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HACIHOPT PABOYEN NPOT'PAMMBI

11 He.]'II/I H 3aJa4Y1 JUCIHUIIJIMHbI

1.1.1. Ilenpro 0OCBOCHUS AUCHUILIAHBI «/[€T0MPOU3BOICTBO B MEAUIIMHCKOW OpraHU3allUN»
aBisieTcs (OpMHUPOBaHHE HEOOXOIUMOro oObeMa 0a30BBIX 3HAHUM W OCHOB IMPABUIIBHOTO
odopMIIEHUSI OpPTraHW3AIMOHHO-YIPABICHYECKHX JOKYMEHTOB U HAJJIeXKalled OpraHu3aIiu
JIOKYMEHTO000pOTa COTIacHO TPeOOBAHMSIM JIEHCTBYIOIIETO 3aKOHOAATEILCTRA.

1.1.2. 3amaum TUCIUILUIAHEI:

— JaTh MPEACTABICHUE O JOKYMEHTAIIMOHHOM O0ECIEUYeHUH IpoIecca YIPaBICHUS, O
PEKBHU3UTAX JTOKYMEHTOB, 00 O(OpPMIIEHUH OpPraHU3AMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB, O
KaJIpOBOH JIOKYMEHTAIIUH, a TAK)XKe 00 OpraHu3aIu T0KYMEHTO000pOTa,

- U3YYUTh OCHOBHbIE TMOHSATHS U TEPMHUHBI, HOPMATHUBHO-NIPaBOBYIO  0a3y
JIEJIONPOU3BO/ICTBA, TPEOOBaHUS TOCYAAPCTBEHHBIX CTAHIAPTOB K O(QOPMIICHUIO YIPaBIEHUYECKUX
JIOKYMEHTOB, IIPaBUJIa COCTABICHHUS U O(POPMIICHHUS YIPABICHYECKUX TOKYMEHTOB, OPraHU3ALUIO
JIOKyMEHTOO0O0pOTa, TEXHOJOTHIO JEJONPOU3BOJICTBA U TMOPAJOK XpaHEHUS JOKYMEHTOB,
KOMITBIOTEPHYIO MTOATOTOBKY JOKYMEHTOB M TEXHUYECKHE CPEACTBA O(PUCHON IS TETHHOCTH.

1.2 MecTto nucuumianHbl B ctpykrype OITOII

1.2.2. JlucuunianHa OTHOCHTCS K 4YacTH, (popMHpyeMOW ydyacTHMKaMH 0Opa3oBaTEeIbHBIX
otHomenui biaoka b1.0Y.

122, Jlng W3ydeHUs JUCUUIUIMHBI HEOOXOAWMBI 3HAHWS, YMEHUS ¥  HaBBIKH,
dbopMupyemble MPEALIECTBYIOMMMU AUCHUILIMHAME: «MEHEIKMEHT B CECTPUHCKOM JIeje»,
«MHpOpMaIOHHBIE TEXHOJIOTUH B MPOPECCHOHATHHON ACSITETLHOCTI.

1.2.3. W3ydeHne DUCIUILIMHBI HEOOXOAMMO ISl TTONYYCHHUS] 3HAHWW, YMEHUM W HABBIKOB
IUIS TaKkoOM MJUCLMIIIMHBI, Kak MPOXOXKACHUS TPEAMUTIIOMHON TPAKTUKH W  BBITOJHEHUS
BBITTYCKHOHN KBAIM(PUKAIIMOHHON PaOOTHI.

B OCHOBC npenoaaBaHus [[aHHOﬁ JUCHUITIINHBI JIexKar CJICOAYIOIIUC THIIBI
poeCCHOHATILHOMN IS TETFHOCTH:

— OpPraHu3alMOHHO-YIIPABICHYECKHI;
— MeIarorndeCcKuii;

- Hay4HO-UCCIIEN0BATEIbCKUN.



1.3 Komnerennuu, popMmupyembie B pe3yJibTaTe 0CBOCHUS TUCHHILTAHBI

1.3.1. YHuBepca/jbHbIe KOMIETEHIUH

HaunmeHoBanue
Ne KaTeropuu Kog NHankaTopbl yHUBEPCATbHBIX
Copep:xaHue KOMIeETEeHIUH N OueHo4HbIe CpeACTBa
n/n YHHBEPCAJIBHBIX KOMIIeTeHI[UH KOMIIeTeHI Ui
KOMIIeTeHUMi
1. | Kommynukanus YK-4 CnocoOHOCTH 0CYIIECTBIATH H/I-2 yk-4 YMeTh THCEMEHHO U3/Iarath Texymmii KOHTPOJIb:
JeJI0BYI0 KOMMYHHUKALMIO B TpedyeMyro nHPOPMALIHIO TecToBBIe 3a1aHUS IO TEME
CTHO¥i M MUCBMEHHOM (hopMax Ha Ne 1,2; 19-22
y (bop WN/-4 yk-4 YMETh HCIIONB30BAThH e
rocy/1apcTBeHHOM SI3bIKe 3amaHus 1O TeMe
L COBpEMEHHBIE HH(POPMAIIHOHHBIE U
Poccuiickoii ®enepaunu u No 1-4; 21,22
KOMMYHHUKAI[HOHHBIE CPEJICTBA U ~
HMHOCTPaHHOM(BIX) s3bIKe(ax) IIpoMe:KyTOYHBI KOHTPOJIb:
TEXHOJIOTHH
3amaHus M0 AUCIUTLINHE
Nel,2
1.3.2. OdmenpodeccuoHaTbHbIEe KOMIETEHIIUU
HaunmeHoBanue
Ne KaTeropuu Kog NuankaTopbl YHUBEPCATbHBIX
Copep:xaHue KOMIeETEeHIIUH . OueHo4HbIe CpeACTBa
n/m | oomenpogeccHOHANBHBIX | KOMIETEHIUH KOMIeTeHI Ui
KOMIIeTeHUMi
1. | OTuueckue u MpaBOBBIE OIIK-1 Cnoco0eH peaju30BbIBATH NJ-3 onk-1 YMeTs TpaMOTHO U AOCTYITHO Texylui KOHTPOJIb:
OCHOBBI NpaBoOBbie HOPMBbI, STHICCKHUE U u3IaraTh MpoeCCHOHATHHYIO TecToBBIe 3a1aHUS IO TEME
npodeccHoHaNIBLHON JICOHTOJIOTHYCCKHUE MIPUHITUITHI B HH(POPMAIIUIO B IIPOLIECCE MEXKKYIbTYpHOTO | Ne 1,2
JIeSITEIIbHOCTH poeCCHOHATBHOM EATEIbHOCTH B3aMMOJICHCTBHS, COOMIONAsT TPHUHITHUITEI 3anaHus Mo TemMe
OMOITHKU U I€OHTOJIOTUU Ne 1,234
IIpoMesKyTOYHBI KOHTPOJIb:
3amaHust M0 JUCHUTUIHHE
Nol,2
2. | Opranu3aluoHHO- OIIK-10 Cnoco0eH NnpuMeHSATh M J-1 onk 10 YMETh IPUMEHATH TekylHii KOHTPOJIb:
yIpaBJICHYECKas OPraHU3aIlNOHHO- OpraHU3aIUOHHO-YIIPABICHYECKYIO U TecToBbIC 3a1aHUS IO TEME
JIeSITEIbHOCTD yIpaBJIeHYeCKYI0 HOPMATUBHYIO HOPMATHBHYIO JOKYMEHTALUIO B CBOEH Ne 3-6; 7-10; 15-18

AOKYMEHTAIUI0 B cBoeii
AeATECJIbHOCTH, PCAJTU30BbIBATH

JACATCIBbHOCTHU

3amaHus 1o TeEMe
Ne 5-8; 9-12; 7-20




NMPUHIHIBI CACTEMBI
MeHeIKMEHTa Ka4ecTBa B
npodgeccuoHATbLHOM 1eATEJIbLHOCTH

MN-2 onk 10 YMeTh peanu3oBLIBATh
MIPUHIUIBI CUCTEMBI MEHEIKMEHTA
Ka4yecTBa B MPOPeCCHOHATLHOM
JIESITENIHOCTH

IIpoMe:KyTOYHBI KOHTPOJIb:
3anaHus MO JUCLUIUIMHE
Nel,2

OIIK-11 Cnoco0eH NMPOEeKTUPOBATH HNI-1 onk 11 YMETh NPOEKTUPOBATH Tekyuuii KOHTPOJIb:
OpraHu3alMoOHHbIE CTPYKTYPHI, OpTraHU3aIOHHBIE CTPYKTYPBI TecToBBIe 3a1aHUS IO TEME
IJIAHUPOBATH U OCYHIECTBIATDH Ne 11,12,13,14
P y NJ-2 onk 11 YMeTh IIaHUPOBATH U T
MepONnpHUATHSA M0 YNPABJIEeHUIO 3amaHus 1Mo Teme
OCYIIECTBIISATE MEPOTIPHATHUS 110
NMepCcoHAaIoM, pacnpeaeiasTh U Ne 13,14,15,16
YIpaBJICHUIO TIEPCOHATIOM v
Je1ernpoBaTh MOJTHOMOYHS € IIpoMe:KyTOUHBI KOHTPOJIb:
y4eToM JHYHOH oTBeTcTBeHHOCTH | UJI-3 onk 11 YMeTh pacnpenessith 1 3amaHus M0 JUCIUTUTHHE
3a OCyILeCTB/IeMbIe MEPONPUATHSA | JEJIErupoBaTh MOJIHOMOYHUS MOAYMHEHHbIM ¢ | No 1, 2
y4e€ToOM JIMYHOM OTBETCTBEHHOCTH
Hayunas nesitensHOCTD OIIK-12 Cnoco0eH NPUMEHSATH HU-1 onk 12 YMETH OLIEHUBATH Tekyuiuii KOHTPOJIb:

COBpPEeMEHHBIEe METOAMKH cOopa 1
oOpadoTku nHpopmManum,
HEOOXOIUMOM IS TIPOBEACHUS
HAyYHOTO MCCIICOBAHUS

UH(POPMALMOHHBIC 0a3bI METUIIMHCKUAX
MaHHBIX C MO3MIIMU J0KA3aTeIHbHOMI
MEIUIIHBI

TecToBEIE 3a1aHUS 10 TEME
Ne 19,20,21,22

3amaHus 1o TeMe

Ne 21,22

IIpoMexKyTOUHBIN KOHTPOJIb:
3amaHus M0 JUCIUTUTHHE
Nel,2




1.3.3. IIpodeccnonanbHble KOMIETEHUNHU

IIpodeccuoHabLHBII CTAHAAPT HNupuxatopsl
pog Aap HanmeHoBanue A P
Kon . JOCTHIKEHHUS
O0001IeHHAs TPY/AOBAsI npogeccuoHAILHOM OueHo4HbIe CpeACcTBa
TpynoBasi pyHKIUS KOMIEeTEeHI[UH npogeccCHOHAIBHBIX
yHxuus KOMIEeTeHI[ UM .
KOMIeTeHI U
JlesATenbHOCTh IO AIIMHHHCTPUPOBAHHE TPOLIECCOB U MK-7 Cnocoben ocymectBasath | MA-3 nx7Ymersh Tekyuuii KOHTPOJIb:
00eCTIeUYeHHIO TIEPCOHATIOM JIOKYMEHTO0000poTa 0becrieueHIs JIeATEIbHOCTD 10 aJIMUHUCTPHPOBATH TecToBBIe 3a1aHUS IO TEME
Kon B TIepCOHATIOM o0ecneyeHnIo TIPOLECCHI U Ne 15,16,17,18
Yposenb kBaauduxanuu 6 | Kox B/03.6 MepCcoHAIOM JOKYMEHTO000pOT 3amaHus 1Mo Teme
Ypogsens (moaypoBeHb) obecmieuenns nepconanom | Ne 17,18,19,20
kBaJupuxkanum 6.1 IIpomexyTOUHBIH
KOHTPOJIb:
3amaHust MO JUCHUTUTHHE
Nel,2
JlesATeNbHOCTD 10 OLIEHKE U AIMHHHCTPUpPOBAHHE TPOIIECCOB U K-8 Cnocoben ocymectBasath | MI-3 nks Ymerh Tekyuuii KOHTPOJIb:

aTTeCTallNX IIepCOHaa
Kon C
YpoBenb kBagupukanuu 6

JIOKyMEHTO000pOTa MPH MPOBEACHUN
OIICHKH M aTTECTAIMH MTePCoHaIa
Konx C/03.6

YpoBeHs (I0AypOBeHD)
KBaJupurauuu 6

ACATEJIbHOCTD IO OLICHKE
1 aTTeCTallui 1NepcoHaia

aJIMUHUACTPHPOBATH
MPOLIECCHI U
JIOKyMEHTOO0OPOT TIPH
MPOBEACHUH OIICHKH U
aTTeCTAIlMU TIePCOHAA

TecToBble 3a7aHUs II0 TEME
Ne 15,16,117,18

3amaHus 1o TeMe

Ne 17,18,19,20

IIpoMeskyTOUHBII
KOHTPOJIb:

3agaHus 110 AUCIMILUIMHE
Nel,2




14 O0beM y4eOHOI TUCHUIIUHBI U BBl Y4e0HOH padoThl

TpynoeMKOCTH Bcero CemecTpsl
Bua yuedHoii padoThl TpyaoeMKocThb
B 324eTHBIX B aKaJleMHYeCKHUX
o cemecrpam (1)
ennnunax (3E) yacax (4) 3

AyauTopHasi padoTa, Bcero 1,83 66 66
B TOM YHCIIE!

Jlexupu (JI) 0,33 12 12

Jlaboparopubie mpakTukyMsbI (JIIT)

IIpaktuaeckue 3ausaTus (I113) 1,50 54 54

Knuamueckue nmpakTudeckue 3aHATHS

(KII3)

Cemunapsi (C)
CamocTosTe1bHasi padoTa CTydeHTa
(CPC), B ToM uncie HUPC 1,17 42 42
IIpomexyTouHas saer (3) 3 3
aTTecTanus scsament ()
JK3aMeH / 3a4eT 3ayeT 3ayer
UTOTrO 3 108 108




1. CTPYKTYPA U COAEP)KAHUE JUCHUIIJINHBI

O06mas TpyI0eMKOCTh JUCIHILTAHBI COCTABISACT 3 3aUeTHBIX enuHuIl, 108 u.

2.1 YuyeOHO-TeMaTHUYeCKHUIi IVIAH JMCIUILIMHBI
=3 Buabl yueoHoii padoThl
Ne § S 3
w/n HaumeHoBaHHe pa3aesia TUCHUILITHBI S g 3 AyIUTOpHBIE YaChl CP
] =
@) | JII | 13 KII3
1. | Pa3aen 1. OcHOBHBIE BONPOCHI
JeJ0NPOU3BOACTBA B MeIUIIMHCKOIT
OpraHM3anuu
1.1 | Tema 1. OcHOBBI OpraHu3auuu
JIEJIOTIPON3BOICTBA. 8 9 b 4 3
1.2 | Tema 2 .Ponb nokymeHra B o0ecrieueHIN
OTIEPATUBHOTO YIIPABIICHU 8 9 6 3
1.3 | Tema 3. PexBU3UTHI U CTPYKTypa 8 10 5 4 4
JIOKYMEHTA.
1.4 | Tema 4.HopmaruBHBIE TpeOOBaHHS K
COCTaBY OCHOBHBIX PEKBU3UTOB M UX 8 10 6 4
0(hOPMIICHHUIO
1.5 | . Tema 5. Knmaccuduxanus JOKyMEHTOB 8 10 2 4 4
1.6 | Tema 6. Knaccuduxamusi TOKyMeHTOB, 2 8 10 6 4
4acTh
1.7 | Tema 7.0pranu3zaiust paboTHI C 8 10 ) 4 4
JTOKYMEHTaMHU
1.8 | Tema 8.Opranu3zaiust pabOTHI C
8 10 6 4
JIOKyMEHTaMH, 2 9acTh
1.9 | Tema 9.Pabora ¢ KoOHpHIESHITHATHHBIMU 8 10 ) 4 4
JTOKYMEHTaMHU
1.10 | Tema 10.Pabota ¢ KoHPHUASHINATHHBIMU 8 10 6 4
JIOKyMEHTaMH, 2 9acTh
1.11 | Tema 11.Mudopmaruzanus u 8 10 5 4 4
aBTOMATH3AIHs JCIONPOU3BOICTBA
3auer 8
Bcero 8 108 12 54 42




