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OI'TABJIEHHME

IHosicHuTebHASA 3aNIMCKA

Lenp 1 33124y TUCITUTUIAHBI

[lepeueHs TUTAHUPYEMBIX pPE3yJIbTATOB OOyUYEHUS MO TUCIUILUIMHE, COOTHECEHHBIX C
WHAUKATOPaMH JIOCTHXKEHUST KOMIICTCHIINN

MecTo TUCHUIUIMHBI B CTPYKTYpE 00pa30BaTEIbHOMN MPOTpaMMBbI

CTpykTypa 1M CUMNIHHbI

CopeprxaHue JUCHUILIMHBI

Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

OueHka IJIAHUPYEeMbIX Pe3yJIbTaTOB 00y4YeHusI

Cucrema oLieHUBaHUS

Kputepuu BbICTaBIIEHUS OLICHOK

OueHouHble CcpeAcTBa (Marepuaibl) JUIsi  TEKYIIEr0 KOHTPOJIS — YCIIEBAaeMOCTH,
IPOMEKYTOYHOM aTTECTAlMK 00YYArOIINXCS MO JUCIUTUINHE

YueOHO-MeToAUYEeCKOe U MHOPMALHOHHOE 00ecTieYeHue U CUMILINHBI

CnucoK UCTOYHUKOB U JTUTEPATYPHI

[Tepeuens pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHHUKAIIMOHHO ceTn «IHTepHEeT»
[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAILIMOHHO-CIIPABOYHBIE CUCTEMBI
MartepuajabHO-TeXHUYECKOE ofecneyeHHe TN CIUTITHHBI

O0ecnieyenne 00pa3oBaTeJIbHOIO Mmpomecca s JUI € OrPaHHYEHHBIMHU
BO3MOSKHOCTSIMHU 3/10POBbSI

MeToanyeckue MaTepuabl

[Tnanel ceMMHAPCKUX / IPAKTHUECKUX / JTAOOPATOPHBIX 3aHATUI

MeTtoauueckre peKOMEHIalliy TI0 MTOATOTOBKE MUCEMEHHBIX paboT

Wubie MaTepuab

[Tpunoxxenue 1. AHHOTALUS JUCIUILTAHBI



1. INosicHuTe/JbLHas 3aMHUCKA

1.1. Heab u 3agaum AMCHUILINHbI
Illenv  Oucyunaumbl —  TOATOTOBUTH  BBIIYCKHUKA,  O00JIaJarOLIEro
TEOPETHUUECKHUMH U TPAKTHUYCCKUMHU 3HAHUSMH W YMEHHSIMH, CIIOCOOHOTO
MIPUMEHSITH KOMIIETEHIIMU B cepe yrpaBieHUs JOKyMEHTaIMel B OpraHu3aiuy.
3aoauu oucyuniunol:
- O3HAKOMHTH C TIOHSATHEM «JIOKYMEHTHpPOBaHHas MH(POpMAIUS» U €€ POJIbIO
B YIIPaBJICHUH OpraHU3aIlueH;
- copMHUpPOBaATh HABBIKK aHAJIM3a HOPMATUBHO-TIPABOBBIX U METOAMYECKUX
OCHOB JJOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABICHUS;
- O3HAaKOMHUTh C OCHOBHBIMU DJIEMEHTaMU CHUCTEMbI  YIPaBJICHUS
JTIOKYMEHTaMU;
- 0o0yuuTh MeETOAaM  HCIOJIb30BAHUS  YHU(PUIUPOBAHHBIX  CHUCTEM
JIOKYMEHTAI1H;
- chopMUpoBaThH HaBBIKU JIOKYMEHTAITMOHHOTO obecrieueHus
(yHKIHOHAIBHBIX c(ep ynpaBICHUS.

1.2. TlepeyeHb NJIAHMPYEMBIX Pe3yJabTATOB 00y4eHUS MO IMCUHUILINHE,
COOTHECEHHBIX ¢ HHANKATOPAMH JO0CTUKEHUS KOMIIEeTeHIIUil

[Iporecc nzyueHusi TUCIUIIMHBI HampaBjieH Ha (OPMUPOBAHUE CIEAYIOUIUX
npodeccuonansubix (I1K), mpemycmorpennbix ®I'OC BO mno HampaBlieHHIO
noarotoBku 38.03.02 «MeHeIKMEHT.

N3yueHne  AUCHMIUIMHBI  HampaBjieHO Ha  (GOpMHpOBaHUE  psaa
KOMNnemeHyuti.

[IK-1 - cnocoGHOCTh MJIaHUPOBATh W OPraHU30BBIBATH MEKIYHAPOAHYIO
(BHEIIHEOKOHOMHYECKYI0) JIEATEIbHOCTh

KoMmnerenuuun Nuaukaropsl PesyabTarhl 00y4eHust
(Ko ¥ HANMEHOBAHUE) KOMIIeTeHITH I
(Ko 1 HAMMEHOBAaHUE)
T11IK-4 I1K-4.1 3HaTh:
Croco6eH OCyIIEeCTBIIATH - IOHSITUE «JOKYMEHTUPOBaHHAs
paszpaboTKy u OcymectBisieT cOop, nH(popMaIus», TOHUMATh €€ POJIb B
COBEPIICHCTBOBAHHE MOHHUTOPHHT U yIpaBIeHUHN KOPIOpaIuei;
GH3HEC-TIPOLIECCOB U 00paboTKy mHpOpMAIIHH, - OCHOBBI 3aKOHO/IATEJIHCTBA B
PEriIaMeHTOB KOMITaHHH | HEOOXOMMMOM st 4acTU JJOKYMEHTAI[MOHHOTO
pa3palboTKu 1 oOecrnievyeHurs, HOpMaTUBHO-TIPABOBYIO U
COBEPILIEHCTBOBAHUS METOANYECKYIO OCHOBBI
OM3HEC-TIPOIIECCOB U JOKYMEHTAITMOHHOTO 00eCTIeYeHUS
pErIaMeHTOB KOMIIAHUU | YIIPaBJICHUS OpraHu3alueil, CTaHIapThI
[1K-4.2 10 YTPABIICHUIO IETOBOM
OcyecTBisieT JIOKYMEHTAIUEeH;




POCKTHUPOBAHUE,
BHEAPECHUE U YMeTh:
peopranusanuo Ou3Hec- - HCTIOJIb30BaTh YHU(HUIIMPOBAHHK
IPOLIECCOB B KOMIIAHUH, | CUCTEMbI JOKYMEHTALUY;
B TOM YHCJIE C - (opmupoBaTh (HYHKIHMOHAIBHE
UCIIOJIb30BaHUEM CHCTEMBI JOKYMEHTAIUH.
COBPEMEHHBIX
MH(POPMALIMOHHBIX U Baaners:
TEJIEKOMMYHHUKAI[HOHHBIX - - THCTPYMEHTAaMHU HCIOJIb30BaH]
TEXHOJIOTUI YHU(PULIIPOBAHHBIX CHCTE
JIOKYMEHTAIUH;
- METO/1aMHU (bopMupoBaH!
(YHKIIMOHATIBHBIX CUCTEM JIOKYMEHTAIIUY

1.3. Mecmo Oucyuniunvsl 6 cmpyKmype OCHOBHOU 00paA308amMenbHOI
npozpammol

Jucuurminaa BXOJUT B BAPUATUBHYIO 4acTh JTVCLUILINH
npodeccuoHanbHoro nukiaa oOydenus (bl) mo mporpamme mnoarotoBku Ne
38.03.02 MeHeHKMEHT.

J{nst OCBOGHMSI AUCIUILIMHBI HEOOXOAUMbI KOMIETEHIIUU, CHOPMUPOBAHHBIC
B XOJ€ u3yueHus quciuiuine «lMcropus ynpasiieHUeCKOW MbICIn», «BBenenue B
npodeccuron, «ITUKA U KyJIbTypa YIPaBICHUS.

B pesynbrare OCBOEHUSI JUCHMIUIMHBI (HOPMUPYIOTCS KOMIIETEHIINH,
HEOOXOAUMBIC Ui W3Y4YeHUs JUCHUIUIMH «MeHeHKMEHT oOopraHu3alumy,
«Mapketunr», «MeXIyHapoAHBIM  ONBIT  yOpaBi€HUS  WU3MEHCHUSIMU B
KOMIaHUIX, «YTpaBJI€HYECKHUE peleHus, «YTIpaBJIEHYECKOE
KOHCYJIbTUPOBAHHE» a TaKKe MPOXOXKACHHUS MPOU3BOACTBeHHOM mpakTuku (I1V

ceMecTp).

2. CTpyKTYypa TUCUMILTUHBI

OO61mas TpyAZ0EMKOCTh AUCIUILIMHBI COCTaBIsAeT 3 3.€., 108 akagemuueckux vaca (oB).



CTpyKTypa AUCHHMILIMHBI /ISl 04HOH (OopMBI 00yUeHUs

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU

paboTHUKaMU U (WIM) JTUIAMH, TIPUBIEKaEMbIMU K peai3alii 00pa30BaTeIbHONW MpPOrpamMMbl
Ha WHBIX YCJIOBUSX, IPU MPOBEJCHUN yUEOHBIX 3aHITHHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
Jlexuu 14
CemuHapbl/1a00paTOpHBIE PAOOTHI 28
Bcero: 42

O0beM IUCHMIUIMHBI (MOAYJsl) B (OpME CaMOCTOSATEIBHON paboThl 00YyYarOMUXCS

cocTaBisieT 66 akageMuyeckux daca(oB).

3. ConeprxkaHue TUCITUTIITNHBI

AOKYMECHTAMH

Ne HaunmeHnoBanue Coaep:xanue
pa3nena
JAUCHHUIIJIHHBI
1| DoxkymenTupo [Ipenmer, 3amaum W MCTOYHUKHA M3Y4YEHHUs Kypca.

BaHHasA [lonsaTne OpPraHU3alHOHHO-TOKYMEHTAIUOHHOTO
uHpopmanus | odecnedenus. Ero poisb B ynpaBieHUN opraHu3anuen.

U ee poib B Ponb unpopmanuu B ynpasienuu. Undopmannonnas
ynpaBJjeHMH | uH(QpacTpyKTypa OpraHU3aLHH. NupopmannonHsie
OpraHm3anMe | pecypchbl OpraHu3auu.

H [Tonsatue «npokymeHT. Llenn co3manust u coXxpaHEeHUs
JOKYMEHTOB, MX pPOJIb B YIIPABJICHYECKON ACATEIBHOCTH.
Buasl noxymenrtoB. ConepxaHue, CTPyKTypa, KOHTEKCT
JOKYMEHTOB U METaJJaHHBIE.
2 | HopmaruBHo- | [IpaBoBas OCHOBa JIOKyMEHTAI[HOHHOIO  OOECIeUYeHHs
npasoBasi 1 | ynpasieHus. DenepanbHbie 3aKOHbL. YKa3bl [Ipesuaenra PO
MeToAuYecKa | u mocraHosisieHus lIpaBurenscrBa PO.
sl OCHOBBI HopmatuBHO-ipaBoBbIe aKTbI BEJIOMCTBEHHBIX
AOKYMEHTALU | OPraHOB MCIIOJHUTEIBLHOU BiacTu PO.

OHHOI'0 OCHOBHBIE HOPMAaTHBHBIE NTPABOBBIE U METOJANYECKHUE
o0ecrieyeHusl | JOKYMEHTbl IO  JOKYMEHTAllMOHHOMY  OOECIEYEHHIO
yIpaBJeHUs | yIIpaBlIeHWs OpraHusanuei. I'ocynapCTBeHHBbIE CTaHIAPTHI.

NucTtpykuuun, npasuna. llepeunn. Hopmbel BpemeHu wu
KB (PUKAIIMOHHBIE XapaKTEPUCTHUKHU. Anb00MBI
YHU(DULIHUPOBAHHBIX (HOPM.
3 Cucrema CucreMHbIM TOAXOA B ynpaBieHnd. CucremMa yIpaBlICHUs
ynpasJjieHMs | opraHusanueil. (Cuctema  ynpaBlIeHHS — JTOKyMEHTaMu

OpraHu3aIuu
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OpraHu3anuu Cucremsbl jokymMeHTanuu. VX 3HaueHue B yIpaBJIeHUH
OpraHu3aleH. [TonsTue CHUCTEMBbI JOKYMEHTALUH.
Hctopuueckoe pa3Buthe cucteM AokyMeHTauuu. [lonsitue
«yHU(DHUIHPOBAHHBIE CHCTEMBI JOKYMEHTALI u
«(pyHKIIMOHAIBHBIE CUCTEMBI TOKYMEHTaluu» B Poccuiickoit

denepann.
®dyuknuoHaa | Cucrema OpTraHU3aLMOHHO-PACIIOPS AUTEIIBHOU
bHbIE JIOKYMEHTAIUU B yIIPaBJICHUH. IToncucrema
CHCTEMbI OpraHU3alMOHHO-TIPABOBOU JIOKYMEHTALIUU (ycras,
JOKYMEHTALM | [OJIO)KEHWE 00 oOpraHu3aluy, IITaTHOE pachucaHue,
/| JIOJ’KHOCTHBIC UHCTPYKIINH). IToncucrema

pacnopsaIuTEIbHOM JIOKyMEHTAIUU (mocTaHOBJIEHUE,
pelieHre, MNpHUKa3, paclopsLKeHHE, YKa3aHue | Jp.).
[Toncucrema  uHGOPMALIMOHHO-CIIPABOYHON  (TIPOTOKOII,
JOKJIa/IHasl 3alucKa, OOBSICHUTENbHAS 3alKCKa, 3asBJICHHE,
JICJIOBOE THUCBMO, DJIEKTPOHHOE COOOIEHHEe U JAp.) U
UH(POPMALIMOHHO-aHAIMTUYECKOH ~ JIOKyMEHTaluu  (axT,
CIpaBKa, 3aKJIIOUEHHUE, OT3bIB, NEPEUYCHb, CIUCOK U JIp.).
HenoBas NEPETNCKA, COIPOBOXKIAFOILAS nporecc
IIPEICTABICHHE HHTEPECOB U MOCPEAHUYECTBO.

