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CTpyKTypa u cofep:KaHue AUCHUTITHHBI
1. Heau u 321244 JUCHUIJIMHBI, €€ MECTO B Y4eOHOM mpoiiecce

Hesablo u3yvyeHust AUCHMIIUHBI «OCHOBBI JOKYMEHTOOOOPOTA MPOMBILIUICHHBIX TPEATPUITHIN
ABJIseTCS (OPMHUPOBAHUE KOMIIETEHIMH B CHCTEME IPAaBOBBIX, SKOHOMHYECKHX M XO3AHCTBEHHBIX
OTHOIICHHH B cpepe esATeIbHOCTH COBPEMEHHOT0 o(uca, co3aanue ycnoBuid i 3 pekTuBHOM paboTh
PYKOBOJICTBA U COTPYJHHMKOB OpPraHU3allMi; O3HAKOMMTh CTYZAEHTa Mpodeccuu MeHeakepa ¢ 0a30BbIMU
TpeOOBaHUSMH, MPEABSIBISIEMBIMA K HU30BOMY HPO(ECCHOHAIBLHOMY YPOBHIO OakanaBpa MEHEIKepa B
JIOJDKHOCTH O(pUC-MEHeIKepa WK IOMOLTHUKA PYKOBOIUTENS CTPYKTYPHOTO MOJIPpa3/1eICHuUS.

OCHOBHBIMHU 3aJaYaMM W3yYEHUS TUCHUIUTMHBI «OCHOBBI JTOKYMEHTOOOOpPOTa MPOMBIIUIEHHBIX
NPENNpUATHI» SABISIETCS HW3YYUTh 3aKOHOJATElIbHbIE M HOPMAaTHUBHO-METOAMYECKHE JIOKYMEHTA,
periaMeHTHpyoIue paboTy ¢ JOKYMEHTaMU OpPTaHU3alliH; O3HAKOMHUTCS C MPAaBUJIAMH COCTABICHHS U
oopMieHHs yNpaBIEHYECKUX JIOKYMEHTOB; HM3Y4HUTh IOPSIOK pabOThl C JIMYHBIMH U CIIy)KEOHBIMHU
JOKyMEHTaMH; Cc(hOpPMHUpPOBATh HABBIKM COCTaBICHUS W OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJIeHUs; U3YYUTh PabOTy CIyX Obl TOKYMEHTALMOHHOTO OOECHEeYEHUs! YIpPaBICHUS; O3HAKOMHUTh
ciymaTeneii ¢ COBPEMEHHBIMH TEXHOJOTMSMH OpPraHM3alUdU JOKYMEHTOOOOpOTa MPEINpUSTHH |
OpraHu3aIui.

2. MecTto gucuuniaunsl B crpykrype OIIOII BO.

HucuumnuHa «OCHOBBI JTOKyMEHTOOOOpOTa MPOMBIIUICHHBIX MPEANPUSATHID BXOAUT B 4YaCTh
omoka 1, dopMmupyemyro ydacTHUKaMH OOpa30BaTENIbHBIX OTHOLICHWH, 3JIEKTUBHBIE IUCIUIUIMHBI
(MOaynu) TOATOTOBKM CTYOEHTOB 1O HampaBieHuto moarotoBku 15.03.04 «ABTtomaruzaius
TEXHOJIOTMYECKHUX MPOIIECCOB U IPOU3BOCTB

JucuumimHa «OCHOBBI JOKYMEHTOOOOPOTa MPOMBIIIJICHHBIX MPEINpPUATHI» OCHOBBIBAETCS Ha
0a3e nucUUIUIMH: DKOHOMUKA, MaTematuka, byxrantepckuii yuer U HaJlorooOI0KeHHeE.

[lonyyeHHbIE 3HaHMS MOTYT CTaTh OCHOBOM JUII M3y4Y€HHUs CIEAYIOUIMX JUCLMILINH!
Crparernueckoe ynpasieHue, OxpaHa TpyAa U IPOU3BOJCTBEHHAas! 0€30MaCHOCTh



3. TpedoBanus K pe3yjbTaTaM OCBOEHUSI COAEPKAHUA TUCHUTLINHBI

Conepxanue Kon Koxn u HaumeHoBaHME HHAMKATOpA
KOMIIETEHIINH KOMIIETEHIINH JOCTUKEHHS] KOMITETEHIIUU
OIIK-8. Cnocoben OIIK-8 OIIK-8.1. 3HaTh OCHOBHBIE SKOHOMUYECKNE KATErOPHH,
MPOBOIUTH aHAIIN3 NPUHIUIE QYHKIHOHUPOBAHUS PHIHOYHOW YIKOHOMHKH
3aTpat Ha o0ecrevyeHue OIIK-8.2. YMeTh HaXOAUTh ONTUMAJIbHbIE
JeSITEIbHOCTH yIpaBiI€HYECKHE PELICHUS B IPOU3BOICTBEHHBIX
IIPOU3BOJCTBEHHBIX CUTYaIUAX
MoApa3aeICHU OIIK-8.3. Bragetp MeTOaMU pacueTa U aHajIu3a 3aTpar
Ha obecrieueHue JesITeIbHOCTH TPOU3BOICTBEHHBIX
OoApa3IeICHUM




4. CTpyKTYypa M coJep:KaHue THCHHUILINHBI

4.1. O0beM y4eOHOI TMCHUIIHHBI U BU/IbI Y4eOHOH padoThl

Bua yueOHoii padoThI O0bem yacos (3a4. ef1.)

OuHas OuHo-3a0uHasi |3aouHas

dopma ¢popma ¢bopma
Oo0mas yueOHast Harpy3Ka (Bcero) 144 - -

(4 3a4. en.)

O6s13aTesibHAsi KOHTAKTHAas padoTa (Bcero) 36 - -
B TOM YHCJI€:
Jlexkmun 18 - -
CeMuHapcKue 3aHsITH - - -
[IpakTUueckue 3aHATUs 18 - -

JlaGopaTopHbie pabOThI - - -
KypcoBas paboTa (KypcoBOii POEKT) - - -
Hpyrue GopMbl 1 METOABI OPTaHU3AINH - - -
00pa3oBaTeNIbHOTO MpoIiecca (pacuemuo-epaghuieckue
pabomul, UHOUBUOYAIbHBLE 3A0AHUSL U M.N.)

CamocTosiTe/ibHasi padoTa cTy/ieHTa (BCero) 108 - -
dopma arrecTaluu 1 cemectp - -
aud.3ader

4.2. ConepxxaHue pa3aesioB JUCHUILTHHBI

Temal. BBegeHue B [1eJONPOM3BOACTBO. YHH(UKANMA ¢ CTaHAAPTH3AIMA JIEJIOBOM
nokymeHTauuu. CioBapb-MUHUMYM TEPMHUHOB U OIIPEACIICHUMN.

Tema 2. [IpodeccuonanbHas kiaaccupurkanus 1 3a1a4M 0(pMCHBIX pa0OTHUKOB

Tema 3. JlokymMeHTa/IbHOe oO0ecmeyeHHe YNPABJEHHS: HOPMATHBHO- NPAaBOBbIE AaKThI,
perjamMeHTHpPYIOIIHe BeJleHHe 1eJ0NMPOM3BOACTBAa Ha mnpeanpustuu. Knaccudukanus menoBoit
nokymeHTtanuu. [IpaBuna odopmieHHs pPEeKBU3UTOB OJaHKAa M MX PACIONOXKEHHS Ha CTaHIapTHOM
dbopmare Oymarm, pasmepel moneid. CocraB, OQOpMIICHHE, W3TOTOBICHHE, XpaHEHHWE OJIAHKOB
opranmzainuu. biaHk [HoKymMeHTa: TMOHsATHE, Ha3HaueHue, BUIbl OnankoB. CocrtaB, odopmieHHe
pexBu3nTOB OsiaHka. OcOOEHHOCTH SA3bIKA CITYKEOHBIX JOKYMEHTOB. KoMMo3uIus 10KyMeHTa.

