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1. Haumenosanue JUCHUILIHHDI
OCHOBBI J€JIONPOU3BOACTBA

Heau u 3aaa4u JUCHUIIMHBI.
Henu kypca:

Ilepeyenr MNJIAaHMpPYeMBbIX pe3yJbTATOB O0y4YeHHs 10 JUCHUIIHHE,
pe3yJibTaTaMHU OCBOECHMs 00pa30BaTeIbHOI NPOrpaMMBbl

COOTHECEHHBIX ¢ IUIAHUPYEMBIMU

Ieabio ocBoeHust yueOHOH nucuUITHHE «OCHOBBI IETOIMPON3BOACTBAY SBIAETCA ()OPMHUPOBAHUE y CTYICHTOB
3HaHMH 00 OCHOBaX CTaHOBJIEHHS JAeJOoNpou3BojcTBa B Poccuu, Hambosiee MONHOTO TNPEJICTAaBICHHS O CHCTEME
JOKyMEHTHPOBAHUS YIPaBJICHYECKOH IESITENbHOCTH, aHann3a MH(opMauuy, opraHu3aluu paboThl C JOKYMEHTaMH Ha
OCHOBE COBPEMEHHBIX MH()OPMALMOHHBIX TEXHOJIOTUH HEOOXOAMMBIX Ul MCIOJIB30BAHUS NPU HU3YyYEHUH CIEIUaTIbHBIX

JUCLMILINH U JallbHEeHIIeH npaKTqucxoﬁ JACATCIIBPHOCTH.

OcCHOBHBIE 33/12a4H

M3YYCHME OCHOBHAIX 3TAIlOB PA3BUTHA U CTAHOBJICHUE JCJIONPOMU3BOJICTBA,

TMOHMMAaHHNE 3HAYCHUSA ACJIOBOI0O JOKYMECHTA,

MPE/ICTABICHUE MOJTHONW KapTHHBI PaOOTHI OPTaHU3AINH Yepe3 H3YUCHHE AEIONPON3BOCTRA,
W3y4YECHUE TEXHUIECKUX CPENCTB, IPUMECHIEMBIX B JICIONPOU3BOICTBE.
Jns mormmanust kypca OCHOBBI JIEJIONPOM3BOACTBA, CIELHMAIbHBIE TPEOOBAaHMS K 3HAHUSAM CTYACHTOB HE
MPEIbABISAIOTCS, CTYJICHTHI ONUPAIOTCS HAa 3HAHUS, MONyYEHHBIE B XOJ€ H3yUYCHMS IIKOJIBHOTO Kypca AMCIHILINH

€CTECTBEHHOHAY4YHOT0 Npodus.

CTpykTypa U YypOBEHb UYHTAaeMOIo Kypca Oa3supyeTrcs Ha KOMIICTEHTHOCTHON MOJIENM BBIIYCKHHUKA,
pa3paboTaHHOW C Y4YeTOM BHEIIHMX TpeOOBaHMH K KauecTBy OOpa3oBaHHS CO CTOPOHBI TOCYNApCTBa W APYTHX

noTpeduTeNeH.

OcBoeHne NAaHHOW AUCHMIVIMHBI He00X0aMMO 1Jsi (GopMHPOBAHUSA OOLIEKYJIBTYPHBIX KOMIIETECHIMIA,
001IeKyJIbTYPHBIX NPodecCHOHANBHBIX KOMIIETEHIMIA, TPO()ecCHOHAIBHBIX KOMIIETEeHUMI BbIIyCKHUKA.

BblmmyckHUK TOIDKEH 00J1a1aTh CIIEAYIONIMMHI 00MIeKyIbTypHbIMHA KoMneTeHuusamu (OK):

CIIOCOOHOCTBIO HCIIOJIb30BATh OCHOBBI IPABOBBIX 3HAHHH B Pa3IMYHBIX cepax aesrenbHocTH (OK — 4);

CIOCOOHOCTBIO K CaMOOpraHu3anuu u camoobpazosanuto (OK — 7).

BeimyckHUK J0DKEH 00manaTh CHETYIOIUMHE OOLIEKYJBTYPHBIMH NPO(ECCHOHATBHBIMUA KOMIICTEHIUAMHU

(OTIK):

BJIaICHUC HaBbIKaMU IIOWCKA, aHaJIu3a W HCHOJIb30BAHUSA HOPMATUBHBIX M IIPABOBLIX JOKYMCHTOB B CcBOCH

npodeccronanboi nesteapHocta (OITK — 1);

CHOCOOHOCTBIO pemaTh CTaHAAPTHBIE 33Ja4M MPOGECCHOHATIBHON eSTeTPHOCTH Ha OCHOBE MH()OPMAITHOHHON
u Oubnuorpadguyeckoi KyJabTypbl C NPUMEHEHHEM HH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJOTHH M C y4eTOM

ocHoBHBIX TpeboBanwmii (OIIK — 6).

B PE3yJabTAaTE OCBOCHUA JUCHUIJIMHBI 06yl1a}01u1/11‘/ics[ JIOJIDKCH

HaunMeHnoBaHne KOMIEeTeHIINH

Il1anupyemble pe3yJibTAThl 00yUeHust

CIIOCOOHOCTh K CaMOOpraHM3alui W caMoOOpPa30BaHHIO
(OK-7)

B pe3yabTaTte OCBOCHUA JUCHUITIMHBI 06yqa}0m1/11‘/'1091
JOJIDKEH
3HAmMbs.
npaBujia COCTABJICHUSA U O(l)OpMJ'IeHI/IH JAOKYMCHTOB C

UCTIONB30BAaHUEM  KaK  TPAJUIMOHHBIX, TaK H
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHIA,

ymems:

OpraHW30BBIBATh, I[UIAHUPOBATh M  KOHTPOJIUPOBATH

paboTy ciyx0bI JeIOPON3BOICTBA,

TPaBUIJIBHO COCTaBJIATH HJOKYMEHTBHI U Oq)OpMJ'ISITI) HX B
COOTBETCTBHUH C TOCYAaPCTBEHHBIMU CTAHIAPTAMU;
enademn:

TEPMUHOJIOTHEH YIPaBICHUS JOKYMEHTAMH.

CIIOCOOHOCTH HCIIOJIb30BAaTh OCHOBBI ITPABOBBIX 3HAHUI B
pasinunuHbIX chepax aestensHocTd (OK — 4)

3HAMb:

3aKOHBI u TEPMHUHOJIOTHIO JIOKYMEHTOBE/ICHUS,
3aKOHOMEPHOCTH JIOKYMEHTO00pa30BaHMUS;
3aKOHO/IATENILHBIE U HOPMATHBHO-METOAMYCCKIE
MaTepHaJIbl TI0 OPTaHU3aIMK AEI0IMPOU3BOICTBA;

yMmemn.

yHUDUIIUPOBATh, MPOCKTUPOBATh (POPMBI TOKYMEHTOBR,
CHCTEMBI JOKYMEHTAIlUH, BHEAPATh YHH(DHIIUPOBAHHBIC
CHCTEMBI JOKYMEHTAIMU B IPAKTHKY.

enaoemo:




MMOHMMaHUEM  OpTaHW3aIlk  JTOKYMEHTOOO0OpOoTa B
OpraHU3aIlHH;
TEPMUHOJIOTHEH YIIPaBICHAS JOKYMEHTAMH.

BJIQJICHHE HaBBIKAMH IIOMCKa, aHAIW3a ¥ HCIIONb30BAHUS | 3HAMD!

HOPDMAaTHBHBIX M TIPaBOBBIX HOKYMEHTOB B CBOCH | 3aKOHBl W TEPMHHOJOTHIO  JOKYMEHTOBEICHHS,
npodeccronanbroi nesteapaocta (OITK — 1); 3aKOHOMEPHOCTH JTOKYMEHTO0Opa30BaHMS;
3aKOHOJATEIbHbIC u HOPMAaTHBHO-METOIUYECKUE
MaTepHalIbl TI0 OpraHU3alnH JeI0NPOU3BOICTBA;
OpPTraHM3aIlMOHHYI0  CTPYKTYpY, INTaTHBIH  COCTaB
TiepcoHa’a ciry0 Jenonpon3BOACTRa;

MpaBUJia COCTaBJIECHHS WM O(QOPMIICHHS JOKYMEHTOB C
UCIIONIL30BAaHMEM  KaK  TPaJULUUOHHBIX, TaK |
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;
(bopMHEpOBaHE TOKyMEHTOB B KOMIUICKCHI.

ymemby:

OpraHN30BBIBATh, IUIAHHPOBAaTb W  KOHTPOJIMPOBATH
paboTy ciay)OBI HETOMIPON3BOICTBRA;

YHUQUIMPOBATh, MPOEKTHPOBATH (OPMBI TOKYMEHTOB,
CHCTEMBI JOKYMEHTAllUU, BHEIPATH YHU(DHUIMPOBAHHBIC
CHUCTEMbI JTOKYMECHTAIUU B IIPAKTUKY.

e1ademn:

NOHUMAaHUEM  OpraHH3alMd  JOKYMEHTOOOOpOTa B

OpraHu3aIlHH;

TEPMHUHOJIOTHEH YIPaBICHUS JOKYMECHTAMH.
CITOCOOHOCTH pemaTh CTaHIapTHBIC 3a1a49d | 3HAMb:
npodeccroHanbHO# JIEATENBHOCTH Ha OCHOBE | 3aKOHBI U TEPMHHOIOTHIO JIOKyMEHTOBEICHU S,
undopmannonHoit U OubmHOrpaduueckoil KyIbTyphl C | 3aKOHOMEPHOCTH JOKYMEHTOOOpPa30BaHHUS,
MPUMEHEHUEM HH()OPMAIIMOHHO-KOMMYHHUKAIUOHHBIX | OpPraHU3aIHIO JIOKyMEHTO000pOTa, KOHTPOJIS
TEXHOJIOTHH U ¢ y4eToM OCHOBHBIX TpeboBanuii (OIIK — | ucmomHenus JIOKyMEHTOB u nHpopMannoHHO-
6) CMPaBOYHON pabOThl C HKCIIOJB30BAHHEM COBPEMEHHBIX

KOMITBIOTEPHBIX TEXHOJIOTHUH;

(dhopMuUpOBaHUE TOKYMEHTOB B KOMIUICKCHI,

OpPraHU3aI[MI0 OMEPATUBHOIO XPAHCHHUS TOKYMCHTOB B
JICIIOTIPOM3BOJICTBE M OCHOBBI apXHUBHOTO XPaHCHUS
JIOKYMCHTOB.

ymems.

OpPraHW30BBIBATH, I[UIAHHPOBATh M  KOHTPOJIHMPOBATH
paboTy ciryKObI IeIONPOU3BO/ICTRA;

YHU(DHUIIUPOBATH, MPOCKTUPOBATH (HOPMBI JTOKYMEHTOB,
CHCTEMbI JIOKYMEHTAIIUHU, BHEIPATh YHU(DHUIHMPOBAHHbIC
CHCTEMbI JIOKYMEHTAIIUU B PAKTHKY.

eraoemo:

HABBIKAMH COCTABJICHHS 0 OPOPMJICHHUS IOKYMEHTOB.

2. Yxka3aHue MecTa JHCHUIUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOIi NMPorpaMmbl

Jucnumumaa B1.5.16 «OCHOBHI AETOMPON3BOICTBAa» OTHOCHTCS K 0a30BOM YacTH MpOTrpaMMEI OakaaaBpHara.
VYuebHas mucnumuinHa «OCHOBBI JENONPONU3BOJICTBa» TAET BOZMOXKHOCTh PACIIMPEHUS U yrITyOJIeHNs] 3HAaHUH, YMEHUH
Y HaBBIKOB, H3y4YaeMbIX MNapajuleNIbHO C JUCHUILIMHOW «3JTHKAa TOCYJapCTBEHHOW M MYHHIMINAIBLHOH CITy>KOBI»,
MO3BOJISIET TOJIyYUTh CTYJEHTY YIIyOJICHHBbIC 3HAHHMS M HaBBIKM B 00JIACTH JOKYMEHTAllMOHHOTO OOecriedeHHs s
YCIIEITHOH MPOoQeCcCHOHANBHON ESITENEHOCTH U IS POAOJDKEHHS NPpo(eccnOHAIBHOT0 00pa3oBaHus B MarkucTpaType.
B nemom kypc mpencraBiser coOoi BBEAEGHHE B HCTOPHIO YMPABICHUS AOKyYMEHTaMH. Ero OcHOBHas 3ajada —
CHOCOOCTBOBAaTh CO3JAHHIO y CTYICHTOB CHCTEMHOTO TIIPEACTAaBICHHS 00 OCHOBHBIX JTamax pa3BUTHA
JIEJIOTIPON3BOICTBA, 00 ONPENeNMIONINX NMPHU3HAKAX TeX WM WHBIX HANpPaBICHHH B Pa3sHOBUAHOCTAX JOKYMEHTOB, U
OpHEHTHPOBAHA Ha MOBBIIIEHNE HCTOPHKA - SKOHOMUYIECKOH COCTABIISIOIIEH MPH IMOITOTOBKE OaKalaBpoOB.

Jus nzydenust aucuuruiiHbel «OCHOBBI  JIETIONIPOM3BOJICTBAY CTYyJIEHTaM HEOOXOAWMBI 3HAHUS IO
HPEeABIIYIINM (CMEXHBIM) AUCIHUIUINHAM!
JucnuiuimHa MoXeT OBITh  HCIONb30BaHA B HW3YYEHUM IIOCIENYIOUIMX JUCHUIUIMH, TPAKTHK,
MOATOTOBKH BBIITYCKHOM KBTN(HUKAMOHHOH paboThI OakaaBpa:
- «ITHKa TOCYJapCTBEHHOW M MYHHIIUTIAIIEHON CITy>KOBD»




- «MapkeTHHr»
- «Teopus opranuzauum», «I'ocyaapcTBeHHasi 1 MyHULMNIAIBHAS CITyk0a» U 1p.

JucnumuimHa uzy4daetcs Ha 3 Kypce B 5 cemectpe.
4. O0beM TUCHUILIMHBI B 324€THBIX €IMHUIAX € YKA3aHHEM KOJMYECTBA AKAJAeMHYeCKUX UM ACTPOHOMUYECKH
4acoB, Bbl/IeJIEHHbIX HA KOHTAKTHYI0 pa6oTy 00y4aloluxcs ¢ npenojaasaresieM (10 BUAaM y4eOHBIX 3aHATHI) U

HA CAMOCTOSITETbHYIO PaGoTy 00y4arouxcs

OO0BEM TUCLUIUIMHEI B 3a4ETHBIX €OUHUIIAX COCTABIAET -3 3.€.
KonunuecTBo akaieMHUIeCKUX YaCOB, BBIICICHHBIX HA KOHTAKTHYIO PaboTy 00ydarouxcs ¢ MpenoaaBaTeieM —

36,
B TOM YHCJIE Ha:
JeKIuu — 12,

nabopatopHsle 3ansaTus — 0,
MpaKTHYECKUe 3aHATUs (CeMUHaphl) — 24,
KOJIMYECTBO aKaJIeMUYECKUX YacOB, BBIJICIICHHBIX Ha CAMOCTOSATENBHYIO paboTy o0yuatomuxcs — 68,
KOJIMYECTBO aKaJIeMUYECKUX YacOB, BBIJICICHHBIX Ha KOHTPOJIb — 4.

5. Copep:xanue JUCHUILUIMHBI, CTPYKTYPUPOBAHHOE MO TeMaM (pa3jenaM) ¢ yKa3aHHEeM OTBEJAeHHOr0 Ha
HHX KOJIHYeCTBA aKaIeMHYeCKUX WM ACTPOHOMHYECKHX YACOB U BHIOB Y4eOHbIX 3aHATHI

Ne Tembl (pa3aebl) Buabl yue6Hoii padoThbl, BKIOYAS DopMbI TeKyLIEr0 KOHTPOJIsI
n/n AMCHUIJINHBI CaMOCTOATEILHYIO paboTy CTY/IEHTOB, yCreBaeMocTH U
U TPYAOEMKOCTh B Yacax MPOMEXYTOYHOM
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1 | 3akoHOmATENBHBIC U 5 1 - 2 4 pedepar
HOPMaTHBHO-METOJMYECKHUE
JIOKYMEHTBI
JOKYMEHTAIJHOHHOT'O
o0ecreueHus yrpaBIeHUs
(10Y)
2 | OpraHu3zamnus ciay KOsl 5 1 - 2 4 HHPOPMAIMOHHBIA POESKT
nenonpounsBoactea (A0Y)
3 | Kimaccudukanus 10KyMEeHTOB. 5 1 - 2 4 WHPOPMALMOHHBIA  TIPOEKT,
OyHKIMU JOKYMEHTOB. pedepar
Yuudukauus. CrangapTusanus
4 | TpeboBaHusI K 0OPMIICHHIO 5 1 - 2 4 pedepar
0JIAHKOB U PEKBHU3HUTOB
5 | Obmme TpeboBaHUS K TEKCTY 5 1 - 1 6 KOHTpOJIbHAsA paboTa
nokymeHnTa. OcoOeHHOCTH
S3bIKa, CTUIISL U
peIaKTUPOBaHUS OPUIINATIBHBIX
JIOKYMEHTOB
6 | OpraHu3anMOHHO-TIPABOBHIC 5 1 - 1 6 nHPOPMALMOHHBIA IPOEKT
JIOKYMEHTEI
7 | PaciopsianTensHble 5 1 - 2 4 NH(QOPMALMOHHBIH  TPOEKT,
JIOKyMeHTHI. IH(popMaIronHbIe pedepar
JIOKYMEHTBI.
8 | UndopmannoHHO-CIIpaBOYHbIE 5 1 - 2 6 NH(QOPMALMOHHBIH  TPOEKT,
JIOKYMEHTEI pedepar
9 | [epenucka. PaznoBumHOCTH 5 1 - 2 6 NH(QOPMALMOHHBIH  TPOEKT,
JICJIOBBIX MTHCEM pedepar
10 | JoxymeHTHpOBaHUE 5 1 - 2 6 pedepar
(hMHAHCOBO-XO03HCTBEHHBIX
onepanuii. JJoroBopHo-
MpaBOBasi JOKYMEHTAIHS.




JloBepeHHOCTH

11 | BayTtpeHHwmi 5 1 - 2 6 HHPOPMALMOHHBIA  MTPOCKT,
JIOKyMEHTOO0O0POT, KyJIbTypa pedepar

paboThI ¢ JOKYMEHTaMH Ha
pabovmx MecTax

12 | O6paboTKa OTHpaBIIEMON 5 1 - 2 6 WHPOPMAIMOHHBIA  TIPOEKT,
KOPPECTTOHICHITUI pedepar
13 | Perucrpanusi JOKyMEHTOB, 5 - - 2 6 KOHTPOJbHAS paboTa

KOHTPOJIb 33 UCIIOJIHEHUEM
JIOKYMEHTOB U ITPUHATHIX
peueHui

Hroro: 108 akageMmuyeckux 4acoB 5 12 - 24 68 4 KOHTPOJIb - 3aUeT

Conepmaﬂue pa3aejioB JTUCHUIIMHBI

OcoOeHHOCTh NpernoiaBaHusl OCHOB JEJIONPOU3BOJICTBA BhIpaKaeTCsl B T'yMaHM3alMu yueOHOro mporecca,

YTO SIBJISICTCS B)KHOM COCTABIIAIOIICH BCECTOPOHHETO PA3BUTHS JIMYHOCTH, CTPEMSAIICHCS OBIAAEBaTh HE TOJIBKO
npodecCHOHANBPHBIME  3HAHMAMH W YMEHHSMH, HO M OOLICKYJbTYPHBIMH LEHHOCTSIMH, Pa3HOOOpPa3HBIMH
NpaKkTHIECKUMHU  HaBbIKaMH. MHTepec K HOBBIM 3HAHWSIM, IIOCTOSIHHOE CTPEMIIGHHE CTYAEHTa K
CaMOCOBEPIICHCTBOBAHMUIO, TUAJIOT U OTKPBITOCTH JUCKYCCHH IIPENOAaBaTEe s BO B3aNMOJCHCTBHH C IPYIIIOH, - BOT
ONTHMAJIbHBIE KOMIIOHEHTHI, CHOCOOCTBYIOIINE YCBOCHHIO OPTaHM3AIMOHHO-3KOHOMHYECKHX IUCHUIUINH U
MOCJIe Iy FOIeH HayYHO-HCCIIeI0BATEIbCKON AEATEIBHOCTH.

Paznen 1. 3akoHogaTesibHbIE H HOPMATHBHO-METOHYECKHE TOKYMEHTHI IOKYMEHTAIMOHHOIO ofecmevyeHust
ynpasJjenus (JOY).
I/I3yquI/Ie HOPMAaTUBHO-MCTOANYCCKUX  NOKYMCHTOB, PETJIaAaMCHTHUPYIOIIUX JOKYMCHTAIIMUOHHOC obecrmeuenue
YIpaBI€HUS.

Paznea 2. Opranu3anus ciayx0bl aeaonpoussojacrsa (10Y)

Lenu, 3amaun U (yHKIUHM CIOyXObl Jenonpou3BojcTBa. OpraHu3alMoOHHbIE (OPMBI pabOTHl C JOKYMEHTaMH.
TumoBele  OpPraHM3aIMIOHHBIE  CTPYKTYPBI  CIYXKOBI  IE€JIOMPOM3BOACTBA.  JIOJDKHOCTHOH  COCTaB  CITy’KOBI
JIETIONIPOU3BO/ICTBA.

Pasnea 3. Knaccupukauus 1okyMmeHTOB. @YHKIMH J0KYMEeHTOB. YHUupukauusa. Ctanaapruzanus

Knaccudukanus noxymeHToB. OCHOBHbIE (YHKIMH JOKyMeHTOB. IOpumwueckas cmia JIOKyMEHTA.
Crangapruzanys. YHuuKanyua. YHIQUIIPOBaHHAS cUCTEMa JOKYMEHTAIHH.

Pasnen 4. TpeboBanus k opopmjieHn10 0J1AHKOB U PEKBU3UTOB

OOmue TpeboBanusa. CocTaB pEKBH3MTOB JOKyMeHTOB. [IpaBumiia 0O(OpPMIICHHS PEKBU3UTOB JIOKYMEHTOB.
TpedoBanus k oopmiieHHI0 OJ1aHKOB. Brbl 6J1aHKOB TOKyMEHTOB. TpeOoBaHUsI K U3TOTOBIICHUIO JOKYMEHTOB.

Paznen 5. O0mmue TpeOOBaHMA K TEKCTYy H0KyMeHTAa. OCOOEHHOCTH SI3bIKA, CTWISI M PelaKTHPOBAHMUS
opnIHANBHBIX JOKYMEHTOB

TpeboBanust kK TeKcTy AoKyMmeHTa. OCOOCHHOCTH sA3bIKA U CTHIIS CIY)KEOHBIX TOKyMeHTOB. HopMbl odummansHo-
JIeTIOBOTO cTHIIS. PeakTopckast mpaBKa CiTy>KeOHBIX IOKyMEHTOB. DTaIlbl pelakTUpoBaHus. [IpuHIMIBI peaakTopcKoit
npaBKd. Buns! npaBkw.

Paznen 6. OprannzaumoHHO-NIPABOBbIE JOKYMEHTbI

VYcras. [lonoxxenne 06 opranmzanuu. CTpykTypa ¥ mTatHas yucieHHocTs. lllTatHoe pacnncanme. [lonoxenue o
CTPYKTYPHOM T0oAIpa3 ieNieHnH. JloOIKHOCTHAS HHCTPYKIHS.

Pasnen 7. PacnopsiautenbHble JOKyMeHTbl. UHopManuoHHbIe JOKYMEHTBI.

[Ipuka3z nmo ocHoOBHOW JesTenbHOCTH. lIpuka3 mo nuyHOMYy cocrtaBy. Pacnopsbkenue. YkazaHue. PemeHue.
[Mopsinok ohopmIIeHUs pacOPSIAUTENLHOM JOKYMEHTAIHH.

Pa3gen 8. UndopManoHHO-cIpaBOYHbIEe JOKYMEHTBI

[Iporokon 3acenanus. Axt. Jloknaanas 3anucka. Ipemnoxenue. CiyxeOHas 3anucka. OObsICHUTENbHAS 3alKCKa.
Cnpagka. CBonka. 3akioueHue, or3biB. [lepeuens, cnincok. [Topspok opopmienus nHdopManoHHO-CIIPaBOYHON
JIOKYMEHTALUH.

