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1. AHHOTAIMA K TUCIHUIIIHHE

B cootBercTBUM ¢ DenepalbHBIM TOCYIapCTBEHHBIM 00pa30BaTENbHBIM CTAaHAAPTOM BBICHIETO
oOpa3oBanuss mo HampaBineHuto mnoarotosku 38.03.02 MenemkMeHT (YpOBEHb OakanaBpuaTa)
YTBEPKJICHHBIM NMPHUKa30oM MUHHCTEPCTBA HAyKH M BhIcmiero oopazoanus PD ot 12.08. 2020r. N970
mucuuiuinHa «CrucremMa ynpaBieHus: JOKYMEHTOOO0pOTOM» BXOJUT B COCTaB 00s3aTeNbHOM yacTu Oyoka 1
«ucuumunel  (Momxynu)». JlaHHas DUCHUIUIMHA, B COOTBETCTBMM C Yy4YeOHBIM IJIAHOM HHCTHUTYTA,
ABIACTCSA 06H3&TCHBHOI>'I AJId U3YUCHUS.

MecTo AUCHMIUIMHBI B CTPYKType OCHOBHOH npodeccnoHaJbHO 00pa3oBaTelbHOM
NPOrpamMMmsl

Hactosmas nucuuruiiHa BKJIIOYEHA B 00s3aTelbHYI0 dYacTh biokal y4yeOHBIX IUIaHOB 110
HanpapieHuto moaroroBku 38.03.02 MeHeKMEHT ypoBeHb OaKaiaBpuaTa.

JucnunnuHa n3ydyaercs Ha 1 Kypce Bo 2 ceMecTpe, 3a4eT ¢ OLIEHKOW Ipu 04HOH (popme 00yueHus,
Ha 4 Kypce B 9 ceMmecTpe, 3a4eT C OIEHKON MpHW O4YHO-3a09HON (opme oOydeHus u Ha 2 Kypce B 4
ceMecTpe, 3a4eT C OIEHKOU MPH 3a09HOU (hopme oOydeHHS.

Heab u3yyeHuss JMCHUIIMHBI: (GopMHUpOBaHHE Yy OO0Yy4alOUIMXCS CUCTEMbl 3HAHUN B o01acTu
TEOPHH U MPAKTUKU CUCTEMBI YIIPABICHUS JOKYMEHTOOOOPOTOM.

3amaun:

- pa3pabaThIBaTh MPEJIOKEHHUS 10 PAlMOHAIM3AINK CTPYKTYpBI yNPABICHUS MPOU3BOJICTBOM B
COOTBETCTBHUH C LEJISIMU M CTpaTErueil opraHu3anuu, 1eHCTBYIOMIUX CUCTEM, (POPM B METOJIOB yIIPaBIICHUS
IPOM3BOJICTBOM, II0 COBEPUICHCTBOBAHHMIO OPTaHM3AlMOHHO-PACIIOPSIUTEIBHON JOKyMEHTAllMH |
OpraHu3alii JTOKYMEHTOOOOpOTa, MO BHEAPEHHIO TEXHUYECKHX CpeACTB 00paboTku WHOpMaluy,
NepCOHAIILHBIX KOMIIBIOTEPOB U CETEH, aBTOMAaTH3MPOBAHHBIX paO0UNX MECT

Komnerenuuu ody4amwerocs, popMupyemMbie B pe3yJIbTaTe 0CBOCHUS TUCHHILINHBI:

OIIK-6. CriocobeH MOHUMATh MPUHIHUIIBI PA0OTHl COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHHA H
UCIIOJIb30BaTh UX JUIS pelleHHs 3a/1a4 IPO(PEeCCUOHATIBHOMN 1€ TEbHOCTH.

OIIK-6.2.  Hcmonb3yeT  COBpeMEHHbIE  HH(POPMALMOHHBIE  TEXHOJOTMHM B  CHCTEME
JIOKyMEHTOO0O0pOTa YIPAaBIISIONIETO O0BEKTA.

IIK-3. Bnanenue HaBbIKaMH pa3pa0OTKU TPEATOKEHHH MO palMOHAIHM3AIMUA  CTPYKTYPBI
YIPAaBIEHUS NPOU3BOACTBOM B COOTBETCTBHM C LEISIMH M CTPATeTHEH OpraHu3aluy, IEHCTBYIOIIHUX
cucteM, (GOpM M METOAOB YIPaBJICHUS TMPOU3BOACTBOM, IO COBEPUICHCTBOBAHUIO OPTraHU3ALMOHHO-
pacrnopsaUTeNbHON JOKYMEHTAllMM M OpPraHM3allid JOKyMEHTOOOOpOTa, MO BHEAPEHHIO TEXHMYECKHX
cpeacTB 00paboTKH MH(pOPMAINH, IEPCOHATBHBIX KOMITBIOTEPOB U CETEH, aBTOMAaTU3MPOBAHHBIX pabounx
MECT

[K-3.1 dopMynupyer NpEII0KECHUA o COBEPILICHCTBOBAHUIO OpraHu3alOHHO-
pacrnopsaUTeNbHON JOKYMEHTAllMM M OpraHM3allid JOKyMEHTOOOOpOTa, MO BHEAPEHHIO TEXHHYECKHX
cpeacTB 00paboTKU MH(pOPMAINH, IEPCOHATBHBIX KOMIIBIOTEPOB U CETEH, aBTOMAaTU3MPOBAHHBIX pabounx
MECT.

2. llepeyeHb ILUIAHUPYEMBIX Pe3yJabTATOB O0Y4Ye€HHUSI, COOTHECEHHBIX ¢ IUIAHUPYEMBbIMH
pe3yJbTaTaMM 0CBOEHMsI OCHOBHOM NpodeccuoHaIbHOI 00pa30BaTeIbHOM MPOrpaMMBbI

[Tpouecc n3ydeHust AMCUMILIMHBI HaNlpaBjieH Ha (OpMHUpPOBaHHE KOMIETEHIIUN, MPEAYCMOTPEHHBIX
®I'OC BO mno Hanpasnenuto moarotoBku 38.03.02 MenemxkMmeHT (ypoBeHb OakanaBpuaTa) U Ha OCHOBE
npodeccuoHaNbHBIX cTaHAapTOB «CIeNuanucT Mo CTpaTernYecKoMy M TaKTUYECKOMY IJIAHUPOBAHUIO U
OpraHM3aliy IIPOU3BOJCTBAY», YTBEPKIECHHBIM npukazom Munucrtepcta tpyna Poccun or 08.09.2014
2020 roma N 6091H; «Cneruanuct mo (UHAHCOBOMY KOHCYJIBTHPOBAHHIOY», YTBEP)KICHHBIN MPUKA30M
MunucrepctBa Tpyna Poccuun ot 09.04.2015 rona N 36805 H; «CrnenuaiucTt 1o ynpaBJIeHUIO pUCKaMU,
YTBEPKJICHHBIN nprka3zoM MunuctepctBa Tpyaa Poccuu ot 30.08. 2018 roga N 564H.
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Kon Pe3yabTathl NuapukaTopbl 10CTHKEHUSA Dopmbl
KOMIETCHI U ocoenns OIIOIT KOMIIeTeH Uit o0pa3oBaTeabHOM
(conep:xkanue JesITeJIbHOCTH,
KOMIIeTeHL) CIoco0CTBYIOLIINE
dopMupoBanuio u
PA3BUTHIO
KOMIICTCHIINH
OIIK-6. | Criocoben nonuMarts | OIIK-6.2. Ucnons3yeT coBpemenHble | KoHTakTHas
IPUHLINIIBI paboThl | MHGOPMAIIOHHBIE TEXHOJIOTHUHU B pabora:
COBPEMEHHBIX cucTeMe JOKyMeHToo0opoTa Jlexuun
UH(POPMALIMOHHBIX YIPaBIISAIOLIEr0 O0BEKTA. [IpakTuueckue
TEXHOJIOTUH 1 | 3HATh: KIacChl 3JKOHOMUYECKHUX 3aHATHS
UCTIONB30BaTh HMX IS | CHCTEM, CoJlepKaHue (DyHKITHA CaMmocrosTenbHast
peleHus 3aja4 | OM3HEC-IPOLIECCOB; COJIEPKaAHHE pabota
npodeccuoHaIbHON CUCTEMBI IOKYMEHTO000pOTa; BUIbI
JESATEIIBHOCTH. JJOKYMEHTOB U UX CBS3M ¢ Ou3Hec-
IIpoLeccaMu; MPOIeTypbl
COCTaBJICHMS], TOJIy4ECHHUs, IEPEJAUH,
00pabOTKH M XpaHEHHS
JIOKYMEHTalLMH B 0HCe; KIACChl
WH(POPMALIMOHHBIX TEXHOJIOTHH,
UCIOJIb3YEMBIX JJIS1 COCTABICHUS
AJIEKTPOHHBIX JOKYMEHTOB; METO/IbI U
CPEICTBa MOJEIINPOBAHMS, aHAJIN3A U
COBEpIIIEHCTBOBAHUS
JIOKYMEHTOO000pOTa.
YMeTh: cOCTaBIATh JOKYMEHTHI,
OTpa)KaIOIINE COBEPLICHHbBIE
XO3SIIICTBEHHBIE Ollepalvy, BECTU
0a3y 2JIEKTPOHHBIX JOKYMEHTOB;
OpPIraHMU30BbIBATh KOJIJIEKTUBHYIO
00paboTKy TOKYMEHTOB U IlepeaBaTh
JIOKYMEHTBI B pEXKHME JIEKTPOHHOU
IIOYTBI; COCTABJIATH MapIIPYTHI
NepeIBUKEHUS TOKYMEHTOB U
OU3HEC-NPOLIECCOB U KOHTPOJIUPOBAThH
UX HUCIIOJIHEHUE
Buaners: - HaBbIKaMK paOOTHI ¢
IIPOrPaMMHBIMU MIPOTyKTaMH,
obecrieunBaronuX (G PEKTUBHBINA
JIOKYMEHTOO0O0POT
[1K-3 Bnanenune HaBblkamu | [1K-3.1 ®opmynupyer npemnoxenuss | KontakrHas
pa3paboTku MO0 COBEPIIIEHCTBOBAHUIO pabora:
IIPEUI0KEHUM II0 | OpraHNU3allMOHHO-pacnopsanTenbHON | Jleknun
panoHaIn3aun JIOKYMEHTAallUU ¥ OpraHu3aluu [IpakTuueckue
CTPYKTYpPbl YIPaBJIECHUS | JOKYMEHTOOOOpPOTa, IO BHEIPEHUIO 3aHATHS
MIPOU3BOACTBOM B | TEXHUYECKHUX CPEJCTB 00paOOTKH CamocrosiTenpHas
COOTBETCTBUHM C LEJIAMHU | HHPOPMALIUH, IEPCOHATBHBIX pabota
u CTpaTeTUel | KOMIIBIOTEPOB U CETEN,
OpraHu3alui, aBTOMAaTH3MPOBAHHBIX pabOUUX MECT;
JNEUCTBYIOIIUX  CUCTEM, | 3HATH: CTAHIAPTHI
bopm " METOJIOB | YHU(PUIIMPOBAHHON CUCTEMBI
yIpaBJIeHUs OpraHU3alMOHHO-PACIOPSAUTEIbHON




TIPOM3BOJICTBOM, o
COBEPILICHCTBOBAHHIO
OpraHU3aIMOHHO-
pacnopsaIuTEIbHON
JOKYMEHTAIIUU "
OpraHu3aIH
JOKYMEHTO000pOTa,  TO
BHE/IPECHUIO TEXHUYECKHX
CpENCTB 00paboTKn
uHpOpMaLnH,
NIEPCOHATBHBIX
KOMIIBIOTEPOB M CETEW,
ABTOMATH3UPOBAHHBIX
paboumnx MecT;

JTOKYyMEHTAINH, €IUHYI0 CUCTEMa
TEXHOJOTHYECKOM JOKYMCHTAIUU,
COZIep’KaHNe CUCTEMBI
JIOKYMEHTOO0O0POTA; BHIBI
JOKYMEHTOB M UX CBSI3H ¢ OM3Hec-
MPOLIECCAMU; MTPOLICYPhI
COCTaBJICHUSI, IOTyUeHHS, TIepeIadH,
00pabOTKH M XpaHEHHS
JOKyMEHTalUH B ohuce; KIaccol
MH(POPMALMOHHBIX TEXHOJIOTHIA
UCTIONIB3YEMBIX ISl COCTABIICHHS
SJICKTPOHHBIX JOKYMCHTOB; ME€TOAbI 1
CpeICTBa MOJICTTMPOBAHHMS, aHAIN3A U
COBCPUICHCTBOBAHUA
JOKyMEHTOO0O0POTA.

YMeTh: pa3padaTeiBaTh MPEIOKCHHUS
10 COBEPIIIEHCTBOBAHUIO
OpraHMU3aOHHO-PACTIOPS TUTEITBHON
JOKYMEHTALMH U OpraHnu3aIiu
JIOKyMEHTO000pOTa;

COCTaBJIATh JIOKYMEHTBI, BECTH 0a3y
QJICKTPOHHBIX JOKYMCHTOB,
COCTaBJISITh MAPIIPYTHI
NEpCABUIKCHUA JOKYMCHTOB U
OM3HEC-TIPOILIECCOB M KOHTPOJIUPOBATH
UX MCIIOJHEHUE; CO3/1aBaTh
aBTOMAaTH3MPOBAaHHbBIE pPaboUne MecTa
C UCTIOJIb30BAHUEM MEPCOHATBHBIX
KOMITBIOTEPOB, pabOTaTh B CETH.
BiageTnb: HaBbIKaMH PabOTHI C
NpOTrPaMMHBIMHU TPOYKTaMH,
obecrieunBarOmuX 3PPHEKTUBHBIN
JOKYMEHTOOO0OPOT

3. O0beM NUCHUIUVIMHBI B 324Y€THBIX €IMHHUIAX C YKAa3aHMEM KOJHYeCTBA aKaJAeMHYeCKHX
4acoB, BbI/IEJICHHBIX HA KOHTAKTHYIO padoTy 00y4arIMXcs ¢ npenoaasareseM (110 BUAAM 3aHATHI)

U HA CAMOCTOATEC/IbHYIO paﬁoTy oﬁyqamumxca

OO0mmas Tpy10eMKOCTh TUCIUTUTHHBI COCTABIISICT 4 3a4CTHBIX SIUHMUII.

