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1. AHHOTAUA K JTUCHHUILIHHE

PaGouass mporpamma gucnumuimHbl «CHcTeMa yOpaBlIeHUS JOKYMEHTOOOOPOTOM)
coctaBieHa B cooTBeTcTBUU ¢ TpeboBanusiMu PI'OC BO no HampaBiIeHHIO TOATOTOBKH
38.03.02 MenemxmenT (ypoBeHb OakanaBpuara), YTBEPXKACHHOTO IMpHKazoM MUHHCTEpCTBA
HayKH W BbIciiero oopaszoBanus PO ot 12.08. 2020 r. N 970.

Pabouast mporpamMMa coAepKHUT 0Os3aTeNbHBbIC JUISI M3YY4EHUS TEMbI 10 JUCIUTUINHE
«CucreMa ynpaBieHHs] JOKYMEHTOOOOpOTOM». JIMCITUIUIMHA 1aeT LEeJOCTHOE MPEACTABICHHUE O
CUCTEME BBISIBIICHUS, OIICHKU U CHIDKEHUSI (PUHAHCOBBIX PUCKOB B JICATEIHHOCTHU MPEIIPUSITHUS.

MecTo nMcUMILIMHBI B CTPYKTYpe OCHOBHOI npodeccHoHAIbHON 00pa3oBaTeIbHOM
NPOrpaMMblI

Hacrosimas aucuuruimHa siBisercs: paKyIbTaTUBHOM TUCHMIUIMHOM, BKIIIOYEHA B YacTh,
bopmMHpyeMyl0 ydyaCTHHKaMu oOpa3oBarenbHbIX oTHoueHud, PT/I. ¢dakyabTaTuBbl yuyeOHBIX
IUTaHOB 110 HampasieHuto noAroToBku 38.03.02 MeHemKMeHT, ypoBeHb OakagaBpuara.

JucrunianHa u3ydaeTrcs Ha 3 Kypce B 6 ceMecTpe Il OYHOM M OYHO-3a04HOU (opMm
oOyuenns, Ha 4 Kypce B 8 cemecTpe aJsl OYHO-3209HOM (opMBI 00ydeHus, opMa KOHTPOIS -
3a4er.

Lear wu3ydyeHusi JUCHUILUIMHBI. (DOpPMUPOBaTH y CTYICHTa HAaBBIKA pabOTHl ¢
JOKYMEHTAaMU M PpCEIICHUs 3ajay, CBS3aHHBIC C TEPEeXOoJOM K 0e30yMaKHOW TEXHOJIOTUU
yIpaBJICHUS] YKOHOMHUYECKUMH CHCTEMaMH, WX O0pabOTKe, XpPaHEHWIO, MOUCKY M Iepelavyu
uH(pOopMaLIUH.

3agaum u3yyeHusi TUCHUTLIMHBI:

- I3y4YCHHE KJIACCOB SKOHOMHUYECKHUX CUCTEM, COJIepKaHnl (DYHKITUH OU3HEC-TIPOIIECCOB;

- COJIEpYKAHHUE CUCTEMBI JOKYMEHTOO00POTa;

- BUJIBI JIOKYMEHTOB U MX CBSI3U C OM3HEC-ITPOIICCCAMU;

- M3y4YCHHE MPOLEAYPhl COCTABICHHMS, IMOJIyYCHHs, Mepenadn, oOpabOTKU U XpaHCHHS
JIOKyMEHTaIuu B ouce;

Komnerennuu oOyuawmerocsi, (¢opMupyemble B pe3yJbTaTe  OCBOEHUS
AHCHUILIMHDI:

[1K-3 - BnajeHWeM HaBBIKAMU aHajiu3a WHGOpPMAINMU O (YHKIIMOHUPOBAHUH

CHCTEMBbl BHYTPEHHEr0 JOKYMEHTOOOOpOTa OpraHM3alliH, BeAcHHsS 0a3 JaHHBIX 10

pa3IMYHBIM ~ TIOKa3aTelsiM ©W  (OPMHPOBAaHUS  WHGOPMAIIMOHHOTO  OOECIICUCHUS

YYaCTHUKOB OPTaHU3aIMOHHBIX POEKTOB.



2. IlepedyeHb NJAHUPYEMBIX pe3yJbTATOB OOy4YeHMHS,
IUVIAHMPYeMbIMH  pe3yJibTAaTAMH  OCBOEHHMSI  OCHOBHOW
o0pa3oBaTeJIbHOM MPOrpamMMbl
[Ipouecc wu3yyeHUs JUCHUILUIMHBI HampaBiieH Ha (OPMUPOBAHHE KOMIIETEHILIUM,

npeaycMmoTperHbsix GI'OC BO no nanpasnenuto noarotoBku 38.03.02 MenemkMeHT (YpOBEHb
MarucTpatrypbl) U Ha OCHOBE MPO(EeCcCHOHANBLHOrO CTaHAAPTOB «CHENUANNCT MO YIPaBICHUIO
pUCKaMH», YTBEPKICHHOTO NpHKa3oM MMUHHCTEpCTBA TpyAa M COLMAIBHOW  3aIUTHI
Poccutickoit ®enepanuu ot 18 aBrycra 2018 r. N 5441 u «Cnenuanuct B chepe ynpaBieHUs
MPOEKTAaMU FOCYAapCTBEHHO-UYACTHOTO MAPTHEPCTBAY, YTBEPKACHHBIN MprUKazoM MuHUCTEpCTBA
Tpyaa U coumanbHoM 3amuThl Poccuiickoit ®denepanmu ot 20 wurons 2020 roma N 431w,

COOTHECEHHBIX ¢
npo¢eccuoHAILHOM

COOTHECEHHBIX C (enepalbHbBIM TOCYIapCTBEHHBIM 00pa3oBaTEIbHBIM

YKazaHHOMY HallpaBJICHUIO IMOATIOTOBKH.

CTaHAApPTOM IO

Kon Pe3yabTarbl Nuauxkaropsl DopMblI
KOMIIeTeHIIU U OCBOCHUS OIIOII | nocTu:keHust KOMIETEHIUHA o0pa3oBaTeJIbHOI
(conepxkanue JAeATeJIbHOCTH,
KOMIeTeHIn i) CIOCOOCTBYIONIHE
¢dopMupoBanuw u
Pa3BHUTHIO
KOMIIETeHII U
K-3 Brageune  HaBbikamu | [IK-3.1. Baameer Haswikamu | KoHTakTHas paborta:
MPEANPUHUMATEILCKON | MPEeANPUHUMATEIbCKON Jlexuuu
JEATCIBHOCTH M | JICSITEIbHOCTH IIpakTryeckne
HpOBECHHS [IK-3.2. HWmeer  HaBbIkH | SAHATHA
MOHUTOPHHTA PUCKOB B | TPOBEACHUS MOHUTOPUHTA C:g)(:;TOﬂTem’Haﬁ
MpoILEeCCe pealn3alun | PUCKOB B npouecce pabota
MPOEKTA, B TOM YHCIE, | pealTnu3alny IPOEKTa
MpoeKTa [1K-3.3. Biageer HaBBIKaMU
rOCyJapCTBEHHO- MPEAIPUHUMATETBCKOMN
YAaCTHOI'O MAapTHEPCTBA | JEATEINBHOCTH U MNPOBENCHUSA
MOHUTOPHUHTA PHUCKOB B
rporecce peanuzanuu
MpOEKTa, B TOM YHUCIIE,
MPOEKTa rOCyJapCTBEHHO-
YaCTHOT'O MaPTHEPCTBA
3. O0beM IMCUMIUIMHBI B 3a4YeTHBIX €IMHUIAX ¢ YKa3aHHeM KOJHMYecTBa
aKaJleMH4YeCKMX YacOB, BbIJeJeHHbIX Ha KOHTAKTHYI paldory oOydamommuxcsi ¢

npenogaBareseM (10 BUIaM 3aHATHII) M HA CAMOCTOAITEJIbHYIO Pa6oTy 00y4aomuXxcs

OO0mmas TpyI0eMKOCTh TUCIUTUTHHBI COCTABIISICT 2 3a4CTHBIC CTUHUIIBL.

3.1 O0béM TMCUMIIMHBI IO BUAAM YUeOHBbIX 3aHATHII (B yacax)

O0BEM TUCHUIITIHHBI

Bcero uacos

ouHas (hopma
00yJeHIS

OYHO-3209HAs
¢dbopMma o0ydyeHHS

3a04Has Gopma
00yueHus

OO01ast TPYIOEMKOCTh AUCITUTUIAHBI

72




BadyecT

IKonTakTHast pabota o0yJaromuxcs c 28 20 8
MpernoiaBareneM (BCEro)

IAymutopHas pabota (Bcero): 28 20 8
B TOM YHCIIE:

Jlexmn 14 10 4
CEMUHAapBhI, MIPAKTUUECKUE 3aHATHS 14 10 4
maGopaTopHbie PabOTHI

BaeaynuropHas pabota (Bcero): 40 48 60
B TOM YHCIIE:

CamocrosTenbHas pabota oOydarommxcs (Bcero) 40 48 60
By nmpoMexyToOuHOW aTTecTalud OOYdYaromerocs - 4 4 4

4. Coaep:xkanue IMCUMILIMHBI, CTPYKTYpPHpPOBaHHOe IO TeMmMaM (pas3jeiaM) c
yKa3aHHeM OTBEeJIeHHOr0 Ha HHUX KOJHMYECTBA aAKAaJeMUYEeCKHUX 4YacOB M BH/I0B Y4eOHBIX

3aHATHH

4.1 Pazgenbl AUCHMIUIMHBI W TPYAOEMKOCTH 1O BHAAM Y4eOHBIX 3aHATHI (B

aKaJeMHYeCKHX Yacax)

AJIs1 04HO¥ (popMBbI 00yUeHUs

Buawbi yueOHOM padotbl, BKJIOYast
CaMOCTOSITEJILHYI0O  padoTy  CTYIEeHTOB W
TPY/10€MKOCTb (B 4acax)
N3 Hux ayaurTopHbie
3aHATHSA Bux  omenounoro
cpeacTBa
a g TeKyLIero
Paszgensl W TeMmbl = 8 KOHTPOJIst
Neni/nn A g = ] = P
AUCHMILTUHBI = = =3 5 ycneBaemMocTH,
S = 3 S s NPOMEKYTOYHOH
= 3 E S | & | arrecrammn
. 2 = S
= | & . S = 2. | (no cemecmpam)
& 4 & 2 | =
o . = =z % ) = <
= - = = g = = &
3} = = & = <9 =% =)
Q ) = = < = =] o >
= Q 2 o s = = = =%
N [} &) = = ) < S >
@) = , =L ®) = =
OcHOBHBIE
KOHIICTILIH
yIpaBJICHUS
1 JNOKyMeHTooOopoToM, | 6 | 5 1 1 3 Ompoc
0e30yMaKHbIE
TEXHOJIOTHH
YIIPaBJICHUS
ITonsiTue 5
CTPYKTypa
2 9KOHOMHUYECKON 6 |4 1 1 2 Konnoxsuym
CHUCTEMBI 30).
Kiraccuduxarnus




(YHKIIUA ¥ JCITOBBIX
nporieccoB DC

IToHsiTUST TOKYMEHT,
JIOKYMEHTOIIOTOK,
JOKYMEHT0000pOoT

Ompoc

Haznauenne
CucreMsl
JIOKyMEHTaIIMOHHOT'O
OOGecneueHus
YupapneHus u
I'Caoy. CocraB
GbyHKIMIA  Tpouexyp,
BBIITOJTHSIEMBIX
C10Y

Konnoksuym

Cocras
OpranuzaioHHO-
PacnopsianTenbHbIX
HoxymenTtoB (OPJI).
Coneprxanue

PO AYPHI
cocrasienus OPJI.

Omnpoc

ConepxaHue
MpOLEAYPEI

MOy YEHUS u
nepegayd  MOTOKOB
JOKYMEHTOB

TectupoBanue

CocraB u
coJiepyKaHue
MPOIIETyPhl KOHTPOJIS
HUCITIOJTHUTCJIIBHBIX
JIOKYMEHTOB

Konnoksuym

Conepxanue u
MPOIIECTYPhI
(dhopMupOBaHuUs JIen U
C/Ia4M JieJl B apXVB

Ompoc

[TonsiTue
MH(OPMAITMOHHOM
3KOHOMUYECKOMI
MH(OPMAITMOHHOM
CUCTEMBI (HC).
Krnaccsl u cTpykrypa
ncC

Konnoksuym

10

[IpuHiumner, MeToabI
U CPEICTBa CO3JaHMUs
ONeKTPOHHOMH
Cucremsl
YnpasneHus
JlokymeHnTo000poTOM

Ompoc

11

TpeboBanus K
CHUCTEMaM
COCTaBJICHHS
AJIEKTPOHHOTO
JIOKYMEHTA.
Xapakrepuctuka
CUCTEM COCTaBIICHUS,
BBOJIJa MW XPAaHCHUA

Konnoxsuym




eI\

12

XapakTepucTuka U
WCTIONIb30BaHIE
TEXHOJIOTUH
hok»

«ad-

Ompoc

13

XapakTepucTuka H
WCTIONTb30BaHIE
TEXHOJIOTUH
«groupwarey»

Konnoksuym

14

OcoGeHHoCcTH
OpraHU3alMHA PadOTHI
CUCTEM  YIIPaBIICHUS
JIOKYMEHTO000pOTa
knacca «ACKU I»

Ompoc

15

Cucremsl
aBTOMAaTHU3alNU
JICJIOBBIX TIPOIIECCOB

Konnoxsuym

16

OcHOBHBIE
KOHIICTILIH
YIIpaBICHHUS
JIOKYMEHTOOO0POTOM,
0e30yMaKHbIE
TEXHOJIOTI'UHN
YIPaBICHHUS

Ompoc

17

3auer

3a4CT

UTOI'O

72

14 14

40

4 (3auer)

AJIs1 04YHO-3204HO¥ (hopMBbI 00yUeHUA

Neni/mm

Pazneanl m  TeMBI
JUCIHHUILTHHBI

Cemectp

Buasbl
CaMOCTOSAITEJILHYIO

y4eOHoi
padory

TPYA0EMKOCTb (B Yacax)

padoThI,

BKJIIOYAS
CTY/1EHTOB

)41

Bcero

N3 Hux ayaurTopHblie
3aHATHSA

lpakTukym. Jlabopartop
ceMHHAPBI

HpaKTH‘leCK.?.aHHTI/Iﬂ

Ulexnun

CamocTosiTeIbHAsI padoTa

KonTpoabHas padora

KypcoBas padora

Buag  omeHo4YHOrO
cpencTBa
TeKyIIero
KOHTPOJIsI
ycmeBaeMoCTH,
NPOMeKYTOYHOM
aTTecTaluu

(no cemecmpam)

OcCHOBHEBIE
KOHIICTIIINHI
yIpaBICHUS
JIOKYMEHTOOOOPOTOM,
0e30yMaKHbBIE
TEXHOJIOTUHI
yIpaBJICHUS

Ompoc

[Tonsitue 5
CTPYKTypa
SKOHOMUYECKOU
CUCTEMBI (B30).
Knaccudukanus

Konnoksuym




(YHKIIUA ¥ JCITOBBIX
nporieccoB DC

IToHsiTUST TOKYMEHT,
JIOKYMEHTOIIOTOK,
JOKYMEHT0000pOoT

Ompoc

Haznauenue
Cucremsl
JIOKyMEHTaIIMOHHOT'O
Ob6ecneyeHus
YupapneHus u
Ircaoy. Cocras
GbyHKIMIA  Tpouexyp,
BBITIOJTHSIEMBIX
(01(0)

Konnoksuym

Cocras
OpranuzaioHHO-
PacnopsianTenbHbIX
HoxymenTtoB (OPJI).
Coneprxanue

PO AYPHI
cocrasienus OPJI.

