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\v} MUHOBPHAVYKHM POCCUN

@ DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTeNIbHOE yIPEXKICHHE BHICIIIET0 00pa30BaHUs
«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)
Kocranaiickuit punmman
Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT

Bepcus nokymenra - 1 cTp. 2m3 11 Ilepsblii sx3eMILILAp KOITHA Ne

DoH/1 OLICHOYHBIX CPEACTB MPUHAT
VYuénusiMm coBeToM KocTanaiickoro ¢punuana @I'bOY BO «Yenl'V»

[Tpotokoin 3acenanust Ne 10 ot 25 mas 2023 r.

[Ipencenarens yuéHoro cosera P.A. TionerenoBa
dunmnana

Cexperapb y4€HOTO COBETA H.A. KpaBueHko
dunmnana

DOoH/1 OLIECHOYHBIX CPEACTB PEKOMEHI0BAH

VYuebHo-MeTomnueckuM coBeToM Koctanaiickoro ¢pmmana ®I'BOY BO «Henl ' Vy»
ITpoTokoin 3acenanust Ne 10 ot 18 mas 2023 r.

[Ipencenarens

Y4eOHO-METOANYECKOTO COBETA H.A. Hanusko

@DoH/1 OLIEHOYHBIX CPEJACTB pa3padoTaH M peKOMeHI0BaH Kadeapoii IKOHOMUKH
ITpoTokoun 3acenanust Ne 9 ot 10 mas 2023 r.

3aBeayronuii kadenpoit I'.B. ITanuHa

ABTOD (COCTaBUTEND) [TannHa ['B., KaHAUJAT
HSKOHOMHUYECKHUX HAYK, JOIEHT Kaeapbl SJKOHOMHUKHU
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MUHOBPHAVYKHM POCCUN
DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTeNIbHOE yIPEXKICHHE BHICIIIET0 00pa30BaHUs
«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)

Kocranaiickuit punmman
Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT

Bepcus nokymenra - 1

crp. 3m3 11

Ilepsblii sx3eMILILAp

KOITHA Ne

Hampasnenue

1. HACIIOPT ®OHJA OHEHOYHBIX CPEJACTB

IIOATOTOBKMH.

Hampasnennocts (mpoduis):

JucuunnuHa:

®opma ((hopMbl) TEKYILIETO KOHTPOJIS:

38.03.02 MeHemKMEHT

MeHepKMEHT OpraHu3anuu
JIOKyMeHTallMOHHO € 00eCIIeUeHUE YIIPaBICHUS
TpumecTp (TpUMECTpPbI) U3YUEHUS: 3

KOHCIIEKT, YCTHBIN OIIPOC, KPOCCBOPJ, MPAKTUYECKAS
pabota, TecTUpOBaHKE

OneHuBaHUe pPE3yIbTaTOB Y4€OHOUM IESITENTbHOCTH OOY4alOUIUXCS MPU HU3YYEHUM AUCHUIIIUHBI
OCYIIIECTBIISIETCS MO OANIbHO-PEHTUHIOBON CUCTEME

2. KOMIETEHIUH, 3AKPEILTIEHHBIE 3A TUCHUIIJIMHON
N3yuenne mucummummebl «/{okymMeHTallMOHHOE OOECTICUeHNEe YIPABIICHUs» HAIPaBIEHO HA
(hopMUpOBaHHE CICTYIOMNX KOMITCTCHITHI:

Konpr Conepxanue NuaukaTopsl [epedeHb MmIaHUPYEMBIX pe3yIBTATOB O0YUEHHUS 110
KOMIIETEHIIUU KOMIIETEHIIN JOCTIKEHUS JUCLUIIIMHE
o ®I'OC corimacHo PI'OC KOMIIETEHIINHN
cornacHo OIIOII
1 2 3 4
IK-1 Cnocoben IK-1.1 Ilopozosuiii 3nams: TIOHATHSA «Tpymma» u
YIIPaBISITH IToxa3bIBaeT YpoGeHb «KOMaHJa», ux OCHOBHbIE
OusHec- HaBBIKH XapaKTEePUCTUKH; OCHOBHBIEC MapaMeTphbl
nporeccaMu YIPaBJICHHUSA T'pYIIT ¥ KOMaHZ.
OpraHM3aLHN ¢ | 6usHec- Ymems: UIICHTH(HULIUPOBATD u
HCIIONb30oBanMeM | TPoLEccaMu KIIacCU(QUIIMPOBATh  OU3HEC-TIPOLIECCHI
COBPEMEHHBIX OpraHu3aIyu u JUIL  YOpaBleHUs,  aHAJIU3HPOBATh
TIOZXOIOB JOKyMEHTAJIbHOTO JOKYMEHTOO0O0POT M IOKYMEHTOIIOTOKH
o opMIIeHUS M0 KOJMMYECTBEHHBIM M KaueCTBEHHBIM
YTIPaBIEHYECKUX KPHUTEPHSIM.
peueHni Braoems: wMeTomaMu  BBIAEIEHHUS H
OIMCaHMsI OW3HEC-TIPOLIECCOB, a TaKXKe
JIOKyMEHTAJIBHOTO obecrieueHus
YIPaBJIECHUYECKUX PELICHUN.
Ilpoosunymutii | 3nams: METOIBI yIIpaBIICHAS
YpogeHb OCHOBHBIMH OHM3HEC-TIPOIIECCAMH, BHIbI
u hopmbl OpTaHU3aI[MOHHO-
YIIPaBIEHYECKOH JOKyMEHTAIHH.
Ymems: AHAIM3UPOBATH 6uzHec-
TPOLIECCHI n HMHTEPIPETHPOBATH
HHPOPMAIHIO, TTOTy9aeM IO B
pe3ylbTaTe 3TOr0 aHalHu3a, COCTABIATh
1 0OPMIIATH JOKYMEHTHI.
Bradems:  meromamm  ympaBieHUs
Ou3Hec-TIponeccamu; HaBBIKAMHU
BBIOOpa KITFOYEBBIX Toka3areneit
OM3HEC-TIPOIIECCOB.
Buicokuii 3namb: OCHOBHBIE MPUHIUIIBI METOIHUK
YpOBeHb COBEpIICHCTBOBAHMS OM3HEC-TIPOIIECCOB
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\v} MUHOBPHAVYKHM POCCUN

@ DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTeNIbHOE yIPEXKICHHE BHICIIIET0 00pa30BaHUs
«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)
Kocranaiickuit punmman
Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT

Bepcus nokymenra - 1 cTp. 4m3 11 Ilepsblii sx3eMILILAp KOITHA Ne
51 COBpPEMEHHEIE TEXHOJIOI MU
JIOKYMEHTALIMOHHOT O oOecrieycHUs
YIIPaBIICHUS.

Ymems: pemars 3amaun, cBA3aHHBIE C
COBEPIICHCTBOBAHUEM U BHEIPEHUEM
OM3HEC-TIPOLIECCOB, HCTIONb30BaTh
WHPOPMALMOHHBIE TEXHOJOTHH  TIPH
MIPOBEJICHUU MOJIETUP OBAHHUS u
ONTUMM3AIUHI OM3HEC-TIPOIIECCOB,
OMepupoBaTh 3HAHUSIMH, MOTYYEHHBIMU
Mpy  TMOATOTOBKE  OpraHu3allioOHHO-
YIpaBIEHUYECKOI JIOKYMEHTaIIUH.

Bnaoemv: meTomaMu INpPOEKTHPOBAHMSA

OM3HEC-TIPOLIECCOB, pOrpaMMHBIMH
CpeICTBaMH MOJICTHPOBAHUS U aHAITH3a
OM3HEC-TIPOIIECCOR, METOIUKOM

COCTaBJICHUA IIPOCKTOB OCHOBHBIX
YHpaBJICHYECKUX TOKYMCHTOB.

3. OHEHOYHBIE CPEJACTBA J1JIs ITPOBEJAEHUSA TEKYILEI'O KOHTPOJIA

3.1 Buabl O1leHOYHBIX CPEACTB

Kon xomnerenmn/
HaunmMeHnoBaHue OIIEHOYHOT O
Ne [UIATHPYCEMBIC KoHTponupyembie TeMbl/pa3aensl cpencTBa ISl TEKYLIEro
/n Ppe3yNbTaThl popy p p yi
KOHTPOJIS
o0y4eHus

1. IIK-1.1 Teoperudeckue OCHOBBI JOKyMeHTarMoHHoro | KoHcmekT, yCTHBIN orpoc,
obecrieueHus yIpaBIeHUs (IeTONpPOU3BOICTBA) KpPOCCBOPJ

2. [IK-1.1 OOmme mpaBmwia odopmieHHus yhpaBieHYeckux | KOHCIEKT, yCTHBIH orpoc,
JOKYMEHTOB IpakTHyeckas padbora

3. IK-1.1 OcobenHoct  cocraBineHuss W odopmienus: | KoHCrekrt, ycTHBIH omnpoc
OCHOBHBIX JOKYMEHTOB YIIPaBICHHUS

4, IK-1.1 [IpaBuna odopmieHns OOKyMEHTOB Mo nmyHOMY | KoHcmekT, ycTHBIE — ompoc,
COCTaBy npaKkTHyeckas padbora

5. IK-1.1 Opraam3anys JOKyMeHT0000poTa Koncmekr, ycTtHBII  ompoc,

MpaKTUIeckKas pabora

3.2 ConeprkaHue OEHOYHBIX CPEICTB
OueHouHble CpelIcTBa IMPEACTABICHBI B BHUJAE. BOIPOCOB [UIsi YCTHOIO OIpoOcCa,
MPAaKTUYECKHUX 33JIaHUI, TECTOBBIX BOIPOCOB, KPOCCBOP/IA.

3.2.1 TIpumepHbIi IepeueHb BOIIPOCOB AJIsl YCTHOTO OIIpoca
1. Bo3HukHOBeHUE Ae10NpON3BOICTBA. [IepBble MUCbMEHHBIE JOKYMEHTHI.

