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Pa6ouast IporpaMma sBIsieTcsl COCTABHOM 1acThIo OCHOBHO# TpoheccHoHATb-
HOIi 00pa30BaTeNBHON MPOrPaMMBbI ¥ TIPOXOUT PELEH3UPOBAHUE CO CTOPOHBI pabo-
tomareieit B cocTaBe OCHOBHOM npodecCHOHAIBHOM 00pa30BaTeNbHON MPOrpaMMBbl.
PaGouas mporpamMma aKTyalu3upyeTcs 1 KOpPEeKTHPYCTCA €Kero/iHo.

Agtop: Uyesa IL.I. PaGouas nporpamMma JiCUMILTHHbL: JloKyMeHTOBeIeHHE. —
Kopoaes MO: «Texnosornieckuii yHHBepcuTeD, 2023.

Penensent: Becenopcxnii M.

PaGouas mporpamMma coCTapjieHa B COOTBETCTBUH C TpeGoBanuaMu denepab-
HOTO TOCYIApCTBEHHOro 00pa3oBaTeNbHOrO CTaHiapTa BBICIICTO o0pa3oBaHHsA 110
HaMpaBJIeHHIO [OATOTOBKA OaKanaBpoB 10.03.01 «udopmanrosHas 6€30MacHOCTE

i YuebHOro miaHa, YTREPKISHHOIO YH4eHBIM COBETOM VausepcuTera. IlpoTokon Ne
9 or 11.04.2023 roxa.

PaGouasi nporpaMma paccMoTpeHa H ox06pena Ha 3aceJannu Kadeapobl:

3apemyrommit KaeapoH
(U0, yaeHaa CTelleHs, 3Ba-
HMe, TIOIIICEH)

Ton yTeepxKaeHus (Tepe- : -2023 - : 2024 2025 ‘ : 2026
yTBEpKAEHHA)
Homep 1 fata npotoxonasa- |4/ & €77
ceanysa Kageapsl 22032025

PaGouasi mporpaMma corjiacopaHa:

Pyxosogureas OIIOII BO Cyxotepur A.H.

PaGouasi nporpaMMa peKOMeH10BaHA Ha 3aceJaHUH YMC:

I'ox yTBepKaeH#s (Tiepe- 2023 2024 2025 ‘ 2026
yTBEP)KICHHA)

Homep ¥ aTa NpOTOKONIA 32- al f)ﬁ o7
cemanns YMC 7% Lids




1. IlepevyeHb IVIAHMPYEMBbIX Pe3yJIbTATOB 00yUYeHHUS 10

AMCIMIIJINHE, COOTHECEHHBIX C IVIAHMPYEMbIMH pe3yJibTaTaMu
ocsoenus OIIOII BO

Hensimu U3y4eHrs TUCUUILIIMHBI SBIISIETCS:
1. ®opmMupoBaHuE Yy CTYAEHTOB IPEICTABICHUE O CTPYKTYpE M MpaBHIAX OPOpPM-
JICHUS CITYKEOHBIX JOKYMEHTOB;
dopMupoBaHUE HABBIKOB Pa0OTHI C JOKYMEHTaMH U CIIy>KEOHOM JOKYMEHTAIIHEH;
3. ®opmHUpoBaHHUE MOHATHM O CHCTEMaX CIIy>KEOHOM TOKyMEHTAI[uu, OpraHu3aluu
JIOKYMEHTHOTO YIIPaBJIEHUS U JACJIONPOU3BOJICTBA;
4. dopmupoBaHHe CIIOCOOHOCTH MCMOIb30BATh HOPMATHUBHO MPABOBBIE IOKYMEHTHI
B CBOEH JESATENBHOCTH;
5. ®opmupoBaHue CIOCOOHOCTH HaXOUTh PEIICHNUS B HECTAaHAAPTHBIX CUTYAIHIX.

no

B npornecce oOyuenus mo Hampasienuto noarotosku 10.03.01 «Muadopmarm-
OHHas 0€30MacHOCThY» CTYJACHT MPUOOPETAET U COBEPIICHCTBYET CIECAYIONINE KOMIIe-
TEHIIUHN:

OIIK-8. Croco0OeH OCyIeCTBIATh MOI00p, H3ydeHHEe W 0000IeHne HaydHO-
TEXHUYECKON JINTEepaTyphl, HOPMATUBHBIX W METOJAMYECKUX TOKYMEHTOB B IIEJIAX
pelieHus 3a1a4 NpoQeccCuoOHaNIbHON 1EeATEIbHOCTH;

OIIK-10. CriocoOeH B Ka4ecTBE TEXHUYECKOTO CHEIUAINCTa MPUHUMATh y4a-
cTue B (POPMUPOBAHUM TMOIUTHKKA HUHGOPMAIIMOHHON 0€30MacHOCTH, OPTaHU30BBI-
BaTh M MOJIJIEPKUBATh BBHIMIOJIHEHUE KOMILIEKCa Mep 1Mo obecrieueHnto nHbopMaliu-
OHHOI1 0€3011aCHOCTH, YIPABJIATH IPOLECCOM UX peanu3alii Ha OOBEKTE 3alUThI;

OCHOBHBIMH 3aJavdaMi JUCHUITIIIMHBI ABJIAIOTCA:

1. OBJIAJICHUE TEOPETUUECKUMH 3HAHUSIMHU JIEJTOTIPOU3BOJCTBA;

2. O3HAKOMJIEHUE C OTEYECTBEHHBIM U 3apyOEKHBIM OINBITOM JEIONPOHU3-
BOJICTBA;

3. O3HAKOMJIEHUE C OpraHu3auueid JOKyMEHTOO0OpOoTa, chucTeMaTh3alnuen
JIOKYMEHTOB, HOMEHKJIATYPOU JUIsl OPOPMIIEHUS M XPAaHEHUS;

4, O3HAKOMJIEHUE C OpraHu3anuen padoThl ¢ TOKYMEHTaMHU, COAEPKAIUMU
KOH(UICHIIMAIbHBIE CBEICHUS;

S. npuoOpeTeHne CTyJEeHTaMHM MPAaKTUYECKUX HABBIKOB MOJATOTOBKU JIOKY-
MEHTOB.

Iloka3aresnb OCBOCHMS KOMIIETEHIIMN OTPaXXaroT CIEAYIOIINE HHINKATOPBI:
Heo0xoaumble 3HaAHMA:

- 3HaeT NPUHLIUIIBI U TOPAIOK padOThl MH(POPMATMOHHO-CTIPABOYHBIX CUCTEM

- 3HAeT CrOCOObI MOUCKA U 00pabOoTKU MH(pOPMAIIUU, METOABI pa0OTHI C HAYY-
HOU MH(pOpMaLuen, TPUHIUIIBI U MTpaBUjIa MOCTPOCHUS CYKIEHUN U OLIEHOK



- 3HaeT MPOrpaMMHO-aINapaTHbIE CPEACTBA 3aIUTHl HHGOPMAIIUU B TUIIOBBIX
OMEpallMOHHBIX CHUCTEMax, CUCTEMax YIpaBieHUs 0a3aMM JAHHBIX, KOMIIbIO-
TEPHBIX CETAX

- 3HaeT MPaBOBbIE OCHOBBI OpPraHW3allMU 3alIUThl MEPCOHATBHBIX JAHHBIX H
OXpaHbl PE3yJIbTATOB UHTEIJICKTYaIbHOU EATEIbHOCTH

- 3HAeT MPUHIUILI (POPMUPOBAHUS MOJUTUKU WHOOPMAIMOHHONW O€30MacHo-
CTH OpTraHU3aluu.

Heo0xoaumblie ymeHus:

- yMeeT 000011aTh, aHaJTU3UPOBATh U CUCTEMATU3UPOBATh HAYUYHYIO HH(pOpMa-
IO B 001acTH HHPOPMAITMOHHOW 0€301TaCHOCTH

- yMeeT pa3nuyarh (akThl, MHTEPIPETALUU, OLEHKA U apTyMEHTHUPOBAHHO OT-
CTauBaTh CBOIO MO3UIUIO B MPOIECCE KOMMYHUKALIUN

- YMEET MO0JIb30BaThCs NH()OPMALIMOHHO-CITPABOYHBIMU CUCTEMAaMH.
TpynoBbie neficTBUA:

- BJIQJICET HABBIKOM COCTaBJIEHMS U OpopMiIeHHs pedepara Mo pe3ysibraTaM
0030pa HayYHO-TEXHUYECKOH JIHUTEepaTypbl, HOPMATUBHBIX M METOJUYECKHUX
JOKYMEHTOB.

2. MecTto nucuunimabl B cTpykrype OIIOII BO

HucuunnuHa «J{oKyMeHTOBEIEHIE» OTHOCUTCS K 0053aTeIbHON 4aCTU OCHOB-
HOU mpodeccuoHanbHOM 00pa30BaTENbHONW MPOrpaMMBbl MOJTOTOBKU OakajaaBpOB MO
Hamnpasyieanto 10.03.01 «MapopmanimonHast 6€30MacHOCTbY.

N3yyeHnue naHHOW NUCHMIUIMHBI Oa3upyercs Ha OOIIMX 3HAHUAX U KOMMYHH-

KaTHBHBIX KOMIICTCHIOUAX, IIOJTYYCHHBIX B CPECAHUX O6p&30BaT€J'IBHBIX YUPCKACHUAX.

3HaHUS W KOMITCTCHIIMH, TIOJYYCHHBIC NMPH OCBOCHUW IWCIWTUIAHBI, SBIISOTCS
0a30BBIMH JIJIS1 U3YYEHUS TMOCIEAYIONINX TUCIUILTNH: «Opranu3aiiusi CuCTeMbl obecrie-
yeHus: uHpopmarmonHoit 6e3onacHoct (cimyx6a UB)», «KondpunenmumansHoe nemno-
MIPOU3BOJICTBO U 3AIUIIICHHBIN SJIEKTPOHHBIN TOKYMEHTOOO0POTY, MPOXOKICHUS TTPaK-
TUKH, TOCYJJTApPCTBEHHONW MUTOTOBOW aTTECTAIlMU W BBHITIOJHEHUS BBHITYCKHON KBaTU(pUKa-
IIMOHHOM PabOTHI OaKaaBpa.



3. O0beM IMCUMILVIMHBI M BUABI Y4e0HO# padoThI

OOm1as TpyAOEMKOCTh AUCHMIUIMHBI «JlOKyMEHTOBEIEHNE» AJIsl CTY/ICHTOB OY-
HOW M OYHO-320YHOM (POPMBI COCTABIISIET 2 3a4ETHBIC €MHUIIBI, /2 Yaca.

Buab1 3ansTuii Bcero | Cemectp | Cemectp | Cemectp | CeMmecTp

4acoB 1

OO0mas Tpy10eMKOCTh 72 12 - - -

OYHAS ®OPMA OBYYEHMUSA

AyAUTOpPHBIE 3aHATHS 32 32

Jlexrum (JI) 16 16

[Tpaktuueckue 3austus (I113) 16 16

Jlaboparopusie paboTs (JIP)

Jpyrue Buabl KOHTAKTHOH pado- 10 10

ThI

IIpakTnyeckasi NOAroTOBKa HeT HeT

CamocTosiTeIbHas1 padoTa 30 30

Kypcosbie, pacyeTHo- - -

rpaguyeckue padoThbl

KonTtpouabnas padora, + +

JAOMallIHee 3a/IaHHe

Tekymuii KOHTPOJIb 3HAHUH Tecr Tecr

(7 - 8, 15 - 16 nenxenn)

Bujx ntoroBoro KoHTpoOJIsS 3aver 3aver

OYHO-3AOYHASA ®OPMA OBYYEHUSA
AyIMTOpHBIE 3aHATHS 16 16
Jlextuu (JI) 8 8
[Ipaktuueckue 3ansatus (I113) 8 8
JlaGoparopusbie padboTsl (JIP)
Jlpyrue BubI KOHTAKTHOI pado- 6 6
ThI
IIpakTHyeckas MOAroTOBKa HeT HeT
CamocrosiTesbHast padora 56 56
Kypcossbie, pac4yeTrHo-
rpajguyeckue paéoThl
KonTtpoabsnas pabdora, + +
JAoMalllHee 3a/1aHue
Bua uTOroBoro KOHTpoOJIA 3ager 3auer

Iloo Opyeumu euoamu KOHMAKmMHOU pabomvl NOHUMAEMCS: 2PYNNO8ble

cylibmayuu, mecmuposarnue

U UHOUBUOYANbHBIE KOH-




4, Conep:kaHme QM CHMIJIMHbBI
4.1. TeMbl JUCHHUILIMHBLI 1 BUABI 3aHATHI

Taoauna 2

HaumeHoBaHHne TeM

Jleknuu,

qac.

IIpakTnyeckue
3aHATHS,

gac

3aHATHA B MH-
TePaKTUBHOM
(popme, yac

Kon

KOMIIETCH-
119707

Tema 1. Beenenue: oc-
HOBHBIE TEPMHUHBI U OTIPE-
neneHust. OyHKIUU JOKY-
MmeHnTa. Knaccuduxanus
JIOKYMEHTOB.

2/1

212

1/2

OIIK-8

Tema 2. 3akoHoareabHas
Y HOPMATHBHO-
MeToAuYecKas 0a3a meno-
MIPOM3BOJICTBA

2/1

2/1

0.5/1

OIIK-8

Tema 3. Opopmnenue u
COCTaBJICHHUE YIpPaBJICHYEC-
CKHUX JOKYMCHTOB

2/1

2/1

0.5/1

OIIK-8

Tema 4. OcoOEHHOCTH CO-
CTaBJICHUS U OPOPMIICHUS
OpraHU3aIMOHHO-
pactopsANTEeILHBIX U HH-
dbopmMaroHHO-
CIIPABOYHBIX JIOKYMCHTOB

2/1

2/1

0.5/1

OIIK-8

Tema 5. Texnosoruu pa-
0OTHI C BXOJISAIINMU, UC-
XOJSIIIAMH ¥ BHYTPEHHHU-
MU JOKYyMEHTaMH

4/1

4/1

0.5/1

OIIK-10

Tema 6. Tekyree xpane-
HUC TOKYMCHTOB

2/1

2/1

0.5/1

OIIK-10

Tema 7. Iloaroroska nen
K aQpXUBHOMY XPaHEHUIO

2/2

2/1

0.5/1

OIIK-10

Hroro:

16/8

16/8

4/8




4.2 Conep:xaHue TeM TUCHUILINHBI

Tema 1. BBeaeHune: 0CHOBHbIE TEPMUHBI M onpeaeaeHuss. ODyHKUNM 10-
KymeHTa. Kitaccupukanusi 10KyMeHTOB

TepMuHoiorHs, UCHOIB3yeMasi MpHU padOTe C TOKYMEHTAMH.

[IpoucxoxaeHre 1 HBOJIIOLNS MMOHATHS «JOKYMEHT». [IoHATHE «OKYMEHT» B
rocyapcTBeHHOM ctanaapte. MHdopMalnoHHasi CyIIHOCTh IOKyMEHTa U €r0 Hemo-
CPEIICTBEHHAsI CBSI3b C MATEPUATIbHBIM HOCUTEJIEM.

JlokyMeHTBI opuIManbHbIe (CITy>KeOHbIC), TUUHbIE (IEPCOHAIBHBIE) U JTUYHO-
ro NPOUCXOKAEHUS. JIOKyMEHTBI pyKOIMUCHBIE U U3TOTOBJIEHHBIE C IIOMOIIBIO TEXHU-
YECKHUX CPENCTB. « DJIEKTPOHHOE» JOKYMEHTHPOBAHUE.

[ToHATUS «JTOKYMEHTHPOBAHHUE», «CPEACTBA TOKYMEHTHUPOBAHUSI», «CIOCOOBI
JOKYMEHTUPOBaHUs». JIOKyMeHTUpOBaHHasi HH(opmanus u ee cBoiictea. FOpunnye-
CKas CHJIa — OCHOBHOE CBOMCTBO JOKyMeHTa. OpUTrHHaIbHOCTh, OJIUHHOCTD U KO-
UHAHOCTB JJOKYMEHTOB.

Knaccudukanus J0OKyMEHTOB 110 pa3InYHbIM IPU3HAKAM.

Tema 2. 3akoHoaaTeJbHAS U HOPMATHBHO-MeTOAN4YecKasi 0a3a 1eJ10npo-
HU3BOJCTBA.

OCHOBHBIE  3aKOHOJATEIbHBIE W  HOPMATHUBHO-METOJMYECKHUE  aKThI,
npUMeHsieMble B Jejonpou3BoAcTBe. IloHsATHe «cucrteMa»  JOKYMEHTAIUH.
['ocynapctBeHHble, (DYHKIIMOHAIBHBIE, OTPACIEBbIE CUCTEMBI JOKYMEHTAIIMH.
CucremMa OpraHu3alMOHHO-PACHOPAIUTENIBHON —JOKyMeHTauuu.l ocynapcTBeHHas
CUCTEMA JJOKYMEHTAILIMOHHOTO 00€CTIeueHusl yIPABICHHUS.

Knaccudukanus AOKyMEHTOB MO BHAAM JeATEIbHOCTH. OOIIEpOCCUUCKHIA
KJIACCU(UKATOP yNPaBICHUECKON TOKYMEHTALIUH.

VYHubukauus u craHgapTUzalus JTOKYMEHTOB. YHH(HKAIUS KaK CPeICTBO
COBEPILIECHCTBOBAHMS JIOKYMEHTOB. [IprMeHEHHE CTaHIapTOB B JIEJIONPOU3BOJCTBE.
["ocynapcTBeHHbIE CTaHAAPThl HA YHU(PUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

Tema 3. OdopmiieHHe U COCTABJIEHHE YIIPABJIEHYECKUX IOKYMEHTOB

TpeOGoBaHus npeabsBiasieMble K OJlaHKaM JOKyMeHTOB (biaHk JokymeHTa, ero
3HAUYEHUE M MCMOJb30BaHKE. Buabl O1aHKOB: OOIIMIA, 1711 MUCHbMA, 11 KOHKPETHOTO
BUJIa JOKYMEHTa, JOKHOCTHOM Onank. CocTaB pEKBU3UTOB M TMpaBWiIa UX
opopmiieHus: Ha OnaHkax. Mcmonb3zoBanue repOa, sMOeMbl B OJIaHKE JTIOKYMEHTA.
TpeOoBaHUs K XpaHEHUIO U UCIIOJIH30BAHUIO TepOOBBIX OJIaHKOB.)

CrpykTypa nokyMeHTa. OCHOBHBIE H JIONIOJIHUTENBHBIE PEKBU3UTHI JOKYMEH-
Ta. MakcumanbHblii Ha0Op pekBU3UTOB. CHOCOOBI PACHOJIOKEHUS PEKBU3UTOB.
Habop OCHOBHBIX pPEKBU3UTOB Ha OJlaHKAaX TOCYJAapCTBEHHBIX U KOMMEPUYECKHX
npennpustuid. Hymepanus aucTos.



Tema 4. Oco0eHHOCTH cOcTaBJIeHHs U 0(POPMJICHUS OPTaHNU3ALUOHHO-
pacnopsiiuTeJbHbIX H HHPOPMALMOHHO - CIIPABOYHBIX JOKYMEHTOB

OpranuzainoHHbie JOKyYMEHTHl U uX BHibl. OOnacte npumeHeHus. CoctaB
PEKBU3UTOB, TOPSJIOK IOJTOTOBKU, COTJIACOBAHUS, MOAMHCAHUS W YTBEPKICHUS.
[IpaBwiia BCTYIUICHUS B CUITY M CPOKH JICHCTBUS

PacnopsinurenbHbie  JOKYMEHTBI M uUX  Buabl.  Kiaccudukarus
pactopsAIUTEIbHBIX JOKYMEHTOB B COOTBETCTBHH C IOJTHOMOYHSIMH OpTaHOB
VOpPaBJICHUS] W KOMIIETCHITMEH JOJDKHOCTHBIX JUIl. Pa3nuumss B TOATOTOBKE,
oOpMJICHUM H CPOKaxX HCIOJHECHHUS ITOKyMEHTOB. OCOOCHHOCTH H3JIOKECHHS U
cTpyktypa Tekcta. Cramuu TOArOTOBKH. TpeOoBaHWs K TEKCTy TpHUKa3a.
CortacoBaHue 1 TTOPSIIOK O3HAKOMJICHHSI C HAM.

