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1. IEJIU OCBOEHUMSA JUCIHUITJIUHBI

OcHoBHol HeJIbI0 JHCUHILTHHBI «/lokymeHTHpOBaHHOE yYHnpasJ/ieHue
ACATEIBLHOCTBIO» SBISCTCA (PopmMupoBanue y CTYACHTOB HAaBBIKOB JOKYMEHTHPOBaHHS H
OpraHM3alik paboThl ¢ JOKYMEHTAMH B [poIecCe OCYIIECTBICHHS MMM YIPaBICHYECKUX
byHKIHHA.
OCHOBHBIMH 3a129aM¥ JHCHHIIMHBI ABIISIOTCS:

® H3YHCHHC OCHOBHBIX ITOHATHH TOKYMEHTALMOHHOIO 00eCIeYeHHS VIIpaBIIeHUS;

¢ O3HAaKOMHTBH CTYJEHTOB C OCHOBHBIMH BHIaMH HOPMATHBHBIX JOKYMEHTOB, CO3aBaeMbIX
WM IPUMCHACMBIX B OpraHu3allii;

* (opmupoBaHHe ymMeHHUiT 0(OpPMIICHHS OCHOBHBIX BHIOB HOPMAaTUBHEIX JOKYMEHTOB;

¢ O3HAaKOMHTHL CTYACHTOB C MOPSJIKOM HCIIOIB30BAHHS HOPMAaTHBHOH JOKYMEHTAIlUH B
paMKax JIeOBOro OOIIEHHs, MyOIHYHBIX BBICTYIIICHHH, MPOBENEHHS I[EperoBopos,
COBEIIAaHUH, OCYIIECTBIIEHHUS AEIOBOM [ICPCTINCKH M MOMICPKUBAHHSA 3JIEKTPOHHBIX
KOMMYHUKaIINH;

¢ H3YHCHHE MPHHIIMIIOB OpPraHM3alki JOKyMEHTO000pOTa B OpraHH3aIHHy.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII BO

Jlucuunmuna 51.B.J[B.9 «JloKyMeHTHPOBAaHHOE YIIPaBICHHE AESTETBHOCTHIOY OTHOCHTCS
K qucnuumHam 1o Beidopy (/JIB.9) BapuatusHoit yactu (B1.B) 610ka 1 (b1) OIIOIL I'ny6okoe
YCBOCHHE Marcpuasa OOCCICYHBAETCS COYETAHWEM AayIMTOPHBIX 3aHSTHH M CaMOCTOSTEILHOM
paboTBI CTYZIEHTOB ¢ JIHTepaTypoii. OCHOBHBIM BHIOM Y4eOHBIX 3aHATHI 110 JAHHOMH JUCIIUILIAHE
ABJIAIOTCA JICKIMOHHBIC U NIPAKTUYECKHE 3aHATHA. M3ydeHHe IMCUUILTHHEI [T CTYACHTOB OYHON
hopMbl  0Oy4eHHs ~oOcyllecTBusieTCS B TeYcHHE ogHoro cemecrpa. Ilo aucunmmuMbe
OCYMICCTBIISACTCS TEKYIHH KOHTPOJIb H IIPOMEXKYTOYHAS ATTECTALIMS B (hopme 3K3amena.

[lpemmectByronmmn  nuenumaamy,  Ha KOTOPBIX  HEIOCPEICTBEHHO OasupyeTcs
JMCUHMIIHHA «[IOKyMEHTHPOBAHHOE yIpaBlICHHE ACATENBHOCTBION, SBIAIOTCA: «YTpaBieHHe
npoekTamu»,  «busHec-mnanupoBanue»,  «DUHAHCOBBIIL MEHE/DKMEHT»,  «YIpaBieHue
OHepanusMuy», «MeHEKMEHT KadyecTBA B  OpraHH3AlMH», «YTIpaBleHHE MePCOHAIOMY,
«MHBECTHUMOHHBIH  MeHeKMEHT», « TeXHHKO-3KOHOMHYECKHTIT aHaliu3  IMPOU3BOJICTBEHHO-
XO3SHCTBEHHOM JIeTe/IbHOCTHY. B nporecce 0CBOCHUA AHCIUIIIMABI CO3AI0TCS NPeANnOChUIKA U
TCOPETHUCCKHE OCHOBBI /UL OJTOTOBKH M HAIMCAHHS BBIITYCKHOM KBATH(DHKALHOHHOR paboTHL

3. KOMIIETEHINY OBYYAIOWIEI OCS, ®OPMUPYEMBIE B PE3Y.ILTATE
OCBOEHUS! IMCLHMILINHBI (MOLYJIST)

[Ipomecc u3yueHus AMCHUNIHHEI «Jl0OKyMEHTHPOBAaHHOE YIIPABICHHE AESTENLHOCTHION
HanpaBlieH Ha GOPMUPOBAHUE CIIEYIOIMX KOMIIETCHIIHIA:

o0uenpodeccHOHATLHBIE KOMITETEHLHH:

OIIK-1 Branenmem HaBHIKAMM TOMCKA, AHATM3A M HCIIONB30BAHHS HOPMAaTHUBHBIX |
IIPaBOBBIX TOKYMEHTOB B CBOEH IpoecCHOHANIbHOM esSTEILHOCTH

PO ecCHOHAIBLHLIX KOMIETeH LIHil:

[IK-7 BnageHueM HaBBIKAMH MOATAMHOILO KOHTPOJISL pead3auuu OM3HEC-IIJIaHOB H
YCIOBHH 3aKIIIOYaeMbIX COTJIAIICHHH, 10rOBOPOB M KOHTPAKTOB, YMEHHEM KOOPIHHHPOBATH
ACATCIBHOCTE MCIOJHUTENEH C MOMOLIBIO METOIHYECKOro HHCTPYMEHTApUSA pealu3aluu
YUPABJICHICCKHX PCUICHHH B 0071aCTH ()YHKUHOHAILHOrO MEHEKMEHTA UIS JOCTHSKCHHS
BBICOKOH COITIaCOBAaHHOCTH I1PH BbIIOJTHEHHH KOHKPETHBIX IIPOEKTOB U paboT

[1K-8 BrnajeHnemM HaBBIKAMH TOKYMEHTAILHOTO OpOpMIICHHS pellIeHuii B yIpaBieHHH
ONEPAMOHHON  (IPOM3BOJCTBEHHOH)  JeSTENIBHOCTH OpraHH3alliii  MpH  BHEJPCHHH
TCXHOJIOIMYECKHX, MPOYKTOBBIX HHHOBALIMH HJIH OPraHH3alHOHHBIX U3MEHEHHIH

[IK-11 Bnamenuem HaBBIKAMH aHaIH3a HHOpMauK o (QyHKIMOHMPOBAHHH CHCTEMBI
BHYTPCHHEr0 JOKYMEHT0000pOTa OpraHuM3aluM, BeJeHHS 0a3 NaHHBIX IO pa3sIUYHBIM



noxasaresisiM

H  (QopMUpOBaHHUS

OpraHH3alHOHHBIX IPOEKTOB

IIK-20 BrajeHreM HaBBIKAMH MOATOTOBKH OPraHU3aUUOHHBIX W PaCIOPAIUTENLEHBIX

HH(DOPMaHOHHOTO

obecriedeHus

JAOKYMEHTOB, HEOOXOIUMBIX JUIS CO3/IaHHS HOBBIX MPEANPUHAMATEIBCKHX CTPYKTYP

Tabmuna 1
Ilaanupyembie Pe3yJIbTATHI 00YYEHHUA 110 JHCIHILIHHE

peanu3auuu ynpasie HIecKux
pelueHuii B o6racTu
(yHKLUHOHAIBHOrO MeHeKMEeHTa
U1 TOCTHKEHUS BBICOKOI
COIIaCcOBAHHOCTH MpH
BBITIOJIHEHUH KOHKPETHBIX
NPOEKTOB M pabor

Koa y [Tnanupyembie pe3yabTarhbl 00y4eHus
KOMIETEHUHH Conep:kanne komnerenuny 10 AHCUHILINHE
3Hats:
31 (OI1K-1) - HopMaTuBHEIe U NpaBoBkie JIOKYMEHTBI B CBOEIT
NpoecCHOHATBHOM AeATEIBHOCTH
32 (OIK-1) — OcHOBHEIE METO/1bI MOHCKA HOPMATHBHBIX H
BIa/ICHHEM HaBbIKaMH MOMCKA, NPaBOBbLIX AKTOB
aHalu3a U UCTIONIb30BAHHS VMeTh:
OIlK-1 HOPMATHBHBIX M MPABOBBIX Y1 (OIK-1) — OcyuwecTBasTh N0MCK, aHATH3 ¥ HCMOTB30BANME
JOKYMEHTOB B CBOeil HOPMATHBHEIX H [TPABOBLIX AOKYMEHTOB
MpoeccHOHaNbHOI aesTenbHOCTH| Baaners:
B1 (OITK-1) — HaBblkamy noucka, aHaan3a 1 MCHob30BARNS
HOPMaTHBHBIX H NIPABOBBIX JOKYMEHTOB B CBOEH
MPO(eCCHOHATIBHOM AESTELHOCTH, B T.4. B OHCKOBO-
CMPaBOYHBIX CHCTEMAX
3HaTe:
31 (TIK-7) — Ga30Brle yca0BHA 3aK/TI09aEMbIX CoralueHHii,
J0TrOBOPOB M KOHTPAKTOB [UIS JOCTHKEHUA BhICOKOI
COTIACOBAHHOCTH TIPH BBINOIHEHHH KOHKPETHBIX MPOEKTOB
32 (IK-7) — 0cHOBBI GH3HEC-TLIAHNPOBAHA
33 (ITK-7) — MeTOAMKM KOHTPOIS 1 peaiH3aum GH3HEC-TIAHOB
34 (I1K-7) — GazoBbie yCI0BHA 3aK1104AEMbIX cornatleHu,
JIOTOBOPOB M KOHTPAKTOB
35 (IMK-7) — MeTonuueckuii uneTpyMeHTapmii peanuzauuu
BITaJICHUEM HABbIKAMH YNpaBJICeHYECKHUX pelIeHUI B 001acTH (PYHKUMOHATLHOTO
N03TaNHOr0 KOHTPO/A MEHE/DKMEHTA A7 JOCTHKEHHA BblCOKOﬁfOl‘.‘IaCOBﬂHHOC‘TH 1npu
peanu3auny GH3HeC-TIaHOB i | BPIIONHCHUH KOHKPETHBIX POCKTOB U pabor
YCIOBHIA 3aKITI04aeMBbIX ;}m‘"’: ] . ’
- 1 (TIK-7) — moaTan+o KoHTPOANPOBATH PeaTH3aLMIO YCIoBHIt
COTTAILCHRR, JI0MOBOPGE 1 3aKTI0YAEMBIX COTALICHHI, 10rOBOPOB 1 KOHTPAKTOB 1A
KOHTpPaKTOB, yMEHUEM JOCTHKEHHS BBICOKOH COIIacOBAHHOCTH NPH BBITONHEHHH
KOOPAWHHPOBATL AeATEeILHOCTh KOHKDETHBIX TIPOEKTOB
HCIONTHUTENEH ¢ MOMOLIBID Y2 (IK-7) — noaranno
[K-7 METOANYECKOro HHCTPYMEHTAPHUA | KOHTPOIMPOBATH PEATH3ALIMIO GH3HEC-TLIAHOB 1 YCIOBHI

JAKTI0YAEMBIX COTUIALICHHH, 10IOBOPOB ¥ KOHTPAKTOR

Y3 (I1K-7) - KoOpAMHHPOBATE A€SATENLHOCTE HCITOIHNTENEH ¢
TIOMOLLBIO METOAHYECKOr0 HHCTPYMEHTAPH PeanH3alliu
YNpaBieHYECKHX pelieHHH B 001acTH (pyHKLUHOHAILHOTO
MEHEKMEHTA 151 I0CTHKCHNS BHICOKOH COT/IACOBAHHOCTH TIpH
BLITIONIHEHHH KOHKPETHLIX MPOEKTOR 1 paGoT

Y4 (T1K-7) - nosranuo KOHTPOJIMPOBAThL Peanu3aliiio GusHec-
[LIaHOB H YC/I0BHH 3aK/1I0MAEMBIX COTJIALICHHIT, I0TOBOPOB U
KOHTPAKTOB

Baagets:

B1 (I1K-7) — HaBbikaMu nodTanHoro KOHTPOJIS pealn3aliiu
YC/IOBHH 3aKTIO4AEMBIX COrAILCHHUI, 10rOBOPOB H KOHTPaKTOB
A75 JOCTHAEHMA BLICOKOH Or1acoBaHHOCTH NPH BbINOIHEHHH
KOHKPETHBIX [POEKTOB

B2 (ITK-7) — HaBbIKAMH MOITAMHOrO KOHTPOJIS peannzatum
GH3HEC-TIIAHOB M YCIOBHIT 3aKTH0YaEMBIX COrIaleHHi,
Z10TOBOPOB M KOHTPAKTOB

YYaCTHUKOB




Kon
KOMITETeHUHH

Conep:kaHie KoMneTeHUNH

[lnanupyembie pesyabTaTe 06yueHns
M0 AHCUHILIHHE

K-8

BJIaJ€HUEM HaBbIKAMH
AOKYMEHTaILHOT0 0QOpMIeHHA

3HaTh:

31 (ITK-8) - GazoBele NpaBuIa 10KYMEHTATLHOTO othopmieHus
PEILCHUH B yTIpaBieHuH ONepalMoHHON (POU3BOACTBEHHO)
ACATEILHOCTH OPraHH3alUMH NPH BHEAPEHHH TEXHOIOTHYECKHX,
NPOAYKTOBBIX HHHOBALIMIA MM OPraHH3alHOHHBIX U3MEHEHMUIT

pelleHuit B YIIpaBieHuu
OnepaLHOHHOI
(MpoHu3BOACTBEHHOIT)
ACATENBHOCTH OpraHu3aluii npu
BHE/IPEHHH TeXHOMOTHYECKHX,

YmeTb:

¥1 (I1K-8) — nokymeHTansHo 0OPMASTE pelieHns B yripasieHuu
OMnepaurHoHHO (TPOM3BOICTBEHHON) 1EATEABHOCTH OpraHu3amm
MPH BHEAPEHHH TEXHOTOTHYECKHX, POAYKTOBLIX HMHHOBALIMI WK
OpraHH3alHOHHBIX M3MEHEHHMIT

NPOIYKTOBLIX HHHOBALHI HIH
OPraHu3alHOHHBIX HIMEHEeHH I

Baaners:

B1 (T1K-8) -naBbikamu okyMeHTaIHOTO OdopMICHHS pelennii
B YIPAB/ICHHUHU OMEPaLMOHHOI (TPOU3BOACTBEHHOI)
AEATEILHOCTH OPraHU3aLMH MTPH BHEAPEHHH TEXHOIOMHYESCKUX,
MPOAYKTOBBIX MHHOBALWH WM OPraHU3aLHOHHBIX U3MEHEHH

