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®oun omeHounsrx cpencts mo gucrmminHe OI1.06  JloxymeHnTannoHHOE obecnedeHHe
YIpaBICHHUS COCTAaBJIEH B COOTBETCTBUM C TpeboBaHusMH DenepanbHOr0 rocyaapcTBEHHOTO
obpasoBarensHoro crapgapra (nanee — ®I'OC) cpegnero npodeccHOHaNBHOro 00pazoBaHHS
(CIIO) mo crenmansnoctu 40.02.04 KOpucnpynenuus ot 27 oktabps 2023 r. Ne 798, nns
peanu3alMuM OCHOBHOH mpodeccroHansHOM ob6paszoBatensHoif mporpammer CIIO Ha 6ase
cpenuHero obmero o6pa3oBaHHs € IIOJY4EHHEM CpelHEro obImero oopa3oBaHusl.

@oH/1 OIIEHOYHBIX CPEICTB MOATOTOBICH HA OCHOBE H C HCIIOJIb30BaHHEM y4eOHO-METOIMUECKHX
MaTtepHasoB u y4eOHMKOB oOpaszoBarenbHOi matdopmMel «FOpaiTy.

Paszpabomuuxu:

Komnemx @enepanbHOro rocyaapcTBEHHOTO OIOMKETHOrO 00pa3oBaTeNbHOIO  YUPEsK 1eHiis
BeICIIIEr0 0OpasoBanus «Jlarectanckuii rocymapcTBeHHbIH yHuBepcuteT» (Komnemk JII7Y)

[lTabaea M.JI. — mpenonasatens kapeaps! crenuanbabx qucipmug Komnemka Y.
Peyenzenm:
Asuzosa B.T. — x.50.H., Io1eHT kadeaps Teopun rocyaapcrsa u npasa ®I'BOY BO Y.

DOoH/l OLEHOYHBIX CPENCTB PACCMOTPEH U PEKOMEHJOBaH K YTBEPIKACHMIO HA 3aceJaHHM
kadenps! cnermuanbHeX qucnunuy Komnemka JIIY

ITporokom No J OT « XS .L a[(:/a’ 2024 r.
>

3aB. xadempoit /%) / Maromenosa K.K./

Do OLI€HOYHBIX CPEACTB AUCIMIIIIMHEI COIJIaCOBaH C y‘-IC6HO-MeTOJII/]‘{eCKHM YIIpaBJICHHEM

( y /Caumos A.T'./

«Z& » Liﬂé%ﬁ 2024 .




@oHA  OLEHOYHBIX  CcpencTB 1o  obmenpodeccnonanbHoi  aucuumumne  OIT 13
«JloKkyMeHTaIMoHHOE obecreueHne ynpasieHus» coctaBieH B 2023 roxy B COOTBETCTBUH C
TpeboBaHusIMU DeepaabHOTO TOCYIapCTBEHHOT0 00paszoBarenbHoro ctanaapra (nainee - I'OC)
cpennero mpodeccuonanbHoro obpaszoBanus (CIIO) mo cmemmanbroctr 40 02 01 IlpaBo u
opraHu3anus conuaabHoro odecredeHust ot 12 mas 2014 r. Ne 508, ayisa peanuszanuu OCHOBHOM
npodeccruoHanbHOM oopa .oBieinbiroi upiipammsl (ITO Ha 6a>c cpeanero m,'0i:iel 0 0Opa3oBaHus

@doH  OIEHOYHBIX  CPEACTB 10  oOmenpodeccuoHanbHor  auctummuae  OIT 13
«JlokyMeHTallMOHHOE 00ECIICYCHHE YIIPABICHUS» MOATOTOBIICH HA OCHOBE M C UCIIOJIb30BAHUEM
y4eOHO-METOJMUECKUX MaTepHuajoB M y4eOHHMKOB oOpa3oBarenbHON muiaTtdopmbl «HOpanT»,
PEKOMEH/IOBAaHHBIX B Ka4eCTBE OCHOBHOU paboueii mporpaMmbl AUCIUTLTAHBI

Pazpabom uu ku:

Komnemx ¢enepanbHOro rocyIapCTBEHHOTO OIOKETHOTO 00pa30BaTENbHOTO YUPEKICHHUS
BhICIIEero oOpa3oBanus «Jlarectanckuii rocynapcrsennbsiii yausepcure» (Komiemx AIY)

[[Ta6aeBa M /1. - npenogaBatenb Kadeapsl crienuanbHbIX aucuuriuina Komnemka AT
3yb6aupoBa P.V. - npenonaBatens kadeapsl cnenuanbabix guciumini Komnemka IV,

Peyenzenm:

AsuzoBa B T. - k.10.H., IOLIEHT, IpenojaBaTens Kadeapsl Teopuu rocynapctsa u npasa FOU AI'Y;

DOH/1 OLIEHOYHBIX CPEICTB oOuienpogeccuoHanbHON JUCIHUIUIMHBI PAacCMOTPEH U Ha
PEKOMEH/I0BaH K 3acefaHuy Kadeapsl crenuanbHbIX auciuniand Komnemxa
yrBepxkaeHuto JAI'Y
[Tpotokom Ne OT « 2024 r.
3aB Kadenpoii /Maromemosa K.K /

@oH/I OLEHOYHBIX CPEICTB OOIIENPOPECCHOHATBHON IUCHUIUIMHBL COTJacoBaH C y4eOHO-
METOJINYECKUM YITPABICHUEM

VCaunos A.I'./

« 2023 1.



