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Pabouast mporpamMmma AMCHMIUIMHBI «/{OKyMEHTUPOBAaHHE YIPABICHYECKOU
neaTebHoCTH» paspadoraHa Ha ocHoBe PI'OC BO 38.03.02 MeHemKMeHT, YT-
BEPKJICHHOTO MPUKa30M MUHHUCTEpCTBA HAYKH U BbICHIEro odpazoBanusi Poccuii-
ckoit @enepanunu 12 asrycra 2020 r. Ne 970.

ABTOD: !
KaHJ. DKOH. HayK, OLEHT ' T. 0. Yepenyxun

Pabouas mporpamMma o0CyX/IeHa W PEKOMCHIOBaHA K YTBEPXKICHHUIO PEIICHUEM
kadeaps! yrpasienus: u mapkerunra ot 10.04.2023 r., mporokon Ne 19.

3aBenyronui kadenpoit o
II-p. 9KOH. HayK, nmpodeccop ’/_,/——/ A.B. TonmaueB

Pabouas mporpamma o00peHa Ha 3acelaHul METOJUYECKOM KOMUCCUU IKOHOMHU-
gyeckoro (akymprera, mpotokon oT 10.05.2023 r. Ne 11.

[Ipencenarens
METOIUYECKON KOMUCCUU

JI-p. 9KOH. HayK, nmpodeccop ’/_,,// A.B. TonmaueB

PykoBoaurenb
OCHOBHOW TMpodeccruoHaIbHOM

00pa3oBaTeIbHON MPOrPaMMBbI %/P
KaHJI. 9KOH. HayK, mpodeccop - ~A.IlL Cokonosa




1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBAaHUE YIIPABICHUYECKOMN Jes-
TEIBHOCTH» SIBJSIETCS (DOPMHUpOBAHHE KOMIUIEKCA 3HAHUNA 00 OpraHU3allMOHHBIX,
HAay4YHBIX M METOAMYECKHX OCHOBAX JNOKYMEHTHPOBAHHS YIPABICHUYECKOU Jesi-
TETHHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpUATUSA C HUC-
II0JIb30BAaHUEM COBPEMEHHBIX aBTOMATH3UPOBAHHBIX TEXHOJIOTUH B YCIOBUSX WH-
HOBALIMOHHOT'O Pa3BUTHS.

3agauM AMCUMIIMHBI

— (opmupoBaHuE YMEHUHN U HABBIKOB B 00JIACTH CO3/1aHUS YIIPABICHUECKUX
JIOKYMEHTOB, 00JIaAAI0MIUX IOPUINUYECKON CHIION U CTIIOCOOHBIX C B YCIYKUTh (-
(PEKTUBHBIM MEXaHHW3MOM pEaIM3alUU YIPABICHYECKUX PELICHUM, a TAKXKE MOTY-
YEHUE 3HAHUI O NPHUHIMIAX PAlMOHAIBHONW OPraHU3aluu padOThl C JOKyMEHTaMU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOTO (POHIA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITY>KObI MPEANpUATUN, YUPEKIECHUNM U OpraHu3anuil B
YCIIOBUSAX PeaJIM3allii UHHOBALIMOHHBIX PEILICHUM;

— YCBOCHUE OCHOBHBIX HOPMATHMBHO-METOJMYECKUX MATEPUAIOB IO JOKY-
MEHTHPOBAHUIO YHIPABIECHYECKONU ACATEIBHOCTH; CYIIECTBYIOIIUX CTAHIAPTOB I10
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(DUIIMPOBAHHBIX
CUCTEM TOKYMEHTALUU;

— (OpMHUpPOBAaHUE HABBIKOB COCTABIICHHUSI M PEIAKTHPOBAHUSA CIYKEOHBIX
JIOKYMEHTOB B COOTBETCTBHM € HOBbIMU poccuiickumu I'OCTamu.

2 llepeyeHb IUIAHUPYEMBIX pPe3yJabTATOB 00y4YeHHs] IO

AMCHMILJINHE, COOTHECEHHBIX C IIAHUPYEMbIMH Pe3yJbTATAMHU OC-
BoeHus OIIOII BO

B pe3yabTaTe ocBOeHHS THCHUIUIHHBI (JOPMHUPYIOTCS CaeayONIne KOM-
neTeHnu:

OIIK-2. CnocobeHn ocymecTBiaTh cO0p, 00pabOTKYy M aHalu3 JaHHBIX,
HEOOXOMUMBIX JUIA PEIICHUS ITOCTABJICHHBIX YIPABICHYECKUX 3aaad, C
UCIIOJIb30BAHUEM  COBPEMEHHOI'O  HMHCTPYMEHTapus M HMHTEJUICKTYalbHBIX
UHGOPMAIMOHHO-aHATUTHYECKUX CUCTEM.

3 Mecto nucunmuindbl B cTpykrype OIIOII BO

«JlokyMeHTHpOBaHUE YIPABIECHUYECKON MESITEILHOCTHY SBISETCS JIUCITUTI-
muHoM obs3aTenpHOM yactu OITOIT BO moaroToBky o0ydaromuxcs Mo Hampasiie-
Huto 38.03.02 MeHeKMEeHT, HallpaBiIeHHOCTh «MIHHOBAITMOHHBIN MEHEIKMEHT).

4 O0beM auCHMILIHHBI (72 yaca, 2 3a4eTHBIC STUHUIIBI)
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Bunsl yueOHoI paboThI

O0beM, yacoB

Ounas OuyHo-3a04Has

KonrakTHasi padora 35 15
B TOM YHCIIE:
— ayIUTOpHAs 10 BUJAM YUEOHBIX 3aHATHI 34 14

— JIEKI[UHA 18 6

—— NPAKTUYECKUE 16 8
—— BHEAyIUTOpHAs

— 3a4er 1
CamocrosiTejibHas padoTa 37 57
Hroro nmo xucuuninHe 12 12

B TOM 4HCJIe B (hOpME MIPAKTUICCKON TTOITOTOBKU

5 Coaep:xanue TUCUUILIUHBI

[To uroram n3y4aemMoi IUCUUIUIMHBI O0yYaIOUIUeCs Cal0T 3a4eT.
JucuuninuHa u3ydaercs Ha 2 Kypce, B 3 ceMecTpe 10 yueOHOMY IUIaHy O4-
HOW ¢opMbl OoOyueHusi, Ha 2 Kypce, B 3 CeMecTpe Mo y4eOHOMY IUIaHy OYHO-

3a04HOM (POPMBI 00YUEHUS.

CopepxaHue u CTPYKTYpa JUCUMUILIMHBI 110 04HOH opme 00yueHHsI

Buapl yueOHo# padoThl, BKIIOYAs CAMOCTOS-
TeJbHYI0 Pa0oTy CTYI€HTOB U TPYAOEMKOCTh
g = (B yacax)
2=
2= | = B TOM B TOM
> 5| 5
No Tewma. 22 8 YHCIie B QMCIEB |
n/n OCHOBHBIE BOITPOCHI E 2|3 Tex ¢dopme | Ilpaktu- | dopme cTos
S © MPAaKTU- | YECKHE | MPaKTH-
& 2 1A . . | TempHasd
YeCKOM | 3aHATHS | UYeCKOU
pabota
MOJIro- MOJro-
TOBKH TOBKH
BBenenne B JMCHMILIMHY: JAOKY-
MEHT B CHCTeMe YNpPaBJIeHHsI
[Ipenmer, 3amaun, cTpyKTypa Iuc-
LUIUTAHBL. JokymMeHTHpOBaHuE
1 |ympaBneHueckoir  gesitenbHocTH, | OITK-2 | 3 1 - - - 2
opraHuzanus paboThl ¢ JOKyMEH-
tami. OCHOBHBIE HCTOPHUYECKHE
3TaIlbl Pa3BUTHS JEONPOU3BOICTBA
B Poccun.
YHaudukauusa u craHgapTuaums
yIpaBJjieH4YeCKHX JOKYMEHTOB
Vaudukauuss W cTaHAapTHU3ALMSL.
2 | Yaudukanus gokymeHToB 1o ¢op-|OIIK-2| 3 1 - - - 2
Me W cocraBy. YHu(uKanus Oy-
MaxHbIX QopmaroB (A3, A4, AS,
A6).




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
qucie B
dopme
MPaKTH-
4ecKoi
MOJIro-
TOBKH

IIpaktu-
YECKHE
3aHATHUSA

B TOM
qucie B
hopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAsA
pabota

OKIIO, OKV]J, OKOHX. Tocy-
JapCTBEHHAsl CHCTEMa JOKYMEHTa-
IIMOHHOTO O0EeCTeUYeHHs YIpaBiie-
nus (CCAO0Y).

OcHoBHbIE TpaBWiIa odopmiie-
HUSl YNPAaBJIEHYECKHX [TOKYMEH-
TOB

®opMynsip AOKyMeHTa. TumoBoi
¢dbopmynsap noxkymenra. Dopmysip-
obpasel. PEekBU3UT TOKYMeEHTa.

OIIK-2

Oco0eHHOCTH  COCTABJIEHMSI U
o(popMiIeHUSI OPraHM3ALMOHHO-
pacnopsAUTEIbHBIX IOKYMEHTOB
Opranu3amuoHHO-
pacnopsiiuTeNbHAs JTOKYMEHTAITHSI.
Opranu3aioHHbIe JIOKYMEHTBI.
PaCHOpHI{I/ITGHLHbIC JOKYMCHTEIL.
I[OKYMCHTI/IPOBaHI/IC WHHOBAaIlMOH-
HBIX TIporieccoB. JloKyMeHTHpoBa-
HHE pa3pabOTKH U pean3aiiy MH-
HOBAIlMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTAaBJIEHHSI H
oopMieHHs CIIPaBOYHO-
HH(pOPMALMOHHBIX U CIPABOYHO-
AHAJTUTHYECKHUX IOKYMEHTOB
CripaBoyHO-MH(POPMAIIOHHBIE  J10-
KYMEHTEI. CnpaBo4HO-
aHAIMTUYECKHUE JIOKyMEHTBHL.
CrpaBka Kak OCHOBHOH JOKYMEHT
JaHHOTO TumNa. JJOKyMeHTHpOBaHHE
KOJIJIeTHAIBLHOM JICATSILHOCTH.
JokmagHele W OOBSCHUTEIBLHBIC
3aIIMCKU. 3asBIICHUEC.

OIIK-2

Cay:xe0Hasi KOppeCcIOHACHIHS

CnyxebHas KOPPECTIOH/ICHITHSI.
Pa3HOBHIHOCTH [1€OBBIX IIHCEM.
Jlornueckas cxema pPacroJIOKEHHS
nH(popMaIuu B mHchMax. Mexmy-
HapoJHble nuchMa. JIOKyMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BaHNEC MHHOBAITMOHHBIX peIlIeHHﬁ.

OIIK-2

JloKyMeHTBI 110 JIMYHOMY COCTaBY
U BelleHHe KaJpPOBOi 1OKyMeHTa-
UM

JIOKyMEHTBI MO JIMYHOMY COCTaBYy
(mepconaiy).

TpynoBoli  KOHTpPakT (IOTOBOP).

OIIK-2




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
qucie B
dopme
MPaKTH-
4ecKoi
MOJIro-
TOBKH

IIpaktu-
YECKHE
3aHATHUSA

B TOM
qucie B
hopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAsA
pabota

[Ipuka3pl O JIUYHOMY COCTaBy H
KaJpOBBIC TPHKA3bl, WX OTIWIHS.
Pesrome kak HOBBIM BUA TOKYMEH-
Ta.

TpedoBaHusA K TEKCTY T0KYMEHTAa
S3bIK U CTWIb CJIYyKeOHOro J10-
KyMeHTa

Jlornueckas CTpyKTypa TeKcTa AO-
KyMeHTa. SI3BIK U CTHJIb CIyXeO-
HbIX JOKyMeHTOB. OdunuanbpHo-
JIEJIOBOM (DYHKITMOHATIBHBIA CTHIIb.
OKCTPaIMHIBUCTHUECKUE MTPU3HAKU
cruns. MTHPOPMAaTHBHOCTD U JIAKO-
HUYHOCTh KaK KOHKYpHPYIOIIHe
XapaKTePUCTUKU TEKCTOBOTO IOKY-
MEHTA.

OIIK-2

CucreMaTusauusi J0KYMEHTOB W
HX XpaHeHue

Cucremarusanus JIOKYMCHTOB.
I'pynnupoBka JOKYMEHTOB B IIEp-
BUYHBIC KOMIIJIICKCHI. HOHHTI/IC
«aesno». [puHnuns! GopMUpOBaHHUS
nen. Homenknarypa jaern npeanpu-
stus. Ilepenaya 1OKyMEHTOB B ap-
xuB. IHHOBanuyu B 00J1aCTH CUCTE-
MAaTH3aIM{ TOKYMEHTOB.

OIIK-2

10

Opranmnsanus 1eJIONPOU3BOACTBA
B YUpe:KIeHUH

CtpyKTypHBIE NoJpa3eNeHHs,
OCYILIECTBIISIIOIINE JOKYMEHT0000-
pPOT B ydpexaeHuu. JIOKYMEHTHI,
pernameHTupyronme padbotry B yd-
pexxaenun. WHCTpykums mo xaeno-
pou3BoACTBY. OpraHusanus JIeno-
IIpOU3BOJICTBA B YCJIOBUAX MHHOBA-
LIMOHHOTO Pa3BUTHUS NPEIIPUSATHS.

OIIK-2

11

Hcnoab3oBanne  cOBpeMEHHBIX
WHHOBAIIMOHHBIX KOMIIBIOTEP-
HBIX TEXHOJIOTHH B JOKYMEHTO-
00opoTe ydpe:KIeHMWid, Mpeanpu-
SITHI, OpraHU3anMi

KomnbroTepHbIE TEXHOJIOTHUU JENO-
MPOM3BOJICTBA B AHTUKPHU3UCHOM
YOpaBJICHUM, LENH, 3aJayd, Ha-
npaBiaeHus. OCHOBHBIE TIOHSTHS
“H(OPMAITMOHHBIX TEXHOJIOTHUH.
O030p OCHOBHBIX NPOTPAMMHBIX

OIIK-2




Buasbl yueOHoi#i paGoThl, BKJII0YAsi CAMOCTOSI-
TeJbHYI0 Pa00Ty CTY€HTOB U TPYA0EMKOCTh
5}
= (B yacax)
zZ = | = B TOM B TOM
=515
Ne Tema. =22 8 4HCIIE B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI ; 2|3 ek ¢dopme | Ilpaktu- | dopme cTost
S © MPaKTH- | YECKUE | MPaKTH-
& 2 105071 . . | TempHas
YECKOW | 3aHATHA | YECKOi
pabota
MOJIr0- MOJTro-
TOBKHU TOBKHU
npoaykroB: Microsoft Windows;
Microsoft Office (sxmouaer Word,
Excel, PowerPoint). MuHoBamnmoH-
HbIC CHUCTEMHBIC U TIPUKIIAJIHBIC
MpOrpaMMHBIE CPEACTBA aBTOMATH-
3UpPOBAaHHOTO paboyero mecra. AB-
TOMaTH3aIMs JOKYMEHTO000pOTa.
HUtoro 18 - 16 - 37

Conepskanue ¥ CTPYKTYpa AMCUMILIMHBI 110 0YHO-32049HOM (popMme 00y-
YeHust

Buabl yueOHo# padoThl, BKIKOYAsA CAMOCTOSI-
TeJbLHYIO PA00Ty CTYIE€HTOB M TPY10€MKOCTh
2 = (B yacax)
2=
== = B TOM B TOM
=5 5
Ne Tema. ° | 3 JHCIe B qucie B
= C
/ O <) E aMo-
n/n CHOBHBIE BOITPOCHI S E| 8| e ¢dopme | [lpaktu- | dopme cros
2z | © IpaKTU4e- | YecKue | MpaKTHu-
g 1A o . |TenbHas
S CKOM MOJ- | 3aHATHS | YECKOH
pabora
TOTOBKH MOJTro-
TOBKH
BBenenne B TUCHMILIMHY: TOKY-
MEHT B cHCTeMe YIIPaBJeHus
IIpenmer, 3agaum, CTpyKTypa Juc-
[UTUTHHEI. JlokyMeHTHpOBaHUE
1 |ympaBnenueckoir — nesitenbHOCTH, |OIIK-2| 3 - - - - 4
opraHuzanus padoOThl C JOKYMEH-
tamu. OCHOBHBIE HCTOPUYECKHE
3Tallbl Pa3BUTHA JIEJIONPOU3BOJICT-
Ba B Poccun.
Yundukauusa U cTaHIapTH3ANUA
ynpaBJieHYeCKHX JOKYMEHTOB
Yaudukanuss W CTaHAapTU3ALMSL.
Yaudukanust ~ JOKYMEHTOB MO
dopme u cocrtaBy. YHUPHKAIUS
2 |OymaxHsbIx popmatoB (A3, A4, AS,|OIIK-2| 3 - - - - 4
A6).
OKIIO, OKY/J, OKOHX. Tocy-
JApCTBEHHAs! CHCTEMa JIOKyMEHTa-
OUOHHOTO oOOecneueHus YIpaBJe-
aus (I'CHAOY).
OcHoBHBIE TIpaBUIa odopMie-
3 |Husl ynpaBieHYecKHX aokymeH-|OIIK-2| 3 1 - 1 - 4
TOB




/1

Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJBHYIO PaoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

@opMynslp JOKyMeHTa. THIIOBOM
bopmynsap noxymenrta. opmyisip-
oOpasen. PekBU3UT 1OKyMEHTA.