Paznen 9. Ilepenncka. Pa3HOBUAHOCTH [1€JI0BBIX MCEM

Tenerpamma. Tenekc. ®Pakcorpamma. Teneponorpamma. OOmias XapakTEpUCTHKA CIY)KEOHOW MEpETNCKH.
PexBu3uts! nenoBoro nuceMa. PazHoBuaHOCTH A€10BBIX IHceM. TTopsinok odopMiteHHs Cily>KeOHOTO ITHChMa.
Pazgen 10. JlokymeHnTHpOoBaHMe (DMHAHCOBO-XO3SIiCTBEHHBIX omnepanmii. JloroBopHo-npaBoBas
Aoxymentanusi. /loBepennocTn
IIpaBuna odopmiieHusT MEepBUYHBIX (OMpaBAaTEIbHBIX) JOKYMEHTOB. [lopsjok 3akimodeHws, odopmiieHus,
M3MEHEHHUS ¥ PacTOPXKEHHUS T0TroBopa (KoHTpakTa). Bruasl nosepennocTr. ITopsmgok odopmireHUs TOBEPEHHOCTH.
Pazpnen 11. BHyTpeHHUii JOKyMeHT0000pOT, KYJIbTYpa padoThl ¢ JIOKYMEHTAMH Ha pa6ounx MecTax
Opranuzanusi JTOKyMEHTOO0O0pOTa, TMOHSATHE JIOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHbIE M KaueCTBEHHbIC
xapakTepucTuku. O6beM JOKyMEHTO000pOoTa.
Pa3gen 12. O6patdoTka oTHpaBJIsieMoil KOPPeCIOHAEHIIUH




OTarsl IPOX0XKICHUS NCXOISIINX JOKyMEHTOB. CocTaBIeHNE IPOEKTA JOKyMEHTA. MI3roTOBIEHNE JOKYMEHTA.
CornacoBanune. Busuposanue. [logmucanne unm yrBepkaenue. Perucrpanusa. OtnpaBka. OpraHuzaiysi 10CTaBKH
JOKyMEHTa.

Paznes 13. Perucrpanys 10KyMEeHTOB, KOHTPOJIb 32 HCIIOJTHEHHEM 10KYMEHTOB M NPHHATBIX pelleHui

Hemn peructpauuu. IlpaBuna peructpanuu. ®@opmel peructpauuu. MHaekcanus nokymeHTOB. KoHTposib
UCIIOJIHEHUsI JOKYMEHTOB. PaboTa NCTIOMTHUTENS ¢ TIOKYMEHTaMU.

6. IlepeueHb yueOHO-MeTOANMYECKOT0 O0ecIeYeHHUS VISl CAMOCTOATEIbHOMH padoThl 00yyaoImmxcs mo
AUCHHILTHHE

Pa3gen 1. 3akoHogaTenbHble W HOPMATHBHO-METOJMYECKHE TOKYMEHTBI NOKYMEHTALHMOHHOIO o0ecredyeHus
ynpasJjenus (J1OY).
Bonpocwi 0na noocomosku:

1. HopMaTHBHO-METOAMYECKHE  JOKYMEHTHI,  pErJaMEHTUPYIOLIME  JOKYMEHTAllMOHHOe  obecrieueHue
yIpaBICHUSL.

2. TOCT#I (neiicTByONIUE) IO ACTOMPOU3BOICTBY.

3. TlpaBuna nenonpousBojCTBA B (heiepaibHBIX OpraHax MCIOJHUTEIBHOM BIaCTH.

4. Meronuveckue peKOMEHIAIUH 110 pa3pabOTKe HHCTPYKIUH MO JIEIONPOU3BOJICTRY.
3aodanue ons camocmosmenvHou pabomol.
- MpopaboTKa JICKIUH - BKIIOYACT YTCHHE KOHCIICKTA JICKIHH, MPO(ECCHOHATBHON JTUTEPATYPhI, MEPUOTUUCCKUX
W3JIaHUIN; OTBETHI HA TEOPETUYECKUE BOIMIPOCHI 110 pa3/eiy;
- MOATOTOBKA K TMPAKTHYECKMM 3aHATHSIM - BKIIOYACT YTCHHE MNPO(ECCHOHANBHON IJUTEPATyphbl, YTCHHUE
CIEIUATIBHON JINTEPATYPHI 110 TEME.

Oobsi3aTesbHas IUTEpaTypa:

1. Bbpeckmna, H.B. OcHoBbl amenompomsBoicTBa : ydeOHoe mocobme / H.B. Bpeckuna ; MuHHCTEpPCTBO
obpazoBanuss W Hayku Poccuiickoit ®enepanmun, PenepasbHOe TOCYIapcCTBEHHOE aBTOHOMHOE 00pa3oBaTEIbHOE
yupexJeHue BbICIIeTo mpodeccuoHambHOro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponons : CKOVY, 2015. - 123 c. : wn. - bubmuorp.: c. 118-119. ; To ke [Onexrponnsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. T'pososa, O.C. [lemomnpoussoactBo : yueoHoe mocobue / O.C. I'po3zoBa ; IToBOMKCKHI TOCYIapCTBEHHBIN
TeXHOJIOrHUecKuii yHuBepeutet ; nox pen. JI.C. XKypasnesoii. - Momkap-Ona : IIT'TY, 2015. - 124 ¢. : un. - Bu6mn. B kH.
- ISBN 978-5-8158-1599-5 ; To xKe [DnexTpoHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. bapuxun, A.b. lenonpousBoacteso u gokymeHToo00pot / A.b. bapuxun. - Mocksa : Kamxusrit mup, 2008. -

416 c. - ISBN 978-5-8041-0311-9 ; To xKe [DnexTponHsIi pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).
4. KyszmenoBa T.B. Cekperapckoe gemo. Uzn. 3-e, ucmp. — M.: 3A0 “bmsnec-mikona “Huten-Cunres”,

CHenHanbHBIA BRITyCK XypHana “Cexpetapckoe aeno”, 2010 — 288 c.

JlonoaHuTtenbHas:
1. TlepeyeHp THMOBBIX YOPABICHUSCKHX TOKYMEHTOB, OOpasyIOIMXCS B ICATEIBHOCTH OPTaHU3AIHH, C
yKa3zaHHeM CpOKoB xpaHeHus, 2010.
2. Cexperapckoe aeno (00pasisl JOKYMEHTOB, OPTaHM3alMs M TEXHOIOTHS paboThl): Yueb.-mpakT. I[Tocobue /
B.B. I'ataxos, 1.K. Kopnees u ap.; [Ton. Pen. 1.K. Kopreesa. — M.: TK Ben6s1, U3n-o [pocmekt, 2010. — 608 c.

Pasnea 2. Opranuzauus cayx0bl gesonpoussoacrsa (J0Y)
Bonpocwr 03 noocomosku:

1. Menu, 3aga9u 1 GYHKITMH CITY>KOBI JSIOTMPOU3BOICTBA.

2. OpraHuzaioHHbIe (OPMbI PAOOTHI C TIOKYMEHTAMH.

3. TwumoBbie OpraHU3aIlOHHBIE CTPYKTYPBI CIIYKOBbI IEJIOMTPOU3BOACTRA.

4. JIoMmKHOCTHOM COCTaB CITY>KOBI JICIONPOU3BOICTBA.
3aoanue ons camocmosmenvhou pabomol.
- MpopadoOTKa JIGKIUH - BKIIOYACT YTEHHE KOHCIEKTA JICKIUH, MPO(ECCHOHATBHOMN JUTEPaTYPhl, TEPUOIMUCCKIX
W3JIJaHUH; OTBETHI HA TEOPETUUECKHUE BOIIPOCHI 0 pa3eny;
- MOJTrOTOBKAa K TMPAaKTUYECKHM 3aHATHSAM - BKIIOYACT YTCHHE NPO(PECCHOHANBHOW JHMTEPaTyphl, YTCHHE
CIIEUANIHOMN JIUTEPaTyphI 110 TEME.

Oo0s3aTenbHas JUTEpaTypa:

1. Bpeckuna, H.B. OcHoBbl jenonpousBojactBa : ydueOHoe mnocobume / H.B. Bpeckuna ; MuUHHCTEPCTBO
obpaszoBanuss U Hayku Poccuiickori Denepanuu, denepalbHOEe TOCYIAPCTBEHHOE aBTOHOMHOE 00pa3oBaTelbHOE
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http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
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yUpexaeHue BBICHIETO TpodeccruoHanbHoro obpasoBanms «CeBepo-KaBkasckuii ¢emepalbHBII YHUBEPCHTETY. -
CraBponions : CK®Y, 2015. - 123 c. : mn. - bubmmorp.: c. 118-119. ; To xe [DmekrponHsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. T'pososa, O.C. JenonpousBoiactBo : yueOHoe mocobue / O.C. I'pozosa ; [1oBOIKCKHI TOCYmapCTBEHHBIH
TeXHOJIOTHUecKuii yHuBepcutet ; nox pen. JI.C. XKypasnesoii. - Momkap-Ona : IIT'TY, 2015. - 124 ¢. : un. - Bu6mn. B kH.
- ISBN 978-5-8158-1599-5 ; To xKe [DnexTpoHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. bapuxun, A.b. JlenonpousBonctso u jgokyMmeHToo6opot / A.B. Bapuxun. - Mocksa : Kamkusiii mup, 2008. -

416 c. - ISBN 978-5-8041-0311-9 ; To xKe [OnexTpoHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).
4, Kyszuemosa T.B. Cexkperapckoe neno. Hsm. 3-e, mcmp. — M.: 3A0 “busnec-mkona ‘“Uuren-Cunres”,

CIIEIUANTbHBIHN BBITYCK skypHAaNa “CekpeTapckoe aeno”, 2010 — 288 c.

JlonosHuTeNbHAS:
1. [lepeueHb THUNOBBIX YIPABICHUYECKHX JOKYMEHTOB, OOpa3ylOIMXCS B JIEATSIbHOCTH OpraHM3alfid, c
yKa3zaHHeM CpOKoB xpaHeHus, 2010.
2. Cexperapckoe zieno (00pasnbl TOKYMEHTOB, OpraHM3alMs M TEXHOJOTUS paboThl): Yuel.-npakT. [locodue /

B.B. l'anaxos, U.K. Kopuees u ap.; [Toa. Pex. .K. Kopreepa. — M.: TK Benos1, 3n-Bo IIpocnekr, 2010. — 608 c.

Pasnea 3. Knaccupukanusi 1okyMeHTOB. @YHKIUM JOKYMEHTOB. YHupukauusa. Ctanaapruzaumus
Bonpocwr 0na noocomosku:

1. Knaccudukanus TOKyMEHTOB.

2. OcHoBHBIC (QYHKIIMH JOKYMEHTOB.

3. Opuamueckas cuia JOKyMeHTA.

4. CrannapTtusaiusi.

5.  VYHudukamms.

6. VYHudwuimpoaHHas CUCTEMa JOKyMCHTAIHUH.
3aodanue ons camocmosmenvHou pabomul.
- mpopaboTKa JICKIUH - BKIIOYACT YTCHHE KOHCIICKTA JICKITHH, MPOGECCHOHATBHOMN JIUTEPATYPhl, EPHOIMUCCKIX
W3J[aHUN; OTBETHI HA TEOPETUUECKUE BOIMIPOCHI 110 Pa3/eiy;
- MOATOTOBKA K TMPAaKTHYECKHM 3aHATHAM - BKIIOYaeT UYTCHHE NPO(PECCHOHANBHOW JHMTEpaTyphl, YTCHHE
CHEIHATBHON JTUTEPATyPHI IO TEME.

Oobsi3aTesbHas IUTEpPaTypa:

1. Bbpeckuna, H.B. OcHoBsl nenonpon3BojcTBa : yueOHoe mocobue / H.B. bpeckuna ; MUHHUCTEPCTBO
obpaszoBanusi u Hayku Poccuiickoii Deaepanuu, denepaqbHOEe TOCYIAPCTBEHHOE aBTOHOMHOE 00pa3oBaTelbHOE
yupexJeHue BbIclIero npogdeccuoHambHOro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponons : CKOY, 2015. - 123 c. : wi. - bubmmorp.: c. 118-119. ; To e [Onexrponnsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. [HemompousBomctBo : yueOHoe mocobme / O.C.I'pozoBa ; IloBomkckuid
roCyIapCTBEHHBIH TeXHOIOrnIecKuil yHuBepentet ; mox pes. J1.C. XKypasnesoit. - Homkap-Ona : IITTY, 2015. - 124
c. : wr - bubn. B xH. - ISBN 978-5-8158-1599-5 ; To xe [Onexrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. JlenonponsBoactso u gqokymeHToo60pot / A.b. bapuxun. - Mocksa : KHWKHBIH MuD,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To ke [OnexkrtponHbiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenona T.B. Cexperapckoe neno. Uza. 3-e, ucnp. — M.: 3A0 “busnec-mkona “Uuten-Cunres”,

CHenHanbHBINA BRITycK XypHaina “CexpeTtapckoe aeno”, 2010 — 288 c.

JlonoaHuTenbHas:
1. [lepedeHp THIOBHIX yIpaBIeHYECKUX JOKYMEHTOB, 0OPa3yIOIINXCS B JIESTEIBHOCTH OpPTaHMU3aIHM, ¢
yKa3zaHHeM CpokoB xpaHeHus, 2010.
2. Cexperapckoe niesio (00pasipl JTOKYMEHTOB, OpraHH3alusi M TEXHOJIOTHsl paboThl): Y4el.-NpakT.
[Toco6ue / B.B. I'anaxos, U.K. Kopnees u ap.; [Tox. Pex. U.K. Kopreesa. — M.: TK Ben6s1, U3x-Bo IIpocnext, 2010. —
608 c.

Pa3nen 4. TpeGoBaHus Kk opopmiieHHI0 OJTIAHKOB U PEKBU3UTOB
Bonpocul 0ns noocomosku.

1. OO6mue TpeboBaHUSI.

2. CocraB peKBU3UTOB JOKYMCHTOB.

3. TlpaBuna odopMIIEHUS PEKBU3UTOB JOKYMEHTOB.

4. TpeboBaHus K 0POPMIIEHHIO OIAHKOB.

5.  Bwujbl OJIaHKOB TOKYMECHTOB.


http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=89671
http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=89671

6. TpeOoBaHUsI K U3TOTOBICHUIO JOKYMEHTOB.
3aoanue ons camocmosmenvhoi pabomol.
- npopaboTKa JISKIMH - BKIIOYAET YTCHUE KOHCIEKTa JICKLUH, MPpOoQecCHOHaNbHON JINTePaTyphl, EPUOJHISCKUX
M3/IaHHIi; OTBETHI HA TEOPETUYECKHE BOIIPOCHI MO Pa3zeiy;
- MOATOTOBKA K TMPAKTUYECKMM 3aHATHSIM - BKIIOYACT YTeHHE MPO(ECCHOHAIBHON JUTEPaTyphbl, YTCHHUE
CICIHATBLHOM JTUTEPATYPHI IO TEME.

Oo0s3aTenbHAs JUTepaTypa:

1. Bpeckuna, H.B. OcHoBbl aenmompousBoacTBa : yuebHoe mocobue / H.B. Bpeckuna ; MuHHCTEpCTBO
oOpazoBanmst u Hayku Poccuiickoit ®enmepannmn, PemepanbHOe TOCYIapCTBEHHOE aBTOHOMHOE O0pa30BATENBHOE
yUpeXIeHHEe BEICIIETO MpodeccrnoHatbHOro obpasoBanus «Ceepo-KaBkasckuil (enepanpHBIE YHHBEPCHTET». -
Craponons : CKOY, 2015. - 123 c. : wr. - bubmmorp.: c. 118-119. ; To ke [Dnexkrponnsrii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. Tposzosa, O.C. JlenompomsBoncteo : yuebHoe mocobue / O.C. 'pozosa ; [TOBOIKCKHI TOCYmapCTBCHHBIH
TeXHOJIOTHUecKuii yHuBepcutet ; nox pen. JI.C. XKypasnesoii. - Momxkap-Ona : IIT'TY, 2015. - 124 ¢. : un. - Bu6mn. B kH.
- ISBN 978-5-8158-1599-5 ; To xKe [DnexTpoHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. bapuxun, A.B. Jlenonpou3sBonctso u jgokyMmeHToo6opot / A.B. Bapuxun. - Mocksa : Kamxkubiii mup, 2008. -

416 c. - ISBN 978-5-8041-0311-9 ; To xKe [OnexTpoHHbII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).
4, Kyszuemosa T.B. Cexkperapckoe neno. Msm. 3-e, mcmp. — M.: 3A0 “busnec-mkona ‘“Uuren-Cuures”,
ClielMaNIbHBIN BBITTYCK XKypHana “Cekperapckoe aeno”, 2010 — 288 c.
JlomojiHUTeIbHAS:

1. TlepedyeHp THMOBBIX YOPABICHYCCKUX JIOKYMEHTOB, OOpasyIONIMXCS B ACATENPHOCTH OpraHH3alui, c
yKa3zaHHeM CpOKOB xpaHeHus, 2010.

3. Cexperapckoe €0 (00pasibl JOKYMEHTOB, OPTaHM3aIUs M TEXHOJIOTUs pabothl): Vuel.-mpakr. [locobue /
B.B. I'anaxos, U.K. Kopuees u np.; [Ton. Pen. .K. Kopueesa. — M.: TK Ben6s1, M3a-Bo [Ipocnext, 2010. — 608 c.

Paznen 5. O0mmue TpeOOBaHMSA K TEKCTYy H0KyMeHTAa. OCOOEHHOCTH SI3bIKA, CTWISI M PeAaKTHPOBAHMUS
0(UIMATBHBIX TOKYMEHTOB
Bonpocwr 0na noocomosku:
TpeOoBaHMS K TEKCTY JOKYMEHTA.
OCOOCHHOCTH SI3BIKA U CTHIIA CITY’KEOHBIX JTOKYMEHTOB.
HopwMmer odummansHO-IeT0BOTO CTHIISA.
PenaxTopckas mpaBka CiTy>KeOHBIX JOKYMEHTOB.
Oransl peakKTHPOBAHUS.
ITpuHIMIIBI pEJAKTOPCKOM NPABKHU.
Bupe! npaBku.
3aodanue ons camocmosmenvHou pabomul.
- npopaboTKa JIEKIMH - BKIIOYAET YTCHUE KOHCIIEKTA JICKLHUH, PpOoecCHOHaNbHON JINTepaTyphbl, IIEPUOJHYECKUX
W3JaHAN; OTBETHI Ha TEOPETUIECKUE BOMIPOCHI 110 pa3Jeiy;
- MOJATOTOBKAa K TMPAaKTUYECKHM 3aHATHSAM - BKJIIOYAeT YTCHHE NPO(PECCHOHANBHOW JHMTEPaTyphl, YTCHHE
CHEIHANTEHON JTUTEPATyPHI IO TEME.

Nogok~wbdpRE

Oobsi3aTesbHas IUTEpaTypa:

1. Bbpeckuna, H.B. OcHoBbI nenonpou3BojcTBa : yuebHoe mocobue / H.B. bpeckuna ; MUHHUCTEPCTBO
oOpa3oBanust U Hayku Poccuiickoii ®@enepannu, denepaibHOe TOCYIapCTBCHHOE aBTOHOMHOE 00pa3oBaTeIbHOE
yupexJeHue Bbicliero npodeccruoHaibHoro obpazoBanusi «CeBepo-KaBkaszckuil QenepaibHbI yHUBEPCHUTET». -
Crasponons : CKOY, 2015. - 123 c. : mn. - bubmmorp.: c. 118-119. ; To xe [Dnexrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'pozoBa, O.C. JHemompousBojactBo : yueOHoe mocodbue / O.C.I'poszoBa ; IloBomkckuit
rOCYIapCTBEHHBIN TEXHONOTHUeCKril yHuBepenteT ; mox pex. JI.C. XKypasiesoii. - Momkap-Oma : IIITY, 2015. - 124
c. : wmwi - bubn. B ku. - ISBN 978-5-8158-1599-5 ; To xe [Dnekrponusii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. [leonpousBoactso u 1okymeHToobopor / A.b. bapuxuH. - Mocksa : KHmxHbIH MuUp,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To xe [OnexrponHslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3AO0 “busnec-mkona “Uuten-Cunres”,

CIeIMaNbHBIN BBITYCK XypHana “Cekpertapckoe aeno”, 2010 — 288 c.

JlonoaHuTenbHas:


http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=89671
http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=89671

1. [epedeHb THIOBBIX YIPaBICHYECKUX JAOKYMEHTOB, 00Pa3yIOIIUXCS B ACATEIBHOCTH OpraHU3alHid, ¢
yKa3aHHeM CpPOKOB XxpaneHwus, 2010.

2. Cekperapckoe neno (oOpasmbl JOKYMEHTOB, OPTaHM3AIMS M TEXHOJOTHS padoTh): Yuel.-TpakT.
ITocobue / B.B. T'amaxos, U.K. Kopuees u np.; Ilon. Pen. M.K. Kopueera. — M.: TK Ben0wi, Uza-Bo
IIpocnext, 2010. — 608 c.

Pa3gen 6. Oprann3anHOHHO-NPABOBBIE TOKYMEHTHI
Bonpocwr 0 noocomosku:
VYceras.
[Tomoxerne 06 opraHU3anny.
CrpykTypa ¥ ITaTHAs YACICHHOCTb.
[lItaTHOE pacnucaHue.
[omoxxeHne 0 CTPYKTYPHOM ITOIPA3ICICHHUH.
JlomxHOCTHAST HHCTPYKITHS.

ouhk~kwnE

3adanue ons camocmosmenvrol pabomoi:

- MpopadoOTKa JIGKIUH - BKIIOYACT YTCHHE KOHCIICKTA JICKIHHA, MPO(ECCHOHATBHOMN JIUTEPATYPhl, TEPUOIMUCCKIX
W3JIaHUI; OTBETHI HA TEOPETUYECKUE BOMIPOCHI 110 Pa3/eiy;

- MOJArOTOBKA K MPAaKTUYECKUM 3aHATHSAM - BKJIIOYACT YTCHHE MPO(PECCHOHANBHOW JHMTEPATyphl, YTCHHE
CICIHUATBHON JTUTEPATYPHI IO TEME.

Oobsi3aTenbHas IUTEpaTypa:

1. Bpecknna, H.B. OcHoBbl gnenompousBoicTBa : ydeOHoe mocobue / H.B. Bpeckuna ; MuHHCTEPCTBO
obpazoBanuss W Hayku Poccuiickoit ®enepammn, PenepasbHOe TOCYIapcTBEHHOE aBTOHOMHOE 00pa3oBaTEIbHOE
yupexJeHue BbICIIeTo mpodeccuoHambHOro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponons : CKOVY, 2015. - 123 c. : wn. - bubmuorp.: c. 118-119. ; To e [Onexrponusiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. Tposoma, O.C. [enompoussoactBo : ydebnoe mocobue / O.C. I'poszoBa ; ITOBOKCKHI TOCYIapCTBEHHBIN
TeXHOJIOrHUecKuii yHuBepeutet ; nox pen. JI.C. XKypasnesoii. - Momkap-Ona : IIT'TY, 2015. - 124 ¢. : un. - Bu6mn. B kH.
- ISBN 978-5-8158-1599-5 ; To xKe [DnexTpoHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. lenmonponssoactBo u gokymeHToo6opot / A.B. bapuxun. - Mocksa : Kuamxkuerit mup, 2008. -

416 c. - ISBN 978-5-8041-0311-9 ; To xKe [DnexTponHsIit pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).
4. Kysuenosa T.B. Cekperapckoe neno. Msm. 3-e, wcop. — M.: 3A0 “busnec-mkona “Uuren-Cunres”,

CIenManbHBINA BITyCK XypHana “Cexpetapckoe aeno”, 2010 — 288 c.

JlonoaHuTtenbHas:
1. [lepeueHb THMOBBIX YIPAaBICHYSCKUX TOKYMEHTOB, 0Opa3yIOIIUXCS B EATSIFHOCTH OPTaHU3AINH, C
yKa3aHHEM CPOKOB XxpaHeHus, 2010.
2. Cekperapckoe aeno (00pas3mbl JOKYMEHTOB, OpPTaHU3aIlMsi W TEXHOJOTHS paboTHl): Yuel.-NpaKT.
IMocobue / B.B. T'amaxo, U.K. KopueeB u np.; Ilon. Pen. M.K. Kopueera. — M.: TK Ben6w1, Uzn-Bo
IIpocnekt, 2010. — 608 c.

