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1 Iessn, nuianHnpyeMble pe3yabTaThl 00y4eHHUs 10 JUCHHUIIIMHE (MOIYJII0)

Ilenbto OCBOEHMSI AUCHMIUIUHBL «/{OKyMEHTHpOBaHHME YINPaBICHUECKOW EATEIbHOCTH
aBnsieTca BolnoigHeHue Tpebosanuit GI'OC BO k npodeccroHalbHONW MOATOTOBKE OakalaBpoOB,
oOydaromuxcs 1mo HarpasieHHo ToaroToBku 38.03.02 « MeHemKMEHT».

3aa4v OCBOCHMSI TUCLUIUIMHBL:

- IOKa3aTh POJIb JOKYMEHTA U JOKYMEHTHPOBAHHOW MH(POPMALIUU B MPAKTHKE YIPABICHHUS;

- U3YYMTb dTalbl Pa3BUTHUS JOKYMEHTa KaK HOCUTENSI UH(pOpMaLuH;

- U3Y4UTh 3aKOHOJATEIIbHBIC u HOPMaTHUBHO-METOINYECKUE
periaMeHTHpyoume padboTy ¢ JOKYMEHTaMU OpraHU3aluu;

- 03HAaKOMUTH C MPaBUIIAMH COCTABIICHUS U O(DOPMIIEHUS YIIPaBICHYECKUX IOKYyMEHTOB;

- U3Y4UTh NMOPAJOK pabOThI C IUYHBIMH U CITY’KEOHBIMH JJOKYMEHTAMU;

- IPUBUTH HABBIKU COCTABIICHUS U O(POPMIICHHUS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS;

- U3yYUTH PAOOTY CITYKOBI TOKYMEHTAITMOHHOTO O0ECTIeYEHUs yIIPABIICHHUS;

- O3HAKOMHUTH C COBPEMEHHBIMH TEXHOJOTHSIMH OpTraHM3alUU JIOKYMEHTO0OOpoTa
MPEANPUATHI U OPTaHU3ALUN.

JAOKYMCHTLI,

[TnanupyemMbIMu pe3ynbTaTaMyd OOy4YeHUs MO AMCLUUIUIMHE (MOMYIIO), SBISIOTCS 3HAHMS,
yMEHHUs, HaBbIKH. llepedeHb MIaHUPYEMBIX PE3YJAbTaTOB OOyUYCHHS IO JUCLHIUIMHE (MOIYIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3ylbTaTaMHd OCBOEHHS 00pa30BaTeNbHOM MpOTrpamMMBbl,
npecTaBieH B Tabnuie 1.

Tabmuna 1 — Komnerenmuu, popMupyeMbie B pe3yIbTaTe U3YYSHUS AUCIUILTUHBI (MOJTYJIs)

Kon n PesynbTaThl 00yueHUs IO JUCIUILIMHE
Hassanue OITOIT Kon u popmynmpoBka (bopmymposka
HWHIUKaTOpa Kon
BO, COKpaIlIeHHOC KOMIICTCHIIMU
AOCTHIKCHHUA pesyns DopMyIHPOBKA PE3yIbTaTa
KOMITCTEHIINT
TaTa
38.03.04 OIIK-7 : Criocoben OIIK-7.3k : P/1 3HaHUE | OCHOB JOKYMEHTAJIbHOTI(
«["ocymapcTBeHHOE | OCYIIECTBIATH Cocrapmnser odopMIICHHS pemIeHNH E
1 MyHUIMTIIATBHOE | BHYTPHOPTaHU3AIMOHHBIEC | CITy>KeOHBIC YIpaBICHUH
YIpaBICHUE) U MEXXBEJOMCTBECHHEIE 3aIHCKU U OTIepaIiMOHHON
B-IY) KOMMYHHKAlINH, nH(pOpPMaLHOHHbIE (IpOM3BOACTBEHHOH)
obecrieunBaTh IHUCbMa B paMKax JIESITeIbHOCTU
B3aUMO/ICIICTBHE OPTraHOB | MEXBEJIOMCTBEHHbIE OpraHu3aLui;TpedoBaHE
BJIACTH C pakAaHaMH, KOMMYHUKaIUU K CTaHAapTH3aLUH U
KOMMEPYECKUMHA YHH(DHUKAITIT
OpTaHM3aIIsIMH, JIOKyMEHTOB,
HHCTUTYTaMH JICUCTBYIOIIIX
Ipa’kAaHCKOTO OOIIEeCTRa, YHH(HUIUPOBAHHBIX
CPeACTBAMHU MacCOBOH CHCTEM YIIPaBIEHUECKOH
uHpopManuH JIOKYMEHTAIHU
P12 | Ymenue | cocTaBiasiTh U 0HOpMIAT
JIENOBYIO JOKYMEHTALIUHK
B COOTBETCTBUU C
HOPMaTHBHO-
METOIMYECKUMH aKTaMU
aJanTHPOBATh
CYIIECTBYIOIIHE IPaBHIL:
U TeXHOJIOTHH
COCTaBJICHUS U
opopmIIeHUS
YIpaBIEHYECKUX
JIOKyMEHTOB K
KOHKPETHBIM YCIIOBHSIM




P13 HaBbik | HOKyMEHTaIbHOTO
o(OpMIICHHS PEIICHHUH E
YIIpaBJICHUU
onepaluoHHON
(TIpPOM3BOICTBEHHOH)
IEITETLHOCTH
OpraHu3aluil; HaBbIKAMI
IMOJITOTOBKHU
OpraHu3alMOHHBIX U
pacnopsaUTeNbHBIX
JIOKyMEHTOB,
HEOOXOIUMBIX IS
CO3/IaHHs HOBBIX
MIPEeIPUHIMATEECKUX

CTPYKTYD

2 MecTo aucuMiuiaibl (MoayJis) B crpykrype OITIOII

Juciumimza  «/loKyMEHTHpOBaHME  YIPABJICHYECKOH ACSITEIBHOCTH» OTHOCUTCS K
BapHaTUBHON YacTH MPOPECCHOHATHFHOTO IMKIIA Y4eOHBIX IJIAHOB.

3. O0beM TUCHMILUTHHBI (MOYJIA)

O6beM nuCHMIUIMHBL (MOXIYNA) B 3a4ETHBIX €IMHHUIIAX C YyKa3aHHEM KOJMYECTBA
aKaJeMHUYECKHX 4YacoB, BBIJEJICHHBIX Ha KOHTaKTHYIO paboTy c oOydarommmucs (1O BHIAM
y4eOHBIX 3aHATHI) U HAa CAMOCTOSITENIbHYIO PaboTy, IpUBEEeH B TabnuLe 2.

Tabnuna 2 — O6mas TpyJ10eMKOCTh JUCIUTLTIHBI

Tpyno- O6beM KOHTAKTHOMN paGoThI (Uac)
Cemectp | emxocTb
Hazpanue OITOIT Popvia Yacrp (020) Bueaynu- Popma
o0yye- WJIH Kype AynuropHas CPC aTTec-
BO Y1l 300 TOpHas
Hust ( > 3.E.) Bceero Tatwn
03d0)
nek. | mpak. | ma6. | ITA | KCP
38.03.04
T'ocynapcTBenHOE
u 03®0 b1.b 2 3 6 2 0 0 1 3 102 3
MYHHUILMIATEHOE
yIIpaBJICHUE

4 CTpyKTypa U co/iepkaHue TMCUUILTHHBI (MOTYJIsA)

4.1 Ctpykrypa qucuuiiiunsl (moayas) aias 0300

TemaTnueckuil 11aH, OTPAXKAIOIMINN COJEPIKaHUE AUCITUTUTHHBI (TIEpEeYeHb Pa3/IeJiOB U TEM),
CTPYKTYpPUPOBAHHOE MO BUIAM Yy4eOHBIX 3aHATHUH C yKa3aHHEM HX OObEMOB B COOTBETCTBUH C
y4eOHBIM IIJIaHOM, MpUBeeH B Tabnuue 3.1

