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1. Ileau 1 3a1a4u 0CBOEHUSI AUCIHUILINHBI

[ensro OCBOCHUS JUCLUTIIINHBI «/loxkymeHTanmoHHoe o0ecrieueHue u
JIeNTOTIPOU3BOICTBO» SIBJSIETCS CPOPMHUPOBATH Y OOYYarOIIMXCS 3HAHUE OCHOB YIPABICHHS
JOKYMEHTHPOBAaHHOU MH(OpMAIMEH, BKIIIOUasi TEOPETUYECKHE 3HAHUS O IOKYMEHTE M HOCUTEIISAX
UH(pOpMAaLIUH, TPAKTHYECKUE HABBIKHU 10 BBIOJHEHHUIO OCHOBHBIX ONEpalMid ¢ JTOKyMEHTaMU B
JIeNIOTIPOU3BOJICTBE OpraHM3alii, OCOOEHHOCTH paboThl € OpraHU3alMOHHO-CIIPABOYHBIMH
JOKYMEHTaMH, 00palieHUsIMH I'paxkJ1aH, KOH(PUACHIINATbHBIMU TOKYMEHTAMHU.

3ajauaMu  M3y4YeHHMA  JUCLUIUIMHBL  «/loKyMeHTanmoHHoe  obOecnieueHue U
JEJIONIPOU3BOJCTBO) SIBJISFOTCS:

'] chopMupoBaTh MOHMMaHUE OO0YYAIOIIUXCS JIOTHUYECKH BEPHOTO M apryMEHTHPOBAHHOTO
JOKYMEHTUPOBAHUS  YIPABICHYECKOW  JEATEIbHOCTH, OCYILUECTBICHHUS  JI€I0BOM
IIEPETINCKH;

'] 03HAKOMHUTb OOYYAIOIIMXCS C TEOPETHUECKUMH M METOJOJOTHYECKUMH OCHOBAMH,
HOPMAaTHUBHO-TIPABOBOM 0a30i JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPaBICHHUS;

'] BBISIBUTH OCOOCHHOCTH NMPUMEHEHUS TEXHOJOTHH CO3JaHUs TOKYMEHTOB, HUCIOJIb30BATh

X B HpaKTquCKOﬁ JCATCIIbHOCTH.

2. MecTO IMCHMILTHHBI B CTPYKTYpe 00pa3oBaTeIbHOM IPOrpaMMbl
JucuuiuimHa «JloKkyMeHTallMOHHOE 00ecneueHHe U JIEJIONPOM3BOJICTBO» OTHOCHTCS K
(GakynbTaTUBHBIM AMCUUIUIMHAM  4YacTH, (OpPMUPYEMOHl  ydacTHMKM 0Opa30BaTENIbHBIX
oTHomeHu, 610ka b1 «uctummunel (Moaynu)y ydeOHoro miuana, cormacHo ®I'OC BO s
HanpasyieHus noaroroBku 38.03.02 MeHeKMeEHT.
JucuuruinHa «J{okyMeHTallMOHHOE 00eclieYeHue U AEJI0NPOU3BOICTBO» HAXOJUTCA B
JIOTUUYECKON U COZIEPIKATENbHO-METOANYECKON B3aUMOCBSA3H € IUCLUILIINHAMU: MEHEPKMEHT;

VYnpasieHue nepcoHanom; YpasieHre OU3HeC-IPOLeCCaMH.



3. IliianupyemMble pe3yJbTaThbl 00y4eHHs

Koa m HauMeHoBaHue
KOMIIETEeHIIUH

Koa n HauMeHOBaHUe MHAUKATOPA 10CTUKEHUS
komnerenuuu (MJIK)

IIlnanupyemsble pe3yJbTaThl 00y4eHHs

OIIK-1. CnocoGeH pemaThb
npodeCCHOHANIBHBIC 3a/lauu
Ha OCHOBE 3HAaHUM (Ha
MIPOMEKYTOYHOM YPOBHE)
3KOHOMUYECKOM,
OpraHU3aIlMOHHOMN U
YIPABICHUYECKON TEOPUU

NOIIK-1.1. 3naeT cnocoObl pemeHus MpodecCHOHATHHBIX
3aJa4 Ha OCHOBE 3HAaHUI (Ha MPOMEKYTOUHOM yPOBHE)
SKOHOMWYECKOW, OpPraHW3alliOHHOW W  YIPABIEHYECKOU
TEOPHH.

HOIIK-1.2. ¥YMmeer pemats npodeccHoHalbHbIE 33Jaud Ha
OCHOBE 3HaHUH (Ha IPOMEKYTOYHOM YPOBHE)

OKOHOMHYECKOW, OpraHU3allMOHHOW W  YIPaBICHYECKOM
TEOpUH.

NOIIK-1.3. Bnageer HaBbIKaM¥ peIieHUS
npodeCCHOHANBHBIX  3a/ad Ha OCHOBE 3HaHWW (Ha

IPOMEKYTOYHOM YPOBHE) SKOHOMHYECKOH,
OPTraHU3allIOHHON W YIIPABICHUYECKOW TEOPHUH.

OIIK - 6. Cnoocoben
MOHUMATh TIPUHITUITBI
paboTsl COBPEMEHHBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHI 1
UCIIONB30BAaTh WX  JUIS
pereHus 3ama4
npoecCHOHATBLHOM
JeSITeTbHOCTH

HOIIK-6.1. 3naeT ocHOBBI MH(POPMAIIMOHHBIX TEXHOJOTHI
HOIIK-6.2. YMeeT BBINOIHATH NPAaKTHYECKHUE PaOOTHI MO
HACTPOIKE KOMIBbIOTEPHOM TEXHUKH

HOIIK-6.3. Bnageer HaBbIKaMH pabOThl C MPUKIATHBIM
IpOrpaMMHBIM 00eCTieYeHnEM

3HaTh:

e OcCHOBHEIC MPUHIIUIIBI 9KOHOMHYECKOH,
OpraHU3alMOHHOW M  YIPAaBICHYECKOW  TEOpHH,
NpUMEHSEMbIE JJIS  pelieHUuss MPoPeCcCUuOHATHHBIX
3aJ1a4.

e OcHOBBI MH(MOPMAITMOHHBIX TEXHOJIOTHH, UX DPOJb B
COBPEMEHHBIX OpraHu3aIusiX.

Ymersn:

e Pemiats mpodeccroHanbHbIE 33124 ¢ UCTIOIb30BAHUEM
SKOHOMHUYECKOM, OpPraHMU3allMOHHON U YIIPaBJICHUYECKON
TEOPHUH Ha MPOMEKYTOUYHOM YPOBHE.

e BBHIMOMHATH MpakTHUECKHE padOTHl IO HACTPOUKE
KOMITBIOTEPHOM TEXHUKHU ISl PEIICHHS MPUKIATHBIX
3a/ay.

e [IpuMeHSTh TPHUKIAIHOE TPOTPAMMHOE OOecreueHue
JUTSI BBITTOJTHEHUS PO eCCHOHAIbHBIX 3aa4.

Baaners:

e HaBpikamMy aHain3a W NPUMEHEHHS SKOHOMHYECKOM,
OPraHU3alMOHHOW W YIPABJICHYECKOW TEOpUM IS
MOMCKA PEIICHUI B Tpo(heCcCHOHaTbHOM ACSITEIIBHOCTH.

e TexHUWKaMM HACTPOMKM M aJanTaludyd KOMIIBIOTEPHOU
TEXHUKH JUJIS1 HYK]l OpTaHN3al1H.

e IIpuemamu pabOTHI ¢ COBPEMEHHBIMHU MPOTPAMMHBIMHU
UHCTPYMEHTaMH, HEOOXOJUMBIMU JUISl pealli3aluu
po(hecCHOHANBHBIX 3a]1ad.




4. CTpyKTYypa ¥ coepkaHue TUCHUILTUHBI (MOYJIs1)

4.1 O0beM IMCHUIIMHBI M BBl Y4e0HOH padoThI

Buasbl yue6Hoii padoThl

0O0BeM B yacax

OO01mast Tpy10€MKOCTh TUCIIUTUTHHBI

72 (2 3a4€eTHBIX eTUHUIIBI)

oOyyJaromerocs

KonrtakTHas paboTta 00y4aronmxcs ¢ 30
rpenoaBaTesieM (BCero)

AynutopHas pabora (Bcero), B TOM 4HCIIe: 30
Jlexun 10
CeMuHapbl, MPaKTUYECKUE 3aHSATHUS 20
JlabopaTopnbie pabOThI -
Breaynuropnas padota (Bcero): 42
B TOM YHUCIJIE: -
KOHCYJBTAIHS 0 JUCIHUILTHHE

CamocrositenbHas paboTa o0y4aronuxcs (BCero) 42
Bun npomexyTo4HOU aTTecTaluu 3auver




4.2 TemaTH4ecKHUH IJIAH TUCIUTLIHHDI

HaumeHoBaHue Buabl yueOHoii padoThl, BKJIOYAS Kommnere
pa3aesioB U TeM CaMOCTOSITEJIbHYIO PadoTy 00y4arommxcs u HIIUH
TPYA0EMKOCTH (B Yacax)
N3 Hux Camocto | Kypco | Konrpo
ayIUTOPHbIE | ATeJIbHASI | Bas JIbHAasI
? 3aHATHS pabora | paGora | padora
%}
= | 3
Sl Z |z
2 | E| 5 ¢
= = -3
£ 2 E
=18 3
= | B
Tema 1. Uctopus g8 | 10 2 - | 4 4 - - OIIK-1,
pa3BUTHS OIIK-6
JIeNIONPOU3BO/ICTBA B
Poccun.
Tema 2. Ponb g8 | 10 2 - | 4 4 - - OIIK-1,
JIEJIONIPOU3BOJICTBA B OIIK-6
yIpaBIeHUH.
Tewma 3. ®opmupoBaHue 8 | 10 2 -2 6 - - OIIK-1,
U BEICHUE OIIK-6
JOKYMEHTO000pOTa B
OpraHu3aIyH.
Tewma 4. Knaccuduxamum | 8 10 2 - 2 6 - - OIIK-1,
JIOKYMEHTOB: BHJIbI, OIIK-6
(GYHKIIUY ¥ TTpaBUIa
oopMITCHUS.
Tema 5. PekBU3UTHI 8 8 2 - 2 4 - - OIIK-1,
oduIuaTbHBIX OIIK-6
JOKYMEHTOB | MpaBuia
ux opopMieHuUs
Tema 6. Opranuzanus 8 8 - -2 6 - - OIIK-1,
OTIEPaTUBHOTO XPAHEHUS OIIK-6
Y UCTIOJIb30BaHUs
JIOKYMEHTOB.
Tema 7. JlenoBas 8 8 - -2 6 - - OIIK-1,
MEepEenucKa U sI3bIK OIIK-6
YIpaBIEHYECKUX
JIOKYMEHTOB.
Tema 8. DneKTpOHHBIN 8 8 - -2 6 - - OIIK-1,
JOKYMEHTOO00OPOT. OIIK-6
HToro no aucuunjange 72 10 20 42




4.3 ConepxaHue IMCUMILTAHBI

Tema 1. UcTopus pa3Butus aejaonpoussojacrsa B Poccun.

Uctopust oreuectBeHHOro Jaenonpou3BojcTBa. CKiIaablBAHUE CHUCTEMBI IPABOBOM
JOKyMeHTaluu. /{enonpon3BoAcTBO AOPEBOIIOLMOHHON Poccnn (mpuka3Hoe 1e101pon3BoJICTBO,
KOJUJIEXKCKOE JI€JIONIPOU3BOICTBO, MCIIOJHUTENIBHOE JIEJIONPOU3BOACTBO). Jle10nponu3BoaCTBO B
coBeTckyto 3moxy (1917-1991 rr.) Eamnas rocymapcTBeHHas CHCTEMa JIE€JIOMPOU3BOJICTBA.
Jenonpon3BoicTBO B COBpeMEeHHOM Poccuu.

