[lokymeHT nognucan npocroil 3nekTpoHHVIIDEEHAY KN POCCUIA

NHdopmaumsa o Bnagenbue:

defepasbHOE ocyAapCcTBEHHOE 6r0PKETHOE 06pa303aTeanoe yypexxaeHne BbICLUEero O6paSOBaHVIFI

®UO: Hanmsko Hatanbs AneKcaHﬂpOBHa«qe””6"'HCK”‘7' rocyfapCTBeHHbI yHMBepcuTeT» (PrBOY BO «Uenl'Y»)

[omkHocTb: [upekTop

[Jlata MoANMCaHYS, 16.05.2024 12:47:31 . "
. Paboyas in Or pavMa AMCLMM/IMHbI [ oKyMeHTaLMOHHOe o6ecrneyeHne ynpaBneHns” no HanpasieH o NMOArOTOBKY
YHUKaNbHbIA nporpaMMHbf: K110y

yh e HIRL

25467908655d9e0abdc4

KocTaHaickui [unman

gae’l%? .02 MeHepKMeHT HanpasneHHOCTU (NPogno) YnpasneHue 613HecoM

X*r"EP>XXAOAKO

/,,«' AnpekTop KocTtaHanickoro dmnnana
AOMBpY AHO/Menlr YY"
” / TronereHosa P.A.

Pabouasi nporpaMma AucUmMnanHbl (Moayns)
[lOKyMeHTaLMOHHOe 06ecrneyeHme ynpasieHns

HanpasneHve nogrotoBku (CnewnanbHOCTD)
38.03.02 MeHeKMeHT
HanpasneHHOCTb (Npogunsib)

YnpaeneHue 613Hecom

[MpucsamBaemMas KBanmgukauma (CTeneHs)
Bakanasp

dopma 0by4eHus
O4Has

"on Habopa
2023, 2024

KocTaHaii 2023 .

© KocTtaHaiickuin punman ®reQyY BO «YenllyY»



Pa6ouas nporpamMma AMCLMNAMHBI "[LoKyMEHTaLMOHHOe 06ecreyeHe ynpaseHns" no Harpas/eHWo NOArOTOBKY

(cneymansHocTK) 38.03.02 MeHeXKMEHT HanpaseHHOCTU (MPoduso) YnpasneHue 6U3HeCOM ctp. 2

Paboyasi nporpamma aucumninHbl (Moayns) ogobpeHa 1 peKomeHAoBaHa
Kaheapoi
Kadenpa akoHOMUKM

[MpoTokon 3acefaHna Ne 09, ot «10» mada 2023r.

Paboyasi nporpamma aucumninHbl (Moayns) ogobpeHa v peKomeHAoBaHa
yuyebHO-MeTOoANYECKNM coBETOM KocTaHalickoro unmana ®Ire0yY BO
"Yenl'y”

[MpoTokon 3acefaHma Ne 10, oT «18» mada 2023r.

Paboyasi nporpamma aucumninHbl (Moayns) ogobpeHa 1 peKomeHAoBaHa
yueHbIM coBeToM KocTaHanckoro gpunnana ®reOyY BO "Henl'y”

[MpoTokon 3acesaHna Ne 10, oT «25» maa 2023r.

3aBegyownin Kageapom MaHWHa MannHa BUKTOPOBHa,
KaHAMAAT S3KOHOMUYECKNX Hayk, aoued/

ABTOp (cocTaBuTeNb) _ KaHanaaT 3KOHOMWYECKUX Hayk,
AOLEHT Kadeapbl 3KOHOMUKN, Mapinp”™ IMaimHa BUKTOpoBHa

PeLeH3eHT KaHAMAAT 3KOHOMUYECKMX Hayk, npogieccop
Kaeapbl 3KOHOMWKM U MeHeMKMeHTa YY  KocTaHalCKUA  MHXKEHepHO-
9KOHOMUYeCKMIA yHnBepcuTeT um. M. [ynatosa, MpuTtyna Panca AnekceeBHa

© KocTaHalickuii punman ®reOyY BO «Yenl'Y»



Pabouas mporpamma qucHUIUTHHEL " JJOKyMEHTAIIMOHHOE 00eCIIeYeHHe YIIPaBIeHNs" 10 HallPaBJICHAIO TOTOTOBKU
(crermanbHOCTH) 38.03.02 MeHemKMEHT HanpaBieHHOCTH (poduito) YpasieHue Ou3HeCOM

cTp. 3

1 LIEJIA Y1 3AJJAYM OCBOEHUSI TUCUATIIMHBI (MOLYJIST)

1.1 Hean

ChopmupoBaTh y CTYJACHTOB 3HaHMs OCHOB COBPEMEHHOTO JEIOMPOU3BOCTBA M JOKYMEHTAI[MOHHOT'O 00eCeYeHus
JeSITeTIbHOCTH TPENNPUATHI, Pa3BUTh HABBIKH MO COCTABIICHUIO U O(DOPMIICHHUIO OT/ENIBHBIX BUJIOB YIIPABICHYECKHX
JOKYMEHTOB U X TIPUMEHEHHUS JJIsl peIICHUs 3a1a4 JOKYMEHTAIlMOHHOTO 00eCTIeYeH s eSITeIbHOCTH TPeIIPUITHA.

1.2 3agaun

- U3YUYUTb OCHOBHBIC NOHATHA U TCPMUHDBI AUCHUIIINHBI;

- II0Ka3aThb POJIb JOKYMCHTA U Z[OKyMeHTI/IpoBaHHOFI I/IH(i)OpMaIH/II/I B I[IPAKTUKC YIIPABJICHUS;

- U3YYHUTH 3Tallbl Pa3BUTHUA JOKYMCHTAa KaK HOCUTECJIA HH¢)OpMauMH;

- U3yYHTh 3aKOHOJATENbHbIE 1 HOPMAaTHBHO-METONYECKUE JOKYMEHTHI, peTrIaMeHTHpPYoLIHe padoTy ¢
JOKYMEHTaMH OpIraHU3alluy;

- O3BHAaKOMMUTH C TpaBUJIaMHU COCTABJICHUA U O(I)OpMHeHI/IX YHOpaBJICHYCCKUX JOKYMCHTOB;

- U3YYHUTh MOPAAO0K pa6OTI>I C JIMYHBIMH U CJ'Iy)KeGHI)IMI/I JOKYMCHTaMH,

- IPUBUTH HABBIKU COCTABICHUS U O(OPMIICHHUS] OCHOBHBIX JOKYMEHTOB yIIPABJICHHUS;

- M3Y4HUTh paboTy CIyKObl JOKYyMEHTALIMOHHOTO 00ECIICUeHHUs YIIPABIICHUS;

- O3BHAKOMUTDH € COBPEMCHHBIMHU TCXHOJIOTUAMHU OPraHUu3alluu ,I[OKyMeHTOO60pOTa Hpe,I[HpI/IﬂTI/Iﬁ u OpI‘aHH3aHHI71.

2 MECTO JUCIUAIIVIMHBI MOAYJISI) B CTPYKTYPE OIIOII

Brnok (paznen) OITOIT:

|K.M.07.04

2.1 TpeGoBaHus K NpeABAPUTE]bHOM MOAT0OTOBKe 00y4al0Lerocs:

VYuebHas npakTuka. O3HaAKOMUTENbHAs MPaKTHKA

2.2 IucuMnJIMHbl M MPAKTHKH, JJIA KOTOPBIX OCBOECHHE JAHHOH THCIUILTHHEI (MOIYJIs) HEOOX0IMMO KaK
npeauecTByloniee:

HpOPBBOZ[CTBeHHa?[ MpaKTHUKa. HpeﬂZ[I/IHJ'IOMHaﬂ IpaKTHUKa

BelnonHeHre 1 3aiuTa BhITYCKHOW KBaTM()UKAIHOHHON paboThI

HpOI/I3BOﬂCTBeHHaﬂ IpaKTHKa. HpOGKTHO-TeXHOJ’IOFI/I‘-ICCKaﬂ IpaKTHKa

[IpousBoacTBeHHas npakTuka. TexHoJorn4yeckas mpakTUKa

3 KOMIIETEHIIMA OBYYAIOIIETrOCsl, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHHUA

T CIATITAHBI (MOY.JIS)

IIK-1.1: [Toka3biBaeT HABBIKM YNPaBJieHHs OU3HeC-MPoOLecCAMU OPTaHN3aAUMHU U IOKYMEHTAJIbHOT0 0)opMIIeHUsI

yIpaBJIeHYECKUX peleHuii

3HaTh:

HOPOrOBBbIii 3HaeT copepikaHue W 3aKOHOMEPHOCTH Pa3BUTHS OM3HEC-TIPOLIECCOB, MPUHIUIIEI PAMOHATBHON
OpraHM3aI|y JOKYMEHTAIMOHHOTO 00ECIICUCHNS yIIPaBICHNSA

HPOJBUHYTHIH | 3HaET METO/IBI YIIPABICHHS OCHOBHBIMU OM3HEC-TIPOLIecCaMHt, BUABI U (JOPMBI OpraHU3alnOHHO-
YNIPaBICHYECKON TOKYMEHTAIIHH.

BBICOKHI 3HaeT OCHOBHBIE TPUHIINIIBI METONK COBEPIICHCTBOBAHUS ON3HEC-TIPOLIECCOB U COBPEMEHHBIC
TEXHOJIOTHH JIOKYMEHTAIIMOHHOTO 00eCTICUeHHs YIPaBIICHHSI.

YMmersn:

HOPOrOBbIii YMeeT uaeHTH(PHUIINPOBATH U KIACCUPHUIUPOBATH ON3HEC-TIPOIECCHI ISl YIIPABIICHHSI, aHATI3UPOBAThH
JOKyMEHTOOOOPOT M TOKYMEHTONOTOKH I10 KOJIMYECTBEHHBIM M KaU€CTBEHHBIM KPUTEPHSIM.

NPOJBMHYTHIH | YMeeT aHaTM3MpOBaTh OM3HEC-TIPOLIECCHl M MHTEPIPETHPOBATh HH(OPMAIIHIO, TIOJTy4aeMyIo B
pe3ysbTare 3TOro aHaJIN3a, COCTABIIATH U O)OPMIISTH IOKyMEHTHI

BBICOKHI YMeeT pemars 3a/1aut, CBsI3aHHBIE C COBEPILICHCTBOBAHUEM U BHE/IpEHHEM OU3HEC-TIPOLIECCOB,
HCIIOJIb30BaTh HH(OPMALMOHHbIE TEXHOJIIOTHH TIPH MPOBEJICHUN MOJICITMPOBAHNS U ONITHMHU3ALINT
On3HEC-TIPOLIECCOB, ONEPUPOBAThH 3HAHUSIMH, ITOJYYEHHBIMH NIPHU TTOATOTOBKE OpraHU3alOHHO-
YIPaBICHYECKON TOKYyMEHTAIIHH.

Buagern:

TOPOTOBBIA Brnaneer meTonaMu BEIAENCHNUS U ONMCaHNsI OM3HEC-TIPOLIECCOB, @ TAKXKE JOKYMEHTAIBLHOTO
o0ecIeueHNs yIPaBICHYECKNX PEIICHHH.

nposBUHY T | BrrajeeT MeTonaMu yrpaBieHust OM3HEC-TIPOIIeCCaMy; HaBBIKaMH BHIOOpa KITFOUEBBIX TIOKa3aTeIen

6H3HeC-HpOHGCCOB.

© Kocranaiickuii pmman ®PI'bOY BO «Henl'Vy»




Pabouas nporpamma JUCHUIUIMHBL "Z[OKyMeHTaHPIOHHOe obecrieueHue praBJ’IeHHfI" 110 HaIpaBJICHUIO TOATOTOBKHU

(ciermmanbHOCTH) 38.03.02 MeHemKMEHT HanpaBieHHOCTH (mpoduimto) YnpapieHue OH3HeCOM

cTp. 4

BBICOKHUM

YIPaBJICHICCKUX JOKYMEHTOB.

Brnaneer meTogaMu mpoeKTHPOBaHUS OM3HEC-TIPOLIECCOB, TPOTPAMMHBIMH CPEJICTBAMHI
MOJICTIMPOBAaHNUS M aHAIN3a ON3HEC-TIPOIIECCOB, METOANKON COCTABICHHUSI IPOEKTOB OCHOBHBIX

4 OBBEM JUCLHUIIIMHBI (MOLYJIST)

OOmast Tpy10eMKOCTb

33ET

YacoB 10 yueOHOMY ILIaHY :

108

B TOM YHCJIE :
ayIUTOpHBIE 3aHATHS : 32
camocTosTeNbHas padora: 76

3a4eThl 3

Bubt KOHTPOJIsI B CEMECTpPaAXx:

5 CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI (MOAYJIA)

Kona
3aAHATHUA

HaumeHoBaHue pa3iesioB U TeM /BHJ
3aHaATHS/

CemecTp

Yacos

Kommnere
HIIUHA

Jlutepartypa

MeToabl npoBeaeHus
3aHATHIA, OLIEHOYHbIE
cpeacTBa

Pa3nen 1. TeopeTndeckne 0CHOBBI
JIOKYMEHTAI[HOHHOTO o0ecreyeHust
ynpasJieHus (1eJ10Npou3BOICTBA)

11

1. McToku nenonpou3BoCTBa:
nHopManys, ynpaBlieHne, TOKYMEHT.
2. JIoKkyMeHTalMOHHOE o0ecrieueHne
YHpaBJICHUA KaK BUI ACATCIIBHOCTU U
€ro COCTaBJISIOIIHE.

3. Kitaccudukanus JOKyMEHTOB, UX
CTaHAAPTH3ALMS U YHU(DHUKALHS.
CucreMbl JOKyMEHTAIHH.

4. HopmatuBHO-MeTOAM4ECKas 0a3a
JOKYMCHTAIMOHHOT'O O6CCHC‘{6HI/I$I
YIpaBJICHHUS.

/Jlex/

IK-1.1

J1.1
JI1.2J12.1
J12.2

Mertoasr: Meton
COOOIIAIOIIETO
M3II0KEHMS C
3JIEMEHTAMH
npoOIeMHOCTH
OrneHOYHOE CPEICTBO:
Koncnekr

1.2

1. DBomonus JOKyMeHTa KaKk
HOCHUTENSI HHPOPMAIIUH.

2. Bo3HUKHOBEHUE U pa3BUTHE
JIeNIoNpon3BoCcTBa B Poccuu:
-J1eonpon3BoICTBO B CpeIHUE BEKa
(XI-XV BB.).

-Ilpukaznoe gemonponsBoacTo (XVI-
XVII BB.).

-Konnexckoe 1enonpou3BoACTBO
(XVIII B.).

-MuHncTepcKoe JeN0NpOr3BOJCTBO B
Poccun (XIX — Hagano XX BB.).
-T'ocynapcTBeHHOE J€TOIPON3BOICTBO
B COBETCKOE BPEMsI.

