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1. ey 1 3agaum 00y4eHH sl 0 TUCHUIINHE

Hesab u3yyeHust JUCUUIUIMHBEI — GOpPMUPOBaHUE y OyaylIIHX OaKaJaBpOB TEOPETHUECKUX
3HAHUH U NPAKTUYECKUX HABBIKOB B O0JIACTH OpraHU3allMOHHO-PACTIOPSIUTENbHON JOKYMEHTAllUH
HOPEANPUATHSL, TPUMEHIEMOH TPH 0OPMIIEHUH PACTIOPSAUTEIBHON U UCTIOIHUTEIbHON
JeSITeTILHOCTH amnmapaTa yrpaBJIeHUs MPEANPHUIATHS TIPU OCYIIECTBICHUN UM YIPABICHYECKHX
byHKINH.

B oGnacti BocnuTaHus JIMYHOCTHU LEIAMU SBIAIOTCS: POPMUPOBaHUE HEOOXOAUMBIX
o0yyaroiemMycs: COLUAIbHBIX U JMYHOCTHBIX KAYECTB: I'PakJaHCTBEHHOCTH, TOJIEPAaHTHOCTH, O0IIEH
KYJIBTYPBI, OTBETCTBEHHOCTH, LIEJICYCTPEMIICHHOCTH, OPTaHU30BAHHOCTH, TPYAOIIO0uS,
KOMMYHHKa0eIbHOCTh, pab0Ta B KOMaH/1e, INACPCKUE KaueCcTBa.

OCHOBHBIMU 3aJa4aMM U3yUYCHUS JUCLUIUIMHBI SBIISFOTCS:

- (GopMHpOBaHHE  COLMAIBHO-IMYHOCTHBIX  KayeCTB,  CIIOCOOCTBYIOIIMX  YKPEIUICHHIO
HPAaBCTBEHHOCTH, PAa3BUTHUIO OOLICKYIbTYPHBIX TOTPEOHOCTEW, TBOPUYECKUX CHOCOOHOCTEH,
COLIMAIGHOM aJanTaiyy, ClIOCOOHOCTH K JTUAJIOTy, HACTOMYMBOCTU B JOCTM)KEHUH IIEJIH, Pa3BUTHIO
JUJIEPCKUX KAayecTB; - M3yUY€HHE U HCIOJIHEHUE TPeOOBAHUM 10 OPraHM3alUU JJOKYMEHTHUPOBAHUS
NeSITeIbHOCTH aBUAIIPEANIPUATHS U OpraHu3alnu padboT ¢ JOKYMEHTaMH;

- IPUMEHEHHEe METONO0B paboThl € JIOKyMEHTaMH, B COOTBETCTBHUM C TpeOOBaHUIMHU
JEMCTBYIOINX 3aKOHOAATEIBHBIX U HOPMAaTHBHBIX aKTOB, B HOBBIX YCIIOBHSIX XO3SIIICTBOBaHHS, IO
HOPS/IKY COCTaBJICHUS M 0()OPMIICHUS, OCHOBHBIX OPTaHU3aIIOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB
0 YIIPaBJICHUIO;

- OBJIQICHUE TPAKTUYECKUMHU HaBbIKAMHM B HCIOJb30BAHUM TEXHOJOTUH  yIpaBiICHUS
xu3HeHHbIM ukioM MC B chepe ynpasienus.

2. IlepevyeHb mJIAaHMpPYeMbIX Ppe3yJbTATOB OOy4YeHHUS] IO [IMCHMILIMHE, COOTHECEHHBIX C
IVIAHNPYEMBIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeJbHOM NPOrPaMMbl

[Tporiecc wu3ydeHUs AUCUUIUIMHBL «J[OKyMEHTallMOHHOE oOOecleyeHnue YIpaBleHUYECKOM
JEeSTeNIbHOCTH» HampaBlieH Ha (OpMUpOBaHME Yy OOy4arouMxcs [0 NporpaMMe BBICILIErO
oOpa3oBaHus, MporpaMMme OakajaBpuaTa, Mo HarpasieHHio noarotoBku 38.03.04 I'ocynapcTBeHHOE
U MYHULUIAIbHOE yIpaBi€HHE, HaNpaBleHHOCTh (mpoduib) mnporpammbl  «OpraHusanus
rOoCyapCTBEHHOTO U MYHHMIIMIIAJIBHOTO YIIPABICHUA» YHUBEpCaIbHOU KoMmeTeHIun Y K-4.4

Koa n HauMeHoBaHue

Kon u onucanue Ilnanupyemble pe3yJibTaThl 00y4eHust
WHAMKATOPA J0CTHKEHUS
KOMIeTeHIIU! Mo AUCHMILINHE
YK
YK-4 YK-4.4 3namp: 0COOSHHOCTH M MIPaBHIIA MEpeBoia ODUITHATBHBIX U
podeCCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO SI3bIKa HA
Cnocoben Brmonuser nepeson PYCCKHI, ¢ pyCCKOTO SI3bIKa HAa HHOCTPAHHBIN S3BIK.
OCYIIeCTBJIATD npodeccroHaNBHBIX TEKCTOB
ACJI0BYI0 C MHOCTPAHHOTO (-bIX) Ha Ymemb: NepeBoMTL U IOHUMATH OPULHUAJIBHBIE U
KOMMYHHMKAIHIO B .
", roCyAapcTBeHHBIH 131K PO | npodeccroHanbHble TEKCThI HA MHOCTPAHHOM SI3bIKE.
YCTHO# 1
. ucr TBEHHOT

NMHCbMEeHHOM € rOCYAapCTBCHHOTO Bradeem:
(bopmax na s3p1Ka PD Ha HHOCTpAHHBIi J1adeem: HABBIKAMU YTCHUSI U TIEPEeBO/ia MPO(eCCHOHAIBHBIX

TEKCTOB C HHOCTPAaHHOTO(-bIX) Ha TOCYJapCTBEHHBIN S3bIK PD

rocyIapCTBEeHHOM H -bIC o
ynap (-ie) 1 C TOCYJJapCTBEHHOTO s13b1ka PD Ha MHOCTpaHHBIN(-BIE).

MHOCTPAHHOM (BIX)
s3bIKe (ax)

3. MecTo AMCHMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMMbl

JucuunnmHa «/lokymMeHTamoHHOE obecreueHne yIpaBIeHUYECKOW eI TeTbHOCTHY OTHOCUTCS
Kk bioky OT/I. «®akynbTaTUBHBIC TUCIMIUIMHBD) MPOTPAMMBI OaKaiaBpuaTa.
Peanusyercs qucuuiuiiHa B 7-M cemMecTpe Ui 00yJaromuxcst B 04HOU opme 00ydeHusl.



4. O0beM IMCHUILIMHBI B 3a4eTHBIX €AMHHMIAX C YKA3aHMEM KOJIMYECTBA aKAaJAeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAaKTHYI0 padoTy 00y4yaroluxcsi ¢ npenojaaparteseM (110 BHIAM
y4eOHoi1 padoThl) H HA CAMOCTOSITEIbLHYIO pa0oTy 00y4aromuxcs

CormacHo y4eOHBIM TUIaHAM OOMIas TPYAOEMKOCTh AMCIUILIMHBI «J{OKyMEHTAIIMOHHOE
obecrieueHre yIpaBIeHUYCCKOMN IeATeIbHOCTH COCTaBIIACT 2 3a4eTHbIC eqUHUIIBI (72 Jaca).
Ounas gopma o0yueHus

Buo yueonoi pabomut Bcezo Cemecmp

uacoe 7
KonrakTHas padora* Bcero, B TOM 4ncJe: 36 36
Jlexuu 18 18
IIpakTHyeckue 3aHATUS 8 8
CeMUuHapCKHUe 3aHATUS 10 4
CamocTtosTesbHas1 padoTa* 36 36

IIpome:kyTOUHAsI aTTeCTALUS: 3auer 3auer
Hroro: 72 72

JlucuuninHa peaan3yercs MOCpeCTBOM MPOBEICHUS yUeOHBIX 3aHATHI (BKIItOUYasi IPOBEIACHHE
TEKYIIEro KOHTPOJISI yCTIEBAaEMOCTH) M IPOMEKYTOUHOM aTTecTanuu ooydaromuxcs. B coorBeTcTBUM
c pabouell mporpaMMoM M TEMAaTUYECKUM IUIAHOM H3Y4YEHHME JUCLUUIUIMHBI MPOXOIUT B (opme
KOHTAKTHOM pabOThl 00YYarOIIMXCS C MPEMoIaBaTeNIeM U CaMOCTOSITEIbHON paboThl 00yUJaIOIIMXCsl.
[Tpu peanuzanuu JUCUMILIMHBI PEAYCMOTpPEHA ayJIUTOpPHAs KOHTAaKTHas paboTa U BHEAayAUTOpPHas
KOHTaKTHasi paboTa MoCPECTBOM JIEKTPOHHON MH(OPMAITMOHHO-00pa30BaTEIIbHON CPEIbI.

Y4eOHbIif TpolecC B ayJUTOPUH OCYIIECTBIsAETCS B (opme JeKiuil, CEeMHUHApCKUX H
MPAKTUYECKHUX 3aHATUH. B NeKnusx pacKpbIBarOTCS OCHOBHBIE TEMbl U3y4aeMOro Kypca, KOTOpbIe
BXOJAT B pabouyto mnporpammy. Ha ceMumHapax paccMmaTrpuBaroTCs HauOoliee CIOXKHbBIE IS
MOHMMAaHUS TEOPETHYECKHE BOMPOCHl. Ha mpakTudyeckux 3aHATUAX (POPMHUPYIOTCS NPAKTUYECKUE
YMCHHUA W HABBIKH, 3aKPCIIJICHHBIC 3a I[HCHHHHHHOfl. HpI/I OopraHru3alr NPaKTHYCCKUX 3aHITHA B
dbopMe MpaKTHIECKOM MOATOTOBKH, OOYJArOIIHECs BBITOJHSIIOT OTJAEIbHBIC BUJIBI padOT, CBSI3aHHBIE
¢ Oynymiei nmpodecCHoOHATBHON IeATeTbHOCTHIO.

BueaynutopHass KOHTakTHasi paboTa BKIIOYAaeT B ce0s MPOBEIACHUE TEKYIIETO KOHTPOJIS
yCIIeBAaeMOCTH (TECTUPOBaHKE) B SJIEKTPOHHOM HH(OPMALIMOHHO-00pa30BaTeNbHOI cpeie.

S. Coaepxanue THCHMINVIMHBI, CTPYKTYPHMPOBAHHOE 10 TeMaM, ¢ YKa3aHHEM OTBEJCHHOI0 Ha
HHUX KOJHMYeCTBA aKa/JleMHYeCKHUX YaCOB U BUJAOB YUeOHbIX 3aHATHI

5.1. Pa3aenbl AUCHUIIMHBI M TPYA0EMKOCTD 110 BUAAM y4eOHBIX 3aHATHI

TemaTnuyeckuii ny1aH i 04HOH GopMBbI 00y4eHH s
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1-ii cemecTp

1 | Tema 1. OO6mias xapakrtepuctuka | 10 6 4 2 4 - YK-4.4
YIPaBJIEHYECKUX JOKYMEHTOB.




2 Tema 2. CoctaB 1 IOpsI0K 9 5 2 2 1 4 - VK-4.4
pa3paboOTKH TOKYMEHTOB B
YIPaBJICHYECKON JIESITEIbHOCTH.

3 | Tema 3. 9 3 2 1 6 - YK-4.4
JlokyMeHTHpOBaHUE PabOTHI C
HEePCOHATIOM.

4 | Tema 4. IlomatTve W npuHUUNEL | 9 5 2 2 1 4 - YK-4.4
OpraHM3alyy JOKYMEHTO000pOTa.

5 | Tema 5. Opranuzanus TeKyuien 8 4 2 2 4 - YK-4.4
paboThI ¢ JOKyMEHTAMHU.

6 | Tema 6. [TogroroBka JOKYMEHTOB K 9 5 2 2 1 4 YK-4.4
nepesiaue Ha apXMBHOE XpaHEHHUE.

7 | Tema7. 9 3 2 1 6 YK-4.4

OpraHu3annoHHO-TEXHIYECKOE
obecrieueHne JeI0NPOU3BOICTBA.

8 Tema 8. HopmatuBHO-MeTOANYIECKAS 9 5 2 2 1 4 VK-4.4
0a3a IemonpoON3BOICTRA.

Ipomexxkyrounas arrectamusi — | + YK-4.4

3a49€T.

Hroro 72 36 18 8 10 36 |- VK-4.4

5.2. Conep:xaHue TMCUMILINHBI, CTPYKTYPUPOBAHHOE 10 TEMaM

Tema 1. O61mas xapakTepucTUKa ynpaBjieH4eckux 10kymeHToB (YK-4.4).
Cooeporcanue 1eKYUOHHO20 Mamepuaid

1. HcTopusi BOSHUKHOBEHUS TOKYMEHTA

2. JIOKyMEHT Kak HOCHTENb yIpaBiieHYecKol uH(popmanuu. [lonatue, GyHKIMHU U CIIOCOOBI
JIOKYMEHTUPOBAHHS.

3. [ToHsITHE «3IIEKTPOHHBIN TOKYMEHT.

4. Knaccugukanus 10KyMeHTOB.

5. S3bIK ¥ cTUIB OQULIMATBHBIX IOKYMEHTOB.

6. YHu}UKanus U cTaHAapTU3aLUs T0KYMEHTOB.

7. CucreMbl JOKYMEHTAIIUU PA3JINYHBIX cPep AeSITETbHOCTH.

CanprCClHue npakmu4ecKkux 3auAMUL

1. [IpynunHBEl BOSHUKHOBEHMSI IOKYMEHTA

2. JIOKYMEHT Kak HOCHUTENb yIpaBiieHueckoil mHpopmauuu. [lonarue, ¢GpyHKIMH M CHOCOOBI
JIOKYMEHTHUPOBaHUSI.

3. [IpenmyiecTBa 1 HEAOCTATKN UCTIOIB30BAHUS «QIEKTPOHHBIX JTOKYMEHTOB).

Oco0eHHOCTH UX XpAHEHUS.

4. Knaccudukanus 10KyMeHTOB.

5. S3bIK ¥ cTUIIB OQULIMATBHBIX IOKYMEHTOB.

6. YHu}UKanusa u cTaHAapTU3aLUs JOKYMEHTOB.

7. CucreMbl JOKYMEHTAIMU PAa3INYHBIX cep AeSITETbHOCTH.

8.UTo moHMMaeTcs moja CTpyKTypoit nokymenta? [louemy cTpykType TOKyMeHTa yaemnsieTcs: ocoboe
BHUMaHue?

0. UYro Takoe 37eKTpoHHas IudpoBas noanuck? B kakux ciydasx oHa ucnoib3yercs? Kakosa
€€ CTPYKTypa U B KaKOM CTy4ae OHa TepsIeT CBOIO CHITY?
10.  Kakuwe Buapl, ¢opmarbl M TUOBl OymMaru HPUMEHSIOTCS TNPH CO3JaHUU JOKYMEHTOB?

Cy1iecTByeT 71U pa3HHUIla B CO3JaHUU W OGOPMIICHHH JOKYMEHTOB Mexay Poccuelt, EBpomnoit u
CTpaHaMH CEBEPOAMEPUKAHCKOI0 KOHTHHEHTa? B uem oHa 3akitouaercs?

Tema 2. CocTaB u mopsi0K pa3padoTKH JOKYMEHTOB B YIIPaBJICHYECKOH AeATeJbHOCTH
(YK-4.4).
Cooeporcanue nekyuonHo2o mamepuand
1. [Topsimok pa3paboTKu OpraHu3almoOHHO-pacnopsauTebHoN qokymeHTanuu (OPJI):
- OpFaHI/I3aI_II/IOHHOI71 JOKYMCHTAIUH,



- pacropsIUTeIbHON TOKyMEHTAIINN;

- MH(OPMAIIMOHHO-CIIPAaBOYHON JOKYMEHTAIHH.

2. OcobeHHocTH pa3paboTKH JOKYMEHTAIIUH, OTPaKaIOIeH: - (UHAHCOBO-XO035IIICTBEHHYIO
JIeATEIIFHOCTh OPTaHU3aLUH; - KOMMEPUYECKYIO IS TeIbHOCTh OpTraHNn3aIiH.

