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1. AHHOTAaIMA K JUCHHILIHHE

Pabouas mporpamma IUCHUIUIMHBI «/[OKyMeHTalMOHHOE OOecreyeHne yIpaBleHUYECKOM
NEeSATETLHOCTHY COCTaBjeHa B cOOTBETCTBUU ¢ TpeboBaHusmMu OI'OC BO mo HampaBieHHIO
noarotoBkn  38.03.04 TocynmapcTBeHHOE M MYHUIMIAIbHOE  yOpaBieHUE (YpOBEHb
OakanaBpuaTa), yTBEpXKJAE€HHOIO IPUKa30M MHUHUCTEPCTBA HAyKHU U BbIcIiero oopa3oBaHus Pd
or 13.08.2020 r. N 1016.

Pabouas mporpamma coIEpKUT 00s3aTeibHbIE Ui W3YYEHUS TEMbl 110 JUCLMILIMHE
«JlokyMeHTallMOHHOE O00EeCIeUYEeHUE YNPABICHUYECKOM JesITeNbHOCTHY. JlUcuMIIMHA JaeT
LEJIOCTHOE  MpeJCTaBlIeHWEe 00  OpraHU3allMOHHO-PACHOPSIUTENbHON  JOKYMEHTalUH
OPEaNpUsATHs, TPUMEHSIEMOW Tpu O(GOPMIICHUH PACHOPSAUTENIFHOW H HWCIOJIHUTEILHOU
JESATEIIbHOCTH allapara yHnpaBlIeHHs MPEANPUATHS NPU OCYIIECTBICHUM UM YIPaBICHUECKUX

GyHKIHUH.

MecTo IMCHUIIMHBI B CTPYKTYpPe OCHOBHOM mpodeccnoHalbHOI 00pa3oBaTe/ibLHOI
NPOrpamMmbl

Hacrosmas qucuuirHa BKIIOYEHA B 003aTeIbHYIO YacTh, (POPMUPYEMYIO YHaCTHUKAMHU
00pa3oBaTeNbHBIX OTHOIICHUN (SBISETCS AUCIUIUIMHON 10 BBIOOPY), biioka 1 y4eOHBIX miiaHOB
no HampasieHuto noaroroBku 38.03.04 ['ocynmapcTBeHHOE W MYHHIMIIAIBHOE YIIpaBIICHHE,
ypOBEHb OakaliaBpuaTa.

JucuummHa u3ydaercs Ha 4 Kypce B 8 cemectpe miisg O4HON (OpMBI OOydeHUs, Ha 5
Kypce B 9 cemecTpe Al 04HO-3a04HOM popmbl 00ydeHus, Ha 5 Kypce B 9 cemecTpe i 3a04HOU
dbopMbI 00ydeHwMs, popMa KOHTPOJIS — dK3aMEH sl BceX (hopM 0OydeHUSI.

Heab u3yyeHust AUCHUILIMHBI:
- opmupoBanue y Oyaymux 0akajgaBpOB TEOPETUUECKUX 3HAHUN M MPAKTUYECKHUX HABBIKOB B
00JIaCTH OpraHU3aIMOHHO-PACTIOPSIUTEIFHON JOKYMEHTAIIUH TPEATIPHUSTHS, TIPUMEHIEMOH pu
oopMieHHH pacroOpAAUTENbHON M MCIOJHUTENBHON JAEATENIbHOCTH amrapara yIpaBlIeHUs
HPENNPHUATHS IPU OCYILIECTBICHUH UM YIIPABICHUECKUX (YHKIIUMI

3agauu:
- ¢dopMUpOBaHHE COIHUAIBHO-IMYHOCTHBIX  KAauecTB, CHOCOOCTBYIOIIUX  YKPEIUICHHUIO
HPaBCTBEHHOCTU, PA3BUTHIO OOMIEKYIBTYPHBIX MOTPEOHOCTEH, TBOPUYECKUX CIIOCOOHOCTEH,
COLIMAJIbHOW aJanTalid, CIOCOOHOCTH K JUANOTy, HACTOMYMBOCTH B JIOCTIKEHUU IIENH,
Pa3BUTHIO JTUACPCKUX KAYECTB;
- W3y4YeHHE U HUCIOJHEHUE TpeOOBaHWUN MO OpPraHU3alU JTOKYMEHTUPOBAHUS JESTEIbHOCTH
aBUATIPEANPHUATHS U OPraHU3alUU padoT C JOKYMEHTaMHU;
- TMpUMEHEHHE METOA0B paboThl C JOKYMEHTaMH, B COOTBETCTBHUM C TpeOOBaHUSIMU
JENUCTBYIONIUX 3aKOHOJATEIHHBIX U HOPMATHBHBIX aKTOB, B HOBBIX YCJIOBHSX XO3SIMICTBOBaHUS,
M0 TOPSAKY COCTaBICHUS W O(OPMIIECHHUS, OCHOBHBIX OPTaHH3AI[MOHHO-PACTOPSIUTENHHBIX
JIOKYMEHTOB TI0 YIIPaBJICHUIO;
- OBJIaJICHHE TMPAKTUYECKUMHU HaBbIKAMHU B HCIOJB30BAHUM TEXHOJOTUWA YIpaBICHUS
»u3HeHHbIM 1MKiIoM VC B cdepe ynpapieHus.

Komnerenuuu odyuaromerocs, popMupyembie B pe3yJibTaTe 0CBOCHUS TUCHHUIINHBI:

[IK-6 - Bnanenue HaBbIKaMM IUIAHUPOBAHUS M OPIraHU3ALUM JESITEIBHOCTH OPIaHOB
rocygapcTBeHHo  Biactu  Poccuiickor — @epepannuy, OpPraHoB  MYHHIMIAIBHOTO H
KOPIIOPATUBHOTO YIIPABJICHUS



2. IlepeyeHb NJIAHUPYEMBIX Pe3y/IbTAaTOB 00y4YeHHs, COOTHECEHHBIX C IVIAHMPYEMbIMHU
pe3yJ1bTaTaMH OCBOCHHS OCHOBHOM NpogeccHnoHaIbHON 00pa30BaTeIbHOM MPOrPaMMBbI

[Iporiecc wu3y4yeHHs [AUCHUIUIMHBI HampaBieH Ha (OPMHPOBAHHWE KOMIIETCHIIUH,
npeaycMoTpeHHbIx ®I'OC BO mo nanpasnenunto moarotoBku 38.03.04 I'ocymapcTBeHHOE H
MYHUIIUNIATIBHOE  ympaBieHue (ypoBeHb OakajaBpuara) M Ha OCHOBE CIIPaBOYHHKA
KBAJTM(UKALIMOHHBIX TPEOOBAaHUN K CIELMAIBHOCTIM, HANPaBJICHUSM IOArOTOBKH, 3HAHUAM U
YMEHHUSM, KOTOPbIE HEOOXOAUMBI JJISl 3aMEIICHUS TOJDKHOCTEH roCyIapCTBEHHON IPayKIaHCKOM
Clly’kObl C yderoM oOJacTd M BHAA MNPO(ECCHOHAIBHOW CIIy)KEOHOM JIeATeIbHOCTU
rOCyJlapCTBEHHbIX TpaXJaHCKUX cayxamux (yrB. Muntpynom Poccun 06.07.2017 r1.),
COOTHECEHHOT0 ¢ (elepaibHbIM TOCYAapCTBEHHBIM 00pa30BaTEIbHBIM CTAaHIAPTOM 110

YKa3aHHOMY HAaIPaBJICHUIO MOJITOTOBKHU.

Ko xomnerenumnn |Pe3yabTaTsl 0CBOeHUS NHauKaTOpbl J0CTHKEHUS Dopmbl
OIIOII (conep:xanue KOMIeTeHI N i o0pa3oBaTeJIbHOM
KOMIIeTeHI[H ) JeATeJIHLHOCTH,
CIoco0CTBYIONHE
¢dopmuposanuio n
pa3BUTHIO
KOMIETEeHINH
IIK-6 Bnanenune naseixkamu | ITIK-6.1. 3Haer ocHosuble | KonrakrHag pabora:
IUTAaHUPOBAHUA U | pa3paboTKu 5 BHenpeHus | Jlexuuu
OpTraHM3alnN yIpaBIeHIECKOM nmokymeHnTarmu | [IpakTraeckue
JEeSTeTbHOCTH OpraHoB MYHHIIUTIATBEHOTO U | 3aHATHUSL
OpraHosB KOPIIOPATUBHOI'O YIIPABJICHUS CamocrosTenpHast
roCy1apCTBCHHOMN IIK-6.2. 3naer OCHOBHI | paboTa
BIaCTH POCCHICKOHN | MOKYMEHTAIlHOHHOTO —00eCCUeHUS
Denepanyy, OpraHoB | KOPHMOPATUBHBIX  CTAaHIAPTOB B
MYHUIIUIIAJIBHOT'O u O6J13CTI/I rocyaapCTBEHHOTI'O )41
KOPIIOPaTUBHOTO MYHUIMITIATEHOTO YIPABICHUS
YIIPaBICHUS IIK-6.3. Ymeer BbIOMPATH
OCHOBHBIC pa3pa0OTKU M BHEAPEHHUS
poLenyp peTyIUpOBaHUs
TPYAOBBIX OTHOIICHUH u
COTPOBOXIAMOMIEH JOKYMEHTAIlUN B
o0acTd  TOCYJapCTBEHHOTO  H
MYHHIIUTIATEHOTO YIIPaBICHUS
I1K-6.4. Ymeer BbIOMpPATH
OCHOBHBIE pa3pa0OTKU M BHEIPEHHUS
npoLeayp peTyIupOBaHuUs
TPYIOBBIX OTHOIICHUH u
COTPOBOX/TAMOMIEH JOKYMEHTAIlUN B
o0acTd  TOCYJapCTBEHHOTO  H
MYHHIIUTIATEHOTO YIIPaBICHUS
IIK-6.5. Baaneer HABBIKAMU
JOKYMCHTAIlMOHHOT'O O6CCHC‘ICHI/IH
odopmiieHus pe3yIbTaTOB
roCyIapCTBEHHOM u
MYHHIIUTIATBHOM JIeSATEIIbHOCTH
3. O0beM [AUCUMIUVIMHBI B 3a4YeTHBIX e€IHHMLAX ¢ YKa3aHHMeM KOJN4YecTBa
aKaJleMH4YeCKHX YacOB, BbIIEJEHHbBIX HAa KOHTAKTHYKW padotry o0y4yawmmxcs ¢

npemnoaasareseM (Mo BUIaM 3aHATHI) U HA CAMOCTOATEIbHYIO padoTy 00y4arommXxcs
OOw1ast TPyA0€MKOCTh AUCIUILIMHBI COCTABIISAET 3 3aU€THBIE €JMHUIIBI.

3.1 O0béM TMCUMIIMHBI 0 BUAAM YUeOHBbIX 3aHATHI (B Yacax)

Bcero uacos




O0LEM TUCIHUITINHLI

ouHas (popma

OYHO-3a04YHadA

3a04Has Gopma

o0y4eHus ¢dopma o0y4eHus
00yJeHIS

OOwias Tpy10eMKOCTh AUCIUILUTUHBI 108
KonrakTHas pabota oOyJaronuxcs C 48 24 12
rpernogaBareieM (BCEro)

AynuTtopHas paboTa (Bcero): 48 24 12
B TOM YHCJIE:
Jlexuuu 24 12 4
CEeMHHApBI, TPAaKTHUECKUE 3aHATHS 24 12 8
nabopaTopHbIE pabOTHI
BreaynuropHas pabota (Bcero):
B TOM YHCIIE:
CamocrosiTenbHast pabota o0ydarommxcsi (BCero) 42 66 87
Bun npomexxyTouHoit arrecTannmu  00ydaromerocs — 18 18 9

OK3aMCH

4. Conepskanue TUCHUILIMHBI, CTPYKTYPHMPOBAHHOE N0 TeMaM (pa3aesiaM) ¢ yKa3aHHeM
OTBEICHHOI'0 HA HUX KOJMYEeCTBA aKaJeMUYeCKMX YACOB U BU/IOB YUeOHbIX 3aHATHI

4.1 Pasnennl IUCHUILIMHBI
aKajeMHYeCKHX Yyacax)
AJIs1 04HOM (popMBbI 00yUeHUs

U TPYIAOEMKOCTH IO BHAAM Y4YeOHBIX 3aHATHH (B

Buapl yueoHoii padoThbl, BRIKOYAA Buj oneHoYHOI O
CaMOCTOSITEIbHYIO padoTy CTYA€HTOB 1 cpeacrBa
TPYA10E€MKOCTh (B 4acax) TeKyIIero
§ g g ol KOHTPOJIst
S| = 5|8 S| ycnmesaemocrw,
M3 uux ayautopHeie | S 2| S 2|2 S L
5 & 2838 NIpoMeKyTOYHOH
3aAaHATHUA S m| = al&=e
S 8|2 g o aTTecTalnu
- S Bl (no cemecmpam)
=
Ne Pa3nesnl 1 TeMBI g =
=
n/n JTHUCIHHUILIUHBI E g E
O | Beero = = _
[(=) = <
= s 0
S| Z | EE
z = =
o > T =
= & = o
= | B
: 2
= =
=
Tema 1. O6mas .
1 XapakTe Hc]fnxa YeTHEI onpoc,
pakrep 8 | 11 3 3 5 JToKIan
YIIPABJIEHYECKUX
HOKyMeHTOB.
Tema 2. CoctaB u
MOPSAOK pa3paboTKH YcTHBIH ompoc,
2 8| 11 | 3 3 5
HOKyMeHTOB B JOKJIazg
yIpaBJIeHYECKOM
JACATCIBbHOCTH.
Tewma 3. VY cTHEIN ompoc,
3 8 | 11 | 3 3 5 P
HOKyMCHTI/IpOBaHI/Ie JOKJIazg




paboTHI C IEPCOHATIOM.
Tewma 4. [onsTne n VeTHBI onpoc
TIPUHIIMITBI '
4 PHUHL 8| 11 | 3 3 5 JI0KITAz
OpraHu3aiu
JIOKyMEHT0000pOTa.
VYcerHsll onpoc,
Tema 5. Opranuzanus ,uoma;lp
5 TeKyIei paboTsl ¢ 8 11 3 3 5
JIOKYMEHTAMH.
Tewma 6. IToaroroska VeTaiii onpoc
6 | AOKyMEHTOB K 8| 11 | 3 3 5 towian
nepenaye Ha apXUBHOE
XpaHeHHE.
Tema 7.
Opraan3annoHHO- YcTHBI ompoc,
7 TEXHHYECKOE 8 11 3 3 5 JOKJTa
oOecricucHue
JICIIOTIPOU3BOJICTBA.
Tema 8. HopmatusHO- YcerHbll o1poc,
8 MeToaudeckas 0asa 8 13 3 3 7 JOKIaz
JICIIOTIPOU3BOJICTBA.
ATOro 108 | 24 24 42 18 (Ax3amen)
AJIsl 04YHO-3204HOMH opMBbI 00yUeHH
Buapl yueoHo#i padoThl, BRIKOYAA Buja oneHo4YHOI O
CaMOCTOSITEIbHYIO padoTy CTYJI€HTOB U cpeacrsa
TPYA0EMKOCTb (B 4acax) TeKyLlero
S e
S . = KOHTPOJIsA
" & s CIIeBaeMoCTU
U3 nnx aymuropusie | S S| 3 8|8 5 y >
5 2l &'S|3 8 NnpoMeKyTOUHOH
3aHSATHS S r|lE alas
S S| E 5 § 2 aTrecTanuu
- S Bl g (no cemecmpam)
=
Ne Pa3nesnl 1 TeMBI 2 =
n/n JUCHMTITIMHBI = g E
O | Bceero g | =
=] =3
= s =]
= = ¢ =
= : 2=
=< > o =
5] > = E
= < = v
= | £
‘2
& | =
=
Tema 1. O0mas N
H VYceTHbl onpoc,
1 XapaKTepUCTHKA 9 12 2 5 8 OKITA
YIpaBICHIECKUX
JIOKYMEHTOB.
Tema 2. CocraB u
5 MOPSIIOK Pa3paboTKH YcrHbli ompoc,
JIOKYMEHTOB B 9 12 2 2 8 JIOKJIaJ1
YIpaBJIeHYECKOU
JIESATEBHOCTH.
Tewma 3. YcTHBIH ompoc,
3 JIOKyMEHTUpPOBaHHUE 9 12 2 2 8 JIOKJIaJ1
paboThI ¢ IEPCOHAIIOM.
Tewma 4. [Tousitue u Vermbiii onpoc
TIPUHIIATIBI '
4 | Ipunn 9 | 12 | 2 2 8 foKnan
OpraHu3aiu
JIOKyMEHT0000pOTa.




VYerHblii onpoc,
Tema 5. Opranuzauus oK1 p
5 TeKyIe paboTsl ¢ 9 12 2 2 8 Aot
JIOKYMEHTAMH.
Tema 6. [ToaroroBka N
TIOKYMEHTOB K VYcrHsll onpoc,
6 9| 12 | 2 2 8 foKnan
nepeaue Ha apXUBHOE
XpaHEeHHE.
Tema 7.
Opraan3annoHHO- YcTHBI ompoc,
7 TEXHHYECKOE 9 8 8 JOKJTa
obecrnieueHne
JICTIONIPOU3BOJICTBA.
Tema 8. HopmaTusHo- VYceTHbIH onpoc,
8 MeToau4ecKas 6aza 9 10 10 JTOKJIA
JIEJIOIIPOU3BO/ICTBA.
K3aMeH
HTOT'o 108 | 12 12 66 1803
JJIs1 3204HOM ()OPMBI 00yYeHUs
Buasbl yueOHo# padoThbl, BKJIIOYAA Bua ouenoyHoro
CaMOCTOSITEIbHYI0 padoTy CTYJI€HTOB U cpeacrsa
TPYA0EeMKOCTh (B 4acax) TeKylero
o g s | = KOHTPOJIS
wa S =
] = CIeBaeMoOCTH
W3 nux ayautopubie | 5 S| 5 2|2 5 Y >
5 &l 2858 HnpoMeKyTOYHOM
3aHATHUSA S m| = ol
=S| Z g g =1 aTrecTanuu
o S Bl (no cemecmpam)
=
Ne Paszpnenbl u Tembl 3 S
n/n JUCHMTIJIMHBI = = E
O | Beero & | =
=| § |52
= = ; =
= : 2=
< = o =
o 2 T2
= % = o
B
i
= =
=
Tema 1. Obmiast .
1 XapaKTe Mclfynca YeTHeI onpoc,
paierep 9| 12 | 2 10 noKna
YIPaBJIEHYECKUX
JIOKYMEHTOB.
Tema 2. CocraB u
MOPSIJIOK pa3paboTKu YcrHblii ompoc,
2 JIOKYMEHTOB B 9 12 2 10 JTOKJIA
YIPaBICHYECKOU
JICSTEIIbHOCTH.
Tema 3. VYceTHbl onpoc,
3 JIOKyMEHTUpOBaHUE 9 12 2 10 JIOKJIaJ1
paboThI ¢ HEPCOHAIOM.
Tewma 4. Tlonsatue u N
e — YceTHbIN onpoc,
4 | 9 | 12 2 10 foKTa T
OpraHu3aIiu
JIOKYMEHTO0000pOTa.
YcTHEIN ompoc,
5 Tema 5. Opranu3zamus oKIIa p
TeKyIIel paboThI ¢ 9 12 2 10 A A
JIOKyMEHTaMH.
Tema 6. ITonroroBka VYcrHbIH onpoc,
6 ! 9 | 12 2 10 P
JIOKYMEHTOB K JIOKJIA]




nepeayde Ha apXHUBHOE

XpaHeHHe.