Tema 4. OcHoBHble mnpaBwjia o¢opmieHUsT PEKBU3UTOB CJIY:KeOHBbIX JOKYMEHTOB.
OpraHu3allnOHHO-pacTopsAaUTeIbHas JoKyMeHTarus. OOmas XapakTepUCTHKa CTHIIS —CIIy:KeOHOM
nokymMmeHTanuu. CripaBo4HO-HH(POPMAIMOHHBIE TOKYMEHTHI. JlenoBas nepenucka. CocTaBieHHe aKTOB U
poToKoJIOB. PacnopsnurenbHbie JOKyMeHTHl. COCTaBlIeHHWE NPUKA30B, YKa3aHUH MU PACIOPSIKEHUH.
Opranu3alvoOHHbIE TOKYMEHTHI.

Tema S. Perucrpanusi 10KyMeHTOB. Peructpaiusi TOKyMEHTOB: MOHITHE, LEIH, 3a0a4i, MECTa
perucTpanuy pa3inyHbIX KaTeropuii JokyMeHToB. CucteMbl U (OpMBI peructpanuu (KypHajibHas,
KapTO4Hasi, aBTOMATU3UpPOBAHHAs), WX JOCTOMHCTBA M HemocTaTku. I[lokasaTenu, BBOJUMBIE B
peructpanrionusie  Gopmbl. OCOOEHHOCTH pErucTpaliy BXOASIINX, HCXOISAIMIMX UM BHYTPEHHHX
noKyMeHTOB. (CoOCTaB BBIMIOJNIHSEMBIX pa0OT TMpPHU OTHPaBKE HUCXOIAIIMX JOKYMEHTOB: TMpPOBEpKa
MPaBIWJIBHOCTH O(OpMIICHUS, HAIWYMs MPUIIOKEHHUM, ajapecara, COPTUPOBKA IO aapecaTaM M BHUAAM
OTIPABJICHUN; COCTABJICHHE ONKMCH PACCBHUIKH. TpagulMOHHBIN crioco0 oTmpaBku mucem. OtmpaBka
JIOKYMEHTOB C IOMOIIBI0 TenedoHa, pakca.

Tema 6. KoHTpob MCNOJHEHUsI TOKYMeHTOB. KOHTPOJIb MCTIONHEHUS JOKYMEHTOB: TOHSTHE,
Ha3HaueHue, BUIbl. [lpuHuunel opranuzauuu  KOHTpOJdss. CpoOKM HCHOJHEHUs: TUIIOBOM U
WHIWBHUYATbHBIA. TeXHOIOTHS BEACHUS KOHTPOJISA. AHAIU3 UCTIOTHEHUS JOKYMEHTOB B YUPEKICHHH.

B3aumocBs3p peructpanuu I0KyMEHTOB U MH(DOPMAIIMOHHO-CIIPaBOYHOM paboThl. OpraHusaius
PpaboThI ¢ TOMOIIIBbIO CIIPABOYHBIX KapTOUEK.



JIOJDKHOCTHBIE JIMIA, OCYLIECTBISIONINE PETUCTPALMIO U KOHTPOJIb UCIIONHEHUS, UX (YHKLIUU U

npasa.
4.3. Jlekuuu
Ne Ha3Banmue Tembl O0bem yacoB
n/n Oumnasn Ouno- | 3aounas
¢popma | 3aouynasn | ¢opma
dopma
1 cemecTp
1 |BBesieHue B IEIONPOU3BOICTBO 3 - -
2 [Ipodeccruonanphas knaccuduKaius 1 3a1a4u opUCHBIX 3 - i
pabOTHHUKOB
3 | HdokymeHTanbHOE oOecrieueHre yrnpaBieHus:: HOpMaTHBHO- -
MIPABOBBIE aKThl, PETJIAMEHTUPYIOLIUE BEACHHE 3 -
JISJIOTNIPOU3BO/JICTBA HA NMPEANPUSITHI
4 | OcHoBHbIE npaBuiIa 0HOPMIICHHUS PEKBU3UTOB CITY>KEOHBIX 3 - i
JIOKYMEHTOB
5 |PerucTpanms 10OKyMEHTOB 3 - -
6 | KoHTpOJb HCIIOTHEHUS JOKYMEHTOB 3
Bcero 18 -
4.4. JlaGopaTopHble padoThl HE PEIYCMOTPEHbI Y4€OHBIM IIJIAHOM
Ne Ha3Banue Tembl O0bem yacoB
n/n Ounasn OuHo- 3aounas
¢popma 3a04Has (popma
dhopma
1 cemecTp
1
2
3
4
&)
Bcero
4.5. IlpakTuyeckue padboTbl
O0beM yacos
Ne OuHo-
w/n Ha3Banue Tembl Ounas 3209HAs 3aounas
dopma bopma ¢dopma
1 OpranuszanroHHble T0KyMeHThl. CocTaBiIeHHE 3 ) )
JTOJKHOCTHOM MHCTPYKIIUU
9 Pacniopsutenbubie 1oKyMeHTHl. CocTaBleHUE MIPUKa3a, 3 i i
COCTaBJICHUE MPOTOKOJIA
3 |Henosas nepenucka. CocTaBieHue NHCEM 3 - -
4  |byxranxtepckas JOKYMEHTAIUs IPEIPUSITHS 3 - -
5 |PacnopsautensHbie qOKyMeHThI. COCTaBIeHHE MPUKa3a; 3 i i
COCTaBJICHUE MPOTOKOJIA
6 |CrpaBouHo-uH(pOpMaIMOHHBIE JOKYMEHThI. COCTaBICHHE 3 i i
akta. OopmieHue cupaBok
Hroro: 18 - -

4.6. CamocTosiTeJIbHAs padoTa CTYJ1€HTOB




O0bem yacoB
Ne i/ Ha3Banue Tembl Bun CPC Ounas | Ouynas | OuHas
dopma | popma | popma
1 Beenenue B [TpopaboTka MaTepuana JeKIui 20 ) i
JICIIOTIPOU3BOICTBO
2 [TpodeccuonanbHas [ToaroToBka K MpakTUYECKUM
KJTacCU(UKAIUS U 331291 3aHATHSAM 20 - -
0(pUCHBIX paOOTHUKOB
3 OcHOBHBIE TIpaBUIIA [ToaroToBKa K MPaKTUYECKIM
o(opmIIeHHS PEKBU3UTOB 3aHATUSAM 20 - -
CJ1y>K€OHBIX JOKYMEHTOB
4 Perucrpanus 10KyMeHTOB [ToaroToBka K MpakTUYECKUM 20 i i
3aHATHIM
3) JlokyMeHTanbHOE [TpopaboTka Marepuana JeKIui
obecrieyeHue yrnpaBaeHUs:
HOPMAaTHBHO- TIPABOBBIE 10 ) )
aKThl, perJIaMeHTUPYIOIINe
BEJICHUE JICJIONPON3BOJICTBA
Ha NPEIIPUITUN
6 3auer [ToaroroBka K nud.3aueTy 18 - -
Hroro 108 - -

4.7. KypcoBble padoThl/mpoekThl 10 aucuuiuinHe  «OCHOBBI  JOKYMEHTOOOOpOTa
MIPOMBIIIJIEHHBIX MPEATNPUATHID HE MPEINOIAraloTcsl y4eOHbIM IJIaHOM.