MK-11

BJla/IeHHEM HaBbIKaMH aHaJIH3a
UHpOpMALIH O
(YHKIHOHUPOBAHUN CHCTEMBI
BHYTPEHHETO JI0KYMEeHT0000poTa

3uaTh:

31 (TTK-11) — Buabl, cocTaB U CTPYKTYPY AOKYMEHTOB,
OTPAKAIOLIMX CHCTEMY BHYTPEHHETr0 JIOKYMeHTooGopoTa
OpraHH3aLiK, OPraHoB roCY1apCTBEHHOTO U MYHHUMIAILHOTO
YIpaBieHus

32 (ITK-11) — METOAB! M METOANKY BeJeHHs Ga3 AaHHBIX 10
PasiH4HBIM [OKa3aTe/1sM B OPraHM3allMaX, OpraHax
rOCYapCTBEHHOTO M MYHULIUIATBHOTO YNIpaBIeHHs

33 (TIK-11) — npusumre: 1 ocobennoctu GpopMuposaiius
HH(OPMALIMOHHOTO OGeCTIeYeHNs B OPraHH3aLNAX, OPraHax
FOCYIaPCTBEHHOTO M MYHHMLIHIATLHOTO YIIPABJIEHHS

OpraHu3alnu, BeleHus 6a3
A@HHBIX 110 Pa3HYHbIM
nokasarensam u GopMUpOBaHUs
HH(OPMALHOHHOTO 06ecneyeHus
Y4aCTHHKOB OPraHH3aLUMOHHBIX
NpOEKTOB

YmeTb:

Y1 (TMK-11) — yMeTb pacCUNTHLIBATE OCHOBHBIE MOKA3ZATETI,
HEOOXOAMMBIE 118 Pean3aLlii OPTraHH3aALHOHHBIX IPOCKTOB
Y2 (IK-11) — ocymiecTBsTh BBIGOP HH(OPMALMOHHBIX CPECTS
15 uX 06paboTKH B COOTBETCTBUM C MOCTABIEHHON 3anadei,
AHA/IM3MPOBATE PE3YIbTaThl PACYETOB M 00OCHOBLIBATE
[10J1y4CHHBIE BBIBO/bI /1A NPUHATHSA YIIPABICHUECKHUX PELUEHHU I

Baagers:

Bl (IIK-11) - naBbixamu aHanu3a nnbOpPMALIMH, HCITONB3YEMOH B
NpOLECCe YNPaBICH!S, [1TaHHPOBAaHKA W IPOTHO3UPOBAHMUS],
peaiH3auni OpraHH3alHOHHBIX [TPOEKTOB

B2 (TIK-11) — npuemamu ynpasieHus onepaunoHHOI
JACATENLHOCTLIO OpraHu3alluii

MK-20

3HaTh:

31 (ITK-20) — THNOBBIE OPraHM3aLIMOHHLIE H PACTIOPSAUTEAbHbIE
JIOKYMEHTbI

32 (I1K-20) — HOpMATHBHbIE 1OKYMEHTBI, pernamMeHTHpYIolIHe
MOPAIOK CO3AAHHUS HOBBIX NPEANPHHHMATENLCKHX CTPYKTYP
33 (IMK-20) — npaenia Bejienns ayauTopoM paoueii
JIOKYMEHTALHM

34 (ITK-20) — npasuna oopMICHUS Pe3yIbTAaTOR AYJIUTOPCKOi
NpOBEPKH

35 (TIK-20) — nopsnok BLLAA4HM MOAB30BATEIAM PE3YILTATOR
TIPOBEPOK

BJIa/leHHEM HaBbIKaM i
MOArOTOBKM OPraHU3alHOHHBIX U
pacropAINTebHBIX JOKYMEHTOB,
HEOOXOMHUMBIX IS CO3JaHUs
HOBBIX MPeINPHHUMATEIbCKHX

CTPYKTYp

YmeTn:

Y1 (IK-20) — roTOBHTH TUNOBEIE OPraHH3aLHOHHBIC |
pacropaauTebHbie

JOKYMEHTBI

¥2 (IK-20) — Herons308aTh HOPMATHBHBIE TOKYMEHTH 114
Co3qaHuA

HOBBIX TPEANPHHUMATENBCKHX CTPYKTYP

¥3 (IIK-20) — elpamars apryMeHTHPOBAHHOE MHEHHE O
JI0CTOBEPHOCTH (PMHAHCOBOI OTHETHOCTH OpraHHU3alMH

Baaners:

B1 (TIK-20) — HaBbIkaMH MOATOTOBKH THIIOBBIX
OpraHM3alHOHHBIX H PACMIOPAIHTEIBHBIX TOKYMEHTOB,
HCOOXOAMMBIX IS CO3AHHS HOBLIX TIPEANPHHAMATE/IECKHX
CTPYKTYp

B2 (TIK-20) — nokymenTansHoro ohopmaeHus ayMTOPCKOM
NPOBEPKHU: COCTABICHUA ayAMTOPCKOTO 3aKTIOYEHHUS 110
pe3yieTaTaM NpoBeAeHHOH ayIUTOPCKON NPOBEPKH




4. CTPYKTYPA U COAEP)KAHUE ANCIIATIIAHDBI (MOYJIsI)

Kypc paccunmran ma 18 wacoB nekumit, 36 wuacos NpakTHYecKuX 3ansatuii u 90 yacos
CaMOCTOATENILHOM paboTel. Beero 4 3auernsix exuunusr (144 yaca). [Ipomexyrounas arrecrarms B

(hopme 3auera ¢ oneHKoi MpeaycMOTpeHa B 8 cemectpe.
Tabnuna 2
O0beM AHCHHIIHHBI
Bu yueOHLIX 3aHsTHI ; O6bem ,EIHCIIHI(I;"IHHI:I, yac.,
cero em
H caMocTosiTe/ILHAas padoTa 25451817 ] m;] [0 [T 12
Ounan popma obyuenun
Konrakruas padora obyuaommxcs ¢ 54 54
NpernoaaBaTe/ieM, B TOM 4Hce:
JIEKLIMOHHOTO 18 18
naboparopHbie paboThl
MPaKTHYECKOro 3aHATUSA 36 36
Camocrositebnas paGora cryenra (CPC) 90 90
IIpomexkyTounas aTrecrauus Jcoy Jcoy
OGwas TpyaoemKkocTs (uac. /3.e.) | 144/4 144/4
Tabmnuua 3
CTpyKTYypa IHCUHIIHHBI
Buasl yueGHO#H paboTel, BKOUas Ti(;i:;fo
CAMOCTOATENBHYIO PabOTyY CTYICHTOB Obbem KOHTpO1s
g_ M TPYA0EMKOCTS (B Hacax) L‘;%?)I:Efi o ——
e| 2 e (ho nedensm
Ne Paznen (Tema) 3 § . . } npu.\«c;cr{uem cemecmpa),
n'n JHCLHTITHHEI 2 = = 2 = thopma
o E S| 85| 5E| 2 £ By | FERCDEEENCAH NPOMEAKYTONH
o 5| £ E| 2 == = X METOA0B &
=| 8| £E5| & gl &¢| S| = (B uacax / %) o
S| 8 g4 £ & = aTTecTaluH
é E < (no
cemecmpanm)
1 Beenenue B 8 1 1 2 9 1,5/50 5 O D
«lokymeHTHpOBaHHOE
YNPABJIEHHE IeATEeLHOCTRLION
2 OCHOBHbBIE BH/IbI 8 1 1 2 9 1,5/50 O, T
YIPaBIEHYECKHX JOKYMEHTOB
3 OcHoBHbIe TpeGoBanns K 8 |2 |2 |4 9 3/50 O, T, 1
odopmieHHI0 PeliTuHr-
YNPaBJIEHYECKHX TOKYMEHTOB KOHTpOb Nol
4 Cospnanue 1 npeacrasiexne 8 [3 |2 [4 9 3/50 O, T
Npe3eHTaLuii
5 OCHOBHBIE BHIBI 8 |4 |2 |4 9 3/50 O, T, 1
3JIEKTPOHHBIX I0KYMEHTOB
6 Cnyx6a nenonpoussoncreas |8 |5 |2 |4 9 3/50 O, T
OpraHu3alHu
7 Opranmzauus paGotsl ¢ 8 (6 (2 |4 9 3/50 O, T
HOKYMEHTaMH Pefirunr-
KOHTpoO.b No2
8 Jlenonpoussoactso no 8 |7 (2 |4 9 3/50 o), T. A
JIMYHOMY COCTaBy
0 Homenknarypa nein. 8 |8 (2 |4 9 3/50 O,T. 1
[ToaroToBka nOKYMEHTOB s
XpaHeHHS B apXuBe
10 | ABTOMaTH3aLMA MPOEKTHBIX 8|9 |2 |4 9 3/50 O T, I
paboT PeliTuHr-




KOHTpO/b No3

Bceero 8 18 | 36 90 27/50 3auer ¢
L OLEHKO
O —onpoc, T — mecmuposanue, JT — ouckyccus.
Tabnuma 4
Coaep:kanue JHCHHIIHHBI
Koaw1 3YH

Nen/n | HaumenoBanue Tem Coaepmxanune Tem Koas (B cooTBETCT-

P &

KOMIeTeHUHii
BuH ¢ Tadu. 1)

Tema 1 BseneHue B [lonarue gokymenta. CymHocTh OIK-1 31 (OI1K-1),
«I];oxymem'npoaa}{ JOKYMEHTHPOBAHHOTO ofecneyeHus 32 {0]‘[}{_1),
HOe yrpaBJieHne YIpaBIeHYeckoii qeatensHoeTH. OcHOBHBIE V1 (OIK-1),
NEATETLHOCTLION MOHATHS JOKYMEHTHPOBAHHOTO 00ecneueHns B1(OIK-1),

YOPaB/IeHYECKOH AeATebHOCTH. [JOKYMEHT U
uHpopmauus. Dopmyisp A0KyMeHTa.
IOpunnyeckas cuna nokymenta. Tunonorns
JOKYMEHTOB.

Tema2 | OcHosHble BUABI Knaccuduxanmus HOpMAaTHBHBIX I0KYMEHTOB, MK-11 31 (TK-11),
yApaBeHYecKnx OpraHu3alHOHHO-PACTIOPAANTEILHBIE TOKYMEHTHI. 32(IK-11),
JIOKYMEHTOB DuHaHcoBO-GyXraiTepekas 10KYMeHTAIHs, 33(IK-11),

Hayuno-TexHuueckas 10kyMeHTaLHA. VI(TIK-11),
Hopmarusuas npasosas 1okymentauus. Tpyaoras V2(IIK-11)
A0KyMeHTauusA. OTYETHO-CTATHCTHYECKHE ‘
nokyMenTel [lpoekTHas 10KkymeHTauus, BI(IIK-11),

B2(TTK-11).

Tema3 | OcHoBHbIE [Topsok  AOKYMEHTHPOBaHHA  YIpaBIeHYECKOl [TK-20 31 (ITK-20),
TpeGoBaHus K ACATENLHOCTH. YHU(MKAIMS W CTaHIapTH3aLus 32(I1K-20),
ohopMIEHHIO YIPaBAeHYECKUX JIOKYMEHTOB. Buasl 0JaHKOB. 33(TK-20),
yIIpaBieHYecKux OcHOBHbIE  PEeKBH3NTBI  J10KyMeHTOB. [lopsiok 34(TTK-20),
LOKYMEHTOB _l}OﬂFOTOBKH 1 0(hlOpPMIICHHUS NPOCKTOB ,ELOK}’MCHTOB: 35(ITK-20),

HpaKUPOBAHME JIOKYMEHTOB, [Mopsaok VI(ITK-20)
O(OpPMICHHS  OTIEIBHEIX BHIOB HOPMATHBHBIX £l
A0KkymMeHTOB.  CoOBpeMEHHOE  J€10BOE  MHCLMO. Y2(I1K-20),
[paButa BesleHus 1€10BOM MEpeMHCKHU. Y3(I1K-20),

BI(ITK-20),
B2(T1K-20).

Tema 4 Co3naHue u OcHOBHBIE I0KYMEHTEI CO3/1aBaeMBble JIIA T1K-7 31 (1‘[}{-?),
NpecTaBieHne OCYLLIECTB/ICHHS JE10BOT0 OOLLICHHA M NPOREICHNA [1K-8 32 (IK-7),
npe3eHTalmit MyGIUYHBIX BRICTYTUICHMUH B Oprauusaimn. Bus [K-20 V1 (IK-7),

npesexTaunii. [lopsiok cozganus Guznec- V2(TIK-7),
npe3eHTalUni. MHCTPYMEHTBI MPOBEACHHA IEN0BLIX V3(TIK-7)
nyGAuUHBIX BEICTYNICHHKH. [Topanok 2
NpeACTaBIEHNS TIpe3eHTaLMil., S;EEE';‘?=
B3(I1K-7),
31 (ITK-8),
Y1 (I1K-8),
BI(TIK-8),
31 (I1K-20),
32(I1K-20),
33(T1K-20),
34(TTK-20),
35(I1K-20),
VI(TTK-20),
V2(TIK-20),
Y3(ITK-20),
B1(I1K-20),
B2(I1K-20).

Tema 5 | OcHoBHbIE BUIBI TToHsaTHE 2N1EKTPOHHOTO Z0KYMEHTA, MK-7 31 (MK-7),
3N1eKTPOHHBIX Knaccuukanuus 31eKTpOHHBIX 10KYMEHTOB, K-8 32 (TIK-7),
JIOKYMEHTOB DNEKTPOHHbBIE JOKYMEHTBI B PAMKAX DAEKTPOHHBIX MK-20 V1 (IK-7),

KOMMYHHKaUMH, PaboTa ¢ 31eKTpOHHBIMHU V2(I1K-7)
AokymeHTamu. Tlopsiok nepeBoaa 31eKTpoHHO Y3(HK-7)’
JoKkymeHTaUuH B OymakHyto GopMy 1 oBpaTHo. B (HK-?),
DOH ANEKTPOHHBIX JOKYMEHTOB OPraHH3aLHH. B2(MK.7)




Ne n/n

Haumenosauue tem

Copep:xanue Tem

Konei
KOMMEeTEeHUHI

Konbr 3YH
(B cooTBETCT-
BUM ¢ Tabu 1)

OBecneuenne undopmaunonnoii GesonacHocTi npu
paboTe ¢ HNEKTPOHHBIMU T0KYMEHTAMH.

B3(I1K-7),
31 (TIK-8),
V1 (TIK-8),
BI(ITK-8),
31 (MK-20),
32(T1K-20),
33(I1K-20),
34(IK-20),
35(IK-20),
VI1(TIK-20),
V2(TTK-20),
V3(I1K-20),
B1(ITK-20),
B2(TTK-20).

