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I.He.ﬂl/l, 3ala'ii U IVIAHUPYEMBIC PE3YJIbTaThbl oﬁyqunﬂ o AMCIUIIJINHE.

Heap yuednoii qucuurinabl « CucTeMbl 0(pOPMIICHUS YTIPABICHYECKHUX MPOIIECCOBY
COCTOUT B O3HAKOMJICHMHM CTYACHTOB C TOPSIKOM IMOJATOTOBKH U  0(OpMIIEHUHU
OpraHU3alMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB Kak 0a30BOro IMpolecca B peaan3alnuu
BCEX YINpaBJICHUYECKUX QYHKIUH.

K ocHOBHBIM 3agadyaM OCBOCHHMS JUCHUIUIUHBI «CucTteMbl 0ohOopMIICHUS
YIPaBIEHYECKUX MPOLIECCOBY» CIENAYET OTHECTHU:
- H3YYEHHE OCHOBHBIX MOJIOKEHUM U CTAaHAAPTOB MO JOKYMEHTUPOBAHUIO
yIpaBIEHYECKOM eI TEIbHOCTH,
- O3HAKOMJICHHE C COBPEMEHHBIMU CIIOCO0AMU U TEXHUKOU CO3JIaHUS
JIOKyMEHTOB,
- - BbIpa0OTKa MPAKTUYECKOTO HABBIKA B Pa3pabdOTKE OCHOBHBIX CIIyKEOHBIX
JIOKYMEHTOB, PEIIAMEHTUPYIOIIUX YIIPABICHUECKYIO JIEITEIIbHOCTD,
- OBJAJCHUE TMpUEMaMU U HaBBIKAMH PaOOTHI C Pa3IMUYHBIMU JOKYMEHTaMHU,
palMoOHaIbHON OpPTraHU3allK TOKYMEHTO000pOTa Ha MIPEANPUSITHH.

O6yuenne mo nucuuminHe «Cuctembl OGOPMIICHUS YIPABICHUYECKUX TMPOIECCOBY
HaIpaBJIeHO Ha GOPMUPOBAHUE Y OOYHAIOIIMXCS CIEIYIOMUX KOMIETEHITUMI:

YK-4. Criocoben ocymectBuats | YYK-4.1. VY4ursiBaeT 0COOEHHOCTH NETIOBOM
JACJIOBYIO KOMMYHUKAIIHUIO B

YCTHOM M MMCbMEHHOH (popmax N
Ha FOCY/1apCTBEHHOM SI3bIKE S3BIKaX B 3aBUCUMOCTH OT OCOOCHHOCTEH BepOaIbHBIX U

KOMMYHHUKAIIUN HA TOCYAAPCTBCHHOM H HWHOCTPAHHOM

Poccuiickoii eneparun u HeBepOaIbHBIX CPEACTB OOIIEHUS
MHOCTPaHHOM (bIX) A3bIKE (aX) NYK-4.2. YMeer BecTr 0OMEH JIEJIOBOM MH(pOPMAIIKEH B
YCTHOM M MUCbMEHHOW (hOpMax Ha TOCYAapCTBEHHOM M
WHOCTPAHHOM SI3bIKaxX C Y4ETOM CBO€OOpa3us CTHIUCTUKU
opuIManbHBIX W HEO(ULIMATBHBIX TMHCEM, a TaKXKe
COILIMOKYJIBTYPHBIX pazIu4uii B dbopmare
KOPPECIOHICHIINH

NYK-4.3. Beimonuser mnepeBon MpodeccuoHaIbHBIX
TEKCTOB C WHOCTPAHHOIO $3bIKa HA TOCYIAapCTBEHHBIN

a3plk P® wm ¢ rocymapctBeHHOro s3pika P® Ha

WHOCTPAHHBIN

2. MecTo IMCUMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrPaMMbl

Jucuunnuna «CructeMbl 0(OpMIICHHS YIPABICHYECKUX MPOLIECCOB» OTHOCUTCA K YaCTH
JTUCIUIUTUH (GopMUpyeMasi y4aCTHUKaMU 00pa30BaTeIbHBIX OTHOLICHHMA



Hucrtumnaa «Cuctembl opOpMIICHHS YITPaBICHUYECKUX MPOIIECCOBY B3aUMOCBS3aHa

JIOTUYCCKHU U COACPIKATCIIBHO - MCTOAUYCCKH CO CIICAYIOIMUMHA JUCHUIIIIMHAMUA OIl:

— Omnenka 3(pPeKTUBHOCTH CUCTEM YIIPABICHUS OU3HECOM;
— VYrpasneHnue Ou3zHec-npoleccaMu OpraHu3aluy;

- AHaIUTHYCCKHUE HHCTPYMCHTLI YIIPABJICHUSA 6I/I3HGCOM;

3. CTpyKTypa u conep:KkaHue TUCHUIIAHBI
OO6m1ast Tpy10€MKOCTh JUCHUIUIUHBI COCTABIISAET 2 3a4eTHBIX(€) enuHuIl(bl) (72 yaca).

3.1 Bwuabl yueOHOM padoThl U TPYI10€MKOCTh
(mo hopmam oOydeHUS)

3.1.1. Ounas ¢popma oOydeHuUs

Ne . KoanuecTBoO CemecTpsnl
Bup yueOHo# padoThI
n/n 4acoB 4
1 | AyzuropHble 3aHATHS 36 36
B ToMm uncne:
1.1 | JIekuum 18 18
1.2 | CeMuHapckue/mpakTUiecKue
3aHATUA
1.3 | JIJaGopaTopHbie 3aHSATHUS 18 18
2 | CamocTosiTesibHAsE padoTa 36 36
3 | [IpomexyTouHasi aTTecTalMs
3auet/nud.3a4eT/7K3aMeH IK3aMeH JK3aMeH
Hroro 72 72
3.2 TemaruyecKMil IVIAH U3y4YeHHUS JUCHMILIUHbBI
(mo hopmam oOydeHUS)
3.2.1. Ounas dhopma oOyueHus
TpynoemkocTs, yac
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1.1 | Tema 1. JlIokyMeHTUpOBaHUE 2 2 4
yIPaBIEHYECKOM 1eITeTbHOCTH

1.2 | Tema 2. Cucremsl 2 2 4
YIIPABJICHYECKOU JOKYMEHTALIUU

1.3 | Tema 3. HopmatuBHO-IpaBoBast 2 2 4
0a3a TOKyMEHTUPOBaHUS
YIIPABJICHYECKON JACSATEIBHOCTH

1.4 | Tema 4. Bunsl ynpaBineH4eCKON 2 2 4
JOKYMEHTAIIMH U TIpaBUja ee
o opMIICHHS

1.5 | Tema 5. Opranuzauus TeKyniei 2 2 4
paboThI ¢ TOKyMEHTaMHU

1.6 | Tema 6. CnyxeOHast 1 1es10Bast 2 2 4
KOPPECIIOHICHIIHS

1.7 | Tema 7. OcobeHHOCTH KaJIpOBOI 2 2 4
JOKYMEHTAIIUH

1.8 | Tema 8. Cucremaruzanus u 2 2 4
XpaHEeHue JOKYMEHTOB

1.9 | Tema 9. ABTOMaTu3upOBaHHbBIC 2 2 4
CUCTEMBI U TEXHOJIOTUU
JOKYMEHTAIIMOHHOTO
oOecrieyeHus ynpapieHus

Hrtoro | 72 18 18 36

3.3 CoaepxkaHue TUCHUIIMHBI

Tema 1. JlokyMeHTHPOBaHUE YIIPABJICHYECKON AeATEIbHOCTH

[IpoGnembl opraHu3zaly JOKYMEHTHPOBAHHUS YIPABIECHUYECKOH JEATEIbHOCTH.
[lonsiTue  ympaBieHYECKOW  JAeATeNbHOCTH. JlOKyMEHTauMOHHOE  oOecreueHue
ynpasiieHus. [loHsTHE NOKyMeHTa. XapakTEepUCTHKU JOKyMeHTa. CucTemMa ynpaBlIeHHUs
nokymeHtamu. Knaccugukaropsl. @opmyispsl.

Tema 2. CucremMbl ynpaBjieHYeCKOH JOKYMEHTANNH

Ob61epoccuiickue CUCTEMBI YIIPaBJIEHYECKOU JOKYMEHTALINH.
OO1erocynapcTBeHHbIE  CHUCTEMBbl  AOKyMeHTauuu. CTaHAapThl  yHpaBlIeHYECKON
JOKyMeHTanuu. OyHKIIMOHAIBHBIE CUCTEMBI JOKyMEHTauuu. KoproparuBHble CUCTEMBI

JOKYMCHTAIIN. OTpaCHGBBIG CUCTCMBbI NOKYMCHTALIUH. YHI/I(i)I/IHI/IpOBaHHBIG CHCTCMBI



YOPABJICHYECKON  JIOKyMEHTaluu.  YHUUIUpPOBaHHbIE  (HOPMBI  OTPACIIEBOM
JIOKYMEHTAIUH.