5. Obpa3oBaTe/ibHbIE TEXHOJIOTHH

[IpenogaBanue AUCHMILTUHBI BEAETCA C NPUMEHEHHEM CIEAYIOUIMX BHUAOB 00pa30BaTEIbHBIX
TEXHOJIOTHM:

TPaJULIMOHHBIE  OOBACHUTENbHO-WILIIOCTPATUBHBIE TEXHOJOTHH, KOTOpbIE 00ecreYrBaroT
JOCTYITHOCTh y4eOHOro Marepuayia Juisi OOJBIIUHCTBA CTYJIEHTOB, CHCTEMHOCTh, OTPa0OTAaHHOCTH
OpPTraHMU3aIMOHHBIX ()OPM U MPUBBIYHBIX METO/I0B, OTHOCUTEIHLHO MaJjible 3aTPaThl BPEMEHU;

TEXHOJIOTUH MPOOJIEMHOTO 00yUeHHsI, HAlIPaBJIICHHBIC HA Pa3BUTHE MO3HABATEIILHON aKTHBHOCTH,
TBOPYECKOH  CaMOCTOSITENNFHOCTH  CTYJGHTOB W TpEINoJjiaralolliue  IOCJIeoBaTeIbHOe U
[[eJICHANPABICHHOE BBIIBIDKEHHE TMEpell CTYACHTOM TO3HAaBATENbHBIX 3a/lad, pa3pelieHHe KOTOPBIX
MO3BOJISIET CTYJICHTAM aKTHUBHO YCBaWBaTh 3HAHUS (MCIOJIB3YIOTCS TIOMCKOBBIE METOJIBI, ITOCTAHOBKA
MO3HABATEIBHBIX 33/1a4);

TEXHOJIOTHH Pa3BHUBAIOIIETO OOyUYEHHs, IMO3BOJISIIOIIME OPUCHTHPOBATh yYEOHBIM TMpoIecC Ha
MOTEHIIUATbHbIE BO3MOXKHOCTH CTY/ICHTOB, UX Pean3aliio U Pa3BUTHE;

TEXHOJIOTUH KOHIICHTPUPOBAHHOTO OOYYEHUS, CYTh KOTOPBIX COCTOWT B CO3J[AHUM MaKCHMAJbHO
ONM3KOM K €CTeCTBEHHBIM ICHUXOJOTHYECKHMM OCOOEHHOCTSM YEIOBEYECKOTO BOCIPHATHS CTPYKTYPHI
y4eOHOTO Mporecca U KOTOPhIE JAI0T BO3MOXHOCTh TITyOOKOTO M CHCTEMHOTO M3YUYCHHS COICPKAHHS
y4eOHBIX NUCIUIUIMH 33 CYET OObeTUHEHHSI 3aHATHI B TEMAaTUYECKHE OJIOKH;

TexHoJIorTuH  AuddepeHITnpoBaHHOTO O00y4YeHHUs, 00€CIeUnBAIOIINE BO3MOXHOCTH CO3aHUS
ONTUMAJIBHBIX YCIOBUH IS pa3BUTHsI UHTEPECOB U CIIOCOOHOCTEH CTYJCHTOB, B TOM YHUCJIC M CTYJCHTOB
C 0coObiMH 00pa30oBaTeNbHBIMH MOTPEOHOCTSIMHU, YTO TIO3BOJISIET pEaNIu30BaThb B KYJIbTYypHO-
00pa30BaTeIbHOM MPOCTPAHCTBE YHUBEPCUTETA UJCIO CO3/IaHUS PABHBIX BO3ZMOXKHOCTEH ISl TTOTyICHUS
00pa3oBaHMs TEXHOJIOTHH aKTUBHOTO (KOHTEKCTHOTO) O0YUYEHHs, C TIOMOIIBIO0 KOTOPBIX OCYIIECTBIISETCS
MOJICTUPOBAHUE TIPEIMETHOTO, TPOOIEMHOTO U COIMAILHOTO COJEpKaHU Oyayiieit mpodecCcuoHaIbHOMI
NEeSITeIbHOCTH CTYIEHTOB (HMCIOJIb3YIOTCA aKTUBHBIE M HHTEPAKTUBHBIE METO/IbI OOYUYEHHSI) U T.1I.



Hcnonb3yembie 00pa3oBaTeNbHBIE TEXHOIOTUNA W METOJIbI HAIMIPABJICHBI HA MOBBIIICHUE KadecTBa
MOATOTOBKU IyTEM Pa3BUTHs Yy OOydaromuXcsl crocoOHOCTEH K camMoo0pa3oBaHUIO U HAlleNIeHbl Ha
AKTUBU3ALIMIO U PEATTU3AINIO JUYHOCTHOTO MOTEHIMaNa KaXA0ro CTyAeHTa.

MaxkcumanbHas ~ 3((EeKTUBHOCT,  MENAaroruuyeckoro  mpolecca  JOCTUTaeTcs  IyTeM
KOHCTPYUPOBAHMS ONTUMAJIBHOTO KOMILIEKCA MEAArorutueckux TEXHOJIOTHMH U (WJIM) UX DJIEMEHTOB Ha
JUYHOCTHO-OPUEHTUPOBAHHOM,  JESATENIbHOCTHOM,  JHAJOTUYECKOM OCHOBE U  HCIIOJIb30BAHUSA
HEOOXOIUMBIX COBPEMEHHBIX CPEJICTB 00yUEHUSI.

6. YuyeOHO-MeTOAMUYEeCcKOe U MH(OPMALIMOHHOE 00ecniedeHne JUCIIUTINHBI

a) OCHOBHAs JIUTEpaTypa:

0) 10NOJIHNTEJIbHAS JINTepaTypa:

B) MeTOMYeCKHe PEKOMEH Al UM
I) HHTePHET-pecypchl:

MuHUCTEPCTBO HAYKH U BBICIIEro oOpazoBanus PD — https://minobrnauki.gov.ru/

denepanbHas ciry:k0a 1Mo Haa30py B cdepe oOpazoBanus u Hayku — http://obrnadzor.gov.ru/

[MTopran PenepaabHBIX TOCYIAPCTBEHHBIX 00PA30BaTEIbHBIX CTAHIAPTOB BBICIICTO 00Pa30BAHUS —
http://fgosvo.ru

denepanbusblii nopran «Poccuiickoe odpazoBanue» — http://www.edu.ru/

Hudopmarnmonnas cucremMa «EnuHOe OKHO jgocTyma K 00pa3oBaTelbHBIM —pecypcam» —
http://window.edu.ru/

denepanbHbIii IEHTP HHOOPMAIIMOHHO-00pa30BaTeIbHBIX pecypco — http://fcior.edu.ru/

JIEKTPOHHBIEe OMOINOTEYHbIE CHCTEMBbI H PeCyPChI:

DneKTpOHHO-O0MOIMoTEeYHAas cucTema «KoncynbTant CTYJIEHTa» —
http://www.studentlibrary.ru/cgi-bin/mb4x

Hayunas snexkrponnas 6ubiunoreka Elibrary — Pexxum noctyma: URL: http://elibrary.ru/

HNudopmanuonHblii pecypc 0M01M0TEKH 00pa30BaTEIbHONH OPraHM3aALNH:
Hayunas 6ubaroteka nmenu A. H. Konstea — http://biblio.dahluniver.ru/

7. MaTepnajbHO-TeXHHYECKOE U POrPaMMHOe o0ecneyeHne JUCIUIITHHbI

OcBoenne guctUIUIMHBL  «OCHOBBI  JOKYMEHTOOOOpPOTa MPOMBIIUIEHHBIX — MPEINPHUITHID
MIPEIIOIIAracT UCIOIb30BAHNUE AKAJAEMUYECKUX ayIUTOPHM, COOTBETCTBYIOIIUX JCUCTBYIOIIMM CaHUTAPHBIM
Y IPOTUBONOXKAPHBIM IIPABUJIaM U HOPMAM.