Omnpoc

ConepxaHue
MpOLEAYPEI

MOy YEHUS u
nepegayd  MOTOKOB
JOKYMEHTOB

TectupoBanue

CocraB u
coJiepyKaHue
MPOIIETyPhl KOHTPOJIS
HUCITIOJTHUTCJIIBHBIX
JIOKYMEHTOB

Konnoksuym

Conepxanue u
MPOIIECTYPhI
(dhopMupOBaHuUs JIen U
C/Ia4M JieJl B apXVB

Ompoc

[TonsiTue
MH(OPMAITMOHHOM
3KOHOMUYECKOMI
MH(OPMAITMOHHOM
CUCTEMBI (HC).
Krnaccsl u cTpykrypa
ncC

Konnoksuym

10

[IpuHiumner, MeToabI
U CPEICTBa CO3JaHMUs
ONeKTPOHHOMH
Cucremsl
YnpasneHus
JlokymeHnTo000poTOM

Ompoc

11

TpeboBanus K
CHUCTEMaM
COCTaBJICHHS
AJIEKTPOHHOTO
JIOKYMEHTA.
Xapakrepuctuka
CUCTEM COCTaBIICHUS,
BBOJIJa MW XPAaHCHUA

Konnoxsuym




eI\

12

XapakTepucTuka U
WCTIONIb30BaHIE
TEXHOJIOTUH
hok»

«ad-

Ompoc

13

XapakTepucTuka U
WCTIONTb30BaHIE
TEXHOJIOTUH
«groupwarey»

Konnoksuym

14

OcoGeHHoCcTH
OpraHU3alMHA PadOTHI
CUCTEM  YIIPaBIICHUS
JIOKYMEHTO000pOTa
knacca «ACKU I»

Ompoc

15

Cucremsl
aBTOMAaTHU3alNU
JICJIOBBIX TIPOIIECCOB

Konnoxsuym

16

OcHOBHBIE
KOHIICTILIH
YIIpaBICHHUS
JIOKYMEHTOOO0POTOM,
0e30yMaKHbIE
TEXHOJIOTI'UHN
YIPaBICHHUS

Omnpoc

17

3auer

3a4CT

UTOI'O

72

10 10

48

4 (3auer)

AJ1s1 32049HO# (hopMBI 00YUeHH S

Neni/mm

Pazneanl m  TeMBI
JUCIHUILTHHBI

CemecTp

Buanbi

CaMOCTOATEC/IbHYIO

y4eOHoi
padoty

TPYA0EMKOCTb (B Yacax)

padoThI,
CTY/ICHTOB

BRJIIOYasi

41

Bcero

M3 Hux AYAUTOPHBLIC
3AHATUSA

Ulexnn

IIpakTukym. JlaGopatop
[IpakTH4YeCK.3aHATHSA
ceMHHAPBI

CamocTosiT. padoTa

KonTposbHas padora

KypcoBas padora

Bua oneHoyHOro
cpeacraa
TeKyIIero
KOHTPOJIsI
ycneBaeMoCTH,
MPOMeKYTOYHOMI
aTTecTAllMHU

(no cemecmpam)

OcCHOBHEBIE
KOHIIEITIAN
YIpaBJICHHUS
JIOKYMEHTOOOOPOTOM,
0e30yMaKHbIe
TEXHOJIOTHH
yIpaBJICHUS

4,5

Ormpoc

ITonsarue u
CTPYKTypa
SKOHOMUYECKOUN

CUCTEMBI (B30).

4,5

0,5 0

Konnoxsuym




Knaccudukanms
(byHKIMIA ¥ JIETOBBIX
nporneccoB OC

[loHsATHST NOKYMEHT,
JOKYMEHTOIIOTOK,
JIOKYMEHTO000pOT

4,5

0,5

Ormpoc

Haznauenne
CucrteMsl
JIOKyMEHTaIIMOHHOTO
Oo6ecneueHus
VYpasneHus u
I'Caoy. CocraB
GbyHKIIMA  TIponeyp,
BBIITOJTHSIEMBIX
CI0Y

4,5

0,5

Konnoxsuym

Cocras
OpraHu3aImoHHO-
PacnopsauTtenbHbIx
HoxymenTto (OPJI).
Coneprxanue
MPOLEy P
coctasienust OPJI.

4,5

0,5

Ormpoc

Coneprxanue
MPOIICTYPhI
MONTYYCHUS u
neperayd  MOTOKOB
JIOKYMEHTOB

4,5

0,5

TectupoBanue

Cocrasn n
coJiepKaHue
MpoLEeaypbl KOHTPOJIA
HUCITIOJTHUTCJIIBHBIX
JIOKYMEHTOB

3,5

0,5

Konnoxsuym

Copnepxanne u
MPOIIE Ty PBI
(dhopMupOBaHuUs JIeNn U
C/Ia4yM J€J B apXMB

Omnpoc

[TonsiTue
WHPOPMAITUOHHON
SKOHOMHUYECKOI
WH(OPMAITMOHHOM
CUCTEMBI HC).
Krnaccsl 1 cTpykTrypa
ncC

4,5

0,5

Komnoksuym

10

[IpuHIHAEI, MeTOaBI
W CpelICTBa CO3JaHMUs
ONeKTPOHHOMH
Cucrembl
YnpapneHus
JlokyMeHT0000pOoTOM

3,5

0,5

Ompoc

11

TpeboBanus K
CUCTeMaM
COCTaBIICHHS
AJIEKTPOHHOTO
JIOKYMEHTA.
Xapakrepuctuka
CHCTEM COCTAaBJICHUS,

Komnoxsuym
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BBOJa U XPAHCHUA

el

12

XapakTepucTuka U
HCIOIb30BaHUE
TEXHOJIOTUHU «ad-

hok»

6 45 0,5 0 4 Onpoc

13

XapakTepucTuka H
HCIIONb30BaHUE
TEXHOJIOTUH
«groupware»

6 4 0 0 4 KomnokBuym

14

OcobenHocTi
opraHuzanuu padoThI
cUCcTeM ymnpaBieHus | 6 4 0 0 4 Omnpoc
TOKYMEHTO000poTa
kinacca «ACKUJ»

15

Cucremsbl
aBTOMAaTHU3ALIUNA 6 4 0 0 4 Komnoxsuym
JICTTOBBIX MPOIECCOB

16

OCHOBHBIE
KOHIICTIIIUH
YIpaBIICHUS
JTOKYMEHTO000poTOM, | 6 4 0 0 4 Omnpoc
0e30yMaXKHbIC
TEXHOJIOI'UHN
YIpaBJICHUS

17

3auer 6 4 3a4eT

HUTOI'O 12 4 4 60 4 3auger

4.2 ConpepxxaHue IUCUMILUIMHBI, CTPYKTYPHPOBAHHOEe MO pa3ieiam IJasi OYHOM
¢opmbl 00yueHHss (VI OYHO — 3204YHOM M 3204HOI GopMBbI 00yYeHHS- B COOTBETCTBUM €
n.4.1)

Tema 1. Cooepirrcanue u ocnognvie nonamusa oucyuniunsvt «Cucmema ynpagnenus
OOKYMEHMO0000pOmom»

Jlexuust 1. OCHOBHBIE KOHLEIMIUHU YIOPABIEHUS JOKYMEHTOOOOPOTOM, Oe30yMa)KHbIE
TEXHOJIOTUH YIpPaBJIECHUS

CemuHap 1.OCHOBHbIE KOHLEINIUHU YIOPABIEHUS JTOKYMEHTOOOOpOTOM, Oe30ymMa)kKHbIE
TEXHOJIOTUH YIPaBJIECHUS

Jlexumst 2. Tlonarue u crtpykrypa skoHomuueckou cuctembl (2C). Kmaccudukamms
byHKUIMH 1 1enoBbIX mporeccoB IC

Cemunap 2. Ilonstue u ctpykrypa sxoHomuueckoil cuctembl (IDC). Knaccuduxanus
byHKLIMH 1 1enoBbIX mporeccoB IC

Jlexuus 3. [ToHSATHSI TOKYMEHT, IOKYMEHTONIOTOK, JOKYMEHTOO00POT

Cemunap 3. . IloHATHS JOKYMEHT, JOKYMEHTOIIOTOK, JOKYMEHTOOOOpOT (B34TO W3
«IPAKTHYECKHUE 3aJaHHS)

Tema 2. Opeanuzauyusa O00KYMEHMAUYUOHHO20 00eCneYyeHus  YnpaeieHus 6
IKOHOMUYECKOU cucmeme

Jlexumst 4. Haznauenne Cuctemsl JlokymeHTanmonHoro ObecrieueHusi YTpaBieHUsS U
['CHOY. Cocras ¢yHk1mii mporenyp, soimoiaseMex CAOY

Cemunap 4. Haznauenue Cucremsl Jlokymentannonnoro ObecrneueHust YTpaBiaeHUs U
['CHOY. Cocras ¢yHkumii mporenyp, BeimonaseMeix CIOY

Jlekumst 5. CocrtaB OpranmzanmonHo-Pacnopsaurensubix  oxkymentoB  (OPJI).
Coneprxanue npoueaypsl coctaBinenus OP/I.
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Cemunap 5. CocraB OpranuszannonHo-Pacnopaaurensubix  {oxkymenros (OPJI).
Coneprkanue nporeaypsl cocraBienus OP/]
Jlexuus 6. CozneprkaHue Mporeaypsl NOTYYSHUS U Tepelauld HOTOKOB JOKYMEHTOB
Cemunap 6. Conepkanue Iporeaypbl MOJTyYSHHs U Mepeiadl MOTOKOB JIOKYMEHTOB
Jlexuus 7. CocTaB U cofepkaHue MpoLeaypbl KOHTPOJIS UCTIOIHUTEIBHBIX JOKYMEHTOB
Cemunap 7. CoctaB U coJiep:kaHue MpOoLeaypbl KOHTPOJIS UCIIOTHUTENbHBIX JOKYMEHTOB
Jlexmus 8. Conepxanue U mpoueaypbl GOPMUPOBAHUS JIEN U CAAYU JICT B apXUB
Cemunap 8. ConeprkaHnue U npoieaypbl popMUpOBaHUs A€ U CIa4yH JIe] B apXUB

Tema 3. Opzanuzayua Inexkmponnoi Cucmemvt Ynpasienusn /[oOKymeHmoooopomom

Jlekuus 9. Ilonatue MHPOPMALMOHHOW 3KOHOMHUYECKOH HH(POPMALMOHHON CHCTEMBI
(MUC). Knaccer u ctpykrypa UC

Cemunap 9. Ilonstue MHGOPMAIMOHHONW SKOHOMHUYECKON WH(GOPMAIMOHHON CUCTEMBI
(MUC). Knaccer u ctpykrypa UC

Jlexums 10. IlpuHUMIIBI, METOABI M CPEACTBA CO3AaHUS DNEKTPOHHOH CuHcTeMbl
VYrpasienus: JlokyMeHTOOO0pOTOM

Cemunap 10. IlpuHuunel, METOABl M CpEACTBA CO3AAHUSI DJEKTPOHHON CHCTEMBbI
Yupasnenus JlokyMeEHTO000pOTOM

Jlekumst 11. TpeGoBanuss K cHUCTEeMaM COCTaBJICHHUS SJEKTPOHHOTO JOKYMEHTA.
XapakTepucTrUKa CUCTEM COCTaBJICHHUS, BBOJIa U XpaHEeHUS D /]

Cemunap 11. TpeOoBanus K cHCTEMaM COCTaBJICHHUS JJIEKTPOHHOTO JOKYMEHTA.
XapakTepucTruKa CUCTEM COCTaBJICHHUS, BBOJIa U XpaHEHUs O /]

Tema 4. Opranuzanusi CHCTeM JIOKYMEHT0000poTa

Jlekmus 1. XapakTepuCTHKA U MCIIOIB30BaHKE TeXHOJIoruu «ad-hok»

Cemunap 1. XapakreprucTuka U UCIONIb30BaHUE TeXHOIOTUH «ad-hok»

Jlexuus 2. XapakTepUCTHKA U UCTIOIB30BAHUE TEXHOJIIOTUH «Zroupware»

Cemunap 2. XapakTepuCTHKa U UCIIOJIb30BAHNE TEXHOJIOTUU «groupware

Jlektus 3. OcoOEHHOCTH OpraHu3auy PadOThl CHCTEM YIIPABJICHHS JOKYMEHTOO0OpOTa
kiacca «ACKUI»

Cemunap 3. OcoOeHHOCTHM  OpraHu3zalud  pabOTbl ~ CHCTEM  YIPaBICHUS
JokyMeHToobopoTa kiacca «ACKN»

Jlexuus 4. CuctemMbl aBTOMATH3AIUH JICJIOBBIX MTPOIIECCOB

Cemunap 4. OcoOeHHOCTHM  OpraHu3zanud  pabOThl  CHCTEM  yIpPaBICHUS
nokymeHToo0opoTa kiacca «ACKU Iy

5. llepeyeHb y4eOHO-METOAMYECKOT0 OOecreyeHus AJIsi CaMOCTOATEIbHO PadoThI
00y4YaOIIHUXCS 10 TUCHHILINHE

CamocrodrenbHas paboTa oOydaromMXcsl NMpH U3ydyeHHH Kypca «Cucrema yrpaBlieHUs
JIOKyMEHTOOOOpOTOM»  TpeAmnojaraeT, B MEpBYI ouepeab, padoTy ¢ OCHOBHOM U
JIOTIOJTHUTENBHON JuTepaTypoil. Pesynbratamu 3Toif paOOThI CTAHOBSTCS BBICTYIUICHHMS Ha
MPAKTUYECKUX 3aHATUAX, YUACTUE B OOCYXKACHUHU.

MeTtoanka caMOCTOSITEILHON PabOThI MPEIBAPUTEIBHO PA3bACHIECTCS MPENoiaBaTesieM U
B MOCJIEIYIOIIEM MOXET YTOUHSTHCS C YU€TOM MHAMBHUAYaAJIbHBIX 0COOEHHOCTEN 00yYaroIuxcs.
Bpemss um Mecto caMoCTOSTENbHOM paboThl BBHIOMpAOTCS OOY4YalOIIMMUCS 10 CBOEMY
YCMOTPEHHIO C YUETOM PEKOMEHAAINH TPEnoaBaTeNs.

CamocrosaTenbHy0 paboTy HaJ AMCUUIUIMHOW ClelyeT HauyuHaTh C U3ydeHHs paboueit
IpOrpaMMbl TUCHUIUIMHBI «CUCTeMa YHpaBlieHUs JOKYMEHTOOOOPOTOM», KOTOpPAas COJEPKUT
OCHOBHBIC TpeOOBaHMs K 3HAHHMSIM, YMEHHUSAM U HaBblKaM oOyuyaeMmbIX. OOs3aTe€IbHO CleayeT
BCIIOMHHUTh PEKOMEHJIAllMU TPENoiaBaTelsl, JaHHbIE B XOJI€ YCTAaHOBOYHBIX 3aHATHUN. 3aTeM —
IpPUCTYNaTh K U3YYEHHUIO OTHCIBHBIX pa3felloB U TEM B IMOPAAKE, IPEIyCMOTPEHHOM
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IIPOrpaMMoi.

