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1. IEPEYEHD IINTAHUPYEMBIX PE3YJIBTATOB OBYYEHMUA 11O
JUCHUIIIMHE, COOTHECEHHBIX C IINTAHUPYEMbIMH
PE3YJIBTATAMM OCBOEHUS OBPA3OBATEJIbHOM ITPOT' PAMMBI

1.1. IlenmsMum  ocBoeHMS  JUCHMIUIMHBI  «/lokymeHTOBegeHue M
JeJIONPOU3BOACTBO HA NPEANPUSITHH (OPTraHU3ALMHN)» SBISIFOTCS:

—  (opmupoBaHue CTYACHTaMHU 3HaHUHN OCHOB COBPEMEHHOTO
JEJNOMPOU3BOACTBA M JOKYMEHTAIMOHHOIO  OOECIeYeHUs  yNpaBlIEHWs  Ha
COBPEMEHHBIX MPEANPUATUAX (OPraHU3aLUAX ),

—  NpUOOpETeHHE HABBIKOB TPAMOTHOTO COCTaBICHUS U OQOpPMIICHUS
JOKYMEHTOB B KOHKPETHBIX YIPABICHYECKHX CHTyallUsX B 3aBUCHMOCTH OT
Ha3HA4YEeHMsI, COJIEP>KaHUs U BUJa TOKyMEHTA.

1.2. M3yyeHue aucuuIuiiHEbl «{OKyMEeHTOBeAeHHEe U 1eJIONPOU3BOACTBO HA
npeanpusaTHd (OPraHuM3amuM)» CIOCOOCTBYET pEHICHHIO CIEIYIOMMX  3aaay
npo(hecCUOHATIBHOM e TEIbHOCTH:

- (GopMUpOBaHME 3HAHUN TEOPETUUYECKHMX OCHOB JOKYMEHTUPOBAHUS U
TEXHOJIOTMYECKUX MPHUEMOB COCTaBICHUS W O(OPMIIEHHUS pa3iUYHbIX (QopM
JOKYMEHTOB C HCHOJb30BAaHUEM COBPEMEHHBIX HH(OPMALMOHHBIX TEXHOJOTUH U
TEXHUYECKUX CPEACTB 00paObOTKH HH(POPMALINH;

-(popMHUpOBaHME HABBIKOB OCYILECTBIICHUS NPOLEIYPbl CO3[aHUsA, UCIIOJHEHUS
Y XpaHEHHUs TOKYMEHTOB;

-(popMHUpOBaHNE HABBIKOB BEJICHUS JIEJIOBOW MEPENUCKH;

-(popMHUpOBaHUE HABBIKOB JOKYMEHTHPOBAHUS YHPABICHUYECKOW AESATEIBHOCTU
C YYeTOM crelu(UKN CUCTEM IOKYMEHTALUU;

-pa3BUTHE YMEHUH NPOEKTHUPOBAHUS JIOKAJIBHBIX HOPMATHBHBIX AaKTOB U
HOPMAaTHBHO-METOAMYECKUX  JOKYMEHTOB IO BEICHHIO JIOKYMEHTALIMOHHOTO
oOecrieueHus ypaBiCHHUS;

-pa3BUTHE YMEHUMN MCIIOJNb30BaHMSI aBTOMATH3UPOBAHHBIX CHUCTEM OOpabOTKH
JOKYMEHTOB;

-popMHUpoBaHUE CIOCOOHOCTH aHAIU3UPOBATh LIEHHOCTh JOKYMEHTOB C LEJIBIO
UX XpaHEHUSI.

1.3. Tlpouecc wu3ydeHHs] AMCHMUILUIMHBI HampaBieH Ha (HOpMUpPOBaAHHE
CIEIYIOIINX KOMIICTCHUIMM:



Obwenpogpeccuonanvusie (OIK)

Koo
Haumenosanue u (unu) onucanue KomnemeHyuu
KoMnemeHyuu
CIIOCOOCH pemarh CTaHIapTHBIE 33Ja4d  TPO(HECCHOHATBHOM
IESITeTbHOCTH Ha OCHOBE MH(POPMAIIMOHHOM u
OIK-1 oubnnorpaduyeckoit KYJbTYpPbI C IPUMEHEHUEM

MH(POPMAIIMOHHO-KOMMYHHUKATUBHBIX TEXHOJOTHA M C YYETOM
OCHOBHBIX TpeOoBaHM HH(OPMAITMOHHON 06€30MaCHOCTH

npogeccuonanvuoie (I1K)

CIIOCOOCH, UCTIONB3YSl OTCUECTBECHHBIC U 3apPYOCIKHBIE HCTOYHUKH
nK-7 nHpOpMaIuu, coOpaTh HEOOXOIMMBIC TaHHBIC MMPOAHATU3NPOBATH
UX W  TOATOTOBUTH  HMH(POPMALMOHHBIM  0030p  W/Wiu
AHAJTUTHUYECKUIN OTYET

1.4. B pe3ynbTare OCBOCHUS JUCHUIUIMHBI 00YUYaIOIIUICS TOJKEH:
3HaTh:
— TpeOoBaHUs JOKYMEHTOO0O0POTa;
— TMpaBuWJia COCTABJICHUS, yUeTa, XpaHEHUSI U UCIOJIb30BaHUS JTOKYMEHTOB (B TOM
YHCJIe OTPAaHUYEHHOTO J0CTYyIa) B OpraHu3alluHy,
— TMPUHLMIBI U TpaBWIa TOJATOTOBKHM  HMH(POPMAIMOHHO-CIIPABOYHON U
METOINYECKON JOKYMEHTAIIH,
— HOPMATHMBHO-TIPaBOBYIO 0a3y OpraHm3aiiy JeJONMPOU3BOJCTBA M BEICHUS
JOKYMEHTO000pOTa Ha MPEANPHUATHSIX, B YIPEKICHUAX U OpTaHU3AIHIX.
Ymerb:
— COCTaBIIATh, O0OpalaThiBaTh, UCIOJIb30BaTh, XPAaHUTh U  YYUTHIBATH
yNpaBJI€HUYECKHE JOKYMEHThI OTKPBITOTO U 3aIUIIEHHOTO J0KYMEHTO000pOTa,
— TOTOBUTh HMH(POPMAIMOHHO-CIPABOYHBIE JOKYMEHTBI, HEOOXOIUMBIE ISt
MIPUHSATHUS YIPABICHUESCKUX PEIICHUM,
Baaners:
— HaBbBIKAMU  COCTaBJ€HUsA, cOopa, XpaHeHus, oOoOpabOTKM U  ydeTa
JTIOKYyMEHTUPOBAHHOW WH(OPMAITH, B TOM YUCJIE OTPAaHUYEHHOTO JOCTYTIA,
— HaBbIKAMU  WCMOJL30BAHMS  TMOJATOTOBKHM  HMH(POPMAIMOHHO-CIPABOYHBIX,
HOPMATHBHBIX W METOJUYECKHX JOKYMEHTOB B CBOEHW MpodecCHnoHaIbHOU
TS TEIIEHOCTH,
— HaBBIKaMU BEACHHS JOKYMEHTOOOOPOTAa U JIETOMPOU3BOJICTRA.
2. MECTO JUCHUIIJIUHBI B CTPYKTYPE OBPA3BOBATEJIbLHOM
IMPOT'PAMMBbI
JuctunmHa «JlOKyMEHTOBEIEHHEe | JEJONPOU3BOJCTBO HA MPEANPHUITHU
(opranmu3zaiun)» OTHOCUTCS K OOs3aTENbHBIM JUCIUIUIMHAM BapHATHBHOM YacTH
omoka bl m HaxoAWTCS B JIOTHYECKON B3aWMOCBSI3M C JPYTUMHU JUCIUTUIMHAMU
oOpazoBarensHOi mporpamMmmbl — HMcropueit, IIpaBom, Undopmarukoit, OcHoBamu
OpTaHU3AIMH U YIIPABJICHHS TIPOU3BOJICTBOM Ha MIPEANPHUATHH.




3. OFbEM JUCIIUIIJIMHBI B 3BAYETHBIX EIMHUITAX
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Monayans 1. BBenenue B - -
1 Ay e 371,03 | 1 | - 36
AUCHUTLIHHY
Tema 1. JlokymeHT B cuCTeME - -
Hoxym 37103 | 1 | - 36
yIpaBICHUS
Moayab 2. JIoKyMeHTHI B 62
2 | ympaBJeHYeCKOii 1eATeJIbHOCTH 71/1,97 3 6 ) )
M NPaBWJIa ux opopmiIeHus
Tewma 2. OcHOBHBIE TTpaBUiIa 99
3 | obopmieHus ynpaBIeHYECKHX 25/0,69 1 2 ) )
JIOKYMEHTOB
Tema 3. OcobeHHOCTH 20
4 | cocraBieHus U ohopmIIeHUS 23/0,64 1 2 ) )
JOKyMeHTOB cuctembl OPJ]
Tema 4. Texuosorus o0padboOTKH - -
5 P 23/064 | 1 | 2 20
yIpaBICHYECKUX JOKYMEHTOB
Bcero 108/3 4 6 - 98 1 - 3au.

4. COAEP KAHUE JUCIHUIIJINHBI
Monayas 1. BBegenue B qucuuniimnny (37 4acoB)
Tema 1. lokymeHT B ccTeMe ynpasJieHnusi (37 4acoB)

[Ipenmer, 3amaun, cCTpykTypa aucuuiuinHbel. JOY Kkak JeqaTelbHOCT,
OXBAaTHIBAIOIIAS IOKYMEHTUPOBAHUE M OPTAHU3AIUIO PAOOTHI C TOKYMEHTAMHU.