-CoBpeMeHHOE JIeJIONPOU3BOJICTBO B
PO. /Mlp/

IK-1.1

J1.1
JI1.2J12.1
J12.2

Meroapr:
PEeNpPOAYKTUBHBII
METOJ,

OLeHouHOE CPEeACTBO:
VYceTHBI  onpoc

1.3

N3zyuyuts 'OCT P 7.0.8 «Cucrema
CTaHApPTOB 10 HH(pOpMaLHH,
OMOIMOTEYHOMY H M3IATEIECKOMY
neny. JleTonpou3BOACTBO U apXUBHOE
neno. Tepmuns u

olpeseeHus» (BbLyIUTh ONPEaeIeHUs
OCHOBHBIX TTOHSITHH) U COCTABUTD
KpPOCCBOPJ (Ha OTIEIHHOM JICTE
(dbopmara A4, ue meree 15 croB)

/Cp/

16

[K-1.1

J1.1
JI1.2J12.1
J12.2

IIpoBepka kpoccBopaa

Pa3pen 2. O0mue npaBuiia
oopmiieHns: ynmpaBIeHYecKHX
JOKYMEHTOB

© Kocranatickmii pmmman @T'bOY BO «Henl'Y»




Pabouast mporpamma qucHuIuIHHE " JJOKyMEHTAIIMOHHOE 00eCTIeYeHNe YIIPABICHHs " 110 HallPaBJICHUIO OATOTOBKI

(ciermmanbHOCTH) 38.03.02 MeHemKMEHT HanpaBieHHOCTH (mpoduimto) YnpapieHue OH3HeCOM

cTp. 5

2.1 1. O0ume TpedoBaHus K 3 2 IK-1.1 JI1.1 Metoasr: Meron
0(OPMIICHHUIO yIIPABICHUECKUX JI1.2J12.1 COOOIIAIOIIEeTO
JIOKyMEHTOB. J12.2 U3JIOKEHMUS C
2. TpeboBaHus K 0opMIICHUIO JJIEMEHTaMHU
PEKBU3UTOB JIOKYMEHTOB. /JIek/ poOIEeMHOCTH

OneHnounoe
CPE/ICTBO:KOHCIIEKT

2.2 1. CocTaB peKBU3UTOB JOKYMEHTOB. 3 1 [K-1.1 JI1.1 Metoasr: Meron
2. TpeboBanus k 0hOPMIICHHIO JI1.2J12.1 IBPUCTHYECKUX
PEKBHU3UTOB JOKYMEHTOB. J12.2 3a/IaHuI
3. TpeGoBanus k OJaHKaM O1LIEHOYHOE CPENICTBO:
JOoKyMeHTOB. /IIp/ YceTHblil  ompoc,

npakTUdecKas paboTa

2.3 1061epoccuiickuii KiaccupukaTop 3 16 IK-1.1 JI.1 TIpoBepka KoHCIIEKTa
YIpaBIeHUYECKON JOKYMEHTALUN JI1.2J12.1
(OKY I): 3apaum, CTpyKTypa, KOZOBBIC J12.2
0003HaYeHUs (HAMKCATh
koHcrekt) /Cp/

Pazpnen 3. PyOe:knbiii KOHTposIb Nel

3.1 Tema 1. TeopeTudyeckre OCHOBBI 3 1 IK-1.1 JI1.1 MeTtoj 00yueHHs:
JIOKYMEHTAI[MOHHOTO 00eCIIeYCHUS JI1.2J12.1 PEeNpOAYKTUBHBII
ynpagiieHus (AeJI0NPOU3BOACTBA) J12.2 O1EHOYHOE CPENICTBO:
Tema 2. O6uue npasuia opopMIeHUS KOMILIEKCHAsI
YIPaBICHYECKUX JOKYMEHTOB MChMEHHas padoTa
Mp/

Pa3nen 4. OcoGennocTn
cocTaBJieHHs1 U 0(hopMIIeHHsT
OCHOBHBIX TOKYMEHTOB YNPABJIeHUS

4.1 1. OCHOBHBIE TPYNIIBI YIPABICHYECKUX 3 4 [K-1.1 JI1.1 Meronsl: Meton
JIOKYMEHTOB. JI1.2J12.1 PacCyXaroIero
2. OpraHu3alMoHHO-TIPaBOBbIE J12.2 poOIEMHOTO
JIOKYMEHTHI (OpraHU3aIllHOHHEIE). M3TI0KEHUS
3. PacniopsiutenbHbIe JOKYMEHTHI. OrneHOYHOE CPECTBO:
4. NupopmMamoHHO-CIIpaBOYHAs Koncnekr
nokymenranus. /Jlex/

4.2 1. Opranu3anuoHHas JOKyMEHTAIHS. 3 1 [K-1.1 JI1.1 Meronsr: Meton
2. PacniopsiantenbHas JOKyMEHTAIHS. JI1.2J12.1 CTPYKTYpH3aIHN
3. CrpaBouHO-MH()OPMAIIMOHHAS U J12.2 y4eOHOro MaTepuara,
CIIpaBOYHO-aHAJIUTHYCCKAA METOJ MAJIbIX I'PYIIII.
Joxymenranus. /Ip/ OLeHOouHOE CPEeACTBO:

YcTHBINA 0npoc, TECT

4.3 M3yunTh HUKEYKa3aHHBIC BOIIPOCHI U 3 14 IK-1.1 JI1.1 IIpoBepka KoHCIIEKTa
COCTaBHTb [0 HUM KPATKUH KOHCHEKT JI1.2J12.1
1.0co0GeHHOCTH S3bIKa CITy>KEOHOTO J12.2
JOKyMEHTA:

-CranmapTH3anus s36IKa JOKyMEHTa;
-SI3bIKOBBIC TPEOOBAHHUS K
o(hopMITCHHIO PEKBU3UTOB TOKYMEHTA,
-SI3pIKOBOE OPOPMIICHUE JTUUHBIX
JIOKYMEHTOB;

-JlenoBoe MUCHMO: BUJIBI U SI3IKOBOE
odopmIeHue.

/Cp/

Paznen 5. PyOe:xknbiii KOHTPOJIb Ne2

5.1 Tema 3. OcoOEHHOCTH COCTABICHUS U 3 1 IK-1.1 JI1.1 MeTtoj 00yueHHs:

0 OpMIICHHS] OCHOBHBIX JIOKYMEHTOB JI1.2J12.1 PeTpOaYKTHBHBIN
ynpagnenus /IIp/ J12.2 O1LICHOYHOE CPENICTBO:
KOMILTCKCHAsI

IMMCbMCHHAasA pa60Ta

Pa3nen 6. IlpaBuiia ogopmienus
JOKYMEHTOB 10 JITYHOMY COCTaBY

© Kocranatickmii pmmman @T'bOY BO «Henl'Y»




Pabouast mporpamma qucHuIuIHHE " JJOKyMEHTAIIMOHHOE 00eCTIeYeHNe YIIPABICHHs " 110 HallPaBJICHUIO OATOTOBKI
(ciermmanbHOCTH) 38.03.02 MeHemKMEHT HanpasieHHOCTH (mpoduito) YnpasineHue OH3HECOM

cTp. 6

6.1 1. OOmime BOMpOCH OpraHu3aiu 3 4 K-1.1 JI1.1 Metoasr: Meron
JIOKYMEHTAIMOHHOTO 00eCIIeYCHHUS JI1.2J12.1 paccyKIariero
yIpaBJIEHHs MEPCOHAIOM J12.2 Ipo6IEMHOTO
TIPEATPUSTHSL. H3JI0KEHUS
2. OcobeHHOCTH yTIpaBICHHS OreHOYHOE CPECTBO:
JIOKyMEHTAIEH 10 MePCOHAIY. Koncnekr
3. OcoOEHHOCTH JOKYMEHTHPOBAHUS
TPYAOBOU JIATEILHOCTH MEPCOHAIIA.

/JTex/

6.2 1. CTpyKTypa U coliepaHue KaJlpoBOH 3 3 IK-1.1 JI1.1 Metoasr: Meton
JIOKYMEHTALUH. JI1.2J12.1 3BPUCTUYECKUX
2. OpraHu3anuoHHO-KaAPOBBIC J12.2 3a7IaHHUI
JIOKYMEHTBI. OLeHouHOE CPEeACTBO:
3. OpraHu3anuoHHO- YcrHbll onpoc,
pacnopsauTeNbHBIE TOKYMEHTHI. mpakTHdeckas padbora
4. JIokyMEeHTHPOBAaHNE TPYAOBBIX
OTHOIIIEHUH.

5. JIokyMeHTallMOHHOE
CONPOBOXKJICHUE MPOLIEAYP KaJpOBBIX
texuosorui. /TIp/

6.3 HopmarusHo-nipaBoBas 6a3a 3 16 IK-1.1 JI1.1 Koncnekr
KaJpoBOTO JenonpousBoctra. /Cp/ JI1.2J12.1

J12.2
Paznen 7. PyGexnbiii KoHTpoab Ne3

7.1 Tema 4. IpaBuna ohopmIIeHHS 3 1 [IK-1.1 JI1.1 Metoz oOyueHus:
JIOKyMEHTOB TIO JIHYHOMY COCTaBY JI1.2J12.1 PENpPOTYKTUBHBIN
Mp/ J12.2 O1eHOYHOE CPENICTBO:

KOMILTEKCHAsI
MUCbMEHHas paboTa
Pa3nen 8. Opranuszanus
JOKYMEHT0000pOoTa

8.1 1. IokyMEeHTO00OpOT NPEATIPUATHS U 3 4 IK-1.1 JI1.1 Metozapr: Meron
ero cocrapisomue. OcoOeHHOCTH JI1.2J12.1 JIMaJIOrMYECKOT 0
YIpaBIeHUS BXOSIINMH, J12.2 po0IEMHOTO
HUCXOOAIINMMHA U BHYTPECHHUMHU H3JI0KCHUA
JIOKYMEHTaMHU TIPENPUATHSI. OLeHouHOE CPEACTBO:
2. Cucrema KOHTPOJISL UCTIOJTHEHUS Koncnekr
JOKYMEHTOB, TIOPSIJIOK ee
(YHKIIMOHUPOBAHHUS B YCIOBHUSIX
IIPEANPUATHSA.

3. Opranu3zanus ynpapieHUs
OIIePaTUBHBIM XPAHCHUEM JIOKYMEHTOB
MIPEATPUSTHSL.

4. Opranm3anus ynpaBIeHHs
ApXUBHBIM XPaHEHUEM JIOKYMEHTOB
MIPEANPUATHSA.

/JTex/

8.2 1. Opranuzanus J0KyMEHT0000poTa. 3 5 IK-1.1 JI1.1 Metonbl: METOA
2. OpraHu3aiysi KOHTPOJIS JI1.2J12.1 MaJIbIX TPy
HCIIOTHEHHS TOKYMEHTOB. J12.2 OrneHOYHOE CPECTBO:

3. CocraBneHrne HOMEHKIATYPHI Jedl.
4. IloaroToBka TOKyMEHTOB K
nepegaye Ha XpaHCHUE B apXUB

5. Ilepenavya JOKyMEHTOB B apXUB.

Mp/

VerHsIii onpoc,
npakTUieckas padbora

© Kocranatickmii pmmman @T'bOY BO «Henl'Y»




Pabouas nporpamma JUCHUIUIMHBL "Z[OKyMeHTaHPIOHHOe obecrieueHue praBJ’IeHI/Iﬂ" I10 HAlIpaBJICHUIO IMOATOTOBKH

(cenmanpHOCTH) 38.03.02 MeHeKMEHT HampaBlieHHOCTH (po¢uimio) Y mpaBieHHe OU3HECOM etp. 7
8.3 M3yunTh HUKEYKa3aHHBIC BOIIPOCHI U 3 14 IK-1.1 JI1.1 Kocmnekr
COCTaBUTb [0 HUM KPATKUI KOHCIEKT. JI1.2J12.1
1. CoBpeMeHHbIE HHPOPMALIUOHHBIE J12.2
TEXHOJIOTHH B JEJIONPOU3BOCTBE!
- CructeMBbl aBTOMaTH3aLUH
JETIONPOU3BOACTBA;
- DIIEKTPOHHOE JJOKYMEHTHUPOBAHUE,
- DJICKTPOHHBIN
nokymenroobopot. /Cp/
Pa3nen 9. PyGesxknbiii KoHTpoIb Ned
9.1 Tema 5. Opranuzauus 3 1 [K-1.1 JI1.1 Metoz oOyueHus:
JIOKyMEHTO0000poTa JI1.2J12.1 PEeNPOTYKTUBHBIHN
Mp/ J12.2 O1eHOYHOE CPENICTBO:
KOMILTEKCHAsI
MUCbMEHHas paboTa

6 ®OH/JI OIEHOYHBIX CPEJICTB

6.1 IlepevyeHb BH/I0B OLIEHOYHBIX CPEICTB

Tekymui KOHTPOJIb IPOBOAUTCS PETYJIIPHO Ha 3aHATHAX JICKIMOHHOTO M CEMHHAPCKOro THma, B ToM uucie CPC, ¢
LETBI0 MONyYeHHs OIePaTUBHON HH(pOpMALHH 00 YCBOSHHH y4eOHOT0 MaTepHaa i AUATHOCTUKH C(HOPMUPOBAHHOCTH
KOMITeTeHIMH. Mcnonp3yeMble OIleHOUHBIE CPEACTBA: YCTHBIN OMpoc, pakTuuecKas paboTa, TeCTUPOBaHKE, TPOBEPKA
KOHCIIEKTOB, KPOCCBOD/I.

PyOGesxHbIi KOHTPOJIb IPOBOAUTCS € LIEIBIO ONPEAENEHHs CTEIIEHH CHOPMUPOBAHHOCTH OTEIBHBIX KOMIICTECHIUH
00y4aroIIUXCs 110 3aBSPLICHUIO OCBOCHUS 0YEPEIHOTO MOYJIS JUCIHUILUTHHEI B (DOPME KOMIUICKCHOMN ITHChbMEHHOM
paboThL.

IIpoMexyTOUYHAs aTTECTALMS OCYIIECTBISIETCS IO 3aBEPIICHAIO TEPHOIa O0YUESHUS C IIENBI0 ONPEICIICHUS CTEIICHN
JOCTI)KEHHS 3aIUTaHUPOBAHHBIX PE3yIbTaTOB 00yUIEHHs M0 JUCHHUILIMHE B popMe MOABEAECHHSI HTOTOB OauIbHO -
PEHUTHHIOBOT CHCTEMBI OLICHUBAHUS U 3a4€Ta, OLICHOYHBIM CPEICTBOM JUTS POBEACHMS 3a4UeTa SABIAETCS KOMIUIEKCHAS
NHCbMEHHAs padoTa.

6.2 TunoBble KOHTPOJILHbIE 32JaHUS M HHbIe MAaTePUAJIbI VISl TeKylleil 1 py0eskHON aTTecTalMK

[IpumepHBIN IEpedeHb BOMPOCOB TSl YCTHOTO OTPOca

1. Bo3nukHOBeHue aenonpou3BozcTBa. [lepBrle MUCHMEHHBIE JOKYMEHTHI.

2. OpraHuzanus AeJI0NPOU3BOJICTBA IEpUOAa 00Pa30BaHuUs U YKpeIIeHUs PyccKoro 1eHTpaau30BaHHOTO
rocygapcTsa (koHen XV — XVII BB.).