Tema 2. Posib 1€J101pOU3BOICTBA B yIIPABJICHUM.

IIpenmer, conepkanue M 3a1auu Kypca. OCHOBHBIE IOHSTHS U ONPEIEIICHUS: JOKYMEHT,
JEJIONPOU3BOJCTBO, JOKYMEHTOBEJIEHHE, JOKYMEHTAlMOHHOE oOOecnedYeHue yIrpaBJeHHUs,
TOKyMeHT0000poT, pekBu3uThl, [ OCT. CtanmapTu3anus JIeI0MPON3BOJICTBA. 3aKOHOIATEILHOE
peryaupoBaHue AEJIOMPOU3BOACTBA: 3aKOHBI OOIEro NEHCTBHS U MOJ3aKOHHBIEC aKTHI.

Tema 3. ®opmupoBaHue U BeJeHHEe JOKYMEHT0000pOTa B OPraHU3ALMH.

JIOKyMEHTOOOOPOT, ~TOHSATHE, OCHOBHbIE TpeOOBaHUS K €ro  OpraHU3aIHH.
JIOKYMEHTONOTOKHM, UX aHajJu3 M coBeplleHCTBoBaHHe. Kiaccudukanus HOKYMEHTOIIOTOKOB:
TOPU30HTAJIbHBIC, BEPTUKAJIBHBIE, BOCXOJSIINE, HUCXOMAIIME, BXOMAIIME, HUCXOIAIIUE U
BHyTpeHHue. [lopcuer oOwvema nokymMeHTOOOOpoTa. 3HaueHHE o0beMa JOKYMEHTO00OpOTa.
OcHOBHBIE d3Tambl paboOThl ¢ JOoKyMeHTaMmu. IlepBoHauanbHas o0O0pabOTKa MOCTyHaromen
KOPPECIOH/ICHIINH, COPTUPOBKA JOKYMEHTOB M MX HIpeaBapurenbHas peructpauusd. Ilopsmok
MPOXOXKACHUS BXOJAUINX M BHYTPEHHUX JTIOKYMEHTOB. Perucrpanus ciykeOHBIX JOKYMEHTOB,
NPUHIUIBI perucTpanuu. JJoKyMeHThl, mouiexkaiue o0s3aTenbHol perucrpaunu. MHaekcanms
JOKYMEHTOB. @OpMBI perucTpanu JAOKyMeHTOB. CrpaBodHO-WH(GOPMAIMOHHBIE KapTOTEKH.
Opranu3zanusi UCTIOTHEHUSI AOKYMEHTOB. CpOKHM HMCIOJHEHUs NOKyMEHTOB. DOpMBI KOHTpOII,
aHAJIU3 UCTIOHUTEIHHON PabOTHI M CHATHE JJOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinaccupukanuu 10KyMeHTOB: BUAbI, (yHKIMH M TpaBuJIa oopmiieHus.

OOmiee nmoHsATHE O NOKyMeHTe. OpraHu3allMOHHO - PACHOPSAUTENbHAS JTOKyMEHTAIUS.
Buael nokymeHToB 1 ux kinaccuduxamus. Lens knaccuduxanum. Ilo HauMeHoBaHUIO, 110 CIOCO0Y
¢ukcanuu, MO CTENEHU CJIOXKHOCTH, MO CTENEeHH TJACHOCTH, MO IOPUIMYECKON Ccuie, Io
IPOMCXOXKACHUIO, 10 CPOKAM XPAaHEHHUS, 110 CTETIEHH 00s3aTeIbHOCTH, TI0 CTENIEHH YHU(UKALINY.

Tema S. PexkBU3UTHI 0PUIHAIBHBIX JOKYMEHTOB H IIPaBHJIA UX 0(POPMJICHUS.

30 OCHOBHBIX PEKBHU3UTOB OPUIIMAIBHBIX JOKYMEHTOB M MpaBUja UX PACIIOJIIOKEHUS Ha
nokymente. CocraB u mpaBuia odopmiieHus pekBu3uToB gokymeHtoB. 'OCT P 6.30-2003 .
TpeboBanust k odopmiaeHUI0 peKBU3UTOB. CXEMbl PACHOJOXKEHHUS PEKBU3HTOB. PEKBH3UTHI,
KOTOPbIE TOJDKHBI HCIIOIB30BATHCS MPU U3TOTOBJICHUH OJaHKOB JOKYMEHTOB.

Tema 6. Opranuszanusi OnNepaTUBHOI0 XpaHEeHHUs U UCNOJIbL30BAHUS JOKYMEHTOB.
8



[Tepeuunbie nokymentsl npeanpudtus. [OCT P 7.0.8-2013. XpaHneHue TOKYMEHTOB B
IIPOLIECCE MX HCIOIHEHMs. XPAaHEHUE HMCIOJIHEHHBIX JOKYMEHTOB. ['O0CynapCTBEHHBIH apXuB,
MYHUIIUTNATBHBIA  apXuB, NOpoQMIb apxuBa, apxuBHBIA (oHx, ApxuBHbl (oHx PO,
OOBECIMHCHHBIH  apXWBHBIK  (QOHA, apXuUBHBIA  (GOHA  JUYHOTO  ITPOUCXOXKICHHUSI,
dhoHI000pa30BaTENh, 0OCCTICUCHHE COXPAHHOCTH JOKYMEHTOB.

Tema 7. Jle1oBasi nepenucKa v A3bIK YIPAaBJIEHYECKUX JOKYMEHTOB.

®enepanbhblii 3akoH PO "OO6 snexkrponHoi nudpoBoii nmoanucu". Jlenosas nepenucka.
DONeKTpOHHAas TMOAMKCH, CEPTHU(PHUKAT MPOBEPKH SJIEKTPOHHON MOJIMUCH, KJIHOY 3JIEKTPOHHOMN
MOJIMCH, YIOCTOBEPSAIONIUN LIEHTP, CPEACTBA JIEKTPOHHOM noanucu. [IpaBoBoe peryaupoBaHue
OTHOILICHHI B 00JIACTH UCIIOJIB30BAHUS JIEKTPOHHBIX MOAMUCEH. BUIBI 37I€KTPOHHBIX MOAMHUCEH.
[Ipn3HaHue AMEKTPOHHBIX MOJANUCEHN, CO3aHHBIX B COOTBETCTBMM C HOPMaMH HWHOCTPaHHOIO
paBa U MEXIYHapOAHBIMU CTaHIAPTAMHU.

Tema 8. DJ1eKTPOHHBIN TOKYMEHTO0000POT.

[TonsiTue AJIIEKTPOHHOTO TOKYMEHTO000pOTa B OpraHu3aluu. 00630p
ABTOMATU3MPOBAHHBIX CUCTEM YIIpaBJIEHUs TOKyMeHTaMHU. [IpaBuia npuMeHeHus IEKTPOHHOIO
nokymeHtoooopora. Bumer 3J10. IlpaBa u 00s3aHHOCTH COYYaCTHHUKOB 3JIEKTPOHHOTO
B3auMoOJeiicTBUsl B cdepe AokyMeHTooOopora. [IpuHIUOBI NpU3HAHMUS —AJIEKTPOHHOIO
JOKYMEHTO000pOTa, MOAMUCAHHOTO HHU(POBOI MOANUCHIO, PAaBHO3HAYHBIM JIOKYMEHTaM Ha

OyMa’KHOM HOCHUTEIIE.

4.4. IlpakTHyeckas NOAroTOBKAa

IIpakTrueckass MOATOTOBKA pEANU3YyeTCA IIyTeM IIPOBEICHMs IPAKTUYECKHUX 3aHATUH,
IpeayCMaTPUBAIOIINX y4YacTHe OOYYaIOLIMXCS B BBIMOJHEHUH OTICIBHBIX JIEMEHTOB padoT,
CBSI3aHHBIX ¢ OynyIiei mpodeccuoHaIbHOMN AeSITEIIBHOCTHIO.

O0bem 3aHaTHil B opMe MPAKTHUECKOM MOATOTOBKH cocTaBiisieT 20 yacoB

5. YueOHO-MeTOAUYECKOE, HHPOPMALMOHHOE M MATEPHATBLHO-TEXHUYECKOE
o0ecnevyeHne JUCHUILTUHBI

5.1 OcHoBHas JuTEparypa

1. Jlenonpou3BoJCTBO M JOKYMEHTAIMOHHOE  OOeCleYeHWe TOCYyJapCTBEHHOW |
MYHUIIUTNIATBHON cTyKO0BI : yueOHoe nmocodue / coctasurens FO. B. Mupromkuna. — CTtaBpornosnb
: CK®VY,2016. — 115 c. — Tekcer : anekTpoHHbli // JIaHb : 371eKTpOHHO-0MOIMOTEYHAsI CHCTEMA.

— URL: https://e.lanbook.com/book/155606

2. [lysanmosa, H.H. Opranuzamuss ¥ TEXHOJOTHUSA JOKYMEHTAIIMOHHOTO oOOecreueHus
ylpaBiieHus : yuyeOHUK M mpakTtukym aias By3oB/ H. H. llyBanoBa. — 2-e uzn., mepepad. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265 c.— (Bricmee obOpa3zoBanue). —

9


https://e.lanbook.com/book/155606

ISBN 978-5-534-12358-6. — Texkcr : anekTpoHHbld // O0pa3oBatenbHas miaatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/489984

5.2 lonmosiHUTeIbHAS JIUTEPATYPa

1. Kyzuenos U.H. JlenoBoe muceMo : yaebHO-cripaBouHoe mocoodue. - M. : Jlamkos u K, 2012
—288c.

2. Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B  CHUCTEME TOCYJapCTBEHHOTO U
MYHHITUTIAJILHOTO yrpaBiieHus : yueb.-meto. mocooue / E. B. 3aiiniera, H. B. 'onuaposa ; M-Bo
oOpa3oBanus u Hayku Poc. @enepaunn, Ypan. penep. yu-t. — ExatepunOypr : U3n-Bo Ypai. yH-
Ta, 2017. — 178 c.

3. JlokymeHTOBeIcHUE: Y USOHUK IS CTYJEHTOB YUPEKACHUH BhIciero oopa3zoBanus / M.B.
Jlapun, E.A. IlnemikeBuy, B.®. Ankosas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnun;
HOJ pel. I-pa UCT. HayK, mpod. M.B. Jlapuna. M.: U3natensckuil ueHTp «Akaaemus», 2016. —
320 c. — 800 k3.