IlonmyuuB npezncraBieHre 00 OCHOBHOM COJEpXKAHUU pas3zena, TEeMbl, HEOOXOAMMO
U3YYUTh MaTepuai ¢ NOMOUIbI YYEOHMKOB, YKa3aHHBIX B pasjieie 7 yKa3aHHOH MpOTrpaMMBbl.
IlenecooOpa3HO COCTaBUTh KpPAaTKUIl KOHCIIEKT WM CXEMY, OTOOpPaKaOLIyI0 CMBICI U CBSI3U
OCHOBHBIX ITOHSTHI JaHHOTO pa3Jielia U BKIIOUYEHHBIX B HETO T€M. 3aT€M, KaK II0Ka3bIBAET OIIbIT,
IIOJIE3HO W3YYHUTh BBIJEPKKM W3 IEPBOUCTOYHMUKOB. [IpM KelaHMM MOXKHO COCTaBHTh MX
KpaTKuil KOHCHEKT. OO0s3aTenbHO CIIEAyeT 3alUChIBaThb BO3HMKIIME BOIPOCHI, HA KOTOPHIE HE

YAaJI0Ch OTBETUTH CAMOCTOSATEIIBHO.

HanmenoBanue Bomnpocel, Dopmbl Y4eOHo- ®opma
TeMbl BbIHECEHHbIE HA | CAMOCTOSITEJIHOM | MeTOAUYeCKOe | KOHTPOJIsI
CaMOCTOsITeJIbHOE padoThI ol0ecneuyenne
u3yueHue
OcHOBHEIE Hcropuss  pasButus | Pabora B | Jluteparypa K
KOHIICTIIIHH 3JIEKTPOHHOTO oubmoTexe, Teme, paborta C
yIpaBlIeHUs JOKYMEHT0000poTa BKJTIOYast OBC. | unTepHET
JOKYMEHTO0000pOTOM, [Moaroroska HUCTOYHHUKAMHU Omnpoc
0e30ymMa)kHbIe JTOKJTaza-
TEXHOJIOTHH MPe3eHTAaIINH.
yIpaBJICHUsI
[onsTre u | Knaccudukanus Pabora B | JIuteparypa
CTpYKTypa ¢dhyaxmmit u BugoB OC | oubimoTeke, Teme, pabora ¢
SKOHOMUYECKOMN BKJIHOYast OBC. | unTepHeT
CHCTEMBI 30). [Toarororka HUCTOYHUKAMH Komnoksuym
Knaccuduxarms JTOKJIaza-
GYHKUUI U IETOBBIX Mpe3eHTaluU
nporeccoB IC
[lonsituss moxymeHT, | Bumet  moxymentos, | Pabota B | JIuTepatypa
JIOKYMEHTOIIOTOK, OCHOBHBIC ¢dopmel | OubIHOTEKE, Teme, pabora ¢
JOKYMEHT0000pOT JIOKyMEHTOB BKJIHOYast OBC. | unTepHeT Onpoc
IToaroroBka UCTOYHUKAMU p
JOKJIaza-
Mpe3eHTAalNH.
Haznauenue OcHoBHble  QyHKImK | Pabora B | Jluteparypa K
CucreMsl CaoYV, MOHATHE | OMONHOTEKE, Teme, paboTa ¢
JoxymMmenTanuonsHoro | moxyinsHocTs CZIOY | BKIowast OBC. | uHTEpHET
Obecneuenust IToaroroska HCTOYHUKAMH
YpasneHus u JIoKJIaja- Komnnoxsruym
rcaoy. CoctaB MPE3CHTALUU.
byHKIMI Tponenyp,
BBITTOJTHSEMBIX
caoy
Cocras Bunst u ¢popmsr OP/], | PaGota B | Jluteparypa Kk
Opranu3aimoHHoO- periaMeHT oubnuorexe, Teme, paboTa ¢
PacnopsiantenbHbIX coctasienust OP /] BKJIIOUast ObC. | untepuer
Hokymento (OP/I). ITonroroska HACTOYHHUKAMU Ompoc
Copnepxanue JOKJIaia-
TPOIIe Ty P MPe3eHTAIINH.
cocrasyieaust OP/I.
Copepxanue OcHOBHBIE Pabota B | JIutreparypa
MPOIIEe Ty PhI MIPOTIeNYypHl Tepenadn | OubImoTeKe, Teme, paborta c
MOJYYeHUs U | TIOKYMEHTOB, TOHSTHE | BKIIOYAS 3BC. | uHTEpHET Komtoksiym
nepeayd  MOTOKOB | MOTOKA IOKYMEHTOB [Toaroroska HCTOYHUKAMHU
JOKYMEHTOB JIOKJIa1a-
MIPe3eHTAIINH.
Cocrasn u | OcHoBHble KpuTepuu | Pabota B | JIuteparypa K Onpoc
coJiepyKaHue KOHTPOJIS oubnuorexe, Teme, paboTa ¢
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NPOLIEAYPHI KOHTPOJS | JOKYMEHTOB,  BUABI | BKIIOYAs OBC. | unTepHeT
WCTIOTHUTEIBHBIX KOHTPOJIA [Tonroroska HMCTOYHUKAMHU
JOKYMEHTOB JOKJaia-
Mpe3eHTalNH.
ConeprxaHue " | ApXHBHOE neno, | Pabota B | JIuteparypa
MPOIIEAYPHI TpeOOBaHMS K | Oubnmoreke, Teme, paboTa
(dopMHpOBaHUS A€ M | CAaBaEMBbIM B apXWB | BKIIOYas OBC. | unTepHeT KomiokBHyM
Cla4u JeJl B apXHB JOKyMEHTaM [Moaroroska HCTOYHUKAMHU
JTOKJTaza-
MIpe3eHTalNH.
[Tonsitue Knaccuduxarus Pabora B | JluTepatypa
SKOHOMHYECKOM nH(POPMAITHOHHBIX oubmoTexe, Teme, paboTa
HH()OPMAITMOHHOH SKOHOMHYIECKUX BKJTFOTAst ObC. | uaTepreT Omboc
CHUCTEMBI (UC). | cucrem [Moaroroska HNCTOYHUKAMHU p
Knaccel u ctpyktypa JloKJIaza-
nC MIPE3CHTAINH.
IIpunnunel, metonabl | JKu3HEHHBIH ki | Pabota B | JIuTepatypa
u cpexacrea cozmanus | DCY /I oubanoreke, TeMe, paboTa
OneKTpoHHOU BKJIFOYast OBC. | unTepHeT
Konnoxsuym
Cucremsl [ToaroroBka HCTOYHHKAMU
Yupasnenus JIOKJazaa-
JlokymenTo060poTOM MPe3eHTAINH.
TpebGoBanus K | Texanueckue Pabora B | Jluteparypa
CHUCTeMaM TpeboBanust k DCVY]] | 6ubnumoreke, Teme, pabota
COCTaBJICHUS BKJIIOYast OBC. | unTepHeT
3JIEKTPOHHOTO [Moaroroska HCTOYHUKAMH
JIOKyMEHTA. JIoKJIaaa- Omnpoc
XapakTepucTHKa Mpe3eHTAaINH.
CHCTEM COCTaBIICHHS,
BBOZIA W XpaHEHUS
94
Xapaktepuctuka W | OcHOBbI TexHosoruu | Pabora B | JIuteparypa
HCIIOJL30BaHNE «ad-hok» OMOIHOTEKE, TeMe, paboTa
TEXHOJIOTUU «ad- BKJIFOYAst OBC. | uHTEpHET
hok» [Toarororka HMCTOYHUKAMH Konnoxsuym
pi\
JIOKJIaja-
MIpe3eHTaINH.
Xapakrepuctuka u | OcHOBBI TexHojoruu | Pabora B | JIuteparypa
UCTIOJIb30BaHKe «groupware» oubnuorexe, Teme, paboTa
TEXHOJIOTUH BKJIFOYAst OBC. | nnTepHeT Onpoc
«groupware» [Tonrororka HACTOYHUKAMHU
JIOKJIaza-
MIPe3eHTAaINH.
OcobenHoctu OcHoBbl TexHonoruu | Pabora B | Jluteparypa
opranm3anuu pabOTHI | CHCTEM  ympaBlieHHs | OnOimoTeke, Teme, pabota
CHUCTEM YIIPaBIECHHUS | TOKyMEHTOOOOpOTa BKJIIOUast ObC. | unTepuet
Konnoksuym
JIOKyMEHT0000pOTa ximacca «ACKUI» [Toarororka HMCTOYHUKAMH
knacca «KACKU]I» JoKaaa-
MIpe3eHTAaINH.
Cucremsl buznec -mpomeccel B | Pabora B | JIuteparypa
aBTOMaTH3aLUU aBTOMAaTH3aLUH oubnuorexe, Teme, pabora
JIEJIOBBIX MPOLIECCOB BKJIIOYast OBbC. | untepuer Onpoc
[Moaroroska HNCTOYHUKAMU
JTOKJTaza-
NPe3eHTalNH.
OcHoBHBIE OKOHOMMYECKUI Pabota B | JIuteparypa
Konnoxsuym
KOHIENIHH 2 eKT oT BHEApEeHUs | Oubimoreke, Teme, pabota
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YIIPABJICHUS 0e30yMakHBIX BKJIFOYAst OBC. | nnTepHET
JOKYMEHTO000pOTOM, | TEXHOJIOTHUH IToaroroska HUCTOYHUKAMHU
0e30ymMaxHbIe yIpaBJiIeHUA JoKJIaza-

TEXHOJIOTHH MIpE3eHTALMH.

yIpaBJICHUSI

6. OueHOYHbIE MAaTePHAJIBI

IIKAJI ONCHUBAHUA

JJIsSi  TIpOBeJeHHs] TPOMEKYTOUYHON aTTecTaluu
o0yuyawmuxcs mo gucuuiuinie «CucremMa ynpapJjieHUus JOKYMeHT0000poTOM))

6.1. Onucanue mokasarejeid u KpPpUTEPUEB OUCHUBAHUA ROMHeTeHHHﬁ, OIIMCAHHE

Ne HaumenoBanue | Kparkas IIxana u kpurepun oueHku, | Kpurepuu
n/n OLIEHOYHOI'0 XapakTepucTuka | 0aji OLleHUBAHMS
cpeAcTBa OLICHOYHOI0 KOMIIeTeHIIUH
cpeAcTBa
1. Orpoc COop nepBuuHON | «3a4TEHOY - €CIIU IIK-3.1., ITK-
nH(popMauu 1Mo oOyuatomuiicst nemonctpupyer | 3.2., I1K-3.3.
BBISICHEHUIO 3HaHHWE MaTepuaa 1o pasjaeny,
YPOBHSI YCBOEHHUSI | OCHOBAHHBIE HA 3HAKOMCTBE C
IIPOMIEHHOT O 00s13aTeIbHON JTUTEPATypOl U
Marepuaia COBPEMEHHBIMU MyOINKALUIMU;
JIaeT JIOTUYHBIE,
apryMEHTUPOBaHHbIE OTBETHI Ha
HOCTaBJIEHHbIE BONPOCHL. Taxxke
OLICHKA «3aYTEHOY CTABUTCH,
ecyii 00y4aroIUMCs JOMYIEHBI
HE3HAUYUTEIbHbIE HETOYHOCTH B
OTBETAax, KOTOPbIE OH
UCITPaBJISET IyTEM HAaBOIALIUX
BOIIPOCOB CO CTOPOHBI
IIpEernoaaBaTers.
«He 3auteHo» - uMeroTcs
CYIIECTBEHHbIE TPOOEIBI B
3HaHUH OCHOBHOT'O MaTepualia
0 pa3fielly, a TAaKXKe JTOMYyIICHBI
MPUHIMIIHATIBHBIE OLINOKYU TpU
U3JI0’)KEHUHU MaTepHuaa.
2 Hoxman- [Ty6nuunoe «5» — IOKJIaJ BBINIOJIHEH B IK-3.1., ITK-
IIPE3EHTALNSA BBICTYIUIEHHE II0 | COOTBETCTBUHU C 3asIBJICHHON 3.2, TIK-3.3.
MIpE/ICTaBICHUIO TEMOM, Ipe3eHTALNs JIETKO
IIOJIYYE€HHBIX YUTaeMa U SICHA JUIs
pe3yJIbTaToB B MMOHUMaHMsI, FPaMOTHOE
IIporpaMme MCIIOJIb30BaHUE TEPMUHOJIOTUH,
Microsoft CcBOOOIHOE U3JI0KEHHUE
PowerPoint paccMaTpuBaeMbIX MpoodIieMm,

JOKJIAAYUK IMPAaBUJIBHO OTBETUII
Ha BCE BOIIPOCHI B XO/I€
JTUCKYCCHUU;

«4» — HEKOpPEKTHOE
odopMIIeHHE TTPE3CHTAIINH,
IPaMOTHOE UCIIOJIb30BaHUE
TEPMHUHOJIOT'M, B OCHOBHOM
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CBOOOIHOE U3II0KEHNE
paccMaTpUBaeMBbIX MpoodIieM,
JOKJIa YUK YaCTUIHO
MPAaBUIILHO OTBETHJI Ha BCE
BOITPOCHI B XO/I€ IUCKYCCHH;
«3» — OTCYTCTBUE MPE3CHTALINH,
JOKJIa QYUK UCIIBITHIBAI
3aTpyAHEHUS MPH BBICTYIUICHUH
¥ OTBETE HA BOIPOCHI B XO/I€

JUCKYCCUU;
«2» - NOKJIQIYUK HE PACKPbLI
TEMY

KomnokBuym becena «3auTeHO» - €CIU IIK-3.1., IIK-
npernojasaTens ¢ | oOyuarommiicss geMonctpupyer | 3.2., I1K-3.3.
y4YaliuMucs Ha 3HaHHUE MaTepuaa 1o pasjaeiy,

OIIpEEIICHHYIO OCHOBaHHBIE HAa 3HAKOMCTBE C

TeMy U3 yueOHOUM | 00s3aTeNnbHOM TUTepaTypoil U

MIPOrpaMMBbI COBPEMEHHBIMU ITyOJIMKAILIUSMHU;
JIaeT JIOTUYHEIE,
apryMEHTHPOBAaHHBIC OTBETHI HA
NocTaBlIeHHbIE BOMPOCHL. Takxke
OLIEHKA «3aYTEHO» CTaBUTCH,
ecyii 00y4JaromuMCs JOMYIIEHBI
HE3HAaYUTEJIbHbIE HETOUHOCTHU B
OTBETAax, KOTOPbIE OH
UCTIPABIISAET IyTEM HABOISAIINX
BOIPOCOB CO CTOPOHBI
pernoaaBaress.
«He 3auteHo» - umeroTcs
CYIIECTBEHHBIE TPOOEITHI B
3HaHUHM OCHOBHOT'O MaTepHasa
0 pa3Jieny, a TAaK¥Ke JOMYyIEHBI
HNPUHIUNHAIbHbBIE OIINOKH MPH
W3JI0)KEHUU MaTepuaa.

