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OI'TABJIEHHE

IHosicHuTENbHAA 3aNMCKA

Iens 1 3a1a4M TUCHUIUIAHBL

IlepeyeHp MIaHUPYEMBIX pPE3YJIbTATOB OOYYEHHUS MO AUCLUIUIMHE, COOTHECEHHBIX C
WHIMKATOpaMU JTOCTH)KEHUS KOMIIETCHIINN

MecTo TUCHMIUIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

CTpyKTypa AMCUHUILIMHBI

Coaepxkanue THCHHUILIHHBI

OO0pa3zoBaTebHbIC TEXHOJIOTHHI

OneHka IVIaHNPYeMbIX Pe3yJIbTATOB 00y4YeHHU s

Cucrema oLleHUBaHUA

Kpurepun BbICTaBIIEHUS OLIEHOK

OneHounsle cpeacTBa (Marepuaibl) Ui TEKyIIEro KOHTPOJS — yCIIEBaeMOCTH,
MIPOMEKYTOUHOM aTTecTal 00yYaIOIIMXCs 110 TUCIUILIIHHE

Y4yeOHo-MeTOANYeCKOEe 1 HHPOPMALIMOHHOE 0O0ecreYyeHHue U CIUTIIUHbI

Cnucok UCTOYHUKOB U JIUTEPATYPhI

[Iepeuenn pecypcoB HHPOPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTn «IHTepHET»
[IpodeccronansHbie 0a3bl JaHHBIX U HHOOPMAIIHOHHO-CIIPABOYHBIE CHCTEMBI
MarepunanbHO-TeXHH4YECKOe o0ecnedeHue AU CHUIIIMHBI

OOecneyenue 00pa3oBaTeJLHOIO TMpouecca Ui JHI € OrPAaHUYEHHBIMH
BO3MOKHOCTSIMHU 3/10POBbS

MeToanuyeckne MaTepUuaJIbl

[Tnanpl ceMUHAPCKUX / TPAKTUYECKUX / Ta0OPATOPHBIX 3aHATHH

MeTtoanyeckre peKOMEHIaluH 110 MOATOTOBKE MUCbMEHHBIX PadoT

Hubie maTepuanbl

[Tpunoxxenue 1. AHHOTAIMS TUCIUTUTAHBI



1. IlosicHUTEJBbHASA 3aMMUCKA

1.1. Ileap v 3aga4y AMCUUILIMHBI
Illenv  Oucyunaumst —  TOJATOTOBUTH  BBIMYCKHHKA,  00JaIar0IIeTro
TEOPETUYECKUMHU ¢ TMPAKTUYCCKUMHU 3HAHUSIMHU M YMEHHUSIMH, CIOCOOHOTO
MIPUMEHSITh KOMIIETCHIIMU B chepe yIpaBiIeHUs JOKYMEHTAIIUEH B OpraHU3aI1H.
3adaqu oucyuniuml:
- O3HAKOMHTh C TIOHATHEM «IOKYMCHTHpPOBaHHas MH(POpPMAIUS» U €€ POJIBIO
B YIIPABJICHUM OPTaHU3AIUCH;
- copMHUpOBaTh HABBIKK aHAJIW3a HOPMATHBHO-IIPABOBBIX M METOJIMYECCKUX
OCHOB JIOKYMEHTAITMOHHOTO 00ECIIeUeHUs YIIPABIICHHUSI,;
-  O3HAaKOMHUTb C OCHOBHBIMH D3JIEMEHTAMU CHUCTE€MbI YIPaBICHUS
JIOKYMEHTAMU;
- 00yuduTh MeETOJAaM MCIOJIb30BaHUS  YHU(PUIHUPOBAHHBIX  CHUCTEM
JIOKYMEHTALIUY;
- chopmupoBaTh HaBBIKH JOKYMEHTAILMOHHOTO oOecrnicueHUS
(GYHKIIMOHATBHBIX cep YIpaBICHUSI.

1.2. IlepedeHb MJIAHUPYEMBIX Pe3yJbTATOB 00yUYCHHUSA 0 JUCHHUILIUHE,
COOTHECEHHBIX C HHAUKATOPAMM J0CTHKEHUSI KOMIIETECHIIH

[Ipornecc n3yueHus: TUCIUILIMHBI HaNpaBjieH Ha (JOPMUPOBAHUE CIIECTYIOIINX
npodeccuonanbHpix (I1K), mpexycmorpernnsix ®I'OC BO 1o HampaBlICHHIO
moarotoBku 38.03.02 «MeHeKMEHT).

WN3yuenne  AWCHUIUIMHBI  HAmpaBieHO Ha  (OpPMHpPOBAaHHE  psaa
KOMNemeHyuti.

IIK-1 - cnocoOHOCTh TIAaHUPOBATh M OPraHU30BBIBATH MEXKIYHAPOIHYIO
(BHEITHEOKOHOMHUYECKYIO) NIeSITEIbHOCTh

KoMmnerenuun HNuaukaTopsl Pe3yabTaTnl 00y4yeHus
(Kol ¥ HAMMEHOBAHUE) KOMIIeTeHIUit
(Ko ¥ HAMMEHOBAHUE)
TIK-1 I1K-1.2 3HaTh:
- IOHATHE «JOKYMEHTUPOBAHHAS
CriocobeH muanupoBats 1 | Obecmednsaet uH(pOpMAITUD), TOHUMATH €€ POJTh B
OpraHM30BHIBATH CONPOBOXKACHUE yIpaBI€HUU KOPIOpaLuei;
MEXTyHAPOIHYIO BHEIIHEOKOHOMUYECKON - OCHOBBI 3aKOHOJATEJIbCTBA B
(BHEITHEAKOHOMHYECKYI0) | AOKYMCHTAINH YaCTH JOKYMEHTALIMOHHOI'O
JESATCIbHOCTD 06CCHCLI€HI/I$[, HOPMAaTUBHO-IIPABOBYIO U
METOANYECKYH0 OCHOBBI
JOKYMEHTAIMOHHOTO 00ECTICUYeHHS
yIpaBJIeHUS OpraHu3alnen, CTaH1apThl
M0 YIIPaBJICHUIO JET0BOM
JIOKyMEHTaIUeEN;




YMmeThb:

- HCMOJNb30BaTh YHU(DUIIMPOBAHHE
CUCTEMBI JIOKyMEHTAIIHH;

- dopmupoBaTh (PYHKIIHOHAIBHE
CUCTEMBI JOKYMEHTAIIHH.

Baagers:

- - UHCTPYMEHTAMM HCIOJIb30BaHI
YHU(DULIMPOBAHHBIX CUCTEM JIOKYMEHTAIIN}

- METOAAMH (dbopMupoBaHi
(YHKIMOHAJIBHBIX CUCTEM JIOKYMEHTAILUH.

1.3. Mecmo Oucyuniunvl 6 CcmpyKmype OCHOGHOU 00pa3oeamebHOu
npozpammol

Jucnuminaa «OpraHnu3alMOHHO-TIPABOBOE M JIOKYMEHTAI[MOHHOE
obecrieyeHrne yIpaBJICHUECKON ACATEIbHOCTH» BXOJAUT B BapUaTHUBHYIO YacTh
JUCHMIUIMH ~ TIpodeccoHanbHOro I1ukina oOyuenns (bl) mo mporpamme
moarotoBku Ne 38.03.02 MeHeKMeEHT.

JI1st oCBOEHUS TUCUMILIMHBI HEOOXOAUMBbI KOMIIETEHIIMH, C(POPMUPOBAHHBIE
B XOJI¢ U3y4eHUs AUCUUIIINH «VcTopus ynpaBiieHUeCKON MbICIW», «BBeneHue B
npodeccuro», « ITHKA U KyJIbTypa YIPABICHU.

B pesynabrare ocBOEHMS AUCHMIUIUHBI (OPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOUMBIE Ul M3Y4YEHUS JAUCHUIUIMH «MEHEeIKMEHT OpraHu3alumny,
«MapketnHr», «MeXIyHapOAHBIM  ONBIT  YIPAaBICHHS  U3MEHEHUSMHU B
KOMITaHUSX», «YTpaBiaeHYECKUE peLeHus», «YTpaBiIeHYECKOE
KOHCYJTUPOBAHME» a TaKXKe MPOXOXKACHUS MPOU3BOACTBEHHOW mpaktuku (IV

ceMecTp).



2. CTpyKTypa IUCUMILTHHBI

OO61mas TpyJ0€MKOCTh AUCIUILINHBI COCTaBIseT 3 3.€., 108 akagemudeckux daca (oB).

CTpyKTypa AMCHHMILIMHBI IS 04HOH GopMbl 00y4eHust

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAarorndecKuMU

paOoTHUKaMU U (MJIM) JUIAMHU, IPUBJIEKAEMbIMH K peaju3aluyu 0oO0pa3oBaTeIbHON MpOrpaMMel
Ha MHBIX YCJIOBUSX, IPU MPOBEACHUN YUEOHBIX 3aHATHI:

Cemectp | Tun yueOHbIX 3aHATUH KonngectBo
9acoB
Jlexknnu 14
CemuHapbl/1ab0opaTOpHBIE PAOOTHI 28
Bceero: 42
O6bvem aucuuIUIMHBL (MOIyJsl) B (OpME CaMOCTOSATENBHOW paboThl 00yYaromUXCs

cocTaBisieT 66 akageMHYecKuX yaca(oB).

3. ConepxaHue JUCUMILTUHBI

Ne HaumeHnoBanue Copep:xkanue
paszaena
AUCHTUIITTHHBI
1| TokymeHTHPO IIpenmer, 3amaum M MCTOYHMKHM H3Y4YEHHs Kypca.
BaHHAaA [TonsaTne OpPraHU3alHOHHO-JOKYMEHTALIMOHHOT O
uHpopmanus | obecrnieueHus. Ero poap B ynpaBiieHUH Opranu3aiuei.

U ee poJb B Ponbs undpopmanuu B ynpasinennn. Uudopmanmonnas
ynpaBjeHHH | UHQPACTPYKTypa OpraHu3aluu. Nudopmanmonnsie
OpraHmM3anue | pecypchbl OpraHu3anuu.

i ITonstue «noxkymeHT». llenu co3manus U coxXpaHeHUs
JOKYMEHTOB, MX DPOJIb B YIIPABJICHYECKON ACATEIBbHOCTH.
Bunel noxymenroB. CopepxaHue, CTPYKTypa, KOHTEKCT
JOKYMEHTOB U METaJaHHBIE.
2 | HopmaTtuBHo- | [IpaBoBasi OCHOBa JJOKYMEHTAIIMOHHOTO  OOECICUYCHUS
npaBoBasi M | yrnpasieHus. @enepanbHbie 3aK0HbI. YKasbl [Ipe3nnenta PO
MeToanuecka | 1 nocraHosiieHus [IpasurenbcTa PO.
sl OCHOBBI HopmaTtuBHO-IIpaBoBBIE aKThI BEJIOMCTBEHHBIX
AOKYMEHTALHU | OPraHOB HUCIOJIHUTEIBHOU BiacTu PO.
OHHOI'0 OCHOBHBIE HOPMATHBHBIE MTPABOBBIE U METOAUYECKHE
o0ecreyeHusi | JOKYMEHTbl 10  JOKYMEHTAlMOHHOMY  OO€ECIEUEHUIO
YIPaBJICHUA | yIIpaBICHHUS OpraHu3anueil. 1'ocygapcTBeHHbIE CTaHAAPTBHI.

WHCTpyKIIMK, TMpaBuUiIa.
KBaJIU()UKAIIMOHHBIC
YHUDUIIUPOBAHHBIX (HOPM.

[lepeunn. Hopwmel
XapaKTEPUCTHUKH.

BPEMEHU W
AJIEO00MBI
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Cucrema CucremHbIil noaxoA B ynpasieHud. Cucrema ynpaBieHUs
ynpasjeHusi | opranuzanmei. Cucrema  ymnpaBlIeHMS — JOKYMEHTaMu
AOKYMEHTAMHU | OPTaHU3ALUU
OpraHu3anum Cucrembl nokymeHTauuu. MIx 3HaueHue B yrpaBieHUH

oprannzauueii.  IloHdaTne  cuCTEMBI  JOKyYMEHTAlUU.
Hcropuueckoe pa3zButhe cucrem JokyMeHtanuu. [loHsTue
«yHU(UIUPOBAHHBIE CUCTEMBI JOKYMEHTALIUN U
«(pYHKIIMOHAIBHBIC CUCTEMBI IOKYMEHTaum» B Poccuiickoii

denepanuu.
®ynkunonaa | Cucrema OpraHNU3alMOHHO-PACTIOPAIUTEIIBHON
bHbIE JOKYMEHTauU B yIPaBJICHUH. IToncucrema

CHUCTEMbI OpraHU3alHOHHO-IIPABOBOM JOKYMEHTalUU (ycras,
AOKYMEHTAIM | [M0J0)KeHWe o0 oOpraHu3alMM, UITaTHOE paclucaHue,

U JIOJKHOCTHBIE UHCTPYKIIUH). [Toncucrema

pacnopsIUTEIbHON  JTOKyMEHTAIluu (mocraHoOBJIEHUE,
pelieHre, NpHUKa3, paclopsbDKeHHe, YKazaHue | Ap.).
[Toncucrema  uHPOPMAIMOHHO-CIIPABOYHON  (TIPOTOKOJI,
JOKJIa/IHAsl 3alucKa, OOBSICHUTENbHAS 3alKCKa, 3asBICHHE,
JIeJIOBOE THUChMO, DJIEKTPOHHOE COOOIIeHHWe H JAp.) U
UH(POPMAITMOHHO-AHATTUTHYECKONH  JOKyMEHTaluu  (axT,
CIpaBKa, 3aKJIIOUEHHE, OT3bIB, MEPEeYeHb, CIUCOK U Jp.).
JlenoBasi ~ mepemnmucka, COMPOBOXAAIOIIAsA  TMPOIIECC
NPECTaBICHUE HHTEPECOB U MOCPETHUIECTRO.