Tema 7.

Oprasu3aluoHHO- VYcrHslii onpoc,
7 TEXHUYECKOE 9 10 10 TOKIaz

obecrieueHne

JIeJIONPOU3BOJICTBA.

Tema 8. HopmatusHo- YcerHbll onpoc,
8 MeTonuyeckas 0asza 9 17 17 TIOKJIA

JIETIONPON3BOICTBA.

HTOro 108 | 4 8 87 9 (IK3amen)

4.2 CopepxaHue IMCUMILIMHBI, CTPYKTYPHPOBAaHHOE 110 pa3jiesiaM

Tema 1. O01masi XapaKTePUCTUKA YNPABJIEHYECKUX JOKYMEHTOB.

Cooeporcanue nekyuonno2o mamepuand

1. Uctopusi BOSHUKHOBEHUS IOKYMEHTa

2. JIOKyMEHT KaK HOCHUTEINb yrnpaBieHdeckoi napopmanuu. [lonsarue, GpyHKInUu U crocoObl
JOKYMEHTUPOBAHMUSL.

3. IloHsATHE «3JEKTPOHHBIM JOKYMEHT».

4. Knaccuukanus JOKyMEHTOB.

5. SI3bIK ¥ CTUIIb OPULIUAIBHBIX IOKYMEHTOB.

6. YHU(UKAIUSA U CTaHJAPTU3AIHS JOKYMEHTOB.

7. CucteMbl JOKYMEHTALUH Pa3InYHbIX Cep AeATEIbHOCTH.

CoOeporcanue npakmuueckux 3aHamuil

1. IlpuunHbBI BOBHUKHOBEHUS JTIOKYMEHTA

2. JIoKyMeHT Kak HOCUTENb yIpaBieHuecKoil nHpopmaruu. [lonstue, GyHKIUU U cr1O0COOBI
JOKYMEHTUPOBAHMUSL.

3. IlpeumymecTBa ¥ HEIOCTATKH UCIIONB30BAHUS  <QJIEKTPOHHBIX  JIOKYMEHTOBY.
Oco6eHHOCTH MX XpaHEHUS.

4. Knaccugukanus TOKyMEHTOB.

5. SI3bIK ¥ CTUIIb OPULIMAIBHBIX TIOKYMEHTOB.

6. YHu(ukanus u cTangapTU3aus JOKYMEHTOB.

7. CucteMbl JOKYMEHTAIMH Pa3InYHbIX Cep AeATEIbHOCTH.

8.Uto moHMMaeTcs Mo CTPYKTYypoi nokymeHTa? IloueMy CTpyKType TOKYMEHTa yAemseTcs
oco0oe BHUMaHue?

9. Uro takoe siekTpoHHas mudpoBas moanuch? B Kakux ciydasx OHa HCIONb3yeTcs?
KakoBa ee CTpyKTypa U B KaKOM Cllydae OHa TEPSIET CBOIO CUITY?

10. Kakue Bunel, GopMaThl U THUNBI OymMaru MPUMEHSIOTCS TPU CO3/IaHUH JIOKYMEHTOB?
CymecTByeT JM pa3HHMIA B CO3JaHMU M OGOpPMIICHHM JOKYMEHTOB Mex1y Poccueli, EBponoii u
CTpaHaMU CeBepOaMEepUKaHCKOro KOHTUHEeHTa? B uem oHa 3akitouaeTcs?

Tema 2. CoctaB U mnopsAAOK Ppa3padoTKH [IOKYMEHTOB B YIPaBJIeHYeCKOMH
AeATeTbHOCTH.

Cooeporcanue 1eKyuonHo20 mamepuana

1. Iopsinox pa3paboTKH OpraHU3alMOHHO-pacIOpAAUTENbHOM nokymeHTauu (OP/I):

- OPraHU3aLMOHHON TOKYMEHTAlNH;

- pacnopsANTENbHON TOKYMEHTALUY;

- "H(GOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIINH.

2. OcobeHHOCTH pa3pabOTKH TOKYMEHTALMHU, OTPAKAIOLICH:

- (pHAHCOBO-X035MCTBEHHYIO JESTEILHOCTh OpraHU3allnuu;

- KOMMEPUYECKYIO 1€ TeIbHOCTh OPTaHU3aI1H.

Cooeporcanue ceMuHapCcKux 3aHamuil

1. Tlo xakuM mpHU3HAKAM OCYIIECTBISETCS TUIIOJOTH3AIM JOKYMEHTOB? Kakue THIIbI

JIOKYMEHTOB BBIJICIISTIOTCS TIPH 3TOM?




KakoBO 0CHOBHOE Ha3HAYEHHE OPTaHU3ALMOHHBIX JOKYMEHTOB?

Kakwue cymiecTByroT BUAbl OpraHU3allMOHHBIX JOKYMEHTOB?

Kaxosa ¢pynkuus [Tonoxenns? B yem ero ornuuue ot Ycrapa?

KakoBa cTpykTypa TeKCTa MHCTPYKLIMH 10 IeI0npou3BoaAcTBY? Kakue npunoxeHus oH

COAEPKUT?

B gem 3akimovaercs crienupuKa HHCTPYKIMH KaK JOKyMeHTa?

7. W3 KakuxX CTPYKTYpHO-KOMIIO3ULIMOHHBIX OJIOKOB COCTOMT TEKCT PACHOPSAUTENBHOTO
nokymeHnta? Kak Bappupyercss KOMIIO3ULMOHHAs CTPYKTypa pPacloOpsAUTEIbHBIX
JIOKYMEHTOB?

8. KakoBa ocHOBHas (DyHKIHSI pacrlopsIUTEIbHBIX JOKYMEHTOB? B ueM HX oTiMuue OT
OpraHU3alMOHHBIX?

9. Kakuwe HOKyMEHTHI BXOIST B Tpynny HWH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB?
KakxoBa ux ocHoBHas QpyHKIHsA?

10. KakoBbsle 0ocoOeHHOCTH OGOpPMIICHUS pa3lIUYHBIX BHUAOB JENOBBIX nHceM? B uyem

COCTOUT CTaHAAPTU30BAHHOCTH IaHHOTO BU/1A JOKyMEHTa?

aRrwnN

o

Tema 3. JlokyMeHTHpPOBaHHE PA0OTHI C MEPCOHATIOM.

Cooeporcanue nekyuonno2o mamepuand

1. Kommniekc kaipoBoil JOKYMEHTAIUK: TIOHSATHE U €€ COCTABIISIOIINE.

2. YaudunupoBaHHble GOPMBI EPBUYHON YUETHON JOKYMEHTAIMH IO YYETYy TPyAa U €ro
OIJIaThI.

3. TpynoBOi1 1OTOBOP: COACPIKAHUE U TTOPSJIOK 3aKITIOUCHHUS.

4. OcobeHHOCTH JOKYMEHTUPOBAHMSI 3TAllOB TPYAOBOM JESITEIbHOCTH pabOTHHUKA (IIPUEM,
IIEpPEBO/I, OTIYCK, KOMaHAUPOBKA, YBOJIbHEHHUE U JP.)

5. TpynoBasi KHUXKKa: IIpaBuUiia BeIeHUsS U 0POPMIICHHUS.

6. OdopmieHue 1 BeJJleHUE JTUYHON KapTOUKHU U JIMYHBIX JEJI.

7. Ilpouecc 3amuThl TpoQecCHOHANbHBIX JAHHBIX B KaJIpOBOM Ciryx0e.

CoOeporcanue npakmuueckux 3aHAmuil

1. ITouemy a1 KaAPOBOH CIIYKObI OCOOEHHO Ba’KHO MPABUIBHO OYOPMIISITH JOKYMEHTHI?

2. [lepeuncnure OCHOBHBIC JOKYMEHTHI, pa3padaThiBacMble KapOBOM CITyKOOM.

3. Kakum o6pazom kiaccuduuupyercs KaapoBas JOKYMEHTALUSA

4. OnpenenuTe NOHATHE «yHU(PUIIMPOBaHHAsI popMa TOKYMEHTa».

5. Ilepeuncnute GOpMbI IEPBUUHON YUETHOM JOKYMEHTAIUH 110 YUETy KaJpoB.

6. KakoBa ponb MHCTPYKIMM IO JEJIONPOM3BOACTBY KaJpoBOW ciayxObl. Omnpenenure
coZiepKaHue HWHCTPYKLMU MO JeNONpoM3BOJACTBY. OxapakTepu3yiWTe mpaBuia 0oGOpMIIEHUS
JOKYMEHTa «KBaJU(pUKALMOHHbIE TpeOOBaHUS K COMCKATEeNI0 BaKaHCUW» U COCTaBJICHUS
OOBSIBIIEHUS O BAaKaHCHU.

7. HeoOxoaumo nu 3asiBJieHHE pabOTHUKA O pueme Ha padboty? [lepeuncinre JOKyMEHTHI ,
IpeabsBIIsieMble IPH YCTPONUCTBE Ha PaboTYy.

8. [Mosicaute, mouemy TK P® 3anpemaer 3akirodeHrEe CPOUHBIX TPYIAOBBIX JOTOBOPOB?

9. Oxapakrepu3yiiTe 00s3aTebHbIE U JIOTIOJIHUTENbHbIE YCIOBUS TPYIOBOTO JIOTOBOPA.

8. KaxoBa nenb cyniecTBoBaHus TpyAOBOM KHIDKKU? Kakue cBeeHMsI BHOCSTCS Ha MEPBYIO
CTpaHMIly TPyJI0BOM KHIXKH? OmNMIIMTE MpaBuiia BEAECHUS TPYHOBBIX KHMXKeK. Kak HeoOXxoanmo
BHOCHUTb UCIIPABJICHUS 3allMCEN B TPYAOBYIO KHUKKY?

9. Chopmynupyiite monsTre jaudHoro nena? Kakue MOKyMEHTHI BXOAST B €ro cocras?
3aueM HeOOXOIMMO BECTH JHMYHbIE nena coTpyaHUKOB? [lepeuncnure TOKYMEHTBI, KOTOpbIE
HE00XO0/AMMO BKJIIOYATh B JINYHOE JIEIIO.

10. KakoB nopsiok popMUpOBaHUS XPaHEHUS JTUYHBIX A€l ?

11. Ipouecc 3amuThl TpopecCHOHATBHBIX JaHHBIX B KaJpOBOH Ciryx0e.

Tema 4. I[loHsiTHE M NPUHIMIIBI OPTAHU3ALMH TOKYMEHT0000pOTA.
Cooeporcanue n1ekyuonHo2o mamepuana
1. ®opMbl OpraHu3auy JeI0NPOU3BOCTBA Ha MPEANPUATHH. 3a1a4l U (PYHKUIUHU CIYKOBI

9



JIeNIONPON3BOCTBA.

2. JIOKyMEHTOOOOpOT: TIOHSTHE, TPUHIUIBI, KOJIWYECTBCHHBIE H KAueCTBEHHBIC
XapaKTePUCTHUKH.

3. OcHOBHBIE 3TaINbl JOKyMEHTO000pOTA.

4. JIOKyMEHTONOTOKHU: BXOJSIIAsl, UCXOMsIIas, BHYTPEHHsS JOKyMeHTauus. TexHoyorus
00pabOTKH JOKYMEHTOIIOTOKOB.

5. Cneuunduyeckue TeXHOIOTUU 00PaOOTKU JOKYMEHTALIUHU:

- KOH(HIeHITMATbHAS JOKYMEHTAITHS;

- TOKyMEHTaIUs I0 00paIleHUsIM IPaXKIaH.

CoOeporcanue npakmuieckux 3aHamuil

1. Yto Takoe JOKyMEHTOOOOPOT, TOKYMEHTOTIOTOK?

2. Kakue rpynisl JOKYMEHTOB yYacCTBYIOT B IOKyMEHTO000poTe. Kakue 3Tarbl BKIIIOYaeT B
ce0st JOKyMEHTO000pOoT?

3. Kakue 1enonpon3BoACTBEHHBIE CIIYKOBI YHaCTBYIOT B OpPraHU3aLUHU IOKYMEHTOo0O0opoTa?

4. JIOKyMEHTONOTOKHU: BXOJSIIAsl, UCXOMsIIas, BHYTPEHHsS JOKyMeHTauus. TexHosorus
00pabOTKH JOKYMEHTOIIOTOKOB.

5. 3auem HEOOXOAMMO ompesesieHHe 00beMa JOKYMEHTO000pOTa B pa3IMYHbIe BPEMEHHbBIE
nepuobl?

6. B uem 3akimrodaercsi CyTb COPTUPOBKHU JOKYMEHTOB? Kakue TOKyMEHThI HCKITIOYAIOTCS U3
OCHOBHOTO JIOKYMEHTOIIOTOKA Ha 3TOM 3Tarie?

7. KTo ocyiecTBisieT KOHTPOJIb UCIIONHEHUS JOKYMEHTOB U B Kakoil popme?

Tema 5. Opranmn3anus Tekyueil padoTbl C JOKYMEHTAMH.

Cooeporcanue nekyuoHHo20 Mmamepuana

1. CucremaTuzanus 10KyMEHTOB.

2. CocraBieHre HOMEHKIIATYPHI JIe1: Ha3HAYeHUE, BHJIbI, 0COOCHHOCTH O(OPMIICHHS.

3. ®opmMupoBaHUE JIe]: OCHOBHBIE OMEpaIiH.

4. IlpaBuiia onepaTUBHOTO XpPAHEHHUS JIEIT.

Cooepoicanue npakmuyeckux 3aHamutl

1. It vero He0OX0IMMa CUCTEMATH3AIIHSI TOKYMEHTOB.

2. CocraBiieHHE€ HOMEHKIJIATYPHI JIeJ: Ha3HauYeHue, BUAbI, 0COOEHHOCTH 0(OPMIICHHUS.

3. KakoBa cTpykTypa HOMEHKIIATYpHI JeII.

4. KakoBbI IPUHIUIIBI MHAEKCALIUU JE?

5. Kakum 00pa3oM ucuMchsioTcss Cpoku XpaHeHus aen? Kakoil HOpMaTHUBHBIM JOKYMEHT
SIBIIIETCS OCHOBOM OMpEe/IeNIeHNs] CPOKOB XpaHEHUs JAen?

6. Ha kaxoii aTane 1okyMeHTO000pOTa MPOUCXOAUT (GOpMUpPOBAHUE Je?

7. Kakum 006pa3oM CBsI3aHBI MPOIIECCHI CO3/IaHUsI HOMEHKIIATYPHI Jell U OpMUPOBAHUS Je?

Tema 6. IloaAroTroBKa JOKYMEHTOB K Iepeiade HA apXHBHOE XpaHeHHe.

Cooeporcanue n1eKyuonHo2o mamepuana

1. OxcnepTu3a Hay4YHOU U MIPAKTUYECKOM LIEHHOCTH JIOKYMEHTOB.

2. DKcnepTHas KOMUCCHS: OCHOBHbIE (DYHKIIUH U TOPSIOK PaOOTHI.

3. OdopmieHue aea U COCTaBIEHUE OMHCEH.

4. Tlopsinok nepenauu JOKYMEHTOB B apXUB.

CoOeporcanue npakmuieckux 3aHamuil

1. Kak mpoucxoauT noAroToBKa Jiej B apXHB.

2. Yto Takoe 3kcneprtHas komuccua? Krto BXxomut B ee coctaB? B ueM 3akirouarorcs ee
byaKIIINA?

3. B xakoM ciy4aeT NpoMCXOANUT YHUUTOKEHUE NOKyMeHToB? Kak 310 mpoucxoaut? Kakoin
COIYTCTBYIOIIUHI JOKYMEHT 0(hopMIIseTCS IPU ATOM?

4. Tlopsinok nepenauu JOKyMEHTOB B apXUB?

5. Kakue comyTcTByrOIIME JOKYMEHTHI 0()OPMIIIOTCS B IIPOIEcce MOATOTOBKH el K c1ade
B apxuB? Kakyio (yHKIHIO BBIMOIHSAIOT 3TH JOKYMEHTHI?
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Tema 7. Opranu3anuoOHHO-TEXHHYECKOe o0ecnedeHne AeJ0NPOU3BOACTBA.

Cooepoicanue nekyuoHHO20 Mamepuand

1. Opranuzanust paboThl CeKpeTapsi pyKOBOAUTENS U opuc MEHEKepa.

2. Texunueckue cpeacTBa OPUCHON NEATEITLHOCTH.

3. KoMmibtoTepHbI€ TEXHOJIOTHH CO3AaHUs U 0(OPMIICHHS TOKYMEHTOB.

Cooeporcanue npaxmuyeckux 3aHAmul

1. Opranuzanust paboThI CeKpeTapsi pyKOBOAUTENS U 0(hrC MEHEIKEPA.

2. Kakue TexHMYeckHe cpelicTBa OPUCHOW AESITENbHOCTH HCHOJB3YIOTCS Ipu paboTe ¢
nokyMeHTamu. VX ponb u 3HaueHue?

3. Kakue xoMIbIOTEepHBIE TPOTPaMMbl IPUMEHSIOTCS U1 ONTUMHU3ALUU JOKYMEHTO000pOoTa
B opranuzauuu? Vx posib 1 3HaueHue?

Tema 8. HopmaTuBHO-MeTOAMYecKas 0a3a 1eJIONPOU3BOCTBA.