Cucrema TOKyMEHTalMU 10 TPYAOBBIM OTHOIICHHSIM.
JIOKyMEHTallMOHHOE  00ECIEYeHHE CHCTEMBI TPYIOBBIX
OTHOUIEHWI B ympaBieHUU (TIEPBUYHBIE JOKYMEHTHI
TPYJIOYyCTPOICTBA, TPYAOBOM JOrOBOp, JIMYHOE JIEJIO
COTPYIHHKA, TPYyAOBas KHIXKKA, paboTa € MNUCBMEHHBIM
oOpallleHUsIMU TPaXK]IaH).

Cucrema pUHAHCOBOM TOKYMEHTAllMU B YIPAaBICHUH.
OOmasi XapakTepucTUKa JIOKYMEHTOB 110 (DMHAHCOBO-
pacueTHpIM  omepanusM.  Kiaccupukauus — ydeTHBIX
noKyMeHTOB. CrtocoObI HCTIPaBJICHUS OITMOOK B ()MHAHCOBO-
pacueTHOM nokymMeHTauuu. OQopmileHne OTKPBITHS CUETOB
opranu3anuii. OCHOBHBIE BUJIbI TOKYMEHTOB IO (PMHAHCOBO-
pacueTHbIM onepauusM. llepenucka 1o (UHAHCOBBIM
BOITPOCAM.

CucteMa JOKyMEHTAIlUU TIO CHAOXEHUIO W COBITY.
JlokyMeHTalmoOHHOE oOecrieueHue YIPABJIEHYECKHUX
byHkumii cHaGxeHust u cObiTa. JloroBopkl. [[oBepeHHOCTH.
Haxnannele. Hapsapr. Kommepueckue aKThI.
IIperen3nonnbsle nuceMa. VckoBble 3asBieHus. Jlenosas
nepenucka.

Cucrema JIOKyMEHTAITUU 1o MapKETUHTY.
JlokymeHTarmonHoe oOecrieueHne (QyHKIIMA MapKETUHTA.
[lepenucka 00  opraHm3anuu,  IUIAHUPOBAHUU U

OCYIIECTBJICHUU nHOOPMAITMOHHON JEATEIbHOCTH,
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MapKeTHHre. AHamuTuueckue 0030pbl. MHpopmanmoHHbIE
o030pel. Ilepemmcka co CMMU. Kputudeckue OT3BIBHI,
OTIPOBEPKEHHSI HEIOCTOBEPHBIX CBEACHUN O JEATEIBHOCTH
opranu3anuu. [IporpaMmbl MapKETUHTOBBIX HCCIEIOBAHUH.
JIOKyMEHTBI JABM)KEHHS II€H Ha pBIHKE, 00 OIlepaTHBHOM
aHaJn3e MOTPEOHOCTH B MPOAYKLUH U T.II.

Cucrema IOKyMEHTallUM IO pekjame. PekimamHoe
nucbMo. MHpopmanmonnsie u3ganusa. CTaTbu, TEKCTHI
TeJepaguonepeay, MIaHbl, MPOCHEKThl, CIHEHAPUH H T.II.
JIOKyMeHTBI (3asBKM, Tepenucka W T.m.).  JloroBopsl o
pasMelieHu M BBIMyCKe pekiamMbl U T.m. JlermoBas
MEPENrCcKa, COMPOBOXKAAIONIAs OPraHU3alUI0 U y4acTue B
BBICTaBKaXxX U sSipMapKax.

4. O0pa3oBare/ibHbIE TEXHOJOTHH
IIppu peasmsanum  HporpamMMmbl  AUCHUIUIMHBL  «MEHEIKMEHT  HEKOMMEPYECKHMX

OpraHu3alvil» HMCIONB3YIOTCS pa3inyHble 00pa30BaTeNbHBIE TEXHOJIOTMH, HAlpaBJICHHBIC HA
dbopMupoBaHUEe 3asBICHHBIX KOMIIETEHIMI. B aynuTOopHyr0 HArpy3ky BXOJIST JIEKIIHOHHBIE U
CEMHUHAPCKHE 3aHSITHsI, a TaKXkKe pazIudHble (OpMbI KOHTPOJsA. Mcmonp3yloTcss akTUBHBIE U
MHTEpaKTHBHBIE (POpMBI TpoBeneHus 3aHiATUd. [Ipm peanmzanuu mpPOrpaMMbl AUCHUTUIAHBI
«TaliM-MEHEIPKMEHT)»  HCHOJB3YIOTCS: MPOOJIEMHBIM  METOJ] HW3JI0KEHUS  JIEKIMOHHOTO
Marepuala, peleHne NPakTHYeCKUX 3a/1a4 10 BOIPOCaM TeMbl Ha CEMHHAPCKHUX 3aHSATHSX.

CamocrosTenbHas paboTa CTYACHTOB MOApa3yMeBaeT MOATOTOBKY K CEMHUHApCKUM
3aHATHUSAM, IPOBOJUMBIM B (hopMe pa300pa KOHKPETHBIX CUTYallUil; MHAWBUIYAIbHYIO padoTy B
KOMIIBIOTEPHOM KJiacce ¥ oubnrorexke. OHa HampaBiieHa Ha 3aKpeIuIeHue U yriyOleHne 3HaHuH,
MIOJTYYCHHBIX B XOJI€ ayAUTOPHBIX 3aHATHH.

W3yueHne NUCHUIUIMHBI 3aKaHYMBAETCS MOJATOTOBKOH HTOrOBOM MHCBMEHHOW paloThI,
HalMCaHHOHN CTYI€HTaMM Ha OCHOBE aHAJIM3a MaTepHaJioB, COOpPaHHBIX B XOJI€ CAMOCTOSITEIbHOM
paboThl B KOMIIBIOTEPHOM KJlacce U Oubnuoreke. MTorosast mucbMeHHast paboTa 1o AUCITUTUIMHE
MO3BOJISIET MPOBEPHTH YPOBEHb OBJAJCHHS CTyJE€HTaMH O0OmenpodecCHOHANBHBIX |
npo¢eCCHOHATIBHBIX KOMIETEHINH, 3asBICHHBIMHA B JAHHOM TUCHMIUIMHE M COOTBETCTBYIOIIUX

®I'OC BO no nanpasnenuto noaroroBku 380302 «MeHemxkmMeHT.

n/n

HaunMenoBanue
TEeMBbI

Buabl yueOHoii
padoThI Oo0pa3oBaTe/ibHbIE
TEXHOJIOTUH




JlokymeHTupOBaHHas
nHpopManus u ee
pOJIb B YIIpaBJIEHUU

Jleknus
[IpakTrueckoe 3anHsTHE

VYuacrtue B qucKkyccuu
BrimonHeHre npakTHUecKuX 3aJaHui

opraiuzanmeii CaMOCTOSTeNbLHAS KoHcynmsTrHpoBaHue 1 MPpOBEpKa JOMAIITHUX
paGora 3a[JaHA TIOCPEJCTBOM 3JIEKTPOHHOM TTOYTEI
HopMmaruBHo- Jlexknus
mpaBoBas U VYuactue B IUCKyCCUH
METOIUYECKAs [IpaKTHYeCKOe 3aHsTHe | DPIOTHCHNC PAKTHICCKUX 3aMaHuiA
OCHOREI KonrponsHas pabora
AOKYMEHTAIINOHHOTO CamocrosTenpHas KoHcynpTHpOBaHHEe U MPOBEPKA JOMAITHUX
obecrieyeHus pabota - i
3aJ[aHUI TOCPEJICTBOM SJIEKTPOHHOM MTOYTHI
YIIpaBJICHUS
VYyacTue B JUCKyCCUU
BrinonHeHre npakTUUECKUX 3aJaHui
Jlexmus
Cucrema KoncynpTupoBaHme 1 mpoBepKa JOMaIIHAX
yIpaBJICHUs HpaKTquCKoe 3aHSATUE | 3aJaHUIA MOCPEICTBOM JICKTPOHHONW MOYTHI
AOKYMCHTaMH B CamocrosrenbHas
OpraHu3aluu pabora
OyHKIMOHAJIbHbIE Jlexknus Yuyactue B IUCKYyCCUH
CHUCTEMBI BrinonHeHre npakTHUECKUX 3aJaHui
JIOKyMEHTALH1 KonTtponsHas pabora
(Cucrema TIpaKTHaecKie 3aHsTHS KoHcynmsTHpoBaHue 1 MPOBEPKa JOMAIITHUX
OpraHN3aLIOHHO- CaMoCToSTeNbHAS 3aIaHui TOCPEICTBOM DIIEKTPOHHOM MOYTHI
pacnopsIAUTEIbHON pabota
JIOKYMEHTAITHH)
CDy'HKI_II/IOHaJ'IBHHe VYuacrtue B JucKkyccuu
CHCTEMBI Jlexims BrinonHeHre NpakTUUECKUX 3aJaHui
I[OKYMGHTaI_II/II/I KOHcyHLTI/IpOBaHHe u HpOBCpKa JOMAIIHUX
(Cucrema TTpaKTHUecKHe 3aHsTHS 3aJ[aHUi IOCPEACTBOM DIIEKTPOHHOMN MOYTHI
AOKYMCHTAIUHU 110 CamMocTosTenpHast
TPYJAOBBIM paboTta
OTHOIIICHHSIM)
OyHKIMOHAJIBHbIE Jlexknus Yuactue B IUCKyCCUH
CHCTEMBI BrinonHeHre NpakTUUECKUX 3aJaHui
JIOKYMEHTALAH KoHcynpTHpOBaHHEe U MPOBEPKA JOMAIITHUX
(Cucrema TIpaKTHHIecKe 3aHsTHS 3aJ[aHui OCPEACTBOM DIIEKTPOHHOMN MOYTHI
¢duHaHCOBOH CamocrosiTenbHas
JTOKYMEHTAITHH) pabota
OyHKIIMOHAJIbHbIE Jlexius Yuacrue B AUCKyCCHH
CHCTEMEI BeinonHeHHe TPaKTUIECKUX 3aJaHui
JOKYMEHTAIUNA
(Cucrema TIpaKkTHyecKHe 3aHATHS KoHcynpTHpOBaHUe U MPOBEPKA JOMAITHUX

JOKYMEHTAITUH TI0
CHA0XKEHUIO U
cOBITY)

CamMocTosTenpHast
pabora

3aJaHUH TIOCPEJCTBOM 3JIEKTPOHHOH TOYTHI
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8. | ®dynkunonanbHbIE
CHCTEMBI
JIOKYMEHTAIUK
(Cucrema
JIOKYMEHTAIUH TI0
MapKeTHHTY U
pekiiame)

Jlexknus

[IpakTudeckoe 3aHgTHE
CamocrosiTenbpHast
pabora

VYyacTue B JUCKyCCUU
BrinonHenue NpakTUYECKUX 3a1aHui

KoncynpTupoBanue 1 npoBepka JOMAITHAX
3aJJaHUi IOCPEJCTBOM 3JIEKTPOHHOM OYTHI

9. | Hamucanue
UTOTOBOU
MTUCHbMEHHON PabOTHI

[IpakTryeckoe 3aHsTHE
CamocrosTenbHast
pabora

Hroroserii TecT

10. | IpomexyTounas
aTTecTalus
Dk3ameH

HpaKTI/I‘ICCKOG 3aHATHUC

CobecenoBaHre IO pe3yIbTaTaM U3yUeHHS
Kypca

B mnepuoa BpeMEHHOro NPHOCTAHOBJIEHUS MOCEIICHHS OOyYaroIIMMUCS

nomemiennii u teppuropun PITY mnga opraHumzanuum ydeOHOro mpouecca c

MMPUMCHCHHUCM J3JICKTPOHHOI'O O6y‘{eHI/IH N JHMCTAaHIIMOHHBIX 06p330BaTeJII>HI>IX

TEXHOJOTUA  MOTYT

TCXHOJIOTHH:

— BHUJICO-JICKIIHH;

OBITH

HCIIOJIBb30BaHBbI

cienymonme oOpa3oBaTeIbHbIE

— OHHaﬁH-HeKHHH B PCIKUMC PCAILHOI'O BPEMCHU,

— DJICKTPOHHBIE YYEeOHUKH, ydeOHbIE TMOCOOMS, HAy4YHbIE HW3JIaHUS B

AIIEKTPOHHOM BHUJIE U IOCTYN K UHBIM 3JIEKTPOHHBIM 00pa30BaTelIbHBIM PeCypcaM;

— CUCTEMBbI JIs SJICKTPOHHOI'O TECTUPOBAHUA

— KOHCYJIbTallU1 C MCIIOJIb30BAHHUCM TCIICKOMMYHHUKAITMOHHBIX CPCIACTB.