3.1 O0béM QMCUMILUIMHBI 0 BUAAM YUeOHBIX 3aHATHII (B Yyacax)

Bcero uacos

O6beéM uenumIHHbI ounas Gopma OYHO-3204Has 3a0uHas popma
o0yueHus ¢dopma o0yueHus
o0OydeHus

O6m1as TPYI0eMKOCTh AUCHUIUINHEI 144
KonTakTHas pabora 00yYaroImxcs v 54 30 12
rpernogaBareieM (BCEro)

AynutopHas paboTa (Bcero): 54 30 12
B TOM YHCIIE:




Jlexkun 18 10

CEMHUHAapPBI, IPAKTHUYCCKHUE 3aHATHUA 36 20 8

nabopaTopHbIE pabOTHI

BueaynuropHas padota (Bcero):

B TOM YHUCJIC:

CamocrosTenpHas pabota 00yJaromuxcs (Bcero) 90 114 128

Bux npoMexxyTouHO# aTTecTaind 00y4aromerocs — 4

3a4eT C OLIEHKO

4. Conep:kanue IMCHUILUIMHBI, CTPYKTYPHPOBaHHOe MO TeMaM (pasjenaM) € YKa3aHMeM
OTBEJCHHOI'0 HAa HUX KOJHYeCTBAa aKa/leMHYeCKHX YaCcOB U BH/I0B Y4eOHBIX 3aHATHI

4.1 Tematnyeckasi CTpyKTypa AUCLUILIMHbI

N HaunmeHnoBanue Tema 3aganus BripabaTsiBaemast
JIE | nuaakTu4ecKo eIMHHUIIbI KOMIIeTeHI U A
1 | Crpykrypa YIIPABJICHUS OIIK-6,
Opranuzanus MPOU3BOJICTBOM U €€ COOTBETCTBHUE C IK-3
1 JIOKYMEHTAIMOHHOTO LEJISIMU U CTPATETUEN OpraHu3aliy.
obecnieuenus ynpasieHuss | 2 | Cucrembl,  (GOpMBI M METOIBI
B SKOHOMUYECKOH CUCTEME yIpaBJ€HUs] TPOU3BOACTBOM.
3 | JlIoKkyMEHTalMOHHOE o0ecrieueHue
yOpaBIeHUS
4 | Knaccudukarms JOKyMEHTOB. OIIK-6,
Buap! ynpaBieHueCKHX 5 | ®yHKIMHU TOKYMEHTOB. I1K-3
2 JIOKYMCHTOB W TIpaBWJIa UX | 6 | PekBU3UTHI YIpPaBJIEHYECKUX
odopmiteHus JIOKYMEHTOB " npaBuia ux
ohopMIICHHUS
7 | IlpaBoBas Oaza 3JEKTPOHHOTO OIIK-6,
JIOKYMEHTO000POTA. ITK-3
8 | Haznauenue " BUJIBI CUCTEM
Opranuzanus CUCTEMBbI AIIEKTPOHHOTO JOKYMEHTO000pOTa
3 | ympaBieHus dJIEKTPOHHBIM | 9 | Cucrtema SIIEKTPOHHOT'O
JOKYMEHTO00O0POTOM JIOKYMEHT0000poTa «Jlemo»
10 | Cucrema 3JIEKTPOHHOTO
nokymeHToobopota LanDocs
11 | Cucrema 3JIEKTPOHHOTO
JIOKYMEHTO0000pOoTa
1C: JIokyMeHTOO0OpOT
12 | Texunueckue cpeacrBa 0OpPabOTKU OIIK-6,
TexHnuueckue u nHbopmaIuu. I1K-3
4 MIpOrpaMMHBIE CPEJICTBA 13 | [IporpamMmHubIe cpencTBa 00pabOTKH
00paboTku nHOpMaIUn uH(bOpMaIIUH.
14 | Co3nanune aBTOMATU3UPOBAHHBIX
pabouux MeCT B YCIOBHH paboTHI C
CHUCTEMOH AJIIEKTPOHHOIO
JIOKYMEHT0000poTa
4.2 Paznenpl IMCHUIIMHBI M TPYA0EMKOCTh 10 BHAAM Y4eOHBIX 3aHATHH (B aKajeMHYeCKHUX

yacax)
JU1st 04HOM (hOpMBI 00yUIEHUS



Buabl yueOHo# padoThl, BKIKOYas

Bua onenouHoro

CaMOCTOSITEJIbHYI0 PaGoTy CTY/IEHTOB U cpencrsa
TPYA0EMKOCTH (B Yacax) TeKylero
E (e | KOHTpOJISA
o 4 <
= CIIeBaeMOCTH
W3 uux ayauropusie | S % 3| & y >,
5| &' S NMPOMEKYTOYHOH
3aHATHS 2| & =3
=2 | Z aTTecTalun
o Sl =2 (no cemecmpam)
=
Nen/m Paszpnennt g S
- JUCHMIIHHBI E = §
@) a | E
Bcero s =
=| § |52
= | 5 | 3 g
= . 5 E
% > o =
2 2 5=
= % = o
= | g8
{2
2=
=
Opranuszanus
JOKYMEHTAIlMOHHOTO
obecrieyeHust Omnpoc
1 2| 30 | 4 6 20 poc,
yIpaBJI€HUs B TECTUPOBaHHE
YKOHOMUYECKON
cucTeMe
Buner
MIpaBIEHYECKUX
) yup Ompoc,
JOKYMEHTOB U 2 40 4 10 26
TECTUPOBaHHE
rpaBuja ux
odopmIIeHHS
Opranuzanus
CHUCTEMBI o
poc, perieHune
3 yIIpaBIeHus 2| 4 |6 14 24 poc. p
3a1a4y
3JIEKTPOHHBIM
JIOKYMEHTO000pOTOM
TexHuueckue u
MporpaMMHbIE Ompoc, pemenne
4 POTp 2| 30 | 4 6 20 poe, b
cpencTBa 00paboTKH 3aa4
uHpOpMaLIUU
KonTpons 2
144 | 18 36 90

JUTSL OYHO-3204HOM (popMbl 00yUeHus




Buabl yueOHo# padoThl, BKIKOYAA

Bua onenounoro

CaMOCTOSITEJIbHYI0 PaGoTy CTY/IEHTOB U cpeacTBa
TPYA0EMKOCTH (B Yacax) TeKylero
E (e | KOHTPOJISA
= g yCIeBaeMOCTH,
W3 nux ayauropubie | © | 3, | & .
54| & 5] MPOMEKYTOUHOM
3aHATHS 2| & =3
=2 | Z aTTrecTalun
o S 2 (no cemecmpam)
P S =3
Noxi/n azjiesibl g 2 .
JUCHHUILINHBI 5 = =
© | Beero = | =
=3
=| § |52
= | 5 | 3 g
= . 5=
% > o =
2 2 5=
= % = o
= | g8
{2
g | =
=
Opranuszanus
JOKYMEHTAIlMOHHOTO
obecrieueHus Omnpoc
1 9 | 30 |2 2 26 poc,
yIpaBJI€HUs B TECTHPOBAHHE
SKOHOMHUYECKOU
CHUCTEME
Buner
MPaBJICHYECKUX
) yup Ompoc,
JOKYMEHTOB U 9 40 2 6 32
TECTUPOBAHHUE
rpaBuja ux
odopmIIeHHS
Opranuzanus
CHUCTEMBI o
poc, pelieHne
3 yIIpaBIIeHus o | 44 | 4 8 32 poc. p
3aaaq
3JIEKTPOHHBIM
JIOKYMEHTO000pOTOM
TexHuueckue u
MporpaMMHbIE Ormpoc, pemenne
4 porp 9o 30 |2 4 24 poc, p
cpencTBa 00paboTKH 3aa4
uHpOpMaLIUU
KonTpons ?
144 10 20 114

JJI51 3204HOH popMBbI 00yUeHUs




Buabl yueOHo# padoThl, BKIKOYAA Bua ouenoynoro
CaMOCTOSITEJIbHYI0 PaGoTy CTY/IEHTOB U cpencrsa
TPYAOEMKOCTH (B Yacax) TeKyLlero
E (e | KOHTPOJISA
= g yCIeBaeMOCTH,
W3 Hux ayauTopHbie | S (| & e .
| &'| 3 | mpoMexyTOYHOW
3aHATHS 2| & =3
=2 | Z aTTrecTalun
o Sl =2 (no cemecmpam)
=
Nen/m Paszpnennt g S
- JUCIHHTIMHBI = = E
O | Beero & | =
=| S |52
= = |25
= . 5 E
% > o =
2 2 =
= % = o
= | g8
{2
2=
=
Opranuszanus
JOKYMEHTAIlMOHHOTO
obecrieyeHust Omnpoc
1 41 30 |1 2 27 poc,
yIpaBJI€HUs B TECTUPOBAHHUE
YKOHOMUYECKON
cucTeMe
Buner
MIpaBIEHYECKUX
) yup Ompoc,
JOKYMEHTOB U 4 40 1 2 37
TECTUPOBAHHE
rpaBuja ux
odopmIIeHHS
Opranuzanus
CHCTEMBI o
poc, pelieHne
3 yIIpaBIeHus 41 40 | 1 2 37 poc, p
3a1a4y
3JIEKTPOHHBIM
JIOKyMEHTOO00POTOM
TexHuueckue u
MporpaMMHbIE Ormpoc, pemenne
4 porp 41 30 |1 2 27 poc, p
cpencTBa 00paboTKH 3aa4
uHpOpMaLIUU
KonTpons 4 4
4 (3auer ¢
144 4 8 128/ ( .
OLIEHKOM)
5. [IlepedyeHb Y4eOHO-METOAUYECKOTO o0ecmedYeHUsl I CAMOCTOSAITEJIbHOH PadoThl

o0y4aromuxcsi Mo JMCHUNIHHE

CamocrositenbHass paOoTa oOyyaromMXcsi NpU  HM3YyYEeHHHM Kypca

«Cucrema ympaBiieHUS
JOKYMEHTOOOOPOTOM» TIPEAIoyiaraeT, B TEpBYIO ouepeab, paboTy C OCHOBHOH M JIOTIOJHUTEILHOU

JUTEPaTypoil. Pe3ynpTaTaMu 9T0it pabOThI CTAHOBSATCS BBICTYIUICHHS HA MPAKTHYCCKUX 3aHATHAX, YIaCTHE
B OOCYXK/ICHUH.
Meroanka CaMOCTOSITENIBHOW pPabOThl MPEABAPUTEIBHO pPAa3bsCHICTCS MpenojaBaTelieM U B

MOCJICAYIOMEM MOXKET YTOYHATHCA C YUCTOM HHIAWBUIAYAJIbHBIX oco0eHHOCTEH 06yqa}0mnxca. Bperl u

MECTO CaMOCTOSITEIbHOM pa6OTH BBI6I/IpaIOTC$I 06y‘-IaIOH_II/IMI/IC$I Imo CBOCMY YCMOTPCHUIO C Y4YCTOM
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PEKOMEHIali TPEno1aBaTelis.

CamocrosTenbHyI0 padoTy HaJ AUCUUIUIMHON CeyeT HauuHATh C U3y4eHus paboueil mporpaMMel
muctumineel  «MHopMaTrkay, KoTopas COIEp)KUT OCHOBHBIE TpeOOBaHHS K 3HAHMUSM, YMEHUSIM U
HaBbIKaM oOyuyaeMbIX. O0s3aTeNbHO cielyeT BCIIOMHUTh PEKOMEHIAlUH MPEToAaBaTelis, JaHHbIe B X0/1e
YCTAHOBOYHBIX 3aHATHHA. 3aTe€M — MPUCTYNAaThb K HM3YyYECHHUIO OTHAEIBHBIX pa3/lelioB U TEM B IOPSJIKE,
IIPEAYCMOTPEHHOM IIPOTPaMMOM.

[TomyunB mpencraBieHne 00 OCHOBHOM COJIEpP)KaHUU pasliena, TeMbl, HEOOXOAUMO H3YYUTh
MaTepuan ¢ IMOMOIINBI0 y4eOHMKOB, YKa3aHHBIX B pasfene 7 yka3zaHHOW mporpammebl. llermecoobpasHo
COCTAaBUTh KPAaTKUW KOHCHEKT WJIM CXeMY, OTOOpaKaroIlyl0 CMBICT M CBSI3U OCHOBHBIX MOHSTHHA JaHHOTO
paszesia U BKJIIOUEHHBIX B HEro TEM. 3aTeM, KaK IOKa3bIBAET OIIBIT, MOJE3HO H3YYHUTh BBIIECPKKH W3
MEPBOUCTOYHUKOB. [IpHu ’kemaHHMM MOXHO COCTaBUTh MX KpaTKUi KoOHCIEKT. O0s3aTelnbHO ClexyeT

3alMCbIBAThL BOSHUKIIUC BOIPOCHI, HA KOTOPBIC HC YAAJIIOCh OTBETUTH CAMOCTOATCIILHO.

HanmeHnoBanue Bomnpocksl, DopmbI YueOHo- ®opma
pasjiena BbIHECEHHbIE HA | CAMOCTOSITEJILHOM | MeToAu4YecKoe KOHTPOJIst
CaMoOCTOsITeIbHOE padoThI olecrieyeHue
H3yueHue
Opraau3zanus Cucremsl, Pabota B Jluteparypa Ompoc, noxmnai-
JOKYMEHTAIMOHHOTO | GOpMBI U METOJbI | OuOIHMOTEKE, Teme, paboTa ¢ Mpe3eHTaLNs
obecrieueHus YIIPaBIICHUS Biurovast ObC. WHTEPHET
yIpaBlIeHUS B MIPOU3BOJICTBOM [ToaroroBka MCTOYHUKAMU
SKOHOMUYECKON JIOKJIa1a-
CUCTEME PE3CHTAIIHH.
B Knaccudukanus | PaGora B JIureparypa Omnpoc, noknan-
JIOKYMEHTOB o6ubnmoreke, Teme, paborta ¢ Mpe3eHTalNs
yIpaBIE€HYECKUX
BKimovas ObC. WHTEPHET
JIOKYMEHTOB U
[TonroroBka MUCTOYHUKAMU
IpaBHJIa UX
JIOKJIa/1a-
oopMIeHUs
MIpe3eHTALNU
Oprammsais Cucrema Pa6ora B JIutepatypa Omnpoc, noknan-
F::HCTGMH 3JIEKTPOHHOTO oubnoTeKe, Teme, paboTa ¢ MIPE3CHTAIIHS
nokyMmeHToobopora | Bximrodas DbC. WHTEPHET
yIpaBIeHUS
«Jlemo» IToaroroska HCTOYHHUKAMHU
AIIEKTPOHHBIM
JIOKJIaJa-
JIOKYyMEHTOO00pOTOM
MPE3EHTALNH.
TexHuueckue Pabora B Jlureparypa k Ompoc, noxmnai-
TexHuuueckue u CpeacTBa oubnmoreke, Teme, pabora ¢ Mpe3eHTalus
MpOrpaMMHBIE o0paboTku BKurovast ObC. UHTEpPHET
cpencTBa 00paboTKH uHpopmManuu [ToaroroBka HMCTOYHUKAMU
uHpopMauu JI0KJ1aa-
MPE3CHTALIHH.