Cucrema JOKyMEHTAIMH 10 TPYAOBBIM OTHOIICHUSM.
JIOKyMEHTAIlMOHHOE ~ O0ECTeueHUEe CHCTEMBI TPYIOBBIX
OTHOIICHWWA B YIpaBICHUU (TIEPBUYHBIC JTOKYMEHTHI
TPYJOYCTPOICTBA, TPYAOBOM JOTOBOp, JIMYHOE JIEJO
COTpYAHHKA, TPYyAOBas KHUXKKa, padoTa C MUCbMEHHBIM
00OpallleHUsIMHU TpaXkaaH).

Cucrema ¢puHAHCOBOM JOKyMEHTAIlMHU B YIPABIICHUU.
OOmiass XapakTepucTUKa JOKYMEHTOB MO (PUHAHCOBO-
pacyeTHbIM  omeparusaM.  Knaccudukanus — y4eTHBIX
nokyMeHTOB. CriocoObl HCTIpaBIeHUS OIINOOK B (PUHAHCOBO-
pacueTHOW nokymeHTauuu. OdopmiieHue OTKPHITHS CUETOB
opranu3anuii. OCHOBHBIEC BHJIbI JOKYMEHTOB 10 ()MHAHCOBO-
pacueTHbIM omnepanusaM. llepenucka 10 (UHAHCOBBIM

BOIIPOCAM.

Cucrema JOKyMEHTallMM IO CHAa0XEHUIO U COBITY.
JIOKyMEHTallMOHHOE obecrieueHune YIPABJICHUYECKUX
¢yHKIMIl cHaOXkeHusa u cObiTa. JloroBopsl. JloBepeHHOCTH.
Haknagnsle. Hapsinbl. Kommepueckue aKThI.
ITperen3nonnsle nuceMma. VckoBblie 3asBieHus. JlemoBas
NEPENUCKA.

Cucrema JIOKYMEHTAIUU 110 MApKETHHTY.




8

JlokymMeHTallMoHHOe o0ecreyeHue (QPyHKIUU MapKeTUHTa.
[lepenucka 00  opraHuzanuu,  IUIAHUPOBAHUU U
OCYILIECTBIECHUHU uH(OPMaIMOHHOU NEeATEIbHOCTH,
MapKeTuHre. AHanutudyeckue o030pbl. MHdopmanmoHHbie
0030pbl. Ilepenucka co CMMU. Kpurnueckue OT3BIBHI,
ONPOBEPKEHUSI HEIOCTOBEPHBIX CBEICHUU O NIESATEIbHOCTH
opranusauuu. [IporpaMMbl MapKETHUHTOBBIX MCCIIEIOBAHUM.
JIOKYMEHTBI JABM)KEHHS I1IeH Ha pbIHKEe, 00 OINEepaTHUBHOM
aHaJin3e MOTPEeOHOCTH B MPOAYKIIHUHU U T.II.

Cucrema JOKyMEHTallMM IO pekiame. PeknamHoe
nuceMo. Wupopmannonusie wuzganuss. CTaTbH, TEKCTHI
Telepaauonepenay, IUIaHbl, TPOCHEKTHI, CLEHAPUU W T.IL
JlokymMeHTBI (3asBKHM, Nepenucka u T.a1.).  JloroBopel o
pa3sMENIEHNH W BBIMYCKE peknambl ©U  T.1.  Jlenosas
NIEPENNCKa, COMPOBOXKIAOIIASI OPraHU3ALMI0O U y4YacTHE B
BBICTABKaX U pMapKax.

4. O0pa3oBarejibHbI€ TEXHOJIOTHH
[Ipu peanuzanmu  nporpaMMbl  JTUCHUIUIMHBI  «MEHEIKMEHT  HEKOMMEPYECKHUX

OpraHMU3alfil» HCHONB3YIOTCS pa3IMYHbIe 00pa30OBaTENbHBIE TEXHOJOTHUHW, HalpaBleHHbIE Ha
dbopMUpOBaHUE 3asBICHHBIX KOMIIETEHIMI. B ayIuTOpHYI0 HArpy3Ky BXOJST JCKIMOHHBIE U
CEMUHAPCKHE 3aHITHS, a TaKXKe pa3IudHble (OPMbI KOHTPOJSA. VICMONB3yOTCS aKTUBHBIC U
WHTEpaKTUBHBIC (OpPMBI MpoBeneHUs 3aHATHH. [lpu peanuzanuu MporpaMMbl JTUCIUTUTHHBI
«TaliM-MEHEPKMEHT»  HCIONB3YIOTCS:  MPOOJIEMHBI  METOJ  W3NOKEHHUS  JIEKIHOHHOTO
MaTepHaia, peleHHe NPAKTUYECKUX 3a/1a4 I10 BOIPOCAaM TEMbl HA CEMHUHAPCKUX 3aHATHSIX.

CamocrosiTennbHasi paboTa CTYJIEHTOB IOJpa3yMEBaeT TMOJATOTOBKY K CEMHHApCKUM
3aHATHUSAM, TIPOBOAUMBIM B (hopMme pa3dopa KOHKPETHBIX CUTYAIlMK, WHIWBHIYyaIbHYIO padoTy B
KOMIIBIOTEPHOM KJlacce U 6ubnuoreke. OHa HampaBlieHa Ha 3aKpEIUICHUE U yriyOleHne 3HaHU,
MTOJIYYECHHBIX B XOJI€ ayAUTOPHBIX 3aHATHIA.

N3yueHne AMCHUIUIMHBI 3aKAaHUYUBACTCS TMOATOTOBKOW HMTOTOBOM TMHUCBMEHHOW DPaOOTHI,
HaIMCaHHOM CTYyJICHTaMH Ha OCHOBE aHAJIM3a MaTEPHAJIOB, COOPAHHBIX B XOJI€ CAMOCTOSTEIIbHON
paboThl B KOMITBIOTEPHOM Ki1acce U 6ubinoreke. MiTtorosas muchbMeHHast paboTa Mo JTUCIUILUINHE
MO3BOJIIET TPOBEPUTH YPOBEHb OBIAJCHHS CTyJIEHTaAMH OOMmEnpodecCUOHATBHBIX U
po(heCCHOHATLHBIX KOMIICTCHIIHMA, 3asiBJICHHBIMH B JTAHHON JHUCIUIUIMHE U COOTBETCTBYIOIIIX

®I'OC BO no nanpasnenuto noarotoBku 380302 «MeHeKMeHT».



Ne | HammeHoBaHme Buabl yueoHoii
n/n TeMBbI padoThI OoOpasoBaresibHbIE
TEXHOJIOI'IHN
1. | JokymeHnTHpoBaHHAas Jlexuus
UHpOpMAIIHS U € [pakTHyeckoe 3aHsATHE | YYACTHE B ICKYCCHHU
POJIb B YIIPABICHAN BeInonHeHne pakTHYECKUX 3a1aHui
opraHu3arueit CaMOCTOSTENLHAS KoHncynbeTupoBaHue U npoBepKa JOMaIIHUX
pa6 oTa 3a/1aHui IOCPEACTBOM JIEKTPOHHON MOYTHI
2. | HopmarusHo- Jlexuust
MpaBoOBas U VY4acTue B IMCKycCUH
METOIHUECKAS IIpakTHYecKOe 3aHATHE BeImonnHeHHe TIPaKTHYECKUX 3aaHui
OCHOBEI KonTtponsHas pabora
AOKyMCHTALINOHHOTO CamocrosrenbHas KoHcynsTHpoBaHKe U MPOBEPKa JOMAIITHIX
obecrnieueHus pabota i i
3aJ[aHUi TOCPEACTBOM DJIEKTPOHHOU TTOYTHI
YIIPABIIEHUS
VYyactue B JUCKyCCUH
BrinosiHeHUE NpakKTUYECKUX 3aAaHUN
3 Jlexmus
Cucrema KoHcynbTHpOBaHUE U IPOBEPKA TOMAITHUX
YyHpaBJICHUA [IpakTrueckoe 3aHSATUE | 3a1aHUH IOCPENCTBOM 3JIEKTPOHHOM MOYTHI
AOKyMCHTaMH B CamocrosTenbHas
OpraHusalnuu paGota
4. OyHKIIMOHAJIbHbIE Jlexknus Vdactue B IUCKyCCUH
CHCTEMEI BrinonHeHre MpakTUUeCKuX 3aaHui
JIOKYMEHTALHH KonTponbsHas pabora
(Cuctema TIpaKTHYeCKHIe 3aHsTHS KoHncynbsTupoBaHue U npoBepKa JOMaIIHUX
OpraHM3aIMOHHO- CaMOCTOSTENbHAS 3aJlaHUi TTOCPEJICTBOM 3JIEKTPOHHOM MOYTHI
pacnopsAUTEIbHON pabota
JOKYMEHTALIH )
5. | ®dyskunonansubie Yuactue B TUCKyCCHU
CHCTEMEI Jexmus BrinonHeHre MpakTUUEeCKUX 3aaHui
JIOKYMEHTALHH KoHcynsTHpOBaHKE 1 MPOBEPKA JOMAIITHIX
(Cuctema TTpaKTHyecKue 3aHATHS 3aJ[aHU# TOCPEACTBOM DJIEKTPOHHOU TTOYTHI
AOKYMCHTAIUU 10 CamocTosTenspHas
TPYIOBBIM pabota
OTHOIIEHUSIM )
6. | ®ynkuMoOHATEHEIE Jlexrust YuacTue B INCKYCCHH
CHCTEMBI BrinosiHeHHe NpaKTUYECKUX 3aJaHUI
JOKYMEHTALHH KoHcynsTHpOBaHKe 1 MPOBEPKa JOMAIITHIX
(Cuctema TTpakTHyecKue 3aHATHS 3aJ[aHU#l TOCPEACTBOM IEKTPOHHOU TTOYUTHI
(buHaHCOBOMU CamocTosTenbHast
JOKyMEHTAL1H) pabota
7. | ®yHKIHOHATIBHbIE Jlexnus Yuactue B IUCKyCCHH
CHCTEMEI BrinosiHeHUe NpakKTUYECKUX 3aAaHUN

JIOKyMEHTAITUN
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(CI/ICTeMa HpaKTI/I‘{eCKI/Ie 3aHATHUA | KoHcynbTupoBaHME U IPOBEPKA JOMAIIHUX
JOKYMCHTAIMH 11O CamocrosTenpHas 3a/laHuil IOCPEACTBOM JIEKTPOHHOM IOYTHI
CHA0KEHUIO U pabota
cOBITY)

8. OyHKIMOHAIBHbIE VYyacTue B IMCKyCCHU
CHCTEMEI Jexmus BeinonHenue NpakTHYECKUX 3a1aHUi
JOKYMEHTALUH
(Cucrema [IpakTHueckoe 3aHsATHE
JIOKYMEHTALHH TI0 CaMoCTOSTeabHAS KoHncynpTupoBaHue u poBepka JOMAIIHUX
MapKeTHHTY H paGora 3aaHUi IOCPENICTBOM IEKTPOHHOM MOYTHI
pekiame)

9. | Hamucanue [IpakTrueckoe 3aHITHE | MTorossiii Tect
HTOT'OBOM CamocrosTensHas
MHCBMEHHOM paboThI pabota

10. [IpomexxyTouHas [IpakTrueckoe 3aHiaTHE | CobecenoBaHuE 110 PE3YIHTATAM H3yUEHHUs
arTeCTanusa Kypca
OK3aMeH

B mepuon BpeMEHHOro MPHUOCTAHOBJICHHUS TOCCIHICHUS OO0yJarONIMHUCS

nomenieHnt u teppuropun PITY s opranuzanuu y4deOHOTO Iporiecca ¢

IMPUMCHCHUCM JBJICKTPOHHOI'O O6y‘-ICHI/ISI N AMCTAaHIWMOHHBIX OGp&BOB&TCJ’IBHbIX

TEXHOJIOTUM  MOTYT

TCXHOJIOTHH.