Tema 6

Cnyx0a
IeNoNpOH3BOICTBA
B OpraHH3alHu

llopsnok oprauusaumu u paGoThl OTAETOB -
JIOTIPOU3BOACTBA B opranusauusx. Llean u 3amaun
cnykber IOY. Oyukunn cnyxber OV, Tpasa u
OTBETCTBEHHOCTL  cayxOul  JJOY.  [lopaaok
B3auMoaeHcTBHA caykObl IOV ¢ apyrumu
CTPYKTYPHBIMH N0Apa3acIeHUsIMH,

[IK-7
[TK-8
MK-20

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

Tema 7

Opranusauus
paboTsl ¢
JNOKYMEHTaMH

[lopsagox npuema aokymenToB.  Permcrpaums,
HampaBleHHe W paccMOTPeHHe  BXOAALei
KoppecrniodiacHuuy.  [lopsiok  MoAroToBkH W
pervcTpauun HCXOASALIHX " BHYTPEHHHX
AokyMeHToB. Yuer ofbema aokymentooGopora.
Opranusauus KOHTPOIIS HCMOMHEHUS 10KYMEHTOB.

[K-7
K-8
[K-20

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

Tema 8

Henonpoussoncts
0 M0 JIHYHOMY
COCTaBY

3HaueHHe KaPOBBIX TOKYMEHTOB, Buibl kaapoBbix
JokyMmentos. Tpynosoit norosop.
Hoxymenraimontoe odopmaenue npuema na
pa6oty. Tpysoeas kHusxkka. Jluunas kaprouka.
Jlnunoe neno corpyaunka. Iopaaok XxpaHenus

[K-11

31 (TK-11),
32(TIK-11),
33(MK-11),
VI(TTK-11),
V2(ITK-11),




Ko | Koawi 3YH
Nen/n | Hanmenoeanue tem Conep:xanne tem (B cooTBeTCT-
KOMIeTeHUHIi
BHH ¢ Tada. 1)
KanpoBbIX JOKYMEHTOB. BI(TIK-11),
B2(TIK-11).
Tema 9 | Homenknarypa nen. | Cocrasnenne HoMeHKNaTYpsl e, DopMHpOBAHHE OTIIK-1 31 (OIIK-1),
[MoaroToska n opopmaenne nen. Buabl peectpos. Dxcnepruza 32 (OIIK-1),
JOKYMEHTOB 11131 LeHHOCTH 10KkyMeHToB. [lopsanok mepenawm nen B V1 (OTK-1),
XPpaHEHHA B apXHBe dPXHB. [TouckoBsie cucTeMsl Mo JOKYMEHTAaM. B l(on K'] )
Tema 10 ABTOMaruzaums CucTema aBTOMATH3MPOBAHHOTO NPOEKTHPOBAHNA OIIK-1 31 (OIIK-1),
npoextHsix pador | (CAIIP). Opranusauus uHGOPMAUMOHHEIX TOTOKOB. 32 (OIIK-1),
Crpykrypa Gaska 1aHHbIX. OCHOBHBIE V1 (OIK-1),
Pa3sHOBUIHOCTH ABTOMATHIWPOBAHHBIX CHCTEM 1714 B l(Ol_lK-I J
KOHCTPYHPOBAHHS, POEKTHPOBAHMS, AHATH3A 1
YMpaB/IeHHA NPOCKTaAMH. 3KCE’IC})T}IBIC CHCTEMBI.
5. OBPA3OBATEJIBHBIE TEXHOJIOI'UH
I JenmoBas wurpa — MeToA HMHTALMH TIPUHSTHS peUICHHs B  pPa3IdyHBIX

TIPOU3BOACTBCHHBIX CUTYallMAX, OCYLIECTBIISEMBIX M0 3aJaHHBIM TIPABHIAM TPYIIOH Joaeil B
ANATIOTOBOM PeXUME. AKTHBHOE CPEJICTBO 00yYeHHS.

2 Jliuckyccnst — gopma yueGHO paGoTEl, B pamkax KOTOPOH BBICKa3bIBAIOT CBOE
MHCHHE 110 BOMpOCy, IIOCTaB/ICHHOMY Mpernojasaresnem. [Iposeienne auckyceuit moapasymesaer
CaMOCTOATENLHBIH TIOArOTOBUTE/BHBIN 3Tall B BUJE HAMMCAHHS 3CCE, TE3UCOB, pedepara 1o
MPE/UI0KEHHOMY BOIIPOCY.

3 Meroxn kefic-crammu — oGyyenue, npu KOTOPOM CTYACHTBI H TNpernogaBaTeln
YHacTBYIOT B HEMOCPEICTBEHHOM OOCYXIEHHH EOBOH CHTYALMH MM 3a1adyd, B3STOH U3
NPAKTHKH PealbHOTO (PYHKUMOHHPYIOMIETO NpeanpuaTHa. OCHOBOM Ul CO3MAHHS KEHCOB
ABJISIIOTCS TAaHHBIC KOHKPETHBIX NpeAnpusTiid, a umeHHo: 000 «BC3 «Texuuka», OAO «BIIO
«Toumar», OO0 «AmGuTyc», OAO «Asanrapa», OAO «3nekrpokabensy, OAO «Crs3HOMY U
AP, @ TAKIKE MaTepHalIbl [IEPHOIUYCCKOH MeYaTH, a MMEHHO, CTaThH XKypHATOB «VIHHOBAIMHY,
«PUCK», «IIpoGieMsl Teopun 1 mpakTHku YNIPaBICHUSN», « IKOHOMUYECKHI aHau3», «DKO»,
«MenemkmMenT nHHOBALMINY U 1Ip.

6. OLEHOYHBIE CPEJACTBA JUJISI TEKYIIEI'O KOHTPO.ISI YCIIEBAEMOCTH,
IMPOMEXXYTOYHOMN ATTECTAIIUHU 110 UTOT'AM OCBOEHMSI
JUCHUNIJIMHBI U YYEBHO-METOJAUYECKOE OBECIIEYEHUE
CAMOCTOSTEJIBHOM PABOTBI CTYJIEHTOB

6.1. Ilepevens yueGHo-MeTOANYECKOr0 0GecnedeHHs IS CAMOCTOSITENbHOI padoTsbI
00y4aImMXCH M0 AMCHUTLTHHE
1. Tpynoemkocrs  camocrostensHolt  paGoTHI CTYIEHTOB 0 JAHCLHUIIIMHE
«JloxymeHTHpOBaHHOE 00ecTeuen e aesTeNbHOCTH Y cocTanseT 90 yaca.

Tabmuua 5

Bonpocet das camocmosmenshozo uzyuenus

T$51 Bonpockl, BLIHOCHMbIE HA cAMOCTOSITEILHOE H3YYeHHe Kon-Bo wacos
1 CucTeMa aBTOMAaTH3HPOBAHHOIO MPOCKTHPOBAHMS! (CAITP) 9
2 Opraxusauus nHYOPMALHOHHEIX OTOKOB. BaHKH JaHHBIX. 9
3 CrpykTypa 6aHKa JaHHBIX. 9
4 OcHOBHbIE PasHOBMIHOCTH aBTOMATM3MPOBAHHBIX CHCTEM JUIA KOHCTPYMPOBaHU, 9
NPOEKTHPOBAHMKA, AHAJIW3A H YIPABIEHUS IPOEKTAMH.
5 DKCNEepTHbIE CHCTEMBI. 9




6 CTpyKTypa XpaHeHHs POEKTHOI JOKYMEHTaIHH. 9

7 [lopsimok  apxuBMpoBanus — npoeKTHOI OOKYMEHTAUMH Ha OyMakHBIX M 9
3IEKTPOHHBIX HOCUTENSX UHBOPMALIHH,

8 O0ecneyenne HHGOPMALHOHHOI Ge30M1ACHOCTH. 9

9 KonTpons Bepcuii. 9

10 Buael CATIP 9

Hroro: 90

6.2. ®OH/ OLIEHOYHBIX CPEACTB ISl IPOBEXCHHs HPOMEKYTOYHOMH ATTECTAHH

oﬁyqaloumxcﬁ Mo JHCHHUIIHHE

[IpomexyTounas arTecraums CTYZEHTOB MO AMCHMILTHHE «JIokyMeHTHpOBaHHOE
YNPaB/ICHHE ICATEILHOCTBIO) MPOBOANTCS B COOTBETCTBHH ¢ YUeGHBIM M1aHOM B hopMme 3auera
¢ oueHKoii B 8 cemecTpe A1d cTyneHToB. CTYEHTEI JOMYCKAIOTCS K 3K3aMEeHY M0 JTUCLHIUIHHE
B CIydae BBIIOJHCHHS MM y4eOHOrO NIaHa MO0 IAMCLUMILUIMHE: BBIIOJHEHHS BCEX 3aMaHuil u
MEpPOINPUATHH, IPETYCMOTPEHHBIX IIPOrPAMMOi THUCIHILIHHBL

6.3. Ilepeyens KomMmeTeHMii ¢ yKazaHHeM 3TanoB HX pOPMHPOBAHUS B nporecce
0CBOCHHs 00pa30oBaTEAbHONH NPOrPAMMBbI

B Xoae HpOMC)KyTO‘IHOfI arTecTalluu OCYLICCTBIIACTCA KOHTPOJIb OCBOCHHA
KOMIIETEHIUH B COOTBETCTBHH C ATanaMu ux Q)OpMHpOBaHHﬂ.
Dranel q)O[)MHPOBaHHH KOMIIeTeHIHii B X0/1€ H3YYEeHH S THCHHITTHHBI
«/lokyMeHTHpOBaHHOE yNIpaB.IeHHe eI TeIbHOCTHION
Tabnuua 6
|

Ne n/n | HaumenoBanue tem Coaep:xanue Tem Koael komnerenunii

Tema | | Beemenue B [Tonsrne nokymenra. Cyumnocts 31 (OIIK-1),
«JlokyMeHTHpOBaH | AOKYMEHTHPOBAHHOrO ofecneyeHHs 32 (OIIK-1),

HOE yTpaBleHHe ynpaeneHueckoi aearensHocti. OCHOBHbIE V1 (OIK-1),
HSTENEHOCTRION TNIOHATHA JOKYMEHTHPOBAHHOTO 0GecneyeHns B1(OIK-1)
YIPaBIeHYECKOH NeATeNbHOCTH, [JOKYMEHT H '
utopmatins. QopMysIp A0KyMeHTa.
FOpuanueckas cuna gokymenta. Tunonorus
JOKYMEHTOB.

Tema 2 | OcHOBHbBIE BHIBI Knaccudmxauus HOpMaTuBHBIX J0KYMEHTOB, 31 (TK-11),
YIpPaBJIEHUECKHX OpraHu3aLHOHHO-PACNOPAINTENLHEIC 32(IK-11),
NOKYMEHTOB JOKYMeHTbI. PUHaHcoBO-OyXrantepekas 33(IK-11),

AOKyMeHTaunsA. HayuHo-TeXHH1eckas YVI(TK-11)
aokymenTauus. HopmatusHas npasosas V2(IK-1 1}’
JNokyMmeHTauus. Tpynosas 10KyMeHTALHA. BI(MK-11 ;
OT4eTHO-CTATUCTHYECKHE IOKYMEHTEL (TMK-11),
[lpoekTHas J0KyMEHTaLMA, B2(TIK-11).

Tema 3 | OcHOBHBIE [lopsnok  1OKYMEHTHPOBAaHMS YNpaBIEHYECKOH 31 (TTK-20), VI(ITK-20),
TpeGoBaHus K ACATE/ILHOCTH. YHU(MKAUMA W CTaHJapTH3aLus 32(TIK-20), V2(ITK-20),
oopMIEHHIO YMPABACHYECKUX [0KYMEHTOB, Buael Giankos. 33(11K-20), V3(I1K-20),
YNPaBIeHYECKHX OCEI?OT':{C A (boﬂ;:ﬁ:'cm"ﬂ' n';‘;z“ﬂgg 34(I1K-20), BI(I1K-20),

NOArOTOBKH otopmieHus KT
ACEYMERTOB JNOKYMEHTOB.  THpakMpOBaHHE  IOKYMEHTOB. 35(TIK-20), B2(I1K-20).
[Topsmok  oopMieHHs — OTACABHBIX  BHIAOB
HOPMATHBHBIX  JoKyMeHTOB.  COBpeMeHHOe
nenoBoe nucemo. TlpaBuaa BeieHWs 1e10BOM
HEPEIHCKH.

Tema 4 | Coszmanue u OCHOBHEIE JOKYMEHTBI CO3AaBAEMBbIE /14 31 (TK-7), 31 (ITK-20),
npeacTaBIeHNe OCYLIECTB/CHHS 1e710BOT0 0GLICHUA H 32 (TIK-7), 32(I1K-20),
npeseHTaumii MpoBeAeHns myGaHIHBIX BEICTYT/IEHHI B V1 (1IK-7), 33(I1K-20),

oprauu3aunn. Buasl npesentaunii. [Nopsaaox V2(TK-7) 34(I1K-20)
co3ganus GusHec-npesentaunit. MucrpymeHTsl . o
NPOBEACHUS TeI0BBIX NYOIUUHBIX BBICTYTAEHHI. SB?(II'[IE :::)’ SSI(EII(( %i{]})
[Topsinok npeacTasieHus npe3eHTalNiL.. (IK-7), ; (TK-20),
B2(TTK-7), V2(ITIK-20),
B3(T1K-7), V3(ITK-20),
31 (TTIK-8), B I(ITK-20),
V1 (T1K-8), B2(ITK-20).




Ne n/n

Haumenosauue tem

Conepskanne Tem

Koabl komnerenumii

B I(TTK-8).

