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1. EJIA " 3AJAYU U3YUYEHUA JNCHUITJINHBI

Heabr0 wu3yueHHs JUCHMIUIMHBI «/lOKyMEHTaMOHHOE oOOECIeYeHne YIpaBICHUS
nepcoHaioM» SBIsieTcsl (popMHUpoBaHUE CHOCOOHOCTH Yy oOywaromierocsi paspadbarbiBaTh U
OCYLIECTBIISAITb MEPOIPUATHsI, HAIPABICHHBIE HA pEaIU3alMI0 CTPAaTEeruu  YIpaBICHUS
nepcoHaioM, obOecrneyuBaTh HMX JOKYMEHTAlMOHHOE COMPOBOXKICHHE U  OLICHUBATH
OpraHU3alMOHHBIC U COIHMAIBHBIC MOCIEICTBUS, OCYILECTBIATh IEATEIBHOCT MO0 00ECTIEYCHHUIO
MIEPCOHAJIOM C YYETOM LIeJIEH, 3a/1a4 U CTPATETUU OpraHU3aLNH.

[lens w3y4eHHs AMCUMIUIMHBI  «/lOKyMEHTalmOHHOE  OOECleYeHne YIpaBICHHS
NEPCOHATIOMY JOCTHTAeTCs MOCPEICTBOM PELICHUS B Y4eOHOM TpoIiecce 3a1a4:

- I0Ka3aTh POJIb JOKYMEHTA U JOKYMEHTUPOBAHHOM HH(OpMALINY B TPAKTHKE YIIPABICHUS

- U3YYUTh 3TANbl Pa3BUTHUS JTOKYMEHTa KaK HOCUTENS HH(OPMAIIHIH;

- U3YYUTh 3aKOHO/IATEIIbHbIE u HOPMAaTHUBHO-METOJINYECKHE JIOKYMEHTHI,
periamMeHTHpyronme padboTy ¢ JOKyMEHTaMH OpraHu3aluu;

- 03HaKOMUTh C MPABUJIAMH COCTABIICHUS U O(DOPMIICHUS YIIPABICHYECKUX IOKYMEHTOB;

- U3YYHUTH TOPAI0K pabOThI C TMYHBIMH U CITY’)KEOHBIMH JOKYMEHTAMHU;

- IPUBUTH HABBIKM COCTABJICHUS U OOPMIICHHUSI OCHOBHBIX JOKYMEHTOB YIIPaBICHUS;

- U3Y4YUTb PabOTy CIIyk Obl JOKYMEHTAMOHHOI'O 00ECIIEUEHUsI YIIPABJICHUS; O3HAKOMUTD C
COBPEMEHHBIMH TEXHOJOTHSIMHU OpPTaHU3alUU JOKYMEHTO000pOTa IPEAIPUITHI U OpraHU3aIIHiA;

- chopMUpOBaTh YMEHUS W BBIPA0OTATh HABBIKH 10 JTIOKYMEHTAIMOHHOMY O0ECICUYECHUIO
YIIPABJICHUS MTPOLIECCOB TAKTUYECKOI'O U ONEPATUBHOIO YIPABJICHUS YEJIIOBEUECKUMU pecypcaMu
Y IIEPCOHAIIOM;

- BOCIIUTaHHUE JTUYHOCTH, OCO3HAIOICH ceOs TpaXTaHMHOM U 3alIUTHUKOM CBOEU CTpaHBI,
IPOSBISIONIEH AaKTUBHYIO TPaXJAHCKYH IO3UIUIO, JAEMOHCTPUPYIOLUIUN IPUBEPKEHHOCTh
IPUHLMIIAM  YECTHOCTH, IOPSJNOYHOCTH, OTKPBITOCTH, OSKOHOMHYECKH AaKTHBHBIA U
YYaCTBYIOIIMM B CTYAEHUECKOM U TEPPUTOPHAIBLHOM CaMOYIpPABIEHUWH, B TOM YHCJIE Ha
YCIOBUAX JOOPOBOJIBYECTBA, TMPOJYKTHBHO B3aMMOACUCTBYIOUIMM UM  ydyacTBYIOUIMH B
JeSITEIbBHOCTH OOIIECTBEHHBIX OPraHU3alNM.

2. MECTO JUCIUILIMHBI (MOJYJIST) B CTPYKTYPE OBPA3SOBATEJBHOM
ITPOI'PAMMBI

Jucuumimmza «J{oKkyMeHTaloHHOe o0ecrieueHne YIpaBieHns: IepCOHANIOM» OTHOCUTCS K
oOs3arenpHOM wactu Onoka 1 «JlucuuniauHel (MOZYJH)» OCHOBHOM IpodeccruoHalIbHON
00pa3oBaTeNbHON IPOTrPAMMBI.

Jucruninza «J{okyMeHTaIoHHOe 0OecTiedeHre yIpaBIeHHs IEPCOHATIOM» H3ydaeTcsl Ha
2 Kypce 3a04HOi (opMBbl 00ydeHHUs, B 5 cemecTpe 0uHOi (hopMbl 00yueHHs, B 6 ceMecTpe OYHOM
dbopMbI 00ydeHuUsl, B 6 ceMecTpe 04HO-3a04HOM PopMBbI 00yUEHUS.

3. HEPEYEHb [INTAHUPYEMbIX PE3YJIbTATOB OBYYEHMUS IO
JUCHUIVIMHE (MOAYJII0), COOTHECEHHBIX C IINTAHUPYEMbBIMH
PE3YJBTATAMU OCBOEHHUS OBPA3OBATEJBHOMN ITPOT'PAMMBI

Kon u HauMeHOBaHMe HaumeHoBaHHe MHANKATOPA I[InanupyemMble pe3yJIbTaThI
KOMIIETEHIIN T MOCTHKEHHSA KOMIETEHI[HH 00y4eHUsl, COOTHECEHHBIE C
WHIMKATOPAMH JTOCTHKEHUS
KOMIIeTeHIH I
OIIK-3 Criocoben OIIK-3.2Cmnoco6eH ¢ yueTom 3HaeT: OCHOBBI JOKYMCHTAIIHOHHOTO
paspabatsIBaTh U MMEIOIIIXCS PECypCOB obecrieyeHus yIpaBIeHUs
OCYIIECTBISATH MEPOIIPHUATHS, | 00SCIIeUNBaTh TOKYMEHTAITMOHHOE | OpTraHu3aluy;
HalpaBlIeHHbIC Ha COTIPOBOXKICHNE Ymeer: OpraHU30BaTh
peanu3anuio CTpaTernu OCYIIECTBIISIEMBIX MEPOIIPUATHH, | JOKYMEHTAIIMOHHOE COIPOBOXKICHIE
yIpaBJICHUS NIEPCOHAIIOM, HaIPaBIICHHBIX HA PEaM3alMi0 | YIPAaBJICHUS OpraHU3aIuy;




obecreunBaTh UX CTpPAaTCTHU YIIPABJICHUA Baageer: HaBBIKAMHU MNPpUMCHCHUSA H
AOKYMCHTAIlMOHHOC NepCcoHAIOM. COCTAaBJICHUA JOKYMCHTALIWH,
COITPOBOKIACHUE U OLICHUBATH
OpraHU3allMOHHBIC U
COMAJIBHBIC ITOCICACTBHUA

IK-1 Crnocoben | TIK-1.2. OcymectBiser| 3Haer: MIOPSIIOK pa3paboTku
OCYIIECTBIATE JICSITENBHOCTE | (popMUpOBaHUE KaJIpOBOH | OpraHMU3al[HOHHBIX CTPYKTYp
o 00ECIICYCHUIO | TIOJIMTUKK ~ OpPTaHW3allid,  Ha| OpraHU3allVH, MOJIOXKEHUH 0
MIEPCOHAJIOM C YYETOM IIeJici,| OCHOBE aHallu3a pPhIHKA TPyJAa C| MOAPA3JCIICHUSX, JTOJDKHOCTHBIX
3aau u CTpATETUH | YYETOM IIeJieH, 3a/1a4 U CTPATETuy | MHCTPYKIMHA M JOKYMEHTAIIMOHHOTO
OpraHu3allHy. OpraHu3aru obecrieyeHust YIPaBIICHYCCKUX

peuieHui;

Ywmeer: obOecrnieunBaTh

JIOKyMEHTAI[HOHHOE COIPOBOXKICHNE
MEpOIPHUATHH, HANpPaBICHHBIX Ha
pealln3aluilo CTPAaTETUU  YIIPABIECHUS
MIEPCOHAIIOM;

Buianeer: HaBbIKaMu pabOTHI
JOKYMCHTAIMOHHOT'O
CONPOBOXKICHUSI MEPOIIPUSITHH.

B PE3YIbTATC U3YUCHUS JUCHUIIJINHBI 06yqa10m1/n710;1 JOJDKCH:

3HaTh:

- OCHOBHBIE TEOPETUYECKHE M METOIOJIOTUYECKHE IIOJIOKEHHUSI, HOPMATHBHO-TIPABOBYIO 0a3y II0
I[OKYMCHTaHI/IOHHOMy O6CCH€‘ICHI/IIO prElBJICH‘ICCKOI\/'I JACATCIIBHOCTH,

- IIpaBUJIa ITIOCTPOEHUS JETOBBIX JOKYMEHTOB;

- OCOOCHHOCTH KOMMYHHKAIIUM B IHCHMEHHOW (opMe sl pelieHrs 3a7ad MEXKIMYHOCTHOTO H
MEXKYJIBTYPHOT'O B3aMMOACHUCTBUS;

- OCHOBHBIC 3aKOHOMEPHOCTH BOSHUKHOBEHUS,

-pa3BuTHS ¥ (PYHKIMOHHPOBAHHUSA TOCYNAPCTBEHHOW CHUCTEMBI JTOKYMEHTAI[MOHHOTO OOeCIeueHHs
YIpaBJICHHS,

- CYIIHOCTh JOKYMEHTAIIMOHHOTO 00CCIICUCHMSI YIIPABIICHHUS,

- CYHIHOCTB nu coz[epmaHI/Ie OCHOBHBIX HOH;ITI/Iﬁ nu KaTeFOpI/Iﬁ I[OKYMCHTaHI/IOHHOI‘O 066CHC‘I€HI/IH
YIpaBJICHHS,

- TCXHOJIOTUU CO3daHUA OpFaHI/I3aHI/IOHHBIX nu paCHOpﬂIlI/ITeJ'H)HI)IX I[OKYMeHTOB, HCO6XOI[I/IMBIX JJISA
CO3JIaHMSI HOBBIX TIPEANPUHUMATEILCKUX CTPYKTYP, U TIPAaBUIIA KX ODOPMIICHHUS;

YMmeTh:

-HCIIOJIb30BaTh ~ HOPMATHUBHO-TIPaBOBYKD  0a3y 1O  JIOKyMEHTAaIlMOHHOMY  OOECHEeYeHHUI0
YIIPABJICHUYECKOU IEATEIHHOCTH;

- OCYIIECTBIISITH TPAMOTHOE TIOCTPOSHHE JICJIOBBIX IOKYMEHTOB;

- IPUMEHATH NIOJYYCHHBIE 3HAHUS HA TIPAKTHKE;

Baagernb:

- HABBIKAMH HpaBHHLHOFO BOCHpOI/ISBeJIeHI/ISI TepMI/IHOB nu HOH${TI/II>‘I;

-TpaBWJIaMU IPUMEHEHUS TEXHOJIOTHA CO3/IaHUs JOKYMEHTOB Ha MTPAKTHKE;

- HaBbIKaMHU ITOATI'OTOBKHU OpFaHI/I3aHI/IOHHBIX nu paCHOpH)II/ITeHBHBIX )IOKYMGHTOB, HGO6XOZII/IMBIX JJIA
CO3JaHKs HOBBIX NPEAIPUHUMATEILCKUX CTPYKTYD;

-paBWJIaMHA  TPUMEHEHUS TEXHOJOTMH CO3/IaHWs OPTaHWU3allMOHHBIX W  PaCHOPSAUTEIBHBIX
JIOKyMEHTOB;

- HABBIKAMH OpFaHI/I?,aHI/II/I pa6OTI)I C JIOKYMGHTaMI/I.

