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1. AHHOTALIUA
K pado4eil nporpaMmme AU CHUNINHBI
b1.B./1B.04.02 /loxymMeHTaIbHBINH 000POT yNIPaBJIeHUsS] TPYAOM
Tpynoemkocts 3 3.e.

1.1. Ilesb 0cBOEHMS U KPATKOE COAEPKAHME AU CHHUILTHHbI
Llesb ocBOeHHUsI: M3yUYeHHUE JOKYMEHTAJIBHOTO O(OPMIICHUS YNPaBIECHUS TPYIOM M TPYIOBBIX
OTHOIICHUH Ha MPEeANPUATHH.

Kparkoe

coJep:KaHue

AUCHUIIJIMHBI.

HopmatusHo —

IIpaBOBOE

peryjiupoBaHuc Hu

MeToan4ecKoe obecredeHue ToKyMeHToo0opoTa. OCHOBBI KapOBOTO JIeNonpou3BoacTBa. Kaaposoe

JOKyMeHTHpoBaHue. PaboTa ¢ KaapoBOi TOKyMEHTalUEeH.

1.2. Ilepevyenb MJIAHMPYEMBbIX Pe3yJIbTATOB 00yYeHHS IO TUCHHUIINHE, COOTHECEHHBIX C
IVIAHMPYEMbIMH Pe3yJabTATAMH 0CBOEHHSsI 00pa30BaTeJbHOMH MPOrPaMMbl

HaumenoBanue
Kareropu (rp
yIIIbl) YHUBE
pCaIbHBIX KOM
MNETSHIIUN

IInanupyemsie pe
3yJIbTaThl OCBOEH
Ul TPOrPaMMBI
(comepkanue U
KO/Abl  KOMIIETe
HITAN)

HanmenoBanme
WHJUKaTOpa
JOCTIKCHUS

KOMIICTCHITUM

[Inmannpyemsie
pe3ybTaThl 00y4YeHus
10 TUCLUILIMHE

OLeHOYHbBIE
cpeacTBa

IIpodec-
CHOHAJIbHBIC
KOMIICTCHIINU

[IK-1- cmocoben
cobpaTh U Ipou3B
€CTH MOHUTOPUHT
JIAHHBIX JIJIST TIPOB
€ICHUS PACUETOB
SKOHOMMYECKHX
rmokazaresiei

[TK-1.1- cmocoben mpo
W3BECTH COOP WJIM MOHU
TOPUHI" JAaHHBIX IJId 9K
OHOMHYECKUX PAaCYCTOB

3HAMb CUCTEMBI aJIMH
HUCTPUPOBAHUE U KOH
TPOJIb  peamu3aliu
CHUCTEMBl OIUIaTBl U
MaTepHaIbHOIO CTUM
yIUpOBaHUS  TpyAa,
HOPSIOK Tapudukanu
u paboT U pabouwx,
pacyera CTUMYJIHPYIO
IIMX BBIIIAT METOJbI
yuyeTa M aHaiuza
nokaszareyied 1mo Tpy
Iy ¥ 3apabOTHOM Iuia
T€ TOPAIOK odopmIiie
HUsS,  BEACHUS U
XpaHEHUs JOKyMEHTa
IIUH TI0 CUCTEMaM OILI
aTbl M OpraHu3aluu
tpyaa (ITIK-1.1);

YyMemb  aHAIA3HPOBA
Th COBPEMEHHBIE CHC
TEMBl OIUIATBl M Mat
epUaNbHOM  MOTHBAIL
WU Tpylda Ui Leleu
OpraHu3 aluy aHajiu3
upoBath (GOpPMbI Mate
pHaIb HOTO CTUMYJIHUD
OBaHWS, aAHAIU3UPOB
aThb YpPOBEHb OIUIATHI
TPy/a IO COOTBETCTBY
IOIIMM TpOodeccroHal
bHBIM  KBaJM(pUKaLU

CeMuHapsl,
TecTsl,
pedepar,
ATTecTanumonnas
pabora

CeMuHapsl,
TecTsl,
pedepar,
ATtTecTanmmonnas
pabota




SM aHaJU3UpOB aTh
HOPMAaTUBHBIE U METO
JTUYECKHUE JTOKYMEHTBI
M0 BONPOC aM OILJIaThl
U OpraHu3aluu Tpyaa
(TIK-1.1)

é1ad0ems  HABBIKAMU
pa3pabOTKU CHCTEMBI
OIIAThl TPYJA, HABBIK
aMU BHEJIPEHHs] CHUCT
MBI OIUIaTHl TPY.a,
HaBbIKAMU MOJTOTOB
KM IIPEMIOKCHUN 10
COBEPUICHCTBOBAHUIO
CUCTEMBI OILIaThl U Ma
TEPUAIILHOTO CTUMYJI
upoBa HHE Tpyla
(IIK-1.1)

CemuHapsl,
TecTsl,
pedepar,
ATTecTanmonnas
pabota

IIpodec-
CHOHAJIbHBIC
KOMIICTCHIINU

[TIK-3- cmocoben
paszpaboTath
CHUCTEMY OIUTAThI
U MaTepHalIbHOTO
CTUMYITUPOBAHUS
TpyZa, INIaHUPOBa
Th TIOKA3aTEeNH I10
TPyay U 3apaboOTH
OH IuIaTe, KOHTPO
JUPOBATH BHITIOJIH
€HHE JTAaHHBIX TIOK
aszareisen

[TK-3.2- cmnocoben ocy
HIECTBISATh  KOHTPOJIb
pealu3ali  CHCTEMBI
OIIaThl W MaTepHab
HOI'O0 CTUMYJIMPOBAHUS

Tpyaa

3HaMb HOPMATHUBHBIC
paBo BbIE u
JIOKAJIbHbIE HOPMATHUB
HbIE aKThl MO pa3pad
OTKE  OpraHU3alMOH
HO-IITaTHOM u ¢yH
KIIMOHAJIBHOM  CTPYK
Typbl ~ OpraHu3aluu;
HOPMATUBHBIC TIPaBO
Bble U  JIOKaJbHbIE
HOpMa THUBHBIC AaKTHI,
periaMeHTHpy oIIue
TpeOOBaHUS W TOPSI
OK COJIep’KaHUsl YHCI
€HHOCTH II€ PCOHAJA;
TUINBl  OPTaHMU3AIOH
HBIX  CTPYKTyp H
TEXHOJ OTUs UX pas3pa
00TKH (IIOCTPOEH us),
nopsiiok  popmupoBa
HUSL U METOJBI JIEKO
MIIO3UIIMH IIEJIeH, 3a]
a4 U QYHKUUH; METOJ
OJIOTHSI OIUCAHUSA U
aHamu3a IPOILIECCOB,
pa3paboTKu W BHEAP
€HUS MaTpUIl pacrp
efeneHuss (QyHKIMOHA
Jb  HBIX 00s3aHHOC
tei(I11K-3.2);

ymemb MIPUMEHSITh
aHAJTUTHYE CKUE METO
Ibl U CTHOCOOBI 00pa
0OTKM JTaHHBIX (TEKC

CeMuHapsbl,
TecTsl,
pedepar,
ATTecTanimoHHas
pabora

CeMuHapsbl,
TecThl,
pedepar,
ATTecTaniMoHHas
paborta




TOB bIX, YHCIOBBIX)
npu GopMHUPO BaHHUH
OpraHU3alMOHHO-IIITA

THOW  CTPYK  Typbl

OpraHu3aIuy; TMpuMe

HATh TIOJIOK  €HUs

(rpedoBanusi) ETKC, CemuHapsl,
EKC, IIC u nppyrux Tectsl,
HOPMATUBHBIX JIOKYM pedepar,
€HTOB IMpU perjiame | ATTecTallMOHHAas
HTa LUK I[OKa3aTeel pabota

npodeccuo  HaabHOM
JESATEIIBHOCTH; T10JIb3
BaTbCSl METOJUKAMHU U
HOPM aTHUBHOU JOKYM
EHTallMed MpHU pacye
T€ HOPMATUBHOM YU
Cl1 EHHOCTH pabOTH
UKOB  OpraHu3aluu
(TIK-3.2);

én1adems  METOJIaMU
OIIaThl TPyZAa MEPCOH
ana OpraHu3aIu
(IIK-3.2).