2.2 JlekunoHHbIe (TeopeTHYECKHE) 3aHATHS

@
=
8 KoMnerenuus
- =9 > ®OC,
° = ¢opmupyemasn no reme .
No HaumeHoBaHue pa3zaena, TeM . & g Hnaukarop NMOJATBeP:KAAOIIH I
Copep:xaHue JeKIMOHHBIX 3aHATHH 5 S 3aHATUSA
n/n AUCHMITAHBI $ 5 KOMIIeTeHI[UH OCBOEHHE
= O | (comepanue MOIHOCTBIO C
] KOMITeTeHI[HH
= BBIJICJICHUCM YaCTH)
=}
=
1. | Paznen 1. OcHOBHBIE BONIPOCHI | X X X X
JeJI0NMPOU3BOACTBA B
MeIUIMHCKOI OpraHu3anum
1.1 | Tema 1. OCHOBBI OpraHU3AIAN M3noxeHne TEOPETUUIECKUX aCIIEKTOB 2 8 | YK4 HN-2 yk-4 Y™MeTb Texkyuuii KOHTPOJIb:
JIEJIOTPOU3BOICTBA. 1o teme. JIOKyMEHTUpOBaHUE U CrnocodHoCTh NIMCbMEHHO M3JIaraTh TecToBbIE 3a0aHUS 110
JIEIIOTIPON3BOCTBO — LIENb, IPEIMET, OCYLIECTBJISATH J1EJOBYI0 TpedyemMyro TeMe
3ama4u u ctparerus. CpencTsa u BUIBI KOMMYHHMKAIIMIO B YCTHO# | HHpOpMALHIO Ne 1,2
nokymeHTrpoBaHus. [lepeuens H MUCbMEHHOI dopmax 3amaHus 1o TeMe
N HN/I-4 yk-4 YMeT
OCHOBHBIX OIepanuii mpu padore ¢ Ha IOCyAapCTBEHHOM HCIIOIB30BATE Ne 1,2,3,4
nokymMeHTamu. CHCTEMa U IPOLIECCHI si3bIke Poccniickoit
COBPEMEHHBIE .
YIpaBJICHUS TOKYMCHTAMHU. Denepanun u IIpomMe:xkyTOUHBIIT
HH(POPMAIIMOHHBIC U
OCHOBHBIC KOMITOHCHTHI HOPMATUBHO- HMHOCTPAaHHOM(BIX) KOHTPOJIb:
. KOMMYHHUKAI[HOHHBIE
MeTOoYecKor 0a3bl. OCHOBHEBIC sI3bIKE(aX) 3ananus 1o
HOPMATHBHBIC aKThI CPeACTRA M TCXHONOTMN | /cummiine
’ OIIK-1 MU I-3 onk1 YMeTsh
perIaMeHTUPYIOIINE JIEATEIbHOCTD C p Nel,2
I H rPaMOTHO U JIOCTYITHO
TpEeANPUATHS (OpTaHU3AINH) 110 ocooe p Aocty
peain30BbHIBATH H3JIaraTh
JOKYMEHTHPOBAHHIO U
NpaBoBbIe HOPMBI, po¢heCCHOHATHHYIO
JIEIIOTIPON3BOICTBY.
JTUYECKHUE H HH(OPMAIIHIO B
JICOHTOJIOTHIECKHE rporiecce
TIPUHIUTHI B MEXKYJIBTYPHOTO
npodhecCHOHATbHON B3alMOJCHCTBUS,
JIeSITEeIbHOCTH coOJIrO1as IPUHIIUTIBI
OMOATHKH U
JICOHTOJIOTHH
1.3 | Tema 3. PexBusutsl u cTpykrypa | M3noxeHue TeOpeTHUECKUX acleKTOB 2 8 | OIIK-10 HJ-1 onk 10 YMeTh Texymuii KOHTPOJIb:
JIOKYMCHTA. 10 TeMe. PEKBHU3HTHI U CTPYKTYypa Crnoco0eH npuMeHsITh TIPUMEHSTh TecToBbIe 3a1aHU 110




JIOKYMEHTa — TIOHSTUE U CYIIIHOCTb. OpraHH3aIMOHHO- OpraHU3aIOHHO- TeMe
Oo6mme TpeOoBaHUs K CO3aHUI0 YIpaBJIeHYeCKYI0 YHpaBIEHYECKYIO U Ne 3,4,5,6
JIOKYMCHTOB. HOPMATHBHYIO HOPMaTHBHYIO 3amaHus Mo TeMe
JOKYMEHTAIHI0 B cBoeil JIOKyMEHTaluio B cBoelt | Ne 5,6,7,8
JeATeJbHOCTH, JeSITeTbHOCTH
€aJIN30BBIBATH
P HNJI-2 onk 10 YMeTh .
NPUHIUIBI CHCTEMBI IIpoMe:kyTOUHBII
pean30BEIBATh
MeHeIKMeHTa KayecTBa B KOHTPOJb:
. TIPUHIUTIEI CHCTEMBI
npogeccuoHAILHON 3amaHus 1o
MEHEKMEHTa KauecTBa
JIeATeJIbHOCTH o JICIIUATUTAHE
B IPO(eCCHOHATBHOM Nol 2
JIEATEIbHOCTH -7
1.5 | Tema 5. Knaccudukaums N3noxeHne TeopeTUUECKUX aCIEKTOB OIIK-10 HJ-1 onk 10 YMeTh Texymuii KOHTPOJIb:
JIOKYMCHTOB mo Teme. Bugpl TokymeHTa. Crnoco0eHn npuMeHsITh MIPUMEHSTh TecToBbIe 3a1aHUS 110
Knaccudukamus TOKyMEeHTOB 1O OpraHH3aIMOHHO- OpraHU3aI[MOHHO- TeMe
pa3IMYHBIM KaTEropyusM Ha3HAuEHMUsL. YIPABJICHYECKYIO YIPaBIEHYECKYIO U Ne 7,8,9,10
Tabens hopM TOKyMEHTOB. ATHO00M HOPMATHUBHYIO HOPMATHUBHYIO 3amaHus 10 TeMe
¢dopMm moxymeHToB. Komrurekcst JOKYMEHTAIHI0 B cBoeil JIOKyMeHTaruio B cBoed | Ne 9,10,11,12
JIOKYMEHTOB (DyHKITHOHAITEHON JIeATeJbHOCTH, JeSITeTbHOCTH
CUCTEMBI. YPOBHH YIIPABIICHUS peaju30BbIBATH W2 VMeTE IIpomeskyTOYHBII
. -2 OmIK 10
nokymeHrarei. Cucrema NPUHIUIBI CHCTEMBI CAH3OBLIBATE KOHTPOJb:
JOKYMEHTAIIUHN U KOIXUPOBAHHUS. MeHeIKMEHTa KayecTBa B p 3agaHust o
. TIPUHIUTIBI CHCTEMBI
IlepeueHb OCHOBHBIX CHCTEM npogecCHOHAIBLHOT JICIIUATUTAHE
MEHEXKMCHTA KauecTBa
JIOKYMEHTallu1 U KOJUPOBAHHUS. JIeATEeJIbHOCTH . Nel,2
B Ipo(heCCHOHATBLHOM
Knaccudukanus cucrem
JCSITETIBHOCTH
JIOKYMCHTAIIH
1.7 | Tema 7. Opranuzauus padotsl ¢ | V3i10xeHHE TEOPETUUECKHUX ACIIEKTOB OIIK-11 HJ-1 onk 11 YMmeTh Texymuii KOHTPOJIb:
JIOKYMCHTaMH no teme. JIokyMeHTallbHOe Cnocoben MPOEKTHUPOBATH TecToBbIe 3a1aHUS 110
obecnieuenue yrpapienus (JJOY) Ha NMPOEKTUPOBATH OpraHu3alMOHHbIE TeME
TIPEeIIPUATHH (OpTaHM3aINN). OpraHu3anuoHHbIe CTPYKTYPBbI Ne 11,12,13,14
Opraanzanus JOKyMEHTO000pOoTa Ha CTPYKTYPHI, 3amaHus 1o TeMe
HUJ-2 onk 11 YMeTh
MIPEeIIPUATHH (OpTaHM3AINN). IUIAHUPOBATH U Ne 13,14,15,16
IUTAHUPOBATh U
TexHOTOTHS AETOIPOU3BOICTRA. OCYLIECTBJIATH
OCYILECTBIISITh N
Cucrtema HHPOPMAITHOHHOTO MepONpHUsTHS 10 MODONDHSTHS 110 IIpoMe:kyTOUHBII
obecnieueHus1. JJOKyMeHTaIbHBII YIpAaBJIEHU IO npaBerHmo KOHTPOJb:
(GhoHI 1 JOKYMEHTO000POT MEePCOHAJIOM, iepCOHaHOM 3amanus no
npeapuaTys (OpraHu3alm) — pacupeneiasaTs u p JICIIATUTAHE
CYILIHOCTb, IPUHIIMIIBI OPTaHU3ALNH, J1eJIeTHPOBAaTh HN-3 onk 11 YMeTh Nel,2
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rpaduK, OCHOBHBIC STAIbl ABUKCHHUS U
00paboTKN TOKYMEHTOB.
HomeHnknatypa aen — CyLiHoCTb,

MOJTHOMOYHSA C YUETOM
JIHYHOH OTBETCTBEHHOCTH
3a oCylIeCTBJ/IsIEMbIC

pacnpenesTs u
JIeJIerupoBaTh
[IOJIHOMOYUS

OCHOBHEBIE TPEOOBaHUS K COICPIKAHHIIO MepOoNpUsITHS MOAYMHEHHBIM C yYETOM
7 0(hopMIICHUIO, BUIBI M (PYHKITHH JTUYIHON
OTBETCTBECHHOCTH
1.9 | Tema 9. PaGora c M3noxeHne TEOPETUUECKUX aCIIEKTOB OIIK-10 HNJ-1 onk 10 YMmeTs Texkyuuii KOHTPOJIb:
KOH(HICHITNATHHBIMHI o teme. Kondunernnansaas Cnoco0eH npuMeHsITh TIPUMEHSATH TecToBbIe 3aHaHUS 110
JOKYMEHTaMH nHpOpMANUSI — CYITHOCTh, IOHATHE U OpraHu3alMOHHO- OpTraHU3aIOHHO- TeMe
3aKOHOJATEIIbHOE PETYINPOBAHHE. YIpPaBJIeHYECKYI0 YIPaBIEHYECKYIO Ne 15,16,17,18
[epeuens cBenennit HOPMATHBHYIO HOPMAaTHBHYO 3aganust IO TeMe
KOH(HUICHIMAIBHOTO XapaKTepa. JIOKYMEHTALHIO B CBOEH JIOKyMeHTaluto B ceoeit | Ne 17,18,19,20
KonduneHmanbpHbIi JOKYMEHT — JIeATeJIbHOCTH, JeSTeIIbHOCTH

TIOHSITHE, BU/IBI, OCOOEHHOCTH.
[puHiune paboTsI C
KoH(HIEeHITHATEHON HHPOpMAaIHEeH 1
KOH(UACHIMATEHBIME JOKYMEHTAMH.
JoxymeHT0060pOT
KOH(UICHIMATBHBIX JOKYMEHTOB, KaK
00BEKT 3aITUTHl HHPOPMAITHH.
[epedeHb OCHOBHBIX KaHAJIOB yTPAThI
KoH(UAEHIIMANEHON HHPOPMALHH.
3auIeHHbIA JOKYMEHTO000POT —
OCHOBHBIE U JIOTIOJHUTEIbHBIC
MEPONPHATHS, IPOBOJUMBIC AJISI
3aIIUTBI KOHQUACHIHATBHOI
nHdopmauuu. TpeboBanus K
00paboTKe KOHPHUACHIIHATHEHOM
uHpOpPMAIMK U KOHPUICHIIHATHHBIX
JIOKyMEeHTOB. Busbl ydera
KOH(UICHIMATBHBIX JTOKYMEHTOB.
[poueayps! ¥ TAIbI 3ALUUICHHOTO
JIOKyMeHT0000poTa. OCOOCHHOCTH
OpraHU3all{ yYeTa U BeACHHS
HOMEHKJIATYPbI Je
KOHOHICHIMATBHBIX JOKYMEHTOB.
[lepconanbHbIe JaHHbBIE — HOHITHE U
nepedeHb. OcCOOEHHOCTH U YCIIOBUS

PCAJIN30BbIBATH IMTPUHIUIIBI
CUCTCMbI MCHCIP)KMCHTA
Ka4dyeCTBa B

npodeccHoHATbHON

JIeITeIbHOCTH

K-7 HU-3 nk7Yvers

Crnoco06eH oCcymecTBJsITh | aAMUHUCTPUPOBATH

JeSITeJILHOCTD 110 MIPOLIECCHI U

obdecrieyeHUI0 JOKYMEHTO000pOT

TMEPCOHAIOM obecrieyeHUs
NIepCOHAIIOM

IIK-8 HNA-3 nks YMeTb

Crnoco6eH ocymecTBIATh | aAMUHUCTPHUPOBATH

ACATC/IBHOCTD II0 OLICHKE
" aTTeCTalluy IMepcoHaaa

IIPOLECCH U
JOKyMEHTO000pOT TpH
MIPOBECHUH OLICHKH 1

aTTEeCTALMU NIePCOHANA

IIpomMe:xkyTOYHBII
KOHTPOJIb:
3amaHus 1o
JHCLUIIIHHE

Nel, 2

I




00paboTKN EepPCOHAIBHOM
HHGOPMAIUH U IEPCOHATBHBIX
JIOKYMEHTOB

1.11 | Tema 11. Undopmaruzanus n N3noxeHne TeOpeTUUECKUX aCIEKTOB 2 YK-4 HU1-4 yk-4 Y™MeTb Texymuii KOHTPOJIb:
ABTOMaTH3AIHS o Teme. CyIHOCTb, 3aJa9 H Crnoco6HoOCTH HCTIOJTB30BaTh TecToBbIe 3aHaHU 110
JIEIIOTIPON3BOICTBA OCHOBHBIE TPUHIUIIB OPTaHU3AIH OCYLIECTBJIATH 1EJOBYI0 COBpPEMCHHBIC TeMe

TIpOIecCOB HHYOPMATH3ALNH H KOMMYHHMKAIIHIO B YCTHO# | WHpOPMAaMOHHBIE U Ne 19,20,21,22
ABTOMATH3AINH JEJIOMPON3BOJICTRA. H MUCbMEHHOI dopmax KOMMYHHUKAI[HOHHBIE 3amaHus 1O TeMe
OCHOBHBIE KOHIICTIIIMHA OpTaHU3aI[uH HA roCyJAapCTBEHHOM cpenctBa u TexHosorun | Ne 21,22
6e30yMaKHOH TEXHOIOTHH. si3bike Poccuiickoii
TexcToBbIE KOMIIOHEHTHI JOKYMEHTOB ®enepanun u IIpomMe:kyTOYHBII
— BUJIBI, IOHATHSI, TIPUHIUITEI HMHOCTPAaHHOM(BIX) KOHTPOJIb:
opraHu3zanuu. DJIEKTPOHHAs CUCTEMA sI3bIKe(ax) 3ananus 1o
yHOpaBlieHUs! JOKYMEHTaMH — OIIK-12 HN-1 onk 12 YMeTh JUCLUILINHE
CYUIHOCTb, MPUHIUIIBI OPTaHU3ALNH, Cnoco0eH NpuMeHsITh OLICHUBATh Nel, 2
3anaum, QpyHkimn. TUIIOBBIE 1 COBpPEMEHHbI€ METOAUKH nH}pOpMaIMOHHBIE Oa3bl
JOTIOTHUTEIBHBIE TPEOOBAaHMS K cOopa u 00padoOTKH MEIUINHCKUX JaHHBIX C
3JIEKTPOHHON CHCTEME YIIPaBICHUS uHpoOpMaIUH, TTO3UIINHA T0Ka3aTeIBHON
JIOKyMEHTaMH. DJIEKTPOHHBIN HEO0OXOANMOM IS MEIUITAHBI
JOKYMEHT, 3JICKTPOHHBIN MIPOBEACHUS HAYIHOTO
JOKYMEHTOO000POT, AIEKTPOHHO- HCCIICIOBAaHUS
U poBas MOANUCH — MIOHITHE, BHIIBI,
TpeboBanus. ba3a naHHBIX,
JJIEKTPOHHAsI OIHKCH JIe — IIOHSTHE,
0COOCHHOCTH CO3/IaHUs U
OpraHu3aiys paboThL.
HHbopMaMOHHO-ITONCKOBAs CHCTEMA
— noHsATHE U BUABL. Kitaccudukanns n
KJ1accu(puKaTopbl HHPOPMAITHOHHO-
TTOMCKOBBIX CHCTEM

Bcero uyacos 12 X X X
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2.3 IIpakTuyeckue 3aHATUS
@
=4
s KoMnerenuus
- =3 i DOC,
o = ¢opmupyemasn no reme .
Neo HaumeHoBaHue pa3iena, TeM CopepxaHue NPAKTHYECKUX 8 g SAHSTHS Huaukatop NMOATBePKAAOIHU A
n/n JHCHMIIMHBI 3aHATHH] S 3 KOMIIeTeHI[UH OCBOEHHE
F| O | (comepxanue MOIHOCTHIO
= KOMIIeTeHI[HH
= C BBIJICJICHHEM YacTH)
=]
=z
1. | Pazgen 1. OcHoBHbIE X X X X X X
BONPOCHI AeJI0NPOU3BOICTBA
B MeJUIUHCKOI
OpraHu3anuu
1.1 | Tema 1. OCHOBBI OpraHU3aIAH IIpoBepka 3HaHMI 110 TEME C 4 8 | YK4 N]-2 yk-4 YMeTs Tekyuuii KOHTPOJIb:
JIEIIOTIPON3BOICTRA. puMeHeHneM (OHAa OIEHOTHBIX CnocooHocTh MMUCHMEHHO M3JIaraTh TectoBble 3agaHus MO
cpencts. JlokyMeHTHpOBaHUE U OCYILIECTBJISATH IJOBYH | TpeOyeMyro TeME
JIeIIONPOU3BOCTBO — LIEIb, KOMMYHHUKAIUIO B nHPOPMALINIO Ne 1,2
MPEIMET, 3a/1a49H U CTPATETHs. CTHO¥ W MUCHbMEHHOMH 3amaHus Mo TemMe
p ’ P M NJ-4 yk-4 YMeTs
CpenctBa v BUJIBI ¢popmax Ha Ne 1,2,3,4
UCIIOJIE30BaTh
nokyMeHTHpoBaHus. [lepeycHb TOCYIAPCTBEHHOM si3bIKe |
OCHOBHBIX Ollepanuii npu padore ¢ Poccuiickoii ®enepanun - (1?0 MALHOHHDC 1 IIpomeskyTOUHBII
nokymeHtamu. Cucrema u U MTHOCTPAHHOM(BIX) pMatt KOHTPOJIb:
KOMMYHUKAI[HOHHBIC
MPOLECCHI YIPABJICHUS si3bIKe(ax) 3anmanus o
nokymeHTaMu. OCHOBHEIC CPCACTRA U TCXHONOTMN | jiicmruinte
' OIIK-1 MU -3 onk-1 YMeTh
KOMITOHEHTHI HOPMaTHBHO- C p Nel,2
o nocodex IPaMOTHO U JIOCTYITHO
metoandeckoi 0a3er. OCHOBHBIE p AoCTy
peann3oBbIBATh n3JaraTh

HOPMATUBHBIC AKTHI,

PETIAMEHTHPYIOTIHE IEATEMHHOCTS NpaBoOBbIe HOPMBI, podeCCHOHANBHYIO
ATUYECKHE U nH(OPMAIINIO B
MPEeANPUATHS (OpTaHU3AINH) 110
JIEOHTOJIOTMYECKHUE npotecce
JIOKYMCHTHUPOBAHHIO U
MPUHIIUTIBI B MEXKYJIBTYPHOTO
JICIIOTIPOU3BOICTBY . 2

poheCCHOHATBHOMN B3aMMOJICHCTBHS,

JIESTeIIbHOCTH cOOJFO1ast TPUHIIMIIBI
OMOAITHKH U
JICOHTOJIOTHH
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1.3 | Tema 2. Ponb nokymMeHTa B . Ponb 1 Ha3HaueHue JOKyMeHTa B YK-4 N-2 yk-4 Y™MeTs TekylHii KOHTPOJIb:
00eCIIeYCHUHN ONIEPATUBHOTO 00eCIICYCHUH OTIEPATUBHOIO Cnoco6HoCTH MMUCBMEHHO U3JIaraTh TecToBbIe 3a1aHusI IO
yIpaBJICHUS ynpasieHus. OCHOBHBIC (DYHKIIUU OCYIIECTBJIATH AeJIOBYI0 | TpeOyemyro TeMe

JIOKyMEHTa KOMMYHUKAIUIO B nHPOPMALINIO Ne 1,2
CTHOI U NMCbMEHHOM 3amaHus 1Mo Teme

y N]1-4 yk-4 YMeTs ¢

dopmax Ha Ne 1,2,3,4
HCTIONB30BaTh

rocy1apcTBeHHOM fI3bIKe

Lo COBpPEMEHHEBIC .