OnpeneneHue TMOHATUN «IOKYMEHT», «IOKYMEHTHPOBaHHAs HWHGOpMAIIH,
«AJIEKTPOHHBIM JOKYMEHT» B TOCYJApCTBEHHBIX CTAHAAPTAX M 3aKOHOAATEIbHBIX
akTax. B3auMoOCBsI3b TOHATHI «IOKYMEHT» M «uH(oOpMmaius». Mecto u poib
JOKYMEHTOB B YIIPaBJICHUU Ha COBPEMEHHOM JTarle.

Knaccuduxainuss ciny>KeOHBIX JOKYMEHTOB IO HAaWMMEHOBAaHUIO, MECTY
COCTaBJICHMSI, COJIEpKaHMIO, (OopMe, CpPOKaM HCIOJIHEHUS, MPOUCXOKIACHUIO W JIp.
IOpuanueckass cuna nokymenta. [loHATHS «OpUTHHAID), «IIOIJIMHHUK», (KOS,
«I1yOJIMKATY, «BBIMHCKAY.

['ocynapcTBeHHbIE M MEXIYyHAPOAHBIE CTAaHIAPTHI, 3aKOHOJATEJIbHBIE W
HOPMATHUBHO-METOJANYECKUE JTOKYMEHTBHI, PErVIaMCHTUPYIOUIUE MpaBWIa BEICHUS
JIEIONIPOU3BOICTBA M TOKyMeHT0o0OOopoTa. [Ipobiiema mpaBoBOTro pekrMa JOKYMEHTA,
CO3/IaHHOTO B JIEKTPOHHOM popme.

Buowt yueonwvix 3anamuii:

Jlexuus: JIOKyMEHT B CUCTEME YITPABIICHUS 1 yac



Monyas 2. JIOKyMeHTbI B YIIPABJIEHYECKOH 1eITeJIbHOCTH U NMPABUJIA UX
opopmiienns (71 yac)
Tema 2. OcHoBHBIE IPaBUJIa 0(hOPMJIEHHST YIPABJIE€HYECKHX TOKYMEHTOB (25
4acoB)

dopmynsip okyMmeHTa. TurnoBor dopmyinsap aokymeHta. dopmysip-oOpaserr.
CoctaB pEeKBU3UTOB JOKyMEHTOB. TpeOoBaHus K OGOPMICHUIO PEKBU3UTOB
nokymeHToB Y COPJI B cootBercTBUmr ¢ 'OCT P® 6.30-2003.

brnank noxkymenta. bnanku oOmue, s muceM, repOoBble. 3arojioBOYHAs U
opopmisitomass dactu gokymeHTa. CorjacoBaHue (BHEITHEE ¥ BHYTPEHHEE) U
yTBepxkaeHue nokyMeHTta. [lopsok agpecoBaHusl TOKYMEHTOB. 3arojOBOK K TEKCTY
KaK BAOKHEMIIMM TOWCKOBBIM IIPU3HAK JOKyMeHTa. [loHsaTue  aBTOpCTBA.
YaocTtoBepeHue JOKyMeHTa (PEKBU3UTHI «IOAMUCHY, «me4yaTb»). OTMETKH Ha
JIOKYMEHTE Kak (pUKcalusl MPOXOXKICHUSI TOKYMEHTOM Pa3JIMYHBIX ATaroB padOTHI C
HUM.

TpeGoBaHUs K M3rOTOBJIEHUIO, YUETY, UCIIOJIBb30BAaHUIO U XPAaHEHUIO OJIAHKOB C
BocnpousBegeHueM [ocynmapctBenHoro repba Poccuiickoit ®eneparuu, repOoB
cyowsektoB Poccuiickoit deneparuu.

Buowt yueonwvix 3anamuii:

Jlexuns: OcHoBHbI€ npaBuiia 0hOpMIICHHUS YIIpaBlIeHYECKUX 1 yac
JOKYMEHTOB
IIpakTueckoe 3ansatne: CocTaBleHUE JOKYMEHTOB 2 4ac
Tema 3. OcodeHHOCTH cocTaB/ieHUus1 U 0opMIIeHUS TOKYMEHTOB cuctembl OP/]
(23 gyaca)

[IpaBuna NoAroTOBKU M O(OPMIIEHHS] OPTaHU3AUMOHHBIX M PaCOPSIAUTENbHBIX
JOKYMEHTOB (yCTaB, MOJIOKEHHUE, IOCTAHOBJIEHUE, PACIIOPsDKEHHE, MPUKa3, YKa3aHHe,
pelieHue).

OcobGeHHocTH cocTaBiieHus UM O(OPMIICHHS CIIPAaBOYHO-WH(DOPMAIMOHHBIX H
CIIPaBOYHO-aHAIMUTUYECKUX JOKYMEHTOB (CIPaBKH, aKThl, MPOTOKOJIbI, TOKJIAJAHbIC U
OOBSCHUTENBHBIX 3allMCKH, CBOJIKHW, 3aKIIOYEHHUsS, OT3bIBBI, CIUCKH, CIIYXEOHbIC
MChMa).

Buowt yueonwvix 3anamuii:

Jlexuus: CocraBnenue u o(OpMIICHHE OpraHU3aIlMOHHO- | yac
pacnopsaIMTEIbHbIX JOKYMEHTOB
[Ipaktuueckoe 3anstue: CocraBieHrne U OGOPMIIEHHE OpPraHU3aALHUOHHO- 2 Yac
pacnopsaIMTEIbHbIX JOKYMEHTOB
Tema 4. TexHoJsiorusi 00pad0TKHN ynpaBjieHYeCKHX J0KYMEHTOB(23 yaca)

Opranuzanusi JTOKYMEHTOOO0OpOTa B YUPEKIACHUHU. TexHOJOorus oO0paboTKu
BXOJSIINX, UCXOMSIINX U BHYTPEHHUX JIOKYMEHTOB. ABTOMATHU3UPOBAHHBIE CUCTEMBI
pEerucTpalid M KOHTPOJSL 33 HCIOJHEHHEM JIOKYMEHTOB, OIBIT MX MPUMEHEHUS.
Howmenknarypa nei.

[TonsaTue «peructpanus T0KyMEHTOBY. 3HAYEHUE PETUCTPALlUU JOKYMEHTOB J1JIs
YIOpaBICHUYECKON  nesaTenbHOCTH. [IpuHIMNBI W TOpaBuia  PErucTpaliud U
WHJEKCUPOBaHUS JOKYMEHTOB. (COCTaB pPETHCTPUPYEMBIX U HEPETUCTPUPYEMBIX
JOKYMEHTOB.



XapakTepHuCTUKa COBPEMEHHBIX PErMCTPALIMOHHBIX (POPM, COCTaB MH(POpMALUH
U NIOPAJIOK UX 3anojaHeHus. HaekcupoBaHue JOKYMEHTOB B YCIOBUSX TPaJAULIMOHHON
0o0pa0oTku OKyMeHTOB. IIpUHLUIBI [OCTpOEHHSI HH(OPMALMOHHO-TIOMCKOBBIX
cucrem (UIIC) pyunoro tumna, ux Buabl. OpraHuzanus perucTpaluu JTOKyMEHTOB U
noucka HUHGOPMaLUMU B YCIOBUSAX MPUMEHEHHS HOBEMIINMX HWH(OPMALMOHHBIX
TE€XHOJIOTUH.

KoHTponb WCIONHEHHsT AOKYMEHTOB. Ero 3HadeHHe B yIpaBIECHYECKOU
nestenbHOoCTH. OCHOBHBIE  NPHUHIMIBI  OpraHU3alldd  KOHTPOJS  MCHOJHEHUS
NOKYMEHTOB. B3anMoOcCBsI3p perucrpauuy JOKYMEHTOB M KOHTPOJSA 3a HX
ucrnonHeHrneM. CpOKH HCIOJHEHUS JOKYMEHTOB.

ABTOMAaTU3UPOBAHHBIE  CHCTEMBl  KOHTPOJIA  HCHOJHEHUS  JTOKYMEHTOB.
O06o00uIeHue, aHaau3 U UCIOJIb30BaHUE MH(OpMauU 00 MCIOJIHEHUH JOKYMEHTOB B
YCJHOBUSX ITPUMEHEHUS TPAAULIUOHHBIX U aBTOMAaTU3UPOBaHHbIX TexHonoruu JJOY.

Buowt yueonwvix 3anamuii:

Jlexuus: JI0OKyMeHTOOOOPOT COBPEMEHHOM OpraHu3aluu 1 wac
IIpakTrueckoe 3aHsaTHe:  /[BH)KEHHE TOKYMEHTOB B OpraHU3alluA 2 yac

5. HEPEYEHb YYEBHO-METOINYECKOI'O OBECIIEYEHUSA J1JIsA

CAMOCTOATEJBbHOM PABOTHI OBYUYAIOIINXCA MO JUCIUILINHE

5.1. TeMbl KOHTPOJIbHBIX PadoT

Hcropust pa3BuTHs Aeionpou3BoacTBa B Poccun.

YHudukanus J0KyMEeHTOB, Y HU(DUIIMPOBAHHBIE CUCTEMbI IOKyMEHTAIIUH.

CoBpeMeHHOE COCTOSITHUE HOpMaTUBHO-MeToinueckoit 6a3el JIOY (0630p).

CranpapTu3anus B 1€JI0MPOU3BOJICTBE.

Hcropus poccuiickoro repoa.

TpeOGoBanus K 3M0€MaM, TOBApPHBIM 3HAKAM U JIOTOTHUIIAM.

O6mepoccuiickue KiaccuPpukaTopbl Kak JOKYMEHTHI IO CTaHAapTU3ALIUH.