ITpouee: pabouee MecTo IpenoIaBaTessi, OCHAICHHOE KOMITBIOTEPOM C JOCTYIIOM B IHTepHeT.
[IporpammHoOe o0ecrieueHue:

DYyHKINOHAJILHOE BecniaTnoe
yHa;[Haqune NMporpaMMHoOe Cceblikn
o0ecreyeHue
. . . https://www.libreoffice.org/
OdpucHbrii naxer Libre Office 6.3.1 https://ru.wikipedia.org/wiki/LibreOffice
OnepanuoHHas https://ubuntu.com/
cucTeMa UBUNTU 19.04 https://ru.wikipedia.org/wiki/Ubuntu
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https://mail.rambler.ru/m/redirect?url=http%3A//biblio.dahluniver.ru/&hash=fd50e0b3445fe68f7ae3817908c2684d
https://www.libreoffice.org/
https://ru.wikipedia.org/wiki/LibreOffice
https://ubuntu.com/
https://ru.wikipedia.org/wiki/Ubuntu

Bbpayzep

FirefoxMozilla

http://www.mozilla.org/ru/firefox/fx

Bbpaysep

Opera

http://www.opera.com

T1oYTOBBIN KIIMEHT

MozillaThunderbird

http://www.mozilla.org/ru/thunderbird

daii-MeHemKeDP FarManager http://www.farmanager.com/download.php

ApxuBarop 7Zip http://www.7-zip.org/

T'padmcckuii GIMP (GNU Image hitp.//www.gimp.org/ .
CAKTO Manipulation Program) http://gimp.ru/viewpage.php?page_id=8

pel P http://ru.wikipedia.org/wiki/GIMP

Penaxrop PDF PDFCreator http://www.pdfforge.org/pdfcreator

Aynuoruteiiep VLC http://www.videolan.org/vic/



http://www.mozilla.org/ru/firefox/fx
http://www.opera.com/
http://www.mozilla.org/ru/thunderbird
http://www.farmanager.com/download.php
http://www.7-zip.org/
http://www.gimp.org/
http://gimp.ru/viewpage.php?page_id=8
http://ru.wikipedia.org/wiki/GIMP
http://www.pdfforge.org/pdfcreator
http://www.videolan.org/vlc/

8. OueHo4HbIe cpeCcTBA MO JUCUMUILINHE

IHacnmoprt
OLIEHOYHBIX CPEJICTB MO0 Y4eOHOM TUCIUIINHE

«OCHOBBI IOKYyMEHTO000pOTa MPOMBIIIJIEHHBIX MPEATPHUITUI

Onucanuie ypoBHei cOpMUPOBAHHOCTH U KPUTEPUEB OIICHUBAHMS KOMIIETEHIIMN Ha dTanmax ux
(hopMUPOBaHUS B XOJI€ U3yUCHUS AUCIUILITUHBI

Jran Kon YpoBHHu Kpurepun
KOMIeTeHI U | copMHPOBaHHOC OlLleHMBAHHUS KOMIIETEHIIUH
TH KOMIIETeHIIHHU
= < IHoporosbii 3HaTh!
= = = = OCHOBHBIE SKOHOMHUYECKHUE KaTerOpUH, PUHIUIIBI
< -~
E e = § (GYHKIIMOHUPOBAHUS PHIHOYHON SKOHOMUKHU
<
= i3
= o -
= s 9 basoBbIit YMmeTs:
g 5 é = HAXOJUTh ONTHUMAaJIbHbIE YIIPABICHYECKUE
2 g = pelIeHNs B IPOU3BOJCTBEHHBIX CUTYaLUSIX
= = 2
2 s 53
o m o X
S I 9
ST
[SHN=E =2 - .
= S = Breicoknii Bnanets:
= T & O
2 8 5 F METOJaMHM pacuera M aHajaud3a 3arparT Ha
= § 5 oOecrieyeHne JEeATEIBHOCTH MPOU3BOJACTBEHHBIX
Q ~
= 5 E TIOpa3/IeIICHHI
= .
2 oz
Z = 3
©
S © 3
IlepeyeHb KoMneTeHIUI (3JIEMEHTOB KOMIIeTeHIUi), GopMUpPYyeMBbIX B pe3yJbTaTe
OCBOCHMS y4eOHOM ANCUMIIIMHBI
Ne Ko
A Nuaukatopsr Oranbl
1/ | KOHTPOJI- . KonTponupyemsie
. dopMynMpoBKa JIOCTH>KEHUI . dbopmupo-
upyemMou . TeMBbl y4eOHOM
KOHTPOJIMPYEMOH KOMIIETeHIINH (I10 BaHUs
KOM- N JUCIUTUTAHBL,
KOMITETEHIINH peanzyemMoit (cemectp
MeTeH- MIPAKTUKU
JTUCIIATUTHHE) U3YYCHUS)
02071
1 OIIK-8. | Cnocob6en poBoauth | OIIK-8.1. 3Hath Baenenue B 7
aHaJIn3 3aTpaT Ha OCHOBHBIE JeJIONPOU3BOACTBO
oOecrieueHue SKOHOMMYECKHE
JeSTEIIbHOCTH KaTeropuH, MPUHIIUIIBI
IIPOU3BOJCTBEHHBIX (GYHKITMOHUPOBAHHUS I 7
Moipa3ieieHui PBIHOYHOM 5KOHOMUKHU podpeccroHanbHas
OIIK-8.2. YmeTb KIaccHprxays u
HAXOIHUTh ONMTHMAIIBHBIE | SoAd 1 OHCHBIX
pabOTHHUKOB
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yIpaBIeHYCCKIE
pelICHHUS B
MIPOU3BOICTBEHHBIX
CUTYaIUIX
OIIK-8.3. Bimanetn
METOJIaMH pacyeTa u
aHaJM3a 3aTpaT Ha
obecnieueHne
JIEeATEIIbHOCTH
IIPOU3BOICTBEHHBIX
NoApa3ACICHUM

JIOKyMeHTaIbHOE
obecreueHne
yIpaBiIeHUS:
HOPMAaTHBHO-
MIPaBOBBIC AKTHI,
periiaMeHTHPYIOIINE
BeJICHUE
JIEIOTIPOU3BOICTBA
Ha MPEANPUITHH

OcHOBHBIE TIpaBUIIA
odopmiteHus
PEKBU3UTOB
CITy»KeOHBIX
JTOKYMEHTOB

Perucrpanus
JIOKYMEHTOB

KoHntpoub
UCIIOJIHEHUS
JOKyMEHTOB
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Iloka3zatenu u KPUTEPUHA OLICHUBAHUSA KOMHeTeHHHﬁ, OIMHCAaHHUE IIKAJ OCHUBAaHUSA

