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OT'JIABJIEHHUE

HosicHuTebHAS 3aNIMCKA

Llens 1 31241 TUCHUATIIMHBI

[lepeueHs TUTAHUPYEMBIX pPE3yJIbTATOB OOYYEHHS MO AUCIMILIUHE, COOTHECEHHBIX C
WHJUKATOpaMU JOCTHKEHUS KOMIETSHITHI

MecTo TUCUMIUIMHBI B CTPYKTYpE 00pa30BaTeIbHON MPOrpaMMbl

CTpyKTypa AU CHUNIHHBI

Conep:xxaHue IMCUUILTUHBI

Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

Ouenka JIaHUPYEMBbIX Pe3yJbTATOB 00y4eHH sl

CucreMa OIleHUBaHUA

Kpurepuu BbICTaBICHUS OIICHOK

OueHouHble cpeacTBa (MaTepuaibl) Uil  TEKYLIEro KOHTPOJIS — yCIeBaeMOCTH,
MIPOMEKYTOYHON aTTECTAIIMU O0YJAIOITUXCS TI0 TUCITUTIIINHE

YueOHO-MeTOANYECKOE U HH(POPMALIMOHHOE o00ecneyeHne TUCIUITUHbI

Cnucok UCTOYHUKOB U JTUTEPATYyPHI

[Tepeuens pecypcoB HHPOPMAITMOHHO-TETIEKOMMYHHUKAIIMOHHON ceTu « UHTepHeT»
[Tpodeccruonanbubie 6a3bl TaHHBIX U MHPOPMAILIMOHHO-CIIPABOYHBIE CUCTEMBI
MartepuajbHO-TEXHHMYECKOE 00ecneyeHne JUCHUILINHBI

Oolecneyenue 00pa3oBaTeJIbHOIO TMpouecca sl JHUI € OrPaHUYEHHBIMH
BO3MOKHOCTSIMH 310POBbA

MeToanuyeckue MaTepuaJIbl

[1naHbl ceMHMHAPCKUX / MPAKTUYECKUX / 1a00paTOPHBIX 3aHATUN

MeTtoauueckie peKOMEH1alliy 10 MOATOTOBKE MUCbMEHHBIX paboT

WNHuble maTepuaisl

[Tpunoxxenue 1. AHHOTAIMS AUCIUITIIMHBI



1. IMoscHUTEBHAA 3aAIIUCKA

1.1. ean u 3agaum AMCHUIJINHBI
Llenv  Oucyunaumet —  TOATOTOBUTH  BBITYCKHUKA,  00J1aarOIIETO
TEOPETUYECKUMU M TPAKTUYECKUMHU 3HAHUSIMHU M yMEHUSIMH, CIOCOOHOTO

NPUMEHATH KOMIIETEHIINY B c(pepe yrnpaBlIeHHUs TOKyMEHTAIlMEH B OpraHUu3aIyH.
3adauu oucyuniunol:
- 03HAKOMHThH C MOHSATHEM «IOKYMEHTHpPOBaHHAs MH(OpPMAIUD» U €€ POJIBIO
B YIIPaBJICHUH OpPTaHU3AIUEH;
- copMHUpOBaTh HABBIKK aHAJIN3a HOPMATUBHO-TIPABOBBIX U METOJIUYECKUX
OCHOB JIOKyMEHTAIIHOHHOT'O O0ECIICUCHHS YIIPABICHUS;

- O3HAaKOMHUTb C OCHOBHBIMHU JJEMEHTAaMU CHUCTEMbl  YIPABICHUS
JTOKYMEHTaMU;
- 00y4yuThb METOJAaM  HCIIOJb30BaHUA YHUPHUIMPOBAHHBIX CHUCTEM
JOKYyMEHTAIUH;
- chopMHpOBaTH HaBbIKU JOKYMEHTAI[MOHHOTO oOecrieyeHus
(yHKUHOHANBHBIX cep yIpaBIeHUsI.
1.2. IlepedyeHp  NJIaHHUpPYEMBIX  pe3yJbTaTOB o0yueHus no
AUCHUILIMHE, COOTHECEHHBIX C HWHAMKATOPAMH JOCTHKECHHS
KOMIIEeTeH U

[Ipouiecc n3yueHus: AUCHUIUIMHBI HAIPABJIECH HAa (POPMHUPOBAHUE CIEAYIOIIUX
npodeccuonansubix (I1K), npemycmorpennsix ®I'OC BO mno HampaiieHHIO
moarotoBkd 38.03.02 «MeHeKMEHT.

N3yuenue dbopmupoBaHue
KOoMNnemeHyuti.
[1K-4 - crocoOHOCTHh TJIAaHWPOBATh M OPTraHM30BHIBATH MEXKIYHAPOIHYIO

(BHEITHEOKOHOMHMYECKYIO) JIEATEIbHOCTD

JUCHUITIIMHBI HarpaBJICHO Ha

psana

Komnerennun Nuauxaropsl
(Ko ¥ HAMMEHOBAHUE) KOMIIeTeH I NI
(K01 ¥ HAMMEHOBAHUE)

PesyabTaTsl 00y4yeHus

[1K-4 Criocoben [1K-4.1 Ocymectiuser 3HATh:

OCYLLECTBIIATh
9KOHOMHKO-
YIIPaBJICHYECKUI aHAIU3
JESTEIIbHOCTH KOMITAHUU
U peaJIu3aluu IIPOEKTa

pa3paboTKy U
COBEPILICHCTBOBAHHE
OHM3HEC-TIPOIIECCOB U
pETJIaMEHTOB KOMITAHUH
[1K-4.2 Ocymectiusiet
POCKTHPOBAHUE,
BHEJIPCHHE U

- IOHATHE «JOKYMEHTUPOBAHHAS
uHpOpMaLusa», IOHUMATh €€ POJib B
YIIPABJICHUHU KOPIIOpALUEN;

- OCHOBBI 3aKOHOJIaTENNbCTBA B YACTH
JOKYMEHTAIMOHHOT'O 00ECTIeYeHHUS,
HOPMAaTUBHO-IIPAaBOBYIO H
METOANYECKYK) OCHOBBI




peopranmu3aiuio Ou3Hec- | JOKYMEHTAI[MOHHOTO O0eCTIeueHus
MPOLIECCOB B KOMITAHUH, | YIPaBIIEHUS OpraHU3aliei, CTaHAapThI

B TOM YHCIIE C 10 YNPaABJIEHUIO JIEJIOBOU
HCITOJIb30BAaHUEM JNOKyMEHTAlEH;

COBPEMEHHBIX

MHGOPMAIIMOHHBIX U Ymersb:

TEJICKOMMYHUKAIIMOHHBIX | - HWCHOJB30BaTh  YHUDUIIMPOBAHHBIC
TEXHOJIOTUH CUCTEMBI IOKYMEHTALINH;

- (opmupoBaTh  (QYHKUMOHAIbHbIE
CHCTEMBI JJOKyMEHTAIUH.

Baanern:

- - HWHCTPYMCHTAMU HCIIOJIb30BAHUA
YHUGPUIIUPOBAHHBIX CUCTEM
AOKYMCHTAIUH;

- MeToJaMHu hopmupoBaHHs
(GYHKIMOHATBHBIX CHCTEM
JOKYMEHTaI1H.

1.3. Mecmo Oucuuniunvl 6 CcHMpPYKmype OCHOBHOU 00pA306ameabHOl
npozpammol

JucuumiinHa BXOJUT B 00pa30oBaTENIbHYIO MPOrpamMMy [0 HaIpaBJICHUIO
moarotoBkH 38.03.02 MeHe»KMEHT.

B pesynbrare ocCBOEHMS AMCHUIUIMHBI (OPMHUPYIOTCS KOMIIETEHIIHMH,
HEOOXONUMbIE ISl HW3YYEHHUS JUCHUIUIMH «MEHEeIKMEHT OpraHu3alumny,
«MapkeTuHr», «YOpaBlI€HUECKHE  pEHIeHUs», a TaKKe MPOXO0XKICHHUS

MPOU3BOJACTBEHHOU MPAKTUKH.

2. CTpyKTypa AMCHUILIHHBI
Oobmmas TpyA0EMKOCTh TUCIUIUIMHEI cocTaBsieT 3 3.e., 108 akameMuyeckux yaca (OB).

CTpyKTypa AMCUMIIMHBI /IS 04HO-3204HOI ()OPMBI 00yUeHHs
O0beM TUCHHMIUIMHBI B JOpME KOHTAKTHOW PabOTBhI OOYYAFOIIUXCS C TEIarorHIeCKHMH
pabOoTHUKaMU U (WJIM) JTUI[AMHU, TIPUBJICKACMBIMH K peau3aiuid 00pa30BaTeIbHOM MPOrpaMMbl
Ha WHBIX YCJIOBUSX, PU MPOBEJACHUN YUCOHBIX 3aHATHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
4 Jlexun 8
4 CemuHapbl/1abopaTopHblie paboThI 18
Bceero: 26




O0beM nmucHUIUIMHBL (MOIyJNisi) B (GOpME CaMOCTOSATEIBHOW paboThl OO0ydYaroNmuXcs

COCTaBJISIET 73 aKkageMUYeCKUX yaca(oB).

3 . CO,Z[Cp)KaHI/Ie JUCIUTITTHHBI

Ne HaumenoBanne Copep:xanne
pa3aejia
JUCHUITJIMHBI
1| ToxkymeHTHPO [Ipenmer, 3amaum W WMCTOYHMKHA M3Y4YEHUS Kypca.

BaHHAas [Tonsitue OpPraHu3alMOHHO-IOKYMEHTAIMOHHOTO
uHdopmanus | obecrieuenus. Ero posis B yrpaBieHUH OpraHu3alue.

U ee poJib B Ponws undopmanuu B ynpasienun. MadopmalmoHnHast
ynpaBjeHun | uHGpacTpyKTypa OpraHu3aIuu. Nudopmarmonneie
OpraHusanue | pecypchbl OpraHu3aIuu.

71 ITonsaTue «aoxkyMeHT». Llenu co3manus u coxpaHeHus
JOKYMEHTOB, MX POJIb B YIIPABICHUYECKON IEATEIBHOCTH.
Buasl nokymentoB. ConepikaHue, CTPYKTypa, KOHTEKCT
JOKYMEHTOB M META/IaHHBIE.
2 | HopmaruBHo- | [IpaBoBast OCHOBa JOKYMCHTAl[HOHHOTO  OOCCIIEUYCHHMS
npasoBasi M | ynpasieHus. OenepanbHbie 3aK0HbL. YKa3bl [Ipesunenra PO
MeToaM4yecKa | U nocraHosiieHus [Ipasurenscrea PO.
sl OCHOBBI HopmaTtuBHO-1ipaBOBbBIE aKThI BEJIOMCTBEHHBIX
AOKYMEHTAUM | OpraHOB UCIIOJHUTEIBLHOU BiacTu PO.

OHHOI'0 OcCHOBHbIE HOPMATHUBHBIE NTPABOBBIE U METOJANYECKHUE
o0ecrieyeHUsl | TOKyMEHThl MO  JIOKYMEHTAallUOHHOMY  OOECIIEYEHUIO
YIPaBJICHUsl | yIIpaBJieHUs] opraHu3auueil. ['ocynapcTBeHHbIE CTaHIAPTHI.

Nuctpykuuun, npasuna. Ilepeunn. Hopmbl BpemeHu u
KBATH(UKAIIMOHHBIC XapaKTEPUCTHUKH. AJbOOMBI
YHUDUIUPOBAHHBIX (HOPM.
3 Cucrema CucreMHbIl TOAX0a B ynpaBiieHuu. (Cucrtema ymnpaBlieHUs
ynpasjeHusi | opranuzanueii. (Cucrema  ympaBlieHHS — JOKYMEHTaMH
AOKYMEHTAMHU | OpraHu3auu
Opra”Hu3anuu Cucrembl  nokymeHTauuu. WX  3HaueHue B
yIIpaBJICHUU OpraHu3aluei. [TonsTue CHUCTEMBI
JOKYMEHTALUU. Hctopuueckoe pa3BUTHE CHUCTEM
nokymeHTarnuu. IloHsATHE «YHH(PUIIUPOBAHHBIC CHCTEMBI
JOKYMEHTALIN 151 «pYHKITMOHAITbHBIE CHUCTEMBI

NOKyMeHTanuu» B Poccuiickon ®@enepanun.
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DOYyHKIUOHAJ
bHbIE
CHCTEMbI
AOKYMEHTalu
/|

Cucrema OpPraHMU3alMOHHO-PACTIOPSAUTEIIBHOU
JNOKYMEHTALUU B yIPaBJIECHUN. IToncucrema
OpraHU3alHOHHO-IIPAaBOBOU JOKYMEHTAIUU (ycras,
MOJIOKEHUE 00 OpraHu3aluy, IITaTHOE pacluCaHue,
JOJKHOCTHBIE MHCTPYKIIUH). [Toacucrema
pacrnopsauTeIbHON JOKYMEHTALIUU (mocTaHOBJICHUE,

pelieHre, TMpuKa3, pacnopssKeHHWe, YyKazaHue U - JIp.).
[Togcucrema  HMHPOPMALMOHHO-CTIPABOYHOM  (IIPOTOKOJI,
JIOKJIaJIHAs 3aMUCKa, OOBSICHUTENbHAS 3aluCKa, 3asBIICHUE,
JICJIOBOE TMHChMO, OJJIEKTPOHHOE COOOIeHne W Jp.) |
nH()OPMAITMOHHO-aHATTUTUIECKOW  JTOKyMEHTanuu  (aKT,
CIpaBKa, 3aKJIIOYCHHE, OT3BbIB, MEPEUYCHb, CIUCOK H IIp.).
JenoBas MeperucKa, COIMPOBOXK/IAFOILIAS polecc
MIPEICTABJICHIE HHTEPECOB U TIOCPETHUIECCTRO.