Tabnuna 3.1 — Pa3nensl qucturuivHbel (MOIynsi), BUABI Y4EOHOUH NEATENbHOCTH U (HOPMBI
Tekymiero Koutpos ans O3®0

Kox pe- Kos-Bo yacoB, 0TBeJeHHOE Ha
®dopma
Ne Ha3Banue Tembl 3yJibTaTa
Jlex Ipakr JIab CPC TEKYIETo KOHTPOJIS
00yueHus
TeopeTnueckue 0CHOBBI
1 | menxonpousBoACTBa P/1 0 0 0 16 TecT, 3aJlaHue
OpraHu3anuy
OO6mume npasuia
odopmireHIst
2 | ympasieHYECKHX PJ1 2 2 0 18 TECT, 3aJJaHHE
JIOKyMEHTOB




OCOOEHHOCTH COCTABIICHUS U
3 | odopmiieHHS OCHOBHBIX P2 2 2 0 17 TECT, 3aJlaHUe
JIOKyMEHTOB YIIPaBICHHS
IMpaBuna opopmieHUst
4 | DOKyMEHTOB IO JTHYHOMY P2 0 0 0 16 TECT, 3a/IaHHe
COCTaBy
Opranuszanus
JIOKyMEHT0000pOoTa
OCHOBHBIE IIpaBHIIA
6 | opraHmM3anuu pabOTHI C P3 0 0 0 16 TECT, 3a/IaHHe
JIOKYMEHTaMH
Hroro no tadmue 4 4 0 99

PJ13 0 0 0 16 TECT, 3aJJaHHE

4.2 Copeprxxanue pa3iesioB M TeM ITMCHUILUINHBI (Moayas) aias O3D0

Tema I Teopemuueckue 0CHO8bI 0€1ONPOU3BOOCMBA OPSAHUZAYUU.

Copnepxanune tembl: Mupopmanus, ee kputepuu. JlokyMeHT. PexkBU3UT [OKyMEHTa.
Oyukuuu gokyMmenta. KOpuandeckast cuia JokyMmeHTa. J[enompon3BoACTBO, JOKYMEHTHPOBAHUE.
JlokyMeHTaIrmoHHoe obecriedeHne yrpasieHus. JJokymerToo0opoT. Kiaccudukanus 10KyMEHTOB.
CrannmapTuzanus ¥ yHU(UKAIKS JOKYMEHTOB. YHUUIIMpOBaHHas cuctema gokymentanuu (Y C).
Cuctembl nokymeHTauuu. [lpunmunsr genompousBoacTBa. HopmatuBHO-meToauyeckas 0aza
JOKYMEHTHPOBaHUS YIPABICHYECKON JACATEIBHOCTH M OPTaHU3aluu pabOThl C JOKYMEHTaMHU.

@opMBl U METOABI TPOBEACHHS 3aHATHI MO TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIIUOHHOE, MIPAKTHUECKOE.

Buasl caMOCTOSITETbHON IMOATOTOBKH CTYIEHTOB IO TEME: W3YyYeHHE JOMOTHUTEIHHON
JUTEPaATypPHI MO TEME.

Tema 2 Obwue npasuna oghopmienus ynpagienieckux 0OKyMeHmos.

Copnepxanne tembl: [OCT P 7.0.97-2016 «YuudunupoBaHHbIE CUCTEMBI JOKYMEHTAIUH.
YHuuIpoBaHHasi CUCTEMa OPraHW3alMOHHO-PACTIOPSAAUTENBHON JOKyMEeHTaMu. TpeOoBaHus K
obopmiieHnto a0k-MeHTOB». PexBm3ut 01- TocymapctBenubiii rep6 P®. PexBuzut 02- I'epO
cyobekra PO u myHunumagbHOro ooOpaszoBanus. PexkBusur 03 -DmOiiema opraHuzali WM
ToBapHbl 3Hak. PexkBumsutr 04- Konx opranmsanmn. PexBusur 05- VYkaszaHue Ha OCHOBHOU
rOCYJJapCTBEHHbIN pPETUCTpalMOHHBIM HOMep mnpennpusitud. PexBusutr 06- Vka3zaHue Ha
UICHTU(PHUKAIIMOHHBIIT HOMEpP HAaJOTOIUIATENIBIINKA/KOI IPHYUHBI TOCTAHOBKH HA y4eT. PekBH3UT
07- Kom d¢opmbr nokymenta. PexBusutr 08-HammeHnoBanume opranmsanuu. PexBusut 09-
CnpaBounsle cBefieHUs1 00 opranuzanuu. Peksusur 10- HaumenoBanue Buja n1okymenTa. PekBusur
11- lata nokymeHnTa. PexBusur 12- Peructpanuonssiii Homep nokymenrta. Peksusut 13- Ccplika
Ha PErHCTPAallMOHHBIM HOMEp U Aary AoKymeHTa. PexkBu3ut 14- MecTo cocTaBieHus WU U31aHUS
nokymenrta. PexBusut 15- Cenenus o0 aapecare. PekBusut 16 -I'pud yTBepx aeHus TOKyMEHTA.
PexBuzut 17-Pe3omonust. PexBuzut 18-3aronoBok k Tekcty. PekBusur 19- OTmeTka 0 KOHTpOJE
PexBusut 20- Texcr nokymenTa. PekBuzut 21- OT™MeTKka 0 Haau4yuu NpeaiokeHuid. PekBusut 22-
[Monmuck. PexBusur 23- I'pud commacoBanusi noKymeHTa. PexBusur 24- Busbl commacoBaHus
nokymeHnTa. PexBusutr 25- Iledars. PekBusutr 26-OTMeTka O 3aBepeHUM Komuu. PexBusut 27-
Otmetka 00 ncnonuurene. Pexksuzur 28- OTMeTka 00 HCIOTHEHNU JOKYMEHTA U HAalpaBJIEHUH €ro
B neno. Peksmsur 29- OTmerka o mocTyruieHWH nokymeHrta. PexsBusutr 30- Waentudukartop
ANIEKTPOHHOM KOMHMM JOKyMeHTa. COCTaB pPEKBU3HUTOB, UX MECTOPACIIONIOXKEHUE Ha JOKYMEHTE.
dopmysip-oOpaser JOKyMeHTa.

@opMBl U METOJABI TPOBEACHMS 3aHATHI 1O TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTMH: JIEKIIMOHHOE, TPAKTUYECKOE.

Bunbl caMoCTOATENbHON MOATOTOBKM CTYAEHTOB IO TEME: HM3yYEHHUE JIOMOJIHUTEIbHOU
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmagnenusi u 0QOpMIeHUsI OCHOBHBIX OOKYMEHMO8 YNPABIEHUSL.
Conmepxxannie TeMbl: OCHOBHBIE TPYIIBI JOKYMEHTOB. HopmaTuBHBIE JTOKYMEHTHI



rOCyIapCTBEHHBIX OpraHoB. OpraHu3alMOHHBIE JOKYMEHTBHI MNpeAnpustus. JloMmKHOCTHBIS
WHCTPYKIUU. PaciopsiurebHbIe JOKYMEHTBI IpeanpusiTrs. [IprKka3bl 10 OCHOBHOM JIESATSIIEHOCTH.
Pacniopsbkenusi, pemeHus. VHPOpMaIMOHHO-CIIPABOYHBIE TOKYMEHTBI. [IpOTOKOIBI, TOJHASs U
kpatkas Qopma ux odopmieHus. Aktel. CinykeOHbIE U OOBSCHHUTENbHBIC 3amucku. CIpaBKU.
CnyxeOHble MOBepeHHOCTH. [lnchMma, WX KiIaccUpUKaIMs, CTPYKTypa, CTaHIApTHBIE (paszbl U
BbIpakeHUS. Hopmbl OQUIIMATBEHO-AEIOBOTO CTHUIISL CIIYyKEOHBIX HOKYMEHTOB. [lenoBoe mucbMo
MeXIyHapoaHoro obOpasna. dakcel, TenedoHorpammsl. JloroBopa, KoHTpakTbl. COBpEeMEHHBIC
CHOCOOBI M TEXHHUKA CO3/IaHUS JIOKYMEHTOB.

@opMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKIIMOHHOE, TIPAKTHYECKOE.

Buapl caMOCTOSITEIbHON MOATOTOBKH CTYIEHTOB IO TEME: H3YYCHHUE JOMOJHUTEIHHON
JTUTEPATYPHI IO TEME.

Tema 4 Ilpasuna oghopmnenus OOKyMeHmMO8 NO TUYHOMY COCABY.

Copnepxanue TeMbl: [loHATHE M CTPYKTypa NEpPCOHAJBHBIX AaHHBIX. [IpuHagIeXKHOCTH
NEPCOHANBHBIX JIaHHBIX: COOCTBEHHHUK, JepKaTellb M IO0Jb30BATENb MEPCOHAIbHBIX JaHHBIX.
CtpykTypa KaapoBoii MH(POPMALMOHHO-TOKYMEHTAMOHHOW cucTeMbl. OdopmIileHHE TOKYMEHTOB
IpU IpHUEME, YBOJIBHEHUU M IEpeBoJe pabOTHUKAa Ha APYTYIO JOJDKHOCTb. AHKeTa. TpynoBble
KOHTpakThl. IIpukassl no nuyHOMy coctaBy. OCHOBHBIE PEKBU3UTBHI JOKYMEHTOB W IIpaBHJIa HUX
odopmnenns. Kpatkue cBeaenus o npasmiax oGOpMIICHUS! TPYAOBBIX KHIKEK, TMYHBIX KaPTOUEK,
JIMYHBIX J1eJ1 PAOOTHUKOB.

@opMbl M METOJbl NPOBEAEHUS 3aHATUH IO TeMme, NpUMEHseMble 00pa3oBaTelbHbIC
TEXHOJIOTMH: JIEKIMOHHOE, ITPAaKTHUYECKOE.

Buael caMOCTOATENBHON NMOATOTOBKH CTYNCHTOB IIO TEME: HM3y4YEHHUE ONOIHUTEIbHOU
JIUTEPATYPHI 110 TEME.

Tema 5 Opeanusayus 0oKymeHmoobopoma.

Conepxanue Tembl: [IOHATHS JOKYMEHTOOOOPOT W OpraHu3amus JOKYMEHTOOOOpOTa.
HopmatuBHO-MeTOMYecKass ~ periaMeHTanus  JIOKyMeHTooOopora.  OCHOBHBIE — IpaBWiia
OpraHM3alui  JOKyMEHTOOOOpOTa Ha  HpeAnpusTHH. KadyecTBEHHBbIE  XapaKTEPHCTHKH
JIOoKyMeHTooOopoTa. Kiaccudukaiusi TOKYMEHTOIIOTOKOB: TOPHU30HTANbHBIC, BEPTHUKAJIBHBIC,
BOCXOJSIIME, HUCXOISIIME, BXOISIIME, HCXOIAIIMEe ¥ BHyTpeHHue. [lomcuer oObema
JOKYMEHTOO000pOTAa.

@opMBl U METOJABI TPOBEACHMS 3aHATHI 1O TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JICKIIHOHHOE, IPAKTHIECKOE.

BI/IIIBI CaMOCTOSITCIIFHOM MNOATOTOBKHU CTYACHTOB IO TEMC: H3YUCHUC HOHOHHHTGHBHOﬁ
JIUTEPATYPhI IO TEME.

Tema 6 Ocrosubie npasuia opeaHuzayuu pabomsi ¢ OOKYMeHmamu.

Copepxanne Tembl: OOpa®oTka NOCTymamImUX J0KyMeHTOB. IlepBuunas oOpaboTka
TOoKyMeHTOB. OOIMe TmpaBWia perucTpanuu JOKYMEHTOB, (opmbl peructparnuu. llepenaga
JIOKYMEHTOB, PAacCMOTpPEHHE WX pyKoBoauTeneM. I[lopsnok HampaBieHHS JOKYMEHTa Ha
UCIIONTHEHUE U pabOThl UCTIOJIHUTENS ¢ JOKyMeHTamH. VcrnonHenue mnokymeHTa. Buasl u hopMbl
KOHTPOJIS UCIIOJMHEHHs, CpPOKOBash KapToreka. OpraHuszamus TEKYIIero XpaHCHHs Jiel.
Homenxknarypa nen, oOuiie TpeGoBaHMs, BUIbl HOMEHKIATyp. CocTaBieHHe HOMEHKIATYphl JAEdl.
dopmupoBanue u odopmieHue nen. Cucremaruzanusi JOKYMEHTOB B Jelie. XpaHEHHE Je.
[TonroToBKa JOKYMEHTOB K Iepeiadye Ha apXUBHOE XpaHEHHWE. KpHTepuu OICHKH JOKYMEHTOB.
CocraBiieHue OIuce aei.

@opMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKIIMOHHOE, TIPAKTHYECKOE.

Bunel caMoCTOSITENbHON MOATOTOBKH CTYACHTOB IO TEME: HM3y4YeHHUE OTOIHUTEIbHOM
JTUTEPATYPHI IO TEME.



5 Metoanueckue yKazaHus J1Jis1 00y4arOIIMXCH MO0 U3YYEHUIO U PeaTu3alu JUCHUIIIMHBI
(Monay.Jis1)

5.1 MeToguyeckne peKOMEHIANNH OOYyYAIOIIMMCH MO W3YYeHHMI0 [UCUMILUIMHBI H 10
o0ecrneYyeHNI0 CAMOCTOATEILHOI padoThI

CamocrosrtenbHas padora ctyneHToB (CPC) — 3T0 nesTenbHOCTh yUaluxcs, KOTOPYIO OHH
COBEpLIAIOT 0€3 HEeMOCPEJCTBEHHOW IOMOIIM W YyKa3aHWH MpernojaBareis, pPyKOBOACTBYSIChH
c(OpMUPOBABIIMMHUCA paHEE TNPEACTABICHUSAMHU O TOPAJKE M TMPABUIBHOCTH BBIOTHEHHS
oneparuii. llens CPC B mporecce oOydeHHs 3aKirodacTcs, Kak B YCBOCHWW 3HAHWH, TaKk U B
(GbOopMUPOBAHUN YMEHUI U HABBIKOB 110 WX MCIOJIH30BAHUIO B HOBBIX YCIOBHUSIX HA HOBOM y4eOHOM
matepuane. CamocrosTenbHass paboTa mpu3BaHa 00EClEYMBAaTh BO3MOXKHOCTb OCYILECTBIICHUS
CTY/IEHTaMHU CaMOCTOSITEIbHON IO3HABATEIbHOW NEATEIBHOCTH B OOYYEHMM, W SIBISETCS BUIOM
y4eOHOro TpyAa, CHOCOOCTBYIOIIETO (OPMHUPOBAHHIO Yy CTYAEHTOB camocrostensHoctu. CPC
UMeeT KaK ayIuTOpHBIM, Tak W BHEAyAMTOpPHBIA XapakTep. B manHOl yueOHOIl mporpamme
IIPUBEJICH ME€PEUEHb OCHOBHBIX U JOIMOJHUTEIbHBIX HCTOUYHUKOB, KOTOPBIE MpEJIaraeTcsi U3y4uTh
B Ipoiiecce o0yueHus mo aucuuivinee. Kpome Toro, mjs pacmiupeHus u yriyOJieHus 3HaHHUH 1o
JAHHOW JUCIMIUIMHE II€JIeCO00Pa3HO HCIOJIb30BAaTh HAy4HblE MYOIMKAlMM B TEMATHUYECKUX
KypHajaxX, TMOJIHOTEKCTOBBbIE 0a3bl JaHHBIX OMOIMOTEKH, WMEIoONIUEecs B OMOIMOTEKax By3a H
peruoHa, myOauKaui Ha JEKTPOHHBIX U OYMa)KHBIX HOCUTEJISIX.