53 IIpodeccnonanbHbie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

1. Bceepocculickuil Hay4HO-UCCIIEI0BATEIbCKUI HHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
nena (BHUNIAA) http://www.vniidad.ru

2. OdunnanpHbIH CauT IIpesunenra Poccuiickoi ®denepaunu
http://www.president.kremlin.ru/mainpage.shtml

3. [Topran «TAPAHT.PY» URL: http://www.garant.ru (pecypchl OTKPBITOTO JIOCTYTIA)

4. Iopran «Koncynprantllmoc» URL:  https://www.consultant.ru/  (JueH3noHHOE
porpaMMHOe oOecrieyeHre OTeYeCTBEHHOTO TPOM3BOJICTBA)

5. [TopTtan rocyaapcTBEHHBIX 1 MyHUITMTIATBHBIX yCeIyT http:// www.gosuslugi.ru/ru/

6. Caiit «Apxussl Poccum» moa srunoit denepanbHoro apxuBHoro areHtcrBa (PocapxuBa)
http://www.rusarchives.ru

7. Caiit Poccrannapra http:// www.gost.ru

8. Coser denepanun denepanbHOTrO Cobpanus Poccutickoit denepanun
http://www.council.gov.ru/index.html

9. ®denepanpHas cinyk0a 1Mo HaA30py B cdepe cBsi3u, MHHOPMAIIMOHHBIX TEXHOJIOTHH U

maccoBbix kommyHuKkanuit, ®I'VII HTL "Uudopmpeructp" http://www.inforeg.ru

5.4 MaTepuajibHO-TeXHHYECKOE U POrpaMMHoe odecrieyeHne (JIMEH3UOHHOE U CBOOOTHO

pacnpocTpaHsiemMoe)
HaumeHoBaHue HaumenoBaHue OcHallleHHOCTH Ilepeuennb
AUCHMILINHBI CIeHAJIbHBIX CIeHAJIbHBIX JIMIEH3UOHHOI 0
(MoayJisi), HPAKTHK NOMeIeHUil NOMeIeHUN 1 NMPOrpaMMHOI0
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B COOTBETCTBHH €
Y4eOHBIM IVIAHOM

MOMelIeHu ! IS
CaMOCTOSITEJILHOM’
padoThI

NoMeleHn i s
CaMOCTOSITEJILHOM’
padoThI

o0ecreyeHus.

dT/1.B.03
JlokyMeHTalmoHHOE
obecrieyenne u
JIEIOTIPOU3BOICTBO

Kaouner
JOKYMEHTAIMOHHOTO
obecneucHUs
yIpaBIICHUS

yueOHbIC MeCTa,
000pyI0BaHHBIE
0J104HOM MeOEIIbIO,
KOMITBIOTEPAMH C
BBEIXOJIOM B CETh
WHTEpHET, padouee
MECTO TperoaBaTels B
COCTaBe CTOJI, CTYI,
TyM0a, KOMIIBIOTEP
MPENOoIaBaTelis ¢
BBEIXOOM B CETh
WHTEPHET, dKPaH,
MYJIbTUMEIUNHBIN
MIPOEKTOP, TEIECBU30D,
TEeMaTUYCCKUC CTCH/IbI,
MPE3EHTALMOHHBIN
MaTepuai, KOMIJICKT
0JIaHKOB TEXHUYECKOM
JIOKYMEHTAIuU

Aynuropus 1is
CaMOCTOSTEIHLHOU
paboThl

y4eOHBIE MECTa,
000pyIOBaHHBIE
0104HOM MeOEbI0,
KOMITBIOTEPaMH C
BBIXO/IOM B CETh
HurepHer,

MHOTO() YHKITHOHAIIBHOE
YCTPOMCTBO

Microsoft Windows
XP

Microsoft Office
Kaspersky Endpoint
JUIs OU3Heca
Koncynprantliroc
AdobeReader
Cisco WebEx
WNudpopmannronso-
KOMMYHHKAI[HOHHASI
iatdopma
«Chepym»

6. MeToandyeckune YKazaHusa OJist oﬁyqamumxca 0 OCBOCHHIO JUCIHHUIIIMHBI

6.1 3aHATHA JTEeKUHMOHHOI0 U CEMUHAPCKOT0 (MPAKTH4Y€CKOI0) TUIIOB

Mertonuueckre ykazaHus sl 3aHATHI JEKIIMOHHOTO TUMa. B Xx0/e JTeKIIMOHHBIX 3aHITHI
oOyyJaroneMycsi HEOOXOJMMO BECTH KOHCIIEKTHPOBAaHHE Y4YeOHOro Marepuaina, oOpaiaTth
BHUMaHUE Ha KaTeropuu, (POPMYIUPOBKH, PACKPHIBAIOIINE COJEPIKAHUE TEX WM UHBIX SIBICHUN
U TPOILIECCOB, HAy4YHBbIC BBIBOJBI M MpPAKTHUYECKHE peKkoMeHaannu. Heobxomaumo 3amaBath
MPENoAaBaTeNl0 YTOYHSIONIME BOMPOCHl C LENBI0 YSACHEHUS TEOPETUUYECKUX IOJOKCHHH,
pa3pelieHus CIOPHBIX CUTYaIUH.

[lenecooOpa3Ho nopabaThiBaTh CBOWM KOHCIEKT JICKIIMH, AeNias B HEM COOTBETCTBYIOIIHE
3allUCU U3 OCHOBHOM W JIOIIOJIHUTEIIBHOM JIMTEPATyphbl, PEKOMEHAOBAHHOW IIpENoAaBaTeIeM U
MPETYCMOTPEHHOM Y4eOHOM MPOTpaMMOi AUCITUTLTHHBI.

Meroandeckue 3aHATUHN (MpaKTUYEeCKOTO) THIIA.

YKazaHusa  JJId CEMHUHApPCKOIro

[IpakTHyeckue 3aHATHS MO3BOJSIOT Pa3BHBATh Y OOYdYaIOLIETOoCs TBOPUYECKOE TEOPETHUECKOe
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MBIIIUICHHE, YMEHHE CaMOCTOATEIBHO H3y4aTb JINTEPATYPY, AHAIU3ZHPOBATH INPAKTHUKY; ydar
YeTKO (OPMYIHUPOBATH MBICIb, BECTH IHCKYCCHIO, TO €CThb MMEIOT HCKIIOUUTEIHFHO Ba)KHOE
3HAQYCHUE B PA3BUTUU CAMOCTOSITEIIBHOTO MBILUICHHUS.

IlonroroBka K NpPaKTHYECKOMY 3aHATHIO BKIIOYacT ABa drana. Ha mepBom stame
o0yJaroIuics IJIaHUPYET CBOI0 CAMOCTOSITENBHYIO pPabOTy, KOTOpas BKIIIOYAET: YSCHEHHE
3aJaHisl HA CaMOCTOSITEIbHYIO paboTy; MoAOOp OCHOBHOM M JONOJHHUTENBHOM JHMTEpaTyphl;
COCTaBJICHHE TIIaHa pabOTHl, B KOTOPOM OIPEIENIAIOTCS OCHOBHBIC HYHKTBHI TPEACTOSAIICH
noarotoBku. CocTaBieHHe IUIaHA AUCHUIUIMHUPYET U MOBBIIAET OPraHU30BaHHOCTh B paboTe.
Bropoil sTan BKIIIOYAET HEMOCPEACTBEHHYIO MOATOTOBKY K 3aHATHIO, KOTOPas HA4YMHAETCS C
U3y4eHHs] OCHOBHOW U JIOTIOJIHUTENIbHON uTeparypsl. Ocoboe BHUMaHUE MPH 3TOM HEOOX0UMO
00paTuTh Ha COJIEP)KAHHE OCHOBHBIX IOJIO)KEHUH M BBIBOJIOB, OOBSCHEHHE SIBICHUN U (DaKTOB,
YSCHEHHME IPAKTUYECKOTO IPUIIOKECHHS PacCMaTPUBAEMBIX TEOPETHYECKHX Bompocos. [lanee
ClIeflyeT MOJrOTOBUTh TE€3MCHI Uil BHICTYIUIEHUH 1O BCEM Y4€OHBIM BOIPOCAM, BBIHOCUMBIM Ha
IIPAKTUYECKOE 3aHATHE WIM 110 TEME, BHIHECEHHOM Ha JAMCKYCCHUIO (KPYIVIBIM CTOJ), IPOJyMaTh
IPUMEPBI C LIETbI0 00eCTIeYeHUsI TECHOM CBSI3M M3y4aeMOM TeMBI ¢ peajbHOM KU3HbI0. [ 0TOBSCH
K JIOKJIaJy WIH BBICTYIUIEHHIO B PAMKAaX UHTEPAKTUBHOHN (POPMBI (JUCKYCCHS, KPYTJIBIH CTOMT), IPH

HEOOXOIMMOCTH CIIEIyeT OOPAaTUTHCS 3a MTOMOIIBIO K MPEMO/IaBaTelo.

6.2. CamocTosiTesqibHAsA pad0oTa CTYJAEHTOB

CaMmocrosiTenbHast paboTa CTYACHTOB MPEAYCMOTPEHA YUeOHBIM IJIAHOM 0 TUCIUIUIMHE
B oO0beMe 42 uaca. CamocrosiTepbHas paboTa peanu3yeTcss B paMKax MPOTpaMMbl OCBOCHUS
JTUCITUIUIMHBI B CIEAyONuX hopmax:

- paboTa ¢ KOHCIIEKTOM 3aHsATHUs (00paboTKa TeKCTa);

- MpopabOTKa TEMAaTUKH CAaMOCTOSATEILHON PabOTHI,

- HallMcaHue KOHTPOJIbHOM paboThI;

- MOUCK uHpOpMaIuu B ceTu «MHTEpHET» U IUTEpaType;

- BBITIOJIHEHUE MHIUBHUIYAJIbHBIX 33JaHU;

- IOATOTOBKA K C/laye 3a4era.

CamocrosiTenbHast paboTa MPOBOJIUTCS C LIETBIO:

- CHCTEMAaTHU3alllH U 3aKPETUICHUS MMOTYYCHHBIX TEOPETHUECKUX 3HAHUN U MPAKTUIECKUX
YMEHUH 00y4aronmxcs;

- yrayOJIeHus U pacIliupeHusl TEOPETUYECKUX 3HAHUM CTYIEHTOB;

- (QopmMupoBaHUS YMEHHI HCIONB30BaTh HOPMATHBHYIO, IPaBOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO, Y4EOHYIO U CHEIHALHYIO IUTEPATYPY;

- pa3BUTHS TMO3HABATEIHHBIX CIIOCOOHOCTEHW M aKTHMBHOCTH OOYYAIOIIMXCS: TBOPYECKOU

WHUIUATUBBI, CaMOCTOATCIIBHOCTH, OTBCTCTBCHHOCTH, OPraHU30BAHHOCTH, (bOpMHpOBaHI/Ie
12



CaMOCTOSITEIbHOCTH MBIIIJICHUS, CIIOCOOHOCTEH K CamMOpa3BUTHIO, COBEPIICHCTBOBAHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEN0BATEIBCKUX YMEHUM CTYIEHTOB.

TexHomorus oOpraHu3alid CaMOCTOSITENIBHOM  paboThl  OOy4arolmuxcs BKJIIOYAeT
UCIIOJIb30BaHNE HMH(DOPMALMOHHBIX U MaTepUANbHO-TEXHUYECKHX PECcypcoB: OuOIMOTeKa ¢
YUTAJIBHBIM 3aJI0M, KOMITBIOTEPHBIE KJIACChI ¢ BO3MOXKHOCTBIO paboThl B MIHTEpHET, ayIuTOPHH
JUISL CAMOCTOSITENIEHON PaOOTHI.

[lepen BbIMOTHEHHUEM OOYYAIOIIMMUCS BHEAYAUTOPHOM CaMOCTOSTENHHOW pPabOThI
IpenoAaBaTesb MPOBOAUT KOHCYJIBTUPOBAHHME MO BHINOJHEHHUIO 3a/laHUsl, KOTOPBIA BKIIIOYAET
LeNb 3alJaHusl, €ro COJACP)KaHHs, CPOKH BBIOJHEHMS, OPUEHTHPOBOUHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHUS K pe3ysbTaTaM padoThl, KPUTEPHH OLICHKH.