Cucrema TOKyMEHTAIIUU IO TPYAOBBIM OTHOIIICHUSIM.
JIOKyMEHTAIITMOHHOE  O0ECTICUCHHE CHCTEMBI TPYIOBBIX
OTHOIICHUH B yNpaBieHWU (TICPBUYHBIE JIOKYMEHTHI
TPYJOYCTPOMCTBA, TPYJAOBOM JIOTOBOp, JUYHOE JIEJIO
COTpY/JHMKA, TPYAOBas KHIXKA, paboTa € NUCHhMEHHBIM
oOpalleHUsIMU TPaXK]IaH).

Cucrema (pUHAHCOBOM TOKYMEHTAIIMU B YIIPABJICHHUH.
OOmiasi xapakTepucTuka JOKYMEHTOB 10 (PHUHAHCOBO-
pacueTHbIM  omepamusaM.  Krnaccudukarusi — y4eTHBIX
nokyMeHTOB. CriocOOBI HCTIpaBIeHUsT OMMOOK B (PTHAHCOBO-
pacueTHOU nokyMeHTanuu. OPopMIeHUE OTKPBITHS CUETOB
opranu3anuii. OCHOBHBIE BHJIBI JOKYMEHTOB 1O (PTHAHCOBO-
pacdyeTHBIM ormeparnusaM. llepernrcka 1m0 (PUHAHCOBBIM
BOIIPOCaM.

Cucrema JOKyMEHTallMM MO CHAOXEHHIO U COBITY.
JIOKyMEHTaIIMOHHOE oOecrieueHue YIPaBJICHYECKHUX
byHkuui cHabxenust u cobita. Jloropopsl. JloBepeHHOCTH.
Haknanueie. Hapsibi. Kommepueckue aKThI.
[Iperen3nonnbie nucbMa. MckoBbie 3asBiieHus. JlenoBas
MEPETHCKa.

Cucrema JIOKyMEHTAITU! 1o MapKETUHTY.
JlokymeHTarmoHHoe oOecredeHne (PyHKIIMM MapKEeTHHTA.
[lepenucka 00  opraHm3anuu,  IUTAHUPOBAHUHU U
OCYILIECTBJICHUU nH(OPMAITMOHHON NeSITETHHOCTH,
MapkeTuHre. AHanutudyeckue o030pbl. MH(popmarmonHbie
o030pbl. Ilepenucka co CMU. Kputuueckue OT3BIBHI,
OTPOBEP)KCHUS HEIOCTOBEPHBIX CBEICHUN O JESITCIHHOCTH
opranu3anuu. [IporpaMMbl MapKETHHTOBBIX HCCIICIOBAHUM.
JIOKyMEeHTBl JBW)KEHHUSI 1IEH Ha pbIHKE, 00 OIlepaTUBHOM
aHanKu3e NOTPeOHOCTH B MPOAYKIIUH U T.II.

Cucrtema JOKYMEHTAallMM 10 pekiame. Pexinamuoe
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nuceMo. WHpopmannonusie wuznanus. CTaTbH, TEKCTHI
Tenepaguonepenay, IUIaHbl, MPOCHEKTHI, CUEHAPUU U T.IL
JlokyMeHTBl (3asiBKM, nepenucka v T.1.).  JloroBopsl o
pa3MeIlleHUd M BBIMYCKE pekiaambl W T.0. JlemoBas
IEPENNCKa, CONPOBOXKIAIOLIAS OPraHU3allMi0 M ydacTUE B
BBICTaBKaxX U sSipMapKax.

4. O0pa3oBaresibHbIE€ TEXHOJOTHH

[Tpu peanuszanuu MporpaMMbl JUCHUIUIMHBI UCTIONB3YIOTCS pa3iHyHble 00pa3oBaTeIbHbIC
TEXHOJIOTHH, HaIllpaBJCHHbIE Ha (OPMHUPOBAHME 3asBICHHBIX KOMIIeTEHIM. B aynutopHyio
Harpys3Ky BXOJAT JICKIUMOHHBIC U CCMUHAPCKUEC 3aHATHUA, a TAKKE pa3JINYHbIC (bOpMBI KOHTPOJIA.
Hcmonp3yroTcsi akTUBHBIE M WHTEPAKTUBHBIC (POpMBI mpoBeneHus 3aHsTui. [Ipu peamuzanmun
nporpaMMbl  TUCHMIUIMHBI ~ «TaliM-MEHEIKMEHT»  HCIOJIB3YIOTCS:  MPOOJIEMHBI  METOJ
M3JI0KEHUsI JICKIIMOHHOTO MaTepHualia, pelieHHe MPAaKTHYECKUX 3a/1ad 10 BOMpPOcaM TeMBbl Ha
CCMHUHAPCKUX 3aHATHUAX.

CamocrosiTensHast paboTa CTYACHTOB TIOApa3syMeBaeT IIOATOTOBKY K CEMHHApCKUM
3aHATHUSM, IPOBOAMMBIM B (popMe pazbopa KOHKPETHBIX CUTyallui; HHAUBHIYaJIbHYIO paboTy B
KOMIIBIOTEPHOM KJ1acce ¥ Onbnnoteke. OHa HampaBjieHa Ha 3aKpeIICHUE U yIiTyOJeHue 3HaHU,

IMOJIYUYCHHBIX B X04€ ayIUTOPHBIX 3aHATHH.

Ne | HammeHoBaHue Buabl yueoHoit
n/n TeMbI paﬁoTI,I Oﬁpa30BaTeJII>HLIe
TEXHOJIOInHu
1. | JoxymenTtupoBanHas Jlexuus
uHpopMmanus u ee [TpakTHdeckoe 3aHaTHE | Y4acThe B AUCKYCCHH
pOHL B praBﬂeHI/H/I Bremonnenne TIPAKTUIECKUX 3aJaHUN
opraHusanueit CaMOCTOSTEIbHAS KoncynbTupoBanue 1 npoBepka JOMaIIHUX
pa6OTa 3aJaHUU MOCPCACTBOM DJICKTPOHHOU IMMOYTHI
2. | HopmartusHo- Jlexkuus
MpaBoOBas U YyacTue B JUCKyCcCUU
METOANYECcKast TIpaKTHYECKOE 3aHsTHE | DPIIOIHCHHC IPAKTHICCKUX 3a/IaHHi
KonTponbHas padbora
OCHOBBI
'HOKyMeHTaHHOHHOFO CaMOCTOHTeHLHaH KOHcyHBTI/IpOBaHI/IC " IPOBEpPKaA JOMAITHUX
obecrieueHus pabota . i
3aJaHUU MOCPCACTBOM DJICKTPOHHOU IMOYTHI
yIpaBiIeHUS
Yuyactue B JAUCKYCCUU
Brinonnenue MPAKTUYCCKUX 3aZ[aHHﬁ
3 Jlekuus




Cucrema

KOHCYJ'II)TI/IpOBaHI/Ie 1 MPOBEPKAa JOMAITHUX

YIIpaBJICHUSA HpaKTquCKoe 3aHATUC 3aJ]aHUI TOCPE/ICTBOM 3JIEKTPOHHOU MOYTHI
JIOKyMEHTaMU B CaMocTosTenbpHas
OpraHu3aIiH pabota

4. D yHKIMOHATIBHbIE Jlexnus Yuactue B IMCKyCCUH
CHUCTEMBI Brinonnenne MPAKTUYCCKUX 3aZ[aHHﬁ
JOKYMEHTALHH Konrponsnas padora
(CI/ICTeMa [IpaKTHYECKHE 3aHsTHS KoncynbTupoBanue u poBepKa JOMAIIHUX
OpraHM3aIHOHHO- CaMOCTOSTENbHAS 3a/IaHUi IOCPEACTBOM JIEKTPOHHOM MOYTHI
pacnopsaIuTEIbHON pabota
JIOKYMEHTAIUH )

5. | ®yukuMoHaIBHBIE Vyactue B IUCKYCCUH
CHCTEMBI HGKHI/UI BI)IHOJ'IHeHI/Ie MPAKTUYCCKUX 3aZ[aHI/Iﬁ
ﬂOKyMeHTaHI/H/I KOHCYJ'II)TI/IpOBaHI/Ie 1 MMPOBEPKa JOMAITHUX
(Cucrema TIpaKTHYecKue 3aHsTHS 3aIJaHUH IIOCPEACTBOM DJIEKTPOHHOMN TIOYTHI
JOKyMEHTAIMU 110 CamocrosTenpHas
TPYIZOBEIM paborta
OTHOIIEHUSIM )

6. | ®dyHkuMOHANBLHBIE Jleknusa VYuacTue B IUCKyCCHH
CHCTEMBI BBIHOJ'IHCHI/IC MPAKTUYCCKUX 3aHaHHﬁ
,Z[OKyMeHTaHI/H/I KOHCYHLTHpOBaHI/Ie 1 MPOBEPKa JOMAITHUX
(CI/ICTeMa HpaKTI/III ECKHE 3aHITHS 3a/IaHU{ TIOCPEICTBOM DJICKTPOHHOM MOYTHI
(uHaHCOBOM CamocTrosTenbHas
JIOKYMEHTAI1H ) paborta

7. | OyHKUMOHAIBHBIE Jlexust Yu4acTue B IUCKYCCHH
CHCTEMBI BrinonHeHne npakTUuecKuX 3aAaHui
JIOKyMEHTAIUU
(CI/ICTeMa HpaKTquCKHe 3AHSTUS KOHcyHBTI/IPOBaHI/IC nu HpOBCpKa JOMAIITHUX
I[OKyMeHTaHI/H/I 1o CaMOCTOﬂTeHBHaﬂ 3aHaHI/Iﬁ IoCpeACTBOM SHCKTpOHHOﬁ I1OYThI
CHAOXXEHUIO U pabota
COBITY)

8. | dynkiMonanbHbIE YyacTue B AUCKYCCUH
CHCTEMBI Jexuus BrinonaHeHue npakTuueckux 3aAaHui
JIOKyMEHTAIuU
(Cuctema [IpakTrueckoe 3aHsATHE
I[OKyMeHTaI_II/H/I o CaMOCTOﬂTeHBHaﬂ KOHCYHLTHpOBaHI/Ie 1 MPOBEPKa JOMAITHUX
MapKEeTHHTY U pa6 oTa 3a/IaHU{ TIOCPEICTBOM DJICKTPOHHOM MOYTHI
pekiname)

9. | Hanucanue IIpakTrueckoe 3aHsTHE | UTOrossiii Tect
HTOTOBOM CamocrosTenpHas
MUCEMEHHOU paboThI paboTa

10. [IpomexxyTouHas [IpakTrueckoe 3aHsTHE | Cobecen0BaHKE 110 PE3YIIHTATAM U3YUECHHUS
aTTecTanus Kypca

DK3aMeH
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B mepuox BpeMEHHOrO NPUOCTAHOBJICHHS TOCEIICHUS OO0YYarOIIUMHUCS
nomemennit u teppuropurn PITY nang opranusamum ydeOHOro mporecca C
MIPUMEHEHUEM DJJICKTPOHHOTO OOYyYEHHUsS W JAUCTAaHIMOHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTWMA MOTYT OBITh HWCIIOJB30BAaHBI  CIEAYIONME O0Opa3oBaTEIIbHbBIC
TEXHOJIOTUU:

— BUJECO-JICKIINY;

— OHJIANH-JIEKIIUH B PEKUME PEATIBHOTO BPEMEHHU;

— DJIGKTPOHHBIC YUYE€OHUKH, Yy4YeOHBIE IIOCOOMS, Hay4yHble U3JaHUSA B
AIIEKTPOHHOM BHUJIE U JIOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM peCypcaM;

— CHCTEMBI JUJIS1 DJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIbTAallMU C UCIIOJIb30BAHUECM TCIICKOMMYHUKAIIMOHHBIX CPCIACTB.