3. JokymenTtupoBanue nestenbHocTr yupexaennii XVI — XVII BB.: BUABI U pa3HOBUIHOCTHU TOKYMEHTOB.
4. Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. 06 0cOOEHHOCTSIX pabOTHI ¢ JOKYMEHTaMH.

5. Opranu3zanus IeI0npon3BOJCTBa FOCYIApPCTBEHHOTO ammapara abCoIoTHOM MoHapxuu B Poccuu B mepBoit
yetBepty X VIII B.

6. «I"enepanbhsblii pernamenT 1720 r. 0 cucTeMe, CTPYKTYpe U IITaTax roCyJapCTBEHHBIX YUPEKICHHH.

7. OcoOEHHOCTH KOJIIEKCKOW CHCTEMBI JIEIONPON3BOACTBA (0(OpPMIICHHE JOKYMEHTOB).

8. XpaHeHue TOKyMEHTOB B TIPUKA3HON M KOJUIEKCKOI cHCTeMax JeJO0MpOn3BOICTBRA.

9. JoxkymenTtupoBanue faesitensHocTH yupexkaennit X VIII Bexa: Buabl M pa3HOBUAHOCTH JOKYMEHTOB.

10. «YupexaeHue A ynpasieHus ryoepHuid» 1775 r. 00 ycTpoiCTBE MECTHBIX OPraHOB BJIACTH U MOPSIJIKE
JeTIONPOU3BOACTBA B HUX.

11. O6mue TpeGoBaHus K 0OPMIICHHIO YIIPABIEHYECKUX JOKYMEHTOB.

12. TpeboBanust k 0GOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

13. CocTaB peKBU3UTOB JOKYMEHTOB.

14. TpeOoBaHus Kk GaHKaM JOKYMEHTOB.

15. OpranusanyonHas JOKyMEeHTalusl.

16. PacriopsiauTenbHas JOKyMEHTALHSI.

17. CnipaBo4HO-MH(BOPMAIMOHHAS ¥ CIIPABOYHO-aHATMTHYECKAsT TOKYMEHTAIHS

18. OcHOBHEBIE TPYIIIBI YIIPaBICHYECKUX TOKYMEHTOB.

19. OpraHu3aluoOHHO-TIPaBOBbIC JOKYMEHTHI (OpraHu3aIlMOHHBIE).

20. PacniopsimutensHble JOKYMEHTBHI.

21. NuhopMaMOHHO-CIIPABOYHAS JOKYMEHTAIIUS

22. OO6mue BOIPOCHl OpraHU3ally JIOKYMEHTAOHHOT0 00eCcieYeHHs yIPaBIeHUs IEPCOHAIOM HPEATIPUSATHS.
23. OcoOeHHOCTH yIpaBIIeHUs TOKYMEHTAIHEH 10 IepCoHAITy.

24. OcoOeHHOCTH TOKYMEHTHPOBAHHS TPYIOBOH JIESITEIBHOCTH TEPCOHANA

25. CtpyKTypa u coaepkaHue KaJpoBOil TOKyMEHTAIHH.

26. OpraHu3alroHHO-KaJpOBbIE IOKYMEHTBI.

27. OpraHu3alMoOHHO- PaCOPsIUTEIbHbIEC JOKYMEHTHI.

© Kocranatickmii ¢pmman @TBOY BO «Yenl'Y»




Pabouas mporpamma mucHuIuTHHE " JIOKyMEHTAIIOHHOE 00ECTIeYeHHe YIIPABICHHs" TI0 HAIIPABJICHUIO MOATOTOBKH
(crermanbHOCTH) 38.03.02 MeHemKMEHT HanpaBieHHOCTH (poduito) YpasieHue Ou3HeCOM

cTp. 8

28. IoKkyMeHTHpPOBaHHUE TPYIOBBIX OTHOIICHHUH.

29. JIoKyMEHTaIIOHHOE CONIPOBOK/ICHHE NMPOLIEAYP KaJPOBBIX TEXHOJIOTHIA

30. Opranuzanus A0KyMEHTO000pOTa.

31. OpraHuzanusi KOHTPOJIS UCIIOTHEHHS IOKYMEHTOB.

32. CocraBrieHHE HOMEHKJIATYPHI JIEI.

33. IloaroroBka JOKYMEHTOB K Iepeaue Ha XpaHEHHE B apXHB

34, Ilepenava TOKYMEHTOB B apXHUB.

35. JIokyMeHTOO0OpOT MPEANPUATHS U €0 cocTaBiisromue. OcoOSHHOCTH YIIPABIICHUS BXOISAIIMMU, UCXOISAIUMHE
Y BHYTPEHHUMH JJOKYMEHTaMH MPEIPHUITHS.

36. Cucrema KOHTPOJIST HCHIOJTHEHUS IOKYMEHTOB, MOPSIOK €€ (PYHKIMOHUPOBAHUS B YCIOBUSAX NPEIIPHSTHSL
37. Opranuzanys ynpaBleHUs ONepaTHBHBIM XpaHEHHEM JOKYMEHTOB IIPEINPUSITHS.

38. Opranuzanus ynpaBjieHHUs apXUBHBIM XpaHEHUEM JJOKYMEHTOB IPEANPUATHS

39. B uem 3akit04aroTCs 0COOCHHOCTH S3bIKA U CTUIIS CITY>KEOHBIX JJOKYMEHTOB (Ha IpUMepe MuchMa)?

40. KaxoBo QyHKIIMOHAJIbHOE HA3HAYCHUE KOMMEPYECKHX Mucem?

41. Ha3oBuTe OCHOBHBIE BU/Ibl YIIPaBJIEHUYECKUX JTOKYMEHTOB

42. Onpenenure 0COOCHHOCTH COCTaBICHHUS X ODOPMIICHHSI ~ OPraHM3aIlOHHBIX JOKYMEHTOB

43. HazoBuTe OCHOBHBIE 3TAIlBl Pa3BUTHS JIEIONPON3BOACTBA B Poccru: mpuka3zHoe IeI0npOn3BOICTBO,
KOJIJISYKCKOE JIETIONPOU3BOJICTBO, MUHUCTEPCKOE JIEJIONPOU3BOJICTBO.

44. Vcropust 1e0npOU3BOCTBA B I'OJIbI COBETCKOMN BJIACTH — OCHOBHBIE 3TAIlbl pa3BuTusl. OpraHu3alioHHOE U
HOpMaTuBHOE obecrnieueHue aenonpoussojactea B CCCP.

45. Onummre COBpeMEHHOE COCTOSIHUE OpPraHn3aluy padoT B OpraHax roCyAapCTBEHHOH BIACTH H MECTHOTO
CaMOYIIpaBIIEHUS TI0 Pa3BUTHIO U coBepuieHcTBOBaHuIO J[OY.

ITpuMepHbIi IepeueHs 3alaHuil MPaKTHIECKOH paboThI

1. [lepeuncnuTe peKBU3UTHI OCHOBHOM YacTH IOKYMEHTA

2. [IpuBeauTe prMepbl OrpaHUUUTENIFHON HAAIIUCH, BXOAAIIECH B COCTaB Ipuda orpaHuueHHs J0CTyna K
JOKYMEHTY

3. Ilepeuncnure 3MEMEHTHI, U3 KOTOPBIX COCTOUT I'pU( COTTacoBaHUS

4. CocraBbte npuka3 00 yBosibHeHHH Oyxranrepa MBanosoi W.I1. mepeBoioM B APYryr0 OpraHU3aluio.
Henocratomme peKBU3NUTHI YKaXKHUTE CAMOCTOSATEIEHO

5. CocraBbTe JOKJIAIHYIO 3aIMCKY CeKpeTaps-pedepeHTa pyKOBOJUTEIO IPEANIpUsATHs 00 yTepe pabOTHUKOM
CrenanoBbiM ['.1. mucema-3arpoca, HOCTYNMBIIETO B a/Ipec MPEANPUATHS 1Ba MecsIa Ha3al.

6. CocraBbTe MpUKa3 O MEPeBoJic Ha paboTy BHYTPH OpraHU3aIMN

7. CocraBbTe npuKa3 00 0CBOOOXKICHUHU Bac OT paboThl B pupme «OpOuTay B CBSA3M C MEPEe30M Ha HOBOE
MECTOXKHUTECIBCTBO

8. Hamumure 3asiBjeHUe O mpueMe Bac Ha paboTy SKOHOMUCTOM B TOCYAapPCTBEHHOE MPEIPUAITHE IO CBI3H U
nHpopmatuke «PoccBI3bHHPOPMY.

9. Hanmmmre aBToOHOrpaduro, HeOOX0AUMYIO Uit 0GOPMIIEHHS JOKYMEHTOB IIPH TPYAOYCTPOHCTBE

10. Hmwxke yka3aHbl peKBH3HUTHI, KOTOPbIE BHOCATCS OJIHOM U3 OPraHU3allMil B PETUCTPAIIMOHHYIO (OpMY TIpU
perucTpanyu MOoCTYMNarouux miceM. OHpCHeHI/ITC, KaKue O6ﬂ3aTCJ'[LHBIC JUIsL pErucTpani J10KyMEHTOB PECKBU3UTHL
MIPOTIYILIEHBI B TIPUBEJICHHOM TEPEYHE:

0 [lara nocTyruieHus JOKyMEHTa B OpPraHU3aLuIo.

0 Kpatkoe copepkaHue T0KyMeHTa.

0 Pesomrorus.

0O HammeHnoBaHHE JOKYMEHTA.

O Howmep noxymeHTa.

0 Pacriicka ucrosHUTENS B OJTY4YEHHH JOKYMEHTA.

0 KonugecTBo JMCTOB U 3K3€MIUIIPOB JOKYMEHTA

11. Komnust mpukasa renepanbaoro aupekropa 3A0 «Caiory HeoO0XoauMa COTPYTHUKY OIHOTO U3 MOJpa3ieIeHuit
3A0 nans BelleHHs IEPETOBOPOB € MapTHepamu o01ecTBa. Kak cekperapb reHepaIbHOTO AUPEKTOpPa IOJKEH 3aBEPUTh
KOIHIO?

12. Ucxopasmue nucbMa 00bIYHO BU3UPYIOT AOJDKHOCTHBIE JIMIA OpraHu3aluu-aBTopa. [IpuBeure npaBuiIbHbIH
BapHaHT 0(OPMIICHHS BU3BI.

13. M3y4nuTh 0COOCHHOCTH MOATrOTOBKH CIY)K€OHBIX IHceM. Ha mpumepe mHCbMa-TpOChObI M MHChMa-
MIOATBEPKICHUS.

14. CaMOCTOATENIFHO COCTaBUTH 1 O)OPMHUTD CIICAYIOIINE BUABI ONTAHKOB TMPEINPUATHS.

15. M3y4uTh 0COOCHHOCTH COCTABICHHS OPraHU3allMOHHBIX TOKYMEHTOB: YCTaB, MOJIOXCHHUE, HHCTPYKIIHS,
LITaTHOE paclUCaHue, MpaBuia BHYTPEHHETO TPYIOBOTO paclopsiiKa.

IIprmepHBIN IEpeYeHb TECTOBBIX 3aAaHUN

1. Cuctema TOKYMEHTALMH — 3TO COBOKYITHOCTh JIOKYMEHTOB, IPUMEHAEMBIX:
A) B cepe ynpaBneHus.

B) B kakoii-nmubo cdepe aAesATENLHOCTH.
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C) B 1aHHOM YYpPEK/ICHHH.

D) B KOHKPETHOM CTPYKTYPHOM I0JIpa3IeICHHUH.

E) B chepa npoussoncTaa

2 .Cranpapruzanus-3to?

A) mporiecc ycTaHOBJICHUSI M TIPUMEHEHHUST 00pa3IoB, ATaJOHOB.
B) npouiecc npuMeHeHUs] YHUPHUIUPOBAHHBIX (OPM JOKYMEHTOB.
C) nporiecc yCTaHOBJICHHMS MTPaBHI 00pabOTKH TOKYMEHTOB.

D) npornecc perucrpaiyy J0KyMEHTOB.

E) nporecc yHHYTOXKEHHS JOKYMEHTAIIUH.

3. I'pynmnupoBKa TOKyMEHTOB B JieJia B COOTBETCTBUH C HOMEHKJIATYPOM JIe) Ha3bIBaeTCs1?
A) yHu(DUKAITHCH.

B) cucremaruzanueii.

C) dhopMupoBaHueM.

D) crannapruzanuei.

E) apxuBanus.

4. IleyaThio yIOCTOBEPSIOTCS?

A) nuchbMa-noATBEPKACHUS.

B) nuceMma-npurnameHus.

C) rapaHTHI{HbIC THCHMA.

D) nuceMa-TpeTeH3HH.

E) nmuceMo-mpoch0a.

5. FOpuamaeckyio cuity TOKyMEHTY MPUIAET?

A) rpu¢ cornacoBaHusl.

B) rpud yreepxaeHus.

C) pe3otoIus pyKOBOINUTEIIS.

D) Bu3a coriiacoBaHusI.

E) rpud cekperHocTH.

6 .PexBu3uTOoM HasbIBaeTcs?

A) 3neMeHT 0pUIHATBEHOTO TIOKYMEHTA.

B) snemeHT m060r0 TI0KyMEHTa.

C) nndopmanroHHast OCHOBA TOKYMEHTA.

D) sneMeHT oIpeeIeHHOTO TOKYMEHTA.

E) noamnuce pykoBoANTEINA.

7. JIOKyMEHT, a/ipeCOBaHHBIH PyKOBOJIUTEIIO U HH)OPMHUPYIOIIHIA €r0 O CIOKHUBIICHCS CUTYalluH, COJACPIKAIIMIA BHIBOJIBI
U TIPEIOKEHHS aBTOpa, Ha3bIBACTCS:

A) ciyxeGHOil cripaBKOH.

B) ciry>xeOHO 3anHCKOM.

C) noknagHOM 3aITMCKOM.

D) 00bsicHUTENBEHOMN 3aITHCKOIA.

E) nonoc.

8. IIpaBOBOI1 aKT, U3JaBa€MBbIi WM YTBEPXKIAEMBIH B LIEJISIX YCTAHOBJICHHUS TPaBUJI, PETYIHPYIOUIUX OpraHU3allOHHBIE,
(hMHAHCOBBIC WIH CICIHATBHBIC CTOPOHBI ISSITEIFHOCTH YUPEKICHHUN, HA3bIBACTCSL:
A) Iomoxxenuem.

B) UHCTpYyKITHEH.

C) Ykazanuem.

D) YcraBom.

E) Kagposas cnipaBka.

9. Ilpuem Ha paboTy MPOU3BOAUTCS HA OCHOBAHUM?

A) pacriopspDKeHHs HadallbHUKA OT/ela KaapoB.

B) nuvHOTO *KenaHus pabOTHHKA.

