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Pabouas mporpamma AMCUMIUIMHBI COCTaBI€HA B COOTBETCTBUU C aKTyaJM3UPOBAHHBIM
denepanbHbIM TOCYJApCTBEHHBIM 00pa30BaTeNIbHBIM CTAaHAAPTOM BBICIIErO O0pa3oBaHUS —
OakanmaBpuaT 1Mo HamparieHuto NoarotoBku 38.03.02 MeHemKMEHT, yTBEpKIEHHBIM IPHKA30M
MuHucTepcTBa HayKu U BbIciiero oopazoBanus Poccuiickoit @enepanuu ot 12.08.2020 Ne 970

Pazpabotunku paboueit mporpaMMbl JUCIUATUIAHBL:

JI.IEI.H., JOLEHT, = ¢

1.0. 3aB. kKadenpoii DuE]] C 7 =0 J.H. [leBaTioBckuit

PyxoBonurens OIIOII,

J.IICO.H., JOLCHT, P // 7 x@

1.0. 3aB. kadeapoit DuE]] R J.H. JleBaTiioBCKUit
JIOJKHOCTb, YUEHas CTENEHb, YUEHOE 3BaHUE MOANNCH N.0. amunus

Pabouass mporpamma IHUCIUIUTHHBI PAacCMOTpPEHA HA 3acelaHuH Kadeapsl SKOHOMHUYECKHX H
€CTECTBEHHOHAYYHBIX JUCIUILINH

ot «31» mapra 2023 r. mpoTokoin Ne 2
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Pabouas mporpamMma AMCLUMIUIMHBI PACCMOTpPEHAa Ha 3aceJaHUHd HayYHO-METOJWYECKOro COBEeTa
¢bunmnana

ot «11» anpenst 2023 r. npotokos Ne 2
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Pabouas mporpamma aucuumiauHbel yrBepxkiaeHa B cocraBe OIIOIl pemenunem YueHoro coseTa
CubIl'Y um. M.®. PemerneBa Ne 11 ot 30.06.2023 r.



AHHOTALINA
PaGoueit mporpaMMbl JUCIUILTAHBI
JlokyMeHTHpOBaHMeE YIIPABJICHUYECKOM AesITeJIbHOCTH

(HaMMEHOBaHUE JUCLUIUINHBI)

HanpaBneHne NnOoAT0OTOBKH

38.03.02 MeHemKMEHT

HanpasJjeHHocTs (mpoguiib)

Ynpasnenue Ou3Hec-mpoleccaM Ha MPEeANPUSTHI

O0BeEM IUCIUIUIMHEL COCTABIAET 3 3aueTHbIE enuHuibl, 108 gacos.

Hean 1 3anpaumn u3ydeHusl AUCHUATITIHHBI

Ienp nzyuenus
JUCIUTIITUHBI

NOJy4YeHHEe  CTYIACHTAMH  CHUCTEMBbl  3HAaHMH W YCBOGHHE  CTYACHTaMu
OCHOBOIIOJIAramomero Habopa cBeJeHHMH B o0mactu O(OpMIIEHHsST JOKYMEHTOB M
OpraHM3aIMy IOKYMEHTO000pOTa Ha MPEAIIPUSTHH.

3agauu U3y4eHus
JUCIMIIJINHBI.

- odopmieHne pPEKBU3UTOB U OJaHKOB  OpPraHU3alMOHHO-PACTIOPSAUTEILHON
JIOKyMEHTALUH;

- opopMIIeHHE OpraHU3alMOHHBIX, PACTIOPSAUTEILHBIX, HHPOPMAIIIOHHO-CITPABOYHON
JOKYMEHTAINH, JOKYMEHTALUH 110 JHYHOMY COCTaBY;,

- U3yYEHUE U COBEPIIEHCTBOBAHUE JIEJIONPOU3BOJICTBA HA IIPEIIPUSITHH.

Hepeqeﬂb IVIAHUPYEMBIX PE3YJIbLTATOB oﬁyqe}mﬂ no TUCHHUIIIMHE, COOTHECCCHHbBIX C
YCTAHOBJIECHHBIMH B IIPOrpaMMe HHAUKATOPAMM TOCTHKCHUSA KOMHeTeHHI/Iﬁ

Kon Coneprxanne WNumukarops! noctmwxernus | [ImaHupyemble pe3ynbTaThl 00ydeHHs 10 TUCIUIUIHHE,
KOMIIe- KOMITCTEHIINT KOMITETECHIINN COOTHECEHHBIE C YCTAHOBICHHBIMH B TIPOTpaMMe
TEHIUHU WHIMKaTOPaMHU TOCTHKEHHUS] KOMIIETCHINN
VYK-11 |Cmocoben VYK-11.1. [Ipumenser 3HaTh:

¢dbopmupoBath OCHOBHBbIE MPUHIINTIBI 1. ocoGeHHOCTH O(OPMIIEHHS JOKYMEHTOB M OpraHU3alUH
HETepIUMOoe HPOTUBOACHCTBUS JIOKyMEHTO0000pOTa C Y4€TOM aHTUKOPPYMNIIHOHHOTO
OTHOLICHHE K HPOSIBJICHUSIM 3aKOHO/IaTEJIbCTRA.

MIPOSIBJICHUSIM 9KCTPEMHU3Ma, YMmers:

IKCTPEMHU3Ma, Teppopu3Ma, KOpPYIUUH U | 1. 0hOpMIATh TOKYMEHTHI U OPraHU30BbIBATh
TeppopusMa, OCHOBHBIE MEpBHI, JIOKYyMEHTOO0OPOT C y4€TOM aHTHKOPPYIIIHOHHOTO
KOpPYNIHOHHOMY HarpaBJIeHHbIE Ha 3aKOHOJIATENIBCTBA.

TIOBEICHUIO U MIPOQUITAKTUKY Bnanets HaBbIKaMu:

MIPOTUBOAEHCTBOBATH |9KCTPEMHU3Ma, TEPPOPHU3Ma | 1. cocTaBIICHHS IOKYMEHTOB M OPTaHU3aIN

UM B 1 KOPPYHIMOHHOTO JIOKyMEHTO0000pOTa C YI€TOM aHTHKOPPYNIIHOHHOTO
poQeCcCHOHANBHON | TOBEICHUS. 3aKOHOJIATENICTBA .

JIeATEeNIbHOCTH YK-11.2. lemoHcTpHpyeT

HO3HaHUs B 00J1aCTH
IIPABOBOTO PETYIMPOBAHUS
MIPOSIBJIEHUI 3KCTPEMU3MA,
Teppopu3Ma 1
KOPPYIIIHOHHBIX (HhOpM
MOBEJICHMUSL.

VK-11.3. OuenuBaer
IIPUHUMAEMBbIE PELIEHUs C
Y4€TOM 3aKOHOJAATENIbCTBA
0 MPOTHUBOACUCTBUU
SKCTPEMU3MY, TEPPOPUMY
U KOPPYNLIMOHHOM
JIeSITeITHHOCTH.

Mecto nucnuminnabl B crpykrype OINOII

Hucnumnuna «JlokyMeHTHpOBaHHE yrpaBieHueckoi nestensHocti» (B51.0.19) Bxomut B
o0s13aTenbHyI0 YacTh 070ka b1 «/lucuurmmab! (MOLyH)».

N3yuenue xypca cBs3aHo ¢ qucuurninHamu: «IIpaBoBenenue».




3HaHUSA, yYMEHUS W HAaBBIKM, IOJYYEHHbIE B XOJE€ HU3YYEHHUS JUCUUIUIMHBI, SBISIOTCA
HEOOXOAMMBIMU JJISI  HM3y4eHHs JUCUUIUIMH: «/lemoBele KoMMyHHMKanumy», «Kommepueckas
NesTeNbHOCTh mpennpusitust (opranuszanuu)», «llmanupoBanue Ha npeanpustun», «OCHOBBI
BHEUTHEAKOHOMUYECKON AESITEIbHOCTU MPEANPUITUS (OpraHU3aI|H)».

Kpatkoe cogepxaHue Iy CHMIIMHBI

Paznen 1. O6mue TpeboBanus K 0OPMIICHUIO TOKYMEHTOB;

Pasznen 2. OpranuzanmonHas JOKyMEHTaLus,;

Pasnen 3. PaciopsiaurenbHas 1 nHGOPMALIMOHHO-CIIPABOYHAS TOKYMEHTALIUS;
Paznen 4. JlokymeHTanus 1o JUYHOMY COCTaBY;

Paznen 5. Opranuzanus 10KyMEeHTOO000POTA;

Pa3znen 6. Perucrpanus 10KyMeHTOB,;

Paznen 7. Homenkiiarypa u TeKyllee XpaHeHue Je,;

Paznen 8. Jlenoast nepenucka.

dopMa NPOMEeKYTOUYHOM aTTecTAllUN

3avyer.
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1. Heap u 3apa4m M3y4YeHHs: AUMCUUNIMHBI
1.1. | Llens u3yyeHusl | MOJy4YCHUE  CTYJACHTAMH  CUCTEMbl 3HaHM ¥  YCBOGHUE  CTyJICHTAMH
TUCTIATLTAHBI OCHOBOTIOJATAIOMIET0 HAa0opa CBeAeHWH B 00JacTh O(OPMIICHHS JOKYMEHTOB W
OpraHM3aliy JOKYMEHTO000pOTa Ha MPEATIPHUSITHH.
1.2. | 3agaun - o(opMIICHHE pPEKBU3UTOB M OJIAHKOB OPTraHU3AlMOHHO-PACTIOPSAUTEIHHOMN
W3YYCHUS JIOKYMEHTAIVH;
TUCTIATLTHBL - odopmileHHE OpPTaHM3AMOHHBIX, PACMOPAAUTEIBHBIX, WHPOPMAIMOHHO-
CIIPABOYHON JIOKYMEHTAIUH, JOKYMEHTAIIUU 110 JTJUYHOMY COCTaBY;
- U3YYCHHE U COBEPIIICHCTBOBAHUE JICJOMPOU3BOCTBA HA IPEANPHUSITHH.
2. IlepeyeHb NIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHSI 0 TUCIUIJINHE, COOTHECEHHbIX

C YCTAHOBJICHHBIMH B IIpOorpamMmMe HHIAUKATOPpaMHU JOCTUKCHUS KOMIIeTeH LIt

Kon Coneprxanue Wupukatops! noctmxkenus | [LmaHupyembie pe3ynbTaThl 00yUCHHs [0 TUCIUIUINHE,
KOMIIe- KOMIICTCHIINU KOMIICTCHITHH COOTHECEHHBIC C YCTAHOBJICHHBIMHU B MIPOTPaMME
TCHIMH WHIUKATOPaMH JOCTHKCHHS KOMIICTCHIIUN
VYK-11 |Cnocoben VYK-11.1. [Ipumensier 3HaTh:

(dhopmMupoBath OCHOBHBIC MTPHUHITUITBI 1. ocobeHHOCTH 0POPMIICHHS JOKYMEHTOB U OpraHU3aluu
HETEePIIHMOE MIPOTHBOACHCTBUS JIOKYMEHTO000POTa C YIETOM aHTHKOPPYMITHOHHOTO
OTHOIIICHHE K TIPOSIBIICHUSIM 3aKOHOJATEJIbCTBA.

TIPOSIBIICHUSM SKCTpEMHU3Ma, YMmeTh:

IKCTpEMHU3Ma, TeppOpH3Ma, KOpPYHIHH 1 | 1. 0hopMIIATE TOKYMEHTHI H OPTaHHU30BHIBATh
TeppopHu3Ma, OCHOBHEIC MEEI, JIOKYMEHTOO0O0POT € y4ETOM aHTHKOPPYIIIHOHHOTO
KOPPYIIIHOHHOMY HaTpaBJICHHBIC Ha 3aKOHOJATEJIhCTBA.

MTOBEICHUIO U MPOPUIAKTHKY Bnagers HaBBIKAMMU:

MIPOTUBOACHUCTBOBATE |IKCTPEMHU3Ma, TeppopH3Ma | 1. COCTaBICHMS JOKYMEHTOB U OpraHU3aIuu

UM B U KOPPYIIIHOHHOTO JIOKYMEHTO000pOTa C YIETOM aHTHKOPPYMIIHOHHOTO
npodeCcCHOHANBLHON | TOBEICHUS. 3aKOHOJIATENBCTBA .

JIeATEeNIbHOCTH YK-11.2. lemoHcTpHpyeT

MO3HAHUS B 007aCTH
MIPaBOBOIO PETYJINPOBAHUS
MPOSIBIIEHUH SKCTPEMU3MA,
TeppopU3Ma U
KOPPYIIIHOHHBIX (hopM
MOBEACHHUS.

VYK-11.3. OnenuBaer
MPUHUMAaEMbIE PEIICHUS C
y4eTOM 3aKOHO/IaTeNLCTBA
0 MPOTHUBOJEHCTBUU
JKCTPEMU3MY, TEPPOPUIMY
U KOPPYNLIMOHHOM
JIESITEILHOCTH.

3. Mecrto nucuunimmHbl B ctpykrype OINOIT

Juctumummaa «J{okymMeHTHpOoBaHUE yrpaBieHueckol nestenbHOCTH» (B1.0.19) BXOmuT B
00s13aTenbHYI0 YacTh O610ka b1 «/lucuumanHb! (MOIYIIH)».

N3yuenue kypca cBsizaHo ¢ qucuunianHaMu: «I[IpaBoBenenue».

3HAaHMS, YMEHMsSI M HaBBIKM, IIOJIyYEHHBIE B XOA€ H3Y4YEHMsI IUCLUIUIMHBI, SIBIISIFOTCS
HEOOXOIUMBIMU  JUISl M3YyYEHUS JUCIUILINH:
NESTENBHOCTh IPENNPUITHS  (OpraHU3aLMN)»,
BHEIIHEAKOHOMHUYECKON AEATEIbHOCTU NPEANPHUATUS (OpraHU3aLyn )».