NudopmanimoHHO-CTIpaBOYHBIC JOKYMEHTBI M WX BHIBIL. 3HAYCHHE JTOU
IPYIIBl  JTOKYMEHTOB JUIsI  PEIICHUS OIEepaTUBHBIX BOMPOCOB U OOMEHa
nHpopmanmeii. OcoOEHHOCTH TOATOTOBKM W odopMmieHUsS HHGOPMAIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB. 3asiBJICHHS, MHPOpPMAIMOHHBIE CIpaBku. JlOKIIagHble U
oO0BsicHUTENBHBIC 3anucku. OcoOeHHOoCTH oopmieHus akToB. Ciry:keOHbIE TUChMA U
obnacte ux mnpuMeHeHusa. CTpPyKTypa TeKCTa CIYXEOHOro IHCbMa, BHUIOBOE
MHOTO0OOpa3ue JeJI0BOM Tepenucku. VHuIumaTuBHBIE U OTBETHBIE MHCHMA.
Hcnonb3oBaHue 2IEKTPOHHOMN TOYTHI.

Tema 5. Texnoaoruu paﬁoTbl ¢ BXOAAIUMH, HCXOOAAINUMHU U BHYTPCHHU-
MU JOKYMECHTaAMM

Cnyx0bl  1enonpou3BojcTBa. JIOKyMEHTOOOOPOT M XapaKTEPUCTHKA €ro
apaMeTpOB.

Perucrpamnus JOKyMeHTOB. 3HaU€HHE PEruCTpalli U MPUHATHIE CIIOCOOBI ee
ocymiecTBiaeHus. TexHomoruss paboTbl ¢ KypHaizamu peructpanuu. CocraB
PEKBU3UTOB  PErMCTPAlMOHHOM  KAPTOYKM B  KOMIBIOTEPHOM  IIpOrpamme.
Oco0OeHHOCTH perucTpanvy BXOJSIIMX, UCXOISIMIMX U BHYTPEHHHMX JTOKYMEHTOB.
[TpuHLIMIIBI OpraHu3alruy UHPOPMALIMOHHO-CIPABOYHOM pabOThl B OpraHU3aLuu.

KOHTposIb HCNOMHEHUST OOKYMEHTOB. 3HAUYEHHE KOHTPOJISI HCIOJIHEHHUS.
KonTponb kak ocHOBHas (yHKIMs ympaBieHHs. Buiabl KOHTpOJIA: KOHTPOJIb IO
CYIIECTBY pELICHUSI BONPOCAa W  CPOKOBBIM KOHTpoJib. OnepaTuBHBIA U
NpeaynpeauTeNbHbIl KOHTPOJb. [lopsoK NMOCTAHOBKM HAa KOHTPOJIb M CHSITUS C
KOHTPOJIS.

[Topsimok mpoxoXkAeHUs JOKYMEHTOB B opraHuzanuu. IIpuem, oOpaboTka u
pacrpeiesieHue MOCTYNaMMX TOKyMeHTOB. [IpaBuna paboTsl ¢ OTOPABISEMBIMA U
BHYTpEHHUMHU  JokymeHTamu. CpeacTBa  OprTEXHHKH, MNPUMEHSEMOH B
JEJIONPONU3BOJCTBE.



Tema 6. Texyuiee xpaHeHHe JOKYMEHTOB

Homenknatypa nen. Ilonstue HOMmeHknaTypel nen. HomeHkmarypa kak
KJIaCCU(PUKALMOHHBIN CIPAaBOYHUK. 3HAUEHNE HOMEHKJIATYphI JIe] JIJIsl ONIEPaTUBHOIO
XpaHEHUs] JOKYMEHTOB U JJISl UX IMpeNapXUBHOM 00pabOTKU. Buabl HOMEHKIATypbl
nen. Ortanbl pa3paborku CucreMarusauus JOKyMEHTOB B jena. Ponb mepedss
JOKYMEHTOB C YKa3aHHUEM CPOKOB XPAaHEHMS B COCTABJICHUN HOMEHKJIATYpbI JEJl.
3aronoBku B HOMeHkiatype. OdopmieHue, coriacoBaHue, IOANUCAHUE U
YTBEPKICHUE HOMEHKIIATyphI Aell. Ilopsanok nepecmorpa.

@opMHUpPOBaHUE U XPAHEHUE AEII.

['pynnupoBanue JOKyMEHTOB B Jena. TpeOoBaHuUsA, NpPEabSABISEMBbIE K
obnoxxkkaMm nen. Ilopsiiok BbauM JOKYMEHTOB M JI€JI BO BPEMEHHOE I0JIb30BaHMUE.
ObecnieueHre COXpaHHOCTU JOKYMEHTOB.

Tema 7. IloaroroBka e K apXuBHOMY XPaHECHUIO

OKcnepTh3a UEHHOCTH JTOKyMeHTOB. IloHsaTue, 3amaum s3kxcneptusbl. OCHOB-
Hbl€ IPUHIMIBL. [1OpSIIOK YHUUTOKEHHS JOKYMEHTOB C UCTEKIIMMU CPOKaMU XpaHe-
Hus. 3a1auu U QyHKUMHU SKCTIEPTHBIX Komuccuil. Ilopsaok ux cozmanus, cocras, Ie-
PHUOIMYHOCTD IPOBEJICHUS 3aCETAHMM.

CocraBnenue onuceil nen. OCHOBHbIE MpaBuiia padOThl M 3aJaud BEIOM-
CTBEHHBIX apXuBOB. ONHUCh TOKYMEHTOB M €€ Ha3HaueHue. Onucu Ha JOKYMEHTBI
MOCTOSIHHOTO U JOJITOBPEMEHHOTO CPOKOB XPaHEHHS.

5. [lepeueHb yueOHO-MeTOAMYECKOT0 O0ecTIeYeHH s IJIsl CAMOCTOSITE/Ib-
HOM padoThI MO ATUCHHUIINHE

1. Meronuyeckue ykazaHusi JUisi OOyYarOIIMXCsl MO OCBOCHUIO IUCIMILTAHBI
«JoxymenroBenenue» (IIpunoxenue 2).

2. Metonuyeckue yKazaHus MO BBHITOJIHEHUIO KOHTPOJIbHBIX padot (IIpumoxe-
Hue 3).

6. ®OoH/I OLIEHOYHBIX CPEACTB VISl POBEACHNUSI IPOMEKYTOYHOM aTTeCTAllUN
00y4aromuxcs no JMCUUIINHE

CrpykTypa (hoHIa OLIEHOYHBIX CPEACTB IS IPOBEICHUS MPOMEXKYTOUYHOM at-
TecTalMu OOy4YaroIIuXCcs Mo JucHuIuiiHe npuBeneHa B [Ipunoxenun 1 k paGoueit
IIPOTPaMMEe.



/. IlepeyeHb OCHOBHOM U JOMOJHUTEIHLHOU y4eOHOI JIUTEPATYPHI,
HE00X0MMOM ISt OCBOCHU S AU CIUTLIMHBI

OcHoBHas JauTEparypa:
1. KupcanoBa, Mapus BaagumupoBHa.
Kypc nenonpousBoicTBa: TOKyMEHTAIMOHHOE OOECIICUeHUE yIpaBieHus : YyeOHoe
noco6ue / HoBocuOupckuii Kojute I TpaHCHOPTHBIX TexHojoruil um. H.A. Jlynuna;
HoBocubupckuii rocy1apcTBEHHBIH YHUBEPCUTET SKOHOMHUKH U YIIPaBIICHUS. - 6 ;
uctp. u gomn. - Mocksa : OOO "Hayuno-usnarensckuii nearp MHOPA-M", 2020. -
257 c. - ISBN 978-5-16-006789-6. - ISBN 978-5-16-104755-2.
URL: http://znanium.com/go.php?id=1088888
2.Ky3neuoB, Uropr Huko/siaeBuu.
Jenonpou3BoAcTBO : YueOHoe nocodue / benopycckuit rocy1apcTBEeHHbINH YHUBED-
cuteT. - 9. - Mocksa : U3narenbcko-toprosasi kopnopanus "Jlamkos u K", 2020. -
405 c. - ISBN 978-5-394-03881-5.
URL: http://znanium.com/go.php?id=1093496
3.Kadamos, C. 1O.
Jlenonpou3BOACTBO U apXUBHOE JIEJI0 B TEPMUHAX U ONPEAEICHUIX | y4eOHOE 0CO-
oue / C.}O. Kabamos, N.I". Achanmuspona. - 3-¢ u3a., crep. - Mocksa : U3narens-
cTBO «DmuHTaR, 2018. - 295 . - ISBN 978-5-9765-0784-5. - Tekct (BU3yanbHBIN) :
HETIOCPEACTBEHHBIN.
URL: http://biblioclub.ru/index.php?page=book&id=69168

JlonoiHMTE ILHAA JIUTEpaTypa:
4 KynsieB, Huxouaii Hukosnaesuu.
NudopmarmonHbie TEXHOJIOTUH B IOKYMEHTAIIMOHHOM OOECIICYCHUH YIIPABICHUS U
apXWBHOM Jiesie : Y4eOHUK /Uil By30B; YueOHuk / Becepoccuiickuit Hay4uHO-
MCCIIEIOBATEIIbCKUM MHCTUTYT JTIOKYMEHTOBEICHUS U ApXUBHOTO J1eia; Beepoccuii-
CKHI1 HAy4YHO-UCCIIEIOBATEIbCKUI NHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO JIENa;
CapartoBckuii rocy1apCTBEHHBIN arpapHbiii yausepcuret um. H.J. BaBuiosa;
YpasbCkuil TOCYTapCTBEHHBIN IOPUINYECKUN YHUBEPCUTET. - MockBa : M3narens-
ckas rpymma "Jloroc", 2020. - 408 c. - ISBN 978-5-98704-786-6.
URL.: http://znanium.com/catalog/document?id=367368

HOpMaTl/IBHbIe AOKYMEHTHBI:

1. Oenepanbubiii 3akoH PO ot 27.12.2002 No 184-®3 "O TexHUYECKOM
peryinupoBanun';

2. ®denepanbHbiil 3akoH Poccuiickoit denepannu ot 10.01.2002 Ne 1-d3 "O6
AJIEKTPOHHOM ITMGPOBON TTOATHCH";

3. OdenepanpHbii 3akoH PO ot 29.12.94 Ne 77-®3 "OO6 o00s3aTebHOM
IK3EMIUISIPE JOKYMEHTOB";

4, denepanbHbii 3akoH PO ot 22.10.2004 Ne 125-®3 "OO6 apxuBHOM Jielie B
Poccuiickoit @eneparun';


http://znanium.com/go.php?id=1088888
http://znanium.com/go.php?id=1093496
http://biblioclub.ru/index.php?page=book&id=69168
http://znanium.com/catalog/document?id=367368
http://www.sekretariat.ru/docs/razd1/norm2.doc
http://www.sekretariat.ru/docs/razd1/norm2.doc
http://www.sekretariat.ru/docs/razd1/norm31.doc
http://www.sekretariat.ru/docs/razd1/norm31.doc
http://www.sekretariat.ru/docs/razd1/norm32.doc
http://www.sekretariat.ru/docs/razd1/norm32.doc
http://www.sekretariat.ru/docs/razd1/norm45.doc
http://www.sekretariat.ru/docs/razd1/norm45.doc

S. ®enepanbHblil 3akoH Poccuiickoit ®@enepanuu ot 27.07.2006 Ne 149-®3
"O6 undopmaiuu, HPOPMAIIMOHHBIX TEXHOJIOTUSAX U O 3anuTe nHpopmaruu"

6. ®enepanbHbiil 3akoH Poccuiickoit @enepannun ot 25.12.2000 Ne 2-OK3 "O
rocyaapcTBeHHoOM repoe Poccuiickoit deneparun';

7. [ToctanoBnenne I'ockomcrara Poccum ot 5 suBaps 2004 r. N 1 " O6
YTBEPXKJICHUU YHU(PUIIMPOBAHHBIX (OpPM MEPBUYHON YYETHOW JNOKYMEHTAlUU TI0
y4eTy TpyJAa U ero omiaTtel". Ab00oM hopMm.

8. I'OCT P 6.30-2003 "VYHudunupoBaHHbIE CHUCTEMBl JOKYMEHTAIUH.
YaudunmpoBaHHas CHUCTEMa OPTaHU3AIMOHHO-PACTIOPSIUTEIHFHON JOKYMEHTAIIHH.
TpeboBanus Kk opopmMICHUIO JOKYMEHTOB"

8. [lepeyeHb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH
«/HTepHeT», HeOOXOAUMBIX [IJISl OCBOECHH S JUCHUILIUHBI

HNuTepHeT-pecypcesl:

1. http://www.minfin.ru — OdunmaneHeiii caiit MunucrepcTBa ¢GuHaHCOB Poccuiickoit
®enepanuu.

2. http://www.gov.ru  — CepBep OpraHoB ToCyJapCTBEHHON Biactu Poccuiickoit
®enepanuu.
3. www.ecsocman.edu.ru — ®enepanbHblii  00pa3oBaTeNbHBIA TOpTAT  «DKOHOMHKA,

COLNOJIOTHUA, MCHCIXXMCHT»

4. http://lwww.biblioclub.ru — DnexTponno-6udmoreunas cucrema ObC YHu-
BepcalibHasi OMOJIMOTEKA OHJIAH

5. http://www.edou.ru — IleHTp KOMITETEHIIUU O BOIIPOCAM JIOKYMEHTAI[OH-
HOT'0 00€ecIIeYeHus yIpaBICHUS

6. http://www.rusarchives.ru - Iopran "ApxuBbl Poccun": apxuBHBbIC CIIpa-
BOYHUKH, IMyOJIMKAIMH, 3aKOHOAATEIbCTBO, BEICTABKH

7. http://liber.rsuh.ru/?g=node/1118 - Hayunas oubnuorexa PITY

8.IlepevyeHb HH(POPMAIMOHHBIX TEXHOJIOTHIA, HCIOJIb3yeMbIX NMPHU
OCYIIeCTBJIEHUMH 00pa30BaTEeIbLHOIO0 MPOoIecca M0 JUCHHUILINHE

IMepeuenbnporpammuoroodecneuenusi: Microsoft Office Power Point, Mi-
crosoft Office Word

NupopmanuoHHbIe CIPABOYHbIC CHCTEMBbI:

1.27exkTpoHHbIE pecypchl 00pa30BaTeIbHON Cpe/ibl Y HUBEPCUTETA!

- http://www/socioego.ru - TeMaTu4eckuii CaiiT 1o COLUOIOTHH yIIPaBJICHUS

- http://www.ecsocman.edu.ru - deaepanbHblii 00pa3oBaTEIbHBIA HOPTAI
«IKOHOMUKA, COIIMOIIOTHSI, MEHEIKMEHT)

- http://www.msk.treko.ru - aiekTpoHHBIi CloBaph TpEeHepa M KOHCYJIbTaHTa

- http://www.distance-learning.ru - uadopmanroHHbIi TOpTaT «JIMCTaHIIHOH-
HOE O0yUYeHHE»


http://www.sekretariat.ru/docs/razd1/norm16.doc
http://www.sekretariat.ru/docs/razd1/norm16.doc
http://www.sekretariat.ru/docs/razd1/norm35.doc
http://www.sekretariat.ru/docs/razd1/norm35.doc
http://www.sekretariat.ru/docs/razd1/norm25.doc
http://www.sekretariat.ru/docs/razd1/norm25.doc
http://www.sekretariat.ru/docs/razd1/norm25.doc
http://www.minfin.ru/
http://www.gov.ru/
http://www.ecsocman.edu.ru/
http://www.biblioclub.ru/93347_Osnovy_nauchnogo_tvorchestva_uchebnoe_posobie.html
http://www.edou.ru/
http://www.rusarchives.ru/
http://www.rusarchives.ru/
http://liber.rsuh.ru/?q=node/1118

2.Koncynprant [Lntoc.

9.0nucaHue MaTepuaIbHO-TeXHUYECKOH 0a3bl, He00X0AUMON 1JI5 OCYy-
IIEeCTBJICHUSI 00Pa30BATEJbHOI0 MPOIeCcCca MO JUCHUIINHE (MOXYJIIO)

s oOecrieuenuss ydeOHOTO Mpoliecca HEOOXOAUMO pacrojiaratb KJIAcCOM C
MYyJIBTUMEAUMHBIM 000pynoBaHueM. B mporecce oOyueHus: He0OX0IUMO HCIIONb30-
BaTh OOy4YaroOlIMEe U KOHTPOJIHUPYIOIIME MpOorpammbl. B kKadecTBe KOHTPOIHUPYHOLIUX
IPOrpamMM MOXKET OBbITh HCIOJIb30BAHO JUCTAHIIMOHHOE TECTUPOBAHUE MPOMEKYTOY-
HBIX 3HAHUW CTYJICHTOB.

JIeKurOHHBIE 3aHATHS:

- ayIUTOPHSl, OCHAILIEHHAS MMPE3EHTAIIMOHHON TEXHUKOU (ITPOEKTOP, IKPaH);

- KOMIUIEKT 3JIEKTPOHHBIX IPE3eHTalui / CIaiijioB, ...