KonTponu
Nunukaropsl
o -pyembie
Ne Konx IOCTHI)KCHUM [Tepeuenn TOMbL HanmenoBanune
1/ | KOHTPOJIUPYEMO KOMITETEHITNH (T10 TUTAHUPYEMBIX 4eBHO OLICHOYHOT'O
n | ¥ KOMIOETEHIHH peanusyemMon pe3yabTaToB y cpencTBa
JTUCLUILTNHE) FIMCTTHILIH
HBI
1 OIIK-8 OIIK-8.1. 3natp 3HaTh OCHOBHBIE Tema 1
OCHOBHBIE HKOHOMUYECKUE
HKOHOMHUYECKHUE KaTeropuu, Tema 2
KaTeropuu, MPUHIIMIIBI | IPUHIUIIBI
(YHKIIMOHUPOBAHUS ¢yukunonuposanus | Tema 3
PBIHOYHOM SKOHOMUKHU | PHIHOYHOMU
OIIK-8.2. YmeTh SKOHOMUKH Tema 4
HAXOIUTh YMeTh HaXOIUTh
ONTUMAJIbHBIC ONTUMAaJIbHbBIC Tema 5
pPa3HOypPOBHEBbBIE
yIpaBieHYECKHE yIpaBlieHYECKUE
KOHTPOJIbHBIC
pelIeHus B pelieHus B Tema 6
paboThI U 3a7aHUs
MIPOU3BOJCTBEHHBIX MIPOU3BOJICTBEHHBIX
CUTyaIUsiX CUTYaIHSIX

OIIK-8.3. BrageTtb
METOJaMU pacuera u

Bnanets MeTogamu
pacyeTa U aHaJIM3a

aHajmM3a 3aTpar Ha 3aTpar Ha
obecrieucHue obecrieueHue
eATEIbHOCTH JEeITEILHOCTH
MIPOU3BOICTBEHHBIX MIPOU3BOJICTBEHHBIX
NoJpa3IeICHUI NoJIpa3/IeJICHUI

1. CoBpemenHoe

nokymMeHThl. [[OCTHrr.

1. Bonpochbl K KOHTPOJILHBIM padoTam
(nopoeoswiii yposetv)

rocyaapCTBCHHOC

peryiupoBaHue

JACJIOIIPOU3BOACTBA.

HopMmarusHbie

2. O0ure HOpMBI M ITpaBuUiIa 0(OPMIIEHUS TOKYMEHTOB, IPUMEHSIEMbIE B JEJIONPOU3BO/ICTBE.
3. Knnaccudukanus nenoBoit JOKyMEHTAIHH.
4.. IlpaBuia opopmiieHHs PEKBU3UTOB OJIaHKa U WX PACIOJIOKEHUS Ha CTaHIApTHOM ¢opmaTe

Oymaru, pa3mepsl moJeil.

5. Cocras, oopmiieHue, U3rOTOBIIEHUE, XpaHEHNE OJJAHKOB OpraHMU3all|H.
6.. biiank 1OoKyMeHTa: MOHATHE, HA3HAYSHHE, BUJIbI OJIAHKOB.
7. CocraB, ohopmiIeHHE PEKBU3UTOB OJIaHKA.

8. OcobeHHOCTH sI3bIKA CITY)KEOHBIX JOKYMEHTOB. KoMno3unus 10KyMeHTa.

9.. OpraHu3anMoOHHO-PACTIOPSTUTETbHAS

CITy’K€OHOH TOKYMEHTAalINH.
10. CripaBovyHO-HH(DOPMAIIIOHHBIE TOKYMEHTHI.
11. PacniopsiiuTenbHble TOKYMEHTHI.
12.Perucrpanus JOKyMEHTOB: MIOHATHE, LIETIH, 33Ja41, MECTA PETUCTPALIUU Pa3IMUHBIX KaTeropui

JIOKYMEHTOB.

JOKYMCHTaAl M.

O61mas

XapaKTepUCTHKA

CTHUIISL

13. Cuctembr u ¢Gopmbl peructpanuu (KypHajabHas, KapTO4dHas, aBTOMAaTHU3MpPOBAaHHAS), WX
JOCTOMHCTBA U HEJOCTATKU.
14. TToka3zaTenu, BBOOZUMBIE B peructpaiimoHabie GopMbl. OCOOEHHOCTH PETUCTPAIIUN BXOISIINX,
HUCXOAAIINX U BHYTPCHHUX JOKYMCHTOB.
15. KoHTpOJIb HCTIOTHEHUST JOKYMEHTOB: ITOHSTHE, HA3HAYCHUE, BH/IBI.
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16. IpuHIMIBI OpraHU3aIA KOHTPOJIS.

17. Cpoxu UCTIOJTHEHHS: TATIOBOM U WHIUBHUIYaTbHBIH.
18. TexHonorus BEACHUS KOHTPOJIS.

19. Ananu3 UCTIOTHEHHS TOKYMEHTOB B YUPEIK/ICHHUMU.
20. JIoMKHOCTHBIE JIMIA, OCYIIECTBIISIFOIINE PETHCTPAINIO U KOHTPOIh UCTIOTHEHMS, NX (pyHKIUU

U TIpaBa.
Kputepun u 1mkasa olieHUBaHUs 110 OLICHOYHOMY CPEICTBY «KOHTPOJIbHAs paboTay
[lIxana OIICHUBAHUS Kputepuii onienuBanus
(uaTEepBas 0aLIOB)
5 KonTponbHas paboTa BbIIIOJIHEHA HA BBICOKOM YPOBHE (TIpaBUIIbHBIE
otBethl nanbl Ha 90 — 100% Bonpocos/3a1a4)
4 KonTponbHas paboTa BBIIIOJIIHEHA HA CPEAHEM YPOBHE (TIPaBUIIbHbBIC
OTBETHI J1aHbl Ha 75 — 89% BompocoB/3a1ay)
3 KonTponbHas paboTa BBIIIOJIHEHA HA HU3KOM YPOBHE (TIpaBUIIbHBIC
oTBeTHI anbl Ha 50 — 74% BompocoB/3a1a4)
2 KonTponbHas paboTa BBIIIOJIHEHA HA HEYAOBIECTBOPUTEIILHOM YPOBHE
(mpaBHJIbHBIE OTBETHI 1aHbl MeHee yeM Ha 50%)

2. Bompocsl 1151 00cy:k1eHus (B BU/e HHIMBUAYAIbHBIX 3aJaHUI1)

(6azo08wiil yposeHs)

1. YHudukanus u cTangapTU3anus JeJI0BON JOKYMEHTAIHH.

2. CoBpeMEHHOE TOCYAapCTBEHHOE PEryINPOBAHUE JICIIONPON3BO/ICTBA.

3. Kimaccudukanus 1enoBoit JOKyMEHTAIHH.

4. braHk TOKyMEHTA: TOHATHE, Ha3HAYEHHE, BUJIbI OJaHKOB.

5. OcobeHHOCTH SI3BIKA CITY)KEOHBIX JOKYMEHTOB. KOMIO3HIINS TOKyMEHTa.
6.0Opranu3anoHHO-paciopsAuTeNbHas  AoKyMeHTarus. OOmass — XapakTepuCTHKa  CTHIIS

CITy’K€OHOH TOKYMEHTAIINH.

7. CnpaBo4HO-UH(OPMALIMOHHbIE JOKYMEHTBI.
8. PacmiopsimutenbHbIe TOKYMEHTHI.
9. OpraHun3almoHHbIE JOKYMEHTHI.
10.Perucrpanust JOKyMEHTOB: MOHSITHE, IIETH, 33]]a4l, MECTA PETUCTPALIUHN PA3IMYHBIX KaTeropui

JOKYMCHTOB.