«Kommepueckas
«OCHOBBI

«/lenoBele  KOMMYHHMKaLUW»,
«[InanupoBanue Ha MNpPEANPUATUN?,



4. O0beM IMCUMILITHHBI M BUIbI Y4e0OHO# padoThI

OO01mast TpyA0eMKOCTh JUCIUILIINHBI COCTaBIsET 3 3aueTHbIe eauHuilbl, 108 yacoB

Bcero 3aueTHbIx Cemectp
Bun yae6HOI paboTh eaNHUI] (aKa1.9acoB) 2
O61ast TPY10eMKOCTh JHCIMILIHHBI 3(108) 3(108)
KonTakTHas padoTa ¢ npenoaaBarejiem: 2(72) 2(72)
3aHATHS JIEKIIMOHHOT'O TUIIA 1(36) 1(36)
3aHSTHS CEMHHAPCKOTO THIIA 1(36) 1(36)
B TOM YHCJIC: CEMHHAPBI
MPaKTHYECKUC 3aHATHS 1(36) 1(36)
MPAKTHKYMBbI
nmabopaTopHbEIE PadOTHI
JPYTHe BHU]IbI KOHTAKTHOM paboThI
B TOM YHCJIE: KYPCOBOE MPOCKTUPOBAHKE
IPYIIOBBIC KOHCYJIbTAIHH
WHJIUBH/YaJIbHbIC KOHCYJIbTAIMN
WHbIC BUJIbI BHEAYTUTOPHOI KOHTAKTHOM pabOThI
CaMocTosiTeIbHast padoTa 00y4YaroIHXCs: 1(36) 1(36)
usy4yenue teoperndeckoro kypcea (TO) 0,5 (18) 0,5 (18)
pacueTHO-rpadudeckne padbotsl (PT'P)
pedepar, scce (P) 0,5(18) 0,5(18)
kypcooe npoektupoBanne (KP/KII)
KOHTpoJbHBIE padoTsl (KH.p)
Buja npoMe:KyTo4HOI aTTecTaumnu (3a4eT, IK3aMeH) 3a4eT 3a4eT
5. Conepxanue IMCUMILIHHBI
5.1. Pa3)1e.111)1 AUCHUIIJIMHBI U BU/IbI 3aHATHH
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1 Pa3nen 1 O0umue Tpe6oBanus K 0pOPMJIEHHIO JOKYMEHTOB
PexBu3UTHI 1 OJIaHKH
1.1 | opraHW3anMOHHO-PACTIOPSIUTEIbHON 4 4
JIOKYMEHTAIIMH
2 Pa3gen 2 Opranu3annoHHasi JOKYMeHTAIUS
VYcrap opranuzanuu, ohopMIIeHHE
HOJIOXKEHHH, TOTDKHOCTHAS
2.1 HMHCTPYKIIMSA, CTPYKTypa U IITaTHAs 4 8 4
YHCIICHHOCTh MEPCOHAA, ITATHOS
pacrnucaHue VK-11
3 Pa3nen 3 PacnopsagurenbHas 1 ”HGOPMATHOHHO-CIPABOYHAS TIOKYMEeHTAIAS
3.1 PacnopsinurenbHasi JOKyMeHTalus 4 10 4
NHbopMalnoOHHO-CIIPaBOYHAS
32 dopma P 4 10 4
JIOKYMEHTAIHSI
4 Paznen 4 JlokyMeHTALUS M0 JIMYHOMY COCTABY
JlokyMeHTaluMs1, UCTIONIb3yeMast PU
4.1 npreMe Ha paboTy, epeBo 4 8 4
paboOTHHKA Ha IPYTYIO0 paboTy U




4

YBOJIbHEHUH | | |

5 Paznesn 5 Oprannsanusi J0KyMeHTO000POTA

IIpoxoxeHre U MOPSI0K UCTIOTHECHUS
BXOJIAIINX JOKYMEHTOB, MPOXOXKACHHE
HCXOJISIIUX TOKYMEHTOB,
MPOX0XK/JICHUE BHYTPEHHUX
5.1 JIOKYMEHTOB, paboTa C 4 4
KOH(HUICHIINATHHBIMH CITyKeOHBIMH
JIOKYMEHTaMH C YUETOM
AHTUKOPPYIITHOHHOTO
3aKOHOATEeILCTBA

6 Paznen 6 Perucrpanusi JOKyMeHTOB

6.1 PeFI/ICTpaIII/IH, HHACKCAIUA U KOHTPOJIb 4 4
) HCIOJIHCHUSA TOKYMCHTOB

7 Paznesa 7 HomeHKiIaTypa H TeKyliee XpaHeHHe el

CocraBieHre HOMEHKJIATYp Jell,
(hopMuUpoOBaHUE U TEKYIICC XPAaHCHUE
JIeTI, OTiepaTUBHOE XpaHEeHHe 4 4
JOKYMEHTOB C Y4€TOM
AHTUKOPPYIIIMOHHOTO

3aKOHOJIATEIIbCTBA

7.1

8 Pasnen 8 IloaroroBka aeia K ciade B apxuB

8.1 [ToxroToBKa A€y K cade B apXuB 4 4

Hroro 36 36 36

[Iporpammoi#t  AUCHMIUIMHBI  «J[OKYMEHTHpOBAaHUE  YIPABJICHYECKOW  JESTEIBHOCTH
MPEIYCMOTPEHBI 3aHATHS JCKIHOHHOIO THIA, 3aHATHS CEMHUHAPCKOrO THIA M CaMOCTOSTEIbHas
paboTa oOyJarommxcs.

Ha 3aasarusax CCMHUHAPCKOI'0 TUITA BBITIOJIHAIOTCS NPAKTHYCCKUC pa60TI>I.

CamocTtosTenpHas paboTa mpearnoaaraeT u3ydeHrne 00y4armuMUcsa TeOPETUIECKOro Kypca u
Harnucanue pedepara.

Jnst  3ariaHUpOBaHHBIX BUAOB 3aHATHH pa3paboTaHbl y4eOHO-METOAMYECKHE MaTepualbl,
KOTOpbI€ BKJIIOYEHBl B COCTAaB AJIEKTPOHHOIO Yy4eOHO-METOJMYECKOTO KOMIUIEKCA IUCLUILUIMHBI
(OYMK]) «/lokyMeHTHPOBaHUE YIPABICHICCKON IeITeIbHOCTH [5].

5.2.  3aHATHA JEeKUHOHHOI'0 TUIIA

Ne Paznen/tema Kpatkoe conepxaHnue
TEMBI JUCTTUTUTAHBI JICKIIMOHHOTO 3aHATHUS
1 Pasznen 1 O6mue TpedoBanus K 0popMJIEHHI0 JOKYMEHTOB
[MonsTre, QyHKIHMH, KIacCUDUKAIIHS OpraHu3aluOHHO-PACTIOPATUTEIHHON
nokymentanuun  (OPJI), npaBmwia odopmienns OPJl  ocymecTBiusiercs B
PexBm3utel 1 OaHku  |cooTBeTCTBMHM ¢ HOpMamu u TpeboBammamu ['OCT P 6.30-2003 wu Tumosoii
11 OpraHU3alMOHHO- UHCTPYKLIUU 10 JIEJIONPOU3BOICTBY.
' pacnopsAuTeIbLHON PexkBU3UTBl JOKYMEHTOB, HUCHONb3yeMble TIpU MOJATOTOBKE M O(OPMIICHUH
JIOKyMEHTaLuU JIOKYMCHTOB, WX XapaKTePUCTHUKA, TOPSIOK OQOPMIICHHS W PACHOIOKEHHE Ha

YIJIOBBIX M POJOJBHBIX OJIaHKaX.

O01mue TpeboBaHus K 0POPMIICHHIO M BHJIbI OJaHKOB JOKYMEHTOB.

2 Paznea 2 Oprann3anuoHHasi JOKYMeHTaIus

(OCHOBHBIE TIOJIOKEHUS U CTPYKTYpa yCTaBa OpraHU3aluH.

[ToHsiTHE, PEKBU3UTHI TMOJIOKEHHS OpraHU3alud. XapaKTepUCTHUKA COJepIKaHHs
pasneros.

[MTopsimok pa3pabOTKM IODKHOCTHOW HMHCTPYKIMH W COCTaBICHHS TPYIOBOTO
noroBopa. OOS3aHHOCTH PYKOBOIMTENS NOApa3feleHHs M OTHeda YIpaBICHUS
IIEPCOHAJIOM IO pa3paboTKe OpraHU3alMOHHON JOKYMEHTALUH.

[Topsi 0K yTBEPIKICHUS INTATHOTO PacIICaHUs OPTraHU3aLHH.

3 Pa3gen 3 PacniopsiiuTenbHasi M MHGOPMAIMOHHO-CNIPABOYHAS JOKYMEHTALUSA

YcTaB opraHu3anyu,

o opMIICHHE TTOJIOKCHUH,
JIOJDKHOCTHASI HHCTPYKIIUSI,
CTPYKTYypa U LITATHAS
YHCIIEHHOCTh TIEPCOHANA,
HITATHOE pacrucaHie

2.1




CocTaB ¥ Ha3Ha4YCHUE paCHOpHﬂHTeHLHOﬁ JAOKYMCHTalMH, LICJIN €€ COCTAaBJICHUS.

31 PaciopsiautensHas  (OCHOBHBIE PEKBH3HTHI, MOPSIOK MX PACIONOXKEHUS, COCTaB, CTPYKTypa pEIICHHS,
JOKyMEHTAIHs pacmopsDKeHUs, yKa3aHHWs, TpHKa3a 0 OCHOBHOMY BHAY JICSITENBHOCTH,
MOCTAHOBJICHHUSL.
Hasnauenue, cogepkanne HHPOPMAINOHHO-CIIPABOYHOHN HoKyMeHTanun. OCHOBHBIC
WudopmannonHo- BUIBI JOKYMEHTOB. Ha3HaueHme, oOs3aTelbHBIC PEKBU3HTBI M TIOPSAOK HX
3.2 cIpaBOYHAs pACIIOJIOKEHHS ~ TEJIeTPaMMBI,  TEJICTAWIIOTPaMMBL,  TEIe(OHOTPAMMEL,  aKTa,
JOKyMEHTAIHs JIOKJIaJTHOM, CITy>KEOHOW 3aITMCKH, MMPOTOKOJIA, CIIyKeOHOoro miuckMa. OcoOEeHHOCTH U
9THKA CITYKEOHOHU MepEenucKy.
4 Paznen 4 JlokyMeHTAIUS M0 JIMYHOMY COCTABY
JokymeHTanus, CocraB  KaJgpoBOi  JOKyMEHTaluu, ee Kkiaccuukamus. JlokyMeHTambHOE
UCTIONIb3yeMasi IPH IIPHUEMe |CONPOBOKICHHE NTpHeMa padOTHUKa Ha paboTy, ero mepeBojie Ha JpYyryro padory,
4.1 Ha paboTy, MepeBoA  |yBOJIbHEHHH, O(OPMIICHHUE OYEPETHOTO OTIyCKa.
paboTHHKa Ha Ipyryl0  |YHupuUuupoBaHHble HOPMBI KaJPOBOH JOKYMEHTAIINH.
paboTy ¥ yBOJILHEHUH
5 Pasnen 5 Opranusanus J0KYMeHT0000poTa
[Ipoxoxxnenue u nopsnok |[loHATHE, IPUHIMITEI OPraHU3AIMH JOKYMEHT0000poTa. XapakTepHUCTUKU ITOTOKOB
UCTIOJIHEHUSI BXOIAIINX |TOKYMEHTOB, y4eT 00beMa J0KyMeHTooO0opoTa. [Topsaok mpoxokaeHus 1
JOKyMEHTOB, WCTIOJTHEHUSI BXOASAIINX JOKYMEHTOB, IPOXOKACHUE UCXOMAINX W BHYTPEHHHUX
MIPOXOXKICHNE NCXOMINX |TOKyMEHTOB. OCOOCHHOCTH NpHEMa Iepeiadu, JOCTaBKH JOKYMEHTOB.
JOKyMEHTOB, OcobeHHOCTH PabOTBl € KOH(OMACHIHMAIBHBIMH CIY)KCOHBIMH HOKYMEHTaMH C
51 MIPOXOX/ICHNE BHYTPEHHUX [y4ETOM aHTHUKOPPYIIIIMOHHOTO 3aKOHOJATENbCTBA. TpeOOBaHMSA K XPaHCHHIO H
' JOKYMEHTOB, paboTa ¢ |IBMXCHUIO KOH(PHUACHIMAIEHON TOKYMEHTALNH.
KOH(HICHIINATbHBIMU
CITy’)KeOHBIMHU
JOKYMCHTaMH C Y4€TOM
AHTUKOPPYNILIMOHHOIO
3aKOHOIATEIbCTBA
6 Pazpnen 6 Peructpanus J0KyMEHTOB
TpebOoBanus K periucTpaluy JOKYMEHTOB, IIPOLECC PErUCTPALIUK, BUJIBI JIOKYMEHTOB,
Perucrpanus, nHAEKCAMA [OAJIeKaIMX peructpanyun. CUCTeMbl 1 GOPMBI PErHCTPALUM JTOKYMEHTOB.
6.1 1 KOHTpOJIb ucnoHeHus: |[loHsATHe nHIeKcanuu JOKyMEHTOB, €€ 0COOEHHOCTH.
JOKyMEHTOB [Topsiiok KOHTPOJISI UCTIOTHEHUS! IOKYMEHTOB.
7 Pa3nen 7 HomeHkIaTypa | TeKylllee XpaHeHHe Ae
Cocrasnenne [TonsiTHe HOMEHKIATYphl Jel, ee cocTaB W (opMa, OCOOEHHOCTH CBOIHOM
HOMEHKJIATYp JIed, HOMEHKJIATYPBI JIeJT IPETPHUSATHA.
(opmupoBanue u Texymiee | TpeOboBanus k (OPMHPOBaHMIO M TEKylleMy XpaHeHuio nei. OnepaTtnBHOE
71 XpaHCHUE A€, XpaHCHUEC JOKYMEHTOB C YYETOM aHTUKOPPYIIIIUOHHOI'O 3aKOHOAATCILCTBA.
OIepaTHUBHOE XPaHEHHUE
JOKYMEHTOB C YYETOM
AHTUKOPPYNLMOHHOIO
3aKOHOJIaTEIIHCTBA
8 Pa3zpnen 8 IoaroroBka e K caue B apXuB
HO}IFOTOBKa JOKYMEHTOB K XpPaHCHUIO. 3KCHCpTI/I38. UX ICHHOCTH. OCHOBEBI
ITonroroBka nen k ciade B N
81 apxuB JACATCIBHOCTH SKCIICPTHBIX KOMHUCCHUH, (pyHK[H/H/I " COCTaB.
OdopmiteHne J1e1 1 niepeiada UX Ha apXHBHOE XpaHEeHHe
5.3. 3aHAATHA CEMHMHAPCKOIO THIA
5.3.1. IlpakTHyecKue 3aHATHS
No Paznen/tema HawnmenoBanue u 00beM Kparkoe conepxanue
TEMBI JVCIUTITHHBI MPAKTHYECKOTO 3aHATHS, MIPaKTHYECKOTO 3aHITUS
4acoB
2 Pasnen 2 Opranu3anuoHHast JOKyMEHTaL sl
VYcraB opranuzanum, Llenb pabOTHI: OCBOCHNE HABBIKOB COCTABIICHUSI OCHOBHBIX
odopmiieHHe Tema: OprauzalioHHasl |IOKYMEHTOB OpPraHU3al[MOHHON IOKYMEHTALIUH.
21 TIOJIOXKEHHH, JOKYMEHTAIHS: 3amaya pabOTBI: COCTAaBUTH IIOJIOKEHHE M IITAaTHOE
JIOJDKHOCTHAs TIOJI0’KEHHE U IITATHOE pacricaHue opraHu3annm.