4. OBBEM JUCHUIIVIMHBI B 3AYETHBIX EJIUHUIIAX C YKASAHUEM
KO/INYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCHA C TPEINIOJABATEJIEM (I1IO BUJAM YYEBHBIX
3AHATHUI) U HA CAMOCTOSATEJIBHYIO PABOTY OBYUAIOIIIUXCS



Ounas ¢popma o0ydeHus1

Bun yueGHO# paboThI Bcero yacos 5 cemectp
1.KonTakTHas padora o0yyaromuxcs c 62.2 62,2
npenojgaBarejem:

AyIUTOpHBIE 3aHATHUS BCETO, B TOM YHUCIIE! 58 58
Jlexuun 24 24
[TpakTrueckue 3aHATUS 34 34
KoHTaKTHBIC 4achl HA ATTECTAIUIO (3aUeT) 0,2 0,2

Koncynpramus 2 2

KoHTpoJib caMoCTOSITENNHHOM pabOThI 2 2
2. CamocTosiTesibHasi paboTa 9,8 9,8

KonTpomnb - -
HUTOroO: 72 72

OO61mas TpyA0eMKOCTh 2 2

OuHo-3a04Has popma o0yueHHs

Bun yuebnoit paboTbl Bcero wacos 6 cemectp
1.KonrakTHas pabora o0yuarwuuxcst c 54,2 54,2
npenojgaBarejem:

AyIUTOpHBIE 3aHATHUS BCETO, B TOM YHUCIIE! 50 50
Jlekuun 20 20
[IpakTHyeckue 3aHATHS 30 30
KoHTaKTHBIE Yachl Ha aTTECTAIUIO (3a4eT) 0,2 0,2
Koncynpranus 2 2
KoHTpoJib caMoCTOsITENHHOM pabOThHI 2 2
2. CamocrosiTeqibHAs padoTa 17,8 17,8
KoHTpoub - -
UTOroO: 72 72
OO0m1as TpyA0€MKOCTh 2 2
3aounasi popma 00yueHus

Bun yue6Ho# paboTbI Bcero uacos 2 Kypc
1.KonrakTHas pabora o0yuawuuxcst c 14.2 14.2
npenojaBarejem:

AYIUTOPHBIE 3aHATHUS BCETO, B TOM YHUCIIE! 10 10
Jlexun 4 4
[TpakTHdeckne 3aHsATHS 6 6
KoHTakTHBIC Yachl Ha aTTECTAIHIO (3a4€T) 0,2 0,2
Koncynbranus 2 2
KoHTpoJsib caMoCTOSITENhHOM pabOTHI 2 2
2. CamocrosiTesqibHAs padoTa 53,8 53,8
KoHTpoub 4 4
HUTOroO: 72 72
OO0mas TpyA0€MKOCTh 2 2
5. COAEP) KAHUE JUCHUITJIUHBbI
Hanmenosanue pasznena Conep:xanue pasena (TeMbl pa3ieioB) Wnnexc
(TEMBI) TUCITUTUTHHEI KOMIIETE
HIUU
Tema 1. IIpaBoBbie u CymHOCTh, CTPYKTypa, OCHOBHBIE TOHATHS u TepmuHosorus | OIIK-3
HOPMAaTHUBHBIC OCHOBEI JOKYMCHTATMOHHOI'O obOecIieueHus YIIpaBJICHUSA. HaHpaBHeHI/IH n TIK-1




JOKYMEHTAIlMOHHOTO
obecrniedeHus yrpaBieHUs

BUIBI JIOKyMEHTAI[HOHHOTO oOecrieyeHust YIpaBICHUS,
Ha3HAYeHWe JOKYMEHTHPOBAHHA W OpTaHW3alud paboThl ¢
JOKYMEHTaMH, pOJIb HMHOOPMAIIMOHHBIX TEXHOJIOTHH B €ro
Pa3BUTHH, CYIIHOCTh U OCOOEHHOCTH YNpPaBICHHUSA JOKYMEHTAaMHU.
JoxyMeHT kak o00BeKT perymupoBaHus. OYHKIHA W BHIBI
JIOKyMEHTOB, nx YHUPHUKAIISL " CTaHAPTHU3ALIHS.
l'ocynmapcTBeHHOE perynupoBaHHe, HOPMAaTHBHas IpaBoBas U
METOAMYECKass OCHOBa JIOKYMEHTAlMOHHOTO  OOecreueHHs
YIpaBIeHHUSL.

CymHoOCTh,  HampaBlI€HUss W  BUABl  T'OCYJapCTBEHHOIO
peryarpoBaHus TOKYMEHTAL[HIOHHOTO OOeceueHHs YIpaBJIeHNU,
Ha3HA4YeHWe, OCOOCHHOCTH ¥ COOTHOIIEHHE HOPMAaTHBHOTO
MpPaBOBOTO M MeToAWdeckoro perynupoBanusi. CocraB u
CTPYKTypa HOpPMAaTHBHOM IPAaBOBOM M METOAMYECKOM OCHOBBI
JTOKYMEHTAI[MOHHOTO 00ecnedeHus YIIpaBIeHUsI.

Tema 2. OOmme TpeboBaHMA K JOKYMEHTHpPOBaHHIO ynpasieHueckon | OIIK-3

JlokyMeHTHpOBaHNE nearensHocTd. CocTaB, cojepkanue u ocodenHoctu peanusanuu | I1K-1

yIpaBJIeHUECKOH TpeOOBaHUI K PAacIlONOXKECHUI0 M OQOPMICHHUIO DPEKBH3HTOB

JeSTeTbHOCTH JIOKyMeHTOB. TpeboBaHmsI K O1aHKaM JOKYMEHTOB. TpeboBaHuUs K
TEKCTY HOKyMeHTa. CTpyKTypu3aLusi TEKCTOB YIPABICHYECKHUX
JOKYMEHTOB. Bupl YHU(HIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH
opopmieHus TpadapeTHOr0 TEKCTa, AHKETHI U  TaOJHUIIBL.
SI3pIKOBasi cTaHAAPTU3ALMA U SI3BIKOBBIE TPEOOBaHMSA K TEKCTY
JOKyMeHTOB. TpeOoBaHMST K HM3TOTOBICHHIO JOKYMEHTOB.
TpeboBanus k KauecTBY AoKyMeHTOB. CocTaB M Ha3HadeHHE
OTIENbHBIX BUJIOB OpTaHU3alMOHHO-TIPABOBBIX,
pachopsAUTENbHBIX u MHQOPMAaITMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

Tema 3. Opranusanus ®Dopmbl OpraHu3aniy padoThl ¢ yIpaBieHdecKuMH fokymMenTtamu. | OIIK-3

paboThI ¢ TOKyMEHTaMHU Lens w 3amaum ympaBieHHs JOKyMeHTauuedl opranmzauun. | IIK-1
[lpunnunel  opraHuzamuu  JoKymMeHTtooOopora.  Ilopsmox
JBIDKEHUSI JIOKYMEHTOB B OpraHU3allid W OCHOBHBIC OTallbl
JOKyMeHTooOopoTa.  OpraHu3auusi  KOHTPOJS — MCIOJIHEHUS
JIOKYMEHTOB, OpraHM3alliil padoThl C KOH(HICHIHAILHBIMU
JokyMeHTamMu. Opranu3zaliisi XpaHeH!s JOKYMEHTOB

Tema 4. CoBpeMeHHBIE CucTeMsl 3JIEKTPOHHOTO JOKYMEHT0000poTa, nx kiaccupukanus, | OIIK-3

nHGOPMAaLMOHHbIE 0COOEHHOCTH BHEJIPEHUS U TCHACHLIUH Pa3BUTHSI. [IK-1

TEXHOJIOTHH B

JOKYMEHTAIlMOHHOM

o0ecreYeHnH ypaBJIeHHsI

6. CTPYKTYPA JUCHHUIIVINHBI C YKASAHUEM KOJINMYECTBA

AKAJTEMAYECKHX YACOB 1 BUJIOB YYEBHBIX 3AHATHIA

Ounasi popma 00yueHus

Buapl yaeOHOM esTeIbHOCTH, BKITFOYast
HaumenoBanue paszena (TeMbl) JUCHUTUTAHBI CaMOCTOSITEIbHYIO paboTy (B yacax)
JI JIP I13 CPC

Tema 1. [IpaBoBbIe 1 HOPMATHBHBIE OCHOBBI 6 i 8 2
JIOKYMEHTAIIOHHOTO 00ecTieueH s YIpaBIeHUs
Tema 2. JlIOKkyMEHTHPOBaHUE YIIPABIEHUYECKON IE€ATEINBHOCTH 6 - 8 2
Tema 3. Opranuzauusi paboThl ¢ JOKYMEHTaMHU 6 - 8 3
Tema 4. CoBpeMeHHbIE HH(OPMAIIHOHHBIC TEXHOJIOTUH B 6 - 10 28
JIOKYMEHTAITMOHHOM 00ECIICUCHUH YIIPaBICHUS '
HToro (uacon) 24 - 34 9.8




| Popma KOHTPOJIS

3auer

OuHo-3204Has popMma 00ydeHuUs

Buner yae6HON A€ITEIHHOCTH, BKITIOYAs
HanmenoBanwne pazaena (TeMbl) UCITUTUIHHEI CaMOCTOSITETHHYIO paboTy (B yacax)
JI JIP I13 CPC
Tema 1. [IpaBoBble 1 HOPMATUBHBIE OCHOBBI 4 i 6 4
JIOKYMEHTAIIMOHHOTO 00ECIIeYeHNUs YIIPABICHUS
Tema 2. JlokyMeHTHpOBaHNE YIIPABIEHIECKON NEATEITHHOCTH 4 - 8 4
Tema 3. Opranuzanus paboThI ¢ JOKYMEHTaMHU 6 - 8 5
Tema 4. CoBpeMeHHbIE HHPOPMALIUOHHBIE TEXHOJIOTHH B 6 - 8 48
JIOKYMEHTAIIHOHHOM 00CCIIEYCHUH YIIPABICHHUS '
Hroro (uacoB) 20 - 30 17.8
®dopma KOHTPOJIS 3ader
3aounas ¢popma 00yueHusn

HaumenoBanue pazaena (TeMbl) AUCIUTIIMHBI

Buner yueOHO# nedaTenbHOCTH,

CaMOCTOSITETIbHYIO paboTy (B Hacax)

BKJIrO4ast

J JIP I13 CPC
Tema 1. [IpaBoBble 1 HOPMAaTHUBHBIE OCHOBBI 1 i 1 13
JOKYMEHTAlIMOHHOT0 00eCIeYeHNUs YIPaBICHUs
Tema 2. JlIokyMeHTHpOBaHUE YIIPABIEHUYECKON NEATEIbHOCTH 1 - 1 13
Tema 3. Opranuzaius paboThl C JOKYMEHTaMHU 1 - 2 14
Tema 4. CoBpeMeHHbIE HHPOPMAITUOHHBIE TEXHOJIOTHU B 1 - 2 13.8
JIOKYMEHTAIIMOHHOM 00€eCIIeYeHUH yIIpaBJICHHS '
HToro (uacon) 4 - 6 53.8
Popma KOHTPOIIS 3auer

7. CAMOCTOSATEJIBHASA PABOTA OBYYAIOHIUXCHA ITO JUCHUITJIMHE
CamocrosTenpHas pa60Ta O6yanOIlII/IXCH HarpaBJICHA Ha er'IY6J'ICHHOC HU3YUYCHHUC PA3JCJIIOB U TEM
paboueil TporpamMMbl W TperojaraeT M3Y4YeHHE JHMTEPATYPHBIX MCTOUYHUKOB,

BBITTIOJTHCHHC

JIOMAITHUX 3aJIaHAH U TPOBEICHUE UCCIIEIOBAaHUI pa3HOro Xapakrepa. PaboTa ocHOBBIBaeTCs Ha
aHalu3e JHUTEepPaTypHbIX HCTOYHUKOB M MaTEpUaNoB, MyOJMKYyeMbIX B HHTEpHETE, a TaKkKe
pEeabHBIX PEUEBBIX M S3BIKOBBIX (DaKTOB, JIMYHBIX HaOmroneHwil. Taxke caMmocTosITeTbHAS
paboTa BKJIIOYaeT MOATOTOBKY U aHAJIU3 MaTEPUAIOB M0 TEMaM MPOIMYIEHHBIX 3aHATHI.