CamocrosiTenbHass paboTa MOXKET OCYIIECTBIATHCA HWHAMBUAYAJIBHO WM TPYIIaMu
o0Oy4aromuxcsi B 3aBUCUMOCTU OT LEJIH, 00beMa, KOHKPETHON TEeMaTHKU CaMOCTOSTEIbHON
paboThl, YPOBHSI CIOKHOCTH, YPOBHSI YMEHUH 00y4aronIuXxcsl.

KonTtpons camocTosiTenbHON paboThl CTYIEHTOB IPEAYyCMaTPUBACT:

-COOTHECEHUE COJIEP)KAaHUSI KOHTPOJIA € LEeIIMU 00y4eHNUS;

-00bEKTUBHOCTb KOHTPOJIS,;

-BAIMJHOCTh  KOHTPOJII  (COOTBETCTBUE MPEABSBIAEMBIX 3aJaHUM  TOMYy, 4YTO
IIPEII0JIaracTcs MPOBEPUTH);

-nuddepeHuaniio KOHTPOJIbHO-U3MEPUTEIHHBIX MATEPHAIIOB.

DopMBI KOHTPOJISI CAMOCTOSITEIIHHOM PAOOTHI:

-IPOCMOTP U MPOBEPKA BBIMOJIHEHHUS CAaMOCTOATEIbHOIN paboThI PEroaaBaTeieM;

-OpraHu3alnys caMoNpPOBEPKH, B3aUMOIIPOBEPKH BBIIIOJHEHHOT'O 3a/1aHUs B IPYIIIIE;

-00CyXIeHHEe Pe3ybTaTOB BBIITOJIHEHHOMN paOOThl HA 3aHATUH;

-pOBEICHUE MUCEMEHHOTO OIIPOCa;

-IPOBEICHUE YCTHOI'O OIpPOCAa; OpraHu3alusi U IPOBEIEHUE HWHAUBUAYAJIBHOIO
cobeceI0BaHMs;

-OpraHu3alus U mpoBeJeHne cobeceJoOBaHus ¢ TPYIION.

7. MeToan4yeckue peKOMEeHAALUH 110 00YYEeHHUIO JIUI C OTPAHUYEHHBIMH

BO3MOKHOCTHAMH 3I0POBbSI H HHBAJIUIAOB

06yquHe 10 AUCLHUIIIINHE OGy‘I&IOH.II/IXC}I C OI'paHUYCHHBIMU BO3MOKHOCTSAMU 3JOPOBbS
(maee — OB3) ocymiecTBisieTcss C y4eTOM OCOOEHHOCTEH MCUXO(PHU3MUYECKOT0 pPa3BUTHIL,

HHIUBHUOYAJIbHBIX BO3MOKHOCTEH M COCTOSTHUS 310pPOBbA TaKHUX 06yqa}omnx051.
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Conepxanre oOpa3oBaHMsI W YCIIOBHsI OopraHu3amuu oOydeHus, oOydarommuxcs ¢ OB3
OTIpeNIeNAIOTCS alalTHPOBAHHOW 00pa30BaTENbHONW MPOTrPaMMOi, a JJIi MHBAJIHIOB TaKXKe B
COOTBETCTBUU C MHIUBUIYATHHON MPOrPaMMON peaObuIuTaIli HHBATUA.

OcBoenue aucnurinHbl oOydarorumucs ¢ OB3 Moker OBITh OpraHW30BaHO Kak
COBMECTHO C JPYyrUMHU OOydaloIIMMHCA, TaK W B OTHENbHBIX rpynmnax. [Ipeamomaratorcs
CrelMaibHbIe YCIOBUA U1 OTy4eHus: oOpazoBanus oOyuatomumucs ¢ OB3.

[Tpodeccopcko-nienarorndeckuii cocTaB 3HAKOMUTCS € TICHUXOJIOT0-(hU3HOTOTHUECKUMHU
0COOCHHOCTSIMU 00ydaromuxcss MHBaIUAo0B U jull ¢ OB3, uHAMBUAYalIbHBIMU MPOrpaMMaMu
peaduIuTaIii MTHBATUAOB (MTPU HATHYUHN).

B xypce npeamnonaraeTcsi HCMOIB30BaTh COIUAIBHO-AKTUBHBIC U pe(DIICKCUBHBIE METOIBI
0oOydYeHHUs, TEXHOJIOTMH COLMOKYJIBTYPHON peadWIUTAlliU C LeJIbl0 OKa3aHUs IIOMOIIHM B
YCTaHOBJICHUH MOJIHOLEHHBIX MEKINYHOCTHBIX OTHOILIEHUH C IPYTUMH CTYAE€HTaMH, CO3/IaHUU
KOM(OPTHOTO TICHXOJIOTHUECKOT0 KiIuMaTa B cTyleHYeckoid rpymme. [Tombop m paspaboTka
yu4eOHBIX MaTepUajoB IMPOU3BOMAATCS C YUETOM MPEAOCTABICHHS MaTrepualia B Pa3IUYHBIX
dbopMax: ayauanbHON, BU3YAIbHOW, C UCIIOJIB30BAHUEM CIICIIUATBHBIX TEXHUYECKUX CPEICTB U
MH(OPMALIMOHHBIX CHCTEM.

OcBoenue nuctuiivHbl JuinamMu ¢ OB3 ocyliecTBiIgeTcs ¢ UCMOIb30BAHUEM CPEICTB
oOydeHuss OOIIEro W CHEHUATbHOTO Ha3HAYeHHUs (IIEPCOHAIBLHOTO ¥  KOJUIGKTHMBHOTO
UCIIONIb30BaHus1). MaTepuanbHO-TEXHUYECKOe O0ecTieueHre MpeaycMaTpruBaeT MPUCIoCco0IeHre
ayauTopuil k Hyxxaam nui ¢ OB3.

®opma npoBeACHUs aTTECTAllMK ISl CTYACHTOB-UHBAINIOB YCTaHABINBAETCS C YYETOM
WHAUBUAYAIBHBIX NIcuXxopu3nueckux ocodbennocrei. s cryaenatos ¢ OB3 npexycmarpuBaercs
noctymHast popma npeaoCTaBICHHs 3aIaHUN KaK OIEHOYHBIX CPECTB, & UMEHHO:

'] B meYaTHOM WM 3JIEKTPOHHOI dopMe (AJis TUILl ¢ HapYHIEHUSIMU OTIOPHO-ABUTaTEIHHOIO
amnmapara);
(] B me4yaTHOM QopMe WM DSIEKTPOHHOH ¢opMe ¢ YBEIMYCHHBIM IIPHPTOM U

KOHTPACTHOCTBIO (JUIsI JTUI] C HAPYIICHHUSIMH CITyXa, PeYH, 3pEHUs);

] MEeTOJOM YTEHHS aCCUCTEHTOM 3aJaHusl BCIYX (ISl JIUI C HAPYIICHUSIMHU 3pEHUS).

CryneHTaM C MHBQJIMIHOCTHIO YBEJIWYMBAETCS BpeMs Ha IOJrOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. JIJs TakWX CTYAEHTOB MpeayCMaTpHUBAaeTCs JOCTyIMHas ¢opma
MPEIOCTaBIICHUSI OTBETOB Ha 3a/IaHUS, & UMEHHO:

O MMCbMEHHO Ha OyMare Wiy Ha0OpOM OTBETOB Ha KOMITBIOTEPE (IJIS1 JTUI] C HAPYIICHUSIMHU
ciIyxa, peun);
O BBEIOOPOM OTBETa M3 BO3MOXKHBIX BAPHAHTOB C MCIOJIH30BAHUEM YCIYT aCCHCTEHTA (IS

JUI C HApYIIEHUSIMUA ONTOPHO-/IBUTATENILHOIO aIlapaTa);
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O YCTHO (JUTs1 JIUIT ¢ HAPYIICHUSIMH 3PEHUSI, OTIOPHO-/IBUTATEIHLHOTO ammapara).
O npu HEOOXOAMMOCTH JIsi OOYYAIOIIMXCS C WHBATUIHOCTBIO MPOIEAypa OICHUBAHUS

PE3YyIbTAaTOB OGy‘IGHI/I}I MOKCT MPOBOAUTHCA B HCCKOJIBKO 3TAIlOB.
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[Tpunoxenue 1

DOoH/ OLICHOYHBIX CPEACTB
JJISl TEKYLIEero KOHTPOJISI M MPOMEKYTOYHOM aTTeCcTAlNu
NPH U3yYEHNH TUCHUIIIMHBI
DOT/1.B.03 lokymMmeHTAIMOHHOE O0ecIevYeHne 1 AeJI0NPOU3BOACTBO

r. Mocksa, 2025
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1. Tacnopt oHaa OLIEHOYHBIX CPEICTB

Kon u HammeHoBaHue Nuauxarop nocTuskeHust HaumeHnoBanue
KOMIIeTeHI[UH KOMIIeTeHI[UH OLIEHOYHOT0
cpecTBa

OIIK-1. CnocoGeH pemaTsb HOIIK-1.1. 3naer cnocoOsl | [TpomexyTouHas
npo(eCCHOHANBHBIC  3a7a4d  Ha | PEIICHHs  NMPOQECCUOHATBHBIX | aTTECTAINs:
OCHOBe 3HaHuii (Ha 3amad4 Ha OCHOBE 3HaHWHA (Ha | 3auyer
IPOMEKYTOUYHOM YPOBHE) MPOMEKYTOYHOM yPOBHE)
KOHOMUYECKOH, SKOHOMHUYECKOH,
OpraHM3alHOHHON u | opranu3anuoHHoI u

YIPaBICHYECKON TEOPHH.
HNOIIK-1.2.  VYmeer pemarh
npodecCHoHaIbHBIE 3a7aud  Ha

YIIPABJIICHYECKOU TEOPUU

OCHOBE 3HAHUN (Ha
MIPOMEKYTOYHOM YPOBHE)
SKOHOMHYECKOH, o
. Texymmit
OpraHU3aIMOHHOMN u
KOHTPOJIb:

YOPaBJIEHUYECKON TEOPUH.

HMOIIK-1.3. Bmageer HaBbIKamu Onpoc, AOKIan

pelIeHus (pedepar), Tecr,
npodecCHOHANBHBIX 3ajay Ha | Soddu IIpH
OCHOBE 3HaHUN (1a | Pasbope
POMEKYTOYHOM ypoBue) | KOHKPETHBIX
3KOHOMHUYECKOM, CUTyalHi

OPTaHU3aIMOHHON 51
YIIPABICHUYECKON TEOPHUH.