5. OUEHKA NNAHUPYEMBbBIX PE3YJ/IbTATOB OBYYEHIA

5.1. CucrteMa onieHUBaAHUSA

B mpouecce n3ydeHuss Kypca HNpOBOAUTCS PEUTHHIOBBIM KOHTPOJIb 3HAHUHM CTYIEHTOB B
cootBeTcTBUM ¢ [lonoxkenuem PITY o ero mpoBenenun. OH mpeanosaraer y4er pe3yibTaToB
CaMOCTOSITENIbHOW paOOThl IO BBINOJHEHUIO TUIOBBIX M CHUTYAallMOHHBIX 3aJaHMH, a Takxke
CTEINEHH y4acTHsl CTYJICHTOB B 00CY>KJICHUH BOIIPOCOB Ha CEMUHAPCKUX 3aHITHUSAX.

OueHka 3HaHWH HpeACTaBISAET COOOIl COBOKYNHOCTb PA3INUYHBIX IOKa3zaTeled paboThI
CTyJEHTa B TeueHHe Bcero mpouecca oOyudeHus. [lo kypcy «MeHEIKMEHT HEKOMMEpPUYECKUX
OpraHu3elyil» npeaycMaTpuBaeTcsi TEKYLIMH KOHTpOJb YCIEBAaeMOCTH B (opme ompoca Ha
3aHATHUAX, TECTUPOBAHHUs, BBIIOJIHCHUE IPAKTUYECKUX 3anaHuil. [IpoMexyTOYHBIM KOHTpPOIb
MIPOBOJUTCS B (JOPME TECTUPOBAHUSI W UTOTOBOM MUCHMEHHON KOHTPOJIBbHOU paboTsl. C yueTom
HaOpaHHBIX B CEMECTpe OAJIOB CTYJEHTHI MOJIYYaroT 3a4eT ¢ OlLleHKOW. MToroBas KOHTposIbHAs
pabota npoBoauTcs B popMe MUCbMEHHON paboThl, IIpelycMaTpUBaIOLIeH OTBETh B CBOOOIHOM
(dbopme Ha MOCTABICHHBIE BOIIPOCHI.

Hrorosas oneHKa BBICTABIACTCS B IIOJIHOM COOTBETCTBUU C yTBepxkAEHHOW B PITY

PEUTHUHIOBOM CUCTEMOW KOHTPOJIS 3HAHUM.
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Bun xoHTposs Cpoxku Kpurepun Konnuectso
POBEJCHUS OLICHKHU OaoB
(MakcuMaInbHO)
1. YuacTtue B 00CyX1eHUH B teuenue 10 4 6amioB
TEOPETUYECKUX BOIIPOCOB Ha Cemectpa 48
MPAaKTUYECKUX 3aHIATUSAX U B PEIICHUU
NPAaKTUYECKUX 3a/1aHUM
B Teuenun Mo 6 6ammoB 12
2. KonTponbHbie paboThI (2 mIT) cemecTpa

[lIony4eHHBIA COBOKYMHBIN PE3YyJIbTAT KOHBEPTUPYETCS B TPATULMOHHYIO

IKaJIy OLEHOK M B IIKaJIy OLIEHOK EBpONENHCKOM CHUCTEMBI MEPEHOCa U

HakoruieHus: kpeautoB (European Credit Transfer System; nmanee — ECTS) B

COOTBETCTBUH C TAOIULIEH:

100-bannonas Tpaouyuonnasn wikana [ixana
wKana ECTS
25— 100 OtanyHo A
83 —94 B
68 — 82 Xopo11o 3a4TEHO C
56 —67 D
50_55 YIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2.KpuTepuu BbICTABJIEHHS OIlEHKHU 1O JUCIUIJINHE

bannvl/ Oyenka Kpumepuu oyenxu pezynomamos o6yuenus
Hlxana ECTS no OuUCyuniuHe no oucyuniuxe
100-83/ «OTIUIHOY / BreictaBisiercst oOydaromemycsi, €clidi OH TIIyOOKO H
A.B «3a4TE€HO IIPOYHO  YCBOWUJI  TEOPETUYECKUH U  IPAKTUYECKUU
(otmugHO)» / MaTepHuay, MOXKET MPOJEMOHCTPUPOBATH ATO HA 3aHATHUIX
«324TEHOY U B XOJI€ TPOMEKYTOYHOH aTTeCTaIlIH.

OOyJarmMiicsi UCYEPIBIBAIOIIE M JIOTHYECKH CTPOMHO
u3j1araeT y4yeOHBI MaTepHual, yMeeT YBSA3BIBATh TEOPHIO C
MPAaKTUKOM, CIpPAaBIIETCS C peUIeHHeM 3ajad mnpodeccu-
OHAaJIbHOM HAIpPaBJICHHOCTU BBICOKOI'O YPOBHA CJIOKHOCTH,
IPAaBUJIBHO 0OOCHOBBIBAET MPUHSTHIE PEIICHHUS.

CBobGonHO opueHTHpyeTcss B yuyeOHOW u mpodeccu-
OHAJILHOM JUTEpaType.

OneHka Mo IUCHMIUIMHE BBICTABISIIOTCA OOydaroleMycs
C Y4Y4€TOM pE3yJbTaTOB TEKYyIIEHW M IPOMEKXYTOYHOU
aTTECTALNN.

Komnerenmuu, 3akperui€éHHble 3a TUCHMIUIMHON, copmu-
pPOBaHbI Ha YPOBHE — BBICOKHI».
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Bannvl/
Hlxana ECTS

Ouyenka
no oucyuniune

Kpumepuu oyenxu pezyromamos o6yuenus
no OuCyuniuHe

82-68/
C

«XOpouIoy /
«3a4TCHO
(xopom1o)» /
«3a4TCHO»

BrictaBnsiercs oOydwaromemycsi, €Ciidi OH 3HaeT TEOPETHU-
YECKUHI U NMPAKTUYECKUI MaTepuall, IPaMOTHO U IO CyIIe-
CTBY M3J1araeT €ro Ha 3aHATHUAX U B XOJ€ IIPOMEKYTOUHOU
aTTeCTaluu, HE JOIIyCKas CYIECTBEHHBIX HETOYHOCTEM.
OOyuatomuiicss NPaBWILHO TPUMEHSET TEOPETHYECKHE
IIOJIOKEHUS ~ IIPU  PEIICHUM  IPAKTHUYECKHX  3ajad
npo¢ecCHOHATBHON HAMpPaBIEHHOCTH Pa3HOTO ypPOBHSA
CJIO’KHOCTH, BJIaICET HEOOXOIMMBIMH JIJIs1 3TOTO HAaBbIKAMU
U IpuéMamu.

JIOCTaTouHO XOPOIIO OPUEHTUpPYETCA B y4eOHOH U Ipo-
(heccuoHanbHOM JTUTEpATYPE.

OneHka Mo IUCHMIUIMHE BBICTABISIIOTCA OOydaroleMycs
C Y4Y4€TOM pE3yNbTaTOB TEKYyIIEHW M IPOMEKXYTOYHOU
aTTECTALUN.

Komnerennuu, 3akperui€éHHble 32 TUCHMILIMHON, chopmu-
pOBaHbI Ha YPOBHE — «XOPOILIUIIY.

67-50/
D.E

«YIOBIIETBOPH-
TEIBHO» /
«3a4TECHO

(ynosneTBopu-
TEJIBHO)» /
«3aYTCHO»

BricTtaBnsiercs oOydaroeMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKHM W MpaKTUYECKU MaTepual,
JIOTIYCKaeT OTIENIbHbIE OLIMOKM TpPU €ro M3JO0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUYHOM aTTECTaLUH.
OOyuaromuiicss UCIBITBIBAET OIpPEIEIEHHbBIE 3aTPyAHECHUS
B IIPUMEHEHUH TEOPETUYECKUX IOJIOKEHUM MPU PEIICHUN
NPaKTUYECKUX 33124 MPOo(PeCcCHOHATBHON HANPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CIOXHOCTH, BIaJeeT HeoOXoau-
MBIMH JUIsI 3TOT0 0a30BBIMM HAaBbIKAMHU U MPUEMaMHU.
JleMOHCTpHUpYET JOCTaTOYHBIM YpPOBEHb 3HaHUS yueOHOM
JUTEPaATyphl IO TUCIUIUINHE.

OneHka Mo IUCHMIUIMHE BBICTABISIIOTCA OOydaroleMycs
C Y4Y4€TOM pE3yNbTaTOB TEKYyIIEHW M INPOMEKXYTOYHOU
aTTECTALNN.

Komnerenmun, 3akperui€éHHbe 32 TUCIMILIMHON, copmu-
POBAHbI HA YPOBHE — «JIOCTATOYHBII).

49-0/
F,FX

«HEYIOBIIETBOPUTE
JIBHO» /
HE 3aYTEHO

BricTaBisiercss oOydaromieMycsi, €ciid OH HE 3HaeT Ha
6a30BOM YpPOBHE TEOPETUYECKHH U MPAKTUUECKUN MaTepu-
aj, JOMyCKaeT rpyOble OMIMOKK MpPHU €ro U3JI0KCHUH Ha
3aHATUSAX U B X0JI€ TPOMEXXYTOYHOM aTTeCcTaluH.
OOyuaromuiicss MCTIBITHIBAET CEPbE3HBIE 3aTPYJHEHUS B
NPUMEHEHUH TEOPETHUYECKUX TIOJIOKEHUI NpU pelieHuH
NPaKTUYECKUX 33124 MPOo(eCcCHOHATBHON HANPaBIECHHOCTH
CTaHJApTHOTO  YPOBHS  CJIO)KHOCTH, HE  BiaJeeT
HEOOXOJUMBIMU JJI1 TOTO HAaBbIKAMU U MpUEMaMHU.
JlemoHCcTpupyeT  (parmMeHTapHble  3HaHUS  y4eOHOIl
JUTEPaATypPhl [0 TUCLUILINHE.

OneHka Mo IUCHMIUIMHE BBICTABISIIOTCA OOydaroleMycs
C Y4Y4ETOM pE3yNbTaTOB TEKyIIEHW H IPOMEXKXYTOYHOU
aTTeCTallHH.

KomnereHiumn Ha ypoBHE «IOCTATOYHBINY, 3aKpEIIEHHbBIE
3a AMCLUMIUIMHON, HE COPMHUPOBAHBI.
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Texywuti koumponw

KpI/ITepI/II/I OLICHKHW OTBETOB Hd BOIIPOCHI TCCTOB:

- IIpaBuiibHbIN OoTBEeT Ha 1 Bompoc Tecta — 0,5 6ain

- He mpaBunbsHBIM O0TBET Ha Bompoc Tecta — () 6aon

Kpurepuu OlieHKM Kaue€CTBA BBINOJIHEHUS aHATUTUYECKOTO

3a/1aHus (KOHTPOJIbHON pabOThI):

- [lonHbIit OTBET HA Bompoc — 6 GasIoB

- Henousinplii oTBET Ha Bompoc — 5-3 Oaia

- [ToBepxHOCTHBIN OTBET HA Bompoc — 2-1 Ganna

- HenocraTounslii st arrectauu oTBeT (OTCyTCTBHE O0TBETa) — () 6aioB

HroroBas koHTpodbHas paborta (40 Oamn.) mpoBogutTcs B (opme TecT-

KOHTPOJISI, CoJiepKaniero 0a30Bbie BOMPOCH yUeOHOUW TUCIIUTITAHBI.

[Ipu npoBeneHun codeceoBaHus CTYyACHT JOJKEH OTBETUTh Ha 3 BOMpoca
(m1Ba BOTMpOCa TEOPETHUECKOTO0 XapakTepa W OJWH BOMPOC MPAKTHYECKOTO
Xapaxkrepa).

[Ipp oneHWBaHMM OTBETAa HA BOIPOC TEOPETUUYCCKOTO XapakTepa

YUYUTBIBACTCA:

- TEOPETUYECKOE COJIEpPKAHWE HE OCBOCHO, 3HAHUE
MaTepualia HOCUT (parMEHTapHBIA XapakTep, HaJU4he TPyObIX

omubok B oTBeTe (1-3 Gamna);

- TCOPCTUYICCKOC COOCPIKAHUC OCBOCHO HJaCTH4YHO,

JOMYIIIEHO He 0oJiee NBYX-TpeX HeaoueToB (4-7 6amion);

- TEOPETUYECKOE COJEP)KAaHUE OCBOCHO TMOYTH IMOJHOCTHIO,
JOMYIIEHO He 0oJiee OJIHOTO-/IBYX HEJ0YETOB, HO OOydJarouIuucs

cMoOT OBl UX UCIIPaBUTh caMOCTOSITENBHO (8-11 Gamnos);
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- TCOPETUICCKOC COACPIKAHUC OCBOCHO ITOJIHOCTBIO, OTBET

MOCTPOEH 1O cobcTBeHHOMY TiiaHy (12-15 Gamos).

[Ipy oueHuBaHUMM OTBETA HA BONPOC MPAKTUYECKOIO  Xapakrepa

YUUTHIBACTCS:
— oTBET coziepkuT Menee 20% npaBuiabHOrO pemeHus (1-2
Oanna);
- orBeT coaepxkut 21-89% mnpaBuibHOro pemenus (3-8
0aJlIIoB);
— otBeT conepkut 90% u Gonee mpaBuIIbHOTO pemieHus (9-
10 6anmnoB).