CamocrosTenpHas padoTa 10 AUCIUILTHHE BKIIFOYAET CIICTYIOIINE BHIIBI ACSITETBHOCTH:

- paboTa ¢ JEKIMOHHBIM MaTepUalIOM, IpeayCMaTpHUBaoLias MPOpabdOTKy KOHCIIEKTa
JeKUUH 1 y4eOHOM TuTepaTyphl;

- mouck (moxbop) M 0030p JIMTEPaTyphl, EKTPOHHBIX HCTOYHHMKOB HH(OpMAIUU Mo
WHIMBHTyaJIbHO 33J]aHHON mpoOiiemMe Kypca, HalMCcaHHe JO0KJIaaa, NCCIeI0BAaTeIbCKONH paboThI
10 33JJaHHOM Mpobiieme;

- BEITIOJTHEHUE 3aJIaHHsI TTO MTPOMYIICHHOW WIIH TUIOXO YCBOSHHOH TeMe;

- CAaMOCTOSATENIbHBIN MOUCK HHpopManuu B IHTepHETe U JPYTruX UCTOYHUKAX;

- BHIIIOJIHEHUE JIOMAIllHEH KOHTPOJbHOW paboThl (peuieHue 3aJaHui, BBIIOJHEHHE
yIpaXHEHUH);

- I3yYeHUE MaTepuaia, BBIHECEHHOTO Ha CaMOCTOSATENBHYIO MPOpaboTKy (OTAEThHBIE
TEMBI, aparpagsl);

- HamMcaHue pedeparos;

- MOJITOTOBKA K TECTUPOBAHUIO

- IOJITOTOBKA K MIPAKTHUUYECKUM 3aHATUSAM;

- MOJITOTOBKA K 3a4eTy.



8. VUEBHO-METOAYECKOE U TH®OPMAIIMOHHOE OBECITEYEHUE
TACIATLITAHBI

8.1 OcHoBHas JuTEpaTypa:

1. Ky3nenoBa, M. B. JlokyMeHTallMOHHOE OOECIICUCHUE YIIPABJICHUS IEPCOHAIOM
[DnexTpoHHBIH pecypc]: yueObHoe nocodue mist 6akanaspos / M. B. Kysnenona, I'. A. XauatpsH.
— 2-¢ u3/1. — DNEeKTPOH. TeKCcTOBbIe AaHHbIe. — M.: [lamkoB u K, Ait [1u Op Meaua, 2019. — 220
c. — ISBN 978-5-394-03124-3. — Pexxum pnoctyma: http://www.iprbookshop.ru/83142.html. —
9BC «IPRbooksy, mo maposro

2. Kysuenoa, WM. B. KoupuneHnuansHoe AeIONPOU3BOJACTBO U 3alUIICHHBIN
3JICKTPOHHBIA JTOKYMEHTOOOOPOT [DIIEKTPOHHBIN pecypc]: yueOHoe mocodue s GakaiaBpoB /
H. B. Ky3neuosa, I'. A. XauatpssH. — DJIeKTpOH. TEKCTOBbIE AaHHblE. — MockBa: Al [lu Ap
Memua, 2020. - 192 <c¢. - ISBN 978-5-4497-0588-4. — Pexum pgocryna:
http://www.iprbookshop.ru/97083.html. — 95C «IPRbooks», o mapoJto

3. Psb6oBa, C. B. JlokymeHTannoOHHOE OOecleYeHHe YIPaBIECHYECKOW IesATENbHOCTH
[DnexTpoHHEIH pecypc]: yueoHoe mocobue / C. B. PsOoBa. — DIEKTpOH. TEKCTOBBIC JTaHHBIC. —
VIIbSHOBCK: YJbSHOBCKUN TOCYJapCTBEHHBIH TeXHHUYeCKuH yHuBepcurer, 2021. — 341 c. —
ISBN 978-5-9795-2106-0. — Pexxum moctyma: https://www.iprbookshop.ru/121268.html. — 9bC
«IPRbooksy, mo mapoJito

8.2 lonotHUTE/ILHASI JIATEpPATypa:

1. ApacnanoBa, B. A. JlokyMeHTalmoHHOE OOECIEeUeHUE YIpPaBJICHUSA [DIEKTPOHHBIN
pecypc]: yaeOHO-TIpaKTHYeCKoe IMoco0ue B cxeMax, Tabimuiax, oopasmax / B. A. ApacnanoBa. —
3-¢ u3A. — ONeKTpoH. TekcToBble JaHHble. — Cypryr: Cypryrckuii TocyaapCTBEHHBIN
nenarornyeckuii yausepcuret, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. — Pexum nmocryma:
https://www.iprbookshop.ru/94291.html. — 55C «IPRbooks», mo mapouto

2. I'ycataukona, JI. E. KanpoBeiii yuer ¢ Hyns (2-¢ u3ganue) [DIEKTPOHHBIA pecypc]:
npaktudyeckoe nocooue / JI. E. I'ycaTHMKOBa. — DNEKTpPOH. TEKCTOBbIe JaHHBbIE. — MoCKBa:
HamkoB u K, Aii [Tu Op Menua, 2017. — 217 ¢. — ISBN 978-5-394-01528-1. — Pexxum gocryma:
http://www.iprbookshop.ru/57061.html. — 55C «IPRbooks», mo naposto

3. Kondunenmmaisaoe JIEIIONIPOU3BOICTBO 51 3alIMIIEHHbBIN AIEKTPOHHBIN
JTOKYMEHT0000poT [DnekTpoHHbIi pecypc]: yuebnuk / H. H. Kynses, A. C. lemymkun, A. T'.
®abpuunoB, T. B. Kongpamesa; nmon pemakuueir H. H. KyHseBa. — DieKkTpoH. TEKCTOBBIE
nanuele. — M.: Jloroc, 2016. — 500 c. — ISBN 978-5-98704-711-8. — Pexum npoctyma:
http://www.iprbookshop.ru/66416.html. — 95C «IPRbooks», o mapoJto

4. JlankoBa, A. TI. JlokymeHTanlMOHHOE OOECMeYeHUe YIPaBIEHUS IEPCOHAIOM
[OnexTpoHHBINH pecypc]: yuebHoe mocobue / A. I'. JlamkoBa, B. A. LlpIrankoB. — DIIEKTpOH.
TEKCTOBBIE AaHHble. — OMCk: OMCKHH rOoCyJapCTBEHHBIM TEXHWYECKHMI yHuBepcurer, 2019. —
154 c. — ISBN 978-5-8149-2860-3. — Pexxum noctyna: https://www.iprbookshop.ru/115469.html.
— OBC «IPRbooksy, mo maposro

5. JlankoBa, A. I. JloKkyMeHTalMOHHOE OO€CleYeHUe YIPaBJIECHUS MEPCOHAIOM
[DnexTponHbIit pecypc]: mpaktukym / A. I'. JlankoBa. — DIeKTpOH. TeKCTOBBIE JaHHbIE. — OMCK:
Omckuit rocynapcTBeHHbIH TexHuueckuit ynusepeutet, 2020. — 54 ¢. — ISBN 978-5-8149-3016-
3. — Pexxum moctymna: https://www.iprbookshop.ru/115470.html. — 3BC «IPRbooks», mo maposro

6. Hosu, 1. H. KagpoBoe nenonpou3BOACTBO U KaapOBBIA y4eT [DIEKTPOHHBIN pecypc]:
yuebHoe nocobue / M. H. HoBu. — DnekTpoH. TeKCTOBbIE AaHHble. — Taranpor: TaraHporckui
UHCTUTYT ynpaBieHus u skoHomukH, 2018. — 84 c. — ISBN mner. — Pexxum pnocryma:
https://www.iprbookshop.ru/108082.html. — 3BC «IPRbooks», mo mapoJto

7. HoBukos, E. A. O6pa3isl mpuka3os 1o kajapaM. boaee 300 1okyMeHTOB [ D1eKTpOHHBIH
pecypc] / E. A. HoBukoB. — DekTpoH. TekcToBbIe nanHbie. — CapatoB: At [lu Op Menua, 2009.
— 593 c. — ISBN 2227-8397. — Pexxum noctyna: http://www.iprbookshop.ru/1546.html. — 56C
«IPRbooksy, mo mapoito
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8. Opranmzanus W TEXHOJIOTUS JOKYMEHTAI[MOHHOTO OOECIeYeHHUs YIpaBICHUS
[DnexTpoHHbI pecypc]: xpectomaTus / coctaButenu I'. Y. banmukoBa. — DJIE€KTPOH. TEKCTOBBIC
nanable. — Cankr-IlerepOypr: Cankrt-IleTepOyprckuii  rocynapcTBEHHBI  YHUBEPCUTET
MIPOMBINIUICHHBIX TEXHOJOTHHA M au3aiiHa, 2019. — 89 ¢. — ISBN 978-5-7937-1780-9. — Pexum
nocryna: https://www.iprbookshop.ru/102451.html. — 3bC «IPRbooks», mo maposito

9. lloromuna, I'. B. OOs3arenbHblii Kypc mnpodeccuoHana KaapoBo paboTel. Jlis
HaunHaomero HR-crenumamucra [Onextponnsii pecype] / I'. B. IlorommuHa. — DNeKTpoH.
TEeKCTOBBIC AaHHBIC. — HoBocnOupck: CHOMpPCKOE YHUBEPCUTETCKOE M3marenbcTBo, 2017, — 384
c. — ISBN 978-5-379-02029-3. — Pexxum pnoctyma: http://www.iprbookshop.ru/65150.html. —
OBC «IPRbooksy, mo maposto

10. Cemxo, 1. A. OCHOBBI J1eOIIPOU3BOJICTBA [ DIEKTPOHHBIN pecypc]: yaeOHoe mocodue
/ . A. Cemko, JI. A. AntyxoBa. — DIEKTpOH. TEKCTOBbIe naHHbIE. — CTaBpomnoyib: CekBoiis,
2018. — 119 c. — ISBN 2227-8397. — Pexum noctyna: http://www.iprbookshop.ru/92992.html. —
9BbC «IPRbooksy, no mapouto

11. Cumonsan, P. . JloxkymeHTalmoHHOEe OOECHEeUYEeHUEe CHCTEMbI  YIPABIICHUS
opranuzanueit [JnekTpoHHBIH pecypc|: yueOHoe mocobue / P. . CumoHsH. — DIEKTpOH.
TeKcToBbIe nanHble. — CapatoB: A#i [1u Dp Menua, 2018. — 180 c. — ISBN 978-5-4486-0167-5. —
Pexxum noctyma: https://www.iprbookshop.ru/72458.html. — O9BC «IPRbooks», mo mapoJito

12. Cwmupaoga, E. I1. [lenonponusBoactBo ais cekperaps. Pa3paborka, yder um XpaHEHHUE
ciIy’keOHOI JoKyMeHTaluu [ DIeKTpOoHHBIN pecypce]: mpaktudeckoe nocoodue / E. 1. CmupHoBa.
— 2-¢ u31. — DJIEeKTpoH. TeKcToBble naHHbIe. — CapatoB: A# [lu Dp Memua, 2019. — 210 c. —
ISBN 978-5-4486-0465-2. — Pesxxum mocrtyna: http://www.iprbookshop.ru/79622.html. — 5BC
«IPRbooksy, mo maposro

13. Counuak, A. B. KonduaeHuuanpHOe I€JIOMPOU3BOJCTBO [DIEKTPOHHBIA pecypc]:
yueOHoe mocobue / A. B. Cnuyak. — DJIEKTpOH. TEKCTOBbIE NaHHbIE. — HUKHEBapTOBCK:
HwxneBapToBckuil rocynapcTBeHHbIl yHuBepcuteT, 2020. — 120 ¢. — ISBN 978-5-00047-558-4.
— Pexxum nocryna: https://www.iprbookshop.ru/118982.html. — D5C «IPRbooks», mo napoo

14. YepnoOaii, H. b. Jlenonpon3BoAcTBO B KOMMEPUECKOM JesTeIbHOCTH [DIeKTPOHHBIN
pecypc]: yae6noe mocooue / H. b. UepHoOaii. — DIeKTpOH. TEKCTOBbIE aHHbIE. — CTaBpOIOJIb:
CekBoiid, 2020. - 71 C. - ISBN HET. - Pexxum JOCTYyTIa:
https://www.iprbookshop.ru/121665.html. — 35C «IPRbooks», mo mapoJto

8.3 JInneH3noHHOE MPOrpaMMHoOe o0ecredeHue

1.Windows 10 pro (morosop Ne 7 ot 02.03.2020 1)

2.Liber Office (free), Open Office.org (free).

