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1. BHelUHwWe TpeboBaHuSA

Tabnuua 1.1

Komnemenyun ®IOC: 1IK.11 Bi1ajeHne HABBIKAMH AHAIN3A HHPpopMAINH 0 PYHKIHOHHPOBAHHH CHCTEMBI
BHYTPEHHET0 IOKYMEHT0000pPOTA OPTAHN3ANAH, BEICHAS 0a3 JAHHBIX 0 PA3/ITTHBIM MOKA3ATEISAM H
(opmupoBannsi HHGpOPMANMOHHOI0 ofeceueHN s YIACTHHKOB OPraHU3AIMOHHBIX IIPOEKTOB; ¢ 4acmu

CEOYIONUX Pe3yAbHIAnI08 O0yUeHUA:

31. 3HaTb 06LLME NPUHLMMBI U COAEPXKaHKE JOKYMEHTOOB0POTA B OPraHM3aLmm

y2. ymMeTb hopMUpoBaTh 6a3y AaHHbIX U paspabaThbiBaTh OPraHWM3aLMOHHO-YNPABNEHYECKYH) JOKYMEHTALMIO C
1CNOo/b30BaHVEM COBPEMEHHbIX TEXHONOIMIA 371IEKTPOHHOTO [IOKYMEHT0060p0Ta

Komnemenyus @IOC: I1K.20 Bnajenne HABBIKAMHA MOAT0TOBKH OPraHA3ANHOHABIX H PACHOPSITATEIHHBIX
JAOKYMEHTOB, He0OX0ANMBIX /115l CO3/IaHUSI HOBBIX MPEANPHHAMATEILCKHX CTPYKTYP; 6 HacHiu C1edyiouux

pe3yrsmamos oGyueHun:

31. 3HaTb nepeyvyeHb N NOPAAOK pa3pa60TK|/| [OKYMEHTOB Mpu co3faHNn HOBOTO 613Heca B COOTBETCTBUM C

JIeNCTBYIOLLE HOPMATMBHO-NPABOBO 6a30M

33. 3HaTb CTaHAapThbl yHVIq)I/ILI'I/IDOBaHHOI\/’I CUCTEMbI OpFaHI/I3aU|I/IOHHO-pﬁCI'IOpFI,qVITEﬂbHOVI OOKYyMEHTaLnn,
e,ﬂ,MHOVI CUCTEMbI TEXHONOTMYECKOIA OOKYMEHTaLU N, NMOCTaHOBJIEHNA, PACNOPAXEHUA, NPUKa3bl, METOANYECKNE
M HOPMaTKBHbIE MaTepPUaibl MO OpraHm3aLlin, HOpMUPOBaHMIO W oniaTe Tpyaa

y1. yMeTb NOCTPOUTL /J'OKyMeHT0060pOT BO BHOBb co3,anaeM0|7| OpFaHI/ISaLl'I/II/I/I'Ipe,CI'I'IpVIFITI/IFl, BK/1HO4asA

pacnopsauTenbHble JOKYMEHTbI

Komnemenyua @IOC: 11K.8 Bi1ajenne HaBbIKAMH JOKYMEHTAILHOT0 odopmiie

HHSI pellle il B yIpaB/JIeHIH

Ol'lepaIlI/IOHHOﬁ (Hl)OH(lBO}lCTBeHHOﬁ) JAEeATECJIbHOCTH opraﬂmauuﬁ pH BHEAPEHNH TEXHOIOIHYECCKHX,
HPOAYKTOBBIX EHHOBaIl,I[f[ NI Opraumm3annoHHbIX ESMeHeHﬂﬁ; & uacmu c.ﬂedymmux pe3yromamoes 06)/"!61{”}1:

y2. YMETb pa3pa6aTb|BaTb opraHnsayMoOHHO-TEXHUYECKYHO 1 OpraHn3alMOHHO-3KOHOMUYECKYHO
OOKYMEHTaL N0 (Fpa(bVIKI/I pa60T, MHCTPYKUMW, N/iaHbl, CMETHI, 6IOA)K6Tbl, TEXHUKO-3KOHOMUMYECKNE
000CHOBaHWS, YaCTHble TEXHWUYECKNE 3a,anI/IFI) M COCTaB/IATb ynpaB/ieH4YeCKYy0 OTYHETHOCTb MO YTBEPXKAEHHLIM

thopmam

2. TpeboBaHust HI'TY K pesynbTaTaM 0CBOEHUSI ANCLUMINHbI

Tabnmuya 2.1
PesynbTaTbl M3yyYeHUs AUCLMMNINHBI M0 YPOBHAM 0CBOEHUS (MMETb dopMbl OpraHusaLnm
npeacTaBfieHNe, 3HaTb, YMETb, BNageTb) 3aHATUI

[loKyMeHTaLMOHHOE 06ecrneyeHe yNpaBneHYeckoi AesTeNbHOCTY

MK.8.y2 ymeTb paspabaTbiBaTb OpraHN3aLNOHHO-TEXHUYECKYHO U

OpraHu3alMoHHO-3KOHOMMYECKYIO IOKYMeHTaUmMIo (rpadiMkun paboT, MHCTPYKLUUN, NaHbl,
CMETbI, GHOIKETbI, TEXHUKO-3KOHOMUYECKME 060CHOBaHMS!, YaCTHble TEXHUYECKUE 3aaHUs)
N COCTaBNSATb YNPaBeHYECKY 0TYETHOCTb MO YTBEPXKAEHHbIM (hopMam

1.ymeTs paspabaThIBaTh OPraHN3AIMOHHO-TEXHUIECKYIO 1
OpTaHHU3aIMOHHO-PKOHOMUHIECKYIO JTOKYMEHTAIHIO (rpahuku padoT, HHCTPYKITHH,
IUTaHBI, CMETHI, OF0/KETHI, TEX HUKO-DKOHOMUYECKIEe 000CHOBAHMSL, JaCTHEIE
TEXHUYECKHUE 3aJAHUS) M COCTABIISTE YIIPAaBICHIECKYIO OTIETHOCTD 110

YTBEPXK ICHHBIM (hopMaM

Nekuun; JlabopaTopHble paboThl;
CamocTosTenbHasa paboTa

MK.11.31 3HaTb 06LMEe MPUHLMNBI U COfepPXXaHe JOKYMEHTO060p

0Ta B opraHmnsayunm

2.3HaTh O0IIMHIE TIPUHITAIIBI B COACPIKaHUC HOKYMGHTOO60pOTa B OpraHu3anumn

Nekuun; JlabopaTopHbIe paboThl;

CamocTosTebHas paboTa

MK.11.y2 ymeTb thopMmmnpoBaTb 6a3y JaHHbIX 1 paspabaTbiBaTb

opraHnsalMoOHHO-yrpas/IEHYECKYHO JOKYMEHTaLNO C UCMOS1b30BaHNEM COBPEMEHHbLIX

TEXHO/OM A 3NEKTPOHHOI0 IOKYMEHT0060p0Ta

3.ymers GopMmpoBath 0a3y JaHHBIX U pa3pabaThBaTh
OpraHH3alMOHHO-YIIPABICHIECKYIO JIOKYMEHTAITHIO ¢ HCIIOIL30BaHuEeM

Jexuwnn; NlabopatopHble paboThl;
CamocTosaTenbHasa paboTa

COBPEMCHHBIX TEXHOJIOTHH BJICKTPOHHOTO [LOKyMeHTOO60pOTa

MK.20.31 3HaTb NepeYveHb M NOPSALOK paspaboTKM JOKYMEHTOB Mp
OM3Heca B COOTBETCTBUM C AACTBYHOLLEN HOPMATUBHO-MPaBOBOW

1 CO34aHNN HOBOIO
6asoin

4.3HaTh IIepedeHb U HOPSJOK pa3palboTKU JOKYMEHTOB IIpU CO3/[aHUH HOBOTO
Ou3Heca B COOTBETCTBHH ¢ JeHCTBYIOMEeH HOpMaTUBHO-TIpaBoBoH Ga3oit

Nekuun; JlabopaTopHbIe paboThl;
CamocTosTenbHasa paboTa




MK.20.33 3HaTb CTaHAAPTbI YHUDULMPOBAHHOW CUCTEMbI
OpraHu3aunMoHHO-pacnopaaMTeIbHON JOKYMEHTaLNN, ANHOM CUCTEMbI TEXHO/IOMMYECKON

[OKYMeHTaLKn, NoCcTaHOB/IEHNSA, PacnopsXXeHNs, NpUKasbl, METOANYECKME N HOPMATUBHbIE
mMaTepuvasbl Mo opraHnsauum, HOpMUPOBAHWIO U oniaTte Tpyaa

5.3HaTH cTAaHJAPTH YHUPUIUPOBaHHON CHCTEMBI
OpraHU3alluOHHO-PACTIOPSTUTENLHOMN JOKYMEHTAIUH, €/[HHON CHCTEMBI
TeXHOJIOTHIECKON TOKYMEHTAITHH, IIOCTaHOBICHMS, pacHOPSIKeHNUS, IIPUKa3H,
METOITIEeCKHE M HOPMaTHBHBIE MaTEPHAIIBI II0 OpraHU3aIii, HOPMHAPOBaHAIO U

oIjiaTe Tpyza

Nekuyun; NlabopaTopHbIe paboThl;
CamocTonTenbHas paboTa

MK.20.y1 ymMeTb MNOCTPOUTb AOKYMEHTO0O0POT BO BHOBb CO3/laBaeMOM
opraHusaunn/npeanpusaTUs, BKAKYasa pacnopsaanTesibHble JOKYMEHThbI

6.yMeTI> TOCTPOUTH ,I[OK_VMCHTOO6OPOT BO BHOBB CO3/IaBaeMoit

OpFHHI/IBaHI/II/I/HpeI[HpI/IHTI/ISI: BKIIIOHAA paciopsATUTECIIbHBIC TOKYMEHTBI

Nekuyun; JlabopaTopHble paboThl;
CamocTosaTenbHas paborta

3. CofiepyXaHue 1 CTPYKTypa y4e6HOI AUCUMNANHbI

Tabnuua 3.1
CcbIIKM Ha
o AKTUBHbIE
Tembl Nekumnit Yacbl pe3ynbTaThl YyebHas aeaTeNIbHOCTb
hopmbl, yac.
06y4YeHuns

CemecTp: 3

AvpakTuueckas eguHuua: MpeaMeT JOKYMEHTALUMOHHOI0 06ecreyeHns yrnpasieHns

1. CopiepXXaHvie 1 OCHOBHbIE
3afa4M JOKYMEHTaLMOHHOIO
obecneyeHns yrnpasneHns

1,2,3,4

3yueHre OCHOBHbIX 3a4a4
AOKYMEHTaLOHHOI0
obecneyeHns ynpasneHus,
KnaccumKkauum JOKYMEHTOB

