINX, BXO/IAIINX, BXO/IAIINX, BXO/IAIIHX,
BHYTPEHHHUX W | BHYTPEHHUX 7 | BHYTPEHHHUX ¥ | BHYTPEHHHUX W | BHYTPEHHHX "
HCXOIAIINX HCXOIAIINX HCXOIAIINX HCXOIAIINX HCXOIAIINX
JIOKYMEHTOB, JIOKYMEHTOB, JIOKYMEHTOB, JIOKYMEHTOB, JIOKYMEHTOB,
KOHTPOJb 3a HUX | KOHTPOJIb 3a HX | KOHTPOJb 3a HX | KOHTPOJb 3a WX | KOHTPOJb 3a HX
HCIIOJTHEHUEM WCIIOJTHEHUEM UCITOJTHEHUECM UCITOJTHEHUECM UCIIOJTHEHUECM
Bnagers: He Biageer | He B  monnoii | Brmageer B nonnoit mepe
HaBbIKaMH HaBBIKAMH Mepe BJIQZICET | HaBBIKAMHU BlIaJieeT
BBITIOJTHEHHUS BBITIOJTHEHUS HaBBIKAMH BBITIOJTHEHHUS HaBbIKAMH
onepanuit o | omepanuit MO | BBITOJIHCHUS orepanuit IO | BBITOJIHCHUS
CO3JIaHUIO CO3/IaHUIO onepaunui 1o | CO3/IaHUI0 onepanui o
JTIOKYMEHTOB; JIOKyMEHTOB; CO3JIaHHIO JTIOKyMEHTOB; CO3/IaHHIO
METOIaMU U | METOJaMH U | JOKYMEHTOB, METOoIaMU U | JOKYMEHTOB,;
POTrPaMMHBIMH POTPaMMHBIMHU METOoIaMU U | TIPOrpaMMHBIMH METOIaMU u
cpeacTBaMH CpeacTBaMH MIPOTPaMMHBIMU cpeacTBaMH MIPOTPaMMHBIMA
00paboTKH 00paboTKH cpeacTBaMH 00paboTKH cpeacTBaMH
vHpOpManH Uil | HHPopMarmu Uit | 0OpaboTKH nHpOpMaK Uit | 00paboOTKH
TIPUHATHS MPUHATHS vHpOpPMAIMK Ui | TPUHATHS “HpOPMAIH IS
peleHui; peLeHHUI; IPUHATUSA pelIeHHUI; HNPUHATUSA
crocodamu criocobamu pelIeHui; criocobamu pelIeHuH;
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obecrieueHus obecreueHus criocobaMu obecreueHus criocodaMu
KOHTPOJIA KOHTPOJIA obecrieueHust KOHTPOJIA obecnieueHust
HCIIOJHEHHUS HCIIOJTHEHUS KOHTPOJIS HCIIOJTHEHUS KOHTPOJIS
JOKYMEHTOB JTIOKyMEHTOB HCIIOJTHEHHUS JIOKyMEHTOB HCIIOJHEHHUS
JIOKYMEHTOB JIOKYMEHTOB

*Ha smane 0céoenust OUCYUnIuHbl

Jiist morycka K 9K3aMeHY CTYIIEHT JIOJDKEH Ha0paTh B XOJIE TEKYIIETO M MPOMEXYTOYHOTO
koHTpossi He MeHee 40 OamnoB. Ecnm sta cymma wmenbmie 30 OamioB, TO CTYIACHT HE
JIOITycKaeTcsl K sk3aMeHy. Ecim ata cymma Gosbiie wim paBHa 30, TO IMyTeM JIOTOJHUTEILHOTO
ompoca (coOecenoBaHHEe, KOHTPOJIBHBIA OIPOC, TecT, pedepar) 3Ta CyMMa MOXKET OBITh
noBsiteHa 1o 40 6ayuios.

Ha sk3amene crynent moxet nonyuntsh 20-40 6amioB. MakcuManbHBINA OaJlT TP KaxI0H
MOBTOpPHOM Tmepecnaue ymeHbinaercss Ha 10 GammoB. Ecnu oTBeTHI CTyJCHTa OIICHUBAIOTCS
cymmoit 6amioB meHee 20, To cTyeHTy BbicTaBisieTcst 0 6amios.

Ecnu mo utoram peiitunra cryneHt Habupaet 40-48 GayioB, TO OH TONyCKaeTCs K caadye
sKk3aMeHa u ocraibHbie 20-40 6ayIoB OH IMOJTyYaeT Ha 3K3aMeHe.

CryneHT, HaOpaBIIUI 110 UTOTaM TEKYIIETO U MPOMEXYTOYHOT'O KOHTPOJIS 110 TUCIUILTHHE
meree 30 6ayioB, mociie BCEX Pa3pelIeHHBIX OTPAa0OTOK MOXKET MOJYYHTh OIEHKY HE BBIIIE
«YJIOBJICTBOPUTEIHLHOY.

KpuTepuu onieHHBaHUs pPe3yJIbTaTOB 00y4eHHsI

Ouenka Hlkana Kpurtepuu onenuBanus
OlleHMBAHMS
Bricokuit ypoBeHb «5» 85-100 3aCIy’KMBae€T  CTYJACHT, OCBOMBUIMH  3HaHMA, YMEHHUA W
(oTsraHO) TEOpeTHYeCKUil Marepuai ©0e3 MpoOenoB; BHIIOJHUBIIMNA BCe
3aJaHusl, TPEAYCMOTPEHHbIE Y4eOHBIM IUTAHOM Ha BBICOKOM
Ka4eCTBEHHOM YPOBHE; NPAKTUUECKHE HABBIKH MPO(ECCHOHANIEHOTO
NPUMCHEHHS] OCBOCHHBIX 3HaHUH c()OPMHUPOBAHBI.
CpenHuil ypoBeHB «4» 70-84 3aCIY’)KHBaeT CTYACHT, NPAKTHYECKH MOJHOCTHIO OCBOMBLINI
(xoporo) 3HAHUS, YMCHUS U TEOPETUYESCKUIl MaTepual, ydeOHbIe 3aaHus He
OLCHEHBl ~ MaKCHUMaJbHBIM  YHCIOM 0ajyioB, B  OCHOBHOM
copMHPOBAN IPAKTHYESCKHE HABBIKH.
[Moporosslit ypoBeHb «3» 60-69 3aCIy)KMBAeT CTYACHT, YACTHYHO C MPOOeNaMy OCBOMBIIMI 3HAHMS,
(YIOBIIETBOPHUTEIBHO) YMEHUS U TEOPETHYECKHI MaTepua, MO0 He BBINOJHMI y4eOHbIC
3ajaHMs, JMOO OHHM OLCHEHBl YHCIOM O0ajuloB ONU3KHM K
MHHUMAaJIBbHOMY,  HEKOTOpbIE€  IPaKTHYECKHE  HaBBIKM  HE
c(hOPMHPOBAHBI.
MUHUMAIBHBINA YPOBEHb 0-59 3aCiy)KMBAaeT CTYIEHT, HE OCBOMBLIMH 3HAHWS, YMEHHS, U
«@2» TEOpEeTHYECKUil MaTepuain, y4deOHbIE 3aJaHusl HE BBINOJIHUI,
(HEyIOBIIETBOPHUTEIIHHO) HpaKTHYECKUE HABBIKK He C(HOPMHUPOBAHBI.