3.Professional Edition,7Zip (free).

4. Google Chrome (free,).

5. Mozilla Firefox (free),

6.VLC player (Buneo mueiiep).

7.AIMP (aymmo tutetiep) GIMP (I'paduueckuii perakrop).

8. K-Lite (komeku mist BoctipousBeaenus Buzeo) lrfanview (mpocmotp doro) Adobe Flash
Player.

9.Adobe Reader (mpocmotp PDF).

10.Cuctema «mauropym» DbC-BKP (moroop Ne 0121/20180625 ot 25.06.2018 1.) .

11. IIporpammusiii mpoaykt ACY VY3 ‘Universys Web Server 5’ JIuiieH3HOHHBIH JOTOBOP
Ha ucnosb3oBaHue nporpammsl it 9BM Nel3-1123-306 ot 15.09.2023r.

12. Koncynprantlntoc (morosop ot 01. 01.2016 .

13. OIIC «Cucrema I"apant» moroop Ne 12376/HK/2019 ot 09.12.2019 r. IIporpamma
st ObC

14. IRRbooks. JTuriensuonnsiii morosop Nell 506/24C ot 08.04.2024r
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8.4 CoBpemMenHbIe npodeccHoHAIbHBIE 0a3bl JaAHHBIX U HHPOPMALMOHHbIE
CIIPaBOYHbIE CHCTEMbI
1. Hayunas snekrponHas 6udanorexa Www.elibrary.ru
2. DnexTpoHHas oubnuoteka no ¢punocopuu - http://www.filosof.historic.ru/
3. Poccuiickas rocyaapcTBeHHas oubnmoreka. - http://www.rsl.ru
4. Oo0pazoBatenbHble pecypchl (enepanpbHoro moprana «Poccuiickoe o0pa3oBaHue»

http://www.edu.ru.

5. DnektpoHHo-OubmuoTeunas cuctema IPRbooks- http://www.iprbookshop.ru.

6. OmaiiH-cripaBOYHHUK « DHIMKIIONEIUS Kapbepbl» - hitps://planetahr.ru/

7. Tloprain mo Bompocam yrpaJieHHs iepcoHaiom- http://hrmaximum.ru/

8. http://www.gks.ru - Poccrar — denepanbhast ciryx6a rocy1apcTBEHHOM CTATHCTHKA

9. http://www.iep.ru/ru/publikatcii/categories.html Denepanbublii  00pa3oBaTENbHBIM HOPTAIL.

Oxonomuka. Conuosiorus. MeHepKMEHT

10. https://rosmintrud.ru/opendata - ba3a oTkpbIThIX AaHHBIX MuHTpYaa Poccun
11. www.economy.gov.ru - bassl JaHHBIX MUHHCTEPCTBA SKOHOMHYECKOTO Pa3BHUTHS U

TOPTOBJIN Poccun.

NuadopmanmoHHbIE CIPABOYHBIEC CHCTEMBbI:

1. CopaBouHo-IipaBoBast
http://www.consultant.ru;

CHUCTEMA

«Koncynprant Ilmoc» - Pexum  gocryna:

2. MudopmanmoHHo-ipaBoBoi cepBep «"apanT» http://www.garant.ru/

9. MATEPMAJILHO-TEXHUYECKOE OBECIIEYEHUE JUCLUATIVHBI
(MOJYJIST)

VY4yeOHast ayauTopus IS HPOBEICHUS: 3aHATHI
JEKIMOHHOTO  TWIIA, TPAKTUYECKUX  3aHATHH,
TPYINOBBIX ¥ HMHAWBUAYAJIbHBIX KOHCYJbTallWH,
TEKYIIEro KOHTPOJIS u TIPOMEXKYTOYHOH
aTTecTalyn

352905, KpacHogapcekuit kpaid, r. ApmaBup, yiuua
VYpurxoro, A. 117, momemenune Nel3 (ayauropus
4) obmelt momaapio 37,4 KB.M.

YueOnast MmebeJib:

- KOMIUIEKThI y4eOHOW MeOenu: CTOJ Ha JiBa MOCaJOYHBIX
Mecta (12 mr.), cTyn yaeHmdeckuit (24 mr.)

- crox mpenogasareis (1 mr.)

- kpecyo npenogasaress (1 m.)

- Jocka kimaccHas (1 mT.)

TexHnyecKue CpeacTBAa 00yUeHUs:
Ha0OP IEMOHCTPAITMOHHOTO 000PY/TIOBaHHUSI:
- MyJIbTUMEIAA IIPOEKTOP

- KoMTploTep (HOYTOYK) C TOJAKIIOYEHHEM K CETH
«MuTepueT» u goctynoM k SMOC By3a,
- y4eOHO-HATIISI THBIE rmocoowus, o0ecreurBaroIINe
TeMaTHIECKHE WILTFOCTPAIINN

IMomemenne AN CaMOCTOSITENBHOM  paOOTHI, | - KOMILICKTHI Y4eOHOU MeOenu;

OCHAIICHHOE  KOMIIBIOTEPHOH  TEXHHUKOW  C | KOMIIBIOTEpHAs TEXHWKAa C TOAKIIOYCHHEM K CETH

BO3MOJKHOCTBIO TIOAIKIIIOUEHHS K ceTH «/HTepHeT»
u obecrieueHuneM jocryna k dMOC By3a.

352905, KpacHonmapckuii kpai, T. ApMaBup, yJuma
Typrenesa, 1. 147, 2 stax, nomemienne Ne7 ooOmei
mIomanaso 12,4 KB.M.

«HnTepreT» u goctynoM k SMOC By3a;

ITomemmenne st XpaHeHUs] U IPOPUIAKTHIESCKOTO
00CITy)KUBaHUA yaeOHOro 000pyIOBaHUs
352905, KpacHonmapckuii kpai, T. ApMaBup, yJuma
VYpunkoro, a. 117, momemenne Ne76 obmiei
ILIOIIAABIO 3,5 KB.M.

Crennaxxu, ”HBEHTAph, yueOHOE 000pyIOBaHNE



http://www.elibrary.ru/
http://www.filosof.historic.ru/
http://www.rsl.ru/
http://www.edu.ru/
http://www.iprbookshop.ru/
https://planetahr.ru/
http://hrmaximum.ru/
http://www.gks.ru/
http://www.iep.ru/ru/publikatcii/categories.html%20Федеральный
https://rosmintrud.ru/opendata
http://www.economy.gov.ru/
http://www.consultant.ru/

10.0COBEHHOCTH BBIIIOJIHEHUSI 3A JAHUI OBYYAIOLUMUCSI-
UHBAJTUIAMHU U JIMLAMH C OTPAHUYEHHBIMHU BO3MOKHOCTSIMHA
3/IOPOBbSI (ITPU HAJIMYNH)

OcoOble ycnoBUs OOy4YeHHsT W HampaBlieHHs paOOThl C WHBAIMJAMH W JIMIAMH C
OTrPaHUYEHHBIMU BO3MOXKHOCTSMHU 370pOBbsl  (Jajiee OOydYaroOUIMXCS € OrpaHUYEHHBIMU
BO3MOKHOCTSIMH 3JI0POBbsI) OIIPE/ICIIEHBI HA OCHOBAaHHH:

— 3akona P® ot 29.12.2012r. Ne 273-03 «O6 ob6pazoBannu B Poccuiickoit denepanuny;

— 3akoHa P® ot 24.11.1995r. Ne 181-®3 «O conuaibHON 3alllUTE WHBAIUIOB B
Poccuiickoit denepanuny;

— Ilpukaz MunoOpuayku Poccum ot 06.04.2021 Ne 245 «O6 yrBepxkaenun Ilopsaka
OpraHu3alli W OCYIIECTBJIECHUS O00pa3oBaTeIbHOM JEATEIBHOCTH II0 00pa3oBaTeIbHBIM
nporpaMMaM BbICIIET0 00pa3oBaHUs - MporpaMMamM OakajaBpuaTa, MporpaMmMam ClielualnTeTa,
porpaMMaM MarucTpaTypbiy,

— METOJMYECKUX PEKOMEHIAIMA MO OpraHu3aluyd O00pa3oBaTEIbHOTO IpoIecca JUIs
00y4YeHMsI HHBAJIUAOB U JIUL C OFPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3[J0POBbsl B 00pa30BaTEIbHbIX
OpraHu3alUsaX BBICIIETO OOpa3oOBaHMs, B TOM YHCIIE OCHAIIEHHOCTH OOpPa30BaTEIBHOTO
npouecca (yrB. Munoopuayku Poccuu 08.04.2014 Ne AK-44/058H).

[Ton crneuuanbHBIMU YCIOBUSIMU JUIs MOJY4YeHHs oOOpa3oBaHMsl OOy4arouuxcs C
OTrPaHUYEHHBIMU BO3MOXKHOCTSIMHM 370pPOBbsl ITOHUMAIOTCSl YCJIOBUSI OOyuY€HMsI, BOCIIMTAHUS U
pa3BUTHS TaKUX OOYdYAIOUIMXCS, BKJIOYAONIME B Ce0s MCIOJIb30BaHME aJlallTHPOBAHHBIX
00pa30BaTeNbHBIX MPOrPaMM U METOAOB OOyuY€HHs] U BOCIUTAHMS, CIELUAIbHBIX Y4eOHHKOB,
y4eOHBIX TOCOOMH W IUAAKTUYECKHX MaTepUalIOB, CIEHUAIBHBIX TEXHHYECKHX CPENCTB
0o0y4yeHMsI KOJUIEKTUBHOIO U HMHJIUBUAYAJIbHOI'O IOJb30BaHUS, INPEAOCTABICHUE YCIyT
acCUCTEeHTa (ITOMOIIHHMKA), OKAa3bIBAIOUIEr0 OOyYarolUMc HEOOXOAUMYI0 TEXHHUYECKYHO
IIOMOIIlb, POBEJICHUE TPYNIOBBIX M MHIAUBHUIYATbHBIX KOPPEKIIMOHHBIX 3aHATHH, oOecredeHne
JOCTyNa B 3/aHUS By3a W JIPYTHE YCIOBHA, 0€3 KOTOPBIX HEBO3MOXKHO WM 3aTPyIHEHO
OCBOCHME O00pa30BaTENbHBIX IMPOrpaMM OOYYAIOUIMMHUCA C OTPAHUYEHHBIMH BO3MOXKHOCTSIMHU
3JI0POBBSL.