Tema 5 | OcHoBHBIE BHIbI [onaTHe 31eKTPOHHOIO AOKYMEHTA, 31 (TIK-7), 31 (TIK-20),
3MEKTPOHHBIX Knacendukaims anekTpoHHIX 10KyMEHTOB, 32 (ITIK-7), 32(IK-20),
JOKYMEHTOB DIEKTPOHHbBIE JOKYMEHTh] B paMKax V1 (ITIK-7), 33(T1K-20),

INCKTPOHHBIX KOMM}THHK&HHH. Pabora ¢ yz(nK_?)' 34(HK-20)
7IEKTPOHHBIMI JOKYMEHTAMH. [Topsnok V3(TIK-7) 35(TTK-20),
NepeBo/id 3MeKTPOHHOH TOKYMEHTAIHK B B1(ITK- 7)’ VI(TIK-2 0)'
Bymaxknyio gopmy i o6parso. Gona 4 S
JIEKTPOHHBIX JOKYMEHTOB OpraHH3allii, B2(T1K-7), Y2(IIK-20),
O6ecneuenne nupopmatonHoii GesonacHocTH B3(TIK-7), VY3(IIK-20),
1pH paboTe ¢ NEKTPOHHBIMH 10KYMEHTAMH. 31 (TIK-8), B 1(T1IK-20),

V1 (ITK-8), B2(T1K-20).

| BI1(ITK-8),

Tema 6 | Cnyxoba [lopsinok opranuzamu ¥ paboTel OTAENOB e- 31 (TIK-7), 31 (ITK-20),
NEeNIONPOU3BOICTRA | /IONPOU3BOACTBA B oprannsamiax. Lleau u sanauu 32 (TIK-7), 32(I1K-20),
B OpraHM3aLiy cayn6et OY. Oyukuun cayx6st I0Y. [Tpaa u V1 (IK-7), 33(TTK-20),

OTBETCTBEHHOCTh  caykGbl  JIOY.  Tlopsaok V2(ITK-7), 34(TTK-20),

B3auMosiercTeusa cayxOer JIOY ¢ apyrimu V3(TK-7) 35(ITK-20)

CTPYKTYPHBIMH MOAPa3IeIeHUIMH, B ](HK-‘?): YI{HK-ZO),,
B2(TTK-7), V2(T1K-20),
B3(TTK-7), V3(TIK-20),
31 (TIK-8), BI(TIK-20),
V1 (ITK-8), B2(T1IK-20).
BI1(TTK-8),

Tema 7 | Opranunszaums Iopsanok npuema gokymeHtos. Perucrparus, 31 (MK-7), 31 (TTK-20),
paboThI ¢ HallpaB/ICHHE M paccMOTpeHue  BXOAsALUIei 32 (TIK-7), 32(TIK-20),
AOKYMEHTAMH KOppeCnOHICHIIMH, ﬂopﬂﬂok NOArOTOBKH M Vi (nK-‘]), 33(]‘[}(_20),

PETHCTPALMM MCXOASLLUX u' Bl[.\’TpCHHH‘X V2(TIK-7), 34(ITK-20),

an " oo st |y | s

mfxymm R ' BI(TTK-7), VI(ITK-20),
B2(I1K-7), Y2(TIK-20),
B3(ITK-7), Y3(I1K-20),
31 (T1K-8), B1(ITK-20),
V1 (IK-8), B2(TTK-20).
BI(ITK-8),

Tema 8 | HMenonpoussoacTso | 3nauenue KaipoBbIX T0KYMEHTOB. Bubl 31 (TK-11), V2(TIK-11),
110 IMYHOMY Kanposbix gokymeHToB. Tpynosoii gorosop. 32(TTK-11), BI(ITIK-11),
cocTaBy HoxymenTauuontoe oopmienue [pHeMa Ha 33(I1K-11), B2(IIK-11).

pabory. Tpynosas kumwkka. Jlnunas kaprouka. VI(TIK-11),
JlnuHoe aeno coTpyauuka. [Topsaaok XpaneHus
K4IpOBBIX JIOKYMEHTOB.

Tema 9 | Homenknarypa nen. | Cocraenenue HOMEHKTIaTyphl aen. 31 (OIIK-1),
IToaroroska Dopmuposanne U odopmiaenue gen. Bumsl 32 (OIIK-1),
JIOKYMEHTOB JU1s peecTpoB. DKCNepTH3a LEHHOCTH HOKYMEHTOB. V1 (OIK-1),
XpaHeHus B apxuBe Hopsnox nepenaun gen B apxus. [TomckoBbIe B1(OTK-1).

CHCTEMBI 10 JOKYMEHTAM.
Tema ABTOMAaTH3aLIUA Cucrema aBTOMaTH3MPOBAHHOIO 31 (OITK-1),
10 MpOeKTHbIX paboT | Npoekruposanus (CATIP). Opranusauus 32 (OI1K-1),
HHPOPMAUMOHHEIX NoToKoB. CTpykTypa GaHka V1 (OIK-1),
Januex. OCHOBHBIE PA3HOBHAHOCTH B1(OIK-1).

ABTOMATHIHPOBAHHBLIX CHCTEM /114
KOHCTPYHPOBAHUA, NPOSKTHPOBAHMA, aHAIM3a W
YHNpaBIeHHS NIPOSKTAMH. c‘)KCl]epTHb[e CHCTEMBI.




6.4. Onucanue nokasareseil M KPUTEPHEB OLMEHHBAHMS KOMIICTEHLII Ha PA3THYHBIX
dTanax ux GopMUPOBAHUS, ONHCAHNE HIKA OLCHUBAHMS

Tabmuna 7
IlokaszaTenn u KpUTEPHH OLIEHHBAHHS KOMIEeTeHUUH 110 TanaM ux GopMHPOBAHUS
Koabi
HaumenoBanue T Koani 3YB IMokazaTenn Kputepun i
TeM 4 OLleHHBAHHUS OLleHHBAHUSA
TeHuuii
Beenenue B OIK-1 31 (OIIK-1), Bonpockt | Ouenka «OTJIMYHON
«JlokymMmeHTHpO 32 (OIIK-1), Ha 3a4eTe ¢ | BBICTABMAETCA CTYIEHTY,
BaHHOE V1 (OIIK-1), OuUeHKO# 1-4 | ecnu OH ry6oKo W MpoyvHO
yIpasJieHue BI(OI1K-1), YCBOUI MporpaMMHslii
JEATENIbHOCThIO MatepHan, HCYepnbIBaloLle,
OcHoBHEIe [K-11 |31 (TIK-11),| Y2(TTK-11),| Bompocsl | NocnemoBatenbHO, YeTKo H
BH/IbI 32(TIK-11),| BI(ITK-11),| Ha 3aueTe ¢ | A0rHueckH cTpoitno OTIHYHO
VIpaBieHYeCKH 33(IIK-11), [ B2(ITK-11). joueHkoii 5-10 usnaraer ero Ha sk3ameHe,
X IOKYMEHTOB VI(ITK-11), YMEET TEeCHO YBA3bLIBATH
OcHOBHEIE MK-20 |31 (ITK-20),| VI(I1K-20),| Bompocsi | Teopuio ¢ MPaKTHKOIA,
TpeboBaHus K 32(TTK-20), | V2(TTIK-20),| Ha 3auete ¢ | cBOGOAHO crpaBnfgeTcs c
oopmIIeHHIO 33(T1K-20), | V3(TTIK-20), | ouenkoii 11-| 3anauamu, BompocamMu  u
yNpaBlaeHYeCKn 34(ITK-20), | BI(TIK-20), 13 JpYruMu BHAaMH
X JIOKYMEHTOB 35(I11K-20), | B2(ITK-20). MPHUMEHEHHS 3HAHMUIA,
Coznanue u [TK-7 31 (IK-7), |31 (ITK-20),| Bonpockl | MpHYEM He 3aTpyIHSETCS C
npejacTaBieHne [IK-8 | 32 (TIK-7), | 32(T1K-20), | Ha 3auere ¢ | OTBETOM npH
Mnpe3eHTaLHi [K-20 | V1 (TK-7), | 33(TTK-20), | ouenkoit 14- | BUIOM3MEHEHHH  3a/laHMil,
V2(IIK-7), | 34(TTK-20), 18 NpaBuIbHO  0GOCHOBBIBAET
V3(ITK-7), | 35(T1K-20), MPHHATOE peLIeHH e,
BI(IIK-7), | VI(TIK-20),
B2(ITK-7), | Y2(ITK-20), Ouenka «XOpOoLLOY
B3(T1K-7), | V3(IIK-20), BbICTABIIACTCS cTynenty, Xopouo
31 (IIK-8), | BI(ITK-20), eclii  OH TBEpAO 3Haer
V1 (ITK-8), | B2(TTK-20). MaTtepuall, rpaMOTHO M M0
B1(TIK-8), CYILIECTBY M3JlaraeT ero, He
OcHoOBHEIe MK-7 31 (IK-7), |31 (ITK-20),| Bonpocel | AOMYCKas  CYLIECTBEHHBIX
BH/IbI [K-8 | 32 (TIK-7), | 32(TIK-20), | Ha 3a4ere ¢ | HETOUHOCTEH B OTBeTe Ha
INEKTPOHHBIX [K-20 | V1 (IIK-7), | 33(TIK-20), | ouenkoii 19-| Bonpoc, MTPpaBUIIEHO
IOKYMEHTOB V2(TIK-7), | 34(ITK-20), 30 MPUMEHACT TEOPETHYECKHE
V3(TIK-7), | 35(TTK-20), MOJIOKEHHA TPH  peLIeHHH
BI(I1K-7), | V1(I1K-20), MPaKkTHYECKUX BOIPOCOB M
B2(IK-7), | V2(I1K-20), 3amad, Blajeer
B3(ITK-7), | Y3(I1K-20), HEOOXOOMMBLIMH  HaBblKaMu
31 (TTIK-8), | BI(TIK-20), H npHeMaMu HX
V1 (ITK-8), | B2(ITK-20). BBIMOJHEH U,
BI1(ITK-8),
Cryxba MK-7 | 31 (TIK-7), |31 (ITK-20),| Bonpocer | OueHka
NENONPON3BOJIC [1K-8 32 (IIK-7), | 32(I1K-20), | Ha 3auete ¢ | «YAOBJICTBOPHTEILHON
TBA B [K-20 | VI (TIK-7), | 33(T1K-20), | ouetkoii 31-| BbICTaBAAETCA CTYACHTY,
OpraHu3aluu Y2(TIK-7), | 34(T1K-20), 35 €CIH  OH HMEET 3HaHHA
V3(IIK-7), | 35(TTK-20), TOJILKO OCHOBHOTro [Y10B1eTBO
BI(IIK-7), | V1(TIK-20), MaTepuana, HO He YCBOWJI PHTEbHO
B2(ITK-7), | V2(TIK-20), €ro  nmertaneil, gomyckaer
B3(IK-7), | Y3(ITK-20), HETOYHOCTH, HEIOCTATOYHO
31 (T1IK-8), | BI(ITIK-20), NpaBHibHbIC
V1 (I1K-8), | B2(ITK-20). opmynuposku, HapyieHus
BI1(TTK-8), JIOTHYECKON’
Opranmsauus [IK-7 | 31 (TIK-7), |31 (T1K-20),| Bonpocpr | MOCA€A0BATEILHOCTH B
| paboTsl ¢ [IK-8 | 32 (TIK-7), | 32(T1K-20), | Ha 3auere ¢ | H3OKEHHH MPOrPAMMHOTrO
NOKYMEHTAMH [MK-20 V1 (TTK-7), 33(“}(_20), OLIEHKOTH MarepHana, HCMBITBIBAET
V2(TIK-7), | 34(I1K-20), | 36-48 3aTpYAHEHHA npH
V3(IIK-7), | 35(T1K-20), BbLINOTHEHHH [PaKTHYECKHX
BI(IIK-7), | VI(TTK-20), pador.
B2(TIK-7), | V2(ITK-20),
B3(I1K-7), | V3(I1K-20), Ouenka
31 (IK-8), | BI(ITK-20), «HEY/0BIETBOPHTEJILHO»




Haumenosanue Koat [Moxazarenn Kputepun
KOMIle- Koawi 3YB Ouenka
Tem OUEeHHBAHNS OLeHHBAHHS
TeHLHIi
Y1 (TTK-8), | B2(I1K-20). BbICTABJIAETCA CTYZIEHTY,
BI(ITK-8), KOTOPbIii He 3HaeT
Henonpoussonc [K-11T |31 (TTK-11),| V2(TTIK-11), Bonpocs! | 3naunTensHOI YacTH |
TBO 110 THYHOMY 32(TK-11), | BI(IIK-11),| Ha 3ayerte ¢ | nporpaMmHoro MaTtepHaa,
cocTaBy 33(TIK-11), | B2(TIK-11).| oueHkoii | ZOMycKaeT CyleCTBEHHbIe
YI(TIK-11), 49-54 OLIMOKH, HEYBEPEHHO, €
Hometknarypa | OIIK-1 (31 (OTK-1),V1 (OTK-1)] Bompocer | 007BUIMMI 3aTpyHeHmsMI
aen. Toaroroska 32 (OIK-1), BI(OIK-1).| na3auere ¢ | BBIMOIHACT ~ MpaKTHYeCKHe
JOKYMEHTOB U8 omenkoii | Padotsl.  Kak  npasuo,
XpaHCHUA B 55-62 OLIEHKa
APXURC «HEYIOB/IETBOPHUTEIBLHON Heynosners
ABTOM&THB&LLHH OITK-1 31 (OHK-I},Y] (OHK-]), BOI’]pOCbI CTABUTCSH CTYE€HTaM, OPHUTEILHO
MPOEKTHBIX 32 (OI1K-1),{B1(OIIK-1).| Ha 3auere ¢ KOTOpbIE He MOTYT
pador OLUEHKOH | mpomomkuts 0OyueHue Oe3
63-67 JOTIONHUTENLHBIX  3aHSTHI
no COOTBETCTBYHOLLE
JUCLNITHHE. |

6.5. TunoBbIe KOHTPOALHBIE 3JAHHUS WIN HHbIE MaTepHaJibl, He0OX0AUMbIE /IS OLIEHKH
3HAHMH, yMeHNil, HABLIKOB M (HJIH) ONBITA JeATETHLHOCTH, XapPAKTEePH3YIOIIHX ITANLI
(opMupoBanus KoMneTenumii B npouecce 0CBoOEHMSsE 00pa3oBaTeIbHOH NPOrPaMMBbI

Bonpoce! 171st noAroToBKHM K onpocy ne aucuumInHe «/lokyMeHTHpOBaHHOE yIpaB.ienne
AEATEIbHOCTHIO»

Tema 1. Beenenne B «/lokyMeHTHPOBAHHOE yIIPABICHHE AEATETLHOCTHIO)

1. Ilonsrtue mokymeHra.

2. CyuHOCTh 1OKYMEHTHPOBAHHOTO 0GECTICUEHHS YIIPABIICHYECKOH e TeTbHOCTI,

3. OCHOBHBIE  MOHSATHS  JOKYMEHTHPOBAHHOTO  OGECIIeUeHHS yIIpaBICHYECKOM
JEATENBHOCTH,

4. JloxkymeHT u uHpOpMAaIus.

5. ®opmynsp J0KyMEHTa.

6. IOpumuyeckas cuaa TOKyMeHTa.

7. Tunonorus 10KyMeHTOB.

Tema 2. OcnoBHBIE BHIABI yIPABIEHYECKNX JOKYMEHTOB

1. Krnacenduxarmst HopMaTHBHBIX TOKYMEHTOB.

2. OpraHu3annoHHO-PAaCHOPSANTENBHbIE JOKYMEHTEL.

3. ®unHaHCOBO-OyXranarepckas JOKyMEHTAIHS.

4.  HayuyHo-TexHMYeCKas JOKYMEHTAL[HS.

5. OpraHn3auHOHHO-IPaBOBas JOKYMEHTAlMH: yupeXuTebHBIH JIOTOBOp, yCTaB,
NOJIOXKEHHE 00 OpraHM3aliy, CTPYKTYpa M INTaTHAS YHCIEHHOCTD, MOJIOKCHHE O CTPYKTYPHOM
TI0pa3/ie/IeHUH, ITaTHOE PaClUCaHKe, TOKHOCTHAS HHCTPYKIIUSL.