1. HACIIOPT ®OHJA OHEHOYHBLIX CPEJICTB

1.1 Ouynas ¢popma oOyueHust

Bua yueOHoii padoThI O0bem yacoB

MakcumanbHas yueOHast Harpy3ka (BCero) 66

O0s13aTenbHAs ayTUTOpHAs ydeOHas Harpy3ka (BCero) 36

B TOM YMCJIC:

JIEKIIAN 18

1abopaTOpPHbIE 3aHATHS -

IMPAKTUYCCKUE 3aHATUA 8

CeMUHApCKUE 3aHITHUS 10

KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHro) -

CamMocTosTenpHas paboTa o0ydaronierocs (BCero) 30

B TOM YHCJIC:

pa60Ta C KOHCIICKTOM 38.H$ITI/II>’I;

paboTa ¢ TeKCTOM y4eOHHKa;

CO31aHHC Hpe:’»eHTaHHﬁ;

MOWCK MH(OPMAITUH (C UCIIOIb30BaHNEM MHTepHET-pEeCypCOB) U HAIMCAHUE

pedepaToB.

Pabora ¢ HITA.
Perenrie cuTyallMOHHBIX 33734

ol orjorjforor ol

MToroBas arrectaiusi B opMe cemecmpogoll OyeHKu - 3auem

3aounas popma o0yueHus

Buj yueOHoii padoThl O0bem yacoB

MakcumanbHas yueOHasi Harpy3Ka (BCero) 40

O0s3aTenbHas ayTUuTOpHAs ydeOHasi Harpy3ka (BCero) 10

B TOM YHCJIC:

JIEKIUHA 8

mabopaTOpPHBIE 3aHATHS -

[MPAKTUYCCKUC 3aHATUA 2

KOHTPOJIbHBIE pabOTHI -

KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHro) -

CamocrosTenbHas paboTta oOydatomierocs (Bcero) 26

B TOM YMCJIC:

paboTa ¢ KOHCIIEKTOM 3aHATHI; paboTa C TEKCTOM y4eOHHKA; CO3/TaHuE
[IpE3EHTALNN;

nmouck nH(opMmaiuu (¢ ucnosb3oBaHueM VIHTEpHET-peCypCcOB) U HAITUCAHHE
pedepaToB

Pabora ¢ HITA.

PemeHne cUTyalMOHHBIX 33134

oo bh b

RS

ToroBas arrectauusi B pOpMe cemecmposoti oyenKu - 3auem




TpeGoBanus k pe3yjJbTaTaM 00y4eHHs! N0 JUCHUILIMHE, GOPMBbI HX KOHTPOJISA M BHABI OLCHOYHBIX

CpeiacTB
Ne n/n | Konmponupyemoie mooynu, Hnoexc Ouyenounvle cpeocmaa Cnoco6 konmponsn
pazoeivl (memot) KOHmMpOaupyemoii Haumenosanue | N 3aoanuii
OUCHUUNTIUHDL Komnemenuuu (uiu
eé yacmu)

1 Tema 1. Kparkas ucropusa  |(OK1, OK 2, OK 3, VYerHbIi B cootBercTB|YcerHO [TnchMeHHO
opranusauuu u Texnogoruu OK 4, OK 5, OK 8, (UuCbMeHHBI) uu ¢ Temoit [KommbroTepHoe
1eJI0NPOU3BO/ICTBA B OK 9. JIP 1. 4- orpoc, TECTHPOBaHHE
Poccumn. ’ ’ TectupoBanue/

pelieHue
Pa3HOYPOBHEBBIX
3aja4 (3aJaHui)

2 Tema 2. CoBpeMeHHast OK1, OK 2, OK 3, OK VcTHEIN B cooTBeTcTB|Y CTHO
Opranu3anus 4, OK 5, OK 8, OK 9, (mucbMeHHBIH) nu ¢ TeMor ([TucbMeHHO
1eJIONPOU3BOACTBA B JIP 1, 4-9, 12,13, IIK]| onpoc,

Poccun. 1.4,TIK 1.6 TectupoBanue/
pelieHue
Pa3HOYPOBHEBBIX
3aja4 (3aJaHui)

3 Tema 3. lokymentoooopor |OK1, OK 2, OK 3, OK YcTHbIi B cootBercTB|YcTHO [IcsMenHO
OpraHu3anum. 4, OK 5, OK 8, OK 9, (mucbMeHHBIH) nu ¢ Temoil |[KoMmmberoTepHoe

JIP 1, 4-9, 12,13, TIK| onpoc, TECTUPOBAHUE
1.1, IIK 1.2, TIK 1.4, TecrupoBanue/
IIK 1.6 pelenue

Pa3HOYPOBHEBBIX

3a1a4 (3aJaHui)

4 Tema 4. Texnoaoruun OK 2, 0K 3, 0K 4, VY cTHBIM B cootBerctB|Y cTHO IIMcEMEHHO
00pa6oTku nokymenToB B |[OK 5, OK 8, OK 9, JIP| (mmceMeHHBIN) nu ¢ Temoit |[KommbrotepHoe
cay:xoe nesonpoussoncrsa. |1, 4-9, 12,13, 11K 1.3, orpoc, TECTUPOBAHUE