[Ipouce:

- paboyee MecTO IpenoaaBaTesisi, OCHAIEHHOE KOMIIBIOTEPOM C JIOCTYIIOM B
WNurepHer;

- paboure MecTa 00y4aromMXCsl, OCHAIIEHHbIE KOMIIBIOTEPAMH C JOCTYIIOM
B lHTEepHET;



IIpunoxenue 1

@DOHJT OTICHOYHBIX CPEJICTB JIJIsl TPOBEICHUS MPOMEKYTOYHON aTTeCTaIluu 00y-
YaIOMIMUXCS MO0 JUCHUILIMHE (MOIYIIIO)

HHCTUTYT ITPOEKTHOI'O MEHE/KMEHTA
N UH’KEHEPHOI'O BU3HECA
KADE/IPA YIIPABJIEHUA

®OH/I OLIEHOYHBIX CPEJACTB JJISI IPOBEJAEHUS TPOMEXY-
TOYHOM ATTECTALIUUA OBYYAIOLIMXCS MO JUCHUTIUHE

«1JOKYMEHTOBEJIEHHUE»

Hanpasaenue noaroropku: 10.03.01 «MudopmannonHas 6€301acHOCTD)
Ipodpuiab: Opranu3anus U TEXHOJOTUM 3AINUTHI HHOPMALIMH
YpoBeHb BbICHIEro 00pa3oBaHus: 0akajaBpuat

dopma o0yUeHHsI: OYHAS], OYHO-320THAS

Kopones
2023



1. [lepeyeHb KOMNETEHUMH ¢ YKa3aHUEM I3TanoB UX GopMUPOBaHMS B
npouecce 0CBOCHUN 00pa3oBaTeIbHOM MPOrPaAMMbI

Ne | Unpexe Cozaepxanue Pasmen mucum- | B pesymbraTe m3ydyeHus pasziena AUCUUILIMHEI, 0Oeceuu-
KOMIIe- KOMIETEHIINH UTHHBI, obecre- Barouero GOpMUPOBAHUE KOMIICTCHIUH, 00yYaroIHiACs
W | renmum YHBAFOIIHIA HpHOOpETAET:
(dbopmupo-BaHue
KOMITe-TeHIIHH Tpynossie neit- | HeoOxomumere HeoOxomnmele 3Ha-
CTBHS YMCHUS HHS
1 OIIK-8 | Cnocoben  ocy- | Tema 1-5 - BII3JIeeT HaBbI- | - yMmMeeT 0000- | - 3HAaeT MPUHIMIIEI U
IIECTBIIATL  MOJ- KOM cocrasie- | IaTh, aHAINU3U- | TMOPSIOO0K paboTsI
Gop, u3yueHHe H mus u odopm- | POBATE H  CH- HuH(OPMAIHOHHO-
oGoGmerHe feEma pedeparta | CTCMATHIUPO- CMPAaBOYHBIX CHCTEM
BaTh HAY4YHYIO | - 3HAeT CIOCOOBI MO-
Hay4HO- T0 pesylIbTaTaM | yyhopmammio B | Mcka H  06PaGOTKH
TEXHHIECKON JTH- 0030pa HAy4HO- | oGnactu  uH- | MH(OpPMALHMH, METO-
TepaTyphl,  HOP- TEXHUYECKOM (dopManMoHHON | Abl pabOTHl C Hay4-
MATHBHBIX H Me- JIMTEPATYPHI, 6e301aCHOCTH HOMl wmH(bOpMaIHel,
TOOWYECKHX  JIO- HOpPMATHBHBIX W | -~ YMECT Dasid- | NPUHIHUILL U IPAaBH-
KYMCHTOB B LCJIAX METOOAUYCCKHUX 1aTe (baKTLI’ T2 H(\)'CTpOCHI/Iﬂ Cyx-
HHTEpIpeTa- JCHHI U OLIEHOK
pemieHus  3amad JIOKYMEHTOB LM, OLEHKH 1
npogeCcCuoHab- apryMeHTHPO-
HOW  JIeATEINIbHO- BAaHHO OTCTaM-
cTy; BaTh CBOIO IO-
3ULHAI0 B IIPO-
necce  KOMMY-
HUKaIluu
- yMeeT MOJb-
30BaTteCsi  WH-
(opMannoHHO-
CIIPaBOYHBIMH
CHCTEMaMu
2 OIIK- | Cnocoben B Kka- | Tema5-8 - YMEET KOH- | - 3HAeT Iporpam-
10 | gecrBe TexHmye- ¢urypupo- MHO-aImapaTHbIe
CKOro  chenuasm- BaTh Ipo- | CPEACTBA 3AIUTEI
cTa  NpUHMMATh IPaMMHO- uHpopManuu B
yuactie B Qop- anmapaTtHble | THIIOBBIX —OIlepa-

MUPOBAaHUU
JIUTUKU

1o-
uHbpOP-

MalliOHHOW 0€3-

OIIaCHOCTH, oOpra-

HU30BBIBaTh
MOJICPKUBATh
BBINOJIHCHUE
KOMILIeKCa

)51

Mep

o oOecIIeYeHnIo

HHPOPMALINOH-
HOM
CTH,
IPOLECCOM

0e30macHo-
YIIPaBIIATH
ux

cpencTBa 3a-
IUATHI WH-
dbopmaruu B
COOTBET-
CTBUHU C 3a-
JTAHHBIMH
ITIOJINTUKAMU
0e30IacHo-
CTH

IIUOHHBIX CHCTe-
Max,  CHCTeMax
ynpasieHus: 0a-
3aMU TaHHBIX,
KOMITBIOTEPHBIX
CeTsax

- 3HaeT IPaBOBbIE

OCHOBBI ~OpraHHu-
3aIHU 3aIUTHI
MEPCOHAIbHBIX

JaHHBIX HW OXpa-




peanuzanMM  Ha
00BEKTE 3aIMTHI;

Hbl pEe3yJbTaTOB
MHTEJUICKTyaJlb-
HOU JesATENILHO-
CTH

- 3HAeT TPHHIHIIBI
(dbopMupOBaHUS
MOJUTUKKA  UHPOP-
MalMOHHOM  0e3-
OMAaCHOCTH OpraHH-

3aIun

2. Onucanme nokasarejiei u KpUTEpUuEB OCHNBaAaHUA KOMHeTeHIII/Iﬁ Ha
PA3JINYIHBIX ITanax ux (l)OpMPIpOBaHI/ISI, OIMHCaHHuEC KA ONCHUBAaHUSA

Kod komnemeH-

UHCcmpymenm, oyeHu-

Amanvl U NoKasa-

KPUHMPUUOMEHUBGHUHKOMHG-

yuu sarowjuli cpopmupo- mesnb OYeHUBaHUSA meHYyuu Ha pasau4yHbIX smanax
8aHHOCMb KOMMemeH- KomMnemeHuyuu opmMuUpPoBaAHUA U WKANLI OUEHU-
yuu eaHuA
OIIK-8.10 JHoknao A) noanocmuio cgop- | Hanpumep:
1
Mupoeana (Komne-
menuyus oceoena na IlIposodumca 6 nucemennoi u/unu
CIMHOU hopme.
8bICOKOM ypo6He) — 5 JI)( me Z)uI:) o
oannos PUTEPHL 0% )
1. Coomeemcmeue cooeprycanus 00-
b) uacmuuno cghop- .
Knada 3anenennou  memamuke (1
Mupoeana:
oann).
3 Komnemenyus
2. Kauecmeéo ucmounuxkoé u ux Koau-
0céoeHa Ha npooeu- ;
Hymom yposwe — 4 | “ecmeo npu noozomoeke paoomol (.
6anna; bann).
. Komnemenyus
oceoena na 6azoeom | 3+ Bnaodenue ungopmayueir u cnocoo-
yposue — 3 oanna; HOCMb omeeuamv Ha GONPOCHL AyOu-
B) wue cgopmuposana | mopuu (1 6ann).
(komnemenyus He
cpopmuposana) — 2 u | 4. Kawecmeo camoit npedcmasnennoi
Menee 6ann06 padomut (1 6ann).
5. Opucunanvnocms nooxoda u ece-
CMOpOHHee paAcKpblmue 8blOPAHHOLL
memamuxu (1 6ann).
Makcumanvnas cymma 6ann08 - 5
oannos.
OIIK-8.10 Buvinonnenue konmpono- | A) noanocmuro cop- | Ilpu onpedenenuu chopmuposanno-
1

HOIl pabontvl

Mupoeana (komne-
menyua 0ceoeHa Ha
8bICOKOM ypoene) — 5

oannoe

Cmu KOMRnemeHuuil Kpumepuamu ove-
HUGAHUA GLICIMYRAIOM MemoouyecKue
DeKomenoayuu, pazpabomannvie no

oucyunuHe 011 OAHHO20 6UOA




bB) uacmuuno cghop-
Mmuposana:

. Komnemenyus
oceoena Ha npPooOGU-
Hymom ypoene — 4
oanna;

. Komnemenyus
oceoena Ha 0a3z060m
yposue — 3 oanna;

B) ne cgpopmuposana
(komnemenuus He

chopmuposana) — 2 u

MeHee 0an106

3. TunoBbie KOHTPOJIbHbIE 32IaHUSI MJIH MHbIE MaTEePHUAJIbI, HEOOXOAUMbIE ISl
OLICHKHU 3HAHUI, YMEHHH, HABBIKOB M (UJIM) ONbITA JAESATEJIbHOCTH,
XapaKTepu3yIuX 3Tanbl GopMupoBaHUS KOMIIETEHIIMI B IpoLecce
0CBOCHHUSA 00pPa30BaTeJIbHOI POrPAMMBI

3.1. [IpumepHasi TeMATHKA JOKJIAJ0B B NIpe3eHTAIMOHHOM dopMme:

IIpuMepHas TeMaTHKA JOKJIAI0B B IPe3eHTAIIMOHHOM (hopme:

VYuuduxanus, crangaptuzainus u Tpadaperuszanusi JOKyMEHTOB.

JIOKYMEHTUpPOBaHUE TPYIOBBIX TPABOOTHOILIECHHH.

Homenknarypa aen. @opmupoBaHue U XpaHEHUE JIE.

Hcnonb3oBanne HHGOPMAITMOHHBIX TEXHOJIOTHIA B ICJIONPOU3BOICTBE.

Opranu3zanus TeKymero XxpaHeHus T0KyMEHTOB.

XpaHeHne JOKYMEHTOB B dJICKTPOHHOM (hopme.

PekBU3NTHI TOKYMEHTOB ¥ 00IIIME TIpaBuUiia HX 0POPMIICHHS.

TpeboBanwust K TEKCTY JOKYMEHTOB.

. PacnopsimutenbHbie TOKYMEHTHI.

10 OpraHu3aloHHbIE TOKYMEHTHI.

11.MudopmarimoHHO-CIIPaBOYHBIC JOKYMEHTHI.

12.Opranmzanus ciay>kO0bl JTOKYMEHTAIIMOHHOTO 0OecTeueHus OpraHu3a-
1007078

13.TloaroToBKa 1) K ApXUBHOMY XPaHEHHUIO.

14 Tlpunanue OpUIUUIECKON CUIIBI Pa3IMYHBIM BUAAM JOKYMEHTOB.

15.0cob6enHocTy MOATOTOBKUA U O0(OPMIICHUSI OTAEIBbHBIX BUIOB JOKYMEH-
TOB.

16.I1paBuna XxpaHeHuUs1 yIPABICHUECKOW JOKYMEHTAIIUU

17.TpeGoBaHus K TEKCTY TOKYMEHTA.

18.1ToaroroBka Jiej K apXMBHOMY XPaHEHUIO.

19.KoHTpoJIb 32 UCTIOTHEHUEM JOKYMEHTOB.

20.OcHOBHBIE JOKYMEHTHI YIIPABJICHUS OpTraHu3aIlei.

21.1TpaBuna xpaHeHus yIpaBIeHUYECKOU JOKYMEHTAIUH.

CoNoaRrWDdDE




22 . JIokyMeHTaIHs 1 JOKYMEHTOO0OpOT B OaHKax.

23.Y4eTHbI€ PETUCTPHI B OYyXTAITEPCKOM yUeTe.

24. KOoHTpOJIb 32 UCIIOJIHEHUE IOKYMEHTOB.

25.Tlopsiiok paGoThl ¢ KOHGUICHIIMATBHBIMU JOKYMEHTAMH.

26.YHuuiupoBaHHas cUCTEMa OPraHU3AIMOHHO-PACTIOPSAUTEIBHON J0-
KyMCHTAIIHH.

3.2. IlpumepHbIe TeCTOBBIE BONPOCHI KOHTPOJISI 3HAHUI
o Kypcy «/JlokymeHnroBenenue

1 PexkBHU3HT CJIyke0HOT0 MMUCHbMA — ITO:
a) Ero otnenbHbIN 3J€MEHT;

0) YacTb ciy>keOHOTo MUChMa,

B) ®UpMEeHHBIN OJIaHK.

2 ABTOpPOM CJIy:Ke0HOT0 NMCbMA SIBJISIETCH:

a) Opranuzanus, pupma, OT UMEHHU KOTOPOU MOCHLIAETCS TUCHMO;
0) JIoJ>KHOCTHOE JINIIO, KOTOPOE MOANUCHIBAET TUCHMO;

B) UcnionHuTENb, KOTOPBIA TOTOBUT TEKCT MUCHMA.

3 B kakoM ciy4ae npaBHJIbHO 0)OPMJICH PEKBH3HUT «A/pecaT»:

a)
Hupektopy mkonsl Ne 269
MarseeBoii Tamape AliekceeBHE
0)
['enepanbsHOMY TUPEKTOPY DUPMBI
«AsIKCY
r-ny Jlapuonosy T.I'.
103020, MockBa, CkaTepHbIi 1iep.,
22
B)
Hupekropy YIIO CBAO r.Mockssl
B.A.IletpoBy
129128, Mocksa, PoctokuHckas, 7
r)

129128, Mockaa, yin.baxosa, 1.16,
KB.7
E.K.Bo3HeceHckoii.

4 Ilpu agpecoBaHUM UHUIHMAJBI CTABAT:
a) Ilepen dhamunueit agpecara;



0) [Tocne pamunmu anpecara.

5 Ha kakoM cjiy:ke0HOM NMHUCbMe MPOCTABJISIETCS CCHLJIKA HA HOMeEP U 1aTy BXO-
ASIIEro JOKyMeHTA:

a) ["'apanTuitHOM;

0) ConpoBOIUTEIHHOM;

B) OTBeTE;

r) HupkynspHowm;

1) Ha Bcex Buaax.

6 Unaexc ciyxe0HOT0 NMCbMa — 3TO:

a) IlopsAKOBBII HOMEp TUCHMA;

6) [lopsinkoBeIif HOMEp ¢ OYKBEHHBIM 0003HAUCHHUEM;

B) 3amm¢poBaHHas B nudpax MHPOpMAIMS O MECTE UCIOJHEHUS U XPAaHEHUs JIOKY-
MEHTA.

r) Ucxoasammii Homep citykeO0HOTo NuchbMa — 3TO:

1) PeructpanmonHslii HOMep, MPOCTaBISAEMBbIN aApPECaTOM;

e) Peructpannonssiii HoMep, IPOCTaBISAEMBbI aBTOPOM.

7 Kakoe ciry;ke0HOe MICbMO HMeeT 0TMETKY O HATHYUH NPUJIOKEHHS
a) 3anpoc;

0) MudopmannonHoe;

B) ConpoBOIUTENBHOE;

r) Bce ciy:xeOHble TUCHMa.

8 B kakom ciyyae nmpaBWJIbHO 0(opMIIeH PEKBU3UT, €CJIH O MPHUJIOKEHUH He
YIIOMHUHAJIOCH B TEKCTE CJOYKeOHOT0 NMCbMAa:
a) [Ipunoxenue: Ha 3 1. B 2 3K3.
0) [Ipunosxxenune: 1 CrpaBka 0 corJacoBaHWU MpoekTa Ha 4 1. B 1 9K3.
2 OT3bIBBI 110 TIPOEKTY Ha 2 JI. B 1 3K3.

9 B kakoMm ciaydae mpaBHIbHO opopwieH pekBU3UT «Iloamuceb» B cCiayxeOHOM

nucbMme:

a)

Hupexrop OO0 «Mapusi» B.A.llleronbkoBa

0)

['naBHbIN OyxTanrep B.A.OBunHHHKOBa
Hupexrop YIIO B.A.IletpoB

B)

JIMpEKTOP IMIKOJIBI N.A Konenkuna

r)

Hupexrop TY H.H.HoBukos

10 C kakoii HeJibI0 HA MUCbMeE YKa3bIBAKT (GaMWJINIO U TeJie(DOH UCTIOTHUTEIIA:



a) Jlns onepaTuBHOM CBA3M;
6) s mpunanus TOKyMEHTY I0pUINYECKOM CUJIBI.

11 esionmpou3BOACTBO — 3TO..

a) Cucrema xpaHeHUs JOKYMEHTOB

0) CocTaBiieHHE IOKYMEHTOB

B) Otpacnp NeATeNbHOCTH, OOecleurBaronias JTOKYMEHTUPOBAHUE W OPraHU3alrIo
paboThI ¢ OHUIHATTEHBIMU JOKYMEHTaAMHU

12 Yka:kute TepMHH, UMEIOIIHI TAKOH e CMBICI, KAK M TEPMHUH «/1eJIONMPOU3-
BOJICTBO».

a) JlokymeHTHpOBaHuE

6) Cucrema JOKyMEHTAIIH

B) JIoKyMeHTaIIMOHHOE 00eCIIeUeHHEe YIIPaBICHUS

r) JlokymMeHTHpOBaHHAs HHGOPMAIIHS

13 K kakoMy JOKYMEHTY OTHOCHTCH CJICAYHINASl XAPAKTEPUCTHUKA «ABJSETCS
OCHOBHBIM HOPMATHBHO-METOAUYECKHUM JOKYMEHTOM, ONpeNAeJAKIINM U YCTa-
HABJIMBAIOUIAM €MHBbIA MOPAIOK COCTABJICHHS, 0(POPMICHUS TOKYMEHTOB U pa-
00TbI C HUMHU B OPTraHU3AIUAN» ?

a) MucTpyKums 1o 1eI0npOu3BOJICTBY

0) Homenkinarypa gen

B) PernmamenT pabotbl

14 O6s13aTEJILHO JIM JA0JI’KHA OBITH MHCTPYKIMS MO JeJONPOU3BOACTBY B KaiK-
JIOM y4pe:KIeHUH, Opranu3amnumn’?

a) Jla

0) Het

15 IloyeMy MHCTPYKIUS MO 1eJONPOU3BOJICTBY KOHKPETHOM OpPraHM3anuM Bce-
r1a MHAMBUAYaJbHA?

a) [loToMy 4TO OHa y4WTHIBa€T BCE OCOOCHHOCTH, KaK COCTaBa JIOKYMEHTOB, TaK U
TEXHOJIOTUH UX 00pabOTKH

0) Tak kak oHa B Ka)k/10M OpraHU3alMK pa3padaThIBAETCS Pa3HBIMU JIFOJbMH.

B) [loTOMy 4TO B pa3HBIX OpraHU3alMIX MO-pPa3HOMY Ha3bIBACTCS CIIy»K0a JeI0mpo-
M3BOJICTBA

16 YTo 00BIYHO 1a€eTCH B MPUJIOKEHUAX K MHCTPYKIMH 110 AeJIONPOU3BOACTBY?
a) O0pa3iibl JOKYMEHTOB, (DOPMBI JOKYMEHTOB, Pa3InYHbIE CITUCKU

WM TIEPEYHHU.

0) OGpa3iibl moanucel pyKoBoauTENCH, POPMYIISIPHI TOKYMEHTOB,

CIIUCKH JTOJDKHOCTHBIX JIUII, UMEIOIIUX TIPABO MOJITUCH JOKYMEHTOB.



17 Ha3oBuTe BUAbI MMCbMEHHBIX JOKYMEHTOB, KOTOpPbIe BXOASAT B COCTAB YHH-
(GUUUMPOBAHHOM CHCTEMbI OPraHU3ANMUOHHO-PACHOPAAUTEILHON JTOKYMEHTA-
nuun?

a) OpraHu3aloOHHbIE U PACTIOPSIAUTENbHBIE TOKYMEHTHI

0) OpraHuzanMoHHbIC, PACTIOPSAUTENbHbIE U HH()OPMAIMOHHO-CIPABOYHBIE JTOKY-
MEHTBI

B) OpraHuzaioHHbIE, pacopsAIUTeIbHbIC, THHOPMAIIMOHHO-CITPABOYHBIE TOKYMEH-
TBI U IOKYMEHTBHI 110 TPYAOBBIM OTHOLLICHUSIM

18 3auem JOKYMEHT HY’KHO IPABUJIbHO 0QOPMISATH?
a) UToObl mpuaaTh IOPUIUIECKYIO CUITY

0) UToObI MOATOTOBUTH K PA3MHOKEHHUIO

B) UTOOBI MOATOTOBUTH K COTIIACOBAHUIO

19 Ha xakue noxkymentbl pacnpocrpansierca 'OCT P 6.30-20037?

a) Ha opranuzanuonHo-pacnopsiautensubie gokyMeHTbl (OPJI), oTHocsmmecs
yHuunupoBanHoit cucreme OPJ]

0) Ha Bce MOKyMEHTBI, COMPOBOXKIAIOIINE JEATEILHOCTh JIIO00M OpraHu3aluu,
YUPEKACHUS WIH NPEATPUITUS

B) Ha ynpaBneHueckne 1 SJKOHOMUYECKUE JJOKYMEHThI

20 BoccraHoBUTe mponylleHHOe ¢JI0BO: «PeKBU3UT - 3TO 00s13aTeJIbHBIN 3JIe-
MeHT 0(opMIIEHHS ... JOKYMEHTA.

a) OdunmanbHOTO

0) Ciy>xeOHOro

B) JIroOoro

21 CKo0JIbKO PeKBHU3UTOB MCIOJIb3YIOTCH NPU 0(POPMIIEHUN JOKYMEHTOB?
a) 29
0) 30
B) 31

22 Yro Takoe popmy.isip 10KyMeHTa?

a) HaGop pexBU3UTOB OPUIIMATIEHOTO MTUCHbMEHHOTO JIOKYMEHTA, PACHOJIOKEHHBIX B
OINPEIEICHHON MOCIEI0BATEIbHOCTH

0) Onucanue nopsiaka oPopMIIeHHUs] pEKBU3UTOB JIJI1 KOHKPETHOTO BHUJIA IOKYMEHTA
B) @opMa KOHKPETHOTO JOKYMEHTA, MOATOTOBIICHHAs B BUJIE TEKCTa Tpadapera

23 OT 4ero 3aBUCUT KOHKPETHbI HA00p HEOOXOAUMBIX PEKBU3UTOB HA
JAOKyMeHTe?

a) Ot cmoco6a MoArOTOBKH IOKYMEHTa, BEIOpaHHOTO (popmaTa OyMaru U TEXHOJOTUU
palboTHI C TOKYMEHTaMU, IPUHATON B OpraHu3aluu