Oco0eHHOCTH COCTaBJICHUSI H
odopMiieHUsI OPraHU3AIMOHHO-
pacnopsaIuTEeTbHBIX TOKYMEHTOB
Opranu3aiuoHHO-
pacriopsiiuTeNbHas JOKYMEHTAIHS.
OpraHu3anMoHHBIE  JTOKYMEHTHI.
PaCHOpﬂI[I/ITCJ'H)HLIe OOKYMCHTEIL.
I[OKYMCHTI/IPOBaHI/Ie WHHOBAaIIUOH-
HBIX TIpoIeccoB. JloKymMeHTHpOBa-
HHUE pa3pabOTKH M peann3alu UH-
HOBAalIMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTaBJICHHSI H
opopmieHust CIIPABOYHO-
HH(OPMANMOHHBIX U CIIPABOYHO-
AHAJIMTHYECKUX JOKYMEHTOB
CrpaBouHO-MH(OPMAIIMOHHBIE
JIOKYMEHTBI. CrpaBo4HO-
AHAIUTUYECKHE JIOKYMEHTBI.
CrnpaBka Kak OCHOBHOW JOKYMEHT
JaHHOTrO Tuna. JlIoKkyMeHTHpOBaHUE
KOJUIETHAIbHON JIEATEIbHOCTH.
Hoknamaele W OOBSCHUTENHHBIE
3alHCKY. 3asiBIICHUE.

OIIK-2

Cayxe0Has KOppeCHOHICHIS

CrnyxeOHas KOPPECIIOHCHITHSL.
Pa3HOBUIHOCTH JIENOBBIX IIHCEM.
Jlornyeckas cxema pacHoIOKEHUs
uHQOpMaIMK B MUCbMax. Mexay-
HapoJHble NUCbMA. JJOKYMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BAaHUC MHHOBAITMOHHBIX pemeHI/Iﬁ.

OIIK-2

JIOKYMeHTBI N0 JUYHOMY COCTA-
BY U BelleHHEe KaJpOBOH [0KY-
MeHTALUN

JIOKyMEHTBI TI0 JTUWIHOMY COCTaBY
(mepconaiy).

TpynoBoil KOHTpakT (ZIOroBOp).
IIpukasel Mo JMYHOMY COCTaBy M
KaJpOBBIC MPHUKA3bl, UX OTIWIHS.
Pe3tome kak HOBBIM BUJI TOKYMEH-
Ta.

OIlIK-2

TpedoBaHUsA K TEKCTY AOKYMeEH-
Ta SI3bIK M CTWIbL CIYy:KeOHOrO
TOKYMEHTA

OIlIK-2




/1

Tema.
OCHOBHBIE BOIIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJBHYIO PaoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

Jlornueckas CTpyKTypa TEKcTa AO-
KyMeHTa. SI3bIK M CTHIIb CITyXeO-
HBIX JOKyMeHTOB. OdunmanpHo-
JICIIOBOYM (PYHKIIMOHATILHBINA CTHIIB.
OKCTPATMHTBUCTHYCCKAC TIPU3HA-
ku crwid. VHDOPMATUBHOCTh |
JJAKOHUYHOCTh KaK KOHKYpPHUPYIO-
IIME XapaKTEPUCTUKU TEKCTOBOTO
JIOKYMEHTA.

CucremaTuzanyst 10KyMEHTOB H
HX XpaHeHHe

CucremaTtusanus JIOKYMEHTOB.
I'pynmupoBka JOKYMEHTOB B Iep-
BUYHBIE KOMIUIEKCHI. [onstue
«geno». llpununner ¢opmuposa-
HUA  JIel. Homenknatypa nen
npeanpusrud. [lepenaya noxymeH-
TOB B apxuB. VIHHOBanuu B oOnac-
TH CHCTEMAaTU3allUN TOKYMEHTOB.

OIIK-2

10

Opranuzanusi /1eJIONPOU3BOACT-
Ba B YUpeKIeHUH

CTpyKTYypHBIE NOJIpa3ICIICHHUS,
OCYIIECTBISIONE JTOKYMEHT0000-
pOT B yUpexJaeHUH. JIOKYMEHTHI,
periaMeHTupyomue pabory B yu-
pexaeHun. WHCTpyKIuUs 1O Jaejo-
npou3BOACTBY. OpraHuzamus Je-
JIONpOMU3BOACTBA B YCJIIOBUAX HWH-
HOBAIMOHHOTO Pa3BUTHS MPETPH-
STHSL.

OIlIK-2

11

Hcnonb3oBanue  cOBpEeMEHHBIX
HHHOBAIIMOHHBIX  KOMIIBIOTEP-
HBIX TEXHOJIOTHH B JIOKYMEHTO-
o0opoTe YyupeXIeHuil, mpeanpu-
SITUH, OpraHu3anmii

KommnbroTepHble TeXHOJOTWM Jie-
JIOTIPOM3BO/ICTBA B aHTHUKPU3UCHOM
yIpaBlieHUH, IIeTH, 3aJadd, Ha-
npasieHus. OCHOBHBIE TOHSTHS
MHQOPMALMOHHBIX  TEXHOJOTHUH.
O0630p OCHOBHBIX MPOTPAMMHBIX
npoaykro: Microsoft Windows;
Microsoft Office (sxirouaer Word,
Excel, PowerPoint). MunoBanmoH-
HbIC CHUCTCMHBIC W IIPHUKIIAJIHBIC
NpOrpaMMHBIE CPEJCTBa aBTOMATH-
3UpPOBAaHHOTO pabouero mecra. AB-

OIIK-2




Buabl yueoHoii paGoThl, BKJIIOYAST CAMOCTOSI-
TEJBHYIO PaoTy CTYI€HTOB H TPY/10eMKOCTh
)
B yacax
o E ( )
= = | & B TOM B TOM
Ne Tema. =% 2 YHCIIE B qMCHEB |
n/n OCHOBHBIE BOIIPOCHI § e | 3 ek dbopme | [IpakTtu- | dopme cros
2z | © MpaKkTUYe- | YECKHe | MPaKTH-
S UK o . |TenpHas
S CKOM MMOJI- | 3aHATUS | YECKOM
pabota
TOTOBKH MOJIro-
TOBKH
TOMATH3aIIHS JJOKYyMEHTO000POTA.
Hroro 6 8 57

6 IlepeyeHb y4eOHO-METOAUYECKOT0 OOecmeuvyeHHMs JJIsI CaMO-
CTOATEJIbHOM PadoThI 00YYaAKOIIMXCS MO JUCIHUTIIHHE

1. NBanoBa, U. I'. JIokyMEeHTUpOBaHUE YIIPABICHYECKON AEATEIBbHOCTHU:
meroa. ykazanus / coct. U. I'. IBanoBa. — Kpacuogap: KyoI'AY, 2021. — 77 c. —
Pesxum noctyna: https://edu.kubsau.ru/mod/resource/view.php?id=10227

/ @oH/I OLIEHOYHBIX CPEICTB JJIsl MPOBeIeHHUs TPOMEKYTOUHOM
arTecTaluu

7.1 IlepeyeHb KOMIIETEHUMI ¢ YKa3aHMEM 3TanoB UX (JOPMUPOBAHUS B
npouecce ocsoenust OITIOITI BO

Otanbl GOpMUPOBAHUS U IPOBEPKH YPOBHS C(HOPMUPOBAHHOCTH KOMIIE-

Howmep cemectpa* N
P P TEHIMI M0 AMCUUIUIMHAM, IpakTHKaM B nporecce ocoenus OI1OIT BO

OIIK-2. CiocobeH ocymtiecTBIsITh COOp, 00pabOTKY M aHAIN3 JaHHBIX, HEOOXOAUMBIX JJIS pe-
[IEHUSI TIOCTABJICHHBIX yIPaBICHUECKUX 3a7a4, C UCIIOJIb30BAHUEM COBPEMEHHOTO HHCTPYMEH-
Taprd U UHTCIUICKTYAJIbHBIX I/IH(bOpMaIII/IOHHO-aHaJ'II/ITI/ILIeCKI/IX CHUCTEM

1 WNudopmaruka
1,2 Maremartuka
2 O3HakoMHUTEIbHAS TPAKTUKA
3 CrarucTuka
3 MapkeTuHr
3 AHaJIN3 CUCTEM YIPABICHUS
3 Hokymenmuposanue ynpasnenyeckou 0esimeabHocmu
4 [Mudposble 1 MHPOPMAIIMOHHBIE TEXHOJIOTHH B MEHEPKMEHTE
7 YnpasieHue puckamu
8 DUHAHCOBBIN MEHEIHKMEHT
8 BeinonHenye v 3amura BITYCKHON KBATU(UKAIIMOHHON paboThI

* HoMep ceMecTpa COOTBETCTBYET 3Tany (popMHUpPOBaHUS KOMIETEHIINH

7.2 Onucanue mokasartejieii U KpUTepHeB OLIEHUBAHHUS KOMIETEHIUit
HA Pa3JIMYHBIX 3Tanax ux (GOpMHUPOBAHMS, ONIMCAHME IIIKAJIbI OLEHUBAHUS
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https://edu.kubsau.ru/mod/resource/view.php?id=10227

[Inanupyemsle pe3yiib-
TaThl OCBOEHUS KOMIIE-
TEHIUH (MHIUKATOPBI
JOCTHXKEHUS] KOMITe-
TEHIUH)

YpoBeHb OCBOEHUS

YIOBJIETBOPH-

HEYyIOBIETBOPU-
TEIBHO
TEBHO
.| (MUHUMAaTB-

(MUHUMATBHBIN N

HBIA, TIOPOTO-
HE JIOCTUTHYT) %

BBII)

XOpOILIO
(cpenumii)

OTJINYHO
(BBICOKHMIA)

OueHouHOE
CPEelCTBO

OIIK-2. CriocodeH ocymiecTBIATHL cOOP, 00padOTKY M AaHAJIM3 JAHHBIX, He00XOAUMBIX /ISl pelleHusl
NMOCTABJIEHHBIX YNIPABJIeHYECKHX 32124, C HCIO0Jb30BAHUEM COBPEMEHHOI0 HHCTPYMEHTAPHUS M HHTEJI-

JIEKTYAJIbHBIX I/lll(l)OpMaIIHOHHO-aHaﬂHTH‘leCKl/IX CHUCTEM

WHauKaTopsl JTOCTHKEHUS
KOMIETEHIUH

OIIK-2.1.

3HaeT MeToABl cOopa, 00-
pabOTKM ¥ aHajM3a JaH-
HBIX, HCOOXOIUMBIX IS
pELIECHUS YIIPABIECHYECKUX
3a]a4 U COBPEMCHHbIC WH-
TEIUIEKTYaIbHO-
MOUCKOBBIE CUCTEMBI
OIIK-2.3.

Ymeer BbOMpaTh U HC-
MOJIb30BaTh  aJICKBATHBIC
COJICp’KaHUIO Tpodeccuo-
HaJIbHBIX 3aJa4 MCETO/bI
00paboTKU ¥ aHaIU3a JaH-
HBbIX.

OIIK-2.5.

Brnaneer HaBbIKAMH METO-
JIlAMH CTATHCTHYECKOH 00-
pabOTKH W HHTEIICKTY-
anpHOro aanmsa uHpop-
Maru, HeOOXOAUMOM st
OPUHATHS  000CHOBAHHBIX
OpraHU3aI[MOHHO-
YIPaBJIEHYECKUX PEILIEHUN

YpoBeHb 3HaHUI
HUKE MUHH-
MaJIBHBIX TPe0o-
BaHUM, UMEIINA
MECTO  TpyObIe
OLIUOKH

IIpu  pemenuu
CTaHIAPTHBIX
3aja4 He Mpojie-
MOHCTPHPOBAHBI
OCHOBHBIE  yMe-
HUSI, MMEIU Me-
CTO rpyoObie
OIINOKH, HE
MPOJAEMOHCTPH-
poBaHbl 0a30BbIC
HaBBbIKH

MuHuManbHO

JIOITyCTUMBII

YPOBEHb 3HAHWIA,
JIOTIYIIEHO MHO-
ro HerpyObIX
omubok. IIpo-
JIEMOHCTPHPOBA-
HBI  OCHOBHBIC
YMCHUS, PEIICHBI
TUTIOBEIC 3a/Ia4H.
Nwmeercs MuHU-
MaNbHBIA  HaOOp
HABBIKOB Ui
pellieHusT  CTaH-
JApTHBIX 3a7a4 C
HEKOTOPHIMHU

HeloueTaMu

YpoBeHb 3HaHUI
B o0OBEME, COOT-
BETCTBYIOIIEM
nporpamMme Moj-
TOTOBKH, JIOIIY-
IIEHO HECKOJIBbKO
HerpyOBIX OILIM-
ook. IlpomemoHn-
CTPHPOBAHBI BCE
OCHOBHBIC  yMe-
HUSL, PEIICHBI BCe
OCHOBHBIC 3aja-
YU C HErpyOBIMHU
omubKaMu, IMpo-
JIEMOHCTPHPOBA-
HbBl 0a30BbIe Ha-
BBIKU TIPH pellie-
HUM  CTaHJapT-
HBIX 337134

YpoBeHb 3HaHUIT
B 0o0BeMe, COOT-
BETCTBYIOIIEM
nporpamme MoJ-
TOTOBKH, 0e3
omubok.  IIpo-
JIEMOHCTPHPOBA-
Hbl BCE OCHOB-
HBIE YMEHUS,
peleHsl Bce Oc-
HOBHBIE 3a7a4H C
OTICIIBLHBIMU
HECYIIECTBEH-
HbIMHA HEea04e-
TaMH, [Ipone-
MOHCTpI/IpOBaHbI
HaBBIKH IIPU pe-
HICHUU HECTaH-
JIAPTHBIX 33724

Pedepar, mox-
Jaj, 3cce, Ha-
y4Has AUCKYC-
cus,
KOHTpOJIbHAsSI
pabora, keiic-
3a7aHue, TecT,
BOIIPOCHI H 3a-
JaHUsA TS TIPO-
BEJICHHUS 3a4eTa

7.3 TunoBble KOHTPOJIbHbIE 3aIaHUS WJIM MHbIE MATepHAJIbl, HE00XO0-
AUMBIC JI1 OLICHKH 3HaHI/lI71, yMeHHﬁ, HAaBbIKOB H OIIbITA A¢ATCJIBHOCTH, Xa-
PaKTepU3yINKMX 3Tanbl POPMHUPOBAHUA KOMIIETEHUHH B MPoOLECCe OCBOCHUSA
0o0pa3oBaTeIbHOM NMPOTrPaMMBbI

Komnemenyus: Cnocoben ocywecmenams coop, 0opabomxy u aHaiu3 OaH-
HbIX, HE0OXO0UMbIX Ol peulenus NOCMABIEeHHbIX YAPAGIeHYecKUx 3a0ad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIeKMYalbHbIX UHGOpMa-
yuonno-ananumuyeckux cucmem (OI1K-2)

Tembl pedpepaToB (mpuBeAeHBI IPUMEPbI)

1. CoBpeMeHHbIE apXHUBHbBIE TEXHOJIOTHH.

2. Knaccudukanus 10KyMEHTOB, HOMEHKJIaTypa JieJl 1 KOMIUICKTOBaHHUE ap-

XHBa.
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3. KommekroBanue apxmBa JOKYMEHTaMH, apXHUBHAs OMHUCH /€T MOCTOSH-
HOTO U JIOJITOBPEMEHHOTO XpaHEHUs

4. CoBpeMEHHBIN MPOrPaMMHO-TEXHHUUECKUI KOMIUIEKC oduca.

5. Cpenctsa cBsizu (TenedoH, Tenedakc, renerpad, 3MeKTpOHHAS 10YTA).

6. Kimaccudukanuss MarepuanbHbIX HOCHUTENEH JIOKYMEHTUPOBAHHOW WH-
dbopmanuu.

7. Victopust Oymaru u OyMa)XHOT'O IMPOU3BOJICTBA.

8. CoBpemeHHbIE MaTepualbHbIE HOCUTENN JOKYMEHTUPOBAaHHOW MHpOpMa-
1107078

9. Peructparusi, KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB

10. Knaccudukanus mMaTepuanbHBIX HOCUTENIEH JOKYMEHTHPOBAHHON WH-
dbopmanmm.

11. Wctopus 6ymaru u OyMa>KHOT'O TPOU3BOCTBA.

12. OcobeHHoCTH A0cTyna K KOHPUACHIIMAIbHBIM 3JIEKTPOHHBIM JIOKYMEH-
TaM.

13. Opranuzanus coBeuaHuii, CHMIIO3UYMOB, KOHTPECCOB

14. Heob6xonuMble MEpOTNPUATHS MO MOJITOTOBKE IMPOBEICHUS COBELIAHMM,
CUMIIO3MYMOB, KOHIPECCOB

15. CocTaBieHue TEKCTOB CIIYKEOHBIX TOKYMEHTOB

16. SI3bIK U CTUJIb CIIYKEOHBIX JTOKYMEHTOB. OCOOEHHOCTH O(UIIMAIBHO-
JICJIOBOTO CTHJIS.

17. Haubonee ynotpebiisiembie cokpaiienusi cioB. OdopmiieHue 1atT U 4u-
cell B JOKYMEHTaXx.

18. Knaccudukanms MaTepuanbHBIX HOCUTENEH JOKYMEHTHPOBAHHON WH-
dbopmanuu.

19. Ucropus 6ymaru u OyMa)KHOTO POU3BOJICTBA.

20. CoBpeMeHHbIE MaTepualbHble HOCUTEIU TOKYMEHTHUPOBAHHOU HHGOP-
Malluu.

TeMbl 10KJ1a/10B (IPUBEAEHbI IPUMEPDbI)

. O061mMe NpUHLIKITBI OPraHU3aluu JOKYMEHTUPOBAHUS Ha MPEATIPUSTHH.