Paznen 7. Pacnopsiaurenshble 1okyMmeHnThl. IHGOpManonHble JOKYMEHTHI.
Bonpocw 03 nodeomoexu:

1. Tlpuxa3s mo OCHOBHOMW AEATEIHEHOCTH.

2. Tlpukas3 1o JIMYHOMY COCTaBY.

3. Pacnopsikenue.

4. VYxazaHwe.

5. Pemenne.

6. Tlopsinok ohopmileHHS pacTiOpsITUTENEHON TOKYMEHTAIIH.
3aoanue ons camocmoamenvHoll pabomul:
- npopaboTKa JIEKIMH - BKJIIOYAET YTEHHUE KOHCIIEKTA JIEKIWH, TPOPEeCcCHOHaNbHON JINTEepaTyphl, IIEPUOJHYECKIX
W3/1aHHI; OTBETHI HA TEOPETUYECKHE BOIIPOCHI MO Pa3eiy;
- MOATOTOBKA K TMPAKTUYECKHM 3aHATHSIM - BKIIOYAeT YTeHHE MNPO(ECCHOHAIBHON JIUTEPaTyphbl, YTCHHUE
CIeLUaTIbHON JINTEPATYPHI 110 TEME.

Oobs13aTebHAs TUTEpaTypa:


http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=89671

1. Bpeckuna, H.B. OcHoBBl jenonpousBojacTBa : yuebHoe nocodue / H.B. Bpeckuna ; MuHHCTEPCTBO
obpazoBanmss u Hayku Poccuiickoit ®enepanuu, @DenmeparbHOe TOCYAapCTBEHHOEC  aBTOHOMHOE
o0pa3oBaTeNbHOE  yUpeXIEeHHE BbICIIErO0 IpodeccHoHaibHOoro  obpaszoBanus —«CeBepo-KaBkasckuii
(denepanpHbIil yHEUBEpcUTeT». - CraBponons : CK®VY, 2015. - 123 c. : wn. - bubauorp.: ¢. 118-119. ; To xe
[Onexrponnsiit pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. Tpososa, O.C. Jlemonpoussonctso : yde6Hoe mocobue / O.C.I'posopa ; IToBOMKCKHMI TOCYIapCTBEHHBII
TeXHOJOrHuecKuii yHusepenrer ; no pex. JI.C. XKypasnesoit. - Moukap-Ona : III'TY, 2015. - 124 ¢. : un. -
bubn. B . - ISBN 978-5-8158-1599-5 ; To ke [Omekrponnsrii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.B. JIenonpou3BoACTBO U 10KyMeHT0060poT / A.B. Bapuxun. - Mocksa : Kumkabiii Mup, 2008. -

416 c¢. - ISBN  978-5-8041-0311-9 ; To ke [OmekTtpoHnbeli pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).
4. Kysmemosa T.B. Cekperapckoe meno. Msa. 3-e, mcmp. — M.: 3A0 “BusHec-mkona “Unten-Cuntes”,

CIIEIUMANTBHBIH BBITYCK skypHAaNa “CekpeTapckoe aeno”, 2010 — 288 c.

JlonmosHuTebHAS:
1. [epedeHb THIOBBIX YIPABICHYSCKUX JAOKYMEHTOB, 00Pa3yIOIUXCS B ACATCIBHOCTH OpTaHHU3aIHid, ¢
yKa3zaHHeM CpOKoB xpaHeHus, 2010.
2. Cexkperapckoe €0 (00pasipl JOKYMEHTOB, OpPTaHM3ALUs W TEXHOJIOTHS paboThl): Yuel.-MpakT.
ITocobue / B.B. I'amaxos, U.K. Kopueer u nmp.; Ilog. Pen. M.K. Kopueesa. — M.: TK BenOs, HU31-B0
ITpocnekrt, 2010. — 608 c.

Pasnen 8. UndopManinoHHO-ClIPABOYHbIE JOKYMEHTbI
Bonpocwr 0na noocomosku:
[IpoTokon 3acenanus.
AKT.
JlokmagHas 3amucka.
IIpennoxenue.
CrnyxeOHasl 3amucKa.
OOBsACHHUTEIbHAS 3aIIHCKA.
Cmpaska. CBoska. 3akitoueHue, oT3bIB. [lepeuens, CIUCOK.
IMopsnok odopmiteHust HHGOPMAIIMOHHO-CITPABOYHOM JJOKYMCHTAIIHH.

CNooaR~wd R

3adanue ons camocmosmenvHoll pabomul:

- npopaboTKa JEKIUH - BKIIOYACT YTCHHE KOHCIEKTa JICKIUH, NPOpecCHOHaIbHON JTUTepaTyphl, HEPHOINICCKHIX
W3JIaHUiT; OTBETHI HA TEOPETHYECKIE BOIPOCHI MO pa3ieiy;

- HOArOTOBKA K IIPAKTUYECKUM 3aHATHSAM - BKIIOYACT YTEHHE NPO(ECCHOHAIBHOW JIMTEpaTyphbl, YTCHUE
CIICLIMANILHON JTUTEPATYPEHI 10 TEME.

Oobs13aTesbHas IUTEpaTypa:

1. Bpeckuna, H.B. OcHoBHI aenomnpousBojcTBa : yueOHoe mocobue / H.B. bpecknna ; MuHHCTEpCTBO
obpazoBanuss W Hayku Poccuiickoit ®enepanmn, PenepasbHOe TrOCyJapcTBEHHOE aBTOHOMHOE 00pa3oBaTEIbHOE
yUpexJeHne BhICIIETO NpogeccnoHambHOro obpasoBanms «CeBepo-KaBkasckuii (enepanbHbIi yHUBEPCHTET». -
Crapononp : CK®Y, 2015. - 123 c. : wr. - Bbubmmorp.: c. 118-119. ; To ke [DnekrponHsrii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. J[lenmompousBonctBo : yuebHoe mocobue / O.C.I'po3oBa ; IloBomxckuit
roCyIapCTBEHHBIN TeXHONOrnYecKuit yHusepenter ; mox pea. JI.C. XKypasnesoii. - Houkap-Omna : IIF'TY, 2015. - 124
c. : wi - buba. B xu. - ISBN 978-5-8158-1599-5 ; To xe [Onekrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. [leonpousBoactso u 1okymeHToo6opor / A.b. bapuxuH. - Mocksa : KHmxHBIH Mup,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To xe [OmextponHbIii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3AO0 “busnec-mkona “Uuten-Cunres”,

CHenHaNbHBINA BRITYyCK XKypHana “Cekpertapckoe aeno”, 2010 — 288 c.

JlonoaHuTenbHas:
1. [lepedeHp THIOBHIX yIpaBIeHYECKUX JOKYMEHTOB, 0OPa3yIOIINXCS B JIESTEIBHOCTH OpPTaHMU3aIHM, ¢
yKa3aHHeM CpokoB xpaHenus, 2010.
2. Cexkperapckoe niesio (00pasipl JOKYMEHTOB, OpraHM3alusi M TEXHOJOTWs paboThl): Y4eO.-NpakT.
IMoco6ue / B.B. I'anaxos, U.K. Kopnees u np.; [Tox. Pen. U.K. Kopueesa. — M.: TK Ben6si, M3n-Bo IIpocnekrt, 2010.
- 608 c.
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Paznen 9. Ilepenucka. Pa3HOBHAHOCTH J1€JI0BBIX IIHCEM
Bonpocw 0ns nooeomoexu:

Tenerpamma. Tenekc. @akcorpamma. TenedoHorpamma.
OO11as XxapakTepuCTHKA CIYKEOHOH MepEeTCKH.
PexBU3UTHI J€I0BOTO MHUCHMA.

Pa3HOBUIHOCTH IEIOBBIX MTUCEM.

[opsinok odopmiteHns cirykeOHOTO MHChMA.

apwbE

3adanue ons camocmoamenvHoll pabomui:

- npopaboTKa JEKIUH - BKIOYAeT YTEHHE KOHCIEKTa JICKIUH, NPOpecCHOHaIbHON JIUTepaTyphl, HepHOINICCKHUX
W3JIaHUiT; OTBETHI Ha TEOPETHYECKIE BOIPOCHI MO pa3ley;

- HOATOTOBKA K IIPAKTHYECKUM 3aHATHAM - BKIIOYACT YTEHHE NPOPECCHOHAIBHOW JIMTEpaTyphbl, YTCHUE
CIICIIMANIbHON JTUTEPATYPEI II0 TEME.

Oo0s3aTenbHAs JUTepaTypa:

1. Bpeckmna, H.B. OcHoBBI nemonponsBozcTBa : yueOHoe mocobue / H.B. Bpeckuna ; MunncTepcTBo
obpasoBanus W Hayku Poccuiickoii ®enepanun, denepansHoe rocyIapcTBEHHOE aBTOHOMHOE O00pa30BaTENbHOC
yUpexAeHue BbIciIero mnpodeccuonansHoro obpasoBaHus «CeBepo-KaBkazckuil denepanbHBIl YHHBEPCUTET». -
CraBponone : CKOY, 2015. - 123 c. : wn. - bubmmorp.: c¢. 118-119. ; To xe [DnexrponHsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'pozoBa, O.C. J[lenmompousBoactBo : yueOHoe mocobue / O.C.I'pozosa ; IloBomkckuit
roCyIapCTBEHHBIN TeXHONOrHUeCKuil yHiBepeuteT ; mox pen. JI.C. XKypasnesoii. - Momkap-Oma : IIITY, 2015. - 124
c. : mwi - budbn. B ku. - ISBN 978-5-8158-1599-5 ; To xe [Onekrponnsli pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. JlenonponsBoactso u gokymeHToo60pot / A.B. bapuxun. - Mocksa : KHIkHBIH MuD,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To ke [OmektponHsrii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4. Kysnenona T.B. Cexperapckoe neno. Uza. 3-e, ucnp. — M.: 3A0 “busnec-mkona “Uuten-Cunres”,

CIeNMaNbHbIN BBITYCK XypHana “Cekpertapckoe aeno”, 2010 — 288 c.

JdonoaHurtenbHas:
1. TlepeyeHb THIOBBIX YIPABICHYECKHX [IOKYMEHTOB, OOPa3yIOIIMXCS B IEATEIBHOCTH OpraHU3aldii, C
YKa3aHHeM CpoKoB xpaHeHus, 2010.
2. Cexperapckoe aeno (00pa3isl JOKYMEHTOB, OPTaHM3alMs M TEXHOJOTHsA paboTsl): Yuel.-mpakT. I[Tocobue /
B.B. l'amaxos, 11.K. Kopnees u ap.; [Ton. Pen. .K. Kopreesa. — M.: TK Ben6s1, U3a-o IIpocmekt, 2010. — 608 c.

Paznen 10. JlokyMeHTHpOBaHHMe  (PMHAHCOBO-XO03MIiiCTBEHHbIX  omepaunuii. JloroBopHo-npaBoBasi
AOKyMeHTanus. JloBepeHHOCTH
Bonpocw 03 nodeomoexu:
1. TIlpaBuna oopmiieHHUs IEPBUYHBIX (ONpaBIATENbHBIX) TIOKYMEHTOB.
2. Tlopsimok 3akimtodeHus1, 0hOPMIICHHSI, U3MEHEHHUS  PACTOPKECHUS TOTOBOPa (KOHTPAKTa).
3. Bwujbl 10BEpEHHOCTH.
4. Tlopsamox ohopMIIEHUS JTOBEPCHHOCTH.

3adanue ons camocmosmenvHoll pabomul:

- npopaboTKa JEKIUH - BKIIOYAET YTEHHE KOHCIEKTa JICKIUH, NPOpeCcCHOHaIbHON JTUTepaTyphl, HEPHOIMICCKHX
W3JIaHUiT; OTBETHI HA TEOPETHYECKIE BOIPOCHI MO pa3ieny;

- MOATOTOBKA K IPAaKTUYECKHM 3aHATHSIM - BKIIOYAET YTEHHE MPO(ECCHOHAIBHON JIMTEpaTypbl, YTEHHUE
CIeLUaTIbHON JINTEPATYPHI 110 TEME.

Oobs13aTebHas TUTEpaTypa:

1. Bbpeckuna, H.B. OcHoBBI nenonpou3BojacTsa : yuedHoe nocobue / H.B. Bpeckuna ; MuHuCTEpCTBO
oOpazoBanust u Hayku Poccuiickoit ®enepanun, dexepanbHoe TOCyIapCTBEHHOE aBTOHOMHOE 00pa3oBaTesbHOE
yUpeXJEeHHE BBICIIEro INpodeccrHoHatbHOro obpazoBanus «CeBepo-KaBkaszckuil QenepanbHBI yHUBEPCHUTET». -
Crasponons : CKOY, 2015. - 123 c. : mn. - bubmorp.: c¢. 118-119. ; To xe [Dnexrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'pozoBa, O.C. [enonpomsBonctBo : ydebHoe mnocodbme / O.C.I'pozoBa ; IloBommkckuit
rOCYIapCTBEHHBIN TEXHOMOTHUeCKrii yHuBepenteT ; mox pex. JI.C. XKypasnesoii. - Homkap-Oma : IIITY, 2015. - 124
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c. : wun - bwon B kH. - ISBN 978-5-8158-1599-5 ; To ke [Dnekrponnsii pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bbapuxun, A.B. Jlenonpon3Boactso u nokymMmeHTo000poT / A.b. bapuxun. - Mocksa : KHmKHBINH MUp,
2008. - 416 ¢ - ISBN 978-5-8041-0311-9 ; To xe [DOmektponnsni pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3AO “busnec-mikona “Uuten-Cunres”,

cHenuanbHbIN BeIMyck xypHana “Cexperapckoe aeno”, 2010 — 288 c.

IlOHOJIHHTeJIbHaﬂ:

1. [lepedeHp THIOBBIX YIPaBICHYECKUX AOKYMEHTOB, OOPa3yIOIIUXCS B AEATEIBHOCTH OpPTaHHU3AINH, C
yKa3aHHEM CPOKOB XxpaHeHus, 2010.

2. Cexkperapckoe neno (00pasipl JTOKYMEHTOB, OpraHH3alusi U TEXHOJIOTHsl paboThl): Yuel.-NpakT.
[oco6ue / B.B. I'anaxos, U.K. Kopnees u ap.; [lon. Pex. U.K. Kopreesa. — M.: TK Ben6s1, U3x-Bo IIpocnext, 2010. —
608 c.

Pa3gen 11. BuyTpennnii 10kyMeHT0000pOT, KyJbTypa padoThl ¢ IOKYMEHTAMH Ha pa0o4ux MecTax
Bonpocwi 0na noocomosku:

1. Oprasams3anus J0KyMeHTO00OpoTA.

2. IlonsTne nOKyMEHTOO00pPOTA, €T0 KOJIMYECTBCHHBIE H KaUE€CTBEHHBIE XapaKTEPHCTHKH.

3. O0beM HoKyMeHTO00OopoTA.
3adanue ons camocmosmenvHoll pabomol:
- npopaboTKa JISKIMH - BKIIOYAET YTCHUE KOHCIIEKTA JICKLHUH, MPpOQecCHOHaNbHON JINTEepaTyphl, IEPUOJHYECKUX
W3JIaHUH; OTBETHI Ha TEOPETUUECKUE BOIIPOCHI 110 pa3feny;
- MOATOTOBKA K TMPAaKTUUYECKHM 3aHATHSIM - BKIIOYAET YTEHHE MPO(ECCHOHAIBHON JIUTEpaTypbl, YTCHHUE
CIeIHANbHOM TUTEPaTyphl IO TEME.

Oo0s3aTenbHaAs JUTepaTypa:

1. bpeckuna, H.B. OcHoBsl nenonpousBojctBa : yuebHoe mocobue / H.B. bpeckuna ; MUHHUCTEPCTBO
oOpazoBanmst u Hayku Poccuiickoit ®enmepannmn, dDemepanbHOe TOCYIapCTBEHHOE aBTOHOMHOE OOpa30BATENBHOE
yupexJeHue BbICIIeTo mpodeccnoHambHOro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponons : CKOVY, 2015. - 123 c. : wn. - bubmuorp.: c. 118-119. ; To e [OnexrponHsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. [emompousBonctBo : yuebHoe mmocodbue / O.C.I'pozoBa ; IloBomkckuit
roCyIapCTBEHHBIH TeXHOIOrnIecKuii yausepentet ; mox pes. J1.C. XKypasinesoit. - Homkap-Ona : IIFTY, 2015. - 124
c. : wr - bubn. B xH. - ISBN 978-5-8158-1599-5 ; To xe [Onekrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. bapuxun, A.B. Jlenonpou3BoactBo u nokymeHtoo0opot / A.b. bapuxun. - Mocksa : KunmxHblit Mup,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To ke [OnexktponHbiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4. Kysneuosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3A0 “busnec-uikona “Uuren-Cunres”,

crieUalIbHbIN BBITYCK XypHana “Cekperapckoe aeno”, 2010 — 288 c.

JlomosiHUTEIbHAS:
1. TlepeyeHb THIOBBIX YIPABICHYECKHX [IOKYMEHTOB, OOPa3yIOIIMXCS B EATEIBHOCTH OpraHU3aluii, ¢
yKa3zaHHeM CpOKoB xpaHeHus, 2010.
2. Cexperapckoe aeno (00pasibsl JOKYMEHTOB, OPTaHH3ANUs M TEXHOJIOTUS paboThl): Yueb.-mpakt. [Tocobue /
B.B. I'anaxos, 11.K. Kopnees u np.; ITox. Pen. .K. Kopueera. — M.: TK Ben6s1, 31-Bo Ilpocnekt, 2010. — 608 c.

Pazgen 12. OopadoTka oTnpaB/isieMOil KOpPpeCcoOHAeHIIUH

Bonpocwr 0na noocomosku:

Orarbl NPOX0XKISHUS HCXOSIINX JTOKYMEHTOB.

CocraBneHne poeKTa JIOKyMEHTa.

W3roToBnenne 10KyMeHTa.

CornacoBanue. Busuposanue.

[Noanucanue nm yTBepsKAEHHE.

Perucrparus. Otnpaska.

Opranmu3anys J0CTaBKH JOKYMEHTA.

3aoanue ons camocmosmenvhou pabomol.

- MpopaboTKa JEKIHH - BKIIOYAeT YTEHHE KOHCIEKTa JICKIHH, MPOo(eCCHOHAIBHOMN INTepaTyphl, TEPHOAMICCKIX
W3JaHAN; OTBETHI Ha TEOPETUYECKNE BOIIPOCHI 110 pa3feny;

- MOATOTOBKA K IPAaKTUYECKMM 3aHATHSIM - BKIIOYAeT YTEHHE MPOQECCHOHAIbHON JIUTEPaTypbl, 4YTCHHUE
CIeUaIbHON JINTEPATYPHI 110 TEME.

NouoaprwdE
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Oo0s3aTenbHas JIMTEpaTypa:

1. Bbpeckuna, H.B. OcHoBBI nenonpoun3BojcTBa : yueOHoe nocooue / H.B. bpeckuna ; MunuctepcTBo
obpa3zoBanus W Hayku Poccuiickoit ®enepanmu, denepanbHoe TrocyJapcTBEHHOE aBTOHOMHOE 00pa3oBaTeIbHOE
yUpexJeHue BhICIIETo TNpodeccnoHambHOro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponoip : CKOY, 2015. - 123 c. : un. - bubmuorp.: c. 118-119. ; To xe [Onexrponssiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. [enompousBonctBo : yueOHoe mocodbue / O.C.I'pozoBa ; IloBomkckuii
roCyIapCTBEHHBIH TeXHOIOrHYecKuil yHuBepentet ; mox pex. J1.C. XKypasnesoit. - Homkap-Ona : IIFTY, 2015. - 124
c. : wmr - buwbn. B xH. - ISBN 978-5-8158-1599-5 ; To xe [Onexrpornsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. [lemonpon3BoactBo u gokymeHTo000poT / A.B. Bapuxun. - Mocksa : KamkHBIH Mup,
2008. - 416 c. - ISBN 978-5-8041-03119 ; To 9xe [OmektpoHsblii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3AO “busnec-mkona “Uuten-Cunres”,

CHelManbHBIN BITycK KypHana “CexpeTtapckoe aeno”, 2010 — 288 c.

IlOHOJIHHTeJIbHaﬂ:

1. [lepedeHp THIOBBIX YIPaBICHYECKUX AOKYMEHTOB, OOPa3yIOIIUXCS B AEATEIBHOCTH OpPTaHHU3AINH, C
YKa3aHHEM CPOKOB XpaHeHus, 2010.

2. Cekperapckoe jeno (00pasibl JOKYMEHTOB, OpPraHU3allMs M TEXHOJOTHS paboThl): Yued.-MpakT.
[Toco6ue / B.B. I'anaxos, U.K. Kopuees u ap.; [Toa. Pex. M.K. Kopueesa. — M.: TK Benos1, M3n-Bo IIpocnekr, 2010. —
608 c.

Pasnea 13. Peructpanusi A0OKyMeHTOB, KOHTPOJIb 32 HCIIOJTHEHHEM JOKYMEHTOB M IPUHATBIX pelieHuit

Bonpocwt 0na noocomosku:

Lenu perucrpanum.

[IpaBmta perucTpanuy.

DopMBI perucTpanuH.

WNHpekcanus JOKyMEHTOB.

KOHTpOJNb NCTIOTHEHUS JOKYMEHTOB.
Pabota UCHIOJHUTENS C TOKYMEHTaMH.

oukrwNE

3aoanue ons camocmosmenvHou pabomul.

- npopaboTKa JISKIMH - BKJIIOYAET YTCHHE KOHCIEKTA JIEKIUH, MpOeCcCHOHANBHON JIUTePaTyphl, IIEPUOJHUSCKUX
W3/IaHUIi; OTBETHI HA TEOPETUYECKHE BOIIPOCHI [0 Pa3zeiy;

- MOATOTOBKA K TMPAKTUYECKMM 3aHATHSIM - BKIIOYACT YTCHHE MNPO(ECCHOHAIBHON JIUTEPATYpPhl, YTCHHE
CIEIUATBHOW JINTEPATYPHI 110 TEME.

Oobsi3aTesbHas IUTEpPaTypa:

1. Bbpeckuna, H.B. OcHoBbI nenonpou3BojcTBa : yueoHoe mocobue / H.B. bpeckuna ; MUHHUCTEPCTBO
obpaszoBanusi u Hayku Poccuiickoii Deaepanuu, denepaqbHOEe TOCYIAPCTBEHHOE aBTOHOMHOE 00pa3oBaTelbHOE
yupexJeHue BbIclIero TmpogeccuoHambHoro obpasoBanusi «CeBepo-KaBkasckuil (enepanbHbIi yHUBEPCHTET». -
Crasponons : CKOY, 2015. - 123 c. : wi. - bubmmorp.: c. 118-119. ; To ke [Dnexrponusiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. [HemompousBomctBo : yueOHoe mocobme / O.C.I'pozoBa ; IloBomkckuid
roCy/IapCTBEHHBII TEXHONOrMYeCKUil yHuBepeuTeT ; nox pe. JI.C. XKypasnesoii. - Momkap-Ona : IITTY, 2015. - 124
c. : wl - bubn. B xu. - ISBN 978-5-8158-1599-5 ; To e [Onekrponnslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

3. Bapuxun, A.b. [lenonpon3BoacTBo u gfokymeHToo00pot / A.b. Bapuxun. - Mocksa : KHkHBIH Mup,
2008. - 416 c¢. - ISBN 978-5-8041-0311-9 ; To ke [OnexkrtponHbiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

4, Kysnenosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3AO0 “busnec-mkona “Uuten-Cunres”,

CHenHaNbHBINA BRITYyCK XKypHana “Cekpertapckoe aeno”, 2010 — 288 c.
JlonoJiHUTEIbHAS:

1. [lepedeHp THIIOBBIX YIpaBJICHYECKUX JOKYMEHTOB, 00Pa3yIOIIUXCs B AEATEIHHOCTH OpTaHHU3alMid, C
yKa3zaHHeM CpokoB xpaHeHus, 2010.
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2. Cekperapckoe neno (oOpasmbl JOKYMEHTOB, OPTaHM3AIMS M TEXHOJOTHS padoTh): Yuel.-TpakT.
ITocobue / B.B. I'anaxos, N.K. Kopnees u np.; [Toa. Pex. 1.K. Kopraeesa. — M.: TK Ben6s1, U3a-Bo IIpocmekT, 2010. —
608 c.

MeToauveckune PEKOMEHAAUH 1O OPpraHu3aluu CaMOCTOATEIbLHOM paﬁOTl)I CTYACHTOB

MeToandeckne peKOMEHIAIMK IPU paOd0Te Ha/l KOHCIICKTOM BO BpEMsI MIPOBEIACHUS JICKITUH

B xone JNEKIMOHHBIX 3aHATHA HEOOXOIUMO BECTH KOHCICKTHpPOBaHUEC y4eOHOro wmarepuana. OOmme u
YTBEPIUBIIHUECS B MPAKTUKE NMPABUIIA U IPUEMbI KOHCTIEKTUPOBAHUS JIEKIIUN:

- KoHcnektupoBanue NeKIUil BEAETCS B CHELMAIBHO OTBEACHHOM AJS 3TOTO TETPaAM, KaXKAbIH JINCT KOTOPOH
JIOJDKEH WMETPh TIO0JSL, Ha KOTOPBIX IENA0TCA IMTOMETKH M3 PEKOMEHIOBAaHHOM JIMTepaTyphl, JOMOJIHSAIONINE MaTepuai
TIPOCITYIIIAHHOM JIEKINH, a TAKKe MOJUYEPKUBAIONINE 0COOYIO BAXKHOCTh T€X HJIM WHBIX TEOPETHICCKUX TTOJIOKCHHH.

