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9. Uenu n 3apgaum y4e6HON ANCLMNIUHDI:

Llenbto nsyyeHus gucumnnmHbl «JokyMeHTauMoHHoe obecnedeHne yrpaBneHusi»
sBNsieTcst hopMMpoBaHmMe y obyyatoLerocsi TEopeTUHECKMX 3HaHUA U NPaKTUYECKUX Ha-
BbIKOB MO BOMPOCaM COCTaBMEHMSI YNpaBfeHYeCcKUX [OOKYMEHTOB, paboTbl C HUMM,
NOATrOTOBKM JOKYMEHTOB K apXMBHOMY XPaHEHWHO.

3agauun nsyyeHus AUCUMNINHbI:

- cbopMmnpoBaHME y OOy4alOLLUMXCSl CUCTEMHbIX 3HaHWIA B obnactu Teopumn u
NPaKTUKM COBPEMEHHOIO AOKYMEHTOBEAEHWS;

- npuobpeTeHne YMEHUA W HaBbIKOB pPELUEHUs MpPaKTUYEeCKUX BOMPOCOB,
CBSI3aHHbIX C [AOKYMEHTALMOHHbIM obecrneyvyeHneM ynpaBrieH4Yeckon AesTenbHOCTU B
YCINOBWsIX OpPraHn3aLuin pasnnyHoro Tuna;

- OBMNafieHne KyrnbTypon MMCbMEHHOW AeNTOBON KOMMYHMKaLUMN.

10. MecTo yuye6HOM AncunnnuHbl B cTpyktype OOI: 6nok b1, 4acTtb, hhopmmnpyemas
y4yacTHUKamu obpasoBaTesibHbIX OTHOLLEHMWI (BapuaTMBHas).

11. MnaHupyemble pe3ynbTaTbl OOy4YeHUA MO AUCUUNNUHE (3HAHUSA, YMeHus,

HaBbIKI/I), COOTHEeCeHHbIe Cc nnaHnpyemMmbiMun pe3yrnbTaTaMu ocBO€eHunA
obpasoBaTenbLHOM nMNporpamMmbl (KOMNEeTeHUMsiMU) U UHAUMKAToOpamMn  UX
AOCTUXEeHUA:
Kog HasBaHue Koa(bl) WuaukaTop(bl) MnaHnpyemble pesynbTaTtbl 00y4YeHus
KOMMNeTeHUUK
MK- | CnocobeH MK-2.3 | ®dopmupyeT 6a3bl | 3HaTb: aneMeHTbl 1 aTanbl npouecca
2 aHanu3npoBartb, OaHHbIX n | bopmmpoBaHus 6a3 AaHHbIX;
nnaHnpoBaTtb U OTYETHOCTb MO | MPUHLMMbI " npasuna
KOHTpONuMpoBaTb TPYAOBbIM AOKyMeHTO0BopoTa,
coumnanbHoO-TpyaoBble nokasarensm obecneunBaroLLero ynpasreH4YecKyo
nokasarenu OeATeNbHOCTb.
YmeTb:  ocywecTBnATb  cbop
cuctemaTtmsaumio  6asbl  gaHHbIX
TPYOOBbIX nokasartenew;
dopmuposaTb OTYETHOCTb no
TPYOOBbIM NoOKa3aTensm.
Bnagetb:  HaBblkamMuM  @pXMBHOTO
XPaHEHNs1 [OOKYMEHTOB; TEXHUKaMu
NMUCbMEHHOMN KOMMYHMKaLUK B
ynpaBfieH4YeCcKoN AeATENbHOCTY.
MK- | CnocobGeH paspabotatb | NK-3.4 | NpumeHseT 3HaTb: HOpMaTUBHO-MpaBoBYyK ©Oasy
3 M yCOBEpLLEHCTBOBATb HOpMaTMBHO- denepanbHOro M pervoHarnbHOro
CUCTEMbI OpraHusauuu, npasoBylo 6asy | ypoBHS NPUMEHUTENBHO K
onnaTtbl 1 denepanbHOro 1 | ynpasneHuo TPyOOBbIMM

CTUMYNMpPOBaHWS Tpyaa pernoHansHoro OTHOLUEHMSAMU; POPMbI OpraHn3aLuu,
YPOBHS B | onnaTbl U CTUMYNUPOBaHWA TpyAa.
ynpaBneHuu YMeTb: UCMnonb3oBaTb HOPMaTUBHO-
TPYOOBbIMU npasoByto 6a3y denepansHOro u
OTHOLUEHMSIMA U | perMoHarnbHoro YPOBHS
paspabaTtbiBaeT | NPUMEHUTENbHO K YMpaBReHUto
rnokanbHble TPYOOBbIMU OTHOLLEHUAMU;
HOpMaTuBHbIE paspabaTtbiBaTb nokanbHble
aKTbl, HOpMaTMBHbIE aKTbl, perynupyoLine
perynupytoLime TPYOOBYIO AeSATENbHOCTD.

TPYOOBYHO Bnapgethb: HaBblKaMm
OeATeNbHOCTb OOKYMEHTarbHOro odhopmneHus

N3MEHEHNI B opraHusauunun, onnarte un
CTUMYyInnpoBaHuUM Tpyaa.




12. O6BbeM AgUcUUNNUHbI B 3a4eTHbIX eaAnHuuax/yacax — 3/108.
dopma NpoMeXXyTOYHOM aTTecTauum 3a4eT

13. TpyAoeMKOCTb Mo BMAAM yueGHOM paboTbl

TpynoeMKocTb (4achl)
N Mo cemecTtpam
Bug yuebHow paboTbl Bcero p
3 cem.
AyanTopHble 3aHATUA 54 54
B TOM YuCre: nekuum 18 18
npakTuyeckue 36 36
nabopaTopHble
CamocTtoaTenbHas pabota 54 54
B TOM Yucne: Kkypcosas pabora
(mpoekT)
dopMa NPoOMEXYTOUHOM aTTecTaunmn:
3aver
Wroro: 108 108

13.1 CopepxaHue AUCLUMUNIINHBI

Ne Peanusauna pasgena
n/n HaumeHoBaHne ONCLUUNINHBI C
CopgepxaHve pasgena AUCUMNnHGI N
pasgena gucLMnImvHbl NMOMOLLbH OHMAaNH-
Kypca, QYMK*
1. Nexkuun
11 YHpaBnquecékme [MoHATNA  «OOKYMEHT», «UHdOopMaunsay, 'D'gKyMeHTa”'V'OHHoe
ﬂﬁ;ﬁ"gﬁ”ﬁ; ;’:TaB- «cuctema [OKyMEHTaLMn», OHGSQJ‘j;ﬁ::?
L. «YHUDULPOBAHHAS cvcrema Kttps//edu véu ru/course
OOKyMeHTauum». DopMbl  nNpeacTaBneHns /vigw. h '?.id—2.1982
YHUULMPOBAHHBIX TEKCTOB  AOKYMEHTOB. PP £10=
Knaccudukauus ynpasneH4yeckux
OOKYMEHTOB.
1.2 | PekBunauntsbl [okymeHTaunoHHoe
MoHATMSA «PeEKBU3NTY, «BNAHKN OKYMEHTOBY.
ynpaBneH4yecKkmx N obecneyeHune
MonHbIn Habop pekeunanToB. CoaepxaHue u )
OokymeHTOoB. [paBuna ynpaBneHus:
MEeCTO KaXkgoro pekBusnTa Ha .
COCTaBneHns n NPABIIEHIECKOM [OKYMEHTE. PeKBU3MTHI https://edu.vsu.ru/course
odopmMIieHns go- ynp y : ' | /view.php?id=21982
KYMEHTOB obs3aTenbHble ANA  KaXgoro  OOKYMeHTa
) He3aBMCMMO OT €ro Buaa n pasHoBUOHOCTW.
1.3 | Opranusaums paboTtbl | CocTaB U PyHKUUN OENONPOM3BOACTBEHHOIO | [lIOKYMEHTaLMOHHOE
C AoKymeHTamu. Pa- obcnyxusaHua. Cxembl paGoTbl ¢ Bxodsalm- | obecneyeHve
6oTa ¢ n(ncbMamu u MU, nexoadawmmm n BHYTPEHHUMU ynpaBlieHUs:
o6pau.1eH|/|9|M|/| OOKYMEHTaMMU. https://edu.vsu.ru/course
rpakaaH. /view.php?id=21982
14 CSETSZ:TT:;@L"MH MoHATMA «Oeno», «HOMeHKnaTypa Jen». ggg;’fﬂ;ﬂ;‘gowoe
ﬁonZeHKnaT. amen MpaBuna dopmupoBaHusa gen. MNpuaHaku, no ADABRENMS:
XDaHeHe ypa Aen. KOTOPbIM JOKYMEHTbI CUCTEMaTU3NPYIOTCA B %ttpS'/ledu véu ru/course
P pena. HomeHknatypa gen. Twnosble, DS =
JOKYMEHTOB. /view.php?id=21982