0) OT Bua JOKYMEHTa, 3Tamna ero noAroToBKM 1 paboThl ¢ HUM

B) OT pelieHus aBTopa JOKYMEHTa U OT KBaTU(PUKAIUU UCTIOTHUTENS



24 Ck0JIbKO BAPUAHTOB 0JIAHKOB YCTAHOBJIEHO B 3aBUCHMMOCTH OT CIocoda pac-
MOJI0KEHUSI PEKBU3UTOB?

a) Ogun

0) /IBa

B) UeThipe

25 Kakue Tpu Buja 0J1aHKOB YCTAHOBJIEHBI /11l OPTraHU3ALNHU, ee CTPYKTYPHOI0
noJpasjesieHus U J0J’KHOCTHOIO JIuna?

a) O6mmii 6;1aHK, O1aHK MHUCbMa, OJJaHK KOHKPETHOTO BUJIA IOKyMEHTa

0) bnank BHyTpeHHUIl, BHEIIHUHN U 15 PaKcoB

B) biaHk amst pacnopsauTeNbHBIX JOKYMEHTOB, JUIS IUCEM U JIJIsl CIIPABOK

26 B cooTBETCTBUM C KAKHUMH JOKYMEHTAMH MOMEIIAKT HA OJIJAHKAX OpraHmu3a-
uuu ee amMoJIEeMy?

a) B cooTBeTcTBHU C ycTaBOM (TI0JIOKEHUEM 00 OpraHU3alIiH )

0) B cooTBeTCTBUM C ITPUKA30M PYKOBOJUTEIS, 3aKPEIUISIIOIIUM OTPEICICHHBINA CIIO0-
c00 n300paKeHHS IMOJIEMBI

B) B COOTBETCTBUM C JIUIICH3UEH, BBIJAHHOW HA TOT MJIM UHOM BUJ JEATEIBLHOCTH Op-
raHU3aLUH

27 Korna Ha QOKyMeHTax NPHUBOIST COKpallleHHOe HAMMEHOBAHHE OpPraHM3a-
uuu?

a) Korma oHO 3aKkperieHo B yupeIuTeNbHBIX JOKYMEHTaX OpraHu3aluu

0) Korna nokymeHT 00bIION, 1 HEOOXOANMMO C3KOHOMUTh MECTO Ha MOJIE JOKYMEH-
Ta

B) Korja npuka3oM pykoBOAMTENS pa3peLIeHO €ro UCIOIb30BaHUE

28 Kakue cBeieHNsI MPUBOJAT B CIIPABOYHBIX JAHHBIX 00 OpraHu3anuu?

a) ®opma cOOCTBEHHOCTH, HA3BaHUE JOJDKHOCTH U (haMUITUsI PYKOBOJUTEINSI, HAUMeE-
HOBAHUE BBIIECTOAIIEH OpraHu3aluu

0) [lourtoBbIit anpec, HOMep TenedoHa U Ipyrue CBEJACHUSI 0 YCMOTPEHUIO OpPraHu-
3aIuu

29 BriOepure npaBWIbHBIN BapuaHT oopMiIeHHs MOYTOBOrO aapeca B «Cnpa-
BOYHBIX JJAHHBIX 00 OPraHU3aALMU-ABTOPEY.

a) OAO «ITumot»

yi1. 3onotapeBckasi, 3, opuc 112,

r. YibesHoBck, 212109

0) OAO «ITunot»

212109, r. YIBsSHOBCK,

yi1. 3omoTapeBckas, 3, opuc 112

30 «daTa» - 00s13aTeJIbHBIH PEKBU3UT B JIWOOM IOKyMeHTe?



a) Her
0) Ja

4. MeTtoauveckne MaTepHAaJibl, ONpee/IoNue Npoueaypbl OeHUBAHUS

3Tanbl GOPMUPOBAHMA KOMIIETEHLMI

3HAHMI, yMEeHNH, HABBIKOB M (MJIM) ONBITA JeSITeILHOCTH, XapaKTePUu3y0IMnX

DOopMON KOHTPOJISL 3HAHUW MO JUCHUIUIMHE «J|OKYMEHTOBENEHUE)» SIBIISIIOTCS
ompoc. [IpomexyTodHas aTTecTarus IPOBOAUTCS B BUJIE 3aUeTa B yCTHOU (hopme.

He- Kon xowm-
ze- TICTCHIINH,
s OIICHUBA-
Te- OIIMi 3Ha- Kpurepun onenku mo
Bun orre- Coneprxanue Cpok chpaum
Ky- HUA, YyMe- TpebGoBanus & COACPXKAHUIO U Kaue-
HOYHOTO OIICHOYHOTO (memenst  ce-
1e- HHUS, HaBBI- BBITIOJTHEHUIO CTBY C YKa3aHUEM
cpencTBa cpencTsa MecTpa)
ro KH OayToB
KOH
TpO
st
Mpo | TectupoBa- | OIIK-8,10 20 BompocoB Komnviomepno | Pesynomamur | [lMpenodasamens yka-
e6o- | HHe e mecmuposan 3bl6aem Kpumepuu
mecmuposanue us
oum OoyeHKU 0aHHo20 8uda
. Bpems, npedocmaens
& e omeeoeHHoe HA | 10MmCA 6 OeHb KoHmpons. Hanpumep,
cpo- npoyedypy — 30 | nposedenusn Kpumepuu oyeHKu
Ku, Munym npoyeoypul onpedenaomca npo-
yecm YeHmMHobIM coomHouwe-
aHo Huem.
ene
HHbI Hesaeka — 0.
e
HeydoenemeopumesnbHo
2pa
P — meHee 50% npasuno-
u-
® HbIX omeemos
Kom
06- YdoenemeopumenbHo -
pa- om 51% npasunbHbix
306a omeemoe.
ea-
men Xopowo - om 70%.
bHO-
OmauyHo — om 90%.
20
npo
yec-

ca




Mpo | TectupoBa- OIIK-8,10 20 BompoCoOB Komnoromepno | Pesynomamot Mpenodasamens yka-
60- | HHe e mecmuposan 3bl6aem Kpumepuu
mecmupoeanue us
oum OoyeHKuU 0aHHOo20 s8uda
. Bpema, npedocmaenn
& e omeeoeHHoe HaA | 10MmcA 6 OeHb KoHmpons. Hanpumep,
cpo- npouyedypy — 30 | nposedenusn Kpumepuu oyeHKu
Ku, munym npoyedypol onpedensiomcs npo-
yecm YyeHmMHbIM cOOmHouwe-
aHo Huem.
ene
HHbI Heaeka - 0.
e
HeydoenemeopumesnbHo
epa
p — meHee 50% npasune-
u-
» HbIX omeemoe
Kom
06- YdoenemeopumesnoHo -
pa- om 51% npasusnbHbIx
306a omeemoe.
ea-
men Xopowo - om 70%.
bHO-
OmanauyHo — om 90%.
20
npo
yec-
ca
Mpo | 3auer OIIK-8,10 | 3 Bompoca wu | 3auer mnpoBo- | PesynpraTel [KpuTepuu oueHku:
8o- 3aj71a4ua JIATCS B YCT- | mpemocras-
. «3auTeHO:
dum HOit  (opme, | mstrOTCS B
(2 ) IIyTEM OTBETA | IEHb IIPOBE- [ 3HaHUE OCHOBHBIX
cpo- Ha BOIIPOCHI | JICHUS 3a4eTa [IOHATUH IPEeIMETa;
ku, (mo OwmeTam)
* YMEHHUE HCHOJIb30BaTh
yem U peleHue Y
aHo . 1 [PUMEHSThH MOJy4YEeH-
CUTyallHOHHOH HbIC 3HAHWS Ha MPAKTH-
ene 3aa4u KE;
HHbI
e Bpems  otBe- * paboTa Ha TpaKTHYe-
epa JICHHOE Ha CKHUX 3aHATUAX,
¢u- IpoIIE, -
Kom 38 Heaypy * 3HAHUE OCHOBHBIX
6 MUHYT. HAYYHBIX TEOpUH, H3Y-
o -
HaeMBbIX [PEIMETOB;
pa-
308a °POTBET HA BOIPOCHI
8a- onieTa.
men
<He 3auteHo»:
bHO-
2o * IEMOHCTPHUpPYET  4Ya-
npo CTHYHBIC 3HAHHSA IIO
yec- reMaM JUCHUILINH,
ca

* HC3HAHHUC OCHOBHBIX




[MOHSTHI npeameTa,

* HEYyMEHHE WCIOJIb30-
BAaTh U MPUMEHSTH II0-
ITydeHHBIE 3HAHWS Ha
MPaKTHKE;

*HC paboTan Ha Tpak-
THYIECKUX 3aHATHSX,

*HC OTBCYacT Ha BO-
POCHL.

Bonpocsl k 3a4ery

1. Posp JOKYMEHTHMPOBAaHHS M JTOKYMEHTAlMOHHOTO OOECHedYeHHs Mpen-
HNPUATHUS, CUCTEMA TOKYMEHTUPOBAHUSI.
B3auMocBsA3b NOHATHI «UHPOPMALUD» U «TOKYMEHT.
OyHKINH TOKYMEHTA.
Knaccudukanus J10KyMeHTOB.
3aKOHOJIaTEIbHOE PErYIUPOBAHKE JIETIONPOU3BOICTBA
HopmaTtuBHO-METOAMYECKOE PEryJIUPOBaHUE IE€IONPOU3BOICTBA
Urto noHuMaeTcs noj «yHU(pUKauen» U «CTaHaapTH3aIUe» T0KyMeH-

Noabkowd

TOB?

©

Oo61ue TpeboBaHusg 0POPMIICHUS YIPABIEHYECKUX JOKYMEHTOB.

9.  PexBU3UTHI TOKyMEHTOB.

10. TpeboBaHus npeabaBiIgeMble K OJaHKaM JOKYMEHTOB.

11. Ortnnuue 61aHKa NUCbMa OT 00ILIETo OJIaHKa.

12. T'epboBble OIaHKH.

13. TlpaBuma odopmieHHS PEKBU3UTOB: «HAUMEHOBAHHE OpPTaHU3AIUN,
«CTIpaBOYHBIC JaHHBIE 00 OPraHU3AINNY», KHAUMEHOBAHHUE BUJIA TOKYMEHTAY.

14. TlpaBuna odopmieHHs] PEKBU3UTOB: «JlaTa JOKYMEHTa», «perucrpanu-
OHHBII HOMEp TOKYMEHTa», «CChUIKA Ha PEerUCTPAIlMOHHBIN HOMEp U JAaTy JOKyMEH-
Tay.

15. TlpaBuna odopmieHUs PEKBU3UTOB: «MECTO COCTABICHUS WM U3JaHUS
JIOKYMEHTa», «ajapecary.

16. TlpaBuna odopmiieHUs PEKBU3UTOB: «TpHUd YTBEPKIACHUS JOKYMEHTa,
«PE3OITIOLHSI», «3ar0JIOBOK K TEKCTY», «OTMETKA O KOHTPOJIE».

17. TlpaBuna odopmiieHHUS PEKBU3UTOB: «TEKCT JAOKYMEHTa», «OTMETKa O
HATMYUU TIPUIIOKCHUS.

18. TIlpaBuna odopMieHUs PEKBU3UTOB: «IOIMUCH», «TpU( corjacoBaHUs
JIOKYMEHTa», «BH3BI COTJIACOBAHUS JOKYMEHTA.

19. TIlpaBuna opopmiieHHs] PEKBU3UTOB: «OTTHUCK MEYATH», KOTMETKA O 3aBe-
PEHUM KOMHW», «OTMETKA 00 MCIIOIHUTENEY», «KOTMETKA 00 WCIIOTHEHUH JOKyMEHTa
Y HaMpaBJICHUH €T0 B JIEJI0», KOTMETKA O MOCTYIUICHUH JOKYMEHTa B OPTaHU3aIIHIO».




20.
21.
22.
AN ).
23.
24.
25.
26.
27.
28.
IIUCKUY.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
MEHKJIATYp.
39.
40.
41.
42.
43.
44,

TpeOoBaHus PEABABISIEMBIE K TEKCTY TOKYMEHTA.
Oco0eHHOCTH OPOPMIIEHUS «YCTABA» U KIIOJOKEHUSD.
Oco0OeHHOCTH O(GOPMIICHUSI «UHCTPYKIHMN» («IOJDKHOCTHOM HHCTPYK-

OcHOBHOE Ha3HauYEHHE U TIOJTOTOBKA PACMIOPSAUTENBHBIX TOKYMEHTOB.
OcobeHHocTr 0(hOPMIICHHS CIIOCTAHOBIICHUS U «PEILICHUS.
OcobeHHoCTH 0(hOPMIICHHUS KIIPHKA3a.

OcoGenHocty 0hopMITEHUS «PACTIOPSIKCHUS U «YKA3aHUSD).
OcoGeHHocTy 0O(POPMIICHUS «aKTay.

OcobeHHOCTH OOPMIICHHS «CITY’)KEOHOW 3alUCKU» U <«JIOKJIATHOU 3a-

OcoGenHoctr 0(hOpMIIEHUS «CTIPABKI U «CITYKEOHOTO MHChbMay.
[TonsiTust TOKYyMEHTOOOOpOTA.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

[IpreM TOKyMEHTOB MOCTYMAIONIIUX B OPTaHU3AIHIO.

OO0paboTka JOKYMEHTOB MOCTYMAIOIIUX B OPTaHU3AIIHIO.
Pacnpenenenne JOKyMEHTOB MOCTYIAIOIINX B OPraHU3ALHIO.

KoHTpob 32 HCTIOTHEHHEM JIOKYMEHTOB.

[ToaroToBka u perucTpanus OTIPaBISEMbIX JOKYMEHTOB.
Howmenkmnarypa ged.

OOmre TpeboBaHus, MPEIbIBIIEMbIC K HOMEHKIIATYPE A€ U BUIBI HO-

CocTraBieHUE HOMEHKIIATYPHI.

[Topsinok GpopMupoBaHus Aell.

[Topsnox XxpaHeHus aed.

DKcIepTr3a HEHHOCTH JOKYMEHTOB.

TpebGoBanus K OPOPMICHUIO JENT U COCTABICHUS OTHMCEH.
Cnava 1en B BEIOMCTBEHHBIN apXUB.

*Mmoezosoe Ha4ucneHue 6aaa08 o GucyunauHe ocywecmansemca 8 coomeemcmauu ¢ pa3pabo-
maHHol u sHedpeHHoU 6annbHo-pelimuHeosoli cucmemoll KOHMPOAA U OUEeHUBAHUA YPOBHA 3HAHUU u
B8Hey4ebHoli cosudamesibHOlU aKMusHoCMU 0B6Y4aOUUXCA.



IIpunoxenue 2

MeToauveckue yKa3aHusl 1Jisi 00y4AIOIUXCH 10 OCBOCHHUIO IUCHMILIMHBI (MO-
AyJIAA)

HHCTUTYT ITPOEKTHOI'O MEHE/KMEHTA
N UH’KEHEPHOI'O BU3HECA
KADE/IPA YIIPABJIEHUA

METOJIMYECKUE YKA3AHUS 1JIS1 OBYUAIOLIUXCS MO
OCBOEHMUIO JUCHUTIIAHBI (MOJIY.JIST)

«1JOKYMEHTOBEJIEHHUE»

Hanpasiaenue noarorosku: 10.03.01 «MadopmannonHas 6e30MacHOCTD)
Ipodpuiab: Opranu3anus U TEXHOJOTUM 3AINUTHI HHPOPMALIMH
YpoBeHb BbIcHIEro 00pa3oBaHusi: 0aKajJaBpuaT

®opma 00y4YeHHUA: OYHAS, OUHO-320YHAS

Koposes
2023



1. O0ue noJioKeHus

IIeJ'Il)lO HU3Yy4YCHUS JUCHUIIIINHBI ABJISACTCA:

e (QopmupoBaHHME Yy CTYJCHTOB MPEACTABICHUE O CTPYKType M MpaBUiIax
oopMIICHUS CITYKEOHBIX JOKYMEHTOB;

e (opmMupoBaHHE HABBHIKOB PAOOTHI C JOKYMEHTAMH M CIY)KEOHOW JOKyMEHTa-
104 (S)

e (opmupoBaHHE TOHATUM O CHUCTEMaxX CIY)KEOHOH JOKYMEHTAIMH, OpraHu3a-
UM JOKYMEHTHOTO YIIPABJIECHUS U AEIONPOU3BOJICTBA;

e (opmupoBaHuE CIIOCOOHOCTH MCIOJIH30BaTh HOPMATHBHO ITPABOBBIC JIOKYMEH-
ThI B CBOEH JICATEIILHOCTH,

e (opmupoBaHHE CIIOCOOHOCTH HAXOAUTh PEIICHUS B HECTAHIAPTHBIX CUTYyaIlu-
IX.

3auaann JUCHUITIIMHBI ABJIAFOTCA:

1. OBnajieHre TEOPETUUESCKUMU 3HAHUSIMU JCJIONPOU3BOICTBA;

2. O3HaKOMJICHHE C OT€UECTBEHHBIM M 3apyO€KHBIM OMBITOM JCJIONPOU3-
BOJICTBA;

3. O3HaKOMIIEHHE C OpraHU3alMel JOKYMEHTO0OOpOoTa, cucTeMaTh3aluen
JIOKyMEHTOB, HOMEHKJIATYPOU JUIst OPOPMIICHUS U XpaHEHUS;

4, O3HakoOMIIEHHE C OpraHu3aIyeil paboThl ¢ JOKYMEHTAMHU, COACPKAITUMU
KOH(UIeHIIUATIbHBIE CBEACHMUS;

S. [TpuoOpeTeHue CTyeHTaMy MPAKTUYECKUX HABBIKOB MOATOTOBKHU JOKY-
MEHTOB.

OntumanbHBIN MOAXO0J K U3YYEHUIO Marepualia AUCIUIUIMHBI 3aKI0YaeTCs B
CIIEAYIOLIEM:

v\ U3 JIEKIMOHHOIO MaTepHaja IOHATh OCHOBHBIE NPEICTABICHHS, ITOHS-
TUSI, TPUHITUIIBI, POPMBI U METO/IbI TOKYMEHTAIIMOHHOT'O 00ECIICUCHHUS YIIPABICHUS;

v\ [PUMEHHUTH U 3aKPEIHTH MOJYUEHHBIE IPEACTABICHUS U METOBI B XOJI€
CEMHHAPCKUX, MPAKTUYECKUX U CAMOCTOSITEIIbHBIX 3aHITUH;

v\ 3aKpenuTh IOJyYeHHBIE 3HAHUS, CAMOCTOSTEIBHO paboTas HaJ IOAro-
TOBKOM JIOKJIAJ0B, KOHTPOJBHBIX paOOT W 3aJaHUM, ONpEJEICHHbIX y4eOHOU Mpo-
rpamMMOi JJIsi CEMUHAPOB U MPAKTUUYECKUX PaboT.

OCHOBHBIE TEOPETUUYECKHUE TOJOXKECHUS YYCOHOM IUCIUIUIMHBI HM3JIararoTcs
IpEIoIaBaTesieM Ha JIeKIHsaX. B mponecce nmpoBeAeHUs CEMUHAPCKUX U MPAKTHYE-
CKMX 3aHSATUM MPOUCXOAUT 3aKPEIUICHUE MOJYYEHHBIX 3HAHUM B MPOLIECCE JIEITOBBIX
urp, pazdopa CUTyaIuii, y9acTusi B TPYIIOBON JTUCKYCCHHU.

JIist 3(HEKTUBHOTO TOCTHKEHUS 11eTIel 00ydeHUs MPOIIECC 3YUCHUSI MaTepU-
aJia Kypca mpejmnosiaraeT J0CTaATOYHO HHTEHCUBHYIO pa0OTy HE TOJIBKO Ha JIEKIUSX U



MPAKTUUECKUX 3aHATHUSA, HO U C PA3IUYHBIMU WH(GOPMAIMOHHBIMU PECYPCAMU B CETU
HNuTepHer.