Cooepoicanue ceMuHapCcKux 3aHamu

1. [lo xakuM mpHU3HAKaM OCYIIECTBISETCS THUIOJOTU3auus JokyMeHToB? Kakue TuImb
JIOKYMEHTOB BBIICIISIFOTCS TTPU 3TOM?

2. KakoBo 0cHOBHOE Ha3HauUE€HUE OPraHU3ALMOHHBIX TOKYMEHTOB?

3. Kaxkue cymiecTByrOT BUIbl OPraHU3alMOHHBIX JOKYMEHTOB?

4. Kaxkosa ¢pyukmus [Tonoxenus? B uem ero ornnuune ot Ycrapa?

5. KakoBa cTpykTypa TekcTa MHCTPYKIMHU MO JAenonpou3BoAcTBY? Kakue mnpunoxxkeHus OH
COIEPHKUT?

6. B yewm 3akmogaercs crienupyuka HHCTPYKIIUU KaK JTOKyMeHTa?

7. W3 Kakux CTPYKTYpHO-KOMIIO3MIIMOHHBIX OJIOKOB COCTOMT TEKCT PacloOpsaIuTEIIbHOIO
nokymenTa? Kak Bappupyercs KOMIIO3UIIMOHHAS CTPYKTYpa pacoOPsAUTEIbHBIX JOKYMEHTOB?

8. KakoBa ocHOBHas (GyHKIUS pacHoOpsSAUTENBHBIX JTOKYMEHTOB? B ueM uX oTianuue OT
OpraHU3aI[MOHHBIX ?

0. Kakue nokyMeHTBI BXOAST B Ipymily HH(OOPMALIMOHHO-CIIPABOYHBIX TOKyMeHTOB? KakoBa mx
OCHOBHas (QyHKIUA?

10.  KakoBble 0COOCHHOCTH O(QOpPMIICHHS Pa3NUYHBIX BUIOB JEJIOBBIX mucemM? B ueM coctout

CTaHJApPTU30BAHHOCTE JAHHOT'O BUJA I[OKYMGHTa?

Tema 3. lokymMenTHpOBaHue padoThl ¢ nepcoHantom (YK-4.4).
COdeprCClHl/le JEKYUOHHO2O mamepuana

l. Komiurekc kagpoBoi JOKyMEHTAUU: TIOHATUE U €€ COCTABIISOIINE.

2. YHuduuupoBanusle (opMbl NEPBUYHON YYETHOW NOKYMEHTAlMU MO Y4eTy Tpylda M €ro
OILTATHI.

3. TpynoBoii 1oroBop: coiepkaHue U MOPSIOK 3aKITIOUSHHS.

4. Oco0eHHOCTH JIOKYMEHTHpPOBAHHUS 3TaloB TPYJOBOH JEATEIbHOCTH pabOTHUKA (TpueM,
nepeBo/l, OTMYCK, KOMaHAUPOBKA, YBOJIbHEHHUE U JIP.)

5. TpynoBas KHMKKa: ITpaBUIIa BEACHUS U 0(OPMIICHUS.

6. OdopmiieHne u BeieHUE JTUUYHOW KapTOUKU U JIMYHBIX /€.

7. [Ipouecc 3amuThl mNpodeccHnoHaNbHBIX JaHHBIX B KaJapoBod ciyxbe. Coodeporcanue

NPAKMUYECKUX 3aHAMUL

[Touemy 1151 KaAPOBOM CIYKObI OCOOEHHO BAaXKHO MPABUILHO OQOPMIISATH JOKYMEHTHI?
[lepeuncanre OCHOBHbBIE TOKYMEHTBHI, pa3padaTbiBacMble KaJpOBON CIIYyKOOM.

Kakum 06pazom kinaccupuuupyercst KaapoBasi TOKYMEHTAIIHs

Onpenenute NOHATHE «YHU(PUIMPOBAHHAS POpPMA JOKYMEHTa.

[lepeuncnure GpopMbl NEPBUYHON YyUETHOW JOKYMEHTALMU 110 YYETY KaJpOB.

KakoBa posib HMHCTPYKIHMM 10 JIEJIONPOM3BOJACTBY KaapoBOM ciyxObl. Omnpexnenure
coJlep’kaHWe MHCTPYKIMHM TIO0 JAeNonpou3BoAcTBY. Oxapakrepusyite mnpaBuia 0QpOpMICHUS
JIOKYMEHTa «KBaJU(UKAIMOHHBIE TPEOOBAHHS K COMCKATEII0 BAKAHCUN» U COCTaBJICHUS OObSIBICHHS
O BaKaHCHH.

ANl

7. Heo6xoauMo nu 3asBieHue paboOTHUKA O mpueme Ha pabory? IlepeunciuTe TOKYMEHTHI ,
NpebsBIsieMble IPU YCTPOMCTBE HA paboTy.

8. ITosicaute, nouemy TK P® 3anpermaer 3akit0ueHUE CPOUHBIX TPYAOBBIX JOTOBOPOB?

0. Oxapakrepu3yiite 00s3aTeNIbHBIE U JIONOJHUTENbHBIE YCIOBUS TPYAOBOIO AOIOBOPA.

8. KakoBa nenp cymiecTBoBaHMsI TpyAOBON KHIKKHM? Kakue cBeIeHMsI BHOCSTCS Ha IIEPBYIO

CTpaHHULly TPyIOoBOM KHWXKH? Onuimre mpaBuiia BeJEHHUS TPYAOBbIX KHIDKEK. Kak HeoOxomumo
BHOCHTb UCIIPABJICHUS 3alIUCEN B TPYILOBYIO KHUKKY?

0. Chopmymupyitte moHsTHE TUIHOTO Jena? Kakue mOKyMEHTHI BXOISAT B €ro cocTaB? 3adem
HEOO0X0/IMMO BECTH JMUYHBIE Jefia coTpyAHUKOB? [lepeuncnuTe TOKyMEHTHI, KOTOpbIE HEOOX0AUMO
BKJIIOYATh B JINYHOE JECIIO.

10.  KakoB nopsiiox ¢opMHpOBaHUS XpaHEHHs JTUYHBIX JeI ?

11. [Tporecc 3ammTh PO eCCHOHATBHBIX TAHHBIX B KaIPOBOU CITyx0e.



Tema 4. IloHsiTHE U NPUHIIUNIBI OPraHu3anum Jokymentoodopora (YK-4.4).
CoOeporcanue 1eKYUoHHO20 Mamepuaid

1. @opmbl OpraHuM3anUy JEIONPOU3BOACTBA HA NPEANPHUATHU. 3agauydl U (YHKIHH CITy>KOBI
JIeTTOTIPOU3BOICTBA.

2. JIOKyMeHTOOOOpOT:  TOHATHE,  NPUHLUMBI,  KOJMYSCTBEHHbIE M  Ka4eCTBEHHBIC
XapaKTEPUCTHKH.

3. OcHOBHBIE 3TaIbl JOKYMEHTO000pOTA.

4. JIOKYMEHTOTIOTOKH: BXOJSIIAsl, HWCXOAAIIAs, BHYTPEHHSAS JOKyMEHTamus. TexHomorus
00pabOTKH JOKYMEHTOIIOTOKOB.

5. Crnenuduueckue TEXHOIOTMHM  OOpaOOTKM  JOKyMEHTaUMU: -  KOH(HICHIMAJIbHAS

JIOKYMEHTAITUS; - JOKYMEHTAIUS 110 OOpAIIeHUsIM Tpak/1aH.
Cooepoicanue npakmuyeckux 3aHsamuil

1. UTto Takoe JOKyMEHTOOO0OPOT, TOKYMEHTOIOTOK?

2. Kakue rpynmbl JOKyMEHTOB YYacTBYIOT B JOKyMeHTooOopore. Kakue sTambl BKIIOYAeT B
cebst TOKyMEeHT0000pOoT?

3. Kakue nenonpon3BoICTBEHHBIC CITY)KObI Y9aCTBYIOT B OpraHU3aIuH IOKYMEHTO000poTa?

4. JIOKYMEHTOTIOTOKH: BXOZSIAasi, HUCXOJAIIas, BHYTPEHHSS JOKyMEHTalus. TexHOJIOrus
00paboOTKH JOKYMEHTOIIOTOKOB.

5. 3aueM He0OXOAMMO oOmpeselieHne o0beMa JIOKYyMEHTOO0OpOTa B pPa3MYHbIE BPEMEHHBIE
MeproIbI?

6. B uem 3akirouaercsi CyTb COPTUPOBKU JOKYMEHTOB? Kakue MOKYMEHTHI HCKIIOYAIOTCS W3
OCHOBHOTO JIOKYMEHTOIIOTOKA Ha 3TOM 3Tare?

7. Kto ocymiecTBisieT KOHTPOIb UCTIOTHEHUSI TOKYMEHTOB U B Kakoil popme?

Tema 5. Opranusanus Tekyueii padorsi ¢ 1okymentamu (YK-4.4).
Cooeporcanue nexyuonnoz2o mamepuana 1. CucreMatuzanus J0KyMEHTOB.

2. CocraBieHre HOMEHKIATYpPHI JIe1: Ha3Ha4eHUe, BUJIbl, 0COOEHHOCTH O(QOPMIICHHS.
3. dopmMupoBaHUE JIeN: OCHOBHBIE OTIEPAIIHH.
4. [IpaBuia onepaTuBHOTO XpaHEHUs Jell.

Cooeporcanue npakmuieckux 3aHAMuUL

1 Jlnist yero HeoOxXouMa CUCTEMaTH3alMsI JOKYMEHTOB.

2 CocraBiieHre HOMEHKJIATyphl JeJ1: Ha3HaYEHHUE, BUJIbI, 0COOEHHOCTH O(POPMIIEHUS.

3. KakoBa cTpykTypa HOMEHKIATYpPBI €.

4 KaxoBbl IpUHLIMITBI UHAEKCALIUU €717

5. Kakum o00pa3zoMm HCUMCIAIOTCS CpOKM XpaHeHus Jnen? Kakoil HOpMAaTUBHBIA JOKYMEHT
SBJISIETCSI OCHOBOM ONIpeeNICHNs] CPOKOB XpaHEHUs Jien?

6. Ha kaxoii srame JokyMeHTOOOOpoTa MpoucxoauT ¢opmupoBanue nen? 7. Kakum obpazom
CBSI3aHBI MPOIECCHI CO3/IaHMsI HOMEHKJIATYPHI J1e]1 U (OPMHUPOBAHUS J1ET?

Tema 6. [loaroroBka 10KyMeHTOB K nepefaye Ha apxuBHoe xpaHenue (YK-4.4).
Cooeporcanue nekyuonHozo mamepuand

1. DKcnepTu3a Hay4HOH U IPAKTUYECKON IEHHOCTH IOKYMEHTOB.

2. DKcrepTHas KOMUCCHS: OCHOBHBIE (DYHKIIMH U TIOPSTIOK paOOTHI.

3. OdopmiieHne 1e7 1 COCTaBIICHUE OTUCEH.

4. [Topsiaok nepenayn JOKYMEHTOB B apXUB.

Cooepoicanue npakmuyeckux 3aHsamu

1. Kaxk mporcxoauTt noarotroBka /e B apXuB.

2. Uto Takoe skcneptHas komuccus? Kto Bxomut B ee cocraB? B ueM 3akiroyaroTcs ee
byHKIIUN?

3. B kakom ciydae mpoucxXoauT yHUUTOXeHHE TokyMeHTOB? Kak 310 mpoucxomut? Kakon
COIYTCTBYIOIINN JOKYMEHT 0(hOPMIISETCS TIPU ITOM?

4. [Topsanok nepenaun TOKyMEHTOB B apXHB?

5. Kakue comyTcTByMOImME TOKYMEHTH O(OPMIISIOTCS B MPOIECCe MOATOTOBKH JeNl K caave B

apxuB? Kakyro QyHKIIHIO BBITOTHSIOT 3TH JOKYMEHTHI?



Tema 7. Oprann3zanuoHHO-TeXHUYeCKoe obecneueHue aejonpousBoacrea (YK-4.4).
CoOeporcanue 1eKYUoHHO20 Mamepuand

1. Opranu3zanus paboTsl CeKpeTapsi pyKOBOJIUTENS U 0UC MEHEKepa.

2. Texuuueckue cpencTBa OPUCHOM NeSATETBHOCTH.

3. KoMmbroTepHbie TEXHOIOTUH CO3AaHUS U OPOPMIICHUS JOKYMEHTOB.

CoOdeporcanue npakmudeckux 3aHamuil

1. Opranu3zanus paboTsl CeKpeTapsi pyKOBOJIUTENS U OUC MEHEKepa.

2. Kakne texnuyeckne cpernctBa O(UCHOW JEATETbHOCTH HCIONB3YIOTCS Tpu pabore ¢
JnokyMeHTaMu. VX posib ¥ 3HaUeHue?

3. Kakne KOMITBIOTEpHBIE MPOTPaMMbl PUMEHSIOTCS U ONTUMH3AIKN JTOKYMEHTOO0OpOTa B

opranuzanuu’? Ux posib 1 3HaueHue?

Tema 8. HopmaTuBHo-MeTo1u4eckasi 6a3a gejsonpousBoacrea (YK-4.4).
Cooepoicanue 1eKyuoHHO20 Mamepuaia

1. 3akoHoarenbHbIe akThl PO B chepe nnpopmanuu u 10KyMEHTaLUY;

2. Vka3el u pacnopsokenust [Ipesupenta P®, mocranosnenus IlpaBurensctBa PO B chepe
JIEJIONIPOU3BO/ICTBA;

3. HopmatuBHBIE TIpaBOBbIE aKThl  (enepajbHBIX OpPraHOB HCIONHHUTEIBHOH  BIIACTH

(MUHUCTEPCTB, KOMUTETOB, CIIY’)KO, areéHTCTB), PETIAMEHTHPYIOLINX BOMPOCH JOKYMEHTAIMOHHOTO
o0ecIeycHus;

4. TexHuueckue perinaMeHTsl U HaloHanbHble CTanaapTel B obnactu JJOVY;

5. Oo6mmepoccuiickre KIacCu(PpUKaTOPhl, TEXHUKO-IYKOHOMUYECKOW U COIMATTLHOM MH(OPMAIINN;
6. YHupunupoBaHHble CUCTEMBI JOKYMEHTAIINH;

7. HOpMaTHBHO-HpaBOBBIe AKTbl W MCTOJUYCCKHUEC HOOKYMCHTBI 1O JCJIIOIIPOU3BOJACTBY,
U3/1aBacMbIC PYKOBOJICTBOM YUPEXKIICHUI OpraHU3allui, MPEIIPUsTHII,

8. 3akoHOJaTeNbHble aKThl CyObeKTOB P® U mnpaBOBblE aKThl, NPUHUMAEMble OpraHaMu

UCTIOJIHUTENIbHON BiacTu cyObekToB PO.
CoOeporcanue npakmuieckux 3aHamuil

1. Kakumu HOpMaTHUBHBIMU aKTaMH PErJIAMEHTHPYETCS CO3JaHUE IOKYMEHTOB;

2. Vka3sl u pacnopsikenust Ilpesunenta P®, nocranosnenus IlpaBurensctBa PO B cihepe
JIEII0NPOU3BOJICTBA;

3. HopmatuBHble mnpaBoBble aKThl  (efepalbHbIX OPraHOB  HUCIOJHUTEIBHOM  BIIacTU

(MUHUCTEPCTB, KOMUTETOB, CIIYy)K0, areHTCTB), PETJIAMEHTUPYIOLINX BOIPOCH! JOKYMEHTAIHOHHOTO
oOecrnievyeHus 1 3alUTy JaHHBIX paOOTHUKOB

4. TexHuueckue periaaMeHTsl M HalmoHanbHble CtanaapTsl B ooaactu JJOVII;

5. Ob6mepoccuiickue KiaccupUKaToOpbl, TEXHUKO-IKOHOMUYECKON U COIMAIbHON MH(OpMAInu;
6. IIpy co3gaHMM KakUX JIOKYMEHTOB HCIOJB3YIOTCA  YHU(PHUIHMPOBAHHBIE  CHCTEMBI
JIOKYMEHTaI1H;

7. HopMaTuBHO-IpaBOBbIE aKThl M METOAUYECKHE JIOKYMEHTHI IO JEJIONPOU3BOICTBY,
M3/1aBacMble PYKOBOJICTBOM YUPEKICHUN OpraHnu3aui, NpeapusTuil;

8. 3akoHOJaTeNbHbIE aKThl CyObekTOB P® u mpaBoBbIE aKThl, MPUHHMAaeMble OpraHaMu
HCIIOJTHUTENIbHOM Bi1acTu cyobekToB PD.