. DOpMUPOBAaHKE U TEKYIIECE XPAHEHUE AEII.

. Meponpusarus no 3amure JOKyMEHTHOU HH(OpMaIuu.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. HazHaueHue u coctaB OpraHn3alliOHHON JOKYMEHTALIUH.

. [lonoxenue 06 otnene npeanpusitus. JJoHKHOCTHBIE MHCTPYKIIUU PaboT-

~NOoO ok wN R

HUKOB.

8. OpranuzanoHHbIE JOKYMEHTBI MPEANPUATHNA Pa3IUYHBIX OpTraHU3AIlU-
OHHO-TIPABOBBIX (HOPM.

9. [Iponiemypa u3gaHust pacCOPSAIUTENBHBIX TOKYMEHTOB.

10. Pa3HOBHUIHOCTH MIPHUKA30B.

11. OcobGennoctu opopmiIeHHS TOKYMEHTOB, H3/JaBAEMbIX B YCIOBHIX KOJI-
JIETHAJIBHOCTH.
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12. CocraBnenue u oopmMiIeHUE TOKYMEHTOB, N3/1aBA€MbIX HA OCHOBE €71-
HOHAYaJIHS.

13. IIpuémbl 3amUTH TOKYyMEHTHUPOBAHHON MHGOPMAIIUU OT HECAaHKIIMOHU-
POBAHHOTO JIOCTYTIA

14. Ha3HaueHue M COCTaB CPABOYHO-MH(POPMAIIIOHHOW TOKYMEHTAIHH.

15. Ha3HaueHue 1 cOCTaB CIPaBOYHO-aHATUTHICCKON JOKYMEHTAITHH.

16. IIpaBwiia opopmieHus Tenerpamm, Teaedonorpamm, hakcorpamm.

17. Ha3znauenue u ocoOeHHOCTH O(hOPMIICHHUS JISTOBBIX TTUCEM.

18. Ha3zHauenue u cocTaB JOKYMEHTOB IO JIWYHOMY COCTaBY TPEAPHUITHS
AIIK.

19. 3amuTa JTaHHBIX ¥ OCHOBBI KOMIILIOTEPHOM 0€30IMacHOCTH.

20. Vcnob30BaHuE AJIEKTPOHHBIX JOKYMEHTOB B JICIONPOU3BOJICTBE.

Tembl 3cce (MpUBeAeHBI IPUMEPbI)

1. Ilonarue nokymeHTOo000pOTa. CXEMBI JOKYMEHTOOOOpPOTA. YUET U KOJU-
YECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO0O0POTA.

2. CopepxaHue ynpaBlieHYeCKUX (PyHKUMHA U BUIBI pabOT B JOKyMEHTAI[U-
OHHOM O0€CIEUEHUH YIIPABJICHUS OpraHu3auei.

3. Bunpl opraHu3aiiioOHHBIX CTPYKTYp B JOKYMEHTAallMOHHOM O0€CTIE€UeHUU
YIPaBIEHUS OPTaHNU3alUEN B 3aBUCUMOCTH OT 00beMa JOKYMEHTOO00pOTA.

4. OCHOBHBIE 33/1a4d CIY>KObI JOKYMEHTAIIMOHHOTO OOECIeUYeHHsl yIpaBJe-
Hus. OpraHu3alMoHHasi CTPYKTypa Ciiyx Obl. DyHKINH, BBIIIOJIHIEMbIE CTPYKTYP-
HBIMH MOJPa3EICHUSIMU CITYKOBI.

5. CocTaB U (PyHKIIMU PYKOBOJUTENEH U CIIELUATMCTOB CIy>KObl. Opranusa-

Us Tpy/a pabOTHUKOB CIYKObI U UX pabO4YuX MeCT. YKpPyHMHEHHbIE HOPMATHUBBI
BPEMEHU TI0 JIETIOMPOU3BOJICTBEHHOMY OOCITYKUBAHHUIO.

6. HCTpYKIUSA 110 JEJIONPOU3BOICTBY. THIIOBAs, MpUMEPHAs U KOHKPETHAs
WHCTPYKIIHS 10 JACIOMPOU3BOJICTBY.

7. CocTaB TUIIOBOW WHCTPYKIIHMH I10 JCJIONPOU3BOJICTBY B MUHUCTEPCTBAX U
BEJIOMCTBAX U CYILECTBO €€ MYHKTOB.

8. HopMaTuBHO-TIpaBOBBIE aKThl M JIPyrue HOPMATHBHO-METOAMYECKHUE J10-
KYMEHTBI OPraHOB IOCY/IapCTBEHHOM BJIACTU M MECTHOI'O CaMOYIPABJICHUS, pPEry-
JUPYIOIIUE JOKYMEHTAIIMOHHOE 00eCIIeUueHHE YIIPABIICHHUS.

9. OcHOBHBIE ATamnbl pa3BUTHS JejonpousBoicTBa B Poccum mo 1917 r.
[Ipuka3znoe nenomnpousBoAcTBO. Kosnexckoe nemonpou3BoacTBo. McnomHuTeNb-
HOE JICJIONPOU3BOJICTBO.

10. Hcropus melOnpOM3BOJICTBA B T'OJBI COBETCKON BJIACTH - OCHOBHBIC

sTanbl pa3BuTus. OpraHu3alioHHOS U HOPMATHBHOE 00CCIIeUeHUE JISIONPOU3BOI-
ctBa B CCCP.

TemMbl HAyYHBIX JUCKYCCHI (KPYIJIBIX CT0JI0B) (IpMBeAeHbI PUMeEPHI)

1. Knaccuduxkanus opraHu3aiioOHHO-PaCIOPSIANTEIHLHON TOKYMEHTAIIUH.
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. PacniopsauTenbHble JOKYMEHTBI.

. DIEKTPOHHO-LIU(PPOBAsi MOAIUCH.

. CriocoOpbl 3aIuThl HH(GOPMAITUH.

. [loHsiTHe «TaillHB) B IPKYMEHTHPOBAHUH.

. Craguu noAroTOBKYU paclopsIUTENbHBIX JOKYMEHTOB.

. Opranu3anuoHHbIE JOKYMEHTHI.

. HoxymentupoBanue B EBpazdDC.

. HayuHble HampaBieHus: COBEPIICHCTBOBAHUS JOKYMEHTHUPOBAHUS.
10. Hudposas >nmeKTpoHHAS TIOITUCH.

11. Craguu NOArOTOBKH pacloOpsiAUTEIbHBIX JOKYMEHTOB.
12. Opranu3anoHHbIe JOKYMEHTHI.

13. OcHOBBI OpraHu3aIy J0KyMEHTO000pOTa.

14. CoBpeMEHHBIN 3JEKTPOHHBIA JOKYyMEHTOOOOPOT.

15. MexayHapoaHble CTaHIAPThI TIOKYMEHTOB.

OO ~NO O WN

3aaHud I KOHTPOJIbHOI Pa0doThI (IPUBeIeHbI PUMEPHI)

Bapuanr 1

1. Packpoiite Bce peKBU3UTHI CIIy)KEOHBIX JOKYMEHTOB. Pacckaxute 00 ux
PaCIOJIOKEHUU Ha TOKYMEHTE U 0(pOPMIICHUH.

2. CocTaBbTe MPOTOKOJI 3aCEaHUs MHBEHTAPU3AIIMOHHON KOMHUCCHH 3aBOJIa
ra3oBOH armapaTyphbl, Ha KOTOPOM pacCMaTpHUBAJICs BOIIPOC O pe3yjbTaTaX MHBEH-
Tapuzanuu 1o ckiamy Nel BcromorarenbHbIX MatepuasioB. Ha 3acemanun ObLIO
MPUHATO TOCTAHOBJIEHHE 00 YTBEPKIECHUU PE3YIbTATOB MHBEHTAPU3AIIUU U OTHE-
CEHMS 3a CUET 3aBEAYIOLIErO CKJIAJIOM HEAOCTaYu BCIIOMOTATEIbHBIX MATEPUAJIOB
B cymme 365 Thic. pyO., a Tak)Ke 3a4UTaHbl CIMYUTEIbHAS BEJOMOCTh IO CKJIAy
Nel u oOBsicHUTENBHAS 3aMKCKa 3aBeayromiero ckianaoM. OcTanbHbIe JaHHBIE OTI-
penesnTe N0 CBOEMY YCMOTPEHUIO.

3. CocraBbTe CIIpaBKy O BETUYMHE CpeHEl 3apabOTHOM TIaThl 3a TOM, M
MOJYYEHHS] KOMIICHCAIlMM HA OIUIaTy Xuibsl. OCTalIbHBIE TAHHBIE YKAXKUTE CaMo-
CTOSITEJILHO.

Bapuant 2

1. PackpoiiTe MOHSATHE AOKYMEHTOBEICHHWE KaK HaydHas IUCIUIUIMHA:
dbopMupoBaHue, MpeIMeT, METOIbI, COACpKAaHNE M B3aMMOCBS3h C APYTHMH JIHC-
UTUTHHAMH.

2. OOoCHYHTE MOHSATHE POJIb <JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKIIMU JOKYMEHTA).

3. Pemmte 3amanue. JlemonponsBoicTBeHHAs Cy>K0a oOIIecTBa ¢ OrpaHu-
YEHHOW OTBETCTBEHHOCTHIO «N-CKHI JTHUKEPOBOJOYHBIN 3aBO/I», UCXOMS U3 COO0-
pakeHHil TpecTwKHOCTH ¢GupmMeHHoro Omanka OOimecTBa, pa3MecTHiia Ha HEM
nu300paxenue, cxonHoe ¢ pucynkom ['ocynapctBenHoro repda Poccuiickoit @ene-
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paiuu, KoTopoe MOKHO NMpUHATH 3a aMOaemy OOO. CBunerenbcTBa Ha perucTpa-
IO ATOI'0 N300pakeHMsI 0OIIECTBO HE MOJIyYalIo.

Hackonbko npaBomepHo Takoe opopmieHre Onanka? Kakue mepbl aAMUHU-
CTPAaTUBHOW OTBETCTBEHHOCTH HeceT pykoBoacTBo OOQO? IloaTeBepaute cBOW BbI-
BOJI CCBUIKOM Ha 3aKOHOAATENbHBIE aKThI.

Keiic-3aganus (mpuBeaeHbl IPUMEPHI)

Keiic-3aganmue 1.

[Ipouwno 3aceranne MHBEHTAPU3ALMOHHON KOMHUCCHH 3aBOJIa Ta30BOM amma-
paTypbl, HA KOTOPOM paccMaTPUBAJICA BOIIPOC O pe3yJibTaTaX MHBEHTAPU3AIUU MO
ckiamay Ne 2 BcrmoMoraTenbHBIX MaTepuaioB. Ha 3acemanuu ObLIO MPUHATO IMOCTA-
HOBJICHUE 00 YTBEP)KIICHUM pPE3yJIbTATOB MHBEHTApU3ALUM U OTHECEHMS 3a CUeT
3aBEQYIOLIEr0 CKJIAJOM HEJNOCTAa4YMd BCIIOMOTrATENIbHBIX MaTepuajoB B cymme 365
ThIC. py0., a TAaK)Ke 3aYUTaHbl CIMYUTENIbHAS BEIOMOCTh MO ckiaay Ne 2 u oObsc-
HUTEJIbHAS 3aMKMCKa 3aBEYIOLIETO CKIIA0M.

1. Kakoli TOKYMEHT COCTaBIISIETCS 110 UTOTaM 3aceJaHuii KOMHUCCHUI Pa3HOTO
pona?

2. Kakue pekBU3HTHI JOJKEH BKIIFOYATh JaHHBINA JOKYMEHT?

3. CKOJIBKO CTPYKTYPHBIX YaCTEHl OH MPEIoIaracT?

4. Kakue (hakTrueckue JaHHbIE JOJKHBI ObITb BHECEHBI B 3TOT TOKYMEHT?

Keiic-3ananmue 2.

B crpoutensHoMm koomnepatuBe «CTpoiicepBuc» Obul 0OHApyXeH (PakT He-
MPAaBUWJIBHOTO HCMOJIb30BAHUSI CTPOUTEIBHBIX OTXOJ0B. [Ipu mpoBepke padOTHI
CKJIaJla MUJIOMATEepUaIoB YCTAaHOBJEHBI ()aKThl OTITYCKA B KOTEIBHYIO JIJISI CXKUTA-
HUS OTXOJO0B MUJIOMATEpUaIoB JIMHHOM cBbille 20 cM. B pacnopsaurensHol yac-
TH CIIEyeT NPEIJIOKUTh 3aBEIYIONIEMY CKIIaIOM OPraHru30BaTh paboOTy IO peau-
3aI[MU OTXOJI0B YACTHBIM JIMIAM.

1. Kakoili TOKYMEHT IMO3BOJIMT PErJIaMEHTHUPOBATH OTIIYCK CTPOUTEIbHBIX
MaTepuanoB?

2. Kakue myHKTHI JOHKHBI OBITH B IAHHOM JJOKYMEHTE 00513aTeIbHBIMU?

3. CKOJBKO MOJDKHOCTHBIX JIUI[ JOJKHBI ObITh OTBETCTBEHHBIMU 3a WCIIOJI-
HEHHME JAHHOTO JOKyMEHTa?

4. Kakne peKBU3UTHI JOJKEH BKJIOYATh JAHHBIN TOKYMEHT?

5. CKOJIBKO CTPYKTYPHBIX YaCTEH OH MPEIoaaract?

6. Kakue ¢akTudyeckue n1aHHbIC TOJKHBI ObITh BHECEHBI B 3TOT JIOKYMEHT?

TecTbl (MpUBeAEHBI IPUMEPbI)
1. lapanTHiftHOE TMCHMO TIPENICTABIIAET COOOM:
a) TOKyMEHT, COOOIIAIOIINNA O TPUOIMKEHUH, YCKOPEHUH, HCTEYEHUH CPOKa

WCITOJIHEHUSI KAKOTO-TM00 JeHCTBUS
0) TOKyMEHT, COAEP KAl IPUTTIAIIICHHE Ha MEPOTIPUSITHE
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B) IOKYMEHT, B KOTOPOM r'apaHTUPYETCS OILIaTa BBIMOJIHEHHOW paOOThl WIIH

MpeoCTaBIeHNE Yero-1u0o (padoThl, MOMEIIEHUS U T.1.)

') TOKYMEHT, MOATBEPKIAFOITUH MTOTyYeHUE IICHHOCTEH

2. JlaliTe onpeiesieHUEe JOKYMEHTA:
a) MaTepHAIbHBIN 00BEKT ¢ MHpOpMaIMeH, 3aUKCUPOBAHHON CO31aHHBIM

YCJIOBCKOM CHOCO6OM, JJIIs1 e€ nepcaadyu BO BpEMCHHU U IIPOCTPAHCTBC

0) COBOKYITHOCTh PEKBU3UTOB O(DUIIMATIEHOTO MHChMa
B) CTaHJIaPTHOE PACIOJIOKEHUE MaTepraa
') TEKCT

3. Naiite onpenenenne Gopmyisipa-odpasia:
a) COBOKYITHOCTb PEKBHU3UTOB JEJIOBOr0 MUChMa
0) COBOKYITHOCTH PACIIOJIOKEHHBIX B OMPEJEICHHONW MOCIEA0BATEIIbHOCTH

PCKBU3UTOB, IIPHUCYINIUX BCCM AOKYMCHTaM OHpGI[GJ'IGHHOﬁ CUCTCMbI JOKYMCHTA-

LU

B) COBOKYIIHOCTB PCKBHU3HUTOB IIPHKa3a
F) COBOKYIIHOCTb PCKBU3UTOB aKTa

4. lata nokymeHTa o(hopMIISIETCSI CIIETYIOIIIM 00pa3oM:
a) 1 pespans 1997

0) 1 dbeBpasst 97 1.