Ha nHeBHOM OT/e/ieHHH B Kaue€CTBE OCHOBHBIX 3JIEMEHTOB Y4EOHOTO Mpolecca
BBICTYIAIOT JICKIIUH, & TAK)KE CEMUHAPBI U IPAKTUYECKUE 3aHATHUA.

[Ipu mnpoBeneHUM JIEKHMOHHOIO 3aHATHUSI MOXET OBbITh HCIOJIb30BaHA
KOMOMHAIMs HECKOJbKUX BHJIOB JIEKIIMM B 3aBUCHUMOCTU OT PacCMaTPUBAEMOIO
BOIIpOCa:

- JeKyus-eu3yanuzayus yYAT ~CIyliaTeled mnpeoOpa3oBbIBaTh YCTHYIO U
NUCHPMEHHYI0O MHGOpMAIMI0O B BH3yalbHYI0 (opmy, uTo GopMUpYeT y HHUX
npo(hecCHOHANFHOE MBILUICHHUE 33 CYET CUCTEMAaTH3allMK U BBIACIICHUsI Haubosee
3HAQYMMBIX, CYIECTBEHHBIX 3JIEMEHTOB COJCpKaHUS OOy4eHHsS. DTOT MPOIECC
BU3YaJIM3ALMKU SIBJISIETCA CBEPTHIBAHUEM MBICIUTEIBHBIX COAECPKAHUMN, BKIHOYAs
pa3Hbie BUIBI HHPOPMAIUH, B HATTSAHBINA 00pa3; Oy1ydn BOCIPUHAT, 3TOT 00pas,
MOKET OBbITh, PA3BEPHYT U CIY>KUTb OMOPOMU JIJISi MBICIUTENIbHBIX U TPAKTUYECKUX
neiictBuil. JlaHHBIA BUJA JIEKIUMU MOXET OBbITh HCIOJIb30BaH IPU PACCMOTPEHHUH
Tr000M TEMbI AUCIUILIINHBL;

- Jnekyus-6eceoa TPEANoaraeT HEMOCPEICTBEHHBIM KOHTAKT MPENoAaBaTess C
aynmutopueil. K ywactuio B sekuuu-0ecese MOXHO NPUBJICYb Pa3INYHBIMU
MpUEMaMH, TaK, HAaIpUMEP, 3a/1aBasi CIylIaTeIsIM BOIIPOCHI B HaYas€e JEKIHUHU U 110
ee xoay. Ilpu sTom Bompocsl MOTYT ObITh MH(POPMAIMOHHOTO U IPOOJIEMHOTO
XapakTepa, IS BBICHEHHS MHEHUHM W YpPOBHS OCBEIOMJIEHHOCTH 10
paccMaTpuBaeMoOl TeMeE, CTENEHH MX TOTOBHOCTH K BOCHPHUSTHIO MOCIEAYIOLIErO
Marepuaiia. Bompocsl aapecyrorcss Bcer ayautopuu. CiyliaTteld OTBEYarT C
MecT. Eciiu penojaBarens 3aMe4aeT, YTO KTO-TO U3 00y4aeMbIX HE y4acTBYET B
xozle Oecenpl, TO BOMPOC MOXHO aJpecoBaTh JUYHO TOMY CIyLIATENl0, WU
CIPOCUTh €r0 MHEHHE MO o0cyxaaemoil mpobieme. {11 KOHOMUU BpPEMEHH
BOIIPOCHI pEeKOMEHyeTcsi (OpMYIHpPOBAaTh TaK, YTOObI HAa HUX MOXHO OBLIO
JaBaTh OJHO3HAauHble OTBeThl. C ydeTroM pas3HOIVIACHMl WM €IWHOAYLIUS B
OTBETaX MPENOAABaTENb CTPOUT CBOU JAJBHENUIINE PACCYKIACHUS, UMES IIPU ITOM
BO3MOXKHOCTb, HauOoJiee JOKa3aTeJbHO U3JIOKUTh OUYEPEIHOE TOHATHE
JIEKIIMOHHOTO Marepuaina. J[aHHBI BHJ JIEKIIUU JOJDKEH TaK)Ke MPHUCYTCTBOBATH
IIPY PACCMOTPEHUH KAXKJIOU TEMBI, TPEAYCMOTPEHHON JaHHOW MPOTrPaMMOM.

- IeKyusi ¢ pazoopom Konkpemmuwix cumyayui. Jlannas gexuus no Gopme moxoxa
Ha JIEKLUUIO-IUCKYCCHIO, OJIHAKO, Ha OOCY>KJIEHUE IMpenojaBaTellb CTABUT HE
BOIIPOCHI, @ KOHKPETHYI CUTyanuio. JIaHHBIA BHJ JEKUHMH 1es1eco00pa3Ho
MCMOJIb30BaTh MpU u3ydyeHun 4, 5 u 6 TEeMbl, KOrja M3JIaraéMbld MaTepuall
HE00XO0IMMO MPOJIEMOHCTPUPOBATH HA KOHKPETHOM IIPUMEpE.

JI71st CTYyJIEHTOB 0c000€ 3HaueHUE MPUOOPETAET caMOCTOsTEIbHAs MPopadboTKa
MaTepuaia Kypca rno yueOHMKaM U MocoOusIM, MOCKOJIBbKY JIEKIIMOHHBIN KypC JaeTcs
B COKpAILICHHOM BH/IE.

B nenom camocrosTenbHas padoTa CTy/€HTa NpU U3yUYEHUU Kypca, He3aBUCH-
MO OT (hOopMBI 00YUEHUS, IPENICTABIIACT COOOM Ciemyoiee:

- npopaboTKa MaTepualioB JIEKIIH;

— YTeHHE PEKOMEHI0BAaHHON y4eOHOU TUTEPATYPHI;



- YTeHHE U TPOPa0OTKa PEKOMEHIOBAHHBIX IEPBONCTOUYHUKOB;

- IOUCK U ITPOopabOTKa MaTeEpUaIoB MEPUOJUUECKON NIeUaTu;

- MOMCK M IpopaboTka MarepranoB u3 MHTepHET-pecypcoB;

- MOJATOTOBKAa K CEMHHAPCKUM W IMPAKTHYECKUM 3aHATUSAM MO MEPEYHIO
BOIIPOCOB, IIPELYCMOTPEHHBIX TPOTrPAMMOI;

— HOJIFOTOBKA K KOHTPOJIBHOU pabOTBHI;

— NOJrOTOBKAa K TEKYIIEMY KOHTPOJIO 3HaHUM (AJI1 CTYyJEHTOB OYHOMN
dbopMbI 00yUeHMS);

- MOJATOTOBKA K 3a4ETy.

2. Yka3aHus 10 NPOBEJICHNI0 CEMUHAPCKUX 3aHATHI

CeMuHap npegHa3HaudeH Ui YIIIyOJIEHHOIO M3Y4YEHUS! AUCIUIUIMHBI, OBJIAJIE-
HUSI METOJIOJIOTUENM HAyYHOTO MO3HaHWsA. [JaBHAs 1e/b CEMHUHAPCKUX 3aHATHU —
o0ecrneunTh CTYJ€HTaM BO3MOXXHOCTh OBJAJ€Th HABBIKAMU M YMEHUSMHU HCIOJIb30-
BaHUSI TEOPETUYECKOIO 3HAHUSA IPUMEHUTEIBHO K OCOOCHHOCTSM M3y4aeMOW JAHUCIIU-
TUJTUHBI.

Ha cemunapax pemarorcs cieayromue negaroruaeckue 3a1auu:

— 3aKpervieHue, YriyOJIeHHe U paclIMpeHrue 3HAaHUN Y4eOHOU TUCITUTITNHBL,

— o0yuyeHue CTy/ICHTOB MMPAKTUYECKUM MPUEMaM U METOJIaM aHaJIn3a TeopeTuye-
CKHX MOJIO)KEHUM M KOHLIENINI Yy4eOHOU TUCHUTIINHBL

— U3Yy4YEHUE U aHAJIU3 JIUTEPATYPHBIX UICTOUHUKOB IO KOHKPETHOM TeMe yueOHOU
JTACIUTLIAHBI.

[Ipu n3ydeHnn IUCHUILIUHBI «/{oKyMEeHTOBEACHHEY» MOTYT OBITH UCIOJIH30Ba-
HBI ClIeyromue (POpMbl CEMUHAPCKUX 3aHSITHIA:

— pasBepHyTasa Oecena. [Ipu mpoBeneHun Takoil GOpMbl 3aHATHS CTYICHTHI WH-
dbopmupytoTca 3apaHee. Bompockl CeMUHApPCKOTO 3aHSATHS JNENATCS Ha He-
CKOJIBKO TIOJIBOTNIPOCOB. [IpOBOAUTCS MpU HAIMYUU MHOTOOOpa3us TOYEK 3pe-
HUS CHELMAINCTOB MO yKazaHHOU Teme. [Ipennonaraer HeOobIINE TOKIAIbI
CTYJEHTOB C TIOCIEAYIOIMINM OOCYK/IEHUEM YYaCTHUKAMU CEMUHApA.

— CEMHUHAp IUCKYyCCHus (IUCIYT) — 00CYKJI€HHE BOITPOCOB OOJIBIIOTO COLUAIBHO-
r'0 3HA4YEHMsI, UJIM BOIIPOCOB, KOTOPbIE HAMOOJIEe 3aMHTEPECOBAIH CTYACHTOB.
Ha ceMuHapckux 3aHSTHSIX BBITOJHSIOTCS CISAYIONINE BUJIBI paloT:

@OpoHTAIBHBIN YCTHBIA ONMPOC, T.€. OIPOC OOJBITMHCTBA BCEX MPUCYTCTBY-
IOIINX Ha 3aHATHUSAX CTYJICHTOB IPYMIBI 10 BCEM MPONIAEHHBIM acriekTaM TeMbl. [Ipu
ATOM 3a Ka)KJIbIi MPAaBUJIbHBINA OTBET HA MMOCTABJICHHBIN BOMPOC CTYJIEHT Mody4aer |
oani.

MuHUKOHTpPOJIbHAS padoTa — MOXXET ObITh HMCIOJIh30BaHA BMECTO (DpoH-
TaJbHOTO YCTHOTO ompoca. JlaHHbI BUA paboOT MO3BOJIAET CTYACHTAM 3aKpPENUTh
MIPOMICHHBIE MOHATHS U MOMOTAET CTYJCHTaM M MPENOAaBaTEN0 OLICHUTh CTEIIECHb
OCBOCHUS TeMbl. KaXxIb1ii BapraHT MUHUKOHTPOJIBHOM PabOThI COCTOUT M3 HECKOJIb-
KX BorpocoB (0T 5 1o 10 BompocoB). IIpu oTBeTe Ha BOMPOCH! CTYIEHTHI AOJKHBI
MPOJIEMOHCTPUPOBATH YPOBEHb 3HAHUS TEOPETUUECKUX MOHATHN U (HOPMaATBHBIX MO-
neneil. 3a Kaxablii MPaBUIIbHBIN OTBET CTYACHT mojy4aer 1 0a.



JlokJaapl — MOArOTOBKA U MPE3EHTAlMs JOKJIa a HarpaBlieHa Ha Pa3BUTHE HECKOJb-
KUX HaBBIKOB. Bo-miepBbIX, JOKIIA/IbI, CACTAHHbBIC CTYICHTAMU Ha CEMUHAPCKUX 3aH -
TUSIX, TTO3BOJISIIOT JOMOJIHUTD JICKIIMOHHBIA MaTepual M Jal0T BO3MOKHOCTh MPENo-
JaBaTeNII0 OIEHUTh YMEHHUS CTYJACHTOB CaMOCTOSATENIBHO paboTaTh C y4eOHBIM U
HAay4YyHbIM MaTepuajoM. Bo-BTOpPBIX, MOATOTOBKA JIOKJIaJa OCYIIECTBISAETCS B IPyM-
nax mo 2-3 genoBeka (1-2 moknamunka v 1 ONMOHEHT), MPUYEM OIEHKH JTOKJIaTIUKH
MOJTY4Yal0T OJMHAKOBBIC, YTO CIIOCOOCTBYET Pa3BUTHIO HABBIKOB COBMECTHOM pabOThI
U TOBBIIIAET OTBETCTBEHHOCTh 3a OOIIMI pe3ynbTar. B-TpeTbux, B X0A€ JTOKJIaja
CTYIEHTHI JENar0T TaKKe POWerpoint Mpe3eHTalHi0, YTO SIBISETCS HEOOXOIUMBIM
HABBIKOM JIJISI TIPEJICTaBIICHUs CBOEH paboThl. U, HakoHel, 0OCyXAeHuEe MOKIaga B
rpyIIne, ¢ y4aCTUEM JIOKJIaIYMKOB, ONMMOHEHTa U OCTAIILHOW YacTH ayJUTOPHUH, pa3-
BHUBACT HABBIKU OOCYKJICHHUS HAYYHBIX PE3yJbTaTOB. JIOKJIQTYMKN U OMIIOHEHTHI T'O-
TOBSIT BBICTYIUIEHHE HAa cemuHape (10 MUHYT 11l JOKIAAUYUKOB, S MUHYT JJISI OIIIO-
HEHTA), MMCbMEHHYIO YacTh JOKJaaa (4 cTpaHMIIbI JJIS JOKIQIUYUKOB, 1,5 cTpaHUIIbI
JUIS OTIOHEHTA), M JOKJIATIMKH TakKKe TOTOBSAT powerpoint mpe3eHTaluio Ha 6-8
ClaiiioB (ONIOHEHT MOXKET IMOJTOTOBHUTH Mpe3eHTanni0). B ycTHON YacTu Jlokiana
JTOKJIATIUK JTOJDKEH TMepe/iaTh MO3UIMI0 aBTOpa U yMETh apTyMEHTHPOBAHO OOBsIC-
HATH LIEJIM aBTOPA, METObI, KOTOPBHIE OH UCMOJIB3YET, MOJYYEHHBIE aBTOPOM B CTaThE
pe3ynbTathl. [I0CKOJIBKY OrpaHUYEHUS IO BPEMEHU JOCTATOYHO CTPOTHUE, TOKIATINK
JIOJDKEH XOPOIIIO MTIOHUMATh CTaThIO M HE JIOJIKEH MepecKa3bIiBaTh €€ OJIM3KO K TEKCTY.
Ecnu 3amaua noknaguuka — OObSICHUTh CTAaThiO, TO 3ajla4a OMNIOHEHTA — aKIIEHTHUPO-
BaTh BHUMAHUE Ha MPOOJIEMHBIX MECTAaX CTaThbU. TaKkX e OMNIMOHEHT TOTOBUT BOIPOCHI
JTOKJIaTYUKaM U ayJUTOPUH, Ha KOTOPBIX CTPOUTCS 0OCYykJeHHue cTaTbu. ONMOHEHT
OpraHu3yeT OOCYXKJIEHHE CaMOCTOSATEIBHO, CEMUHAPUCT MOMOTAET B Cilyyae, €Ciu
€My HE yJIaeTCsl MOJIEPUPOBATh AUCKYyCCUI0. OTBETHI JOKIAIYUKOB U CIyIIaTeIeH Ha
BOIPOCHI YYUTHIBAIOTCS MPHU BHICTABJICHUU OIIEHKH JOKJIQIUUKaM U ONTOHEHTY.

CryneHTaM BBICTABISICTCS OTIICIBHO OIIGHKAa 3a paboTy Ha CeMHHape —
YCTHYIO TPE3CHTAIMI0 CTaThd U OPTraHM3AIUI0 JUCKYCCHUM, U OTJEIbHO OIICHKa 3a
MMChbMEHHBIE paboThl. Ha oCHOBe CpenHEB3BEIICHHONW BEIWYMHBI BBICTABIISACTCS
WTOrOBast OIICHKA 3a JOKJIa.

B omeHke ycTHOW dYacTH MOKJIaJa YYUTHIBACTCS CIOCOOHOCTH CTYJACHTOB
HarJIsAHO TPEJACTaBUThL MaTepuajd Ha Ccllaijaax, CIOoCOOHOCTh YIIOKHTBCS B
OTBEJICHHOE BpEMs, aJICKBAaTHOCTh PACKPBITUS I1I€JIM CTaTbU M TO3UIMU aBTOPA,
COOTBETCTBHE MOJOOPAaHHOTO Keica TEOpUU paccMaTpUBAEMOM B CTaThe, OTBETHI HA
BOIIPOCHI OMIMOHEHTA KaK CaMUX JOKJIaJYUKOB, TaK U ayIUTOPHUHU.

B omeHke ycTHOW 4YacTh OINIMOHUPOBAHMS YUUTHIBAETCS CIOCOOHOCTH
ONIMOHEHTA BBIJCIUTH clladble MeCTa B CTaThe, YMEHHE OPraHu30BaTh JIHCKYCCHUIO,
CIIOCOOHOCTH 3aJ1aTh MOHATHBINA BOIPOC IO CYIIECTRY.

[Ipu onleHMBaHMKM MUCBMEHHOW BEPCUM JIOKJIAJIA AKLIEHT JEJIACTCA HA YMEHUE
PacKpBITh OCHOBHYIO HJICIO CTaThH B KpaTKoul (opMe (mpeamosaraercs, uro pabora
HE JOJDKHA TIpeBbIIaTh 4 CTpaHWI]), HA JIOTUYHOCTh IIOBECTBOBAHHUS, Ha
000CHOBaHHOCTh CJICTTAHHBIX YTBEPXKIACHUHN. 3a TEepecKas WM JTOCIOBHBINA TEPEBO
CTaTbH CTaBUTCH onieHKa 0 0ayuIoB.



IIpn oneHMBaHMM NUCBMEHHOM BEPCUM ONIIOHUPOBAHUS OCHOBHOM aKIIEHT
JIeJIaeTcsl Ha CIOCOOHOCTh BBIIEINTh B CTAaTh€ HAaMOOJEE COMHUTEIbHBIE MECTa U
CHOCOOHOCTh OOOCHOBATh CBOIO TOUKY 3PEHHUS, TIOUYEMY T€ WM WHBIE YTBEP)KICHUS
aBTOPA CTAThHU SBJIAFOTCS CHOPHBIMHU.

2.1. Yka3zaHmusi 0 NPOBEIEHUIO MPAKTHYECKUX 3aHATHIA
Ha mpakTudeckux 3aHATHAX MPOUCXOIUT 3aKpEIJICHHE TIOMyYEeHHBIX 3HAHUNA B
nporiecce pa3dopa KOHKPETHBIX CUTYaIlUid U PeUICHUs 3a/1a4.

IIpakTnueckoe 3ansaTue 1

Bua npakTryuecKkoro 3aHATUS . HO020M06Ka 00K1aoa.

ObpazoBarenbHbIC TEXHOJIOTUU: 2PYRNO8AA OUCKYCCUA.

Tema u cozepkaHue MPaKTUYECKOTO 3aHATHUA:

BBenenue: oCHOBHbIC TepMHMHBbI U omnpejeneHus. OyHKIMH JOKyMEHTA.
Kuaccnpukanusi 10KyMeHTOB.

Bun npaktrueckoro 3aHATHS: cMelaHHas (hopma BEASHUS IPAKTUYECKOTO 3a-
HATUA.

[TonsiTve nemONpPOU3BOACTBA, TOKYMEHTHPOBAHKUE, OpraHU3alus paboThl C J10-
KyMEHTaMH, JJOKYMEHTO000pOT, HHPOpMAIUs, TOKYMEHT.

[lepeuncnuth GpyHKIMU TOKYMEHTA.

Knaccudukanus 10KyMEHTOB IO OOLIMM BOIpocam, Mo (GyHKUHUSAM YIpaBiie-
HUS, IO MECTY COCTaBJICHHUS, [0 COAECPKAHUIO U (opme, 10 BUAY OPOpPMIICHHUS,
o cpencTBaM (pUKCaluu.

Pexomennyemas nmureparypa ¥ UCTOUHMKH: 1, 2, 11, 12

[TponomxkuTensHOCTD 3aHaTHS — 2/1 u

IIpakTHuyeckoe 3ansaTHe 2

By npakTryecKkoro 3aHATUS: HO020MO8KaA 00K1aoa.

O0pa3zoBaTenbHbIE TEXHOJIOTUU: 2PYRROBAS OUCKYCCUAL.