1.3. MecTO JTUCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrPaMMbl

Nuanekc HaumenoBanune Ceme | nmekchl 1 HANMEHOBAHUS YUEOHBIX TUCITUTLIAH
JUCITUATITUHBI CTp (MoJtyeit), MpaKkTHK
MOJTyJIs1), IPAKTUKU | U3yde Ha KOTOpbIe
(Moty 1), p M p JUTSE KOTOPBIX
HUS OTIMpPACTCS .
. coJiepKaHue JaHHOU
co/iepaHue JaHHOU
JTUCIUTLTAHBL (MOJTYJIST)
JACITATITUHBI 9
BBICTYTIAET OMOPO
(Momyist)
b1.B.JIB.04. | JlokyMeHTHbII 6 b1.B.02 Dxonomuka b3.01(1) IToaroroBka k
02 000pOT ymnpaBJieHUs IpEIIPUSITUS IIpOLEAYPE 3aIUUTHI U

TPyZIOM

b1.0.08 Dxonomuka

3alUTa BITYCKHON
KBaJIN()UKALIMOHHOM
paboThI

1.4. SI3bIK NpenoxaBaHusi: PyCCKUN



2. O0beM AUCHHMILVIMHBIB 324eTHBIX ¢IMHUIAX € YKa3aHHEM KOJIMYeCTBA aKaJeMHYeCKUX 4YacoB,
BbI/ICJICHHBIX HA KOHTAKTHYI0 pa0doTy 00y4aroLmuXxcs ¢ npemnoaasareseM (Mo BUIaM y4eOHbIX
3aHATHH) U HA CAMOCTOSAITEJIbHYI0 PA00Ty 00yYAK0IIHUXCS

Breimucka u3 yueoHoro miana(rp. O-3-b-DK-25(5)):

Ko n HazBaHue AUCIUIUIMHBI IO YYEOHOMY TIIaHy

b1.B./1B.04.02 JoxyMeHTanbHbIN
000pOT yIpaBlieHUS TPYAOM

KOHCYJIbTAITNH)

Kypc n3ydenus 3
CemecTp(bl) U3y4YEHHUS 6
dopma MpOMEKyTOYHOU aTTecTaluu (3a4eT/9K3aMeH) 3auet
KonTponbHast paboTta, ceMecTp BbIIIOJIHEHUS 6
KypcoBast paboTta, ceMecTp BBIIOJIHEHHS -
Tpynoemkocts (B 3ET) 33ET
Tpynoemkocts (B yacax) (cymma ctpok Nel,2.3), B T.4.: 72
Nel. KonraktHas  pabora  oOywarommxess ¢ | O0Obem ayquTOpHOU Br.u. c
npenoaasaresaem (KP), B yacax: paboThI, [IPUMEHEHUEM
B Yacax JOT wmm D0, B
Jacax
O6bem padoTsl (B yacax) (1.1.+1.2.+1.3.): 36 -
1.1. 3aHATHS TEKIMOHHOTO TUIA (JISKIIUHU) 16 -
1.2. 3aHATHs CEMHMHAPCKOTrO TUMA, BCETO, B T.4.: - -
- IPAKTHYECKUE 3aHATHUS 16 -
B TOM YHCJIe B (hopMe MPaKTUIECKON MOATOTOBKH 16
- 1abopaTopHbIC PaOOTHI - -
- IPAKTUKYMBI - -
1.3. KCP (koHTpOJIH C€aMOCTOSITENBHOW PabOTHI, 4 -

Ne2. CamocrositesibHass padora odoyyawmuxcs (CPC)
(B yacax)

72

Ne3. KouimyecTBO 4acoB Ha J3k3aMeH (IIPH HAJIUMYHUH
9K3aMeHa B YUeOHOM IUIaHe) (KOHTPOJIb)

1YKa3bIBa€TC$I, €CJIM B aHHOTAaIluU 06p330BaTeHBHOI>'I IporpaMmsl 110 NO3ULHNHU «CBC,HGHI/I?I O MPUMEHCHNN OUCTAHIIUNOHHBIX

TEXHOJIOTHH U 3IEKTPOHHOTO 00yUCHMSD YKa3aH OTBET «J1ay.

4




3. Conep:xanne JMCHUILIHHBI, CTPYKTYPHPOBAHHOE 110 TeMAaM ¢ YKa3aHHEM OTBEeCHHOI'0 Ha HUX

KOJIMYeCTBA aKAJIeMUYeCKUX YACOB M BU/I0B Y4eOHbIX 3aHATHI

3.1. Pacnipeae/ieHue 4acoB IO pa3jeaM U BUIaM Y4eOHbIX 3aHATHI

Pa3nen Bcero KonrtakTHas pabota, B 4acax Yacrl CPC
9acoB
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Tema 1. «BBenenue B 10k 13 2 2(2) 9
YMEHTO000pOT»
Tema 2. HopmarusHo-1ipa 14 2 2(2) 1 9
BOBOE peryjHpoBaHUE U
MEeToJUYecKoe  olecred
€HHE JISTIONPOU3BOJICTBA B
P®
Tema 3. fokymeHnTo o6op 13 2 2(2) 9
OT M JIEJIONPOU3BOCTBO B
OpraHu3aIu
Tema 4. KanpoBoe nenon 14 2 2(2) 1 9
POHM3BOACTBO U KaJPOBBII
yder
Tema 5.Cucrema pacmops 13 2 2(2) 9
JIATEIIBHOW  JTOKYMEHTAI]
1078
Tema 6. IlpaBuna cocraBin 14 2 2(2) 1 9
€HHs CIIyKEOHBIX IOKyMe
TOB.
Tewma 7. Ilpouecc cocrai 13 2 2(2) 9
CHUS THUIOBBIX JIOKYMEHT
OB.
Tema 8. Coxepxanue npo 14 2 2(2) 1 9
ueaypsl  popmupoBaHus
JISJT ¥ CIAYH JICT B apXUB.
3auetr(bPC)
Bcero wacos 108 16 16(16) 4 72




3.2. Copeprxanue TeM NPOrpaMMbl AU CHHIINHBI

Tema 1. «BBegeHue B JOKyMEeHT0000pOT»

BBenenne B JOKYMEHTOOOOPOT C HCHOJB30BAHMEM TEXHUYECKHUX cpeAcTB: KoHuenmus
0e30yMaxHOW TEXHOJOrMHM ympaBieHus. KoHuenmuss 53JeKTpoHHOTO JokyMeHTa. Cucrtemsl
yIpaBJIEHUS AJIEKTPOHHBIMU JOKyMeHTaMHU. CHCTEMBbI 3JIEKTPOHHOTO JOKyMeHTooOopoTa. [loHsTue
JIOKYMEHTA, JIOKYMEHTOIIOTOKA U JOKyMeHTooOopoTa: TpeboBaHUs K ynpaBieHUECKONH MHPOpMaIUH.
Hokyment. Cucrema pnokymentauuu. Kriaccupukamuss mokymeHToB. CBOMCTBa JIOKYMEHTOB.
IOpunnueckas cuna mokymeHTOB. JJokyMeHTONOTOK. JJOKyMeHTOO00OPOT.

Tema 2. HopmaTHBHO — IPaBOBOE peryJiMpoBaHue U MeTOAHYeCKoe obecrneyeHue
aeJionpousBoacTrea B PO

3akoHonaTenbHble akThl P® B cdepe mHbopmanuu u gokymeHTanmu. [locraHoBieHHs U
pacnopsbxenust [lpaBurensctBa PO, genepanbHbIX OpraHoB UCHOIHUTENBHOM BIacT (MUHHCTEPCTB,
KOMHMTETOB, CIyXO0, areHTCTB M Jp.), pErJIAMEHTHUPYIOUIMX BOMNPOCHI JIOKYMEHTAIlMOHHOTO
oOecrnieueHus yrpaBieHus Ha (eaepaabHOM YpoBHE. ['ocyqapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO
oOecnieuenus. [IpaBoBble akThl OPraHOB MPaBUTEILCTBEHHOW M UCIIOJHUTEIBHONW BIIACTH CYyOBEKTOB
P® u wux rteppuropuansbHbix 00pa3oBaHUIl, pPETIIAMEHTUPYIOLIUX BOMPOCHl JTOKYMEHTAJIbHOTO
obOecrieuenus. IIpaBoBble aKkThl HOPMATMBHOTO M MHCTPYKTHBHOIO XapakTepa, METOJUYEcKue
JOKYMEHTBI [0 JIOKyMEHTaJbHOMY OOECHEUEHHUIO0 PAa3IMYHBIX OpraHu3zauuid. locygapcTBeHHBIE
CTaHJApThl M JOKyMEHTalus. YHH(PUUUPOBAHHBIE CHUCTEMbl JOKyMeHTauuu. Oobmepoccuiickue
KJIaCCU(UKATOPbl TEXHUKO-3KOHOMHYECKON U colManbHOW nH(opmanuu. HopMaTuBHbBIE JOKYMEHTHI
[I0 OpraHu3alUy U OXpaHe yIpaBleHYecKoro Tpyaa. HopMaTuBHBIE NOKYMEHTBHI 10 OpraHU3alUd
apXUBHOTO XpaHEHMsI JOKyMEHTOB.