HHCTPYKIHSA, CTPYKTypa |p

1 mTaTHasd YUCJICHHOCTD

acriucanmue (8)




MepcoHana, TaTHoe
pacnucaHue

3 Paznen 3 PacnopsiautenbHast 1 MHGOPMAIIMOHHO-CIIPABOYHAsl JOKYMEHTAIUs
Llens pabOTHI: OCBOSHNE HABBIKOB COCTABIICHUSI OCHOBHBIX
31 Pacniopsiautenshas  |Tema: PacniopsimurensHas |JOKyMEHTOB pacHOpPSIUTENLHOM JOKyMEHTAIUH.
' JOKYMCHTAITHS noxymenrarms (10) 3amada paOoOTBI: HAYYUTBCSA COCTABISATH  OCHOBHEBIC
JIOKYMEHTHI PacHOPAANTEIbHON JOKYMECHTAIIHH.
Tema: Unpopmannonno- |Llexs paboThI: OCBOSHIE HABBIKOB COCTABJICHHUSI OCHOBHBIX
CIIpaBOYHas JIOKyMEHTOB nH()OPMAINOHHO-CIIPAaBOYHON
nokymenTarms (5) JIOKYMEHTAIIIH.
3amadya pabOTBH: HAYYHTBCS COCTABISATH OCHOBHBIC
WudopmannonHo- .
39 cripaBouHas JIOKYMEHTHI HH(OpMaMOHHO-CITPaBOYHOM JOKyMEHTATIMH.
. Ienb pabGoOTHI: OCBOCHHE HABBIKOB CIIY:KEOHOI MEepenucKy.
JOKyMEHTAIHS Tema: MapopmMarmonHo- .
- 3amauya paOOTBI:  U3Y4YHUTH MPUHIUIBEl  COCTAaBICHUS
CIIy»eOHOTO THChMa.
JOKyMEHTAIHS.
CnyxebHast nepenucka (5)
4 Paznen 4 JlokyMeHTalus 0 JIMYHOMY COCTaBY
JoxymeHTauus, Tema: JlokyMeHTanus, Lens paGoThI: 00YIUTHCSI HABBIKAM COCTABIICHUS
HCTIONb3yeMasi IPH  |MCTOJb3yeMast IPH [IpUeMe | JIOKYMEHTOB, HCIIOJIb3yEMBIX IPH IIpHeMe Ha paboTy.
npueMe Ha paboty,  |Ha padory (2) 3agaya paboOThl: U3YYHTh HPUHIUIIEI COCTABICHUS
nepeBos pabOTHUKA Ha JIOKYMEHTOB I10 JINYHOMY COCTaBY.
Jpyryio paboTy u Tema: Jlokymenrtanus o |Lleas paGoThl: 0OCBOCHHE HABBIKOB COCTABIICHUS KaJPOBOH
YBOJIEHEHUH JMYHOMY cocTaBy (2) JIOKyMEHTAIHH.
3agada pabOTHI: M3YYNTHh NPHHIUIEI pa3paboTKu
MIPUKa30B KaIPOBBIX CIIYXkO.
Tema: JlokymeHTamnus, Llens paboOTHI: OCBOCHNE HABBIKOB COCTABJICHHS Ka/pOBOM
4.1 MCIIOJb3yeMast TIpH JIOKYMEHTAIUH.
YBOJILHEHUH pa0oTHHKa  |3aaava paboThl: M3YYUTh NPHHIMIIBI pa3paboTKu
(2) JIOKYMEHTAIIH, UCII0JIb3YEeMOM TIPH  YBOJIbHEHUN
paboTHHKA.
Tema: JlokymeHTanus, Lenp paboOThI: OCBOCHHE HABBIKOB COCTAaBJICHUS KaJIpOBOH
UCTIONIb3yeMast IIpH JIOKyMEHTaI[1H.
nepeBojie paboTHUKa Ha  |3azaya paboThl: M3YyYUTh NMPUHIMIBL Pa3pabOTKH
Ipyryro paborty (2) JIOKyMEHTAIIH, HCIIOJIb3YEMOH TIPH  TIepeBOIe
paboTHHKa Ha APYTYIO padoTy.
Bcero: 36

aTTeCTalnun

5.3.2. JlaGopaTopHbie paGoThI

.Ha60paTOpHLIC pa6OTH Mo JUCHUIINIMHE HE TPCAYCMOTPCHBI.

5.4. 3ansaTus B popMe NpaKTHYECKOH MOATOTOBKH

3aHaTHS B (bOpMC HpaKTquCKOﬁ NOATOTOBKU IO JUCHUINIIMHC HC OPraHU3YIOTCH.

6. OueHo4YHble MaTepUaJbI JJIA MPOBEIEHHs TeKYIero KOHTPOJIS M NMPOMEXYTOYHOI
arrecTaliy 00y4aloImmXxcs 1o AMCHUIIMHE

OneHo4HblE MaTepHATBl JUISl TEKYHIEro KOHTPOJS YCIEBAEMOCTH M IPOMEKYTOUYHOH

o

UTOoram

OCBOCHUA

JUCHUITIIMHBI

«JlOKyMEHTUPOBAaHUE  YIPABIECHYECKOU

nesaTeIbHOCTHY chopMupoBaHbl B Buae (ponma oneHouyHbx cpeAacTB (POC) wu mpenctaBieHBI B
MIPUIIOKEHUH K pabodeli mporpamme.



7. YueOHO-MeTOoAMYecKoe o0ecneueHue JUCIUIIINHBI

7.1. PexoMeHnayemasi iureparypa

Ne HaumenoBanue DIIEKTPOHHBIN ampec Koin-Bo
n/n 9K3.
7.1.1. OcHoBHas1 IMTEpaTypa
1 | Kopnees, U. K. JlokyMeHTHpOBaHHE yIPaBICHUYCCKON https://urait.ru/viewer/dokumentir
JeATebHOCTH : yueOnuk st By308 / U. K. Koprees, ovanie-upravlencheskoy-
A. B. ITmenxko, B. A. Marrypues. — 3-e u3n., epepa6. u gom. — | deyatelnosti-523610#page/1
Mocksa : U3narensctBo HOpaiit, 2023. — 438 c. — (Bricmee
obpazoBanme). — TekcT : anexTpoHHsIH // OOpa3oBaTenbHAsL
miarpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/523610
2 | Kysnenos, U. H. JlokyMeHTalOHHOE 00ECIICUCHUE YIIPABICHUS https://urait.ru/viewer/dokumenta
MEPCOHAJIOM : YIEOHUK M MPAKTHUKYM sl By30B / cionnoe-obespechenie-
U. H. KysneroB. — 2-e u31. — Mocksa : M3narenscto FOpaiir, upravleniya-personalom-
2023. — 393 c. — (Bwicuee obpa3oBanue). — TekcT : 5112024#page/1
3NIeKTpOoHHKIH // OOpa3oBarenbHas miatdopma FOpait [caiit]. —
URL.: https://urait.ru/bcode/511202
3 | JlokyMeHTOBEICHHUE : YIEOHUK M MPAKTHKYM JIs BY30B / https://urait.ru/viewer/dokumento
JI. A. loponwuHa [u ap.] ; mox penakuueii JI. A. Jloponunoii. — 3-¢ | vedenie-511341#page/1
u31., mepepad. u morm. — Mocksa : M3garensctBo FOpaiir, 2023. —
336 c¢. — (Bricmiee o0pazoBanne). — TeKcT : 3JIEKTPOHHBIH //
Ob6pa3oBarenbHas miatdopma FOpaiit [caitr]. — URL:
https://urait.ru/bcode/511341
7.1.2. lonoJiHUTE/ILHAA JIUTEPATYypa
4 | Yypunos, A. 10. HOpuaudeckoe 1e10mpon3BOICTBO : yueOHOS https://urait.ru/viewer/yuridichesk
noco6ue it By308 / A. 0. Uypuinos. — 3-e u3., ucnp. u gon. — | oe-deloproizvodstvo-
Mocksa : U3narensctBo HOpaiit, 2023. — 285 c. — (Bricmee 518399¢#page/1
oOpazoBanme). — TekcT : anekTpoHHsI // OOpa3oBaTenbHAsL
wiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/518399
5 | JIokyMeHTUPOBaHHUE YIPABICHYECKOMN IESITEILHOCTH http://www.Ifsibgu.ru/index.php/r
[DnexrponHbIil pecypc]: 37eKTpOHHBIN 0Opa3oBarenbHbiii pecype / | ulelektronnyj-katalog
cocrt. JI.H. leBsarnoBckwuii. - Jlecocubupck, 2020. — Pexim
nocrymna: http://www.1fsibgu.ru/index.php/ru/elektronnyj-katalog
6 | KaszakeBuu, T. A. JlokymeHnroBeaeHue. JJOKyMEHTAIMOHHBIN https://urait.ru/viewer/dokumento
CepBHC : yUeOHUK U TpakTuky™m st By30oB / T. A. Kazakesuuy, vedenie-dokumentacionnyy-
A. . Tkanuu. — 2-e u3M., ucmp. u gorn. — Mocksa : servis-5136494#page/1
N3narenscto FOpaiir, 2023. — 167 ¢. — (Bricuiee
obpazoBanue). — Tekct : anekTpoHHbIi // OOpa3oBaTeabHas
miardopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/513649
7 | T'posora, O. C. [lenomnponu3BoACTBO : yuebHOe mocobue st https://urait.ru/viewer/deloproizvo
By30B / O. C. I'po3oBa. — 2-e u31. — Mocksa : M31atenscTBo dstvo-510372#page/1
IOpaiit, 2023. — 131 c. — (Bricuiee o6pa3oBanne). — TekcT :
aneKTpoHHbIH // O6pa3oBarenbHas miatdopma FOpaiit [caiiT]. —
URL.: https://urait.ru/bcode/510372
8 | Kysnenos, 1. H. [/lokymeHTanoHHOE 0OecnieYeHNE YIIPABICHUS. https://urait.ru/viewer/dokumenta
JloKkyMeHTOO0OO0POT M IEJIONPOM3BOACTBO : YICOHUK U PAKTUKYM cionnoe-obespechenie-
quist By3oB / U. H. Ky3nenoB. — 4-e u3., nepepad. u 1om. — upravleniya-dokumentooborot-i-
Mockga : U3natensctBo FOpaiir, 2023. — 545 ¢. — (Bricmee deloproizvodstvo-523612#page/1
obpazoBanue). — TekcT : anexTpoHHbBIN // OOpazoBaTeNbHAS
miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523612
9 | Kombiikuna, T. b. JlenoBEle KOMMYHHKAIMH, T0KyMeHTo000pOT M | https://urait.ru/viewer/delovye-

JEIIONPOU3BOJICTBO : y4eOHOE mocobue ist By30B /

T. b. Konsimikuna, 1. B. lllyctuaa. — 3-€ U3., UCIIP. U IOI. —
Mocksa : UznatensctBo FOpaiit, 2023. — 145 ¢. — (Bwicmiee
obpazoBanmue). — TekcT : anekTpoHHbIH // OOpa3zoBaTebHAS
mnardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/513409

kommunikacii-dokumentooborot-
i-deloproizvodstvo-

513409#page/1



https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-523610#page/1
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-523610#page/1
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-523610#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-511202#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-511202#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-511202#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-511202#page/1
https://urait.ru/viewer/dokumentovedenie-511341#page/1
https://urait.ru/viewer/dokumentovedenie-511341#page/1
https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-518399#page/1
https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-518399#page/1
https://urait.ru/viewer/yuridicheskoe-deloproizvodstvo-518399#page/1
http://www.lfsibgu.ru/index.php/ru/elektronnyj-katalog
http://www.lfsibgu.ru/index.php/ru/elektronnyj-katalog
https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-513649#page/1
https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-513649#page/1
https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-513649#page/1
https://urait.ru/viewer/deloproizvodstvo-510372#page/1
https://urait.ru/viewer/deloproizvodstvo-510372#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-523612#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-523612#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-523612#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-523612#page/1
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-513409#page/1
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-513409#page/1
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-513409#page/1
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-513409#page/1
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7.2. IllepeyeHb cOBpeMeHHBIX NPO(decCHOHAIBHBIX 0a3 JAaHHBIX M HH(pOPMANMOHHBIX
CIPABOYHBIX CHCTEM, HEOOXOAUMBIX /IJIs1 OCBOECHMS IV CHUIITTHHbBI

Ne HanmenoBanue

/1

1 KoncyneranT [Inroc: cripaBodHas mpaBoBas cucteMa. — Mocksa : Koncymerant Ilmoc, 1992— . — Pexim
JIOCTYIa: JIOK. CeTh By3a. — OOHOBJIsIeTCS €KeKBapT. — TeKCT : 2JICKTPOHHBIH.