K 1.4, TIK 1.6 Tectupopanue/
pelieHue
Pa3HOYPOBHEBBIX
3a/1a4 (3adaHmi)

5 Tema 5. Texnomoruu padorsiOK1, OK 2, OK 3, OK VeTHBIN B cooTBeTcTB|Y CTHO
C JOKYMEHTaMHi BHYTpH 4, OK 5, OK 8, OK 9, (TMCHMEHHBII) nu ¢ TeMou |[[ImceMeHHOo
OpraHu3alMu. JIP 1, 4-9, 12,13, IIK onpoc,

1.1, TIK 1.2, T1IK 1.3, TectupoBanue/

K 1.4, IIK 1.6 peuieHue
Pa3HOYPOBHEBBIX
3aja4 (3aJaHmi)

6 Tema 6. Opranuzanus u OK1, OK 2, OK 3, OK V CTHEIH B cootserctB|YcTHO IInceMenHO
TEXHOJIOTHs TEKYLIero 4, 0K 5, 0K 9,JIP 1, (mucpMennpii) | M ¢ Temoit KommbroTepHoe
XpaHeHHUS JOKYMEHTOB. 4-9, 12,13, 11K 1.1, ompoc, TECTUPOBAHUE

[1K 1.2, IIK 1.3, IIK TectupoBanue/
1.4,1IK 1.6 peleHne
Pa3HOYPOBHEBBIX

3aja4 (3aaHui)

2. KOHTPOJIBHBIE 3AJIAHUSI U HHBIE MATEPUAJIbI ONEHKHA
3HAHUI, yMEHH i, HABBIKOB U (UJIM) ONbITA AESATEJIbHOCTH,
XapakTepusywoume 3Tanbl GopMUPOBAHUS KOMIIETEHIMI B Mpolecce 0CBOCHUs

AUCHMILINHBI (MoayJs1) «/JlokyMeHTalIMOHHOE 00ecTiedeHne yIpaBJIeHHeM




2.2. Bonpockl K yCTHOMY ONPOCY HA MPAKTHYECKHX 3aHATHAX

Tema 1. KpaTkas ucTopusi OpraHu3aliiy U TEXHOJIOTHH /1eJIONPOu3BoAcTBa B Poccnu.
Leas: popmMupoBaHue MpeICTaBICHUI O BUIAX JEIONPOU3BO/ICTBA.

IIpoBepsiembie komneTeHunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13
Hoponuna, JI. A. JIOKyMEHTaIlMOHHOE OOECIIEYCHHE YIPABJICHUS : YUYEOHMK M NPAKTHKYM IS
cpennero npodeccuonanbHoro obpazopanus / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ 3.,
nepepad. u mon. — Mocksa : MznatensctBo FOpaiit, 2023. — 270 ¢. — (IlpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekct : SJIEKTPOHHBIA //

OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocsl o Teme:

1. Tpuka3Hoe 1eTonpOn3BOJCTBO.

2. Komexckoe 1enonpon3BoJICTRBO.

3. HcnonnuTtenpHOE NEIOMPOU3BOCTBO.
4. CoBeTckoe AeJIONPOU3BOACTBO

Tema 2. CoBpeMeHnHasi opranu3anus aejonpou3soacrsa B Poccun.

Heab: hopMupoBaHUE MPEICTABICHUI O POJIM TOCYJAPCTBA B OPraHU3aI|HK JICIOIPOU3BOJICTBA.

IIpoBepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
K 1.4, TIK 1.6

Hoponuna, JI. A. JlokyMeHTallUOHHOE OOECIIEUEHUE YIPaBICHUS . YY€OHUK M MPAKTUKYM JUIS
cpenHero npodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u31.,
nepepad. u mon. — Mocksa : MzmatenscrBo FOpaiit, 2023. — 270 ¢. — (IlpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : 3neKTpOHHBIA //

OopasoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocs! no reme:

1. Ponb rocymapcTBa B OpraHU3alny JeIONPON3BOICTBA.
2. CTpyKTypa U QYHKLIUHU CIyXObI eTONPOU3BO/ICTBA.
3. HopmupoBanue Tpyaa paGOTHUKOB CIyObI IeTONPOU3BOJICTBA

Tema 3. JIokyMeHT0000POT OpPraHU3aMH.

Heab: popMupoBaHue MpeICTaBICHUH 0 MPUHLIMIIAX OPTaHU3aIMH JJOKYMEHTO000pOoTa

IIposepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
MK 1.1, TIK 1.2, [IK 1.4, [IK 1.6

Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecreyeHne YIpaBiIeHUs . Yy4eOHUK M MPAKTUKYM JUIS
cpennero npogeccruoHanbHoro oopaszoanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ usm.,
nepepad. u jmorn. — Mocksa : M3matenserBo FOpaiit, 2023. — 270 ¢. — (ITpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcrt : 3neKTpoHHBIH //

OopasoBarenbhas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocsl no reme:

1. KauecTBeHHbIE U KOJIMUYECTBEHHBIE XapaKTEPUCTUKH TOKYMEHTOO00pOTAa.
2. TlpuHIUIBI OpraHU3aIK JOKYMEHTO000pOTa.
3. Merto1bI parmoHATU3aIuHU JIOKYMEHTO000pOTa

Tema 4. Texnonorun o0padOTKU JOKYMEHTOB B CJIy:k0e 1eJI0NPON3BOACTBA.
Hean: dbopmupoBaHue npeAcTaBiIeHU 0 popMax opraHu3anuu padoThl C TOKYMEHTaAMHU.