6. OuneHouHble MaTepHadbl VISl NPOBEAEHUS TeKylleil W TNPOMEKYTOYHON aTTeCTAlMHU
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o0yuarommxcst no ucuuniuHe «CucreMsl ynpaBjieHUs1 JOKYMEHTO000pPOTOM»

6.1. Onucanue mnokasarejied W KpPUTePpHEB OLECHMBAHUS KOMIIETEHUMH, ONMUCAHME IIKAJI
OLlCHUBAHUS

HaumenoBanue
OLIEHOYHOI'0
cpeiacTBa

KpaTkas xapakrepucTuka
OLICHOYHOI'0 CPEACTBA

HIxana U KPpUTEPHHU OLeHKH, 0aJLJT

Kpurtepun
OLlCHUBAHUS
KOMIIeTeHIMH

Ompoc

COop nepBUYHON
WH(POPMAINH 1O BBISICHEHUIO
YPOBHS YCBOCHHS
MPONEHHOTO MaTepurana

«3a4TeHOY - €CITU O0yJArOIIIHHACS
JIEMOHCTPUPYET 3HAHUE MaTepralia
T10 pa3Jielly, OCHOBaHHbBIE Ha
3HAKOMCTBE C 003aTeTHbHON
JIUTEPaTypOr U COBPEMEHHBIMU

Ty OTTUKAIUSMIY; TACT JTOTHYHBIC,
apryMeHTHUPOBAaHHBIE OTBETHI HA
MMOCTaBJICHHBLIC BOIIPOCHI. Taxxe
OIICHKA «3a4TCHOY» CTABHUTCS, CCITU
00yJaronMcs TOMYIIEeHBI
HE3HAYHUTEIhHBIE HETOYHOCTH B
OTBETax, KOTOPBIC OH HUCIIPABIIACT
ITyTeM HABOJISAIINX BOIPOCOB CO
CTOPOHBI ITPETIOAaBATENS.

«He 3auteno» - umeroTcs
CYIIIECTBEHHBIC MTPOOEITbI B 3HAHUN
OCHOBHOTO MaTepualia 1o pa3zieiy, a
TaKXXC JOMYHICHBI IPUHIIUITHAIEHBIC
OIKMOKHU NPH U3JI0KECHUU MaTepHraa.

OIIK-6,
I1K-3

Joxknan-
TIpE3CHTAITNS

[TyOnuuHOE BEICTYIUICHUE 110
MPEICTABICHHUIO MOTYYCHHBIX
pe3yJIbTaTOB B IPOTPamMMe
Microsoft PowerPoint

«OTIIMYHO» — JOKJIAJ] BEIITOJHEH B
COOTBETCTBUH C 3aABJICHHONU TEMOM,
Hpe3eHTaHI/I$I JICTKO yuTacMa 1 sACHa
JUTSL TOHUMaHUs1, TPAMOTHOE
WCTIONIb30BaHNE TEPMHUHOIIOTHH,
CBOOOIHOE U3JIOKEHHUE
paccMaTpuBaeMBbIX IPOOIIEM,
JIOKJIaJYUK TTPABIILHO OTBETHII Ha
BCE BOTIPOCHI B XOJI€ IUCKYCCHH;

«XOPOIII0Y» — HEKOPPEKTHOE
odopMIIeHUE MTPE3EHTAIINH,
IrPaMOTHOE HCIOJIb30BaHUE
TepMI/IHOJ'[OI‘I/II/I, B OCHOBHOM
CBOOOIHOE M3I0KEHUE
paccMarpuBaeMbIX ITPoodIIeM,
JOKJIaTIUK YACTHIHO TPABIIIEHO
OTBETHJI Ha BCE BOIIPOCHI B XOJI€
JIUCKYCCHUU;

«YIOBIETBOPUTEIHHO» — OTCYTCTBHE
pe3eHTalNH, JOKIa YUK
HCIBITBIBAJI 3aTPYAHEHUS IIPH
BBICTYTUICHUU M OTBETE Ha BOTIPOCHI
B XO0JI¢ JUCKYCCHH;

«HEYIIOBJIETBOPUTEIILHOY -
JIOKJIQTYUK HE PACKPBLT TEMY

OIIK-6,
I1K-3

TectupoBanue

TectupoBaHue MOKHO
MPOBOJUTE B popMme:

o KOMITBIOTEPHOTO
TECTUPOBAHMUS, T.C.
KOMIIBIOTEP IPOU3BOJIBHO

«OTIUYHO» - MPOIEHT MPABUIILHBIX
otBeToB 80-100%;

«XOPOIIIOY» - POIIEHT MPABUIBHBIX
OTBETOB 65-79,9%:;

«YIOBJICTBOPHUTEILHO» - IPOLIEHT

OIIK-6,
[1K-3
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BEIOMpAeT BOMPOCH 13 0a3bl
JIAHHBIX 110 CTETIeHU
CIIO’KHOCTH;

. MTHCHMEHHBIX
OTBETOB, T.€. MPEIO1aBaTeIb
3a/1aeT BOIIPOC U JaeT
HECKOJIBKO BApUAHTOB OTBETA,
a CTYZIEHT Ha OTAEIEHOM
JIMCTE 3aIMCHIBAET HOMeEpa
BOIIPOCOB U HOMeEpa
COOTBETCTBYIOIIMX OTBETOB

npaBUWIbHBIX 0TBETOB 50-64,9%;
«HEYIOBJICTBOPUTEIHHO» - IPOIICHT
MIpaBUJIBHBIX OTBETOB MeHee 50%.

3amaun

YmMenue MIPUMEHSTh
W3YYEHHBIM  maTtepuan i
MIOJTyYeHUs MIPaBUJIBHOTO
OTBETA.

[Ipu yctHOM paszbope perieHus
3aJ1a4un yMeHHe
apryMEeHTUPOBATh CBOM
BapHaHT OTBETA.

YMeHue HaXoJUTh
aJbTEPHATUBHBIC yTH

PEHICHUA 3aa49n

OTJINYHO) - peLieHsl u
APTYMCHTHPOBAHLI TpHUu JaHHBbIC
3a7a4H;

«XOpOLIO» - peuieHsl u
apryMEHTHUPOBAHBI Be JAHHbBIE
3a7a4u U3 TpEX;
«YIOBJIETBOPUTENBHO» —  pEIlCHa

XoTss OBl omHa 3amada U3 TPEX
MPEIOKCHHBIX;
«HEYAOBJICTBOPUTEIHHO» — 3aJla4d HE
pEIICHBI.

OIIK-6,
I1K-3
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6.2. Meroauueckue mMarepuaJibl, onpeaeJsOle NMPoueAypPbl OLEHNBAHUA 3HAHWH, YMEHMH,
HABBIKOB U (MJIH) ONBITA 1eATEJbHOCTH, XapPAKTEPHU3YIOIIMX 3Tanbl GOPMUPOBAHNS KOMIIETEHUN B
npouecce 0CBOeHHsI OCHOBHOM NMpo¢ecCHOHAIBHOI 00pa30BaTEILHON MPOTrPAMMBI

Ne | ®dopma  kouTpoasi/ | lIpoueaypa ouennBanus | Illkana u kpuTepum oueHkH, 6as
KOJIbl OLIEHMBaeMbIX
KOMIICTCHIUH

1. | 3aueT ¢ oueHKOM — [IpaBUIBHOCTH OTBETOB Ha 1. OlEHKAa «OTIUYHOY - OOYUAOIIUICS TOJIKECH
OIIK-6, TIK-3 BCE  BOINPOCH  (BEpHOE, | MATh MOJHBIC, HCUCPITHIBAIONINE OTBETHI HA BOTIPOCHI

YeTKoe W JOCTaTOYHO | 3K3aMEHAlMOHHOTO OWjeTa, B YaCTHOCTH, OTBET
ry0OKoe M3JI0KEHHE UAACH, | JOJDKEH MpeAroaraTb 3HaHHe OCHOBHBIX MOHATHH 1
MOHATHHN, (PAKTOB U T.11.); HX 0COOCHHOCTEH, yMEHHUE MPABUIIBHO OTPEENIATh
Coueranue TONHOTHI U | creNU(UKY COOTBETCTBYIOIINX OTHOIICHHUH,
JTAKOHUYHOCTH OTBETA; MIPaBUJIBHOE PelIeHHE MTPAKTUUECKOTO 3a1aHusl.
Hanuuue  mpaxtudeckux | OLieHKAa «OTIIMYHOY» MPEANOiaracT HaIu4ue CUCTEMbI
HaBBIKOB TIO JWCIHUIUIMHE | 3HAHWH MO MpeaMeTy, YMEHUE H3JlaraTb MaTepral B
(pemieHne  3agay WM | JIOTHYECKOM MOCIIE0BATENbHOCTH, CHCTEMAaTHYHO,
3a7aHul); TPaMOTHBIM SI3BIKOM;
OpueHTupoBaHue B 2. OIEHKa «XOPOIIOy» - 00yUaIOIIHACA JOKEH
y4eOHOW,  HAay4YHOHl W | JaTh MOJHBIE OTBETH HA BOMPOCH], YKa3aHHEIE B
CHenUaNbHON ITeparype; | 3K3aMeHAMOHHOM Omierte. JJomyckatorcs
Jloruka W | HETOYHOCTH MPHU OTBETE, KOTOPHIC BCE K€ HE BIUSIIOT
apryMEeHTHPOBAaHHOCTh Ha TIPaBWIBHOCTH 0TBeTa. OTBET JOIDKEH
M3JIOKEHHUS; MIpeJInoJaraTe 3HaHNEe OCHOBHBIX TOHATHH U UX
I'pamotHOE 0co0eHHOCTEH, yMEHIE PABUIIBHO ONIPEEIsTh
KOMMEHTHPOBAHHE, cnenu(puKy COOTBETCTBYIOIIMX OTHOIIEHHIA,
MpHUBEICHUE MIPUMEPOB, | TPABUIHHOE PEIICHNE MPAKTUIECKOTO 3aJaHHUA. .
aHaJIOTHI; OrneHka «X0poIIoy MpeanoaraeT HaTMunue CUCTEMBI
Kynerypa otBera. 3HAHUH 10 TIPEJMETY, YMEHHE U3JIaraTh MaTepral B
JIOTHYECKOH MOCIIeI0BATEIbHOCTH, CHCTEMAaTHIHO,
TPaMOTHBIM A3BIKOM, OJIHAKO, JIOIYCKAIOTCS
HE3HAYUTEIbHbIE OIIMOKH, HETOYHOCTH 110
HA3BaHHBIM KPUTEPHUSIM, KOTOPHIE BCE K€ HE
HCKaXaroT CyTH COOTBETCTBYIOIIETO OTBETA,
3. OLEHKA «yIOBJIETBOPUTEIHLHO -
o0yJaronuiics JOKEH B IIETIOM JaTh OTBETHI Ha
BOTIPOCHI, MMPETIOKEHHBIE B 9K3aMEHAIIOHHOM
Ousere, OpUEHTUPOBATHCS B CUCTEME JUCLUTUTAHBI
«MHKPOIKOHOMHUKaY», POJAEMOHCTPUPOBATH
MPABIIIGHBIA X0 PEIIeHHUS MPAKTUIECKOTO 3aaHNUs,
3HaTh OCHOBHBIE KaTeropuu npeamera. OueHka
«YAOBJIETBOPUTEIBHOY MIPENIOIAracT, YTO MaTepuall
B OCHOBHOM H3JIOKEH TPAMOTHBIM SI3BIKOM;
4. oOLEHKa «HEYyIOBIETBOPUTEIHHO»
MPEINoJIaraeT, YTo 00yJaroIMMCs JTHOO0 HE JIaH OTBET
Ha BOIpoc OmiieTa, 00 00yJaronuiicst He 3HAeT
OCHOBHBIX KaTE€TOPHil, HE MOXET OTPENETUTh
MpeIMeT TUCIUIIIINHBL.

2. | TectupoBanne (Ha | [lomHoTa 3HAHUH | «OTIMYHO» - MIPOLEHT NMpaBUIbHBIX 0TBETOB 80-100%);
sk3amene) — OIIK-6, | Teopernyeckoro «XOPOILO» - MIPOILIEHT MPaBUIbHBIX OTBETOB 65-79,9%);
HK_3 KOHTpOHI/IpyeMOFO «YHAOBJIETBOPUTEIIBHO» - TIPOLCHT MPABHUIBHBIX OTBETOB

marepuana.  Kommuecrso | 20764.9%:

IMPpaBUJIBHBIX OTBCTOB

«HEYIIOBIICTBOPHUTEIBHOY - MPOICHT MPaBUIBHBIX OTBETOB
menee 50%.
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6.3. TunoBbie KOHTPOJIbHbIE 33/IaHUSI WM WHbIe MATEPHUAJIbl, HeO0X0AUMbIE JJIsl MPOoLeaypPbI
OLICHUBAHMS 3HAHUH, YMEHUI, HABHIKOB M (MJIH) ONBITA JEATEJIbHOCTH, XapPaAKTEePU3YIOIIUX ITAINbI
¢GopMupoBanuss KoMIeTeHUMA B  Mpolecce OCBOEHHSI OCHOBHOW  mpodeccMoOHAJbLHOM
o0pa3oBaTe/ibHOI MPOrpPaMMblI

6.3.1. Tunosble 3a7aHKUA 1JI51 IPOBEJACHUS TEKYIIEr0 KOHTPOJIS 00y4aroIuXcst
6.3.1.1 IIlpumepHbIe TeCTOBbIE 3aJaHUS /ISl TEKYLIEr0 KOHTPOJIA

3ananme 1
UTo 03HaYaeT TEPMUH «JIOKYMEHT»?
apryMeHr;
BU3AQ,
AeJ10;
MIpUKa3.