B) 01.02.97 r.

r) 01.02.97

5. laTa toKkyMeHTa OTOOpa)kaeTcs Kak:

a) J1aTa ero MoANMCAaHMs, IPUHATHS

0) 1aTa ero COCTaBJICHUS

B) JaTa €ro MOJIUCAaHMs, PUHATHUS, YTBEPKICHUS, COCTABIICHUS, AaTa CO-

OBITHS

I') 1aTta COOBITHS

6. Kakum CBOWCTBOM MOKHO OXapaKTepHU30BaTh HAIMYKUE Y JOKYMEHTA He-

OTBEMIICMBIX ClIara€MBbIX, oe3 KOTOPLIX OH CYIICCTBOBATb HC MOKCT:!

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTh

B) CTPYKTYPHOCTb

') BEpHOTO BapuaHTa OTBETa HET

7. JlenoBbie muchMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBeTCTBHHU ¢ Barmeii mpocr00ii ...

0) C yBaXKCHUEM ...

B) HAMHU PacCMOTPEHbI Barm npenioxkeHus . ..

) B CBA3M ...
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8. Jlenonpoun3BOACTBO XapaKTEPU3YyETCs KaK:

a) MpaBWIbHOE O(hOpMIIEHUE TOKYMEHTOB

0) opranuzaius JOKyMEHTO000pOTa B yUPEKICHUH

B) COBOKYITHOCTHh JIOKYMEHTOB, OTP)KAIOIINX YIPABICHUYCCKYIO ICSITEIIb-
HOCTb YUPEKICHUS

I') COBOKYITHOCTh PabOT MO JOKYMEHTUPOBAHHIO JEATEIHHOCTH yIPABICHUS
Y TI0 OpTaHHU3AINH JOKYMEHTOB B YUPEIKICHUH

9. JleATenpbHOCTh ammapaTa yIpaBJI€HHUs, OXBAThIBAIOIIAs BOIPOCHI JOKY-
MEHTHPOBAHUS M OPraHU3alnu pabOThI C JOKYMEHTAMHU:

a) TOKYMEHTalMOHHOE 00ECIIEYeHUE YIIPaBICHUS

0) cranmapTU3aIUs

B) ET'C/]

I') CUCTEMA JIOKyMEHTAllUU

10. JToxyMeHT, 3aKperuIsIIoNINil JOJKHOCTHOW M YMCICHHBIM COCTaB IMpe.i-
OpUATHUS C yKazaHueM (oHJ1a 3apabOTHOM TIJIaThI:

a) JIOJDKHOCTHASI MHCTPYKIIUS

0) ycTtaB

B) TIOJIO)KCHHE

T) IITAaTHOE pacluCcaHue

11. JlokyMeHT, puKCHpYIOIUH X0A 00CYXIEHUSI BOIPOCOB U MPUHATHUS pe-
HIEHUI Ha COOpaHMSIX, 3aCETaHUSIX, COBEIIAHUAX U T.I1.:

a) OOBSICHUTEIbHAS 3aIIMCKa

0) MOKJIagHas 3amucKa

B) aKT

') IPOTOKOJ

12. Ykaxute, kakass QyHKIHUS OTHOCUTCS K OOIIMM (DYHKITUSAM TOKYMEHTA!
a) OOIIeKyJIbTYpHAas

0) nHbOpPMaITMOHHAS

B) IIpaBoOBast

I') YIOPSI0YMBAIOILAs

13. YkaxuTe, KaK JOJKHO MIPOUCXOUTD JISJICHUE TOKYMEHTOB:
a) Ha POJIbI, MOJIBUIBI, TOAPO/IbI, PA3HOBUIHOCTHU

0) Ha poJIbl, BUbI, TOJABU/IbI, PA3HOBUIHOCTU

B) Ha BUJIbI, TOJABU/IbI, PA3HOBUIHOCTH, POJIbI

T') Ha MOJBUBI, TOAPOIbI, PA3HOBUIHOCTH

14. JlIokyMeHTaIMOHHOE O0eCIeYeHUE YIPaBICHHUS 3aKITI0YaTCs KaK:

a) MMpoueCC YCTAHOBJICHUS U MPHUMCHCHUA IIPaBUJI C HCJIbIO YIIOPAAOYCHUS
ACATCIBHOCTH B JCIIOIIPOU3BOIACTBC
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0) JesATenbHOCTH ammapara yNpaBJeHHs, OXBATHIBAIOLIAS BOIMPOCHI JIOKY-
MEHTUPOBAHUS U OPraHu3aluu paboThl C JOKyMEHTaMHU

B) COBOKYMHOCTb JIOKYMEHTOB, IPUMEHIEMBIX B OIpe/eieHHON cdepe aes-
TEJIbHOCTU

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (POPMYJIsi-
POM JOKyMEHTa

15. EI'C/] MoxHO accMaTpuBaTh Kak:

a) COBOKYITHOCTh PEKBHU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHHU C (DOpMyIIsi-
POM JTOKyMEHTa

0) KOMIUJIEKC OCHOBHBIX TOJIOKCHHUH, OMPEICISIONNX U PETIaMEHTHUPYIO-
X OPTraHU3aINI0 JOKYMEHTAIIMOHHBIX MPOIIECCOB HA MPEIPUITHN

B) COBOKYITHOCTh JIOKYMEHTOB, IPUMCHIEMBIX B OIMpPEACIICHHON cdepe mes-
TEJILHOCTH

I') IeATEeIbHOCTH armapaTa yrnpaBleH!s, OXBaThIBAIOIIAsl BOIPOCH! JOKYMEH-
TUPOBAHUS U OpraHU3aluu paboThI C TOKYMEHTaMU

Bomnpocs! 1 3a1aHus 11 MPOBEACHUS IPOMEKYTOYHOTO KOHTPOJISI

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomky u aHaiu3 OaH-
HbIX, HeoOXOO0UMbIX Ol peulenus NOCMABIeHHbIX YAPAGIeHYyecKux 3aoad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIEeKMYalbHbIX UHDOpMa-
yuonno-ananumuyeckux cucmem (OIIK-2)

Bonpocui k 3auemy:

1. Ponb 1oKyMEeHTUPOBAHHOU MH(OPMAIIUU B YIIPABICHUU MIPEATPUITHEM.

2. PasrpanuyeHue TEPMHUHOB «IOKYMEHTHUPOBAHUE YIPABICHUYECKON Jes-
TEIbHOCTHY, «JIOKyMEHTALMOHHOE OOecnedyeHue YMpaBIeHUs (JEI0MPOU3BOICT-
BO)», «JIOKYMEHTOBEJICHUE», KyIPABICHUE TOKyMEHTaAMM.

3. Opranmzaius U CTPYKTypa CIyKObl TOKYMEHTAIMOHHOTO O0eCIeueHus
YIPABJICHUS HA MPEITPUITHH.

4. DBoronus CriocoO0B CO3aHUS JIOKYMEHTOB.

5. CymHocTh U PYHKIIMU TOKYMEHTA.

6. IlonsTue, pyHKIMHU U NPABOBOE 3HAUECHHE YIIPABICHYECKOTO TOKYMEHTA.

7. Knaccuduxanus 10KyMEHTOB.

8. OcHoBHbIE TpeOOBaHMUS K KAUECTBY YIPABIECHYECKOTO JOKYMEHTA.

9. CocrtaB U CTpyKTypa HOPMATHBHO-TIPABOBON 0a3bl JOKYMEHTAIIHOHHOTO
oOecrieueHus ynpasieHus B PO.

10. denepanpbHOE 3aKOHOMATEIBCTBO B 00JacTH PabOTHI ¢ JOKYMEHTHUPO-
BaHHOU WH(MOpMaIei.

11. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI B cpepe JEeTOnmpOor3BOJICTBA U
OpraHu3alliy APXUBHOTO XpaHEHUS JOKYMEHTOB.

12. Vicnonb30BaHre MHCTPYMEHTOB KiIacCHU(pUKAINK, YHU(PUKAIMA U CTaH-
JApTU3alUY B JEIIONPON3BOICTBE.
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13. Knaccugukatopbl TEXHUKO-DKOHOMHUYECKOM M COIMAIIbHON HH(OpMa-
1002078

14. YuaudunmpoBaHHbIE CUCTEMBI JOKYMEHTAIuu B PO,

15. Ans060MbI YHUGUIIMPOBAHHBIX (OPM TEPBUYHOM YUETHOH TOKYMEHTa-
1007078

16. TaGenb u anbO0M YHU(PHUIIUPOBAHHBIX (DOPM JOKYMEHTOB MPEITIPUITHS.

17. T'ocynapctBennbie crannapthl PO B cdepe nenonponsBoacTna.

18. 3nauenue u ocHoBHbie Tonoxkeruss [[OCT P MCO 15489-1-2007 «CU-
BU/I. Yupasnenue nokymentamu. OOmue TpeOoBaHUs»

19. MexayHapoaHble CTaHIapThl B 00JacTH pabOTHI C yNpaBICHUECKON J10-
KYMEHTALAEH.

20. Ocuorubie TpedboBanuss 'OCT P 6.30-2003 «YHUGUIIUPOBAHHBIC CHC-
TEMBbl ~ JOKYMEHTAlMh.  YHUQUIMpPOBAHHAs  CHCTEMa  OpPTaHHU3aI[MOHHO-
pacnopsiIUTETLHON TOKYMEHTAUuW» K O(QOPMIICHUIO YNPABIEHYECKUX JTOKYMEH-
TOB.

21. CymHOCTh ¥ BUBI OJJAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPraHU3AIMOHHO-PACTIOPSIUTENbHBIX J0-
KYMEHTOB.

23. CoctaB 1 oopMIIeHHE PEKBU3UTOB OJIaHKA TOKYMEHTA

24. CoctaB u 0(opMJICHHE PEKBU3UTOB, ONPEACIISIIOMINX FOPUIUUECKYIO CHU-
7Ty JOKYMEHTAa.

25. CoctaB u ohopmiIeHHE PEKBU3NUTOB, ONPEACIISIONINX ABUKCHUE U OTpa-
XKaronmx o0pabOTKy M HCIONHEHHWE JOKYMEHTa (JIeJIOMpOMU3BOJICTBEHHBIX OTMeE-
TOK).

26. OcHOBHBIE TpeOOBaHUS K TEKCTY YIPaBIEHYECKOTO JOKYMEHTA.

27. TloHsTHE 1 OCHOBHBIE (POPMATHI DJICKTPOHHBIX JOKYMEHTOB.

28. DnexTpoHHas MUQPOBasi MOAMKUCH KaK PEKBU3UT SJICKTPOHHOTO JOKY-
MEHTA.

29. CyniHoOCTh U COCTaB METaJaHHBIX JOKYMEHTA.

30. OnudpoBanue kak crocod co3aaHus IEKTPOHHOTO JOKYMEHTA.

31. OcHOBHBIE TPYMNIIBI U BUBI YIPABICHYECKUX IOKYMEHTOB.

32. JIoOKyMeHTBI, TOATBEPKIAIOIINE OpPraHU3aIMOHHO-TIPABOBOM  CTaTycC
MPEANPUATHS U €T0 TOCYJAPCTBEHHYIO PETUCTPAIIHIO.

33. [lonsTne, GyHKIINN U BUIBI OPTAaHU3AIMOHHBIX JOKYMCHTOB.

34. Muccus Kak OpraHU3alMOHHBIN TOKYMEHT MPEATIPUSTHS.

35. Koziekc KOpmopaTuBHON 3TUKH OPTaHHU3AIMH: 1Eb CO3IaHMs, COepKa-
HUE.

36. YupenurenabHble JOKYMEHTHI NpeAnpusTus (ycTas, mojioxkeHue oo opra-
HU3AllMU, YYPEAUTEIbHBINA TOTOBOP): 3HaYCHHE, MpaBUjia COCTAaBIEeHUS U 0hopMm-
JICHUSL.

37. Ha3zHaueHnne v TUTIOBAsi CTPYKTYpa MOJOKEHUS O CTPYKTYPHOM TO/Apa3-
JICJICHUN.

38. JlomxHOCTHAST MHCTPYKITUS: TIEJIM U 3a/a4d CO3/aHUs, CTPYKTYpa, Mmopsi-
JIOK pa3paboTku U 0hOPMIICHUS.
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39. CTpykTypa U LITaTHasg YUCICHHOCTb, IITATHOE PACIHCAHUE: COJEpKa-
HUE, TOPSAOK COCTABICHUS U O(DOPMIICHHUS.

40. MHCTpYKIIMK OpPTraHU3aIllMOHHO-METOAMYECKOTO HA3HAYEHUS: CYLIHOCTD,
OCOOEHHOCTH COCTABJICHUSI, BUJIBI.

41. [IpaBuia Kak OpraHU3alMOHHBIN TOKYMEHT: TIOHSTUE, BUBIL.

42. UHCTpyKIMS 1O JEeJO0NPOU3BOCTBY: 3HAYEHHUE, COAEpKAHUE, MOPSIOK
COCTaBJICHUS U O(DOPMIICHHS.

43. Opranu3aloOHHbIE TOKYMEHTHI, PETIAMEHTUPYIOIIUE yIpaBlieHue Ous3-
HEC-TIPOLECCAMH.

44, JlokymMeHTanusl CUCTEMbI MEHEPKMEHTA KaueCTBa.

45. JloroBop: THITBI, BUBI, TPEOOBAHUS K COJEPKAHUIO U O(POPMIICHHIO.

46. CymHOCTb ¥ KJ1accu(UKaIUs pacCIOPSAUTEIbHBIX TOKYMEHTOB.

47. OCHOBHBIE ATaNbl U3/1aHUS PACTIOPSIUTETBLHOTO JOKYMEHTA.

48. IIpuka3 o0 OCHOBHOH JI€ATENbHOCTH: MOHATHUE, NIPaBUIa COCTABIICHUS U
oopMIIECHUS.

49. PacniopsikeHUsl U yKa3aHUsS: Ha3HAuY€HUE, OCOOEHHOCTU COCTAaBJICHUS U
oopMIIECHUS.

50. IlocraHoBiEHUS U pElLIEHUS: HA3HAYEHHE, OCOOCHHOCTH COCTaBJICHUS U
oopMIIECHUS.

51. IIpoTOKOI: MOHATHE, TOPSIIOK COCTABICHUS U OQOPMIICHHUSL.

52. Haznauenne, BuAbl ©W TpaBwiIa OQOpMIICHUS HHPOPMAITMOHHO-
CTIPaBOYHBIX TOKYMEHTOB.

53. JlenoBble mUchMa: Ha3HAUEHUE, KIIacCU(UKALNS, CTPYKTypa U PEKBU3U-
THI.

54. DNeKTpOHHbIE MUCbMA U BEO-TIOKYMEHTBI: OCOOCHHOCTH COCTaBJICHUS,
oopmIieHUsI U TPUMEHEHUS B YIIPABICHUYECKOM IeATETHbHOCTH MPEATPUSATHSI.

55. JlokmamgHele, ClyKeOHbIC U OOBSICHUTEIbHBIC 3aIMCKH: PA3JIMIUsl, BUJIBI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

56. AKTBI: Ha3HAUYECHHE, CTPYKTYPA, MOPSTOK OPOPMIICHUS.

57. CripaBKu: CYIIHOCTb, BUIBI U 0(OPMIICHHE.

58. JIoKyMEHTBI 110 TPYJOBBIM OTHOIICHHSIM: COCTaB, OCOOEHHOCTH COCTaB-
JeHust U opopMIICHUS.

59. JIokyMeHTBI IO OCHOBHOM J1€ATEIbHOCTH MPEAIPUATHS OTPACIIH.

60. [lonsiTHE, OCHOBHBIC XAPAKTEPUCTHUKU W KIacCU(PUKALUA TOKYMEHTO-
obopora.

61. Opranuzanus paloOHaIbHOTO JOKYMEHTO000pOTa Ha MPEANPUITHH.

62. Tlopsm0K IPOXOXKACHUS BXOSIIETO, UCXOASIIETO U BHYTPEHHETO JOKY-
MEHTOIIOTOKOB B OpTraHU3aIliH.

63. Peructpanus MOKyMEHTOB: Ha3HAu€HHWE, MpaBUjla, PErHCTPAIIOHHBIC
dbopmbl 1 HOPMBI peTUCTPAITUH.

64. Opranuzarust HOOPMAITMOHHO-CITPABOYHON PabOTHI HA IPEATPUSITHH.

65. Opranusanusi CUCTEMbl KOHTPOJI HCHOJIHEHHUS IOKYMEHTOB Ha Mpe[-
MPUSTHH.

66. Cpoku XpaHEeHUs YIPaBICHYECKUX TOKYMEHTOB.

67. OnepaTUBHOE U apXUBHOE XPAHEHUE JOKYMEHTOB.
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68. [Iponemypa sKCIepTH3BI IIEHHOCTH TOKYMEHTOB.

69. Ilopsnok opopMieHHs 1e1 U Nepefayu T0KyMEHTOB Ha apXUBHOE Xpa-
HEHHUE.

70. OcOOEHHOCTH XpaHEHHUs FIEKTPOHHBIX IOKYMEHTOB.

71. TIopsii0K YHUUTOKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKaMH XPAHEHUS.

/2. llenu, 3amauM M HaNpaBJICHUS ABTOMATHU3alMM JIOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBIeHUs..