NpUMEpPHblE W  MHAMBUAYaNbHbIE HOMEH-
knaTypbl. MNopsgok coctaBneHus.
MoaroToBka Aen K apXMBHOMY XpPaHEHWIO.

OnepaTrBHOe XpaHeHWe LOKYMEHTOB.



https://edu.vsu.ru/course/view.php?id=21982
https://edu.vsu.ru/course/view.php?id=21982
https://edu.vsu.ru/course/view.php?id=21982
https://edu.vsu.ru/course/view.php?id=21982
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2. [lpakTnyeckue 3aHATUA

2.1 | YnpaBneH4yeckue XapaKTepucTika OPraHN3ALMOHHBIX [okymeHTaunoHHOe
QOKymeHTb"COCTaB' OOKYMEHTOB (ycTaB, MOMoXeHue, LOrosop, 06ecnequm§
naceueuKaLys. LUTaTHOE pacnucaHwue, OOIMKHOCTHag ?]/ ”pa_E;/”ZH”;" /
WHCTPYKUUS); pacnopsanTenbHbIX tps://e L’J)._vs_u.ru LOUISE
OOKYMEHTOB  (MOCTaHOBNEHME, yKa3aHue, {view.php?id=21982
npukas, pelueHue, pacrnopsikeHue);
CNpPaBOYHO-MHPOPMALIMOHHBIX  JOKYMEHTOB
(akT, npoTokon, cnpaBka, 06bACHUTENbHAA U
JoknagHasi  3anucky);  AOKYMEHTOB Mo
nepcoHany (TpydoBOW KOHTpakT, TpydoBas
KHWXXKa, NMMYHOE Aeno).

2.2 | Pekansurel BrivsHne pekBM3MTOB Ha OPUANYECKYHO RokymenTaunorHoe
ynpaBnqueC||<_||/|x cuny aokymeHta. [lpaBuna cocTaBneHus u 06ecnequm§
AOKyMEHTOB. | Ipasuna 0POPMMEHUA OOKYMEHTOB KaXOon rpynmbl. ynpa.BneHmn.
COCTaBMeHUsA U CornacoBaHMe [OKyMeHTa. YTBEpXaeHue ht'tps.//edu..vs_u.ru/course
ochopmneHus Ao- OOKYMeHTa.  YOocToBepeHwe  OOKYMeHTa [view.php?id=21982
KYMEHTOB. neyatbto. OdpopMneHne nNpUNOXeHUn K

JokyMeHTy.  OcobeHHocTM  odhopmnieHus
OyxranTepckux JOKYMEHTOB.

2.3 | OpraHusauuns paboTbl VHOVBMOYaNbHBIE M TUMOBOI  CPOKM [okymeHTaunoHHoe
gﬂOKyMeHTaM”‘ Pa- ucnomnHenns  gokymeHtoB.  OpraHusauus 0660”6%"'”?
cbpawicHun | OWPON 38 cpokamn  veromwews | oo Ul 1 jcourse
rpEKAAH, OokymeHToB. OdopMneHMe UCMNONTHEHHOrO Jview.php?id=21982

OOKYMeHTa.

2.4 | CncremaTtusaums HoMeHKnaTypa aen. kcnepTiaa HayuHoi 1 [okymeHTaumoHHoe
AOKYMEHTOB. npakTu4yeckomn LeHHOCTH OOKYMEHTOB. oGecnequm.e
)I—(I;gnf::gswpa Aen. OdopmneHue pen. CoctaBneHve onucu Ha gt':g:_?/’;:”cs'u ru/course
TIOKYMGHTOB. aena. OnpegeneHve CPoKOB XpaHeEHUs Aern. Jview.php?id=21982

Cpoava nen B apxuB.

13.2 Tembl (pa3gensl) AUCLUUNIIUHBI U BUAbI 3aHATUN

Ne Bugbl 3aHaTMIA (YacoB)
HanmeHoBaHue pasgena
n/ Mpaktnde | JNlabopa [CamocTosTenbHas
ONCLUNINHbI Jlekunn Bcero
n ckue TOpPHblE paboTta
1. | YnpaBneH4yeckme AOKYMEHTbI. 4 8 12 24
Cocrtas. Knaccudukaums.
2. | PekBu3nTbl ynpaBneH4eckmnx 6 10 16 32
AoKymeHToB. Npasuna
COCTaBneHust 1 opopmMIeHns ao-
KYMEHTOB.
3. | Opranusaums paboTbl C 4 10 16 30
AokymeHTamu. PaboTa ¢
nucbMamun n obpatleHsIMm
rpakgaH.
4. | CuctemaTtusauusa JOKYMEHTOB. 4 8 10 22
HomeHknaTypa gen. XpaHeHue
OOKYMEHTOB.
5. | Uroro: 18 36 54 108

14. MeTogn4yeckue ykasaHMA Ans ooy4aroLWmMXCcA No OCBOEHUIO AUCLUIMIIUHDbI:

B npouecce npenogaBaHus AMCLWMNIMHBI UCMOMb3YHOTCA Takue Buabl y4eGHOM paboTbl, Kak
NeKuumn, NpakTUyYeckMe 3aHsATUSA, a Takke pasnuyHble BUAbl CaMoCTosiTENbHONM paboTbl obyyatowmxcs. B
npouecce nekunii oby4alLMMCH PEeKOMEeHOYeTCsl BECTM KOHCMEKT, YTO MO3BONMUT BMOCNEACTBUU
BCMOMHUTb M3YYeHHbIW y4ebHbIii MaTepuan, OOMOMHUTL COAEpXKaHWe Npu camocTosTenbHon paGoTte ¢
nuTepaTypoii, NOArOTOBUTLCA K TeKylei M MPOMEXYTOYHON aTTecTaumu. CriegyeT Takke obpallaTb
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BHUMaHWe Ha KaTteropuu, (OPMYIIMPOBKW, pacKpbiBalLMe COAepXKaHWe TEX WM UHbIX SABAEHUA W”
NpoLeccoB, HaydHble BbIBOAbI W MpakTU4eckue pekoMmeHpaumn. XKenatenbHO OCTaBUTb B paboumx
KOHCNeKTax nons, Ha KOTOpbIX AernaTb MOMETKM M3 PEeKOMEHOOBaHHOW nuTepaTtypbl, OOMNOMHSALWue
MaTepuan MnpoCnyLaHHOW IeKkuMn, a Takke noayvepkmBalolime ocobyto BaXHOCTb TEX WUIN MHbIX
TEopeTMYeCckux NONoXeHun. Jliobas nekums AOMMKHA UMETb NOrMYecKkoe 3aBeplleHue, porlb KOTOPOro
BbIMONHAET 3aknto4eHve. BeiBoabl popMynmnpyoTCcs KpaTko M MakoOHWYHO, UX LieniecoobpasHo 3anucbiBaTh.
B koHUe nekumun obyyaroLmecs UMetoT BO3MOXHOCTb 3a4aTbk BONPOCHI NpenoAaBaTento No TeMe Nnekumm.