5.3. Oyenounvie cpedcmea (mMmamepuavl) 0Jisi MeKyuleco KOHMpOos
YCnesaemocmu, nPOMeNCYmouHolu ammecmayuu 00y4aruuxcs
no OUCyuniIuHe
IIpumepHasi TeMaTHKA KOHTPOJbHBIX PadoT

Kontpoabnast padora 1

3aKkoHOIaTeIbHBIE AKTHI B cpepe nHpOopMaluu U JOKYMEHTALIMH.

Vka3el u pacnopsikenust Ilpesunmenta P®, mnocraHoBiIeHUS U
pacniopsbxkenus [IpaBurenscta PO.

3. IIpaBoBbIE aKTBl HOPMATUBHOIO W HWHCTPYKTHUBHOI'O XapakTepa,
METOJIMYECKHE JOKYMEHThI TIO JIECJIONPOU3BOJICTBY YUPEKICHUM,
OpTraHU3AUN, TPEIPUATHH.

4. ['OCT na noxymentarnuto. Y CJl, O6mepoccuiickue kiaccuuKaTopsl
TEXHUKO-3KOHOMHUYECKOU U COIUAIbHOW UH(pOPMAITUU U JP.

3. MexnyHapOoIHbIN CTaHJapT 11(¢] YIIPABIICHUIO JIEII0BOM

NOKyMeHTanuen. HammoHanbHbli CTaHAApPT IO YHOPABICHUIO JEIIOBOU

JOKYMEHTalEN

N —

Kontpoabnas padora 2
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[Toxcucrema opraHn3aliMOHHO-ITPABOBOM JOKYMEHTALIMU

. Iloxgcucrema pacniopsaAuTENbHON TOKYMEHTALMN
. Ioncucrema nHGOPMAIIMOHHO-CIIPABOYHOM JTOKYMEHTAIIUH.
. JlenoBasg mnepenucka, CONPOBOXKAAMOIIAS IPOLECC IPEICTABICHUS

HHTCPCCOB U ITIOCPCAHUYICCTBO.
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IIpuMepHbIii COCTaB BONPOCOB TecTa'

1. PernameHTanus BOMPOCOB PadoThHI ¢ JOKYMEHTAMH B JJIEKTPOHHOH (popme
npeaycmarpusaercs (11K-4)

1. ®epepanbHbiM 3akoHOM «O0 wuHpopManuH, WHOOPMAUOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe HHPOPMALIUM»

2.T'OCT P 6.30-2003.

3. ®enepasibHbIM 3aKOHOM «OO0 3JIEKTPOHHON HU(PPOBOI MOAITUCH.

2. JIOKyMeHTBbI, KOTOpPble CJIYKAT NEePBUYHBIMH YYeTHbIMHM [TOKYMEHTAMH
NMPUHUMAIOTCS, €CJIM OHU COCTaBJIeHbI B cooTBeTcTBUM ¢: (ITK-4)

1. VYuudummupoBaHHbIMU ¢GOpMaMH, COACPNKAINIMMHUCS B  anbOoOMax
YHUGUIUPOBAHHBIX (HOPM.

2. Tlonoxenuem «O mopsiake oOpamieHus co ciykeOHOoW wuHbopMarmei
OTPaHUYCHHOTO PACHpPOCTpaHEHUs B (QeAepadbHbIX OpraHaX HWCIOJHATEILHON
BJIACTH

3. 3akoHOM P® ot 21.07.1993 Ne 5485-1 «O rocynapCTBEHHOU TalHE.

4. MeToau4yecKuMU TOKyMEHTaMHU 10 ACIIONPOU3BOJACTBY  YUPEIKICHUH,
Opra’u3anuu, NpeAIpPUATHN.

3. Kakol u3 HHKeNepeyHCJeHHBIX JOKYMEHTOB fBJIAeTCs HamnboJsee
KaTeropu4Hod GopMoi pacnopsiiuTebHOI0 BO3ACHCTBHS B YIPABJICHUM M
00513bIBACT MOJAYUHEHHBIX TOYHO MWCIOJHATH TMPUHATHIC PeEHIeHUs] B
YCTAHOBJICHHbIE CPOKH:

1. Ipukas.

2. PacniopsixeHue.

3. Ykazanue.

4. UucTpyKuun.

4. PacniopsiskeHHs1 M31AK0TCHA OT UMEHHU:
1. PykoBoauTenen opraHu3anuu.
2. 3amecTuTenel pyKOBOAUTENS OpraHU3aly.
3. PykoBoauTenen OTAEI0B.

5. OpraHu3anuoOHHAs CTPYKTYPA OPraHu3auum
1. BBOAUTCS B ICUCTBHE 00SM3aTEIIBHBIM MPUKA30M PYKOBOIUTEIIS.
2. He TpeOyeT u3aaHus MpruKa3a PyKOBOIUTEIIS
4. BBOIUTCA B JICHCTBHE €€ MPEACTABICHUEM B Tpad)muecKoM BH/IC.

' YacTMYHO MCTIONB30BAHBI BAPHAHTHI TECTOB:

TectoBbie 3agaHus Mo TeMe «JJoKyMeHTaUHOHHOEe obecrneueHue ynpaBieHus»// «Cekperapp-
pedepent» N8 2007 / KontponbHas padora// Pesxum nocryma: http://www.profiz.ru/st/8 2007/test/; Tectsr as
OLICHKH CTETICHN YCBOSHHUS IUCUUIUTHMHBL « JJOKYMeHTalMOHHOe oOecrneyeHue ynpaBiaeHus»//
CouunanbHas ceTb PaOOTHUKOB

00pa3oBaHMs Ns // Pexxum pgoctyma: http://nsportal.ru/npo-spo/ekonomika-i-upravlenie/library/2013/12/06/
testy-dlya-otsenki-stepeni-usvoeniya-distsipliny



http://nsportal.ru/
http://nsportal.ru/
http://www.profiz.ru/sr/8_2007/test/
http://www.profiz.ru/sr/rubric/24/
http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/8_2007/
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6. loxymeHT — 3TO:

1. 3admkcupoBaHHas Ha MaTepUATHLHOM HOCUTENE HH(POPMAIIHS C
PEKBU3UTAMHU, TTO3BOJISIONIUMU €€ UICHTU(PHUIIUPOBATE.

2. Hocurens nHpOpMaLMK, UCIIONB3YEMOU B LENIAX PEryJIHUPOBAHUS
COLIMAIbHBIX OTHOLIEHU.

3. Uudopmanus, 3apukcupoBaHHas JTHOObIM CIIOCOOOM Ha JIFOOOM HOCHUTEJNE.

7. Ha xakoMm 3K3eMILIsIpe AeJJ0BOr0 NMMUCHbMA, MOAT0OTOBJIEHHOM VISl OTIIPABKHU
aJpecary 1o no4re, MPOCTABJIAKTCH BU3bI?

1. Ha mopnuHHKKE, OTIPABISIEMOM ajpecary.

2. Ha xonuu, noMeniaeMou B JI€J10 OpraHu3aiuu.

8. Uro mosxeH cnenarb palOTHUK OPraHU3aAUNH, BUSHPYIOIIHI JOKYMEHT,
€CJIM OH He COIJIACEH € ero cofepKaHnuemM?

1. OTka3atbcs OT BUSUPOBAHUS IOKYMEHTA.

2. 3aBU3HPOBATH TOKYMEHT, BBIPA3UB CBOE MHEHHE.

9. K kakoMy JOKYMEHTY OTHOCHUTCS CJIeIYIONIAsl XaPAKTEPUCTUKA «ABJISIETCSA
OCHOBHBIM HOPMATHUBHO-METOJAUYECKHUM JOKYMEHTOM, ONpeleJsiioIuM H
YCTAHABJMBAKIIMM  €IUHBI  MOPSIAOK  COCTaBJeHUsi, O(opMIIeHHsI
JOKYMEHTOB M Pa00ThI C HUMHU B OPraHU3aAIUum»?

1 UucTpyKIKs 10 A€TONPOU3BOJICTBY

2 HomeHkinartypa aen

3 PernamenT paboThl

10. Ha3zoBuTe BUAbI MHUCbMEHHBIX HJOKYMEHTOB, KOTOpbIe BXOASAT B COCTaB
YHU(PUIUPOBAHHOMI CHCTEMBbI OPraHU3aAlUOHHO-PACIOPSIANTEILHOM
AOKyMeHTauum?

1. Opranu3zaiioHHbIe, PACHOPAIUTENIbHbIC, UH(OPMAIMOHHO-CITPABOYHBIC
JOKYMEHTHI U JOKYMEHTHI 110 TPYAOBBIM OTHOILLICHUSIM

2. Opranu3aluOHHBIE U PACTIOPAIUTEIBHbBIEC TOKYMEHTHI

3. OpraHuzaioHHbIe, PACIOPSAUTEIbHBIE U HH(HOPMAIIMOHHO-CITPABOYHBIE
JTOKYMEHTBI

11. Kakoit I'OCT periameHTHpyeT NpaBWja pa3MelieHUusi U 0(OopMIIeHUS
PEKBHU3MTOB OPraHU3ANUOHHO-PACIIOPSAAUTEIbHBIX TOKYMEHTOB?

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3TOCT P 6.30-97

4 EI'C 10Y

6. Her npaBunbHOrO OTBETA

Bomnpocsl k 3k3aMeny
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Ponb undpopmanuu B yrpasienuu. (I1K-4)

Nudopmarmonnas nundpactpykrypa opranuzaiuu. (I1K-4)

Nudopmarmonnsie pecypcenl opranmzanuid. (I11K-4)

Llenu co3maHus M COXpAaHEHUs JIOKYMEHTOB, UX pOJIb B YIPaBICHYECKOU

nesitenbHocTU. (I1K-4)

Buast nokymentos. (ITK-4)

CopeprxaHue, CTpYKTypa, KOHTEKCT JOKYMEHTOB U MeTajanuble. (I1K-4)

7. IlpaBoBasi OCHOBa JIOKYMEHTAallUOHHOTO OOECIEYEHUs  YNpaBJICHUS.
®denepanbHble 3aKOHBl. HOpMaTUBHO-IPABOBBIE  AKThl  BEJIOMCTBEHHBIX
OpraHoB HcnoJgHuTeNbHOU Biactu PO. (I1K-4)

8. OCHOBHbIE HOpPMAaTHBHBIC IPABOBbIE M METOAMYECKHE JOKYMEHTHI II0
JOKYMEHTAIIMOHHOMY OOecIedeHuIo ynpapienus opranuzamnueit. (I11K-4)

9. Cucremnslii noaxon B ynpasieHuu. (I1K-4)

10.Cucrema ynpasnenus: opranuzanueil. (I1K-4)

11.Cucrema ynpasnenust fokyMeHnTamu oprannzanun(11K-4)

12.Cucremsl nokymentanuu. (I1K-4)

13.VcTtopuueckoe pazputue cucrteM nokymeHtanuu. (I1K-4)

14.TlonaTne «yHU(PUUUPOBaHHBIE CUCTEMBI JOKyMeHTauumw». (I11K-4)

15.1TonsiTe  «(yHKIMOHATBLHBIE CHUCTEMBI JIOKYMEHTanuu» B Poccuiickoii
Oenepanuu. (ITK-4)

16.Cucrema OpraHu3aIlMOHHO-PACTIOPSIANTETBHON JIOKYMEHTAILIUU B
ynpasienuu. (I1K-4)

17.IToncucreMa opraHu3allMOHHO-TIpaBoBOM nokyMmeHTaruu. (ITK-4)

18. Tloncucrema pacnopsiauTenbHoM fokymenTanuu. (11K-4)

19.1Toncucrema undopmarmonHo-crnpaBounoi. (I1K-4)

20.IToacucrema nHMGOPMAITMOHHO-aHATUTHYECKOM TOKYMEHTAIUH.

21.JlenoBass  mepemnucka, COMPOBOXKIAIOLIAs  MPOLECC  IPEICTaBIICHUE
uHTepecoB u nocpeauuyectso. (I1K-4)

22.CucreMa JOKyMEHTAIMH O TPYA0BbIM OoTHOIIEHUM. (ITK-4)

23.JlIokyMEHTalMOHHOE O0O0ECIEYeHHE CHUCTEMBl TPYAOBBIX OTHOIICHUHA B
ynpasnenuu. (I1K-4) (ITK-4)

24. Cuctema (PMHAHCOBOM JTOKYMEHTAILIMH B YIIPaBJICHUU.

25.00mas  xapakTepuCTHKa  JOKYMEHTOB 1O  (hDMHAHCOBO-PACUETHHIM
oneparusiMm. (I1K-4)

26.Knaccudukarus ydeTHeIX 1oKkyMeHTOB. ([TK-4)

27.CriocoObl HcTpaBlieHUs OIMOOK B (PUHAHCOBO-PACYETHOM JTOKYMEHTAIUH.

28.0dopmienue oTkpbiTUs cueToB opranuzanui. (I11K-4)

29.0OcHOBHBIE BUJIBI IOKYMEHTOB 110 (PMHAHCOBO-PACUYETHBIM OIEPAITHSIM.

