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1. Heab aAucHUNINHBI
[enn
OakamaBpoOB K

OCBOCHHUSI  JUCIHILTAHBI
Oynymet mpoPeCcCHOHAIBHONW JESITEIIBHOCTH — MYTEeM

«OCHOBBI

ACIIOMPOU3BOACTBA»

3aKJIo4yaeTcs B
(hopmMupoBaHUs

HOATOTOBKE
CHUCTEMHOI'O

IpCACTaBJICHUA 00 OCHOBax ACJIOMPOU3BOACTBA U Z[OKyMeHTOO60pOTa B C(I)epe YHpaBJICHUA, HU3Yy4YCHUA
TCOPCTUUCCKHUX OCHOB H (bOpMI/IpOBaHI/Iﬂ YMeHI/Iﬁ N HIPaKTHYCCKHUX HABBIKOB BJIAJICHUA TCXHOJOTHAMUA
pa6OTBI C HOKYMGHTaHHCﬁ B ynpaBnqueCKoﬁ ACATCIIBHOCTH.

2. IlepeyeHb IUIAaHMPYEMBIX Pe3yJbTATOB O0y4YeHHMs] MO0 MCUHMIJIMHE, COOTHECEHHBIX € IJIAHHU-
PYeMbIMH pe3yJIbTATAMM OCBOEHHS 00Pa30BATEIbHON MPOrpaMMbl

[Ipouiecc u3yyeHus: TUCIHUILIMHBI HampaBlieH Ha GopmupoBanue cieayroumx komnerenuuid OIT BO
Y OBJIQJICHHUE CJICIYIONIMMHE PE3yJIbTaTaMU 00yUEHUS TI0 JUCIUILTUHE:

Kox u HaumenoBanue

Kox n HaumenoBanue

[lepeuenp mIaHUPYEMBIX PE3YJIbTATOB 00YUEHUS

KOMITETCHIIUH WHMKATOpa TOCTIKCHHUS 0 IUCIHIUIAHE
KOMITCTCHIHH

ITK-1 Cnoco6en | TTK-1.1 PazpabarreiBaer | 3HaeT

y4acTBOBATh B | METOIMYECKYIO OPUHIUIIOB W OcoOeHHOCTeH  pa3paboTku

yIpaBICHUU Pa3HBIMH | TOKYMEHTAIINIO 0 | METOAMYECKOH JOKyMEHTALMH 110 YIPaBJICHUIO

BUIaMU PHCKOB B| YIPaBJICHHIO PUCKAMH pHC-KaMH

COOTBETCTBUH C TPHHATON ymeert

B OpraHu3aIu pa3pabaThiBaTh METOJANYECKYI0 JOKYMEHTALUIO 110

K1accudukanueli  pHCKOB YIIPaBICHUIO PUCKAMHU

u aHAJIHM3HUPYET BJIajieeT HABbIKAMH

IpUMEHSIEMbIE  CIOCO0OB HaBBIKaMH pa3paboTku METOIUYECKON

YIPaBJICHUSA PUCKAMHU

JOKYMEHTAllMM YIpaBJIEHHUS pPa3HbIMU BHUJIAMU
PUCKOB B  COOTBETCTBMUM C  TPUHATOM B
OpraHu3alyy Kiaccu(ukanuein puckoB

[1K-2 CnocobOeH
y4acTBOBaTh B pa3palboTke
MPOTPaMMBI
OpTaHN3AIMOHHOTO
pa3BUTUSA U W3MEHEHHIA,
o0ecneynBaTh 150,
peanu3aimio

IIK-2.1 Cocrapnser
MTPOEKTHI
pacropsiANTENbHBIX 51
OpTaHU3aIMOHHBIX
JIOKYMEHTOB,
OCYIIECTBIISIET 170,
MHPOPMALIMOHHYIO
00paboTKy npu
BHEJIPEHUU
TEXHOJIOTUYECKUX,
MPOJYKTOBBIX MHHOBALUI
WA OpraHU3aIMOHHBIX
U3MEHEHMI B
YIPaBICHYECKYIO
NEeATEIbHOCTh B paMKax
porpamMm
OpPraHU3alHOHHOTO
pa3BUTHS

3HaeT

crien(pUKA W TPUHITUIIOB COCTABJICHUS MTPOCKTOB
pacnopsIUTENbHBIX u OpTraHU3aIMOHHBIX
JIOKYMEHTOB, OCYIIIECTBICHUS 170'¢

UHPOPMALIMOHHON 00pabOTKM TpU BHEIPEHUH
TEXHOJIOTHYECKHUX, MPOIYKTOBBIX WHHOBAIMNA HIIH
OpraHU3allMOHHBIX M3MEHEHUI B YIPaBICHUYECKYIO

JIESATETbHOCTh B paMKax IIPOrpaMM
OpPraHU3allMOHHOIO Pa3BUTHUSA

yMeeT

[IOHUMAaTb  IIPOLIECC  COCTABIECHUSA  IIPOECKTOB
PpacropsIANTENIBHBIX " OpraHU3allMOHHBIX
JIOKYMEH-TOB, OCYILECTBIICHUS ux

uHGOpMallMOHHON 00paboT-Ku TpU BHEIPEHHUU
TEXHOJIOTUYECKUX, MPOAYKTOBBIX MHHOBAaLUN WIIU
OpraHM3allMOHHBIX W3MEHEHUN B yIPaBIECHUYECKYIO

ACATCIIBHOCTD B paMKax IporpamMmm
OpTraHU3allUOHHOT'O PAa3BUTHA

BJIaJieeT HABbIKAMHU

HaBBIKaMU COCTaBJICHUA IMIPOCKTOB
pacnnopsaauTCIbHBIX u OpTraHU3allUOHHBIX
JOKYMCHTOB, OCYIICCTBJICHUA nx

UHPOPMALIMOHHON 00pabOTKM NpU BHEIPEHUH
TEXHOJIOTHYECKHUX, MPOAYKTOBBIX MHHOBAIMNA WIIH
OpraHU3allMOHHBIX MU3MEHEHUI B YIpPaBICHUYECKYIO
JeSITeTTHHOCTD B paMKax poTpaMMm




OpPraHUu3allMOHHOIO Ppa3BUTHUA

3. MecTo 1MCUMIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

JncumIinHa

«OCHOBEI

JACJIOIIPOU3BOACTBA»

YYaCTHHUKaMU 00pa30BaTEIbHBIX OTHOIIEHUHN IPOTPaMMBI.
W3y4yeHne TUCIUILIMHBI OCYIIECTBISIETCS B 2ceMecTpe(-ax).
Jlnst ocBoeHus: AUCHUIUIMHBI «OCHOBBI JEIOMPOU3BOACTBA» CTYACHTHI UCIOJB3YIOT 3HAHUS, YMEHUS
Y HaBBIKH, CPOPMUPOBAHHBIC B TIPOIIECCE N3YUEHUS TUCITUTIINH:

OcBocHME IUCLUIUINHEI
MIOCJIETYIOLIEr0 U3YYECHUS CIEAYIOIUX TUCIUILINH:
ITonroroBka K cadye U cada rocy1apcTBEHHOI'O dK3aMeHa

BrinonHenue u 3ammura BbITYCKHON KBaTU(UKaMOHHON padOThI

IIpon3BOACTBEHHAs PAKTUKA
HayuHo-uccnenoBarenbckas padbota
[IpenmumiomHas npakTuKa

Ouenka 6usHeca

MeHnekMeHT

«OCHOBEI

IIporHo3upoBaHue B yIpaBiIeHUN
Puck-MeHexMeHT
VYnpapneHuss U3MEHEHUAMU

MogenupoBanue OGH3HEC-TIPOLIECCOB
udposas Tpanchopmalius Ou3Heca 1 HOBbIE OM3HEC-MOIETH
MaHOBanmMOHHBINA MEHE>KMEHT
bpena-mMenexMeHT
Crparernueckuii MEHEKMEHT

ACJIOIIPONU3BOACTBA»

SABJICTCA ﬂHCHHHHHHOﬁ 4acCTu,

dbopmupyemoit

SIBISIETCA HEOOXOAMMOM OCHOBOH A

4. O0beM IMCUMILUIMHBI B 3a4YeTHBIX €IMHHMIAX € YKa3aHHeM KOJHYeCTBa aKAJeMHYECKHX 4YacoB,
BbI/ICJICHHBIX HA KOHTAKTHYI0 PpaldoTy ¢ o0ydamomuxcsi ¢ mnpenoaasBarteneM (M0 BUAAM Y4eOHBIX

3aHSATHI) 1 HA CAMOCTOSITEJILHYIO padoTy 00y4aronmuxcst

OOmiasi TPyJOEMKOCTh TUCHUIUIMHBI «OCHOBBI JIEIOMPOU3BOJCTBA» B COOTBETCTBUU C pPabOUUM
y4eOHBIM TJIAHOM U €€ pachpeielieHue o BUaaM padoT MpeICTaBICHbI HIKE.