IIpoBepsiemble kommneTeHunu (kKox): OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13, TIK
1.3,IIK1.4,TIK 1.6

Jloponuna, JI. A. JlokymeHTanimoHHOe oOeclieueHre YIpaBieHUsS : YUeOHUK W TPAKTHUKYM IS


https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d

cpeanero npogeccruoHanbHoro oopaszoanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e usn.,
nepepad. u mon. — Mocksa : MznarensctBo Opaiit, 2023. — 270 ¢. — (Ilpodeccuonansuoe
obpazoBanne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NEKTPOHHBIHA //

OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocsl no reme:

®dopmbl OpraHu3aIi padoThl ¢ JOKYMEHTAMH.
O0paboTka MOCTYNAIONINX JOKYMEHTOB.
TexHOJIOTHsI PETUCTPAIMH JOKYMEHTOB.
O0paboTka OTHPABISEMBIX JOKYMEHTOB

NS

Tema 5. TexHonoruu padoTsl ¢ JOKyMEeHTAMH BHYTPU OPraHU3alUMH.
Hess: popMupoBaHue MpeICTaBICHUH 0 3Tanax 00padOTKM BHYTPEHHHUX JTOKYMEHTOB
IIpoBepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
MK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.6
Hoponuna, JI. A. JlokyMeHTallUOHHOE OOecleyeHNe YIpaBiICHUS . YUeOHUK M MPAKTUKYM JUIS
cpeanero npodeccronanbHoro oopaszosanus / JI. A. Jlopouuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u mon. — Mocksa . MznarenscTBo Opaiit, 2023. — 270 ¢. — (IlpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekct : 31neKTpoHHbIH //

OopasoBarenbHas maTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocsl o teme:

1. DOranbl 06pabOTKN BHYTPEHHHUX JIOKYMEHTOB.
2. Opraauzanys KOHTPOJIS 32 UCIIOTHEHUEM TIOKYMEHTOB.
3. Pabora ncnonnureneii ¢ JOKyMeHTaMH

Tema 6. Oprannaaunﬂ H TEXHOJOIUs TEKYILIECT0 XPAaHCHUA TOKYMECHTOB.
Heab: hopmupoBaHue npeacTaBICHUN O TOHATHH, BUAAX U TUIIaX HOMEHKJIATYpPbI A€
IIpoBepsiemble komMneTenum (koa): OKI, OK 2, OK 3, OK 4, OK 5, OK 9, JIP 1, 4-9, 12,13, TIK 1.1,
IK 1.2, TIK 1.3, TIK 1.4, TIK 1.6
Hoponuna, JI. A. JlokyMeHTallMOHHOE OOEcTeUeHUe YIpaBICHUs . YyYeOHUK M MPAKTUKYM JUIS
cpenHero npodeccronansHoro oopazosanus / JI. A. [loponuna, B. C. UputukoBa. — 2-¢ u31.,
nepepad. u morn. — Mocksa : MzmatenberBo FOpaiit, 2023. — 270 ¢. — (IlpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcrt : 31MeKTpOHHBIA //

OopasoBarenbhas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocel o reme:

1. HOH?ITI/IG, BUJIbI U TUIIbI HOMCHKJIATYPBI J1CJI.
2. TexHonorus cocTaBiICHUS HOMCHKIJIATYpPhbI ACII.
3. HOIIFOTOBKa ACI K IIEpeaavc B apXruB

Kpurepun ounenox:

CHEYAOBJICTBOPUTCIBHO)» - CTYACHT HC CMOI' OTBCTUTDh HU Ha OJIUH U3 ITOCTABJICHHBIX

BOIIPOCOB; 06Hapy>1<eHo HE3HaHHUE OOJIBIIIEH YacTH HU3ydacMOro mMmarcpuajia, €CTb ciaa0ble 3HAHUS
10 HCKOTOPBIM aCIICKTaM pacCMaTpruBaCMbIX BOIIPOCOB;

«YAOBIIETBOPUTEIHHO)» - HEMIOJIHO PACKPBITO CO/IEP)KaHNE MaTepraia, CTY/IeHT AaeT OTBETHI Ha
HEKOTOpBIE paccMaTpUBaeMble BOMPOCHI, TOKa3bIBaeT 001ee MIOHUMaHUE, HO I0MYCKAET OINOKH;

«XOpoHIo» - CTYACHT JaCT NOYTH IMOJIHBIC OTBCTHI HAa ITOCTABJICHHBIC BOIIPOCHI C HEOOJIBIITNMHI
HpOGHeMaMI/I B U3JIOKCHHHU. I[enaeT CaMOCTOATCIIBHBIC BBIBOJbBI, UMCCT CcOOCTBEHHEIE CYXKIACHUA,

«OTJIUYHO» - CTYACHT IIOJIHO PACKPBII COACPKAHUC MaTCpHralld, Ha BCC MOCTABJIICHHBIC BOIIPOCHL


https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d

2.2

T'OTOB JaTb a0COJIIOTHO ITOJIHBIE OTBCThI, AOIIOJITHCHHBIC COOCTBEHHBIMU CYKIACHUAMU, BBIBOJaMHU.
CTy,I[eHT noATroTOBUII U OTBEYACT I[OHOJ'IHI/ITGJ'IBHHﬁ Marepuall o paccCMaTpruBa€MbIM BOIIpOCaM.