7.3. KoHTpoOJIbHBIE 3aJaHUS WIH HHbIe MATEPUAJIbI, HEOOX0AUMBbIE [IJISl OIl€HKH
pe3yJbTaTOB OCBOCHHSI MHAUKATOPOB JocTH:KeHUs1 komneTreHUuu UJI-1yg. 4, U-3nk-5
B IIpoliecce 0CBOeHHsI 00pa30BaTe/IbHOI MPOrpaMMbl

7.3.1. TecTsl AJIs1 TEKYLIET0 H MPOMEKYTOYHOT0 KOHTPOJISI 3HAHUI 00y4YalouXCs
Tema 1. OcHOBHBIE TPeOOBaHUS K 0(hOPMJICHHIO YIIPABJICHYECKHX JOKYMEHTOB.

1. JokymeHT — 3T0...

a) nH(POPMAIIMOHHBII HOCUTEb;

0) MHPOPMALIMOHHBIH HOCUTENh UMEIOLINH IOPUINYECKYIO CUITY;

B)UH(OPMAILIMOHHBIN HOCUTENIb COCTABIIEHHBIN MEPBBIN pa3 U UMEIOIIUN IOPUINYECKYIO CUITY .

2. Yuudukauus — 3T0...
a) OTHOTUITHOCTH IOKYMEHTOB,;
0) ennHOOOpasue GopM U COCTaBa yNMPaBIEHYECKUX JOKYMEHTOB,
B)YHUKAIILHOCTH JIOKYMEHTA.
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3. OcHoBaTe/IeM KOJJIEKCKOT0 J1eJI0NPOU3BOICTBA ABJIAETCH. ...
a) MBan ['po3Hblij;

0) Iletp nepBsiii;

B)AJIeKcaH Ip NEepPBbIil

Tema 2. JIOKyMeHT U CHCTEMbI JOKYMEHTAIIUH
1. PexkBU3MT Ci1yKe0OHOI0 MUCbMA — ITO...
a) ero OTJEeIbHBIN JIEMEHT;
0) yacTh CIy)KEOHOTO ITUChMA;
B) pupMeHHBIH OJ1aHK.

2. C noMoIbI0 KAKOT0 PeKBU3UTA 0()OPMJIsieTCsl BHEIIIHEe COrJIacOBaHue JOKyMeHTa?
a) BU3bI COTJIACOBAHUS;
0) rpuca cormacoBaHusl.

3. B kakoMm ciyyae npaBWJIBLHO 0()OPMIIEeH PEKBU3HUT «AapecaT»?
a)

Hupextopy mikossl Ne 269

MarseeBoii Tamape AnekcanapoBHe

0)

['enepanbHOMY AUPEKTOPY PUPMBI
«AsKC»

r-ny JlapuonoBy T.I'.

103020, Mocksa, CkaTepTHblIii niep., 22
B)

Hupexropy YIIO CBAO r. MockBbl
B.A. IletpoBy

129128, Mocksa, PocTokuackas,”

r)

129128, Mockaga, yn. baxosa, 1.16, kB. 7
E.K. Bo3neceHnckoit

4. B kaKkoM ciiy4yae npaBuJjbHO opopmiieH pekBu3HT «Iloanucep»?

;1_—2I/IpeKT0p 000 «Mapus» B.A. Jlapuna
16“31aBHLH71 Oyxrantep B.A. OBunHHHMKOBa
Hupexrop YIIO B.A. IlerpoB
FI)HpeKTop LITKOJIBI MumnrykoBa 1. A.
FZI)I/IpeKTOp TY H.H. HoBukosa

Tema 3. Opranu3anuoHHbIe H pacOPSIAUTE/IbHbIE JOKYMEHThI B cCTeMe
yHpaBJeHYeCKOI JOKYMEHTAIlUH

1. Kakue pacnopsiaiure/ibHble JOKYMEHTHI U31aI0TCA HA OCHOBE eIMHOHAYAINA?
a) yKasbl;

0) ykazaHus;

B) MPUKa3bl;



I') peLlEHuUs;
1) TTIOCTAaHOBJICHUS.

2. KTo HeceT 0TBETCTBEHHOCTH 32 H3/IaHHE PACHOPSIUTEIHLHOI0 JOKYMEHTA, U3IaHHOT0 HA
OCHOBE eIMHOHAYAJIUA?

a) JINIIO, TIOJIMMUCABIIIEE IOKYMEHT;

0) pyKOBOAMTEIb OPraHU3aI1H.

3. Kakoii U3 10KyMeHTOB He SIBJISIETCSI OPraHU3ANUOHHBIM ?
a) ycras;

0) MOJI0’KEHHUE;

B) IITATHOE PACIUCAHUE;

T') pacropspKeHHE

4. Opranu3zanusi C4UTAETCH CO3IaAHHOM
a) CO JHsI TOCYIapCTBEHHON PEeruCTpalny;
0) c MOMEHTa yTBEPKICHUS YCTaBa.

5. Hanuvue ycTaBa siBJIsieTCsl 0013aTeJIbHBIM VIS PETHCTPALMM KOMMEPYeCKUX U
HEKOMMEPIECKHUX opramnaul/lﬁ?

a) na,

0) HeT.

6. Ha ocHOBaHHM KaKOI0 JOKYMeHTa pa3padaTbIBAIOTCHA CTPYKTYPbI OPraHU3aluu U
onpee/sieTcs ee INTATHAS. YUCJIECHHOCTh?

a) Ha ocHoBaHuu [lonoxxenus o0 opranuzanuy;

0) Ha OCHOBaHMM Y CTaBa OpraHU3aIIH.

7. B KaKOM JOKyMeHTe MOT'YT ObITh OTOBOPEHbI YCJI0BHUS PEOPTraHU3ANNH U JIUKBUIANUHT
opranu3anum?

a) B YcTaBe OpraHu3ailvy;

0) B IOrOBOpE yUpeaUTEIICH;

B) BO BCEX MEPEUHNCIECHHBIX JOKYMEHTAX.

8. Ilpu mocTyn/jieHUH rpaxiaH Ha padoTy B OPraHU3aLMIO UX 00513aTeJIbHO 10 KHbI
MO3HAKOMMTH C:

a) YcTaBoM opraHu3aluu;

0) IlonoxeHneM 0 CTPYKTYpHOM IOJPa3/IeIeHUH, Ky/la IOCTYNAeT Ha paboTy I'pakJaHNH;
B) JIOJUKHOCTHOM MHCTPYKIIMEH;

') BCEMHU MEPEYUCICHHBIMH JOKYMEHTaMHU.

9. Kakue pacnopsiguTejbHble JOKYMEHThI IPHUHUMAIOTCS B pe3yJbTaTe 00CyKIeHHs
BOIPOCOB HA 3aCeIaHUAX KOJIETHAJbHBIX OPraHoB?

a) [Ipukassi;

0) Ykazanus;

B) [locTtanoBnenus;

r) Pemenus;

1) BCE MEPEUNCIICHHbBIE IOKYMEHTBHI.

Tema 4. UHdopMALIMOHHO — CIPABOYHbIE JOKYMEHTbI: MX HA3HAYEHHUS U OCHOBHbIE BU/IbI
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1. Yro siBasieTcs naToi nporoxkoJia?
a) J1aTa 3ace/IaHus;

0) naTa moANUCaHUs MPOTOKOJIA;

B) JlaTa PErUCTpaIUu.

2. KTo noanucsiBaeT NpoToKoJi?

a) PYKOBOJUTENb OPTaHU3aI1H;

0) mpeacenarenb COOpaHus;

B) TIpeJceiaTeNlb U CEKpeTapb coOpaHusl.

3. CTaBuTCH JIM HA MPOTOKOJ1 MeYaTh?
a) 1a;
0) HeT.

4. Kakoii IOKYMEHT He OTHOCHTCS K Ipynine HH(PpOPMAIHOHHO CIIPABOYHBIX ?
a) TOKJIa{Hasl 3aIlMCKa;

0) 3asiBiIeHHE 00 yCTpOHCTBE Ha padoTy;

B) aKT;

I') LITATHOE pacIUCaHUe.