B xoae noaroToBKu K NPakTUYECKNM 3aHATUAM 0ByyatoLLeMyCcsi pPEKOMEHAYETCS N3Y4UTb OCHOBHYHO
nuTepaTtypy, 03HaKOMUTbLCS C AOMOMHUTENBHOW NMTepaTypon, HOBbIMU NyBnMKauusaMn B NEPUOLNYECKMX
nsgaHuax. FoToBsicb K Aoknagy, obydvalowmica moxeT obpaliaTbCA 3a MeTOAMYECKOW MOMOLLBIO K
npenogasatento. He pgonyckaeTcd BbICTynneHMe MO MNEPBOMCTOMHMKY - Heobxoaumo uMeTb
NOArOTOBMEHHBbIN MNUCbMEHHBIM  JOKNag, OueHMBaeMbll npenogaBaTeneM Hapsgy C  YCTHbIM
BbICTynneHveM. Takke obydalolwmMnca JOMKEH NPOSBATbL akTUBHOCTb NPpU 0BCYXOEHUN BbICTYNNEHNN U
AOKNagoB odHOrpynnHukoB. [lpexae 4YeMm npucTynaTb K BbINOMHEHUIO MPaKTUYECKUX 3afaHun,
obyyaroLemycs He06X0AMMO 03HaKOMUTLCH C COOTBETCTBYIOLMMN pasgenammn nporpaMmmbl AUCLUMNIUHBI
no yyebHom nuTepaType, PEKOMEHOOBAHHOW MNporpaMmMon Kypca; nonydYntb OT npenogasaTens
UHdOPMaUMIO O NopsaKke NPOBEAEHUS 3aHATUS, KPUTEPUSAX OLEHKN pe3ynbTaTtoB paboTbl; NOMAy4nuTb OT
npenogaBaTens KOHKpPETHOe 3ajaHne W MHAOpMaumilo O CpoKax BbIMOMHEHWs, O TpeboBaHMAX K
ochopmneHnio n dopme npeacrasneHns pesynbTatos. [py BeINOMHEHNN 3a4aHUs HEO6X0AMMO NPUBECTH
pa3BépHyTble nosicHeHus. pn HeobxoaMMoCTV OBy4arowmecs UMEKT BO3MOXHOCTb 3agaTb BOMPOCHI
npenogasatento Mo  TPYOHOCTAM, BO3HMKWMM  Npu  OBCY>KOEHUW  NPaKkTUYEeCKMX  BOMPOCOB.
CamocTtosiTenbHas pabota oby4aoLmxca HanpaBneHa Ha CaMoCTOATENIbHOE N3YYeHNe OTAeNbHbIX TeEM U
Bonpocos yyebHon aucumnnuHbl. CamoctosTenbHas pabota sBndeTca obAsaTenbHOW ANA Kaxaoro
obyuvatowierocs. Mpn camocTosiTenbHon paboTe obyyaoLmiics B3aMMOAENCTBYET C peKOMEHA0BAHHbIMM
mMaTepvanamu npv MUHUMANbHOM YyyacTuuM npenogasaTensa. Bonpocbl, koTopble BbI3biBaOT Y
obyyatoLlerocs 3aTpyaHeHne npu noAroToBke, AOMKHbI BbiTb 3apaHee cAHOpMyNMpOBaHbl 1 03ByYEHbI BO
BpeMSs 3aHATUI B ayAUTOPUY AN OOMOMHUTENBbHOrO pasbaACHEHNs npenogaBaTenem.

15. NepeyYyeHb OCHOBHOW M AOMNONHUTENBLHOMW NUTEpPaTypPbl, PECYPCOB UHTEPHET,
HeobXoAUMbIX ANsi OCBOEHUA AUCLUMNIIUHDI

a) ocCHOBHas nurteparypa:

Ne

MNCcTOYHMK
n/n

KyHsieB, H.H. NokymeHToBeaeHue / H.H. KyHses ; Ypanos [1. H. ; ®abpnyHoB A. . — Mocksa :
1. JNoroc, 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 NcTouHmK
n/n
5 "I'paxpgaHckmin kogekc Poccuiickon ®epepauun (4actb YetBepTas)” ot 18.12.2006 N 230-03

(peq. ot 23.07.2013)(c u3Mm. n gon., Bctynatowmmn B cuny ¢ 01.09.2013)

depepanbHbii 3akoH oT 27 monga 2006 r. Ne 149-03 «O6 mnHdpopmaumm, MHGPOPMAaLMOHHBIX
3. TEXHOMOrMsAX 1 3awute nHgopmaummny.

AnneHoBa, B.A. [lokymeHTOBeeHNE [DNEKTPOHHLIN pecypc]: y4eBHO-MEeTOONYECKNIA KOMMNIEKC
ONnd BY30B : [Ans cTya. 1-2 K. AHEB. 1 3a04. oTA-HUN HanpasneHus 034700.62 - JokymeHTOBeAEHWE
n apxmsoBegeHue] / B.A. AnneHoBa ; BopoHex. roc. yH-T .— OMNeKTPOH. TEKCTOBble OaH. —
BopoHex : UMNLU By, 2012 .— 3arn. ¢ Tutyn. akpaHa .— CBobogHbIn focTyn u3 uHtpacetu By
.—  TekcTtoBbIl dann .—  Windows 2000; Adobe  Acrobat Reader —
<URL:http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf>.

FepunkoBa, W.H. AnneHoBa, B.A.[lokymeHTOBedeHMe [BNeKTPOHHbIA pecypc] : y4ebHo-
MEeTOAMYECKUA KOMMIEKC AN BYy30B : [ANg cTyd. 1-2 K. OHEB. U 3a04. OTA-HUW HanpasneHus
034700.62 - dokymeHTOBeaeHvne n apxmBoBegeHue] / B.A. AnneHoBa ; BopoHex. roc. yH-T .—
OnekTpoH. TekcTtoBble daH. — Boponex : WML Bry, 2012 .— 3arn. ¢ Tutyn. aKpaHa .—
CsobogHbin goctyn n3 uHtpacetn BI'Y .— TekctoBbii dpanin .— Windows 2000; Adobe Acrobat
Reader .— <URL:http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf>.