5. OHEHKA IIVIAHUPYEMBIX PE3YJIBTATOB OBYYEHUSA
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5.1. Cucrema onieHUBaHUA

B mpomnecce usydeHust Kypca NpOBOJUTCS PEUTHUHIOBBIA KOHTPOJIb 3HAHUU CTYJIEHTOB B
cootBercTBuU C [lonoxenunem PITY o ero nmposenenuu. OH mpeamnosiaraer y4er pe3yJibTaToB
CaMOCTOSITENIbHOM pabOThl MO BBITOJHEHUIO THUIIOBBIX M CUTYAI[MOHHBIX 3aJaHWiA, a TaKkKe
CTCTICHH YYaCTHs CTYJCHTOB B 00CYK/ICHUU BOTIPOCOB HA CEMHUHAPCKUX 3aHATHUSX.

OueHka 3HaHUU TpencTaBisieT cOOOM COBOKYITHOCTh PA3IUYHBIX IOKaszareiael paboThbl
CTyJeHTa B TedeHHe Bcero mpouecca oOyuenus. [lo kypcy «MeHEmKMEHT HEKOMMEPUYECKUX
OpTraHM3eIHi» MpeaycMaTpUBaeTCsl TEKYIIM KOHTPOJbL ycleBaeMocTH B (opMe ompoca Ha
3aHATUAX, TECTUPOBAHMS, BBINOJHEHUE MPAKTHUECKUX 3amaHuil. [IpoMexyTOuHBI KOHTPOJIb
MpOBOAUTCA B (hOpME TECTUPOBAHUS U UTOTOBOM MHUCHbMEHHON KOHTPOJIbHOM padoThl. C yueTom
HaOpaHHBIX B cEMeCTpe OaIOB CTYJIEHTHI MOJIYYalOT 3a4eT C OIleHKOM. MToroBast KOHTpOIbHAs
paboTa nmpoBoguTCs B (hopMe MUCEMEHHOM PabOTHI, IPEeIyCMATPUBAIOIIEH OTBETHI B CBOOOTHOM
¢dbopme Ha MOCTaBIEHHBIE BOIIPOCHI.

HNrtorosass OLEHKa BBICTABISETCA B IOJHOM COOTBETCTBUU C yTBepKIAEHHOUW B PITY

PEUTHUHTOBOM CUCTEMOM KOHTPOJIS 3HAHUM.

Bua xonTpOssS Cpoxu Kpurepun KomnuecTtBo
IIPOBEACHUS OLICHKHU 6amioB
(MakcUMaJIbHO)
1. Yuactue B 00CyX1eHUH B Teuenune 10 4 6amnoB
TEOPETUIECKHUX BOTIPOCOB Ha CemecTtpa 48

MPAKTUYECKUX 3aHATUSAX U B PELICHUU
MPAKTUYECKUX 3aJaHUI

B Teyenun Jlo 6 6ammoB 12
2. KonTponbHble paboThI (2 1IT) cemecTtpa

[TonydeHHBII COBOKYIIHBIM PE3YJbTAT KOHBEPTUPYETCSA B TPAAUIIMOHHYIO
IIKAJly OLEHOK M B IIKaJly OLEHOK EBpONENCKONM CHUCTEMBl INepeHoca U
HakorieHus: kpeautoB (European Credit Transfer System; manmee — ECTS) B

COOTBETCTBUU C TaOIUILIEH:

100-b6annvHas wxana Tpaouyuonnas wxana Ulxana ECTS
95— 100 OT1au4HO A
83 -94 B
68 — 82 Xopo1io SAATEHO C
56 — 67 YAOBJICTBOPUTEIIHLHO D
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50-55 E
20-49 FX
0_19 HEYJ0BJIETBOPUTEIIBHO HE 3a4TECHO =

5.2.KpuTepun BbICTABJICHUS OLEHKH 10 JUCHUIJINHE

Bannwl/
Llxana ECTS

Ouyenka
no OUCYuUnIuHe

Kpumepuu oyenxu pezyriomamos o0yuenus
no OuUCYunIuHe

100-83/
AB

«OTIUYHOY /
«3a4TEHO
(oTmugHO)» /
«3a4TEHOY

BeicraBnsiercs oOywaromiemycs, €ciad OH INIyOOKO U
IIPOYHO  YCBOWJI TCOPETUYECKHMM U  IPAKTUYECKUI
MaTepHuall, MOXKEeT IPOJAEMOHCTPUPOBATh 3TO HA 3AHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OOyuaromuiics UCYEPIBIBAIOIIE M JIOTHYECKH CTPOMHO
u3jaraeT yuyeOHbIl MaTepuai, yMEeT yBA3bIBaTh TEOPUIO C
MIPAKTUKOH, CIPAaBIseTCA C pelleHueM 3ajad npodeccu-
OHAJILHOM HAIpPaBJI€HHOCTU BBICOKOTO YPOBHS CIIOKHOCTH,
IIPABUIBHO OOOCHOBBIBAET MIPUHSATHIC PEIICHUS.

CBoOOfHO oOpueHTHpyeTcs B Yy4eOHOM U mpodeccu-
OHaJIbHOM JMTEpaType.

OneHka Mo IUCHMILJIMHE BBICTaBIAIOTCA OOydaroleMycs
C Y4Y4€TOM pE3yJbTATOB TEKyIIEW M IPOMEKYTOYHOU
aTTECTallUN.

Komniereniuu, 3akperui€éHHble 3a JUCLHUIUIMHON, copMu-
pOBaHbl Ha YPOBHE — «BBICOKHIN.

82-68/

«XOpOomIoy /
«3a4TCHO
(xoporo)y /
«3a4TEHO»

BricTaBisiercsa oOydaromieMycsi, €Ciii OH 3HAaeT TEOpETU-
YECKUI U NMPAKTUYECKUM MaTepuas, rpaMOTHO U IO Cylie-
CTBY M3JIaraeT €ro Ha 3aHATUSAX U B XOJI€ MPOMEXKYTOUHOU
aTTecTalluu, HE JOIYCKasl CYIECTBEHHBIX HETOUHOCTEM.
OOyyaromuiics NPaBWIBHO TPUMEHSET TEOPETHUYECKHE
MOJIOKEHHUST ~ NIPM  PEUIEHMM  NPAKTUYECKUX  3a]ad
npodeccnoHalbHOM  HamNpaBIEHHOCTU Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIeeT HEOOXOIMMBIMU JJISl TOTO HaBBIKAMU
U IpUEMaAMH.

JIOCTaTOuHO XOPOILO OpPUEHTHUPYETCs B y4eOHOM W Ipo-
(heccuoHaIbHOM JIUTEpaATypE.

OneHka Mo MUCHMILIMHE BBICTaBIAIOTCA OOydarolieMycs
C Y4Y€TOM pE3yJbTATOB TEKyIIEW M IPOMEKYTOUHOU
aTTEeCTallUN.

Komnereniuu, 3akperui€éHHble 3a JUCIUILUIMHON, copMu-
pOBaHbI Ha YPOBHE — KXOPOLIHI».

67-50/
D,E

«YIOBJIETBOPH-
TETBHOY /
«3aUTEHO

(ynosnerBopu-
TEJIBHO)» /
«3a4TEHO»

BricTaBnsierca oOyuatomiemycsi, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHUECKUII M TNPAaKTUUYECKUH MaTepual,
JIOTIYCKaeT OTJENIbHbIE OLIMOKH MpU €ro M3JI0XKEHUH Ha
3aHATHUSAX U B XOJI€ IPOMEXYTOUHOM aTTecTaluu.
OOyyaromuiicss UCHBITHIBAET ONpPENEIEHHbBIE 3aTPyAHEHUS
B NPUMEHEHUH TEOPETHUYECKUX MOJIOKEHUN MPH peIIeHUH
MPaKTUYECKHUX 3a/1a4 MPOo(heCcCHOHATLHON HApPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CJIOXHOCTH, BJIajeeT HeoOXoIu-
MBIMH JIJIS1 3TOTO 0a30BBIMH HABBIKAMHU M IPHEMaMHU.
JIeMOHCTpHUpYET JOCTAaTOYHBIM YpPOBEHb 3HAHUS Yy4eOHOH
JIUTEPATyphl 110 AUCLUIIIHHE.
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bannw/ Oyenka Kpumepuu oyenxu pe3ynomamog 06yyeHus
Hlxana ECTS no OuCyuniume no OuCyunIuHe
OneHka MO JUCHUIUIMHE BBICTABIAIOTCS OO0YydYaromeMycs
C y4€TOM pe3yJIbTaTOB TEKyIIedW U MPOMEKYTOYHOM
aTTeCTallUu.
Komnerenmum, 3akperui€éHHbIe 32 TUCIUILTMHON, chopMu-
POBaHBI HA YPOBHE — «IOCTATOYHBIN».
49-0/ «HeynoBIeTBOpUTE | BricTaBisiercss oOydaromeMmycsi, €cid OH HE 3HaeT Ha
F.FX JLHOY / 0a30BOM YPOBHE TEOPETHUCCKUI U MPAKTUUCCKUN MaTEpH-
HE 3aUTEHO aJI, JIOMycKaeT TpyOble OMMOKH TpPU €ro M3JIOKEHUU Ha

3aHATHAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyuaronuiicss MCHBITBIBAET CEPbE3HBIE 3aTPyIHEHHS B
IIPUMEHEHUH TEOPETHUYECKUX IOJIOKCHUH IIPU PELICHUU
MPAKTUYECKHX 3a71ad TPOoPEeCCHOHATHLHON HAPABICHHOCTH
CTaHJApTHOI'O  YPOBHA  CIOXHOCTH, HE  BIAJCET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpUpyeT  (pparMeHTapHble  3HAaHUSA  y4eOHOH
JUTEPATYPBI 110 AUCLUILIMHE.

OneHka Mo IUCHMILIMHE BBICTaBIAIOTCA OOydaroLIeMycs
C Y4Y4€TOM pE3yJbTATOB TEKyIIEW M IMPOMEKYTOYHOU
aTTECTaLlUN.

KomMmnereHun Ha ypoBHE «JIOCTATOYHBIN», 3aKPEIUIEHHBIE
3a AMCLUUILUIMHON, HE COPMHUPOBAHBI.

Texywuii konmpoaw

Kputepum oLIeCHKHM OTBETOB HA BOOPOCHI TECTOB:

- [IpaBunbHbI oTBEeT HAa 1 Bompoc Tecta — 0,5 6an

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

KDI/ITeDHI/I OLNCHKH Ka49CCTBA BBIMTOJHCHUSA aHAJIMTHYICCKOI'O

3aganus (KOHTPOJLHOM pabOThI):

- [TonHbIid 0TBET HA BoTpoC — 6 OayToB

- Hemomnnwiii oTBeT Ha Bompoc — 5-3 Gamia

- [ToBepxHOCTHBIN OTBET Ha Borpoc — 2-1 Gaina

- HemocraTounstit nist aTrectanuu oTBeT (OTCYTCTBHE 0TBETa) — (0 OaiioB

Hrorosas koHTpoarHas pabora (40 Oami.) mpoBomutcs B (hopMe TecT-

KOHTPOJISI, COJIeprKaIero 0a30Bbie BOMPOCHl Y4COHOM TUCITUTIIMHBI.

[Ipu npoBenennu cobecenoBaHrs CTYyACHT JIOJDKEH OTBETUTH Ha 3 Bompoca

(I1Ba BOIIpOCAa TEOPETHUYECKOI'O XapakTepa M OJUH BOMNPOC IPAKTHYECKOTO

Xapakrtepa).
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[Ipy oueHWBaHMM OTBETa HA BOMNPOC TEOPETHYECKOTO XapakTepa
YUUTBIBACTCSL:

— TEOPETUYECKOE COAEp)KaHME HE OCBOCHO, 3HAHUE

MaTepuaga HOCHT (parMEHTapHbI XapakTep, HajJuuue TIpyObIxX

omubok B oTBeTe (1-3 Gamna);

- TCOPCTUICCKOC COJACPIKAHHUC OCBOCHO YaCTHU4HO,

JOTYIIIEHO HE 0oJiee ABYX-TpeX HeI04eTOB (4-7 6aoB);

- TEOPETHUYECKOE COJICpKAaHUE OCBOCHO IMOYTH MOJHOCTHIO,
JOMYIIEHO He 0oJiee OJHOTO-ABYX HEI0YETOB, HO OOyYarolIUiCs

CMOT OBl UX UCIIPABUTH CAaMOCTOATENBHO (8-11 6amioB);

- TCOPECTUICCKOC COACPIKAHUC OCBOCHO ITOJIHOCTBIO, OTBECT

MOCTPOEH 1O cobcTBeHHOMY IaHy (12-15 GamioB).

