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9. Uenu n 3apgayum y4e6HON AUCLIMNIIUHDI:

Llenblo  mM3yyeHuss  OUCUMUNAMHBI «[JokymeHTaunoHHoe  obecneyeHne
ynpaeneHus» sBnsieTcss hopmmupoBaHMe y oby4alollerocss TeopeTuyeckux 3HaHun u
NPaKTUYEeCKNX HaBbLIKOB MO BOMPOCAM COCTABMEHUsI YNpaBfeHYEeCKUX [OOKYMEHTOB,
paboTbl C HUMW, NOAFOTOBKM AOKYMEHTOB K apXMBHOMY XPaHEHMUIO.

3agauun nsyyeHust AUCUMNINHDI:

- cbopmMmnpoBaHMEe y OOy4alOLMXCS CUCTEMHbIX 3HaHWA B obnactu Teopuun u
NPaKTUKM COBPEMEHHOIO AOKYMEHTOBEAEHWS;

- npuobpeTeHVe YMEHUA W HaBbIKOB pPELUEHUs MpPaKTUYEeCKMX BOMPOCOB,
CBSI3aHHbIX C [AOKYMEHTALMOHHbIM obecrneyeHneM ynpaBreH4Yeckon AesTenbHOCTU B
YCNOBUSIX OpPraHn3aLuin pasnnyHoro Tuna;

- OBMNaZieHne KynbTypon MMCbMEHHOW AefT0OBON KOMMYHUKaLMN.

10. MecTto yye6HOM ancumnnuHbl B cTpykType OOI: 6nok b1, yacTtb, hopmupyemas
y4yaCcTHUKamum obpasoBaTesibHbIX OTHOLLEHMWI (BapuaTMBHas).

11. MnaHupyemble pe3ynbTaTbl OOy4eHUA NO AUCUUNIINHE (3HAHUSA, YMeHwus,

HaBbIKM), COOTHEeCEeHHbIe Cc nnaHnpyemMmbiMmu pe3ynbTaTaMu OCBOEeHusA
obpasoBaTenbHOM MNporpaMmbl  (KOMNEeTeHUMAMU) U MHAMKaTopamMum  UX
AOCTUXEeHUA:
Kog HaseaHwne Koa(bl) WHpmnkaTtop(bl) lMnaHMpyeMble peaynbTaTbl 00y4eHUs
KOMNeTeHuuu
MK-2 | CnocobeH MK-2.3 | dopmupyeT 6a3bl | 3HaTb: anemMeHTbl M 3Tanbl Mnpolecca
aHanuaMpoBaTb, OaHHbIX n | dopmmpoBaHus 6a3 gaHHbIX; MPUHLIMNGI
nnaHMpoBaTh U OTYETHOCTb MO | U npasuna OOKyMeHToob0opoTa,
KOHTPONMpoBaTb TPYOOBbIM obecneunBaloLLero  ynpaBneHYecKyo
coumanbHO-TPyaoBble nokasartensam OesTenbHOCTb.
nokasaTenu YwmeTsb: OCYLLIeCTBNATb cbop "
cucTemaTmnsaumio 6asbl OaHHbIX
TPYAOBLIX MoKasartenewn; gopmuposaTb
OTYETHOCTb NO TPYAOBbLIM NOKa3aTensm.
Bnagetb: HaBblkaMK ApPXMBHOTO
XpaHeHUs1  OOKYMEHTOB;  TeXHWKamu
NMCbMEHHON KOMMYHMKaLn B
ynpaBreH4YeCKoN AeATENbHOCTMU.
MK-3 | CnocobeH paspaboTaTtb MK-3.4 | NpumeHsaeT 3HaTb: HOpMaTMBHO-NpaBoByl Oasy
N YyCOBEPLLEHCTBOBATb HOpPMaTUBHO- deneparnsHoro n perMoHanbHOro

CUCTEMbI OpraHn3auuu,

npasoByto 0a3sy

YPOBHA NMPUMEHUTENTbHO K yrnpaBJiieHUto

onnaTbl 1 denepanbHOro u | TpygoBbIMM — OTHOWEHMAMM;  pOpPMbI
CTUMynumupoBaHua Tpyaa pernmoHanbHOro opraHusauum, onnatbl n
ypOBHSA B | CTUMYNMpOBaHUA Tpyaa.
ynpasneHuu YmeTs: MCNoNb30BaTb HOPMAaTUBHO-
TPYAOBbLIMU npasosyto 6a3y deagepanbHoro U
OTHOWEHNAMN U | pernoHanbHOro ypoBHA NpuMeHUTEerbHO
paspabatbiBaeT K ynpaBneHuto TPyAOBbIMU
nokKarnbHble OTHOLLEHMWSAMY; paspabaTbiBaTb
HOpMaTuBHbIE nokarnbHble HOpMaTMBHbIE aKTbl,
aKThl, perynupytoLime TPYOOBYIO
perynupytoLume OeATeNbHOCTb.
TPYOOBYIO BnageTb: HaBblKaMu AOKYMEHTanbHOro
[eATENbHOCTb ochopmneHus N3MeHeHUM B
opraHusaumu, onnare n

CTUMYNMPOBaHUM Tpyaa.

12. O6beM gucUUNNHbLI B 3a4eTHbIX eanHuuax/yacax — 3/108.




dopmMa NpoMeXyTO4YHOM aTTecTauum 3adeT

13. TpyAoeMKOCTb No BMAaM y4e6HOMN paboTbli

TpynoemMKkocTb (4achl)

Bupg yyebHor paboTbl

[o cemecTtpam

Bcero 3 cem.
AyOuTOpHbIE 3aHATUSA 54 54
B TOM Yyucne: nekunmn 18 18
npakTnyeckne 36 36
nabopaTtopHbie
CamocTtodaTtenbHasi paborta 54 54
B TOM 4ymcne: KypcoBasa pabota
(MpoekT)
dopma NpoMeEXyTOHHON aTTecTauun:
3aver
Utoro: 108 108