Tema 3. HopmaTuBHO-nipaBoBasi 6a3a T0KYMEHTHPOBAHMS yIIPaBJIeHY€eCKOI
nesiTeJIbHOCTH

XapakTepucTuka HOPMaTHUBHO-IIPABOBOM 0a3bl JOKYMEHTUPOBAaHUSA
yIpaBieHYeCKOr JearenbHOoCTH.  HopmaTuBHO-NpaBoBas 0a3za JOKYMEHTHUPOBAHUS
yrIpaBiieHueckoi getanbHocT B PD. OcHOBBI HH(pOpMaIMOHHOTO npaBa. denepaabHbIi
3akoH "O0 uHpopManyu, HGOPMAITMOHHBIX TEXHOJIOTHAX U O 3aluTe UHpopMaIuu'" OT
27.06.2006 No 149-03, ®denepanbubiii 3akoH "OO0 apxuBHOM jene B Poccuiickoi
®enepanun" ot 22.10.2004 Ne 125-®3, ®depepanbhbiii 3akoH "OO 3IEKTPOHHOU
noanucu" ot 06.04.2011 Ne 63-@3. Crangaptsl B JOKYMEHTUPOBAHUH yIIPaBIECHYECKON
JEATEIIbHOCTU. TEXHUYECKUMN PETTIAMEHT.

Tema 4. Buabl ynpasiieH4eCKoO# JOKYMEHTALMU M IPaBUJia ee 0GpopMIIeHUA

OcobenHoctu odopmileHHs] yIpPaBICHYECKUX JOKYMEHTOB. TpeOoBaHHS K
o OpMIICHHIO YIIpaBIEHYECKUX TOKyMeHTOB. OdopmiieHne opuImaibHbIX TOKyMEHTOB.
"TocymapcTBeHHass CHUCTeMa JOKyMEHTAIlUOHHOTO  OOECIICUCHHsI  YTPaBICHUY.
Oco0eHHOCTH 0O(OPMIIEHUSI OPraHU3ALMOHHO-PACTIOPSAUTENIBHBIX TOKYMEHTOB.

Tema 5 Opranusanus Tekyuei padoTsl ¢ JOKYMEHTAMM.

[Tonatue noxkymentoobopora. Opranuzanus JgokymeHTtoobopora. [loToku
KOppECTOHACHIINN.  Perucrpamusi ¥ KOHTPOJb MCHOJIHEHUs IoKymeHTOB. CmyxOa
JIOKYMEHTAIIMOHHOTO o0ecreueHust ynpapieHus. @yHkuuronan ciyxosr JIOY.

Tema 6 Ciy:keOHasi U 1eJIOBAsi KOPPECHOHACHIMS.

Buasl ciy:xeOHOM U 1€10BOM KOppeCTOHAeHIIUU. Pa3HOBUAHOCTH CIYKEOHBIX U
JICTIOBBIX MHCEM: TpeOOBaHWE, PEKOMEHAATeNbHOE, HAMOMUHAHME, 3alpoc M JIp.
[IpaBoBas 6a3a paboThl ¢ oOpaieHusiMu rpaxaad. XKamnooa. O6pamienue. [letunms.

Tema 7 Ocob0eHHOCTH KAIPOBOIi TOKYMEHTAIIUH.

OcobenHnoctd opraHuzanuv paboTel ¢ mepcoHanioM. (OcoOeHHOCTU PabOThI
KaJpoBOW CIy>KObl. Bumbl kampoBoli JoKyMeHTAaMu. JIOKyMEHTBI IO TEpPCOHAIY.
OpranuzaiiMoHHO-TIpaBoBasi  JOKyMeHTanus. PacnopsautenbHas — JOKyMEHTAIIMs.
JIoKyMEHTUpOBaHHE yde€Ta U OTUETHOCTH MO Kaapam. CTaTUCTUYECKUE KaPTOUKHU.
JomxHocTHBIEe KapTouku. Opranuzaius paboTbl ¢ KOHUIACHIIUATBHBIMU JOKYMEHTAMH.



Tema 8 CucremaTrnzanus U XpaHeHHe JOKYMEHTOB.

OpraHuszanusi ONEPATUBHOTO XPAHEHUS JTOKYMEHTOB. OO0uue NPUHITUIIBI
dbopmupoBanusi gen. JIOKyMeHTalbHbIH W apxuBHbIM ¢GoHA opranu3anuii. OreHka
3HAUMMOCTH JOKYMEHTOB. DKCIIEPTHU3a JOKYMEHTOB. XpaHEHUE J1e]1 U JOKYMEHTOB. CpoKHu
xpanenus. OopmiieHue Jie nepe XxpaHeHueM. 3aBepuTelIbHAsl 3aITUCh.

Tema 9 ABTOMATH3MPOBAHHBbIE CUCTEMbI U TEXHOJOTHH JOKYMEHTAIIMOHHOTO
o0ecreyeHUus ynpaBJaeHHs.

Ocobennoctu ABTOMAaTU3UPOBAHHBIX CHUCTEM 51
TEXHOJIOTUH JOKYMEHTAIIMOHHOTO oOecrnedyeHus: yrpapieHus. KommbloTepHbie
CHUCTEMBl U TEXHOJIOTHHU CO37aHus JOKyMeHTOB. IIponpuerapubie cucteMbl. CBOOOIHBIC
cucteMmbl. [1labnonsl. Makpocsel. Ilopsiok co3maHus aBTOMAaTU3MPOBAHHBIX CHCTEM
yIpaBiieHUs JoKymMeHTamMu. OCOOEHHOCTH POCCHUUCKOM aBTOMAaTH3MPOBAHHOM CHCTEMBI
JTIOKyMEHTaIMOHHOTO obecrieuenust ynpasienus. OcHoBHble 3aaaun ACIIOY.

3.4 TemaTuka CeMHHAPCKUX/NIPAKTHYECKHUX M JIA0OPATOPHBIX 3aHATHI

3.4.1. CemuHapcKue/npaKTHYECKUE 3AHATHS

Tema 1. [JokyMEHTUpPOBaHHE YIIPABIECHYECKON CemuHapckoe
JesATEIbHOCTH 3ausThe 1
Tema 2. CucteMbl ynpaBi€HYECKON JOKYMEHTALIUH CemuHapckoe
3aHsATHE 2
Tema 3. HopmatuBHO-1paBoBas 6aza JOKyMEHTHUPOBAHUS CemuHapckoe
YIIPABIICHYECKOU JIESITETbHOCTH 3aHsATHE 3
Tema 4. Buael yrpaBieHuecKor JOKyMEHTAalMU U ipaBuia | CeMHHapCcKoe
ee ohopmiteHUs 3aHsTue 4
Tema 5. Opranuzanus TeKyien padoThl ¢ JOKyMEHTaMU CemuHapckoe
3aHATHUE S
Tema 6. CinyxeOHas U JIe710Bast KOPPECIOHACHIIUS Cemunapckoe
3aHATHE 6
Tema 7. OCOOEHHOCTH KaJpOBOM IOKYMEHTAIUU Cemunapckoe
3aHsTHE 7
Tema 8. Cucremarnsanus U XpaHEHHE TOKYMEHTOB Cemunapckoe
3aHATHE 8
Tema 9. ABTOMaTu3UpOBAHHBIE CUCTEMBI U TEXHOJIOTHH Cemunapckoe
JOKYMEHTAIIMOHHOTO 00eCTeYeHus ypaBIeHuUs 3aHsATHE 9




4. YueOHO-MeTOMUYeCKOe U HHPOPMAITHOHHOE o0ecredeHue
4.1 OcHoBHas JIUTEPATYypa

1. CoupunonoBa, E. A. Coszganue crapranoB : y4eOHHMK misi By3oB / E. A.
CnupunonoBa. — MockBa : UznmarensctBo FOpaiit, 2021. — 193 c. — (Bsiciuee
obpazopanue). — ISBN 978-5-

534-14065-1. — Texct : anexTpoHHsli // O6pazoBaTenbHas miargopma FOpaift [calt]. —
URL.: https://urait.ru/bcode/467740

4.2 JlonmoJIHUTEJbHAA JUTEPATYpPa

1. Kynnosa, E. B. busnec-mianupoBanue : y4eOHUK M NPAaKTHUKYM s By30B / E. B.
Kymmosa, A. A. CrennanoB. — Mocksa: U3narenbctBo FOpaiit, 2021. — 435 c. — (Briciiee
obpazoBanue). — ISBN 978-5-9916-8377-7. — Tekcr : anexkrpoHHbIii // OOpa3oBarenbHas
wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469221

2. [lepenepa, K. C. AHanu3 caUsSHUN U MOMIOMICHUH : y4eOHOE TOCcOOue st BY30B /
K. C. Ilepenepa, A. B. ®enopos. — Mocksa : UznarensctBo [Opaiit, 2021. — 140 c. —
(Beiciiee oOpazoBanue). — ISBN 978-5-534-14819-0. — TekcT : »IEKTpOHHBIN //
O6pa3zoBarenbHas mwiardopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/481972

4.3 DiaexkTpoHHBbIE 00pa3oBaTebHbIE PEeCYPChI

1. ITpu u3y4eHUn QUCHMIUIMHBI IPEyCMOTPEHO rcnonb3oBanne JOPa «Cucremsl
oOpMIICHHS YTIPABICHUYECKUX MPOIIECCOBY:
https://online.mospolytech.ru/course/view.php?1d=9897

5. MarepuajibHO-TeXHHYECKOe o0ecneuyeHue

Aynuropust ISl JIEKIIMOHHBIX M CEMUHAPCKHUX 3aHATHH o0mero ¢onaa. Cronbl
y4eOHbIE CO CKaMbSMH, ayJUTOpHAs JOCKa, MEPEHOCHON MYIBTUMEIUNHBIN KOMILIECKC
(mpoekTop, MPOEKUMOHHBIN 3KpaH, HOyTOYK). Pabouee MecTo mpenogaBaTesis: CTOM, CTYIl.