Kpurepuu u nikasna OLleHMBaHUs 110 OLICHOYHOMY CPEACTBY «Pa3HOYPOBHEBBIC 3aIaHUS U 3a1a4n»

[IIxama oueHUBaHUS
(uHTEpBaAJ OAJITIOB)

Kputepuii orienuBanus

5

OOyuaromuiicss TOJHOCTHIO W TPABUIBHO BBITIOJHHUI 3aJIaHUE.
[Toka3an OTJAMYHBICE 3HAHHWSA, YMEHHS W BJIAJCHUS HaBbIKAMHU
MPUMEHEHHUs UX MPHU PElICHUU 3a]a4 B paMKax yCBOCHHOI'O Yy4eOHOIo
Matepuana. Pabora odopmieHa aKKypaTHO B COOTBETCTBHH C
IpEIbSBISIEMBIMU TPEOOBAHUIMU

OOyyaromuiicsi BBIMOJHUI 3aJaHUE C HEOONBIIUMU HETOYHOCTSMHU.
[Toxazan xopomue 3HAHWSA, YMEHHS W BJIAJCHUS HaBBIKAMHU
MIPUMEHEHHUS WX MPHU PEIIEHUH 3a]1a4 B paMKaX OCBOCHHOTO y4eOHOTO
Matepuana. EcTe HemocTaTku B 0ohopMIiIeHHH pabOThI

O6yanOMHﬁCH BBITIOJITHUJI 3aJIAHUC C CYIICCTBCHHBIMU HECTOUYHOCTAMMU.
ITokazan YAOBJICTBOPUTCIIbHBIC  3HAHUA, YMCHUSA U  BJIAJACHUA
HAaBbIKaAMH INPHMMCHCHHA HX TIIpU PCUHICHHMM 3a1a4

OOyuaronuiicsi BBINOJIHWI 3aJaHue HemnpaBuibHO. [Ipu BbIOTHEHUH
o0yyaromuicss  MpPOAEMOHCTPUPOBAT  HEAOCTATOYHBIA  YpPOBEHb
3HaHMWH, YMEHUN M BJIAJCHUS UMM IIpH PELICHHUH 337a4 B paMKax
YCBOEHHOI'0 y4eOHOro MaTepuasa
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3. Bonpochl k mpakTHYecKuM padoram
(6vlCOKULL YPOBEHD)

1. Oprann3anuoHHbBIE TOKYMEHTHI.

2. PacniopsauTenbHbIe TOKYMEHTBHI.

3. CpaBouHO-UH(OPMAIIMOHHBIE JOKYMEHTHI.

4. JIOKyMEHTBI 10 TPYAOBBIM OTHOLIEHUSM U KaJipaM.
5. Byxranrepckasi TOKyMeHTalus IpeanpUsTHS.

6. Perucrpanus JOKyMEHTOB: OHATHE, LIEIH, 3a/la4l, MECTa PETUCTPALIMM PA3IMUHBIX KaTErOpHil

JIOKYMEHTOB.

7.CucreMbl M (QOpMBI peructpauuu (KypHaJibHas, KapTOyHas, aBTOMAaTU3UPOBAHHAS), UX
JIOCTOMHCTBA U HEJIOCTATKHU.

8. Oco0eHHOCTH PErucTpaluy BXOISAIINX, UICXOASIIUX U BHYTPEHHUX TOKYMEHTOB.

9. KoHTpoJb UCIIOTHEHUS JOKYMEHTOB: ITOHSTUE, HA3HAYCHUE, BHIBI.

KpI/ITepI/II/I M IIKajla OOCHHUBAHUA 110 OCHOYHOMY CPECACTBY

«TpaKTHYEeCKasi paboTa»

[ITkana oueHnBaHUs N
Kpurepuii onieHuBaHus
(uHTEpBaJ OAITIOB)
5 [TpakTrdeckasi paboTa BBIITOJIHEHA HA BRICOKOM YPOBHE (ITPaBUIIbHBIC
otBeThI JiaHbl Ha 90-100% Bonpocos/3aaa4)
4 [TpakTrdeckast paboTa BBIIOTHEHA HA CpEHEM YpOBHE (IIPaBUIIbHBIE
OTBETHI J1aHbl Ha 75-89% Bompocos/3anay)
3 [TpakTrdeckast paboTa BBHIMOJHEHA HAa HU3KOM YPOBHE (IIpaBUJIbHBIE
OTBETHI JaHbl Ha 50-74% BorpocoB/3a1a4)
[TpakThdeckass paboTa BBHINIOJHEHA HA HEYJAOBICTBOPUTEIIEHOM
2 ypOBHE (IpaBUJIbHBIE OTBETHI 1aHbl MeHee ueM Ha 50%)
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4. OneHo4YHbIe CPeACTBA JJIsl IPOMEKYTOYHOM aTTecTalluu
(mudp. 3auer)

1.KakoB npeaMeTr JOKyMEHTAIIHOHHOTO 00eCTIeYeHuUs YIIpaBIeHH?

2.Kakye HOpPMAaTHBHO-IIPABOBbIE aKThl  PEryJIMPYIOT JOKYMEHTAllMOHHOE obOecredyeHue
ynpaBieHus?

3. Kakoif 00beM U cofepxKaHne UMEIOT HOHATHS «MHPOPMALUA» U «JOKYMEHT»?

4. Kakyro poiib urpaet uadopmaius B ooecreueHuu 3PPEeKTUBHOTO YIIPABICHUS?

5.KakoBbI HICTOUYHUKH MOJYyYCHHsI YIIPaBICHYCCKON HHBOpMAIuu?

6.KakoBel Ha3HaueHHe W (YHKIUHM CIYXKO TOKYMEHTAIMOHHOTO OOECIICYCHHs YIPABJICHUS B
COBPEMEHHBIX OpraHU3alusiX?

7.YTo Takoe «cucTemMa JOKyMEHTAIUI» U «YHU(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTALIUI ?

8.Kakue Bujpl ynpaBieHYECKMX AOKYMEHTOB BKJIIOYaeT B ceOs YHU(UUUpPOBaHHAs CUCTEMa
OpraHHU3allMOHHO-PACIOPSAUTEILHON JOKYMEHTAUU ?

9.Ha xakue Tpy NOJCHCTEMBI OAPA3IENIAIOT AEJIOBYIO TOKYMEHTALUIO?

10. Onpenenure nouarue «/JokyMeHTHpOBaHUEY.

11.Ilonsitue: "pekBU3UT" JOKYMEHTA.

12.YTt0 Takoe IOCTOSHHBIE U IEPEMEHHBbIE PEKBU3UTHI OPraHU3ALUOHHO-PACIOPAIUTEIBHON
JIOKYMEHTAlUK?

13KakoB coCTaB NOCTOSIHHBIX M NEPEMEHHBIX PEKBU3UTOB OpPraHU3aL[MOHHO-PACHIOPSAAUTEIbHOU
JIOKYMEHTAlUK?

14 Kakye  peKBU3UTHI  HCIOJB3YIOTCA B 3arojJIOBOYHOM  4YacTM  OpraHU3alMOHHO-
pacnopsIuTeIbHbIX JOKYMEHTOB?

15.Kakue  peKBU3UTBI  UCHOJB3YIOTCS B  COJAEPXKATEIbHOW  4YacTH  OpraHU3alMOHHO-
pacnopsIuTeIbHbIX JOKYMEHTOB?

16..KakoBbI coBpeMeHHbIE TPeOOBaHUS K A3bIKY U CTUJIIO YIPABICHYECKUX JOKYMEHTOB?

17.Yto coboii mpexacraBmsier YcrtaB opraHuzanuu? KakoBel OCHOBHBIE TpeOOBaHUS K €ro
COCTaBJICHUIO U OPOPMIICHHUIO?