CoOeporcanue nekyuonno2o mamepuana

1. 3akoHonarenbHble akThl PO B chepe nHbopManny U TOKyMEHTALIUY;

2. Vxa3sl u pacnopstkeHus [Ipesunenra PO, nocranosnenus IlpaButensctBa PD B chepe
JIEJIONPOU3BO/ICTBA;

3. HopmaruBHble NpaBOBBIE aKThl (elepajbHbIX OPraHOB MCIOJHUTEIBHON BIIACTH
(MHHUCTEPCTB, KOMUTETOB, CIIy>KO, ar€HTCTB), PErJaMeHTUPYIOIIUX BOIIPOCH TOKYMEHTAMOHHOTO
obOecIeveHus;

4. TexHuueckue periaMeHThbl U HalmoHainbHble CTanaaptel B obsactu JJOY;

5. OOuepoccuiickue  Ki1acCU(UKATOPbl, TEXHUKO-IKOHOMHUYECKOW W  COLMAIbHOM
uH(pOpMAIHH;

6. YHu(UIMPOBaHHbIE CUCTEMBI JJOKYMEHTAIIH;

7. HopmaTuBHO-IIpaBOBbIE aKThl M METOJUYECKHE JOKYMEHTHI IO JEJIONPOU3BOICTBY,
U3/aBaeMble PYKOBOJICTBOM YUPEXKIEHUH opraHu3anui, npeInpusTuii;

8. 3akoHonaTeNbHbIE aKThl CyObeKTOB P® U mpaBoBbIE aKThl, IPUHHMAEMble OpraHaMH
UCIIOJHUTENIbHOM BiacTu cyobekToB PD.

CoOeporcanue npakmuueckux 3aHAmuil

1. KakuMu HOpMaTUBHBIMHM aKTaMU PEriIaMEeHTUPYETCS CO3/IaHUE JOKYMEHTOB;

2. Vka3sl u pacnopsbxenust Ilpesunenta PO, nocranosnenus [IpasutensctBa PO B chepe
JEJIONPOU3BO/ICTBA;

3. HopmaTuBHble mnpaBOBbIE aKThl (efepalbHbBIX OpPraHOB HCIOJHUTENbHON BiIAaCTU
(MUHHUCTEPCTB, KOMUTETOB, CIIy>K0, ar€HTCTB), PErJaMEHTUPYIOIUX BOIPOCH JOKYMEHTALMOHHOTO
o0ecrieueHus U 3alUTy T1aHHbIX PaOOTHUKOB

4. TexHU4eCKHE periJaMeHTsl U HaunoHanbHble CtanaapTsl B obnactu JOVII;

5. OO6mepoccuiickue  KJIacCU(PUKATOPHI, TEXHUKO-DKOHOMUYECKOW U  COLUAIBHOMN
uH(pOpMaINH;

6. Ilpu co3maHMM KakuX JOKYMEHTOB WCIOJB3YIOTCS YHU(MUIMPOBAHHBIE CHCTEMBbI
JOKYMEHTalUH;

7. HopmaTuBHO-IpaBOBbIE aKThl M METOJUYECKHE JOKYMEHTHI IO JEJIONpPOU3BOICTBY,
U3/1aBa€Mble PYKOBOJCTBOM YUPEXKIEHUIN OPraHU3alUN, TPEAPUATHI;

8. 3akoHonaTeNnbHbIE aKThl CyObeKTOB P® U mpaBoBbIE aKThl, IPUHHMAaeMble OpraHaMH
UCTOJHUTENBbHON BiacTu cyobekToB PO.

9. Kakue noKkyMeHTaMu perIaMeHTUPYETCS JTOKYMEHTOOOOPOT OpraHU3aliH.

10. KakuMu HOpPMAaTHUBHO-TIPAaBOBBIMH aKTaMHU perjaMeHTHpyeTcss (pOpMHpOBaHUE el U
nepejaya ux B apXuB

5. IlepedyeHb Y4eOHO-METOAUYECKOTr0 o0OeclmedeHHs] ISl CaAMOCTOATENbLHOW PadoThl
o0yyaruuxcst Mo JUCHUINJINHE

CamocTtosaTrenbHas paboTa oOywaroumxcs Mpu H3Y4eHHH Kypca «JloKyMeHTalnoHHOe
obecrieueHre YIpaBIEHYECKOW NEATENbHOCTU» MPEaIoiaraeT, B TMEpBYI odepeab, padoTy ¢
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OCHOBHOMW M JIOMOJIHUTEIBLHOM JIUTepaTypoil. Pe3yapTaTaMu 3TOM pabOThl CTAHOBATCS BBICTYIUICHUS
Ha MPAaKTHYECKUX 3aHATHUIX, y4aCTHE B 00CYKICHUU.

MeTtoauka caMOCTOSITENIbHON paboThl MpeABapUTEIbHO Pa3bsICHIETCS MPEnoJaBaTesieM U B
MOCTIETYIOIEM MOXET YTOUYHSATHCS C Y4eTOM HHAMBUAYAJIBHBIX OCOOCHHOCTEH OO0y4aroImumxcs.
Bpems u MmecTo caMmocTosTeNbHOM paboThl BBIOMPAIOTCS 00Y4aIOIIUMUCS IO CBOEMY YCMOTPEHUIO C
Y4€TOM PEKOMEHAALNMN ITpenogaBaTes.

CamMocTosATenbHYyI0 paboTy HaJ AUCLUUIUIMHON CJelyeT HauuHaTh C HU3y4deHHs] paboueit
pOrpaMMbl TUCIMIUIMHBI «J{OKyMEHTallMOHHOE 00ecleueHUe YIPABICHYECKON IeATEIbHOCTH,
KOTOpasi COJEPKUT OCHOBHBbIE TpeOOBaHUS K 3HAHUSAM, YMEHHMSIM M HaBblKaM OOydaeMbIX.
OO6s3arenbHO cleyeT BCOOMHUTh PEKOMEHAALNH TPEenoaBarTeis, JaHHbIE B X0/1€ YCTAaHOBOUHBIX
3aHATUU. 3aTeM — NPUCTYNaTh K M3YYEHHIO OTHAEIBHBIX pa3lieJOB M TEM B TOpPAJIKE,
IPEAYCMOTPEHHOM IIPOIPaMMON.

[TonryuuB npeacTaBieHre 00 OCHOBHOM COJIEP>KaHUU pazfiena, TeMbI, HeOOXOIUMO U3YYUTh
MaTepuag C IIOMOLIbI0 YYEeOHMKOB, YKa3aHHBIX B pasjeie 7 YKa3aHHOW IPOrpaMMBI.
IlenecooOpa3HO COCTaBUTh KPATKUIl KOHCIIEKT WM CXEMY, OTOOPa)KAIOLIyI0 CMBICI U CBS3U
OCHOBHBIX IOHATHH JTaHHOTO pa3jieja M BKIIOYEHHBIX B HETO TEM. 3aTeM, KaK IOKa3bIBAET OIIBIT,
MIOJIE3HO U3YYMTh BBIIEPKKH M3 MEPBOMCTOYHUKOB. IIpH jkelaHUM MOYKHO COCTaBUTh UX KPATKHM
KOHCTIEKT. O0s3aTeNbHO CJEIyeT 3aluChiBaTh BO3ZHUKIIME BOIPOCH], Ha KOTOpPHIE HE YAAIOCh
OTBETUTH CAMOCTOSITEIIBHO.

12



HaumenoBanue |Bomnpocskl, BbIHeCeHHbIE DopMBblI Y4eoHo- ®DopMa KOHTPOJIA
TeMblI HA CAMOCTOSITEIbHOE | CAMOCTOSITEJILHO MeTOoIHYecKoe
H3ydeHue padoThI odecneyeHnmne

Tema 1. OOmmas IIpramHbl PaGora B Juteparypa k Teme, YerHebii onpoc,
XapaKTepUCTHKA BO3HUKHOBEHHUS oubnmorexe, paboTa c MUHTEpHET AoKnazn
yIpaBIeHUYECKUX JOKYMCHTA. Bkitovas ObC. WUCTOYHUKAMH
JOKYMEHTOB HoxymeHT kak | Ilonroroeka

HOCHTEIb JOKJIaa-

yIpaBIIeHYECKOH MIPE3CHTAIHH.

nH()OpMAaITHH.

Ilonstre, dyHKIUN ©

CHocoOBI

JOKYMECHTUPOBAHHUSI.

IIpenmyiuectBa u

HEIOCTATKH

UCIIOJIb30BaHUS

«AIEKTPOHHBIX

JTOKYMEHTOB).

OcobenHoctu uX

XpaHeHUsI.
Tema 2. CocraB u OcobenHoctu Pabota B Jlutepatypa K Teme, YerHbIi onpoc,
MOPSZIOK pa3paboTKu oubanoTeKe, paboTa ¢ UHTEPHET NOKan
pa3paboTKu JIOKYMEHTal1H, Brutrogast ObC. HWCTOYHHUKAMHU
JIOKYMEHTOB B OTpaKaroLLEeH: IToaroroska
yIpaBIeHIECKOH - (hvHAHCOBO- | MOKITana-
ACATCIbHOCTU XO3$11>'ICTB€HHYIO npe3CHTalun

JESITeTbHOCTh

OpTraHM3aINY;

- KOMMEPUYECKYIO

JESITeTbHOCTh

OpTaHM3aIHH.
Tewma 3. OcobenHocTH Pabota B Jlutepatypa K Teme, YerHblIi onpoc,
JlokyMeHTHpOBaHHE | JOKYMEHTHPOBAHHUS oubnmorexe, pabota c MHTEpHET AOKIan
paboThI C 3TaroB TPYAOBOM Brutrovast ObC. HWCTOYHHUKAMHU
MIEPCOHAIIOM JIeSITEIIbHOCTH [Moaroroska

paboTHUKa (IIpUEM, JIOKJIa1a-

nepeBo/l, OTITYCK, Mpe3eHTAIHH.

KOMaH/IMPOBKa,

YBOJILHEHHE U JIP.)

TpynoBast KHMXKKA:

MIpaBwiia BEICHUS U

odopmIIeHusl.
Tewma 4. [lonstne u | JlOKyMEHTONIOTOKHU: PaGora B Jlutepatypa k Teme, YcerHbIi onpoc,
TIPUHITUTIBI BXOJIIIAsA, UCXOAAIIast, | OMOIMoTEKE, paboTa ¢ UHTEPHET JOKIaz
OpraHu3anuu BHYTPEHHSIA Biuroyas ObC. HMCTOYHHUKAMU
JIOKYMEHTO000pOTa | JOKYMEHTAIIHS. [Moaroroska

TexHonorus JIOKJ1a1a-

00paboTku MIpe3eHTAINH.

JTOKYMEHTOTIOTOKOB.

Crnenuduieckue

TEXHOJIOTHH 00pabOTKHI

JOKYMEHTAIHH:

- KOH(UACHIIUATbHAS

JOKYMCHTalWs,

- JOKyMEHTAauus 1o

00palIeHusIM rpaXKJIaH.
Tema 5. CocraBnenue Pabota B Jluteparypa k Teme, VerHbiit onpoc,
Opraamzanus HOMEHKJIATypHhI JIET: OubIMoTeKE, paboTta ¢ MHTEPHET JOKIIaz
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TeKyIel paboTel ¢ | Ha3HAYCHHE, BUIBI, Brumrogast ObC. HMCTOYHUKAMHU
JOKYMEHTaMH 0CcOOEHHOCTH [oaroroBka
odopmiteHusI. JOKJIaza-
DopMHUpOBaHHE JEIT: MIpe3eHTAINH.
OCHOBHBIE OTIepaLInH.
IIpaBuna
OTIEpaTHUBHOTO
XpaHEeHHUs JIeI.
Tema 6. OkcniepTHast komuccus: | Pabora B Jlutepatypa k Teme, YcTHBI# onpoc,
[ToaroroBka OCHOBHBIC (YHKIINH U | OuOnmoTeKe, paboTta ¢ HHTEPHET NoKaz

JOKYMECHTOB K

MTOPSITOK PaOOTHI.

Bxirogas DbC.

HNCTOYHHUKAMU

nepeaaye Ha Odopmnenue nen u [MoaroroBka
apXMBHOE XpaHEHUE | COCTABJICHUE OMHCEH. JOKJana-

[opsimox nepenaun IIPE3CHTAlLNH.

JOKYMEHTOB B apXHB.
Tema 7. Opranunzanus pabotel | Pabora B Jlurepatypa k Teme, YerHbIi ompoc,
OpraHu3aImoHHO- cekperaps OMOIMOTEKE, paboTta ¢ HHTEPHET NoKaz
TEXHUICCKOE pykoBoautens u opuc | Bkmtodas ObC. HCTOYHUKAMHU
obecrieueHue MeHeKepa. [loaroroBka
nenornpou3BojicTBa | Kakue TexHuueckne JOKJaa-

cpencTBa oUCHOM MIPE3CHTALNY.

JeSITeTbHOCTH

UCTIONB3YIOTCS TPU

pabote ¢

JnoxkymeHTamu. 1x posb

Y 3HaueHue?
Tema 8. YHuduuupoBaHHbie Pabota B Jlutepatypa k Teme, YcerHbIi ompoc,
HopmatusHo- CHUCTEMBI oubnmoTexe, paboTa c UHTEpHET NoKyan
METOJIM4ecKast 0a3a | JOKYMCHTAIUY; Brutrogast ObC. HWCTOYHHUKAMHU
nenornpousBojcTea | HopmaTusHO- [Monroroska

IPaBOBbIE AKThI U JOKJaza-

METOANYECKHE MIPE3CHTALHY.

JOKYMCHTHI 110

JIEJIOTIPON3BOJICTBY,

u37aBaeMble

PYKOBOJICTBOM

YUpEexRIACHUN

OpraHu3alni,

MpEeANPUATUHR;

3aKoHOATENbHbIE

aKThl cyOBekToB PD u

NPaBOBBIE AKTHI,

IIPUHUMACMBIC

opraHamu

UCIIOJIHUTETILHOI

BJIacTH CyObeKTOB PD.

6. OueHouyHble MaTepuaJbl /s TPOBeIeHUS] TNPOMEKYTOUHOH AaTTeCTAUMH

o0yyaumuxcss MmO JUCHUIUVIMHEe «JlOKyMeHTalMoOHHOe o0ecneYeHne YIpaBJIeHYECKOM
AeATeJbHOCTID)

6.1. Onucanne noka3zareJieii 1 KpUTEPUEB OLEHUBAHUS KOMIIETEHIIMH, ONMMCAHHE LIKAJ

OlICHUBAHUA
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Ne n/m

HaumenoBanue
OIICHOYHOT'0
cpeAcTBa

KpaTkas xapakTepucTuKa
OLIEHOYHOT0 CPeICcTBa

Ixaga ¥ KpUTEPUHU OLEHKH, 0L

Kpurepuu
OLleHMBAHUS
KOMIIeTEeH MU

Ormpoc

C6op nepBH4HOW MH(pOPMALN
o BBISICHCHUIO YPOBHS
YCBOCHUS MIPOHIEHHOTO
Mmarepuana

«3auTeHO» - ecliu O0yYaroNIHMHCS
JIEMOHCTPUPYET 3HAHUE MaTepuaia
Mo  pasleny, OCHOBAaHHbIE Ha
3HaKOMCTBE c 00s13aTeNnbHOM
JUTEPaTypoll U  COBPEMEHHBIMHU
MyONUKanusIME;, JaeT JIOTUYHEIE,
apryMeHTHPOBaHHBIC OTBETHl Ha
MOCTaBJIICHHBIE BOMPOCHL.  Tarke
OIICHKA «3a4YTCHO» CTaBHUTCS, ©CIH
oOygaromumcs JIOITYTIICHBI
HE3HAYUTENbHbIE HETOYHOCTH B
OTBETaX, KOTOpPHIE OH HCIpPaBISIET
MyTeM HaBOJSIIMX BOIPOCOB CO
CTOPOHBI TPErno1aBaTessl.

«He  3auteHo» -  uUMerOTCS
CyIIECTBEHHBIC MPOOENBI B 3HAHHUU
OCHOBHOTO MaTepHhaia 10 pas3zemy,
a TaKXKe JIOITYTIICHBI
NPUHIUNHAAIGHEIE  OMMOKK — TpH
W3JI0KCHUU MaTepraia.

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, IIK-
6.5

Joxnang-
Ipe3eHTanus

[TyOonuyHOe BBICTYIUICHHE TIO
Hpe)lCTaBJ'IeHI/IIO l'[OJ'Iy‘-IeHHbIX
pe3ynpTaToB B IIpOTpaMMme
Microsoft PowerPoint

«5» — OKJIaj ~ BBINNOJIHEH B

COOTBETCTBUM  C  3asIBJICHHOM
TEMOH, NIpe3eHTaLUA JIETKO
gyuTacMa M sjCHa aJi1 IOHMMaHUuA,
rpaMOTHOE HCIIOJIb30BaHHe
TEPMHUHOJIOTHH, cBoOOIHOE
M3JI0KCHNE paccMaTpuBaeMbIX
npoOsieM, OKIag4uK IPaBUIBHO
OTBETHJI Ha BCE BOINPOCH B XOHE
JICKYCCHUH;

«» — HexoppekTHoe O¢opMIIeHHUE
Npe3eHTalHH, IpaMOTHOE
UCIOJIb30BaHHE TEPMUHOJIOTUH, B
OCHOBHOM CBOOOZHOE MH3JIOKECHHE
paccMaTprBaeMbIX npobiieM,
JOKJIIATYMK YaCTUYHO IIPaBUIIBHO
OTBETHJI Ha BCE BOIPOCHI B XOH€
JIICKYCCHUH;

«3» — OTCYTCTBHE IpE3EHTAlNH,
JIOKJIaT9UK WCTIBITHIBAIT
3aTpyJHEHUs TPH BBICTYIUICHUH W
OTBETE Ha BONPOCH B XO#E
JIICKYCCHUM;

«2» - TOKJIAAYUK HE PACKPBLIT TEMY

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, TIIK-
6.5

KomnoxkBuym

becena MpernoiaBaTes C
YYaIIMMUCS Ha OIpPEeNeHHYIO
TeMy U3 y4eOHOH IPOTrpaMMBI

«3auTeHO» - eciu O00ydJarouIuics
JIEMOHCTPHUPYET 3HAaHHE MaTepHaia
M0 pasaeny, OCHOBaHHBIE Ha
3HAKOMCTBE ¢  00s3aTeIbHOM
JUTEpaTypol M COBPEMEHHBIMHU
MyOMMKAanMsIMK; JaeT JIOTHYHBIE,
apryMEeHTHPOBaHHBIC OTBETHl HA
MOCTaBJIEHHBIE BOMpPOCHL. Takxke
OLIEHKA «3aYTEHO» CTABUTCS, €CIN
o0yyaromumcst JIOTYIIEHBI
HC3HAYUTCIIbHBIC HCETOYHOCTH B
OTBETAX, KOTOPBIC OH HCIIPABIIACT
IMyTEM HaBOJAIINX BOIIPOCOB CO
CTOPOHBI NIPETIOIABATEIS.