Tema 3. JlokyMeHT0000pPOT U 1e10NIPON3BOACTBO B OPraHU3aluH

Hasnauenne cuctembl pokymeHTarmonHoro obOecneuenus ymnpasienus (CHOVY). Cocras
¢yHkuuit u npouenyp, BeimonnsemMbix CIOVY: 3amaun cucteMbl TOKyMEHTAllMOHHOIO 0OecredeHust
ynpasineHus.  JlokymeHTupoBaHue,  Jlenonpou3BOACTBO. PeriaMeHT  1OKyMEHTOOOOpOTA.
LlenTpann3oBaHHbIl W ClIEUUATN3UPOBAHHBIA JTOKYMEHTO000pOT. DYHKIMU pPaOOTHUKOB CIIy>KObI
JOKYMEHTAllMOHHOTO  oOecrieyeHuss  ympasiieHus.  OpraHu3alMOHHAsE — CTPYKTypa  CIIy>KObI
JIOKYMEHTAlMOHHOTO o0ecreyeHus yrpapieHus. HopmaTuBHble JOKYMEHTHI B JI€JIONPOU3BOJICTBE U
noKymMeHTo000poTe. CocTaB OpraHu3almoOHHO- pacopsauTenbHbIX ToKyMeHTOB (OP/l). Comepxanue
npoueayps! cocrasiaeHuss OPJ/[: OpranuzanuoHHbIE JOKYMEHTHI. PacnopsauTenbHble JOKYMEHTHI.
WNudopmannonHo- crpaBouHbsle nokyMeHThl. Knaccugukanus OPJl. Cxema cTpyKTypbl THUIIOBOTO
nokymenta no ['OCT. 3onbel nokymeHTa. IlocTosiHHBIE M IIEpEMEHHBIE 3HAYEHHUS PEKBU3UTOB
nokymeHToB. [llabnmon. bnank. @®opma 53JI€KTPOHHBIX JOKYMEHTOB. (CXEMbl pPAacCIOJIOKEHUS
pekBu3uToB. CocTaBieHMe U O(OpMIEHHE OTIENbHBIX BHJOB  OpraHU3allMOHHO-TPaBOBBIX
TOKyMEHTOB (YupeauTenbHble TOKYMEHTBHI, YUpeIuTeNIbHbIH JoroBop, Ycras, [lomoxxenue o0
yupexaenuu, [lonoxxeHne o CTpyKTypHOM monpaszesieHuy, JloJKHOCTHAas MHCTPYyKLMs, PermameHnr,
[lratHoe pacniucanue, UucTpykius). Cuctema pacnopsiAMTeNbHON JNoKyMeHTanuu. Hasnauenue u
coctaB. I[lpouenypa wu3nanus (IpH EAWHOIUYHOM M KOJJIETHATHHOM TMPUHATHH PELICHUS).
Ocob6ennoctu cocraBienuss u odpopmienus (Ilocranosnenue, Pemenme, [lpukas, Pacnopsbkenue,
Vkazanue). Cucrema CcnpaBOoYHO-UH(GOPMAIMOHHBIX JIOKyMEHTOB. Ha3zHaueHwe u  cocCTaB.
Ocob6ennoctp coctaBienuss U odopmienus ([okmagnass 3ammcka, CiyxeOHas — 3amucka,
OOvbscuurenbHas 3amucka, llpemnoxenue, IIpencraBnenue, 3asBienue, CnyxxkeOHOEe MUCHEMO,
Temerpamma, Temeke, Paxcorpamma, Temedonorpamma, DnekrpoHHOE coobmieHue, I[Iporokon
3acenanusi, Akt, Crpaska, 3akmtouenue, O13biB, [lepeuens, Crincok). [Iporece cocTaBieHus: THIOBBIX
JNOKyMeHTOB. Hedopmanm3oBaHHBIE JTOKYMEHTBI: OCOOCHHOCTH, CXEMa CTPYKTYpPBI PacIHOJIOKCHHUS
pekBU3UTOB. MHbopMalmoHHbIE MOTOKH JOKyMeHTooOOpoTa: BHyTpeHHHEe MOKymMeHTHI. OOrimii
HOPSIIOK pabOTHl C BHYTPEHHUMH JTIOKyMEHTaMH. Bxopsimue nokymeHTbl. OOmmii mopsaok padoTsl ¢
BXOJSIIMMH JTOKyMeHTaMmu. Mcxopmsimue nokyMmeHThl. OOmiast opranuzanus paboThl ¢ UCXOASIIUMU
nokyMeHTamMu. PabGora ¢ BXogfmMMHM JOKyMEHTaMH: IIOJIy4€HHE perucrpanus, HOpsSaoK
paccMOTPEHHUsI, BHIHECEHHE PE3OJIOLUN, MOPSAOK M TMpaBHia UCTIOJHEHHs TOKyMEHTOB. Pabota c
UCXOISIIMMUA W BHYTPEHHHMH JOKYMEHTaMHU: OOHIMHA MOPSIOK pabOTHl JOJKHOCTHBIX JIMI, CPOKH



UCITIOJIHEHUS, Tepe/iaya Ha MCIIOJIHEHHEe, pa3padoTKa MpoeKTa JOKYMEHTa, MOPSI0K COTIacOBaHMA,
KOPPEKTHPOBKa COJAEpXaHHUs MO pe3yJbTaTaM CorjlacoBaHus, opopMJIEHHE JOKyMEHTa, ACHCTBUS
JOJDKHOCTHBIX JIMI] IIOCJI€ TIOJIy4€HMsI YTBEPXKIECHHOTO JOKYMEHTA, IOATOTOBKA HCIOJHEHHBIX
JOKYMEHTOB K OTIpaBKe, Tekyllee XpaHeHHE TOKYMEHTOB. OpraHuzalus TEKyLIero XpaHEHHs.
[lopsiok YHUYTOXKEHHS M CIHHCAHMS JOKYMEHTOB, CHATBIX C TeKyllero xpaHeHus. IlpaBuia
COCTaBJIEHUS] CIYXEOHBIX JOKYMEHTOB: SI3bIK M CTHJIb CIy’K€OHBIX JOKYMEHTOB. OcoOeHHOocTH
o(pULIMANBbHO-JIEIOBOTO  CTWIS. YTOTpeOJieHHe MPONHCHBIX M CTPOYHBIX OykB. YmorpeOieHue
COOCTBEHHBIX UMEH. YToTpeOsieHne reorpaduueckux Ha3BaHUW. YTOTpeOJeHHEe aJIMUHHCTPATHBHO-
TEPPUTOPUANIBHBIX HaUMEHOBaHuM. [Ipoune pexomennannu. SI3bIK U CTWIb JEIOBOM TOKyMEHTALUU:
OOmass  xapakTepucTHka CTWIA  oQuUIUANbHONM  JAoKyMeHTanuu. CTpyKTypHbIE  OIIMOKH.
Cunrakcuueckue omubOku. Jlexcuueckue ommoOku. ConepkaHue mporenypsl (GOpMUPOBaHHS JeNl U
caauu aen B apxuB: Cxema opraHuzaluu JOKYMEHTOB B opranuzauuu. @opmupoBaHie HOMEHKIATYPbI
nen. CocraBneHus u xpanenue jaen. Craga nen B apxus. ONUCh JOKYMEHTOB.

Tema 4. KagpoBoe 1e/101pOU3BOJACTBO U KAIPOBbIH y4eT

KanpoBoe  nenompons3BOACTBO:  OCHOBHBIE  IOHSTHST W HalpaBIEHHUA  JAEATEIbHOCTH.
Knaccudukanusa kaapoBoit 1oKkymMeHTauuu. VMIHCTPYKIUS MO JEIONPOU3BOJACTBY KaJpPOBOU CITyKOBI.
JIOKyMeHTUpOBaHHE PEKPYTUHra IMepcoHana. JJokyMeHTHpoBaHUE MpueMa Ha paldoTy: JOKYMEHTHI,
IpeIbsABIsEMbIE MPU 3aKIIOYEHUH TPYIOBOTO J0rOBOpPA; TPYJIOBOM JTOrOBOpP; MPHKA3 O MpHEME Ha
paboty. OdopmiieHre TpyIOBOH KHIDKKU. BeneHue JMUYHOrO Jena M JIMYHOM KapTOUYKH pabOTHHUKA:
JMYHOE J1e710 pabOTHHUKA; JIMYHAsl KapTouka paboTHUKA. JlOKyMEHTHpOBaHUE MIEPEBOAa COTPYAHUKA Ha
Ipyryio paboTy: JOKYMEHTHPOBAHHE BPEMEHHOI'O IIE€PeBOJa COTPYJHHKA; JAOKYMEHTHPOBaHHE
IIOCTOSIHHOTO ~ NepeBOJia  COTpyAHUKA. JlOKyMeHTHpoBaHHE  OTIYCKOB. JloKyMeHTHUpOBaHUE
KOMaHJIUPOBOK. JIOKyMEHTUpOBaHHE YBOJIBHEHUS COTPYIHUKOB. [lepcoHanbHble TaHHbIE paOOTHHKA.

Tema S. Cucrema pacnopsiiuTe/IbHOI TOKYMEeHTALMHU.