30.ITepenucka mo ¢hunancoBbiM BompocaM. (I1K-4)

31.Cucrema gokymeHTaluu rno cHadxenuto u conity. (I1K-4)

32.JlokyMeHTaIlMOHHOe 00ecreYeHrne yrpaBieHIecKuX QyHKIUI cCHAOKeHus U
conita. (ITK-4)

33.Cucrtema gokyMmeHTauuu rno mapketunry. (I11K-4)

i e

SN
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34. loxymenTanmonHoe oobecrneuenne Gpynkiuu mapketunra. (I1K-4)

35.1leperiucka 00  opraHW3anuu, IUIAHUPOBAaHUM ©  OCYIIECTBICHUU
uH(pOPMAIIMOHHOM AeaTenabHocTH, MapkeTunre. (I1K-4)

36.Ananutuyeckue o03opsl. (I11K-4)

37.Uudopmannonnsie 0030psl. (ITK-4)

38.Ilepenucka co CMU. (I1K-4)

39.KpuTnueckue OT3bIBBI, OIPOBEPKEHUS HEAOCTOBEPHBIX CBEACHUM O
nesitenbHoCcTH opranu3anuu. (11K-4)

40.ITporpaMmbl MapKeTHHTOBBIX UcciienoBanui. (I11K-4)

41.J]lokyMeHTbl JBWKEHHS II€H Ha pbIHKE, 00 OMNEepaTUBHOM aHaJIU3e
norpedHocTH B npoaykiuu u T.1. (I1K-4)

42.Cuctema nqokyMeHrtamnuu no pekname. (I11K-4)

1. PekiiamHO€ mUCHMO.

2. Undopmanmonnsie n3nanus. (I1K-4)

3. CraTbu, TEKCTHI TeIEpaauoIepeaay, IUIaHbl, TPOCIEKThl, CUEHAPUH M T.II
JlokyMeHTHI (3asiBKH, nepenucka u T1.1.). (ITK-4)

4. JloroBOphsI O pa3MEIICHUH U BbITycke peksiambl U T.1. (ITK-4)

. JenoBas mepenucka, CONPOBOXKAAMOIIAS OpPraHU3alMI0 M Yy4YacTHE B

BbICTaBKax u sipmapkax. (I1K-4)

9}
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6. YuebHO-MeTOAMNYECKOEe U MHPopMaLMOHHOe obecreyeHue

ANCUNN/INHDI
CnuCcOK MCTOYHHUKOB M JIUTEPATYPHI
Hcrounukn

OcHOBHBIE

Koncturyuus Poccuiickoit @enepamnuu. — Mocka: MTHOPA-M, 2019. — 52
c.-Tekcr : anekTponHbii. - URL:
https://new.znanium.com/catalog/product/1003253

I'paxnanckuii kogekc Poccuiickoint @enepauuu: Yacru 1, 11, III. - Mocksa:
NH®PA-M, 2007. - 496 c.-Tekct:3nekTpoHHbIid.-URL:
https://new.znanium.com/catalog/product/122306

Tpynosoiut konekc Poccniickoit @eneparuu ot 30.12.2001 N 197-d3 - URL:
http://www.consultant.ru/document/cons_doc_ LAW_34683/
3akoH P® «O s3bikax HapoaoB Poccutickoit denepanuun» (B pell. OT

11.12.2002) - URL: http://www.consultant.ru/document/cons_doc LAW_15524/

3akoH PD ot 21.07.1993 Ne 5485-1 «O rocyaapcTBeHHOM TaitHe». (C
U3MEHEHUSMHU U JOMOTHEHUSIMH OT: 6 okTA0pst 1997 1., 30 urons, 11 nHos6ps 2003
r., 29 urons, 22 asrycra 2004 r., 1 nekabps 2007 r., 18 utonsa 2009 1., 15 HosOps
20101, 18, 19 urons, 8 HosOps 2011 1, 21 mexabps 2013 ). - URL:
http://www.consultant.ru/document/cons_doc LAW_2481/

®denepanbHblid 3ak0H «O KoMMepueckoil TaiiHe» ot 29.07.2004 N 98-D3
(m3menenust @3 ot 12.03.2014 r. Ne35-D3 «O BHECEHUM U3MEHEHUH B 4aCTH
MIEPBYIO, BTOPYIO M 4eTBepTyto [ paxnanckoro koaekca Poccuiickon @enepanuu u
OTZIeJIbHBIC 3aKOHOaTeIbHbIE akThl Poccuiickoit @enepanun») roga - URL:
http://www.consultant.ru/document/cons_doc_ LAW_48699/

denepanbHbI KOHCTUTYUHMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®K3 «O
['ocynapctBennoM repoe Poccuiickoit @eaepanun» (¢ usm. ot 09.07.2002; ot
30.06.2003) - URL: http://www.consultant.ru/document/cons_doc LAW_29674/

®denepanbHbiii 3akoH 0T 10.01.2002 Ne 1-D3 «O06 sneKTpoHHON TIUPPOBOIA
noanucu» - URL: http://www.consultant.ru/document/cons _doc LAW_34838/

®enepanbhbiil 3aK0H OT 27.12.2002 Ne 184-D3 «O TexHUYECKOM
perynupoBanumn» - URL:
http://www.consultant.ru/document/cons_doc_ LAW_40241/

®enepanbHbiil 3akoH 0T 27.07.2004Ne79-D3 «O rocyaapcTBEHHON
rpaxxaaHckon ciyx0oe Poccuiickoit @enepanuu» (B pea. Ot 12.04.2007 Ne4§-D3)
- URL http://www.consultant.ru/document/cons_doc LAW_ 48601/

®enepanbHblil 3ak0H 0T 22.10.2004 Nel125-D3 «O0 apXUBHOM Jiee B
Poccuiickont @enepanum» - URL:
http://www.consultant.ru/document/cons_doc_ LAW_1406/

®enepanbubliil 3aKk0H PO ot 01.06.2005 Ne53-D3 «O rocy1apcTBEHHOM
s3bike Poccuiickon denepanun» - URL
http://www.consultant.ru/document/cons_doc_LAW_53749/

®enepanbHbiii 3akoH 0T 27.07.2006 Ne 149-D3 “O6 undopmariiuu,
MH(OPMAITMOHHBIX TEXHOJIOTHUSX U 0 3amuTe nHbopmarmm» - URL:



http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_48601/
http://www.consultant.ru/document/cons_doc_LAW_40241/
http://www.consultant.ru/document/cons_doc_LAW_34838/
http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_2481/
http://www.consultant.ru/document/cons_doc_LAW_15524/
http://www.consultant.ru/document/cons_doc_LAW_34683/
https://new.znanium.com/catalog/product/122306
https://new.znanium.com/catalog/product/1003253
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http://www.consultant.ru/document/cons_doc_ LAW_61798/

ITpuka3 Munkynsrypsl Poccun ot 25.08.2010 N 558 (c uzm. ot 04.02.2015)
"O06 ytBepxaeHuu "llepednst THIOBBIX YIIPABIECHYECKUX apXUBHBIX JIOKYMEHTOB,
00pa3yIomuXxcs B Mpolecce ASSITENbHOCTH TOCYIapCTBEHHBIX OPIaHOB, OPTaHOB
MECTHOTO CaMOYIIPABJICHUS U OPTraHM3alli, C YKa3aHUEM CPOKOB XpaHEHUS"
(3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380) - URL:
http://www.consultant.ru/document/cons_doc LAW_104953/

[Tocranornenue [IpaBurenscrBa PO ot 16.04.2003 N 225 (pen. ot
25.03.2013) "O TpynoBbix kHIKKax" (BMecte ¢ "lIpaBuiiaMu BeJleHUS U XpaHEHHUSI
TPYIOBBIX KHIKEK, HU3TOTOBJICHHUS OJIAaHKOB TPYIOBOM KHMKKU U 00€CTICUCHUS MU
paboronareneii")- URL:
http://www.consultant.ru/document/cons_doc_ LAW_41888/

[Tocranonenune [IpaBurensctBa Poccuiickoit @enepanuu ot 15.06. 2009 r. N
477 «O06 yrBepxknenun [IpaBun genmonponsBoacTBa B GefepaabHbIX OpraHax
WCHOJIHUTENBbHOU BiacTmw» - URL:
http://www.consultant.ru/document/cons_doc_ LAW_88695/

I'OCT P 7.0.97-2016 «Cuctema cTraniapToB Mo UH(popmManuu,
OMOMMOTEYHOMY U U3JIATENIbCKOMY JieTy. OpraHu3aimOHHO-PACTIOPATUTEIbHAS
nokymeHTanus. TpeboBanus k ohopmiieHnI0 TokyMeHToB» - URL:
http://www.consultant.ru/document/cons_doc LAW_ 216461/

I'OCT P UCO 15489-1-2007. Cuctema cTaHIapTOB 110 MH(MOPMAIIUH,
OMOTMOTEUHOMY U M3ATENbCKOMY Jely. YTpaBieHue qokymeHTamu. Oomue
tpeboBanus. M.: Crangaptundopm, 2007. - URL:
http://www.consultant.ru/document/cons_doc LAW_135548/

I'OCT P 7.08-2013. CUBHM /1. /Ienonpou3BOACTBO U apXHUBHOE JIEJIO.
Tepmunsl u onpenenenus.// DAEKTPOHHBIN (HOH MPABOBOK U HOPMATHBHO-
TeXHUYECKOU JoKyMeHTanuu. - URL:
http://www.consultant.ru/document/cons_doc LAW_163800/

Hopmber BpemMenu Ha paboThl MO JAOKYMEHTAIIMOHHOMY OOECHEUeHUIO
YIpaBICHUYECKUX CTPYKTYp (elepanbHbIX OPTaHOB HUCIOIHUTENBbHON Biactu. M.,
MunTpyna Poccun, 2002. URL:
http://www.consultant.ru/document/cons_doc LAW_ 91 156/99aaedf5ba3e383e969
e17fdd9cbbcb9386b3c9b/

[lonoxkeHne O TOPANKE W CPOKaX XPAaHEHHUsS] JOKYMEHTOB AaKIIMOHEPHBIX
oOmiectB (yTB. moctaHoBiieHneM @DenepaqbHON KOMUCCHUU TIO PBIHKY IIE€HHBIX
Oymar oT 16.07.2003) : - URL:
http://www.consultant.ru/document/cons_doc_LAW_44000/

Obwepoccuiickuii kiaccupukarop ynpasieHueckoit nokymentanuu: OK 011-
93 (OKVYI). M.: Toccranpapr  Poccuu, 1994. - URL:
http://www.consultant.ru/document/cons_doc LAW_ 43631/



http://www.consultant.ru/document/cons_doc_LAW_43631/
http://www.consultant.ru/document/cons_doc_LAW_44000/
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_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_41888/
http://www.consultant.ru/document/cons_doc_LAW_104953/
http://www.consultant.ru/document/cons_doc_LAW_61798/

22

JlonomHUTEIbHBIE

®denepanbHbIi 3ak0H 0T 26.12.1995 N 208-D3 (pen. ot 04.11.2019) "O6
akroHepHbIx obmecTBax” - URL:
http://www.consultant.ru/document/cons_doc_ LAW_8743/

®denepanbHbiil 3ak0H «O0 00IIECTBaX C OTPAHUYEHHOM OTBETCTBEHHOCTHIOY
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/

®enepanbHblil 3ak0H «O HEKOMMepueckux opranuzanusax» oT 12.01.1996 Ne
7-®@3 (c u3menenussmu Ha 19 nexabps 2016 roga) (penaxkuusi, AercTByomas ¢ 1
WO 2017 roja) roaa -URL:
http://www.consultant.ru/document/cons_doc LAW_8824/

@enepanbHplii 3akoH oT 08.08.2001 r. Ne 129-®03 «O rocynapCTBEHHOU
perucTpanuu IOpUaInYecKuX JUIl U UHAUBUIYATbHBIX MpEeAIpUHUMATENCH» (pe.
oT 23.12.2003) - URL:
http://www.consultant.ru/document/cons_doc LAW_32881/

[ToctanoBnenue [IpaBurensctBa PO ot 19.06.2002 Ne 439 «O6
yTBEpKJIeHUU (HOpPM U TpeOOBaHUH K OOPMIIEHUIO TOKYMEHTOB, HCIIOIb3YEMbIX
IIPU TOCYJAPCTBEHHOM PErUCTPAIMH FOPUINYECKUX JIMII, & TAaKKe (GU3UIECKUX JIUIL
B KaueCTBE MHIUBHUAYAJIbHBIX TIpeanpuuuMaresnei» (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 BHeceHUU U3MEHEHH B
KBanu¢ukaninoHHbIN CIPaBOUYHUK JOHKHOCTEH PyKOBOIUTENEH, CICIIHATUCTOB U
JIPYTUX CIyXaluX, YTBEP>KICHHbIN MOCTAaHOBICHMEM MUHHUCTEPCTBA TPYAA U
conuaiibHOTO pazButus Poccuiickonn ®enepanuu ot 21 aBrycra 1998 . N 37" -
URL: http://www.consultant.ru/document/cons doc LAW_146815/

