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1. HEJIM OCBOEHUS JUCHUIIJIMHBI

OcHoBHOM ueJab10 AHCHHILTHHBI «loKymMeHTHPOBAHHOE ynpasJiieHHe
ACATEILHOCTBIO» SBJISCTCS (POPMUPOBAHHE Y CTYIEHTOB HABBIKOB JOKYMEHTUPOBAHHS H
OpraHu3aluu paboThl C JOKYMEHTaMH B IIpOLECce OCYILICCTBJICHHS HMHU YIIPaBIEHYECKUX
byHKImiA.

OCHOBHBIMH 32/129aMU THCHMILTHHBI SBJISIOTCS:

¢ H3YHCHHE OCHOBHBIX MOHATHH NOKYMEHTAIMOHHOIO 00€CeUeH s VIIpaBIeHUS:

¢ OSHAKOMHTE CTYACHTOB C OCHOBHBIMH BHJAMH HOPMAaTUBHBIX JJOKYMEHTOB, CO3aBACMbIX
HITH IPUMEHSIEMBIX B OpraHU3allNy;

* (dopmupoBaHHe yMEHHIH 0)OPMICHHS OCHOBHBIX BHIOB HOPMATHBHBIX JTOKYMEHTOB;

¢ OSHAKOMHUTE CTYEHTOB C IOPSAKOM HCIOIb30BAaHUS HOPMATHBHOI JOKYMEHTAllUH B
pamKax JICJIOBOro OOWeHHUs, IyOMHYHBIX BEICTYIICHHMIL, MPOBEJCHUS IIEPErOBOPOB,
COBEILAHMH, OCYIIECTBICHHS [EIOBOH MEPENHCKH U HNOJJIEPIKMBAHUS  3JIEKTPOHHBIX
KOMMYHHKAaLIHIL;

¢ H3YUCHHE NMPHHIHIIOB OPraHU3alUK JOKYMEHTO060POTA B OpraHU3aLUM.

2. MECTO JHCHHUILUIUHBI B CTPYKTYPE OIIOII BO

Jucnummuaa B1.B.JIB.7 «JIoKyMEHTHPOBAaHHOE yIIpaBIeHHE AeATENLHOCTHION OTHOCHTCS
K AucnummHam no seidopy (JIB.7) Bapuarusroit wactu (B1.B) Groka 1 (b1) OINIOIL. I'nmy6okoe
YCBOCHHE MaTepuana obecleyrBaeTCss COYETAHHEM ayIHTOPHBIX 3aHATHH M CaMOCTOSTETBHOI
PaboTBI CTYICHTOB ¢ JTHTepaTypoif. OCHOBHBIM BHIOM y4eOHBIX 3aHATHIT 0 JaHHOH AUCLHILINHE
ABJIAIOTCA JICKIHOHHBIC W IPAKTHYECKUE 3aHATHS. V3ydenne QUCIMIUTMHBI jUIs CTYIEHTOB OYHOMI
(opmbl  0OyueHHS OCYIIECTBISETCS B TeYeHHe omHoro cemectpa. Ilo aumcuunMue
OCYIIECTBIIACTCA TEKYILHH KOHTPOIIb H IIPOMEIKYTOUHAS ATTECTALHUS B (opme sk3amena.

[IpemwectByionmmn  auenummuaamy, Ha KOTOPBIX ~ HEMOCPEIACTBEHHO Oasmpyercs
AUCIHILIMHA «J[OKyMEHTHPOBAHHOE YIIpaBJIeHHe ACATENBHOCTBION, SBJIAIOTCA: «YIpaBieHue
npoekTamMu»,  «bu3Hec-anupoBanue»,  «OUHAHCOBLI MEHE/DKMEHT»,  «YTpaBieHue
OHepauusMu», «MEHEKMEHT KadecTBa B  OpPraHM3aIlHHY, «YTpaBleHHe MEePCOHATOMY,
«MHBECTULMOHHBIT  MeHeKMEHT»,  « TeXHHKO-3KOHOMMYECKHii aHATNU3  [IPOU3BOJCTBEHHO-
XO34HCTBEHHOM JeATenbHOCTHY. B mponecce ocBoenms AMCIHIUIMHBL CO3Jal0TCS TIPEAIIOCHIIKH U
TCOPETHYECKHE OCHOBBI /U1 OATOTOBKY M HAMTHCAHHS BBITYCKHOMN KBATH(DHKAIHOHHOMN paboTEL.

3. KOMIIETEHUIHH OBYYAIOLET OCs1, ©OPMUPYEMBIE B PE3YJIbTATE
OCBOEHWSI JUCLMILIMHBI (MOY.JISI)

[Ipouecc u3yyenns aucuuruMHEL «JloKyMeHTHpPOBaHHOE YIpaBICHHE AESTETbHOCTEION
HalpaB/IcH Ha (POPMUPOBAHHE CIIEAYIOIIUX KOMITETEHIIHIL:

o0menpodeccHoHATbHbBIE KOMITETEeHIIH: OIlK-1, IIK-7, TTIK-8, [TK-11, TIK-20

OIIK-1 BnaneHHeM HaBBIKAMH [IOMCKA, AHANM3A W UCIIONBb30BAHUSA HOPMATHBHBIX H
[IPaBOBEIX TOKYMEHTOB B CBOEH NpodeCcCHOHATBHOM NeSTeTbHOCTH

NpodeccHOHATBHBIX KOMITeTeHIHii:

[IK-7 BrajeHHeM HaBBIKAMH HO3TANHOTO KOHTPOJIS peanusauuu Ou3Hec-NIaHOB H
YCIOBHH 3aKTIOYaeMBIX COIJIALICHUH, J0TOBOPOB H KOHTPAaKTOB, YMEHHEM KOOPIHHHPOBATH
ACATCIIBHOCTE  MCIIOJIHUTENICH € HOMOIUBIO MEeTOHYECKOTrO HHCTPYMEHTApUsl peanu3aliu
YIPABJICHICCKHX PCUICHHH B 00NacTH (hYHKUMOHAIBHOIO MEHEKMEHTA JUIS JOCTHIKEHUS
BBICOKOM COINIACOBAHHOCTH TIPH BBIMTOIHEHHH KOHKPETHBIX ITPOEKTOB U paboT

[IK-8 BnanenumeM HaBBIKAMH JOKYMEHTATHLHOTO oopMIIEHHS pelieHHil B yIpaBleHun
ONCPANMOHHOH  (NIPOM3BOJICTBEHHOH)  JESTENBHOCTH OpraHu3alMidi NpH  BHEAPEHUH
TEXHOJIOrMYECKUX, MPOIYKTOBBIX HHHOBAIIMI WIIM OPraHU3alMOHHBIX H3MEHEHHMI

[IK-11 Bnajgennem HaBblKamu aHaIM3a HHQOpPMAIMH O (DYHKUMOHMPOBAHHH CHCTEMbI
BHYTPEHHEIrO JOKyMEHTOOOOpOTa OpraHM3alMy, BeIeHHS 0a3 JAHHBIX IO PasIn4HbIM



flokasareAM M (QOpMHpOBaHHS  HH(OPMALMOHHOIO O0eCNeYeHnsT  Y4acTHHKOB
OpraHU3alMOHHBIX IPOEKTOB

[IK-20 Brmanenuem HaBbIKaMH MOArOTOBKH OPraHM3allHOHHBIX M PacIOpPAIUTETbHBIX
AOKYMEHTOB, HEOOXOIMMBIX [T CO3/1aHUs HOBLIX [I PEANPHHAMATEIBCKUX CTPYKTYP

Tabnuua 1
Ilnanupyemble pe3yabTaTe 00y4eHHSs o AMCUMILInHE

Kon [lnannpyemsie pesyabratsi obyuyenns
Conepxanne komnerenunn
KOMINETEeHHH N0 AHCUHIJIHHE
3HaTe:
31 (OIIK-1) - HopmaTHsHEIe 1 MPABOBLIE JOKYMEHTEI B CBOEH
NpOoQeCcCHOHANLHOM IeATeIbHOCTH

32 (OIK-1) — OcHoBHBIE METOIBI NOMCKa HOPMATHBHBIX M
BlaJIeHHEM HaBbIKAMH NOHCKa, [PABOBLIX aKTOB

aHau3a U UCMONML30BAHUS YMeTh:
OIIK-1 HOPMAaTHBHBIX W MPABOBbIX Y1 (OIK-1) — OcyuecTsisTs nouck, aHaaus u MCTIONB30BAHHE
JOKYMEHTOB B CBOEi HOPMATUBHBIX U NPABOBLIX JTOKYMEHTOB

npoeccHoHanbHoil AesTensHocTH Baasers:
B1 (OIIK-1) — Hasbikamu noucka, anamusa u scrons3osanus

HOPMaTHBHBIX H TIPABOBEIX 10KYMEHTOB B CBOEH
NPO(eCCHOHANBHOM AEATEILHOCTH, B T.4. B MOUCKOBO-
CIIPABOYHLIX CHCTEMax
3HaTe:
31 (IK-7) — Gasossle yenosus 3aKIOYAEMBIX COTIAILEH Wi,
A0TOBOPOB M KOHTPAKTOB IS JOCTHKEHHSA BLICOKOH
COrIaCOBAHHOCTH IPH BBINOTHEHUH KOHKPETHBIX MPOEKTOB
32 (TIK-7) — ocHoBEI Gusnec-riannpopanns
33 (IK-7) — meToauku KOHTPO/A W peanu3alnu OH3Hec-nIanos
34 (T1K-7) - Gasosbie YCIOBHS 3aK/I0MaEMBIX COTJIAIICHMIT,
JI0rOBOPOB U KOHTPAKTOB
35 (I1K-7) — meToanueckuii MHCTPYMEHTapHii peaiusanmu
BIIa/ICHUEM HaBbIKAMH YUPABICHYECKHX pelleHuii B 06nacTu QyHKUMOHATBHOO
N03TANHOrO KOHTPOIS MEHCIKMEHTA 11l JOCTHKEHHA BLICOKOH COrTACOBAHHOCTH npu
peau3aunn GusHec-nnamos | BEUIONHCHUM KOHKPETHBIX MPOEKTOR U paGoT
YCIIOBHIA 3aKTIOYaeMbIX il
VY1 (ITIK-7) - nosranso KOHTPOJIMPOBATE Peanu3amio yenosuii
corialleHu, 10roopos u 3aKMOYaCMbIX COrNalleHHH, 10roBopos u KOHTPAKTOB 1115t
KOHTPAKTOB, YMEHHEM

AOCTHHEHUS BBICOKOI COMTACOBAHHOCTH MPH BEINOMHEHHY
KOOPIHHHUPOBATB IEATEIBHOCTE KOHKDETHBIX MIPOCKTOB

HCIIOJIHUTEIEH C MOMOUIBIO Y2 (ITK-7) - nosranmo
[K-7 METONUYECKOrO HHCTPYMEHTAPHSA | KOHTPO.IMPOBATE Pealu3aliio Gu3HEC-MIaHOB U YCI0BUi
peanu3anuu YHpaBleHYeCKHX 3aKIHOYaeMBIX COMMTALICHME. JOTOBOPOR W KOHTPAKTOBR
peliennii B obnactu Y3 (ITK-7) - KoOpAHHUPOBATE ACATENBHOCTE HCTIOIHUTE TeH ¢

DYHKLMOHAILHOTO MeHe TkMenTa | TOMOLIBIO MeToauHeckoro HUHCTPYMEHTAPHS peatH3atun

IR JOCTHEHUS BEICOKOI YAPaBICHYECKHX PelIeHHiT B 06aacTH ([J):HKLIHDHB.;H;HOI‘O

MEHCIUKMEHTA JUIS IOCTHKEHNA BBICOKOMN COMIACOBAHHOCTH npu
COFIacoRsHROCTH Iy BBITIOJIHEHHH KOHKPETHBIX POSKTOB U pasoT

BBITIOJIHEHHH KOHKPETHBIX ¥4 (TIK-7) - no3TanHo KoHTpoMpoBaTs peanusaumio Gusmec-
NPOEKTOB H paGoT TUIAHOB H YCI0BUH 3aK/TH0YAEMBIX COT/IALIeHHUIT, JIOTOBOPOB
KOHTDAKTOB
Baagers:
B1 (IK-7) - naseikamu nostantoro KOHTPOJIA peanusalnu
YCI0BHH 3aKTOHACMBIX COTIALICHH, T0rOBOPOB M KOHTPAKTOB
A4 ROCTHIKCHNA BBICOKOH OrTACOBAHHOCTH NP BINOTHEHHM
KOHKDPETHBIX MPOEKTOB
B2 (TK-7) - naBbikamu nostantoro KOHTPOJIA peanusalnm
OM3HEC-TIAHOB M YCIIOBHIT 3aKTI0HAEMBIX COTIaLIeHHMIA,
JI0rOBOPOB H KOHTPAKTOB




Kon
KOMMNETeHIHH

Conepsxanue KoMNeTeHUHA

Ilnannpyembie pesyabTaThi 06y4eHus!
Mo AMCUHIJIHHE

ITK-8

BJIaJ€HHEM HaBbIKaMH
AOKYMEHTAIBbHOrO 0(hopMITeHHs

3HaTh:

31 (TK-8) - ba3oBbIc MpaBiIa JOKYMEHTATLHOrO O(OPMIEHHS
PEIICHUH B yNIPABACHUH ONEPALIHOHHOM (IPOM3BOACTBEHHOT)
ACATELHOCTH OPraHH3aLMH MPH BHEJPEHUH TEXHOIOTHHECKHX,
NPOAYKTOBBIX HHHOBALMIA MM OPraHH3aLlHOHHbIX HIMEHEHH

peLeHnii B ynpaBpneHuu
onepauMOHHOI
(npou3BOACTBEHHOIT)
AEATE/IbHOCTH OpraHu3aluii Npu
BHEJAPEHHH TEXHOIOTHYECKHX,

YMmeTs:

Y1 (IK-8) — nokymenTansHo oopMIATh peleHis B VIpaBICHUH
OMNEPAUHOHHOH (NPOU3BOICTBEHHOI) 1eATELHOCTH OPraHM3aLlii
TPH BHEJPEHUH TEXHONOTHYECKHX, MPOAYKTOBBIX MHHOBALIUI WK
OpraHH3aLHOHHBIX H3MEHEHHH

NPOJYKTOBBIX HHHOBALMH HIIH
OpraHU3aLlHOHHBIX W3MEHEHHIT

Baaners:

B1 (I1K-8) -HaBbikamy 10KyMEHTANBHOTO O(OPMACHHS peleHHi]
B YNpaB/Ie¢HUH ONepalHOHHON (MPOM3BOACTBEHHOT)
ACATEIBHOCTH OPTaHU3ALMK NPY BHEAPEHUH TEXHOIOMHYECKHX,
NPOJAYKTOBBIX HHHOBAUMI MJIM OPTaHU3ALMOHHBIX H3MEHEHHUTT