PacniopsnuTenbHble  JOKYMEHTBI - 3TO JOKYMEHTBI, HOCSIIME AJIMUHUCTPATUBHBIN XapakTep H
oOpallleHHble K HIKECTOSIIUM WM MOJAYMHEHHBIM OpraHu3alusiM, TpyIIaM HWId OTAEIbHBIM
JNOJDKHOCTHBIM JMIIaM. OCHOBHOE HAa3HAUY€HUE PpaCHOPAIUTENIBHBIX JOKYMEHTOB-PETYJIMPOBAHUE
NeSITeNIbBHOCTH, MO3BOJISIIOIIEE OpraHy YIpaBlIeHHUs 00ecleyuBaTh peayn3alliio MOCTaBICHHbBIX Mepea
HUM 3a]1a4, 0JIy4aTh MaKCUMaJIbHbIN 3()(heKT OT CBOEH eATEIIbHOCTH.

PacniopsiiutenbHas 4acTh COJEPXKUT MPEAIUCHIBAEMblE NEUCTBUSA, (PaMUIMM JIOJDKHOCTHBIX JIMII,
OTBETCTBEHHBIX 32 BBIIIOJHEHHUE 3TUX JEHCTBUI U CPOKH UCIIOJIHEHUS.

PacniopsinutenbHas 4yacTh, Kak MpaBWiIO, AEIUTCS HA MYHKTBI, KOTOpPbIE HYMEpPYIOTCS apaOCKUMH
mudpamu ¢ Toukoi. Kaxkaplil MyHKT pacrnopsAUTENbHON YacTH HaYMHACTCS C YKa3aHUs KOHKPETHOTO
NEeNCTBUS, BBIPAXKEHHOI'O TIJIarojioM B HeompezesleHHoW ¢opMme. Jlamee B MyHKTE YKa3bIBaIOTCS
UCTIOJIHUTENHN (JIOJDKHOCTHOE JIMIO, CTPYKTYPHOE MOJpa3/ielieHue WM KOHKPETHOE YUpexkJeHHE) U
CPOK HCIIOJHEHHUSI, KOTOPbIN JOJKEH ObITh PealbHbIM M COOTBETCTBOBATh O0BEMY MpEroaraeMbixX
pador.

Tema 6. [IpaBuia cocTaBjieHUs CIYyKeOHBIX T0KYMETOB.

Kaxnplif BUJ 1oKyMeHTa (IIpHUKa3, MUCbMO, akT U T.J.) UMEET OIpe/ielIeHHbIH Habop PEeKBU3UTOB.
PacrnionoxxeHne peKBU3WTOB Ha JIOKyMEHTE M IpaBWiia UX O(OPMIIEHHUS OJKHBI COOTBETCTBOBATH
TpeOOBaHUAM JIEHCTBYIOIIMX HOPMAaTHUBHBIX AKTOB.

K uyucny Hambosee ropuIu4eckd 3HAYUMBbIX (T.€. JJIS MPHUIAHUS JOKYMEHTY HOPUINYECKON CHJIbI)
PEKBU3UTOB OTHOCATCA: 1) moAmMch; 2)1aTa TOKyMeHTa; 3)neuaTsb; 4) TpuQ yTBEpKIACHUS JOKYMEHTA;
S)perucTpalOHHbI HOMEpP TOKyMEHTA U T.JI.

[Tonnuche  sBnIseTcst 00s3aTEIbHBIM  PEKBU3UTOM Jto0oro JgokymeHta. IIpaBo mommmcu
IPEOCTABIAETCS JOHKHOCTHBIM JIMIIAaM B COOTBETCTBUU C OPraHU3AllMOHHO-PacHOPSAUTEIbHBIMU
nokymMeHTamu Opranuzanuu  (yCTaBOM, JOJDKHOCTHBIMH HMHCTPYKUMSMH U T.n.). OT uMeHH
Opranuzanuu JOKYMEHTBI, KaK MpaBUio, HOANUCHIBAET F€HEPAIbHBIN JUPEKTOP MM €0 3aMECTUTEIH.
JIOKyMEHTBI CTPYKTYPHBIX MOApa3eNeHU MOJMMCHIBAIOT UX PYKOBOAMTENM. [ JaBHBIM Oyxrantep
Opranuzanuy MOANUCHIBAET JOKYMEHTBHI B COOTBETCTBUU CO CBOEW KOMIETEHLIMEW Ha OCHOBAHUU
@enepanbHoro 3akoHa "O OyxraiarepckoM yuete'. [leyatp mpumeHsieTCs B LEISIX 3aBEPEHUs
NOJIKMCH JOJDKHOCTHOTO JIMIA Ha Haubosiee Ba)KHBIX, OCOOCHHO € (PMHAHCOBBIX JOKYMEHTaX,



CBUJICTENHCTBYET O TMOJUIMHHOCTH JOKYMEHTAa M IMPOCTABISETCS HAa JNOKYMEHTaX, M3JaHHE KOTOPBIX
BJICUET FOPUAMUYECKUE WITH MaTepHaIbHble IocieacTBus st Opranu3anuu (peopraHu3anms, nepeaada
MaTepHabHBIX IEHHOCTEH, YJIOCTOBEPEHHE TpaBa M T.I1.).

Tema 7. IIpouecc cocTaBjieHUs TUIIOBbIX JOKYMEHTOB.

HezaBucumo or ¢opmbl COOCTBEHHOCTHM OpraHU3alMM, BUAA €€ JeATeNbHOCTH, HAaUMEHOBaHHS
JOKyMEHTAIlMd, MeCTa €€ COCTaBIIEHHUS CYIIECTBYIOT oO0mme TpeOoBaHUS TO O()OPMIICHHUIO
JIOKYMEHTOB.

OdopmiieHre TOKyMEHTOB B IIMPOKOM CMBICIIE - 3TO COOJIO/IeHHE TPpeOOBaHUN 3aKOHOATEIHHBIX
aKTOB, HOPMATHBHBIX JOKYMEHTOB B IIPOLIECCE COCTABJICHUS, TOJATOTOBKH, KOIHUPOBAHHSI,
COTJIACOBAHUS, 3aBEPEHHSI, IEPECHITKU IOKYMEHTAIINH.

B Gonee y3koMm cMbIciie — PaclojioKEHHE PEKBU3UTOB JOKYMEHTa Ha MaTepUalIbHBIX HOCUTEISAX:
OyMa’kKHOM, DJIEKTPOHHOM, B COOTBETCTBUH C JICHCTBYIOIINMH IPABHIIAMH.

TpeboBanus k odpopmienuto qokymeHntoB no 'OCTy BkmtouaroT B cebst, B ToM uucie nopsaka 30
PEKBU3UTOB, NPEIHA3HAYCHHBIX IS Pa3IUYHBIX [eieid. Kakneld BUA JOKYMEHTa COICPKHT
COOCTBEHHBINH HA0Op HEOOXOTUMBIX PEKBU3UTOB.

CobOmronenue TpeOOBaHM K CO3/IaHUIO U OGOPMIICHHUIO AOKYMEHTAIlMU HeoOxoammo: 1) B mensx
obecrieueHHs IOPUANYECKON CHIIBI JOKYMEHTA; 2)IJid ONepaTUBHOM 00pabOTKHM AOKyMEHTa; 3)ass
OTIEPaTUBHOTO MONUCKA JOKYMEHTA; 4)/JIs1 CO3[[aHUs YCIOBUN paOOTHI C HCIIOIB30BAHUEM OPTTEXHUKH.

Pacnonoxenne pexkBusutoB no ['OCTy mo3BoisieT HE TOJIBKO paboTaTb C HUM OBICTPO H
¢ dexTuBHO, 6€3 MOTEPHr BPEMEHH, HO M SKOHOMUTH IOJIC3HYIO IUIONIAAh Ha OJIaHKE, MPUIATh
JOKYMEHTY Ka4eCTBEHHBIN BHEIIHUHN BUIL.

Tema 8. Conep:xanue npouenypsl popMupoBaHus J1eJ U C1a4H el B apXUB

3aKIIIOYUTEIbHON TpOLEAYypOil, BBIMONHAEMOW B CHCTEME JOKYMEHTALMOHHOIO obecreueHue
yTIpaBJICHUS, SBISIETCS TIpolierypa (GOPMUPOBAHHSA JIEN U ClIa4d UX B apxuB. Opranu3anusi apXuBHOTO
XpaHEHUsl JTOKyMEHTOB M WX 3(()EKTHBHOTO HCIOIB30BAHUS - OJHA W3 OCHOBHBIX 3a7au CIY>KOBI
JOKYMEHTAIlMOHHOTO  o0ecriedeHusi  ynpasieHus. OpraHuzanms XpaHEHHE JIOKYMEHTOB B
SKOHOMHUECKOM cHCTeMe BKJIIOYaeT HECKOJbKOo 3TanoB. CHavana (GOpMHUPYIOTCS Jiela, B KOTOPBIX B
TEUYEHHE OJIHOTO TOJa XpAaHATCS WCIOJIHEHHBIE JIOKYMEHTBI, a 3aTeM [ella TIepelaloTcs B
BEJIOMCTBEHHBII apxuB. [locie BeIOMCTBEHHOT'O XpaHEHHUs YacTh JOKYMEHTOB MOJJICKUT Niepeadye Ha
rOCyJTapCTBEHHOE XpaHEHHE.

dopMupoBaHUE el - 3TO IPOLECC OTHECEHUS JIOKYMEHTOB K OINpPEAEICHHOMY Jely H
crcTeMaTH3alus JOKyMEHTOB BHYTpH Hero. Oneparun GopMUpoOBaHHE A€ MPEIIIECTBYET ONeparus
coctaBneHus: «HoMeHKIaTyphl Aem.