KommnuiekT pa3HOypOBHEBBIX 3a/1a4 (3aJaHNH)

Tema 3. JIokyMeHT0000OPOT OpraHu3auu.
Heab: hopmupoBaHue npeacTaBieHUl 0 IPUHLIKIIAX OpraHU3aluu JOKYMEHTO000poTa
IIpoBepsiemble koMneTenun (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
K 1.1, IIK 1.2, TIK 1.4, TIK 1.6
Hoponuna, JI. A. JlokyMeHTalmOHHOE OOecreueHNe YNPABJICHUS : Y4YEOHUK U MPAKTUKYM JUIS
cpennero npodeccuonanbHoro obpazosanus / JI. A. Jloponunna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u mon. — Mocksa : MznatenscrBo FOpaiit, 2023. — 270 ¢. — (IlpodeccuonanvHoe
obOpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 37EKTPOHHBIH //
OopasoBarenbHas 1wiardpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
IIpakTyeckoe 3aganume: https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252#page/101

Tema 4. TexHonorun o0padoTKH TOKYMEHTOB B CJIy:K0€ 1eJI0NMPOU3BOICTBA.

Heab: hopmupoBaHue MpeaCTaBICHUN 0 (hopMax OpraHu3anuu paboThl C JOKyMEHTaMHU.
IIpoBepsiembie komneTenunu (kox): OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13, TIK 1.3,
K 1.4,TIK 1.6
Hoponuna, JI. A. JlokymeHTallmOHHOE OOecreueHHe YNpaBICHUs . YYeOHMK U MPAKTUKYM IS
cpeanero npodeccronanbHoro oopaszosanus / JI. A. Jlopouuna, B. C. UputukoBa. — 2-¢ u3.,
nepepab. u gon. — Mocksa : U3natensctBo Opaiit, 2023. — 270 c¢. — (IIpodeccunonansroe
obpaszoBanmue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekct : 3neKTpoHHBIH //
O6pazoBarensHas miatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

IpakTuueckoe 3aganme: https://urait.ru/viewer/dokumentacionnoe- obespechenie-upravieniya-

5302524#page/142

Tema 5. TexHosorun paﬁOTbI C JOKYMEHTAMHU BHYTPH OpraHusanuun.

Heab: hpopmupoBaHue npeacTaBaeHul 0 3Tanax 00pabOTKH BHYTPEHHUX JTOKYMEHTOB
IIpoBepsiemble koMneTenum (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
MK 1.1,1IK1.2, 1IK 1.3, 1K 1.4, IIK 1.6

Hoponuna, JI. A. JIOKyMEHTallMOHHOE OOECIeUeHUe YIpaBJICHUs . YUYEOHMK M MPAKTUKYM JUIs
cpenHero npogeccuonansHoro oopasosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u jmorn. — Mocksa : M3matenberBo FOpaiit, 2023. — 270 ¢. — (ITpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcrt : 3neKTpoHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

IMpakTuueckoe 3aganue: https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-530252#page/179

Tema 6. Opralmsauml U TEXHOJOIUs TEKYILIECT0 XPaHCHUA TOKYMCHTOB.
Heab: hopmupoBaHue MpeACTABICHUIN O TOHATUH, BUAAX U TUIIAX HOMEHKJIATYPHI Ael
IIposepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 9, JIP 1, 4-9, 12,13, TIK 1.1,
TIK 1.2, TIK 1.3, 11K 1.4, TIK 1.6
Jloponuna, JI. A. JlokymeHTarimoHHOE oOecIlieueHne yIpaBieHUS . YYCOHMK U TPAKTHKYM IS
cpenHero npogeccuonansHoro oopasosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u mon. — Mocksa : UznarensctBo Opaiit, 2023. — 270 ¢. — (Ilpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcrt : 3neKTpoHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
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IMpakTuueckoe 3aganue: https://urait.ru/viewer/dokumentacionnoe- obespechenie-
upravleniya-530252#page/215

KpnTepnn OICHKH PCIICHUA 3aaYd

Ne OLICHKa Omnucanue

1 5 [IpaBuiIbHOE peleHne 3aJaHnsl, pa3BEepHYTHIE BEIBOIBI TOUTOTaM
aHaM3a

3 4 [lpaBuibHOE ~ pemieHWe  3aJaHus,  KpaTKue  BBIBOABI  I10
MTOraM aHaJIn3a

4 3 [IpaBuiIbHOE peleHne 3aJaHnsl, OTCYTCTBHE BBIBOJIOB IOUTOTaM
aHaIM3a

5 2 He npaBunpHOE pelieHne 3ajaHus Wik YaCTUYHOE PELICHUE, eCTh
cra0Oble 3HaHUS 110 HEKOTOPBIM aCIeKTaM pacCMaTpUBaeMOH 3a/1auu