C) nu4HOTO 3asBICHUS PAOOTHHUKA.

D) aBToOuorpaduu.

E) noxnanHoii 3anucku.

10. INoompenue pabOTHUKOB 10 PE3YJIbTATaM JESTEIILHOCTH OTMEYASTCS:
A) mpHKa30M 10 OCHOBHOM JIeSITEIIbHOCTH.

B) nprka3zoM 1o JTMYHOMY COCTaBY.

C) pacnopsiKeHUEM.

D) aktom.

E) ciyxeOHOM 3amicKH.

[IpumepHBIii IepeYeHb 3a1aHUH 711 BBITIOTHEHUST KPOCCBOPIA

1. Uzyuuts TOCT P 7.0.8 «Cucrema craniapToB mo uHGpopmMaIu, Ou0IMOTEYHOMY M U3aTeIbCKOMY ACy.
Jlenorpon3BoACTBO M apXUBHOE Je710. TepMUHBI M ONpeIeNIeHHs» (BBIYYUTh ONPEICICHHUs] OCHOBHBIX TIOHITHI) U
COCTaBUTh KPOCCBOPJ (Ha oTAenbHOM JucTe popmara A4, He meHee 15 cioB)
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[IpumepHbIii TepeueHb BONPOCOB ISl COCTABIICHUS! KOHCIIEKTA:

1. O6mepoccuiickuii kaaccudurarop ynpabineHueckoi nokymenrtamuu (OKY Il): 3amaum, cTpyKTypa, KOJIOBBIC
0003HaYeHus (HaKMCcaTh KOHCIIEKT)

2. V3yunTh HIKEyKa3aHHbIE BOMPOCHI M COCTaBUTB 110 HUM KPAaTKHH KOHCIIEKT
OCOOCHHOCTH SI3bIKA CITYKEOHOTO JIOKYMEHTA:

-CranmapTuzanus s36IKa JOKyMEHTa;

-SI3pIKOBBIE TPEOOBaHUS K O)OPMIICHHIO PEKBH3UTOB JIOKYMEHTA,;

-SI3pIKOBOE OOPMIICHNE JTUUHBIX JOKYMEHTOB;

-JlenoBoe MHUCHMO: BUJIBI U I3BIKOBOE OhopMIICHHE.

3. HopmaruBHO-1ipaBoBas 0a3a KaJipoBOTo JACIONPOU3BOICTRA

4. I3yunTh HIKeyKa3aHHBIE BOTIPOCHI M COCTABUTh IO HUM KPATKUN KOHCTIEKT.
CoBpeMeHHbIC HH)OPMALMOHHBIE TEXHOIOTUH B IENIONPONU3BO/CTBE:

- Cuctembl aBTOMATH3aLUHU 1eJIONPOU3BO/ICTBA,;

- DIIEKTPOHHOE JOKYMEHTHPOBAHUE;

- DIEeKTPOHHBINA JOKYMEHTOOOOPOT.

Bomnpocsr mist pyoexnoro koHTposst Nel mo mucuumiiae «JoKyMEeHTallMOHHOE 00eCTieYeHIe YIIPABICHIUS
1. DOBomIONMA JOKYMEHTA KaK HOCUTENS HH(GOPMaLUH.

2. BO3HUKHOBEHUE U Pa3BUTHE IEJIONPOU3BOACTBA B Poccuu.

3. denonpousBoacTBo B cpeanue Beka (XI-XV Ba.).

4. IIpukaznoe nenomnpousBoactso (XVI-XVII BB.).

5. TpeboBanus k 0hOPMIICHHIO PEKBH3UTOB IOKYMEHTOB.

6. OCHOBHBIE TPYNITBl YIPaBICHIECKUX JOKYMEHTOB.

7. OpraHu3alMOHHAas JIOKYMEHTALHS.

Bomnpocsr mist py6exnoro koHtTposs Ne2 o nucuuminse «lokyMeHTalMOHHOE 00ecTieueHe yIpaBIeHUs
1. CtpykTypa U coziepKaHue KaJpoBOH JOKYMEHTAIHH.

2. Oprann3anroOHHO-KaJPOBBIE TOKYMEHTHI.

3. OpraHn3alOHHO-PACTIOPSIAUTEIBHBIE TOKYMEHTEI.

4. JIOKyMEHTHUPOBAHUE TPYIOBBIX OTHOILICHUH.

5. JIOKyMEHTaLMOHHOE CONPOBOXKACHHUE MTPOLIEAYDP KaIpOBBIX TEXHOJIOTHH.

Bomnpocsr mist py6exnoro kontposst Ne3 o aucuumuinie «/{okyMeHTanoHHoe o0ecriedeHue ynpaBIeHUs»
1. Opranu3anys JOKyMEHT0000pOTa.

2. Opranu3anys KOHTPOJIS UCTIOJTHEHUSI TOKYMEHTOB.

3. CocTaBieHrne HOMEHKJIATyphI Aedl.

4. TlonroToBKa JIOKYMEHTOB K Iepeaue Ha XpaHeHHEe B apXUB

5. Ilepenaya TOKyMEHTOB B apXHB.

Bomnpocsr mis pyoexHoro KoHTposist Ne4 1o muciuruinae «J0KyMEeHTaIllMOHHOE 00eCTIeUeHHIEe YIPABICHIUS
1. Oprann3annoHHas JOKYMEHTAIHS.

2. PacniopsiauTenbHas JOKyMEHTAIHS.

3. CrpaBouHO-MH(OPMAIIMOHHAS M CLIPABOYHO-aHAIUTHYECKAS JOKYMEHTAIHS.

OrneHOYHBIE MaTepUANTBl U OLIEHOYHBIE CPECTBA IS MPOBEICHHSI TEKYIIETO U PyOSIKHOTO KOHTPOJIEH YCIIeBAEMOCTH
npenctasieHsl B @OC mo auciurimHe.

6.3 TunoBnie KOHTPOJIbHbIC BOIIPOCHI U 3aJaHUsA N/ l'lpOMe)KyTO‘IHOﬁ arrecranuu

Bomnpocs! i NOATOTOBKH K 3a4eTy B (hopMe KOMILICKCHOM MUCEMEHHOM paboThI O TUCHUILIHHE " JIOKyMEHTAIIMOHHOE
obecrieyeHue ynpasieHus "

. DBOIOLIUS TOKYMEHTa KaK HOCHUTEIISI HH(OpMAIIUH.

. Bo3HuKHOBEHME U pa3BUTHE JA€I0NpoU3BoIcTBa B Poccuu.

. JenonpousBoacteo B cpeauue Beka (XI-XV BB.).

. [Ipukasnoe nenonpou3eoacteo (XVI-XVII BB.).

. TpeGoBaHus K 0QOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB.

. OCHOBHBIE T'PYIIIHI YIIPABIEHYECKUX JOKYMEHTOB.

. OpraHu3anyoHHas JOKyMEHTAIISI.

. Ob11re BONpOCH OpraHU3aluK JOKYMEHTAIIMOHHOT'O 00eCTIeYeHHs YIPABJICHUs IIEPCOHAIOM IPeIIPUITHA.
9. OcoOEeHHOCTH yNIPaBJICHHS JOKYMEHTALUEH 110 IEPCOHAITY.

10. OcoGeHHOCTH TOKYMEHTUPOBAHHUS TPYIOBOH JIEITEIBHOCTH MEPCOHAA.

11. PacnopsiautenbHast JOKYMEHTAIHSL.

12. CocTaBiieHrue HOMEHKIATYPBI IS

13. TloaroToBka JOKYMEHTOB K IIepe/iaue Ha XpaHEeHHEe B apXHB

14. Tlepenada JOKYMEHTOB B apXUB

0 JON N AW~
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TumnoBsie BOIPOCH KOMITTIEKCHOH MICEMEHHOM PabOTHI

1. B xnaccuduxannuy JOKYMEHTOB 110 BUIY O()OPMIICHHSI OTCYTCTBYIOT TOKYMEHTBI:

A) To/UTMHHEIE;

B) xormu;

C) BBIITHCKH;

D) nyGnukartsr;

E) nognenku

2. Cpok# XpaHEHHsI TUTIOBBIX IOKYMEHTOB YCTaHABIIMBAIOTCS:

A) OpranamMu MeCTHOHM aIMHUHUCTpALUU

B) Bsimiecrosiiieid opraHusanueit

C) Camum npeanpusiTHEM

D) ®enepanbHoil apxuBHOIL ciy»x00it Poccun

E) MecTHBIM rocy1apCTBEHHBIM WM MYHHUIIUTIAIBHBIM apXUBOM

3. OyHKIMA JOKYMEHTa, KOTOpasi ONpeaessieTcs: NoTpeOHOCTHIO B 3aneyaTiieHu HH(GOPMAIIH C LEJbI0 €€ COXPAaHEeHUs U
nepeiayy ¥ MpucyIna BceM 0e3 UCKITIOUSHHUS TOKyMEHTaM:

A) uHpOpMaLIHOHHAS,

B) companbHas;

C) ynpasieHueckas;

D) npaBoBas;

E) koMMyHHKaTHBHAs

4. IpaBmwibHOE O(QOPMIICHHE TAThl B JOKyMEHTE:

A) B 1 monyroauu 2005 r.

B) B nepBom nomyrozauu 2005 r.

C) B 1 momn. 2005 1.

D) B nepsom nout. 2005 r.

E) 2005, 1 nomyromue

5. Ha konseruanbHO# OCHOBE M31at0TCA:

A) mocTaHOBJICHUS;

B) npuka3sbl 1o OCHOBHOI J€ATENBHOCTH;

C) mpukassl 10 TMYHOMY COCTaBY;

D) cripaBku

E) m0mKHOCTHBIE HHCTPYKIHA

6. Hymeparus crpanui JOKyMeHTa IPOU3BOIUTCS:

A) 10 LEHTPY HIKHETO MOJIS

B) no nenTpy BepxHero nosist

C) B mpaBOM BEepXHEM YTy TOKYMEHTa

D) B 1paBOM HIDKHEM YTITy JOKYMEHTA

E) cneBa BepxHero moius

7. BHYTpeHHHI JOKYMEHT MPOXOJAUT CJICIYIOIINE 3Tanbl 00paboTKu:

A) cocTaBieHHE IPOEKTa — COrIacoBaHue — 0hopMIIeHHE — OANMCAHNUE — PETUCTPalUsl — UCIIOJIHEHHE — HAIIPaBJICHUE B
Jie710 MpUeM — NepBOHavasbHast 00paboTKa — IpeIBapUTENILHOE PACCMOTPEHUE — PACCMOTPEHUE PYKOBOIAUTEIEM —
WCIIOJIHEHHE — HAIIPABJICHUE B JICIIO

B) cocraBneHue npoeKkTa — corjacoBaHue — 0(OpMIIEHHE — ITONMCAHIE — PETUCTPAIHs — OTIPaBKa

C) mpueM — nepBoHavanbHast 00paboTKa — MPeABAPUTENFHOE PACCMOTPEHHE — PETUCTPALHS — PACCMOTPEHHUE
PYKOBOAUTEIEM — UCTIOJTHEHHE — HAIIPABJICHUE B AEIIO

D) odbopmiieHne 10KyMeHTa — MOIUCAHNUE — PETHUCTPAI — COTIACOBAaHUE — YTBEPXKIICHUE — OTIPaBKa

E) B mobom nopsiike

8.Mcxonsaimuii JOKYMEHT MPOXOAUT CIEAYIOLINE ITAIbl 00Pa0OTKH:

A) cocTaBJeHHe IPOEKTa — COrIacoBaHue — 0hopMIIeHNE — TOANMCAHNE — PETUCTPALUs — HCIIOJHEHHE — HAaIllPABJICHUE B
JeTo

B) npuem — nepBoHayanbHast 00pab0TKa — NPEABAPUTEIHHOE PACCMOTPEHUE — PACCMOTPEHHE PYKOBOIUTEIEM —
UCIIOJIHEHHE — HAIPABJICHUE B JIEJI0

C) cocTapieHue IPOEKTa — COrIaCOBaHUe — OPOPMIICHUE — OANIMCAHHE — PETUCTPAIMS — OTIIPaBKa — HAIIPABJICHUE B
Iero

D) odopmnenne nokymeHnTa — MOAMUCAHNE — PETUCTpPALUS — COTJIACOBAHKE — YTBEPIKIECHHE — OTIIPaBKa

E) B mpou3BOJIBHOM MOPSIIKE

9. IlpenBaputenbHOE paCCMOTPEHUE NOCTYNUBILETO JOKYMEHTA IPOBOAUTCS. ...

A) pykoBoauTeIeM

B) HavyaIbHUKOM KaHLEISPUH

C) 3amecTuTeNneM PYKOBOAUTEIIS 10 OOIIMM BOIIPOCaM

D) mo0bIM 13 UCTIONHHUTENCH

E) corpynuukom ciayx0b1 JJOY, oTBevaronum 3a JaHHOE HaIpaBieHUE PadOThI

10. Cioco6 mpeBapuTeIbHOr0 pacCMOTPEHHS U OLIEHKH ITPOEKTa IOKYMEHTa peanusyercs B popme:
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A) BU3UPOBaHUS JOKyMEHTA

B) pesoutonin Ha JOKyMeHTE
C) rpucda cornacoBanus

D) oTMeTKH 0 KOHTpOJIE

E) oTmeTku 00 UcCTONHHUTENE

[IpakTrueckoe 3ananue:

3amanue 1. OnuIIMTe B KaKO# MOCIIeI0BATEILHOCTH IOJDKHBI OBITH PACIONOKEeHb HAMMEHOBaHMS B OJaHKE MHChMa
¢wmana opranuzanuu’?

1. OTKpBITOE aKIMOHEPHOE OOLIECTBO.

2. (OAO «CubuedTh»).

3. ®unman B roposae XaHTel-MaHCHHCKE.

4. «Hedranas xomnanus “Cudnedts”».

3amanue 2. Ha ¢popmymsipe - oOpasiie pacionokuTe PeKBU3UTHI:

HAMMEHOBaHHE OPTaHH3allK; HAMMEHOBAHUE BU/IA IOKYMEHTA, JIaTa TOKYMEHTA; PErHCTPAIMOHHBIA HOMED; MECTO
COCTaBJICHUS; TPH() YTBEPIKACHHUS; 3ar0OJIOBOK K TEKCTY; TEKCT JOKYMEHTa; MOAIICH; BU3bI COrJIACOBAHMS; I€UaTh.