Poccuiickoii ®enepanun IIpomexyTOUHBIH
nH(OPMAIMOHHBIE U

1 MTHOCTPAHHOM(BIX) KOHTPOJIb:
KOMMYHHUKAITHOHHBIE

s3bIKe(ax) 3ananus no
CPENCTBA M TEXHONOTHH | e

OIIK-1 -3 onk-1 YMeTb Nel.2

Cunocoben rPaMOTHO U IOCTYITHO m

peann3oBBIBATH U3JaraTh

NpPaBoOBbIe HOPMBI, poeCCHOHATBHYIO

STHYCCKUEC U UHpOPMAIILIO B

JIEOHTOJIOTHYECKHUE mporiecce

TIPUHITUTIBL B MEXKYIBTYPHOTO

npodeccruoHaTLHOM B3aMMO/ICHCTBHS,

JIESITETTFHOCTH coOIro/1ast TPUHIIHIIBI
OMOATHKH U
JICOHTOJIOTHH

1.3 | Tema 3. PekBu3UTH U IIpoBepka 3HaHUI 11O TEME C OIIK-10 MNI-1 onk 10 Y™MeTh Tekyuuii KOHTPOJIb:

CTPYKTYpa JOKyMEHTa pUMEHEHHEM (POHIa OICHOYHBIX Cnoco6eH MpuMeHSTH MIPUMCHSTh TecToBbIe 3a1aHusI O
CpencTB. PeKBU3UTHI U CTPYKTypa OPraHU3aIlOHHO- OpraHU3aIMOHHO- TeMe
JIOKYMEHTa — MOHSTUE U CYIIHOCTb. YIpaBJIeHYECKYI0 YIPaBJIECHYECKYIO U Ne 3.4,5,6
Oo6uue TpeOOBaHUS K CO3JaHHIO HOPMATHBHYH) HOPMATHUBHYIO 3anaHus Mo TemMe
JIOKyMEHTOB. JOKYMEHTAIUIO B CBOeH JIOKyMEHTaluio B cBoelt | Ne 5,6,7,8
NeATeIbHOCTH, JIESITeIIbHOCTH
€aJIN30BbIBATH
p NJ-2 onk 10 YMeTs .
NPUHIUIIBI CHCTEMBI IIpoMe:kyTOUHBII
pearn30BBIBaTh
MeHeIKMeHTa KadyecTBa KOHTPOJb:
. TIPUHITUITEI CHCTEMBI
B npogeccuoHATbHOM 3amanus o
MEHEIKMEHTa KayecTBa
AeATeIbHOCTH . JTUCTIATUTHHE
B IpodeCcCHOHATBHON Nel. 2
- 2

JACATCIBbHOCTU
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1.4 | Tema 4. HopmatusHblE HopwmaruBHbIe TpeOOBaHHIO K OIIK-10 M J-1 onk 10 YMeTh TekylHii KOHTPOJIb:
TpeOOBaHUS K COCTABY 0(OPMIICHHIO YIIPABICHUCCKOM Cnoco6eH MpuMeHSTH MIPUMCHSTh TecToBbie 3a1aHUsI O
OCHOBHBIX PEKBH3HUTOB M UX JIOKYMEHTAIUN — PACIIOJIOKCHHE OPraHU3alNOHHO- OpraHU3aIMOHHO- TeMe
o opMIICHHIO OCHOBHBIX PEKBH3UTOB (TpH(OB) yIpaBJIeHYECKYI0 YIPABJIEHYECKYIO U Ne 3,4,5,6

JIOKYMEHTa, H3TOTOBJICHHE OJTaHKOB. HOPMAaTHBHYIO HOPMATHBHYIO 3amaHus 1Mo Teme
OcHOBHBIE BUIbI OJIAHKOB JOKYMEHTAI[HIO B CBOEH JIOKYMEHTAIHIo B cBoeit | Ne 5,6,7,8
JIOKYMEHTOB JMeATeIbHOCTH, JIESITETFHOCTH
€aJIN30BbIBATH
p NJ-2 onk 10 YMeTh .
NPUHIUIIBI CHCTEMBI IIpoMe:kyTOUHBII
pearn30BHIBaTh
MeHeIKMEHTA KauecTBa KOHTPOJIb:
. MIPHUHIUITBI CUCTEMBI
B IpodrecCHOHATBHOM 3ananus no
MCHEKMEHTA Ka4yeCcTBa
NeATeTbHOCTH . JUCIIATUTHHE
B PO eCCUOHATBHOM Nel 2
JIEATEJIbHOCTH -
1.5 | Tema 5. Knaccudukanums IIpoBepka 3HaHUil M0 TEMe ¢ OIIK-10 N J-1 onk 10 YMeTh TekylHii KOHTPOJIb:
JIOKYMCHTOB pUMEHEHHEM (POHIa OLICHOYHBIX Cnoco6eH mpuMeHSTH MIPUMCHSTh TecToBbIe 3a1aHusI 1O
cpencts. Buasl mokymenra. OPraHu3anuoOHHO- OpTraHM3aIMOHHO- TeMe
Knaccugukarms 1oKyMeHTOB 110 yIpaBJIeHYECKYI0 YIPABJIEHUYECKYIO U Ne 7,8,9,10
Pa3IMIHBIM KaTErOpHIM HOPMATHBHYIO HOPMATHBHYIO 3amaHus 1Mo Teme
HazHaueHus. Tabenb popm JOKYMEHTAI[HIO B CBOEH JIOKyMeHTanuio B ceoeit | Ne 9,10,11,12
JIOKYMEHTOB. Aib00M hopm JMeATeIbHOCTH, JIESITETFHOCTH
JIOKyMeHTOB. Komruiekchbl peain3oBbIBATH W2 VMeTh IIpomeskyTOUYHBIH
N -2 oK 10
JIOKYMEHTOB ()YHKIIMOHATBHOM TMPUHIHIBI CHCTEMBI KOHTPOJIb:
peannu30BhIBATh
CUCTEMBL. MEHeIKMEHTA KauecTBa 3anmanus o
. MIPHUHIUITEI CUCTEMBI
B IpodecCHOHATBHOI JUCIATUTHHE
MCHE[KMEHTA Ka4yeCcTBa
JIeATeJIbHOCTH Nel,2

B IIpO(heCCHOHANILHOM
JIeSITEIIbHOCTH
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1.6 | Tema 5. Knaccudukanms VYpoBHHU ynpaBieHUst OIIK-10 N J-1 onk 10 YMeTh TekylHii KOHTPOJIb:
JIOKyMEHTOB, 2 4acTb nokymeHranueid. Cucrema Cnoco0eH NPUMEHSATH MIPUMEHSTh TecroBble 3a1aHus 110
JIOKYMEHTAIIUU U KOJUPOBAHMUSL. OPraHU3aINNOHHO- OpraHU3aIMOHHO- TeMe
IlepedyeHb OCHOBHBIX CUCTEM yIpaBJIeHYECKYI0 YIPABJIEHYECKYIO U Ne 7,8,9,10
JIOKYMEHTAIIN! U KOJAUPOBAHISL. HOPMAaTHBHYIO HOPMATHBHYIO 3amaHus 1Mo Teme
Knaccudukanus cuctem JOKYMEHTAI[UIO B CBOEH JIOKyMeHTanuio B ceoeit | Ne 9,10,11,12
JIOKYMEHTAIIIN JAeATeIbHOCTH, JIESITETFHOCTH
€aJIM30BbIBATH IIpomexyTOUHBIH
p NJ-2 onk 10 YMeTh p y
NPUHIHUIBI CHCTEMBI KOHTPOJIb:
peann30BHIBATH
MEHeIKMEHTA Ka4ecTBa 3anmanus o
. MIPHUHIUITBI CUCTEMBI
B podecCHOHATBHOI JUCIIATUTHHE
MCHEKMEHTA Ka4yeCcTBa
JIeATeJIbHOCTH N Nel,2
B IIpO(heCCHOHANILHOM
JIESTEIIBHOCTH
1.7 | Tema 7. Opranuzauus padotsl | [IpoBepka 3HaHMI 1O TeMe C OIIK-11 M J-1 onk 11 YMeTh TekylHii KOHTPOJIb:
C TOKyMEHTaMH MpUMEHEHHEM (POHIa OLICHOYHBIX Cnocoben MIPOEKTHPOBATH TecToBbIe 3a1aHusI 1O
cpencts. JlokyMeHTaIBHOE NMPOEKTHPOBATH OpTraHH3aIHOHHBIC TeMe
obecneuenne ynpasnerus (JJOVY) OpraHu3amuoHHbIe CTPYKTYpbI Ne 11,12,13,14
Ha TIPEeINPUATHH (OpTaHU3AINH). CTPYKTYPBI 3amaHus 1Mo Teme
peamp (op ) PYKTYPBI, NJ-2 onk 1 YmeTs
Opranmzanus J0KyMeHToo0opoTa IUIAHUPOBATh U Ne 13,14,15,16
IJTAHUPOBATH U
Ha TIPEeINPUATHH (OpTaHU3AINH). OCyIIEeCTBIATH OCYILIECTBIATS
TexHonorust Aenonponu3BoACTBa. MepONpUATHSA MO Mey ONDHSITISE 11O IIpomeskyTOUYHBIH
Cucrema HHPOPMALUOHHOTO YIPaBJIeHATO porip KOHTPOJIb:
YIPaBJICHUIO
o0ecreUCHHUSI. TEPCOHAJIOM, 3anmanus o
MIEPCOHATIOM
pacnpeneiasTs U JUCIIATUTHHE
JeJIerupoBaTh MNI-3 onk 11 YMeTh Nel,2

TMOJIHOMOYHUS € y4eTOM
JMYIHOM
OTBETCTBEHHOCTH 32
ocyliecTBasieMble
MeponpPUsITHsI

pacnpenenarTs u
JIeNIeTUpOBaTh
MIOJTHOMOYUS
[IOTYMHEHHBIM C
Y4ETOM JINYHOU
OTBETCTBEHHOCTH
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1.8 | Tema 8. Opranuszanust paboTHI JlokymeHTansHbIi GoHa 1 OIIK-11 M J-1 onk 11 YMmeTh TekylHii KOHTPOJIb:
C TOKyMEHTaMH, 2 4acTh JIOKYMEHTOO000POT TpeIpHUITUS Cnocoben MIPOEKTUPOBATH TecToBbIe 3a1aHusI O
(opranm3anuu) — CyIHOCTb, TMPOEKTHPOBATH OpraHU3aIUOHHBIC TeMe
MIPUHIUITEI OPTaHU3ALNH, TPapUK, OpraHu3amuoHHbIe CTPYKTYpbI Ne 11,12,13,14
OCHOBHBIE 3TAIlbl IBIKCHUS U CTPYKTYPHI, VT2 o 11 Y MeTs 3amaHus 1Mo Teme
00paboTKH TOKYMEHTOB. IUIAHUPOBATb U Ne 13,14,15,16
IUTaHUPOBATD U
Homenknarypa mex — CymHoCTb, oCyIIeCTBIATH
OCHOBHBIE TPeOOBAHNUS K MepOonpusiTHS M0 OCYHICCTBIATH IIpoMe:kyTOUHBII
COZIEPKAHUIO U 0(OPMIICHUIO, BHBI ynpaBJIeHHIO MEPOTIPHATHA IO KOHTPOJb:
U QYHKIUH TEPCOHAJIOM, YTPaBJICHHIO 3anmanus 1o
pacnpeneiasTs U fEpCoHaIom JUCIHATUTHHE
JeJIerupoBaTh MNI-3 onk 11 YMeTh Nel,2
TMOJTHOMOYHSI € YIeTOM pacrpeneniars u
JMIHOM JIEJIETUPOBATh
OTBETCTBEHHOCTH 32 [TOJTHOMOYHSI
ocyliecTBasieMble IO TYMHCHHBIM C
MeponpHusTHS YYETOM JINYHOU
OTBETCTBEHHOCTH
1.9 | Tema 9. PaGora c IIpoBepka 3HaHMI 110 TEME C OIIK-10 MNI-1 onk 10 Y™MeTh Tekyuuii KOHTPOJIb:
KOH(HICHITNATHHBIMHI puMeHeHneM (OHAa OIIEHOTHBIX Cnoco6eH npuMeHsITh MIPUMEHSTH TecToBbIe 3agaHus 1O
JOKYMEHTaMH cpencts. Korndunernnnansaas OPraHu3anuoOHHO- OpTraHM3aIMOHHO- TeMe
nHpOPMAaNUI — CYITHOCTb, IOHSATHE yIpaBJeHYECKYI0 YIPABJIEHUYECKYIO U Ne 15,16,17,18
1 3aKOHO/ATeNIbHOE HOPMATHBHYH) HOPMATHUBHYIO 3anaHus Mo TemMe
perynupoBanue. [lepeuenn TOKYMEHTAIINIO B CBOeii | JokyMeHTauuto B cBoedt | Ne 17,18,19,20
CBEICHUH KOH(QHUICHIIUAIHLHOTO NeATeTbHOCTH, JIESTeIIbHOCTH
xapakrepa. KoHpuneHunanbHbli peanu30BbIBaThL IIpoMeskyTOUHBII
JIOKYMEHT — ITOHSATHUE, BUJIBI, MIPHUHIUITBI CHCTEMBI KOHTPOJIb:
ocobenHocTH. [IpHHIUITEL pabOTHI € MCHEJKMCHTA KauyeCcTBa B 3anmanus o
KOH(pUIEHITHATEHOW HHOpMaen npodeccrnoHaTLHOM JUCITUTUTHHE
1 KOHPHUACHIHATLHBIMH JIeATEITBHOCTH Nel,2
IOKyMeHTaMu. JIoOKyMeHTO000pOT MK-7 N/-3 nx7Ymers

KOH(UACHIMATBHBIX JOKYMEHTOB,
KaK OOBEKT 3aIIUThl HH()OpPMAITHH.
[lepeyeHb OCHOBHBIX KaHAJIOB
yTpaThl KOHGUACHIUATEHON
nHdopmanum.

CnocodeH ocyliecTBIAATH
AeSITeTBHOCTD 110
odecneyeHHI0
NMEepPCOHAIOM

AJMUHHCTPHPOBATh
HPOLIECCH U
JIOKYMEHTOO00POT
obecrieueHus
IIepCOHAIIOM

L1




K-8

Cnoco0eH ocylecTBJISTh
OeATECJIBHOCTD IO OLICHKE
U aTTeCcTalluy MepcoHaia

HNO-3 nks YMersb
aJMUHUCTPUPOBATH
MIPOIIECCHI U
IOKYMEHTOOOOPOT IpH
MPOBEJICHUH OLICHKH U
aTTeCTalMy MepPCoHaNa

1.10 | Tema 10. PaGora c 3anuImeHHbI JOKYMEHTO000pOT — OIIK-10 M-1 onk 10 Y™MeTh Tekyuuii KOHTPOJIb:
KOH(HICHITNATHHBIMHI OCHOBHBIE U JONOJTHUTEIBHBIC Cnoco6eH npuMeHsITh MIPUMEHSTh TecToBbIe 3a1aHu 1O
JOKyMEHTaMH, 2 9acTh MEPOIPHUATHS, TIPOBOAUMBIC JJIS OPraHu3aluOHHO- OpTraHM3aIMOHHO- TeMe

3aIIUTH KOH(PHUISHIHATBHOM yIpaBJeHYECKYI0 YIPABJIEHYECKYIO U Ne 15,16,17,18
uHpopmanuu. TpeboBaHus K HOPMATHBHYIO HOPMATHUBHYIO 3anaHus Mo TemMe
00paboTke KOH(PHUICHIIHATBHOM TOKYMEHTAIINIO B CBOeii | JoKyMeHTauuto B cBoedt | Ne 17,18,19,20
uHpOpMALIUU U NeATeIbHOCTH, JIESTeIIBHOCTH

KOH(HICHIIMATBHBIX JJOKYMCHTOB. pean30BhIBATh I[pomMe:kyTOUHBII
Bunpl yyera koH(pHICHIAATEHBIX MIPUHIUITEI CUCTEMBI KOHTPOJIb:
JOKyMeHTOB. [Ipotienypsbl 1 3Tarbl MEHE/PKMEHTa KauecTBa B 3aganusi 1o
3alIMIIEHHOTO JOKYMEHT0000pOTA. npodeccHoHaNbHON JCLUTLTHHE
Oco0EHHOCTH OpTraHU3aIuH y4eTa U JIeATEITBHOCTH Nel,2

Be/ICHHS HOMEHKJIATYPBI J1eJT

KOH(UACHIMAIBHBIX JOKYMEHTOB.