2.3 KoMILIeKT TecToB

TecrupoBaHue NPOBOAMUTCH € HCIOJIb30BAHMEM MHTEPAKTHBHBLIX (POPMHUPYIOIIHMX TECTOB
o0pa3zoBarenbHON muaTgopmsl «FOpaiT»

Jlo TmpoXOXKJEHHs TEKYIEro W HWTOrOBOTO KOHTPOJS OCBOCHHS JUCHHUIUIMHBL, OOyuarommuecs
CaMOCTOSITENIbHO MOT'YT IPAKTUKOBATHCS, BBIMOIHSIS pa3IMUHbIE TECTOBBIE 3aJJaHUsI C aBTOMATHUECKON
IIPOBEPKOI pe3yJbTara:

*  BBIOOp OJJHOTO NMPaBUJILHOTO BapUaHTa OTBETA U3 HECKOJIbKUX;

*  BBIOOp HECKOJIBKO MPABUIIBHBIX BAPUAHTOB OTBETOB M3 HECKOJIBKHX;

*  BBOJI OTBETA B BUJIE TEKCTA;

*  BBOJ OTBETa B BHUJIE YUCIIA;

*  YCTaHOBJIEHHE COOTBETCTBHSI MEXIY 3JIEMEHTaMU;

* KiIaccu(uUKalus 3J€MEHTOB TI0 IPyIIaM;

*  BBICTPAaMBAHME MOCIEAOBATEILHOCTH YIEMEHTOB.
B cmemannom o6yuenun ¢ npumenenreM JJOT Ha ob6pa3oBarenbHoil minardopme «FOpaldT» CTyAeHTHI

MOTYT MCIIOJIb30BaTh JUIs (POPMUPYIOIIET0 OLEHUBAHUS CEPBUC «Y MHBIE TECTBI».

Tema 1. KpaTkas ucTopusi OpraHu3aliii U TEXHOJIOTHH J1eJIONPOu3BoAcTBa B Poccnu.
Heas: popMupoBaHue NpeICTaBIECHUH 0 BUIaX JeTONPOU3BOICTBA.

IIposepsiemble komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13
Hoponuna, JI. A. JlokyMeHTallMOHHOE 0OeCTIeueHUe YIIPaBICHUS ;| YIeOHUK U PAKTUKYM JUIs
cpemHero npodeccruoHaibHoro oopazosanus / JI. A. Jloponnna, B. C. UputukoBa. — 2-¢ u3 .,
nepepad. u gon. — Mocksa : M3parensctBo KOpaiit, 2023. — 270 c. — (IIpodeccuonansHoe
obpazoBanmne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 27IeKTpOHHBII //
O6pazoBarenbHas mwiatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

T ecrupoBanme: http://urait.ru/quiz/run-test/D2428B03-DC66-4E56-BD62-

9789DB2EFB2F/5482FAC7- 1C19-4D08-BE15-8774E4D5F336
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Tema 2. CoBpeMeHHasi OpraHu3anus JeJONpou3BoacTea B Poccnn.

Heab: hopMupoBaHue MPEACTABICHUI O POJIH FOCYIapCTBA B OPTaHU3AINU JCIOTPONU3BOICTBA.
IIpoBepsiemblie koMneTeHuu (koa): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,

K 1.4, IIK 1.6
Hoponuna, JI. A. JJokyMeHTalMOHHOE OOECIieUCHHE YIPABJICHUS : YYEOHHK M MPAKTUKYM JIJIsI
cpenHero npodeccuoHanbHoro obpaszosanus / JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3f.,
nepepad. u gorn. — Mocksa :

: M3parensctBo FOpaiit, 2023. — 270 c. — (IIpodeccuonanpHoe
obpazoBanne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NEKTPOHHBIHA //
OopasosarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
T ecrupoBanme: http://urait.ru/quiz/run-test/EC97E8F8-403B-48C6-A4A5-

D1D09AF3FC67/08ED86CB-C89D-4AB9-B421-30134D150134

Tema 3. IokyMeHT0000POT OpraHu3auuu.

Heab: hopmupoBaHuEe MPEACTABICHUI O TPUHIIUIIAX OPraHU3alluy JOKYMEHTO000pOTa
IIpoBepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
MK 1.1, IIK 1.2, TIK 1.4, TIK 1.6
Hoponuna, JI. A. JlIokyMEeHTAIIMOHHOE OOECIICUCHHUE YIPABJICHUS : YUYCOHMK M TPAKTUKYM JUIsI
cpennero npodeccrnoHanbHOoro obpaszosanus / JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u non. — Mocksa : HUznatensctBo Opaiit, 2023. — 270 c¢. — (IlpodeccuonansHoe
obpazoBanne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NCKTPOHHBIA //
OopasoBarenbHas maTgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
TecrupoBanme: http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4-
68F80ECA8903/192126EA-8F70-4937-9D59-8B6E424E3467

Tema 4. TexHoJsiorun 00padoTKU JOKYMEHTOB B CJIy:K0e /1eJ10NpPOU3BO/CTBA.