73. Cuctempl aBTOMATH3aIlMK JIEJIOTPOU3BOJICTBA W JIOKYMEHTOOOOpOTa
(CAI) Ha npeanpusTUU: OCHOBHBIE TPEOOBAaHUS, OPraHU3aLMsl BHEAPEHUS, MEp-
CHEKTUBBI PA3BUTHUA.

74. TexHONMOTUY 3aIIMUTHI TOKYMEHTHON HH(POPMAIUH HA IPEATNPUITHH.

75. Co3nanue >(h(PeKTUBHON CHCTEMBI YIpaBlIeHUSI JOKYMEHTaMHU Ha Mpe/i-
OPUSTUU.

Ilpakmuueckue 3a0anus 011 nposedenus 3auema (NPuUGeOeHvl NPUMepPLL):

3aoanue 1.

B centsi6pe 2018 r. ObUIO CO371aHO OTKPHITOE aKIIMOHEPHOE 00111ecTBO «JIu-
nep». llltatHelil coctaB 3T0# opranuzanuu — 456 paboTHukoB. B mratHoe pacnu-
canue OAQO ObUTH BKIIIOUEHBI JOJHKHOCTH 3aBEYIOIIET0 KaHIIEeIsIpUeH U CeKpeTa-
PA T€HEPaIbHOTO JUPEKTOPA.

Ha xoro u3 HuX 0kHA OBITH BO3JI0KE€HA 00S3aHHOCTh OPTaHU3aINH CITYXK-
os1 IOY B OAO «Jlunep»?

3aoanue 2.

B pesynbrate peopraHuzaiuu 3aKphITOro akiuuoHepHoro obmiectBa «Ko-
MaHJIOp» YMCICHHOCTh IITATHOTO COCTaBa CTPYKTYPHBIX MOJpa3/eiICHUN yBEIH-
Yujack BJIBO€. bbII0 MPUHATO perieHre mpeodpa3oBaTh OOIIMM OTAEH B yIpaBlie-
Hue nokyMeHtarmonHoro ooOecmeueHus (YJ1O). Cozmanune YJIO mpeamomnaraer
pacmpenue QyHKiui u 3aaa4 ciyx0b1 JIOY, co3nanue B Hell CTPYKTYpPHBIX TOJ-
pasziesieHui ¥ YBETMYEHHUE IITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxxet Ob1Th cTpykTypa YO u ee mraTHbiil coctaB? OObICHUTE 11e-
JI€COO0Pa3HOCTh MPEAJIaraeMoil CTPYKTYPHI, MOSICHAS HEOOXOIUMOCTh CO3/IaHUs
KaXXJIOr0 CTPYKTYPHOI'O MOJIpa3/IeJieHHs U BBeAeHUs B TaT pykoBoauteneit Y10,
CHEUHUAIMCTOB U TEXHUYECKUX UCIIOTHUTENEH.

3aoanue 3.

Nucnekrop obmiero otaena 3A0 «Kpyro3op», oTBedaromuii 3a BeAcHUE Jie-
JIOMPOU3BOJICTBA MO OOpalIeHUsIM rpaxaaH, GopMupoBajga B OJHOM Jiejie 3asiBiie-
Hus paboTHUKOB 3A0 U rpaxk/aH, He padoTarONIUX B JAHHON OpraHu3alluH.

[TpaBuibsHO 1 oHa noctynana? Kak Hamo hopMupoBath Aena, cojepraiiie
oOpaitieHust rpaxkaad, 1 oOpMIISITh UX JJIS Mepe/ladd B apXUB OpraHu3aiuu’?

3aoanue 4.

[Tpu odopmiieHnn nen s mepefadyd B apXuB OPraHHU3aIlid, COACPIKAITUX
oOparieHus Tpaxaad, CPOK XPaHEHUsI KOTOPBIX, B COOTBETCTBUU C HOMEHKIIATYPOi
JIeJ, COCTaBIISJI TMAThH JIET, MHCIIEKTOP OOIIEro OT/ena, OTBEUYAIONIUN 3a JEIOpo-
M3BOJICTBO IO OOpAIeHUSIM TPakKJaH, TPOCMOTPEIT BCE Jielia MOJMCTHO, BHIHYII BCE
METAJJTMYECKUE KPEIUICHHS, TPOHYMEPOBAJI BCE CTPAHUIIbl MOCEPEIUHE TeIeBOU
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pPYUKOil, 0pOpMIII BHYTPEHHIOIO OMKCH U JIUCT-3aBEPUTENb Jela, IOMECTHI JIOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOIIYI0 ['OCTYy.

[IpaBunpHO 11 noctynuia uHcnekTop? Kakue TpeOoBaHUs MPEbBISIOTCS K
oQOpMIICHUIO JIe]l, COAEp KalUX OOpalleHus Tpak/iaH, IS epeaud B apXuB Op-
ra"Husanuu’?

3aoanue 5.

Yucnennsit coctaB pabotHukoB OO0 «Cupuycy» - 15 denosek. B cTpykry-
pe olmiecTBa 00pa30BaHO TPU (PYHKIIMOHATBHBIX MOIPA3ACICHUs: CEeKpeTapuar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY O0OECIEYEeHUIO yTpaBJe-
HUS Y KaJIpOBOU J€ATEIbHOCTH; OyXraaTepusi U FOPUINYECKUA OTAEII.

OcTtanbHble paOOTHUKU BXOJAT B COCTAB I'PYII, CPOPMUPOBAHHBIX B COOT-
BETCTBHM C HAIMpPaBJICHUSMH OCHOBHOHW NEATECIHLHOCTH MPEANPHUATHS, HAIIPUMED,
rpynna mo pekjiame, Tpymma Mo MOArOTOBKE TEXHHUECKON TOKYMEHTAIUH, TPYIIa
AKCIIEPTOB U Ap. ['pyYIIIbI HE SBIAIOTCS CTPYKTYPHBIMU MOPA3/ICTICHUSIMU U HE 3a-
KpEIUJICHBI YTBEP KICHHBIM IITATHBIM PACITUCAHUEM.

Kakyro knaccupukamoHHy0 cXxeMy HOMEHKJIATYpHhI JIed CIeAyeT peKOMEH-
JIOBATh JJI JAaHHOTO oO0I1ecTBa’?

3aoanue 6.

B Tedenue rojma y npeanpusTHs MOSBHIMCH HOBbIC HANpPaBJICHUS €ro Jes-
TEJILHOCTH W HOBbIE MapTHEphl. Kak cieicTBUE 3TOTO, MOSBWIOCH 3HAUUTEIILHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OB MPEAYyCMOTPEHBI ACHCTBYIO-
€ HOMEHKJIATYPOU JIEI.

PykoBoguTens npeanpusiTus CBOMM IpHKa3oM o0s3ai cityx0y 10V BHecTH
WM3MEHEHUS] B HOMEHKJIATYpy JieJ. B uTore 3To cBeNOCh K COCTAaBIEHUIO B CEPEIUHE
rojla HOBO HOMEHKJIATYpPHhI JI€], KOTOPYIO 3aHOBO YTBEPJUI PYKOBOAMUTEIb Npe-
TIPUATHS.

Hackonbko mpaBoMepHBI IEUCTBUS, PEAIPUHITHIE PYKOBOJCTBOM U CITYXK-
oot 1OV npennpusatua? beuia 11 B JaHHOM clTydae HEOOXOIMMOCTh MepepadoTKH
HOMEHKJIATYpHI JeJl, U KaKkue TpeOOBaHUSI COCTABJICHUS HOMEHKIIATYPHI JeI CIey-
€T YYUTBIBaTh, 4YTOOBI N30€raTh MOJIOOHBIX CUTYaIIHA?

7.4 Meroauyeckue MaTepHuajbl, OINpeaesilOUmIie  MPOUEAYPbI
OLCHUBAHUS 3HAHWUN, YMEHUH, HABBIKOB, XaPaKTEePHU3YKINUX ITAIbI
¢GopmupoBaHusi KOMIETEHIIMA

KoHTponb 0CBOeHMSI TUCIUIUIMHBI U OLIEHKAa 3HAHUM 00yJaromuxcs mpou3-
Boautcs B coorBeTcTBUH ¢ [1m KyOoI'AY 2.5.1 «Tekyuunii KOHTpoJb ycrieBaeMOCTH
U TIPOMEXXYTOUHOM aTTeCTalluyi 00yJaroImuXCsi».

Kpurepusimu ouenku pedepara sBISIOTCS: HOBU3HA TE€KCTa, 0OOCHOBaH-
HOCTH BHIOOpA MCTOYHHUKOB JIUTEPATYPHI, CTEIIEHb PACKPBITHS CYIITHOCTH BOIIPOCA,
coOtoIeHus TpeOOBaHMI K 0OPOPMIIEHUIO.

OreHka «OTJIMYHO» — BHITIOJHEHBI BCE TPEOOBAaHUSA K HalMCaHUIO pedeparta:
o0o3HaveHa mpobJieMa 1 000CHOBaHA €€ aKTyaIbHOCTD; C/IeJIaH aHaJIU3 Pa3IuIHbIX
TOYEK 3PEHUS Ha pacCMaTPUBAEMYIO IIPOOJIEMY | JIOTUYHO M3JI0’KeHa COOCTBEHHAs
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MO3UIIKS;, CPOPMYIUPOBAHBI BBIBOJIBI, TEMa PACKPhITa TMOJHOCTHIO, BBIIACPKAH
00bEM; coOJI0ICHBI TPEOOBAHUSI K BHEIIIHEMY O(DOPMIICHHIO.

OreHKa «XOpoII0» — OCHOBHBIE TpeOOBaHUs K pedepaTy BBHIMOIHEHBI, HO
IIPU 3TOM JIOMYIIEHBI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3IIOXKE-
HUM MaTepuaya; OTCYTCTBYET JIOTHYECKas TMOCIIeIOBATEILHOCTh B CYXKICHUSAX; HE
BBIIEpKaH 00bEM pedepaTa; IMEIOTCS YIyIeHUs! B 0pOpMIICHUH.

OreHKa «yJAOBJIETBOPUTEIBbHO» — HMCIOTCSI CYIIIECTBEHHBIE OTCTYIUICHUS
oT TpeboBaHMil K pedeprupoBaHnio. B 4acTHOCTH: TemMa OCBeIleHa JTUITh YaCTUYHO;
JOMYIIEHBI (haKTHUEeCKUE OMMOKHN B COAEpKaHuH pedepara; OTCYTCTBYIOT BBIBO-
TIBL.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — TeMma pedepara HE pacKpbiTa, 0OHa-
PYKHBaeTCs CYIIECTBEHHOE HEMMOHMMAaHUE MPOOIeMbl WK pedepar He MpeacTaB-
JICH BOBCE.

KpurepusimMmu omeHKH AOKJAJA SBISIOTCS: HOBH3HA TEKCTa, 0OOCHOBaH-
HOCTb BbIOOpa UCTOYHHUKOB JIMTEPATYpPhl, CTENIEHb PACKPBITUS CYIIIHOCTH BOIIPOCA,
coOJto/IeHus: TpeOoBaHUii K 0POPMIICHHIO.

OrneHka «OTJIMYHOY» CTaBUTCS, €CJIM BBIIIOJIHEHBI BCE TPeOOBaHUS K HAMKCA-
HUIO JI0KJana: o0o3HaueHa mpodiemMa U O00OCHOBaHA €€ aKTyaJbHOCTb; CHEJIaH
aHaJIn3 Pa3JINYHBIX TOUEK 3PEHMSI HA pacCCMATPUBAEMYIO IIPOOJIEMY U JIOTUYHO M3-
JOXKeHa COOCTBEHHAs MO3UIMS; CHOPMYIUPOBAHBI BHIBOJBI, TEMa PACKPHITA MOJ-
HOCTBIO, BBIIEpKAH 00bEM; COOMIOICHBI TpeOOBaHMSI K BHEIIHEMY O(OPMIICHHIO.

OrneHka «XOpoIl0» — OCHOBHBIE TPeOOBaHMS K JOKJIAAy BBITIOJHEHBI, HO
IIPU 3TOM JOMYIIEHbI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOUYHOCTH B M3IIOXKE-
HUHM MaTepuaia; OTCYTCTBYET JIOTUYECKasl TOCIEI0BAaTEIbHOCTh B CYKICHUIX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTCA YIYIEHUS B 0(DOPMIICHHH.

OrneHka «yAOBJIETBOPHTEIbHO» — MMEIOTCSI CYIIECTBEHHbBIE OTCTYIJICHUS
oT TpeOoBaHUil. B yacTHOCTH: TemMa OCBElIeHA JUIIb YaCTUYHO; JAOMYIIEHbI (Pak-
TUYECKHE OIIMOKH B COICPKAHUM JJOKJIAa; OTCYTCTBYIOT BBIBOJIBI.

OrneHka «Hey10BJIeTBOPUTEIbHO» — T€Ma JI0KJIaja He pacKphiTa, OOHapy-
KUBAETCS CYIIECTBEHHOE HEMOHHMMaHuE MpoOJIeMbl UM JOKJIAJ HE MPEACTaBIICH
BOBCE.

Kpurtepuu oueHuBaHus BbINOJIHEHUS 3CCe

OueHka «OTJMYHO» — BBICTABIIETCS CTYACHTY, MOKAa3aBIIEMY BCECTOPOH-
HUE, CHUCTEMaTHU3UPOBAHHBIC, TJIYOOKHWE 3HAHUSI MPOOJEMHBIX BOIPOCOB ACCE U
YMEHHUE YBEPEHHO MPUMEHSTh UX HA MPAKTUKE MPU PEUICHUM KOHKPETHBIX 3aj/1ady,
CBOOOJ/IHOE U MPaBUILHOE 0OOCHOBAHHUE MPUHSTHIX PEIICHUM.

OneHka «X0pouIo» — BBICTABIISIETCS CTYJICHTY, €CJIM OH TBEPJO 3HAET MaTe-
pUaJl, TPAMOTHO M MO CYIIECTBY HM3JIara€T €ro, ymeeT NMPUMEHATH MOJIyYCHHbBIE
3HAHUS Ha MPAKTHUKE, HO JOMYCKAET B OTBETE WM B PEIICHUM CUTYallMOHHBIX 3a-
Jlad HEKOTOPbIE HETOYHOCTH, KOTOPBIE MOXKET YCTPAHUTh C MOMOLIBIO JOMOJIHU-
TEJIbHBIX BOIIPOCOB MPENOIABATEIS.

OneHka «ya0BJIETBOPUTEIBLHO0» — BBICTABISICTCS CTYJEHTY, MOKa3aBIIEMY
(dbparMeHTapHbIN, Pa3pO3HEHHBIN XapaKTep 3HAHWM, HEJOCTATOYHO MPABUIIBLHBIC
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bopMyIpOBKH 0a30BBIX MOHATHIA, HAPYIIEHUS JIOTUIECKON MOCIEI0BATEILHOCTH
B M3JI0KEHUH MTPOTrPaAaMMHOTO MaTepualia, HeOOXOAMMBIMU sl JajdbHEHIIero ooy-
YEHUSI U MOXKET MPUMEHSTh MOJyYeHHbIE 3HAHUS 10 00pa3ily B CTaHJAPTHOU CH-
TyaluHu.

OneHka «HeyA0BJIETBOPUTEIbHO» — BBICTABISIETCS CTYAECHTY, KOTOPBIA HE
3HAeT OOJIbIIIEH YaCTH OCHOBHOTO COJIEpKaHUSI BEBIHOCUMBIX Ha KOHTPOJIBHYIO pa-
00Ty BOMPOCOB T€M AUCIHUIUIMHBI, TOMyCKaeT TpyObie OMMOKU B (GOpMYITHUPOBKAX
OCHOBHBIX TOHSITUA M HE YMEET UCMOJIb30BaTh MOJYYEHHbIC 3HAHUS TIPU BBIMOJI-
HEH 3CCe.

KpurepusiMmu oueHKH NOBeJAeHUs] TMCKYCCHHU SIBISIIOTCS: TOUYHOCTH apry-
MEHTOB (MCIIOJb30BaHUE MTPUUYMHHO-CJICICTBEHHBIX CBSI3€i); ueTkas (opMyJIHpOB-
Ka apryMEHTOB U KOHTPAapTyMEHTOB; OCTYIMHOCTH (IIOHATHOCTH) W3JIOKEHUS; JI0-
TMYHOCTh (COOTBETCTBHUE KOHTPAPTYMEHTOB BBICKa3aHHBIM apryMEHTaM); KO-
PEKTHOCTb UCTIONB3YEMON TEPMHUHOJIOTUY C HAYYHOM TOYKU 3pEeHHUs (TIPaBIUBOCTbD,
JIOCTOBEPHOCTh, TOUHOCTh ONpEJEICHNUN); yaauHas Iojada marepuana (3MOLuo-
HAJIbHOCTh, WIUTIOCTPATUBHOCTh, YOEIUTEIBHOCTh); OTJEIEHUE (PAKTOB OT CyOBEK-
TUBHBIX MHEHUH; HCIOJIb30BaHUE MPUMEPOB (APTYMEHTHUPOBAHHOCTH); BUICHUE
CYyTU TIPOOJIEMbI; YMEHUE OPUEHTHPOBATHCS B MEHSIOIIECHCS CUTYallMH; KOPPEKT-
HOCTh IO OTHOIIEHUIO K OMMOHEHTY (TOJIEPAaHTHOCTh, YBAXKEHUE IPYTUX B3TJISAJIOB,
OTCYTCTBHUE JINYHOCTHBIX HANaJOK, OTKa3 OT CTEPEOTUIIOB, PA3KUTAOIINX PO3Hb U
HEIPUS3Hb).