IepcoHasnbHbIC aHHBIC — TIOHSITHE

n niepedeHb. OcoOeHHOCTH U

yCIOBHsL 00pa0OTKU TIEPCOHAIBHOM

HH(POPMALIUU U TICPCOHATBHBIX

JIOKYMEHTOB

1.11 | Tema 11. Undopmaruzanus n IIpoBepka 3HaHUil M0 TEMe ¢ YK-4 N]1-4 yk-4 Y™MeTs TekylHii KOHTPOJIb:
ABTOMATH3AIIHS pUMEHEHHEM (POHIa OLICHOYHBIX CrocoOHOCTh UCIIOJIE30BaTh TecroBble 3aaHus 110
JIeTIONPON3BOJICTBA cpenctB. CylIHOCTh, 3a]1a41 1 OCYILIECTBIISITH JEIOBYIO COBpEMEHHBIC TeMe

OCHOBHBIE IPUHITUIIBI OPTaHU3AITIH KOMMYHHUKAIIHIO B YCTHOW | MH(OPMAIIMOHHEIEC U Ne 19,20,21,22
MpOLIECCOB HHPOPMATU3ALMHN U MMUCbMEHHOM (opMax Ha | KOMMYHHKAI[IOHHbIC 3agaHus o Teme

aBTOMATH3AIMH JCIOMPOU3BOICTRA.
OCHOBHBIE KOHIIETIINHA
opraHuzanuu 6e30ymMakHON
TEXHOJIOTUH. TEeKCTOBBIE

TOCYJapCTBCHHOM S3BIKE
Poccuiickoit denepanuu u
MHOCTPaHHOM(BIX)
s13bIKe(ax)

CpeacTBa U TEXHOJIOTUN

Ne 21,22
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KOMIOHCHTHI JJOKYMCHTOB — BH/IBI,
MOHSTHS, IPUHIUITEI OPTaHU3aIUH.
DICKTPOHHAS CHCTEMA YIPABICHUS
JIOKYMEHTaMH — CYIIHOCTb,
MPUHIUIIBI OpPraHU3aluy, 3a/1a4H,
¢yakunu. Tunoseie n
JIOTIOJTHUTEJIbHBIE TPEOOBAHHUS K
ANIEKTPOHHOM CHUCTEME YIpaBJICHHS
JIOKYMEHTaMH. DJIEKTPOHHbBIA
JIOKYMEHT, 3JICKTPOHHBIH
JIOKYMEHTO00O0POT, 3JIEKTPOHHO-
mUQpoBast MOAMUCH — MOHATHUE,
BUIBI, TpeOoBaHus. ba3a MaHHEIX,
AJIEKTPOHHAS OIHKCH JIe] — MOHSTHUE,
0COOEHHOCTH CO3IaHUS U
opraHu3aius paboTH.
HNHbopMammoHHO-TTOUCKOBAsI
cucTeMa — TIOHATHE U BUJIbI.
Knaccudpukanus u
KJacCu(pUKaTOpbl HHPOPMAIIMOHHO-
MTOUCKOBBIX CUCTEM

OIIK-12

Cnoco0eH NnpuMeHSATh
COBpeMeHHbIe MeTOANKH
cOopa u 00padoTKH
uHdopmanum,
HEOOXOAMMOM I
MIPOBEACHUS HAYIHOTO
HCCIICTOBAHUSA

HNI-1 onk 12 YMeTh
OLIEHUBATH
HH(POPMALMOHHBIC
0a3bI MEIUIIMHCKUX
JIAHHBIX C MO3UIUU
JI0Ka3aTeIbLHOM

M€ IULIMHEI

IIpoMesxyTOUHBII
KOHTPOJIb:
3amanus 1mo
MCIUTIINHE
Nel,2

Bcero yacos
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2.4 CamocrosTeabHast padoTa CTYJeHTOB:

@
[=]
S Komnerenuus
= o ? (I)OC,
o = ¢opmupyemasi o reme .
Neo HaumeHoBaHue pa3aena, TeM . & g Huaukatop NMOATBePKAAOIHU A
Bua camocTosTeIbHOI padoThI £ s 3aHATHA
n/n JHCHMIIIMHBI g 3 KOMIIeTeHI[UH OCBOEHHE
= O | (comeprkanue MOIHOCTHIO €
= KOMIEeTeHII UM
= BBIZICTICHUEM YaCTH )
=]
=z
1. | Pasnea 1. OcHOBHBIE BOIPOCHI X X X X X X
JeJI0MPOU3BOICTBA B
MeANIMHCKO OpraHu3anuu
1.1 | Tema 1. OCHOBBI OpraHu3aun IToaroToBka K JIEKIMOHHBIM U 3 8 | YK4 N]-2 yk-4 YMeTs Texkyuuii KOHTPOJIb:
MIPAKTHICCKUM 3aHSATHIM Cnoco6HocTh MMUCHMEHHO M3J1araTh TecToBbIe 3aHaHUS 110

JCIIOIIPOU3BOJICTBA.

TIpocaymvBanue BUACOICKIUI
N3yuenue criennanbHON U
JOTOJTHUTENBbHON JINTEPaTyphl, padboTta
B OBC

CamocrosiTesbHbII pa3dop 3a1anuii
10 TEME

CamocTosITeNIbHBII pa300p TECTOBBIX
3a/1aHui

OCYLIECTBJIATH 1€J0BYIO TpebyeMyro
KOMMYHHMKALHIO B YCTHOH | nH(opmanuio
U NUcbMeHHOi popmax
bop N]1-4 yk-4 YMeTs
Ha TOCyJapCTBEHHOM
N UCIIONB30BATh

si3bike Poccniickoii

COBpEMEHHBIC
®enepanun u

nH(opMannoHHbIE U
MHOCTPaHHOM(BIX)

KOMMYHUKAIMOHHBIE
s3bIKe(ax)

CPEACTBA U TEXHOJIOTUHI
OIIK-1 -3 onk-1 YMeTb
Cnocoben IPaMOTHO U JIOCTYTIHO
peanu30BBIBATH n3narath

NpaBoOBbIe HOPMBI,
STUYECKUE U
JIEOHTOJIOTMYECKHUE
MPUHIIUIIBI B
npodeccuoHaTLHOM
JIESTeIIbHOCTH

PO eCCHOHATBHYIO
nH(OPMAIINIO B
mporiecce
MEXKYIBTYPHOTO
B3aMOCHCTBHS,
co0JTI0/1as1 TPUHIIMIIBI
OMOAITHKH U
JICOHTOJIOTHH

TEME

Ne 1,2

3amaHus 1Mo TeMe
Ne1,2,3,4

IIpomMe:xkyTOYHBII
KOHTPOJIb:
3agaHus 1o
JUCIUIUTAHE
Nel,2

0¢




1.2

Tema 2. Ponb nokymMeHTa B
obecrieueHnn ONIepaTUBHOTO

HOL[FOTOBKa K JICKIITUOHHBIM U
NPAKTUYCCKUM 3aHATUAM

YK-4
Cnoco0oHOCTD

NA-2 yk4 YMeTs
MUCBMEHHO U3JIaraTh

Texymuii KOHTPOJIb:
TecToBble 3a8aHUs 110

yIpaBICHUS [pocnymuBanye BUACOICKIUI OCYIIECTBJIATH eJIOBYIO TpedyeMyo TeMe
N3yuenue criennanbHON U KOMMYHHMKAIIMIO B YCTHO# | nmHpOpManuio Ne 1,2
JOTIOTHUTENBHOM JUTEpaTyphl, paboTa U MHCbMEHHOH popmax 3amaHus 1O TeMe
N/1-4 yk-4 YMeTs
B OBC HAa rocy1apcTBEHHOM Ne1,2,3,4
. . N HCIOJIb30BaTh
CamocrosiTenbHbII pa3dop 3a1aHuii si3bike Poccuiickoii
COBpEMEHHbBIC N
110 TeEME Degepauuu U IIpomeskyTOUYHBII
N nHPOPMALMOHHBIC U
CaMoCTOSTEenbHBINA Pa300p TECTOBBIX HHOCTPaHHOM(BIX) KOHTPOJIb:
. KOMMYHHUKAIIMOHHbIE
3aJaHun si3bIKe(ax) 3amanus mo
CPENCTBA M TEXHONOTHH | /oo e
OIIK-1 -3 onk-1 YMeTb Nel.2
Cunocoben rPaMOTHO U JIOCTYITHO o
peann3oBBIBATH M3JIaraTh
NpPaBoOBbIe HOPMBI, poeCCHOHATBHYIO
STHYCCKUEC U uHpOPMAILIKIO B
JICOHTOJIOTMYECKHUE npotecce
MPUHIIUIIB B MEXKYJIbTYPHOTO
npodeccnoHaTEHOM B3aMMO/ICHCTBHS,
JIeSITEIbHOCTH cO0JTI0/1as1 TIPUHIIMITBI
OMOITUKH U
JICOHTOJIOT MU
1.3 | Tema 3. PexBu3utsl u cTpykTypa | IloAroToBKa K JIEKIIMOHHBIM H OIIK-10 N-1 onk 10 YMeTn Texkyuuii KOHTPOJIb:
JIOKYMEHTA. MPAKTHYCCKUM 3aHSATHIM Cnoco6eH NpuMeHsITh MIPUMCHSTh TecToBbIe 3a1aHU 110
[pocnymuBanue BUACOICKIUI OPTraHU3aINOHHO- OpraHU3aIMOHHO- TeMe
N3yuenue cnennanbHON U YIpaBJIeHYECKYI0 YIPaBJIECHYECKYIO U Ne 3.4,5,6
JIOTIOJTHUTEBHOM JTUTEPaTypshl, padoTa HOPMATHBHYIO HOPMATHUBHYIO 3amaHus M0 TeMe
B OBC JOKYMEHTAIUIO B CBOeH JIOKyMeHTauuio B cBoer | Ne 5,6,7,8
CamMocTosTeNnbHbIH pa30op 3aaaHuit NeATeIbHOCTH, JIESITeIIBHOCTH
o TeMe €aJIM30BbIBATH
N p N]-2 onk 10 YMeTs .
CamocTosiTenbHbIi pa3dop TECTOBBIX NPUHITAIBI CHCTEMbI CATH3OBLIBATE IIpoMe:kyTOUHBII
3aaHIHA MeHeIKMeHTa KavyecTBa B p KOHTPOJb:
N MPUHIUIIBI CUCTEMBI
npodgeccuoHaIbHOI 3ajanust o
MEHE/PKMEHTa KauecTBa
JesITeJIbHOCTH . JUCUUITTHHE
B IpodecCHOHATBHON Ne 1.2
= b

JACATCIBbHOCTU

IC




1.4 | Tema 4 HopmaTuBHbIE IToaroToBka K JIGKLIMOHHBIM U OIIK-10 MNI-1 onk 10 Y™MeTh Texkyuuii KOHTPOJIb:
TpeOOBAHUS K COCTABY MPAKTHYCCKUM 3aHSATHIM Cnoco6eH mpuMeHSTH MIPUMEHSTh TecToBbIe 3a1aHU 110
OCHOBHBIX PCKBH3UTOB U UX [IpocnymuBanye BUACOICKIUI OPraHU3aIlNOHHO- OpraHU3aIMOHHO- TeMe
0o OpMIICHHIO N3yuenue criennanbHON U yIpaBJIeHYECKYI0 YIPABJIEHUYECKYIO U Ne 3,4,5,6

JOTIOTHUTENBHOM JTUTEpaTypsl, paboTa HOPMATHBHYIO HOPMATHBHYIO 3amaHus 1o TeMe
B OBC JOKYMEHTAI[HIO B CBOEH JIOKyMEHTauio B cBoeil | Ne 5,6,7,8
CamocTosTenbHBINH pa30op 3axaHuit JAeATeIbHOCTH, JIESITETFHOCTH
10 TEME €aJIM30BbIBATH
N p N]-2 onk 10 YMeTh .
CaMocCTOSITeTbHBIH pa30op TECTOBBIX NPUHIUIBI CHCTEMBI CAH3OBLIBATE IIpoMe:kyTOUHBII
3aIaHui MEHeIKMEHTA Ka4ecTBa B p KOHTPOJIb:
. MIPUHIUITBI CUCTEMBI
npodeccuoHATLHOMI 3amanus no
MCHEKMEHTA Ka4yeCcTBa
NeATeTbHOCTH . JICIIUTUTAHE
B PO eCCUOHATBHOM Nel. 2
JIeSITEIbBHOCTH c
1.5 | Tema 5. Knaccudukarus IToaroToBka K JIEGKLIMOHHBIM U OIIK-10 HNI-1 onk 10 Y™eTh Texkyuuii KOHTPOJIb:
JIOKYMEHTOB MPAKTHYCCKUM 3aHSATHIM Cnoco6eH mpuMeHSTH MIPUMCHSTh TecToBbIe 3a1aHUS 110
[IpocnymmBanwe BUACOICKINI OPraHu3aluoOHHO- OpTraHM3aIMOHHO- TemMe
H3ydenue cnenuanbHON U ynpaBJIeHYeCKYIo YIPaBIECHYECKYIO U Ne 7,8,9,10
JOTIOTHUTENBHOM JTUTEpaTypsl, paboTa HOPMATHBHYIO HOpPMATHBHYIO 3amaHus 1o TeMe
B OBC JOKYMEHTAI[HIO B CBOEH JIOKyMeHTanuio B cBoeil | Ne 9,10,11,12
CamocTosTenbHBIH pa30op 3amaHuit JAeATeIbHOCTH, JIESITETFHOCTH
10 TEME €aJIN30BbIBATH IIpoMe:kyTOUHBII
. p NJ-2 onk 10 YMeTh P y
CaMoCTOSITeBbHBIN Pa300p TECTOBBIX TMPUHIHIBI CHCTEMBI KOHTPOJIb:
o pearn30BbIBATh
3alaHui MEHeIKMEHTA Ka4ecTBa B 3amanus no
. MIPUHIUITBI CHCTEMBI
npogdeccuoHATLHOM JICIIATUTAHE
MCHEIKMEHTA Ka4yeCcTBa
JIeATeJIbHOCTH Nel,2

B IIpO(heCCHOHANILHOM
JIeSITEIIbHOCTH

(44




1.6 | Tema 6. Knaccudukarus IToaroToBka K JIGKLIMOHHBIM U OIIK-10 HNI-1 onk 10 Y™MeTh Texkyuuii KOHTPOJIb:
JIOKYMEHTOB MPAKTHYCCKUM 3aHSATHIM Cnoco6eH MpuMeHSITH MIPUMEHSTh TecroBsle 3a1aHus 110
[IpocnymnBanne BUACOIEKINI OPraHU3aIlNOHHO- OpraHU3aIMOHHO- TeMe
H3ydenue cnenuanbHON U ynpaBJjIeHYeCKYI0 YIPaBICHYECKYIO U Ne 7,8,9,10
JOTIOTHUTENBHOM JTUTEpaTypsl, paboTa HOPMATHBHYIO HOPMATHBHYIO 3amaHus 1o TeMe
B OBC JOKYMEHTAI[UIO B CBOEH JIOKyMeHTanuio B cBoeii | Ne 9,10,11,12
CamocTosTenbHBINH pa30op 3axaHuit AesiTeJIbHOCTH, JIESITENIEHOCTH
10 TeMe €aJIN30BbIBATH IIpoMe:kyTOUHBII
N P N]-2 onk 10 YMeTh p y
CaMocCTOSITeTbHBIH pa30op TECTOBBIX NPUHIUIIBI CHCTEMBI KOHTPOJb:
. pearn30BBIBaTh
3aIaHui MEHeIKMEHTA Ka4ecTBa B 3amanus no
N MIPUHIUITBI CUCTEMBI
npodeccuoHATLHOT JICIIUTUTAHE
MCHEKMEHTA KauecTBa
JIeATeJIbHOCTH N Nel,2
B IIpO(heCCHOHANILHOM
JIeSITEIIbHOCTH
1.7 | Tema 7. Opranuzanust paboTsl ¢ | [lonroroBka K JEKIIMOHHBIM U OIIK-11 M J-1 onk 11 YMmeTh Texymuii KOHTPOJIb:
JIOKYMEHTaMU MPAKTHYCCKUM 3aHSATHIM Cnocoben IIPOEKTUPOBATH TecroBsble 3a1aHus 110
[IpocnymmBanwe BUACOICKINI NMPOEKTHPOBATH OpraHH3aIlHOHHBIC TemMe
N3yuenue ciennanbHON U OpraHu3amuoHHbIe CTPYKTYpbI Ne 11,12,13,14
JOTIOTHUTENBHOM JTUTEpaTypsl, paboTa CTPYKTYPBI, 3amaHus 1O TeMe
MA-2 onk 11 YMeTb
B OBC IJIAHUPOBATH U A Ne 13,14,15,16
. . IUTaHUPOBATD U
CamMocTosTenpHBIA pa3dop 3aaaHuid OCYHIECTBJISITh OCYILECTRISITE
10 TEME MeponpusTHSA 10 yu IIpoMe:kyTOUHBII
. MEpPOIPHUATHS IO
CamocTosTeNIbHBII pa300p TECTOBBIX yIpaBJIeHHIO DABJICHIIO KOHTPOJIb:
3alaHuH IIePCOHAJIOM, yrp 3aganus no
HIepCOHAIOM
pacnpeneisiTh H JICIIUATUTAHE
JeJ1IerupoBaTh MNI-3 onk 11 YMeTh Nel,2