OrneHOYHBIE MaTepUANTBI U OLIEHOYHBIE CPEACTBA IS MMPOBEICHHSI MPOMEXYTOUHOU aTTecTaruu npeactasieHsl B POC mo
JUCHUIIINHE

6.4 Kputepuu ouneHuBaHus

Kputepru orlieHHBaHHs YCTHOTO OIIpOCa:

«otiamaHO» (A, A-, 4.0-3.67, 90-100%) cTaBHTCS, €CJIM CTYAEHT IOJHO H3JIaraeT MaTepral (0OTBeJaeT Ha BOIPOC), JaeT
MIPaBHJIBHOE ONpeJieNIeHHe OCHOBHBIX MOHATHH; 0OHApYKUBaeT IIOHUMaHHE MaTepHaa, MOXKET 000CHOBATh CBOH
CYXICHUsI, MPUMEHNUTH 3HAHMSI Ha MPAKTHKE, PUBECTU HEOOXOMUMbIC IPUMEPHI HE TOJIBKO U3 YUeOHHUKA, HO
CaMOCTOSATENIHHO COCTABIICHHBIC; M3JIaraeT MaTepuall MOCIEA0BATEIBHO U MPABHIBHO C TOYKH 3PSHUS HOPM
JIUTEPATYPHOTO S3BIKA.

«xopouio» (B+, B, B-, 3.33-2.67, 75-89%) cTaBuTCS, €CITM CTYISHT JIA€T OTBET, yIOBIECTBOPSIOIIHI TEM JKe
TpeOOBaHHSM, YTO U JUISL «OTJIIMYHOY», HO JAOMycKaeT 1—2 OmMOKH, KOTOPBIE CaM K€ MCTIPaBIsieT, u 1-2 Hemo4era B
IOCJIEI0BATENHHOCTH U SI3bIKOBOM O()OPMIICHUH H3JIaraeMoro;

«ynosnerBoputensHo» (C+, C, C-, D+,D, 2.33-1.0, 50-74%) craButcs, ecinu CTyAEHT OOHApyKUBAeT 3HAHUE U
MOHMMaHHE OCHOBHBIX MOJIOKCHUH TJAHHOW TEMBbI, HO H3JIaraeT MaTepHall HEMOJIHO H JI0MYCKaeT HETOYHOCTH B
OTIpEICIICHUH TMOHATHH WK GOPMYITUPOBKE MPABIJI;, HE YMEET JOCTATOYHO TIIyOOKO ¥ J0Ka3aTeIbHO 000CHOBATH CBOU
CYXIICHUS U TIPUBECTU CBOM MPUMEPHI; M3JIaraeT MaTeprall HEOCIe0BATENbHO H IOMYCKAET OMINOKH B SI3EIKOBOM
0(OPMIICHUH U3JIAraeMoro;

«ueynosierBopurenasHo» (F, 0, 0-49%) ctaBUTCS, €ClM CTyIeHT 0OHApy)KMBaeT He3HAHUE OOJIbIICH YacTH
COOTBETCTBYIOIIIETO BOMPOCA, JIOMYCKAET OMIMOKY B (OPMYITMPOBKE ONPEISIICHUH U MPABIJI, HCKAXKAOIINE UX CMBICI,
OeCIOPSI0YHO U HEYBEPEHHO U3JIaraeT MaTepHa.

Kputepnu orieHMBaHHsI KOHCIIEKTOB!

«otanaHO» (A, A-, 4.0-3.67, 90-100%) BBICTABISIETCS CTYACHTY, €CII JEMOHCTPUPYIOTCS ITOTHOTA MCIOJIB30BAHUS
y4eOHOro MaTepuana, JIOTHKa U3JI0KEHNsT (HATHIHE CXeM, KOJTMYECTBO CMBICIIOBBIX CBSI3CH MEXIY TIOHATHIMH),
HAIJISIHOCTH (HAIUYHe PUCYHKOB, CHMBOJIOB U TIP.; aKKypPaTHOCTD BBIMOJIHEHHUS, YUTAEMOCTh KOHCIIEKTa, TPAMOTHOCTh
(TepMuHONIOTHYECKAS U oporpadIaecKas).

«xopomo» (B+, B, B-, 3.33-2.67, 75-89%) BeICTaBIsIETCS CTYACHTY, €CIIM JEMOHCTPHPYIOTCS HCIIOJIB30BaHHE YIeOHOTO
Marepuasa HelloJHOe, HeAOCTaTOYHO JIOTHYHO M3JI0KEHO (HAJIMYHE CXEM, KOJIMUECTBO CMBICIIOBBIX CBSI3EH MEMKITY
TIOHSTHSIMH), HATJISLAHOCTD (HAJMYKME PUCYHKOB, CHMBOJIOB U TIP.; aKKYPAaTHOCTH BHITIOJTHEHMS, YUTAEMOCTb KOHCIIEKTa,
IpPaMOTHOCTb (TepMHUHOJIOTHYECKast U opdorpadudeckas), OTCYTCTBUE CBSI3aHHBIX MPEUIOKCHUN.
«ynosierBoputensao» (C+, C, C-, D+,D, 2.33-1.0, 50-74%) BBICTaBISIETCS CTYACHTY, €CIIU IEMOHCTPUPYIOTCSI
WCIIOJIb30BaHUE YYEOHOTO MaTepraiia HelOIHOE, HEIOCTATOYHO JIOTHYHO U3JIOKEHO (HAIMYHE CXeM, KOJHMIECTBO
CMBICIIOBBIX CBSI3el MEXKY IMOHATHAMH), HATJIIIHOCTD (HAIMYUE PUCYHKOB, CHMBOJIOB, U TIp.; aKKYPaTHOCTb
BBITIOJIHEHHSI, YUTAEMOCTh KOHCIIEKTa, TPAMOTHOCTH (TepMHHOJIOTHYECKast U opdorpaduyeckas), mpocieKuBaeTcs
HECaMOCTOSITEJIbHOCTh IIPU COCTABJICHUH.

«ueynosierBopuresbHo» (F, 0, 0-49%) BhICTaBNIsIETCSA CTYACHTY, €CIIH JEMOHCTPUPYIOTCS UCIIOIB30BaHHE YUeOHOTO
Marepuala HelmoJIHOe, OTCYTCTBYIOT CXEMBI, KOJIMUECTBO CMBICIIOBBIX CBA3CH MKy MOHATUSIMHU, OTCYTCTBYET
HAIJSIIHOCTH (HaJIMYMe PUCYHKOB, CHMBOJIOB, H TIp.; aKKYPAaTHOCTh BBITIOJHEHHUS, YUTAEMOCTb KOHCIIEKTa, TOIYIIEHEI
OMMOKH TEPMUHOJIOTHYECKHE U opdorpadrieckre, HECAMOCTOSTENHHOCTD IPU COCTABIICHHUH.

Kputepun orieHHBaHMS TECTUPOBAHUSL:

«oTIu4HO» (A, A-, 4.0-3.67, 90-100%) 3aciay>KuUBaeT CTyAEHT, OOHAPY>KUBIINI BCECTOPOHHUE U INTyOOKUE 3HAHUS
Marepuaa TEMBL

«xopomio» (B+, B, B-, 3.33-2.67, 75-89%) 3aciyxuBaeT CTyJeHT OOHAPYKUBIIHI ITOJTHOE 3HAHKE MaTepraia TeMBbI, HO
JOTTYCTUBIIHNH MEJIKHE HETOYHOCTH B OTBETE

«ynosierBoputensHo» (C+, C, C-, D+,D, 2.33-1.0, 50-74%), 3acnyxuBaeT CTyIeHT, OOHAPY>KUBIINIT 3HAHUS TaHHON
TeMbI B 00beMe, HeOOXOAUMOM ISl JabHeHel yueObl, HO JOIyCTHBLINI OIPELTHOCTH B OTBETE
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«neynosierBoputensHo» (F, 0, 0-49%), BeIcTaBNseTCS CTYACHTY, IPU HAJTHMYMH NPOOIEMbI B 3HAHUSX JAHHOH TEMbI U
ZlOHyCTI/IBlHI/Iﬁ MMPUHOUITHATIBHBIC OL[II/I6KI/I

Kputepnu orieHHBaHHS NPaKTHISCKON paboOThL:

«OTJIIMYHO» BBICTABISIETCS, €CIIM CTYACHT BBITIOHII Pa0oTy 0e3 OMOOK 1 HeTOYETOB, AOIYCTIU HE O0Jiee OJTHOTO
HemouéTa.

«XOPOIIIO», €CIIH CTYACHT BBIMOJIHUI paOOTy MOJHOCTBIO, HO JIOMYCTHJI B HEH He OoJiee 0JJHOM Herpy0oii oMKy 1
OJIHOTO HeJlo4ETa, Wi He OoJiee ABYX HEOUYETOB.

«yIIOBJIETBOPUTEIBHOY, €CIIM CTYICHT MPaBUIHHO BBIIOJIHUI HE MEHEe MOJOBHHBI PAOOTHI HJIH JAOMYCTHI He Ooee IBYX
rpyObIX OMIMOOK, MK He OoJiee 0JJHOW rpyOoi B 0JHON HerpyOo OIIMOKH U OJHOTO HeloveTa, Wi He OoJiee IBYX-TpeX
HerpyOBIX ONIMOOK, WIIM OJHOM HerpyOOil OIMOKH U TpeX HeAOUETOB, MIIH IPH OTCYTCTBUH OMIMOOK, HO MIPU HATUIUH
YeTBIPEX-TATH HeIOYETOB, JOIYCKAaeT HCKaXKeHHe (aKTOB.

«HEYJIOBJICTBOPUTEIBLHOY, €CITH CTYJCHT JOMYCTUII YHUCIIO OMIMOOK M HEOYETOB MPEBOCXOAAIIECE HOPMY, TIPH KOTOPOH
MOXKET 6blTb BBICTABJICHO «YHAOBJICTBOPUTEIIBHO», WX €CJIU IIPABUJIBHO BBITIOJITHWUII MEHEC ITOJIOBUHBI pa6OTbl.

KpuTepru oieHKH KpOCCBOpAa:

Pabora BbITONTHEHA Ha «OTIMYHO» (A, A-, 4.0-3.67, 90-100%): TepMHHBI B ONIPE/ICIICHUS] HATINCAHBI TPAMOTHO,
nomyckaercs | ommoOKa; B COIepKaHNH KPOCCBOPIA UCTIONB3YIOTCSI TEPMUHBI IO H3yYaeMol TeMe; OnpeielieHue
TEPMHUHOB HE BBI3BIBAET y 00YHUAIONIETOCS 3aTPYAHEHHUIT; OMPEAEICHHsI TEPMUHOB HE MOBTOPSIOT JOCIOBHO TEKCT
yueOHHKA WJIH KOHCTIEKTA; KPOCCBOP.I OPOPMIICH aKKypaTHO U TOYHO B COOTBETCTBHH C MPaBUIIaMK 0(OPMIICHHS; 00beM
0TYeTa COOTBETCTBYET PErIAMEHTY; KPOCCBOP 0hOPMIICH HILTIOCTPAIIMSIMU; CETKa KPOCCBOP/Ia IMEET 3aJIMBKY,
KpacouHo opopMiteH; Ipr 0HOPMICHUH KPOCCBOP/IA UCTIONB30BAHO CIIEHANBLHOE MPOrpaMMHOE 00eCIeUeHHE.

Pabora BeimonHeHa Ha «xopomoy» (B+, B, B-, 3.33-2.67, 75-89%): conepxanue MaTepraia B TaOIHIE COOTBETCTBYET
3aaHHOH TeMe, HO €CTh HEJOUETHl U He3HAYUTENbHbIE OMNOKH; TICHKH TaOIUIBI 3aMI0THEHBI MaTEPHAIOM, TTOIXOISLINM
0 CMBICITY, HO MPEJCTABISAET CO0O0 MPOCTPAHHbBIC OSCHEHNS M MHOTOCIIOBHBIH TEKCT; B 0hOPMIICHUH TaOIHIIBI
MMEIOTCS HE3HAUUTENBHBIC HETOYETHl U HeOOIbIas HEOPEKHOCTb.

Pabora BeImoNTHEHa Ha «ypoBieTBoputeiasHo» (C+, C, C-, D+,D, 2.33-1.0, 50-74%): cTyneHT paboTy He BBITIONHILT B
MIOJTHOM 00BeMe; collepykaHne sTueeK TaOIHIbl He COOTBETCTBYET 3aIaHHOHN TeMe; UMEIOTCS He 3aIlOJTHEHHBIE SYSHKU W
Cepbe3HbIE MHOKECTBEHHBIC OLIMOKHU; OTUET BBITTOJIHEH U 0(OPMIICH HEOPEKHO, O€3 COONIO/ICHUST YCTaHOBJICHHBIX
TpeOOBaHUIA.

Wnave, CTYJEHT MONTyYaeT OlEHKY «HeynoBieTBoputeabHon(F, 0, 0-49%).

Kputepru OlieHHBaHHS CaMOCTOSITEIBHBIX PadoT

«otiamaHO» (A, A-, 4.0-3.67, 90-100%) BBICTABISIETCS, €CITH CTYJEHT BBIMIOJHII paboTy 0e3 omHO0K U HEOUETOB,
JOTyCTUI He 00JIee OTHOTO HeAOoUYETA.

«xoporo» (B+, B, B-, 3.33-2.67, 75-89%), eciiu cTyIeHT BBITIOJIHWI pabOTy MOJHOCTHIO, HO JIOIYCTHII B HEW He Oosee
0/1HOH HerpyOol ONIMOKHM U OJJHOTO HeAouETa, WK He Oosee IByX HeI0UETOB.

«ynosneTBopurenbao» (C+, C, C-, D+,D, 2.33-1.0, 50-74%), ecnut CTyIeHT MPABUIILHO BBITTOJHHUI HE MEHEE ITOJIOBUHBI
PabOTHI WK IOMYCTHII He Ooliee ABYX rpyObIX OMMOOK, HiIH He Oojee OAHOM Tpy0oil  0JJHOW HErpy0Ooil OMOKY 1
OJIHOTO HeJI0YeTa, WK He 0oJiee ABYX-TPEeX HErpyObIX OUIMOOK, UITH OJHON HEerpyOol OIIMOKHU U TPEX HEIOUYETOB, WITH
IIPY OTCYTCTBHH OIIMOOK, HO IIPH HAJIMYHUH YETHIPEX-TIITH HEAOUETOB, TOMYCKAeT HCKaKeHNE (DAKTOB.
«neynosiaerBoputensHo» (F, 0, 0-49%), eciu CTyIeHT IOMYCTHIT YUCIIO OIIUOOK M HEJIOYETOB PEBOCXOAAIICEe HOPMY,
MIPU KOTOPOM MOXKET OBITh BHICTABICHO «yIOBICTBOPUTENBHOY, MM €CITU MPABUIILHO BBIMOTHII MEHEE TIOJIOBUHBI
paboTHI.

Kpurepuu onleHuBaHusT YPOBHS OCBOCHHSI AUCUHUILTMHAPHBIX KOMIICTCHIHMI Ha PyOeKHOM KOHTPOIIS:

«otmaHo» (A, A-, 4.0-3.67, 90-100%) — CTYIEHT MONHOCTHIO BBHITIOIHMI 33/IaHHE KOHTPOJIBHOM paboThI, ITOKa3ai
OTJIMYHBIC 3HAHHS M YMEHUS B PAMKAaX YCBOSHHOTO y4eOHOT0 Marepraia, KOHTpOJbHas paboTa ohopmieHa akKypaTHO U
B COOTBETCTBHH C MPEbABIAEMbIMU TPSOOBAHUSIMHU.