TectupoBanue | TectupoBanue «OTJIUYHO» - IIPOLEHT IIK-3.1., IIK-
MO’KHO TIPOBOJIUTH | TIpaBMIIbHEIX 0TBeTOB 80-100%; | 3.2., T1K-3.3.
B (hopme: «XOPOILIOY - MPOLIEHT
KOMIIBIOTEPHOTO MIpaBUWJIbHBIX OTBETOB 65-

TecTHUpoBaHus, 1.€. | 79,9%;

KOMITBIOTEP «YIOBJIETBOPUTEIILHO -
MIPOU3BOJILHO IPOLIEHT MPaBUIBHBIX OTBETOB
BEIOHMpaET 50-64,9%:

BOMPOCHI U3 0a3bl | «HEYAOBJIETBOPUTEIHHO -
JAHHBIX TI0 MIPOIICHT MPaBUIBHBIX OTBETOB
CTETIEHU MmeHee 50%.

CII0KHOCTH;

MUCHMEHHBIX

OTBETOB, T.€.

MpernoiaBaTenb

3aJaeT BOMPOC U
aeT HECKOJIBKO
BapI/IaHTOB OTBETAa,
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a CTY/ICHT Ha
OTACIHLHOM JIUCTE
3aIMChIBACT
HOMEpa BOIIPOCOB
U HOMEpa
COOTBETCTBYIOIINX
OTBETOB

6.2. MeToanuyeckue MaTepualbl,
HABBIKOB M|

yMeHHMid,

(mim) omnbITa

onpeesomue MpoueIypbl
AesITeJIbHOCTH,

OllECHMBAHHUS 3HAHHIM,
XapaKkTepu3ymmux

¢GopMupoBaHus KOMIIETEHUHMH B Mpomecce OCBOECHUSI OCHOBHOW mNpodeccuoHaIbLHOM
o0pa3oBaTe/ibHOI NPOrpaMMbl

Ne ®opma koHTposst/ | [Ipoueaypa oneHUBaHHS [Ikana u KpUTEpUU OLIEHKH, Oa
KOJIBI
OLICHUBACMBIX
KOMIIETEHIINI
1. 3auer - [1K-3.1., [IpaBUIBLHOCTH OTBETOB Ha | «3aYTCHOY
[1K-3.2., I1K-3.3.. BCE BOIIPOCHI (BEPHOE, 00y4aroIuiCs T0JKEH JAaTh MOJHBIE,

YETKOE U JIOCTaTOYHO
IIyOOKOE U3JI0KEHHE
UJICH, TOHSTHIA, (DaKTOB U
T.1.);

CoueTaHue MOJHOTHI U
JTAKOHUYHOCTH OTBETA;
Hannumne npaktuyecknux
HaBBIKOB 110 AUCIUIUIMHE
(pemenue 3a1a4 WK
3aJIaHHM ),
OpueHTupoBaHue B
yueOHOM, Hay4yHOH U
CIICLIMAIbHOM JTUTEPATYPE;
Jloruka u
apryMEHTHPOBAHHOCTh
W3JI0KEHUS;

I'pamoTHOE
KOMMEHTHPOBaHHUE,
MpUBEJICHUE TPUMEPOB,
aHaJIOTHI;

KynbTypa orBera.

HNCYCPIBIBAIOIIMEC OTBCTHI HA BOIIPOCHL
9K3aMEHAIIMOHHOTO OuiieTa, B YaCTHOCTH,
OTBET JIOJDKEH Iperoararb 3HaHue
OCHOBHBIX IIOHATUN U UX OCOOCHHOCTEH,
YMEHUE MPABIIBLHO ONPENEIATh Cenu(puKy
COOTBETCTBYIOIIUX OTHOILICHUI,
IMPAaBUJIBHOC PCUICHUEC ITPAKTHYCCKOIO
3ananus. O1eHKa «OTIUYHOY» MPEANOIaracT
HaJIMNYME CUCTEMBI 3HAHUH 110 mpeamMceTy,
YMEHHE U3JIaraTb MaTepuai B JIOTUYECKOM
I0CJIEI0BATENbHOCTH, CUCTEMATHYHO,
TPaMOTHBIM SI3BIKOM;
00ydJaronuics JOKEH AaTh MOJHBIC
OTBETHI Ha BOIMIPOCHI, YKA3aHHBIE B
JK3aMeHallMOHHOM Ouitere. Jlomyckatores
HETOYHOCTHU IIPU OTBETE, KOTOPHIE BCE KE HE
BJIMATOT Ha IIPaBUJIbHOCTb OTBCTA. OtBer
JOJKEH TMPEANoiaraTh 3HaHUE OCHOBHBIX
TIOHSATUN U UX OCOOCHHOCTEH, yMEHUE
MPABUILHO OMPENesaTh crienuduKy
COOTBETCTBYIOIIMX OTHOIIEHUH. O1eHKa
«XOpOIIIOY MPEIoiaraeT HaTuunue CUCTEMbI
3HaHUH 10 NPEIMETY, YMEHHUE U3JIaraTh
MaTepuai B TOTUYECKOM
MOCIIEZI0BATEIBHOCTH, CHCTEMAaTHYHO,
TPaMOTHBIM SI3BIKOM, OJIHAKO, JOMYCKAIOTCS
HE3HAYUTCIIBHBIC OH_H/I6KI/I, HETOYHOCTH I10
Ha3BaHHBIM KPUTEPHUSIM, KOTOPHIE BCE K€ HE
HCKaXKaIOT CYTU COOTBETCTBYIOIETO OTBETA;
o0yJaronuiicst JOKEH B IIEJIOM J1aTh
OTBECTHI Ha BOIIPOCHI, IMTPCAJTOKCHHBIC B
JK3aMEHAIIMOHHOM OuiieTe,
OPHUCHTHUPOBATHCA B CUCTEMC TUCHUITIJIMHBI
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«Cucrema ynpaiieHUS
JIOKYMEHTOOOOPOTOM», 3HATH OCHOBHEIE
kareropuu npeamera. OneHka
«YIAOBIETBOPUTEIIBHO» MPEAIONIATAET, YTO
MaTepuajl B OCHOBHOM U3JI0KEH I'PaMOTHBIM
SI3BIKOM;

«HE 324TECHOY»

oOyyaromumcs 1100 He JaH OTBET Ha
BOIIpOC OmieTa, b0 o0yJaronuics He
3HAET OCHOBHBIX KaTErOpHid, HE MOXKET
OTIPEJICIIUTH MPEAMET TUCIUILTHHBI.

TectupoBanue (Ha | [loaHoTa 3HAHUH
3agere) - [1K-3.1., | TeopeTHuecKoro
[1K-3.2., [IK-3.3.. | KOHTPOJIUPYEMOTO
maTepuaia. KonuuectBo
MIPABUJIBHBIX OTBETOB

«3aureno» - 100%-50%;
«He 3a4TeHO» - MeHee 50%.

6.3. TunoBbie KOHTPOJIbHbIE 33/IaHUSI WM MHbIE MaTepUaJibl, He00X0AMMbIE IS
npoueAypbl OUEHUBAHWS 3HAHWI, YMEHMiH, HABBIKOB W (WJIM) ONbITA JeATEJbHOCTH,
XapakTepu3yoummx 3Tanbl (OPMUPOBAHUS KOMIIETEHIIHII B MpoLiecce OCBOEHUS OCHOBHOI
npogdeccuoHAJIbLHOH 00pa30BaTeIbHOI MPOrpaMMbl

6.3.1. Tunosble 3a1aHNs 11 IPOBEICHUS TEKYLIEro KOHTPOJIS 00yYar0IIUXCS

6.3.1.1 [IpumepHbIe TeCTOBbIE 3aJaHUS 1JIsl TEKYIIEr0 KOHTPOJIS
3aganmue 1

Urto 03HauaeT TePMUH «ITOKYMEHT»?

1) nejio

2) apryMeHT;

3) Bu3a;

4) mpukas.

3aganue 2

OT KaKoro sA3bIKa MPOUCXOIUT TEPMHH «TOKYMEHT»?
1) rpedeckoro

2) HEMEIIKOT0;

3) TaTHHCKOTO;

4)aHTJIMACKOTO;

3aganue 3

COBOKYITHOCTh paboOT, CBS3aHHBIX C CO3AaHHEM JOKYMEHTOB, WX PpETUCTpalHUei,
KJ1accu(uKaIe, TBMKEHHEM, YYeTOM U XpaHCHUEM Ha3bIBAIOTCA ...

1) nokymeHT0000POTOM

2) KOPPECIOHICHITHEH;

3) Ienonpon3BOICTBOM;

4) TOKYMEHTHUPOBAHUEM;

3ananmue 4

Korna G111 yTBEpsKIeHbI OCHOBHBIE ITpaBuia PK?
1) 12.12.00.

2) 17.08.95;

3) 30.06.92;
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4) 12.12.98;

3ananue 5

OCHOBHBIE JJOKyMEHTBI BBIITOJHSOTCS, Ha KakoM (opmare?
1DA4uwmAS;

2) A 8 umm A 12;

3)A3umn A S;

4) Al12.

3aganue 6

IIpukas — 310 ...

1) pacnopsiIuTEIbHBIN JOKYMEHT;
2) uH(GOPMALMOHHBIH JJOKYMEHT;

3) cripaBOYHBIi JJOKYMEHT;

4) TUYHBIA TOKYMEHT.

3aganme 7

1) omKHOCTHASI MHCTPYKIUS - 3TO
2) pacropsiIUTeIbHbIH JOKYMEHT;
3) uH(pOPMAIMOHHBIN JOKYMEHT;
4) opraHu3alMOHHbI TOKYMEHT
5) MUYHBII JOKYMEHT.

3aganue 8

[Ipotokon — 310 ...

1) uHpopMaLHOHHBIIi TOKYMEHT;
2) pacriopsiAUTeNbHBINA JOKYMEHT;
3) cripaBOYHBIN TOKYMEHT;

4) TUYHBINA TOKYMEHT.

3aganue 9

ITucemo — 3710 ...

1) cnpaBoOYHBIi TOKYMEHT

2) pacropsiTUTeIbHbINH JOKYMEHT;
3) uHpOPMAaLIMOHHBINA JOKYMEHT;
4) TUYHBIA TOKYMEHT.

3aganue 10

[TaTHOE pacnucaHue — 31O ...

1) nHpOpMALMOHHBI TOKYMEHT;
2) pacropsANTEIbHBIN TOKYMEHT;
3) cripaBOYHBIN TOKYMEHT;

4) opraHu3alOHHbINA JOKYMEHT.

3apanmue 11

HyObmukar — 3710 ...

1) konus TOKyMeHTA;

2) opuruHai;

3) cripaBOYHBII IOKYMEHT;

4) 3K3eMILTSP, BbIIaBaCMbIi B3aMEH yTPAuE€HHOTO JJOKYMEHTA.
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3ananue 12

Pewmenne — 3710 ...

1) pacnopsiIuTeIbLHBIIH JOKYMEHT;
2) nH(GOPMAIMOHHBIN JOKYMEHT;

3) CIpaBOYHBIH JOKYMEHT;

4) opraHu3alMOHHbIA JOKYMEHT.

3aganue 13

JIoBEpEHHOCTH — ATO ...

1) undopMaALMOHHO-CIPABOYHbIH IOKYMEHT;
2) pacniopsiAUTENbHBINA JOKYMEHT;

3) crpaBOYHBIH JOKYMEHT;

4) opraHu3alMOHHBII TOKYMEHT.

3aganue 14

UTM — o510 ...

1) nngopMaLMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacropsANTEIbHBIN JOKYMEHT;

3) cripaBOYHBIN TOKYMEHT;

4) TUYHBINA TOKYMEHT.

3aganme 15

KT —»ato0 ...

1) nHpOPMALMOHHO-CIIPABOYHBbINA JOKYMEHT;
2) pacriopsiAUTENbHBINA JOKYMEHT;

3) cripaBOYHBII TOKYMEHT;

4) TUYHBIA TOKYMEHT.

3aganue 16

AKT — 910 ...

1) cipaBoYHBIN JOKYMEHT;

2) pacropsiTUTebHbINH JOKYMEHT;

3) uH(pOPMAITHOHHO-CIIPABOYHBIN JTOKYMEHT;
4) TUYHBINA TOKYMEHT.

3aganme 17

JloBEpEHHOCTH — ATO ...

1) nHGOpMALMOHHO-CIIPABOYHBINI JOKYMEHT;
2) pacriopsiAUTENbHBIN JOKYMEHT;

3) cripaBOYHBII TOKYMEHT;

4) MTUYHBIA TOKYMEHT.

3aganue 18

®akcer u E-mail — a0 ...

1) nHpOpMALMOHHO-CIIPABOYHBIHN JOKYMEHT;
2) cipaBOYHBIN JOKYMEHT;

3) pacropsiTUTeIbHbINH JOKYMEHT;

4) TUYHBIN TOKYMEHT.

3aganmne 19
WckoBoe 3asBienue — 310 ...
1) ropuauveckuii JOKyMeHT
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2) pacropsIIUTEeIIbHBIN JJOKYMEHT;

3) uH(pOPMAITHOHHO- CIIPAaBOYHBIN TOKYMEHT;,

4) cripaBOYHBIN IOKYMEHT;

3aganue 20

1) cnenuaauCcThbl.

2) DKCrepTU3y IEHHOCTH JOKYMEHTOB MPOBOIHT ...
3) KoMHUCCHS;

4) pyKOBOJHMTEIb TPEAIPUATHS;

5) paboTHHKH OyXTanTepuu;

6.3.1.2. IlpumepHas TeMaTUKa pedepaTHBHBIX 0030pOB

1. OcHOBHBIE KOHLENIUH YIIPABICHUS JOKYMEHTOO00OpPOTOM, 6€30yMaKHbIE TEXHOJIOTUN
yIpaBICHUS

2. Ilonsitue u cTpykrypa s3koHomuueckoi cuctembl (IC). Knaccubukanus GyHKIUNA 1
JenoBbIX mporeccoB DC

3. [loHATHS TOKYMEHT, JOKYMEHTOIIOTOK, TJOKYMEHTOO0OPOT

4. Haznauenue Cucremsl Jlokymentanuonnoro Ob6ecneuenust Ynpasnenus u ['CHOYVY.
CocraB ¢yHk1Mil npouenyp, BeinonuseMsix CI0Y

5. CocraB OpranuzanuonHo-Pacnopsaurensueix JlokymentoB (OPJl). Conepxkanue
npouenypst cocraBienuss OP/I.

6. ConeprkaHue MpoLeyphl MOJYUYESHUS U Tepeaun TOTOKOB TOKYMEHTOB

7. CocTaB ¥ cofiepKaHKe MPOLETypPbl KOHTPOJIS UCTIOTHUTEIbHBIX IOKYMEHTOB

8. ComeprkaHue U IPOIEAYPHl (POPMUPOBAHUS TSI U CIaYH JIeT B ApXHUB

9. Tlonarne wuHGOPMAIMOHHONW SKOHOMHUYECKOW HHpopManuonHoit cuctembl (MC).
Knaccsl u crpykrypa C

10. IlpuHIUIOBI, METOABI U CPENCTBA CO3JaHUS DJIEKTPOHHON CuUCTeMbl YIpaBlICHUS
JlokyMeHTO000pOTOM

11. TpeboBaHus K cucTeMaM COCTaBIIEHHUS SJEKTPOHHOTO JOKyMEHTa. XapaKTepHCTHKa
CUCTEM COCTABJICHUS, BBOAA U XpaHeHus D]]

12. XapakTepucTHKa 1 UCIIOJIb30BaHKUE TeXHOMoruu «ad-hok»

13. XapakTepucTHKa 1 UCIIOJIb30BAaHUE TEXHOJIOTHH «groupware»

14. OcobeHHOCTH OpraHU3ay paboThl CUCTEM YIPaBJICHUs JOKYMEHTOOOOpOTa Kilacca
«ACKUI»

15. Cuctembl aBTOMATHU3AIMH JIETOBBIX MTPOIECCOB

16. OcHOBHBIE KOHILIENIIMHM  YIpPaBIEHHUS JOKYMEHTOOOOpOTOM, Oe30yMakHbIe
TEXHOJIOTHH YIpaBIeHUS

6.3.2. Tunosble 3alaHud 1JIsl IPOBEACHUSA l'[pOMQ)KyTO‘IHOﬁ aTTeCTaliumn oﬁyqaloumxca

[IpomesxyTouHas aTTecTalus no JTUCLUTIIINHE «Cucrema yIpaBIICHUS
JIOKYMEHTOOOOPOTOMY MPOBOAUTCS B (hOpME 3aUeTa.