O6mepoccuiickuii knaccudukarop napopmanuu o Hacenenuu OK 018-95.
M.: Muntpyna Poccun, 1996 - URL:
http://www.consultant.ru/document/cons_doc LAW_181559/

Jluteparypa
OcHoenas numepamypa
Y4eOHUKHN U ydeOHbIE TTOCOOHS

Bacakos, M. U. [lenonpou3BoactBo [JlokyMeHTallMOHHOE 00ecIieueHne
yrnpasinenus |: YueOnuk / bacakoB M.U., 3ambinikoBa O.U., - 14-e u3a., nepepad. -
Pocros-Ha-/lony :@enukc, 2014. - 376 c.ISBN 978-5-222-23063-3. - Tekcr :
anexkTpoHHbIi. - URL: https://new.znanium.com/catalog/product/908867

Kprokosa, H. I1. JlJokyMeHTHpOBaHHE YIIPABICHYECKOMN NESTENBHOCTH:
VYuebnoe nocodue / Kprokosa H.II. - Mocka :MH®PA-M Uznatensckuit Jlom,
2014. - 268 c. (Bricmiee oopazoBanue)[SBN 978-5-16-003134-7. - TekcrT :
anexkTpoHHbIi. - URL: https://new.znanium.com/catalog/product/432033



https://new.znanium.com/catalog/product/432033%20
https://new.znanium.com/catalog/product/908867%20
http://www.consultant.ru/document/cons_doc_LAW_181559/
http://www.consultant.ru/document/cons_doc_LAW_146815/
http://www.consultant.ru/document/cons_doc_LAW_37299/
http://www.consultant.ru/document/cons_doc_LAW_32881/
http://www.consultant.ru/document/cons_doc_LAW_8824/
http://www.consultant.ru/document/cons_doc_LAW_17819/
http://www.consultant.ru/document/cons_doc_LAW_221219/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100060
http://www.consultant.ru/document/cons_doc_LAW_8743/
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Hayunas

Ucaes, I'. H. TeopeTHko-MeTOA0IOTMYECKUE OCHOBBI KAUECTBA
uH(pOopMalMoHHBIX cucTeM : MoHorpadus / I'.H. McaeB. — Mocksa : UHDOPA-M,
2018. — 293 ¢. — (HayuHast MbICIIb). —
www.dx.doi.org/10.12737/monography 59a413ec0b8a59.07746295. - ISBN 978-
5-16-105883-1. - Tekcr : anmekTpoHHbIid. - URL:
https://new.znanium.com/catalog/product/912793

[eronera, C. B. Teopernueckue npoodieMbl 3aKOHOIATEILHOTO
peryiaupoBaHus B cepe UCIOIb30BAHMS SJIEKTPOHHBIX OANUCEN : MOHOTpadus /
C. B. llleronesa. - Boponex : Hayunas xkuaura, 2015. - 124 c. ISBN 978-5-4446-
0732-9. - Tekcer : anekTpoHHbId. - URL:
https://new.znanium.com/catalog/product/923111

Jlononnumenvuas

brikoBa, T. A. JlenonpousBojctBo: YueOnuk / T.A. brikoBa, JI.M. Bsiosa,
JI.B. Cankuna; [log pen. T.B. Ky3ueuoBoii. - 3 u3zf., nepepad. u 101.-
Mocksa :HUL UH®PA-M, 2013. - 364 c. + ( [on. mat. znanium.com). - (BO:
bakanasp.). ISBN 978-5-16-004923-6. - Tekcr : anexkTponnbiid. - URL:
https://new.znanium.com/catalog/product/395908

Kupcanora, M. B. Kypc nenonpounsBojcTBa: 10KyMEHTAIlMOHHOE

obecnieueHue ynpasiaeHus : yaeoHoe nocodue / M.B. Kupcanora, HO.M. AkceHOB.
— 6-¢ u3a., ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. + Jlom.
MaTepHalibl [ DneKTpoHHbIN pecypc]. — (Briciiee o6pa3oBanue: bakanaspuar). -
ISBN 978-5-16-104755-2. - Tekcr : anexktpoHHsiid. - URL:
https://new.znanium.com/catalog/product/1088888

Kysznemnos, 1. H. JlenonponsBoactBo [ DneKTpoHHBINA pecypc] : YaeOHo-
cnpaBounoe nocooue / M. H. Ky3neros. - 6-¢ uza., mepepad. u morm. - Mocksa :
N3parenscko-Toprosas kopnopanus «/Jlamkos u K°», 2013. - 520 c. - ISBN 978-5-
394-01981-4. - Tekcr : anexkrpoHHbI. - URL:
https://new.znanium.com/catalog/product/414939

Kynses, H.H. WudopmanmonHble TEXHOJIOTUH B JIOKYMEHTAIMOHHOM

oOecIieuyeHUH yIIpaBJICHUS U apXUBHOM jelie : yueOHuk juist By3oB / H.H. Kynses,
T.B. Konnpamona, E.B. TepentbeBa, A.I'. ®abpuyHOB ; 1Mo OOII. pei.a.10.H.,
npod. H.H. Kynsea. - M.: Jloroc, 2017. - 408 c. - (HoBas cryneHueckas
oubnuorexa) - ISBN 978-5-98704-786-6. - Texcr : snexrtponnsii. - URL:
https://new.znanium.com/catalog/product/1015021

6.2. Ilepeyenbr pecypcoB HH(POPMANNOHHO-TEJIEKOMMYHUKAIIMOHHOM

cetu «AHTEpHET»

WWW.ptpu.ru — CalT MeXIyHapOoIHOro KypHaia «IIpobieMbl Teopun U MPaKTUKU YIPaBICHUS»,
BKJ'IIO'—IaIOHII/II\/'I MHOI'O UHTCPECHBIX CTaTeﬁ, KacCaromuxcs pa3jIndHbIX BOIIPOCOB YIIPABJICHMS.
http://www.cfin.ru/management/people/motivation/ - caliT 3JI€KTpOHHON  OUOIMOTEKU
KOPHOPAaTHBHOTO MEHEKMEHTA, OOBEMHAIOMNI KaK POCCHICKUE, TaK U 3apyOeKHbBIE PeCypChl
o


http://www.cfin.ru/management/people/motivation/
http://www.ptpu.ru/
https://new.znanium.com/catalog/product/1015021%20
https://new.znanium.com/catalog/product/414939%20
https://new.znanium.com/catalog/product/1088888%20
https://new.znanium.com/catalog/product/395908%20
https://new.znanium.com/catalog/product/923111
https://new.znanium.com/catalog/product/912793%20
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00JIBIIIOMY KPYTY BOIIPOCOB YIPABJICHUSI B COBPEMEHHBIX KOMIIAHHSIX.
http://ecsocman.hse.ru/ - Ha cailiTe TpelncTaBlieH 00pa30BATENbHBIN MOpPTal MO SKOHOMHUKE,
COLIMOJIOTMH M MEHEIDKMEHTY. Poccuiickuii mpoeKT 1mo oO0beIUHEHNI0 KaK POCCHMCKHX, TaK U
3apyOeKHBIX pecypcoB 1Mo BceMm chepam ymnpapieHus. Ha manHoOM moprane mMerorcs Oonee 6
TBIC. CCBUIOK Ha POCCUICKUE U 3apyOeKHbIE peCcypChbl

6.3. IIpogeccnonaibHbIe 02361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHBIE CHCTEMbI

Hoctyn k mpodeccruonansHbiM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WNHpopManroHHbIE CIIPAaBOYHbIE CUCTEMBI:
1. KoncynbranT Ilmroc
2. Tapant

7. MartepuajbHO-TeXHUYeCKOe o0ecneyeHne JUCIHUILTHHBI
Hns oOecreyeHus JUCITUTUIMHBI HCTIOJB3YyETCs MaTepHaTbHO-TEXHUYECKAS baza
00pa30BaTENBHOTO YUPEKACHUS: KOMIIBIOTEPHBIE KIacchl U HayuHas 6ubnuoreka PITY.
CocraB mporpaMMHOT0 00€CTICUCHHUS:

Nenn Haunmenosanue [10 IIpoussoaurens Crioco6
/i pacrpocTpaHeHHS
(ruyensuonnoe unu
6000010
pacnpocmpausemoe)

1 Windows 10 Pro Microsoft JIMLIEH3UOHHOE

Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE

3 Kaspersky JlaGopaTopus JMIIEH3UOHHOE

Kacnepckoro

8. O0ecneuenne 00pa3oBaTeIbHOIO NpoLECCA IS JIML ¢ OTPAHNYEHHbIMH
BO3MOKHOCTSIMH 3/10POBbSI U HHBAJIU/I0B

B xone peanuzanuy IUCHUIUIMHBI UCTIONB3YIOTCS CICAYIONTUE TOTIOTHUTEIHHBIE METOIBI
o0ydeHus1, TeKYIIero KOHTPOJIS YCIEBAEMOCTH M MMPOMEKYTOYHON aTTECTAIlMH OOYJArOIIUXCS B
3aBHCHUMOCTH OT UX UHAUBHUAYAIbHBIX OCOOEHHOCTEH:

* JIUIS1 CTICTIBIX M CITA0O0BHISAIINX: JIEKIIMH O(OPMIISIOTCS. B BUJIE SJIEKTPOHHOTO JTJOKYMEHTA,
JOCTYIHOTO C MOMOIIBI0 KOMITBIOTEPA CO CIIEHUATN3UPOBAHHBIM IPOTPAMMHBIM 00€CTIEUeHUEM;
MMMCbMEHHBIC 3a/IaHMsI BBIMOJHSIIOTCS HA KOMIBIOTEPE CO CICIHAIIM3UPOBAHHBIM MTPOTPAMMHBIM
o0ecrieueHreM UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIIeYMBACTCS] HHINBUYaTbHOE
paBHOMepHOe ocBelieHrne He MeHee 300 JroKe; AJsl BBIMOJHEHUS 3aJaHus IPU HEOOXOAUMOCTH
MIPEIOCTABIIACTCS YBEINYUBAIOIIEE YCTPOHCTBO; BO3MOMXKHO TAaK)K€ UCTIOIB30BaHUE COOCTBEHHBIX
YBEJIMUYUBAIOLIUX YCTPOMCTB; MUChMEHHBIE 3aaHus OGOPMIISIOTCS YBEIHMUYEHHBIM HIpU(TOM;
9K3aMEH U 3a4€T MPOBOJATCS B YCTHOW (pOopMe WM BBIMOJHSAIOTCS B MUCBMEHHOUW (opme Ha
KOMITBIOTEPE.

e IUISI TAYXUX ¥ CHA0OCHBIMIANINX: JEKIUA OQOPMISIOTCS B BHUAEC DIIEKTPOHHOTO
JOKYMEHTa, Ju00 TMperoCTaBiseTCs 3BYKOYCWIHMBAIOIIAs ammapatypa HHIWBUIYaIbHOTO
MOJIb30BAHNUS; MUCHMEHHBIC 3a/laHUsl BBIMIOJTHSIIOTCS HA KOMITbIOTEpE B MUCHBMEHHOU (opme;


http://ecsocman.hse.ru/
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9K3aMeH U 3a4€T MPOBOAATCS B MUCBMEHHOH (hopMe Ha KOMITbIOTEPE; BO3MOXKHO MPOBEJCHNUE B
(dbopMe TecTHpOBaHMUSL.

* U JIMIl C HapyIIEHUSIMU OTOPHO-IBUTATEILHOTO armapara: JIEKIUU O(GopMIISIOTCS B
BUZEC  OJEKTPOHHOTO  JOKYMEHTa, JOCTYITHOTO €  TIOMOIIBI0  KOMIIBIOTEpa  CO
CTEeUMAIM3UPOBAHHBIM MIPOTPAMMHBIM OO€CIIeYeHHUEM; TMCbMEHHbBIE 33aHUs BBITIOJIHAIOTCS Ha
KOMITBIOTEPE CO CHEIHAIM3UPOBAHHBIM TIPOTPaMMHBIM OOeCIieueHHeM; 5K3aMEeH M 3auéT
MIPOBOJISATCS B yCTHOM (hOpME HMITH BHITIOIHSIOTCS B TUCBMEHHON ()OpMe Ha KOMITBIOTEpE.

[Tpu HEOOXOIMMOCTH TIPETyCMaTPUBACTCS YBEINMICHNE BPEMEHH TSI TIOJITOTOBKH OTBETA.

[lponienypa  mpoBeleHHS  TPOMEXKYTOUHOW  aTTeCTalMd IS OOYYarolIuXCs
YCTaHaBIMBAETCS C Y4E€TOM HX MHIUBUAYAIbHBIX ICUXO(QU3NYECKHX OCOOEHHOCTEH.
[TpomesxyTodHas aTTECTAlUs MOXKET IPOBOJUTHCS B HECKOJIBKO ATAIOB.