KoHnrakTHas paboTa ¢ nmpernoaBarenem, yac dopma
TpynoeMk CamocTtos- KonTpost MIPOMEXYTOUYHOMN
CeMeCTp OCThb JIEK- TIPAKTUICCKHC na60paTopH},1e TE€JIbHAA pa- gac ’ arTecTanuuu
qgac/3.e. 1 3aHATHUSA 3aHATUS 60Ta, qac ((’popMa
KOHTPOJISA)
2 72/2 18 18 36 3a
B T.4. YaCOB!
B UHTEPAKTUBHOM 4 4
¢dopme
MPAKTHYECKON 18 18 36
MOJTOTOBKHU
TpynoeMK BreayanTopHas KoHTakTHas paboTa ¢ IIpernoaBaresieM, Jac/den
Cemectp OCThb Kypcosas Kypcosoit 3auer Juddepenunposan Koncynbranuu K3aMeH
qac/3.e. pabota MPOCKT HBIH 3auer nepen 9K3aMeHOM
2 72/2 0.12




5. Conep:kaHue JMCHMILUIMHBI, CTPYKTYPHPOBaHHOe MO TeMaM (pa3iesiaM) ¢ YKa3aHHeM OTBe-
J€HHOT0 Ha HUX KOJIMYECTBA aKaJleMUYEeCKHX YaCOB M BHIOB Y4eOHbIX 3aHIATHIi

KomnuectBo yacos

OueHouHoe Ko
Dopmer cu €/ICTBO I/IHI[I/IJII(aT
e Cemmmapex | TeKyILero p
5 He sapsTus | 8 IIPOBEPKH OpOoB
3 = KOHTPOIIS
Ne HaumenoBanwue pasnemna/TeMbl S o pe3ynbTaToB JIOCTHIK
S = ° 5 « | ycmeBaemocTH
3 o =) o 4 e g . JIOCTHIKEHUS €HUs
5 g > i ® © | IPOMEXYyTOUHOH
8 2 ] g S \Q MHINKAaTOPOB | KOMIIETE
=2 i o) 15 5 8, aTrTecTaluu o o
= = e 2 KOMIIETEHITUM 130007051
= g =
X ) <
s © @)
o <
= =
1. |1 pa3nmen.
IIpakTuko-
CymHocTb u OCHOBHBIE OPHCHTHPOBAHH
1.1. |nousTus JOKYMEHTHUPOBAaHUS | 2 4 2 2 4 BIC 3a/la*H H IIK-2.1
YIPaBIEHYECKON AEATENBHOCTH CHTYaLHOHHRIC
3a1aun
IIpakTuko-
OpUEHTHPOBAaHH
12 OpraHu3anuoHHO-IIPaBOBast 2 4 2 5 4 Bl€ 3aJa4d U IK-2.1
JOKyMEHTaIUs CUTYallMOHHBIE
3a1aun
PacnopsinutensHele
JIOKYMCHTBI: JTallbl Komrponsras TIK-2.1
1.3. 2 4 2 2 4 KT 1 paGoTa ’
COCTaBJICHUS u IpaBHIIa
odopmIeHUS
IIpakTuko-
WHdopmaunonHo-cripaBoyHast OPHCHTHPOBAHH
1.4. | noxymeHTalMst B| 2 4 2 2 4 BIC 3a/1a"H H IK-1.1
yIPaBJIEHYECKOH JeATEIbHOCTH CHTYaLHOHHRIC
3a1aun
IIpaktuko-
Pewmenus Kak BH] OPHUEHTHUPOBAHH
15 YHPABICHYECKOro JIOKyMEHTa H| , 4 5 5 4 pI€ 3a7a4u U IK-1.1
Cp€aCTBO peaim3anuu CUTyallMOHHBIC
OpraHU3allMOHHBIX U3MEHEHUI 3amaun
JloxyMeHTannoHHoe Kontpomnbsnas MK-1.1
1.6. |obecneuenue mneperoBopoB u| 2 4 2 2 4 KT 2 pabota o
COBELIaHUHI
IIpaktuko-
OpHUEHTUPOBAaHH
1.7. | denoas nepenucka 2| 4 2 2 4 mesagamn | IIK-1.1
CUTYaIlMOHHbIC
3a1aun
IIpakTuko-
OpUEHTUPOBAaHH
1.8 JlokyMeHTaust 1O  JUYHOMY 2 4 2 5 4 bl€ 3a/1a4U U TIK-1.1
COCTaBy CUTYalLlMOHHbIE
3a1a4n
Oprauuzanus KonTponsHas K-1.1
1.9. 2 4 2 2 4 KT 3 pabota :
JOKYMEHT0000poTa
IIpomesxyTouHas arrecTanus 3a
HUroro 72 18 18 36




Hroro 72 18 18 36
5.1. JIeKUMOHHBIH KypC ¢ yKa3aHHMeM BHI0B HHTCPAKTHBHOI ()OPMBI NPOBEICHUS 3aHATHI
Bcero,
Tema nexuuu (/v
HAaMMEHOBAHHE pa3Jien) 4acoB / 1acoB
(BUJL HETEPAKTHBHOM (OpMBI CopepxaHue TEMBI HHTEPAKTHBHBIX
N — (u/unu pasnena) 3aHATUN/
(mpakTUYecKas MOJArOTOBKA) TpaKTiaccKa
HOJrOTOBKA
CyIHOCTh U OCHOBHBIE CymnocTts U OCHOBHBIE TOHSITHS
HOHSATHUS IOKYMEHTHPOBAHUS | AOKYMCHTUPOBAHHUS yIpaBiIeHYECKON 2/
YIIPaBJICHYECKOU AEATEIIBHOCTH
JESATEIIBHOCTH
OpFaHI/I?:aHI/IOHHO-HpaBOBa}I HOpSIl[OK CO(:TaBJIeHI/ISI u Oq)OpMJIeHI/ISI 22
JIOKYMEHTAIUs OpraHu3allMOHHOM TOKYMEHTalluu
PacriopsiiuTenbHbIe PacniopsinutenbHble JOKYMEHTBI: JTaIbl
JIOKYMEHTBI: 3TaIlbl COCTaBJICHUS U MpaBUiIa 0POPMIICHUS 2/
COCTaBJICHUS U MIPaBUIIA
odopMIIeHHS
HudopmaroHHo- WudpopManmoHHO-CIIpaBOYHAsT ~ JOKYMEHTAIUsl B
CIIPaBOYHAs JOKyMEHTAIUs B | YIPABIEHYECKOHN NEATENbHOCTH 2/
yIpaBIECHUYECKON
NeSITEIbHOCTH
Pemenus xak Buj Pemenust kak Buj YIpPaBIEHUECKOIO JOKYMEHTa U
YIIPABJIEHYECKOTO JOKyMEHTa | CPEACTBO peanuzanuu OpraHN3aLMOHHBIX
U CPEJICTBO peaM3aluu U3MEHEHUMH 2/-
OpraHU3allMOHHbIX
W3MEHEHUI
I[OKYMGHTaHI/IOHHOe )IOKyMeHTaIII/IOHHOG oOecrieyeHue IEpEroBOpPOB U
obecrieyeHre eperoBOpoB M | COBEIIAHUI 2/2
COBEIIAHUI
JlenoBasi epercka Jlenoas nepenucka 2/-
JIoKyMeHTalus 110 TM4HoMy | JIOKyMeHTanus 1o IM4HoMy COCTaBy 9/
COCTaBy
Opranuszanus Opranusamnus 10KyMeHTO000poTa 9.
JIOKYMEHTO0000poTa
Hroro 18
5.2.1. CemuHapckue (IpaKTHYeCKHe) 3aHATHS C YKa3aHHEM BH/JIOB IIPOBEICHHS 3aHATHH

HHTEPAKTUBHOU (popme

Bcero,

94acoB / 4aCOB MHTEPAKTHBHBIX

HanmenoBanue @opMBbI IPOBEJICHUS U TEMBI 3aHITHI o
. 3aHATUN/ TPaKTHYECKas
pazzneina (BHI MHTEPAKTUBHOM (DOPMBI TPOBEACHUS HO/TOTOBKA
JUCITUTUTIHBI 3aHATUHN )/(TIpaKTHYECKas MOATOTOBKA)
BUJ 9achl
CymHoCTh 1
OCHOBHBI€ MTOHSATHUSA CyIIHOCTh ¥ OCHOBHBIE TIOHATHUS
JIOKYMEHTUPOBAHHUS JIOKYMEHTHUPOBAHUS yIIPaBICHYECKOMN IIp 2/-12
yIpaBIeHIeCKON JeSTeIbHOCTH
JIeATeTLHOCTH
Opranu3aiioHHO- [Topsimok cocraBiienust 1 0HOPMIICHUS n 22
paBoBas OpraHM3alMOHHON JOKYMEHTAIU! P




JOKYMCHTal A

Pacnopsaurensubie
JIOKYMEHTBI: 3Talbl
COCTaBJICHUS U
npaBuia
odopmiteHus

PaCHOpflI[I/ITeHI)HI)IG JAOKYMCHTEI: OTallbl
COCTAaBJICHHA U IIpaBUJIa O(I)OpMJ'IeHI/ISI

1/-/1

Pacnopsaurenbubie
JOKYMEHTBI: 3Tallbl
COCTaBJICHUS U
npaBuiia
odopmiieHus

1/-/1

WNudopmannonHo-
CIpaBOYHAs
JIOKYMEHTAaLus B
YIPABJIEHYECKOU
JeSITETbHOCTH

HNHdopMannoHHO-CIIpaBOYHAs JOKYMEHTAIHS
B YNPABICHYECKON ACATEIbHOCTH

2/2/2

Permrenuns xak Bug
yIpaBJICHYECKOTO
JIOKyMEHTA U
CPE/CTBO
peanu3anuu
OpraHU3alUOHHBIX
H3MCHEHHI