13.1 CopgepxaHue AUCLUUNINMUHbDI

Ne Peanusauwns pasgena
n/n HanmeHoBaHune ONCUUNINHBI C
CopepxaHve pasgena QUCUUnivHbI N
pasgena QUCUUMIMHBI MOMOLLbHO OHMNAWH-
Kypca, QYMK*
1. Nekunn
11 ygsaggﬁ::e%?;as MoHATNA  «OOKYMEHT», «UHopmaums», gggg'l\_l"::ef;go“”oe
ﬁna)(/:cmq)m.a e . «cuctema OOKyMeHTauumy, noaBRenS:
LS. «YHUMUMPOBaHHAs cuctema KttpS'//edu véu ru/cours
OOoKymeHTauun». @dopmbl  NpeacTaBneHus e/v?ew h .’?id—.21982
YHUMULMPOBAHHBIX  TEKCTOB  [JOKYMEHTOB. PP 4=
Knaccudumkaums yrpaBneH4yecKux
JOKYMEHTOB.
1.2 | PekBuanThl [okyMeHTaunoHHoe
MoHaTna «PEKBUINTY, «BnaHku
yrnpaBneH4YeCcknx o obecneyeHuve
OOKyMeHTOB». [lonHbii Habop pPeKBU3UTOB. )
OOKymeHTOoB. MpaBuna yrnpaBneHus:
CopepxaHune n MecTo KaXK4oro peksmamTa Ha .
COCTaBINEHNA U NDABREHYECKOM [OKyMeHTe. PeKBU3UTbI https://edu.vsu.ru/course
odopmrieHus fo- ynp y : ' | /view.php?id=21982
KYMEHTOB obsa3atenbHble AN Kaxgoro LOOKYMeHTa
’ He3aBMCMMO OT ero Bnaa n pasHoBUAHOCTU.
1.3 | Opranmnsauus pabotel | CocTaB 1 yHKLMU OENONPON3BOACTBEHHOrO | [oKyMeHTauMoHHOe
C AokymeHTamu. Pa- obcnyxusaHua. Cxembl paboTbl ¢ Bxoaswm- | obecneyeHne
foTa ¢ nucbmamu 1 MU, NCXOasaLLMMMU n BHYTPEHHUMK | YNPaBIeHus:
obpalleHnsMn [IOKyMEHTaMW. https://edu.vsu.ru/course
rpaxkgaH. Iview.php?id=21982
14 Cg'fTszﬁTTg':aum MoHsTMA «Oeno», «HoMeHknatypa Aen». ggégr:SJEESOHHOG
ﬂoJeHmaT ' a men Mpasuna dopmupoBanus gen. MNpusHaku, no NDABREHS:
XpaHeHe ypa aern. KOTOPbIM AOKYMEHTbI CUCTEMATU3NPYIOTCH B KttpS'//edu véu ru/cours
SK MEHTOB pena. HomeHnknatypa pgen. Twunosble, e/vKi)eW h .’?id—.21982
AOKY : npMMepHble U uHAMBUAYalnbHble HOMEH- -PNpA0=
knaTypsbl. [opsagok coctaBneHus.
MogrotoBka Aen K apXUBHOMY XPaHEHWIO.
OnepaTtuBHOE XpaHeHNe JOKYMEHTOB.
2. [MpakTtuyeckue 3aHATUA
2.1 | YnpaBneH4eckue XapakTepucTika OPraHM3aLMOHHBIX [okyMeHTaunoHHoe
AokymeHThl. CocTas. obecneyeHne
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Knaccudukaums. [OKYMEHTOB (ycTaB, MOMOXeHue, [OOroBop, | ynpasneHus:

wTaTHoe pacnucaHue, JomkHocTHas | https://edu.vsu.ru/course
WHCTPYKUUS); pacnopsagutenbHbix | /view.php?id=21982
JOKYMEHTOB  (MOCTaHOBMNEHME, YKasaHue,

npvkas, peLleHne, pacnopsikeHue);

CNPaBOYHO-MHOPMALMOHHBIX  AOKYMEHTOB
(akT, npoTokon, cnpaeka, 06bACHWUTENbHAsA 1
AokrnagHasi  3anucky);  OOKYMEHTOB MO
nepcoHany (TpyaoBOW KOHTpakT, TpyAoBasi
KHUXKA, NTMYHOE Aeno).

. PneKaB:J?lIg::Iecmx BnusiHne pekBM3UTOB Ha HOPUAMYECKYHO 'ggégree:;s;"somoe
ynp cuny fokymeHTa. lNpaBuna cocTaBneHus u
fokymeHTOB. [MpaBuna ynpaBneHus:

0pOpMMEHNsT OOKYMEHTOB KaXZoW rpynmbl.
CornacoBaHne [okyMeHTa. YTBepxaeHue
OOKyMeHTa.  YOOoCTOBepeHue  [OKyMeHTa
neyatbto. OcbopMneHne MpPUNOXKEHUN K
aokymeHTy.  OcobeHHocTn  odhopmrieHus
OyxranTepckmx JOKYMEHTOB.

COCTaBneHus u
odopmrieHns go-
KYMEHTOB.

https://edu.vsu.ru/course
Iview.php?id=21982

2.3 c?p:)iH:Inﬁ‘eaHL#gT\n Eagc:u MHouBmagyanoHblh M TUMNOBOW  CPOKM ggggmg:efﬁgowoe
AOKY ) ucnonHennss  gokymeHtoB.  OpraHusauus
©6oTa ¢ nucbmamu 1 yrnpaBneHus:

KOHTpOns 3a  cpokammu NCMNOMHEHNs
AokymeHToB. OdpopmneHne UCNOnHEeHHOro
OOKyMeHTa.

obpalleHnsmm
rpaxgaH.

https://edu.vsu.ru/course
/view.php?id=21982

2.4 CuctemaTtusauus HomeHknaTypa aen. SKCnepTvsa HayuHol [okymeHTaunoHHoe
ﬁ%ﬂgj&?ﬁ amen N MpaKkTU4YeCcKom LEHHOCTM [OOKYMEHTOB. ogeggﬁ(:ﬁ::?
XpaheHme ypa Aen. Odopmnenne gen. CoctaBneHne onucu Ha r{ttps//edu véu ru/course

P aena. OnpeaeneHne CPOKOB XpaHeHUs gen. pS: =
OOKYMEHTOB. Iview.php?id=21982

Cpaya oen B apxuB.

13.2 Tembl (pasgenbl) AUCLUUNIIUHBLI U BUAbI 3aHATUN

Ne Bugpl 3aHaTUN (4acoB)
HaumeHoBaHwue pasgena
n/ Mpaktuye | Jlabopat |CamocToaTenbHas
ONCUUNNKUHBI Jlekunn Bcero
n ckne OpHbIe paboTta
1. | YnpaBneH4yeckne JOKYMEHTbI. 4 8 12 24
CocrtaB. Knaccudukaums.
2. | PekBun3nTbl ynpaBneH4eckux 6 10 16 32
OoKkymeHTOoB. NpaBuna
CoCTaBneHus n opopmMneHus oo-
KYMEHTOB.
3. | OpraHunzaums paboTbl C 4 10 16 30
AokymeHTamu. PaboTa ¢
nuceMammn 1 obpalleHnamm
rpaxgaH.
4. | Cncrematmsaumsa JOKYMEHTOB. 4 8 10 22
HomeHknaTypa fgen. XpaHeHune
OOKYMEHTOB.
5. | Utoro: 18 36 54 108

14. MeTogn4yeckmne ykasaH1MA AnA o6y4aroLWmUxXca No OCBOEHUIO AUCLUMIIUHDbI:

B npouecce npenogaBaHusa OUCUMMIMHBLI UCMOMB3YOTCA TakMe BuAbl yv4eOHOM paboTbl, Kak
NeKLMK, NpakTUYEeCKMEe 3aHATUS, a Takke pasnmyHblie BUAbl CAMOCTOSTENbHOM paboThl obyyarwmxcs. B
npouecce nekunn oby4yarolMMCs PEeKOMEeHAYeTCS BECTM KOHCMEKT, Y4TO MNO3BOMWUT BMOCNEACTBUM
BCMOMHUTb U3YYEHHbIN y4eOHbIN MaTepuarn, AOMONHUTL COAepXaHMe MpU CaMOoCTOATENbHOW paboTe ¢
nuTepaTypomr, NoAroToBUTLCA K TEKYLLENW MU MPOMEXYTouHOM aTTtecTauun. Crneayet Takke obpawiatb
BHUMaHWe Ha kaTteropun, GOPMYMNMPOBKW, packpbiBalOLne coaepXaHue TeX UMM UHbIX SBNEHUA WU
NpOLEeCcCoB, HaydHble BbIBOAbI W MpaKTMYeckue pekoMmeHpaumn. XXenatenbHO ocTaBUTb B paboumx
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KOHCMeKTax Monsd, Ha KOTOpbIX AenaTb MOMETKM M3 PEeKOMEHOOBaHHOW nuTepaTtypbl, OOMOMHSALWue
MaTepuan MpOCIyLIaHHOW feKuMM, a TakKke noAyvyepkmBarolme ocobyio BaXHOCTb TeX WU MHbIX
TeopeTM4eckux nonoxeHun. Jliobas nekums OOIMKHA UMETb NOTMYecKoe 3aBeplleHue, poflb KOTOPOro
BbIMOMHSAET 3aknoyeHve. BbiBogbl opMynupyloTcs KpaTKO M JTAKOHUYHO, WX LenecoobpasHo
3anucbiBaTb. B koHUe nekumm obyyarowmecs MMerT BO3MOXHOCTb 3a4aTb BONPOCHI NpenogasaTternto no
Teme nekumm.