2 JlaHb : 3MeKTPOHHO-OMOIMOTEYHAs CUCTEMA H3IaTeNbCTRA : [calT]. — Mocksa, 2010 — . — URL:

http://e.lanbook.com. — Pexxum goctymna: o noamucke. — TeKCT : 3IeKTPOHHBIH.

3 IPR SMART : [B3amen IPRbooks] : mudposoii o6pasoBaTenbHblii pecypc: [caiiT] . — Mocksa, 2021 —
. — URL: https://www.iprbookshop.ru/. — Pexxum mocTyna: mo moamucke. — TeKCT : 3eKTPOHHBII.

4 FOPAMUT : o6pasoBatenbHas miathopma : [caift]. — Mocksa, 2013— . — URL: https://urait.ru/. —
Pesxum JocTyna: mo moanucke. — TEKCT : 2IEKTPOHHBIH.

5 CepBep 3JICKTPOHHO-TUCTAHIIMOHHOTO 00yueHus Cubl'Y um. M. @. PerieTHeBa : 31eKTpOH. 00pa3oBaT. pecypc
JUTSL CTYZICHTOB Beex hopm oOydenus : [caitr]. — URL: https://dl.sibsau.ru. — Pexxum noctyma: ajist aBTopus.
oJib30BatTene. — TeKCT : AIEKTPOHHBIN

7.3. Metoauyeckue yKazaHus 1Jisl 00y4arouXcs 0 OCBOEHUIO THCIUIIHHBI

IIporpammoit  AUCHUMIUIMHBL  «/IOKyMEHTHpPOBaHME  YNPABICHUYECKOW  JIESATEIBHOCTH
HPEeyCMOTPEHBI 3aHSTHUSI JICKIIMOHHOTO THUIIA, 3aHATHSI CEMUHAPCKOr0 THIA (IPAKTUYECKHE 3aHSTHU)
U CaMOCTOsITeNIbHasl paboTa 00y4aroIIUXCsl.

CamocrosTenbHas paboTa MpeAnoyiaraeT HM3ydeHHE TEOPETHYECKOro Kypca W HaluCaHHe
KOHTpOJbHOM palboThl. B mepuoj ocBoeHUs AUCUMIUIMHBL JUIsl OOYy4arolMXCs OpraHU3YKTCS
VHUBHUyaJIbHBIE U IPYIIIOBLIE KOHCYJIbTALUH.

HpI/I N3YUCHUH  JTUCHHUILJIMHBI 00s3aTEIIEHBIM ~ SIBJISICTCS  BEITIOJHEHUE CICOYIOMIUX
OpraHnu3alluOHHBIX Tpe60BaHI/II7IZ

- 00s13aTeNTbHOE MOCEIIEHUE BCEX BUOB aAYAUTOPHBIX 3aHSITHIA,

- BEJICHUE KOHCIIEKTA JIEKLIUM, IPAKTUYECKUX 3aHATUN;

- aKTUBHas paboTa BO BpeMsl 3aHSTHIA;

- perynspHasi caMOCTOsITeNbHasE paboTa oOydaromerocs B COOTBETCTBUM ¢ paboueii
MPOrpaMMON AUCUUIUIMHBI U PEUTHHT IUIAHOM;

- MOJTyYeHUE JTOTIOJIHUTEIBHBIX KOHCYJIbTAllMM MO TMOATOTOBKE, OPOPMIIEHHUIO U cllaye
OT/EJIbHBIX BUJOB 3aIaHUM, B CITy4ae MPOMYCKOB 3aHATHH.

CaMocTosTenpHas pa60Ta o6yqa101ueroc;1 HaIlpaBJICHA HaA:

— CTUMYJIUPOBAHUE MTO3HABATEIILHOTO UHTEPECA;
- CHUCTEMATHU3AINIO U 3aKPETIEHUE MOTYYEHHBIX TEOPETUUECKUX 3HAHUM;

- pa3BUTHE  TO3HABATENbHBIX  CIOCOOHOCTEH, AaKTUBHOCTH, CaMOCTOSITEIHHOCTH,
OTBETCTBEHHOCTH ¥ OPTaHU30BAHHOCTH O0YJarOIIUXCS,

- (hopMHUpOBaHHE CAMOCTOSITEIBHOCTA MBIIIJIEHUSI, CIOCOOHOCTEM K CaMOpPa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO U CaMOpEaTU3alliu.

YroObl BBIMOJIHUTE BECh OOBEM CaMOCTOSITENbHOM paboThl MO BCEM OCBAUBAEMbIM
JTUCLUIUIMHAM, o0ydJarolemMycss HeoOXOOUMO 3aHMMaThcs Mo 3-5 dYacoB exeaHeBHO. HauumHath
CaMOCTOSITeNIbHbIE BHEAyJIUTOPHBIE 3aHATHUS CIEAYeT C MEPBBIX XK€ JHEH ceMecTpa, MOCKOJIbKY
KOMIICHCUPOBaTh IMPOIMYIIEHHBIH MaTepuall Io37Hee Oe3 CHIDKEHUs KadecTBa palboThl M ee
IIPOU3BOAUTENIEHOCTH NMPAKTHUECKU HEBO3MOKHO.

Bun yae6HBIX Opranuzanys JesTeIbHOCTH 00YyJaroIIerocs
3aHATHH

Jlexmm IMEIOT LIENBI0 IaTh CHCTEMATH3HPOBAHHBIC 3HAHUSA 00 M3y4aeMoi mpeaMeTHOH 00IacTH.
Jlexuus B xopne nmexmuii mpernonaBaTeNs H3IaraeT ¥ pa3biACHICT OCHOBHEIEC, HanOOJee CIOXKHBIC MOHITUS
TEMBI, 2 TAK)KE CBSI3aHHBIC C HEH TEOPETHUECKHE M NMPAKTHYECKHE MPOOJIEMBI, JaeT yYKa3aHHs Ha




CaMOCTOSTENILHYIO PadoTy.

B xoze nexuuit 00yJaronmmMces peKOMEHTyeTCs:

- BECTH KOHCIIEKTHPOBaHHE yIeOHOTO MaTepHaia;

- oOpamate BHUMaHHE Ha KaTeropuH, (HOPMYIHPOBKH, PACKPHIBAIOIINE COICPKAHUE TEX
WIA WHBIX SBICHUH M TIPOIECCOB, HayYHBIC BHIBOABI M IPAKTHICCKHE PEKOMECHIAIMH MO HX
MIPUMEHEHUIO;

- 33/1aBaTh MPEMNOJABATENI0 YTOUHSAIOIINE BOMPOCHI C IIENBI0 YSICHEHUS TEOPETHUYECKUX
MOJIOKEHUM, pa3pelIeHHs] CIIOPHBIX CUTYaIIUH.

XKenatenpHO OCTaBUTh B PabOYMX KOHCIECKTAaX IOJIA, HA KOTOPBIX BO BHEAYJAWTOPHOE BpeMs
MOXHO CJieJlaTh TOMETKM W3 PEKOMEHJIOBAaHHON JHTepaTypbl, JAOMOJHAMIINE MaTepHual
MPOCIYIIAHHON JICKIUK, & TaKkKe MOJYCPKUBAIOIINE OCOOYH BaXXKHOCTh TEX WU HHBIX
TEOPETUUYECKUX MOJIOKEHUH.

JJis ycremHoro OBNIaJCHUS KypcoM HEOOXOOMMO TOCeIIaTh BCE JEKIWH, TaK KaK TeMaTHYeCKHHA
MaTepHall B3aUMOCBS3aH MEXAY COOO0M.

IIpakTnueckas
pabota

[Ipaktrueckas pabora — 310 akTHBHAS (hopMa ydeOHOTO Tporecca B By3e. [IpakTudeckne 3aHATHS
NPOBOJATCS C LICNBIO YIIyOJeHHS W 3aKpeIUIeHHs TEOPeTUYSCKUX 3HAHUH, IOTydYCHUS
NPAKTUYECKUX YMEHUH W HABBIKOB DCILCHUS 3alad, Pa3BUTUS aOCTPAKTHOTO U JIOTHYECKOTO
MbIIUICHUS. [IpH MOArOTOBKE K MPAaKTHYECKMM paboTaM oOydaromeMycs HeoOXOIMMO H3y4YHTh
OCHOBHYIO JIHTEPATypy, O3HAKOMHUTHCS C JOIOJHHUTEIBEHOH JIMTepaTypol, yuecTb peKOMEH Ay
npenonaBatens. [IpakTudyeckue paObOTHI BBINOIHAIOTCSA OOYYAIONMIUMHUCS B CIICIHATH3UPOBAHHOM
ayautopuu. Homep BapmaHTa NpakTUUeCKOW pabOThl ONpenelseT MpernoAaBaTeib IO CHHCKY
rpynnbl. Kaxayro npaktuueckyio paboTy oOydaromuiics JOMKEH 3allUTUTh YCTHO, IPEI0CTaBHB
BBITIOJTHCHHBIC 3a/laHU M OTBETUB HAa KOHTPOJIbHBIC BONIPOCHI.

CamocrosTenbHas
pabota (m3y4eHue
TEOPETUYECKOM
4acTH Kypca)

IIpu n3ydeHHM TUCLMIUIMHBI HE BCE BONPOCHI PAacCMAaTPHUBAIOTCS Ha JIEKIMSIX U MPaKTHUECKUX
3aHATHAX, YaCTh BOIPOCOB PEKOMEHIYEeTCs INpernojaBaTesieM Ul CaMOCTOATENBHOTO M3yYeHHS.
ITpu camoCTOsTENEHOM M3YYCHHH W MPOPAOOTKE TEOPETHIECKOro Kypca HEOOXOIUMO MTOBTOPHUTH
3aKOHCIECKTUPOBAHHBIA BO BpeMs JIGKIMM Marepual | JOHNOJHUTE €ro ¢ Yy4eToM
PEKOMEHIIOBAaHHON JIUTEpaTyphbl. BaskHOI 9acTbi0 CaMOCTOSATENbHOW pabOTHI SIBISETCS UYTECHHUE
yueOHOH ™ HaydHOH smreparypbl. OcHOBHas (QYHKIOUS y4eOHMKOB - OPHEHTHPOBATH
o0ydJaromuxcss B CHCTEME 3HAHWH, YMEHHMH W HaBBIKOB, KOTOpPbIE JOJDKHBI OBITH YCBOEHBI MO
JaHHON JTMCUMIUIMHE OynymuMH cnenuanictamy. [ToMck OTBETOB Ha BONPOCH M BBIIIOJIHEHHE
3aJaHU{ U1 CaMOCTOSATENBHOW pabOoThl MO3BOJIIET PACHIMPUTH M YTIYOHTh 3HAHUS IO KypCy,
MIPUMEHUTh TEOPETHYECKHE 3HAHUSA B PEIICHHM 3a/ad NPaKTHYECKOrO COJAEp>KaHMS, 3aKpEIHTh
H3y4eHHOE paHee. YPOBCHb YCBOGHHS MaTepuana MOKeT OBITh OLIEHEH IpPH OTBETaXx Ha
KOHTPOJIbHBIE BOIPOCHI [T CAMOIPOBEPKHU IO COOTBETCTBYIOIIMM TEMaM H pa3fesiaM.

CamocTosmenpHas | Hanucanue pedepara sBiseTcst 00s3aTeIbHBIM YCIOBHEM AJIA IOIyCKa CTY/AEHTa K 3aueTy. PaboTa

pabora MpeACTaBIsIeT cOOOH WM3JI0KEHHE B NMUCbMEHHOM BHUJE PE3YNbTATOB TEOPETHYECKOIO aHAIW3a U

(Hanmcanyue IpaKkTHYeCKOH paboTsl. PaboTa mpeacTasisieTcst MpenojaBaTelio Ha IPOBEPKY HE MO3JHEE, YEM 32
7 mHe# 10 TUIaHMPYeMOH 3aluThl. 3ammTa padoThl MPOXOAMT B opMe codeceoBaHuUs BO BpeMs

pedepara) KOHCYJIbTAIMH (10 HayaJsia 3a4eTa).

IoxaroTroBka k IoxrotoBka k 3aueTy mpeAmnonaraeT M3y4eHHE PEKOMEHIYEeMOM JMTepaTypbl U JpYyrUX

3auery HCTOYHHUKOB, KOHCIIEKTOB JIEKIIHH, IIOBTOPEHHE MAaTEPHAJIOB MIPAKTUUECKUX padoT.

8. MaTepuajbHO-TeXHHYECKOE o0ecneyeHne JUCIUMINHbI
HaumenoBanue Ha3znauenue aynuropuu O6opynoBanue
ayJIuTOpHUU
YuebHas JUIsl IPOBENICHUS 3aHATUN Aynmutoprs, YKOMIUIEKTOBaHA CIEIHAIM3UPOBAHHONW y4eOHOM
ayIUTOPHUS JIEKITHOHHOTO THIIA MeOeIbI0 M TEXHHYECKUMH CPEACTBAMU OOYYCHUS, CIyKAIUMH

MIPOBEJCHUS 3aHATHI
CEMHMHApPCKOro THUIA,
TPYIIIOBBIX U
WHIUBUAYAIbHBIX
KOHCYJIbTallUi, TEKYIIETO
KOHTPOJISI U IPOMEXYTOUHON
aTTecTaluu

JUId  TpeAcTaBieHHs HWHGOpMammum B OONBIION ayIUTOPHH:
MPOEKLMOHHOE 000pYyJI0BaHHE, MYJIbTUMEIUUHBIN KOMITBIOTED.
Bo3moxHOCTB MOAKJIIOYEHUS K ceTu "NuTeprer"

(HeorpaHWYEHHBIH OCTYI) U 00ecHedeH JOCTYI B JJIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaTENBFHYIO CPEY OpraHU3alny.
HepequL JJUIOECH3UOHHOI'O U CB060)1H0 pacnpocTpaHsieMoro
MPOrpaMMHOTO  OOecriedeHus, HeOoOXOTUMOTO IS OCBOSHUS
IOUCUMIIJINHBI:

Microsoft Office 2010,

Microsoft Windows Education 10,

. Acrobat Reader DC,

. Dr.Web Desktop Security Suit.