«xopormo» (B+, B, B-, 3.33-2.67, 75-89%) — CTY/EHT [OIHOCTHIO BBITIOIHIII 38/IaHHE KOHTPOIBHOM pabOoTHI, OKa3all
XOPOILKE 3HAHUSI U YMEHHS, HO HE CMOT 000CHOBATh ONTHMAIBHOCTD MIPEUIOKEHHOTO PEIIEHHS, €CTh HEOCTATKH B
0(pOPMIICHUH KOHTPOJILHOI paboTHI.

«ymosierBoputensoy» (C+, C, C-, D+,D, 2.33-1.0, 50-74%) — cTymeHT TOJHOCTHIO BBITIOIHMI 33IaHHE KOHTPOJILHOM
pa60T1>1, HO OOITYCTHJI CYIIECTBEHHBIC HCTOYHOCTHU, HC MPOABUII YMCHHUS IIPAaBUJIbHO HHTEPIIPETUPOBATD IMOJTYUCHHBIC
Pe3yNbTaThl, KAYECTBO OPOPMIICHUS] KOHTPOJILHOH pabOThl UMEET HEJIOCTATOYHBIH YPOBCHB.

«HeynosinersopurensHoy (F, 0, 0-49%) — CTyIeHT He MOJTHOCTHIO BBIIIOIHUII 33/aHie KOHTPOJIBHON PaboThI, IPH 3TOM
MPOSIBIUI HEOCTATOYHBIA YPOBEHD 3HAHUI M YMEHHI, a TAKXKE HECIIOCOOCH MOSICHUTD TIOIYYCHHbIH Pe3yIIbTar.

Kpurtepuu olileHHBaHMs OTBETA CTY/ICHTA Ha 3a4yeTe (KOMIUICKCHAs MMChbMEHHas paboTa):

«3aureHoy» (A, A-; 4.0 — 3.67; 90 — 100%) 3acay>KuUBaeT CTYACHT, OOHAPYKHUBIINI BCECTOPOHHEE, CHCTEMATHUECKOE U
ri1y6oKoe 3HaHHEe POrPaMMHOTO MaTepHaa, yMEHHE CBOOOIHO BBITIONHSITD 3a/IaHUs, MIPEYCMOTPEHHBIC TIPOrPaMMOHA,
YCBOMBIIMI OCHOBHYIO M 3HAKOMBIi C IOMIOJHUTEIBHOM JINTEPATYPOii, pEKOMEHIIOBaHHOI porpamMoid. OrieHka
«OTJIIMYHO» BBICTABIIETCS CTYICHTaM, YCBOMBIIMM B3aWMOCBSI3b OCHOBHBIX MOHSTHI JUCIUTUIMHBI B MX 3HAUCHUH JUIS
Oynyeit mpodeccHoHaNbHON AESTEABHOCTH, IPOSIBUBIINM TBOPUYECKHE CIOCOOHOCTH B TOHUMAHUH, H3JI0)KEHUU H
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HCTIONb30BaHUH yuyeOHOro MaTepuana;

«3aureno» (B+, B, B-; 3.33 - 2.67; 75 — 89%) 3acinyKuBaeT CTYyACHT, OOHAPY>KUBIIIHI MOJTHOE 3HAHUE MPOTPAMMHOTO
MaTepuaa, yCIeIHO BIMTOIHIIOIINA NPeayCMOTPEHHbIE B IPOrpaMMe 3aJlaHusl, YCBOUBIINN OCHOBHYIO JINTEpPATypYy,
PEKOMEHIOBaHHYIO B Iporpamme. OIEHKa «XOPOIIO» BBICTABISIETCS CTYIEHTAaM, MOKAa3aBIINM CHCTEMATHICCKHIN
XapakTep 3HaHHUH 110 JUCIUIUIMHE H CIIOCOOHBIM K MX CAaMOCTOSITEITEHOMY ITOTIOJTHEHHIO 1 OOHOBIICHHIO B X0/1€
JanpHelel yueoHo# paboThl 1 podecCHOHANTBHOI NesITeIbHOCTH;

«3aUYTEHOY 3aCITy)KUBACT CTY/ICHT, OOHAPY KUBIINI 3HAHUE OCHOBHOT'O IIPOIPaMMHOT0 MaTepHuaia B 00béme,
HE00XO0IMMOM IS AalibHEHIer yu€Obl ¥ mpeacTosIel NpohecCHOHAIBHON IS TSIIEHOCTH, CIIPABIISIONIHIACS C
BBITIOJIHEHUEM 3a/IaHUH, TIPETyCMOTPEHHBIX MIPOrPaMMOi, 3HAKOMBIN C OCHOBHOM JIMTEPaTypOi, peKOMEHJOBaHHOM
mporpamMMoit. «yzosnerBopurensHo» (C+, C, C-, D+, D; 2.33 — 1.0; 50 — 74%) BBICTaBIsA€TCS CTYJCHTAM, JOITYCTUBIIHM
MOTPEITHOCTH HETIPUHIUITHATILHOTO XapaKTepa B OTBETE Ha 9K3aMEHE M IIPH BHINMOJIHEHUH YK3aMEHAMOHHBIX 3a1aHHH;

« He 3auteHo» (F; 0; 0 —49%) BbICTaBIsIETCS CTYACHTY, OOHAPY>KUBIIEMY MPOOETIBI B 3HAHUSX OCHOBHOTO MPOTPAMMHOTO
MaTepuala, JOIMyCTHBIIEMY ITPUHIMITHANILHBIE OIIMOKH B BHITMIOJIHEHUH ITPEYCMOTPEHHBIX PpOorpaMMoi 3aaanuii. Kak
IIPaBUIIO, OLICHKA «HEYOBJIETBOPUTEIBHOY» CTABUTCS CTYACHTaM, KOTOPBIE HE MOTYT ITPOJOJKUTH 00yUeHHE HITH
MIPUCTYIHUTD K MPO(ECCHOHAIBHOM JIEATEILHOCTH 110 OKOHYaHUH By3a 0€3 JONOJIHUTEIIbHBIX 3aHATHH 110
COOTBETCTBYIOIIEH AUCIUIUINHE.

7 YYEBHO-METOJUYECKOE U TH®OPMAIIMOHHOE OBECIHHEYEHHUE JUCIUIIJIMHBI (MO YJIST)

7.1 Pexomenayemasi iuTepatypa

7.1.1 OcHOBHas1 TUTepaTypa

ABTODEI, 3armasie H3pgarenbcTBo, Pecype
COCTaBUTEIH roj
JI1.1 | Abymamze 1. T., JloKkyMeHTallMOHHOE 00eCIIeUeHNE YIIPaBICHUS Mockaa: FOpaiit, 9BC
Beinpsokkuna U. b., | mepcoHanom: yueOHHUK M IPAKTHKYM JIJIsl BYy30B 2024
Macosa B. M. (https://urait.ru/bcode/536724)
JI1.2 | Ky3nenos U. H. JlokyMeHTaloHHOE 00eCIIeYeHUe YIPaBIICHHS. Mocksa: OpaiiT, 9BC
JIOKyMEHTOO0OPOT U JICIONPOU3BOICTBO: YUCOHHK U 2024
MPaKTHKYM IS By30B
(https://urait.ru/bcode/535548)
7.1.2 lonoJIHUTEJILHASI JIUTEPaTypa
ABTODEI, T —. WsnarensctBO, Pecype
COCTaBUTEIH roj
JI2.1 | Ky3uenos U. H. Jlenonpou3BoCTBO: yueOHOe ocobue Mocksa: [amkos 9BC
(https://biblioclub.ru/index.php?page=book&id=711135) u K°, 2024
J12.2 | Komprmikwna T. B., JlenoBble KOMMYHHKAIIMHU, TOKYMEHTOO00POT 1 Mocksa: FOpaiiT, 9BC
Iycruna U. B. JIEJIOTIPOU3BOJICTBO: yueOHOE IocoOue /It By30B 2024
(https://urait.ru/bcode/538163)

7.2 llepevyenb nHGOPMAITHOHHBIX TEXHOJIOTHA

7.2.1 JIuneH3MOHHOE W CBOOOIHO pacnpocTpaHsieMoe POrpaMMHoe odecnedyeHne

JIneH3noHHOE ¥ CBOOOJHO PACIPOCTPaHAEMOe [IPOrPaMMHOE OOeCIICUeHHeE:

1. Onepanmonnas cuctema Microsoft Windows XP Professional OEM Software (Ceptuduxar nommuaaocta (COA)
HakieeH Ha kopmyc I1K), Microsoft Office 2007 Russian Academic OPEN License (JIuensus Ne 42627774 ot
24.08.2007 6eccpouno), oneparmornas cucrema Microsoft Windows 7 PRO CIS and GE OEM Software
(Cepruduxkar nommaHocTH (COA) HakiteeH Ha kopmyc [1K), oneparnonnast cucrema Microsoft Windows 7 PRO CIS
and GE OEM Software (Cepruduxar nommunoctu (COA) Hakneen Ha kopmyc [1K).

2.ITaker npuxnanseix nporpamMm Microsoft Office. Microsoft® Office Standard Single Language License & Software
Assurance Open Value No Level 3 Years Acquired Year 1 Academic AP (JIuienznonnoe cornamenue V7664610 ot
14.11.2022 no 30.11.2025)

3. IIporpammuoe obecnieuenne «BusyansHas cryaust TectupoBanus» ([Jorosop Ne4270 ot 01.07.2017. 6eccpouHo).
4. Aarusupycaoe I10 «Kaspersky Endpoint Security Educational License», munensust Ne 3440-231106-040959-980-
854 ¢ 07.11.2023 mo 20.11.2024 r.

5. Ilporpammuoe obecrieuenne «1C: [Ipennpustre 8. KoMuiekT st 00ydeHns B BBICIINX U CPEIHUX yISOHBIX
3aBeleHUAX». (DneKTpoHHas nureH3us. Perucrparmonnsiii Homep: 802214523 cpok neiicTBus - 6eccpoyHo).

6. [Iporpamma 9BM «Cpena snexrpornHoro odydenus 3KLy», noroBop Ne 1166.8 ot 19.01.2024 10 07.02.2025 r.

7. IIporpammuoe obecneuenue «PDFedit». Penakrop PDF daiinos (CBoO0oaHO pacnpocTpaHseMoe IpoTrpaMMHOE
obecrieueHue)

8. [Iporpammuoe obecnedenue «ProjectLibre». becrmarneiit ananor Microsoft Project (CBo6oaHo pacnpocTpaHsemoe
MIPOrpaMMHOE 00eCTIeueHUE)

9. IIporpammuoe odecneuenne «GIMP Massive Package".becruarasiii ananor Photoshop (CBo6onHo
pacrpocTpaHsieMoe IPorpaMMHOE 00ecIIeUeHHE)
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7.2.2 CoBpemMeHHblIe npogeccHoHAIbHbIE 62351 JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI M JIEKTPOHHbIE
0M0JIMOTEeYHbIE CHCTEMBI

http://www.biblioclub.ru — Yausepcuterckas 6udnuoreka on-line.

http://www.urait.ru — DexTpoHHas OHOIHOTEYHAs CHCTEMa M3IaTeNbcTBa «FOpaiT

http://e.lanbook.com — DrekTpoHHas OUOIHOTEYHAS CUCTEMA U3IATENbCTBA «JIaHbY

http://elibrary.ru — Hayunas snextponnas 6ubnmoreka «eLIBRARY.RU»

8 MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MO Y JIS)

Yu4eOHble ayTUTOPUH JUIsl IPOBEJICHNS 3aHATHI JIEKIMOHHOTO TUIIA, 3aHATHH CEMUHAPCKOTO THIIA, IPYIIOBBIX U
WH/IMBU/IyaJIbHBIX KOHCYJIbTALU, TEKYIEr0 KOHTPOJIsL, PyOEKHOT0 KOHTPOJIS U IIPOMEXYTOUYHON aTTECTAIUU, TAKKE
MTOMEIICHHS Ul CAMOCTOSITEIbHOW PaOOThl OCHAIICHBI KOMIBIOTEPHON TEXHUKOM ¢ BO3MOXKHOCTBIO TTO/IKJIIOYEHHSI K CeTH
«/HTepHeT U 00ecrieueHneM I0CTyMa B dJIEKTPOHHYIO HHPOPMAMOHHO-00pa30BaTeNbHYIO Cpeny Grirana.

[Tomemenust st mpoBeACHUS 3aHATHH JIEKIIMOHHOTO THIIA:

VYuebnas ayauropust Ne 408.

KonunuecTBo nmocamouynbix mect — 48.

VYuebHoe 00opyaoBaHue: pabodyee MeCTO MPenoaBares, J0Cka MarHUTHO-MeJIoBas, yueOHas napta — 24, cTynbs —48,
TpUOYHA [UTS BBEICTYIUICHUSL.

TexHuueckue cpeacTBa 00yueHus: MynpTuMeuiiHbIH npoekTop — EPSONEB-XS, npoekimonnslii sxpan Memory
Specialist (moropuszoBanustit), Hoyroyk Toshiba A300-14T (Intel® Core ™ 2Duo 2.10GHz/2Gb/250Gb. O6ecnieucHs
BO3MOXKHOCTB MOJKJIIOYCHHUSI K HH(POPMAIMOHHBIM pecypcam B cetd «HTepHeT, B TOM 4ucIie mocpeactBom cetu Wi-Fi
Y MHMBUyaJbHBIH HEOTPAHUUEHHBIN OCTYI K 3JICKTPOHHON MH(OPMAIMOHHO-00pa3oBaTeNbHOM cpene punuana.

Ha6ops! JeMOHCTPallMOHHOTO 00OPY/I0BAHUS U YU4COHO-HATJISAHBIX MOCOOHI: TEMAaTHIECKHUE CTCHIBI — 11, KOMITICKT
CIIaliA-TIpe3eHTalH 110 TeMaM AUCIUILUINHBIL.

[IpakTHdeckue, CEMUHAPCKUE 3aHATHS, TEKYIIUHA KOHTPOIIb:

VYueOHas ayautopust Ne 411.

KomnyecTBo mocamouHbIX MecT — 26.

VYuebHOoe 00opynoBaHHe: pabovyee MECTO MPEIoIaBaTels, J0CKa MarHUTHO-MeNOBasl, Kad BCTPOSHHBIN, ydeOHas
Mebeb, TPUOYHA ISl BHICTYTUICHHS.

TexHUYECKHe CpecTBa 00yUeHUs: BO3MOKHOCTD MOJKIIOUEHNS HOYTOYKa M MYJIBTUMEUAHOTO 000pYyI0BaHHSI.
O6ecrieueHbl BO3MOXKHOCTD MOJKITIOUSHHUS K HHPOPMAIIMOHHBIM pecypcaM B ceTu «IHTepHET», B TOM YHUCIIe
nocpeacTBoM cetd Wi-Fi 1 MHAWBHyalTbHBIA HEOTPAaHUIEHHBIN TOCTYI K JICKTPOHHON HH()OPMaIMOHHO-
o0pasoBaTenbHO# cpeae punuana.