B xopge noarotoBkM K MpakTUYECKUM 3aHATMAM 0By4dalolemycs pekoMeHOyeTCs U3YYnTb
OCHOBHYIO NuUTepaTypy, O3HAaKOMUTbLCA C AOMNOMHUTENbHOW NUTepaTypon, HOBbIMU MybGnvKaumMsasmMu B
nepvoanyeckux usgaHusx. FoToBsack K goknagy, obyyarolmics MoxeT obpallatbcs 3a MeToaudeckomn
noMoLLblo K Npenogasatento. He gonyckaetcst BbICTYMMEHNE MO NEPBONCTOYHUKY - HEOBXOAMMO UMETb
NOArOTOBMEHHbIN MUCbMEHHBIM  JOKNag, OUueHMBaeMbll npenogaBaTeneM Hapsgy C  YCTHbIM
BbICTynneHveM. Takke obydvalowmnca JOMMKEH NPOSBATL akTUBHOCTb NPU 0BCYXXOEHUN BbICTYNNEHUA U
AOKNagoB OAHOrpynmHUKOB. [lpexae 4YeMm npucTynaTb K BbIMOSIHEHUIO MPaKTUYECKUX 3afaHuw,
oby4yaroLemycs Heo6X0AMMO 03HaKOMUTLCS C COOTBETCTBYHOLLMMN pasgenamn nporpaMmmbl AUCLMNIVHGI
no y4yeGHOW nuTepaType, PEKOMEHOOBaHHOW MPOrpaMMON Kypca; MofyyYuTb OT npenogaBaTtens
MHOpMaLMIO O MOopsAaKe NPOBEOEHUS 3aHATUS, KPUTEPUSIX OLEHKU pe3ynbTaToB paboTbl; Nony4utb OT
npenogaBaTens KOHKPETHOe 3afjaHne W MHGOPMaLuio O CpoKax BbIMOMHEHUS, O TpeboBaHUAX K
odopMneHnto 1 gopme npeacraBneHus pesynbtaTtoB. [lpy BbINOMHEHMU 3ajaHWst HeobXoaMMO
npuBECTU pas3BEépHyTble nosicHeHus. [pu HeobxoamMmocTn obydarolmecs MMerT BO3MOXHOCTb 3adaTtbh
BOMPOCHI NpenogaBaTento Mo TPYAHOCTAM, BO3HMKLIMM NpW OBCY>XKAEHUWM MPaKTUYECKUX BOMPOCOB.
CamocTodaTtensHasa pabota obyyaroLmnxcst HanpaBneHa Ha CaMOCTOATENBHOE U3YYEeHUE OTAENbHbIX TEM
1 BONpocoB y4yebHown aucumnnuHel. CamoctoaTenbHas paboTta asnseTtca obssaTenbHOW ANS Kaxaoro
obyuvatowerocs. Mpn camocTosiTenbHom paboTe obyyaloLmiics B3aMMOAENCTBYET C peKOMEHA0BAHHbLIMM
mMaTepvanamu npv MUWHUMANbHOM YyyacTuM npenogaBaTens. Bonpockl, KoTopble BbI3bIBAKOT Y
oby4yatoLlerocs 3aTpyaHeHWe npu NoAroToBKe, AOMKHbI ObiTb 3apaHee cOpMynmMpoBaHbl 1 03BY4EHbI BO
BpEeMS 3aHATUI B ayAUTOPUM A8 OOMOMHUTENBHOIO pasbsiCHEHNSI NpenogaBaTenem.

15. NepeyYyeHb OCHOBHOW U AOMNONTHUTENBLHON NUTEpPaTypPbl, PECYPCOB UHTEPHET,
Heo6Xx0AMMbIX AN OCBOEHUA AUCLUNNUHDI

a) ocCHOBHas nurteparypa:

Ne

MNcToYHMK
n/n

KyHnses, H.H. JokymeHToBegenune / H.H. Kynses ; Ypanos [J. H. ; ®abpuyros A. . — Mocksa :
1. Jloroc, 2011 .— 178 c. — (HoBasi yHuBepcuteTckasa bubnuorteka) .— ISBN 978-5-98704-329-8 .—
<URL:http://biblioclub.ru/index.php?page=book&id=84880>.

0) mononHuTenbHasa nuTepartypa:

Ne McTouHnk
n/n
9 "I'paxpgaHckmin kodekc Poccuiickon ®enepaunm (4actb YetBepTas)" ot 18.12.2006 N 230-¢3

(peq. ot 23.07.2013)(c uam. n gon., Bctynatowmmn B cuny ¢ 01.09.2013)

depnepanbHbli 3akoH oT 27 mona 2006 r. Ne 149-03 «O6 mHdopMaumm, MHDOOPMAaLMOHHbIX
3. TEXHOJOMMAX U 3auTe MHpopmauumny.

AnneHoBa, B.A. [lokymeHTOBeAeHNE [SNEKTPOHHBIN pecypc]: y4eBHO-MeToaNYECKNA KOMMIEKC
ana BysoB : [Ana cTtya. 1-2 K. OHEB. M 3aod. oTA-HuMKA  HanpasneHus 034700.62 -
HokymeHToBegeHne u apxusoBegeHune] / B.A. AnneHoBa ; BopoHex. roc. yH-T .— OMeKTpOH.
TekcToBble AaH. — Boponex : WML, BI'Y, 2012 .— 3arn. ¢ tuTtyn. akpaHa .— CB0o6OoAHbIN JOCTYynN
n3 uHtpacetm BIY .— TekctoBbin damn .— Windows 2000; Adobe Acrobat Reader .—
<URL:http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf>.

FepunkoBa, W.H. AnneHoBa, B.A. [lokymeHTOBedeHue [ONEKTPOHHbIN pecypc] : yy4ebHo-
MEeTOAMYECKUA KOMMIEKC ANnA By30B : [ANS cTyd. 1-2 K. OHEB. U 3a04. OTA-HUW HanpasneHus
034700.62 - dokymeHTOBeaeHvne n apxmsoBegeHue] / B.A. AnneHoBa ; BopoHex. roc. yH-T .—
OnekTpoH. TekcToBble AaH. — BopoHex : WML By, 2012 .— 3arn. ¢ TUTyn. 3KpaHa .—
CeobogHbln goctyn n3 uHtpacetn BI'Y .— TekcToBbii panin .— Windows 2000; Adobe Acrobat
Reader .— <URL:http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf>.