»wne
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TTomemienne nis
CaMOCTOSTEILHOM
paboThI

JUISL CAMOCTOSITEIIbHON paboThI
oOygaromuxcs

Aynutopus (YUTANBHBIN 3a]l HAYYHO-TCXHUYCCKOW OMOIIMOTEKN)
OCHAIllEHAa  KOMIIBIOTEPHOW  TEXHHUKOH €  BO3MOYKHOCTBIO
nojakitodeHuss kK cetu "VHTepHET" (HEOTpaHWMUYCHHBIA IOCTYI) U
obecriedeH  AOCTYH B DIIEKTPOHHYIO  HH(GOPMAIMOHHO-
00pa30BaTENBHYIO CPpEAy OpPTaHH3aIHH.
Aynutopus YKOMIDIEKTOBaHa CICIHAIM3UPOBAHHOW  yIeOHOM
Me0enblo.

[lepeyeHb JUIICH3MOHHOTO W CBOOOJHO PAaCIpPOCTPAHIEMOTrO
MPOTPaMMHOTO  O00CCIICUCHHS, HEOOXOIUMOTO JUIS OCBOCHHS
JUCTIATUTAHBL:

1. Microsoft Office 2010,

2. Microsoft Windows Education 10,

3. bpayzep GOOGLE CHROME,

4. Acrobat Reader DC,

5. Dr.Web Desktop Security Suit.
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MUHUCTEPCTBO HAVKHU U BBICILIET'O OBPA3OBAHU ST POCCUMCKOM ®EJIEPAIINN
Jlecocubupckmii punuan dheneparbHOro rocy1apcTBEHHOTO 0I0KETHOTO
00pa30BaTEeNbHOr0 YUpPEXKJACHUS BhICIIEr0 00pa30BaHUs
«CHuOupCcKUil TOCYAapCTBEHHBIN YHUBEPCUTET HAYKU U TEXHOJIOTHMA
nMeHHn akageMuka M.D. PemerneBay

®OHA
OIEHOYHBIX CPEJICTB
JUISL IPOBEJIEHUS] IPOMEXKYTOUHOM aTTecTaluu
10 JUCLUIUINHE
(nmpuyoskeHune K padoyeii mporpaMmme JMCHUIIIUHBI)

JTOKYMEHTHUPOBAHME YIIPABJIEHUYECKOM JEATEJbHOCTH

Hanpasnenue noarotoBku
38.03.02 MeHeKMeEHT

Hamnpasnennocts (mpoduiib) 06pazoBaTenbHON TPOrpaMMBbI
VYmpasnenue 6u3Hec-mpoleccaMu Ha MPEANPUATUN

YpoBeHb BbICIIEr0 00pa30BaHus
OakanaBpuaT

dopma o0yueHHs
OuHas

Kpacnosipck 2023
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DoH/I OLIEHOYHBIX CPEJACTB
JJIS1 IPOBe/IeHN s POMEKYTOUYHOM aTTeCTAlNU

10 JUCLHMIIIINHE «I[OKYMCHTI/IPOBaHI/Ie ynpaBnqueCKoﬁ ACATCIIBHOCTH»

1.0Onmncanye Ha3HAYEHHUSA U COCTaBa (l)OH)Ia OLICHOYHBIX CPEACTB

Hacrosmuii ¢ong omnenounsix cpenctB (POC) BxoguT B cocTaB paboueill mporpammbl
JTUCLUIUIMHBI «/{OKyMEHTHpOBaHUE YIPABICHUECKOW NESATEIbHOCTH» M MpeIHa3HaueH JUIsl OLCHKH
IUTAHUPYEMBIX Ppe3yJbTaTOB OOYYEHHUS M0 IAUCLUUIUIMHE, COOTHECEHHBIX C YCTAaHOBJICHHBIMU B
IIporpamMMe MHANKATOpaMM JOCTHKEHHUS] KOMIETEHIUH.

@OC Brirouaer B ce0sl ONEHOYHbIE MaTepUalibl Ui IMPOBEACHUS TEKYIIEro KOHTPOJIsS
YCIIEBAEMOCTH U ITPOMEXYTOUHOM aTTecTaluu B (hopme 3aderTa.

B cocra ®OC BxoadT crneayoime OleHOYHbIe CPEICTBA:

- BOIIPOCHI JJIs1 3AIIUThI IPAKTUYECKON paboThl (TEKYLIH KOHTPOJIb);
- TeMbl peepaToB (TEKYIIHI KOHTPOJIb);
- BOIIPOCHI K 3a4eTy (IIPOMEKYTOUHAs aTTECTALUA).

2. Hepeqeﬂb IVIAHUPYEMBIX PE3yJabTaTOB oﬁyqe}mﬂ o JUCHUIIJIMHE, COOTHECCCHHbIXC
YCTAHOBJICHHBIMH B IIPOrpaMMe HHAUKATOPAMM JTOCTHKCHUSA KOMHGTEHHHﬁ

Kon Conepxanne Wunukatops! noctmxernns | [Imarupyemble pe3ynbTaThl 00yUeHUS 10 JUCIUIUINHE,
KOMIIe- KOMIICTCHIINU KOMIICTCHITHH COOTHECEHHBIC C YCTAHOBJICHHBIMHU B MPOrPaMME
TCHIMH HHIUKATOPaMH JOCTHKCHHS KOMIICTCHIIUN
VYK-11 |Cnocoben VYK-11.1. [Ipumensier 3HaTh:

(dhopmupoBath OCHOBHBIC MTPHUHITUITBI 1. ocobeHHOCTH 0POPMIICHHUS JOKYMEHTOB U OpraHU3aIUN
HETEePIIHMOE MIPOTHBOACHCTBUS JIOKYMEHTO000POTa C YIETOM aHTHKOPPYMITHOHHOTO
OTHOIIICHHE K TP OSIBIICHUSIM 3aKOHO/IaTEJIbCTRA.

MIPOSIBJICHUSIM JKCTpEMHU3Ma, YMmers:

IKCTpEMHU3Ma, TeppOopU3Ma, KOpPYHIHH # | 1. 0hopMIIATE TOKYMEHTHI H OPTaHU30BEIBATh
TeppopHu3Ma, OCHOBHEIC MEPHI, JIOKYMEHTOO0OPOT € y4ETOM aHTHKOPPYIIIHOHHOTO
KOPPYIIIHOHHOMY HaTpaBJCHHBIC Ha 3aKOHOJATEJbCTBA.

MTOBEJICHUIO U MPOPUIAKTUKY Bragers HaBBIKAMU:

MIPOTHBOACHUCTBOBATE |IKCTPEMHU3Ma, Teppopu3Ma | 1. COCTaBIeHHS JOKYMEHTOB U OpPTaHH3aIHN

UM B 1 KOPPYHIIHOHHOTO JIOKYMEHTO000pOTa C YyI4ETOM aHTHKOPPYIIIHOHHOTO
npoQeCcCHOHANBLHON | TOBEICHUS. 3aKOHOJIATENIbCTBA .

JIeATEeNIbHOCTH YK-11.2. lemoHcTpHpyeT

NO3HaHUS B 00J1aCTH
IIPABOBOI'0 PETYJIUPOBAHUS
IIPOSIBICHUI 3KCTPEMU3MA,
TeppopU3Ma U
KOPPYNIHOHHEIX (opm
MOBEJICHMUSL.

VK-11.3. OuenuBaer
MIPUHUMAEMBIE PELICHHUSI C
Y4€TOM 3aKOHOJAATENIbCTBA
0 MPOTUBOACICTBUU
3KCTPEMU3MY, TEPPOPUZMY
U KOPPYNLIMOHHOM
JIESITEIbHOCTH.

2.1. ®opMBbI KOHTPOJIsI (POPMUPOBAHUSI KOMIIETEHIU

Kon
e KoHTponupyemsle pa3aens! (TeMbl) KOHTPOJIMPYEMOI HaumenoBanue
JUCIUTUTAHBI KOMIETEHITIH OILIEHOYHOTO CPENICTBA
(wmm ee gacTH)
Pa3znen 1006mue TpedoBanus K 0popMIIEHUIO TOKYMEHTOB
11 PexBH3UTH 1 OJaHKH OpTaHU3AIMOHHO- VK-11 Texkymuii KOHTPOJIb:
pacIopsANTENEHON JOKYMEHTAIIUN TeMBI pedepara
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Pa3nen 2 Opranu3annoHHasi JOKYMEHTAIUS

YcraB opranuzanuy, ohopmIIeHHE Texkymmuii KOHTPOJIb:
21 MOJIO>KEHHUH, IOIDKHOCTHAS HHCTPYKIHS, VK-11 BOIIPOCHI [UIS 3aLIUTHI IPAKTUIECKOH paboTHI;
CTPYKTYpa M IITaTHas YUCIEHHOCTh TeMbl pepepata
MepCOHANA, IITATHOE PACIHCAHNE
Pa3znen 3 PacnopsiguresbHast 1 HHPOPMAIIMOHHO-CIIPABOYHAS TOKYMEHTAIUSI
Tekymuil KOHTPOJIb:
3.1 PacnopsiautensHast JOKyMEHTAIHs YK-11 BOIIPOCHI [UIS 3aLIUTHI IPAKTHIECKOH pabOTHI;
TeMBI pedepara
WHudopmanmoHHO-cripaBoyHas Texymuii kourpou: . )
3.2 YK-11 BOIIPOCHI [UISl 3aLIUTHI IPAKTUYECKOH paboTHI;
JOKyMEHTAIHs
TeMbl pedpepara
Paznes 4 JlokyMeHTALUSA 110 JIUNIHOMY COCTABY
JlokyMeHTaIus1, NCIoNIb3yeMast Ipu Texkymmii KOHTPOJIb:
4.1 | mpueme Ha paboTy, HepeBoj pPabOTHUKA YK-11 BOIIPOCHI [UIS 3aLIUTHI IPAKTUYECKOH paboTHI;
Ha JpYryio paboTy ¥ yBOJILHEHUH TeMbl pedpepara
Paznen 5 Opranu3anusi AOKYMeHT0000poTa
IIpoxokaeHue U NOpsAAOK UCIIOIHEHUS Tekyumuii KOHTPOJIb:
BXOJISIIINX JIOKYMEHTOB, IPOXO0JK/ICHHE Tembl pedpepara
UCXOSIIIMX JJOKYMEHTOB, IPOXOXKICHNE
5.1 BHYTPCHHUX JOKYMEHTOB, paboTa C YK-11
KOH(UICHINAIBHBIMHU CITy’KEOHBIMHU
JOKyMEHTaMH C Y4ETOM
AHTUKOPPYNIIMOHHOTO 3aKOHOAATEIbCTBA
Pa3znen 6 Perucrpanusi JOKYMEeHTOB
6.1 Perucrpanus, naaekcanus 1 KOHTPOJIb VK-11 Tekyumuii KOHTPOJIb:
WCTIOJTHEHUSI TOKyMEHTOB TeMbl pedpepata
Pa3znen 7 HoMeHKJIATYpa M TeKylllee XpaHeHHe e
CocraBneHre HOMEHKIATYp €, Tekyuuii KOHTPOJIb:
(dhopmHpoBaHHUE U TEKyIllee XpaHEHHUE JIed, TeMBl pedepara
7.1 OIIEpPaTUBHOE XPaHEHUE JJOKYMEHTOB C YK-11
Yy4ETOM aHTUKOPPYIIIMOHHOTO
3aKOHOIaTEIhCTBA
Paznen 8 [oaroroBka e K caaye B apxuB
8.1 IloaroroBka A€l K caaue B apXuB YK-11 Texymuii KoHrpouy:
TeMEbI pedepara
IIpoveskyTouHas aTTecTaMs VK-11 IIpome:kyTOUYHBI KOHTPOJIb MO THCHUILIMHE
BOIIPOCHI K 334eTy

3. TunoBble KOHTPOJIbHBIE 32]aHUS WJIM UHbIE MAaTepHaJIbl, He00X0AMMBbIE JJIs1 OLEeHKH
3HAHUM, YMEHUI, HABBIKOB BJIA/ICHUS, COOTHECEHHbIX C YCTAHOBJICHHBIMH B IpOrpamMme
UHAUKATOPAMU JOCTHKEHUS] KOMIIETeHIIHI

3.1. Bompocbl aa8 3amMTbl  NPaKTH4YecKoil padoThl (TeKyUIMH KOHTPOJIb),
(popmupoBanue komnerenuun YK-11

[TogpoOHOE omMcaHWe TMPAKTUYECKUX paboOT W KOHTPOJIBHBIE BOMPOCHI TPUBOIATCA B
MeTouYecKiX YKa3aHHSIM K MPAKTHYCCKUM 3aHATHSAM JUIS CTYJACHTOB HAIPABJICHHS TOJITOTOBKH
38.03.01 Dxonomuka u 38.03.02 MeHeKMEHT, KOTOPBIiA BKIIto4YeH B coctaB DYMKI [5].

3.2. Temnl pedepara (TeKymmii KOHTPO.JIb), popmMupoBanue komnereHuun YK-11

Tematuka pedeparton:

Kaxk oB1ageTs HCKyCCTBOM JICTIOBOTO MHCHMA.

CrnyxeOHble 3aIMCKH IS PA3TIUYHBIX CITy4YaeB.
Maruyeckne GpopMysIbl COCTABIEHHSI KOMMEPUYECKHUX MTHUCEM.
Cexkpertapb-pedepent. Kak paborats B oduce.

el A =



27.
28.
29.

30.
31.
32.
33.

34.
35.
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OcobenHoctu opopMmIIeHUS JIOKYMEHTOB W OpTaHHW3alldd JOKYMEHTOOOOpOTa C YYETOM
AHTUKOPPYIIMOHHOTO 3aKOHOIATEIHCTBA.

Kak opranuzosats oduc.

IIpuem noceruresnen.

Kak pasroBapuBatsb 1o teiaedoHy.

TexHuuyeckue cpeacTBa rolocoBOil CBS3U.

. Opranusanus 10KyMeHTO000pOTa € Y4€TOM aHTUKOPPYHIIMOHHOT'O 3aKOHO/IaTEIbCTRA.
. JlenoBast nepenucka.

. CtpykTypa u 0(hOpMIIEHHUE JICIOBBIX ITHACEM.

. BeIpaxkeHus, UCIIONb3yeMBIE B I€JI0BOM IIEPEIUCKE.

. Cozianue nonoXUTEIbHON penyTaluy C IOMOIIBIO MarHueCKUX CJIOB.