9. Kakue nokyMeHTaMH periaMeHTHPYETCsl TOKyMEHTO000pOT OpraHu3aIiHy.

10.  Kakumu HOpPMaTHBHO-NIPABOBBIMH aKTaMHU perjlaMeHTUpyeTcss (opMHpoBaHHE Jed U

nepejadya ux B apxXuB

6. IlepedyeHb Yy4eOHO-MeTOAMYECKOT0 o0ecmeyeHUsi sl CAMOCTOSITEJBbHOW  padoThI
00y4aroIMXCcH M0 JUCUMUILIIIMHE

CamocrosTenbHas paboTa 00y4aronxcs Ipy U3y4eHUH Kypca «J{oKyMeHTalMoHHOe
o0ecrieyeHne yrnpaBieHUYECKON NesITeIbHOCTHY MPEAIoaracT, B IEpBYIO o4epeib, paboTy C
OCHOBHOH M JIOTIOJHUTEIBHOMN TUTEepaTypoil. Pe3ynpraTramMu 37101 paboThl CTAHOBATCS BHICTYIUICHUS
Ha NPaKTHUUYECKUX 3aHATHSX, y4acTHE B OOCYXIECHUU.
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MeTtoauka caMoCTOSITeNbHOM pabOThI IPEIBAPUTENILHO Pa3bICHIETCS MPENOAaBaTeIeM U B
MOCIIEAYIOLIEM MOXKET YTOUHATHCS C YIETOM MHAMBUAYAIbHBIX OCOOCHHOCTEH 00yYarommxcs.

Bpewmst 1 MmecTo caMocTOSITETIbHON pabOThl BBIOMPAIOTCS 00YUaIOIIMMUCS TI0 CBOEMY YCMOTPEHHIO €

Y4€TOM PEKOMEHAALNMN ITpenogaBaTes.

CamocrosTenpHyI0 paboTy HaJl AMCHUIUIMHON CIIEAYeT HAUMHATh C U3ydeHHs paboueit

nporpamMmbl JUCHUTIIIMHBI <<I[OKYMCHTaHI/IOHHOG obecrnieucHue praBHeHHGCKOﬁ JACATCIIBHOCTH ),

KOTOpasa COACPKUT OCHOBHBIC Tpe6OBaHI/I$I K 3HaHUAM, YMCHHAM U HaBbIKaM 06yT-Ia€MbIX.

O0s3aTenbHO CJICAYCT BCIOMHUTHL PCKOMCHAAIIUHA MTPCTIOAABATECIIA, JAHHBIC B XOAC YCTAaHOBOYHBIX

3aHATHH. 3aTeM — MPUCTYIIATh K U3YUCHUIO OTACIIBHBIX Pa3aCiOB U TECM B IMOPAJKE,

PEeyCMOTPEHHOM MPOTrPaMMOH.

[TomryuuB mipencTaBieHe 00 OCHOBHOM COJICp)KaHUU pa3jiesia, TEMbI, HEOOXOIUMO H3yIHUTh

MaTepual ¢ MOMOUIbI0 YUeOHUKOB, YKa3aHHBIX B pa3jelie 8§ ykazaHHOU nporpammsl. LlenecooGpazHo
COCTaBUTh KPATKUN KOHCIEKT HJIM CXEMY, OTOOPaXKAIOIIYIO CMBICII U CBSI3M OCHOBHBIX MTOHSITHIA

JaHHOT'O pa3aciia U BKIIFIOYCHHBIX B HET'O TCM. 3aT€M, KaK ITOKa3bIBACT OIBIT, MOJIC3HO U3YYHUTH
BBIACPIKKH U3 IICPBOMCTOYHHUKOB. HpI/I KCJIaHUHU MOXHO COCTaBUTh UX KpaTKI/Iﬁ KOHCIICKT.

O0s13aTEIBHO CJICAYCT 3aIIMChIBATh BO3ZHUKIIIKUEC BOIIPOCHI, HA KOTOPBIC HC YAAJIOCh OTBETHUTDH

CaMOCTOATCIIbHO.

HaumeHoBaHue TeMbI Bomnpocsl, BbIHECEHHBIE DopMbl Yueono-meroauueckoe/@opma
HA CAMOCTOSITEIbHOE | CAMOCTOSITETbHOM obecrieueHmne KOHTPOJIst
H3ydyeHHue padoTsbl
Tema 1. O0mias ITpuunab Pabora B Jlutepatypa K Teme, YcTHBIH
XapaKTepUCTHKA BO3HHKHOBEHUS 6ubnuoreke, paboTa c UHTepHET ompoc,
YIPaBIEHYECKUX TOKYMEHTOB | JOKYMEHTA. Bxirouast OBC. HCTOYHUKAMH JOKITa]
JoxkyMmeHT k4 IlogroroBka

HOCHUTEIh JOKIaja-

ynpaBnqueCKoﬁ NpEe3eHTAlMH.

HHPOPMALIIH.

ITonsTtue, GpyHKINHN U

CIOCOOBI

JIOKyMEHTHPOBAHUSL.

[Ipeumymiecra

HEJIOCTATK!

HCTIONB30BaHUS

«IEKTPOHHBIX

JIOKyMEHTOBY.

OcobeHHOCTH WX

XpaHEHHUS.
Tema 2. CocraB u OcobeHHocTH Pabora B Jluteparypa k TeMe, VYcTHbIH
HOPSJIOK pa3paboTKu pa3paboTku 6ubnmoTexe, pabora ¢ UHTEpHET orpoc,
JIOKyMEHTOB B JIOKyMEHTalUH, piiouas ObC. HCTOYHUKAMHU TOKJTa
yIpaBIeHYECKOI OTPaXKAOLICH: IoxaroroBka
JIeSITETbHOCTH - (uHAHCOBO- JOKJIazia-

XO351CTBEHHYIO Npe3eHTaluu

JIESITETTHHOCTD

OpraHu3aINH;

- KOMMEPYECKYIO

JIESITETTHHOCTD

OpraHu3aIyH.
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Tema 3. OcobeHHoctn Pabora B Jluteparypa k Teme, VYT
JlokymMeHTHpOBaHHE PabOTHI C | JOKYMEHTHUPOBAHUS o6ubamoTeke, paboTa ¢ UHTEpHET ompoc,
MIEPCOHAIIOM 3TaroB TPYIAOBOK Bxiroyas DBC. HCTOYHHKAMU TOKJTaT
JesrtensHocTH pabotHuka| [loaroroska
(mpuem, epeBo, JIOKJIa1a-
OTIIyCK, KOMaHINPOBKa, | MPE3CHTAaINH.
YBOJIbHEHUE U JP.)
TpynoBast KHUXKA!
MpaBHJIa BEACHUS U
odopmienus.
Tewma 4. [ToasTHE ¥ IPHHONANH! | JJOKYMEHTOIOTOKH: Pabora B Jlutepatypa k TeMe, YceTHbIl
OpraHH3aIiH BXOJIAIIIAs, UCXOsIast, | OuOymoTeke, pabora ¢ HHTEpHET ompoc,
JIOKyMEHTO000poTa BHYTpPEHHSS Bkitouas OBC. HUCTOYHUKAMU JIOKJIa]
JIOKyMEHTAIHS. INoaroroska
Texnonorus o6paboTKH | moKIana-
JIOKyMEHTOIIOTOKOB. Npe3eHTalNH.
Criermudrraeckue
TEXHOJIOTHH 00paboTKH
JOKYMEHTAIIH: -
KOH(HICHIMATbHAS
JIOKYMEHTALHS; -
JIOKyMEHTAIHs 110
oOpalieHusM rpaxaH.
Tema 5. Opranuzanus Texymeii |CoctaBieHue Pabora B Jlutepatypa K Teme, YcTHBIH
paboTHI C ZJOKyMEHTaMH HOMEHKJIATypPBI JIeII: 6ubnmoTexe, paboTa ¢ HHTEpHET ompoc,
Ha3Ha4YCHHUE, BUJIHI, Bkimrogas OBC. HCTOYHUKAMH TOKITa]T
0COOCHHOCTH [oaroroska
odopmieHns. JOKJIaa-
dopmupoBaHue e TIPE3EHTAIHH.
OCHOBHBbIE OIEpaIHH.
IIpaBuna
OTIEpaTHBHOTO
XpaHeHHs JIeI.
Tema 6. [Togrotoska OxcnepTHas komuccus:  [Pabota B Jlutepatypa k Teme, YcerHbii
JIOKYMEHTOB K Mepejiaye Ha OCHOBHBIE (PYHKIINH U oubnmoreke, paboTa c HHTepHET ompoc,
apXMBHOE XpaHEHHUE MOPSJOK paboTHI. Bkitouast OBC. HCTOYHHKAMHU TIOKJTaT
Odopmitenne aen u ITonroroska
COCTaBJICHUE OMHCEH. JIOKJIa1a-
[Mopsinok nepenayn TIPE3EHTAIHH.
JIOKyMEHTOB B apXUB.
Tema 7. Oprannzanus paboTs! Pabora B Jluteparypa k TeMe, VYcTHbIi
OpraHu3alHOHHO-TEXHUYECKOE |[CEKPEeTaps OubanoTEKE, paboTa ¢ UHTEpHET ompoc,
obecriedeH e IeT0MpOr3BOICTBa|PYKOBOMHUTEIS 1 OdHC prurouast ObC. HCTOYHUKAMHU JTOKJIAJ
MmeHemkepa. Kakue IMoAroToBKa
TEXHHYECKHE CPEACTBA | 1ok irana-
oduCHO HesTenbHOCTH TIpe3EHTAIHH.

HCTIONB3YIOTCS TIPH
paboTe ¢ TOKyMEHTaMH.
Wx ponb u 3HaueHHE?
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VY cTHBII
ompoc,
JTOKJIA

Pa6ora B
OubanoTeKe,
pkouas OBC.
IlogroToBka
JTOKJIaja-
MIpe3CHTAIHH.

Tema 8. YHupuumupoBaHHble
CHUCTEMBI JOKyMEHTALNH;
HopmaTtusHo-nipaBoBbIe
aKThl ¥ METOIUYECKUE
JIOKYMEHTBI I10
JIEJIONPOU3BOICTBY,
u3JaBaeMble
PYKOBOJICTBOM
yUpexAeHUN
OpraHusaunui,
IIPEAIPUATUH;
3aKOHOIATENbHBIC aKTHI
cyopexToB PO u
MIPaBOBBIE aKTHI,
IIPUHUMAaeMble OpraHaMU
UCTIONIHUTENILHON BIIaCTH
cyOBbekToB PO.

Jluteparypa k Teme,
paboTa ¢ UHTEpHET
HUCTOYHHKAMHU

HopmartuBHo-MeToanueckas
0a3a Jemonpon3BoOICTBA

7. OuneHoYHbIe MaTepHAJbI AJS TEKYIIero
aTTecTallMy 00y4alOIMXCs M0 AUCHUILINHE

KOHTPOJIA YCIIEBAEMOCTH H l'IpOME)KyTO‘!HOﬁ

[Topsiok, onpenessiFoIIri MPOIeTyphl OIICHUBAHUS 3HAHWI, YMEHHIA, HABBIKOB ¥ (HMJIM) OIBITA
NESTCIIbHOCTH, XapaKTEPU3YIONUX YPOBCHb C(HOPMUPOBAHHOCTH WHAMKATOPOB KOMIICTCHIIUM,
omnpeneneH B [Tonoxernnn o popmax, MEPHOAMIHOCTH U MOPSAIKE TEKYIIEro KOHTPOJIS YCIIEBAeMOCTH
U TPOMEXKYTOYHOH aTTecTanud, OOydJaromuxcsi MO 00pa3oBaTebHBIM MPOrpPaMMaM BBICIIETO
obpazoBanus B AHO BO MI'DVY u uncturyrax (punuanax).

7.1. Tloka3zaTteqim M KPUTEPUH OLEHMBAHUS KOMIETEHUMII Ha Pa3JIM4YHBIX JTAnax MX
(opMupoBaHUsl, ONUCAHHE KA OLIEHUBAHUSA

B  xome  TeKylIero  KOHTPOJS ~ YCIEBAEMOCTH  OOyYaromuxcsi MO  JUCIUIUIMHE
«JlokymMeHTAaUMOHHOE 0O0ecleyeHre YIPaBJIeHYeCKOH AesITeIbHOCTID) IT0KA3aTeIsIMU OLICHUBAHUS
YpOBHSI CPOPMUPOBAHHOCTH KOMIIETEHIMM SBIISIOTCA PE3yJIbTaThl YCTHOIO/MMCHMEHHOIO OIpOCa,
co0eceloBaHNs, BBIMOJHEHHUS] TMPAKTUYECKUX 3aJaHUM, YIPaKHEHUH M KOHTPOIBHBIX PAa0OT IO
TEMAaM.

Iloka3aTensiMu OLEHUBAHUSI KOMICTEHHWH HAa JTamne HU3YYeHUS AHCHHUILIMHBI
«JlokymeHTaUMOHHOE O0ecrievyeHHe YINPABJIEHYECKON IeSiTeJIbHOCTH)  SIBIISIFOTCS PE3YJIbTaThl
0o0y4YeHus MO TUCIUILINHE.

Iloxka3aTenn oneHNBAHUSA KOMIIETEHIIM I

YK-4.4
3nams: 0cOOEHHOCTH M TIpaBHIIa IIEPEBOIa OPHUIIUATIBHBIX U TPOPECCHOHATILHBIX TEKCTOB C HHOCTPAHHOTO SI3bIKA Ha
PYCCKUH, C pycCKOTO sI3bIKa HA UHOCTPAHHBIN SI3BIK.
Ymems: nepeBonTh U MOHUMATE O(UITHATIBEHBIE U IPOPECCHOHANBHBIE TEKCTHI HA MHOCTPAHHOM SI3BIKE.
Bnadeem: HaBBIKaMU YTEHHS U IEPEBOAA MPOGHECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO(-bIX) HAa TOCYIaPCTBEHHBIN

si36IKk PD U ¢ rocyaapcTBeHHOTO si3bika PD Ha MHOCTPaHHBIH(-bIE).

IIxana oneHUBAHUA B 3aBHCHMOCTH OT YPOBHSH
chopMHUPOBAHHOCTH KOMIIETEHUNH

YpoBeHb choOpMUPOBAHHOCTH KOMIIETEHUM i

«HEAOCTATOYHbIN» «IOPOTOBbIN» «IPOABHHYTBIID «BBICOKMII»
Komnerenuuu He Komnerenuuu Komnerenunu chopmupoBansl. | KommnereHunu chopMUpOBaHBI.
c(hOopMUpPOBAHBI. c(OpMHUPOBaHBI.

3HaHUS OTCYTCTBYIOT,
YMCHUS ¥ HABBIKH HE
chopmupoBaHBI

CdopmupoBanbl 6a30BbIe
CTPYKTYpBI 3HAHUH.
YMenust hpparMeHTapHbI U

3HaHUs OOIIUPHBIE,
CHCTEMHEIE.

YMeHus HOCAT
PENPOAYKTHBHBIN XapakTep,

3HaHUsA TBEPABIE,
apryMEHTHPOBaHHbIE,
BCECTOPOHHUE.

YMeHUsI yCHEeNHO TPUMEHSIOTCS
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HOCAT PENpOTyKTHBHBIHA
XapaxTep.
JemoHcTpupyercs
HU3KHUM YPOBEHb
CaMOCTOSATEIIEHOCTH
MIPAKTUIECKOTO HAaBbIKA.

MIPUMEHSIOTCS K PEIICHUIO
TUIOBBIX 3aJaHUM.
JemMoHcTpupyercs
JIOCTAaTOYHBIN YPOBEHb
CaMOCTOSITEITFHOCTH
YCTOHYHBOTO MPAKTUIECKOTO
HaBbIKA.