18. Kak opopmuTs Ilonoxxenue 06 otaene wiu ciryx0e opraHu3anuu?

19. Kak oopmMuts mratHoe pacnucanue?

20 Kakue TpeboBaHUS IPEABIBISIIOTCSA K 0(DOPMIICHHIO JOTOBOPA, KOHTpaKTa?

21.Y10 Takoe MHCTPYKLUS, KAKOBO €€ cojJiepkKaHue 1 opopmiieHue?

22. PexBU3UTHI THPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

23 OpraHuzalvoOHHbIE JOKYMEHTBI IPEIITPUSITHS.

24. PacriopsauTenbHbIE JOKYMEHTHI TIPEANPHSTHS: TPHKA3bl 10 OCHOBHOW JESTEIHHOCTH;
pacnopsiKEHMs], PEILICHNUS.

25. HudopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI: IMPOTOKOJBI, TOJHAas MU KpaTkas Qopma HX
oopmieHus.
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26.1H}popMamOHHO-CIIPaBOYHBIEC JTOKYMEHTBI: aKThl; CIIy)K€OHbIe U OOBSICHUTENIbHBIC 3AIHCKH;
CIPaBKH; CIIy>)KeOHbIE JOBEPEHHOCTH; MHCbMa, UX KiaccU(UKalus, CTPYKTypa, CTaHAapTHbIE (pa3bl U
BBIPAKEHUS.

27.13 xakux yacTed CKIaIbIBACTCsl JOKYMEHTOOOOPOT OpTraHu3aIun’?

28. Kakue TpeGoBaHuUs NPEABSABISAIOTCS K O(OPMIICHHIO TPOTOKOIa?

29.Kak oopMHUTh TOKIATHYIO, CITYKEOHYIO M OOBSICHUTEIBHYIO 3alUCKU?

30. Kakue TpeGoBaHuUs MPEABIBISIOTCA K 0POPMIICHHIO aKTa?

31 IloHATHS JOKYMEHTOOOOPOT U OpraHU3alMsl TOKYyMEHTOO000pOTa.

32 HopMaTuBHO-MeTOAUYECKAs perIaMeHTalus JOKYMEHTO000pOoTa.

33 OcHoOBHbIE MpaBUjIa OPraHu3aluy JOKYMEHTO000pOTa Ha MPEANpUITHH.

34 KauecTBeHHbIE XapaKTEePUCTHKH JOKYMEHTOO0OPOTA.

35 Knaccudukanus JOKYMEHTONOTOKOB: TOPH3OHTaJbHbIC, BEPTHKAIbHBIE, BOCXOJSAIIUE,
HUCXOJSIINE, BXOJAIINE, UCXOASAIINE U BHYTPEHHHUE.

36. [loacuer o6beMa TOKyMEHTOOOOPOTA.

37. Ilpu kakux oOCTOSITENBCTBAX HA IPAKTUKE U3AAETCA IIPUKA3, PACIIOPSKEHUE U yKa3?

38. OcoOeHHOCTH MOATOTOBKH M 0(hOPMIICHHS PacCTIOPSAIUTENBHBIX JOKyMEHTOB. 39. TpeboBanus K
o(opMIIeHHIO TEKCTa BBIMMCKH MTpUKa3a?

40.Kak odopmisieTcst OTMETKA O 3aBEPEHUH KOIUHU BBITTUCKH MpHKa3a?

41.KakoBbl 3Ta1bl padoThl ¢ BXOIALIUMH TOKyMEHTaMU?

42.Kaxk ctpoutcst paboTa ¢ UCXOASIIUMH TOKYMEHTaMu?

43.KakoBa T€XHOJIOTUS paOOTHl C BHYTPEHHUMH JIOKyMEHTaMH?

44 Kakue 3a1a4u JOKyMEHTOO0OpOTA PeIIaeT PErucTpaIus J0KyMEHTOB?

45 Kakue  ynpaBieHYECKHME  JOKYMEHTbl HE  MOJUIekaT  perucTpauuu B ciyx0ax
JOKYMEHTAIlMOHHOTO O0ECIIeUeHHUs yIPaBICHUS?

46.KakoB MopsiIOK perucTpaiuy yrpaBieHYeCKOro JoOKymeHTa?

47.Kakue cyniecTBytOT BHJIbI KOHTPOJIS UCIIOJIHEHHSI IOKYMEHTOB?

48.0pranuzanvoHHbIE, IPABOBBIE, COLIMAIBHBIE U TICUXOJIOTHYECKNE aCTIEKTHI JEJIONPON3BOICTBA.

49. ABTOMaTU3UPOBAHHBIE TEXHOJOTUU OOpaOOTKH JOKYMEHTOB M HX BIUSHHE Ha CHCTEMY
JIEJIONPOU3BOCTBA KOHKPETHOM OpraHu3aliy.

50.BnusHMe XxapakTepa yOpaBJIECHMS, NPUHIMIOB IPUHATUS YIPABICHYECKUX PEIICHHA Ha
OpraHM3alMI0 U TEXHOJIOTHUIO AEJIONPOU3BOICTBA.

51.B3anmoCBs3b J€I0MpPOU3BOJICTBA C OpraHuM3alyed BEJOMCTBEHHOTO M TOCYJAapCTBEHHOTO
XpaHEHUs JOKYMEHTOB

52.Kak ocyniecTBIsSeTCsl CUCTEMAaTH3alUs U XPAaHEHNE JOKYMEHTOB B OpTraHU3ALMH?

53.YTo0 Takoe Jeno, ¢ TOUKU 3pEeHus JOKyMEeHTOBeAeHUs? IIpuBequTe npuMepsl 1€, XpaHsImuxcst
B OpraHU3aIuy.

54. PackpoiiTe conep)kaHHME TIOHATUS «HOMEHKJIAaTypa zAei». Kakoe MOIKHOCTHOE MO B
OpraHM3alK OTBEYAET 32 COCTABIIEHUE U BBE/ICHUE B ACMCTBHE HOMEHKIIATYPHI J1e1?

55.KakoBbI peKBU3UTHl HOMEHKJIATYPHI J1€17

55.KakoBa coaeprkarenbHas 4aCTh HOMEHKJIATYPHI €7

56.Kakue npusHaku 3aBe/leHUs Jiej1a UCTIOJIb3YIOTCS PH (pOopMUpOBAHUH Jen?

57.KakoB 0CHOBHOM NpUHIMI GOPMUPOBAHUS JOKYMEHTOB B Jiena?

58.Kakue HopmaTHBHbIE TpeOOBaHUS HEOOXOIUMO COOIIOAATh TPU (OPMHUPOBAHUU /1€ 7

59. IIpyHIMIBI pETUCTPALUNA JOKYMEHTOB.

60.XapakTepuCTHKa COBPEMEHHBIX PETUCTPAIIMOHHBIX (OPM, COCTaB MHPOPMALIUU U MOPSJIOK UX
3aIOJIHEHHUS.

61.Pa3Butne crioco00B perucTpaiyy B ToCyIapCTBEHHOM JEJIONPOU3BOICTBE.

62.B3auMOCBsI3p  perucTpanu JOKYMEHTOB C OpraHu3aluedl CcrnpaBOYHO-UH(POPMAIMOHHOMN
paboThl, OpraHu3anueil KOHTPOJIS UCTIOJIHEHHS U TIOCIIEaYIoe 00paboTKOM TOKYMEHTOB.

63.MHnekcupoBaHre TOKYMEHTOB B YCJIOBHIX TPAAUIIMOHHONW 00paOOTKH JOKYMEHTOB.

64.1IpuHUHMIIEI TOCTpOSHHUS HHPOPMAMOHHO-TIOMCKOBBIX cucteM (UIIC) pyuHoro THma, ux BUBI.

