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PaGouas nmporpamma IucUUIUIHHB «JIOKyMEHTAaIMOHHOE O0EeCTIeUeHUE YIIPABICHUS.
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ABTOp(BI):

JOLICHT, K.II.H. &7 JIykpsinunkoBa E.A.
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Peuenzent(nl): Kapnos B.B., npencenarens Omckoro HayqHoro mneHtpa CHOUPCKOTo OT/AEICHUS
Poccwuiickoii akagemuu Hayk, A.3.H., mpodeccop

Pabouas nporpamma paccmorpena pykooautenem OITOIT:

//:/,—%74/ Pomuonos M.T.

il

PaGouas mporpamma ogo0Opena Yuenoim coBeToM HHCTUTYTa (TIpoTokon Ne 4/]1 ot 11 suBaps 2021 1.)

(c usmenenusamu u gononHeHusiMu ot 01 centsiOps 2021 r., nmpotoko:n pemenus YC Ne 1)

(c uU3MeHeHUusIMH 1 onoJiHeHusIMU 0T 26.01.2022 1., mpotokon pemenust YC Ne 6)

(c usmenenusimMu 1 ponosiHeHusiMu ot 31.08.2022 1., mpotokon pemenust YC Ne 13)

HopMmartuBHo-npaBoByt0 0a3y pa3paboTku pabodeil mporpaMMbl AUCHUIIIMHBI COCTABIISIOT:

- denepanbHbll TOCYIapCTBEHHBIM 00pa30BaTEIbHBIA CTAHAAPT BBHICIIETO OOpa3OBaHUS -
OakanmaBpuaT 1o HampasieHuto noAarotoBku 38.03.01 DxoHomuka (mpukaz MunHoOpHayku Poccum ot
12.08.2020 r. Ne 954)

- Ilpukaz «O0 ytBepxkaeHuu I[lopsaka opraHuzanuu W OCYIIECTBIEHUS 00pa3oBaTEIbHOMN
JIeSITeIbHOCTH 110 00pa30BaTeIbHBIM IPOrpaMMaM BBICIIEr0 00pa30BaHUs — MporpaMmamM OakanaBpuaTa,
porpaMMam crHelnuaauTeTa, porpaMMmaM Maructparyps» oT 06 anpenst 2021 r. Ne 245.

- [Ipuka3 «OO6 yTBepKIAEHUU MOpPsAKA MEepeyHer CHeruaaIbHOCTeH U HalpaBIeHUH MOATOTOBKU
BbIciIero oopazoBanus» ot 12 centsopsa 2013 r. Ne 1061.

- OcHoBHas mnpodeccuoHanabHas oOpa3oBaTeibHasi MporpamMma BBICHIETO 00pa30BaHUSA
HanpasJeHus ToAroToBkU OakanaBpuata 38.03.01 DxoHoMuKa (HampaBieHHOCTh «byxranrepckuii yuer,
aHaAJIN3 U ayIuT»), yTBepxkAeHHas pexkrtopom 11.01.2021.

- TlonoxxeHue O KOMIUIEKTAaX OICHOYHBIX MAaTepHaJOB OCHOBHOW MpodeccHoHaIbHOIM
oOpa3zoBatenbHOI mporpaMMsl Beiciiero oopazoBanus B AHOO BO «CuOupckuii MHCTUTYT OU3HEca U
MH(OPMAIIMOHHBIX TEXHOJIOTH», yTBEpKIAeHHOe pekTopoM 31.08.2020 r.



1. HEPEYEHD IVTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA 110 JUCHUIIJIMHE,
COOTHECEHHBIX C IIUVTAHUPYEMBIMHU PE3VJIIBTATAMHN OCBOEHUSA OIIOII

BAKAJIABPUATA

Lenv Oucyuniunvl «/JoKymeHmayuonHoe odecneuenue YNpasieHusy - -HAY4YUTh OyAyIIEro
CHEIHalIMCTa MPUHIIMIIAM PabOThI C TOKYMEHTaMHU-HOCUTEISIMU HH(OpMaIUY;
-pa3BUTh y OOyYaIONIMXCS HABBIKM KOMAaHJHON pabOThI, MEXJIMYHOCTHOH KOMMYHHKAIIHH,

MPUHSITHS PEIICHUH.
3aoauu oucyuniunol:

- O3HAKOMJICHHUC CTYIACHTOB C COCTABJICHUCM H O(bOpMJ'ICHI/IeM JOKYMCHTOB Ha OCHOBE
CYHICCTBYIOIUX I'OCYAAPCTBCHHBIX CTAHAAPTOB,
- MOJYUCHHUEC CTyACHTaMU 3HaHUI 00 OpraHu3anuu pa6OTBI C JOKYMCHTaMM Ha MPCAIPpHUATUN, B

OpraHu3aluy, YUpeKICHUH;

- U3y4yeHue npaBuil 0OPMIICHHS YIIPABIEHYECKUX JOKYMEHTOB, U UX PEKBU3UTOB;
- pacCMOTPEHHUE MPUMEPOB JOKYMEHTOB, PEIVIAMEHTUPYIOLIKUX MTPOLIECC YIIPABJICHHUS.

B pesynbrare ocBoenust OITOII GakanaBpuara 0OyJarOIIMICS JOJDKEH OBIAACTh CICAYIOIIUMHU
pe3ysbTaTaMu 00y4YeHUS IO JUCIHILTUHE:

Ko 1 nHaumenoBanue

KOII W HAMMCHOBAHUEC MHIUKA-

IIepedeHs UIAHUPYEMBIX PE3YIIBTATOB

KOMIICTCHIHH TOpa TOCTHYKCHUSI KOMITETCHIIUN 00y4YeHHsI 11O TUCIIUTUTHHE
[Ipodeccuonanpabie komnereHuu (11K)

[1K-4 Croco6en|I1K-4.1 3Haer OCHOBHbBIC|3HATH:

OCYIIECTBIISATh MIPUHIIMIIBI u MeTobI| 1. OcHoBBI JOKYMEHTAI[HOHHOTO
JESITCIIbHOCTh 10| OpTaHU3aIHH paboTeI{oOeceueHus YIIPaBIEHYCCKUX
TUTAHUPOBAHHUIO, NepcoHana, 00bEKThI TPYIOBOTO|IIPOIECCOB, a  TakKxe, CHCTEMBI
OpraHW3aIi, MOTUBAIUU H|IpOIecca; OCHOBBI OPTaHU3AIMH|3JICKTPOHHOTO  JJOKYMEHTOO0OpOTa |
KOHTPOJTIO paboTHI|1ETOMPOU3BOCTBA 1|COBpEMEHHbIE TEXHHUECKHUE CPECTBA JIJIs
MepCcoHaIa,  OOECIEUCHUIO|TOKYMEHTAIIHOHHOTO JOKYMEHTAIMOHHOTO obecrnieueHUs
JOKYMEHTAIMOHHOTO COTIPOBOXKICHUS yIpaBIeHUS.

COTIPOBOKIICHHUS VIIPaBICHYECKUX MPOIECCOB 2. [TpaBwmta COCTaBJICHUS

YIpaBJICHUYCCKHUX MPOIECCOB

OpPraHU3alMOHHBIX, PACTIOPAAUTEIBHBIX U
WH(POPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, O(GOpPMIICHHSI PEKBU3UTOB
opUIIMaTBHBIX JOKYMEHTOB

IIK-4.2 VYmeer opraHu3oBaTh
JeSITENIbHOCTD 1o

IUIAHUPOBAHUIO, OpPraHU3allUy,
MOTHBAIIMHM ¥ KOHTPOJIIO pabOThI
nepcoHasa peapUsATHHA
pa3IMYHBIX bopm
COOCTBEHHOCTH, OpraHU3alUH,
BE/IOMCTB, a TaKxe,
JOKYMEHTALUOHHOMY

COMIPOBOXKICHHIO 170

ACATCIIBHOCTH

YMmerTh:

1. AHamu3upoBaTh U  OIICHUBATH

coJiep’)KaHue JOKYMEHTOB, OOPa3yOIINX
JIOKaJIBbHYI0 HOPMaTUBHO-TIPABOBYIO 0a3y
2. CocTaBigThb OpraHU3alMOHHbIE,
paciopsiANTeNIbHbIC W HH(POPMAIHOHHO-
CIIPaBOYHBIE JTOKYMEHTBI o
o0ecrnevyeHno JOKYMEHTAI[HOHHOT O
COMPOBOXKACHUS yIPaBICHUYECKUX
MPOIIECCOB




[1K-6

OCYIIECTBIISATh
JIOKYMEHTUPOBaHUE

XO3SIUCTBEHHBIX —ONEpaluid,
0pOpMITSTH MJIaTeXKHbIC
JOKYMEHTHI U (hOpMUPOBATH
OyXraJiTepcKue€  IPOBOJKU
0  Yy4eTy  pe3ylbTaToB
(DMHAHCOBO- XO03MCTBEHHOM
JIeATETbHOCTH OpraHu3aluu

Crocoben

ITK-6.1 3Haer OCHOBHBIE
HOJIOKEHU UM HOPMAaTUBHO-
NpaBOBYIO 0a3y OyXraJTepcKoro
yueTa; MOpsAJOK OCYIIECTBICHUS

JOKYMEHTHPOBAHUS
XO034MCTBEHHBIX orepanui;
IpaBuJIa oopmienus
IUIATeKHBIX  JIOKYMEHTOB |
(bopMHUpPOBaHHS OYXTAITEPCKHUX
[IPOBOJOK HIPEANPUITUI
pa3IMYHbIX dbopm
COOCTBEHHOCTH, OpraHHu3aluil,
BEJIOMCTB

3HaTh:

1. [IpaBuna COCTaBJICHUS
OpPraHU3AlMOHHBIX, PACIOPSAUTEIbHBIX
JIOKYMEHTOB u nH(pOPMaIMOHHO-

CIIPaBOYHBIX JOKYMEHTOB
2. IlpaBuma odopmIICHHS PEKBU3UTOB
OQUIHATEHBIX TOKYMEHTOB

[IK-6.2 VYmeer d¢opMupoBaTh
MOKA3aTeNH ¢dbuHAHCOBOM
OTYETHOCTU U1 COCTABJICHUS
OTYETHBIX dopm Ha
NPEANPUATHSIX Pa3IHYHbIX HopM
COOCTBEHHOCTH, OpraHU3alLusiX,
BEJIOMCTBAx

YMmern:

1.  CocraBiasTh  OpraHU3alOHHBIE,
pPacHopsSIUTENbHBIE TOKYMEHTBI

2. OcywmecTBisiTh JTOKyMEHTUPOBAHUE
XO3SHCTBEHHBIX ONEPALi MpeIIpUsITUI
pasnmuuHbIX  (GopM  COOCTBEHHOCTH,
OpraHM3aLMii, BEJOMCTB

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucyunnuna «/Joxymenmayuonnoe obecneuenue Ynpasienus» 6xo0um 6 uacms, opmupyemyo
VuacmHuKamu oo6pazoeamenbHbix OMmHoOueHUl, yuedHo20 niana oioxa «/ucyuniunsl, MoOyaU» OCHOBHOU
npogheccuonanbHol 06paz08amenbHoOl NPOSPAMMbI.