OIIK - 6. Cnocoben monumarth | MOIIK-6.1.  3HaeT  OCHOBBI
IPUHIKUIBL paOOTBl COBPEMEHHBIX | HHPOPMAIIMOHHBIX TEXHOJIOTHH
nHpopManroHHbIX TexHotoruii u | UOIIK-6.2. VMmeer BbIIONHATH
HCIIOJIB30BaTh HUX YIS peleHus | IPaKTHICCKUC paboTeI o

3a1a4 IPoQheCcCHOHATHHOM HaCTpOKe KOMITBIOTEPHOH
JIEATELHOCTHA TEXHUKH
NOIIK-6.3. Brageer HaBbIKaMu
paboTeI c TIPHUKIIATHBIM

IpOrpaMMHBIM O0ecIieYeHHEeM

Ortanbl GopmupoBanus komnereHuuii B mporecce ocBoenust OITOII mpsimo cBsi3aHBI C
MECTOM JUCIUIUIMH B oOpa3oBatenbHOM mporpamme. Kaxapiii stanm  (GopMupoBaHus
KOMIIETEHIIH, XapaKTepPU3yeTCs ONpPEeICHHbIMU 3HAHUSAMHU, YMEHUSMHM U HaBBIKAMU W (MJIH)
OMNBITOM MNPO(ECCHOHAIBHON ESITENbHOCTH, KOTOpBIE OLEHUBAIOTCS B MpPOIECCe TEKYIIEro
KOHTPOJIS yCIIEBAEMOCTH, IPOMEKYTOUYHON aTTECTALIMH MO AUCIUILINHE (TIPAKTHKE) U B IIPOLIECCE
UTOTOBOM aTrrecTanuu M3ydeHue ydeOHON TUCIMITIMHBI «/loKyMeHTamoHHOEe oOecreyeHue u
JIeJIONIPOU3BOJICTBO» 0a3UPYyeTCsl HAa 3HAHUAX M YMEHUSX, MTOJIyYECHHBIX 00y4alolMMHCS B XOJ€
OCBOCHHSI TMPOTPAMMHOTO MaTepuaja y4eOHOW MUCHUIUIMHBI «OCHOBBI TPOQECCHOHATBHON

nestenbHOCTH» «l'ocymapcTBeHHass TpaXKIaHCKas W MyHHMLUINAIbHAas ciyxba B Poccuiickoii
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Oenepanuny. HMToroBas orneHka chHOpPMHPOBAHHOCTH KOMIIETCHIIMHM OIPEACNSICTCS B TEPHOT

IOArOTOBKH U CAa4HM 3a4€Ta.

2. OueHoYHbIE CpeCcTBA

2.1 Texymmii KOHTPOJIb

THUITIOBOE TECTOBOE 3A/IAHUE

1. lokymMeHTaImOHHOE 00eCTieYeHUE YIPaBICHUS — ITO:

1) nesTenbHOCTD anmapara ynpasJIeHHsI, 0XBaThIBAIOIIAsl BOIPOCHl JOKYMEHTHUPOBAHUS U
opraHu3zaiuy paboThl ¢ JOKYMEHTAaMH B ITPOIECCE OCYILIECTBICHUS UM YIIPaBICHYECKUX
byHKIHH;

2) npaBUIIbHO 0(OPMIIEHHBIE IOKYMEHTBI, OTPAXKAIOIIIE BECh CIIEKTP YIPABIEHYECKON
JESITEIbHOCTH MIPEIPUATHS;

3) opranu3anus JOKYMEHTOO00POTa B YUPEKICHUY;

4) KOMIIJIEKC OCHOBHBIX TMOJO0KEHUH, ONPEACTIAIONINX U PETTIAMEHTUPYIOIIMX OPraHU3aIHIo
JOKYMEHTHPYEMBIX ITPOLIECCOB HA MPEAIPUATHH.

2. Cucrtema JOKyMEHTAIMH, CO3/1aHHasl [0 €MHBIM ITPaBUIIaM U TPEOOBAHUAM, — ITO:

1) yaudunupoBanHas cuctemMa JOKyMEHTAIUH;

2) ETCJ;

3) I'OCT;

4) 00BEKT JeIONPON3BOICTRA.

3. UTo Henb3s OTHECTH K cepe eTonpor3BOICTBA?

1) obopmitenue cekpeTapéMm npukasza o npuéme Ha paboTy COTPYIHUKA;

2) odopmiieHHE CeKpeTapéM 0 TPochOe HaYaIbHUKA MTO3/IPABUTEILHOMN TEIerPaMMBbI IS
€ro Matepu;

3) odopmiieHue cekpeTapéM 1o MpochOe HauaIbHUKA CIIY>KEOHOM 3aMCKU B BBILIECTOSIIYIO
UHCTaHIHIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOAUTENIEH OTAEIIOB.

4. I'ne Ha TOKYMEHTE CJIeAyeT pacmojiaraTh rocyaapcTBeHHbIi repd Poccuiickoit deneparun?
1) B BepxHeM 11oJ1e;

2) 1O LEHTpY JINCTA;

3) B IpaBOM BEPXHEM YIIIY;

4) B JICBOM BEpXHEM YTIIy.

5. B xakoM ciyuyae Ha JOKYMEHTE HE BOCIIPOM3BOIUTCS dSMOJIeMa OpraHu3aiim?
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1) ecn Ha MOKyMeHTe yke nmoMmemén repo Poccutickoii deneparuy;

2) ecnu Ha IOKyMEHTE yxke moMeniéH repod cyobexra Poccuiickoit @enepanny;
3) ecau opraHu3anus HE CYUTACT HY>KHBIM MIOMEIIATh SMOJIeMy Ha TOKYMEHTE.
5. T'ep6 cyowekTa Poccuiickoit deaepanun moMeniaeTcsi Ha OJIaHKaX:

1) B BepxHeM 11oie;

2) 0 LIEHTPY AOKYMEHTA;

3) B IpaBOM BEPXHEM YIIIY;

4) B COOTBETCTBHH C NMPABOBBIMHU akTamMH cyObekToB Poccuiickoit deneparun.

[Ikama orleHUBaHUS TECTOBOI'O 3aJaHUS

% BepHBIX penleHnii (0TBETOB) HIkasa oueHnBaHusA
85-100% «OMAUYHOY

70-84% «xopouwio»

51-69% «Y00871eMBOPUMENLHOY
50% u meHee «HE yIOBJIIETBOPUTEIBLHO»

INPUMEPHASA TEMATHUKA KOHTPOJIBHBIX PABOT I10 JTUCHUIIJIMHE

1. Conep:kanue 1 Ha3HaYEHUE JAEIOMPOU3BOJICTBA.

2. Opranu3annoHHble (HOPMBI AETOMPOU3BOICTBA.

3. Cnyx6a nenonpou3BOJICTBA, LIETU U 331a4, QYHKIIMOHAIBHOE COJAEPKAHUE J1eATEIbHOCTH.
4. 3akoHonaTenbCTBO Poccuiickoit denepanuu B chepe nHPpOpMauu U JOKyMEHTAIUH.

5. 3aKOHOAATENbCTBO 00 IIEKTPOHHON MOATHCH.

6. Busbl 351eKTpOHHON MOANKMCH U TIOPSOK UX IPUMEHEHHUS.

7. HopmatuBHbIit 1okyMeHT «lIpaBuia nemonpous3BoaAcTBa B heaepabHBIX OpraHax
MCIIOJTHUTENILHOM BJIaCTU», €r0 Ha3HAUYCHHUE.

8. HannoHanbHbIe CTaHIAPTHI 110 YIPABICHUIO TOKYMEHTAMH.

9. HopMaTuBHBIC IpaBOBBIC aKTHI OPraHa BIACTH, PETJIAMEHTUPYIOLIUE OPTaHU3aIMI0 Pa0OTHI C
JIOKYMEHTaMH.

10. MaCTpYKITHS TIO NETOTPOM3BOICTBY, HOPMAaTHBHAS U METOAMYEcKas 6a3a pa3paboTKu
MHCTPYKLUU IO JEJIONPOU3BOCTBY.

11. bnank noxyMeHTa, BUIbl OJAHKOB COCTaB PEKBU3UTOB OJIaHKA.

12. CocTaB peKBU3UTOB yIOCTOBEPEHUS, TTOPSIIOK UX OPOPMIICHUS.

13. Ciy>xkeOHBIE OTMETKH Ha JOKYMEHTE, MOPSI0K UX 0)OPMIICHHUS.

14. Cuctema opraHu3alliOHHO-IIPABOBOM TOKYMEHTALUH, HA3HAYEHHUE U BUAOBOM COCTaB

JIOKYMEHTOB.
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15. TlonsiTHEe HOPMATUBHOTO MIPABOBOIO aKTAa, BUbl HOPMAaTUBHBIX IIPABOBHIX AaKTOB
(denepaabHBIX OPraHOB UCIIOJHUTEIHLHON BIACTH.

16. Jlo;mxkHOCTHAS MHCTPYKIIHSL, HA3HAYEHUE TOKYMEHTa, COCTaBlIeHHE U opopMiIeHuE.

17. Ilpouenypa cornacoBaHus TOKYMEHTOB, €€ Ha3HAYECHHUE, BHEIIHEE U BHYTPEHHEE
COTJIaCOBaHUE.

18. BusupoBaHnue 10KyMEHTOB, 0COOEHHOCTH BU3MPOBAHUS PACHIOPSIUTEIBHBIX JOKYMEHTOB.
19. Cuctema pacnopsAMTENbHON TOKYMEHTAIMHU, HA3HAYEHUE U BUI0BOM COCTaB IOKYMEHTOB.
20. CocraBnenue u oopMIIeHHE TTPUKa3a IO OCHOBHOM €SI TEIIbHOCTH.

21. ITopsimok TOKYMEHTUPOBAHHUS KOJIJIETHAILHOM (COBEIIATEILHOMN) NeITeIbHOCTH.

2322. [IpoToko:n 3aceaanusi, BUIbI IPOTOKOJIOB, COCTaBICHHUE U 0(OpMIICHHE.

23. Cucrema nuH()OPMAIIMOHHO-CIIPAaBOYHOHN JTOKYMEHTAIMH, HA3HAYCHHUE U BHJIOBOM COCTAaB
JIOKYMEHTOB.

24. JlenoBoe MUChbMO, pa3HOBUIHOCTH JICJIOBBIX ITHCEM.

25. Cocrapnenue u 0(hOpMIICHHE JIETOBOTO MUChMA.

26. TekcT ynpaBiIeHYECKOro JOKYMEHTA, 001I1e TpeOOBaHUS K COCTABICHHUIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BUJl JOKYMEHTA, Pa3HOBUIHOCTH aKTOB, 0COOCHHOCTH COCTaBJICHUS U OOPMIICHHUS.
28. IlonsiTHE TOKYMEHTO000POTA, KAUECTBEHHBIE U KOJIMYECTBEHHBIE ITApaMETPhI
JIOKyMEHTO000pOoTA.

29. [IpuHIUTIBI pallMOHATBLHOM OpraHU3allud JOKyMEHTO000pOTa.

30. OcHOBHBIE ATaNbl ABUKEHUS MTOCTYNAIOIINX TOKYMEHTOB.

31. OcHOBHBIE 3Tanbl ABUKEHUSI OTIPABISAEMBIX JOKYMEHTOB.

32. ®opMBI 1 METOIbI COBEPIICHCTBOBAHMSI JOKYMEHTOO0O0POTA.

33. Ha3zHaueHue 1 1eau perucTpaluy J0KyMEHTOB, TPUHIIUIIBI PETUCTPALIUH.

34. CTpyKTypa perucTpalliOHHOIO0 HOMepa MOCTYMAIOIINX, OTIPABISIEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OCHOBHBIE PEKBU3UTHI PETUCTPALTUOHHBIX (POPM.

36. OcoOEHHOCTH perucTpaly OTAeIbHBIX BUOB JOKYMEHTOB (TIPUKa3, EI0BOE MUCHMO).
37. Opranu3anioOHHbIE OCHOBBI KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB (TIOPYYCHHI ).

38. TexHOIOTUS KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB (TIOpYyUYEHUI).

39. CpokH UCIIOJIHEHUS IOKYMEHTOB, BUbI CPOKOB, IOPSAAOK UCUUCIIEHUS CPOKOB UCIIOJHEHUS
JIOKYMEHTOB, MOPSII0K MEPEHOCca CPOKa UCTIOTHEHHSI IOKYMEHTA.

40. OcHOBHBIE ATANbl KOHTPOJISI UICTIOTHEHUS TOKYMEHTOB (TIOPYUCHH ).

41. Opranuzanus paboThl UCTIOTHUTENS C TOKYMEHTAMH.

42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIIUIIBI OpraHU3alnuU pabOThI C 0OpaIEHUSIMU TPaXKIaH
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43. Buapl oOparnieHu#t rpakiaH, 0COOCHHOCTH pacCMOTPEHHS OOpaIeH TpakIaH
Poccuiickoit @enepanuu.