- Heo0xoanmo 3ammceIBaTh TEMY W IUIAH JICKIHH, pEKOMEHAYEMYIO JINTepaTypy K TeMe. 3allUCH Pa3AeoB JEKIHN
JOJDKHBI UMETH 3arOJIOBKH, IIO/I3aTOJIOBKH, KPAacHBIE CTPOKH. /{7 BBIACICHHS pa3[esioB, BHIBOIOB, ONMpPEICICHHMH,
OCHOBHBIX UJICH MOXKHO HMCIIOJIb30BaTh I[BETHBIC KapaHIANIU U (hIIOMACTEPHI.

- Ha3BaHHbIe B JIGKIIMU CCHUIKUA Ha TEPBOUCTOYHHMKH HAJIO MOMETHTh HA MOJSIX, YTOOBI MPH CAMOCTOSATCIHHON
padoTe HAaWTH U BITUCATH UX.

- B koHCIEKTe JOCIOBHO 3aIMCHIBAIOTCS ONPEACICHUS MOHATHIA, KATCTOPHI 1 3aKOHOB. OCTalbHOE TOJHKHO OBITH
3aMKCaHO CBOMMHU CJIOBaMHU.

- KaxgoMmy cTymeHTy HeoOXoAWMO BHIpaOOTaTh M HCIONB30BaTh JOIMYCTUMBIC COKpAlIcHHWsS HanOojee
pacTpoCTpaHCHHBIX TEPMHUHOB U TIOHSATHH.

- B KoHCHEKT cieyeT 3aHOCHTH BCE, UTO MperojaBaTeh MUIIET Ha JOCKE, a TakKKe PEKOMEHIYEMBIC CXEMEI,
TaOIHIIBI, THATPaMMBI U T.JI.

MeTtoanvecKkue peKOMEH/IAlUHU N0 MOAT0TOBKe K MPAKTHYECKUM (CEMHHAPCKHUM) 3aHATHAM

Lenpto mpakTHYeCKUX (CEMHHApPCKHUX) 3aHATHI SIBISETCS YIIyOJEeHHE M 3aKpeIuleHHE TEOPEeTHYECKHX 3HaHUM,
MOJIYYSHHBIX CTYAEHTaMH Ha JIEKIMSAX M B MpOLEcce CAaMOCTOSTEIBHOrO H3y4eHHs Yy4YeOHOro Marepuana, a,
CJIe/IoBaTeNIbHO, (POPMHUPOBAHUE y HUX ONPEEIICHHBIX YMEHHH U HABBIKOB.

B xone MOArOTOBKM K IPAKTUUYECKOMY (CEMHHApCKOMY) 3aHATHIO HEOOXOAMMO IPOUYUTATh KOHCIIEKT JICKIUH,
U3yYUTb OCHOBHYIO JIUTEPATypy, O3HAKOMHUTBCA C JONOJHHUTENBHOM JIMTEPAaTypOd, BBHINOJHUTH BBIIAHHBIE
MpernoiaBaTeeM MPaKTHIeCKHe 3aAaHus. [Ipy 3TOM ydecTh peKOMEHJaluy MPenoaaBaTessi U TpeOOBaHUS IPOTPAMMEL.
JlopabaTbIBaTh CBOIl KOHCHEKT JICKIIMH, JIeJIasi B HEM COOTBETCTBYIOIIME 3aIlCH W3 JHUTEepaTypsl. JKemarenbHO HpHu
MOArOTOBKE K IPAKTUYECKUM 3aHATUAM [0 JUCLUIUIMHE OJHOBPEMEHHO HCIIOJIB30BATh HECKOIBKO HMCTOYHHUKOB,
PACKpBIBAIOIIUX 3aaHHBIE BOIIPOCHI.

MeToanyeckne peKOMEHAANUH 110 OPraHU3aIMN CAMOCTOSITEIbHOI PadoThI

CamocrosarensHas pabota (mo B.M. Jlamo «caMOCTOSITENbHBINA - 9EeTI0BEK, UMEIOLIII CBOM TBEp/bIe YOSIKICHUI)
OCYIIIECTBIIICTCS IIPH BCeX (hopMax 0OYUCHHUS: OYHOM U 3a0UHOIA.

CamocrosTenpHas paboTa NPUBOAUT CTYICHTa K MOJYYEHHIO HOBOI'O 3HAHUS, YNOPSIOYCHUIO M YIIIyOJICHHIO
MMEIOIINXCS 3HAHU, POPMUPOBAHHIO Y HErO MPO(GECCUOHATIBHBIX HABBIKOB U YMEHHI.

CamocTosiTenbHas padoTa BBIIONHSET PAA GYHKUHUIL:

- pa3BHBAOLIYIO;

- uH()OPMAIMOHHO-00Y a0y 10,

- OPHEHTHPYIOLIYIO U CTHMYJIHPYIOILYIO;

- BOCIIMTBIBAIONIY O,

- HCCIENO0BaTEIbCKYIO.

Buapl camocTosTenbHOM paboThl, BEIOIHAEMbIE B paMKax Kypca:

1. KoHcrekTupoBaHHe [EPBOUCTOYHUKOB U JIPYTOil y4eOHO! JUTEpaTyphbl;

2. TIpopaboTka yueGHOTO MaTepuana (1o KOHCIEKTaM, yueOHOM 1 HaydHON JIMTEPaType);
3. Pabora ¢ BompocaMu Jiisi CaMOIIPOBEPKH;

CryneHTaM pEKOMEHAYETCsl C CaMOro Hadaja OCBOCHHS Kypca paboTaTh C JIMTEPaTypod W NpeiaraeMbIMH
3aaHIsIMU B (hOpMe MOATOTOBKHM K OYEpPEeIHOMY ayIUTOPHOMY 3aHATHIO. IIpH 3TOM aKkTyaln3HpyIOTCS MMEIOIIHECs
3HaHUS, a TaKKe co3aeTcsa 0aza I yCBOSHHSI HOBOTO MaTepHaa, BO3HUKAIOT BOIIPOCH], OTBETH HA KOTOPBIE CTYACHT
MOJIy4YaeT B ay JUTOPHUH.

MOHO OTMETHTB, YTO HEKOTOpBIC 3aJaHMs JUII CaMOCTOSATENBFHOHW pPabOTHI MO Kypcy HMEIOT OIpENeICHHYIO
cnennuky. Ilpu ocBoeHHMH Kypca CTYZEHT MOJXKET MOJB30BAaThCSH OMOIMOTEKOH By3a, KOTOpas B IIOJHOH Mepe
obecrieueHa COOTBETCTBYIOIIEH JTUTEpaTypold. 3HAYUTEIILHYIO TIOMOIIb B ITOJTOTOBKE K OYEPETHOMY 3aHSTHIO MOKET
0Ka3aTh UMEIOIIHNiicS B y4eOHO-METOIMUECKOM KOMIUIEKCE KPATKUH KOHCHEKT JIeKIMi. OH e MOXKET HCI0JIb30BAThCS
U JUIsl 3aKpeIlIeHNs] IOJYyYEHHOT0 B ay TUTOPUU MaTepuaa.

MeToauyeckue peKOMeHAALUM 10 padoTe ¢ JUTEPaTypPOil
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Bcro aurepatypy MOKHO pa3IeinuTh Ha y9eOHUKH U y4eOHBIE TTOCOOMS, OpUTHHANIFHBIC HAYYHBIE MOHOTpaduIecKkue
WCTOYHUKH, HAayYHBIC MyOIMKAIlMK B TIEPHOANYECKON medaTH. M3 HUX MOXHO BBIJCIUTH JUTEPATypy OCHOBHYIO
(pexoMeHIyeMyI0), TOTIOTHUTEIBHYIO U JTUTEPATyPy A YIIyOIeHHOTO H3YUCHNS AUCITUIUINHEIL.

W3ydenne AUCIUIUIMHEI ClIeAyeT HAYMHATH C YY€OHHKA, IMOCKOIBKY YYEOHHWK - 3TO KHUTA, B KOTOPOH H3IIOKEHBI
OCHOBBl HAyYHBIX 3HAHUI 110 ONPEACICHHOMY IIPEIMETy B COOTBETCTBHH C IEISIMH W 3aJadaMd OOy4eHUs,
YCTaHOBJICHHBIMH ITPOTPaMMOIA.

[Ipu pabote c nuTepaTypoil ciexyeT y4YUThIBaTh, YTO MMEIOTCSI PA3IMYHBIC BUABI YTCHUS, M KKIBIA M3 HHUX
UCIIONIB3YETCS Ha OIPEAETICHHBIX 3Tallax OCBOCHUS MaTepuania.

[IpenBapuTenbHOE YTEHUE HANPABJICHO Ha BBISBJICHHE B TEKCTE HE3HAKOMBIX TEPMHUHOB W MOWCK UX 3HAYEHHS B
CIpaBOYHOH JMTEepaType. B 4acTHOCTH, IPU YTEHWU YKa3aHHOM JIUTEpaTypbl HEOOXOJMMO MOAPOOHEHIIMM 00pa3zoM
AHATM3UPOBATH MOHATHSL.

CKBO3HOE YTEHHE NIpeAToyiaraeT MpPOoYTeHHEe MaTepraja OT Hadayia a0 KoHma. CKBO3HOE UTCHHE JIUTEPATyphl U3
TIPUBEICHHOTO CIHCKA TAeT BOZMOYKHOCTH CTYIEHTY C(POPMHUPOBATH CBOJI OCHOBHBIX MTOHATHH U3 H3y9aeMoOi 001acTH 1
CBOOOIHO BJIAIETh UMHU.

BribopouHoe - Ha000pOT, UMEET LEeNbI0 MOUCK B 0TOOp MaTepHaia. B paMkax JaHHOTO Kypca BRIOOPOYHOE YTCHUE,
KaK CII0cOo0 OCBOCHHS COIEPKaHHS Kypca, JOJDKHO HCIIONB30BATHCS IMPH IOATOTOBKE K NMPAKTHICCKUM 3aHATHSAM IO
COOTBETCTBYIOLINM pa3/ienaM.

AHaJIUTHYECKOE YTEHHE - 9TO KPUTHUYECKUI pa300p TEKCTa C MOCIEAYIOINM ero KoHcreKkTHpoBanueM. OcBoeHue
yKa3aHHBIX NOHATHH Oyner HanOosee 3(QEKTUBHBIM B TOM CIIy4ae, €ClIM IIPH YTEHHU TEKCTOB CTYJICHT OyJleT 3aJaBaTh
K 9THM TEKCTaM BOIpOCHL. YacTh U3 3THX BONPOCOB copMmyiupoBaHa B npuseneHHoM B @OC nepeuHe BOIPOCOB LIS
cobecenoBanus. [lepedeHb 3THX BOIPOCOB OIpaHUYEH, MOITOMY BaXKHO HE TOJBKO COJEPXKAHUE BOIPOCOB, HO CaM
MPUHITUIT OCBOCHUS JIMTEPATYPEI C IIOMOIIBIO BOIIPOCOB K TEKCTaM.

Lenbio n3yyaromero 4TeHNs SBICTCSA TIyOOKOe W BCECTOPOHHEE IIOHUMaHHUe yueOHOH HH(pOopMarny.

EcTh HECKOIBKO MPUEMOB U3yUaIOMIETO YTCHHS:

1. Yrenwue mo anroputMy mpearonaraeT pasoreHne nHHOpMalnK Ha OJI0KW: Ha3BaHHWE; aBTOP; HCTOYHHK; OCHOBHAS
upes TekcTa; (AKTHUYECKUH MaTephai;, aHali3 TEeKCTa IYyTEeM COIOCTABICHHUS HMEIOIIUXCS TOYEK 3pEHUs I10
paccMaTpUBaeMBIM BOIIPOCAM; HOBH3HA.

2. TlIpureM MOCTaHOBKU BOIPOCOB K TEKCTY MMEET CIIEAYIOIIHMI ATOPUTM:

- MCIOJICHHO MPOYUTATh TCKCT, CTapasACh NOHATH CMbICJI U3JIOKEHHOI'O,

- BBIJICIIMTH KJIIOYCBBIC CJIOBA B TCKCTC,

- TI0CTapaThCs MOHATH OCHOBHBIC HICH, TIOATEKCT M OOIINI 3aMBICENT aBTOPA.

3. TlpueM Te3upoBaHUs 3aKIIF0YaeTCs B GOPMYIMPOBAHUHI TE3UCOB B BHIE TOJIOKEHHH, YTBEPKICHHUM, BHIBOIOB.

K 3TOMy MOXKHO 100aBUTH U MHBIEC IPUEMBIL: TIpHeM pedeprupoBaHHs, IPHEM KOMMECHTHPOBAHHUS.

BaxHo#t cocTaBisOmIe JFOOOTO CONUIHOTO HAYYHOTO W3JAHUS SBISIETCS CIUCOK JUTEPaTyphl, Ha KOTOPYIO
cceutaeTcs aBTOp. lIpM BO3HMKHOBCHHH HWHTEpeca K KaKOH-TO OOCYyXIaeMoil B TEKCTe mpoOjeMe Bcerga ecTh
BO3MOXHOCTh OOpaTUTHhCS K CIUCKY OTHOCAIIEHCS K HEH nuTepaTypbl. B 3ToM cimydae Bcsl mpoOieMa Kak Obl
pa3buBaeTCs Ha COCTABIIAIONINE YACTH, KaKIasi N3 KOTOPBIX MOXKET M3ydaThCs OTAEIBHO OT Apyrux. [Ipm aTOM BaxHO
HE TepATh U3 BHJAa OOIIMH KOHTEKCT W HE MOTrPYy’KaThCid YPE3MEPHO B JETANH, IOTOMY YTO TaKMM 00pa3oM MOXKHO He
YBUACTH I'NIABHOTO.

7. ®oHa OLEHOYHBIX cpeacrs (OIIeHO‘{HLlX U METOAUYECCKHUX MaTepHaJ’lOB) AJist MPOBEICHUA l'[pOMe)KyTO‘lHOfI
aTTeCTalluu 06yqa10umxc;1 o THCHHUIINHE

7.1. IlepeyeHb KoOMIeTeHUMH ¢ YyKazaHueM »3TanoB uX G(opMuUpoBaHUsI B IHpolLecce OCBOEHMS
0o0pa3oBaTe/ibHON MPOrPaMMbI

Ko .
KOMf:e Jran 6a30Boil JTan pacliMpeHus U yriay0aeHus Jtan npogeccHOHAIBLHO-
NMOATr0TOBKH NOATr0TOBKH NMPaKTHYeCKOIl MOAT0TOBKHU
TeHIUH
OK-7 OCHOBHI -
Teopus ynpasneHus
JIeNTOTIPON3BO/ICTBA
Teopus opranuzanuu
Koudnukromorus
ConmanpHOE  TApTHEPCTBO B  CHCTEME
roCyJITapCTBEHHOTO u MYHHUIUITaJIHHOTO
yHOpaBJIeHUs
OK-4 OcHOBBI -
Hemorpadus
JeNIOTIPOU3BOICTBA
OcHoBBHI IIpaBa
KonctutynmonHoe npaso
I'paxxpaHckoe npaso
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MyHununansHoe mpaBo

T'ocynapctBeHnoe wu
yIpaBlieHUE COITUANTBHOMN cepoit
l'ocynapcTBeHHas u
TIOJINTUKA B chepe 3aHATOCTH

MYHUIIUIIAJIBHOC

MYHHUIIUIIAJIbHAS

OIIK-1

OCHOBBI
JIeTIOIPOU3BO/ICTBA

Koncruryunonnoe npaso
AJIMUHHCTpPAaTUBHOE MPABO
I'paxpanckoe npaso

3eMenbpHOE NIPABO
TpynoBoe npaso

OIIK-6

OCHOBBEI
JICTTOTIPOU3BOJICTBA

OCHOBEI
nHpOpMAUN
CraTucTuka

WHdopManmoHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTHH

MaTreMaTu4eckod  oOpaboTku

7.2. Onucanme moka3aTejeil W KpPUTEPHEB OLECHHBAHUS KOMIETEHIHHA HA Pa3THYHBIX 3ITANax

(opmupoBanus, onucaHue MIKAJ OLeHUBAHUS

IMoka3aTenu oneHNBAHHUS KOMIIETEHIIHI HA Pa3JIMYHBIX 3Tanax ux GopMUPOBAHUS B MPoIECcCe OCBOECHHUS
YueOHO TMCUHUNTUHBI

1 HOpMATHUBHO-
METOANYCCKUEC TOKYMCHTDI
JOKYMCHTAlTUOHHOT'O
obecrneueHus yupaBJieHUA

(A0Y)

dopmMupyembie IToxa3aTeau copMHUPOBAHHOCTH (B TEPMHHAX

Ne Pa3nennl TUCHMILIMHBI pMupy (opmup ( p
KOMIIETEHIIHH «3HATB», KYMETbY», «BJIAETh))

1 Pa3pea 1. 3akononmarensueie | OK-7 3HAMb:

3aKOHBl U TEPMHHOJIOTHIO JOKYMEHTOBEICHUS,
3aKOHOMEPHOCTHU JOKYMEHTOOOPa30BaHNUS;

3aKOHOAATCJIbHBIC u HOPMAaTUBHO-
METOIUYECKHE MaTepHraJibl 1o OpraHu3anuu
JACTIOIIPOU3BOACTBA,

OpraHU3alMOHHYI  CTPYKTYpY,  LITaTHBIH
COCTaB MEePCOHaa CIyX0 ACIONPOU3BOACTBA;

METOHBI KJIacCU(DHKALINH, THUITU3ALHH,
yHUOHUKALMK W CTaHAApTU3alUU  JIOKYMEHTOB,
COCTaB YHU(PUITUPOBAHHBIX CHCTEM JOKYMEHTAIIHH;

npaBWjia  COCTaBlieHHsT M O(GOpMIICHHS
JIOKyMEHTOB c UCIIOJIb30BaHHEM Kak
TpaIUuIINOHHBIX, TakK u COBPEMEHHBIX
KOMIIBIOTCPHBIX TexHOJ’IOI‘Hﬁ;

OpraHu3alHi0 JOKyMEHTO000pOTa, KOHTPOJIS
UCIIOJHEHUSI JTIOKYMEHTOB W MH(pOPMalHOHHO-
CIIPaBOYHOH  paboThI c HCIIOJIb30BaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHif;

(bopMHUpOBaHHE TOKYMEHTOB B KOMILICKCHI;

OpPTraHM3allMi0  ONEPAaTHBHOTO  XpaHEHHs
JOKYMEHTOB B  JCJIONPOU3BOJCTBE M  OCHOBBI
APXMUBHOTO XpaHCHUA JOKYMCHTOB.

ymemuy:
OpraHU30BBIBATS, IJIAHUPOBATh u
KOHTPOJIHPOBATH paboty CITy>KOBI
JIeTIONIPON3BO/ICTBA;
NPaBMWJIBHO  COCTaBJIATh  JOKYMEHTBI |
oopmitsTh nx B COOTBETCTBUH c

roCyJJapCTBEHHBIMH CTaHIApTaMU;

YHAQUIMPOBATh, INPOEKTHPOBaTh  (HOPMBI
JOKYMEHTOB, CHCTEMBI JOKYMEHTAl[UH, BHEIPATh
YHU(UITUPOBAHHBIE CHCTEMBI JOKyMEHTAlUd B
MIPAKTHUKY.
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enaoemo:

HaBBIKAMH  COCTaBICHHA O OG(OpMICHU
JOKYMEHTOB;
MTOHUMaHUEM OpTaHU3aIIH

JOKYMEHTO000pOTa B OpTaHU3AIHM;
TEPMUHOJIOTHEH YIIPaBJICHAS JOKYMEHTAMH.

Pa3gen 2. Opraamzamnus
CITy’KOBI IETOMPOU3BOICTBA

(A0Y)

OK-4

3HaAMb!
3aKOHBI W TEPMHUHOJIOTHIO JOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTO0Opa30BaHus;
3aKOHOJATEIbHBIE M HOPMAaTUBHO-METOANYECKHE
MaTepHalIbl TI0 OpraHU3alnH Je0NPOU3BOICTBA;
ymemuy:

YHU(DUIIAPOBATS, MIPOEKTHUPOBATH (dopmBI
JOKYMEHTOB, CHCTEMBI JIOKyMEHTAallUH, BHEAPATH
YHUQUIMPOBAaHHBIE CHCTEMBI JOKyMEHTallUH B
MPaKTHKY.

enaoems:

MOHMMAaHHEM OpTaHM3aluk ITOKYMEHTO00OpOTa B
OpraHM3aINN;

TEPMUHOJIOTMEH yIPaBJIEHUS JOKYMEHTAMU.

Paznen 3. Kiaccudukanus
JIOKyMEHTOB. @yHKIIUU
JOKYMEHTOB. Y HU(pHKAILHSL.
Crangapruzanus

OK-7, OIIK -1

3HAMb.

3aKOHBI W TEPMHUHOJIOTHIO JOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTOO0OPa30BaHus;
3aKOHOJATENbHBIE M HOPMAaTUBHO-METOJNYECKHE
Marepuabl 10 OpraHU3aluy AeJI0NPOU3BOICTBA;
OpPTaHM3aI[MOHHYI0 CTPYKTYpY, IUTATHBIA cOCTaB
repcoHaa Ciyk0 Jenonpon3BOCTRa;

MpaBuiia COCTABJICHUsSI ¥ O(OPMIICHUS JOKYMEHTOB
C UCMOJb30BaHMEM KaK TpPAJAWUIHMOHHBIX, TaK U
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;
(hopMHpOBaHUE JOKYMEHTOB B KOMIUIEKCHL.

ymMemb.

OpTraHHM30BBIBATH, IUIAHUPOBATh U KOHTPOJIUPOBATH
paboTy ciy>x0bl AeTONPON3BOICTBA;
YHU(HULIUPOBATH, IIPOEKTHUPOBATH (hopmbl
JIOKyMEHTOB, CHUCTEMBbI JOKYMEHTAllUW, BHEAPSTH
yHUDHUIUPOBAHHBIE CHCTEMbI JIOKYMEHTAllUU B
MPAKTHKY.

enaoems:

MOHUMAaHHEM OpraHu3alMu JAOKYMEHTOO00pOTa B
OpraHM3aIHu;

TEPMHHOJIOTUEH YIIPABJICHHS JOKYMEHTAMHU.

Pa3nen 4. TpeboBanus k
ohopMIICHHIO OJIAHKOB U
PEKBU3UTOB

OK-4, OIIK -6

3HAMb:

3aKOHBl W TEPMHHOJIOTHIO JIOKYMEHTOBEICHUS,
3aKOHOMEPHOCTH JIOKYMEHTO00Pa30BaHHUS,;
3aKOHOJATEJIbHBIE M HOPMATHBHO-METOANYCCKHE
MaTepHasIbl TI0 OPraHU3AIMU JAEI0NPOU3BOICTBA;
yMmemsp.

YHUDUITUPOBAT, MIPOSKTHUPOBATH dhopMbI
JIOKyMEHTOB, CHCTEMBI JOKYMEHTAIIUH, BHEAPSTH
YHH(DUIIUPOBAHHBIE CHCTEMBI JOKYMCHTAIIUA B
MPAKTHKY.

eraoemo:

MMOHUMaHUEM OPTaHU3alMH JIOKyMEHTOoOOpoTa B
OpraHu3aIlHH;

TEPMUHOJIOTHEH YIPAaBJICHHUS JOKYMEHTAMH.

Pa3gen S. O6mme
TpeOOBaHUS K TEKCTY
nokymeHnTta. OcoOeHHOCTH
SA3bIKa, CTUJIA U
peaaKTUpOBaHUA
O(UIHUANTEHBIX TOKYMEHTOB

OK-4

3HAMb.

3aKOHBl W TEPMHHOJIOTHIO JIOKYMEHTOBEICHHS,
3aKOHOMEPHOCTH JTOKyMEHTO0Opa30BaHMS;
3aKOHOJATEIbHbIE ¥ HOPMATHBHO-METOANYECKHE
MaTepHaJIbl IO OPTaHU3AIMHN AETIOMPON3BOICTBA;
ymems.