Jannas oucyuniuna npedycmompena yueOHuvlM NAaHOM 6 3 cemecmpe - NO O4HOU (opme
0byueHus, 3 cemecmpe no 0OYHO-3a04HOU (hopme 00yueHus, 3 cemecmpe no 3a0YHOU opme 00yYeHUs.

[Ipy m3ydeHMH AAHHOTO Kypca CTYACHTHI OMHPAIOTCS HAa 3HAHHUS U YMEHHS, IMOJIyYEHHBIE B
pe3ysbTaTe OCBOCHUS CIEAYIOMINX TUCIIUILIHH:

"OCBOCHHE KOMIIETEHIIMM HAYMHAETCA C JUCHUIUTMHBI "JIOKyMEHTAaIlMOHHOEe oOecreueHue

yIpaBiieHus"

3HaHMS U YMEHHS, NTOJYUEHHBIE B PE3YNbTAaTe U3YUCHUS JAHHON JUCLUIUINHBL, UCIIONb3YIOTCS B
MOCIIEAYIOLIEM JIUISl M3y4EHUS:
"[IpenauruioMHas npakTuka'"
"VYnpasieHue nepcoHaiom"
"[ImannpoBanue U Nporao3uposanue”




3. OBBEM JUCHUIIJINHBI B 3AYETHbBIX EJAWMHUIAX C YKA3AHUEM
KOJINYECTBA AKAJJEMUYECKHUX YACOB, BBIJAEJIEHHBIX HA
PABOTY OBYYAIOIIUXCS C TPEINOJABATEJIEM (II0 BHUJIAM 3AHATHIA) U HA
CAMOCTOSATEJBHYIO PABOTY OBYYAROLIUXCSA

OO6mmas TpyI0eMKOCTh (00beM) TUCIUTUIHHBI cocTaBisier 3 3.e., 108 .

KOHTAKTHYIO

Ounas gopma | OHUHO-3309HAA | 3a6upag Gopma
Bun yuebHo# paboThl dbopma
3 ceMecTp 3 ceMecTp 3 ceMecTp
06 108 108 108
Aasi TPYA0eMKOCTh JUCIHHIJIMHBI
KonrakTHast paboTa, B TOM YHCJIe B 56 A4 2
3JIEKTPOHHOI HH(POPMALMOHHO-
o0pa3oBaTeJILHOM cpeae (Bcero):
JIeKIIMOHHbBIE 3aHATUS 18 14 2
[IpakTHueckue 3aHATUS 36 28 4
Koncynpranuu 2 2 2
CamocrosiTesibHas padoTa 00yYarOIIUXCs 43 60 96
(BCero), B TOM 4mcJie:
DopMa NPOMEKYTOYHON aTTecCTAlUH 9 4 4
o0yJyanierocs - 3a4eT

4. COJAEPXAHME JUCHHUIIZIMHBI, CTPYKTYPUPOBAHHOE II0 TEMAM
(PA3BAEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HHUX KOJIMYECTBA
AKAJJEMNYECKHUX YACOB 1 BUJ10OB YYEBHbIX 3AHATUNA

4.1. Pa3zgesibl AMCUMILTHHBI (MOAYJISI) H TPYA0EMKOCTh 110 BUaM y4eOHbIX 3aHATHII (B yacax)

3 cemectp, ouHast hopma 00ydeHus

O0beM yacoB (110 BUIaM Y4eOHBIX 3aHSITHI)
KonTakTHas pabora (110 w Koz
yueOHBIM 3aHSITHSIM ), Yac. g 5 MHIIHKATO
= a
Pa3ien/TeMa IUCIHUILIHHEL, Bcero, 2o 2 P
Q D) o 5] g 3 | JocTmke
coJiepiKaHue yac. | Bcero, 0 = S A &
= | ¥ o« 5 | 3 S| E HUS
yac. = 2| 8 = < g H o
=3 SE| &g B S 9| © |KOMIETEeH
= s3| E 5 5 gl = —
o o s| E T > | = & 1
= o al ¥ 8 5 <
te] s o O
< = o
= = A
1. HopmaTtuBHO-MeTOIHYECKAS
6aza JIOKYMEHTAIHOHHOTO K-4.1
obecrieuenust yrnpasinenus B PO:| 14 8 4 1 6 MK 6.1
UCTOPHSI  BOMPOCA, OCHOBHBIE '
TEPMHHBL.
2. OpranusanroHHas K41
JOKYMEHTAIUs: TpeOOBaHUS K K- 4' 2’
cocraBieHuto u odpopmieHuto.| 14 8 2 6 6 K 6.1
Texuomorust paboThI c HK—6. 2’
JIOKYMCHTaMHU. '
3. PacnopsinurenbHas [K-4.1
JOKYMCHTaIUs: TpeOOBaHUS K K 4' 2’
cocraBieHu0 u odopmienuro.| 14 8 2 6 6 K-6 '1
TexHonorust paboTsI c K 6' 2’
JIOKYMEHTaMH. '




4. CrpaBo4yHO-UH(OPMAIIOHHAS MK-4.1
JOKYMEHTAIUsA: TpeOOBaHUA K K 4' 2’
coctaBiieHHI0 u odopmienuto.| 12 6 2 4 6 K 6.1
TexHonorus paboThI c o
[1K-6.2
JIOKYMEHTaMHU.
5. KagpoBas  noKyMeHTauus: [1K-4.1,
TpeOOBaHUSI K COCTaBIICHHIO U 20 12 2 10 3 [1K-4.2
0(OPMIICHHUIO. Texnonorus IK-6.1,
pPabOThI C IOKYMEHTAMH. MK-6.2
[1K-4.1,
6. OcHOBHBIE NpUHIANEL - 6 ’ 4 3 [1K-4.2
OpraHu3aIy JOKYMEHTO000pOTA. [IK-6.1,
[1K-6.2
7. HcnoyiHeHHWE  JOKYMEHTOB.
KonTpons WCTIOJTHEHUS
JOKYMEHTOB. DOpMBI KOHTPOJIA
WCIIOTHEHUS JIOKyMEHTOB.
TunoBble ¥ HUHIUBUAYaJIbHbBIC
CPOKH HCIOJIHEHUS JTOKyMEHTOB. K-4.1
Ananus CTPYKTYPBI )
PYRIYPH 7 4 2 2 3 TK-6.1
JIOKyMEHTO000poTA.
Cucremsl 3IIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa:  MPOOJIeMbI
BHEJPEHHUsA, TMpEUMyIIecTBa U
HEJOCTaTKW HCIOJNb30BaHUS B
JIOKYMEHTAIIMOHHOM YIIPaBJICHUU
opraHusanuei.
8. Cucremaruszanus JOKyMEHTHOM MK-4.1
uH(pOpMaLINH. OneparuBHoe| 4 4 2 2 K 4'2’
XpaHEHHE TOKYMEHTOB U JIE]L. -
BCEI'O| 108 56 18 36 2 43 9
3 cemecTp, 0uHO-3a04Has hopMa 00yUeHUs
O6bem gacoB (10 BUAaM y4eOHBIX 3aHATHIN)
KonTakTHas pabora (1o w Kox
y4eOHBIM 3aHATHM), Yac. S 5 MHIAKATO
W = A pa
Paszgen/Tema QUCHUTIIINHEL, Bcero, ol 8
L O = o g 3 | mocTmxke
coJiepiKaHue yac. | Bcero, o S S| £ .| &
T i = < E HHUS
qac = S5l g 32 s | 28| =
. § 8 = %—" E S 5 O © | KOMIIETEH
% s 3| & 5 = 28| 14001
@) o s| BEE > | = &
= o al 2 5 <
[t s © o @)
< = o
= = A
.  HopmaruBHO-MeTOAMYECKAS
0aza JIOKYMEHTAIlMOHHOTO [IK-4.1
obecrieuenus ympasieHus B PD:| 12 4 2 2 8 HK—6'1
WCTOPUSL  BONPOCA,  OCHOBHBIE '
TEPMUHBL.