[Ipy oleHMBaHUM OTBETa HAa BONPOC MPAKTHUECKOTO  XapakTepa

YYATHIBACTCS:
- OTBET coaepKuT Menee 20% mnpaBuibHOTO perienus (1-2
Oanna);
— otBeT coiepxkut 21-89% mnpaBunbHOrOo pemenus (3-8
0anoB);
— oTBeT conepkuT 90% u 6osee mpaBUIBLHOTO perieHus (9-
10 6amoB).

5.3. Oyenounvie cpedcmea (Mmamepuanvl) 0t MeKyujeco KOHmMpOois
VCNnesaemocmu, NPOMeNCYMOUHOU ammecmayuu 00Yy4auuUxcs
no OUCYUNIUHE
IIpuMepHasi TeMaTHKA KOHTPOJBLHBIX padoT

KonTpoabHnas padora 1 (ITK-1)

1. 3akoHomaTenbHbIE aKThl B chepe nHPOpMAIMKM U TOKYMEHTAIIUH.

2. Vka3el u pacnopsokenus llpesunenta P®, mnocraHoBieHUs u
pacnopspkenus 1IpaBurenscrBa PO.
3. [IpaBoBbIE AaKTBI HOPMATUBHOIO W HWHCTPYKTHUBHOIO XapakTepa,

MCTOJAUYCCKHUEC OOKYMCHTBI 110 JCJIOIIPOU3BOACTBY yqpex(zleHHﬁ,
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OpTraHU3aALUN, TPEAPUATHH.
['OCT na poxymentanuio. Y CJl, OOmiepoccuiickie KiacCupuKaToOpbI
TEXHUKO-IKOHOMHYECKOU U COIMATbHON H(DOpMAIUH U JIp.
MexnyHapoIHbI CTaHJapT o YIIPABIICHUIO JIEIIOBOU
JOKyMeHTanuen. HanuoHanmbHBIN CTaHIAPT IO YIPABJICHUIO JIEJIOBOM
JIOKYMEHTAIMEN

KontpoabHnas padora 2 ([1K-1)

[Toxacucrema opraHu3alMOHHO-TIPABOBOM JTOKYMEHTAIIUH
[Toacucrema pacnopsauTeIbHON JOKYMEHTAIIUU

[Toncucrema nHGOPMAITMOHHO-CITPABOYHOM JOKYMEHTAIIUH.

JlenmoBasi mepenucka, COMPOBOXKIAIOMIAS MPOILIECC IPEACTABICHUS
WHTEPECOB U MOCPETHUYECTRO.

R A\
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IIpuMepHbIii cOCTaB BONPOCOB TecTal

1. PeriaMmeHTanusi BONPOCOB PadoThl ¢ JOKYMEHTaAMH B 3JIeKTPOHHOI# (opMme
npexycmatpuBaetcs ([1K-1)

1. ®epepanbubiM  3akoHOM «O6 wuHoOpManmu, HHYOPMAIMOHHBIX
TEXHOJOTHIX U O 3aIUTe HHPOPMAIHID)

2.TOCT P 6.30-2003.
3. ®enepanbHbIM 3aKOHOM «O0 311eKTPOHHOM IU(PPOBOM TOIMUCHY.

2. JIOKyMeHTBI, KOTOpbI€ CJY:KAT NEePBUYHBIMH YYE€THBIMH JOKYMEHTaMU
NPUHHMAIOTCSHA, €CJIH OHHM COCTaBJIeHbI B cooTBeTcTBHM C: (ITK-1)

1. VuauduuupoBaHHbiMH (QopMaMu, colepKallUMHCS B  albOoMax
YHUGDUIUPOBAHHBIX (HOPM.

2. Tonoxennem «O mopsiike oOpamieHHsl CO CIyKeOHON WH(pOpMaIreH
OTPaHUYEHHOTO pacIpocTpaHeHuss B (eAepaibHBIX OpraHaX HCIOIHUTEIbHON
BJIACTH

3. 3akonoM PO ot 21.07.1993 No 5485-1 «O rocyaapcTBEHHOM TaitHEY.

4. MeTonnYecKUMHU JOKYMEHTaMH TO JCIOMPOU3BOACTBY  YUPEXKICHUH,
OpraHU3alUN, PEATPUATHN.

3. Kakoii wu3 HHKeNmepeuynCJIeHHBIX [JOKYMEHTOB SIBJIsieTCs HamoJiee
KAaTeropu4Hod GopMoi pacnopsiiuTebHOI0 BO3JACHCTBUA B YNPaBJEHUM U
00513bIBa€T TMOAYMHEHHBIX TOYHO MWCHOJHATH TPHHSATHIE pelleHusT B
ycraHoBJieHHbIe cpoku: ([TK-1)

1. Ilpukas.

2. Pacniopsixenue.

3. Ykazanue.

4. UHCTpYyKUUU.

4. Pacnopsukenust u3nawres ot umenn: (I1K-1)
1. PyxoBoauTenei opraHu3aluu.
2. 3amecTuTeNnel pyKOBOAUTENSI OPTaHU3AIIHH.
3. PykoBoauTeneii oTaenos.

5. Opranu3zanuonHasi cTpykrypa opranm3amuu ([1K-1)
1. BBOIUTCS B ICHCTBHE 00S3aTSIIHHBIM IMPUKA30M PYKOBOIHUTEIIS.
2. He TpeOyeT u3aHus MpUKa3a pyKOBOAUTEIS
4. BBOJUTCS B ICHCTBUE €€ MPEACTABICHUEM B IpauIeckoM BUJIC.

1 YacTUYHO MCIIOJIb30BaHbI BapUaHTBI TECTOB!

TectoBbie 3agaHus mo TeMe «JokyMeHTanmmonHoe obecmedueHnne ynpaBiaeHus»// «Cekperapb-
pedepent» Ne§ 2007 / KonrpoabHas pabora// Pexxum nocryna: http://www.profiz.ru/sr/8 2007/test/; Tects mst
OIIEHKH CTEINICHH YCBOCHMS AUCHUIUINHB « JJOKyMeHTanmoHHOE o0ecrnmedyeHne yupaBiaeHusA»//
CormanbHas ceTh paOOTHUKOB

o6pasoBanus NS // Pesxum pocryma: http://nsportal.ru/npo-spo/ekonomika-i-
upravlenie/library/2013/12/06/testy-dlya-otsenki-stepeni-usvoeniya-distsipliny



http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/rubric/24/
http://www.profiz.ru/sr/8_2007/test/
http://nsportal.ru/
http://nsportal.ru/
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6. Joxyment —3T0: ([1K-1)

1. 3adpukcrpoBaHHas Ha MaTEPHAIBHOM HOCHTENIEC HHGOPMAITUS C
PEKBU3UTAMU, TTO3BOJISIONIUMHA €€ UACHTU(DUITUPOBATH.

2. Hocurens nHbOpMAaLINK, UCTIOIH3YEMOU B IENISIX PETYIUPOBAHUS
COLMAJIBHBIX OTHOILICHUH.

3. Uudopmanus, 3apukcupoBaHHas JOOBIM CIIOCOOOM Ha JTI0OOM HOCHUTETIE.

7. Ha kxakoM 3K3eMILIsIpe eJI0BOr0 MUChMa, MOAT0TOBJIEHHOM JIUISI OTIPABKH
ajipecary 1o noure, npocrapsiorcs Bu3bi? (I1K-1)

1. Ha noayiMHHKKE, OTIIPABIIsIEMOM ajIpecary.

2. Ha konuu, MoMeIaeMoi B JICJI0 OpraHu3aIuu.

8. UTo 1oy1:KkeH caeJaTh pa0OTHUK OPraHu3aluu, BUBHPYIOIIHI TOKYMEHT,
€CJIM OH He corJiaceH ¢ ero coaep:xkannem? (I1K-1)

1. OTka3aTbecs OT BUSMPOBAHUS JOKYMEHTA.

2. 3aBU3HMpPOBATh JOKYMEHT, BEIPA3UB CBOE MHEHHUE.

9. K xaKkoMy JOKYMEHTY OTHOCHTCSI CJIeYIOIIAs XaPAKTEePUCTHKA «SIBJISIETCS
OCHOBHBIM HOPMATHBHO-METOJAMYECKHM JOKYMEHTOM, ONpPEAeJSIOIHM ¢
YCTAHABJHMBAOIIMM  €IHHBIH  TMOPSAAOK  cocTaBjieHHsl, ogopMIeHHUSs
JIOKYMEHTOB H PadoThl ¢ HUMHU B opranuzanumn»? ([1K-1)

1 MHCTpYKIHS 10 JCIONPOU3BOACTBY

2 HomeHnknaTypa aen

3 PernamenT paboThl

10. Ha3oBuTe BHIbI MHUCbMEHHBIX JTOKYMEHTOB, KOTOpPbIe BXOAAAT B COCTaB
YHUPUIIAPOBAHHOM CHCTEMBI OpraHu3anMOHHO-PACTIOPSAIUTEIHLHOM
noxkymentamuu? (ITK-1)

1. OpraHu3anuoOHHBIC, PACIOPSIUTEIbHBIC, HHPOPMAIMOHHO-CIIPABOYHBIC
JOKYMEHTBI M IOKYMEHTBI IT0 TPYIOBBIM OTHOIICHHSIM

2. Opranu3aIiiOHHbIC M PaCIOPSAUTEIbHBIC JOKYMEHTBI

3. Opranu3anuoHHbBIE, PACTIOPAIUTEIbHBIC U HHHOPMAITMOHHO-CIIPABOYHBIC
JTIOKYMEHTBI

11. Kaxkoit 'OCT pernameHTHpyeT npaBWjia pa3MmenieHuss U oQopMJieHUst
PEKBU3HTOB OPraHU3aIMOHHO-PACTOPSIANTEIbHBIX ToKkyMeHTOB? ([TK-1)

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3TOCT P 6.30-97

4 EI'C 10Y

6. Her npaBunbsHOrO oTBETa

Bonpocsl k 3k3aMeny



18

Ponb nndopmanuu B ynpasiaeaun. (ITK-1)

HupopmannonHas uHppactpykrypa opranu3zamuu. (ITK-1)

Hupopmannonnsie pecypebl oprannzanuid. (ITK-1)

[lenn co3maHus W COXpAaHEHHUs NOKYMEHTOB, MX POJb B YINPaBICHUECKOM

nesitenbaocTH. (ITK-1)

Buner mokymenTtos. (ITK-1)

Conepxxanue, CTPYKTypa, KOHTEKCT JOKyMEeHTOB U MeTananHble. (ITK-1)

7. IlpaBoBasi OCHOBa JIOKyMEHTAlIUOHHOTO  OOECNEYEeHUs  yMpaBICHHUS.
denepanbHbIC 3aKOHBI. HOpMaTHBHO-TIPABOBBIE  aKThl  BEAOMCTBEHHBIX
OpraHoB UCHOJTHHUTENbHOM BiacTH P®. (ITK-1)

8. OcHOBHBIC HOPMATHBHBIC MPABOBBIE M METOAUYECKHUE JTOKYMEHTHI 10

JOKYMEHTAI[MOHHOMY O0€eCITeYeHHIO yipaBiieHus opranu3arueii. (ITK-1)

9. Cucremubiii moaxon B ynpasineHun. (ITK-1)

10.Cucrema ympasnenus opranuzanueit. (ITK-1)

11.Cucrema ynpaieHus fokyMeHTaMu opranusaru([1K-1)

12.Cuctemsr nokymenraiuu. (ITK-1)

13.Mcropudeckoe pa3suthe cuctem nokymenraiuu. (ITK-1)

14 . TlonsiTve «yHU(PHUIUPOBAHHBIC CHCTEMBI AoKyMeHTarum». (ITK-1)

15.1TonsiTe «(YyHKIMOHATIBHBIE CUCTEMBl JOKyMEHTauuuw» B Poccuiickoi
®deneparunm. (ITK-1)

16.Cucrema OpTraHU3aIMOHHO-PACTIOPSAAUTEIHEHOMI JTIOKyMEHTAITIH B
ynpasienuu. ([1K-1)

17.TToacuctema opraHM3allMOHHO-TIPaBoOBOM JokyMmeHTaruu. (ITK-1)

18. Ioacucrema pacrnopsautenbHol qokymenTaruu. (ITK-1)

19.TToacucrema nudopmanuonHo-crpaBouHoi. (ITK-1)

20.IToacucrema nHGOPMAIIMOHHO-aHATUTHYECKON TOKYMEHTAIUH.

21.]lenoBasi  mepemnucka, COMPOBOXKIAIONIAsh  TPOIECC  TPENICTaBIICHUE
uHTEepecoB U nocpeanndectso. ([MK-1)

22.CucTtema JOKyMEHTAIUH 110 TPYA0BbIM oTHOIIeHUs M. ([TK-1)

23.JlokyMeHTaIlMOHHOE 00€CTeueHne CHUCTEMBI TPYJOBBIX OTHOIIEHUN B
ynpasienunu. (ITK-1) (TTK-1)

24. Cucrema (UHAHCOBOM TOKyMEHTAIIUU B YIIPABICHUH.

25.00mas  XapakTepuCTHKa JOKyMEHTOB 1O  (PHHAHCOBO-PACUETHBIM
onepanusm. (ITK-1)

26.Knaccugukaius yuetHeix g1okymenToB. (ITK-1)

27.Cnoco0sl ucnpapiieHus OMKOOK B PMHAHCOBO-PACYETHON JTOKYMEHTAIUH.