HokymeHTOBeAeHne: meTogudeckune ykasanus / coct. E. B. CnnpuaoHoBa ; Apocn. roc. yH-T um.
6. M. r. demunposa. — Apocnaenb : 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
http://biblioclub.ru/index.php?page=book&id=84880
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
https://lib.vsu.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=5940&TERM=%D0%93%D0%B5%D1%80%D1%87%D0%B8%D0%BA%D0%BE%D0%B2%D0%B0,%20%D0%98.%D0%9D.%5B1,1004,4,101%5D&LANG=rus
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(pOpMaUUOHHbIE 3NEKTPOHHO-ObpasoBaTenbHble pecypcbl (oduumnanbHble pecypcbl

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 y4yebHO-meTOAMYECKOro obecne4vyeHusi ANA CaMOCTOATENbHOMU
paboThbl

Ne

MNcToYHMK
n/n

HokyMeHTOBeAeHME : y4eOHUK U NPaKTUKyM A58 akagemudeckoro bakanaspuata / nog peg. J1. A.
12. | OoponunHon. — 2-e usg., nepepab. n gon. — M. : U3gatenbcteo KOpant, 2017. — 309 c. —
Cepus: bakanasp. Akagemunyeckum Kypc.- <URL: 2011380.pdf

Kpyrnosa C. A. [lenosas kommyHukauus: yuebHoe nocobue / C. A. Kpyrnosa, /. B. LLiepbakosa. —
13. | Mocksa; bepnuH : dupext-Meana, 2021. — 88 c. — URL:
https://biblioclub.ru/index.php?page=book&id=618860

17. O6pasoBaTenibHbleé TEXHONOIMU, UCNONb3yeMble NpyU peanu3aumum y4ebHoOMn
OUCLUMNIUNHBLI, BKIOYasas AUCTaHUMOHHble obpasoBaTtenbHble TexHonoruu (OOT,
3neKTpoHHoe oby4yeHue (J0), cmewaHHOe 0Gy4YeHue):

OucumnnuHa peanunsyetcd C 3MeMeHTaMuM  3NEKTPOHHOro  O0y4YeHuss ©  ANCTaHUMOHHbBIX
ob6pasoBaTenbHbIX TEXHOMOMMIN B paMkax 3rnekTpoHHoro kypca (9K) «[JokymeHTaumoHHoe obecrneveHune
yrpaBreHns», pa3MeLLeHHOro Ha noprane «ONEKTPOHHBIN yHUBEpcuTeT BIry»
(https://edu.vsu.ru/course/view.php?id=21982). oK BKMto4aeT y4ebHble mMarepuanbl ons
caMocCToATENbHON paboTbl 0by4aroLmxcs, a Takke obecneynBaeT BO3MOXHOCTb MPOBEAEHNST KOHTAKTHbIX
YacoB/ayaUTOPHbIX 3aHATUN B PEXUME OHITalNH.

18. MaTepMaano-TeXHquCKoe obecneyeHne QUCLUNMIUHLI:

YyebHas aygutopusi: cneunanuampoBaHHas Mebernb, HOyTOyK, NMPOeKTop, 3KpaH AN NpoekTopa.
MomelleHne f[ns camocTosTenbHOW paboTbl:  cneumanuavpoBaHHas Mebenb, KOMMblTepbl C
BO3MOXHOCTbIO MOAKMoYeHuss K cetn «MHTepHeT», obecneyeHnem [JocTyna K  SreKTPOHHOM
WHpopmaumnoHHo-obpasoBaTensHoM cpeae BIY; nporpammHoe obecneveHune OS Ubuntu, Inkscape, Gimp,
Okular, Mozilla Firefox, FileZilla, FineReader 8, LibreOffice, WPS Office, KoHcynbTanT+, Microsoft Office,
GNU Emacs.

19. OueHOuYHble cpeacTBa ANA NPOBEAEHUA TeKyled U NPOMEeXYTOYHOMU

aTTecTtauumu
I'Iop;mox OLEHKM OCBOEHUA O6y‘-IaIOLLI,VIMI/ICFI yqe6Horo mMaTtepuana onpependeTcd cogepxxaHmem
crnegylowmx pasgenos ANCUUNIINHLIL

Ne HavmeHoBaHwue pasgena KomneteHumsa(n) | Wuamkatop(bl) | OueHouHble cpeacTsa
n/n ancumnnuHel (Mogyns) OOCTUXEHUS
KOMNeTeHUmmn
1 YnpasneH4yeckne OOKYMEHTbI. MK-2, NK-3 MK-2.3, NMK-3.4 3agaHus
CocrtaB. Knaccndukaums.
2 PekBuauTbl ynpaBneH4YecKnx MK-2, MNK-3 MK-2.3, NMK-3.4 3agaHng
OOKYMEHTOB. MpaBuna
cocTaBrneHms 1 obopMneHuns go-
KYMEHTOB.
3 OpraHunzauus paboTbl c MK-2, NK-3 MK-2.3, NMK-3.4 3agaHusa
OOKYMeHTaMu. PaboTa c
nucemMamnm 1M obpaleHusamm
rpakgaH.



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

4 CuctemaTtnsaumss  JOKYMEHTOB. MK-2, MK-3 MK-2.3, NMK-3.4 3agaHus
HomeHknaTtypa pen. XpaHeHue

OOKYMEHTOB.

MpomexyToyHas atTectaumnst opma KOHTPOns — 3a4eT [MepeyeHb BoONpocoB
MpakTnyeckoe
3agaHue

20. TunoBble OLEeHO4YHbIE CpeacTBa U MeToAuYeCKMe MmaTepuarnbl, onpegensioLime
npoueaypbl oueHUBaHUs

20.1. TeKywWw M KOHTPOJb yCNEeBaeMoOCTH

KOHTpOJ’Ib ycneBaemMoCTu no gucumniimHe ocyLecTBndaeTcAa ¢ NOMOLbIO cneayumx OoLeHOYHbIX
cpencTB: NPakTn4eCcKnx 3aJaHun, BKNHOYaOLWMX TEOPETUHECKYIO N NPAKTUYECKYHO HaCTu.

MpakTnyeckue 3agaHns
OnucaHue TexHONOrMN NPOBEAEHUS
3agaHnst BbIMOMHAKTCA C UMb 3aKpenieHns TeOPeTUYEeCKUX 3HaHUKM, NonydeHHbIX obydarowmmces B
npolecce NPocrnyLnBaH1s NEKLUUA N CaMOCTOATENbHOM paboTbl C y4EeOHMKOM, Hay4YHOW NUTEPaTYpPON U
HOPMaTUBHbLIMW LOKYMEHTaMM

B 3agaHum oby4valowmincs OOSPKEH pPackpbiTb CYLWHOCTb MNPEeasioKeHHOro TeopeTU4ecKoro
Bonpoca, 0pOpMUTb NPE3EHTALMIO K oKNaay U BbIMOMHUTL MPaKTUYECKYHO YacTb.

Mo pesynbTaTam BbINONHEHWUS 3adaHuKs NPOBOAMTCS YCTHOe cobecegoBaHme.

3apaHue 1
1. OnepaTnBHOE XpaHeHe OOKYMEHTOB.
2. CocTaBbTe cxeMy paboTbl C BXOAAWMNMN AOKYMEHTaMU. YKaXUTEe UCNONb3yeMble PEKBUSUTLI.

Memoduueckue pekomeHdayuu
Mpu oTBETE Ha MEepBbIA BOMNPOC BCMOMHUTE, YTO OMEpPATMBHOE XPaHEHWEe [OKYMEHTOB — 3TO
XpaHeHWe OOKYMEHTOB B CTPYKTYPHbIX MogpasgeneHusix. Heobxoanmo onucaTb MX pasHOBUOHOCTU U
ocobeHHocCTH.
Btopoit Bonpoc — npaktuyeckuin. He 3abyabTe ykasaTb Ha cxeme, Kakme pPekBU3UTbI U Ha KaKuX
aTanax npoxoxaeHust AOKYMEHTOB MPOCTaBMAOTCS.