6. OTYeTHO-CTATHCTHYECKHE JOKYMEHTBI.

7. TlpoekTHas noKyMmeHTanus.

Tema 3. OcnoBubie TpeGoBanus K 0popMICHHIO YOpaBJeHYeCKHX T0KYMEHTOB
[Iopsitok 1OKyMeHTHPOBaHHS yIIpaBIeHYeCKO! AeSTeIbHOCTH.

YHHUKALHUS ¥ CTaHIapPTH3ALMS YIIPABIEHYECKHX JOKYMEHTOB.
Buast 651anko0B.

OcHOBHBIE PeKBH3HUTBI I0KYMEHTOB.

Iopsinox moaroToBku 1 opopmiIeHHs TPOEKTOB JOKYMEHTOB.
TupaxupoBanue 10KyMEHTOB.

[Topsinok odpopMIIeHHs OTETBHBIX BHIOB HOPMATHBHBIX JOKYMEHTOB.
CoBpemenHoe J1eJ10BO€ MTHCHMO.

. [IpaBuna BeseHHs 1€/10BOM MEpemHCKH.

Tema 4. Cospanne n npeacrasienne npeseHramuii

0N U W



1. OcHOBHBIE JOKYMEHTHI CO37aBaeMble JUIS OCYIIECTBIEHHS eIOBOLO obueHuss u
[IpOBE/IeHHs MYOIMYHBIX BRICTYIUICHUI B OpraHU3aIuHy.
2. Bwunel npesenranuii.
3. Tlopsmok co3nanus Gu3HeC-TIpe3eHTALMIA.
4. MHCTpyMEHTBI IpOBeIeHHS AETOBBIX MyGIHYHBIX BLICTYILIEHHUIL.
5. Tlopsanok mpescTaBieHus Mpe3eHTaIHil.
Tema 5. OcHoBHBIE BHIBI 21€KTPOHHBIX JOKYMEHTOB
[lonsaTHE 31EKTPOHHOrO TOKYMEHTA.
Knaccudukanus sneKTpoHHBIX 10KYMEHTOB.
DJICKTPOHHbIE IOKYMEHTHI B PAMKaX 3/1€KTPOHHBIX KOMMYHHUKALHA.
PaboTa ¢ 91eKTpPOHHBIMH JI0OKYMEHTaMH.
[lopsiiox mepeBosia 211eKTPOHHOM AOKYMEHTAIMH B Oy MaXKHYIO dopmy u o6parho.
DOH/T 3JIEKTPOHHEIX JOKYMEHTOB OpraHH3aIHH1.
Obecrnieyenne MHMOPMALHOHHON 6€30MACHOCTH IIpH paboTe ¢ DBIEKTPOHHBIMH
JOKYMEHTaMH.
Tema 6. Ciryx6a 1e10npOH3BOACTBA B OPraHU3ALMH
[lopsinok opranusamuu 1 paGOTEL OTAENOB NETOMPON3BOACTEA B OPraHH3aIMX.
Lemn u 3anaun ciyx6e1 JIOY.
Oyukuuu ciyx0os JJOV.
[IpaBa u oTBeTCTBEHHOCTH Ci1y k061 JJOV.
IMopsinok B3aumoneiictsus ciysx6ut JJOY ¢ apyrimu
CTPYKTYPHBIMH [TOJIpa3 e/ ICHUAMH.
Tewa 7. Oprannsanusi paboTsl ¢ JOKYMEHTaAMH
[Topsinox mpuema 10KYMEHTOB.
Perucrpauns, nanpasnenue i paccMOTpeHHe BXOAIIEH KOPPECTIOHIEHIIHH,
[Topsi/IoK MOATOTOBKY M perucTpaliy HCXOAAIMX U BHYTPEHHHX JOKYMEHTOB.
Yuer obnema JokyMeHTO060pOTA.
Opranusaiust KOHTPOJIs HCTIOJIHEHHS TOKYMEHTOB.
Tewa 8. Jle1onpon3BoacTBO MO IHYHOMY COCTABY
3Ha4YeHne KaapoBbIX JOKYMEHTOB,
BHIbBI KaZIpOBBIX JOKYMEHTOB.
TpynoBoii norosop.
JloxymenTanuonHoe odopmieHue npuema Ha pabory.
Tpynosas kHuxKA.
JInynas kaprouka.
Jluvnoe neno coTpyaHMKa.
[lopsiok XpaHeHHs KaJpoBhIX JOKYMEHTOB.
Tema 9. Homenxk1atypa e IToAroToBka 10KyMeHTOB /15l XpAHEHHS B apxuse
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1. CocTaBneHHe HOMEHKIIATYPHI Je1.

2 dopmupoBaHue U 0popMIEHHE .

3. Bujie! peectpos.

4. DKCepTH3a eHHOCTH JJOKYMEHTOB.

=3 [Topsinok nepenauu e B apxuB.

6. [TorcKOBBIe CHCTEMBI 110 IOKYMEHTaM

Tema 10. ABToOMaTH3aUMA IPOEKTHBIX paboT.

i, Cucrema aBTOMaTH3UPOBAHHOTO TpoekTHpoBanus (CAIIP).
2, Oprauuzanust HHGOPMALMOHHBIX IOTOKOB.

3 Crpykrypa GaHKa JaHHBIX.

4. OcHOBHBIE pa3sHOBUHOCTH aBTOMATH3HPOBAHHBIX CHCTEM JIISl KOHCTPYHPOBAHHS,

NPOCKTHPOBAHHS, AHAITU3a U YIIPABICHHS [IPOEKTAMH.
3 OKCIEPTHBIC CHCTEMEI.



IIpumeps! TecToBBIX 3aaaHmii
10 AMCUMILTHHE «/J0KYMEHTHPOBAHHOE YNpaB/IeHHE AeATeAbHOCTHION,
HCIO/Ib3YeMbIX IIPH TEKYIIEeM KOHTPOJ1e
Peiituar kourpoas Ne 1

I. CoBoKymHOCTE paloT MO JOKYMEHTHPOBAHMIO €STETBHOCTH YUPSKIACHHA M IIO
OpraHU3alui JOKYMEHTOB B HEM — 3TO:

1) 00BeKT Jen0npon3BOICTRA;

2) IeI0NpOH3BO/ICTBO;

3) co3taHue CUCTEMBI JIOKYMEHTAaLUH;

4) enuHas rocynapcTBEHHAs CHCTEMA JOKYMEHTALIHH.

2. COBOKYIHOCTb B3aHMOCBS3aHHBIX JI0KYMEHTOB, NPUMEHSEMBIX B ONpeJeéHHoi chepe
JEATEIBHOCTH, — 3TO

1) cuctema gOKyMeHTaNuy;

2) 00BEKT IeNonpOH3BOCTRA;

3) npeaMeT eNI0NpPOH3BO/ICTRA;

4) eMHAs TOCY/IAPCTBEHHAS CHCTEMA TOKYMEHTALIHH.

3. JlokyMeHTalHOHHOE 06eCeueH e YIIPABICHHS — ITO:

1) JedTeNbHOCTh anmapara yIpaBjieHHs, OXBATHIBAIOLIAS BOIIPOCKHI JIOKYMEHTHPOBAHHS H
OpraHM3aIMi padoThl C IOKYMEHTaMH B IIPOLECCE OCYINECTBICHHS MM YIIPABICHUECKUX
GbyHKUHi;

2) TpaBHIBHO O(OPMIICHHBIE JOKYMEHTHI, OTPAKAIOLIHE BECh CHEKTp yNpaBIeHYECKOH
NeSTeIbHOCTH MPENPHATH

3) opraHm3anus J0KyMEHTO000pOTa B YUPEKIACHHUH,

4) KOMILIEKC OCHOBHBIX MOJIOKEHHH, ONpeNeIsionmX U PeriaMeHTHPYIOLUX OpraHH3aIHIo
JOKYMEHTHPYEMBIX MTPOLECCOB HA IPEANPUATHH.

4. Cranpaprusanus — 370:

1) cBepka MOKyMeHTOB yupeskaenus ¢ TpeGoBanust TOCT:

2) polece yCTaHOBJICHHS U NMPUMEHEHHS TIPABUI C LEJbIO YIIOPSIIOYEHHS AESITEeIBHOCTH B
JeJIONPOU3BOCTRE;

3) cBepka JOKYMEHTOB YYpeXACHHS ¢ (DAKTHYECKHM HAIHuMeM COOTBETCTBYIOIIHNX
MaTepUuaIbHBIX Omar;

4) KOMILIEKC TOOXKEHH T, ONpeIeNMIOIMX OPraHH3aAIHIO JIOKYMEHTOB Ha MHpeANpUsITHH.

5. CucTeMa IOKyMEHTALMH, CO3/IAHHAS 110 €THHbBIM [paBHJIaM U TpeOOBaHUSM, — 3TO:

1) yauduunposaunas cucrema JOKYMEHTAIHH;

2) ETCH:

I TOCT:

4) 00OBeKT JeI0MPOU3BO/ICTBA.

6. KomIuiekec OCHOBHBIX MOJIOXKEHHUH, ONMpeNeNsIomuX u PerJiaMeHTUPYIOLINX OpraHH3aruio
NPOLECCOB HA IPEANIPHATHH, — ITO:

1) EI'CZI: Ennnolt rocynapcTBeHHOM CHCTEMBI I€IONIPOU3BOACTRA

2y TOCT:

3) 0OBEKT eonpou3BoICTRA;

4) yHupHLIEpOBaHHAS CHCTEMA JOKYMEHTAIIHH.

7. CucreMa JOKYMEHTALUH — 3TO:

1) COBOKYMHOCTH B3aHMOCBA3aHHBIX JOKYMEHTOB, INPUMCHAEMBIX B OIpeseEHHON cdepe
JeATENBHOCTH;

2) COBOKYITHOCTB BCEX JIOKYMEHTOB, OTBevatomux Tpedosannsm [OCT:

3) COBOKYIIHOCTB BCeX JOKYMEHTOB, CO3/aHHAS B COOTBETCTBHY ¢ EI’ il

4) oopmIeHHEe TOKYMEHTOB I10 €HHBIM PABHIIAM.

8. Ut HeJb3s OTHECTH K chepe AeTOmpOH3BOACTBA?

1) opopmienne cexperapém npukasa o nmpuéMe Ha paboTy COTpYIHUKA;

2) opopmiienne cekpeTapém mo npockbe HaYATBHUKA NO3APaBUTEILHON TeIerpaMMBI IS €ro
MaTepH;



3) obopMrenue cekpeTapém 110 mpockle HaYAThHUKA CIIy)K€OHOM 3aIUCKH B BBIMIECTOSLIYIO
HHCTaHIIHIO;

4) ohopmIIeHHE CEKpETapEM IIPOTOKOJIA COBEIIAHMIS PYKOBOJUTEICH OTHEOB.

9. Kakoit M3 HMKE NEPeYHCTIeHHBIX TOKYMEHTOB He OTHOCHTCH K rpyInmne HHPOPMAIUOHHO-
CIIPaBOYHBIX ?

1) oObsicHUTE IR HAS 3amHCKa;

2) JoKIaaHAas 3alucKa;

3) CIHCOK;

4) rpaduxk.

10. O6®exT nenonpousBoacTBa — 3TO;

1) odopmicHne N0KyMeHTOB, OTpakkalOmMX Bech CIEKTP YTIPABJIEHYECKOH JeSATeTEHOCTH
TNPEANPUATHS, & TAKXKE OPraHH3alMIO JOKYMEHT0000pOTa B YUPEKICHUH

2) cuctema JIOKYMEHTOB, CO3/IaHHAS Ha OCHOBE €JIHHBIX CTaHJapTOB;

3) npaBHIIa, ONpeeNAIomHMe OPraHn3auio JOKYMEHTHPYEMbIX IPOLECCOB Ha NpPeaIpUSITHH;

11. Opranusanus 10KyMeHTOOG0pOTA HA TIPEANPHATHH BKITIOUAET JBHIKCHUE JOKYMEHTOB ¢
MOMEHTA HX IOJIY4YEHHUS WIH CO3JIaHHs U J10;

1) X perucTpanuu B COOTBETCTBYIOMIEM KypHaje,

2) 3aBepUICHHS HCIIOMHEHHUS, OTIPABKH HIIH CJA4H B JIEJ10;

3) BX mepesaun COOTBETCTBYIONIMM JOKHOCTHBIM JTHIIAM;

4) ¥X aHHYJIHPOBAHMA.

12. CucremMaTH3MpOBaHHbI TIepedeHb 3aroj0BKOB Jej ¢ yKa3aHWeM CPOKOB MX XpaHEHUS —
3TO:

1) HomenKnaTypa;

2) ab6peBuarypa;

3) apXUBHBI CIIHCOK;

4) Katanor XpaHeHHus.

13. B 4ém coctout (popmupoBanue nei B OpraHH3ainu?

1) B OTHECEHUHM TOKYMEHTOB K ONpPeIeTEHHOMY eIy H CHCTEMATU3AIHHT JOKYMEHTOB BHYTPH
nena;

2) B OpMHPOBAHHHM MOIIMBOK IOKYMEHTOB;

3) B cOCTaBIEHHH ONHUCEH TOMEUIEHHBIX B MTAIIKY JIOKYMEHTOB;

4) B OTHECEHUH JIOKYMEHTOB K ONpPeIeTIEHHOMY JeIy ¥ CIayH UX B apXHB.

14. CxonbKO 9K3eMILISIPOB TI0OKYMEHTOB BKJIOYAETCS B 1ET0”7

1):2;

2.3

3)1;

4) 110 YCMOTPEHHUIO OpraHHu3aLiH,

15. Kakoii goymkHa 61Tk ToNIMHA 1ema?

1) He menee 400 nucToB;

2) He 6onee 250 nucros;

3) He MeHee 250 1HCTOB;

4) B 3aBUCUMOCTH OT 00BbEMa TTAITKH.

16. I'ne xpansaT Tekymue aena?

1) B crienmanbHOM OT/IE]IE ApXMBA;

2) B cefidpe pyKOBOAUTENS OPraHU3AINH;

3) Ha pabouKX MecTax;

4) B CHIELMANBHBIX XPAHUIIMINAX.

17. I'ne popmupyrores rekymme nena?

1) B CTPYKTYpPHBIX ITOpa3/ieleHUIX HITH Y ceKpeTaps;

2) B aIMMHHCTPALIHH YUPEIKICHHUS;

3) Y PYKOBOJHTEIsl OpraHH3al[HH;

4) B CrieUMaNbHOM OT/IENE apXHBa.