6.3.2.1. Tunosbie BONPOCHI K 3a4eTy
1. Ponb nunopmManiuu B yrpaBieHUH OpraHu3anueil.
2. CymHocTh ¥ (QyHKIIMM JOKYMEHTA
3. Opranuzanus paboThI C TOKYMEHTAMHU
4. Texyuiee XxpaHeHHE JOKYMEHTOB
5. DKcnepTu3a HEHHOCTH JOKYMEHTOB
6. Odopmienue aein.
7.Cnada nen B BEZJOMCTBEHHBIN apXuB
8. Vaudukanus ynpaBieHUECKUX JOKYMEHTOB.
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9. Homenknarypa gein.

10. CocraB u coaepXaHHWE OPTaHU3ANMOHHO-PACIIOPSAIUTEIBHON JTOKYMEHTAIIHS
(YCOPL)

11. CocraB u ohopMIIeHHE PACTIOPSTUTEIBHBIX TOKYMEHTOB

12. CocraB u ohopMiieHHE OpraHU3aIMOHHBIX JOKYMEHTOB

13. CoctaB u oopmieHre nHOOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB

14. CocraB u npaBuia opopmiieHus pekBuzutoB gokymentos ('OCT P 6.30 — 2003)
15. TpeGoBanus, mpeabsBisieMbie K 0POPMIICHUIO TOKYMEHTOB.

16. JlokyMEHTHUpOBaHHE TPYIOBBIX MPABOOTHOILICHHHA

17. Opranuzanus npruemMa 1 epBUYHON 00pabOTKH JOKYMEHTOB

18. Perucrpanus 10KyMEHTOB

19. [paBuIia BbIIa4H A7 BO BPEMEHHOE T0JIh30BaHUE

20. Opraau3amus JOKyMEeHTO000pOTa

21. Cnyxx6a IOY: Bumbl, PyHKIIUH, CTPYKTYpa

22. XapakTepuCTHKa U COCTaB JIOKyMEHTOB IO JUMYHOMY COCTaBYy

23. KoHTpOJIb UCIIOJIHEHHSI IOKYMEHTOB

24. ndopmanimoHHO-CTIpaBOYHasE padoTa

25. YHudukanus u cTaHAapTH3aUS JOKYMEHTOB

26. Bunsl TpyoBBIX JOTOBOPOB, MpaBmiia 0(OPMIICHUS

27. ®opMupoBaHue AeI

28. HopmatuBHbIE, 3aKOHOAATENbHbBIE JOKYMEHTHI, PEryJMpYIONIHe TOPSI0K paboThI C
JOKYMEHTaMHU

29. Buasl HomeHKIIaTypHl €71, UX XapaKTepUCTHKA

30. PacmopsimuTenbHble JOKYMEHTBI, 00pa3yromuecs: B IEITEIbHOCTH KOJUICTHAIBHBIX
OpTaHOB yIPaBJICHUS

31. CymHOCTb, BUJIBI U COJICPKAHUE YIIPABICHUECKOW HHPOPMALIUN

32. [lenoBas uHpOpMaIUs U €€ COCTaB

33. Opranmzanus HHPOPMAITMOHHOTO 00eCIIeUeHHUS

34. UndpopmanroHHas 6e301acHOCTb

35. YcnoBus yrparbl HHPOPMAIIMOHHBIX PECYPCOB

36. Comeprkanue ciykeOHOM TaitHbI 1 KOH(PHICHIIMATHHOCTh HH(POPMAIIHN

37. ocTyn nepcoHasia K KOHQUISHIMAIbHON City)keOHON HHpOopMauu

38. [IpaBuna opopmiteHHs, ydeTa U XpaHEHUS TPYIOBBIX KHUKEK

39. [loaroroska [len K apXMBHOMY XpaHEHHUIO

40. [lenoBast mepenucka. Bumbl n XxapakTepuCcTHKa CITy)KEOHBIX TIHCEM

41. S13bIK U CTUJIB J1€I0BOW JOKYMEHTAIH

42. CucremaTH3anys 1 TeKyllee XpaHeHNe JOKYMEHTOB

43. KoMIbpIoTepHBIE TEXHOJIOTMH MOTOTOBKU JJOKYMEHTOB

6.3.2.2 TunoBbie TeCTOBBIC 3a1aHNUS VI HTOTOBOI0 TECTUPOBAHUS
3aganue 1

UYto 03HaYaeT TEPMUH «ITOKYMEHT»?

1) nesno

2) apryMeHT;

3) Bu3a;

4) npukas.

3ananue 2

OT KaKoro SA3bIKa MPOUCXOIUT TEPMHUH «TOKYMEHT»?
1) rpedeckoro

2) HEMETIKOTO;

3) MaTUHCKOTO;
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4)aHrauncKoro;

3ananmne 3

COBOKYNHOCTh paboOT, CBSI3aHHBIX C CO3JaHHUEM JOKYMEHTOB, WX perucrparuei,
KJaccu(puKanuen, ABIKEHNEM, YIETOM U XpPaHEHUEM Ha3bIBAIOTCH ...

1) nokymMmeHT0000pOTOM

2) KOpPECIIOHICHIIUEH;

3) Aenonpon3BOACTBOM;

4) TOKyMEHTUPOBAaHUEM;

3ananmue 4

Korma Obuti yTBEpk1€HBI OCHOBHBIC MpaBuiia PK?
1) 12.12.00.

2) 17.08.95;

3) 30.06.92;

4) 12.12.98;

3aganme 5

OcCHOBHBIC JIOKYMEHTHI BBITIOJTHSIOTCS, HA KakoMm (popmare?
1)Adnmu AS;

2) A8um A 12;

3)A3wm A §;

4) A12.

3aganue 6

[Ipuka3z — 310 ...

1) pacniopsiguTeIbHBINA JOKYMEHT;
2) ua(hopMalMOHHBIN JOKYMEHT;

3) cripaBOYHBINA JOKYMEHT;

4) AMYHBIN TOKYMEHT.

3ananme 7

1) JlomKHOCTHAsE HHCTPYKLHUS - 3TO
2) pacriopsiAUTENbHBIN JOKYMEHT;
3) uHpOPMAaLIMOHHBINA JOKYMEHT;
4) opraHu3allMOHHbINH JOKYMEHT
5) MUYHBIA JOKYMEHT.

3amanmne 8

IIporokon — 310 ...

1) undopmMannOHHBII JOKYMEHT;
2) pacriopsiAUTENbHBIN JOKYMEHT;
3) cripaBOYHBII JOKYMEHT;

4) AMYHBIN TOKYMEHT.

3ananue 9

ITnceMo — 3710 ...

1) cipaBoOYHBII JOKYMEHT

2) pacropsiAUTeNbHBINA JOKYMEHT;
3) nHpOpMaIMOHHBII TOKYMEHT;
4) TMYHBIN TOKYMEHT.
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3aganue 10

[IIratHOE pacnucanue — 310 ...

1) ungopMaAMOHHBIN JOKYMEHT;
2) pacniopsiAMTENbHBIN JOKYMEHT;
3) cripaBOYHBIN JJOKYMEHT;

4) opraHu3alMOHHBIN TOKYMEHT.

3ananme 11

HyOmukar — 3710 ...

1) konus TOKyMEHTA;

2) opUrHHaI;

3) cripaBOYHbBINA JOKYMEHT;

4) sK3eMILISAP, BbIJIaBaeMbli B3aMEH YTPAUCHHOT'O JOKYMEHTA.

3aganue 12

Pemenue — 370 ...

1) pacnopsiguTeJIbHbINA JOKYMEHT;
2) nHPOPMALMOHHBINA JOKYMEHT;

3) cipaBOYHBIN TOKYMEHT;

4) opraHu3alMOHHBIA TOKYMEHT.

3ananmne 13

JloBEpeHHOCTh — 370 ...

1) nHopMaLMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacnopsiAUTENIbHBIA JOKYMEHT;

3) cripaBOYHBINA JOKYMEHT;

4) opraHu3alMOHHBIN TOKYMEHT.

3aganmne 14

UTH — 10 ...

1) nHGOpMALMOHHO-CIIPABOYHBINI JOKYMEHT;
2) pacriopsiAUTENbHBIN JOKYMEHT;

3) cripaBOYHBII TOKYMEHT;

4) AMYHBIN TOKYMEHT.

3aganue 15

KT —»o1o0 ...

1) uHpOpMALMOHHO-CIPABOYHBIH JOKYMEHT;
2) pacnopsAUTENbHBIA JOKYMEHT;

3) cripaBOYHBINA JOKYMEHT;

4) AMYHBIN TOKYMEHT.

3aganue 16

AKT - 9370 ...

1) cnpaBOYHBI JOKYMEHT;

2) pacriopsiIUTENbHBINA JOKYMEHT;

3) uH(pOpPMaITMOHHO-CIIPAaBOYHBIN TOKYMEHT;
4) AMYHBIN TOKYMEHT.

3ananue 17
JI0OBEPEHHOCTH — ITO ...
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1) nHGOpMALHOHHO-CIIPABOYHBIH JOKYMEHT;
2) pactiopsIIUTENbHBIN JOKYMEHT;

3) cripaBOYHbBINA JJOKYMEHT;

4) TUYHBIA TOKYMEHT.

3aganue 18

®akcer 1 E-mail — a0 ...

1) undopMaALMOHHO-CIPABOYHBIH IOKYMEHT;
2) cipaBOYHBIN JOKYMEHT;

3) pacrnopsAMTEIbHBIN JOKYMEHT;

4) AMYHBII TOKYMEHT.

3ananue 19

HckoBoe 3asBiIeHHE — 3TO ...

1) opuauveckuii JOKyMeHT

2) pactopsiIUTENIbHBIN JOKYMEHT;

3) uHpOPMAITMOHHO- CIIPABOYHBIN JOKYMEHT;
4) cipaBOYHBIN JOKYMEHT;

3aganue 20

1) cnenuancThbl.

2) DKCHepTU3y [EHHOCTH JOKYMEHTOB IPOBOJIMT ...
3) koMHuccHs;

4) pyKOBOAMTEND NPEAIPUITHS;

5) paboTHUKH OyXTanTepuu;

6.4. MeTonnyeckue MaTepuaJbl, onpeae/somue Npoueaypbl OlleHUBAHUS 3HAHMIA,
YMeHHi, HaBBIKOB W (MJIM) ONBITA [JeATEIbLHOCTH, XAPAKTEPU3YIOUIUX JTAlbI
(opMupoBanusi KoMIeTeHIH I

C uenbto ompeleneHHs YpPOBHS OBJIQJACHHUS KOMIIETCHIMSMH, 3aKpEIJICHHBIMU 3a
JUCLUIUINHON, B 3a/JlaHHbIE IPENOAABATEIEM CPOKH IIPOBOAMTCSA TEKYIUUN U MPOMEKYTOUYHBIN
KOHTPOJIb 3HAHUI, YMEHUH 1 HaBBIKOB Ka)KJ0ro o0yuyarouierocsi. Bece BUIbI TEKyIEro KOHTPOISA
OCYLIECTBIAIOTCS HA IPAaKTUYECKUX 3aHATHUAX. VICKIIOUEHHME COCTaBIISET YCTHBIM OIPOC,
KOTOpBIM MOXXET IMPOBOAMTHCS B Hayajle WIM KOHLE JIEKIUH B TeueHue 15-20 MUH. C LIEJbIo
3aKpeIUICHUS 3HAHUN TEPMUHOJIOTUU 10 AUCUUILUIMHE. [Ipy oneHKke KOMIIETEeHIUI TPUHUMAETCS
BO BHUMaHHe (OpMHUPOBaHHE MPO(HECCHOHATBHOTO MHPOBO33PEHHS, ONPEIEICHHOIO YpPOBHS
BKJIIOYEHHOCTH B 3aHATHSA, pe(IeKCUBHbIE HABBIKH, BIaJICHHE N3Y4YaeMbIM MaT€pHAaJIOM.

[Iporienypa oreHMBaHHMS KOMIETEHIIMN OOy4YalOIMMXCA OCHOBaHA Ha CIEIYIOLIUX
CTaHJapTax:

1. IleproaAMYHOCTD MTPOBEIECHMS OLICHKHU.

2. MHoOrocTyneH4aTocTh: OlIEHKAa (KaK MpernojaBareseM, Tak U 00yJaroIuMUCs TPYIIIbI)
U CaMOOIIEHKa 00ydarolierocs, oOCYXJIEHHE Pe3yJbTaTOB U KOMIUIEKC MEp MO YCTPaHEHHIO
HEJOCTATKOB.

3. EAMHCTBO KCIIOJIb3yeMOM TEXHOJIOTHUH ISl BCEX 00YYarOIIUXCsl, BBIOJIHEHNE YCIOBUI
COIIOCTaBUMOCTH PE3yJIbTaTOB OLICHUBAHUS.

4. CobiroieHHe TOCIeI0BaTeILHOCTH TIPOBEICHUS OIICHKH.

Texkymasi arrecraums oOyvyawmmxcs. Tekymias arrecTanus OOYYalOUMXCA 10
muciuminHe «CucteMa yrnpaBieHHsl JTOKYMEHTOOOOPOTOM» IPOBOJUTCS B COOTBETCTBHM C
nokaabHbIMU HOpMaTUBHBIMH akTamMu YOY BO «MHVYIIBT» u sBisercs o0s13aTenbHOM.

Texymas arrectanus nmo aucuuriimHe «CucTema yrpaBieHHs JAOKYMEHTOOOOPOTOM)
OpoBOIUTCS B (hopMe Ompoca U KOHTPOJIBHBIX MEPONPUSATHHA MO OIEHWBAHUIO (DAKTUUECKUX
pe3yJbTaTOB 00YUYEeHHs 00YUaIOIINXCS U OCYILIECTBISETCS MPENoiaBaTeeM JUCIUIUINHEI.