AnaakTuueckas eanHULA: HopmaTBHO-MeToAMYeCKasi 6a3a AOKYMEHTALMOHHOMO 06ecneyeHmst

ynpas/ieHus

2. HopmatuBHO-meTOANYECKas 6asa

PaccmoTpeHne HOpMaTUBHbLIX

0 2 2,4,5 aKTOB, PerynnpyroLmx

[eN0npon3BoACTBa

[LOKYMEHTOO60POT OpraHu3auum
AngakTnyeckas eguHmua: Cuctembl JOKYMeHTaL MU
3. Cncrema W3yueHne
OpraHm3aLoHHO-NPaBOBOM 0 2 2,4 OpraHm3aLoHHO-NPaBOBOM
[OKYMeHTauum [OKYMeHTauum NpeanpusTus
4. Cuctema pacnopsanTenbHO 0 2 245 W3yueHre pacnopsauTensHol
AOKYMeHTauum T AOKYMeHTaLuM NpeanpusTus
5. Cucrema PaccmoTpeHne
CMPaBOYHO-NHHDOPMALIMOHHO 1 0 2 245 CMPaBOYHO-NHHOPMALIOHHON 1

CMpaBOYHO aHAIMTUNYECKO
AOKYMeHTauum

CMpaBOYHO aHAIMTUYECKO
AOKYMEeHTaLuM NpeanpusTus

AvpakTnyeckas eanHuua: OpraH

n3aums JOKyMeHToo6opoTa

6. OpraHusaums paboTbl ¢
AOKyMeHTaMu

0

4

2,3,4,5

PaccmoTpeHue cuCTeMbI
opraHu3saumm paboTbl ¢
LOKYMEHTaMU MPeanpuaTms

AvpakTnyeckas egnHmua: CrctemaTusaums 1 obecneveHe COXpaHHOCTY JOKYMEHTOB

7. O6Lme TpeboBaHUA K

M3yueHmne 06LImMX TpeboBaHUIA K

cucTemMaTmnsaL M JOKYMEHTOB U 0 2 1,2,3,4,5,6 CHICTEMATI3ALMI [IOKYMEHTOB
(hopmMuUpoBaHMIo aen
W3y4yeHue npouenypbl

86:(([3'\/'8.:'-?:;/!: Efl,gn;lmgepeﬂaqa 0 2 1,2,3,4,5,6 |hopmmpoBaHusa aen, nx

AOKY P XPpaHeHUs 1 rnepeaayvn B apxus

Tabnuua 3.2
AKTUBHbIE CCblikm Ha
TeMbl NabopaTOPHbIX paboT hopmbl, yac Uacbl | pesynbTathbl YyebHas aesaTeNlbHOCTb

06yyeHus




CemecTp: 3

AvpakTnyeckas eguHuua: MpeameT JOKYMEHTALMOHHOI0 o6ecreyeHnst ynpaBieHNUs

1. CoaepxaHuie v 3afaum
[OKYMEHTALMOHHOI0 0becneyeHNs
ynpaB/eHNs

1,2,34

1. PaccMOTpeHre OCHOBHbIX
3afa4 LOKYMEHTaUMOHHOIo
06ecnyeHuns ynpasneHus

2. O3HaKOM/eHWE C YCTaoBM
06LLIeTCBA C OrpaHNYeHHO
OTBETCTBEHHOCTbIO, pasapaboTka
ycTaBa 06LLeTCBa C
OrpaHnYeHHOW
OTBETCTBEHHOCTbIO

AvpakTrnyeckas eagnHuLa: HopmaTMBHO-MeToAMYeCcKasn 6asa JOKYMEHTaLMOHHOIo o6ecrneyeHunst

ynpasneHus

2. HopmatueHO-meTOANYECKas 6a3a
[eNonpoun3BoACTBa

1,2,3,4

1. N3yyeHue
HOPMaTMBHO-METOLNYEHCKOM
6a3bl [,eN0Mpon3BOACTBA.

2. N3yyeHre NpOTOKONOB 06LLMX
cobpaHuii KopnopaTuBHbIX
IOPUANYECKMX NNL,

3. PaspaboTka 1 cocTasneHne
NpoToKo/a 06Lero cobpaHus
00LLIecTBa C OrpaHNMYeHHO
OTBETCTBEHHOCTbHIO

AvpakTnyeckas eagnHuua: CUcTembl JOKYMeHTaLMUK

3. Cuctema
OpraHu3aLoHHO-MPaBOBOA
AOKYMeHTaLUn

1,2,3,4,56

1. PaccMOTpeHme cUCTEMBbI
OpraHu13aLloHHO-NPaBoBOiA
AOKYMeHTaLuM NpeanpuaTus
2. V13yyeHune: NonoxeHui o
CTPYKTYPHOM NoApasfeneHmu,
[OMKHOCTHBIX MHCTPYKLWNIA,
npaswn BHYTPEHHEro TpyA0Boro
pacrnopsagka,

3. Pa3paboTka 1 cocTaBneHune
MOJIOXKEHWIA O CTPYKTYPHOM
nojpasfeneHn, LOMKHOCTHbIX
VHCTPYKLMIA, Npasun
BBHYTPEHHEro TpyZL0BOro
pacnopsgka

4. Cuctema pacnopsauTenbHol
[OKYMeHTaLMM

1,2,3,4,56

1. N3yyeHune cnucTembl
pacrnopsanTenbHOM
[OKYMeHTauum NpeanpusaTus
2. /3y4yeHmne nprkKasos no
OpraH13auMoHHbIM BOMpocam,
CBSA3aHHble C OCHOBHOV
[eATeNbHOCTbI, INYHOMY
cocTasy.

3. Pa3paboTka 1 cocTasneHune
MPK1Ka3oB Mo OpraHM3aLoHHbIM
BOMpoOCam, CBA3aHHbIE C
OCHOBHOW AeATeNbHOCTbIO,
JMYHOMY COCTaBYy.




5. Cucrema
CMpaBoYHO-UH(OPMALMOHHOM 1
CMpPaBOYHO aHA/IMTUYECKOM
AOKyMeHTauum

1,2,3,4,5,6

1. PaccMOTpeHUe CUCTEMBI
CMpPaBOYHO-VH(OPMALMOHHOM 1
CMpaBOYHO-aHA/ITUYECKON
[LOKYMeHTauum

2. V13yyeHvie BUA0B
CMpaBOYHO-MH(OPMALMOHHO
[OOKYMEHTALMN: NPOTOKO/IO0B,
[OKNaAHbIX 3anNnCOK, 3asB/IEHWIA,
npeasioXKeHniA, NpeAcTaBNeHNI,
Tenerpam.

3. Pa3paboTka 1 cocTaBneHune
BUOB
CMpaBOYHO-VH(OPMALMOHHO
[OOKYMEHTALMN: NPOTOKO/IO0B,
[OKNaJHbIX 3aMNnCoK, 3asBIEHNA,
NpeasioXKeHNiA, NpeAcTaBneHNI,
Teferpam.

AvpakTnyeckas eanHuua: OpraH

n3auma JOKymMeHToo6opoTa

6. OpraHusauus paboTsl ¢
[OOKYMeHTaMu

2,3

1. i3yyeHme cuctemsl
[NOKYMeHToO060poTa

2. N3y4yeHune BMAOB
CMNpaBOYHO-aHAINTUYECKNX
[OKYMEHTOB: aKTOB, CNpaBsoK,
CBOJOK .

3. PazapaboTka
CMNpaBOYHO-aHAINTUYECKNX
[OKYMEHTOB: aKTOB, CNpaBsoK,
CBOJOK .

Anpaktuyeckada eagnHuua: CI/ICTeMaTI/IBaLl'I/IFI 1 obecneyeHme COXPaHHOCTWN AOKYMEHTOB

7. O6Lme TpeboBaHUA K

1. N3y4yeHmne obLMX TpebOBaHWi
K perncrpaumm 4OKYMEHTOB,
opraHu3saLyn KOHTPONS 3a Ux

cucTemaTmsalMm JOKYMEHTOB U 4 4 1,2,3,4,5,6 NCHONHEHMEM
(hopmmpoBarnio Aen 2. PacmoTpeHme npoLeaypbl
perucTpaumun gen
1. N3yyeHune npoueaypbl
8. Xparerivie gen v nepepaia 4 4 1,2,3,4,5,6 |(opmmpoBaHnsa aen, nx

[IOKYyMEHTOB B apXViB

XpaHeHuUs 1 nepeayn B apxms

4. CamocTosiTe/IbHas paboTa 06yyatoLLEerocst

CcbINkuM Ha
o Yacbl Ha Yacbl Ha
Ne Buabl caMocToATeNIbHOM paboThbl pesynbTaTtbl
BbIMO/IHEHWE [KOHCY/IbTauuu
00yyeHus
Cemectp: 3
1 [Pr3 1,2,3,4 10 3

: Kypc genonpon3BoacTBa: AOKYMEHTALMOHHOE 06ecned. ynpasn.: Yue6. noc. / M.B.KupcaHosa,
FO.M.AKceHOB - 6 u3g., ucnp. u gon. - M.: HAL, MIH®PA-M, 2014-256¢.: 60x90 1/16 + ( Jon. mar.
znanium.com). - (BO: bakanaspwuar). (m) ISBN 978-5-16-006789-6 - Pexxum goctyna:
http://znanium.com/catalog.php - 3arn. ¢ aKpaHa.

2 |n0,quTOBKa K 3aHATUSM

1,2,3,56

49 4

: Kypc fenonponsBofcTBa: JOKYMEHTaUMOHHOe 06ecned. ynpass.: Yue6. noc. / M.B.KupcaHosa,
HO.M.AKceHoB - 6 13g., ucnp. u gon. - M.: HAL, MH®PA-M, 2014-256¢.: 60x90 1/16 + ( [Jon. mar.
znanium.com). - (BO: bakanaspuar). (n) ISBN 978-5-16-006789-6 - Pexxum gocTyna:
http://znanium.com/catalog.php - 3arn. ¢ akpaHa.




3 |ﬂ,ononHMTeanaﬂ ydebHas AeATeNbHOCTb 1,2,3,4,56 |O 0

: OpraHu3aums caMoCToATeNbHOM paboTbl CTYeHTOB HOBOCUOGMPCKOro rocyjapCTBEHHOr0 TEXHNYECKOro
YHVBEPCUTETA | METOAMYECKOE PyKOBOACTBO / HOBOCKG. roc. TexH. yH-T ; [cocT.: KO. B. HukutuH, T. FO.
CypHuHa). - HoBocnbupcek, 2016. - 19, [1] c. : Tabn.. - Pexxum gocTyna:
http://elibrary.nstu.ru/source?bib_id=vtls000234042

4 |I'Io,qr0TOBKa K atTectauum 1,2,3 |20 |2

. Kypc genonpown3BoAcTea: [OKYMeHTaLMOHHOe obecrey. ynpasn.: Yueb. noc. / M.B.KupcaHosa,
FO.M.AKceHOB - 6 13a., ucnp. n gon. - M.: HALL MH®PA-M, 2014-256¢.: 60x90 1/16 + ( fon. marT.
znanium.com). - (BO: bakanaspwuar). (m) ISBN 978-5-16-006789-6 - Pexxum goctyna:
http://znanium.com/catalog.php - 3arn. ¢ akpaHa.