3aganue 2
OT KaKoro s3bIKa IPOUCXOANT TEPMUH «JIOKYMEHT»?
HEMELIKOT0;
JATUHCKOTO;
aHTJIIAICKOTO;
rpe4yecKoro.

3amanue 3
CoBOKYITHOCTh PabOT, CBSI3aHHBIX C CO3/IaHHEM JIOKYMEHTOB, HMX PETHCTpallie,Ki1accupuKaimnei,
JBHXXCHUEM, y‘-IeTOM nu XpaHeHI/IeM HA3bIBAKOTCA ...
KOPPECTIOH ICHITUEH;
JIEJIONPOU3BOICTBOM;
JIOKYMEHTHPOBAHUEM;
AOKYMEHTO000OpOTOM.

3amanue 4
Korma Obutn yTBepk1€HBI OCHOBHBIC NTpaBuiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3aganue 5
OcHOBHBIE TOKYMEHTHI BHITIOTHSIFOTCS, Ha KakoM (hopmare?
Adumm A 5;
A8umm A 12;
A 3 umm A §;
Al2.

3amanue 6

[Ipukas — 310 ...
pacnopsiinuTebHbIH JOKYMEHT;
MH(POPMAITMOHHBIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JINYHBINA TOKYMEHT.
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3aganue 7

JloiKHOCTHAS MHCTPYKIUSA - 3TO
pacropsAIUTEIbHBIA IOKYMEHT;
WH(POPMAIMOHHBIN IOKYMEHT;
OPraHU3aUMOHHbIN JOKYMEHT
JINYHBIN JOKYMEHT.

3amanue 8

[IpoTokon — 310 ...
pacnopsiANTENbHbBIN JOKYMEHT;
UH(GOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3aganue 9

ITucemo — 3710 ...
pacnopsAIUTENIbHBIA IOKYMEHT;
WH(POPMAIMOHHBIN IOKyMEHT;
CIIPABOYHBIN JOKYMEHT;
JINYHBIN JOKYMEHT.

3ananme 10

[lITaTHOE pacnucanue — 37O ...
pacnopsiIUTENbHbIN TOKYMEHT;
HH(POPMALMOHHBIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3allMOHHBINA JOKYMEHT.

3apanue 11
HyO6nukar — 3710 ...
OpUTHHAI;
KONUSA JOKYMEHTA;
CIPaBOYHBIN TOKYMEHT;
OK3CMILIAD, BBII[aBaeMLIfI B3aMCH YTPAaUCHHOTI'O JOKYMCHTA.

3aganue 12

Pemenne — 310 ...
pacnopsANTebHbII JOKYMEHT;
MH(POPMALMOHHBIN JOKYMEHT;
CIIPAaBOYHBIN JOKYMEHT;
OpPraHU3allMOHHBIN JOKYMEHT.

3aganue 13

JI0OBEpPEHHOCTH — 3TO ...
PaciopsAUTEIbHBINA JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHbIH JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
opr: aHI/ISaI_II/IOHHHﬁ JOKYMCHT.

3ananue 14
UTH — oo ...
pacropsAIUTENIbHBIA IOKYMEHT;
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HH(POPMALMOHHO-CIIPABOYHbIH IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3aganue 15

KTHA —»ato0 ...
pacnopsIIUTENbHBIN TOKYMEHT;
HHG(pOPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JINYHBIN JOKYMEHT.

3apanme 16

AKT — 370 ...
pacnopsiIUTENbHBIN TOKYMEHT;
WH()OPMAITMOHHO-CIIPABOYHBIA IOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3ananue 17

JI0OBEpPEHHOCTH — 3TO ...
pacopsANTEIbHBINA JOKYMEHT;
HHG(OPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JINYHBIN JOKYMEHT.

3aganue 18

®daxcel 1 E-mail — st0 ...
pacnopsiIUTENbHbIN TOKYMEHT;
HH(POPMALMOHHO-CIIPABOYHBbIH IOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3axanue 19

HckoBoe 3asBiICHHE — 3TO ...
pacnopsAIUTEIbHBIA IOKYMEHT;
MH(POPMALIMOHHO- CIIPAaBOYHBIN JTOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
OPUAHYECKHA JOKYMEHT

3aganue 20
DKCIepTH3y LEHHOCTH JIOKYMEHTOB MPOBOJIHT ...
KOMUCCHS;
PYKOBOJHTEIb IPEAPHUSITHS;
paboOTHUKHM OyXranTepuu;
CHenHATNCThI.

6.3.1.2. IlpumepHble 3a1a44 JJI TEKYLIEr0 KOHTPOJISI
3apaua 1.
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Co31aTh TEKCTOBBINA JOKYMEHT C PEKBU3UTOM «IMOJIEMa OpTraHu3aI[iny
C UCIOJIb30BAaHUEM TEKCTOBOT'O MpOIleccopa.

T.

SAKEIT 08 AKIMOHEPHOE 0DIECTED
"TEFIVIK A"

yn. Opaxworowigne, . 11, Mocxza, 115419
Ten.; (495) 356-2140] (meororasans )
$ ae: (495)234-18-92
Tttp:fomarer. teraka nu; e-mail: infi@temika
ORTIO 29908912, OT'PH 1027739260427
MHHKIIN 771 5004624/772501001

M
Hale oT

3amaua 2.
Co3/1aTh TEKCTOBBIM IOKYMEHT C PEKBU3UTOM «3aroJIOBOK K TEKCTY
C UCIOJIb30BAaHUEM TEKCTOBOT'O MpOIieccopa.

1

SapBITOE AMITHOHEPHOE 06IECTRO Chpr s and YIIp SRTEHMA SpXHEHBIM JeTomM
"TEPMIIE A" cyfmexTos Pocagickod Degepanmt
ym. Opawceomrgse, 1 11, Mooeza, 115419 B =

Tem - (025) 356-21 01 (mrororasansHes)
$axc: (095) 234-18-92
ttp Shamarar termka xa; e-mail : info@termukam
ORIIO 29905212, OT'PH 1027739250427
HHH/EII 771 S004824/772501001

27.022004 Me 135

HaMe ar

O mogepremamss "Madopraarpoezio-
CIIPABOUHOH CHCTEMB] APXMEBHOH OTp A

O MCTINHeHMe IHCEMa PefepanbHoi apXMpHOH cmyber Poccmm

means "Hadopraatpomo- copasoweiof cHoTene!

" Hrenh opeaarmm BHo- cIp aB oonyzo

3amaua 3

[lepeuncnuTe HOpMAaTUBHBIE IPABOBBIE AaKThl, PEIVIAMEHTUPYIOIIME MOPSAOK O(OPMIIEHUS IHUCEM U
IIPUKA30B 10 IPUMEPY, IPUBEICHHOMY HIXKE.
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- B TOPTrOBOI OpraHHU3allNy;
- B OTJICJIC COIMAJILHOM 3aITUTHI;
- Ha IPOU3BO/ICTBEHHOM MPEANPHUATHH (BUJ I€ATEIHHOCTH MO BallleMy YCMOTPEHHUIO)
[MPUMEP
1) TIlocranosnenue IIpaButennscTBa Poccuiickoit @eaepammu ot 15.06.2009 Ne 477 «O6
yTBepKAcHUH [IpaBuit qenonpon3BoacTBa B (heepaibHBIX OpraHax UCIOTHUTEIBHON
BJIACTHU»
2) Ilpuka3 ®enepanpHoro ka3Haveiictsa ot 10.04.2006 Ne 5u
«O0 yTBepxkacHNH pernaMmenTa DeaepanbHOro Ka3HauYeHCTBa
3) Ilpuka3 ®@enepanbHoro kazHauelictsa oT 10.05.2011 Ne 206
«O0 ytBepxaeHnn MHCTpyKIUU MO AeTONPOU3BOJICTBY B TEPPUTOPHAIIBHBIX OpraHax
denepanbHOro Ka3HayecTBa»
4) ®denepanbubliii 3akoH 0T 02.05.2006 Ne 59-D3
«O mopsiike paccMoTpeHust oOpatieHuit rpaxaan Poccuiickoit @emeparim

6.3.2. Tunosbie 3a1aHKs JJI51 IPOBeeHUS POMEKYTOYHOM aTTeCTAMU 00YyUAKOIIUXCS
[TpomexxyTounasi aTrecTanus Mo AUCHUIUIMHE «Teopus MEHEeIKMEHTa» NpoBOAMTCA B (opme
HK3aMEHa.

6.3.2.1. TunoBbie BONPOCHI K IK3aMEHY

CrtpyKTypa ynpaBiieHuUs! IPOU3BOACTBOM U €€ COOTBETCTBUE C IIENIIMU U CTpaTeruel opraHu3aiuu

Cuctemsl, (hOpPMBI U METOJIBI YIIPABIECHUS MPOU3BOICTBOM

JIoKyMeHTaIlMOHHOE 0OecrieueHue yrpaBIeHus

Knaccugukarus 10KyMeHTOB

OYHKIMHA JOKYMEHTOB

PexBHU3UTHI ynpaBIeHYECKUX TOKYMEHTOB U MpaBHiia UX 0(OPMIICHUS

[IpaBoBas 6a3a 3MEKTPOHHOTO TOKYMEHTO000pOTa

HazHnaueHue 1 BUJBI CUCTEM 3JIEKTPOHHOTO JOKyMEHTOO00pOTa

9. Cucrema 31eKTPOHHOTO TOKYMEHTO000poTa «Jlemoy

10. Cuctema 351eKTpOHHOTO JO0KyMeHTooOopoTa LanDocs

11. Cucrema s5eKTpoHHOTO JoKyMeHTooOopoTa 1C: JlokyMeHTo000pOT

12. TexHuveckue cpeacTa 00paboTKu HHpOpMAITUH

13. [IporpammuBIe cpeaicTBa 00pabOTKH HH(DOpMAITUN

14. Cozmanre aBTOMAaTU3MPOBAHHBIX pabOYMX MECT B YCIOBHHM pPabOTHI C CHCTEMOW 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

15. Yuudukamnus ynpaBieH4eCKUX TOKYMEHTOB.

16. Homenkiarypa aen.

17. CoctaB u opopmieHHE PaCIOPSIAUTENBHBIX JOKYMEHTOB

18. CocraB 1 ohopMIICHHE OPTaHU3AIMOHHBIX JOKYMEHTOB

19. CocraB u ohopmienne HHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB

20. CocraB u npaBmuia opopmiieHus pekBu3uToB qokymeHToB (I'OCT P 6.30 — 2003)

21. TpeOGoBaHus, MpeIbsABIIEMbIe K 0POPMIICHHUIO JOKYMEHTOB.

22. Opra"u3zanus npueMa u nepBUIHON 00pabOTKU JOKYMEHTOB

23. Peructpanusi JOKyMEHTOB

24. Opra"u3zanus J0KyMEeHT0000poTa

25. KoHTpOJIb UCTIOJTHEHUS IOKYyMEHTOB

26. UudopmanmonHo-cripaBoyHas padbora

27. YHu}UKanMg U CTaHAapTU3ALUs JOKYMEHTOB

28. Buapl TpynoBBIX JOTOBOPOB, ITpaBuiia opopMIIeHUS

29. ®opmupoBaHUe eI

30. HopmartuBHbIe, 3aKOHOAATENbHBIE JOKYMEHTBI, PETYIUPYIOLIUE MOPSA0K paboThl C TOKyMEHTaAMU

XN R
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31. CymrHoCTh, BUJIBI U COJIEpKaHUE YIpaBlIeHYECKON nH(MOpMaIun

32. JlenoBast nuH(OpMAIIHS U €€ COCTaB

33. Opranmzanus HHGOPMAITMOHHOTO OOeCTIeYEHUS

34. adopmarmionHas 6€30MacHOCTb

35. Coneprxanue ciykeOHOM TailHbI U KOH(PUIACHIMAIBHOCTh HH(OpMAIUn
36. SI3BIK ¥ CTHIIb JIEJIOBOM TOKYMEHTAIlUU

37. CucrtemaTusanus U TeKyIlee XpaHeHue TOKYMEHTOB

38. KoMmbroTepHbIE TEXHOJIOTHH IMOATOTOBKH JOKYMEHTOB

6.3.2.2. PekoMeHayemble 3a1a4u

3amaua 1.

1. Pa3zpaboraTh O1aHK JOKyMEHTa C UCIOIB30BaHUEM MporpaMmmMHoro obecredenuss MS Word wimu MS
Exsel B coorBeTcTBUM € mpaBmiiaMu oopMIICHHS U (POPMATUPOBAHUS:

- CnpaBKy ¢ MecTa pabOThI C YKa3aHHEM CPEAHETO pa3Mepa 3apadOTHOM MiIaThl AJIs IPEIbSABICHUS B
oyxranreputo YI'JITY.

2. IlpaBuna opopmienus pekBusuta «l ocynapcrBeHHslit repo Poccuiickoit denepanum.

3anaya 2.

1. Pa3zpaboTaTh OJTaHK JOKYMEHTA C UCIIOIb30BaHUEM MporpaMMHoro ooecnederuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBHiIaMHu OPOPMIICHUS U (OPMATUPOBAHHMS:

- [Ipuka3 qupexTopa akKIIMOHEPHOTO 00IIeCcTBa O IpreMe Ha paboTy Oyxranrepa.

2. IlpaBuna opopmiuenus pekBusuta «l ep6 cyorekra Poccuiickoit denepanum.

3anayga 3.

1. Pa3zpaboTaTh OTaHK JOKYMEHTA C UCIIOIb30BaHUEM MporpaMMHoro ooecnederuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBUiIamMHu 0QOpPMIICHHUS U (OPMATUPOBAHHMS:

- 3asBIICHHE O TIpHEME Ha padoTy;

2. IlpaBuna opopmiieHHs peKBU3UTA «IMOIeMa OpraHu3aliK WM TOBAPHBIN 3HAKY.

3anaya 4.

1. Pa3zpaboTaTh OJTaHK JOKYMEHTA C UCIIOIb30BaHUEM MporpaMMHoro ooecnederuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBHiIaMHu OPOPMIICHUS U (OPMATUPOBAHHMS:

- AKT ciucaHusi MaTepUaJioB.