[Tpu peanu3anuy IUCHUILTUHBI (MOJTYJISl) IPUMEHSETCS AIEKTPOHHBIN Y4eOHBIN KypC,
pa3MenIEHHbIN B cUCTEME IIEKTPOHHOT0 00yueHuss Moodle.

5.2 OcobeHHocTH OpraHu3anuu Oﬁy‘leﬂl/lfl it JIUI ¢ OrpaHHY€HHBIMH BO3MOKHOCTSAMM
3A0POBbS U HHBAJIUI0B

[Tpu HEOOXOIMMOCTH 0OYHAIOLIMMCS U3 YHCIIA JIHUIL C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBBS U
MHBaJINI0B (110 3asBJIEHUI0 00yYarolerocs) npeaocrapiseTcs yueOHas nHdopMalus B J0CTYIHbBIX
dopmax ¢ yueToM UX UHIAUBUAYAIbHBIX MCUXO(U3NIECKUX OCOOCHHOCTEH:

- IJISL JTUI] ¢ HApYUICHUSIMHU 3PEHUs: B NeYaTHON (opMe yBEITHUEHHBIM mpudToM; B Gpopme
AIIEKTPOHHOI'O JIOKYMEHTA; VHAVBUyaJIbHbIE KOHCYJIBTalluH c IIPUBJICYCHUEM
TU(IIOCYpIOTIEPEBOUNKA; MHIMBUAYAJIbHBIC 33aHNs, KOHCYJIbTALUU U JP.

- IS ML ¢ HApYIICHUSAMH CIyXa: B Ie4aTHOU Gopme; B (hopMe IMEKTPOHHOTO TIOKYMEHTA,
MHAVBHUAYaJIbHBIE KOHCYIIBTALMY C IIPUBJICYEHUEM CypIONEPEBOAUNKA; UHINBUYaJIbHbIC 3a1aHNUS,
KOHCYJIbTallu! U JIp.

- 1JIS1 JTUI] C HapyUIECHUsIMHU OIIOPHO-ABUTaTEIbHOIO ammnapara: B ne4atHoi gopme; B popme
JIEKTPOHHOI'O JOKYMEHTA; UHIANBUyaJIbHbIE 3a/1aHUs, KOHCYJIBTALUN U JIP.

6 ®oHI OLEHOYHBIX CPEACTB /JI1 MPOBEAEeHHS TEKYILIero KOHTPOJISA U NMPOMEKYTOYHOM
aTTecTAMU O0YYAKOIIMXCS 10 JUCHUIJINHE (MOILYJII0)

B coorBerctBun ¢ TtpeboBanusmMu PI'OC BO pns arrecranuu  oOydaromuxcs Ha
COOTBETCTBUE HUX TEPCOHAIBHBIX JOCTHKEHUM IJIaHUPYEMbIM pe3yibraraM oOOy4eHHs 110
JUCLUIUIMHE (MOIYII0) co3/laHbl (DOHIBI OLEHOYHBIX CPEJICTB. THIOBBIE KOHTPOJBHBIC 3aJaHUS,
METOANYECKUE MATEPUAIIbI, OIIPEACIAIOIINE IPOLEAYPhl OLICHUBAHNS 3HAHUM, YMEHUN U HaBBIKOB,
a TaKKe KPUTEpUU M IIOKa3aTeau, HEeoOXOAMMbIE NJs OLEHKM 3HAHWW, YMEHUH, HaBBIKOB U
XapaKTepU3yoIlue 3Tarbl (OPMUPOBAHUS KOMIETEHLUI B IMpollecce OCBOEHUs 00pa30BaTeIbHON
IIpOrpaMMBl, IipescTaBieHsl B [Ipunoxxenun 1.

7 YueOHO-MeToAuYecKoe U MH(OPMAIMOHHOE o0ecnevyeHre JUCHMILIMHBI (MOTYJISA)

7.1  Ocnoenaa numepamypa



1. KprokoBa H. II. JlokymeHTHpOBaHUE YIPABICHUYECKON NEATENBHOCTH @ YueOHOoe
nocobue [OnextponHsld pecypc] : HWH®OPA-M |, 2019 - 268 - Pexum pgocrymna:
http://znanium.com/catalog/document?id=359359

2. [Tanacenko FO. A. JIOKyMEHTHUpOBaHUE YIMPABICHUECKOU IEATEIBHOCTH : YUueOHOe
nmocobue [DmekTpoHHBI pecypc] : PHUOP , 2018 - 138 - Pexum gocryma:
http://znanium.com/catalog/document?id=309085

7.2 /lononnumensnasn tumepamypa

1. OcHoOBHI Jtenonpou3BojicTBa : yueOHoe mocooue / Nanmenxko H.H. — Kunens : PUO
Caml'AY, 2019 .— 181 c. — ISBN 978-5-88575-562-7 .— URL: https://lib.rucont.ru/efd/685285
(mara obpamenus: 18.01.2024)

2. Paszmopoxnbiii A. A. JIokyMEHTHPOBaHHUE yNPABICHUYECKOW JCITCIBHOCTH : Y4eOHOe
nocobue [Onekrponnsii pecypc] : HMH®DPPA-M , 2018 - 304 - Pexum pocryna:
http://znanium.com/catalog/document?i1d=328873

7.3 Pecypcovt ungpopmayuonno-menekommynukayuonnou cemu "Hnmepuem',
6KII0YaAA  npogheccuonanvHvle 06azpl OAHHLIX U UHOOPMAUUOHHO-CRPABOYUHDBLE
cucmemul (npu HeobX00UMOCmMU):

CrnpaBouHno-npaBoBas cucteMa «[ apant» - Pexum nocryna: http://www.garant.ru/
CIIC Koncynbrantllntoc - Pexxum moctyma: http://www.consultant.ru/
OBbC «HanmonansHseiii mudgpoBoii pecypc «PykoHT»: https://rucont.ru

4. OnextponHass OubOnuoteunas cucreMa ZNANIUM.COM - Pexum poctyma:
http://znanium.com/

5. DOnextpoHHO-OMOMMoTeyHas cuctema "PYKOHT"

6. OneKTpoHHO-0MOIMOoTeyHast cucrema u3aarenbcTtBa "FOpait" - Pexum nocryma:
https://urait.ru/

7. Open Academic Journals Index (OAJI). [IpodeccuonansHas 6a3a JaHHBIX - Pexxum
noctyna: http://oaji.net/

8. [Ipesunentckass Oubnmoreka wMm. b.H.Enpnmua (6a3a maHHBIX —pa3sIudHBIX
npodeccuoHaIbHbIX o0nacteil) - Pexum noctyna: https://www.prlib.ru/

W N =

8 MarepuajbHO-TeXHHYECKOe o0ecneyeHHe AUCUMIUIMHBI (MOAYJsI)) H IepevYeHb
HH(GOPMALIMOHHBIX TEeXHOJIOIHii, HCIOJIb3yeMbIX NPH OCYLIeCTBJIEHHH 00pPa30BaTeJIbHOIO
npouecca no JUCHUILVINHE (MOAYJII0), BKJIOYasl epeYeHb NPOrpaMMHOro odecredyeHust

OcHOBHOE 000PYI0BAHUE:

- [Ipoexrop
- llocka aynutopHas JIA-8MI]
- [Tapra 3-x mectHas cknaanas 1800*450

[IporpaMMHoe obecrieyeHue:

- Microsoft Office XP Suites Russian
- Windows
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1 Ilepeyenb popMHEpyeMbIX KOMIIETEHIHIT

Hassanne OITOIT BO, Koz u popmynupoBka KOMITETEHITH
COKpallleHHOE "

Kon u ¢hopmynipoBKka HHANKATOPA JOCTHKEHHS
KOMIIETEHIIUH

38.03.04 «'ocynapctB
€HHOE U MYHHIMITIAIbH
0€ yIIpaBIICHUE)
(B-IY)