44. IlonaTHE LIEHHOCTU JOKYMEHTA, KPUTEPUU LICHHOCTU JOKYMEHTOB, CPOKU XpPaHEHUS
JIOKYMEHTOB.

45. Opranu3zanus u NOpsAAOK MPOBEIEHUS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB OpraHa BJIaCTH.
46. Cpoku XpaHEHUsI JOKYMEHTOB, KATETOPUHU JOKYMEHTOB, BBIJIEISIEMBIX 110 CPOKAM XpaHEHHUS,
CPOKH XpaHEHHUsI SJIEKTPOHHBIX eIl

47. IlepeyHu JOKYMEHTOB CO CPOKaMHU XpaHEHHUS, UX MPUMEHEHHE B JEJIOMPOU3BOJICTBE.

48. Homenkiarypa zien oprasa BiacTH, QyHKIIMA HOMEHKIIATYPHI eI, TPUHITUIIBI €€
IIOCTPOEHUH.

49. ®dopma HOMEHKIIATYPHI A€, OCHOBHBIC ATArbl €€ pa3paboTKu HOMEHKIATYPHI JIE.

50. [IpaBuna coctaBieHHs 3aroJ0BKOB J1€JI HOMEHKJIATYPHI JIEJI.

51. CornacoBaHue U yTBEPKIECHUE HOMEHKIIATYPHI A€, CPOK ICUCTBUSI HOMEHKJIATYpPHhI A€, €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opMupoBaHUE JIeN B AETIOMPOU3BOICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B JIea OTJACIBHBIX
KaTeropuii I0OKyMEHTOB.

53. Bupasl onucedt e, OCHOBHBIE IPUHIIUIIBI U MOPSAIOK COCTABICHUS ONMUCEHN Ael.

54. JInyHOE €710 rOCyAapCTBEHHOTO IPAKAAHCKOTO CIIYXAaIllero, COCTaB JOKYMEHTOB /€A,
0c00EeHHOCTH ero (POPMUPOBAHMUS.

55. Opranuzaiiys paboThl 10 YHUUTOKEHHIO TOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS.
56. OdopmiieHre e IpH UX TIepeaade Ha apXUBHOE XpaHEHHE.

57. llonarue «MHPOPMALMOHHAS CHCTEMa JIEKTPOHHOTO JoKyMeHToobopoTay (C310),
¢ynkuuu CI0.

58. HopmatuBHbIe TpeOOBaHUS K MHPOPMAITMOHHBIM CHCTEMaM 3JIEKTPOHHOTO
JIOKYMEHTO000POTA.

59. IlonATHE «3NEKTPOHHBIN TOKYMEHT), OCHOBHBIC IIPUHIIUIIBI OPraHU3alUU PaObOTHI C
AJIEKTPOHHBIMU JOKYMEHTAMH B JIEIIOIPOU3BOJICTBE.

60. HazHaueHue cucTeMbl MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO IOKyMeHTooOopoTa (M3 10),

ctpykrypa MOJ10.

IIpnMepHbIe NpaKTHYECKHe 3aJaHUs:

IIpakmuyeckoe 3a0anue: cocmasumes NPUKa3s

Hupexkrop OOO «CeBepHblii TpaH3ur» BenmamunoB Erop I'eHHanpeBuu mnopyuuin
COCTaBUTh MpHKa3 IO cleayroleMy Bompocy. B mpukaze tpeOyercs mopyuuts Bmagumupy

Aunexceesnuy JInanory, Hukonato AuronoBuuy CaBupckomy u Anzapero [letposuuy KynemoBy
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COCTaBUTh MPOEKT (PMHAHCOBOI'O OTYETa JUIsl Kopropaiuu «YpaiaHedreraz». Homep nqokymenra

1-342 ot 12 mag 2014 rona.

Ilpaxmuueckoe 3a0anue: cocmagums NpuUKa3

Bet — mHavanmpHuk otnena genomnpousBojuctBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: resepanpHbelii qupektop C.5. KoBanés. CeromHs coCTOSICS COBET AMPEKTOPOB
opsiackoro OO0 «PaccBer», 00cyxaanock mpeodpa3zoBaHue CTpYKTyphl obmiecTBa. Pemeno, uto
(GUHAHCOBBIH OTIEN W OyxranTepuss OOBEAMHSIOTCS B OJHO CTPYKTYPHOE TOJpa3/ieiieHue
(puHaHCcOBOE yIpaBieHHE), PYKOBOJCTBO KOTOPHIM IMOpydYaeTcs TJIaBHOMY Oyxranrepy A.B.
JloBakuny. Cekperapckue IOJDKHOCTH pykoBojcTBa OOIiecTBa BBIBOIATCS W3 TOJYUHEHHS
CIIY’KOBI JICJIONIPOU3BOJICTBA M OOBEIUHSIIOTCS B CAMOCTOSTEIIEHOE CTPYKTYPHOE MO/Ipa3ieiicHue
(cekperapuar). PykoBoACTBO cekpeTapruaToM MOpyqaeTcs MOMOUTHUKY T'eHEPaTbHOTO TUPEKTOpa

H.}O. Manununy. KoHTpoaupoBath HCTIOJHEHUE TTPUKa3a OYIETe BHI.

IIpaxmuueckoe 3a0anue: ogopmums obvsacHumenvryio 3anucky. Cocmasums pe3onoyuro.

B 3A0 «Bpemena roma» Oblia TpOBEJCHA PEBH3US, B pe3yibTaTe KOTOPOW OBLIH
BBISIBJICHBI HEOOOCHOBAHHBIE 3aTPaThl HA OPTaHU3ALMIO AEJIOBBIX MEPONpUATHL. B cBsA3u ¢ aTHM
nmupextop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copokun 3aTpeboBan
OOBSICHUTENBHYIO 3alMCKY OT riaBHoro oyxrantepa A.E. ManunoBoii. Panee qupexropom Obu1
U3JIaH TIPUKa3, B KOTOPOM PYKOBOIMUTEIN CTPYKTYPHBIX IOAPA3JECIICHUN INPU OpraHu3aluu
JIETIOBBIX MEPOTPUITHI 00S3BIBAIUCH MPEICTABIATh B Oyxrantepuio 3AO MOKIagHbIC 3aITUCKH C
YKa3aHHUEM CMETHI pacxoAoB He no3aHee 10 nHel 10 Havajga COOTBETCTBYIOLIETO MEPOIPUSTHS.
JlupexTop mopydms OyXraiarepud NpPOBOAUTH (UHAHCHPOBAHHE JENOBBIX MEpPONPHUATHHA Ha
OCHOBaHMHU ero pesontonuu. OnHAKO INIaBHBIM Oyxraatep NpopUHAHCUpOBaa KOMaHAUPOBKY
HavaibHUKA oTaena cObita E.C. TuxoHoBa 6e3 pesomtonmu aupektopa. OT yiuma TIaBHOTO
Oyxrantepa A.E. MaHunoBo#l cocTaBbTe OOBSCHUTENBHYIO 3aIIUCKY, TJI€ YKaKUTE, YTO OIjiara
OCYIECTBIICHA B CBs3H ¢ 10-THEBHOM 3apy0eKHOI KOMaHAUPOBKOM TUPEKTOPA.

Pe3omronms cocrasiseTcs IIPOU3BOJIbHO.

IIpakmuyeckoe 3adanue: cocmasbme u ogopmume 00bACHUMENLHYIO 3ANUCKY

Wucnexrop kanuensipun 3A0 «Cupuyc» WM.M. PycakoBa B COOTBETCTBUHM C NPUKA30M
reHepaibHOro nmupekropa ot 12.03.2005 Ne 45 momxna Ob1a k 12.04.2005 mpoBecTr SKCiepTU3y
LIECHHOCTH JOKYMEHTOB, XpaHAIIMXCS B KaHUEIIpUU. B cBA3M ¢ AIUTEIbHOM OO0JIE3HBIO

3aBenytomieit kanuenspueit .. PycakoBa ucnonHsiia ee 003aHHOCTH U HE CMOTJIa BBITOJHUTD
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nopydeHue B cpok. [lociie BbIxoga Ha paboTy 3aBeayromias KaHienspuend norpedosana ot .M.

PycakoBoif 00BsSCHUTEIBHYIO 3AIHCKY.

Ilpaxmuueckoe 3a0anue: cocmagums 0e1080e NUCbMO

Bbl — HauanpbHUK OTHENA JEIONPOU3BOJICTBA O0MaAMUHUCTpauK. Buepa mposeneH 9 B
roxy npesuauym kosuteruu mpu ['ydbepHatope bpsiackoit oomactu A.B. Tumodeese. HauansHuk
topuauyeckoro oraena E.P. CunuH BHec mpeasioKeHHE MO PEopraHu3alMM aIMUHHCTPALUU
bpsiackoit oomactu B [IpaButensctBo bpsinckoii obnactu. I'ydbepuarop bpsiHckoit oomactu A.B.
TumodeeB cipocui AOKIaI9MKa O KOJIMYECTBE 3amecTuTeneit ['yoepHaTopa B HOBOM CTPYKTYpE,
NPEUIOKUII COKPATUTh MX Ha 2 enuHUIBL. [lopyueHo ympaBieHHIO MO KaapoBoil pabore k |
kBapTaiy 2017 roga moAroTOBUTH MPOEKT peopranu3anuu. HauanbHuKy genaprameHTa puHaHCOB
I1.LE. BracoBy mpocuuTtats pacxojibl o peopranuzanuu ko Il kBaprany 2017 rona.

Bam HeoOxoauMo Hammcath nmuchbmo Ha ums [Ipencenarens bpsuckoit oomactHon Jlymbl
A.E. Enunceesa 3a MoANuChIO BaIlleTo pyKOBOAUTENS — 3aMecTuTens ['ydepHaropa A.A.Ilono3oBa.
B nuceme, cornacho 3ampocy u3 JJymer (Ne 1-342 ot ceroaHsmiHero uncia) —mpouH(popMUpOBaTh

Enuceea o ToM, 4TO MPOM30ILIO HA MIPEIUTAUYME.

IIpakmuyeckoe 3adanue: oghopmums NOIHBIN NPOMOKOJL NO NPEONOHCEHHOU CUMYAYULU.

