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Pa6oyast nporpaMmMa AMCLMNIMHLI COCTaBneHa B COOTBETCTBUM C ddefeparibHbIM rocyAapCTBEHHbIM
obpasoBaTenbHbIM CTaHAAPTOM BbiCLIEro o6pasoBaHus

no HanpaeneHuto nogrotoskn 38.03.02 MeHeKMEHT

Ha ocHoBaHuu y4yebHbix nnaHos Ne

Pra B51.5.13 [JokymeHT1poBaHme ynpaBneH4Yeckon AesaTenbHOCTH CtpaHuua 2 u3 17



1. BBEQEHUE K PABOYEN MPOrPAMME OUCLUMIIUHDI

1.1. MecTo npenogaBaemMomn AUCLUNNUHbI B CTPYKType obpa3oBaTenibHOM NporpaMmmbl
basoBas IZ' ObsnasartenbHas JononHuTenbHo
Bnok 1: AaBnseTcs hakynbTaTBOM

BapwnatusHas |:| Mo BbIGOPY I:l

1.2. Uenb AucuunnuHbI

CdopmupoBaTtb KomMneTeHumMn obyyatowerocs B 00MacTu: M3yYeHUss TEepMUHONOrnW, npaBwun
0POPMIEHUA  OOKYMEHTOB, CTPYKTYpbl [AOKYMEHTOB, WCMOMb3yeMblX Afs  AOKYMEHTUPOBAHUS
ynpaBrieH4YeCcKoM AeSATENbHOCTH.

1.3. 3agaun gucUUNnHLI
N3yunTb TepMmuHonoruio B cootBeTcTBUM ¢ TOCTamMu 1 HopMaTUBHO-NPaBOBbIMU JOKYMEHTaMU;
N3yunTb knaccudmkaumnio gOKyMeHTOB, YHKLUK U TPeOOBaHMS K MX COCTaBINEHNIO;
BbINONHMTL aHanm3 OCHOBHbIX 06pa3LIOB OOKYMEHTOB U COenaTb BbIBOL O HOPUANYECKOWN cCune
OOKYMEHTOB.

1.4. I'Iepequb nnaHnpyembix pe3ynbTaToB o6yqe|-w|ﬂ no aucunninunHe, COOTHeCeHHbIX C

nnaHnpyemMbIMU pe3ynbTaTaMn 0CBoeHUsi o6pa3oBaTenbHON NPorpaMMbl
Kop OTan
KOMMETEHLUM dopMmynnpoBKa KOMMeTeHLUM ¢hopmmpoBaHus

OrK-1 BnageHnem HaBblKaMM NOMCKa, aHaAn3a U UCMOb30BaHUA
HOPMAaTMBHbIX 1 NPABOBbIX JOKYMEHTOB B CBOEl npodeccuoHanbHoi | [1ePBbIi
AeATeIbHOCTH

MnaHupyembie pe3ynbTaTbl 00y4YeHus

3HaThb:

- 3aKOHoJaTenbHbIE N HOPMATUBHO-MeTOANYEeCKUue MaTepuarnbsl N0 JOKYMEHTUPOBAHUIO U OpraHM3aLmuu
paboTbl C AOKyMEHTaMu, KpUTEPUM U NPUHLMMBI OLLEHKM ayTEHTUYHOCTU JOKYMEHTOB, JOCTOBEPHOCTH,
LLeNOCTHOCTM M MPUrOAHOCTM ANS UCMOSb30BaHMUS

YmMeTb:

- aHanM3MpoBaTb COBPEMEHHOE COCTOSAAHME OpraHn3aLum AenoBoro obLeHnst U NyGIMYHbIX BbICTYMEHUN,
BeJeHUs NeperoBopoB, COBELLAaHNI, OCYLLEeCTBIEHNA AeNOBOM NePennckn n nogaepXaHnsa aneKTPOHHbIX
KOMMYHUKaL WK,

BnapgeTtb:

- HaBbIKaMM OpraHu3aLumn ycroBun SenoBoro ooLweHnsa n nybnunyHbIX BeICTYNNEHNA, BeAeHUS NePEroBopoB
COBELLIaHWI, OCYLLIECTBMNEHMS OENTOBOW NEPENUCKN N NOAAEPKAHUS SMNEKTPOHHbBIX KOMMYHUKaLWUiA B
COOTBETCTBMU C TPebOoBaHUAMN OpraHM3aLnOHHO-pacnopaanTENbHbIX JOKYMEHTOB ANst onNpeaeneHns nx
NpaBoOBOW 3aLUNTbI

OriK - 4 CnocobHOCTbIO OCYLLECTBAATL AeN0Boe 0bLeHne 1 NybanyHble
BbICTYMEHUA, BECTM NEPEroBOPbI, COBELLaHNA, OCYLLECTBAATD Mepsbii
AeN0BYI0 NEPenucKy 1 NoAAEPKMBaTb 3NEKTPOHHbBIE KOMMYHUKaLMUK

MnaHupyemeble pesynbTaTtbl 00y4eHus

3HaThb:

- OCHOBHbIE TEPMUHBI U ONpeaeneHns CUCTEMbI JOKYMEHTUPOBAHMUS YPaBIIEHYECKON AEATENBHOCTH,
TpeboBaHust K 0pOPMNEHNIO PEKBU3UTOB JOKYMEHTOB;

- 3aKOHOAAaTeNbHbIE U HOPMATUBHO-METOANYECKME MaTepuarnbl N0 JOKYMEHTUPOBAHMWIO U OpraHM3aLmm
paboTbl C AOKYMEHTaMM, KPUTEPUN N MPUHLUMBI OLLEHKN ayTEHTUYHOCTU JOKYMEHTOB, AOCTOBEPHOCTH,
LeJTOCTHOCTM U NPUrOAHOCTU ANSA UCMNOSb30BaHWS;

- MEXaHWU3Mbl YCTHON N MMCbMEHHON KOMMYHMKaLWK;

YmeTb:

- OCYLLECTBMSATb TEKYLLMIA N UTOTOBbLIA KOHTPOSb OpraHn3auumn 4enoBoro obLeHns, GopMMpoBaHust
OenoBov AOKYMEHTaLMKN, OCYLLLECTBIIEHMS eMNOBOW NEPENUCKN U NOAAEPKAHNS SNEKTPOHHBLIX
KOMMYHMKaLINIA;
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Kop OTan
KOMMEeTeHL MM dopmynmpoBka KOMNETEHLIUM hopMmpoBaHusi

- aHanM3npoBaTb COBPEMEHHOE COCTOSAHME OpraHn3aunn 4enoBoro obLeHnst U NyGAUYHbBIX BbICTYMEHWH,
BEAEHMS NEPEroBOPOB, COBELLAHN, OCYLLIECTBIIEHMS LEMOBON NEPENUCKN 1 NOAAEPKAHUS SNEKTPOHHbIX
KOMMYHUKaL NI

8nageThb:
- OMbITOM OCYLLIECTBIIEHUS AETTOBOr0 06LWEHNS 1 NyONNYHbIX BbICTYMNNIEHUNA, BE4EHMS NEPEroBOpPOB,
OCYLLIECTBNSATb AENTOBYIO NEPENUCKY M NOOAEPKMBATL SNEKTPOHHBIE KOMMYHUKALMW;
- HaBbIKaMy OpraHu3aumnn yCcrnoBuin 4enoBoro 0bLweHnsa n nyenmyHbIxX BeICTYNNeHNA, BeOeHUS Neperosopos
COBELLlaHWI, OCYLLIECTBMNEHMS OENOBOW Nepenuckn n noaaepaHus 3NeKTPOHHbIX KOMMYHUKaLWA B
COOTBETCTBMM TpeboBaHMAMM OpraHn3aLMOHHO-PACNOPSANTENbHbBIX JOKYMEHTOB Ans onpeaeneHns nx
NpaBoOBOW 3aLUNTbI

MK-8 BNageHnemM HaBblKaMu JOKYMEHTanbHOro opopMneHns peLleHuni B MepBbIn
ynpaBneHnn onepawLmoHHON (NPOM3BOACTBEHHON) AeATENbHOCTM
opraHm3auui Npy BHEAPEHUN TEXHOMNOMMYECKUX NPOAYKTOBbIX
WHHOBALMN NV OpraHM3aumnoHHbIX U3BMEHEHMWI

MnaHupyembie pe3ynbTaTbl 06y4YeHUs

3HaTb:

- OCHOBHbIE TEPMUHBI 1 ONpeaeneHns CUCTEMbI JOKYMEHTUPOBAHUSA YrpaBneH4YeCcKon AeATeNnbHOCTY;
TpeboBaHWs kK 0POPMIEHNIO peLLeHNIn B yNpaBieHny onepauyoHHON (NPon3BOACTBEHHOM) AeATENIbHOCTbLI0
npv BHeAPEHUN TEXHOMOMMYECKUX N NPOAYKTOBBIX NN OpraHn3aLnoOHHbIX USMEHEHWI;

- 3aKoHoZaTernbHble N HOPMAaTUBHO-METOANYECKME MaTepuanbl K 0DOPMINEHMIO YNPaBIEHYECKMX PELLUEHUI,
B yNpaBneHny onepaunuoHHON (NPOM3BOACTBEHHON) AeATENbHOCTM OpraHu3aLmin Npm BHegpeHUn
TEXHOMNOrMYECKNX U NPOAYKTOBbIX MHHOBALMIA UM OPraHn3aLMOHHbIX U3MEHEHWUI, KpUTEPUN 1N NPUHLMMLI
OLEHKN ayTEeHTUYHOCTWN AOKYMEHTOB, AOCTOBEPHOCTH, LLENMOCTHOCTU U NPUrogHOCTU ANS UCMOMb30BaHWs;
YwmeTb:

- MPUMEHSATb HOPMATMBHO-METOANYECKNE PEKOMEHAALUN K OPOPMIIEHNIO PELLEHNI B yNpaBneHn
onepawnoHHON (NPOV3BOACTBEHHON) AEATENMBLHOCTLIO NP BHEAPEHUN TEXHONOIMYECKUX U MPOAYKTOBbIX
WHHOBALMIN UNW OpPraHM3aunoHHbIX M3MEHEHUI, NPOBEPKE HOPUANYECKON CUNbI [OKYMEHTOB;

- OpraHn3oBaTb KOHTPOSb UCMOMHEHUS AOKYMEHTOB 1 JOKYMeHToobopoTa, onpeAensaTe HanpaBfieHUsi ero
COBEpPLUEHCTBOBAHWS;

Bnapetb:

- HaBblKaMy JOKyMEHTarnbHOro oopmMeHns peLleHnin B ynpasneHnm onepaunoHHon (MponM3BOACTBEHHON)
OeATenbHOCTbIO MPU BHEAPEHUM TEXHOMOMMYECKNX N NPOAYKTOBbLIX UM OPraHn3aLMOHHbLIX N3MEHEHNI;

- HaBblKaMu perncTpauum n KOHTPOns AOKyMeHToobopoTa B opraHnsaummn npu BHeAPEHUM
TEXHOMNOrMYEeCKUX U NPOJYKTOBbLIX UMM OPraHn3aLMOHHbIX U3MEHEHNI;

MnK-11 BNAaJeHNeM HaBblKaMu aHanu3a nHdopmaumm o pyHKUMoHMpoBaHmum | epsbiii
CUCTEMbI BHYTPEHHETO I0KYyMeHTOo060pOTa OpraH13auun, BeaeHns
6a3 AaHHbIX MO Pa3INYHbIM NoKa3aTenam u GopmmnposaHma
nHbOPMaLMOHHOro obecneyeHms yYaCTHUKOB OPraHM3aLMOHHbIX
NPOEKTOoB

MnaHupyemble pe3ynbTaTbl 06y4YeHUsA

3HaTb:

- OCHOBHbIE TEPMUHBI U ONpeaeneHns CUCTEMbI JOKYMEHTUPOBAHMWS yNpaBieHYECKON AEATENBHOCTH,
TpeboBaHMA K 0HOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB;

- 3aKoHoJaTemNbHbIE N HOPMATMBHO-METOAMYECKME MaTepuarnbl No JOKYMEHTMPOBAHUIO 1 OpraH13aumm
paboTbl C AOKYMEHTaMU, KPUTEPUU U METOLbI OLIEHKM aYTEHTUYHOCTU JOKYMEHTOB, JOCTOBEPHOCTMH,
LEeJTOCTHOCTM U NPUrOAHOCTU ANS UCMNOSb30BaHMUS

YmeTb:

- MPMMEHATb HOPMAaTMBHO-METOAMYECKNE PEKOMEHAAUMN K 0DOPMIEHMIO BHYTPEHHUX OOKYMEHTOB,
NpoOBEpPKe UX IOPUANYECKON CUIbI;

- OpraHn3o0BbIBaTh KOHTPOJSb UCMOSNTHEHNST AOKYMEHTOB U JOKYMEHTOO00pPOTa, ONpeaensaTe HanpaBeHu s
€ro COBEpLUEHCTBOBaAHUSA

BnapeTtb:

- HaBblkaMy aHanmn3a uHdopmaumm o PyHKLNOHNPOBAHNM CUCTEMbI BHYTPEHHETO JOKYMeHToobopoTa
opraHuMsaunn, BegeHnm 6a3 gaHHbIX No pasnnyHbIM NoKasaTenam MHAOPMaLNOHHOIro obecnevyeHmst
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Kop OTan
KOMMEeTeHL MM dopmynmpoBka KOMNETEHLIUM hopMmpoBaHusi

AeATeNIbHOCTN COTPYAOHUKOB;
- HaBblkaMW COBEPLUEHCTBOBAaHUA OpraHm3auunn VIHCbOpMaLI,VIOHHOFO obecneyeHunst y4aCTHUKOB
OpraHn3aunoOHHbIX NMPOEKTOB

MK-20 B/lafeHMeM HaBblKaMW NOArOTOBKM OpraHn3aLMOHHO- MepBbIv
pacnopaamTenbHbIX JOKYMEHTOB, HEOBX0AMMbIX A8 CO3A4aHUA
HOBbIX NPEANPUHUMATENBCKUX CTPYKTYP

MnaHupyembie pe3ynbTaTbl 00y4YeHUs

3HaTb:

- cTaHgapTbl YHUOULNPOBAHHON CUCTEMbI OPraHn3aLMOHHO-PaCcnoPSANTENBHON AOKYMEHTALMMW; OCHOBHbIE
TEPMUHBI 1 onNpedeneHns CUCTEMbl OKYMEHTUPOBAHMS ynpaBrieHYeCckon AesTenbHOCTY;

- MOPSIAOK BeAeHWs OenonponsBoAcTBa: HOpMaTUBHO-MeTOANYECKNEe MaTepuansl N0 JOKYMEHTUPOBAHWMIO U
opraHusaumm paboTbl ¢ LOKYMEeHTaMu

YMeThb:

- NPMMEHATb HOPMaTMBHO-METOANYECKME PEKOMEHAALMM K 0POPMIEHNIO yNpaBneHYeCKnX JOKYMEHTOB,
npoBepKe PUANYECKON CUTbl JOKYMEHTOB;

- OpraHn3oBaTb KOHTPOMb MCNOMHEHWS AOKYMEHTOB M JOKYMEHTOO00poTa, onpeaensTb HanpaBneHns ero
COBEpLUEHCTBOBaHNS;

Bnapetb:

- HaBblKaMy NOArOTOBKU OpraHn3aunoHHO-pacnopsanTENbHbIX AOKYMEHTOB, HEOOX0AUMbIX ANs CO30aHus
HOBbIX MPEANPUHUMATENLCKNX CTPYKTYP;

- ONbITOM OhOPMEHNS AOKYMEHTOB U MeTog4aMu obecneyeHns NpaBoOBOW 3aLLNTbl yNpaBneHYeCKoN
AOKyMeHTauumm.

1.5. AucumnamHel (NpakT1KM) obpasoBaTenbHON NPOrpaMmbl, B KOTOPbIX 6bI10 HayaTo GopmMUpOBaHUE
KOMMETEHUMMN, YKa3aHHbIX B N.1.4:
HeTt gncuunnuH

2. COOEPXXAHWE ONCLUUIJINHDBI

O6bem (4achl)
8
HaumeHoBaHwve n cogepxaHue oS 3 S| gs
y4ebHbIX Mogynen, TeM 1 popM KOHTPONS g 2| ¢ g 2
3
Y4ye6HbIN Moaynb 1. HopmaTuBHO-NpaBoBas 6a3a B AOKYMEeHTUPOBaHUM yNpaBneH4YeCcKomn
DeATEeNbHOCTH
Tema 1. OCHOBHble MNOHATUS W CUCTEMA [AOKYMEHTUPOBAHUSA yrnpaBneHYeCcKon 16 16
AesTenbHoCTH
Tema 2. OpraHumsaumss paboTbl Cnyx0bl [OKYMEHTAUMOHHOro obecneyenus 10
yrnpaBneHusi
TeKyLMn KOHTpOIb (onpoc) 4 —
Y4ye6HbIN Moagynb 2. MpaBuna noAroToBKU U ohopmMIeHUsi AOKYMEHTaLnUu
Tema 3. OpraHn3aurMoHHO-NPaBoBble AOKYMEHThI 12 12
Tema 4. OpraHu3aumMoHHO-pacnopaanTeNbHbIE JOKYMEHThI 14 14
Tema 5. MHdopMaLMOHHO-CMPaBOYHbIE JOKYMEHTHI 16 18
Tema 6. [lokymeHTauuns no TpyAOoBbIM OTHOLLEHUSAM 18 18
Tekywmn KOHTpOIb (NMpoBepoYHasa paboTa) 4 —
Yye6HbI Moaynb 3. [loroBopbl U ohopMneHre KoppecnoHAEHLUN NO BHELUHE3KOHOMUYECKOMN
OesATenbHOCTU
Tema 7. NMpaBuna odbopmneHns gorosopos. Buabl 4oroBopoBs 6 15
Tema 8. OdhopMneHne KoppecnoHAEHUUM NO BHELLHEIKOHOMUYECKON AeATENbHOCTHU 8 16
TeKyLMn KOHTpOIb (onpoc) 4 -
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HavmeHoBaHwue n cogepxaHue
y4elBHbIX Moaynen, Tem n oopm KOHTpoOns

O6bem (vachl)

Oo4YHOE
oby4eHve
0YHO-3304HOE
oby4eHve
3a04HOE
obyyeHve

TeKywmn KOHTpOIb (KOHTPOJibHas paboTa)

|
[iny
[ep)