OOBeKTamMM OLIEHUBAHMSI BBICTYIIAIOT:
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1. yueOHasi MUCHUIUINHA (AKTUBHOCTh Ha 3aHATHUSAX, CBOEBPEMEHHOCTh BBITIOJTHEHUS
Pa3IMYHBIX BUJIOB 3aJIaHUM, TTOCEIIAEMOCTh BCEX BHJIOB 3aHATHH IO aTTECTYEMOW TUCIIUILIUHE);

2. CTETIEHb YCBOCHUS TEOPETUUECKUX 3HAHUI B KAUECTBE «KIIOUEH aHAIIN3ay;

3. YPOBEHb OBIIAJICHUS NPAKTHYECKUMH yYMEHHSIMHU M HaBBIKAMH II0 BCEM BHJAM
yueOHOI paboTHI;

4. pE3yJIBTaThl CaMOCTOATENFHONW pabOTHl (M3ydyeHHE KHHWT W3 CIIMCKAa OCHOBHOM M

JIOTIOJIHUTEIbHON JIUTEPATYPBHI).

AKTHBHOCTh OOYyYalOLIErocsi Ha 3aHATUSX OLEHUBACTCS HAa OCHOBE BBIMOJIHEHHBIX
oOyyaromuMmcsi paboOT ¥ 3aJaHuil, NPEIYCMOTPEHHBIX JaHHOW paboyeil mporpammoi
JUCLHUTIIIUHBI.

Kpome Toro, oueHuBanue oOydaromlerocss MNPOBOJAUTCA Ha TEKYIIEM KOHTpPOJIE IIO
muciumuinae.  OueHuBaHue — oOydaromierocs Ha  KOHTPOJIBHOM — HeJelle  IMPOBOAMTCS
Iperno/iaBaTeseM HEe3aBUCUMO OT HAIMYHs MM OTCYTCTBHs oOydaromierocs (o yBaXHTEIbHON
WIM HEYBOXUTEIbHOW NpuUuyuHe) Ha 3aHATHM. OlEHKa HOCUT KOMIUIEKCHBIH XapakTep u
YUUTBIBACT JIOCTMIKEHHUsI O0yYaroIIerocss Mo OCHOBHBIM KOMIIOHEHTaM Yy4eOHOro Imporecca 3a
TEeKYIIUI Iepuo.

OnenuBanue o0y4yaronierocsi HOCUT KOMIUIEKCHBIM XapaKTep U YYUTHIBAET JOCTHUKCHUS
oOyJaromierocss Mo OCHOBHBIM KOMIIOHEHTaM Y4YeOHOro Mpoliecca 3a TEKYIIUH Mepuoj ¢
BBICTABJIEHUEM OLIEHOK B BEJJOMOCTH.

IIpome:xxyTounasi  arrecranusi  oO0ywarommxcsa. [Ipomexyrounas — arrecrauus
oOyyaromuxcst o guctuiuimae «CuctemMa ynpaBieHHS JTOKyMEHTOOOOpOTOM)» TPOBOAMTCS B
COOTBETCTBUM C JIOKaJIbHbIMU HOpMaTuBHbIMU akTaMu YOY BO «MHVYIIBT» u saBnsercs
00s3aTeNbHOM.

[IpomexxyTounas aTTecTanus o JUCLUILIINHE «Cucrema YIPABICHUS
JIOKyMEHTOOOOpPOTOM» IPOBOJUTCSI B COOTBETCTBMM C y4eOHBIM IUIaHOM B 6 cemecTpe A
OYHO U 3a04HOU PopM 00ydeHHs U B 8 cemecTpe JIsl 0UHO-3a04HOM (OpMbI 0OyUEHHUS B BHUJIE
3auyeTa B [EpUOJl 3aYETHO-IK3aMEHALIMOHHON CECCUU B COOTBETCTBUU C IPAPUKOM NPOBEICHUS.

OOyuaromuecs AOMYCKAIOTCA K 3a4eTy MO JTUCIHUIUIMHE B CIydyae BBINOJIHEHUS UM
yu4eOHOro IUlaHa 10 JUCHUIUIMHE: BBIIOJIHEHMS BCEX 3aJaHUd U MEPONpPUSITUH,
MPEAYCMOTPEHHBIX TPOrPAMMON TUCUUILINHBI.

Onenka 3HaHUM 00y4arOLIErocs Ha 3a4eTe OMpPEeNsIeTcs ero yueOHbIMU JTOCTUKEHUSIMU
B CEMECTPOBBIM IEPUOJ M PEe3yNbTaTaMU TEKYILIErO0 KOHTPOJS 3HAHUH W BBIIOJHEHUEM UM
3a/1aHUM.

3HaHUs yMEHUs, HaBBIKM OOYUaloOIIErocsi Ha 3a4eTe OLIEHUWBAIOTCS KaK: «3aYTeHO», «HE
3a4TEHOY.

OcHOBOW /11 ompesesieHHus OLEHKH CIY)KUT YPOBEHb YCBOCHHMS OOYyYaroIUMUCS
MaTepuaia, IpelyCMOTPEHHOIO JaHHOM paboueil mporpaMMon.

7. IlepeyeHb OCHOBHOW M I0TOJHUTEJIbHOI YUeOHOM JTUTEpaTyPbl, HEOOX0OAUMOM /1
OCBOCHMS AMCUUIIMHBI

a) OCHOBHasi y4eOHasi JuTeparypa:

1. Crenanosa, E. H. Cucrema 31€KTpOHHOTO TOKyMEHTO00OpOTa (00JIayHOE peIIeHHE) :
yuebHoe nocobue / E. H. CrenanoBa. — Mocksa : Aii [Iu Ap Menua, 2021. — 182 ¢. — ISBN
978-5-4497-0767-3. — Tekct : 2JEeKTPOHHBIA // DineKTpoHHO-OmOmmoreunas cucrema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/101357.html

2. OCHOBBI TIPOCKTHPOBAHMS CHUCTEM OJJICKTPOHHOTO JIOKYMEHTOOOOpOoTa : y4deOHOe
nocobue / M. H. Kpacusauckuii, C. B. Kapnymkun, A. JI. O6yxoB [u ap.]. — TamOos
TamOoBCKwHii rocynapcTBeHHBIN TexHnUeckuii yausepeuter, ObC ACB, 2018. — 80 ¢. — ISBN
978-5-8265-1935-6. — Tekct : 21eKTpOHHBIA // DneKkTpoHHO-OuOnmoreuHas cucrema IPR
BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/94361.html

3. XauatpsH, I'. A. Opranuzanusi ¥ COIpoOBOKICHUE IIEKTPOHHOTO JOKYMEHTO000POTa :
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yueonuk st CIIO / TI'. A. Xawatpsn, U. B. KysnmemoBa. — CaparoB, Mocksa
[TpodobpazoBanne, A ITu Ap Meama, 2020. — 156 c. — ISBN 978-5-4488-0877-7, 978-5-
4497-0782-6. — TekcT : 3neKTpoHHBIN // DnexTpoHHO-OnbmoTeunas cucrema [IPR BOOKS :
[caitr]. — URL.: https://www.iprbookshop.ru/97086.html

0) 1oMOJTHUTEIbHAS Y4eOHasl JIuTepaTypa

1. [ubaes, JI. B. IIpaBoBOe perymupoBaHue 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa
yuebHoe mocobue / JI. B. IllubaeB. — CaparoB : By3oBckoe obpazoBanme, 2016. — 70 c. —
Tekct : anexTpoHHBIN // DnekTpoHHO-OubaMoTeunas cuctema IPR BOOKS : [caiiT]. — URL:
https://mwww.iprbookshop.ru/57260.html

2. CrenanoBa, E. H. Opranusanus 1 COnpoBOXKACHUE AIEKTPOHHOTO JJOKYMEHTO000pOTa
: mpaktukyM uist CI1O / E. H. CrenmanoBa. — Caparos, Mocksa : [IpodoOpa3zoBanue, At [1u Ap
Memuna, 2021. — 176 c¢. — ISBN 978-5-4488-1275-0, 978-5-4497-1042-0. — Tekcr
AJIEKTPOHHBIA // DnexkTpoHHO-OuOmmoteunas cucrema [PR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/107183.html

3. Cucrembl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa : ydeOHOe mocobue (1abopaTopHBIH
npaktukyMm) / coctaputean M. I'. Pomanenko. — CraBpononb : CeBepo-KaBka3ckwuii
denepanpuabiii  yHEBepcuteT, 2019. — 109 c. — TekcT : AICKTPOHHBIA // DICKTPOHHO-
oubmuoreunas cucrema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/92745.html

8. MeTroauyeckue ykazaHus AJisl 00y4al0IUXCS 110 0CBOEHUIO TN CHUIIJIMHBI

Bun MeTtoauueckne yKa3aHusl MO0 OPraHU3alUM JAeATEIbHOCTH
JeATeIbLHOCTH CTYA€eHTAa

Hanwmcanne KoHCHeKTa JIEKIUH: KpaTKO, CXEMAaTUYHO, IOCIIEeI0BATEIHLHO
(UKCUPOBATH OCHOBHBIC MOJIOKCHUS, BBIBOJIBI, (DOPMYIUPOBKH, 000OIICHNS;
roMeyarth BayKHBIC MBICIIH, BBIJCISTH KITIOYEBEIE CIIOBA, TEPMHUHBL. [IpoBepka
TEPMUHOB, IOHATHUN € MOMOILBIO YHIUKJIONEINN, CIIOBapEH, COPaBOYHUKOB C
Jlexuus BBHIITMCHIBAHMEM TOJIKOBaHWHA B TeTpaib. OOO3HAYUTH BOMPOCHI, TEPMUHBL,
Marepuall, KOTOPBI BBI3BIBACT TPYIHOCTH, IIOMETHTH M IIONBITATHCS HAWUTH
OTBET B PEKOMEHIyeMoil ymteparype. Ecim camocTosiTensHO He ymaercs
pasobpaThbcst B MaTepuaie, HeoOXoauMo cHOpMYIMPOBATh BOMPOC U 33/1aTh
MPETo/IaBaTeNi0 Ha KOHCYJIBTAIMY, HA PAKTHYECKOM 3aHSTHH.

[IpopaboTka paboueil mporpamMmsbl, yAelss 0co0Oe BHHMAaHHE IENsIM U
3aayaM, CTPYKType M COJEpKaHMIO JucHUIUIMHBL KoHcnekTupoBaHue
HCTOYHMUKOB. PaboTa ¢ KOHCIEKTOM JIEKIMH, IIOATOTOBKA OTBETOB K
[IpakTuueckue 3aHATUSL KOHTPOJIBHBIM BOTIPOCaM, MIPOCMOTP PEKOMEH TyeMOH JIUTepaTyphl, paboTa ¢
TekcToM. [lpocnylinBaHue ayano- W BHAEO3ANMCEN MO 3aJaHHOM Teme,
pelIeHre pacueTHO-TpaduIeCKUX 3aJIaHui, pelleHHe 3a/1a4 M0 aJrOPUTMY U

Ap.

3HAKOMCTBO C OCHOBHOM M JIONOJHUTEIBHOM JIUTEpPaTypOu, BKIOYAs
CIpaBOYHBIE W3JIaHUs, 3apyOeXHble WCTOYHHKH, KOHCIIEKT OCHOBHBIX
MIOJIOKEHUH, TEPMHHOB, CBEICHMIA, TPEOYIOUIMXCSA JJis 3allOMUHAHUS U
SIBJISIIOIIMXCSI OCHOBOIIOJIAraloluMu B 3ToM TeMe. CocTaBlIeHUE aHHOTAIUK
K MIPOYUTAHHBIM JIUTEPATYPHBIM HCTOUHUKAM U JIP.

WupuBuyansHbIe
3a1aHns

CamocrosiTenbHass paboTa TPOBOTUTCSA C TIICNBIO: CHUCTEMAaTH3allud U
3aKPCIIICHUA TMOJTYUYCHHBIX TCOPETUUCCKUX 3HAaHUH U MMPaKTUICCKUX YMCHI/Iﬁ
oOydarommxcs; yriayOJleHus W pacIIMpPeHHs TEOPETUYEeCKHX 3HaHWH
CTYIeHTOB; (OPMHUpPOBaHMSI yMEHHUH  KCIIOJNB30BaTh  HOPMATHBHYIO,
MPaBOBYIO, CIPABOYHYIO  JIOKYMEHTAI[MIO, y4eOHYI0 H CIEeHHAIbHYIO
JUTEPaTypy; PpPa3BUTHS IIO3HABATEIBHBIX CIIOCOOHOCTEH ¥ aKTHBHOCTHU
00y4aroIUXCSI: TBOPYECKOM VHUINATUBHI, CaMOCTOSITEITLHOCTH,
OTBETCTBEHHOCTH, OPraHW30BAHHOCTH; (POPMHUPOBAHHE CAMOCTOSTECIILHOCTH
MBIIIJICHUA, CIIOCOOHOCTEN K CaMOpa3BUTUIO, COBCPHICHCTBOBAHUIO U
caMoopraHm3aiuu;, (QOPMHPOBAHHUS NPOPECCUOHATBHBIX KOMIIETCHITUH,

