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AHHOTAUMS
padoyeii nporpammbl yueOHo# nucuuminabl 51.B.17 Jloky-
MEHTHPOBAHME YIIPABJIECHYECKOM AeITeJIbHOCTH /11 IOAI0-
TOBKH 0akajiappa no HanpasjeHuio 38.03.02 MeneakMeHT
HANPABJIEHHOCTHU «YTIpaBIeHUE OU3HECOM)

[lenp ocBOEHUSA NUCUMIUIMHBL: (OPMUPOBAHUE HABBIKOB OCYILIECTBICHUSA JE-
JIOBOM KOMMYHHMKAIIUM B YCTHOM U NMHUCbMEHHOM BHUJE; (PUKCAMKU HEOOXOH-
Mo# nHpopMaruu.

MecTo AMCHUIUIMHBI B y4€OHOM IUJIaHe: JUCIUIUIMHA BKIIIOYEHA B YacCTh JIUC-
UIUIMH Y4eOHOro IjaHa, GoOpMUPYEMYI0 YYaCTHUKAMHU 00pa30BaTEIbHBIX OT-
HOIIICHUH, M0 HarpaBiieHnto moaroToBku 38.03.02 MenemkMeHT, B mpodeccu-
OHAJIBHBIN MOJyJIb 110 HAIIPaBJICHHOCTH YTIpaBiieHUE OM3HECOM.

TpeboBaHus K pe3yJibTaTaM OCBOEHUS AUCLUUIUIMHBL: B PE3YyJIbTATE OCBOCHHS
JUCLHUIUIMHBI (POPMUPYIOTCS CIIEAYIOIMINE KOMIIETEHUUH (MHAUKATOPHI): Y K-
4 (YK-4.1, YK-4.2, YK-4.3); [1Koc-4 (ITKoc-4.1, [TKoc-4.2, [TKoc-4.3).
Kpatkoe copepkaHue IUCIUIUIMHBL JOKYMEHTOOOOPOT OpraHu3aluH; Co-
CTaB U IpaBuia 0POPMIIEHUSI OCHOBHBIX BUJOB JTOKYMEHTOB.

OO6mast pyaoeMkocTh aucuuiinnbl: 108 yac / 4 gac (3 3.en).
[IpoMeKyTOUHBIN KOHTPOJIb: 3a4ET.

1. Leab ocBOCHUSA IMCHUIIIMHBI
[lenpto OCBOEHUSI AUCHUIUIMHBI «/[OKyMEHTHUpOBaHUE YIPABICHUYECKON JIesi-
TEJILHOCTHY SIBIISIETCS B (DOPMHUPOBAHUE HABBIKOB OCYIIECTBJICHHS JI€JIOBOUM KOM-
MYHHUKAIIUA B YCTHOM M MUCbMEHHOM BUJIE; HUKCAIIMN HEOOX0 MO MHGOPMAIIHH.

2. MecTo IMCHUIJIMHBI B Y4e0HOM Mpolecce

JucuuninrHa «loKyMEHTUPOBAaHUE YIPABICHUYECKOU AEATEIbHOCTH) OTHOCHUT-
cs k yactu bnoka 1 «/lucuumnauael (Moaynn)» ydeOHOro miaHa, (GOpMHpyEMbIE
y4acTHUKaMU 0Opa3oBaTeIbHbIX OTHOIICHUHN. JluciumimHa «J/[okymMeHTupoBaHue
YIPABJICHUECKOW NEATEIbHOCTH» PEATU3yeTcsi B COOTBETCTBUU C TpeOOBaHUAMHU
dI'OC, OIIOIT BO u Yue6Horo miana o Hanpabienuto 38.03.02 MeHe 1 KMeHT.

[IpenmecTByomuUMU KypcamMu, Ha KOTOPBIX HEMOCPEACTBEHHO Oa3upyercs
JUACIHUIUIMHA «/JOKyMEHTHPOBAaHHUE YIPABICHUYECKON MJEATEIIBHOCTHY SABJISIOTCS:
[IpaBoBenenue; [ludposbie TexHomoruu B MeHexkMenTte; Muadopmarnka; TexHomo-
TSl IPOU3BOJICTBA, XPAHECHUS U TIEPEPaOOTKH MPOIYKIIMU PACTCHUEBOJICTBA; T E€XHO-
JIOTUS TIPOU3BOJICTBA, XPAHECHHS U TepepadOTKU MPOIYKIIMU KHBOTHOBOJCTBA; Jle-
JIOBbIE KOMMYHUKauu; MeHekMeHT; Teopust opranuzanuu; IKOHOMUKA OpraHu3a-
uuii; KopmnopatuBHasi couuanbHash OTBETCTBEHHOCTh; Mapketunr; OpraHu3anus
MPOU3BOJICTBA M IUIAHUPOBAHWE HA MPEANPUATHIX oOTpaciau; OpraHu3zalmoHHO-
SKOHOMHYECKas OLIEHKA MPOU3BOACTBEHHOW AesTeabHOCTH; Opranu3anus npeanpu-
HUMaTenbckon  gedarenbHocTH; Coumonmorus;  Ynpasienue AlIK;  busnec-
MeHeKMeHT; JlugepcTBo u komaHgooOpazoBanue; CTpaTerH4ecKUil MEHEKMEHT;,
Opranu3anusi TpOU3BOACTBA U IJIAHUPOBAHUE HA MPEANPUATUSIX OTpaciu; YIpasie-
HUE MPOCKTaMH; YTPaBJICHUE MEPCOHAIOM; MeTOoAbl MPUHSATUS YNPABICHUYECKUX
pELICHUN.



JucuunnvHa «/{oKkyMeHTUpOBaHUE YIPABICHYECKON ESITEILHOCTUY SIBISACTCS
3aBEPIIAIOIIECH.

Pabouas nporpamma AUCHUIUIMHBI «JIOKyMEHTUPOBAHHE YIPABJICHUYECKON Je-
ATEIBHOCTH» 11 UHBAJIUJOB M JIMI[ C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 310POBBS
pa3pabarpiBaeTCs WHAWBUAYAIBHO C YY€TOM OCOOCHHOCTEH MCUXO(PU3NUECKOTO pa3-
BUTHUSI, MHAUBUAYATbHBIX BO3MOXKHOCTEH M COCTOSIHUS 37I0OPOBbS TAKUX 00YyYarOIIHX-
csl.

3. IlepeyeHs MIIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHS MO TUCHUILIINHE,
COOTHECEHHBIX € IVIAHUPYEMBbIMH pPe3yJibTATAMHU OCBOCHUSI 00pa30BaTeIbLHOM
NMPOrpaMMblI

OOpa3zoBaTenbHBIC PE3YIHTATHl OCBOCHUS JUCITUTIIMHBI 00YUYaAIOIIUMCS, TIPEI-
CTaBJICHEI B TaOmIe 1.

4. CTpyKTYypa " coepkaHue TUCHUILTHHbBI
4.1 PacnipenesieHue TPy10E€MKOCTH JMCUMILVIMHBI 10 BHAaM padoT Mo cemecTpam

OOmas Tpymo€MKOCTh JUCIHUIUIMHBI cocTaBisieT 3 3ad.ea. (108 wacos), mx
pacnpezeneHue o BUaaM padoT U ceMecTpaM NpeICTaBIeHO B Tabauue 2.



TpeboBanus K pe3yJbTaTaM 0CBOEHHS YU4€OHOU JUCHUILTHHBI

Taonuma 1

/11

Kon
KOMITETEH-
00501

CopnepxaHue
KOMIIETeHITNH (MIIH e€ 9acTH)

MuaukaTopsl KOMIIETEHIIUNA

B PE3YILTATEC U3YUCHUS yqeﬁﬁoﬁ JUCIHUITIINHBI 06y1{a}0m1/1ec5{ JOJIDKHBI!

3HATb

yYMETh

BJIIaaCTh

YK-4

Croco6eH OCyILIECTBIATh JENOBYI0 KOM-
MYHHUKALIMIO B YCTHOW U MTMCbMEHHOM
(hopMax Ha rocyJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu 1 ”HOCTpaH-
HOM(BIX) sI3bIKe(aX)

YK-4.1 3Haet npuHUUIBI 110-
CTPOEHUSI YCTHOTO U IHChMEH-
HOTO BBICKA3bIBaHHS HA TOCY-
JIapCTBEHHOM U HHOCTPaHHOM
SI3BIKAX; TPEOOBAHUSI K JIETI0-
BOM YCTHOH M MHCbMEHHON
KOMMYHHUKAIHH; HOPMBI (-
POBOTO STHKETA

TpeOOBaHMSA K ACTOBON YCTHOU U
NMCbMEHHON KOMMYHHKAIIUH;
HOPMBI IU(POBOTO ITHKETA,
OCHOBBI JIOKYMEHTHPOBaHU
yIpaBieHYecKol HH(pOopMaIHy,
HOPMaTUBHYIO JTOKYMEHTAIIHIO 10
YIIPaBIEHYECKOMY AEJIONPOU3BOJ-
CTBY

YK-4.2 YMeet npuMeHATh Ha
NPAaKTHKE YCTHYIO U NHCbMEH-
HYIO IeJIOBYI0 KOMMYHHKa-
M0, HOPMBI IIN(POBOTO STH-
KeTa

CoCTaBIATh OPraHU3AIMOHHO-
PacIOpSINTEIIBHBIE JOKYMEHTBI

VK-4.3 Bnageer METOAMKOM
COCTaBIICHUS CYXKICHHS B
MEKJIMYHOCTHOM JIETIOBOM
OOIIEeHNH Ha TOCYAapCTBEHHOM
U MHOCTPAHHOM SI3BIKAX, C
MPUMEHEHHEM aJICKBATHBIX
SI3BIKOBBIX (POPM, CPEIICTB, &
TaK K€ ¢ COOJI0ICHHEM HOPM
U(PPOBOTo ITHKETA

HaBbIkaMu COCTaBICHHS 1
ohopMIIEeHHS! OCHOBHBIX OpTaHH-
3aIIMOHHO-PACTIOPSAAUTEIBHBIX
JIOKYMEHTOB C COOIOJIEeHHEM
HOPM IU(PPOBOTO ITHKETA

IIKoc-4

CnocobeH pa3pabaTbIBaTh PEKOMEHa-
1 (TIPEIUTOKEHHNs) TT0 HOPMHPOBAHUIO
CTPYKTYPBI YIIPABJICHHS OPraHU3aLMU U
BBICTPaUBATh 3 PEKTUBHYIO KOMMYHH-
Kal[MI0 MKy MO/Ipa3/ieNIieHUsIMH, TIep-
COHAJIOM B CHCTEME YIPaBICHHS

ITIKoc-4.1 3naeT ocobeHHOCTH
Pa3IHYHBIX THIIOB CTPYKTYP
YIIpaBJIEeHHs

Hepapxuio CTpyKTyp yIpaBIeHNS,
MPUHIUITEI COTJIACOBAHUS YIIPaB-
JICHYECKHX JIOKYMEHTOB

[1Koc-4.2 YMmeer BICTpanBaTh
3¢ peKTHBHBIE KOMMYHHKAIMHU
MEXy MoJpa3/ielICHUsIMH,
MIEPCOHAIIOM B CUCTEME YIIpPaB-
JICHUS

VYmeer BoicTpanBaTh 3 (HeKTUBHbIC

KOMMYHUKAIIUU MEXIy Hoapa3ze-
JICHUSIMH, TIEPCOHAJIOM B CHCTEME
YIpaBIICHAS

I1Koc-4.3 Biageer HaBBIKaMHU
(hopMHpOBaHHS CTPYKTYP
yIpaBlIeHUs, BHICTPAUBaHUA
BHYTPEHHUX U BHEIIIHUX KOM-
MYHHUKalUH MEXIy HoApaszie-
JICHUSIMH U TIEPCOHAJIOM B
CTPYKTYypax

Bnaneer HaBbikamMu popMupoBa-
HUS CTPYKTYpP YIPaBJICHHS MO~
pa3zaeneHuit o JeIonpou3BOI-
CTBY, BBICTPAUBaHMs BHYTPEH-
HUX ¥ BHEITHUX KOMMYHHKALIUH
MEXIY MOAPA3ICICHUIMH U TIep-
COHAJIOM B CTPYKTYpax




Ta0Omuma 2

PacnpenesieHue Tpya10eMKOCTH JUCHMILUIUHBI 10 BHAaM padoT

TpynoeMKoCTs, yac.