18. Ilenonpou3BoacTBo — 310:



1) COBOKYMHOCTH PaboT 1O JOKYMEHTHPOBAHHMIO AESTENLHOCTH YUPEXK/ICHHS;

2) oopMmIleHHE NOKYMEHTOB, OTPAKAIOMMX BeCh CIEKTP YIPABICHUYECKOH IeATeIbHOCTH
IPEAIPUATHS;

3) npaBAIBHOCTE O(OPMIIEHHS JOKYMEHTOB, OTPAKAIOMINX BECh CIIEKTpP YIpaBIeHYECKOM
AEATENBHOCTH TP AIPHSITHSL.

4) COBOKYNHOCTb IOKYMEHTOB, IIPHMEHAEMBIX B ONPE/IENEHHOI cepe IesTeTBHOCTH.

PeiiTiar koHTpos Ne 2

1. B xakoM ci1yyae Ha IOKyMEHTe He BOCIIPOU3BOIHTCA SMBJIeMa OpraHu3anun’?

1) ecnu Ha loxymenTe yxe nomewén reps Poceuiickoit @eneparm;

2) ec/i Ha IOKYMEHTE y:Ke IoMewéH repb cyonexta Poccuiickoit deeparun;

3) eciu Ha JIOKyMeHTe ye moMemnéH rep6 Poccuiickoit Qenepanun i repd cydnbexra
Poccuiickoii @enepanuu;

4) ecii OpraHu3alKs HEe CYHTACT HYKHBIM [OMEIIATh SMOIEMy Ha JOKYMEHTE.

2. T'ne momemiaercst ToBapHBIN 3HAK WK 5MGJIEMa OpraHH3aLHH?

1) B BepXHeM JIeBOM YTy,

2) B BepXHEM TIPaBOM yTIly;

3) B LIEeHTpE BEpXHETO IOJIS;

4) B COOTBETCTBUHU C YCTABOM HIIH MOJIOXKEHHEM OpraHU3alHH.

3. B xakom cityyae oopmIIsieTcss Ko OpraHu3anin?

1) 1o KenaHuIo OpraHu3aIny;

2) ecnu TaKoit KOJ IPHCBOEH;

3) €CIIH IOKYMEHT SBJISETCS UCXOSIINM;

4) ecm IOKYMEHT SIBIIAETCS 0CO00 BaXKHBIM.

4. Kak nomkeH oGopMISITECS KO OpraHu3aIinu?

1) B Buzte tudp B npaBoit BepxHeii yacTu cTpanuis Nel;

2) B Buzte uup B NeBOit BepxHell yacTh crpanusl Nel;

3) B Buze OyKB ¥ HHQp B JIeBOH BepxHeil yacTu crpanuisl Nol;

4) B Buzie OykB 1 uup B npasoii BepxHeil yactu crpanuus! Nel.

5. B cooTBeTcTBUH ¢ Yem mpocTaBsAeTcs Koi GpOPMBI JOKyMeHTa?

1) B COOTBETCTBHH ¢ BHYTPEHHHMH IIPABHIIAMH OpPraHU3AIMH;

2) B COOTBETCTBHH C 0OIEPOCCHHCKUM KIIaCCH(PUKATOPOM yIIPaBIeHHs TOKYMEHTALHH;

3) B COOTBETCTBUH ¢ HauIexKamuM tpeGosanuem [OCT;

4) B cootBeTcTBHM ¢ EI'CJI.

6. I'e yxa3bIRaeTcsl HAUMEHOBAHUE BLIIECTOSIIEH OpraHH3auu?

1) Hay| HauMEHOBaHHEM OpraHHU3aLMH, BHITYCKAIONIEH JOKYMEHT;

2) no/i HAMMEHOBAHHEM OPTaHU3ALlMH, BBITYCKAIONIEH JOKYMEHT;

3) clleBa OT HAMMEHOBAHUSI OPTAHHU3ALIMH, BBITYCKAIOLIEH TOKYMEHT;

4) cripaBa OT HAMMEHOBAHHUSI OPraHU3alliH, BBITYCKAOLICH JIOKYMEHT.

7. YTo BKIIOYAIOT B ce0s CIIPaBOYHbIE JaHHble 00 OpraHu3armu?

1) moyToBsIit azpec u e-mail;

2) MOYTOBEIH anpec u HOMEpa Teae(OHOB;

3) mo4TOBBIA anpec, HoMepa Tele(OHOB U APYrHe CBEIEHHS, KOTOPBIE OPraHM3alis CUHTaeT
HYKHBIM YKa3aTh;

4) e-mail, Homepa TenedoHOB U pakca.

8. JUist Kakoro BH/1a JJOKyMEHTOB HaUMEHOBAHHE JOKYMEHTA He YKA3bIBAeTCs?

1) BBIIUCKa U3 MPOTOKO.IA;

2) fenoBas 3amKcKa;

3) nuceMoO;

4) oTuéT.

9. Kakumu cumBotamMu oopmiisieTcs 1ata 1oKymeHTa?

1) puMckuMH tudpamu;

2) apabckumu nudpamu;

3) PUMCKHMH U apaOCKUMH IUQpaMHu;



4) pUMCKIMHU U apabCKUMK IU(PaMHI H GYKBAMH.

10. Kakum 06pa3om no/mkHa BBINISAETH JaTa TOKYMeHTa?

1) B BUzE: JIeHB, MeCHIL, TO/T;

2) B BUJE: MECHII, FOJ;

3) B BUZE: BpeMs, I€Hb, MECSIL, TO/I;

4) B mpou3BOIBHOM (hopme.

11. Kaky1o nary cieyer npocTaBisTs B IPOTOKOJIE 3ace1anus?

1) naty 3acenanus;

2) naty ohopMIIeHHS IPOTOKOIA;

3) JaTy noamHcaHus NPOTOKOIA;

4) naty oopMIIeHHS TIPOTOKOJIA B JIEIIO.

12. 113 4ero cocToUT perncTpaoHHbIH HOMEpP JOKYMEHTA?

1) U3 NOpAIKOBOro HOMEpA, KOTOPBIH MOKET OBITH JOIMOIHEH 1O YCMOTPEHHUIO OpraHU3aIliH;

2) TOJIBKO U3 MOPSAKOBOrO HOMEPa JOKYMEHTA;

3) U3 UHJIEKCa JIeNTa, B KOTOPOE MOAIINBAETCS TOKYMEHT;

4) 10 yCMOTPEHHIO OpraHu3aIHH.

13. Yto He BXOJUT B COCTAB PEKBU3UTA (IIOAIHCHY?

1) nu4Has MOIIHCE;

2) HaNMEHOBaHME JI0KHOCTH JIHLA, IIO/IUCABIIEr0 10KYMEHT;

3) ypoBeHb 06pa3oBaHusl A, IOANHUCABIIETO JOKYMEHT;

4) bamunus M1, IOANKCABIIETO JOKYMEHT.

14. 13 yero cocToHT rpug cornacoBanus I10KyMeHTa?

1) cinosa « COT'JTACOBAHO »;

2) u3 ciosa «COI'JTACOBAHO» 1 nosnucu ¢ pacinpoBKoii;

3) m3 cnosa «COI'JTACOBAHO», mnommucu ¢ pacmudpoBKOil U AaThl TOAMHCAHHS
JOKYMEHTa;

4) U3 cnosa «COI'JTACOBAHOY, NOMKHOCTH MHI@, HAMMEHOBAHHUS OpraHu3anuu Hu
MOJIHUCH ¢ paciu(poBKOI.

15. U3 yero cocTouT OT™METKA O 3aBEPEHHU KOTTHH?

1) manmuen «BEPHO» 1 moanucyu Q0/5KHOCTHOTO JIHIA ¢ pacin(poBKOii;

2) mapmucn « BEPHO», noamucu omkHocTHOrO MHIta ¢ pacindpoBKOH U JaToii 3aBEPEHMUS;

3) vaanucu «BEPHO», nomxHOCTH 3aBEPSIOIETO JIUIIA, €T0 MOANUCH U JIaThl 3aBEPEHHUS;

4) nagnucu «BEPHOY, noymkHOCTH 3aBepsIomiero Juia, ero MOAMHCH C pacmupoBKOi U
JaThbl 3aBCPEHUS.

16. MoskHO 11 11enaTh OTMETKY O MOCTYIIEHHH JOKYMEHTA C IOMOLIBIO LITamIia’

1) na, Mo yCMOTpEeHHIO OpraHu3alnHy;

2) HeT;

3) 1a, TOJBKO B KPYIHBIX OPraHU3aIHMAX;

4) na, TOTBKO B FOCYJAPCTBEHHBIX OPraHH3allHsIX.

17. Kaxoit popmar Gymaru He ucnonssyercs st 6GnaHKoB?

1) Ad;

2) AS;

3) A3;

4) Ae6.

18. Kakyro Gymary »enatebHO HCIIONB30BATH I H3TOTOBJICHUS GTAHKOB JOKYMEHTOB?

1) Genyto;

2) KENTyio,

3) roybyro;

4) Ha YCMOTpPEHHE OpraHu3alMu.

PeiiTuar-konTpoas Ne 3

1. T'ne xpanstes fena no HCTEYCHUH CPOKa TEKYLIETO XPAHEHHUS?

1) B apxuBe;

2) y pYKOBOJHTEIISI OpraHU3alliu;



3) y cekpeTapsi pyKOBOIHTEs OPraHH3alHH;

4) nosexaT aHHYJIMPOBAHUIO.

2. Kakum 06pa3om onpenensieTcs eHHOCTS JIOKYMEHTOB?

1) 110 1107103k eHUIO B OpraHM3aLmy JNLA, MOANNCABIIEro JOKYMEHT;

2) 0 CPOKY TaBHOCTH JJOKYMEHTA;

3) ¢ MOMOIIBIO IKCIEPTU3EL,

4) B 3aBHCHMOCTH OT TOTO, MAILIMHONMCHBIA MIIH PYKOIHCHBIH TEKCT MPUCYTCTBYET B
JOKYMEHTE.

3. KTo mpoBomT sKcnepTusy JoKyMeHTa?

1) pyKoBOOMTEE OpraHHU3aliy;

2) ceKpeTaph MU ACNIONPOU3BOANTEID;

3) aKcniepTHAsA KOMHCCHS,

4) npe/IcTaBUTENb APYrOH OpraHU3aIHH.

4. Kax Ha3bIBAIOTCS JOKYMEHTBI, HCTIOJIB3YIOLIHECS B cepe ynpasnenus?

1) opraHu3aIMOHHO-pacIOpAANTE bHBIE;

2) opraHH3aLHOHHO-TEXHUYECKHE;

3) aAMHHHCTPAaTHBHLIE,

4) ynpagienueckue.

5. JIo/KHOCTHAsE HHCTPYKLUS — 3TO:

1) nokyment, wu3gaBaemslii [IpaBuTenbeTBOM — Poccuitckoif Qenmepaunn B menax
PerlaMeHTallil OPraHU3alOHHO-NIPABOBOTO MOJIOKEHHs PAOOTHHKA;

2) IOKyMEHT, W3TaBacMBIi OpraHu3auueii B LeIAX periaMeHTalHH OpraHu3alluOHHO-
IIPaBOBOIO I10JI0KEHHS pabOTHHKA;

3) nokymeHT, u3naBaemblif OpraHusauueil, B KOTOPOM PerJIaMeHTUPYIOTCS YCIOBHS Tpya
paboTHHKA;

4) MOKYMEHT, H3/aBaeMblii OpraHM3auMell, B KOTOPOM periaMeHTHpYyeTCs  pasMmep
JOIDKHOCTHOI'O OKJ1a/14.

6. Jlns KakuX JOJDKHOCTEH MpeaycMOTpeHsI HHCTPYKIUHU?

1) U1t pyKOBOASATIHX

2) U1 UCTIOJTHUTEIBCKUX,

3) A TEXHUYECKOTO MepcoHaa;

4) nnst Beex.

7. B KakoM JOKYMEHTe OIpeleNieHbl CTPYKTypa, YHCICHHOCTh M MOMKHOCTHOH COCTAB
pabOTHUKOB OpraHU3aIuu?

1) nonoxenue 06 opranusanum;

2) CIIMCOK COTPYAHUKOB;

3) WITaTHOE paclucCaHue;

4) nmpukas3 o npuéme Ha padory.

8. YcraB opranu3anuu — 37o:

1) mpaBoBOH akT, onpenesIOWMH MOPSAIOK 06pa3OBaHUS W OpraHu3alulo padoThl
[PEINPUSITHS

2) npaBOBOIA aKT, ONIPEEISIOUIMIT 3a1aul H e/ OpraHu3alluu;

3) MpaBOBOM aKT, OMpeAeNAOLWKIT CTPYKTYPY, QYHKIIMH 1 mpasa HpEANPUSATHS;

4) mMpaBOBOH aKT, ONpPEAENSIOUMH MOPSIOK —pa3pelleHus CIIOPHBIX BOIIPOCOB Ha
HPEATPUSITHH.

9. B uéM cocTouT HasHaYeHHe PacOPAIHTEIbHBIX JIOKYMEHTOB?

1) B perynupoBaHuM HesTENBHOCTH, W OGECTICUEHHH pealH3alUi [OCTABICHHBIX 3a7ad ¢
MaKCUMAIBLHON 3 (DeKTHBHOCTBIO;

2) B 1y61MpOBaHHN OPraHNU3alMOHHbIX JOKYMEHTOR;

3) B OpraHu3alMy CHCTEMBI IOOUIPEHH M HAKA3aHUI PaGOTHUKOB;

4) B 10N0JTHUTEIEHOM HH(OPMHPOBAHHH PAGOTHHKOB BHYTPH OpraHu3alni.

10. Kaxoit u3 HMXe MepevrCIeHHbIX JOKyMEHTOB He H34aéTcs PYKOBOJUTENEM €IMHOTHYHO?

1) npuxas;



2) yKazaHue;
3) pacnopskeHue;
4) akr.
11. MecTo cocTaBnenus 10KyMeHTa He NPOCTABINETCS HA:
1) npukasax;
2) IeNOBBIX 3aMUCKax;
3) ciykeOHBIX THCBMAX;
4) yKkazaHHsX.
12. CxosibKo apecaToB He MOKET HMETh JOKYMEHT?
1§25
2)5;
33
4) 4.
13. Kakum 00pa3om 0/mKeH H31aratbest TEKCT B JOKYMEHTE «MHCTpYKLHA»?
1) oT mepBoro nuIa eAMHCTBEHHOTO YHCIIA;
2) OT IEPBOTO JHI[Aa MHOKECTBEHHOI'O YHCIIA;
3) OT TPETBETO JINIA €ANHCTBEHHOTO YUCIIa,
4) OT TPETBETO JINLA eAUHCTBEHHOTO MM MHOYKECTBEHHOTO THC/IA.
14. Yo HeoOX0aMMO yKa3hIBATh B OTMETKE O HAIMYHH PHIIOKEHUS?
1) KonuyecTBO;
2) KOJIMYECTBO JIUCTOB, HA KOTOPHIX PacHoJIOKEHb] IPUIIOIKEHHUS,
3) KOMHYECTBO MPUIIOKEHHIT H KOJIMYECTBO JTUCTOB, Ha KOTOPBIX PacII0JIOKEHBI TIPHIIOKEHHS;
4) Huuero.
PernamMenT npoBe/ieHus TeKyumero KOHTPOJISE M OLEHUBAHMSE

No Bun pabotsr IIpomomxuTeIbHOCTD
1. Ilpenen anutensHoCcTH TecTipoBanus (20 BOIPocoB) 35-40 mun.
2. BHecenue ucnpasnenuii JI0 5 MHH.