[K-11

B/IaICHHEM HaBbIKAMH aHann3a
HH(QOPMALIHH 0
(G YHKLMOHUPOBAHHUM CHCTEMbI
BHYTPEHHETO NOKYMeHTo0GopoTa

3HaTh:

31 (TIK-11) — BABL, COCTAB M CTPYKTYPY JI0KYMEHTOB,
OTPakKAIOIINX CHCTEMY BHYTPEHHEr0 10KYMeHT0060poTa
OpraHusallid, OPraHoB rOCYaPCTBEHHOIO M MYHUIIMIATBHOIO
YIpaBieHHs

32 (TIK-11) — MeToabl ¥ METOAMKY BejleHHs 6a3 JaHHBIX 110
PasIMYHBIM [0KA3aTeNAM B OPraHM3aLMAX, OpraHax
rOCYapCTBEHHOTO U MYHHUMNAIBLHOTO YIIPABICHHS

33 (TK-11) — npuHuMIIE 1 0cOBeHHOCTH (GOPMHPOBAHMS
uHpopMaLHOHHOTO 06ecreyeHts B OpraHn3aLmsXx, opraHax
FOCYAAPCTBEHHOTO W MYHHLUMIIAILHOTO YITPABIEHHS

OpraHH3aluy, BeleHus 6a3
NAaHHBIX M0 Pa3IHYHBIM
nokasarensM u GopMHpOBaHHS
uH(OpMaLMOHHOTO obecneueHus
YYaCTHHKOB OpraHH3al{HOHHBIX
MPOEKTOB

Ymers:

Y1 (IIK-11) — ymeTh paccHHThIBATE OCHOBHBIE TIOKA3ATEMH,
HEOOXOLMMEIE 117181 PEaM3aLiH OPTraHH3ALMOHHBIX [IPOCKTOB
¥2 (IIK-11) — ocymectBasTh BLIGOP HHGOPMAIMOHHBIX CpelcTs
Ans ux 06paloTKK B COOTBETCTEHM C MOCTABICHHOMN 3a1auck,
AHAIH3MPOBATH PE3Y/IBTAThl PACYETOB U 000CHOBLIBATE
[0.Ty4EHHBIC BBIBO/IbI 415 NPUHATHS YIIPABICHYECKUX PeLIeHHUI]

Bnagers:

BI (TTK-11) — naBbikamn ananusa urpopmalim, HCII0/IB3YeMOii B
Tpouecce YIpaBieHH, IJIAHHPOBAHHA M MIPOTHO3ZUPOBAHMS,
PeaU3aLUMH OPraHH3aLMOHHBIX TPOEKTOB

B2 (ITK-11) — npuemamu ynpasiexus onepaunoHHof
AEATEIbHOCTLIO OpraHu3alni

I1K-20

3HaTe:

31 (I1K-20) — THNOBBIE OpraHM3aLHOHHbIE H pacnopsanTenLHLe
JOKYMEHTBI

32 (IK-20) — HOpMATHBHBIE JOKYMEHTEL peraaMeHTHpYIOLHe
MOPsJ0K CO3AAHHSA HOBBIX NPEATPHHHMATENECKHX CTPYKTYD

33 (TIK-20) — npaBusia Bexenus ayautopom paboyeli
JOKYMEHTALHH

34 (TK-20) — npasuna odopmaenus pesyisTaTos ayJAHTOpCKOi
NPOBEpKH

35 (ITK-20) — nopsa1ok BbI1aYH MOJB30BATEIAM pe3ynbTaToR
NPOBEPOK

BJlaI€eHUEM HaBBIKAMM
NnoAroToOBKH OpPraHu3allMOHHBIX H
pacnopAaauTeIbHBIX HOOKYMEHTOB,
HEeoOX0IHUMBIX I8 CO3AaHUA
HOBBIX npeanpHHUMaTebCKHX

CTPYKTYP

Ymers:

¥1 (I1K-20) - roTOBHTE THIOBBIE OPraHH3ALHOHHbBIE 1
pacnopsaanTe/ibHbie

JOKYMEHTBI

V2 (TIK-20) — ucnons3osars HOPMATHBHBIE TOKYMEHTBI 115
co3/1aHus

HOBBIX MPEANPHHHMATENLCKUX CTPYKTYP

V3 (TK-20) — BeIpakaTh apryMeHTHPOBaHHOE MHEHHE O
AOCTOBEPHOCTH (PMHAHCOBOI OTYETHOCTH OPraHU3aly

Bnaners:

BI (TIK-20) — HaBBIKAMHM NOAMOTOBKH THITOBBIX
OpPrasHu3alHOHHLIX H pacnopaanTe/IbHbIX JAOKYMEHTOB,
HﬁOﬁXDﬂHMHX A7 CO3J1aHHA HOBBIX NPEeanpHHHUMATE/ILCKHX
CTpYKTYp

B2 (ITK-20) — nokymenTansHOro oopMieHms ayMTOPCKOI
NpOBEPKH. COCTAB/IEHHA AYAHTOPCKOrO 3AKIHOYEHHA 10
pe3yneTaTam NpoBeAeHHOH ayAMTOPCKOH NpoBepKn




4. CTPYKTYPA H COJIEPJKAHUE AUCIUTITUHBI MOvJIsT)

Kype paccunran ma 20 4acoB Jiekumit, 40 yacor IPAKTHYCCKUX 3aHATHH u 93 yacop
CaMOCTOATENbHON paboTel. Beero 5 3auernpix €auHALb! (180 vacos). IMpomexytounas aTrecraius B
(hopme sk3amena fIpeaycMoTpena B 8 cemectpe.

Tabmmna 2

|

O6bem aucunmInmm!
[ B PO Sl . Ob6Bem uﬂcumémmu, yac.
cero eMm
| H camMocTosTe IbHAS padoTa I12l3|4f5]6|‘?’lm§] E NS
Ounaa ghopma obyuenun
Konrakruas pagora o0yualomuxes ¢ 60 60 ) (
npenojaBareiiemM, B TOM 4nc.ie:
JICKIIHOHHOIO 20 20 f f l
| 1abopartopHsle paGoTsl J
NPaKTHYECKOro 3aHATHSA 40 40 [
CamocrosnTenbuas pagora cTyaeura (CPC) 93 93
Mpomexyrounas atrecra uus 5 3
27 27
O6was Tpyroemkocts (qac./3.e.) | 180/5 180/5
Tabmnuma 3
CrpykTypa ancummimns:
e 3 Doprer
Buzsl yueGuoit paGorer, BKIIOYas Tekyero
CaMOCTOATENLHYIO0 paboTy cTyaeHTORB Obnbem KOEEDOA
a H TpyA0eMKocTh (B Hacax) yuebHoit YenemnEMaciH
5 paboTsl, s ;
al|l 2 (1o nedensm
No Painen (tema) g § 5 j e cemecmpa),
n/m AHCLUMITTHHEL g = ::: 2 3 HPHM{:HEHHBM opma
o 3 = 5 o= g 3 Z 3 A, | HHTEPAKTHBHEI MPOMERYTOYH
5| Z| 2El £&| £ €| ¥| xwmeromos S
| 2| E 5 §& S_é ) = Yy oii
S| E8 g’ g E& g | (Buacax/%) arTecTaumu
:ﬂ' = < (no
cemecmpanm)
1 Beenenue B 8 1 2 |4 9,3 3/50 O, T, 1
«doxymenTuposaHHoe
YNPaBJIeHHUE NEATENLHOCTRION
9 OCHOBHBIE BUIBI 8 [2 [2 [4 9,3 r 3/50 OF'T
YNPABJIEHYECKHX TO0KYMEHTOB r
3 OcHoBHbIe TpeGosanus k 8 |3 (2 |4 9.3 3/50 OT I
othopmienuto Peiiriur-
YNPaBAEHYECKHX AOKYMEHTOR KOHTPOJIb Nel
4 Cosnanue u npeacrasienne 8 (4 |2 |4 9.3 3/50 O, T
Npe3eHTaumii
5 OCHOBHBIE BUIDb] 8 |5 } 2 |4 9,3 ( 3/50 } O,T [
3EKTPOHHBIX IOKYMEHTOB
6 | Cayx0a nenonponssoncrsa p } g8 |6 |2 |1 9.3 } 3/50 O, T
OpraH|3au
7 Opranusauus paGotsi ¢ 8§ |7 |2 |4 9.3 3/50 o, T —|
HNOKyMeHTaMH - Peiitnnr-
KOHTpOJIL No2
8 Henonpoussoactso o 8 (8 (2 |4 9,3 3/50 O,T,J
JTHYHOMY COCTaBy
9 Homeﬂmarypa aedn. 8 9 2 4 9.3 3/50 O.T,. 1
[Moaroroska nokymentos g
XpaHeHHs B apxuBe
L}[ 0 | ABToMaTH3aums mpoekTHBIX 8 102 [4 9,3 3/50 O, T,
pabot Peittiur- |




Bcero 8 20 | 40 93 30/50 3K33]\18H(27’T|
O —onpoc, T — mecmuposanue, J] — duckyccus.
Tabnuua 4
Copep:kanue QHCHHITHHBI
Kok Koawr 3YH
Ne n/n | Haumenosanne tem Coaep:kanne Tem (B cooTBeETCT-
KOMIEeTeHIHi

BHH ¢ Tabu 1)

Tema 1 Beenenne B [Tonsatue nokymenra. CymnHocTs OlK-1 31 (OIK-1),
«JlokyMeHTHpOBaH | 1OKYMEHTUPOBAHHOTO OGecreyeHms 32 (OI1K-1),
HOE yNpaBleHue YIPABIEHYECKOH AeATEeIBHOCTH. C_)cnoaﬁblc V] (OTIK-1),
NeATeNLHOCTBION MOHATHA ,HOKyM?HTH]JOBﬂ.HHOI‘G ooecneyeHus Bl (OHK-] ),

YHpaBNeHYECKOiH AeaATeNbHOCTH. JIOKYMEHT |
uHpopmama. Gopmynap 10KymenTa,
IOpuandeckas cuna goxymenta. Tunoaorus
JOKYMEHTOB,

Tema2 | OcHOBHbIE BH/IBI Knaccudukaumns HOpMaTHBHBIX 10KYMEHTOB. MK-11 31 (TIK-11),
YIPaBJIEHUECKHX OpraHn3aunoHHO-PacNIOPSAHTEIbHbIE 0KYMEHTBL. 32(TK-11),
JI0KYMEHTOB DuHAHCOBO-GyXranTepeKas A0KYMEHTALHS, 33(IK-11),

Haywo-*rexrm-{ccxaa JAOKYMEHTALHA., Y I(HK' 1 l).,
HopMatueHas npaBoBas 10kyMeHTaLs, Tpynosas V2(TIK-11)
JokymeHTauus. OTHeTHO-CTATHCTHYECKHE B‘]- (MK-1 I),
JAoKyMeHTBI. [TpoekTHas JokyMeHTalms. B2(TTK-1 ])‘

Tema3 | OcuosHble [Topsnok  nokymeHTupoBanus — ynpaBieHueckoit [1K-20 31 (TTK-20),
TpeboBaHug K AeATeNbHOCTH.  YHudukaumus wu CTaHapTH3auus 32(ITK-20),
odopmneHmio YNPaBACHYECKHX JIOKYMEHTOB. Buawl GIaHkoB, 33(I1K-20),
ympateeox, | Oclome | permy oo, Topeao (K20,
JIOKyMEHTOB T e e e 35(ITK-20),

MPAKUPOBAHHE JIOKYMEHTOB, [Mopanok
ohopMiIeHHS  OTAETBHEIX  BHIOB HOPMATUBHLIX YI(IIK-20),
JAOKYMEHTOR. COBpCMEH HOC  JenoBOE IMMHCEMO, yz(nK-zO)!
[TpaBuna BesieHus 1eN0BO# Nepenucku. Y3(I1K-20),
BI1(T1K-20),
B2(ITK-20).

Tema4 | Cozganue u OCHOBHBIE JJOKYMEHTBI CO3/1aBaeMble 118 [MK-7 31 (TIK-7),
NpeacTaBaeHue OCYLIECTB/ICHHS 1eN0BOT0 OOIICHUS U NIPOBEICHNS [1K-8 32 (TK-7),
npeseHTaLmii NYGAHYHBIX BBICTYTUICHUH B opraHn3auni. Bussl MK-20 V1 (TIK-7),

npesentaumii. [Topsanok cospanus 6usnec- V2(TIK-7)
Mpe3eHTaluni, MHCTPYMEHTEI MPOBEIEHUS JICI0BbIX v3 (l'[I(-?),
NyGINYHBIX BBICTYIJICHHHA, IMopsanok ¥
NPEeCTABICHHS TIPE3EHTALIMIT. BI(TTK-7),
B2(TTK-7),
B3(I1K-7),
31 (TIK-8),
V1 (ITIK-8),
BI(TIK-8),
31 (TIK-20),
32(I1K-20),
33(I1K-20),
34(T1K-20),
35(ITK-20),
VI(ITK-20),
Y2(IK-20),
V3(TIK-20),
BI1(TTK-20),
B2(TTK-20).

Tema 5 OcHoBHBbIE BUIbI TToHsATHE 21EKTPOHHOTO 10KYMEHTA. TK-7 31 (TK-7),

EKTPOHHBIX Knacengukanus 3nexTpoHHBIX 10KyMeHTOB. K-8 32 (TIK-7),

JIOKYMCHTOB 9J'ICKTPOHI{I=I€ JOKYMEHTEI B paMKEax JEKTPOHHBIX HK_EG V1 (I‘] K_'?)’
KoMMYHUKauuit. PaGota ¢ anekrponnbivu V2(IK-7)
nokymeHTaMH. TTopsiok nepesosa anekTpoHHoj V3(I'IK-7)1
A0KYMeHTaunn B Gymaskuyio gopmy u oGparHo. ’
DOH/1 HIEKTPOHHBIX J10KYMEHTOB OpraHu3aluy. BI(IIK-7),
O6ecneyeHue HH(OPMAUMOHHOMH Ge30MacHOCTH npu B2(IK-7),

KOHTpOoJib No3 |




Ne n/n

HaumeHoBaHHe Tem

Conepaxanue TeM

Koasl
KOMMeTeHuunii

Koawi 3YH

(B cooTBeETCT-
BN ¢ Tadu. 1)

pabote ¢ ITEKTPOHHBIMH JOKYMEHTAMH.