XapakTepuCTUKa OTAEIbHBIX TPYII OPraHU3aLMOHHO-PACTIOPSAUTENbHBIX

JOKYMEHTOB

9. OcobeHHOCTH CO3/IaHUs TPUKA30B.

10. O6paienus rpakaaH, mpaBuiia padboTHI.

11.Xapakrepuctuku u pezrome. Ocod0eHHOCTH 0opMIICHHUS.

12.PexomeHaaTeabHOE TUCHMO.

13.Kommepueckue nucbma.

14. Oco0GeHHOCTH SI3bIKa U CTUJISI CITYKEOHOTO JJOKYMEHTA.

15. UcTtopus yHu(pUKAIMU TEKCTOB CITYKEOHBIX MTHCEM.

16.25nexkTpoHHOE COOOIIEHNE — 0COOCHHOCTH SI3bIKA M CTHIISL.

17.NudopmanmonHas GpyHKUIMS TOKYMEHTa KaK CpPEJCTBO 3aleyaTICHUs U
XpaHeHUs] THPOPMALIHH.

18.CouunanpHas QyHKIMS TOKYMEHTa, €€ pOjib B MOBBIILIEHUU TPABOCO3HAHUS
oOmiecTsa.

19.KommyHuKkaTuBHAasI PyHKLIHS JOKYMEHTa KaK CPEACTBO Nepeaadn nHGopMaIuu.

20.ITpaBoBast pyHKIMS JOKYMEHTa KaK CPEACTBO YCTAHOBJICHUS MTPABOOTHOIIECHHI
MEXIY IOPUINYECKUMHU U PU3UIECKUMHU JTUI[AMHU.

21.®yHKIMS TOKyMEHTa B KaU€CTBE UCTOPHUUECKOTO UCTOYHHKA.

NGOk~ wWdE
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22.YnpapneH4yeckas: GyHKIHS TOKyMEHTa B POJIM OCHOBHOTO HHCTPYMEHTA ISl
pelIeHUsT aAMIUHUCTPATHBHBIX M OPTaHU3AIMOHHBIX BOIIPOCOB YIIPABIICHUSI.

23.Cratuctudeckas GyHKIHS JOKYMEHTA.

24.bnaHK JOKYMEHTa, UCTOPHS €ro pa3BUTHs. bliaHku COBPEeMEHHBIX
yIPaBICHYCCKUX JOKYMEHTOB.

25.XapaKkTeprucTUKa 3aKOHOIaTeIbHO-HOPMATUBHOM 0a3bl COBPEMEHHOTO
JOKYMEHTAIMOHHOTO 00EeCTICUeHus yIpPaBICHHUS.

26.Poinb cyx0661 JIOY B AesTENbHOCTH OpraHU3aIiH.

27.0Opranu3zanys pabouux MECT M YCIOBHM Tpy/ia epcoHaa ciayxonr JJOVY.

28.1Tonoxenue o cyx6e 10Y. Ctpykrypa, GyHKIINHA, METOANKA Pa3pabOTKH.

29.JlomkHOCTHAsI UHCTPYKUUA. DYHKIMH, CTPYKTYpa, METOIAMKA Pa3pabOTKH.

30.Opranuzanus JOKyMEHTO000pOTa, OCHOBHBIC HAIPABICHUS
COBEpIIICHCTBOBAHUA.

31.00beKkTUBHBIC U CYOBEKTUBHBIE (DaKTOPHI, BIUSIONINE HA POCT
JIOKyMEHTO000poTAa.

32.O1eKTPOHHBIN T0KyMEHTO000pOoT. [Ipo0ieMbl 1 MepCeKTUBbI Pa3BUTHS.

33 [lomynsipHbIE CUCTEMBI MIEKTPOHHOTO AoKyMeHToobopoTa (CO/1) B PD.

5.2. Tembl KypCcOBBIX pa0d0T (IIPOEKTOB)

KypcoBsie paboThI (IPOEKTHI) HE MPEAYCMOTPEHBI YUEOHBIM TUTAHOM.

5.3. IlepeyeHb METOAUYECKUX PEKOMEHAALMMI

Ne i/t HaumenoBanue
1 Metoauyeckue peKOMEH/ IalK MO0 BBIMOJHEHHUIO MTPAKTUYECKUX PadboT
2 Meroanueckre peKOMEH IalUU 110 BBITIOJTHEHUIO KOHTPOJILHON paOOThI
5.4. IlepeyeHb BONIPOCOB Jisi MOATOTOBKH K 3a4eTy
Ne /i | Bompoc

1. | IlpaBoBoii, ynpaBJIeHYECKHM, UCTOPUUECKHUI U MHPOPMAIIMOHHBIN ACTIEKTHI B
ONpeIeICHUH IOKYMEHTA

2. | B3auMoCBsI3b NOHATHI «JOKYMEHT» U «uHbopManus». Buasl nundopmarmm

3. | lokyMeHT Kkak croco0 (hukcauu ynpapieH4ecKoi HHHOpMAIIH |
WHCTPYMEHT YIIPaBJICHUS

4. | ABTOMaTU3MpOBaHHOE JOKYMEHTHUPOBAHUE; TOHATHS: «JICKTPOHHBIN
JIOKYMEHTY, «BUJICOTPaMMay, «JIOKYMEHT Ha MAallMHHOM HOCHUTEJIC)

5. | IlonsTue ropuanueckoit cuiibl JokyMeHTa. CriocoObl IpUAaHUs TOKYMEHTY
FOPUINYECKON CHUIIBI

6. | HopMaTuBHO-METOAMYECKUE aKThI, OMIPEACIISIONINE MTOPSA0K CO3TaHUS U
oopMIICHUST JOKYMEHTOB

/. | TpeGoBaHus K COCTABICHUIO U 0()OPMIICHHUIO OPTAHU3AIMOHHBIX JJOKYMEHTOB

8. | TpeGoBaHuUs K COCTABICHUIO U O(DOPMIICHUIO PACTIOPSAUTEIbHBIX
JTOKYMEHTOB

9. | HazHaueHue u kiaccudukanus CripaBOYHO-UH(DOPMAIIMOHHON JOKYMEHTAIIUU
B YIPABJICHYECKON NEATEIbHOCTH

10. | UacTpykuwms o JOKYMEHTAIITMOHHOMY O0ECTIEYEHUIO YIIPABIICHHUS
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(1eonpON3BOJICTBY) - OCHOBHOM HOPMATHUBHBIN aKT IO perjaMeHTaIuu
opra"nuzanuu u Textosioruu JJOY

11. | Opranuzanuonnsie GOpMbI ASIONPOU3BOACTBA. VX 3aBUCUMOCTH OT
crnenuUKN 1 OPraHU3alMOHHON CTPYKTYPhI YUPEKICHUS

12. | llenb, ocHOBHBIC 3a1aun U GyHKIMH cIyk0b1 JIOY

13. | Peructpanus kak coctaBHas 4acTh TexHoioruu JIOY, nenu u npuHIHIIBI
perucTpanuu JOKyMeHTOB. MecTa peructpaiuu J0KyMEHTOB

14. | 3HaueHue U BUJbI KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB

15. | Ilonstre nenonpounsBojcTBa. JlokymeHTrpoBanue. Opranusaius paboThl ¢
JIOKyMEHTaMu

16. | 3HaueHue JOKYMEHTOB B yrpaBieHuu. [lonsatue nokymenra. @yHKIuu
JIOKyMEHTa

17. | [lonaTrie HOpPMATUBHO-METOJUYECKONU OCHOBHI JCJIONPOU3BOICTBA. Buibl
HOPMATHUBHBIX JOKYMEHTOB. HCTPYKITHS 10 IETOTPOU3BOJICTBY
OpraHu3aluu

18. | IlonsTHe KIaccUpUKAMK TOKYMEHTOB, BUBI KJIACCH(PUKAITNN

19. | DneKTpOoHHBIN JOKYMEHTOOOOPOT, MPEUMYIIECTBA U HETOCTATKU

20. | [TonsTre u BUIbI YHU(UIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH, Ta0elb
YHUGUIUPOBAHHBIX (HOPM TOKYMEHTOB

21. | CocTaB peKBU3UTOB JOKYMEHTOB, ITPaBmIa UX 0(OPMIICHHUS

22. | TloHsiTE 0 0COOEHHOCTH SI3bIKA CITY)KEOHBIX TOKYMEHTOB

23. | [Tonsitue Gianka noKymMeHTa. Buabsl u pekBu3uTH O1aHKOB. BapraHTh
PaCIOJIOKEHUSI PEKBU3UTOB

24. | ®opmyiisp - oOpaszen JOKyMeHTa

25. | OCHOBHBIE BHJIBI YCTABOB M MPABUJIA UX COCTABICHUS

26. | OcHOBHBIEC BUIBI TTOJIOKEHUH U MPABHJIA UX COCTABIICHUS

27. | OcHOBHBIE BUJIBI HHCTPYKIUHU. [IpaBuiia nx coctaBieHus

28. | JlomxHOCTHAS MHCTPYKITHS, PABUJIA COCTABJICHHUS

29. | [lonsitue mpukasa. [IpaBuia cocraBieHus

30. | [lonsitue pacnopsixenust. [lpaBuia coctaBneHus

31. | [lonsitue pemenus. [IpaBuna cocraBieHus

32. | [lonsitue mporokona. [IpaBuna cocraBienus

33. | Bunas! aktoB. [IpaBuia cocraBieHus

34. | OcHoBHbIe BUJIbI THCeM. [IpaBuia ux cocTaBieHUs

35. | [lonsTue nokIagHOM, CIIyKeOHOM U OOBSICHUTEILHOMN 3aMMCOK, ITPaBUiia UX
odopmiIeHUS