MOJTHOMOYHS ¢ Y4ETOM
JIMYHOU OTBETCTBEHHOCTH
3a OCYLIECTBJIsIEMbIe
MeponpusiTHS

pacnpenensTh u
JIEJIETUPOBAThH
MOJIHOMOYHS
MMOJYMHEHHBIM C YYETOM
JIMYHOM
OTBETCTBEHHOCTH
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1.8 | Tema 8. Opranuzanust padoTsl ¢ | [lonroroBka K JEKIIMOHHBIM U OIIK-11 M J-1 onk 11 YMmeTh Texymuii KOHTPOJIb:
JIOKYMEHTaMH, 2 4acTh MPAKTHYCCKUM 3aHSATHIM Cunocoben MIPOEKTHPOBATH TecToBbIe 3a1aHU 110
[pocnymuBanye BUACOICKIUI TMPOEKTHPOBATH OpraHU3aIUOHHBIC TeMe
N3yuenue criennanbHON U OpraHu3amuoHHbIe CTPYKTYpbI Ne 11,12,13,14
JOTIOTHUTENBHOM JUTEpaTyphl, paboTa CTPYKTYPBI, 3amaHus 1O TeMe
B OBC rma);mponan, U U2 onk u YMeth Ne 13,14,15,16
. . IUTaHUPOBAThH U
CamMocTosaTenbHBIH pa3dop 3aaaHuid oCyIIeCTBIATH OCYIECTRIIATE
10 TEME MeponpusTHSA 10 IIpoMe:kyTOUHBII
. MEpPOIPHUATHS IO
CaMocCTOSITeTbHBIN pa30op TECTOBBIX yIpaBJeHH IO DABIICHIO KOHTPOJb:
3aaHuH IIePCOHAJIOM, ymp 3aganus 1o
pacnpeneiasTs U fEpCoHaIom JICIIATUTAHE
JeJIerupoBaTh NI-3 onk 11 YMeTh Nel,2
TIOJTHOMOYHSI C Y9€TOM pacrpeneniaTs u
JINYHOI OTBETCTBEHHOCTH | JICJICTHPOBATh
3a ocyuiecTBAsieMble MTOJTHOMOYHSI
MeponpuUATHSA [TOTYMHCHHBIM C YICTOM
JIMIHOMN
OTBETCTBCHHOCTHU
1.9 | Tema 9. Pabora ¢ IToaroroBka K JIEKITMOHHBIM K OIIK-10 HU-1 onk 10 YMeETh
KOH(HICHITHATHHBIMH MIPAKTHICCKUM 3aHATHIM Cnoco0eH NPUMEHSTH HIPUMEHSTh
JIOKYMEHTaMHU [IpocnymmBanwe BUACOICKINI OPraHu3aluoOHHO- OpTraHM3aIMOHHO-
W3ydenue crienmanbHON 1 ynpaBJIeHYECKYI0 YOPaBICHIECKYIO U
JIOTIOJTHUTEBHOM JTUTEpaTypshl, padoTa HOPMATHBHYH) HOPMATHUBHYIO
B OBC JOKYMEHTAIUIO B CBOeH JIOKyMEHTAIIMIO B CBOEH
CamocTosTeNnbHbIH pa30op 3axanuit JNeATeTbHOCTH, JIESITeIIbHOCTH

o TeME
CaMoCTOSITeBbHBIN Pa300p TECTOBBIX
3aJaHun

peaTu30BBIBATh IPHHIIUTIBI
CHUCTEMBI MCHE[KMEHTA
Ka4yecTBa B
npodeccruoHaTLHOM
JIeSITENIbHOCTH

K-7

CnocodeH ocyliecTBIATH
AeSATeIBHOCTD TI0
odecneyeHHI0
TMEepPCOHAIOM

N-3 nk7Ymets
aIMUHUCTPHUPOBATH
MIPOIICCCHI U
JIOKYMEHTO000POT
oOecrieucHus
MIEPCOHATIOM

144




K-8

Cnoco0eH ocylecTBJISTh
OeATECJIBHOCTD IO OLICHKE
U aTTeCTallNy MepcoHaia

HNO-3 nks YMersb
aJMUHUCTPUPOBATH
MIPOILIECCHI U
JIOKyMEHTOOOOpOT TIPH
MPOBEJICHUH OLICHKH U
aTTeCTalMU epPCOHaNa

1.10

Tema 10. Pabora c
KOH(UACHIMATbHBIMH
JIOKyMEHTaMH, 2 9acTh

[ToaroToBKa K JEKIIMOHHBIM 1
MIPAKTHICCKUM 3aHSATHIM
IIpocaymvBanue BUACOICKIUI
N3ydenne cienuanbHON 1
JIONIOJTHUTENBHOMN JINTEpaTyphl, padoTta
B ObC

CamocrosiTesbHbII pa30op 3a1anuii
110 TEME

CamocTosITeNIbHBII pa300p TECTOBBIX
3aJaHuH

OIIK-10

Cnoco0eH NPUMEHSTH
OpraHu3amMoHHO-
ynpaBJieH4ecKyI0
HOPMATHBHYH)
JOKYMEHTAIUIO B CBOeH
NeATeTbHOCTH,
peaTu30BBIBATH IPHHIIUTIBI
CHUCTEMBI MCHE[KMEHTA
KavecTBa B

HUI-1 onk 10 YMETH
[IPUMEHSTh
OpraHM3aIHOHHO-
YOPABJICHYECKYIO U
HOPMATHUBHYIO
JIOKYMEHTAIIUIO B CBOCH
JIeSITEILHOCTH

npodeccuoHaTLHOM

JIeSITENIbHOCTH

K-7 -3 nk7Ymers

Cnoco0eH oCymecTBIASATh | aAMUHUCTPUPOBATH

NesITeJILHOCTH 10 MPOLIECCHI U

odecrneyeHHI0 JIOKYMEHTOO00POT

TEepPCOHAIOM oOecrieucHus
IIepCOHAJIOM

K-8 HNO-3 nks YMersb

Cnocob6eH oCymecTBIAATh | aAMUHUCTPUPOBATH

ACATECJIBbHOCTD 110 OLICHKE
" aTTeCTAlMM IepCcoHaa

HPOLECCHI U
JIOKYMEHTO000pOT IpH
MIPOBEJICHUH OLICHKH 1

ATTECTALMH MIePCOHANA

Texkymuii KOHTPOJIb:
TecToBBIe 3a1aHUs IO
TEME

Ne 15,16,17,18
3amaHus 1Mo TemMe

Ne 17,18,19,20

IIpomMe:xkyTOYHBII
KOHTPOJIb:
3amaHus 1o
JHCLUIIIHHE

Nel, 2

4




1.11 | Tema 11. Undopmaruzanus u IToaroToBka K JEKLMOHHBIM U 4 YK-4 N]1-4 yk-4 YMeTs Texymuii KOHTPOJIb:
aBTOMaTH3AIHS MPAKTHYCCKUM 3aHSATHIM CrocoOHOCTh UCIIOJIb30BaTh TecroBsble 3a1aHus 110
JIeNIONPOU3BO/ICTBA [IpocnymnBanne BUACOIEKINI OCYILIECTBIISITH JEIOBYIO COBpEMEHHBIC TeMe

W3ydenue criermanbHON 1 KOMMYHHUKAIIHIO B YCTHOM nHPOPMAITMOHHBIE U Ne 19,20,21,22

JOTIOTHUTENBHOM JUTEpaTyphl, paboTa 1 THCbMEHHOH (popMax Ha | KOMMYHHUKAI[HOHHBIE 3amaHus 1O TeMe

B ObC TOCYIapCTBEHHOM SI3BIKE cpenctBa u TexHosorun | Ne 21,22

CamMocTosTenbHBIH pa30op 3aaaHuid Poccwuiickoit eneparuu u

0 TeMe MHOCTPaHHOM(BIX)

CaMoCTOSTEeNbHBIA Pa300p TECTOBBIX SI3BIKE(aX)

3a/laHui OIIK-12 N-1 onx 12 YMeTh IpomeKyTOYHBII
Cnoco0eH NnpuMeHATh OLICHUBATh KOHTPOJIb:
COBpEMEHHbIE METOMMKH | HH(OpMaIMOHHbIC 6a3bl | 3ajaHus 1o
coopa u 00padoTKH MEIUITMHCKUX JaHHBIX ¢ | JUCLUILINHE
uHdopmanum, MO3ULIUH Nel,2
HEOO0XOIUMOM ISt JI0Ka3aTeabHON
MIPOBEACHUS HAYIHOTO MEIHUIITHBI
HCCIICTOBAHUS

Bcero uacosn 42 X X X
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2. OBPA3OBATEJBHBIE TEXHOJIOI' MU
3.1 Buabi o0pa3oBare/ibHBIX TEXHOJIOTHI
OcHOBHBIMU (pOPMaMU OpPTaHU3AIMH YUEOHOTO MpoLiecca M0 JUCHUILUIMHE SBISIOTCS:

3.1.1. Jlekuuu, HA KOTOPHIX PACCMATPHUBAKTCH TEOPETUUYECKHE BOIMPOCHI MO pazaenam
COTJIACHO y4eOHO-TEeMAaTHUYECKOTO TUIaHa JUCIHILIMHBEL. Bce JeKIUN YUTaloTCs ¢ UCIOJIb30BAaHUEM
MYJbTUMEIMHHOTO COMPOBOXICHUS. TEeMbl JICKIIMOHHBIX 3aHATHH YTBEP)KICHBI Ha 3aceIaHuu
kadenpel. Kaxmas nexius MoxkeT OBITh JOMONHEHA W OOHOBIEHA. KOMIUIEKT NEKIMOHHOTO
MaTepuraia o OCHOBHBIM TeMaM JMCIHMILIUHBI XPAHUTCS HA JICKTPOHHOM HOCHTEIIE U MOXKET OBITh
JIOIIOJTHEH U OOHOBJICH.

3.1.2. TlpakTuyeckue 3aHSTHUS, KOTOPHIE MPOBOAATCS B (OpME YCTHOTO OIpoca II0
3aI[aHHOﬁ TECMC, PCHICHHA MPAKTUUYCCKHUX 3aJad U TCECTOBBIX 3a;[aH1/1171. 3angaTusa IMPpOBOJATCS B
dbopMme auckyccuit, pa360poB KOHKPETHBIX CUTYaIlHil, TPOOIEeMHO-OPUEHTUPOBAHHBIX U MMOMCKOBBIX
3aJJaHuH.

3.1.3. CamocrosiTesqibHasi paboTa CTYJAE€HTOB, KOTOPasi COCTOUT U3 pabOThl ¢ OCHOBHOM U
JIOTIOJTHUTENIBHON — JIUTEpaTypol, NpopabOTKU JIEKIMOHHOTO Marepuaia. (CaMOCTOSATeNbHOE
U3ydEeHUE TEOPETHYECKOTO MaTepHaa OCYIIECTBIISCTCS Ha OCHOBE CIIPaBOYHO-TIPABOBON CHCTEMBI
«Koncynprant Ilmocy», 31eKTpOHHO-OMOIMOTEYHBIX PECYPCOB, CIICUATBLHON yueOHOM M HaydyHOU
JUTEPATYPHL.

3.2 3ansaTHs, IPOBOANMBIC B HHTEPAKTHBHOM (hopme

ViaensHbII Bec 3aHATUH, NPOBOAMMBIX B HWHTEPAKTUBHBIX (opMax, OINpenensercs
CTaHJApTOM (JOJDKEH coCcTaBiATh He MeHee 20%) u daxTruecku coctanisier 30% OT ayqUTOPHBIX
3aHATHH, TO ecTh 20 Jacos.

Ne Bun KoJj-Bo
HaumeHoBaHue pa3aena, TeM qeGHbIX yac Mertoas! untepakTuHoro | Koa-Bo
AUCHMIIHH y N o0y4deHus yac
n/n 3aHATHI
1. | Pa3nex 1. OcHOBHBIE BONPOCHI
AeJIONPOU3BOACTBA B MEAMIIMHCKOM X X X X
OpraHu3anuu
1.1 | Tema 1. OcHOBBI OpraHu3anUu IIpaxkTuyeckoe 4 [Ipobnemuoe oOy4eHue; 5
JIETIONIPOHU3BO/ICTBA. 3aHsTHE JICKYCCHSI
1.2 | Tema 3. PekBU3UTHI U CTPYKTYypa [IpakTuueckoe 4 [IpobnemuoOe 0OyUeHUE; 4
JIOKYMEHTA. 3aHsTHE JICKYCCHSI
1.5 | Tema 5. Knaccudukarus J0KyMeHTOB IIpaxkTuyeckoe 4 [Ipobnemuoe oOy4eHue; 4
3aHsTHE JIICKYCCHSI
1.4 | Tema 4. Opranun3zanms paboTsI ¢ IIpaxkTuyeckoe 4 [Ipobnemuoe oOy4eHue; 4
JIOKYMEHTaMHU 3aHATHE JIICKYCCHS
1.7 | Tema 7. PaboTa ¢ KoH(pUACHITNATHEHBIMHI IIpakTuueckoe 4 IIpobnemHoe oOydeHue; 4
JIOKYMEHTaMHU 3aHATHE JIICKYCCHS
1.11 | Tema 11. UadopmaTtmsanns u IIpakTuueckoe 4 IIpobnemHoe oOydeHue; )
aBTOMATH3aIHs JEeJIONPON3BOICTBA 3aHATHE JIICKYCCHS
Bcero yacos 24 20
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUA JUCHUIIJIMHbI
4.1 KOHTPOJILHO-IMATHOCTHYECKHE MATEPHAJIBI

OcHoBHO# (HhOpMOI TEKYyIIEro KOHTPOJISI YPOBHS TEOPETUUECKUX 3HAHUU SIBISAETCS YCTHBIN
OIPOC Ha MPAKTUUYECKUX 3aHATHUSIX, TECTOBBIE 3aJJaHUs U y4eOHbIE 3a/1aHUs 110 TEME.

[IpoMekyTOUYHBIN KOHTPOJIb — 3a4ET, KOTOPBIM IPOBOJAUTCS B BUJIE€ BBIIIOJIHEHUS TECTOBBIX 3aJaHHI
Y 33/IaHW Ha BOCIPOW3BEICHUE IO MaMATH U3JI0KEeHHON mHpopmaruu. 3amanue coctouT u3 100
BompocoB. OIleHKAa «3a4YT€HO» CTAaBUTCS Ha 3a4yeTe CTYACHTaM, YpPOBEHb 3HAHUM KOTOPBIX
COOTBETCTBYET TpPeOOBAaHMSIM, YCTAHOBJICHHBIM B paszaene 4.2 maHHOW paboyeil MmporpaMMel,
OTBETHUBILEIO HA YIOBJIETBOPUTENBHYIO OLIEHKY U BBILIE.

4.1.1 Cnincoxk BONPOCOB JIsl MOATOTOBKH K 3a4eTy:

1. UTto Takoe TOKYMEHT M KakoBbl ero ¢pyHKiuu? Ilepeuncinte OCHOBHBIC METaIaHHBIC
JOKymMeHTa?

2. JlaiiTe 000CHOBaHHOE MOHSTHE COBPEMEHHOMY JICJIONPOU3BOACTRY?

3. Kakoii HOpMaTHBHBII JOKYMEHT COAEPKUT TpeOoBaHUA K  O(GOPMIICHUIO
OpPraHU3aAIMOHHO-PACTIOPAIUTENBHON JOKYMEHTALINU?

4. Yro Takoe JOKYMEHTMPOBAHUE YIPABICHUECKOHN eATenbHOCTU? KakoBbl OCHOBHbBIE
LeNY JIeT0NPOU3BOICTBA?

5. JlaliTe oIpeneleHue CICAYIOIIUM TOHATUSM: Hpeomem  Oelonpou3800Ccmad,

cpeocmeo OOKyMeHmuposanus, nocumens urngopmayuu? Ilepedncinte OCHOBHBIE BHIBI CPEICTB
UH(POPMALIMOHHOH CBA3H?

6. HazoBute ocHOBHBIE 3aauu jAenonpousBojcTBa? llepeunciauTe Bce BO3MOXKHBIE
olepanuy ¢ JOKyMeHTaMu?
7. JlaliTe XapakTepUCTHKY CTPATETUH W CHCTEME YINpaBJIeHUs JAOKymeHTamHu? B uem

NPUHIUIIMATIbHAS pa3HUIIA MEXAY d3TUMU NoHATHsIMU? [lepeuncinnTe OCHOBHBIE 3Tallbl YIIPABICHUS
JTIOKYMEHTaMHu?

8. [lepeuncnure mpoleccsl YIpaBleHUs U KOHTPOJIsS JOKyMeHTOB? Kakoil noxkymeHT
COJIEpXUT o01IHe TPeOOBaHMSI IO YIIPABJICHUIO JOKYMEHTaAMH ?

0. HazoBuTe 0CHOBHBIE KOMITOHEHTHI HOPMATUBHO- METOAMYECKON 6a3b1?

10. KakoBa ponp W Ha3HauyeHHWE JOKYMEHTOB B OOECIICUCHHH OINEPATHBHOTO
ynpaBsieHus?

11.  Kakwue dhopmaTsl Oymaru ucronb3yroTces B AenonpounsBojctse? [lepeunciaute odmme
TpeOoBaHUS K OJIaHKaM JJOKYMEHTOB?

12. Urto Takoe O6mank qokymenTta? Kakue Bubl OJaHKOB yCTaHOBJIEHBI HammoHambHBIM
crangaptToM PO? Kakue cyniecTByroT criocoObl pacronoKeHusl peKBU3UTOB Ha OJIaHKE TOKyMeHTa?

13.  JlaWiTte ompeneneHue CHEAYIOIMUM TOHATUIM: OAAHK OOKyMeHmda, opmynsp,
PpeKeuzumvl OOKyMeHma, CmpyKmypa 00Kymenma?

14.  Tlepeuuncnute obmue TpeOOBaHUS K CO3JaHUIO TOKyMEHTA?

15.  Kakoif JOKyMEHT oIpesesseT HOpMaTUBHbIE TpeboBaHMs K ero co3aanuio? Kparko

NEPEYUCIUTE OCHOBHBIE HOPMBI ATOTO IOKyMeHTa?

16.  [aiite xapakrepuctuky rpudam 01, 02, 03, 04, 05, 06, 07. [IpuBeauTe KOHKpETHBIC
npuMepsl X opopmiaeHus?

17.  [Haiite xapakrepuctuky rpudam 08, 09, 10. IlpuBeaure KOHKpETHbIE MPUMEPHI HX
odopmiieHus?

18.  [aiite xapaktepuctuky rpucdam 25, 26, 27, 30. IlpuBeaure KOHKpPETHBIE MPUMEPHI
ux opopmneHus?

19.  [aiite xapaktepuctuky rpudy 15. IlpuBenute KOHKpPETHBIE TPHMEPHI €ro
opopmienus? [lepeuncianTe OCHOBHBIE JOKYMEHTHI, HA KOTOPBIX OH OopMIIsieTcs?



20.  [aiitre xapaktepuctuky Trpudy 24. IlpuBenure KOHKPETHBIE TPUMEPHI €ro
opopmienus? [lepeuncianTe OCHOBHBIE JOKYMEHTHI, HA KOTOPBIX OH OopMIIsieTcs?