Tema u cozepkaHue MPaKTUUYECKOTO 3aHATHUSA:

3akoHoaTeIbHASI U HOPMAaTUBHO-MeTOAUYecKas 6a3a 1eJI0Npou3BOACTBA.
Bun npaktrueckoro 3aHATHS: CMelIeHHas (opMa MIPAKTHUECKOTO 3aHATUS
Onpenenenre HOPMaTUBHO-METOIUYECKOM 0a3bl 1€JI0MPOU3BOICTBA, CHCTEMBI
JOKYMEHTAlluH, YHU(PUKALUHU, CTAaHJAPTU3ALINH.

PexomeHyemas nureparypa U UICTOUHMKU: 2, 4, 11, 12,

[TpoaomKuTENLHOCTD 3aHaTHS — 2/3 u

IIpakTnueckoe 3ansarue 3, 4

Bua npakTruecKkoro 3aHATUS: HOO20MO8KaA 00K1aoa.

OO0pa3oBarenbHbIE TEXHOJIOTUU: 2PYRNOBAA OUCKYCCUA.

Tema u conepkaHue MPaKTUUYECKOTO 3aHATUSA:

OdopMmiieHHe H COCTaBJIeHHE YIIPABJICHYECKHX IOKYMEHTOB

Bun npaktrueckoro 3aHsATHS: cMellaHHas (hopma BEASHUS TPAKTUYECKOTO
3aHSTHS.



[TonsiTue pexBu3uTa nokyMeHta. [lopsnok u mpaBuia opopmiIeHUsT peKBU3HU-
TOB.

TpeOGoBaHus MpeAbIBIsIEMbIE K TEKCTY TOKYMEHTOB.

Pexomenayemas nuteparypa u UCTOUHUKH: 1, 2, 7, 9

[TpoaomkuTenbHOCTD 3aHaTHs — 2/1 u

IIpakTuyeckoe 3ansaTue 5,6,7

Bua npakTruecKkoro 3aHATUS: HO020M06KaA 00K1aoa.

OObpazoBarenbHbIC TEXHOJIOTUU: 2PYRNOBAA OUCKYCCUA.

Tema u coziep>kaHue MPaKTUYECKOTO 3aHATHUA:

Oco0eHHocTH  cocTaBjieHUs:T W O(QOPMJICHHSI  OPraHU3ALMOHHO-
pacnopsAMTeJbHbIX 1 HH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB

Bun npaktudeckoro 3aHATHA: CMEIIaHHas (opMma BeJIeHHUS MPAKTUYECKOTO 3a-
HATHSL.

Byl opraHn3aliioOHHBIX JOKyMEHTOB. OnpeeieHue ycTaBa.

Bunbl pacnopsIuTenbHbIX JOKYMEHTOB. OnpeneneHue mpukKasa, IOCTaHOBIIE-
HUS, YKa3aHUsI, paCIOPSHKEHHUS.

Bunel nH(OpManMoOHHO-CIPABOYHBIX JOKYMEHTOB. OmnpeneneHue MNOHATUS
CIpaBKU U UX BUJBL. [loHsATHE aKTa, TOKJIAJHOW 3alUCKHU, TEIETpamMMbl, CIy-
KEeOHOTO MHUChMA.

Pexomenayemas nureparypa u uctounuku: 1, 2, 3, 11

[TponomxkuTensHOCTD 3aHaTHS — 2/1 u

IIpakTnuyeckoe 3ansarTue 8

Bua npakTruecKkoro 3aHATUS . HO020M08Ka 00K1aoa.

OO0pa3oBaTenbHbIE TEXHOJIOTUU: 2PYRNOBAA OUCKYCCUA.

Tema u coepkaHue MPaKTUYECKOTO 3aHATHUSA:

TexHoJsioruu padoThl ¢ BXOAAIIMMH, HCXOASIIMMH M BHYTPEHHUMH A0KY-
MEHTaMH

Bun npaktudyeckoro 3aHATHSA: CMeEIIaHHas (opMma BeJleHUs! MPAKTUYECKOro 3a-
HSATUS.

[TonsiTe JOKYMEHTOOOOPOTa, OpraHU3aluu JOKyMeHTooOopoTa. JleneHue mo-
KYMEHTALUX B YUPEKICHUU.

Dtanbl ABMKEHUS TOKYMEHTOB. JIOKyMEHTBI, OAJIeKAIINE PErUCTPALIUH.
Pexomennyemas nmureparypa ¥ UCTOUHMKHA: 1, 2, 11, 12

[TpomomKUTETEHOCTE 3aHsITHS — 2/3 u

3. Yka3aHus 110 IPOBEACHUIO JJA00PATOPHOI0 MPAKTHKYMA
He npenycMoTpeHO yueOHBIM TUIAHOM

4. PexkOMeHIAIIUM N0 CAMOCTOSATEILHOM padoTe CTyIeHTOB



Haumenosanue

J\jg 0J10Ka (pazzaena) Buaesr CPC
i JUCITUTITIHBI
1. | BBenenmne: ocHOB- | I[ToozomoséKka 00K1a008 u npezeHmayuu no me-
Hble TEPMHHBLI H | MaM:
omnpe/eseHusl.
1. Yaudukanus, cranaaptusaius u Tpadaperusa-
DOyHKIUU JAOKY-
1Sl JOKYMEHTOB.
menta.  KuaacCM-| 2 Typopas nncrpykums 1o AeNONPOU3BOACTBY.
uxanus AOKY- | 3.TlonmoxxeHHne 0 CTPYKTYPHOM IOpPAa3/ICIICHUN.
MEHTOB
2. | 3akonomateabHasi | IToozomoséka 00K1ad06 u npesenmauuii no Me-
U HOPMATHBHO- mam:
MeToAuYecKas 0a-
1.TOCT P 6,30-2003 YC]I YuaudunupoBaHHas
3a 1eJIONPOU3BOI- .
cucrema OpraHU3alMOHHO-PACTIOPSAUTETHLHOM
cTBa NOKyMeHTamuu. TpeGoBaHus K opOPMICHHIO JI0-
KyMeHTOB. [locTpoeHne nmonepeyHoro u mpoi0iab-
HOTO OJIaHKa
2. YauunupoBaHHas CHCTEMa OpPraHU3aIMOHHO-
pacnopsIMTeTLHOM IOKYMEHTAlUU
3,4 | Odopmiienue u | Iloozomoeéka 00K1a006 u npe3eHmayuii no me-
COCTaBJICHHE mam:
ylpaBJieHYeCKHX
1. PekBU3UTHI JOKYMEHTOB M OOIIME IpaBHJIa HX
JAOKYMEHTOR oopMIIeHUS.
2. TpeOoBaHUs K TEKCTY TOKYMEHTA.
3. Opranu3aiuoHHO-pacoOpSIUTEIbHBIE  JIOKY-
MEHTBI.
4. TTopsiaok pa3pabOTKH CITYKEOHBIX JOKYMEHTOB.
5. IOKyMEHTHUPOBAHHUE YIPABICHUECKOU NEATEIb-
HOCTH.
6. OcHOBHBIC JOKYMEHTHI YIIpaBJICHHUS OpTraHU3a-
el W NPUAAHUE FOPUINYECKON CHJIbI pa3any-
HBIM BHIaM JIOKYMEHTOB
5,6, | Ocobennoctn co- | Iloozomosexka 00K1a006 u npezenmayuii no me-
7 | craBJeHust " mam:
opopmiieHus:  op-




raHU3aluOHHO- 1. Tlpuka3. TpeboBaHust k 0(hOPMIICHHUIO.
paCIOpSANTE b~ 2. [TpaBmia opopmiieHHsT ypaBIeHIECKIX
JIOKYMEHTOB.

HbIX U HH(poOpMa- .
3. IlpaBuna opopMieHHs aKTOB U MOJIOKEHUI.

HMOHHO-
CIIPABOYHBIX  [10-
KYMEHTOB

8 | Texnosiorun pa6o- | Iloozomoséka 00K1a008 u npeenmauuu no me-
Thl C BXOIAIUMMH, | Mam:
UCXOISIIIIUMH U

1. Tlopsmox paboThl ¢ KOHGPHUACHITUATHHBIMH
BHYTPEHHUMH 10-

JIOKYMEHTAMU.
KyME€HTaMHu 2. KoHTpOJB 32 HCIIONHEHHEM TOKYMEHTOB

3. Opranusanus paboThl ¢ JOKYMEHTaMH

4. Opranuszanus CIykObl JOKyMEHTALHOHHOTO
00eCIeYeHHns OpraHu3au

9 | Tekymiee xpane- | [loozomoeéka 00K1a0068 u npezenmayuu no me-
HHEe JIOKYMEHTOB. | MaM:

IHoaroroBka aea K
1. Opranuzanusi TEKyIero XpaHeHus J0-

KYMEHTOB
2. XpaHeHue TOKYMEHTOB B AJICKTPOHHOU opme
3.IlpaBuna XpaHEHHs YIPABICHUYECKON JOKYMEH-

apXMBHOMY  Xpa-
HEHUI0

Taluu
4.1lpaBuia xpaHeHus: OyXraaTepCcKOil TOKyMEHTa-
105051

5.BoccraHoBiieHNE IEPBUYHBIX JIOKYMEHTOB

5.Yka3aHus 10 BbINOJHEHHIO KOHTPOJBHBIX padoT
Meroanueckue yka3aHus Mo MOATOTOBKE M BBINOJHEHUIO KOHTPOJBHBIX padoT
npeacrasiieHsl B [Ipunoxennn 3.

6.IlepeyeHb OCHOBHOI M 10NOJTHUTEIHLHOM YueOHOI JuTepaTyphbl,
HEe00X0AUMOI1 111 OCBOCHUS TUCHMILIMHBI (MO1YJIA)

OcHoBHas JuTEpaTypa:
1. KupcanoBa, Mapus BiagumupoBHa.
Kypc nenonpousBoacTBa: TOKyMEHTAIMOHHOE OOECTIeUeHrE yIpaBieHus | YyeOHoe
nocobue / HoBocuOUpckuil KoJIJie K TpaHCHOPTHBIX TexHoJoruid uM. H.A. JIyHuHa;



HoBocubupckuii rocy1apcTBEHHBINH YHUBEPCUTET S3KOHOMHUKH U YIPaBJIeHUs. - 6 ;
ucnp. u jnoi. - Mocksa : OOO "Hayuno-uznarensckuii uentp MH®PA-M", 2020. -
257 c. - ISBN 978-5-16-006789-6. - ISBN 978-5-16-104755-2.
URL: http://znanium.com/go.php?id=1088888
2.Ky3neuoB, Urops Huko/siaeBuu.
Jenonpou3BoAcTBO : YueOHoe nocodue / benopycckuit rocy1apcTBEeHHbIN YHUBED-
cuter. - 9. - Mockga : M3narenbcko-Toprosas kopropanus "lamkos u K", 2020. -
405 c. - ISBN 978-5-394-03881-5.
URL: http://znanium.com/go.php?id=1093496
3.Kaoamos, C. 10.
Jlenonpon3BOACTBO U apXUBHOE J€JI0 B TEPMUHAX U ONPEACIEHUX | yueOHOe 0Co-
oue / C.}O. Kabamos, N.I'. Achanguspona. - 3-¢ uza., crep. - Mocksa : U3parens-
cTBO «DmuHTaR, 2018. - 295 c. - ISBN 978-5-9765-0784-5. - Texct (BU3yanbHBIN) :
HETMOCPEACTBEHHBIN.
URL: http://biblioclub.ru/index.php?page=book&id=69168

JlonotHMTEeIbHAA JIUTEpaTypa:
4 KynsieB, Hukounaii HukosnaeBuu.
NudopmarmonHbie TEXHOJIOTUH B IOKYMEHTAIIMOHHOM OOCCIICYEHUH YIIPaBICHUS U
apXUBHOM JieJie : Y4ueOHUK /Uil By30B; YueOHuk / Becepoccuiickuit HaydHO-
UCCIIEI0BATENbCKUI MHCTUTYT JOKYMEHTOBEAEHUS U apXUBHOTO Jieia; Beepoccuii-
CKMI HAYyYHO-HUCCJIEAOBATEIILCKUI NHCTUTYT JOKYMEHTOBEICHUS U ApXUBHOIO /€A,
CapartoBCckuii roCy1apCTBEHHBIN arpapHblid yHuBepeuteT uMm. H.M. BaBunosa;
VYpanbCkuil TOCyJapCTBEHHBIA FOPUANYECKUNA YHUBEPCUTET. - MockBa : M3narens-
ckas rpymma "Jloroc", 2020. - 408 c. - ISBN 978-5-98704-786-6.
URL: http://znanium.com/catalog/document?id=367368

7.11epeueHnb pecypcoB HHGPOPMANUOHHO TEJICEKOMMYHUKALIMOHHOU
cetu «HTEepHET», HEOOXOAUMBIX /IJI51 OCBOCHUS JUCHUILIUHBI
HNuTepHeT-pecypcesl:

1. http://www.minfin.ru — OdunuaneHeii  caiit MwuHHCTEPCTBa (UHAHCOB
Poccuiickon ®@enepanumu.
2. http://lwww.gov.ru — CepBep OpraHoB rocyJIapCTBEHHOH Biiactu Poccuiickoit
denepanum.
3. www.ecsocman.edu.ru  —  denepanbHblii  00pa30BaTENBHBIA  MOpTAI
«DKOHOMHKA, COLUOJIOTHS, MCHEDKMCHT)
4. http://lwww.biblioclub.ru — Dnexkrponno-oubnmuoreunas cuctema DbC YHu-
BepcaJibHas OMOJIMOTEKA OHIIAH
5. http://www.edou.ru — LIeHTp KOMIETEHIIMH 1O BOMPOCAM JTOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrnpaBIeHUsI
6. http://www.rusarchives.ru - TTopran "ApxuBbl Poccuu": apxuBHBIC CITpaBOY-
HUKH, TyOJIMKAINH, 3aKOHOIaTeIhCTBO, BHICTABKU


http://znanium.com/go.php?id=1088888
http://znanium.com/go.php?id=1093496
http://biblioclub.ru/index.php?page=book&id=69168
http://znanium.com/catalog/document?id=367368
http://www.minfin.ru/
http://www.gov.ru/
http://www.ecsocman.edu.ru/
http://www.biblioclub.ru/93347_Osnovy_nauchnogo_tvorchestva_uchebnoe_posobie.html
http://www.edou.ru/
http://www.rusarchives.ru/
http://www.rusarchives.ru/

7. http://liber.rsuh.ru/?g=node/1118 - Hayuynas 6ubamorexa PITY

7.Hepequb I/IH(l)OpMaHI/IOHHBIX TCXHOHOFHﬁ, HUCIIOJIB3YEMBIX IIPHU
OCYIIECTBJICHUN Oﬁpa3OBaTeﬂbHOI‘O nmponaecca 1mo IMCIuIJanHe (MO)IyJIIO)

Ilepeuenbnporpammuoroodecneuenus :Microsoft Office Power Point, Mi-
crosoft Office Word, Microsoft Office Excel

HNudopmManuoHHbIE CIPABOYHbIE CUCTEMbI:

1.2nekTpoHHbIE pecypchl 00pa30BaTENbHON Y HUBEPCUTETA!

- http://www/socioego.ru - TeMaTu4ecKkuii CaiiT 10 COIUOIOTHH yIIPABICHUS

- http://www.ecsocman.edu.ru - ¢enepanbHbIii 00pa30BATENBHBIA TTOPTAT
«DKOHOMUKA, COLIMOJIOTHSI, MEHEIKMEHT

- http://www.distance-learning.ru - nadopmanroHssIii mopran «JlucTaHIOH-
HOE 00y4YeHUE»

2.Koncynbrant Imroc


http://liber.rsuh.ru/?q=node/1118
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HHCTUTYT NPOEKTHOI'O MEHE/I’KMEHTA
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KADE/IPA YIIPABJIEHUA

METOJINYECKHUE YKA3ZAHUA
11O BBIIIOJHEHHNIO KOHTPOJIBHbBIX PABOT
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Hanpasiaenue noarorosku: 10.03.01 «MadopmannonHas 6e30MacHOCTD)
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YpoBeHb BbicHIero 00pa3oBaHusi: 0aKaJaBp

®opma 00y4YeHHUAA: OYHAS, OUHO-3204YHAS
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1. O0mme moJioxkeHust

CornacHo y4eOHOMY IUTaHY OCBOSHHS TUCHUIUIMHBI «/lOKyMEHTOBEICHUE)» CTY-
JCHTBI TI0 UTOTAaM HM3YYEHHs Kypca JOJDKHBI HAMCaTh KOHTPOJIbHYIO paboTy, KOTO-
past 3alIMIIaeTcs nepejl caavyei 3aueTa.

KontponpHast pabota - 3TO CaMOCTOSITEIBHOE, BBIMOJIHEHHOE IOl PYKOBOJ-
CTBOM IIPEIOIaBaTEIsl, HCCIICAOBAHHUE.

[Ipn HanMcaHWKM KOHTPOJBHON PabOTHI CTYJCHT JOJKEH OBITh 3HAKOM C IIHPO-
KAM KPyroM Kak OOIIe, Tak U CIeUAIBHON JTUTepaTyphl 10 TeMe, yMETh aHaJN3U-
pOBaTh Pa3IMYHBIC TOYKU 3PEHUS YUEHBIX TI0 TEME W MPEJICTABISATh CBOE MHEHHUE TI0
paccMaTpuBaeMoi ipobJeme, JeIaTh COOTBETCTBYIOIINE BBIBOIBI M MTPEIOKEHUSI.

B HacTosAIIMX METOJMYECKUX PEKOMEHIAIMSIX MPUBEICHBI el U 33aJa4H, IO-
PSIIOK BBITIOJTHEHUS U 3aIIUTHI, a TAKXKE MMPUMEpPHAsi TEMATHKA, CTPYKTypa U TUTYJIIb-
HBII JTUCT KOHTPOJIBHON pabOTHI.

2. Ilesb ¥ 321241 KOHTPOJILHOM padoThI

BrinonHeHne KOHTPOJIbHOM paboThl IO CHEIUaTbHON AUCIHUIUINHE «JoKymMeH-
TOBE/ICHUE» SIBIISIETCSA COCTABHOM YacThIO y4eOHOTO Ipoliecca.

Hanucanue KOHTpoIbHON pabOTHI IpecaeayeT CASAYIOLUE eu:

1) pa3BUTHE Yy CTYyICHTOB HABBIKOB CAMOCTOSITEILHOM paOOThI C JIUTEPATYPHBI-
MU UCTOYHHUKAMU;

2) yMEeHHUEe CaMOCTOSITENIbHO UCCIIEI0OBATh U aHAJIM3UPOBATh MaTEpHAIl IO TEME;

3) pa3BUTHE YMEHHUS YETKO U3JIaraTh CBOM MBICIIH.

JI1s1 AOCTHOKEHUS ATUX TIeIel He0OX0IMMO pElIeHUE CASAYIONIUX 3a/1ay:

- W3y4YEHHE JIUTEPaATyphl, COPABOYHBIX M HAyYHBIX MCTOYHUKOB, BKJIOUas 3a-
pyOexHBbI€e, 110 TEME;

- YTOYHEHHUE OCHOBHBIX MOHITHUH MO U3y4aeMoi mpoobiieme;

- ompezeneHne 00beKTa U IpeIMeTa UCCIeA0BaHNUS;

- MPEJCTABICHUE BBIBOJIOB IO PE3YyJbTaTaM TEOPETUUYECKOTO HCCIEIOBAHUS
peaIMeTa KOHTPOJILHON paOOTHI.

3. IlopsaI0K BBINOJHEHUS KOHTPOJIbHOI padoThI

[Ipouecc BbIMOIHEHHUS KOHTPOJIBHOW pabOThl U €€ 3allluTa BKIIOYaeT psf Io-
CJIEIOBATENbHBIX, JIOTHYECKH B3aMMOYBSI3aHHBIX 3TaIlOB: BHIOOP TEMbI KOHTPOJIbHOMN
paboThl; MOAOOP HEOOXOJUMBIX UCTOUHUKOB U JIUTEPATYPHI; OMPEAEIICHUE COJIepKa-
HUS (CTPYKTYpbI) KOHTPOJBHON pabOThl; OPOpMIIEHHUE KOHTPOJBbHOM pabOThI U €€
3aluTa.