B3(IIK-7),
31 (MK-8),
Y1 (TK-8),
B1(ITK-8),
31 (TIK-20),
32(I1K-20),
33(11K-20),
34(I1K-20),
35(I1K-20),
Y1(IIK-20),
V2(ITK-20),
V3(ITK-20),
B1(ITK-20),
B2(ITK-20).

Tema 6

Cnyxba
AeJIONpOH3BOACTBA
B OpraHu3auvH

[lopamok opraumsaumu u paBoTel OTACI0B Je-
JIONPOM3BOJICTRBA B opraHusauusax. Llenn u 3amaum
cayxOel IOV, @yukuun cayxoel JJOVY. Ilpasa u
oTBeTcTBeHHOCTE  cayxber  JIOY.  Tlopsiaok
B3auMmoneicTBus cnyx6el JJOV ¢ npyrumu
CTPYKTYPHBIMH NOApa3IenecHUAMH,

[K-7
[TK-8
MK-20

31 (TIK-7),
32 (T1K-7),
V1 (IIK-7),
V2(TTK-7),
V3(IK-7),
B1(ITK-7),
B2(I1K-7),
B3(IK-7),
31 (TIK-8),
V1 (IK-8),
BI1(ITK-8),
31 (TIK-20),
32(TK-20),
33(T1K-20),
34(T1K-20),
35(ITK-20),
V1(TIK-20),
V2(ITK-20),
V3(ITK-20),
B1(T1K-20),
B2(ITK-20).

Tema 7

Opranmnsauus
paboTkI ¢
JIOKYMEHTaMH

[Topanox  npuema
HanpapieHue W
koppecnionaenunn,  [lopazok  noarotoskn
perucTpaumu HCXOAMINX u BHYTPEHHHX
JIOKYMEHTOB. ¥YueT o0bema OokymeHnTooGOpOTA.
Opranusaums KOHTPOIS HEMONHEHUS T0KYMEHTOB.

JOKYMEHTOB.
paccMoTpeHHe

Perucrpaums,
BXOJA1IEH

ITK-7
ITK-8
IK-20

31 (MK-7),
32 (TK-7),
V1 (MK-7),
V2(IK-7),
V3(TTK-7),
BI(TIK-7),
B2(ITK-7),
B3(T1K-7),
31 (T1K-8),
V1 (IK-8),
B1(IIK-8),
31 (IK-20),
32(TTK-20),
33(T1K-20),
34(T1K-20),
35(TTK-20),
VI(ITK-20),
V2(ITK-20),
V3(ITK-20),
B1(ITK-20),
B2(ITK-20).

Tema 8

Jlenonpoussoacts
0 10 JINYHOMY
cocraBy

3HaueHue KaapoBbIX J0OKYMEHTOB. BHIbI KaapoBbIX
ZIOKYMEHTOB. Tpy10BO# 10r0BOp.
MoxymeHTaunoHHOE oopMIEHHE NpHemMa Ha
paboty. Tpyaosas kmikka. JInuHas kaprouka.
JInynoe geno corpyanuka. [opanok xpaneHus

IMK-11

31 (TIK-11),
32(TIK-11),
33(TIK-11),
VI(TK-11),
V2(IK-11),




| Koaei 3VH
Nen/n | HaumenoBauue tem Coaepixanne Tem Ko .| (B cooTBeTCT-
KOMMeTeHuHii
BHH ¢ Taba. 1)
KaIpPOBBIX J1OKYMEHTOB. BI(TIK-11),
B2(TIK-11).
Tema 9 | Homenkaarypa nen. Cocrasienue HOMEHKIATYpEI e, DPopMUpoBaHue OITK-1 31 (OIIK-1),
[loaroroska U ofopmienne aen, Buapi PEECTPOB. DKCNepTH3a 32 (OIIK-1),
JIOKYMEHTOB 17151 UCHHOCTH 10KYMeHTOB. [Topsamok nepesaun aen B V1 (OIK-1),
XpaHeHus B apxuse apxuB. [TouckoBbie cHeTeMbI O 10Ky MeHTaM. B1(OIK-1).
Tema 10 ABTOMaTH3aLMNA CHcTema aBTOMaTH3HPOBaHHOTO MPOEKTHPOBAHHS OIIK-1 31 (OIIK-1),
npoekTHbIX pabor | (CAIIP). Opranusauns HHPOPMALIMOHHEIX NIOTOKOB. 32 (OIK-1),
Crpykrypa Ganka nanHbIX. OCHOBHBIC V1 (OTIK-1),
Pa3HOBHIAHOCTH aBTOMATH3MPOBAHHBIX CHCTEM /18 B1(OIIK-1),
KOHCTPYHPOBAHMA, NPOCKTHPORAHUS, AHAIH3A H
YNPABACHUA NPOCKTAMU. DKCIEPTHBIC CHCTEMBI, | J
5. OBPA3OBATEJIbHBIE TEXHOJIOTUH
1 HenoBass wurpa - wmeton HMHTallil  [PUHATHS  PELICHUs B  PasiIHYHBIX

[IPOU3BOACTBEHHBIX CHTYALMSX, OCYLIECTBIAEMBIX TIO 3aTaHHBIM [IpaBUJIaM TPYIION JFOjel B
AHATIOrOBOM peXHME. AKTHBHOE CPE/ICTBO 0GYUeHHs.,

2. Huckycens — dopma yueGuoii paboTEL, B paMKax KOTOPOii BBICKA3BIBAOT CBOE
MHEHHE I10 BOIIPOCY, NOCTABICHHOMY NPEIIO1aBaTeIeM. IlpoBenenue nuckyccuii NoJIpazymeBaer
CaMOCTOATE/ILHBIA MOATOTOBUTE/IBHBINA 3Tall B BHIE HAIIUCAHMS 3cce, Te3ucoB, pedepara mo
MPEI0KEHHOMY BOIIPOCY.

3. Meron keiic-craaun — 0byduenue, mpu KoTOpOM CTYIEHTHl H IIpernojaBartesu
Y9acTBYIOT B HEINOCPE/ICTBEHHOM OGCY:KIEHHH eIOBOf CUTYallMl HJIM 3aJa4d, B3ATOH M3
IIPAKTHKH pEaNlbHOr0  (yHKLUHOHUPYIOMIEro IpeanpuaTus. OCHOBOM And CO3MaHMS KeifcoB
AABJIAIOTCS TAHHbIC KOHKPETHBIX IPEIIPUSTHI, 2 HMEHHO: 000 «BC3 «Texnuxa», OAO «BIIO
«Toumamry, 000 «AmOuryc», OAO «Aanrapa», OAQ «Jnextpokadensy, OAO «CBs3HOIY 1
AP, & TaKXKe MaTepHalbl IEPHOANYECKOH meyaty, a MMCHHO, CTaThH KypHanoB «MHHOBammy,

«PUCK», «[Tpobremsr TCOPHH H NPAKTUKH YHOPaBICHHS», « DKOHOMUYUECCKHU aHamusy, « KOy,
«MeHeKMEHT HHHOBAlM» U 1Ip.

6. OLIEHOYHBIE CPEJICTBA A1 TEKYIUEIO KOHTPO.JISI YCIIEBAEMOCTH,
ITPOMEKYTOYHOM ATTECTALIUU 1O HTOTAM OCBOEHUA
AACHUILIMHBI K YYEBHO-METOJAHUYECKOE OBECIIEYEHUE
CAMOCTOSITEJBHOMN PABOTBI CTYJAEHTOB

6.1. Ilepeyens yuebno-meToamueckoro obecneyeH st 151 CAMOCTOATEIbHOI padoTsI
00y4alomMXes Mo AUCHHILTHHE
1. Tpynoemkocrs  camocTosTenbHOI PadoThl  CTYZEHTOB 1O  JHCHHIDTHHE
«JlokymenTupoBanHoe o6ecnedenme JIEATCIIBHOCTH» cocTaBiigeT 93 yaca.

Tabnuua 5
BOﬂpOCH onsn camocmosamenvHozo usyueHus
Ne
S Bonpockl, Beinocumele Ha camocTosiTennHoe H3Y4eHHe Koa-o wacos

I CucTeMa aBTOMATH3HPOBAHHOTO poekTHpoBanus (CAIIP) 9.3

2 Opranusauns uHpOPMALHOHHBIX TOTOKOB, BaHku gaHHbIX. 9.3

3 CrpykTypa 6anka nanHsIx. 9,3

4 OcHoBHbIE pa3sHOBHAHOCTH ABTOMATH3HPOBAHHEIX CHCTEM /IS KOHCTPYHPOBAHHMS, 9,3

NPOCKTHPOBAHHSA, AHANM3A U YNIPABIEHUS TIPOEKTAMH.
5 DKCIIePTHBIE CHCTEMBI, 0.3




6 CTpyKTypa XpaHeHHs MPOEKTHOH JOKYMEHTALIMH. 9,3

7 [lopAmoxk  apXMBHpPOBaHMA MPOEKTHOH JOKyMEHTAlUMM Ha OyMaKHBIX W 9,3
3/1EeKTPOHHBIX HOCHTEIAX HHDOPMALIHH.

8 ObGecnevenue HHHOPMALHMOHHOH 0€30MACHOCTH. 9.3

9 KoHTpoib BepcHii. 9.3

10 Bunst CAITP 93

Hroro: 93

[TpomesxyTounas

00y4aI0IMMXCSA 110 QHCIHILTHHE

arrecTalius  CTYACHTOB TI0O OHCIHIIIHHE

6.2. ®oH OLIEHOYHBIX CPEJCTB JIsl IPOBEIEHNs IPOMEKYTOUHOM aTTecTalHu

«JIOKYMEHTHPOBaHHOE

YIpaBjIeHHE JACATC/IbHOCTBIO» MPOBOAMTCA B COOTBETCTBHHM ¢ YueOHBIM IJIaHOM B (opme
9K3aMeHa B 8 cemecTpe I CTyAeHTOB. CTYAEHTHI JIOMYCKAIOTCH K K3aMEHY MO JHCIHUILIHHE
B Cllyyae BBIMOJIHCHHsS WM Y4YeOHOro NjaHa 10 IUCUMIUIMHE: BBINOJHEHUSA BCEX 3alaHuil u
MEPOIIPHATHIA, IPEAYCMOTPEHHBIX IIPOrPaMMON JUCLHITIHHEL

6.3. Ilepeuens KoMneTeHIHI ¢ YKa3aHHEM ITANOB HX GOPMHPOBAHHUA B Ipollecce
0CBOEHHUsI 00pPa30BaTeNbHOM MPOrpaMMBbI

xXoae HPOMC}K}’TOHHOH arTecTaluu OCYHICCTBIIACTCA KOHTPOIIb OCBOCHHA
KOMIETCHIUH B COOTBETCTBHH C 3TallaMH MX (JOPMUPOBAHHUS.
JTansl GOpMHPOBAHHS KOMIIETEHIMIT B X0/1€ U3YYeHHsI IHCUUILTHHBI
((I[OK)’M&HTHPOB&HHOC YupasJ/icHHE I€ATECJIbHOCTBIO)
Tabmnuia 6

Ne n/n | HanmeHoBanue Tem Conepixanue Tem Koabl komnerenuuii

Tema | | Beenenue B [Monstre nokymenta. CyuHocTsb 31 (OIIK-1),
<<HOKyMEHTHp{JBaH JOKYMEHTHPOBAHHOIO obecrieuenus 32 (On[{-] ),

HOE yNpaBeHue yIpaBIeHYecKoH qeaTenbHocTH. OCHOBHbIE V1 (OIIK-1),
IeSTeNEHOCTLION NOHATHSA TOKYMEHTHPOBAHHOTO obecreyeHns B1(OIK-1)
YNPaB/IeHYECKOH JeATeNLHOCTH. [IOKYMEHT H :
utdopmauns. Qopmynsp 10kyMeHTa,
FOpuanseckas cuna gokymenta. Tunonorus
JIOKYMEHTOB.

Tema2 | OcHOBHbIE BHILI Knaccudukaumns HOPMaTHBHBIX T0KYMEHTOB. 31 (ITK-11),
VIpaBeHUECKNX Oprauu3aunoHHO-PACTIOPAANTEIbHbIE 32(TTK-11),
JOKYMEHTOB NoKyMeHTbL. PUHaHCOBO-GyxrantTepckas 33(ITK-11),

JoKyMeHTauus. HayyHo-TexHuueckas V1(IK-11),
JNokymeHTauma, HopMaTiBHas npasosas V2(IK-11)
noKyMeHTalms. TpyaoBas 10KyMeHTalus. ?
OT4eTHO-CTaTHCTHYECKHE TOKYMEHTBIL BI(IIK-11),
[TpoekTHas JOKYMEHTALMS. B2(TIK-11),

Tema 3 | OcHoBHbIE [lopsinok NOKYMEHTHPOBAHMS YNpPABIEHYECKOH 31 (I1K-20), VI(IIK-20),
TpeGoBaHus K NeATeNbHOCTH, YHH(HKALMA M CTaHZapTH3ALMA 32(ITK-20), V2(ITK-20),
o(opMIeHHIO YNpaBICHYCCKHX A0KyMeHTOoB. Buisl Ornanxos. 33(TIK-20), V3(TK-20),
ynpaBﬂeH‘{eCKHX OCHUBI-II:I€ pCKBH:}HTHq}ﬂQKyM@HTOB. HOpﬁ.-'.'l()K 34(1-”(_20), BI(HK'20).

MOArOTOBKH H oopmaeHus MPOEKTOB '
AORIMERTOR JOKYMEHTOB.  THpamupoBaHHEe  IOKYMEHTOB. 35(TIK-20), B2(TTK-20).

Ilopsnox  o(opMmieHHS — OTHENbHLIX  BHIOB

HOPMATHBHBIX  [TOKYMEHTOB. CoBpemeHHOE

nenosoe mHceMO. [lpaBMia BeleHHS HeT0BOH

NePernucKku.

Tema 4 | Cozpanue u OcCHOBHBIE JOKYMEHTBI CO31aBacMble 115 31 (TIK-7), 31 (TIK-20),
npeacTaBieHue OCYIIECTBACHHS 1€10BOro 00LIeH!s H 32 (ITK-7), 32(TIK-20),
npe3eHTaLHil NpOBeIeHNA MyOIHYHBIX BLICTYTIIEHHH B V1 (TK-7), 33(11K-20),

opranusauuy. Buasl npesenrauuit. [opsnok V2(IK-7) 34(TTK-20)
co3nanus OusHec-npesentaumii. Mucrpymente = ’ R
NPOBEICHHS ILCJ'IOBB[:X 1y HBIX BBIE'?)-'IIJICI-IHH. VJ(HIEJ)’ Safllk=20),
[Topsnok npeacTaBieHns npeseHTaluii., ]?BL((I;ITEI\{-?F})‘ glggi”zgg'
B3(I1K-7), Y3(TIK-20),
31 (T1K-8), BI(TTK-20),
V1 (ITK-8), B2(TIK-20).