HaGopb! JeMOHCTPAIIIOHHOTO 000PYA0BaHMS M yueOHO-HATISIHBIX TOCOOMH: TeMaTHUeCKue CTeHAbl — 9, crnaia-
[IPe3eHTaluy [0 TeMaM JAUCLUILINHEIL.

I'pynmnoBeie n MHAMBUAYaIbHBIE KOHCYIbTALUH, TEKYIIIUH KOHTPOJIb:

VYuebHas ayautopust Ne 411.

KommyecTBo mocamouHbIX MecT — 26.

VYuebHOe 000pya0BaHKe: paboyee MECTO MperoaBarTelis, J0CKa MarHUTHO-MEJIOBasl, IKad BCTPOCHHBIH, yueOHas
Me06enb, TpUOYHA JUIS BEICTYIIICHUS.

Texuuueckue cpeacTa 00yyeHus:: Bo3MOXKHOCTB MOAKITIOUEHUS HOYTOYKa M MyJIBTHMEIUHHOTO 000pyI0BaHHUS.
O0ecrieueHbl BO3MOXKHOCTD MOAKIIIOUEHUS K MHPOPMALMOHHBIM pecypcaM B ceTu «HTepHeT», B TOM Yucie
nocpeactsoM cetu Wi-Fi u uHAUBUyalIbHBIA HEOIPAaHUUEHHBIN JOCTYI K 3JIEKTPOHHON HH(OPMALIOHHO-
o0pa3oBaTenbHOM cpefie hunuana.

Habopb! 1eMOHCTPAIHOHHOTO 000PYI0BaHUS M y4eOHO-HATIISIHBIX MOCOOUIA: TeMaTHIeCKue CTEH Bl — 9, crai-
MPE3CHTAIUH 110 TeMaM JHCLUIUINHBL.

ITpomexxyTouHas U pyOekHas aTTeCTaLMs:

VYuebnas ayauropust Ne 408.

KommyecTBo mocamouHbIX MecT — 48.

VYuebHoe o0opyaoBaHKe: pabodyee MeCTO MPenoaBares, J0CKa MarHUTHO-MEJIOBasi, yueOHas napra — 24, ctynbs —48,
TpuOyHA JUISl BBICTYIICHHS.

Texuuueckue cpeacTsa o0ydeHus: MynbTUMeAniHbIH poekTop — EPSONEB-X8, npoekunonuslit sxpan Memory
Specialist (motopm3oBanusiit), HOyTOyK Toshiba A300-14T (Intel® Core ™ 2Duo 2.10GHz/2Ghb/250Gb. O6ecrieuens
BO3MOKHOCTH MOJIKITIOUEHUS K MHPOPMAIIMOHHBIM pecypcaM B ceTd «IHTEepHEeT», B TOM YHCIe mocpeacTBom cet Wi-Fi
Y MHJMBUYaJIbHBIH HEOTPaHUUEHHBIN JOCTYI K AJIEKTPOHHON MH(OpMALMOHHO-00pa3oBaTeNbHOM cpene punuana.
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Habops! 1eMOHCTPAIHOHHOTO 000pYI0BaHUs U y4eOHO-HATIISIHBIX TOCOOUIA: TeMaTHu4YecKue cTeH bl — 11, KOMIUIEKT
ClIalA-npe3eHTanuni o TeMaM JqucuurinHbl — 20.

Tlomenienue JJIsL CaMOCTOSITeIIbHOU pa60TI)I, B TOM 4YHUCJIC IJIA BBITIOJIHCHUA KYPCOBBIX pa60T:

VYueOHas ayauTOpus U1 CaMOCTOATENbHON pabOTHI, BHIMOIHEHHS KYpPCOBBIX paboT Ne 404,

KommuecTBo mocamodnsix MecT — 24, 3 HuX 10 MocaouHbIX MECT OCHAIEHBI HOYTOYKAMH.

Y4ebOHoe 00opyaoBaHue: paboyee MECTO MPenoaBaTelisi, 000pyI0BAaHHOE KOMITBIOTEPOM, JOCKAa MarHUTHO-MeJIOBas,
yuebOHas napta — 12; crynes — 24.

Texuuueckue cpenctsa o0ydenus: HOyTOyku (10). ObecrieueHbl BO3MOKHOCTh MOIKIIOUCHHS K HHPOPMAITHOHHBIM
pecypcam B cetH «VIHTEpHET», B TOM uHcie nmocpeactBoM cetd Wi-Fi u MHIuBHAyallbHBINH HEOTpaHHUYEHHBINH JOCTYI K
AJIEKTPOHHOI MHPOPMALMOHHO-00pa30BaTeNbHON cpesie Gpuuana.

Ha60pI)I JACMOHCTPAITUOHHOT'O 060py,HOBaHI/I$I u y‘{e6HO-HaFJ'I$IZ[HI)IX IMOCOOHUI: TeMaTHUCCKIE CTCH/IbI — 6.

YueOHast ayJUTOPHsI Ul CAMOCTOSITEIBHON paOOThI, BBHITIONIHEHHST KypCOBBIX padoT Ne 410.

KommgecTso IoCaaO04YHBIX MECT — 20, 3 HuX 10 MOCaA0OYHBIX MECT OCHAIIIEHBI KOMITBIOTCPAMU.

VYuebHoe 00opynoBaHue: pabodyee MeCTO MpenoaBares, 000pyA0BaHHOE KOMITBIOTEPOM, AOCKa MapKepHasi, yueOHast
napra — 10, crynes — 10.

Texuuueckue cpeacTa o0ydeHus: koMmmbioTepsl (10) B KoMIIeKkTe (CHCTEMHBIH 0JIOK, MOHUTOD, KJIaBHATYPa, MBIIIIb,
UBIT). ObecnieueHbl BO3MOXKHOCTD MOJKIIOUEHHS K HHPOPMAIMOHHBIM pecypcaM B ceTu «THTepHeT», B TOM 4HCIIe
nocpenctBoM cetd Wi-Fi u uHAUBUya bHBINA HEOIPaHUUEHHBIH JOCTYII K 3J€KTPOHHOM NH(OPMAIIMOHHO-
oOpasoBaTenbHOI cpene punuana.

Tlomemenus JUJIL BBITIOJIHCHU A CaMOCTOSITCIIbHOM pa6OTBI, KYPCOBBIX U BBIITYCKHBIX KBaJII/I(l)I/IKaL[I/IOHHBIX pa60T:

VYuebHas ayauTopust (koMibloTepHsli kinace) Ne 300.

KommuecTBo mocamounsrx mect — 20.

VYuebHOe 000pynoBaHME: pabodyee MECTO IPENoIaBaTells, JOCKa MapKepHasi, CTyJ OQUCHBIH — 22, KOMIIbIOTEPHBII
KOMIUIEKCHBII cTout Ha 20 mect — 1, komnbiorep (cucremublii 6ok Intel®Core™ j-3-7100 CPU @ 3.90 GHz 3.90
GHz\4Gb\500Gb, mouuTop Philips 203 V, kommsiorepras Meis Delux, kmaBuaTtypa Delux, ncrounnk 6ecriepe6oitHoro
murarust SVC V-600-L) — 21, crmur-cucrema FantASIA — 2, kamepa — 1, rurpomerp — 1, Tepmomerp — 1.

TexHuueckue cpeacTBa 00yYEeHHUs: KOMIIBIOTEPHI B KOMILUIEKTE (CUCTEMHBIN OJIOK, MOHUTOP, KJIaBHaTypa, Mbliib, MBIT).
Oo6ecrieyeHbl BO3MOYKHOCTD MOJKIIIOYEHUS K MH(POPMAIIMOHHBIM pecypcaM B ceTu «VIHTepHeT», B TOM 4uciie
nocpencTBoM cetd Wi-Fi 1 MHANBUyabHBIA HEOTPAaHUIEHHBIN TOCTYH K JIEKTPOHHON HH(OPMaIlHOHHO-
o0OpasoBaTenbHO# cpeae punuana.

JlaGopartopusi 5KOHOMHUKH H yripasieHus: Ne 420.

KomnyecTBo mocamounsix mecT — 20.

VYuebHoe 00opyoBaHKe: pabodyee MeCTO MpenoaBares, 000py0BaHHOE KOMIILIOTEpOM, yueOHass MeOeb.

TexHmdeckue cpefcTBa 00YUCHNUS: KOMITBIOTEPHI B KOMILIEKTE (CHCTEMHEBIH OJIOK, MOHHTOP, KJIaBHaTypa, MbIb, VIBIT),
MyJIBTHMEANIHBIN poekTop Epson, nokyment-kamepa Epson. O6ecrieuyeHbl BO3MOKHOCTD MOIKITFOUCHHUS K
nH(OPMALIOHHBEIM pecypcaM B ceTu «IHTepHeT», B TOM 4ucie nocpeactsoM cet Wi-Fi 1 mHANBHIyanbHbIH
HEOTPaHMYEHHBIH JOCTYI K 2IEKTPOHHOM HH(OPMAIIMOHHO-00pa30BaTeIbHON cpeae duimaa.

bubnroreka (4UTaIBHBIN 3a7)

KonunuectBo nocanounsix Mect — 100, u3 Hux 10 mocagoYHbIX MECT OCHAILEHBI KOMIIBIOTEPAMH.

VYuebHOe 000pyIOBaHMe: KapTOTeKa, MOJKH, CTEIUIXH, yueOHass MeOelb, KPYTJIbIA CTOI.

Texuuueckue cpencTsa o0ydeHus: — KomnbtoTepsl (10) B KOMIUIeKTe (CHCTEMHBIH OJI0K, MOHUTOD, KJIaBUATYPa, MBIIIb,
WBII), TeneBn3op, MOHUTOPHI (IJ1s1 KPYTIIOTO CTOJa), KHUTH AekTpoHHHbIE PocketBook614. ObecnieyeHbl BO3MOXKHOCTD
MOAKITIOUSHUS K HHPOPMALIMOHHBIM pecypcaM B ceTu «HTepHeT», B TOM uuciie nocpenctBoM cetit Wi-Fi u
VWHIUBHAYaJIbHBI HEOTPAHMUYESHHBIHN OCTYII K 3JIEKTPOHHOH HH(OPMAIOHHO-00pa30BaTeIbHON cpeae Gruihaa.

HaGops! 1eMOHCTPaMOHHOTO 000y IOBaHUs M yueOHO-HATJISIIHBIX MOCOOUIL: IIKad-CcTeNIax — 2, BBICTaBKa — 2,
BBICTaBKa-BUTPHHA — 2, CTCH — 2, CTE/UIAX JICMOHCTPAIIMOHHBIN — |, TeMaTHYeCKHe MoKy — 6.

CHeI_[I/IaIILHLIG TNOMCEIICHUSA JId XPaHCHUAN HpO(l)I/IJIaKTI/I‘IeCKOFO O6CJ'Iy)KI/IBaHI/I${ y‘Ie6HOFO 060py,HOBaHI/I$IZ

CrnenyaibHOE OMEILEHHE /ISl XpaHEHUS ¥ PO UIIaKTHYECKOT0 00CTy )XKuBaHus yuebHoro obopynoBanus Ne 309

OO6opynoBaHue: CTON IS MPOPHITAKTHKH YIeOHOT0 000pYAOBAaHHS, CTYJI, CTEIUIAX I 3aIlaCHBIX YacTel KOMITBIOTEPOB
1 0HCHOI TEXHHUKH, BO3IYILIHBIH KOMIIPECCOP, NasibHas CTAHIMS, BUIECOC, CTEH U1l TECTUPOBAHUS KOMITBIOTEPHBIX
KOMILJICKTYIOIINX, JIAMIIBI.

CrrenmabHOE MOMEIIEHNE JUIS XPaHSHUS U NPO(QIIaKTHIECKOTO 00CITyKUBaHI yaeOHOoro obopynoBanus Ne 316

O0opyoBaHUE: CTON JUIs MPOPHUIAKTHKH Y4eOHOT0 000pyA0BaHuUs, CTYJI, Kad i XpaHeHHs yueOHOro 000pyI0BaHuUS;
ACCOPTUMEHT OTBEPTOK, KHCTOYEK, MUHU-MYJIbTHUMETP, pononHurensHble USB Flash nakonmrenu, cymka anst CD/DVD
JICKOB.
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CreniaibHOE IOMEIIEHHE JIJISI XPaHSHUST U TIPO(QUITAKTHYECKOTO 00CITYKMBaHUs y4eOHOTo 00opymoBanust Ne 24

O6opyioBaHUE: CTOJISIPHBIA CTAHOK, AIIEKTPOJIOO3UK, IIYPYHOBEPT, 3IEKTPOPEIIb, 3JEKTPO3aMEPSIOIINE PUOOPHI, CTOJ
JUTSL PO IIIAKTUKH Y4eOHOTO 000pYJOBAHUS, CTYJI, CTEILIAXH IS XPAHSHUS.

9 METOANYECKHUE YKA3ZAHUSA 1JIA OBYYAIOIIUXCSA IO OCBOEHUIO AU CIUIIJIMHBI (MO Y JIS)

YcneuHoe 0CBOSHHE IUCHMILUIMHBL  MIPEATNOoJaraeT akTHBHOE, TBOPUECKOE yYacTHE CTYACHTa ITyTeM IUIAaHOMEPHOM,
MOBCETHEBHOI pa0boThl. MeToandeckue yKka3aHus UTsl 00yJarolyXcsl 0 OCBOSHHIO IHUCIUILTHHBI PACKPBIBAIOT
PEKOMEHIYEMBII PEKUM H XapakTep Pa3IMIHBIX BUIOB y4eOHOU pabOTHI CTYACHTA.

W3ydenne AMCIUIIMHEL ClieyeT HauMHATh C MPOPa0OTKH HacTosmIel pabodeil mporpaMMbl, 0c000e BHUMaHUE, yIemss
LIEJISIM U 33/1a49aM, CTPYKTYPE ¥ COJIEPKaHUI0 Kypca. 3aTeM CTyIeHTaM PEeKOMEH/IYETCsl 3aperuCTPUPOBATHCS B
3JIEKTPOHHBIX OMOIMOTEUHBIX CUCTEMAX M MOJYYHUTh B OMOIHOTEKE yueOHYIO JINTepaTypy Mo JUCHHUIUIMHE, HEOOX0IUMYIO
it 3G PeKTUBHON pabOTHI Ha BCEX BHJAX ayJAUTOPHBIX 3aHATHH, & TAKIKE JUI CAMOCTOSTEIBHON PaOOTHI 110 U3YUEHHIO
JUCIUTUTHHBL.

B pamkax muciuiuinHel «/JokyMeHTalMoHHOe o0ecneyeH e ypaBleHus» padoTa CTyAeHTOB OpraHu3yeTcs B
cienyronmx Gopmax:

- MIOCEUICHUE YYEOHBIX 3aHATHIA;

- BEJICHHE JIEKIIMOHHOT'0 KOHCIIEKTa U MOCIeAyIomas padoTa ¢ HUM;

- IOATOTOBKA K CEMUHAPCKUM U MPAKTHYECKUM 3aHATHAM U aKTUBHOE Y4acTHE B HUX;

- I3y4YeHHEe BOIPOCOB U BHINIOJHEHUE 3aaHHH, ITPpeAHa3HAUCHHBIX Il CAMOCTOSTEIIBHOW pabOTHI CTYIEHTOB;

- MOJTOTOBKA K PYOEKHBIM KOHTPOJIIM.