. Bunpl nennoBeix nucem.

. CocraBieHne JOKYMEHTOB C y4ETOM aHTUKOPPYILIMOHHOI'O 3aKOHOAATENIbCTBA.

. Ilepenucka o Bonpocam (popc-MakxOpHbIX 00CTOSATEIICTB.

. [lepenucka 1o Borpocam peKJIaManyii U MpeTeH3ui.

. Ilepenucka mo BonpocaM NOCTaBKU 00OPYAOBaHMUSL.

. Ilepenucka 1o BonpocaM y4acTus B TOprax.

. Ilepenucka 1o BonpocaM COTpYAHUYECTBA C areHTCKUMU (UPMaMH.

. [lepenucka no BOIpocam peKJIamsl.

. Ilepenncka 1o Bonpocam poBeIEeHUS NEPUOAUYECKUX MEPOIIPUATHUI.

. OcHOBHBIE CTaTbU KOHTPAKTA.

. O6pa31bl KOHTPAKTOB.

. JlenoBbie TOKyMEHTHI (JOBEPEHHOCTD, OJTaHKH OPOHUPOBAHHS TOCTUHUIIB! OJIAHKU TTOAIUCH,

perucTpanoHHbIN OJaHK U Jp.) U CIIOCOOBI UX CO3AaHUS.

Beneunune nenosoit Oecennl.

Pabora B mpreMHOM.

Mertoanka TpencTaBieHUsT JOKYMEHTOB JJISl PETHCTpalii OOIIECTBa C OTrpaHU-UYeHHON
OTBETCTBEHHOCTBIO.

Mertoanka TpEACTaBICHUS ITOKYMEHTOB ISl PETUCTPAlMA  OTKPBHITOTO aAKIMOHEPHOTO
o01ecTBa.

Co3nanne pekJiaMHOTO areHTCTBA.

Crparernyeckuii iiaH pa3BUTUs GUPMBI C pa3pabOTKOIl makeTa JOKYMEHTOB.

Mecro cekperaps-pedepenta B aIMUHICTPAaTUBHOM yrpaBieHuu. [lnanupoBanue pabodero
IHsI cekpeTapsi-pedepeHra.

Ponb cexkperaps-pedepenTta B GopMUPOBAHNN UMHUIKA OPTaHU3AIMH.

CoBpeMeHHOE MEXTyHAPOIHOE JI€TI0BOE MUCHMO.

3.3. Bonipochl K 3auery (MpOMeKYTOYHasi aTTecTanus), (POPpMHPOBAHNE KOMIETEHIMH

Ha xakue rpynmsl 1e1uTcs opraHu3aloHHO-pacnopsauTenbHas nokymentarws (OPJ1)?
Hazosure ocHoBHbIe pexkBu3uThl OP/], naiite UM XapaKTepUCTHKY.

Kakue TpeboBanus IpeIbABISIOTCS K OJJaHKaM JTOKYMEHTOB?

KakoBbel ocoGeHHOCTH  OGOpPMIICHHS JTOKYMEHTOB C Y4ETOM aHTUKOPPYMIIIMOHHOTO
3aKOHOJATEIHLCTBA?

KakoBbl 0COOEHHOCTH OpraHu3alK JOKYMEHTOOOOpOTa C Y4YeTOM aHTHKOPPYMIIMOHHOTO
3aKOHOJIATETIHCTBA?

KakoBa ocHOBHasi (yHKIHS OpraHH3allMOHHO-TIPABOBBIX JIOKYMEHTOB B YIIPaBICHYECKON
NesITENLHOCTH?

Kakue ToKyMeHTBI OTHOCSTCS K YUPEAUTEIbHBIM JOKYMEHTaM OpraHu3auu?
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22.
23.
24.
25.
26.
217.
28.
29.
30.
3L
32.
33.

34.
35.

36.

37.
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KakumMu HOpMaTUBHBIMM JOKYMEHTaMHU PETIAMEHTHPYETCS CO3[aHUE  YUPEAUTEIbHBIX
JIOKYMEHTOB?

KakoBbl criocoObI ITpuaHus OPUAUYECKON CHUITbI OPTaHU3aI[MOHHO-TIPABOBBIM JTIOKYMEHTaM?
KakoB cpok nieficTBUsI OpraHn3alluOHHO-TIPABOBBIX JOKYMEHTOB?

Kak MOXHO OTMEHHUTDH JEHCTBUE OPraHU3alMOHHO-TIPABOBOIO JOKYMEHTA?

Kakum cranmaproM periaMeHTHpOBaH MOPSAOK O(GOpMIIEHUS OpraHU3alMOHHO-TIPABOBBIX
JTIOKYMEHTOB ?

Kakue [OKyMEHTBI pEIIAMEHTHPYIOT JEATEIbHOCTh CTPYKTYPHOIO IIOAPA3ACICHUS U
pabOTHHUKOB OpraHu3aIn’?

Ha ocHOBe Kakux HOpMaTHBHBIX JOKYMEHTOB pa3paldaThIiBacTCs JOKHOCTHAS UHCTPYKIHS?
Kakue opraHu3aliOHHO-TIPaBOBbIE JTOKYMEHTbl HMEIOT YHUUIMPOBaHHYIO (opmy,
YTBEPXKICHHYIO Ha (hefiepaibHOM ypoBHE?

Jns dvero HeoOXxonuma  TMpoLEAypa BHYTPEHHErO  COrjacoBaHUS  (BU3MPOBAHUS)
OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB?

Ha3oBure 10OKYMEHTBI, OTHOCAIIMECS K OPraHU3aALIMOHHON JOKYMEHTAIMH.

Kakue paznensl 10KeH coiep aTh YCTaB OpraHU3aIiu?

Jli1s1 4ero cocTaBiisieTCs MOJIOKEHUE U U3 KaKUX Pa3/ielioB OHO COCTOUT?

B 00s13aHHOCTH KaKOTro JOKHOCTHOTO JIMIA BXOJIUT pa3paboTKa TOKHOCTHON HHCTPYKIUH?
C Kakoi LIeIbI0 COCTABIAETCS IITATHOE PACIIMCAHNE OPTaHU3aIUH?

C noMOIIBI0 KAKOTO JOKYMEHTa BHOCATCS U3MEHEHMSI B IITATHOE paclucaHue?

KakoBo 0CHOBHOE Ha3HAUEHUE PACIOPATUTENBHBIX JOKYMEHTOB?

IloueMy pacnopsIUTENBHBIE C IOPUAVNYECKOM TOYKM 3pEHUS JIOKYMEHTBI OTHOCSTCS K
IIPaBOBBIM aKTam?

UeMm oTIMUarOTCs MPaBOBbIE aKThl OT HOPMATUBHBIX IIPABOBBIX aKTOB?

B kakux noxymenTax ¢puKcuUpyroTcs BIacTHble npeanucanus [Ipesunenra PO?

Kakue noxyments! uznaer [IpaBurtensctso PO? ,

Kakue BUIbI pacHOpsSIUTENbHBIX IOKYMEHTOB U3Jal0T (hefiepaabHble OpraHbl CTIOHUTEIbHON
BIIACTH?

Kakue BHIBI pacHOpSANUTENBHBIX JOKYMEHTOB H3JAlOT PYKOBOIUTEIN  YUPEKICHUM,
OpraHu3aluil, NpPeaIpUATHI?

Kakumun HOpMaTMBHBIMH JOKYMEHTAMH DPETVIAMEHTHPYETCS IOJArOTOBKA PaCHOPSAMTEIbHBIX
JIOKYMEHTOB?

Kakoil HOpMaTHBHBIA JOKYMEHT pETJIaMEHTHPYET NOPSAIAOK IOATOTOBKM HOPMAaTHUBHBIX
MIPABOBBIX AKTOB (he/IepabHBIX OPraHOB HUCIIOJIHUTENLHON BIacTH?

KTo TOTOBUT mHpOEKTHl pacropsAUTEeNbHBIX JOKYMEHTOB, H3/1aBaeMbIX (eaepaabHbIMU
OpraHaMH UCIIOJHUTEIbHOMN BIACTH?

KTO TrOTOBUT MNpOEKTHl pPACHOPSAUTENBHBIX JIOKYMEHTOB, W3/1aBa€MbIX PYKOBOJIUTEISIMU
YUPEKACHUH, OpraHu3alui, IPeIIpUITUi?

Kakue pekBu3uTHI 00€CIeUnBaIOT IOPUINYECKYIO CHITY YKa3a, pacniopsbkerus [Ipesunenta PD?
Kakne pekBU3UTHI 00€CNeurBaIOT IOPUIMYECKYI0 CHJIy IIOCTAHOBJICHMSI, DPAaCHOPSLKEHUS
[IpaButenscta PO?

Kakue pekBU3UTHI 00€CIeUnBAIOT IOPUAMUYECKYIO CHITY TIpHUKa3a, PaclopsHKEHUs, N3/1aBaeMOro
PYKOBOJICTBOM OpPI'aHU3ALUU, YUPEKACHUS, IPEATIPUITHSA?

Jnst yero HeoOX0qMMa MPOLIEAYpa COTIIACOBaHMs (BU3UPOBAHMS) IIPOEKTOB PACHOPSIUTEIBHBIX
JIOKYMEHTOB?
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KakoBo Ha3zHaueHune HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB B  YIIPaBIEHYECKON
NEATEIILHOCTH?

Kakue 1oKyMeHTBI OTHOCSTCS K HHPOPMALIMOHHO-CIIPABOYHBIM JOKYMEHTaM?

KakoBo HazHaueHue nMpoToKoja 3aceaanus’?

Kakue (hopmMbl MPOTOKOJIOB UCTIONB3YIOTCS B IPAKTUKE YIIPABICHUS?

KTo noanuceiBaeT MpoTOKOJIbI 3aCeJaHUN?

Kakumu 1oKkyMeHTaMH TOBOJIUTCS IO CBEACHUS PyKOBOJCTBA MH(POPMAIHS O MOJI0KEHUH JIEIT
B OpraHM3alUH, YIPESKACHUH, Ha IPEATIPUATHH?

KTo nmeer npaBo cocTaBiIsATh U NOJIUCHIBATh JOKJIAJIHbIE 3aIIUCKH, CIIPABKH, IPEIJIOKEHU?
KakxoBo HazHayeHHE C1y)KEOHON TIeperucKu?

Kakue Bubl TOKyMEHTOB OTHOCATCS K Mepenucke?

Ha xakux 61aHKax COCTaBIIAIOTCS CIy>KE€OHbIE muchma?

Kakue pekBU3HUTHI ABISIOTCS 00s13aTEIbHBIMU JUTSI CITYKeOHOTO IrchbMa?

Kakue pa3HOBUIHOCTH CITyKE€OHBIX ITMCEM UCIIOJIb3YIOTCS B IPAKTUKE YIIPABICHUsA?

Kakune 1oKyMeHTBI HCIOIB3YIOTCS ISl OTIEPATUBHOM repeaayn nH(popmamn?

B kakux ciyyasx ucnonb3yrorcs TeaeQOoHOrpaMMbl?

Kak peructpupyrorcs pacnopsauTenbHble JOKYMEHTHI 110 KaJIpOBbIM Bonpocam?

Kak yuuThIBatoTCs TPy10BbIE KHIXKKUA COTPYAHUKOB?

Yro Takoe JUYHOE JIeJI0, €T0 COCTaB?

Kakue KoMIIEKCh JOKYMEHTAllMUM BKJIIOYaeT B ce0s KaapoBas HH(OPMAIIIOHHO-
JOKYMEHTAIlMOHHAs cuctema?

Kakwue 3amaun pemaer kaapoasi ciy>k0a opranuzaimm?

Kakoit koMruieke (pyHKIHMM TpU3BaHa BINTOJIHATH 3Ta CIyx0a?

Kakue 3akoHO/1aTeNbHBIE aKThl PErJIaMEHTUPYIOT TPYIOBbIE IPABOOTHOILIEHUS paboToaaTENs U
paboTtHuka?

Kakue MOKyMeHTBI BXOJAAT B KOMIUIEKC KaJpOBOH HOPMATHBHON M HOPMAaTHBHO-CIIPABOYHOU
JOKYMEHTauu?

Kakue 1oKyMeHTBI BXOJST B KOMILIEKC KaJPOBOH IIIAHOBOM JOKYMEHTAIIUU?

Kakue 1oKyMeHTBI BXOJST B KOMILIEKC KaJPOBOi OpraHU3allMOHHO-TIPAaBOBOM TOKyMEHTAIUN?
Kakue paznensl Bkimtouatotest B [IpaBuia BHyTpEeHHETO TPYIOBOTO paclopsiaKa OpraHu3aiun?

4. OnucaHue nokasareseil, KpuTepues, KA OLEHUBAHUS NJAHUPYEMBbIX Pe3y/1bTaTOB

06yqemm nmo TUCHUIIMHE, COOTHECCHHBIX C YCTAHOBJICHHBIMM B IPOrpaMmMe MHAUKaATOpPpaMH
JAOCTHIKCHUSA KOMHeTeHHI/Iﬁ

4.1. Tloka3aTeJM W KPUTEPUU OIEHUBAHHMS OTBETOB HA BONPOCHI UISl 3aIMUTHI

NPaKTHYeCKUX padoT

Ormenka IToka3arenu oueHuBaHUA Kpurepuu onieHuBaHust
«5» (OTIUYHO, 3a4TE€HO) |3HAHUE Marepuana|OTBET MPEACTaBIEH B IOJHOM O0beME B COOTBETCTBUU C
MPaKTUYIECKOM paboThl, |OCTaBleHHBIM ~ BompocoM.  CTymeHT  3HaeT  MaTepual
YMEHHE AQHATN3MPOBATH |IPAKTHUECKOW pPAa0OTHI, yMeeT aHaJU3UpOBATh MOIYJICHHBIC

TMMOJIYYCHHBIC PE3YJIbTAaThl H|PE3YJIbTAThI u JAc1aTh BBIBOJIbI, BJIAACCT HaBbIKAMH
JCJIaThb BBIBOJBI, BJIAACHUC| CaAMOCTOATCIBHOI'O BBINIOJTHCHUA HpaKTHqCCKOﬁ pa6OTBI. OtBeT
HaBbIKaMHU C(l)OpMyJ'IPIpOBaH CaMOCTOATCIIbHO. Co,uepmaHI/Ie OTBCTa
CaMOCTOATCIIBHOI'O IpaBUJIbHOC, CTPYKTypa H CTWIb OTBETa 06pa3u03},16
BBITIOJIHCHUSA l'[paKTPI‘ICCKOﬁ MNPpUCYTCTBYIOT COOCTBEHHEIE 0606H16HI/IH, 3aKJIIOYCHUA U
pa6OTLI, IPaBUJIbHOCTH |BBIBOJBI.