2. IlpaBuna opopmieHus pekBusuTa «HanMeHOBaHUE OpraHU3aLuN.

3anayga S.

1. Pa3zpaboTaTh OTaHK JOKYMEHTA C UCIIOIb30BaHUEM MporpaMMHoro ooecnederuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBHiIaMHu OPOPMIICHUS U (OPMATUPOBAHHMS:

- ToBapHas HakagHas.

2. IlpaBuna opopmienus peksusuta «HanmenoBanue dunmnanay.

3anayga 6.

1. Pa3zpaboTaTh OTaHK JOKYMEHTA C UCIIOIb30BaHUEM MporpaMMHoro ooecnederuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBHiIaMHu OPOPMIICHUS U (OPMATUPOBAHHMS:

- [IpoTOKOJ TPON3BOICTBEHHOTO COBEIIAHMS.

2. IlpaBuna opopmienus pekBusuTa «HanMeHoBaHUE BUA TOKYMEHTay.

3anaga 7.

1. Pa3zpaboTaTh OTaHK JOKYMEHTA C UCIIOJIb30BaHUEM MporpaMMHoro ooecnedernuss MS Word wm MS
Exsel B cooTBeTcTBUM C TpaBHiIaMHu OPOPMIICHUS U (OPMATUPOBAHHMS:

- JIoKnaiHy¥o 3aMucKy TUPEKTOPY MPEINPUATHS O HAPYIICHUN TEXHUKH O€30MacHOCTH B IIEXe.
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2. IIpaBuna odopmiieHus pekBu3nTa «Jlara TOKyMeHTa.

3amaua 8.

1. Pa3zpaboraTh O1aHK JOKyMEHTa C HCIOIB30BaHUEM MporpaMmmMHoro obecrnedenuss MS Word wnmu MS
Exsel B coorBeTcTBUM € mpaBmiiaMu oopMIICHHS U (POPMATUPOBAHUS:

- 3asBIIeHHE COTPYIHHUKA (PUPMBI O IPETOCTABIICHUN €MY OYEPEHOTO OTITyCKa

2. IIpaBuna odopmiieHus pekBu3nuTa «Jlara TOKyMeHTa.

6.3.2.3. UToroBoe recrupoBaHue

3amanue 1
CoBOKYNHOCTh pPalOT, CBS3aHHBIX C CO3JaHMEM JIOKYMEHTOB, MX perucTpaiuen,kiaccupuKaiiei,
JIBIDKCHHEM, YIETOM M XpaHEHUEM Ha3bIBAIOTCA ...
KOPPECIIOHICHIUEN;
JeTIONPOU3BOICTBOM;
JIOKYMEHTHPOBaHHUEM;
JIOKyMEHTOOOOPOTOM.

3amanue 2
Korna Obit yTBEep:kIeHB OCHOBHBIE ITpaBuia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3ananue 3
OCHOBHBIE TOKYMEHTHI BBITIOJHSIOTCS, HAa KakoM (popmate?
Adumm A5,
A 8umm A 12;
A 3 mmm A §;
Al2.

3amanue 4

IIpukas —at0 ...
PaciopsAUTEIbHBINA JOKYMEHT;
MH(POPMALMOHHBIA JOKYMEHT;
CIPAaBOYHBIN TOKYMEHT;
JINYHBINA JOKYMEHT.

3amanue 5

JIOJDKHOCTHAst HHCTPYKIUA - 3TO
pacopsAUTEIbHBINA JOKYMEHT;
UH(POPMALIMOHHBIH JOKYMEHT;
OpraHU3allMOHHBIN TOKYMEHT
JIUYHBIA JOKYMEHT.

3amanue 6

[IpoTokon — 310 ...
pacnopsiANTENbHBIN JOKYMEHT;
MH(OPMaLIMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.
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3amanue 7

IInceMo — 3710 ...
pacnopsiIUTENbHbIN TOKYMEHT;
HH(})OPMAITMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3amanue 8
Yo 03HaYaeT TEPMUH «JOKYMEHT»?
apryMeHT;
BU3a;
pi (S (o)
MIpUKa3.

3amanue 9
OT KaKoro si3pIka MPOUCXOIUT TEPMHUH «JTOKYMEHT»?
HEMEIIKOTIO;
JIATUHCKOTO;
aHTIINHCKOTO;
rPEYECKOro.

3ananue 10

[lITaTHOE pacnucanue — 37O ...
pacnopsAUTEIbHBINA JOKYMEHT;
MH(GOPMaIIMOHHBIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3allMOHHBIN JOKYMEHT.

Samanue 11
HyO6mukar — 3710 ...
OpUTHHAJ;
KOIIHUA JOKYMCHTA,
CIPaBOYHBIN TOKYMEHT;
OK3CMILIAD, BBII[aBaeMBIfI B3aMCH YTPAUCHHOTI'O JOKYMCHTA.

3ananue 12

Pemenne — 310 ...
pacnopsAUTENbHBIA JOKYMEHT;
MH(POPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpPraHMU3allMOHHBIN JOKYMEHT.

3amanue 13

JIOBEpPEHHOCTH — 3TO ...
pacropsIANTENbHBIN JOKYMEHT;
MH(POPMALIMOHHO-CIIPABOYHBIN JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
opr: aHI/ISaI_II/IOHHBIﬁ JAOKYMCHT.

3amanue 14
UckoBoe 3asgBieHue — 110 ...
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pacnopsIIUTENbHBIN TOKYMEHT;
MH(POPMALIMOHHO- CIIPAaBOYHBIN JTOKYMEHT;
CIIPABOYHBINA IOKYMEHT;

IOPUINYECKANA TOKYMEHT

3aganue 15
DKCIepTH3y LEHHOCTH JIOKYMEHTOB POBOJIHT ...
KOMUCCHS;
PYKOBOJHTEIb IPEAPHUSITHS;
pabOTHUKHM OyXralTepuu;
CIICIMAITUCTHI.

3amanue 16

UTH —»oT10 ...
pacnopsiIUTENbHbIN TOKYMEHT;
WH()OPMAITMOHHO-CIIPABOYHBIA IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3amanue 17

KTHA —»ato0 ...
pacnopsAIUTEIbHBIA IOKYMEHT;
WH(POPMAIMOHHO-CIIPABOYHBIN IOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JINYHBIN JOKYMEHT.

3amanue 18

AKT — 370 ...
pacnopsiIUTENbHbIN TOKYMEHT;
WH()OPMAITMOHHO-CIIPABOYHBIA IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3amanue 19

JI0OBEpPEHHOCTH — 3TO ...
pacopsANTEIbHBINA JOKYMEHT;
MH(POPMALIMOHHO-CITPABOYHBIN JJOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JIUYHBIA JOKYMEHT.

3amanue 20

®daxcel 1 E-mail —st0 ...
pacnopsiIUTENbHbIN TOKYMEHT;
WH()OPMAITMOHHO-CIIPABOYHBIA IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN JOKYMEHT.

3amanue 21
[Tpu hopmMHUpOBaHUH PIEKTPOHHOTO TOKYMEHTa B OJTHOM M3 stueek pabodero imcra B Excel BeicBeunBaercs
CHMBOJI ### 3TO 03HAYaET, 4ToO...

IIMPUHBI CTOJIOIA HEIOCTATOYHO JIJISl OTOOpakeHUS YHCIIa WIIHA JaThl

3amnpenieHo N3MEHEHHE COJEPKUMOTO STUCHKH
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MIMPHHBI CTONIONA HEAOCTATOYHO ISl BBIBOJA TEKCTOBOM CTPOKH
B siUelKe coaepkuUTcs GopMyIa, BBEACHHAS C OIIMOKON

3ananue 22
3aanus CTHIIA TOKYMEHTY B TEKCTOBOM Tiporieccope MS Word mo3BosisieT yCTaHOBUTh
napameTpsl (hopMaTUPOBaHUS OJIOKA TEKCTa TIOKyMEHTA
rapaMeTpbl CTPAHULIBI TOKyMEHTa
KOJIMYECTBO CUMBOJIOB B JIOKYMEHTE
pa3Mep Oymaru npu rnevyatu JOKyMEHTa

6.4. Meronuueckue mMarepuaJibl, onpeaeJsOle NMPoueAypPbl OLEHNBAHUA 3HAHWH, YMEHMH,
HABBIKOB U (WJIH) ONbITA IEATEJIbHOCTH, XaPAKTEPHU3YIOIIHUX ITanbl ((OPMUPOBAHUS KOMIIETEHIM I

C uenpro ompeneneHus: YpOBHs OBIAJACHUS KOMIIETEHUUSMHM, 3aKPEIUICHHBIMU 34 JUCLUUILIMHOM, B
3a/IaHHbIE NIPENOAABATENIEM CPOKH IIPOBOJUTCS TEKYIIUNA U IIPOMEKYTOUHBIN KOHTPOJIb 3HAHUN, YMEHUN U
HABBIKOB KaXJI0ro oOyuaroierocsi. Bce BuAbl TEKyIIEro KOHTPOJSI OCYIIECTBISIIOTCS Ha MPAKTUYECKUX
3aHATUSAX. VICKITIOU€HHE COCTaBIISIET YCTHBIM OIMPOC, KOTOPBHIM MOXKET MPOBOAUTHCA B HAauyaje WU KOHIIE
nekiuu B TedeHue 10-15 MuH. ¢ 1eblo 3aKperieHrs 3HaHUH TEPMUHOJIOTUH TI0 AUcUUIUIUHE. [Ipu ornieHke
KOMIIETCHIIMA TPUHUMAETCS BO BHHUMaHue (opmupoBaHue TPOHECCHOHATHFHOTO MHUPOBO33PEHUS,
OTIPE/ICICHHOTO0 YPOBHS BKIIOYEHHOCTU B 3aHATHS, pEeQIIEKCUBHBbIC HABBIKHM, BJaJICHUE H3y4aeMbIM
MaTepUaIoOM.

[Ipoueaypa oneHUBaHUSI KOMIIETEHLIUN 00y4JaroluXcsi OCHOBaHA Ha CIEAYIONINX CTaHAapTaX:

1. [leproAMYHOCTD TPOBEACHUS OLICHKHU.

2. MHOrocTyneH4aTocTh: OIlIeHKa (KaKk mpernojaBaTesieM, Tak M OOYyYaloUUMUCS TPYMIbI) H
CaMOOIIeHKa 00yJaroIIerocs, 00CYKACHHE Pe3yIbTaTOB U KOMIUIEKC MEp 0 yCTPAHEHHUIO HEIOCTATKOB.

3. EamHCTBO WCHONB3yeMOW TEXHOJOTHHM [UIi BCEX OOYYaroIIMXCs, BBITIOJHCHHE YCIOBHM
COTNOCTAaBUMOCTH PE3YJIbTAaTOB OLICHUBAHUSI.

4. CobroieHHe TTOCIIeI0BaTeILHOCTH MPOBEICHUS OIICHKH.

Texymas arrectauus 00y4arOUIUXCs.

Tekymas arrectanus no aucuuiuinae «Cuctema ympaBlieHUs JOKYMEHTOOOOPOTOM» MPOBOAUTCS B
dbopMe ompoca W KOHTPOJBHBIX MEPONPUATHUN TO OIECHUBAHUIO (DAKTHUECKUX PE3yJIbTATOB OOYyUCHHUS
00y4JaromUXCsl U OCYLIECTBIIAETCS MPENoaaBaTesieM TUCHUTUIHHBI.

OObeKkTaMu OTICHUBAHUS BBICTYIIAOT:

l.yueOHas AMCUMIUIMHA (AKTUBHOCTh Ha 3aHATHSAX, CBOCBPEMEHHOCTHb BBIIOJIHEHHUS Pa3IMYHBIX
BUJIOB 33/IaHUI, TOCENIAEMOCTh BCEX BHUJIOB 3aHATUH MO aTTECTyEeMOM NUCIHILIUHE);

2.CTeNeHb YCBOCHHS TEOPETUUECKUX 3HAHNN B KQUECTBE «KIIFOUEH aHAIIN3ay;

3.ypOBEHb OBIAJICHHSI MPAKTUICCKUMHU YMEHUSMHU ¥ HABBIKAMHU T10 BCEM BHJIaM yueOHOUH paboThI;

4.pe3ynbTaThl CaMOCTOATEIbHON pabOThl (M3y4eHHE KHUT W3 CIUCKA OCHOBHOW M JTOTIOJHUTEIHHOM
JUTEPATYPHI).

AKTHUBHOCTh OOy4alollerocsi Ha 3aHATHUAX OLICHUBAETCS Ha OCHOBE BBIMOJHEHHBIX O0yYaromUMCs
paboT u 3a1aHui, MPEAYCMOTPEHHBIX TaHHOUW pabodeil MporpaMMoi TUCIUTUTHHEIL.

Kpome Toro, onenuBanue oOydaromierocss MpOBOAMTCA Ha TEKYIIEM KOHTpPOJE IO AMCLUUILIMHE.
OrneHuBaHue 00ydYaromIerocss HAa KOHTPOJBHOW HEJeNe MPOBOJUTCS MPENojaBaTeieM HE3aBUCUMO OT
HAJIMYUS WIK OTCYTCTBUS oOydatomerocs (Mo yBaXUTEIbHOU WM HEYBAXKHUTEIbHOW MPUYMHE) Ha 3aHATHH.
OrneHKa HOCHT KOMIUICKCHBIH XapakTep W YUYUTHIBACT JOCTHKCHHSI OOYYaroIIerocss 1Mo OCHOBHBIM
KOMIIOHEHTaM y4eOHOro Ipoliecca 3a TeKyUIHi mepuo/.

OueHuBaHMe OO0Yy4YaroIIETOCs HOCUT KOMIUIGKCHBIM XapakTep U YYHUTHIBACT JOCTHIKECHHS
oOy4aromierocss M0 OCHOBHBIM KOMIIOHEHTaM y4eOHOTro Ipoliecca 3a TeKYyLIM MEepHuoj C BBICTABICHHEM
OIICHOK B BEJIOMOCTH.

IIpome:xxyTounasi arrecranusi oOydarommuxcs. [IpomexyTouHas arrecrauuss HO JUCHUIIMHE
«Cucrtema ymnpaBieHHS JOKYMEHTOOOOPOTOM)» IPOBOJIUTCS B COOTBETCTBUU C YYCOHBIM IUTAHOM JIS
OYHOM, OYHO-3a0YHOM U 3204HOM (hopM 00yUeHUS B BUJIC SK3aMEHA B MEPHOJI DK3AMEHAITMOHHOW CECCHH B
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COOTBETCTBUM € TpaIKOM IPOBEIECHHUS.