IIpu mpoBeneHHMH NpoLEAYpPbl OLEHUBAHMS PE3yJbTaTOB OOyuYeHHs IpedycMaTpUBaeTcs
UCTIONb30BaHUE TEXHWYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C HHIUBUIYyAJIHbHBIMU
0COOEHHOCTSIMM 00yYaromuxcs. ITU CPEJCTBA MOTYT ObITh NPENIOCTABICHbI YHHBEPCUTETOM,
WJINA MOTYT MCII0JIb30BaThCs COOCTBEHHbIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenue mpouedaypbl OLEHHBAHUS pPE3yJbTaTOB OOyYeHHUS JIOMyCKaeTcs ¢
UCIOJIb30BAaHUEM JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.

OO6ecneunBaercs 0CTyN K MH(OPMAMOHHBIM U OMOIMOrpadMueckuM pecypcam B CETH
WuTepHer s kaxaoro oOydaromierocs B ¢Gopmax, aJalTHPOBAHHBIX K OrpaHMUYCHMSIM HX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

* VI CIENbIX M CIA0OBUISIIUX: B MEYaTHOW (GopMe YBEIMUYEHHBIM MIPUPTOM, B Gopme
3JIEKTPOHHOT'O IOKyMEHTa, B (hopMme aynnodaiina.

* JUIS TIYXMX U C1a00CHbIIIAIIMX: B Ie4aTHOM (hopMme, B (hopMe 3JEKTPOHHOTO TOKYMEHTA.

* U1 O0YyYaroIUXCs C HApYHICHUSMH OINOPHO-IBUTATEILHOTO amnmapaTra: B IEYaTHON
¢dopme, B hopme IEKTPOHHOTO JOKYMEHTa, B (hopme ayauodaiina.

VY4eOHble ayTUTOPHH AJISl BCEX BHJIOB KOHTAKTHON M CAMOCTOSITENIHON paOOThI, HAyYHas
O6ubsMoTeKa M WHBIE TIOMEIIEHUs Ui 00y4YeHHs OCHAIIEHBI CHEeNHaTbHBIM 000pyIOBaHHUEM H
Y4eOHBIMH MECTaMHU C TEXHUYECKHUMH CPEICTBAMHU O0YUCHHS:

* VIS CHENbIX U CIa0OBUISAIIMX: YCTPOWCTBOM JJISi CKAHMPOBAHUS U YTEHHS C KaMepowu
SARA CE; nucnneem bpaitnsg PAC Mate 20; npuntepom bpaitigs EmBraille ViewPlus;

* UIS TIYXUX U CIA0OCIHBIIIAIINX: aBTOMAaTU3UPOBAHHBIM pab0YMM MECTOM IS JIFOJIeH ¢
HapyIICHHEM CITyXa M CIa0O0CTBIIIANINX; aKyCTHIECKAH YCUITUTENh M KOJIOHKH;

* UIs1 00YYAIONIMXCSl ¢ HAPYIICHUSMH ONOPHO-/IBUTATEIBHOTO amiapara: IepeIBHKHBIMHU,
peryiupyeMbiMi  3proHomMuueckumu  naptamu  CH-1; KOMIOBIOTEPHOM  TEXHUKOM  CO
CTIEIMABHBIM ITPOTPAMMHBIM 00eCTICUECHHEM.

9. MeToanueckue MaTepuasibl

9.1. Il1aHbI CEeMMHAPCKHUX 3AHATHIH
Tema 1. loxkymenTupoBantas uHGOPMAIUS U €€ POJIb B yIPABIEHUH OpraHu3aMen

(2 gaca)
Bonpocuwl ons 06cyscoenus:

1. OXapaKTepHBYﬁTG ITOHATHUC OpraHu3allMOHHO-JOKYMCHTAITMOHHOT O
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oOecrieueHus OpraHU3aIueH.

2. TlosicauTte, kakoBa poJib UHGOPMAIIUU B YIIPABICHUU.

3. Packpoiire monsTHE «uHGOPMAIMOHHAA HHQPACTPYKTypa KOPIOPALIUN.
Ha3oBute n3BectHbie BaM nH(popManmoHHble pecypchl KOPIIOPALHA.

4. OxapakTepu3yuTe MOHATUE «TOKYMEHT.

5. KakoBbl 1enu co3gaHusi M COXPAHEHMS JIOKYMEHTOB, HMX pOJb B

YIIPABJIEHYECKOU NESITENBHOCTH.

HazoBute u3BectHbie BaM BHIbI TOKYMEHTOB.

7. Uem XapaKTepHU3YIOTCS COAEpXKAHUE, CTPYKTypa, KOHTEKCT IOKYMEHTOB U
MeTaaHHbIe?

.O\

MamepuanvHo-mexnHuueckoe obecneueHue 3aHAMusL:
1 PC npenonaBarensi.
WNHTepakTuBHAA JOCKA.
MapkepHas gocka.
ITpoekrop.

DVD (MynbTHCKPUHHBIA BHIEOKOMITBIOTEPHBIN KJIACC).

Tema 2. HopmaTUBHO-TIpaBOBasi 1 METOANYECKAsi OCHOBBI JOKYMEHTAITUOHHOTO

oOecneyeHus YIIPpaBJICHUA

(2 gaca)

Bonpocul ons 0b6cyscoenus:

1. TlosgcHuTe, KakoBa TMPaBOBAas OCHOBAa JOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBiaeHUs OpraHu3alue.

2. TlpuBenute npuMepbl QeaepaibHBIX 3aKOHOB, PETyJIMPYIOIMINX
yIpaBJeHUE JOKYMEHTAMU B KOPIIOPALUU.

3. IlpuBeaute  mnpumepsl  ykazoB  Ilpesugenra PO wu
nocraHoBieHui  IlpaBurensctBa PO,  perynupyrommx
YIIpaBJIEHUE TOKYMEHTaMU B KOPIIOPALIMH.

4. TlpuBenure  mnpUMEPHI HOPMAaTUBHO-IIPABOBBIX  aKTOB
BEJOMCTBEHHBIX OpPraHOB HCIOJHUTENBbHOM Biactu PO,
PETYNUPYIOLINX YIIPABJICHUE TOKYMEHTAMU B KOPIIOPALIH.

2. IlpuBenure npuMepsI OCHOBHBIX HOPMATHUBHO- TPABOBBIX U
METOJMYECKUX JOKYMEHTOB MO JOKYMEHTAllUOHHOMY OOECIEeUCHUIO
YIIPABJICHUs KOPIIOpALUE.

OxapakTepu3yiTe U3BECTHBIE TOCYAaPCTBEHHBIE CTAHAAPTHI,

PETYIUPYIOLINX YIIPABJICHUE IOKYyMEHTaMU B opranu3anuu.MIcTouHnku
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MamepuanbHo-mexnuyeckoe obecneyerue 3aHAMus:
1 PC npenonasareuns.
HNHTepakTuBHAsA JOCKA.
MapkepHas gocka.
ITpoexrop.

DVD (MynbTHUCKPUHHBINA BUICOKOMITBIOTEPHBIN KJIACC).

Tema 3. Cucrema ynpaBieHUs: JOKYMEHTaAMU OpraHu3aluu
(2 yaca)

Bonpocuwl ons 06cyscoenus:

1. Kakue cucremsl fokyMeHTanuu Bam u3BecTHbI?

2. Kak npoucxoauiao UCTOPUUYECKOE Pa3BUTHE CUCTEM JOKYMEHTAIUM ?
3. Packpoiite noHsTHE «YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUNY.
4. Packpoiite noHsaTue «QyHKIUOHATbHBIE CUCTEMbI JOKYMEHTALIUI.

MamepuanbHo-mexnuyeckoe obecneyerHue 3aHAMuUsI:
1 PC npenonaBarensi.
NHTepakTuBHASA JOCKA.
MapkepHas gocka.
ITIpoekrop.

DVD (MynbTHCKPUHHBIA BUJIEOKOMITBIOTEPHBIN KJIACC).

Tema 4. OyHKIIMOHANBHBIE CUCTEMBbI IOKyMeHTanuu (Cucrtema opraHu3aluoOHHO-
pacropsAuTEIbHON JOKYMEHTAIINH)

(4 gaca)
Bonpocw 015 06¢cyorcoenus:
1. Oxapakrepusyiite CUCTEMY OpraHu3allMOHHO-PACTIOPSI ANTETBHOM
JIOKYMEHTAIIUH.

2. Yro Takoe nojicucTeMa OpraHu3alMOHHO-TIPABOBOM JOKYMEHTAIUN?
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3. Yto cocTaBisgeT NOJACUCTEMY PACTIOPSAIUTEIBHON JOKYMEHTALIM ?
4. KakoBBl COCTaBIISIIONIAE TIOJACHCTEMBI  HH(POPMAIMOHHO-CIIPABOYHOM
JOKyMEHTAIu?

Mamepucwwo-mexnuqec:coe obecneyenue 3aHAmMusL:

1 PC npenonasareuns.

I/IHTepaKTI/IBHaSI JOCKa.

MapkepHas gocka.

[TIpoekrop.

DVD (MynbTUCKPUHHBINA BUIEOKOMITBIOTEPHBIN KJIAcC).

Tema 5. @yHKIMOHAIBHBIE CUCTEMBI TOKyMeHTauuu (Cucrema TOKyMEHTaluu 1o
TPYJIOBBIM OTHOIIEHUSIM)

(4 gaca)

Bonpocwl 0nsa 06¢cyarcoenus:

l.

Oxapakrepu3yTe CUCTEMbl JOKYMEHTAllMM 1O  TPYAOBBIM
OTHOLIEHUSIM

Yro Takoe nepBUYHbBIE JOKYMEHTBI TPYJ0YCTpOMCTBA?
OxapakTepu3yuTe IOHATHS «TPYAOBOM JTOTOBOP», JUYHOE JAEIIO

COTpPYJHUKA, TPYJ0Basi KHUXKKA,
KakoBa TexHOJIOTHSI JTOKYMEHTAI[MOHHOTO oOecreueHusi paboThl ¢

IIMCBbMCHHBIM O6paH_[eHI/I$IMI/I rpaxcnaH?

Mamepuaﬂbﬁo-me)muqec:me obecnevenue 3aHsImus:

1 PC npenonaBarenns.

I/IHTepaKTI/IBHaSI JOCKa.

Mapxkepnas gocka.

[Ipoekrop.

DVD (MynbTHCKPUHHBIA BUJIEOKOMITBIOTEPHBIN KJIACC).
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Tema 6 OyHKIIMOHATBLHBIC CUCTEMBI JIOKYMEHTAIUN
(Cucrema (huHaHCOBOM JOKYMEHTAIIHH )

(4 gaca)
Bonpocwi 0nsa 06¢cyarcoenus:

1. KakoBBI OCHOBHBIC XapaKTEPUCTUKU JIOKYMEHTOB 110  (pMHAHCOBO-

PAcUYETHBIM ONEPALUsM.
2.Ha3zoBuTe kiaccu(UKaIUIO YYETHBIX IOKYMEHTOB.
3.KakoBbl crocoObl HCHpaBiieHUs OIMMUOOK B (PUHAHCOBO-PACUETHOU
JTOKYMEHTAIu?

1. Kakosa nporenypa oopMICHHS OTKPBITHSI CYETOB OpTraHU3aIuil.

2. Ha3oBuTe OCHOBHBIE BHABl JOKYMEHTOB TI0 (DMHAHCOBO-PACUETHHIM
omeparusim.

Mamepuanvno-mexnuueckoe obecneuenue 3aHAMUSL:
1 PC npenonaBarensi.
NHTepakTuBHAsA JOCKA.
Mapkepnas gocKa.
ITpoekrop.

DVD (MyJIbTUCKPUHHBINA BUICOKOMIIBIOTEPHBIN KJIacc).

Tema 7 OyHKIIMOHATBHBIE CUCTEMBI IOKYMEHTAIIUN
(Cucrema JOKyMEHTAIIMU IO CHAOKEHUIO U COBITY)
(4 gaca)
Bonpocw 0nsa 06¢cyarcoenus:

OxapakTepusyite cucteMmy JOKYMEHTAIMH 110 CHA0KEHHIO U COBITY.
2. Yro Takoe 10roBopbI?

[IprumeHeHne OBEpEHHOCTH.

Yro Takoe HaKJIagHbIE, HAPSAbI?

IIpruMeHeHne KOMMEPYECKNX aKTOB.

[Topsimox oopmiieHus! MPETEH3UOHHBIX THCEM.

[Topsinok ohopMIIeHHSI HCKOBBIX 3asIBICHHM.

Nownew

Mamepuaﬂbﬂo—mexﬂuuemoe obecneuenue 3aHAMUsL:

1 PC npenonaBarensi.
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HNuTepakTuBHas qocka.
MapkepHas gocka.
IIpoekTop.

DVD (MyJIbTUCKPUHHBINA BUICOKOMITBIOTEPHBIN KJIacc).

Tema 8 OyHKUMOHANBHBIE CUCTEMBI JOKYMeHTauu (Cuctema T0KyMEHTalUu 110

MapKETUHTY U peKJiaMe)
(2 gaca)

Bonpocul ons 0obcyscoenus:

1. HazoBuTEe 0COOEHHOCTH CUCTEMBI JOKYMEHTAIMH 110 MAPKETHUHTY.
2. TlosicauTe KaKOBBI OCOOEHHOCTH CHCTEMBI IOKYMEHTAILIUU IO PEKIIame.