5. C kakoii neJbI0 HA HEKOTOPBIX TOKYMEHTAX YKa3bIBAIOT (paMUInio u TejieoH
HCIIOJTHUTEISA?

a) 7151 OTIEPaTUBHOM CBSI3H,

0) /Ui IpUAaHUS JOKYMEHTY IOPUANYECKOMN CHIIBI.

6. Ha ube uMs agpecyercs 3asiBjieHue?

a) Ha UMS PYKOBOJIUTEINSI OPraHu3allnu;

0) Ha MMs HayaJIbHUKA OT/IeJa KaJpoB OpraHu3aluu;

B) Ha UMs PYKOBOJAMTENS CTPYKTYPHOIO MOJIpa3/iesieHus, Ky/la MOCTyaoT Ha padoTy.

7. Ilpu mocTyn/jieHun Ha padoTy HeOOXOIMMO NMPEeABIBUTH CJeAYIOIIHe JOKYMEHTHI:
a) 3asBJEHUE, aBTOOMOrpaduIo, KOMUU JOKyMEHTOB 00 00pa30BaHHM, JIMYHBIN JUCTOK 110 YUETy
KaJ[pOB, TPYAOBYIO KHIKKY, TIACTIOPT;
0) 3asBieHue, aBTOOMOrpaduIo, KOMUU TOKYyMEHTOB 00 00pa30BaHUU, XapaKTEPUCTUKY C
MPEXKHETO MeCcTa pabdOTHI, JIMYHBIH JIMCTOK 110 YYETy KaJIpOB, TPYAOBYIO KHIIKKY.

Tema S. Iloaroroska u opopmiieHne NpuKa3oB

1. Kakoii pekBH3MT He BXOAUT B cocTaB GopmyJisipa-odpa3ua NnpuKas3a no 0CHOBHOM
aeaTeJLHOCTH?

a) HAUMEHOBaHME OpraHu3alH;

0) Ha3BaHME Pa3HOBUJAHOCTH TOKYMEHTA;

B) J1aTa;

') HOMep;

J1) MECTO U3/IaHHS;

€) 3aroJIOBOK K TEKCTY;

) TEKCT;

3) MOATMHNCH; M) aapecar.

2. Kakast yacTh TekcTa NpUKAa3a siBJsieTcsl 00A3aTeIbHOM ?

a) KOHCTaTUpYIoIIas;
0) pacriopsiiUTENbHAS.
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3. 3aBepsieTcs JIM NOANUCH PYKOBOAUTEJISI OPraHU3alMU HA MPUKAa3e Ne4aTbio?
a) na;
0) HeT.

4. YTo 03HAYaET BU3a HOPUCTA HA NpHUKa3e?
a) BHyTPEHHE COIIaCOBaHUE, [TOITBEPKAAIOLIEE, YTO IPUKa3 HE IPOTUBOPEUUT 3aKOHY;
0) 00s3aTeNbHBINA PEKBU3HUT MPUKA3a, IPUIAIOIINN eMy IOPUANYECKYIO CHITY.

5. C keM He00X0IMMO COIJIACOBATH MPOEKT MPHKA3a, HCIIOJHEHHEe KOTOPOro Tpedyer
(¢punancosoro odecneveHus?

a) C IOPUCTOM;

0) ¢ IIaBHBIM OyXrajaTepoM;

B) C UCIIOJIHUTEIIEM;

') CO BCEMHU E€PEUNCICHHBIMU J0JKHOCTHBIMU JIUIIAMHU.

6. B kakoM ciiyyae npaBuJibHO 0)OpMIIeHA 3aBepPUTEIbHASI HAANMKUCH B BHINMKUCKE U3
npukaza?

a) Bepno

HanmeHnoBanue HODKHOCTH JH4YHAs nmoanuck PacmmdpoBka moamucu
6) Bepno

HanmeHnoBanue HODKHOCTH JM4HAs nmoanuck PacmmdpoBka moamucu
00.00.00

5)

HaumeHoBaHue JOMKHOCTH JMYHAS MOANKUCH PacmmdpoBka noamnucu
Bepno

00.00.00

7. Ilpu perucTpanMy NPUKAa30B B )KYPHAJ PerucTPALUM 3aHOCATCH CJeAYIolIie JaHHbIe:
a) HOMep;

0) nara;

B) aBTOp JIOKYMEHTA;

') MECTO COCTABIICHMS;

1) (amMunus 1M, TOAMUCABIIETO JOKYMEHT;

€) KpaTKoe Cofiep>KaHue IOKyMEHTa;

) (paMHUITUU UCTIOHUTENEH TOKyMEHTA.

8. Ilpuka3 mo JUYHOMY COCTABY NOANMCHIBACT:
a) pyKOBOJUTEIb OpraHU3ally;

0) HaYaNbHUK OT/ETIa Ka/IPOB;

B) IOPUCKOHCYJIBT.

9. UcnbITaTeIbHBII CPOK

a) 0043aTeNbHOE YCIOBUE TPYAOBOTO KOHTPAKTA;

0) HEe MOKeT MPEBbIIIATh 6 MECALIEB;

B) HE YCTaHABIUBAETCS IPU IIprUeMe Ha paboTy MOJIOJBIX CIIEIHATUCTOB M0 OKOHYaHUH BBICIIIUX
U CPEHUX CHEIHAbHBIX YUYEOHBIX 3aBEICHUN.

10. Ha ocHOBaHMH KaKMX JOKYMEHTOB MOKET ObITh U3/1aH MPHUKA3 N0 JUYHOMY COCTaBY?
a) Ha OCHOBaHUU 3asBJICHUS;

0) Ha OCHOBaHUH TPYJIOBOTO KOHTPAKTA;

B) HA OCHOBAHMUH JJOKJIAJTHOW 3aIIUCKH;

T') Ha OCHOBAaHUU CIPABKH;

1) HA OCHOBAaHUH aKTa;
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€) Ha OCHOBAaHUH JIFOO0T0 U3 MEPEUUCIICHHBIX JOKYMEHTOB.

Tema 6. Opranuzanusi J0KyMEHTAIIMOHHOT0 00CJIY:KHBAHUSA B YUpPeKIEHUAX

1. Yro 10/15KeH caesiaTh pa00OTHUK OPraHM3alui, BUMPYIOUIUI JOKYMEHT, eCJIU OH He
COIJIACEH C ero cojep:KkaHuemM?

a) 0TKa3aTbcs OT BU3UPOBAHUSL.

0) 3aBU3UPOBATH IOKYMEHT, BBIPa3UB CBOE MHEHUE.

2. KaKOil JOKYMEHT OTHOCUTCSI K HeperucTpupyeMbiM?
a) MUCbMO 3a1poc;

0) >xano0a rpakJaHuHa;

B) CONPOBOAUTENBHOE MUCHMO;

I') peKJIaMHOE ITUCHMO.

3. B kakuX JHSIX YCTAHABJIHBAIOTCH CPOKH HCIIOJTHEHUS JOKYMEHTOB?
a) B KaJICHIAPHBIX [THSIX;
0) B pabo4MX JIHSX.

Tema 7. CucremaTuszanms JOKyMEHTOB UX XPaHeHH e

1. Mo:kHO /11 IOMeIIATh B O/IHO /1eJI0 JOKYMEeHTbl BpeMEHHOI'0 M IIOCTOSIHHOI0 CPOKOB
XpaHeHus1?

a) na,

0) HeT.

2. B xakoe 1e;10 noMeniaeTcsi BHYTPEHHAS ONMUCH?
a) TUYHOE JIeJIO0;

0) mpuKa3bl 110 JINYHOMY COCTaBY;

B) MepenucKa C OpraHaMu BJIACTH U yIPaBICHHUS.