K PEIICHHUIO KaK TUIIOBBIX, TaK U
HECTaHIAPTHBIX TBOPUECKUX
3a/laHu.

JleMoHCTpUpyeTcs BBICOKHI
YPOBEHB CAaMOCTOSTEIIFHOCTH,
BBICOKAs aJalTUBHOCTh
MIPAKTUYECKOT'O HABBIKA

Onucanne KpUTEPUEB OLICHUBAHUSL

OO0yuaromuiics
JIEMOHCTPHPYET:

- CyIIECTBEHHbIEC POOEIHI B
3HAHMAX y4eOHOTO
Marepuaa;

- IOITyCKarOTCS
NPUHIUIHAIBHbIE OIIHOKH
IIPY OTBETE Ha OCHOBHBIC
BOTIPOCHI OHMIIeTa,
OTCYTCTBYET 3HaHHUE U
MOHMMAaHHe OCHOBHBIX
NOHTUM U KaTeropuii;

- HETIOHUMaHHUE CYNIHOCTH
JIOTIOJIHUTENILHBIX BOIIPOCOB B
pamMKax 3ajaHuii Ounera;

- OTCYTCTBUE YMEHHUS
BBITIOJIHSTh PAKTHYCCKUE
3a1aHus, IPEyCMOTPCHHBIC
HpOrpaMMOii AUCHUILINHEL,
- OTCYTCTBHE TOTOBHOCTH
(cTI0COOHOCTH) K TUCKYCCHH
Y HU3Kasl CTeNICHb

OOyuaronmiics
JIEMOHCTPHPYET:

- 3HAHHS TEOPETUUECKOTO
MaTepuana;

- HETIOJIHBIE OTBETHI Ha
OCHOBHBIE BOTIPOCHI,
OIIIMOKH B OTBETE,
HEJIOCTaTOYHOE
MTOHUMaHHE CYIIHOCTH
M3J1araeMbIX BOIPOCOB;
- HCYBEpEHHBIC U
HETOYHBIE OTBETHI Ha
JIOTIOJTHUTENIbHBIE
BOIIPOCHI;

- HEJIOCTaTOYHOE
BJIaJICHUE JIUTEPATYPOH,
PEKOMEHIJOBaHHON
MIPOrpaMMon
JVCIATUIAHBI;

- ymenue 0e3 rpyOsIx
omuOOK pemaTh
MIPaKTHYECKUE 3aJaHus,

OO6yuatouuiics
JIEMOHCTPHUPYET:

- 3HAaHHWE ¥ IOHUMaHKe
OCHOBHBIX BOIIPOCOB
KOHTPOJIMPYEMOro oobeMa
IPOrPaMMHOI0 MaTepHaa;

- TBep/ble 3HAHUS
TEOPETUYECKOr0 MaTepHuaa.
-CIIOCOOHOCTh YCTaHaBIMBATH U
OOBSACHATH CBA3b MIPAKTHKU U
TCOPHH, BBISBIIATH
MPOTHBOPEYHS, IPOOTIEMbI U
TEHACHLIMU PA3BUTHS,

- IpaBUJIbHBIC 1 KOHKPETHBLIC,
0e3 rpyObIX OIIMOOK, OTBETHI
Ha MOCTaBJICHHBIE BOIIPOCHI;

- yMEHHE pelaTh
NpPaKTUYECKUE 3aJaHUs,
KOTOPBIE CIIEAYET BHIIIONHHTD;
- BIIQJICHUE OCHOBHOU
JIUTEPATypOil,
PEKOMEHIOBaHHOM

OO0yuaronuiics
JIEMOHCTPHUPYET:

- r1y0OKHUe, BCECTOPOHHHE U
apryMeHTHPOBAHHBIE 3HAHUSI
MPOrPaMMHOT0 MaTepHUaa;

- MOJTHOE MTOHMUMaHKe
CYIIHOCTH U B3aUMOCBSI3U
paccMaTpuBaeMbIX MPOLIECCOB
H SBJICHHH, TOYHOE 3HAHHC
OCHOBHBIX TIOHSTHII B paMKax
00CyXIaeMbIX 3a/IaHH;

- CITIOCOOHOCTh YCTaHABIUBATh
u O61)HCH51TI) CBA3b IMMPAKTUKU U
TEOpuH;

- JIOTUYECKH
MOCJICIOBATENbHBIC,
coJiepKaTeNnbHble, KOHKPETHBIC
Y MCYEPIIBIBAIOIUE OTBETHI HA
BCE 3aJ[aHusl OMIeTa, a TaKKe
JIOTIOJTHUTEIBHBIE BOIPOCHI
9K3aMEHaTopa;

- yMEHHE pelaTh

KOHTaKTHOCTH. KOTOpBIE CIEAyeT MpOrpaMMON JUCIUIIIINHBL, MPaKTUYECKUE 3a]JaHus;
BBIIIOJIHUTD. - HaJau4yre coOOCTBEHHOM - cBOOOIHOE HCITOJIH30BAHKE B

000CHOBAHHOM MO3UIIUH TI0 OTBETax Ha BOIPOCHI
00cyX1aeMbIM BOITPOCAM. MaTepuaIoB peKOMEHJOBAaHHOMN
Bo03MOXHBI HE3HAUUTEIHHBIE OCHOBHOM 1 JIOMOJIHUTEILHOMN
OTrOBOPKH U HETOYHOCTH B JIUTEpaTyphl.
PACKPBITUH OTIEJIBbHBIX
MOJIOXKECHUH BOIIPOCOB OMJIeTa,
MIPUCYTCTBYET HEYBEPEHHOCTD
B OTBETaxX Ha JIOIOJIHUTEIIbHBIC
BOIPOCHI.

Ouenka Onenka Onenka Onenka

«HE 3a4YTEeHO» «324TEHO» «32aYTEHO» «32a4TEHO»

OreHka Mo JTUCIUIUIMHE 3aBUCUT OT YPOBHS C(HOPMHPOBAHHOCTH MHIIMKATOPOB KOMIIETECHIIUH,
3aKPETUICHHBIX 3 JUCITUTUTMHOM.
OLeHKa «3a4T€HO» BBICTABISACTCS, €CJIM BCE MHIUKATOPBI, 3aKpPEIUICHHBIE 3a AUCHUILINHOM,
chopMupOBaHBI HA YPOBHE HE HUKE TTOPOTOBOTO.

7.2. TunoBblie KOHTPOJIbHBIC 3a/lJaHUud HWJIU HHBbIC MaTEepHaAJIbl, HCOﬁXOlII/lele OJIA OLCHKH
3HAHMH, YMEHUH M HABBIKOB W (WIH) ONBITA [eSITeJbHOCTH, XapPaKTePU3YIOUIMX 3TaNbl
(opMupoBaHus KOMIETEHIMA

3ananus AJs onpoca VK-4.4:
Tema 1. O01asi XapaKTepUCTHKA YPABJIEeHYECKUX JOKYMEHTOB.

3adanue Ne 1. Onpenesnte olIM00YHbIEe BAPDHUAHTHI IPH 0(pOPMJICEHHH PEKBU3UTA

«HAUMECHOBAHHE OPpraHm3anumn», BHECUTEC UCIIPABJICHUSA:

1)
2)

MT'y, PYJIH, PITY, BHUHcenvxo3mau,
Bcepoccuiickaa akademus cenvckoxosaicmeenuwix Hayk um. B.U. Jlenuna (BACXHHUJI),
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3) Omxpuimoe akyuoneproe obwecmeo «Kackaoy, 3akpvimoe akyuoneproe obujecmso
«llnymony,; 4) Qupma « Cnymuuky, pupma «Buonay, nusnas komnanus «llepepar, pabpuka
«3apsy. 5) Omoen mapxemunea, omoen nepeso3okK;

6) Mawcmpoticknao.

3aoanue Ne 2. Halinute olMOKHM npu 0GopMJIeHHH PEeKBU3UTA «CIIPABOYHbIe JaHHbIE 00
OpraHU3aIum»:

1) 344014 2op. Kanyea, Kpacnwiti np-km, 68-1, m. (83832)24-32-13, pacu. cu. 1467791,
2) 630495, cop. Capamos, yn. Cedosa, 0.87; men. 39-49-57, ¢haxc 39-48-59;

3) Poccus, e. Acmpaxanw, yi. I'opvkoeo, oguc 45, menegpon: (83832) 24-32-18, gpaxc:
(83832)24-3213;

4) 630005, 2. Open, ya. Kp.-I'sapoetiyes, 35, OAO «Pocay», m.43-17-50, ¢p.43-13-42;

5) Poccus, 630076, 2-0 Ilensa, np-m Mapca, oom 15/a, k. 46, men. 345-12;

6) 2. C-116, yn. I'oconsa, Ne 7, kg. 47, 590377, p.cu.2465387, m. 1-23-45-12;

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

8) M-esa, Poccus, yauya Hexpacosa, dom 35, kopn.2, keapm.7

3aoanue Ne 3. Kak Bbl 0)OpMUTE PEKBU3UT «aJpecaT?, ecJIH apecaToM sABJIsIeTCs:

1) IIpeocedamens cmpoumenvrozo koonepamuea B.A. Coxonos, Ha4aibHUK YNpaeieHus.
mapxemunea 340 «Pecama» H.H. Cnasuykuu, oupexmop wkoavt B.C. Cepeees;
2) I1nanoso-skonomuueckoe ynpasienue Boiocoockoeo mebenvrhoeo kombunama, omoei

mapkemunea OO0 «Bumszoy;

3) Hexan ucmopuyeckozo ¢paxynomema Examepunbypecko2o 20¢yoapcmeeHno20o
VHUSepcumema 0OKmop ucmopuyeckux Hayx, npogeccop E.B. Cepeees; sedywuii cneyuanucm Q00
«Ceemnanay

K.E. Ilponun, cmapwuii uncenep I1.H. Ceemnos;

4) Jlupexmopwi npeonpusamuii 2. [lckosa,

5) Aomunucmpayus pationos Yensaounckoii obracmu?

3aoanue Ne 4. OTMeTbTe He04eThl B 0(pOPMIIEHUH PEKBH3UTA KOTMETKA 0 HAJTHYNHU

NMPUJIOKEHUSD):

1) Tpunooswcenus: Kamanoe nogvix usoenuti; Cneyughuxayus Hovlx U008 NPOOVKYUU,

2) Ipunooscenue: akm sxcnepmuza Ha 1 1. 6 3 9k3. (Hazeanue npuiazaemo2o OOKyMeHma
VKA3aHO 8 mekcme),

3) Ipunooicenue: na 2n. 6 2 3x3. (Hazeanue npuiazaemozo OOKyMeHma He YKa3aHo 6 mexkcme),
4) Ipunoosicenue: ooxymenm na 2 1. 6 1 9k3;

5) Ipunoocenue: cnpaska, oannas A.A. Meanosy 6 mom, umo on pabomaem Ha npeonpuamuu

«Pocmexcmunbmaury nOMOWHUKOM cmapuie2o undicenepa Ha 1 . 6 3 9k3.;
6) Ipunoosicenue: na 3 1. 6 1 5K3. moabKko oupekmopy 3a800y « ¥Ypaimeoenvy.

Tema 2. CocTaB 1 NOpAAOK pa3padoTKH JOKYMEHTOB B YIIPABJIEHYECKOH 1eATeJbHOCTH.

3adanue Ne 1. PazpaboTaiiTe MpOEKT MOJIOKEHHUS O MOPSIIKE pacpeielieHus JeHEKHON MPEMHH B
TPYJIOBOM KOJUICKTHUBE.

3adanue Ne 2. PazpaboTaiiTe MpOeKT HHCTPYKIIUHU MO JEIONPOU3BOACTBY KOHKPETHON OpPTaHU3aIIHH.
3aoanue Ne 3. OnpenesnTte, K KAKOMY OPraHU3allHOHHOMY JIOKYMEHTY OTHOCSITCS
npeajaraemMblie gparMmeHTbl JOKyMeHTOB. Q00CHYIiTE CBOE peleHue.

Texer 1.
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OMPMEHHOE HAMUMEHOBAHUE
N MECTOHAXOXIEHUNE OBLIECTBA
1.1.ITomHBIM pupMeHHBIM HauMeHoBaHHeM Oob1ecTBa siBisiercss OOIIeCTBO ¢ OrpaHUYeHHON

orBeTcTBeHHOCTBIO «HDTA». Cokpamiennoe pupmennoe HaumenoBanue obmiectsa — 000
«HOTAV».

1. 2.MecTtoHaxoxaeHre oOmecTBa (MOYTOBBIM HWHIEKC): MosoaexkHbld mpocm., 15, T.
Kpacnosipck45, 630091, Poccuiickas ®enepanusi.

Texer 2.

OBILIME ITOJIOXXEHU A

1.1 Cekperapb-pedepeHT OTHOCUTCS K KATErOpUH CIIEUUATUCTOB IPEANPHUATHS, IPUHUMAETCS U
YBOJIBHSIETCS] TUPEKTOPOM.
1.2 OcCHOBHBIMM 3a/a4aMu cekperaps-pedepenra SABIISIFOTCSI OpraHu3allIOHHOE
U IOKyMEHTallMOHHOE oOeclieueHue yrnpanieHdeckoi aearenpHoctu Teker 3.
1.1.25eKTponpoBoKa B yueOHbIX MOMEIICHUAX JOKHA HAXOJUTHCS B UCTIPABHOM COCTOSTHUM.
ComnpoTuBieHNE U3OJSIHIH TPOBOIOB TOIHKHO MEPUOANIECKH 3aMEPSThCS, PH HEOOXOAMMOCTH
JIOJKEH TIPOBOAMTHCS PEMOHT.
1.2.3anpemaercs OPUMEHATh  JUISL  3allUTHI 3JIEKTpPOCEeTEeN BMECTO
aBTOMAaTHYECKUX MPEJOXpaHUTENCH U MJIaBKUX BCTABOK 3aLIUTY KYCTApPHOT'O U3rOTOBJICHUS
(«wxyukn»). Teker 4.
1.1.MHCTpyKTOp NEPBOIl KaTeropuu OTJelNa KaJpoB, OpraHU3alMOHHO-MacCOBON pabOThl U KOHTPOJIS
OTHOCHTCS K KaTerOPHH CHELIUATUCTOB.
1.2.Ha 1omKHOCTh HHCTPYKTOpPA NIEPBOIl KATETOPUH HAa3HAYACTCS JIMII0, UMEIOIIIEe BBICIICEe
npodeccuoHabHOEe 00pazoBaHue, 0e3 MpeabsIBICHUS TPEOOBAHUN K CTaXKy paOOTHI.
1.3.Ha3HaueHue Ha 1OJKHOCTh HHCTPYKTOpA MEPBOM KaTErOpUH U OCBOOOXKIEHHUE OT HEE
MIPOM3BOJISATCS MOCTAHOBIICHUEM (PaCcTIOPSDKEHHEM) COBETA MITH MPABIICHHUSL.