«HeszaureHo» - HMEIOTCA
CyIIeCTBEHHBIE MPOOEIHI B 3HAHUU

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, TIIK-
6.5
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OCHOBHOI'O MarTepuala 1o pa3aeiy,
a TaKXKC JAO0NMYyIICHbI
MPpUHIUIINAIbHBIC OLIMOKHU npu
HN3JIOKCHHU MaTepuraJjia.
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6.2. MeToauueckue MaTepuajbl, OINpeJe/siloOllie NPOUeAYPbl OLEHHMBAHUS 3HAHMIA,
YMeHMi, HABBIKOB U (WJIHN) ONBITA AeATeJIbHOCTH, XapaAKTEePU3YIIIHUX dTanbl GOpMUPOBAHNS
KOMIIETEHIIU B TMpoLecce OCBOEHHSI OCHOBHOM MNpodecCHOHANIbHOI 00pa3oBaTe/bHOM
NPOrpamMMbl

No

®opmMa KOHTpoOJIsA/
KOJIbI

IIpouenypa oueHuBaHusA

IIIkana u KpuTEPpUHU OLIEHKHU, 0L

OLlEHUBAaEMbIX
KOMIIeTeHI Ui
1. Ox3amen - [IK-6.1, | [Ipu moaroToBke K 3k3amMeHy | 1. OIICHKa «OTIUYHO» - OOyYaroIIuiCs
[IK-6.2, IIK-6.3, IIK- | HE0GXOaUMO JIOJDKCH JIaTh TMOJHBIC, NCUYCPIBIBAIONINE OTBETHI
6.4, TIK-6.5 OPUEHTUPOBATHCS Ha | Ha BOIPOCHl DK3aMEHAIIMOHHOTO OuWIeTra, B
KOHCITEKTHI JIEKIMH, | 9aCTHOCTH, OTBET MOJDKEH IIPENIoJIararh 3HAHHE
pabouyto MPOrpaMMy | OCHOBHBIX MOHSTHHA M UX OCOOCHHOCTEH, yMEHHE
TACITATIINHEL, MIPaBUIILHO OTIPEACIISATh CIICITUPUKY
HOPMATHBHYIO, y4€OHYI0 M | COOTBETCTBYIOIIMX OTHOIICHHWH, IPABHIBHOE
PEKOMEHTyEMYIO pemieHre mpakThdeckoro 3agaHusa. OleHka
aurepatypy. OCHOBHOE B | «OTJIHYHO» MpPEINOJAraeT HAJIWYHE CHCTEMBI
IMOATOTOBKE K cAaye | 3HaHMM 10 MpeaMeTy, YMEHUE u3Jlararb
9K3aMEHa - 3TO IOBTOPEHME | MaTepual B JIOTHYCCKOM IOCIEAOBATEIBHOCTH,
BCEro MaTepuana | CHCTeMAaTUYHO, TPaMOTHBIM SI3bIKOM, BJIaJCTh
AACHUILIMHBI, IO KOTOPOMY | HaBbIKaMH Cco31aHusl, (dhopMupoBaHUs
HEOO0XOIMMO CIaBaTh | JJOKYMEHTOB, JIOKYMEHT0000pOoTa,

sk3ameH. [Ipu nmoaroroeke k

craue JK3aMeHa
oOydatomuiicss BeCh 00BEM
paboThI JIOJDKEH
pacrpenensiTh pPaBHOMEPHO
1O THSM, OTBEICHHBIM IS
MOJArOTOBKM K  DK3aMeEHY,
KOHTPOJIUPOBATH KaK bl
JICHb BBITIOJTHEHHE
HamedeHHO pabotel. llo
3aBEPIICHUIO W3yUYCHHUS
JTUCTIUTUTAHBI caaetcst
9K3aMeEH. B mepuon
MOJrOTOBKM K  JK3aMEHY
oOyJatouiics BHOBb
oOparaercst K yKe
M3y4eHHOMY (TIPOWIEHHOMY)
ydaeOHOMY Marepuay.

[MoxroroBka oOywaromierocs
K 9K3aMeHY BKJIFOYaeT B ceOs
TPH 3Talla: caMOCTOSITEIbHAS
paboTa B TEUEHUE CEMECTpa;
HETNOCPeICTBEHHAs

MOJITOTOBKA B JTHH,
MPEIIECTBYIOIINE IK3aMEHY
0 TeMaM Kypca; IMOATOTOBKA
K OTBETY Ha 3ajJaHuf,
coaepxammecs: B Owmierax
(Tecrax) ak3aMeHa. DK3aMeH
NPOBOJMUTCA 1O  Owuieram
(TecraMm),  OXBaTHIBAIOIINM
BECh IPOMICHHBIN MaTepHa
JUCITUTLTAHBI, BKJTFOYAs
BOIPOCHI, OTBEJCHHBIC IS
CaMOCTOSITETILHOTO

(¢opMHUpOBaHHEM [€Jl, CO3AAHHUEM [IOKYMEHTOB
110 JINYHOMY COCTaBy U T.J.

2. OIIEHKa «XOPOIIO» - OOyYaroIIuics
JOJDKEH JaTh IIOJIHBIE OTBETHl Ha BOIMPOCHI,
yKa3aHHblE B  JK3aMEHAILMOHHOM  Owuiere.

I[OHYCKaIOTCﬂ HETOYHOCTHU IPHU OTBETE, KOTOPHLIC
BCC€ XKC HC BJIMAIOT Ha NPaBHUIBbHOCTL OTBETA.
OtBer JOJDKEH NpeArnojaratb 3HaHME OCHOBHBIX

MOHATHH M WX  OCOOCHHOCTEH, yMEHUe
[IPaBUJIBHO OIIPEAEIIATh cnenupuky
COOTBETCTBYIOIIIMX  OTHONICHWH,  BIaJCHUE
0a30BBIMH  HaBBIKAMH pelleHns cOopa u
o0pa®oTku  uH(pOpMammMu, i1 CO3JaHUsA

nokymeHTa. OIEHKa «XOpOIIOo» Ipejroiaraer
HaJM4YUE CUCTEMBI 3HAHUH I10 MPEeIMETY, YMEHHE
W3J1araTh Marepuall B JIOTUYECKOU
MOCJIe/IOBATEILHOCTH, CHCTEMAaTHYHO,
TPaMOTHBIM  SI3BIKOM, OJTHAKO, JIOMYCKArOTCA
HE3HAYUTENbHbIE OMIMOKH, HETOYHOCTH IO
Ha3BaHHBIM KPHUTEPUSIM, KOTOPBIE BCE KE He
HCKaXXAIOT CYTH COOTBETCTBYIOIIETO OTBETA

3. OIICHKA «YAOBIETBOPUTEIHHO» -
00yJaronuiicst TOHKEH B 1IEJIOM JaTh OTBETHI Ha
BOINPOCHI, MPEIAJIOKCHHBIC B 3K3aMCHAIIMOHHOM
ouere, OPUEHTHPOBATHCS B CUCTEME
TUCIUTLTUHBI «J{0KyMEeHTaIlMOHHOE O0ecTieueHe
yIpaBlieHHs TIEPCOHAIOM», 3HATh OCHOBHBIE
TIOHATHUS JTOKYMEHTOTIOTOKA, JOKYMEHTO000pOTa,
CHUCTEMY IUCLMIUIMHBL, TPEIMET, OCOOCHHOCTH
OTIENBHBIX BHJOB MpaBooTHOUIEHUH. OreHka
«yIIOBIIETBOPUTEIILHO»  TIPEAIIONAraeT,  4To
MaTepual B OCHOBHOM H3JIOXKEH TI'PaMOTHBIM
SI3BIKOM

4. OIIeHKa «HEYJIOBIIETBOPUTEIHLHOY
MIpeAIoiaraeT, yTo odyJaromumMces 1100 He JaH
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1)
2)
3)

4)
5)
6)

1)
2)
3)

4)
5)
6)
7)
8)
1)
2)
3)

4)
5)

1)

W3yYEHUSI.

OTBET Ha BOMpOC Omiera W (WIM) HE pEIIcHa
3a/laya, TPEAJIOKECHHAs B 3K3aMEHAI[MOHHOM
owrere, MO0 OOyJAOIIHUNCS HE 3HAET OCHOBHBIX
MOHATHI JIOKYMEHTO000POTa, JOKYMEHTOIIOTOKA,
HOPMAaTHUBHO-METOAMYECKOTO obecrieyeHust
JICIIONPOU3BOJICTBA WJIM HE OPUCHTHPYETCS B
cHCTEMe JOKYMEHTAIIMOHHOTO OOeCTCUeHUs, He

JIOKYMEHT0000pOTa

6.3. TunoBble KOHTPOJIbHbIE 3aJaHUSl WJIM HMHble MaTepHaJibl, He00XOAMMBbIe [JIfl
npoueaypsl OUEHWBAHUS 3HAHMII, yMeHHMii, HABBIKOB W (MJIM) ONBITA [eSITEJIbHOCTH,
XapaKTepu3ywIIuX 3Tanbl GopMHUPOBAHMS KOMIIETEHIMA B MpoLecce OCBOCHUS OCHOBHOM
npogeccnoHaILHOI 00pa30BaTeIbHOI MPOrpaMMbI

6.3.1. TunoBble 3aJaHus 1Sl POBEIEHUsI TEKYIEro KOHTPOJIS 00y4aIomIUX Csl

6.3.1.1. 3aganus aJs ompoca:

Tema 1. O01masi XapaKTepUCTHKA YNIPABJIEHYECKUX JOKYMEHTOB.
3aoanue Ne 1. Omnpeaenute omMMOOYHBbIE BAPUAHTHI MNPH OQOPMIIECHHM PEKBH3HTA
«HAMMEHOBAaHHMe OPraHU3alUN», BHECUTE UCTIPABJICHUS:

M1y, PYJIH, PITY, BHUHcenvxo3mauw;

Bcepoccutickas akademus cenbckoxossticmeennvlx Hayk um. B.1. Jlenuna (BACXHUJI);

Omxpvimoe  axkyuoneprnoe obwecmso «Kackaoy, s3axpvimoe axyuonepnoe obujecmeo
«llnmymony,

Qupma «Cnymuuky, hupma «Buonay, nusnas komnanus «Llepepay, padbpuxa «3apsy.

Omoen mapkemunea, omoes nepeso3oK,

Mawcmpoticknao.

3aoanue Ne 2. Haiipute ommOKkM npu oGopM/IeHHH PEeKBHU3UTAa «CIPaBOYHbIe JaHHbIe 00
OpraHu3aIum»:

344014 2op. Kanyea, Kpacuoiii np-km, 68-1, m. (83832)24-32-13, pacu. cu. 1467791

630495, eop. Capamos, yn. Cedosa, 0.87; men. 39-49-57, ¢paxc 39-48-59;

Poccus, 2. Acmpaxans, ya. I'opvkoeo, oguc 45, menegon: (83832) 24-32-18, axc:
(83832)24-32-13;

630005, 2. Open, ya. Kp.-I'eapoetiyes, 35, OAO «Pocay», m.43-17-50, ¢h.43-13-42,

Poccusa, 630076, 2-0 [lensa, np-m Mapca, oom 15/a, k. 46; men. 345-12,;

2. C-I16, yn. I'ocons, Ne 7, ke. 47, 590377, p.cu.2465387, m. 1-23-45-12,;

eop. Mocksa, Poccus, yruya Ilywkuna, 0. 35-2, oghuc 7, menegh. 34-52-1,

M-ea, Poccus, yriuya Hexpacosa, oom 35, kopn.2, keapm.7

3aoanue Ne 3. Kak Bbl 0(p)OpMHUTE PEKBU3UT «aJpecaT?, eI apecaToM ABJIsSIeTCS:

Ilpeoceoamenvy cmpoumenvrnoco koonepamugea B.A. Cokonos, Hauanvmux ynpaeieHus
mapxemunea 340 «Pecama» H.H. Cnasuykuu, oupexkmop wkonvt B.C. Cepeees;

Ilnanoso-sxonomuyeckoe ynpagnenue Bono2oockoeo mebervHo2o KombOuHama, omoen
mapxemunea OO0 «Bumsazvy,

Hexan  ucmopuyeckoco  ¢axynemema  Examepunbypecko2o — 20Cy0apcmeeHH020
YHUBepcumema OOKMOp ucmopuieckux Hayk, npogpeccop E.B. Cepeeeg; eedywuii cneyuanucm
000 «Csemaana» K.E. I[Iponun,; cmapwuu unsxcenep I1.H. Ceemnos;

Hupexmopwi npeonpusamuii 2. llckosa;

Aomunucmpayus parionos Yenabunckoul oonacmu?

3aoanue Ne 4. OrmerbTe Hen04YeTbl B O(GOPMJIEHHH PEKBH3MTA «OTMeTKa 0 HAJMYUH
NPHJIOKEHUSD):
Ipunoscenusa: Kamanoz nosvix uzoenuu; Cneyugpuxayus Hogvix 6U008 NPOOYKYUU,
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2)
3)
4)
5)

6)

Ipunoowcenue: akm sxcnepmusza Ha 1 1. 6 3 9K3. (Hazeauue npunazaemoz20 OOKyMeHmMdA
VKA3aHOo 6 mekcme),

Ipunoowcenue: na 2n. 6 2 9x3. (Hazeanue npuiazaemo20 OOKyMeHma He YyKa3aHo 8 mekcme),

Ipunoosicenue: ookymenm na 2 1. 6 1 9k3;

Ipunooicenue: cnpaska, oannas A.A. Heanosy 6 mom, umo on pabomaem Ha npeonpusmuu
«Pocmexcmunbmauly nomowHuKom cmapuie2o unyicenepa Ha 1 . 6 3 9x3.;

Tpunooicenue: na 3 1. 6 1 3x3. moabko Oupekmopy 3a600y « ¥Ypaimeoensy.

Tema 2. CoctaB u mNOpPSAOK PpPa3padOTKM JOKYMEHTOB B YIpPaBJIeHYeCKOil
AesITeJIbHOCTH.

3aoanue Ne 1. Pa3paboTaiiTe MPOEKT MOJOKEHUS O MOPSAKE paclpeesieHUs ICHSKHOW PEMUH B
TPYAOBOM KOJIJIEKTHBE.

3a0anue Ne 2. PazpaboraiiTe NpPOEKT HWHCTPYKLUMHU IO JEJIONPOU3BOACTBY KOHKPETHOU
OpraHu3aLMH.

3a0anue Ne 3. Onpeaenanrte, K KAaKOMY OPraHH3allMOHHOMY JOKYMEHTY OTHOCSITCS
npeajaraembie gparMmeHTbl JOKyMeHTOB. O00CHYIiTE CBOE pelleHue.

Texer 1.

OMPMEHHOE HAMUMEHOBAHUE

N MECTOHAXOXJIEHHME OBIIECTBA

1.1. TlonaeM ¢upMeHHBIM HanMeHoBaHMeM OOmecTBa sBisieTcs: OOMIECTBO ¢ OTpaHUYCHHOM
orBercTBeHHOCThIO «HOTA». Cokpamiennoe ¢upMmeHHoe HauMeHoBaHHe odmectBa — OO0
«HOTA».

1.2. MecronaxoxaeHue oOmiecTBa (MOYTOBBIM HWHIEKC): MonoaexHeli mpocm., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @enepanus.

Texer 2.

OBILIUE ITOJIOKEHUA

1.1 Cekperapb-pedepeHT OTHOCUTCS K KAaTE€rOpHH CHEHHAIMCTOB MPEANPUATHS, MPUHUMAETCI U
YBOJIBHSIETCS AUPEKTOPOM.

1.2 OcHoBHBIMU ~ 3aauaMu  CceKpeTaps-pedepeHTa  SBISIIOTCS  OpPraHU3allMOHHOE U
JIOKYMEHTAI[MOHHOE O0ecreueHne yIpaBIeHYeCKON 1eATeNbHOCTH

Texcr 3.

1.1. DnextponpoBojKa B y4EOHBIX MOMELIEHUSAX JOKHA HAXOAUTHCS B UCIIPABHOM COCTOSTHUU.
ComnpoTuBieHNE U30JALMH TPOBOJIOB JIOJKHO MEPUOANYECKH 3aMepSThCs, IPU HEOOXOIUMOCTH
JIOJKEH MTPOBOJUTHCSI PEMOHT.

1.2. 3ampemiaercs TOpUMEHSTh JUIS  3aAIIUTBl  JJIEKTPOCETe BMECTO  aBTOMATHYECKUX
MpeloXpaHuTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOI'O U3TOTOBICHUS (CKYUKH).

Texcr 4.

1.1. HWHctpykTop nepBOW KaTeropuu OTHeNa KaJpoB, OpraHU3alMOHHO-MAaccOBOM pabOThl U
KOHTPOJISI OTHOCHUTCS K KATErOPUH CIIELIUAIUCTOB.

1.2. Ha nomKHOCTh MHCTPYKTOpA TEPBOWM KAaTErOpWU HA3HAYAETCS JIMI0, MMEIOIIee BEICIIEe
npogeccuoHanbHOe 00pazoBaHue, 6e3 MpeabsBIeHUs TPeOOBaHUHN K CTaxy paOOThI.

1.3. Ha3naueHwe Ha IOHKHOCTh HMHCTPYKTOpa IEPBOM KAaTErOpUHM W OCBOOOXKIEHHE OT Hee
MIPOU3BOIATCS MIOCTAHOBJIEHUEM (PacCHOPsKEHUEM) COBETA MITH MPaBIICHUS.