36. | Bunbl cipaBoK, mpaBuiia COCTaBICHUS

37. | [lonsiTne KOHTpaKTa, TpeOOBAHUS K KOHTPAKTY, MpaBmiia 0hOpMIICHHUS

38. | [lonsiTne TOBEpEHHOCTH, MPABHJIA COCTABICHUS

39. | [lonsiTue mpukasa 1o JMYHOMY COCTaBY, NIPABUJIA COCTABICHUS

40. | [loHsiTHe ITATHOrO pacluCcaHus, IpaBuia COCTABICHHUS

41. | [lonsiTe TPYJOBOTO IOrOBOPA, TPEOOBAHUE K TPYJOBOMY JOTOBOPY, MpaBUIIa
COCTABJICHHUSI

42. | TloHaTre TMYHOM KapTOUYKH, IPABHUJIA COCTABICHHUSI
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43. | IIpaBo rpaxkaan Ha oOpatneHus 1 xkajao0bl. Buabl oOpaliieHuii 1 mopsiok
paboThI ¢ OOpAIICHUSIMH TPAXKIaH

44. | Opranuszanus padboTsl ¢ JokyMeHTaMu. JIokyMeHTo000poT. OCHOBHBIE
TPYNITBl JOKYMEHTOB W IPUHIIUIT pabOTHI C HUMHU

45. | Bxoasmye JOKYMEHTBI, 3Tanbl 00pabOoTKU U MOPSIOK padOTHI C HUMU

46. | Ucxopsimue TOKYMEHTBI, 3Tanbl 00pabOTKH U MOPSAIOK pabOThl C HUMHU

47. | BHyTpeHHUE JOKYMEHTBHI, 3Talbl U NOPSJ0K paOOThl C HUMU

48. | [lonsTue peructpanuu J0KyMeHTOB. DOpMbI U BUJbI perucTpanuu. [ pynms
PETUCTPUPYEMBIX U CIIUCOK HEPETUCTPUPYEMBIX TOKYMEHTOB

49. HCHB N COACPKAHUC KOHTPOJIA UCIIOJIHCHUA JOKYMCHTOB, CPOKH H ITOPAI0K
IMPOBCACHUA KOHTPOJIA UCITOJIHCHUS JOKYMCHTOB

50. | [ToHsTHE HOMEHKIATYPHI JIJT; BUIBI, COACPIKAHNE U TIOPSIOK COCTABICHUS
HOMEHKJIATYPbI JeIT

5l. | Ilopsinok popmupoBaHus U npaBuiia 0GOPMIIEHUS e

52. | Ilonatne KOHPUACHINATHLHOCTH JOKYMEHTOB U MIPaBHIia pa0OTHI C HUMH

6. ®OHJI OLEHOYHBIX CPEJICTB /Il [IPOBEJEHNS
MPOMEKYTOUYHOMN ATTECTALIMM OBYYAIOLIUXCS O
TV CHUILIAHE

@OHJI OLICHOYHBIX CPEACTB I IPOBENCHMS INPOMEKYTOYHOW arTecTaluu
oOyyarolmuxcsit MO JUCUUIUIMHE 10 pelleHuto Kadeapbl OQOpMIIEH OTAEIbHBIM
MPUWIOKEHUEM K pabouell mporpamme.

7. MEPEYEHb OCHOBHOM U JONOJHUTEJbHOM YYEFHON
JIUTEPATYPBI, HEOBXOANMOMH AJIs1 OCBOEHUS JUCIIUTIJIUHBI

OcHoBHas JuTeEparypa:

1. Kysnenos U. H. /lenonpon3BocTBO [ DIEKTPOHHBIN YU4eOHUK] : yueOHO-
cripaBouyHoe nocodue / Kysnenor U. H.. - JlamkoB u K, 2013. - 520 c. - Pexum
nocryma: http://iprbookshop.ru/14603

2. I'BaeBa 1.B. [lenonpou3BoacTBO [DIEKTPOHHBIN pecypc] : CIpaBOYHHK /
N.B. I'BaeBa, C.B. CobaneBckuii. — DIEKTPOH. TEKCTOBBIC JaHHBIE. — MUHCK:
TetpaCucremc, Terpanut, 2014. — 224 c. — 978-985-7067-96-1. — Pexum
noctyna: http://www.iprbookshop.ru/28072.html

3. bpese B.A. Jlemonpon3BoicTBO [ DNEKTPOHHBIN pecypc] : yueOHOe
nocooue / B.A. bpese, O.0. bpese. — DneKTpoH. TeKCTOBBIC JaHHBIE. — KeMepoBo:
KemepoBckuii TEXHONOTHYECKUA MHCTUTYT MUILEBON MPOMBIIIUIEHHOCTH, 2014. — 286
c. — 978-5-89289-853-9. — Pexxum noctyma: http://www.iprbookshop.ru/61288.html

4. SAnkoBuy 1. A. Jlenonpon3BoACTBO B KaJAPOBOM city:k0e [ DNEeKTPOHHBIN
pecypc] : ydeOHUK IJIs CTYJEHTOB BY30B, oOyJaromuxcs no crneruaibaoctu 062100
«Ynpasnenue nepconagom» / [I.A. SIHkoBUY. — DJIEKTPOH. TEKCTOBBIC TaHHBIC. —
M. : IOHUTU-JJAHA, 2015. — 160 ¢. — 5-238-01076-1. — Pexxum gocryma:
http://www.iprbookshop.ru/52462.html

S. IToror C.JI. Jlenmonpou3BOJACTBO U CEKpeTapcKas paboTa Ha
MIEPCOHAILHOM KOMITBIOTEPE [ DNEKTPOHHBIN pecypc] : y4eOHO-METOIUIECKOE
CIIPaBOYHO-MH(GOPMAIIMOHHOE TTOCOOHE JTsT O(UCHBIX JIETONPOU3BOIUTENCH U
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cekperapeii / C.JI. ITonoB. — DnekTpoH. TekcToBbie AaHHble. — M. : COJIOH-
ITPECC, 2014. — 424 c¢. — 978-5-91359-109-8. — Pexxum gocryma:
http://www.iprbookshop.ru/65407.html

JlonojHUTEIbHAS JIUTEpPaTypa:

1. Kynses H. H. [lokymenToBeieHHE [ DIEKTPOHHBIN Y4EeOHUK]: yueOHUK /
Kymnsie H. H.. - Jloroc, 2011. - 352 c. - Pexxum gocrtyma: http://iprbookshop.ru/9082

2. baitkoa W.IO. JlokymeHTOOOOpOT W  Jeiomnpou3BoAcTBO:  Kak
OpraHu3oBath paboTy ¢ AJoKymMeHTamH. - M.: Dkcemo, 2011. - 288 c.

3. Msunna W.B., Komecuuk A.I'. JlokyMeHTanmuoHHOE oOecreueHne
ynpasnenue: [Ipaktukym mo opranuszanuu padbotel B oduce. - Poctos//l: denukc,
2011. - 141

4, Bbpesze B. A. JlenonpousBoACTBO [DNEKTPOHHBIN Y4eOHUK]: yueOHOe
nocooue / bpeze B. A.. - KeMepoBCckuii TEXHOJOTMYECKUM HWHCTUTYT MHINEBOI
npomebitieHrocTH, 2008. - 287 ¢. - Pexum goctyna: http://iprbookshop.ru/14364

5. bapuxua A.b. Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT. - 2-¢ W31,
nepepad. u non. - M.: Kamwxknsiit mup, 2008. - 416 c.

6. benop A.H., benoB A.A. HacronpbHas KHHTra CIEHHAINCTa CITYXKOBI
JeJOMPOU3BOCTBA. - /-€ u3., mepepad. u gom. - M.: Dkemo, 2009. - 320 c.

7. JlokymeHTOBeA€HHE U Aenonpou3BoacTBo. Y. 1 : Jlemonmpou3BOACTBO :
pabouasi mporpamma, METOJI. YKa3aHWs, 3aJaHusl Ha KOHTpoJ. paboty / cocT. T. A.
Kapnenko, 2005. - 15 c.

8. HNoxymentoBenenue. Yactb 2. OCHOBBI TEKCTOJOTUH : Y4eOHOoe mocobue
no crneuranbHoctd 071201  «bubnuoreyHo-uHpOpMaMOHHAs — JI€ATEITBbHOCThY,
cnenuanu3auuu «Jlenoseie koMmmyHukamuu» / E. B. MapteiHoBaMapTeiHOBa E.
B.MaprteinoBa E. B.MapteinoBa E. B.MaptsinoBa E. B. / Mapteinosa E. B., 2009. -
108 c. Pexxum nocryna: http://www.iprbookshop.ru/22051.

9. Kupcanosa M.B., AkcenoB FO.M., Kooyk C.II. Jlenonpous3BOoACTBO B
opraHax BIJIaCTU W MECTHOTo camoynpasieHus: HoBbie o00s3aTenbHBIC MpaBUia:
[TpakTudeckoe mocodwue. - 3-e u3., crep. - M.: Omera-JI, 2009. - 239 c.

10.  Pa3nmopoxHbiii AA. JlokyMeHTUpOBaHuE yIpaBIE€HYECKOU
IesITENbHOCTH: YueOHoe nmocooue. - M.: UHOPA-M, 2008. - 304 c.

11. ®ummHoBa M.M. JIOKyMEHTHUPOBAHHME YIIPABICHYECKON JEATEIBbHOCTH:
[TpakTukym: YueOHoe mocobue ajis cTyaeHToB By30B. - M.: Acnekt IIpecc, 2009. -
127 c.