Hean: hbopmupoBaHue npeacTaBieHUui o popMax opraHu3aiuu padoThl C TOKYMEHTAMU.
IIpoBepsiemble komMneTenum (koa): OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13, TIK
1.3,1IK 1.4, TIK 1.6

Hoponuna, JI. A. JIOKyMEeHTallMOHHOE OOECIEYeHHE YNPABIECHUS : YUYEOHMK M NPAKTHUKYM IS

cpenHero npodeccroHaibHOTO 0OpaszoBanus / JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3.,

nepepad. u gon. — Mocksa : UznatensctBo Opaiit, 2023. — 270 c¢. — (IIpodeccuonanshoe

obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NEKTPOHHBIH //

O6pazoBarenbHas mnardopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

TecrupoBanme: http://urait.ru/quiz/run-test/EC 1E136A-3639-47DC-8020-
14D904876271/7AF3B2EB-79E5-4942-8290-8370FB6235A4

Tema 5. TexHos0ruu padoThl ¢ JOKYMEHTAMH BHYTPU OPraHU3aluH.
Heab: hbopmupoBaHue MpeaCcTaBICHUH 0 3Tanax 00pabOTKH BHYTPEHHHUX JTOKYMEHTOB
IIposepsiembie komneTenunu (kox): OK1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, JIP 1, 4-9, 12,13,
NK 1.1, 11K 1.2, TIK 1.3, TIK 1.4, TIK 1.6

Hoponuna, JI. A. JIokyMeHTallUOHHOE OOECTI€UEHUE YIPABICHHUS : YUCOHUK U MPAKTUKYM JUIS

cpemHero npodeccnoHaibHOTO 0OpaszoBanus / JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3.,

nepepad. u gon. — Mocksa : UsnatensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccuonanbhoe

obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NCKTPOHHBIHA //

O0pazoBarenbHas mnardpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

TecrupoBanme: http://urait.ru/quiz/run-test/4E2711D8-0706-48D1-96F6-
DFO10EE98BC7/9FAA746D-444D-40F0-AB2C-8BCO1CEFASC6E

Tema 6. Oprannzanusi ¥ TEXHOJIOTHS TeKYIEro XpaHeHUs JTOKYMEHTOB.
Heab: hopMupoBaHue npeacTaBIeHU 0 TOHATHH, BUAAX U TUIIaX HOMEHKJIATYpPbI e

IIpoBepsiemble koMneTennum (koa): OK1, OK 2, OK 3, OK 4, OK 5, OK 9, JIP 1, 4-9, 12,13, TIK 1.1,
IIK 1.2, IIK 1.3, 11K 1.4, IIK 1.6

Hoponuna, JI. A. JIOKyMEHTAIlMOHHOE OOECIICYCHHE YIPABJICHUS : YUYCOHMK M NPAKTHUKYM IS
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cpeanero npogeccruoHanbHoro oopaszoanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e usn.,
nepepad. u mon. — Mocksa : MznarensctBo Opaiit, 2023. — 270 ¢. — (Ilpodeccuonansuoe
obpazoBanne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3NEKTPOHHBIHA //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
TecrupoBanme: http://urait.ru/quiz/run-test/2237A705-D52C-49C3-9D02-
BD4C0OCCO0745E/24099DB2-39D0-4CBA-97B6-14A55ECF3784

Kpurtepuu u mkaJia onieHUBaHHUS pPe3yJbTATOB TECTUPOBAHMS:

Ouenka
Ne n/ mecmoegvie Hopmbl: %
n NPABUILHBIX OMEEM 08
1. 86-100 OTJINYHO
2. 66-85 XOpOIIIO
3. 51-65 YIOBJIETBOPUTEIILHO
6. Memnee 50% HEYJIOBJIETBOPUTEIHHO

24 KOHTpOJIbeIe BOIIPOCHI K 3a9€TYy AJA IMPOMEKYTOYHOI0O KOHTPOJIHA

IIpukasHoe 1enonponu3BOICTBO.

KakoBbl ocobenHoCcTH (GOpMBI U (POPMYJISPEI [e1a B IPUKAa3HOM [TPOU3BOICTBE
Komexckoe nenonpon3BoacTBo.

HcnomHuTENbHOE 1EI0IPOU3BOJICTBO.

CKONBKO €710 NPOU3BOAMTENBHBIX ONEPALUN OCYIIECTBISUIOCh B HCIOIHUTEIBHOM
JIEJIONIPOU3BOJICTBE

CoBerckoe J1e10npou3BOJCTBO.

Ponb rocynapcrtsa B opraHusanuy JeJI0IPOU3BOICTBA.

Crpykrypa u GyHKIUU CITYKOBI J€IONPOU3BOICTBA.