3apaHue 2
1. MNepeuncnute yHKUUKN crnyx6 JOKYMEHTaUMOHHOro obecneveHms ynpasneHus.
2. CocTtaBbTe cxeMy paboTbl C UCXOOALLMM JOKYMEHTOM. YKaXnUTe UCMONb3yeMble PEKBUSUTBI.

Memoduueckue pekomeHOayuu
MepBbIt BONpOC nNoapasyMeBaeT ykazaHWe CTPYKTYpbl CNyO AOKYMEHTaLWOHHOro obecrnedeHuns
ynpaBreHus.
Mepexoas Kk OTBETY Ha BTOPOW BOMPOC, He 3abyabTe O TOM, YTO BCE UCXOAsALIME AOKYMEHThI
ochopMnsOTCA B ABYX 3K3EMMMsIpax.

3apaHue 3
1. NoHaTue «[JokymeHT». Knaccudukauma 4OKYMEHTOB.
2. MNpuegute cxemy paboTbl C BHYTPEHHMMM JOKYMEHTaMU. YKaXnUTe UCMONb3yEMblE PEKBU3UTDI.

Memoduueckue pekomeHOayuu
OTBeyas Ha nepBbI BONPOC 3adaHus, npopaboTanTe HOPMAaTUBHbLIA OOKYMEHT: 3aKkoH
Poccuiickon ®egepaummn «O6 nHpopmauum, MHPOPMALMOHHBIX TEXHOMOMUSX U O 3awmuTe nHdopmaummy»
oT 27.07.2006 r. Ne 149.
Mo BTOpOMY BOMpocy He 3abyabTe, YTO MOArOTOBKA M OPOPMIIEHME BHYTPEHHUX AOKYMEHTOB
OCYLLECTBISAOTCA B COOTBETCTBMM C NpaBnnamMm opopmMreHns UCXoasiLunx AOKYyMEHTOB, a UCMOMNHeHne —
B COOTBETCTBMU C NpaBunamu paboTbl C BXOAALLUMMUN JOKYMEHTaMMW.

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



Memoduueckue pekomeHdauyuu
OTBeT Ha nepBbli BOMPOC OOIMKEH MNPOAEMOHCTPUPOBaTb BaluM 3HaHMs 06 obsisaTenbHOM
perncTpaumm BCEX [OOKYMEHTOB, (YHKLMOHMPYIOLLMX B opraHusauuum. Bam cnepyeTt onucatb, Kak
NPOCTaBMSIETCS PErNCTPALMOHHBIN HOMEP Ha AOKYMEHTax kaxaoro Buaa. PekomeHayeTca nopaboTath C
HOPMAaTUBHbIMU OOKYMEHTaMW.
B oTBeTe Ha BTOpOW BOMPOC MOXHO MCMONb30BaTb CBOK paboyyto NpakTuky. B npuHuUune Hago
cnegoBatb TpeboBaHNAM 4eNonpon3BoaCTBa.

3apaHue 5
1. MepeuncnnTe 1 KPaTKo OXapaKTepusynTe opraHN3auNoHHbIE AOKYMEHTbI.
2. CocTaBbTe JOKMNafHYyo 3amnmucky.

Memoduueckue pekomeHdauyuu
Mpn oTBeTe Ha nepBbin BOMPOC HaAO MOAYEPKHYTb, UYTO BCE MOMOXEHMWS, WU3MNOXEHHble B
OpraHmM3auMOHHbIX  OOKYMeHTax, obs3atenbHbl Ans  BbIMNOMHEHUS.  XapakTepuUCTUKY  KaXaoro
OpraHn3aLMoHHOro JOKyMEHTa criefyeT NpuBoAnNTb KpaTko, HO 0653aTenbHO C NpuMepamMu.
OTtBevyass Ha BTOpPOM BOMPOC, HeEOBXOAMMO MOMHUTL, YTO OOKNadHas 3anmMcka OTHOCUMTCH K
CNpaBOYHO-MHAOPMALMOHHBIM JOKYMEHTaM. YUTUTEe 0COBEHHOCTN 3TUX JOKYMEHTOB.

3apaHue 6
1. OpraHusaums KOHTPOMs U UCMOMHEHUSI BHYTPEHHMX JOKYMEHTOB.
2. CocTaBbTe OOBbACHUTENBHYH 3aMuUCKy.

Memoduueckue pekomeHdayuu

Mpu oTBETE Ha NEPBLIN BOMPOC YKAaXWUTE, YTO KOHTPOSb U UCMOMHEHNE BHYTPEHHMX OOKYMEHTOB
ABNAOTCA OAHUM M3 3TanoB paboTbl ¢ HUMKU. lepeuncnute BuAbl KOHTPOMS U yKaxuTe, roe U Kak
npocTaensieTcs pekBmanT «OTMeTKa 0 KOHTponey.

YT10 kacaeTcs BTOpPOro BOMpoOCa, rfnaBHOE — COCTaBUTb AOKYMEHT B COOTBETCTBUM C MpaBunamMm
Aernonpon3BoacTBea.

3agaHue 7
1. MepeyncnuTe 1 KPaTKo oxapakTepuayiTe pacnopsamTernbHble JOKYMEHTbI.
2. MpueeauTte obpasel kpaTKoro NPOTokona.

Memoduueckue pekomeHdauyuu
OTBevas Ha NepBbI BONPOC, cnegyeT NepeyncnmTb JOKYMEHTbI, OTHOCALLMECS K JaHHOW rpynne;
OXapakTepunsoBaTb KaXablil U3 HUX, MPUBECTU NPUMEpBI.
[Mpn oTBETE Ha BTOPOM BOMPOC YKAXNUTE, K KAKOW rpynne ynpaBrieHYeCKUX JOKYMEHTOB OTHOCATCSA
NPOTOKOIbI, Pa3HOBUOHOCTU NPOTOKOSOB, OCOBEHHOCTM KPaTKOro NpoToKona.

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

Memoduueckue pekomeHdayuu
Mo nepBomy Bonpocy Heo6xoaNMO OTMETUTL ObOLLME OTNNYUTENBHBIE OCODEHHOCTU JOKYMEHTOB,
BXOOAWMX B AaHHyto rpynny. CrnegyeTr NOMHUTb, YTO MHAOpMaUus, coaepXkallasics B CnpaBO4YHO-
WH(OPMALIMOHHBIX JOKYMEHTaX, He ABNseTCs 06A3aTenbHON A4S UCNONMHEHNS, HO MOXeT ObITb MpUHATA K
cBefeHuo. MNMepeuncnmte JOKYMEHTbI, OTHOCSLLMECS K 3TOW Ipymnne, u oOXxapakTepusymnTe ux.
B oTBeTe Ha BTOpPOW BOMPOC HYXHO yKasaTb, K KaKoW rpynne OOKYMEHTOB OTHOCUTCH Mpukas, a
3aTem NpuBeCTM 0bpasel, 3TOro JOKyMeHTa.

3apgaHue 9
1. OxapakTepusynTte JOKYMEHTbI N0 NepcoHany.
2. NpuBeaunTe obpaseL, pacnops>KEHUS.

Memoduueckue pekomeHdauyuu
Mo nepeoMy BoNpocy HeOOXOAMMO NepPeYncnnTb JOKYMEHTbI, OTHOCSILLMECSH K rpynne AOKYMEHTOB
no nepcoHarny unu no FIMYHOMY COCTaBy, W MPUBECTU XapaKTepUCTUKY TPYAOBOro KOHTpakTa, NUYHOM
KapTouku dhopmbl T2, IMYHOrO Aena, TPYAO0BON KHUXKKK.
OTBeyas Ha BTOpPOWM BOMPOC, YKaXWUTE, K KaKON rpynne AOKYMEHTOB OTHOCWUTCS pacnopsbkeHue,
npvBeanNTe PEKBU3UTBI, COgepXKallnecs B 9TOM JOKYMEHTE.