IIporpammHoe o0ecnieyeHue

1. TIIIIT MS Office 2016
2. TekctoBblil penakTop biokHOT
3. Bpaysepsi IE, Google Chrome, Mozilla Firefox.

8. HIEPEYEHbB PECYPCOB UH®OPMAIINOHHO-
TEJEKOMMYHUKALONOHHOU CETHU "UHTEPHET", HEOBXOJINMbIX
JJIA OCBOEHUA JUCIHHUTIJIMHBI

1. DnexrtponHas uHpopMaIoHHO-00pazoBatenbHas cpena AHO BO "C3TVY"
(BUOC C3TY) [DaekTponHsIii pecypc]. - Pexxum goctyma: http://edu.nwotu.ru/
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2. DnexrponHas oubdauoreka AHO BO "C3TVY" [DnektpoHHbI pecypc]. - Pexxum
nocryma: http://lib.nwotu.ru:8087/jirbis2/

3. DnexTpoHHO-OubOMMoTeuHas cucrema IPRbooks [DnexTponnsiii pecypc]. -
Pexxum moctyna: http://www.iprbookshop.ru/

4. NudopmanmonHas cucrema "EnnHoe OKHO TOCTyIa K 00pa3oBaTeIbHBIM
pecypcam" [DekTpoHHBIH pecypce]. - Pexxum moctyna: http://window.edu.ru/

5. UndopmannonHas cucTeMbl 1OCTyIa K 3JIEKTPOHHBIM KaTanoraMm OuOIMoTex
cthepnt oopazoanus u Hayku (MC DKBCOH)[DnextponHsIii pecypc]. - Pesxxum
nocryma: http://www.vlibrary.ru/

9. METOTUYECKHME YKA3AHMS JUISI OBYUAIOLIUXCS MO
OCBOEHMIO TUCHUIIUHBI

JoxyMenTupoBanue nHbopmaluu, e€ mouck, oopadboTka, XpaHeHue, rnepeaayda
TpeOYIOT 3HAYMUTENBHBIX ()MHAHCOBBIX, MaTEPHAIBHBIX, TPYIOBBIX PECYPCOB U
BpemeHu. [lostomy opranuzamusi >dQexkTuBHOM pabOTBl €  JOKYMEHTaMH,
COBEPILIEHCTBOBAHUE BCEX HMH(POPMAIMOHHO-TOKYMEHTAIIMOHHBIX MPOIECCOB Kak B
macimTabe ofmiecTBa B II€JIOM, TaK M Ha YPOBHE OTACJIbHBIX MPEANPUATUH,
OpraHu3aliid, YYPEKICHUM, SBISCTCA BAXHEHIIMM HANpPABJICHUEM YIPABICHYECKON
nesitenbHOCTH. B cBOO  ouepenb, IS KBAIU(PUIIMPOBAHHOW  pabOTBI ¢

JOKYMEHTHPOBAHHOM uHdopmaruein TpeOyeTcs 3HAYNUTEIILHOE YHUCIIO
MPO(ECCHOHAIBHO MOITOTOBIEHHBIX CIIEIUAIUCTOB.
AKTyaJIbHOCTh U3YUYCHUS JTUCUUTUTUHBI «/loxymeHnToBeIEHUE U

JIEJIONPOU3BOACTBO Ha MPEANPUATUH (OpraHU3alldu)» ONPENeNsIeTCsl 3HAYUMOCTHIO
PO JOKYMEHTOB B MHUPOBOM HH(POPMAIMOHHOM MPOCTPAHCTBE, U, KOHKPETHO B
OT/ACJIBHO B3SATOM opraHuzanuu. Pabora ¢ JOKyMEHTaMM Ha COBPEMEHHOM
MPEANPUATAN B 3HAUUTEIIBHOW CTETNIEHU 3aBUCUT OT MPOGECCHOHAIIBHOTO MacTepCTBA
paboTHUKOB cayk0bl JIOY, OT HaydyHOM OpraHM3aluu M YNpaBlieHUs padoToil B
Cityk0€e JIeTOTPOU3BOJICTBA U OT 3HAHUN M YMEHUM KaXKJIOTO COTPYAHHKA paboTaTh C
JTOKYMEHTAMMU.

Kypc opuentupoBan Ha (opMupoBaHHE CTYJIEHTOM MpPOo(eCcCHOHATBHBIX
KOMITETEHIIUN, COJEpP)KaHHE KOTOPBIX IMO3BOJUT OyayHuM OakaliaBpaMm YCHEIIHO
peann3oBbIBATh Ha TMpaKTHKE MNpoQecCHOoHANbHbIE (yHKIMHM B 00JIacTu
JEIIOITPOU3BOICTBA.

B paboueii nmporpamme IUCHMIUIMHBI COJIEPKATCSI OCHOBHBIE BOIPOCHI Kypca,
KOTOPBIE B JAHHOM IOCJIEIOBATEIBHOCTH C TOWM WJIM WHOW CTENEHBIO ACTAIU3ALUU
IJIAHUPYETCS PACCMOTPETH HA JICKIIMOHHBIX U IPAKTUYECKUX 3AHSATHSIX.

[Ipu opranm3zanvu ¥ OPOBEACHUM 3AHATUM IO Kypcy «/lOoKyMeHTOBEeneHuE u
JIEJIONPOU3BOACTBO Ha MPEANpUATUM (OpraHu3alldu)» CleayeT UMETh B BHUJY €ro
MPAKTUYECKYIO HAMPaBJICHHOCTh, CBA3AHHYIO C OBJAJeHHEeM OyAyIIUMH OakajaBpaMu
HaBBIKAMU U YMEHUSIMU B c(pepe JTOKYMEHTOBEACHUS U JIEIONPOU3BOJICTBA. B CcBsI3M ¢
STUM BO BBOJHOM JIEKIIMH JTOJDKHBI OBITh PACCTABIICHBI COOTBETCTBYIONINE AKIICHTHI.

Ha kaxmoMm 3aHATHM pPEKOMEHAYeTCs oOpaliath BHUMAaHHE HE TOJBKO Ha
0a30BbIC TOHATHS NUCIMIUIMHBI, KOTOPBIC JIeKAT B OCHOBE OCBOCHHUS CTYACHTaAMHU
IIOPOTOBOTO W MPOJBUHYTOIO YPOBHEW IMOJATOTOBKM, HO W HA NPUKIAJHBIE ACIEKTHI
TEMBbI, aKIICHTHPYS BHUMAaHUE Ha MPUMEpax W3 MPAKTUKH, KOTOPBIC JOJKHBI OBITH
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HEO0OXOIUMBIMU DJIEMEHTaMH B OBJIAJICHUH OyIyuMu OakayiaBpamMu
npo¢eCCUOHAILHBIMA YMEHUSIMUA U HABbIKAMH.

CtyneHTy HEOOXOJMMO Ha KaXJIOM 3aHATHH COCTaBIATH [occapuii 1O
nucuumuinae. Hanpumep:

BuyTpenHnss YYETHBIM JIOKYMEHT, COJEpXKallui IIepeYeHb JTOKYMEHTOB

Onuch Jie7la C yKa3aHUEM MOPSAIKOBBIX HOMEpPOB JTOKYMEHTOB, HMX

AOKYMEHTA WHJIEKCOB, HA3BaHNM, 1aT, HOMEPOB JIUCTOB
CUCTEMATU3UPOBAHHBIM  NEPEYEHb HAWUMEHOBAHUWM  JIEI,

Homenkiarypa

et 3aBOAMMBIX B OPraHM3alMM, C YKa3aHUEM CPOKOB HX
XpaHeHus1, 0pOpMIICHHBIN B yCTAHOBICHHOM MOPSIIAKE

B nonbope Marepuana K 3aHATUAM CIEOYEeT PYKOBOJCTBOBAThCS paboyeit
IporpaMMoi yuyeOHON MUCHMIUIMHBL, oOpaliasi BHUMaHUE Ha BOIPOCHI, YKa3aHHbIC B
00s13aTeNbHBIX TPEOOBAHUAX K COJIEPIKAHUIO Kypca (peepaibHOro rocyJapCTBEHHOTO
oOpa3zoBarenpHOro craHiapra. Ha mepBoM 3aHATHH mpernonaBareib 00s13aH JTI0BECTH
10 CTYJIEHTOB TpeOOBaHMA K TEKylled M HMTOrOBOM aTTeCTalluy, HALEIuTh Ha
MIPOBEICHUE CAMOCTOSTEIBLHOM pabOThl C YUETOM KOJIMYECTBA YacOB, OTBEAEHHBIX Ha
He€ YYEOHBIM TUTAaHOM.

[Ipn moAroToBKE M MPOBEACHHM 3aHATHHA MO JAHHOMY KypCy HNpernoiaBaTelb
JOJKEH PYKOBOJACTBOBAaThCA KAaK OOUIMMHU Y4E€OHO-METOJUYECKMMHU YCTAaHOBKaAMU
(HAyYHOCTB, CHUCTEMHOCTb, JOCTYHHOCTb, MOCIEAOBATEIBHOCTh, MPEEMCTBEHHOCTD,
HAIM4YUE €IUHONW BHYTPEHHEH JIOTHKHU Kypca, €ro CBsI3b C JPYTMMH IPEeIMETaMu), TaK
51 cnenupuuecKuMu O0COOEHHOCTSIMU Kypca «JloKkymMeHTOBEICHNE 151
JIEJIONIPOU3BOCTBO HA MPEANPUITHH (OpPTaHU3AIIH ).

Pexomennys nuteparypy mia CPC, npenoaaBarens MakCUMalbHO UCIOJIB3YET
BO3MOKHOCTH, IIpearaeMble OMOINOTEKON, B TOM YHCIIE €€ 3JIEKTPOHHBIE PECYPCHI.