3aoanue Ne 4. YcTaHOBUTE COOTBETCTBHE MEKIY BHIOM TOKYMEHTA M Pa3/ieJiOM TeKCTa:

Ycras KOJIMYECTBO IUTATHBIX €TUHUIL]

IIpaBuiia BHyTpEeHHETO (bopMHUpoBaHUE U pacripesielieHue
TPYIOBOIO pacrnopsiaka JI0X0J10B y4eOHOT0 IIeHTpa
[Tonoxxenne (GYHKLINU ¥ JODKHOCTHBIE 00513aHHOCTH
JIOKHOCTHAS! HHCTPYKITHS perucrpanus JOKyMEeHTOB

[lITaTHOE pacnucanue OCHOBHBIC (DYHKIIUH MTPEITPUATHS
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Wuctpykuus o MOPSIOK TIpHUEMa U YBOJIbHEHUS
JEJIONPOU3BOJICTBY paboTHUKOB

3aoanue Ne 5. OmpenejuTe, B COCTaBJEHMH KAaKOro BHMIAa OPraHU3alMOHHOIO JAOKYMEHTa
NPUHHMAET yYacTHe YKA3aHHbIH CIeHATNCT:

1) Cneuuanuct oT/ena KaapoB —

2) CoTpyIHHK IIAHOBO-9KOHOMHYECKOTO OT/eia —

3) HOpucr —

4) PyKOBOAWTEINb JCIONPOU3BOICTBEHHON CIIY>KOBI —

5) CrenuanucT onpenesieHHOH 0Tpaciy MPOU3BOICTBA —

3aoanue Ne 6. CocTaBbTe NIPUKa3 B COOTBETCTBUY €O CJIeIYIOIIUMH CUTYalMAMU:

1) B opranuzanyu HeoOXOAUMO YTBEPIUTh HHCTPYKIIHUIO IO JACIONPOU3BOJICTBY;

2) B OAO «3amyck» Obula TpOBEJCHA NPOBEPKA (PMHAHCOBOW OTYETHOCTH XO3SHWCTBEHHOMN
NesITeIbHOCTH, B XO/1€ KOTOPOH BBISBIEHO, YTO HAa MPEIIPUATUH HE BEAETCS KYypHAJ ydeTa
BBIJIa4X JOBEPEHHOCTEH U OTCYTCTBYET OTYETHOCTh IO KOMaHHMPOBKaM;

3) HeobOxomumo opraHu3oBaTh pabOTy B Npa3JHUYHBIC JHU (HAYaJbHUK OXPaHBI JOJDKCH
ore4yaraTh MPOU3BOJICTBEHHBIC TOMEIICHUS U 00ECTIEYUTh OXPaHy; AUPEKTOP 10 EPCOHATY
JIOJDKEH OpraHu30BaTh JIKYpCTBO Ha TeiedoHe TIJaBHOro oduca s ONEepaTUBHOTO
pelIeHs BOIIPOCOB; TIIaBHBIM OyXTanTep AoJDKeH 0(hOPMUTH OIUIATY JEKYPCTBA B JBOWHOM
pasmepe);

4) HeoOXomuMoO OpraHM30BaTh IOATOTOBKY K EXKErOAHOMY CEMHHApPY (AMPEKTOp IO
MapKETUHTY JOJDKEH NPEeACTaBUTh TE3UCHl JOKJIAJA0B CHELHMAIMCTOB-MAPKETOIOIOB 110
3apy0eKHOMY PBIHKY; CEKpeTapb T'€HEpPaJbHOTO IHPEKTOpa JOJDKEH IMOATOTOBHTH IUIAH
OpraHU3alMOHHBIX MEPONPUATHUI 110 MPOBEJCHUIO CEMHHApPA; IVIaBHBIM OyXxrajirep JOKEH
COCTaBHTh CMETYy pPAacXoJOB II0 OpraHu3alMd pabOThl CEKIMHA ©  IMPOBEIACHUIO
3aKJIIOUUTEIBHOTO OAHKETA).

3aoanue Ne 7. J1onoJHNTE BHICKA3bIBAHMS:
1) Bwioensitomes credyowue 6udvl pacnopsioumenrbHulx 00KYMeHMO8:
- IPUKA3....;
2) evloensromces ciedyruue pazHo8UOHOCMU NPUKA308. NPUKA3 NO OCHOBHOU OesimebHOCHIU.... ... ;
3) mexcm pacnopsaoumenvbHo20 OOKYMEHmA umeem cledylouue peKeUsUumvl: HAUMEHOBAHUe
opeaHuzayul.....

3aoanue Ne 8. Tlpoanaau3upyiiTe J10KYMeHT, MCNOJb30BAHHBIN B «3anmuCcHbIX KHMAKKax» U.
HNabda. Onpenesnre ero BUJI U KOHCTUTYHpPYIOIUHe npu3Haku. Kak o0bIrpeiBaeTcst 1aHHbII
JAOKYMEHT B Xy/10:K€CTBEHHOM MPOU3BeIeHUH?

Hano cue momy-cemy (maxomy-cakomy) 8 mom, 4mo emy paspeuaemcs mo 0a ce, Yymo
NOONUCHIO U NPUTIONHCEHUEM nedamu yoocmogepsemcs. 3a mako2o-mo. 3a cako2o-mo. Yupescoenue
«A3 ecmbr4.

3aoanue Ne 9. CocTaBbTe TOKJIAJIHYIO 3aNIMCKY LIS CJIeyIOLIel CUTYalluu.

Menekep OTIeNa ONTOBBIX MPOJAX JOTOBOPWICSA O IOCTaBKax HOBOIO TOBapa B CETh
MarasuHoB «OQKoueHTp». [lnd ckopeiilero 3HaKOMCTBa MOTPEOUTENST C TOBAPOM U IOBBILICHHUS
o0beMa Mpoaak ObUIO MIPUHATO PEIICHNUE O Pa3MEIIEHNH B TOPTOBBIX TOUKAX IMOCTEPOB C PEKIaAMON
JTaHHOTO ToBapa. OHaKo Ha CKiIaje ¢puinana MocTepoB B JOCTATOYHOM KOJIMYECTBE HE OKa3aJocCh,
¥ BO3HHUKJIA HEOOXOJMMOCTh 3aKa3aTh MX Ha IEHTPAJIbHOM CcKiiane Gupmbl. JIOKIagHyO 3amucKy
COCTaBUJI MEHEKEP Ha UMsI HAYaJIbHUKA OTAEJIA ONTOBBIX MPOJAXK.

3aoanue Ne 10. CocTaBbTe aKT O NMPOBEPKE paboTHl ¢ JOKyMEeHTaMH B oTnene mapkerunra OO0
«Kapar».
[TpoBepky nmpoBoamiia 22 HOAOPs TEKYILEro roja KoMuccHs B coctase ri1. byxrantepa M./I.
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AHnToHOBa (mpencenarens), 3aB. Kannenspueir JI.JI. LllykuHO¥W, HaYalbHUK OTIEIa MapKETHHTA

K.E. TarupoBa. Kommuccus mpoBena OpraHu3allMi0 M YCJIOBUSL XPaHEHHUsS YIPaBIECHYECKUX

JNOKyMEHTOB. DAKTOB yTpaThl, IOPYM U HE3AKOHHOI'O YHUUYTOXKEHHS JOKYMEHTOB HE YCTaHOBIICHO.

OnHako KOMHCCHSI YCTaHOBHJIA PsiJi CYILIECTBEHHBIX HEJOCTATKOB: HECBOCBPEMEHHO (DOPMUPYIOTCS

B JIeJla UCIIOJHEHHbIE JJOKYMEHTBI; 3ar0JIOBKU JIeJl HE BCErja COOTBETCTBYIOT HOMEHKIIATYype JIell.

AKT cocTtaBlieH B 3 3Kk3. (U1 HaYaJIbHUKA OT/IeNla MapKETUHTa , 3aB. KaHUespuei, B aeno No 15-

06). OcHoBanmeM sBIsIeTCS TMpuKa3 aupekTopa ot 20 Hos0ps Tekymero roga No 23 "O

COBEPIICHCTBOBAHUH JIOKYMEHTALIMOHHOTO OOECIICYCHHUS ACATEIILHOCTIY. Y TBEPKAACTCS aKT TEH.

Hupexropom OO0 «Kapar» M.K.MBanoBbeiM 23 HosiOpst Tekymero roma. OcTaibHbIe PEKBU3UTHI

JIOTIOJIHUTE CAaMOCTOSITEIIBHO.

IIpnMepHbIe BAPUAHTHI 32JaHNH KOHTPOJIbHOIO Cpe3a VISl TEKYIero KOHTPOoJIst
KoHTponbHBIN Cpe3 MPOBOAUTCS € LENbI0 TEKYIIEr0 KOHTPOJS 3HAHUN, 00y4aroImuXxcs 10

OYHOH (hopMe 1Mo UTOraM u3ydeHus Tem 1-5.

Bapuanr 1

1. 3akoHYMTE HaYaTOE MPEUIOKEHUE OJTHUM U3 TPEX BapUAHTOB OTBETA

JIOKyMEHTO000POT- ABIKEHHE JJOKYMEHTOB B OpPTraHU3allMi C MOMEHTA UX CO3JaHuUs JI0:

A) nepeauu Ha UCTIOJHEHUE

b) noammBku B eno

B) 3aBepiieHys UCIIOIHEHUS UM OTIIPaBKU

2. JlomxHa 1M MHCTPYKIMS IO JIEJIONPOU3BOJCTBY OpPraHM3allMd YCTAaHOBUTH TEXHOJOTHIO BCEX

JIeJIOTIPOU3BOACTBEHHBIX ONEpaltii, BBIIOJHIAEMbIX B OpraHu3aiu’?

A) na

b) Her

3. Ilpu perucrtpanum Kakoro JOKyMEHTa JaTy pPErucTpalli YKa3blBalOT HE B JIEHb €ro

HOIIIUCaHus?

A) npuka3

b) nmporokon

B) pemenue

I') nocranoBnexnue

4. Ecim IOKyMEHT OTIIpaBIIIETCS B JBa aJpeca IO IMoYTe, TO CKOJIBKO HEOOXOIUMO MOATOTOBUTH

9K3EMIUISIPOB 3TOTr0 JTOKyMEHTa?

A) uetbipe

b) nBa

B) tpu

5. KTo moxet paboTaTh ¢ JOKYMEHTaMH, UMEIOIIMMU KOMMEPUECKYIO TaltHy?

A) TONBKO PYKOBOJUTEIND

b) Bce paGoTHUKH OpraHu3aLu

B) pykoBoauTeny CTpyKTYpHBIX NOAPA3/IEICHUNA, OpraHu3aluii

I') paboTHHKH, OTIpe/ieIeHHbIE PYKOBOAUTEIEM

Bapuanr 2.

1. PekBU3UT HOKYMEHTA -3TO:

A) ero oTaenbHBIN HHOOPMALMOHHBINA AIIEMEHT

b) wacTsb ciyxe6HOrO nrcbMa

B) ¢bupmennslii 6aHK

2. B xakoM ciy4ae npaBUIbHO O()OPMIIEH PEKBU3HUT «ApecaT»?

A) Hupextopy kol No 269 Matseeoii Tamape Ilerposne

b) lupexropy mkomnsl No 269 Marseesoii T.I1.

B) 129128, Mocksa, yi. Pocronunckas, 7 Iupekropy mxkossl No 269 r-xe Marseesoit T.I1.

I') Aupexropy MockoBckoii mkossl No 269 T.I1. MarBeeBoii

3. B xakom ciydae mpaBmiIbHO OoopmileH pekBU3UT «OTMETKa O HAIWYUU TPUIIOKEHUSN», €CIIH B

TEKCTE CONPOBOJUTENIBHOTO MMMCbMa HE YIIOMHUHAJIOCH O IPUIIOKEHUN?

A) ITPUJIOXKEHMUE: CrpaBka o cornacoBanuu rmpoekta Ha 4 1. B 1 3K3.

b) Ot3b1B o poekTy Ha 2 1. B 1 3K3.

21



B) IIPUJIOKEHUA: na 6 1. B 1 3k3.

4. B xakom cnydae mpaBuiIbHO odopMiieH peKBU3UT «lloanucky» Ha OmaHKe JOKyMeHTa?
A) upexTop mkonsl No 25 TMoamucs B.A. TletpoBa

b) Mupexrop mxoiusl [Tognuce [lerposa B.A.

B) Hupexrop [Toanuce B.A. IlerpoBa

5. PexkBu3uT coriacoBanus 0hoOpMIISIOT CISIYIOIIMM 00pa3oM:
A) COI'JTACOBAHO

[Iporokon 3acenanus

[IpaBnenus crpaxoBoi

komnanuu «llmaneray

ot 21.06.2003 No10

b) H.U. Opios

IoANHCH

B) HauanbHuk 1opuauueckoro oTaena

nuyHas noanuck .M. Cunopon

21.12.2003

Bapuanr 3.

1. B orcyrcTBHE PYKOBOIUTENS MOAMUCAHUE JOKYMEHTa 3aMECTUTEJIEM WM HCIOIHSIIOIIUM
00513aHHOCTH PYKOBOIUTEIIS:

A) 3a nupekropa A.N. Ilerpos

(moamnuce ero 3ama Cumoposa)

b) upexrop A.N. Ilerpos

(nmonnuck ero 3ama CuiopoBa)

B) U.0. gupexropa I'.B. Cunopos

(JIM4Has TOATHUCH)

2. [TonsaTHe «/lenonpon3BoaCTBOY» - 3TO:

A) cucrteMa XpaHeHUs JOKYMEHTOB

b) coctaBnenue JOKyMEHTOB

B) nokymenTupoBanue u opranuzanus paboTsl C JOKyMEHTaMU

3. C noMo1IpI0 KaKoro peKBU3uTa 0popMIISeTCs BHEIIHEE COrJIacOBaHUE JOKyMEeHTa?
A) BU3bI, COTJIACOBAHUS

b) rpuda cornacosanus

4. Ecnu 1Be opraHu3aliy COCTaBIISIOT COBMECTHBIN JOKYMEHT, TO OH OOpPMIISETCS:
A) Ha OnaHKe NepBOM OpraHu3aluu

b) na Onanke BTOpOi opranuzanuu

B) na nucre Oymaru popmata A4

5. KeM nmoanuceIBaroTCsl JOKYMEHTBI, COCTaBIsIEMble KOMUCCHEN?

A) pykoBOJIUTENEM OpraHU3alun

b) npeacenarenem

B) npencenarenem u uieHaMu KOMUCCHH

I') npencenarenem u cekperapeM

Bapmuanr 4.

1. Ha xaxom ciy:xe0HOM NHcbMe MpOCTaBisgeTcss peKBU3UT «CChlIKa HA peruCcTPallMOHHBIN HOMEp
U J1aTy JOKyMEHTa»?

A) npocbbax

b) conpoBoauTenbHbBIX

B) undopmarimonHbIx

I') otBeTax

2. Kakue oprannsanvoHHble JOKYMEHTBI YTBEPKAAIOTCS PYKOBOUTENIEM OpraHU3aIiu?
A) NOMIKHOCTHBIE UHCTPYKIIUU

b) nonosxeHust o CTpyKTYpHBIX MOAPA3AEIECHUAX

B) mwrtatHoe pacniucanue
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I') mpaBusia BHyTpEHHETO pacnopsiaKa

J1) Bce nmepeynciaeHHbIe BbIIE JOKYMEHTBI

3. YUTto o3HayaeT BU3a IOPUCTA HA MPUKaA3e?

A) BHYTpEHHEE COTJIaCOBAHME, IOATBEPIKAAIOLIEE, YTO IPUKA3 HE IPOTUBOPEUUT 3aKOHY
b) o0s3aTenbHBbIil pEKBU3UT MPHKA3a, IPUIAIOUINN eMy IOPUIUIECKYIO CUITY

4. V3 kakux 4acTer COCTOUT TEKCT MPOTOKOIA?

A) KOHCTaTUPYIOIIEH, BBOTHON

b) BBOIHOM, 3aKITIOUUTENILHON

B) BBO1HOM, 0000IIarOIIICH

I') ocHOBHOIA, 3aKITIOUNUTENBHOMN

J1) BBOJTHOM, pacriopsIuTEIbHON

E) ocHOBHOM, mOCTaHOBIISAIOIIEH

’K) BBO1HO#, OCHOBHO#

3) Bce BBILLIEIIEPEUNCIIEHHOE

5. Kakoit moxer ObITh OOLIMK pacHOPSIUTENBHBIA JOKYMEHT NBYX OpTaHHW3alliid, B OJHOH W3
KOTOPBIX U3JAETCs IPUKA3, B IPYroil -pacrnopsikeHue?

A) mpukas

b) nocranosnenue

B) pemenne

I') ykazanue

6.3.2. TunoBble 3a1aHusA A5 NPOBEJAEHUs MPOMEKYTOUHOM aTTeCTAIIMH 00yYAIOIIMXCS
IIpomexxyTounass —arTecranuss 1O JUCHMIUIMHE  «JloKyMeHTalMoHHOe oOecreueHue
YIIPaBJICHYECKOH IEATEILHOCTHY IPOBOIUTCS B (hOpME dK3aMEHa.

6.3.2.1. TunoBbie BONPOCHI K IK3aMEHY
1. [lenonpou3BOACTBO  Kak (YHKLHUS YIpaBJIEHUS, COBPEMEHHbIE TpeOOBaHUS K €ro
OpTaHU3aIH.
JIOKyMeHT, OCHOBHBIE IOHATUS, PYHKIIMM U CIIOCOOBI TOKYMEHTHUPOBAHUSI.
WNudpopmanus u 10KyMEHT.
Knaccugukanus nokymeHra.
ONEKTPOHHBIN JOKYMEHT U TIOKYMEHTOOOOPOT.
VYHuukanyus M CTaHJApTU3alUsl KaKk OCHOBHOE HAIpaBJIEHHE COBEPIIEHCTBOBAHUS
JTOKYMEHTOB.
Cucrembl TOKyMEHTALIUH.
YHUGHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.
OO6ue TpeOOBaHUS K TEKCTY JOKYMEHTA.
10. ITopsinok U3MOKEHHUS TEKCTA JOKYMEHTA.
11. A3bIK cy’eOHBIX TOKYMEHTOB.
12. HopmaTuBHO-TIpaBOBas 6a3a JIeIONpON3BOJICTBA.
13. CocTaB peKBU3UTOB, IPaBUIA UX OPOPMIICHHS.
14. Buspl 6;1aHKOB JOKYMEHTOB, UX XapaKTEPUCTUKA.
15. TlpaBuna oQopmiieHHs, H3TOTOBJIEHUS, y4€Ta, HCHOJb30BAHUS W XpaHEHHUs OJaHKOB

o UTA WM

© N

OpTaHU3aIIH.