3apaHue 10
1. OcHOBHbIe 3Tanbl NOArOTOBKN JOKYMEHTOB K apXUBHOMY XPaHEHWIO.
2. Mpueegute obpaseL, AOMKHOCTHON NHCTPYKLNN.

Memoduueckue pekomeHdauyuu
Mpu oTBETE Ha NepBbIi BONPOC HEOOXOAUMO yKasaTb, C KaKOM LieNblo NPOBOAUTCS 3KCnepTuaa
Hay4yHOW W MNPaKTUYECKOM LEHHOCTU [JOKYMEHTOB; KaK OCYLUEeCTBNseTcss odopmMmIeHne f[en; Kak
yCTaHaBMNMBAOTCS CPOKU XPaHEHMS JOKYMEHTOB.
OTBeyass Ha BTOpOM BOMpOC, criegyeT ckasaTb, K KakKoW rpynne [OOKYMEHTOB OTHOCUTCS
AOMMKHOCTHAs UHCTPYKLUUS, KTO ee COCTaBMsIeT, KTO YTBEPXKAAEeT 1 NpuBecTu ee obpasel,.

3apgaHue 11
1. Npasuna cdopmumpoBaHus gen. Cuctematmsauusa JOKYMEHTOB.
2. NpuBeauTe obpasew WTATHOrO pacnucaHns.

Memoduueckue pekomeHdauyuu
OTBeT Ha NepBbIN BONPOC creayeT Ha4yMHaTb C ONMcaHms akTopoB, KOTOPbIe MOMOXeHbl B OCHOBY
cuctemMaTmMsauumn OokyMmeHToB. [pruBeanTe NnpuMepbl. 3aTeM NepedyncnuTe Bce npaeuna, B COOTBETCTBUM
C KOTOPbIMU AIOKYMEHTbI hopMUPYIOTCS B AerO.
Mpu oTBETE Ha BTOPOI BOMPOC He 3abyabTe, YTO rpud yTBEpXKAEHUs LUTAaTHOro pacnucaHus umeeT
0COGEHHOCTWN MO CpaBHEHUIO C APYrMMM AoKyMeHTamn. O HUX HEOBXOAMMO ckasaTb.

3apaHue 12
1. HomeHnknatypa gen opraHnsauun. Buabl HOMEHKNaTyp u nx 0COBEeHHOCTH.
2. Mpueegute obpaseL goroesopa.

Memoduueckue pekomeHdayuu

B oTBeTe Ha nepBbIi BONPOC HEOOXOAUMO AaTb OnpeferieHne NOHATUS «HOMEHKnaTypa aen»,
3aTem NnepeyvncninTb BUabl HOMEHKNATYP Y MPUBECTM XapakTEPUCTUKY Kaxaoro Buaa. YkaxnTe HasHauyeHne
HOMEHKNaTypbl.

Bo BTOpOM Bonpoce Hago paccMOTPeTb AOroBop (KOHTPaKT), KOTOpbIA 3aknioyaeTcss Mexay
pabotognatenemMm (npegnpuatuem, dupmon) u  paboTHMKoM. PaboTHuk o06s3yeTca  BbINOMHATH
onpefeneHHyto paboTy € noAoYMHEHWEM TpPyaoBOMY pacnopsaky, a pabotogatens — cos3gaTtb
HeobXxoaMMble YCROBMS TpyAa M BbinnaynBatb 3apaboTHYyo nnaTy.

3apanue 13
1. Cnocobbl npeacTaBneHns yHNOUUUPOBAHHbIX TEKCTOB JOKYMEHTOB.
2. Mpuseaunte obpasey odhopmMneHus NocTtaHoBNEHUS.

Memoduueckue pekomeHOayuu
OTBevasi Ha nepBbIii BOMPOC, CrieayeT onucatb NPUMEHEHUE CBA3HOMO TEKCTA, aHKETHOMO TeKcTa
1 Tabnuubl. Mo kaxxgomy BUAY YHUPMUNPOBAHHOIO TEKCTa crneayeT NPMBECTU NPUMEPSI.
Mpu oTBETE Ha BTOPOI BOMPOC MPEXAE BCEro YKaXxuTe, K Kakow rpynne A4OKYMEHTOB OTHOCUTCS
«[MocTaHoBneHNe». 3aTeM pacCMOTPUTE ero CTPYKTYPY, OCHOBHbIE pasaerbl, peKBU3UTbI. HanmwuTe, komy
npeAocTaBneHo NpaBo n3gaBaTh 3TOT JOKYMEHT.

3apaHue 14
1. MNogroToBka JOKYMEHTOB K apXMBHOMY XpaHEHUIO.
2. MpueeguTe obpaseL akTa.

Memoduueckue pekomeHOayuu
Mpu oTBETE Ha NepBLI BOMPOC OMNULLIMTE BCE TPWU 3Tana MoAroToBKW AOKYMEHTOB K apXMBHOMY
XpaHeHuto. O6paTuTe BHUMaHWE Ha TO, KTO MPOBOAUT SKCMEPTU3Y HayYHOW M MPaKTUYECKOW LLeHHOCTU
AOKYMEHTOB.
OTBevasi Ha BTOpOW BOMPOC, YKaXuTe, K KakoW rpynne AOKYMEHTOB OTHOCWUTCSl akT, KTO ero
cocTaBnsieT, NoAnuckIBaeT, yTBepXKaaerT.

3apaHue 15
1. ®opmuposaHue gen. Npasuna dopmmnpoBaHus.
2. CocTaBbTe obpaseL, MHPOPMALNOHHOIO NMCbMa.
Memoduueckue pekomeHOayuu



B nepBom oTBeTEe HadoO MepeynucrinTb NPUsHaKkM, B COOTBETCTBUWM C KOTOPbIMU OCYLLECTBISETCS
npouecc GopMUPOBaHUA Aera, PacKpbITb CYyTb KaX4oro u3 Hux. 3atem criegyeT onucaTb npasuna, no
KOTOPbIM NPOUCXOAUT CUcCTeMaTU3aLNsa JOKYMEHTOB BHYTPW Aena.

B oTBeTe Ha BTOpOI BONPOC NpearnonaraeTcs 3HaHMe TpeboBaHUI, NpeabaBNageMbIX K HannucaHuio
Aenosoro nucbma. MiHdopmMaumoHHoe NnncbMo npeacTasnseT cobon ogHy U3 pasHOBUAHOCTEN CryXeBHbIX
nicem. He 3abyabTe npaBunbHO 0POPMUTL BCE HEOOXOAUMbIE PEKBU3UTLI AaHHOIO JAOKYMEHTA.

3apaHue 16
1. OcoBGeHHOCTU cocTaBneHUs U 0POPMITEHNS NEPBUYHBIX OYXranTepCcKMxX 4OKYMEHTOB.
2. CocTtaBbTe 06pasel, peknaMHOoro nucbMa.