2. Opranuzanus JeNONpOM3BOJICTBA Tiepuoaa o00pa3oBaHUsS U yKperuieHus Pycckoro
[EHTpaTu30BaHHOTO rocyaapctsa (konen XV — XVII BB.).
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\v} MUHOBPHAVYKHM POCCUN

@ DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTeNIbHOE yIPEXKICHHE BHICIIIET0 00pa30BaHUs
«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)
Kocranaiickuit punmman
Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT

Bepcus nokymenra - 1 cTp. Sm3 11 Ilepsblii sx3eMILILAp KOIIUA Ne
3. JlokymeHTHpOBaHue AesaTenbHOCTH yupexaeHuil XVI — XVII BB.: Buapl U pasHOBUAHOCTH
JOKYMEHTOB.

4. Cyneb6nuk 1550 r. m Cobopuoe ymoxkenue 1649 r. 00 ocoOeHHOCTSAX pabOTHI C
JOKYMEHTaMH.

5. Opranu3zanus JeT0NpPOU3BOACTBA TOCYAAPCTBEHHOTO armapata aOCOJIOTHOM MOHapXuu B
Poccun B nepsoii verBeptu XVIII B.

6. «['enepanbublii permamenT» 1720 1. 0 cucreMe, CTPYKType M ILITaTax IOCYAapCTBEHHBIX
YUPEKIACHUM.

1. Oco0eHHOCTH KOJIEKCKOM CHCTEMBI eJI0NPOU3BOACTBA (0OPMIIEHUE JOKYMEHTOB).

8. XpaHeHne JOKYMEHTOB B IIPUKA3HOU U KOJUIEKCKOW CHCTEMax JeJIONPOU3BOCTBA.

9. JlokymeHTHUpOBaHue JaesTenbHOCTH yupexaeHnd XVIII Beka: BUABI M pa3sHOBUAHOCTH
JOKYMEHTOB.

10. «YupexjaeHue sl ynpaBieHus ryoepHuit» 1775 r. 00 ycTpOWCTBE MECTHBIX OPraHoOB
BJIACTH U MOPSJIKE JETOIPON3BOICTBA B HUX.

11.  OOGmwue TpeGoBaHUS K OOPMIICHHUIO YIIPABICHUECKHUX TIOKYMEHTOB.

12.  TpebGoBaHus K 0POPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

13.  CocraB peKBH3UTOB JIOKyMEHTOB.

14.  TpebGoBanus K OJIaHKaAM JOKYMEHTOB.

15. Opraau3annoHHas JOKyMEHTAITHS.

16. PacniopsimutensHas JOKyMEHTAIIHSL.

17. CnpaBouHO-MHGOPMAIIMOHHAS M CTIPABOYHO-aHATMTHYECKAS TOKYMEHTAITUS

18.  OcHoOBHBIC TPYMNIIBI YIPABICHYCCKUX IOKYMEHTOB.

19.  Opraau3aniMOHHO-TIPABOBBIC JOKYMEHTHI (OpraHU3allMOHHEIE).

20. PacniopsimuTenbHbIC TOKYMEHTHI.

21.  HudpopManmoHHO-CIIpaBOYHAS TOKYMEHTAIUS

22.  OOmme BOHpOCHl  OpraHU3alldd  JTOKYMEHTAIMOHHOTO  OOecleyYeHHs]  yIpaBJICHUS
MIEPCOHATIOM MPEITPUITHSL.

23.  OcoOeHHOCTH yIpaBjeHUS JOKyMEHTAIMEH 10 IIepCOoHaTYy.

24.  OcoOGeHHOCTH JOKYMEHTHPOBAHUS TPYJOBOM JEATENLHOCTH IEpCOHaa

25.  CtpykTypa u cojepKaHue KaapoBOil TOKyMEHTAIUH.

26.  OpraHu3anMOHHO-KaJApPOBBIE JOKYMEHTHI.

27.  OpraHu3alMOHHO- PACHOPSAIUTEIbHBIE JOKYMEHTHI.

28.  JlokyMeHTHpOBaHHE TPYAOBBIX OTHOLICHHIA.

29.  JlokyMEHTallMOHHOE COMPOBOXKICHHUE MPOLIEAYP KaJIPOBBIX TEXHOJIOTUI

30. Opranuzanus JOKyMeHTO00opoTa.

31.  Opranuzanusi KOHTPOJIS UCTIOTHEHUS TOKYyMEHTOB.

32.  CocraBieHne HOMEHKIATYpPbI JeT.

33.  IloarotoBka JOKyMEHTOB K Iepejaue Ha XpaHEHUE B apXUB

34.  Ilepemaya TOKYMEHTOB B apXHMB.

35.  JIokyMeHTOOOOpOT MpeanpusiTHs U ero coctasistonme. OcoOEHHOCTH yIpaBlIEHUS
BXOJIAITUMU, UCXOIIINMHI U BHYTPEHHUMH JTOKYMEHTAMHU MPEATIPUATHSL.