3. JokymMeHTHI (h)OPMHPYIOTCH B /1eJIa B COOTBETCTBHH C:

a) NEPCUHEM NOKYMCHTAJIbHBIX MAaTCPHAJIOB C YKa3aHUEM CPOKOB XpPaHCHUS,
6) TOCToMm Ha opraHHU3aIMOHHO-PACTIOPSAUTETBHYIO TOKYMEHTAIIUIO;

B) MHCTPYKIIMEH 110 1€0NPOU3BOACTBY IaHHOW OpraHu3aluu;

T') HOMEHKJIATYpO# JIe]1 OpraHu3alluu;

1) TIOJIO)KEHUEM 00 OpraHu3aluu

4. Kakoiit npuHuun popMupoBanus e siBJIsIeTC OCHOBHBIM:
a) 110 CTENIEHU BaXHOCTHU JTIOKYMEHTOB;

0) 1o BUaM JOKYMEHTOB;

B) 10 COJIEP/KaHUIO;

T') 10 HOMEPAM.

5. Cpoku XpaHeHHMsI JOKYMEHTOB MOI'YT YCTAHABJIUBATD !

a) pyKOBOJUTENb OpraHU3aliH;

0) 3aBeqyIOIINI BEJOMCTBEHHBIM apXHUBOM;

B) HayaJIbHUK ciyx0b1 JIOY;

T') DKCIIEPTHO-TIPOBEPOUYHBIE KOMUCCHH apXUBHBIX YUPEIKICHUH.
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6. JIOKYMeHTBI ¢ HCTEKIIUM CPOKAMHU XPAHEHHUs pa3peniaeTcs YHHUYTOKUTD, €CJIH
a) €CTh MPHUKa3 PyKOBOJUTEIS OPTaHU3aINY;

0) ecTb pa3pelieHue 3aBeIyIOIIEr0 BEIOMCTBEHHBIM apXHBOM;

B) €CTh YTBEPXKICHHBIN aKT O BBIJICICHHUH 1€ K YHHUTOXCHHIO,

T') €CTh pa3pelICHHE IKCIIEPTHON KOMUCCHH.

Tema 8. Cay:keOHble, 1eJI0BbIe H KOMMepPUYeCKHe MUCbMAa, PaKkchl

1. ABTOpOM CJIy:Ke0HOT0 MUCHhMA SABJISIETCS:

a) opranuzanus, pupma, OT UMEHHU KOTOPOIl MOCHUIAETCS TUCHMO;
0) JOKHOCTHOE JIUII0, KOTOPOE MOMUCHIBAET TUCHMO;

B) HUCIIOJIHUTCIIb, KOTOprfI TOTOBHUT TCKCT IIMChbMaA.

2. Ilpu agpecoBaHMU MHUIUAIBI CTABAT:
a) nmepen haMuIIMen agpecara;
0) mocne ¢pammwiInu aapecarta.

3. Ha kakoMm ciy:ke0HOM NucbMe MPOCTABJISETCS CChIIKA HA HOMEP M ATy BXOASIIIEro
AOKYMeHTa?

a) rapaHTUHHOM;

0) COIPOBOIUTEIILHOM;

B) OTBETE;

T') LUPKYISIPHOM;

1) Ha BCEX BHUJIAX.

4. UHaekc ciryxe0HOro nucbMa — 3T0...

a) MOPSAKOBBII HOMEp MHUChMa;

0) MOpsAIKOBBIM HOMED ¢ OYKBEHHBIM 0003HAUYEHUEM;

B) 3amm@poBaHHas B M(ppax HHPOpPMALIUA O MECTE UCTIOJIHEHHS] U XPAaHEHUS IOKyMEHTA.

5. Hcxoasimuii HoMep cJ1yke0HOIr0 MUCbMAa — 3TO...

a) perucTpalMOHHBIN HOMEpP, MPOCTABIIIEMBII aJIpecaToMm;

0) perucTpaliOHHbIM HOMEp, IPOCTABISIEMbII AaBTOPOM.

8. Kakoe cimyxe6HO€ TUCHMO HMEET OTMETKY O HAIMYUU HPUIOKEHUS?
a) 3a1poc;

0) uHpOPMAIIOHHOE;

B) COMPOBOJUTEIBHOE;

T') Bce CiIyeOHbIe MUChMa.

6. B kakoMm ciydae npaBHJIbHO 0OpPMJIeH PEKBU3HUT, €CJIM O PUIIOKEHUH He
YIOMHMHAJIOCh B TEKCTe CIy:ke0HOro nucbma?

a)lIpunoxenue: Ha 3 1. B 2 9K3.

6)IIpunoxenue: 1. CrpaBka 0 corinacoBaHUM NpoekTa Ha 4 1. B 1 3k3. 2. OT3bIBBI 10 MPOEKTY Ha
2 1. B 1 3K3.

7. IleyaTh cCTaBUTHCS HA CIYKeOHBIX MU CbMAX:
a) CONPOBOUTEIbHBIX;

0) 3ampocax;

B) rapaHTHIHBIX;

') UHQOPMALIMOHHBIX;

) Ha BCEX CIYEeOHBIX MUChMaX.
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8. Pe3o/mionuio Ha cJ1y:Ke0HOM MUChME MOKHO MHUCATh:
a) 10 TEKCTY;

0) Ha OTACIIBHOM JIUCTE OyMaru;

B) Ha CBOOOJTHOM OT TEKCTa MECTE.

9. B kakoM JokyMeHTe onpeaensiercs ¢pon 3apadoTHOIM MJIATHI OpraHu3anuu’?
a) B IITaTHOM YNCIIEHHOCTH;
0) B LITATHOM pacHUCaHUHU.

Tema 9. Pabota ¢ joKkyMeHTaMH, COAepPKAIMMH KOMMEPUYECKYI0 TaiiHy

1. TokyMeHTBI ¢ rprdoM OrpaHHYeHHs JOCTYNA PETHCTPUPYIOTCS B JKypHaIe:
a) B cily4yae KpaiiHel HeoOXOAMMOCTH;

0) HE pErUCTPUPYIOTCS;

B) BCET/Ia;

T') IO YCMOTPEHHIO PYKOBOIUTEIIS.

2. lokymMeHTHI ¢ rpu¢)oM OrpaHUYEHHs J0CTYNA PETHCTPUPYIOTCS B sKypHaJie:
a) B ciyvae KpaiiHel HeoOX0IUMOCTH;

0) HE pEruCTpUPYIOTCS;

B) BCET/Ia;

T') IO YCMOTPEHHIO PYKOBOIUTEIIS.

3. [lepcoHA/ILHYI0O OTBETCTBEHHOCTh 32 COO/II0IeHHEe HHCTPYKIIHHN, COXPAHHOCTh U
NpaBUJIbHOE UCI0JIb30BaHNe KOH(UIEeHINATbHBIX IOKYMEHTOB, HX 00padoTKy
paccMoOTpeHue, HCIOJIHEHHE U XPAHEHHE HECYT.....

4. IoKyMeHT siBJIsieTcsl KOH(HAeHIMAIbHbIM, €CJIH OH COAEPKHUT.....
5. XpaHeHMe KOH(pHIEHIMAIBHBIX /1eJ] J0JIKHO OCYLIEeCTBJIATHCSA B YCJIOBHUSAX.....