3.1. Be16op TemblI

Kadenpa ynpapienus pekoMeHAyeT MPUMEPHbIA MEpeueHb TEM Jisi Hamuca-
HUSL KOHTPOJBHOM paboThl 0 HauboJiee BaKHBIM MpoOjemMaM YIpaBiIeHUs MPOEKTa-
mu. TeMaTuka KOHTPOJIbHBIX PadOT MEPUOANUECKH MEPECMATPUBACTCS C YYETOM aK-
TYaJbHOCTH U MPAKTHUYECKON 3HAUNMOCTH UCCIIENYEMbIX MPOOIIeM.

CryneHT BrpaBe BbIOpaTh JI00YI0 U3 MPUBEIACHHBIX B repeune teM. [lo corna-
COBAHUIO C MPENOAABATENEM JAHHOW IUCLUUILIMHBI CTYJEHT MOXET U3MEHHUTH BBI-
OpaHHYIO TEMY, a TAKXKE COIJIaCOBATh MHYIO TEMY KOHTPOJIBHON pabOTHI.



Haubonee ynadnpiM cunTaeTcsi BHIOOP TaKOil TeMbl KOHTPOJIbHOM paboThl, KO-
TOpasi B HaMOOJIbLIEH CTENEHU NMEPEKIMKAETCS C IPEANOIaraeMoil TEMON BBIITYCKHOM
KBaJTU(UKAITMOHHON PaOOTHI.

BaxHpIM ycC0BHEM YCIEUIHOW MOATOTOBKM KOHTPOJIBHOM paOOThl SIBIISETCA
IpeBapUTEIbHOE U3YyUEHHE Kypca «JoKyMeHTOBeeHHE» B LIEJIOM U OCOOEHHO HC-
CJIEyeMOM TEMBI, a TAaKKE€ CBOEBPEMEHHBIM M HanboJiee MOJIHBIM MOAO0p MCTOYHU-
KOB U JIUTEPATYyPHI.

[Tpu BbIOOpE TEMBI KOHTPOJIBHON PabOThI CTYACHT JODKEH UCXOAUTD, MPEXKIIEC
BCEro, U3 BO3MOXKHOCTEH cOOpaTh HEOOXOIMMBIN MaTepuan ajs ee Hanucanus. Cru-
COK TEM MPUBENEH B MPUIIOKEHUU A.

3.2. llog0op HeOOXOAUMBIX HCTOYHMKOB U JIMTEPATyPhI
Oco0oe 3HaueHue B MpPOLECCe MOJTOTOBKM KOHTPOJBHOW PabOThI OTBOAUTCS
noJI00py M M3YUYEHUIO JINTEPATYPhl U NEPUOANUYECKUX U3AAHUN IO UCCIIETYyEMOU Te-
Me. B KOHIIe HACTOSAUIMX METOINYECKUX PEKOMEHAALNN TPUBEACH CIUCOK PEKOMEH-
JyeMOMH JINTEpaTypbl, OAHAKO OTPAaHUYMBATHCS TOJBKO UM ObLIO Obl HEMIPaBUIIBHO.

3.3. CTpykTypa u coaep:kaHue KOHTPOJIbHOM padoThl

MuHuManbHbI 00beM KOHTPOJIBHOUM paboThl 6€3 MPUIIOKEHUN TOHKEH COCTaB-
7Tk 15 cTpanui.

Hymepanus ctpaHul] HAYMHAETCSL CO CTPAHULBI — COJAEPKAHHUE - U MPOU3BOIUT-
csi apabckumu muppamu (mpudt 10) B BepxHel yacTu JucTa cipaBa. TUTYJIbHBIN
JIMCT BKJIFOYAETCA B OOIILYI0 HyMEpaIuIo.

TUTYNBHBIA JIUCT KOHTPOJIBHOM PAOOTHI BBIMOJIHSETCS MO €IUHOMY O00pasily
(6e3 HoMepa cTpaHullbl — npuiioxeHue b).

O0BeM pas3aenoB KOHTPOILHON pabOThI JKEJIaTeIbHO 00E€CTIEUUTh B CIEAYIOIIEM
HUHTEpBaJIE:

M peenenue (10 10 % oObemMa KOHTPOJIbHOM paboThl) — 1,5-2,0 nucra;

B ocHoBHas 4acTh — 12-15 nucTos;

MW 3axmroucHue — 1-2 nucra;

B CIIMCOK MCIOJIb30BAaHHBIX UCTOUYHUKOB — 1-2 nHcTa;

B npuiIoKeHUs K KOHTPOJIbLHOHM paboTe B €€ 00heM HE BKITFOUAIOTCS.

PaGoTa nomkHa comepKath:

— TUTYJIbHBIN JTUCT (Mpuiioxkenue b);

— COJIEp>KaHHUE;

= BBEJICHME;

- OCHOBHYIO YacCTb B COOTBETCTBUU C COJIEP)KAHUEM;

— 3aKJII0YECHUE;

— CIIMCOK MCTO0JIb30BAHHBIX UCTOYHUKOB;

— MPUIIOKECHUSL.

Jlnst coctaBieHHs] MPOAYMAHHOTO TUTaHa (COAEpIKaHUs) KOHTPOJBbHON PabOThI
CJIEIyeT U3YYHTh OCHOBHYIO JINTEPATypy MO M30pAHHOW TEME W BBIICTUTH TJIABHBIC
BOIIPOCHI UCCIIEYEMOU MPOOIIEMBI.



[TpumepHsIii maH (coAepkaHue) KOHTPOJIbHONW pabOThl MPUBEACH B MPUIIOKE-
Huu B.

ITpu coctaBneHUM CTPYKTYpbl KOHTPOJIBHON paOdOThl CTYJEHT MOKET OOpaTUTh-
Cs 32 KOHCYJIbTAIIMEN K ITPENIOIaBATEIIIO.

Kaxxaplil pa3aen KOHTpOJIbHON pabOThl BKIIOYAET KOHKPETHBIA (HE MOBTOPSIO-
muiics 0oJiee) acreKT pacKpbITUS TEMBI.

Bo 6600n0it wacmuctyneHT NOHKEH OXapaKTEPU30BaTh SKOHOMUYECKOE I10JIO-
JKEHUE CTpaHbI (2-4 mpeaioKeHnii); 000CHOBATh aKTyaJIbHOCTh BHIOPAaHHOU TeMBbI (2-
4 npenno’KeHuil); IpOBECTH KPAaTKUl 0030p HAYYHBIX MCTOYHUKOB (ITyOJMKaIuii,
y4€OHHUKOB, MaTEPHUAIIOB HCCIEAOBAHMI) YUEHBIX, 3AaHMMAIOUIUXCSI MCCIEI0BaHUEM
9TOM TeMbl (3-5 mpemioxkeHuit); chopMyIUPOBATh MEJIb KOHTPOJIBHON PabOThI U 3a-
Jlayy, peliaeMble B paMKax ee peanuzainuu (3-5 npemioxeHuid). Onpenenuts npe-
MET 1 00BEKT paboTHI.

OcHnoénasa wacmp JTOJDKHA COIEPKATH TEOPETUUECKHUE OCHOBBI TEMBI, KOTOPBIE
BKJIFOYAFOT:

¢ 00s13aTENIbHOE MOAPOOHOE PACKPHITUE MOHATHUIHOIO ammapaTa TEMbI; BCECTO-
POHHEE pacCMOTPEHHUE CYIIHOCTH, U3yUEHHOCTH, OCOOEHHOCTEH, a TaKke TpaHchop-
Malnuu B yciaoBUAX nepexona P® oT aaiMUHUCTPAaTUBHO-KOMAHJIHOW K PBIHOYHOU
HKOHOMMUKE;

eIIpE/CTaBICHUE 3apyOEKHBIX TEOPETUUECKUX Pa3pabOTOK MO TEME MCCIeI0Ba-
Hus (rocyaapere-uineHoB CHI™ u/wim ctpaH ¢ pa3BUTOM phIHOYHON 3KOHOMHUKOM );

®OTHOUICHHE aBTOPA K M3yUYEHHOW U IMpPEICTaBICHHONW TEOpeTHYeCKOon Oa3e Te-
MBI, @ TAKXKE €ro MPeII0KEHUS (ECIU TAKOBbIE UMEIOTCSH);

¢ 00s13aTENIbHOE MPEACTABICHUE BHIBOJOB [0 pa3feny (IIyHKTY/4acTH).

[Ipu HEOOXOAMMOCTH (11€71eCO00Pa3HOCTH) OCHOBHASI YaCTh MOXET OBITh CTPYK-
TypUpOBaHa elie Ha 2-3 u 0oJiee moapasena.

B 3akntouenuu nenarotcs 00001IarONIMe BBIBOABI U JTAETCA OLEHKA PEalbHOrO
COCTOSIHUSA MPOOJIEMBI.

Bce yactu KOHTpOJIbHOM PabOThl TOJKHBI OBITh M3JI0KEHBI B CTPOTOM JIOTHYe-
CKOM TOCJIeOBAaTENbHOCTH U B3auMOCBsA3U. CopepxkaHue padoThl 1esiecoo0pa3Ho
WUTIOCTPUPOBATh TAOIMIIAMH, CXEMAMHU, PUCYHKaMU, TpaduKaMu U T.[.

Cnucok ucnonb306aHHbIX UCHOYHUKOE TOJDKEH BKIIIOYATh HE MEHEE 7 HanMe-
HOoBaHMil. OH cocTaBisieTcs B aJ1()aBUTHOM MOPAJAKe B CIEAYIONIEH MOCIEI0BATEIb-
HOCTH:

— 3aKOHOJATEJIbHBIE U HOPMAaTHBHBIE NPABOBBIE AKTHI PACIIONArarTCs B COOT-
BETCTBUU C UX IOPUIAYECKON CUIION:

® MEKIyHAPOAHBIE 3aKOHOIaTEIbHbIE AKTHI;

eKoncturynus PO;

®KOJIEKCBI;

©3aKOHEKI PO;

eyka3snl [Ipesunenra PO;

eaxtsl [IpaBurenscra PO;

®aKThl MUHHCTEPCTB U BEIOMCTB;



— CTaTUCTHYECKHUE COOPHUKHU;

— clenualibHasi Hay4yHas OT€YECTBEHHas U 3apyOexkHas jauTeparypa (MOHOTrpa-
¢uu, OpouTIOPHl, HAYYHBIE CTATHU U T.I1.);

— CTaTUCTHYECKHE, MHCTPYKTUBHBIC H OTUETHBIC MaTEpUANIbI IPEIIPUITUN, OP-
TaHU3ALUN U YUPEKICHUM;

— HHTepHeT-pecypcehl.

bubnuorpaduueckoe omnucaHue MCTOYHUKOB HHMOpMaIu sl 0hOpMIICHUS
CIIUCKA MCIOJIb30BAaHHOW JuTeparypsl Beaetrcss B cootBeTcTBUU C 'OCT 7.80-2000
«bubnuorpaduueckoe onucanue gokymeHta. OOmmue TpeOOBaHMS U TpaBUja CO-
CTaBJICHUS.

Ceenenust o kHUrax (MoHorpaduu, y4eOHUKH, CIPABOYHUKU U T.I.) JOJDKHBI
BKJIIOYATh: (PAMHIIMIO M MHUIHAIBI aBTOpa (aBTOPOB), HA3BaHWE KHUTH, TOPOJI, U3/1a-
TENbCTBO, IOl u3nanud. [Ipu Hanuumu Tpex u 6ojee aBTOPOB JOIMYCKACTCs yKa3bl-
BaTh (aMWIMIO U UHUIMAIIBI TOJBKO MEPBOTO U3 HUX U ClIOBa «u jap.». HanmeHosa-
HUE MECTa U3/IaHus HEOOXOIUMO MPHUBOJIUTH MOJHOCTHIO B MMEHUTEIHFHOM TaJIEXKe,
JIOITYCKAeTCsl COKpAIleHUEe Ha3BaHUs TOJBKO JIBYX ropoaoB — MockBa (M) u CaHkrt-
[TerepOypr (CII6).

CBelieHUs O CTaThe U3 MEPUOJAUYECKOTO U3JaHUS JOKHBI BKIIOYATh: (PaMUIIHIO
Y WHUILIMAIIBI aBTOpA, 3arjlaBU€ CTaThbW, HAUMEHOBaHWE M3AaHMs (KypHaya), HauMe-
HOBAaHME CEpUH, O]l BBIITyCKa, TOM, HOMEp M3JaHus (KypHaJsla), CTpaHHULbl, HA KOTO-
PBIX IOMENIEHA CTaThsl.

Hanpumep:
®enepanbHblil 3ak0H 0T 19.05.1995 Ne 82-03 «O06 oOmEecTBEHHBIX 00BEANHE-

Husx»//Cobpanne 3akoHomaTenbcTBa Poccuiickoit @epeparuu, 1995, - No 21, cr.
1930.

Yuebnux

Coumanpaas nonutuka. Yueouuk/ [Tox oomnr. Pen. H.A. Bonruna. — 2-e uss.
Crepeorun — M.: «Ok3amen», 2012.- 736 c.

Cmambs u3z cOopHuka

Huxonosa O.B. Poib rocyaapcTBa B peanuzaiuu COUUaibHbIX TApaHTHI B
CTpaHax C pa3BUTON PHIHOYHON YIKOHOMHKOW.//AKTyanbHbIE TPOOJIEMBI COITUATHLHOM
MOJIUTHKHU B coBpeMeHHoi Poccun: urorn aecsrunetus (1991-2001rr.)./Tlox oOmr.
Pen. H.A. Bonruna.- M.: U3n-Bo PAI'C, 2012.- C.116-123.

Cmamus u3z 2azembl

XpansuinHa JI. Tpyn HeoOXoauMO BBIBECTH U3 COLUATBHOTO TymuKa. [TekcT]

// Yenosek u Tpya.— 2011.-Ne4 - C.33-34.

Ilpunoscenusa (cTpaHullbl HyMEPYIOTCA W OTpPaXarOTCid B COJEpKaHUH, a B
00BbEM KOHTPOJBHOI pabOThl HE BKIIIOYAIOTCS) COAEpPKAT, KaK MPaBHIIO, JTOMOJIHU-
TEJIbHYI0 HMH(QOpPMALMOHHYIO 0a3y, MOSICHEHUs, NOMOJHEHus u T.A. llpunoxkeHus
CJIy’KaT MOJTBEPKICHUEM WU JOMOJHUTEIbHBIM apTyMEHTOM IPUBEACHHBIX B TEK-
CTE€ JAaHHBIX WJIA MaTEPHUAJIOB.

4. O0beM 1 NOPAA0K 0(POPMIICHUSI KOHTPOJIbHOM PadoOTHI



4.1. U3710:€eHNEe TEKCTOBOI0 MaTepuajia
TexcT KOHTPOJIBHON PabOTHI JOJIKEH OBITH OTIEYaTaH HAa KOMIIbIOTEpE Yepes
IOJITOpa MEKCTPOUYHBIX MHTEPBAJIa ¢ UCIOIb30BanueM mprudTa TimesNewRomanl4.
Paccrosanue ot rpaHulibl aucta 10 Tekcta cieBa — 30 MM, cipaBa — 10 MM,
OT BEPXHEW U HIKHEW CTPOK TEKCTa /10 rpaHuIlbl incta — 20 MM. AG3alibl B TEKCTE
ClIeAyeT HaYMHATh C OTCTYIA, paBHOro 1,25 cM (pUCyHOK 1).

CE=r T | —Z—
OTCTYMEl M UHTEPSans! | MoNoKEHIAE Ha CTPAHILE
OBLme
BRIDaBHMEaHNE | m:'.z:—El
YposeHs: OCHOBHOR TeKcT El
oTcTyn
[ ——— [
Cnesa: Ocm — nepEaga CTpoKa: Ha:
Mons | Pasmep Gymars | Mcroumn Gymaria = =
Cnpasa: [s)=1] - OTcryn El 1,25ecm =
Mons
B ] tonee F— = SepranbHble OTCTYNBI
3cm 3 MNpasoe: 1em =
= = MonoseHue ney penneTa: | Cne [=] WHTepsan
Mepen: onT o2 MEMAYCTPOHHBIR: SHaYEHME:
Mocne: anT — 1,5 cTpokM El —
He aoBasnATe MHTepsan mexkay absauami oaHoro cTuna
wnkhas  ansfomdan

Pucynok 1 — ITapameTpbl U3J10:KeHUS TEKCTOBOI0 MATEpHAaJIa

KontponbHas paboTa M0obKHAa ObITH HANUCaHA TPAMOTHBIM JIUTEPATYpPHBIM
s3pikoM. Kaxxawiid pasnen, naparpad Boigensercs B Tekcte. [Ipu atom pazaensl Hauu-
HAIOTCS C HOBOM CTpPaHULIBI.

Ha Bce ucnonb3yembie B paboTe MaTepuaibl JalOTCS CChIJIKUA HA UCTOYHMK: B
TEKCTE MOCJe YIOMUHAHUS MaTepuaja yKa3blBaeTCs B KBaJpaTHBIX CKOOKaxX HOMeEp,
1oJ, KOTOPbIM OH 3HAYUTCS B CIUCKE UCIOJIb30BAHHBIX UCTOYHUKOB, U HOMEpP CTpa-
HUILIBI, HAaTTpuUMep: |3, c. 42].

CokpaiieHue ClI0B B TEKCTE HE AOIyCKaercs, KpoMme ycTraHoBieHHBIX ['OCT
2.316,TOCT P 21.1101, I'OCT 7.12. YcnoBHble OyKBEHHBIEC U Tpaduyeckre 0003Ha-
YCHMS JIOJDKHBI COOTBETCTBOBaTh ycTaHOBJICHHBIM cTaHmaptam (I'OCT 2.105-95).
O6o3HaueHus] eUHUI] (PU3NUECKUX BEIMYUH HEOOXOJUMO MPUHUMATH B COOTBET-
crBuu ¢ 'OCT 8.417, CH 528.

Texkcr momkeH ObITh KPAaTKUM, YETKUM U HE JIOMYCKATh PA3JIMYHBIX TOJKOBA-
Hui. [Ipu 3TOM peKOMeHIyeTCsl HCTIOB30BaTh MOBECTBOBATENbHYIO (hOPMY H3II0XKe-
HUS TEKCTA JOKYMEHTA, HAIIPUMEP «IIPUMEHSIIOT», «yKa3bIBAIOT» U T.II.

4.2. OdopmiieHue Ta0 ML, PUCYHKOB U NIPUJIOKEHU I

Nnmroctpauuu (potorpaduu, puCyHKH, CXEMbl, TUarpaMMbl, Tpa@uKy U ap.) U
TaONMIBI CIYXaT IJi HarJISIAHOTO IMPEACTABICHHS B padOTe XapaKTEPUCTHK MOJIy-
YEHHBIX TEOPETHUYECKHUX M (WJIN) SKCTIEPUMEHTAIBHBIX JAHHBIX U BBIABICHHBIX 3aKO-
HOoMepHOocTel. He nomyckaeTcst OHU U Te K€ pe3yJIbTaThbl MPEACTaBIATh B BUE UJI-
JIIOCTPALIMU U TaOJIULIBI.

TaGnumpl ¥ PUCYHKH JTOJDKHBI UMETh HAa3BAHUS U TOPSAKOBYIO HyMEpalluio.
[Mudposoit maTepuar, Kak mpaBuiio, OHOPMIISIFOT B BUJIE TAOJIHIL.

Tabauybi TPUMEHSIOT [T JTyYIlled HarJISTHOCTA U y00CTBa CpaBHEHUS MOKa-
3areneil. Ha3Banue TaOmuIbl JOKHO OTpa)kaTh €€ COJEp:KaHuE, OBITh TOUHBIM,



kpatkuM. HasBanue cienyer momemats Han Tabmunen (mpudt 14, sxupHbiii, 6€3 To-
yek). 3Hak «Noy» HaJ TaOIHUIlaMy HE CTaBHUTCA.