1) Mocemenne y4yeOHbIX 3aHATHIA

CryneHT 00s13aH rocemath y4eOHble 3aHATHS, IPOSBISTH BEXKIMBOCTD, TEPIIUMOCTb, OTKPBITOCTh, J0OPOKEIATEIBHOCTh
K MIPETIoJIaBaTesIio U CTyIeHTaM, COONI0aTh AUCIUIUINHY.

3anpeniaercs:

- SIBJIAThCS HA 3aHATHS B BEPXHEH OZIEKIE;

- IIUTh U €CTb BO BPEMs NMMPOBEACHUSA 3aHATUSA,

- MOJIL30BaThCS TeaehOHOM, (HOTOANIAPATOM U TIIEEPOM.

B ciydae HecoOutoieHUs TepeYrCIeHHBIX TPeOOBaHHI MPENoAaBaTelb BIPaBe COOOIUTH O HAPYLIEHUH B BUJIE aKTa WX
JOKJTaJHOH 3aIUCKH M BEIHECTH BOIIPOC O Mepax MpeceueH s JaHHBIX JIeHCTBUI Ha 3aceqaHue Kadeapbl, TP MOBTOPHBIX
HapymeHusx — Ha JucrummuHapaenii CoBer.

Orno3nanus HeAOMyCcTUMBL. Eciu cTyaeHT omo3aai, oH UMeeT IIPaBO BOWTH B ayIUTOPHIO, HE IIPUBIIEKas K cede
BHUMaHUsI M HE Melasi yueOHOMY MpoILIecCy, OHAKO 0alll 3a OCELICHUE 3aHATUS OH TepSeT.

[Tponycku 3aHATHI OITYyCKAIOTCS JIUILB 110 0OJIE3HU NPU HAIMYUU MEIUIIMHCKOW CIIPaBKHU WJIH IO 3asBJICHUIO,
MOAMICaHHOMY 3aBeyroluM Kadeapoil. B aToM cirydae cTyJeHT UMeeT nmpaBo 3apadoTath 6ayuibl BO BpeMs,
YCTaHOBJICHHOE IpaMKOM KOHCYIBTallUi IPEToaaBaTessl, BEIYIIEro JUCIUILIHHY (B TEUSHHE OTHOW HEIEIH CO JTHS
BBINTUCKH M3 OOJNBHMIIBI I OKOHYaHHS CPOKa, YKa3aHHOTO B 3asBICHHH). ECIIN CTYZEHT B TeUueHHe yKa3aHHOTO CPOKa He
0TpaboTal MPOITYCKH, OH TEPsET BO3MOXKHOCTH MOTYyYUTh Oailbl. JIEKINOHHOE 3aHATHE OTpabaThIBaeTCs IMyTeM
MOJITOTOBKH KOHCIIEKTa JICKIMHU. ECIIN CTYyIeHT IPOITyCTHI IPAaKTHYECKOE 3aHATHE, OH JIOJDKEH CAMOCTOSATEIILHO OCBOHUTH
MaTepuall, POMICHHBIM Ha TAHHOM 3aHSTHH U OTBETUTH Ha BOIPOCHI ITPETOJaBaTeNsl WIN BBIIIOJIHUTD 33JaHuUs,
MIPEIOKEHHBIE UM.

[pu qUTENBEHBIX CpOKax OOJIE3HU CTYIEHTY MPOUIEBAIOTCS CPOKH aTTeCTalut. [IpoIryckr o HeyBa)KUTEIbHBIM
IIPUYUHAM He 0TpabaTHIBAIOTCS.

2) Benenue JIEKIIMOHHOTO KOHCIIEKTa M MOCEAYIONIas padoTa ¢ HUM

Bo Bpems JileKIuK CTyACHT 00513aH BECTH JICKIIMOHHBIH KOHCIIEKT. BeieHne KoHcIeKTa crocoOCTBYeT Iiry0oKoMy
OCMBICIICHHIO Y4eOHOTr0 MaTepuaa, UCIOIb30BaHHIO €r0 MPH MOJArOTOBKE K CEMUHAPCKUM MU NIPAKTHYECKUM 3aHATHUSM,
PYOEXKHBIM KOHTPOJISIM U 3K3aMEHY.

Jns1 KOHCIEKTUPOBAHMS JIEKIUH 110 AUCHUILIMHE «JloKyMeHTalmoHHOe o0ecieueHne yrpaBieHus» Heo0xoamma
oTnenbHas o0uias Terpans. KoHCIEeKTHPYS JIEKIIMIO, HAJI0 TIOJIHOCTHIO 3aITMChIBATh HA3BaHHE TEMBI, TUIaH,
pexomenayemyto nureparypy. Ocoboe BHUMaHHE HEOOXOJUMO YACTATh 3alIUCSIM HPaBuil, IIUTAT, POPMYII, CXEM H T.JI.
3anucu Hy»HO JlesiaTh pa300pUYuBO, BaXKHBIE MBICIIH BBIIEJISATH LIBETHBIMH YepHMIaMu. [ Toro, 4ro0bl ycreBarb
3aIiCBIBAaTh, HEOOXOMMO MCIOJIF30BaTh YCIOBHBIE 0003HAYEHHS M COKpALIeHHEe OTACSIBHBIX CIOB U (pas.

PaboTa ¢ KOHCIIEKTOM JIEKLIHH TPEIoaraeT IIepeunThIBaHHe KOHCIIEKTa, BHECEHHE B HETO, 110 HEOOXOJMMOCTH,
YTOYHEHHH, JTOTIOJTHEHUH, pa3bsICHEHUI 1 n3MeHeHuiH. HeoOX0AMMBIM sIBIISIETCS TITyO0KOE OCBOCHHUE COJIEPIKAHUS JICKIIMU
U CBOOOJIHOE BJIAZICHUE UM, B TOM YHCJIC UCTIOJIB30BAHHON B HEH TEPMUHOJIOTUH (IOHATHIA), KATErOPUI U 3aKOHOB.

3) IoaroroBka K CEMHHAPCKUM M MTPAKTHYECKUM 3aHATUSIM U aKTUBHOE Y4acTHE B HUX

CryneHT 00s13aH IPUHUMATh aKTUBHOE yyacTue B 00CYXKJICHHH BOIIPOCOB M BHITIOJIHEHHUH 33/IaHUH HAa KaXKIOM
CEMHHAPCKOM WJIH MIPAKTUYECKOM 3aHATHH.

IoaroToBka K ceMHHAPCKOMY 3aHATHIO MIPEATIONAraeT OONBIIYI0 CAaMOCTOSTENFHYIO PadOTy U BKIJIIOYAET B cels:

- O3HAKOMJICHHUE C TNITAHOM CEMHUHAPCKOr'o 3aHATHS M TIOA00p MaTepHaia K HeMy (KOHCIIEKT JIEKIIUH, paboTa ¢ pecypcamu
OMONHMOTEKH By3a U 3JCKTPOHHBIMU OUOIMOTEYHBIMU CHCTeMaMu, MIHTepHeT-pecypcamu);

- U3y4eHHe M0JJ0OPaHHOTO MO IUIaHy MaTepHana (KOHCIIEKTUPOBAHUE, COCTABJICHHE JJOTMYECKUX CXEM, CPaBHUTEIBHBIX
Ta0JIuLl, TOATOTOBKA TE3UCOB IS BHICTYIJICHNS HA 3aHATHU U T.IL.).

© Kocranatickmii pmman @TBOY BO «Yenl'Y»




Pabouas InporpamMmma JMCHUILINHBI "Z[OKyMeHTaHI/IOHHOC obecrieueHue praBJ’IeHH}I" 110 HaIIpaBJICHUIO TOATOTOBKHU

(crermanbHOCTH) 38.03.02 MeHemKMEHT HanpaBieHHOCTH (poduito) YpasieHue Ou3HeCOM ctp. 18

4) NzyueHne BOIIPOCOB U BHITIONIHEHHUE 3aJ[aHUi, IPeAHA3HAUCHHBIX JJIsl CaMOCTOATENbHOM padoThl cTyaeHToB (CPC)
CryaeHT 00s3aH TOYHO U B CPOK BBIMONHATH 3amanust 1t CPC. 3aganus 1OHKHBI ObITh BBITTOJHEHBI

WHUBHAYaJBHO B OTIENBHON TeTpaau. Beimonnenue 3aganuii CPC Bkitouaer:

- 03HaKOMJICHHE C 3aJaHHeM, PETHA3HAUYCHHBIM ISl CAMOCTOSITENIHHON paboThI;

- mo100p MaTepHaa /Ui ero BBITOJHEHHs! (KOHCIICKT JICKIMH, paboTa ¢ pecypcaMu OMOIMOTEKH By3a M SJICKTPOHHBIMU
OMOIMOTEUHBIMU cUCTeMaMU, VTHTepHEeT-pecypcaMu);

- U3y4YeHHUe OA00PAHHOTO MaTepHaia 1 HeMOCPEICTBEHHOE BBITIOTHEHHE 3a/1aHN;

- MPEI0CTABICHUE BBITIOIHEHHOTO 33/[aHKs Ha POBEPKY MPEMOIaBaTeIIo0, BeAYIIEMY TUCIUILINHY, B YKa3aHHBIN CpoK. B
clTyyae HECBOCBPEMEHHOM c1auu paboT OLIEHOYHbIH Oaint mo HuM cHimkaetcst Ha 50%. Eciu paborta caaHa mociie Toro,
KaK 3aKOHYMIACH HeJels pyOesKHOTO KOHTPOJIS, TO OaJlI 3a ee BBIIIOJHEHHE HE HAUUCIIIETCSL.

© Kocranatickmii pmmman @T'bOY BO «Henl'Y»




PELIEH3MA

Ha pabouyro MPOTrpamMMy JUCIUTLIAHBI
«JlokyMeHTalMOHHOE 00eCTICUeHUE YITPaBICHHSI»
o HanpasyieHuto moarotToBku 38.03.02 MeHeKMEHT
HarpaBJeHHOCTH (npoduiiro) YpaBieHne OH3HeCOM

[IpencraBnenHass Ha  peleH3UMpoBaHME  pabouas  @IporpamMma  JIUCHUIUIIMHBI
«JlokyMeHTalmoHHOe o0ecrieueHUe yIpaBICHUA»» COOTBETCTBYET TpeOOBaHUAM (eepalibHOTO
rOCy/IapCTBEHHOT'O 00pa30BaTeIbHOIO CTAaHIApTa BBICHIETO OOpa3oBaHUS — OakalaBpHar IO
HarnpasiieHnto moarotoBku 38.03.02 MeHemKMeHT, yTBEP)KIEHHOTO MpUKa3oM MUHHCTEpCTBA
HayKHd U BbIciIero oopazoBanus Poccutickoit @enepamnuu ot 12 aprycra 2020 r. Ne970.

PaGouass mporpamMmma COOTBETCTBYET HOPMATHBHBIM U METOJUYECKHM TPEOOBAHUSM,
MPEIBSABISIEMBIM K pab0YHM MTPOTrpaMMaM.

B paboueit mporpamme mociieoBaTeIbHO M3JI0KEHBI €N U 33aJa4d AUCLUILIUHBL, €e
MECTO B CTPYKType OCHOBHOW Mpo(ecCHOHAIbHONW 00pa3oBaTeNbHOM HPOrpaMMbl BBICIIETO
oOpazoBaHusl, 00BEM TUCHMIIMHBI M BHBI yueOHOI paboThl, chopMymupoBaHbl TPeOOBAHUS K
pe3ysibTaTaM OCBOEHHUS TUCHUIUIMHBI U KOMIETEHLIMH, Ha (pOPMHUpPOBaHHE KOTOPHIX HAINpaBJeH
MPOLIECC U3yUeHUs AUCIUIITUHBI «J[OKyMEeHTallMOHHOE O0ecTieueHre YIPaBICHUSIY.

CopneprkaHue TeM JUCIHHILTUHBI PACKPBITO JOCTATOYHO MOJHO, OMPEAEIICH MepeueHb TeM
3aHATUH JIEKIIMOHHOTO THIIA, MPAKTUYECKUX 3aHATHH, CaMOCTOSTENLHOW PabOOTHI CTYICHTOB.
[IpemycMOTpEeHO HCIIOJIb30BAHHE PA3TUYHBIX OLICHOYHBIX CPEICTB, MO3BOJISIIONIMX MPOBEPUTH
YPOBEHb OCBOCHUSI KOMIIETEHLIUH.

YuebHo-mMeToandeckoe U WH(PpOpMAIMOHHOE OOecredeHue MUCIUIUIUHBI MPEACTABICHO
TepeyHEeM OCHOBHOM U JIOTIOJIHUTEIHHON JIUTEPATYPHI.

N3 mnporpammbl ciemyer, YTO KOMIIETEHIIMH, MPEIyCMOTPEHHbIE TUCIUILUIMHOM,
ykazanHeie B ®I'OC BO no nampasienuto 38.03.02 MeHEIKMEHT, peau3yloTCsl C y4eTOM
cnenuduKky HarpaBaeHHOCTH (Mpoduis) YpaBiaeHHe OU3HECOM.

YuuTeiBas  BBINMICU3TIOKEHHOE, JUCHUIUIMHA  «J[OKyMeHTanMoHHOEe obecredeHue
YIIPABJICHUS» MOXET OBITh HCIIOJIb30BaHa B YY€OHOM MpoIecce VIS MOATOTOBKU O0YJaOIIIXCs
1o HampaseHuto moaAroToBku 38.03.02 MeHeKMEHT HallpaBiIeHHOCTH (MpoduiIo) YIpaBieHe
OU3HECOM.



JIdcT perucrpauuu J0NOJTHEHMH U M3MEHEeHU M
B padoueii nporpamMmMe Q1 CHUILTHHBI (MOIYJIA)

JIOKYMEHTallMOHHOE obecneucHue YIIPAaBJICHUA

o HanpasyieHuto moarotToBku 38.03.02 MeHePKMEHT

OCHOBHOH MPOQeCcCHOHANBHOI 00pa30BaTEIbHOM MPOTrpaMMBbI BBICIIIETO 00pa30BaHusl Y IpaBicHUE OU3HECOM

Ha 2024 / 2025 y4e6ublii roa

Ne Homep u KpaTtkast xapakTepucTHKa BHOCHMbIX Hdara u HOMep Hara u HOMep JlaTa u HOMep
n/n Ha3BaHHe aonoHeHnnii / usmenennii B PITJ{ NPOTOKO0JIA NPOTOKOJIA NMPOTOKOJIA
pasnesa PINJT 3acefaHus kKadeaApsbl 3aceqaHus Y4eOHO- 3acelaHus y4EHOTo
MeTOTHYeCKOro coBeTa puimana
COBeTa
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