OIIK-7 : CnocoGeH ocyecTBIATh
BHYTPHOPTaHU3aLOHHbIC 1 MEXXBE
JOMCTBEHHBIC KOMMYHHUKALUH, 00¢€
CIIEYHBATh B3aHMOJICHCTBHE OPraHO
B BIIACTH C TPaXKIaHAMH, KOMMepUe
CKMMH OpTaHU3alUsIMA, HHCTUTYTA
MH Ipa’kIaHCKOTO 00IIECTBa, CPEsIC
TBaMH MacCOBOW HH(POPMaIUH

OIIK-7.3k : CocraBiisieT ciykeOHbIE 3alUCKU U U
H(OPMAIMOHHbIE TNCEMA B PAMKAX MEXBEJIOMCT
BEHHBIE KOMMYHUKAITUN

Komnerenius cunraercst cOpMUPOBAHHOM Ha JTAaHHOM 3Tale B ClIydae, €ClIi MOTy4YeHHbIE
PE3YIbTAThI O6yquI/I$[ 10 JJUCHUIINIMHE OLCHCHBI IIOJOXUTCIBHO (I[I/I&H&?;OH KPHUTCPHUCB
OLICHMBAHUSI PE3YJBTATOB O0YUEHHS «3aU4TCHOY, «YIOBIETBOPUTEIBHOY, «XOPOIIO», KOTIMIHOY). B
CIyd4ac OTCYTCTBUA MMOJI0KUTEILHOM OLCHKM KOMIICTCHIIMA Ha JaHHOM DJOTall€ CUYHUTACTCA
Hec(OPMHUPOBAHHOM.

2 [loka3aTe/u OlleHUBAHUS NJAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUs

Komnerenuus OIIK-7 «CriocobeH ocyniecTBIsATh BHYyTPHOPTaHU3AIOHHBIE 1
MEXBEJJOMCTBEHHbIE KOMMYHUKAIUH, 00€CIIeYnBaTh B3aUMO/IEHCTBHE OPIaHOB BJIACTH C
rpaxJaHaMy, KOMMEPUYECKUMH OPraHU3alUsIMH, HHCTUTYTaMH IPaX1aHCKOTo 0OIIeCTBa,
CpelICTBaMU MacCOBOM MH(POpMALIUN»

Ta6mmma 2.1 — Kpurepuu OolleHKH WHIUKATOPOB TIOCTHKEHUS KOMITCTCHITHH

PesynbpraTel 00y4eHHUS [0 AUCIUILTIHE
K T
Kon u popmynmupoBka HHAUKAT " Kpurepuu orieHHBaHUS pe3ynbT
Opa IOCTIKEeHMs KomMneTeHuun | O | aToB 00yUeHUS
pe Pesynbrar
pe
3_
3_
Ta
Ta
OIIK-7.3k : CocraBisier cinyxe KOPPEKTHOE HCIOIb30BaHUE OC
OCHOB JIOKYMEHTaJIbHOTO 0(hop
OHBIC 3aNMCKH ¥ MHPOPMALOH . HOB JJOKYMEHTJIBHOT'O 0(hOpMII
MIIEHHS pELIEHUI B yIIpaBlIeHN .
HBIE ITUCbMA B PAMKaX MEXBEIO . €HHs pellieHU B yIIPaBIEHUU O
1 OIEPaOHHOM (TTPOM3BOJICTB .
MCTBEHHBIE KOMMYHHKAITHH o NepanuoHHOH (TIPOU3BOICTBEH
P 3H | eHHOH) IeATeNFHOCTH OpTraHm3a <
. . HOI) AeATETHHOCTH OpTraHu3aIH
I | am | nwmif;TpeGoBaHmMii K cTaHmapTH3a | .
it;TpeOOBaHMI K CTAHAAPTU3ALN
1 e | nuH ¥ yHH(HUKAOUH JOKYMEHTO
U 1 YHH(UKAIUU JOKyMEHTOB,
B, JICCTBYIOIIUX yHPI(i)PILIPIpOBfl
JEUCTBYIOIINX YHUUINPO
HHBIX CUCTEM YIPaBICHIECKOU
HBIX CHCTEM YIPaBICHYECKOU 1
JOKyMEeHTaIuu
OKYMEHTALUH
TPaMOTHOE COCTaBIICHHE K 0O
COCTaBIIATH U O(OPMIIATH JETIOB .
PMIICHHE JETOBOM JOKyMEHTAI]
YO JOKyMEHTAIIUIO B COOTBETCT
UH B COOTBETCTBHUHU C HOPMAaTUB
Y | BUEU c HOpMATUBHO- METOJUYEC
P HO- METOIUYECKUMH aKTaMU; B
M KUMH aKTaMH; aJaliTUPOBaTh Cy .
bl MOJHON Mepe aJanTHPOBaTh Cy
€H | MIECTBYIOLIME MPABUIIA U TEXHO
2 LIECTBYIOLIME MPaBUIa U TEXHO
He | JIOTHH COCTaBJIICHUS U oopmire
JIOTHH COCTABJICHUS U 0(opMITe
HUS yTIPABIEHYECKUX JOKYMEHT
HUS yTIPaBIEHUYECKUX JJOKYMEHT
OB K KOHKPETHBIM YCIIOBHAM
OB K KOHKPETHBIM YCJIOBHSAM




W T4 g

aB
bI

JIOKYMEHTAIBHOTO 0(pOPMIICHHUS
PeLICHU# B yIpaBICHUAH OTepal|
HMOHHOM (IPOU3BOACTBEHHOM) 1
eATEILHOCTH OPTaHU3aIlii; HaB
BIKAMH MTOJITOTOBKH OpraHH3aIl
HMOHHBIX H PACTIOPSIUTEIHLHBIX
JIOKYMEHTOB, HEOOXOTUMBIX JIJT
s CO3JIaHVSI HOBBIX TPEANPHHU
MaTeNbCKUX CTPYKTYP

TPaMOTHOE JOKYMEHTAIBHOE O
OpMJICHHE PELICHUH B yIIPaBIeH
WU ONepallMOHHOM (IIPOU3BOJACT
BCHHOI1) IeTEIbHOCTH OpPraHH3
aluii; TOroTOBKA OpPraHu3aIy
OHHBIX U PACIIOPSITUTEIBHBIX [T
OKYyMEHTOB, HEOOXOANMBIX JIsI
CO3/1aHHMs HOBBIX MPEANPUHUMA
TEIbCKUX CTPYKTYP

Tabnuua 3amonHAeTcss B COOTBETCTBUU ¢ pasznenoM 1 PabGoueil mporpamMmbl TUCHMILUIMHBI
(Momyst).

3 IlepeyeHb OLIEHOYHBIX CPEICTB

Ta6muua 3 — [lepeueHb OIIEHOUHBIX CPEACTB MO TUCHUILIAHE (MOIYIIIO)