2. Opranu3zanuoHHas MIK-4.1
JOKyMEHTalusi: TpeOoBaHUS K TIK-4 2’
cocraBieHui0 U odopmicHuo.| 14 6 2 4 8 K-6 1
Texuoorust paboTHI C HK—6'.2,
JOKVMEHTaMH.
3. PacnopsiautensHas [IK-4.1
JOKYMCHTAIUs: TpeOOBaHUS K K-4 2’
cocraBiaenuro u opopmicHuro.| 12 4 2 2 8 K-6 '1
Texuomorust paboThI c K- 6..2’
JOKVMEHTaMH.
4. CnpaBo4HO-HH(pOpPMAITMOHHAS IK-4.1
JOKyMEHTaIus: TpeOOBaHUSI K K- 4' 2’
coctaBieHuo u odopmieHuto.| 14 6 2 4 8 TK-6 '1
TexHomorus paboTbI C K- 6' 2’
JIOKyMEHTaMH.
5. KagpoBas  noxkyMeHTauus: [1K-4.1,
TpeOOBaHUSI K COCTABICHHIO U 14 6 2 4 3 [1K-4.2
0hOpMIICHHUIO. Texnomnorus [1K-6.1,
pPabOThI C IOKYMEHTAMH. [IK-6.2
6. OcHOBHBIE TIPUHIIUTIBI TK-4.1,
12 4 4 8 [1K-4.2
OpraHu3aIy JOKyMEHTO000poTa. TK-6.1,
7. HcnosHeHue  OOKYMEHTOB.
KonTpons WCTIOJTHEHUS
JTOKyMEHTOB. DOpMBbI KOHTPOJIA
UCTIOJTHEHUS JIOKYMEHTOB.
TumoBble W WHAUBUIYaIbHbBIE
CPOKHM HCHOJIHEHUSI JTOKyMEHTOB. K-4.1
Anaims CTPYKIYPPH 1 6 2 4 4 TK-6.1
JIOKYMEHTO0000pOoTa.
Cucremsl 3JIEKTPOHHOTO
JIOKyMEHTO00OpoTa:  MpoOIeMbl
BHEJIPEHUs, TNPEUMYIIECTBA U
HEJOCTaTKW HCIOJNBb30BaHUS B
JIOKYMEHTAIIMOHHOM YIPaBJICHUHU
OopraHusanuen.
8. Cucremarusanus JOKyMEHTHOM [1K-4.1,
UHpOpMaLIUH. OneparuBHoe| 16 8 2 4 2 8 [1IK-4.2,
XpaHEHHE TOKYMEHTOB U JIEIl. [1K-4.3
BCEI'O| 108 44 14 28 2 60
3 cemecTp, 3a04Has (popma 00ydeHUs
O0beM yacoB (110 BUIaM YU4eOHBIX 3aHSTHI) Koz
Pasnen/TemMa IUCIUIIIUHEI, Bcero, MHAMKATO
coJiep>KaHue yac. | Bceero, KonrakTHas pabora (1o 10 Cﬁim o
gac. y9eOHBIM 3aHATHSAM), Jac.

HUsA
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1.  HopmaruBHo-meToanueckas
Oaza JIOKYMEHTAllMOHHOT'O [IK-4.1
obecrieueHust ympasieHus B PD:[ 14 2 12 HK—6.1
UCTOpPHUSL  BOINPOCA, OCHOBHBIE '
TEPMUHBL.
2. OpranuzanuoHHas TIK-4.1,
JOKyMEHTaIusi: TpeOOBaHUS K [IK-4.2
cocraBiaenuro u opopmiuecHuro.| 14 2 12 K-6 '1
TexHomorus paboTbI C 1K-6.2
JOKYMEHTaMHU.
. P
3 acrops,ANTENIbHAS K-4.1,
JOKyMEHTausi: TpeboBaHUS K
[1K-4.2
cocraBieHnto u odopmieHuto.[ 12 12 [IK-6.1
TexHonorus paboThI C [IK-6.2
JIOKYMEHTaMH.
4. CnpaBo4HO-HH(pOpPMAITMOHHAS K41
JOKyMEHTalusi: TpeOoBaHUS K "y
[1K-4.2
cocTaBieHU0O u odopmieHHto.| 12 12 K-6.1
TexHOMOTHS ab0THI c D
P TK-6.2
JIOKyMEHTaMHU.
5. KagpoBas  noKyMeHTalus: T1IK-4.1,
TpeOOBaHUSI K COCTaBICHUIO U 14 ) [1K-4.2
12
oopmIIeHHIO. Texnonorus [IK-6.1,
pPabOTHI C IOKYMEHTAMH. [1K-6.2
6 OCHOBHEBIE MIPUHITATIBI IK-4.1,
or raHHU3AIH JOK CHTOI::)6O ora| 12 12 [K-4.2
P ™ pota. TK-6.1,
7. HcnosHeHue  IOKYMEHTOB.
KonTpons WCTIOJTHEHH S
JTOKYMEHTOB. DOpMBI KOHTPOJIA
UCTIOJTHEHHUS JIOKYMEHTOB.
TunoBble ¥ HHIUBUAYaTbHBIE
CPOKH HCIIOJTHEHUS JIOKYMEHTOB.
ApHaJII/I3 g CTYMKT bl HK-4.1
PYRTYPRL 12 12 TK-6.1
JIOKyMEHTO000pOoTa.
Cucremsr AIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa:  MPOOJIeMBI
BHEJIPEHUs, TMPEUMYIIecCTBa U
HEJOCTaTKW  HCIIOJIb30BAaHHS B
JIOKYMEHTAI[MOHHOM YIPaBJICHUU
OpraHu3aIen.
8. Cuctemarnsanusi JOKyMEHTHOM
[K-4.1,
uHpopmaruu. OneparuBHoe| 14 2 12 K-4.2
XpaHeHHe JOKYMEHTOB U JICII. o
BCEI'O[ 108 2 4 2 96 4




@DopMBbI TEKYIIET0 KOHTPOJIS — MOCEIIeHHE U pad0Ta Ha JEKIIMOHHBIX U MPAKTHYECKUX 3aHATUSIX
(cobecenoBanue, KOHTPOJIbHAA paboTa, KPYIJBIA CTON U JUCKYCCHsl), TUCbMEHHOE 3ananue (pedepar),
MpaKTUYECKOe 3a/1aHue (KEcC).

®opMa MPOMEKYTOUHON aTTECTALUU — 3a4ET.

4.2. ConepxxaHue TMCUUILUIMHBI, CTPYKTYPHPOBAaHHOE 110 pa3aejaM (TeMam)

Tema 1. HopmaruBHo-MeToan4eckas 0a3a JOKYMEHTAIHOHHOTIO o0eclieueHHsl yIPaBJIeHUs B
P®: ucropusi Bonmpoca, 0CHOBHbIE TEPMHUHBI.

Jlekunonuble 3anaTus 1.

Hcropust BOBHUKHOBEHUS M Pa3BUTHUS YIPABICHYECKOW JTOKYMEHTAalMM. [[enonpou3BoaCTBO B
JIPEBHEPYCCKOM  TOCYJIapCTBE. [IpukasHoe  n1€I0MPOU3BOJICTBO. Cucrema  KOJIJIEKCKOIO
nenonpousBoacTBa. Cucrema MuHuctepckoro aenonpousBoactBa XIX-Hagama XX BB. Hcropus
YIPaBJICHUS U AEIONPOU3BOACTBA B XX BEKE.

Jokyment. lOpunnueckas cuna gokymeHta. Dopmynsp A0KyMeHTa. bilaHku JOKyMeHTa.
JoxymenToobopot u nokymenronoroku. Jlemo. Homenknarypa nen. Xpanenue 10kyMeHTOB. OCHOBHBIE
MIOHATUS U NIOJIOKEHUS 110 TOKYMEHTUPOBAHUIO YIIPABICHUYECKOU 1EATEIBHOCTH.

3akoHoaarenbHbie akThl PO B cdepe nnbopmanuu u gfokymeHTauuu. Ykassl [Ipesugenra PO u
nocranosieHus [IpasurenscrBa PO. HopmatuHele paBoBble akThl PockomapxuBa. I'ocynapcTBeHHbIE
CTaHJapThl HAa JTOKYMEHTALUIO. YHHU(PHUKAIUSA U CTaHIAAPTU3ALUS YIPABICHYECKUX JOKYMEHTOB. BuibI
JIOKYMEHTOB UM UX KJacCU(pUKaIMS.

IIpakTuyeckue 3anaTus 2.
«HcTopusi BOSHUKHOBEHHUSI M PA3BUTHS YIIPABICHYECKON JOKYMEHTALIUN Y.

Ha xaxxapl1it Borrpoc Heo0X0quMo chopMyIUpOBaTh pa3BEPHYTHIE OTBETHI:
Bomnpocs! mis o0cyxaeHus
1. OtpaxkeHre BONPOCOB JOKYMEHTHPOBAaHHUS, COCTaBICHUS M O(QOPMIICHHMS JOKYMEHTOB B
3aKOHOJATEJbHBIX 1 HOPMATHUBHBIX aKTaX.
2. llonsaTne opuruHaza JOKYMEHTa, ero npusHaku. llomnmmHHOCTH nokymeHTa. llonsAtme
«TIOAJTUHHUK.
3. IlogyiuHHBIE ¥ OJUI0KHBIE JOKYMEHTBL. Bubl Gpanbcudukanmum J0KyMEeHTOB.
. [lonsiTHEe «xomus JOKyMeHTa». Buibl KOnui.
. Iopsinok opopminenus konuit. FOpuanueckas cuna KOMUi.
. biank nokymenta. Buapl 61aHKOB.
. CocraB 6naHKa, MOPAAOK PACIIONOKEHHSI PEKBU3UTOB B OJIaHKE.
. braHku ¢ yriioBeIM U IEHTPOBAaHHBIM PaclOIOKEHUEM PEKBU3UTOB.
9. OcHOBHBIE NTpaBUIJIa KOHCTPYHPOBAHUS OJIAHKOB.
10. brnanku ¢ u300pakeHHEeM TOCYJapCTBEHHOTO Tepla, repba cyOwnekTa Qeaepanun, repda
MYHUIUIAIBLHOTO 00pa30BaHMUs.
11. ABTop noxymenra. [Topsnok 0o603HaueHNsI HANMEHOBAHUS OpraHU3al[MH-aBTOpa TOKYMEHTA.
12. CipaBouHbI€ JaHHBIE 00 aBTOpE, X COCTaB, pa3MeIleHUe Ha OJIaHKe.