Htoro (B pacuere Ha TecT) J10 45 MuH.

Obmee pacnipeaeienne 6a/110B TeKymero KOHTPOJIs 110 BHAAM Y4e0HBIX padoT aas

CTYIeHTOB (B cooTBeTcTBHH ¢ [Toaokennem)

PeHTUHr-KOHTpOL | Tect 20 Bonpocos Mo 10 6annos
PeHTHHr-KOHTpOIb 2 Tect 20 BOMpOCOB Ho 10 6annos
PelTHHT KOoHTpOIB 3 Tect 20 Bonpocos Ho 15 6annos
IToceleHune 3aHsATHI CTYIEHTOM 5 6annos
JononuurensHble 6ael 5 Gannos
(GoHychI)
Brinonnenune cemecTposoro 15 Gannor
/1aHa CaMOCTOSTeIbHOH padoThl

Hroro | JTo 60 6annos

Bonpocer k 3a4ery ¢ onenxoii no ancunnanne «{okyMenTHPOBaHHOE ynpaBJenue
AeATe/IbHOCTBIO»
1. Tlonsrue mokymeHnTa.
CyIIHOCTb 10KYyMEHTHPOBAHHOTO 00ECTICYCHHUS YITPABIICHUECKOMH AeSTeTbHOCTH.
OCHOBHBIE ~ TIOHSTHS  JOKYMEHTHPOBAHHOTO  OGECIeYeHHS YIIPaBJIEHYECKON
JEATENbHOCTH,
JlokyMeHT u uHpopMalus.
DopmyIisip JOKYMEHTa.
FOpunuueckas cuna noxkymenra.
Tunonorus noxymenTos.
Kiaccuduxkanus HOpMaTUBHBIX T0KYMEHTOB.
Opranu3allioHHO-PacIOPA U TENbHBIE JOKYMEHTBL.
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10. ®unancoo-Oyxrantepckas 10KyMeHTALHMS.

11. HayyHo-TexHHYecKas JOKyMeHTAIHS.

12. Opranusaunonno-npasosas  MOKyMeHTALHH: YUPEAUTE/IbHBIH  JIOTOBOp,  YCTaB,
TNONIOKEHHEe 00 OpraHu3allMy, CTPYKTypa M INTATHAS YHCIEHHOCTb, MOJOXKEHHE O
CTPYKTYPHOM I10/Ipa3/IeICHHH, ITATHOE PAaCIMCAHHE, I0KHOCTHAS HHCTPYKIIHSL.

13. OryeTHO-CTATHCTHYECKHE TOKYMEHTEL.

14. IIpoeKkTHas JOKYMEHTALHSL.

15. [lopsanok 10KyMEeHTHPOBAHHS YIIPABICHUYECKOI e TeTbHOCTH.

16. VHudukauus u craniapTH3anus ynpasieHueckux J0KyMeHTOB.

17. Bunbl Gnankos.

18. OcHOBHBIE PEKBH3UTEHI JOKYMEHTOB.

19. [lopsinok noAroToBKy u 0OPMICHHS IPOCKTOB JOKYMEHTOB.

20. TupaxkxupoBaHue JOKYMEHTOB.

21. Ilopsniok oopmieHHs OTIEMBHBIX BHIOB HOPMATHBHBIX JIOKYMEHTOB.

22. CoBpeMEeHHOE J€J10BOE MHCHMO.

23. [paBuiia BeieHuUs 1e0BOI MEPEIHCKH.

24. OCHOBHBIE JIOKYMEHTBI CO3/aBaeMble JUIS OCYLIECTBJECHHS J€JI0BOTO OOLICHHS M
TNPOBEJICHUS MyONMYHBIX BBICTYIIICHHI B OpraHH3alliH.

25. Bujsl npesenranuil.

26. Ilopsnok co3nanus Gu3HeC-Tpe3eHTALHiA.

27. HCTpyMEHTBI IPOBeIeHHs 1e/IOBBIX MyOTHYHBIX BHICTYILIEHHL.

28. Ilops 10K MpecTaBIeHUs TPe3eHTALHI.

29. IlonaTue 31eKTPOHHOTO JOKYMEHTA.

30. Kimaccuukarust 31eKTpOHHBIX TOKYMEHTOB.

31. DNeKTPOHHBIE IOKYMEHTbI B PaAMKaX 37eKTPOHHbIX KOMMYHHUKaIHH.

32. PaboTa ¢ 31eKTPOHHBIMHU JT0KYMEHTaMH.

33. lopsinok mepeBo/a 571eKTPOHHOM JOKYMEHTAIUH B OymaxHy1o Gpopmy u obpatHo.

34. @oH1 HMEKTPOHHBIX JOKYMEHTOB OpTraHH3ALIHH.

35. OGecneyeHne uH(pOPMAMOHHOH Ge30macHOCTH npu  paboTe ¢ AIEKTPOHHBIMH
IOKYMEHTaMH.

36. Ilopsinok opraHu3aluyu u paboThI OT/ENO0B AENONPOH3BOACTEA B OpraHu3aIusx.

37. Lenn u 3amaun cinyx6s1 JIOY.

38. Odyukuun cnyx6er JJOV.

39. [lpapa u oTBeTCcTBEHHOCTE CY)65I JIOV.

40. Iopsinok B3anmozneiictsus ciyx6st JJOY ¢ npyrumu

CTPYKTYPHBIMH [TOpa3/Ie/IeHUAMH.

41. [Mopsanok npHeMa JOKYMEHTOB.

42. Perncrpauusi, HanpasJieHHe U PACCMOTPEHHE BXOSIIEH KOPPECTIOHIEHIIHH,

43. IlopsiioK MOATOTOBKY M PErHCTPALH HCXOASIIMX H BHYTPEHHHX JIOKYMEHTOB.

44. Vet oObeMa 10KyMeHTO06OpOTA.

45. Opranu3anus KOHTPOJIs HCTIOTHEHHS JOKYMEHTOB.

46. 3HaueHHe KaAPOBBIX JOKYMEHTOB.

47. Buibl KaIPOBBIX JTOKYMEHTOB.

48. TpynoBoii norosop.

49. loxymeHTauoHHOe 0opMIIeHHE TTpHEMa Ha pabory.

50. TpynoBas KHHKKA.

51. JInunas kaproyka.

52. JInunoe 1eno coTpyaHuKa.

53. Tlopsnok XpaHeH:s KaIpoBBIX T0KYMEHTOB.

54. CocrapjieHHe HOMEHKJIATYpPHI JIe.

55. ®opmupoBaHue U opopMIECHHE [CIT.

56. Buns! peectpos.

57. DkcnepTH3a HEHHOCTH JJOKYMEHTOB.



58. INopstok mepeauu gen B apxus.
59. TlonckoBble CHCTEMBI 10 JOKYMEHTAM.
60. Xpanenue MpOEKTHBIX TOKYMEHTOB.
61. UndopmanuonHble cHCTEMBI Hopmatusroro obecnievenus ynpapnexns [IPOEKTaMH.
62. ABTOMaTH3aIHUs [IPOEKTHBIX paGoT.
63. CrcTeMa aBTOMAaTH3MPOBAHHOTO npoektupoBanus (CAIIP).
64. Opranu3zanus HHGOPMAIHOHHbIX TOTOKOB.
65. CTpykTypa GaHKa JaHHBIX.
66. OCHOBHBIE Pa3HOBHIHOCTH ABTOMATH3HPOBAHHBIX CHCTEM JUTA KOHCTPYHPOBaHHS,
IPOCKTUPOBAHUS, aHAIU3A U YIIPABICHHS TPOSKTAMH.
67. DKCHepTHBIE CUCTEMBIL.

6.6. MeToam4eckne MaTepHabl, ONpeaesiomue npoueaypbl OLeHHBAHUS 3HAHMI,
YMeHHil, HABBIKOB H (H/IH) ONLITA €SI TeIbHOCTH, XapaKTePU3yIHX ITANbI
(dopMHpPOBAHHA KOMIIETEHIIHIH

Onpoc npoBoxuT mpenojasaTens MO BCEM TEMAM IUCIMIIIHHEL 3HaHHUA, YMEHHS,
HaBbIKH CTYJCHTA TIPU NMPOBEACHHH OIPOCA OLIEHHBAIOTCS «3a4TEHO», «HE 3a4TeHoy». OCHOBOI
AL ONIPENICTICHHS.  OUCHKH  CIY)XHT ~ YPOBEHb  YCBOGHHsS  CTYACHTaMH MaTepHaia,
[IpeIyCMOTPEHHOI0 TaHHOW paboyeil mporpamMmoii.

OuenuBanue cTyxeHTa Ha ONpoce 1Mo ANCHHILIHHE «/lokymeHTHpOBaHHOE 00ecrieyeHHe
| AeSITeIbHOCTH»

Ouenka TpeGoBauus K 3HaHHAM

OueHKa «3a4TEHO» BBICTAB/IACTCS CTYIAEHTY, KOTOPbIA yCBOWI MpeayCMOTPEHHbII
NPOTpaMMHBI  MaTepuan;  NpaBuibHO, C  MPUBEJEHHEM  MPUMEPOB,  [OKa3al

«3auTeHo» CHCTEMAaTH3HPOBAHHbIE 3HAHMA N0 TeMe IHMCUMIUIHHBI, CIOCOOEH CBA3aTL TEOPHIO C
TpaKTHKOM, TeMy BOMpOCa C APYTMMH TeMaMH [aHHOTO Kypca, APYTHUX H3ydaeMbix
peaMETOB.

OLeHKa «He 3a4TEHO» BBICTABIIAETCA B CIEAYIOLINX CIIyYasX:

I. CryneHT He cnpaBuicA C 3a1aHHeM, He MOKET OTBETHTb HA BOMPOCHI, NpeLnoKeHHble
MpenojiasaTeneM, He o0MaZaeT LENOCTHBIM NpeacTaBlieHHeM 00 M3yuaeMmoil Teme M ee
B3aHMOCBS3X.

2. OTBeT Ha BOMPOC MOJHOCTBIO OTCYTCTBYET.

3. Otkas ot oTBeTa.

«He 3auteno»

Tecr ouenusaercs npernonasareneM Mo CHCTEMeE «3aUTEHOY, HE 3aUTEHOY.
Kpurepun u noka3sarein, Hemoib3yemMple NpH OLEHHBAHUE TecTa

Kpurepun IMokazaTesnn
0-59% npaeuIbHBIX OTBETOB He 3auteno
60-100% npaBuibHLIX OTBETOB 3auTeHo

3a4eT C oueHKoW mpuHEMaeT siekTop. OlEHKA 3HAHMIl CTYLEHTa HAa 3a4eTe HOCHT
KOMILICKCHBIH XapaKTep U ONpeaesseTcs ero:
- OTBETOM Ha 3a4eTe;
=5 y4eOHBIMH TOCTHIKEHHAMH B CEMECTPOBBII IIEPUO/I.
3HAaHWS, YMEHWs, HABBIKA CTY[EHTA [P MPOBEICHHH YCTHOrO 3a4eTa IO MHCIHILIHHE
OLIEHMBAKOTCS o CHCTeMe: «OTIIHYHOY, «XOpOHIOY, «YIOBJIETBOPUTEIILHOY,
«HEYNOBICTBOPUTEIRHOY. OCHOBOH JUIS ONpENeNeHHS OUEHKM CIYXKHT YPOBEHb YCBOCHHS
CTyACHTAaMH MaTepuaa, IPeyCMOTPEHHOTO JIaHHO# paboueit mporpamMmoi.

OueHuBanmne cTyeHTa HA 3a49eTe ¢ OIEHKOI 110 AHCHHILTHHE
«/loKyMeHTHpPOBaHHOE YyIIPaBJIeHHE AeSITeILHOCTHION

Ouenka TpeGoBauns K 3HaAHHAM ]
«OTIHUHOY OueHKa «OTAMYHO» BBICTABNAETCS CTYAEHTY, €Cli OH TIYGOKO M MPOYHO YCBOUS MpOrpamMMHbl
| MATEpHAN, HCUeDPnNEIBaRINE, NOCNEAOBATENLHG, HETKG H IATHHESCK CTE](]{RRQ WIRACACT 20Q €3




K3aMeHe, yMEET TeCHO YBA3LIBATH TCOPHIO C MPAaKTHKON, cBOOOIHO CripaBlfieTcd ¢ 3anauami]
BOMPOCAMH U IPYTHMH BUIAMH MPUMEHEHHs 3HaHMIT, NpHYEM He 3aTPYIOHSETCSH C OTBETOM IPH
BHAOHU3IMEHEHHUH 3aJaHHH, MpaBUIbHO 000CHOBLIBAET NPUHATOE peLueHHe,
OlieHKa «XOpoLI0» BLICTARISAETCS CTYACHTY, €CITH OH TBEpPAO 3HAET MaTepHal, rpaMOTHO H [Q
CYUIECTBY H3JaraeT €ro, He MOMYycKas CYIIECTBEHHBIX HETOYHOCTell B OTBeTe Ha BOMpOC,
MPaBUNALHO NPUMEHACT TEOPETHYECKHE MONOKEHUS TPH PeLIeHHN MPaKTHYECKHUX BOINPOCOB M
Bajlay, BlaaeeT HeoOXOIUMBIMH HABLIKAMU H MpHEMaMH UX BBITIOJTHEHHA.
O1ieHKa («YIOBJICTBOPUTENILHO» BLICTABIAETCA CTYIAEGHTY, €CIAH OH HMMEeT 3HaHHA TOJILKA
<<YLLOBJ16TBOpHT OCHOBHOr0 MaTtepuana, HO HE YCBOMJ €ro meraief, JOMYCKAeT HETOYHOCTH, HEJOCTATOYHO
e/ILHO» MpaBu/ibHbIE (DOPMYIMPOBKH, HapyIUeHHA JIOFMYECKON MOCAeA0BATENLHOCTH B M3N0KEHHH
[POrpaMMHOT0 MaTepHalla, UCMbITLIBAET 3aTPYAHEHUS [1PH BBIMOJHEHHN NpaKkTHYECKHX padoT.
OuenHka «HEYNOBJICTBOPHTE/ILHO» BBICTABIAETCA CTYIEHTY, KOTOPLIH HE 3HAET 3HAYMTEILHOI
44aCTH NpOrpaMMHOroO MaTepHasa, OOMYCKAeT CYILIECTBEHHbIE OLWHMOKH, HEYBEPEHHO, C
OONBUIMMH  3aTPYAHEHUAMH BbINOJHAET npaktuieckue padotel. Kak mnpasuno, ouenka
«HCY/IOBIETBOPHTENILHOY CTABUTCA CTYAEHTaM, KOTOPbIE HE MOIYT MPOIOJIKHTh o0yueHue 6e3
AOMONHUTENBHBIX 3aHATHI [0 COOTBETCTBYIOLIEH AUCLIMITIMHE.