— BHUACO-JICKIINH,

OBITH

HCIIOJIb30BaHbI

cienyronme  00pa3oBaTelbHbBIC

- OHHaﬁH-HCKHHH B PCKHUMC PCAJIbHOI'O BPpCMCHU,

— OJICKTPOHHBLIC y‘-Ie6HI/IKI/I, yqe6HHe HOCOGI/I?[, HAayYHBIC M3JIaHUA B

AJIEKTPOHHOM BHUJIE U IOCTYT K MHBIM JIEKTPOHHBIM 00pa30BaTEeIbHBIM PECYpCaM;

— CUCTEMBI U1 SJICKTPOHHOI'O TCCTUPOBAHMUA

— KOHCYJIbTallUHU C UCIIOJBb30BAHUCM TCIICKOMMYHUKAIIMOHHBLIX CPCACTB.
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5. OHEHKA IIVIAHUPYEMBIX PE3YJIbTATOB OBYYEHUA

5.1. Cucrema oneHMBaHUSA

B mponecce usydenus: Kypca IIPOBOJUTCA PEUTUHIOBBIA KOHTPOJb 3HAHUWM CTYJCHTOB B
cootBercTBUU ¢ [lonoxenuem PITVY o ero nposenenun. OH mpeanosiaraeT yder pe3yibTaToB
CaMOCTOSITENIbHOW paboThl MO BBINOJHEHHWIO THUIIOBBIX M CHUTYallMOHHBIX 3a/laHUM, a Takxke
CTETIEHHU Y4aCTHUs CTYIEHTOB B OOCY/I€HUH BOIPOCOB HA CEMUHAPCKUX 3aHATHSIX.

OneHka 3HaHUN TpeACTaBIsIET COOOW COBOKYIMHOCTb Pa3JIMYHBIX MOKa3areiei padoThl
CTyZCHTa B TEYEeHHE Bcero mpormecca oOydeHus. [lo kypcy «MeHEHKMEHT HEKOMMEPUYECKUX
OpraHu3elyi» NpeaycMaTpuBaeTCs TEKYIIUMH KOHTPOJIb yCIEBaeMOCTH B (hopMe oIpoca Ha
3aHATHUAX, TECTUPOBAHMS, BBIIIOJHEHUE NPAKTHUECKUX 3adaHui. IIpoMexyTOuHBIN KOHTpOJIb
IPOBOJIUTCA B (JOPME TECTUPOBAHUS W UTOTOBOM MUCHMEHHON KOHTPOJIBbHOH paboThl. C yueToM
HaOpaHHBIX B CEMECTpe OaJlJIOB CTYJIEHTHI MOJYYaloT 3a4eT ¢ OLEHKOH. MiToroBass KOHTpOJIbHAs
pabota mpoBoauTCsA B GOopMe MUCBMEHHOUW pabOThI, IPEIyCMAaTPUBAIOIICH OTBETHI B CBOOOTHOM
(dopme Ha MOCTABIECHHbBIE BOIPOCHI.

Ntorosass oueHka BBICTABISAETCS B IOJHOM COOTBETCTBUHM C yTBepKAE€HHOU B PITY

PEHUTHUHIOBOM CUCTEMOW KOHTPOJISI 3HAHUU.

Bun xonrpons Cpoku Kpurepun KonnuectBo
MIPOBEICHUS OLICHKH OaIoB
(MaKCUMAIIbHO)
1. YuacTtue B 006CyXKaeHUN B teuenne 10 4 0aoB
TEOPETUYECKHUX BOIPOCOB HA Cemectpa 48

MPAKTUYECKUX 3aHIATUSAX U B PEIICHUN
MPAKTUYECKUX 3aJaHHI

B Teuenun Jlo 6 6ammoB 12
2. KonrpomnbHbie paboTsl (2 mT) cemecrtpa

[Tomy4yeHHBIM COBOKYIHBINA pE3yJbTaT KOHBEPTUPYETCS B TPaJULIMOHHYIO
IIKaJly OLEHOK M B IIKally OLEHOK EBpONENCKONM CHUCTEMBI IEpeHoca U
HakorieHus: kpeauToB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUU C TAOIULIEN:

100-6annvnas wxana Tpaouyuonnas wkana Hlxana ECTS
95 - 100 0 o A
83 -94 T 3aYTEHO B
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68 — 82 Xopo1o C
56 — 67 D
5055 yIOBJIETBOPUTEIHHO B
20— 49 FX
0-19 HEYIOBJICTBOPUTEIIBHO HE 3a4TEHO 7

5.2.KpuTepuu BbICTABJIEHHS OIEHKH MO TUCIUIJINHE

bannwl/
Lxana ECTS

Ouyenka
no oucyuniune

Kpumepuu oyenxu pezyriomamos ooyuenus
no oucyuniune

100-83/
AB

«OTJIMYHOY /
«3a4TEHO
(oTyuHO)» /
«3a4TEHO»

BrictaBnsiercss  oOywaromemycsi, €ciad OH TIyOOKo U
MPOYHO  YCBOWJI  TEOPETHYECKHMM UM  MPAKTUYECKHI
MaTepuaj, MOXKET MPOJAEMOHCTPUPOBATH 3TO HA 3aHATHUAX
U B X0JI€ TPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCYEpNbIBAIOIIE W JIOTUYECKH CTPOMHO
u3NaraeT yuyeOHbI MaTepuai, yMeeT yBA3bIBaTh TEOPHUIO C
NPaKTUKOM, CHOpaBisieTcs C pelleHueM 3agad npodeccu-
OHAJIBHOW HAIPaBJIEHHOCTH BBICOKOTO YPOBHS CIIOXHOCTH,
NPaBUIBHO OOOCHOBBIBACT MPUHSATHIC PEIICHUS.

CBoOOHO oOpueHTHpYyeTCcs B y4eOHOW u mpodeccu-
OHAJILHOU JIUTEpaType.

OI_leHKa 10 AUCHOUIINIMHE BBICTABIISIKOTCA 06yqa10meMyC51
C yYE€TOM pe3yJbTaTOB TEKYIIEH U MNPOMEKYTOYHOMN
aTTecTralnuu.

Kommerenmnuu, 3akperui€éHHbpIe 3a TUCHUTLTNHOMN, chHopMu-
pPOBaHbI HA YPOBHE — «BBICOKHI.

82-68/

«xopomioy /
«3a4TEHO
(xoporo)y /
«3a4TCHO

BricTaBnsiercs oOyuaroiemMycsi, €Clidi OH 3HaeT TeOpeTH-
YECKUM U IIPAKTUYECKUM MaTepuas, rpaMOTHO U IO Cylie-
CTBY M3JIaraeT €ro Ha 3aHATUSIX U B XOJ€ MPOMEXYTOUYHOMI
aTTeCTallMu, HE JI0MyCKasl CYLIECTBEHHBIX HETOYHOCTEH.
OOy4aronuiicss TPaBWIBHO TPUMEHSET TEOPETHUECKHUE
MOJIOKEHUSI TMPU  PEUIEHUH  MPAKTHUYECKUX  3a]ad
npodeccuoHaNbHOM HAMpaBICHHOCTH PAa3HOTO YPOBHS
CIIOHOCTH, BJIaJIeeT HEOOXOJUMBIMHU ISl 3TOTO HAaBBIKAMU
U IPUEMAMHU.

JlocTaToyHO XOpPOIIO OpPUEHTHUpPYETCs B y4eOHOM W Ipo-
(dheccuoHaIBHOM TUTEpaType.

OrneHka MO AUCHUIUIMHE BBICTABIISIIOTCS O0ydYaromeMycs
C yYE€TOM pe3yJbTaTOB TEKYIIEH U MNPOMEKYTOYHOMN
aTTeCTallUu.

Kommerenmuu, 3akperui€éHHpIe 3a TUCHIUTLTNHOMN, chopMu-
POBAHBI HA YPOBHE — «XOPOILHUIY.

67-50/
D.E

«YIOBJIETBOPH-
TETBHO» /
«3a4TEHO

(ynosneTBopu-
TEJILHO)» /
«3a4TEHO»

BricraBnsercst oOydvaroremycsi, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUH W TMPAKTUYECKUM MaTepual,
JIOTYCKaeT OTJENbHbIE OIIMOKU TPU €ro H3JI0KEHWU Ha
3aHATUSAX U B XOJ€ MPOMEKYTOYHOU aTTeCTALIUHU.
OOyuarouuiicss UCMBITHIBAET ONpEAETIEHHbIE 3aTPyIHEHUS
B MPUMEHEHUU TEOPETHUUECKUX MOJIOKEHUH MPHU PEIICHUN
MPAKTUYECKHX 3a/1a4 Ipo(eCcCUOHATBLHON HANPaBICHHOCTH
CTaHJApTHOTO YPOBHS CIIOXHOCTH, BIIaJieeT HEOOXOu-
MBIMHM sl 5TOT0 0a30BbIMHM HaBBIKAMU U IPUEMaMHU.
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Bannwi/ Oyenka Kpumepuu oyenxu pezynoemamog ooyuenus

llxana ECTS no oucyuniune 1O QUCYUnuHe
JleMOHCTpHpYEeT TOCTATOYHBIN YpPOBEHBb 3HAHUS Y4eOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OneHka Mo IUCHMILIMHE BBICTABISIIOTCS OOy4YaroLIeMycs
C Y4€TOM pE3ylbTaTOB TEKYLIEM U IPOMEKYTOUYHON
aTTecTaluu.
Komnerenmuu, 3akperui€éHHble 32 TUCHMILIMHOMN, copmu-
POBaHbI HA YPOBHE — «IOCTAaTOYHBINN.

49-0/ «HeynoBieTBopuTe | BricTaBnsercss oOyuaromiemycsi, €clid OH He 3HaeT Ha

F,FX JBHOY / 0a30BOM YPOBHE TEOPETHUECKHUI U MPAKTUICCKUNA MaTEPH-

HE 3a4TEHO aj, JOMyCKaeT IpyOble OMMOKM MpPU €ro HM3JI0KEHUH Ha

3aHATUAX U B X0JI€ IPOMEKYTOUHOM aTTeCTaIUH.
OOyuaromuiics HCHBITBIBAET CEphE3HBIE 3aTPYAHEHUS B
MPUMEHEHUN TEOPETUYECKUX TMOJIOKEHUH NpU pPELIeHUU
NPaKTUYECKUX 3a71ad MPOoPeCcCCUOHATHLHON HApPaBIEHHOCTH
CTaHJApTHOIO  YPOBHA  CIOKHOCTH, HE  BIIaJeeT
HEOOXOIMMBIMU JIJIsl 3TOT'O HABBIKAMU M TPUEMaMHU.
JeMoHcTpupyeT  ¢dparMeHTapHble 3HAHUS  y4eOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OneHka Mo AUCHUIUIMHE BBICTABIISIOTCS OOydYaromeMycs
C Y4€TOM pE3ylbTaTOB TEKYLIEM U MPOMEKYTOUYHON
aTTecTaluy.

KomneTeHun Ha ypoBHE «OCTATOUYHBINY, 3aKpEIIEHHbBIE
3a TUCHUIUIMHOM, HE ChOPMUPOBAHBI.

Texywuii KoHmponb

Kpurepun olieHKH OTBETOB HAa BOIPOCKHI TECTOB:

- [IpaBunbHbIi oTBET HA 1 Bompoc tecta — 0,5 Gamn

- He npaBusnbHbIi 0TBET HA Borpoc Tecta — 0 6aioB

KDI/ITGDI/II/I OLICHKH Ka49CCTBA BBIMMOJHCHUSA aHAJIUTHYICCKOI'O

3a1aHuA (KOHTPOJIbHOU PAOOTHI):

- [lonHbIii OTBET HA Bompoc — 6 GasIoB

- Henonuelif oTBET Ha Bompoc — 5-3 Gaia

- [ToBepxHOCTHBIN OTBET Ha Bompoc — 2-1 Ganna

- HepocraTounslii Jj1st aTTecTalvu OTBET (0TCYTCTBUE OTBETa) — 0 GasuioB

Hrtoroas koHTpodrHas pabora (40 Oami.) mpoBoautcs B (opme Tect-

KOHTPOJIA, COACPKAIICTO 0a30BbIC BOIIPOCHI yqe6H01”4 JUCITUITIINHEIL.
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[Tpu mpoBenennn cobecenoBanus CTYACHT JODKEH OTBETUTh Ha 3 BOmpoca

(IBa BoOmpoca TEOPETHUECKOTO XapakTepa M OJUH BOMPOC TMPAKTUYECKOTO
xapakrtepa).

[Ipn omeHWBaHMM OTBETa HA BONPOC TEOPETUUYECKOTO Xapakrepa
YUUTHIBACTCS:

— TEOPETHUYECKOe COJep)KaHWE HE OCBOCHO, 3HAHUE

MaTepuasa HOCUT (parMEHTApHBIM XapakTep, Haludue TrpyObIX

omubok B oTBeTe (1-3 Gamna);

- TCOPCTUUCCKOC COACPKAHNC OCBOCHO YaCTH4HO,

JOMYIIIEHO He OoJiee NBYX-TpeX HeaoueToB (4-7 6amion);

— TEOPETUYECKOE COJIepKAaHME OCBOCHO MOYTH MOJHOCTHIO,
JOITYIEHO He Oosiee OJHOr0-IByX HEIOYETOB, HO OOy4YarOIIMIiCs

cMOT OBbI UX UCITPaBUTh caMOCTOATENLHO (8-11 OanoB);

- TCOPCTHUUCCKOC COACPKAHUC OCBOCHO IIOJIHOCTBIO, OTBCT

IOCTPOCH 1O coOcTBeHHOMY TutaHy (12-15 6amioB).