3aoanue Ne 4. YcTaHOBHTE COOTBETCTBHE MEXKAY BHIOM JOKYMEHTA M Pa3/eioM TeKcTa:
VYcTaB KOJUYECTBO MITATHBIX €AMHUIL
[IpaBuna BHyTpeHHEro  (OpMHPOBAHUE U paclipelesieHHe TPYyI0BOrO paclopsiika  J0XOJ0B
yuebHoro nentpa [lonoxenne  QyHKIMM U JOIDKHOCTHBIE 00SI3aHHOCTH
JIOJDKHOCTHASI HHCTPYKIMS  PEruCTpalus J0KyMEHTOB

[IItatHOE pacnicanue OCHOBHbIE (DYHKIIMH MTPEANIPUATHS
WucTpykuus o MOPSAJIOK TIpUeéMa U YBOJIbHEHUS
JIeJIONIPOU3BOICTBY pabOTHUKOB

3adanue Ne 5. Onpenesinrte, B COCTABJIEHNH KAKOT0 BU/1a OPraHNU3ALMOHHOI0 IOKYMEHTAa
NPUHAMAET YYaCTHE YKA3aHHbIN CIIeIUATUCT:

1) Cneunanuct oTaena KaJipoB —

2) CoTpyIHUK IIAHOBO-D)KOHOMHUYECKOTO OT/Ea —

3) KOpucr —

4) PykoBoauTens nemonpou3BOACTBEHHON CIyKObI — 5) CrenuaiucT onpeneIeHHON OTpaciu
npou3BojacTBa — 3aodanue Ne 6. CocraBbTe NPHKa3 B COOTBETCTBHH €O CJIeAYIOIIMMH
CUTYAUMSAMM:

1) B opranu3zanumn Heo0OX0AUMO YTBEPAUTH HHCTPYKLIUIO TIO AETIONPOU3BOJICTBY;

2) B OAO «3amyck» Obuta mpoBelneHa NpoBepka (UHAHCOBOW OTYETHOCTH XO3SHCTBEHHOU

JIEATEIbHOCTH, B X0J1€ KOTOPOM BBISIBJICHO, YTO HA MPEINPUATAN HE BEAETCS KypPHAJI ydeTa BblAAYU
JIOBEPEHHOCTEHN U OTCYTCTBYET OTYETHOCTD 10 KOMaHIUPOBKaM;

3) HeoOxonumo opranuszoBath paboTy B Mpa3AHUYHBIE HU (HAYaJbHUK OXPaHbl JIOJKEH
oreyaTaTh IPOU3BOJICTBCHHBIC MTOMEIIEHUS U 00ECTIEUUTh OXpaHy; TUPEKTOP MO MEPCOHATY JODKECH

16



OpraHu30BaTh JIEKYPCTBO Ha TenedoHe IIaBHOTO oguca A ONEPaTUBHOIO PELICHHS BOIPOCOB;
TJIABHBIN OyXraiaTep J0JKeH 0OPMHTH OIIATy JEKYpPCTBA B IBOMHOM pa3Mepe);

4) Heo6xoauMo opranu30BaTh MOATOTOBKY K €KETOTHOMY CEMUHApY (IUPEKTOP IO MapKETHHTY
JOJDKEH NPEACTaBUTh TE3MChI JIOKIAJO0B CIELUATUCTOB-MApKETOJIOrOB 10 3apyOeKHOMY DPBIHKY;
CeKpeTapb T€HEPaTbHOTO JUPEKTOpa JOJDKEH MOATOTOBHUTDH IUIAH OPTaHM3ALMOHHBIX MEPONPUSTHHA
[0 TPOBEJICHUIO CEMMHApa; TIJaBHbIM OyXrajatep IOKEH COCTaBUTh CMETYy pacxoAoB IIO
opranu3anuy paboThl CEKLIUH 1 MTPOBEACHUIO 3aKIIOUYUTEILHOTO OAHKETA).

3aoanue Ne 7. JlonoJTHAUTE BbICKA3bIBAHUA:

1) Buioensaromes credyrowue 6udvl pacnopsaoumenbhbvix 0OKYMEHMO8: - NPUKA3....;

2) BbLOENAIOMCSL CLeOYVIoWUe PA3HOBUOHOCIU NPUKA308. NPUKA3 NO OCHOBHOU
O0esimenbHOCmU ... ... ;

3) MeKcm pacnopsoumenbHo20 OOKYMeHmMA umeen ciedyrouue peKeusumsl.: HaUMeHO8aHUue
OpeaHu3ayu.....

3aoanue Ne 8. TIpoaHanu3upyiiTe JOKYMEHT, HCII0JIb30BAHHbIA B «3aNUCHBIX KHIAKKaxX» U.
HNasda. Onpenennre ero BUJ U KOHCTUTYHPYHOIIUe npu3Haku. Kak o0ObIrpsiBaeTcsi 1aHHbIN
JAOKYMEHT B Xy/10:KeCTBEHHOM NpPOU3BeIeHNU?

Jano cue momy-cemy (maxkomy-csaKomy) 8 mom, umo emy paspeuiaemcsi mo 0a ce, Ymo noOnucsIo u
NPUNOdCeHUeM neyamu YyOoCmogepsaemcs. 3a mako2o-mo. 3a cako2o-mo. Yupesicoenue

«A3 ecmbr4.

3aoanue Ne 9. CocTaBbTe JOKJIAHYIO 3aAIIUCKY IS CJIeyIOlIeil CHTyaluu.

MeHemkep OTeNna ONTOBBIX MPOJIaK JOTOBOPHUIICSA O TIOCTaBKaX HOBOTO TOBAapa B CETh Mara3uHOB
«QkoneHTp». s ckopeiiiero 3HaKOMCTBA MOTPEOUTENIS C TOBAPOM U TTOBBIIICHUS 00beMa MTPOJIax
OBLIO MPUHSTO PEIICHHE O Pa3MENIEHUH B TOPTOBBIX TOYKAX MOCTEPOB C PEKJIAMON JAHHOTO TOBapa.
Opnako Ha ckiaze (huamana mocTepoB B JOCTATOUHOM KOJIMYECTBE HE 0Ka3aioCh, M BOSHUKIIA
HEO0OXOIMMOCTh 3aKa3aTh X Ha IEHTPAILHOM CKiajie GupMbl. JJoKIaIHyI0 3aMUCKY COCTaBUII
MEHE/KEP Ha UMsI HauaJbHUKA OT/EJa ONTOBBIX MPOJAK.

3aoanue Ne 10. CocTaBbTe aKT O POBEPKE pabOTHI C JOKYMEHTaMH B oTxene Mmapketuara OO0
«Kapary.

[TpoBepky npoBoauia 22 HOSIOps TEKYILEro roja KoMuccus B cocrase Ii1. byxranrepa M. /1.
AHTOHOBa (Ipeacenarens), 3aB. Kanuensapueii JI./1. Illykunoii, HauansHUK oTaena MmapkeTuHra K.E.
Tarupoa. Komuccus nposena opraHu3aiiio U YCIOBUS XpaHEHUs yIIPaBICHUYECKUX TOKYMEHTOB.
@DaKkTOB yTpaThl, IOPYU U HE3AKOHHOI'O YHUUYTOXKEHUS JOKYMEHTOB HE yCTaHOBJIEHO. OJTHAKO
KOMHCCHUS YCTAaHOBHIIA PSAJI CYILIECTBEHHBIX HEIOCTATKOB: HECBOEBPEMEHHO (POPMHPYIOTCS B JieNa
VCIIOJIHEHHBIE JOKYMEHTBI; 3ar0JIOBKHU €1 HE BCETJja COOTBETCTBYIOT HOMEHKJIAType €. AKT
cocTaBJIeH B 3 3K3. (11 HaUYaJIbHUKA OT/EJIa MApKETUHTa , 3aB. KaHLeJIsapueil, B 1emno No 15-06).
OcHoBaHUEM SIBJISIETCS TTpHKa3 aupekTopa ot 20 HosOps Tekymiero roga No 23 "O
COBEpUIEHCTBOBAHUHU JOKYMEHTAIIMOHHOTO O0eCTeUeHus ACSITENbHOCTY. Y TBEP)KIaeTCsl aKT I'eH.
Hupexropom OO0 «Kapar» . K.NBanossim 23 HosiOpst Tekytero roga. OctanbHbIe pEKBU3UTHI
JIOTIOJTHUTE CaMOCTOSITENIBHO.

BapuaHThl TeCTOBBIX 3a1aHUi YK-4.4

1. 'apanTHiIIHOE TUCHMO — 3TO:

JOKYMEHT, COOOIIAIONINN O MPUOIHKEHUH, YCKOPEHUH, UICTEYEHNHN CPOKA UCIIOJIHEHUS KaKOro-JI1uoo
JIehCTBUS,

JOKYMEHT, COAEpKaIlU{ TPUTJallieHue Ha MEPOTIPUATHE;
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JIOKYMEHT, B KOTOPOM T'apaHTUPYETCSI OILTaTa BBITIOJTHEHHONW Pa0OTHI MII IIPEOCTABIICHUE YeTro-
1160 (paboThl, MOMENIEHUS U T./1.); JOKYMEHT, MOATBEPKIAIOIINHA MOTydYeHNEe IIEHHOCTEH.

2. JaiiTe onpeneneHue T0KyMeHTa:

MaTepHalIbHBIA 00bEKT ¢ HH(OpMaIel, 3aUKCUPOBAHHON CO3JaHHBIM YEJIOBEKOM CITIOCOO0OM, IS
e€ rnepeaun BO BPEMEHU U IIPOCTPAHCTBE; COBOKYIHOCTh PEKBU3UTOB O(PULIMAIIBHOTO TUCbMA;
CTaHJApTHOE PAcIOJI0KEHNE MaTepuaia; TEeKCT.

3. Haiite onpenenenue popmyispa-oodpasia: COBOKYIHOCTb PEKBU3UTOB JIETIOBOTO MHCHhMA,
COBOKYITHOCTb PAacMOJIOKEHHBIX B OIMPEIeICHHON MOCIe10BATEIbHOCTH PEKBU3UTOB, MIPUCYIIUX
BCEM JIOKYMEHTaM OIpe/IeJICHHONW CUCTEMbI TIOKYMEHTAIIHUH;

COBOKYITHOCTb PEKBU3UTOB IIPHUKa3a; COBOKYMHOCTh PEKBU3UTOB aKTa.

4. Jlata nokymMeHTa opopmIIIeTCs CIEAYIOIUM 00pa3oMm:
1 gespans 1997;

1 pespans 97 r.;

01.0297r.;
01.02.97.

5. I[aTa JOKYMCHTA — 3TO: JaTa €ro IMOANMUCAaHUs, IIPUHATUA, AaTa €ro COCTABJICHUA, AdaTa €ro
noarnucCaHus, MpuHATHA, YTBCPKIACHNA, COCTABJICHUSA, AaTa COGI)ITI/IFI; Jara COOBITHSL.

6. KakuMm CBOMCTBOM MOXHO OXapakT€pU30BaThb HAIWYUE Yy JOKYMEHTa HEOThEMIIEMbIX
cJlaraeMblx, 0€3 KOTOPBIX OH CYIIECTBOBATH HE MOXKET:
BELIECTBEHHOCTh; aTpUOYTUBHOCTb; CTPYKTYPHOCTh; BEPHOT'O BapHaHTa OTBETA HET.

7. JlenoBble MMCbMa OOBIYHO 3aKaHYMBAIOT (ppazaMu: B COOTBETCTBUM C Barmiei npocs06oii ... ¢
YBa)KCHUEM ...
HaMU paccMOTpeHbl Baim npeioxkeHus ... B CBA3M ...

8. Jlenonpoun3BoCTBO — 3TO:

MpaBMIIbHOE O(hOpMIIEHUE TIOKYMEHTOB; OpraHHU3aIlHs JOKYMEHTO000pOTa B YUPEKACHUU;
COBOKYITHOCTb JJOKyMEHTOB, OTPAKAIOLIUX YIPABICHUYECKYIO JEATEIbHOCTh YUPEKICHNUS,
COBOKYITHOCTH paboT 1O JOKYMEHTHPOBAHUIO JCATSILHOCTH YIIPABICHUS | 110 OPTaHU3aIHH
JOKYMCHTOB B YUYPCKICHUU.

9. JledaTenbHOCTh amnmaparta yHOpaBJEHHUs, OXBAThIBAIOIIAs BOIMPOCHl JIOKYMEHTUPOBAHUS U
OpraHu3ali paboThl C JOKYMEHTaMH — JTO: JOKYMEHTAllMOHHOE OOEeCIedeHue YIPaBICHHUS;
crangaptu3anus;, EI'CJ/l; cucrema mokyMeHTaIuu.

10.  JIoKyMeHT, 3aKpeIUISIOLi TOJKHOCTHOM M YUCICHHBIH COCTaB MPEANPHITUS C yKazaHHEM
¢dona 3apabOTHOI MIaThl — 3TO:

JOJKHOCTHAS! MHCTPYKIIHS;

yCTaB; TMOJIOKEHHUE; IITAaTHOE paclucaHue.

11. JIoKyMeHT, (PUKCUPYIOIMIHUA X0 00CYKACHHUS BOIPOCOB U MPUHATHSI PEIICHUA Ha COOpaHUSIX,

3ac€IaHugX, COBCIIAaHUAX U T.II.: 00BSICHUTEIIbHAS 3alliuCKa,
AOKJIaaHas 3allrMCKa, aKT; IIPOTOKOJI.
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12.  Kakasg ¢pyHKIMS OTHOCHTCS K OOIIUM (YHKIUSM TOKYMEHTA:
00IIeKyIpTypHAs; MH(GOPMAIIMOHHAS; MPABOBas; YIOPAAOYNBAIOIIASL.

13. Kak nmomkHO mNpoMCXOauTh JelieHHe JOKYMEHTOB: Ha pOABI, TOJBUIBI, IOIAPOIBI,
Pa3HOBHJIHOCTH; Ha POABI, BUJBI, TOABUbI, PA3HOBHIHOCTH; Ha BUIbI, TOJBHJIBI, PA3HOBUIHOCTH,
POJIbI; HA MOJIBUJIBI, OJPO/IbI, PA3HOBHIHOCTH.

14.  JloKkyMEHTallMOHHOE oOecreueHne yrpaBleHUs] — 3TO:  IPOLECC YCTAaHOBJICHUS H
MPUMEHEHHUS MIPABUII C 1IeJIBI0 YIOPSAOUYCHHUS IeATEeIbHOCTH B AEIOMPOU3BOJICTBE;

JeSITeNIbHOCTD armapara yrpaBieHHs, 0XBaTbIBAIOIIAsi BOMPOCH! JOKYMEHTHUPOBAHUS U OPTaHU3aluN
paboThI C JOKYMEHTaMH; COBOKYITHOCTH JIOKYMEHTOB, IPUMEHSEMBIX B ONpeiesieHHOH chepe
JESITEIbBHOCTH; COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C POPMYIISIPOM
JIOKYMEHTA.

15. EI'CJ] — 5T0: COBOKYIHOCTb PEKBH3UTOB, YCTAHOBIECHHBIX B COOTBETCTBUU C (HOPMYISIpOM
JIOKYMEHTA; KOMILIEKC OCHOBHBIX IOJIOKEHUM, ONIPEIETSIOMNUX U PETTIaMEHTUPYIOIINX OPTraHUu3aIiio
JOKYMEHTAI[MOHHBIX TPOIIECCOB HA MPEANPUATUU; COBOKYIHOCTb JOKYMEHTOB, NMPUMEHSEMBIX B
onpeneNieHHO cdepe AeATeNbHOCTH;  JCATENbHOCTh armapara yYIpaBICHUS, OXBaThIBAIOLIAS
BOTIPOCHI JOKYMEHTHUPOBAHUS U OPTaHU3AIUH PAOOTHI C IOKYMEHTAMHU.

JIOKyMEeHT, coiepskamuii THPOPMALIUIO, He IPEAHA3HAYCHHYIO ISl ITMPOKOTO PACIPOCTPAHECHUS:
HEONyOJMKOBAaHHBIN; TalHBINA; HEMYOIMKYEMbIil; HENEepUOIUYECKUM.

16.  Yto OTHOCHUTCS K IpU3HAKAM JIOKYMEHTA:
(GYHKIMOHAIBHOCTh HH(POPMALIUU; TOXJIECTBEHHOCTh CAMOMY ce0e; 3aKOHHOCTB; 3aBEPLICHHOCTh
COOOLICHHUS.

17. Kaxko# norndeckuii mprem, HCIOIb3yeTCs IPU CO3JaHUU JOKYMEHTOB:
olpeielieHne; yCTaHOBIIEHHE; 00OCHOBaHME; pa3bsiCHEHHUE.

18.  Eciu Bam Heo0XxoanMo AaTh ONMUCAHHE PEKIAMUPYEMBIX yCIyr, Bel cocTaBuTe IOrOBOpHOE
MUCHMO; PEKJIaMHOE TUChMO; CONPOBOJIUTENBHOE MUCbMO; MUChbMO-IIPUTJIAllIEHUE.

19.  Ecin Bam HeoOXoauMo NpeabsBUTh MpPEeTEH3UM MNapTHEPY, Bl cocTaBuTe /10rOBOpHOE
NUCbMO; HMH(OPMAIIMOHHOE NMUCHMO; COIPOBOJIUTEIHHOE MUCbMO; MUCHhMO-IIPETEH3HIO.