Pemenust kak BUJ| yIIpaBJI€HYECKOTO
JIOKYMEHTa U CPEJCTBO pealn3alun
OpraHM3alMOHHBIX U3MEHEHH

2/-/2

JlokyMeHTalmoHHOE
obecrieyeHne
MIEPETOBOPOB U
COBEIIaHUH

JlokyMeHTalmoHHOe o0ecrieyeHue
MEepEroBOPOB M COBEIIAHMI

Ilp

1/-/1

JIoKyMeHTaIluOHHOE
oOecrieueHne
MIEPETOBOPOB U
COBEIaHuH

Ip

1/-/1

[enoBas nepenucka

HenoBas nepenucka

2/-/2

JlokyMeHTanus no
JUYHOMY COCTaBYy

JlokyMeHTaIus 1o JUYHOMY COCTaBY

2/-/2

Opranuzanus
JTOKYMEHTO000pOTa

Opranu3zanus 10KyMeHTo000poTa

1/-/1

Opranuzanus
JTOKyMEHTO0000poTa

1/-/1

Htoro

5.3. KypcoBoii npoekT (pa6oTa) yueOHBbIM IJIAHOM He MPexyCMOTPEeH

5.4. CamocTrosiTeqbHasi paboTa o0y4aromerocst

Tembl u/vnu BUbI CaMOCTOSATEIIEHON pa6OTBI

Yackl

CyIIHOCTh 1 OCHOBHBIE MOHATHUS JOKYMEHTHUPOBAHUS YIIPaBICHUECKON

ACATCIIbHOCTH




[Topsimok coctaBiiennst © 0HOPMIICHHS OPTaHU3AIMOHHON IOKYMEHTAIIUH

PaCHOI)?II[I/ITe.HI)HI)IG JAOKYMCHTEI: 3Tallbl COCTABJICHHA U ITPpaBUJIa 0(1)0pMJIeHI/I$I

WudopmannoHHO-CcIIpaBOYHAs JOKYMEHTAIHS B YIIPABICHYECKON EATEIIbHOCTH

Pemrenuns kak Buj YHOPaBJICHYCCKOTO JOKYMCHTA U CPCACTBO pCain3aluu
OpraHu3allMOHHBIX H3MCHEHHI

I[OKYMGHTEILII/IOHHOG obOecreyeHne IEpEroBOPOB U COBeH_IaHI/Iﬁ

HenoBas nepenucka

JlokymeHTanus 1o JINYHOMY COCTaBy

Opranuzaius JOKyMEeHTO000pOTa




6. IlepeueHb yueOHO-MeTOAMYECKOr0 oOOecrevYeHUsl Ui CAMOCTOSITeIbHOH PadoThl o0y4yarlmxcs IO
AUCHUILINHE

VYyebHO-MeTOAMYECKOE  O0€CTeUeHne JJII  CaMOCTOATENIbHOW  paboThl  O0ydaromierocss 1o
mucuuruinHie  «OCHOBBI  JIETIOTIPOM3BOACTBA»  pPa3MEIIEHO B JJIEKTPOHHOH  MH(OPMALMOHHO-
o0pa3oBaTenbHON cpe-Ae YHUBEpPCUTETa W JOCTYIHO JJIA OOydYaroIIerocss 4epe3 ero JUYHBbIA KaOWHET Ha
caiite YHuBepcurera. Y4eOHO-METOIMYeCKoe 00ecIedeHre BKIII0YaeT:

1. PaGouyto nporpammy JTuCHUIUIUHBI « OCHOBBI J€IONIPOU3BOCTBAY.

2.Metoanyeckre peKOMEHJAMU JUIs OpPraHu3allid CaMOCTOSTENbHON paboThl 0oOydarolierocs Io
mucnutuinHe « OCHOBBI JIETTOTIPON3BOICTBAY.

3. Meronuyeckue peKOMEHJALMU M0 BHINOJHEHHUIO MUCHMEHHBIX paboT (KOHTposibHas padora) (mpu
HaJU4MH).

4. Meroandyeckue pPEKOMEHJALUU IO BBINOJHEHUIO KOHTPOJBHOW pPa0OTHl CTYJEHTAaMHU 3a0YHOMN
(hopMbI 00yueHUs (IIPH HATTUYUHN)

5. Meronuueckre yka3zaHHs MO BBITOJIHEHUIO KypcOBOi paboThI (MTpoekTa) (pu HAJTUYUK).

JIisi  yCTIeNTHOTO  OCBOEHHS JUCIUIUTAHBI, HEOOXOJUMO CaMOCTOSITETIbHO JIETaJbHO HW3YYUTh
MPEJICTaBICHHBIE TEMBI 10 PEKOMEHyEeMbIM UCTOYHHKAM HH()OPMAIIIH:

PekoMeHiyeMble HCTOYHUKH UH(DOPMAITHN
(Ne ucTouHUMKA)

TeMmsbl AJI1 CaMOCTOATCIIBHOI'O N3YUYCHUSA

n/n OCHOBHas JOITOJIHUTCIIbHAsA MCTOA. JIUT.

(u3 .8 PITM) (m3 m.8 PIIJI) (u3 .8 PIIM)

CymHOCTh W OCHOBHBIE  TIOHSTHS
JOKYMEHTUPOBaHUS yIpaBIeHYECKOM
1 | nmesrenbHocT. CyIIHOCTH M OCHOBHBIE
TTOHSATHS JIOKYMEHTHPOBAHUS
YIIPaBICHYECKOM IESITEIILHOCTH

JI1.1, JI1.2, JI1.3,

1.4 J2.1,J12.2 J3.1

OpraHu3aimoHHO-IpaBoOBas
nokymeHTanus. [lopsgok cocTaBieHUs
u  odopmileHHS  OpPraHU3AIMOHHON
JIOKyMEHTAITUU

J1.1, J11.2 J2.1,J12.2 J3.1

PacniopsiqutenbHble JOKYMEHTBI: ATallbl
COCTaBJICHUSI U TMpaBuiia O(GOPMIICHHUS.
PacniopsiquTtenbHble JOKYMEHTBI: ATallbl
COCTaBJICHUS U MTpaBuiIa 0OPMIICHHUS

J1.1, J11.2 J2.1,J12.2 J3.1

WudopmannoHHO-CIIpaBOYHAs
JOKYMEHTalMsi B YIPaBICHYECKOM
4 | nesTeNbHOCTH. NudopmannonHo- JI1.1, J11.2 J2.1,J12.2 J3.1
CTpaBOYHAas JTOKYMEHTAITUS B
YIPaBICHYECKON IeATEIILHOCTH

Pemrenns  kak BHUA YIIPAaBJICHYCCKOIO
AOKYMEHTAa W CpPCACTBO pcCain3daliuun
OpraHu3allMOHHBIX H3MEHEHHH.
Pemennss kak BHJ YHPaBJICHUCCKOTO
AOKYMCHTa MW CpCACTBO pcainu3aluu
OpPraHU3alMOHHBIX H3MEHEHHUN

JI1.1,J11.2 J2.1,J12.2 J3.1

JIoKyMEHTalMOHHOE obecrnieueHue
TIEPETOBOPOB 51 COBCILIAHU.
JIoKyMEHTalMOHHOE obecrnieueHue
MEPErOBOPOB M COBEILAHMIT

JI1.1, JI1.2 J2.1,J12.2 J3.1

JlenoBas IEPENUCKA. JlenoBas

JI1.1, J11.2 J2.1,J12.2 J3.1
nepenucka

JIokyMeHTauus IO JIMYHOMY COCTaBy.

JI1.1, JI1.2 J2.1,J12.2 J3.1
JloKyMeHTaIus no JUYHOMY COCTaBy

9 | Opranuzamnus JIOKyMEHTO000pOTA. JIT.1, J11.2 J2.1,J12.2 JI3.1




| Opranmsanus noxymenTooGopoTa | | |

7. ®OHA OLEHOYHBIX CpeaCTB (OHEHOYHBIX MATEPHAJIOB) IS NPOBEJACHHUS IPOMEKYTOYHOH AaT-
TecTallMU 00y4Yaromuxcs no gucuumiInie «OCHOBbI 1eJI0NPON3BOACTBAY

7.1. IlepeyeHb MHAMKATOPOB KOMIIETEHUHWI C YKa3aHMeM 3TanmoB HMX (pOpMHPOBAHHMS B Mpouecce
0CBOeHMs 00pa30BaTeIbHON MPOrPaMMbI

JIMCIUTUTAHBL/ 3 IEMEHTHI
WHIUKaTOp KOMIIETCHIINA 1pOrpaMMb! (IPaKTHKIL 1 2 3 4
I'"A), yuacTByromue B
(xonm u conmepxanue)
(hopMHUpPOBaHUN HHIUKATOPA
KOMIIETEeH-IINU 1 2 3 4 5 6 7 8
JlokyMeHTHpOBaHuE
[IK-1.1:Pa3pabateiBaeT YTPaBICHYCCKON X
METOIUYECKYIO JACATCIIBHOCTHU
JOKYMEHTAITHIO 110 HayuHo-mccnenoBarenbckas
YIIPABJIEHUIO PUCKaMHU pabora X
Puck-mMenemxkMeHT X