28.0dopmiienne oTKpbITHs cueToB opranmu3amuid. (ITK-1)

29.0cHOBHBIE BUJIBI JJOKYMEHTOB 10 (PMHAHCOBO-PACUYETHBIM OTIEPALTUSIM.

30.ITepenwucka mo punancoBbiM Bonpocam. (ITK-1)

31.Cucrtema JOKyMEHTAIUH 110 cHaO)eHuo u cobITy. (ITK-1)

32.JlokymMeHTaImOHHOE o0ecrieueHne yrpaBieHIeCKuX QYHKIMM CHAOXKESHHS 1
conrta. (ITK-1)

33.Cuctema gokymenrtaiuu mo Mmapketunry. (ITK-1)

=l N

o o
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34. lokyMeHTalmonHoe ooecrneueHue Gpynkuun Mmapketunra. (I1TK-1)

35.1lepenucka 00  oOpraHuM3alnuy, IUITAHUPOBAaHUU U OCYIIECTBICHHUH
UHPOPMAIMOHHOH NesiTensHocTH, MapkeTuHre. (ITK-1)

36. Ananmutrueckue 0630psl. (ITK-1)

37.Nupopmanmonnsie 0030psl. (ITK-1)

38.I1epermncka co CMU. (I1K-1)

39.KpuTndeckre OT3bIBBI, OINPOBEPKEHUS HEIOCTOBEPHBIX CBEJICHUH O
nesitenbHocTH opranu3aiuu. (ITK-1)

40.I1porpaMMbl MapKeTHHIOBBIX HccaenoBanuii. (ITK-1)

41.JIOKyMEHThl JBW)KCHHS II€H Ha pBIHKE, 00 ONEpaTUBHOM aHAJM3e
norpedHocTH B nmpoaykiuu U T.1. (ITK-1)

42.Cuctema nokymenraiuu mno pekiame. (ITK-1)

1. PexnaMHOE MUCHMO.

2. Undopmarmonnsie n3nanus. (ITK-1)

3. Crarbu, TEKCTHI TeJIEpaguoIepead, TIaHbl, MPOCIEKTHI, CIICHAPHHA U T.II.

JlokyMeHTHI (3asBKH, nepenucka u 1.11.). (ITK-1)

JIOrOBOPBI 0 pa3MEIICHUH U BhIITycke pekiaMbl U T.11. ([TK-1)

JlenoBasi TiepenmuUCKa, COMPOBOXKIAIONIAS OPraHU3AlMI0 W Y4YacTHE B

BhICTaBKax u sipmapkax. (I1K-1)

o b
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6. YueOHO-MeTOAMYECKOEe U MH(POPMAIIHOHHOE o0ecnevyeHne TUCITUTINHBI
CnuCOK HCTOYHUKOB U JIUTEPATYPbI
HcTounuku

OCHOBHBIE

Konctutynus Poccuiickoit @eneparnuu. — MockBa: UTHOPA-M, 2019. — 52
c.-Tekcr : anexkTpoHHbIi. - URL:
https://new.znanium.com/catalog/product/1003253

['paxnanckuii kogekc Poccuiickont @enepanuu: Yacru 1, 11, I1I. - Mocksa:
NH®PA-M, 2007. - 496 c.-Tekct:anekTponnsiii.-URL:
https://new.znanium.com/catalog/product/122306

TpynoBoii konekc Poccutickoit deneparuu ot 30.12.2001 N 197-d3 - URL.:
http://www.consultant.ru/document/cons_doc LAW_34683/

3akoH P® «O s3bikax HapoaoB Poccutickoit @eneparuu» (B pell. OT
11.12.2002) - URL.: http://www.consultant.ru/document/cons_doc LAW 15524/

3akoH PO o1 21.07.1993 Ne 5485-1 «O rocynapctBenHo# TaitHe». (C
U3MEHEHUSIMU U JIOTIOJIHEHUSIMU OT: 6 okTs10pst 1997 1., 30 utons, 11 nos6ps 2003
r., 29 utons, 22 asrycra 2004 r., 1 nexa6ps 2007 r., 18 urong 2009 r., 15 HOs10ps
2010 1., 18, 19 utons, 8 Hos1O6pst 2011 r., 21 gexadps 2013 r.). - URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

®enepanbHblid 3aK0H «O KOMMepueckol TaiHe» oT 29.07.2004 N 98-D3
(m3menenus @3 ot 12.03.2014 r. Ne35-P3 «O BHECEHUH U3MEHEHUM B YaCTH
MIEPBYI0, BTOPYIO U 4eTBepTyto [ paxnanckoro kogaekca Pocculickon denepanuu u
OTZIeJIbHBIC 3aKOHOaTeIbHbIE akThl Poccuiickoit denepanun») roga - URL:
http://www.consultant.ru/document/cons_doc LAW_48699/

PenepabHbI KOHCTUTYUMOHHBIN 3aK0H 0T 25.12.2000 Ne 2-®K3 «O
['ocynapctBenHom rep6e Poccuiickoit @eneparun» (¢ uzm. 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 a51eKkTpoHHOM TUGPOBOI
noanuck» - URL: http://www.consultant.ru/document/cons_doc LAW_34838/

denepanbhbiii 3aK0H OT 27.12.2002 Ne 184-D3 «O TexHUUECKOM
perynupoBanum» - URL:
http://www.consultant.ru/document/cons_doc LAW 40241/

®enepanbHblii 3aK0H 0T 27.07.2004Ne79-03 «O rocyaapCTBEHHOU
rpaxkaaHckon ciy»xkoe Poccuiickoit @enepauum» (B pea. Ot 12.04.2007 Ned8-D3)
- URL http://www.consultant.ru/document/cons_doc_LAW 48601/

denepanbHbIi 3akoH 0T 22.10.2004 Nel125-D3 «O0 apxuBHOM Jieje B
Poccuiickoit @eneparnun» - URL:
http://www.consultant.ru/document/cons_doc LAW_1406/

®enepanbHbiil 3ak0H PO ot 01.06.2005 Ne53-D3 «O rocynapcTBEHHOM
s3bike Poccuiickoit deaepannm» - URL
http://www.consultant.ru/document/cons_doc LAW 53749/

®denepanbHbiii 3ak0H 0T 27.07.2006 Ne 149-D3 “O6 nrpopmanuu,
WH(OPMAITMOHHBIX TEXHOJIOTHSX | 0 3amuTe nHhopmarmm» - URL:
http://www.consultant.ru/document/cons_doc LAW 61798/



https://new.znanium.com/catalog/product/1003253
https://new.znanium.com/catalog/product/122306
http://www.consultant.ru/document/cons_doc_LAW_34683/
http://www.consultant.ru/document/cons_doc_LAW_15524/
http://www.consultant.ru/document/cons_doc_LAW_2481/
http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_34838/
http://www.consultant.ru/document/cons_doc_LAW_40241/
http://www.consultant.ru/document/cons_doc_LAW_48601/
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_61798/
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[Tpuka3 MunkynbTypbl Poccun ot 25.08.2010 N 558 (¢ u3m. ot 04.02.2015)
"OO0 yTtBepxkeHuu "llepedHs TUIOBBIX yIPaBICHYECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yromuxcs B Ipolecce AesTeIbHOCTH TOCYJapCTBEHHBIX OPTraHOB, OPTAaHOB
MECTHOTO CaMOYTPABJICHUS U OpraHU3alliii, C yKa3aHHEeM CPOKOB XpaHeHUs"
(3apeructpuposano B Munrocte Poccun 08.09.2010 N 18380) - URL.:
http://www.consultant.ru/document/cons_doc LAW 104953/

[Toctanosnenue [IpaBurensctea PO ot 16.04.2003 N 225 (pen. ot
25.03.2013) "O TpynoBbix KHIKKax" (BMecTe ¢ "[IpaBuiamMu BeIeHUS U XpaHCHUS
TPYJIOBBIX KHI)KEK, U3TOTOBJICHUS OJIAHKOB TPYAOBOM KHIDKKU M 00€CTieYeHUs
uMmu pabotonarenei')- URL:
http://www.consultant.ru/document/cons_doc LAW 41888/

[TocranoBnenue I[IpaButensctBa Poccuiickoit @enepanuu ot 15.06. 2009 r. N
477 «O06 yrBepxxnenun [IpaBuin genonpousBoacTBa B GeepalbHbIX OpraHax
UCIIOJTHUTENbHOM BracTu» - URL:
http://www.consultant.ru/document/cons_doc LAW_88695/

I'OCT P 7.0.97-2016 «Cuctema ctannapToB o UH(pOpMauu,
OMOJIMOTEUHOMY U U3JIaTeNIbCKOMY Jeiy. OpraHu3aliMoOHHO-paCTIOPAIUTEIbHAS
nokymeHTanus. TpeboBanus K ohopmiieHHIo 10KyMeHToB» - URL:
http://www.consultant.ru/document/cons_doc LAW 216461/

I'OCT P UCO 15489-1-2007. Cuctema cTaHAapTOB IO HHPOPMALIUH,
OMOIMOTEUHOMY U U3JIATENbCKOMY Jeiy. YnpaBiieHue JokymeHTamu. Ooiue
tpeboBanus. M.: Ctangaptundopm, 2007. - URL:
http://www.consultant.ru/document/cons_doc LAW 135548/

I'OCT P 7.08-2013. CUBU /. /Iemonpon3BOACTBO U apXHUBHOE JEJI0.
Tepmunsbl u onpenenenus.// DIEKTPOHHBINA (OH IPABOBOW U HOPMATHBHO-
TeXHUYECKOM nokyMenTanuu. - URL:
http://www.consultant.ru/document/cons_doc LAW 163800/

Hopmbl BpeMeHn Ha paboOThl MO JOKYMEHTAIlMOHHOMY OOECIEUYEHUIO
YIPaBIEHYECKUX CTPYKTYpP (henepalbHbIX OPTaHOB MCIOJHUTEILHOM BiacTu. M.,
Muntpyna Poccun, 2002. - URL
http://www.consultant.ru/document/cons_doc LAW 91156/99aaedf5ba3e383e969
el17fdd9cbbch9386b3c9b/

[TonoxxeHne O MOpSAJIKE U CPOKaX XpaHEHUS JOKYMEHTOB aKIIMOHEPHBIX
oOmiecTB (yTB. mocTaHoBieHueM dDenepasbHOW KOMHUCCHUU TIO PBIHKY IIE€HHBIX
Oymar oT 16.07.2003) : - URL:
http://www.consultant.ru/document/cons_doc_LAW 44000/

Oo6mepoccuiickuii  kiaccupukaTop ympaBieHueckoi mpokymenrtamuu: OK
011-93  (OKVY]). M.: Toccrammaptr Poccum, 1994. - URL:
http://www.consultant.ru/document/cons_doc LAW_43631/



http://www.consultant.ru/document/cons_doc_LAW_104953/
http://www.consultant.ru/document/cons_doc_LAW_41888/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_91156/99aaedf5ba3e383e969e17fdd9cbbcb9386b3c9b/
http://www.consultant.ru/document/cons_doc_LAW_91156/99aaedf5ba3e383e969e17fdd9cbbcb9386b3c9b/
http://www.consultant.ru/document/cons_doc_LAW_44000/
http://www.consultant.ru/document/cons_doc_LAW_43631/
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JlOnOJTHUTENbHBIE
denepanbHbIi 3aK0H OT 26.12.1995 N 208-D3 (pexa. ot 04.11.2019) "O6

aKkIMoOHepHBIX obmecTBax" - URL:
http://www.consultant.ru/document/cons doc LAW 8743/

®denepanbHbIil 3aKk0H «O0 00IIECTBAaX C OrPaHUYEHHON OTBETCTBEHHOCTHIOY
Nel4-®d3 or 8.02. 1998 roma (pen. or 29.07.2017 N 233-®3) URL:
http://www.consultant.ru/document/cons_doc LAW 17819/

DenepanbHblil 3aK0H «O HEKOMMeEpUeCcKuX opranuzanusax» ot 12.01.1996 Ne
7-®d3 (c uzmenenussimu Ha 19 nexadps 2016 roga) (pemakuus, AercTByromas ¢ 1
WTOJIS 2017 rojia) roaa -URL:
http://www.consultant.ru/document/cons_doc LAW 8824/

®enepanbubii 3akoH oT 08.08.2001 r. Ne 129-®3 «O rocynapCcTBEHHOM
perucTpanvu IOpUIUYECKUX JIMI U UHIAUBUIYATbHBIX npe):[nanHMaTeneﬁ» (pen.
oT 23.12.2003) URL:
http://www.consultant.ru/document/cons_doc LAW 32881/