«4y (XOpOHIO, 3a‘{T€HO)Z OTBCTA, CTPYKTYypa U CTUJIb OrtBer NpeAcCTaBJICH B COOTBCTCTBUM C  TIOCTABJICHHBIM
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Ornenka

IToka3aTenu orecHUBaHUS

Kpurepun onennBanus

OTBECTA.

«3» (yI1OBIETBOPHUTEILHO,

3aUTEHO)

«2»
(HEeyIOBIIETBOPHUTEIBHO,
HE 3a4TEHO)

BOIIPOCOM C HE3HAYHMTEIBbHBIMH 3aMedaHusAMH. CTyIEHT 3HaeT
Marepuall IMPaKTHYeCKOil paboThl, yMeeT aHAIN3HPOBATH
THIOJTy4EHHBIC PEe3ybTaThl M ACJATh BEIBOJBI, BIIA/ICET HABBIKAMU
CaMOCTOSITENIFHOTO BBIIOJTHEHHS MIPAaKTHIECKOH paboThl. OTBET
chopmynmupoBaH  caMmoctosTenpHO.  CoaepikaHHe — OTBeTa
NPaBIIbHOE, B CTPYKTYPE U CTHJIE OTBETA HET TPyOBIX OIIMOOK.

CopmepxkaHue OTBeTa HMEET 3HAUUTENIbHBIE 3aMeuaHMUs,
yCTpaHEHHBIE ~ BO  BpeMsl ~ KOHTakTHOH  paboTel  ¢C
npenofgaBateneM. CTyA€HT Ha YAOBJIETBOPUTEIHHOM YpPOBHE
3HaeT MaTepuall MPakTU4ecKoil paboThl, yMeeT aHATU3UPOBATh
MOJIy4EeHHBIE PE3YNIbTAThl U JEJaTh BEIBOJBI.

B odopmnenun, cTpyKkType U CTWIIE OTBETa €CTh HEIOCTATKH;
paboTa BBIIIOTHEHA CAMOCTOSTEIBHO.

YacTb 0TBETa WM BECh OTBET BBINOJIHEH N3 (PparMeHTOB padboT
JPYTHX aBTOPOB M HOCHT HECAaMOCTOSTEIBHBIM XapakTep.
ConepkaHre OTBETa HE COOTBETCTBYET IIOCTaBICHHOW TEMe.
CTyneHT He 3HaeT MaTepHal MPaKTHIECKOW paboThl, HE yMeeT
AHAJTM3MPOBATH ITOJTyICHHBIE PE3YJITATHI U ACTATh BHIBOMBI.

4.2. Tloka3aTe/iM M KPUTEPUH OLIECHUBAHUS YCTHOI'O OTBETA HA 3a4eTe

OrneHka

Ilokazarenn OLICHHUBAHUA

Kpurepun oneHnBanus

«S»
(0oTNHUYHO, 3aYTEHO)

«»
(xopor10, 324TEHO):

«3»
(YHOBIETBOPUTEIHHO,
3a4TEHO)

3HaHUE POrpaMMHOTO
Marepuaia, BilIaJcHUe
MIOHATHUIHBIM aIapaToM,
[I0CJIEZJOBATEIbHOCTD,
JIOTUYHOCTh U CTUJIb
U3JI0’KEHUS, aJICKBaTHOCTh
WILTIOCTPALUN, yMEHHe
aHAIU3UPOBATh
Kaccu(uIupoBars,
000011aTh,
KOHKPETU3UPOBATh U
CHUCTEMAaTH3HPOBATh
HU3Y4YECHHBIN MaTepual.

CozepxaHue OTBETa COOTBETCTBYET 33JaHHOMY BOIIPOCY.

B  otBere oTpaxkeHBl Bce  JAWAAKTHYECKHE  EIMHHUIBI,
NpeyCMOTPEHHbIe 3aaHueM. [IposeMOHCTPUPOBaHO 3HAHUE
(hakTHYECKOTO MaTepHraia, OTCYTCTBYIOT (haKTHYECKHE OIIUOKH.
[TpoleMOHCTPUPOBAHO ~ YBEPEHHOE  BIIAJICGHUE  IOHSATHHHO-
TEPMHHOJIOTMYECKUM ~ allaparoM JMCIMIUIMHBL (YMECTHOCTh
ynoTpebieHust, ab0peBUaTyphl, TOIKOBAHUE H T.II.), OTCYTCTBYIOT

omuOku B ymorpeOieHWH  TepMuHOB.  OOyuarormmiics
CaMOCTOSITENIBHO ~ JEMOHCTPUPYET  YBEpPEHHOE  BIaJCHHE
OCBOCHHBIM MaTepHaioM, U3JI0KEHHE COIIPOBOXKAALT
aJICKBATHBIMHU WILTIOCTPALMAMH (IPHMEPaMH).

OTBeT 4YETKO CTPYKTYpHPOBaH, 4YacTH OTBETa JIOTUYECKU
B3auMOCBs3aHbl.  OOydwaromuiics  yMmMeeT  aHaJIH3HPOBATH,

CpaBHUBATh, KIACCUPHUIIMPOBATH, 000011aTh, KOHKPETH3UPOBATH
Y CUCTeMAaTHU3UPOBATh M3yUEeHHBIA MaTepuall.

CopmepxaHne OTBeTa B IIEJIOM COOTBETCTBYET 3aJaHHOMY
Bompocy.  IIpomemoHCTpmpoBaHO  3HaHHME  (DAKTHYECKOTO
MaTepuaja, BCTPEYAIOTCS  HECYIIECTBEHHBIE  (DaKTHYECKHe
OIINOKH.

IIporeMoHCTpUPOBAHO BIIAJICHUE HNOHATHIHO-
TEPMHHOJIOTMYECKUM  alliapaToM JIMCIMIUIMHBI (YMECTHOCTh

ynorpe0OiieHns1, ab0peBUaTyphl, TOIKOBaHUE U T.J.), OTCYTCTBYIOT

omMOKM B  ymoTpeOiieHMH  TepMHHOB.  OOyuaromuiics
CaMOCTOATENIbHO, M OTYAaCTH TIPH HABOJSIIMX BOINPOCAX
npernojaBarens,  JIEMOHCTPUPYET  YBEpEHHOE  BIaJIeHHE
OCBOCHHBIM MaTepualiom, U3JI0KEHHE COIIPOBOXKAACT

aJIeKBaTHBIMHU MJLTIOCTPALUSAME (IpUMEpPaMH).

OTBeT B J0OCTaTOYHOM CTEHEHHU CTPYKTYPHUPOBAH, 4aCTH OTBETA
JIOTUYECKH B3aMMOCBSI3aHBI. OOGyuaronuiics crocooeH
aHAIM3UPOBaTh, CPABHUBATH, KIACCUPHUIIMPOBATH, 0000IIATH,
KOHKPETU3UPOBATh U CHCTEMATU3UPOBATh M3YUYCHHBIH MaTEpHaIL.

ConepxaHue OTBeTa B I1€JIOM COOTBETCTBYET 3aJlaHHOMY
Borpocy. O0yuaromuiicss AEMOHCTPUPYET 3HAHHE 003aTEIBHOTO
o0beMa (AaKTHUECKOro Marepuajga [0 JUCLUUIUIMHE, HO
OlepupyeT HETOYHBIMH  (OPMYJIMPOBKAMH UM JOIyCKaeT
¢axruueckue omnbdku (25-30%).




«2»
(HEeyTOBIIETBOPHUTEIIBH
0, HE 3a4TEHO)
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[TponemMoHCcTpHPOBaHO BJIaJICHUE HOHATHHHO-
TEPMUHOJIOTHYSCKAM  alllapaToM IHUCHUIUIMHBI, JIOMYIICHBI
OmMOKH B yOTPeOJICHUN U TPAKTOBKE TEPMUHOB, PacIIN(ppPOBKE
abOpeBuatyp. OOygarommiicss TPOSBIAET 3aTPyNHCHHS B
CaMOCTOSITETIBHBIX OTBETAX.

[IprMepsl M WDTIOCTPALlMH, NPHUBEACHHBIE B OTBETE, B MaJIOH

CTCIICHU COOTBETCTBYIOT H3JI0KCHHBIM TCOPCTUUCCKUM
acnexkramM. OTBET IIOXO CTPYKTYpUPOBAaH, 4YaCTH OTBETaA
pa3opBaHbL JIOTUYCCKH. O6yqa}om1/n>’1ca 3aTPYyAHACTCA

aHaJIu3upoBaTb, CpPaBHUBATD, K.]'IaCCI/I(l)I/IIII/IpOBaTL, 0606HIaTI),
KOHKPETHU3UPOBATH U CUCTCMATU3SUPOBATDH H3yquHLIﬁ Matepuall.

Conep)kaHue OTBETa HE COOTBETCTBYET 3a/laHHOMY BOIIPOCY WIIU
COOTBETCTBYET emMy B OYEHb MaJon CTENEeHU
[TpomeMoHCTpHUPOBAaHO KpaifHe HHU3KOE (OTPHIBOYHOE) 3HAHUE
(hakTHIeCKOT0 MaTepwaia, JONYIIEHO MHOTO OIHOOK —
MpakTHYeCKu Bce (akThl (HaHHBIE) JHOO WCKaXCHBI, JMO0
HEBEPHBL.

[TpogeMOHCTPUPOBAaHO KpaiiHe ciaboe BIAJICHHE ITOHATHITHO-
TEPMUHOJIOTUYECKAM aIapaToM IHUCUUILIMHBI (HEYMECTHOCTB
ynoTpeOJieHHsi,  HEeBEpHbIe  abOpeBUATyphl,  HCKa)KEHHOE
TOJIKOBAHUC U T.I[.), MPUCYTCTBYIOT MHOI'OYUCJICHHBIC OI]_II/I6KI/I B
YHOTpeOICHUH TEPMUHOB.

OOyyaronuiicss He OCBOWJI 0053aTEIbHOI0 MHHUMYMa 3HAHHH
JUCHUILINHBI, HC CHOCO6eH OTBCTUTHL Ha BOIIPOCHI OAaXE MNpPpU
JOMOJIHUTCIIbHBIX HABOAAIIMX BOMNPOCAX NPETogaBaTelid

4.3. Iloka3aTe, i U KPpUTEPUH olleHNBaHUA pedepaTa

Orenka

Ilokazarenn OLICHHUBAHUA

Kpurepun onieHnBanus

«5»

(oTyIMYHO, 3a4TEHO)

«4»

(xoporiio, 3a4TEHO):

KauecTBo BBITIOJTHEHUS
MTUCBMEHHOTO 3a/IaHus;
3HaHUE (akTH4YecKoro
Matepuana,  opopMIICHHE,
CTPYKTYpa u CTHIIb
MTUCBMEHHOTO 3a/IaHus;
CaMOCTOSITEIILHOCTh

BBITTOJTHEHHS pedepara;
BBIMIOJTHEHHE u crava
MUCbMEHHOTO ~ 3aJIaHHs B

YCTaHOBJICHHBIC CPOKH.

CozaepxaHue pedepaTa B LEJIIOM COOTBETCTBYET TeME 3aJaHUSL.
B otBere oTpakeHBl Bce JAMIAKTHYECKHE  €IMHUIIBI,
MPEeIyCMOTPEHHBIE 3afaHueM. I[IponeMOHCTPHpPOBAHO 3HAHUE
(hakTHYECKOro MaTepHasa, OTCYTCTBYIOT (DaKTHYEeCKHEe OLTHOKH.

[TpoleMOHCTPUPOBAHO ~ YBEPEHHOE  BIIAJICHHE  IOHSATHHHO-
TEPMHHOJIOTMYECKUM  alllaparoM JIUCUHUIUIMHBI (YMECTHOCTh
ynoTtpeOneHus, abOpeBUATYpPHI, TOJKOBAaHHE u T.I.),

OTCYTCTBYIOT ONIMOKK B ymoTpeOieHuu TepMuHOB. [lokazaHo
YMeJoe UCTIOIF30BaHIEe KaTETOPHU M TEPMUHOB IHCIUIUINHBL B
UX aCCOIMATUBHON B3aMMOCBSI3H.

OO0y4arommcst MIPOIEMOHCTPUPOBAHO yMeHHE
apryMEHTHPOBaHO H3J1arath COOCTBEHHYIO TOYKY 3pEHHS.
BumHo yBepeHHOE BIaAeHHE OCBOCHHBIM  MAaTepHaiOM,
W3J0KEHHE COMPOBOXIEHO aJEKBATHBIMH HILTIOCTPALHIMHU
(TpuMepami) U3 IPaKTHKH.

Pedepar deTko CTPYKTypUpPOBaH U BBICTPOSH B 3aJaHHON
noruke. YacTu OTBeTa JIOTMYECKH B3aMMOCBs3aHbl. OTpaxkeHa
JoTUYecKas CTPYKTypa TpoOiieMbl (3agaHusi): TOCTaHOBKA
npobneMbl — aprymeHTanus — BbeBoAbl. OOBeM oTBeTa
YKJIa/IbIBAETCS B 3aJJaHHBIE PAMKH [IPU COXPAaHEHUU CMBICIIA.
Bricokasg cTeneHp CaMOCTOSTENBHOCTH, OPHUIHHAJIBHOCTH B
MPEJCTaBICHAN MaTepHala: CTHIHCTHYECKUE 00OPOTHI, MaHepa
W3JI0’KEHUS, CIIOBapHbIH 3anac. OTCYTCTBYIOT CTUIIUCTHYECKUE U
opporpadpuyeckne ommOkum B TEeKcTe. PaboTa BBIMOJHEHA
aKKypaTHO, 0€3 TOMapoK ¥ HCIPABICHHUII.