Ne ni/n

Haumenopaume tem

Conepixanne Tem

Koabr kommerenumuii

BI(ITK-8),

Tema 5 | OcHOBHBIE BHBI [TousTue anekrponnoro NOKYMEHTa, 31 ([IK-7), 31 (TIK-20),
3NEKTPOHHBIX Knacenduxarns snexrponnsix JOKYMEHTOB. 32.(IK-7), 32(T1K-20),
OKYMEHTOB DNEKTPOHHEIE TOKYMEHTH B pamkax V1 (TIK-7), 33(I1K-20),

ICKTPOHHBIX KOMMYHHKaLIMI, ]l:;aGOTa C yz(n[{_?}’ 34{1‘”{_20)'
VICKTPOHHBIMM I0KyMeHTamu. [Topsnok
TCPEBOA NCKTPOHHON T0KYMeHTALUHY B ;? (gi? : 351(2}}?%} i
OymazxkHyio (hopmy 1 oGparno, Goa ( ): ( ):
HIEKTPOHHBIX 10KYMEHTOB OpraHU3aLuy, B2(I1K-7), Y2(IIK-20),
Obecneyenue unpopmaunonsoii GesonacHocT B3(ITK-7), Y3(IIK-20),
TPH paboTe ¢ MeKTPOHHBIMU 10KyMEHTAMH. 31 (ITK-8), BI(ITK-20),
V1 (TIK-8), B2(ITK-20).
BI(IIK-8),

Tema 6 | Cnyx6a [opsinok opranusaunst u paGots: oraenos ne- 31 (ITK-7), 31 (ITK-20),
NENONpOH3BOACTBA | JIONPOM3BO/CTBA B opranuzaumnsx. Llenun u sanaun 32 (IMK-7), 32([‘][{-20),
B OpraHu3am cayx0er 10Y. OyHkunu iy N0V Tlpasa u V1 (IK-7), 33(I1K-20),

OTBETCTBEHHOCTh  cimyxGel  JIOV, [Mopsaox V2(TIK-7), 34(ITK-20),
B3auMoaeHcTBIA ciryxGel JIOV ¢ JpYTHMH V3(IK-7) 35 (I'II{-20).
CTPYKTYPHBIMH NOApa3/ieneHHsIMHU. B l(]'IK-?): VI(HK-20),,
B2(I1K-7), V2(TIK-20),
B3(ITK-7), V3(TIK-20),
31 (ITK-8), BI(ITK-20),
V1 ([K-8), B2(TIK-20).
F BI(TIK-8),

Tema 7 | Opranuzauus [opajok  npuema AOKYMEHTOB. Peructpaums, 31 (TK-7), 31 (I[IK-20),
paboThi ¢ HAMpaBIeHHe 1 paceMoTpeHwe  BXoasiLeH 32 (MIK-7), 32(I1K-20),
AOKYMEHTaMH koppecnonaeHunn.  Iopsanox  noarotopku  u V1 (TIK-7), 33(I1K-20),

toryeimon. Yier oouows sonywcmmsotupn | YATK7). | 34K 20)

JOKYMEHTOB. Yuer o6mn bit :

Oprauusamus KOHTpO/Ig HCIIONHEHIs gfgg§:21 3,51((2};‘3?};‘

JI0KYMEHTOB. B2(ITK-7), V2(MK-20)
B3(I1K-7), V3(T1K-20),
31 (I1K-8), BI(ITK-20),
V1 (TIK-8), B2(T1K-20).
BI1(ITK-8),

Tema 8 Henonpon3soacteo | 3navenmne KaIpOBBIX 10KYMEHTOB. Buap 31 (TIK-11), V2(ITIK-11),
10 JINIHOMY KalpoBLIX 10kyMeHTOB, Tpyn0soii JI0roBop. 32(TTK-11), BI(TIK-11),
cocraBy HokyMmenTatmonHoe ofopmaenue npuema ua 33(T1K-11), B2(IK-11).

paGoty. Tpyaosas kuukka. Jlnunag KapTouka. VI(NK-11),
JIndnoe geno cotpynHuka. Hopsnok xpanenus
KaapoBbIX JOKYMEHTOB,

Tema 9 Homenknarypa gen, Cocrarnenne HOMEHKIATYpBI Jen. 31 (OIIK-1),
[Moaroroska @opmuposanne  u ofopmaenne  en.  Buan 32 (OIIK-1),
JOKYMEHTOB /151 PEECTPOB. DKCMEPTH3A LEHHOCTH JIOKYMEHTOB, V1 (OIK-1),
XPaHEHHA B apXuBe [opanok nepesaun nen s apxus. [louckossie BI(OHK—I).

CUCTEMBI 110 IOKYMEHTaM.

Tema ABTOMaTH3aLus Cucrema asTomatianposanmoro 31 (OI1K-1),

10 NPOEKTHBIX paGoT | NpoeKTHpoBaHHs (CAIIP). Opranusaums 32 (OIIK-1),
HHPOPMALIMOHHBIX MOTOKOB, Crpykrypa 6anka Y1 (OIK-1),
AaHHBIX. OCHOBHEBIE Pa3HOBUAHOCTH B1(OIIK-1),

aBTOMATH3HPOBAHHBIX CHCTEM 11718
KOHCTPYHPOBaH#A, IPOEKTHPOBAHNS, aHAIN3A U
YNPABICHHA POEKTaMH. DKCTEPTHBIE CHETEMbI.




6.4. Onucanue nokasaresneii u KPHTEPHEB OUECHHBAHHS KOMIETCHIHIT HA Pa3IHYHBIX
dTanax ux popMHPOBAHNS, ONHCAHNE IIKAT ONleHHBAHNS

Tabnumna 7
Ilokasaresn u KpuTEpHH OLEHUBAHMS KOMITETeHIHH 110 3Tanam HX popMupoBaHus
HaumenoBanue K'ﬁ‘:ﬁ::_ Koani 3YB MokazaTenn Kpurtepun Owenica
Tem o OLIeHHBAHUS OLeHHBAHHS
TeHU i
Beesenue B OIIK-1 31 (OIIK-1), Bonpocsl | Ouenka «OTITHYHOY
«loxyMeHTHpO 32 (OIIK-1), Ha K3aMeHe | BbICTaBIseTCS CTYZAEHTY,
BaHHOE V1 (OIIK-1), 1-4 €C/IM OH rnyboKO U MpouHO
yrpaBieHue B1(OIIK-1), YCBOMIT nporpaMMHbIi
NEATENbHOCThIO MaTepHall, HCYepnbIBaloLLe,
OcHoBHbIE [K-11 |31 (TIK-11), Y2(IIK-11),| Bonpockl | nocieaoBaTeabHO, 4eTKo W
BUIBI 32(I1K-11), | BI(TTK-11), | Ha 3Kk3ameHe | TOTHYECKH CTpoitHO OTIHYHO
YIIpaBJieHYecKkH 33(TIK-11), | B2(TIK-11). 5-10 H3llaraeT €ro Ha 9K3aMmeHe,
X JOKYMEHTOB YI(TK-11), YMEET TECHO YBA3BIBATH
OcHOBHBIE [IK-20 |31 ([TK-20), |V 1(TTK-20), Bonpocer | Teopuio ¢ mpakrtukoii,
TpeboBaHus k 32(T1K-20), | V2(TTK-20), | Ha sk3amene | cBOGOIHO cnpasisercs ¢
othopmieHno 33(I1K-20), | V3(ITK-20), 11-13 3azavyaMH, BONpPOCAMH U
YNpaBlieHYecKku 34(ITK-20), | BI(ITK-20), OPYTHMH BUAAMMU
X JOKYMEHTOB 35(I1K-20), B2(I1K-20). MIpUMEHeHHUA 3HAHMI,
Cosnanue n [K-7 31 (T1IK-7), |31 (T11K-20), Bonpocki | mputem He satpynusetcs ¢
npeacTaBiieHue [TK-8 32 (TTK-7), | 32(TIK-20), | Ha 3k3amene | OTBeTOM npH
npe3eHTaluii [IK-20 | V1 (TIK-7), | 33(ITK-20), 14-18 BHIOH3MEHEHHH  3ajaHui,
Y2(IIK-7), | 34(T1K-20), NpaBUILHO  060CHOBBIBAET
Y3(TK-7), | 35(1TK-20), NPUHATOE peLieHue.
BI(ITK-7), | VI1(ITK-20),
B2(TIK-7), | V2(ITK-20), Ouenka «XOpOoLION
B3(TTK-7), | V3(TIK-20), BbICTaBlsgeTCA cTyaeHTy, Xopouo
31 (I1K-8), BI1(I1K-20), €CJIM  OH  TBEpHO 3HaeT
V1 (ITK-8), | B2(ITK-20). MaTepHaa, TpaMOTHO H Mo
BI(I1K-R), CYLIECTBY M3/araeTr ero, He
OcHoBHble [1K-7 31 (TK-7), |31 (TIK-20), Bonpocer | AOMyCKas  CylLieCTBeHHbIX
BUIbI TIK-8 | 32 (IIK-7), | 32(ITK-20), | Ha 3k3amene | HeTOuHOCTel B oTBeTe Ha
3I€KTPOHHBIX [IK-20 | V1 (TIK-7), | 33(ITK-20), 19-30 Borpoc, NpaBHJIbHO
JOOKYMEHTOB Y2(TIK-7), | 34(T1IK-20), MPUMEHACT  TeOpeTHYECKHe
V3(IK-7), | 35(ITK-20), TIONOKEHUS NPU  pelleHHH
BI(TIK-7), | VI(TIK-20), MPaKTHYECKHX BOMPOCOB M
B2(IK-7), | V2(ITK-20), 3anau, Biajeer
B3(T1K-7), V3(I1K-20), HeoOXOAMMBIMHM  HaBbIKaAMH
31 (TIK-8), | BI(ITK-20), H MpHeMaMu ux
V1 (IK-8), | B2(ITK-20). BBIMOJTHEHHS.
BI1(IIK-8),
Cnyx0a [K-7 31 (ITK-7), |31 (ITK-20), Bonpocer | Ouenka
JeJI0TIPOU3BOIC [1K-8 32 (TK-7), | 32(TIK-20), | Ha 3k3amene «YNOBNETBOPHTE/ILHO»
TBa B [IK-20 | V1 (TIK-7), 33(T1K-20), 31-35 BbICTaBJIACTCA CTYAGHTY,
opraHusaLun V2(IK-7), | 34(T1K-20), €CIH  OH MMEET 3HaHuA
V3(I1K-7), | 35(ITK-20), TONBKO OCHOBHOTO Y noBNIETBO
BI(TTIK-7), | VI(ITK-20), MaTepuaia, HO He YCBOHMI PHTeNbHO
B2(TTK-7), | V2(ITK-20), €ro  aeraneif, agonyckaer
B3(TIK-7), | V3(I1K-20), HETOYHOCTH, HEIOCTATOYHO
31 (TIK-8), | BI(ITK-20), fpaBuiibHbIE
V1 (TIK-8), | B2(11K-20). (popmynupoBKY, HapyeHus
BI(IIK-8), JIOrHYecKoi
Opranusanus 1K-7 | 31 (IIK-7), [31 (TIK-20), Bonpocsr | MOCAeN0BATEILHOCTH B
paboTsl ¢ [K-8 | 32 (1K-7), | 32(IK-20), | Ha ok3ame | H37OKEHHH NpOrpamMMHoro
NOKyMeHTaMH [K-20 | V1 (TK-7), | 33(TIK-20), | ne 36-48 Marepuana, HCTIBITBIBACT
Y2(TTK-7), | 34(T1K-20), 3aTpyaHEHHUA npH
V3(ITK-7), | 35(TTK-20), BBITNIOJTHEHHH TPAKTHYECKHX
BI(TTK-7), |V1(TIK-20), pador.
B2(ITK-7), | V2(ITK-20),
B3(ITK-7), | V3(ITK-20), Ouenka
31 (TIK-8), | BI(TTK-20), «HEYIOBJIETBOPUTENBHOY




Koawi
Haumenosanue [Mokaszatenn Kpurepun )
Tem PURE- K3y OLICHHBAH NS OUEHHBAHNS Ouenis
TEHUHIl
V1 (IK-8), | B2(TTK-20). BbICTABJIAETCSA CTYZEHTY,
BI1(I1K-8), KOTOpbIH HE 3Haer
Henonpoussoac MK-11 |31 (IK-11),{ V2(ITIK-11),| Bompocbl | 3HauuTensHOI JacTH
TBO MO JTUYHOMY 32(TK-11), | BI(TTK-11), Ha MpOrpaMMHOr0  MaTepuania,
cocTaBy 33(ITK-11), | B2(TIK-11).| Jk3ameHe | JOMyCKaeT CyLIECTBEHHbIE
VI(TK-11), 49-54 OWIMOKH, HEyBEpeHHO, ¢
Homenkarypa OIK-1 (31 (ONK-1),Y1 (OINK-1)] Bonpocer | 00IbLIMMH 3aTpYIHEHHAMI
nen. loaroroeka 32 (OHK-I], B l(OHK-] } Ha BBIMOJIHAECT NpaKTH4YeCKHE
JIOKYMEHTOB 18 SK3AMEHE pabotel.  Kak  npasuio,
XPpaHCHUA B 55-62 OLIEHKa
ApXHBE «HEYNOBIIETBOPUTETLHOY Heynosners
ApToMarthsaums | OINIK-1 |31 (OTIK-1),[V1 (OIK-1), Bonpockl | craputcs CTYIEHTaM, OpPHTEIbLHO
MPOEKTHBIX 32 (OI1IK-1),|B1(OIIK-1), Ha KOTOpBIE He MOryT
pabot 3K3aMEHE | npogomkuTe obyveHue Ges
63-67 NOMOMHUTENBHBIX  3aHATHI
no COOTBETCTBYIOMIEI |
l [ JHCLNILTHHE. [

6.5. THoBbIE KOHTPOILHEBIE 32AHNS WM HHbIE MATEPHAJIBI, HEODX0XHMbIE 115 OLIEHKH
3HAHMIL, yMeHUii, HABBLIKOB M (HJIH) OTBITA IEATEALHOCTH, XaPAKTEPH3YIOMIHX Y TAIbI
opmMupoBaHHs KOMIIETEHUHII B pOLecce 0CBOEHMs 06Pa30BATELHOI NpOrpamMmel

Bornpocer A1t MOAroToBKH K 0Mpocy Mo ANCUHILIHHE «/lokymeHTHpOBaHHOE ynpaBJieHne
JEATEeTbHOCTBION»

Tema 1. Beenenne B «/[okyMeHTHPOBAHHOE YIIPaB/IeHHE eATEILHOCTIO

1. Tlousitue moxymeHnra.

2. CymHOCTb HOKYMEHTHPOBAHHOTO OGECIICUEHUS YIIPABIEHYECKON IeSTebHOCTH.

3. OcHOBHBIE  NOHSITHS  JOKYMEHTHPOBAHHOrO  0OECIICUEHHS YIPaBJIEHYECKOH
JeSATeIbHOCTH.

4. JloxymeHT u mH(pOpMaIus.

5. @opmyisip J0OKyMeHTa.