YHU(HUINPOBATS, IIPOEKTUPOBATh thopmbl
JIOKYMEHTOB, CHCTEMBl JOKYMEHTAIUH, BHEIPATh
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YHU(DUIIUPOBAHHBIE CHCTEMBI JJIOKyMCHTAIlUd B
MPAKTHKY.

e1a0emn:

[MOHUMaHWEM OPTaHU3aIMK ITOKYMEHTOO0OpOTa B
OpraHM3aIHu;

TEPMHUHOJIOTHEN YIPAaBICHUS JOKYMEHTAMH.

Pa3gen 6. OpraamzammonHo- | OIIK-1 3Hamo:

MIPABOBBIC JIOKYMEHTHI 3aKOHBI W TEPMHUHOJIOTHIO JOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTO0Opa30BaHus;
3aKOHOJATEIbHBIE M HOPMAaTUBHO-METOANYECKHE
MaTepHalIbl TI0 OpPraHU3alyH JeI0NPOU3BOICTBA;
OpPraHU3aIMOHHYIO CTPYKTYPY, INTATHBIA COCTaB
repcoHaa Ciyk0 Jenonpor3BOICTRA;

MpaBuiia COCTABJICHUSI ¥ O(OPMIICHUS JOKYMEHTOB
C UCIOJb30BAaHMEM KaK TpPAAWIHMOHHBIX, TaK U
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;
(bopMUpOBaHUE TOKYMEHTOB B KOMILICKCHI.

ymMemb.

OPraHU30BHIBATh, TUIAHUPOBATh U KOHTPOJMUPOBATH
paboTy ciyx0bl AeTONPON3BOICTBA;
YHU(HULINPOBATH, IIPOEKTHUPOBATH (hopmbl
JOKYMEHTOB, CHUCTCMbI OJOKYMCHTAIlUW, BHCIAPATH
YHU(HULIUPOBAHHBIE CHCTEMBI JIOKYMEHTAallUd B

NPaKTHUKY.
61a0emn:
MOHUMAaHHEM OpraHM3alMy JAOKYMEHTOO00pOTa B
OpraHM3aIHu;
TEPMHUHOJIOTMEN YIPaBICHUS JOKYMEHTAMH.
Paszgen 7. OK-7 3HAMb:
PacniopsiiuTesbHbIe 3aKOHBI W TEPMHUHOJIOTHIO JIOKYMEHTOBEACHHUS,
JIOKYMCHTBI. 3aKOHOMEPHOCTH JIOKYMEHTO00pa30BaHMuS,;
Hudopmanmonssie 3aKOHOATEILHEIE u HOPMAaTHUBHO-
JIOKYMCHTBI. METOAMYECCKHE  MaTepHalbl [0  OpraHU3aluu
JICITOTIPOU3BO/ICTRA,;

OpraHW3allMOHHYI0  CTPYKTYpY,  IITaTHBIN
COCTaB MepcoHaja CIy0 JAeI0NpOn3BO/ICTBA;

METO/IbI KI1accu(UKaIH, TUINU3ALNH,
yHUQUKAUUH W CTaHIAPTH3AIUH JTOKYMEHTOB,
COCTaB YHU(PHUIIMPOBAHHBIX CHCTEM TOKYMEHTAINHY,

MpaBUIa  COCTaBIeHHI ©  O(OpPMIICHUS
JIOKYMEHTOB c HCIOJIb30BaHUEM Kak
TpaJLIMOHHBIX, TaKk u COBPEMEHHBIX
KOMITBIOTEPHBIX TEXHOJOTHUH;

OpPTraHU3aINI0 JTOKYMEHTOO0OpOTa, KOHTPOISA
UCIIOJIHEHHUsI JIOKYMEHTOB M MH(OPMAIMOHHO-
CIPaBOYHOMN paboTs! c HCTIONIb30BaHIEM
COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTHIA,

(opMHpOBaHHE TOKYMEHTOB B KOMIUIEKCHI;

OpraHu3aLuIo ONEPaTUBHOTO XpaHEeHHUs
JOKYMEHTOB B  JIEJOMpPOU3BOJCTBE M  OCHOBBI
ApXMBHOTO XpaHEHUsI JOKYMEHTOB.

ymemb:
OpraHU30BBIBATE, IUIAHUPOBATh "
KOHTPOJIHPOBATH paboty CITy>KOBI
JeJIONIPOU3BO/ICTBA;
NPaBWJIBHO  COCTaBJIATh  JOKYMEHTbI |
oopmitsTh ux B COOTBETCTBHH c

TOCyJITapCTBEHHBIMH CTaHIAPTaMU;
yHH(HUIINPOBATh, TMPOEKTUPOBATH  (OPMBI
JOKYMEHTOB, CHCTEMBI JOKYMEHTAllUH, BHEAPATH
YHUOGHUINPOBAHHBIE CHCTEMBI JIOKYMEHTallud B
MIPAKTHKY.
enaoems:
HaBbIKAMU _ COCTaBJICHUSI 0 0(OpMIIEHHS
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JOKYMEHTOB;

MTOHUMaHUEM OpTaHU3aIIH
JOKYMEHTO000pOTa B OpTaHU3AIHH;
TEPMUHOJIOTHEH YIIPaBICHAS JOKYMEHTAMH.

Pa3nen 8. Uadopmarmonno- | OIIK-6 3Hamo:

CHpaBOYHBIE TOKYMEHTbI 3aKOHbBI W TEPMHUHOJIOTHIO JIOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTOOOPa30BaHuS;
OpraHU3aIHIO JIOKYMEHTOO000pOTAa, KOHTPOJISt
WCTIOJHEHUS JOKYMCHTOB H  HWH()OPMAIMOHHO-
CIPaBOYHOMH paboThI C HCIIOJIB30BAHUEM

COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;
(hopMHpOBaHUE JOKYMEHTOB B KOMILIEKCHI;
OPraHU3aLHI0 OIePaTUBHOTO XpaHEeHUs
JOKYMEHTOB B  JEJONPOHM3BOJACTBE U OCHOBEI
ApXUBHOT'O XPaHCHUS TOKYMEHTOB.

ymemby:

OPraHU30BbBIBATh, IIAHUPOBATh U KOHTPOJIHUPOBATH
paboty ciay)OBI JeTOPON3BO/ICTRA;
YHU(HULINPOBATH, MPOEKTUPOBATH (hopmbl
JOKYMEHTOB, CHUCTCMbI OJOKYMCHTAllUW, BHCIAPATH
YHU(HULIUPOBAHHBIE CHCTEMBI JIOKYMEHTAallUd B
HPaKTHKY.

enaoemy:

HaBbIKAMU COCTaBJICHUS 0 odopmiteHHs
JOKYMEHTOB.

Paspnen 9. [lepenucka. OIIK-1 3Hamv:

Pa3HOBHMIHOCTH IEJIOBBIX 3aKOHBl W TEPMHHOJIOTHIO JOKYMEHTOBEICHUS,
HceM 3aKOHOMEPHOCTH JTOKYMEHTO0Opa30BaHMS;
3aKOHOJATEIbHbIE ¥ HOPMAaTUBHO-METOJANICCKHE
MaTepHalbl IO OPTaHU3AINA AEJIOMPON3BOICTBA;
OpPraHHU3aIlMOHHYI0 CTPYKTYpPY, INTaTHBIA COCTaB
MIePCOHANA CITY>KO JICTONPOU3BOJICTRA,;

NpaBUiIa COCTABICHUS M O(GOPMIICHUS JOKYMCHTOB
C HCMONb30BAaHHEM KaK TPAJAUIUOHHBIX, TaK U
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHIA;
(dhopMuUpOBaHUE TOKYMEHTOB B KOMILJICKCHI.

yMmems:

OpPTraHU30BHIBATh, TUIAHUPOBATH U KOHTPOJIUPOBATH
paboTy ciry>KObI JeITOPON3BOICTBA;
YHH(DUIIUPOBATS, MPOEKTHUPOBATH hopMBI
JIOKYMEHTOB, CHCTEMBI IOKYMCHTAIMH, BHEIPSATH
VHU(DUIIUPOBAHHBIE CHCTEMBI JOKyMCHTAIlUd B

NPAKTHKY.
e1ademn.
NOHUMAaHHAEM OpTaHU3aIMKh JOKYMEHTO000pOTa B
OpraHu3aIlu;
TEPMHUHOJIOTUEN YITPABJIEHHS JOKYMEHTAMH.
Paszgea 10. OIIK-1, OIIK-6 3HAMb:!
JIOKyMEHTHUPOBaHHE 3aKOHbBI W TEPMHUHOJIOTHIO JOKYMEHTOBEIEHHUS,
(hMHAHCOBO-X03SIMCTBEHHBIX 3aKOHOMEPHOCTH JOKYMEHTOOOPa30BaHuS;
onepanuii. JloroBopHo- 3aKOHOJATEIbHBIE u HOPMAaTHBHO-
MPaBOBast JOKyMEHTAIHS. METOJIMYECKHE  MaTepHajbl [0  OpraHu3aIiu
JoBepeHHOCTH JIEITOTIPOU3BO/ICTBA;

OpPraHU3AlIOHHYI0  CTPYKTypy,  IITATHBII
COCTaB TIEPCOHANA CITyK0 JIEIOPOU3BOICTBA;

METOAbI KJ'[aCCI/Iq)I/IKa[H/II/I, THUITU3AalluH,
yHA(UKAIUA W CTaHZAPTH3AIUH  JTOKYMEHTOB,
COoCTaB yHI/IQJI/IHI/IpOBaHHBIX CHUCTEM TOKYMEHTAllUU,

NpaBUJa  COCTaBICHHA ®  O(OPMIICHUS
JTOKYMEHTOB C HCIIOJIb30BAHUEM KakK
TPaJULMOHHBIX, Tak u COBPEMEHHBIX
KOMIBIOTEPHBIX TEXHOJIOTHH;

OpraHM3alyio JIO0KYMEHTO000pOTa, KOHTPOJIA
WCIIOJIHEHUSI  TOKYMEHTOB M MH(OPMAIMOHHO-
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CIpaBOYHON paboTHI c HCTIOJIH30BaHUEM
COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTHIA;
(opMHIpOBaHNE TOKYMEHTOB B KOMIUIEKCHI
OpTaHU3AIIHIO OTIePaTUBHOTO XpaHEHHS
JOKYMEHTOB B JICJONPOM3BOJACTBE ¥  OCHOBBI
ApXMBHOTO XpaHEHHS JOKYMEHTOB.

ymemuy:
OpraHU30BHIBATE, IUIAHUPOBATh "
KOHTPOJIHPOBAThH pabory CITyKOBI
JeJIONPOU3BOJICTBA;
NPaBMWJIBHO  COCTaBIATH  JOKYMEHTBI |
ohopMIATH ux B COOTBETCTBHHU c

roCyapCTBEHHBIMH CTaHIAPTAMU;

yHH(PHUIUPOBATh, TMPOCKTUPOBATH  (HOPMBI
JOKYMEHTOB, CHCTEMBI JIOKyMEHTAaLlUH, BHEAPATH
YHUQUIMPOBAaHHBIE CHCTEMBI JOKyMEHTalUH B

MPaKTHKY.
81a0emn:

HAaBBIKAMU  COCTABJCHUS O  OGOpPMIIEHHS
JIOKYMEHTOB;

[IOHUMAaHHUEM OpraHu3aIu

JOKyMEHT0000pOTa B OpraHn3allvy;
TEPMUHOJIOTMEH yIPaBJIEHUS JOKYMEHTAMM.

Paznen 11. BuyTpeHHuit
JTOKYMEHTO00O0POT, KyJIbTypa
paboThI ¢ TOKYMEHTAMH Ha
pabounx MecTax

OIIK-1, OIIK-6

3HAMb.
3aKOHBI W TEPMHUHOJIOTHIO JOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTOOOPa30BaHus;

3aKOHOJIaTEIIbHBIC " HOPMaTHBHO-
METOAMYECKHE  MaTepHajbl [0  OpTaHM3aINd
JIeTIONIPON3BO/JICTBA;

OPTaHM3aIIOHHYI0  CTPYKTYpy,  IUTATHBIH
COCTaB IIepCOHaNa CIIy0 JeI0MPOU3BOACTBA;

METOJIBI kiaccudukanmy, TUIH3ALIMY,
yHUGHUKALMK W CTaHAApTU3aLUU  JTOKYMEHTOB,
COCTaB YHH(DHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH;

npaBWjia  COCTaBJICHHS M O(GOpMIICHHS
JIOKyMEHTOB c UCTIOJIb30BaHUEM Kak
TPaANIOHHBIX, TaK n COBPEMEHHBIX
KOMITBIOTEPHBIX TEXHOJIOTHIA;

OPTaHM3aIMI0 JTOKYMEHT0000pOTa, KOHTPOJIA
WCTIOTHEHUSI JOKYMEHTOB ¥ HMH(OPMAIMOHHO-
CIIPaBOYHOM paboTsI c HCIIOJIb30BaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;

(bopMupoBaHHe JOKYMEHTOB B KOMILIEKCHI;

OpraHM3alMi0  OIEPAaTHBHOTO  XpaHEHHs
JOKyMEHTOB B  JIEJONPOU3BOJCTBE U OCHOBBI
ApXMBHOTO XpaHEHHsI JOKYMEHTOB.
ymems.

OpTraHU30BBIBATE, IUTAHUPOBATh u
KOHTPOJIHPOBATH paboty CITYKOBI
JIeTIONIPON3BO/ICTBA;

NPaBMWJIBHO  COCTaBIATh  JOKYMEHTBI |
oopmitsTh nx B COOTBETCTBUH c
rOCYZapCTBEHHBIMH CTaHAapPTAMH;

yHH(HUIINPOBATh, TMPOEKTUPOBATH  (OPMBI
JIOKyMEHTOB, CHCTEMbI JOKYMEHTAllU{, BHEAPSTH
yHU(HUIUPOBAHHBIE CHCTEMBbl JIOKYMEHTAllUd B
MIPaKTHKY.
enadems:

HaBbIKAMU  COCTAaBIECHUS O  OGOPMIIECHHS
JIOKyMEHTOB;

MOHMMaHHEM OpTaHM3alN
JIOKyMEHT0000pOTa B OpraHN3al|y;
TEPMHUHOJIOTHEH YIIPaBICHHs JOKYMEHTaMHU.

Pazpnes 12. O6paboTka

OIIK-1, OIIK-6

3HAanNnb.
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OTIpaBIsieMOM
KOPPECTIOHICHITHN

3aKOHbBI W TEPMHHOJIOTHIO JIOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTOOOPa30BaHuS;

3aKOHOJATENbHBIE u HOPMaTHBHO-
METOJMYCCKHE  MaTepuayibl 10  OpPTraHH3alHd
JICTIONPOU3BO/ICTBA,;

OPTaHM3AIIOHHYI0  CTPYKTYpy,  IUTaTHBIH
COCTaB IIEpPCOHANA CIy>K0 AeNOIpPOU3BOACTBA;

METOJIBI Kiaccudukanmy, TUIH3ALNY,
YHUOHUKALMK W CTaHAApTU3alUU  JTOKYMEHTOB,
COCTaB YHH(DHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH;

npaBWjia  COCTaBJICHHS M O(GOpMIICHHS
JOKyMEHTOB c HCTIONIb30BaHUEM Kak
TPaANIOHHBIX, Tak u COBPEMEHHBIX
KOMITBIOTEPHBIX TEXHOJIOTHI;

OpPTaHM3aIMI0 JTOKYMEHTO000pOTa, KOHTPOJIA
WCTIONHEHUSI JOKYMEHTOB M HMH(OPMALMOHHO-
CTIPaBOYHOM paboTsI c HCTIOJIb30BAHNEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHIA;

(hopMupoBaHUe JOKYMEHTOB B KOMILIEKCHI;

OpPraHM3alMi0  ONEPAaTHBHOTO  XpaHEHHs
JOKyMEHTOB B JEJONPOU3BOJCTBE W OCHOBBI
ApXMBHOTO XpaHEHHsI JOKYMEHTOB.

ymemuy:
OpraHU30BHIBATD, IUIAaHUPOBATh u
KOHTPOJIMPOBATH paboty CITyKOBI
JeJIONIPOU3BOJICTBA;
NPaBWIFHO  COCTAaBIATH  JOKYMEHTHl |
ohopMIATH ux B COOTBETCTBHHU c

rOCyapCTBEHHBIMH CTaHIAPTAMU;

YHAQHUIMPOBATh,  MPOEKTHPOBaTh  (HOPMBI
JIOKyMEHTOB, CHUCTEMBI JOKYMEHTAllUW, BHEAPSITH
YHU(HULIUPOBAHHBIE CHCTEMBI JIOKYMEHTAallUd B

NPaKTUKY.
erademo:

HAaBBIKAMU  COCTABICHUS O  OGOpPMIICHHS
JIOKyMEHTOB;

[IOHUMAaHHUEM OpraHu3auu

,I[OKyMeHTOO60pOTa B OpraHu3anuu;
TCpMHHOHOFHGﬁ yYHOpaBJICHHUA JOKYMCHTAMMU.

Pasnen 13. Peructpauus
JIOKYMEHTOB, KOHTPOJIb 32
HCTIOJTHEHUEM JIOKYMEHTOB U
NIPUHATHIX PEIICHUN

OIIK-1, OITK-6

3HAMb.
3aKOHBI W TEPMHHOJIOTHIO JOKYMEHTOBEACHHUS,
3aKOHOMEPHOCTH JOKYMEHTO00pa30BaHus;

3aKOHOIATCJIIbHBIC u HOPMAaTHUBHO-
MCTOAUYCCKUC MaTepuralibl mo OpraHu3anuun
JCTIOIPOU3BOACTBA,

OpraHU3alMOHHYK)  CTPYKTYpY,  IITaTHBIH
COCTaB TIEpCOHAIA YO0 JIeIONPOU3BO/ICTBA;

METOJIBI Kkiaccudukanmy, TUIH3AIHY,
yHUPHUKAIUK W CTAHAAPTU3AIUU  JTOKYMEHTOB,
COCTaB YHU(DHUIIMPOBAHHBIX CUCTEM JJOKYMEHTAINH;

MpaBUIa  COCTAaBICHHA ©  O(OpPMIICHUS
JIOKyMEHTOB c UCII0JIb30BaHUEM KaK
TpaIuIINOHHBIX, TakK n COBPEMEHHBIX
KOMIIBIOTEPHBIX TeXHOJ’lOFHﬁ;

OpraHHu3alyio JI0KYMEHT0000pOTa, KOHTPOJIS
HUCIIOJIHEHUA  TOKYMCHTOB H I/IHq)OpMaLII/IOHHO-
CIPaBOYHOMN paboTsI c UCIIOJIb30BaHUEM
COBPEMEHHBIX KOMIIBIOTECPHBIX TeXHOJ’lOFHﬁ;

(hopMupoBaHe JOKYMEHTOB B KOMIIIEKCHI;

OpTaHHU3aIIIO OIEepPaTUBHOTO XpaHCHUS
JIOKyMEHTOB B JICJIOTIPOM3BOJICTBE ¥ OCHOBBI
APXUBHOTO XPAaHEHHS JJOKYMCHTOB.

ymems:
OpPTraHU30BBIBATH, IUTAHUPOBATh "
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KOHTPOJIMPOBATh paboty CITyKOBI

JIeITOTIPON3BO/ICTRA;
NPaBUIBHO  COCTaBIATH  JAOKYMEHTH U
0pOopMIIAT nx B COOTBETCTBUH c

roCyapCTBEHHBIMH CTaHIAPTAMU;

yHH(DHUIUPOBATh, TMPOCKTUPOBATH  (HOPMBI
JOKyMEHTOB, CHCTEMBI JOKYMEHTAllUW, BHEAPSTH
YHU(HUIUPOBAHHBIE CHCTEMBI JIOKYMEHTallUd B

MPaKTHKY.
enadems:

HAaBBIKAMU  COCTABJICHUS O  OGOpPMIIEHHS
JIOKYMEHTOB;

MMOHUMaHHEM OpTaHU3aIHH

JOKYMEHTO000pOTa B OpTaHU3AIHM;
TEPMUHOJIOTHEH YIIPaBJICHAS JOKYMEHTAMH.

Kpurepuu oueHuBaHus KOMIETEHIUH

Kon . .
. Ba3zoBbIit Brbicokmii
KoMIIe- MunumMaabHbIA YPOBEHb
- YPOBEHb YPOBEHb
OK-7 3HaeT OCHOBHBIC MOHATHUS OCHOB | 3HAeT  OCHOBHBbIE  TIOHATUS | 3HAET OCHOBHBIE MOHSITHI
JIeTIOTIPOU3BO/ICTBA. JICJIOTIPOU3BOICTRA, JIeTIOTIPOU3BO/ICTRA,;
YMmeer paboTaTh C HAyYHOW | METOOJIOTUU METO0JIOTUH
JTUTEPaTypoi u IPYTAMU | JEIOTPOM3BOJCTBA; JIEITOTIPON3BO/ICTBA;
HCTOYHUKAMHU Hay4YHOU U | OIpEeneInsionme TPU3HAKA | OTIPEESIITIONIIE MIPU3HAKH
HAYYHO- METOAMYECKON | JOKYMEHTOB Pa3lIMYHBIX BHIOB. | JOKYMEHTOB pa3IHMIHBIX
HHPOPMALINH: MIPaBHIBHO, BHJIOB.
BOCIIPHHHMATh M OCMBICIHMBATH | YMeeT pa0doTaTh C HayYHOU
HHPOPMALHIO, COJIEpIKAIYI0 | JTUTEPATypOi " IpyTuMU | YMeeT paboTaTh C HAayIHOU
OCHOBHBIE HampaBJICHUsl | UICTOUHWKAMH  HAay4YHOH W | JIuTeparypod W JAPYTUMH
pa3BUTHA OCHOB | HayYHO-METOANYECKOil UCTOYHUKAMU  HAy4YHOU |
JIeTTOTIPOU3BO/ICTBA. nHpOpPMALNH: MIPAaBUIBHO, | HAYYHO-METOANIECKOM
Biageer HaBblkaMu — aHajgM3a | BOCHPHUHUMATh W OCMBICIMBATH | MH(MOPMAIMH: MIPaBUJIBHO,
OCHOBHBIX 3TaINoB u | uHpOpMaIMIo,  COAEp)KaIlyl0 | BOCIIPUHUMATH u
3aKOHOMEpPHOCTEH OCHOB | OCHOBHBIC  JTallbl  Pa3BHUTHUS | OCMBICIHBATh HH(MOPMAIIHIO,
JIETTOTIPON3BOJICTBA JUIL | JETOMPOU3BOJICTBA; 0OOCHOBATH | COJEPIKAIIYIO OCHOBHEIE
(dbopMHUpOBaHUS  TPaXITAHCKOW | CBOIO MHPOBO33PEHUYECKYIO W | 3aKOHBI Pa3BUTHS SKOHOMHUKH;
MTO3UIIHH. TPaXXIaHCKYIO MMO3UIHH, | 0OOCHOBATH CBOIO
MIPUMEHSTH MOJyYCHHBIE | MHUPOBO33PEHYCCKYIO u
3HaHUA npu pelIeHNH | TPaXXTaHCKYIO MO3HIINH,
podecCHOHATBHBIX 3a1ad, | IPUMEHATh MOJTy9YEeHHbIE
pa3paboTke  PKOHOMMYECKHX, | 3HAHUSA npu peteHnn
NPaBOBBIX M COLMANBHBIX | NpodecCHOHANBHBIX  3ajad,
MIPOEKTOB, OpraHM3alluy | pa3paboTke HSKOHOMHUYECKHX,
MEXJIMYHOCTHBIX OTHOIIEHHWH B | MPaBOBBIX W  COIHMAJIBHBIX
chepe YIPaBIEHYECKOIl | MPOEKTOB, OopraHu3anuu
JIeSITeTHHOCTH U OM3Heca. MEXIIMYHOCTHBIX OTHOIICHHUN
Bmameer HaBelkamMu aHanmm3a | B chepe  yIpaBICHYECKOM
OCHOBHBIX 3TaroB U | JesTesibHOCTH M OM3Heca;
3aKOHOMEpPHOCTEH Onpenensitb  CyIIHOCTb U
JIEJIONPOU3BOACTBAIIS JKU3HEHHBIN CMBICIT
(opMupoBaHHs ~ TPAKTAHCKOHN | OOIIECCTBEHHOTO CO3HAHUA,
MO3WIINY; pa3IYHbIC TTOHVMAaHHMSI
HaBbIKaMU 0600m1aTh U | KyJIbTYpBI, CYIHOCTh
AQHATM3UPOBATh MH(POPMAITHIO B | ICTETHUECKOTO M (DOPMBI €ro
paMKax CBOCH | IPOSIBICHHUS.
npodeccnoHamTLHOM Baaneer CIOCOOHOCTHIO
JIeSITEIbHOCTH. aHAIU3UPOBATh OCHOBHBIE
oTanbl ¥ 3aKOHOMEPHOCTH
HUCTOPUYECKOTO pa3BUTHS
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obmectBa st HOPMHUPOBAHHS
Tpak1aHCKOM TIO3HIINH;
HaBBIKAMHA 0000mare u
aHAIM3UPOBATh HWH(MOPMAIHIO
B pamKax cBoel
po¢eCCHOHATBHOM

JIeSITCILHOCTH; CIIOCOOHOCTBIO
aHAITU3UPOBATh COIIUAIEHO
3HaYMMBIC  TOpPOOJEMBI U

TIPOLIECCHI.
OK-4 3Haert: 3Haer: 3Hnaer:
3aKOHBI M  TEPMHHOJIOTHIO | 3aKOHBl WM  TEPMHHOJIOTHIO | 3aKOHBl M  TEPMHUHOJIOTHIO
JIOKYMEHTOBEICHHS, JOKYMEHTOBEICHH, JOKYMEHTOBEICHHS,
3aKOHOMEPHOCTH 3aKOHOMEPHOCTH 3aKOHOMEPHOCTH
JOKYMEHTOOOpa30BaHHUS; JIOKYMEHTOOOpa30BaHMUS; JOKYMEHTOOOpa30BaHHUS;
3aKOHOZATENbHbIE U | 3aKOHOIATEIIbHBIC U | 3aKOHOJATeJIbHBIC %

HOPMAaTHBHO-METOJHIECKHE
MaTrepuansl [0  OpTaHHW3aINH

JIeTIOTIPON3BO/ICTBA;

Ymeer:

YHU(DHULIUPOBATH,

IIPOEKTUPOBATH (bopMEI
JIOKyMEHTOB, CHCTEMBI
JIOKyMEHTAIIHH, BHEZIPSITh

YHUPHUIHPOBAHHEIC CHCTEMBI
JOKYMEHTAINH B TIPAKTHKY.
Baageer:

MTOHUMaHHEM OpraHU3alUN
JOKyMEHT0000pOoTa B
OpraHU3alNH;
TEPMUHOJIOTHEH yIpaBJIeHUS
JIOKyMEHTaMH.