[okymeHTOBeeHUe: MeToandeckme ykasaHus / coct. E. B. CnvpugoHoBsa ; Apocn. roc. yH-T UM.
6. M. r. demunposa. — Apocnaensb : Apl'Y, 2014. — 60 ¢ .- <URL: 20140104.pdf (uniyar.ac.ru)



https://lib.vsu.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=5940&TERM=%D0%9A%D1%83%D0%BD%D1%8F%D0%B5%D0%B2,%20%D0%9D.%D0%9D.%5B1,1004,4,101%5D&LANG=rus
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https://lib.vsu.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=5940&TERM=%D0%90%D0%BB%D0%BB%D0%B5%D0%BD%D0%BE%D0%B2%D0%B0,%20%D0%92.%D0%90.%5B1,1004,4,101%5D&LANG=rus
http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf
http://lib.uniyar.ac.ru/edocs/iuni/20140104.pdf

B) WH(OpPMaUUOHHbIE 3NEKTPOHHO-ObpasoBaTenbHble pecypcbl (odMumanbHble pecypchbl

MHTEpHeT):
Ne
/n Pecypc
7. https://edu.vsu.ru
8. http://www.lib.vsu.ru
9. http://biblioclub.ru
10. http://www.e-library.ru
11. http://www.ibooks.ru

16. lMepeyeHb y4yebOHO-meTOAMYECKOro obecne4vyeHUs AONA CaMOCTOSTENIbHOMU
paboTbl

Ne

NcToYHMK
n/n

[okymeHTOBeeHME : y4eBHMK U NpaKTUKyM ANS akagemuyeckoro bakanaspuara / nog peg. J1. A.
12. | JopoHuHOW. — 2-e 13a., nepepab. n gon. — M. : UsgatenbcTteo KOpanTt, 2017. — 309 ¢c. —
Cepus: bakanaBp. Akagemuyecknin kypc.- <URL: 2011380.pdf

Kpyrnosa C. A. [lenoBas kommyHukaums: yuebHoe nocobue / C. A. Kpyrnosa, U. B. LLlepbakosa. —
13. | Mocksa; bepnwvH : Qupekt-Megua, 2021. — 88 c. — URL:
https://biblioclub.ru/index.php?page=book&id=618860

17. O6pasoBaTtefibHbleé TEXHONOrMU, UCMNOSNb3yeMble Npu peanusauuum y4ebGHOMU
OUCLUMNNUHBLI, BKNOYasa AUCTaAHLMOHHble obpa3soBaTesnbHble TexHonoruu (OOT,
3neKTpoHHoe oby4yeHue (J0), cmewaHHOe OOy4YeHue):

OvcumnnuHa peanusyeTtcs C 3nemMeHTaMy  3MNEKTPOHHOTO O0yyYeHuss W OUCTaHLUMOHHbIX
obpasoBaTenbHbIX TEXHOMOMMIN B pamkax anekTpoHHoro kypca (3K) «[JokymeHTauuoHHoe obecneyeHune
ynpaBneHns», pa3MeLLeHHOro Ha noptane «ONEKTPOHHBIN yHuBepcuTeT Bry»
(https://edu.vsu.ru/course/view.php?id=21982). oK BKNtOYaeT  ydyebHble maTepuansi ans
camocTodaTenebHon paboTbl obyyawwmxcs, a Takke obecneynmBaeT BO3MOXHOCTb MpPOBEOEHUS
KOHTaKTHbIX YacoB/ayOUTOPHbIX 3aHATUI B PEXNME OHIaNH.

18. MaTepMaano-TeXHquCKoe obecneyeHne AUCLMUNIIUHLI.

YyebHas aygutopus: cneumnanuanposaHHas mebernb, HOyTOyK, NMPOEKTop, aKpaH Ans NpoeKTopa.
lMomelweHne Ana camocTosTenbHOW paboTbl:  cneuvanu3npoBaHHas Mebenb, KOMMNbITEPbl C
BO3MOXHOCTbIO MnogkmnodeHns Kk cetn  «WHTepHeT», obecnevyeHnem [octyna K  SreKTPOHHOM
WHpopmaunoHHo-obpasoBaTensHo cpege BIY; nporpammHoe obGecneyenne OS Ubuntu, Inkscape,
Gimp, Okular, Mozilla Firefox, FileZilla, FineReader 8, LibreOffice, WPS Office, KoHcynbTaHT+, Microsoft
Office, GNU Emacs.

19. OueHOuYHble cpeacTBa ANA NPOBEAEHUA TeKylen U NPOMEeXYTOYHOMU

aTrectauumu
Mopsaok oueHKM ocBOeHUst obydarowmmMmcs y4ebHoro maTepumana onpegenseTca cogepXxaHmem
crnegywuwmx pasgenos ANCUUNIINHDIL

Ne HanmeHoBaHue pasgena KomneteHumsi(n) | WMHaukatop(bl) | OueHouvHblEe cpeacTBa
n/n ancunnnuHel (Mogyns) JOCTMKEHUS
KOMMeTeHLNN
1 YnpaBneHyeckne OOKYMEHTBI. MK-2, NK-3 MK-2.3, NMK-3.4 3agaHusa
CoctaB. Knaccudukauus.
2 PekBunantbl yrnpaBrieH4YeCcKmx MK-2, NnK-3 MK-2.3, NMK-3.4 3agaHusa
JOKYMEHTOB. Mpasuna
COCTaBIeHMsa U odhopMneHuns go-
KYMEHTOB.
3 OpraHusauusi paboThbl c MK-2, NK-3 MK-2.3, NMK-3.4 3agaHund
OOKyMeHTamu. Pab6oTta c
nMceMamn 1 obpaweHusamu
rpaxkgaH.
4 CuctemaTtusaumss  JOKYMEHTOB. MK-2, NK-3 MK-2.3, NMK-3.4 3afaHud
HomeHknatypa pen. XpaHeHue



http://static.my-shop.ru/product/pdf/202/2011380.pdf
https://edu.vsu.ru/course/view.php?id=21982

| nokymeHTOB. |
MpoMexyTouHas aTTecTaumst (popma KOHTPONs — 3a4eT MepeyeHb BOMPOCOB
MpakTnyeckoe
3afanve

20. TwvnoBble oOuUEHOYHble cpeacTBa WU MeToAMYECKMEe  MaTepuanbl,
onpeaensilowuve npoueaypbl oLeHUBaHUSA

20.1. TeKyww M KOHTPOJb yCNEeBaeMOCTH

KOHTpOJ’Ib ycneBaemMoCTh no gncumniinHe ocyuwlecTendeTcda C NOMOLLbIO crneyrlwnx OUeHOYHbIX
cpencTB: NPpakTn4eCcKknx 3a4aHun, BKNHOYaOLWMX TEOPETUYHECKYIO N NPAKTUYECKYIO HaCTu.

MpakTnyeckue 3agaHns
OnucaHue TeXHONOMMN NPOBEAEHNSI
3agaHnsi BbIMOMHAKTCA C LENbo 3aKpensieHUsl TEOPETUYECKUX 3HAHUKI, MONydeHHbIX oby4varwumcs B
npoLecce NpocrnylwnBaH1s NEKLUUA N CaMOCTOATENbHOM paboTbl C y4eOHMKOM, Hay4YHOW NUTEPaTYpPON U
HOPMaTUBHbLIMW LOKYMEHTaMM

B 3agaHum oby4valowmincs OOSMKEeH pPackpbiTb CYLWHOCTb NPeasioKeHHOro TeopeTU4ecKoro
BOMpoca, 0PoOpMUTb NPE3EHTALMIO K OKNAAY W BbIMOMHUTb MPaKTUYECKYHO YacTb.

Mo pesynbTaTam BbINONHEHWUS 3a4aHMs NPOBOAMTCS YCTHOe cobeceoBaHme.

3apanue 1
1. OnepaTnBHOE XpaHeHe OOKYMEHTOB.
2. CocTaBbTe cxeMy paboTbl C BXOAALWMNMN AOKYMEHTaMU. YKaXUTe UCnonb3yemMble PEKBUSUTDI.

Memoduueckue pekomeHdayuu
lMpn oTBETE Ha NepBbli BONPOC BCMOMHMUTE, YTO ONEpaTUBHOE XpaHEHMEe AOKYMEHTOB — 3TO
XpaHeHWe OOKYMEHTOB B CTPYKTYPHbIX noapasgenenusx. HeobxogmMmo onucatb MX pasHOBUOHOCTU U
0COBEeHHOCTH.
BTopoii Bonpoc — npaktnyeckun. He 3abyabTe ykasaTtb Ha CXeMe, Kakne PeKBU3UTbI U Ha Kakux
aTanax NPoxXoXaeHWs1 JOKYMEHTOB MPOCTaBMAOTCA.