Bun yue6HOI paboTs! scero/* B 1.4. no cemectpam
8
OO0mast Tpy10eMKOCTh TUCIUTIIUHBI 10 y4eOHOMY 108/ 4 108/ 4
TJIaHy
1. KonTakTHas pabora: 50,25 50,25
AYAUTOPHBIE 3AHSATHUS 50,25 50,25
8 MOM Huce:
Jexyuu (J1) 20 20
Ipaxmuueckue 3ansmus (113) 30/4 30/4
KOHMAKMHAs paboma Ha NPoMeiCymo4HOM KOHMpOJie
(KPA) 0,25 0,25
2. CamocrosreabHas padora (CPC) 57,75 57,75
1n0020MOBKA K KOHMPOJbHOU pabome, mecmupoB8anuio 6 6
peuienue CumyayuoOHHbIX 3a0aHUlL 10 10
CAMOCMOSIMeENbHOE U3YUEHUE PA30eNos, CaAMON0020-
MoeKa (NnpopadomKa u NOBMopeHUe TEKYUOHHO20 MAMEPUAIA U 32 75 3275
MAMEPUATIA YHEOHUKOB U YHeOHbIX NOCOOUL, NOOOMOBKA K 1a00- ’ ’
PAMOPHBLIM U PAKIMUYECKUM 3AHSAMUSIM, OUCKYCCUL U M.O.)
Ilooecomoska k 3auemy (KOHMpPOIIb) 9 9
Buja mpoMeKyTOYHOT0 KOHTPOJIS: 3a4yer
* B TOM YHCIIE MMPAKTUYCCKAA MOATOTOBKA
4.2 Conep:xanue TUCIUIIAHBI
Tabnuna 3
TemaTnuyeckuii NUIaH y4eOHOW AU CIUTNIHHBI
HaumeHoBaHue pa3ie/ioB U TeM AynuTopHas pagora | Bueayauro
Bcero | JI 113 IIKP pHas
AMCHATTHH BCero/* BCEro/* paﬁoTa CP

Paznen 1 «O06mme npaBuiia 28 4 4/1 20
oQopMIIEHUSI JOKYMEHTOBY
Pasnen 2 «/lokymMeHTHpOBaHHE 61,75 | 12 22/2 27,75
YIPABJICHUYECKOU JIEATETLHOCTH
opranuzaiuu AITK»
Paznen 3 «Opranusaius paboThI C 18 4 4/1 10
JIOKYMEHTaMI
KPA na npomMexyTouyHOM 0,25
KOHTPOJIE
Hroro mo tucumiinue 108 20 | 30/4 | 0,25/0 57,75

* B TOM YHCIIE MPAKTUYCCKAs MOATOTOBKA




Pa3nea 1 «O6mue nmpasuiia opopMIIeHUs JOKYMEHTOB
Tema 1 JlokyMeHTHI U cucTteMa JoKymMeHTauuu. CTpyKkTypa HOpMaTUBHOU Oa-
3BI.

[enu, 3amaun, copepxkanue Kypca. CBsi3b Kypca C IpYyrUMHU JAUCLHUIIIMHA-
Mu. JIokyMeHT, BU/IbI TOKYMEHTOB, cucTeMa JokymMeHTauuu. HopmaTtuBHas 6aza nae-
aomnpousBojcTBa, 'OCTHI, kitaccudukaTopsl.

Tema 2. CocTaB peKBU3UTOB U TpeOOBaHUS K MOATOTOBKE U OOPMIICHHIO J0-
KyMeHTOB. TpeOoBaHus K OJaHKaM TOKYMEHTOB.

PekBU3HUT, MPONONBHOE, YIIOBOE PACIONIOKEHUE PEKBU3UTOB. COCTaB H
pacnosoxeHne pekBu3UToB. brnank, Bunbsl 61ankoB. OopmiieHue JOKyMEHTOB B CH-
creme WORD.

Pa3znen 2 «JlokyMeHTHpOBaHUE YIIPABIEHYECKOU AeaTenbHOCTH oprann3anuu AITKy»
Tema 3 CocraBnenue u opopMiIeHHE OPraHU3aLMOHHON TOKYMEHTAllUHU Mpea-
OpUATUSA

CocTaB OpraHuM3allMOHHOM JOKyMEHTauuu. J{OJDKHOCTHAsh HWHCTPYKLIHSL.
taTHOE pacniucanue. MHCTpyKIMK 110 BUAAaM padoT.

Tema 4 CocraBieHue u opopMmIIEHHE pPACIOPSAUTENBHON JOKYMEHTAlUU
IPEANPUATHS

CocraB pacnopsauTeNbHOW JOKYMEHTAMU. MECTo pacnopsauTenbHON
JIOKyMEHTAllUU B CUCTEME YIPABJICHUS, OCOOEHHOCTH COCTABJICHHS U O(DOPMIICHHS.
[Ipukassl 0 OpraHU3alMOHHBIM BOIPOCAM, IO OCHOBHOM J€ATEIbHOCTH, IO JIUYHO-
My COCTaBY; PaclopsKE€HUe, yKa3aHue.

Tema 5 Cocrabiienue u opopmiieHre HHPOPMAITUOHHO-CIIPABOYHOU JOKYMEH-
TalWU NPEeANPUATHS

CocTtaB uH(}OPMAIIMOHHO-CITPABOYHOM JTOKyMeHTauuu. Mecto uHpopma-
IUOHHO-CIIPABOYHON JOKYMEHTAllUU B CHUCTEME YIpaBJ€HMs, OCOOEHHOCTH COCTaB-
nenust u opopmienus. [Ipotokon. Axr. JlomkHOCTHas 3anucka, npepioxenue. O0b-
SCHUTENIbHAsA 3anucka. [IpaBuna BeneHUs AENOBOM NEPENMCKU. 3asiBKH, CIPABKH,
CBOJIKH, CIIUCKH, 3asIBJICHUS.

Pa3nen 3 «Opranuzaius paboThl ¢ TOKyMEHTaMI)»
Tema 6 Opranuzaius JOKyMEHTOO00OPOTa HA IPEANPUITHH

JIokyMeHTOO0O0pOT, 1IeNnoYKa JTOKyMeHTooOopoTa. Bxoasias, ucxoasimas,
BHYTpPEHH:Sl JOKyMeHTalus. CucreMa perucTpaiuuu JOKyMEHTOB.

Tema /7 CuctemaTu3zauus U XpaHeHHE TOKYMEHTOB

Cucremarnsanusa DOKyMeHTOB. HoMeHknaTypa nen. XpaHeHHE JOKyMEH-
TOB B ONEPATUBHOM JEATEIbHOCTH opranuzauuu. @opmupoBanue aen. Padora ¢ ne-
JaMU TIPEPUSATHUS.

4.3 Jlekuuu ¥ NpaKTHYECKHE 3aHATHSA

Tabmauma 4
Coaep:xaHue JIeKIUH, MPAKTHYECKUX 3aHATHI M KOHTPOJIbHbIE MEPONPHUSITHSI



H . ®dopmMupyemMble Bug
a3BaHue pa3- Ne y Ha3BaHUe KM H NPAKTHYECKHX KoJi-Bo
Ne n/m o KOMIICTCHIIUHA KOHTPOJIbHOT'O
aeJjia, TEMbI 3aHATHHA qacoB
MEpONPHUATHS
Paznen 1. O6utue npaBuia ohopmieHus YK-4; 6/1
JIOKYMEHTOB [1Koc-4
Tema 1. Jlexmusa Ne 1. Beenenue B 10- VK-4; 2
JIOKyMeH- | KyMeHTUpOBaHue. JJoKkymMeH- [1Koc-4
THI U CH- ThI U CUCTEMA JIOKYMEHTAIUH.
crema a0- | CtpykTypa HOpMaTUBHOM Oa-
KyMEHTa- | 3Bl
1107078
CtpykTypa
HOpMATHUB-
HOM 0a3bl.
Tema 2. Jlexmust Ne 2. CocTaB pekBu- YK-4; 2
1. | CocraB 3UTOB U TPeOOBaHUS K MMOJITO- [1Koc-4
PEKBU3UTOB | TOBKE U 0(hOPMIICHUIO JTIOKY-
1 TpeOoBa- | MEHTOB
HMS K T10/]I- VK-4; 2/1
TOTOBKE U [1Koc-4
opopmie- | IIpaktuueckoe 3ansaTre Ne 2. N—
HUIO T0Ky- | CocTaB peKBU3UTOB U TpeOO- OIPOC
MEHTOB. BaHUS K TIOJITOTOBKE U P
TectupoBa-
TpeboBa- | opopmiteHUIO JOKYMEHTOB.
HUE IO pa3-
HUS K TpebGoBanus k 61aHKaM J10- ey |
OJlaHKam KYMEHTOB y
JIOKYMEH-
TOB
Pazpnen 2. JlokymeHTUpOBaHUE YIIpaBJIeH- YK-4; 28/2
YECKOU JIeaTeNbHOCTH oprann3anuu AIIK [1Koc-4
Tema 3. Jlexmus Ne 3. CocraBiieHue " VK-4; 4
CocraBne- | opopMieHUE OpraHU3aIUOH- [1Koc-4
HUE U HOM JIOKyMEHTAIlU! TIPEANpHU-
opopmie- | ATUs
HUE Opra- VK-4: VCcTHBIN 2
[IpakTnueckoe 3ansatue Ne 3
HU3aIUOH- o ITKoc-4 OIpoc
. CocraB opraHu3anMmoOHHON
HOM JIOKY- Odopmite-
2. nokymeHTaru. OdopmiieHne
MEHTaIlUN . HUE JIOKY-
JOJDKHOCTHOW WHCTPYKITUU
IPEATPHsI- MEHTa
THSI YK-4; tectupoBa- | 2/1
[TpakTueckoe 3ansitue Ne 4.
[1Koc-4 HUe, 0popM-
[lITaTHOE pacnucanue. NH-
JIEHUE J10-
CTPYKLIMH 1O BUJaM paboT.
KYMEHTOB
Tewma 4. Jlexmus Ne 4. CocraBiieHue 1 YVK-4; 2
CocraBne- | opopMIIeHUE pACTIOPSIH- [TKoc-4
HUE U TEIHHOU TOKYMEHTAIIUN