«Xopol1oy

«Heynosnetsop
HTEJIBHO»

6.7. MeToanueckne yka3anus /s 06y4alomuxcs M0 0CBOCHHIO JHCIHILIHHbI

OOyuenne 1O JAMCLUILIHHE «JIoKyMEHTHPOBaHHOE yIpaBIEHUE eSTEILHOCTHION
[pEALIOIaracT U3yuCHHE Kypca Ha ayAUTOPHBIX 3aHATUAX (IEKLUH U NPAKTUYECKHE 3aHATHA) U
CaMOCTOATEILHOMI paboThl CTYIEHTOB. [IpaxTuyeckue 3aHATHSA JIMCLIMILTHHEI
«/loKyMeHTHPOBaHHOE YIIpaBlIeHHE JEATETLHOCTHION NPEANoaralT HMX IPOBEACHHE B
PasTHYHBIX (OpMax ¢ LETbI0 BHIABIEHHS IOMYYEHHBIX 3HAHMIL, YMEHHH, HaBBIKOB H
KOMITETEHLIHA.

C uenbio obecreyeHus yCeMHOro 06yueHHs CTYJIEHT JOJKEH FOTOBHTBCS K JIEKIHH,
IOCKOJIBKY OHa SIB/IACTCs BayKHEHIIeH hopMoit opranuszauuu yueGHOro MPOIIECCa, MOCKOJbKY:

- 3HAKOMUT C HOBBIM y4eOHBIM MaTepHAIIOM;
Pa3bICHSET yyeOHBIE 37T€MEHTBI, TPYIHBbIE I8 IIOHUMAHHUS:
CHCTEeMaTH3UPYET YU4eOHBIH MaTepHar;
OPUEHTHPYET B y4eOHOM TIpoliecce.

llooeomosxa Kk nekyuuy 3aKIOYaeTCs B CIEIYIOLIEM:

- BHUMATE/IbHO MPOYHTANTE MaTepuas MpeabLayIIeil JeKIuy;

- Y3HaHTE TeMy NpPEACTOSIIEH JeKuuH (10 TeMATHYeCKOMYy IIIaHy, 110 uH(popMauH
JEeKTOpa);

- O3HAaKOMBTECh C y4eOHBIM MATEPHAIOM 110 YYEOHUKY H yIeOHBIM MTOCOOUSIM:;

- TOCTApalTeCh YSACHUTb MECTO H3ydaeMoM TeMbl B CBOeil MpodeccHOHANBHOI
MOJAIOTOBKE;

- 3alHUIIATE BO3MOXHBIC BOTIPOCH], KOTOPBIE BbI 3a1aIHTE JIEKTOPY Ha JIEKIHH.

llodeomosxa k npakmuyeckum sausmusam:
- BHHMAaTeJIbHO TNpOYHTAHTe Marepual JIEKIHMH OTHOCAINMXCS K  JaHHOMY
NPaKTHYCCKOMY 3aHATHIO, O3HAKOMBTECh C y4eOHBIM MaTepHATIOM MO Y4eOHHKY H
yueOHBIM MMOCOOHAM;
- BBINTULIATE OCHOBHBIE TEPMUHBL;
- OTBETBTC HA KOHTPOJBHBIC BOIPOCH! 10 3aHATHAM, F'OTOBLTECH JaTh Pa3BEpPHYThHIH
OTBET Ha Ka)KJbIH M3 BOIIPOCOB;
- YACHHUTE, Kakue y4yeOHBIE HJIEMEHTHI OCTAIMCH JJI BAC HESACHBIMU W rocrapanTech
MOJYYUTh HA HUX OTBET 3apaHee (0 CEMHHApCKOIro 3aHATHs) BO BpeMs TEKYLIHX
KOHCYJIbTalluil IIpero1aBaTe’s;
- TOTOBHTBCS MOXHO HHIMBHIYaTbHO, IapaMH MM B COCTaBE MaJOi TpyIIIbL,
NoCIeAHIE ABIAIOTCA 3QPEKTHBHBIMU hopMaMH paboTHI.
lloocomosra k  savemy ¢ oyenxoni. Tekymuii KOHTPOIb IOJKHBI COIIPOBOK/IaTh
peduiekcus yyacTHS B MHTEDAKTHBHBIX 3aHATHSX M OTBETHl HAa KJIHOYEBBIE BOIIPOCEI IO
H3YYEHHOMY MaTepually. MIToroBeli KOHTPOJIb MO Kypey ocymmecTBisieTcst B (hopMe OTBeTa Ha
BOMPOCEI K 3a4eTy. B camoM Hawane y4eGHOro Kypca HEOOXOINMO MO3HAKOMUTBECS CO
CIIeAYIOLIEH yIeOHO-MeTOJHYECKOM JOKYMEeHTAIHell:

- TIPOrpaMMOM JUCHHUIIIHHEI,
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- TICpeYHEM 3HAHUH H yMEHUH, KOTOPBIMU CTYIEHT J0JIKEH BIAJIETh:

B TEMATHUYCCKHUMMU IIJIaHAMH 3aHHTHﬁ;

= KOHTPOJIbHBIMH MEPONPHATHAMU;

- Y4eOHHKOM, Y4eOHBIMU OCOOHAMH IO TUCIUILIMHE, 2 TAKIKE 3JIEKTPOHHBIMH

pecypcamu,

- IIepeYHeM BOIIPOCOB K 3a4eTy.

[Tocne sToro pomkHo chopMupoBaThes YeTkoe npencraBiaeHne 00 o0bemMe U Xapakrepe
3HAHUH W yMEHUH, KOTOpPBIMM HAajo Oyner oBianers no aucuuruikHe. CHCTEMATHYeCKOe
BBIIIOTHEHHE Y4eOHOH paboThl Ha 3aHATUSX T103BOJIHT YCIIELIHO OCBOUTE JUCLHUILIMHY U CO3/aTh
Xopouyro 6a3y /Ui ciauy dK3aMeHa.

7. YYHEBHO-METOJIUYECKOE U HHO®OPMALIMOHHOE OBECIIEYEHUE
AUCHHUITIHHBI (MOJ1Y JISI)

a) OcHoBHasi 1uTEpaTypa

Kyry3os A. C. 1I1aGnoHBl JOKYMEHTOB st YHOPABJICHUS HPOEKTaMH [DIeKTPOHHBIH
pecype] / A.C. Kyrysos, A.H. Ilasios, A.B. Illapun u ap.— 4-e u3n., ucmop. — M. :
bMHOM. JlaGoparopns 3uanmit, 2014. — (ITpoekTsl, nporpaMMmel, noptdenun). ISBN 978-5-
9963-2304-3
2 beikoBa T. A.  JloxymenTannonnoe oGecnedenue YHOpPaBICHUS HETOCYIapCTBEHHBIX
opranusanuii: Yuebuoe nocobue/brikosa T. A., Cankuna JI. B., 2 usn., nepepal. u jgom. -
M.: HALT UTH®PA-M, 2015 - 302 c.: 60x90 1/16. - (BO: bakanaspuar) ([Tepemier) ISBN
978-5-16-010379-2

I'maguii E. B. JIoKyMeHTanHoOHHOE olecnieueHue YIIPaBJIEHUS Y4yeOHoe
nocobue/I'maguiE.B. - M.: HI] PUOP, HUL[ UHOPA-M, 2016. - 249 c.: 60x90 1/16. -
(ITpopeccnonansroe o6pazosanne) (Iepertér) ISBN 978-5-369-01042-6
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0) lonoanurenbnas aureparypa
. I'punbepr, A. C. lokymenTannonHoe obecreyeHue ylpaejeHus [DneKTpoHHBIH pecype] :
Y4eOHHK JUIL CTY/I€HTOB BYy30B, OOYYAIOIIMXCS 10 HAMpaBIeHUAM «DKOHOMHKA» M
«MeHeDKMEeHT», CIELHUATIBHOCTSIM «Mudopmarukar, «JloKyMeHTOBeIeHHE u
JOKYMCHTAIHOHHOE 0OeCIIeYeHNE YIPABICHUs», KABTOMAaTU3alMsA U yrpaBienue» / A. C.
I'punGepr u ap. - M. : OHUTHU-JTAHA, 2012. - 391 c. - ISBN 978-5-238-01770-9.

2 Ceernos H. M.  Mndopmaunonnsle TeXHOTOTHH ympaBiIeHHs npoekramu: YueGHoe
nocobue / H.M. Cgetnos, I'.H. Cgerosa. - 2 u3z., nepepab. u jgom. - M.: HUI] UHO®PA-M,
2015. - 232 ¢.: 60x90 1/16. - (Belcuiee o6pa3oBanue: bakanaspuar). (mepemier) ISBN 978-
5-16-004472-9

oy

3. banamos A.W. Yrpasienune npoektamu: yueGHUK s 6akanaBpos / A. W. Bamamos, E.
M. Porosa, M. B. Tuxomopa, E. A. Tkauenko; mox pen. E. M. Porosoit. — M. :
Mzparensctso Opait, 2013. — 383 c.

4. EnanneBa, O. II. JlokyMeHTalHOHHOEe OOecIeUeHUE VOPaBJICHHS B COLHAIBHO-

KyJBbTYPHOM CEPBHCE U Typu3Me [DneKTponHsIi pecype] : yuebnuk / O. 1. Enannepa. — 3-
€ U311, nepepad. u gon. — M. : ®JIMHTA : HOY BIIO «MIICY », 2014. — 360 c. - ISBN
978-5-9765-1551-2

5 Kupcanosa M. B. Kypc ACTIONPOM3BOACTBA: TOKYMEHTAIMOHHOE o0ecrey. yIpasil.:
Yueb. noc. / M.B.Kupcanosa, 10.M.AkceHoB - 6 u31., Hemp. u 101, - M.: HUL] UHOPA-M,
2014-256¢.: 60x90 1/16 + ( domn. mat. znanium.com). - (BO: bakanaspuart). (1) ISBN 978-
5-16-006789-6

B) UnTepuer-pecypesr

1. Poccmitckas Acconmanus Ypasnenus [Tpoextavu "COBHET" http://www.sovnet.ru/
2. Caiit xomnaunn PMC no ynpasiaeHHIO IpoeKTamMu http://www.pmconsult.ru/



3. Caiit meneskepos npoektos http://www.anryk.rw/
4. becnnaTHbIHA TUCTAHIHOHHBIH KYpC yHIpaBJIeHHS IPOEKTaMH
http:f’;’pm.mrybakov.rw’?gclid=CKKCl9C97aMCFQ 1gZwod03Lv3Q

8. MATEPHAJIbHO-TEXHUYECKOE OBECIIEYEHUE
JUCUHUILIAHBI (MOJLYJIsT)

Jnst obecrievenns 06pazoBaTeIbHOrO IpoLecca MO MHCIHILTHHE HHCTUTYT pacronaraer
CIeNyIOeH MaTepHalbHO-TeXHHYECKOH 6a3oif, obecreunBaromieii IIPOBEACHHE BCEX BHIIOB
AUCUMIUTMHAPHON U MEXIMCUUILTMHAPHON MOATOTOBKH, [IPEIyCMOTPEHHBIX YUYeOHBIM IJITAHOM U
COOTBETCTBYIOLIMX JICHCTBYIOLIUM CAHUTAPHLIM U IIPOTHBONOKAPHBIM IIPABHIIAM U HOpMaM:

- JICKLIHOHHBIC  ay/IMTOPHH, OOOPYAOBAHHBIC BHICONPOEKUHOHHBIM OBOPYIOBAHHEM JUTA
NPE3CHTAlUH, CPEACTBAMH 3BYKOBOCTPOU3BECHHS, SKPAHOM M HMEIOUIHE BBIXOJ B CETh
WuTepuer;

- HOMCINCHHA IS IPOBEJICHH S IPAKTHYECKUX 3aHATHIH, 000pynoBaHHbIe yueOHOH Mebebio;

- GubnnoTexa, MMeroOIas MeCTa 71 CTYLEHTOB, OCHAIIEHHbIE KOMITBIOTEPAMH € JOCTYIIOM K
0azam nauHbIX U ceTn UHTEpHET;

- KOMIIBIOTEPHBIE  KJIACCHI ¢ KOMILJIEKTOM JIMIEH3MOHHOTO IPOrPAMMHOIO OGecreyeHus
Microsoft Office, «KouncynsrantIImocy.



Pabouyas mporpamma AMCUMIUIHEBL COCTABICHA B COOTBETCTRHI ¢ tpedosanusamu OI'OC BO

1o Hanpapyiernio 38.03.02 «MenemkMenT» npoduib «YTIpaBieHHE TTPOEKTAMUY

Pabouyio mporpammy coctasun nom. kah. MHuMP, k.5.H., 101, Omapos T.JI. Q‘——g
(PHO, noanwucs)

Peuensenr: f/
I'enepanbueiii qupextop 000 «ITK® Poctok» Muxees AT (el eered

(MecTo paboTel, nomKHECTE, PUO, noanuts)

[Tporpamma pacemoTpena i 0106pena Ha 3acenanmn Kadeapel «MeneryefiT PKETHHT»

IIpotokon Ne @4 2ot «c% W 207Zrona ﬁ
/ 3aBenyrommii kadeapoii 1.5.1., npod. Pumimonosa H.M. Y —
(PHO, noanuce)
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PaGouas nporpamma paccMoTpena u o00peHa Ha 3aceNaHMH Y4eOHO-METOIMUCCKON KOMICCHH
HanpasieHs 38.03.02 «MenemxMeHT»
(;
Tpotoxon Ne 2 ot « 2 Ll p b 29151‘0;1&
P

IIpeaceaarens komuecnu:

AupexTop MHCTHTYTa SKOHOMHKH 1 MeHeKMeHTa, /1.3.H., Ipod). 3axapos I1.H. é?}/

(PHO, noanucs)



JIMCT NEPEYTBEPK/IEHUS
PABOYEHN IIPOI'PAMMBI TUCIHUATLIAHBI (MOJY.JIST)

Pabouas nporpamma ono6pena na y4eOHBIH roj

[Tpotokon 3acenanus kapeapsr No oT roza

3asenyrommii kadenpoit

Pabouas nporpamma ono6pena Ha Y4eOHBIH roj

[Tporokon 3acenanus kapenpsr No oT rozaa

3asenyrommii kadeapoit

Pabouas nporpamma ogobpena Ha y4eOHBIi roj

[Iporokon 3acenanus kapempsr No oT roja

3asenyromnii kadenpoit