6. MeToauveckre peKOMeHIAlNH

6.1 MeTonnyecKkue peKOMeHIAMH IJIsl MPeNnoaaBaTesisi M0 OPraHu3amuu
o0yueHmust

[IpesenTanus (OT aHINIMICKOTO CJOBa - MPEICTABICHUE) — 3TO HAOOP ILBETHBIX
KapTUHOKCIIAlIOB HA OMNpPEACIICHHYI0 TeMY, KOTOPBIM XpaHUTCS B (pailyie creruaibHOro

9
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dbopmara ¢ pacmupenueM PP. Tepmun «mpesenTanus» (MHOTIA TOBOPAT «CIaNI-QUIBEMY)
CBSI3BIBAIOT, MPEXKJIC BCErO, ¢ MH(OOPMAIIMOHHBIMU M PEKIAMHBIMUA (YHKIUSIMHU KapTHUHOK,
KOTOPBIE PACCUUTAHBI HAa OIPENEIECHHYI0 KaTErOpHUIO 3puTeiei (onb30BaTeliei).

UroObl mpe3eHTalsl XOpOIIO BOCIPUHUMANIACh CIYIIATENsIMA M HE BbI3bIBAJA
OTPHUIATENIbHBIX AMOIUHN (MOACO3HATEIbHBIX WM BIIOJHE OCO3HAHHBIX), HEOOXOIUMO
coOnoaTh NpaBmiia ee 0hOpMIICHUS.

[Ipesenranus npeanonaraeT codyeTaHnue WHMOPMAIUMU PA3IUYHBIX THUIIOB: TEKCTa,
rpadudeckux HW300paKeHUI, MYy3BIKAIBHBIX M 3BYKOBBIX J((EKTOB, aHUMAIMH U
BusgeopparMeHToB. IloaToMy HEOOXOOMMO YUUTHIBaTh CHEHU(PUKY KOMOMHHPOBAHUS
dbparmMeHToB HHGOPMAIIUU pa3TMYHBIX THTIOB. Kpome Toro, opopMiieHne U 1eMOHCTpaIus
KaXXJOT0 M3 TEPEYUCICHHBIX TUIOB WH(GOPMALMHM TaKXe MOJUUHSIETCS ONPEETICHHBIM
npaBuwiaM. Tak, Hampumep, Uil TEKCTOBOW HMH(OpMaIuu BakeH BBIOOp mmpudTa, s
rpauueckol — SAPKOCTh M HACBILEHHOCTh I[BETA, JJI HAWIYYILIEro UX COBMECTHOIO
BOCHPUATHSA HEOOXOJUMO ONTUMAIFHOE B3aUMOPACIIONIOKEHHUE Ha CIaie.

[ToMuMO TPaBUIIBLHOTO PACTIONOKEHUS TEKCTOBBIX OJOKOB, HY’KHO HE 3a0bIBaTh U 00
UX Colep)KaHWM — Tekcre. B HeM HM B KoeMm cily4ae HeE JIOJDKHO COJEpP’KaThCs
opdorpaduueckux omuoOok. Takxke clieqyeT y4UThIBaTh OOIIME TMpaBuiaa OPOPMIICHUS
TEKCTa.

[Tocne co3ganus mpe3eHTauuu U ee ohopMIICHHs, HEOOXOIUMO OTPENETUPOBATH €€
MOKa3 U CBOE€ BBICTYIUICHHE, TPOBEPUTH, KaK OyJeT BBIISAECTh Mpe3eHTalusl B LeJoM (Ha
JKpaHE KOMIIBIOTEPA WJIM MPOEKIMOHHOM 3KpaHE), HACKOJIBKO CKOPO M aJEKBATHO OHA
BOCIIPUHUMAETCA W3 Pa3HbIX MECT ayJAUTOPUH, MPU Pa3HOM OCBEUICHUH, IIYMOBOM
COTPOBOXKJICHUHU, B OOCTaHOBKE, MAaKCUMAJIbHO MPHUOIMKEHHOW K peaJbHBIM YCIOBUSM
BBICTYTLJICHUS.

6.2 MeToauveckue yKazaHus JJs1 00y4arOIIUXCS 10 OCBOEHUIO TN CIUIINHBI

JlekuMss — CHCTEMAaTHYECKOE, IMOCIEA0BATENBHOE, MOHOJIOTHYECKOE W3JIOKEHUE
npernojaBaTesieM y4eOHOTO marepuana, Kak MpaBHIIO, TEOPETHUYECKOro Xapakrepa. [lpu
MOJIFOTOBKE JIEKIIMU MPENOJABaTeNb PyKOBOACTBYETCS paboueil mporpaMMoi JUCHUTIINHBI.
B mponecce nekuuii peKOMEHAYETCS BECTH KOHCIIEKT, YTO IIO3BOJIUT BIOCIEICTBUU
BCIIOMHUTh ~ W3YYEHHbIA  y4yeOHBIM  Marepuas, JIONOJHUTh  COAEpKAHUE  MpHU
CaMOCTOATENLHOM paboTe ¢ JIUTEPATypPOil, MOATOTOBUTHCS K K3aMEHY.

Crnenyer Takxe oOpaiiaTh BHUMaHUE HAa KaTErOpUH, (DOPMYITHPOBKH, PACKPBIBAIOIITIE
co/iepKaHWe TE€X WJIM WHBIX SIBIIEHUM W TPOIECCOB, HAyYHBIEC BBIBOALI U MPAKTHYECCKHE
pPEKOMEHJAIIMHU, TTOJIOKUTEIIbHBIN ONBIT B OPaTOPCKOM HCKyccTBe. JKenarenbHO OCTaBUTH B
pabovMX KOHCIIEKTAX MOJIsl, HA KOTOPBIX JeJIaTh IOMETKHU U3 PEKOMEHI0BAaHHOM JIUTEPATYPHI,
JIOTIOHSIONIME MaTepuall MPOCTYIIaHHOW JIEKIIMU, a TAaKXKe IMOAYEPKUBAIOIINE OCOOYIO
BaXKHOCTb TE€X WJIM UHBIX TEOPETUUECKUX MOJOKEHUN.
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BbIBOIBI MO JIEKIIMHM TOABITOKUBAIOT PA3MBIIUICHUS MPENOaBaTesl M0 y4eOHBIM
Bonpocam. [lpenonaBarenb NPUBOAUT CIHCOK HCIONB3YEMbIX M  PEKOMEHIYEMBIX
UCTOYHUKOB JUIS M3y4Y€HHUS KOHKPETHON TeMmbl. B KoHIE Jiekuuu oOydarolmuecss UMET
BO3MOXKHOCTb 3a/1aTh BOMPOCHI MPENOAABATENIO MO TeMe JeKuuu. [Tpu ureHun nekuuit mno
JUCIUIUTMNHE MOTYT UCIIOJIb30BaThCA AIEKTPOHHBIE MYJIBTUMEINNHBIE TPE3EHTAIIH.

Meronuueckue ykazaHusl 1Ji1 00y4aromuxcs Mpy paboTe Ha ceMuHape

CemuHapbl peaJM3ylOTCsi B COOTBETCTBHUM C pabOYyuM YydeOHBIM IUIAHOM IIpH
MIOCJICZIOBATEIbBHOM H3yYE€HUU TEM JUCHUIUIMHBL. B XoJe NOATOTOBKM K CEMHUHapam
oOyyaromeMycsi pPEKOMEHIYeTCsl HM3y4YUThb OCHOBHYIO JIUTEPAaTypy, O3HAKOMUTHCA C
JOTIOJTHUTEIIBHON JINTEPATypOid, HOBBIMH MyONHKAIIUSIMU B TIEPUOAMYECKUX H3IAHUSIX:
KypHanax, razerax u T.J. [Ipu sToM cienyeT ydyecTb pEeKOMEHJAlMU MPEernoaaBaress u
TpeboBaHUs y4eOHOUM mporpamMMmbl. PekomeHayercs Takke gopabdaThiBaTh CBOH KOHCIEKT
JEKUUU, Jenasi B HEM COOTBETCTBYIOLIME 3allUCH U3 JIUTEPATypbl, PEKOMEHOBAaHHOM
npernojaBaTelieM W MPeayCMOTPEHHOM yueOHoM mnporpammoit. CrenyeT MOATOTOBUTH
TE3UCHI JUIsl BRICTYIUIEHUH 110 BCEM Y4eOHBIM BOIIPOCAaM, BBIHOCUMBIM Ha CEMUHAP.