H . ®dopmMupyemMble Bug
a3BaHue pa3- Ne y Ha3BaHUe KM H NPAKTHYECKHX KoJi-Bo
Ne n/m o KOMIICTCHIIUHA KOHTPOJIbHOT'O
aeJjia, TEMbI 3aHATHHA MeponpHATHSI qacoB
odopmiie- | mpeanpuUATUs
Hue pacno- | [Ipakruueckoe 3anstue Ne 5 YK-4; Ve THEL 2
psaaurenb- | CocTaB pacnopsiAUTEIbHON [1Koc-4 OLPOC
HOM NOKY- | nokymeHTtanuu. [Ipuka3 mo 0 (I)OpMJIe
MEHTAllUd | OpTraHU3AIMOHHBIM BOTIPO- e EOK
npeanpusa- | cam. IIpukas mo oCHOBHOM Y
MEHTOB
TUSA JeSTEIbHOCTH
[IpakTnueckoe 3ansitue Ne 6. YK-4; Odopmiie- 2
[Ipuka3 o TMYHOMY COCTaBY. [1Koc-4 HUE JIOKY-
Pacnopsikenue, ykazanue MEHTOB
Tema 5. Jlexmust Ne 5. CocraBieHue u YK-4; 6
Cocrasne- | opopmiieHue nH(GOpPMaIMOH- [TKoc-4
HUE U HO-CTIPaBOYHOM JIOKYMEHTa-
opopmiie- | MU OPEINPUATHUS
HUE UH- VK-4; VcTHEIN 4
[IpakTnueckoe 3anstue Ne 7.
dbopmaru- [TKoc-4 onpoc
CocraB unopMaimoHHo-
OHHO- . Odopmite-
CIIPaBOYHOM JTOKYMCHTAIIHH.
CIpaBOY- HUE JIOKY-
" [IpoTokon. Akt
HOM JTOKY- MEHTOB
MeHTanuu | [Tpaktndeckue 3aHatus Ne 8. YK-4; TECTHPOBA- 4/1
npeanpusi- | JIoJyKHOCTHAs 3aInCKa, [1Koc-4 HUE, 0PopM-
TS npeoxenne. OObsICHU- JIEHUE J10-
TelabHas 3amucka. [IpaBuna KYMEHTOB
BEJICHUS JICIIOBOM TIEPETTUCKH.
3asBku. CripaBKH, CBOJIKH,
CIIHMCKH. 3asIBJICHUS
Paznen 3. Opranuzanust paboTHI C IOKY- VK-4; 6/1
MEHTaMU [1Koc-4
Tema 6. VK-4; 2
Opranuza- [1Koc-4
s 10Ky- | JIekumst Ne 6 Opranuzarnus
MEHT0000- | JOKyMEHTO00OpOTa Ha Mpe/-
poTa Ha TPHUSITHH.
IPEATPHsI-
3. | THH
Tema 7. 9 Ne7. C VK-4; 2
krust Ne 7. CucremaTtusa-
Cucrema- CKIl cremMarnsa [1IKoc-4
WS U XpaHEeHHEe JOKYMEHTOB
TH3ALUS X | PAHCHHUE JIOKyMCHTO
XPaHCHUC | [TpakTHdeckoe 3aHsaThue No YK-4; YcTHBIN 2/1
AOKYMCH- | 10. HomeHkaTypa Jen. [TKoc-4 ompoc
TOB OdopmiieHne 10KyMEHTOB Odopmite-
TSt TeKytero xpanenus. Co- HUE JIOKY-
CTaBJICHUE KAPThI- MEHTOB, Te-




. ®opmupyembie Bun
Hazsanmne pa3- Ne y Ha3BaHUe KM H NPAKTHYECKHX KoJi-Bo
Ne i/ . KOMIIeTeHIUU KOHTPOJILHOTO
JeJia, TeMbI 3aHATHI 4acoB
MepOnpHUSATHSI
3aMECTHUTECIIA, JIUCTKA 3aME- CTUPOBAHUC
CTUTCIIA. I10 pasacity
3.
Tabmura 5

Hepeqeﬂb BOIIPOCOB VISl CAMOCTOATEC/ILHOI0 U3YYCHUA JTUCHUIIINHBI

Ne
n/n

Ne pasjiejia 1 TeEMbl

IlepeyeHb paccMaTPUBAaEMBIX BOIIPOCOB /ISt
CaMOCTOSITeJIbHOTO H3YYeHHsI

Pa3nes 1. O0mue npaBuia 0opMIICHHS TOKYMEHTOB

Tema 1. JIOKyMEHTBI U CUCTE-

FOCYI[apCTBCHHa}I CUCTEMaAa JOKYMCH-

TpebGoBanus k 6J1aHKaM J10-
KYMEHTOB

1. Ma gokyMmeHTauu. CTpyKTypa | TAllAOHHOTO 0oOecleueHus: yrpaniie-
HOPMATHBHOM 0a3bl uus (I'CA0Y) (YK-4; TTKoc-4)
Nudpopmanmonx IICYCHU
Tema 2. CocTaB peKBU3UTOB U opmaronHoe obecneuenue
YIOpPaBJICHUS, TOCYJAPCTBEHHBIC CTaH-
TpeOOBaHMUSI K MTOATOTOBKE U
naptel Ha nokymeHTtauuio (I'OCThr).
2. 0 OPMIICHUIO TOKYMEHTOB.

OcHoBHBIE UH(OPMAIIMOHHBIE PECYP-

CBI, MCITOJIb3YEMBIC B JIOKyMEHTOBE/IC-
Huu (YK-4; I1TKoc-4)

AIIK

Pa3znea 2. JlIokyMEHTHpPOBAHUE YIIPABIECHYECKON AEATEIBHOCTA OPraHU3aluu

Tema 3. CocraBieHue u
oopMIICHHE OpraHU3aIMOH-

CocraB u odopmMIleHHE OpraHU3alIN-
OHHOM JOKyMeHTanuu. denepaibHbiin
3akoH oT 6 anpensa 2011 r. N 63-03
«O0 PIeKTPOHHOM TTOATIHCHY (C U3Me-
Henusimu Ha 01 uronst 2011 1.); dene-
panbHbIi 3aK0H OT 1 uronHs 2005 1. Ne

HO-CIIPaBOYHOMN JOKYMEHTA-
LUU NIPEAIPUATHS

3 HOW JoKyMeHTaruu npeanpu- | 53-O3 «O rocy1apcTBEHHOM SI3bIKE

SATUA Poccutickon @enepanuny; Oenepanib-
HbIU 3aKOH OT 29 uronst 2004 r. Ne 98-
®3 «O xomMMepUecKoi TaitHe» (¢ u3-
menenusmu Ha 11 mromst 2011 r.) (VK-
4; TTKoc-4)

CocraB u opopmIieHHE pacToOpsiIu-
TEebHOU JOoKyMeHTanuu. denepaib-
Tema 4. Cocranenne u HBII 3aKOH o¥ 27 urons 2006 r.%\l 149-
4, O(bf) PMJICHHE PACTIOPATITEND. | g3 0 uHdopmaruu, nHpOpMaIm-

HOM JTOKYMEHTAIlU! TTPEATPH-

S OHHBIX TEXHOJIOTHUSX U O 3aIUTE UH-
dbopmanuny» (c usmeHenussmMu Ha 06
anpens 2011 r.) (VK-4; I1TKoc-4)

Tema 5. CocTapIeHIE 1 CocrtaB u o@opMJgeHHe uHdopmaru-

OhOPMICHHE HHBOPMAIIHOH- OHHO-CITPAaBOYHOM JOKYMCHTAIIHH.

S. ['OCT P 6.30-2003. YauduuupoBas-

HBIC CUCTCMbI IOKYMCHTAIIUH. VHu-
(I)I/IHI/IPOBaHHa}I CUCTEMA OpraHU3alu-



http://www.edou.ru/enc/docs/detail.php?ID=2467
http://www.edou.ru/enc/docs/detail.php?ID=2467
http://www.edou.ru/enc/docs/detail.php?ID=2467
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Ne
n/n

Ne pazaena u Tembl

Hepeqeﬂb paccMaTpuBaeMbIX BOIIPOCOB 1JIsd
CaMOCTOATEJIbHOI'O U3YYCHU A

OHHO-PACTIOPSATUTETHHONU TOKYMEHTA-
1uu. TpeboBaHus K 0hOPMIICHHUIO J10-
kymeHToB; ['OCT P 51141-98. [lemno-
MPOU3BOJICTBO U apXUBHOE Jieno. Tep-
MuHbI U onipeaenenus; ['OCT P
50922-2006. 3amuTta HHPOPMAITUH.
OcCHOBHBIE TEPMUHBI U OINIPEACIICHNUS;
I'OCT 6.10.4-84. YauduuupoBaHHbIC
CUCTEMBI TOKyMeHTaruu. [Ilpunanue
IOPUUYECKON CHIIbI TOKYMEHTaM Ha
MaITuHHOM HOCHUTEJIE U MAIlTMHO-
rpaMme, CO3/1aBaeéMbIM CPEJICTBAMU
BBIYUCIUTENHHON TeXHUKU. OCHOBHbBIE
nonoxkenus»; I'OCT 6.10.5-87. YHu-
(bunMpoBaHHBIE CUCTEMBI JJOKYMEHTa-
1uu. TpeGoBaHUs K MOCTPOCHUIO
dbopmyispa-oopasia (YK-4; [1Koc-4)

Pa3znea 3. Opranu3zaiusi paboThl ¢ JOKYMEHTAMHU

Tema 6. Opranuzanus 10Ky-
MEHTOO000pOTa Ha MPETPHSI-
THUH.

Tema 7. CucreMatuzanus u
XpaHeHUe TOKYMEHTOB

[Ipuka3 MuHKyIBTYpHI OT 25 aBrycra
2010 r. Ne 558 « O0 yTBepKIeHUH
[lepeyHs TUMOBBIX yIIPABIECHYECKHUX
apXUBHBIX JIOKYMEHTOB, 00pa3ylo-
LIUXCS B MPOLECCE EATEIIBHOCTH rOC-
YAApPCTBEHHBIX OPTraHOB, OPTAHOB
MECTHOTO CaMOYTPABJICHUS U OPTaHU-
3aIui, C yKa3aHUEM CPOKOB XpaHe-
Hus»; OCHOBHBIE TTpaBUJia pabOThI ap-
XUBOB OpTraHU3allNii, 0J0OpEHHbBIC
pemenneM kosuterun Pocapxusa ot 6
dbespais 2002 r.; DenepanbHbIi 3aKOH
ot 22 okts10pst 2004 r. Ne 125-03 «O6
apxuBHOM zene B Poccuiickon Dene-
pauum» (C UBMEHEHUSAMU Ha 27 UIOJs
2010 r.) (pengakuus, IeHCTBYIOIIAS C
01 suBaps 2011 r.); TOCT 17914-72,;
denepanbHBIN 3aKOH OT 22 OKTAOPS
2004 1. Ne 125-®3 «O06 apxuBHOM Jie-
ne B Poccuiickoit @eaepanumn» (¢ U3-
MeHeHusiMu Ha 27 utonia 2010 r.) (pe-
nakuus, Aerctyromas ¢ 01 ssuBaps
2011 r.) (VK-4; I1Koc-4)
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5. O0pa3oBaTe/ibHbIE TEXHOJIOTHHU
Tabmuma 6
IlpuMeHeHNe AKTMBHBIX U HHTEPAKTHBHBIX 00Pa30BaTeIbHbBIX TEXHOJIOT Ml

Ne HanmeHoBaHMe HCIO/Ib3yeMbIX AKTHBHBIX H MH-
Tema u popma 3anaTUS -
n/n TePaKTHBHBIX 00pPa30BaTeIbHbIX TEXHOJIOTHIi

1.| JokymeHTHI U cucTteMa gokymeHTaruu. | 13

CTpyKTypa HOPMAaTHBHOM 0a3bL. Jluckyccus

2.| CoctaBnenue u opopmiieHne opranuza- | [13
IIMOHHOW JIOKYMEHTAITUH MPEITPUITHS

3.| Cocrapnenue u opopmiieHue pacnops- | [13
JTUTEIIbHON TOKYMEHTAIUHU TIPEATIPHS-
THSI

Pa300p KOHKpPETHBIX CUTYyaINil Ha
MaTepuaiax IpONIEeHHBIX CTY-
JNEHTaMH MPOU3BOIACTBEHHBIX

4.| CocraBnenue u opopmienue uapopma- | I13
ITMOHHO-CIIPABOYHON JOKYMECHTAITIH
TIPS APUSTHS

IMPAKTHUK; PCIICHUC CUTYAalITMOH-

5.| CocraBnenue u opopmiieue kaaposou | I13 .
HBIX 3aJIaHUAN

JOKYMCHTAIWMW ITPCAIIPUATHSA

6. | Opranu3zanus 10KyMEHTO000pOTa Ha 113
MPEANPUITUN

7.| CucreMaTtu3aius 1 xpaHeHue 1okymen- | [13
TOB

6. TeKyll_[I/lﬁ KOHTPOJIb YCII€EBACMOCTHU U IPOMEKYTOYHAA aTTECTAllNA 110
HTOTraM O0CBOCHMUA NTUCIHUIIJINHBI

6.1. TunoBble KOHTPOJIbHBbIE 3aJAHUS WIH HHbIE MATEPHUAJIbI, HEO0OX0AUMBbIE ISl
OLIEHKM 3HAHMI, YMEeHHUI1 1 HABBIKOB M (WJIH) ONBITA 1eATETbHOCTH