36.  Cucrtema KOHTpPOJIS HCIOJHEHHs JOKYMEHTOB, MOPAAOK €€ (PYHKIIMOHUPOBAHUS B YCIOBUAX
MPEeANPHUATHS.

37.  Opranuzanus ynpaBlieHUs ONIEPATUBHBIM XpPaHEHUEM JTOKYMEHTOB MPEANPHUATHS.

38. Opranu3zaiys yrpaBieHUs] apXUBHBIM XPaHEHHEM TJOKYMEHTOB MPEIIPUATHS
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\v} MUHOBPHAVYKHM POCCUN

@ DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTeNIbHOE yIPEXKICHHE BHICIIIET0 00pa30BaHUs
«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)
Kocranaiickuit punmman
Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT

Bepcus nokymenra - 1 cTp. 6 m3 11 Ilepsblii sx3eMILILAp KOIIUA Ne
39. B yem 3akimouaroTcsi 0COOCHHOCTH SI3bIKA U CTUJISL CIY’KEOHBIX JTOKYMEHTOB (HAa TpUMEpE
nicbma)?

40.  KakoBo (yHKIMOHAJIbHOE HAa3HAUYEHHE KOMMEPUYECKUX MUcem?

41.  Ha3zoBuTe OCHOBHBIC BUBI YIIPABICHYECKUX JOKYMEHTOB

42.  Omnpenennure 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUSI OPTaHU3AIMOHHBIX JIOKYMEHTOB
43. Ha3oBuTe OCHOBHBIC JTallbl pPa3BUTHS JCIONPOW3BOJACTBA B Poccum: mpuKasHOe
JIeIONIPOU3BOICTBO, KOJIEKCKOE JEIONPON3BOACTBO, MUHUCTEPCKOE JEIOTPOU3BOCTBO.

44,  Vcropus AenompoW3BOJACTBA B TOJbI COBETCKOW BJIACTH — OCHOBHBIE ASTallbl pPa3BUTHS.
Opranu3aniioHHOE ¥ HOpMaTUBHOE oOecrnieueHue aenonpounsBoactea B CCCP.

45. OnuiuTe COBPEMEHHOE COCTOSIHHME OpraHu3alid paboT B oOpraHax TroCyJapCTBEHHOM

BJIACTU ¥ MECTHOT'O CaMOYITPABJIEHUS 110 PAa3BUTHIO U COBEpIIEHCTBOBAaHUIO J[OY.

3.2.2 [IpuMepHBIii TepeueHb 3aJaHui TPaKTHIECKON paboThI

1. [Iepeuncinre peKBU3UTHI OCHOBHOW YacTH IOKYMEHTa

2. [TpuBenuTe MpUMEpBI OTPAHUYUTETBHOM HAIICH, BXOSIIEH B cocTaB Tpuda orpaHUIeHUS
JOCTyTA K TOKYMEHTY

3. [lepeuncnure 3eMEHTHI, U3 KOTOPHIX COCTOUT I'pU( COTIIACOBAHUS

4, CocraBpTe TpuiKa3 o0 yBoJbHeHHMH Oyxrantepa MBanoBoit W.II. mepeBomomM B Apyryro
opranuzanuio. Henocraromuye peKBU3UTHI YKQKUTE CAMOCTOSITENTHHO

5. CocraBbTe JOKIAJIHYIO 3aIUCKy CEKpeTaps-peepeHTa PYKOBOJUTETIO TPEINPHUATHS 00

yrepe pabotHukoMm CrenanoBbiM .M. nmucbMa-3anpoca, MOCTYNMMUBIIETO B apec MPeanpUusTus ABa
Mecsa Ha3aj.

6. CocraBbTe MpuKa3 o MepeBojie Ha paboTy BHYTPH OpraHU3aiuu

7. CocraBpTe TIpuKa3 00 OCBOOOXIEHWH Bac OT paboTel B ¢upme «OpOuta» B CBSI3U C
nepee3IoM Ha HOBO€ MECTOKUTEIILCTBO

8. Hanumure 3asBiieHHe O TpueMe Bac Ha pabOTy 3KOHOMHCTOM B TOCYIapCTBEHHOE
MPENPUSATHE 10 CBs3H U HHpopMaThke «PoccBs3bUHGOPMY.

9. Hammmure aBroOmorpaduio, HeoOxomaumyro st OQOpPMIICHHS JOKYMEHTOB TpH
TPYAOYCTPOMCTBE

10.  Hwke ykazaHbl pEKBU3HUTBI, KOTOPbIC BHOCSATCS OJHOW U3 OPTaHU3aIUil B PETUCTPAIIHOHHYIO

dopMy 1mpu perucrpauuu nocTynaromux nuceMm. Omnpexpenure, Kakue o00s3aTeNbHblE UL
perucTpanyuy JOKyMEHTOB PEKBU3UTBI IIPOITYLIEHB] B IPUBEJICHHOM IIEPEYHE:!

- Jlata nocTyIuIeHHs TOKyMEHTa B OpraHU3alLuio.

- Kpatkoe conepkanue 10KyMeHTa.

— Pezonronus.

- HaumeHoBaHue 10KyMeHTa.

- Homep noxymenra.

- Pacrnincka ncnosHUTENS B MOJIy4EHUU TOKYMEHTA.