[TockonbKy aKTHMBHOCTH OOYyYarollerocs Ha CEMHHAPCKUX 3aHATUSX SIBISIETCS
IPEIMETOM KOHTPOJI €ro MPOJBHXKEHHSI B OCBOEHUHU Kypca, MOJArOTOBKAa K CEMUHAPCKUM
3aHATUSAM TpeOyeT OTBETCTBEHHOTO OTHOIICHMs. Ha MHTEpaKTUBHBIX 3aHATHSIX CTYICHTHI
JIOJOKHBI TIPOSIBIIATH AKTUBHOCTD.

Metoauueckue ykazaHusi Uisi OOy4arolUMXcsl MO OpraHu3aliid CaMOCTOATEIbHON

paboThl

CamocrosTenbHas padoTa 00y4aronxcs HanpapjieHa Ha CaMOCTOSATEIbHOE U3YUECHHE
OTJEJIBHOU TeMbI Y4eOHOU nucUIUIMHbL. CamMocTosTeNbHas paboTa SIBISIETCS 00s13aTeIbHON
JUISL KakJIoro oOywvaromierocs, €€ o0beM M0 ompeAensercss y4eOHbIM IutaHoM. llpu
CaMOCTOATENFHON paboTe CTYIEHT B3aUMOJICHCTBYET C PEKOMEHAOBAHHBIMUA MaTepuaiaMu
IIpU y4acTUHU MpEnojaBareis B BUAE KOHCYAbTauui. JlJisi BBINOIHEHUSI CAMOCTOSATEIbHOM
paboThl TpeaycMOTpeHo Meronuueckoe obecrnedeHre. DIEKTPOHHO-OMOIMOTEUHOM
cuctemMa (QJIEKTpOHHAss OWOIMOTEKAa) YHHBEpPCHTETa 00ecTleuynBaeT BO3MOXKHOCTH
MHMBUYyaJIbHOTO JOCTYIIAa KaXK/10ro o0ydaroiierocs u3 gto00i TOUKH, B KOTOPOH uMeeTcs
JOCTYII K ceTu MIHTEepHET.

7. DOoH/ OLICHOYHBIX CPEACTB
7.1 MeToabl KOHTPOJIA U OLIECHUBAHMS Pe3yJIbTATOB 00y4YeHUsI

IHoka3areab ypoBHs ¢OPMHUPOBAHHOCTH KOMIIETEHIIM I

Cucrema oopmieHns1 ynpapjieH4eCKHX MPOIECCOB
DdI'OC BO 38.03.02 «MeHeT:KMEHT»

11



B nmponecce 0CBOCHUA HaHHOﬁ JAUCHUIUIMHBI CTYACHT (1)0pMI/IpyeT 1 JEMOHCTPUPYET CICAYONNE KOMIIETCHIIUHA

KOMIIETEHIINA IlepeyeHb KOMIIOHEHTOB TexHoJi0rust dopma CreneHnu ypoBHeii
NH- |®OPMYJIUPOB- (popMHpOBaHUS |OLIEHOYHOIO (OCBOCHHSI
NEKC | KA KOMIIeTeH I i cpeacTBa** [KOMIeTEHIM I
YK-4 [nocoben NYK-4.1. YuureiBaer ITeKITHS, JIC, T, D ba3oBblii ypoBeHb -
OCYILECTBIATH 0COOEHHOCTH JIETI0BOM CaMOCTOSITeIIEHAS CIIOCOOEH ITOATOTOBUTH
IeJIOBYIO KOMMYHHKAIIMU Ha pabora, TOKYMEHTBI JJ1s
KOMMYHHKAIIMIO B [TOCYAapCTBEHHOM U CEMUHAPCKHE CO31aHMS HOBBIX
YCTHOH 1 MHOCTPAaHHOM SI3BIKaxX B 3aHATUSL [TpeaIpUHIMATEIBCKIX
[TICEMEHHON 3aBUCHMOCTH OT CTPYKTYp
(dopmax Ha 0CcoOeHHOCTEH BepOaIbHBIX U IloBbIIEeHHBIH
rOCYJapCTBEHHOM [HEBEPOAIBHBIX CPEICTB ypoOBeHb
s13p1ke Poccuiickoii [oOmeHus - hopMupoBaTh 1
Denepanuu u NYK-4.2. Ymeer BecTu 00MEH COBEPILICHCTBOBAT
MHOCTPaHHOM (BIX) |1€0BOM MH(pOpMaluei B OKyMEHTAIHIO C
S3BIKE (aX) YCTHOM U TUCbMEHHOU yaeToM COGIIONEHNUS
(hopMax Ha ToCcynapCTBEHHOM [paB 1 HHTEPECOB
1 HTHOCTPaHHOM SI3BIKaX C AKLHOHEPOB 1
YIeTOM CBOEOOpas3us HHBECTOPOB.
CTHIIMCTHKH O(DUINATBHBIX U
Heo(UINAIBHBIX TIHCEM, a
TaKK€ COIIMOKYIBTYPHBIX
pa3muumii B hopmare
KOPPECTIOHCHIINN
NYK-4.3. BeimonHseT nepeBos
Mpo¢eCCHOHABHBIX TEKCTOB C
MHOCTPAHHOTO sI3bIKa Ha
rocyaapCTBEHHBIN 361K PO 1
C TOCYJapCTBEHHOTO SI3bIKA
P® Ha MHOCTpaHHBIN

7.2 1lIkajna 1 KPUTEPUU OLICHUBAHUS Pe3y/IbTATOB 00yUYeHMSI

[Ikambl OTICHUBAHUS PE3YTBTATOB MTPOMEKYTOYHON aTTeCTAIUN U X ONHCAHUE:
HIkanbl OllEeHUBAHUS PE3YIBTATOB MMPOMEKYTOYHON aTTECTALMU U UX OMHUCAHUE:
Dopma npomercymouHol ammecmayuu: IK3ameH.

[TpomexxyTodHasi arrectanus oOydaromuxcs B (opme dK3aMeHa TPOBOIUTCS II0
pe3ynbTaTaM BBINIOJIHEHUS BCEX BHJOB yueOHOW palOoThl, MPEAyCMOTPEHHBIX YYEOHBIM
TUTAHOM T10 TAaHHOU ITUCIUTUTHHE (MOIYIIO), TIPU 9TOM YUUTBIBAIOTCS PE3YIIBTAThl TEKYIIETO
KOHTPOJISI YCIIEBaeMOCTH B TeueHue cemectpa. OIlleHKa CTENeHH JOCTHXKEHUS
OoOy4arolMMHUCs [UIAHUPYEMBIX PpE3YyJIbTaTOB OOy4YeHUs MO AUCHMIUIMHE (MOJIYJIIO)
IPOBOJIUTCSl IMPENOAaBaTENEeM, BEAYIIUM 3aHATHUS MO JUCLUIUIMHE (MOIYNIO) METOIOM
IKCIEPTHOM OIeHKH. [lo uTOoram mpoMeKyTOUHOM aTTecTaruy Mo AUCIUILTHHE (MOIYJIIO)
BBICTABIISIETCS ~ OLIGHKA  «OTIMYHO»,  «XOPOLIO»,  «YyIOBJICTBOPUTEIBHO»  WIH
«HEYOBJIETBOPUTEIHHOY.

K npomesicymounoii ammecmayuu 0onyckaromces moibko CmyOeHmul, 8bINOHUBULIUE
6ce GuUObl YuebHOU pabomovl, NpedycMOMpPeHHble paboyeli Npocpammon no OUCYUNTUHE
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«Cucmembl  opopmaenus YNpasieHueckux npoyeccosy (NPouwiiu  NpoMelCYmOoYHbllL
KOHMPOJib)

[Ikana oneHuBaHUuA Onucanue
BrimonneHsl BCE BU/JIBI y4eOHOM padoTHI,
MPeyCMOTPEHHBIC y4eOHBIM IUIAHOM. Crynent

JIIEMOHCTPUPYET COOTBETCTBUE 3HAHWM, YMEHUM, HABBIKOB
NPUBEACHHBIM B TaOJMIAX T[OKa3arelield, Omepupyer
NPUOOPETCHHBIMU 3HAHUSIMU, YMEHUSMH, HaBbIKaMH,
MPUMEHSIET UX B CHUTYallMsIX MOBBIIMIEHHON CJIOKHOCTH.
[Ipu 3TOM MOryT OBITH JAOMYIIEHH HE3HAYUTEIHHBIC
OLIMOKH, HETOYHOCTH, 3aTPYJHEHUS NPHU aHATUTHUYECKUX
omepanusx, NEePeHOCEe 3HAHWM W YMEHHUI Ha HOBBIE,
HECTaHAApTHBIE CUTYaLUH.