OOyyJaromuecs JOMYCKAIOTCA K 3K3aMEHy [0 JIUCIUIUIMHE B CIydae BBIMOJIHEHUS UM Y4eOHOTO
IUIAHAa 110 AMCLMIUIMHE: BBINOJHEHHUS BCEX 3aJaHMA M MEPOIPHUATHH, NMPEIyCMOTPEHHBIX IPOrpaMMON
JUCHUITIIUHBI.

OneHka 3HaHMM OOyuwaromerocs Ha 3K3aMEHE OIpeNeNsIercssi ero y4eOHbIMU JIOCTHKEHUSMHU B
CEMECTPOBBIN NEPUOJ U PE3yJIbTaTaAMU TEKYIIETO KOHTPOJIS 3HAHUI U BBIIOJIHEHUEM UM 3aJIaHH.

3HaHUs YMEHUs, HABBIKM 00YyYaroOIIErocsl Ha 3a4eTe OLIEHUBAIOTCS KaK: «3auTEHO», «HE 3aUTCHO»; Ha
JK3aMEHE — KaK: «OTIIMYHOY», «XOPOLLIO», «YIOBIECTBOPUTEIBLHO», «HEYAOBIECTBOPUTEIBHOY.

OcHOBOW 17151 ONpesAereHUss OLEHKH CIyXKUT YPOBEHb YCBOEHHs OOy4yaroIIMMHUCS MaTepuala,
IIPEyCMOTPEHHOIO JAHHOH paboueil mporpaMMon.

7. IlepeyeHb OCHOBHOI M /I0NOJHUTEJIBLHON Y4eO0HOM JIMTEepaTyphbl, HEOOXOAUMOIi 1151 OCBOCHHS
AUCHHUILIHHBI

a) OCHOBHasl yue0Hasi iuTepaTypa:

1. CannukoB, A. B. CucTembl 3JEKTPOHHOTO JOKyMEHTOoOOpoTa : ydeOHoe mocobue / A. B.
CannukoB. — Mocksa : Al [Iu Ap Menua, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3. — Tekcr :
anektpoHHblt  //  LludpoBoit oOpazoBarensHbiii  pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/130529.html

0) 10MOJIHNTEILHAA JINTepaTypa

1. CucTemBbl JIEKTPOHHOTO TIOKYMEHTO000pOTa : yueOHOe mocodue (1abopaTOpHBIN MPAaKTUKYM) /
cocraButenu M. I'. Pomanenko. — CraBpomnoins : CeBepo-KaBkasckuii (enepanbueiii yausepcurert, 2019.
— 109 ¢. — ISBN 2227-8397. — TekcT : 2IeKTpOHHBIN // DaeKTpoHHO-OMOMMoTeyHass cucrema PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/92745.html.

2. CrenmanoBa E.H. Cucrema »51eKkTpoHHOr0 JOKyMeHTOOoOOpoTa (oOnayHoe pelieHue)
[DnexTpoHHbIi pecype] : yuebHoe mocodue / E.H. CremanoBa. — DIEKTPOH. TEKCTOBBIC JaHHBIC. —
CaparoB: Aun Ilm Dp Menua, 2018. — 182 c. — 978-5-4486-0136-1. — Pexum npocrymna:
http://www.iprbookshop.ru/73341.html

8. MeToauyeckne ykazaHus 1Jisi 00y4alOUIUXCS 10 OCBOEHUIO TUCIUIJIMHBI

BHZI JECATCJIbHOCTH MeTozmqecmle YKadaHus 110 OpraHusanuu A€ATCJIbHOCTH CTYACHTA

Jlexuust Jlekust — ¢opma oOyueHHs] CTYAEHTOB, MPH KOTOPOW IperoaaBaTellb
MOCIIEZIOBATEIbHO M3JaraeT OCHOBHOM MaTepHall TeMbl Y4eOHOW AMCIMILIHNHBI.
Jlexuus — 3TO BaXKHbIM HCTOYHUK WH(POPMAIIUHU IO KAXKI0W yueOHOM JUCIUIUINHE.
Ona oOpHeHTHpYeT CTyJeHTa B OCHOBHBIX IpoOjemMax Hu3y4aeMoro Kypca,
HampaBisieT CaMOCTOSATENbHYI0 paboTy Hajg HUM. I JeKnuil mo Kaxaomy
mpeaMeTy JoJDKHa ObITh OTAeNnbHas TeTpanb ans jeknuil. [Ipexae Bcero,
3alUIIATE MMSA, OTYECTBO U (PaMHIIHUIO JIEKTOpAa, OCTaBbTE MECTO IS CIIHMCKa
PEKOMEHIOBaHHOM JTUTEPATYPhl, TOCOOUH, CTPABOYHHUKOB.

Bynbre BHUMaTENbHBI, KOTJa JIEKTOP OOBSBISECT TEMY JIEKIIUU, OOBICHIET
Bam MecTo, KOTOpO€ 3aHMMaeT HOBBIM NpenMeT B Bamield moAroToBke M 4emy
HOBOMY BbI cmokeTe HayuuTbesl. ONBITHBIN CTYJEHT 3HAET, YTO, KaK MPaBUIIO, Ha
MEepBOM JIEKIMH MpenoAaBaTesib 0OOOCHOBBIBAET CBOM TPeOOBaHUS, PacKpbIBAaeT
0COOEHHOCTH YTEHHUS Kypca U CIIOCOOBI CIa4YM 3a4eTa WK IK3aMeHa.

OtcTtynuTte mONsl, KOTOpbIe MOHANOOATCS M Pa3IUYHBIX IOMETOK,
3aME4aHUi U BOIIPOCOB.

3anuce coAepKaHUs JIEKIMM OYEHb WHIWBHIyalbHAa, UMEHHO MO3TOMY
TPYZHO IOJIb30BAaThCS UYKUMH KOHCIIEKTaMHU.

He crecnsiitech 3amaBath Bompockl npenogaBatento! Uem Oonbire y Bac
Oynet undopmammu, TeM cBoOOIHEE U yBepeHHEe Brl Oyere cebst uyBCTBOBATH!

ba3oBbie peKOMeH Al
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- HE CTapailTech [OCJIOBHO KOHCIIEKTUPOBATh JIEKI[UH, BBIIEISANTE
OCHOBHBIE I10JIOKEHUSI, CTAPaUTECh IIOHATH JIOTHKY JIEKTOPA;

- TOYHO 3aMUCBIBANTE ONpeeNeHus], 3aKOHbI, TOHATHUS, GOPMYIIBI U T.J1.;

- IepeAaBaTe U3jaracMblid MaTepHUa JISKTOPOM CBOMMH CIIOBAMMU;

- HanboJee BaKHbIE MMOJOKEHHSI IEKIUU BhIIEISAITE MOAYEpPKUBAHUEM;

- CO3JaliTe CBOIO CUCTEMY COKPAILEHUS CIIOB;

- TIpUBBIKAWTE MpOCMATpUBaTh, NEPEUUTHIBATH IMEpPE] HOBOM JIEKLHEH
IPEIBIIYITYI0 HHPOPMAITUIO;

- TOTIOHSIMTEe MaTepuan JIeKuuu nHhopMaluei;

- 3aJ1aBaliTe BOMPOCHI JIEKTOPY;

- 00s13aTeJIbHO BOBPEMs BOCTIOJHSITE BOSHUKIIINE TPOOEIHI.

[TpaBuia TakTHYHOTO MTOBENEHHS U 3(PPEKTUBHOTO CIYIIAHUS HA JTCKIHAX:

- Cnymarp (M cablIaTh) JPYroro 4eloBeKa - 3TO HACTOSIIEe UCKYCCTBO,
KOTOpOE€ OYEHb MPUrOJUTCA B Oynaymed npodecCHOHAIBHOW JesITeTbHOCTH
3KOHOMHUCTA.

- Ecam npenopaBatens «CKyuHBI», HO Bbl 4dyBCcTByeTe, 4YTO OH
JEHCTBUTENLHO BJIAJCET MaTepuajioM, TO CKyKa - 3TO yxe Bama nuynas
npobiieMa (CTOUT BOOOIE CIPOCUTH cebs, a HacTosSmul i Bel cTyAeHT, eciu
Bam He uHTepecHa Nekuus crenuanucra?).

CymecTtByeT OYe€Hb IIOJIE3HBIM TpUeM, MO3BOJIAIOIIUN  CTYJEHTY-
SKOHOMUCTY OCTaBaThCsl B TBOPUYECKOM HAIPSKEHUHU AK€ Ha JIEKIUAX 3aBEIOMO
«HEMHTEpEeCHbIX» mpernoaasareneil. [Ipuem mpoct — mocrapaiitecb BCEM CBOMM
BUJIOM MOKa3aTh, 4YTO Bam «Bce-Taku MHTEpecHO» U BBl «BCce-Taku BEpUTE», UTO
IpernojaBaTeilb BOT-BOT CKaX€T YTO-TO OYEHb BakHoe. W eciu B ayauTopuu
HaliyTCsl XOTS OBl HECKOJBKO TAKMX CTYIEHTOB, BHUMATEIbHO U YBAXKUTEIHHO
CIIyLIAIOIIMX IPENoAaBaress, TO MOXET NMPOU30OUTH «MaJIEHbKOE 4yJ0», KOrja
IIPENoIaBaTellb «BAPY» 3arOBOPUT C YBIEYEHUEM, HAUYHET PacCy AaTh CMENIO U C
030pCTBOM (MHOI'/Ia MPEINOJaBaTeIN CaMU HIIYT B ayAUTOPUM BHUMATEIbHbIE U
3aMHTEPECOBAHHBIE JIMIA W HAYMHAIOT YWUTAThb CBOM JIEKIUH, YaCTEHBKO
NOIVISIAbIBAs  HAa  TaKkUX  CTYJEHTOB, Kak Obl  «BIOXHOBIIAACH»  HX
NoOpoXkKeNaTeIbHbIM BHUMaHueM). Ecin 3To kaxkeTcsi HeBEpOSTHBIM (TUIA TOTO,
YTO «4yziec He ObIBAET»), MPOCTO BCIIOMHUTE Ce0s1 B TIOJOOHBIX CUTYAIHSIX, KOT/1a
C TpPUATHBIM coOeceqHUKOM-ciaymaTeneM Bbl Bapyr oOHapy»KuBaeTe, 4TO
TOBOPUTE HAMHOI'O YBEPEHHEE U Ja’K€ UHTEPECHEE JIJISl CAaMOIo ceOsl.

- Ecniu Bbl B 4eM-TO HE€ COTJIacHbI C MpENnoAaBaTelIeM, TO COBCEM HE
00s3aTeNbHO TYT e TnepeduBaTh €ro M, TeM OoJjiee, BBICKA3bIBAaTh CBOU
NpeCTaBlICHUs, Aake €clii OHM W KaxyTca Bam BepHbiMu. IlepebuBanue
IpernojaBareiss Ha MOJYCIOBE - 3TO BEpHbIM NPU3HAK HEBOCIHUTAHHOCTH.
Bompocs cnegyer 3amaBath au00 mocie 3aHATUH (A7 3TOr0 UX HAAO0 KPaTKO
3amucaTh, 4ToObl HE 3a0bITh), JIMOO BHIOpAaB MOMEHT, KOTJa MpernojaBaTeib
cenan Xotsa 0bl HeOONbIIYIO TTay3y, U 0053aTEIbHO N3BUHUBIIHUCH.

[IpaBmiia KOHCIEKTUPOBAHUS HA JIEKLIMAX:

- He cnenyer meiTarbCsi 3amucChIBaTh MOAPSA BCE TO, O YEM TOBOPHUT
npenojaBarenb. Jlaxe ecim CTyIeHT BiajeeT CTeHorpaduei, 3ammchiBaTh Bce
BBICKA3bIBaHUSI MPOCTO HE MMEET CMBICJIA: BAKHO YJIOBHUTH IVIABHYK) MBICIL U
OCHOBHBIE (DaKTHI.

- XKenatenbHO OCTaBIATH Ha CTpPAHMIIAX TOJS Ui CBOUX 3aMETOK (U
JenaTh 3TH 3aMETKU JMOO BO BpEMsl CaMoOil JIEKIIWH, JIMOO TMpPH TOATOTOBKE K
CEMHUHapaM U 3K3aMeHaMm).

- EcrecTBeHHO, JX€NaTeIbHO MHCIIONB30BaTh IPU KOHCHEKTUPOBAHUU
COKpAIIEHHS, KOTOPbIE KXKIBIH MOXKET «pa3paboTaThy» AJisi ce0sl CaMOCTOSTENEHO
(JTumIb 6B1 caMOMY JIETKO OBLIO MTOTOM Pa3o0paThCs C STUMHU COKPAIEHUSIMH).

- CrapaThCsi IOMEHBIIE HCIOJb30BATh HA JICKIUSIX TUKTO(POHBI, MOCKOJIBKY
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IIOTOM TPYAHO OYAET «IEeKOAMPOBATHY HEpa3z0OPUMBEINA TOJIOC MPEToIaBaTes,
BCE PaBHO MOTOM NPHUAETCS MEPENUCHIBATH JIEKIHUIO (2 C ToJ0ca 04eHb TPYIHO
TOTOBUTHCS K OTBETCTBEHHBIM JK3aMEHaM), HAaKOHEl, AWKTO(OHBI 4YacTo
OTBJIEKAIOT MPENOABaTeNs TEM, YTO CTYAEHT HUYETO He JeNlaeT Ha JEeKUUH (3a
Hero, sKoObl «paboTaeT» TEXHWKAa) W OOBIYHO MPOCTO CHUIUT, TS Ha
npenoaaBarejidi HCMUTAIOIMKMMU TJIa3aMU (BSFHHI[OM HEMHOI'o CKy4Yarouicro
«ylaBa»), a MperojaBaTesib YyBCTBYET ce0sl HEYIOTHO M BMECTO TOTO, YTOOBI
CBOOOJTHO Pa3MBIIUIATH HAJl MPOOJIEMOH, YNTAET JICKIIMIO HAMHOTO XYXKE, YeM
OH MOT OBI 3TO c/ienaTh (M 3TO HE TOJBKO HAIIW JIMYHBIEC BIECYATICHUS: OYCHb
MHOTHE NPENO0IaBaTeIN PACCKa3bIBAIOT O MOJAOOHBIX CIAyYasiX). .