B mensx nAOCTYMHOCTM W3y4YeHHs JUCLUIUIMHBI HHBAIMIAMU M OOy4yarollUMHUCS C
OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI OpTaHU3aIMel 00eCTIeunBaeTCs:

1. JI7st UHBAJIMJIOB U JIML C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3/10POBbsI 10 3pEHHIO:

—HaJIWYME albTEPHATHBHOM BEPCHU OQPHUIMAIBHOTO CalTa OpraHu3ali B CETH
«HTEpHET» TS CITa0OBHIAIINX

—pasMellleHHe B JIOCTYNHBIX JJsi OOy4YalolIMXCsl, SBJSIOIIMXCA CIENBbIMH  MJIH
Ca0OBUASIIMMHU, MECTaX U B aJalTUPOBAHHON Qopme (C y4eToM MX OCOOBIX MOTpeOHOCTEMN)
cnpaBoyHO HH(pOpManuu (MHGOpPMaIUs JODKHA OBITh BBIOJHEHA KPYIMHBIM pelibeHO-
KOHTPAcTHBIM HIpUGTOM (Ha Oe10M UITH KkesToM (hoHE) U MpoAydaupoBaHa mpudTom bpaiins);

—TIPUCYTCTBUE aCCUCTEHTA, OKA3bIBAIOIIETO 00yJatomeMycsi HeOOXOIMMYO TIOMOIITh:

—olecrnieyeHne BBITyCKa AJbTEPHATHUBHBIX (OPMATOB MEYATHBIX MAaTEPHAJIOB (KPYIHBIH
mWpUPT WK ayauodaiiib);

—olecrnieueHne JoCTyma OOYyYaromIerocsi, SBJSIFOIIETOCS CIENbIM M HCHOJIB3YIOMIETO
c00aKy-TIOBOJIBIPS. K 3JaHUIO OPTaHU3AINH;

2. JIns UHBAJIMIOB M JIUL C OTPAHUYEHHBIMHU BO3MOKHOCTSIMH 3/I0POBBSI 110 CITYXY:

—IyOnrpoBaHUE 3BYKOBOI CIIpaBOYHON MH(OpMalUK BU3yadbHOU (YCTaHOBKA MOHHUTOPOB
C BO3MOKHOCTBIO TPAHCISIIIUHA CYOTHTPOB (MOHHUTOPHI, MX pa3Mephbl U KOJMUYECTBO HEOOXOIMMO
OTIpeNIeNATh C Y4€TOM Pa3MepOB MMOMEIICHNUS);

—o0ecrnieueHre HalJIeKalluMU 3BYyKOBBIMH CPEICTBAMU BOCIIPOU3BEICHHSI HH(OPMALIUH:

3.JIn1 WMHBaNMIOB M JMIl C OIPAaHUYEHHBIMH BO3MOYKHOCTSIMH 3[10POBbs, HMEIOIIUX
HapyLICHUs ONOPHO-JBUTATEIbHOTO  ammapara. MaTepuaibHO- TEXHHYECKHE  YCIIOBHUS
00€ecIeunBarOT BO3MOXKHOCTh OCCHPEISITCTBEHHOTO J0CTyHa OOYYarolIuXcsi B TMOMEIICHUS
OpraHu3aliy, a TAKXKe NPeObIBAaHMS B YKa3aHHBIX MOMEIIEHUAX (HAINYKME MMaHAyCOB, TOPYYHEH,



paCIIMPEHHBIX JBEPHBIX IPOEMOB, JIOKAIHHOE TIOHWKCHHE CTOCK-OaphepoB, HaJIM4dUe
CHEIHMANIbHBIX KPEcell U APYTrUuX MPUCTIOCOOICHU).
OOGyueHue Tull OPraHU30BaHO KAK UHKIIIO3UBHO, TaK U B OT/ICJIbHBIX TPYIINAX.

11.o0HJA ONEHOYHBIX CPEACTB 11O JUCHUIIJIMHE

11.1 Onucanue OleHOYHBIX CPECTB, 1Jsl MPOBEAEHNsI TEKYIIEro KOHTPOJIA YCIeBAeMOCTH
B Mpouecce 0CBOEHUsI TUCHUILIHHBI

Oransl popmupoBanus kommereHmid B nporecce ocBoeHus OIIOII mpsimo cBsizaHbl ¢
MECTOM JHUCUMIUIMH B oOpa3oBaTenpHOW mporpamme. Kaxnaplii stan  ¢dopmupoBaHus
KOMIIETEHIIMM XapaKTEpU3YeTCsl ONPEIEICHHBIMU 3HAHUSMH, YMEHUSMU U HaBbIKaMHM U (WIN)
OMBITOM MNPO(ECCHOHAIBHON AEATENbHOCTH, KOTOpBIE OLEHHBAIOTCA B IPOLECCE TEKYILEro
KOHTpPOJISI YCHEBAEMOCTH, IPOMEXKYTOUHOM arrecraluud IO JUCUUIUIMHE (IPaKTHKE) U B
npoliecce rocy1apcTBEHHOM UTOrOBOM aTTeCTalUH.

OneHouHble MaTepHalbl BKJIIOYAIOT B ce0sl KOHTPOJIbHBIE 3aJaHusl M (UJU) BOIIPOCHI,
KOTOpble MOTYT OBITh TpEAJOXKEHbl OOydarolmleMycss B paMKax TEKYyLIero KOHTPOJIS
yCIIEBAEMOCTU M IMPOMEKYTOUHON aTTECTallMd MO JUCLUIUIMHE. YKa3aHHbIE IJIaHUpPYEMble
3ajjaHug U (WIM) BOMIPOCHI MO3BOJISIFOT OLEHUTh JOCTHKEHHE OOYJYaroIIMMUCS IUIAHUPYEMBbIX
pe3ysibTaToB OO0y4YeHUs MO AMCLUMILIMHE, YCTAHOBJEHHBIX B COOTBETCTBYIOIIEH paboueit
nporpaMMe JUCUUIUIMHBI, a TaKkKe CPOPMHUPOBAHHOCTh  KOMIETEHLUH, YCTAaHOBJIEHHBIX B
COOTBETCTBYIOIIEH OOIIEH XapaKTepHCTUKE OCHOBHOW MpOo(ecCHOHATBFHONW 00pa30BaTEIbHOM
POTrPaMMBl.

Ha orame Tekymero KOHTpOJISI YCHEBAEMOCTH M IPOMEXKYTOHYHOM aTTecTaluu
o0Oyyaromuxcst MO0 JAUCHUIUIMHE II0Ka3aTeNIIMU OLIEHUBAHHUS YPOBHS CHOPMHPOBAHHOCTH
KOMIETEHIIMH SIBISIFOTCSI pe3y/bTaThl YCTHBIX U MUCBMEHHBIX ONPOCOB, HaMKMCAaHHUE pedeparos,
BBITIOJIHEHHUE NTPAKTUYECKUX 3aJaHUH, PEIIECHUS TECTOBBIX 3aJaHH.

HUtoroBast oneHka CQOPMUPOBAHHOCTH KOMIIETEHLUHUH OIpeneisieTcss B  IEepUoa
rOoCy1apCTBEHHON UTOTOBOW aTTECTALIUN.

Onucanue noxazamenei u Kpumepues OUeHUBAHUA Komnememmﬁ

Toxasarenn Kputepnu onieHnBaHus KOMIIETEHIINI ixana

OLICHHUBaHUS paTep OLCHHBAHNA
ITornmanue Nmeer Ga3oBble 00ImIMe 3HaHWS B paMKaxX JWara3oHa BBIJIEICHHBIX | MUHUMATBHBIN
CMBbICJIa 3a7a4 YPOBEHB
KOMIIETEHITUHN

[lonumaeT QakThl, NPHUHLMUIBL, MPOIECChl, OOIIKMe MOHATUSA B |ba3oBbIii
mpenenax oOJNaCTH HWCCIEJOBaHUSA. B  OOJBIIMHCTBE CIy4yaeB | yPOBEHb
CIIoCOO€H  BBISBHTH JIOCTOBEPHBIE HWCTOYHUKH  HH(POPMAIIHH,
00paboTarh, aHATM3UPOBATh HHPOPMAITHTO.

Hmeer (l)aKTI/I‘IeCKI/Ie " TCOPCTHUYCCKUC 3HAHUA B NIPCALCIax obOmactu | Beicokuii
HCCJIICIOBaHWA C TIOHUMAaHHUEM I'paHuIl IPUMECHUMOCTHU YPOBCHb




OcBoenune Hanuure 0CHOBHBIX YMEHUH, TpeOyeMbIX AJIS BHIIOIHEHHS MPOCTHIX | MUHMMANbHBIN
KOMIIETCHLIUU B|3ama4y. CrocoOeH NpHUMEHSTh TOJBKO THIIMYHBIE, HanOosee 4acTo |ypoBEHb
paMKax  H3y4YeHHs | BCTpEUAIOIIMEeCs] MNPUEMBl MO KOHKPETHOH c(hopMyInpoBaHHOM
JUCLIUTUINHBI (BBLACTIEHHON) 3a1a4e

NmeeT muana3oH MpakTHYECKUX YMEHHU, TpeOyeMbIX [Tl pemreHus | bazoswrit
oTpeJieNIeHHBIX MPOo0JieM B 00JIACTH HCCIIeA0BaHus. B OOJBIIMHCTBE | ypOBEHB
CIIy4aeB CIOCOOEH BBISIBUTH TOCTOBEPHBIE HCTOYHUKY HH(OpMAIIHY,
00paboTaTh, aHATM3UPOBATh HHPOPMAITHIO.

Hmeer mmpokuii 1uamna3oH NpaKTHUECKUX YMEHUH, TpeOyeMbIX s
pasBUTHSL TBOPUYECKUX pEILICHWH, abcTparupoBaHusi mpooieM. | Beicokwmii
Crioco0eH BBISBIATH MPOOJIIEMBI W yYMEET HaxOTUTh CIOCOOBI | yPOBEHB

pelIeHus], MPUMEHsISI COBpPEMEHHBIE METOBI M TEXHOJIOTHH.

CrocoOGHOCTh Cnocoben pabGortare mpu TmpsiMoM HaOmrogeHuu. CrnocoOeH | MUHUMATBHBIN
IIPUMCHSATDH Ha | IPUMCHATH TCOPECTUUCCKUC 3HAHNA K pCIHICHHNIO KOHKPETHBIX 3ada4. | YPOBCHb
NpakTUKe 3HaHWsI, | MOXKET B3ATh Ha ce0s OTBETCTBEHHOCTH 3a 3aBEpIICHHE 3a1a4 B
HOJTyYCHHBIC B XOJIC | HCCIICIOBAHHH, npucrnocadiIuBaet CBOC TIOBEJICHHE K
U3y4YECHHUS 00CTOsAITENBCTBAM B PEUICHUH MpobieM. 3aTpyaHsercs B penieHud | ba3zoeiii
JUCTIATUTAHBI CJIOXKHBIX, HEOPAMHAPHBIX TPOOIEeM, HE BBIICIACT THIIMYHBIX | YPOBCHb
OIMMOOK W BO3MOXHBIX CIIOKHOCTEH TPHW PENICHUH TOW WU HHOMN
POOJIEMBI

CrocoOeH  KOHTpONUpOBaTh  pabOTy, TPOBOJUTH  OIICHKY,
COBEpIICHCTBOBaTh  JACWCTBUSA  paboThl.  YMmeer  BBIOpath | Beicokuit
3G (EeKTUBHBI TpHEeM peHICHUs 3adad [0 BO3HUKAIOIIUM | YPOBEHb
npobieMam.

1.2 OneHouyHble MaTepUAIBIAJISA NPOBEACHUS TEKYIEro KOHTPOJIA

OIIK-3 Cnoco0en pa3pabdaTbiBaTh W OCYIICCTBJISITh MEPONPUSITHSI, HANIPABJICHHbIC
HAa  peajM3alMI0  CTpPaTeruy  YNpPaBJeHUs]  TEPCOHAJIOM, ofecnmeyuBaTh  HX
JAOKYMEHTAIlMOHHOE COINPOBOXIEeHHEe W OLCHHBATHh OPraHU3allMOHHbIE W COLHAJIbHBIE
nocJjieAcTBUst (KOHTposupyeMblii uHankarop goctwkenuit OINK-3.2 Crocoben ¢ ydetom
UMEIOIUXCA PEeCypcoB 00ecreynBaTh JOKYMEHTAIIMOHHOE CONPOBOXKIEHHE OCYIIECTBISEMbIX
MEpOTIPUATHIA, HATIPABICHHBIX HA PEATU3AINI0 CTPATETHH YITPABIICHHS IEPCOHAIIOM).