MamepuanvHo-mexnuueckoe obecneyenue 3aHAMus:
1 PC npenonaBareuns.
WMHTtepakTuBHAsA JOCKA.
MapkepHas gocka.
[Tpoekrop.

DVD (MynbTUCKPUHHBINA BUICOKOMITBIOTEPHBIN KJIAcC).
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9.2. MeToauveckue peKOMEHAANH 10 MOAT0TOBKE MMCbMEHHBIX padoT

B paMKax HM3YUYCHUA JUCHUIUIMHBI ITPCAYCMATPHUBAIOTCA CIICAYIOIIUC BUAbI

MUCHbMEHHBIX PaboT:
— J0K1aabl (He UMEIOT 0COOBIX TpeOOBaHUH, OT 3 710 5 CTpaHUII);

— acce (padoThl, OTpaXkarole WHAMBUAYAIbHYIO MO3MIMIO aBTOpa IO
o0cyXmaeMol Ha ceMuHape mpodjemMe, oT 2 10 3 CTpaHuIl);

— nmnpe3eHTalus noxaroraBnuBaeTcss B (opmare PowerPoint wu
3alUINAETCS Ha MOCIEeTHEM CEMUHAPCKOM 3aHSTUH;

— KOHTposbHas pabota. [Ipu oreHWBaHWM KOHTPOJBHOU paboThr (12

OaJIJIOB) YYUTHIBACTCS:

- TOJHOTA BBIMOJHEHHOW paloThl (3a/laHH€ BBINOJIHEHO HE MOJIHOCTHIO
W/WIK TOMyUIeHBl JBe U OoJyiee OmMUOKK WU Tpu U Oosnee HetouHocTH) — 0,5
Oaiia;

- 000CHOBAaHHOCTH COJIEP’KaHUS W BBIBOJIOB PabOTHI (3a/laHK€ BBHITIOJHEHO
MOJTHOCTBI0, HO OOOCHOBAaHME COJIEpP’KaHUS M BBIBOJOB HEIOCTATOYHBI, HO
paccy kJIeHus BEpHbI) — 6 Oa;

- paboTa BBHIMOJHEHA TIOJHOCTHIO, B PACCYXKACHUSIX W OOOCHOBAaHWUU HET
po0eJIoB WK OMIMOOK, BO3MOYKHA O/{HA HETOYHOCTH -12 OGayios.

Memoouueckue ykazanus no no020mosxe u oghopmieHuIo
00K1a008

O0beMm noknaga: 3-5 MalIMHONKMCHBIX CTPAHUL.

TpeboBanus K HAMMCAHUIO JOKIIAJA: HAMMMCAHUE Pa3BEPHYTOTO
KOMMEHTApHs MO0 COOTBETCTBYIOIIEMY BOTIPOCY C CAaMOCTOSITEIbHBIMH BBIBOIAMH.

Jloknazpl SBISIFOTCS  OAHOW W3 TMPOMEXKYTOYHBIX (opMm  aTTectanuu
CTYICHTOB, KOTOPBIE BBHITIOJIHSIOTCS B TEUEHUE CEMECTPA B YCTAHOBIIEHHBIE CPOKH.

Temartuka IOKIag0B MpeaycCMaTpUBaeT MPOBEPKY YPOBHS 3HAHUH CTylEeHTa
[0 HEKOTOPBIM BOINPOCAM TEOPETHUYECKOI0 JIEKIIMOHHOIO Kypca, a TaKxke
CaMOCTOSITEJIbHOTO HM3Y4YEHHS MMM HCTOYHUKOB M CHELMAJIBHOW JIUTEpaTypBhl.
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JIoKJ1a1bl BBITTOJIHSAOTCS MMCBMEHHO U 03BYYMBAIOTCS YCTHO, ITOCJIE YETO CHAAKOTCS
Ha TIPOBEPKY MPENOIaBaTeI0 KadeIphl.

Conep:xaHue AOKIaJa BKJIIOYAET: OOOCHOBAaHUE AKTYaJIbHOCTH JAHHOIO
BOIPOCA; KPaTKUIl aHallu3 MCTOYHUKOB WM JIUTEPATypbl; TEOPETUUECKYIO W/WIU
MPAKTUYECKYI0 3HAYMMOCTh JAHHOTO BONPOCA; OCHOBHOE COJIEP’KAHUE BOIPOCA;
MIEPCIIEKTUBBI Pa3BUTHUS (B 3aBUCUMOCTH OT TEMBI); BBIBOJIbI U PEKOMEHIAIINH.

Cnucok UCroab30BaHHOM JTUTEPATYPHI JOJIKEH COCTABIISITHCS C YUETOM
COOTBETCTBYIOIICH, M3y4aeMOl B JaHHOW y4EOHOM TUCIIUILIMHE.

Memoouueckue ykazanus no no02omoexe u 0QpopmaeHuIo
KOHMPOJIbHBIX pabom

Meronuueckre pEeKOMEHJAIMK  TPEIHAa3HA4YeHbl I CTYJIEHTOB
JTHEBHOM, BedepHed W 3a04HOM (GopMm 00yueHus ¢dakyiabTeTa YIpaBIeHUS
N2VYull PITY. Ilpu pa3paboTke pEeKOMEHIAIMA yYHUTHIBAIUCH TPEOOBAHUS
®enepansHoro ['ocynmapcTBeHHOro o6OpaszoBarenbHOro crangapra BIIO mo
COOTBETCTBYIOIIEMY HAIPABICHUIO TIOJTOTOBKHU U JIEHCTBYIOMNX HOPMATHBHBIX
JIOKYMEHTOB.

KoHTponeHbIE pabOTBI SBISIIOTCS OOHOW W3 TMPOMEXKYTOUHBIX (HOPM
aTTeCTAllMM CTYJIEHTOB, KOTOpHIC BBIMOJHSAIOTCS B TEYCHHE CEMECTpa B
YCTAHOBJICHHBIE CPOKHU.

TemaTuka KOHTPOJIBHBIX PabOT MpeayCMaTpUBAET MPOBEPKY YPOBHS 3HAHUMN
CTYJIEHTa [0 HEKOTOPHIM BOIPOCAM TEOPETUUYECKOTO JIEKITMOHHOTO Kypca, a TaKxKe
CaMOCTOATENLHOTO HM3YyYEeHHs] MMHU HCTOYHHUKOB W CHEIUAIBHOWU JIMTEPATYPHI.
KoHTponbHble pabOThl BBIMOMHSIIOTCA TUCBMEHHO M CHAIOTCA Ha MPOBEPKY
MpernoiaBaTesnto Kaheapol.

KonTponsHbie pabOTBI MOTYT TPOBOAWTHCS HA JICKIUOHHBIX  WJIU
CEMUHAPCKUX 3aHATUSAX B AyJUTOPHBIX KIIACCaX MPHU YCIOBUHU TPEIBAPUTEITHHOM
MOATOTOBKH CTY/ICHTOB.

KontponbsHas paboTa HampaBieHa Ha WHAWBUIyaIU3alMil0 OOy4YEHUS U
MTOBBIIICHUE POJIU CAMOCTOSATEIHLHON padOTHI, MOATOMY MPEAYCMOTPEH MUPOKUI
CIEKTP KOHTPOJBHBIX BOIPOCOB, TO3BOJISIIONINI CTYIEHTY BBIOpaTh HamOosee
UHTEPECHYI0 I Hero Temy. C TEMaTHKOW KOHTPOJBHBIX pPadOT CTYIACHTHI
rmo3zHakoMaTcd B Y MK nucuIuinael.

ConeprxkaHre KOHTPOJIBHOM pabOThI BKIIOYAET: 0OOCHOBAHUE AKTYaJbHOCTH
JTAHHOTO BOIPOCA; KPATKUW aHAJIU3 MCTOYHUKOB U JINTEPATYPhl; TEOPETHUECKYIO
W/WIU TPAKTHUYECKYI0 3HAYMMOCTh JIAHHOTO BOIPOCA; OCHOBHOE COJIEpP)KaHHE
BOIPOCA; TEPCIEeKTUBbI Pa3BUTHA (B 3aBUCHUMOCTA OT TEMbI KOHTPOJIBHOU
paboThI); BBIBOJBI M PEKOMEHIAITNH.

OOwmuii 00bem TekcToBoro Mmarepuana 7-10 crpanuin. CTpyKTypa TEKCTOBOM
JacTH KOHTPOJBHOU pabOThl MOXKET UMETh: BEJICHHE, OCHOBHYIO YacTh, BHIBOJIBI,
CIIUCOK MCTOYHHUKOB M JINTEpaTypbl. PazoreHune TekcTa Ha pa3aenbl U Mo apa3/Ieibl
MOXET OBITh CJACJAHO 10 JKEJAHWIO aBTOpa, OJIHAKO HEOOJbIIOH 00beM
KOHTPOJILHOM pabOTHI JCJIa€T 3TO HE BCET/Ia 11eJ1IeCO00Pa3HBIM.
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OneHka KOHTPOJIBHBIX pabOT OCYIIECTBISETCS B  COOTBETCTBHUU C
YTBEP)KJICHHOHN Ha Kadeape peHTUHTOBOM CUCTEMOM OIICHKU 3HAHUH CTYJIEHTOB 10
KaXJ0M JUCHUIUINHE.
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Ipunooicenue 1 Annomayus
paboueil npocpammbl OUCYUNIUHDBL

AHHOTAIIUSI PABOYEHN MIPOI'PAMMBI JJUCHUTILIUHBI

ILlenv  Oucyunaumet —  TOATOTOBUTH  BBIMYCKHHKA, OOJAJAIOLIETO
TEOPETUYECKUMH M TPAKTUYECKUMHU 3HAHUAMH M YMEHHUSIMH, CIOCOOHOTO
NPUMEHATH KOMIIETEHIINH B c(pepe yrpaBieHus JOKYMEHTAIeH B OpraHu3aluu.

3aoauu oucyuniunol:
- O3HAKOMUTH C MOHATUEM «IOKYMEHTHpPOBaHHAsA MH(OpMALUsS» U €€ POJIbIO
B YIPaBIICHUU OpraHu3aInei;

- c(hopMHpOBaTh HABBIKM aHAJIN3a HOPMAaTUBHO-TIPABOBBIX U METOJNYECKUX
OCHOB JIOKYMEHTAIIMOHHOT'0 00€CTIeUeHUs! YIIpaBJICHNUS;

- O3HaKOMHUTb C OCHOBHBIMU DJJIEMEHTAaMH CHUCTEMBbl YyIpaBJICHHUS
JOKYMEHTaMH;

- 00y4dTb METO/JAaM HCIIOJIb30BaHUSA  YHU(PHUIMPOBAHHBIX  CHCTEM
JOKYMEHTAIIHH;

- chopMupoBath HaBBIKH JOKYMEHTAIMOHHOTO oOecrieyeHus
(yHKUHOHANBHBIX C(ep yIpaBICHUS.

B pesynbrate 0CBOCHUS JUCHUILUIMHBI 00YUYarOITUNCS TOJKEH:

3HaTh:

- MIOHSITHE «JIOKYMEHTUPOBaHHasi HHGOPMaIIUs), TOHUMATh €€ POJib B
yIIPaBJICHUN KOPHOPAIUEH;

- OCHOBBI 3aKOHOATEILCTBA B YaCTH JIOKYMEHTAIIMOHHOTO 00eCIIeueHuUs],
HOPMATHUBHO-IIPABOBYI0 W METOAUYECKYIO OCHOBBI JIOKYMEHTAIIMOHHOTO
obecricueHUs yIpaBIeHUS OpraHU3aIuei, CTaHIaPTHI 110 YIIPABICHUIO JIEJI0BOM
JTIOKYMEHTAIUEH;

- IOHSITHE «CUCTEMA YIPABICHUS JOKYMEHTAMMN;

- yHU(UIIUPOBAHHBIE ¥ (PYHKITMOHATBHBIE CUCTEMBI JIOKYMEHTAIIUH.

YMmern:

- BBIOMpaTh 3 (HEKTUBHBIE UHCTPYMEHTHI YIIPABICHUS IOKYMEHTAMU;
- HCTI0JIb30BaTh YHU(ULIIUPOBAHHBIE CUCTEMbI JJOKYMEHTAINH;

- opMupoBaTh GyHKIMOHATBHBIE CUCTEMBI JOKYMEHTALIUH.

Baanern:

- cnocobamMu  TNPUMEHEHHUS  OCHOBHBIX  HWHCTPYMEHTOB  YIIpaBJICHUS

JOKYMEHTaMHU;
- IHCTPYMEHTaMH UCIOJIb30BaHUSI YHU(PUITUPOBAHHBIX CUCTEM JIOKYMEHTAIINH;
- MeTogamMu (OpMHUPOBaHUS (PYHKITMOHAIBHBIX CHCTEM JIOKYMEHTAITUH.
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