[Toctanosnenue [IpaBurensctBa PO ot 19.06.2002 Ne 439 «O06
yTBEPKI€HUH (POpM U TpeOOoBaHUM K 0(hOPMIICHHIO TOKYMEHTOB, UCIIOJIb3yEMBbIX
MIPU TOCYJAPCTBEHHOM PETUCTPALIUU IOPUANUYECKUX JIHUII, a TAKKE PU3MUECKUX JIHI]
B Kau€CTBE MHIMBHUAYaJIbHBIX IpeanpuuuMarenein» (B ped. ot 16.10.2003) - URL:
http://www.consultant.ru/document/cons_doc LAW 37299/

[Tpuka3z Muntpyna Poccun ot 15.05.2013 N 205 "O BHeceHHM U3MEHEHUN B
KBanudpukanoHHbIi CIPaBOYHUK JTOJKHOCTEN PYKOBOJIUTENEH, CIICIIUATUCTOB U
JIPYTUX CIY’KAIIUX, YTBEPAKACHHBIN OCTaHOBJIEHHEM MUHUCTEPCTBA TpyAa U
coranbHoro pazsutusa Poccuiickoit ®enepaunn ot 21 aBrycra 1998 r. N 37" -
URL.: http://www.consultant.ru/document/cons_doc LAW_ 146815/

Oo6mepoccuiickuii knaccudukarop napopmanuu o Hacereann OK 018-95.
M.: Muntpyna Poccuu, 1996 - URL:
http://www.consultant.ru/document/cons_doc LAW 181559/

Jluteparypa
OcHosHas numepamypa
Y4eOHuku 1 yueOHbIe TOCOOUS

bacakos, M. U. [{enonpou3BoacTBo [[{okymeHTarimoHHOE 0OecTieueHIe

ynpasienus |: Yueonuk / bacakoB M.U., 3ameitikoBa O.U., - 14-e u3z., nepepad. -
PoctoB-na-/lony :®@enukc, 2014. - 376 c.ISBN 978-5-222-23063-3. - Tekcr :
aektporHbIi. - URL: https://new.znanium.com/catalog/product/908867

Kprokosa, H. I1. JlokyMeHTHpOBaHUE YIIPABICHYECKOU AEATEIBHOCTH:
Yuebnoe nocodue / Kprokosa H.II. - Mocka :MH®PA-M Mznatensckuit owm,
2014. - 268 c. (Boicuiee oopazoBanne)[SBN 978-5-16-003134-7. - TekcrT :
anekTpoHHbIA. - URL: https://new.znanium.com/catalog/product/432033

Hayunas


http://www.consultant.ru/document/cons_doc_LAW_8743/
http://www.consultant.ru/document/cons_doc_LAW_221219/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100060
http://www.consultant.ru/document/cons_doc_LAW_17819/
http://www.consultant.ru/document/cons_doc_LAW_8824/
http://www.consultant.ru/document/cons_doc_LAW_32881/
http://www.consultant.ru/document/cons_doc_LAW_37299/
http://www.consultant.ru/document/cons_doc_LAW_146815/
http://www.consultant.ru/document/cons_doc_LAW_181559/
https://new.znanium.com/catalog/product/908867
https://new.znanium.com/catalog/product/432033
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Ucaes, I'. H. TeopeTuko-METOA0IOTUYECKHE OCHOBBI KAUECTBA
uHbOopMaIMoHHbBIX cucTeM : MmoHorpadus / I'.H. McaeB. — Mocksa : UHOPA-M,
2018. — 293 c. — (Hayunas MbICIIB). —
www.dx.doi.org/10.12737/monography_59a413ec0b8a59.07746295. - ISBN 978-
5-16-105883-1. - Tekcr : anekrponnsIit. - URL:
https://new.znanium.com/catalog/product/912793

[Ileronesa, C. B. TeopeTuueckue mpoOiaemMbl 3aKOHOIATEIHOTO
peryJmpoBaHus B cpepe UCI0JIb30BaHMS JICKTPOHHBIX MOANUCEH : MOHOrpadus /
C. B. llleronena. - Boponex : Hayunas xuura, 2015. - 124 ¢. ISBN 978-5-4446-
0732-9. - Tekcr : anexkTponnbii. - URL:
https://new.znanium.com/catalog/product/923111

JlononnumenvHnas

brikora, T. A. JlenonpousBoactro: Yueonuk / T.A. beikoBa, JI.M. Bsiiiosa,
JI.B. Cankuna; [Tog pea. T.B. Ky3nenoBoil. - 3 uza., nepepad. u gorm.- Mocksa
:HULl UHOPA-M, 2013. - 364 c. + ( Jomn. mat. znanium.com). - (BO: bakanagp.).
ISBN 978-5-16-004923-6. - Tekcr : anexktponHsIif. - URL:
https://new.znanium.com/catalog/product/395908

Kupcanoa, M. B. Kypc nenonpons3BoacTBa: TOKYMEHTAITUOHHOE

obOecnieueHue ynpanieHus : yaeoHoe nocodue / M.B. Kupcanoa, FO.M. AkceHOB.
6-e u3z., ucnop. u gon. — Mocksa : UHOPA-M, 2020. — 257 ¢. + Jlom.
MaTepuaibl [ JIeKTpoHHbIN pecypc]. — (Boiciiee oOpazoBanue: bakanaBpuar). -
ISBN 978-5-16-104755-2. - TekcT : anexkTpoHHbId. - URL:
https://new.znanium.com/catalog/product/1088888

Kysnenos, U. H. [lenonpou3BoacTBo [DaeKTpOoHHBIN pecypc] : YueOHo-
cinpaBouyHoe nocodue / M. H. Ky3nenos. - 6-e uzn., nepepad. u jnorm. - Mocksa :
Nznatenbcko-Toproas kopmopamus «Jlamkos u K°», 2013. - 520 c. - ISBN 978-5-
394-01981-4. - Tekcr : anektponnsIil. - URL:
https://new.znanium.com/catalog/product/414939

Kynses, H.H. WudopmanmonHble TEXHOJIOTUM B JAOKYMEHTALIHOHHOM

oOecrieyeHuu yIrpaBieHusl U apXUBHOM Jjene : yueOHuk juist By3oB / H.H. KyHses,
T.B. Kongpamona, E.B. Tepentbena, A.I'. ®abpuuHoB ; moj oOuml. pen.j.ro.H.,
npod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c. - (HoBas crynenueckas
oubnuoteka) - ISBN 978-5-98704-786-6. - Tekct : anektponnsii. - URL:
https://new.znanium.com/catalog/product/1015021

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TETEKOMMYHUKAIMOHHOMI

cetu «MHTEpHET»

WWW.PtPU.ru — calT MexayHapoaHoro xypHana «[IpobaeMbl TEOpUU U MPAKTHKU YIIPABICHUS,
BKJ'HO'—IaIOHlI/II\/'I MHOI'O UHTCPECHBIX CTaTef/'I, KacCaromuxcCs pa3JIndHbIX BOITPOCOB YITPABJICHHA.
http://www.cfin.ru/management/people/motivation/ - caiiT  3IeKTPOHHOH  OHUOJHOTEKH
KOpIIOpaTUBHOI'O MCHC’KMCHTA, O6T>CIII/IH$IIOI_I_II/II71 KakK pOCCHﬁCKHC, TaxK U BapyGC)KHBIC PECYpPChI
oo

6OJ'ILI_HOMy KpyTy BOIIPOCOB YIPABJICHUA B COBPEMCHHBIX KOMITAHUAX.



https://new.znanium.com/catalog/product/912793
https://new.znanium.com/catalog/product/923111
https://new.znanium.com/catalog/product/395908
https://new.znanium.com/catalog/product/1088888
https://new.znanium.com/catalog/product/414939
https://new.znanium.com/catalog/product/1015021
http://www.ptpu.ru/
http://www.cfin.ru/management/people/motivation/
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http://ecsocman.hse.ru/ - Ha caiiTe mpeacTaBieH 00pa30BaTEIbHBINA IMMOpPTAl MO SKOHOMHKE,

COLIMOJIOTMM U MEHEKMEHTY. PocCUIICKUI MPOEKT 10 OOBbEIMHEHUIO KaK POCCHICKUX, TaK U
3apyOex)HBIX pecypcoB Mo BceM cepam ympapienus. Ha manHoMm moprane umerorcst 6onee 6
TBIC. CCBIJIOK HAa POCCUICKHE U 3apyOeKHbIE PECYPCHI

6.3. lIpodeccuonanbubie 6a3bl JAHHBIX U HHGOPMAIMOHHO-CIIPABOYHbIE CHCTEMBbI

Joctyn k mpodeccuoHaabHbIM Oa3aM gaHHbBIX: https://liber.rsuh.ru/ru/bases

WHdopMaLroHHbIE CLIPABOYHBIE CUCTEMBI:
1. Koncynbsrant [lmtoc
2. Tapanr

7. MarepuajJibHO-TEXHMYECKOe O0ecreyeHne M CUMILTHHbI
Jns  olecrnieueHuss  TUCHUIUIMHBI  HUCHOJB3yeTCS ~ MaTepuaibHO-TeXHHuYeckas  0asa
00pa30BaTeNbHOTO YUPEKACHUS: KOMIIbIOTEPHBIE KIIacChl M Hay4yHast Oubnuorteka PITY.
CocraB nporpaMMHOTro 00eCredeHHs:

Nenn Haunmenosanue 110 IIpousBoaurtens Cmoco6
/m pacrpocTpaHeHHS
(ruyenzuonnoe unu
68000010
pacnpocmparsiemoe)
1 Windows 10 Pro Microsoft JINIEH3UOHHOE
2 Microsoft Office 2016 Microsoft JINIEH3VUOHHOE
3 Kaspersky Jlabopatopus JIMIIEH3UOHHOEC

Kacnepckoro

8. OGecneueHue 00pa3oBaTEILHOTO MPOIECCA ISl JIUI C OTPAHUYEHHBIMU
BO3MOKHOCTSIMM 3/I0POBbsI 1 HHBAJIUI0B

B xone peanuzanuu AMCHUTUIMHBI UCTIOJIB3YHOTCS CIEIYIONIUE JTOTOTHUTEIBHBIC METOIbI
00yueHHsI, TeKYIIIETO KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTallii 00yUYaroIUXCsl B
3aBHCUMOCTH OT MX MHMBHYaTbHBIX OCOOCHHOCTEH:

® U1 CJICIIBIX U CJ'Ia6OBI/I}1$IHII/IX: JICKOUN Oq)OpMJ'IHIOTCH B BUJIC DJICKTPOHHOI'O JOKYMCHTA,
JIOCTYITHOTO C ITOMOIIBIO KOMITBIOTEPA CO CIEIHATU3UPOBAHHBIM IIPOTPAMMHBIM 00ECTICUCHHEM:;
IMUCbMCHHBIC 3a/IaHUs BBITIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIICHUAIIM3UPOBAHHBIM ITPOTrpaMMHBIM
o0ecrieueHreM Uin MOTYT OBITH 3aMEHEHEI YCTHBIM OTBETOM; oOecrieunBaeTcs HHAWBHUAYAJIbHOC
paBHOMepHOE ocBerlieHrne He MeHee 300 JIoKC; Ui BBIOJHEHUS 3aaHus P HEOOXOAMMOCTH
NPEOCTABIISACTCS YBEIMYMBAOIIEE YCTPOMCTBO; BO3MOYKHO TaK)Ke MCIIOJIb30BaHHE COOCTBEHHBIX
YBEIUYHUBAIONINX YCTPOMCTB; MUCbMEHHbBIE 3aJaHusi O(GOPMIISIOTCS YBEIHYECHHBIM MIPUDTOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (hOpMe WIIM BBINOJHSIOTCS B MHCBMEHHOW (opMme Ha
KOMITBIOTEPE.

¢ A TIIYXHUX U CJ'Ia6OCJ'H)IIHaH_[I/IXZ JICKOUN O(bOpMJ'IfIIOTCH B BHUAC DJIJICKTPOHHOTI'O
JOKYMEHTa, JH0O0 TPEIOCTAaBIsSCTCS 3BYKOYCHJIMBAIOIIAS —armapaTypa HHIABHAYaIbHOTO
IMMOJIb30BaHM, IMHUCBMCHHBLIC 3aJaHHWs BBINOJHAOTCA Ha KOMIIBIOTEPEC B NHUCHbMEHHOU (bopMe;
9K3aMEH U 3a4€T MPOBOASTCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BOZMOXKHO MPOBEACHUE B
dbopMe TecTUpOBaHHS.
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* JUIsl JILl C HApYLIEHUSIMU OMOPHO-IABUTATEIBHOIO ammapara: JIEKIMH O(QOpMIISIOTCS B
BUJE  OJIEKTPOHHOTO  JOKYMEHTa, JOCTYHOITO €  TIOMOINBIO  KOMIBIOTEpa  CO
CHENHUATU3UPOBAHHBIM MTPOrPAMMHBIM OO€CIIeYeHNEM; TUCbMEHHBIC 3aJaHUsl BBIMOJIHIIOTCS Ha
KOMITBIOTEPE CO CHEIHAIM3UPOBAHHBIM TPOTPaMMHBIM OOECIeueHHEeM; 5K3aMeH M 3a4éT
IPOBOJIATCS B yCTHOM (hOpME MITH BHITIOIHSIOTCS B TUCBMEHHON (pOpME Ha KOMITBIOTEPE.