ITK-1 CpnocobeH ocCymecTBIAATh AEATEJBHOCTH IO 00eCNEeYeHHI0 MEePCOHATIOM C
y4eToM IieJieid, 3a1a4 M CTPAaTeruu OpraHu3anuu (KOHTPOIUPYEMbId HHANKATOP TOCTIKCHUN
[1K 1.1 [Tonumaer coctaB, CTPYKTYpy NepcoHaja, MOTPEOHOCTH OpraHu3aluy B IEpCOHae, ¢
MIPUMEHEHHUEM COBPEMEHHBIX TEXHOJIOTHI MOUCKa, MPUBJICUEHUS, TOA00pa U 0TOOpa IepcoHana)

Tunosvie 3a0anusi, 0151 OYeHKU cPOPMUPOBAHHOCTNIU SHAHUIL

PesynbraTel 00y4eHus

3HaeT OCHOBBI JIOKYMEHTAIIIOHHOTO 00ECTICUeHHS YITPABIICHUSI OPTraHU3allnHg;
3HaeT mopsAAO0K pa3pabOTKH OPraHU3aIMOHHBIX CTPYKTYP OpPTraHU3alliH, TOJI0KEHUH O MoApa3aeieHusIX,
JIOJDKHOCTHBIX HHCTPYKIMHA U JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIPaBIeHYECKUX PEeLICHUH;

Bonpocs! 1J1s1 yCTHOTO 0Npoca HA MPAKTHYECKHUX 3AHATHIIX

1. KakoBa 001acTh MpUMEHEHHS JAHHOTO TOCYJapCTBEHHOTO CTaHaapTa?

2. W3 xakux pa3qenoB COCTOMUT JaHHBIH JOKyMeHT? ONUIIUTE KpaTKOe COep:KaHue
KaXJIOTO pazjena.

3. Kakoe onpenenenue sBiusercs Oosiee  NpaBUIBHBIM:  «/loKyMeHTalMOHHOE
o0ecrieueHne yrpaBIeHUs» WIH «IKOHOMUYECKOE YIpaBIeHUE)?

4. JlaiiTe onpenencHue NOHATHIO «PEKBU3UT

5. CKOIbKO PEKBU3UTOB CYIIECTBYET Yy JOKYMEHTa (M0 JaHHOMY TOCYJapCTBEHHOMY
CTaHaapTy)?




6.

Kaxkue TpC60BaHI/I$I B COOTBCTCTBUU C NAHHBIM HOPMATUBHBIM JOKYMCHTOM IOJIKHBI

MMPEABABIATECA K OnaHKaM ,I[OKYMCHTOB?

7. Kakue npuiioxeHus COJIePKaTCs B JAHHOM JIOKyMeHTe?
8. [I'me mpuBeneHbl 0Opa3ibl 6JaHKOB JIOKYMEHTOB?
9. Kornga ucnonb3yercst oOwii 01aHK?
10. B kakux ciyyasx NpUMEHSIOT OJIaHK KOHKPETHOTO BUJA TIOKyMeHTa?
11. B yem pa3zHuIa MeXay oOmuM OJIaHKOM U OJJaHKOM KOHKPETHOTO BH/Ia JOKYMEHTA?
12. Kakue TpeGoBaHUs NMPEIBABISAIOTCS K OJIAaHKaM JOKYMEHTOB?
13. Kaxue nomnst 1OJKHBI OBITH y OJIaHKOB?
14. Kaxkue cxeMbl pacloI0KEeHUs! PEKBU3UTOB HCIIONB3YIOTCS Ha OJIaHKax?
Kpumepuu u wikana oyenuganus ycmmuozo onpoca
Orenka 3a Kpurepuu
OTBET
BBICTABJISICTCS 00YYAIOIIEMYCsl, CCIIH:
- TEOPETHIECKOE COEPIKAHIE Kypca OCBOCHO MOIHOCTHIO, O6e3 MPoOesioB;
- HcCYEpIbIBaromee, I0CICA0BaTCIbHO, YCTKO W JIOTMYCCKU H3JIaract TCOpCTI/ILICCKI/Iﬁ
MaTepua;
OTinyHO - CBOOOIHO CTIpaBIISIETCS C PEIIeHne 3aad,
- UCIIOJIB3YET B OTBETE I[OHOJ'IHI/ITCJ'IBHI-Jﬁ Marepual;
- BCE 3aJIaHHs, IPETYCMOTPEHHBIE YIEOHOH MPOrpaMMOii BHITIOTHEHEI,
- aHAJIM3HUPYET TIOTyYCHHBIE PE3YIbTaTHI;
- OPOABJIACT CaMOCTOATCIIBHOCTD ITPHU TPAKTOBKE U 000CHOBaHHUH BBIBOJJOB
BBICTABJISICTCS 00YJAIOIIEMYCsl, CCITH:
- TEOPETUYECKOE COMICPIKAHKE KyPCa OCBOCHO MOJIHOCTHIO;
- He00OXOJUMBIE TIPAKTUIECKHIE KOMIIETSHIINA B OCHOBHOM C(OPMHUPOBAHBL;
- BCC NIPCAYCMOTPCHHBIC nporpaMMoﬁ O6y‘IeHHH MMPAKTUYCCKUC 3aJIaHUs BBIIIOJIHCHBI, HO B
Xopomuio HUX UMEIOTCS ONIMOKH U HETOUHOCTH;
- IIpU OTBETC Ha TOCTaBJICHHBIN BOIIPOCHL OGy‘IaIOH.IPIfICH HC OTBCYACT apryMCHTHPOBAHO U
ITIOJIHO.
- 3HACT TBEPAO HeKHHOHHBIﬁ Marcpualli, rpaMOTHO U MO CyHIE€CTBY OTBCYACT HAa OCHOBHBLIC
IIOHATHA.
BBICTABJISACT 06yan0LueMyCH, CClIn:
- TCEOPCTHUYCCKOEC COACPKAaHUE KypCa OCBOCHO YaCTU4YHO, HO HpO6JI€MBI HEC HOCAT
yZ[OBJ'ICTBOp CYIIECTBECHHOI'O XapaKTepa,
UTEJILHO - OOJNBIIMHCTBO TPEAYCMOTPEHHBIX Yy4eOHON TporpaMMol 3aJaHWi BBHIIOJHEHO, HO
A0IMYCKAKTCA HC TOUHOCTHU B OIIPCACIICHUN (I)OpMyJ'H/IpOBKI/I;
- HaOJIIOIACTCsI HAPYIICHHUE JIOTUYECKOH MOCIIeI0BATEIIBHOCTH.
BBICTABJIACT O6y‘laIOH_IeMYC$I, CClIn:
- He 3HAeT 3HAYNTEILHOM YacTh IIporpaMMHOTO MaTepurajia,
Heynosners X
- TOTIYCKAeT CYIIECTBEHHBIC OIINOKH;
OpHUTCIBHO

- TaK K€ HC C(bOpMHpOBaHLI MPAKTUYCCKHUEC KOMIICTCHIINU,
- OTKa3 OT OTBCTA UJIM OTCYTCTBUC OTBLCTA.

TemaTnka pedeparon

1.3aKoHOZATENIBHOE K HOPMATUBHO-METONUYECKOE PETYIIMPOBAHHUE JEIOIPOU3BOICTBA.
2. BO3HMKHOBEHHE U Pa3BUTHE OTEYECTBEHHOTO JI€JIONPOU3BO/ICTBA.

3. OcobeHHOCTH TOATOTOBKU M O(OPMIICHHSI JOKYMEHTOB JUIsl IEJIOBON TEPEIMCKH.

4. ITonroToBka CoBeLIaHUN U COOpaAHUA.

5. Pabora ¢ nucbMaMu U 0OpaIliEeHUSIMU Tpak1aH

I(pumepuu OUCHUBAHUSA 6bINOJIHCHUA petj)epama

| Ornenka | Kputepun




MOJIHOCTBI0 PacKphITa TeMa pedepara; yKazaHbl TOUHbIC HA3BaHUS U ONPEACICHUS,
MPABIIFHO C(HOPMYIUPOBAHBI MOHATHS M KATETOPHH; IIPOAHATN3UPOBAHBI U CACTAHBI
COOCTBEHHBIC BBIBOJIBI 110 BBIOPAHHON TEMe; WCIOJIB30BAJIACh JIOTIOJHUTEIbHAS
JUTEPATypa U UHBIC MaTepUaibl U Ap.;

HEJOCTAaTOYHO IMOJTHOE, PACKPHITHE TEMBI, HECYIIIECTBEHHBIE OIINOKH B OIMPEIEICHUN
Xoporiio MOHATUI W KaTeropuil W T. M., KapAWHAIBHO HE MEHSIOIIUX CYTh H3JI0KEHHS,
HCIIOJIb30BAaHUE YCTAPEBIICH JTUTEPATyphl U APYTUX UCTOUYHUKOB;

pedepar oTpakaer oOIIee HaINpaBiICHHE H3JIOKCHHS JICKIIMOHHOTO MaTephana Hu
MaTepyansa COBPEMEHHBIX Y4YeOHWKOB; HaJHMYWe JOCTATOYHOTO KOJUYECTBA

OTiIuyHO

Y noBneTBop . N
STCITBHO HECYIICCTBCHHBIX WM OJTHOM-ABYX CYIIECTBEHHBIX OIIMOOK B ONMPEACICHUN MOHATUH
M KaTeropmii W T. T.; WCIOJB30BAaHHE YCTapeBIIEH  JUTEpaTypel U JOPYTHX
HMCTOYHHIKOB; HECITOCOOHOCTh OCBETHTD MPOOJIEMATHKyY JWCHIUIUIMHBI U JP.;
Heyosiers TeMa pedepaTa HE paCKpbITa; OONBIIOE KOJUYECTBO CYIICCTBEHHBIX OIIUOOK;
4 OTCYTCTBHE YMCHHIA ¥ HAaBBIKOB, OOO3HAYCHHBIX BBIIIC B KAUECTBE KPUTCPUCB
OpPHUTENBHO

BBICTABJICHUSA IMOJIOXKUTEJIBHBIX OLCHOK U JIP.

TunoBble TecThI N0 TUCHHUIIHHE
1. Yrto Takoe 10KyMeHT?

1) - D10 KaKoW-11M00 MaTepUAIbHBIA HOCUTEIb C HH(pOpMAIIHEH, KoTopas 00JiagaeTt
oTpeieIeHHBIMA PEKBU3UTAMY;

2) - DT0 OyMaXXHBIH JIUCT C HAHECEHHBIM Ha HETO MEYaTHBIM TEKCTOM;

3) - Dro O00BEKT MaTepHAIBHOTO MHpPA, KOTOPBIH COAEPKUT KaKyHO-THOO
uH(pOpMAaIIHI0, HEOOXOJUMYIO [Tl pabodero mporecca.

2. Nudopmanus, KOTopasi HMeeT CTPYKTYPY U COAEPKUTCS HA HOCHTeJIe — 3TO:

1) - noKyMeHTHpOBaHHAs UHPOPMAIHS;

2) - opUITHATIBHBIH JOKYMEHT;

3) - 1e710IpPOU3BOJICTRO.

3. llepenaua nHopManmuu, KOTOPasi COAEPKUTCH B JOKYMEHTe, B IPOCTPAHCTBE M
BpeMeHH — ITO:

1) - KOMMyHHUKaTHBHAsI QYHKIHS JOKYMEHTA,;

2) - conuanbHas QYHKIUS TOKYMEHTA;

3) - monuTHYecKas QYHKIMS JOKYMEHTA.

4. Kakoii W3 yKa3aHHBIX JOKYMEHTOB IpHOOpeTaeT NpaBoBYI (YHKIHIO Ha
onpe/ejeHHbIA NPOMEKYTOK BpeMeHM:

1) - TIpoToko: 3aceanust aTTeCTAMOHHOW KOMHCCHU;

2) - 3aKoH,;

3) - [InarexxHOE MOPYUYCHHUE.

5. B ueMm 3akiii0uaercss aTpuOYTUBHOCTH JOKyMeHTa?

1)- B Hamuuuu B JOKYMEHTE JBYX COCTAaBJISIONUX (MaTrepuaibHON W
MH(OPMaILMOHHOM ), 6€3 KOTOPBIX OH CYIIECTBOBATH HE MOXKET;

2) - B ero npeaHa3Haue€HHOCTH JUIS TIEpelady B TPOCTPAHCTBE Y BPEMEHH;

3) - B TecHO#M B3aUMOCBSI3M €r0 OTACIBHBIX 3JEMEHTOB M IMOJCHCTEM, KOTOPBIC
00ecreynBaloT €ro IeIOCTHOCTh U COXPAHEHUH CBOWCTB MpPH Pa3IMYHBIX BHEIIHUX
U3MEHCHHSIX.