HanMeHOBaHHE OLICHOYHOTO CPEACTBA U TP
encrasienne ero B @OC

KonTponupyemsle IIaHupyeMBbIe pesy
JBTATHl 00yIEeHUS

Kontponupyemblie TeMbl
JUCLIUATUINHBL

Tekymuii KOHTPOJIb

ITpomexxyToyHas at
TecTarms

OuHo-32049Has popMa 00ydeHUS

P11 3HaHKE : OCHOB JIOKYMEHT PasHoypoBHeBbIe 3a | 3a4éT B hopmMe TecT
BHOTO O(OPMIIEHHS Pe 1.1. TeopeTnueckue OCHO | naup u 3amanus a
INeHy#i B yIpaBIeHHH Oe | BBI ACIOMPOU3BOICTBA OP -
paLMOHHO (IPOM3BOACTE | TaHW3ALUU Tecr 3a4éT B JopMme TecT
€HHOM) IESITENBHOCTH OpT a
aHM3alMit;TpeGOBaNMI K C PasHoypoBHeBbie 32 | 3a4éT B hopme TecT
TaHJAPTH3AIMA H YHUPUK
Aaprisa Y 1.2. O6mue npasuia odo | AGH 1 3a/aHIA a
aIuy TOKYMEHTOB, JTEUCT e
MJICHHS! YIIPABIECHYECKH
Bytonmx yaudunuposann | P .
YIOMUX YHHGBHIIP X TTOKYMEHTOB Tecr 3auér B opme TecT
BIX CUCTEM YIIPABICHIECK a
OH JIOKyMEHTAI[UH
P12 YMEHHE : COCTABIATL HO | | 3 (yimo oo oo | PasHoypoBHeBble 3a | 3auér B Gopme TecT
(hopmnATh 1eNOBYIO MOKY | oy opopmiierust ocy | A@TH M 33/aHNIA a
Ze:;guﬁfﬂi}f}?é’ffﬂi‘é?f OBHBIX JJOKyMEHTOB YIIpa 3a48T B hopMe TeCT
P BIICHHS Tecr a
9ECKMMH aKTaMU; aJIarlTH
OBATE CYIIECTBYIOIIHE TT .
p YINECTBYFOMI PasHOypOBHEBBIE 32 | sq4éT B dopme Tect
paBuiia U TEXHOJIOI'UU COC 1.4, HpaBI/I_]]a o(bopMHeHH Ja4M M 3aJIaHus a
TaBJICHUS U OPOPMIICHUS
yIpaBlIeHYeCKUX Jokyme | ACKYMCHTOB IO JITHOM st B hopye TeC
uéT B opme TecT
HTOB K KOHKpETHbIM yciio | Y COCTaBY Tecr a P
BUSIM
P/3 HaBbIk : JOKyMEHTaIBHOT PasnoypoBHeBBIC 32 | 3auér B (hopMe TeCT
0 o(opMIIEHHS PeIIeHuUI 1.5. Oprannsanus oxym | Aa9H 1 3aJiaHus a
3 YUPARTETIL OTepaltiolt | entooGopora 3auér B hopme TecT
HO#1 (TTPOU3BOJCTBEHHOM ) TecT p
JESTENbHOCTH OPraHu3all a
1H; HABBIKAMH HOATOTOBK PasnoypoBHeBEIE 32 | 3auéT B opme TecT
¥ OPraHW3aIMOHHBIX U pa
P N P 1.6. OcHOBHEBIE IpaBmya o | A&1H M 3a/laHus a
CTIOPSTATENBHEIX TOKYME 0
HTOB, HEOOXOMUMBIX ISt prauusaluy paboTl ¢ 10 s b
3a4éT B hopme TecT
CO31aHus HOBBIX mpeanpu | KYMCHTaMH Tecr a P
HUMATEIBCKHX CTPYKTYP

4 Onucanne mpoueaypbl OlleHUBAHUS




KauectBO cpopMHUpPOBAaHHOCTH KOMIICTCHLMH Ha JaHHOM JTale OICHHUBACTCS IO
pe3ynbTaTaM TEeKYIIUX W MPOMEKYTOUYHBIX aTTeCTalUi MPU MOMOIIU KOJUYECTBEHHOH OIICHKH,
BbIpa)XEHHOW B Oamnax. MakcuMmanbHas cymMma OajioB mo AucuuiuinHe (Monynto) paBHa 100

oayuam.

Ta6mmia — Pactipenenenne 60amioB 1Mo BUaaM yu4eOHOM TSI TeIbHOCTH

Bu yueOHOI nesiTeIbHOCTH OueHouHoe cpecTBo

Tect Nel-6 3ananue 1-6 /lesioBas urpa [Bonpock! Ha 3a4er liToro
Ulekiin 30 30
[TpakTuueckue 3aHsITUS 15 20 35
(CamocTosiTensHast paboTa 15 15
[IpomexxyTouHas arTecTanus 20 20
lToro 30 30 20 20 100

Cymma 0amioB, HAOpaHHBIX CTYJICHTOM I10 BCEM BUIaM y4eOHOU JEATCIILHOCTH B paMKax
JTUCIUTIITMHBI, TIEPEBOUTCS B OIICHKY B COOTBETCTBUU C TaOJIHUIICH.

Cymma 6amoB

0 JUCIUILI
HHE

OLueHka 1o IpoMeXyTO4HOH aT
TECTAIlUH

XapaKTepI/ICTI/IKa KadeCTBa C(bOpMI/IpOBaHHOCTI/I KOMIICTCHI U

or 91 o 100

«3a4TEHOY / «OTIUUIHO

CTyIeHT IeMOHCTPUPYET cHOPMHUPOBAHHOCTD AUCLMIUIMHAPHBIX KOMIICTCHIIHIA,
00HapyXHBaeT BCECTOPOHHEE, CHCTEMATHIECKOE U ITy0OKoe 3HaHHE YUeOHOTO
MartepHaa, yCBOMJI OCHOBHYIO JINTEPATYPy U 3HAKOM C IONOJHHUTEIBHON JIUTepa
TYpOii, pEeKOMEHI0BaHHOH IIPOrPaMMOH, yMeeT CBOOOIHO BBIIOIHATH
NPaKTHYECKUE 3aJaHHs, IIPELYCMOTPEHHbIE IIPOrPaMMOi, CBOOOTHO OIEpUpYET
NPHOOPETEHHBIMU 3HAHUSAMM, YMEHHUSAMHU, IPUMEHSET UX B CUTYalLlHsX ITOBBIILICH
HOH CJI0)KHOCTH.

ot 76 o 90

«3a4TCHOY / «XOpPOIIO»

CTyZAeHT IeMOHCTpUpPYEeT CHOPMHPOBAHHOCTD JUCIMIUTMHAPHBIX KOMITCTCHIIUH:
OCHOBHBIE 3HaHUS, YMEHUSI OCBOCHBL, HO JIOITyCKAIOTCS HE3HAUUTEIIbHBIC
OLIMOKH, HETOYHOCTH, 3aTPyJHEHMS NIPH aHATTMTHYECKUX ONEPaINsIX, IEPEHOCE 3
HaHUH ¥ yMEHUH Ha HOBBIE, HECTAHAPTHBIE CUTYALIUH.

ot 61 10 75

«3a4TEHO» / KyJOBICTBOPHUTEID
HO»

CTyZmeHT IeMOHCTpUpPYET CHOPMHUPOBAHHOCTh JUCIMIUTMHAPHBIX KOMITCTECHITUH:
B X0/ KOHTPOJIBHBIX MEPOTIPUATHI JOITyCKAIOTCs 3HAUUTENIbHbIE OIIUOKH, TIPOSI
BJIIE€TCSI OTCYTCTBHE OTEJIbHBIX 3HAHUH, YMEHUH, HABBIKOB 110 HEKOTOPBIM JUCI]
UIUIMHAPHBIM KOMITCTEHIUSM, CTYACHT HCIBITHIBACT 3HAUNTEIbHbIC 3aTPyIHEHH
s IPH ONIEPHPOBAHIH 3HAHUSAMH ¥ YMEHUSIMHU IIPU UX IIEPEHOCE HA HOBEIE
CHUTYyaIHN.

or 41 o 60

«HE 3aYTCHOY / «HEYOOBJIETBOP
HUTCIBHO»

VY crynenTa He ¢(h)OpMHUPOBAHBI TUCHUILTHHAPHBIC KOMIICTCHIIHH, TPOSBIICTCS H
€JI0CTaTOYHOCTh 3HAHUHN, YMEHU, HABBIKOB.

Cymma 6annoB, HAOpaHHBIX CTYACHTOM IO BCEM BHJaM YUEOHOW JCSITEIHHOCTH B pamMKax
JCIIATUTMHBL, TICPEBOIUTCS B OIIEHKY B COOTBETCTBHUU C TAOJUIICH.