20. VYKaxuTe OTINYUTETbHOE CBOMCTBO JOKYMEHTA:
KONUNHOCTD; FOPUANYECKAs CUJIa; MHOKECTBEHHOCTh; TOYHOCTb.

21. Eciu Bam H606XOI[I/IMO NPpUTTIACUTh OpraHU3allui0 WM OOJDKHOCTHOC JIMIIO Ha COBCIIAHHC,
BCTpCHY, Brel cocraBute MUCBbMO-TIPUTIJIAIIICHUC, COIIPOBOAUTCIIBHOC TIMCBbMO;, IIUCBbMO-
MOATBCPKIACHUC, NJOTOBOPHOC IMUCHMO.

22. Ecnmu Bam HeoOxoaumMo coOOHmIMTH O TPOBEACHUM Meponpusitusi, Bbl cocTaBuTe
COIIPOBOJIUTENIFHOE MHCHbMO; MUCHMO-TIOATBEPXKICHHUE; JIOTOBOPHOE MUCHMO; MH(POPMALMOHHOE
HHUCHMO.

23.  Ecmum Bam Heo0XoauMoO cOCTaBUTh NMHUCHMO, MH(OpMHUpYIOIIEe ajapecaTa O HalpaBICHUU K
HEMY IIPUCBUIAEMBIX JOKYMEHTOB, BBl COCTaBUTE CONPOBOIUTENBHOE ITMCHMO;
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MHUCbMO-YBCAOMIICHHUC,; NMHUCbMO-TIIOATBCPIKACHUC; AOTOBOPHOC MHUCHMO.

24. Eciu BaM HEoOXOAMMO COCTaBUTH MHUCHMO, COMPOBOXKIAIOIIEE JOTOBOP, TO OHO OyaeT
HOCHUTH Ha3zBaHHE (IO COAEPKAHUIO) MUCHMO-TIOATBEPXKACHUE; JOTOBOPHOE; COMPOBOJIUTEIBHOE;
MMCHbMO-yBEJIOMJICHUE.

3agaHus 1715 NPOBe/leHUs! IPOMEKYTOUYHOM aTTecTanuu ody4yamuxcs: YK-4.4
[TpomerxyTouHas arTecTanus Mo AUCHUILTHHE «/loKyMeHTanmoHHoe o0ecrieueHHe yrpaBieHIeCKOM
NeSITeIbHOCTH MPOBOAUTCS B (pOopMe 3adera.

Bonpocsl k 3auety

Jlenonpou3BoACTBO Kak (pyHKIIMS yIIpaBICHHS, COBPEMEHHBIE TPEOOBAHNUS K €0 OpraHu3aIiy.
JIOKyMEeHT, OCHOBHBIC TIOHATHS, (PYHKIIUU B CIIOCOOBI JOKYMEHTUPOBAHUSI.

WNudopmanius u 10KyMeHT.

Knaccudukanus qokymeHTa.

DNEKTPOHHBIN TOKYMEHT U TOKYMEHTOOOOPOT.

AN S o

VHudukanus W CTaHJApTU3alUs KaKk OCHOBHOE HAMpaBICHUE COBEPLICHCTBOBAHMS
JIOKYMEHTOB.

7.  CucteMbl 1OKyMEHTALIUH.

8.  YHuGUIMpPOBAHHBIC CUCTEMBI JOKYMEHTAIIHH.

9.  OOmme TpeOOBaHMS K TEKCTY JOKYMEHTA.

10. Tlopsanox M310KEHHUS TEKCTAa JOKYMEHTA.

11.  SI3bIK Ciy’)KeOHBIX JOKYMEHTOB.

12.  HopmaruBHo-IIpaBoBas 0aza JAeI0npOU3BOICTBA.

13.  CoctaB peKBU3UTOB, NpaBuia UX OGOPMIICHUS.

14.  Bwuapl 01aHKOB JOKYMEHTOB, UX XapaKTEPUCTHKA.

15. IlpaBuna odopmieHHUs, H3rOTOBJICHUS, Y4ETa, UCIONb30BaHUS U XpaHEHUs OJIaHKOB
OpraHu3aIiHy.

16. XapakTepucTUKa M COCTaB PACIOPSIUTENbHBIX JTOKYMEHTOB: TPEOOBaHUS K COCTaBICHHUIO U
0(OPMIICHHUIO.

17. Pa3paboTka JOKYMEHTallMH, OTpaxkawoled (QUHAHCOBO-XO3SHUCTBEHHYIO JIESTEIbHOCTh
OpraHH3aIHy.

18. Pa3paboTka JOKyMEHTAIMH, OTpa’Karollell KOMMEPUECKYIO JesTeIbHOCTh OpPraHU3aluu

19. JlokyMeHTHpOBaHHE PAOOTHI C MEPCOHAIOM.

20. Kommekc KagpoBoil TOKyMEHTalUN.

21. YuudummpoBaHHble (HOpMBl NEPBUYHON YUETHOH JOKyMEHTAllMM MO YYeTy TpyAa U €ro
OTLJIATHI.

22.  O6mue nmpaBmiia 0opOPMIICHUS TPUKA30B MO JUYHOMY COCTaBY.

23. TpynoBoil 1OTOBOP: COAEPKAHUE U MOPSAIOK 3aKITFOUEHUS.

24.  OcoOeHHOCTH JOKYMEHTHPOBAHMS JTalloB TPYAOBOW JESATENbHOCTH pPaOOTHHKA: TIpUEM,
NepeBoJ], OTMYCK, KOMaHANPOBKA, YBOJIbHEHHE, OOIIPEHUE, TUCIUIUIMHAPHOE B3bICKAHUE.

25. Tpunanuns! u GopMbI OpraHU3aIMN JETONPOU3BOCTBA HA TIPEANIPUATHH.

26. Cnyxo0a JTIOKYMEHTAITMOHHOTO OOECTICYCHHS YIPaBJICHHS: (DYHKIIHH, CTPYKTYpa,
JOJIKHOCTHOM COCTaB.

27. TloHsTHE, NPUHIMIIBI U XapaKTEPUCTUKH JOKYMEHTOOO0POTA.

28.  OcHOBHBIE 3TaNbl JOKYMEHTO000POTA.

29. IlepBoHauanbHast 00pabOTKa JOKYMEHTOB B OpraHU3alllu.

30. TexHosorus pacCMOTPEHHSI JOKYMEHTOB B OPraHU3alUH.

31. Perucrpanusi TOKyMEHTOB, €€ 3HaYeHUE U (OPMBI.
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32.  KOHTpOJIb UCIIOJIHEHUS JOKYMEHTOB.

33. XapakTepucCTHKa JOKYMEHTOIIOTOKOB: BXO/SINAsS, UCXOSINAsl, BHYTPCHHSS TOKYMEHTAIIHS.
34. TexHonorust paboThI C TOKYMEHTOIOTOKAMH.

35. OcobenHocty pabOTHI C KOHPHUICHITUATBHON JTOKYMEHTAIIUCH.

36. Texnonorust paboThl C 0OpaIIEHUSIMH TPAXK/IaH.

37. CucreMaruzanus JOKyMEHTOB, UX y4eT U 00eCleueHue COXPaHHOCTH.

38. Homenknarypa jaei: BUbI, COJEPKAHUE U MOPSIOK COCTABICHHUS.

39. ®opmupoBanue U ohopmIICHUE JIE.

40. OcHoBHBIE TpeOOBaHUS K OpraHU3AIMH TEKYIIETO XPAHEHUS UCIIOJHEHHBIX TOKYMEHTOB.
41. DOkcnepTusa IEHHOCTH IOKYMEHTOB.

42. Cpoxu XpaHEHHS JOKYMEHTOB.

43. TloaroroBka JOKYMEHTOB K CJJa4y€ B apXUB.

44. CocrapineHnue 1 0OpMIICHUE OTTUCH JICII.

45. ApXHBHOE XpaHEHUE JOKYMEHTOB.

46. OcHoBHBIE TpeOOBaHUS K 00ECIIEUCHUIO COXPAHHOCTH JTOKYMEHTOB B apXUBaX.

47. DopMbl HCTIONH30BAHUS IOKYMEHTOB U3 apXHUBa.

48. Opranuzanus padoThl CEKpeTapsi pyKOBOIUTENS U 0(hric MEHEIKepa.

49. Texuudeckue cpencTBa oPUCHON AEITEITLHOCTH.

50. KoMrmbloTepHbIe TEXHOJIOTHH CO3AaHUs M 0(OPMIICHHS TOKYMEHTOB.

51. CymHOCTP M OCHOBHOE€ Ha3HAYeHHE JOKYMEHTAllMOHHOIO OOECHEe4YeHMsI YIpPaBICHUS B
COBPEMEHHBIX YCIOBHSIX

52. Heo0x0auMOCTh U 3HAYEHUE CEKPETAPCKOM NeATEIIbHOCTH

53. Ponp  OKyMEHTalMOHHOTO OOECHedeHHus B COBEpUICHCTBOBAHUM YIIPABIICHUS
PETPUATHSIMHI

54. Ucropus cCTaHOBIEHUS U Pa3BUTHS JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasieHus B Poccun
55. SI3BIK ¥ CTUJIb I€TIOBOM JOKYMEHTAIIUH

56. JlomkHOCTHas HHCTPYKIIUS B OPTaHU3AINH

57. Ilpukas: BUIBI, COCTaB COAEPKATETLHOM YaCTH, PEKBU3UTHI

58. IIpoTokou: BUJIBI, COCTAB COJIEPKATEIHHON YaCTH, PEKBU3ZUTHI

59. CunpaBka: BUIBI, COCTaB COACPKATEIBbHON YaCTH, PEKBU3UTHI

60. [oxmagHasi, 00bACHUTENbHAS 3aMUCKU B OPTaHU3AIMH: BUJIbI, COCTAB COJEPKATEIbHON YacTH,
PEKBHU3UTHI

8. IlepeyeHb OCHOBHOM M IONOJHHUTEJIbHON y4eOHOM JUTEpaTyphbl, HEOOXOTUMOII 115 OCBOCHHS
AUCHHUITIIMHBI

Ocnosnas 1umepamypa:

1.  AnHeHkoB, B. U., T'ocynapcTBenHas ciayx06a: opraHu3aius yrnpaBiIeHUECKON esTeNbHOCTH :
yuebHoe mocobue / B. . Annenkos, H. H. bapuan, A. B. Moucees, b. 1. KuceneB. — Mockaa :
KnoPyc, 2022. — 253 c. — ISBN 978-5-406-09511-9. — URL.: https://book.ru/book/943167 (mara
oOpamienus: 26.02.2024). — TekcT : 2IeKTPOHHBIH.

2. Apacnanosa, B. A. JlokyMeHTalMOHHOE OOecleYeHue YIpaBJIeHUs : Y4eOHO-IPaKTUYECKOe

nocodue B cxemax, Tadnuiax, oopasmax : [12+] / B. A. ApacnanoBa. — 2-e u3., AOI. U nepepad. —
Mocksa ; bepnun : upekr-Menua, 2020. — 266 c. : ui., Taba. — Pexum gocTyna: 1mo mnojamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=578394 (nara oOpamenus: 26.02.2024). —
buGnuorp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 37I€KTPOHHBII.

3.  Campirus, C.M. Conuosorusi ¥ MCUXOJIOTHS yripaBiieHus: yueonoe nmocobue / Cambirun C.H.,
KonecnukoBa I'.I. — Mocksa: KuoPyc, 2020. — 254 c¢. — (6GakanaBpuar). — ISBN 978-5-406-
07288-2. — URL: http://book.ru/book/932235 . — TekcT: 31eKTPOHHBIH.
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https://book.ru/book/943167
https://biblioclub.ru/index.php?page=book&id=578394
http://book.ru/book/932235

Hononnumensnas numepamypa:
1. VYrpapieHrue NepcoHATIOM OpraHU3aluy : Y4eOHHMK M MPaKkTUKyM JUisl OakajaBpuara
maructparypsl : [16+] / E. H. Banumun, U. A. VBanosa, E. B. Kamuesa [u ap.] ; mog pen. M. B.
ITonesoii, B. M. MacnoBo#i, E. B. KamneBoii ; ®unancoBbiii yHuBepcuteT npu l[IpaBuTenbcre
Poccuiickoit denepanuu. — MockBa : Ilpomereitr, 2021. — 330 c. : w1 — Pexum pgocryna: mo

noanucke. —  URL: https://biblioclub.ru/index.php?page=book&id=690654 (mara  oOpamieHus:
26.02.2024). — bubmuorp. B kH. — ISBN 978-5-00172-199-4. — TekcT : 371€KTPOHHBIH.

2. becmanos, 10.®.. HacronpHas kHura kampouka : CropaBounuk / FO.D. becnamoB —
MockBa : [IIpocmekr, 2021. — 271 c¢. — ISBN 978-5-392-32765-2. — URL:
https://book.ru/book/941291 (nmata obpamenus: 26.02.2024). — TekcT : 31eKTPOHHBIN

3. JlankoBa, A. I'. JlokyMeHTarmoHHOE OOECIEYeHHE YIPABICHUSI MEPCOHAIOM : y4eOHOe

nocobue : [16+] / A.T.JlankoBa, B. A. IlpirankoB ; OMCKHH TOCYZapCTBEHHBIM TEXHUYCCKUU
yHuBepcuteT. — Omck : OMckuil rocynapcTBeHHbId TexHuueckuilt ynusepcuter (OmMI'TY), 2019. —
154 C. : WL, TaoII., CXEM. - Pexum JIOCTyMa: 1o IOJIIIUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=683240 (mata oOpamenus: 26.02.2024). -
buGmuorp.: c. 104. — ISBN 978-5-8149-2860-3. — TeKcT : 371€KTPOHHBIH.

4. Opranu3zanys 1 TEXHOJIOTUS JJOKYMEHTAI[MOHHOTO 00ECIIeUeHUs YIIPaBJICHHUS : AIEKTPOHHOE
yuebHoe nocobue : [16+] / coct. C. E. Mumenun ; KemepoBckuii rocy1apcTBEHHbIH YHUBEPCUTET,
NHCTUTYT HCTOPUU, TOCYAAPCTBEHHOTO YIIPABJICHUS U MEXAYHAPOIHBIX OTHOIICHUH [U 1p.]. —
Kemeposo : KemepoBckuii rocy1apcTBeHHbI yHUBEpCUTET, 2017. — 478 ¢. — Pexum gocryna: no
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592 (nara obparmieHus:
26.02.2024). — bubnuorp. B kH. — ISBN 978-5-8353-2149-0. — TekcT : 31eKTPOHHBIH.

Hepuoouueckue uzoanus:
1. Briciiee oOpazoBanue B Poccum / ri. pen. M. b. CamyHoB; yupen. Accouuanus
TEXHUYECKUX YHUBEPCUTETOB, MOCKOBCKHI TMOJUTEXHUYECKUH YyHUBepcuter. — Mocksa:
MockoBckuil monutexHudeckuit yauBepcuteT, 2020. — Ne 2. — 174 c.: cxem., Ta0m1., ui. — Pexum
noctyna: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=595823 — ISSN 0869-
3617 (Print). - ISSN 2072-0459 (Online). — TekcT: 37€KTPOHHBIN.

2. @dyHnaMeHTaJIbHbIE HAYKH U COBPEMEHHOCTh: MEKIAYHApOJHbIH Hay4YHbIM KypHal / TJ. pen.
A. C. baxuH ; yupen. A. C. baxun. — Brangusoctok : Okcnepr-Hayka, 2018-2021 (25 BbIyckoB). —
Pexum nocryna: no noanucke. — URL: jid=561957. — TekcT : 31eKTpOHHBIN.

3. Meroasl MmeHemxkMenTa kadectBa / uzn. OO0 «PUA «CTAHJJAPTBI U KAUECTBOw; 1.

pea. C. O. Kenpona; yupen. Bcepoccuiickas opranuszanusi kauectBa, OOO «PUA «Cranpaptel u

kauecTBo». — MockBa: PUA «Cranaaptel u kauecTBoy», 2018. — Ne 8. — 68 c.: ni. — Pexxum nocryna:
mo noxmucke. — URL: http://biblioclub.ru/index.php?page=book&id=493464 — ISSN 0130-6898. —
TekcT: 2neKTPOHHBIN.