MpomexyTo4Has aTTecTauusa No AUCLUNIIMHE (3K3aMeH)

w
»
©

3. TEMATUYECKUW NITAH

BCElO: | 144 144

3.1. Jlekuum
Homepa OuyHoe obyyeHue O4yHo-3a04HOE 0byYeHne 3aoyHoe oby4yeHue
n3yyaemblx TEM Howmep O6bem Howmep O6bem Homep O6bem
cemecTpa (4achbl) cemecTtpa (4achbl) cemecTtpa (4achbl)
1 2 3 2 0,5
2 2 2 2 0,5
3 2 2 2 0,5
4 2 2 2 0,5
5 2 2 2 0,5
6 2 2 2 0,5
7 2 2 2 0,5
8 2 2 2 0,5
BCEIO: 17 4
3.2. MpakTnyeckne n ceMMHapCcKue 3aHATUA
Homepa OuHoe oby4eHune OuHo-3304HOE 3ao4Hoe oby4eHne
myqaeﬁblx HavnmeHoBaHue 0byyeHne
Tem 1 popma 3aHATUN Homep O6bem Howmep O6bem Homep O6bem
cemecTpa (4acbl) cemecTpa (4acbl) cemecTpa (4acbl)
MpakTnuyeckoe 3aHsaTUE.
M3yueHne cogepxaHus
1 HOpPMaTVBHO-NPaBOBOM 2 3 2 0.5
OOKyMeHTaumn
MpakTnyeckoe 3aHaTUE.
CnyxebHble nnucbMa.
2 TpeboBaHWsA K UX COCTaBMNEHNIO 2 2 2 0.5
1 0POPMIEHMIO
MpakTnuyeckoe 3aHsaTUE.
[ OoKyMeHTbI OpraHM3aunoHHO-
npaBoBble, OPraHM3aLNOHHO-
3:4.5,6 pacnopaguTenbHble, 2 8 2 2,5
VMHPOPMALMOHHO-CNPaBOYHbIE U
no fINYHOMY COCTaBY
[oroBopbl 1 odhopmneHne
KoppecnoHaeHLun no
7.8 BHELUHE3KOHOMMNYECKOMN 2 4 2 0.5
OESATENbHOCTU
BCEIO: 17 4

3.3. JlabopaTopHble 3aHATUA
He npeaycmoTpeHbl
4. KYPCOBOE NPOEKTUPOBAHUE

He npegycmoTtpeHo.

5. TEKYLLIMA KOHTPOJ1b YCNEBAEMOCTU OBYYAIOLLErOCA

Homepa 0 6 OyHo-3a04HoE 3 6
y4€bHbix dopma HHOE ODyHeHne obyyeHve A04HOE obyHeHne
Mogaynen, no
KOHTpPOnNA
KoTopeIM b Y, Howmep Kon-Bo Howmep Kon-Bo Homep Kon-Bo
nposoauTca 3HaHUn cemecTpa cemecTpa cemecTpa
KOHTpOIb
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Homepa 0 6 OuHo-3a04Hoe 3 6
yUeBHBIX dopma YyHoe 0byyeHune oByuenie aoyHoe obyyeHne
Mogyrnen, no
KOHTpPONA
KOTOPbIM P o Howmep K Homep K Howmep K
npoBOAUTCSH sHaHum cemectpa OBO 1 cemectpa O8O | cemectpa O8O
KOHTPOMb
1 Onpoc 2 1 — —
2 MposepoyHan paboTa 2 1 — —
3 Onpoc 2 1 — —
3 KoHTponbHas pabota — — 2 1

6. CAMOCTOATEJIbHAA PABOTA OBYYAKOLLEITOCHA

OyHo-3a04HOE

7. OBPA30OBATEJIbHbIE TEXHOJTOIMNU
7.1. XapaKkTep1cTuKa BUAOB U UCNOJb3yeMbIX UHHOBALMOHHBLIX (DOPM y4eOHbIX 3aHATUMN

Buabl camocToaTensHoli paboThl OuHoe obyere 06yueHme 3aoqHoe obyuerue
o6yqa|ou.|,eroc;| Howmep O6bem Howmep O6bem Howmep Ob6bem
cemecTpa (4acbl) cemecTpa (4acbl) cemecTpa (4acbl)
YcgoeHue meopemuyecko2o0 mamepuana 2 38 1,2 56
M0020Mo8sKa K NPaKmMu4ecKum 3aHAMUAM 2 36 2 55
BoinosHeHue KOHMpossHol pabomei - - 2 16
Mod20mosKa K sK3ameHy 2 36 2 9
BCEIO: 110 136

O6beM 3aHATUN
B MHHOBALMOHHbIX hopmax

(yachl)
Hammerosative BIAOB Mcnonb3yemble MHHOBaLMOHHbIE CbO Mbl
y4eBHBIX 3aHATWIA Y u p 0 2 T g @
3 2ID L3
Ed Z o2 o2
°g S5 %Y
] ® 0 ® 0
Tekuun Jlekuun ¢ ncnonb3oBaHNEM AEMOHCTPALMOHHbIX 8 2
MaTepwuanos, Jlekumun-npeseHtaunm
MpakTnyeckme WHTepaKkTnBHbIE 3aHATUA 8 2
n cemmuHapckme 3aHaTus | NMouck BapnaHToB pelleHns nNpobnemHbIxX
cuTyauum
JlabopaTtopHble 3aHATMSA | He npegycMoTpeHsl - -
BCEIO: 16 4

7.2. BanﬂbHO-peVITMHFOBaﬂ cuctema oueHunBaHuA ycneBaeMoCcT n DOCTMXKEeHUN o6yqa}ou.mxc;|

MNepeyeHb U NapameTpbl OLLlEHUBaHUA BUOOB AEATENIbHOCTU oby4alowerocs
Becosoi
Ne B1A peaTenbHoCT KoabPuunenT Kputepuu (ycnosua) HauncnexHma 6annos
I'I/I'I o6yqarou.|,eroc51 3HAYNMOCTH,
%

1 | AyantopHas aKkTUBHOCTb: 2 banna 3a Kaxgoe 3aHATNe - MakcumyMm 16 6anna;
[NocelueHne 10 4 Ganna 3a KaxOdblh MpaBWIbHbLIA OTBET Ha BOMPOC
NPaKTUYECKNX 3aHATUN ycTHOro cobecefoBaHus (10 BoOMpocoB B rrioccapvm oavH

pa3 B cemecTp) makcumym 40 6annos;

2 | BeinonHenune MpencTaBneHne B Cpok - MakcumyMm 15 6annos;
KOHTPOJIbHOI paboTbi CopepxaHvne (Hanuune Bcex TpebyemblXx 3EMEHTOB,

40 Hanuyne 1 3HaYMMOCTb OLINBOK) - Makcumym 60 6annos;
lMonHOTa OTBETOB Ha BOMPOCHI, BNageHWe chneuvanbHOm
TepMuHornoruen - makcumym 35 6annos
3 | Cpayva ak3ameHa 50 OTBeT Ha TeopeTnyeckun Bompoc (MOrnHoTa, BriageHve
TePMUHONOIMeN, 3aTpadyeHHoe BpeMs) - 40 6annos;
PelueHune npaktuyeckon 3agadm - makcumym 40 6annos
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Uroro (%): 100

I'IepeBo.q 6annbHOM WKanbl B TPaAULUNOHHYHO CUCTEMY OUeHUBaHuA

Bannbl OueHKa No HopMaTUBHON LUKane
86 - 100 5 (oTnnyHO)
75 -85
61-74 4 (xopoo) 3auTeHo
51 - 60 3 (ynoBneTBOpPUTENBHO)
40— 50 YA P
17 -39
1-16 2 (Hey£oBNETBOPUTENBHO) He 3auteHo
0

8. OBECIMNEYEHUE OANCLUUIMIIUHDI

8.1. YuebOHas nutepartypa
a) OCHoBHas y4yebHas nutepaTypa

1. AdoHiowkmHa O.N. [JokyMeHTUpOBaHMe ynpaBneH4Yeckon AeaTernbHOCTU [ONeKTPOHHbIN pecypc]:
y4yebHoe nocobue/ AdoHtowkmHa O.M.— 3nekTpoH. TeKCToBble AaHHble.— benropopn: benropoackuin
rocyaapCTBEHHbI TexHomormdeckni yHneepcuteT um. B.I. Lyxoea, 36C ACB, 2017.— 111 c.— Pexum
poctyna: http://www.iprbookshop.ru/80510.html.— 36C «IPRbooks»

2. Cemko N.A. OcHoBbI fenonpousBoacTea [OnekTpoHHbIN pecypc]: y4ebHoe nocobue/ Cemko U.A.,
AntyxoBa J1.A.— 3neKTpoH. TekcToBble AaHHble.— CtaBpononb: Ceksonst, 2018.— 119 c.— Pexum
poctyna: http://www.iprbookshop.ru/92992.html.— 3BC «IPRbooks»

3. KysHeuosa W.B. [lokymeHT1poBaHue ynpaBneH4Yeckon AesaTenbHOCTU [QNeKTPOHHbIN pecypc]:
yuyebHoe nocobue ansa 6akanaepos/ Ky3sHeuoBa W.B., XauaTpsaH [.A.— OneKTpoH. TEKCTOBbIE AaHHbIE.—
Mockea: Jawkos u K, An v Op Meawna, 2021.— 240 c.— Pexunm goctyna:
http://www.iprbookshop.ru/99364.html.— 36C «IPRbooks»

4. KysHeuos W.H. lenonpon3BoacTBo [QNeKTpoHHbIN pecypc]: y4ebHo-cnpaBovHoe nocobune/
KysHeuoB N.H.— 3nekTpoH. TekcToBble AaHHble.— Mockea: [awkos u K, 2019.— 406 c.— Pexum
poctyna: http://www.iprbookshop.ru/85215.html.— 3BC «IPRbooks»