3apaHue 2
1. Nepeuncnute pyHKUUKN crnyxb JOKYMEHTaLMOHHOro obecneveHms ynpasneHus.
2. CocTtaBbTe cxeMy paboTbl C UCXOOALLNM JOKYMEHTOM. YKaXUTE UCMONb3yeMble PEKBUSUTBI.

Memoduueckue pekomeHOayuu
MepBbIt BONpOC NoapasyMeBaeT ykazaHWe CTPYKTYPbl Cny6 AOKYMEHTaUUOHHOro obecrneyeHuns
ynpaBreHus.
Mepexoas Kk OTBETY Ha BTOPOW BOMPOC, He 3abyabTe O TOM, YTO BCE UCXOAALUME AOKYMEHThI
ohopMIIAIOTCA B ABYX 3K3eMnnsapax.

3apaHue 3
1. Monatne «dokymeHT». Knaccudmkaumsa JOKyMEHTOB.
2. lpuBegute cxemy paboTbl C BHYTPEHHUMU [OKYMEHTaMWu. YKaxuTe WCMorb3yeMble
PEKBU3UTHI.

Memoduueckue pekomeHOayuu
OTBeyass Ha nMepBbIi BOMNPOC 3afdaHusl, npopaboTanTe HOPMAaTUBHLIA [OKYMEHT: 3akoH
Poccuiickon depepaumnm «O6 nHgopmaummn, MHPOPMaLMOHHBLIX TEXHOMOMMSX MU O 3alimMTe MHopMaLnun»
oT 27.07.2006 r. Ne 149,
Mo BTOpOMY BOMpOCy He 3abyabTe, YTO MOAroToBKa M OOOPMIIEHUE BHYTPEHHUX OOKYMEHTOB
OCYLLIECTBMSTCA B COOTBETCTBUM C NpaBuniaMmm 0QopMIeHNs UCXOOALNX LOKYMEHTOB, @ UCMOMHEHNE —
B COOTBETCTBUM C NpaBuriamm padoTbl C BXOOALMMU JOKYMEHTaAMMU.

3apaHue 4
1. Pernctpaumnsa gokymeHToB. PekBu3nT « PernctpaumoHHbIi HOMep AOKYMEHTay.
2. CocTaBbTe NUCbMO-MNpUraLLeHune.

Memoduueckue pekomeHOayuu



OTBeT Ha nepBbii BOMPOC [OOIDKEH MNPOAEMOHCTPUPOBATb BalK 3HaHMs 06 ob6s3aTtenbHon
perucTpaumm Bcex [AOKYMEHTOB, (OYHKLMOHWUPYOLWMX B opraHusauun. Bam cnegyeT onucaTb, Kak
NPOCTaBMSIETCS PErNCTPALMOHHBIA HOMEP Ha AOKYMEHTax Kaxaoro Buaa. PekomeHgyeTcs nopaboTath ¢
HOpPMaTMBHbLIMW JOKYMEHTaMM.

B oTBeTe Ha BTOPOW BOMPOC MOXHO WMCMOJSIb30BaTb CBOK pabouyto NpakTuky. B npuHuune Hapo
cnepoBaTtb TpeboBaHWUAM 4eNonpon3BOACTBA.

3apaHue 5
1. MNepeuncnnTte 1 KPaTKO OXapakTepusynTe opraHn3aLMOHHbIE JOKYMEHThI.
2. CocTaBbTe JOKMNaAHYH 3arnmcky.

Memoduueckue pekomeHOayuu
Mpn oTBETe Ha MepBbIi BOMPOC HAAO0 MNOAYEPKHYTb, YTO BCE MONOXEHWS, U3NOXEHHble B
OpraHM3auUMOHHbIX  [AOKYMEHTax, o00si3aTenbHbl AN BbINOMHEHUS.  XapakTepUCTUKY  Kaxaoro
OopraHM3aUMOoHHOro OOKYMeHTa cnedyeTt NpuBoauTb KpaTko, HO 06s3aTeNbHO C NpuMepamu.
OTBeyass Ha BTOpPOW BOMPOC, HEOOXOAMMO MOMHWUTb, YTO AOKMNaaHas 3anMcka OTHOCUTCS K
CMpaBOYHO-MHPOPMAaLMOHHBLIM JOKYMEHTaM. YUYTUTe 0COBEHHOCTM 3TUX JOKYMEHTOB.

3apaHue 6
1. OpraHm3aums KOHTPOMs U UCMOSTHEHUS BHYTPEHHNX AOKYMEHTOB.
2. CoctaBbTe OOBbACHUTENBHYIO 3aNnCKYy.

Memoduueckue pekomeHOayuu

Mpw oTBeTe Ha NepBbIf BONPOC YKaXWTe, YTO KOHTPOSb U UCMIONTHEHNE BHYTPEHHWUX OOKYMEHTOB
ABMSAOTCA OOHWM M3 3TanoB paboTbl C HUMW. [MepeyncnuTe BMAbI KOHTPOMNSA W yKaxuTe, rge u Kak
npocTaBnsieTcsi PekBM3nNT « OTMETKA O KOHTPOSEY.

Y70 KacaeTcs BTOPOro BOMpPOCa, FfaBHOEe — COCTaBUTb JOKYMEHT B COOTBETCTBMM C Npasuiamu
Aernonpov3BoacTBa.

3apaHue 7
1. MepeuncnuTe 1 KPaTKO OXapaKTepusynTe pacnopsanTenbHble AOKYMEHThI.
2. NpueBeauTte obpasew, KPATKOro NPOTOKONA.

Memoduueckue pekomeHOayuu
OTBe4Yasn Ha nepBbI BONPOC, CeayeT NepedncnnTb JOKYMEHTbl, OTHOCALLUMECS K AaHHOW rpynne;
oxapakTepu3oBaTb KaxablA U3 HUX, NPUBECTU NPUMEPDI.
Mpun oTBETE Ha BTOPOI BONPOC YKaXUTE, K KaKOW rpynne yrnpaBleHYecknX JOKYMEHTOB OTHOCHATCS
NPOTOKOIMbI, Pa3HOBUAHOCTM NPOTOKOOB, 0COGEHHOCTU KpaTKOro NpoToKona.

3apaHue 8
1. OxapakTepusymnTe cnpaBoyYHO-MHPOPMALMOHHBbIE JOKYMEHTHI.
2. MpueeaunTe obpaseL Npukasa.

Memoduueckue pekomeHdauyuu
Mo nepBomy BONpocy HEOBXOANMMO OTMETUTL OOLLME OTNMYNTENBHbIE OCOBEHHOCTU LOKYMEHTOB,
BXOOAWMNX B OaHHyto rpynny. Crnegyetr NOMHUTb, YTO MHAOpMauud, coaepxkallasica B CrpaBOYHO-
WH(POPMALIMOHHBIX JOKYMEHTax, He ABNAeTCsl 06a3aTensHON AN UCMOMHEHMUS, HO MOXET ObITb MPUHATA
K cBegeHuto. MNMepeuncnmte JOKYMEHTbI, OTHOCSLLMECS K 3TON rpynne, U oXxapakTepuaynTe ux.
B oTBeTe Ha BTOPOW BOMPOC HYXHO yKa3aTb, K Kakow rpynne AOKYMEHTOB OTHOCUTCS Mpukas, a
3aTeM NpuBecTn obpaseL, 3TOro JOKyMeHTa.