TecTbI 1151 TEKYIIIET0 ¥ POMEKYTOYHOT0 KOHTPOJISI 3HAHMI 00y4ArOIIUXCS

[Tpumep tecta 1o Teme 2 CoctaB peKBU3UTOB U TPEOOBAaHUS K MOJATOTOBKE U 0(hOpM-
JICHUIO TOKyMEHTOB. TpeboBaHus K O1aHKaM JOKYMEHTOB

1. Kakue u3 cneayromux 0003HaYEHUH MoJIei OJlaHKa HE COOTBETCTBYET TPeOOBaHU-
am ['OCTa?

a) JeBoe HE MEHee O) HIDKHEE HE Me- B) IPaBOE HE MEHEe T) BEpXHee HE Me-
20; Hee 15; 8; Hee 15.
2. Kakue n3 nmepeyncieHHbIX HIKE PEKBU3UTOB SIBIISIOTCS 00s3aTEIIbHBIMU?

a) HauMMEHOBaHHME O) HaWMEHOBAHHME B) Ha3BaHHE BUJA T) CIIPAaBOYHBIE
BBIIIECTOALLEH Op- OpraHu3aliy; JIOKYMEHTA; JaHHbIe 00 OpraHu-
raHu3alluu; 3aIuu;

) 3arojloBOK K ¢€) rpud yTBepKIe- 3K) aapecar; 3) 1aTa TOKYMEHTA,
TEKCTY; HUS,

M) HOMEP [IOKY- K) TEKCT; J1) NOJINKCH; M) OTTHCK IE€YaTH.
MEHTA;

3. Ha3zBanue Buja 1OKyMEHTa MeYaTaeTCA. .

a) 3arjiaBHbIMU OykBamMH;  0) MPONUCHBIMHU OyKBaMH; B) C 3arJIaBHOW OYKBBI.
4. OT™MeTbTe BEpHBIN (BEpHBIC) BapHaHT (BapuaHThl) 0popMIICHUS 1aThl JOKYMEHTA.




a) 20.05.2021; 0) 20 mas 2021 1.; B) 20/05/2021,;

r) “20” mas 2021; n) 20/v-2021, e) 20.05.9

’K) HE IMEET MMPUHIIUITHAIILEHOTO 3HAYCHUSI.

5. PexkBH3UT “MeCTO COCTABJICHHS W U3JIaHUS JOKYMEHTA MPOCTABIISACTCS Ha OJaHKe
JIOKYMCHTA...

a) ecnu reorpauIecKoe MECTOMOIOKECHNUE IPEATPUSTHS HE HAILIIO OTPAXKCHHE B €TO
Ha3BaHWU;

0) OTCYTCTBYET PEKBHU3UT ‘‘CIIpaBOYHBIC JaHHBIC 00 OpraHu3aluu’;

B) Ha BCEX JIOKYMEHTaX;

') B COOTBETCTBUHU C CUCTEMOM JI€TTONMPOU3BOJICTBA, IPUHATON HA MPEANPUITHH.

6. Kakoro 13 nmpuBeeHHBIX HUXKE COCTABIISIONINX HE CYIIECTBYET B PEKBU3UTE “TpU(D
YTBEPIKIICHUS 7

a) CJIOBa YTBEpK/1ato (MPONMUCHBIMU OYKBaMH, 0€3 KaBhIUECK);

0) HaMMEHOBAaHME OPraHU3alINY;

B) HAUMEHOBAHUSA JTOJKHOCTH JIUIIA, YTBEPIUBILIETO TOKYMEHT;

T') JUYHOM TOAMHUCH C paciIuGpOBKOIA;

1) 1aThl.

7. Kakue u3 nepedyncieHHbIX HUKE JOKYMEHTOB HE MPOXOIST MPOLEIypY YTBEPKIe-
HUs?

a) aKThI;

0) MOJOXKCHUS;

B) JOKJIQJIHBIC 3aMTUCKH;

T') yCTaBHlI,

1) PUKa3bl IO OCHOBHOM JIEATEILHOCTH;
€) IITaTHOE pacIrCaHue.

8. TekcT TOKyMEHTOB CTPOUTCH. . .

a) B BUJIC aHKETHI, TAOJIUIIBI U CBSI3HOTO TEKCTA;

0) B BUJIE TAOJIHIIBI,

B) B BUJIE CBSI3HOI'O TEKCTA;

I') B BHUJIC aHKETHI, TAOJMIIbI, CBI3HOTO TEKCTa, a TaK)KE€ B BUIE COCIUHCHMS ITHUX
opm;

1) B BHJIC AaHKECTHI.

9. Kakoii u3 BapuaHTOB peKBU3HTA “Tpu( corimacoBaHus” oQOpMIIEH HE BEPHO?

a) 0)

CornacoBaHo Cornacen

HMupexrop UKI] “JIyu” noonuce E.H. ComoB
noonucs E.H. ComoB 28.01.19

28.01.2021

B) r)

CornacoBaHo CornacoBaHo

Hupexrop [IpoTokoJ 3acenanus
noonucy E.H. ComoB npasieHus konxo3a “Jlyy”
28.01.2021 23.01.2021 Ne 1

10. Ha kakue u3 mepevyrcIeHHBIX JOKYMEHTOB Me4aTh He TpeOyercs?
a) aKThI;



0) I0BEpEHHOCTH;

B) 3a51BKU;

T') JOKJIQJHBIC 3aMUCKU;

1) IITaTHBIE PACITUCAHMSI,

€) YCTaBbhI;

) 3asBJICHHUS COTPYIHUKOB OpraHU3aIliH.

Crmcok TeM /11 KOHTPOJILHBIX PadoT:

=

CocrtaB peKBU3UTOB U TPeOOBAHUS K TIOJrOTOBKE U O(DOPMIICHUIO JJOKYMEHTOB;
CocraBnenne 1 0OpMIICHUE OPTaHU3AIMOHHON TOKYMEHTAINY TPEATPUSITHS,
3. Cocrasienue u opopmiieHne HHPOPMAITMOHHO-CIIPABOYHOMN TOKYMEHTALIUN
PEIIPUSTHS,

Opranu3anus J0KyMeHT0000pOTa Ha MPEATIPUITAN

5. Cucremaruzanus u XpaHEHHE JOKYMCHTOB.

N

&

Bonpocs! y1si NOATOTOBKH K KOHTPOJILHBIM MEPOIPUATHSM (TeKYLIi KOHTPOJIb)

[IpumepHBbIe BOMPOCHI ISl YCTHOTO KOHTPOJIA 1Mo Teme 1. JIOKyMEHTHI U CHu-
crema JokyMeHTanuu. CTpyKTypa HOpMaTUBHOM 0a3bl.

1. laitiTe ompeznelieHHe TEPMHUHAM: <«JIETOMPOU3BOJICTBO»; «IOKyMEHTAI[MOH-
HOE 00ECIIEYeHHE YIIPaBICHUS.

2. Kakas B3auMOCBS3b MPOCIICKHUBACTCS MEXKIAY TEPMHUHAMHU «JIEIOMPOU3BO/I-
CTBO» M «JIOKYMEHTAIIMOHHOE 00€CTICUCHUE YIIPABICHUS»?

3. Kakwue Buapl HocuTenei nHdopmaruu Bl 3HaeTe? OxapakTepusyiTe ux.

4. Yto BKIIIOYAETCS B MOHATUE «AOKYMEHT»? Onuiure QyHKIUHN TOKYMEHTA.

5. B uem, no BamieMy MHEHUIO, COCTOAT pa3IUUMs MEXKY MOAITUHHUKOM, J1y0-
JIMKATOM, KOTIMEW U BBITUCKOW IOKyMEHTA?

6. [TonsaTHEe HOPMATUBHO-METOAMYECKONW Oa3bl JEIOMpOn3BOACTBA. KakoB co-
CTaB HOPMATHUBHO-METOAMYECKON 0a3bl nenonpou3BojcTBa? Kakumu 3akoHOmATENNb-
HBIMH aKTaMU PETJIaMEHTUPYETCS TOKYMEHTAIMOHHOE 00eCTICUeHUE YIIPABICHHUS ?

7. OnuimMTe OCHOBHOE COJIEpKaHUE TOCY/IapCTBEHHBIX CTAHIAPTOB HA JOKY-
MEHTAIUIO.

8. Uto Bxomut B Eaunyro cucremy kiaccudukanuu U KOAUPOBAHUS TEXHUKO-
HPKOHOMHUYECKOU U coruaibHoi nuaopmarmn’?

INepedyeHb BONPOCOB, BLIHOCMMBIX HA MPOMEKYTOUHYIO aTTECTALIO (3a4eT)

1. ITpuHIMITBEI OpraHU3aIluy AeTIoNpon3BoIcTBa Ha nmpeanpusatusx AIIK.

2. HopMmatuBHO-MeTOAMYECKast Oa3a AeTOMPOU3BOJICTBA.

3. l'ocymapcTBeHHBIE CTaHIAPTHI HA TOKYMEHTAITHIO.

4. Equnas cuctema kiaccu(UKauyd U KOJUPOBAHUS TEXHUKO-DKOHOMUYECKON U CO-
UAJIbHON MH(POPMALIUH.

5. OcHOBHBIE HH(POPMAIIMOHHBIE PECYPCHI, UCTIONb3yeMbIe B TOKYMEHTHPOBAHUU JIC-
ATETHHOCTH OPTaHU3AIINN.

6. Bunel HocuTeneit nHbopMaluu: OCHOBHAsI XapaKTEPUCTHKA, IPEUMYIIECTBA U He-
JOCTaTKH.

7. JlIokyMeHT: o0I1ue U crenuaibHble GYHKIIMA JTOKYMEHTA.

8. Knaccudukanuu 10KyMeHTOB.



9. [lognuHHMK, 1yOIUKAT, KOMHS U BBIMHUCKA TOKYMEHTA.

10. Tpe©oBaHusl, MpeAbIBIAsIEMbIE K OPOPMIIEHUIO TOKYMEHTOB.

11. briiaHk TOKyMEHTa: XapaKkTEepPUCTHKA, BUbI OJ1aHKOB, TpeOOBaHUA K OJIaHKaM.

12. CocTaB pEKBU3UTOB JOKYMEHTOB.

13. TpeboBanust K OPOPMIICHUIO TEKCTA TOKYMEHTOB.

14. HomeHkJiatypa Jei: BUpl, IpaBUia COCTaBIICHUS.

15. [Ipuem u cucTeMaTn3anusi BXOIAIIEW TOKYMEHTALUN.

16. JIoKyMEHTOOOOPOT OpTaHU3aIUH.

17. I'pynmnsl e, BBIAEISEMBIE B IPOLECCE IKCIEPTU3BI HEHHOCTH IOKYMEHTOB.

18. CucTtema OpraHu3allOHHON yIIpaBiIeHYECKOM TOKYMEHTALNH.

19. IlpaBuina coctaBiaeHust 1 0GOPMIICHHS TOTKHOCTHOM UHCTPYKIIUH.

20. [IpaBuna coctaBieHus: 1 0HOPMIICHUS MOJT0KEHHI.

21. [IpaBuna cocraBieHus: 1 0QOpPMIICHUS HHCTPYKIIHI 110 BUAAM JIESTEIBHOCTH.

22. [IpaBuina coctaBiieHus: 1 0QOPMIIEHUS IITATHOTO PACIHCAHUS.

23. Cucrema pacnopsauTeNIbHON JOKYMEHTALUH.

24. [Ipouenypsl U31aHus pacoOpPAAUTEIbHON JOKYMEHTALIUY.