[Ipu oleHMBaHUM OTBETa HAa BONPOC MPAKTHUYECKOTO  XapakTepa

YUUTHIBAETCS:
— oTBET cojepkut Menee 20% mnpaBusibHOro pemeHus (1-2
Oamna);
- oTtBeT coaepxkut 21-89% mnpaBunpHOro pemenus (3-8
OaoB);
— oTBeT coJiepkuT 90% u 6osnee npaBMWILHOTO perieHus (9-
10 GamoB).

5.3. Oyenounvie cpedcmea (mamepuanvl) 0Jisi MeKyujeco KOHmMpOos
YCnegsaemocmu, npoMeNCymouHol ammecmayuu 00y4aruuxcs
no OUCYUNIUHE
IIpumepHasi TeMAaTHKA KOHTPOJIbHBIX PadoT

KonTpoabnas padora 1 (I1IK-1)
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3akoHOIaTeIbHBIE aKThI B cpepe nHpOopMaIuy U JOKYMECHTAIIHH.

Vka3zel u pacnopsbkenus IIpesupenta P®, nocraHoBieHus U
pacniopstkenus [Ipasurenscta PO.

[IpaBoBbIE aKThl HOPMATHUBHOTO W HWHCTPYKTHMBHOIO XapakTepa,
METOJIMYECKUE JOKYMEHTHI IO JEJIONPOU3BOACTBY YUPEKICHUM,
OpraHu3anri, TPEANPUATHH.

['OCT na poxymentanuro. YC/l, Obmepoccuiickue kiaccupuKaTopbl
TEXHUKO-2KOHOMHYECKOW U COIMAIbHON MH(OpMAIUU U JIp.

Mex1yHapOaHbII CTaHJapT 1o yIPaBJIEHUIO pi (N (0):10)71
JOKyMeHTanuend. HanuoHanbHBIM CTaHIApT IO YIPABICHUIO JIEJIOBOMN
JIOKYMEHTaIUEH

Kountpoabnas padora 2 (I1K-1)

[Toncucrema OpraHu3alMOHHO-IIPABOBOM JOKYMEHTALIUN
[Togcucrema pacniopsIUTENbHON TOKYMEHTAUN

[Toncucrema HHPOPMALIMOHHO-CIIPABOYHOM TOKYMEHTAIUH.

JlenoBasi mepemnucKa, CONPOBOXKIAIOMIASA IIPOLECC IPEACTaBICHUA
MHTEPECOB U ITOCPETHUYECTBO.

b S
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TIpuMepHbIii cOCTAB BONPOCOB TecTa'

1. PersiaMeHTaIusl BONPOCOB PadOTHI C JOKYMEHTAMHU B 3JICKTPOHHOU (popme
npeaycmatpusaercs (I1IK-1)

1. ®epepanbHbiM  3akoHOM «OO0 wuHpoOpMay, HHPOPMALUOHHBIX
TEXHOJIOTHAX U O 3alUTe UHPOPMAITUL»

2.TOCT P 6.30-2003.

3. ®enepanbHbIM 3aKOHOM «O0 2JIEKTPOHHOU HUGPOBOI TOAUCHY.

2. JJoKkyMeHTBbI, KOTOpbI€ CJYKAT NEPBUYHBIMH Y4YETHbBIMH JOKYMEHTAMH
NPUHUMAKTCSH, €CJIM OHU COCTaBJIeHbI B cooTBeTcTBUH C: (ITK-1)

1. VYuudunupoBanueiMu ¢dopMamMH, COAEpKaIUMUCA B  ambOoMax
YHUPHUIITPOBAHHBIX (POPM.

2. Monoxennem «O mopsake oOpaileHusi co ciaykeOHON uHbopMaluei
OTPaHUYEHHOTO0 PAcCHpOCTpaHEHUsI B (EeAEpabHBIX OpPraHax HCIOIHUTEIbHON
BJIACTHU

3. 3akoHOM P® o1 21.07.1993 No 5485-1 «O rocynapCTBEHHOU TallHE».

4. MeToauyecKuMH JTOKYMEHTAMH IO JEJIONPOU3BOACTBY  YUPEXKIACHHI,
OpraHu3ai, TPEINPUATHH.

3. Kakoii u3 HHUKeNmepeyHMCJCHHBIX [IOKYMEHTOB sIBJseTcs HauloJjiee
KATeropu4Hou (popMoH pacnopsiiuTeIbHOI0 BO3ACHCTBUSA B YNPaBJCHUU U
00513bIBACT MOJAYUHECHHBIX TOYHO WCHOJHATHL TPHHATHIC peElIeHUsT B
ycraHoBJieHHbIe cpokm: (ITK-1)

1. Tpukas.

2. PacniopsixeHue.

3. Ykazanue.

4. UHCTpYKUIMH.

4. Pacnopsizkenust uzngaiorcst ot umenn: (I1K-1)
1. PyxoBoguTenei opranu3annm.
2. 3aMecTUTENEN PYKOBOAUTEINS OpraHU3alUu.
3. PykoBoauTenei OTAEI0B.

5. OpranusannonHas crpykrypa opranuzanun (I1K-1)
1. BBOIUTCA B IEWCTBHE 005S3aTEIBbHBIM MPUKA30M PYKOBOIUTETIS.
2. He TpeOyeT u3aHus NMpuKa3a pyKOBOIUTEIS
4. BBOIUTCS B JICUCTBHE €€ MPEJCTaBICHUEM B IpaueckoM BHUJIE.

! YacTHYHO MCTIONB30BAHBI BAPUAHTHI TECTOB:

TectoBble 3agaHus no TeMe «JJokyMeHTannoHHOe obecneuyenue ynpasiueHus»// «Cekperapb-
pedepent» Ne§ 2007 / KonrposbHas padora// Pexnm nocryna: http://www.profiz.ru/st/8 2007/test/; Tects aist
OLICHKH CTETIeHU YCBOSHHMS IMCUUIUTMHEL « JIOKyMEeHTalMOHHOE oOecleueHue ynpaBieHus»//
ConuanbHas ceTb paOOTHUKOB

o0pazoBaHust ns // Pexxum pocrtyma: http://nsportal.ru/npo-spo/ekonomika-i-
upravlenie/library/2013/12/06/testy-dlya-otsenki-stepeni-usvoeniya-distsipliny
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6. loxyment —310: (IIK-1)

1. 3adukcupoBaHHast HA MaTepUAIbLHOM HOCUTENE HH(POPMALIHS C
PEKBU3UTAMH, TTO3BOJISIOIINMHU €€ UACHTU(UIIUPOBATH.

2. Hocurtens nH(pOpMAIIK, UCIIOIB3YEMOM B LIETSAX PETYIHMPOBAHHUS
COLIMAJIbHBIX OTHOLICHUU.

3. Uadopmarus, 3adukcupoBaHHAs JIFOOBIM CITIOCOOOM Ha JIF0O0M HOCUTEIIC.

7. Ha kakom 3Kk3eMILIsIpe /1eJI0BOT0 MUCbMA, IOJAT0TOBJIEHHOM /ISl OTIIPABKH
ajpecarty no noure, npocranJjsitorcs Bu3bi? (I1K-1)

1. Ha nmogmuHHMKE, OTIPABIISIEMOM ajipecary.

2. Ha xonuu, moMeniaeMou B J1€J10 OpraHu3aiiuu.

8. UTo nosKeH caesaTh pa0OTHUK OPraHU3anuy, BUSHPYIOLIHI JOKYMEHT,
ecJIM OH He corJyaceH ¢ ero cogep:xxanuem? (I1K-1)

1. OTka3aTbcsa OT BU3UPOBAaHMS JOKYMEHTA.

2. 3aBU3MpPOBATh JOKYMEHT, BEIPA3UB CBOE MHEHHUE.

9. K xakoMy JTOKYMEHTY OTHOCHTCS CJIeAYyIOIIasi XapaKTEePUCTHKA «ABJIsIETCS
OCHOBHBIM HOPMATHBHO-METOIUYECKHM [OKYMEHTOM, OIMNpeIeJAIONUM H
YCTAHABJMBAKWIIAM  €IUHbIA  TOPSIAOK  COCTaBJieHHs, O(OpPMJIEHUsI
JOKYMEHTOB M padoThl ¢ HUMHU B opranusauum»? (I1K-1)

1 UHCTpYKITMSA 110 AETOTPOU3BOJICTBY

2 Homenkiarypa aen

3 Pernament paboThl

10. Ha3zoBuTe BHABI MHUCbMEHHBIX HOKYMEHTOB, KOTOpbIe BXOASAT B COCTaB
YHU(PHUIHUPOBAHHOMI CHCTEMBI OPraHU3aAlUOHHO-PACIIOPAAUTEIbHOMN
nokymentamun? (I1IK-1)

1. OpranuzanyoHHbIle, PACHOPSAUTENIbHBIC, WH()OPMAIIMOHHO-CIIPABOYHBIE
JIOKYMEHTBI U IOKYMEHTBHI 110 TPYAOBBIM OTHOILICHUSIM

2. OpraHu3alMOHHBIE U PACTIOPAIUTEIBHbBIC IOKYMEHTHI

3. Opranu3zalvoHHbIe, pacCOPAIUTEIbHbIE U UHPOPMALIMOHHO-CIIPABOYHBIE
JOKYMEHTBI

11. Kakoii I'OCT periamenTupyer mpaBuja pa3MelneHusi 1 ogpopmiieHUust
PEKBHU3MTOB OPraHU3AMNOHHO-PACIIOPAAUTEIbHBIX T0KyMeHTOB? (I1K-1)

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3TOCT P 6.30-97

4 ETC 10Y

6. Her npaBunbHOrO OTBETA

BOHIJOC])I K 3K3aMEHY
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Ponbs undopmanuu B ynpasienuu. (ITK-1)

Nudopmanmonnas nnppactpykrypa opranuzanuu. (I1K-1)

Nudopmarmonnsie pecypcenl opranmzanuid. (I1K-1)

enu co3maHus U COXpPAHEHHS JIOKYMEHTOB, MX POJib B YINPABJICHUYECKOU

nesrenbHocTh. (ITK-1)

Buast nokymentos. (ITK-1)

Conepxanue, CTpyKTypa, KOHTEKCT T0KyMeHTOB U MeTananusbie. (ITK-1)

7. 1lpaBoBasi OCHOBa JIOKYMEHTAllUOHHOTO OOECIEYEHUsl  YIPABIICHHUS.
®denepanbHbie 3aKOHbl. HOpMaTHBHO-NIPABOBBIE  aKThl ~ BEJIOMCTBEHHBIX
OpraHoB ucnojiHuteNbHOU Biactu PO. (ITK-1)

8. OCHOBHBIE HOPMATHBHBIE IPABOBbIE U METOAMYECKHE JIOKYMEHTHI 110
JOKyMEHTAIMOHHOMY oOecrieueHuto ynpanieHus opranuzanueit. (ITK-1)

9. Cucremusbiii mogxon B ynpasienun. (ITK-1)

10.Cucrema ynpasnenust opranuzanueil. (I1IK-1)

11.Cucrema ynpasnenust fokyMeHntamu opranuzauun(I11K-1)

12.Cucremsbl nokymentanuu. (ITK-1)

13.McTopuueckoe pazputue cucrtem nokymeHrtanuu. (I1K-1)

14.TTonsiTne «yHuduuupoBaHubie cucTeMbl ToKymeHTauumy. (ITK-1)

15.1ToasTne «hyHKIMOHATBHBIE CHUCTEMBI JOKyMEHTaruu» B Poccuiickoi
Oepneparuu. (ITK-1)

16.Cucrema OpraHU3alHOHHO-PACIIOPSIAUTEBHON JOKYMEHTaIuU B
ynpasienud. (ITK-1)

17.Iloncuctema opranu3aliMOHHO-TIpaBoBoM nokymeHTaruu. (ITK-1)

18. Tloncucrema pacnopsiautenbHoit qokymentanuu. (ITK-1)

19.Tloncucrema nndopmanuonHo-crnpapounou. (ITK-1)

20.IToacucrema nHGOPMAITMOHHO-aHATUTHYECKON IOKYMEHTAIUU.

21./lenoBass  mepenucka, CONPOBOXKIAIOMIAS  IPOLECC  IPEACTABICHUE
uHTepecoB u nocpeauunyectso. (I1K-1)

22.Cucrema JOKyMEHTalMK MO TPpyAOBBIM oTHOIEHUsIM. (ITK-1)

23.JlokymeHTaIlmOHHOE 00€CTeueHne CUCTEMbl TPYAOBBIX OTHOIICHUHA B
ynpasnenuu. (I1K-1) (ITK-1)

24. Cucrema (puHAHCOBOM TOKYMEHTAIIMU B YIPABICHHUH.

25.00mas  xapakTepuCTHUKAa  JOKYMEHTOB 10  (DMHAHCOBO-PACUETHBIM
oneparusm. (ITK-1)

26.Knaccudukanus yuyetHsix JokymeHToB. (I1K-1)

27.Cnoco0bl HcnpaBiieHus OIIMOO0K B (PUHAHCOBO-PACUETHOU TOKYMEHTALUH.