B 3A0 «/IBurarenb» cocrosiyioch 3aceaanue texHuueckoro Coera npu ['eHepambHOM
nupekrope T.J1. ['maronese moj ero mpeacenaTea»CTBOM, B IPUCYTCTBUU BeeX wieHoB Cosera (16
yenoBek) u cekperapss Cosera. CoBerT oOcCykmall BOIPOCHI O cocTtossHuM padotel 3A0 3a
MOPOIISAIINI Tox W TepcrneKTuBbl pa3BuTHs OOmecTBa B OyaylmieM Toay, O BBITOJHEHUU
nporpamMMbl BBIITYCKa MPOAYKUUM W ee peanusauuu. [lo mepBoMy Bompocy Hokiaa aenal
3amectutenb ['eHepanpHoro gupekropa K.A. PycnaHoB, KOTOpbI [1am  pa3BEpHYTYIO
XapaKTepUCTUKY JesTenbHOCTH OOmecTBa, OTMETUN PACHIMPEHUE COTPYIHUYECTBa» C
naptTHepamu B Apyrux peruonax. K. A. PycnaHoB [0J0KuUN O MOANUCAHWU COTJIALIEHUS C
YHUTapHBIM TpefnpustueM «Typbuna» u ero mepcrektuBax st OOmectBa. CoBeT MPUHSII
pelIeHre O 3aKJIIOUEeHUU JoroBopa ¢ mpennpustueMm «TypOuHa» O BBIIYCKE 3amyacTeil Juis
CENbCKOXO03AUCTBEHHOM TexHUKH. Kommepueckuit mupektop AHTOHOB M.K. nonoxun o
COOJIOZICHUH TUTAHOB pean3allii TOTOBOM MPOIYKITMH, OTMETHUB MIPH STOM TPHU CIIy4asi CPHIBOB
MOCTaBKU M HapymeHuss OOIIEeCTBOM CBOUX 0053aTeIbCTB M3-32 HEMPABIILHON KOMIUICKTAIIUN
3aka3oB. lIpUuymHONW TaKOro TMOJNOXKEHHsI SBUJIOCH OTCYTCTBHE COBPEMEHHOTO CKJIaJICKOIrO
o0opynoBanus. Pemienne mo BTOpOMy BoIpocy cojepkano mnopydeHune Kommepueckomy
mupekTopy AHTOHOBY M.K. mOAroTOBHTH OOOCHOBAHHE MPOEKTAa PEKOHCTPYKIMU CKIIaaa

PEATPUITUS.
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IIpakmuyeckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYPbl 0ell U PEKGUIUNbL
HOMCHKIJIATYpPbI ACJT 10 TCKCTA.
®dupwma: Opsackoe OO0 «PaccBer», HOMeHknarypa nen Ha 2017 roa. dupektop OO0 —

AnTtoH UBa"oBny Tenerux.

IIpakmuueckoe 3a0anue: coCmasums omeem 6 6uoe 0el06020 NucbMa Ha obpaujeHue
2paNCOAHUHA.

B kanmemspuiro komMmepueckoro OaHKa «ATJIAHTHYECKUA TpaH3uT» 27 sSHBaps
T.T.IIOCTYIIMJIO MMCbMO OT rpakaanuHa MBana EsrenbeBuua TyxukoBa. OH IpOCUT PyKOBOACTBO
0aHKa MPEeIOCTaBUTh €My OECIPOLIEHTHYIO CCYIy Ha MATh JIET («Ha MOTPEOUTENbCKHE LIETH).
CocraBbTe OTBET OT JMIla JAUpeKTopa OaHka AHapes MareeBuya TuTOBa, Tae HM3BECTUTE
3asBUTEIISA, YTO CPEAU NOTPEOUTENBCKUX KPEIUTOB OaHKa NOJOOHBIX KPEAUTHBIX TPOAYKTOB HET.

O3HaKOMUTCS C KPEIAUTHBIMH TPEAJIOKECHUSIMA MOXHO B oduce Oanka (bpsHCk,

yn.Bepuazckoro, 4, od. 3) unu Ha caiite OaHka: www.a-tranzit32.ru

Ilpakxmuueckoe 3adanue: noo02omoeumsv nyOIUYHOE BbICMYNIEHUE NO NPeOlOHCEeHHOU
cumyayuu.

IToaroToBUTH TOKIIAL O CBOEH I'PYIIIE OT UMEHHU CTAPOCThI IPYIIIBI JUIsl BHICTYIUICHHS Ha
Bcepoccuiickom cnére crapoct. B BBICTYIUICHMM O03BYYHTh YYE€OHYI0O H BHEYYEOHYIO

NEeSTENIbHOCTD TPYIIIBI, 0COOCHHOCTH CIIeUaIN3aluu, Oy1yline KapbepHble MEPCIEKTUBBI.

Ipaxmuueckoe 3a0anue: cocmagvme u oghopmume 3das8ieHue Ha OMnycK
Bel — HauvanpHuk opranuzamuoHHoro otaena OOO «Cucrema-bpgHck». DTo Bamn
OCHOBHOM OTITYCK, KOTOPBIX BBl Oepere Ha 30 mHei ¢ 12 aBrycra T.r. 3aMeCTHTENb TUPEKTOpa 1O

kagpam OOO — Oner MBanoBuu KopoOos.

[IIkama 1 KpUTEpUU OIICHUBAHUS KOHTPOJIBHBIX PabOT

IIkaja oneHUBAHUA Kputepuu onenuBanus
«OMAUYHON OOyuaronuiicst TIyOOKO M COJIep>KaTeIbHO PACKPBIBAET TEMY
KOHTPOJIbHOW paboThI, HE TOMYCTUB OMTHOOK. OTBET HOCHUT
Pa3BEPHYTHIM ¥ MCUEPIBIBAIOIINN XapaAKTED.
«XOPOULOY OOyuaronuiics B 11eJIOM PaCKpPbIBAET TEMY KOHTPOJIbHOU
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paboThI, OTHAKO OTBET HE HOCHT Pa3BEPHYTOTO U
MCYEPIBIBAIOIIECTO XapaKTepa.

«VO0BIIeMBOPUMETLHOY OOyuarommiicsi B IIeJIOM PaCKPBIBAET TEMY KOHTPOJIBHON paOOTHI
U JIOIMTyCKAeT PsiJi HETOYHOCTEH, (hparMEHTapHO PaCKpPhIBACT
cojiep)KaHNE TEOPETHUECKUX BOTIPOCOB HITH HX PACKPHIBACT
COJIEPKATENBHO, HO JAOMYCKasl 3HAYUTEIbHBIC

HETOYHOCTH.

«He yoosnemeopumenvHoy | OOydarommuiics He BiaieeT BEIOpAaHHON TEMOW KOHTPOIBHON
paboThl. Tema KOHTPOIBHOM pabOTHI HE PACKPHITA

IMPUMEPHBIE TEMbBI TOKJIAAOB (PE®@EPATOB) 11O JUCIUIIJIMHE

l. Pa3sButue 3akoHOJATEIbHOM periaMeHTanuu paboThl ¢ JOKyMeHTamMu B Poccuiickoii

®enepanuu B 1990- €2013 rr.

2. AHanm3 MHCTPYKIMHM TI0 JETOTPOU3BOJACTBY (Ha NMpUMEpPe WHCTPYKIIUH KOHKPETHOM
OpTraHU3aITIH)
3. AHaNM3 TODKHOCTHBIX HHCTPYKIIUHA paboTHUKOB City)0b1 JIOY (Ha mpuMepe MHCTPYKIIUMA

KOHKPETHOI'O YUPEKICHUS).

4. AHanu3 CTpYKTYphl M (YHKIMHA CITyKObI AETONPOU3BOACTBA (HA MPUMEpPEe KOHKPETHOM
OpraHU3aIVH).

5. Opranu3anus padotsl cyx0s1 IOY (Ha mpuMepe KOHKPETHOM OpraHu3aIum).

6. Opranuzanus JOKyMEHT0000poTa (Ha mpuMepe KOHKPETHON OpraHu3aluu) U OCHOBHBIC

HaIlpaBJICHUA €T0 COBCPUICHCTBOBAHUA.

7. Opranu3anus perucTpaiyy JOKYMEHTOB (Ha MpUMepe KOHKPETHOM OpraHu3aIim).

8. MeToapl OpraHW3alid KOHTPOJIS 3a KCIOJHEHHWEM JOKYMEHTOB IIPH TPaJAHIIMOHHOM
JIETIONPOU3BO/ICTBE.

9. Opranuzanus paboTsl ¢ 00palIeHUSIME TPaKIaH B TOCYJAPCTBEHHBIX YUPEKICHUSIX.

10. Mertoarka COCTaBICHUSI HOMEHKJIATYPbI €] YUPEKICHHUS.

11. [TpoGaemMbl SKCIEPTU3BI IICHHOCTH IOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

12. OnbIT Opranu3anuy padoThl C TOKYMEHTaMU 32 pyOexoM.

[Ikana u KpuTepUn OLIEHUBAHUA JOKIAI0B (pedepaTon)

IIkajia oueHuBaHUSA Kpurepun oneHuBanus

«OMIUUHOY OO6yuaromuiicst TIy00KO U COJIEPKATEIIbHO PACKPBIBACT TEMY
nokiana (pedepara), He JOMYCTHB OMTMOOK. OTBET HOCUT
pPa3BEPHYTHIN U MCUEPIBIBAIOIINN XapaKTep
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«XOPOUWOY OOyuaromuiics B IIeJIOM pacKphIBaeT TeMy Jokiazaa (pedepara),
OAHAKO OTBET XOTA 651 Ha OJJMH U3 HUX HC HOCUT PAa3BCPHYTOTO U
MCYEPIBIBAIOIIECTO XapaKTepa.

«yooenemeopumenvioy | OOy4aromUNcs B I€JIOM pacKphIBaeT TeMy JoKiana (pedepara) u
JOIyCKAEeT psiZi HETOYHOCTEH, (PparMEeHTapHO pacKphIBAET
COJIEp’KaHUE TEOPETUUECKUX BOIIPOCOB WIIM UX PACKPBIBAET
COJIEPKATENIBHO, HO JOIYyCKasi 3HAYUTEIbHBIC HETOYHOCTHU

2.2 IIpome:xxyTOUHAS aTTECTALUSA

NNEPEYEHDB BOITPOCOB JJUIA ITOATI'OTOBKH K 3AYETY

1. CBs3b unpopMmanmu u 1o0KyMeHTa. Poib nH(OpMaIiy B COMANBHBIX M SKOHOMHUYECKUX
poueccax.

2. JIOKyMEHT U €ro MECTO B CUCTEME YIIPaBJICHHUS.

3. JlokyMEHTOBEIeHUE KaK HayyHas AUCLUILIMHA U €€ CBA3b C APYTHMHU HayYHBIMU
JUCLUIINHAMM.

4. OnpeneneHue TOKyMEHTa B HOPMaTUBHBIX aKTaxX.

5. 3aKOHOAATEIbHAs M HOPMATUBHAS PETIIAMEHTALUs JOKYMEHTUPOBAHUS B JOPEBOIIOLIMOHHON
Poccun.

6. 3akoHOAaTeNbHbIE aKThl 00 0053aTENILHOCTH TIOKYMEHTHPOBAHUS NHPOPMALIUH.

7. llonsTre knaccuukanuu T0KyMeHTOB. Bunbl kinaccudukanuu. Pa3sutue 1o0KkyMeHTHON
kinaccudukanuu B Poccun.

8. O0mue 1 yacTHble QYHKIHUU JOKYMEHTA. 3aBUCUMOCTD IOHATHS «IOKYMEHT» OT €ro
¢ynkunu. Bnusaue QyHKIMIA JOKYMEHTa Ha €r0 CTPYKTYPY.

9. 3aBUCUMOCTb MOHATHS «TOKYMEHT» OT €ro (DYHKITUH.

10. PazBuTHe NOHATUS «TOKYMEHT.

11. [lonsaTne «uHpOpMALUA» U €T0 Pa3BUTHE NPUMEHHUTEIBHO K JOKYMEHTOBEICHHUIO.

12. ABTOp TOKyMEHTa, MOPSAA0K 0003HAYCHHSI OPTaHU3aLMU-aBTOPA TIOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conep>xanue, 3HaueHue, 0OCOOEHHOCTH BHEIPEHUSI.

14. JlatupoBka nokyMeHTa. JlaTa Kak coCTaBHas 4acTh psija peKBU3UTOB. TpeboBaHus

K 0(hOPMIICHHIO JaTHl.

15. dpeBHeiimue Matepuansl 11 nucbma. M3o00perenne Gymaru U COBEpLICHCTBOBAHUE €€
IIPOU3BO/ICTBA.