«HomeHkmaTypa ien» - 9TO CHCTEMAaTH3MPOBAHHBIN IepeueHh HAMMEHOBAHUHN JIEJN, 3aBOJMMBIX Ha
OpEeNNpUsITUA WIA B OpraHu3allid, C YKa3aHHEM CPOKOB HUX XpaHEHUS U O(OpPMIICHHBIH B
yCTaHOBIIEHHOM Tmopsake. «HoMeHkiatypa nem» - 3TO OPHEHTHUPOBOYHBIN CIMCOK [IeJI, HAa3BaHHE
KOTOPBIX 3aTEM MEPEHOCAT Ha O0I0KKY «Jlena» U OHO CTAHOBUTCS €r0 3ar0JIOBKOM, B PE3yJIbTATE YEro
JOKYMEHTBI, TI0 Mepe HMX HCIIOJHEHHs, OyIyT momanaTh TOJNBKO B Te «Jlemay, xoTopeie ObuH
pelyCMOTPEHBI HOMEHKIIATyPOA.

3.3. ®opMbI 1 MeTObI NPOBEACHNUS 3AHATHH, IPUMEHsIeMble Y4eOHbIe TEXHOJIOTHH
B mnmponecce nmpenoaaBaHrsad JUCHUIIIMHBI UCITOJB3YIOTCA TPAAUIITUOHHBIC TCXHOJIOIUH HApPAAy C

AKTUBHBIMH U UHTCPAKTHBHBIMU TCXHOJIOTUAMU.

Yuebnuvie mexrnoJjocuu, UCnojb3yemsle 6 06pa306am€ﬂbHOM npoyecce

CeMm | Hcnonb3yemble akTUBHBIE/MHTEpaKkTUBHBIE | KomuuecTBo
Paznen nucoumninHbl
ecTp 00pa3oBaTeNbHbIC TEXHOJIOTUH JacoB
Tema 1. «BBenenue B 10KyMeH
Merton omnpoca, 3cce, TOKIaabl 2
TOOOOPOT»
Tema 4. KaagpoBoe nenonpounss
M Joxuazpl, onpoc, 3cce 2
OJICTBO M KaJIpDOBBIN yYET




Tema 5. Cucrema pacropst [ute
9 MerTon ompoca, 3cce, JOKIaIbI 2
JIbHOW JOKYMEHTAI] HH. 6
Tema 7. [Ipouecc cocraBi eHUs
Joxnansl, onpoc, 3cce 2
TUIOBBIX IOKYMEHT OB.
Hroro: 8

[Ipu mpoGiieMHOM O0OydYeHWH TOJ PYKOBOACTBOM TNpenojaBateis (OpMyIHpPYeTcss MpoOJIeMHBIH
BOIPOC, CO3Aal0TCA NPOOJEMHBbIE CUTYallMM,B PE3yJbTaTe YEero aKTUBU3UPYETCS CaMOCTOSTENIbHAs
JeSITeTbHOCTD CTYJICHTOB,IIPOUCXOANT OBJIa/ICHUE MPO(HECCHOHAIBHBIMU KOMITETCHIIUSMHU.

JIMCKYCCHOHHBIE METOJbl MOTYT OBITh peajM30BaHbl B BHUJAE AMAIOra YYaCTHUKOB WU TPy
YYaCTHHKOB, «COKPAaTOBCKOH Oecelbl», IPyNIIOBOM AUCKYCCHH, aHAJN3a KOHKPETHOM CUTYaIluH U.T.1I.

4. IlepeyeHb y4eOHO-MEeTOAUYECKOT0 00eciedeHUs IJIsl CAMOCTOSATEIbHOI padoThl
00y4JaIMXCS MO AUCHUILIHHE
4.1. ConepxanneCPC

Ne HaunmeHnoBanue paszena (TeMbl) Bun CPC Tpyno- DOpMBI U METOABI
JIICIUIIIMHBI EMKOCTb (B yacax) KOHTPOJISI
I | Tema 1. «BBenenue B TOKyMEHTO IToxroroska K 18 AHaims TeopeTHIecK
0GopOT» IIPaKTHYECKOMY OT0 MaTepHaja, BBIIO
3aHATHIO JTHEHUS IPaKTHIECK

X 3aJaHUH, HAITNCaH
1Sl KOHTPOJBHOU pad
otbl (BHeayn.CPC)

2 | Tema 2. HOpMaTHBHO — MPaBOBOE TloaroroBka k 18 AHanmn3 TeOpeTHUIECK
PEryJIMPOBAHHE M METOIUYECKOE MPAKTUICCKOMY Oro MaTepHala, BbIIO
3aHATUIO JIHCHUA HpaKTI/I‘IeCK

obecrnieueHne ACJIOIIPOMU3BOACTBA o
X 3aJlaHMH, HallMCaH

B PD 1sl KOHTPOJILHOI pab
otel (BHeayn.CPC)
3 IToaroroBka k 18 AHanu3 TeopeTHIEeCcK
Tema 3. JIOKYMEHTOOGOPOT U MPaKTHYECKOMY Or0 MaTepHaa, BBIIO
3aHATHIO JIHEHUS TIPAKTHYECK
ACIJIOMPONU3BOACTBO B opraHu .
WX 3aJaHui, HAITHCAH
3anun Usl KOHTPOIBHOM pad
othl (BHeayn.CPC)
4 ITogroroska k 18 AHam3 TeOpeTHIeCK
MPaKTHYECKOMY Or0 MaTepHaa, BEIIO
Tema 4. Kagposoe nenonpoun3Boj 3aHATHIO JIHEHUS IPAKTHYECK
CTBO M KaJJpOBBIN yueT X 3aJaHUH, HAIUCAH

Usl KOHTPOJILHOM pab
otbl (BHeayn.CPC)

Bcero uacos 72

PabGora Ha npakTH4eCcKOM 3aHSATUH

B mepuon ocBoeHMS] TUCHUIUIMHBI CTYAEHTHI MOCEIIAIOT JIEKIMOHHBIE 3aHSTHS, CaMOCTOSTEILHO
U3y4aloT JONOJHUTENIBHBIM TEOPETHUUECKUH MaTepual K HIPAaKTHYECKUM 3aHATHsAM. Kputepusmu
OLICHKH pabOThl HA MPAKTUYECKUX 3aHATHUIX SBISETCS: BJIAJICHUE TEOPETUYECKUMU MOJOKEHUSIMU 110
TCMC, BBLIIIOJHCHUC MPAKTUYCCKHUX 3aﬂaHHI>'I, 3HAaHUC TCPMHUHOJIOTHH. CaMmocTosTenbHast pa60Ta
CTYJICHTOB BKJIFOYAET MPOPA0OTKYy KOHCIIEKTOB JICKIMH, 0053aTeIbHON U JOMOTHUTEIBHOU yueOHOM
JUTEpAaTyphl B COOTBETCTBUU C IUIAHOM 3aHSTHS;, BBINOJHEHHE NPaKTHUYECKuX padboT. OCHOBHOU
dbopmoit mpoBepku CPC sBmsieTcss yCTHBIM (POHTAIBHBI OMPOC HA MPAKTHUYECKOM 3aHATHH M
NHUCbMCHHOC HAIMUCAHUC TCPMHUHOJIOTMYCCKUX JUKTAHTOB.

ConepxaHue AUCIUIUIMHBI, pa3pabOTKa TMPAKTHYECKUX 3aHATHH C YKa3aHWEM OCHOBHOM U
JIOTIOJIHUTEIbHOM JIMTEPATYPbl K KaXIAOMY 3aHATHUIO, a TaKXKE METOAUYECKUE PEKOMEHIALUU K
BBIMOJHEHHUIO MPAKTUYECKUX 3aJaHuil, 00pas3lbl MX BBINOJIHEHUS NPEACTaBICHbl B MeToauuecKux
YKa3aHHUX K BBIITOJHEHHIO MMPAKTUYECKUX paboT 1o quctuiinae «OCHOBBI IpaBay



KpurepusiMu 17151 OLIGHKHM pe3yJIbTaTOB BHEAYIUTOPHOM CaMOCTOATENBHOM pPabOThl CTyAEHTa
SABJISIFOTCS:

YPOBEHb OCBOEHHs y4eOHOIr0 MaTepHaa;

YMEHHE HCII0JIb30BaTh TEOPETUUECKUE 3HAHUS MPH BBIIOJIHEHNUH MPAKTUUECKUX 3a1a4;
yYMEHHE TPaMOTHO C(pOPMUPOBATH U U3JI0KHUTH MaTepHal;

YMEHHE aHaJIU3UPOBAaTh HOPMATUBHO-IIPABOBBIE JOKYMEHTHI;

00OCHOBAHHOCTb U Pa3BEPHYTOCTh B OTBETAX.