OrneHKa «OTJIMYHO» CTABUTCS, €CIIM apTyMEHTHI MPUBOAUIINCH MO CYIIECT-
BY, KPaTKO JJAKOHUYHO, C MCIOJIb30BaHUEM HEOOXOIMMOW TEPMHHOJIOTUH, B MO-
HATHOM M nocTynHou (opme; hopma nogaun MHGOPMALIMK COOTBETCTBYET €€ CO-
JIepKaHUIO; BIIaJICHIE BHUMAHUEM ayIUTOPUH, KOPPEKTHOE W YBAKHUTEIHLHOE OT-
HOIIIEHUE K OCTAJIbHBIM YYaCTHUKAM JUCKYCCHH; B BBICTYIICHUN (DAKTHI OTACIICHBI
OT COOCTBEHHOI'O MHEHUS; MCIIOJIb30BAaHUE MPUMEPOB; BUACHHUE CYTH IPOOJIEMBI;
YMEHHE OPUEHTUPOBATHCS B MEHSIOLIEICS CUTYaIUH.

OreHKa «XOPOIO0» CTABUTCS, €CJIM apTyMEHThI IPUBOIUIIUCH 10 CYIIECTBY,
HO OBLITM OTKJIOHEHHS OT CYTH BONPOCA, MPU apTyMEHTAIUU MPUCYTCTBOBAIHN J0JI-
r've BCTYIUICHUS U MOSICHEHUs, He TpeOyroIre He00X0AMMOCTH; UCIIOJIb30BAHKE B
peur TepMUHOJIOTUH, ¢opMa mojaun MHQPOpPMallUd HE Bcerja Obljla yMECTHa, B
CBSI3M C YEM TEpPsUIOCHh BIAJCHHE BHUMAHHEM ayIUTOPWH, KOPPEKTHOE U YBaXKU-
TETHHOE OTHOIIEHUE K OCTAIBHBIM YYaCTHUKAM JUCKYCCHUU; B BHICTYIUICHUH (DaK-
Thl CMEIIMBAIUCH C COOCTBEHHBIM MHEHUEM, UTO TIOPOXKIAJIO CIIOPBHI.

OneHKa «yI0BJIETBOPUTEJIbHO0» CTABUTCS, €CIU CTYJIEHT HE OPUEHTUPYET-
Csl B CHTYyallil WIH OPUEHTUPYETCS HE TIOJTHOCTHIO, HE MOXET IPUBECTU apTyMEH-
Thl Ha TIOCTABJICHHBIE BOIIPOCHI, a TAK)KE HE MOKA3bIBAET YMEHHE BECTU JUCKYCCHUIO
B COOTBETCTBYIOIICH (popMme.

OrneHka «HeYI0BJIETBOPUTEJIBHO» CTaBUTCS, KOT/Ia CTYJAEHT OTKa3aJycs
y4acTBOBaTh B IUCKYCCHUH MO MMPUYNHE HE3HAHUS MaTepHaa.

Kpurepuu oneHKy 3HAHUN IPU HANIMCAHUM KOHTPOJIbHOI PadoThI
OrneHKa «OTJIMYHO» — BBICTABISIETCS 00yYaroneMycsi, TTOKa3aBIIeMy BCe-
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CTOPOHHHUE, CHUCTEMAaTH3UPOBAaHHBIC, TITyOOKHE 3HAaHHS BOMPOCOB KOHTPOJIBHOM
paboOThl U YMEHUE YBEPEHHO NIPUMEHATh UX HA MPAKTUKE MPHU PEIICHUU KOHKPET-
HBIX 337a4, CBOOO/IHOE U MTPaBUIIBHOE OOOCHOBAHUE MPUHSATHIX PELICHUM.

OrneHKa «X0poII0» — BBICTABISIETCS] 00yUaIOLEMYCsl, €CJIU OH TBEPJIO 3HAET
MaTepHuall, FPaMOTHO U IO CYIECTBY MU3JIaracT €ro, yMeeT IPUMEHATH I10JyYEHHBIE
3HAHMS Ha MPAKTUKE, HO JOIYCKAeT B OTBETE WM B PEIIECHUU 3a7a4 HEKOTOPHIC
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOILBIO TONOJHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yAOBJIETBOPUTENIbHO» — BBICTABISETCS OOydaromeMycsi, MoKa-
3aBIIEMY (pparMEHTapHBIN, pa3pO3HEHHBIN XapaKkTep 3HAHUM, HEIOCTATOYHO Mpa-
BUJIbHBIE (POPMYITUPOBKH 0a30BbIX MOHATUMN, HAPYIIECHUS JIOTUYECKON MOCIe0Ba-
TEJIBHOCTH B U3JIOKEHUH ITPOTPaMMHOI0 MaTepuana, HO IIPU 3TOM OH BJIAJIEET OC-
HOBHBIMH MOHSTUSIMUA BBIHOCHUMBIX Ha KOHTPOJIbHYIO PabOTy Te€M, HEOOXOIUMBIMH
JUIS JalibHEHIIero oOydyeHus U MOXKET IPUMEHSATh MOJIy4YeHHbIE 3HaHUS 110 00pa3-
11y B CTAaHJApTHOM CUTYyal1U.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — BBICTABISETCS 00yJaronemMycs, KOTo-
pBIi HE 3HaeT OOJIbLIEH YacTh OCHOBHOTO COJAEPKaHUSI BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BONPOCOB T€M JUCLHILIMHBI, JOIyCKaeT IrpyOble OLIMOKHU B (hOpMYIIH-
pPOBKax OCHOBHBIX IIOHATHUH U HE YMEET HMCIOJIb30BATh IIOJYYECHHbIE 3HAHUSA IPU
PELIEHUH TUIIOBBIX ITPAKTUYECKUX 3a/1a4.

Kpurtepuu oneHuBaHus BBINOJHEHUS KeliC-3aIaHN I

Pe3ynbTaT BBINOJHEHHSI KEUC-3a1aHUSI OLICHUBACTCS C YYETOM CIICIYIOIINX
KPUTEPHUEB:

— MOJHOTA NPOPa0OTKU CUTYALINH;

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBH3HA U HEOPJUHAPHOCTH MPEJACTABICHHOTO MaTepuaia 1 pelieHui;

— TEPCIIEKTUBHOCTh M YHUBEPCATBHOCTD PEIICHUI;

— YMEHHE apryMEHTHPOBAHO 00OOCHOBATH BHIOPAHHBIA BApUAHT PEIICHMUS.

Ecnu pe3ynbrar BINOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAUYEHHOMY
KPUTEPUIO CTYACHTY IMPUCBAUBACTCS OAWH Oai (3a KaXIapli KpuTepuid mo 1 6an-
y).

OreHKa «OTJIMYHOY» — TIPU Habope B 5 O6AIIOB.

Orenka «xopouio» — nmpu Habope B 4 6anna.

O1ieHKa «y/10BJIETBOPUTEIBbHOY» — ITpU Habope B 3 Oaa.

O1ieHKa «HEeYA0BJIETBOPHUTEILHOY» — IIPU HaOope B 2 Oasuia.

KpuTtepun onieHKu 3HAHUH NMPU MPOBeIeHUN TECTHPOBAHUS

OlieHKa «OTJUYHO» BBICTABIISICTCS MIPU YCIOBUM MPABUIBHOIO OTBETA CTY-
JICHTa HEe MeHee ueM Ha 85 % TeCTOBBIX 3aJaHU;

OlieHKa «XOPOIIOY BBHICTABISACTCS MPU YCJIOBUM MPABUIHLHOTO OTBETA CTY-
nenTa He MeHee yeM Ha 70 % TeCTOBBIX 3aJaHui;

OreHKa «y/10BJIETBOPUTEIbHOY» BBICTABIISICTCS TIPU YCIOBHH MPABHIBHOTO
OTBETA CTyAEHTAa HE MeHee ueM Ha 51 %;
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OneHKa «HeyIOBJIETBOPHUTEIbHO» BBICTABISCTCS MPU YCIOBUM TMPABUIIb-
HOTO OTBETa CcTyJeHTa MeHee yeM Ha 50 % TeCTOBBIX 3aaHUM.

Pe3ynbTaThl TEKyIEro KOHTPOJIS HCHOJB3YIOTCS IPH MPOBEACHUU MPOMeE-
JKyTOUHOMU aTTeCTAIUH.

KpuTtepun onieHKu 3HAHM NPU MPOBeICHUN 3a4eTa

OneHka «3a4TeH0» — JIaH TOJHBINA, Pa3BEePHYTHIM OTBET Ha MOCTABICHHBIN
BOMPOC, MOKa3aHa COBOKYMHOCTh OCO3HAHHBIX 3HAHHWM 00 OOBEKTE, MPOSBISAIO-
miasicsi B CBOOOJHOM ONEPUPOBAHUU TOHATUSMHU, YMEHUH BBIACIUThH CYIIECTBEH-
HbI€ U HECYILECTBEHHbIE €r0 MPU3HAKW, TPUYUHHO-CIIEICTBEHHbIE CBA3U. MoOryT
OBITH JTOMYIIEHBbI HEAOYETHl B ONPEIEICHUU MOHATUM, UCIIPABICHHBIE CTYIEHTOM
CaMOCTOATENIBHO B IIPOLIECCE OTBETA.

OueHka «He 3a4TeH0» — JOIMYyLIeHbl TpyOble OUIMOKM MpU ONpPEAEIICHUN
CYIIHOCTH PacCKpbIBAEMBIX ITOHATUM, TEOPUil, SIBJICHHUN, BCIEACTBUE HENOHUMAaHUS
CTYJIEHTOM HX CYIIECTBEHHBIX M HECYIIECTBEHHBIX IIPU3HAKOB U CBsA3€il. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUSI 0000IIEHHBIX
3HAHMI HE ITOKA3aHO.

8 IlepeyeHb OCHOBHOW U JONMOJHUTEILHON yueOHOI JuTepaTy-
pbI

OcHoBHasl yueOHas1 JIUTEpaTypa

1. KupcanoBa, M. B. Kypc nenonpousBojacTBa: JOKYMEHTAIIMOHHOE 0OeC-
neueHue yrpaniieHus: yaeoHoe nocodue / M. B. Kupcanona, FO. M. AkceHoB. — 6-
y u3A., ucnp. u gomn. — MockBa: HOPA-M, 2020. — 257 c¢. — Pexum poctyna:
https://znanium.com/catalog/product/1088888

2. KprokoBa, H. II. JlokymeHTHpOBaHHE YNpaBICHUECKON EATEIbHOCTH:
yue6. mocobue / H. I1. Kprokosa. — M.: UHOPA-M, 2019. — 268 ¢. — Pexxum noc-
tyna: https://znanium.com/catalog/product/991955

3. [Nanacenko, 10. A. JlokymMeHTHpOBaHHE YIPaBIECHYECKONU NEATEIHHOCTH:
VYuebnoe nocodue / FO.A. ITanacenko. — Mockpa: PUUOP, 2018. - 138 c.: — Pexum
nocryna: https://znanium.com/catalog/product/927448

JlonoyiHUTeIbHAS yueOHAasl JuTepaTypa

1. beikoBa, T. A. JlokymeHTaIlMOHHOE o0ecIieueHne yrnpaBieHus (JIeI0mpo-
n3BOJICTBO): yueOHoe mocodue / T. A. beikoBa, T. B. Ky3nernona, JI. B. Cankus;
nox obmr. pea. T. B. Ky3nenoBoii. — 2-¢ u3zn., nepepad. u gom. — MockBa: MH-
OPA-M, 2022. — 304 C. — Pexum JOCTyIIA:
https://znanium.com/catalog/product/1863409

2. Imutpuena, JI. U. JlokymeHTanmoHHOE oOecreueHne ympaBiIeHYECKON
nearenbHoCcTH: yueOHoe nocobue / JI. . Jimutpuena, U. B. Py3aeBa. — HoBocu-
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oupck: WM3m-eo HITY, 2019. - 100 c¢. - Pexmm pgocryna:
https://znanium.com/catalog/product/1869277

3. JImutpuena, JI. M. JlokyMeHTAalIMOHHOE OOECIEUCHHE YIPABICHUYCCKON
JeATeNIbHOCTH : yueOHoe nocodue / JI. . JImutpuena, U. B. Py3aeBa. — HoBocu-
oupck : U3a-so HI'TY, 2019. — 100 c. Teker : anekTpoHHBINA. — Pexxum moctymna:
https://znanium.com/catalog/product/1869277

4. Tlerymko, H. E. JlokymMmeHTallMOHHOE 0OecIieueHrue yrpaBlIeHHs : yueOHO-
metoauueckoe mocodbue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. —
Pesxxum noctyna: https://e.lanbook.com/book/176019

5. Paznopoxusiidi, A. A. JIOKyMEHTUPOBAaHHUE YIPABICHUYECKOW NEATEIBHO-
ctu: yueb. [Tocodue / A. A. Pazmopoxnsrii. — M.: UHOPA-M, 2018. — 304 c. —
Pesxxum noctyna: https://znanium.com/catalog/product/969585

O [lepeyennb pecypcoB HH(POPMAITUOHHO-TEJTEKOMMYHHKAIUOH-
Ho#l ceTu «AHTEpHET»

Ilepeuens ObC
Ne HaunmenoBanmue TemaTuka Cceblika
1. | Znanium.com YHuBepcanbHas
2. | IPRbook YHuBepcanbHas
3. | O6pasoBarenbHbiii noprast Kyol'AY | YHuepcanpHas

Ilepeuens MHTEpPHET CAalTOB:

«Poccuiickuii xypHai MeHeKMeHTay https://rim.spbu.ru

Buxkunenuss — cBoOOAHAas SHUMKIONEAUS [DIEKTPOHHBIN pecypc]: Pexum
nocryma: https://ru.wikipedia.org/wiki/

Kypuan <tMANAGEMENT) http://iso-management.com

Kypnan «l'eHepanbHBIi JUPEKTOP. YTNPABIEHUE MPOMBINUIEHHBIM IpEJ-

TIPUSTACM) https://panor.ru/magazines/generalnyy-direktor-upravlenie-
promyshlennym-predpriyatiem.html

Kypnan «MeHeKMEHT U OHM3HEC-aAMUHUCTpUpoBaHue» http://www.mba-
journal.ru/

Kypnan «Ynpasienue kommanueii» http://www.zhuk.net

}KypHan «DKOHOMHKA nu MCHCI)KMCHT CUCTEM YHPaBJIICHUS
http://www.sbook.ru/emsu/

Kypnan «xcnepttOI» http://expertsouth.ru/magazine/

KypHan AenonpousBOACTBA U JIOKYMEHTOOOOpPOTa Ha NPEANPUSTHU
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-
dokumentooborota-19-m8

Kypnan MeHemKMeHT CeroHs https://grebennikon.ru/journal-
6.html#volume2020

DIIEKTPOHHBIN KypHai «Y1paBieHue NPEATPUATAEM»
https://e.management.mcfr.uz/promo.aspx
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10 MeToauueckue yKa3aHusA JJIs1 00y4alOIIMXCsl M0 OCBOEHUIO
AUCHUILIUHBI

1. HWsanoma, U. I'. JlokyMeHTHUpOBaHHE YIPABICHUECKON JEATECIbHOCTHU:
metoa. ykazanus / coct. W. I'. IBanosa. — Kpacuogap: Ky6I'AY, 2021. — 77 c. —
Pexxum moctyna: https://edu.kubsau.ru/mod/resource/view.php?id=10227

OcBoeHne TUCHUITMHBI O0YyYAOIMIMMUCS MPOU3BOAUTCS B COOTBETCTBUH C
JIOKaJIbHBIMH HOPMAaTUBHBIMU aKTaMU:

— IIn KyOI'AY 2.2.4 «®@oHJ OLIEHOYHBIX CPEJICTBY;

— IIn Ky6I'AY 2.5.18 «Opranuzaius o0pa3oBaTebHON AESITEIBHOCTH TI0
nmporpaMmam OakaiaBpuaTay;

— IIn KyoI'AY 2.5.29 «O dopmax, MmeToax U CpeACTBaX, IPUMEHSIEMBIX B
y4eOHOM MpolLecce»;

11 Iepeyenb MHMOPMANMOHHBIX TEXHOJIOTHI, HCIOJb3yeMbIX
IPH OCYLIECTBJICHUU 00PA30BaTEJIBLHOIO MPoOLECcCa M0 TUCHUILINHE,
BKJIIOYAS nepevYeHb MPOrpaMMHOI0 o0ecnieueHust U
UH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

WNHupopmalinoHHbIe TEXHOJIOTUH, UCIIOJIb3yeMbI€ MPU OCYIECTBICHUN 00pa-
30BaTEJILHOTO IIpolLiecca M0 AUCLMILIAHE, TO3BOJISIOT:

— o0ecneynTh B3aMMOJECHCTBHE MEXKIY YYaCTHUKAMH O0pa30oBaTEIbHOIO
mpolecca, B TOM YUCJI€ CUHXPOHHOE M (WJIM) aCUHXPOHHOE B3aMMOJEHCTBUE MO-
cpeactBom cetu «MHTEepHETY;

— (ukcHpoBaTh X0 00pPa30BATENBHOIO MPOLIECCA, PE3YJIbTATOB MPOMEKY-
TOYHOM aTTeCTalluy MO AMCLUUILIMHE W pe3yJbTaTOB OCBOEHHUS 00pa3oBaTeIbHOU
IIPOrpamMMBl;

— OpraHu3oBaTh Npolecc 00pa30BaHUs IMyTEM BHU3yalU3allUUd H3ydaeMOM
uH(pOpMaIU TOCPEACTBOM MCIOJIb30BaHUS MPEe3eHTAUM, YUEOHBIX (PUIBMOB;

— KOHTPOJHMPOBATH PE3YJIbTaThl 00YYEHHUSI HA OCHOBE KOMIIBIOTEPHOTO TeC-
TUPOBAHUSI.