ITK-2.1:Cocrapasier bpena-mMenenKMeHT X
TPOCKTHI JlokyMeHTHpOBaHUE
pacniopsANTEIIbHBIX U YIIpaBJIE€HYECKOU X
OpraHnu3alMOHHbIX HEeSITeIbHOCTHU
AOKYMEHTOB, MHHOBALMOHHBII
OCYILECTBIISIET UX MCHEUKMEHT X
MHQOPMAIMOHHYI0 MeHeKMeHT X
00paboTKy Ipy BHEAPESHUHU
TEXHOJIOTHYECKHX, Ilponseoncreennas X X
IPOAYKTOBBIX HHHOBammil | LPAKTHKA
WJTM OpraHU3allnOHHBIX
U3MEHEHUI B
YHPABIICHHUCCKYIO Crparernueckuii
JEeSITeTbHOCTh B PAMKaX MEHEBKMEHT X
TIpOTrpaMM
OpraHU3aIMOHHOTO
pa3BUTHSA

7.2. KpuTepun W HIKaJbl OLEHUBAHUS YPOBHSI YCBOCHHMSI HHIMKATOpPAa KOMIIeTeHLMi, ompee-
JISIIOIME MPole1yPhbl OLleHNBAHUS 3HAHU, YMeHU i, HABBIKOB U (MJIM) ONbITA J1eSITeJIbHOCTH

OneHka 3HaHUM, YMEHUH M HaBBIKOB M (WJIM) ONBITA JEATENIBHOCTH, XapaKTEPU3YIOIIUX 3Tarlbl
dbopMHUpOBaHHUS KOMIIETCHIMK 10 MucHHIUIMHE «OCHOBBI JETONPOW3BOACTBA» NPOBOIUTCS B  (opme
TEKYILETO KOHTPOJIS U IPOMEKYTOUHOM aTTeCTaLIH.

Texymuii KOHTPOJIb TPOBOAMTCS B TEUCHHE CEMECTpa C IENBI0 ONpEeeNICHHs YPOBHS YCBOCHUS
oOyyaromuMucsi  3HaHUM, (HOpPMUPOBAHMS yYMEHUH M  HaBBIKOB, CBOEBPEMEHHOIO  BBISABJICHHUS
MperoiaBaTesieM HEJOCTAaTKOB B IOATOTOBKE OOYYAIOIIUXCS W TPUHATHS HEOOXOAMMBIX Mep Mo eé
KOPPEKTHPOBKE, a TaKXe JUIi COBEPIICHCTBOBAHMS METOJMKH OOydeHUs, OpraHu3aluu yu4eOHOH paboThl U
OKa3aHHs WHAWBUIYATBHOHN MOMOIIN 00yYaromeMycs.

[TpomexyTouHast aTrecTanus 1o AucHUIIiHE «OCHOBBI JIEIONPOU3BOJCTBA» MPOBOJUTCS B BHJIE
3ayer.

3a 3HaHUA, YMEHUsS M HaBbIKH, IPHOOPETEHHbIE CTYJICHTaMU B MEPUOJI UX OOy4EHUs, BHICTABIIAIOTCS
oneHku «3AUTEHO», «HE 3AUTEHOy». (wm «OTJIMYHO», «XOPOIIO», «YIOBJIIETBOPUTEJIb-
HO», «HEYJIOBJIETBOPUTEJIbHO» ans nugdepeHupoBaHHOTO 3a4eTa/IK3aMeHa)

JInsi OlleHWBaHUS 3HAHWM, YMEHHIA, HAaBBIKOB M (WJIHM) ONBITA JAEATEIHHOCTH B YHHUBEPCUTETE MPHUME-
HieTcd OalUIbHO-PEMTHHIOBas CHCTEMa OLCHKM KauecTBa OCBOEHHUS 00pa3oBaTEeIbHOM MPOTpaMMBbI.
OrneHka MPOBOIUTCS MPHU TPOBEIEHUHM TEKYIIETO KOHTPOJIS YCIEBAEMOCTH M NPOMEKYTOUYHBIX aTTECTAIHA
oOyuvatomuxcs. PeWTuHroBas olleHKa 3HaHUH SBISETCS HWHTETPUPOBAHHBIM IOKa3aTeleM KadyecTBa
TEOPETUYE-CKUX U MPAKTHUECKUX 3HAHUI U HABBIKOB CTYJICHTOB IO AUCIIUTUINHE.



CocTaB 0a/111bHO-PEHTHHIOBOI OLIEHKHU CTY/IeHTOB 04HOI (hopMBbI 00yUeHH S

s ctyaeHToB o4HOW (PopMBl OOy4YEHHS 3HAHUS MO OCBAaWBAaEMbIM KOMIETCHIMSM (OPMHUPYIOTCS
Ha JICKUMOHHBIX U IPAKTHYECKUX 3AHATUAX, & TAKKE B MIPOLECCE CAMOCTOSITENLHON MTOATOTOBKH.

B cooTBeTcTBUM C OaMIBHO-PEUTUHTOBOM CHUCTEMOW OIEHKHU, MPUHITONH B YHHUBEPCUTETE CTYICHTAM
HAYHUCIISIOTCS 0aJuTbl IO CIICAYIONINM BUIaM paboT:

. MakcumaibHOe
No KOHTpOJIBHOM O1neHOYHOE CPEeNICTBO Pe3yIbTaTOB MHAUKATOPOB JOCTHUKEHHS
. KOJIMYECTBO
TOYKHU KOMITCTCHITHI
OaioB
2 ceMecTp
KT 1 KontposbHas padora 10
KT 2 KontponbHas pabora 10
KT 3 KonTponbHas pabota 10
CymMma 0a/1710B 110 HTOraM TeKYIIero KOHTPOJIst 30
Ilocenienue TeKIIMOHHBIX 3aHATHI 20
ITocenenne NpakTHYECKUX/Ta00PaATOPHBIX 3aHITHIA 20
Pe3ynbTaTHBHOCTH pabOTHI HAa MPAKTUYECKUX/Ta00PAaTOPHBIX 3aHATHIIX 30
Hroro 100
o O11eHOYHOE CPEJICTBO MaxkcumMaisHoe
Ne koHTpONIBHOM .
UKL PE3yJIbTaTOB HHIUKATOPOB KOJIUYCCTBO Kputepuu onieHKM 3HaAHUI CTYICHTOB
JOCTHKEHUU KOMIIETEHITNI Oaju10B
2 cemecTp
2 TEOPETHYECKHUX BOIPOCa - IO 3
KT 1 KontponpHas padota 10 p . p
Oayuta Kaxapli, 1 3aga4a - 4 0ana0B
2 TEOpETHUYECKHUX BOIpoca - 1o 3
KT 2 KonrtponsHas pabora 10 P N p
Oaina Kakapeld, 1 3aga4a - 4 6aaIoB
2 TEOpEeTHYECKUX BOIpOca - o 3
KT 3 KontponbHas padota 10 p . P
Oaia Kakapli, 1 3ama4a - 4 6amIoB

Kpurtepuu u mkaiapl onieHNBaHUs Pe3yJbTATOB 00yUeHUsI HA TIPOMEKYTOYHOI aTTeCTAIHH

[Ipu mnpoBeneHMM WTOTOBOM aTrTecTanuu «3adeT» («auddepeHIIMPOBAaHHBIN 3a4eT», «IK3aMEH))
NPENoIaBaTeNli0 € COIJIacHsi CTYJACHTa pa3pellaeTcsl BBICTABIATh OLEHKH (COTJIIMYHO», «XOPOILIO»,
«YIOBJICTBOPUTEIILHO», «3a4eT») TI0 pe3ysibTaTaM HaOpaHHBIX OalIoB B XOAE TEKYMIET0 KOHTPOJIS
yCIIEBaEMOCTH B CEMECTPE T10 BbIIIE IPUBEACHHON IIKAaJIe.

B ciyuae oTtkaza — ctymeHT chaet 3ader (aud@epeHIMpOBaHHBIN 3a4€T, 9K3aMEH) 10 MPUBEICHHBIM
BbIIIE BOIpOCaM M 3afaHusM. VToroBas ycmeBaemocTbh (3aueT, AuddepeHInpoBaHHBIN 3a4eT, 3K3aMeH) He
MOXKET OIEHHBAThCS HIDKE CYMMBI OaioB, KOTOPYIO CTYISHT HaOpaJ 10 WTOoraM TeKylled u
MIPOMEKYTOUHOM yCIIeBaeMOCTH.

[Ipu cpmaue (3auera, nuddepeHIUPOBAHHOTO 3a4eTa, HSK3aMeHa) K 3apa0OTaHHBIM B TEUYEHUE
CeMecTpa CTyJeHTOM OayiaM NpUOaBIAOTCS Oauibl, MOJNydyeHHble Ha (3adere, AudQepeHIrpOoBaHHOM
3adere, HK3aMeHe) U CyMMa 0aJiioB MEPEBOIUTCS B OIICHKY.