03N N K~

B koH1ie mpakTudeckoit paboThl HEOOX0IUMO CHOPMYIHUPOBATH 0OOOIAIOIIHNIA BBIBOJL.

Tema 2. Opranu3anuoHHAasi JOKYMEHTAIUsA: TPeOOBAHUA K COCTABJIEHUIO U 0(DOPMIICHUIO.
TexHosorust padoThl ¢ JOKYMEHTAMH.

Jlekuuounnie 3auaTuga 1.

Opranu3alliOHHO-IIPaBOBasl TOKyMEHTalLMs: 0011as XapaKTepuCcTHKa U crienudrka T0KyMEHTOB.
Pa3paboTka 1 yTBepKJIeHHE KOMIIEKCa OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB, MOJIOKEHHE 00
OpraHu3ali, CTPYKTYPHBIX IMOAPA3ACIICHUSX, KOJUIETHAIBHBIX M COBEIIATENBHBIX OpraHax; IITATHOE
pacnucaHue; HHCTPYKLUHU 110 OTAEIbHBIM BUIAM ACITEIBHOCTH; JOJKHOCTHBIE HHCTPYKLIAH.

IIpakTuyeckue 3aHaATHs 2.
Henosas cutryauus: OTKpbITHE COOCTBEHHOM (hrupMbI ((popMa cOOCTBEHHOCTH HA BHIOOD).



[IpakTueckoe 3aHsITHE MPOBOJUTCS B MHTEPAKTHUBHOM (OpME C MCMHOIH30BAHUEM KOMaHIHOTO
METO/a BBITIOJIHEHUS 3aJaHHs C pa3rpaHHueHHeM (YHKIIMOHAIBHBIX OOS3aHHOCTEH CTYIEHTOB IpH
BBIMIOJTHEHUH 3aJaHusl. 3aTeM yCUJIUS OOBEAUHSIOTCS, U OPraHU3yeTCs aKTHUBHBIA TUAJIOT CTYAECHTOB C
IpernojiaBaTesieM M MEXAYy COOOW Ui TMOABENCHHS HWTOTOB M MPUHSATHS PEIICHUS, YTO IO3BOJISET
pa3BUBATh HABBIKW KOMaHIHOM pabOThI, MEKIMYHOCTHOM KOMMYHHUKAIIUU U IPUHSITHSI PEIICHUN.

3anaumu:

1. IIpaBuibHO OPOPMUTH JENOBYIO JOKyMeHTaluo (YcraB, IPOTOKOJI O CO3/IaHUU, I0TOBOp 00
YUPEKACHUHU, IITATHOE pACHUCaHUE, OOLMi OJlaHK OpraHU3alMH, NPOJOJIBHBIA OJaHK MHUChMa
opraHu3aIu Ha IByX s3bikax) coriacHo ['OCT.

2. IlpomeMOHCTpUPOBATH TONYYEHHBIE paHEE TEOPETUYECKHE 3HAHHS IyTEM BBITOJHEHUS
3aJaHUH.

3. 3akpenuTh paHee HW3yUEHHBIE MpaBUia NPOPECCHOHATHHOIO JEOBOTO STHKETA, IyTeM
pellIeHus CUTYallMOHHBIX 3a/1a4.

[Ipemyiaraemas 1enoBasi Urpa pa3BUBaeT HABBIKM PAaOOTHI C TOKYMEHTAMHU IO JIMYHOMY COCTaBYy
(cocraBnenue, opopmiieHre). ITo HanbOoIee TUITHYHBIN PParMeHT TPYJAOBOU IEATEILHOCTH, TPEOYIOIIHI
CHCTEMHOTO TIPUMEHEHHUS YMEHHII M HaBBIKOB, KOTOPHIMH JOJDKEH OBIaAETh cryneHT. CoxaepikaHue
JIEJIOBOM WMrpbl MpEIoiaraeT Haluyue JOCTATOYHOIO YPOBHSI MOJATOTOBKHU CTYJIEHTOB HE TOJIBKO B
00J1aCTH IEIOTPOU3BOJICTBA, HO U B IPYTUX chepax.

[TocnenoBarenbHOCTh BUJOB YU€OHOM NEATEIbHOCTH:

1. enoBas urpa.

2. AHanu3 BBINOJHEHHBIX 3aJaHni.

[IpaxkTueckoe 3ananue:

(] onpenenenue CTyAeHTOM cepbl TPYI0BOM IEeSTEIHbHOCTH YCIOBHO CO3IaHHON (pUpMBI;

[] pa3paboTka 1 0popMIICHHE JOKYMEHTOB.

B nauane urpsl rpynna pa3OuBaercs Ha OJHOTHITHBIE TOATPYIIBI C TUTIOBBIMU POJISIMU (5 Tpymnn
mo 5 dYelnoBeK B KaXIOW), MJaeTcss HUCXoaHas wWH(opMamuss o JeNoBOH HWrpe, OTpakaromas
MOCIIEA0OBATEIBHOCTh U XapakTep AeHcTBUs UTPOKOB. Ilocie 3TOro CTyneHTHI, Cleays METOJAUYECKUM
yKa3aHHsIM, padOTaIOT C UTPOBOH TOKYMEHTAILIMEH U PEUIAlOT MPAKTUYECKUE CUTYAIIHH.

IToaroToBka Urphl.

PykoBoauTeNns UTpsl (MperogaBaTens):

[l pa3bscHAET MpaBuiia U NOPSI0K ASUCTBUM JETOBON UTPHI.

VY4acTHUKY UrpbI (OHA KOMaHJa) — 3TO 5 yupeauTenel yCIOBHO CO3JaHHON (PUPMBIL:

[l mpuIyMBIBalOT Ha3BaHHE YCIOBHO CO3JaHHOM (UPMBI, HCXOAS U3 OCHOBHOI'O BHJA
NeSITeTHHOCTH, KOTOpasi IPOTHCaHa B KApTOUKe-3a/1aHuH;

[l onpenemnstoT JOMOJHUTENbHBIE BUBI AEATEIBHOCTH YCIOBHO CO3JIaHHON (MPMBI, MOJIB3YACh
tabnuieit coorBerctBust OKBO/I;

[l mpuayMBIBaOT MECTOHAXOKACHUE YCIIOBHO CO3JITaHHOM (pUPMBI;

) onpenensioT YCcTaBHOM KanmuTall YCIOBHO CO3/1aHHOM (UpPMBI;

[] onpenenstoT NPOLEHTHYIO JO0II0 Y4aCTHs Ha KaXJI0T0 yupeaIuTens;

(] ompenensfoT pyKOBOJUTENS YCIIOBHO CO3JTAHHON (DHPMBI;

[ mzyuyator ['OCT u mabnonsl g opopMiIeHuss HEOOXOIUMON JTOKYMEHTAIlUU JJIs YCIOBHO
CO31aHHOM (UPMBI;

[] pa3zpabaTbIBalOT U OQOPMIISIOT JOKYMEHTHI, 3apaHee pachpeaenB, KTO 3a KaKoil JOKYMEHT
oTBeuaeT (pacrpenensieT BbIOpaHHBIM pykoBoauTeNb): (YcTaB, MPOTOKOJI O CO3JaHUH, AOrOBOp 00
YUPEKACHUHU, IITAaTHOE pAaCHUCaHue, OOLIM OJlaHK OpraHu3alM, NPOJOJBHBIA OJaHK MHUChMa
OpraHu3aIliy Ha JIBYX S3bIKaX);

(] pyKOBOJIUTEIB YCIOBHO CO3/1aHHOMN (hUpMBI (BBIOOD CTYIEHTOB) 3aBEpsIET BCE JOKYMEHTHI CBOEH
MIOJIIHCHIO.

B uHTepecax co3maHus OOCTaHOBKHM COCTSI3aTENIBHOCTH B MIpoOIecce JAEI0BOM HIPbl CTYAEHTHI
HAaOMpPAIOT ONpEJETICHHOE KOJIMYECTBO OayuioB MO MATHOAJUILHOM IIKaje 3a KaKIbli pa3paboTaHHBIN
JOKYMEHT, pe3yJIbTaT CyMMHUPYETCSL.

3a aOCOJIIOTHO BEPHBIN COCTABICHHBIN W O(OPMIICHHBIA TOKYMEHT — 5 OamioB; 2 omuoku — 4
6amna; 3-4 omuOku — 3 Gamia.



[IpenogaBaTens pa3Oupaer AENOBYIO UIPYy, HMOJBOAUT HUTOTH, OLICHMBAET pabOTy CTYJIEHTa,
KOMaH/bI, ONpenensieT MoOequTeNss M OrjialiaeT pe3yibTaThl. Takke MpenojaBaTeNlb XapaKTepU3yeT
ypOBEHb KBaTM(UKALKU CTYACHTOB IO BHIIOJHEHHOW KOMaHAaMu padoTe, OLleHHBas padoTy Kaxaon
KOMaH/ibl ¥ Y4aCTHHKA KOMaH/Ibl, OTMEYAET JyYIIHX.

VYcnoBus Urpsl OTpaXKalOT XapaKTEPUCTUKY pealbHOTO IIpoliecca TPYIOBOW J1E€ATEIbHOCTH
4eJI0BEKa.