16. XapakTepuCTHKa U COCTaB PACHOPSAUTENBHBIX TOKYMEHTOB: TPEOOBAHUS K COCTaBJICHUIO U
0(pOpMIIEHHIO.

17. PazpaboTka JOKYMEHTAIlMH, OTpaKalollell (UHAHCOBO-XO3AWCTBEHHYIO JEATEIbHOCTh
OpTaHU3aIIH.

18. Pa3paboTka 10KyMeHTaluH, OTPaXaroueil KOMMEPUYECKYIO 1eATeIbHOCTh OPTaHU3aIH

19. JlokyMeHTHpOBaHHE PaOOTHI C IEPCOHAIIOM.

20. Komruiekc KaJipoBOi JOKYMEHTAIHH.

21. YaudummpoBaHHble (GOPMBI MEPBUYHON YYETHOH JOKYMEHTAIMH 0 y4YEeTy TpyAa U €ro
OILIaTHI.
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22. O6mue mpasuia ohopMIICHHUS TTPUKA30B 110 JUIHOMY COCTaBY.

23. TpynoBoii 1OroBOp: CoJEpKaHHUE U TMOPSIOK 3aKIIOUCHHUS.

24. OcoOEHHOCTH JTOKYMEHTHPOBAHHUS ATANOB TPYAOBOW ACATEIHLHOCTH PAOOTHHKA: TPHEM,
NepeBol, OTIYCK, KOMaHAMPOBKA, YBOJIbHEHHUE, TOOIIPEHNUE, TUCIUIITHHAPHOE B3bICKAHHUE.

25. [TpunHuummns! 1 GopMbl OpraHU3aIMK JEIONPOU3BOCTBA HA IPEITPUITHH.

26. Cny:xba  TOKYMEHTAIIMOHHOTO  OOECTeUeHUs  yhpaBicHHs: (QYHKIMH, CTPYKTYpa,
JOJKHOCTHOM COCTaB.

27. TlonsiTHe, NPUHIMITBI U XapaKTEPUCTUKU JOKYMEHTO000pOTA.

28. OCHOBHBIC ATaIbI IOKYMEHTO000POTA.

29. IlepBoHavanbpHast 00paboTKa JOKYMEHTOB B OpraHU3alllu.

30. TexHOMOrUsI PACCMOTPEHUSI TOKYMEHTOB B OPraHU3AIIHH.

31. Peructparusi JOKyMEHTOB, €€ 3Haue€HHE U (OPMBI.

32. KoHTpoIh HCTIOTHEHUS TOKYMEHTOB.

33. XapakTepucTuKa JOKYMEHTOIIOTOKOB: BXOSIIAs, UCXOASIIAs, BHYTPEHHSASA JOKYMEHTAIIHSL.

34. TexHoyorust paboThI C JOKYMEHTOIIOTOKAMH.

35. Ocobennoctu paboThl ¢ KOHGHUASHIMATBLHON TOKyMEHTaINEH.

36. TexHosiorus paboThI ¢ OOpAICHUSIMHU TPAK/IAH.

37. CucremaTH3anus JOKYMEHTOB, UX Y4eT 1 00ecrieueHre COXPaHHOCTH.

38. Homenkunartypa aein: BUIbl, COJAEPKaHUE U MOPSIIOK COCTABICHUS.

39. ®opmupoBanue u 0HoOpMIICHHUE JIEII.

40. OcHoBHBIE TPEOOBAHMS K OPTaHU3AIMH TEKYIIETO XPaHEHUS UCTIOTHEHHBIX TOKYMEHTOB.

41. DxcnepTu3a LEHHOCTH JOKYMEHTOB.

42. Cpoku XpaHeHUs TOKYMEHTOB.

43. TloaroToBka JOKYMEHTOB K CJ]au€ B apXUB.

44. CocraBienue U 0OpMIICHHUE OTHCH JIElI.

45. ApXxUBHOE XpaHEHHE JOKYMEHTOB.

46. OcHOBHBIE TPEOOBaHMS K OOECIIEUEHUIO0 COXPAHHOCTH IOKYMEHTOB B apXUBaXx.

47. ®opMbl UCIIOJIb30BAHMSI TOKYMEHTOB U3 apXUBa.

48. Opranuzanust paboThl CEKpeTapss PyKOBOAUTENS U 0(UC MEHEIKEPA.

49. TexHuueckue cpencTBa OpUCHOHN e TETbHOCTH.

50. KoMniploTepHbBIE TEXHOJIOTUU CO3AaHUS U 0POPMIIEHUS JOKYMEHTOB.

51. CymHOCT, M OCHOBHOE Ha3HAYCHHE JIOKYMEHTAllMOHHOIO OOECIeYeHMsI YIpPAaBJICHUS B
COBPEMEHHBIX YCIOBHSIX

52. HeoO0X0mMMOCTh M 3HAaYEHNE CEKPETAPCKON NesITeTbHOCTH

53.Ponp  JAOKyMEHTallMOHHOrO  oOecrieuyeHHss B~ COBEPILIEHCTBOBAHUM  YIPABICHMS
PEIIPUATHIMH

54.Vicropusi CTaHOBJEHUS M PaA3BUTUS JOKYMEHTAIMOHHOTO OOECIeUeHHUs YIpaBJICHUS B
Poccun

55. SI3bIK ¥ CTHIIB AETIOBOM TOKYMEHTAILIUU

56. JIomKHOCTHAS MHCTPYKIIUS B OPTaHU3AIH

57.Ilpuka3s: BUbI, COCTAaB COJEPKATEINBHOM YacTH, PEKBU3UTHI

58. IIpoTokoi: BUBI, COCTaB COAEPIKATENLHON YaCTH, PEKBU3UTHI

59. CpaBka: BUJIBI, COCTAB COJIEPKATEIbHON YaCTH, PEKBU3HTHI

60. loxmagHast, oOBSCHUTENbHAS 3alMCKH B OPTaHU3AIlMH: BUJBI, COCTAaB COAEP)KATEIHLHOU
YaCTH, PEKBU3UTHI

6.4. MeToanueckue MaTepHuaJibl, ONpeAeJsiiOle MPOUeIYPbl OLEHUBAHUS 3HAHUIA,
YMEHHUIii, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XaPAKTEPHU3YIOIIHUX ITANbI (popMHUpPOBaAHUA
KOMIIeTEeH I

C numenpr0 ompeneneHus yYpPOBHA OBJIAJACHHS KOMIETEHUHWAMM, 3aKPEIUICHHBIMH 34
JUCLUIIIMHOM, B 3aJlaHHbIE IIPENOAABATEIIEM CPOKM IIPOBOJAUTCSA TEKYIIUH U IPOMEKYTOYHBIN
KOHTpPOJIb 3HAHWUN, YMEHUIH M HaBBIKOB KaXKAOro oOywaromierocs. Bece BUAbI TEKylIero KOHTPOJS
OCYULIECTBIISIOTCS Ha IMPAKTUYECKUX 3aHATHAX. VICKIIOUeHue COCTaBIseT YCTHBIA OIPOC, KOTOPBIN
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MOYKET MPOBOAUTHCS B Hauajie WM KOHIE JIEKIMU B TeueHue 15-20 MHUH. C LENbI0 3aKperieHus
3HaHUN TEPMHUHOJOTUU O AucuMIuiuHe. [Ipu olieHKe KOMIETEHUWH MPUHUMAETCS BO BHHUMAHHE
(dbopMupoBanue MpoecCHOHATHLHOTO MHPOBO33PEHHS, ONPEACIEHHOTO0 YPOBHS BKIIIOUEHHOCTU B
3aHATHS, Pe(IICKCUBHBIC HABBIKH, BIIQJICHUE U3Y9a€MbIM MAaTEPUAIIOM.

[Ipouenypa oneHUBaHUS KOMIIETEHIIUH 00y4YarolMXCcsi OCHOBaHA Ha CIIEIYIOIIUX CTaHIapTax:

1. [lepnoAMYHOCTH TPOBEICHUSI OLICHKH.

2. MHOrocTyneH4aTocTh: OLEHKa (KakK MpenojiaBaTesieM, TaKk U 00yJarolIMMHUCS TPYIIbI) U
CaMOOIICHKa O0y4Yaromerocsi, OOCYXIEHHE pe3yJbTaTOB M KOMIUIEKC Mep IO YCTPaHCHHIO
HEJO0CTaTKOB.

3. EauHCTBO HMCHONIB3yeMOM TEXHOJOTHHU /I BCEX OOY4YaroIIMXCs, BBINOJHEHHUE YCIIOBUN
COIMOCTaBUMOCTH PE3YyJIbTaTOB OLICHUBAHMUS.

4. CobnroieHre OCIe10BaTENbHOCTH POBEACHUS OLICHKHU.

Texymas arrecranusi od0yqyaomuxces. Texyias aTTectanns 00y4aromuxcs M0 JUCHUILTUHE
«/loxyMeHTalimoHHOE OOecreyeHue YIpaBiICHUs MEPCOHATIOM) MPOBOJUTCS B COOTBETCTBUHU C
nokaabHbIMU HopMaTuBHBIMU akTamMu HOY BO «MHVYIIBT» u siBnsiercs 00s3aTenbHOM.

Texymas arrectanus Mo JUCHUIUIMHE «J[OKYMEHTAIMOHHOE 00eCIeYeHHne YIpaBICHUECKON
NeSITeIbHOCTHY TPOBOAUTCA B (OpME ONpoca U KOHTPOJBHBIX MEPONPUATHUN IO OLEHUBAHUIO
(bakTUYeCKUX pPe3yJabTaTOB OOy4YeHUS OOYYAIOMIMXCS W OCYIIECTBISETCS IPEeroaaBaTeieM
JTUCIUTUTAHBI.

OObeKTaMu OIEHUBAHMS BBICTYIIAIOT:

1. ydeOHas IUCHUIUIMHA (AKTHBHOCTH HA 3aHATHSAX, CBOEBPEMEHHOCTH BBITOJIHEHHUS
Pa3MYHBIX BUIOB 33JaHUH, TOCEIAEMOCTb BCEX BUIOB 3aHSATHIH IO aTTECTyeMOW AUCLIUIUINHE);

2. CTENEeHb YCBOCHHSI TEOPETHUECKHUX 3HAHHUI B KQUECTBE «KIIIOUYCH aHATIH3a»;

3. YPOBEHb OBJAJICHUS] TPAKTUYECKHUMH YMEHHUSMH M HaBBIKAMH [0 BCEM BHJAM
yueOHOU paboThI;

4. pe3yabTaThl CaMOCTOSITENFHONW palboThl (M3y4eHHWE KHUT M3 CHHCKa OCHOBHOH M

JIONOJTHUTEIBHOMN JIUTEPaTyphbl).

AKTUBHOCTh OOydaromierocs Ha 3aHATHUSAX OLEHHBACTCS HAa OCHOBE BBIOJHEHHBIX
oOyyaromumcst paboT U 3aaHUH, IPelyCMOTPEHHBIX JaHHOW paboyel mporpaMMoi JTUCIUITIIMHEI.

Kpome ToOro, omnenmBaHue OOYyYalOImErocss IPOBOAMUTCS Ha TEKYIIEM KOHTPOJIE TIO
aucuuiuinHe. OneHuBaHue o0ydaronierocs Ha KOHTPOJIbHOM HeJlelle MPOBOAUTCS MPeroaaBaTesieM
HE3aBUCHMO OT HAJIMYMS WIIM OTCYTCTBHSI 00ydaronierocs (1o yBaXUTEIbHON MM HEYBAKUTEIHHON
npuyrHe) Ha 3aHATUU. OLEHKa HOCUT KOMIUIEKCHBIH XapakTep M YUYUTBIBAeT JOCTHUKEHUS
00y4aroIIerocst o OCHOBHBIM KOMIOHEHTaM y4eOHOT0 Tpolecca 3a TeKYIIUN TIepHOI.

OneHrBaHue 00Y4YarOUIETOCs HOCUT KOMIUIEKCHBIM XapakTep M YUUTBIBACT JOCTHXKEHUS
00ydJaroImerocss MO OCHOBHBIM KOMIIOHEHTaM Y4eOHOTO mpolecca 3a TEeKyIIHH Iepuos ¢
BBICTABJICHUEM OLICHOK B BEIOMOCTH.

IIpome:xkyTounasi arrecranus odyyawmuxcs. [Ipomexxyrodnas aTrectanusi 00yJaromuxcs
M0 AMCLUUIUINHE «J{0KyMEHTallMOHHOEe oOecrieueHne yIpaBlIeHYeCKOH NesTeIbHOCTHY MPOBOAUTCS
B COOTBETCTBUHU C JIOKalIbHbIMU HopMaTuBHbIMM akTamu YOY BO «MHVIIBT» u sBnsgercs
00s13aTENbHOM.

[IpomexxyTounasi —arTecramuss 1O JucHHIUIMHE  «JlOKyMeHTaloHHOE obecneueHue
yIIpaBJIEHYECKOH JesITeTbHOCTHY MPOBOJAUTCS B COOTBETCTBUU € YUeOHBIM IJIAHOM Ha 4 Kypce B 8
cemecTpe Juisl o4HOM (opmbl 00ydeHMs, Ha 5 Kypce B 9 cemecTpe i OYHO-3a0YHOU (POpPMBI
o0y4eHus, Ha 5 Kypce B 9 cemecTpe A 3a04HON (opMBbI 00ydeHus; i BceX (GopM 0O0ydeHus B
BUJC DK3aMeHa B TIEPUOJ[ 3aUETHO-DK3aMECHAIIMOHHOW CECCHU B COOTBETCTBUU C TpaduKoM
MIPOBE/ICHUS.

OOyuaromnmecsi TOMYCKAIOTCS K 9JK3aMEHYy MO JUCIHUIUIMHE B CIIy4ae BBITIOJHEHUS WM
y4eOHOT0 TUIaHa MO JUCLUUIUIMHE: BHIMOJIHEHUS BCEX 3aJJaHUN U MEPOIPHUITUHN, PETyCMOTPEHHBIX
MIPOTPaMMO¥ TUCIIUTIIIHEI.

OneHka 3HaHUN 00YYAIOIIErocs Ha K3aMEHE ONpeeNsieTcs ero yueOHbIMU JOCTHKEHUSIMH B
CEeMECTPOBBIN TIEPUO]] M PE3YIIbTaTAMH TEKYIIETO KOHTPOJIS 3HAHUH 1 BBITOJTHEHHEM MM 33 IaHHA.

3HaHUS yMEHUs, HaBBIKM OOYYaIOIIEerocs Ha S5K3aMEHE OIICHHMBAIOTCS KakK: «OTIMYHOY,
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«XOpOIIOY, «YAOBIECTBOPUTEIBHO», «HEYIOBICTBOPUTEILHO.
OCHOBOI 17151 onpeieTIeHNs. OLEHKU CIYXXUT YPOBEHb YCBOEHHs 00ydarolMMUCS MaTepuaa,
MPEAYCMOTPEHHOTO TaHHOW pabodeil mporpaMMoi.

7. TlepeyeHb OCHOBHOW W ONMOJHHUTEJIbHOWH y4eOHOIi JUTEpaTypbl, HEOOXOAUMOI A
OCBOCHUSI JUCIHUIJIMHBI

a) oCHOBHas y4yeOHasl JUTepaTypa:
1. I'amxuea E.FO. CoBpemMeHHOE KaapoBOE JEJIONPOU3BOACTBO [DIJIEKTPOHHBIM pecypc:
pabouast Terpaab Ui TPAKTHUECKUX U CEMHHAPCKUX 3aHATUN JUIS CTYIEHTOB-OaKalaBpoOB,
oOyJaromuxcsi M0 HAMPaBICHUIO MOATOTOBKH «MenemxmenTy/ ['amkueBa E.FO.— Diektpos.
TekcToBble NaHHble.— KpacHonap, CapatoB: FOxHbI HHCTUTYT MeHEKMEHTa, Al [Tu Op Menua,
2017.— 61 c.— Pexxum moctymna: http://www.iprbookshop.ru/73260.html
2. Kysnemopa W.B.  JlokymeHTanmoHHOe  oOeclieueHHWE  yNPaBICHHUS  MEPCOHAIOM
[DnekTpoHHEIN pecypc]: yuebHoe mocobue nns GakanmaBpos/ Kysnenosa M.B., Xagarpsa [LA.—
DneKkTpoH. TeKcToBble naHHble.— Mockpa: JlamkoB u K, A#i [lu Op Memua, 2019.— 220 c.—
Pexum noctyna: http://www.iprbookshop.ru/83142.html
3. Sukosuu I.A. Jleaonmpon3BoacTBO B KaJApOBOH CiIyk0e [ DIEKTPOHHBIN pecypc]: yueOHUK
IVl CTYIEHTOB BY30B, oOydaromuxcs no crnenuanbHoctu 062100 «YmpaieHue mnepcoHaniom»/
AnkoBuu III.A.— DnekTpoH. TekcToBble nanHble.— MockBa: JOHUTU-JIAHA, 2017.— 160 c.—
Pexxum nocryna: http://www.iprbookshop.ru/81624.html.