[IpakTuueckue
3aHATHA

[IpakTyeckoe 3aHATHE — 3TO OAHA U3 (opM yueOHOM palboThbl, KOTOpas
OpUEHTHPOBAaHA Ha 3aKPEIUICHWE H3YyUYEHHOIO0 TEOPETHYECKOI0 MaTepuana, ero
Oonee riaybokoe ycBoeHUE U (POPMHUPOBAHUE YMEHHS IMPUMEHATh TEOPETUUECKHE
3HAHUS B MPAKTHYECKHUX, MPUKIATHBIX HEIISX.

Ocoboe BHHMMaHHME Ha MPAKTUYECKUX 3aHATUAX YJENAeTCsl BbIpabOTKe
y4eOHBIX WM TPOQPEeCcCHOHATBHBIX HABBIKOB. Takue HaBBIKH (HDOPMHUPYIOTCS B
Ipolecce BHIMOIHEHUS! KOHKPETHBIX 3aJaHUi — YIpa)XXHEHUH, 3a7a4d U T.I. — HOJ
PYKOBOJCTBOM U KOHTPOJIEM IIpENOaBaTes.

['oTOBACH K MPAaKTUYECKOMY 3aHATHIO, TeMa KOTOPOTO BCErAa 3apaHee
U3BECTHA, CTYACHT JOJDKEH OCBEXKWUTh B IAMSITH TEOPETUYECKHE CBEJEHUS,
HOJY4YEeHHBIE Ha JIEKLUAX U B IPOLECCE CaMOCTOATENBbHOM paldoThl, 1Mono0parth
HEOOXOAMMYI0 Y4€OHYI0O M CIPaBOYHYIO JIUTEPATypy. TOJIBKO 3TO 00OECIeyuT
BBICOKYIO 3()(DeKTUBHOCThH YUEOHBIX 3aHATUH.

OTIMYUTENBHOM  OCOOEHHOCTBIO IPAKTHUUECKUX 3aHATHHM  sABiseTCS
aKTUBHOE ydYaCTHE€ CaMHUX CTYJEHTOB B OOBSICHEHHMM BBIHECEHHBIX Ha
paccMoTpeHHe MpoOJeM, BOMNPOCOB; IPENojaBaTeib, JdaBas CTyIEHTaM
BO3MOXHOCTb CBOOOJHO BBICKA3aTbCsi IO OO0CYXJIa€MOMY BOIPOCY, TOJIBKO
IIOMOTaeT UM IPABUIBHO MOCTPOUTH 0OCyxaeHue. Takass yueOHas Leib 3aHATHS
TpebyeT, yToOb! yyaluecs ObUIM XOPOIIO MOATOTOBJIEHBI K HEMY. B mpoTuBHOM
ciydae 3aHATHE He OyneT NEHCTBEHHBIM W MOXET IMPEBPATHTHCA B CKYUYHBIN
00OMEH BOIPOCAMHU M OTBETaMHU MEX/1y NPENoAaBaTesIeM U CTyICHTaMu.

[Tpu moATOTOBKE K MPAKTUIECKOMY 3aHSTHIO:

- MpOoaHAIN3UPYHTE TeMy 3aHATHUsA, HNOJyMalTe O IeJIM U OCHOBHBIX
npoOieMax, BBIHECEHHBIX Ha 00CYXICHHE;

- BHUMATEJIbHO MIPOYMUTATe MaTepuall, JaHHbIN MpernoaaBaTesieM 1o TOH
TEeME Ha JICKLUY;

- M3y4MTE€ PEKOMEHJOBAHHYIO JIUTEpaTypy, Jejas MpU 3TOM KOHCHEKTbI
NPOYMUTAHHOTO WJIM BBINHCKH, KOTOpPBIE IOHANO0STCS MpH OOCYKICHUU Ha
3aHATHUH;

- mocrapaiitech c(hopMyJIHpOBaTh CBOE MHEHHUE IO KaXKIOMY BONPOCY U
apryMeHTHPOBaHUE €ro 000CHOBATS;

- 3alUIINTe BO3HHUKIIAE BO BpEMS CaMOCTOATENBHOM pPabOTHI C
yu4eOHHKaMU M HAayYHOM JINTepaTypoi BOIIPOCHI, YTOOBI 3aTEM Ha MPaKTHUYECKOM
3aHSATHUH MTOJTyYUTHh HA HUX OTBETHI.

B nponecce paboThl Ha MPAKTUYECKOM 3aHATHU:

- BHHMATEIIbHO CIYIIaTe BBICTYIUICHHUS IPYTUX YYaCTHUKOB 3aHSTHA,
CTapaiTech COOTHECTH, COIOCTAaBUTh UX BBICKa3bIBAHUS CO CBOUM MHEHHUEM;

- aKTUBHO YYacTBYWTE B OOCYXXIEHMM pacCMaTpUBAEMbIX BOIIPOCOB, HE
OoliTech BBICKA3bIBaThb CBOE€ MHEHHME, HO CTapalTech, YTOObI OHO OBLIO
HOJIKPEIJICHO YOS IUTEIHHBIMH JOBOIAMHU;

- €CJIM Bbl HE COIJIaCHbI C YbMM-TO MHEHHMEM, CMEJIO KPUTUKYITE ero, HO
IIOMHUTE, YTO KPHUTUKA JIOJUKHA OBITh OOOCHOBAaHHOW M KOHCTPYKTHUBHOH, T.€.
HECTHU B ce0e KaKoe-TO KOHKPETHOE MPeUI0KEHUE B KAUeCTBE aIbTePHATUBBI;
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- TIOCTIE TIPAKTHUYECKOT 0 3aHATHS KPaTKo chOpMyIUPYHTE OKOHUATEIbHBIN
IPAaBWIBHBIM OTBET Ha BOIPOCHI, KOTOPbIE OBLIM PACCMOTPEHBI.

[IpakTueckoe 3aHsATHE TOMOTraeT CTyJeHTaM TJIyOOKO OBJaJeTh
IpeIMETOM, CIIOCOOCTBYET Pa3BUTHIO Y HUX YMEHHUS CAaMOCTOSITENIbHO paboTath ¢
y4eOHOI JTUTepaTypoil U MEePBOUCTOUHUKAMH, OCBOCHUIO UMU METOJIOB HAyYHOU
paboThl W TNPHOOPETEHWIO HABBIKOB HAYYHOW apryMeHTallMd, Hay4YHOTO
meinuienus. IlpenogaBarento ke paboTa cTyAeHTa Ha MPAKTUYECKOM 3aHATUU
MO3BOJIAET CYAUTh O TOM, HACKOJBKO YCIEIIHO W C KaKUM JKEJaHUEM OH
OCBaMBAET MaTepuai Kypca.

CaMocTosTenbpHas
pabota

CamocrosiTennbHass padoOTa MPOBOJUTCS C LEJIBIO: CHCTEMAaTH3allMd M 3aKpEIUICHHUs
MONTyYeHHBIX TEOPETHUECKUX 3HAHWH W TPAKTHYECKUX YMEHUH OO0yJaroIuxcs;
VIIyONleHusT M PacUIMpeHUs] TEOPETHUYSCKHX 3HAaHWUHM CTYACHTOB; (OPMHPOBaHHUS
YMEHUI HCHONb30BaTh HOPMATHUBHYIO, MPABOBYIO, CIPaBOYHYIO JOKYMEHTAIHIO,
Y4eOHYI0 U CIICIUANBHYIO JIUTEPaTypy; Pa3BUTHS MMO3HABATEIBHBIX CIIOCOOHOCTEH U
aKTUBHOCTA  OOYyYalOMIMXCS:  TBOPYECKOM  WHWIIMATHBBI, CaMOCTOSTENHHOCTH,
OTBETCTBEHHOCTH, OpraHN30BaHHOCTH; (dhopmupoBaHue CaMOCTOSITETBHOCTH
MBIIIJICHHSI,  CIIOCOOHOCTEH K  CcaMOpa3BUTHIO,  COBEPLICHCTBOBAHHIO U
camoopraHm3anuu; QGOPMHUPOBAaHHUS NPOPECCHOHATBHBIX KOMIIETECHINI; Pa3BUTHIO
WCCIIEIOBATEIBCKAX yMEHUH oOydarommxcs. DOpMBI W BHIBI CaMOCTOSTEIHHOU
paboThl: YTEHHE OCHOBHOW U JIOMIOJHHUTENBHOW JUTEpaTyphl — CaMOCTOSTEIbHOE
M3y4YeHHE MaTepualla Mo PEKOMEHIYyEeMbIM IUTEepaTypHBIM HCTOYHHMKaM; paboTa ¢
OMOIMOTEYHBIM KaTajoroM, CaMOCTOSITEIBHBIN TOM00p HEOOXOMUMOM IJIUTEpaTyphl;
pabora co cioBapeM, CIPaBOYHHKOM; IOHCK HEOOXOIUMOH HH(OpMAlHUU B CETH
WHTepHeT; KOHCIEKTUPOBAHUE HUCTOYHHUKOB; pedepupoBaHHEe HCTOYHHKOB;
COCTaBJICHHE aHHOTAIMH K MPOYHTAHHBIM JUTEPATYPHBIM HCTOYHHKAM; COCTaBIICHHE
pelieH3uil 1 OT3BIBOB Ha MPOYUTAHHBIN MaTepHal; coCTaBlIeHUue 0030pa My OIuKaImii o
TEeMe; COCTaBJIeHHE U pa3paboTKa TEPMHHOJOTHYECKOTO CIIOBaps; COCTaBJICHHE
XPOHOJIOTHYECKO TaOuuIer, cocraBineHne Oubnumorpaduu (Omubmmorpaduyeckont
KapTOTEKH); IMOJTOTOBKA K pa3IMYHbIM (opMaM TEKyIleH W NPOMEKYTOUHOH
arrectTauMd (K TECTUPOBAHMIO, 3a4eTy, OSK3aMEHY); BBINOJHEHUE JOMAITHUX
KOHTPOJIBHBIX ~ paboT; CcaMOCTOATENBHOE BBIIOJHEHHE MPAKTHYECKUX 3aJaHHuN
PENpPOAYKTUBHOTO THIA (OTBETHI Ha BOMPOCH], TECTHI; BBHIMOJIHEHHE TBOPYECKIX
3agaHnii). TexXHONOTWS OpraHW3allid CaMOCTOSTEIbHOH pPaboThl 0Oydaromumxcs
BKJIIOYAET UCIOJIb30BaHUE WHPOPMAIIMOHHBIX H MaTEpUAIbHO-TEXHUYECKUX PECYPCOB
00pa3oBaTenpHOTO YUpEXKISHUS: OoubIMoTEKY c YUTATEHBIM 3aJI0M,
YKOMIUIEKTOBAHHYI0O B COOTBETCTBHM C CYNIECTBYIOIIMMH HOpPMaMH; Y4eOHO-
METOANYECKYI0 0a3y ydueOHBIX KaOWHETOB, JabopaTopuil M 3aja KOIU(PHUKALWY;
KOMIIBIOTEPHBIE KIIACCHI C BO3MOXKHOCTHIO paboThl B ceTH VIHTEpHeT; aymuTopHuu
(kaccel) I KOHCYJIBTalMOHHOW NEATEIHHOCTH; YIeOHYI0 M YUeOHO-METOIUUIECKYIO
JTUTEPaTypy, pa3padOTaHHYI0 C y4ETOM YBEIMYEHHs JOJIH CaMOCTOSTEIbHON paboThI
CTYACHTOB, U MHBIE METOAWYECKUEe MaTepuansl. [lepen BeIOTHEHNEM 00YYalOIIMMUCS
BHEAYTUTOPHOU CaMOCTOATEIBHOM paboTsI MIperoaaBaTeib MPOBOJIUAT
KOHCYJIbTUPOBAHHUE T10 BBHIIOJIHEHUIO 3a/IaHMsI, KOTOPBIA BKIIIOYAET IeIb 3a/IaHUs, €ro
coJep)KaHUs, CPOKM BBINIOJHEHUS, OPUEHTHPOBOUHBIH 00BEM padOTBl, OCHOBHBIE
TpeOOBaHMsSI K pe3yjbTaTaM paOOThl, KPUTEPUH OLEHKH. BO BpeMs BBIOIHEHUS
00yJaroNMMUCST BHEAYIUTOPHON CaMOCTOATEILHOW pPabOTHI M TpH HEOOXOIUMOCTH
MpenojaBarelb MOXET IMPOBOJUTH HHIMBHIYalIbHbIE W TPYIIOBBIE KOHCYJIBTAIHH.
CamocrosiTenpHass paboTa MOXKET OCYIIECTBIATHCS WHAMBUAYAIBHO WM TPYIIIaMHU
oOydJalommxcss B 3aBUCHMOCTH OT IeTH, o00beMa, KOHKPETHOW TEMaTHKH
CaMOCTOSITETIbHOM Pa0OThl, YPOBHS CIIOXHOCTH, YPOBHS YMEHHH OOYyYalONIMXCA.
KoHTponb caMocTOsITeNbHOM PabOTHI IpeycMaTpUBACT:

®  COOTHECEHHE COJIEpKaHVsI KOHTPOJIA C IeNIIMU 00y4YeHHsI; 0O0hEKTHBHOCTD

KOHTPOJIS;
®  BAIUWAHOCTH KOHTPOJIS (COOTBETCTBHE MPEABSABISIEMBIX 3aJaHUH TOMY, YTO
MPEJIIOIaraeTCs MPOBEPUTH );
e  muddepeHInaIo KOHTPOIHHO-M3MEPHUTENBHBIX MAaTEPHAIIOB.
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®DOpMBI KOHTPOJISI CAMOCTOSITETIBHOM PaOOTHI:

® [POCMOTP M NMPOBEPKA BBHIITOJIHEHHUS CAMOCTOSATENIEHOW pabOThHI
MIPETIoIaBaTENIEM;

®  OpraHu3anus CaMONPOBEPKH,

®  B3aUMOIIPOBEPKU BBHIIIOJIHEHHOI'O 3a/laHUA B TPYIIIE; 0OCYKICHHUE Pe3yIbTaTOB
BBITIOJTHEHHOM paOOTHI HAa 3aHATHH;

® [pOBEJCHHE MUCBMEHHOTO OIPOCa;

®* [POBEIEHHE YCTHOTO OIpOCa;

®  OpraHu3alys ¥ IPOBEACHNE HHANBUIYAIBHOTO COOECEeIOBAHNS; OPTaHN3aLNS U
NpoBeJieHHEe coOeceI0BaHus C TPYIIION;

®  3amuTa OTYETOB O MPOJEIAHHON padoTe.