6. IOpuamdeckas cuiia JOKyMEHTA.

7. Tunomnorusi JOKyMEHTOB.

Tema 2. OcHoBHbBIE BHABI yIPABICHYCCKHX 10KYMECHTOR

1. Kiaccudukanus HopMaTHBHBIX JOKYMEHTOB.

2. OpraHu3anMOHHO-PACIOPSUTETBHBIE JOKYMEHTBL

3.  ®unaHCOBO-OyXranTepcKas JOKYMEHTALUS,

4. HayuHo-TexHH4ecKas JOKYMEHTAIIHSL.

5. OpraHu3auMoOHHO-IPAaBOBas JOKYMEHTAIHH: YUPEIUTENbHBIA JOTOBOpP, YCTAB,
[OJI0KEHUE 00 OpraHu3alMy, CTPYKTYpa W LITATHAS YHCIEHHOCTH, TIOMOKEHHE O CTPYKTYPHOM
TIOApa3sJC/ICHIH, INTATHOE PACIUCAHKE, JOKHOCTHAS MHCTPYKITHSL.

6. OTyeTHO-CTaTUCTHYECKHE JIOKYMEHTEL.

7. IlpoexTHast JOKyMeHTAaIHs.

Tema 3. OcnoBubie TpeGoBanus Kk odhopmiIeHHIO YIpaBJIeHYeCKHX JOKYMEHTOB
Tlopsiiox noKyMeHTHpOBaHHS YIIpaBIeHYECKOH e TeIBHOCTH.

YHAUKALMS U CTAaHAAPTH3ALMS YIIPABICHIECKHX JOKYMEHTOB.
Buns! 61ankos.

OCHOBHBIE PEKBH3UTBI IOKYMEHTOB.

[Topsnox moAroToBKH 1 OGOPMICHHS TPOEKTOB AOKYMEHTOB.
TupakupoBanue 10KyMeHTOB.

[Topsamox odopmiienns oTienbHBIX BHIOB HOPMAaTHBHBIX TOKYMEHTOB.
CoBpeMeHHOE [1e710BO€E TTHCEMO.

. IIpaBuna Benenus 1e10BOM IepemucKH.

Tema 4. Cosnanue u npeacras/ieHne npeseHTamuii

00N U W —



ls
IPOBEJCHHUS MyOIMYHBIX BBICTYILIEHH B OpraHu3aluy,

2. Bunsl npesenTanmui,

3. Ilopsnok cosnanus Gu3Hec-TpeseHTaIil.

4. MHCTpyMeHTBI IpoBeeHHs 1e/T0BBIX MyOIUYHBIX BEICTYILIEHHI.

5. Topsagok npenacrasnenns IIpe3eHTaluil.

Tema 5. OcnoBubre BHaLI 21eKTPOHABIX AOKYMEHTOB

OcHoBHEBIE HAOKYMEHTBI CO3/J]aBaeMbIe JIJIs OCYIIECTBIICHUS IEJIOBOTO OOIMIEHHS W

1. IlonsTuie s1eKTPOHHOTO JIOKYMEHTa.

2. Kraccudukauus snexTpoHHbIX JOKYMEHTOB,

3. DEKTpOHHEBIE TOKYMEHTHI B PaMKax 3JIeKTPOHHBIX KOMMYHHKALHIT.

4. Pabora ¢ anexrponHbIME JNOKYMEHTaMH.

5. Ilopsanok nepeona 3JIEKTPOHHOH JIOKYMEHTAIIMU B Oymakny1o popmy u oOparHo.

6.  DOHI IEKTPOHHBIX IOKYMEHTOB OpraHU3alHH.

7. ObGecnedyenne uHOOPMALHOHHOI OesomacHocTn mpu paborte ¢ 3JIEKTPOHHBIMH
HOKYMEHTaMH.

Tema 6. Ciy:x6a nesronponssoacrsa B OpraHu3anuu

DUk W~

Iopsinox opranusanuu u paGots! otnenos ACIONPOU3BOJCTBA B OPraHU3ALUSAX.
Lenu u 3amaun cyx6s1 JJOY.

Oyukunn cayx6s1 JIOY.

IlpaBa u oTBeTCTBEHHOCTD ciy:x661 JJOV.

[lopsimok BzaumoneiicTeus cnyx0e1 IOV ¢ apyrumu

CTPYKTYPHBIMH [TOApa3ae e HUIMH.

Tema 7. Oprannzaums padorsi ¢ AOKYMEHTAMH

S ) e

Ilopsinox npuema nokymenTos.

Peructpanms, nanpasnenue u PacCMOTpEHHE BXOASAIIEH KOPPECTIOHIEHIHH.
[lopsinok noarorosku u PETHCTPALINN HCXOMAIMIMX U BHYTPEHHUX JI0KYMEHTOB,
Yuer o6bema AOKyMeHT0000pOoTA.

Opranmsanus KOHTPOIIS HCMOTHEHHS JOKYMEHTOB.

Tema 8. /lenonponssoxcrso no JHYHOMY COCTABY

PO RLION s Loy

3HayeHue KaJpOBBIX TOKYMEHTOB.

Buib1 KaIpoBBIX 10KyMeHTOB.

Tpynosoit norosop.

Hokymentaunonuoe opopmiene npueMa Ha pabory.
TpynoBas kamxka.

Jlnynas kapTouka.

JInunoe neno corpynuuka.

[Topsinox xpanenus xkaapossix JOKYMEHTOB.

Tema 9. Homenxaatypa aen. IMoaroroska JIOKYMEHTOB /lIsl XDAHEHHS! B apXHBe

BN B LIRS e

Cocranenne HomeHKIaTypBI fie1.
Dopmuposanue u odopmienue ge.
Buns! peectpos.

OKCIepTH3a IEHHOCTH JOKYMEHTOB.
[Mopsinox nepenaun nen B apXxuB.
[TonckoBble crctembl o mokyMerTaM

Tema 10. ABromaTn3auus NPOEKTHBIX paboT.

L

-

Cucrema ABTOMaTU3MPOBAHHOIO MPOEKTUPOBAHUSA (CAITP).

Opranusanus HHGOPMALHOHHBIX TOTOKOB,

Crpykrypa 6aHKa faHHbIX.

OCHOBHBIE Pa3HOBUIHOCTH ABTOMATH3UPOBAHHBIX CHCTEM TSl KOHCTPYHPOBaHHH,

POCKTHPOBAHUS, aHAJIH3a M YIIPABIICHUS IPOSKTAMH.
5.

OKCIEePTHBIE CHCTEME.



IIpumepni TecToBbIX 3a1aHMi
110 Aucuunimue «/lokymeHTHpOBaHHOE yipaBaenue AEATETbHOCTLION,
HCIOIB3YEMBIX IPH TEKYIIEM KOHTPO.Te
Peittunr kourpoas Ne 1

I. CoBokymHocts paGor mo AOKYMEHTHPOBAHMIO JCATENBHOCTH YUPSKACHHS M 110
OpPraHu3aluH JOKYMEHTOB B HEM — 3TQ"

1) obbekT JeIOMPOU3BOCTBA;

2) nenonpou3BoACTBO;

3) co3anue cucTeMsl NOKYMEHTalIHH;

4) eqMHas rocynapcTBenHas cHcTeMa JOKYMEHTALMN.

2. COBOKYNHOCTH B3aMMOCBS3AHHEIX AOKYMCHTOB, NMPHMEHSEMBIX B ONpeeléHHol cepe
JeATEIIbHOCTH, — 3TO

1) cucrema JOKYMEHTAIIHH;

2) 00BEKT KeNonpou3BoACTBA:

3) npeamer AeJIONIPOU3BO/ICTBA;

4) exuHas rocynapcTseHHas cucTema JNOKYMEHTaIHH.

3. lokymMeHTanuoHHOE 06eceyenie YIpPaBJICHUS — 3TO:

1) nesrenbrocts anmapara YUPABJICHUSI, OXBATBIBAIOIIAS BOIPOCHI JNOKYMEHTUPOBAHHS U
Opranusanuu paboTel ¢ ITOKyMEHTaMu B HPOLIECCE OCYINECTBIICHUS UM YIIPAaBICHYECKHX
yHKmit;

2) npaBuIBHO OdOpMIEHHBIE AOKYMEHTEI, OTP@KAIOUIME BECh CEKTp YIpaBlIeHYECKOIH
ACATCIILHOCTH IPENIPHSATHSL,

3) oprauu3sanus AOKYMEHTOODOPOTA B yUpeKIeHHH;

4) KOMILIEKC OCHOBHBIX TIOJIOXKEHHH, ONpeNensromuX PETTTAMCHTHPYIOLIMX OpraHu3aIiuio
AIOKYMEHTHPYEMBIX ITPOLECCOB Ha IIPENPUSATHH,

4. Cranzaprusanus — 31o:

1) cBepka mokymeHTOB yupexnaenus ¢ tpeboBanns [OCT;

2) npouece ycTaHOBNEHUs HPUMEHEHHS TIPABUII C UEIBIO YIOPANOYEHHS AeSTebHOCTH B
ACTONPOU3BOCTRE;

3) cBepka JIOKyMeHTOB YIPCXKACHUS C (DaKTHYECKHM Hanuumem COOTBETCTBYIOLIMX
MaTepHasbHbIX Oj1ar;

4) KOMITIEKC MON0XKeHHuit, ONPEACAOMHUX OPraHH3aLHIO TOKYMEHTOB Ha HPENNPUATHH.

5. Cucrema oKyMeHTaLUH, co3anHas 110 CNIMHBIM TTPaBUIIAM H TPeGOBAHUSIM, — HTO:

1) ynudunuposannas cucrema JIOKYMEHTAIUH;

2) ETCH:

3) L OCT;

4) 06beKT nenonpousBoacTRa,

6. Kommiexe ocHoBHBIX TIOJIOXKCHHUH, OTIpeleNsIomuX u PCIIIaMEHTUPYIOIHX OPraHU3aLHIO
TIPOLIECCOB Ha MPEATIPHUATHH, — 3TO:

1) ET'CH: Enunoit TOCYAapCTBEHHOH CHCTEMBI IE/IONPOH3BO/ICTRA

2) T'OCT;

3) 06BekT menonponsBoacTaa:

4) yunuunposanHas cucrema JOKYMEHTAIIHH.

7. CucTeMa 1oKyMeHTAIHH — 5TO:

1) COBOKYIMHOCTH B3aMMOCBS3AHHEBIX AOKYMEHTOB, NPHMEHSEMBIX B OINpPEAETEHHOMN chepe
AeSATENbHOCTH;

2) COBOKYIHOCTE BCex AOKYMEHTOB, OTBEYAIOIUX TPeOOBAHUAM I'OCT;

3) COBOKYIHOCTE Beex AOKYMEHTOB, CO3/1aHHAasi B COOTBETCTBHHU C BICIT:

4) oopmenne ToKyMenTOB 110 €IUHBIM IIpaBUIaM,

8. UTo Henb3s otHecTH K chepe nenonponssoncTaa?

1) ohopmaenue CeKpeTapéM npukasa o npuéme Ha pabory coTpyaHuka:

2) opopmienne CCKpeTapeM 110 Npocsde HavanpHUKA ITO31paBUTEILHON TeNerpamMMel IS ero
MaTepH;



3) opopmienue CCKpeTapeM 10 mpockbe HavambHHKA CITY)KeOHOM 3aIicKy B BBIIIECTOSIIYIO
HHCTaHIHIO;

4) oopmienue CEKPeTapéM MPOTOKOJIA COBEIIAHMS PYKOBOIHTEel OT/ENOB.

9. Kaxoit u3 umxe IEPEYUCIICHHBIX JIOKYMEHTOB HE OTHOCHTCS K rpynmne uHpOpMalHOHHO-
CIIPaBOYHBIX?

1) obssicuuTenEHAS 3aIucKa;

2) nOKnanHas 3amucKa;

3) cimcok;

4) rpadux.

10. O6BexT nenomponssoacTsa — 510!

1) obopmnenue AOKYMEHTOB, OTP@KAIOUIMX BECh CIEKTP YIPaBJICHYECKON JeATeTbHOCTH
[IPCANPUATHS, @ TAK)Ke OpraHU3aIHIO AI0KYMEHTO000POTA B yUpeKICHHM:

2) CHCTeMa IOKyMEHTOB, CO3aHHAS Ha OCHOBE €IMHBIX CTAH/IAPTOB;

3) npaBuna, onpenensomme OPTaHH3alHUIO TOKYMEHTHPYEMBIX IIPOLECCOB Ha HIPEATIPUATHH;

11. Opranusanus AIOKYMEHTOO00pOTa Ha MPEANPHUITHH BKIIOYaeT ABW)KCHHE JOKYMEHTOB ¢
MOMCHTA UX TOJIyYeHHUs HIIH CO3aHKS U 10

1) ux perucrpanuu B COOTBETCTBYIOLIEM XKypHae;

2) 3aBepIIeHHs HCTIOHeHHS, OTIIPABKY WJIH CIAYH B JIEN10;

3) X nepenaun COOTBETCTBYIOMHM JOJKHOCTHBIM JTHLIAM;

4) X aHHYMpPOBaHMUSI,

12. Cucremarusupopanumii HICPEUCHb 3ar0JIOBKOB €7 ¢ yKa3aHHEM CPOKOB HX XpaHeHus —
3TO:

1) HOMEHKJ/IaTypa;

2) aG6peBuatypa;

3) apXUBHBIi CTIHCOK;

4) KaTanor xpaneuus.

13. B uém cocrout (popmupoanme nen B opranu3zanuu?

1) B oTHEeCeHUM nOKYMEHTOB K ONMPEACICHHOMY JIeJTy U CHCTEeMaTH3aIliu AOKYMEHTOB BHYTpH
nena;

2) B popmupoBannH moamuBoK JIOKYMEHTOB;

3) B cocTaBieHuH onucei [IOMCIICHHBIX B NANKy J0KYMEHTOB;

4) B OTHECCHUH IOKYMEHTOB K OHpENCICHHOMY [Ie/Ty | C/lauH X B apXuB,

14. Cxonpko sx3emmuapos AOKYMEHTOB BKJIIOYAETCA B 1107

1)2;

2) 3;

)1

4) 0 yCMOTpeHHUIO OpraHu3aliH.