16. Uctopust BOBHUKHOBEHUS W PA3BUTHS OTACIbHBIX BUIOB JOKYMEHTOB.

17. UcTopust pa3BUTHSA OTACIBHBIX 3JIEMEHTOB (hOpMyJIsipa JOKYMEHTA.

18. Kunonoxymentuposanue. IlosiBnenue, passutue. Buneosanucs. Kpurepuu nennoctu

KHMHOJOKYMCHTOB.
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19. Konuu 1OKyMEHTOB, MX HCTOPHYECKOE Pa3BUTHE M BUIBL. JlyOnuKaT qOKyMeHTa.

20. MarepuaiibHasi COCTaBIIAIONIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEKT U peAMET U3YUYCHHUS B TOKYMEHTOBECHUN. METO/Ibl B JOKYMEHTOBEIUECKUX
UCCIIE0BAHUSAX.

22. HopMaTHBHO-METONYECKHUE aKThI, PETIIAMEHTUPYIOIIHE Co3AaHue U opopMiIeHHE
JIOKYMEHTOB.

23. O6o3nauyenue anpecara. [IpaBuia Hanucanus ¥ MeCTO ajipecara B (popmyisipe
JIOKYMEHTA.

24. O6merocynapcTBeHHas: yHU(PUKAIKS TOKYMEHTOB. DOpMBbI yHH(PUKAITIH.

25. O6mue TpeOoBaHUS K TEKCTY TOKyMeHTa. Jlornueckast CTpyKTypa TEeKCTa.

26. OnepaTuBHas U UCTOpUYECKas (PETPOCIIEKTUBHAs) TOKYMEHTHAas: HHPOPMAaLUs KaK
eanHast nHpOopMalMoOHHAas cUCTEMA.

277. OCHOBHBIE TEXHOJIOTUH KOMUPOBAHUS U PA3MHOXKEHUS IOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONIPEENAIONINE PALIMOHATLHYIO OPTaHU3AIUI0
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00CTY>)KUBaHUS YIPABICHUECKON eI TETbHOCTH.
29. OcoOeHHOCTH TOKYMEHTHPOBAHUS JAEATEIHHOCTH KOJIJIETHAIBHBIX OPTaHOB.

30. Ocobennoctu hopmyisapa JOKYMEHTOB, IMMOJTYYE€HHBIX Pa3IMUYHBIMU CIIOCOOaAMU
JOKYMEHTHPOBaHUS (TEKCTOBBIMU, MAITUHHBIMH, KHHO-, POTO-, POHO-, TEXHUYECKUMHU ).
31. OrmeTku Ha fokyMeHTax. VX poJib B IPOXOXKIEHNUN U UCIIOJIHEHUN JOKYMEHTA,
MeCTO B (hOpMyIIsipe JOKyMEHTA.

32. OTTHUCK MeUaTy KaK PeKBU3UT JoKyMeHTa. Cirydan 00s3aTeIbHOTO MPOCTaBICHUS
repOOBOIi MeYaTH Ha JOKYMEHTAaX.

33. IlogyinHHuKK 1 Konuu. Bunel konuid. Ilopsaok ynocToBepeHuit KOMUA.

34. IlonmuHHBIE ¥ TIOJIJIOKHBIE TOKYMEHTHI. Bubl danbcudukanum J0KyMEHTOB.

35. Iloanuch Kak cOCTaBHASI 4aCTh PEKBU3UTOB (IIEPEUNCIUTD BCE PEKBU3UTHI).

36. IlonsTHE «PEKBU3UT JOKYMEHTa». [I0CTOSHHBIE U IEPEMEHHBIE PEKBU3UTHI.

37. IlonaTue «cuCTEMBI JOKYMEHTAIUIY, pa3BUTHE CUCTEM. Y HU(DUIIUPOBaHHbIE
CHUCTEMBI IOKYMEHTALINH.

38. IloHsTHE «AIEKTPOHHBIA TOKyMEHT». Kimaccudukamus u XxapakTepucTUKa COBPEMEHHBIX
HocuTenei nadopmMaru

39. IonsaTue «O6IaHK» IPU CO3IaHUM JOKYMEHTA. biiaHku npeanpusTiii pa3auaHbIX
¢dhopM COOCTBEHHOCTH.

40. ITonsiTHE KOMILJIEKCOB JOKYMEHTOB. [IpOCThIe KOMITJIEKCHI TEKCTOBBIX JTOKYMEHTOB.
41. IlonaTHe 1 NpU3HAKU OPUTHMHANA JOKYMEHTA.

42. IloHATHS «LIEHHOCTh JOKYMEHTA», «dKCIIepTH3a LIeHHOCTH». [lopsaok oneHuBanus
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JTIOKYMEHTOB.

43. Ilopsnok noanucanus JOKyMeHTOB. @opMbl moanucaHus 10KyMeHToB. [loanucu

KaK COCTaBHasl 4acTh PsJla PEKBU3UTOB.

44. TTopsaok coriacoBaHust JOKyMeHTOB. OgopMiieHHE BHYTPEHHETO U BHEIITHETO
COTJIACOBaHUSI.

45. TTopaaok 1 cnocoObl yTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBO€E peryanMpoBaHue NPOLECCOB AIEKTPOHHOIO JOKYMEHTUPOBAaHUS. DJIEKTPOHHAs
nudpoBas MoMuCh.

47. PazButne yHu(UKAIIMN U CTAaHIAPTH3AIMN JOKYMEHTOB BO BTOPOU MOJIOBUHE XX B.

48. Pa3Butne ¢popmymsipa nokymenta B XVI-XX BB.

49. PexBU3UT «azpecary, ero 3Ha4YCHUE U COBPEMEHHbBIE TPeOOBaHUS K OPOPMIICHHIO.

50. PexBU3UTHI, MpUIAIONIUNE JOKYMEHTY IOPUANYECKYIO CUITY.

51. Ponpb 3akonoaarenbHbIX akToB X VIII B. B yHUpUKaIMK TEKCTa OT/IETBHBIX BUJIOB
JIOKYMEHTOB.

52. CnoxHbIE€ KOMIUIEKCHI IOKYMEHTOB.

53. CocTaB OpraHu3alMOHHBIX TOKYMEHTOB, UX XapaKTEPUCTHUKA.

54. CoctaB ynocToBepeHus JOKyMeHTOB. [IpaBmia ohopmiIeHHs peKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

55. Crioco0bl npecTaBieHus] YHU(PHUIIMPOBAHHBIX TEKCTOB (AaHKETHI, TAOIUIIBI, TpadapeTHbIe
TEKCTHI).

56. CreHorpadusi, TUKTOrpaMMBI M JIOTOTPAMMBI; ©X COBPEMEHHOE TPUMEHEHHE.

57. CylHOCTb MOHATHS «IOKYMEHT» U €r0 pa3BUTHE.

58. TekcToBOE TOKYMEHTUPOBAHME U ATAIbI €70 PA3BUTHSL.

59. TexHu4eckoe TOKYMEHTHPOBAHUE U 001aCTH ero mpuMeHeHUs1. OCHOBHBIC TPYIIITHI
TEXHUUYECKOH JTOKYMEHTAlUU U BUbl TEXHUYECKUX TOKYMeHTOB. [loHsTHE OpHUrrHaia B
TEXHUYECKON JTOKYMEHTALUH.

60. TpeboBaHUs K KOHCTPYHPOBaHUIO OJ1aHKOB. Bujpl 61ankoB. bianku opranuzanuii u
MPEANPUITHI pa3IUIHbIX (POpPM COOCTBEHHOCTH.

61. TpeGoBaHus K COCTaBICHUIO M OPOPMIICHHUIO aKTa.

62. TpeboBaHUS K COCTABICHUIO U 0(POPMIICHNIO HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
63. TpeboBaHUs K COCTABICHUIO U O()OPMIICHUIO IPOTOKOJIA.

64. TpeGoBaHUs K COCTABICHUIO M OPOPMIICHUIO PAaCTIOPAIUTEIBHBIX TOKYMEHTOB.

65. TpeGoBaHus K COCTaBICHUIO M OPOPMIICHUIO CITy)KeOHOTO TuchMa. PasHOBUAHOCTH

IIHUCEM.
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66. Yauukaims TekcTa JOKyMEHTa KaK OJTHO M3 HaIlpaBJICHUH €ro COBEPIICHCTBOBAHUSI.
YHUGHUIHPOBaHHBIE TEKCThI, METOAMKA UX Pa3pabOTKU U CIIOCOOBI MPEICTABICHHS.

67. YHUpHUUIMPOBAaHHAS CUCTEMa OPTaHU3AI[MOHHO-PACTIOPSIINTEIEHON JOKYMEHTAIIHH.

68. danbcudukau 10KyMeHTOB. CIiocoOBI MOAIEIKH TOKYMEHTOB

69. ®ononoxkymentupoBanue. [losBnenue, pa3Butue, npumMeHenrne. Kpurepuu neHHOCTH
(OHOTOKYMEHTOB.

70. @opmanu3anys TeKCTa JOKyMEeHTa. Y HU()UKAus TeKCTa JOKyMeHTa. MeToabl yHU(PHUKAIUH.
71. ®opMyIsip JOKYMEHTA U €r0 COCTaBHBIC YacTh. IHIUBHUIyaIbHBIA U TUTIOBOH (OPMYIISIP
72. ®otogokymeHntupoBanue. [losBinenue, pazputue, npuMeHenue. Kpurepuu neHHOCTH
($OTOIOKYMEHTOB.

73. UepHOBUKH, IOJUIMHHUKH, OPUTHMHAJIBI TOKYMEHTOB. [Ipru3Haku opuruHana.

74. DneMeHThI TEeKCTA: 3aroJIOBOK, MPUJIOKEHUSI, TPEOOBAHUS K UX OPOPMIICHUIO.

75. JIMNHTBUCTHYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JJOKYMEHTOB.

[Ixana ¥ KpUTEpUH OLICHUBAHMS 3a4eTa

IIxana Kpurepun onennBanus
OlLICHMBaHUS
«3a4meno» OneHka «3a4TeHO0» BBICTABIIAETCS CTYAEHTY, KOTOPBIN

- MPOYHO YCBOMJI IPETyCMOTPEHHBII MPOTrpaMMHBINA MaTepra,

- MPaBUJIHHO, APTYMEHTHUPOBAHO OTBETHII Ha BCE BOTIPOCHI, C
MPHUBEICHUEM TIPUMEPOB;
- MOKa3aJl TTyO0OKHEe CHCTeMAaTU3UPOBAHHBIC 3HAHUS, BIIAICET
IPHEMaMH PACCYKIICHUS U COMOCTABIIICT MaTepHaN U3 Pa3HbBIX
HCTOYHUKOB: TEOPHUIO CBS3BIBACT C MPAKTUKOM, IPYTUMHU TeMaMU
JAHHOTO Kypca, APYTHX U3ydaeMbIX IIPEIMETOB

- 03 OmMOOK BBITIOJHUJ MPAKTUYECKOE 3a/IaHuE.

«He 3aYmenoy O1eHKa «HE 3a4TEHO» BBICTABIISICTCS O0OYJArOIIEMYCsl, €CIT: OH HE
3HACT OCHOBHBIX OHpGI[GJIGHHfI, HCIIOCJICA0BATCIICH N C6HB‘II/IB B
W3JI0KEHUU MaTepualia, He o0JagaeT OnpeaeICHHOW CHCTEMOM
3HaHHﬁ 10 JUCHUIIIIMHE, HC B HOHHOﬁ Mepe BJIagcCT HGOGXO,Z[I/IMBIMI/I
YMEHUSMH W HaBBIKAMU TIPH BBITIOJHEHNUN MTPAKTUYECKHUX 3/ IaHHH.
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