- KonndecTBo IMCTOB U 9K3EMIUIIPOB JOKYMEHTA

11.  Komnus npuka3za rerepainbHoro gupekropa 3A0 «Camor» Heo0XoauMa COTPYAHUKY OJTHOTO
u3 nonpasznenenuii 3AO Ui BeleHUs NEperoBOpoB ¢ mapTHepamu oOmectBa. Kak cekperapb
TEHEPAIbHOIO JUPEKTOPA JOJDKEH 3aBEPUTD KOTIHIO?
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@)} MUHOBPHAVYKHM POCCUN

®DenepaibHOE TOCYIAPCTBEHHOE OFOKETHOE 00pa30BaTEIbHOE YUPEXKIICHHE BBICIIETO 00pa30BaHUS

«Hensbunckuit rocympaperBennsiii yausepcure» (PI'BOY BO «Uenl'Vy)
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Kagenpa sxoHOMIKHI

@DoHA OIIEHOYHBIX CPEJICTB M0 AUCHHUILINHE (MOXYII0) «/lOKyMEHTAIIMOHHOE 00eCIeYeHHe YIIPaBICHISD)
110 OCHOBHOH NPO(eCCHOHAIIBHOW 00pa30BaTeNbHOM MporpaMMe BBICIIETO 00pa3oBaHMS — MPOrpaMme
OakanaBpuara «MeHePKMEHT OpraHu3aliiy» 1o HanpasieHuo moarotosku 38.03.02 MenemkMeHT
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12.  Hcxopsgmue mnuchbMa OOBIYHO BHU3UPYIOT JOJDKHOCTHBIE JIMIIA OPraHU3alUH-aBTOPA.

[IpuBeauTe npaBUIIbHBIN BapuaHT 0(OPMIIEHHUS BU3BI.

13.  WM3yuwmre ocHOBHbIE mMmonoxeHUs OOIIEPOCCHIICKOTO KilaccuuKaTopa yIpaBlIeHYSCKOU
nokymenrtanuu (OKY D) u 3akona PK «O TUITOBBIX ITPABUJIAX JJIOKYMEHTHUPOBAHU S U
VIIPABJIEHUSI JIOKYMEHTALIMEM B TOCYJAPCTBEHHbBIX OPTAHM3AIIUSX
PECITYBJIMKM KA3AXCTAH». Onumurre 0CHOBHBIE pa3inyus

14.  M3yuutbh 0COOEHHOCTH MOJATOTOBKHU CIyXeOHbIX muceM. Ha mpumepe mnucbMa-npocsObl 1
MUCHMA-TIOITBEPIK ICHHSL.

15.  CamocTosITeNbHO COCTaBUTh U 0OPMUTH CIIEAYIOIINE BUIbI OJIAaHKOB TPEIIPUSITHS.

16.  M3yunth OCOOCHHOCTH COCTABJICHHUSI OPraHU3AI[MOHHBIX JOKYMEHTOB: YCTaB, IOJOXXKEHUE,

WHCTPYKIIUS, IITATHOE paclyCcaHue, MPaBUiia BHYTPEHHETO TPYAOBOTO paclopsiKa.

3.2.3 TIpumepHBIii TIepeueHb TeCTOBBIX 3aaHUi

1. Cucrema JAOKYMCHTAaIIUN — 3TO COBOKYITHOCTH JOKYMCHTOB, IIPUMCHSACMBIX:

A) B cdepe yrpaBieHHUs.
B) B kakoii-1u00 cepe nesiTeJIbHOCTH.
C) B 1aHHOM yUYPEKJICHHH.

D) B KOHKPETHOM CTPYKTYPHOM IOIPa3ICICHUH.

E) B cdhepa mpousBoacTBa
2 .CrangapTtu3anus-31o?

A) npouecc yCTaHOBJIEHUS] U IPUMeHeHHs1 00pa310B, 3TAJIOHOB.
B) npornecc npumeHenust yHuPUIIUPOBAaHHBIX (HOPM TOKYMEHTOB.
C) mporuecc ycTaHOBIIEHUS IPaBUI 0OPaOOTKH TOKYMEHTOB.

D) mporiecc peructpanuu J0KyMEHTOB.
E) npouecc yHUYTOXKEHUS TOKYMEHTALIUU.

3. 'pynnupoBka JOKYMEHTOB B JieJa B COOTBETCTBUU C HOMEHKJIATYPOU /1€ Ha3bIBAeTCs?

A) yHHpUKaUEH.

B) cucremaruzanmeii.

C) popmupoBanuem.

D) cranmapru3anueii.

E) apxuBamnms.

4. TleyaTpl0 yIOCTOBEPSIOTCS ?
A) nrcbMa-MOATBEPKIACHHUS.
B) nuceMma-npurmnameHus.

C) rapaHTHuiiHbIe IMCbMA.
D) nuceMa-nipeTeH3uu.

E) mucemo-nipock0a.

5. FOpuanueckyto cuity TOKyMEHTY IpUIaeT?
A) rpuc¢ cormnacoBaHusl.

B) rpu¢ yrBep:kaeHus.

C) pezouttoniusi pyKOBOJUTEINS.
D) Bu3a cornacoBaHwusl.

E) rpu¢ cexpernoctH.

6 .PexBu3nuTOM Ha3BIBAETCA?
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A) 3JIeMeHT 0(pMIHATBHOI0 IOKYMEHTA.