25. Buniel npukasoB. O01ue npasuia opopMIIeHUS PUKA30B.

26. [Iprka3bl 0 OCHOBHOMW JIE€ATENbHOCTH: Ha3HAYEHHE, MOPSIOK 0GOPMIICHHS U pac-
IIOJIO’KEHHUE COCTAB PEKBU3UTOB.

27. Ilpuka3bl 10 OpraHU3allMOHHBIM BOIIPOCAaM: Ha3HAYEHUE, MOPsI0K OPOpMIIECHUS U
PACITOJIOKEHUE COCTAB PEKBU3HUTOB.

28. [Ipuka3 no JMYHOMY COCTaBY: Ha3HAYEHUE, MOPSAOK 0(OPMIIEHUS U PACTIOIOKE-
HUE COCTaB PEKBU3UTOB.

29. [IpaBuiia coctaBieHust 1 0QOPMIICHHS pacIOPsHKEHUH.

30. [TpaBusia coctaBiieHust 1 OPOPMIICHUS YKA3aHUH.

31. CucreMa nH(OPMAIMOHHO-CITPABOYHON JOKYMEHTALIUH.

32. Buapl 1e10BBIX ITHCEM.

33. DTuKa e710BOro OOIICHHS B JOKYMEHTUPOBAHUHU.

34. Haznauenue, npaBuia coOCTaBiIeHUs U OPOpPMIICHUS TApAaHTUPOBAHHBIX IMHCEM.

35. Haznauenue, mpaBmiia coctaBieHUs] U O(pOpPMIIEHUSI MHCEM-TIPOCHO U MUCEM 3a-
IIPOCOB.

36. Hasznauenue, npaBuia cocTaBieHus: U 0pOPMIIEHUS COITPOBOJUTENBHBIX THUCEM.
37. Haznauenwue, npaBuiia coCcTaBiIeHUS U OPOPMIIEHUSI TUCbMa-0TBETA.

38. Haznauenue, npaBuiia cocTaBieHus: U 0popmieHUs] THPOPMALIMOHHBIX THCEM.

39. [IpoTokosMpoBaHUE YIPABICHYECKOU NEATENBHOCTH. Buabl nmpotokosnos. [IpaBu-
Jla COCTaBIIEHUS U 0OPMIIEHUS TPOTOKOJIOB.

40. AKTUpOBaHUE JEATENBHOCTH OpraHu3aluu. Buapl, mpaBuiia COCTaBIEHUA U
oopMIICHUS aKTOB.

41. TlpaBuiia coctaBiaeHUs: U1 OPOPMIICHUS CIIPABOK U MEpEeUHEH.

42. TlpaBmiia cocTaBiaeHUsI U OPOPMIICHUS CITUCKOB.

43. Bunpl, Ha3HaueHUe, MpaBUiIa COCTABICHUS U O()OPMIICHUS TOKJIaIHbIX 3alHCOK.
44. HaznaueHue, mpaBuiia COCTaBICHUS U 0POPMIICHUS 3aIBOK.

45. Haznauenue, npaBuia cOCTaBiIeHUs U 0hOpMIIEHUS! OOBSICHUTEIbHBIX 3aITUCOK.

46. Haznauenue, npaBuia cocTaBiieHUs: U 0hOpMIICHUS TIPEICTaBICHUN.

47. Haznauenue, mpaBuiia COCTaBICHUS U OPOPMIICHUS MPEIVIOKEHUN B JESATEIbHO-
CTU OpraHU3aLNMU.



48. CucreMa KaJIpoBOM IOKYMEHTALMU B YIIPABJICHUH.

49. Haznauenue, 0COOEHHOCTH, MpaBWJIa COCTaBICHUS U O(OPMIICHHS MPUKA30B 10
JUYHOMY COCTaBY.

50. OcobeHHoCcTH 0(hOPMIICHHSI BBIMMCKU U3 MPUKa3a M0 JUYHOMY COCTABY.

6.2. Onucanue nokasarteje u KPUTEPUEB KOHTPOJIA YCIIEBAEMOCTH, OITUCAHUEC
IHIKAJ OIICHUBAaHUSA

KoHTponb ycBOEHUS TUCHMIUIMHBI «/JOKyMEHTUPOBaHUE yIPaBIECHYECKOU Jie-
ATEIBHOCTUY OCYILECTBISAETCS B popme 3aueTa. OTBET CTyAEHTA HA 3a4ETE OLIEHUBA-
€TCSl OAHOU M3 CIEAYIOIIMX OLEHOK: «3a4TEHO» U «HE 3aYTEHO», KOTOPHIE BBICTAB-
JIIFOTCA IO CIEAYIOIIUM KPUTEPHUSM:

OueHkH «3aumenoy 3aCily’KUBAeT CTYJICHT:

e OOHapyXUBUIMI BCECTOPOHHEE, CUCTEMAaTHMYECKOE M TJIIyOOKOE 3HaHUe
y4eOHOro MaTepuasna, yMEIHi CBOOOJHO BBIIOJIHATH 3aJaHUs, IPEyCMOTPEHHBIE
MPOrpPaMMO, YCBOUBIINKA OCHOBHYIO M JIOTIOJHUTENBHYIO JUTEPATYPY, PEKOMEHI0-
BaHHYIO Kadeapou 1Jid U3y4yeHus JaHHON TUCHIUTUIMHBI.

e 00HapYXUBLIUHI MOJHOE 3HAHHE Y4YEOHOr0 MaTepHalia, YCIEIIHO BBIIOIHS-
IOIIMN IIPENYCMOTPEHHBIE B POrpaMMe 3aJaHusl, YCBOMBIINN OCHOBHYIO JINTEPATY-
Py, PEKOMEHI0BaHHYIO KadeIpoi, JeMOHCTPUPYIOMINNA CUCTEMAaTHUYECKUI XapaKkTep
3HAaHUU N0 JUCHUIUIMHE U CIIOCOOHBIA K UX CAMOCTOSITEIbHOMY IOIIOJIHEHUIO U 00-
HOBJICHUIO B XOJI€ JajbHeMIIel yueOHONH paboThl U MPOoPeCcCUOHANBHOMN 1EATEIbHO-
CTH.

® [I0KAa3aBILM{ 3HAHME OCHOBHOTO Y4eOHOIro MaTepuaia B 00bemMe, He0OX0a1-
MOM JJI JlajJbHEHIel y4ueObl; CHpaBIIAIONIMIICS C BBINOJHEHUEM 3aJaHUil, mpeay-
CMOTPEHHBIX ITPOrPaMMON, HO JONMYCTUBIIMM ITOIPEIIHOCTH B OTBETE, HE HOCAIINE
NPUHIMINAIBHOTO XapakTepa, 00JaJaronil He0OX0IMMBIMU 3HAHUSIMU JJI TOCTIe-
OYIOLIEr0 YCTPAHEHUS YKa3aHHBIX MOTPEHIHOCTEN IO PYKOBOJICTBOM IPENOAABATE-
TS

e KommnereHiuu, 3aKpemyi€HHbIE 3a JUCUUIUIMHONW, CPOPMUPOBAHBI HA YPOBHE
— JOCTaTOYHBIN.

O1eHKa «He 3aumeHo» BBICTABIIAETCS CTyACHTaM, OOHApPYKUBILUM MPOOEbl B
3HAaHUSAX OCHOBHOTI'O yuyeOHOTO MarepHalia, JOMyCKAaroUM MPUHIMIHAIbHbIE OIINO-
KM B BBINIOJIHEHUM IPEAYCMOTPEHHBIX MPOrPaMMOM 3aiaHuil. TakoW OLICHKH 3aciy-
JKMBAIOT OTBETHI CTYAEHTOB, HOCSIINE HECHUCTEMATU3UPOBAHHBIN, OTPBIBOYHBIN, I10-
BEPXHOCTHBIN XapaKTep, KOrja CTYAEHT HE MOHMMAET CYIECTBA U3JIaraéMbIX UM BO-
IIPOCOB, YTO CBUJETEIBCTBYET O TOM, YTO CTYJEHT HE MOXKET Jajblle MPOIAOJIKATH
oOydeHHe WIM TMPUCTYNaTh K MpodhecCUuOHANbHON NESITEIbHOCTU 0€3 JOMOJTHUTENb-
HBIX 3aHATUM 110 COOTBETCTBYIOLIEH NMCLUIIIMHE. KOMIIETeHIIMM, 3aKpeIJIEHHbBIE 3a
JTUCIUIUTMHON, HE CPOPMUPOBAHHBI.

7. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE o0ecnevyeHne JUCHUIINHbI
7.1 OcHOBHas1 JIUTEpaTypa

1. JlokyMeHTHpOBaHUE YIpaBICHUYECKOW mAesTenpHOCTH: yueOHuK / B. B.

Makoseukuii, M. A. CyxapHukoBa; PoccuilCkuil TroCylapCTBEHHBIN arpapHblii

yauBepcuter - MCXA wumenn K. A. TumwupszeBa (MockBa). — DIEKTpOH.
TekcToBble gaH. — MockBa: PTAY-MCXA um. K. A. Tumupsizera, 2021 — 178 c.



— Kommeknus: YueOHas u yaeOHO-METOAMYECKas JuTepaTypa. — Pexum mocTymna :

http://elib.timacad.ru/dl/local/umo426.pdf.
2. Kopuees, U. K. JlokyMeHTHpOBaHUE yNPABICHYECKON JEATEIBHOCTH : yueO-
HUK u npaktukym ans  By3oB/ UW. K. Kopuees, A. B. Ilmenko,

B. A. MamypueB. — 2-¢ u3zf., nepepad. u nomn. — Mocksa : M3narenbcTBo
FOpaiit, 2021.— 384 c. — (Bwicmiee obOpaszoBanue). — ISBN 978-5-534-
04533-8. — Tekcrt : anexTponHbIN // OOpa3oBarenbHas miardopma KOpait

[caiiT]. — URL: https://urait.ru/bcode/468837 (nata odpamenus: 22.09.2021).
3. T'amenko, H. H. OcHoBBI nemompom3BojacTBa : ydeOHOoe mocodome / H. H.
["amenko. — Camapa : CamI'AY, 2019. — 181 ¢. — ISBN 978-5-88575-562-
7. — TeKcT : 37eKTpOoHHBIH // JIaHb : 3JIEKTPOHHO-OMOIMOTEUHAS CUCTEMA. —
URL: https://e.Janbook.com/book/123610 (mara oopamenus: 22.09.2021).

7.2 JlonoJiHUTEILHAS JIUTEPATYPA
1. JlokyMeHTHpoBaHUE HHGOPMAIMOHHO-KOHCYJIBTAIIMOHHON NIESITEeIbHOCTH.

[Ipaktukym B.B. Makoseukuii, M.A. CyxapuukoBa. M.: U3n-sBo PI'AY-MCXA
nmenu K.A. Tumupssena, 2011, 98 c.

2. CropaBoyHHK SKOHOMHcTa-arpapuuka- [loa.pen. T.M.BacunbkoBoii, B.B.
Makosenkoro, M.M. MakcumoBa.-. 2-¢ u3a., mepepad. u pomn. — M.: KomocC, 2010 —
527 ctp.

7.3 HopmaTuBHBIE IPABOBbIE AKTHI

1. ®enepanpHblil 3akoH 0T 6 anpens 2011 r. N 63-03 «O0 31eKTpoHHOM
noanucw» (¢ uamMmenenusimu Ha 01 urons 2011 r.)

2. ®enepanbHblil 3ak0H 0T 22 oKTAOps 2004 1. Ne 125-D3 «O06 apxuBHOM
nene B Poccuiickoit @eneparun» (¢ namenenusimu Ha 27 uronst 2010 r.) (penakius,
nevctBytomas ¢ 01 suBaps 2011 r.)

3. ®enepanbbiil 3aKk0H 0T 29 utonsg 2004 r. Ne 98-@3 «O komMepueckon
TaiiHe» (¢ usmenenusmu Ha 11 uronst 2011 1.)