0) 10IOJIHUTEIbHAS Y4eOHas JJuTepaTypa:

1. KonpuaeHnmansHoe JAeI0NpPOU3BOICTBO U 3AMIUIICHHBIN AJICKTPOHHBIA JOKYMEHTOO0OPOT
[DnexTponHblii pecypc]: yuebnuk/ H.H. KynseB [u np.].— DneKTpoH. TEKCTOBBIE IaHHbBIC.—
Mockaa: Jloroc, 2016.— 500 ¢.— Pexum gocryma: http://www.iprbookshop.ru/66416.html

2. Kyspmuna 1.B. [lenonpousBoacTBo [DneKTpoHHBIH pecype]: yuebHoe nocodue/ Ky3pmuna
N.B.— DnexTpoH. TeKCT

3. oBbIe JaHHbIe.— MockBa: MOCKOBCKHI T'yMaHUTapHBI yHuBepcurer, 2017.— 128 c.—
Pexxum nocryna: http://www.iprbookshop.ru/74718.html

4, MantypoBa H.C. KaapoBoe nenonpou3BOACTBO U apXUBBI JAOKYMEHTOB IO JHYHOMY

COCTaBYy [DIEKTPOHHBIA pecypc]: yueOHO-METOAMYECKOe MOCOOre IS CTYJACHTOB, 00ydYalOIIHUXCs
1o HarpasieHuto nmoaroroBku 46.03.02 JlokymeHTOBeaeHre U apxuBoBeaeHne/ Manryposa H.C.—
ONeKTpOH. TeKCToBble JAaHHble.— YensOunck: YensaOMHCKUH ToCylapCTBEHHBIH HHCTUTYT
KynbTypsl, 2018.— 140 ¢.— Pexxum noctyna: http://www.iprbookshop.ru/83609.html

5. Poi6akoB A.E. OcHOBBI /€710NpOU3BOACTBA [DNEKTPOHHBIH pecypc]: yueOHuk/ Poibaxon
A.E—  DnekTpoH. TEKCTOBbIE  JaHHble.—  MUHCK: PecnyOnukaHCKUW ~ WHCTUTYT
npodeccuonampHoro  obpaszosanus  (PUIIO), 2016.— 320 c.— Pexumm  jgocryma:
http://www.iprbookshop.ru/67690.html

8. MeTtoauyeckue yKazaHusi JJs 00y4alOIIUXCs M0 OCBOEHHI0 TMCHMILJIHHbI

Buja nesteapbHOCTH MeToauyecKkne YKa3aHUs 10 OPraHU3AIUN TeATeIbHOCTH CTY/IeHTa

Jlexnus Hanucanne xoHcIeKkTa JEKIMHA: KPaTKO, CXEMaTHYHO, MOCJIEA0BATENBHO
(UKCUPOBATH OCHOBHBIC  TIOJIOKEHHS, BBIBOJBL,  (OPMYIUPOBKH,
0000IIIeHNST; TIOMeYaTh BaXKHBIE MBICTH, BBIICSATH KIIIOYEBHIE CIIOBA,
TepMHHBI. [IpoBepka TEpMHHOB, MOHATHH C MOMOIIBIO SHIUKIONEANH,
CJIOBAapel, CIPAaBOYHMKOB C BBIIACHIBAHUEM TOJKOBAaHUNH B TETPAb.
OO603HaYNTh BOMPOCHL, TEPMHUHBI, MaTepHall, KOTOPBI BBI3BIBAET
TPYAHOCTH, MOMETHTh U TONBITATHCS HAWTH OTBET B PEKOMEHAYEMOM
murepatrype. Ecim camocrosiTenbHO He ygaercss pazoOparbcsi B
MaTtepuane, HeoOXoauMo copMyImHpoBaTH  BONpPOC H  3aJaTh
IIPENOIaBATEI0 HA KOHCYJIBTAlMY, HA IPAKTUYECKOM 3aHITHUM.

[IpakTudeckue 3aHATHSL [IpopaboTka paboueil mporpamMmel, yaensis oco00oe BHUMAaHHE LENSIM H
3a/layaM, CTPYKType W COIEp)KaHUIO TUCHMILINHBI. KoHCTeKTupoBaHue
MCTOYHUKOB. PaboTa ¢ KOHCMEKTOM JEKIWi, MOATOTOBKAa OTBETOB K
KOHTPOJIBHBIM  BOIIPOCaM, MPOCMOTP PEKOMEHAYEMOW JINTEpaTyphl,
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pabora ¢ TekctoMm. llpocnymmBaHue aynamo- W BHICO3aMHACEH I10
3aJlaHHOW TEeMe, PCIICHHE pacYeTHO-TpadUUeCKUX 3aJaHHii, pEIICHUC
3aJ1a4 1o aNTroOpUTMy U JIp.

NuaauBuayansHble
3aIaHus

3HAKOMCTBO C OCHOBHOW M OTIOJHUTEIHHOU JIMTEPATypOH, BKITFOYAS
CIIPAaBOYHBIC W3JIaHUs, 3apyOeKHBIC HCTOYHUKU, KOHCIEKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEICHHM, TPEOYIOIIUXCS JUIS 3allOMHHAHUS U
SIBIITIOIIUXCS ~ OCHOBOTIONAraromuMu B 3T0oii  Teme. CocraBieHHe
AHHOTAIMH K MPOYNUTAHHBIM JIUTEPATYPHBIM HCTOUYHUKAM H JIP.

CamocTosTeNnbpHas
paborta

CamocrosiTensHass paboTa MPOBOAMTCS C MLENBIO: CHCTEMAaTHU3AlMH |
3aKpeIJIeHUs TONYYEHHBIX TEOPETHMUYECKUX 3HAaHUM M MPaKTHUYECKUX
yMEHUH OO0ydYaoummxcsi; yriIyOJIeHHUs W pPACHIMPEHUs TEOPETUYECKUX
3HAaHUH CTYACHTOB; (POPMHUPOBAHKS YMEHHUI UCIIOIB30BaTh HOPMATUBHYIO,
MPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTALUIO, YUEOHYI0 M CIEIHAIbHYIO
JUTEPATypy; Pa3BUTHUs II03HABATENIBHBIX CIOCOOHOCTEH M AKTUBHOCTH

00yYaroIuxcsi:  TBOPYECKOW  HMHUIMATHBBI,  CaMOCTOSTEIBHOCTH,
OTBETCTBEHHOCTH, OpPraHU30BaHHOCTH; (dopmupoBaHue
CaMOCTOSITEJIPHOCTH ~ MBIIIJICHUS, CIMOCOOHOCTEH K  CaMOpPa3BUTHIO,
COBEPIIICHCTBOBAHUIO u CaMOOpTaHU3aIINH; (dbopmupoBaHus

npoeCCHOHANBHBIX ~ KOMIICTCHIMH;  Pa3BUTHUIO  HCCIIEJOBATEIBCKUX
yMeHuil oOyvaromuxcs. DOpMBI W BHIBI CAMOCTOSITENBHOW DPadOTHI:
YTEHHE OCHOBHOW M JOIOJHUTENIBHOW JMTEPATYpbl — CaMOCTOSTEIBHOE
H3yueHHE MaTepHajia M0 PEKOMEHIYyEeMbIM JHTEPaTyPHBIM HCTOYHHUKAM;
pabota ¢ OHOJIMOTCYHBIM KATaJIOIOM, CaMOCTOSTEIbHBIA MOA00P
HEOOXOIMMOH JIUTepaTypsl; padboTa cO ClIoBapeM, CIIPAaBOUHHUKOM; MOUCK
HeoOxonuMol uHpopMmanuun B ceTH VIHTEepHET; KOHCIEKTUPOBAHUE
HCTOYHUKOB; pedepupoBaHHE HCTOYHWUKOB;, COCTABJICHHE AHHOTALMWH K
MPOYMUTAHHBIM JINTEPATYPHBIM HMCTOYHHKAM; COCTaBICHHE DPELEH3UN W
OT3bIBOB Ha MPOYHMTAHHBIN MaTepuai; COCTaBlIeHHE 0030pa myOiaukauuit
[0 TEME;, COCTaBJICHHE M pa3padOTKa TEPMHHOJIOTHYECKOTO CIIOBAps;
COCTaBIICHHE XPOHOJOIMYECKON TaONHIbI, cocTaBieHHe OuOmuorpaduu
(bubnmorpaduaeckoil KapTOTeKH), MOJITOTOBKA K Pa3IWYHBIM (opmam
TEKyLIed M IPOMEXKYTOYHOH arTecTaluy (K TECTUPOBAHMIO, 3aYETy,
9K3aMeHy); BBITIOJIHEHHE JOMAIITHUX KOHTPOJIBHBIX pabor;
CaMOCTOSITEIbHOE BBINOJIHCHUE PAKTHUECKHUX 3a1aHUH PEIIPOAYKTUBHOTO
TUNa (OTBETHl HAa BONPOCHI, TECTHI; BBHINOJHEHUE TBOPUYECKHX 3aJaHHM).
TexHonoTHs OpraHu3allid CaMOCTOSTEIILHOW paboTHl  00ydYaromuXCs
BKIIIOYAaeT  HCHOJNB30BaHME  HMHOOPMAIMOHHBIX W MaTepUaIbHO-
TEXHUYECKUX PECYpCOB O0pa30BATENBHOTO YUPEKACHUS: OMONIMOTEKY C
YUTANBHBIM ~ 3aJI0M,  YKOMIUIEKTOBAaHHYIO B  COOTBETCTBHH  C
CYIIECTBYIOIUMUA HOPMaMH; Y4eOHO-METOMUYECKYyI0 0a3y yueOHBIX
KaOMHETOB, JIAO0paTOpHid U 3ajla KOAU(HUKALUKN; KOMIBIOTEPHBIE KIIACcCHI C
BO3MOXHOCTBIO PabOThl B ceTd UVHTepHeT; ayauTopuu (KJacchl) s
KOHCYJIbTAIIHOHHOW JIESTEIBHOCTH; y4eOHYI0 M Yy4eOHO-METOAMYECKYIO
JUTEpaTypy,  pa3paboTaHHYl0O €  Y4YeTOM  YBEJIMYEHHUS  JONH
CaMOCTOSITEJIbHOM  pabOTBl  CTYAEHTOB, M HHBIC METOANYECKHE
MaTtepuanbl. [lepen BBIOJHEHHWEM OOYYAIOMIMMUCS BHEAYJIUTOPHON
CaMOCTOSITEIbHON PabOTHI Mpeno/aBaTeib MPOBOAUT KOHCYJILTHPOBAHUE
[0 BBINOJHEHUIO 3aJaHus, KOTOPBIH BKJIIOYAET LeEJb 3aJaHusd, €ro
COJIep>)KaHus, CPOKH BBITIONIHEHHS, OPHEHTHPOBOYHBIH 00BeM paboTEHI,
OCHOBHBIE TpeOOBaHMsI K pe3yibTaTtaM pabOThl, KPUTEPHH OIEHKH. Bo
BpeMs BBINOJIHEHUS O0y4aroIMMKCS BHEAyJUTOPHOW CaMOCTOATEILHON
paboTel W Tpu HEOOXOAWMOCTH MPENOJaBaTelb MOXKET IPOBOJUTH
WH/IMBUIyalIbHBIE ¥ TPYIIIOBBIE KOHCYIbTaluu. CamocTosiTenbHas pabora
MOJKET OCYIIECTBIISITHCS WHAWBUAYAILHO MM TPYIIaMU O00ydYaronnxcs B
3aBHCHUMOCTH OT LIeJH, 00beMa, KOHKPETHONH TEMaTHKU CaMOCTOATEILHON
paboThI, YPOBHS CIIOKHOCTH, YPOBHS yMeHUil oOydvaromuxcsi. KoHTponb
CaMOCTOSITEIIbHON PadOTHI MPETyCMaTPHUBACT:

® COOTHECEHHE COAEP)KaHHWs KOHTPOJs C HelsiMH  O0ydeHwus,
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00BEKTUBHOCTH KOHTPOJIS;

® BAJIHMJHOCTh KOHTPOJS (COOTBETCTBHE TMPEABABISCMBIX 3aJaHUM
TOMY, YTO IIPEIIOJIaraeTCs IPOBEPUTH);

o muddepeHITHario KOHTPOIbHO-U3MEPUTENHFHBIX MAaTEPHAIIOB.

DopMBI KOHTPOJISI CAMOCTOSITEITEHON paOOTHI:

® TIPOCMOTP M TPOBEPKa BBIITOJHEHUS CaMOCTOSITETHHONH pPabOTHI
MIperogaBaTeseM;

® OpraHu3alys CaMOIIPOBEPKH,

® B3aMMOINPOBEPKH BBHIMIOJIHEHHOTO 3aJ[aHusl B TPYIIE; 00CYXKICHUE
PE3yJIbTATOB BHITIOJTHEHHOM pabOTHI Ha 3aHSTHY;

® MPOBEACHUE MUCHbMEHHOTO OTIPOCa;

® TIPOBEECHHE YCTHOI'O OMpOCa;

e OpraHm3anvs U TPOBEACHUE WHAMBHYaTbHOTO COOECEIOBaHMUS,
OpraHM3aIys U MPOBEACHUE COOCCEI0BAHUS C TPYIIION;

® 3amUTa OTYETOB O MPOJIEIAHHON padoTe.

Ompoc

Omnpoc - 3TO CPEeACTBO KOHTPOIIS, OPraHM30BaHHOE KaK CIICIHalbHAS
Oecema mperojaBarenss C OOydYalOMIMMCST Ha TEMBbI, CBSI3aHHBIE C
M3y4aeMoOil JHUCUHMIUIMHON, W pacCUMTaHHOE Ha BBISIBICHUE OObeMa
3HAaHUA 1O OMNpEJeNICHHOMY paslieNly, TeMme, MpodiiemMe | T.II.
[MpoOnematuka, BBIHOCHMAsh Ha OMNPOC OMNpElelicHAa B 3aJaHHsiX JUIs
CaMOCTOSITEIbHON PabOThI 00YYAOIIErOCs, a TAKIKE MOXKET ONPEICIIATHCS
mperofiaBaTtesieM, BEAyLNIMM CEMHHApCKue 3aHsaTus. Bo  Bpems
MPOBEJEHUsS] Ompoca OOYYarOIIUiCS JOJDKEH YMETh OOCYAHWTH C
Mpero/jaBaTeieM COOTBETCTBYIONIYIO MPoOIeMaTHKY Ha YPOBHE JHAJIOra.

Komnnoxsuym

KomnokBuym (ot natuHCckoro colloquium — pasroBop, Oecena) — ogHa u3
dbopM yueOHBIX 3aHATHH, Oecema TperogaBaTeNst C YYalUMUCS Ha
OTpeAeNeHHyl0 TeMmMy wu3 ydeOHOW mporpammel. llems mpoBeneHus
KOJUIOKBUYMAa COCTOUT B BBIACHCHUHU YPOBHMA 3HaHPII71, MMOJTY4YCHHBIX
y4JaluiuMucs B PE3ydbTaTe MpOCIYLIMBaHUSA  JIEKIUH, MOCEUIEHUA
CEMHHApOB, a TaKkKe B pe3ylbTaTe CaMOCTOSTEIHFHOTO W3yYeHUS
MaTepuana. B paMkax mOCTaBIEHHOM LieH PelaloTcs cleAyolue 3a1a4un:
® BBISICHCHUC KayecTBa u CTCIICHU IIOHUMaHUus Y4alluMHucCsa
JIEKLIMOHHOTO MaTepuara;
® DPa3BUTHE W 3aKpEIUICHHWE HABBHIKOB BHIPAKCHHS yUAIIMMUCS CBOHMX
MEICIIEH;
® pacmIMpeHHe BapHAHTOB CaMOCTOSITENILHON IlelIeHaNpaBIeHHON
MTOATOTOBKY yYallluXCs;
® Da3BUTHE HABBIKOB OOOOIIEHMS pPA3IUYHBIX JIMUTEPATYPHBIX
UCTOYHUKOB;
® TIPEOCTaBICHHE BO3MOXXHOCTH YYAIIMMCS COIOCTaBJIATh Pa3HbIE
TOYKH 3pEHHS 110 paCCMATPUBAEMOMY BOTIPOCY.
B pesynbrare mpoBeneHHs KOJUIOKBHyMa IPEToAaBarelb IOKEH HMETh
MIpeJICTaBIICHHUE:
® 0 KauecTBe JIEKIIMOHHOTO MaTepHana;
® 0 CHJIbHBIX U CJIA0BIX CTOPOHAX CBOEH METOMUKH YTCHHUS JICKIIHIA;
® O CHIBHBIX M CJIa0BIX CTOpOHAax cBOeH MCTOJUKH TIPOBECACHUSA
CEMUHAPCKUX 3aHSATUH;
e 00 ypOBHE CaMOCTOSTENHHON PabOThI YUAIIHXCS;
e 00 ymeHnn 0oOy4aromuxcsi BECTH JUCKYCCHIO M JTOKa3bIBaTh CBOIO
TOYKY 3PEHUS;
® (O CTEIEHU 3PYAUPOBAHHOCTH y4dalllUXCs,
O CTCIICHW MHIWBUAYAJIBHOI'O OCBOCHUA MaTcpHUajla KOHKPETHBIMU
00yJarOTITIMHCS.
B pesymbrare mpoBeacHHS KOJUIOKBHyMa OOYYalONTHICS IOJIKEH WUMETh
MIPEJICTaBIICHUE:
e 00 ypoBHE CBOMX 3HAaHHH II0 PaccMAaTpPUBAaEMbIM BOIIPOCaM B
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COOTBETCTBUU C TPeOOBAHUSMM INPENOAABaTENs U OTHOCUTEIIBHO
JOPYTUX CTYIEHTOB IPYIIIIBI;
® 0 HeJloCTaTKax caMOCTOATENIbHON POpabOTKU MaTepuana;
® 0 CBOEM YMEHUU M3JIaraTh MaTepHal;
® O CBOEM YMEHHHM BECTH AUCKYCCHUIO M JOKAa3blBaTh CBOI TOUKY
3pCHHUS.
B 3aBucuMocCTH OT CTENEHM MOATOTOBKH TPYIIBI MOXKHO HCIOJIb30BaTh
pasHble TOAXONBl K MPOBEICHHIO KOJUIOKBHyMa. B ciyuae, ecnu
OOJNBLIIMHCTBO TPYMIBI ¢ TPYAOM BOCIPHHHMAET COJEp)KaHUE JICKIUH 1 Ha
NPAaKTUYECKUX 3aHATUSAX AEMOHCTPUPYET HEAOCTAaTOYHYIO CHOCOOHOCTD
AKTUBHO OMNEPUPOBATH CO CMBICIOBBIMH EIUHALIAMH M TEPMHUHOJIOTHEH
Kypca, TO KOJUIOKBUYM MOJXKHO pa3ieiuTh Ha JBe vacTu. CHauana
IpenojaBarTenp u3jaraeT 0a30Bble MOHATHS, COAEPIKALIUECS B POrpaMMe.
DTO MOIDKHO 3aHATH He OoJiee yeTBepTH 3aHATHSI. OCTalbHBIC TPH YSTBEPTH
HEOOXOIUMO TOCBSITUTH AHMCKYCCHH, B XOJIe KOTOpoi oOyuarommecs
JOJKHBI YOeIUThCS |, TJIaBHOE, YOeIUTh IPYT Apyra B OOOCHOBAaHHOCTH U
JIOKA3aTeJIbHOCTH IIOJYYEHHOIO BHUIEHHMSI BOIPOCA U €Tr0 COOTBETCTBHS
peasibHOM mpakTuke. Ecnu ke mpemojaBatelh WMEET Jeio C¢ Oosee
MOJTrOTOBJICHHOH, CaMOCTOSTENIFHO OyMAloIIed M aKkTHBHO YCBaWBAaIOIIEH
CMBICJIOBBIE ~€IMHHIBI M TEPMUHOJOTHIO Kypca ayauToOpuei, To
KOJUIOKBUYM HEOOXOJMMO TPOBECTH TaK, 4YTOOBI camMu oOOydaroluecs
chopMyJIMpOBaIM H3JIOKEHHBIC B MpOrpaMMe IIOHATHS, BBICKA3aJu
HECOBNAJAIOIINE TOYKU 3PEHHMA M NPUBEJIN NPaKTHUYECKHE NpPUMEpHI. 3a
IpenojaBaTeneM OcCTaeTcs pojib MoJepaTopa (BEAyILEro IUCKYCCHH),
KOTOpBIH B KOHLE <JIMLIb» CYMMHPYET COBMECTHO IIOJyYEHHBIE