[Tpu HEe0OXOIMMOCTH TpeyCMaTPUBAETCS YBEIUYCHHE BPEMEHH JIJIs IIOJTOTOBKU OTBETA.

[Ipouenypa  mpoBedeHHs  HPOMEXKYTOYHOM  arrecTaluu A OOydYaroIIuXcs
YCTaHABIMBAETCS € Y4YETOM UX UHAMBUAYAIbHBIX IMCUXO(PHU3UYECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTecTalus MOXKET MIPOBOAUTHCS B HECKOJIBKO STAIOB.

[Ipu mpoBeneHUH MPOLEAYpPHl OLEHUBAHUSA PE3yJbTATOB OOYyYEHHUS MpPeayCMaTpUBACTCS
UCTIOJIb30BAaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HHIUBUAYAIbHBIMU
0COOEHHOCTSIMH O0YyYaroIuXcsa. DTU CPEICTBA MOTYT OBITh HMPEJOCTAaBICHBl YHHBEPCHUTETOM,
WA MOTYT HCIIOJIb30BaThC COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[IpoBenenne mpoleaypbl OILICHMBAHHS  PE3yJbTaTOB OOYYEHHs JOMYCKAaeTcsl C
MCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

ObecnieunBaercs 10cTyn K MHGOOPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocss B ¢opMax, aJanTUPOBAHHBIX K OTPAaHUYEHHUSAM HX
3JI0POBBSI ¥ BOCTIPUATHS HHPOPMALIUH:

* JUIA CIETBIX M CIa0OBHAIIMX: B MEYaTHOH (opme yBenmuueHHBIM mpudrom, B hopme
AIIEKTPOHHOTO IOKyMEHTa, B (hopMme ayanodaiina.

* JUIS TIIYXUX ¥ cIa0O0CTBIIIANINX: B IeYaTHOH opme, B hopMe 3JeKTPOHHOTO TOKYMEHTA.

e IUIsl OOYyYaroIMXCs C HApYyIICHUSMHU OIOPHO-ABUTATENIbHOIO amnmapara: B I€4aTHOU
dbopme, B popme 3IEKTPOHHOTO TOKYMEHTA, B hopme aynuodaiina.

Y4eOHble ayIUTOPUHN AJIsE BCEX BHUJIOB KOHTAKTHOW M CAMOCTOATEIbHOW padOThI, HAyYHAS
6u0nMoTEeKa M MHbIE MOMEIIEHUs /ISl 0Oy4eHUs OCHAIIEHBI CIEIHaIbHBIM 000pYAOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEJCTBAMU OOYUYCHHUS:

* JUIS CIIENIBIX U CIAOOBUASAIINX: YCTPOMCTBOM JUII CKaHHUPOBAHMS M UYTCHHUS C KaMepoi
SARA CE; nucnneem bpaiinsg PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

* JUISl TIYXUX U CIA0OCHBIIIAIUX: aBTOMAaTU3UPOBAHHBIM pabOuYMM MECTOM JAJIsl JIOJEH C
HapyIIEHHEM CITyXa M CITa0O0CIBIIIANINX; aKYCTHIECKUH YCHIIUTENh M KOJIOHKH;

* Ul 00YyYaroIuXcsl ¢ HapyIEHUsIMA OMOPHO-JBUTaTeIbHOTO anmnapara: nepeJBUKHbIMH,
peryaupyeMbIMu  3proHomuueckuMu  napramu  CH-1; KOMIBIOTEpHOM  TEXHMKOH €O
CHeLMaIbHBIM ITPOrPaMMHBIM 00eCIIeUeHHEM.

9. MeToanueckue MaTepuabl

9.1. [li1aHbI CEeMUHAPCKUX 3aHATHI
Tema 1. Joxymentuposannas nadopManus u e posib B YIIPABIEHUU OpPraHu3aluei

(2 yaca)
Bonpocuwl ons 06cyscoenus:

1. Oxapakrtepusyiite MOHSITHE OpraHU3alMOHHO-T0KYMEHTAIIMOHHOTO
oOecrieyeHus: opraHu3alue.
2. llosicHuTe, KakoBa poJib UHPOPMALIMU B YIIPABICHHUH.
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3. Packpoiite mnonsatne «uHGOpMALMOHHAS HHPPACTPYKTYpa KOPHOPALIUK.

HazoBute n3BectHrie Bam nHopMannoHHbie pecypchl KOPIOpaIui.

OxapakTepu3yiTe NOHATUE «JTOKYMEHT.

KakoBbl 1emm co3maHusi W COXPAHEHUS JOKYMEHTOB, HMX POJIb B

YIIPaBJICHYECKON AEATECIBHOCTH.

Ha3zoBute n3BectHbie Bam BubI JOKYMEHTOB.

7. Uem xapakTepu3ylOTCS COJEp>KaHHUE, CTPYKTypa, KOHTEKCT TOKYMEHTOB U
MeTaJlaHHEIE?

ok

o

Mamepuanvno-mexuuueckoe obecneyerue 3aHAMUSL.
1 PC npenonasarers.
WHTepakThBHAs 10CKA.
MapxkepHas gocka.
[IpoekTop.

DVD (MynbTHUCKpPUHHBINM BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 2. HOpMaTI/IBHO-HpaBOBaﬂ N MCTOOHUYCCKAsA OCHOBBI JOKYMCHTAIIMOHHOT'O

oOecrieueHust ypaBJICHUS

(2 yaca)

Bonpocuw ons 06cyscoenus:

1. TlosicHuTe, KakoBa IpaBOBas OCHOBAa JIOKYMEHTallMOHHOTO
oOecrieyeHus: ynpaBJIeHHs] OpraHU3aUen.

2. IlpuBenute mpumepsl QenepanbHbIX 3aKOHOB, PETYIUPYIOLIIX
yIIpaBJIEHUE TOKYMEHTaMU B KOPIIOPALIAH.

3. IlpuBenure  mpumepsr  yka3oB  IIpesunenta PO wu
nocrtaHoBiieHnii  [IpaBurensctBa PO,  perymupyrommx
yIIpaBJICHHUE TOKYMEHTaMU B KOPIIOPALIUH.

4. TlpuBenure nOpUMEpPHI HOPMAaTUBHO-TIPABOBBIX  AKTOB
BEJIOMCTBEHHBIX OpPraHOB MCIIOJIHUTEIBHOM Biactu PO,
pPEryJIMpyIOIUX yIPaBiIeHUE JOKYMEHTAMHU B KOPIIOPALUH.

2. IlpuBenutre mnpuMepbI OCHOBHBIX HOPMAaTHBHO- TIPaBOBBIX W
METOJMYECKUX JTOKYMEHTOB IO JOKYMEHTAI[MOHHOMY OOeCTeueHHUIO
YIIPaBJICHUs KOPIIOpALUE.

OxapakTepu3yiTe U3BECTHBIE TOCYJAPCTBEHHBIE CTAHIAPTHI,

PETyIUPYIOLINX YIIPABJIEHUE TOKYMEHTaMU B Opranusauuu.Ficrounnku
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Mamepuaﬂbﬁo-mexHuquKoe obecnevenue 3aHAMUSL.

1 PC npenonaBarensi.

WHTepakTUBHAsA JOCKA.

MapxkepHas gocka.

[TpoexTop.

DVD (MynbTUCKPUHHBIN BUAEOKOMIIBIOTEPHBINA KIIACC).

Tema 3. Cuctema ynpaBieHus! JOKyMEHTaMH OpraHU3alliu

(2 gaca)

Bonpocwi ons ob6cyarcoenus.

1. Kakue cuctembl ToKyMeHTanuu Bam n3BecTHBI?

2. Kaxk nmpoucxoamiio HICTOPUIECKOE pa3BUTHE CUCTEM JOKYMCHTAIIHH ?
3. Packpoiite monsTHEe «YHUPHUIMPOBAHHBIE CUCTEMBI IOKYMEHTAITAN.
4, Packpoiite noHsITHE «(PyHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTAIIUI.

Mamepuaﬂbﬁo-mexnuqecme obecneyenue 3aHamMuUsL.

1 PC npenonaBareus.

NuTepakTuBHas q0CKa.

Mapkepnas gocka.

[Ipoekrop.

DVD (MyJIbTUCKPUHHBIA BUACOKOMITBIOTEPHBIN KJ1acce).

Tema 4. OyHKIIMOHAIbHBIE CUCTEMBI AOKyMeHTaluu (CucreMa opraHu3aliOHHO-
pacnopsiIUTENTbHON TOKYMEHTALIUN )

oW

(4 yaca)

Bonpocwt ona 0b6cyscoenus:

Oxapakrepusyire CUCTEMY OPTraHU3alUOHHO-PACTIOPSAAUTEIILHON
JIOKYMEHTALUU.

Uto Takoe mojcucTeEMa OPraHU3alMOHHO-TIPABOBOM TOKYMEHTALIUH?

UTto cocTaBisieT MOACUCTEMY PACIOPSIAUTENBHON JOKYMEHTAIINH ?
KakoBbl cocTaBisifonye MOACUCTEMBl HWH(POPMAIMOHHO-CIPABOYHOM
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JIOKYMEHTAIUU?

MamepuanvHo-mexunuueckoe obecneyeHue 3aHAMUI:
1 PC npenonaBarensi.
WHTepakTuBHAsA JOCKA.
Mapkepnas gocka.

[TpoexTop.

DVD (MynbTUCKPUHHBIN BUAEOKOMIIBIOTEPHBIN KIIACC).

Tema 5. CDYHKIII/IOHEUIBHBIG CUCTCMBbI JOKYMCHTAIINH (CI/ICTeMa AJOKYMCHTAIINH I10

TPYJIOBBIM OTHOIICHUSIM )
(4 gaca)

Bonpocuwi 0ns 06cyscoenus:
1. OxapakTepu3yiiTe =~ CUCTEMBbl  JOKYMEHTAIlMK TIO0  TPYJAOBBIM
OTHOIICHUSIM

2. Uto Takoe nepBUYHBIC JOKYMEHTHI TPYI0yCTpOiicTBa?
3. OxapakTepuszyiTe TOHSTHS «TPYAOBOW JOTOBOP», JHYHOE JEJI0

COTPYJHUKA, TPYJ0Basi KHUXKKA,
4. KakoBa TEXHOJOTUSI JOKYMEHTAIIMOHHOTO oOecredeHuss paboThl ¢

MUCHMEHHBIM 00paIeHUsIMHU TPaXkKIaH?

MamepuanvHo-mexuuueckoe obecneyerue 3aHAmus.
1 PC npenonaBareus.
HNuTepakTuBHaAsA H0CKAa.
MapkepHas gocka.
IIpoekrop.

DVD (MynbTUCKPUHHBIN BUIEOKOMITBIOTEPHBIN KI1ACC).
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Tema 6 @yHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTAIIUN
(Cucrema (prHAHCOBOMW JOKYMEHTAIIHH )

(4 gaca)
Bonpocwi 0nsa 06¢cyarcoenus:

1. KakoBbI OCHOBHBIE XapaKTEPUCTUKU JIOKyMEHTOB 1O  (DMHAHCOBO-

pPacCUYEeTHBIM OTICPALTHSIM.

2.HazoBuTte knaccupuKaImio y9eTHBIX TOKYMEHTOB.

3.KakoBbl crocoObl WCHpaBieHHs OMMUOOK B (UHAHCOBO-PACUETHOM

JTOKyMEHTAaIu?

Kaxosa niporierypa oopMIIeHHS OTKPBITHSI CUETOB OpTaHU3AIIHA.

2. HazoBuTe OCHOBHBIE BHJABI JOKYMEHTOB TIO (DHMHAHCOBO-PAaCUYECTHBIM
OTIepAITHSIM.

=

MamepuanvHo-mexuuueckoe obecnevenue 3aHamust’
1 PC npenonaBarensi.
NuTepakTuBHas q0CKa.
Mapkepnas gocka.
IIpoekrop.

DVD (MynbTHCKPUHHBINA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 7 OyHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTALIUH
(Cucrema nOKyMEHTaIMK MO0 CHAOKEHUIO U COBITY)
(4 gaca)

Bonpocwi 0ns 06¢cyarcoenus:

OxapakTepu3yiTe CUCTEMY JOKYMEHTAIMH 110 CHA0XKEHHIO U COBITY .
UYto Takoe 10roBOpHI?

[IpuMeHeEHNE JOBEPEHHOCTH.

YTo Takoe HaKIJIaJHbIE, HAPSABI?

[IpuMeHeHne KOMMEpPUYECKUX aKTOB.

[Topsinok odopmiieHHs PETEH3UOHHBIX MMHCEM.

[Topsinok ohopmIiIeHHSI HCKOBBIX 3asIBJICHUI.

No kWM

MamepuanvHo-mexnuueckoe obecneueHue 3aHAMUSL.
1 PC npenonaBarers.

NuTepakTuBHasA n0CKa.
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MapxkepHas qocka.
[TpoexTop.