4, ®denepanbHblil 3akoH OoT 27 utons 2006 r. N 149-®3 «O6 undopmaiiumy,
MH(OPMAIMOHHBIX TEXHOJOTHUSAX U O 3amuTe uHpopmanum» (¢ usmeHeHussMu Ha 06
ampens 2011 r.)

S. ITocranoBnenne IIpaBurensctBa P® ot 16 ampens 2003 r. Ne 225 «O
TPYJIOBBIX KHIKKaxX» (C n3MeHeHusiMu Ha 19 mas 2008 r.)

6. [Tocranosnenue [IpaButensctBa PD ot 27 nexadbpst 1995 r. Ne 1268 «O06
YHOPSAIOYEHUH U3TOTOBJIEHUS, UCTIOJIb30BaHMS, XPAHEHUS U YHUUTOXKEHUS TTeuaTed u
0JIaHKOB ¢ BocmpousBeneHreM ['ocymapcTBenHoro repba Poccuiickoit denepanmmy
(c m3menenusmu Ha 14 nexadps 2006 r.)

1. Pacnopsixkenue IIpaBurensctBa PO ot 21 mapra 1994 r. Ne 358-p «O
COXPaHHOCTH JOKYMEHTOB T10 JUYHOMY COCTaBY BBICBOOOKIAEMBIX pAOOTHUKOB

8. [Tpuka3z Munkynbtypsl oT 25 aBrycta 2010 1. Ne 558 «O06 yTBepxkeHuun
"[lepeyHst TUTIOBBIX YHPABICHUECKHX APXUBHBIX JTOKYMEHTOB, OOpa3yrOIIUXCS B
npoliecce AeSITENbHOCTU TOCYIapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYTMpaB-
JICHUS! ¥ OpraHu3alui, C YKa3aHUEeM CPOKOB XPaHEHUS)

Q. [Tpuka3z Mun¢una Poccuu ot 22 gexadps 2003 r. Ne 1171 «O Tpya0oBbIX
KHUKKAX)»

10. IlocranoBnenue Muntpyna Poccun ot 10 oktsiops 2003 r. Ne 69 «O06
yTBepxkaeHUHU VIHCTPYKITUY 110 3aMOJHEHUIO TPYIOBBIX KHIKEK)
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11.  OcHoBHbIE TTpaBUJIa PaOOTHI APXHUBOB OpraHU3AIUN, OJJOOPEHHBIC pele-
HueMm kosuteruu PocapxuBa ot 6 depais 2002 r.
IroCTm
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. I'OCT P 6.30-2003. VYHuduiuupoBaHHbIE CHUCTEMbI JOKYMEHTAIIUH.
YHuduimpoBanHas cucTeMa OpraHU3alMOHHO-PACTIOPSIAUTENBLHON JOKYMEHTAIUU.
TpebGoBanus kK 0POPMICHUIO JOKYMEHTOB

. I'OCT P 51141-98. [denonpon3BOACTBO U apXUBHOE N1€JI0. T€pMHUHBI U
oTpeIeICHUS

. I'OCT P 50922-2006. 3amura unpopmanuu. OCHOBHBIE TEPMHUHBI U
ONpENEICHUS

. I'OCT 6.10.4-84. YaudunupoBanHbsie cCUCTeMbI ToKyMeHTauuu. [Ipuaa-
HUE€ IOPUJIMYECKON CHIIBI JOKYMEHTaM Ha MAallMHHOM HOCUTENIE U MalIMHOTPaMME,
CO3/IaBa€MbIM CPEJACTBAMH BBIUUCIUTEIbHOU TEXHUKU. OCHOBHBIC MOJOKEHUS

. I'OCT 17914-72. O0n0KKH €]l JIMTEIbHBIX CPOKOB XpaHEHHs. THrmbl,
pa3Mephl U TEXHUYECKHE TPEOOBAHUS

I'OCT P 34.10-2001. Nudopmarmonnas TexHojorus. Kpunrorpadpudeckas
3amurta uHbopmaruu. [Iporeccsl hopmMupoBaHust U TPOBEPKH SIECKTPOHHOU 1TUDPO-
BOW MOJANUCH

8. Ilepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTH
«AHTEpHET», HEOOXOAMMBIX IS OCBOECHHS U CIHILTAHBI
1. http://elib.timacad.ru DnekTponHO-OnMOMMOTEYHass cuctemMa PIAY-MCXA
umenn K.A. TumupsizeBa (OTKPBITBINA AOCTYI).
2. http://gostexpert.ru/gost/gost-6.30-2003 Enunas 6aza I'OCTo P®

(OTKpBITBINA JOCTYII).

9. [lepevyeHb MPOrpaMMHOI0 o0ecriedeHUsI 1 HHPOPMAIMOHHBIX CIIPABOYHBIX

CHCTEM
Tabauna 8
IlepeyeHb NPOrpaMMHOro odecrneyeHust
HaumMmeHoBanue
Ne . HaumeHnoBanue npo- Tun Tox
pa3nesia yueoHoM ABTOp
n/n TPaMMBbI NMPOrpamMMebl pa3padoTkn
JAUCIHUIIIAHBI
. TEKCTOBBINA .
Microsoft Word Microsoft 1983
Paznen 1. O0mue MIPOIIECCOP
1 | upaswmia odpopmiie- . cucTeMa 1o
p (bop Microsoft Power )
HUS JOKYMCHTOB Point CO3JaHUIO Microsoft 1987
MpE3EHTAIUN
. TEKCTOBBINA .
Pasnen 2. Jloxkymen- | Microsoft Word DOLECCO Microsoft 1983
TUPOBAHUE JIESATEIb- pot P
2 . cucTEMA 1O
HOCTH opranm3aiuu | Microsoft Power O3 IAHIIO Microsoft 1987
AIIK Point A .
TIpE3CHTa N
) TEKCTOBBIN )
Microsoft Word Microsoft 1983
Paznen 3. Opranusa- MIPOLIECCOP
3 U PadOTHI C JOKY- . cucTeMa 10
A p JIOKY Microsoft Power )
MEHTAMHU Point CO3JAaHUIO Microsoft 1987
TIpE3CHTa N
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10. Onucanue MaTepuaIbHO-TEXHUYECKON 0a3bl, HEOOXOIUMOMN JJIsl OCYIIIECTBICHUS
00pa3oBaTEIBLHOIO MPOIecca MO JUCIUTIUHE

Tabmuma 9

Cgenennsi 00 00ecne4eHHOCTH CIIENNAIN3UPOBAHHBIMHU AYIUTOPHUSAMH,

Ka0uMHeTamu, JJ1abopaTopusiMmmu

HaumeHoBaHue crienaabHbIX

NOMeEIeHHIi B TOMeIeHu 1JIsI

€caMOCTOATEIbHOU padoThl (Ne

y4eOHoro kxopmyca, Ne ayauro-
puu)

OCHAIIEHHOCTH CHENHAJIBHBIX NOMeIeHHI ¥ MOMeLeHUH 1JIsl CAMOCTOSITeIbHOi PadoThI

1

2

ydeOHas ayIuTOpHUs
JUJ1s1 IPOBEACHUS 3a-
HATUM JEKIIUOHHOI'O
THIIA, 3aHSITUN CEMHU-
HApPCKOTO THUIIA,
TPYIIOBBIX U UH/U-
BUAYQJIbHBIX KOH-
CyJIbTalli, TEKYIIETO
KOHTPOJISI U ITIPOME-
KYTOYHOM aTTecTa-
1007051

Ne 1 (JIuctBeHHMYHAs
ames, 2 a), Ne 502

1. [Tpoexrop — 1 mT. (MHB. Ne 35203)

2. MouO0010K 2-X MecTHBIH 0e3 criuukH -14 mr.(MaB. Ne 560939)
MonH00510K 2-X MeCTHBIH co criuHKOM - 4 mT.(MHB. Ne 560940)

3. Cron aByxmectHbii 1 mt. (MuB. Ne 332088)

4. Nocka Oenasi— 1 mt. (MuB. Ne 332050)

5. DkpaH nopTaTtuBHbIA Ha mtatuse - 1 . (MuB. Ne 332049)

6.. JleMoHCTpaTUBHBIN aab00M - paumuapt- — 1 mt. (MuEB. Ne 332078)

ydeOHas ayIuTOpHUs
IJ1s1 IPOBEACHUS 3a-
HATUM JEKIIUOHHOI'O
THIIA, 3aHSITUN CEMHU-
HApPCKOIO THUIIA,
TPYIIOBBIX U UH/IU-
BUJTyaJIbHBIX KOH-
CyJbTalllM, TEKYIIETO
KOHTPOJIS U ITpOMeE-
KYTOYHOM aTTecTa-
1005071

No 1 (JIuctBeHHMYHAas
ames, 2 a), No 504

1. ITpoektop — 1 . (MuB. Ne 35203)

2. Mono6110k 2-x MecTHbIN 0e3 criuHkH -14 mt.(MuB. Ne 560939)
MoHo06110K 2-X MecTHBIH co cinHkoi - 4 T.(MuB. Ne 560940)

3. Cron nyxmectHbiit 1 mt. (MHB. Ne 332088)

4. locka 6emas— 1 mr. (MuB. Ne 332050)

5. Dkpan nopratuBHbIN Ha mtaTuse - 1 wt. (MHB. Ne 332049)

6.. lemoHCcTpaTuBHBIHM anb0oM - Guunuapt- — 1 mr. (MuB. Ne 332078)

LentpanbHas HayyHas 6ubimnorexka umenn H.U. XKeneznosa, untaibHbIi 3ai

Cryaenueckoe obmexxutue, KoMHara st caMonmoaroToBKH

11. MeToauyeckue peKOMEHAAIMN CTYAE€HTAM M0 OCBOEHUIO TN CHUILTUHBI

HeobxoaumbiM ycrmoBrueM 3¢ GEeKTUBHOM pabOThI CTYJACHTOB HA MPAKTHYECKUX
3aHATHSAX TI0 JUCHHUIUINHE «J/[OKyMEHTHpOBaHHE YMPABICHUECKOW NESITEIHHOCTHY
SBJIICTCSI M3YYCHHE HEOOXOIMMOTO TEOPETHYECKOTO Marepuana. llpwm wm3ydeHHH
KKJIOTO pasjiesia JUCIHUIUIMHBI MPOBOJAUTCS KOHTPOJIb 3HAHUM C IEIbI0 IPOBEPKH U
KOPPEKIIMU X0Ji1a OCBOCHHUS TEOPETHUYECKOTO MaTepuaia M MPAKTUYECKUX YMEHUH U
HaBBIKOB. KOHTPOJIb 3HAaHUI IPOBOIUTCS 10 TpadUKy B YaChl MPAKTHYCCKUX 3aHATHN
110 OCHOBHOMY pacrnucanuio. CTyJeHT 00s13aH OTYUTATHCS TI0 BCEM YUYEOHBIM pasje-




JaM JUCIUIUIMHBL, K TPOMEKYTOUYHOMN aTTECTalluu JOMYCKAIOTCS CTYICHTHI, CAABIINE
BCE 3a/IaHUsI, IPEAYCMOTPEHHBIE TPOTrPAMMOIA.

BrinonHeHre OOJIIMHCTBA MPAKTUYECKUX U JIOMAIIHUX 3a/laHuid TOTpedyeT
OT CTY/ICHTa CAMOCTOSITEILHOTO MOKCKa HHPOPMALIMH 110 TEME U3YUYCHHUS.