Kpurtepuu u mikajibl onieHHBaHUs OTBETA HA 3a4eTe

[To auctmmmuae «OCHOBBI JICIONPOU3BOJICTBAY K 3a4eTy JIOMYCKAFOTCSI CTYJCHTBI, BBIMOJHUBIIUE H
CAaBOIMC MPAKTUYCCKHUEC pa6OTBI no JUCHHUINIMHC, UMCIOMUC CKEMCCAUYHYIO aTTCCTALlUIO U oe3 IMPUBSA3KEC K
HaOpaHHbIM Oayutam. CTyneHTam, HaOpaBmIMM Ooniee 65 0aioB, 3aYeT BBICTABISIETCS IO pe3yJbTaTam
TeKyIleH yCIeBaeMOCTH, CTYAEHThl, He HaOpaBmue 65 OawioB, CHAlOT 3a4eT 10  BOINPOCaM,
npenycmorpenHbiM  PIIJI. MakcumanbHass cymMma OaloB MO TPOMEKYTOYHOM aTTecTaluu (3adery)
ycTaHaBiuBaeTcs B 15 6amos

Bomnpoc 6unera Konmuectro 6annos
Teopetnueckuit Bormpoc o 5
3amaHus Ha MPOBEPKY yMEHUI o5
3agaHus Ha IPOBEPKY HABBIKOB o5

Teopernueckuii Bonpoc




5 0aJioB BBICTABISIETCA CTYACHTY, MOJHOCTHIO OCBOMBIIEMY MaTepHall TUCIUIUIMHBI WM Kypca B
COOTBETCTBUM C Y4YeOHOH IporpaMMoii, BKJIIOYash BOIPOCHl paccMaTpuBaeMble B PEKOMEHIOBaHHOMU
IpOrpaMMoOi JIOMOJHUTENBHON CIPAaBOYHO-HOPMATUBHOM M HAYYHO-TEXHUYECKOW JHUTEpaTypbl, CBOOOIHO
BJIA/ICIOIIEMY OCHOBHBIMHU TMOHSATHSMH JTUCHUIUIMHBL. TpeOyercs NOJHOE TIOHMMaHue M  YETKOCTh
U3JI0’KEHUSI OTBETOB M0 3K3aMEHAIMOHHOMY 3afaHuio (OWJIeTy) M JOMOJHUTENBHBIM BOMPOCAM, 3a/IaHHBIX
9K3aMEHATOPOM. JIONMOJHUTENbHBIE BOIPOCHL, KAaK IPABWIO, JOJDKHBI OTHOCUTBCA K Marepuaily
JUCHUIUIMHBL WIK Kypca, HE OTPaXEHHOMY B OCHOBHOM 3K3aMEHAIlMOHHOM 3a/laHuu (OMiieTe) U BBISBISIOT
IIOJIHOTY 3HAHUU CTYJIEHTA 10 AUCLUIUIMHE.

4 Oamna 3aciIyXHBaeT CTYICHT, OTBETUBLIMII TOJHOCTbIO W 0e3 OmHUOOK Ha BOIMPOCH
9K3aMEHAIIMOHHOTO 3aJlaHUsl M IOKA3aBILIMN 3HAHUS OCHOBHBIX IOHATHH IUCIUIUIMHBI B COOTBETCTBUH C
00s13aTeILHON MPOTpaMMOl Kypca U pEKOMEHIOBAHHONH OCHOBHOMW JIUTEPATYPOM.

3 Oamia JaH HEJOCTaTOYHO TIOJHBIH M HEJOCTaTOYHO pa3BepHYThIM orTBeT. Jloruka wu
MOCTIEIOBATENbHOCTh H3JIOKEHUS HMEIOT HapylieHusd. JlomyiieHsl OMmMOKM B PACKPHITUM MOHSTHH,
ynoTpebneHnn TepMHHOB. CTYIOEHT HE CIIOCOOCH CaMOCTOSTENBHO BBIJICIUTh CYIIECTBEHHBIE U
HECYIIECTBEHHbIE MPU3HAKK M MPUYMHHO-CIEIACTBEHHbIE CBS3H. CTYIEHT MOXKET KOHKpPETHU3HPOBATH
0000IIeHHbIE 3HAHUS, JIOKa3aB Ha MpPUMEpPax MX OCHOBHBIC TIOJIOKEHHS TOJBKO C IOMOIIBIO
npenoaasarensi. PeueBoe opopmiienne Tpedyer nonpaBok, KOPPEKIUU.

2 Oaina JaH HEMOJHBIA OTBET, MPEACTABISMIONIMN cOO0H pa3po3HEHHBIC 3HAHHS MO TEME BOIPOCA C
CYLIECTBEHHBIMU olIMOKaMu B  omnpeaeneHusx. IlpucyTctByor ¢QparMeHTapHOCTb, HEJIOTUYHOCTH
n3noxenus. CTyJeHT HE OCO3HAeT CBA3b JAHHOTO TIOHSTHSA, TEOPUH, SBICHHUS C JAPYIMMU OOBEKTaMHU
JUCUUIIIMHBL. OTCYTCTBYIOT BBIBOJIbI, KOHKPETH3aLUs U J10KA3aTEIbHOCTh M3J10KeHUA. Peub HerpamoTHas.
JlononHuTEeNbHBIE U YTOYHSIOIIME BOIIPOCHI IIPENOAABATEIN HE IPUBOIAT K KOPPEKLUU OTBETA CTYJICHTA HE
TOJIBKO Ha MOCTaBJIEHHBIN BOIIPOC, HO M HA IPYTUE BONPOCHI TUCLUILIAHBI.

1 Gannm JaH HEMOJIHBIM OTBET, MPEACTABISIONINN COOOW pa3po3HEHHBIE 3HAHUS MO TEME BOMpOca C
CYLIECTBEHHBIMU oOlIMOKaMu B  ompeaeneHusx. IlpucyTctByor ¢QparMeHTapHOCTb, HEIOTUYHOCTH
nznoxeHus. CTyIeHT He OCO3HAeT CBA3b JAHHOTO TIOHSTHSA, TEOPUH, SBICHHUS C JAPYIMMU OOBEKTaMHU
JUCHUIIIMHBL. OTCYTCTBYIOT BBIBOJIbI, KOHKPETH3ALHUsS M JT0KA3aTENbHOCTh M3JI0KeHUA. Peub HerpamoTHas.
JlonosnHUTENBHBIE U YTOUHSAIOIINE BOIPOCH! MIPENOJaBaTeNlsd HE MPUBOJIAT K KOPPEKIMM OTBETAa CTYIECHTA HE
TOJIBKO Ha MOCTaBJIEHHBIN BONIPOC, HO M HA IPYTHE BOMPOCHI TUCIUILIAHBI.

0 6anIoB - MpH MOTHOM OTCYTCTBUH OTBETA, MMEIOIIETO OTHOIIEHHE K BOIIPOCY.

3ajaHus HAa TPOBEPKY YMEHUN U HaBBIKOB

5 GamtoB 3agaHusl BBHITIOJHEHBI B O00O3HAYEHHBIN NpENojaBaTesieM CPOK, MHUChbMEHHBIM OT4eT O3
3aMedanuil. Pabora BEIMIOIHEHA B IIOJIHOM 00BEME ¢ COOIIOAEHUEM HEOOXOMMMOM ITOCIIEA0BATENHLHOCTH.

4 OGamma 3amaHus BBHITIOJIHEHBI B O0O3HAYCHHBIM NPEMoOjaBaTelieM CpPOK, MUChMEHHBIH OTYET C
HEOOJIBIIIUMH HETOUYETAMH.

2 OamwroB 3amaHus BBINOJHEHBI C 3aJEP)KKOW, IHUCHMEHHBIH OTYET ¢ HemodeTamu. Pabota
BBITIOJTHEHA HE TMOJIHOCTHIO, HO O0BEM BBIITOJIHEHHOW YacTH TaKOB, YTO TO3BOJISET MOTYYUTHh MPABUIHHBIC
pPe3yIbTAThI U BHIBOIBI.

1 OautoB 3amaHus BBIIOIHEHBI YACTHYHO, C OOJBIIMM KOJWYECTBOM BBEIYHCIUTENBHBIX OIIHOOK,
00BbEM BBITTOJTHEHHOM YacTH PaOOThI HE MO3BOJISET CAECIATh MPABHIBHBIX BHIBOJIOB.

0 GamnoB 3anaHus BBHIMOJTHEHBI, MMCHMEHHBIM OTYET HE MPEJCTaBICH WM paboTa BHINOTHEHA HE
MOJTHOCTBIO, ¥ 00HEM BBITIOJTHEHHON YacTH padOThl HE TTO3BOJISET C/IEJIaTh MPABUIBLHBIX BHIBOJIOB.

7.3. IlpumepHble OLEHOYHbIE MATEPHAJBI /IS TeKyLIero KOHTPOJISI YyCIeBaeMOCTH U MPOMEKY-
TOYHOM aTTEeCTAIMM MO UTOraM OCBOEHMS JUCHUILIHHBI «OCHOBBI /1€J10POU3BOACTBA»

Bomnpocs! k 3auery:

[TonsTHE NETONPON3BOACTBA

CymHOCTh U QYHKIMH JOKYMEHTa

Knaccudukanus 10KyMEeHTOB

YHudukanus yrnpaBieHYeCKON JOKYMEHTAIIHI

CrangapTuzanys ynpaBjieHYeCKOW JOKYMEHTAUU

PexBHU3UTHI TOKYMEHTOB: ITOHATHE U COCTAaB

3apokJIeHUE CUCTEMBI JI€JIONPOU3BOJICTBA B JIpEBHEPYCCKOM IOCY1apCTBE

Nk =



8.