Memoduueckue pekomeHdauyuu

[Mpn oTBeTe Ha MepBbI BONPOC HEOOXO0AMMO onupaTtbcs Ha cT. 9 ®denepanbHoro 3akoHa «O
oyxrantepckom y4dete» Ne 129 ot 21.11.1996 r., B KOTOpOM TroBOpUTCS O Tpex anbbomax
YHUULMPOBaHHbLIX (POpM, NpeaHasHayeHHbIX Ans odopmeHus ByxranTepcknx AokymeHToB. Criegyet
Takke onncaTtb, Kak MCMPaBNATCA OWNOKN, AOMYLLEHHbIE B JaHHbIX JOKYMEHTaXx.

OTBevass Ha BTOpPOM BOMPOC, HAOAO MOMHWUTb, YTO PEKNaMHOEe MNUCbMO SIBMSIETCS OOHOW ©3
pasHoBMAHOCTeW cnyebHbix nucem. CnegoBaTtenibHO, K HEMY NPeabsBAATCA Te Xe TpeboBaHus, YTo 1
K ntobomy genosomy nucbmy. He 3abyabTe npaBunbHO opopMuTh BCe HEOOXOANMbBIE PEKBU3UTBI.

3apaHue 17
1. Knaccudmkaumsa ynpaBneH4Yecknx 4OKYMEHTOB.
2. CoctaBbTe 0bpasel, rapaHTUAHOrO NUCbMA.

Memoduueckue pekomeHdayuu

OTBeyvas Ha nepsbIvi BOMPOC, Cnegyet OTMETUTb, YTO B OpraHu3aumsax, Npeanpusatuax u pupmax
(PYHKLMOHMPYET MHOXECTBO AOKYMEHTOB, KOTOpble KnaccuduumpyrloTcs Ha wecTb rpynn. B ocHosy
KJ'IaCCI/I(i)I/IKaLI,I/II/I NnonoXxeHbl onpenerieHHble MNpu3Hakyu, KOTOopble Hado Ha3BaTb MNpu HanucaHUK
KOHTPOSbHOM paboTbl 1 0653aTeNbHO NPUBECTU NPUMEP.

B oTBeTe Ha BTOpOK BOMPOC HEOGXOAMMO OTMETUTb OCODEHHOCTM WM OTNNYUS FapaHTUAHOIO
nMcbma OT APYrMX BUAOB CNYXeBHbIX NuceM. 9T 0COBEHHOCTM NPOSIBNSAOTCSA M B 0DOPMIAEHUN AAHHOMO
AoKyMmeHTa. MpocTaBbTe NpaBuIbHO BCE HEOOXOAUMbIE PEKBU3UTHI.

3apgaHue 18
1. O6paboTka NcxoasLmMX JOKYMEHTOB.
2. MpueeguTe obpaseL, NpoTokona cobpaHns.

Memoduueckue pekomeHOayuu
Mo nepsomy BoMpoCy HEOGXOAUMO MPUBECTU CxeMy paboTbl C UCXOAALMMM AOKYMEHTaMu u
onucatb kaxabli atan. ObpatuTe BHUMaHWE Ha TO, CKOMbKO JK3IEMMMSPOB UCXOAALEro AOKyMEHTa
AOIMKHO ObITb MOArOTOBMEHO; Kakas ocyLlecTBrseTcs paboTa ¢ KaxablM 3K3eMMIsSpoM.
Mo BTOpOMYy BOMpOCY CriedyeT cka3aTb, K Kakow rpymnne AOKYMEHTOB OTHOCWUTCA Ternerpamma.
Heobxoaumo npvBecTu Nnpasuna HanucaHust TekcTa TenerpaMmbl, ykasatb HEOOX0AUMblE PEKBU3UTBI.

3apgaHue 19
1. O6paboTka BXOOALMX JOKYMEHTOB.
2. MpuseamnTe obpasey bnaHka Ana 3anucu TenedoHOrpaMmei.

Memoduueckue pekomeHOayuu
B oTBeTe Ha nepBbIi BOMPOC criegyeT MpUBECTM CXeMy paboTbl C BXOASALWMUMU OOKYMEHTaMu,
yKa3aTb Mpu3Haku, MNo KOTOpbIM pacnpenendarTcda OOKYMEeHTbl MexXxay noapasgeneHnamm  u
NCMNONHUTENSIMKU, 06PaTUTL BHUMaHME Ha TO, Kak OCYLLECTBNAETCA pernctpaumst 4oKyMEHTOB.
Mpn oTBETEe Ha BTOPON BOMPOC YKaXuTe, K KakoW rpynne [OKYMEHTOB OTHOCUTCS
TenegoHorpamma, onvLIMTe NpaBuia COCTaBEeHMs] TEKCTA 3TOro [OKYMeHTa.

3apgaHue 20
1. CornacoBaHne pokymeHTa. PekBusutbl: «Ipuc cornacoBaHus [okyMeHTa», «Busbl
COrnacoBaHus JOKyMEeHTay.
2. MpueaunTe obpaseL 3anofHEHNss TUTYNBHOMO NMCTa TPYAOBOW KHUXKKM.

Memoduueckue pekomeHOayuu
B oTBeTe Ha I'IepBbII7I Bonpoc H606XO,EI.I/IMO onucaTtb obnacTtb NPpUMeHeHNA Kaxaoro U3 yka3aHHbIX
PEKBU3MTOB, NpaBuia ohOPMIEHUS U PACTONOXEHNS HA AOKYMEHTE KaXXAoro u3 Hux.



I'Ipvl OoTBETE Ha BTOpOI7I BONpPOC MNMOMHUTE, YTO Ha TUTYNbHOM JIUCTE pr,EI,OBOIZ KHWXXKN
NpPOCTaBNAETCA NeYaTb opraHM3aunn n noanncb nuua, BbiaaBLlero TpyaoBYHO KHMXKKY.

3apaHue 21
1. [lokyMeHTbI, BXOASLLME B COCTaB NIUYHOrO aena.
2. MpueeaunTe obpaseL, CoONpoBOAMTENBHOIO NUCbMa.

Memoduueckue pekomeHOayuu
Mo nepeomy Bonpocy HeOBX0AMMO NPUBECTUN XapaKTEPUCTUKY KaXKOoro AOKYMEHTa, BXOASLWEro B
cocTae nuyHoro aena. Kpome Toro, crieayeT ykasaTb, K Kakou rpynne AOKYMEHTOB OTHOCUTCS NINYHOE Aero.
Mpn oTBETE Ha BTOpON BOMPOC He 3abyabTe MPOCTaBUTb BCe HeobxoAuMble PEKBU3UTbI Ha
AOKYMEHTE, a Takke MPUBECTM Er0 XapaKTEPUCTUKY.

3apaHue 22
1. ®opmbl npeacTaBneHns YHNPOULMPOBAHHBLIX TEKCTOB AOKYMEHTOB.
2. Mpueegute obpaseL, cnpasku.

Memoduueckue pekomeHOayuu
B oTBeTe Ha nepBbIi BONPOC HEOOXOAMMO MNPUBECTUM MPUMEpPbl YHUDULMPOBAHHbLIX TEKCTOB
OOKYMEHTOB, AaTb OnpeaeneHne Kaxxaoro Bnaa u oTMETUTb AOCTOMHCTBA M 00NacTb NPUMEHEHNS KaxX 0N
13 opMm.
Mpun oTBETE HA BTOPO BOMPOC YKaXUTe, K KaKol rpynne 4OKYMEHTOB OTHOCSITCSI CNPaBKu, onuwinTe
pPa3HOBMAHOCTU CNPaBOK M 06NacTb NPUMEHEHUS KaXaoro ux Buaa.

3apanue 23
1. PekBuanthbl: «[evatby, « OTMETKa 0 KOHTpONE», NpaBuna NpocTaBneHusl, 06racTb NPUMEHEHNS.
2. MNMpuseamnTe obpaseL, BbINUCKM U3 MpUKa3sa.