BoInonHeHsI BCE BU/IbI yueOHOMI paboThlI,
OPEIyCMOTPEHHbIE  YYEOHBIM  IUIAHOM. CryneHt
JEMOHCTPUPYET HENOJHOE, NPABUIBHOE COOTBETCTBHE
3HaHWM, YMEHUW, HABBHIKOB NPHUBEICHHBIM B TaOIHIAX
nokasaresiei, 0o ecinu npu 3ToM ObUIM JTONYIIEHBI 2-3
HECYIIECTBEHHBIE OIIUOKHU.

OTJIUYHO

Xopo1io

BoinonHeHbl BCE BU/IbI y4aeOHOM paboTHI,
NPEIyCMOTPEHHBIE  y4eOHBIM  TuraHoM.  CTymeHT
JEMOHCTPUPYET COOTBETCTBUE 3HAHUW, B KOTOPOM
OCBeIlleHa OCHOBHAs, HanboJjee BaKHAs YacTh MaTrepuaa,
HO TIPH 3TOM JOMYyIIEHA OJHA 3HAYUTEIIbHAS OIIMOKA HUITH

Y0BIETBOPUTEIBHO

HETOYHOCTb.
He BhimonHeH onuH wiM 0ojee BUIOB yueOHOU paboThl,
OPEIyCMOTPEHHBIX  y4€OHBIM  IIJIAHOM. CryneHt

JEMOHCTPUPYET HEMOJIHOE COOTBETCTBUE 3HAHUN, YMEHU,
HaBBIKOB MPHUBEIECHHBIM B TaOIUIaX IOKa3aTelleH,
HeynoBneTBOpUTENBHO | JOMYCKAKOTCS  3HAUMUTEIbHBIE OIIMOKH, IPOSBISETCS
OTCYTCTBME 3HAHWM, YMEHUH, HABBIKOB [0 POy
[IOKa3aTeyIe, CTYIEHT HCIBITHIBACT  3HAYUTEIIbHBIC
3aTpyAHEHUs TIPU ONIEPUPOBAHMM 3HAHUSMHA U YMEHUSMHU
IIPU UX IIEPEHOCE HA HOBBIE CUTYalUU.

7.3 OueHouyHBbIE CPEACTBA

Hepequb OLCHOYHLIX CPEACTB IO JUCHUILINHE
«CucreMbl Oq)OpM.IIeHI/Iﬂ YIIPABJCHYECCKUX MMPOIECCOB»
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IlepeyeHb OLIEHOYHBIX CPEACTB MO AUcHUILINHE «CucTeMbl 0()OpMIICHUS

yIpaBJIeHYeCKUX NPOLEeCcCOB»

HaumenoBanue IIpencraBnenue
No OLCHOYHOIO KpaTkast XapakTeprCTHKa OLIEHOUYHOIO OLCHOYHOTO CPE/ICTBA B
oC cpeacrsa CpeacTBa DdOC
[Iponykr CaMOCTOATEIbHON paboThI
CTy/ICHTA, MIPEACTABIISTFOIITII cobou
Joxnan, nyOiuyHOe BBICTYIUICHHE 1o
TeMBI TOKIa/10B,
1 cooO1eHue IIPEJICTABICHUIO TOJIYYEHHBIX pPE3yJIbTaTOB .
. coo01IeHn i
01(6)) pereHus ompeeIeHHOM
y4eOHONPaKTUYECKOH, yueOHO-
MCCJIEI0BATENBCKOM UITM HAYYHOU TEMBbI
Cucrema cTaHIapTU3UPOBAHHBIX 3aJaHUMH,
Tecr MO3BOJIAIOLIAS aBTOMaTU3UPOBATh .
2 . @DOHJ TECTOBBIX 3aJaHUM
(T) IPOLEAYPY U3MEPEHNUS YPOBHS 3HAHUU U
yYMEHUH0OyYaroerocs.
CpenctBo KOHTpOJISl, OpPraHM30BaHHOE Kak
crnenuanbHasg  Oecela  MeJarormyeckoro
YCTHBIM ONPOC | paboTHHKA ¢ OOy4alomUMCs Ha TEMBI,
. . Bomnpock! k ycTHOMY
3 co0ecefioBaHuE, | CBA3aHHbIE C HM3y4aeMOW IUCHMILUIMHOW, U
onpoc
(YO/C) pAacCUMTaHHOE Ha BBIACHEHHE 00beMa pocy
3HaHUU OOYYaroIIerocs Mo ONpeaeIeHHOMY
paszzeny, Teme, npolieMe U T.1.
Nrorosas hopma orieHku 3HaHMHA. B BhICTIIX
DK3aMeH y4eOHBIX 3aBEJICHUSX TPOBOJIATCS BO BPEMSI BoIpocs! K SK3aMeHy
9K3aMEHAllHOHHBIX CECCHI.
4
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14.

15.

16.

0.
11.
12.
13.

Bormpocsl k 3k3aMeny no gucuuiuinHe «Cucrembl oGopMIileHHs yIIPaBJIeHYeCKUX
npoueccoB» hopmupoBaHue komrnereHuun Y K-4

[Ipeamer w3ydyeHUS TUCHUIUIMHBI «/lOKyMEHTHpOBAaHUE yIPABICHYECKON H

IPEANPUHUMATENBCKON JEATENBHOCTH.

KonTtponb ucnonHeHnus: T0KyMeHTOB. PekBU3UT «OTMETKA O KOHTPOJIEY.

[TpaBuna opopmiienust pexkBusutoB «Ipud yreepxaenus» u «I'pud cornacoBaHus».

[IpaBuna opopmieHuss pekBU3UTOB «/laTta» u «PeructpaliimoHHbII HOMEP.

PekBusur «Axapecar» U ero 0COOEHHOCTH.

PexkBu3nuThl «3arosoBOK K TEKCTY» U «MeCTO COCTaBIECHMSI WU U31aHUSI JOKYMEHTA.

®opmynsap-oopaszen B coorBeTcTBUM ¢ ['OCT P 6.30-2003.

Ocobennoctu pekBusznTa «OTMETKA O MPUIOKEHUN.

PexBusutel «lloanmuce» n «OTTUCK mEUYaTH.

PekBuzur «Tekct», TpeOoBaHUsA K 0DOPMIIEHHIO TEKCTA JOKYMEHTA.

PexBusut «Pe3omonus» u ero o0COOEHHOCTH.

PexBu3uThI aBTOpa NOKymMeE

VYuupukanus nokymeHToB. locymapcTBeHHas cuCTeMa JOKYMEHTAIMOHHOI'O

oOecrie4eHus ynpaBIeHUs.

HopMatuBHO-MeTOAMYECKHE  MaTepHasibl,  perIaMEHTUpYIoIIHe  paboTry ¢

JOKYMEHTAMH.

Jlaiite ~ ompeneneHuss ~ OCHOBHBIM  IOHSTHUSAM: «JI€TIONPOU3BOCTBOY,

«TOKYMEHTO000POT», «JIOKyMEHT», «IOKYMEHTHPOBAHHEY.

OcHoBHBIE TpeOOBaHUS K 0OPMIICHUIO KYPCOBOM PaOOTHI, TUTIIIOMHON PaOOTHI.

YMETD:

17.
18.
19.
20.

21.

CocraBbTe OJIaHK C MIPOOJIBHBIM PACHOI0KEHUEM PEKBU3UTOB.

CoctaBbTe OJIaHK C YIJIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB.

BHyTpeHHee 1 BHEIIHee CorlacOBaHUE TOKYMEHTA.

OcobeHnHoctu cocTaBieHUss W OQOpMIIEHUS HHPOPMAMOHHO-CIIPABOYHBIX
JTIOKYMEHTOB.

Oco0eHHOCTH cOCTaBieHUS U O(POPMIICHHS 3apyOEKHON KOPPECTIOHACHIINH.

BJIAJIETD:

22.
23.
24.

TpeboBanus kK oQpopMICHHUIO OJIAHKOB JOKYMEHTOB.

OnummmuTe ciy)keOHbIE OTMETKH, TPOCTABISIEMbIC Ha IOKYMEHTE.

TpeboBaHusi K COCTaBICHUIO U OQOPMIICHHUIO PACIIOPSIUTEIBHBIX JOKYMEHTOB.
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25.
26.

27.
28.
29.
30.
31.
32.

33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.

46.

47.
48.
49.
50.

S1.

52.
53.
54.
55.
56.
57.

TpeboBaHUs K COCTaBICHUIO U OPOPMIICHUIO OPTaHU3AIIMOHHBIX IOKYMEHTOB.
TpeboBaHUS K COCTABICHHUIO U O(DOPMIICHHIO JOKYMEHTOB KOJIJIETHAIBHBIX OPTaHOB
YIIPaBIICHHUSI.

TpeOGoBaHMs K COCTABICHUIO U O(DOPMIICHHUIO I€JIOBOTO MUCHhMA.

TpeboBaHus K COCTaBICHUIO U O(POPMIICHUIO JOKYMEHTOB TI0 JTUYHOMY COCTABY.
Oco0eHHOCTH JOTOBOPA KYTUTU-TIPOJAXKU.