5. TexHonormna oby4veHuns

[N opraHn3aLum 1 KOHTPO/ISt CaMOCTONTeIbHOM PaboThbl 06YYatOLLIMXCA, & TaKXKe NPOBeAeHUs
KOHCYNbTaLMiA NPUMEHSIOTCS MH(OPMALIMOHHO-KOMMYHUKALIMOHHbIE TexHonorum (Taén. 5.1).

Tabnuua 5.1
JeAatenbHoCTb MHdopmMaLMOHHO-KOMMYHMKALNOHHbIE TEXHO/10r UK
MHopmumpoBaHue e-mail; Cpejia 3neKTpoHHOro 0byyeHus HI'TY
KOHcynbTMpoBaHue e-mail; Cpefia aneKTpoHHOro obyyeHus HIF'TY
KoHTponb Moptan HI'TY; Cpefa aneKTpoHHOro 06yyenns HI'TY
PasmelljeHme y4eoHbIX MopTtan HI'TY; Cpeaa aneKTpoHHOro 06yyeHns HITY
maTepuanos

6. MpaBunna aTTecTayum oby4varoLmMxcs no y4ebHom gucumnanHe

[ns atTecTaumm obyyaroLwmxca no AUCUMNINHE UCNosb3yeTcs 6aIbHO-PeNTUHIOBas CUCTeMa
(BPC), no3sonsoLLas BbICTaBATb OLEHKM MO TPaaULMOHHOM LWKane 1 15-yposHeBoit ECTS.

KpaTkas nHhopmaums o BPC npuseseHa B Tab. 6.1.

Tabnunua 6.1
MuH. o
OueHnBaeMble BUbI AesATENbHOCTY 00yyatoLLmXcs 62 MakcumanbHbI 6ann
CemecTp: 3
Jlexyus: 10 20
Jlabopamopnas: 10 20
PI'3: 20 40

KoHTponupytoLmne MaTepuanbl NPUBOAATCS B "OpraHm3aLms caMoCTosTeNbHOM paboTbl CTyAeHTOB HOBOCUGMPCKOTO rocyjapCTBEHHOTO TEXHUYECKOT0 YHMUBEPCHTETa
MeToAMuecKoe pyKoBOACTBO / HOBOCKG. roc. TexH. YH-T ; [cocT.: tO. B. HukutuH, T. FO. CypHuHa]. - HoBocnbupck, 2016. - 19, [1] . : Tabn.. - Pexxum gocTtyna:

http://elibrary.nstu.ru/source?bib_id=vtls000234042"
10 20

3auem:

KoHTponupytoLme Matepuanbl (CIMCOK BOMPOCOB) NpuBOAATCA B “Kypc [enonponsBoACTBa: 4OKyMeHTaLyoHHoe obecney. ynpass.: Yueb. noc. / M.B.KvpcaHosa,
HO.M.AKCeHOB - 6 u3g., ucnp. u gon. - M.: HALL UH®PA-M, 2014-256¢.: 60x90 1/16 + ( [on. maT. znanium.com). - (BO: bakanaspuar). (n) ISBN 978-5-16-006789-6 -
Pexxum goctyna: http://znanium.com/catalog.php - 3arn. ¢ skpaHa.”

B tabnuue 6.2 npeacTaBneHO COOTBETCTBMUE (HOPM KOHTPOS 3asiBNSIEMbIM TPEGOBAHUAM K
pe3ynbTaTam OCBOEHUSA AUCLMMN/INHBI.

Tabnunua 6.2
Kogpl Dopmbl
KOMMETeH KOHTPO/IA
e PesynbTaTbl 00yyeHUs
L 3awmTa 3
®»roc pr3 | 84T

MK.11 | 31. 3HaTb 06LLMe NPUHLMNBI 1 COLepXKaHMe JOKYMEHTO060poTa B OpraHu3aLmm + +




y2. yMeTb (hopMUpoBaTh 6a3y faHHbIX 1 paspabaTbiBaTb OPraH13aLiOHHO-YMNpaBIeHYeCKYH
[AOKYMEHTALMIO C MCTO/b30BAHMEM COBPEMEHHbIX TEXHOOMWIA 31EKTPOHHOIO + +
[NOKyMeHToo6opoTa

31. 3HaTb nepe4vyeHb 1 NOpPAAOK pa3pa60TKV| OOKYMEHTOB Npu CO34aHNK HOBOIo 6u3Heca B

MK.20 COOTBETCTBUM C AENCTBYHOLLEA HOPMATUBHO-NPABOBOM 6a30i

33. 3HaTb CTaHAAPTbI YHU(MLIMPOBAHHOW CUCTEMbI OpPraHK3aLIOHHO-PAcNoPSAANTENLHON
[OKYMEHTaLUM, eIMHOM CMCTEMbI TEXHOIOTMYECKOM JOKYMEHTALMW, MOCTaHOB/EHNS,
PaCcropsHKeHMs, NPVKa3bl, METOAMYECKME N HOPMATHBHbIE MaTepUasbl N0 OpraHu3aLum,
HOPMVPOBAHWIO 1 OnJiaTe Tpyaa

y1. yMeTb NOCTPOUTb [JOKYMEHTOOG0POT BO BHOBb CO3/1aBAEMOIi OpraHM3aLmMm/npeanpusTus,
BK/IK0Yas pacnopsanTeNbHbIe AOKYMEHTbI

y2. yMeTb pa3pabaTbiBaTb OPraHWU3aLOHHO-TEXHUYECKYH U
OpraHu3aLMOHHO-3KOHOMUYECKYHO AOKYMEHTaLMIO (rpadnKn paboT, MHCTPYKLMA, NNaHb,
CMETbl, 6HO[YKETbI, TEXHUKO-3KOHOMMWYECKIE 06OCHOBaHWS, YaCTHbIE TEXHUYECKIE 3a4aHus) U
COCTaB/ISTb YNPaB/IEHYECKYIO OTYETHOCTL MO YTBEPXKAEHHBIM (hopMam

MK.8

®OH/ OLEHOYHBIX CPEACTB MO AMCLMMIIMHE NPeACTaBNEH B NPUnoXeH Ne 1 K paboyel
nporpamme.

7. lutepatypa

OcCHOBHas nuTepaTypa

1. beikoBa T. A. JlokymeHTalMoHHOE OOecrieueHre yrpaBiaeHus (IeIonpou3BOACTBO) : yueo.
nocobue / T.A. BrikoBa, T.B. Ky3uenosa, JI.B. Cankuna. — 2-¢ usn., nepepad. u morn. — M. :
HUHO®PA-M, 2017.— 304 ¢. + Jon. matepuasl [ DIeKTPOHHBINA pecypc; Pexum nocryma
http://www.znanium.com]. — (Beiciiee oOpasopanue: bakanaspuar).
2. JlokymeHTanmoHHOe obecrneueHune ynpaeienus: Yueonoe nmocodue/l maguitE. B. - M.: U1
PHUOP, HULL UH®PA-M, 2016. - 249 c.: 60x90 1/16. - (IIpodeccnonanproe 00pa3oBaHe)
(ITeperuiét) ISBN 978-5-369-01042-6 - Pexxum moctyma: http://znanium.com/catalog.php - 3aru. ¢
IKpaHa.
3. Opranu3anusi AeJ0NpPON3BOACTBA U MEPCOHATBHBINA MEHEKMEHT. IIPUMEHEHNE KOMITBIOTEPHOTO
TpeHuHra . yuebnoe nocodue / . H. Bacunbesa [u ap.]. - Mockea, 2014. - 102, [1] ¢. : wun., Tabm. +
1 CD-ROM.
4. Kysnenor U. H. JlokymeHTanmonHoe obecriedeHre ynpasjieHus U AeJIOMPOU3BOACTBO | yUeOHUK
st Oaxanaepos / . H. Kysuenos. - Mocksa, 2015. - 576 ¢.. - KH. noctyrHa B 3JIeKTPOH. OHOJI.
cucteme biblio-online. ru.

JononHnTensHaa nuTepaTypa
1. bapuxun A. b. Jlenonpou3BoACTBO U JOKyMEHTOOOOPOT [ DNEKTPOHHBIN pecypc]| : MpaKTHYECKOe
nocobue / A. b. bapuxusn. - M., 2010. - 1 snextpon. ont. muck (CD-ROM). - 3arn. ¢ koHTeiiHepa. -
Ha sTukeTke Aucka aBT. HE YKa3aH..
2. bacaxos M. H. Jlenonpon3BoncTBo (AOKyMeHTAlMOHHOE 00ecTieueHNe YIIPABJICHHSI HA OCHOBE
I'OCT P 6.30-2003) : yueOHOe mocobue : [mist yapekaeHu CpeaHero npodeCcCHOHATBHOTO
obpasosanwsi| / M. K. Bacakos. - M., 2012. - 346, [1] ¢. : Tabm.
3. Bacakos M. U. Jlenonpoussonactso : koHcnekT jgexmuii / M. Y. Bacakos. - Poctos-Ha-/{oHy,
2009. - 192 ¢. : ni., TaduI.
4, bauuno U. JI. UudopmarmoHHoe mpaso ;| yueOHUK [ist By30B : [ crienmasnbHbiii kype| / W, JL

Bauuno ; Uu-1 rocymapcta u pasa Poc. akan. Hayk, Akazn. nmpaBoBoi yH-T (MH-T). - M., 2009. -
454 c.




5. Kucenes A. I'. Ilponuecchl B IOKyMEHTOOOOPOT MPOMBIILIEHHOTO TIPEANPUITHS Kak OCHOBA JIJIsI
aBromarusauuu [ERP] [Dnextponnsiii pecypce] : yuebHoe nocodue / A. I'. Kucenes ; HoBocub. roc.
TexH. yH-T. - HoBocubupck, [2011]. - Pexum mocryma:
http://elibrary.nstu.ru/source?bib_1d=vtls000160891. - 3arx. ¢ sxpaHa.

6. Kysnenor U. H. JlokymeHTarmonHoe obecriedeHre ynpasaeHUs U ASJIOMPOU3BOACTBO | yUeOHUK
JUTSI BBICIIUX U CPEIHHX CrelHabHbIX yueOHbix 3aBenenuii / M. H. Kysneros. - Mocksa, 2010. -
576 c. : Tabmn.