CamMocTosTeIbHas pa60Ta
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Pa3BUTHIO HCCIENOBATENbCKUX yMEHUH oOywaromuxcs. DopMmbl U BUABI
CaMOCTOSTENFHON  pabOTBI: YTEHHE OCHOBHOW W JOIOJIHHUTEIILHOMN
JUTEPATypBl — CAMOCTOATENFHOE M3YUYEHHE MaTepuaa Mo PEeKOMEHIYEMBIM
JUTEpPAaTypHBIM HCTOYHMKaM; pabora ¢ OHONMOTEYHBIM KaTaJoOroM,
CaMOCTOSITETIFHBIN TTOI00P HEOOXOIMMOM TUTEPATypHl; paboTa co cIoBapeM,
CIPaBOYHMKOM; IOMCK HeoOxoaumod uHpopMamuu B cetn VIHTepHeT;
KOHCIIEKTUPOBaHNE HUCTOYHUKOB,  peQepuUpOoBaHUE  HCTOYHHUKOB;
COCTaBJICHHE AaHHOTAUUH K MPOYUTAHHBIM JINTEPATypHBIM HMCTOYHHKAM;
COCTaBJICHHE PELCH3UH U OT3bIBOB Ha NPOYUTAHHBIN MaTEpUall; COCTaBICHHUE
o03opa  mybnukKamMid O TeMe;  COCTaBleHME W pa3paboTka
TEPMHUHOJIOTUYECKOTO CJIOBapsl; COCTABICHHE XPOHOJIOTHYECKOH TaOIHIIbI;
cocTaBienne oubauorpadun (6udIHorpadUIecKoil KapTOTEKH); MTOATOTOBKA
K pa3nuyHbIM (GopMaM TeKyLe M IPOMEXYyTO4YHOHW arrectanuu (K
TECTUPOBAHMIO, 3aYETy, PK3aMEHY); BBIIIOJHEHNE NOMAIIHUX KOHTPOJIBHBIX
paboT;  CaMOCTOSATENIBHOE  BBINOJIHEHHE  MPAKTUYECKUX  3aJaHUi
pPENpPOOYKTUBHOTO TuIa (OTBETHl HA BOMPOCHL, TECTbHI, BBIOJIHEHUE
TBOPYECKUX 3a/aHMi1). TeXHOIOrusl OpraHu3aluy caMOCTOSATENLHON PaboThI
o0yJarmuxcsi ~ BKJIIOYAeT  WCHOJNB30BaHHE  WHPOPMALMOHHBIX  H
MaTEepHATIbHO-TEXHUUECKUX PECYpPCOB 00pa30BaTENbHOTO  YUPEKICHHS:
6I/I6HI/IOTCKy C YWUTAJbHBIM 3aJIOM, YKOMIUICKTOBAHHYIO B COOTBCTCTBHHU C
CYLISCTBYIOIIUMH  HOPMaMH; Y4eOHO-METOIUYECKYI0 0a3y  y4eOHBIX
KaOWHETOB, TabopaTopuil W 3aja KOAU(HUKAINH, KOMIBIOTEPHBIE KIAcCHl C
BO3MOXXHOCTBIO paboTel B cetn WHTepHeT; ayautopuu (Kjaccel) s
KOHCYJIbTAIIHOHHOW JIESITENbHOCTH; Y4YeOHYl0 U Y4eOHO-METOJMYECKYIO
JUTEPATYpPY, Pa3pabOTaHHYIO C YYETOM YBEIUUEHHS 10JIM CaMOCTOSATEIBbHOM
paboOTBl CTYIEHTOB, U HHBIC MeToandeckue Matepuaisl. llepen
BBIIIOJTHEHWEM OOYYalOUIMMHUCS BHEAYIUTOPHOH CaMOCTOATEILHOW PabOTHI
npenogaBaTciib MPOBOAUT KOHCYJIBTHPOBAHWE I10 BLIINOJHCHUIO 3aJaHUAd,
KOTOPBIM BKIIOYAET LEeNb 3aJaHusl, €ro COACPKaHMSA, CPOKH BBIIOJIHEHUS,
OpPHECHTHUPOBOYHBIH 00BbeM paboThl, OCHOBHBIE TPeOOBAaHUS K pe3yibTaTaM
paboOThl, KPUTEPUU OICHKH. Bo BpeMs BBINOJHEHHUS OOYyYarOIIMMUCS
BHEAYAMTOPHOH CaMOCTOSITENbHOM pabOThl M IpU  HEOOXOIMMOCTH
[pernojaBareilb MOXET NPOBOAWTh WHAMBUAYaAJIbHBIE W TPYIIOBBIC
KoHCynpTamud.  CamocToATenbHas paboTa MOXET  OCYHIECTBISATHCS
WHAWBUAYAbHO WIM TpynnamMu oOydarolIuxcss B 3aBUCHMOCTH OT IElH,
o0beMa, KOHKPETHOH TEeMaTHKH CaMOCTOSITETIbHOM pPaboThl, YpOBHSA
CJIO)KHOCTH, YPOBHSI yMEHMU oOyuarormxcsi. KOHTpOJIb caMOCTOSTEIbHON
paboTHI peyCMaTPUBAET:

. COOTHECCHUE COJICPIKAHUS KOHTPOJS C IETSIMH OOYYCHHS;
00BEKTUBHOCTH KOHTPOJIS;

. BaJMIHOCTh KOHTPOJS (COOTBETCTBHE MPEIbSIBISEMBIX
3aJJaHUi TOMY, YTO MPEJIIONAraeTCs MPOBEPUTH);

. nddepeHInanmo KOHTPOJIBHO-U3MEPUTENBHBIX
MaTepHaoB.

®DopMBI KOHTPOJISI CAMOCTOSITEIBHOM PaOOTHI:

. MPOCMOTP W TPOBEPKA BBINOJIHEHUS CAMOCTOSTEIbHOM
paboThI Mperno/iaBaTeneM;

. OpraHu3aIHs CaMOTIPOBEPKH,

. B3aWMOIIPOBEPKH  BBITIOJIHEHHOTO  3aJaHusi B  TPYIIIE;
00CYyKIeHHE PEe3y/IbTaTOB BBITOJHEHHON pabOThl HA 3aHATHH;

. MPOBEIEHNE MTUCEMEHHOTO OIPOCa;

. MPOBEJICHUE YCTHOT'O OIPOCa;

. OpraHu3aIus u NpOBeJICHHE WHJIUBUTYaTIbHOTO
cobece0BaHMST; OpTaHU3aLs U IPOBeIeHHE COOeCeAOBaHMs C TPYIIIION;

. 3alIMTa OTYETOB O NPOJICJIAHHOM padore.

Ormpoc

OHpOC - 9TO CPCACTBO KOHTPOJISI, OPraHU30BAHHOC KaK CIICHAJIbHAA
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Oecenma mpemnoaBaTelis ¢ 00yJYaroIIMMCs HA TEMBI, CBSI3aHHBIE C M3y4aeMOi
TUCIUIUIMHONW, W pAcCYUTAaHHOE Ha BBISBICHHE O0bEMa 3HAHUH IO
ONpeNIeICHHOMY — pa3ziedy, Teme, mpobmeme wu T1.m.  [IpoGmemaruka,
BBIHOCHMAsi Ha ONPOC OMpEJeieHa B 3aJaHUAX I CaMOCTOSTEIbHOU
paboTel 00yHaromIerocs, a TakK)Ke MOXET OMPEeAeNSAThCS IperofaBaTesieM,
BEOyIIUM CEMHUHApCKue 3aHiThi. Bo BpeMs mpoBemeHHs ompoca
oOydaromuiics  JOJDKEH  yMeTh  OOCyAMTh ¢ TIpenojiaBaTeiieM
COOTBETCTBYIONIYIO MTPOOJIEMATHKY HA YPOBHE JIMAJIOTa.

Konnoksuym

KommokBuym (ot matmackoro colloquium — pasroBop, Oecema) —
onHa u3 (popMm y4eOHBIX 3aHATHH, Oecema MpemoAaBareis C yJamuMucs Ha
ONpECICHHYI0 TeMy u3 YyueOHOH mporpammel. llens mnpoBeneHus
KOJJIOKBUYMa COCTOMT B BBUICHGHHM YPOBHsSI 3HAHWH, TOJTYYEHHBIX
YYaIIUMHUCS B pe3yNIbTaTe MPOCITyIINBAHUS JICKIINH, TIOCCICHUSI CEMHHAPOB,
a TakKe B Pe3yJIbTaTe CaMOCTOSATEIBHOTO M3Yy4eHHUs marepuana. B pamkax
MOCTaBJICHHOH LIENH PEHIAIOTCS CIEAYIONINE 3a1a4H:

. BBISICHCHHE KAaueCTBa W CTEICHH IMOHUMAHUS Yy4YallUMUCS
JIEKIIMOHHOT'O MaTepuaa;

. pa3BUTHE U 3aKPEIUICHUE HABBIKOB BBIPAXKEHUS YUYALIUMHUCS
CBOMX MBICIICH;

. pacuupeHue BapUaHTOB CaMOCTOSITeIIbHOM
LIeJICHAIPAaBJIEHHON MOATOTOBKH YYalUXCS;

. pa3BUTHE HABHIKOB O0OOIICHHS Pa3MYHBIX JUTEPATYPHBIX
HUCTOYHUKOB;

. NPEAOCTaBICHUE BO3MOXXHOCTU YYalIUMCSl COIOCTaBISTh

pa3Hble TOUKU 3PEHUs [10 PACCMATPHUBAEMOMY BOIIPOCY.
B pesynbrate mpoBeneHHUs KOJIOKBUYyMa IIPENoJaBaTelb JOJLKEH
HUMETb IpeACTaBICHHUE:

o 0 Ka4ecTBE JEKIIHOHHOTO MaTepHuara;

o O CHJIBHBIX M CIIaOBIX CTOPOHAX CBOEH METOMMKH YTCHHUS
JICKITHI;

o O CHIBHBIX H CIA0bIX CTOPOHAX CBOEH METOIUKH
MIPOBEICHHUS CEMHUHAPCKHX 3aHATHIA;

o 00 ypOoBHE CaMOCTOSTEMBHOM PabOThI yUalHXCS;

. 00 yMEHHMH 00Y4arOIIUXCS BECTH JAMCKYCCHIO U JOKa3bIBATh
CBOIO TOUKY 3PEHHS;

. 0 CTEIeHH PYTUPOBAHHOCTH YUAIIUXCS;

. O CTeNEHH WHAWBHIYAILHOTO OCBOCHHS  Marepualia

KOHKPETHBIMH 00yYaroIUMHCS.

B pesynbprare mpoBeneHHs KOJJIOKBHYMa OOYYarOIIMKCS JOJDKEH
MMETh NpeCTaBIeHHE:

. 00 ypOoBHE CBOMX 3HaHUH IO paccMaTpUBaEMbIM BOIIPOCAM B
COOTBETCTBHU C TPEOOBaHMAMH NpPENOJAaBaTENIi U OTHOCUTENBHO APYTHX
CTYIEHTOB I'PYIIIILL;

. 0 HEJIOCTAaTKaX CaMOCTOSATEIIbHOM POPA0OTKH MaTepHraa;
o 0 CBOEM YMEHHH HM3JIaraTh MaTepHal,
o 0O CBOEM YMCHHHU BECTH OHUCKYCCHUIO W OOKa3bIBaThb CBOIO

TOYKY 3pEHHSL.

B 3aBucumocTM OT CTENEHM NOATOTOBKM TPYHIBl  MOXKHO
HCIONb30BaTh pa3Hble MOJAXOJbl K IMPOBEICHUIO KOJUIOKBHUyMa. B ciydae,
ecy OOJBIIMHCTBO TPYIIHBI C TPYIOM BOCTIPUHUMAET COJIEpyKaHUE JIEKIIUN U
Ha MPAKTHYECKUX 3aHITHUAX JIEMOHCTPHPYET HEIOCTATOYHYIO CIOCOOHOCTH
AKTHBHO OIEPUPOBATh CO CMBICIOBBIMU €IMHHUIIAMH W TEPMHHOJIOTHEH
Kypca, TO KOJJIOKBUYM MOXXHO pa3fenuTh Ha fABe dYactu. CHavana
nperoJiaBarenb u3iaraetT 0a30BbIe MOHATHS, COJCPIKAIIUECS B MPOTrpaMMe.
DTO MOIHKHO 3aHATh He Oolee ueTBepTH 3aHATHS. OCTambHBIC TPU YETBEPTH
HE00XO0IMMO TOCBSITUTh IUCKYCCHH, B X0JI¢ KOTOPOH 00y4Jaronmecs! 10JHKHEI

29




yOemuThCcsl W, TIABHOE, YOEIWUTh Jpyr JApyra B OOOCHOBaHHOCTH U
JIOKa3aTeIbHOCTH TOJIYYEHHOTO BHJICHHS BONPOCA M €r0 COOTBETCTBUS
peanbHO# TmpakTHkKe. Ecim ke mpemomaBarens uMeeT JAel0 ¢ Ooee
MTOJATOTOBJICHHOM, CaMOCTOSITENILHO JyMAlOIIe M aKTHBHO YyCBaWBarolleh
CMBICJIOBBIC €IMHUIIBI M TEPMHUHOJIOTHIO Kypca ayIUTOPHEH, TO KOJIOKBUYM
HE0OXOMMO TPOBECTH TaK, YTOOBI caMH OOydJarommecs: chopMyITHPOBAIN
W3JI0)KEHHBIC B TMPOTPaMME IOHSTHS, BBICKA3add HECOBIAJAIOININAE TOYKU
3pEHUS U TPUBEIM MPAKTHUYSCKUE MPUMEPHI. 3a MPEnojaBaTesieM OCTaeTCs
ponb MojepaTopa (BEOyIIero JUCKYCCHH), KOTOPBIH B KOHIE (JTUIIb)
CYMMHUPYET COBMECTHO TOJIyYCHHBIC PE3YJIbTATHI.

TectupoBanue

KoHTponbs B BUJE TECTOB MOXKET HCIOIB30BATHCS MOCIE HU3YUCHUS
KaXI0U TeMbI Kypca. MIToroBoe TecTHpOBaHHE MOXKHO IIPOBOTUTH B (popme:

° KOMITBIOTEPHOI'O TECTUPOBAHU, T.C. KOMIIBIOTEP
IIPOU3BOJIBHO BBI6I/IpaCT BOIIPOCHI U3 0a3bl JAaHHBIX I10 CTCIICHHU CJIOKHOCTH,
o MNHUCBbMCHHBIX OTBETOB, T.C. IPCHIOAABATCIIb 3a4aC€T BOIIPOC U

JaeT HECKOJBKO BapUaHTOB OTBETA, a OOYYarOUIUICS Ha OTACIHHOM JIUCTE
3aIlMCBIBAET HOMEPa BOIIPOCOB M HOMEPA COOTBETCTBYIOIIUX OTBETOB.

Hns  noctwkeHns — OOnbpIIel  TOCTOBEPHOCTH  PE3YJIHTATOB
TECTUPOBAHHS CIEAYET CTPOUTH TEKCT TaK, YTOOBI y 00yJarolIiXcs ObLIO HE
6onee 40 — 50 cexyHa IUIS OTBETa HA OJUH BOIPOC. MITOTOBBIH TECT AOJIKEH
BKJIKOYaTh He MeHee 60 BONPOCOB IO BCEMY Kypcy. 3HAayuT, UTOrOBOE
TECTHpOBaHME 3aiiMeT nenoe 3aHsTHe. OLEHKa Pe3ysIbTaTOB TECTHPOBAHUS
MOJKET IIPOBOIUTHCS IBYMsI CITOCOOAMHM:

1) mo 5-6amnmpHOM cUCTEMe, KOTJa OTBETHI CTYACHTOB OICHHBAIOTCS
CIIETYFOIIAM 00pa3oM:

- «oTIIMYHOY» — Oonee 80% OTBETOB MPaBUIIBHEIC,

- «xopouIo» — 6osee 65% O0TBETOB NPABUIILHBIE;

- «yZAOBIIETBOPUTENBHO» — Ooiee 50% OTBETOB MpaBUJIbHEBIC.

OO0yyaroiyecs, KOTOpbIEe MPaBUIILHO OTBETWIIM MeHee ueM Ha 70%
BOMPOCOB, JIOJDKHBI B TMOCJeAylolmleM mepecnaTp TecT. llpu  3ToM
HE00X0IMMO TIPOKOHTPOIUPOBATH, YTOOBI BAPHUAHT TecTa ObLI APYTOiA;

2) mo cucTeMe 3adeT-He3aueT, Korga Ui 3adera IO JTaHHOH
JTUCITUTUIMHE TOCTATOYHO MPaBUILHO OTBETUTH Oojiee ueM Ha 70% BOIPOCOB.

HO,I[FOTOBKa K 3a4CTy

Ilpy moaroToBKE K 3a4eTy HEOOXOJAWMO OPHEHTHPOBAThCS Ha
KOHCIIEKTBl JIGKIIMH, pEKOMEHAyeMyro nuteparypy u aAp. OCHOBHOE B
MOJITOTOBKE K chade 3adera no jaucuuiuimHe «Cucrema ympaBlieHHS
JOKYMEHTO000pOTOM» - 3TO MOBTOPEHUE BCET'O MaTepHrala AUCIHUILIHHEL, 1O
KOTOpOMY HEOOXOIMMO cIaBaTh 3adeT. [IpW MOAroroBke K caade 3adera
oOydaromuiicss Becb 00beM paboThl JJOIDKEH PaclpenessiTh PaBHOMEPHO IO
JHSIM, OTBEJICHHBIM ISl TIOJrOTOBKM K 3a4eTy, KOHTPOJIHPOBATH KaXKIbIi
JICHb BBITTOJTHEHNE HaMeueHHOW paboTsl. [1oaroroBka K 3a4eTy BKIIIOYACT B
cebst Tpu dTamna:

. CaMOCTOsITENbHAs pad0Ta B TCUCHUE CEMECTPA;

(] HEMOCPCACTBCHHAA IIOAIOTOBKAa B JHH, NPCAIICCTBYIOIHC
3a4eTy 10 TeMaM Kypca;

. MOJIrOTOBKA K OTBETY Ha 3aJIaHMsI, COJIEpIKaIInecs B Omierax

(Tecrax) 3ayera.