DVD (MynbTHCKPUHHBIA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 8 OyHKIIMOHAIBHBIE CUCTEMBI JoKyMeHTaluu (Cucrema JIOKyMEHTAIlUH 110

MapKETHHTY ¥ PeKJIame)
(2 gaca)

Bonpocwi ons 06¢cyarcoenus:

1. HazoBHUTE OCOOCHHOCTH CUCTEMBI JOKYMEHTAITUU TI0 MAPKETHHTY .
2. TlosicHUTE KaKOBBI OCOOCHHOCTH CUCTEMBI IOKYMEHTAITUH 10 peKIIaMe.

MamepuanvHo-mexnuueckoe obecneyeHue 3aHAMUsL.
1 PC npenonaBarerns.
NuTepakTuBHAas q0CKa.
MapkepHas gocka.
[IpoekTop.

DVD (MynbTHCKpUHHBIN BHIEOKOMITBIOTEPHBIN KIIACC).
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9.2. MeroaguuyecKkne peKOMEHIAUM 10 MOAT0TOBKE NMUChbMEHHBIX padoT

B paMKax M3YUYCHHA JUCHUILIMHBI IMPCAYCMATPUBAIOTCA CIICAYIOINMHUC BUAbI

MUCBMEHHBIX padoT:
— Jokaaabl (He UMEIOT 0COOBIX TpeOOBaHUM, OT 3 10 5 CTpaHUII);

— acce (paboThl, OTpa)karolllie WHAMBUIYAIbHYIO MO3UIIUIO aBTOpa IO

o0cyXIaeMol Ha ceMruHape mpodieme, oT 2 10 3 CTpaHuIl);

— Tpe3eHTaIMs  ToaroTaBimBacTcs B (opmare  PowerPoint wu

3alIUIIACTCS Ha IMMOCJICAHEM CCMUHAPCKOM 3aHATHH,

— KOHTpoJibHast pabota. Ilpu oOIEeHWBAaHUK KOHTPOJILHOW padoThl (12
OaJIJIOB) YUUTHIBACTCS:

- TMOJHOTA BBIMOJHEHHOW paloThl (3alaHUE BBIMOJIHEHO HE MOJHOCTHIO
W/WJIM JOMYIIEHBI JBE W OoJyiee OmMOKUA Wik Tpu U Oojee HerouHoctu) — 0,5
Oaia;

- 000CHOBaHHOCThH COJICP)KaHUS U BBIBOJOB pabOThI (33aHKHE BBITOJHEHO
MMOJTHOCTHIO, HO OOOCHOBaHHWE COJIEPKaHHWS M BBIBOJIOB HEJOCTATOYHBI, HO
paccy’KJieHus BEpHbI) — 6 Oas,

- paboTa BBITIOJHEHA TOJIHOCTHIO, B PACCYKIEHUSX M OOOCHOBAHWM HET
po0eJIoB UM OITMOOK, BO3MOKHA OJTHa HETOYHOCTH -12 6asios.

Memoouueckue ykazanusi no no02omoske u 0QpOopMIACHUIO
00KIA006

O0BeM JokIana: 3-5 MaIIMHOIMCHBIX CTPAHHUII.

TpeOoBaHUs K HAMMCAHUIO JOKJIAia: HAIIMCAHUE Pa3BEPHYTOrO
KOMMEHTApHs 10 COOTBETCTBYIOIIEMY BOIPOCY € CAMOCTOSITEIbHBIMHA BBIBOIAMH.

Jlokiafapl SBJISIOTCS OJHOM M3 TMPOMEKYTOYHBIX (OopM  aTTecTanuu
CTYJCHTOB, KOTOPBIC BBIMOJIHIIOTCS B TCUCHUE CEMECTPa B YCTAHOBJICHHBIC CPOKH.

Tematuka JOKIaI0B MPEAyCMaTPUBACT MIPOBEPKY YPOBHS 3HAHHMM CTYJEHTA
10 HEKOTOPBHIM BOMPOCAM TCOPETHUECKOIO JIEKIIMOHHOTO Kypca, a TakKkKe
CaMOCTOSITEJIbHOTO HW3YYCHHS HMH HCTOYHHUKOB M CICIHAIBHOW JIMTEpPaTyphI.
Jlokj1abl BBITOIHSIOTCS MTUCAMEHHO U 03BYUYHMBAIOTCS YCTHO, IIOCIIC YEro CHAFTCS
Ha IIPOBEPKY IIPEI01aBaTelio Kadeaphl.

CopaepikaHre JOKJIaga BKJIOYACT: OOOCHOBAaHHE aKTYaJbHOCTH JaHHOTO
BOIIPOCA; KPaTKWH aHajIn3 WCTOYHUKOB W JIUTEPATYPHI; TCOPETHUCCKYIO H/WITA
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MPAKTUYECKYI0 3HAYUMOCTh JAHHOI'O BOIPOCA; OCHOBHOE COAEPKAHUE BOIPOCA;

MEPCIIEKTUBBI Pa3BUTHUS (B 3aBUCUIMOCTH OT TE€MBbI); BBIBOJIbI U PEKOMEHIAIINH.
CnucoK UCMOIB30BaHHOM JIUTEPATYPHI JOKEH COCTABIIATHCS C YUETOM

COOTBETCTBYIOIICH, N3y4aeMOi B JTaHHOW y4eOHOMN TUCIIUIUINHE.

Memoouueckue ykazanus no no02omoegke u 0QhopMaeHU0
KOHMPObHBIX pabom

Meroauyeckue pEeKOMEHJAlMK MPEIHA3HAYEHbl Uil  CTYJICHTOB
JTHEBHOM, BedepHeld U 3a04yHOUM (opMm oOydeHus (axkynbTeTa yHpaBICHUS
N2VYull PITY. Ilpu pa3paboTke peKOMEHAALMA YUYUTHIBAIUCH TPeOOBaHUS
®enepanbHoro ['ocynapctBeHHOro o6OpaszoBatenbHoro cranaapra BIIO mo
COOTBETCTBYIOIIEMY HAIPABIICHUIO MOJTOTOBKH U JEHCTBYIOIIUX HOPMATHUBHBIX
JIOKYMEHTOB.

KonTponpHble paboOThl SBISIOTCS OJHONM W3 MPOMEKYTOUHBIX (HopM
aTTeCTallMd CTYIAEHTOB, KOTOpPBIC BBINIOJHAKOTCS B TEUCHUE CEMECTpa B
YCTaHOBJICHHBIE CPOKH.

TeMatnka KOHTPOJBHBIX Pa0bOT MpeayCMATPUBAET MPOBEPKY YPOBHS 3HAHUI
CTYJIEHTA 10 HEKOTOPBIM BOIPOCAM TEOPETHUECKOTO JIEKIMOHHOTO Kypca, a TaAKXKe
CaMOCTOSITEJIbHOTO M3YYECHUSI MMM HMCTOYHUKOB W CIICIIUAIBHOW JIUTEPATYPHI.
KoHTponbHble paOOThl BBIMOJHAIOTCA TMUCBMEHHO U CHAIOTCS Ha MPOBEPKY
npenojiaBarento Kaheapol.

KontponbHbie pabOThl MOTYT TPOBOAUTHCS Ha JIEKIIMOHHBIX WU
CEMMHApPCKUX 3aHATUIX B ayJUTOPHBIX KJIaccax IMPU YCIOBUM MPEABAPUTEIBLHOU
MOATOTOBKHU CTYJICHTOB.

KontponbHass paGoTta HampaBieHa Ha HHAUBUAyaIU3alUI0 OOy4YEHUS W
MOBBIIICHUE POJIM CAMOCTOATENBLHON paboThl, TOITOMY MPEAYCMOTPEH MIUPOKUIN
CIIEKTp KOHTPOJBHBIX BOIPOCOB, MO3BOJISIONIMKI CTYyACHTY BBIOpaTh HaumbOoJiee
UHTEpECHYI0 s Hero TeMmy. C TeMaTUKOM KOHTPOJIBHBIX pPadOT CTYACHTHI
no3HakoMsITcsa B Y MK nucHuIIMHEL

Conepxanue KOHTPOJIbHOM pabOThl BKIIIOYAET: 00OCHOBAHUE aKTyaJIbHOCTH
JTAHHOTO BOIPOCA; KPATKWM aHAJIU3 MCTOYHUKOB U JIUTEPATYPhI; TEOPETUUECKYIO
W/WIU TPAKTHYECKYI0 3HAYMMOCTh JAHHOTO BOIIPOCA; OCHOBHOE COJIEpKaHUE
BOIPOCA; TMEPCHEKTUBBI Pa3BUTUS (B 3aBUCUMOCTH OT TEMbI KOHTPOJILHOMN
paboThI); BBIBOJBI U PEKOMEHIAINH.

OO6mmit 00beM TekcToBoro matepuaina 7-10 crpanui. CTpyKTypa TEKCTOBOM
YaCTU KOHTPOJIbHON pabOThI MOKET UMETh: BEJCHUE, OCHOBHYIO 4acTh, BBHIBOJIBI,
CIIUCOK MCTOYHUKOB M JIUTEpaTypbl. Paz0oneHune Tekcta Ha pasiesbl U MOApa3aeiibl
MOXXET OBITh CHENaHO 110 JKEJIAHWI0 AaBTOpa, OJHAKO HEOONbIION 00BeM
KOHTPOJILHOM paOOThI JIEIaeT 3TO HE BCET/IA 11eJIeCO00Pa3HBIM.

OueHka KOHTPOJBHBIX pPabOT OCYIIECTBISIETCS B COOTBETCTBUHU C
YTBEPKJICHHON Ha Kadeape peHTUHIOBOM CUCTEMOM OIIEHKU 3HAHUM CTYAEHTOB I10
KaKI0W JUCIIUILINHE.
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Ipunoowcenue 1 Annomayus
pabouetl npoepammvl OUCYUNTUHDBL

AHHOTAIIMSI PABOYEM ITPOT'PAMMBI JUCIHUILIVHBI

Llenb  Oucyunaumsl —  TOATOTOBUTH  BBIMYCKHUKA,  OO0JaJarolIEero
TEOPETUUYECKUMH M TMPAKTUYECKUMU 3HAHUAMH M YMEHHUSIMH, CIOCOOHOTO
IPUMEHATH KOMIIETEHIINH B c(pepe yIpaBieHus JOKYMEHTAIlUEH B OpraHu3allyH.

3adaqu oucyuniuHsl.
- 03HAaKOMUTH C MOHITHEM «JIOKyMEHTHpOBaHHas MH(QOpMAIHD U €€ POJIbIO
B YNPaBJICHUH OpraHU3alueil;

- c(hopMHUpOBaTh HABBIKM aHAJIN3a HOPMATUBHO-IIPABOBBIX U METOAMUYECKHUX
OCHOB JIOKYMEHTAIIMOHHOTO 00€CIIeYeHMs! YIIPABIICHUS;

- O3HAaKOMHUTb C OCHOBHBIMHM DJIEMEHTAMH CHUCTEMBl  yIpaBICHUS
JIOKYMEHTaMU;

- 00y4dTb METOAAM  HCIIOJIb30BAHMS  YHU(QUUUPOBAHHBIX  CUCTEM
JOKYMEHTAIIH;

- chopMupoBaTh HABBIKH JOKYMEHTAIMOHHOTO obecrieueHus
(yHKIHOHAIBHBIX c(ep ynpaBICHUS.

B pe3ynbTaTe 0cBOEHUS TUCHUILUIMHBI 00yYarOITUNCS TOTKEH:

3HaThb:

- MIOHSITHE «JIOKYMEHTUPOBaHHAasi HHGOpMAaIKs, TOHUMATh €€ POJIb B
YIIPaBJIEHUH KOPIOPALUEH;

- OCHOBBI 3aKOHOJATEIHCTBA B YaCTH JIOKYMEHTAIIHOHHOTO 00ECIICUeHHUSI,
HOPMAaTHUBHO-TIPABOBYI0 M METOJWYECKYIO OCHOBBI JIOKYMEHTAIIMOHHOTO
obecricueHUs yIpaBieHUs OpraHu3aIueii, CTaHapThl MO YIIPaBISHUIO JCIOBOM
JIOKYMEHTAILUEH;

- IOHSTUE «CUCTEMA YIPABJICHUS JOKYMECHTAMM;

- YHUPUIIMPOBAHHbBIC U (DYHKIIMOHAJIbHBIE CUCTEMBI IOKYMEHTAIUH.

Ymern:

- BBIOMpaTh 3PEKTUBHBIE HHCTPYMEHTHI YIPABJICHUS TOKYMEHTAMU;
- HCTI0JIb30BaTh YHU(UIIMPOBAHHBIE CUCTEMBI JJOKYMEHTAIINH;

- popMupoBaTh GYHKUIHOHATBHBIE CUCTEMBI JOKYMEHTALIUH.

Baaners:

- cmoco0aMud  TMPUMEHEHUS  OCHOBHBIX  WHCTPYMEHTOB  YIIpaBJICHUS
JIOKYMEHTAMU;

- IHCTPYMEHTaMH UCIOJIb30BaHUST YHU(PUITUPOBAHHBIX CHCTEM JIOKYMEHTAIINU;

- MeTogamMu (OpPMHUPOBaHUS (PYHKITMOHATBHBIX CHCTEM JIOKYMEHTAIIUH.