28.0dopmienue oTKpbITUs cueToB opranuzamnuii. (I1K-1)

29.0OcHOBHBIE BU/JIbI IOKYMEHTOB MO0 (PUHAHCOBO-PACUYETHBIM OIIEPALIHSIM.

30.Ilepenucka o ¢punancoBsiM Bompocam. (ITK-1)

31.Cuctema nokyMeHTanuu 1o cHadxkenuro u conity. (I1K-1)

32.lokyMeHTaIlMOHHOE O0eCIieYeHUe yIpaBiIeHYeCKUX QYHKIMN CHA0KEHUS U
conita. (I1IK-1)

33.Cucrtema nokymeHtauuu rno mapkerunry. (ITK-1)

el

SN
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34. lokymenTanonHoe obecrneuenne Gpynkunn mapketunra. (I1K-1)

35.Ilepenucka 00  OpraHuM3anuy, IUIAHUPOBAHUUM U OCYIIECTBICHHUH
uH(popMaMoHHOU festenbHocTH, MapkeTunre. (ITK-1)

36.Ananutuyeckue o03o0psl. (I1K-1)

37 .Uudopmannonnsie 0630psl. (ITK-1)

38.Ilepenucka co CMU. (T1K-1)

39.Kputnueckue OT3bIBbI, ONPOBEPKEHUS HEJOCTOBEPHBIX CBEACHUH O
nestenbHocTu opranuzanuu. (I1K-1)

40.ITporpamMmmbl MapkeTUHTOBBIX uccieaoBanuid. (ITK-1)

41.JIokyMeHTbl JBMKEHMS II€H Ha pbIHKE, OO0 ONEpaTUBHOM aHaJu3e
notpedHoCcTH B mpoaykiuu u T.1. (I[1K-1)

42.Cuctema nokyMenranuu no pekname. (I1K-1)

1. PeknamMHO€ MUCBMO.

2. Undopmarmonnsie n3ganus. (I1K-1)

3. Crarby, TEKCTHI Telepaauoneperad, MIaHbl, IPOCIEKThl, CUEHAPUU U T.I.
JloxyMeHThl (3as1BkH, iepenucka u T.1.). (ITK-1)

4. JloroBOpbI O pa3MeIleHUU U BbITycke pekiaamsel 1 T.10. (ITK-1)

. JlemoBasi nmepemnucka, CONPOBOXKIAOIIAsA OPraHU3alUI0 M Yy4yacTHE B

BbICTaBKax U ssipMapkax. (ITK-1)

)}
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6. YueOHO-MeTOAMYecKOe U MH(POPMALIMOHHOE o0ecriedeHue TUCHMIIMHBI
Cnucok MCTOYHUKOB U JINTEPATYPHI
HcTounuku

OcHoBHbIE

Konctutynus Poccuiickoit @enepanuu. — Mocksa: UTHOPA-M, 2019. — 52
c.-Tekcr : anekTponnbii. - URL:
https://new.znanium.com/catalog/product/1003253

I'paxxpanckuii kogekc Poccuiickoit @enepanuu: Yacru 1, 11, III. - Mockaa:
NHO®OPA-M, 2007. - 496 c.-Tekcrt:anexkrponnsiit.-URL:
https://new.znanium.com/catalog/product/122306

Tpynooit konekc Poccuiickoin @enepanun ot 30.12.2001 N 197-03 - URL:
http://www.consultant.ru/document/cons_doc LAW _ 34683/

3akoH P® «O sa3wikax HapoaoB Poccutickoit denepamnumy (B pea. oT
11.12.2002) - URL: http://www.consultant.ru/document/cons_doc_ LAW_15524/

3akoH P® ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHoM TaitHe». (C
W3MEHEHUSIMU U JIONIOJIHEHHUSIMU OT: 6 okTs10pst 1997 1., 30 utons, 11 Hos6ps 2003
r., 29 urons, 22 asrycra 2004 r., 1 nexadps 2007 r., 18 uromnst 2009 r., 15 Hos10ps
2010 1., 18, 19 utons, 8 HosiOpst 2011 1., 21 nexadbps 2013 r.). - URL:
http://www.consultant.ru/document/cons_doc_LAW_2481/

OenepanbHbiil 3aK0H «O kKoMMepueckor TariHe» ot 29.07.2004 N 98-D3
(m3menenust @3 ot 12.03.2014 r. Ne35-D3 «O BHECEHHH U3MEHEHUI B YaCTH
MIEPBYIO, BTOPYIO U 4eTBepTYIo [ paxnanckoro koaekca Poccuiickont enepanuu u
OT/ICJIbHBIC 3aKOHOJIaTeNbHbIe akThl Poccuiickoit denepannn») roga - URL:
http://www.consultant.ru/document/cons_doc_ LAW_48699/

denepabHbI KOHCTUTYUHOHHBIN 3aK0H OT 25.12.2000 Ne 2-®K3 «O
INocynapctBennom rep6e Poccuiickoit @eneparum» (¢ u3m. ot 09.07.2002; ot
30.06.2003) - URL: http://www.consultant.ru/document/cons_doc_LAW_ 29674/

®denepanbHbii 3akoH 0T 10.01.2002 Ne 1-D3 «O06 31eKTpOoHHON U POBOIA
noanucu» - URL: http://www.consultant.ru/document/cons_doc LAW_ 34838/

®enepanbhbiil 3aK0H 0T 27.12.2002 Ne 184-D3 «O TexHUUECKOM
perynupoBanum» - URL:
http://www.consultant.ru/document/cons_doc_LAW _ 40241/

®enepanbHblii 3akoH 0T 27.07.2004Ne79-D3 «O rocyaapcTBeHHON
rpaxaanckon ciyx6e Poccuiickoit @eneparum» (B pea. Ot 12.04.2007 Ned§-D3)
- URL http://www.consultant.ru/document/cons_doc_LAW_ 48601/

®denepanbHbii 3akoH 0T 22.10.2004 Nel125-D3 «O06 apxuBHOM Jeie B
Poccuiickon @enepaunmn» - URL:
http://www.consultant.ru/document/cons_doc_LAW_ 1406/

®enepanbublil 3aKkoH PO o1 01.06.2005 Ne53-D3 «O rocy1apcTBEHHOM
a3bike Poccuiickon denepanum» - URL
http://www.consultant.ru/document/cons_doc_ LAW_53749/

®denepanbubiii 3akoH 0T 27.07.2006 Ne 149-D3 “O6 undopmanuu,
UH(OPMAITMOHHBIX TEXHOJIOTHUSX | 0 3amuTe nHdopmarmmy - URL:
http://www.consultant.ru/document/cons_doc LAW 61798/
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[Tpuka3 Munkynstypsl Poccun ot 25.08.2010 N 558 (c u3m. ot 04.02.2015)
"OO6 yrBepxkaeHuu "llepeuHs: TUITOBBIX YIPABICHUECKUX apXUBHBIX JOKYMEHTOB,
00pa3yroIuXCcs B MPOIECCe AeATEIBHOCTH TOCYAapCTBEHHBIX OPIaHOB, OPTaHOB
MECTHOT'O CaMOYIIPABJICHUS U OPTaHU3AIIHIA, C YKa3aHUEM CPOKOB XpaHEHHS"
(3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380) - URL:
http://www.consultant.ru/document/cons_doc_ LAW 104953/

[Tocranosnenue [IpaBurensctBa PO ot 16.04.2003 N 225 (pen. ot
25.03.2013) "O TpynoBsix kHmKKax" (BMecte ¢ "[IpaBunaMu BeJleHUs U XpaHEHHUS
TPYJIOBBIX KHI)KEK, U3TOTOBJICHUS OJIAHKOB TPYJOBOM KHMKKH U 00eCIIeUeHUs
umu paboronareneit")- URL:
http://www.consultant.ru/document/cons_doc LAW_ 41888/

[Tocranornenue [IpaButensctBa Poccuiickoit @eaepanuu ot 15.06. 2009 r. N
477 «O6 ytBepxkaenuu [IpaBun nenonpousBoacTBa B (efepaibHbIX OpraHax
UCTIOJHUTENBHOU BiacTm» - URL:
http://www.consultant.ru/document/cons_doc_ LAW_88695/

I'OCT P 7.0.97-2016 «Cucrema craniapToB no uHpopmanuu,
OMOMMOTEYHOMY U U3JIATENIbCKOMY Jiey. OpraHu3almoHHO-PACTIOPAIUTEbHAS
nokymeHTanus. TpeboBanus k oopmiieHHI0 T0KyMeHTOB» - URL:
http://www.consultant.ru/document/cons_doc LAW 216461/

I'OCT P UCO 15489-1-2007. Cuctema cTanaapToB 110 HHGOPMAIIUH,
OMOIMOTEeUHOMY U M3/ATENbCKOMY Jely. YrpaBiieHue JokymeHTamu. Oomue
tpeboBanus. M.: Cranmaptundopm, 2007. - URL:
http://www.consultant.ru/document/cons_doc LAW 135548/

I'OCT P 7.08-2013. CUBUM/I. JIenonpou3BOICTBO U apXUBHOE JIEJIO.
Tepmunsl u onpenenenus.// DNEKTPOHHBIN (POH TPABOBOM U HOPMATHUBHO-
TEXHUYECKOU noKymeHTauuu. - URL:
http://www.consultant.ru/document/cons_doc_LAW_163800/

HopMmbl BpemMenn Ha paboTbl MO JOKYMEHTAIIMOHHOMY OOECIEYCHHIO
yIPaBIECHUYECKUX CTPYKTYp (eAepaibHBIX OPraHOB HMCIIOJHUTEIBHON BIACTH. M.,
MunTtpyna Poccun, 2002. URL:
http://www.consultant.ru/document/cons_doc_LAW__ 91 156/99aaedf5ba3e3 83e969
e17fdd9cbbcb9386b3c9b/

[TonoxeHnue o MOpPSIAKE UM CPOKAX XPAHEHHUS JOKYMEHTOB aKIIMOHEPHBIX
oOmectB (yTB. moctaHoBienuem dDenepanbHOW KOMHUCCHHM IO PBIHKY IEHHBIX
Oymar oT 16.07.2003) . - URL.:
http://www.consultant.ru/document/cons_doc_ LAW 44000/

Oo6mepoccuiickuii  knaccudukaTop yrpasieHueckor gokymeHTaruu: OK
011-93  (OKVYM). M.: Toccranmapr  Poccum, 1994. -  URL:
http://www.consultant.ru/document/cons_doc_ LAW _ 43631/
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JlonoIHUTEIbHBIC
denepanbHbIi 3akoH OT 26.12.1995 N 208-D3 (pexn. ot 04.11.2019) "OO6

akiroHepHbIx obmectBax" - URL:
http://www.consultant.ru/document/cons_doc_LAW_8743/

®denepanbubiil 3akoH «O0 00IIECTBAaX C OrPaHUYEHHON OTBETCTBEHHOCTBIOY
Nel4-®3 or 8.02. 1998 roma (pen. ot 29.07.2017 N 233-®3) URL:
http://www.consultant.ru/document/cons doc LAW 17819/

denepanbHblil 3ak0H «O HEKOMMeEpUYECKUX opranu3anuax» oT 12.01.1996 Ne
7-®3 (c usmenenussimu Ha 19 nexabps 2016 roga) (pengakmus, aercTByromas ¢ 1
HIOJIs 2017 roja) roaa -URL:
http://www.consultant.ru/document/cons_doc_LAW_8824/

Oepnepanbibiii 3akoH 0T 08.08.2001 r. Ne 129-®3 «O rocynapcTBeHHO
perucTpanuu IpUInYecKuX JUIl U UHAUBUYAIBHBIX MpeAIpuHUMaTenei» (pen.
oT 23.12.2003) - URL:
http://www.consultant.ru/document/cons_doc LAW _ 32881/

IToctanosnenue [IpaBurensctea PO ot 19.06.2002 Ne 439 «O06
yTBEpKJIeHUU (popM U TpeboBaHUM K 0QOPMIIEHUIO IOKYMEHTOB, UCIIOJIb3YEMbIX
IIPU TOCYIAPCTBEHHOMN PETUCTPAIIMH IOPUANMYECKUX JIUII, a TAKXKe PU3NUECKHUX JTHUI]
B KQ4€CTBE MHIMBHUIYAIBHBIX MpeanpuHumMareneii» (B pea. ot 16.10.2003) - URL:
http://www.consultant.ru/document/cons_doc_ LAW_37299/

[Tpuka3z Muntpyna Poccun ot 15.05.2013 N 205 "O BHeceHMU U3MEHEHU B
KBanmudukannoHHbIN CIPaBOYHUK JOJDKHOCTEH PyKOBOAUTEINCH, CIICIIUATUCTOB H
JPYTUX CIYKaIllUX, YTBEPKJACHHBIN MTOCTAaHOBIIEHNEM MUHHUCTEPCTBA TPYla U
conumansHoro passutus Poccuiickoit ®enepanuu ot 21 aBrycra 1998 r. N 37" -
URL: http://www.consultant.ru/document/cons_doc_ LAW_ 146815/