pE3YIbTATHI.
IToaroroBka k IIpy moaroTroBke K DJK3aMEHy HEOOXOIMMO OpPUEHTUPOBATbCS HA
JK3aMeHy KOHCIIEKTHI JIEKLIUH, pabouyro MporpaMMy AMCIUILIMHBI, HOPMaTHBHYIO,

yueOHyI0 U peKoMeHIyeMylo surepaTypy. OCHOBHOE B MOATOTOBKE K
cladye 3K3aMeHa - 3TO MOBTOPEHHME BCEro MaTepHaja AWCLUIIIMHBL, I10
KOTOpOMY HEOOXOOUMO claBaTh d9K3aMeH. lIpu moaroroBke k chaue
9K3aMeHa oOydaromuiicsi Bech 00beM paldOThl JOJDKEH paclpeneNsiTh
PaBHOMECPHO 110 JHAM, OTBCACHHBIM [JIsI TIOATOTOBKM K OJOK3aMCHY,
KOHTPOJIMPOBATh KaX/IbIil JIEHb BBHINOJIHEHHWE HaMe4deHHO# paboTel. Ilo
3aBCPIICHUIO M3Y4YCHHUA AUCHUIITIMHBI CHACTCAd OSK3aMCH. B epuoag
MOJITOTOBKMA K 9K3aMeHy oOydalomuiicss BHOBb oOpamiaercss K yke
HU3y4yeHHOMY (TIpOWICHHOMY) y4eOHOMY MaTepuaiy. [HonroroBka
oOyyaromierocs K 9K3aMeHy BKJIIOYaeT B cebd Tpu  JTamna:
caMmocTosATeNbHass paboTa B TEYEHHE CEMECTpa; HENOCPeACTBEHHAs
MOJArOTOBKAa B JHHM, NPEAUIECTBYIOUIME 3K3aMEHy II0 TeMaM Kypca;
MOJrOTOBKA K OTBETY Ha 3aJaHus, coiepikamuecss B Omierax (Tecrax)
9K3aMeHa. DK3aMeH MPOBOAMTCS MO OmieraM (TecTaM), OXBaTHIBAIOIIMM
BECH HpOﬁﬂeHHBIﬁ Marepuail JAWUCIUIIIINHBI, BKJIrO4ast BOIIPOCHI,
OTBEACHHBIE JUIS CAMOCTOSITEIIbHOTO H3YUEHHSL.

9. Onucanue MaTepUATbHO-TEXHHYECKOH 0a3bl, HEOOXOAMMON IJIsl OCYIIeCTBJIEHHS
00pa3oBaTeILHOIO NMpPoIecca Mo JUCHMUILIHHE
Peanuzarust 00pa3zoBaTensHOTO Mpoliecca Mo AUCHUIUIHHE «/loKyMeHTannoHHOe o0ecneyenmne
yﬂpaBJIeH‘leCKOﬁ ACATCIABHOCTN» OCYHIGCTBJ'ISIGTCSI B cneny}omnx ay,JII/ITOpI/ISIXI

AyauTopus A5l CEeMHUHAPCKUX U NpaKkTHYecKux 3aHaTuii .Kabuner marematuku Ne 308
(YueOnslii croun - 14 mt. YueOnslii ¢ty - 28 mrt.OducHslit cron - 1 mr.OducHslii ctyn - 1 mr.
Mxadp - 1 mr.; Crenn - 7 wr.; YueOHas nocka - lmr.; Kanskynstop - 15 mr.; Habop s
«MaremaTiueckux JucuuIuin» - 1 koM. HoyrOyk - 1 mwt.; Oxpan - 1 mrt.; [IpoexTop - 1 mr.)
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Jns mpoBeneHrs NMPaKTHYeCKHX M CEMUHAPCKUX 3aHATHH HCIONB3YeTCs ayIuTOpus IS
CEeMUHAPCKUX U MpakTudeckux 3ausatuil Ne 308, ocHameHHas 000py10BaHUEM:

VYuebnsnit ctyn - 28 mrt.; OducHeiit cron - 1 mr.; OducHsnii ctyn - 1 mr.; [lkad - 1 mr.;
Crenn - 7 wr.; YueOHast nocka - lmr.; Kanpkymarop - 15 mr.; HaGop mns «MaremaTuyeckux
mucuruey - 1 komrun; HoyrOyk - 1 mT.; Okpan - 1 mr.; YueOnsiit cron - 14 mr.; [Ipoekrop - 1
wrt., TpuOyna — 1 mir.

Jns  KOHCYJAbTAMM UCHOJIB3YEeTCS ayJIuTOpHsl JUIsl TPYHNOBBIX M HMHAUBUIYaJbHBIX
koHcynbTarnuii Ne 405, ocHaleHHass 000py10BaHHEM:

VYueOnsiii cron — 10 mr.; Crynendeckas aBka (Ha 3 mocaqounsix Mecta) — 10 mr.; OducHsbIit
croi -1 mT.; Oducuelii ctyn — 1 mr.; Creng — 6 mr.; YueOHas gocka -1 mr.

Jns mpoBeneHHs AaTTeCTANMIl HCIONB3YeTCS ayIuTOpusl JUIS TEKYIIero KOHTPOIS U
npoMexxyTouHoi arrectanuu Ne 608, ocHamenHast 00opy10BaHHuEM:

VYyebnas nocka — 1 mr.; YaeOHnsrit cron — 16 mr.; YaeOusrit cryn — 32 mrt.; OducHbli cron -1;
wt.; Oducnsiii ctyn — 1 wr.; Crenng — 10 mr.; Tpubyna -1 mir.

Jasi caMmocToATeIbHONH padoThl CTYIeHTOB Hucrnoibdyercss aynuropuss Ne 305, ocHamieHHas
000pyIOBaHUEM:

YueOnslit cron — 12 mT.; YueOustit cryn — 24 m.; OducHsbiii cron — 1 mt.; OducHsrit cryn — 1
wt.; xad — 1 wr.; Crenn — 5 wr.; YuebHas nocka — 1 mr.; Hoyr6yk — 1 wmt.; [IpunTtep — 1 mir.

10. ITepeyeHb HH(OPMALMOHHBLIX TEXHOJOIMii, HCIOJb3yeMbIX NPH OCYLIECTBJIEHUH
o0pa3oBaTeILHOrO Mpolecca MO AMCHUIINHE, B TOM YHCIe KOMIUIEKT JIMIEH3HOHHOIO
NpPOrpaMMHOI0  ofecrieyeHHsl, IJIEKTPOHHO-OMOJIMOTEeYHbIE CHCTeMbl, COBpPeMEHHbIE
npodeccuoHaIbHbIE 02361 JAHHBIX H HH(GOPMAIMOHHBIE CIIPABOYHbIE CHCTEMBbI

OOyuaronmecs: obecriedyeHsl AJOCTYIOM K 3JEKTPOHHON HH(OpMarroHHO-00pa30BaTeIbHON
cpene YHuBepcuTeTa U3 J000W TOYKHM, B KOTOPOM MMeeTcs nocTyn K cetn «/HTepHeT», Kak Ha
TEPPUTOPUN OpPTaHU3AINHU, TaK U BHE €e.

10.1 JIneH3HOHHOE MPOrpaMMHOe o0ecriedeHue:

1. Oneparnmonnas cuctema Microsoft Windows XP Professional Russian — OEM-
JTUIEH3UU (TIOCTABJISIFOTCS B COCTaBE TOTOBOTO KOMIIBIOTEPA);
2. Omepanmonnas cuctema Microsoft Windows 7 Professional — OEM-nunensun

(TOCTaBIAIOTCS B COCTaBE TOTOBOT'O KOMIIBIOTEPA);

3. Iporpammubiii maker Microsoft Office 2007 — nunensus Ne 45829385 ot
26.08.2009;

4. Tporpammusiii maker Microsoft Office 2010 Professional — numen3ust Ne 48234688
ot 16.03.2011,

5. Iporpammusiii naker Microsoft Office 2010 Professional — nuniensust Ne 49261732
ot 04.11.2011,

6. KommekcHas cuctema antuBupycHoit 3anutel DTWEB Entrprise Suite — nuien3us
Ne 126408928;

7. 1C: byxrantepust 8§ y4eOHast Bepcus — JUIEH3UOHHBIN noroBop Ne 01/200213 ot
20.02.2013;

8. IIporpammusnii komrieke IBM SPSS Statistic BASE — numienzuonnsiii gjorosop Ne
20130218-1 ot 12.03.2013;

9. TIporpammusiii maker LibreOffice — cBoOonnast nunensust Lesser General Public
License

10. Kopnioparusnas mardopma Microsoft Teams. [TponpuerapHast TuIieH3HS.
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10.2. DJ1eKTPOHHO-OMOIHOTEYHASI CHCTEMA:
DnekrponHas oubauoreunas cucrema (3bC): http://www.iprbookshop.ru/
10.3. CoBpemenHbIe IpodeccHOHATbHBIE 0a3 TaHHBIX:
1. OdunmanbHblii HMHTEpHET-MOpTan 0a3bl JAaHHBIX MPAaBOBOW  HMH(pOpMaNUU
http://pravo.gov.ru
2. Tlopran "MH}OpMamOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B 00pa3oBaHuu"
http://www.ict.edu.ru
Hayunas snexrponnas oudmauoreka http://www.elibrary.ru/
HarnwonaneHas saekTponHas oudaunoreka http://www.nns.ru/
DneKTpoHHBIE  pecypchl  Poccuiickoii ~ rocymapcTBeHHOW — OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnonuremarnueckas pedepaTuBHO-
oubnuorpaduyueckas ¥ HaykoMTpudeckas (Ounbmmomerpudeckas) 6a3a TaHHBIX —
http://webofscience.com
7. TloaHOTEKCTOBBIM apXUB BEAYIIMUX 3alaJHbIX HAYYHBIX KYPHAJIOB Ha POCCHUICKOM
wiar¢popme HammoHampHOrO  3JEKTPOHHO-WH(GOPMAIMOHHOTO  KOHCOPLHUYMA
(HOUKOH) http://neicon.ru
8. bassl manHbIx u3narenscrsa Springer https://link.springer.com
9. www.minfin.ru Caiit MunucrepcTa GpunancoB PD
10. http://gks.ru Caiit ®enepanbHoii CiyKObl TOCYIAPCTBEHHOW CTATUCTUKU
11. www.skrin.ru basza ganusix CKPUH (kpynHeiimas 6a3a JaHHBIX 110 POCCHHCKUM
KOMIIaHUSIM, OTpacisM, peruoHam PO)
12. www.cbr.ru Caiit Lentpansaoro banka Poccuiickoit @enepanuun
13. http://moex.com/ Caiit MockoBcKkoi OUpKH
14. www.fcsm.ru  Odunmansubiii  caiit ®DenepanbHOl CIy)Obl M0  (PUHAHCOBBIM
peiakam (PCOP)
15. www.rbc.ru  Caiit  PBK  («PocbusznecKoncantunr» - Beaymias poccuiickas
KoMIaHus1, paboTaromas B chepax Macc-menua 1 HHGOPMAIMOHHBIX TEXHOJIOTHIA)
16. www.expert.ru 3nexTpoHHasi Bepcus KypHayia « IKCIepT»
17. http://ecsn.ru/ K DKOHOMHUYECKUE HAYKH
10.4. Mu¢gopManiuoHHbIe CIPABOYHbIE CHCTEMBI:
1. UudopmannonHo-npaBoBas cucrema «KoHcynbTanT+»
2. WundopmannonHo-crpaBoyHas cucrema «LexPro»
3. Topran ®enepanbHBIX TOCYAAPCTBEHHBIX 00Pa30BaTEIbHBIX CTAHAAPTOB BBICIIETO
obpaszosanwus http://fgosvo.ru
4. www.garant.ru MudopmannonHo-npaBoBast cuctema ['apant

ok w

11. OcobennocTn peaimzau JUCHUIIJIMHBI AJIsi HHBAJIUIO0B H JIUI ¢ OrPAHUYCHHBIMUA
BO3MOKHOCTSAIMM 310POBbSA

s oOecnieueHus oOpa3oBaHUS WMHBAIUIAOB W OOy4alOUIMXCS C OrPaHUYCHHBIMHU
BO3MOXKHOCTSIMA ~ 37IOPOBbSI 110 JIUYHOMY 3asBJICHHIO oOOydJaromierocs paspadarbiBaeTcst
aJlaiTUpOBaHHAass 00pa3zoBaTelbHAs MpOorpamMma, HWHIUBUIAYATbHBIA yUeOHBIH IUIAaH C Y4EeTOM
0COOEHHOCTEHN MX TMCUXO(PU3NYECKOTO Pa3BUTHUS U COCTOSIHUS 3/T0POBbsI, B YACTHOCTH TIPUMEHSIETCS
WHIUBUAYAIbHBI TOIXOJ K OCBOCHHIO IUCIMIUTUHBI, WHANBUAYAIbHBIE 3aJaHUs: pedeparsl,
MMUCbMEHHBIE Pa0OTBI M, HAOOOPOT, TOJIBKO YCTHBIE OTBETHI W JIUAJIOTH, WHAWBUAYyaJIbHBIC
KOHCYNbTAaIlMHM, WCIOJb30BaHUE AUKTOPOHA U JPYrUX 3aMUCBIBAIOIIUX  CPEJCTB U
BOCIIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOr0 MaTepuarna.

B nensix obGecrieuenuss 00y4aronuxcs HHBAIUIOB U JIUIl C OTPAHMYEHHBIMH BO3MOXKHOCTSIMU
310pOBbsl OMOIMOTEKAa KOMIUIEKTYET (JOHJ OCHOBHOW y4eOHOH JMTEpaTypoil, aJjanTHpOBAaHHOU K
OTPAaHUYECHUIO HUX 3J0pOBbS, MPEAOCTABISAECT BO3MOXKHOCTh YIAAJEHHOIO HCIOJIb30BAHUS
ANEKTPOHHBIX 00pa30BaTENIbHBIX PECYpCOB, MOOCTYH K KOTOpbIM opranuzoBan B YOV BO
«VHYIIBT». B 6ubnuoteke nMpoBOASTCS UHAUBUAYATbHBIC KOHCYIBTALUU JJIsl TaHHOW KaTeropuu
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http://pravo.gov.ru/
http://www.ict.edu.ru/
http://www.elibrary.ru/
http://www.nns.ru/
http://www.rsl.ru/ru/root3489/all
http://webofscience.com/
http://neicon.ru/
https://link.springer.com/
http://www.minfin.ru/
http://gks.ru/
http://www.skrin.ru/
http://www.cbr.ru/
http://www.fcsm.ru/
http://www.expert.ru/
http://fgosvo.ru/
http://www.garant.ru/

M0JIb30BAaTENeH, OKa3bIBACTCSI MOMOIb B PETUCTPALUU U HCIOJIb30BAHUHM CETEBBIX U JIOKAJIbHBIX
AJIEKTPOHHBIX  00pa30BaTEIbHBIX PECYPCOB, MPEAOCTABISAIOTCS MeCTa B YHUTAJIBHOM 3ale,
0o0Opy/lOBaHHBIE MpOrpaMMaMd  HEBHM3YyaJbHOTO JOCTyna K UHGOpManuu, SKpaHHBIMU
YBEIIMYUTEISMU U TEXHUUECKUMH CPEJICTBAMH YCHJICHHs OCTaTouHOro 3peHust: Microsoft Windows
7, llenTp crHenuMambHBIX BO3MOXHOCTEH, OkpaHHas Jnyma, MicrosoftWindows 7, Ilentp
CTELMANBHBIX BO3MOXHOCTEH, JKpaHHbI auktop; MicrosoftWindows 7, LleHTp crnenmaibHBIX
BO3MOXHOCTEH, DKpaHHas KJlaBUaTypa; sKpaHHas jyna OnelLoupe; pedeBoi cuHTe3aTOp «l'010CH».
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12.JIuct perucrpanum u3MeHeHUil

PabGouass mporpamma ydeOHOW AMCHUIUIMHBI OOCYXIEHAa W YTBEPXKICHAa Ha 3acedaHuu
VYyenoro cosera ot «31» aBrycra 2022r. nporokos Ne 1

Ne Conep:xaHne U3MEHEHUS PexBusuts! nokymenta o6 | Jlara
n/n YTBEP>KACHUU U3MEHEHUS BBE/ICHUS
M3MEHEHUS
VTBepkaeHa  pelleHdeM  YYeHOro CcoBeTa Ha
OCHOBaHUH ®denepanbHOTO rOCyAapCTBEHHOTO
00pa3oBaTe’IbHOr0 CTaHAapra Bbicuiero obpasoBanus | [IpoTokon 3acenaHust
1 mo wHanpaenermio 38.03.04 T'ocymapctBenHoe u | Ydyenoro coBera OT «31» 31.08.2022
' MYHHIIATIATHHOE yIpaBlieHHe (yposens | 08 2022 rToma mMPOTOKOI o
OakayiaBpuara), YTBEPKIAECHHOTO npukazom | No2
MunucTepcTBa HayKH | BBICIIero oOpasoBaHus PO ot
13.08.2020 Ne1016
IIpoTokon 3aceJlaHus
2. AxTyanuzanus paboueil mporpaMMel kadenaper «Menemxment» | 30.08.2022
Nel o1 30.08.2022 rona
3.
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