3apaHue 9
1. OxapakrepusynTe JOKYMEHTbI N0 NepcoHany.
2. MpueeamnTe obpaseL pacnopsKeHus.

Memoduueckue pekomeHdauyuu
Mo nepBomy BOMPOCYy HEOOXOAMMO MEPeYMCUTb AOKYMEHTbl, OTHOCSLMECS K rpynne
OOKYMEHTOB MO NepcoHany urm no fiIM4HOMY COCTaBy, N MPUBECTU XapaKTePUCTUKY TPYSOBOrO KOHTPAKTa,
NNYHOWN KapToYKku doopmbl T2, NMMYHOrO Aena, TPYAOBON KHUXKK.
OTBeYas Ha BTOPOW BOMPOC, YKaXWUTE, K KaKOW rpynne AOKYMEHTOB OTHOCWUTCS pacnopsbkeHue,
npuBeanTe PeKBU3UTLI, cogepXalunecss B 3TOM JOKYMEHTE.

3apaHue 10



1. OCHOBHbIe 3Tanbl NOATOTOBKN JOKYMEHTOB K apXUBHOMY XPaHEHMIO.
2. MpueegunTe obpasel, AOMKHOCTHON MHCTPYKLUNN.

Memoduueckue pekomeHdauyuu
Mpu oTBETE Ha NepBbIi BONPOC HEOOXOAUMO yKasaTb, C KakoM Lenblo NPoBOAUTCS 3KcrnepTusa
Hay4yHOW W MNPaAKTUYECKOM LEHHOCTU [OKYMEHTOB; KaK OCyLlecTBnsieTcs odopMieHne paen; Kak
yCTaHaBNMNBakOTCA CPOKN XpPaHEHUA OOKYMEHTOB.
OTBeyas Ha BTOpOI?I BOMNpoOC, cnenyet cCKasaTtb, K Kakom rpynne OOKYMEHTOB OTHOCUTCA
OOJDKHOCTHaA UHCTPYKLUNA, KTO €€ COCTaBNAET, KTO yTBepXaaeT U NpuBectun ee 06pa3eu,.

3apgaHue 11
1. Npasuna cdopmuposBaHus gen. Cuctematmsauus JOKYMEHTOB.
2. NpuBeauTe obpasew WTATHOrO pacnucaHus.

Memoduueckue pekomeHdauyuu
OTBeT Ha nepBbli BOMPOC crnedyeT HaunHaTb C onucaHusi (akTOpOB, KOTOPbIE MOJIOXEHbI B
OCHOBY cuCTEMaTM3auMuM OoKyMeHToB. [lpuBeaute npumepbl. 3aTem nepedncnvTe Bce NpaBuna, B
COOTBETCTBUU C KOTOPbIMWU JOKYMEHTbI (DOPMUPYOTCS B OEIO0.
[Mpn oTBeTe Ha BTOPOM BOMPOC He 3abyabTe, YTO rpud YTBEPXKOAEHUSA LUTAaTHOro pacnucaHus
nmMeeT 0COGEHHOCTUN MO CPaBHEHMIO C ApYrMMy AokyMmeHTamn. O HUX HeOBXoaUMO CKa3aTb.

3apaHue 12
1. HomeHnknatypa gen opraHnsauun. Buabl HOMEHKNaTyp u nx 0COBEHHOCTK.
2. MpueeaunTe obpaseL goroeBopa.

Memoduueckue pekomeHdayuu

B oTBeTe Ha mepBbI BOMpoc HeOBXoAMMO OaTb OnpefeneHue NOoHATUA «HOMEHKNaTypa aeny,
3aTeM NepeyncnuTb BUAbl HOMEHKNATyp W MNPUBECTU XapaKTEPUCTMKY KaXOoro Buaa. YKaxute
Ha3Ha4yeHne HOMEHKNaTypbl.

Bo BTOpOM BOnpoce Hago pacCMOTPETb AOroBOp (KOHTPAKT), KOTOPbIA 3aknyaeTcs Mexay
pabotogarenem (npegnpusituem, dupmon) U paboTHMKOM. PaboTHUK 00s3yeTcsi  BbIMOMHATh
onpegeneHHyo paboTy C nogvvMHeHWeM TpydoBOMY pacnopsgky, a pabotogatenb — co3gatb
HeobxogMMble YCNOBWs Tpyaa M BbiNnaynBaTtb 3apaboTHyto nnary.

3apaHue 13
1. Cnocobbl NpeacTaBneHns YHUOUUNPOBaHHbIX TEKCTOB JOKYMEHTOB.
2. Mpueeaunte obpasel odopmneHus MNocTaHoBNEHUS.

Memoduueckue pekomeHOayuu
OTBeyas Ha nepBbI BONPOC, crnegyeT onucaTtb NPUMEHEHE CBA3HOMO TeKCTa, aHKeTHOro TekcTa
1 Tabnumupl. Mo kaxgomy BUAY YHUULMPOBAHHOIO TEKCTA criegyeT NPUBECTU NPUMEPSI.
Mpn oTBETE Ha BTOPOW BOMPOC Npexae BCEro YKaxute, K Kakou rpynne JOKYMEHTOB OTHOCUTCH
«lMocTtaHoBneHue». 3atemMm paccMOTpUTE €ro CTPYKTYPY, OCHOBHbIE pasfenbl, pekBu3uTbl. Hanuwwure,
KOMY NpefocTaBreHo NpaBo n3gasaTtb 3TOT JOKYMEHT.

3apgaHue 14
1. MoaroToBKa AOKYMEHTOB K apXUBHOMY XpPaHEHUIO.
2. MpueeaunTe obpasel akTa.

Memoduueckue pekomeHOayuu
Mpu oTBETE Ha NEpPBLIN BOMPOC ONULIWTE BCE TPWU 3Tana NoAroToBKU AOKYMEHTOB K apXMBHOMY
XpaHeHuto. O6GpaTuTe BHUMaHWE Ha TO, KTO MPOBOAUT SKCMEPTU3Y HAYYHOW U MPAKTUYECKOW LIEHHOCTU
OOKYMEHTOB.
OTBeyass Ha BTOPOW BOMPOC, YKaXKUTE, K KakOW rpynne OOKYMEHTOB OTHOCWMTCS akT, KTO ero
cocTaensieT, NoANUCLIBAET, YTBEPXKAAET.

3apgaHue 15
1. dopmuposaHue gen. Npasuna dopmmnpoBaHus.
2. CocTaBbTe obpaseL, MHPOPMaLMOHHOIO NMcbMa.
Memoduueckue pekomeHOayuu
B nepBom oTBeTe Hago nNepeyncnuTb NPU3Haku, B COOTBETCTBUM C KOTOPbIMWU OCYLLECTBISIeTCS
npotiecc opMUpoOBaHUS Aerna, packpbiTb CyTb Kaxdoro u3 HMxX. 3atem crnegyeT onucaTb npasuna, no
KOTOPbIM NPOUCXOAMUT CUCTEMATU3aLMS JOKYMEHTOB BHYTPM Aena.



B ortBeTe Ha BTOpOM BOMPOC npefnonaraeTca 3HaHue TpeboBaHWWA, NpPenbsBASEMbIX K
HanMcaHWi  OefioBoro nucbMa. WHdopmaunoHHoe nuMcbMoO npepctaBnser cobon ogHy w3
pasHoBMAHOCTEN criyXebHbix nnucem. He 3abyabte npaBuiibHO 0hOPMUTE BCE HEODOXOAMMbIE PEKBUIUTDI
OAHHOro JOKYMEHTa.

3apaHue 16
1. OcobeHHOCTN cocTaBNeHNst U OPOPMIIEHNS NEPBUYHBIX BYXranTepCKMx AOKYMEHTOB.
2. CocTaBbTe obpaseL, pekrnaMHOro nnucbma.