Oo6mepoccuiickuii knaccudukarop napopmanuu o Hacerennn OK 018-95.
M.: Muntpyna Pocenn, 1996 - URL:
http://www.consultant.ru/document/cons_doc_ LAW_ 181559/

Jlureparypa
Ocnoenas numepamypa
YueOHuku U yueOHbIe TTOCOOHS

bacakos, M. U. [lenonpon3BoacTBo [[loKyMEHTaIIMOHHOE 00SCIICUCHHE

ynpasienus]: Yueonuk / bacakoB M.U., 3ampinikoa O.U., - 14-e uz ., nepepad. -
Pocros-na-/lony :®@enukc, 2014. - 376 c.ISBN 978-5-222-23063-3. - Tekcr :
anekTponHbIi. - URL: https://new.znanium.com/catalog/product/908867

Kprokosa, H. I1. JlokymeHTHpOBaHNE YIIPABICHUYECKON AEATEIBHOCTH:
VYuebnoe mocobue / Kprokosa H.II. - Mocksa :MMH®PA-M Uznarensckuii Jlom,
2014. - 268 c. (Bricuiee o6pazoanue)[SBN 978-5-16-003134-7. - TekcrT :
anekTpoHHbId. - URL: https://new.znanium.com/catalog/product/432033

Hayunas
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Ucaes, I'. H. TeopeTnko-MeTOH0IOTrHYECKHUE OCHOBBI KAUE€CTBA
uHpopMamoHHbIX cucteM : MmoHorpadus / I'.H. UcaeB. — Mocksa : UHOPA-M,
2018. — 293 ¢. — (HayuHnas mbIciib). —
www.dx.doi.org/10.12737/monography 59a413ec0b8a59.07746295. - ISBN 978-
5-16-105883-1. - Tekct : anexTponHsIil. - URL:
https://new.znanium.com/catalog/product/912793

[eronena, C. B. TeopeTuueckue npoOiaemMbl 3aKOHOIATETLHOTO
perynupoBaHus B cepe UCIOIb30BAHMS SJIEKTPOHHBIX MOANKCEN : MOHOTpadus /
C. B. llleronena. - Boponex : Hayunas kaura, 2015. - 124 c. ISBN 978-5-4446-
0732-9. - Tekcr : anextponHsbii. - URL:
https://new.znanium.com/catalog/product/923111

JlononnumenvHas

brikoBa, T. A. JlenonpousBoctBo: Yueonnk / T.A. beikora, JI.M. Bsioga,
JI.B. Cankuna; [log pen. T.B. Ky3nenoBoil. - 3 uzn., nepepad. u nomn.- Mocksa
:HULl UTHOPA-M, 2013. - 364 c. + ( Jomn. mar. znanium.com). - (BO: bakanagp.).
ISBN 978-5-16-004923-6. - Tekcr : anexktponssiil. - URL:
https://new.znanium.com/catalog/product/395908

Kupcanosa, M. B. Kypc nenonpousBojicTBa: TOKyMEHTAIIMOHHOE

obecrnieueHue ynpaniaeHus : yueoHoe nocoodue / M.B. Kupcanora, KO.M. AkceHoB.
— 6-¢ u3a., ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. + Jlom.
MaTepuaibl [ IneKTpoHHbId pecypc]|. — (Bricmiee oOpazoBanue: bakanaBpuar). -
ISBN 978-5-16-104755-2. - Tekcrt : anexktpoHHsii. - URL:
https://new.znanium.com/catalog/product/1088888

Kysnenos, U. H. [lenonpou3BoacTBo [DneKTpoHHBIN pecypc] : YueOHo-
cpaBounoe nocobue / 1. H. Ky3uernos. - 6-¢ u3z., mepepad. u gorm. - Mocksa :
N3narenscko-Toprosas kopnopanus «/Jlamkos u K°», 2013. - 520 c. - ISBN 978-5-
394-01981-4. - Tekcr : anexrponHbii. - URL:
https://new.znanium.com/catalog/product/414939

Kynses, H.H. WudopmanuonHsle TEXHOJOTMH B JOKYMEHTAIMOHHOM

obecrieyeHnr yNnpaBjieHUsI U apXUBHOM Jiese : yueOHuk st By3oB / H.H. Kynses,
T.B. Kongpamona, E.B. Tepentbea, A.I'. ®abpuyHoB ; moa oOII. pena.J.r0.H.,
npod. H.H. Kynsera. - M.: Jloroc, 2017. - 408 c. - (HoBas cryneHueckas
oubmuoreka) - ISBN 978-5-98704-786-6. - Tekcr : anextponubii. - URL:
https://new.znanium.com/catalog/product/1015021

6.2. Ilepeyenr pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHHKANMOHHOM
cetu « MHTEpHET»
WWW.ptpu.ru — cailT MexayHapoaHOro xkypHana «[IpobieMbl Teopun U MPaKTUKU YIPABICHUS,
BKJ'IIO‘I&IOH.[I/II\/’I MHOTI'O UHTCPCCHBIX CTaTeﬁ, Kacaromuxcsd pas3JIM9HbIX BOIIPOCOB YIIPABJICHUA.
http://www.cfin.ru/management/people/motivation/ - calT 2JIEeKTpOHHON  OUONIHOTEKU

KOPIIOPATUBHOTO MEHEKMEHTA, O0BEIUHSIONINI KaK POCCHICKHE, TaK U 3apyOeKHBIE PECYpChI
o
0OJIBIIIOMY KPYTY BOIIPOCOB YIIPABJICHUSI B COBPEMEHHBIX KOMITaHUSX.



24

http://ecsocman.hse.ru/ - Ha caliTe TpeacTaBJIeH 00pa30BATECIBHBIA TMOPTAT MO SKOHOMHKE,

COITMOJIOTHM U MEHEKMEHTY. PoccHiickuii MpoeKT 1Mo OOBbEAMHEHUIO KaK POCCHUUCKHUX, TaK U
3apyOeKHBIX pecypcoB Mo BceM cdepaM ympasieHus. Ha manHom moprajne umerorcs Oonee 6
TBIC. CCBIJIOK Ha POCCUNCKHE U 3apYOE)KHBIE PECypPCHI

6.3. IIpodeccuonanbubie 0a3bl TAHHBIX 1 HH(POPMANMOHHO-CIIPABOYHbIE CHCTEMBI

Joctyn k podeccoHaIbHBIM 0a3aM JaHHBIX: https://liber.rsuh.ru/ru/bases

WupopmaniioHHbIE CLIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [lmroc
2. Tapanr

7. MartepuajibHO-TeXHHYECKOe o0ecneyeHue TUCIUIITHHbI
I[JI}I 06eCHe‘-I€HI/ISI JUCHUITIIMHBI HCIIOJIB3YCTCA MaTCprUaAJIbHO-TCXHUYICCKAs 6a3a
00pa3oBaTeNbHOTO YUPEKICHUS: KOMITBIOTEPHBIC KJIacChl M HayuHas Oubnuoreka PITY.
CocraB mporpaMMHOT0 0OECTICYCHUS:

Nenn Haumenosanue 110 [IpousBoguTens Cnoco0
/m pacrpocTpaHeHuUs
(JZZ/II/;EHS’MOHHOE uiu
c680000HO
pacnpocmpaunsemoe)
1 Windows 10 Pro Microsoft JUTIICH3UOHHOE
2 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE
3 Kaspersky JlaGopaTtopus JIUIIEH3UOHHOE

Kacnepckoro

8. Obecneuenne 00pa3oBaTEILHOTO NMPOIECCA /IUISI JIUI C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/I0POBbSI U HHBAJIUI0B

B xozme peanuszanuu AMCUUILIMHBI UCIIOJIB3YIOTCS CIEAYIOINE TOMOIHUTEIbHBIE METO/IbI
00y4eHHsl, TEKYILLIEro KOHTPOJIsl YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTalluu 00y4arouuxcs B
3aBUCUMOCTH OT UX MHAMBUIYaJIbHBIX OCOOEHHOCTEMH:

* JUIA CIENbIX U cIa00BUIALIMX: JEKIIMUA 0QOPMIIAIOTCS B BUJIE IEKTPOHHOIO JOKYMEHTA,
JOCTYITHOTO € ITOMOIIIBIO KOMITBIOTEPA CO CIIEUATU3UPOBAHHBIM IPOTrPAMMHBIM 00€CIIeUeHHEM;
NUCbMEHHbBIE 33/1aHUS BBINOJHIIOTCS HA KOMIIBIOTEPE CO CHELUAIN3UPOBAHHBIM MPOTrPAMMHBIM
o0ecreyeHreM WIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIICUNBACTCS HHIUBUIYaIbHOE
paBHOMepHOe ocBenieHre He MeHee 300 JIIOKC; IS BHIMOJIHEHHS 3aJaHHsI IPU HEOOXOIUMOCTH
IPEIOCTABIISETCS YBEINYUBAIOLIEE YCTPOHCTBO; BO3MOYKHO TAK)KE HCIIOJIb30BaHNE COOCTBEHHBIX
YBEIMYHUBAIONINX YCTPOWCTB; MHCbMEHHBIE 3aMaHUs O(QOPMIISIOTCS YBETMYEHHBIM MIPU(TOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (hOpME WM BBINIOJHSIOTCS B MUCHMEHHOW (hopMme Ha
KOMITBIOTEPE.

*UId DIyXUX M cJabociuplIaluX: JEKIUH O(OPMISIIOTCS B BHJE JIEKTPOHHOIO
JOKyMEHTa, MO0 TpEeAOCTaBIsSeTCS 3BYKOYCHJIHMBAIOIIAs —ammnaparypa WHAWBUAYAIbHOTO
[0JIb30BAHUS; MUCbMEHHBIE 3aJaHUs BBINOJIHAIOTCS HAa KOMIIBIOTEpE B NMUCBMEHHOH (opme;
9K3aMeH U 3a4€T MPOBOAATCS B MUCBMEHHOH (popMe Ha KOMIBbIOTEPE; BO3MOXKHO IMPOBEJICHHE B
dbopMe TecTUpOBaHMSI.
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* JUId JIMIl C HapyIIEHUSIMH ONOPHO-ABHUIraTEIbHOIO ammapara: JeKIUH o(pOpMIIIOTCS B
BUAE  OJJEKTPOHHOIO  JOKYMEHTa,  JOCTYIHOIO €  IIOMOIIBIO  KOMIIbIOTEpa  CO
CHELMATU3UPOBAHHBIM MIPOrPAMMHBIM OOECIIeYeHHEM; TUCbMEHHBIE 3aJlaHHsI BBIIOJIHIIOTCS Ha
KOMIIBIOTEPE CO CIEIHUATU3UPOBAHHBIM MPOTPaMMHBIM O0€CleYeHUEeM; HK3aMeH U 3a4ér
NPOBOJATCS B YCTHOM (hopMe MITH BBITIOIHSAIOTCS B TUCbMEHHON (pOpME Ha KOMITBIOTEPE.

[Tpu HEOOXOIMMOCTH MPETyCMaTPUBACTCS YBEIMUCHUE BPEMEHH I TOJrOTOBKH OTBETA.

[lponienypa  mpoBeneHHS  MPOMEXKYTOYHOM  aTTecTalli Uil OOyYarOIIMXCS
YCTaHABIMBACTCS C YYETOM WX HWHIWBUAYAIBHBIX TICHXO(HM3HYECKHMX OCOOEHHOCTEH.
[TpomeskyTouHas aTTecTalus MOXKET IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

ITpn mpoBeneHHMu NpoLEeaypbl OLEHUBAHMUSA PE3yJIbTATOB OOYy4EHHUsS IPeLyCMaTpUBACTCS
UCIIOJIb30BaHUE TEXHUYECKUX CpEJICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAIbHBIMU
0COOEHHOCTSIMHM O00ydYaroIuxcs. DTU CPEeICTBAa MOTYT ObITh HPEAOCTAaBIIEHbl YHHUBEPCHUTETOM,
WJIN MOTYT HCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenue mpoueAypbl OLEHHBAHUS PE3YyJbTaTOB OOYYEHHS JOMYCKaeTcsi ¢
UCTIOJIb30BaHUEM JUCTAHIIHOHHBIX 00pPa30BaTEIbHBIX TEXHOIOT .

ObecrnieunBaeTcst JOCTYN K MH(POPMALMOHHBIM M OHOIMOTrpaduyecKuM pecypcam B CETH
WutepHer Ui Kaxaoro oOydaromierocs B (opmax, aJalTHPOBAHHBIX K OIPAaHUYEHUSIM HX
3JI0POBbs U BOCIIPUATHUS UH(DOpMAIUK:

* U CIeNbIX M CIa0OBUIAIIMX: B MeyaTHOH (hopMme yBelMYEeHHBIM IIpudTOM, B popme
3JIEKTPOHHOI'0 IOKYMEHTa, B (hopMme ayanodaiina.