6. CiocoOHOCTH IOKYMEHTA MOBJIeYb 32 c000il MpaBoOBbIE NMOCJIEACTBUS — ITO €ro:

1) - ropuauyecKas cuia;

2) - IOpUIYeCKasi 3HAUUMOCTb;

3) - T0CTOBEPHOCTH.

7. Konusi 1oKymMeHTa — 3TO:

1) - aK3eMILISIp, KOTOPBIiA TOJHOCTHIO MMOBTOPSAT COJCPIKAHKE TTOATHHHUKA,

2) - IOBTOPHBIN 3K3EMILISP MO JIMHHKKA,

3) - ero snekrponHas Gpopma.

8. Obs13aTenbHBIN 3J1IeMEHT 0()OPMIIEHHS JOKYMEHTA Ha3bIBACTCS:



1) - pexBU3UTOM;

2) - popMyIIIpoM;
3) - obpasiom.

9. PexkBU3MT, KOTOPBIH (UKCHpYeT pelleHHe JUIA (cOorjiacue WM Hecorjacue) 1o
MOBO/Y CO/IeP/KAHUA JOKYMEHTA, HA3bIBACTCH:
1) - Bu3OI;
2) - rpudom;
3) - pe3omonuei.
10. Pe3osronus ogopmasiercs:
1) - Ha caMOM JJOKYMEHTE WJIM Ha OTACJIbHOM JIUCTE;
2) - TOJIBKO Ha CAaMOM JIOKYMEHTE;
3) - TOJBKO Ha OTJCIBHOM JIUCTE.
Kpumepuu oyenuganusa 00pazosamenpHbvlX 00CMUNCEHUTL 07151 MECMO8bIX 3A0AHUIL
Onenka Koaddunuent K (%) Kputepuu onenkn
Carimre 80% mpaBUITEHBIX DIyOOKOE TIO3HAHME B  OCBOCHHOM
OTnuuHO
OTBETOB MaTepuale
Xoporio Cabimre 70% npaBUIIBHBIX MaTepual OCBOGH IOJHOCTbIO, 0€3
OTBETOB CYIIECTBEHHBIX OIIHOOK
Crbitme 50% MpaBuTbHBIX Marepual OCBOSH HE IOJHOCTHIO,
Y 1OBIETBOPHUTEIHHO OTBCTOR UMEIOTCSI 3HAYMTENIbHbIE TPOOENBl B
3HAHMAX
Menee 50% npaBUIBHBIX MaTtepHual HE OCBOCH, 3HAHUS
HeynonerBopurenbHo
OTBETOB o0yyaromierocs HIKe 0a30BOT0 YPOBHS

11.3. OueHo4HbIe MaTEePHAJIbI I IPOBEACHHUS MPOMEKYTOYHOM aTTeCTALNH

Tunosvie 3a0anus, HanpasienHvle Ha GopmMuposarue npopeccUuoHaIbLHbIX YMEHU.

PesynbTathl 00y4yeHus

VYMeeT
VYMeeT

peayn3alrio CTPATETUH YIIPaBJIE€HUS TIEPCOHATIOM;

OpraHu30BaTh JOKYMCHTAIIMOHHOC CONIPOBOXACHUC YIIPABJICHUSA OpraHU3aluu;
o0ecreynBaTh AOKYMCHTAIITMOHHOC COIIPOBOXJCHUC MepOHpHHTHﬁ, HaIlpaBJICHHbBIX Ha

CoNoORARWNE

PR RPRRPRRERRERRERE
©oo~NoUk~wWMNDEO

Tunosoii nepeyeHb BONPOCOB K 3a4eTy
Yro Takoe kiaccuukanus J10KyMEHTOB?
HazoBure ocHOBHBIE KJIacChl JOKYMEHTOB
[Tepeuncnure OCHOBHBIE MPU3HAKH KJIAaCCU(DUKALIUU TOKYMEHTOB
Yto BBl MOHUMaETE Mo/ yHUDUKAIeH ToKyMeHTa?
KakoBa nenp kiaccupukanuu J0KyMEeHTOB?
Kakue QpyHknu 10KyMeHTa MOYKHO OTHECTH K 00LIUM?
[Tepeuncnure cnienuanbHble GQYHKIUN JOKYMEHTA.
Yrto Takoe JOKyMEHTOO00pOT?
B uem cymHOCTh NOHATHS «apXUBHOE JEII0»?
Kakue TpeboBanus npeabsaBiIsitoT K HHGopMauu?
KakoBbI OCHOBHBIE CBOICTBA JOKyMEHTa?
Urto BeI noHMMaeTe no npeamerom JJOY?
Kakas ¢opma opranusanuu 1e100por3BOJICTBA IPUCYILA KPYITHBIM OpraHU3alusim?
Kakas ¢popma opranuzanuu Je0npon3BOACTBa MPUCYIAa METKUM OpraHU3aiusm?
3Ha4yeHue 1eT0NPON3BOJICTBA B TPOPECCHOHATILHON EATEIbHOCTH OyXranTepa.
OBOJIIOLIUS PA3IUYHBIX BUJIOB JOKYMEHTOB.
JloCTOMHCTBA M HEJOCTATKH BBIOOpa paznuuHbix Gpopm C/1O.
XapaKTepUCTUKA U CTPYKTYpPa CIIY>KObI «YIpaBICHHUE ACTaMU».
XapaKkTepuCcTUKa U CTPYKTypa Ciryk0bl «OOImuii oTACT.



20. Xapakrepuctuka paboThl cekpeTaps-pedepeHrTa.
21. OcoOGeHHOCTH U perjaMeHTalus JOKyMEHTO000pOTa B Pa3IMUHBIX YUPEKICHUSIX.
22. JIOCTOMHCTBA M HEJOCTATKH PA3IMYHBIX ()OPM PETUCTPAIIUU JTOKYMEHTOB.
23. dopMbl KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB.
24. 3HayeHHe KOHTPOJISI UCIIOTHEHHUS TOKYMEHTOB.
25. OcoOEHHOCTH OTEYECTBEHHOTO JCIIONPOU3BOICTRA.
26. Homenkmnatypa nen
TunoBble NpakTU4YecKHUe 3a1aHUS I NOATOTOBKHU K 3a4eTy
Tunosvie npakxmuueckue 3a0aHus, HANPagieHHvle Ha HOoPMUPosanUe NPOhecCUOHANbHBIX
HABBLIKO8, 61A0CHUTL
Pesynprarsl 00yueHus
Bna/:[eeT HaBbIKaMH IIPUMCHCHUSA U COCTABJICHUA I[OKyMeHTaHI/II/I;
Brageer HaBpIKamM# pabOTHI TOKYMEHTAIIMOHHOTO COMPOBOXICHUS MEPOTIPHUSITHIA,

TunoBble npakTH4YecKHe 3aJaHMUA 1JISl IOATOTOBKH K 3a4eTy

3amanmue 1.

Ha tutynsHOM nucTe TpyA0BON KHUKKU paOOTHHKA HEMPABUIILHO 3aMCAHO €r0 OTYECTBO:
BMecTo «['enHanbeBuu» (cormacHo mnacnopty) HamnucaHo «l'enHaglleBuu». OpraHusanus,
KOTOpas 3aBeja pabOTHUKY TPYJOBYIO KHIKKY, YK€ JIMKBUAMpPOBaHa (M, BO3MOXKHO, 0€3 ci1auu
JIOKYMEHTOB B apXuB). SIBIII€TCS JM B 3TOM Cilly4dae Takas TPyJoBas KHUXKKa JEHCTBUTEIbHOMN?
Kak ncnpaBuTh 100yHIEHHYIO B OTYECTBE OLIMOKY Ha TUTYJIBHOM JIMCTE TPYAOBON KHUXKKU?

3amanmue 2.

PabotHuk, BmepBble MoCTynarouMii Ha padOTy, KynMJ caM HOBBIM OJaHK TpyIOBOM
KHIKKH U IIpUHEC ero paboronarento. Brnpase nu paboTonarens NpUHATh Y paOOTHUKA HOBBIM
0JIaHK TPY/Z0BOI KHMXKKU UM CZeNlaTh B Hero 3anuch? Mnu paboronarens B 3TOM cilyyae JOJIKEH
OTKa3aTb B TNpuemMe OJaHKa M 3aBECTH HOBYIO TPYIOBYIO KHUXKKY pabOTHMKY M3 YHCIa
NpPUOOpPETEHHBIX paboToaaTenemM?»

3aganue 3.

PaborHuiia HanMcana 3asBlieHUE Ha YBOJIbHEHHE MO cOOCTBEHHOMY »kenanuio 29.12.2020.
JlupexTop 3acTaBisieT e€ caMoii cebe uckaTh 3aMeHy U oTpadaThiBaTh 10 21.01.2021. PaboTHuIa
CUMTAET, YTO HE 00si3aHa MCKaTh cama ce0e 3aMeHy, He OTpadaThIBACT, a MpEeAyNpexaacT 00
yxoze, cpok oTpabotku HaunHaercs ¢ 30.12.2020 u 3akanumBaercs 12.01.2021 (cy660Ta), HO
TaK Kak MOCJeIHUN JeHb BbIMalaeT Ha BHIXOAHOM, TO MOociaeIHui padbounii neHpb 3o 14.01.2021
(moHenenbHUK). B moHenenbHUK pabOTHMIIE NOJKHBI BBIIATh pacueT U TPYAOBYIO KHHUXKKY.
JlupekTop B 3asBJIEHUU CTaBUT BU3Y ¢ 0TpaboTkoii 10 21.01.2021. Ecnu paboTHHIIA HE BHIXOAUT
Ha paboty 15.01.2021, kakue CaHKIIUM OH MOKET K Hell IPUMEHUTH?

3aganue 4.

CripoexTupoBaTh OOIIMII OJIAHK OpraHU3aLUU C YIJIOBBIM PACIONI0KEHUEM PEKBHU3UTOB
(0e3 smOsIeMBbl OpraHu3alun).

3aganue S.

CrnpoexkTupoBaTh OJaHK NpHKa3za C MPOAOJIBHBIM pPACIOJIIOKEHUEM pPEKBU3UTOB (0€3
IMOJIEMBI OpTaHU3AIUH ).

3aganue 6.

Odopmure pekBU3UTHI Apecar.

1. Iupexropy mexannyeckoro 3aBoaa JI.H. fAxumonoii, 394012, Bopouex, yi. bpycumnosa,
67.

2. MunuctepctBo 006pazoBanus P®. Ynpasienue kapamMu U yueOHbIMU 3aBEICHUSIMHU.

3. HauanbHuky JluckuHckoro paiioHHoro xomutera oOpasoBanusi B.K. Kpyr 393214,
Jluckm, yn. I'epoeB Ctparocdepsr, 25.

3aganue 7.

CocrtaBbTe M 0QOPMHUTE AOKIAIHYIO U OOBSCHUTEIBHYIO 3alUCKU AJIS MPEACTaBIECHHON
curyaunu. Kypoep 3A0 «@apmay» C.C.CoMOB perynsipHO omnas3jabIBajl Ha paboOTy, YeM Hapyall



TPYAOBYIO MUCHMIUIMHY. 3aBeayromas kanuenspueil 1.B.11lymMmunnna HeoqHOKpaTHO Jenana eMy
3amedaHusi (B ycTHOW ¢opme), a 12 uIoHS TeKyiero rojga Obula BBIHY)KJICHA O0OpaTUTHCS C
JaHHBIM BonlpocoM K ['enepansHOMy nupexropy A.B.CenoBy ¢ 10KkIaaHOM 3allMCKOM, B KOTOPOH
IIPOCHUIIA IPUHATH Mephl AucuuimmHapHoro xapakrepa k C.C.ComoBy.

3aganue 8.

CoctaBpTe M 0GOpMHUTE NPUKA3 TICHEPAIBHOIO IUPEKTOpa 3aKpPhITOrO AKIMOHEPHOI'O
obmectBa «/lomunaro» o npueme Bac Ha paboty Oyxranrepom.

3amanmue 9.

CocrtaBbTe 1 0opMHTE MPHUKA3BL: a) 0 MpueMe Ha padory Oyxranrepom MBanosoii N.IL.;
0) 00 yBOJBHEHHHU IEPEBOAOM B APYryloo opranusanuu Hepocrarouye pekBU3UTHI YKaXKHUTE
CaMOCTOSITENIBHO.