OCo0OeHHOCTH COCTaBIEHHS TPYAOBOTO JIOTOBOPA.

Opranuzarus paboTsl ¢ KOHPUACHITNATHHBIMUA TJOKyMEHTaAMHU.

[Topsimok paboThI ¢ OOpaIEHUSIMU TPAXK/IAH.

VcToprst BOSHUKHOBEHUS U PA3BUTHsI YIIPABICHUCCKON JOKYMCHTAIHH

PekBusur «Anapecar» 1 ero 0COOEHHOCTH.

PexkBu3nuTHl «3aroioBOK K TEKCTY» B «MECTO COCTABICHHMSI MJIH U3IaHUS JOKYMEHTay.
dopmynsap-oopazen; B coorBercTBUM ¢ [[OCT P 6.30-2003.

BHyTpeHHee 1 BHEITHEe COrTIacOBaHUE TOKYMEHTA.

Ocobennoctu pekBusnTa «OTMETKA O MPUIOKESHUN.

PexBusutsl «Iloanuce» u «OTTUCK me4aT».

PexBusur «Tekct», TpeboBaHus K 0DOPMIICHHIO TEKCTA JOKYMEHTA.

PekBuzut «Pe3ontonus» 1 ero 0cOOEHHOCTH.

PekBu3UTHI aBTOpa TOKyMEHTA.

TpeboBaHusi K COCTaBICHUIO U OQOPMIICHUIO PACTIOPATUTENBHBIX JOKYMEHTOB.
TpeboBaHusi K COCTaBICHUIO U O(DOPMIICHUIO OPTAaHU3AIIMOHHBIX TOKYMEHTOB.
OcobenHoctu coctaBieHuss W odopMieHUs HUHPOPMAITMOHHO-CIIPABOUHBIX
JTIOKYMEHTOB.

TpeboBaHusi K COCTABICHHUIO U O(POPMIICHHIO TOKyMEHTOB KOJUIETHAIBHBIX OPTaHOB
yIpaBICHHUS.

TpeboBanus K COCTaBIECHUIO U O(POPMIICHUIO IETOBOTO MUCHMA.

OcobeHHocTr cocTaBieHUS U 0O(POpMIICHHS 3apyOCIKHON KOPPECTTOHACHITHH.
TpeboBaHus K COCTaBIECHUIO U OPOPMIICHUIO JOKYMEHTOB IO JUYHOMY COCTABY.
VYHudukanus TOKyMEHTOB. |OCymapcTBEeHHas CHCTEMa JOKYMEHTAI[MOHHOTO
oOecreyeHus ynpapieHUsI.

HopmaTtuBHO-MeTONMYECKHE  MaTepuasbl,  perIaMEeHTUpyIolme  paboTy ¢
JIOKyMEHTaMH.

dopmupoBaHue Ael.

[TonroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHUIO.

OdopmiieHure fe MoCTOSTHHOTO CPOKa XPaHEHUS.

CocraBbTe aKT.

CocraBbTe MPOTOKOI 3aCEAaHMs.

CocraBbTe BBIITUMCKY U3 MMPOTOKOJIA 3acelaHusl COOpaHus.
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58.
59.
60.
61.
62.
63.
64.
65.

66.
67.

68.
69.
70.
71.

72.

73.
74.
75.
76.
T7.

CocraBbTe A€10BOE ITHMCHMO.

CocraBbTe IUCHMO — OTBET.

CocTaBbTe TapaHTUMHOE TTUCHMO.

CocraBbTe pUKa3 0 OCHOBHOM JESTEILHOCTH.

CocTaBbTe BBIIIUCKY M3 IIPUKa3a O OCHOBHOM €S TEIbHOCTH.
CocrtaBbTe 00BICHUTEIBHYIO 3aITUCKY.

CocraBbTe JOKIAAHYIO 3aMKCKY.

CocTaBbTe BHEIIHIOK CIIPaBKY, BBIJIAaHHYIO B JOMOYyIpaBiieHMH O Bamiem Mecte
JKUTEIbCTBA.

CocraBbTe Ci1yKeOHYIO IOBEPEHHOCTD.

CocraBbTe OJJaHK C IPOAOJIBLHBIM PACIIONIOKEHUEM PEKBU3UTOB.

CocraBbTre 0JIaHK C YIJIOBBIM PACIONIOKEHUEM PEKBU3UTOB.

Onuiure ciy>keOHble OTMETKH, MPOCTABISIEMbIC Ha JOKYMEHTE.

TpebGoBanusi K 0OpMIICHUIO OJTaHKOB JOKYMEHTOB.

Peructpanust Bxoasmmx JOKyMEHTOB. DopMa >KypHalla PErucTpaluy BXOASIIUX
JIOKYMEHTOB.

Peructpanus ucxonamux nokymeHToB. DopMa KypHajga PErucTpaldyd UCXOISAIIUX
JIOKYMEHTOB.

Peructpanust BHyTpeHHUX JOKyMeHTOB. Dopma xypHasia BHYTPEHHUX JIOKYMEHTOB.
Homenknarypa nen opranuzauuu. [TpaBuna ee cocraBienus u 0popMIIEHUS.
KonTponb ucnonHenust J0KyMeHTOB. PekBU3UT «OTMETKa O KOHTPOJIEY.

[TpaBuna opopmiiennst pexkBu3nuToB «l pud yrepxxnenus» u «pud cormacoBanms».
[TpaBuna opopmiiennst pekBU3NUTOB «JlaTta» u «PerucTpanmoHHbIil HOMEp».

®opma Ounera

MHWHHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUICKON DEJNEPALINUN
SEJEPAJIBHOE 'OCYJAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbHOE YUPEXJ/IEHUE
BBICIIET'O OBPASOBAHU A
«MOCKOBCKMI ITOJIMTEXHUYECKWI YHUBEPCUTET»
(MOCKOBCKHH ITOJIUTEX)

dakynbTeT S5KOHOMUKH U yrpasienus, Kadenpa «MeHeKMEHT»
Jucuunnuna: Ctapran-MeHeKMEHT
Hanpasnenue nogrorosku: 09.03.03 [Ipuknagnas napopmaruka

Kypc: 3, rpynma , popma oOyueHust: ouHas
BUJIET Ne 1.
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Nk =

*

10.

1.

12.

13.

14.

15.
16.
17.

1.  Bompoc, onenuBaromnuii kommnerenuuo YK-4
2. Bompoc, onienuBaromuii komnereHuuno Y K-4

YTBepxkaeHO Ha 3acemannu Kadeaphl «_ » 2023 r., mpotokosn No .

3aB. kadenpoit «KMeHeHKMEHT /Anéauna E.D./

Bonpocsl J1s1 YCTHOIO OIPoca 1o JUCHUILINHE «Cucremsbl O(l)OpMJIeHI/IH

yIpaBJeHYeCKHUX MpoueccoB» popmMmupoBaHue kommnerenuuu Y K-4

Yro Takoe 1eI0nporu3BOACTBO?

Yro Takoe TOKyMEHTHpOBaHue?

Yro BKiIrOUaET B ceOsl opranusanus padboTsl ¢ JOKyMEHTaMu?

Yem xapakTepHu30BaIOCh PUKA3ZHOE JIEJIONPOU3BOACTBO?

Yem xapakTepu30BaI0Ch KOJUIEKCKOE AEIONPOU3BOICTBO?

Yem xapakTepu30BaI0Ch HCIOIHUTEIBHOE JEIONPOU3BOICTBO?

YeMm xapaKTepuU30BaJIOCh HAIMOHAIBHOE JAEJIONPOU3BOJACTBO mocie OKTAOPbCKOit
peBosonuu 1917 1.?

Yem xapakTepu30BAIIOCh HAITMOHAIBHOE JAENONPOU3BOACTBO B 1970-¢€ rr.?

UYro npencrapisitoT coboit ocHoBHbIE noioxeHuss EI'CI?

Yem xapakTepu30BaJIOCh HAIMOHAIBHOE JCJIONPOU3BOJICTBO B ITOCTCOBETCKUIA
niepuon?

Kaxkue BOINIPOCHI  perIaMeHTUPYeT YHU(UIIMPOBAHHAsI CHUCTEMa
OpPraHu3allMOHHOPACTIOPSAUTEIBHON JOKYMEHTAUN?

Kakue BOIIPOCHI pENIAMEHTHUPYET Anb0om dbopm
OpraHU3alMOHHOPACTIOPSIAUTENBHBIX TOKYMEHTOB?

Kakue BOMPOCHI  pEmIaMEHTUPYIOT MeTonuueckue pEeKOMEHJAIMU  TI0
COCTaBJICHHIO Y NPUMEHEHUIO HOMEHKJIATyp J€J OpPraHu3aluii, IPUMEpPHBIX U

TUIIOBBIX HOMEHKJIATYp €7

Kakue Bompochl periaMeHTHpYIOT MeTouueckiue peKoOMeHIa 10 0(pOPMIICHHUIO
0010keK nen?

Yro Takoe ciyx6a JIOY?

Kakue ocHoBHBIE (pyHKIIMH OCyIlIeCTBISIET city:x0a JIOY?