Memoouueckue pexomenoayuu K NPAKMU4eCKUM 3aHAMUAM

[Ipy nmOArOoTOBKE K MPAKTUYECKUM 3aHATHSAM OO0ydarolumcs HeoOXOIuMO
U3YYUTh OCHOBHYIO U JOTIOJHUTENBHYIO JINTEPATYPY, PEKOMEHIAUH [TPENO1aBaTelIs
U TpeOoBaHMs yuyeOHOMU MporpaMMbl. B Xo/1e MoAroTOBKM K MPAaKTUYECKUM 3aHATUAM
HEOOXOJMMO OCBOUTh OCHOBHBIE IMOHSATHS U METOAUKH, OTBETUTh Ha KOHTPOJIbHBIE
BONPOCHL. B TeueHne npakTUUecKoro 3aHiATHs CTYACHTY HEOOXOAMMO BBIIIOJHUTH 3a-
JAHWs1, BBIIAHHBIC IIPETIOIaBATEIIEM.

B xozxe 3ansaTHil 00y4daromuMcess peKOMEHYETCsl BBIIOIHTh CIIEyIOIINe Aeii-
CTBHS: BECTH KOHCIIEKTHPOBaHHE y4yeOHOro MaTepuaia, oOpaiiath BHUMaHUE Ha Ka-
Teropuu, (HOPMYJIUPOBKHU, PACKPHIBAIOUIME COJEPKAHUE TEX WM WHBIX SBJICHHUU U
IIPOIIECCOB, HAYYHBIE BBIBOJBI U MPAKTHYECKME PEKOMEHAAIUMHU IO UX NMPUMEHEHUIO;
3a/1aBaTh NPENOIABATENIO YTOUHSIOIIUE BOIPOCHI C LIENIbI0 YACHEHUS TEOPETHUECKUX
ITOJIO’KEHHM, pa3peIIeHUs CIIOPHBIX CUTYaIlAMN.

Memoouueckue pexomenoayuu no OpeaHu3aAyuu CamocmosmenrbHou pabomol
cmyoenma

CamocrosiTenbHast paboTa CTyICHTOB OPTaHU3YeTCs] B COOTBETCTBUU C HACTO-
amen paboueid mporpammoii. CTyneHT o0s3aH B IMOJHOM OOBEME HCHOJIb30BATh
MPETYCMOTPEHHOE BpeMsl JJIsi U3YYEHHSI BOIIPOCOB, BHIHECEHHBIX HA CAMOCTOSITENb-
HOE U3y4YECHUE.
Bo Bpemsi caMocTosITeNnbHON pabOThI CTYICHT NMPOpadaThIBAET MaTepuai 00sI3aTeb-
HOM U JOTOJTHUTENILHON Yy4eOHOM MUTepaTyphl. B ciiydae BO3SHUKHOBEHHSI 3aTpyaHeE-
HUM B OCBOEHUM MaTepuaja CTyAEHT oOpaliaeTcsi K MpenoaaBaTenio 3a pa3bICHEHU-
€M BO BpEMs, OTBEICHHOE JJII MHIUBHUTyTBHBIX KOHCYJIbTAITUN.

Iloocomoska Kk KOHMPOALHLIM MEPORPUAMUAM

Texkymuii KOHTPOJIb TPOBOAMUTCS HA KAXKJIOM ayAUTOPHOM 3aHATHH. DOpMBI 1
METOJbl TEKYILEro KOHTPOJIS: YCTHOE BBIOOPOYHOE coOeceqOBaHME, IPOBEpPKa U
OLICHKA BBIIIOJIHEHUS NPAKTUYECKUX 3aJaHUM, IOATOTOBKA OTYETOB 110 3aJaHUAM IS
BBITIOJTHEHYS B MaJIbIX TPYIIIAX U JP.

Buabl u gopMbl 0TPA0OTKH NPONMYLIEHHBIX 3AHATHHI
3a70JKEHHOCTH 10 TEKYIIEMY W IPOMEKYTOYHOMY KOHTPOJIFO MOKHO CIaBaTh
B MIEPHUOJI, YCTAHOBJICHHBIN IPAaBUJIAMHU BYy3a U COOTBETCTBYIOLIMMU PACTIOPSKEHU -
MU KOMIIETEHTHBIX JIMLI;

[Io mocemeHnto — MyTeEM CaMOCTOSITENILHOIO U3YYEHUSI BOITPOCOB U BBIMNOJIHE-
HUS TECTOBBIX 3aJJaHUM 1O NPOITYLIIEHHON TEME.

I10 BBINOJHEHNUIO KOHTPOJIBHBIX 3aJaHUN — IIyTEM HAIMCAHUA U 3aLIUTHI COOT-
BETCTBYIOLIMX KOHTPOJIBHBIX 3aJaHUM 110 MEpPE UX TOTOBHOCTH.

CtyaeHT, npoNyCTUBIIMHN 3aHATHS 00s3aH MOIYYUTh OT MPENnoAaBaTeNsl UHIU-
BUJIyaJIbHOE 33JJaHuE, IPEAYCMOTPEHHOE YUYE€OHBIM IJIAHOM, BBITIOJHUTH U 3alUTUTD
ero. [Ipuem u 3ammra MHAMBUAYAJIBHBIX 33JaHUM IPOBOAATCS B YaChl U JIHM, YCTa-
HOBJICHHBIE ITPENIOJABATEIIEM.



Ecnu cTyneHT He mpouies TEKyIIMi KOHTPOJIb, OH IPOJOJDKAET YYUTBHCA U
MMEET MPABO NPOXOAWUTH CIEAYIOIIMU TEKYyLUIMH KOHTPOJIb HO 3TOM IUCLMIUIMHE.
I'paduku mepecnad coctaBisitoTcsl Ha Kadeape. B koHIe cemectpa Ha OCHOBAaHUHU
MO3TAIIHOTO KOHTPOJIsi OOy4YEeHHs NPUHUMAETCS PELIEHHE O JOIYCKE CTYJEHTa K
IIPOMEKYTOUYHOM aTTeCTALMKU HJI OCBOOOXKIEHHUH OT HEe.

K mpomexxyTouHoi arrecranuu AOMYCKAKOTCS CTYIEHTBHI, CAABIIME BCE 3a7a-
HUS, IPEAYCMOTPEHHBIE POrpaMMOi. ECiM CTyIeHT MMeeT 3aJ0JDKEHHOCTH 10 Te-
KyLIeMy KOHTPOJIIO, TO 10 IPOMEXYTOYHOM aTTECTALlMM CTYACHT HE JIOIIyCKAaeTCs U
CUMTAETCA 3aJ0JDKHUKOM 10 3TOM JUCLHUIUINHE.

12. MeToauveckue peKOMEHIAIUM NPENoAaABATESIM 110 OPraHU3alMU 00yUeHUs
Mo JUCHHUILINHE

[Ipu pazpaboTke paboueil mporpaMmbl AUCIHUILIUHBI «/[OKyMeHTHpOBaHUE
YIPABJICHUYECKOU ACATEIBHOCTH» MOTYT OBITH C(OOPMHUPOBAHBI PA3INYHBIC BAPUAHTHI
TeMaTUYECKUX TJIaHOB JieKIui u GhopMm ux nposeaeHud. [Ipu s3ToM noimkHa obecrie-
YUBAThCS KOOPAUHAIIUSI, COTJIACOBAHHOCTD ATUX BHUJIOB 3aHSATHIA.

Peanuzanysi KOMMNETEHTHOrO IOAXOJa JOJKHA MpPEeAyCMaTpUBaTh IIMPOKOE
HCIIOJIb30BaHNE B YYCOHOM IPOIECCe aKTUBHBIX M MHTEPAKTUBHBIX (OpM IPOBEC-
HUS 3aHSITHH B COUETAaHMHM C BHEAYJIUTOPHOM pabOTOM C Ieiabi0 (hOPMHUPOBAHUS H
pa3BuTus poheCCHOHABHBIX HABBIKOB oOydJaromuxcs. OnpeaeeHHyo 4acTh Bpe-
MEHHM JICKIIUU WA MPAKTHIECKOTO 3aHIATHS 11e71eCO00pa3HO BBIACIUTH HA TO, YTOOBI
COPUEHTHPOBATH CTYJACHTOB B MCIOJIb30BAHUM PEKOMEHIYEMOM JIUTEpaTyphl U ApY-
X 2JICMEHTOB Y4€OHO-METOJIMYECKOTO KOMIUIeKca. Ha JeKuusx Ba)KHO JCTaIbHO
paccMaTpuBaTh OCHOBHBIE TEPMUHBI U KATETOPUH, YTO MO3BOJIUT CTYJACHTAM OCBOUTH
po¢eCCUOHATIBHYI0 TEPMUHOJIOTHIO M aJIalITUPOBATHCS K PEAIbHBIM YCIOBUSAM IPO-
W3BOJICTBEHHOM, HAYYHOH U 00pa30BaTeIbHON J1€ATEIbHOCTH.

OueHvBaHME 3HAHUM, YMEHUM U HABBIKOB MO Yy4e€OHOW JUCIHUIUIUHE OCY-
HIECTBIISCTCS TTOCPEACTBOM HCIIOJIB30BaHUSI PA3JIMUHBIX BUJIOB OLICHOYHBIX CPEJICTB.
YcTHBIE OmpOCHl 11€71€CO00pa3HO MPOBOAUTL BO BPEeMsl MPAKTHUYECKUX 3aHITHH, a
TaK>K€ TIPU MPOBEJCHUH 3a4eTa B KQUECTBE JOMOJHUTEIBHOTO UCTIBITAHUS TIPU HEJ0-
CTATOYHOCTH PE3yJIbTaTOB. Bompock! omnpoca He TOKHBI BEIXOJIUTH 32 PAMKH O0BSIB-
JICHHOW JUIS JAHHOTO 3aHSATHS TEMbl. YCTHBIC OMPOCHI HEOOXOJMMO CTPOHTH TaK,
qTOOBI BOBJICYh B TEMY OOCYXJICHHUS MaKCHMaJIbHOE KOJHWYECTBO OOYYAIOIIUXCS B
IPYIIE, TPOBOJIUTH IMApajUIeNI C YKE MPONICHHBIM YYSOHBIM MaTEPHAIIOM JTaHHOM
JUACIUIIIMHBI U CMEKHBIMU KypCaMM, HaXOJUTh yAa4HbIe IPUMEPHl U3 COBPEMEHHOM
JEHCTBUTEIHLHOCTH, YTO YBEeTUYMBaET d(PPEKTUBHOCTD YCBOCHUS MaTepuana. [Iuch-
MEHHBIC TBOpYECKHE 3a/laHus B (hopMe dCcCe TO3BOJIAIOT IPOBEPUTH YPOBEHB MOATO-
TOBKH K MPAKTUYECKOMY 3aHSTHIO BCEX OOydarouIuxcsi B Ipymie. Jcce MPOBOAUTCS
0€3 MpeaynpeKICHHs, YTO CTUMYJIUPYET O0yJaroIIUXCsl K CUCTEMaTUYeCKOM MOoJIro-
TOBKE K 3aHATHSIM.

Pemienue cuTyanmoHHbIX 33JJaHUA OCYIIECTBIISECTCS C IEIbI0 MPOBEPKU YPOBHS
HABBIKOB (BJIaJICHUI) CTYJEHTA MO PELICHUI0 MPAKTUYECKON CUTYallMOHHOW yIpaB-
JICHUYCCKOH 3aJauM.

3ananus, TpeOyroIIre U3YYeHHUsST 3HAUUTEITLHOTO 00beMa MaTepualia, Heo0Xo0-
JTUMO OTHOCHUTBH Ha CAMOCTOSITEIHHYIO PabOTy CTYJEHTOB, C HEMIPEMEHHBIM pa3do0poM
pPE3YyJABTATOB BO BpEMs MPAKTHUUECKUX 3aHATUN. PellleHre cUTyallmoOHHBIX 3aJaHui C
NIyOOKUM 000CHOBAaHUEM TPEACTABISIIOTCS HA TPOBEPKY B MUCHbMEHHOM BH/IE.



[Ipr oneHke pelieHust CHTYAIMOHHOrO 3ajlaius alajiu3upyeTes NoHUManmue
CTYJICHTOM KOHKPETHOH CHTYallUH, HPaBMibHOCTL BLIOOPA JIOKYMEHTOB, CIOCO6-
HOCTH 000CHOBaHHS BLIOPaHNOii TouKH 3penus, 1youna npopaboTku TeoperuIecKo-
ro Marepuana.