[Ipy  w3ydyeHun  y4yeOHOM  JAMCUMIUIMHBI  CTYAGHTY  HEO0OXOIHUMO
PYKOBOJICTBOBAThCS CIEAYIOIIMMH METOAUYECKUMU YKa3aHUSIMHU.

9.1. Tlpu usyyenuu tem 1-4 MOBTOPUTH JIEKIIMOHHBIA Yy4eOHBIM Matepual,
M3YYUTh PEKOMEHJIOBAHHYIO JIUTEPATYPY, a TAK)KE YU4EOHBIM MaTepua, HaXOoIauIuics
B yKa3aHHBIX HHPOPMAIMOHHBIX pecypcax.

Ha 3aBepmaromeM sTane u3ydeHUs: TeMbl HEOOXOIHWMO, BOCIMOJIb30BABIINCH
NPENJIOKEHHBIMUA BOMPOCAMHU I CAMOKOHTPOJIA, Pa3MEIICHHBIX B AJIEKTPOHHOMN
uH(popmalmonHon obpazosatenbHon cpene (DMOC), mpoBepuTh KauyecTBO YCBOSHUS
y4ueOHOTo MaTepuaia.

B cnyuae 3arpynHeHHs B OTBETaX Ha MOCTaBJICHHBIE BOMPOCHl PEKOMEHIYETCS
MOBTOPHUTH Y4€OHBIN MaTepHall.

[Tocne u3yyeHus: Bcex TeM MPUCTYIUTh K BHIOJHEHUIO KOHTPOJIBHOU paboThI,

PYKOBOJCTBYSICh METOJIMYECKUMU PEKOMEHIAIMSIMH.

9.2. B 3aBepiuieHUM H3y4yeHUs y4yeOHOW IUCIHMIUIMHBI B CEMECTPE CTYACHT
00s13aH MPOWUTH MPOMEKYTOUHYIO aTTecTanuto. Buj mpoMexyToOdHOM aTTecTaluu
ompezensiercss pabounM ydeOHbIM IIaHOM. PopMa MpOBENEHUS MPOMEKYTOUHOM
aTTECTallMM — KOMIIBIOTEPHOE TECTUPOBAHUE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHOMN
CHUCTEMBI TECTUPOBaHUs 3HaHUM cTyneHToB B DMOC.
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9.3. K mnpomMeKkyTOYHOM aTTeCTaluy JOMYCKAIOTCS CTYACHTHI, BBITOJIHUBIINC
TpeboBaHus padodero yd4eOHOro IUIaHAa W HAOpaBIIHE JOCTATOYHOE KOJHUUYECTBO
0aJI0B 3a yueOHYI0 pad0Ty B COOTBETCTBHHU C OAJIBHO-PEUTHHIOBON CHCTEMOIA.

9.4. Oco0eHHOCTH OCBOEHHMS THCHUIUIMHBI JIJIsi HHBAJWAOB H JIMI C
OTPAHHYEHHBIMH BO3MOKHOCTSMH 310poBbsA. OOydeHHEe OOydYaronuxcs ¢
OTPaHMYCHHBIMA BO3MOKHOCTSMH 370POBbSl IIPH HEOOXOAMMOCTH, IO JIMYHOMY
3asIBJICHUIO, OCYIISCTBIIICTCS HAa OCHOBE aJallTHPOBAHHON paboued MporpaMMbl C
WCIIOJIb30BAaHUEM CITCITUAIBHBIX METOJOB OOyUEHHUS M JUIAKTHYCCKHUX MaTepHajoB,
COCTaBJICHHBIX C  yY4E€TOM  OCOOCHHOCTEH  ICHXO(pHU3NYCCKOTO  Pa3BUTHS,
WHAVBUIYAIBHBIX BO3MOXKHOCTEH W COCTOSIHHSI 3JIOPOBbS TaKHX OOYYarOIIMXCS
(oOygaromerocs).

10. IEPEYEHb UH®OPMAIIMOHHBIX TEXHOJIOIUM,
NCHIOJIB3YEMBIX TP OCYHIECTBJIEHUU OBPA3ZOBATEJIBHOI'O
INPOIECCA IO JUCHUIIJIMHE

[Ipu  ocymecTBieHMHM 00pa30BaTENbHOrO  Mpolecca MO  JAUCHUILIIMHE
UCIIOJIB3YIOTCS ClIeyolre HHPOPMALIMOHHbBIE TEXHOJIOTUU:

10.1. Internet — TexnoJiorun:

(WWW (aurn. World Wide Web — Becemupnas [laytuna) — TexHoIOTHS pabOThI
B CETH C TUIEPTEKCTAMH;

FTP (anrn. File Transfer Protocol — mpoTokon nepenaun ¢aiioB) — TEXHOJIOTHS
nepesayu no cetu (aiiyioB Mpou3BOJILHOTO hopmarta;

IRC (anrn. Internet Relay Chat — moodepennbiii pa3roBop B CETH, 4aT) —
TEXHOJIOTHSI BEJCHUS IMEPErOBOPOB B pealbHOM MacmTabe BpeMEeHH, Iaromas
BO3MOXKHOCTh pPa3roBapuBaTh C JAPYTUMHU JIOABMH TIO CETH B PEXKHME MPSMOTO
JMaJora;

ICQ (anrn. I seek you — s uiry TeOsi, MOKHO 3amucaTh TPEMsl yKa3aHHBIMH
OyKBaMM) — TEXHOJIOTHUS BE€JCHUSI IEPETOBOPOB OJIUH HA OJIMH B CHHXPOHHOM PEXKUME.

10.2. IucrtanunonHoe o0yuyeHue ¢ ucnoab3opanueM IJNOC Ha muardgopme
Moodle.

— Texunomorust MyJabTUMEIUA B PEKUME TUATIOTA.

— TexHomoruss  HEKOHTAKTHOTO UH(POPMAITMOHHOTO B3aMMOJICHCTBHSI
(BUpTYyasbHbIe KAOMHETHI, Ta00OPATOPHUN).

— T'unmepTexcToBas TEXHOJOTHS (DJIIGKTPOHHBIE YYEOHHWKH, CIPABOYHUKH,
CJIOBApHU, SHITUKIIONICIUN ).

11. OMUCAHUE MATEPHATbHO-TEXHUYECKOI BA3BI,
HEOBXOJAUMOI JUISI OCYIIECTBJIEHUS OBPA30OBATEJILHOIO
MPOLECCA MO TUCUMITJIMHE

1. bubnunoTtexa.

2. CpaBouHo-nipaBoBas cuctema Koncynsrant [Lmroc.

3. DnextponHas uHGOPMaIMOHHO-00pa3oBaTeIbHAs Cpe/la YHUBEPCUTETA.
4. JlokanbHas ceTh C BBIXOJ0M B IHTEpHET.
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12. BAJVIbHO-PEMTUHIOBASI CUCTEMA

dopMUpOBaHHUE OLIEHKU TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U MTPOMEKYTOUHON
aTTECTAIlMH 10 UTOTaM OCBOEHUS JUCHUILUIMHBI OCYIIECTBISIETCS C UCIIOIb30BAHUEM
OaJTbHO-PEUTUHTOBOM OIEHKH PAaOOThI CTY/ICHTA.

Buj yueOHoii paGoThbl, 32 KOTOPYIO CTABATCH 0aJLJIbI basbl
VYdactue B 0nline 3aHaTHsX, IpOCITyITUBaHUE BUCO JICKIIUH 0-5
KonTponbHblii TecT k Teme 1 0-6
KoHnTponbHbIi TECT K TeMe 2 0-6
KonTpoapHbIl TECT K TEME 3 0-6
KonTpoapHbIii TECT K TEMe 4 0-7
[IpakTuueckas pabora 0-10
KOHTPOJIBHA S PABOTA 0-30
UTOI' OBBbIM KOHTPOJIbHBIA TECT 0-30
BCEI'O 0-100
BOHYCBbI (6ambl, koTopsie MOTYT ObITh J0OaBIieHb! 10 100) Banabl
- 34 aKTUBHOCTb 0-10
- 32 y4acTue B OJTUMITHAJIC 0-50
- 3a yuactue B HUPC 0-50
- 32 0(hOpMIICHHE 3asIBOK HA MOJIE3HBIE METOIbI (paIpeaJI0KEHNS) 0-50

baabHas mikaJjia oneHKu

Onenka (3a4er) bajuibl
He 3aureno MeHee 51
3auTeHo 51-100

OuneHka o KOHTPOJILHOM padoTe

Onenka banabl
OTJINYHO 27 -30
XOPOIIO 23 - 26
YAOBJIETBOPUTEIHLHO 18 - 22
HEYJOBJIETBOPUTEIHHO MeHee 18
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[Mpuaoxenue

K paboueil mporpaMme AUCHUTUTUHBI

«JloKyMEHTOBEICHUE U IEJIOMPOU3BOICTBO HA MPEANPHUATHH (OPraHU3aINH)»
10 HAITPABJICHHIO MOJTOTOBKU

38.03.01- DxoHOoMHKaA

®OHJ
OLIEHOYHBLIX CPEJCTB

1. IlepeyeHb popMHPYyeMbIX KOMIIETEHIHI

Oo6wenpogheccuonanvuvie u npogpeccuonanvusie (OIIK u I1K)

Koo

Haumenosanue u (unu) onucanue KomnemeHyuu
KomnemeHnyuu

Croco0eH peliath CTaHAapTHhIE 3a7adyd  Mpo¢ecCHOHATbHON
NEATEIbHOCTH Ha OCHOBE uHGOPMAIIMOHHON U
OIIK-1 oubnuorpaduyeckon KYJBTYpbI c PUMEHEHUEM
UH(OPMAITMOHHO-KOMMYHUKATUBHBIX TEXHOJOTHH U C Y4EeTOM
OCHOBHBIX TpeOoBaHUM MH(OPMAITMOHHON O€30MaCHOCTH