Kakwue cymiecTByoT opraHu3aiuoHHbIe (POPMBI JIETOTPONU3BOACTBA?
18



18.
19.
20.
21.
22.

23.

24.

25.

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.

48.

49.

Yem xapakTepusyeTcs [EHTpaIn30BaHHast (popma Jenonpon3BoacTsa’?

Yem xapakTepusyercs JIelleHTpaIn3oBanHas (popma J1eI0npou3BoACcTBa?

Yem xapakrepusyeTcs cMelianHas popma JeJI0npou3BoACTBa?

KTo B Opranuszanuu HeceT OTBETCTBEHHOCTD 3a JIEIONPOU3BOICTBO?

Kakum 00pa3oM ocymiecTBisieTcss Haa30p 3a COOMIONEHHEM 3aKOHOJATENbCTBA IO
apXMBHOMY JI€JTy U BEJICHUIO JIETONPOU3BOACTBA?

Kakum 00pa3oM ocCylIeCTBISIETCS TOCYJApCTBEHHBIM HaA30p 3a COOJIIONEHHEM
3aKOHOJIATENIbCTBA [10 APXHUBAM U JI€JIONPOU3BOACTBY ?

Kaxoii TokyMeHT JoJIKeH pa3padoTarh pyKOBOJIUTEIb IPOBEPSAEMON OpraHU3alluy Ha
OCHOBAHUHM AKTa U MPEANUCAHUS?

KTo ocyiiecTBisieT KOHTPOJIb 3a CBOEBPEMEHHBIM BBIIIOJIHEHUEM MEPONPUATHH,
yKa3aHHbIX B IPEANKUCAHUN?

Korma MoxeT ObITh HAJIOKEHO aAMUHUCTPATUBHOE B3bICKaHUE?

Uto Takoe JOKyMEHT?

Yro Takoe kinaccuukanus JTOKyMEHTOB?

[To xakuM npu3HaKaM KJIacCUPUIUPYIOTCA JOKYMEHTBI?

Kak nokymeHTsI Kiaccupuupyrorcs mno cnocoly gukcanuu nadopmarumn?

Kak mokyMeHThI K1acCUGUITUPYIOTCS IO COEPIKAHUIO?

Kak 1okyMeHThI KiacCu(pUUUpPYIOTCs 0 HAMMEHOBAHUIO?

Kak nokyMeHThI K1acCUpUIIUPYIOTCS O BUIaM?

Kak 10KyMeHThI K1acCU(PUIUPYIOTCS MO CTENEHU CIOXKHOCTH?

Kak 1okyMeHThI Ki1acCU(pUIUPYIOTCS IO MECTY COCTaBJICHHUS?

Kak 1oxyMeHThI Ki1acCu(UIUPYIOTCS IO CTENEHH IMIAaCHOCTH?

Kak n1oxymMeHThI KjacCuPuIUpyrOTCs MO IOPUIUYECKON cuiie?

Kak mokyMeHThI KITaCCUPUIIUPYIOTCS 110 CTATUSAM CO3TaHUS?

Urto Takoe konus?

Ha xakue BUbI JeSTCS KOMU 10 CIOCO0Y yI0CTOBEpEHUs?

UTO OTHOCUTCS K pa3HOBUAHOCTAM KOTIUIA?

UYrto Takoe oTIyck?

Yro Takoe BBINMKUCKA U3 JOKYMEHTA?

Yro Takoe nyonukar?

Yro Takoe yHupuxanus?

Uro siBasieTcs 1ebio YHUGUKAIm?

To sBIs€TCS OCHOBHOM 3aJau€il COBEPILICHCTBOBAHUS COACPKAHUS JTOKYMEHTA IIPHU
yHUUKau?

Uro sBnsieTCS OCHOBHOM 3ajlayeil COBEPIICHCTBOBaHUS (OPM JTOKYMEHTOB MIpH
yHUUKau?

Yro Takoe yHU(PHUIIMPOBAHHAS CUCTEMA JJOKYMEHTAITIH?
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50. Urto Takoe yHUGUIMPOBAHHAS CHCTEMa OPTraHM3alMOHHO-PACIIOPSIUTEILHON
JTOKYMEHTALIMK?
51. Kaxkue cymiecTBytoT yHU(PUITUPOBAHHBIE CUCTEMBI IOKYMEHTAITUH ?

Kpurtepuu ouenkn:

- OLICHKA «3a4YTeHO0» BBICTABISETCA CTYACHTY, €CIIM OH IPaBUJIBHO U Pa3BEPHYTO
OTBEYAJl HA 3aJlaHHBIE BOIIPOCHI C OMOPOW Ha y4eOHYIO M JOIOJHUTENIBHYIO JTUTEPATYPY,
JE€MOHCTPHUPOBAJI YMEHUE aHATM3UPOBATH COBPEMEHHOE COCTOSIHUE MTPOOJIEMBI, CTPEMIICHHUE
JIOTUYECKH OIPEIEIIEHHO U TIOCJIEI0BATENbHO U3JI0KUTh CBOM OTBET. [Ipu 3TOM MOTYT OBITH
JOMYLIEHbl HE3HAYUTENIbHBIE OIIMOKH, HETOYHOCTH, KOTOPHIE OH MOXET HCIPABUTH
CaMOCTOATEIILHO WX ITPU KOPPEKLUHU IIPETOAaBaTEIIEM.

- OLICHKA «He 3aYTEHO0» BBICTABIISICTCS CTYACHTY, €CJIM OH HEIPaBUJIBLHO OTBEYAJ Ha
3aJIaHHbIE BOITPOCHI MJIM BOBCE HE OTBeYA] Ha HUX. OOydaromuiicsi AeMOHCTPUPOBAII 3HAHUSA,
YMEHUS, HABBIKU HUMCE NOPO2080O20 YPO6HA B COOTBETCTBUU C IPUBEICHHBIMU B TaOIUIE
KPUTEPUSMU OLICHUBAHUSI KOMIIETCHIIMH.

Tembl noka210B 10 AucuumInHe «CucremMbl 0GpOpMIICHUS YIIPABJICHYECKUX
MPOLIECCOB»

(popmupoBanmne komnereHuun YK 4)
[ToHsATHE 1ETONPOU3BOACTBA U UCTOPHS €TI0 PA3BUTHS
2. OcCHOBHbIE HOPMATUBHBIE JJOKYMEHTHI, PEIJIAMEHTUPYIOIIHE
nenornpou3BoacTBo 3. OpraHu3alMoOHHbIE (POPMBI IETONPOU3BOACTBA U
OTBETCTBEHHOCTH 32 HAPYUIEHUE 3aKOHOJATEIHCTBA MO JACIONPOU3BOJCTBY U
apXUBHOMY JIeTTy

4. JIOKYMEHT B JIEJIONPON3BOACTBE, €0 (DYHKIIMH U MMPU3HAKU KJIacCU(UKAITTT
VYaudukamus u cTaHgapTU3aIMs YIPaABIEHYSCKUX JOKYMEHTOB