Heob0xoxumo:

[ opraHu3oBaTh padOTy KaXKJIOTO YYaCTHUKA JIETIOBON UTPHI U KOMAH]IbI;

[J mpoaHaIu3upoBaTh NPABUILHOCTh COCTABIICHUS KaXXA0T0 JOKYMEHTA;

[ oopMUTH BCE HEOOXOAUMBIE IOKYMEHTEHI.

Uror urpsi.

Omnpenensiercss KOMaHJa-MOOEAUTENb, B COOTBETCTBUM C CYMMOH HaOpaHHBIX 0ajoB.
XapakTepusyercsi ypoBeHb MOJATOTOBKH CTY/IECHTOB.

Tema 3. Pacnopsiiute/ibHAsI JOKYMEHTAIUA: TPeOOBAHUS K COCTABJIECHUIO U 0()OPMJICHUIO.
TexHosiorusi padoThl ¢ JOKYMEHTAMHU.

Jleknuonuble 3ausaTus 1.

PacnopsaurensHas noxkymentanus. OCHOBHOE Ha3HAYEHUE PACHOPSAUTENILHONM JTOKYMEHTAIUU.
[TpaBmiia cocraBineHus u OQOPMIICHHUS OCHOBHBIX OPraHU3alMOHHO- PACIIOPSIIUTEIBHBIX JTOKYMEHTOB,
IOpUIMYECKUE OCHOBAaHMS, CTPYKTypa TeKCTa W mpouenypa usganus. CocraBieHue U odopMIICHHE
MIPUKA30B, IOCTAHOBJIEHU, PACTIOPSKEHHUM U T.JI.

JIOKyMEHTHUpOBaHWE B  €IMHOHAYAIBHOM  ympaBieHHH. J[OKyMEeHTHpOBaHHE  PaOOTHI
KOJIJIETUAJIbHBIX OPTaHOB.

IIpakTuyeckue 3aHATHA 2.

[TpaBuia opopmiieHHs! yIpaBIeHYSCKUX (OpraHU3allMOHHO-PACTIOPSTUTEIbHBIX ) TOKYMEHTOB.

Bomnpocs! mis o0cyxaenus

VYkazanue BuJa JOKYMEHTa, €r0 MECTO M Ha3zHadeHHe B (popMmyssipe TOKyMEHTa. 3aBUCHMOCTb
dbopmbl ToKyMeHTa OT ero Buma. OOo3HaueHue aapecara. [IpaBwia HamucaHus ajapecaTta U MECTO
yKazaHusa azapecata B Qopmymsape gokymeHTa. [lopsimok odopmiieHus AOKYMEHTa C HECKOIbKUMH
ajipecaTami.

Jlatra noxymeHTa. 3HayeHHE [JaTUPOBAHUSA JOKYMEHTAa. ABTOpPCKHE JaThl (COCTaBIEHUE,
MOJIIIMICAaHUE), JaThl, OTHOCAIIMECS K COJepKaHuio. J[aThl, XapaKTepHU3YIOUIHE AJIEMEHTHI (OopMyIsipa.
Hatbl 06paboTku 1okymMeHTOB. [Topsaok odopmiieHus nat.

[IpaBuia MprCBOCHHS PETUCTPAIIMOHHOTO HOMEPA JTIOKYMEHTA.

[Ipy NOATrOTOBKE K 3aHATHIO CTYACHT JIOJKEH:

* U3Y4YUTh TEOPETUYECKUE TTOHATHA:

1. YHudukanusa nokyMeHToB. BHyTpuBHI0Bas yHUPUKALMS.

2. CBs3b BHJIOB IOKYMEHTOB M (DYHKIIMI yripaBiieHUs.

3. Oco0eHHOCTH OpraHU3aI[MOHHO-PACTOPAIUTENbHBIX JOKYMEHTOB.
4. CocraBnenue 1 opopMIIeHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB

JlaHHas mpakTHYecKas paboTa SABIsSETCS MPOAOKEHUEM PAaKTUYeCKoi paboThr Ne2.

VYyacTHUKM UTpel (OIHa KOMaHAa) — O3TO 5 ydpeAauTenell yCIOBHO CO3JaHHOW (QUPMBI B
pakTU4YecKoit padote 2.

3anaHue:

1. CocraBnenue u o¢GOpMIIEHHE pPACHOPSAUTENBHBIX JIOKYMEHTOB CO3JaHHON (hUpMBbI
(pacniopsiKeHHMsl, yKa3aHus, TPUKa3bl, BBIITHCKH).

2. JIOKyMEHTUpPOBaHHE JESATEIbHOCTH KOJUIErHalbHbIX opranoB. CocTaBieHHe U o(opMIeHHE
IIPOTOKOJIOB, PEILIEHUM.



Tema 4. CnipaBo4yHO-UHGOPMANMOHHAS JOKYMEHTAIUSA: TPEOOBAHUS K COCTABJIEHHUIO U
opopmienuro. Texnosorus padoTsl ¢ AOKyMeHTaMH.

JleknuoHHble 3aHATHA 1.

CrnpaBouHO-UH(DOPMAIIMOHHBIC JOKYMEHTBI, WX Ha3HAu€HUE, COCTaB M odopMIeHUE (aKTHI,
JIOKJIQ/THBIC U OOBSICHUTEIBHBIC 3aITUCKH, TEJIETPaMMBbI, TeJIe(hOHOTPaMMBbI, CIIPABKH 10 THYHOMY COCTaBY
u 110 O6H_[I/IM BOIIpOCaMm, OT‘-IéTLI, IMPOTOKOJIbI, 3asABJICHUS HpeZ[CTaBJIeHI/ISI).

[Tonsatne 00 oduIMaNEHO-IETOBOM CTWIIC. SI3BIK W CTWIIb CIIY’KEOHBIX JOKyMeHTOB. OOrime
PEKOMEHIAIMU TI0 CTHJIMCTHYECKOMY O(GOPMIICHHIO JeI0BOro muchbmMa OcoOEHHOCTH OQUIIHAILHOTO
JestoBoro cTuiist. O0mas KiracCu(UKaIMs JSTOBBIX MTHUCEM.

HenoBas nepenucka. OCHOBHBIE 3JIEMEHTBI CTPYKTYpPBI JIEJI0BOTO MUCHMA.

DTarnbl MOATOTOBKU TEKCTOBBIX JOKYMEHTOB: HA0OD, pelakTHpOBaHKE, 0(hOpMIICHHE.

IIpakTuyeckue 3anaATus 2.
CocraBnenue u ohopmiieHUE CITY>KEOHBIX U JIEIOBBIX MTUCEM Pa3IMYHOIO HA3HAYCHHUS.

3ananue: OOpaTuTe BHUMaHUE HAa COCTAB PEKBU3UTOB, BKIIFOUAEMbIX B IUCbMO, U PEKOMEHTyEMbIE
peueBble 000poThl. Henocraromue ganHble (110 3HAYEHUSAM PEKBU3UTOB M KOHKPETHBIM OOCTOSTENILCTBAM
CUTYyalUi) OIIPEIEIUTE CAMOCTOSTENIBHO.

I. CocraBbre nuceMo-u3Beuienue 3apeueHckoro HITAO «Crankonpom» HoBoky3neuxomy ITAO
«CTtpoitapMarypa» 0 IpuYMHaX 3aJ€P>KKH IOCTABOK MALINH U 000py/10BaHuUs.

II. CocraBbte oT uMeHu pupmbl «OprcCrapy HHGOPMATMOHHOE MUCEMO O MPOJIAXKE YACTHBIM U
rOCy/IapCTBEHHBIM MpPEANPUATHSAM O(]uCHOrO 000pyAOBaHUS IO JIOTOBOPHOM CTOMMOCTH U O
BO3MOKHOCTH ITPUHUMATh 3aKa3bl Ha IPOEKTUPOBAHME AMU3aiiHa O(UCOB.

III. CocraBbTe mNUCHMO-NIPUIIIALIEHHE OpraHu3aluoHHOro komurera «Kpokyc Okcmo» c¢
IIPEIUIOKEHUEM ITOCETUTh CIELMAIN3UPOBAHHYIO BBICTABKY «MexayHapoJHas BBICTaBKA JOMAIIHETO
TEKCTHJIS M TKaHeH a7t opopMIIeHHsI HHTEephepay. BricTaBka mpoxoaut ¢ 24 mo 26 centsiops 2021 r. B
naBwiboHe 1 (3anbl 2, 3 u 4) BeicTaBOYHOT0 KoMIuiekca «Kpokyce Dkcrmoy.

IV. Cocraspre rapantuiinoe nuceMo ITAO «Bopokanam» mns HITAO «CantexmpoekT» 00
OKa3aHMM TEXHUYECKOW moMou B pa3paboTke pabouux ueprexeidl HacocHoW craniuu. [TAO
«BoaokaHam» NpocuT Npou3BeECTH 3Ty pabOTy HENMOCPEACTBEHHO Ha €r0 TEPPUTOPHUH.

V. CocTaBbTe NHCHMO-3aIpOC OOIIECTBEHHON oOpraHm3auuu «Jlpy3bs KMBOTHBIX» B aJpec
tunorpaduu uzaarenscrsa «lIpocsemienne» o BO3MOKHOCTH BBIITOJIHUTH 3aKa3 Ha U3TOTOBJIEHUE OJIaHKOB
ydeTa ¥ OTYETHOCTH U COOTBETCTBYIOIIEE MTUCbMO-OTBET O COIJIACHHU.

VI. CocraBbTe mnmucbMO-0TKa3 pykoBoAcTBa Gupmel «IIpemuym» (Bnagenbua odUCHOTO
KomIuiekca) HoBocenoBCckoMy HayyHO-TEXHHYECKOMY MPEINpPUATHIO IO BONPOCY INPEIOCTABICHUS
JOTIOTHUTENBHBIX IUIOIAEH sl paciiupeHus oduca. YKaxuTe NpUUUHY O0TKa3a.