HpI/IKa3HOC ACIJIOIMPOU3BOACTBO

0. Koiexckoe aenonpous3BoACcTBO

10. MuHucTepckoe Aenonpou3BOACTBO

1. CoBeTckuil Iepuo1 rocyAapCTBEHHOTO JEIONPON3BOICTBA

12. [lonsTHE OpPraHU3alMOHHBIX JOKYMEHTOB

13. VYcTaB: noHaTHe, IpOUEAYPbl YTBEPKACHUS U PETUCTPALIUU

14. CrtpyKkTypa ycTaBa U €ro OCHOBHbBIE PEKBU3UTHI

15. YupenutenpHbIi 1OrOBOP

16. IlosoxeHns Kak OpraHu3alliOHHbIE JOKYMEHTBI

17. [lITaTHOE pacnucaHue

18. WNHcTpyKIMK Kak OpraHu3alliOHHbBIE JOKYMEHTBI

19. JIomKHOCTHAsT MHCTPYKIIHS

20. [TonsaTue, nenu n Ha3HaAYCHHE HHPOPMALIMOHHO-CIIPABOYHOM TOKYMEHTALUU

21. Buasl cripaBok 1 npaBuiia MX COCTaBIICHUS

22. OcHoOBHbIE TPeOOBaHMS K aKTaM

23. JlokmaiHBIC 3aITHCKH

24. OOBsicHUTENbHBIE U CITY>KEOHbIE 3alUCKU

25. [TonsiTHE pacOPSAAUTENBHBIX JOKYMEHTOB

26. OcHOBHbIE TPEeOOBaHUS K PaCIOPIKEHHIO

217. [TocTaHOBIEHUE KaK pPaCIOPSAUTENBHBINA JOKYMEHT

28. [lonsTue ykazanus

29. [lonsiTHE, BUIBI M OPSAOK TOATOTOBKY IIPUKA30B

30. OcHoOBHBIE 3Tarbl padoThI ¢ PACHOPSAUTEILHBIMU JOKYMEHTAMU

31. OcHoBHbIE TPeOOBaHMSI K PELICHUIO

32. [TonsiTHe, CyIIHOCTh U OCHOBHBIE TAIlbl POBEACHUS [IEPETOBOPOB M COBELIAHHIA

33. Cogenianue: MOHATHE U JOKYMEHTAJIbHOE COIPOBOXKICHUE

34. JIoKyMeHTUpOBaHUE Pe3yIbTaTOB JIEIOBBIX BCTPEU U MEPETOBOPOB

35. [ToHsiTHE IPOTOKOJIA U €r0 OCHOBHBIE PEKBU3UTHI

36. [IpaBuna odopmiIeHHss OCHOBHOM YacTH MPOTOKOJIA

37. OcHoBHBIE TPeOOBaHUS K JOTOBOPY

38. CyuiHocTh ¥ BUBI J€I0BOU MEPEIUCKU

39. [TonsiTve ¥ Pa3HOBUIHOCTH JCJIOBBIX MHCEM

40. OcHoBHbIE TpeOOBaHMS K I€TIOBBIM MTUCHMaM

41. Craguu MoAroTOBKM JIETIOBBIX MMHCEM

42. Tenerpammel, pakcorpaMMmsbl 1 TenedOHOTpaMMBI KaK CPEJICTBA BHEITHUX KOMMYHHKAIIHHA

43. [lepenucka c 3apyOeKHBIMH TapTHEPAMU

44. [TonsiTHe ¥ cOCTaB KaJApOBOM IOKYMEHTALIMH

45. TpynoBoii 10roBOp: MOHATHE U MpaBUIIa 0popMIICHHUS

46. OcHOBHBIE U TONOJHUTENBHBIE YCIOBUS TPYJOBOIO JOTOBOPA

47. JInunsle kaprouku (popma T- 2).

48. JInuHoe neo u ero CTpyKTypa.

49. [Topsiox BeneHMs TPYIOBBIX KHUXKEK.

50. [Topsinok oopmieHus: U BeIeHUS BKIAABINIA TPYIOBON KHUKKH

51. Opranuzamusi  JOKyMEHTOOOOpOTa, €ro  KOJIWYECTBEHHbIE W KAauyeCTBCHHBIC
XapaKTEPUCTHKHU.

52. Texnonoruu 00pabOTKK BXOASIIUX JOKYMEHTOB.

53. BrayTpennuii 10KyMeHTOO0OPOT.

54. Pabora ¢ ucxonsuieir JOKyMeHTauEH.

55. Opranu3zaius 3JIeKTPOHHBIX KOMMYHHKAIIHA.

56. 3amaun, (QYHKIOMM ¥ THUIOBBIE CTPYKTYPBI CIIY>KOBI JTOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpaBiIeHUsI.

57. PernamenTanus paboTsl CIy>KObI TOKyMEHTAIIMOHHOTO 00ECIICYECHUS YIIPABICHHS.

58. Lenb u 3a1aun yripaBlIeHUs] JOKYMEHTAME OpraHu3aluu.

59. OcobeHHocTr opranu3anuy padboThl ¢ KOHPHUACHIIMATLHBIMU TOKYMEHTaMH.

60. CoBpemenHble HH(OPMALMOHHBIE TEXHOJIOTMH B JIOKYMEHTAIIMOHHOM OOECIeuYeHUn

YIIPABJICHUS.



Bomnpocs! 1151 yetHOro onpoca
Tema 1 CymHOCTh M OCHOBHBIE IOHATHS JOKYMEHTUPOBAHUS YIIPABIECHYECKON JEATEIBHOCTH
1.ITonsiTHE NEIONIPOU3BOACTBA U CYIIHOCTh JOKYMEHTA
2.Knaccudukanus 10KyMEHTOB
3.YHudukauus u ctaHaapTHU3alus ypaBiIeHUYECKON JOKyMEHTalUH
Tema 2. [Topsaok coctaBieHus: 1 0pOpMIICHUS] OPTaHU3ALMOHHON TOKYMEHTalluu
1.ITonsiTHE OPraHU3aIMOHHON TOKYMEHTAlUH
2 YcraB U yu4peIUTENbHBIN JOTOBOP
3. [lonoxkeHus Kak OpraHu3alMOHHbIE TOKYMEHTHI
4. llltatHOE pacniucaHue
5. MHCTpYKIIMM KaK OPraHU3alMOHHBIE JOKYMEHTBI
Tema 3. PacniopsiiuTenbHble JOKYMEHTBI: 3Tallbl COCTABICHUS U MpaBuiia opopMiIeHus
1. TIoHATHE pacOPSIAUTENBHBIX TOKYMEHTOB
2. IlocTaHOBIEHUE U PACTIOPSKEHHE
3. [lonsTre yka3aHus U MpHKa3a
4. OcHOBHBIE TPeOOBaHUS K PEIICHUIO.
Tema 4. OcOOEHHOCTH U TIpaBUJIa COCTABJICHUS M pabOTHI C peleHHEM
1. TpeGoBaHus K OPOPMIICHUIO PEIICHUSI.
2 OcHOBHBIE »JTamaM pabOThl C HUMHU: COCTaBJIEHHWE TMIPOCKTA PEIICHUs, COTJIACOBaHUE,
MOJIMTUCaHNE, pealIh3altsl.
Tema 5. MadopmMaIimoHHO-CITpaBOYHASI M TEXHUYECKAs TOKYMEHTALIHS
1. [lonsTre, uenun © Ha3HaYeHHE HH(POPMAIMOHHO-CIIPABOYHOM U  TEXHUYECKOM
JOKYMEHTaluu
2. Bunpl cipaBoK U paBuiia MX COCTABICHUS
3.0cHOBHBIEC TPEOOBAHUS K aKTam
4. loxnaaubie, 00BSICHUTENbHBIE U CIYKEOHbIE 3aMTUCKU
Tema 6. JlokyMeHTallMOHHOE 0O€ECTIeYeHNE IEPETOBOPOB U COBELIAHUI
1. [TonsiTHe, CyIIHOCTh U OCHOBHBIE TAIlbl POBEACHUS [IEPETOBOPOB M COBELIAHHIA
2. [IpoToKOMI KaKk OTpakeHNE KOJUIETHAIBHOTO CIIOCO0a MPUHATHS PEIICHUI
3.JloKkyMeHTUpOBaHUE PEe3yJIbTATOB JACIOBBIX BCTPEY U MEPErOBOPOB
Tema 7. [lenoBast nepenucka
1. TlonsiTve U Pa3HOBUIHOCTH JIEIOBBIX MTUCEM
2. OcHOBHBIE TpeOOBaHUS K JAEIOBBIM IIMNCbMaM U CTaJIUU UX MOATOTOBKU
3. Ilepemnucka ¢ 3apy0OexHBIMU TApTHEPAMHU
Tema 8: JlokyMeHTaus 10 JUYHOMY COCTABY
1. ITonsiTue 1 cocTaB KaapoOBOMl JOKyMEHTAIUU
2. TpynoBble 1OrOBOpa U JIMYHbIE KAPTOUKH
3. JIudHOE J1e7I0 M ero CTPYKTypa
4. Tlopsiiok BeIEHUS TPYIOBBIX KHUXKEK
Tema 9. Opranuzanusi JOKyMEHTOO0OpOTa
KonnyecTBeHHBIC M KauyeCTBEHHBIE XapaKTEPUCTUKU JOKYMEHTOO0OPOTA.
Texnomoruu 06pabOTKU BXOIAIINX JOKYMEHTOB.
BuyTpeHHui JOKYMEHTOOOO0POT.
Pabota ¢ ucxozgsmieit JoKkyMeHTaIUEH.
Opranusanus JIEKTPOHHBIX KOMMYHUKALUH.
DNEKTPOHHBIA TOKYMEHTOO00POT