HOPMAaTUBHO-METOANYICCKUEC
MaTe€puajibl II0 OpraHu3alun

JIeTIONPOU3BOJICTBA;
Ymeer:

YHU(HUIKPOBATS,
MIPOEKTUPOBATh (hopMBI
JIOKyMEHTOB, CHCTEMBI
JIOKyMEHTaIHH, BHEJIPATH

YHUQUIMPOBAHHBIE  CHCTEMBI
JOKYMEHTAIHHU B IIPaKTHKY;
paboTaThb c Hay4YHOI
JUTEPATYypOd U JIPYTUMH
UCTOYHMKAMH  HAaydyHOH U
Hay4YHO-METOANYECKOM
nHdopmanum: IIPaBUIBHO,
BOCIIPUHMMATh M OCMBICIHBATh
HHPOPMALIUIO,  COJCPIKAILYIO
OCHOBHBIE  JTambl  Pa3BHTUS

JIETIONPOU3BOJICTBA;
o0ocHOBaTh CBOIO
MHPOBO33PEHUECKYIO "
TPaXIAHCKYIO MO3HINH,
MPUMEHSTH MOJTyYeHHbIE
3HAHMSA pu peneHnn
npodeccHoHAIBHBIX 3ajad,

pa3paboTke  SKOHOMHUYECKHX,
IIpaBOBBIX )44 COIIMAJIbHBIX

MPOEKTOB, OpraHu3aIiu
MEXXJINYHOCTHBIX OTHOIIEHUH B
chepe YIOpaBICHYECKOI

JIEATEILHOCTH U OU3HECa
Baaneer:

HOPMAaTHBHO-METOJMIECKHE
MaTepHalsl 10 OpraHW3alHn

JIeTIONIPON3BO/JICTBA;
Ymeer:

YHU(HULINPOBATH,
HPOEKTHPOBATh (bopMEI
JIOKyMEHTOB, CHCTEMBI
JIOKyMEHTAIHH, BHEJIPATH

YHU(HUINPOBAHHBIE CHCTEMBI
JOKYMEHTAINH B IPAKTHUKY.
paboratb c Hay4YHOH
JIUTEpaTypol W JIPYyTUMH
HNCTOYHWKAaMH HAaydYHOH U
Hay4YHO-METOIIMYECKOH

uH(DOpMALUH: IIPaBUIBHO,
BOCHPUHUMATH "
OCMBICIIUBATh HMH(pOPMAIIHIO,
COZIepKAIIYI0 OCHOBHBIE
3aKOHBI pa3BuTHS
9KOHOMHKH; 000CHOBATh
CBOI0 MHPOBO33PCHYECKYIO H
IPaXKIaHCKYIO HO3ULIUH,
NPUMEHSTh HOJTyYCHHBIC
3HaHUS npu penieHnu

npodeCCHOHANBHBIX  33/1a4,
pa3paboTke HIKOHOMUYECKHX,
IpaBOBbIX )41 COIIMAJIBHBIX
MPOCKTOB, OpraHu3aIUH
MEXJIMYHOCTHBIX OTHOIIEHUH
B cdepe  yIpaBICHYECKOU
IeITEeIbHOCTH M OM3Heca;
Onpenensate  CyHIHOCTh U

MTOHUMaHHEM OpraHu3aluy | JKU3HCHHBIH CMBICI
JIOKYMEHT0000pOTa B | OOIIECTBEHHOTO  CO3HAHWA,
OpTaHM3aINH; pasyInuHbIe MOHUMaHUS
TEpPMHUHOJIOTHEH  yNpaBJieHUs | KyJbTYypHl, CYIIHOCTb
JOKYMCHTaMU; 3CTETHYCCKOIO U (bOpMBI €ro
HaBbIKAMH aHaJIn3a OCHOBHBIX TIPOSABIICHUA.
3TanoB W 3akoHOMepHocTell | Baaneer:
JIEJIOTIPON3BOACTBAIIIS MMOHHMaHUEM  OpTaHHW3alUuU
dhopMupOBaHHSA ~ TPAXKAAHCKOH | JOKyMEHTO0OOpOTa B
MO3ULINH; OpraHu3aluy;
HaBbIKAMHU 00001maTs U | TSpMHHOJIOTHEH yHpaBlICHUs
aHAIM3MPOBAaTh WHPOPMALHUIO B | JOKYMEHTaMHU.
paMKax CBOEHl | CIIOCOOHOCTBIO
npodeccroHaIbHOM aHAIN3UPOBAThH OCHOBHBIE
JIeSITeIIbHOCTH. STambl M 3aKOHOMEPHOCTH
HUCTOPUYECKOTO pa3BHUTHS
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obmectBa st HOPMHUPOBAHHS
Tpak1aHCKOM TIO3HIINH;

HaBBIKAMHA 0000mare u
aHAIM3UPOBATh HWH(MOPMAIHIO
B pamKax cBoel
po¢eCCHOHATBHOM
JIeSITCILHOCTH; CIIOCOOHOCTBIO
AQHATU3UPOBATh  COIMAIBHO
3HaYMMBIC  TOpPOOJEMBI U
MIPOLIECCHL.
OIIK-1 3uaer: 3uaer: 3Hnaer:
3aKOHBl M TCPMHUHOJIOTHIO | 3aKOHBI ¥  TEPMHUHOJOTHMIO | 3aKOHBl W  TEPMHHOJOTHIO
JOKYMEHTOBEICHHS, JIOKYMEHTOBEICHUS, JOKYMEHTOBEICHUS,
3aKOHOMEPHOCTH 3aKOHOMEPHOCTHU 3aKOHOMEPHOCTH
JOKYMEHTOOOpa30BaHHUS; JIOKYMEHTOOOpa30BaHMUS; JOKYMEHTOOOpa30BaHHUS;
3aKOHOJAaTEIIbHEIC U | 3aKOHOJATeIbHBIC ¥ | 3aKOHOJATEIbHBIC "
HOPMaTHBHO-METOMYECKIEC HOPMATHBHO-METOANICCKIE HOPMaTHBHO-METOITYECKIE
MaTepuagbl 10 OpraHM3aIlM | MaTepHalbl II0 OpPTaHW3AIUH | MaTepHalbl IO OpraHU3aALUuN
JIeTIOTIPON3BO/ICTBA; JIeTIONPOU3BOJICTBA; JIeTIONIPON3BO/JICTBA;
OpPraHM3allMOHHYIO0 CTPYKTYpPY, | OpPraHM3alMOHHYIO CTPYKTYpPY, | OpraHM3allMOHHYIO
IITATHBI COCTAaB MeEpcOHaja | IUTATHBI COCTaB IIEPCOHANIa | CTPYKTYpPY, LITATHBIA COCTaB
CITyk0 J1eI0npOU3BO/ICTBA; CITyK0 J1eNoNpOon3BOICTBA; nepcoHana CIIyx0
npaBuiia COCTaBIICHUS u | mpaBuia COCTaBIICHUS U | JeJI0npOu3BOJICTBA;
opopmiicHHS ~ JOKYMEHTOB C | OQOpPMIICHHMS JOKYMCHTOB C | MpaBWja  COCTaBICHUS U
HCTIOJIb30BaHUEM KaK | HMCIOJBh30BaHUEM KakK | oQOpMIICHHS OKYMCHTOB C
TPaIUIMOHHBIX, TaK U | TpaauIOHHBIX, TakK U | WCIOJBH30BAHUEM KaK
COBPEMCHHBIX ~KOMIBIOTEPHBIX | COBPEMEHHBIX KOMITBIOTEPHBIX | TPaJHIIMOHHBIX, Tak "
TEXHOJIOTHIA; TEXHOJIOTHI; COBPEMEHHBIX

(dbopMHupOBaHHE TOKYMEHTOB B
KOMIIICKCHI.

Ymeer:

OpraHMU30BbIBATH, IIJIAHUPOBATH
U KOHTPOJIUpPOBaTh  paboTy
CITy>KOBbI IeTTOTIPOU3BOJICTBA;

YHU(HULIUPOBATH,

MIPOEKTHPOBATH (bopMBI
JIOKYMEHTOB, CUCTEMBI
JOKYMCHTAITUH, BHEJPSTH
YHU(QHUIUPOBAHHBIE  CHCTEMEI
JOKYMEHTAINH B TIPAKTHKY.
Baageer:

IIOHUMAaHUEM OpraHmusanun
JIOKYyMEHTO000pOTa B
OpraHHU3aIH;

TEPMUHOJIOTUEN YIIpaBJIECHUS
JAOKYMCHTaMMH.

(hopmHpOBaHHE TOKYMEHTOB B
KOMILIEKCHI.

Ymeer:

OpraHMu3o0BbIBaTh, IJIAHUPOBATH
U KOHTPOJIUpPOBaTh  paboTy
CITy>KOBI ICJIONPOU3BOJICTBA;

YHU(HULIKPOBATS,

NPOSKTUPOBATH bopmbI
JOKYMEHTOB, CHCTEMBbI
JOKYMEHTAIHH, BHEIPSTH
YHUQUIMPOBAHHBIE  CHCTEMBI

JAOKYMCHTAllMU B IIPAKTUKY.

npaBmiia COCTaBIICHUS u
obopMIIeHHS JTOKYMEHTOB C
UCIIOJIb30BaHHEM Kak
TpaJUuIIMOHHBIX, TakK u

COBPEMCHHBIX KOMITBIOTEPHBIX
TEXHOJIOTHUH;

(hopmupoBaHUE TOKYMEHTOB B
KOMILICKCHI.

Baaneer: MPOLIECCHI.

MMOHUMaHUEM opraHuzanuu | YMeer:

JIOKYMEHT0000pOTa B | OpPraHU30BBIBATD,
OpraHu3aIlni; TJIAHUPOBATH "
TEPMUHOJIOTHEH YIOpaBJICHUSI | KOHTPOJIMPOBATH paboty
JIOKyMEHTaMHU. CITyOBI JIEJIONPOU3BOJICTRA;
HaBbIKAMHW aHAJIM3a OCHOBHBIX | YHU(PHUIIUPOBATH,

9TalloB M 3aKOHOMEPHOCTEH | MPOEKTHPOBATH (hopMbI
JIEITOTIPON3BOICTBAIIIS JIOKYMEHTOB, CUCTEMBI
dopMupoBaHHs ~ TPAKTAHCKON | JOKYMCHTAIIWH, BHEJIPSTH
IIO3HIINH, YHHDUIIUPOBAHHBIE CHCTEMBI
HaBBIKAMU 00001mare U | JOKYMEHTAlUH B MPAKTUKY.
aHanmu3upoBathk MH(popMaimio B | Baameer:

pamkax CBOEH | MOHUMaHUEM  OpraHu3alyU
podeCCHOHATBHOM JIOKYMEHT0000poTa B

KOMITBIOTEPHBIX TEXHOJIOTHIA;
(hopMHpOBaHUE TOKYMEHTOB B
KOMILJICKCHI.

NOHMMAaHWEM  OpraHu3aluu
JIOKYMEHT0000poTa B
OpraHu3aIlHH;
TEPMHUHOJIOTUEH  YIpPaBICHUS
JIOKyMEHTaMH.
CIIOCOOHOCTBIO

aHATN3UPOBATH OCHOBHEIC
ATarbl 1 3aKOHOMEPHOCTH
HCTOPHYECKOTO Pa3BUTHUS
obmrecTBa It (OPMHUPOBAHUS
Tpak1aHCKOM NO3ULINY;
HaBBIKaMHU 000011aTh U
aHATM3UPOBATH HHPOPMAITUIO
B paMKax CBOEH
npoQeCcCHOHATBHOM
JIeSITEILHOCTH; CITOCOOHOCTHIO
AHATU3UPOBATH COITUATBEHO
3HAYMMEIC TIPOOJIEMEI 1

24



JESATEIBHOCTH. OpTaHM3aINN;
TEPMHUHOJIOTHEH  yIpaBICHUS
JOKyMEHTaMH.
MOHNMAaHUEM  OpTaHM3aLHN
JOKYMEHTO000poTa B
OpTaHM3aINN;
TEepPMHUHOJIOTUEH  yIpaBIICHUS
JOKyMEHTaMH.
CIIOCOOHOCTBIO
aHaIM3UPOBATh OCHOBHBIE
9Tambl M 3aKOHOMEPHOCTH
HCTOPHYECKOTO pa3BUTHS
oOmrecTBa 1t GOPMHUPOBAHUS
TpaKIAHCKON TIO3HIINH;
HaBBIKAMHA 0000marTe u
aHATM3UPOBATh HH(OPMAITHIO
B pamKax cBoel
npoeCCHOHATBHOM
JIeSITCILHOCTH; CIIOCOOHOCTBIO
aQHAIM3UPOBATh  COLMUAIBHO
3HAQUUMBIE  NPOOJEMBI U
HPOLECCHI.
OIIK- 6 3Haer: 3Haet: 3Hnaert:
3aKOHBbI u TCPMHUHOJIOTUIO 3aKOHbI )44 TCPMHUHOJIOTUTIO 3aKOHbI u TEPMHUHOJIOTHUIO
JOKyMEHTOBEICHUS, JIOKyMEHTOBEICHUS, JOKyMEHTOBEJICHUS,
3aKOHOMEPHOCTH 3aKOHOMEPHOCTH 3aKOHOMEPHOCTH
JOKyMEHTOOOpa30BaHNU; JIOKyMEHTO0Opa30BaHuS; JOKyMEHTOOOpa30BaHMU;
3aKOHOJIaTEIIbHBIC U | 3aKOHOJATEJIbHBIC 1 | 3aKOHOJATEIbHBIC "
HOPMaTHBHO-METOJHYECKHE HOPMAaTHBHO-METOJJUIECKHUE HOPMAaTHBHO-METOJIMYECKHE
MaTepuaisl 10 OpraHW3alUM | MaTepuaibl IO OPraHW3alMH | MaTepHaibl MO OpPraHU3alUuH
JIeTIONIPON3BO/ICTBA; JIeTIONPOU3BOJICTBA; JIeTIONIPOU3BO/JICTBA;
Ymeer: Ymeer: Ymeer:
YHU(DHULIUPOBATH, YHU(HUIKPOBATS, YHU(HULINPOBATH,
IIPOEKTUPOBATH (GOpMBI | TIPOEKTHPOBATh (GOpMBI | TIPOEKTHPOBATH (bopMEI
JOKYMCHTOB, CHUCTEMBI JOKYMEHTOB, CHUCTCMBI JOKYMCHTOB, CHUCTCMBbI
JOKyMEHTAIIHH, BHEJIPATH | JOKyMEHTAIHH, BHEJIPATH | JOKyMEHTAIWH, BHEZIPATH
YHAQUINPOBAHHBIE  CHUCTEMBI | YHU(QHUIMPOBAHHBIE  CHCTEMbI | YHU(PHUIUPOBAHHBIE CHUCTEMBI
JOKYMEHTAIMH B ITPAKTHUKY. JIOKyMEHTAINX B ITPAKTHUKY; JOKyMEHTAIH B ITPAKTHUKY.
Bnapeer: paborath c Hay4yHOH | paboTarth c Hay4HOU
MTOHUMaHHEM OpTraHM3alUM | JUTEPaTypoll W  JAPYTUMH | JIUTEpPAaTYypoll W  APYIHMH
JOKyMEHT0000poTa B | MCTOYHMKAaMHM  HAyYHOW M | MCTOYHHUKAMH HAy4YHOH W
OpraHu3alny; Hay4YHO-METOJUYECKOH Hay4YHO-METOUYECKOM
TEPMUHOJIOTUEN yrOpaBieHus | MH(OpMAIH: NPaBUWIBHO, | UH(OPMALIUH: NIPaBUIILHO,
JOKYMEHTaMM. BOCIpUHUMATL U OCMBIC/IIMBATDH BOCIIpUHUMATDH u
undopmanuio,  colepKallyro | OCMBICIMBATH HH(POPMAIIHIO,
OCHOBHBIC OTallbl pa3BUTHUA coacpKalyro OCHOBHBIC
JIeTIONPOU3BOJICTBA; 3aKOHBI pa3BuTHS
00ocHOBaTh CBOIO | SKOHOMHKU; 00oCHOBaTh
MHPOBO33PEHUYECKYIO U | CBOIO MHPOBO33PEHYECKYIO0 U
TPaXIAHCKYIO MO3HINH, | TPasKAAHCKYIO TIO3UIIHH,
MPUMEHSTH MOJTyYeHHBIE | TPUMEHSTh MOJTyYEHHBIE
3HAHMS pu peLIeHn: | 3HaHUs pu peneHnu
podecCHOHATBHBIX 3amad, | nMpoecCHOHANBHBIX  3a1ad,
pa3paboTke  IKOHOMHMYECKHX, | pa3paboTKe HIKOHOMHYECKHUX,
IIPpaBOBBIX )5 COIIMAJIbBHBIX IIPaBOBBIX )5 COIIMAJIBHBIX
IIPOCKTOB, OpraHu3anuu IIPOCKTOB, OopraHu3anuu
MEXKJINYHOCTHBIX OTHOIIEHUH B MEXINYHOCTHBIX OTHOIIECHUI
coepe yopaBieH4eckoil | B cdepe  ympaBiIeHUECKOH
JIeSITeIbHOCTH M OM3Heca JeITeIbHOCTH M OW3Heca;
Baaneer: Onpenensitb  CyIIHOCTb U
MOHMMaHHEM OpraHM3alliy | >KU3HEHHBIH CMBICTT
JIOKyMEHTO0000poTa B | OOLIECTBEHHOTO  CO3HaHUS,
OpraHH3aIlH; pasynuHbIe MOHUMaHUSA
TEPMHUHOJIOTHEH  ympaBieHUsl | KyJbTYypHl, CYIIHOCTb
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JIOKYMEHTaMH, 3CTETUIECKOTO M (HOPMBI €ro

HaBBIKAMH AaHAJIM3a OCHOBHBIX | MPOSBICHHUS.

3TalloB M 3aKOHOMeEpHocTel | Bianeer:

JIEITOTIPON3BOACTBAIIIS MMOHHMaHUEM  OpraHU3alnN

dhopMupoBaHHAS ~ TPAXKAAHCKOH | JOKYMEHTO0OOpOTa B

MIO3HIINY; OpTaHU3aIIHH;

HaBBIKAMU 000011aTh U | TEPMHUHOJIOTHCH YIIPaBICHHUS

aHATM3UPOBATh MH(POPMAITUIO B | JOKYMCHTaMH.

pamkax CBOCH | CIIOCOOHOCTBIO

npo¢heCCUOHATBHOM aHAITU3UPOBATh OCHOBHBIC

JIESITEIBHOCTH. STambl ¥ 3aKOHOMEPHOCTHU
HACTOPHYIECKOTO pa3BUTHA
oOmrecTBa 1t GOPMHUPOBAHUS
TpaKIAHCKON TIO3HIINH;
HaBBIKAMHA 0000marTe u
aHATM3UPOBATh HH(OPMAITHIO
B paMKax cBoel
npoeCCHOHATBHOM
JIeSITCILHOCTH; CIIOCOOHOCTBIO
AQHATM3UPOBATh  COIMAJIBHO
3HAQUUMBIE  NPOOJEMBI U
TPOIIECCHI.

OIIeHO‘-leIe CpeacTBa U IKAJbI OCHUBAHUS

OneHovHbIC CpCACTBa JId TCKYHICTO KOHTPOJIA YCIICBAEMOCTH B paMKaX OCBOCHHA JUCHUIITINHBI:

- KOHTpOJIbHas pabora,

- 3aluTa I/IH(l)OpMaL[I/IOHHOFO IMMpOCKTa,

- pedepar.

Kpurtepun n mkajia oneHHBaHUA KOHTPOJILHOI padoThl

[Ipenen nnurenbHOCTH
KOHTPOJIS

40 MuUHYT

[IIxana oneHKu

Kpurepuu onenku

5 (oTnHM4HO)

OTBeT CTyJeHTa IOJIHBIA U TPaBUIIBHBIH.

CryaeHt cnocobOeH o0000muTh MaTepuaj, CcaenaTb COOCTBEHHBIE BBIBOJBI,
BEIPA3UTh CBOC MHEHHE, IPUBECTH IIPUMEPHL.

OTBeT CTylIeHTa JIOTHYECKH BBICTPOCH, €ro COAep)KaHHWEe B TOJTHOH Mepe
PACKpPBIBACT BOIIPOCHL.

4 (xopormIo)

OTBeT CTYJEHTa MPABUIbHBII, HO HETIOJIHBIH.

He mpuBenensr mpuMepsl, 00o0ImIatoee MEHCHHE CTYCHTA HEJOCTATOYHO YE€TKO
BBIPA)KEHO.

OTBeT HE UMEET JIOTHUECKOTO TOCTPOCHHUSI.

CozepxaHue OTBETOB HE B MOJHOW MEPE PaCKPHIBAET BOMPOCHI.

3 (yAOBIETBOPUTEIHHO)

OTBeT MpaBWJIEH B OCHOBHBIX MOMEHTax, HET NMPUMEPOB, HET COOCTBEHHOTO
MHEHUS CTYJIeHTa, €CTh OIIMOKH B JIETANISAX WM 3TH JIETAIU OTCYTCTBYIOT.

OTBeT HEe UMEET YETKOH JIOTHUECKON MOCIEeJ0BATEIbHOCTH, COACpP)KaHIEe OTBETOB
HE PacKpbIBAECT BOMPOCHI.

2 (HeyAOBJIETBOPUTEIIHHO)

HpI/I OTBETE B OCHOBHBLIX acCICKTaxX BOIPOCOB JOIMYHICHBI CYIIECTBCHHBIC
OIHI/I6KI/I, CTYACHT 3aTPYAHACTCA OTBETUTh Ha BOIIPOCHI NI OCHOBHBIC, Hanbosee
Ba’XHbBIC UX 3JICMCHTEI.

KpuTepnn u mkajna oneHNBaHHS 3aIUTHI HHPOPMANMOHHOIO MPOEKTA

HpCIICJ'I JIATEIbHOCTH KOHTPOJIA

7 -10 MuHYT

IIIkana omeHKu:

Kpurepun ouenku:

5 (oTU4HO)

COICPIKAHUC COOTBETCTBYET TEME,;
[CJib U 3aa491 COOTBETCTBYIOT TEMC;
I/IH(i)OpMaL[I/IH H3JI0KCHA YCTKO U JIOTHYHO, ABJISACTCA )IOCTOBCpHOﬁ; IMPUCYTCTBYECT
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TBOPYECKUM, OPUTUHAIIbHBIN TTOIXO/I.