21.  Yro Takoe cucteMa JOKYMEHTAIMH U YHU(PHUIIMPOBAHHAS CUCTEMAa JOKYMEHTAIIUH?

22. B uem 3akmrouaeTcst CyTh YHU(UKAIMKM U CTAaHIAPTU3AIMH B ISIIOTIPOU3BOICTBE?

23.  JlaiiTe ompepeneHUE TOHATUIO 6ud Odokymenma? Ilepeuncnure BUI000pa3yroIIye
MOMEHTBI TPYIITUPOBKHU TOKYMEHTOB?

24.  [laiite ompeneneHue TOHATHIO Kiaccugpuxayus ooxymenma? Ilepedncnure
OCHOBHBIE TPYIIbl KiIacCU(PUKAUU JTOKyMEHTOB? B Kaxmoll rpynmne mnepeducinTe BUIbI
JOKyMeHTauuu?

25. O6ocHyliTe HEOOXOIUMOCTH CO3MaHUST mabens gopm Ooxymenmos? OOOCHYHTE

HEOOXOUMOCTh CO3aHUsl anvboma @opm Ookymenmos? KTo oTBedaeT 3a MX CO3AaHUE, KTO
yrBepkaaer? KakoBbel OCHOBHBIE TPEOOBAHHS K UX COCTABJICHHIO?

26.  IlepeuncnuTe KOMIUIEKCHI TOKYMEHTOB (yHKIMOHaNbHOU cucteMbl? Ilepeuncnure
OCHOBHBIC BUJIbI JOKYMEHTOB Ka)KIOTO KOMILJIEKca?

27. Ilepeuncnure OCHOBHBIE BHUIBI KaIpOBOM JOKyMeHTanuu? B dem 3akirouaercs
0COOEHHOCTh IaHHOT'O KOMITJIEKCA JJOKYMEHTOB?

28. B uem cyTh M IpUYMHA CO3/IaHUS €AMHOM CHCTEMBI KJIacCU(PUKALUU U KOJUPOBAHUS
nokyMmeHToB? [lepeunciure ypoBHH YIIpaBJICHUS JOKYMEHTAIIUEH?

29. B uyem cyrb uaeHtu¢ukanun nokymeHta? HazoBure KiaccupUKaTOPBl TEXHHKO-
SKOHOMHUYECKOW U COoNMaIbHON nH(popmarun?

30. HazoBuTe mnepeyeHb OCHOBHBIX CHUCTEM YHU(DUIMPOBAHHON JTOKyMEHTALUuU?
[Tepeuncnure obmepoccuiickue yHU(OHUIIMPOBAHHBIE CUCTEMBI YITPABICHYECKON JOKYMEHTAITUHN ?

31.  KakoBbl OCHOBHBIE 3Tambl JOKYMEHTOO0OpoTa? MOXHO JM BHYTPH OpIraHU3aLUU
OCYILIECTBIIATh MEPENUCKY MEXAY CTPYKTYpHBIMH nonpaszfeseHusMu’? CocTaBbTe ONEPOrpaMMMY
BXOJSIIEN U BHYTPEHHEN NOKYMEHTALUU?

32. Kak BeIpaxkaercss o0beM gokymMeHTOOoOOpoTa? C TMOMOINIBIO KaKHMX OCHOBHBIX
HoKa3arese MOKHO €ro U3MEpUTh U Ha YTO, [10JIy4eHHAsl BEJIMYNHA BIUAET?
33.  llepeunciauTe OCHOBHBIE J3Tambl HUcxondued  gokymeHtauuu?  CocraBbTe

orneporpaMMmy TOJATOTOBKM NHChbMa PYKOBOAUTENS Npeanpustus (OpraHu3aluu) Ha HUMA
pykoBoauTesst MUHUCTEPCTBA.

34. KakoBa nens perucrtpaunuu? YUYTo SIBISETCS OCHOBHBIM MPHUHIUMIIOM pPETHCTpanuu?
[lepeuncnure — B Kakux cliydasix JOKYMEHT MOJICKUT PETUCTPAIUH, a B KAKUX HET?

35. Kakue ¢opmbl perucrpanuu TOKYMEHTOB HCIIONB3YIOTCA B opranm3anuu? Korma
PETUCTPUPYIOT: MPUCHLIAEMbIE JOKYMEHTBI, CO3/JaBa€Mbl€ JOKYMEHTHI?

36. Uto Takoe HOMEHKJaTypa nen? 3aueM HyX)Ha HOMEHKJatypa aen? Kto cocraiser,
MOAMKUCHIBAECT U YTBEPKAAET HOMEHKIATYPY JI€1 CTPYKTYPHOTO MOApa3AeieHus?

37. Uto ycraHaBimMBaeT THUIIOBass HOMEHKJATypa aAen? B CKOJBKHX 3K3eMIuisipax
odopmIIsIeTCs HOMEHKJIATypa e’

38. KakoB cpok XxpaHeHHsI HOMEHKJIATYPHI I€]1 B YUPEKICHUAX, HE TIEPEAIOIIMX JIeJia Ha
rocynapcrBeHHoe xpanenue? Kro ero ycranasiupaer?

39. Kakue nOKyMEeHTBI HMCHOJIB3YIOTCS MPU COCTABJICHUM HOMEHKIaTypbel nen? Kyna
MOMEIIAeTCs ONMUCH €M7

40. Kakue 1oKkyMeHTBHI HE BKIIIOHYAIOT B HOMEHKJIATYPy Aei?

41.  [aiite ompenenenue koHuaeHuanbHoW uHPopManuu? I[lepeunciuTe OCHOBHBIC
HOPMAaTUBHBIE JIOKYMEHTBI, KOTOpbIE PETyJIHUPYIOT HOPMBI TMpaBa MO KOHQUACHIMAILHON
uHpopmManuu?

42. [lepeuniciiute OCHOBHBIC CBEACHHUS KOH(HUACHIIMAIBHOTO Xapakrtepa? HMmeer mum
rpu¢ orpaHUYEHUS IOCTYIa K JOKYMEHTY BpaueOHas TaifHa?

43. MoskeT Iu pyKOBOJMTEIb JII0OOTO paHTa MPUCBOUTH TPU( OrpaHUUEHHUS TOCTYIa K

nokymenty? Ilepeuucnure OCHOBHBIC JOKYMEHTBHI MpeNnpuatusi (OpraHus3aluu), KOTOphIE
HEO0OXOUMO OTHECTH K JJOKYMEHTaM KOH(PHUACHIIUAILHOTO XapaKkTepa?

44.  KakuM  JOKYMEHTOM  OIpEAEIseTCs  COCTaB  JIOKYMEHTOB,  COAEpXKallux
KoMMmepueckyto TaiHy? Korma BcTymaeT B CHIIy I€pE€YEHb JIOKYMEHTOB, COCTABJISIOIIMX



KOMMEPUYECKYIO TaiiHy?

45.  JIOMKHBI JIM COBMAJaTh pa3fiesibl HHCTPYKLHUHU M0 3aKPHITOMY JEIONPOU3BOACTBY C
pazaenamu oO0mIeil HHCTPYKIUU 1O J1enonpon3BoAcTBY? Ilepeuncianre BO3MOKHBIE KaHAIBI yTPATHI
KOoHpuAeHIMaIbHOW  WHGOpMAIMM B Tpolecce JOKYMEHTOOO0OpOoTa Ha  NPEANpPUITHH
(opranuzanun)?

46. [lepeunciiure MepoONpUATHS, KOTOPHIE HEOOXOAMMO MPOBECTH HA MPEAIPHUATHU
(opranuM3zanuu) B LEISAX 3alIUTHl KOHQUAEHIHMATbHONH HHpOpManuu? MoXeT U CceKpeTapb
npennpusaTis (OpraHu3alyy) BCKpbIBaTh KOHBEPT, HMMEIOLIUN Tpud OrpaHMYeHus IOCTyna K

JOKYMEHTY?

47.  llepeuncauTe OCHOBHBIE W  JOTOJHUTENbHBIE TpeOOBaHUS K  00paboOTKe
KoH(pUIeHIHATEHOW nHpopMaru?

48. Kakne Buger yuera KOHOUIACHIUATBHBIX JIOKYMEHTOB TMPHUMEHSIOTCS Ha
npeanpustTan  (opranuzauuu)? JlaiiTe NOMHYIO XapaKTepPUCTUKY TMOHATHIO — OaHK JaHHBIX
JOKYMEHTOB KOH(UACHIINAIHLHOTO XapaKTepa?

49.  UYro coboil mpeacTaBisieT pa3pelmTenbHas cucreMa jaocryna? Kakue TOKyMEHTHI
OTHOCSIT K JIMYHBIM (TIEpCOHATBHBIM) TOKyMEHTaM?

50.  Maiite ompexaereHHE MOHATHIO — OOpabOTKa MEpCOHAJIBHBIX AaHHBIX? HaszoBure

OCHOBHbIE MPHUHIMUIB U YCIOBUA 0O0pabOTKM MEpPCOHANbHBIX JaHHBIX? B Kakux ciydasx
NEPCOHANBHBIE JaHHBIE MOTYT OBITh B 00meM noctyne? EcTh mu OrpaHWYEHHUs K CO3JAHUIO U
HCIIOJIb30BAHUIO TAHHBIX ATOM 0a3bI?

51.  TlepeuncrnuTe OCHOBHBIC IPUYUHBI, KOTOPHIEC BIUSIOT HA HEOOXOAUMOCTh BHEAPEHUS
aBTOMAaTHU3allK Jejonpous3BojacTBa. JlaiiTe MonHOE ompeAesNeHue MOHITHIO aBTOMAaTU3ALUS
JIeIONPOU3BOJICTBA?

52. [lepeunciure OCHOBHBIE MPUHIUIBI, KOTOpPHIE JIEKAaT B OCHOBE OpraHu3aluu
CUCTeMBl JOKYMEHTAIBHOTO OOecledeHusl yIpaBieHus. Ha30BUTE OCHOBHBIE KOHIICTIIIUU
opranu3zanuy 0e30yMa)kHOI TEXHOJIOTUH YIIPaBJICHUS EIONPOU3BOICTBOM?

53. [lepeunciure OCHOBHBIE TEXHUYECKHE CpPEICTBA, KOTOpPHIE MCIOIB3YIOTCA B
COBPEMEHHBIX YCJIOBUSAX IMPHU OpPTraHU3AIUU JEIONPOU3BOJCTBA HA MPEANPHUATHU (OpTaHHU3AIINH)
0001 hopMBI COOCTBEHHOCTH?

54.  JadiTe TOJNHOE  OMNpeAeleHHWE TMOHATUI0O  WH(pOpMATH3aLUs  MPEIIPUATHSL
(opranm3anuu). Ilepeuyncnure OCHOBHBIE TMPOOJEMBI, KOTOpPHIE HEOOXOAUMO PEIIUTh TpH
ABTOMATHU3AIMM CHCTEMbl JOKYMEHTAIIMOHHOTO OO0ECTeUeHUsl YIpPaBICHUS HA NPEIIPHUITHH
(opranm3zanun)?

55. HazoBure OCHOBHBIE Li€IM M 3aJa4ud BHEAPEHHUS MPOLECCOB aBTOMAaTU3ALUU
JIEIONPOU3BOJCTBA Ha mpeanpusituu (opranuszanuu). C MOMOIIbI0 KaKUX MHCTPYMEHTOB JIaHHBIE
LIEJIM U 33]]a4d pelaroTcs’?

56. JlaiiTe omnpeneneHue MOHSATHUIO AJIEKTPOHHASI CUCTEMA YIPABICHUS TOKYMEHTaMHU.
[lepeuncanre ocHOBHBIE 3a/1a4M U PYHKLIUHU TaHHON CHUCTEMBI YIIPABICHHS JOKYMEHTaMU?
57. HazoBute TumoBble TpeOOBaHUS K  DJIGKTPOHHOHW CHCTEME  YIIPABJICHHS

nokymeHTamu? Ha3oBHUTe MPUYHMHBI, KOTOPHIE MOTYT MOBJIHATH HA HEOOXOAMMOCTH CIEIIUATBHBIX
TpeOOBaHMI K cHCTEMe yIpaBiIeHHs JokyMeHTamu? [lepeunciauTe 3Ti TpeOOBaHUSI.

58.  JlaliTe ompeneiaeHUE MOHATUSIM — OJJIEKTPOHHBIA JOKYMEHT M 3JIEKTPOHHBIN
JOKyMeHT000opoT. Ilepeunciure ocHOBHBIE TPEOOBAHUS K AJIEKTPOHHOMY JOKYMEHTY. MOXHO 1
MOJTHOCTBIO OTKa3aThCsl OT MPHUMEHEHHUS OyMaKHOTO mokymeHTa? IlepeuncnuTe OCHOBHBIC
MPUYHHBI TIEPEBOJIa IJIEKTPOHHOTO JOKYMEHTa B OyMaKHbIM Bu. JlaiiTe CpaBHUTEIBHBIN aHAIN3
OyMaXHBIX M SJICKTPOHHBIX JIOKYMEHTOB.

59. JlaiiTe ompeneneHue TOHATHIO DJIEKTPOHHO-IMGPOBas TOANKChH. l[lepeunciaure
OCHOBHBIE BHUJIBI JIEKTPOHHO-LIM(POBON moamnucu. JlaikTe xapakTepucTuky kaxkiaomy Bumy LI
HazoBute 0CHOBHBIE MPUYMHBI, KOTOPHIE MOBJIHSUIM HA pa3HOBUAHOCTH DLII1?

60. Haiite ompeneneHue TOHATUSIM — 0a3a JaHHBIX, DJJCKTPOHHAS OIKCH e,
AJICKTPOHHBIA KOHBEPT. B Wem cymHocTh MHGOPMAIIMOHHO-TTOMCKOBOK cuctembl? Ilepeunciaure
OCHOBHBIE BHJIbI U KJIACCU(UKATOPHI HHPOPMAITHOHHO-TIOMCKOBBIX CHCTEM.



4.1.2 TecToBbIe 32JaHUA TEKYLIEr0 KOHTPOJISA:

1. JoxkymeHT — 31O

a) 00s13aTeNbHBIIN 2IeMEHT 0QOpMIICHUS OPHUIINATBHOTO JOKYMEHTA,;

0) 3aUKCUpOBaHHAs Ha MaTepuajJbHOM HOCHUTeNle HWH(OpMaIus C peKBU3UTAMH,
MO3BOJISIONIUMU €€ UICHTHU(PUITNPOBATD;

B) CUCTEMAaTU3UPOBAHHBIIN NIepedeHb HAMMEHOBAHUH JIeJl, 3aBOAUMBIX B OpraHU3aIuH, C
yKa3aHUEM CPOKOB UX XpaHEHWHsI, 0OPMIICHHBIN B YCTAaHOBICHHOM TMOPSJIKE;

T) CBOMCTBO  O(MUIMAIBHOTO  JOKYMEHTa, COOOIIaeMoe €My  JICHCTBYIOIINM

3aKOHO/ATEIbCTBOM, KOMIETEHIMEW HW3JIaBIIErO €ro OpraHa U YCTAHOBJICHHBIM MOPSAKOM €ro
odopMIIeHNS,
1) HOPMAaTHUBHBIN aKT.

DTaloH OTBETA HA TECTOBOE 3a/laHue: IPABUIIbHBIN BapUaHT OTBETa — 0)

2. TunoBble JOKYMEHTbI HOCAT

a) 00s13aTeIbHBIN XapakTep;

0) PEKOMEHAATEeNbHBIN XapaKkTep;

B) 03HAKOMUTEIILHBIN XapaKTep;

r) MH(OPMAIIMOHHBIN XapakTep;

) WH(POPMaITMOHHO-03HAKOMUTEIBHBIN XapakTep.

OTaJloH OTBETA HA TECTOBOE 3a/laHUE: IPABUIIBHBIN BapUaHT OTBETA — a)

4.1.3 3agaHus TeKylIero KOHTPOJIs:

1. Ykakure, BepHbI JIU cJIeAYyIOlIHe YTBEeP:KIeHUS:

Bomnpoc Hda/ Her

1. MHpekc JoKyMeHTa MOXKET coJepkKaTh OYKBEHHbIE 0003HAUCHHS

2. B opranuzanuu o yCMOTPEHHIO PYKOBOJICTBA JOJKHA OBITH pa3paboTaHa
WHIMBHIYyaJIbHAS HHCTPYKITUS IO IETIOTIPOU3BOJICTBY

3. BuyTpeHHee coriacoBaHue JOKYMEHTa 0(pOpMIISIeTCS PEKBU3UTOM «BU3a»

4. B OpTraHHU3allMOHHO-TIPABOBBIC JOKYMCHTBI MOXHO BHCCTU U3BMCHCHUA U
JOIIOJIHEHU A

5. B xaxmoit opraHu3anuu J0JKHA OBITH TepOoBas rmevath

6. TunoBble HHCTPYKLMH IO AETONPOU3BOACTBY HOCAT PEKOMEHIATEIbHBIN
XapakTep

OTtanoH oTBeTa Ha 3aganue: 1. — Jla; 2. — Her; 3. — [a; 4. — a; 5. — Het; 6. — Her.

2. BceraBbTe nponyleHHbIE B TEKCTE €JI0BA:

a) @opmynsip TOKyMEHTa — 3TO Habop o(unmanbHOrO
HNICEMEHHOTO JOKYMEHTA, PACHIOI0KEHHBIX B OIPEICIICHHOM

OTaJloH 0TBeTa Ha 3aj1aHue: PopMyJssip JOKYMEHTa — 3TO HabOp pexsusunos opUIHaIbLHOTO
UCbMEHHOTO JJOKYMEHTA, PacloyIOKEHHBIX B ONPEAEICHHON nociedogamenvHocmu.

0) Cny>xeOHOE THChMO — 3TO €MHCTBEHHBIN , KOTOPBI HE UMEET
JIOKYMEHTA.

OtanoH oTBeTa Ha 3ananue: CinyxeOHOe TUChMO — 3TO €UHCTBEHHBIN JOKYMeHm, KOTOPHIT
HE UMEET OIgHKa TOKYMEHTA.