MaxkcuMmanbHbIi 0aJ1, KOTOPBIM CTYIEHT MOXKET Ha0paTh Ha MPAKTUUYECKOM 3aHATUH, - 5 0aJIOB.

Tembl pedepaTos

e I e e

12.
13.
14.

15
16.
17.
18.
19.
20.
21
22.
23.
24.

25.
26.

27.

28.
29.
30.
31.

Haznauenue cuctembl TOKyMeHTallMOHHOTO obecrnieuenus ynpasienus (CAOY).
CocraB ¢pyHK1Mi 1 poueayp, BoinosHsgeMbix CIO0Y.

PernameHnTt 10KyMeHTO000pPOTA.

[lenTpann3oBaHHBIN U CHIEIUATU3UPOBAHHBIN JOKYMEHTOOOOPOT.

@OyHKIUN paOOTHUKOB CITY>KObI IOKYyMEHTAIIMOHHOTO 00€CIIeYeHUs YIIPaBICHHUS.
HopmatuBHbIE TOKyMEHTHI B I€JIONPOU3BOJICTBE U IOKYMEHTOOOOPOTE.

CocTtaB OpraHu3alMOHHO- PACHOPSAUTENBHBIX T0KyMeHTOB (OP/I).
NudopmannoHHO- cipaBOYHbIE TOKYMEHTHI.

Cxema ctpykTypsl TunoBoro qokymenra no I'OCT.

. DopMa IEKTPOHHBIX JOKYMEHTOB.
. CoctaBnenne u o¢pOpMJICHHE OTAEIHHBIX BUIOB OPraHMU3alMOHHO-TIPABOBHIX JTOKYMEHTOB

(YapenutenbHbIE TOKYMEHTHI, YUpeauTEeNbHBIN T0TOBOD, Y cTaB, [lonoxenue 06 yupexaeHnu,
[lonmoxenne O CTPYKTYpHOM NOApAa3fencHuu, JlomKHOCTHas MHCTpyKUMs, PermameHr,
[taTHOE pacniucanue, MHCTpYyKIMS).

Cucrema pacnopsaAuTeIbHOW JOKYMEHTAIUH.

[Iponiecc cocraBiieHNs TUIIOBBIX JOKYMEHTOB.

HedopmanuzoBanHble  JOKYMEHTHI: OCOOEHHOCTH, CXe€Ma CTPYKTYpbl pacHoJIOKEHUs
PEKBU3HTOB.

. UTHpopMaLinoHHbIE TOTOKHU IOKYMEHTO000pOoTa

Texkymiee XxpaHeHHE JOKYMEHTOB

[TopsimoK YHUYTOXKEHUS M CIUCAHUS JOKYMEHTOB, CHATBIX C TEKYIIEr0 XpaHEeHUsI.
[IpaBuna cocraBieHus ciyKeOHbIX JOKYMEHTOB

Copneprkanue nmporenypsl GOpMUPOBaHMS [T U CAAYH JIe] B apXUB.

KanpoBoe nenonpon3BoacTBO: OCHOBHBIE TOHITHSI U HAIIPABJICHUS AESITEIbHOCTH.

. Knmaccudukanus kaapoBoit 10KyMEHTAIIHH.

WHCTpYyKIMS 1O JeTONPOU3BOACTBY KaIpOBOH CITYKOBI.

JIOKyMEHTHpOBaHNE PEKPYTHUHTA IIEPCOHANA.

JIoKyMeHTHpOBaHHE TpueMa Ha pabOTy: TOKYMEHTHI, NpPEIbABISEMBIC IPH 3aKITIOUCHUH
TPYIOBOTO JIOTOBOPA; TPYAOBOH JOTOBOP; NPUKa3 O IpHeMe Ha padoTy.

OdopmueHue Tpy10BOH KHUKKH.

Benenue nuyHOrO Nesa M JMYHOM KapTOYKH PaOOTHHMKA: JIMYHOE N0 PadOTHMKA; JIMYHAS
KapToyka pabOTHHUKA.

JIOKyMEHTHpOBaHHE TIepeBOJa COTPYJHHKAa Ha Jpyrylo padoTy: JOKyMEHTHPOBaHHE
BPEMEHHOT'0 TIEPEBOJIa COTPYIHUKA; JTOKYMEHTHPOBAHNE TIOCTOSIHHOTO TIEPEBOJIA COTPY IHUKA.
JIOKyMEHTHPOBaHUE OTITYCKOB.

JIoKyMeHTHpOBaHHE KOMaHIUPOBOK.

JIOKyMEHTHpOBaHNE YBOJIbHEHHS COTPYTHHKOB.

[lepconanbHble NaHHBIE pAOOTHHKA.

Kpumepuu ouyenku:
ITpu oueHke pedepara yUUTHIBAIOTCA CIEAYIOLINE KPUTEPHH:
1.CooTBeTCTBHE COAECPKAHUS TEME;
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2.11paBUIBHOCTH TPUMEHEHHUS UCTOYHUKOB;

3.I'myOuna mpopaboOTKu MaTepHaa;

4.I'paMOTHOCTb HAIMCAHMS;

5.CootBerctBre oopmieHus pedepara cTangapTam;

6.00beM crrcKa JIMTepaTyphl HE MEeHee 5 HCTOYHUKOB.

[Tpumensiemast mkasa OEHOK:

0 0a.1710B — pedpepat HE BBITIOJTHEH.

Jo 5-u 6ajIoB - CTaBUTCS MPU yCIOBUH, €CIU CTYIEHT IEMOHCTPUPYET, JIUIIh MOBEPXHOCTHBIN
YPOBEHb BBIITOIHEHHS paOOTHI, MyTAaeTCsl B TOHATHSX IO MpobJeme, Ha 3alaHHbIe BOIPOCH OTBEYAET
HEYETKO U HETOJIHO, B U3JI0KEHHUH JOMYIICHBI MPUHIIUITHAIbHbBIE OITHOKH.

6 — 9 6an0B — cTaBUTCA IPU YCIOBHUH, €CIU CTYAEHT JEMOHCTPUPYET, JIUIIL CPEAHUNA YPOBEHD
BBITIOJTHEHHSI pabOThI, HAa 3a/IaHHbIE BOMPOCH OTBEUAET HEMOJHO, B COACPNKAHUHU PAOOTHI TOMYIICHBI
HETPUHIIUTTHATBHBIE OITHOKH.

10 - 15 6amioB — cTaBUTCA TOTJa, KOTJAa CTYACHT BBHINOTHWI paboOTy B CpPOK, TBEPIO 3HAET
MaTepHall, BEpHO, OTBEYAET Ha 3aJaHHBIC BOTIPOCHI, BIAJICET NEPBOMCTOUHUKAMH,

16 — 20 6a.1J710B — CTaBUTHCS B CIy4ae COOTBETCTBHS COJICPIKAHUS 3aJaHUSM; MPOSIBIICHUS T1yOUHBI,
OPUTHHAIILHOCTH ¥ HAYYHOCTH CYXKJICHUIT; IIOKa3aH BBICOKUI YPOBEHb OCBOCHUS CTYACHTOM Y4€OHOTO
MaTepuaina; CTYIEHT TPOSBUJI yMEHHE HCIOJIb30BaTh TEOPETUUYECKHE 3HAHUSA NPU BBINOJIHEHUU
paboThl; TPUCYTCTBYET OOOCHOBAaHHOCTh M YETKOCTh M3JIOKEHHsSI OTBETa; paboTa COOCPKHT
000011IeHHbIE BBHIBOJIBI M PEKOMEHIAIMK; AaKTHBHO HCIIOJIb30BAaHbBI 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC
pecCypchl.

ATTecTauMoHHasi padora

-Her!