CymMma OanioB

0 JUCHHUITIIINHE

O1neHKa 10 IPOMEXY
TOYHOH aTTeCTalnuu

XapaKTepI/ICTI/IKa KadueCTBa Cq;)OpMI/IpOBaHHOCTI/I KOMIICTCHI WU

«3a4TCHOY /

CTyIeHT 1eMOHCTPUPYET CHOPMHPOBAHHOCT JUCLMILUTHHAPHBIX KOMIIETEHIUH, 00
Hapy>KMBaeT BCECTOPOHHEE, CUCTEMAaTHYECKOe U NTy0oKoe 3HaHHE y4eOHOro Marep
1aJla, yCBOMJI OCHOBHYIO JIUTEPATypy U 3HAKOM C JONOJIHUTEIBHOU JIUTEpaTypoH, pe

ot 91 1o 100 . N
«OTIIUIHO» KOMEHIOBaHHOM MPOTpaMMOid, yMeeT cBOOOTHO BBITIONHATH MPAKTHUECKHIE 3aAaHHS,
MIPEayCMOTPEHHBIE IPOTrPaMMO, CBOOOIHO ONepHpyeT NPHUOOPETEHHBIMH 3HAHUSAM
U, YMEHUSIMH, IPUMEHSIET UX B CUTYaLUsIX ITOBBILICHHOHN CJI0XKHOCTH.
CTyneHT IeMOHCTPHPYET CHOPMUPOBAHHOCTD AUCHHUILIMHAPHBIX KOMIIETCHIUIA: OC
ot 76 110 90 «3auTeHO» / HOBHBIE 3HaHHs, YMEHHsI OCBOCHBI, HO JIOMYCKAIOTCsl HE3HAUUTENIbHbIC OIIMOKH, HET

«XOPOoI1IO»

OYHOCTH, 3aTPYAHCHUS [IPU aHAJIMTUYCCKUX ON€paluix, NEPEHOCE 3HAHUU U yYMEHU
i Ha HOBBIC, HCCTAHAAPTHBIC CUTYAallUU.




CryzmeHT 1eMOHCTpUpyeT c(hOPMUPOBAHHOCTD AUCIUILIMHAPHBIX KOMIIETEHIHUIT: B X

«3a4TeHO» / 0J1¢ KOHTPOJIBHBIX MEPONPHUITHI JOMYCKAIOTCS 3HAUYUTENbHBIE OIINOKH, TIPOSIBIISIETC
ot 61 1o 75 «YIOBJIETBOPHUTENBH sl OTCYTCTBHE OTACIbHBIX 3HAHUH, YMEHUH, HABBIKOB 110 HEKOTOPBIM JAUCHUILUIMHAPH
o» BIM KOMIIETCHIUSIM, CTYACHT UCIIBITHIBACT 3HAUUTENIBHbIE 3aTPYIHEHUS TIPH ONIEepHpP

OBaHUH 3HAHUSAMU U YMCHHUSAMMU IIPU UX IIEPEHOCE Ha HOBLIC CUTYallUH.

«HE 3a4TEHOY /
V crynenTa He ¢)OPMUPOBAHBI AUCLUIIMHAPHBIE KOMIIETEHLIUH, IPOSIBIISIETCS HEMIO

ot 41 10 60 " .
. «HCYHOBJCTBOPUTEIL | oo roupocTh 3HAHMI, YMEHUIA, HABBIKOB.

HO»

«HE 3a4TCHOY /
JlucuMIuTMHAPHBIE KOMIETCHIMH HE C(HOPMHUPOBAHBL I[IpOSIBISETCS MOIHOE WM

ot 0 1o 40 o o
«HCYNOBJICTBOPHTCIID MPAKTUYECKH TI0JTHOE OTCYTCTBUE 3HAHUI, YMEHHH, HABBIKOB.

HO»

S IIpuMepHBbIE OLICHOYHBbIE CPEACTBA

5.1 llpumep pa3HOYPOBHEBBIX 33/1a4 M 3aIaHU I

3amanue 1
CocTaBuTh HH()OPMAIIMOHHO-CITPABOYHBIA JOKYMEHT «3asiBICHHE», OPOPMHUTH COOIIOIAS

rocCcranjiapTt

3ananue 2

[ToaroToBUTHL OJAHKK JOKYMEHTOB, COOTIOAAs TOCCTAHIAPT:
a) IPOJIOJILHBIM CITOCOOOM
0) yrioBeM ciocobom

3apanmue 3

CocTaBUTh  OPraHU3alMOHHO-PACTIOPSANTEIBHBIA  JOKYMEHT:  «IIpUKa3», o(opMUTh
coOmroast roccTaHaapT

Kpamxue memoouueckue ykazanus

BoinonHss 3agaHus, CTYACHT JIOJDKEH PYKOBOACTBOBATHCA 3HAHUSMH, IMOJYYEHHBIMH Ha
JICKITMOHHBIX 3aHITHSIX U B XOJI€ CAMOCTOSITEIIbHON paOOTHI.

IlIxana oyenku
Ouenka Bamnsr Omnucanne
5 5

CTyZ[CHT Ha BBICOKOM YPOBHE€ YMECT BBLIIIOJHATH 3a1aHUC

4 4 CTyZ[eHT Ha CpEAHEM YPOBHC YMECT BBIIIOJIHATH 3aJaHUC

CryneHT Ha 6a30BOM YPOBHE YMEET BBIIIOJIHATh 331aHUC

2 1-2 CTyaeHT He yMeeT BBIIOIHATH 3aJjaHue

5.2 Ilpumepsbl TECTOBBIX 3aAaHUIM

Temal. JlokyMeHTAIIHOHHOE O0ecneyeHue KOMMEPYeCKOoro npeanpusiTus

1. JokyMeHTOM Ha3bIBaeTCs

1)COBOKYNTHOCTh CBEACHHUM O MpeameTax, (akTax, COOBITUAX U IMpolieccax HE3aBUCHUMO OT
(bopMBI UX TpeACTaBICHUSA

2)3aukcupoBaHHAasE HAa MaTepUATbHOM HOCHTENe HMH(OpPMalus C PEKBHU3UTAMH,
MO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

3)nepedeHsp (CMUCOK) KaKUX-THOO JaHHBIX, PACTIOIIOKEHHBIX B ONPE/IETICHHOM MOpPSAKe

4)3anuch YYETHBIX TaHHBIX M0 YCTaHOBICHHOH (popme

2. B kakoM M3 MNEPEeYHCICHHbIX HOPMATHBHBIX JOKYMEHTOB COJEp)KATCs ONpeAeTeHUs
TEPMUHOB «JIOKYMEHT» U «HH()OPMALIUI»

DI'OCT P6.30-2003 «YHupUIMpPOBaHHBIE CUCTEMBl AOKYMEHTAIMH. YHU(UIHPOBAHHAS
cCUCTeMa OpraHMU3aLMOHHO-PACTIOPAAUTENbHON JOKyMeHTanuu. TpeGoBaHHs K O(OPMIIEHUIO
JIOKYMEHTOB)

2)I'OCT P51141-98 «/lenmonpon3BoACTBO U apXUBHOE J1€710. TEPMUHBI U ONIPEACTICHUSY


https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56955&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary

3)Denepanbublii 3akoH «O0 uHopMaru, wHGOpMaTH3AMKU M 3alIUTE HWHGOPMAIMN
Ne24-03

4)[1P-191-98.Vuudukanuss TEKCTOB YIpPABICHUECKUX JIOKYMEHTOB. Meroandeckue
pexomennanuu BHUNJAL ®AC PO

3. [TonHOTa ynpaBieHUYeCKO HHPOPMAITUH

1)onpenensercs CTeNeHbIO COOTBETCTBUS €€ CO/IepKaHHsI OOBEKTUBHOMY COCTOSIHUIO €T

2)xapakTepusyercss ee 00BEeMOM, KOTOPBIH JOIDKEH OBITh JOCTaTOYHBIM JUIS TIPUHSTHS
peleHuit

3)ompenensercs BpeMeHeM ee repeaadn 1 00paboTku

4)xapakTepu3yeTcsi BO3MOKHOCTbIO COIOCTABIISATh CBEICHMS, OTHOCALIUECS K Pa3InYHBIM
BPEMEHHBIM UHTEpBaJIaM

4. Hasosure, kakoe uuciao pekBu3uToB ycraHasauBaer ['OCT  P6.30-2007
«YHU(UIMPOBAHHBIE CHCTEMBl JOKYMEHTAllMU. YHU(UIUPOBAHHAs CHCTEMa OPIraHU3alMOHHO-
pacropsauTenbHON ToKkyMeHTauuu. TpeboBaHus K 0hOPMIICHUIO JOKYMEHTOB)