Memoduueckue pekomeHOayuu

[Mpn oTBeTe Ha MepBbI BOMPOC HeOOXO0AMMO onupaTtbcs Ha cT. 9 ®denepanbHoro 3akoHa «O
oyxrantepckom ydete» Ne 129 ot 21.11.1996 r., B KOTOpoM roBopuTca O Tpex anbbomax
YHUDULUMPOBaHHbBIX popM, NpeaHasHayeHHbIX Ans odopmMieHns GyxranTepckux AokymMeHToB. Cnegyet
TaKke onncatb, Kak MCNPaBISOTCA OWNOKM, 4ONYLLEHHbIE B AAHHbBIX JOKYMEHTaX.

OTBevyass Ha BTOpPOW BOMPOC, HagO MOMHWTb, YTO pPEKNamMHOe MUCbMO SIBMSIETCA OOHOW U3
pasHoBMAHOCTeW cnyxebHbix nucem. CnegoBaTenbHO, K HEMY MPeabABSATCS Te Xe TpeboBaHust, YTo 1
K nobomy genosomy nucbmy. He 3abyabTe npaBunbHO 0popMUTE BCe HEOBXOANMbIE PEKBU3UTHI.

3apaHwue 17
1. Knaccmudmkaums ynpaBrneH4eCknx JOKYMEHTOB.
2. CoctaBbTe 0bpasel, rapaHTUAHOrO NUCbMA.

Memoduueckue pekomeHOayuu

OTBeyas Ha nepBblii BONPOC, CNeayeT OTMETUTb, YTO B OpraHM3auusax, NpeanpusaTmsax u pupmax
PYHKLMOHMPYET MHOXECTBO [OKYMEHTOB, KOTOpble KnaccuduumpyroTcs Ha wecTb rpynn. B ocHosy
KnaccudukaumMm MNonoXeHbl onpedeneHHble MpU3HaKK, KOTOpble HaAo HaseaTb MNPy HanucaHum
KOHTPOIbHOW paboThl 1 06s3aTeNbHO NPUBECTU NPUMED.

B oTBeTe Ha BTOpON BOMPOC HEOBXOAMMO OTMETUTb OCOBEHHOCTU M OTNMYUS FapaHTUUHOrO
nucbMa OT APYrMX BUOOB CrYXeOHbIX NMUCEM. DTN 0COBEHHOCTUN NPOSBAAIOTCA U B OPOPMIIEHUN OAHHOTO
AokyMeHTa. [pocTaBbTe NpaBuibHO BCe HEOBXOANMbIE PEKBU3UTI.

3apaHue 18
1. O6paboTka ncxoasLmMx JOKYMEHTOB.
2. Mpueegute obpaseL, NpoTokona cobpaHms.

Memoduueckue pekomeHdayuu
Mo nepBomy Bonpocy HeoBXoAuMO NPUBECTM cxeMy paboTbl C UCXOASAWMMU OOKYMEHTaAMU W
onucatb kaxabli atan. O6GpaTuTe BHUMaHME Ha TO, CKOMNbKO 3K3EMMMSIPOB MCXOASLLEro AOKyMeHTa
[AOIMKHO ObITb MOATOTOBMNEHO; Kakasi OCYLLEeCTBsieTCsl paboTa C KaxAbIM 3K3eMMIISPOM.
Mo BTOpOoMy BOMpOCY credyeT ckasaTb, K KakoW rpynne AOKYMEHTOB OTHOCUTCS Tenerpamma.
Heobxoaumo npvBecTu NpaBuna HanucaHns TekcTa TenerpamMmmel, ykasatb HEOOX0AUMbIE PEKBUSUTHI.

3apgaHue 19
1. O6paboTka BXOOALLMX JOKYMEHTOB.
2. MpuseamnTe obpasey 6naHka Ana 3anucu TenedoHOrpaMmmel.

Memoduueckue pekomeHOayuu
B oTBeTe Ha nmepBbli BONPOC cCriedyeT NpUBECTU CXeMy paboTbl C BXOAALUMMU OOKYMEHTaMMu,
ykasaTb MpU3HaKM, NO KOTOPbIM pacnpepenstoTcs OOKYMEHTbl Mexay noapasfaeneHusiMm 1
NCMNONHUTENSAMKU, 06PaTUTL BHUMaHME Ha TO, Kak OCYLLECTBNSAETCA perncTpaumst 4OKYMEHTOB.
Mpn oTBEeTe Ha BTOPO BOMPOC YKaXWUTe, K KakoOW rpynne [OKYMEHTOB OTHOCUTCS
TenegoHorpamma, onuvLIMTe NpaBuia COCTaBMEHMS TEKCTA 3TOro AOKYMEHTa.

3apgaHue 20
1. CornacoBaHue pgokymeHTa. PekBusntbl: «[pud cornmacoBaHus [OOKymeHTa», «Busbl
COrracoBaHus AOKYyMEHTa».
2. MpueaunTe obpaseL, 3anONHEHNS TUTYMNBHOTO NMCTa TPYAOBOW KHVDKKW.

Memoduueckue pekomeHOayuu
B oTBeTe Ha nepBbli BONPOC HEOGXOAMMO onuMcaTb 06racTb NPUMEHEHMUS KaXKAOro U3 yKasaHHbIX
PEKBU3NUTOB, NpaBuia opopMIIEHNS U PacNONOXEHNs Ha JOKYMEHTE KaX4oro U3 HuX.
Mpu oTBeTe Ha BTOPOW BOMPOC MOMHUTE, YTO Ha TUTYNbHOM IIUCTE TPYAOBOW KHUXKKM
npocTaBnsieTcsi ne4aTb OpraHM3aLmmn 1 NOAMNUCH LA, BblOaBLUErO TPYAOBYHO KHUXKKY.



3apaHue 21
1. JOKyMeHTbI, BXoAsLue B COCTaB fIMYHOro gena.
2. MpueeaunTe obpasel, CoNpoBOAMTENBHOIO NUCbMa.

Memoduueckue pekomeHdauyuu
Mo nepBomy Bonpocy HEO6XOAMMO NMPUBECTM XapaKTEPUCTUKY KaxXaoro AOKYMEHTa, BXOASLLEro B
coctaB nu4yHoro gena. Kpome toro, cneayert ykasaTb, K KakoW rpynne AOKYMEHTOB OTHOCUTCH FNUYHOE
aeno.
lMpn oTBeTe Ha BTOPOM BOMPOC He 3abyabTe NPOCTaBUTb BCE HEODXoAUMblE PEKBU3UTLI Ha
OOKYMEHTE, a Takke NPMBECTU ero XapakTepUCTUKY.

3apaHue 22
1. ®opmbl NpeacTaBneHns yHNOULNPOBAHHbIX TEKCTOB JOKYMEHTOB.
2. MpueeaunTe obpaseL, cnpaBku.

Memoduueckue pekomeHdauyuu
B oTBeTe Ha nepBbll BONPOC HEOGXOAMMO MPUBECTU NPUMEepbl YHUMULIMPOBAHHbBIX TEKCTOB
AOKYMEHTOB, AdaTb ofnpefeneHve Kaxaoro Bmaa M OTMETUTb AOCTOMHCTBA M 0bnactb NPUMEHEHWs
Kaxxgomn ns opm.
lMpn oTBeTe Ha BTOPOW BOMPOC YKaXWTE, K Kakow rpynne AOKYMEHTOB OTHOCHTCA ChpasKu,
onuwINTE PasHOBMAHOCTU CNPaBOK M 0BnacTb NPUMEHEHUS KaXAoro ux smaa.