5. CumoHsiH P.A. [JokymeHTaunoHHoe obecneyeHne cMcTeMbl YNpaBneHusl opraHm3aumen
[BnekTpoHHBIN pecypc): yuebHoe nocodbre/ CUMOHSAH P.A.— 3neKkTpoH. TeKCToBble AaHHble.— CapaToB:
An un Op Meana, 2018.— 180 c.— Pexxum gocTtyna: http://www.iprbookshop.ru/72458.html.— 36C
«IPRbooks»

6) oononHWTenbHas yyebHas nuTepatypa

6. [dokymeHTaumoHHoe obecneyeHmne ynpaBneHns [SNeKTPOHHbIVM pecypc]: y4eBHUK Ans CTyAeHTOB
BY30B, 0Dy4atoLmMXCcsa No HanpaBneHnaM « QKOHOMUKa» 1 « MeHemKMEHT», cneunansHOCTSM
«MudopmaTukar, «[JokymeHTOBeAeHMe 1 AOKyMeHTauMoHHoe obecnedeHune ynpaBneHusy,
«ABTOMaTm3auus n ynpasnenvex»/ A.C. MpuHbepr [n gp.].— SneKkTpoH. TekcToBble AaHHble.— MockBsa:
FOHUTN-OAHA, 2017.— 391 c.— Pexum goctyna: http://www.iprbookshop.ru/71213.html.— 3bC
«IPRbooks»

7. EpmakoBckas T.A. JIMHrBUCTUKA 0ENOBOro TekcTa [ONeKTPOHHbIV pecypc]: yd4ebHo-MmeToanveckoe
nocobve B MoAyrnbHOW TexHonorun odyyenns. Hanpaenernve noarotoBkn 46.03.02 [JokymeHTOBeAEHME U
apxuBoBeAeHWe (HanpaBneHHOCTb [IoKyMeHTaUMOHHBLIN MEHEKMEHT), ypoBeHb GakanaBpuaTa/
EpmakoBckas T.A.— OnNeKTpoH. TeKCToBble AaHHble.— CypryT: CypryTCKui rocyaapCTBEHHbIN
neparornyeckuin yHusepcutet, 2019.— 90 c.— Pexum goctyna:
http://www.iprbookshop.ru/89982.html.— 3BC «IPRbooks»

8. KysHeuoa N.B. KoHhuaeHumansHOe 0enonponsBoACTBO U 3alUMLLEHHbIN 3NEKTPOHHbIN
OOKYMEHTOO00pOT [ONeKTPOHHbIV pecypc]: y4ebHoe nocobue anga 6akanaspos/ KysHeuosa U.B.,
XauaTpsH [LA.— 3nekTpoH. TekcToBble AaHHble.— Mocksa: An N Ap Megua, 2020.— 192 c.— Pexum
poctyna: http://www.iprbookshop.ru/97083.html.— 3BC «IPRbooks»
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8.2. NepeyeHb yyebHO-MeTOOQUYECKOrO 0OGecneveHns AN CaMOCTOATENNIbHOM paboThl
obyyarLwmxcsa no gucumninHe

1. OpraHusaums cuctembl JOKymeHToobopoTa B manom 6usHece MeTtoamyeckne ykasaHus K
KOHTpOrnbHOW paboTe CTyAeHTOB 3ao4HoN hopmbl 06yveHusa no HanpasneHuto 38.03.02 - MeHempkmeHT /
M.B. YurnpuHoea, CI16., 2020- Pexxum goctyna: http://publish.sutd.ru/tp_ext_inf_publish.php?id=202048,
no naponto.

2. [oKymMeHTUpOBaHWe ynpaBrieHYecKon gearensHocTu.. MetToguyeckne ykasaHus K
KOHTPOJIbHOW paboTe CTyAEHTOR 3a04HON hopMbl 00y4eHns no HanpaeneHuto 38.03.02 - MeHeg)KMeHT
(BCe npodhmnmn NnoAroToBkM NMo kBanudukaumm - 6akanaep) / H.M. Opy3sransckas, CI16., 2016 - 40 c. -
Pexum goctyna: - Pexxum goctyna: http: // www.publeish.sutd.ru//tp_ext_inf_ publish.php?id=3177, no
naponio

3. Cnuukmin C.B. OdbdekTmBHaa ayautopHas u camoctosiTernbHast paboTa oby4varoLmxcs:
meToamndeckme ykasaHusa / C.B. Cnuukun - CN6.: CIMeryrnTA, 2015. - Pexvum goctyna:
http://publish.sutd.ru/tp_get_file.php?id=2015811, no naponto

4. OpraHusaums caMoCTOSATENbHOW paboTbl 06y4vaoLLMXCA[ONEKTPOHHbIN pecypc]:
meToanyeckme ykasaHus / coct. U. b. Kapaynosa, I'. . Menewkosa, I". A. Hosocernos. — Cl16.: CMIYTA,
2014. — 26 c. — Pexxum goctynhttp://publish.sutd.ru/tp_get_file.php?id=2014550, no naponto.

8.3. NMepeyeHb pecypcoB MHHOPMaALMOHHO-TENEeKOMMYHUKaLMOHHON ceTu "UHTepHeT",
HeobxoAuMbIX ANl OCBOEHUS AUCLUNIIUHbI
1. CnpaBo4Ho-npaBoBas cuctema KoHcynbTaHT lNntoc [OnekTpoHHbIv pecypc]. URL:
http://www.consultant.ru.
2. UndbopmaumoHHo-npasoBow noptan FTAPAHT [OnekTpoHHbIn pecypc]. URL:
http://www.garant.ru.
8.4. NepeyeHb MHPOPMALUNOHHBLIX TEXHONOIMNA, UCNOJIb3YyeMbIX NPU OCYLLEeCTBIIEHMHU
obpa3oBaTenbHOro npouecca No AUCLMNINHE, BKIOYasa nepeyeHb NporpaMmMHoOro obecnevyeHus
M MHPOPMaLMOHHbIX CMPaBO4YHbIX CUCTEM (pu Heobxodumocmu)
1. Windows 10,
2. OfficeStd
8.5. OnucaHue maTtepuanbHO-TEXHUYECKOM 6a3bl, HEO6X0AMMON ANA OCYLLEeCTBIeHUA
obpasoBaTenbLHOro npouecca no AUCLUMNInHe
1. CtangapTHo-060pyaoBaHHasa ayautopust (KoMnbloTep)
2. BugeonpoekTop ¢ 3KpaHoM
8.6. UHble cBepeHuA u (Mnu) maTepuansol
1. PasgaTtouHbin MmaTepuan (cxembl, Tabnuupl)
2. HopmaTnBHO-NpaBoBblEe JOKYMEHTHI.

9. METOOAUNYECKUE YKA3AHUA ONA OBYYAKOLLUNXCA NO OCBOEHUIO AUCUUMNIINHDbI

Buabl yuebHbIx
3aHATUN U
caMocCToATEeNIbHaA OpraHI/IsaLIMH OeATEeNIbHOCTU o6yqarou.|,erocq
paboTta
obyyvatoLmxcs
Nekuum HanTu oTBeT Ha BONPOCHI B peKOMeHAyeMOn nutepaType, Nekunsax n
KOHCYMbTaumMsAX (MM NPaKTUHECKOM 3aHATUM)
MpakTnyeckne MogroToBka K NPaKTUYECKMM 3aHATUSM NpeanonaraeT Buabl paboT ¢
3aHATUA KOHCMNEKTOM NeKLMIN: NOArOTOBKA OTBETOB K KOHTPOJSTbHbIM BOMPOCaM,
NPOCMOTP PEKOMEHAYEMOWN NnuTepaTyphbl, pelleHne 3agad no anroputmy
NaGopaTopHble He npedycmompeHsi
3aHATUA
CamoctositenbHas | [MogrotoBka u BbIMONIHEHME NMPOBEPOYHOM paboThl C NpeacTaBneHnemM
paGoTa npeseHTauumM MaTepmaros;
MoaroToBka K KOHTPONbHOM paboTe u K 9k3aMeHy B COOTBETCTBUM C
nepevyHemM BOMpPOCOB

10. ®OH[] OLIEHOYHbIX CPEACTB
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Ang NPOBEAEHUA NPOMEXYTOYHOWU ATTECTALUU
10.1. OnucaHue NokasaTenen U KpUTepmeB OLEeHUBAHMA KOMMETEHLUUNA Ha pa3NUYHbIX 3Tanax ux
c¢hopMupoBaHusi, onucaHue LKan oueHUBaHUA