1)28

2)30

3)29

4)32

5. Ilpn knaccuukanuu JOKYMEHTOB IO CIOCOOy (HUKCAllMM Kakue W3 NepedrCIEHHBIX
BUJIOB JIOKYMEHTOB HE OTHOCSTCS K JTAaHHOH rpyTie

1)BHYTpEeHHHUE

2)I1MCbMEHHBIE

3)rpaduueckue

4)aKyCTHYECKHE

Kpamxkue memoouueckue yxazanus

TecToBble 3alaHusi COCTOSAT W3 BONPOCA M HECKOJBKMX BapuUaHTOB oOTBeTa. PemieHue
npejcTaBisieT co0ol yka3aHHe HoMepa Bompoca U OykBy, KOTOpOil 0003Ha4eH MpaBUIIbHBIN, 11O
MHEHUIO CTYJEHTa, BapMaHT OTBeTa. B TeueHue cemecTtpa npoBoauTcss 6 TecToB 1mo 6 TeMaMm Ha
JIEKIIMOHHBIX 3aHATHUSAX, B KQKJOM T€CTE 5 BONPOCOB.

Ilkana oyenxu

Onenka Bamnel Onucanue

5 5 CryneHt oTBeTHI 0e30mH100YHO

4 4 CryneHt coBepmii 1 ommoOKy B OTBETax Ha TECT

3 3 CryzeHT coBepIInI 2 OMMMOKH B OTBETaX Ha TECT

2 0 CryneHt coBepiii 3 u 6osee omuOOK B OTBETaX HA TECT

5.3 3a4ér B popme TecTa

1. lokyMeHT — 3T0:

1. 3aduxcupoBaHHas Ha MaTepUAIBHOM HOCHTeJIEe HH(POpPMALUS C PEKBU3UTAMH,
MIO3BOJISIOIIMME €€ UACHTU(PUIIPOBATS.

2. Hocurens wuHpopManuu, HCIONb3YyeMONH B LENAX PEryJIUpOBaHUS COLMAIBHBIX
OTHOILEHUH.

3. Uudopmanus, 3adukcupoBaHHast TIOOBIM CIIOCOOOM Ha JIF0OOM HOCHUTEIIE.

2. IlopTMHHMK JOKYMEHTA — ITO:

1. [TepBbIit WM €IUHCTBEHHBIN SK3EMILISP JOKYMEHTA.

2. DK3eMIUISIp JOKYMEHTA, ¢ KOTOPOI'O CHATA KOIHSI.

3. IOpuan4eckas cuiia JOKyMeHTa — 3T0:

1. OcobenHocTH BHENTHETO OOPMIICHHSI JOKYMEHTA.

2. CBUAETENBCTBO HAIMYUSA B JOKYMEHTE IOJIOKECHUM HOPMAaTUBHOTO XapaKTepa.

3. CrnocoOHOCTH TOKYMEHTA MOPOKIAaTh ONpeIeIeHHbIE TIPABOBBIE MTOCIIEACTBHUSI.

4. UmeeT 1M I0PUIAMYECKYIO CHITY IOKYMEHT, NOJY4eHHbIH 10 GaKCUMUJIBLHOH CBSA3U?

1. Jla.



2. Jla, o corjameH1io CTOpOH HHPOPMALIMOHHOTO OOMEHa.
3. Her.
5. Kakoii u3 mnepeYyHCJEHHBIX PEKBH3UTOB He OTHOCHTCH K PEKBH3UTaM

yaocroBepenus?

1. I'pud yTBEpKACHUS.

2. Ileuatsn.

3. OT™MeTKa 0 3aBepEeHUU KOMHH.

4. Bu3a corjacoBaHus.

5. Iloanuce.

6. Kakne pekBU3UTHI BKJIIOYAIOTCA B 0JIAHK NUCbMa?
1. MecTo cocTaBneHus WU U3JaHMs TOKYMEHTA.

2. 3arojloBOK K TEKCTY.

3. HaumeHOBaHWE OpraHu3aluu.

4. ToBapHbIil 3HaK (3HAK OOCTY>KUBAHU).

5. HanmeHnoBaHue Buaa JOKYMEHTA.

6. Anpecar.

7. CripaBOUHBIC JaHHBIC 00 OpraHU3AITIH.

7. Ha kakoM »3K3eMIUIApe [1€JIOBOI0 NUCbMA, MOATOTOBJEHHOM /JIsi OTHPaBKH

ajpecaTy 1o no4re, NPoCTABJISIOTCH BU3bI?

1. Ha mogyinHHMKE, OTIIPABIIsIEMOM ajJpecary.

2. Ha xonuu, nomeniaeMom B J1€J10 OpraHU3aliH.

8. Kakoii pekBH3UT 0pOpMJICH HENNPABUJIBHO?

1. HaumeHoBaHuEe opraHu3anuu-aBTopa.

2. CripaBouHbIe JaHHBIE 00 OpraHU3aIIH.

3. laTa 1OKyMEHTA.

4. PeructpalimOHHBIN HOMEP JOKYMEHTA.

5. 3aroj0BOK K TEKCTY.

9. Uto poskeH ceaTb padOTHUK OPraHU3alMU, BUSHPYIOIIMA TOKYMEHT, €CJIM OH He

COorJiaceH ¢ €ro conepma}meM?

1. OTka3arbcs OT BU3UPOBAHUS JOKYMEHTA.

2. 3aBU3MpPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHHUE.

10. Kakoe nucbMo0 3aBepsieTcs Ne4aTbio?

1. "'apaHTHIIHOE TMCHMO.

2. KoMmmMmepueckoe mpeioKeHue.

3. [Tucemo-mpockoa.

Kpamxue memoouueckue ykazanus

OTBeuass Ha BONPOCHI TeCTa, CTYAEHT JOJDKEH pPYKOBOJCTBOBAaThCS — 3HAHMSIMH,

MOJIYYCHHBIMHU Ha JICKIUOHHBIX 3aHATHAX U B XOOC CaMOCTOSTEIbHON pa6OTLI.

IlIxana oyenku

OreHka

Baner Ornucanue

O1ieHKa «OTIIMYHO» BBICTABISICTCS CTYCHTY, €CJIM OH NIIyOOKO M HPOYHO YCBOMII IIPOTrPAMMHbIH Ma
16-20 Tepuall HCYEPIIBIBAIOLIE, IIOCIEI0BATENFHO, YETKO U JIOTHUECKH CTPOWHO €T0 U3JIaraeT, yMeeT TECHO)
YBSI3bIBaTh TEOPHUIO C IPAKTUKOH.

OmeHka «XOpOIIoy» BEICTABIISCTCS CTYACHTY, €CIIH OH TBEPAO 3HAET MaTepHall, TPaMOTHO H TI0 CyIIe
11-15 CTBY M3JIaraeT ero, He JOMycKas CyIIECTBEHHBIX HETOYHOCTEHN B OTBETE Ha BONPOC, MPABUIBHO NPU
MEHSET TeOpPETUUECKHE TI0JI0KEHUS IIPU PELICHUH [IPAKTUUYECKHX BOIIPOCOB U 3ajad.

O1eHKa «yJ0BJIETBOPUTENIBHOY» BBICTABIIACTCS CTYICHTY, €CIIH OH UMEET 3HAHHS TOJIKO OCHOBHOT'O
6-10 MaTtepHaia, HO He YCBOWII ero JeTalleii, TOMyCKaeT HETOYHOCTH, HEIOCTaTOYHO MpaBUIbHbIE Gopmy
TupoBKH. He MoxeT cBs3aTh ¢ NIPakTHYECKUMU IPHMEpaMu.

OneHka «HeyI0BIEeTBOPUTEIHHO» BBICTABISIETCS CTYIEHTY, KOTOPBIf HE 3HAET 3HAUUTENILHOM

0-5
YacTH IporpaMMHOIro Marepuajia, 10IyCKacT CyIECTBECHHbIC OIIHOKH.
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