CIOCOOEH, UCMOJIb3Yys OTEYECTBEHHBIE U 3apyOekKHbIE HCTOUYHUKU
nH(popmanuu, coOpaTe HEOOXOAUMBIE TaHHbBIE TPOAHAIU3UPOBATH
UX WU  T[OATOTOBUTh  MH(POPMALMOHHBIA  0030p  W/wiH
AHAJIMTUYECKUN OTYET

K-/

2. IacnopT (poHAa OLICHOYHBIX CPE/ICTB

Ne | Konrtposmpyembie Moay/ 11 Kon konrpoanpyevoii HaunmeHnoBanue
n/n (TeMBbI) AUCHUILIMHBI KOMITET eHHu OLIEHOYHOI'0 CpeacTBA
(WIm ee 4acTH)

1 | Tema 1. Benenue B OIIK-1 KonTponsuslii TecT 1
TUCIUTUTMHY: TOKYMEHT B
CHCTEME YIpaBJICHUs

2 | Tema 2. OcHOBHEBIE ITpaBHJIA OIIK-1, ITK-7 KonTponbusli TecT 2
oopmienus [IpakTuyeckas padora 1
YIIPaBICHYECKUX [IpakTuueckas padora 2
JJOKYMEHTOB

3 | Tema 3. OcobenHoCcTH OIIK-1, TIK79 KonTtpomnbuslii TecT 3
COCTaBJIEHUS U 0POPMIICHUS [IpakTuyeckas padora 3
JTIOKYMEeHTOB cuctembl OP /]

4 | Tema 4. Texnonorus OIIK-1, TIK-7 KonTponbuslii TecT 4.
00paboTKH yIpaBIeHYECKIX [Ipaktrueckas padota 4
JIOKYMEHTOB

5 | Temsnl 1-4 OIIK-1, ITK-7 W TOroBbIii KOHTPOJIBHBIN TECT

KonTtponsHas pabora
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3. Iloka3aTeqild M KPUTEPUH OIEHHMBAHHMS KOMIeETeHUMH mNMo 3Tanam (opMHUPOBAHUS,
ONMHCaHUEe IIKAJ OLeHUBAHUS

Iloka3arenu
ITAMbI MOCTHKEHHUS Kpurepuu oneHnBanus pe3y/jibTaToB 00y4eHHs
OCBOEHUS 32/JaHHOTO YPOBHS
KOMIIeTeHIHU OCBOECHHUS 1 2 3 4 5
KOMIICTeHIU
3HaTh: He | 3maer He Bce [Ommbaercst B | 3HaeT 3Haer:
(OIIK-1, ITK-7) 3Hae | TpeOOBaHUSA  |COCTABICHHH, | TPeOOBAHUA TpeOoBaHUSA
TpeOoBaHUsA T JOKYMEHT000 [ydere, JIOKYMEHT0000 | ITOKYMEHTOO00p
JIOKyMEHTO0000pOTa; 0poTa; XpaHEHUH U | pOTa; oTa;
-TpaBuiIa IIpaBUiIa MCIIONBb30BaHU | COCTAaBJICHMs, | -TpaBUJIA
COCTaBJICHUS, Y4YerTa, COCTaBJICHUs, [I JOKYMEHTOB | yderTa, COCTaBJICHUS,
XpaHeHHs u yuera, B XpaHeHUs U | ydera, XpaHEHHUS
UCTIOJIb30BaHUs XpaHeHUs W |OpraHu3alluy, | UCIOJIB30BaHU | U
JIOKYMEHTOB (B TOM HCTOIb30BaHU [HacTHUHO 1 JOKYMEHTOB | MCIOJb30BAaHUSA
qrcie ST TOKYMEHTOB [3HAET : (B TOM umcIe | TOKYMEHTOB (B
OTPaHUIEHHOTO (B TOM umcne | - TPUHOWIBI | OTPAHUYCHHOT | TOM qrcie
JOCTYyIa) B OTPaHWYEHHOT | U  IpaBWJIa | O JOCTyIa) B | OTPAaHHYEHHOTO
OpTaHM3alNH, 0 JOCTyma) B | MOATOTOBKHM | OpraHU3allUH, | AOCTYIIA) B
- NpUHIOUIBI U OpraHM3anyy, | WHGOPMAIMO | - TPHHIUNGI U | OPraHU3ALUH,
IpaBwia MOATOTOBKU - MIPUHIMIB ¥ | HHO- IIpaBuIIa - NPUHOWOBL |
Tepmbiii I/IH(i)OpMaL[IiIIOHHO- IIpaBUiIa CIPAaBOYHOH | TOATOTOBKHU IpaBuiIa
ran CIPaBOYHOMH u MIOJITOTOBKH U UH(OPMALMOH | MOJArOTOBKH
METOANYECKOH nH}pOpPMALMOH | METOAMYECKO | HO- UH(OpPMaLMOHH
JIOKYMEHTAlUH, HO- u CIIPABOYHOH U | O-CIIPAaBOYHOM M
- HOpPMaTUBHO- CIPAaBOYHOU M | JNOKYMEHTall | METOIUYECKOH | METOIUYECKOU
MIPaBOBYIO 6a3y METOJMYECKON | U, JOKYMEHTAIH | TOKYMEHTAIUH,
OpTaHM3aIN JOKyMEHTAlll - HOPMAaTHUBHO- | , YacTn4HO | - HOpPMaTHUBHO-
JIeTIONPON3BOJICTBA U u, TIPaBOBYIO 3HaeT - | mpaBoByro 0a3y
BE/ICHUSA 6azy HOPMAaTHBHO- OpTaHM3aINH
JIOKyMEHTO000O0poTa OpTaHM3aI{ | MPABOBYIO JIeTIONIPON3BOJICT
Ha NPEANPUSATHAX U JenonpounsBo | 6asy Ba ¥ BEACHUA
OpraHU3aIHIX JICTBa U | OpraHu3anuu JIOKYMEHT0000Dp
BEACHUS JIeNIOTIPOM3BO | OTa Ha
JOKYMEHTOO | CTBa U | IPEANpHATHIX U
6opoTa  Ha | BeleHHA OpTaHM3aAIHAX
NpeanpusIThsl | JOKyMeHT0000
X u | poTa Ha
OpraHu3aIys | NpPeAnpHATUSIX
1 OpraHu3anus
Ymern: He ©Ommbaercsas  [[IpaBuibHO Criocoben Ymeer
(OIIK-1, ITK-7) yMee | BbIOOpe MpaBHJI [OTIpEessieT BBIIIOJIHATD COCTaBIIATD,
— COCTaBJIAITH, T COCTaBJICHUS  [CYLIHOCTh COCTAaBIIATh, 00pabaThIBaTh,
00pabaThIBaTh, 00paboTkuy, Bagaydu, HO 00pabaThIBaTh, | MCIOJIB30BATH,
UCIIOJIB30BATh, JBIDKEHUS, mormyckaer HCIIONIB30BaTh, | XPaHUTh u
XpaHUTb u XpaHEeHUs U OmINOKH B XpaHUTh U YUUTBIBATD
YUUTHIBATD HCTIOIb30BaHUs [BEIOOpE YYUTHIBATh yIpaBIeHIECKUE
yIpaBIeHIECKUE JOKYMEHTOB (B [IpaBHII YIPaBIEHYECK | JTOKYMEHTHI
JIOKYMEHTBI TOM YHCIIE COCTaBIICHUS, | W€ JOKYMEHTHI | OTKPBITOTO u
Bropoit OTKPBITOTO u OTpaHUYEHHOT0 [00paboTKH, OTKPBITOTO U 3aNUIICHHOTO
yram 3aIIUIIEHHOTO JIOCTYTIa) B ITBYDKEHUS, 3alIMIIEHHOTO | JIOKYMEHTO00Op
JOKYMEHTOO00pOTa, OpraHM3aly  [XpaHEHUS U JIOKyMeHT0000 | oTa,
TOTOBUTh TUNA U MCIIONB30BaHU | POTA, TOTOBUTh
nH(popManMoHHO- 9JEKTPOHHBIX, [ JOKYMEHTOB | TOTOBUTH nH(pOpMaMOHH
CIIPaBOYHbIE (B TOM umcCIe nH(OpMaNMOH | O-CIIpaBOYHbIE
JIOKYMEHTHI, OTPaHUYEHHOT | HO- JIOKYMEHTEI,
HEOOXOAUMBIC JIJISt 0 JTIOCTyTa) B CIIpaBOYHbBIC HEO0X0JUMBIC
HPUHATHSL OpTaHM3aluy | JOKYMCHTBHI, JUISL TIPUHATHS
YIIPaBIEHYECKUX TUIA U HEOOXOANMBIE | YIPaBIEHUECKUX
pelieHuii DIIEKTPOHHBIX | IJISI TPHHATHS | pEIICHUH
YIIPaBICHYECK
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HX PEIICHUI
Baagers (OIIK-1, He YactnaHo Bianeer Bianeer Bimaneer
MK-7) BJIaJ | BilaxeeT COBPEMEHHBI | COBPEMEHHBIM | HaBBIKAMH
HaBbIKaMH €eT HaBbIKaMH MH u COCTaBJICHUA,
cocTaBIIeHUs, cOopa, COCTAaBJICHMS, TEXHUYECKAM | TeXHHUECKUMH | cOopa,
XPaHEHU, coopa, u CpelCTBaMy, XpaHEHU,
O6pa6OTKI/I n ydeTa XpaHCHUA, CpeacTBamu, IPaKTUICCKUM O6pa6OTKI/I n
,HOKyMeHTI/IpOBaHHOﬁ 06pa6OTKI/I u | HO n MCTOJlaMH, yueTa
I/IH(l)OpMaI_II/II/I, B TOM ydeTa JOITyCKacT crocodamMu u JOKYMCHTHUPOBa
qucie JOKYMEHTUPO | OMIMOKHU IIPH | CPENCTBaMH HHOWU
OrpaHUYCHHOT'O BaHHOM peajusanuun NoJIyueHus, I/IH(l)OpMaHI/II/I, B
JoCTyma, nHpOpPMALUHN, | METOJOB, XpaHeHus, TOM quCIe
HaBBIKAMU B TOM dmHcie | crocoOoB U nepepaboTKu OTPaHUYEHHOTO
HCIIOJIb30BaHMs OTPaHWYEHHOT | CPEICTB nHpOpPMANUH, | JOCTYTIa,
IMOATOTOBKH 0 J0CTYy1Ia, TIOJTy4CHUS, YactuaHo HaBBIKaAMH
I/IH(I)OpMa].[I/IOHHO- HaBbIKaMH XpaHCHHA, BJIaaCCT HCIIOJIb30BaHUA
CIIpaBOYHBbIX, HCIIOJIb30BAaHU Hepepa60T1<H HaBbIKaMU MOJATrOTOBKH
Tperuii HOPMAaTUBHBIX U s TOJTOTOBKM | MH(GOPMAIMK | UCIOJBb30BAaHH | MH(GOPMAIMOHH
oTall MCTOANYCCKHUX I/IH(bOpMaHI/IOH s IMMOATOTOBKH 0-ClIpaBOYHBIX,
JIOKyMEHTOB B CBOEH HO- UH(OPMALMOH | HOPMATUBHBIX U
npogeCcCUOHATBHOM CIIPaBOYHBIX, HO- METOJUYECKUX
JACATCIBbHOCTH, HOPMaTUBHBIX CIIpaBOYHbIX, JOKYMCHTOB B
HaBbIKaMH BCICHUA u HOPMATHUBHBIX cBoCH
Z[OKyMeHTOO60pOTa n METOAUYECCKHX u HpO(beCCI/IOHaJ'IB
ACIOIIPOU3BOACTBA JAOKYMCHTOB B METOAUYECCKHNX HOM
19:1037 JAOKYMCHTOB B ACATCIBHOCTH,
npogeccrona cBoeil HaBBIKaMU
JIBHOM mpo)eCCHOHAT | BEICHUS
JeSITeTIBHOCTH, bHOU JIOKYMEHT0000D
HaBbIKAMHU JACATCIBHOCTHU oTa u
BCIACHUA JACJIOTTPOU3BOACT
JIOKyMEHT000 Ba
opoTa u
JIETOTIPOU3BO T
CTBa
4. IIIkajnl OeHNBAHUA
(0anIbHO-PEHTHHIOBAsA CHCTEMA)
Buj yueoHoii paGoThbl, 32 KOTOPYIO CTABATCS 0aJJIbI BaJbl
VYuactue B Online 3aHATHUSIX, MPOCTYIIMBAHHE BUJICO JICKIUH 0-5
KoHTposnbHbli TeCT K Teme 1 0-6
KoHTponbHBIi TECT K Teme 2 0-6
KoHTposbHbIHN TECT K TEME 3 0-6
KonTponbHblil TECT Kk TeMe 4 0-7
ITpakTyeckas pabora 0-10
KOHTPOJIBHAA PABOTA 0-30
NTOI'OBbIM KOHTPOJIBHBIN TECT 0-30
BCEI'O 0 -100
banbHas mikaJja oueHKH
Ouenka (3auer) bamabl
He 3aureHo MeHee 51
3a4yTeHo 51-100
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5. Tunosble KOHTPOJILHBIE 321aHUSI WM HHbIE MaTepHaJbl, HE00X0AMMbIe 1JIsl OEHKH
3HAHMIi, yMeHMii, HABBIKOB U (/M) ONBITA AeATEIbHOCTH, XapPaAKTePU3YIOLIUX ITANBI
(popMHpoOBaHUSI KOMIIETEHIIUI TPH U3y4YeHUH Y4eOHOM JUCHHUILIMHBI B IIpoLecce 0CBOCHUS!
o0pa3oBaTe/IbHON NPOrPaMMBbl