6. [TonsiTue o0 GraHKax IOKYMEHTOB, CHOCOOBI PACTIONOKEHUSI PEKBU3UTOB OJIAHKA, BUJTBI
OJIaHKOB

7. [TonsiTne 0 peKBU3NUTAX, COCTAB PEKBU3UTOB

8. Cocranenre u 0popMIICHUE OPTaHU3AMMOHHBIX JTOKYMEHTOB

9. CocraBnenue u 0popMIICHUE PACTIOPSAUTEIBHBIX TOKYMEHTOB

10.  CocraBnenne u ohopMIICHHE CITPABOYHO-HH(POPMAITMOHHBIX JOKYMEHTOB

1. Cocrasnenue u oopmiIeHUE JOKYMEHTOB IO JITUHOMY COCTaBY

12.  JIokyMeHTOOOOPOT: OCHOBHBIE MOHATHSA, 00BEM, IPUHIIUIIBI PAIMOHATBHON
OpraHU3alliu, dTaIbI

13. O6paboTka BXOASIINX IOKYMEHTOB

14.  OOpaboTKa HCXOAAIINX U BHYTPEHHUX IOKyMEHTOB

20



15.  Cucremarusanusi JOKYMEHTOB
16. dDopMHUpPOBaHUE JIEIT
17.  Odopmienue nen
18. XpaHeHUE TOKYMEHTOB
KpuTtepun oueHku 10xkjaaga
Ne| Kpurepuit Onenka
OTIL. XOp. YAOBIL. HEY/IOBII.
1 | Crpyktypa | B nokiazael B moxmane Opnna u3| B noknazne we
JIOKJTaia MPUCYTCTBYIOT MPUCYTCTBYIOT TPH | CMBICIIOBBIX MIPOCIICKUBACTC
CMBICJIOBBIE CMBICJIOBBIC YaCTH, | YacTeH sl HAJTN9He
4acTu, HecOaTaHCUPOBAHH | JIOKJIazie CMBICIIOBBIX
cbanaHCUpOBaHH bI€ 10 00BEMY OTCYTCTBYET yacten
ble 0 00BEMY
2 | Conepxanue | Conepxanue Conepxanue He B | Cogepxkanue He| ConmepxkaHue He
JOKJTaa OTpaxkaer CyTh MIOJTHOM Mepe B MIOJTHOM MEpe | OTpakaeT CyTh
paccmarpuBaeM Ol | OTpakaeT CyTh OTpa)kaeT CyTh | paccMaTpuBaeM
po0OIeMBbl U paccmarpuBaeMoil | paccMaTpuBaeM | Od mpoOIeMbl
OCHOBHBIE poOIEeMbI UITH Oif TPOOJIEMBI U | I OCHOBHBIE
MONy4YeHHbBIC OCHOBHBIE OCHOBHBIE MONTyYeHHBIC
pe3yabTaThI MONyYeHHBIC MONyYeHHbBIC pe3yABTATHI
pe3yAbTaThI pe3yAbTaTHI
3 | Bnageuune CryneHt CryneHT Biazieer Crynent CryneHt He
MaTepHaIOM | IMOJTHOCTHIO H3JIaraeMbIM HEJOCTAaTOYHO | BiIaJICeT
BJIa/ieeT MaTepuasoMm, CBOOOTHO U3JIaraeMbIM
U3NIaraeMbIM OpUEHTHpYETCS B BJIa/IeeT MaTepuasoMm,
MaTepuasoMm, npobineme, U3NIaraeMbIM cinabo
OpUEHTHUPYETCS B | 3aTpYyAHSAETCA B MaTepuasoMm, OpUEHTHpYeTCS
npoOeme, OTBETax Ha cmabo B Ipobieme
CBOOOJTHO OTBEUYAET | HEKOTOPHIE OpUEHTHpYETCS
Ha BOMPOCHI BOTIPOCHI B IIpoOniemMe
4 | CootBerctB | M3moxxeHHBII N3noxeHHbI B uznoxxennom | M310KeHHBIM
He TeMe MaTepHual MaTepHuas COIEPIKUT | MaTepHae Marepuai B
MTOJTHOCTHIO AJIEMEHTBI, HE MIPUCYTCTBYET HE3HAYUTEITHHO
COOTBETCTBYET COOTBETCTBYIONTUE | OOJBIIOE i cTeTieHH
3asBIICHHOW TeMe | TeMe KOJTUYIECTBO COOTBETCTBYET
AIIEMEHTOB, HE | TEMe
UMEIOIIUX

OTHOLICHHEC K
TEMC
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IIpumep TeCcTOBOIrO 3aJaHUA /151 KOHTPOJISI 3HAHMH 10 AUCHUIUINHe «CHcTeMbl
opopMiieHHs ynpaBjieHYeckux npouecco» B popmare GIFT nas 3arpysku B LMS

(hopmupoBanue komnerennun YK-4)

1. Kako#t JOKYMEHT MpeACTaBIsIeT COOOU aKT, ONPEISSIONUi OPI0K 00pa3oBaHus,
CTPYKTYpPY, PYHKIIMU, KOMIIETECHIINIO, 00SI3aHHOCTH M OpraHU3aIi0 pabOoThl OPraHOB
yIpaBieHus?

-TIOJIOXKEHHUE

-pacnopsKEHHE

-MHCTPYKLHH

2. Kakoil HOKyMEHT sIBISIETCS aKTOM OpraHa BJacTH, NPUHUMAEMbIM JJIsi pa3pelieHus
ONEPATUBHBIX BOIIPOCOB?

-TIOJIOKEHUE

-pacnopsiKeHHe

-UHCTPYKIIUH

3. Kakol JOKYMEHT MpeAcTaBIAeT cOO0M JOKYMEHT, PETYIUPYIOIIMI OpraHu3alMOHHbIE,
TEXHOJIOTUYECKHE, (PUHAHCOBBIE U IP. CTOPOHBI IEATEIbHOCTH YUPEXKICHUH,
opraHuzanun?

-IOJIOKEHUE

-pacropsipKeHue

-UHCTPYKIIUH

4. Kakoe 13 KJITFOUYEBBIX CBOMCTB JIOKYMEHTA XapaKTePU3YETCs TEM, YTO 0OCCIICUMBACT
00513aTeTLHOCTD €r0 MPUMEHEHHS /1T BCEX YUYACTHUKOB YIPABIEHYECKOM IEATETbHOCTH, a
TaK)Ke CITYXKHUT J0Ka3aTeIbCTBOM MOITAHHOCTH COZACPIKAIIEHCS B TJOKYMEHTE
uHpopmanuu?

-FOpUIUYECKas CUia

-IOpUANYCCKasa 3SHAYMMOCTD
-IOPUANYCCKAsA aKTyaJIbHOCTD

5. Kakoe u3 KJIIOYEBBIX CBOMCTB JOKYMEHTA XapaKTEepU3yeTCsl TeM, YTO OOeCIeuuBacT
MOJITBEPIKICHHUE JICJIOBOM JEATEILHOCTH JINOO COOBITUM IMYHOTO XapakTepa?
-IOpUIMYECcKas cusia

-IOpUMYecKasl 3HAYUMOCTb
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-IOpUANYCCKAA aKTYaJIbHOCTDb

6. Jenoas wuH(opManms, HaAMpUMEpP, CBEICHHS O COCTOSHUM OAHKOBCKHUX CUYETOB,
uHMOpMAII O KpeauTaXx, MJIaHbl HHBECTHUIIUHN, JOITOBBIC 00s13aTEIBCTBA H TIP.
paccMarpuBaeTcss OOBIYHO KaK:

-KOH(pHIeHInaTbHAS

-001Ie10CTy ITHAS

-HEeCYIIECTBCHHAS

7. KonbunenmuanbHyo HHGOPMAIIMIO OPraHU3allui CTapaloOTC:
-3aIUTHTh

-pasriacuTh

-HAKOIUTh

8. JlokyMeHTOM, yCTaHaBIMBAIOIIMM 00s3aTeIbHbIC AJI11 IPUMEHEHUS U UCTIOIHEHUS
TpeOOBaHMs K TAKUM OOBEKTaM TEXHUUYECKOTO PETYIUPOBAHUS KaK 37aHUsl, COOPYKEHHUS,
IIPOAYKLIHsL, IPOLIECCHI IPOU3BOACTBA, XPAHEHUs, [IEPEBO3KU, pEATU3aLUU U IIP., SIBISECTCS:
-TEXHUYECKUU PETTIaMEHT

-TEXHUYECKHUM CTaHIapT

-TeXHUYECKasi yHU(DUKAIUS

9. [IpuBeneHue K eAMHOOOPA3HON crcTeMe Wik (hOPME ITO:
-CTaHaapT

-CTaHapTU3AINS

-yHUpUKaUs

10. JlesTenbHOCTD 1O YCTAHOBJICHUIO MPABUWII U XapAKTEPUCTHUK B LETSAX UX TOOPOBOJILHOTO
MHOTOKPATHOTO UCITOJIb30BaHMS, HAMPABICHHAS HA JOCTI)KEHUE YIOPSI0YECHHOCTH B
chepax MPOU3BOACTBA U 0OpAIEHUs TPOYKIIMU U TTOBBIIIEHNE KOHKYPEHTOCITOCOOHOCTH
IPOAYKITUH, padOT WU YCIIYT, 3TO:

-CTaH/apT

-CTaH/IapTU3ALIHS

-yHU (UK

11. TlonmoxeHusi, Kacarommuecs Kak pa3pabOTKM JOKYMEHTOB M BBEIECHUS UX B
JTOKYMEHTOOOOPOT, TaK U X 00pabOTKU U Nepeaadl Ha XpaHEHUE, YCTAaHABIUBAIOTCS B:
-MHCTPYKIUH T10 JIEJIOIPOU3BOACTBRY
-B 3aKOHOJIaTEJILCTBE
-TEXHHUYECKOM PETIaMeHTE
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12. BepHo 11 yTBEpKIEHUE, YTO TOCYTAPCTBEHHBIE CTaHAAPTHI B 001aCTH
JOKYMEHTAIIHOHHOTO 00eCTIeYeHHs YIPABICHUS BBITOIHSIOT HENbIN psi QYHKIHIA, TaK KaK
HANPABIICHBI HA MCTIOJIb30BaHNE PA3HOOOPA3HBIX TEXHUYECKHUX CPEIICTB 00pabOTKH
JOKYMEHTOB, KOTOPBIE TECHO CBSI3aHBI C MPOIECCaMU, KACAOIIUMUCS TEXHUIECKOTO
pa3BuTHUs o01IecTBa?

-J1a, BEpHO

-HET, HE BEpHO

-3aBUCHUT OT CUTYyaIllU

Kpurepun ouenku:

Otmuuno - or 90% no 100% mnpaBunbHbIX OTBETOB; Xopomio - oT 75% 1o 90%
NPaBUJIbHBIX OTBETOB; YIOBIETBOPUTENBHO - OT 55% 10 75% mpaBUIIBHBIX OTBETOB;
HeynoBneTBopurensHo - MeHee 55% NpaBUIIbHBIX OTBETOB.
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