B) snemenT nm000T0 TOKYMEHTA.

C) uadopMaImoHHasi OCHOBA JOKYMEHTA.

D) aneMeHT onpeeieHHOrO IOKYMEHTA.

E) moanuce pykoBoguTens.

7. JIOKyMeHT, aJjpecOBaHHBIA PYKOBOJUTENIO U MHPOPMUPYIOIIUHI €ro O CI0XKUBIIEHCS CUTYalUH,
CoJieprKaluil BBIBOJbI U NMPEJIOKEHUS aBTOPa, Ha3bIBACTCS:

A) cityeOHOM CIIpaBKOii.

B) cnyxxeOHo# 3anuckoii.

C) nokyIaaHOM 3aNMCKOM.

D) 00BsCHUTETBHO# 3aITHUCKOM.

E) nonoc.

8. IlpaBoBOi aKT, W3daBaeMbIii WJIM YTBEpXKJAaeMbIi B IEJISIX YCTAaHOBJICHUS IPaBHIL,
PETYIUPYIOIIUX OpraHU3alMOHHbIe, (DUHAHCOBBIE WM CIELHUAIbHBIE CTOPOHBI JESITENBHOCTH
YUpEXKICHUM, HA3bIBACTCS:

A) Tlonoxxenuem.

B) UncTpyKkumei.

C) Ykazanuem.

D) Ycrasowm.

E) KampoBas crpaBka.

9. Ilpuem Ha pabOTy MPOU3BOIUTCS HA OCHOBAHUH ?

A) pacriopskeHHs HayaJdbHHUKA OTJeIa KaJpoB.

B) nmuunHoTO Xenanus paboTHHKA.

C) Ju4HOrO 3a91BJIEHUSI PAa0OTHHKA.

D) aBToOHorpadum.

E) noxmamHoit 3amvcku.

10. [Toompenue pabOTHUKOB IO pe3ysbTaTaM JesTeIbHOCTH OTMEYAETCS:
A) npuKa3oM 10 OCHOBHOM J€ATEIIBHOCTH.

B) npuka3zom 1o JU4YHOMY COCTABY.

C) pacnopspKkeHHEM.

D) akTom.

E) cyxebHol 3anucKku.

3.2.4 [IpuMepHBIii IepeueHb 3aJaHHi ISl CAMOCTOATEIbHON PabOThI CTYAEHTOB

1. Wyuurs T'OCT P 7.0.8 «Cucrema cranmaptoB 1o wHHPOpMAIMH, OUOIUOTEYHOMY U
U3JIaTeNbCKOMY Jieny. Jlenonpou3BOACTBO U apXUBHOE JesI0. TepMUHBI U ONpeneieHUsD (BbIyYUTh
OTIpeieNIeHUs] OCHOBHBIX MOHATHUI) M COCTaBUTh KPOCCBOPJ (Ha OTNENIbHOM JiucTe opmara A4, He
MeHee 15 croB)

2. Obuepoccuiickuil kiaccudukarop ynpasiaeHueckoit fokymentanuu (OKY/[I): 3apaun,
CTPYKTYpa, KOJIOBbIE 0003HAaUeHUs (HalKMcaTh KOHCIIEKT)

3. 3yunth HUKeyKa3aHHbIE BOIIPOCH M COCTABUTH 110 HUM KPATKUN KOHCIIEKT

Oco0eHHOCTH s3bIKa CITY)KEOHOTO TOKyMEHTA:

-CrangapTu3anus sa3bIka J0KyMEHTa,

-S13p1KOBBIE TpeOOBaHUS K O(POPMIIEHUIO PEKBU3UTOB IOKYMEHTA;

-SI3p1KOBOE O(OpMIIEHUE TMUHBIX JOKYMEHTOB;
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-JlenmoBoe MUCHMO: BHJIBI U SI3BIKOBOE O(OPMIICHHE.

4. HopmaTuBHO-TIpaBoBasi 6a3a KaJpoBOTo AEJIOMPOU3BOICTBA

5. N3yunth HMKEeyKa3aHHBIE BOIIPOCH M COCTABUTH 110 HUM KPATKH KOHCIIEKT.
CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUH B JIEIONPOU3BO/JICTBE:!

- CucTtembl aBTOMATH3alMU JEJIONPOU3BOICTBA;

- DNEeKTpPOHHOE JOKYMEHTUPOBAHUE;

- DIEKTPOHHBIA TOKYMEHTOOOOPOT.