* JUIS TIIYXHUX U c1a0O0CTBIIIANINX: B IeYaTHOH hopme, B hopMe 3JEeKTPOHHOTO TOKYMEHTA.

e Ui O0yYarolUXcs C HApPYUICHUSMH ONOPHO-IBUTATEIBHOTO armapara: B IE€4aTHOU
dbopme, B popMe 3IIEKTPOHHOTO TOKYMEHTa, B (hopMe aynuodaiiia.

Y4eOHble ayAUTOPUH JUI BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIIbHON paboThI, HaydHast
OuONMMOTEeKa W MHBIE MOMEUICHUS JJIsi OOYYEHHUS! OCHAIIEHBI CIIEHUAIBHBIM 00OPYJOBaHUEM U
y4eOHBIMH MECTAMHU C TEXHUYECKMMHU CPEACTBaMU 00yUEHUS:

* Ul CJICNBIX U CIA0OBUASIIUX: YCTPOHCTBOM JUIsl CKAHUPOBAHMS U YTCHHS C KamMepou
SARA CE; aucnineem bpaiinsg PAC Mate 20; npunrepom bpaiing EmBraille ViewPlus;

* JUIS TJIyXUX W CJa0OCHbIIANINX: aBTOMAaTU3UPOBAHHBIM pab0OuuM MECTOM JUIsl JIIOAEH ¢
HapyIIEHHEM CIIyXa U CIa00CBIIIANINX; aKYCTHUECKUN YCUIINTEINb U KOJIOHKH;

* Ui 00YYaroIUXCsl C HAPYIIEHUSIMH OTIOPHO-ABUTaTeIbHOTO amnmapara: nepeIBUKHbIMHU,
peryiaupyemMbiMd  3proHomuueckumu  napramu  CHU-1;  KOMOBIOTEpHOH  TEXHMKOM  CO
CHEeIHATBHBIM MTPOTPAMMHBIM 00€CTICUeHUEM.

9. MeToanuyeckue MaTepHasbl

9.1. Ill1aHbI CEeMHMHAPCKUX 3aHATHH
Tema 1. loxymentupoBannas nH(OpMaIUs U €€ POJIb B yIIPABJIECHUH OPraHU3aIuen

(2 yaca)
Bonpocwi 0nsa 06cyorcoenus:

1. Oxapakrepusyure TOHATHUE OPraHU3aLMOHHO-JOKYMEHTAIHOHHOT' O
oOecrieueHrs OpraHu3alueil.
2. TlosicHuTe, KakoBa poJib UHPOPMALIMU B YIIPABICHUH.
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3. Packpoiite moHATHE «HHPOPMAIMOHHASA HHOPACTPYKTypa KOPIOPALIUN.
HazoBute n3Bectusie Bam nndopmannoHHbie pecypchl KOpIoOpaui.

4. OxapakTepu3yuTe MOHIATUE «TOKYMEHT.

5. KakoBbl 1menmm co3MaHUsl M COXPAHEHUs JOKYMEHTOB, HMX pOJb B
YIPaBJIECHYECKOU NESITENBHOCTH.

6. HazoBure nsBectHele BaM BBl TOKYMEHTOB.

7. UeM XapaKTepU3yOTCS COJEp:KAHHUE, CTPYKTypa, KOHTEKCT IOKYMEHTOB U
MeTaJlaHHEIE?
Mamepuanvno-mexuuueckoe obecneyenue 3aHAMUL:

1 PC npenonaBarensi.

HHTepakTuBHAS AOCKA.

MapxkepHas qocKa.

IIpoekTop.

DVD (MyJbTHCKPUHHBINA BUACOKOMIIBIOTEPHBIN KJIacc).

Tema 2. HopmaTUBHO-TIpaBOBasi U METOAUYECKAst OCHOBBI JOKYMEHTALIMOHHOTO

oOecrieueHus: yIpaBJIeHUs

(2 yaca)

Bonpocwi 0nsa 0b6cyarcoenus:

1. IlogcHure, KakoBa mMpaBOBas OCHOBA JOKYMEHTAIMOHHOIO
obecrieueHus yrpaBieHUs OpraHu3alue.

2. IlpuBenute mpuMepsl QeepalbHBIX 3aKOHOB, PETYIUPYIOIINX
YIIPaBJICHUE IOKYMEHTaMU B KOPIIOPALIUH.

3. IlpuBegute  mnpumepsl  ykazoB  Ilpesugenta PO wu

nocraHoiennt  llpaBurensctBa PO,  perymmpyrommx
yIpaBJEHUE TOKYMEHTaMU B KOPIIOPALIHUH.
4. IlpuBenutre  mHpUMEPHI HOPMAaTUBHO-IIPABOBBIX  AKTOB

BEJOMCTBEHHBIX OPraHOB MCIIOJHUTEIbHOW Biactu PO,
PETYJIHUPYIOMINX YIIPABJICHUE JOKYMEHTAMU B KOPIIOPALWH.

2. IlpuBenutre npUMEPHI OCHOBHBIX HOPMAaTHBHO- IIPABOBBIX H
METOJUYECKUX JOKYMEHTOB MO JOKYMEHTAIIHOHHOMY OO€CIICUCHUIO
YIIPaBJICHUS KOPIIOPALUEH.

OxapakTepusyiiTe U3BECTHBIE TOCYJAPCTBEHHBIE CTAHAAPTHI,

PEryJIUPYIOIINX YIPABICHUE JOKYMEHTAMU B Opranu3anuu.MIcTouHnku
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MamepuaﬂbHo—mexHuueCKoe obecneuenue 3aHamMus.

1 PC npenonaBareuns.

NuTepakTuBHasA 10CKa.

Mapkepnas qocka.

[IpoexTop.

DVD (MyJnbTUCKPUHHBIA BUJIEOKOMITBIOTEPHBIN KJIACC).

Tema 3. Cucrema ynpaBiaeHus: JOKyMEHTaMH OpraHU3alun

(2 gaca)

Bonpocwi onsa o6¢cyarcoenus:

1. Kakue cucremsl fokyMeHTauu Bam u3BecTHbI?

2. Kak npoucxoaniio HCTOPUYECKOE PA3BUTHE CUCTEM JOKYMEHTALIUU?
3. Packpoiite noHsTHE «YHU(PULIUPOBAHHBIE CUCTEMBI IOKYMEHTALIUNY.
4. PackpoiiTe noHATHE «()YHKINOHAIBHBIE CUCTEMBI JJOKYMEHTALIUN.

Mamepuaﬂbﬂo-mexﬂuqecme obecneuenue 3auamus.

1 PC npenonasarens.

HHTGpaKTI/IBHaH JOCKa.

Mapxkepnas qocka.

[IpoekTop.

DVD (MyJnbTHUCKPUHHBIA BUIEOKOMITBIOTEPHBIN KJIACC).

Tema 4. OyHKIIMOHATBHBIE CUCTEMBI JoKyMeHTanuu (Cuctema opraHu3alioOHHO-
pacropsAuTEIbHON JOKYMEHTAIINH )

W

(4 gaca)

Bonpocwi 0ns 0b6¢cysrcoenus:

Oxapakrepusynre CUCTEMY OpraHU3alHOHHO-PACTIOPSIUTEIBHOM
JIOKYMEHTALUU.

Uto Takoe mojcucTeEMa OPraHUu3alOHHO-TIPABOBOM IOKYMEHTAlUN?

UTo cocTaBisieT NOACUCTEMY PaCHIOPSIAUTENBHON JOKYMEHTALINU?
KakoBbl cocraBistomue MOACUCTEMBbl HHGOPMALMOHHO-CIIPABOYHOMN
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JOKYMEHTAIUU?

Mamepuaﬂbuo-mexHuquKoe obecneuenue 3auamus.

1 PC npenonasareus.
HNHTepakTuBHAs AOCKA.
Mapxkepnas qocKa.
[IpoekTrop.

DVD (MyJnbTUCKPUHHBIA BUJIEOKOMITBIOTEPHBIN KJIACC).

Tema 5. @yHKIHMOHAJIbHBIE CUCTEMBI TIOKyMeHTaluu (CucrteMa T0KyMEHTAIUU 110

TPYAOBBIM OTHOIIIEHHUSIM )
(4 gaca)

Bonpocwi 0ns 0b6cysrcoenus:
1. OxapakTepuzyWTe  CHUCTEMBl  JOKyMEHTAIlMd IO  TPYIOBBIM
OTHOIICHUSM

2. Yro Takoe nepBUYHbIE JOKYMEHTBI TPYAOYyCTpOiCTBA?
3. OxapakTepu3zyiTe NOHATUS «TPYAOBOW JIOTOBOP», JHUYHOE JEJ0

COTpYJHUKA, TPYIOBask KHUXKKA,
4. KakoBa TEXHOJOTHS TOKYMEHTAITMOHHOTO oOOecredeHus: paboThl C

IMMCbMCHHBIM O6paH_[CHI/I$IMI/I rpaxc;:[aH?

MamepuanvHo-mexnuueckoe obecneveHnue 3aHAMUSL:
1 PC npenonaBarensi.
HNuTepakTuBHasA 10CKA.
MapxkepHas nocka.
[IpoexTop.

DVD (MyJIbTUCKPUHHBIA BUIACOKOMITBIOTEPHBIN KJIacc).
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Tema 6 OyHKIIMOHATIBHBIE CUCTEMBI IOKYMEHTAlUH
(Cucrema pUHAHCOBOM JOKYMEHTALIUH )

(4 yaca)

Bonpocwi 0ns 06¢cyorcoenus:

1. KakoBbI OCHOBHBIE XapaKTEPUCTUKH JOKYMEHTOB 1O  ()MHAHCOBO-
pacyeTHBIM ONEpPaLIUSIM.
2.Ha3zoBuTte K1accu(pUKauIo yYeTHBIX JJOKYMEHTOB.
3.KakoBbel crocoObl wHcHpaBieHUs OMUOOK B (UHAHCOBO-PACUETHOMU
JOKyMEHTaIuu?

N —

KaxoBa npouenypa opopmiieHHs OTKPBITHSI CYETOB OpTraHU3ALIMM.
HazoBuTe OCHOBHBIE BHJIBI JOKYMEHTOB I10 (DHHAHCOBO-PACUETHBIM

oIIcpamusIM.

Mamepuaﬂbﬂo-mexﬂuqecme obecneuenue 3auamus.

1 PC npenonasarens.

HHTGpaKTI/IBHaH JOCKa.

Mapxkepnas qocKa.

[IpoekTop.

DVD (MynbTHUCKPUHHBIA BUIEOKOMITBIOTEPHBIN KJIACC).

Tema 7 OyHKIIMOHAJIBHBIE CUCTEMBI IOKYMEHTAlUH
(Cucrema n1OKyMEHTAIIMK MO0 CHAOKEHUIO U COBITY)

(4 gaca)

Bonpocwi 0ns 06cyorcoenus:

OxapakTepu3yuTe cUCTeMy JOKYMEHTAIMH 110 CHA0KEHUIO U COBITY.

2.

NS s W

Uto Takoe 10roBOphI?

[IpumeHeHne TOBEPEHHOCTH.

Yrto Takoe HaKJIaHbIE, HAPSAbI?

[IpuMeHeHne KOMMEPUYECKUX aKTOB.

[Topsimok odopmiIeHUS MPETEH3UOHHBIX MUCEM.
[Topsinok ohopmIleHHsI HCKOBBIX 3asIBICHUIA.

Mamepuaﬂbﬂo—mexHuueCKoe obecneuenue 3aHAMus:

1 PC npenonaBarens.

HNuTepakTuBHasA 10CKA.
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Mapkepnas qocka.
[IpoexTop.

DVD (MyJnbTUCKPUHHBIA BUJIEOKOMITBIOTEPHBIN KJIACC).

Tema 8§ OyHKIMOHAIBHBIE CUCTEMBI ToKyMeHTaluu (CucteMa TOKyMEHTAIUHU 110

MapKETUHTY U peKIame)
(2 yaca)

Bonpocw 0nsa 06cyarcoenus:

1. HazoBuTe 0COOEHHOCTH CHCTEMBI AOKYMCHTAIIUU 110 MAPKCTUHTY.
2. TlosicHuTE KaKOBBI OCOOCHHOCTH CHCTEMBI AJOKYMCHTAIINM I10 PCKIIaMC.

MamepuanvHo-mexnHuueckoe obecneueHue 3aHAMUL:
1 PC npenonaBarensi.
MHTepakTuBHAS AOCKA.
MapxkepHas nocka.
IIpoekTop.