VII. CocraBpre pexkomenparenbHoe nucbMo Mainbnesoit Hpune IlaBnoBHe i 3aHATHA
JOJIKHOCTH 3KCIEepTa MO KPeAUTHO-(HUHAHCOBBIM OINEPALUSIM B KOPIIOPATUBHOM CEKTODE.

Tema 5. KaapoBasi JoKyMeHTAllUs: TPeOOBAHUS K COCTABJICHUIO M opopMiieHUI0. TexHoorus
padoThI ¢ JOKYMEHTAMH.

JlekunoHHbIe 3aHsATHA 1.

J1enonpoun3BOACTBO MO JUYHOMY cocTaBy. DyHKIMU OTAena KaapoB. O0s3aTenbHbIE JOKYMEHTHI
KaJpoBOH cIyXObl. JIOKyMEHTHI 110 JUYHOMY COCTaBY: 3asBIIEHHE O IpUEMe, YBOJIbHEHUH, MEPEBO/IC;
TPYZOBBIE JIOTOBOPHI; MPHUKA3bI 110 JUYHOMY cocTaBy. [IpaBoBbIE acleKThl 3aKIIOUYEHUS, U3MEHEHUS U
MIPEKPALIEHUS IEHCTBUS TPYA0BOTO 10T0BOPA.

TpynoBas kuwmxkka. [lpaBuna 3amonHenusl. BHeceHune nm3MeHEHHMH B CBeJEHHS O paOOTHUKE.
Hy6nukat. CBeaenus o pabore. HarpaxkaeHus. YBojdbHeHHE. YUeT UM XpaHEHHE TPYHOBBIX KHHKEK.
OTBETCTBEHHOCTh 3a HECOOJIIO/IEHUE MOPsI/IKa BECHUS TPYJIOBBIX KHIDKEK. JIMUHas KapToyka U JIMYHOE
neno. Paznensl nuuHol kapTouku. OcHOBaHue i 3anonHeHus. Odopmiienue nuaHoi kapTouku. Cpoku
XpaHEeHUs JIMYHBIX KOpToueK. JInuHoe aeno.



IIpakTuyeckue 3anaATus 2.
Jenosas urpa: «/{okyMeHTHUpOBaHKE MTPOLIECCOB YIIPABICHUS»

JlenoBas urpa (CuTyarus) IpoOBOJUTCS C LENbIO 3aKPEIUIEHUS] TEOPETUUECKUX 3HAHUMN CTYIEHTOB
0 paccMaTpuBaeMoil mpoOyieMe, pa3BUTHS HABBIKOB KOMAHIHOW pabOThl, MEKIUYHOCTHOU
KOMMYHHUKAIUH, IPUHATHS PEILIECHUN, JINJEPCKUX Ka4eCTB.

Ienp nemoBoit urpsl. 1IpoBepuTh U OLEHUTH YPOBEHb TECOPETUYECKON MOAIOTOBKHU CTYACHTOB,
3aKpeNUTh IPAKTUYECKHE HaBBIKK B OOJIACTH JOKYMEHTHPOBAHUS YIPABICHUYECKOH JESATEIbHOCTH
OpraHu3ali, TpeanpusTHii, GUPM pazHbIX (GOpM COOCTBEHHOCTH W BUJAA AEATEIBHOCTU. [IOHATH poib
JIOKYMEHTOB U X 3HA4E€HHE, KaK IPAaBOI OCHOBBI JEATEIIBHOCTH CAMOW OPraHU3alMH, TAK U COTPYAHHUKOB,
U Kak 0a3bl CO3/JaHUsl PALMOHATIBHOTO JOKYMEHTALIMOHHOTO 00eCeueHHs.

JlenoBas cutyauus: opopmiieHHe Ha paboTy.

Lenb: hopMupoBaHre YMEHUI M HABBIKOB paOOTHI C TOKYMEHTAMHU TPYIOBOTO IIUKJIA - IPHEM Ha
paboTy, nepeMelleHne U yBoJIbHEHNE pa0OTHHUKA.

[IpakTueckoe 3ananue:

[l cocTaBiieHue U NpaBUiIbHOE 0hopMIiIeHHE TPOHECCHOHATIBHOIO PE3IOME;

] cobecenoBaHNEe U IPUHATHE PELLICHUS;

[l HOAroTOBKA JOKYMEHTOB, HEOOXOAUMBIX /sl TPYLOYCTpOICTBA:

aBTOOMOTrpadus, XapakKTepHUCTUKA; 3aII0JTHEHUE aHKETHI;

[l moka3 mpouecca JABMKEHHMsS COTPYAHHUKOB B IEpHoA pPabOThl B GHUpME IO HHUIMATHUBE
PYKOBOJUTEIIS MITH 110 JIMYHOW TTpochOe;

[J cocTaBiieHUE MPOEKTA MPUKa3a [10 JIMYHOMY COCTaBY.

Htor urpsil.

CocraBiienne u odopmiieHue NPOPECCHOHATHHOIO pe3loMe, 3asBICHUH, aBToOHorpadwum,
XapaKTepUCTHKH, MPHKa3a MO JIMYHOMY COCTaBy. DTH JOKYMEHTHI U COCTaBSIT OCHOBY OdopmiieHus
TPYIOBOH JIEATEIBHOCTH CTyaeHTa. Onpenensercs mo0eauTenb. XapaKTepru3yeTcsl ypOBEHb MOATOTOBKH
CTYJICHTOB.

IIpakTnyeckue 3ansaTus 3.

Bonpocs! 1uist 06cyxieHus:

1. Kak ocymectBisieT rpaxaanamu Poccun npaso Ha Tpyn?

2. Kakne 1oKyMeHThI MPeIbsBISIOTCS IPH 0hopMiIeHHH Ha paboTy?

3. Kakue BBl 3asBI€HHUNA 110 JMYHOMY COCTaBY BaM U3BECTHBI?

4. YeM OTIINYAIOTCS TIPUKA3HI IO OCHOBHOM JESITEIHHOCTH OT IPUKA30B TI0 JINYHOMY COCTaBY?

5. Kakue pa3HOBHIHOCTH MTPUKA30B MO JUYHOMY COCTaBY BbI 3HaeTe?

6. Kakne TpeOoBaHWs MPEIBSBISIOTCS K O(GOPMIICHHIO PEKBH3UTOB MPHUKA30B IO JINYHOMY
cocraBy Ha [1IK?

7. B ueMm mpeumyiecTBa YHU(GUIUPOBAHHBIX (OPM JOKYMEHTOB IO OOECIEUEHHIO KaJpamu
OpraHOB roCyJapCTBEHHOIO YIPaBIeHUs?

[IpakTrueckue 3aganus:

1) CocraBbTe 3asBlIeHHE O TpHEMe Ha paboTy

2) CocraBbTe 3asBIIEHHE O MPEJOCTaBICHUH OTITyCKa: OYepeIHOro, y4yeOHOro, 6e3 CoXpaHeHUs
CoJIepKaHusI.

3) CocraBbTe 3asBiIeHHE 00 YBOJIbHEHUH.

4) Ha ocHOBaHMM COCTaBJIEHHOT'O 3asBJICHHs O IpHeMe Ha pabory (3amanue Nel) cocraBbTe U
odopmurte Ha [1K npukas o mpueme Ha padboty. Henocraromue peKBU3NTHI BO3BMUTE U3 TaHHBIX 0a30BOTO
HPEANPUSATHSL.

5) Ha ocHOBaHMU COCTaBIIEHHBIX 3asBJICHHI O MPEIOCTaBICHNUHN OTIycKa (3aaanue Ne 2) coctaBbTe
u opopmute Ha [IK npuka3 o npegocTaBieHUH OTITyCKa.

6) Vcnonp3ys naHHble 0a30BOro MpeanpusaTHs (HaMMEHOBaHHE OpraHU3allMM, HauMEHOBaHME
CTPYKTYPHOTO TOjpa3AeieHus U T.I.), coctaBbTe u odopmure Ha [IK mpukaspl: 0 MOOLIpEeHUH, O
HAJIO’)KEHUH JUCLUIUIMHAPHOTO B3BICKAHUS; 00 OCBOOOXKIEHUH OT 3aHUMAeMO TOJKHOCTH.

7) IloaroToBeTe MpEACTABICHUE O MOOIIPEHUH, UCIIONIb3Ysl TEMAaTUKY HAIlPaBICHHUH MJIaHOBOTO
3aJJaHKs 110 BBIYCKY JeTajeil), ¥ Ha ero 0CHOBaHUM cocTaBbTe U opopmure Ha [IK npukas o noompenun.



Tema 6. OcCHOBHbIE NIPUHIMIIBI OPTraHU3AIUN JOKYMEHTO000pOTA.

JlekniuonHble 3ausTHA 1.

JIOKyMEeHTOOOOpPOT W €ero OCHOBHble dTamnbl. OpraHu3allMOHHOE TOCTPOCHHE CITYKObI
JEIONPOU3BOACTBA.  Pasnenenne QyHKOMA MEXIy TOIpa3ACieHUSIMU  JIEIONPOU3BOJCTBA U
UCHONHUTENAMU. Perucrpanus u y4yeT MOCTYMAIOIIMX B OpraHU3aluio JOoKyMeHTOB. [loaroroBka u
perucTpanys OTIPABISIEMBIX JTOKYMEHTOB. lIpoXxo’kieHne BHYTPEHHHX JOKYMEHTOB. YueT o0bema
nokyMmeHToo6opora. KoHTposb 3a ucnoiHeHneM Ao0KkyMeHTOB. OpraHu3anus palioHaIbHOrO JBHKEHUS
JOKYMEHTOB BHYTpH opranm3anuud. OOpaOoTka WCHOJHEHHBIX M OTHPABISIEMbIX JOKYMEHTOB.
Perucrpanmonnsie popmbl. Perucrpaiust u nHaeKcaus 10KyMEHTOB.