3.2.5 Tema 1151 cocTaBJICHHS KPOCCBOP/A:
«Cucrtema cTaHIapToOB MO MHPOpMaIUK, OMOINOTEYHOMY U U3/1aTETLCKOMY JIETy.

Jlenonpou3BOICTBO U apXHUBHOE A€N0. TepMHUHBI U OTIPEIAECTEHUSD)

3.3 Kpurepuu oueHNBaHUSA

Bunel Texyiero BeIcokuii ypoBEHb IIponBuHYTBIN IToporoselii ypoBeHb Henomycrumblii
KOHTPOJIS 90-100% YPOBEHb 50-74%

75-89% 0-49%
YerHblit onpoc, 27-30 23-26 15-22 0-14
IIPaKTHYECKas
pabora,
TECTUPOBAHUE
3ananue 27-30 23-26 15-22 0-14
CaMOCTOATEILHOM
paboTsI

B cootBerctBUM ¢ IlosiokeHHEM O OaIbHO-PEHTHHTOBOM CHUCTEME OIEHKH PE3yJbTaTOB
00y4eHHS CTYJEHTOB MOCEIICHUE OLICHUBACTCS CICTYIOIINM 00pa3oM:
- menee 50% 3angTuii — 0 6amIoB;
- 50 — 74% 3ansaTuii — 15 6amnos;
- 75 — 89% 3ansaTuii — 18 6amos;
- 90 — 100% 3ansTuii — 20 6amioB

Kputepuu orieHUBaHUS YCTHOTO OTIPOCa:

«oTimuHo» (A, A-, 4.0-3.67, 90-100%) craBuTCS, €CITU CTYIEHT MOJHO M3JaraeT Marepuall
(oTBe4aeT Ha BOIPOC), JACT NPABUIBHOE OTPEHICICHUE OCHOBHBIX IOHSTHUH; OOHAPYKHUBaeT
MOHUMaHUE MaTepHajga, MOXKET OOOCHOBaTh CBOU CYXKICHHUsS, NMPUMEHUTh 3HAHHS Ha MPAKTHUKE,
MIPUBECTH HEOOXOAUMBIC TIPUMEPBI HE TOJBKO U3 YUeOHHMKA, HO M CAMOCTOSITEIILHO COCTABJICHHBIC;
U3JIaraeT MaTepuall oCjaeI0BaTeIbHO U IPABUIIBHO C TOYKHU 3PEHUSI HOPM JINTEPATYPHOTO SI3bIKA.

«xopomo» (B+, B, B-, 3.33-2.67, 75-89%) craBuTCcs, €clid CTYAEHT JaeT OTBET,
yIOBJETBOPSIOUINI TeM ke TpeOOBaHUSAM, YTO U IS «OTJIMYHO», HO JOmMyckaeT 1—2 ommokw,
KOTOpBIE CaM K€ UCIpaBiseT, U 1—2 HeloveTa B MOCIEIOBATEILHOCTH U SI3bIKOBOM O(OPMIICHUH
H3J1aracMoro;

«ynoBnetBoputenbHo» (C+, C, C-, D+,D, 2.33-1.0, 50-74%) craBuTCS, €clu CTYAEHT
oOHapy)XHBaeT 3HaHHE W IOHWMaHWE OCHOBHBIX TOJIOKEHUHN JaHHOW TeMbI, HO M3J1araeT MaTepuan
HEMOJIHO U JIOTTYCKAeT HETOYHOCTH B OMPEIEIICHUN MOHATHH WK (JOPMYTUPOBKE MIPABUIT; HE YMEET
JIOCTaTOYHO TIYOOKO M JO0Ka3aTeNIbHO OOOCHOBAaTh CBOM CYXKJEHHUS W MPHUBECTH CBOU MPUMEPHI;
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M3JaraeT MaTepual HEMOCHeJ0BAaTeIbHO M JONYCKAeT OIIMMOKH B SI3BIKOBOM O(OpMIICHUH
U3J1araeMoro;

«ueynosnerBoputeabHo» (F, 0, 0-49%) craBuTCs, eciiu CTyIeHT OOHApy)KUBACT HE3HAHUE
0OJIbIIIeH YacTH COOTBETCTBYIOLIETO BOIPOCA, JIOMYCKAET OMHMOKU B (DOPMYIHPOBKE ONPEICICHUI
Y TPaBWJI, UCKAXKAOIIHE UX CMBICI, OCCIIOPSAI0YHO U HEYBEPEHHO M3JIaracT MaTepuall.

Kputepun orieHUBaHUS TECTUPOBAHMS .

«otmmaao» (A, A-, 4.0-3.67, 90-100%) 3aciyKuBaeT CTyAEHT, OOHApYKHBIIUI
BCECTOPOHHHE U TIIyOOKHE 3HAHUS MaTepraia TEMBI.

«xopomo» (B+, B, B-, 3.33-2.67, 75-89%) 3aciayXuBaeT CTYICHT OOHAPYXUBIIUI TOTHOE
3HaHHE MaTepraja TeMbI, HO JIOMYCTHBIINN MEJKAE HETOYHOCTH B OTBETE

«ynoBneTBoputenbHO» (C+, C, C-, D+,D, 2.33-1.0, 50-74%), 3acimyxuBaeT CTYJICHT,
OOHApY)KMBIIMI 3HAHWS JAHHOW TeMbl B O0OBbeME, HEOOXOJAMMOM sl JaibHEHIel y4deObl, HO
JOITYCTUBIINAN TTOTPEITHOCTH B OTBETE

«ueynouetBoputenbHo» (F, 0, 0-49%), BoicTaBisieTcs CTYAEHTY, IPU HAJIUYUU TPOOIEMBI
B 3HAHMSX JIAHHOW TEMBI ¥ JIOMYCTHBIIIHIA MTPUHIMITAATHHBIC ONTHOKU

Kpurepuu orneHnBaHMs MPaKTHYECKON pabOTHI:

«OTJIMYHO» BBICTABIISCTCS, €CJIM CTYICHT BBHIMOJIHUI paboTy 0e3 ommbOOK W HEeIOuYETOB,
JOITYCTHJI He 00Jiee OTHOTO HE0YETa.