5.1. TunoBo¥i BapHaHT 3aaHUs HA KOHTPOJILHYIO padoTy
«JloKyMeHT Kak crioco0 (uKcaluy yrnpapiaeHYeCKOM HH(pOpMaMU U UHCTPYMEHT YIPaBICHUS).
5.2. TUNOBOIi TeCT MPOMEKYTOYHOM aTTeCTAIINU
1. Perucrpauust JOKyMEHTOB — 3TO:
1. 3anuch yyeTHBIX JAHHBIX O JJOKYMEHTE 10 YCTAHOBJIEHHOH (opme, GpuKcHpyromed pakTt
€ro CO3/1aHusl, OTIIPABJICHUS WM MTOIY4YEHHUS,
2. IpOCTaBJICHHUE JaThl U PErMCTPALMIOHHOTO HOMEpA Ha JJOKYMEHTE,
3. 3aIOJIHEHUE PETUCTPATMOHHON (POPMBI, YCTAaHOBJIEHHON B OpraHU3aIHH.
2. YCTaHOBUTE COOTBETCTBUE MEXJY NMPUUMHAMMU, NPEHSATCTBYIOIMMH CBOEBPEMEHHON MOJATrOTOBKE
1 UCTIOJTHEHHIO IOKYMEHTOB, M ONTUMAJIbHBIMU CI10CO0aMU IPEOAOTIEHUSI STUX IPUUMH!

HesddexTuBHBII  KOHTPOJIL  3a | mepepacipenesieHue KOHTPOJIBHBIX (DYHKIHA MEXIY
000pOTOM JJOKYMEHTOB pabotHukamu ciyx6sl IOV, crporoe pacmnpexneneHue
00s13aHHOCTEN MEXKy HUMU

Henocratounoe o0ecrieyeHue | JOyKOMIUIeKToBaHue ciayxObl JIOY corpyaHukamu,
IIPOLIECCOB WCTIOJIHEHUS | TEXHUKOMU, IIEPECMOTP TEXHOJIOTHUHU ONIEPATUBHBIX padoT
JIOKYMEHTOB

HerotoBHOCTH K  HCIOJHEHUIO | pE3€PBUPOBAHUE JIOTIOJIHUTEIIBHOTO BpPEMEHU,
JIOKyMEHTOB B OIIEpaTUBHOM | 3a0J1aroBpeMeHHas pa3paboTka THUIIOBBIX u
pexuMe (dopMann30BaHHBIX JIOKYMEHTOB

3. YcraHOBHTE MOCIIEA0BATENILHOCTD 3TAIOB 00Pa0OTKH UCXOIALIMX IOKYMEHTOB:
1. CocraBieHre npoekTa OTBETHOTO WJIM MHUIIMATUBHOIO JOKYMEHTA
2. CoryacoBaHue, BU3SUPOBAaHUE
3. [lonnucanue u yreepxaeHue (Ipyu He0OXOUMOCTH)
4 .Perucrpanus.
4. YcraHOBUTE MOCIIEI0BATENILHOCTD MPOBEACHNS BHYTPEHHETO COTJIACOBAHMSI IPOEKTOB UCXOSIIUX
JOKYMEHTOB:
1. C pyHKUIMOHATBHBIMY NTOAPA3/IETCHUSIMU
2. C ¢unaHCcOBOH ciy)00H
3. C ropuaunueckoi ciyx00ii
4. C 3aMecTUTENIsIMU PYKOBOJUTENSI OPraHU3alMK, BEAAIOIIMMHI BOIIPOCAMH, YKAa3aHHBIMU B
IPOEKTE JOKYMEHTa

6. MeToanyeckue MaTepUaJIbl, ONpeessIONIne NPOoUeAyPbl OLleHUBAHUS 3HAHU, yMEHMIA,
HABBIKOB M (MJIM) ONBITA 1eSATEJIbHOCTH, XaPaKTEePHU3YIOIIMX 3TANbl (POPMUPOBAHUS
KOMIIeTeHI Ui

6.1 ITOroBBIN KOHTPOJIBHBIN TECT TOCTYIIEH CTYACHTY TOJIBKO BO BPEMsI TECTUPOBAHHUSI, COITIACHO
pacnycaHus 3aHATUH WM B YCTAHOBJIEHHOE JIEKaHATOM BPEMSI.
6.2. CtyneHT nHGOPMHUPYETCS O pe3ysbTaTax TeKyIIeH yCIeBaeMOCTH.
6.3 CtyneHT noiy4yaet HH()OPMAIIHIO O TEKYIIEH yCrieBaeMOCTH, HAUUCIICHIUH OOHYCHBIX 0aJlioB U
JIOIIYCKE K IPOLEAYPE UTOTOBOTO TECTUPOBaHUA OT npenojasarens niau B DOC.
6.4. [IpousBoautcs uaeHTU(GUKALMS TUYHOCTH CTYIEHTA.
6.5. CtyneHTaM, JOMYIIEHHBIM K MPOMEKYTOYHOM aTTECTAllMH, OTKPHIBAETCS UTOTOBBIN
KOHTPOJIbHBIN TECT.
6.6. Tect 3aKkppIBaeTCs CTYAEHTOM JIMYHO 110 3aBEPIICHUN TECTUPOBAHUS WIM ABTOMATHYECKH 110

HUCTCUCHUU BPCMCHU TCCTUPOBAHMUA.
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