65.MudopmaninoHHO-CTIpaBOYHOE OOCTYKUBaHHUE armapara yrnpaBicHHsI.
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66.qTO TaKOC€ BKCHCpTI/ISa IIEHHOCTHU ,[[OKYMGHTOB, N KAaKHUC€ HOJI’KHOCTHBIC JIMIIA B OpI‘aHI/I3aI_II/II/I
3aHUMAIOTCS €€ TPOBEACHUEM ?

67.Kakue HOPMAaTHBHBIE AKThl PErYJIUPYIOT MPOBEIEHUE DKCHEPTU3bI LIEHHOCTH JOKYMEHTOB B
OpraHu3anuu’?

68.Uto sBNIsIETCA PE3YyIBTATOM IPOBEAEHUS SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB OpraHnu3anun?

69.Kak ocymiecTBiasieTcss TOATOTOBKA JeJI K apXMBHOMY XPaHCHHIO B COBPEMEHHBIX

opraHu3anusax?
70.Kakast oOprrexHuka HCHOJb3yeTCs [JJIsl COCTaBJICHHUS JOKYMEHTOB B COBPEMEHHOM
JIe0NPOU3BOICTBE?

71.Kakasi oOprrexHuka HCHOJb3yeTCsl M TMOHMCKa, paHEHUs U Iepeadyd JOKYMEHTOB B
COBPEMEHHOM JIEJI0IIPOU3BOJICTBE?

72.KakoBbl BO3MO>KHOCTH KOMIIBIOTEPHBIX TEXHOJIOTUHA B JOKYMEHTAI[MOHHOM OOecredeHnH
ynpaBieHus?

73.KakoBbl BO3MOKHOCTH CPEICTB TEIEKOMMYHHKAIIMM B JOKYMEHTAllMOHHOM O00€CleYeHUH
ynpaBieHus?

74.B kakux cly4asx MPUMEHSIOTCA CTaHAapTHbIE O(QHCHbIE MNPOrpaMMbl B OpraHU3aLUU
JIe0NPOU3BOICTBA?

75.Ilonsitue "gopMupoBaHue aen", OCHOBHbIE TPEOOBaHUS K TIPOBEICHUIO HSTOH pabOTHI.
CoBpeMeHHass HOPMATUBHO-METOIMYECKasi 0asa, ompenelnstonas TpeOoBaHus K (GOPMHUPOBAHUIO JEN B
JIEJIONPOU3BOICTBE.

76.@OpMHUpPOBAHUE /1€ B OPraHU3ALUAX Pa3INYHbIX YPOBHEH yIIPaBICHMUSL.

77 IlpaBuna hpopMUPOBAaHMS PA3IMUHBIX KATETOPHI TOKYMEHTOB B Jieja.

75 1IpyuHUMIIBI CHCTEMATU3aMU TOKYMEHTOB BHYTPH JIEIL.

76.1lonsiTue HOMEHKIATYPHI 1e7. HoMeHknaTypa nei.

77. TpeOoBaHUS K COCTaBICHMIO HOMEHKJIATYypbl €], UX pErjaMeHTalus B HOpPMaTHUBHO-
METOJIMYECKUX MaTepHaax.

78.Buibl HOMEHKIIATYPBI JIe]l, UX 0COOEHHOCTH U Ha3HAYCHHE.

79. MeTtonuka cOCTaBJI€HHS HOMEHKJIATYyphl JIed: M3Y4YEHHE COCTaBa JOKYMEHTOB, pa3padoTka
KJIacCU(UKAMOHHOW CXeMbl, TpeOOBaHMS K COCTaBJICHUIO 3arojJIOBKOB Jiel M TMpaBHia HX
CUCTeMaTH3allHH.

80.ITopsimok odopmileHHs], COTIIACOBaHUS U YTBEP)KIACHUS HOMEHKJIATyphl Jen. Cpoku XpaHEHHUs
JIOKYMEHTOB.

Kputepuu u mkana olieHUBaHUS K IPOMEKYTOYHON aTTecTalluu «Iu@. 3a4eT»

IlIkana orleHMBaHMS XapakTepucTUKa 3HAHUS TIPEJMETa U OTBETOB

CryneHT IyOOKO W B TIOJHOM O0BEME BIIAZCET MPOTPAMMHBIM MATEPHAJIOM.
I'paMOTHO, HCYEPIIBIBAIOIIC U JIOTHYHO €r0 M3JIaracT B YCTHOW WJIM TMHCHMEHHOMN
otiuyHo (5) dopme. IIpu 3TOM 3HAET PEKOMEHIOBAHHYIO JTUTEPATYPY, MPOSIBIICT TBOPUCCKUI
TTOJIXOJ] B OTBETaX HA BOIMPOCH! U MPABHIBHO 00OCHOBBIBACT NMPUHSATHIC PEIICHUS,
XOPOIIIO BJIAJCET YMEHHUSIMHY M HABBIKAMH TIPH BBITOJHCHUH MPAKTHUSCKUX 33724
CTymeHT 3HaeT MPOrpaMMHEIA MaTepHall, TPaMOTHO U 10 CYTH H3JaracT ero B
YCTHOW WJIM THCEMEHHOH (opMme, JOIMyCKas HE3HAYUTEIbHBIC HETOYHOCTH B
xopotiio (4) YTBEPIKACHHSX, TPAKTOBKAX, OMPEICICHUAX U KATETOPHUIX WM HE3HAYUTEIHHOEC
KOJIN4ECTBO OIuOOoK. [Tpu 3TOM BiasieeT HEOOXOAUMMBIMH YMEHUSIMU M HAaBBIKAMH
[IPY BBIMOJIHCHUY IPAKTHYECKUX 331a4

CryneHt 3HAET TOJBKO OCHOBHOM MpOrpaMMHBIH marepuar,
JIONYCKaeT HETOYHOCTH, HEI0CTATOYHO 4éTKHE (hopMyITUPOBKH,
HEMOCIeI0BaTeIbHOCTh B OTBETAX, H3JIaraeMbIX B YCTHOW WIIM MHUCbMEHHOM
¢dopme. Tlpu 3TOM HEOOCTATOYHO BJIAZACET YMEHUSMH M HaBBIKAMH MPH
BBIMOJIHEHUH TIpaKkTU4eckux 3amad. Jlomyckaer mo 30% ommuOOK B HM3JIaracMbIx
OTBETax

CTylIeHT HE 3HAeT 3HAYMTEIBHOH YacTH MPOrpaMMHOr0 marepuana. IIpu 3Tom
JIOITyCKAET MPUHIUIHAIBHBIC OMIMOKU B JOKA3aTEIIbCTBAX, B TPAKTOBKE MOHATHH

yIIOBJIETBOPHUTEIBHO (3)

HEYJOBJIETBOPUTENBHO (2)
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U KaTeropuyl, NpOsIBISIET HU3KYH KyJIbTYPY 3HAHUW, HE BJIAaJE€E€T OCHOBHBIMH
YMEHHUSMH U HaBBIKAMH MIPU BBINOJIHEHUH NpaKkTU4ecKux 3axad. CTyAeHT
OTKa3bIBAETCs OT OTBETOB HA JONOJIHUTEIbHbIE BOIPOCHI
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JIncT n3MeHeHn U JOTTOJTHEHUN

/o

Bunasl nononHennii u
W3MEHEHUN

Jara u HOMep MpoTOKOIa
3acenaHus Kadeapol
(xadenp), Ha KOTOPOM OBLTH
paccMOTpeHbl U 0J00PEHBI
U3MCHCHUS U JOITIOJIHCHUA

[Moamucs (c
pacmudpoBKOii)
3aBeyIONIero Kadeapoi
(3aBenyromux kadeapamn)
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