3apaHue 23
1. PekBuautbl: «levatb», «OTMeTka O KOHTpomne», MpaBuna npocTaBneHus, obnacTb
NPUMEHEHNSI.
2. MpuBeaunTe obGpaseL, BbINMUCKM U3 NpUKasa.

Memoduueckue pekomeHdayuu
Mpn HanucaHum oTBeTa NO MEpPBOMY BOMPOCY HeobxoaMMo obpaTuTb BHMMaHue Ha TO, Kak
npocTaBnseTcs nevyaTb Ha JOKYMeHTax (PMHAHCOBOro xapakrepa.
OTBevyass Ha BTOpPOM BOMPOC, YKaXuTe, K KakoW rpynne OOKYMEHTOB OTHOCWUTCS BbinNMCKa W3
npukasa, KakoBbl OCOBEHHOCTM JAHHOIO AOKYMEHTA.

3apaHue 24
1. CnyxebHoe nucbmo. MNpaBuna HanucaHus. PasHoBMOHOCTY ciyXeBbHbIX NUCEM.
2. MpueguTe obpaseL, 0hOPMMEHUS yKa3aHUs.

Memoduueckue pekomeHOayuu
Mpu oTBeTE Ha MepBbI BONPOC HEOOXOAMMO YKasaTb, K KakoW rpynne AOKYMEHTOB OTHOCUTCS
cnyxebHoe nMcbMo, onucaTb TpebGoBaHMWS, NpedbsiBhseMble K HanucaHuto TekcTa nucbma, OTMETUTb
PEeKBU3NTbI, MNpocCTaBdeMble Ha cny>|<e6H|=|x nnMcbmax, a 3aTeM MnepeyYucrnintb U oxapakTepu3oBaTb
Kakgoe U3 pasHOBUOHOCTEN CNy»KeOHbIX N1MceM.
Bo BTOpOM BoOMpoce criegyeTt ykasaTtb, K Kakow rpynne SOKYMEHTOB OTHOCUTCH YKa3aHWe U KTO
MMeeT npaeo ero n3gaBatb.

Tpe6OBava K BbINOSHEHUIO 3a4aHWK, LIKasbl U Kputepun oueHnBaHmuaA
[nsa oueHnBaHus NPakTn4eCcKnx 3adaHunin MCNOoNb3yeTCd LWKala «3a4TeHO», «He 3a4TEeHO».

KpuTepuu oueHvBaHuUs Lkana oueHoK
BbinonHeHve 3apjaHus, BnafeHUe Teopueid U npakTUKon «3a4TEHO»
[ernonpousBoACTBA HE HWXKe  YOOBIETBOPUTENBHOMO
YPOBHS
HeBbinonHeHwe  3agaHus, HeyaOoBNeTBOPUTENBHOE «HE 3a4TEeHO»
3HaHWe OCHOB  [OKyMeHTauuoHHoro  obecneyeHus
yrnpaBneHus




20.2. NMpomexyToyHana aTrecTaums

MpomexyToyHass aTTecTauust Mo AUCUMUMIIMHE OCYLLECTBNSETCA C  MOMOLLbIO

OLEHO4YHbIX CpeaCTB: NepeYveHb BONpPoOCOB, NepedvYeHb npakTn4ecknx 3agaHnn.

BOoOoNoO A~ WONE

MepeyeHb BONPOCOB K 3a4eTy
MoHsATME M NPUHLMMNBI OpraHM3aLmMm JOKyMeHToobopoTa.
Knaccudumkaums ooKyMeHTOB.
PaboTta ¢ nucemMamu n obpalleHnuamMmn rpaxaaH.
MpoxoxaeHve 1 NoPSAOK NCMOMHEHNST BXOASALLUNX JOKYMEHTOB.
MpoxoxaeHne ncxoasaLwmx u BHYTPEHHUX JOKYMEHTOB.
PaboTa ¢ koHuaeHUnanbHbIMM AOKYMEHTaMMU.
[enoBasi nepenncka B opraHv3auum.
[enoBasi peyb 1 ee rpammaTnyeckne ocobeHHOCTN B KOPPECNOHAEHLNN.
Jlormueckoe NocTpoeHne JOKYMEHTOB.

. Cncrema opraHu3aLMoHHON JOKYMEHTaUNN.

. Cnctema pacnopsanTensHON JOKYMEHTaunu.

. MecTo 1 ponb JOKYMEHTOB B yrpaBreHUn Ha atane umMdpoBusaLmu.
. [ocynapcTBeHHasa cuctema JOKYMEHTaLMOHHOro obecneyeHnst ynpaBneHns.
. CtanpapTtusaumsa n yHudumkaumsa cuctemol JOY.

. CoctaB HopMaTuBHO-MeTOoAanYeckon 6asbl JOY.

. OBepoccumnckne knaccuurkaTopbl AOKYMEHTaL NN,

. CocTaBneHne HoOMeHKNaTypbl Aen.

. dopmumpoBaHue 1 odopmMmneHre gen.

. Cncrema nHdopmaLnoHHO-CNPaBOYHON AOKYMEHTaLMN.

. MogroToBka 1 Nepegava JOKYMEHTOB Ha apXMBHOE XpPaHEHUE.

MNMepeyeHb NpakTM4YeCKMX 3agaHun npepcrasrneH B pasgene 20.1.

I'Ipwmep KOHTPOJIbHO-U3MEepPUTEeNIbHOro MmaTtepuana

cnegyroLmx

YTBEPXXOAKO
3aBegyoLwmn kadeapon 9KOHOMUKM Tpyaa 1 OCHOB yrpaBnieHus
®enyenko AA.

. .20 T
HanpaeneHne nogrotoBku 38.03.01 SkoHOMUKA
Oucumnnuna 61.B.0B.03.01. JokymeHTaunoHHoe obecneyeHre ynpaBnexuns
Kypc 2
dopma 0byyeHus O4Has
Bup atTrectauyum [NpomexyToyHas
Bua koHTpons 3avet
KoHTponbHO-u3meputenbHbii matepuan Ne 1
1. MecTo 1 ponb JOKYMEHTOB B yNpaBfieHUn Ha aTane undposmnsaumm.
2. ®opmupoBaHue 1 opopmneHue gen.
[NpenogasaTtens 0.4. EmenbsiHOBa

OnucaHue TEXHONOIMN NPOBEAEHNS
O6yvatowemycsa Bbigaétca KMM, cogepxawmii gea Bonpoca. Obydarowminca 3anvcbiBaeT CBOW OTBET
unn ero nnaH Ha OnaHkax [AOKYMEHTOB ANs MpoBedeHWst aTtTecTauuu, 3aTeM YCTHO w3naraet
TeopeTU4eckme W NpakTU4ecKkne acnekTbl BONPOCOB.

Tpe6OBaHI/IFI K BbIMOSIHEHWNIO 3afaHWIA, LWKanbl U KpUtepun oueHnBaHmnA

0ns oueHMBaHWA pesynbTaToB OGYYeHUs Ha 3adyeTe MCMOSb3yeTcs LiKana «3a4yTeHo», «He
3a4TeHOY.

Kputepum oueHuBaHus Lkana oueHok

MHdopmaTuBHble OTBETbI Ha BONPOCHI, BrageHue «3a4YTeHo»
Teopuen W MpakTUKOMW [ernornpou3BOACTBa HE Huxe
YOOBNETBOPUTENBHOIO YPOBHS

OtcyTcTBUE 0TBETOB Ha BOMPOCHI, «He 3a4TEeHO»
HEeyOOoBMNeTBOPUTENBHOE 3HaHWe OCHOB
JOKYMeHTaLMoHHOro oGecneyeHuns ynpaeneHus