10.1.1. Noka3saTenu oLueHMBaAHNA KOMNETEeHLUMIA Ha 3Tanax ux opmmpoBaHus
Kon HaunmeHoBaH | lNpeactaesnexne
ne OLEHOYHOro
KoMmneTeHuun / .
5TAN OCBOSHUS lMokasaTenu oLueHNBaHNst KOMMETEHLMI OLEHOYHOrO cpencTtea B
cpeacTea doHae
OlMK-1/nepebliii XapakTepusyeT HasHa4eHne HOpMaTUBHO- Bonpocbl YuebHas
3HaTb: MeTOLMYEeCKMX MaTepuarnos 1 Ha npumMmepax aonsd npakmuka o
onpenensaeT TpeboBaHWs K OpUONYECKOn cune YCTHOro fony4eHruto
[IOKyMEHTOB cobecenoBa Mep8UYHBIX
Hs I'IpOd)eCCUOH:’:ifle
bIX yMeHuUU u
HaebIKo8
OlMK-1/nepBbliii BbibnpaeT nepeyeHb PEKBU3NTOB AJ11 KOHTPONsS U MpakTnyecko YyebHas
YMeThb: opraHusaumm paboT ¢ AOKYMEHTaMn B COOTBETCTBUM e npakmuka ro
C YyCrnoBMSAAMI AeNOBOro o06LeHNs U NyGnnYHbIX 3afjaHue nosiy4exuro
BbICTYMIIEHWIA, BEEHSI NeperoBopoB 1 COBELLaHWIA, M1epeutiHbIX
OCYLLECTBMNEHUS AENOBOW NEPENNCKM U npogbeccuorantH
o bIX yMeHuUuU u
noaaep)KaHnsa 3neKTPOHHbIX KOMMYHUKaL WA HABbIKOS
OTl1K-1/nepBbin MpumeHseT MmeToabl MOArOTOBKW, MHAEKCALUHK, MpakTnyecko YuebHas
Bnapets: perncrpauumn, KOHTpPonsa WCMNOSTHEHUA JOKYMEHTOB B e fpakmuka ro
opraHusaumu 3agaHve nosiy4exuro
rnepsuYHbIX
npogheccuoHarsbH
bIX yMeHUU U
HaebIKo8
[MpuBOAMT MOHATMSA N OCHOBHbIE TpeboBaHMSA K Bonpocel
OlK-4/nepBbliii 0GPOPMIIEHNIO PEKBU3UTOB LOKYMEHTOB OpraHu3aumMm | Ansi yCTHOro
3HaTb: 4enoBoro obLeHnst n Ny6nmnYHbIX BbICTYMIEHNN, cobecepnoBa
BEeEHVsI NepPEroBOpoOB, COBELLAHWUIA, OCYLLECTBINEHNS HUsI
OEeNOBONM NEPENNCKM U NOSAEPKAHUSA NTEKTPOHHbBIX
KOMMYHUWKaLMWI;
XapakTepusyeT HazHa4YeHMe HOPMaTUBHO-
MEeTOOUYECKUX MaTepmarnoB U Ha NpuMepax
onpegenseTt TpeboBaHUA K opUaMYEcKon cune
OOKYMEHTOB;
OrlK-4/nepBbin [aeTt aHanu3 u oueHKy npasun opopmneHns MpakTnyecko
YmeTsb: OOKYMEHTOB Ha npumepe opmMynsipa-obpasua, gaet e 3ajaHue
pekoMeHAaUmMm No U3MEHEHMIO CITOXUBLLENCSA
cuTyauum
BbiGupaeT nepeveHb pekBU3NTOB AN KOHTPONS U
opraHusaumm paboT ¢ AOKYMEHTaMu B COOTBETCTBUM
C yCNoBUSAMU OeN0OBOro ooLeHus n nye6nnmyHbIx
BbICTYNNEHWI, BEOEHUSA NEPEroBOPOB 1 COBELLAHUN,
OCYLLIECTBIEHMS OEITOBOW MEPENUCKA U
noaaep)KaHnsa 3NEeKTPOHHbIX KOMMYHWKaL N
OTl1K-4/nepBbin B 3aBucmMmocTn OT BUaa AOKyMeHTa naet MpakTnyecko
Brnapets: XapakTepucTuky cobrniofeHmns obssaTernbHbIX € 3agaHue
TpeboBaHWiA Npy ero CoCTaBMeHNM;
MpumeHsieT MeToabl MOATOTOBKM, UHAEKCALNN,
pervcTpaumm, KOHTPONst UCMNOMNHEHNsI LOKYMEHTOB B
opraHusaumm
MK-8/nepBbii MprBOOUT NOHATUSA N OCHOBHbIE TPeOOBaHUS K Bonpocbl
3HaTb: 0hOPMIIEHUNIO PELLEHUI MPU BHEAPEHUU ONs YCTHOro
TEXHOJOrMYECKMX NPOAYKTOBbLIX MHHOBALMUN NN cobecepnoBa
OpraHn3auUnOHHbIX U3MEHEHUI; HKSA

XapakrepusyeT Ha3Ha4YeHne HoOpMaTUBHO-
METOAUYECKNX MaTepmnarnos 1 Ha npuMepax
onpenenseT PUANYECKYHO LIEHHOCTb JOKYMEHTOB
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Kon
KoMmneTeHuun /
aTan 0CBOEHUs

[NokasaTenu oLeHMBaHNA KOMNETEHLNN

HanmeHoBaH
ve
OLIEHOYHOro
cpencTtea

Mpenctasnexne
OLIEHOYHOro
cpeacTtea B

doHae

MK-8/nepBbin
YMeThb:

[aeTt aHanu3 u oueHKy npasun oopmneHns
OOKYMEHTOB Ha npumMmepe dopmynsapa-obpasua, aaet
pekoMeHaaumm no obecneyeH1o NPaBoOBON 3aLLMUThI
OOKYMEHTa;

BblbrpaeT nepeyeHb pekBU3UTOB MO KOTOPbIM
HeoOX0AMMO COBEpLLEHCTBOBATb OpraHn3aLmio
paboTbl C AOKYMEHTaMu;

MpakTnyecko
€ 3agaHue

MK-8/nepBbin
BnapeTtb:

B 3aBucMmocTy OT BUAa AOKyMeHTa AaeT
XapaKkTepuUcTUKy cobntogeHns o6a3aTenbHbIX
Nnpu3HaKoB AOKyMeHTa B 06/1acTi BHeApPeHUs
TEXHOMNOMMYECKMX NPOAYKTOBbLIX MHHOBALMN UM
OpraHM3auUMOHHBLIX U3MEHEHUI;

MpumeHsieT MeToabl MHAEKCaLUNUW, permcTpaLunm,
KOHTPOsi UCNONHEHUs1 4OKYMEHTOB B OpraHu3aumu.

MpakTnyecko
€ 3agaHue

Mk-11 /nepBbin
3HaTb:

[MpuBOAMT NOHATMSA N OCHOBHbIE TpeboBaHMA K
0hOPMIMEHNIO PEKBU3NTOB OpPraHn3aLnoOHHO-
pacnopsaauTensHon nHdopmauum;

XapaktepusyeT Ha3HayeHne HoOpMaTUBHO-
MEeTOAMYECKUX MaTepmasnoB 1 MOXET Ha Mpumepax
onpegenuTb IOPUANYECKYH LLEHHOCTb JOKYMEHTOB.

Bonpocel
ONs YCTHOro
cobecenoBa

HUSA

Mk-11 /nepBbi
YMeTb;

[aeTt aHanu3 n oueHKy npasun opopMIeHns
AOKYMEHTOB Ha npumepe dopmynapa-obpasua
BHYTPEHHMX JOKYMEHTOB, JaeT pekoMeHAauum no
COBEPLUEHCTBOBaHNIO UHOPMAaLMOHHOIO
obecneyeHns OesTeNnbHOCTN COTPYAHUKOB;
BeibupaeT nepeyveHb pekBU3NTOB ANS KOHTPOMS
AOKyMeHToo6opoTa 1 opraHnsauum paboTbl ¢
AOKyMeHTaMu

MpakTnyecko
€ 3ajaHue

Mk-11 /nepBbin
BnapgeTtb

B 3aBucMMOCTM OT BUAa JOKYMeEHTa gaeT
XapakTepucTuky cobnogeHmns obsasaTenbHbIX
NPU3HaKoB AOKYMEHTA Mo pas3fUyHbIM NoKasaTensam;
[aeT xapakTepuCTUKy MeTOL0B MHOEKCaL MU,
pervcTpaunm, KOHTPONst UCNOMNHEHUS LOKYMEHTOB B
opraHmsaumm.

MpakTnyecko
e 3agaHue

MK-20 / nepBbI
3HaTb:

dopMynuUpyeT U MHTEPNPETUPYET HAUMEHOBaHWE
3aKoHoAAaTEerNbHbIX U METOANYECKUX JOKYMEHTOB,
06BbACHSAET NErMTUMHOCTb HOPMATUBHOWM
JOKyMeHTaLuu;

MpUBOAUT KPUTEPUM U NMPUHLIMMBI OLLEHKM
[OKYMEHTOB, 06ecrnevnBaroLLmMX UX NPaBoBYIO
3aLWunTy, Ha NpuMepax onpeaenseT PULNYECKYIO
CUIy JOKYMEHTOB;

Bonpocbl
ONs YCTHOro
cobecenoBa

HUSA

MK-20 / nepBbin
YmMeThb:

[laeT aHanu3 1 oLeHKy npasun oPopPMIeHns!
[IOKYMEHTOB Ha npumepe gopmynspa-obpasua, gaet
pekomeHaaLuum no obecneyeHmno ero NpaBoBoW
3alLMUThI;

BbIGUpaET nepeyeHb PEKBU3UTOB ArA KOHTPONS
opraHv3aummn paboTsl ¢ JOKYMEHTaMu U CUCTEMBI
[IOKyMeHTo060poTa;

MpakTnyecko
e 3agaHue

MK-20 / nepBbI
BnapeTtb:

B 3aBucumoCTM OT BMAa OOKYMeHTa AaeT
XapaKTepUCTUKy cobnogeHns oba3aTenbHbIX
NPU3HAKoOB AOKYMEHTa B obnactu CO340aHUNA HOBbIX
npeanpuHMMaTenbCKUX CTPYKTYP;

OuennBaeT cobntogeHne TpeboBaHuin opopmneHns
dopmynspa-obpasua AOKyMeHTa.