5. MeToauyeckne yKazaHus it 00y4aOUIUXCS M0 OCBOEHUIO TN CHUTITTHHBI
Haubonee TpynHbie BONpOCH, BBIHECEHHBIE HA 00CYXKIeHUE, MOAPOOHO PaCCMOTPEHBI HA JIEKIIMOHHBIX
3aHATHAX, a Takke B Crhaiia-moy (mpe3eHTanusx) BBIMOJHEHHBIX B cpere Microsoft Office Power
Point mo HauGomnee CIOKHBIM TEeMaM TUCHUILUIUHBI «/0OKyMEeHTaIbHBIA 000POT yHpaBIEHUS TPYIOM».
[Ipe3enTanuu 1 METOUYECKIE PEKOMEHIAINH 110 CAMOCTOSTEIBHON paboTe CTYJCHTOB pa3MeIIeHbBI B
CJ10 Moodle. https://moodle.nfygu.ru/course/view.php?id=15751
PeliTUHIOBBIH perjiaMeHT 1o AUCUMILIMHE:

MNe | Bupa BbINosIHsIeMOi yueOHOH padoThl KonunuecTso KomnuecTtso Ilpumeuanue
(KOHTPOJIMPYIOIIIHE MATEPUAJIBI) O6atoB (min) | OaytoB (max)
Ucnvimanus / Bpewms, uac
Dopmur CPC
1 | [IpakTrueckoe 3aHsATHE 10I13*2=20 10I13*1=10 10I13*2=20 3HAaHHUE TEOPUH;
BBIIIOJTHEHUEC
MNPaKTHYCCKOTO
3amanus (OTBETHI HA
BOTIPOCHI )
2 | IloaroroBka K IpakTuyie 42 45 60 3HaHHUE TEOPUH;
CKUM 3aHATUSAM (OTBETHI BBITIOJIHEHNE
Ha BONPOCHI TeM 1-3) NPaKTAYCCKOTO
3a/1aHus (OTBETHI HA
BOTIPOCHI )
3 | Beimonnenue 30 5 20
KOHTPOJIbHOH paboThI
Hroro: 72 60 100

6. ®OH/I O1I€eHOYHBIX CPeJCTB /sl IPOBeeHUs MPOMEKYTOUHOI aTTecTallMU 00y4YaI0NXCs 10
JTUCIHHUIIIHHE
6.1. ITokazarenu, KpUTEPUH M IIIKAIA OICHUBAHUS
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https://moodle.nfygu.ru/course/view.php?id=15751

Kongrlonenusa ITokazarens YpoBHHOCB Kpurepunonenupanus Orenka
€MBIXKOMIIETE OLIEHHUBAHUS OCHHUS (meckpumnTops)
HITUN (mo m.1.2.PI1JT) OCBOEH
IIK-1.1- cmocobe | 3uamb CHCTEMBI aIMHUHHU | OCBOCH BrmonreH momHBIH Kypc OOYYCH |3ayeT
H NPOU3BECTH CO | CTpUpOBaHHE M KOHTPO W, TIOKa3aHa COBOKYITHOCTH 0CO3
Op WM MOHHTOp | JIb pealn3alfiil CHCTEMBI HAaHHBIX 3HAHWH M0 [IUCIHILIMHE
WHT JAHHBIX [UIA | OIJIATBI M MaTepHaib «PermamenTanus 1 HOpMHUPOBAHHE
SKOHOMHYECKUX HOTO  CTUMYJIHPOBaHUS TPyAa», IOKa3aTeNbHO PACKPBITHI
pacueToB Tpyaa, HOPSIIOK Tapudu OCHOBHBIC TIOJIOKCHUS NIPEAMETa; B
Kaluu padboT u paboumx, 3HAHUAX CTYJCHTA IPOCIEKUBACT
pacueTa CTUMYJIHPYFOI] Cs YeTKas CTPYKTypa, JIOTHYeCcKas
WX BBIIUIAT METOABI Y4 MOCJICIOBA TEIBHOCTh, OTPAXKAFOIIL
€Ta W aHaIW3a IOKa3aTe as  CYIOIHOCTh  PAacKpBIBACMBIX
el mo Tpyny m 3apabo MIOHSATHH, TEOpUH, SIBIICHUU.
THOW IDIaTe TOPSIOK 3HaHUE 110 TPEIMETY AEMOHCTPHUPY
opopMIICHHS, BEICHHS U ercsi Ha (OHE MOHWMAHHS €ro B
XpaHeHHs JOKyMEHTAIl CHCTeMEe  JaHHOH HayKu U
WU TI0 CHCTEMaM OILIATHI MEXIUCHHIUINH apHBIX CBA3ei. B
U OpraHm3alyd Tpyla Xo4e ~ OTBETa  MOTYT  OBITPH
(IIK-1.1); JIOIYLIEHbI HEZ0YEThI B
yMems  aHAIHU3UPOBATH OMpENeICHUU  IOHATHH, HCIpa
COBPEMCHHBIC  CHCTEMBI BJICHHBIC CTYJICHTOM CaMOCTOSTEIb
OIIATHl U MaTePHATIHLHOMN HO B MpOIIecce OTBETA.
MOTHBAaIlUM TpyJAa JJs | HCOCBOCH OTBET CTyAECHTa TPEACTaBISICT -

TIK-3.2-crtocoben
OCYIIECTBIIATh

KOHTPOJIb peajn3
AU CUCTEMBI OI
JaThl W Marepua
JBHOTO CTHMYIIUD
OBaHUSA TPy

Lenel OpraHu3aliM aHa
JM3UPOBaTh HOPMBI MaTe
pHAIBHOTO CTHMYJIHPOB
aHWs, aHAJIHM3UPOBATH Yp
OBEHb OIUIATHI TPyZAa IO
COOTBETCTBYIOIIUM PO
(beccHoHaATBHBIM KBaIH(]
HUKalusAM aHaJIu3upoOBaATh
HOPMATUBHBIC U METOAU
YEeCKHE TOKYMEHTHI 10
BOIIPOCAM OIUIATHI M Opra
nHuzanuy tpyna (IK-1.1)
671adenms HABBIKAMH pa3
pabOTKK CHCTEMBI OIlIa
TBI TPylla, HABBIKAMH BHE
JPEHUSI CHCTEMBI OILIATEI
TpyJa, HaBBIKAMH HOATOT
OBKH IIPEIJIOKEHUH 110
COBEPIICHCTBOBAHHUIO
CHUCTEMBI OIlJIaThl U MAaTeE
PHUAIBHOTO CTUMYJIUPO
Banue Tpyaa ([1K-1.1)
3Hamo HOPMAaTHBHBIC
NPABOBbIC U JIOKAIbHbIC
HOPMATUBHBIC aKTHI 10
pa3paboTKe OpraHu3aLy
OHHO-INTaTHOW # (YHK
LHOHAIBHOW CTPYKTYpHI
OpraHu3aliH; HOPMAaTHB
HBIC TPAaBOBBIC W JIOKA
JIbHBIC HOPMATHBHBLIC aK
Thl, pErjJaMEeHTUPYIOLINE
TpeOOBaHUSA W TOPSIOK
COJIep)KaHHsT YHMCIIEHHOC
TH MEPCOHAIIA; THIIBI OPT
AQHW3ALUOHHBIX  CTPYKT
Yp ¥ TEXHOJIOTUS HX pa3
paboTkn  (OCTPOEHUS),

co0Oif pa3po3HEHHBIE 3HAHUS C
CYIIECTBEHHBIMH OLIMOKaMH 110
TIpeAMETY. [MpucyrcrBytor
(hparMeHTapHOCTh, HEIOTMYHOCTh
n3noxxeHnsa. CTyJeHT HE OCO3HAeT
CBSI3b 00CYXZIaeMOro BOIIpOCa II0
TeMEe C JApyruMH 0O0beKTaMu
JUCIIATUIHHBL. OTCYTCTBYIOT
BBIBOJIBI, KOHKpETH3aIUs u
JI0Ka3aTeIbHOCTh H3JI0KEHHUS.
JlomoHUTENbHBIE U YTOYHSIOLINE
BONPOCHI  MNpENojaBaTeNs  He
OPUBOAAT K KOPPEKLUU OTBETa
crynenTa. [lonHOUEHHBIA U pasyMm
HBIHOTBETHABONIPOC MOJHOCTBIO OT
CYTCTBYET.
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MOPSIIOK  (POPMHUPOBAHUS
U METOABl JEKOMIIO3HI
uu uenel, 3ana4 u QyHK
LIMH; METO/OJIOTHS OITUC
aHWS W aHalM3a IIpolec
COB, pa3pabOTKU M BHEA
PEHUS MaTpHIl pacrpen

eneHuss  (YHKIHOHAID
HbIX o0si3anHocTer(ITK-
3.2);

yMemb TIPUMCHSTH aHAITN
THUYCCKHE MCTOJAbI U CIIO
co0bI 00pabOTKH JAHHBIX
(TEKCTOBBIX, YHCIIOBBIX)
mpu GOpPMUPOBAHUH OpPT
AQHW3AIMOHHO-IITATHON
CTPYKTYpPBl ~ OpraHH3aIl
WH; TIPAMEHATH ITOJIOXKE
Hus  (TpeOoBanms) ET
KC, EKC, IIC u mpyrux
HOPMATHBHBIX JIOKYMEH
TOB IIPU perjaMeHTaluu
mokasatesneil mpogeccuo
HAJIBHON JEATENBHOCTH,
MOJIb30BAThCS METOIUKA
MU W HOPMAaTHBHOH JIOKY
MEHTAaIlUeH TpU pacdere
HOPMATHBHOW YHCIICHHO
CTH PabOTHUKOB OpPraHU
sanuu(I1K-3.2);
61a0emb METOAAMH OILIa
THI TPyAa EPCOHANA OpPT
aam3anun(I11K-3.2).