KakoBa cTpykTypa cekpeTapuara U Kakue (pyHKIIMH Ha HETO BO3JIararoTcs

10. B kakux opraHuzamusax oO0pa3yercss KaHIEISIpUS WM OTIEN JTOKYMEHTAIMOHHOTO
o0ecrieueHus ynpaBJIeHUs

s E

©oNe®

11. Kakue pomkHocTH paboTHHKOB JIOY OTHOCHTCA K KaTeropud pPYKOBOAMTEINEH,
CTEIHAIMCTOB U TEXHHUECKUX UCTIOTHUTEIEH

12. HopmupoBaHue Tpyna paOOTHHKOB CIIY>KObI AETIONPOU3BOICTBA.

13. Yto Takoe JOKyMEHTOOOOPOT

14. Kakasi poib B OpraHM3alyu JOKyMEHTOO0OpOTa OTBOAMUTCS ONEpaluy MpeIBapUTEIbHOTO
paccMOTpeHHs JOKYMEHTa

15. KakoBbI OCHOBHBIE TapaMETPhI JOKYMEHTO0O0pOTa

16. KauecTBeHHBIEC U KOJMUECTBEHHBIE XapaKTEPUCTUKH JOKYMEHTOO0O0POTA.

17. IlpuHUUMIBI OpraHu3aluu JOKYMEHTO000pOTA.

18. MeTtozp! panMoHanu3aluy 10KyMeHTo000poTa.

19. ®opwmbr opranuzanuu paboThl ¢ JOKYMEHTaMH.

20. Kak peructpupyroTcst BXOJIAIINE JOKYMEHTHI

21. Bce nu Bxogsmye TOKYMEHTHI JOHKHBI PETHCTPUPOBATHCS Cinykooit JJOY

22. Kak peructpupoBaTh MOBTOPHO MPUCIAHHBIN TOKYMEHT

23. Kto momkeH oTnpaBisTh (pakchl M MTUChMa U3 OPTaHU3aAIuN

24. OO6paboTKa MOCTYNAIOIMIUX JOKYMEHTOB.

25. KaxoBbl 1Ba acriekTa KOHTPOJISI HCIIOJIHEHUS IOKyMEHTOB

10
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26.
217.
28.
29.
30.
31.
32.
33.

34

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

Kak ucuncisrorcst Cpoku UCIIOJTHEHUS IOKYMEHTOB
Kak ycranaBinBaeTcst UHAUBUIyalbHbIN CPOK UCIIOJIHEHUS JOKYMEHTOB
Kakue 1oKyMeHTBI CTaBSITCSI HA KOHTPOJIb 110 CPOKAM HCIIOTHEHUS
KakoB MakcHMasbHbIN TUIIOBOM CPOK HCIIOJIHEHUS TOKYMEHTa
TexHosorus perucTpannun J0KyMEHTOB.
O06paboTka OTIpaBIIAEMBIX JOKYMEHTOB.
Otanbsl 00pabOTKU BHYTPEHHHUX JTOKYMEHTOB.
Yro Takoe HOMEHKJIATypa Aei
KakoBa mociieoBaTeIbHOCTh PAaCIOIOKEHUSI 3arojOBKOB JIET B  KaXaA0M
HOMEHKJIATyphl A€l
KaxoBbl ipaBuiIa cCTEMaTU3alMK JJOKYMEHTOB B JIeJax ¢ MEPENUCKOi
Yro Takoe onuch Jel CTPYKTYPHOIO Opa3 e IeHUs
Yro Takoe neno
Kak MoryT cucreMaTu3npoBaThCs /1€ B HOMEHKJIAType /el
UYro takoe hopMupoBaHue aena
3a kakoil nepuoa GopMupyercs A€o ¢ NpuKazaMu
Opranu3zanys KOHTPOJIS 3a UCIIOJIHEHUEM IOKYMEHTOB.
Pabora ucnosHuTenen ¢ T0KyMEHTaMU.
[TonsTHE, BUBI M TUIIBI HOMEHKIIATYPHI €.
TexHosorus cocraBieHuss HOMEHKIATYPBI A€.
ITonroToBka nien K nepejiaye B apxus.

Kpurepun oneHku:

pazzene

«3a4TeH0» BBICTABISIETCS CTYIEHTY, €CIM CTYIEHT IOJHO H3Jaraer MaTepual, AaeT
MpaBUJIILHOE ONpENETICHUE OCHOBHBIX TOHATHI; OOHApyXKMBaeT TOHHUMaHUE Marepuaja, MOXKET
000CHOBATh CBOM CYXKICHHS, IPUMEHUTH 3HAHUS Ha MPAKTUKE, IPUBECTH HEOOXOAUMBIE IPUMEPHI HE
TOJIBKO M3 Y4eOHMKA, HO M COCTAaBJICHHbIE CAMOCTOSATEIbHO, JA€T WX aHallu3; M3JIaraeT Marepual
MOCJIEIOBATEIbHO M NPABUJIBHO C TOYKHU 3PEHHS HOPM JIUTEPATYypHOTO SA3bIKA; YETKO M I'PAMOTHO
OTBEYAeT Ha BOIIPOCHI.

«He 3auTeH0» BBICTABISAETCA CTYACHTY, €CIM CTYACHT HEMOJHO HW3JIaraeT Marepuai, He
OoOHapy)XMBaeT TOHMMAaHHUE MaTepuaia, HEe MOXET OOOCHOBAaTH CBOM CYXKJCHHUS, HE TPUBOIUT
HEoOXO0UMbIe TTPUMEPHI, HE aeT MX aHAJIU3; HEMOCIeI0BaTebHO U3araeT Matepuain. He momyuen
OTBeT 10 0a30BOMY BOMIPOCY TUCITUTLIUHBI
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