6. KOH(])I/I)]eHIII/IaJ'H)HbIe AOKYMCEHTDbI YHUITOKAKOTCH..... .Pa3peme}me HAa YHUYTOKECHUE
AaeTCH.....

7.3.2. 3axanus ISl NOATOTOBKHU K 0aJIbHO-PETHHIOBBIM KOHTPOJBHBIM MEPONPHUATHAM
1-ii peHTHHI-KOHTPOJIb
. Ucropus pa3Burtus ciryx6 nokymeHtauuu B Poccun.
. [Ipuka3znoe aenonpous3BoACcTBO Ha Pycu.
. Konnexckoe nenonpounssoactso npu [lerpe nepsom.
. OcoOGeHHOCTH AET0NPON3BOICTBA B COBETCKOE BpEMSI.
. YHU(]UKaLUs ¥ cTaHAApTU3ALUs TOKyMEHTOB. JIOKyMEHTBl MX KIacCU(pHUKAIIHSL.
. [IpaBuiia opopmiieHHs pEKBU3UTOB.
. branku u ¢popmartbl TOKYMEHTOB.
. TpeboBanue k O1aHKaM TOKYMEHTOB.
. CTunmucTyka 1e710BOM TOKYMEHTALINH.
10. Opranu3anroHHbIE TOKYMEHTHI UX Ha3HAYCHUE U BUJIBI.
11. PacniopsiiuTenbHbIe TOKYMEHTHI X Ha3HAUEHHE U BUJIBI.
2-ii peiTHHT-KOHTPOJIb
1. UadopmManimoHHO-CIIPaBOYHBIE JTOKYMEHTHI MX Ha3HAUCHHE U BHUJIBI.

O 03O0 01Tk WN K
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. [lonroroBka u oopmiieHHE TPUKA3OB.
. Ilpuka3el Mo OCHOBHOMU AESITENLHOCTH (COTJIaCOBAaHUE U MOANUCAHUE).
. IIpukassl o TMYHOMY COCTaBY.

. IlonsiTHE, CTPYKTYpa U 00BbEM TOKYyMEHTOO0O0pOTA.
. Ilpuem u nepruyHasg o0pabOTKa BXOJAIMX M UCXOASIIUX JOKYMEHTOB.

2
3
4
5. TloaroroBka u oopmiieHUE paCHOPSIKEHHI.
6
7
8

. Pacnipenenenue u peructpanys nOCTYIUBIINX JTOKYMEHTOB.
9. KoHTposib 3a HCIIOJIHEHHEM JOKYMEHTOB.

10.
11.
12.

RO ~NOR~wNE

0.
1.
12.
13.

CocraBieHrne HOMEHKIATYPHI €.
HNudopmannoHHo-cIIpaBoyHas paboTa.
OTtnpaBka 10KyMEHTOB.

3-ii peHTHHI-KOHTPOJIb
Cucrtematu3zanys U y4eT JOKYMEHTOB B OpraHU3aLIUH.
dopMupOoBaHUE U XpaHEHUE JIE.
DKcnepTu3a HEHHOCTH I0OKYMEHTOB.
Ilepenaya TOKyMEHTOB B apXMB.
OOmrre mpaBuia COCTAaBICHUS U O(OPMIICHUS TTHCEM.
XapaKTepUCTUKA CITYKEOHBIX ITHCEM.
Pa3HoBuHOCTH Cily’KEOHBIX ITUCEM
JIOKyMEHTBI, IiepeiaBaeMble 110 KaHallaM CBSA3H.
[ToaroToBUTENBHEIH 3Tan U MoAOOp cIoB. PenakTupoBanue u ohopMIICHHE.
CBezieHHs OTHOCAIIMECS K KOMMEpPYECKOil TaliHe.
3ammTa JOKYMEHTOB COJIEpKAIINX KOMMEPUYECKYIO TaifHYy.
Pabota ¢ koHpUIEeHIHATBHBIMUA JJOKYMEHTAMHU.
Pabota ¢ nepcoHanbHBIMU JAHHBIMU

7.3.3. IlepedyeHb BONPOCOB, BBIHOCHMBIX HA IPOMEKYTOYHYIO ATTECTALUIO

1. Jlesmonpou3BOACTBO KaK OTPacib ACATEIbHOCTH.

2. T'ocynapcTBeHHOE ETIO0MPOU3BOICTBO B Pa3HbIE HCTOPUUECKUE MIEPHOIBI U B
COBETCKYIO JIOXY.

3. OcoOeHHOCTH COBPEMEHHOI0 Meproia JesIonpon3BocTBa B Poccun.

4. HopMaTHBHO-METOAMYECKOE PEryIMPOBaHUE IOKYMEHTAIIMOHHOTO 00eCTeueHMs
ynpasnenus (IOY) B HacTosi1iee BpeMsi.

5. Odopmiaenune ynpasineHueckux gokymentos (TOCT P 6.30-2003).

6. bnaHku 1OKyMEHTOB.

7. OpraHu3alOHHO-PACTIOPSIIUTENLHBIE IOKYMEHTHI, HCIIOJIb3YEMBbIE B JIESITETLHOCTH
HOPEIIPUATHSL.

8.
9

TpeboBaHust K TEKCTaM CIyX EOHBIX TOKYMEHTOB.
OOu1re TpeboBaHUs K opranu3anuu ciyxost JJOVY.

10. Opraau3zanuoHHbie GOpMbI pabOTHI C JOKYMEHTAMHU.

11. TunoBast opranu3anioHHast CTpykTypa cinyx0b1 IOY Ha pa3nuyHbIX TPeANPUATHIX.
12. 3agauu u ¢pyHkuu ciyxost 10OV,

13. @yHKIMU CTPYKTYPHBIX MOApa3aeaeHuii ciyxost JJOVY.

14. BzaumoneiictBue ciyk0n1 JIOY co cCTpyKTypHBIMH TOIpA3ICTICHUSIMA OpTraHU3aIiH.
15. Kareropuu paboTHUKOB ciy>k0b1 JJOY.

16. ITonoxenue o cmyxoe IOY. Coneprxanne OCHOBHBIX Pa3/IeiioB.

17. Tlonoxenue o ciyxo6e JIOY. TpeboBanus k 0ohopMICHHIO.

18. HopmatuBHas pernamenTaius ciyxost I0Y.

19. UHCTpYyKIIMS MO AETONPOU3BOACTBY — BAKHEHIIIMM HOPMAaTUBHBIN TOKYMEHT 110

JIOY.

20. I/IHCTPYKI_II/ISI o ACJIOIIPOU3BOJCTBY. COI[ep)KaHI/IC OCHOBHBIX pa3aciioB.
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21. UucTpyKIus 1o Aenonpou3BoAcTBy. [IpaBuna odopmiieHus, HOPSAOK COTTIaCOBaHUS
U YIOCTOBEPEHHUS.

22. Tabenb Gpopm TOKyMEHTOB opranu3anuu. Haznauenue, oomue TpedoBaHus K
0 OpMIICHHUIO.

23. Dransl pa3paboTku Tadenst GopM TOKYMEHTOB OpraHHU3AIHH.

24. Yuuduxkanus GopM JOKYMEHTOB. Y HU(DUIIMPOBAHHAS CUCTEMA JOKYMEHTAIUH.

25. Bunsl yHU(DUIIUPOBAHHBIX TEKCTOB.

26. Ans00M GopM TOKyMEHTOB opraHusanuu. Haznauenue, oomue TpeboBaHus K
0(OPMIICHHUIO.

27. Ans60M (GopM TOKYMEHTOB OpraHU3AIMH. DTalbl pa3padOTKH.

28. TloHsTHE «ITOKYMEHTOOOOPOT», €r0 Pa3BUTHE U HOPMATUBHO-METOAMYECKAS
perjamMeHTalus.

29. OcHOBHBIE MTPaBHUJIa OPraHU3AINHN JOKYMEHTO000pOTa B YUPEKICHHUH.

30. IlonsTHe «IOKyMEHTONOTOKY. Kiaccudukanus J0KyMEHTOIIOTOKOB OpraHU3allu.

31. [lonaTue «00bEM JOKYMEHTOOOOPOTaY.