4 (xopomuio)

1CJib U 3aJa41 NPOCKTa COOTBETCTBYIOT TEMC,
COACPIKaHUC HE MMOTHOCTBIO COOTBETCTBYET TEME;
I/IH(i)OpMaIII/IH, B IICJIOM, U3JIOKCHA YCTKO U JIOTHYHO, SABIACTCA [[OCTOBepHOfI.

3 (YIOBIETBOPUTEINIBHO)

1eJTb TPOEKTA COOTBETCTBYET TEME;
3a]]a41 HE TOJHOCTHI0 COOTBETCTBYIOT TEME;
COZIepIKAHUE PACKPBITO HE B TIOTHOM 00bEMe.

2 (HeyJOBIETBOPUTEIHHO)

CJib, 3aJ1a4u MPOCKTa HE COOTBETCTBYIOT TEME;
COACPpIKaHUC MTPOCKTA HE PACKPBLITO

Kpurepun onennBanus pedeparon

Onenka

Kpurtepuu oueHku

5 (oTymuHO)

Ecnu BeimonmHEHB! Bce TpeOOBaHMS K HAMMCAaHMIO W 3aIluTe pedepara:
obo3HaueHa mpoOiemMa W 00OCHOBaHAa e aKTyaJbHOCTh, CHENaH KpaTKHH
aHAJIM3 Pa3IMYHBIX TOYEK 3pPEHUsI Ha PAcCMaTPUBAEMYIO MPOOIEMY U JIOTHIHO
M3JI0’KeHA COOCTBEHHAs MO3MIHS, c(HOPMYIMPOBAHBI BBIBOJBI, TEMa PACKPHITA
MOJIHOCTBIO, BBIZECPKaH O00BEM, cOOMIOAEHBI TpPeOOBAaHWA K BHELIHEMY
odopmIIeHHIO, TaHBI IPaBUIIbHBIC OTBETHI HA JIOTIOJHHUTEIIHHBIC BOIIPOCHI.

4 (xopo11o)

eCIIM OCHOBHBIE TpeOoBaHMS K pedepaTy W €ro 3allUTe BBITOJIHCHBI, HO MPU
9TOM JIOIYILIEHBl HEOYETH. B 4acTHOCTH, MMEIOTCSI HETOYHOCTH B M3JIOKEHUU
Marepuala; OTCYTCTBYET JIOTHUYECKasl IOCIEOBAaTEIbHOCTh B CYKACHHSX; HE
BhIJICp)KaH 00BEM pedepara; uMeroTcss ymyumieHHs B OGOpPMIICHHH; Ha
JIOTIOJIHUTENbHBIE BOIPOCHI MPH 3aILUTE JIAHbI HEMOJIHbIE OTBETHI.

3 (yAOBIETBOPUTEIHHO)

€Clii  MMEIOTCS  CYLIECTBEHHbIE  OTCTYIUIGHHMS  OT  TpeOOBaHWH K
pedepupoBanuto. B yacTHOCTH: TeMa OCBellleHa JIMIIb YAaCTUYHO; JOIMYIIEHBI
(akTHyeckue OMmMOKM B COAEp)KaHWMM pedepara WIM TpPU OTBETE Ha
JIOTIOJTHUTENBHBIC BOIPOCHI; BO BPEMsl 3aIIUTHI OTCYTCTBYET BHIBOJ.

2 (HeyIOBJIETBOPUTEIHHO)

ecnmi  TeMa pedepara HE pACKphITA, OOHApYXXHBAaeTCS CYLIECTBEHHOE
HEMIOHUMAaHHUe IPOo0JIeMbI

7.3. TunoBble KOHTPOJIbHBIE 32aHUSI WJIM HHbIEe MaTepUaJbl, He00X0MMBbIe VISl OLleHKHM 3HAHMI, yMeHM,
HABBIKOB U (WJIM) ONBITA JAeATEJbLHOCTH, XaPAKTePU3YIOLINX 3Tanbl (JOPMUPOBAHUS KOMIIETEHUMII B mpouecce
0CBOeHHsI 00pa30BaTeIbHOI NPOrpaMMbl

KapTa (l)mma OICHOYHBIX CPEACTB Telcymeﬁ aTrrecranum oﬁyqaloumxcu
o JMCHMIIVINHE

Ne KonTpoanpyemsle pazaensl (TeMbl) Koa xoHTpompyemoii HaumeHoBaHue
n/n JUCHHUILIAHBI KOMIeTEeHIUH (WU ee YACTH)| OLEHOYHOI0 CpeAcTBa
1. Pasnen 1. 3akoHOaTENbHBIE 1 HOPMATHBHO- OK-7 pedepar
METOAMYECKHE JOKYMEHTHI JOKyMEHTAIIHOHHOTO
obecnieuenns ynpasieHus (J10Y)
2. [Pazmen 2. Opranusarys Ciry>x0bl OK-4 MHGOPMAIIMOHHBIN MPOEKT
nenonpounsBojcTia (JJ0VY)
3. |Pa3mex 3. Knaccudukarms nokymentos. @ynkiuu [OK-7, OIIK -1 MHPOPMALMOHHBIA  TPOEKT,
mokyMeHTOB. YHUpuKanusa. CTaHgapTH3ams pedepat
4 Paznen 4. TpedoBanus k ohopmitenuto O1ankoB u |OK-4, OIIK -6 pedepar
PEKBU3UTOB
5 Pa3gen 5. O0Omue TpeOOBaHUS K TEKCTY OK-4 KOHTPOJIbHAs paboTa
moxkymeHnTa. OCOOEHHOCTH SI3bIKa, CTUIIS U
€IaKTHPOBAHMS OHIHATBGHBIX JJOKYMEHTOB
6. |Pa3men 6. Opranu3annMoHHO-1IpaBoBbie JoKyMeHThI [OITK-4 MHGOPMAIMOHHBIA IPOEKT
7.  [Pa3gen 7. PacmopsaurenbHBIE JOKYMEHTHI. OK-7 MHGOPMALMOHHBIA  TPOEKT,
MHbopManMOHHbBIE JOKYMEHTBI. pedepat
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8.  [Pazmen 8. ludopMaIioHHO-CIIPAaBOYHBIC OITK-6 MHPOPMALMOHHBIA  MPOEKT,
TTOKYMEHTBI pedepar

9. Pa3nen 9. [lepenucka. PasnoBuanoctu nenoseix  |OITK-1 MHPOPMALMOHHBIA  MPOCKT,
rceM pedepar

10. [Pa3men 10. [lokymeHTHpOBaHUE (PUHAHCOBO- OIIK-1, OIIK-6 pedepar
XO3MCTBEHHBIX onepanuil. JloroBopHo-nipaBoBas
TOKyMeHTals. JloBepeHHOCTH

11. [Pa3zgen 11. BHyTpeHHHUIT TOKyMEHTOOOOPOT, OIIK-1, OIIK-6 MH(QOPMALMOHHBI  TPOEKT,
KyJIbTypa paOboThI ¢ JOKYMEHTaMH Ha pabodnx pedepat
MecTax

12. |Pa3men 12. O6paboTKka oTIpaBiIsieMoit OI1K-1, OITK-6 MHPOPMAIMOHHBIA  TIPOCKT,
KOPPECTIOHICHITHN pedepar

13. |Pa3men 13. Perucrpamnus qoKyMeHTOB, KOHTpoJh 3a|OTIK-1, OITK-6 KOHTPOJIbHAs paboTa
WCIIOJTHEHNEM JOKYMEHTOB U TIPUHSATHIX PEIIeHUI

Cnncok Tem pedepatoB no gucuunainne «OcHOBBI AeJIONPONU3BOACTBA»

1. VYcaoBus Tpyna B oduce.

2. Opranuzanus pabodero Mecta pabOTHUKOB odrca.

3. Opranamzanus pabodero Mecra pyKOBOIUTEIS.

4, [IpoekTrpoBaHue momenieHus oduca.

5. OCHOBHBIE JIOKYMEHTAlIMOHHBIE U OpraHU3alMOHHbIE Ollepalny oduca.

6. Opranuzanys npueMa MoceTHTeIeH.

7. PaboTa ¢ BUBUTHBIMH KapTOUKaMH.

8. OpraHu3anus IpUeMoB U IPE3CHTALNH.

9. OpraHu3anus JIeJ0BbIX BCTPed M COBEIIAHHH.

10. TpebOoBanust K pacropsAKy JHs pabOTHUKOB o(huca, pyKOBOAUTEIIS.

11. 3arpatbl BpeMEHHU Ha JOKYMEHTAIIHOHHBIC PA0OTHL

12. TexHUUECKHE CPEeNCTBA MOATOTOBKH JOKYMEHTOB.

13. TexHUUECKHE CPENCTBA TPAHCIOPTUPOBAHUS TOKYMEHTOB.

14, TexHUUECKHE CPENICTBA PETUCTPAIIMH U TIOCTPOCHHS YIETHO-CIIPABOYHOTO armapara.

15. TexHUUECKHE CpeCTBa KOHTPOIIS 32 HCIIOJTHEHHEM JOKYMCHTOB.

16. TexHauueckue cpencTsa GOPMUPOBAHUS U HCIIOTB30BAHMUS JICT.

17. Tenedonnas cBs3b, IPUHIKT €€ pabOTHl 1 OCHOBHBIE BO3MOKHOCTH.

18. IpaBuia 3THKETa OOIICHUS 110 Telne(OHy.

19. CoBpeMeHHbIe Tene(hOHHbIE annapaThl U KX OCHOBHBIE (DYHKIIHH.

20. Oducuas ATC, ee cTpyKTypa 1 BO3MOXKHOCTH.

21. Kommerotepuas tenedoHmusl.

22. PagnoTenedonHast CBA3b U €€ COBPEMEHHBIC PAa3HOBUIHOCTH.

23. [e#mxuHTOBAs CBSA3b, €€ OCHOBHEIC BO3MOXKHOCTH.

24. Buns! 1 yHKIMH TIEHTKEPOB.

25. BuneokoHdepeHIns Kak pa3HOBUIHOCTH BUICOCBS3H.

26. CoBpemeHHas TenerpadHas CBs3b, €€ XapaKTePUCTHKA.

27. dakc 1 ero (HyHKIIMOHATHHBIE BO3MOXKHOCTH.

28. MojaeM, OCHOBHOE Ha3HAYCHHUE U MCTIOJIb30BaHUE.

29. DNEeKTPOUCKPOBOE KOIIMPOBAHUE, IPUHIIUIT NOTyUeHHsI Koy, Konuu, nojy4aemMpIX 3TUM CIIOCOOOM.

30. dororpaduueckoe KomupoBaHue. (OCOOCHHOCTH TONYyYEHHUS KONHM anmaparamu  (ororpadguyeckoro

KOTIUPOBAHMUSL.

31. CaeTokonupoBaibHOe KonupoBanue. OCOOEHHOCTH MOTy4eHHs KOTTMH CBETOKOIMPOBAILHBIMH arapaTamMH.

32. Tepmorpaduueckoe konupoBanue. OCOOEGHHOCTH MOJyYeHHs KOIMM armaparamu TepMorpaduieckoro

KOTIMPOBaHUSI.

33. Twursl 35eKTporpaduuecKux yCTpOHCTB.

34. JIOCTOMHCTBA ¥ HEJJOCTATKH JJICKTPOTPaGHUICCKIX YCTPOUCTB.

35. Hcnonp3oBanue (hakKCUMUIBHBIX AMMAPATOB JUIS ITOTyYICHHS KOITHH.

36. Hcnonp30BaHue MPUHTEPOB B KOMTUPOBAHUU JIOKYMEHTOB.

37. OcHoBHBIE cpe/cTBa onepaTUBHOM nonurpaduu. OdceeTHas nevaTsb.

38. CTpyKTypa ¥ BO3MOXHOCTH JIOKQJIBHBIX CETEH.

39. CTpyKTypa ¥ BOBMOXKHOCTH PETHOHATBHON CETH.

40. CTpyKTypa 1 BO3MOXHOCTH TI00aJIFHOM CETH.

41. Texnonorun paboTs! B Internet.

42. OJeKTpOHHAS MOYTa.

43. BcemupHas nayTtuHa.

28



>

CEN AW

11.
12.
13.
14.
15.
16.
17.
18.

19.
20.
21,

TeMbl KOHTPOJbHBIX paﬁoT no AucHuIuInHe «KOCHOBBI ACJIONPOU3BOACTBA»

1. CoBpeMeHHbIE OpTaHu3alnOHHbBIE ()OPMBI CITY>KOBI AETOTIPOU3BOJICTBA.

2. WHcTpyKnus o JeI0NPOU3BOACTBY - OCHOBHOM HOPMATHBHBIN aKT OPraHU3alNHU JEIOPOU3BOICTBA.

3. KaznpoBoe obecrniedeHne AeIONPON3BOACTBEHHBIX CITyKO. J[€IOBBIE M MCHXOJIOTHYECKHE ACHEKTHI PabOThI C
JOKyMEHTa-

4. MH.

5. OCoOCHHOCTH COBPEMEHHOTO HH(MOPMAIIMOHHOTO oduca.

6. Bompocsl 1o0KyMEeHTHPOBaHUS, COCTABIECHUS U O(OPMIIEHHS JOKYMEHTOB B 3aKOHOAATEIBHBIX 1 HOPMAaTUBHBIX
7. aKTax.

8. Cneuunduyeckne 0COOEHHOCTH JOKYMEHTAIMOHHOTO 00ECIIeYeHNS] YIIPABICHUS TYPUCTCKHUX YUPEKICHUI.

9. OCOOCHHOCTH ITEYaTHBIX TEKCTOB CITYKEOHBIX JOKYMEHTOB.

10. MecTo TOKyMEHTa B CHCTEME 3HAaHHHN; B3aMMOCBS3b C APYTUMH HAYYHBIMH AUCIIUIUINHAMH.

11. CaoiicTBa 11 (QYHKIINH JOKyMEHTa (CONMAIBHBIN, IIPABOBOM W MICTOPHYECKUH XapaKTep JOKYMEHTA).

12. [lonaTne 1 MCTOPUUECKUIT XapaKTep CIIOCO00B JOKYMEHTHPOBAHUS (CKOPOIHCH, cTeHOTpadus, GoTo-, KHHO-,
TeNeIOKYMEHTUPOBAHHE).

13. Bunsl oKyMeHTOB, OnpeensieMble 3aKOHOJAaTEIbHBIMA M HOPMATHBHBIMHU aKTaMH.

14. OpraHu3anMoHHbIE JJOKYMEHTHI M UX POJIb U 3HaYCHHE B YIIPaBJICHYECKON JESTEIbHOCTH OpraHU3aI|H.

15. PacniopsiinTesnbHBIE TOKYMEHTHI - BayKHEHIIIee 3BEHO YIPaBICHUECKOI JeTeIbHOCTH OpraHU3alnH.

16. Jle0BOENHCHMO 1 TIPaBHIIa €r0 COCTABICHHS U 0OPMIICHHUSI.

17. OTMeTkH Ha JokyMeHTax. X posb B IPOUCXO0XKICHUH U UCIIOJHEHUH TOKYMEHTA.

18. OCHOBHBIE TIOJIOXKEHHSI JIEJIONPOM3BOACTBEHHON CIIyKOBI 110 OpraHu3aluu padoThl C THCHbMEHHBIMU U
YCTHBIMH

19. oOpaIeHusIMHU TpaXKaaH.

20. JenoBast nepenucka ¢ 3apyOeHbIM TapTHEPOM. TpeOOBaHusI K COCTABICHHIO 0()OPMIICHHIO.

21, JlenoBoi#i S3bIK B IETONPON3BOCTBE. TEHICHIINN Pa3BUTHS JIEIOBOTO S3BIKA.

22. [Nopsnok ABMXEHHUS JOKyMEHTOB B ouce.

23. CrpykTypa 6a3 ZaHHBIX 110 JOKyMEHTHON CHCTEME OpTaHHU3aIHH.

24, OcobenHocTH paboTHI ¢ OTACNBFHBIMU TPYIIIAMU TOKYMEHTOB.

25, [Tpuka3sl 10 JTMYHOMY COCTaBY; OCOOCHHOCTH UX COCTABJICHUS U OOPMIICHHSI.

26. Tpynosoii kouTpakt. TpeGoBanus k ero conepxkanuto. [IpaBuna opopmiaeHus.

27. JoknanHasi 1 00ObSICHUTEIIbHASI 3aMMCKHU - CPABHUTEIbHBIN aHanu3. [IpaBuia coctaBieHust 1 0OpMIICHUS.

28. «OpuruHam, «IOUIMHHUKY, KOS - MECTO M 3HaYeHHUE B IOKyMEHTAI[HIOHHOW CHCTEME.

IIpumepHbie TeMbI MHPOPMALUMOHHBIX IPOEKTOB

Hcropust pa3BUTHSI CHCTEMBI TOCYAAPCTBEHHOTO JIEJIONPONU3BO/ICTBA.

HopmaruBHO-MeTomnueckass 0a3za JIeNONPOM3BOACTBA (3aKoHOAaTenbHbIe akTel P® B cdepe unbopmamum u
JIOKYMEHTAIIUH).

HopmaruBHO-MeTo1MYeCKHe TOKYMEHTHI 10 AETONPOU3BOJCTBY U OPraHU3alMK apXUBHOTO XPaHEHUs! JIOKyMEHTOB
Opraauzanus T0KyMEHTO0000pOoTa B OpraHax rocy/1apCcTBEHHOH BIACTH M MECTHOTO CaMOYIIPaBICHUSI.

Homenknatypa nenn npeJnpusTus.

®opMupoBaHue A€l

Knaccubukarust, yauukaius 1 CTaHAapTH3AMNS B JICIOIPOU3BO/ICTBE.

PexBu3uThl 1oKyMeHTOB. [IpaBuia oopMIIeHHs PEKBU3UTOB IOKYMEHTOB.

TpeboBaHus K O(OPMIIEHHIO PEKBH3MTOB, OMNPEACISIONINX JBIDKEHHE M OTPAKAIOMIMX OOpabOTKYy M HCIOIHEHHE
JIOKyMEHTA.

Tabenb yHNGUINPOBAHHBIX GOPM YUPEIKACHHS, TPEITIPUATHSL.

Cucrema JOKyMEHTAIHH.

Cucrema OpraHM3aIlMOHHO-TIPABOBOW JIOKYMEHTALINH.

Cucrema pacopsAnTEIbHON JOKYMEHTAINH.

CucrteMa cipaBOYHO-aHATUTUYECKOH JOKYMEHTAIUH.

OTtueTHas AOKyMEHTausa. Buapl oTueToB.

Jlemonpon3BoACTBO MO yCTHOMY M IICEMEHHOMY OOpAaIeHUIO TPakKIaH.

JlokymeHT0000poT. Ero OCHOBHBIE 3TAIbI.

SI3BIK ¥ CTWJIP JTOKYMEHTa. THIMYHBIE COKpPAIICHHS, WCIOJB3YyEMBIE B COJEPKAHWU YIPABICHYECKHX TOKYMEHTOB
(mekcuueckue, rpaduIecKue).

KonTpons ucnonHeHus: 10KyMeHTOB.

Cucremaruzanus 1 o0ecrieyeHne COXpaHHOCTH JOKYMEHTHOH HH(pOpPMAaIIHH.

Cucrema aBTOMaTH3aLUH AEJIONPON3BOJICTBA U JJOKYMEHTO000POTA

Hepeqem, BOIIPOCOB K 3a4€Ty MO0 JTUCHUIIJINHE «OcHOBBI AeJIOIPOU3BOACTBA»

1. TIlpeamer m 3agaum Kypca «IOKyMEHTalMOHHOE oOecredeHne yrpapieHus». OCHOBHBIE MOHSTHS.
2. JlokyMeHTalMOHHOE O0ecIieueHne yIPaBICHHUs KaKk HayKa U y4eOHas JUCIUIIHHA.
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3. Teopwus u nmpakTHKa JOKyMEHTOBeaeHUs B Poccun.

4. HopmartuBHO-MeToandecKas 6a3a aenonponusBocTBa. CTpyKTypa 3aKOHOAATEIHbHOW U HOPMATHBHON 0a3bI
JETIONPOU3BOICTBA.

5.  HopmartuBHas 6a3a qTOKyMEHTaIIMOHHOTO obecniedueHus ynpasieHus: Oomepoccuiickuit kiaccuduraTop
YTPaBICHYECKON TOKYMEHTALINH.

6. HopmaruBHas 0a3a JOKyMEHTAIIIOHHOTO O0ecIeYeHusl ypaBieHus. Y HUUIMPOBaHHAsI CHCTEMa
OpTraHHU3alIOHHO-PACTIOPSANTEIBHON JOKYMEHTALINH.

7. HopmaruBHas 0a3a TOKyMEHTALMOHHOTO 00ecneyeHus ynpasieHus: [ ocyaapcTBeHHas cucteMa
JIOKyMEHTAI[HOHHOT0 obecrniedeHus ynpasienus. O0mue TpeOoBaHuUs K JOKyMEHTaM U CIy’k0aM JIOKyMEHTallMOHHOTO
obecrieueHusl.

8. HopmaruBHas 0a3a JOKyMEHTAIHIOHHOTO 0OecHeUeHNs! yIpaBiIeHUs: THIIOBas HHCTPYKIHS 11O
JIeIIONPOU3BOJCTBY B MUHUCTEPCTBAX U BeoMCTBax P®: yTBepkeHa pacnopssKeHUEM NpaBuTenbeTsa PO .

9. HopmaruBHas 60aza JOKyMEHTAIIMOHHOTO oOecriedeHus ynpasieHs: OCHOBEI 3aKOHOIaTebcTBa PO 00
apxuBHOM QoHae PO n apxuBax. YHH(DUKAINI U CTAHAAPTH3AINA B ACTOMPON3BOJICTBE.

10. OmnpenerneHne MOHATHS «JOKYMEHT» (MHPOPMAIIUs, HOCUTENb HH(POPMAIiH, S36IK. BHIBI JOKyMEHTOB.

11. ®ysKNHM JOKyMEHTOB (TJIaBHAs, OOIINe, CIICIIHAIbHEIC).

12. Knaccudukanus yrnpaBieHYECKIX JOKYMEHTOB.

13. OcHoBHbIEe TPeOOBaHUS K COAEPIKAHUIO U POPME YIPABICHYECKUX TOKYMEHTOB.

14. ®opmynsip-odpasen. Pexusur. briank.

15. Coneprxanue u (popMa yrnpaBIeHUYSCKOTO JOKyMEHTa. PeKBU3UTHI JOKYMEHTA, MOPSI0K MX HAHCCCHUS.

16. Tlopsimox odopmiteHHs yHIpaBleHYECKUX JOKYMEHTOB.

17. SI3bIK ¥ CTHIIB 1€JI0BOM JOKYMEHTAIUU: 00Iask XapaKTepUCTHKa, OCHOBHBIC TPeOOBAHNUS, TUITHUHBIE OIIHOKH.

18. Cuctems! nokymeHTanuyu. OpraHu3aOHHO-PACHIOPAINTENbHAS JOKYMEHTALUSL.

19. Cuctema opraHH3aMOHHO-TIPABOBOI JOKYMEHTAIINH, €€ POJIb M Ha3HAYEHHUE B IOKYMEHTAIMOHHOM
obecrieueHNH yNpaBiIeHUs. YUpeauTenbHbIi foroop. Ycras. [lonoxenne. llItatHoe pacnucanne. JomkHoCTHAS
uHCTpyKnus. MHeTpyknus. PermaMent.

20. PacnopsauTenpHas CHCTEMa JOKYMEHTAINH, €€ pOJIb M Ha3HAYCHHE B JOKYMEHTALMOHHOM 00ECIICUeHUN
ynpasneHus. [loctanoBnenue. Pemenue. [Ipukas. Pacniopsxenue. Ykazanue.

21. Cucrema cripaBOYHO-MH(POPMAIIMOHHON TOKYMEHTALUH, €€ POJIb U Ha3HAYCHUE B JOKYMEHTAIIMOHHOM
obecnieuennu ynpasieHus. [Iporokon 3aceqanus. Akt. CnpaBka. JloknaaHas, ciykeOHas, 00bICHUTEIbHAS 3aTHCKH.
CnyxeOHOe nrchMO. DekTpoHHOe coodinenue. Tenerpamma. Makcorpamma. Tenedonorpamma. 3axmouenue. CBoIKa.
Ot351B. Ilepeuens. Crucok.