15. Kaxoit nomkua 65116 Tommmua nena?

1) He menee 400 JIUCTOB;

2) He Goee 250 JIUCTOB;

3) He MeHee 250 JIUCTOB;

4) B 3aBHCHMOCTH OT 06bEMa IIaIIKH.

16. I'ne xpausT Tekymme nema?

1) B ciequansgom OTIelie apXUBa;

2) B ceiibe pykoBoauTeNs OpraHu3aIu;

3) Ha pabounx mecrax:

4) B crienmanbHbIx XPpaHHTHIIAX,

17. Tne popmupyrorcs TeKyIue Jesa?

1) B cTpyKTypHEIX mompasneneHusx mwm Y Cexpertaps;

2) B aIMHHHCTpaUK YUPEeXKICHHUS;

3) ¥ pykoBouTE IS OpraHH3aluH;

4) B CIeLMANBHOM OTHe)Te apxusa.

18. enonpoussoncteo — sto-




1) coBokynHOCTE paboT no AOKYMEHTHPOBAHHIO ICATEIBHOCTH YUPEKICHHU,

2) obopmIIeHHE TOKYMEHTOB, OTPAKAIOIMX BECh CIIEKTP YNpPaBJIEHYECKOH esSTelbHOCTH
HIPEANPUSTHS;

3) mpaBUIBHOCTE OQOPMIEHHS JOKYMEHTOB, OTPaXKAIOIHX BECh CIEKTP YIpPaBIECHYECKOMH
ACATeTBHOCTH TPEANPHSTHS,

4) COBOKYIHOCTB JIOKYMEHTOB, [IPUMEHSEMbIX B OIIPEJICNICHHOM cdepe AesTeNbHOCTH.

PelTuHr konrpoan Ne 2

1. B kakom cirydae Ha noKkymeHTe He BOCIIPOH3BOAUTCS AMOIeMa opranu3ammm?

1) eciu Ha nokymente yxe momemen repb Poccuiickoit ®eneparmu;

2) eclli Ha JIOKYMEHTE yiKe TOMeIEH rep6 cy6bekra Poccuiickoii Deneparnum;

3) ecim Ha IOKYMEHTe yike MOMemén repd Poccuiickoit ®enepanun win repd cyOnexra
Poccuiickoii ®eneparnu;

4) ecit opraHU3aNMs He CYHTAET HYXKHBIM IIOMEIIaTh SMOJIEMy Ha IOKyMeHTe.

2. I'le nomeImaeTes ToBapHBI 3HAK HIH YMGIeMa opraHuzauuu?

1) B BepxHeM seBoM yrity;

2) B BEPXHEM IIPABOM YyIIIy;

3) B LIEHTpe BEPXHETO MOJISL;

4) B COOTBETCTBHH € YCTAaBOM HIIH TIONOKEHHEM OpraHu3aluH.

3. B kakom ciryuae oopmsiercs kon OpraHuzauuu?

1) 1o senanuio opranmsanuu;

2) ecJIM Tako# Ko MPUCBOEH:

3) eCltH IOKYMEHT SBISETCS HCXO MM

4) eclu IOKYMEHT SIBJISIETCS 0CO60 BAYKHBIM.

4. Kak nomker oopmsitbes ko opranuzanuu?

1) B Buzte mudp B npasoi BEPXHEH yacTH cTpaHuipl Nel

2) B BHZle TH(D B 1EBOI BepXHeil YacTH CTpaHuLBl Nel;

3) B BuJie GyKB ¥ udp B neBoit BEPXHEH 4acTH cTpanusl Nol;

4) B Buzte OykB 1 uudp B npaBoii BEPXHe# YacTH cTpanuns! Nol,

5. B cootBercTBUM C yem npocTaBnseTes ko (GopmbI moxkymenTa?

1) B cootBeTCTBIM ¢ BHYTpeHHHME [IpaBUIAMU OpraHU3alfH;

2) B COOTBETCTBHH C OGIIEPOCCHITCKIM KJ/IaCCH(DMKATOPOM yIpaBiieHus JOKYMEHTaIHH;

3) B COOTBETCTBHM C HAUIEKAIIHM TpedoBanuem 'OCT:

4) B cootBetcTBHE ¢ ETC/I,

6. I'1e yKkasbiBaeTcs HauMeHoBaHMe BBIIIECTOSIIEH oprann3anuu?

1) Han HauMeHOBaHHeM OPraHM3alKH, BBITYCKAIOMIEH JOKYMEHT;

2) MO/ HAUMEHOBaHNEeM OpPraHU3AINH, BBIITYCKAIOUIEH JOKYMEHT;

3) cneBa OT HAUMEHOBaHUS OpTraHu3allkH, BBINYCKAIOLICH JOKYMEHT;

4) cripaBa OT HaMMEHOBaHUS OpraHU3aluy, BEITYCKAIOMIEH JOKYMEHT.

7. UT0 BKIIKOYAIOT B ce6s CIpaBoYHBIe TaHHBIE 06 opraHu3aiuun?

1) mouToBsIi anpec u e-mail;

2) IOYTOBBIi ajpec U HoMepa Teae(OHOB;

3) mouToBLIit axpec, HoMepa Tee)OHOB U APYTHe CBeIeHHs, KOTOpBIE OpraHU3anus CYUTAET
HYXHBIM yKa3aTb;

4) e-mail, Homepa TenedoHOB 1 ¢akca.

8. Jlnst KaKoro BUa I0KYMEHTOB HAMMEHOBAHHE JOKYMEHTa HE YKa3bIBaeTcs?

1) BeInucka u3 nporokona;

2) nenoBas 3amucka;

3) nuceMo;

4) oTyér.

9. Kakumn cumBostamu odopmsieTcs rata 10KymeHTa?

1) pumckamu mugpamus;

2) apabekumu mudpamu;

3) PUMCKHUMH U apabeKuMu uudpamu;



4) PUMCKUMH U apabCKUMH LHppaMu 1 OYKBaMH.

10. Kakum 06pa3om 10/mKHA BBIISACTD JaTa JOKyMEHTA?

1) B BUAE: I€HB, MECHII, FOJL;

2) B BHJE: MeCsIIl, TOI;

3) B BUJIe: BpeMsl, A€Hb, MECSIL, TOJT;

4) B Mpou3BOIBHOM opMe.

11. Kakyro nary ciiefryet npocTaBiIsTh B IPOTOKOJIE 3ace(aHms?

1) nary 3acenanus;

2) naty oopMIIeHHS IPOTOKONA;

3) JaTy mOAIHCAaHUsI IPOTOKOIA;

4) naty odopMIeHHUS IPOTOKOIA B J1€7T0.

12. VI3 4ero coCTOMT perncTpalHoOHHbIH HOMep JOKyMeHTa?

1) U3 OPAIKOBOroO HOMEpA, KOTOPBIH MOKET OBITH AOMOIHEH 110 YCMOTPEHHIO OpraHu3alliiu;

2) TOJIBKO U3 MOPSAIKOBOrO HOMEpPA JOKYMEHTA;

3) U3 MHZIeKca en1a, B KOTOPOe MOMBAETCS JOKYMEHT;

4) 110 yCMOTPEHHIO OpraHy3allHH.

13. YTo He BXOJMT B COCTAB PEKBU3HUTA KIIOAMHCH)?

1) TU4Has MOAIKCE;

2) HaHMEHOBAHHE I0KHOCTH JIALA, TIOANUCABIIETO J0KYMEHT;

3) ypoBeHb 00pa3oBaHHs JHIA, IOAMHUCABIIETO JOKYMEHT;

4) bamuias THIA, TIOANKCABIIETO JOKYMEHT.

14. V13 yero cocrout rpu¢) cornacoanust 10kymenra?

1) cmoBa « COI'JTACOBAHO»;

2) n3 cnosa « COI'JIACOBAHO» u moarmucy ¢ paciudpoBKOii;

3) u3 cnosa «COI'JIACOBAHO», moammcu c paci(poBKOW W JaThl MOJIUCAHHS
JOKYMEHTa;

4) U3 cnosa «COI'JIACOBAHOY, momkHOCTH Juua, HaMMEHOBAHUS OPraHu3alud U
IIOJIMTUCH ¢ paclIH(POBKOM.

15. VI3 4ero cocToHT OTMETKA O 3aBepeHHH KOMHH?

1) Hagnueu « BEPHO» u noanmucy 10mKHOCTHOTO THIA ¢ paciu(poBKOii;

2) nagmucu « BEPHO», 0ANHCH H0MKHOCTHOTO JTHIA C paciMppoBKoi U 1aTOi 3aBepenHs;

3) napnucu «BEPHO», nomkuoctH 3aBEPAIOLLETo JIULIA, €r0 MOAMHUCH U JaThl 3aBEPEHHUS;

4) nanmaen «BEPHOY, 10/DKHOCTH 3aBepsiOLIero JMIa, ero MOMMHCH ¢ paciu@poBKoii u
1aThl 3aBePeHHS.

16. MOXXHO /1 ieTaTh OTMETKY O MOCTYILIEHHH JOKYMEHTA ¢ MOMOIIBIO ITAMTA?

1) na, mo yeMoTpeHuio opraHu3aiu;

2) Her,

3) 1a, TOJIBKO B KPYIHBIX OpraHHU3AIHAX;

4) 1a, TOBKO B TOCY1apCTBEHHBIX OPraHU3AIMIX.

17. Kaxoit popmar Gymaru He ucronmpsyercs st 61aHKOB?

1) A4;

2) AS;

3) A3;

4) A6.

18. Kakyro Gymary skenartesibHO HCIIOTB30BATh [T H3TOTOBICHNS GIIAHKOB JIOKYMEHTORB?

1) Genyro;

2) XKeNTyio;

3) romy0yio;

4) Ha YCMOTpPEHHE OpPraHU3aLHH.

Peiituar-konTpoas Ne 3

1. I'ne xpansATcs aena no ucTe4eHUN CpOKa TeKyIIero XpaneHus?

1) B apxuse;

2) y pyKOBOZIUTEJIs OpPraHH3aIHH;



3) y ceKpeTapst pyKOBOAUTESIS OpraHH3aluy;

4) moanexat aHHyJIHPOBAHHIO.

2. Kaknm o6pasom onpenensieTes LeHHOCTD JTIOKYMEHTOR?

1) 1o mosnoxkennro B opranu3anuyu 1uua, Mo AMHCABLIErO JIOKYMEHT;

2) 10 CPOKY JTaBHOCTH JOKYMEHTA;

3) ¢ HOMOLIBIO OKCIIEPTH3BI;

4) B 3aBHCHMOCTH OT TOrO, MAIIMHONMUCHBIA MK PYKONIUCHBIH TEKCT NPHCYTCTBYET B
JNOKYMEHTe.

3. K10 npoBozuT skcnepriy JOKyMeHTa?

1) pykoBoauUTE b OpraHu3amum:;

2) cexpeTapb Wil J€0NPOH3BOIHTE b,

3) 9KCIepTHAast KOMUCCHS;

4) npeJCTaBUTENb APYTOi OpraHu3auu,

4. Kak Ha3bIBAIOTCS TOKYMEHTSI, HCIIONB3YIOIKeCs B cpepe yrnpapieHus?

1) opranusannoHHO-pacnopsIuTENbHBIE;

2) OpraHM3alHOHHO-TeXHHYECKHE:

3) aIMHHHCTPATHBHBIE;

4) ynpaBnenyeckue.,

5. JIo/uKHOCTHAsS HHCTPYKIHS — 3T0:

1) JIOKyMeHT, wu3JaBaeMblii [IpaButensctBom  Poccuiickoit Qenepatun B nessx
PEIVIAMEHTAIIMH OPraHU3alHOHHO-TIPABOBOTO TIOIOKEHHS PAGOTHHKA;

2) JNOKyMEHT, W3JaBaeMBIH OpraHusampell B OC/sIX  permaMeHTauud  OpraHM3allHOHHO-
PaBOBOI'O MOJIOKEHHsI pabOTHUKA;

3) MOKyMeHT, m3naBaemblii opranusaumeii, KOTOPOM peTJIaMCHTHPYIOTCS YCJIOBHS Tpy/a
paboTHHKa;

4) IOKYMEHT, H3/aBaeMblif OpraHH3alMeH, B KOTOPOM periaMeHTHpyeTcs pazMep
JO0JDKHOCTHOTO OKJIaj1a.

6. JIist Kakux J0/mKHOCTEH [penyCMOTPEHBI HHCTPYKIHH?

1) s pyxoBoasmux;

2) st HCTIONTHUTEIIBLCKHX;

3) L1 TEXHMYECKOrO MepcoHaa;

4) nns Beex.

7. B kakoM mokymeHre ompejeneHs: CTPYKTypa, 4YUCIEHHOCTh U JO/DKHOCTHOM COCTaR
pabOTHUKOB OpraHu3amuu?

1) monoskenue 06 opranmsaruu;

2) CIIHCOK COTPYHUKOB;

3) WITaTHOE paclHcaHHe:;

4) npHKa3 o npuéMme Ha pabory.

8. YcraB opranusarmu — 310:

1) npasoBoii akr, onpexensrommmii NOPANOK  00pa3’oBaHMs M  OPraHMU3ALHIO paboThI
TIPeANPUATHS;

2) IpaBoBoO# aKT, ONpee AWKl 3a0a49H 1 [I€TM OpraHu3aIum;

3) MpaBOBOI1 axT, ONPEICIIAIOMNN CTPYKTYPY, ODYHKIHH IIpaBa MpeapusiTH,

4) [paBOBOM aKT, OMNpexeNTIONIHIA HOPANOK  paspelleHHs. CHOPHBIX BOMNPOCOB Ha
OPEeANPUATHH.

9. B uéM cocront HazHauenue PaCTIOPANUTENLHBIX TOKYMEHTOR?

1) B perynupoBanun mesTensHOCTH, M 0GecHeyeHHH pean3ali MOCTaBICHHBIX 3aqay ¢
MaKCUMalbHOM 3 ek THBHOCTEIO;

2) B 1yGIHPOBaHMH OPraHU3aAMOHHBIX JOKYMEHTOB;

3) B OpraHM3aIuy CHCTEMbI MOOLIPEHUH H HAaKa3aHUi PabOTHHKOB:

4) B IOIOJIHUTETEHOM HHPOPMHUPOBaHUK PabOTHUKOB BHYTPH OpraHH3alluu.

10. Kakoit u3 Huxe [ICPEHHCICHHBIX JOKYMEHTOB He H31aéTCsi PYKOBOIUTEIIEM €IUHOJIUYHO?
1) mpukas;



2) yKasaHue;
3) pacniopsbKeHHe,
4) akr.