VIHTepHeT-pecypchbl

1. KoncynwsrantlInroc [DnekTpoHHbIi pecypc] : cripaB.-mpaBoBas cuctema. - Mocksa, 1997—2017.
- Pexxum mnocryna : http://www.consultant.ru/. - 3ar. ¢ sxpaHna.

2. OBC HI'TV : http://elibrary.nstu.ru/

3. TAPAHT.PY [DnextponHsIii pecypc] : uapopMauoHHo-paBoBoi moprai. - OO0 "HIII
"TAPAHT-CEPBHUC", 2017. - Pexxum noctyma : http://www.garant.ru/. - 3arj. ¢ skpaHa.

4. OBC «M3narenscteo Jlaney : https://e.lanbook.com/

5. JlokyMeHTanmmoHHOEe oOecrneueHre yIrpaBlieHus [ DIeKTpOHHBIN pecypc|: YuebHoe
niocobue/I'mamuii E.B. - Mocksa: U] PUOP, HUILT UH®PA-M, 2016. - 249 ¢. - Pexxum gocTyrna :
http://znanium. com/catalog. php?bookinfo=468335. - 3arn. ¢ sxpana.

6. Pasmopoxssiii A. A. JlokyMeHTHpOBaHHUE YITPABJIEHYECKOH eI TeIbHOCTH [ DIEKTPOHHBIH
pecypc]: YuebHoe mocobue/Pasmoposxusiii A. A. - Mocksa : HUIL HH®PA-M, 2016. - 304 c. -
Pesxxum nocryma : http://znanium. com/catalog. php?bookinfo=542806. - 3arn. ¢ sxpana.

7. beikoBa T.A. JlokymeHTarmoHHoe obecrieueHne yrpaBaeHus

(memonpon3BoncTBO)[ DekTpoHHsIi pecypc] : yued. mocodue / T.A. brikosa, T.B. Kysuenosa, JI.B.
CankwuHa. - 2-e usn., nepepad. u mon. - Mocksa : UH®PA-M, 2017.- 304 ¢. - Pexxum moctyna :
http://znanium.com/catalog. php ?bookinfo=762591anium.com].- 3ary. ¢ sxpana.

8. OBC IPRbooks : http://www.iprbookshop.ru/
9. BBC "Znanium.com" : http://znanium.com/
10.

8. MeTonuyecKoe 1 NPorpaMMHoe obecrneyeHume

8.1 MeToaunyeckoe obecneyeHune

1. Kypc menonpon3BoAcTBa: JOKyMEHTAIIMOHHOE o0ecred. yrpasiL.: Yued. moc. / M.B. Kupcanosa,
FO.M. AkcenoB - 6 u3n,, ucrp. u gomn. - M.: HUL] UH®PA-M, 2014-256¢.: 60x90 1/16 + ( Hor.
mar. znanium.com). - (BO: bakanaspuar). () ISBN 978-5-16-006789-6 - Pexum nocryma:
http://znantum.com/catalog.php - 3aru. ¢ sxpana.

2. Opraausaiusi CaMOCTOATENBHOM paboThl cTyneHToB HOBOCHOMPCKOro rocy1apCcTBEHHOTO
TEXHHYECKOTO YHUBEPCHUTETA | MeTOnHUYeCKoe pykoBoncTso / HoBocu®. roc. TexH. yH-T ; [cocT.: FO.
B. Huxutun, T. YO. Cypaunal. - HoBocubupck, 2016. - 19, [1] c. : Tabn.. - Pesxum goctyna:
http://elibrary.nstu.ru/source?bib_1d=vtls000234042

8.2 Cneunanm3nposaHHoOe NporpaMMHoe obecrneyeHve
1 CIIC "T'apanat”
2 Office



9. MaTepunasibHO-TEXHUYECKOE obecneyeHue

IMpe3eHTaLMOHHOE 060pY0BaHEe

Ne HaunmeHoBaHue Ha3HaueHue

1 |lpe3eHTaLMOHHOE 060pYyOBaHME [ns [emMoHCTpauum cnainfgos BO BpeMS
(MynbTUMeAMa-NPOEKTOP, 3KPaH, KOMMbIOTEP |NeKLMiA
AN15 yNpaBneHns)




denepanbHOE rOCyIapCTBEHHOE OIOPKETHOE 00pa30BaTENIbHOE YUPEkKACHUE
BBICLIETO 00pa30BaHUs
«HoBocubupckuii rocy1apCcTBEeHHBI TEXHHUECKUH YHUBEPCUTETY

Kagenpa menemxmenTa

“YTBEPXJIAIO”

JNEKAH ®b

1.3.H., mpodeccop M.B. Xaiipymimna
(13 2 r.

O®OH/] OUEHOYHLBIX CPEJICTB

YYEBHOU JUCHUTNJIAHBI

JJoxkyMeHTAIIlMUOHHOE 00ecneYeHre YIPABJIeHYECKO AesITeJJbHOCTH
ObpasoBatenpHas nporpamma: 38.03.02 MenemxMeHT, mpopuiib: MeHeKMEHT OpraHUu3aIiu

Hosocubupck 2017



1. OO0001meHHas CTPYKTYPA (POHIA OLEHOYHBIX CPEICTB YUeOHOM THCUMILINHBI
OO6o006meHHas cTpykTypa (oHAa OLEHOYHBIX CPEACTB MO JAUCHUIUIMHE JloKyMeHTaluoHHOE
obecrnieueHne yrpaBIeHUECKOH AeaTeTbHOCTH pruBeneHa B Tabmnwuie.

Tabnuna
JTanbl OLEeHKH KOMIIeTeH uii
IHoka3zarenu
c()OPMHPOBAHHOCTH Meponpusitust
Popmupyemsie KOMIIeTeHIuii TeMmbI TeKyIIero IIpomeikyTouHast
KOMITETeritH (3HaHMs, yMeHUsl, KOHTPOJIS aTTecTanus (3K3aMeH,
HABBIKH) (kypcoBoii mpoexT, 3a4eT)
PI'3(P) u np.)
TIK.11/UA Bnazmenue (31. 3HaTH 00IIHE HopmaTuBHO-MeTOAMYECKAs PI'3, pa3genst 1-5 |3ager, Bompocs!
HaBBIKAMU aHAIHM3a  |[IPUHITUIIEI U 6a3a gemornpon3BoacTBa OOmue 1,2,4,8,9,11,12
nHQOpMAIHN O collepKaHne TpeOOBAHUS K CHCTEMATH3AIIH
(hYHKIMOHUPOBAHUH | TOKYMEHTOO0OPOTa B | TOKYMEHTOB U ()OPMHPOBAHUIO
CUCTEMBI OpTraHU3aIIH nen Opranu3ams paboTHI ¢
BHYTPECHHETO nokymenramu Crucrema
JIOKyMEHTO0000poTa OpraHU3aI[MOHHO-TIPABOBOM
OpraHU3aIHH, nokymeHraryu Crucrema
BeZIeHUs 0a3 JaHHBIX pacnopsauTeIbHOU
IO pa3JINYHbIM JOKYMCHTallun CI/ICTeMa
MOKa3aTessIM 1 CIPAaBOYHO-UH(DOPMAITUOHHON U
(dhopmMupoBanus CIPABOYHO aHATUTUICCKOI
HHPOPMAIMOHHOTO nokymerrarun CopepikaHue u
obecrieyeHUs 3a[1a9d TOKyMEHTAIlHOHHOTO
YYaCTHHKOB obecriedeHHs yIIpaBICHAS
OpTraHU3AIOHHBIX CopneprkaHrie U1 OCHOBHBIC
MPOEKTOB 3a[1a49d TOKyMEHTAIlHOHHOTO
obecrieueHus! ynpaBieHus
XpaHeHue Jell U nepegada
JOKYMCHTOB B apXWB
IK.11/1A y2. yMeTh Oo1urue TpeOoBaHUs K PI'3, pasaenst 1-5 |3adger, Bompocs! 4, 22,
(dbopmupoBath 0a3y  |cucTeMaTH3aluK JOKYMEHTOB M 23,24,25
JTAHHBIX U (dbopMHpOBaHUIO e
pa3pabaTbIBaTh Opranuzanus padoThI ¢
OpraHU3aIOHHO- nokymenramu CojepixkaHue u
YIPaBICHICCKYIO 3a[1a4d TOKyMEHTAIlHOHHOTO
JOKYMEHTAITHIO C oOecriedeHHs yIIpaBICHUS
HCTIOJIb30BaHUEM CopneprxaHrie ¥ OCHOBHBIC
COBPEMEHHBIX 3a[1a4d TOKyMEHTAIlHOHHOTO
TEXHOJIOTH oOecriedeHHs yIIpaBICHUS
AIIEKTPOHHOTO XpaHeHue el U rnepepada
JOKyMEHTO000pOTa  |JOKYMEHTOB B apXUB
TIK.20/I1 Bnagenue |31. 3HaTh nepedeHs u | HopMaTHBHO-METOUUECKAS PI'3, pa3aenst 1-5, |3ager, Bompocst 8,9,
HaBbIKaMU MIOPSZIOK pa3paboTku |06aza genonpoun3BoacTea O0mime 10,11,12,13,14
IIOATOTOBKH JOKYMCHTOB IIpU Tpe6OBaHI/I$I K cucreMaru3anmuu
OPraHU3alMOHHBIX U |CO3aHUU HOBOTO JOKYMEHTOB U ()OPMHPOBAHUIO
pacropsIuTeNbHEIX |OU3HECa B nen Opranu3aryst paboThI ¢
JIOKYMCHTOB, COOTBETCTBUH C nokymenramu Crucrema
HEOOXOUMBIX U1 | IEHCTBYIOIIEH OpraHU3aIOHHO-TIPABOBO
CO3/IaHUs HOBBIX HOpPMaTHBHO- nokymeHranuu Crucrema
TpeNPUHIMATEIBCK |IPaBOBOM Oa3oi pacmopsIUTeabHOM
UX CTPYKTYP nokymeHranuu Crucrema
CIpaBOYHO-MH(DOPMAITMOHHON 1
CIIPAaBOYHO aHATUTUYECKOU
JOKyMEHTalIu CO}lep)KaHI/Ie )5
3aj][a4u JOKYMEHTAIIMOHHOTO
oOecriedeHns yIpaBIeHUS
CopepxaHre 1 OCHOBHBIC
3a/1a4d JIOKyMEHTAIlHOHHOTO
o0ecrieueHHs YIIPaBICHUS
XpaHeHue Jen U nepeaada
JIOKYMECHTOB B apXUB