22. Tlucemo. Knaccudukanus nucem. Bunp nucem.

23. CocraBienue 1 opopMIICHHE OCHOBHBIX YIIPAaBICHIECKUX JOKYMECHTOB.

24. YcTaB opraHM3aIMu: COCTaB COJEPKATEIBHON YacTH, PEKBU3UTHI.

25. TlonoxeHue 0 CTPYKTYPHOM IOAPA3ICICHNH OPTaHU3aLH: COCTAB COAEPKATEIBHOM YaCTH, PEKBU3HTHI.

26. JlomKHOCTHast HHCTPYKIMS B OPTaHM3aLUH: COCTAB COEPKATEIHLHOM YaCTH, PEKBU3HTHI.

27. Tlpukas: BUIIBI, COCTaB COJEPIKATEIBHON YaCTH, PEKBU3UTHI.

28. PacnopspkeHHe: COCTaB CO/IEPKATEILHON YacTH, PeKBU3HTHI.

29. TIpoTOKOI: BUABI, COCTAB COEPKATEIHHON YaCTH, PEKBU3HTBI.

30. JloknangHasi, OOBSICHUTENBHAS 3aIIMCKU B OpPraHM3alluK: BUJIbL, COCTAB COJIEPIKATEIbHOM YaCTH, PEKBU3UTHI.

31. AKT: BUJIbI, COCTaB COJCPIKATEIbHON YaCTH, PEKBU3UTBI.

32. VIHCTpyKLWMs: BU/IbI, COCTaB COJIEPIKATEIbHOM YaCTH, PEKBU3HTHI.

33. CmpaBka: BUJIbI, COCTaB COJEPIKATEIBHON YaCTH, PEKBU3UTHI.

34. TIucpMoO: BUABI, COCTAB CO/IEPKATEIBHON YaCTH, PEKBU3HTHI.

Kapra ¢poHga 0LleHOUHBIX CpPeICTB NPOMEKYTOYHOM ATTeCTAUM 00y4aKOLIUXCs 0 AUCUHUIVINHE, IPOBOAMMON B
¢opme 3auera

Ne Pasnen paboueit nporpaMmmsl ®dopmupyemble OueHouyHOE cpeICTBO
n/n KOMIIETeH U (BONPOCHI K 324€TY)
1 Pa3nen 1. 3akoHOomaTenbHBIE 1 HOPMATHBHO- OK-7 Bonpocsi 1-2

METOANYECCKUEC NOKYMCHTBI JOKYMCHTAITMOHHOT O
obecrieuenust ynpasienus (JJOY)

2 Paznen 2. Oprannzanms ciryx0bl OK-4 Bomnpocs! 3-5
nenonpousBoacTsa (I0Y)

3 Pasnen 3. Knaccuduxamnus 10KyMeHTOB. OK-7, OIIK -1 Bonpocsi 6-8
OyHKIINH JOKYMEHTOB. Y HU(HUKAIUS.
CraHgapTu3anus
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4 Pasnen 4. TpeboBanus k oopMIICHHIIO OJTAHKOB OK-4, OIIK -6 Bomnpocs 9-11
U PEKBU3UTOB

5 Pa3gen S. O0mme TpeOoBaHUS K TEKCTY OK-4 Bomnpocsr 12-15
nokymMeHnTa. OCOOSHHOCTH S3bIKa, CTHIIS U
pelaKTHPOBAHUS OPUIIUATBHBIX JOKYMEHTOB

6 Pa3gen 6. OpraHn3anioHHO-TIPaBOBEHIE OIIK-1 Bonpocs! 16-18
JOKYMEHTEI
7 Pa3gen 7. PaciopsaurensHble JOKYMEHTHI. OK-7 Bomnpocsr 19-20

WudopmannoHHbIe JOKYMEHTHI.

8 Pa3nen 8. UudopmamoHHO-CIpaBOYHEIC OIIK-6 Bompocsr 21-23
JOKYMEHTBI

9 Paznen 9. [lepenucka. Pa3HOBUIHOCTH 1ENOBBIX OIIK-1 Bonpoce1 24
ceM

10 | Pa3mex 10. JoxymeHTHpOBaHNE (PHHAHCOBO- OIIK-1, OIIK-6 Bomnpocsr 25-27

XO35IUCTBEHHBIX onepauui. JoroBopHo-npaBoBas
JOKyMeHTalws. JloBepeHHOCTH

11 | Pa3gen 11. BHyTpeHHUH JOKYMEHTOO00POT, OIIK-1, OIIK-6 Bomnpoc 28
KyJbTYpa paboThl C JOKYMEHTaMH Ha pabodux
MecTax

12 | Pa3gen 12. O6paboTka oTmpaBIsIeMOit OIIK-1, OIIK-6 Bomnpocsr 29-31
KOPPECIOHCHIINH

13 | Pazpexn 13. Perucrpanus 1okymMeHToB, koutpoip | OIIK-1, OIIK-6 Bomnpocsr 32-34
3a MCIIOJIHEHHEM JJOKYMEHTOB U IPHHSATHIX
peleHui

7.4. MetoanyecKkue MaTepuaibl, onpeesomye Npoueaypbl OLEHUBAHUS 3HAHUMN, YMeHHUH, HABBIKOB H
(11M) ONbITA AeSATETbHOCTH, XaPAKTEPU3YIOLIMX 3TaNbl (POPMHUPOBAHUSA KOMMETEH M

Oco0eHHOCTH mpoUeAYp TeKyumleii W TNPOMEXKYTOUHOH artrecTauuu onucanbl B «llonoxeHun o
NMPOBeIeHHH TeKYyLIero KOHTPOJISI YCHeBAeMOCTH W MPOMEXKYTOYHOH aTTecTanMM o0y4aloluxcsi B
HerocynapcrBeHHoM 00pa3oBaTeIbHOM YUpeskKJAeHUM BbIiclIero oo0pa3oBaHusi «MOCKOBCKHI COLHMAIBHO-
negarornyeckuii uuectuty™ (HOY BO «MCIIN»)», yrBep:kaenHom Ilpuka3zom pexropa Ne 27/6 ot 28.08.2017.

K mpoxoxaeHnto mpoMeKyTOYHOW aTTecTaluu Mo AWCIHILIMHE B (GopMme dK3aMeHa (3adera) JOITyCKaeTCs
CTYACHT IIpU YCJIOBUHM YCIICHIHOI'O BBIIIOJHCHHUA BCEX 3aaaHm71, NMPpEAYCMOTPEHHBIX B paMKaxX TCKYHIETO KOHTPOJIA
yCIIeBaeMOCTH B paboueii mporpaMme JUCIIUTUIHHBL.

OuenuBanue ypoBHsi chOpMHUPOBAHHOCTH KOMIIETEHIIUI CTY€HTOB HA MPOMEKYTOYHOM aTTeCTAlUH,
NPoBOAMMOI B (popMe 3aueTa

Illxana ouennBanusg | YpoOBeHb Onucanne KpuTepHeB OLlCHHBAHNUS
copmupoBaHHOCTH
KOMIIeTeHI Ui
3auTeHo Beicokuii ypoBeHb - JlaH pa3BepHYThIN OTBET Ha NOCTABJICHHBIE BOIPOCHI, TOKa3aHa
(5 6anoB) COBOKYIHOCTb OCO3HAHHBIX 3HAHUH 110 TUCIUIIINHE
- B otBeTe mpocnexuBaercss 4eTkas CTPYKTypa M JOrM4ecKas
MOCTIEI0BATENBHOCTh, OTPAKAIOMIasi CYNIHOCTh PAacKPhIBAEMBIX
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MIOHSATUI

- OTBeT M3JOXKEH IUTEPATyPHBIM S3BIKOM C HCIIOJIH30BAHHUEM
COBpPEMEHHOMN TEPMHUHOJIOTHH

- MoryT OBIT IOIyIIEHB! HEIOYETHl B ONPEICIICHIH ITOHATHH,
HCTIpaBJICHHBIE CTYICHTOM CaMOCTOSITEIBHO B ITPOIlecce OTBETA

ba3oBblil ypoBEHB - JlaH pa3BepHyTBHIN OTBET Ha MOCTaBJIECHHBIN BOIIPOC

(4 6amna) - OTBeT UETKO CTPYKTypHUPOBaH, JIOTHYEH, H3IIOKEH
JUTEPATypHBIM SI3bIKOM C  HCIIOJBb30BAaHUEM COBPEMEHHOMN
TEPMHHOJIOTUU

- MoryT ObITh IOMYyILIEHBI 2-3 HETOYHOCTH WJIM HE3HAYUTEIbHbBIE
OILIHMOKH, UCTIpaBIICHHBIE CTY/IEHTOM c MOMOUIBIO
npenoiaBares

MuHuMaIbHBIH ypoBeHb | - JIornka v mocnenoBaTeIbHOCTh M3JI0KEHHUS UMEIOT HapyIIeHUs
(3 Gaa) - Jomymensl ommOKH B PacKphITUH IMOHATHH, ymoTpeOIeHNH
TEPMUHOB

- B oTBeTE OTCYTCTBYIOT BHIBOAEI

- VYMeHHe pacKpeITh 3HaueHHEe OOOOIICHHBIX 3HAHUH He
MOKa3aHo

- PedeBoe oopmiteHne TpedyeT MompaBoK, KOPPEKITHH

He 3auareno KOMHCTGHHI/I?[ - OrtBer IpeaAcCTaBJIsICT coboit Pa3pO3HCHHBIC 3HAHUA C

He cpopmupoBaHa CYLIECTBEHHBIMHU OIIMOKaMH 0 BOIPOCaM

-[IprcyTCTBYIOT (hparMeHTapHOCTb, HEJIOTUYHOCTD U3JIOKEHUS
-OTCyTCTBYIOT BBIBOABI, KOHKPETH3aIlMsI M J0Ka3aTeIbHOCTh
U3JI05KEHUS

- Peup HerpamoTHas

- I'ucronorudeckast TEpMUHOJIOTUS HE UCIIONIBb3YETCS
-JIOTIONIHUTENBHBIE U YTOYHSIOIIAE BOIIPOCH! MPENOAABaTeNs HE
HNPHUBOJAT K KOPPEKLUHU OTBETA CTYACHTA

- OTBeT Ha BONPOC MOIHOCTBIO OTCYTCTBYET WM OTKa3 OT
OTBETa

8. IlepeueHb OCHOBHOH W [ONOJHUTEJbHOW Y4eOHOIi JUTEepaTypbl, HEOOXOAUMON [JIA OCBOEHUS

JUCIUIIIHHBI
OcHoBHAas:

1. bpeckuna, H.B. OcHoBsl nenonpousBojctBa : yuebHoe mocobue / H.B. bpeckuna ; MUHHUCTEPCTBO
oOpasoBanmst u Hayku Poccuiickoii @eneparun, @enepanpHOe TroCylapcTBEHHOE aBTOHOMHOE
o0pa3oBaTeNbHOE  YUPSKICHHE BhICHIEro  mnpodeccuonanbHoro  obpasoBanus «Cesepo-KaBkasckuit
(denepanpHBIit yHEUBEpcUTET». - CTtaBpomnons : CKDVY, 2015. - 123 c. : wr. - bubaworp.: ¢. 118-119. ; To xe
[nexrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=457881 (05.02.2018).

2. I'po3oBa, O.C. [HemompousBomctBo : yueOHoe mocobme / O.C.I'pozoBa ; IloBomkckuit
roCyapCTBEHHBIH TeXHONOrHueckuii yaupepcuter ; mox pex. JI.C. XKypasnepoii. - Momkap-Oma : III'TY,
2015. - 124 c. : nn. - bubn. B kH. - ISBN 978-5-8158-1599-5 ; To xe [DnexrponHsIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439196 (05.02.2018).

JIOIIOJIHUTEIHHAS:

1. bapuxun, A.B. Jlenonpou3BoactBo u nokymeHToo0opot / A.b. bapuxun. - Mocksa : KunmxHblit Mup,
2008. - 416 c. - ISBN 978-5-8041-0311-9 ; To ke [Onektponnslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=89671 (05.02.2018).

2. Kysneuosa T.B. Cekperapckoe aeno. Uzn. 3-e, ucnp. — M.: 3A0 “busnec-uikona “Uuten-Cunres”,
crieUalIbHbIHN BBITYCK kypHana “CekpeTapckoe aeno”, 2010 — 288 c.

9. Ilepedyens pecypcoB MH(OPMALHMOHHO-TEJICKOMMYHHKANHOHHON ceTn ''WHTepHer" (nanee - ceThb

"UHTepHeT"), HeOOXOAMMBIX [JIS1 OCBOEHHS IMCUHUIIHHbI

Yuuepcurerckas oubimoreka  http://biblioclub.ru/index.php?page=book red&id=143327&sr=1

Iopran «'ymanuTapHoe o6pasosanne» http://www.humanities.edu.ru/ ®enepasnpHblii mopran «Poccuiickoe
oGpasoBanue» http://www.edu.ru/

DdenepansHoe xpanunuiie «Eannas koreknus qudpoBeIX 00pa3oBaTeabHbIX pecypcos» http://school-
collection.edu.ru/

10. MeTonnueckne yKazaHnus 1Jisi 00y4alOIMXCS 10 OCBOEHUIO TMCHUIIHHbI

I[I/ICIII/IHJ'II/IH& aacTt O6y‘laIOIIICMYC$I OJIOK 3HAHUI H MNPAKTUYCCKUX HABBIKOB, 0e3 KOTOPbIX HE MOXET

COCTOSITECSL COBpeMEeHHBIH mpodeccuoHan. OcHOBHBIMH (opMaMH OOYYeHHsS CTYJICHTOB SIBISIOTCS JICKIWH,
MpaKTHYECKUE 3aHATHs, CAMOCTOsITeNIbHas pabota. B pamkax ayuTopHOH pabOTHI Ha JIEKIIMH OTBOAWTCS He Ooisee 1/3
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0T BceX 3aHATHH. CaMH JEKIMU HOCAT MPOOJIEMHBIH XapaKkTep, 3HAKOMST 00yJaroLerocs ¢ pa3IndHbBIMH MOJX0JaMHU K
PENICHNI0 TIOCTaBJICHHON MpoOJeMbl (3a7aur), OPUEHTHPYIOT €r0 Ha ONpeesieHne COOCTBEHHOH MO3UITNM, 3alllUTa
KOTOPOU TpeOyeT TOTUIHON M TPaMOTHOM apTryMEHTAIIHH.

3amucy B XOZ€ JIEKIWH IOMyCTHMO JAeNaTh Kak Ha OyMa)KHOM, TaK M 3JIEKTPOHHOM Hocutene. ITomstus,
KaTErOPUH, 3aKOHBI, CXEMBI, TaOIHIIBI, TUATPAMMBI U T.Il. B KOHCIIEKTE JIEKIIUH 3aIIMCBIBAIOTCS TTOJTHOCTBIO, OCHOBHOE
COJIeprKaHue JICKIIUH 3aIIChIBAETCsl B POU3BOJILHOM (hopMe (CBOUMH CIIOBAMH).

[lpoBeneHue mNpPaKkTHYECKUX 3aHATHH MpeArojiaracT IIUPOKYI0 BapHaTHBHOCTH (OPM U METOIOB
(oOpa3oBarenbHbIX TexHOJOTHH). CIeayeT y4uThIBaTh, YTO BHIOOpP TOW WJIM MHOW 0Opa3oBaTElIbHOW TEXHOJOTHU
3aBUCHT OT YPOBHS CTYJICHYECKOW TPYNIIBL, JKEJIaHHs MPEIoAaBaTes HOJHEe PACKPHITh CIIOCOOHOCTH 00YYarOIINXCs,
BHECTH B 00y4€HHE 3JIEMEHT TBOPYECTBA.

[IponykTuBHas ayauTopHas paboTa HEBO3MOXKHA 03 MpeIBapUTEIFHON CaMOCTOSATEIEHON MOTOTOBKH K HEH.
CamocrosiTensHass paboTa — CpPEACTBO OpraHM3alMKd CcaMoOoOpa30BaHMS M CaMOBOCIHTAHMSA, HaLEleHa Ha
(opMupoBaHHE yMEHHS OCYLIECTBISATH IUIAHWPOBAHUE NESTEIBHOCTH, PallMOHAIBHO OPraHM30BBIBATH CBOE pabouece
MecTo | BpeMs. B xozne camocTosTensHOH paboThl 00ydJaromuiics UIIeT OTBET Ha HesicHoe. CaMocTosTenbHas padoTa
NpU3BaHa BBINOIHUTH PAa3BUBAIONIYI0, HH(POPMAIMOHHO-00YYAOIIYyI0, CTHMYJIHPYIOILYI0, BOCIHTHIBAIOLIYIO,
uccienoBarenbekyo (ynknuu. CaMocTosTenbHas paboTa, B TEPBYIO O4YEpelb, ITO IOATOTOBKA K KaXIOMY
MPaKTHYECKOMY 3aHATHIO M U3yYEHUE MaTepuaa, IIoJIydeHHOTO B XO/1€ JICKIHH.

W3yyeHne NUCUMIUIMHBI TIPEIIIONIaraeT HCIOJIb30BAHUE Pa3IMYHBIX (GOpM KOHTpois. JluarHoctupyrommi
KOHTPOJIb ITO3BOJISICT OLICHUTh 3HAHUS MArUCTPAHTOB, KOTOPBIE MMEIOTCS B €r0 Oaraxe mepes] N3yueHueM JUCIHUIUIMHBL.
Jns omHMX JUCUUMIUIMH MOJIYJS TAaKOBBIM 0ara’koM CTaHyT 3HaHUs, C)OpMHpOBaHHBIE B MPOLECCE IOJYYCHUs
CpeaHero OGpaSOBaHI/Iﬂ, AT APYTUX JUCHUITIIIUH — 3HaHUWS, ITOJYYCHHBIC IPHU U3YUYCHUN JAaHHOTI'O MOYJIA.

TeKyIlII/II‘/II KOHTPOJIb Opeanojarac€t OUCHUBAHUC BCCX BUAOB ACATCIBHOCTU BO BpEM:A 06yqu1/1;1 CTyACHTA:
ydacTue B OJHMI-OMpOcax M JUCKYCCHSIX, BBIIIOJIHECHUE TBOPUECKHUX IPOSKTOB C HJIECMEHTAMH CIal-II0y ¥ BHACO-IIOY,
BBITIOJTHEHHE CaMOCTOSITENbHONH paboTel. B mporpamme mucnuminesl B paszpene 7. «OLEHOUYHBIE CpeAcTBa s
TEKYIIEro KOHTPOJA yCIEBAEMOCTH, IPOMEKYTOYHON aTTECTAllMU II0 MTOTaM OCBOSHMS AWCIMIUIMHBI» COJEpIKaTcs
KPUTEPUH OIICHUBAHUS KaXJOH (hOpMBI AeATEIbHOCTH. [laHHBIC KPUTEPHH JOJDKHBI CTaTh W3BECTHBI CTYACHTY Ha
TIEPBOM 3aHSATHH, CITy’KUTh OPUEHTUPOM IPABUIBHOCTH BBIITOJHEHUS 3a1aHHS.

KoHTpons mo uToraM OCBOEGHHS MaTepHaiga HW3ydyaeMOW IHMCIMIUIMHBI BO3MOKHO IPOBOJIUTH B PA3IHYHBIX
(opmax opraHMzalMu SK3aMeHa, HAuMHAs OT TPAIULMOHHON — pa3BepHYThIC OTBETHI Ha BONPOCHL, 10 BApUATHBHBIX —
TCCThI, 3allIATBLI IPOCKTOB U IIP.

MeToauveckue PEKOMEHAAUUA CTYICHTAM 110 MOATOTOBKE K 3a4Y€Ty

HpI/I IMOATOTOBKE K 3a4CTy CTYACHT AOJIKCH IMOBTOPHO U3YYUTH KOHCIICKTBI J'ICKL[I/Iﬁ 1 PpEKOMCHAOBAHHYIO JIUTCPATYPY,
MNPOCMOTPEThb PCHICHUSI OCHOBHBIX 3a/la4, PCHICHHBIX CAMOCTOATCIIBHO M Ha MNMPAKTHUYCCKUX 3aHATUAX (CGMI/IHaan), a
TAKKE COCTABUTH MMCbMCHHBIC OTBEThI Ha BCEC BOIIPOCHI, BLIHCCECHHBIC Ha 3a4CT.

11. [lepeyeHb UH(OPMALMOHHBIX TEXHOJIOTUIi, HCNOJIb3yeMBbIX NPH OCYLIECTBJIEHUH 00Pa30BATEJIbLHOIO
npouecca Mo AUCHMIVIMHE (MOAYJI0), BKJKOYAsi NepeyeHb MPOrpaMMHOro odecrnedyeHusi 1 MHGOPMALMOHHBIX
CIIPaBOYHBIX CUCTEM

B mportecce OCBOSHHS AMCIUILIMHBI IIPEAIIOIAraeTCss HCIOJIb30BaHUE HH(GOPMAIIMOHHBIX TEXHOJOTHH, B
CIIEYIOIIEM COCTaBe:

Onepanunonnas cucrema Windows 8.1 32-bit/64-bit Russian Russia Only DVD [WN7-00937] (cuer Ne 12406644
ot 01.04.2014, toBapuas Haknamuas Ne 8709347134 ot 01.04.2014, Axt Ne 9709571317 ot 01.04.2014), neiictBue
OeccpodHo

Kopooounas Bepcus I1O npuaosxenue st IIK Office Home and Business 2013 32/64 Russian Russia Only EM
DVD No Skype (T5D-01763) (cuer Ne 142620887 ot 18.03.2014, toBapnas wuakmaguas Ne 334356/PBP or
01.04.2014), neiictBue 6eccpovIHO

KouncyabTanT Ilimoc (moroBop Ne 126422 ot 01.01.2018, cuer Ne 1814393 ot 09.01.2018, akt cnaun-npuemku: Ne
6803103536 ot 31.01.2018), neitctBue GeccpodaHo

12. Onucanue MaTepUAJbLHO-TEXHHYECKOH 0a3bl, HEOOXOAMMON I OCYlIECTBJIEHUsSI 00pPa30BaATEJIHLHOIO
npouecca no JMCUMIINHE

Hns obecrieueHUs] JaHHOW JAWCIUIUIMHBEI HEOOXOIWMa ayJTUTOpHs, OCHAIICHHAs CIEIHaIH3HpPOBAHHOM
MeOeJbI0 U TEXHIYECKUMHE CPEICTBAMU OOYYCHUS: MYIbTUMEINHHBIM KOMIUIEKCOM C JIOCTYIIOM K ceTd VHTepHeT.

13. Opranu3zanus u3y4eHust IMCHUTNIJINHBI 1151 HHBAJIMIOB M JIMI] ¢ OTPAHMYEHHBIMHU BO3MOKHOCTSIMH
310POBbSI

OOyyaromyecst ”HBAJIHU/IBI U JIMIA C OTPAaHMYESHHBIMH BO3MOKHOCTSIMH 3/J0POBbsI 00€CIICUeHbI IeYaTHBIMU U
AIIEKTPOHHBIMH 00pPa30BaTEIBHBIMH pecypcamMu B (opMax, aJalTHPOBAHHBIX K OTPAaHIMYCHHUSIM UX 37J0POBBS.
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IIporpamma coctaBiieHa B cooTBeTcTBUH ¢ TpeboBaHussMU PT'OC BO mo nanpasnennto 38.03.04 T'ocynapcTBeHHOE 1
MYHHIHMIIAJIBHOE YIPaBICHHE, HAPABICHHOCTD (poduiib): ColpanbHOe IPOSKTUPOBAHKE B CHCTEME YIPaBICHHUS

Pabouast mporpamMma AUCHUTLTAHBL
«OCHOBEI JICIOTIPOU3BOICTBA»
CocTaBHTED:
CriponioeBa TatesiHa IBaHOBHA, CTapIIHii MpenoaBaTeb KaQeapbl COIMATbHO-TYMaHUTAPHBIX JUCIUILTAH U
MEHEHKMEHTA

OTB. penakrop:
Usanos C. 0., 3aB. kadenpoi, TOKTOp co1l. HayK, mpodeccop
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JIuer nepeyrBepikaeHus
padoueii mporpaMMbl JUCHHUILIHHBI

Pabouas nporpamMma IUCHUIIIIMHBI PACCMOTPEHA U IEpEYTBEPKIECHA

Hara: 30.08.2019

[TpoTokou 3acenanus Kageapbl COUATLHO-TYMAaHUTAPHBIX AUCIUILTAH
u menemxkmenTa Ne 1 or 30.08.2019

3aB.xadenpoit /ViBanos C.10./

Jara: 28.08.2020

[Tporokon 3acenanwsi KaQeapbl COIUATBHO-TYMAHHUTAPHBIX TUCITUTUTHH
u MeHekMenTa Ne 1 ot 28.08.2020

3aB.kadenpoii /NBanos C.1O./
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