3. BoinosiHuTe 320aHNA:

a) Kakue pexkBU3UTBI JOKyMEHTa Ha3BaHbl HEBEPHO: «IaHHBbIE OpTaHU3ALUN,
«HAaUMEHOBaHHE JOKYMEHTa», «PErHMCTPALMOHHBIM HOMEp JOKYMEHTa», «Jara JOKYMEHTay,
«rpudy», «amgpecary», «coriacuey, «suza»? Hanummre npaBuiibHOE Ha3BaHHWE 3TUX PEKBU3UTOB.
Ykaxute HoMepa Tprda MepedrcIeHHbIX PEKBU3UTOB.

OraloH oOTBeTa Ha 3ajaHue: HeBepHO Ha3BaHBI CIENYIONIME PEKBU3UTHI — <«JIaHHBIC
OpraHM3aINy, «HAUMEHOBAaHUE JOKYMEHTay», «Trpudy», «cormacue». [IpaBuibHOE HaUMEHOBAHHE
pekBU3UTOB W HOMepa Trpuda — 08 «cmpaBouyHbIE JaHHBIE 00 opraHu3auny; 09 «HaumMeHOBaHUWE
BUAA OKyMeHTa»; 11 «perucrpanuoHHblii HOMep AOKyMeHTay; 10 «mara nokymeHta»; 14 «rpud
OTpaHWYEHUS JTOCTYNa K JOKYMEHTY»; 15 «ampecat»; 20 «rpud corimacoBaHus IOKyMeHTa»; 21
«BU3A.

0) Ompenenure, Kakue OMMUOKH JOMYIIECHB B cienyromux ¢paszax: 1) Ha cobpanum
pedb Beach 0 HaApYIICHUH TIPOU3BOJCTBEHHOTO rpaduka; 2) Bam cienyer oOpaTuTh BHUMaHUE Ha
cinenytomue (aktol...; 3) BBl JOMKHBI HaM TOMOYb B YCTAaHOBKE HOBOTO OOOpYIOBaHMS.
HcnpaBbTe 3TH OMIMOKH, U3JI0KUB MPABUIIBHO 3TH (hpasbl.

OtajnoH oTBeTa Ha 3ananue: 1) Ommobka B HapyIMIeHUH CTHIIS peur — (ppasza u3 pa3roBOPHOTO
CTHJISI MCIIONIb30BaHa B oduumanbHO-7enoBoM cruie. llpaBwibHblidi BapuaHT ¢pasel — «Ha
cobpanuu 0OCYXXIajcsi BOMPOC O HAPYIIEHWH TPOU3BOACTBEHHOTO Tpaduka»; 2) B manHOM
BBIPQKEHUM HMEETCS TaBTOJOTHMS — CMBICJIOBOM IOBTOP OAHOKOPEHHBIX CIIOB. I[IpaBMIIbHBIN
BapuaHT (¢paszsl — «HeoOxoqumo oOpaTuTh BHUMaHuUe Ha cieayromue (axtol...»; 3) JomymeHa
omnOka B ctuiie peun. [IpaBuibHbIil BapuanT ¢pasbl — «Ipocum Bac oka3atb moMoIp B yCTaHOBKE
HOBOTO 000PYIOBAHUS.

B) Odopmure MakeT OJaHKa MHCbMA (V2l080€ PACHONIONCEHUE DEKBUUMOE WIMAMNA
onanka) nia OO0 «Omeray. CripaBouHble JaHHbIE 00 opranu3amun: Kemeposo, 650000, mpocriekT
Jlenuna, nom 8, Ttenedon 35-18-00, xom OKIIO 9856, OI'PH 345123789023, MHH/KIIII
4500583453/ 02387560.

DTaJIOH OTBETA HA 33JJaHUE:

000 «Owmera»
np-kt Jlennna, 1. 8, r. Kemeposo, 650000
ten. 8 (384-2) 35-18-00
OKIIO 9856, OI'PH 345123789023
WHH/KIIIT 4500583453/ 02387560

4.1.4 3agaHusA NPOMEKYTOYHOI0 KOHTPOJIS:

3ananue 1. BoiOepuTe npaBUiIbHbIA BAPUAHT OTBETA:

1. denonpoun3BoacTrso — 310

a) CHCTEMA XPAHEHUS JOKYMEHTOB;

0) COCTaBJICHHE IOKYMEHTOB;

B) JTOKYMEHTUPOBAHHE U OpraHu3aius paboThl ¢ JOKyMEHTaMH;
r) CUCTEMa PETUCTPALIUU JOKYMEHTOB;

) opranu3aiys padoThl ¢ JOKYMEHTaMHU.

DTaloH OTBETa HA TECTOBOE 3a/laHue: IPABUIIBHBIM BapUaHT OTBETA — B)

2. JJlokymMeHTHpOBaHUE — 3TO

a) ABHUIKCHUC NOKYMCHTOB B OpPraHM3alliy ¢ MOMCHTA UX CO3AaHHA WU MOJTYYCHUA OO
3aBEpIICHUS UCIIOHEHUS W OTIIPABIICHUS;

0) opraHuzanysi JOKyMEHTOOOOpOTa, XpaHEHHs M UCIOJIb30BaHUS JIOKYMEHTOB B



TEKYLIEH ACSATEIBHOCTH YUPEIKICHUS;

B) 3anuch HHGOPMAIMH HA PA3IMYHBIX HOCUTENSX [0 YCTAHOBJIEHHBIM MTPaBUIIaM;

F) oTpaciib  ACATCIIBHOCTH, O6€CH€‘-II/IB3.IOH_Ia$I JAOKYMCHTUPOBAHHUC U OpraHU3alUIO

paboThl ¢ oPHUITHATEHBIME TOKYMEHTAMU;

1) 3anuch UH(GOPMALIUH 110 TUIIOBBIM (OpMaM.

DTaloH OTBETa HA TECTOBOE 3a/laHue: TPABUIIbHBIN BapuaHT OTBETA — a)

3aanmue 2. BcraBbTe NpoNnyuieHHbIE B TEKCTE CJI0BA:

1.  BHUUIAL -

n

Bcepoccuiickuit

HaquO-I/ICCJIe,I[OBaTCJIBCKI/Iﬁ

nena.

OTaJIOH OTBETa Ha 3ajiaHue: BcepoccHilckuii Hay4YHO-HUCCIIEIOBATEIbCKUNA HWHCTUTYT

OOKYMEHMUPOBAHUSL VI APXUBHO20 Acia.

2. I'CHOY — I'ocynapcTBeHHas cuctema

YIIPABJICHHUS.

Otanon otBera Ha 3amanue: ['CIHOY — l'ocymapcTBeHHas cucTeMa QOKVMEHMAYUOHHO20

obecneyenus YIIpaBJICHUA.

4.2 Kpurtepun oneHok no 1ucuuniInHe

XapaKTepucTHKa 0TBETOB

Onenka
ECTS

Bbaaa B PC

Onenka
HTOroBas

JlaH MonHBIN, pa3BEpPHYTHIA OTBET HA
MOCTaBJICHHBIN BOMPOC, MOKa3aHa
COBOKYITHOCTh OCO3HAHHBIX 3HAHHM 110
TUCITUTIIMHE, TPOSIBIISIFOIIASCS B CBOOOTHOM
ONEPUPOBAHUM TOHATUSIMU, YMEHUU
BBIICJIUTH CYIIECTBEHHBIE U
HECYIIECTBEHHBIE €r0 MPU3HAKU, MPUYNHHO-
CJIE[ICTBEHHEIE CBSI3U. 3HAHUA 00 00BEKTE
JTIEMOHCTPHUPYIOTCS Ha (POHE TOHUMAHHUSI €TO
B CUCTEME JJaHHOM HayKU U
MEXIUCIUIIIIMHAPHBIX CBsI3ei. OTBET
dbopMupyeTcs B TepMUHAX HAYKHU, U3TI0KEH
JIUTEPATYPHBIM SI3BIKOM, JIOTHYEH,
JIOKa3aTelieH, JEMOHCTPUPYET aBTOPCKYIO
TTO3UIMIO CTYJICHTA.

100-96

5061

JlaH 1OJIHBIN, pa3BEPHYTHIN OTBET HA
IIOCTaBJICHHBIN BOIIPOC, TIOKa3aHa
COBOKYITHOCTb OCO3HAHHBIX 3HAHWM 110
JUCLUILINHE, T0Ka3aTE€IbHO PACKPBITHI
OCHOBHBIE ITOJIOKEHUS TEMBI; B OTBETE
IIPOCIIEKUBAETCS YETKAsl CTPYKTYPA,

95-91

UHCTUTYT




JIOTMYECKas IOCICI0BAaTSIbHOCTD,
OTpaXkarollasi CyIllIHOCTh PACKPBIBAEMbBIX
MOHSITHIA, TEOPHH, IBIICHUH. 3HAHUS 00
00BEKTE IEMOHCTPUPYIOTCS Ha GhoHE
MNOHUMAaHUS €ro B CUCTEME IaHHOW HAayKU U
MEXKIUCIUIITIMHAPHBIX CBs3ei. OTBET
U3JI0KEH JINTEPATYPHBIM SI3bIKOM B
TepMHUHAX HayKu. MOryT OBITh JOIYIICHBI
HEJI0YETHI B ONPE/ICICHUU OHATHH,
HCTIPABJICHHBIE CTYJACHTOM CaMOCTOSTEIHHO
B [IPOIIECCE OTBETA.

JlaH MonHbIN, pa3BEpHYTHIA OTBET Ha
MOCTaBJIEHHBIN BOMPOC, T0KA3aTEIbHO
PACKPBITBI OCHOBHBIE MOJIOKEHHS TEMBI; B
OTBETE MPOCIICKUBACTCS YETKASI CTPYKTYPA,
JIOTHYECKasl MOCIIeI0BATEIbHOCTb,
OTpakarolas CyIIHOCTb PACKPbIBAEMbIX
MIOHATHH, TeOpUil, siBIeHU. OTBET U3J10KEH
JIATEPATYPHBIM A3BIKOM B TEPMHUHAX HAYKU.
B oTBeTe nomymieHbl HETOYETHI,
HCIIPABJICHHBIC CTYJICHTOM C ITOMOIIbBIO
MIPETO0/1aBaTElIs.

90-86

4 (4+)

JlaH 1OJIHBIN, pa3BEPHYTHIN OTBET HA
IIOCTaBJICHHBIN BOIIPOC, TIOKAa3aHO YMEHHUE
BBIJICJIUTH CYLLCCTBEHHBIE U
HECYLIECCTBCHHBIE IIPU3HAKY, IPUYMHHO-
CJIEICTBEHHBIE CBsA3H. OTBET YETKO
CTPYKTYpPUPOBaH, JIOTUYEH, U3JI0KCH
JIUTEPATYPHBIM SI3bIKOM B TEPMUHAX HAYKH.
MoryT OBITh AOIYIIEHBI HEJOYETHI UIH
HE3HAYUTENIbHbIC OLUIMOKHU, HCTIPaBICHHBIE
CTYJEHTOM C IOMOILBIO NPENOIaBaTENs.

85-81

JlaH 1OJIHBIN, pa3BEPHYTHIN OTBET HA
IIOCTaBJICHHBIN BOIIPOC, TIOKAa3aHO YMEHHUE
BBIJICJIUTH CYLLCCTBEHHBIE U
HECYLICCTBCHHBIE IIPU3HAKY, IPUYMHHO-
CJIEICTBEHHBIE CBsA3H. OTBET YETKO
CTPYKTYpPUPOBAH, JIOTUYEH, U3JI0XKCH B
TepMHHAX Hayku. OHaKO, JOMYILEHbI
HE3HAYUTENIbHbIE OUIMOKU WM HEJIOYETHI,
UCIIPABJICHHBIE CTYACHTOM C IIOMOILBIO
«HABOJSAIIMX» BOIIPOCOB MPEMOAABATES.

80-76

44

Jla" moaHBINA, HO HEJOCTATOUYHO
ITOCJICIOBATENLHLIN OTBET Ha
MOCTaBJICHHBIN BOMPOC, HO MIPU 3TOM
MOKa3aHO YMEHHE BBIJCIUTD CYIIECTBEHHBIE
Y HECYILIECTBEHHBIC MPU3HAKU U TPUUUHHO-
clieACcTBeHHBIC CBI3U. OTBET JIOTHUCH U
U3JI0’KEH B TEPMUHAX HAYKU. MOTYT OBITh
JOTYIIEHBI 1-2 OMOKY B ONIpeIesIeHUN
OCHOBHBIX MOHSITUH, KOTOPBIE CTYJEHT
3aTPYJAHSACTCS UCTIPABUTH CAMOCTOSITEILHO

75-71

334

JlaH HEOCTATOYHO IIOJHBIM OTBET U

70-66




HEJ0CTAaTOYHO pa3BEPHYTHIN OTBET. JIoruka
U M0CJIEZI0BATENBbHOCTD M3JI0KEHUS! UMEIOT
HapymeHus. JlomymieHsl omuoKy B
PacKpbITUN MOHATHH, yoTpeOIeHnn
TepMUHOB. CTYJEHT HE CIIOCOOCH
CaMOCTOSITENIbHO BBIIEIUTh CYIIECTBEHHbBIE
Y HECYIIIECTBEHHbBIE TIPU3HAKU U IPUYMHHO-
clleZICTBEHHBbIE CBsI3U. CTYIEHT MOXKET
KOHKPETH3UPOBaTh 0000IIIEHHBIC 3HAHUS,
JI0Ka3aB Ha IpUMeEpax UX OCHOBHbIE
MOJIOKEHUS TOJBKO € TIOMOIIBIO
npenojasarens. PedeBoe opopmienune
TpeOyeT MONpPaBOK, KOPPEKLIMH.

JlaH HEMOJIHBIN OTBET, JIOTHKA U
MOCIIE0BATEIHPHOCT U3JIOKEHUS UMEIOT
CYyILIECTBEHHbIC HapyIIeHUs. JlonmyIeHbl
rpyObIe OLIMOKH MTPU OTIpEIeIIeHUN
CYILITHOCTH PACKPbIBAEMBIX MOHSITUH,
TEOPUU, ABJIECHUH, BCICICTBUE
HEMOHUMAaHUS CTYJEHTOM UX
CYIIIECTBEHHBIX M HECYIIIECTBEHHBIX
MIPU3HAKOB U CBsI3eil. B 0TBEeTE OTCYTCTBYIOT
BBIBOJIbI. Y MEHUE PACKPHIBATh KOHKPETHBIC
MPOSIBIICHUST 000OIICHHBIX 3HAHUN HE
noka3aHo. PeueBoe oopmieHue Tpedyet
MONPABOK, KOPPEKIIUU.

65-61

339

JlaH HENOJIHBINM OTBET, NPEACTABIAIOLIINN
co00¥i pa3po3HEHHBIE 3HAHUS 110 TEME
BOTIPOCA C CYIIECTBEHHBIMH OMIMOKAMH B
onpeaeneHusx. [IpucyrcrByror
(dbparMeHTapHOCTH, HEJIOTUYHOCTh
n30xeHus. CTyJIEHT HE OCO3HAET CBS3b
JAHHOTO TIOHSITHUS, TEOPUH, SIBJICHUS C
JIPYTUMU 00bEKTaMU JUCITUTIINHBI.
OTCYTCTBYIOT BBIBO/IbI, KOHKPETHU3AIUS U
JIOKa3aTeIIbHOCTD U3JIOKEHH. Peup
HerpaMmoTHa. JlonogHUTEeNbHBIE U
YTOYHSIIOIIME BOMIPOCHI MPETNOAaBaTeNs HE
MPUBOAAT K KOPPEKIIMU OTBETA CTYJEHTA HE
TOJILKO Ha MOCTaBJICHHBIA BOMPOC, HO U HA
JPyTrue BONPOCHI TUCLUIIIINHBIL.

Fx

60-41

2
(Tpedyercs
nepecaava)

He nony4yens! oTBeTHI 10 6a30BBIM
BOIPOCAM JIMCUUIUIAHBI.

40-00

2
(Tpebyercs
NMOBTOPHOE

H3ydyeHune
MarepuaJia)




4.3 OueHouHbIE CpeACTBA, peKOMeHAyeMble 1Jisl BKIKYeHUs] B (OHI OLEHOYHBIX
CpeacTB UTOroBOM rocynapcreennoi arrecranun (I'MA)

OcBauBaeMble
KOMIIETEeHIIMH
(uHaeKc
KOMIIETEeHIIUH)

OTBeT Ha
TecroBoe 3aganue TeCTOBOE
3aJJaHUe

YK-4 JIEJIOITPOU3BOACTBO ABJISETCS CUCTEMOU
a) XpaHEHUsI JOKYMEHTOB

0) cocTaBieHHUs TOKYMEHTOB

B) IOKyMEHTHPOBAHUS M OpraHU3aluU pabOTHI C B)
JOKYMEHTaMHU

I') pETUCTPALMK JOKYMEHTOB

J1) COIIPOBOXKJICHHSI JOKYMEHTOB

OIIK-1 HOPMATUBHBIE TPEBOBAHIA K O©POPMITEHUIO
OPI'TAHU3ALMOHHO-PACIIOPAUTEJIBHBIX
JOKYMEHTOB YCTAHABJIMBAET

a) denepanbHBII 3aKOH

0) Harmonanehsiii cranaapt (I'OCT)

B) [Ipukaz

r) Yka3

n) [locranoBnenue

6)

OIIK-10 PEKBU3UT JOKYMEHTA - 3TO

a) GupMeHHBIN OJTaHK IOKYMEHTa

0) o0s3aTeNbHBIN AJIEMEHT 0(pOpPMIICHHS JOKYMEHTA
B) 4aCTh CIIY’)KEOHOTO MHChMa

r) o0mumii 6J1aHK TOKyMEHTa

1) HOMEp JOKyMEHTa Ha OJlaHKe

6)

OIIK-11 JOKYMEHTOOBOPOT — OTO ABUXEHUE
JJOKYMEHTOB B OPTTAHU3ALIMM C MOMEHTA UX
CO31AHUM WA ITOJTYUYEHU A

a) 10 IepeIaun Ha UCIIOJTHCHUE

0) 10 MOJIIITUBKH B JICJIO

B) J10 TTOATICAHUS

T') 10 3aBEPIICHHS UCTIOJTHCHUS WA OTIPAaBKU

1) 10 YHUYTOKCHHS 110 aKTy

OIIK-12 METAJJAHHBIE DJIEKTPOHHOI'O JOKYMEHTA
IIPEICTABJISIOT COBOM

a) 00s13aTeNbHBIN KOMIUIEKT PErHCTPALMOHHON KapThl
JOKyMEHTa

0) 0JIHY M3 COCTABIISAIOLINX YaCTeH AJIEKTPOHHO-IIM(PPOBOI
HOJITUCHU

B) uaeHTHU(UKaTOp HH(POPMAIIMOHHOTO pecypca,
MO3BOJIAIOIINN YIIPABIATh UM

I') JaHHbIE, KOTOPBIE ONPEAETSAIOT CEKPETHOCTh
JNEKTPOHHOTO JOKYMEHTa

1) 3JI€KTPOHHBIN KJIIOU JJIs1 OTIIPaBKU JOKYMEHTA 110
3JIEKTPOHHOM MOYTe

[K-7 2. YnpaBlieHYE€CKHI IEPCOHAN BKIIOYAET:
a) BCIIOMOTATEJIbHBIX pabounx;

0) ce30HHBIX pabouux;

B) MJIAJIINM 00CTyKHUBAIONIUNA TEepCOHAT;




I') pyKOBOJUTEJEH, CIIEIUATUCTOB;
1) OCHOBHBIX pabouux.