Kaxxnas Tabnuiia KpaTko KOMMEHTHUPYETCSI.

[Ipu mepeHoce yacTH TaONWIBI HA JIPYTHE CTPAHUIBI HAa3BaHHWE MOMEIIAIOT
TOJIKO HaJI IEPBOM YaCThIO TaOJIHIIBI.

[MudpoBoii MaTepuan, Kak MpaBwiIo, 0GOPMIISIOT B BUAC TaOIUIl B COOTBET-
CTBUH C PUCYHKOM 2.

Tabaunua —
HOMED Ha3BaHKE TaOJIUIIbI
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Pucynok 2 — Ogopmiienne uugpoBoro Marepuajia

Tabnuiipl, 32 UCKITIOYEHUEM TaOJIUI] MPUIIOKEHUM, CIelyeT HyMepoBaTh apal-
CKUMHU IU(PpaMu CKBO3HON HyMepaluen.

Ha Bce TaGnuiel 1oKyMeHTa JOJKHBI ObITh MPUBEACHBI CCHUIKH B TEKCTE J10-
KYMEHTA, IIPU CChUIKE CJIEAYET MUCATh CIOBO «TabIUIa» C YKa3aHUEM €€ HOMepa.

3arosioBku rpad M CTPOK TAOIUIBI CIEAYeT MHUCATh C MPOIMUCHON OYKBBI, a
MO/A3aroJIoBKU rpad — co CTPOUHOM OYKBBI, €CJIM OHU COCTABJISIIOT OJTHO IPEIJIONKE-
HUE C 3aroJIOBKOM, WJIM C MPOMHUCHOW OYKBBI, €CIM OHU HUMEIOT CaMOCTOSITEIHHOE
3HauYeHue. B KOHIIE 3ar0JIOBKOB U MO/13aT0JIOBKOB TA0JIUI] TOYKU HE CTaBSIT. 3arojaoB-
KM W TTOA3aroJIOBKH rpad yKa3pIBalOT B €IMHCTBEHHOM YHCIIE.

PaznensTh 3arojoBKM U MOJ3arojoBKH OOKOBHKA U Tpad AUaroHaJIbHBIMU JIU-
HUSMH HE JIOTTYCKACTCS.

3arosioBku rpad, Kak MpaBUIIO, 3aMUCHIBAIOT MAPAIUIEIFHO CTPOKAM TaOJIUIIBI.
[Ipn HEOOXOIMMOCTH JOIYCKAETCS MEPIEHIUKYISIPHOE PACIOIOKEHHE 3arojIOBKOB
rpad.

I'osoBKa TaOIUIBI TOJHKHA OBITH OTIEEHA JIUHUEW OT OCTAJILHOM YacTh Tal-
JIUTIBI.

BricoTa cTpok Tabiuiibl J0KHA OBITH HE MEHEE 8 MM.

Tabnuiy, B 3aBUCUMOCTH OT €€ pa3Mepa, MOMEIIAI0T M0l TEKCTOM, B KOTOPOM
BIIEPBBIC JIaHA CChUIKA HA HEE, WJIM Ha CJICAYIOINIEeH CTpaHulle, a Mpyu HEOOXOIUMOCTH,
B MIPUJIOYKEHUHU K JOKYMCHTY.

JlommyckaeTcsi moMenaTh TabJIMIly BAOJb JUIMHHON CTOPOHBI JINCTA JTJOKYMEHTA
(opueHTanus — anbOOMHas).

Ecnu ctpoku unu rpadsl TabnHIbI BBIXOAAT 32 (OpPMAT CTPAHULIBI, €€ JIETAT Ha
JacTH, IIOMEIIAast OAHY YacTh MO APYTrOH WIIHM PSJIOM, TIPH 3TOM B KaXKJI0W YacTH Tao-
JIUITHI TIOBTOPSIIOT €€ TOJIOBKY U OOKOBUK. [Ipy meneHun Tabiuilbl Ha YacTH JOMyCKa-




eTCsl €€ TOJIOBKY MJIM OOKOBHK 3aMEHSTh COOTBETCTBEHHO HOMEpPOM Tpad M CTPOK.
[Ipu sTOoM HymepyroT apaOckumu Mdpamu rpadsl U (WIK) CTPOKU MEPBOM YACTH
TaOJIULIBI.

CnoBo «Tabnuua» U ee Ha3BaHUE YKA3bIBAIOT OJIMH pa3 HaJ MEPBON YACTHIO
TaONHIIBI, HAJ APYTUMH YacTsMU UIyT cioBa «IIpogoinkenue Tabnuip» ¢ yKasa-
HUeM HoMmepa (00o3HaueHus) Tabaulbl. QOHaKo dcenamenbHo madauysbl HaA OpPyeyro
cmpanuyy He nepeHocums. JlJig 3TOT0 MEPEHOCUTCA YacTh TEKCTa MOCIJE TaOJIHIIbI B
TEKCT mepes Tabmuiei, a cama Tabiauia mpu ATOM MepeMelIaeTcs Ha CIeIyIOIIyI0
CTpaHHILY.

Ecnu Bce mokazarenu, mpuBeeHHbIE B rpadax TaOauIlbl, BRIPAKEHBI B OHOM U
TOM k€ enuHuIle (GPU3NICCKON BEIMYUHBI, TO €€ 0003HaueHNEe HEOOXOIMMO TTOMENIATh
HaJ TabJauuel cupasa, a IpU ACJICHUH TaOIHIbI HA YaCTH — HaJ KaX/I0M €€ YacThIO.

I'pady «Homep mo mopsaky» B Tabiuily BKIIOYATh HE Homyckaercs. [Ipum
HE0OXOMMOCTH MOPSAKOBbIE HOMEpa MoKa3aTeseil yKa3blBalOT B OOKOBUKE TaOIUIIbI
nepe] uX HaMMEHOBAHUEM.

[ToBTopsttomuiics B rpade TabIUIbl TEKCT, COCTOAIIMNA U3 OJUHOYHBIX CIIOB,
Yepenyronmxcs ¢ mudpamu, TOMyCKaeTcs 3aMEeHATh KaBblukamu. Ecimu moBTOpsio-
IIMICS TEKCT COCTOUT U3 JIBYX U 0oJiee CJIOB, TO MPHU MEPBOM MOBTOPEHUH €I0 3ame-
HAIOT cioBamu «To xe», a ganee kaBblukamMu. CTaBUTh KaBBIYKU BMECTO MOBTOPSIO-
mmxcst mudp, MapokK, 3HaKOB, MATEMATHUYECKUX CUMBOJIOB HE JIOITYyCKAETCH.

Pucynku Moryt OBITh PACIIOJIOKEHBI KaK MO TEKCTY KOHTPOJbHOM pabOThI, TaK
U B NIPUJIOKEHUHU.

[lo Tekcty wumocTpauuu (4epTexku, TIpapuKh, CXEMbI, KOMIIBIOTEPHbIE
pacnevaTtky, AuarpaMMbl, (POTOCHHMKH) CIIEIyeT pacrojiaratb HEMOCPEeICTBEHHO
NOCJIE TEKCTa, B KOTOPOM OHHM YIOMHMHAIOTCS BIEpPBbIC, WM Ha CIEAYIOLIEH
CTpaHMIIE.

Nnmoctpanut MOTYT OBITh B KOMIBIOTEPHOM HUCIOJIHEHUU, B TOM YHCJE U
LBETHBIE.

Ha Bce nmtrocTpatiiu 10KHBI ObITh JJAHBI CCHUTKH.

Nnmoctpanuu, 3a UCKIIOUYEHUEM WJUIFOCTPALUU MPUIIOKEHUN, CIETYyET HyMe-
poBaTh apabCckuMu HU(ppaMu CKBO3HOW HyMmepanuen. Eciaum puUCyHOK OJMH, TO OH
o0o3Hauaetrcst «Pucynok 1». CioBo «pUCYHOK» M €r0 HAaMMEHOBAHHUE PacCIOIararoT
nocepeauHe cTpoku. CiioBo «PHCYHOK» M HAMMEHOBAHHME NOMEILAIOT MTOCIIE MOSCHU-
TEJIbHBIX JJAHHBIX W pacrojlararoT cieayrommm oopazoM: Pucynok 1 — CtpykTypa
ynpasienuss OO0 «L{BeTouek».

Nnnmroctpanuu, Tabauipl, TEKCT, BCIOMOTaTENbHOTO XapaKTepa JOMYyCKaeTcs
NaBaTh B BUJE npunodcenuii. 1lpunoxenne opopMIsIIOT Kak MPOAOJIKEHUE KOH-
TPOJILHOM paboThl Ha MOCIEAYIOIIUX €ro JIMcTax. B TekcTe Ha BCe MPUIIOKEHUS
JIOJKHBI OBITh 1aHbI CCBUIKH, HAIPUMED: «... B IPUIOKEHUH By.

Kaxnoe npuiioxeHue cienyeT HauMHATh C HOBOM CTpaHUIbI C YKa3aHHEM
HaBepXy nocepeauHe crpaHuilbl cioBa «[Ipunoxenue» u ero odbosznauenus. [Ipumno-
YKEHHE JOJKHO UMETh 3ar0JIOBOK, KOTOPBIM 3aMHUCHIBAIOT CAMMETPUYHO OTHOCUTEI b-
HO TEKCTa C MPOMHUCHON OYKBBI OTJEJIbHOM CTPOKOM.



[Ipunoxenus 0003HAYAIOT 3arjlaBHBIMH OyKBaMU pPYyCcCKoro andaBuTa,
HauMHas ¢ A, 3a HCKIoueHHeM Oyks E, 3, 1, O, 4, b, bl, b. IMocne ciosa
«IIpunoxxenue» cienyeT OykBa, o003HAUarOIas €ro IMocieaoBaTeIbHOCTh. Eciau B
paboTe OJIHO MPHUJIOKEHHUE, OHO 0003HauaeTcs «I[Ipunoxenue Ax.

5. Hay4Hble KOHCYJbTAIMU B MPoOLIECCe MOATOTOBKH KOHTPOJIbHOI pado-
ThI
B mporecce BBIMOMHEHNS KOHTPOJBHOW PabOTHI CTYIAEHT MOXKET IMOJTYYUTh
Hay4YHbI€ KOHCYJIbTAIIMU PYKOBOUTENA (IIpenoaaBatTesis o JaHHOMY Kypcy). Hucno
TaKuX KOHCYJIbTAIlUi CTPOro HE perjaMeHTHpoBaHO. OJIHAKO, C YUETOM KOJIMYECTBA
CTYJIEHTOB B 00ydJaeMbIX T'PYyIIax, a TakkKe o0beMa peabHON HArpy3KH IMperno/iaBa-
TEJIsL, IPEACTABIISIIOTCS BO3SMOKHBIMU | -2 KOHCYJIbTALIUU.

6. Cpoxy 1 NOpPSIAOK CAAYM KOHTPOJIbHOI Pad0ThI HA IPOBEPKY

BrinonHeHne KOHTPOIBHOM paboThl MPEACTABISIET CO0O0H Tpoliece «HapadaThi-
BaHUSI OTIBITa» HAYYHO-UCCIIEA0BATEILCKOM pabOThl M MTOATOTOBKU CTYJIEHTa K CaMo-
CTOSITEIBHOMY BBITIOJTHEHUIO BBIITYCKHON KBAIU(PUKAIIMOHHON pabOTHI.

[Ipo10KUTENHEHOCTD BBIMOTHEHUS KOHTPOJIBHOM pabOThl HE MOXKET OBITH Me-
HEE JIBYX HEIEIb.

OdopmiieHHass ¥ TMOJIKCAaHHAS CTYJICHTOM C YKa3aHUEM JIaThl BBITTOJHEHUS
KOHTPOJIbHAsA padoTa B yCTAaHOBJICHHBIN CPOK MPECTABIISICTCS AJISI €€ MPOBEPKHU.

OKOHUATENBHBIN CPOK CAAYM KOHTPOJbHOU pabOThI HA MPOBEPKY OMPEACISIET-
CSL PYKOBOJUTEIIEM.

Llenpro mpOBEPKH KOHTPOJIBHOM pabOThI MPENOIaBATENEM SIBISETCS ONpenese-
HUE €€ COOTBETCTBUS MPEIBABISIEMbIM TPEOOBAHUSIM U CTENIEHU TOTOBHOCTH K 3all[U-
TE.

7. IlopsiioK ¥ CPOKHU 3aIIUTHI KOHTPOJIbHOH PadoThI
B mporiecce 3amuThl KOHTPOJIBHOM pabOThI €e aBTOp B cxkaTou hopme m3ara-
€T: aKTyallbHOCTh TEMBI, 1I€Jib, 3aJa4M, 3Tanbl U Pe3yJabTarhl BbionHeHUsA. [lo 3a-
BEPIICHUIO M3JIOKEHUS CTYAEHTOM CYIIHOCTH WU PE3YJbTATOB BBINOJHEHUS KOH-
TPOJILHOM paboThI MpenoaBaTelb YTOUHSIET OTACIbHbBIE aCIEeKThl BOIIPOCAMHM I10 Te-
Me, a MOCJIE UX BBISICHEHHUS - IOJIBOJATCS] UTOTH 3aIUTHI.
KonTtposrHas paboTa OlICHUBAETCS - «3a4eT»/«HE3aUeT»



Ipuiaoxkenue A
IIpumepHasi TeMaTHKA KOHTPOJIBHBIX padoT

Ponb nokyMeHTa 1 *KU3HU YesoBeKa U o01iecTBa B cepe mpasa U yrnpaBieHUs.
JIOKyMEHT, OCHOBHBIE MIOHATHSI, CTIOCOOBI TOKYMEHTUPOBAHUS.
Nudopmanus u JOKyMEHT.

4. VYaudukanus ¥ CTaHJAPTU3AIMS KaK OCHOBHBIE HAIPaBJICHHUE COBEPIICHCTBO-
BaHUs JOKYMEHTOB.

5. Buzpl 651aHKOB, UX XapaKTEPUCTHKA.

6. IlpaBuna odopmiieHHE, W3TOTOBICHUS, Y4€Ta, WCIOJB30BAHUS M XPAHCHHS
0JIAaHKOB OpPTaHU3ALINH.

7. XapakTepUCTHKa M COCTaB OPTaHU3aLMOHHBIX TOKYMEHTOB.

8. XapakTepuCTHKa U COCTaB CIIPaBOYHO-UH(GOPMAIIMOHHBIX IOKYMEHTOB.

9. IIpaBuna opopmieHHS KOHUK.

10. TlpaBuiia BbIjauu KOTIHIA TOKYMEHTOB.

11. [lenonpou3BoACTBO Kak (YHKIUHU YIIPaBICHUS, COBPEMEHHbIE TpeOOBaHUS K
€ro OpraHu3aluu.

12. Cnyx6a JOKYMEHTAIIMOHHOTO OOECIEUeHHs yrnpaBlieHUus: QyHKIUU, CTPYKTY-
pa, TOJKHOCTHOM COCTaB.

13. O6mume mpUHIUITBEI OpTaHU3AINH JOKYMEHT0000poTa. OCHOBHBIE ITAIbl TEX-
HOJIOTMH pabOTHI C TOKYMEHTaMH.

14. TlepBoHauanbHast 00pabOTKa TOKYMEHTOB B yUPEKICHHH.

15. TexHonOrUs pacCCMOTPEHUS JOKYMEHTOB B YUPEKICHUU.

16. Peructpaiusi JOKyMEHTOB KakK MpOIecC CO3aHus OaHKa JaHHBIX O JTOKyMEH-
Tax OpraHu3alluy, €€ OCHOBHBIE (POPMBI.

17. adopmaiimoHHO-CIpaBoyHas paboTa Mo TOKyMEHTaM yUpeKACHUS.

18. KoHTpo:b 32 UCTIOJIHEHUEM JIOKYMEHTOB.

19. Opranu3zanus OTIPaBKH JOKYMEHTOB.

20. OcHoBHBIE TpeOOBaHUS K OpPraHU3aIMN XPaHEHUS UCIIOJIHEHHBIX IOKYMEHTOB.

21. Bunbl HOMeHKIATyphl nen. [lopsamok coctaBieHusi, opopMIIeHUs, YTBEPKIe-
HUS U IPUMEHEHUS! KOHKPETHON HOMEHKIATYPHI J1e.

22. DKcnepTu3a EHHOCTH JOKYMEHTOB. DTalbl U MOPSIOK €€ MPOBEJACHUs. JKC-
NEpPTHBIE KOMUCCHUH.

23. Cpoku XpaHEHHUS TOKyMEHTOB. [lepeyHn JOKYMEHTOB C yKa3aHHEM CPOKOB
XPaHCHUS ¥ UX BUIBI.

24. TlpaBuna MOATOTOBKH JIeJ K C/1aYe B BEJIOMCTBEHHBIN apXUB.

25. ApXHUBHOE XpaHEHHE IOKYMEHTOB. BU/ibl apXuBOB.

26. CocTaB HOPMATHBHBIX JOKYMEHTOB, DETJIAMEHTHUPYIOIIUX COCTaBICHHE WU
oopmIIeHHE JOKYMEHTOB B YUPEXKICHUHU, X XapaKTePUCTHKA.

27. JlenoBast KOPpECIIOHACHLIMS B COBPEMEHHBIX YCIOBHSIX.

28. Knaccuduxkarus 1eI0BBIX MHCEM.

29. CtpyKTypa JeNI0BOro MUChMA U €TO PEKBU3UTHI.

Wn e



30. Tekct genoBoro muckMa. CTaHmapTHble (pa3bl U BBIPAKEHHUS B JEIOBBIX
UChMax.

31. SI3bIK ¥ CTHIIb ACTTOBOW KOPPECTIOH ICHITHH.

32. Cny»xeOHbIi peueBOM ATUKET B JACIOBOM MUCHME.

33. KonkypenTsl nmucsMa (jiesioBas 6ecena, Teiaerpamma, TenedoHHBIN pa3roBop U
T.1.).

34. OcHOBHBIE COKpAIIIEHUS, UCIIOJIb3yEMbIE B JIETIOBOM MEpEIucKe.

35. MexayHapoIHOE JeI0BOE MHUCHMO.

36. TunoBsie ¢pas3pl U BeIPAKEHHS, HEOOXOAUMBIE TIPU COCTABJICHUM MHCbMa 3a-
pyOexHOMY MapTHEPY.



Ipuioxenue b

TuTy bHBI JIUCT KOHTPOJIBbHON PadoThI

HHCTUTYT IIPOEKTHOI' O MEHE/I’KMEHTA
U HH’KEHEPHOI'O BU3HECA
KA®E/TPA YIIPABJIEHUA

KonTpoabnas padora
0 TUCLUUIUIMHE «J{0KyMEHTOBEIEHUEY

Ha TeMy «/leJIonpoOu3BOACTBO KaKk QYHKIUH yIIPABJICHUS, COBPEMEHHbIE
TPeOOBaHUSA K €ro OPraHu3anum)

BpinosHU cTyAeHT _-ro Kypca
TPYIIIBI

(D.H1.0.)
JlaTa BBIOJIHEHUS

[IpoBepun npenonaBaTenb

(yu. cmenens, yu. 36anue, ©.H1.0.)
JlaTa npoBepku
JlaTa 3amuThl

Kopones
20



IIpumepHasi CTPYKTypa KOHTPOJIbHOMH padoThl

Ha TEMY

Ipuioxenue B

«/les1onpon3BOACTBO KaK (PyHKIUS yIIPaBJIeHHs, COBPeMEeHHbIe TPeOOBaHUA K

€ro OpraHu3amum)
Conep:xkanue

BBenenue
1 enonpon3BoACTBO KaK PYHKIMS YIPaBICHUS

1.1  Ilonsatue nemonpon3BOJICTBA

1.2 Ponb nenonpou3BoJICTBA B yIIPaBICHUN KOMIIaHUEH
2 OpraHu3zanus JeJ0npOU3BOACTBA B KOMITAHUHT

2.1  Tlonstue opranuzaiuu AeJIONPOU3BOICTBA

2.2  TpeGoBanus K OpraHU3alMHU JACTOMPOU3BOICTBA
3aKIIroueHue
CHnMCoK UCIOIB30BaHHBIX HCTOYHUKOB

[Ipunoxenus
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