4. Business Excellence / uzn. OO0 «PUA «CTAHIAPTHI 1 KAYECTBO»; ra. pen. T.
Kucenesa; yupen. H. Tomncon. — MockBa: PUA «Ctangaptsl u kadectBo», 2018. — Ne 11(245). —
108 c.. ui. — Pexum JOCTyTa: no MOATHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=499428 — ISSN 1813-9485. — Tekcr:
JJIEKTPOHHBIN.

5. UYenosek u coBpemeHHbIi Mup / TI1. pea. A. C. baxwun; yupen. A. C. baxun. — BnaguBoctok:
Okcnepr-Hayka, 2018. — Ne 4(17). — 51 c.: cxeM., Tabin., uin. — PexxuM nocTymna: mo mojmucke. —
URL: http://biblioclub.ru/index.php?page=book&id=486750 — ISSN 2519-299X. — Tekcrt:
3JIEKTPOHHBIMN.

9. IlepeueHbp pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIIUOHHON ceTtn «MHTepHeTY,
HEe00XO0AUMBIX J1JIs1 0CBOCHMS M CHUILIIHHbBI
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a) 2JIeKTPOHHbIe o0pa3oBaTebHbIe pecypcbl (JOP):
1. http://www.edu.ru — @enepanbublii nopran «Poccuiickoe o6pazoBaHue;

2. http://www.//window.edu.ru —

OenepanbHbli  noptasn  «EAMHOE OKHO JAOCTyma K

UH(POPMALIMOHHBIM pecypcam»;

3. http://pravo.gov.ru — OdunmagIbHBIH HHTEPHET - TOPTAJ IPABOBOW MH(POPMAIIHH;
. http://elibrary.ru — Hay4Has IeKTpOHHAs OMOIHOTEKA.
http://forum.gfk.ru/Go/Texts?dir=112 - «kKpyriblii CTOJI MAPKETOJIOTOBY.

4
5
6. http://marketing5p.blogspot.com/ - AHATUTUYECKUI MapKETHHT.
7. http://www.marketing.spb.ru - QHUUKIONEANS MAPKETUHTA.

8. http://www.rcbb.ru/portfolio/ -

HccnenoBarensckuii  LleHTp bpenameHemxMmenTa H

BpenarexHosorui.

0) 2J1eKTPOHHO-0MOMoTeuHbIe cucTteMbl (DBC):

No Jucnurmza Cchlnka Ha | HanmeHoBaHue
/_ WHPOPMAIMOHHBIA | pa3paboTKH B HoctynHoCcTh
n/n .
pecypc JIEKTPOHHOH hopme
JloxyMeHTalluOHHOE WHpuBuayanbHblid HEOrPaHUYEHHBIN
DJIEKTPOHHO- . .
obecrieueHue JOCTYII U3 JIT0OOW TOYKHU, B KOTOPOH
1. . www.book.ru OMOIMOTEYHAs CHCTEMa
yIpaBiIeHYeCKOi (3BC) nMeercs 1ocTyn K cetu MHTepHeT
JeSITeIbHOCTH
JloxyMeHTallmOHHOE DJIEKTPOHHO- . .
WHnuBKyansHbIi HEOrpaHUY SHHBIN
obecrnieueHme OMOIMOTEYHAs CHCTEMa oc 5 M060i TOUKIL B KOTODOI
N o JOCTYII U3 JIT0OOW TOYKHU, B KOTOPOH
2.| ympaBIeHYECKOit www.biblioclub.ru (BBC) Y ’ p
uMeercs 1ocTyn K cetu MHTepHeT
JEATETbHOCTH «YHHUBEpCUTETCKAs
OMOIMOTEKa OHJIAMHY

B) nepeveHb Npo¢ecCHOHATBHBIX 023 TaHHBIX

Hayunas snextpoHHas 6ubnuoreka
eLIBRARY http://elibrary.ru

NupopMannoHHO-aHAIMTHYECKHIT MOpTaJ B 00/1aCTH HAYKH, TEXHOJIOTHH,
MEIUIMHBI 1 00pa30BaHusl, CoiepKalluid pedepaTbl U MOJHBIE TEKCThI Oojee
29 MJH. Hay4YHBIX CTaTed M MyOJUKAIMii, B TOM YHCJIE 3JIEKTPOHHBIE BEPCHH
6onee 5600 poccHIICKHX HAYYHO-TEXHHYECKHX JKYPHAIIOB, U3 KOTOPHIX Oolee
4800 >xypHaI0B B OTKPBITOM JOCTYIIE.

nopTain DIeKTpoHHas bubinorexa:
JUCCEPTAIUH
http://diss.rsl.ru/?menu=disscatalog/

Poccniickass rocymapcTBeHHas OMOJNMOTEKAa TPENOCTAaBISIET BO3MOXKHOCTD
JIOCTYIAa K MOJIHBIM T€KCTaM AMccepTanuii 1 apropedepaToB, HaXOISITIMCS
B DJIEKTPOHHOH (opMe, 4YTO JaeT YHHMKAJIbHYIO BO3MOXXHOCTH MHOTHM
YUTATEeNAM MOJYYUTh HMHTEPECYIOUTYI0 HH(MOpPMAIHIO, HE TIOKHAAs CBOETO
ropoga. Mns nmoctyma k pecypcam OBJl PI'b co3matorcs BupryanbHble
YUTaNbHBIE 3aJBl B OMOIMOTEKaxX OpraHU3alMid, B KOTOPBIX W IMPOHCXOIHUT
MPOCMOTpP AJIEKTPOHHBIX JAMCCEpTalMidi U aBTopedeparoB MOJIb30BATEISIMHU.
Kartamor OnexrtponHoit Oubmmotexkn auccepraunii PI'B  maxomures B
cBOOOIHOM JtocTyne 11 iTo0oro nosk3oBarens cetn MHTepHer.

caifr UacTHTYTa HayyHOH HH(DOpMAIH
1o oOmecTBeHHBIM HaykaM PAH.
http://www.inion.ru

bubmuorpagudeckne 6a3pr ganHeix MHWOH PAH mno commanbHEIM W
TYMaHUTAapHBIM HaykaM BexyTcs ¢ Havana 1980-x romoB. OOmmii 00BEM
MaccuBOB cocTaBisier ©Oosee 3 MuH. 500 Thic. 3ammcell (IaHHBIC Ha
1 auBaps 2012 r.). Esxerognblii npupoct - okoj10 100 Thic. 3anuceii.

B 6a3p1 naHHBIX BKIIIOYAIOTCS aHHOTHPOBAaHHBIC OMHMCAHUS KHUT M CTaTed W3
KypHaIOB U cOOpHHMKOB Ha 140 s3pIkax, mocTynuBmnX B DyHIaMEHTAIBHYIO
oubmuoreky MTHMUOH PAH.

Onmcanus craTed U KHAT B 0a3axX JaHHBIX CHAOXEHBI MH(POM XpaHEHUS H
CChUIKAMU Ha IIOJHBIE TEKCTbl HMCTOYHMKOB U3 HaydHOH 31€KTpOHHOI
6ubmmoTeKN.

®DenepanbHblil nopran «Poccuiickoe
o00pa3oBaHuey [DICKTPOHHBIH
pecypc] — http://www.edu.ru

®egepanbublii moprai «Poccuiickoe o0pa3oBaHue» —
HnaTepHeT-pecypc B chepe 00pa3oBaHUsSI U HAYKH.
ExenHeBHO IyOJNMKyeT caMble aKTyalbHble HOBOCTH, aHOHCHI COOBITH,
nH(pOpMaMOHHbIE MaTepHAIIBI IS IUPOKOT0 Kpyra yutaTenel. ExenenensHo
Ha TIOpTaje pa3MemaroTcs SKCKIIIO3UBHBIC MAaTEPHANbl, HHTEPBEIO C BEIYIIIMH
CHENHANNCTAMH — TearoraMi, IICHXOJIOTaMH, YYEHBIMH, PEHOPTAXH H
AQHATUTHYECKHUE CTAThU.

YHMKAJIbHbIH
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Uurarenn TONy4alOT JOCTYH K HOpPMaTHBHO-TIpaBOBOWM 0aze  cdephl
00pa3oBaHKsi, OHH MOTYT IIOJIb30BAThCS CAMBIMHU PA3JIUYHBIMH IOJIC3HBIMHU
cepBUCaMH — TaKMMH, KaK OHJIAHH-TECTHPOBAHHE, OIMPOCHI IO aKTyaJbHbIM
TEeMaM H T.1.

10. MeToauuecKkue PE€KOMEHIAIUHU IO OCBOCHUIO TUCHUIIJTUHBI

10.1 O0mme MeToaAMYECKHE PEKOMEHAALMH 10 OCBOCHUIO JTMCHHUILIMHBI «/JOKyMeHTauMOHHOE
o0ecrneyeHue ynpaBjeHYeCKO 1eITeIbHOCTID)

YcnemHoe OBIAJCHUE COACPIKAaHUEM TUCHMIUIMHBI  «JlOKyMeHTalnoHHOe oOecreyeHue
yIpaBICHUYECKON ACSITEIbHOCTHY MPEIoaraeT BhIIOIHEHUE Psa PEKOMEH A,

Heo6xoauMo opueHTHpOBaThCA Ha MPUOOpPETEHHE KOMIIETCHIIMM, 3aKpEIJICHHBIX 3a JaHHOM
IYCIIAIIIINHOM.

Cnenyer BHMMATENbHO M3YYUThb  MaTepHalibl, XapaKTEpU3YyOIIHWE JUCUUIUIMHY U
OTIpeIeIIAIONINE LIETIEBYI0 YCTAHOBKY, a TaKKe pabouyro MpOrpamMMmy AUCHUIUIMHBI. JTO MO3BOJUT
YETKO MPEACTABIATh, BO-IIEPBBIX, KPYT U3Y4aeMbIX NMPOOJIEM; BO-BTOPBIX, ITTyOUHY UX MOCTUKEHHUS.

CrnenyeT sCHO TpPEICTaBIATH I€Ib OCBOEHHUS y4eOHOW AUCHUIUIMHBI. Takxke HEoO0X0IuMO
YMETbh CIIyIIaTh U KOHCIEKTHUPOBATh JIEKLUHU, HA KOTOPBIX NMPUBOJAATCS HOBEWIINE NaHHbIE HAYKU;
CHUCTEeMAaTUYECKU IMOCEIIaTh MPAKTUYECKHE 3aHATHS; OTUYMTHIBATHCA TIEpe]a IMpenojaBareieM 3a
IPOIYILLEHHBIE 3aHATHUS.

Heo0xoauMo TOTOBUTHCS M aKTUBHO y4acTBOBAaTh B MHTEPAKTHBHBIX 3aHITHSX, TPEOYIOLIUX
AKTMBHOM YCTHOM KOMMYHUKAIMH.

WuTepakTuBHBbIe (HOPMBI MPOBEACHUS 3aHATHI MpeanonaraioT oO0ydeHrue B COTPYIHUYECTBE.
Bce ygactHHKM 00pa3oBaTensHOTO Tporecca (MPenoaBaTesib u 00yJaronuecs) B3auMOoICHCTBYIOT
Ipyr c ApyroMm, oOMEeHHBalOTCS HHGPOpMAIUEl, COBMECTHO pEIAloT MpoOJIeMbl, MOAETUPYIOT
CUTYallUH.

OCHOBHBIMU BHJIaMU y4eOHOU pabOThl SBIAIOTCS JIEKIIMU, MPAKTUYECKHE 3aHATHS, a TaKXKe
MHAWBHU1YaJIbHbIE KOHCYJIbTALIUH.

B xoz€ JIeKIIMOHHBIX 3aHATHI 00yJaroIIMMCs PEKOMEHTyeTCs:

- KOHCIIEKTHpOBaTh y4yeOHbIM Marepuay, oOpaias BHUMaHHE Ha  OIpeAeeHHUs,
PacKpBIBAIOLIME COICPKAHNE TEX WIM UHBIX SIBICHUH, BBIBOJIBI;

- 3a37aBaTh IPENOJABATENI0 YTOYHSIOIIME BOIPOCHI C LEIbI0 YSICHEHUS TEOPETHUECKUX
MI0JIO’KEHUH, pa3pEIIeHNs CIOPHBIX CUTYaIUH.

B xoJ1e TOAroTOBKY K MPAKTHYECKUM 3aHATHAM HEOOXOIUMO:

- O3HAKOMMTBLCS C COJEp)KAaHMEM KOHCIEKTa JIEKIMH, paszfaesaMd Y4eOHHUKOB M y4eOHBIX
0COOMH, U3YyUUTh OCHOBHYIO JIUTEPATypPy, 03HAKOMUTHCS C IONOJHUTENIBHOM JINTEPATypOil, HOBBIMU
MyOUKAIUSIMU B TIEPUOINYECKUX U3/IaHUSX;

- Ha TOJISAX KOHCIEKTOB JIEKIIUH J1eJaTh TOMETKH, JOMOIHSIIOIINE MaTeprall JIEKIIUH, BHOCUTD
n00aBIIeHUS U3 IUTEPATyphl, PEKOMEHIOBAHHOM IMperoiaBaTeNeM.

Kpome TOro, Hy’)XHO OBITH T'OTOBBIM K BBICTYIUICHHIO IO BCEM IOCTaBJICHHBIM B ILJIaHE
BOIIPOCAM, TMPOSIBISATh MAKCUMAaJIbHYI0 aAKTHMBHOCTb TNIPU HMX PACCMOTPEHUM, BBITOJTHEHHUIO
Pa3HOYPOBHEBBIX 33/IaHUN PA3IIUYHOTO XapaKTepa.

AKTHBHOE UCIIOJIb30BaHUE METOJIOB MPOEKTHOM paboThl, TPYIMIIOBBIX JUCKYCCHI, TPOCMOTpa
U aHanM3a y4yeOHBIX (PMIIBMOB IpEAIoJiaraeT akTUBHOE PEYeBOE ydacTue, 4To TpeOyeT BKIIOUECHHUS
MBICIIUTEIBHOM  JIeITENPHOCTH M BBIPA0OTKM B ceOe HaBBIKOB CaMOCTOSITENIHOW paloThI,
KPUTHYECKOTO aHalM3a M HaBBIKOB IMYOJUYHOIO BBICTYIUICHHS, YYacTUs B JIUCKYCCHH C
000CHOBaHMEM CBOEW MO3UIMU. BBICTyMIIEHHE OMKHO CTPOUTHCS CBOOOJHO, YOEAHUTENBbHO H
apryMeHTupoBaHHO. OueHb Ba)XHO aKTUBHO YYacTBOBaTh B JIUCKYCCHM IO 0OCYKIae€MbIM
npobiaemMaM U pu He0OXOAUMOCTH 00PAIATHCS 32 KOHCYJIbTALMEH K MPEro1aBaTeio.

Jns ycnemHoro o0y4deHUs HEOOXOAMMO HMMETh MOAOOPKY JIUTEpaTyphl, JHOCTATOUYHYIO IS
W3Yy4YEHUS] TUCHUTIIUHBI.

[Tpu 5TOM crenyeT UMETh B BUY, UTO HYXKHA JIMTEPATypa PA3IUYHBIX BUIOB:

a) OCHOBHAs JIUTEpaTypa — ydeOHUKH, YUeOHbIE U y4eOHO-METOUYECKUE TTOCOOMS;
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0) JONOJHMTENbHAs JNUTEpaTypa — COOPHUKM HAyYHBIX CTaTei, myOnMKanmuu B Hay4HBIX
KypHaJax;

B) CIpaBOYHAsl JINTEPATYPA — SHIMUKIIONEINH, CIOBAPU, TEMATUUECKUE, TEPMUHOJIOTMUECKUE
CIIPAaBOYHMKHU.

B xone mpakTHUeCKMX 3aHATHH MPHOOPETAIOTCS HAaBBIKM, HEOOXOMUMBIC JUIS JallbHEHIIeiH
npopeCCHOHATIBHOM  AEATENbHOCTH, B TOM UHUCIIE HaBbIKM MHCIIOJb30BaHMS COBPEMEHHBIX
UH(POPMALIMOHHBIX TEXHOJIOTUH.