6.2. MeToanuecKkrue MaTepHaJIbl, ONPeesiiolne MpoueTypbl OlleHUBAHNS

XapakTepHCTHKH MPOUeTypbI

Bun nponenypsl 3ayeT
Henps npouenypsl BBISIBUTH CTEIIEHb CPOPMHUPOBAHHOCTH KoMmieTeHIni [1K-1.1; TTK-3.2
JlokanpHbIE AKTBI By3a, | [lonoxkeHne o0 TpPOBEAEHWH TEKYLIETO KOHTPOJIA YyCIIEBaeMOCTH U
perilaMeHTUPYIOIINE MPOMEKYTOYHOH  arrecTauun oOywaromuxcsi CB®Y, Bepcus 3.0,
TIPOBEICHHE MTPOIICTYPHI yTBepkIeHo pekropom CBOY 19.02.2019
[Monoxxkenne o OamibHO-peliTuHTOBOM cucteMe B CB®Y, Bepcus 4.0,
yTBepkaeHo 21.02.2018 r.
CyOBeKTsl, Ha KOTOPBIX | CTYIEHTHI 3 Kypca OakaiaBpuaTa

HalpasJieHa MpoLeaypa

Ilepuon nmpoBeaeHus Npoueyphbl

JIeTHss SK3aMeHallMOHHAs CECCHUS

xanst OLICHUBaHUA
pe3yIbTaTOB

[Txana oneHUBaHUs pe3ybTaToB npuBeaeHa B 1m.6.1. PIT/I.

Pesyinbratel npouenypst

B pesynbrate cnaum Beex 3amanuii 1t CPC cTyneHTy HeoOXoaumo Ha0paTh
min. 60 6aI0B, YTOOBI OBITH JIOMYIICHHBIM K 3a4ETY.

7. IlepeveHb 3/1eKTPOHHBIX M MIEYATHBIX YUYeOHbIX H3IaHUI
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http://nti.s-vfu.ru/downloads/doc/pol_BRS_04.pdf
http://nti.s-vfu.ru/downloads/doc/pol_BRS_04.pdf

Bubmuorex
ABTOp, Ha3BaHUE, MECTO U3JaHMSI, U3ATEILCTBO, aTU (¢) ONeKTpOHHbBIE U31aHUA:
T'OJI M3IaHUs y4eOHOU TUTepaTypsl, BUA U CBOY, TOYKA IOCTYIa K
XapaKTePUCTUKA UHBIX UH(OPMALIMOHHBIX KOJI-BO pecypcy (HauMeHOBaHHE
pecypcoB SK3EMILISIPO 9BC, Ob CBDY)
B

OcHoBHag IuTEpaTypa
1 | KysnenoBa W.B. JloxymeHTammonHOe oOecnedeHue

yopasiaeHuss [DJeKTpOHHBIH pecypc] : ydeOHOe
nocodue mma CCY3oB / U.B. Kysnemoma, I'.A. http://www.iprbookshop.ru/
XauaTpsitH. — DJEKTPOH. TEKCTOBBIE AAHHBIE. — 44181.html

Caparos: A ITu Op Menua, 2016. — 109 c.
2 | 2. bacakoB M.U. JlokyMeHTallMOHHOE O0ECIICUECHHUE
ynpasiieHus (Jenonpon3BoacTso) [IneKTpOHHbIH http://www.iprbookshop.ru/
pecypc] : yuebnuk / M.M. bacakoB. — DnekTpoH. 58924 .html
TEKCTOBbIE JJaHHbIE. — PocToB-Ha-/{ony: @eHuKc,
2013. — 351 c. — 978-5-222-20053-7.
JlomoHUTENBEHAS IUTEPATypa
1 | Jlemonmpou3BoACTBO: OopraHU3aIys U BeAeHue: yueo.-
MPaKT. mocobue s ctyna. By30oB / B. M. Aunapeera. -
3-e usn., mepepad. u nom. - Mocksa: Kuopyc, 2010. -
294 c.
2 | JAemonpou3BoICTBO [doxymeTanmioHnHOE
oOecriedyeHue yrpaBieHus|: y4e0. s CTyH. Cpei.
mpo¢. obpasosanus / M. W. bacako, O. U.
3ameInkoBa. - U3a. 9-¢. - Poctos v//]: ®ennke, 2009.
-376c.
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8. Ilepeyenn pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « UHTepHeT) (1as1€e€ —
ceTb-UHTEpHET), HEOOXOAUMBIX /1JI51 OCBOEHMS TN CHUILIUHBI.
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http://www.iprbookshop.ru/44181.html
http://www.iprbookshop.ru/44181.html
http://www.iprbookshop.ru/58924.html
http://www.iprbookshop.ru/58924.html

1) CripaBouHO-uH(pOpMaLIMOHHBIN TopTain http://www.consultant.ru/

2) CnpaBouHO-uH(GOPMAIIMOHHBIHN mopTan http://www.garant.ru/

3) DnexTpoHHas HHPOPMAIIMOHHO-00pa3oBareabHas cpeaa «Moodley:
https://moodle.nfygu.ru/course/view.php?id=15751

9. Onucanue MaTepHAJIbLHO-TEXHHYECKOH 0a3bl, HEOOXOAUMOI 1JIsl OCYIeCTBJICHHUS
0o0pa3oBaTeIbHOIO NpoLecca 1o JMCHUIIINHE

Ne Buabl yueOHbIX
n/n 3aHATHI*

HaunmeHnoBanue ayauropui,
Ka0uHeToB, 1a0opaTopuii U mp.

Ilepeyenb 00opynoBanust

JlexuumnoHHbIE
1. | 3aggaTusa

MynbTUMEUIHHBIN KaOMHET

WHTEpaKTUBHAs JOCKa,
HOYTOYK, MyJTbTUMEINIHHBIHA
IIPOEKTOP

CPC

Ka6uuer CPC Ne 402

Kommerorep, noctyn k
WHTEpPHET

10. Ilepeyens HH(POPMALMOHHBIX TEXHOJIOIHH, HCIOJb3yEeMBbIX IIPH OCYIIECTBJICHUH

0o0pa30BaTe/IbHOIO NpoLecca M0 JHCUHUILIMHE, BKJII0Yasi epedyeHb IPOrpaMMHOro odecnedeHust
U HHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

10.1. TTepeuenr nHOOPMAITIOHHBIX TEXHOJIOTHH, UCTIONB3YEMBIX MPH OCYIIECTBICHUN

O6paSOBaTCJIBHOFO rmponecca mo JMCHUIIINHE.

HpI/I OCYHICCTBJICHUHN 06pa30BaTeJ'II>HOFO mnmponecca no AMCHUINIMHE UCIIOJIB3YIOTCA CICAYIONUC

I/IHCI)OpMaHI/IOHHLIe TCXHOJIOI'UH:

1)ucrosnb30BaHNE HA 3aHATUAX JEKTPOHHBIX U3JaHUM (UTEHUE JIEKIUI ¢ NCIIOJIb30BaHNEM CIIalI-
NpEe3eHTAlNH, 3JIEKTPOHHOT0 y4eOHOr o Mocooust), BUEO0- U ayanoMarepuanoB (uepe3 HTepHeT);
2)opraHu3anus B3auMOJICHCTBHUS C 00YyJaIOIIMMHUCS TIOCPEICTBOM JIeKTPOHHOH moutsl U CJ1O

Moodle.

https://moodle.nfygu.ru/course/view.php?id=15751

10.2. T[lepeuens mporpaMMHOTO 0OeCIeueHuUs

He ncnons3yercs

10.3. IlepeueHb HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM

He ucnons3yrorcs.
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http://www.consultant.ru/
http://www.garant.ru/
https://moodle.nfygu.ru/course/view.php?id=15751
https://moodle.nfygu.ru/course/view.php?id=15751

JIUCT AKTYAJIM3AIIMUA PABOYEN NPOT'PAMMBI JIJUCHUILJIAHBI

b1.B./1B.04.02 JlokyMeHTAJbHBI 000POT YNIPaBJIeHUS TPYAOM

YueOubIit BHeceHHbIe H3MEHEHUS [IpenonaBarens IIpoTokon 3acenanus
roJ (®HO) BBITy CKaIOIIEH
kadeapri(naTa,Homep),
®UO 3aB.xkadenpoit,
HOJINCh

B mabnuye yxazvieaemcs monvko xapakmep usMenenull (Hanpumep, usmenenue memvl, CRUCKa UCIMOYHUKO8 N0 meme uiu
MeMam, Cpeocms NPOMEeHNCYmoYHO20 KOHMPOA) ¢ YKa3auuem NYyHKmos paboueii npocpammel. Camo codepicanue
UsMeHeHUll 0POPMAAEMCA NPUTOHCEHUEM O CKEO3HOU HyMepayull.
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