IIpakTuyeckue 3aHaATus 2.

[ToaroroBka u 00CITy’)KMBaHHUE COBEUIAHUH (J€I0Bast UTPA)

PaboTa nmpoBOANTCS B MUKPOTPYIIAX MO 2 YeIOBeKa.

XOJl Urphl:

1 osran. OnpenenuTh TeMy W YYaCTHHKOB coBemaHus. COCTaBUTh IOBECTKY COBELIAHMS.
CocTaBuTh MJIaH NPE3CHTAMOHHOTO MaTepuaa.

2 sram. [o pe3ynbraraM poBe/IeHUS COBEIIAHUS COCTABUTh €T0 MPOTOKOJ, CAEJIATh BBHITUCKY U3
MPOTOKOIA.

B aynuropun nmpoucxo Ut 3ammuTta 1 00CyK/I€HHUE BCEX JIEIOBbIX COBEIIaHUN.

IIpakTnyeckue 3anaTus 3.
JIoKyMeHTOOOOPOT OpraHu3aIuu

Bomnpocs! 1tst 00cyKaeHusI.

1. UTo BXOAUT B MOHATHE JOKYMEHTO0O0pOTA?

2. Kakue [en0npou3BOJCTBEHHBIE MPOLEAYpbl HMEIOT OTHOUIEHHE TOJBKO K BXOSIIUM
JIOKyMeHTaM?

3. TonbpKO K UCXOASAIINUM JOKYMEHTam?

3aganHue.

1. ITocTpouTh cXeMy OpraHu3aluu paboThl C JOKYMEHTaMHU.

2. HWHcrpykuus 1o Je0Npor3BOICTBY — KAK OCHOBHOM HOPMAaTUBHBIN aKT, perjaMeHTHP YOI
paboty ¢ nokymeHTaMu. COCTaBUTh NPHIIOKEHUS (Ha BBIOOP3-4) U1 HHCTPYKIUH O 1€JI0NPOU3BOJICTBY.

Tema 7. UcniotHeHHe 10KYMEHTOB. KOHTPOJIb HCNOTHEHUS IOKYMEHTOB. @OpMBbI KOHTPOJISt
HCTIOJTHEHHS JOKYMEHTOB. TunoBbie  HHAUBHAYAIbHbIE CPOKU UCTIOJTHEHHS JOKYMEHTOB.
AHaJIM3 CTPYKTYPbI JOKYMEHT0000pOoTA.

CucreMbl 3JIEKTPOHHOI0 JOKYMeHT0000poTa: MPo0JieMbl BHeIPEeHHs, IPEUMYIIecTBA U
HEI0CTATKH MCIOJIb30BAHHUSA B IOKYMEHTAIHOHHOM YIPABJIEHHU OpPraHu3anmeii.

JlekumoHHbIe 3aHsATHA 1.

Hcnonnenue qokyMeHTOB. KOHTPOJIb MCHONMHEHUST JOKYMEHTOB. DPOpPMBI KOHTPOJISI UCIIOTHEHUS
JOKYMEHTOB. THIOBBIE W HWHIMBUAYaJbHBIE CPOKH WCIIONHEHHS TOKYMEHTOB. AHAJIH3 CTPYKTYPHI
JIOKyMEHTO000pOoTA.

CucreMpl 53JE€KTPOHHOTO JOKYMEHTOOOOpOTa: NpoOJieMbl BHEIPEHHUS, MpPEUMYIIECTBA U
HE/IOCTAaTKU UCIIOJIb30BAaHMs B JOKYMEHTAI[MOHHOM YIIPAaBICHUH OpraHU3aIlUueH.

IIpakTnyeckue 3anaTu 2.
OdopmiieHre u CONIPOBOXKAECHUE CTPAXOBOI0 CIyyasi, pacyeT

Lenb: u3yduTh 00U MOPAAOK OPOPMIICHHS U COIIPOBOXKICHHUS CTPAXOBOI0 Ciyvas,
paccMOTpeTh OpraHU3aluio0 JOKYMEHTO000POTa CTPaxoBOW KOMIAHUH 110 PETUCTPAIIUU U YUETY
CTPaxOBbIX BBIILIAT.



PaccmarpuBaeMbie BOIPOCHI

1) Ilopsinok Benenus XKypHana ydyera CTpaxoBbIX BBIILIAT.

2) Yuer BbIIIAT MO NPSIMOMY CTPaxXOBAHUIO, COCTPAXOBAaHHIO U IEPECTPAXOBAHUIO HA CUETAX
Oyxranrtepckoro yuera IIpoBenenue quckyccun Ha Temy «Heo0X0oauMOoCTh ydeTa CTpaXxoBbIX YIIepOoB U
BBIIJIAT CTpaxoBIIMKOM». KpaTkuii Teopernueckuil MaTepuan B Cpoku, ompereneHHble B IIpaBmiax
cTpaxoBaHust win JloroBope cTpaxoBaHUS B NHCbMEHHOM Qopme (3asBieHue 00 yOBITKaxX WU
HOBPEXJCHUAX IO CTPAXOBAaHUIO OOBEKTOB), MOATOTOBUTH M NpeacTaBUTh CTPaxoBIIMKY CBEIEHUS 00
00CTOsATENILCTBAX HACTYIICHHS YOBITKA (aBapu, yiiepoa) u ero (ee) pazMepax.

B 3asBiIeHHM yKa3bpIBaCTCA:
. HauMeHoBaHue U aapec CTpaxoBaTels;
. HOMEp CTPaxoBOIo IOJIHCa;
. HAHUMEHOBAHME 3aCTPaX0OBaHHOTO(bIX) 00bEKTa(0B);
. 4ipec ¥ MECTO HACTYIUIEHUS CTPAXOBOIO CiydYasi;

5. BpeMs U JjaTa, KOrla BO3HUK YOBITOK (IIPOM301IA aBaApHsL);

7. ®.1N.0., nmpodeccruro U ampec CBHUICTENICH HACTYIUICHHS YOBITKa (aBapuH), €CIIM TaKOBBIC
UMEIOTCS;

8. HaMEHOBaHUE MOBPEXIEHHOT0(bIX) 00BEKTA(0OB), KAKUE UMEHHO YACTH ITOBPEK/IEHBI, B KAKOM
00BeMeE;

9. Kak HacTynui yOBITOK (IIPOU30IILIa aBapusl), BEpOsiITHAs IPUYMHA €r0 HACTYIUICHMUS,;

10. moBpexJeHHe COOCTBEHHOCTH TPETbUX JHMIl M COCEJHEH COOCTBEHHOCTH, TeJIeCHbIE
MOBPEXKACHNUS;

AW~

Tema 8. CucremaTuzanus J0KyMeHTHOI uHpopmanuu. OnepaTuBHOe XpaHeHHe TIOKYMEHTOB U
aeJ.

Jleknuonuble 3aHsATHA 1.

DKcrepTu3a LIEHHOCTH JOKYMEHTOB W JOKYMEHTHOM uH(popmamuu. OOume TpeboBaHUS K
cucTemMarusanuu JokyMeHToB. HomeHnknarypa aen. Buasl HoMeHkiaTyp nen. CocTaBieHHE 3arojloBKOB
JeJI.

OcHoBHble mpaBuia (opmupoBanus aen. OnepaTUBHOE XpaHEHHWE JOKYMEHTOB M JIell.
Opranuzanysg WHGOPMALMOHHO-CIIPAaBOYHONH pPabOThl MO JOKYMEHTaM OINEPAaTUBHOIO XPaHEHMS.
Odopmnenne 006I0KKH J1ena.

[ToaroroBka nien k apxuBHOMY XxpaHeHuto. CocTaBieHHe BHYTPEHHEH ONUCH JOKYMEHTOB Jiena U
3aBepuTenbHOM Haanucu. CocraBineHue u odopmieHue omnuceld. Bumsl omuceil. JlokymeHTHpOBaHuE
nepegauu e Ha xpaHeHue. OdecreyeHre COXpaHHOCTH TOKYMEHTHOM nHpopMannu. OCHOBBI apXMBHOTO
MIOMCKA IOKYMEHTOB.

5. IHNEPEYEHb YYEBHO-METOAUYECKOT' O OBECIIEYEHUA JJIsA
CAMOCTOSTEJBHOM PABOTBI OBYYAIOIIUXCS 1O JJUCIHUTIINHE

5.1. Buabl v opranuzaunms caMoOCTOSITEIbHOM PadoThl 00y4al0IIUXCH.

VYcnemHoe OCBOEHHE TEOPETHMYECKOro Marepuaia M0 JUCHUILIMHE «JloKyMeHTalmoHHOe
oOecrnieyeHre ynpaBleHUs» TpeOyeT caMOCTOATEIbHOM paboThl, HAalleJIEHHON Ha YCBOCHHE JIEKIIMOHHOTO
TEOPETUYECKOr0 MaTepuala, pacllMpeHre W KOHKPETH3aIUI0 3HAHWUU 1O Pa3sHOOOpa3HBIM BOIMPOCAM
nucturInHbl. CaMOCTOATENbHASI padoTa CTYACHTOB MPETyCMaTPUBAET CIICIYIONTNE BUIBI:

1. AynutopHasi caMocTosITeNIbHAasE paboTa CTY/IEHTOB — BBIMOJTHEHHE HA CEMUHAPCKUX 3aHSITHIIX
3aJIaHUM, 3aKPEIUISIONINX TOJIYICHHBIE TEOPETHYECKUE 3HAHUS OO0 paCHIMPSIONINE WX, a TaKXKe
BBHITIOJTHEHHE Pa3HOOOPA3HBIX KOHTPOJIBHBIX 3aJaHUi WHIUBUAYAIBHOTO WM TPYIIOBOTO XapakTepa
(MOATOTOBKA YCTHBIX JTOKJIAZO0B WM COOOIIEHWW O pe3yibTaTaxX BBITIOJHEHUS 3aJlaHWN, BBIMOTHEHUE
CaMOCTOSITENILHBIX TPOBEPOYHBIX Pa0OT MO UTOTAM M3yUYEHHS OTACIBHBIX BOMPOCOB U TEM JUCIUILINHEI);

2. BaeaymuTopHas caMocCToOsITeNbHas padoTa CTYAEHTOB — TOJATOTOBKAa K JIEKIIMOHHBIM H
CEMUHAPCKUM 3aHSATUSAM, IMOBTOPEHHE U 3aKPEIUJICHUE paHee M3YyYEHHOTO TEOPETUYECKOTO MaTepuala,
U3y4eHHe mpoOsieM, He BBIHOCHUMBIX Ha JIEKIUH, BBHIIOJHEHUE MPAKTUYECKUX 3a/laHui, MOJTrOTOBKA K
TECTUPOBAHUIO IO TUCIUILINHE, BHITOJHEHNE UTOTOBOM paOOTHI.

bonbiioe 3HayeHwe B MpenoJaBaHUU JUCLMILIMHBI OTBOJUTCS CaMOCTOSTEIHLHOMY MOMCKY
CTyJIeHTaMH UH(OPMAIIMH IO OTACITHHBIM TEOPETUIESCKIM U MPAKTHIECKUM BOIIPOCaM H mpobaemMam.