DVD (MyJbTHCKPUHHBINA BUICOKOMITBIOTEPHBIN KJ1acc).
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9.2. MeToau4ecKue peKOMEH/IalUH 10 MOAT0TOBKE MUCbMEHHbIX padoT

B paMKax HU3Y4YCHUA AUCHUIIIMHBI IMPCAYyCMAaTpUBAIOTCA CICAYIOIIUC BUJbI

MUCBMEHHBIX padoT:
— JOoKJIaabl (He UMEIOT 0COOBIX TpeOOBaHMH, OT 3 0 5 CTpaHUII);

— acce (paboThl, oTpa)karollie WHAMBUIYAIBbHYIO MO3UILIUIO aBTOpa IO

o0cyXmaeMol Ha ceMUHape mpoodsieme, OT 2 10 3 CTpaHHII);

— mpe3eHTaluss noarortaBiauBaerci B ¢opmare PowerPoint wu

3aIUIIACTCA Ha IMOCIICAHEM CCMHUHAPCKOM 3aHATHH,

— KOHTpoJibHasi pabota. Ilpu oneHuBaHUM KOHTPOJBLHOW paboThl (12
0aJJIOB) YUUTHIBACTCS:

- TIOJIHOTAa BBINIOJIHEHHOW paboOThl (3alaHue BBHIMOIHEHO HE TOJHOCTHIO
W/WIU JOMyIEHbl ABe U Oosee omuOKu Wik Tpu U Oosiee HeTtouHocTH) — 0,5
Oaiia;

- 000CHOBaHHOCTbH COJEpP:KAHUSI U BHIBOJOB palOOTHI (3a7aHUE BHIIIOJTHEHO
MOJTHOCTHIO, HO OOOCHOBaHUE COJEPKAHUST W BBIBOJIOB HEIOCTATOYHBI, HO
paccykJieHus BEpHBI) — 6 0a;

- paboTa BBIMOJHEHA TOJHOCTBIO, B PACCYXKIACHUSAX M OOOCHOBAHUHU HET
poOeIIOB Ui OITMOOK, BO3MOYKHA OJTHA HETOYHOCTH -12 OaioB.

Memoouueckue ykazanusi no n0020moeKe U 0QhOPMAEHUIO
00K1A008

O0bem nokiana: 3-5 MaIMHOMUCHBIX CTPAHMUIL.

TpebGoBaHus K HAMMCAHUIO JOKJIA/Ia; HAMMMCAHUE PA3BEPHYTOTO
KOMMEHTApPHS IO COOTBETCTBYIONIEMY BOTIPOCY C CAMOCTOSITEIIbHBIMUA BHIBOJIAMH.

Jlokmanpl SIBASIOTCS  OJHOW W3 TPOMEXKYTOUHBIX (opMm arrectamuu
CTYJICHTOB, KOTOPHIC BBIMIOJIHSAIOTCS B TCUCHHE CEMECTPa B YCTAHOBIICHHBIE CPOKH.

TemaTuka MOKIa0B MPEAYCMATPUBAET MMPOBEPKY YPOBHS 3HAHUN CTY/ICHTA
10 HEKOTOPBIM BOIPOCAM TEOPETHYECKOTO JIEKIIMOHHOTO Kypca, a TakKKe
CaMOCTOSTENIbHOTO M3Y4YeHUS] MMM HCTOYHMKOB M CIEUUAJIBLHON JIUTEPATYPHI.
Jlokmazibl BBITIOHSIIOTCS MUCBbMEHHO U 03BYUMBAIOTCSL YCTHO, IIOCJIE€ YETO CAAIOTCS
Ha IIPOBEPKY IMPENo1aBaTelito Kadeaph.

Copepxanve MOKJIaga BKJIIOYAET: OOOCHOBAHHME aKTYaJbHOCTH JaHHOTO
BOIIPOCA; KPaTKUWl aHAIW3 HMCTOYHUKOB WM JIUTEPATYpPbl; TEOPETHUUYECKYIO W/HIIN
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[IPAKTUYECKYI0 3HAYMMOCTh JAHHOI'O BOIIPOCA; OCHOBHOE COJEpP’KaHUE BOIPOCA;

NEPCIEKTUBBI Pa3BUTHS (B 3aBUCUMOCTH OT TEMbI); BBIBOJIbI U PEKOMEHIAINY.
CrOucok UCIoabp30BaHHOM JIUTEPATYPHI JOJIKEH COCTABIISITHCS C yUETOM

COOTBETCTBYIOIIECH, N3y4yaeMOM B JAaHHOW Y4E€OHOUN AUCITUTIIIUHE.

Memoouueckue ykazanusi no no020mogke u 0QhoOpMIeHUI0
KOHMPOIbHBIX pabom

Meroguyeckne pEeKOMEHJAUMHM MPEIHA3HAYEHbl Uil  CTYJICHTOB
JTHEBHOM, BeuepHeld W 3a04yHOU (opm oOydeHus (axyibreTa yHpaBICHHS
N2VYull PITY. Ilpu pa3paboTke peKOMEHAANHMA YYUTHIBAIUCH TPEOOBAHMS
®enepansHoro ['ocymapctBeHHOro oo6paszoBarenbHoro cranaapra BIIO mo
COOTBETCTBYIOIIEMY HAIPABICHUIO MOATOTOBKHU U IEUCTBYIOIIUX HOPMATHUBHBIX
JOKYMEHTOB.

KoHTponbHBIE pPabOThI SBISIOTCS OJHOM M3 MPOMEXKYTOUHBIX (HOpM
aTTeCTAllMM CTYJEHTOB, KOTOpBIE BBINOJHAIOTCS B TEYEHHE CEMECTpAa B
YCTaHOBJICHHbBIE CPOKH.

TemaTuka KOHTPOIBHBIX PadOT MpeaycMaTpUBAET MPOBEPKY YPOBHS 3HAHUM
CTYJIEHTa 110 HEKOTOPBIM BOMPOCAM TEOPETHUECKOTO JIEKIIMOHHOTO Kypca, a TakKe
CaMOCTOSITEJIbBHOIO H3YyYEHUSI MMU HCTOYHUKOB U CIEHHAIBHOW JIUTEPATypBHl.
KoHTponbHble pabOThl BBIMONHSIIOTCA MUCBMEHHO M CHAIOTCI Ha TMPOBEPKY
penojaBaresnto Kapeapol.

KonTtponbHbie paboOThl MOTYT TPOBOAUTHCS HA  JIGKIMOHHBIX WM
CEMHHApPCKUX 3aHATUSAX B ayJAUTOPHBIX Kjaccax MPHU YCIOBUU MpPEABAPUTEIbHON
IOJATOTOBKY CTYJIEHTOB.

KontponbHas pabGoTa HampaBieHa Ha WHAMBUAYATU3ANHIO0 OOY4YeHUS W
NOBBIIIEHUE POJIM CAMOCTOATEIBbHON pabOThl, IO3TOMY MPEAYCMOTPEH IIUPOKUN
CHEKTP KOHTPOJBHBIX BOIPOCOB, IMO3BOJISIOUINM CTYyAEHTY BbIOpaTh Hambosee
UHTEpPECHYIO i Hero TeMmy. C TeMaTHKOW KOHTPOJIBHBIX padOT CTYAEHTHI
no3Hakomstcs B Y MK aucuuninHel.

CopeprkaHre KOHTPOJIBHON pabOThl BKIOYAET: 0OOCHOBAHUE aKTYaJlbHOCTH
JAHHOTO BOIPOCA; KPaTKUW aHalIW3 MCTOYHUKOB U JUTEPATYpPbl; TEOPETUUYECKYIO
W/WIM TPAKTHYECKYI0 3HAYMMOCTh JaHHOTO BOIIPOCA; OCHOBHOE COJCpKAHUE
BOIIPOCA; TMEpPCIEeKTUBbI pPAa3BUTHUA (B 3aBUCUMOCTH OT TEMbl KOHTPOJIbHOU
paboThI); BBIBOJIBI M PEKOMEHIALIUU.

OO6mmit 00beM TekcToBoro matepuaina 7-10 crpanui. CTpyKTypa TEKCTOBOM
YaCTH KOHTPOJIbHOW pabOTHI MOXET MMETh: BEJECHHUE, OCHOBHYIO YacCTh, BBHIBOJIBI,
CIIUCOK MCTOYHUKOB M JUTEPATYyphl. Pa3zOnenune TekcTa Ha pa3ielibl U Mmoapa3ieibl
MOXXET OBITh CHIEJTaHO 10 JKEJIAHWIO0 AaBTOpa, OJHAKO HEOONbIION o0BeM
KOHTPOJIbHOM paboThI [IeIaeT 3TO HE BCETa IeIeCO00pa3HbIM.

OueHka KOHTPOJBHBIX pPabOT OCYLIECTBISETCS B COOTBETCTBUH C
YTBEPXKACHHON Ha Kadeape peHTHHIOBOM CUCTEMOM OLIEHKU 3HAHUN CTYACHTOB IO
Ka)XJI0OU JUCLUILINHE.



33

Ipunoowcenue 1 Annomayus
pabouyeti npoepammvl OUCYUNTUHBL

AHHOTAIIUSI PABOYEHN MIPOI'PAMMBI JJUCHUILINHBI

JlucuumuiHa SBISETCS 4YacTbi0 MPO(GECCHOHANBHOTO UUKJA JUCHUILIAH
y4eOHOro TIulaHa 1o HampaieHuto mnoArotoBku 380302 «MeHemKkMeHT».
JucuuminHa peanusyercs Ha (pakynbrere ynpaBieHus kadeapoil ynpaBieHUs
WHcTUTyTa yIIpaBieHus, SJKOHOMUKH U IIPaBa.

Lenv  Oucyunaumbt —  TOATOTOBUTH  BBIMYCKHHMKA,  O0JIaJaIOLIETO
TEOPETUYECKUMH M MPAKTUYECKUMU 3HAHMSIMM M YMEHHUSMH, CIOCOOHOIO
IPUMEHATh KOMIIETEHIIMH B c(hepe yrpaBieHus JOKYMEHTAlMel B OpraHu3aluy.

3adauu oucyuniumbl.
- 03HAKOMUTbH C MOHATHEM «JIOKYMEHTHpPOBaHHAs MHPOpMALUI» U €€ POJIbIO
B YIPABJICHUH OpraHu3aluei;

- c(popMUpOBaTh HaBBIKM aHAJIM3a HOPMATHUBHO-IIPABOBBIX U METOJAMYECKHUX
OCHOB JJOKYMEHTAI[MOHHOTO O0EeCTieueHus yIpaBICHHS;

- O3HAKOMHUTb C OCHOBHBIMM 3JJIEMEHTAMH CHCTEMbBl YIPABIICHHUS
JOKyMEHTaMU;

- oOy4WThb METOJaM HCHOJb30BaHUS  YHU(MULIHUPOBAHHBIX  CHCTEM
JOKyMEHTAIUU;

- cpopMHUpOBATH HaBBIKH JOKYMEHTAI[MOHHOTO o0ecrieyeHust
(YHKIIMOHAIBHBIX cep yrnpaBIeHHUS.

W3ydyeHne  OUCHMIUIMHBI ~ HampaBlIeHO Ha  (OpPMHUPOBAHHE  psija
KOMNnemeHyutl.

- IIK-1 — cnocobeH miaHUpOBaTh U OPraHU30BBIBATH MEKIYHApPOIHYIO
(BHELIHEAKOHOMHUYECKYIO) 1€ TENBHOCTh

B pe3ynbpTaTe 0CBOCHHS TUCHHUIIIIMHBI 00YUYarOIUNUCS TOJKEH:

3HaTh:

- IOHATHE «IOKYMEHTHpPOBaHHAs HHPOPMAIHs», TOHUMATh €€ POJib B
yIPaBIECHUH KOPIIOpaLUEH;

- OCHOBBI 3aKOHO/IATENILCTBA B YACTH JOKYMEHTAILIMOHHOTO 00eCIeueHus,
HOPMATHUBHO-IIPABOBYIO0 M METOJIMYECKYIO OCHOBBI IOKYMEHTAlMOHHOTO
oOecrieueHuns ynpaBieHUs] OpraHu3alure, CTaHAapThl 0 YIPABICHUIO AEI0BON
JOKYMEHTaIUEH;

- IOHSITHE «CUCTEMA YIPABJICHUS JOKYMEHTaMMI»;

- YHU(PUIMPOBAHHBIE U (YHKIIMOHAJIbHBIE CUCTEMBI TOKYMEHTALIUH.

YMmern:

- BBIOUpaTh 3P EeKTUBHBIE HHCTPYMEHTHI YIIPABJICHUS TOKYMEHTAMH,
- HCTIOJIH30BaTh YHU(UIIMPOBAHHBIE CHCTEMBI JJOKYMEHTAITNH;

- opmupoBaTh GyHKIIMOHATHHBIE CUCTEMBI JOKYMECHTAIIHH.

Baagern:
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- cnocobaMu  NPUMEHEHHS  OCHOBHBIX  WHCTPYMEHTOB  YIpaBIEHUS
JNOKYMEHTaMU;
- KHCTPYMEHTaMH MCIOJIb30BaHUs YHU(PUIUPOBAHHBIX CUCTEM JIOKYMEHTALINH;
- MeTogamMu (GOpMHUPOBaHUS PYHKIMOHAIBHBIX CUCTEM JIOKYMEHTALIUU.
[To nucuumuMHE mpeaycMOTpeHa NPOMEXYTOUYHas arrecrauus B Qopme

OK3aMCHa.

OO6mias TPy 10€MKOCTh JUCIUTIMHBI COCTABIISACT 3 3a4€THBIC €IMHUIIBI.