[IpakTdeckue 3aHATHS 1O AMCLMILNIMHE MOTYT IPOBOAMTBCS B KOMIIBIOTEPHBIX KJlaccax
(maGopaTopusix) M MYJIBTUMEAMWHBIX ayJUTOPUSAX, TPH ITOM HEOOXOIUMO O3HAKOMHUTHCS H
co0uIr01aTh MpaBuiIa TEXHUKH O€30MIaCHOCTH U 3aILUThl HHPOPMALIUY.

10.2. MerToauueckue peKOMEHJANUN MO0 CAMOCTOSATEJbHOH padore MO JUCHMILIUHE
«JlokyMeHTaIMOHHOE 00ecriedeHue YIPaBJIeHYEeCKOM eI TeJIbHOCTH

OcBoenue copep)kaHusi AUCUUIUIMHBI MPEANOIaraeT CaMOCTOATENbHYIO PadOTy M0 M3yYCHHIO
OTIpe/IeNIEHHBIX BOPOCOB BHYTPHU KaXA0H TeMbl. JlaHHbIE BOPOCHI 0003HAaYeHBI 3HAKOM (*).

CamocTosrenbHas padoTa npeanoaraeT MoAroTOBKY KOHCIEKTa yKa3aHHOW IpernojaBaTesieM
nautepatypsl. KoHCIEKT opopmiiseTcs o onpeaesieHHoi Gpopme.

Ha3Banue UCTOYHMKA C BBIXOAHBIMU JAHHBIMU

PaccmarpuBaemas KoHcnekTuBHBII TEKCT 1O Crpanumna (s1) Bomnpocs! k TekcTy 1o
Tema/mpobiiema Teme/mpoodiieme paccMmarpuBaeMoi
Teme/mpobiemMe

KoHCIIEKTBI TIPOBEPSIOTCS MPENOAaBaTeIeM W MOTYT CTaThb OCHOBOW JJisi O€cenpl WU JUIS
BBINIOJTHEHUS KAKOTO-THO0 3a/1aHHS B XOJI€ MTPAKTUUECKOTO 3aHSATHSL.

CamocTrosTenbHas paboTa Takke MOXKET MpeArojarate HOJArOTOBKY pedepara, I0KjIaaa WiIH
COOOLIeHNs, KOTOPBIE 3aCIIyIIUBAIOTCS Ha 3aHATHU U MOTYT CIYXXHUTh MaTepUaAJIOM JJIsl OpraHUu3aluu
IPYNIOBOM AUCKYCCUU U IPYTUX HHTEPAKTUBHBIX (POPM 00yUEHHUSI.

CamomnoarotoBka IpeaycMaTpuBaeT OOIIEHHME ¢ [pernojaBaTeseM JUIsl  MOJIyYeHHs
KOHCYJ’IBT&HI/Iﬁ IO CJIOXHBIM JIs1 MMOHMMAaHMWA BOIIPOCaM M JIOTUKEC WX HU3YYCHUS. KOHCYHI)TaHI/II/I
IpernoJiaBaTesb MPOBOANUT KaK B OYHOH (opMe, TaK U MOCPEICTBOM JAUCTAHIIMOHHBIX TEXHOJIOTUH.

11. Ilepeyenr HHGPOPMANMOHHBIX TEXHOJOIHMH, HCHOJB3YeMbIX MPH OCYILIECTBJICHHH
o0pa3oBaTeIbHOI0 IMpolecca MO JMCHUILVIMHE, BKJIKYasg IepedyeHb IPOrpaMMHOIO
ob0ecrieyeHust 1 MHGOPMAIHMOHHO-CIIPABOYHBIX CHCTEM

B  mpomecce  peamuzanmuu  00pa3oBaTeIbHOM — HpOrpaMMbl  MPU  OCYIIECTBICHUH
00pa30BaTENLHOrO MpoLecca M0 AUCHUININHE «/]0OKyMEHTallmOHHOE 00ecleuyeHue yIpaBIeHUECKOH
JEATEIIBHOCTH» IPUMEHSIOTCS CJIeAyoimue HHPOPMALMOHHbIC TEXHOJIOTHH:

1. ayano-, BHZEO-, WHBIE JIEMOHCTpAIlMOHHbIE CpEACTBA (B TOM 4YHCIE BHJICOJIEKIMU U
IPe3eHTAINN);

2. noctyn B pexume on-line B D1IeKTpOHHbIE OMOINOTEYHBIE CCTEMBI;

3. 1ocTym 00y4aroImuMCs B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeNbHYIO CPEy.

HNHpopManMOHHO-CNIPABOYHbIE CHCTEMBI:
- Undpopmannonno-npaBoBoe obecneuenue «l'apant» — http://www.garant.ru/

12. Onucanume MaTepHAJIbHO-TEXHHYECKOW 0a3bl, He00XOAMMOH /I OCYLIEeCTBJICHUSA
00pa3oBaTeILHOIO NMpPoIecca Mo JUCHUILIHHE

AynuTtopHbiii (OHA, HEOOXOMUMBIN MJI OCYIIECTBICHUS OOpa30BaTEIBHOTO MpoIecca I
JUCLUUIUIMHE TPEJCTaBIsieT co00il y4yeOHbIe ayIuTOpPHM JUIsI TPOBENEHHUS Y4eOHBIX 3aHATHMA
JICKITMOHHOTO THITa, CEMUHAPCKOTO THUIIA, TPYIITOBBIX ¥ WHIMBHIYAIbHBIX KOHCYJIBTAUN, TEKYIIETO
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KOHTPOJSI M MPOMEXKYTOUHOM arTectanuu. JlaHHbIe y4yeOHBIE TNOMEIIEHUS YKOMIUICKTOBAHBI
CIIEUATM3UPOBAHHON MeOeIbl0 M TEXHHYECKHMMH CpEACTBAMU OOYYEHHS, CIYKallUMH UL
npefcTaBieHus y4eOHOH uHpopManuu OOJBIIOW  ayAUTOPUH. AYIUTOPHH, OCHAIIEHHBIE
CTaIMOHAPHBIM MYJIBTUMEAUHHBIM/TIEPEHOCHBIM MYJIBTUMEIUIHHBIM 000pYJOBaHHEM, OCHAIICHEI
HIMPOKOMOJIOCHBIM JIOCTYIIOM B CETh HHTEPHET.

Yueonan ayoumopus N2l Komnnexm nuyensuonnozo npoepammmnoco
Crneyuanusupoeanuasi Mebenb: CTOJ | obecneuenus:

yueHudeckuil (6 wwrt.); cron npenogasarensckuid | MS Windows 10, MS Office 2016, DrWeb
(1 mT.), cryn ydenmueckuidt (12 mrT.), cTy”n
npenojaBarenbckuil (1 mT.), TymMO6a moakaTHas
(2 mrT.), w™eraummueckuid mkad (1 mmT.),
OOopyznoBaHue M TEXHUYECKUE  CPEJICTBA
oOyueHus:

KoMIblOTEp Uil mpenogasarens (1 wT.),
npoekTop (1 mT.), 3kpan s npoekropa (1 mrT.),
CTOJUK NpOoeKUMOHHbIM (1 1mT.), KOJIOHKH (2
mt.). MOV «Kyoceray (1 mrT.)

I[J'IH OpraHu3anmuu CAMOCHOAMEIbHOUL paﬁombl 06yqa}0mnx0ﬁ HCIIOJIB3YCTCA:

Ilomewenue Ne9 Komnnexm nuyenzuonnoco npoepammmnoco
Buonuomexa. Yumanououii 3an. Ilomewenue | obecneuenusi:

ona camocmoamenwvuoii pavomut. Illomewenue | MS Windows 7, MS Office 2007, KAV
0713 Kypcoeoz2o npoekmuposanus, evtnoanenus | MS Windows 7, MS Office 2007, KAV
Kypcoevix padom.

Cneyuanusupoeanuasi Mebenb: CTOT
y4E€HUYECKuH (5 IUT.); CTOJI mpenoaaBaTeIbCKUi
(1 mwr.), crynm ydenmueckuid (9 mT.), CcTYyn
npenonaaBarenbekuit (1 mT.), cremmax (3 mrT.),
CTeJJIaX JUIsl KHUT (21MT.), cTOiKa Onbarnorekaps
(1 mrt.), Tym6a (1 mr.),

OOGopynoBaHMe W TEXHUYECKHE  Cpe/ICTBA
oOyueHus:

HOYTOykHM Juis oOydaroumuxcs (8 wmT.), MDY
«Xerox» (1 mr.), komnbrotep 6ubIMOTEKaps (1
IT. ).

KoMnbroTepHOM TEXHWKA MOJKIIOUYEHAa K CETH
"UntepHer" wu  oOecnednBaeT JOCTYH K
AIEKTPOHHON MH(}OPMaIMOHHO-
oOpa3zoBatenbHOI cpege MIDY.

13. CpeacrBa aganTanmuu o0pa3oBaTejLHOI0 Npolecca Mo AUCHMUILVINHE K NOTPeOHOCTAM
00y4YaIIHUXCSl MHBAJIMIO0B M JIHI ¢ OTPAHUYEHHBIMH BO3MOKHOCTSAMM 310poBbs (OB3)

[Tpu HEOOXOTUMOCTH B 00Pa30BaTEILHOM IPOIECCE MPUMEHSIOTCS CICIYIOIIUE METOIbI U
TEXHOJIOTUH, 06.]'161"'{3}01]_[1/16 BOCHpI/IﬂTI/Ie I/IH(i)OpMaHI/II/I O6y‘IaIOHH/IMI/ICﬂ HUHBAJIMAaMHU U JIULaAMHU C
OB3:

- CO3/IaHUEe TEKCTOBOM BepCHH JIIOOOr0 HETEKCTOBOIO KOHTEHTA JJISI €r0  BO3MOKHOTO
npeoOpa30BaHus B albTCPHATUBHBIC (DOPMBI, YIOOHBIE JIJISI pa3IMYHBIX MOJIb30BATEIICH;

- CO3JaHHNEC KOHTCHTA, KOTOpBIﬁ MOXHO HpeHCTaBI/ITB B pa3J'II/I‘-IHBIX BHUIax 663 HOTepI/I JAaHHBIX
WIA CTPYKTYPHI, MPEIyCMOTPETh BO3MOXXHOCTh MACIITAOMPOBAHMS TEKCTa M W300pakeHWid 0e3
MOTEPH KayecTBa,;

- CO3/1aHUE BO3MOXHOCTH JUIs OOYYaIOLIMXCs BOCIPUHUMATH OJHY U Ty K€ MH(POPMALUIO U3
pasHBIX HCTOYHHKOB — HAIPUMED, TaK, YTOOBI JIMIA ¢ HAPYIICHHEM CITyXa MOJIyJaar HH()OPMAIHIO
BHU3yaJbHO, C HAPYLICHUEM 3PEHUS — ayAUAIbHO;

- IPUMEHEHHE TIPOTPAMMHBIX CPEJICTB, 00ECICUNBAIOIIMX BO3MOKHOCTh OCBOCHHS HABBIKOB M
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yMeHHH, (HOPMHUPYEMBIX TUCHUILUIMHON, 3a CYET albTePHATHUBHBIX CIOCOOOB, B TOM YHCIE
BUPTYaIbHBIX TJAOOPATOPU U CUMYJISIIUOHHBIX TEXHOJIOTHIA;

- IPUMEHEHHE JTUCTAHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJOTHH NS mepenadud WH(OpMAINH,
OpraHM3alMy  Pa3IUYHbIX (OPM HMHTEPAKTUBHOM KOHTAKTHOM paboThl OOyyaromerocs ¢
mpernojaBaTesieM, B TOM YHCIe BEOMHAPOB, KOTOPHIE MOTYT OBITH MCIOJB30BaHBI I TIPOBEIACHHUS
BUPTYQJIbHBIX JIEKUMHA C BO3MOXHOCTBIO B3aMMOJEHCTBUSA BCEX YYACTHUKOB JIUCTAHLHOHHOTO
00y4yeHusl, TPOBEJACHUS MNPAKTUUYECKUX 3aHSATUH, BBICTYIUICHHH C JIOKJIAaJaMd M 3allUTON
BBIMIOJTHEHHBIX paboT, MPOBEICHUS TPEHUHIOB, OpraHN3aluU KOJIJIEKTUBHOM PaboThI;

- MPUMEHEHNE JUCTAHIIMOHHBIX O0O0pA30BATEIBHBIX TEXHOJIOTHHA i OpraHu3amuu  (HopMm
TEKYILIEro U MPOMEXKYTOYHOTO KOHTPOJIS;

- YBEJIMUYEHUE TPOIOKUTEIIBHOCTH CIauu 00yJarommmMcest mHBauaoM win auiom ¢ OB3 dhopm
MIPOMEKYTOUHOM aTTECTAllMM MO OTHOLIEHHWIO K YCTAHOBJIEHHON MNPOIOKUTEIBHOCTH UX CHAYU:
3a4eT W IK3aMeH, MPOBOJUMBIC B MHUCbMEHHOH (opme, - He Oosee yeM Ha 90 MUH., TPOBOIUMBIC B
ycTHOM opMme — He Oonee uem Ha 20 MHH.,

- MPOJIOJDKUTEIIEHOCTh BBICTYIUICHUSI OOYYArOIIerocsl MPH 3allUTe KypCOBOW pabOThI — HE
Oosiee yem Ha 15 MuH.

YHHUBEPCUTET YCTAHABJIMBAET KOHKPETHOE COACpKaHHWE pPAdO4YMX MPOrpaMMm JTUCHUUILUIAH M
YCIIOBUSL OpraHU3allid M TPOBEIEHUS KOHKPETHBIX BHUAOB YYEOHBIX 3aHATUH, COCTABIISIOIIUX
KOHTaKTHYIO pa0b0Ty 00y4aromuXxcs ¢ MPEroaaBaTesieM i CaMOCTOSATEIbHYIO0 paboTy 00YJarOIIUXCS C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/IOPOBBS, MHBAIUIOB (MPU HAIWYMK (PaKTa 3a4MCICHUS TaKUX
00yJarouMXxcsi C y4eTOM KOHKPETHBIX HO30JIOTHHA).
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JINCT AOIOJIHEHUM U USMEHEHUN
paboueii mMporpaMMbl TACIUTITHBI

Pabouas mporpamMMa IUCIHMIUIMHBI pacCMOTpPEHA Ha 3acefaHuu Kadenpbl (IPOTOKOI

oT Ne ) um omobpena Ha 3acefaHud YYEHOro coBeTa (IIPOTOKOJ OT
Ne ) uist ucnonHenus B 20 -20  yyeGHOM roay
Brecensl JTOTIOJTHEHUS (M3MeHEeHMS):

3aBenyromnmii kKageapoit

(noonucw, pamunus u uHUYUATLL)

PaGouas mporpamma TUCIUIUIMHBI PacCCMOTPEHA Ha 3acelaHuu Kadeapbl (MIPOTOKOI

oT No ) m omoOpena Ha 3acemaHud Y4YeHOro coBeTa (IPOTOKON OT
Ne ) utst ucnonHenus B 20 -20  yyeGHOM roay
Buecennl JOTIOJTHEHU S (M3MeHeHwus):

3aBenytomuii kageapoit

(noonucw, Gamunus u UHUYUATbL)

Pabouas mporpamma IUCHUMIUIMHBI pacCCMOTPEHA Ha 3acelaHuu Kadeapbl (IPOTOKOI

oT Ne ) u onmoOpena Ha 3acegaHuu YueHOro cosera (IIPOTOKON OT
Ne ) s ucnionHenus B 20 -20  yueGHOM roay
BHecenbl JIOTIOJTHEHHUS (U3MeHeHus):

3aBenyrouuii kadenpoit

(noonuce, pamunus u uHUYUATbL)

PaGouas mporpamma JUCIUMIUIMHBI pacCCMOTPEHA Ha 3acelaHuu Kadeapbl (IPOTOKOI

oT Ne ) u onmobpena Ha 3acegaHud YueHOro coBeTa (IIPOTOKON OT
Ne ) s ucnionHenus B 20 -20  yueGHOM roay
Buecensl JIOTIOJTHEHHUS (U3MEHEHMS):

3aBenyrouuii kadeapoit

(noonucs, pamunus u uHUYUATbL)
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