«XOPOIIO», €CIH CTYJICHT BBITIOJHHI Pa0OTy IMOJHOCTBIO, HO JOMYCTHJI B HEW He Oolee
OJIHOW HErpyOoii OITMOKHK W OJTHOTO HE04UETa, WK HE 00Jiee TBYX HEJOUYETOB.

«YIIOBJICTBOPUTEIILHOY», €CIH CTYICHT MPABWJILHO BBITIOJHHUI HE MEHEE MOJOBHHBI pabOTHI
WU JIOTYCTHJI He 0oJiee IBYX TpyObIX oImMOOK, Wiau He OoJjiee OJHOW IrpyOO M OJHOW HErpyooi
OmMOKK W OJHOTO HEeJOoYeTa, WM He 0oJiee NBYX-TPEX HErpyObIX OIMOOK, WM OJHON HErpyooi
OMMOKH M TpeX HENOYETOB, WIM TP OTCYTCTBHUH OIMMOOK, HO TNPU HAIWYHUA YETHIPEX-TISITH
HEI0YETOB, JOMYCKACT HCKaXKCHHUE (DaKTOB.

«HEYJOBIICTBOPUTEIBHO», €CIIM CTYIEHT JOMyCTHWJI 4YHCIO OIMMOOK U HEJOYETOB
MIPEBOCXOIAIIEE HOPMY, ITPH KOTOPOH MOXKET OBITh BBICTABJICHO «YAOBJICTBOPUTEIHLHOY, WIH €CITU
MPABUJILHO BBITIOJIHUII MEHEE TTOJIOBUHBI pAOOTHI.

Kputepuu orieHrBaHus caMOCTOATEIBHBIX paObOT

«otanuHo» (A, A-, 4.0-3.67, 90-100%) BbIcTaBIsAETCS, €CIIHM CTYACHT BBHIOJIHUI paboTy Oe3
OLIMOOK U HEAOUYETOB, JOMYCTUII HE 00Jiee OJTHOTO HEeAOUETa.

«xoporo» (B+, B, B-, 3.33-2.67, 75-89%), ecnu cTyaeHT BBINOIHUI pabOTy MOJTHOCTHIO, HO
JOMYCTUNT B Heil He Oosee OAHON HerpyOoil OmMOKM M OJAHOrO HenouéTa, WM He Oosiee IBYX
HeJO04YETOB.

«ynoBnetBoputenbHo» (C+, C, C-, D+,D, 2.33-1.0, 50-74%), ecnu CTYIZEHT TpPaBHIBLHO
BBITIOJHIJI HE MEHEee MOJOBUHBI pabOThl WM JIOMYCTUI HE Oojiee IBYX TpyObIX OMIMOOK, WM HE
Oomnee oaHOM TpybOil U OgHON HErpyOOW OIIMOKM W OJHOTO HeIodeTa, Wik He 0ojee ABYX-TpeX
HerpyObIX OIIMOOK, WM OJHOM HEerpy0oil OmMOKM W TpexX HEeIO0YETOB, WIM MPU OTCYTCTBUHU
OIIMOOK, HO TMPU HATUYUH YETHIPEX-TISITH HEIOUETOB, TOMYCKAET UCKAKEHHE (PAKTOB.

«ueynosnerBopurenbHo» (F, 0, 0-49%), ecnu CTYZEHT AOMYCTHJI YUCIO OHIMOOK H
HEZ0YETOB MPEBOCXOAAIIEE HOPMY, IPU KOTOPOH MOKET OBITh BBHICTABICHO «YAOBIETBOPUTEIHLHOY,
WJIM €CITU MPABUIIBLHO BBITIOIHIII MEHEE MOJIOBUHBI PabOTHI
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Ilepsblii sx3eMILILAp
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OTMeTKH O IIPOJUIEHNUH CPOKa NeHCTBUS

q)OHI[ OIICHOYHBIX CPEACTB ITPOJOHTUPOBAH HA

2024 /2025 y4eOHbIi TOI peIICHHEM YIEHOTO COBETA

Kocranaiickoro ¢pumuana ®I'bOY BO «Uenl'V»
ot «29» ¢espains 2024 r. [Iporokon Ne 7

@oH/ OIIEHOUHBIX CPEACTB MPOJIOHTUPOBAH HA
20 /20 y4eOHbIH ron pelieHUeM y4E€HOro
coeta Kocranaiickoro ¢punuana ®I'bOY BO
«Henl'V»

oT « » 20 r. IIpotokonm Ne

q)OH}l OLICHOYHBIX CPCACTB IPOJOHTUPOBAH Ha
20 /20 y4eOHbIH rox pelieHueM y4€HOro
coeta Kocranaiickoro ¢punuana ®I'bOY BO
«Henl'V»

OT « » 20 r. [l[poroxkom Ne
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