Conepxanue pedepara B IIEIOM COOTBETCTBYET TEME 3aJlaHUSI.
[IpomemoHCcTpHpOBaHO 3HaHWE (HAaKTUIECKOTO MaTepuaa,
BCTPEUAIOTCs HECYIECTBEHHBIC (DaKTHISCKUE ONTHOKH.

[IpopemoncTpupoBaHo BJIaJICHUE MOHSATUHHO-
TEPMUHOJIOTHYECKIM amlapaToM AUCHHUIUINHBI (YMECTHOCTh
ynorpeOyicHusi,  aOOpeBHaTypbl,  TOJKOBAaHME M T.JL.),
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«3»
(YOoBIeTBOPUTENBHO,
3a4TEHO)

OTCYTCTBYIOT OIIMOKM B yNnoTpeOJieHHH TepMHHOB. [loka3aHo
YMeJIO€ UCTIONb30BAaHUE KAaTErOpUi M TEPMHUHOB JHUCIHUIUIMHBI B
WX  AacCOLMATHBHOM  B3aUMOCBS3U. lIpomeMOHCTpHUpOBaHO
YMEHHE apryMEHTHPOBAHO H3J1araTh COOCTBEHHYIO TOYKY
3peHns. 370KeHHe OTYaCTH CONPOBOXKICHO aJEeKBATHBIMU
WLTIOCTPAUAMH (TIPUMEpaMi) U3 PAKTHKH.

Pedepar B 10ocTaToOYHON CTENEHU CTPYKTYPUPOBaH U BBICTPOCH
B 3aJlaHHOW Jioruke Oe3 HapylleHHi oOmero cmbicna. Yacrtu
OTBETa JIOTMYECKH  B3auMOCBs3aHbl. OTpakeHa JIOrH4ecKas
CTPYKTypa mpoOiembl (3afaHus): IOCTAaHOBKa MNpPOOJIEMBI —
aprymMeHTauust — BbIBOAbl. OO0BeM OTBeTa HE3HAYUTEIHHO
NPEBBIIACT 33/IJaHHBIE PAMKH [PU COXPAaHEHHH CMBICIIA.
JlocTaTo4Hast CTETIEHb CaMOCTOSTEIBHOCTH, OPUTMHAIBHOCTE B
NPEACTABICHUN Marepuana. BcerpedaroTcs Menkue Hu  He
HCKaKaoINe CMbICTA OIIMOKH B CTHIIMCTHKE, CTUINCTUYECKHUC
mramnel. Ecte 1-2  opdorpadpmueckne ommbku. Pabora
BBITIOJTHEHA aKKypaTHO, 03 MOMapoK M HCIPaBICHUN

«2»
(HEeyIOBIIETBOPHUTEIBHO,
HE 3a4TEHO)

Conepxxanue pedepata B IETIOM COOTBETCTBYET TEME 3a/IaHMS.
ITponemMoHCTpHpPOBAHO YIOBIIETBOPHUTEIILHOE 3HaHHE
(akTHyeckoro Mmarepuana, ecTb (akTHdeckue Oomuoku (25—
30%).

[TpoileMOHCTPUPOBAHO ~JOCTATOYHOE BJIAJACHHE IOHATHHHO-
TEPMHHOJIOTMYECKUM aIlllapaToM JHMCLMIUIMHEL, €CTh OIIHMOKU B
yIOTpeOJICHUH W TPAKTOBKE TEPMUHOB, paciiu(poBKe
ab0peBuatyp. OmMOKKM B UCIOJNB30BAaHUM KATCTOPHH U
TEpPMHHOB JUCLUIUINHBI B UX aCCOIMAaTHBHON B3amMocBsa3u. Her
COOCTBCHHON TOYKH 3peHHs JINOO OHa ciabo apryMEeHTHPOBaHa.
[Tpumepsl, puBeneHHBIE B pedepaTe B KAYeCTBE NMPAKTHUECKUX
WUTIOCTPAIMi, B MaJOH CTEIEHH COOTBETCTBYIOT H3JIOKCHHBIM
TEOPETHUYECKUM aACIEKTaM.

Pedepar mioxo cTpyKTypHpOBaH, HapylleHa 3ajJaHHasi JIOTHKa.
YacTu oTBeTa pPa3opBaHbl JIOTHYECKH, HET CBS30K MEXIY
HuMH. OmmOKHM B TNPEICTaBICHUM JIOTMYECKOH CTPYKTYPHI
npoOuieMbl (3a1aHKs): IOCTAaHOBKA MPOOJIEMbl — apryMEHTALUS —
BbIBOJIBI. OOBbEM OTBETA B CYIECTBEHHOU cTenenn (Ha 25-30%)
OTKJIOHSIETCSI OT 3aJIaHHBIX PAMOK.

Tekcr pedepara NpUMEPHO HAINOJIOBHUHY  NPEJCTABISET
coboit CTaHIapTHBIC 000pOTHI " ¢bpass u3
yaeOHuKa/Ieknmit.  O0miaue OomuOOK B CTHIMCTUKE, MHOTO
CTHIUCTHYEeCKHX mTaMnoB. Ecte 3-5 opdorpaduyaeckux
omnOok. PaboTa BbIOTHEHA HE OYSHb AKKYpPaTHO, BCTPEYAIOTCS
TIOMapKH 1 UCIPaBJICHUS

Conepxxanue pedepara HE COOTBETCTBYET TeME€ 3a/JaHMS HIIH
COOTBETCTBYET emMy B OYeHb MaJIon CTETIEHU
ITpomeMoHCTpHpOBaHO KpalHE HHU3KOE (OTPHIBOYHOE) 3HAHUE
(hakTHIeCKOro Martepuana, MHOTO (aKTHYECKHX OIIHOOK —
MPaKTUYeCKH Bce (akThl (JaHHBIE) JHOO0 WMCKaKEHBI, JHMOO
HEBEPHBI.

[TponeMoHCTpUpPOBAaHO KpaliHe ciadoe BiaJEeHHE IMOHATHHHO-
TEPMHHOJIOTMYECKUM aNIapaToM JUCLHUIUIMHBI (HEYMECTHOCTB
yrnorpeOiieHHs,  HeBEepHble  aOOpeBHAaTypbl,  HCKaXEHHOE
TOJIKOBaHME U T.J.), IPUCYTCTBYIOT MHOTOUYHCIICHHBIE OIIMOKH B
ynorpeOyieHnn TepMUHOB. [loka3aHbl HEBEpHbIE aCCOIIMATHBHBIC
B3aUMOCBSI3M  KaTerOpUd M TEPMHHOB  JUCHHIUIMHBI.
OTCYyTCTBYeT apryMEHTAlMs H3JI0KECHHOM TOUYKHM 3pEHHs, HET
coOcTBeHHOW TO3MIMHU. OTCYTCTBYIOT NPUMEPHl M3 TPAKTHKU
100 OHH HEaJeKBATHBI.

Pedepar mpencraBiser co0oi  CIUIONMIHOM  TekcT — Oe3
CTPYKTYPHUpPOBaHUS, HapyllIeHa 3aJaHHas Joruka. Yactu oTBeTa
HE B3aNMOCBSA3aHbl JOTrWueckd. Hapymena mormdeckas
CTPYKTypa NpoOieMbl (3a1aHust):

MIOCTaHOBKa TpoOJeMbl — aprymMeHTauusi — BbiBoabl. O0beM
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oTBeTa OoJiee 4eM B 2 paza MEHbIIE WM MPEBBILIACT 3aJaHHbI.
Texcr pedepata mnpenacTaBisfeT MOMHYI KalbKy TEKCTa
yaeOHuKa/Ieknuid. CTHINCTUYECKHE OIMMOKM TMPHBOMAT K
CYIIECTBEHHOMY HCKaXXCHHIO CMbIcTa. bospimoe  gmcio
optorpadprgecknx ommbox B Tekcre (6omee 10 Ha cTpaHHUIy).
PabGora BrIMONHEHa HEaKKypaTHO, ¢ OOWIHEM IOMapoK |
HCIIPABJICHUNI

5. Mertoauyeckue MaTepuajibl, ONpeaesiiOliMe NPoUeIyPbl OIEHMBAHHUSA 3HAHUIA,
YMeHH, HABBIKOB U (MJIH) ONbITA AeSITeJIbHOCTH, XapaKTePU3YIOIIMX 3Tanbl GopMUpPOBaHMS
KOMIIEeTeH U

Jlns TpoBepKHM KadecTBa OCBOCHHSI MPOTPaMMbl JUCHMIUIMHBL M OIIEHKH PpE3yIbTaTOB
O6y“IeHI/ISI o AJUCHUINIMHC, COOTHCCCHHBLIX C YCTAHOBJIICHHBIMM B IIpOrpaMME HHIAUKATOPpAMHU
JTOCTHKEHUSI KOMIIETCHIIMH IPOBOJUTCS TEKYIIMH KOHTPOJIb YCIEBAEMOCTH W IPOMEXKYTOUHAsS
aTTecTauus o0yJaromuxcs B popme 3ayera.

KOHTpOJIB yCcrieBacMoOCTU o6yt1aroumxc;1 OCYHICCTBJISCTCA C HCIIOJIb30BAHUCM peﬁTHHFOBOﬁ
CHUCTCMbI OLICHKU YCIICBACMOCTHU 06y11a}01m/1xcs[.

Texkymuii KOHTpPOJIb TMPOBOAMUTCS PEryJIIPHO Ha BCEX BHJAX TIPYNIOBBIX 3aHATUH IO
JucuuIuIiHe. B KOHIE cemecTpa Ha OCHOBAaHUM IIOATAIIHOIO KOHTPOJS Ipouecca oO0ydeHHs
CYMMUpPYIOTCS Oajulbl TEKYIIUX, PYOEKHBIX PEUTUHIOB (KOHTPOJIbHBIE HEJNENN), MOJCUUTHIBAIOTCS
JIOTIOJIHUTEJIbHBIE OAJUIBI (32 IOCEIIaeMOCTh U aKTUBHOCTh Ha 3aHATHSIX).

Pe3ynpTaThl peHTHMHroBOM arrecTanuu OOBSABIAIOTCA IIperojaBaTesieM Ha IOCIeAHEM
3aHATUM B 3a4ETHYIO HEJENI0 W CIYXaT OCHOBOHM Jii MTOrOBOTO pe3yjbTaTa MPOMEXKYTOUHOM
aTTecTalluu 00yJaromerocs no JUCIUILIMHE.

5.1. CoorBercTBHe O0a/UIbHON IIKAJbI OLEHOK MO JUCHUILUINHE YPOBHIO
copMUpPOBAHHOCTH KOMIIETEHMI 00y4yaroerocsi

YpoBeHb
c(hOpMHUPOBAaHHOCTH Ornienka Ilosicnenue
KOMITIETEHITUMN
Teoperndeckoe conepxkaHHE Kypca OCBOCHO IOJHOCTHIO,
5 0e3 1mpo0OenoB, Bce MPEAYCMOTPEHHBIE IPOrPaMMOM
«5»
. oOy4yeHHs ydeOHBIC 3alaHUS BBITONHCHEI, ILIAHUPYEMBIS
Bricokuii (oTaM4HO)
PE3YJIBTATHI 06y‘leHI/IH 10 AUCHOUIIIIMHE, COOTHCCCHHBIC C
3a4TEHO
YCTaHOBJICHHBIMU B nmporpamMmme UHAUKaTOpaMu
JOCTHXKCHUS KOMHeTCHHHﬁ, JTOCTUTHYTBIL.
Teoperndeckoe colepkaHHe Kypca OCBOEHO IOJHOCTHIO,
4 BCE MPEIYCMOTPEHHBIC MPOTPaMMOM 0OO0ydeHUs ydeOHBIC
«4»
3aJaHus BBIMIOJMHEHBI C HE3HAYUTEIHHBIMH 3aMEYaHUSIMH,
Beime cpeanero (xoporro)
IUTAHUPYEMBIC Pe3yJIbTaThl OOYYEHHUs 1O JIHUCIHUILIHHE,
3a4TeHO
COOTHECCHHBIE C  YCTAHOBJICHHBIMH B  IpOTrpaMMe
WHIWKATOPAMH JOCTIDKCHHS KOMIIETCHIINN, JOCTHTHYTHI.
TeopeTrudeckoe conuepkaHie Kypca OCBOSHO YaCTHYHO, HO
npoOensl  HE  HOCAT — CYHIECTBEHHOTO  Xapakrepa,
3 OONBIIMHCTBO MPEAYCMOTPEHHBIX TPOrpaMMON 00ydeHHUs
«3»
o yqe6HHx 3a4a49 BBIIIOJJHCHO, HO OTMCYCHBI OH_II/I6KI/I,
Cpenuuii (YZOBIETBOPUTENEHO)
IUTAHUPYEMBIC Pe3yJIbTaThl OOYYEHHUs 10 JIHUCIHUILIHHE,
3a4TEHO
COOTHECEHHBIE C  YCTaHOBJICHHBIMH B  IIpOrpamme
WHAWKATOPAMH JOCTIDKCHHS KOMIICTCHIMHA, B  ICJIOM
JIOCTUTHYTHI.
. «@2» Teopernueckoe  comepKaHWe  Kypca HE  OCBOCHO,
HeynoBneTBOpHUTEIBHBIH .
(HE yIOBIETBOPUTENBHO) | OONBIIMHCTBO MPEIyCMOTPEHHBIX TMPOTPaMMON 0OydeHUs
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HC 3a4TCHO

y4eOHBIX 3aJaHUi JIMOO HE BBIIOJIHEHO, JIMOO COIEPKUT
rpyOble  OmMOKM; JIONMOJHUTENbHAs  CaMOCTOSTEIbHAs
pabora Hajx MaTepualioM HE NpHUBEINET K KaKOMY-IHOO
3HAYUMOMY MOBBIIIEHUIO KauyecTBa BBIOJHEHHS Y4EOHBIX
3amanuid. [Imammpyemsle  pe3ynpTaTel  OOydeHHS IO
JUCIUIUIMHE, COOTHECEHHBIE C  YCTAaHOBICHHBIMH B
IporpaMMe MHIUKATOPAMHU JOCTHXECHHSI KOMIICTCHINH, He
JOCTUTHYTHI.