IK.20/11

33. 3HaTh CTaHJAPTHI
YHUPHUITUPOBAHHOM
CHCTEMBI
OpTraHM3aIMOHHO-
pacropsiANTEIbHON
JOKYMEHTAITIH,
€IJMHOM CUCTEMBI
TEXHOJIOTHYECKOU
JIOKyMEHTAIUH,
[IOCTaHOBJICHHUS,
pacnopsiKeHus,
MIPUKA3bI,
METOIMYECKHIE U
HOpMAaTHBHBIC
MaTepHaIIbI IO
OpTaHU3aIH,
HOPMHPOBAHUIO 1
omare Tpynaa

HopmaTuBHO-MeTOAMYECCKAS
6a3a nenornponsBocTea Oo0mue
TpeOOBaHMUs K CUCTEMATH3ALIUH
JOKYMEHTOB U (hOpMHPOBAHHIO
nen Opranuzanus paboTs ¢
nokymenramu Crucrema
OpraHU3aI[MOHHO-TIPABOBOM
nokymeHraryu Cucrema
pacopsIUTeIbHOMN
nokymenraruu Crucrema
CIPAaBOYHO-UH(DOPMAITUOHHON U
CIPABOYHO aHATUTUYCCKOMN
JOKyMEHTAIMU XpaHeHHe el 1
nepeada JOKYMEHTOB B apXHB

PI'3, paznenst 1-5

3ayer, Bompocs! 14-25

[K.20/T1 yl. ymeTb noctpouts [OOmue TpeboBaHUS K PI'3, paznensr 1-5  |3auer, Bompockr 14-25
JOKyMEHTOO0O0POT BO |CHCTEMaTH3aLUH JOKYMEHTOB U
BHOBB co31aBaeMoii | (opmupoBanuto nen Cucrema
OpraHU3alUH/TIPEAIp |OpraHU3alIOHHO-IPAaBOBOM
USTHS, BKITIOYAs nokymeHraimu Cucrema
pacropsiIUTeNbHBIE | PACHOPSAUTEIHLHOM
JOKYMEHTBI JnokymeHTtamu Cuctema
CTPaBOYHO-MH(POPMAIIHOHHON 1
CIIPaBOYHO AaHATUTHIECKON
JOKyMEHTAIMN XpaHeHHE e U
repesiada IOKYMEHTOB B apXHB
[IK.8/OY Bnanenne |y2. yMeTh HopmartuBHo-mMeToanueckas PI'3, pa3gensl 1-5  |3ager, Bompocs!
HaBBIKAMU pa3pabaTeIBaTh 6a3a gemornpoun3BoacTBa OOmme 8,9,10,11,12
JOKYMEHTAJIBHOTO  |OpraHU3aluOHHO- TpeOOBaHUs K CUCTEMAaTH3aLUH
odopmitenns TEXHUYECKYIO U JIOKyMEHTOB U (hopMHPOBaHHIO
peuieHuii B OpraHU3aIOHHO- nen Cuctema opraHu3alliOHHO-
YIpaBJICHUH HSKOHOMHUUECKYIO MIPaBOBOM JTOKYMEHTALIUU
OIIEpallMOHHOMI JIOKYMEHTALUI0 Cuctema pacnopsiuTeIbHON
(npousBozcTBeHHON) |(Tpaduku padoT, noxymeHraruu CopepkaHue U
JeATeIbHOCTH WHCTPYKIIMH, TUIAHBI, |OCHOBHBIE 3a7a4H
OpraHM3aIi TpH CMETBI, OI0/IKETHI, JOKyMEHTAI[HOHHOTO
BHEJIPEHUN TEXHHKO- obecrieueHns! ynpaBieHUs
TEXHOJIOTHYECKHX, |9KOHOMHYECKHE XpaHeHue Ael U rnepepava
MPOYKTOBBIX 000CHOBaHMS, JOKyMEHTOB B apXUB
WHHOBAIMH HITH YacTHbIE
OpPTraHM3al[MOHHBIX | TEXHUYECKHUE
U3MEHEHUH 3aaHuA) U
COCTaBIISTh
yIIPaBJIEHYECKYIO
OTYETHOCTH 110
YTBEPKIEHHBIM
dopmam

2. MeToauKa OLeHKH ITanoB (OPMUPOBAHUS KOMIIETEHIMII B pAMKaX AMCUMILINHBI.

HpOMe)KYTO‘-IHa}I arrecTaud 1o JUCHUIINIMHEC MPOBOJUTCIA B 3 CCMCECTPE - B (bopMe 3a4cTa, KOTOpBIfI

HanpasJieH Ha olleHKY cpopmupoBanHocTu komnetenuuit [1K.11/1A, ITK.20/11, I[1K.8/0V.

3ayet mpoBOJIUTCS B YCTHOM (opme.

3aueT mNpPOBOAUTCA B YCTHOM (opme,

COOTBCTCTBYIOIIHUX KOMIIETCHITUM

Kpome Toro, chopMupoBaHHOCTh KOMIETEHIUI TPOBEPSETCS MPHU NMPOBEJCHUN MEPONPHUITUN TEKYILEro

KOHTPOJISA, YKa3aHHBIX B Tabymiie pazaena 1.

B 3 CCMECTPEC 00s13aTCILHBIM JTAalOM TeKymeﬁ aTTeCTallun ABJIACTCA pvaeTHO-Fpa(I)I/I‘-ICCKOG 3aJaHuc

MO3BOJIAIOIIEH OLIEHUTh IMOKa3zaTenu CcHOpMHUPOBAHHOCTH




(pabota) (PI'3(P)). TpeboBanus k BeimonHenuto PI'3(P), cocTaB u mpaBuia onieHKU CPOPMYTHUPOBAHBI B
nacriopte PI'3(P).

OO0u1me npaBuiia BEICTABJICHUS OLICHKHU I10 AUCLHUILIMHE ONPEACIAIOTCS O0aiIbHO-PEUTHHTOBOW CUCTEMOMH,
MIPUBEJICHHOM B paboyeil mporpaMMe TUCITUTIITUHBI.

Ha ocHOBaHWM TpHUBEIEHHBIX Jaliee KPUTCPUEB MOXKHO ClIelaTh OOIMIMK BHIBOJ O C(HOPMHPOBAHHOCTHU
komrerennmii [1K.11/1A, TIK.20/T1, TTK.8/0OVY, 3a koTOpble OTBEYAET TUCIUILINHA, HA Pa3HBIX YPOBHSIX.

OO0mas xapakTepucTHKA YPOBHeH 0CBOCHHUsI KOMIIeTEeHIHIA.

Hu:ke moporoBoro. YpoBeHb BBINIOJHEHHS Pa0dOT HE OTBEYaeT OOJIBIIMHCTBY OCHOBHBIX TpeOOBaHUH,
TEOPETUYECKOE COJIEP’KaHNE Kypca OCBOCHO YaCTHYHO, IPOOEIBI MOT'YT HOCHTH CYIIIECTBEHHBIH XapakTep,
HE0O0XOIMMBbIE TPAKTHYECKUE HABBIKK PAOOTHI C OCBOCHHBIM MAaTEpHAIOM C(OPMHUPOBAHBI HE JOCTATOYHO,
OOJIBIIMHCTBO MPEIYCMOTPEHHBIX IMPOrpaMMON OO0ydeHHs y4eOHBIX 3aJaHUil HE BBINOJIHEHBI HIIH
BBIIIOJIHEHBI C CYIIECTBEHHBIMHU OIINOKaMHU.

IMoporoBblii. YpoBeHb BBIIOJHEHUS pPAa0OT OTBeYaeT OOJBIIMHCTBY OCHOBHBIX TpeOOBaHUA,
TEOPETUYECKOE COJEPKaHNe Kypca OCBOEHO YaCTUYHO, HO MPOOEIIbl He HOCAT CYIIECTBEHHOTO XapaKTepa,
HEOoOXOIMMbIE TIPAKTUYECKHE HABBIKM Pa0OTHI C OCBOCHHBIM MaTepUajoM B OCHOBHOM C(OPMHPOBAHEI,
OOJIBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMoii 00ydeHusl yu4eOHBIX 3aaHuil BBHIITOJHEHO, HEKOTOPHIC
BU/IBI 331aHUH BBITTOJIHEHBI C OIIMOKAMHU.

ba3oBnbIii. ypOBeHL BBINIOJIHCHU A pa60T OTBCYa€T BCCM OCHOBHBIM Tpe60BaHI/I$IM, TCOPECTUUCCKOC
COACPIKAHUC KYpCa OCBOCHO ITOJIHOCTBIO, 0e3 HpO6CHOB, HCKOTOPLIC NPAKTHYCCKUC HABBIKKU pa6OTBI C
OCBOCHHBIM MAaTrcpuajioM C(l)OpMI/IpOBaHbI HEOOCTATOYHO, BCC MPECAYCMOTPCHHBIC IIPpOT paMMOﬁ O6y‘leHI/IH
y‘le6HbIe 3aJaHus BBIIIOJIHCHBI, KAYCCTBO BBIIIOJHCHHA HH OJHOI'O M3 HHUX HC OLICHCHO MHHHMAJIbHBIM
YHUCJI0OM 6aJ'IJ'IOB, HCKOTOPLBIC U3 BBIITOJIHCHHBIX BaﬂaHHﬁ, BO3MOXHO, COACPIKAT OIIINOKH.

IIpoaBuHYTBINH. YPOBEHb BHIIOIHEHHUS Pa0OT OTBEYAET BCEM TPEOOBAHUSAM, TEOPETUUECKOE COJIEPIKaHUE
Kypca OCBOEHO IOJHOCTBIO, 06€3 MpoOeoB, HEOOX0MMbIE PAKTUYECKUE HaBBIKM pabOThl C OCBOEHHBIM
MaTepuajoM Cc(HOpPMHUpPOBaHbI, BCE MPEIyCMOTPEHHbIE MPOTrpaMMOi 0O0ydeHusi y4yeOHble 3alaHus
BBITOJIHEHBI, KAUECTBO MX BBIIOJHEHHSI OLIEHEHO YHUCIIOM OaljioB, OJU3KUM K MaKCUMAaJIbHOMY.