3aganue 10.

Odopmure Ha3BaHME BHJA JOKYMEHTa M 3arojloBOK K TEKCTY 3TOT0 JOKYMEHTa
LEHTPUPOBAHHBIM U (hIaroBbIM crioco0amMu, yrnoTpeOUB HYXKHBIHM Majex: a) NpuKa3 O BBEJCHUU
MHCTPYKLMU [0 IPOTHUBOINOXApHOM Oe3omacHoCcTH; O) MPOTOKOJ O 3aceJaHUM COBETa I10
npoduIaKTUKE IPAaBOHAPYIIEHUI; B) CIPaBKa O COCTOSHUM YCIIEBAEMOCTH B Y4eOHOM IpyIIIeE; I)
aKkT 00 MHBEHTapU3alMK HaJIU4uUs JEHEKHBIX CPEJICTB.

3amanmne 11.

Od¢opmutey npukaz Ne 137 or 10.03.20  nupektopa mnpeanpusitiss MOoOCKOBCKOTo
crankocTpouTenbHoro 3aBojaa «Texman» J[.M. ConnueBa «O BHenapenuu crangapta OPJ CTII
02-601» ©Ha OCHOBE MPENIOKECHHBIX OOpa3lOB B MPUIOKEHUH. B COOTBETCTBUU C
Pacnopsoxkennem Munuctpa ot 04.03.20  Ne 115 «OO0 ycuneHuH KayecTBa BBIITYCKaeMOMH
npoaykuun» B pacnopsaurensHoil yactu ykasaTth 4 nyHkra: 1. O BHenpenuu crangapra OPJ]
CTII 02-601 Bo Bcex ciyx0aX, Ha y4yacTKax M B CTPYKTYpPHBIX IOJApa3AeieHUAX 3aBoja C
01.04.20 . 2. O6 opranmzaruu 3ansatuii no uzydenutro CTII 02-601 co cmeumamucramu u
MH)KEHEPHOTEXHOJIIOTHYECKUM TepcoHasioM (¢ ykazaHueM «Komy» u ¢ kakoro uucna) 3. O6
OpraHu3anuy TupaxxkupoBanus 61aHkoB OPJl, TUMOBBIX TEKCTOB U YHU(PUIIMPOBAHHBIX (HopM (C
ykazanueM «Komy?») 4. KoHTponb 3a HCHOJHEHHMEM NpHKa3a BO3JIOXHUTh HA 3aMECTHTENS
IupekTopa no texHosorndeckum npoueccam M.K. buposa. IIpoctaBuTe BU3y FHOPUCKOHCYJIbTA
I1.K. JIynosa IToctaButh 0TMETKY 00 ucnonnurene. Mcnomnurenem siisercs JKypasnesa T.B.
tenedon 308-34-16

3aganue 12.

Kommanuss «M...» 3aHuMaeTcsi pa3pabOoTKaMu MPOTPaMMHOIO oOecIieueHus. 3apruiata
NIEPCOHAJIa HANPSMYIO 3aBUCUT OT KOJIMYECTBA BBINIOJIHEHHBIX 3aKa3oB. B mocienHee Bpems B
OpraHM3aly HaOMOJalIcd POCT 3aKa30B, W COTPYIHUKAM MPUXOJMIOCH MHOTO paboTaTh.
Hmutpuii B. — Beaymmit pazpabotumk. Tak MOITy4MsIoch, YTO B caMblif pasrap paOoThl OH
cloMal HOTYy W Mecsl] Obul Ha OOJILHUYHOM, HO paboTan yaaiseHHO u3 naoma. [lostomy
PYKOBOJUTENb OIUIATHJI €My He OOJIbHUYHBIM, a BBIMOJIHEHHBIE MPOEKTHI (TO €CTh COTPYIHUK
MOJTyYMJI TIOJHYIO 3apIuiaTy co BcemMu 6onycamu). Ho ynaneHHo He ObIJI0 BOBMOXKHOCTH PEIINUTh
HEKOTOpbIe BOIPOCHI, U JIMUTpuil BhIlIeN HA pabOTy B BBIXOJHOM MO CBOEH MHUIIMATHUBE, YTOObI
nojienarb TO, YTO HE YcCled, HO 3a 4YTO YK€ MOJIy4dusl orviary. Yepe3 Kakoe-TO Bpems
PYKOBOJIUTENb MONPOCHI JIMUTpUS BBINTH B BBIXOJHOM JIeHb, TaK KaK CPOYHO HYKHO OBLIO
3aKOHYUTH MpoekT. OH cornacwica. Ho ciycts Bpemst Imutpuii cran TpeboBaTh /Ba OTTyja 3a
paboTy B BbIXOJIHBIE. PyKoBOAMTENb OTKa3ad, OOBSACHSS, YTO €My IOJO0XKEH TOJBKO OJUH.
[Tpousomien KOH(MIMKT, KOTOPBIA MpHBEN K TOMy, uTo JMuTpuil Hamucan 3asBieHue o0
yBOJIbHEHUHU. HauanesHuK 0OpaTuics 3a MOMOIIbI0 K JUpekTopy o nepcoHany FOmuu K., uroOs
OHa TOMOTIJIa eMY YperyiaupoBaTh KOHQIUKT U 0ObSICHUTH [IMUTpHUIO, YTO eMy NeHCTBUTEILHO
N0JIO’KEH oAuH oTryi. 3aganue. [lomorure FOnuu K. HaiiT BBIXOJ M3 CIIOKUBILIEHCS CUTYalLlUU.
To ecTh mpeUIoKUTE CBOE pellieHre Kelca, OTBETUB Ha CIIEAYIOIINE BOMPOCH: — B ueM ommOka
pykoBoguTens U B ueM He mpaB mutpuii? — Kak IOnuu oOBSICHUTH COTPYIHHUKY, YTO €My
IIOJIOKEH OJMH OTrYJ, U HE JEeMOTHBHPOBATH NpH 3ToM? — Kak opranus3oBaTh paboTy, 4TOOBI



TaKUX CUTyauud He mnpoucxoauno? JlaHHBIA KeWc MOMKEH OBITh pEIieH ¢ TMO3HIHN
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPABJICHHS.

Kpurepun oneHuBaHusi NPAKTHYECKUX 3aJaHUI

Kputepuu oneHuBaHus
«5» (OTJIMYHO) — BBICTABIIIETCS 3a TIOJTHOE, 0€30IMO0YHOE BEITIOTHEHNE
3aJTaHus
Pewwens «» (XOpOIII0) —B LIEJIOM 3a[aHUE BBITIOTHEHO, UIMEIOTCS OT/CIbHBIC
HETOYHOCTH WJIM HEJIOCTATOYHO TMOJHBIC OTBETHI, HE COICPIKAIIUC
MIPAKTHIECKOTO
OIMOOK.
3a/laHus
«3» (yIOBIETBOPUTEIHFHO) — JOTYIIEHBI OTEbHBIE OMNOKY TIPH
BBITIOJTHCHHUY 3aJ[aHVsL.
«2» (HEYIOBIECTBOPUTEIILHO) — OTCYTCTBYIOT OTBETHI Ha OOJIBIITMHCTBO
BOIIPOCOB 33JIa4H, 33J]aHHe HE BBHITIOITHEHO WIIM BHIITOJIHEHO HE BEPHO.
Kpumepuu ouenueanusa na zaueme
[IIxana ITokazarenu
OIICHUBaHUS
3auTeHo JocraTouHblit 00beM 3HaHUI B paMKaX W3Y4YC€HUS AUCIUTUTAHEL

B oTBeTe ncnonp3yerca HayqHast TEPMHHOJIOTHS.

CrunucTudeckoe U JIOTHYECKOE U3JI0KEHUE OTBETA Ha BONIPOC NIPaBHIBHOE
YMeeT enats BHIBOABI 0€3 CYIIECTBEHHBIX OIMOOK

Brnaneer nHcTpymMeHTapueM M3y4aeMoOW JUCLUIUIMHBI, YMEET €ro HCIHOIb30BaTh
B pEIlIEHNH CTaHAAPTHBIX (TUIIOBBIX) 3a]1a4.

OpueHTUpyeTcss B OCHOBHBIX TEOPHAX, KOHLENUMSAX M HampaBlICHUAX IO
M3y4aeMoOU TUCLUILINHE.

AKTHBEH Ha TNpakTHYeCKHX (J1abOpaTOpHBIX) 3aHATHUSX, TOMYCTHMBIN ypOBEHb
KYJbTYpPbI HCIIOJIHEHUS 33/1aHUH.

He nocratouno nosnHblil 00beM 3HaHUH B paMKax MU3Y4YEeHUS TUCHUTUINHBI

B oTBeTe He HcnoNb3yeTCs Hay4Hask TEPMUHOJIOTHS.

N3noxeHnne orBeTa HA BONPOC  C CYLIECTBEHHBIMH CTWJIMCTHUYECKUMH U
JIOTHYECKUMH OLTHOKAMH.

He ymeer nenats BBIBOJBI IO pe3yIbTaTaM U3YYEHUS JHCHUIUIMHEI

Crnaboe BlajieHWe  WHCTPYMEHTapueM  HW3y4aeMOW  JUCUUIUIMHBL,  HE
He 3aureno KOMITIETEHTHOCTb B PEILIEHUH CTAaHAAPTHHIX (THIOBBIX) 3a/1a4.

He ymeer opueHTHpOBaThCA B OCHOBHBIX TEOPHUSAX, KOHLENIHUAX U HAPABICHUAX
10 U3y4aeMON AUCLUILIMHE.

[NaccuBHOCTH Ha TMpakTUYEeCKUX (TA0OPATOPHBIX) 3AHSTHSX, HU3KUH YPOBEHB
KYJIbTYpbl HCITOJIHEHUS 3a/1aHuM.

He copmupoBanbl KOMIIETeHLIUH, YMEHHS U HABBIKH.

OTKa3 OT OTBETa WJIM OTCYTCTBHE OTBETA.




JIUCT AOIOJIHEHUM U UBMEHEHUN
paboueit mporpaMMbl TACIUTUIAHBI

PabGouast mporpamMma JUCHUIUIMHBI PacCMOTpPEHa Ha 3acedaHuu Kadeapsl (MPOTOKOI

oT Ne ) wm omobpena Ha 3acemaHud YUYEHOro coBeTa (MPOTOKON OT
Ne ) s ucnionHenus B 20 -20  yueGHOM roay

Bnecens! nononHenus (M3MEHEHU):

3aBenyrommii kKageapoit

(noonucw, unuyuasl u gamunus)

Pabouas mporpaMma IUCLMIUIMHBI PAacCMOTpeHa Ha 3acefaHuu Kadeapbl (IpOTOKOJ

oT Ne ) m omobpena Ha 3acemaHud YUYEHOro coBeTa (MPOTOKOJN OT
Ne ) Juist ucnonHenus B 20 -20  yyeGHOM roay

Buecenbl nononaHeHus (M3MEHEHNS):

3aBenyronmii kKageapoit

(noonucw, unuyuasl u gamunus)

Pabouas mporpaMma IUCHMIUIMHBI PacCMOTpEHa Ha 3acefaHuu Kadeapbl (IPOTOKOI

oT Ne ) m onoOpena Ha 3acegaHud YdYeHOro coBeTa (IIPOTOKON OT
Ne ) s ucnionHenus B 20 -20  yueGHOM roay

BHecens! fononHeHus (M3MEHEHNU):

3apenyrouuii kadeapoit

(noonuce, unuyuavl u pamunus,)

Pabouas mporpamma AMCHMIUIMHBI paccMOTpeHa Ha 3acefaHuu Kadeapbl (MPOTOKOI

oT Ne ) wm omobpena Ha 3acemaHud YUYeHOro coBeTa (MPOTOKON OT
No ) nis ucnionHeHust B 20 -20  yueGHOM TOy

Brecenb! nonoaHeHus (M3MEHEHNUS):

3aBemyromuit kadenpoit

(noonucs, uHuyuaILl U Gamuius)




		2024-06-25T18:59:51+0300
	НЧНОУ ВО "АГСИ"