32. Ilpuem, 06paboTKa u pacnpeziesieHue NOCTYMAIINUX T0KYMEHTOB.

33. IlpaBuna 00pabOTKH HCXOISAIINX JOKYMEHTOB.

34. IlpaBuna 06pabOTKH BHYTPEHHUX JTOKYMEHTOB.

35. 3HadyeHue U 3a7ja4n PETUCTPALUU JOKYMEHTOB.

36. OOume nmpaBuia perucTpalu JOKyMEHTOB.

37. ®opmbl perucTpanuu 10KyMEHTOB.

38. MudopmaiimoHHo-cripaBoYHas padoTa Mo J0KyMeHTaM. MeTO bl «CIeKEeHHsD 3a
JIOKYMEHTaMH.

39. KoHTpoJIb 32 UCIIOJHEHUEM JOKYMEHTOB. 3HAUYEHUE U BUJIbI KOHTPOJIS.

40. KoHTpoJIb 32 HCIIOJIHEHUEM IOKYMEHTOB. @opMbl KOHTpOIIs. CpoKOBasi KapTOTEKa.

41. Texuonorus paboTsl ¢ OOpaLICHUSIMH TPAKIAH.

42. IlonaTtre HOMEHKIATYpHI Je. Busibl HOMEHKIATYp.

43. Tlopsaok pa3pabOTKU HOMEHKIATYPHI JIe.

44. CocraBiieHue 3arojJoBKOB JIEJ.

45. Meroauka ananu3za coctosgaus JJOY B opranuzanuu.

46. OnpenereHne CPOKOB XPAaHSHUS JICI.

47. ®opMHUpOBaHUE JIE.

48. [IpuHIUIIBI CUCTEMATU3AIMH IOKYMEHTOB B JIeJa.

49. DkcniepTH3a HEHHOCTH IOKYMEHTOB

50. Xpanenue aen. Buyrpennsis onucsk. Jlucr-3amecturens. Kapra-3amecturens.

51. Opranu3zaioHHbIe 1 HOPMAaTUBHO-METOAMYECKHE JOKYMEHThI OpraHU3aIliH,
HeoOXxouMbIe B paboTe cekpeTaps.

7.4. MeToanueckue MaTepuaJibl, ONpe/e/isilolue Npoue1ypbl OeHUBAHUA 3HAHMIA,
YMEHHH, HABBIKOB M (MJIH) ONBITA NeATEJIbHOCTH, XaPAKTEPHU3YIOIIMX ITANbI
¢dopMupoBaHusi KOMIIETEHUIM I

MeroauueckuMu MaTepualamH, ONPEACIAIONIMMU IIPOLENyPY OLICHWBaHUsA 3HaHUM,
YMEHHH, HaBBIKOB U (MJIM) ONBITA EATEIbHOCTH, XapaKTePU3YIOUINX UHAUKATOPHI JOCTHXKEHUN
KOMIIETECHIIMM, SBJIAIOTCS BHYTPUBY30BCKHE JIOKAJIbHBIE HOpMaTUBHBIE aKThl: «llojokeHue o
0aIbHO-PEUTUHIOBOM CHCTEME KOHTPOJIS U OLEHKH YCIIEBAEMOCTHU CTYyAeHTOB» U «llonoxeHue
0 MIPOMEKYTOUHOM aTTeCTAlH 00YUJarOIIUXCSI.

I'paduk mpoBeneHuss PEeUTUHTOBBIX KOHTPOJIBHBIX MEPOIPHUSATHM W AaThl MPOBEIEHUS
IIPOMEKYTOUYHOM aTTeCTalyd [0 KypcaM M CEeMeCTpaM OTpPaXXE€Hbl B  YTBEPXKIACHHBIX
npopekTopoM 1o YP kaneHnmapHblX y4eOHbIX TpauKax M pacHHCAHUAX IMPOMEKYTOUHOMN
aTTeCTallud [0 HANpaBJICHUIO MOJATOTOBKH, KOTOpPbIE pa3MeIlaloTcss Ha HH()OPMAIMOHHBIX
cTeH/ax (akyJIbTETOB U Ha caiiTe yHUBEPCUTETA B YCTAHOBJIEHHBIE CPOKH.
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8. IlepeyeHb OCHOBHOI1 M IONIOJHUTEJIBbHON Yy4eOHOH JIUTEPATYpPbI

OcHoBHas1 JiuTEeparypa:

1. [TponuH, A. A. JlokyMeHTaIIMOHHOE 00ECTIEYeHHE YIPABICHHS | YIeOHO-
MeTroandeckoe rmocodwue : [16+]/ A. A. [Iponun ; ExatepuHOyprckas akaieMusi COBpEMEHHOTO
ucKyccTBa (MHCTUTYT). — Mocksa : lupekr-Meaua, 2024. — 60 c. : Tabn. — Pexxum gocrymna: mo
noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=717546 — bubauorp.: c. 24-
28. — ISBN 978-5-4499-4689-8. — DOI 10.23681/717546. — TekcT : 3JC€KTPOHHBIIA. .

2. Konomuen, A. U. KaapoBoe nemonpon3BoacTBoO : yueOHoe mocodue : [12+] / A.
. Konomuen. — Mocksa : lupext-Meaua, 2023. — 248 c. : wi., Tabn. — Pexum gocryna: mo
noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=696314. — bubnuorp. B KH. —
ISBN 978-5-4499-3436-9. — DOI 10.23681/696314. — TekcT : 2JIEKTPOHHBIN. .

3. Kysumenos, U. H. JlemonpousBoacTBo : ydeOHoe mocobue : [16+] / W. H.
Ky3nenoB. — 14-e u3ng. — Mocksa : [amkoB u K°, 2025. — 406 c. — Pexxum npocrtyna: mno
moanucke. — URL: https://biblioclub.ru/index.php?page=book&id=720252 — bubGmuorp.: c.
312-323. — ISBN 978-5-394-06052-6. — TekcT : 371€KTPOHHBIH.

JlonoJHUTe/IbHASA JINTEpaTypa:

4. Ab6pamoBuy, XK. b. Oprrexnuka : yue6noe nocooue / XK. b. AGpamoBuy. — MuHCK
: PUIIO, 2023. — 213 c. : un., Tadma., cxeM. — Pexxum noctyna: nmo noanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=712197 (nata obpammenus: 02.06.2025). —
bubmuorp. B kH. — ISBN 978-985-895-124-5. — TekcT : 21eKTpOHHBIH.

5. JlenoBoe mMucbMo : yueOHO-CIIpaBOYHOE Imocodue /s 6akanaBpos : [16+] / aBT.-
coct. . H. Ky3nenos. — 13-e u3a. — Mocksa : Jlamkos u K°, 2023. — 162 c. — (YueOHnbie
u3zanus ans 6akanaBpoB). — Pexxum goctymna: mo noamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=720262 — bubxuorp.: c. 113-116. — ISBN 978-
5-394-05357-3. — TekcT : 3IEKTPOHHBIMA.

6. Kazannena, I'. B. JIuunbie 7oKkyMeHTHI : TpeOOBaHUS K O()OPMIICHUIO B 00pa3Iibl
JTOKYMEHTOB : yueOHoe mocobue : [16+] / I'. B. Kazanuesa. — 7-e u3z., ctep. — Mocksa :
OJIMHTA, 2022. — 40 c. — Pexxum nocryna: no nognucke. — URL:
https://biblioclub.ru/index.php?page=book&id=103531. — Bubnuorp. B ku. — ISBN 978-5-9765-
0311-3. — TekcT : AIMEKTPOHHBIN.