DenepanbHOE TOCYAaPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICITIETO OOpa30BaHUs
«HoBocuOupckmii rocy1apcTBEHHBIN TEXHHYECKUI YHUBEPCUTET)»

Kadenpa menemxmenTa

IHacnopr 3a4era

10 AUCIMIUTMHE «/]0KyMeHTannoHHOE 00ecrieYeHne yIpaBIeHYeCKOH NeITeIbHOCTHY, 4
cemecTp

1. Meroauka oneHKH

3aueT MPOBOAMTCS B YCTHOM (mMChbMeHHOHM) ¢opme, mo Ouneram (tectam). bumer
(dopMupyeTCs TIO CIISTYIOIIEMY TIPABIUTY: TIEPBBIA BOIIPOC BEIOMPACTCS U3 IMara3oHa Bonpocos 1-13,
BTOPOH BOIMPOC U3 JMaria3oHa BorpocoB 14-25(crucok BOMpPOCOB MpHBENEH HIKE). B Xoxe 3auera
IperoaBaTesb BIPaBe 3a/1aBaTh CTYICHTY JIOMOTHUTEIBHBIE BOIIPOCKH M3 00IIero nepedns (1. 4).

dDopmMma Guiera 1yis 3aueTa

HOBOCUBUPCKUI I'OCYJAPCTBEHHbBIN TEXHUYECKUI YHUBEPCUTET
®akynereTr Pb

Bbuier Ne
K 3a4eTy Mo JUCHUILINHE «/|oKyMeHTallMOHHOE O0ecTieueHre yIpaBIeHYECKOM
NEATEILHOCTI

1. Bompoc 1. IIpenmer, conepxanue u 3anaun JJOVY.

2. BOHpOC 2. IToaroroBka u nepeadya JOKYMCHTOB Ha apXUBHOC XPaHCHUC.

CocraButens | Honros A. C.
3aBenyromnuii kadeapoi

Lo#t M. E.
« » 20 r.

2. Kpurepum ouenku

* OtBer Ha Ouser (TecT) /UIA 3a4YeTa CUMTACTCS Hey/AO0BJIeTBOPUTEIbHBIM, €CIM CTYIEHT NpHU
OTBET€ Ha BOIPOCHI HE €T ONpEACICHU OCHOBHBIX IOHSATHH, HE CIIOCOOCH MOKa3aTh
MIPUYHUHHO-CJICICTBEHHBIC CBSI3H SIBJICHHM, OTUOKH, OI[EHKA COCTaBIsACT 9 6an1086.

* Ortser Ha OwieT (TecT) AU 3aUeTa 3aCYUTHIBACTCS HAa MOPOrOBOM YPOBHE, €CIIHM CTYACHT NpH
OTBETE€ Ha BOIPOCHI JIAET OIPEICTICHHE OCHOBHBIX TOHSTHH, MOXET IOKa3aTh MPHYUHHO-
CJICZICTBEHHbBIE CBSI3U SIBIICHUH, , OlleHKa cocTaBiseT 10 bannos.

* OrtBer Ha 6user (TecT) Ui 3ayeTa OWJIEeT 3aCYMTHIBAETCSl Ha 0A30BOM YpOBHE, €CIU CTYJIEHT
Ipy OTBETE Ha BOIPOCH (HOPMYIHPYET OCHOBHBIE MOHSATHS, 3aKOHBI, JACT XapPAKTEPHUCTUKY
IPOLIECCOB, SIBICHHH, TPOBOJUT AaHANIW3 TPUYUH, YCIOBHH, MOXET TIPEICTaBUThH
Ka4eCTBEHHBIE XapaKTEPUCTUKHU MPOLIECCOBOIICHKA cocTaBiseT 11-15 bannos.



* Ortser Ha Owmier (TecT) Jyisi 3adeTa OWJIET 3aCUMTHIBACTCS HAa MPOABHHYTOM YPOBHE, €CIH
CTYICHT IpU OTBETE€ Ha BOIPOCHI MPOBOJUT CPABHUTENIBbHBIM aHANU3 MOAXOAOB, MPOBOAUT
KOMILJICKCHBIM aHaJ M3, BBIBISIET MPOOJIEMBI, MpEeAiaraeT MEXaHW3Mbl PEHICHUs, CIIOCOOCH
MPEICTaBUTh KOJMUYECTBECHHBIC XapaKTEPUCTHKH OMPENENICHHBIX MPOIECCOB, NPUBOIUT
KOHKPETHBIE TPUMEPBI U3 MIPAKTUKH, , OIIEHKa cocTaBisieT 16-20 bannos.

3. IlIkana oneHKH

PeATHHT CTYJCHTOB 1O AWUCLMIUIMHE SBISCTCS OCHOBOIl AJIS BBICTABICHHS MTOTOBOI OLCHKH 11O AUCLMIUIMHE B «OYKBEHHOM»
¢dopme B coorBercTBUH € 15 ypoBHeBOil cucTeMmoit mkamoi omenok ESTC, a Tawke B TpPaAULMOHHON (opme
(JeThIpexypOoBHEBasl IKaja, JHO0 3a4TEHO)

XapaxTepucTiKa paboTHI CTyIeHTa Hunamazo | Ouen | TpagummoHHas (4-
H OaJutoB Ka | ypoBHEBas) IKaja
peiitnara | ESTC | onenok

«OTnuyHO» - PaboTa BHICOKOTO KAUECTBA, YPOBEHb BHIMIOJHEHUS OTBEYACT BCEM
TpeGOBaHUAM, TEOPETHUECKOE COJEPXKAHHE Kypca OCBOCHO MONHOCTHIO, 6e3 A+
npo6esioB, HEOOXOIAWMBIE TEOPETHYECKHE HABBIKA pPa0OThl C OCBOEHHBIM
MarepHaioM c(HOPMUPOBAHbI, BCE HPEIYCMOTPEHHBIE MPOrPAaMMON OOyYeHHs
yueOHbIE 3aJaHUS BBHIOJHEHbI, KAYECTBO HMX BBIIOJHEHHUsS OLEHEHO YHCIIOM
0aJIoB, OJM3KHM K MaKCUMAIIbHOMY

90-100 A OTJIIMYHO

«Od4eHp xopomio» - paboTa Xopollas, YPOBCHb BBINOJHCHHUS OTBEYACT
OONBIIMHCTBY TPeOOBaHMIA, TEOPETHUECKOE COJACPKAHHE Kypca OCBOCHO B+
MOJHOCTHIO, 0e3 MpoOesoB, HEOOXOMUMBIE MPAKTHUECKHE HABBIKM pPabOTHI ¢
OCBOCHHBIM MAaTepHalOM C OCHOBHOM C()OPMHPOBAHBI, BCE MPEIYCMOTPEHHBIE
nporpaMmoit o0ydeHus ydeOHbIEe 3aJaHUs BBIMOIHEHBI, KAYE€CTBO BBITOJTHEHUS 80-89
OOJBIIMHCTBA M3 HUX OLIEHEHO YHCIIOM 0aJIOB, OJM3KHM K MAKCUMAIBHOMY

«XOopoI1io» - YpPOBEHb BBIMOJHEHHUS PabOTHl OTBEYACT BCEM OCHOBHBIM Xopouio
TpeOOBaHMsAM, TEOPETHYECKOe COJIep)KaHHe Kypca OCBOGHO IOJHOCTHIO, 0e3 C+
MpoOeioB, HEKOTOPbIC MNPAKTHYSCKUE HABBIKM pPa0OTBI C  OCBOCHHBIM
MarepuaioM  cHOPMHPOBaHBI ~ HEAOCTATOYHO, BCE  MPEAYCMOTPEHHBIC
MporpaMMoii  00ydeHUsl yueOHBIC 3aJaHUs BBITIOJIHEHBI, KAUECTBO BBIMOJHECHUS
HH OJHOTO W3 HUX HE OICHEHO MHHHUMAJbHBIM KOJWYECTBOM OailioB,
HEKOTOPBIE U3 BHITOJIHEHHBIX 3aIaHUH, BO3MOXKHO COJIEPKAT OMINOKH

OHJLlheE

70-79 C

«Y IOBIETBOPUTENHHOY - YPOBEHD BBIIIOIIHEHHS PA0OTHI OTBEUAeT OOJIBIINHCTBY
OCHOBHBIX TpeOOBaHMI{, TEOPETHIECKOE COJEpKaHUE Kypca OCBOEHO YaCTHIHO, D+
HO TIPO0EINTBI He HOCST CYIIECTBEHHOTO XapaKTepa, HeOOXOANMbIE MPAaKTHIECKHe
HaBBIKK PabOTBI C OCBOEHHBIM MAaTEpPHAJIOM B OCHOBHOM C(HOPMHUPOBAHEI,
OOJIBILIMHCTBO MPEIyCMOTPEHHBIX IMPOrpaMMoi 00ydeHHs] y4eOHBIX 3a/aHMil 60-69
BBIIIOJIHEHO, HEKOTOPBIE BU/BI 3a1aHUI BBIIIOIHEHBI ¢ OLTMOKaMU

D YZIOBJIETBOP
UTETFHO

«ITocpencTBeHHO» - paboTa ciabas, ypOBEHb BBINOJHEHUS HE OTBEYACT
OONBIIMHCTBY TpeOOBaHHUM, TEOPETHUECKOe COAEp)KaHHe Kypca OCBOEHO
YaCTUYHO, HEKOTOPBLIC MNPAKTHUYCCKUE HABBIKM HE C(bOpMI/IpOBaHbI, MHOT'HEC 50_59 E
IPEeIYCMOTPEHHBIE MPOrpaMMON 0Oy4YeHUs ydeOHbIC 3a/laHUsl HE BBIOJIHEHBI,
00 Ka4eCTBO BBIMONHEHUS HEKOTOPHIX W3 HUX, OLEHEHO YHCIOM Oaios,
OJIM3KMM K MHHIMAJIBHOMY

«HeynoBieTBOpUTENbHO» (C BO3MOXKHOCTBIO IEpeciayn) — TEOPEeTHYECKOe
Co/iep’KaHHe Kypca OCBOCHO YaCTHYHO, HEOOXOAMMbIC MPAKTHYECKUE HaBBIKH
paboTsl He CHOPMHUPOBAHBI, OOJBIIMHCTBO IMPEIYCMOTPEHHBIX HPOrPaMMOi
o0y4yeHust y4yeOHBIX 3aJlaHUH HE BBIIOIHEHO, JIMOO KAa4eCTBO MX BBINOJHEHUS 25.49 EX
OLICHEHO YHCJIOM OauioB, OJIM3KHM K MUHUMAJILHOMY; IIPH JOIOJIHUTEIbHOM
CaMOCTOSITENIBHOI paboTe Haj MaTepHalloM Kypca BO3MOXKHO MOBBILICHHE
KauecTBa y4eOHBIX 3alaHAN

OHJ1h®E OH

HCYOBJICTB




«HeynoBieTBopuTensHO» (C BO3MOXKHOCTBIO MEPECAadn) — TEOPETHYECKOES OPHTEBHO
colepkaHue Kypca He OCBOCHO, HEOOXOOMMBIC MPAKTHYCCKUE HABBIKH PabOTBI
He CHOpPMHPOBAHEI, BCe BBHINOIHCHHBIC y4eOHBIC 3aIaHUs COXEpIKAT rpyobie
OIIMOKH, TOTOIHHUTENBHAS CAMOCTOSITEbHAsE paboTa Hall MaTepHAIOM Kypca He 0-24 F
HPHUBEIET K KaKOMY-JIH0O 3HAUYMTEILHOMY TIOBBIIICHUIO KAaYeCTBA BBIIOIHCHUS
y4eOHBIX 3aMaHni

4,

3adeT cunuTaeTCs CIAHHBIM, €CIM CyMMa OaJlIOB IO BCEM 3aJIaHUSIM OMJIETa OCTaBIISIET HE MEHEe
10 6amnoB (13 20 BO3MOXKHBIX).