[lepedeHsp JIMIIEH3MOHHOTO MPOTPAMMHOT0 00€CTICUCHUS

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepanuoHHas CHCTEMa

2 Microsoft Office (Bximtouaer Word, Excel, Power- | [TakeT opHCHBIX TPUITOKESHUH
Point)

3 Cucrema tectuposanus INDIGO TectupoBanue
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[lepeuenb npodeccroHanbHbIX 0a3 JaHHBIX

HBIX CUCTEM

U MH(OPMAIMOHHBIX CIPaBOY-

Ne HaumeHoBaHue Temaruka JIeKTPOHHAS MOYTA

1 | Hayunas sjnekTpoHHas | YHHBEpcalbHas https://www.elibrary.ru/defaultx.asp
o6ubmmoreka eLibrary

2 | I'apant [IpaBoBas http://www.garant.ru/

3 | Koncynpsrantlliroc ITpaBoBas http://www.consultant.ru/

12 MarepuajibHO-TEXHUYECKOe oOecrieyeHue OOy4YeHUS I10
aucHuIInHe 1 jaun ¢ OB3 u vHBaIu/10B

BxonHas rpynma B TiaBHBIM y4yeOHBIH KOpPIyC OOOpYyJIOBaH MaHIyCOM,
KHOIIKOW BBI30Ba, TAKTHJIbHBIMU TAa0JIMYKAMH, ONIOPHBIMU NOPYYHSIMH, MPEayNnpe-
KIAOIMMH 3HAKAMU, JOCTYIHBIM PACIIMPEHHBIM BXOJOM, B KOPITYCE €CTh CIICIIH-
albHO 0O0OpYJOBaHHAs CaHUTapHas KoMHarta. JlJid mepeMelleHHs WHBAIUIOB MU
JIOB3 B nomenieHnn UMeETCs NEPEABUKHON I'yCEHUYHBIN cTyneHbKkoxox. Kopmyc
OCHAIIEH IPOTUBONOKAPHON 3BYKOBOW U BU3YyaJIbHOM CUTHAJIU3ALUEN.

Ne | HaummeHnoBanue yueOHbIX | HanMeHoBaHHe momelIeHU# A npoBefeHus | Ajapec (MECTOMOJIOKEHHUE) MO-
1/ | TpexMeroB, KypcoB, AUC- BCEX BHJOB YUEOHOM AEATEIBHOCTH, TIpEy- | MELICHHH JJIs MPOBEICHUS BCEX
I | OUIUIHMH (MOIyJeH), Mpak- | CMOTPEHHON y4eOHBIM IIaHOM, B TOM YMCIE, | BHJOB yueOHOH NesITeabHOCTH,
TUKH, AHBIX BUJOB y4e0- | IOMEMICHHUH IS CAMOCTOATEIIFHON PadoTHI, C MPEeIyCMOTPEHHON y4eOHBIM
HOW JEATeNbHOCTH, Ipe- yKazaHHEM IepeYHs OCHOBHOTO 000pyHOBa- IUTAaHOM (B CITydae peai3aiuu
JYCMOTPEHHBIX YICOHBIM | HHSA, y4eOHO-HATIATHBIX TOCOOWH U UCTIONB- | 00pa30BaTENFHBIX IPOTPaMM B
IUTaHOM 00pa30BaTeIFHON 3yeMOr0 IIPOTPaMMHOTO 00eCIIeUeHUS ceTeBoil popMe TOTOTHUTEIB-
TIPOTPaMMEI HO YKa3bIBaeTCs] HANMCHOBAHHE
OpraHu3aIie, C KOTOPOH 3a-
KITFOUYEH JIOTOBOD)
1 2 3 4
JlokyMeHTHUpOBaHUE Iomemnienne Ne221 I'VK, mnomans — 101m% | 350044, KpacHomapckwmii Kpaid,
1 yIpaBJeHUYECKOMN Jiesi- | ocagouHBIX MecT — 95; yueOHast ayiuTopus | r, Kpacaomap, yi. um. Kanuau-
TENbHOCTU JUIS TIPOBEJICHUS 3aHATHH JEKIMOHHOTO THIIA,

3aHATUM CEMHUHApPCKOTO THIIA, KypCOBOTO MPO-
eKTHPOBaHUS (BBIIIOJHEHUS KypCOBBIX paboT),
TPYNIOBBIX M HHIUBUAYaJIbHBIX KOHCYJIBTa-
UM, TEKYIIEro KOHTPOJS W MPOMEXYTOUHOH
aTTecTallly, B TOM YHCIIE JUIT 00YJaIOIINXCs C
uHBaIMIHOCTRIO 1 OB3

TEXHUYECKUE CpelNcTBa OOydYeHHs, HaOOPHI
JIEMOHCTPAIIIOHHOTO 000PYZAOBaHUS U y4e0-
HO-HAISITHBIX MOCOOMH (HOYyTOYK, MPOEKTOP,
9KpaH), B T.4 AJs 00ydJaromuxcs ¢ WHBATUI-
Hocteio 1 OB3;
mporpaMMHOe  oOecreyeHue:
Office;

CIeNMANN3UPOBaHHass MeOenb (ydeOHas moc-
Ka, ydeOHast Mebenb), B T.4 [uist Juisd o0ydaro-
MMXCs ¢ HHBAIMAHOCTRIO 1 OB3.

Windows,

TTomemenne Nell4 300, mmomans — 43m2;
MTOCAZI0YHBIX MECT — 25; ydeOHast ayJuTopus
JUTSL TIPOBEJICHUS 3aHSATHH CEMHUHAPCKOTO TH-

Ha, 13
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Ne | HammenoBaHue y4eOHBIX
1/ | TpexMeToB, KypcoB, IHC-
m | oUIoTaH (MOIyiel), mpak-
THKH, HHBIX BUIOB y4e0-
HOM e TeNbHOCTH, IIpe-
JYCMOTPEHHBIX y4EOHBIM
IUTaHOM 00pa30BaTeNBFHON

HaumeHnoBaHue noMeeHuit 1uist MpoBeIeHUs
BCEX BUJIOB YUCOHOI AEATEILHOCTH, IPEay-
CMOTpPEHHOH y4eOHBIM IIAHOM, B TOM YHUCIIE,
MTOMEIICHUH I CAMOCTOSATEIIEHON paboTHI, C
yKa3aHHEM IIepedHs] OCHOBHOTO 000pyaoBa-
HUS, y9eOHO-HATILIHBIX IIOCOOUH M NCTIONb-
3yeMOro IpOrpaMMHOT0 00eCIIeUeHHS

Anpec (MECTONON0XKEHHUE) HO-
MELICHHH ISl IPOBENICHUS BCEX
BUJIOB Y4eOHO AeATEIBHOCTH,
HPEeIyCMOTPEHHON y4eOHBIM
IDTAaHOM (B CITydae peai3anuu
00pa3oBaTeIbHBIX IPOTrPaMM B
ceTeBoil popmMe TOMONHUTEINB-

IporpaMMbl HO YKa3bIBa€TCs HAUMCHOBAHUC
Oopranuszanuu, ¢ KOTOpOﬁ 3a-

KIIFOYEH JIOTOBOP)

1 2 3 4

a, KypcOBOTO MPOSKTUPOBAHUS (BBIIOJHCHUS
KYpCOBBIX paboOT), IPYNIIOBBIX W HHIWBHIY-
QIBHBIX KOHCYJBTALUH, TEKYIIETO KOHTPOJISA U
MPOMEKYTOUHON AaTTeCTallid, B TOM UHCJIE
JUTSL 00YYarOIINXCsl C HHBATHIHOCTRIO 1 OB3

CTeIUATM3UpOBaHHass Mebenb (ydueOHas Joc-
Ka, yaeOHas MeOenp), B TOM YHCiIe I 00y-
JaroImuxcs ¢ HHBauaHocTeio 1 OB3

13 OcoOenHocTu opranm3anuu oOydenuss jgun ¢ OB3 nu
HHBAJIM/10B

Jlns uaBanuaoB v aull ¢ OB3 MoXeT u3MEHATHCS 00BEM AUCIUIIIIUHBI (MO-
JyJisl) B 4acax, BbIIEJICHHBIX Ha KOHTAKTHYIO paboTy 00y4aromerocs ¢ npenojaBa-
TeneM (1o BUJaM YYEOHBIX 3aHSTUI) U Ha CaMOCTOATENIbHYIO paboTy oOyyaroiiie-
rocs (Ipu 3TOM HE YBEIUYMBAETCS KOJMYECTBO 3a4YETHBIX €JIMHMII, BBIIECIEHHBIX
HA OCBOCHHE JTUCIIUTLIINHBI).

@DOHJIbI OLIEHOYHBIX CPEJICTB aNANTUPYIOTCS K OTPAaHUUYEHUSM 3J0POBBS U
BOCIIPUATHUS HH(GOPMAIIH 00yUYatOIIUMHUCS.

OcHoBHBIE (DOPMBI TIPEACTABICHUS OIIEHOYHBIX CPEICTB — B MeYaTHOM (op-
Me WK B (hOpMe AJIEKTPOHHOTO JOKYMEHTA.

(Doprt KOHmpoJjia U OUeHKu pe3yibmamoeé o6vuenuﬂ UHBAIUO08 U JUYU C

OB3

Kareropun
CTYJIEHTOB C
OB3 u nunBa-
JIUTHOCTHIO

®dopma KOHTPOJIS M OLIEHKU PE3yIbTaTOB 00yUeHuUs

C napywenuem
3peHus

— YCTHas NpOBEpKa: TUCKYCCUH, TPEHHHTH, KPYTJble CTOJBI, coOeceqoBa-
HUSl, YCTHBIE KOJUIOKBUYMBI U JP.;

— C HCINOJIb30BaHMEM KoMmmbloTepa U crneuuaibHoro I10: pabora ¢ anek-
TPOHHBIMH 00pa30BaTeIbHBIMH peCypcaMH, TECTUpPOBaHUE, pedeparsl, Kyp-
COBbIE MPOEKTHI, TUCTAHIIMOHHBIE (DOPMBI, €CIIH MO3BOJIIET OCTPOTA 3PEHUS -
rpadudeckue paboTsl U 1p.;

IIPY BO3MOKHOCTH MHUCbMEHHAs MPOBEpKa C UCMOIb30BaHUEM pelbeHO- TO-
4yeyHOH cucTeMbl bpaiiis, yBennueHHOro mpudTa, UCIOIb30BaHUE CIEIU-
QJIbHBIX TEXHUYECKUX CPEACTB (THUQPIOTEXHUYECKUX CPENICTB): KOHTPOJbHBIE,
rpaduueckue paboThl, TECTUPOBAHUE, JOMAIIHUE 3aJaHUs, 3CCE, OTUYETHl U
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Ap-

C Hapywenuem | — TUChbMEHHas MPOBEPKA: KOHTPOJIbHBIC, TpadudecKkue padoThl, TECTUPOBA-
cnyxa HUE, JOMAIIIHUE 3a/IaHus, ICCe, TMCbMEHHbBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— C HCIIOJIb30BAaHMEM KOMIBIOTEpa: padoTa ¢ 3JEKTPOHHBIMH 00pa3oBa-
TEJBHBIMH PECcypcamu, TeCTUpOBaHHE, pedeparhl, KypCOBBIC MPOEKTHI, Ipa-
¢dugeckue paboThI, TUCTAHIIMOHHBIC (DOPMBI U JI.;

IpH  BO3MOXKHOCTH YCTHasi TPOBEPKAa C MCIIOJIB30BaHUEM CIEIHATbHBIX
TEXHUUYECKUX CPEICTB (ayIHOCPEICTB, CPEACTB KOMMYHHKAIIUHU, 3BYKOYCH-
JMBAFOIEH ammaparypbl U JIp.): TUCKYCCHH, TPSHUHTH, KPYIJIbIE CTOJIBI, CO-
OecenoBaHMsl, YCTHBIE KOJUIOKBUYMBI H JIP.

C Hapywenuem | — TUCbMEHHAas MPOBEPKA C UCIOJIB30BAHUEM CHelHANbHBIX  TEXHHUYe-
ONnopHO- CKHX CPEJCTB (aJIbTEPHATUBHBIX CPEJICTB BBOJA, YIPABJICHUS KOMIBIOTEPOM
0gueamenvbHo20 | U Ip.): KOHTPOJIbHBIE, rpadpuueckue paboThl, TECTUPOBAHKE, JOMAIITHIE 3a/a-
annapama HUS, 3CCE, MUCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— ycTHas MIPOBEPKA, C UCIIOJIb30BAHUEM CHElHANbHBIX  TEXHUYe-

CKUX CpeACTB (CpeACTB KOMMYHHUKAILMN): AMCKYCCUHU, TPEHUHIH, KPYyTjble
CTOJIbI, cOOeCeI0BaHNUs, YCTHbIE KOJJIOKBUYMBI U JIp.;

C MCIIOJIb30BaHUEM KOMITIbIOTEpA U crienuainbHoro [10 (anpTEpHATHUBHBIX
CpeACTB BBO/IA U yIIpaBJIEHUs] KOMIIBIOTEPOM U Jp.): pabora c
AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYpCaMH, TECTHPOBAaHUE, pedepatsl,
KypCOBBI€ POEKTHI, rpaduueckue paboThl, TUCTAaHIIMOHHBIE (OPMBI
IIpeNOYTHUTENbHEE 00YUaIOIMMCs, OTPAHUYEHHBIM B NIEPEJIBUKEHUU U JIP.

AnanTtauusi npouexaypbl MpoBeeHusI MPOMEKYTOUYHOMH aTTecTaluM JJsl
naBaauaoB u jgun ¢ OB3:

B xone npoBeaeHus MPOMEXYTOUHOW aTTeCTalluU IPETyCMOTPEHO:

— TpeabsBIeHNE 00yUYaIOMUMCS TIEYaTHBIX U (UJTK) SJIEKTPOHHBIX MaTepHa-
J0B B (popmax, alaiTUPOBAHHBIX K OTPAHUYEHUSIM UX 3[J0POBBS;

— BO3MOXXHOCTb TOJIb30BAaThCA WHANBUAYAIBHBIMU YCTPOHCTBAMHU M CpE-
CTBaMH, TIO3BOJISIONIUMH aJaTUPOBATh MaTepUaibl, OCYIIECTBISATh MPUEM U TIe-
penayy nH(OPMAIUY C YIETOM UX UHINBUAYATBHBIX OCOOEHHOCTEH;

— yBeIMYEHHUE TMPOJAODKUTEIHPHOCTH MPOBEACHUS aTTECTAINM;

— BO3MOXHOCTb IPHUCYTCTBUSI aCCHUCTEHTa M OKa3aHUS UM HEOOXOAMMOM
noMOUIM (3aHATh paboyee MeCTo, MePeaBUTraThCs, TPOUUTATh U O0POPMUTH 3aja-
HUE, 00IIAThCS C MPENOJaBATEIIEM).