MpakTnyecko
e 3ajaHue
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10.1.2. OnucaHue WKan 1 KpuTepues oLeHMBaAHNA CHOPMUMPOBAHHOCTU KOMMNETEHLMN

Kputepum oueHnBaHusi chopMMpoBaHHOCTU KOMMETEHUUN

OueHka no Kputepumn oueHmBaHns coopMMPOBAHHOCTM KOMNETEHLNI
Bannbl TpagMLMOHHON
Wwkane YcTHoe cobecenoBaHme MucemeHHas pabota

MonHeIN, ncyepnbiBaOLWNiA OTBET, ABHO | KpuTnyeckoe n pasHOCTOPOHHEe

AeMOoHCTpupytowuin rnybokoe paccMoTpeHne BOMpoCos,
NOHMMaHue npegmeTa u LMPOKYH CBUOETENLCTBYIOLLEE O 3HAYUTENBHON
3pyavLmio B oLeHBaemown obnactu. camocCToATeNbHOM paboTe C NCTOYHMKaMM.
86 - 100 5 (oTNM4HO) KpuTuyeckuin, opurmHanbHbIi NOAXOA K KauecTBO MCNonHeH1s BCeX 3N1EMEHTOB
martepwuany. 3a[jaHNS NONMHOCTbIO COOTBETCTBYET BCEM
TpeboBaHUAM.

YuntbiBatoTca 6ansbl, HAKOMNMEHHbIE B
TeYyeHne cemecTpa. YuntbiBatoTca 6annbl, HAKOMNNEHHbIE B
TedyeHune cemMmecTpa.

OTBET NOSHbIN, OCHOBAHHbLIN Ha Bce 3agaHHble BONpPOCH! OCBELLEHbI B
npopaboTke Bcex 06a3aTenbHbIX Heo6XoaMMOMN MONHOTE U ¢ TpebyeMbim
NCTOYHUKOB MHopMaLuun. Moaxon K kayecTBOM. OWINGKN OTCYTCTBYIOT.
mMaTepuarny OTBETCTBEHHbIW, HO CamocTosiTenbHas paboTta npoBeaeHa B
CTaHAapTHbIN. JocrtaToyHOM obbeme, HO

75-85 orpaHMyYnBaeTCH TONbKO OCHOBHbLIMU
YuntbiBatoTca 6annbl, HaKOMNMeHHbIE B pekoMeHO0BaHHbIMWU UCTOYHUKaMK
TeYyeHne cemecTpa. VlHCbOpMaLI,VlVl.

YuntbiBatoTca 6annbl, HAKOMNMeHHbIE B

4 (xopoLwuo) TeyeHue cemecTpa.
OTBeT CTaHAapTHbIW, B LIENIOM PaboTa BbInonHeHa B COOTBETCTBUMU C
KayeCTBEHHbIN, OCHOBaH Ha BCeX 3afjaHveM. VimetoTcs oTaenbHble
0653aTenbHbIX UCTOYHMKaX HecyLLleCTBEHHbIE OLWNGKN Unn
nHcopmauwmm. MpucyTcTeytoT OTCTYNNeHNs OT Npasur 0POPMIIEHNS
61-74 HebonbLuMe Npobenbl B 3HAHUSIX UMK paboTbl.

HeCyLLEeCTBEHHbIE OLUNOKN.
YuunTtbiBatoTca 0annbl, HAKOMMeHHbIE B

YuntbiBatoTcs 6annbl, HaKoMNMEeHHbIE B TedyeHune cemMmecTpa.
TeYyeHne cemMmecTpa.

OTBeT BOCMPON3BOAUT B OCHOBHOM 3afaHue BbINOSHEHO MOMHOCTbIO, HO B
TONbKO JTIEeKUMOHHblIe MaTepuarnbl, Oes pa60Te €CTb OTAenNbHbl€ CyLlEeCTBEHHbIE
caMoCTOosITeNbHOM paboTbl C owmbkn, NMBo Ka4ecTBO NpeacTaBneHUs
peKkoMeHOO0BaHHOW nuTepaTypon. paboTbl HM3Koe, NMMbo paboTa

[eMoHCTpupyeT NoHMMaHue npegmeTta npeacTaBneHa c ono3gaHnem.
B Lenom, 6e3 yrnybneHus B getanw.

51-60 MPUCYTCTBYIOT CYLLECTBEHHbIE OLLMGKY YuuTtbiBatotca 6ansbl, HaKONMeHHbIE B
3 unun npoGenbl B 3HaHUSIX MO HEKOTOPLIM | TE€YEHWE cemecTpa.
Temam.
(yooBneTBo-
YuunTbiBatoTCs 6annbl, HaKOMNMeHHbIE B
pUTENBHO) TeYeHne cemecTpa.

OTBET HEMOIHBIN, OCHOBAHHbIN TONbLKO 3apaHve BbINONHEHO NOMHOCTbIO, HO C
Ha NeKUMOHHBbIX MaTepuanax. MNpu MHOFOYMCINEHHBLIMMW CYLLECTBEHHBIMU

40 — 50 NMOHUMaHUN CYLLIHOCTW NpeaMeTa B owmnbkamu. MNpr aTOM HapyLLeHbl NpaBuna
uenom — 0hOopMIEHUST UM CPOKU NPeACTaBnNeHUs!

paboThbl.

CyLleCTBEHHbIe owmnbkn nunm npo6enb| B
3HaHUAX cpady No HECKOJTIbKMM TeMaMm, YuntbiBatoTca 6annbl, HAKOMNMEHHbIE B
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He3HaHune (I'IyTaHVILI,a) Ba>XHbIX TedyeHune cemMmecTpa.
TEPMUHOB.

YuunTtbiBatoTca Oannbl, HakonneHHbIe B
TeyeHue cemecTpa.

HecnocobHOCTb OTBETUTL Ha BONPOC OTCcyTCTBUE OOQHOTO UMK HECKOMbBKNX
6e3 nomoLu sk3ameHaTopa. HesHaHue obsA3aTenbHbIX 3NeMEHTOB 3aaaHust, NMbo
3HAUUTENBbHOW YacTu NPUHLMNMANbBHO MHOroYucrieHHble rpybbie owmnbku B
BaXXHbIX 3M1IEMEHTOB AUCLIMMNINHbI. pabote, nubo rpyboe HapyLieHne npasun
17 -39 MHorouncneHHble rpybblie oMok, 0POpPMIEHUST UM CPOKOB NPeACTaBNeHus!
paboThbl.

He yuuTbiBatoTcst 6annbl, HaKONMEHHbIe

TeYyeHne cemMmecTpa.

B Te4eHne cemecTpa. He Y4nTbIBAKOTCA Gannbl, HaKOMNJEeHHbIE B

2 HecnocoBHoCTb chopMynupoBaTh XOTSl | COOTBETCTBYET 3a4aHuIo.
Gbl OTAEerbHblE KOHLEeNUun

1-16 (Hey,D,OBJ'IeTBO- OUCUMMINHBI. He YYNTbIBAKOTCA 63]'|J'|b|, HaKonJjieHHble B
TeyeHue cemecTpa.
puTENbHO) He yuuTbiBatoTCcs 6annbl, HAaKOMNMEHHbIE
B Te4YeHue cemecTpa.
[MonbITka cnucbiBaHMS, UCMOSb30BaHUSA MpencTtaBneHune vyxon paboTsbl, Nnaruar,
HepaspeLUeHHbIX TEXHUYECKNX nnbo oTKa3 oT nNpeacTaBneHusi paboTsbl.
YCTPOWCTB UNN NOSb30BaHUSA
NoCcKa3KoM [pyroro Yenoseka (BHe He yuuTbiBatoTCst 6ansbl, HAKOMMEHHbIE B
0 3aBMCUMOCTU OT YCNELLIHOCTN Takomn TevyeHue cemecTtpa.
NOnbITKN).

HenoHumaHwue 3agaHHOro Bonpoca. ConepmaHVle paﬁOTbI NOJTHOCTbIO HE

He YYUTbIBAKOTCA Gannbl, HakomnneHHble
B Te4eHne cemecTpa.