B o0meii onieHke o AucHuUIUIMHE Oauibl 32 3a4€T YUUTHIBAIOTCSA B COOTBETCTBUU C IIPABUIAMHU
0aIbHO-PEUTUHIOBOM CHUCTEMBI, IPUBEACHHBIMU B pa0d0Yeil MporpaMMe JUCIUILINHEL.

5. Bompocsl Kk 3aueTy nmo JgucHMIUIMHe  «JlOKyMeHTallMOHHOe  oOecredeHue
yIpaBJIEHYECKOH 1€ TETbHOCTIDY

. Ilpenmer, conepxkanue u 3agaun JJOY.

. MecTo u posib JOKyMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.

. Knaccugukanus 10xkymMeHTOB.

. CoctaB HOpMaTUBHO-MeTOoANYecKo 0a3zsl JIOY.

. Cranpaptuzauus u yaudukanus cucrems! J10Y.

. O6epoccuiickue Ki1accupuKaTopbl T0KYMEHTALINH.

. 'ocynapcTBeHHas cuctemMa JOKYMEHTALMOHHOr0 00ecreueH sl ypaBiIeHus
. CucreMa opraHu3allMOHHON JOKYMEHTAIUU.

. Ob11as xapakTepUCTHKa OPraHU3allMOHHbIX JOKYMEHTOB: YCTaB, MOJI0KEHUE, ITATHOE
pacnucanue, UHCTPYKIIHSI.

10. XapakTepucTuKa JOKyMEHTOB, HEOOXOIMMBIX Ul CO3/IaHUS HOBOTO OM3Heca.
11. Buabl pacniopsAMTENbHBIX TOKYMEHTOB.

12. Buas! uHpOpMaIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

13. CnyxeOHast mepenucka Ha MpeIIpUsTHH.

14. ITonsiTHE ¥ BUJIBI IETTOBBIX MTUCEM.

15. JlenoBas peub U €e TrpaMMaTHIYECKHuE 0COOEHHOCTH.

16. Jlornyeckoe MocTpoeHue J1EI0BBIX TOKYMEHTOB.

17. IloHsATHE U IPUHLIMIIBI OPTaHU3ALUU JOKYMEHTO000pOTA.

18. IlpoxoxaeHne 1 NopsAA0K UCIIOIHEHUS BXOSAIIMX TOKYMEHTOB.

19. TlpoxoxaeHne UCXOIMIINX U BHYTPEHHUX JOKYMEHTOB.

20. PaGoTa ¢ KoH(UIECHIIMATFHBIMUA JOKYMEHTaMH.

21. PaboTa ¢ micbMaMu B OOpaIeHUsIMA TPakIaH

22. CocraBneHre HOMEHKIIATYPHI e

23. ®opMHpOBaHUE JIEIT.

24. Odopmienue nen

25. TlonroToBka u mepeavya JOKYMEHTOB Ha apXHUBHOE XpaHEHHE.

O 00 1 N DN K W —




DenepanbHOE TOCY1apCTBEHHOE OI0IKETHOE 00pa30BaTEIbHOE YUPEXKICHUE
BBICITIIETO 00pa30BaHUs
«HoBocubupckuii rocy1apcTBEHHBI TEXHUYECKHI YHUBEPCUTET
Kadenpa menemxmenta

IHacnopr pacyeTHo-rpau4ecKoro 3axanus (padoThbl)

1o JucHuIuiMHe «/lokyMeHTalmoHHoe o0ecrieueHre yrpaBieHueCKol 1eaTeIbHOCTHY, 3
cemMecTp

1. MeToauka OleHKH
Ilenv pacuemmno-cpaghuueckozo 3adanus — 3aKPENUTh  TCOPETHYCCKUE 3HAHHS

CTYJEHTOB I10 IUCLUIUIMHE.

PacueTHo-Tpaduueckoe 3aqaHue SBISETCS OPUTMHAIBHOM CaMOCTOATENBHOM paboToit
CTyAEHTa YyHHMBepcuTeTa. BbimonHeHue naHHON paboThl HpeanonaraeT ymMeHue paboTraTbh C
JUTEpPAaTypoi M HOPMAaTHUBHBIMH aKTaMH, a TakXKe NpPUMEHSITh 3HaHHA B cdepe
JIOKYMEHTAIlMOHHOTI'0 00eCIIeYeHHUs yIIpaBICHUS.

PacueTHo-Tpaduueckoe 3alaHHEe COCTOMT M3 JBYX YacTeil: TEOpeTHUeCKOW u
MPaAKTUYECKOM.

Jna nanucanua meopemuueckoil u NPAKMUYECKUX uacmei padbomvl CcHyOeHm
6bibupaem no nocjieoHemy Homepy C60eil 3a4enHOl KHUNCKU COOMEEMCMEYIOuWLl 6apuanm.

Pabora odopmisercss B COOTBETCTBHM CO CTaHAAPTHBIMU TPEOOBAHUSMH: TEKCT Ha
onHOU cropoHe nucta popmara A4, mpudt Times New Roman, 14, nomxyTopHslil nnTepBa,
moJisl: BEpXHEe, HWKHee — 2 cM, JeBoe — 3 cm, mpaBoe — 1,5 cm; obbem 25-30 cTpanwuil,
HyMepalusi CTpaHUI] B IPaBOM BEPXHEM YTy, TUTYJIbHBIN JIUCT HE HyMEPYeTCs, HO CUUTAETCSI.
Bce TaGnuubl 1 pUCYHKH JOJDKHBI OBITh HMOJMMCAHBI, U Ha HUX 00S3aTENIbHO JIOJIKHBI OBITH
CCBUIKH B TEKCTE pabOThI

Pabora nomxkHa conepxatb:
TUTyIBHBIN JTUCT
Conepxxanue
Teopernueckyro 4acTb
[IpakTHuecKyro 4acThb

Cnucok nurepaTrypsl.

PacuetrHo-rpaduueckoe 3ajaHue MPOBOUTCS IO BapuaHTaM, BKitouaeT 10 3agaHuil.

BrimomnHseTcs (MucbMeHHO).

2. Kpurepum oueHkun

Kaxnoe 3aganue pacueTHo-rpaduueckoe 3aJaHHe OLEHHBAETCS B COOTBETCTBUHU C
IIPUBEJICHHBIMU HUXKE KPUTEPUIMHU.

PacquHo-rpa(queCI(oe 3aaHuC CYUTACTCSA HEBBINMOJHCHHBIM, CCIUM CTYACHT HCE



BBITIOJIHIJI HU OJTHOTO 3aJlaHMsl, MJTH BBITIOJIHUII UX HEBEPHO, paboTa mioxo odopmieHa. OreHka
cocrasiusieT 19 Gannos.

PaGoTa BeIIIOTHEHA HA MOPOTOBOM YPOBHE, €CJIM Ha TIOPOTOBOM YPOBHE, €CIIU CTYICHT
BBIMIOJTHUJI TEOPETUYECKYIO YaCTh U PELIMI MPAKTUUECKYIO 33Ja4y, HO UMEIOTCS CYLICCTBCHHBIC
HEIOTOYEThl MO0 O(OPMIICHHIO PabOTHI: OTCYTCTBYET COACp)KaHUE, CIIMCOK HCIIOJIb30BaHHON
JauTepaTypsl oueHka coctasisieT 20 6amioB. Ouenka coctasisier 20 6ayios.

PaGora BbINONIHEHA HAa 0a30BOM YpPOBHE, €CIM CTYJICHT BBITIOJHHI TEOPETHYECKYIO
YacTh W PELIMJI MPAKTUYECKYIO 3a/lauy, HO MMEIOTCS HEJOCTaTKh B OPOpMIICHHH PabOTHI: HE
NPaBWIBHO BBICTABJICHBI OTCTYIBI W MHTEPBajJbl, paboTa HE COOTBETCTBYET TPEOOBAHUSIM
odopmitenus. Ouenka cocrapisier 30 6aI0B.

Pabora cumtaercsi BHIIIOJHECHHON HA MPOABMHYTOM YPOBHE, €CIIH CTYICHT BBITIOTHHII
TEOPETHYECKYIO YacTh M PEIIM MPAKTHYECKYIO 3aj1ady, padoTa XOpOLIO CTPYKTYpUpOBaHA M
odopmieHa, CTYIEHT OTJIMYHO OpUEHTHpYyeTcs B MaTepuaie. Ouenka coctabisieT 40 6aiios.

3. kajaa oueHKH

B o6meil oneHke no aucuMIIMHE Oaibl 3a pacueTHO-rpaduyeckoe 3a/laHue YYUTHIBAIOTCS B
COOTBETCTBUM C MpaBUiIaMH OajlIbHO-PEHTHMHIOBOM CHCTEMBI, MPHUBEACHHBIMH B paboueit
[porpamme JUCLUIUINHBL

PefTHHT CTYyJEHTOB IO AWCLUIUIMHE SIBIISIETCS OCHOBOH JUIS BBICTABJICHWSI UTOTOBOW OIIGHKH IO JUCLMIUIMHE B
«OyKBeHHOI» (popMe B cOOTBETCTBHHU ¢ 15 ypoBHEBOU cuctemoii mkanoil oreHok ESTC, a takke B TpaauiuoHHOH (opme
(geThIpexypoBHEBasI IIKana, JIHOO 3a4TEHO)

XapakTepucTuKa paboThl CTyAEHTA Huanazo | Onen | TpamunuoHHas (4-
H 6amioB Ka YpOBHEBAas) IKana
peiitnara | ESTC | onenok
«OTaHO» - paboTa BBICOKOTO KadeCcTBa, YPOBEHD BHIIOJIHEHUS OTBEYAET BCEM
TpeOOBaHMAM, TEOPETHUECKOE COMIEpPIKaHHEe Kypca OCBOEHO IOJHOCTBIO, 0e3 A+
npo0eoB, HEOOXOIMMBIE TEOPETUYECKHE HABBIKA pPabOTHl C OCBOCHHBIM
MareprajJoM CHOPMHPOBAHBI, BCE MPEAYCMOTPEHHBIC MPOrPaMMOi O0OydeHHSA
y4eOHbIC 3aJaHusl BBIMOJHEHBI, KAYECTBO WX BBIMOJHEHUS OLCHEHO YHCIIOM 90-100 A
- OTJIMYHO