Memoduueckue pekomeHOayuu
Mpn HanucaHuM oTBETa NO MepBOMY BOMPOCY HeobxoaMmMo obpaTuTb BHMMaHME Ha TO, Kak
npocTaBnseTcs nevyaTb Ha JOKYMeHTax (oMHAHCOBOro XapakTepa.
OTBeyass Ha BTOpPOWM BOMPOC, yKaXuTe, K KakoW rpynne [OKYMEHTOB OTHOCUTCS BbIMWCKa W3
npukasa, kKakoBbl 0COGEHHOCTW AAHHOMO JOKYMEHTA.

3apaHue 24
1. CnyxebHoe nucbmo. MNMpaBuna HanncaHusi. PasHoBUAHOCTU Criy)kKeBHbIX NMceMm.
2. Mpuseaunte obpaseL, 0POPMMEHUS yKa3aHUs.

Memoduueckue pekomeHOayuu
lMpu oTBETE Ha NepBbI BONPOC HeobXxoAMMO ykasaTb, K Kakow rpynne AOKYMEHTOB OTHOCUTCS
cnyxebHoe nMcbMo, onucaTb TpPeboBaHWsA, NpeabsiBrSiEMble K HaMUMCaHUIO TeKcTa NUcbMa, OTMETUTb
PEKBU3UTbLI, NPOCTaBMSIEMbIE Ha CNY>XeOHbIX MMCbMaX, a 3aTeM NepPedncrMTb U OXapakTepusoBaTb kaxaoe
13 pasHOBUOHOCTEN CNyXeBHbIX Nucem.
Bo BTOpOM BOMpoce crnegyeT ykas3aTb, K Kakoh rpynne AOKYMEHTOB OTHOCUTCS yKasaHue U KTO
MMeeT NpaBo ero u3gaBaTb.

TpeboBaHUs K BbINOMHEHWIO 3a4aHWN, LKanbl U KPUTEPUN OLLeHNBAHNS
[nsi oueHMBaHWS NPaKTUYECKMX 3a4aHMIN NCNOMb3YETCs LIKana «3a4TeHO», KHe 3a4TEHOY.

Kputepum oueHuBaHus Lkana oueHok
BbinonHeHve 3agaHus, BriageHwe Teopuen U NpakTUKOn «3a4TeHO»
JenonpovsBoAcCTBa  He HWxXe  yOOBreTBOPUTENbHOro
YPOBHSA
HeBbInonHeHWe 3agaHns, Heya4oBNeTBOPUTENBHOE 3HaHWE «He 3a4YTeHOo»
OCHOB [JOKYMEHTALMOHHOIro obecneyeHuns ynpaBneHust




20.2. NMpomexyToyHana aTrectaums

npOMe)KyTO‘-IHaH arrectauna no agumcumniinHe ocyuwecTBndeTcdA C NOMOLWbH  cnefyroumx
OLEeHO4YHbIX CpeaCTB: Nepe4veHb BOMNpPOCOoB, nNepe4vyeHb nNpakTn4ecknx 3agaHni.

MepeyeHb BONPOCOB K 3a4eTy
lMoHATNE N NPUHLMNBI OpraHn3aunmM AoKyMeHToobopoTa.
Knaccudumkaumst 4JOKYMEHTOB.
PaboTta ¢ nuceMamm n obpaleHusamMmn rpaxagaH.
MpoxoxaeHne 1 NopsSAoK UCMONMHEHUS BXOASALWMX AOKYMEHTOB.
lMpoxoxaeHne NcxogsaLwmx N BHYTPEHHUX JOKYMEHTOB.
PaboTa ¢ koHuaeHUnanbHbIMM AOKYMEHTaMMU.
[lenoBas nepenucka B opraHM3aunm.
[lenoBas peyb 1 ee rpammMmaTnieckne 0CoOeHHOCTN B KOPPECMOHAEHLUNMN.
Jlornueckoe NnocTpoeHne JOKYMEHTOB.
. Cuctema opraHusaLMOHHOWN JOKYMEHTaLMN.
. Cuctema pacnopsantenbHON JOKYMEHTaLuun.
. MecTo 1 ponb AOKYMEHTOB B yNpaBfeHUN Ha aTane undposmnsaumm.
. FocypapcTBeHHas cuctemMa AOKYMEHTaLMOHHOrO obecneyeHns ynpaBneHus.
. CtaHgapTtusaums n yHudgpukaums cuctemol JOY.
. CocTtaB HopMaTMBHO-MeToAMYeckon 6asbl JOY.
. Obwepoccuiickme knaccndmkaTopbl AOKYMEHTaLMN.
. CocTtaBneHne HoMeHKnNaTypbl Aen.
18. ®opmupoBaHue 1 oopmreHvue gen.
19. Cuctema MHOPMaLNOHHO-CNPaABOYHON JOKYMEHTauUNN.
20. lMopgroToBka n nepegaya JOKYMEHTOB Ha apXMBHOE XPaHEHMe.

BOo~NoOR~®ONE

PR R R RRE R
NOUNMWNRERO

MNMepeyeHb NpakTUYECKMX 3agaHun npencraBneH B pasgene 20.1.

I'Ipwmep KOHTPOJIbHO-U3MEepPUTENIbHOIro MaTtepuana

YTBEP>XOARKO
3asefyoLmi kaeapor 3KOHOMUKU TpyAa U OCHOB yrnpaBreHus
Hawkosa E.C.
_ .20 .
HanpaeneHne nogrotoBku 38.03.01 SkoHOMUKA
Oucumnnuua 61.B.[B.03.01. [JokymeHTaLmoHHoe obecnevyeHne ynpaBneHus
Kypc 2
dopma obyyeHns O4Had
Bupg atTectauum [NpomexyTodHas
Bua koHTpons 3avet
KoHTponbHo-usmeputenbHbi maTtepuan Ne 1
1. MecTo 1 ponb JOKYMEHTOB B yNpaBrieHUn Ha aTane undposmnsaumm.
2. ®dopmupoBaHue n ocopmneHne gen.
[NpenogasaTtens 0.4. EmenbsiHOBa

OnucaHne TeXHOMOMN NpoBeaeHns
Obyuatowemycs Bolgaétcst KM, copepxawmin aa Bonpoca. Ofyvarowmincs sanMcoiBaeT CBOM OTBET U
ero nnaH Ha 6rnaHKkax 4OKYMEHTOB s NPOBeAeHNst aTTecTaunm, 3aTemM YCTHO M3naraeT TeopeTuyeckne u
npakTUYeckMe acnekTbl BOMNPOCOB.

TpeboBaHUs K BbINOMHEHWUIO 3aaaHui, LWKarbl U KPUTEPUMN OLIEHUBaAHUS

Ona oueHuBaHWA pesynbTaToB 0Oy4YeHMsI Ha 3aveTe WCMONb3YeTcs LKana «3avyTeHo», «He
3a4YTEHOY.

Kputepun oLieHnBaHus LLkana oueHoK
WNHbopmaTuBHbIe OTBETLI HA BOMPOChHI, BliafieHne Teopueit «3a4TeHO»
n npakTuKom JenonpoussoacTea He HUXe
YAOBNETBOPUTENILHOIO YPOBHS
OtcyTcTBME 0TBETOB Ha BOMPOCHI, «He 3a4TeHO»
HeyOoBreTBOpUTENbHOE 3HaHWe OCHOB
JOKYMEHTaLMOHHOro o6ecneyeHuns ynpaereHust