Perienne 3a/1aHui B TCCTOBOI (JOPME TIPOBOJIMTCS B TCUCHUE U3YUCHUS JIMC-
uunaunel. Tlpenojasarelis JODKEH ONPEJICIHUThL CTYJICHTAM UCXOJHBIC JIAHHbIC JUIs
MOArOTOBKH K TECTUPOBAHMIO: HA3BATL Pa3Jieiibl (TEMbI, BOIPOCHI), 110 KOTOPBIM OY-
NYT 3aJIaHHsE B TECTOBOM (hopme, TCOPETHUCCKHE NCTOUHUKH JUIs T10/INOTOBKMY.

Kax0My CTYJICHTY OTBOJIMTCSI HA TECTUPOBAHUEC BPEMsi, COOTBETCTBYIOIICE
KOJHUECTBY TECTOBBIX 3ajlaHuii. Jlo okoHYaHMUs TecTa CTY/ICHT MOKET CHIC pa3 Mpo-
CMOTpPETh BCE CBOM OTBEThI HA 3aJaHUsl U IIPH HEOOXOIMMOCTH BHECTH KOPPEKTUBBI.

[IpH MPOXOXKJICHHH TECTUPOBAHMSI TIOJIL30BATHCSI KOHCIIEKTaMM JICKIIWH, yueh-
HUKaMH, U HHBIMU MaTepHaiaMu He pa3pelieHo.

JIMCKYCCHM TIPOMCXOJIAT B BUJIE 00CY K/IeHHs 3a1aHHoM Tembl. Tpebyercs npo-
SIBUTH JIOTUKY M3JI0KEHMs MaTepuasa, npejcTaBuTh apryMeHTaluio, OTBETUTh Ha BO-
MPOChl YYaCTHUKOB JIMCKYCCHH.

[Iporpammy paszpaboraii:
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CyxapnukoBa M.A., K.3.H., JIOUEHT ( /////




PELIEH3USA
Ha padouyro nporpammy aucuuiiimabl b1.B.17 JlokymMmeHTHpOBaHNe ynpaBJjeHYe-
CKOH 1eATeIbHOCTH
OIIOII BO no nanpapyaennio 38.03.02 Meneooscmenm, HANPaBJIEHHOCTH Y IIpaBJie-
HHe OM3HECOM
(kBasnukanus BIMYCKHUKA — 0aKkajaaBp)

PomanoBeiM AHapeem HukosaeBuueM, JOLEHTOM Kadeapbl 3KOHOMHUKH, K.3.H.
(mamee MO TEKCTy PEIICH3EHT), MPOBEACHO PEICH3UPOBAHNUE pabouei MPOrpaMMBbl JTHC-
IUIIMHBEL - «J[oKkyMeHTHpoBaHue yrpasieHdeckoi jearensHoctu» OIIOII BO mo
HanpaBiieHuto 38.03.02 Menedoicmenm, HalpaBIeHHOCTh YTipaBiieHne OmusHecom (Oa-
kanaspuar) paspadoranHoir B ®I'bOY BO «Poccuiickuii rocyaapCTBEHHBIN arpapHbIi
yauBepcuteT — MCXA umenu K.A. TumupsizeBay, Ha kadeape ynpasieHus (pazpadoT-
gk — CyxapHukoBa M.A., TOIIEHT).

PaccMmoTpeB npejcTaBieHHbIE Ha PEIICH3UPOBAHUE MaTepUalibl, PELIEH3EHT MpU-
LIEJI K CJIETYIOIIUM BBIBOJIAM:

1.TlpenwsiBnenHas paboyass mTporpamMma JUCHMIUIMHBI «JloKymMeHTHpOBaHuE
yIPaBJICHYECKON JiesTelIbHOCTHY (Hanee o Tekcty [Iporpamma) coomseemcmeyem Tpe-
6oanusim GI'OC BO no wampasienuto 38.03.02 Mewneoscmenm. Tlporpamma codep-
Jicum BCE OCHOBHBIC pa3lielibl, coomeemcmeyenm TpeOOBAaHUSIM K HOPMAaTHBHO-
METOJANYECKUM JOKYMEHTAM.

2. [IpencraBnennas B [Iporpamme axkmyanvrocms y4eOHOW TUCIUIUIMHBI B paM-
kax peanuzanuu OIIOII BO re noodneoxcum comuenuro — NUCIUIIIINHA OTHOCUTCS K Ya-

CTH, (GOPMHUPYEMOUN y4aCTHUKAMH OOpa30BaTEIbHBIX OTHOLIEHWHM, y4eOHOro LHUKIA —
bl.

3. [IpencraBnennsie B Ilporpamme yenu AUCUUIUIMHBI coomeemcmsyom Tpeoo-
BanusiM ®I'OC BO nanpasnenus 38.03.02 Meneoscmenm.

4.B cootBerctBun c IIporpammoil 3a aucuuIMHON «JloKymMeHTHpOBaHME
YIPABJICHYECKON JIESITeIbHOCTHY 3aKperuieHo 2 xomnemenyuu. JucuurnnuHa «Jloky-
MEHTUPOBAHUE YIPABICHYECKOW NEATENbHOCTU» M TpeacTaBieHHas lIporpamma cno-
CcoOHa peanuzosams UX B O0BSBIECHHBIX TPEOOBAHUSIX.

5. O0miast TpyAOEMKOCTh AUCIUIUIMHBI «/[oKyMeHTHpOBaHME YIIPABICHYECKON
JeATeIbHOCTHY COCTaBIseT 3 3a4éTHbie eauHunbl (108 gaco, B .4. 4 yaca mpaxkTude-
CKO# MOATOTOBKH).

6. Mudopmarys o B3aUMOCBS3M M3y9aeMbIX AUCITUIUIMH M BOMPOCAM HCKITIOUE-
HUA 1yOJIMPOBaHUS B COJIEPKaHUM AUCHUIUIMH coomeemcmeyem NEHCTBUTEIbHOCTH.
HuctumninHa «/{okyMeHTHpoBaHUE YNpaBIEHYECKON NeATEIbHOCTH» B3aMMOCBSI3aHa C
apyrumu auctumummaamu OIIOIT BO u YueOnoro miana no Hanpasienuto 38.03.02
Memnedswxcmerm 1 BOSMOKHOCTD AyOIHPOBAaHUS B COAEPKAHUU OTCYTCTBYET.

7. llpencraBnennas IIporpamma mnpeamnojaraer MCHOJIb30BAaHUE COBPEMEHHBIX
00pa3oBaTeNbHBIX TEXHOJOTUH, MCIOJIb3yEMbIE TMPHU peaTu3allid Pa3IUYHbIX BUOB
yuebHoI paboThl. @opMbl 00pa30BaTENIbHBIX TEXHOJIOTHNA coomeemcmeayom crenndu-
K€ JTUCIUILIIUHBI.

8. Ilporpamma muciuIuMHbl «/[oKyMeHTHPOBAHNE YIIPABICHUYECKOW JesATeThHO-
CTHY MPEJIOoJIaraeT 3aHATUS B HHTEPAKTUBHOU (opMme.

9. Bunpl, coaepkanue U TPYyAOEMKOCTh CAMOCTOSITEILHOM pabOTHl CTY/IECHTOB,
npejacraBieHHble B IIporpamme, coomseemcmeyiom TpeOOBaHMSIM K TOJITOTOBKE BbI-
MyCKHUKOB, cosiepxkamumcst Bo @PI'OC BO nanpasnenus 38.03.02 MenexKMeEHT.




10.TIpencraBnennsie u onucanHeie B [Iporpamme ¢opMbl TEKyIIeH OLIEHKH 3HA-
Hull (orpoc, Kak B (hopMe 0OCYKJEHUSI OTAEIbHBIX BOIIPOCOB, TAK U y4acTUE B TECTH-
pOBaHUM, paboTa HaJ JOMAIHUM 33JJaHHEM M ayJMTOPHBIX 3aJIaHUSX ), COOTBETCTBYIOT
cnenuduke TUCIUIUIMHBI M TPEOOBAHUSM K BBIITYCKHUKAM.

11.®opma TPOMEKYTOYHOTO KOHTPOJSL 3HAHUM CTYJEHTOB, MPEIyCMOTpPEHHAs
[Iporpammoii, ocymectBisercss B ¢GopMe 3a4yeTa, YTO COOTBETCTBYET CTATYCy IUCIIH-
TJTMHBI, KaK JUCITUIUITMHBI 4acTH, (OPMHUPYEMOW yJaCTHUKAMH OOpa30BATEIbHBIX OT-
HoeHui, yaueOHoro nukia — b1.B ®I'OC BO nanpanenus 38.03.02 MeHe15)KMEHT.

12.®opmbl OIICHKM 3HAHWMA, TpEICTaBlICeHHbIE B [IporpamMme, COOTBETCTBYIOT
cnenuduKe TUCIUIUIMHBI U TPEOOBAHUSM K BBIITYCKHUKAM.

13.YuebHo-MeToan4ecCKOoe 00ecredeHNe AUCIIUIUIMHBI TTPEACTABICHO: OCHOBHOM
JUTEPaTypoil — 2 UCTOYHHKA (B T.4. 6a30BBIN yUEOHHUK), JONOTHUTEIHLHON INTEPATYpOit
— 2 HaMMEHOBaHUS, HOPMATUBHO-NPABOBBIMU akTaMH — 14 uncTouHMKOB, MHTEpHET-
pecypchl — 2 uctounuka u coorBeTcTByeT TpeboBanusiM GI'OC nanpasnenus 38.03.02
MeHeKMEHT.

14.MaTepuanbHO-TEXHUYECKOE O0ECIeUYEeHNEe TUCIUILUINHBI COOTBETCTBYET CIIE-
upUKe TUCUUILTUHBL «J[OKyMEHTHpOBaHUE YIPABIEHYECKON JIEATeIbHOCTI» U 00ec-
NEYNBAET UCIOJIb30BAaHUE COBPEMEHHBIX 00pPa30BATENbHBIX, B TOM YHUCJIE MHTEPAKTUB-
HBIX METOJIOB OOYUYEHHS.

15.Meroauueckue pEeKOMEHJAUUU CTYJE€HTaM M METOJMYECKHE PEKOMEHIAluu
MPENoIaBaTesisiM MO OpraHU3ali 00y4YeHUs MO JAMCLMIUIMHE AAOT MPEICTaBICHUE O
cnequpuke 00y4yeHUs MO AUCHUIUIMHE «/[OKyMEHTHpOBaHUE YIIPABIECHUYECKON [1es-
TEITbHOCTI.

OBIIUE BbBIBO/IbI

Ha ocHOBaHMM NpPOBEIEHHOIO PEUEH3UPOBAHUSA MOXHO CJII€NaTh 3aKIIOYEHHUE,
YTO XapakTep, CTPYKTypa U COAEp:KaHHe padodeil mporpaMMbl JUCHUIUIMHBL «Jl0KY-
MeHTupoBaHue ynpapiendeckon aestensHocty OIIOIT BO no nanpasnenuto 38.03.02
Meneoscmernm, HaPABICHHOCTh «YTIpaBieHUuEe Ou3HecOM» (KBaTM(PUKAIINSI BBITYCKHU-
Ka — OakanaBp), pazpaborannas CyxapHukoBoi M.A., IOLIEHTOM, K.3.H., COOTBETCTBYET
tpeboBanusim ®I'OC BO, coBpemMeHHBIM TpeOOBaHUAM SKOHOMHUKH, PBIHKA Tpyda U
MO3BOJIUT TP €€ peain3aliuu YCIenHO obecneunTbh (GOPMUPOBAHKE 3asBJICHHBIX KOM-
METCHLUN.

Penenzent: PomanoB A.H., morieHT kadeapsl 5KOHOMUKH, K.3.H
« » 202 .