6aJu10B, OJIM3KUM K MAaKCHMAIIBHOMY

A-
«OyeHp xopomo» - pabora Xopolias, YPOBEHb BBIMOJHEHHS OTBEYAeT
OONBIIMHCTBY TpeOOBaHHN, TEOPETHYECKOE COJACPIKAHHE Kypca OCBOCHO B+
MOJHOCTBIO, 0e3 TMPOoOeIoB, HEOOXOMUMBIC MPAKTHUCCKHE HABBIKM PabOTHI C
OCBOCHHBIM MATEPHAIOM C OCHOBHOM C()OPMHPOBAaHBI, BCE MPELYyCMOTPEHHbIC
porpamMMoii 00ydeHus yueOHble 3aJaHusl BBIIOIHEHbI, KAYeCTBO BBIMOIHEHHS 80-89 B
GOJIBIIIMHCTBA W3 HUX OLEHEHO YHCIOM GaIUIOB, OIM3KIM K MAKCHMAIBHOMY

B-

g

«XopoIoy» - ypoBEHb BHIMOJHEHHST pabOTBl OTBEYAET BCEM OCHOBHBIM Xopomo =
TpeOOBaHMAM, TEOPETHUECKOE COIEpKaHWe Kypca OCBOEHO MOJHOCTHIO, 0e3 C+ g
mpo0enoB, HEKOTOpble MPAaKTHYECKHE HABBIKK pPabOTBl C  OCBOCHHBIM ©
MaTepHaioM  COPMHPOBAHBI ~ HEJOCTATOYHO, BCE  MPEAyCMOTPECHHBIE
l'[pOl—paMMOl\/’I O6y‘leHl/Iﬂ yqGGHbIe 3aJIaHHs BBINTOJIHCHBI, KAYCCTBO BBINTOJIHCHUA 70 79 C
HH OJHOIro #HW3 HHX HE OICHCHO MHHHUMAJIBHBIM KOJUYECCTBOM 6ann03,
HEKOTOPBIC U3 BbINTOJIHCHHBIX 3allaHPlI>'I, BO3MOXXHO CoAEpKaT OIJ_II/IGKI/I

C-
«Y IOBJIETBOPUTENHHOY - YPOBEHD BBIIIOJIHEHHS Pa0OThI OTBEUaeT OOJIBIIMHCTBY
OCHOBHBIX TPeOOBaHMI, TEOPETHIECKOE COACPIKAHUE Kypca OCBOCHO YaCTHYHO, D+
HO 1po0Geribl He HOCST CYLIECTBEHHOTO XapakTepa, He0OX0JUMbIe IPAKTHYCCKUE
HaBBIKM PabOTBI C OCBOCHHBIM MAarepHalioM B OCHOBHOM C(HOPMHPOBaHBI,
GOJBIINHCTBO MPEAYCMOTPEHHBIX HPOrpaMMoil o0yueHHs y4eOHBIX 3aJaHUi

penycMoTp porp Y4 yd A 60-69 D YIOBJICTBOP




BBIINIOJIHEHO, HEKOTOPBIE BUIbI 3aJJaHUM BBITIOJTHEHBI C OIIHOKaMHu HUTCIIBbHO

D-
«[TocpenctBeHHO» - paboTa ciabas, ypOBEHb BHIIIOJHEHHS HE OTBEYAET
GONBIIMHCTBY TpeOOBaHUIL, TEOPETHUECKOE COAepKAaHHE Kypca OCBOEHO
JaCTUYHO, HEKOTOpbIe INPAKTUYECKHE HAaBBIKM HE C(OPMHUPOBAHBI, MHOTHE 50-59 E

HpeIyCMOTPEHHbIE POrpaMMoli 00yueHus! yueOHbIe 3aaHNs HE BBIIOJIHEHHI,
160 KadecTBO BBIMONHEHUS] HEKOTOPBIX U3 HHUX, OLEHEHO YHCIOM Oanos,
OJIM3KMM K MHHIMAJIBHOMY

«HeynoBnerBopuTebHO» (C BO3MOXKHOCTBIO IIEpecAadyd) — TEOPETUUECKOe
cofiepXKaHUe Kypca OCBOGHO YaCTHYHO, HEOOXOIMMBIC NMPAaKTHIECKHE HABBIKU
paboThl He C(HOPMHPOBAHBI, OOJBIIMHCTBO HPEIYCMOTPEHHBIX IPOrPaMMOM
o0y4yeHus: y4yeOHBIX 3aJlaHU HE BBIIOIHEHO, JIMOO KAa4eCTBO MX BBINOJHEHHS 25-49 EX
OLICHEHO YHCIOM OauioB, OJIM3KHM K MHUHUMAJIBHOMY; IPH JOIOJIHUTEILHON
CaMOCTOSITENIBHOI paboTe Haj MaTepuallioM Kypca BO3MOXKHO IOBBILICHHE
KayecTBa y4eOHbIX 3alaHuH

OHJ1hBE OH

HCYOBJICTB

«Hey/oBIeTBOPUTENEHO» (C BO3MOXKHOCTBIO IIEPECIaud) — TEOPETHUECKOe OPHTETBLHO

coepXKaHUe Kypca He OCBOCHO, HEOOXOIMMBIE MPAKTHYECKHE HABBIKM PabOTHI
He copMHpOBaHBI, BCE BBHINOJHEHHBIC ydeOHbBIE 3aJaHUsl COAEpKaT IpyOble
OLINOKH, JOTOJHUTENIbHAS CAMOCTOSATENbHAS paboTa Hall MaTepHaIOM Kypca He 0-24 =
HPHUBEJET K KaKOMY-JIH0O 3HAUMTEILHOMY TTOBBIIICHUIO KaYeCTBA BBIIOIHCHUS
y4eOHBIX 3aJaHUI

4. llpumepHblii nepedenn Tem PI'3(P)

BAPUAHTBI PI'3(P)
BapnaHT 1. Couepma}me H OCHOBHBIC 3aJa9d JOKYMECHTAIMOHHOI'O 06ecneqe}mﬂ
yHpaBJIeHUS
Teopemu%cxaﬂ qyacmos
OCHOBHBIe 3ala4i JOKYMCHTAIUOHHOT'O O6CCHC‘-ICHI/I5{ YIIpaBJICHU.

Hpakmuqecmm qyacnmiov
CocraBbTe YcTaB o0lIecTBa ¢ OrpaHUUYE€HHON OTBETCTBEHHOCTBIO.

Bapuant 2. HopmaTuBHo-npaBoBasi 6a3a /1eJ10pOM3BO/ICTBA
Teopemuueckas yacmo
CocTaBbTe MPOTOKOJIBI OOLIMX COOpaHUSI YUYACTHUKOB 00 YUPEKIACHUH, 00 M3MEHEHUU

azpeca O6H_IGCTB8. C OFp&HH‘-ICHHOfI OTBCTCTBCHHOCTBIO.

IIpaxmuyeckasn yacmo
CocraBbTe NpaBuila BHYTPEHHETO TPYAOBOIO PacopsiKa OpraHu3aluu.

Bapuant 3. Cucrema opraHu3anMOHHO-NIPABOBO JOKYMEHTALMH
Teopemuueckas yacmo

Cucrema OpraHM3allMOHHO-TIPABOBON JOKYMEHTAUU

Hpakmuttecm}z yacmov
CocraBbTe O6’B${CHI/ITCJIBHyIO 3aIlUCKY 00 OTCYTCTBUH Ha pa6oqu MCECTC.

Bapuanr 4. Cucrema pacnopsiiute1bHON JOKyMEHTALMHT
Teopemuueckas yacmo

Cucrema pacnopsIUTENbHON TOKyMEHTaluu. Buapl pacniopsIuTeIbHbIX JOKYMEHTOB.




Ipaxmuyeckas uacmo

CocTtaBbTe cy)KeOHYIO 3aUCKy 0 00 OTCYTCTBUU PaOOTHHKA Ha pabodeM MecTe.

BapuanTt 5. Cucrema cripaBo4HO-MH(POPMANMOHHON JOKYMEHTAIIUN

Teopemuueckas yacmo

Cucrema  crnpaBOYHO-MH(POPMALMOHHOW  JOKYMEHTAllMH. Buabl  CIpaBOYHO-
UH(POPMALIMOHHBIX JTOKYMEHTOB.

Ipaxmuyeckas uacmo

CocraBbTe MUCBbMO-TIPUTTIAIICHUC, TMCbMO-TIOATBCPIKACHUC, TIMCbMO-T'apaHTUIO.

BapuanT 6. CucremMa cripaBo4HO-aHAJTUTHYECKOH TOKYMEHTALMHU

Teopemuuecmm yacmov
Cucrema CHpaBO‘IHO-aHaHHTquCKOﬁ JOKYMCHTAIUU.

Hpakmuqecmm qacmo
CocTaBbTe MOJOKEHUE O KAHIEJISIPUH.
Bapuant 7. XpaHeHue u nepeaaya el B ApXuB.

Teopemuueckas yacmo
XpaHeHue U niepesayda Jell B apXuB.

Ilpaxmuueckas wacmo

CocTtaBbTe MonoxkeHue 00 0TAese MPOoIax MPEANPUITHUS.

Bapuanr 8. OOmme TpefoBaHMsI K CHCTEeMAaTH3aUMU JOKYMEHTOB M
¢dopmupoBanuio gei.

Teopemuueckas uacms
OO6mme TpeboBaHUs K CUCTEMATH3aIlMU JOKYMEHTOB ¥ (JOPMUPOBAHUIO JIETI.

IIpakmuueckas yacmo

CocraBbTe CIpaBKy O NOATBEPXKIEHHUM TpPYyIOBOro craxa paboTHuka. CocTaBbTe
CBOJIKY O IpoJiaXkax 3a MocJeaHNe 2 KBapTaa.

Bapuant 9. Cucrema cnpaBo4YHO-HH(POPMALIMOHHOH JOKYMEHTAIIUH

Teopemuueckas uacmo

Cuctema  crnpaBOYHO-MH(QOPMALMOHHOW  JOKyMEHTalMM. Buapl  cmpaBodHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.

Hpaxmuqecmm qyacnmiov

CocraBbpTe MpUKa3bl: 0 MpueMe Ha paboTy; 00 YBOJbHEHUH.

Bapuant 10. CucTteMa cipaBoYHO-aHAJTUTHYECKOH TOKYMEHTALMHU

Teopemuueckas uacmo
CucreMa cripaBOYHO-aHATUTUYECKON TOKYMEHTAIIUH.

Hpakmuttecm}z yacmov
CocraBbTe A0roBOp nmoapsAaaa, A0roBOp IMEPEeBO3KU.