9. ITepedyeHb coBpeMeHHBIX NPO(ecCHOHAIBHBIX 023 JaHHBIX M HHGOPMAIHMOHHBIX
CIIPABOYHBIX CHCTEM
e DJbC «M3pareancrBa Jlanb»
Kosueknus «Enunas npogeccuonanbHas 0a3a 3HAHUI 1151 arpapHBIX BY30B»
000 «M3parenbcTBO JIaHby.
JIuuensuonnsiit foroop Ne 003/2025-44®3 ot 22.05.25 r cpokom Ha 1 rof
http://e.lanbook.com/

e CereBasi 2JIeKTPOHHAasi OUOJIMOTEKA

000 «3BbC JIAHb»

Jorosop Ne COb HB-164 ot 17.12.2019 r. — 6eccpounblii
http://e.lanbook.com/

http://seb.e.lanbook.com/

e OBC «YHuBepcurerckas oudamorexa online». ba3oBasi yactb
000 «IupexT-Menunay»
Kontpaxkt Ne 51-04/2025 ot 22.05.2025 r cpokoM Ha 1 roj
http://biblioclub.ru
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e Hayunas jnexTponnas 6ubauoreka e-LIBRARY.RU (SCIENCE INDEX)
O0OO Hayunasi 3jieKTpOHHasi OM0JIMOTEeKA.
Jlunensuonnsiii gorosop Ne SI0-2114/2025 ot 06.05.2025 cpokom Ha 1 Tox
http://elibrary.ru

I'apanT
00O «I"apaut-KBbP» Jloroop Ne 305-2025r. ot 09.01.2025 r. cpokom Ha 1 rog

10. MeToanueckue yKazaHus JJisl 00y4a0IIMXCS 110 OCBOCHUIO JUCHMUIIJIMHBI

CuctemMa YHHBEPCHUTETCKOTO OOydYeHHsS] OCHOBBIBACTCS HAa PALMOHAIBHOM COYETAaHUHU
HECKOJIbKUX BUJIOB y4€OHBIX 3aHATUH (B MEPBYIO ouepelb, JEKIMH, MPAKTUUYECKUX 3aHATHIL),
paboTa Ha KOTOPBIX 00JIa/1aeT OMPENACICHHON CICIIU(PUKOM.

Ha nexuusix CTyAEHTY pEKOMEHAYeTCs BHUMATEIbHO CIlyllaTh y4deOHbIM MaTepual,
3aMMChIBaTh OCHOBHBIE MOMEHTBI, HJI€H, MBITATHCS CPa3y MOHSTH INIABHBIC TOJOXKEHUS TEMBI, a
€CJIM YTO He SICHO — JeJaTh COOTBETCTBYIolLMe noMeTku. [locne nexiuu Bo BHEypOUHOE BpeMs
1enecoo0pa3Ho MPOYHMTATh 3alMUCAHHBIA MaTepuall C LENbI0 €ro YCBOCHUS W BBIICHEHUS
HETOHSATHBIX BOIIPOCOB.

Jlisi TIOATOTOBKM W BBIMIOJMHEHUS MPAKTHYECKHX 33JaHUN CTYACHTY CIEIYyeT 3aBeCTH
OTIeNbHYI0 TeTpaab. CTyIEHT AOJDKEH TIIATEIbHO TOTOBUTHCA K IMPAKTHMUYECKUM 3aHATHIM
nyTeM TMpopabOTKM TEOPETHUECKUX IOJIOKEHUH IO TeMe 3aHSATHS W3 KOHCIEKTa JICKIUH,
PEKOMEH/1yeMbIX Y4eOHUKOB, y4eOHBIX IOCOOMM, IIOTOJIHUTEIBHON JUTEpaTypbl, UHTEPHET-
HCTOYHHKOB.

BbimonHenne ¥ 3aluTa NPaKTHUECKUX 3aJaHUM, NPUXOIAIIMXCS Ha  KaXIblid
IPOMEXKYTOUHBIN pyOex, oneHuBaercs B 10 6amnoB (3a Tpu Touku - 30 6ayioB).

Paznen «CamocrosarenbHass pa®oTta» HHPOpMHpPYET OOYy4aroIIMXCs, KaKue BOIPOCHI
pasgena (MOayIsi) BBIHOCSATCS HAa CaMOCTOSITEIbHOE M3ydeHHE, 00 MX y4eOHO-METOIUYEeCKOM
obOecrieueHnn (yuyeOHHMKH, y4yeOHble MOCOOMS, METOIWYECKHE YyKa3aHUs, PEKOMEHIyeMbIe
cTpanunbl ¥ T.1.). CaMmocrosiTenbHas paboTa CTyAEHTa SBISIETCS OCHOBHBIM CPEICTBOM
OBJIaJICHUS] YU4E€OHBIM MaTe€pHajIOM BO BpeMsl, CBOOOHOE OT 00s3aTEIbHBIX YUEOHBIX 3aHATHM.
CamocTtosTenbHass paboTa CTyAE€HTa HaJl YCBOEHMEM Y4eOHOro Marepuajna Mo Yy4eOHOH
JUCLUIUIMHE MOXKET BBINOJHATECA B OMOJIMOTEKe YHHMBEpCHTETa, Y4eOHBIX KaOuHeTax,
KOMITBIOTEPHBIX KJIAcCaX, a TaKKe B JOMAaIIHUX ycioBUsX. CopepikaHUE CaMOCTOSTEIHHOMN
paboThl cTyneHTa omnpenensercs Yy4eOHOW MporpaMMoill AMCHUIUIMHBL, METOAMYECKHUMHU
MaTepHualaMH, 3aJaHAsSIMHU ¥ YKa3aHMSIMH MTPETIo1aBaTedIs.

CamocrosaTrenbHas pa0oTa MOMKET OCYLIECTBISATHCS B ayAMTOPHOW M BHEAYJUTOPHOM
¢dopmax. CamocTosTenpHas padoTa B ayITMTOPHOE BPEMSI MOKET BKJIIOYATh:

—  KOHCHEKTHpPOBaHHUE (COCTABJICHUE T€3UCOB) JEKIMA;

—  BBINIOJHEHHE KOHTPOJIBHBIX PaboOT;

—  pelieHue 3a/1ay;

— paboTy co CIpaBOYHON M METOJUYECKO JTUTEepaTypoii;

—  paboTy C HOpMATUBHBIMH [TPABOBBIMU aKTaMH;

—  BBICTYIUICHUS C JIOKJIa/laMH, COOOIIEHUSIMA HAa CEMUHAPCKUX 3aHATHIX;

—  3AIIUTY BBITOJHEHHBIX PadoOT;

— ydacTHe B OIEpPaTUBHOM (TEKyIIeM) ONpoce TO OTACIbHBIM TeMaM H3ydaeMou
JVICTIATUTHHEI,

— ydacTue B coOecelOBaHHMAX, JENOBBIX (POJIEBBIX) WUIpaX, JAUCKYCCUSAX, KPYIJIBIX CTOJAX,
KOH(epeHIHSIX;

—  ydYacTHe B TECTHPOBAaHUH H JIp.

CamocrosTenbpHas paboTa BO BHEAYAUTOPHOE BPEMSI MOXKET COCTOSITh U3:
—  TIOBTOPEHHMS JIEKIIMOHHOTO MaTepuaa,;
— TOATOTOBKH K CEMUHapaM (IIPaKTUYECKUM 3aHATHUIM);
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—  u3y4eHus yuyeOHOW M HAy4HOH JUTEpaTyphl;

—  U3Yy4YECHUs HOPMATUBHBIX NIPABOBBIX aKTOB (B T.4. B JIEKTPOHHBIX 0a3ax JaHHBIX);

—  peleHus 3a7ady, BbIIAHHBIX Ha MPAKTUYECKUX 3aHATHAX;

— TOATOTOBKHU K KOHTPOJIbHBIM paboTaM, TECTUPOBAHUIO U T.1.;

— TOATOTOBKU pedepaToB, 3cCe M MHBIX MHIMBUAYaJIbHBIX MUCbMEHHBIX PaldOT MO 33aJaHUIO
IIpenoaaBaTes;

—  BBINIOJIHEHUS KYPCOBBIX paloT, MPETYCMOTPEHHBIX YUCOHBIM IIAHOM,;

— IIPOBEIECHUS CAaMOKOHTPOJISA IIyTE€M OTBETOB Ha BOIIPOCHI TEKYIIETO KOHTPOJSA 3HAHMM,
peLIeHHs IPEICTABICHHBIX B y4eOHO-METOAMYECKUX MaTepranax Kadeapsl 3ajad, TECTOB.