Hdns  ycnmemHOW crmaum  3aderta mno aucuuiuinHe  «Cucrema
yIpaBlieHHs JOKYMEHTOOOOPOTOMY) O0yYaroluecs JAO0JDKHBI MPHUHAMATH BO
BHUMAaHUE, YTO:

. BCE OCHOBHBIE BOIIPOCHI, YKa3aHHbIE B pabouell mporpamme,
HYHO 3HaTb, IOHUMATh UX CMBICII U YMETh €T0 Pa3bSICHUTH;
. yKa3aHHble B  pabodedl  mporpamme  (GopMHpyeMble

npodeccuoHanbHble KOMIETEHIMA B PE3YJIbTaTe OCBOCHUS IUCIMIUIMHBI
JOJDKHBI OBITH TPOJAEMOHCTPUPOBAHBI CTYIEHTOM;
° CEeMHMHApPCKUE 3aHATHA CIIOCOOCTBYIOT TMOJIydeHHIO Oolee
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BBICOKOTO YPOBHS 3HAHMH W, KaK CJIEJCTBHE, OOJiee BBICOKOW OIICHKE Ha
3ayere;

. TOTOBUTHCS K 3a4eTy HEOOXOMUMO HAYMHATH C TMEPBOMH
JICKITHH U TIEPBOTO CEMHHAPA.

9. Onucanue MaTepHaJIbHO-TEXHMYECKON 0a3bl, HEOOXOAUMOI JIs1 OCYLIeCTBJICHHUS
00pa3oBaTeIbHOIO Mpolecca Mo JUCHUIJINHE
Peanuzanust obpa3oBarenbHOro mporecca mo aucuuiuimHe «CucremMa ynpasJiieHUs
JAOKYMEHT0000pPOTOM» OCYIIECTBIISIETCS B CICAYIOUINX ayIUTOPHUSIX:
AyIuTOpHSA Il CEMHHAPCKUX M MpaKTH4yeckux 3aHaTuii .Kabuner MmatemaTuku
Ne 308
(Yuebunbiit cton - 14 mr. YueOHsrid ¢ty - 28 mt. OducHbit cron - 1 mr. OducHsIA cTyn
- 1 .
kad - 1 wr.; Crenn - 7 wt.; Yuebnas gocka - 1mr.; Kanpkymnarop - 15 mr.; Habop mis
«MaremaTH4ecKuX AUCHUIUTMHY - 1 koMrul. HoyTtOyk - 1 mT.; Okpan - 1 mr.; [IpoekTop - 1 mT.)

Jns mnpoBeeHHS NPAKTHYECKHX W CEMHUHAPCKUX 3aHATHH  UCIOIb3yeTcs
ayJUTOPUS Ui CEMHUHAPCKHUX U MpakTudeckux 3anstuii Ne 308, ocHamieHHas 000pyI0BaHUEM:

YueOuslii ctyn - 28 mwt.; Oduchsiii cton - 1 wr.; Oduchbrit ctyn - 1 wr.; Hlkad - 1
mr.; Crenny - 7 mr.; YueOHas mocka - lmrt.; Kamekymstop - 15 mr.; HabGop mus
«MareMaTu4eckux AUCUUIUIMHEY - 1 kommut.; HoyrOyk - 1 mT.; Okpan - 1 wrt.; Yuebuslit cTon -
14 mrt.; [Ipoekrop - 1 mr., TpuOyna — 1 mir.

Jlis KOHCYAbTAUMII HCTIONB3YeTCs ayAUTOPHS Ui TPYNIOBBIX M WHANBUAYAIbHBIX
koHcynbTanuii Ne 405, ocHaiieHHas 000py10BaHUEM:

YueOusit cron — 10 wr.; Crynenuyeckas iaBka (Ha 3 mocanodHbix Mecta) — 10 mT.;
Oducusiii croin -1 wr.; OducHsiii ctyn — 1 mr.; Crenn — 6 wrt.; YueOHas qocka -1 mr.

Jlns mpoBeAeHMs] aTTecTAllMi UCTIONIb3YeTCs ayTUTOPUS ISl TEKYIIEro KOHTPOIS U
npoMexyTouHoi arrectaruu Ne 608, ocHaiieHHas 000py0BaHUEM:

YueOHas focka — 1 mt.; Yuebnslii cron — 16 mwr.; YueOusiit cryn — 32 wrt.; OducHsIii
ctoa -1; wt.; OdpucHslii ctyn — 1 wr.; Crenn — 10 wr.; Tpudyna -1 wr.

JJisi caMOCTOAATEbHOM PadoThI CTYAEHTOB ucnoasdyercs ayauropus Ne 3085,
OCHaIlleHHast 000pyA0BaHUEM:

VYue6nslit cron — 12 mr.; Yuebnslit ctyn — 24 wt.; OducHslii cton — 1 mr.; OpucHsIi
cryn — 1 mr.; kad — 1 wr.; Crenn — 5 wr.; Yuebnas gocka — 1 mr.; HoyrObyk — 1 mr.;
ITpuntep — 1 mr.

10. Ilepeyenb HHPOPMANMOHHBIX TEXHOJIOTHH, HCIOJIB3yeMbIX NPHU OCYIIECTBJICHUHU
0o0pa3oBaTe/IbHOrO Mpouecca Mo JUCHUILUIMHE, B TOM 4HMC/I¢ KOMIUIEKT JIMIECH3HOHHOIO
NPOrpaMMHOro o0ecneyeHHs, JJIeKTPOHHO-OMOJIMOTEYHbIE CHCTEMbI, COBpPeMEHHbIE
npogeccuoHaNbHbIe 0a3bl JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI

OOyuaromuecs  obecrieuyeHbl  JOCTYIOM K  DJIEKTPOHHOM  HMH(OPMalMOHHO-
obpazoBatensHOl cpene HOY BO «MHVYIIBT» u3 mo6oit ToukH, B KOTOPOil HMeeTcst TOCTYI K
cet «HTEepHET», KaK Ha TEPPUTOPUN OPTaHU3AIMH, TaK U BHE €€.

10.1 JInneH3u0oHHOE MPOrpaMMHOE O0ecrevyeHue:

1. Omepammonnas cuctema Microsoft Windows 10 Professional — OEM-nunien3uun
(TTOCTABJISIFOTCS. B COCTaBE TOTOBOTO KOMIIBIOTEPA);
2. Omnepamuonnasi cucrema Microsoft Windows 7 Professional — OEM-nunen3un

(TTOCTaBIAIOTCSI B COCTaBE TOTOBOTO KOMITHIOTEPA);
3. IIporpammusrit maker Microsoft Office 2010 Professional
4. KommiekcHast cucTeMa aHTHBHPYCHOM 3amuTsl Kaspersky Endpoint Security;
5. 1C: byxrantepus 8 yuebHas Bepcus;
6. Project Expert
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10.2. D1eKTPOHHO-0MOINOTEYHASI CHCTEMA:
Dnekrponnas oudauoreunas cucrema (IbC): http://www.iprbookshop.ru/

10.3. CoBpemeHHblIe MpodeccuoHAIbHBbIE 023 TaHHBIX:

1. OduumanbHblii  WHTEpHET-MOpTan  0a3bl  JAHHBIX  NPaBOBOW  HMH(OpMAaIUH
http://pravo.gov.ru

2. llopran "MH}opManmoHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTMHM B 0Opa3oBaHUH"
http://www.ict.edu.ru

3. Hayunas snektponnas oubnuoteka http://www.elibrary.ru/

4. HanuoHansHas 31eKTpoHHas oudmuoreka http://www.nns.ru/

5. DJEeKTpOHHbIE pecypcenl Poccuiickoit rOCy1apCTBEHHOU OoubIMoTeKN
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnonuremaruueckas pedepaTuBHO-

ouOimorpaduueckass W HaykoMeTpudeckas (OmOmmomerpuueckas) 0Oaza  JaHHBIX & —
http://webofscience.com

7. TlonHOTEKCTOBBIM apXWB BEAYIIMX 3alaJHbIX HAyYHBIX >KYPHAJOB Ha POCCHUHCKOMN
wiarpopme HarnumonanpHOro 31eKTpoHHO-UH(pOpMannoHHoro KoHcopuuyma (HOUKOH)
http://neicon.ru

8. ba3bl nannbix u3narenbcTBa Springer https:/link.springer.com

9. www.minfin.ru Caiir MunucrepctBa punancon PO

10. http://gks.ru Caiit ®enepanbHOit Ci1y>KObI FOCYIapCTBEHHON CTATUCTHKU

11. www.skrin.ru baza maunubpix CKPUH (kpynueiimas 6a3a JaHHBIX MO POCCHUCKUM
KOMIIaHUSIM, OTpacisM, pernoHam PD)

12. www.cbr.ru Caiit Ilenrpansuoro banka Poccuiickoit denepariuu

13. http://moex.com/ Caiit MockoBCKO# Oupxu

14. www.fcsm.ru OdunuansHbiii caitt deaepanbHOM CIyKObl 10 PUHAHCOBBIM PHIHKAM
(DCDP)

15. www.rbc.ru Caiit PBK («PocbusnecKoncantunr» - Beayias poccuiickas KOMIIaHUsA,
paboraromias B cepax Macc-Meana U MHOOPMAIMOHHBIX TEXHOJIOTHH )

16. www.expert.ru DnekTpoHHast BepCcus )KypHaia « DKCIepT»

17. http://ecsn.ru/ «9KOHOMHUYECKHE HAYKH)

10.4. UndopMmanuoHHble CIPABOYHbIE CHCTEMBI:

1. www.consultant.ru CnpaBounas npaBoBas cucreMa Koncynprantllmtoc

2. [Topran @enepanibHBIX TOCYAAPCTBEHHBIX 00PAa30BaTEIBHBIX CTAHIAPTOB BBICIIIETO
obpazosanus http://fgosvo.ru

3. www.garant.ru MadopmanmonHo-mnpaBoBas cucrema ['apant

11. OcoOenHocTH peaju3anuM JAUCHUIUVIMHBI IS HWHBAJMIAOB M JHI C
OrpPaHUYEeHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

s oOecriedeHust 00pa3oBaHUs HWHBAIMAOB M OOy4aroOUIMXcs C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMH  37I0POBbSl 10 JIMYHOMY 3asiBICHHI0 OOydJaromierocs pa3pabaTbiBaeTcs
aJanTHpoBaHHAsE OOpa3oBaTeibHasl MporpaMma, WHAWBHUAYAJIbHbI y4eOHBIH IJIaH C Y4ETOM
OCOOCHHOCTEH WX TCUXO(U3UUECKOTO pPa3BUTUS M COCTOSHHUS 3/J0pPOBbS, B YaCTHOCTH
HpI/IMeHﬂeTCﬂ I/IH)II/IBI/I}IyaJILHBIf/’I noaxoJ K OCBOCHHUIO JHUCHUIIIIMHEI, I/IH)II/IBI/I}IyaJ'IBHBIe 3alaHUA.
pedeparbl, NHCHBMEHHbIE pPA0OTHI W, HAOOOPOT, TOJIBKO YCTHBIE OTBETHI U JUAJIOTH,
I/IHJII/IBPIJIyaHI)HI)Ie KOHCYJ'[I)TaHI/II/I, HNCIIOJIB30BAaHUC )II/IKTO(i)OHa nu }Ipyl"I/IX 3aIlIUCBIBAOIITUX
CPEJCTB JJIs1 BOCIIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOT0 MaTepuara.

B IICIIIX O6CCHC‘—ICHI/I$I 06yqa}onmxcs[ UHBAJILAOB U JUI[ C OrpaHquHHI)IMH
BO3MOXXHOCTSIMHU 3JI0POBbsSI OMOIMOTEKAa KOMIUIEKTYET (POHJ OCHOBHOHM Y4eOHOI JUTEepaTypoid,
aJanTUPOBAHHOM K OTPAHUYCHHIO WX 3J0POBBS, MPEIOCTABIAECT BO3MOXXHOCTH YIaJIEHHOTO
WCIIOJIb30BaHUs AMEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, HOCTYI K KOTOPHIM OPTaHW30BaH B
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YOV BO «MHVYIIBT». B 06uGnuoreke NpoBOASTCS WHIAMBHIyalIbHbIE KOHCYIBTAIlMM JUIS
JAHHOW KaTeropuu MOJb30BaTeliel, OKa3bIBAE€TCS MOMOIb B PETUCTPALlMU M HCIOJIB30BaHUU
CEeTEBBIX M JIOKAJBHBIX JIEKTPOHHBIX 00pa30BaTEIbHBIX PECYpPCOB, MPEIOCTABISAIOTCS MECTa B
YUTAJIBHOM 3ajie, 000pYJOBaHHBIE MpOrpaMMaMd HE BU3YaJIbHOTO JOCTyNa K HH(pOpMAaIuH,
HKpPaHHBIMU YBEJIMUYUTEIAMU M TEXHUYECKUMHU CPEICTBAMU YCWJIEHHS OCTAaTOYHOTO 3pPEHUS:
Microsoft Windows 7, [ILleHTp cHenMagbHBIX  BO3MOXKHOCTEH, DOKpaHHas  JIymna;
MicrosoftWindows 7, LleHTp choenmandbHBIX  BO3MOXKHOCTEH, DKpaHHBIH  JMKTOD;
MicrosoftWindows 7, LleHTp cnenuanbHBIX BO3MOXKHOCTEH, DKpaHHas KJIaBHATypa; dKpaHHas
ayna OneLoupe; pedeBoii cunTe3atop «I omoc».

12.JIuct perucrpanuu u3MeHeHHUit
Pabouas mporpamma y4eOHOW IUCLMIUIMHBI OOCYKIEHa M YTBEpXKJEHa Ha 3acelaHuH
VYyenoro cosera ot «31» aBrycra 2022r. npotokon Ne 1

Coneprxanue H3MEHEHUS PexBusutel nokymenta o6 | Jara
/o YTBEPKICHUN U3MECHEHHUS BBE/ICHUS
HU3MEHEHUSI
VTBepxAcHa  pelIeHHEM  YYEHOro COBETa Ha
OCHOBaHHUU denepanbHOro rOCyAapCTBEHHOTO
00pa3oBaTeIbHOTO CTaHIapTa Bbicuiero oOpasoBaHus | [IpoTokon 3aceaHus
1. nmo HampasineHuro 38.03.02 MenemxmenT (ypoBeHb | YdeHoro coBeTa oT «31» 08 | 31.08.2022
OakamaBpuara), YTBEPKIECHHOTO npukazoMm | 2022 roga nporokoa Nel

MuHHCTEpCTBA HAyKH W BIcIiero oopa3oBanusi PO ot
12.08. 2020 . N 970

[Iporokon 3acenaHus
2. AxTyanuzaius pabodel mporpamMmbl kadenper «Menemkment» | 30.08.2022
Nel ot 30.08.2022 rona
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