SNk W=

TurmoBble TECTOBBIEC 3aJaHUS

l. JIokyMeHT 3T0:

A OnaHK, IMEIOIINI HAaNMEHOBAaHHUE YUPESIKACHUS U TIOPSIKOBEI HOMEP

B 3adukcupoBanHbIi B MTUCEMEHHOM (OpPME aKT, YAOCTOBEPSIOMNI HaTUne (PaKToB
(KaK MpaBUIIO FOPUINYECKOTO 3HAUCHHUS)

C cTangapTHBIN TUCT OyMaru, UMEIOIIUI TEKCT U MOAINUCH aBTOPA

D cranmapTHbIi JIMCT OyMaru, UMEIOIINN TEKCT, OIKUCH aBTOpa U TeYaTh
PEIIPUSATHS



2. JIBr>KeHrEe TOKyMEHTOB C MOMEHTA UX CO3/IaHMsI HJIU MOTYUYEHHUs IO MOMEHTA MX

YHUUYTOXKEHUS WM Mepeaun Ha apXUBHOE XpaHEHHE, 3TO:

A peructpanusi JOKyMEHTOB

B popmupoBanue nen

C KOHTPOJIb UCTIOJTHEHHUS IOKYMEHTOB

D nokymeHnTo060poT

3. TekcT qoKyMeHTa JOJDKEH OBITh TIPEACTABJICH B BUC:

A aHKeTbI

B Tta0mumet

C cauTHOTO TEKCTa

D nomycTuMo UCTIONB30BaHUE BCEX MEPEUNCIICHHBIX (hOpM

4. PexBuszut «I'pud orpannuenust 1octyna K JOKYMEHTY» MOXKET COCTOSTh U3

CJIEYIOILETO CJI0BA:

A «CornacoBaHo»

B «KonduaeHnuamsHO»

C «YT1Bepxaaro»

D nro60€e 13 nepeurcieHHbIX CIIOB

5. JlokyMeHThI, (GYyHKIIMOHHUPYIOIIKE B chepe yrpaBieHUs MpeaAnpUsITHEM:

A opraHu3aIMoOHHbIEC IOKYMEHTHI

B pacnopsiautenbHbie JOKYMEHTBI

C cripaBoyHO-MH(OPMALIMOHHBIE JOKYMEHTBI

D Bce nepeyucieHHble Tpynibl

6. locynapctBennsiM  crannaptom «['OCT P 7.0.97-2016. HamumonanbHbli cTaHAApT
Poccuiickoit @enepanuu. Cucrema cTraHAapToB Mo HHGOpMaLWU, OUOIMOTEYHOMY M U3JATEIBCKOMY
neiy. OpraHu3aliOHHO-PACTIOPSIUTENbHAS JTOKyMEHTalus. TpeOoBaHus K OQPOPMIICHHIO TOKYMEHTOB)
YCTaHOBJICH KOMILJIEKC PEKBU3UTOB B

KOJIMYECTBE:!

A 21 pexBu3uT

B 31 pexBusur

C 42 pexBusuta

D 30 pexkBusuton

7 llognucaHHbI W HaJUIeKAIUM 00pa3oM O(OPMIICHHBIM SK3eMIUISP JTOKYMEHTA, COCTaBJICHHBII
B IIEPBBIN pas, 3TO:

A nyGnukar

B nogymmHaHuK

C xonust

D Beinucka

8. JIOKYMEHT, B KOTOPOM paOOTHHUK MPEIIpUATHS U3JIaraeT MPUUNHBI

HEBBITIOJIHEHUS] KAKOTO-TMOO0 MOPYYEHHUS], 3TO:

A nokiajgHast 3ammmcka

B cnpaska

C oObsicHUTENbHAS 3aMKCKa

D axr

0. Pemenne kakoro Borpoca, o BamieMy MHEHHIO, HE MOXKET OBITh OTPAXKEHO B MPHUKa3e IO
JUYHOMY COCTaBY:

A mepeBoJ Ha IPYTYIO TOJKHOCTh

B yBOnbHEHHE COTpYIHUKA

C u3menenue rpaduka paboTsl

D npenocrasnenue otiycka

10. [Ipuka3 mo TMYHOMY COCTaBY JOJIKEH OBITH MOUCAH:

A pyKoBOAUTENIEM MPEITPUATHUS

B pykoBoauTeneM CTpyKTypHOTO MOJpa3ieieHus

C pykoBoauTelieM OT/AENa KaApOB

D n100bIM U3 NEPEUUCIEHHBIX JOHKHOCTHBIX JIUIL



8. IlepeyeHb OCHOBHOW ¥ [ONOJHUTEJIbHOH Y4YeOHOH JHTepaTypbl, HeOOXOAMMONl /I OCBOEHHS
AUCUHMILTUHBI

a) llepeyeHb OCHOBHOM M [IONOJHUTENBHOM Y4YeOHOM JHUTEpaTypbl, HEOOXOJUMOW [JIi OCBOEHUS
JUCLUIUINHBI
OCHOBHAaf
JI1.1 beikoBa T. A., Bsnosa JI. M., Kykapuna }0. M., Cankuna JI. B. Jlenonpous3BoaAcTBO [DIEKTPOHHBII
pecypc]:yueonnk; BO - bakanmaBpuar, Cneumamurer. - MockBa: OOO "Hay4HO-M3IaTEIbCKHN LCHTP
NH®PA-M", 2023. - 403 c. — Pexxum poctyma: https://znanium.com/catalog/document?id=429005
JI1.2 KysznenoB M. H. Jleronpou3BojacTBo [DneKTpoHHBIH pecypc]:yueb.-cnpaB. mocobue. - Mocksa:
W3parenbcko-toproBass  kopmnopauus "JlamkoB u K", 2023. - 405 c¢. — Pexum pocryna:
https://znanium.com/catalog/document?id=431507
JI1.3 Jlaac H. W., PomanoBa M. A., I'ypoBa E. B. KagpoBoe nemonpou3BoACTBO B AESTEILHOCTH
coBpemeHnHoro HR-menemkepa [OnektponHblii pecypc]l:yuebnuk; BO - bakanmaBpuar. - Mocksa:
Pycaiinc, 2024. - 662 c. — Pexxum nocrtyma: https://book.ru/book/956199
JI1.4 beikoBa T. A., Bsanosa JI. M., Kykapuna }0. M., Cankuna JI. B. JlenonpousBoaAcTBO [DIEKTPOHHBII
pecypc]:yuebnnk; BO - bakanaBpuar, Cnenmamurer. - MockBa: OOO "Hay4HO-M3IaTeIbCKH LEHTP
NH®PA-M", 2025. - 403 c. — Pexxum poctyma: https://znanium.ru/catalog/document?id=456223
JAONOJTHUTEJIbHAS
JI2.1 coct.: JI. A. Cemxo, JI. A. AntyxoBa ; CraBponosibckuii I'AY Jlenonpon3BocTBO B KOMMEPUYECKOM
nesTeNIbHOCTH: y4ue0. mocoowme. - CtaBpomnons, 2020. - 1,21 Mb
JI2.2 Eropos B. II., CiunpkoB A. B. Jlenonpous3BOACTBO U PEXKHUM CEKPETHOCTH [DIEKTPOHHBIN
pecypcl:yueonnk mus CIIO. - Cankr-IlerepOypr: Jlams, 2023. - 312 c¢. — Pexum pocryna:
https://e.lanbook.com/book/342794
6) Meroauueckue Marepuaibl, pa3pabOTaHHbIE MpernoAaBaTelsIMU Kadeapbl 1O TUCHUIUIMHE, B
cooTBeTcTBUH ¢ npodunem OII.
JI3.1 cocrt.: JI. A. Cemko, JI. A. AntyxoBa ; CraBpononbckuid 'AY JlokyMeHTHpOBaHUE YIPaBICHYECKON
nesTeabHOCTH:yuel. mocodue. - CtaBponons, 2020. - 989 Kb

9. Ilepeyenb pecypcoB HH(POPMANUOHHO-TEJIEKOMMYHUKAUMOHHO ceTtn «HWHTepHET», HE00X0-
JAUMBIX /1JI151 OCBOEHUS JUCIHUNJIMHBI

No HaumenoBanue pecypca cetu « UHTEpHET» DNEeKTPOHHBIN aJpec pecypca
OCHOBBI JIEONIPOU3BOJCTBA U JOKYMEeHTOoOOpoTa B 2025
rony - Texker  ckomupoBan ¢ caira  IIIIT: . . .

1 https://ppt.ru/art/kadri/osnovi-deloproizvodstva. JIroboe https://ppt.rw/art/kadri/osnovi

deloproizvodstva
ucnonb3oBanue wmarepuanoB IIIIT 6e3 cormacoBanus c

pelaKuueit 3anpeneHo!