CreneHb yCBOSIEMOCTH BOIIPOCOB CAMOCTOSITEIILHON pabOThI ONPEAEISIETCS IPU TEKYIIEM
Y IIPOMEKYTOYHOM KOHTPOJISIX U IIPU IPOMEXKYTOUYHOM aTTECTALMH.

CryneHTbl 0YHO-3204HOU (OpPMBI OOYUYCHHS, MOCIE OKOHYAHMS NPEAbIAYLIEH ceccuw,
O3HAKaMJIMBAIOTCSA C LESIMM M 3aJa4aMM HW3YYEHUs AMCLMIUIMHBL, C IIEPEYHEM BOIIPOCOB,
KOTOpPbIE OHU JOJDKHBI M3Yy4aTh Il (DOPMUPOBAHMS MHIUKATOPOB TOCTH)KEHUS KOMIIETEHIIHIHA,
3allITAaHUPOBAHHBIX B paboyeil mporpamme.

CryneHtsl 3a04HOM (GopMbl OOy4YeHHs, IOCIEe OKOHYAHHUS TPEABIIYIIEH Ceccuw,
O3HAKaMJIMBAIOTCA C LESIMM M 3aJa4aMU HW3Y4YE€HHs IUCLMIUIMHBL, C IIEPEUYHEM BOIIPOCOB,
KOTOpBIE OHU JOJDKHBI M3y4aTh s (pOpMHPOBAHUS MHAMKATOPOB JOCTHXKEHUS KOMIIETEHLUH,
3aIllJIAaHUPOBAHHBIX B paboyeil mporpamme.

CryneHTy cieayeT THIATEIbHO TOTOBUTBCA K  IPOMEXKYTOUHOMY  KOHTPOJIIO
(TeCTUpPOBAHUIO, KOHTPOJIBHBIM paboTaM, KOHTPOJBbHBIM ONpOCaM), MpopadaThiBasi KOHCHEKT
JCKIUH U PEKOMEHAYEMYIO JINTEPATYPY.

IToaroroBKa K NPpOMEKYTOYHOM aTTECTALlMH.

ITpu moAroTOBKE K MPOMEXKYTOUHON aTTECTAINH IeJIeCO00pa3Ho:

—  BHHMATEJIbHO U3Y4YUTh [IEPEUEHDb BOIIPOCOB U OINPEAEIUTh, B KAKMX UCTOUYHUKAX HAXOIATCS
CBe/IeHUs], HeOOXOAUMBIE 1JIs1 OTBETa HA HUX;
—  COCTaBUTb KpaTKHE€ KOHCIEKThI OTBETOB (ILIaHbI OTBETOB).

JucuuruimHa «OCHOBBI JEONPON3BOCTBA» PACCUNTaHA HA U3YyYEHUE B OJMH CEMECTP U

3aKaHYMBAETCS DK3aMEHOM.

11. IlepeveHb JIMIEH3NOHHOTO M CBOOOHO PACHPOCTPAHAEMOI0 IPOrPAMMHOTI0
o0ecrneyeHusi, B TOM YHCJ€e 0Te4eCTBEHHOr0 MPOU3BOICTBA
11.1 JInneH3MOHHOE MPOrPAaMMHOE O0ecreYeHue
AutoDesk AutoCad 2012 Education Product Standalone 6/u

Antuniaruar.BY3 5.0 Moayab noucka «OobenunenHas kojutekumus 2020» IMIeH3UOHHbBIN 10TOBOP
Ne 10023 ot 12.05.2025 r. cpokom Ha 1 rof
Kaspersky Endpoint Security anst 6usneca - Crangaprasiii Russian Edition Ne nunensun 26EC-241021-
134643-810-2826, norosop Ne 651/A ot 18.10.2024 r. 10 31.10.2025

11.2 UaTepHeT-pecypchbl cBOOOIHOIO JOCTYNA

HaunmenoBanue pecypca cet «/HTEpHET» DJIeKTpOHHBIN ajpec pecypca

«Poccuiickoe oOpa3zoBaHue» - penepanabHbIN MOPTAI http://www.edu.ru/index.php

I/IH(I)OpMaIII/IOHHaSI cucreMa «E,HI/IHOC OKHO A0CTyna K

http://window.edu.ru/
00pa3oBaTeIbHBIM pecypcam»

O6pazoBaTtesbHbIH TOpTa: 9KOHOMMUKa, conmonorust, | http://ecsocman.hse.ru/
MEHEDKMEHT

12. Onucanne MaTepUAJIbLHO-TEXHHYECKOW 0a3bl, HEOOXOUMOIi I OCYIIeCTBJIEHHUS
00pa3oBaTeILHOIO Npouecca no AUCHMUILINHE

| Ne | Buj yuebnoit | HanmenoBanue 000py10BaHHBIX | [lepeuens 0060opy10BaHus U
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BbIXOJIOM B MIHTEepHeT), 1is
OpraHu3alny CaMOCTOSITENbHON
paboThI 00YUAOIITUXCS;
YUTAIbHBINA 3a]1 HAYYHOU
OMOIHOTEKU

IL./11. paboTHI y4eOHBIX KaOWHETOB. TEXHUUYECKUX CPEJICTB O0YUCHHS
1. JlexmonHbIE AynuTopun IS IPOBEICHUS Ha6opsr JIEMOHCTPAITHOHHOTO
3aHATHS 3aHSATHH JICKIIMOHHOTO THTIA B 000pyIOBaHMsI W Yy4eOHO-HATJISITHBIX
COOTBETCTBHH C TICPSYHEM MOCOOMUIA, UH(POPMAITUOHHBIC u
ayJIuTopHOTO (hoHIa METOJANYECKHAE MATEPHAITBL.
Kommerorep Intel  Pentium  Gold
G5400 ¢ BeIXOOOM B Internet,
[Tpoextop ViewSonic . Ilpunrep
Samsung SCX-4200. DKpaH
HacTeHHeii  Projecta.  BeG-kamepa
A4Tech.
2. [pakTnaeckne AynuTopust JUTs TPOBEICHHS Habopsr JIEMOHCTPAIMOHHOT'O
3aHATHS MPAKTUIECKUX 3aHATHH 000pyIOBaHusI W Yy4eOHO-HATJISITHBIX
MOCOOMUIA, UH(POPMAITUOHHBIC u
METOJITUYECKHE MATCPUAIIBI.
Kommerorep Intel  Pentium  Gold
G5400 ¢ BeixomoM B Internet,
[Tpoextop ViewSonic . Ilpunrep
Samsung SCX-4200. OkpaH
HacTeHHBIH  Projecta. Be6-kamepa
Ad4Tech.
3. CaMocTosTenbHass | YdeOHas ayuTopus Kommnerorep Intel  Pentium  Gold
pabota (KOMIIBIOTEPHBIN KITacc ¢ G5400 ¢ sBexOomoMm B Internet,

ITpoextop ViewSonic . Ilpunrep
Samsung SCX-4200. Okpan
HacTeHHBIH  Projecta. Be6-kamepa
A4Tech.

27