11. MecTo cocraBneHus 10KyMeHTa He IPOCTABIsSETCS Ha:

1) npukasax;

2) NenoBBIX 3aIuCcKax;
3) cayxeOHbIX MHUChMaXx;
4) yxazaHusx.

12. CkosbKo azipecaToB He MOYKET HMETh TOKYMEHT?

13 L
2)8:
3) 3;
4)4,

13. Kakum 06pa3om JI0/DKeH H3/1arathest TEKCT B JOKYMeHTe «MHCTpyKIHs»?
1) oT nepBoro nuI@a eAMHCTBEHHOTO YHCIa;
2) OT NEPBOTO JIUIAa MHOKECTBEHHOTIO YHCIIA;
3) OT TpeThero JMIa eJUHCTBEHHOrO YUCIIa;
4) OT TPETLETO NHIIA eJMHCTBEHHOTO MJIM MHOKECTBEHHOrO YHC/Ia.
14. Yro HeoOX0AMMO yKa3bIBATh B OTMETKE O HAJTHUMH TIPUIOKEHUS?

1) konmu4ecTBO;

2) KOJIMYECTBO JIMCTOB, Ha KOTOPBIX PACIIOIOKEHBI IPHIIOKEHHS;
3) KOJIMY€CTBO MPHIOKEHUH U KOIIMIECTBO JIICTOB, HA KOTOPBIX PACTIONIOKEHBI IPHIIOIKEHHS;

4) Huyero.
PersiaMenT npoBeeHusi TEKYIEro KOHTPO.Isl H OLlCHHBAHMHS
No Bun paboter [IponomkuTeIEHOCTE
1. IIpenen jurebHOCTH TecTHpoBanus (20 BOIPOCOB) 35-40 mun.
2. Buecenune ucnpasnennit J10 5 MHUH.
Hroro (B pacuere Ha TecT) J10 45 MHH.

Ob6wee pacnpenesenne 6a//10B TEKYIero KOHTPOJIS 10 BHIAAM y4eGHbIX pador aas
CTYAeHTOB (B cooTBeTcTBUH ¢ Ilosto:kennem)

PelTunr-kouTposs |

Tect 20 Bonpocos

Ho 10 6annos

PeifTuHr-koHTpons 2 Tect 20 sonpocor Mo 10 Gannos
PelTuHr KOHTpOL 3 Tect 20 Bonpocos Ho 15 6anior
ITocelleHHe 3aHATHI CTYIEHTOM 5 bannos

HomnonHuTensHbie Ganmsl 5 6annos
OoHyCBI)

Beinonxenue cemectpoBoro 15 6annos

1J1aHa CaMOCTOSITe/IbHON padoThl

Htoro

Jlo 60 6annoe

Bonpocel k 9xk3ameny no ancunminne «{okyMeHTHPOBAHHOE yIPABICHHE

1. Tlonsatue noxymenra.

2.
3. OCHOBHBIE  IIOHSTHSA
NESTETbHOCTH.
4. JloxyMeHT U HH(pOPMALHA.
5. @opmymsp 10KyMEHTA.
6. FOpuauueckas cuna JOKyMeHTA.
7. Tunonorus 10KyMEHTOB.
8. Kiaccudukauus HOpMaTHBHBIX JOKYMEHTOB.
9.

AEHTEJIbHOCTBIO»

OpFaHH3aHHOHHO-paCHOPMHTCHBHHE JOKYMECHTEI.

CylWHOCTb IOKYMEHTHPOBAHHOTO 00€ECTICYEH S YIIPABIEHYECKOM e TebHOCTH.
JOKYMEHTHPOBaHHOIO

obecrieyeHHsT  YIIpaBICHYECKOI




10. @unancoBo-Gyxrairepckas 10KyMeHTaIHUs.

11. Hayuno-TexHu4eckas 10KyMeHTAIIHSL.

12. Oprann3anuoHHo-ipaBoBas  IOKYMEHTALHMH:  YYPeUTETbHbIN JIOTOBOp,  YCTaB,
NONOXKEHNE 00 OpraHu3allMy, CTPYKTypa M INTaTHAS YHCIEHHOCTb, MOIOKCHHE O
CIPYKTYPHOM IOJpa3JIe/ICHNH, IITATHO® PACMCaHKe, J0KHOCTHAS MHCTPYKIIHS.

13. Or4yeTHO-CTaTHCTHYECKHE TOKYMEHTBI.

14. IpoexTHas nokymeHTanus.

15. Tlopsiox TOKyMEHTHPOBAHUS YIIPABIEHYECKOI JesTe IbHOCTH.

16. Vaudukarms u crangapruzamms YIIPABIIEHYECKUX TOKYMEHTOB.

17. Buzap! 611aHKOB.

18. OCHOBHBIE PEKBU3UTHI JOKYMEHTOB.

19. Topsanok moaroTosky u ohopmieHUs [IPOEKTOB JOKYMEHTOB.

20. TupaxupoBaHue T0OKYMEHTOB.

21. ITopsa10K 0QOPMIECHHS OTHEIBHBIX BUIOB HOPMAaTUBHBIX JIOKYMEHTOB.

22. CoBpeMeHHOE IETI0BOE MHUCHMO.

23. IlpaBuia BeICHHUs JIEOBO IEPEITHCKA.

24. OCHOBHbBIC JIOKYMEHTHI CO3[aBaeMble JUTS OCYIIECTBJICHUs JEJI0BOTO0 OOMIEHUS W
NPOBECHHS MyOIMYHBIX BBICTYIICHHH B OpraHU3aLIHH.

25. Busl npesenTanuit.

26. Tlopsinok co3manus Gu3Hec-Npe3eHTALHIA.

27. IHCTPYMEHTBI IPOBEACHHS JIEIOBLIX MyOIMYHBIX BBICTYILUICHUIA.

28. [opsaok npesicTaBIeHUS TIpe3eHTALIHil.

29. TloHsiTHE 5]I€KTPOHHOTO JOKYMEHTA.

30. Knaccrduxkanus 31eKTpoHHbIX JIOKYMEHTOB.

31. DIEKTpOHHBIE JOKYMEHTHI B PaMKaXx 3JIeKTPOHHBIX KOMMYHHKALHH.

32. Pabota ¢ 3)IeKTpOHHBIMHU JOKYMEHTAMH.

33. Ilopsinok nepeBosia 31eKTpOHHO AOKYMEHTALUU B OyMakHYIO (popMy U 06paTHO.

34. QOH1 HNEKTPOHHBIX TOKYMEHTOB OpraHu3aluy.

35. OGecnevyenue uHHPOPMAIMOHHON Oe30MACHOCTH npy  pabote ¢ 3JIEKTPOHHBIMH
JOKYMEHTaMHU.

36. Ilopsnox opraHu3atuu M paGoTs! OT/ETOB ACTONPOU3BOJCTBA B OPraHU3alusiX.

37. llenu u 3amaun ciayx0e1 JIOY.

38. Oynkuuu ciayx6s1 JJOY.

39. IIpaBa u oTBeTCTBEHHOCTE C1y*681 JIOV.

40. Iopsnok B3anmozneiictsus cayx6sr JOY ¢ APYTHMH

CTPYKTYPHBIMH MOApa3IeICHUAMH.

41. Tlopsaiok mpreMa 10KYMEHTOB.

42. Peructpauus, HanpasieHHe U PaCCMOTPEHHeE BXOIAILCH KOPPECIOHAECHIIIH.

43. Tlops10K MTOArOTOBKY M PErHCTPAIMH HCXONAMIAX 1 BHYTPEHHHX JJOKYMEHTOB.

44. Yyer oGbema 10KyMeHTO0G0pOTA.

45. OpraHu3aius KOHTPOJIS HCIIONHEHUS JOKYMEHTOB.

46. 3Hauenne KaJpOBbIX JOKYMEHTOB.

47. Buzibl KaIpOBBIX JIOKYMEHTOB.

48. TpynoBoii JIOTOBOP.

49. JloxyMeHTaHOHHOE 0(opMICHHE npuema Ha pabory.

50. TpynoBas KHHKKa.

51. Jlu4nas kapTouxa.

52. JIn4noe 1eno cotTpyaHuKa.

53. l1opsiiok XpaHeHHs KaApOBEIX T0KYMEHTOB.

54. CocTaBneHue HOMEHKIATYPBI J€].

55. @opmuposanue 1 0pOpPMICHHUE JIEll.

56. Bunsl peectpos.

57. DKenepTH3a HEHHOCTH JOKYMEHTOB,



58. Iopsnox mepesaun gen B apxus.
59. IToucKOBBIE CHCTEMBI ITO JIOKYMEHTaM.
60. Xpanenue npoeKTHBIX JOKYMEHTOB.
61. UaopManmonnble cHCTEMBI HopmartusHoro o6ecneuenus ynpasienns [IPOEKTaMH.
62. ABTOMATH3aLMsl IPOEKTHBIX pabor.
63. CucTemMa aBTOMaTH3MPOBAHHOIO npoexruposanus (CAIIP).
64. Opranu3sanmst HHOPMAIIHOHHBIX TOTOKOB.
65. CTpykTypa 6aHKa JaHHBIX.
66. OCHOBHBIE Pa3HOBHIHOCTH ABTOMAaTH3MPOBAHHBIX CHCTEM JUISI KOHCTPYHPOBAHMS,
[TPOCKTHPOBAHUS, aHAIIM3A U YIIPABJICHHUS TPOSKTAMH.
67. DKCIIepTHBIE CHCTEMBI.

6.6. MeTommueckne matepuaibl, OnpeaesioIne NPoLe1yPbl OMEHHBAHUS 3HAHMI,
YMEHHH, HABBIKOB H (HJIH) ONBITA A€SITEILHOCTH, XapaKTePH3YHX ITATbI
dopmMupoBaHus KOMIeTeHIMIT

Onpoc nposoaut npenogasatens mo BeeM Temam AUCHHUIUIHHBL. 3HAHUS, YMEHHS,
HABLIKM CTYNICHTA TIPH NPOBEAEHUH ONPOCA OLEHHBAIOTCS «3AYTEHO», KHE 3AYTEHOY, OcHogoit
JUBL — ONpPCC/ICHHS.  OLEHKM  CIYXHT  YPOBeHb  YCBOGCHHS CTyleHTaMH  MaTepuaa,
IpEAYyCMOTPEHHOrO IaHHOM paboyeit mporpamMmoi.

OunennBanue cryaenTa na onpoce mo AHCHHILINHE «lokymenTupoBannoe oGecnevenne
AEATETbHOCTH

Ouenka TpeboBanus k 3HaHHsM

OueHka «3a4TeHO» BHICTABIAETCA CTYAGHTY, KOTOPBIHf yCBOMJI NpeaycMOTpeHHbIii
POTPaMMHbIif  MaTepuan; NpaBHILHO, ¢  npuBeaeHHeM MPUMEPOB,  Mokasan

«3auTeHon CHCTEMAaTH3HPOBAHHLIE 3HAHMA MO TeMe AMCUMIUIHHBI, CHOCOOEH CBS3aTh TEOPHIO ¢
MpaKTHKOH, TeMy BOMpPOCAa C JPYTMMH TeMaMH JaHHOTO Kypca, OpYruxX H3ydaeMbix
MPEIMETOB.

OueHKa «He 3a4TEHO» BBICTABIIETCH B CHIEAYIOLUMX CIyqasx;

1. CryneHr e cnpaBucs ¢ 3a/laHHeM, He MOXKeT OTBETHTh Ha BOMPOCHI, NpeaoKeHHbIE
oS npenonasateneM, He o0NajaeT HENOCTHLIM NpeacTaBieHHeM 06 u3yuaeMoi TeMe M ee
B3aHMOCBA3AX.

2. OTBET Ha BONPOC MOJTHOCTHIO OTCYTCTBYET.

3. Otka3s ot oTBeTa.

Tecr OIICHUBaeTcs HIperogaBaresieM o CUHCTEME «3a4YTEHO», «HE 3a4TEHO Y.
K]’)HTepHH H IIOKa3zaTe/in, HCIO0JIb3YeMble INpH OUeHUBAHHHU TecTa

Kputepun IMoka3zaresnn
0-59% npaBuILHEIX OTBETOB He 3aureno
60-100% npaBunbHLIX OTBETOB 3auteHo

OK3aMeH NpUHHUMAeT nekTop. OleHKa 3HaHMN CTyAeHTAa HA 5K3aMeHe HOCHT
KOMIUICKCHBIH XapaKTep U ONpeaenseTcs ero:

= OTBETOM Ha 3K3aMeHe;
~ Y4eOHBIMH JOCTHKEHUSAMH B CEMECTPOBBIN NIEPHO.
3HaHUS, YMEHHS, HABBIKU CTY/IEHTA IIpH IPOBEJICHUH YCTHOTO 9K3aMEHA I10 AHUCIHIITHHE
OLIEHHBAIOTCS o CHCTEMe: «OTIMYHO», «X0pouIoy, «YIOBIIETBOPUTEIILHO »,
«HEYNIOBIICTBOPUTENLHOY. OCHOBOM I ONMpeneieHHs OLEHKH CIly’)KHT YPOBEHb YCBOCHUSA
CTYICHTaMH MaTepuana, peayCMOTPEHHOI0 JaHHOM paboyeii mporpamMmoi.