10. MeToau4yeckue YKazaHus 1J1sd oﬁyqammuxm 10 OCBOCHHIO JTHCHUIIJINHBI

11.  Ilepeyenr  UH(POPMAUMOHHBIX  TEXHOJOrWiH,  HCHOJbB3YyeMBIX TMPH  OCYUIECTBJIEHHU
o0pa3oBaTe/IbHOr0 Tpolecca MO IMCHHUILIMHE, BKJIOYasl MepeyeHb JHIEH3UOHHOT0O H CBOOOIAHO
pPacnpocTpaHsieMOro MNPOrPaMMHOr0 oOecrnedeHHsi, B TOM 4YHCJe OTe€4eCTBEHHOrO0 MPOU3BOACTBA U
HH(OPMANMOHHBIX CIPABOYHBIX CHCTEM (ITPH HEOOXOTMMOCTH).

11.1 Ilepeuens nuyeH3uOHHO20 NPOCPAMMHO2O 0DeCnedeHus

1. -

ITpu ocymecTBieHHH 00pa30BaTEIBHOIO IMpOLECCAa CTyAEHTAMH M IPENOoJaBaTelIeM HCIOJb3YIOTCS
cienyroue nHpopmannonHo crpaounble cucteMbl: CIIC «Koncynbrant mioc», CIIC «"apanTy.

12. Onucanne MaTepUHAJIbHO-TEXHHUYECKOMI 0a3bl, Heo0X0auMOoii Jifi §: OCyLIeCTBJICHUS
00pa30BaTeIbLHOrO MPOoIecca Mo JUCIHUIIMHE



Ne i/ HaumenoBaHue crienuaibHBIX Howmep OCHAIICHHOCTS CIEIHATBHBIX TOMCIICHHH 1

MMOMEIIEHNH ¥ MOMEIEHUH I ayauTop N N
. TIOMEIICHUH JUTSI CAMOCTOSATEIBHON PabOThI
CaMOCTOSITEJILHOM PabOTHI uu
1 VYuebHast aytuTOpus 1Jis

IIPOBEJCHUS 3aHATHI BCeX TUIIOB (B
T.4. JIEKIIMOHHOIO, CEMUHAPCKOTO,
IIPaKTUYECKON MTOATOTOBKHU
o0yyaromuxcs), rpynioBbIX U
VHJVBUTyJIbHBIX KOHCYJIbTALlUM,
TEKYILEro KOHTPOJIs U
IIPOMEKYTOYHON aTTECTAllUN

2 [TomMmerienne 11 caMOCTOSTEILHON
paboThI 0OYJAFOIIIUXCS,
MOATBEPIKIAOIIECE HATTUIUE
MAaTEepUAITbHO-TEXHUYECKOTO
obecriedeHusl, ¢ mepeyHeM

QCHORIIOTO 0hanvIarauug

13. Ocol0eHHOCTH peaju3alu JMCHUIIIMHBI JTUI ¢ OTPAHUYEHHBIMHM BO3MOKHOCTSIMH 3/10POBbSI

OOyuaromuMcess ¢ OrpaHUYEHHBIMM BO3MOXHOCTSIMU  3/10pOBBbSl  IIPEJOCTABIIAIOTCS CIELHATIbHbIE
y4eOHMKH U Yy4yeOHble IOcOOMs, WHas ydeOHas JuTepaTypa, CHELHUabHbIE TEXHUYECKHE CpENCTBA
o0yuyeHMs KOJUIEKTMBHOTO W HMHJIUBUAYAJIBHOTO IIOJb30BAHUS, IPEJOCTABICHUE YCIYI AacCUCTEHTa
(IOMOIIIHKKA), OKa3bIBAIOLIEro OO0yYarolMMCs HEOOXOAMMYIO TEXHHYECKYI0 IIOMOIIb, a TaKXe YCIyrd
CYPZIONEPEBOJUUKOB M TU(IIOCYPIOTNIEPEBOJUNKOB.

a) 175 CIa0O0BUISIIINX:

- Ha TPOMEXYTOYHOH aTTecTalMM NPUCYTCTBYET AaCCUCTEHT, OKa3bIBAIOLIUN  CTYIEHTY
HEOOXOUMYI0 TEXHHYECKYIO0 IMMOMOIIb C YY4e€TOM HWHAMBHIYaJIbHBIX OCOOCHHOCTEH (OH TOMOTaeT 3aHATh
pabouee MecTo, MepeIBUraThCs, MPOYUTATh U OPOPMHUTH 3a/1aHUE, B TOM YHCJIE 3aMUChIBas MOJ] TUKTOBKY);

- 3amaHus JUIsL BBINIOJHEHHWs, a TaKkKe HHCTPYKLIUS O TMOPSAIKE TPOBEICHHS IMPOMEKYTOUHON
aTTecTanuu ohOpMIISIIOTCS YBETUUYEHHBIM IIPU(TOM;

- 3aJIaH¥sI TS BBITIOJTHEHUS Ha IPOMEKYTOYHOM aTTECTAIIH 3aYUTHIBAIOTCS aCCUCTEHTOM;

- IUCbMEHHBIE 33JJaHMsl BBIMOIHAIOTCSA Ha Oymare, Ha/IUKTOBBIBAIOTCS] ACCUCTEHTY;

- obecrneynBaeTcs UHIMBHUAYyaJIbHOE paBHOMEpHOE ocBenieHre He meHee 300 srokc;

- CTYAEHTY JUIsl BBIIIOJHEHMs 3aJaHusl INPU HEOOXOAMMOCTH MPENOCTABISECTCA YBEIMYMBAIOILEE
YCTPOWCTBO;

B) JUTSI TIIYXUX U CIIA0OCTBIIIAIIIX:

- Ha TPOMEXYTOYHOH aTTeCTallid NPUCYTCTBYET AaCCUCTEHT, OKa3bIBAIONIIUN  CTYICHTY
HEOOXOUMYI0 TEXHHYECKYIO0 IOMOIIb C Y4E€TOM HHAMBHUIYaJbHBIX OCOOCHHOCTEH (OH IMOMOTaeT 3aHATh
pabouee MecTo, IepeABUTaTHCS, MPOYUTATH U OPOPMHUTH 33JaHUE, B TOM YHCJIEC 3aMUCHIBAst TIOJ] TUKTOBKY);

- IPOMEXXYTOYHasl aTTeCTalMs IPOBOIUTCS B MUCBMEHHOM (popme;

- o0ecrieuynBaeTcs HaTUYME 3BYKOYCHJIMBAIOIIEH amnmaparypbl KOJUIEKTHBHOTO IOJIb30BaHMA, TPHU
HEOOXOJUMOCTH IOCTYINAIOIIMM IPEeIOCTaBIsETCs 3BYKOYCHIMBAIOLIAS —ammaparypa HHIMBHYaJIbHOIO
MIOJIb30BaHMS;

- 10 JKEJIAHUIO CTY/I€HTa IPOMEXKYTOUYHAs aTTECTaLMsl MOXKET POBOAMTHCS B MMCbMEHHOH (opMe;

o) Uid JHMI C HApyWEHUSAMU OIOPHO-ABUTAaTEeIbHOrO ammapaTta (TSDKEIBIMH HapyLICHUSMU
JIBUraTeIbHbIX (YHKIMNA BEPXHUX KOHEUHOCTEH MM OTCYTCTBUEM BEPXHUX KOHEUHOCTEH):

- NMHUCHMEHHBIC 33/JaHUS BBIMOJHSAIOTCS HAa KOMIIBIOTEPE CO CHEIHATU3MPOBAHHBIM IPOrPAMMHBIM
o0ecrneyeHneM MM HaJUKTOBBIBAIOTCS ACCUCTEHTY;

- 10 JKEJIAHUIO CTY/ICHTa MPOMEXKYTOUYHAsI aTTECTAIMs IPOBOIUTCS B YCTHOU hopme.




Pabouas mnporpamma aucuuIUInHBl «OCHOBBI JI€JONPOM3BOJICTBA»  COCTaBI€HA HA OCHOBE
@®enepalibHbIIl TOCYJapCTBEHHBIN 00pa30BaTENbHBIN CTaHAAPT BbICIIEr0 00pa3oBaHus - OakajaBpuar IO
HanpaBieHuto noarotoBku 38.03.02 MenemxmenTt (npuka3 MunoOpHayku Poccum ot 12.08.2020 r. Ne
970).

ABTOD (BI)
JIOLIEHT , K.3.H. AntyxoBa JI.A.

PenensedTnl

Pabouas mnporpamma juctMiiMHbl «OCHOBBI [JI€IONPOM3BOJCTBA» pAcCCMOTPEHa Ha 3aceAaHuu
Kadenpa wmeHemxmeHTa M YCTOMUMBOIO pAa3BUTUS TEPpPUTOpHIl MpoTokod Ne oOT TI. M TNpU3HAHA
coorBercTByMomeil TpeboanusiM GPI'OC BO u ydyeOHOro miaHa mo HampasieHHI0 noAarotoBku 38.03.02
MenemxMenT

3aBeayronuii kadeapoit Jlucosa Onbra MuxaiioBHa

PaGouass mporpamma nucuuIuinHbl «OCHOBBI JIETONPOU3BOJACTBAa» PACCMOTpPEHA Ha 3acelaHHU
yueOHO-MeToIu4ecKoi komuccun MHCTUTYT 3koHOMUKH, puHaHCOB M ynpasieHus B AIIK mportokon Ne ot
I. U Tpu3HaHa cooTBeTcTBytomelH TpedoBanusasm PI'OC BO wu ydeOHOrO ImjIaHa TO HaIpaBIECHHUIO
noaroroBku 38.03.02 MeHeKMeEHT

PykoBonurens OI1
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