@opMBbI MPOMEKYTOUHOM aTTECTALNH JJI1 MHBAIUIOB U Jnl ¢ OB3 momx-
HBl YYUTHIBATh WHAMBHIYAIbHbIE U MCUXO(PHU3UIECKHE OCOOCHHOCTH O0ydJarole-
rocsi/ooyuaromuxcs mo AOITOIT BO (ycTHo, mucbMeHHO Ha Oymare, MUCbMEHHO
Ha KOMITIbIOTEpE, B (POpME TECTUPOBAHUS U T.I1.).
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CHCI[I/Ia.]'ILHbIe ycioBus, o0ecmeuynBaeMblie B npouecce mpenogaBaHusd
AUCHHUIIIINHBI

Cmv@enmbl C HapyuiernuAmMuU 3PDEHUA

— TIpeAoCTaBICHUE 00Pa30BATEIHLHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare, T03BOJISIIOINIEM MTEPEBOIUTH IUIOCKOTIEYATHYI0 HH(OPMAITHIO B ayIhab-
HYIO WIH TaKTWIBHYIO (OpMY;

— BO3MOKHOCTh HCIIOJIb30BAaTh WHJWBUAYAJIbHBIE YCTPONCTBA M CPEACTBA,
MO3BOJIAIOIIME AIaNTUPOBATh MaTEpHUabl, OCYIIECTBIATh MPUEM U TEepeaayy UH-
dbopmanyu ¢ y4eToM UHANBUYATbHBIX OCOOCHHOCTEW U COCTOSTHUS 310POBbS CTY-
JICHTA;

— TIPEAOCTABICHUE BO3MOXKHOCTHU MPEIKYPCOBOTO O3HAKOMJIEHUS C COJEP-
YKaHHEM Y4eOHOUM JUCHUIUIMHBI M1 MAaTEPUATIOM 10 KYpCY 3a CU€T pa3MEIleHUs] UH-
dbopmaluu Ha KOPHIOPaTUBHOM 00pa30oBaTEILHOM MOPTAJIE;

— HCTOJB30BaHUE YETKOTO U YBEJIMUYEHHOTO MO pa3mepy mpudra u rpadu-
YECKUX OOBEKTOB B MYJIbTUMEAUINHBIX MTPE3CHTAIUAX;

— HCTOJB30BaHUE MHCTPYMEHTOB <JIyIay, «IIPOKEKTOP» MpU padoTe ¢ HH-
TEPAKTUBHOM JIOCKOM;

— O03BYYMBaHHUE BU3yaJIbHON MH(pOpPMAIUH, NPEICTABICHHON 00yJarommumcs
B XOJIC 3aHATHUM;

— ofecrnieyeHne pa3aTOUYHbIM MaTE€pUaIoM, NyOIUPYIOIIUM HH(POpPMAIIHUIO,
BBIBOJIUMYIO Ha KPaH;

— HaJIMYWe TOJAMUCEH U OMMCAHUS Y BCEX UCIOJIb3YEeMbIX B Ipoliecce 00y-
YEHUsI PUCYHKOB M MHBIX T'papUUYECKUX OOBEKTOB, YTO AAET BO3MOXHOCTH TEepe-
BECTH MMCHbMEHHBIN TEKCT B ayAUaJIbHbIN,

— obecnieueHue 0coOOro peueBOro pekuMa MPernoJaBaHus: JICKIUU YUTa-
I0TCSI TPOMKO, pa300pUMBO, OTUETINBO, C Tay3aMU MEXY CMBICTIOBBIMH OJOKaMHU
uHpopmaluu, o0ecreynBaeTCd MHTOHUPOBAHUE, MOBTOPEHUE, aKIIEHTHUPOBAHUE,
npouIIaKTHKa pacCeMBaHUs BHUMAHUS;

— MUHHMMH3AIMS BHEITHETO IIyMa M OOecIedeHrne CIIOKOWHON ayauaabHON
00CTaHOBKU,;

— BO3MOKHOCTb BECTH 3aIlUCh Y4eOHOU MHGOpPMAIUU CTYACHTAMU B yA00-
HOU 111 HUX dopme (ayauanbHO, ayAUOBU3YyaIbHO, HA HOYTOYKE, B BUJIE IOMETOK
B 3apaHee MOATOTOBJIEHHOM TEKCTE);

— YBEIWYEHUE JIOJM METOJOB COIMATBHOW CTUMYINANHH (0oOparieHrue BHU-
MaHUs, aneJUIsAusa K OTPAaHNYCHUSIM TI0 BPEMEHU, KOHTaKTHBIE BUJIBI paboT, TPyTI-
MOBBIC 3aIaHUS U JIP.) HA MIPAKTUYECKUX U JIA0OPATOPHBIX 3aHATUSIX;

— MUHUMHU3HPOBAHUEC 3aJaHUi, TPeOYIONIMX AaKTUBHOTO HCIIOJIb30BAHUS
3pUTEJILHON MaMSITH U 3pUTEJIBHOTO BHUMAHUS;

— TPUMEHEHHE TMOATAHOW CUCTEMBbl KOHTPOJS, 00Jiee 4YacThlii KOHTPOJb
BBITIOJTHEHHUS 3aJaHUMN JIJI1 CAMOCTOSTEILHON PaOOTHI.
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Cmvdeumbl C HapyuieHuamu onopno—OBuzamerbnozo annapama

(MaJIoOMOOMWJIbHBIE CTY/IEHThI, CTYAE€HThI, UMeIolIie TPYAHOCTH MepeaBuKe-
HHSI M IATOJIOTHIO BEPXHUX KOHEYHOCTEH)

~ BO3MOXHOCTb HCIIOJIH30BATh CIEIMAIBHOE IPOrPAMMHOE OOECIICUEHHE U
crieruaibHOoe 000pYJ0BAaHUE U MTO3BOJISIONIEE KOMIICHCUPOBATh JBUTATEIbHOE Ha-
pylieHue (KOISICKU, XOyHKH!, TPOCTH U 1Ip.);

~ MPEIOCTaBICHUE BO3MOKHOCTH MPEIKYPCOBOIO O3HAKOMIJIEHUS C COIEp-
XKaHUEeM y4yeOHOW MUCIUIUIMHBI U MaTEpUajoM MO Kypcy 3a CYET pa3MelleHusl UH-
(dopman Ha KOPIOPATUBHOM 00pa30BaTEIbLHOM IIOPTAJIE;

~ TPUMEHEHHE JOMOJHUTENbHBIX CPEACTB aKTUBU3AIMHM MPOIECCOB 3aIlo-
MUHAHUS U TIOBTOPCHUS,

~ OTOpa Ha OMPEJICIICHHBIC U TOYHBIC TTOHSITHS,

WCIIOJIb30BAHUE JJI WIUTFOCTPAIIMN KOHKPETHBIX TPUMEPOB;

~ MPUMEHEHHE BOIPOCOB JIJIi MOHUTOPUHTA IIOHUMAaHUS;

paszesieHrne U3y4aeMoro MaTepuana Ha HeOOJIbIINE JIOTHYeCKue OJI0KH;
YBEJIIMYEHHUE JI0JIM KOHKPETHOIO MaTepuaja U COOMI0eHUE MPUHIUNA OT
IPOCTOTO K CJI0KHOMY IIpU 00BSCHEHUHU MaTepHalIa;

~ HaJUYue YETKOM CUCTEMBI M JITOPUTMA OPTaHU3AIUU CaMOCTOSITEIIbHBIX
paboT U MPOBEPKHU 33aJaHUI C 00s13aTEIBHON KOPPEKTUPOBKON 1 KOMMEHTAPHIMH;

~ YBEJIMYEHUE JI0JM METOAOB COLMAIBHOW CTUMYISIMHU (OOpanieHue BHU-
MaHUs, alNeNsaus K OTPaHUYCHUSAM 110 BpEMEHHU, KOHTaKTHBIE BUABI paboT, Tpym-
MOBBIE 3aJIaHUS AP.);

- obecnieueHue OECIPENsATCTBEHHOTO J0CTyIa B MTOMEIIEHUS, a TAKXKe TMpe-
ObIBaHUS HUX;

~ HaJIMYUE BO3MOXXHOCTH HCIOJB30BAaTh WHJIUBHUAYyaJIbHBIE YCTPOWCTBA H
CpEICTBA, MO3BOJISIONINE 00ECTIEYUTh peaTn3allio IPrOHOMUYECKUX TPUHLIUIIOB U
kKoMdopTHOE TTpeObIBaHKE HAa MECTE B TEUCHHE BCEro Meproja yuéonl (110ICTaBKH,
CHeLMAJIbHBIEC MOAYIIKH U Jp.).

Cmyoenmol ¢ HAPYUWICHUAMU CIYXA
(rayxmue, cjaadocablmanime, o3 AHOOTJIOXIIIHE)

— TIpeaocTaBiIeHUE 00pa30BaTEILHOTO KOHTEHTA B TEKCTOBOM JJIEKTPOHHOM
dbopmare, MO3BOJISIIOLIEM MEPEBOAUTH ayIHAIbHYIO (HOPMY JICKIIMH B TIJIOCKOIIE-
YaTHYI0 MH(POPMALIUIO;

— HaJU4Yue BO3MOXKHOCTH UCIIOIb30BaTh HHAWBUIYaTbHbBIE 3BYKOYCHUJIH-
BAIOIIME YCTPOMCTBA U CYPAOTEXHUYECKHE CPEICTBA, MO3BOJIAIOIIUE OCYIIECTB-
JSATH TIPUEM U Tiepenady WHPOPMAIUK; OCYIIECTBIATh B3aUMOOOPATHBIN TIEPEBO/T
TEKCTOBBIX U ayauodaitioB (OJOKHOT Il PEYeBOrO BBOJA), a TaK)Ke 3alUCh U
BOCIIPOU3BEIEHNE 3pUTEIIHHON HHGOPMAITUH.

— HaJW4Me CHUCTEMbI 3aJlaHMi, O0EeCIEeUMBAIOIIUX CHUCTEMaTH3AINI0 BeEp-
OaJIbHOTO MaTepualia, ero CXxemMaTu3aluio, MepPeBo B TAOIHUIIbI, CXEMbI, OITOPHBIC
TEKCTBI, TJIOCCAPHUI;
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— HAJIMYWE HATJISIHOTO COMPOBOXIACHHUS HW3y4aeMoro marepuaia (CTpyK-
TYpHO-JIOTHYECKUE CXEMBbI, TaOJUIIbI, TpauKu, KOHIIEHTPUPYIOIIKE U 00001Iat0-
e HHGOPMaIIHIo, ONTIOPHbIE KOHCIIEKTHI, pa3aTOYHbIN MaTepuan);

— HaJIU4Yue YETKOM CUCTEMBI M aJITOPUTMA OPTaHU3AIUU CaMOCTOSTEIIbHbIX
paboT ¥ IPOBEPKH 3aqaHUI C 005A3aTEIHHON KOPPEKTUPOBKOW U KOMMEHTAPHUSIMH;

— obecrieueHNe MPAKTUKU OMEPEeKAroIeT0 YTSHHsI, KOrja CTYIACHTHI 3apa-
HEe 3HAKOMSITCSl C MAaTepUaIOM U BBIJCISIOT HE3HAKOMbIEC M HETIOHATHBIE CJIOBA U
(dbparMeHTshI;

— 0COOBIN peueBOMl peKUM pabOThI (OTKAa3 OT JJIMHHBIX (pa3 U CI0XKHBIX
MPEIIOKEHHM, XOpOIIasi ApTUKYJIISIUSA; YETKOCTh U3JI0KEHUS], OTCYTCTBUE JIMIITHUX
CJIOB; TIOBTOpeHUE (pa3 0e3 U3MEHEHUS CIOB U MOPSAAKA UX CIIEOBaHUS;, obecIie-
YEHUE 3PUTEIHHOTO KOHTAKTa BO BpPEMsSI TOBOPCHHS W UyTh 0oJiee MEIJICHHOTO
TEMITa PEYH, UCITOTH30BAHNE €CTECTBEHHBIX KECTOB M MUMUKH);

— 4€TKOEe COOJIIOJICHUE allTOpPUTMAa 3aHATHUS U 3aJaHUN JJI1 CAMOCTOSTENb-
HOM paboThl (Ha3bIBaHUE TEMbI, TOCTAHOBKA II€JIM, COOOIICHHE W 3alKCh IJIaHA,
BBIJICJICHHE OCHOBHBIX TMOHSTUN W METOJOB UX W3YYCHHS, YKa3aHHUE BHUJIOB JIesl-
TEJILHOCTH CTYJIEHTOB U CIIOCOOOB MPOBEPKH YCBOCHUSI MaTepuaia, ClioBapHas pa-
6ora);

— coOmrozieHue TpeOOBaHU K MPEAbIBIsIEMbIM YU4€OHBIM TEKCTaM (pa3OuB-
Ka TEKCTa Ha YaCTH; BBIJICICHHUE OMOPHBIX CMBICIOBBIX ITyHKTOB; HCIIOJIh30BAHHE
HaIJISIHBIX CPEJCTB);

— MHUHUMU3ANWS BHEITHUX [ITyMOB;

— MPEIOCTaBICHUE BO3MOKHOCTH COOTHOCHUTH BepOaIbHBIN U TpaduuecKuii
MaTepHuat, KOMIUIEKCHOE MCIOIb30BaHNE MUCHbMEHHBIX U YCTHBIX CPEJCTB KOMMY-
HUKAIMK TpU paboTe B TPyIIIE;

— COYETAHHME Ha 3aHSITHSIX BCEX BUJOB PEUEBON JEATEILHOCTH (TOBOPEHUS,
CIIyIIaHUs, 9YTCHUSI, TUChMa, 3pUTEILHOTO BOCIIPHUATHS C JIUIIa TOBOPSIIETO).

Cmyodenmbal ¢ npoUUMU UOAMU HAPYULEHUTL
(LI ¢ HapymieHUsIMHU peun, 3200/1eBAHUSA IHAOKPHUHHOM, HEHTPAJIbLHOU
HEPBHOM U CEPAECYHO-COCYAMCTOM CUCTEM, OHKOJIOTHYeCKHe 3200/ 1eBAaHUA)

— HAJIMYME BO3MOXHOCTH MCIOJb30BATh WHAWBUIYAIbHBIE YCTPOMCTBA M
CpEeIICTBa, TMO3BOJISIONINE OCYIIECTBIISATh MPUEM U Tiepeiady nH(pOpMaIuu;

— HAJIMYUE CHUCTEMBI 3aJlaHHii, 00ECIeUMBAIOIINX CHUCTEMATHU3AINIO Bep-
OaJIbHOTO MaTepualia, ero CXxeMaTu3alrio, MepPeBO B TaOJIHUIIbI, CXEMbI, OTIOPHBIE
TEKCTBI, TJIOCCAPUI;

— HaJIMYME HAIJISITHOTO COMPOBOXKIACHUS N3y4aeMOIr0 MaTepraia;

— HaJIM4KMe YETKOW CHUCTEMBI U alITOPUTMa OPTaHU3ALUHN CAMOCTOSITEIbHBIX
paboT ¥ IPOBEPKH 3aqaHUI C 005S3aTEIbHON KOPPEKTUPOBKOM U KOMMEHTAPHUSIMH;

— of0ecrnieyeHne MPaKTUKUA OTEPEKAIONIETO YTEHHUs, KOT/Ia CTYICHTHI 3apa-
HEE 3HAKOMSITCSA C MaTE€pPUaIOM U BBIACIISIIOT HE3HAKOMBIE M HEMOHSTHBIE CIIOBA U
(bparMeHTsl;
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— TPEIOCTABICHUE BO3MOXKHOCTH COOTHOCHUTH BepOaIbHBIN U TpaduuecKuid
MaTepuai; KOMIUICKCHOE MCTIOIh30BAaHUE MMCHMEHHBIX U YCTHBIX CPEICTB KOMMY-
HUKaIIMU TIpy paboTe B TPyIIIE;

— COYETaHWE Ha 3aHATHSAX BCEX BUIOB PEUYCBOM JCSITENHLHOCTU (TOBOPEHUS,
CIIyIIaHUS, YTCHUS, TUChMa, 3pUTEITLHOTO BOCIIPHUSITHS C JIUIIA TOBOPSIIETO);

— TpeaocTaBiIeHUEe 00pa30BaTEILHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare;

— TMPEIOCTaBICHUE BO3MOXKHOCTH MPEIKYPCOBOTO O3HAKOMIICHHS C COJEp-
KaHUEM y4eOHOW TUCITUIUIMHBI M MaTEPUajIoOM 1O KypcCy 3a CUET pa3MeIleHus WH-
dbopMaruu Ha KOPIOPaTUBHOM 00pa30BaTEIHFHOM TIOPTAIS;

— BO3MOXXHOCTh BECTH 3alliCh Y4eOHOW MH(OpPMAIMU CTyJACHTAMH B yI100-
HOW 1yt HUX ¢dopMe (ayaMalibHO, ay/IMOBU3YalbHO, B BUJIE TTIOMETOK B 3apaHee
MIOJTOTOBJIEHHOM TEKCTE).

— TMPUMEHEHHE ITOATAITHOM CHCTEMBI KOHTPOJIA, 0O0Jiee YacCThIii KOHTPOJIb
BBITIOJIHEHUS 3aJJaHUM NI CAMOCTOSITEIIbHON paOOThlI,

— CTUMYJUPOBAHHUE BHIPAOOTKHU Y CTYICHTOB HABBHIKOB CAMOOPTaHU3AINH U
CaMOKOHTPOJIS;

— HAJIMYWE Tay3 JJIsS OTJbIXa U CMEHBI BHIOB JEATEIHLHOCTH 10 XOAY 3aHS-
THS.
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