OueHuBalme CTYIE€HTA Ha 3K3aMeHe [0 JAHCHHUITJINHE
«/lokyMeHnTHpOBaHHOE YHOpaBJ/ieHHE JeATEeNbLHOCTBIO»
Ouenka TpeboBanus k 3nanuam

O a— OLeHKa «OTIMYHOY» BhICTABASETCS CTYACHTY, €CJIH OH INIYOOKO M MPOYHO YCBOMI MPOrPaMMHbIi
aTepHan, HCuepnbIBalolle, NOCNEJ0BATENLHO, YETKO U JIOFHYECKH CTPOAHO W3/1araeT ero H




ﬁxzamene, YMEET TECHO YBA3bIBAaTh TEOPHIO € MPAaKTHKOH, CBODOMHO CMpaB/seTcsa ¢ 3ajgaqdaMmu
OnpocaMy W IpYruMH BUAaMH MPUMEHEHHA 3HAHUMH, NPHUYEM He 3aTPYIHAETCA C OTBETOM MpH
BUIOM3MEHEHUH 3a1aHuM, IPABUJIbHO 00OCHOBBIBAET MPUHATOE PeLICHHE,
OueHKa «XOpoLIO» BBICTABIAETCS CTYJEHTY, €CH OH TBEPAO 3HAET MaTEpHall, fPAMOTHO U Td
CYWIECTBY H3J1aracT €ro, He JOMyCKas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMPOC
MPaBHILHO NMPHUMCHSACT TEOPETHYECKHE MOJOKEHMs NP PELICHUH [PAKTHYECKUX BOMNPOCOB U
Bajnay, BiajgeeT HeOOXOAUMBIMH HABLIKAMH H MPHEMaMH HX BbITIOMHEHHS
OueHKa «yIOBIETBOPHTENLHO» BbICTABIACTCS CTYHEHTY, €CIM OH HMEEeT 3HaHHA TOJbKQ
«YIOBIETBOPHT IOCHOBHOrO MaTepualia, HO HE YCBOWI ero aeTaieii, JIONYCKAEeT HETOYHOCTH, HENOCTATOYHO

elbHOY MpaBuibHble (OPMYTHPOBKH, HapyIIEHUs NOTHYECKOH MOCIeI0BATELHOCTH B M3JIOKEHHH
[POrPAMMHOI0 MaTepHaa, UCTIbITHIBAET 3aTPY/AHEHHS [PH BBINOTHEHHH NPAKTHYECKUX paboT.
OugeHKa «Hey0BIeTBOPHTENBHOY BBICTABIACTCS CTYIEHTY, KOTOPbIil He 3HAeT 3HAUMTENLHOM
HacTH NpOrpaMMHOr0  MarepHana, JOMyCKaeT CYLIECTBEHHbIE OIUMOKM, HEYBEPEHHO, C
OOMBIINMHU  3aTPYJHEHHAMH BBINONHAET NPAKTHYECKHE pabotel. Kak npaBumno, oueHka
«HEYNOB/ICTBOPUTEIbHOY» CTABHTCA CTY/IEHTaM, KOTOPbIE HE MOTYT NPOAOIKUTL 00yUEHHe 03
AOMOJIHHUTE/bHBIX 3aHATHH 110 COOTBETCTBYIOLIEH THCUMILIMHE,

«Xopouo»

«Heynosnetsop
UTENIBHOY

6.7. Meroanueckne yKasanus 1J1st 00y4alonIHXCsl 110 0CBOCHUIO IHCIMILTHHEI

Ob6yvenue mno jgucmumiuHe «JIOKYMEHTHPOBAHHOE YIPAaBIEHHE JESTETBHOCTBHION
TIpCANoIaraeT u3y4eHHEe Kypca Ha ayIUTOPHBIX 3aHATUAX (JIEKUMH U NIPAKTHYECKHE 3aHATHSA) U
CaMOCTOSITENTBHOM paboTel CTYAEHTOB. [TpakTnyeckue 3aHATHA JUCIHUTUIAHBI
«JlOKyMEHTHPOBAHHOE yNpaBIeHHE JEATeIbHOCTHION NpeanoiaraloT HMX IpPOBeJIEHHE B
Pa3sIMYHBIX (OpMax ¢ NEIbI0 BBIABICHHS IOMYYEHHBIX 3HAHMIA, YMEHHH, HaBBIKOB M
KOMIIETEHLIHIA,

C menbio o0ecreyeHns yCHemHOro 00y4eH s CTYASHT MOMKEH TOTOBHTHCS K JIEKIIHMH,
[IOCKOJIKY OHa SIBJICTCS BKHEHIIEH HopMoit opranusanuy y4eGHOro mpoLecca, HOCKOIbKY:

- 3HAaKOMMT C HOBBIM y4eOHBIM MaTEPHAIIOM;

- Pa3sbiACHACT y4eOHbIE 7I€MEHTBI, TPYIHbIE /I8 IOHUMAHUS;

- cucTeMaTH3UpyeT yuyeOHBIH MaTepHall;

-  OpPHEHTHpPYET B y4eOHOM mpoIiecce.

Lloocomoexka x nexkyuu 3aKI09aeTes B CIENYIOMEM:

- BHHMATEIIbHO MPOYHTANTE MaTepras NpeablAyIIei JeKIHH;

- Y3HAHTE TeMy NpeJCTOAWeH JNEeKIMH (M0 TeMaTHYECKOMY IJIaHy, 1o uH(popmamu

JIEKTOpA);
- O3HaKOMBTECEH ¢ y4eOHbIM MaTEPUANIOM 110 Y4eOHUKY M YIeOHBIM IT0COGHSAM:

- TIOCTapailTech YACHHTh MECTO HM3yYaeMOil TeMBI B CBOEH NpPOQecCHOHATBHOI
IOJATOTOBKE;

- SAlIHIIHTE BO3MOXKHBIC BOIIPOCHI, KOTOPLIE BBI 3a1aIHTE JIEKTOPY HA JTEKIIHH.

Iloozomoexa k npakmuyeckum 3ansmusim;

- BHHUMATE/IBHO IPOYHTAMTE MaTepuay JIEKUHH OTHOCSIIMXCH K JaHHOMY
NPAaKTHIECKOMY 3aHATHIO, O3HAKOMBTECH C YYeOHBIM MATEpPHATIOM MO yueGHHKY K
y4eOHBIM 110COOHAM;

- BBINUIINTE OCHOBHbBIE TEPMHHBL;

- OIBCTBTE HAa KOHTPOJIBHBIC BONPOCH! 10 3aHATHAM, TOTOBBTECH JaTh PasBEPHYTHIM
OTBET Ha Ka)KJbIi U3 BOIIPOCOB;

- YACHHTE, Kakue y4eOHBIE 3/IeMEeHTBI OCTAIUCH JJIS BAC HESCHBIMH H nocrapaiTechk
[IOJIyqHTb HAa HHX OTBET 3apaHee (10 CEMMHAPCKOIO 3aHSTHs) BO BPEMS TEKYIIHX
KOHCYJIbTAIlHH IIpernojaBarelis;

- TOTOBHTBCA MOXKHO HHIMBHMIYalbHO, IIAPaMH WM B COCTaBE MAIOH TpyIIEL,
noceIHue ABISIOTC 3G PeKTUBHBIME GopMaMu paboTsL.

Iloocomoska x sxsameny. Texyumit KOHTPOIb HOJKHEI COIPOBOXKIATE pedieKcus
yHaCTHs B MHTCPAKTHBHBIX 3aHATHAX M OTBEThl Ha KJIKOYEBBIE BONPOCHI 10 HM3YUYEHHOMY
marepuany.  MTOrosellf  KOHTpOIL 1O Kypcy oOCylIeCTBAseTcss B ¢dopme oTBera
Ha 5K3aMCHAIIMOHHBIE BONIPOCHL. B caMoM Havane yueGHOro Kypca HEOOXOJHMMO MO3HAKOMUTLCS
CO CIICAYIOLIEH Yy4eOHO-METOANYECKON JOKYMEHTAII e

- OpOrpaMMoOM JHCUHUILIUHBI;




- TICPEUHEM 3HAHHH H yMEHHUH, KOTOPBIMH CTYIEHT J0KeH BJIAJICTh;

- TeMaTHYeCKHMH IIaHAMHM 3aHATHIA

- KOHTPOJIbHBIMU MEPOIPUITHAMH;

- y4eOHMKOM, yueBHBIMH 10COBUAMHE 110 AUCUHILTHHE, & TAKKe 3TeKTPOHHBIMH
pecypcamu;

- TIepeyHEM SK3aMEHAlHOHHBIX BOIPOCOB.

[Tocne storo nomkuo chopMupoBaThCs YeTKoe lipecTaBnenue o6 obbeme U Xapakrepe

SHAHWH W yYMEHHMH, KOTOPBIMH Hajo OyZeT oBmameTh MO AMCHHIIHHE. Cucremaruyeckoe
BBITIOJIHEHUE y4eOHON paboThl Ha 3aHATUSX TTO3BOIHT YCIICIIHO OCBOUTH MUCIHIUIMHY U CO3/1aTh
Xopouyio 6a3y uis cIauu SK3aMeHa.

—

(%]

1.
2.

7. YYEBHO-METOUYECKOE U HH®OPMALMOHHOE OBECIEYEHUE
AACHOUILINHBI (MOIY.JI5)

a) OcnoBuasi nureparypa

Kyrysos A. C. lla610Hs1 AOKYMCHTOB JUISl yNPABJICHUSA HPOEKTAMH [DneKTpoHHBI
pecype] / A.C. Kyry3os, A.H. [Tasnos, A.B. llaspun u Ap.— 4-e u3n., ucnp. — M. :
BUHOM. JlaGopatopus 3Hanui, 2014. — (ITpoexTsl, mporpammer, noprdenn). ISBN 978-5-
9963-2304-3

beikoa T. A, Jlokymentanuonnoe obecrieyenre ympasieHus HEroCy1apCTBEHHbIX
Opranusauuit: Yae6noe noco6ue/brikosa T. A., Cankuna JL. B., 2 m3x., nepepa6. u gom. -
M.: HUI] UTH®PA-M, 2015 - 302 c.: 60x90 1/16. - (BO: bakanaspuar) ([Teperer) ISBN
978-5-16-010379-2

['manmii E. B. JlokymeHnTanmonnoe obecnieyenue YIIpaBIICHHS: Vyebnoe
nocobue/I'mamuitE.B. - M.: UI] PUOP, HHUL| UHOPA-M, 2016. - 249 c.- 60x90 1/16. -
(IMpogeccuonansuoe obpazoBanue) (Ilepenér) ISBN 978-5-369-01042-6

0) Jononuurensuas JuTEpaTypa

. I'punGepr, A. C. HokymeHTanmonnoe obecreyenye yOpaBJieHHs [DIeKTPOHHBIT pecype] :

YYEOHHK JUIi CTYZeHTOB BY30B, OOy4alomwxcs 1o HampasieHusM «JKOHOMHKA» u
«MenemkmenTy, CHEUHAILHOCTAM «MuadopmaTukay, «JlokymeHTOBE 1eHME u
AOKYMCHTALlHOHHOE o0ecneyeHue YHOPABJICHUS», «ABTOMATH3ALUA U ynpasienue» / A. C.
I'punbepr u ap. - M. : IOHUTHU-TTAHA, 2012. - 391 ¢. - ISBN 978-5-238-01770-9.

Cgersios H. M., Hndopmannonnsie Texmomoruu YIOpaBICHUs IIPOEKTaMH: Y4yeGHOoe
nocodue / H.M. Csernos, [.H. Crer/oBa. - 2 w31, mepepab. u o, - M.: HHULl UTH®PA-M,
2015. - 232 ¢.: 60x90 1/16. - (Briciuee o6pa3zosanue: bakanaspuar). (nepernier) ISBN 978-
5-16-004472-9

banamos A.W. Vnpasnenue IpoeKTamMu: yueOHUK 115 Gakanaspos / A, U banamos, E.
M. Porosa, M. B. Tuxonosa, E. A. Txavenko; moxn pea. E. M. Porosoit. — M. -
Wznarenserso FOpait, 2013. — 383 ¢.

Enanuesa, O. II. Hokymenrannonnoe obecneyenne ynpasieuus B COLMATBHO-
KYJIBPTYPHOM CepBHCE U Typu3Me [ DIeKTPOHHbII pecype] : yue6nuk / O. I1. Enannesa, — 3-
€ U311, nepepad. u gom. — M. : ®JIUHTA : HOY BIIO «MIICY », 2014. — 360 c. - ISBN
978-5-9765-1551-2

Kupcanosa M. B. Kypc ACTIONIPOM3BOACTBA: JTOKYMEHTAIIMOHHOE ofecrey. yIIpaB.:
Yueb. noc. / M.B.Kupcanoga, FO.M.Akcenos - 6 U3, ucnp. u gom. - M.: HUILI UHOPA-M,
2014-256¢.: 60x90 1/16 + ( Hor. mar. znanium.com). - (BO: baxanaspuar). (1) ISBN 978-
5-16-006789-6

B) HnTepHer-pecypces:

Poccniickas Accoumarms Ynpasneuus Ipoekramu "COBHET" http://www.sovnet.ru/
Caiit komnaauu PMC no YIPABICHHIO TpoeKTamu http://www.pmconsult.ru/



3. CaifT MeHeDKepOB MPOEKTOB http://www.anryk.ru/
4. becmmaTHBIA TUCTAHIHOHHBILII KYpC yOpaBICHHS IPOEKTaMU
http:L"pm.mrybakov.ruf‘?gclid=CKKCI9C97aMCFQ1 gZwod03Lv3Q

8. MATEPUAJIbHO-TEXHUYECKOE OBECIEYEHUE
JAUCHUILIMHBI (MO JIST)

Hnst obecrieyenns o6pazoBaTenbHOTO Iponecca no AUCUHMIUIMHE HHCTUTYT pacroliaraet
CICAYIOUIEH MaTepHATBEHO-TEXHUYECKOH Gazoit, oGecneunBaromieii IIPOBCIEHHE BCEX BHIIOB
AUCHUTUTHHAPHON U MEXIMCUHIUTHHAPHOM TTOATOTOBKH, NIPEAYyCMOTPEHHBIX YYeOHBIM IIJIAHOM U
COOTBETCTBYIOIIHX ACHCTBYIOIMM CAHUTAPHBIM H MPOTHBONOXXAPHBIM IIPaBHJIAM U HOPMAaM:

- JICKIMOHHBIC  ayMTOPHH, 00OpPYNOBaHHBIE BHIEONPOEKIIHOHHEIM obopynoBaHHEM IS
IPE3CHTANMH, CPE/ICTBAMH 3BYKOBOCIPOM3BEICHHS, 9KpaHOM H HMEIOIIHE BLIXOI B CETh
Hurepuer;

- TOMCIICHHSA JUTS IPOBECHH [IPAKTHYECKHX 3aHATHH, 060py10BaHHbIE y4eOHOI Mebepo;

- Oubnuoreka, UMeroIas Mecta s CTYZCHTOB, OCHALICHHBIC KOMIIBIOTEPAMH C JOCTYIIOM K
0asam aHHBIX U cetn UnTepHer;

- KOMIIBIOTCPHBIE KJIaCChl ¢ KOMILIEKTOM JIMIEH3MOHHOTO [IPOrpaMMHOr0 obecrneyeHus
Microsoft Office, «Koncyasrantllmocy.
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JIMCT IEPEYTBEPKAEHUS
PABOYEMN ITPOI'PAMMBI ANCHUITIAHBI (MOZYJIs)

PaGoyas nporpamma oJ06peHa Ha Y4€eOHBII roj

IlpoTokon 3acenanus Kaenper No oT roma

3aBeayrommii Kadenpoit

Pabouas nporpamma onobpena Ha y4eOHBIH roj

[Iporoxon 3acenanus Kapeaper Ne oT roga

3aBenyrommii kabenpoit

Pabouas nporpamma onobpeHa Ha YU4eOHBIif rop

IIporokon 3acenanus Kadenpor No 0T roaa

3aBeayrommii Kadenpoit