10.2. TUNoBble KOHTPOJbHbIE 3aJaHUSA UMW UHble MaTepuanbl, Heo6XxoAUMbIe ANl OLLeHKU 3HaHUN,
YMEHUI, HaBbIKOB U (UNK) onbiTa AeATEeNIbHOCTU, XapakTepu3ytowme 3Tanbl POpPMUPOBaAHUS
KOMMNeTeHUun

10.2.1. NepeyeHb BONpocoB (TECTOBbLIX 3aAaHMi), pa3paboTaHHbIN B COOTBETCTBUM C

CTaHOBNEHHbIMU 3TanamMmu (hopMUPOBaHUSA KOMMNETEHLUN

Ne
a/n dopMynupoBKa BONpOCOB Ne Tembl
1 | Y70 Takoe pekBU3UT JOKYMeHTa? 1
2 | Oenonpon3BoACTBO - 3T07? 1
3 | 3akoHuuTe HavaToe npeanoxeHune. [IokyMeHTOO00pPOT - 3TO ABMKEHNE [LOKYMEHTOB 1
B OpraHusaumm ¢ MOMeHTa Ux cosgaHus go: ?
4 | B kakom [OCTe cdopmynupoBaHbl TpeboBaHUS K OCOPMIIEHUIO PEKBU3NTOB 1
JOKymeHTa?
5 | Kakne CTpyKTypHble cocTaBnsoLlne onpeaensioT 4enonponsBoacTso? 1
6 Kakasi yacTb IOKyMeHTa ABNAEeTC rnmaBHon ? 1
7 | B kakom TOCTe nepeyvncneH coctaB pekBU3UTOB JOKYMEHTOB? 1
8 B kakom TOCTe cchopmynupoBaHbl TpeboBaHUS k ochopMieHnto cogepxanus paboT 1
Nno Hay4YHO-TEXHUYECKOW NHopMaLmm
9 Kem ycTaHaBnvBaeTcsa MHANBUAYANbHbIA CPOK UCMOMHEHUS JOKYMeHTa? 2
10 Kakvne ¢opMbl pernctpaumnm JOKYMEHTOB NpuMeHsaTcs B Poccun? 2
11 Kakne moryTt 6biTb HOMeHKNaTypbl gen? 2
12 Mo kakoMy nNpu3HaKy B HOMEHKNaType Aen cucTeMaTu3upyroTcs JOKYMEHTbI 2
13 K10 MOXeT paboTatb C JOKYMEHTAMU, UMEKLLMMWN KOMMEPYECKYIO TalHy? 2
14 Hannune VYcraBa sBnsetca obs3aTenbHbIM yCcrnoBmeMm rocyapCTBeHHON 3
perncrTpaumm opraHusauumn?
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15 Kakne OopraHusaunoHHbIe OOKYMEHTb! yTBEPXAATCS pykoBoauTENeM 3
opraHmsaunmn?

16 B kakom pokymeHTe MoOryT OblTb OFOBOPEHbl MOMEHTbl peopraHu3aumm u 3
nVKBMgauuun npeanpuatuna?

17 KoKoW JOKYMEHT OTHOCUTCS K OpraHM3aunoHHO-NPaBoOBON rpynne A0KYMEHTOB? 3

18 B kakoMm cny4vae npaBunbHO odpopmneH peksusnt «YTBEPXKOAKO»? 4

19 Kak odopmnserca nognucb 3amMecTuTens pyKoBOOAUTENS, WCMOSHAIOLWEro ero 4
06513aHHOCTI B crny4ae ero oTcyTCcTBma?

20 Ha «kakmx pacnopsiautenbHblX [OOKYMEHTax YkasblBaeTCs TONMbKO MNOAMNUCH 4
pyKOBOAMTENS opraHn3aumm?

21 KTo HeceT 0TBETCTBEHHOCTL 3a U3gaHue npukasa? 4

22 Kakow pekBn3uT He BXoaUT B cocTaB hopmynspa-obpasua npukasa? 4

23 Kakow pekBn3uT He BXoauUT B cocTaB hopmynspa-obpasua npukasa? 4

24 Kakasi yacTb TekcTa npukasa asnsercs obasarensHon? 4

25 UTto 03Ha4yaeT BM3a HopucTa Ha npukase? 4

26 Kako [OOKyMEHT OTHOCUTCA K OpraHu3auumoHHO-pacnopaauTeEnsHON rpynne 4
OOKYMEHTOB?

27 Mpn HanucaHum Nucem agpecarty, Npu NOANUCKU AOKYMEHTOB WHUUMAnNbl CTaBaT ? 5

28 HyXHO nn B TeKCTe NncbMa CTaBUTb OTMETKY O Hanu4mm NpUnoXeHnst U KonnyecTee 5
NIMCTOB

29 C kakou uenbto Ha cnyxebHOM nNncbMe genaetcst nomMmeTka ob ucnonuurene? 5

30 B kakoM cny4ae npaBunbHO 0hOpMITEH PEKBUNT? 5

31 Ecnu oBe opraHusaumu cocTaBnsioT JOKYMEHT, TO Kak OH odopmnsieTcs? 5

32 YTo AABNsieTcst gaTon npotokona? 5

33 Kem nognucbiBatoTcst JOKYMEHTbI, COCTABMNEHHbIE KOMUCCUEN? 5

34 B kakom cnyxkebHoM nucbMe npocTaBnslT  pekBu3uT  «Ccbinka  Ha 5
pervcTpaumoHHbIN HOMEp U AaTy AOKyMeHTa»?

35 Kakon pekBn3nT xapakrepusyeT NMCbMO, OTNPaBsfiEHHOE 9IEKTPOHHOWN NOYTON 5

36 Kakow JOKYMEHT OTHOCUTCSI K MHCpOpMaLMOHHO-CNPaBOYHOW rpynne JOKYMEHTOB? 5

37 C Kakumu [OKYMEHTAMW [OIDKHbI MO3HAKOMUTbL paboTHMKA, MOCTynawLwero Ha 6
paboty?

38 Kakon JOKYMEHT OTHOCUTCS K JOKYMEHTam no NMM4YHOMY cocTaBy? 6

39 3aBepsAOTCA NU  NOAMUCKU pyKoBoAMTENen [ABYyX OpraHusaumin Ha [Jorosope 7
neyaTbo?

40 B kakom [JOKyMeHTe MOXeT WATM pedb O peopraHv3aumM wnu JNUKBUZALMM 7
npegnpuaTna?

41 Ha kakoM fA3blke 3aKnyaeTCca KOHTPAKT C BHELLHEIKOHOMUYECKOW opraHnsaumen? 8

42 Ha kakom sa3blke odopMnaeTcs COnNpoBOAUTENbHAs KOPPECnOHAEHUMs C 8
BHELUHE3KOHOMMNYECKON OpraHM3aumnen B CBs3U C 3aKNOYEHMEM KOHTpakTa?

BapuaHT TecToBbIX 3a4aHui, pa3paboTaHHbIX B COOTBETCTBMU C YCTAaHOBIIEHHbLIMU 3TanamMum
¢hopMupoBaHus KOMNETEHUUN

Ne

/n dopmynupoBka 3agaHunsi Oteet

1 | Yto Takoe pekBM3UT JOKYMeHTa? 1)
1)ero oTAenbHbIN 3NEMEHT; 2) YacTb CNyXeBHOro NcbMa; 3) PUPMEHHbIN 3HaK;

2 | Oenonpon3BoacTBo - 3707 3)
1) cuctema xpaHeHus JOKYMEHTOB; 2)npaBuria cocTaBneHUs AOKYMEHTOB;
3) LOKYMEHTMPOBAHWUE M opraHnsaums paboTbl ¢ AOKYMEHTaMu

3 | 3akoHu4nTe HavaToe nNpeanoxeHune. JoKyMeHTOO60POT - 3TO ABMKEHUE 2)
JOKYMEHTOB B opraHuM3auuu ¢ MOMeHTa X co3gaHus go: ?
1) nepedayun Ha ncnonHeHve; 2) NOALWNBKU B AeNo; 3) 3aBepLUeHne NCMONHEHUS

4 | B kakom FOCTe cchopmynupoBaHbl TpeboBaHUSA kK 0hOpPMITEHNIO PEKBU3NTOB 2)
OOKymeHTa?
1)FOCT P 7.0.8-2013 2)I'OCT P 6.30 - 2003 3) TOCT P NCO 15489-1-2007

5 | Kakne CTpyKTypHbIE COCTaBMAOLWME ONpenensaT eNoNpon3BoaCTBO? 1)n2)
1) BOKyMeHTMpoBaHue 2) opraHusauus paboTtbl ¢ JOKyMeHTamu 3) opuandeckas
cvna AOKyMeHTa
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10.2.3 BapmaHT TMNOBbIX 3agaHui (3apay, Kemcos), pa3paboTaHHbIX B COOTBETCTBUU C
CTaHOBJIEHHbIMU 3Tanamu popMUpoBaHUA KOMNETEHLUN

Ne
n/n

Ycnosus TUNOBLIX 3aaad (3agad, KeicoB)

OTtBeT

B kakom TOCTe cchopmynupoBaHbl TpeboBaHUSA kK 0OPMITEHUIO PEKBU3NTOB
OOKyMeHTa?
1)FOCT P 7.0.8-2013 2)I'OCT P 6.30 - 2003 3) TOCT P UCO 15489-1-
2007

2)

Kakue cTpykTypHble COCTaBnsiioLLMe onpeaensioT 4eNonpon3BoaCTBO?
1) BOKyMeHTUpoBaHue 2) opraHusaums paboTbl ¢ JOKyMeHTamu 3)
topuanyeckasi cuna 4OKyMeHTa

1)mn2)

MpounseecTtn nssneyerHne n3 FOCT P 7.0.8 - 2013 CUBNA.

[denonpon3BoacTBO 1 apxmBHOE AeNO. TepMUHbI U onpegeneHus.

3.1 Oatbl BBeaeHus NOCTa;

3.2 O6nactn npumeHeHus NOCTa;

3.3 CtpykTypbl cogepxxanusa FOCTa;

3.4 CocTtaBuTb rnoccapuii U3 OCHOBHbIX TEPMWHOB MO pasgernam:

- obLme TepMUHBI;

- IOKYMEHTMPOBaHME;

- opraHusaums paboTbl C LOKYMEHTaMU;

- XpaHeHWe N yYeT apXMBHbIX JOKYMEHTOB;

- KOMMNIEKTOBAHNE apXu1Ba;

- MHpOpPMaLMOHHAsA AeATENbHOCTb apxuBea.

Bonpoc. [Noka3aTb B3anmocBsa3b genonponssoacTaa (1), AOKyMEeHTUpOoBaHUSA
(2) n opranmsaunm paboTbl ¢ JoKyMmeHTamu (3).