Ompoc

Ompoc - 3TO CpeAcTBO KOHTPOJS, OPraHM30BaHHOE Kak cCrenuanpHas Oecena
MPEeToaaBaTesi ¢ 00yJalONUMCS Ha TEMbI, CBSI3aHHBIC C U3ydaeMOU JMCLUIUIMHOMN, U
paccuMTaHHOE Ha BBISBICHHE O0bEMa 3HAHUN IO OIPEICICHHOMY pa3ieiy, TeMe,
npobneme u T.1. IIpobnemarrka, BRIHOCHMAsi Ha OMPOC OTIpeNeeHa B 3aJaHMsIX IS
CaMOCTOSITETIbHOW ~ Pa0oOThl  OOYdaloIIEerocs, a TaKkKe MOXKET ONPeNeAThCS
MPEeToAaBaTesieM, BEIyIUM JUCHUIUIMHY. Bo BpeMs MpoBeIeHHs YCTHOIO OmIpoca
oOyJaromuiicss JOJDKEH yMeTh OOCYAWTH C TIpenojaBaTelieM COOTBETCTBYIOUIYIO
Mpo0OJIeMaTHKy Ha YPOBHE AHMAJIOra.

TectupoBanue

KOHTpOHB B BUJI€ TECTOB MOXXET UCIIOJL30BATHCA IMMOCIIC U3YUCHUSA Ka)K]lOfI TEMBI Kypca.
HroroBoe TecTupoBaHUE MOKHO MMPOBOJUTH B (hopMe:
®  KOMITBIOTEPHOTO TECTUPOBAHUS, T.€. KOMITBIOTEDP MTPOU3BOIBHO BHIOMPAET
BOIIPOCHI U3 0asbl JAaHHBIX I1I0 CTCIICHH CJIOXKHOCTH,
®  [HCHMEHHBIX OTBETOB, T.C. IPEIOJIABATENb 3aa€T BOMPOC U 1aeT HECKOJIBKO

BapHaHTOB OTBETA, & 00YUYAIONIMICS Ha OT/ACIHHOM JIUCTE 3alMChIBACT HOMEpa
BOTIPOCOB M HOMEPA COOTBETCTBYIOIINX OTBETOB.

Jns  gocTikeHus OOJbIICH JOCTOBEPHOCTH PE3YJIbTATOB TECTHUPOBAHMS CIEIYET

CTPOMUTH TEKCT TaK, 4TOOBI Y oOy4aronuxcs Obuto He Oonee 40 — 50 cexyH Uit OTBETa

Ha OfWH BoMpoc. MTOTOBEIN TeCT JOKeH BKIOYaTh He MeHee 40 BOMPOCOB 1O BCEMY

KypCy. 3HA4YHT, HITOTOBOE TECTUPOBaHKE 3aiiMeT 1enoe 3aHsaTrue. OleHKa pe3yJIbTaTOB

TECTUPOBAHUA MOXKET IPOBOAUTLCA ABYMA CHOCO63MI/I:

1) mo 5-0amnbHOW cHCTeMe, KOT/Ia OTBETHI CTYJICHTOB OIIGHWBAIOTCS CIEAYIOUINIM

obOpazoM:

- «oTanYHO» — Oonee 80% OTBETOB NMPaBUIILHBIC,

- «xoportio» — 6onee 65% OTBETOB NPaBUIIBHEIC;

- «yIOBIETBOPUTENHHO» — O0siee 50% OTBETOB MpaBUIIBLHEIE.

OO0yuaroiyecs, KOTOpbIE MPaBUIILHO OTBETHIIM MeHee ueM Ha 70% BOIPOCOB, TOJKHBI

B TIOCJIEIYFOIIIEM Tepecnath TecT. [Ipu 3ToM HeoOX0UMO MPOKOHTPOIHPOBATH, YTOOBI

BapHaHT TecTa ObLI JPYTOii;

2) mo cucTeMe 3adeT-He3adeT, KOraa /s 3adeTa M0 JaHHOW JUCIHIUINHE J0CTaTOYHO

MPaBUIIBHO OTBETHUTH Oosiee yeM Ha 70% BOIpoCoB.

IloaroroBka k
3a4eTy C OLEHKOU

[Tpy moAroTOBKE K 3a4eTy C OLEHKOH HEOOXOIMMO OPHUEHTHPOBATHCS HAa KOHCIEKTHI
JIEKLIHUH, pEKOMEHAYEMYIO TUTEpaTypy U Ap. OCHOBHOE B MOJATOTOBKE K CAAaU€ SK3aMeHa
no pucrumuinHe «CrcteMa yrnpaBieHds JOKYMEHTO000POTOM» - 3TO TIOBTOPEHHE BCETO
Marepuaiga JIUCHUIUIMHBL, 10 KOTOPOMY HEOOXOIUMO cAaBaTh Jk3aMmeH. [lpu
MONTOTOBKE K cllade »dK3aMeHa OOydJaroImuics Bech 00BeM pabOoThl JIOJDKEH
pacupenensaTe PaBHOMEPHO IO JHSM, OTBEACHHBIM JUISI IMOATOTOBKM K 3K3AMEHY,
KOHTPOJIMPOBATh KaXKIbli JICHb BBINOJIHCHUE HaMeueHHOH paboTel. [loaroroBka k
9K3aMEHy BKJIIOYAET B ce0s TpH 3Tarna:
® caMocTosTeNnbHas paboTa B TEYCHNE CEMECTPA;
®  HENoCpeACTBEHHAas NOJArOTOBKA B JIHU, IPEIUIECTBYIOIIME 3K3aMEHY 10 TEMaM
Kypca;
®* [IOATOTOBKAa K OTBETY Ha 3aJ[aHUs, COJepKaluecs B Omerax (Tecrax)
JK3aMeHa.
Hnga ycmemHoW cmaun  9SKk3aMeHa 1o aucuuiuimHe  «CucTeMa  yIpaBlieHUS
JOKYMEHT0000pOTOM» 00ydaromuecst JOKHB IPUHUMATh BO BHUMAHUE, YTO:
®  Bce OCHOBHBIC BOIIPOCHI, YKa3aHHBIE B padoueil mporpaMme, HY>)KHO 3HATh,
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MMOHUMATh MX CMBICI U YMETh €T0 Pa3bsICHUTH;

® yKaszaHHBIE B paOoueii mporpamMmMe popMUpyeMble KOMIIETEHIINH B Pe3yJIbTaTe
OCBOCHUS JUCLHHUIIIIMHBI JOJI>KHBI 6I)ITI> HpOILCMOHCTpHpOBaHBI CTyI[eHTOM;

®  [PaKTHUYECKUE 3aHSATHS CIIOCOOCTBYIOT OJIYUYSHHIO 00Jiee BRICOKOTO YPOBHSI
3HAHMI U, KaK CJIEACTBHE, 00JIEe BEICOKOH OIIEHKE Ha dK3aMEHE;

L4 TOTOBUTHCA K 3K33M€Hy HGO6XOILI/IMO HA4YUHATH C HepBOﬁ JICKOUHU U HCpBOFO
ceMHuHapa.

9. Onucanme MaTepHAJIbHO-TEXHHUYECKOH 0a3bl, HeOOXOAUMOH [UISI OCYIIEeCTBJIECHUSA
00pa3oBaTeILHOIO NMpoIecca Mo JUCHHUILINHE

Peammzanust  oOpaszoBarenbHOro  mpomecca mo  aucuuiuinHe  «CucreMa  ynpaBlieHUs
JIOKYMEHTOOOOPOTOMY OCYIIECTBIISIETCA B CIEIYIONINX ayTUTOPHUIX:

1. 3ansTus nexkuuoHHoro tumna - ayautopus Ne504: 32 mecra (16 cronos, 32 cryna), 1 gocka, 4
cTeHna, 1 cron npenoaasarens, 1 kadenapa, Benanka HanmoabHas — 2 IIT.

2. Jlnst mpoBeACHUS IPAKTUYECKUX 3aHIATHI ucnonb3yercs ayautopus Ne504: 32 mecrta (16 cTonos,
32 cryna), 1 nmocka, 4 crenna, 1 cron npenoaasatens, 1 kadeapa, Bemanka HarmoJIbHAs — 2 IIIT.

3. JIns caMOCTOATENbHOM pabOThl CTYJEHTOB HMCIOJB3YETCS MOMEIIEHUE ISl CaMOCTOSITEIIbHON
paboThl, OCHAIIEHHOE KOMMBIOTEPHOM TEXHUKOHW, MOJKIIOYEHHON K ceTH «VHTepHeT» W OCTyNmoM B
OUOC: Kaourer Ne405: 20 mect (10 cromos, 20 crymbeB), 1 mocka, 8 crenno, 1 kadeapa, Bemamka
HanoJbHasg — 1 T, 8 IIDBM ¢ Beixogom B UHTEpHET, puHTEp — 1.

4. Jlns mpoBeNeHUs TPYIIOBBIX W HWHIUBUAYATbHBIX KOHCYJBTAIMH, TEKYIIEro KOHTPOJIS U
MPOMEKYTOUHOM aTTecTalliil MCIOJIb3YeTCsS ayJIUTOpHUs A TEKYIIEro KOHTPOJSI U MPOMEXYTOUYHOMN
arrectanuu Ne503: 40 mect (20 crono, 40 crtynweB), 1 mocka, 5 crenmoB, 1 cron mpenogaBatens, |
kadenpa, Bemanka HarmoibHas — 2 IT.

10.1 JInueH3uOHHOE MPOrPAMMHOe o0ecrevyeHne:

1. Omnepammonnas cuctema Microsoft Windows Professional XP

2. OmnepanunonHnas cucrema Microsoft Windows Professional 7

3. TIporpammusie cpenacta Microsoft Office 2007, 2010, 2013 Russian

4. Tlporpammuslie cpenctBa Microsoft Office Professional Plus 2007, 2013 Russian
5. Tlporpammusie cpeactBa Microsoft Windows Server Standard 2008 Russian

6. Ilporpammauslie cpenctsa «1C Ilpennpustus 8»

7. Tlporpammusie cpeactBa Total Commander 7.x User license

8. IIporpammusie cpencrBa WinRAR 3.x Standard license

9. Jlunensuu Ha mporpammHsbie cpeactsa Business Plan M

10. [Iporpammusie cpencta AITIK AHaTuTHK — aBTO

10.2. Dy1eKTPOHHO-0MOINOTEeYHASI CHCTEMA:
OnexrponHas 6ubamoreunas cuctema (OBC): http://www.iprbookshop.ru/
10.3. CoBpemenHble npodeccHOHATbHBIE 023 TaHHBIX:

OdunmanbHBIN HHTEPHET-TTOPTaIT 0236l TaHHBIX TPABOBOWM MH(POPMALIUH http://pravo.gov.ru

HOpTaJ'I "I/IH(bOpMaHI/IOHHO—KOMMyHI/IKaLII/IOHHBIe TEXHOJIOTUU B O6pa30BaHI/II/I"
http://www.ict.edu.ru

Hayunas snmekTpoHHas OuOIHMOoTEKA http://www.elibrary.ru/
HanmonanpeHast 31eKTpoHHast OMOIUOTEKA http://www.nns.ru/

DneKTpoHHBIE pecypchl Poccuiickoi rocygapcTBeHHOM OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all

Nk w b=
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6. Web of Science Core Collection — monuremaTudeckas pedepaTuBHO-

oubnmorpaduyeckas U HaykomTpuueckas (oubmomeTpudeckas) 6a3a JaHHBIX —
http://webofscience.com

7. 110JIHOTEKCTOBBIN apXMUB BEAYIIUX 3aIIaJHBIX HAYYHbIX )KYPHAJIOB Ha POCCUMCKON

wiardopme HanmonanbHoro 3nekTpoHHo-uHpopmannoHHoro koncopunyma (HOMKOH)
http://neicon.ru

8. ba3wl maHHBIX H3/1aTEIBCTBA SPringer https:/link.springer.com

9. www.minfin.ru CaliT MunucrepctBa GpuaancoB PO

10. nttp://gks.ru CaliT @enepalibHOM Ci1yK0bl FOCY1apCTBEHHON CTaTUCTUKU

11. www.skrin.ru baza manasix CKPUH (kpynHeiinnas 6a3a JaHHBIX 110 POCCHMCKUM KOMITAHUSM,
oTpacism, peruonam Pd)

12. www.cbr.ru Caiit LlenTpansnoro banka Poccuiickoii @enepannu

13. http://moex.com/ Caiit MOCKOBCKO# OMpxH

14. www.fesm.ru OdunmanbHelil caiit @enepanbHO ciy>k0b1 10 pruHaHCOBBIM phiHKaM (PCOP)

15. www.rbc.ru Caiit PBK («PocbusnecKoncantunry - Beayuias poccuiickasi KOMIIaHUs,
paboraromias B cepax Macc-MeiMa U HHGOOPMAITMOHHBIX TEXHOJIOTHI)

16. www.expert.ru DIEKTpOHHAs BEpcUs KypHasla « DKCIEPT»

17. http://ecsn.ru/ « IKOHOMUUECKUE HAYKI»

10.4. UndopmanmoHHbIe CIIPABOYHbIE CHCTEMBbI:

1. CrpaBouno-npaBoBas cucrteMa «Koncynsrantllnrocy
2. CpaBouHas nmpaBoBas cuctema «['apanr»

Pabouyro nporpaMmMy M CUMIVIMHBI COCTABUIL:
XBocTteHko TarbsHa MuxaiioBHA, KaHAMJIAT SKOHOMMYECKHX HAyK, JOLEHT Kadeapbl « DIKOHOMHUKA U
yrpaBieHue», bpsHCKUN MHCTUTYT ynpaBieHus U OuzHeca

PabGouas nporpaMMa JHCHMILUIMHBI PACCMOTPEHA M YTBEP:KI€HA HA 3aCeJaHNH CEKLINHU
«MeHeTKMeHT»:

npotokoi Ne 1 ot «29» aBrycra 2024 r.

3aBeyrOIIUil CeKUUen /T.M. XBOCTEHKO
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