ITK-8

9. 3. B yeM 3aKkiIroyaeTcsa OCHOBHOM HELOCTATOK
aTTecranuu’? a) CyObeKTUBHU3M; 0) BBICOKAS
TpeOOBATENILHOCTh K aTTECTYEMBIM; B) BBICOKAs
TpeOOBATENILHOCTh K OPTaHU3aTOPaM; T') BRICOKAs
CTOUMOCTb; 1) YXYJIIEHHE MOPaTbHO-IICUXOJIOTHUECKOTO
KJIUMaTa B KOJUICKTUBE

5.

NHO®OPMAIIMOHHOE U YYEBHO-METOANYECKOE OBECIIEYEHUE

JANCHUITINHBI

5.1 HNudopmannonnoe odecneyenne TUCHUNINHBI

n/n

HaumeHoBaHHe M KpaTKas XapaKTepucTHKA 0H0JIMOTedHO-
UH(GOPMALMOHHBIX PECYPCOB U CPEACTB 00ecneYeHust
o0pa3oBaTeILHOIO MpoIecca, B TOM YHCJIe 3JIeKTPOHHO-
OMOJIMOTEYHBIX CHCTEM H 3JIEKTPOHHBIX 00pa30BaTeIbHbIX
pecypcoB (3J1eKTPOHHBIX U3IAHUH M HH(POPMALMOHHBIX 0a3
JAHHbIX)

KoanuecTtBo
IK3EeMILIAPOB,
TOYeK J0CTyna

9BC:

OnekTpoHHas Oubmmoreunas cucrtema «KoHCyabTaHT cTyaeHTa» :
[DnexTponHsIit pecypc] / OO0 «UITY3» r. Mocksa. — Pexum noctyma:

10 JIOTOBOPY,
CpOK OKa3aHus

http://www.studmedlib.ru — kapThl HHIUBHIYATBHOTO JTOCTYTIA. YCIIyTH
01.01.2019—
31.12.2019
2. | Dnexktponnas 6ubnuoreynas cucreMa « IbC JIAHD » - xonnexnus T10 JIOTOBOPY,
«Jlabopatopus 3nanuit» [Onekrponnsiit pecypc] / OO0 «9bC JIAHby. | cpok okazaHus
— CII6. — Pexxum nocryna: http://www.e.lanbook.ru uepes [P-aapec yCIIyTH
YHHMBEpPCUTETA, ¢ JIMYHOro IP-aapeca no JOruHy M napoio. 01.01.2019—-
31.12.2019
3. | DnexrponHas 6nbnuoTeuHas cuctema «bykam» [ DIEeKTpOHHEIN pecypc] 10 IOTOBOPY,
/ OO0 «bykan» r. Tomck. — Pesxxum moctyma: http://www.books-up.ru CPOK OKa3aHUs
— uepes [P-aapec yuuBepcurera, ¢ nuuHoro IP-aapeca no nmoruny u YCIYT!
MapoIIIO. 01.01.2019-
31.12.2019
4. | DnexTponHO-6MGMMOTeuHas cucteMa «IBC FOPAUT) [DneKkTpoHHbIIT 110 JIOrOBOPY,
pecypc] / 000 «dnexrporHoe u3aatenbecrBo FOPAWT» r. Mocksa. — CPOK OKa3aHUs
Pexxum noctyma: http://www.biblio-online.ru — guepes IP-agpec yCIIyTH
YHHMBEpPCUTETA, ¢ JIM4YHOro IP-aapeca no jJoruHy M napoio. 01.01.2019—-
31.12.2019
5. | Undopmanmonno-cnpaBounas cuctema KOJAEKC c 6a30if nanabix Ne 10 JOTOBOPY,

89781 «MenunuHa 1 3ApaBOOXpaHEeHHUE» [ DIEKTPOHHBIN pecypc] /
000 «I'K Kogekcy. —r. KemepoBo. — Pexxum pgocrtyna:

CPOK OKa3aHus
YCIIYTH




aJipec YHHUBEPCHUTETA.

http://www .kodeks.ru/medicina_i_zdravoohranenie#home uepe3 IP-

01.01.2019—
31.12.2019

6. | CripaBounas npaBoBasi cuctema Koncyabrant Ilnioc [DnekTpoHHBIH I10 10r0BOPY,
pecypc] / OO0 «Kommnanus JIAI-IBA». — M.— Pexxum nocryma: CPOK OKa3aHHUsI
http://www.consultant.ru uepe3 IP-anpec yHuBepcurera. yCIyTH

01.01.2019—-
31.12.2019

7. | dnexkrponnas omdauoreka KemI'MY

(CBUIETENBCTBO O rOCYIAPCTBEHHON pErucTpanuy 0a3bl TaHHBIX HEOTpaHMYEHHBIN
Ne 2017621006 ot 06.09 2017r.)
HNuTepHeT-pecypcebl:

8. | https://kemsmu.ru/cathedra/dlya-kafedry-obshchestvennogo- 1
zdorovya/about/Kadenpa o0111ecTBEHHOTO 3J0pOBbSI, 3APaBOOXPAHEHUS U
MEIULIUHCKOW HHPOPMATUKH

KoMnbloTepHble Npe3eHTALUNU:
9. | Kommiekt nmpeseHTanmii Jekunii no 6 TeMaM JUCLUILIAHBI 1 3J1eKTPOHHBIH

BapHaHT

JIeKTPOHHbIE BEPCHHU TECTOBbIX 3aJaHUH Y MPAKTUYECKHUX 3aaHMI:

10. | KoMIuieKT TecTOBBIX 3aJaHMMl TeKylero KOHTponss mo 6 TemaM | 1 3JIeKTpOHHBIH
JUCIUIUIAHBI BAPHAHT
11. | KomIuiekT 3a1aHuii TEKYIIETro KOHTPOJIS 110 6 TeMaM JTUCHUTIINHBI 1 371eKTPOHHBII
BAPUAHT
12. | KoMmiekT 3agaHuil IpOMEXYTOYHOTO KOHTPOJISA MO AUCHUIUIMHE Uil | 1 3JIeKTpOHHBIH
3a4ETHOTO 3aHATHUS BAPUHAHT
5.2 Y4eOHo-MeTOoqUYeCKOE 0O0ecTedeHHue T CHUIINHBI
Yucio
IK3EeMILIAPOB
udp P Yucio
Bbub6anorpaguyeckoe onucanue N B OubJsmoreke,
Ne HAaY4YHOH 00y4aroumuxcs
PEKOMEH/yeMOro HCTOYHHKA BbleJIsIeMOe
n/n INTEDATVDLL OMOMOTEeKH A — Ha JAaHHOM
patyp KemI’'MY MOTOKe
MOTOK
o0yuyawumuxcst
OcHoBHasi JiuTEeparypa:
1. | yBanosa, H. H. Opranuzauus n -- -- 40
TEXHOJIOTUS JOKYMEHTAILIMOHHOTO
o0ecrniedeHus ypaBiIeHUs : YIeOHUK U
MIPAKTUKYM JUJISl AaKaJIEMUYECKOTO
6akanaBpuata / H. H. lllyBanoBa. —
Mocksa : U3narensctBo FOpaiit, 2019.
— 221 c. — URL: «OBbC KOpaiiT»
www.biblio-online.ru
JlononHuTeNbHAS TUTEpATYpa:
2. | Opranun3anusi CECTpUHCKON -- - 40
NesITeIbHOCTH: Y4eOHUK
[DnexTponnsit pecypc]/ mox pen. C.1.




JlBotinukoBa. - M.: I'90TAP-Menua,
2015. -528c.- URL: ObC
«KoHCynbTaHT CTyAEHTA.
DnekTpoHHas OMOIMOTEKa
MEIUIIMHCKOTO BY3a»
www.studmedlib.ru

6. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI

O6mas
Hanmenosanue By momemnenus ———
Kadeapsl (yueOHas MecToHax0XKIEHUE HanmeHnoBanue Buec | mome melfnﬁ
ayIUTOpHS, (ampec, HaMMeHOBaHME 00opynoBaHus 1 MO choﬁ; eM,
naboparopus, yUpeXIeHUs, KOPIyC, KOJIMYECTBO oTh X By
KOMITBIOTEPHBIN HOMEp ayIUTOPHUH) I'ox BBOAA B 3KCILTyaTaLUIoO. yaeGHOM
knacc) npouecce
1. 2. 3. 4. 5. 6.
650056,r.
Kemepogo, yi1.
Bopommunosa 22A (;)olng—rw ., CTys—17 mr.
KOMH“J%TF PHbIH ©I'bOY BO Hoyt0yxkwu, 16 mrt., 2019 r,; 16
Krace e KemI'MVY OnepannoHHas cucteMa
Munsapasa PO, Windows 8.1.
TJIaBHBIN KOPIIyC,
Ne336
650056,r.
Kemeposo, yi.
BopommioBa 22A | Cron — 14mr., cTyn — 28 mr.
OO111eCcTBEHHOTO . .
KommbroTepHbiii ®I'BOY BO 2019
310pOBb4, race No2 Kem'MY Hoyr0yxwu, 18 mr., 2019 r.; 28
3paBOOXPAHEHUS U = M PD OneparMoHHas cHcTeMa 601 xB.M
MEUITHCKON HH3IEpaBa > Windows 8.1.
HHGbOPMATHKH TJIaBHBIA KOpITyC,
Ne335
650056,r.
Kemeposo, yi.
Bopoumiosa 22A .(;TO()IJgrl‘S MT., CTYJA—22 TIT.
KO;\:[:LH};(‘:ECPHHH ©I'bOY BO Hoyr0yxwu, 14 mwr., 2019 r.; 22
K . KemI'MY OnepaloHHas cucTeMa
Mun3znpasa PO, Windows 8.1.
TJIaBHBIN KOPILYC,
Ne343
. 650056,r. Cron — 12mr., cTyn—22  mT.
KomnbrotepHsiii ) .
Kemeposo, yi. ;2019 1.; 22
kaacc Ne7

Bopommnosa 22A

Hoyt0yxkwu, 18 mrt., 2019 r,;




dI'BOY BO
KemI'MY
Mun3znpasa PO,

TJIaBHBIN KOPIIYC,
Ne333

OnepanuoHHas cucTeMa
Windows 8.1.

650056,r.
Kewmepogo, yi1.
Bopommnosa 22A

Cron —15 ., ctyn —18mir.
;2019 1.

Ilf;;\grcn};(j;ep}lbm ®I'BOY BO Hoyt6ykwu, 14 mrT., 2019 r.; 18
h KemI'MVY OneparrioHHas cucTeMa
Munsgapasa PO, Windows 8.1.
TJIaBHBIN KOPITYyC,
Ne334
650056,r.
Kemeposo, yiI. Cron —24 wrt., ctyn —641mr.
Bopounosa 22A ég}llT96ryK 1 mr., 2019 r.:
E:I;?Haﬂ ayauTopus ®I'eOY BO OnepannoHHas cucteMa 64
3a_n) TERIOHR KemI'MY Windows 8.1.
Mun3npasa PO, NHTepakTHBHAs 10CKA
IIaBHEIA KOPITYC, Smart board, SBX 880 ¢
No342 npoekropom UF75, 2014 r.
650056, r.
Kemepogo, yi1.
Bopommiosa 22A | Cron— 19 mr.,
VYuebnas aymutopus | @I EOY BO ctyn — 40 mwr. ;2019 r.;
No5 (JIeKITMOHHBIN KemI'MY Hoyt0yx, 1., 2013 1.; 40
3am) MI/IHS,I[paBa PD WuTepaktuBHas qocka Sharp

TJIaBHBIN KOPIyC,
Ne344

PNL 602B 60” ,2014 .

650056, T. Cron— 14 mir., 2010
KeMepoBo, yiI. Cryn—-28 mr., 2010
Bopommnosa 22A
VYueOHas
aynuropust Ned ©I'eOY BO
Kem['MY
Munsapasa PO,
TJIaBHBIN KOPIIyC,
Ne337
650056, T. Tlapmepo6 - 1 mit., 2010
Kemepogo, yi. [xad 3akpeITHIA - 1 mT.,
2010
Bopommosa 22A | y
Ka( co CTEKJISTHHOM
®I'bOY BO IBepbIo - 2 wT., 2010 mrT.,
Kabuner Kem['MY 2010
3aBEAYIONIETO Munsapasa PO, JluBaH 3-X MECTHBIH - 1 1T,
Kaenpoii TJIABHBIN KOPITYC, 2010 CTon KOMIBIOTEPHBIH -
Ne345 I mT., 2010
Kpecio - 1
Cron >xypHalbHBIH - | mT.,
2010 Cryn opucubrid. -1
Kommnsrotep - 1 mT., 2010
Hoyt0yxk - 1 mr., 2010
Kabuaer 650056, T. Tapmepo6 - 1 wr., 2010
JIOLICHTA Kemeposo, yi1. ngfg(b 3aKpHITHI - 1 1T,

Bopommnosa 22A

[IIxad co cTexITHHON




dI'BOY BO
KemI' MY
Mun3znpasa PO,

TJIaBHBIN KOPIIYC,
Ne340

IBephIo - 2 mT., 2010
JluBaH 3-X MECTHBIH - 1 1T,
2010, Ctost KOMIIBIOTEPHBIH
-1 mr., 2010

Kpecno - 1 mt., 2010

Cron >xypHalbHBIH - | mT.,
2010

Cryn ouCHBIH.
2010
Kowmmerorep - 1 mT., 2010
Hoyt6yk - 1 mrT., 2010

-1 mr.,

650056, T. Tapnepo6 — 1 mr., 2010
KeMmepoBo, yi. [xad 3akpeIThiii — 1 1mT.,
2010
Bopommnosa 22A 11 .
Kad co CTCKISTHHON
®I'eOY BO nBepbto — 2 mrT., 2010
KemI' MY Jupan 3-X MeCTHBIH — 1
Kabuner MI/IHSI[paBa PO, mrt., 2010
aACCUCTEHTAa TTIaBHBIH KOPIIYC, Crtos1 KOMIIBIOTEPHBIN — 1
No341 wrt., 2010
Kpecno—1 mt., 2010
Crou xypHaNmbHBIH — 1
mT., 2010
Cryn opucHsii— 1 mrT.,
2010
TlepcoHanbHBIN KOMITBIOTED
—1 ., 2010
650056, T. Kcepokc — 1 miT., 2010
KeMmepoBo, yi. Hoyt0yk— 1 1., 2010
Cron—1 mr., 2010
Bopommnosa 22A HIxad 4
JUTSL OJTCKTBI IIT.,
®I'BOY BO 2010
Jlabopantckas Kem['MY Illkad KHWKHBIH— 2 1T,
(Komriara anst Munznpasa PO 2010
CaMOCTOSTENTFHON >
TOATOTOBKH TJIaBHBIN KOPITYyC, Cryn—2 wr., 2010
No339 Hoyt6ykx — 1 mr., 2010 ¢
00y4JaroIuXxcs)
MOJKITIOYEHNEM K  CETH
«atepueT» mrt., 2010
Cron—1 mrr., 2010
Hlkad xHWKHBI— 1 mT.,
2010
650056, T. Tapmepo6—1 mr., 2010
Kemepogo, yi. [Ikad co cTeknaHHON
neepbto — 1 mT., 2010
Bopommnosa 22A N
JuBan 3-x MecTHBIM — 1
®I'bOY BO mT., 2010 Cron koM. — 1
Kabunet KemI' MY Kpecno — 1 mr., 2010 mr.,
ACCHCTEHTa Mumnszapasa PO, 2010
TIIaBHBI KOPITYC, Crout xypHaNBbHBIN — | T,
Ne331 2010
Crtyn opucHsli— 1 1.,
2010
IlepconanbHBIA KOMIBIOTED
—1 mr., 2010
650056,r. Tlapmepo6-1 ., 2010
Kemepogo, yi. [Ikad 3akpeIThIii -1 mT.,
B 24 | 2000
KaOuner OpOIINIOBa IIkad co cTexnaHHOlM
JOILICHTa PI'bOY BO asepslo -1 mr., 2010
KemI'MY JuBan 3-X MecTHBIH -1 1mT.,
Munsznpasa PO, 2010

TJIaBHBIN KOPIIYC,
Ne338

CTOJT KOMITBIOTEPHBIH -1
mT., 2010




Kpecno -1 ., 2010
Crtout XypHaJIBHBIHN -1  mmIT.,
2010

Cryn opucuerit. -1 mr.,
2010

IlepconanbHBIA KOMIBIOTED
-1 r., 2010

KabGuner
JIOL[EHTa

650056, r.
Kemeposo, yi.
Bopommnosa 22A
®I'bOY BO
Kem['MY
Munsgpasa PO,

TJIaBHBIN KOPIIYC,
Ne332

lapnepo6-1 mrt., 2010
Ikad 3akpeIThIif -1 mmT.,
2010

[xad co cTexnsIHHON
nBepbio -1 1mr., 2010
CTOJI KOMITBIOTEPHBIH - 3
wr., 2010

Kpecno—1 ., 2010
Cryn—1 mr., 2010
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