M=@+@)

CnyxebHble nucbMa. Knaccndukaums oduumnansbHOM Nepennckm 1 aHanua
06pa3suoB NMcem.

4.1 CnyxebHble nucbMa - 0600LlEeHHOEe Ha3BaHWe OOMbLLOW rpynMnbl
ynpaBneH4yecknx 4OKYMEHTOB, KOTOpble CryXaT cpeACcTBOM 06LLeHus C
YyUYpEXAEHUAMN U YaCTHbIMWU NULamMm.

Knaccudmkauns oduumansHon nepenmckn byaet bonee NOHATHON, ecnu B
3aBMCMMOCTM OT Npu3Haka chopMmnpoBaTh rpynny nepenuckn. Hanpumep,
BOCNpPOM3BEAEM NPU3HAK U COCTaBHbIE 3IEMEHTbI IPYNMbl NePEnUCKU:

BWA CBA3M - AE€N0BOE NNCbMO, OTMpPaBAsemMoe no noyte, Tenerpamma,
TenedoHorpamma, aneKTpoHHOE NNCbMO;

TEeppUTOPUS - MUCbMA BHYTPU CTPaHbl N MEXAYHapoaHble;

MeCTO B UH(POPMaLMOHHOM OOMEHe - MHULMATMBHbIE MMCbMa U NUCbMa-
OTBETHI;

MONoXeHne B cMCTeMe JOKYMEeHTOo0opoTa - NocTynatoLlme, oTnpaBnsemble u
BHYTPEHHUWE MUCbMa;

KOMNO3MLMS - NPOCTbIE U CIOXHbIE MUCbMA;

OTHOLUEHME K AeNCTBMSAM NapTHEpOB - BriarogapHOCTb, NO3gpaBrieHne,
opobpeHue, TpeboBaHue, NoXxenaHue;

OTHOLLUEHME K NOSIHOTE U TOYHOCTU MHADOPMALIMK - 3aMNpOChl, MOATBEPXKOEHNS,
ONPOBEPXEHUS 1 Op.;

TemaTtuka - No Bonpocam MaTepuanbHO-TEXHUYECKOro obecneyeHmns,
dmHaHcoB, TpaHcnopTa, KynbTypHOro obmeHa u ap.;

OTHOLLUEHUS B Mepapxmm ynpasneHus - NMCbMa BbILLECTOSALLMX OpraHn3aumn,
NoABEAOMCTBEHHbIX, CTOPOHHUX 1 Ap.;

lMpaBoBOW CTaTyT KOPPECMOHAEHTA - NUCLMA PUANYECKUM U PUINYECKUM
nvuam, psay opraHusauuni, ogHOW opraHu3aumm, CTPYKTYPHOMY
noapasaeneHunio, JOMKHOCTHOMY NnLy, MMCbMa rpaxaaH, napnameHTCKue u
JenyTtaTckue 3anpochl.

Bonpoc 4.1 - INpu hopmMupoBaHumM Kakoro 4OKyMeHTa B 06riactu
OOKYMEHTUPOBAHHOro obecneyeHmns ynpaBneHus UCnomnb3yoT MNPUBEAEHHYHO
Knaccmdgukaumo?

Mpu pa3paboTke
HOMEHKNaTypbl
aen

4.2 Bungbl oduumanbHbIX M YaCTHbIX NUCEM:

K opmumansHbim
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Buapl opuuManbHbIx nMcem

BuAbl YacTHbIX NUcem:

1) nMcbma - npocb6bbl;

1) nucbma - Nno3gpaBneHns;

2) nucbma - coobLeHus;

2) nnucbma - NpUrnaweHuns;

3) nucbma - 3anNpocsl;

3) nucbma - 6narofapCcTBEHHbIE;

4) nnucbma - 3aABNEHUS;

4) NncbMma - peKOMeHZaTeNbHbIE;

5) nucbma - NoATBEPKAEHUS;

5) nucbma - pesiome.

nucbmMam
OTHOCATCA eLlle
npe3eHTaLNOHHbIe
nucbma,

K YaCTHbIM
nucbMam - ellie
nucbma no
cryyato oTbeaaa.

6) Nnnucbma - 3aKasbl;

7) nucbma - peknamaumu;

8) nucbma - MHPOPMALIMOHHBIE;

9) nUcbMma - rapaHTUitHbIE;

10) nucbma - HaNnOMMUHaHUSA;

11) nucbma - conpoBOgUTENbHbIE.

Bonpoc 4. 2 - Kakue Buapl nucem eLle BXOAAT B rpynny ouumansHbIX 1
YacTHbIX (FTIMYHBIX) NUcemM?

Bonpoc 4.3 - Kakon pekBmM3uT nucbma NnpuaaeT Iopuanyeckyto cumy u
yAOCTOBEepsieT MMYHOCTL OTNpaBuTensa?

Mognucb
oTnpaBuTens
nucbma

B cooTtBeTcTtBMM ¢ TOCTom P 6.30 - 2003 ans genoBbiX MUCEM UCMONb3YHOTCS
OnaHku.
Bonpoc 4.4 - Ha kakom 6naHke 6ygeT oTnpaBnsATb MMCbMO OOMKHOCTHOE NULO
opraHusaumm?

Ha npogonbHom
OnaHke
[OMKHOCTHOIO
nuua

Bonpoc 4.5 - 'ae pacnonaraetcst otMeTka 06 ncnonHutene oguunanbHOro
AOKyMeHTa?

CneBa - B HUXHeM

4acTu nucbma

MucbMo B 3neKTPOHHON hopMe NuLIeTCa Ha CBOOOAHYI0 TEMY: OAHUM
dumsmyeckum nuuom (PJ1) gpyromy prsmyeckomy nuuy ¢ NPUKPEnsieHHbIM
darinom (+INP) nnum 6e3 Hero, rpynne cusmdeckux nuy, (FPJ1) c
npuvkpenneHHsimM annom (+MNeP) unm 6e3 Hero.

Bonpoc 4.6 - MoxHO 1 nepecbinatb N0 3fIEKTPOHHOW NnoYTe
KOH(pmAeHUnanbHy nHdopmaumio?

HexenaTtenbHo.

5. inga n3yyeHmnsa oduumanbHbiX OKYMEHTOB HEOHXO0ANMMO O3HAKOMUTLCS C
TEKCTOM KOHKPETHOro AOKyMeHTa, 06paTuTb BHUMaHMe Ha CTPYKTYpPY U
npaswuna ero oopmneHus. NoHATb HasHa4YeHue JOKyMeHTa M NpoCTaBUTb
Homepa peksuanToB ¢ F[OCTom P 6.30 - 2003 «YHUPULUMPOBaHHbIE CUCTEMBI
OOKyMeHTauumn. YHnduumpoBaHHas cuctema opraHusaunoHHo-
pacnopsaguTensHon gokyMeHTaumu. TpeboBaHus K 0popMIeHnto
OOKYMEHTOBY.
[MpoBepuUTb IOPUANYECKYIO CUIY AOKYMEHTA:
- HaUMeHoBaHWe opraHunsauuu,
- HauMeHoBaHve BUAa JOKYMEHTa,
- AaTta JOKyMeHTa,
- perucTpaLmoHHbIA HOMED,
- TEKCT,
- rpudd yTBEPXKOEHUS,
- moanwuce,
- nevaTb.
Bonpoc 5.1 - CkonbKo HapyLleHWiA gonyckaeTcs npu opopMneHnn nucbma,
KOTOpble 06ecneynBaloT IPUANYECKYIO CUITY JOKYMEHTa?

OrtcyTtcTBUE
owmnbok npu

odopMeHnmn
[OKyMEHTa

10.3. MeToaun4yeckne matepuansbl,
onpegensiowme npoueaypbl oLeHUBaHUSA 3HAHUW, YMEeHUI, BnageHun (HaBbIKOB U (UnK)
NPaKTU4YeCKOro onbiTa AeATEeNbHOCTU), XapaKTepu3yrLWmux atanbl hopMUpOBaHUS KOMNETEHL U
10.3.1. YcnoBus gonycka oGyvalolerocs K caade (3k3ameHa, 3adema u / unu 3awjume Kypcoeou
pabomebl) U NOPAAOK NMUKBMAALMU aKaAeMUYeCcKon 3aA0JHKeHHOCTHU
lMonoxeHne 0 NpoBeAeHMM TEKYLLEro KOHTPOSs YCNeBaeMOCTU M MPOMEXYTOYHOW aTTecTaumu
obyuvarowmxcsa (MpuMHATO Ha 3acedaHum YyeHoro coseTta 31.08.2013r., npoTtokon Ne 1)
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10.3.2. dopma npoBeAeHUA NPOMEXYTOYHON aTTecTauum No gUCUUNnmHe

YCTHaAa | X NMMCbMEeHHasn

KOMMNbOTEPHOE TECTUPOBAHNE

*B cny4ae yka3aHusi hopmbl «MHas» mpebyemcsi Oamb noOpobHoe rnosicHeHuUe

10.3.3. Ocob6eHHOCTU NpoBeAeHUs (3K3amMeHa, 3a4ema U / unu 3awumsl Kypcosol pabomabi)

nHas*

Oco6eHHOCTU NMpoBeAeHUA (3k3aMeHa, 3adYema U / umnu 3awumsl Kypcogol pabomsbl): K 3K3aMeHy
donyckatomesi cmyOeHmbl, MOfAyqusWUe MOMIOXUMENbHYIO ammecmauyuro npu ycmHOM onpoce U

3a4ymeHHble ripakmu4yecKkue 3a0aHusl.
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