IIpy nnaHMpoBaHMM M OpraHM3alMKd BPEMEHU I M3Y4YEHMs] IUCLUILUIMHBI HE0O0XO0IUMO
pykoBoacTtBoBathecsl M. 4.1.1 wmmm 4.1.2 paboyell mporpaMmbl JUCHUILTUHBI «JlOKYMEHTAI[HOHHOE
o0ecreueHne ynpaBiIeHHUs» U 00ECIIEYUTh IOCIEI0BAaTEIbHOE OCBOCHUE TEOPETHUECKOro MaTepHaia o
OTJIEIbHBIM BOIIPOCAM U TEMaM.

Haubonee nenecooOpa3eH clenyromuid MHOPSAOK H3Y4YEHUS TEOPETUYECKUX BOIPOCOB IO
JUCLUILINHE «/lOKyMEHTAallMOHHOE 00ECIEUEHUE YIIPaBICHUSI»:

1. 3yuenue cripaBOYHHUKOB (CJIOBAPEH, SHIMKIONEIUI) C LENbIO YSICHEHUS 3HAaUE€HUSI OCHOBHBIX
TEPMHHOB, ITOHATHI, ONPEICTICHHUI;

2. N3yueHne yueOHO-METOIMYECKUX MAaTEPUAIOB JUIsl JIEKIMOHHBIX U CEMUHAPCKUX 3aHSITUH;

3. N3ydyeHue peKOMEHyeMOW OCHOBHOM M JIONOJHUTENbHOM JIMTEpPATypbl M 3JIEKTPOHHBIX
UH(GOPMALIMOHHBIX HCTOUYHUKOB;

4. VI3yyeHue MOTOJIHUTEIBHON JHUTEPATyphl M SJIEKTPOHHBIX MH(OPMAIIMOHHBIX HCTOYHHUKOB,
OIpEICIEHHBIX B PE3yJIbTaTe CAMOCTOSTEIBHOIO IIOMCKA HH(OpMaIuy;

5. CamocTosTenpHas MPOBEpKa CTETIEHU YCBOSHHS 3HAHUHM MO KOHTPOJBHBIM BOMPOCAM H/WIIH
3aJJaHUSM;

6. IloBTOpHOE M AONOJHUTENbHOE (YIIyOJeHHOE) M3ydyeHHE PacCMOTPEHHOro Bompoca (Ipu
HEOOXOIMMOCTH).

B mpouecce camocTodTenbHOM pabOThl Hajl y4yeOHBIM MaTepUaoM PEKOMEHIYETCS COCTAaBUTh
KOHCIIEKT, IJIe KpaTKO 3alucaTh OCHOBHBIE MOJIOKEHUS U3yyaeMoil TeMmsl. IlepexonuTs k cieayromemy
paszziesly MO>KHO I10CJI€ TOro, KOrja IpeIlIecTBYIOIUN MaTeprall MOHAT U yCBOEH. B 3aTpy HUTENbHBIX
cilyyasiX, BCTPEYAIOUIMXCS IPH H3YYEHHM Kypca, HEOoO0XOAMMO OOpaTUTbCS 3a KOHCYJbTalUel K
IIpEernoaaBaTesio.

[Ipy n3ydyeHUM IUCHMILIMHBI HE PEKOMEHAYETCS HCIOJb30BaTh MaTepHalibl, OJrOTOBJICHHBIE
HEM3BECTHBIMH aBTOpPaMH, pPa3MEUICHHbIE Ha HEOQUIMAIBHBIX CaHTax HEIEIIOBOIO CO-JCpPKAHUS.
XKenarenbHo, yTOOBI HCHIOIb3yeMble OMOIMOrpaduuecKue UCTOUHUKY OBbLIIM M3/1aHbl B IOCIEIHUE 3-5 JIeT.
CryneHTbl Tpu  BBIIOJIHEHUHM CAMOCTOSITENIbHOM  paboOThl MOTYT  BOCIIOJIB30BAaThCAd — y4eOHO-
METOAMYECKMMHM MaTepuajaMi IO AUCHUIUIMHE «/lOKyMEeHTalmoHHOe o0ecleyeHne YIpaBICHUsD,
IIPEJICTABICHHBIMU B AJIEKTPOHHONW OMOIMOTEKEe MHCTUTYTA, M MpEAHAa3HAUYEHHBIMU JI TOJATOTOBKHU K
JIEKIIMOHHBIM U CEMUHAPCKUM 3aHSATUSM.

[lepeueHb OCHOBHBIX Y4YEOHO-METOAMYECKMX MAaTEpHalioB Ui JIEKIMOHHBIX U CEMHUHAPCKUX
3aHATUH NpeCTaBIIeH B I1. 7. pabodel IporpaMMbl JUCLUILUIMHBL.

KoHnTponb ayauTopHOi caMOCTOSTENbHONM pabOThl OCYHIECTBIIAETCS B (OpME POJIEBBIX HID,
cobecenoBanus. KOHTpoab BHEAyAUTOPHOW CaMOCTOSTEIbHOM pabOThl CTYAEHTOB OCYLIECTBISETCS B
(dbopMe yCTHOTO WJIM MUCbMEHHOIO OMpoca.

[IpomMexyTOuHBI KOHTPOJIb 3HaHMW B (opMe 3adeTa OCYLIECTBISETCS MOCPEICTBOM
MUCHbMEHHOTO TECTUPOBAHUS, BKIIOYAIOIIET0 BOIPOCH! U 3aJaHUs JIsl CAMOCTOSITEIIbHOTO U3yUYESHHUSI.

OuHo-
Tema Ounas - H3a0qHa;1 3ananus nnus ®dopma
, pazzien 3a04Ha o
dbopma (bopma dbopma | camocTOATENHbHON PabOThI KOHTPOJIS
Ha  ocHoBe  nekuuum
JIOTIOJIHUTENILHO ~ Marepuania
COCTaBUTh XPOHOJOTUYECKYIO
tabmuiy no Tteme "Hcropus
OpraHu3aIil W TEXHOJOTHUH
L. HopmatusHo- Jienonpou3Bojictea B Poccun".
MeToAnYecKas 0aza B CTPYKType
JIOKYMEHTAlIHOHHOTO 6 8 13 XPOHOJIOTHYECKOH  Tabmuipl|XPOHOIOTHIECKas
obecrieyeHus yrpaBIeHUs B JOJKHBI ~ OBITh  OTPaXKEHBI Tabnuia.
P®: wucropus Bompoca, creaylonue TIEpUOIBI
OCHOBHBIC TCPMUHBI. JIETTONTPOU3BO/ICTBA:
1.1 JlenonpousBoacTBO B
Hpesneit Pycu
1.2 IlpukazHoe
JIEJIONPOU3BOJICTBO




1.3 Konnexckoe
JIeTIOTIPOU3BOJICTBO
1.4 UcriomHUTEIRHOS
JIeJIOTPOU3BOJICTBO
1.5 CoBerckoe
JIeJIOTPOU3BOJICTBO

Ha OCHOBE HOPMAaTHBHBIX

aKTOB u OTKPBITBIX
HUCTOYHUKOB UHTEPHET
2. OpranuszanroHHas
CaMOCTOSITEJIbBHOE ~ M3y4EHUE
JOKyMEHTaIusi: TpeOoBaHus . |[KoHCTIEKT
13 |opraHM3allMOHHO-  IPABOBOM
K COCTaBJICHUIO u OCHOBHBIX
JIOKYMEHTAIIUU: YCTaB, .
opopmienuto. TexHomorus MOJIO’KEHUH.
MOJIOKEHUE, HUHCTPYKLHUSA,
paboThI C TOKYMEHTaMH.
JIOrOBOP. JerannHoe
3HAKOMCTBO C PEKBU3UTaMU
Ka)KJ0ro BUJIA IOKYMEHTA.
[ToBTOpEeHHE © 3aKperieHue
M3Y4YEHHOI0 Marepuajia IoJ
TEME "PacniopsigutenbHas
JIOKyMeHTanus'";
1. Ha3nauenue
3. PacniopsnurenbHas .
pacnopsiAuTeIbHON
JIOKyMEHTaIusl: TpeOoBaHus
13 |moKyMeHTaIuu.
K COCTaBJICHUIO U 3auer.
2. Bumel u ocobeHHOCTH
opopmienuto. TexHomorus 9
pacrnopsiAuTeIbHON
paboThI C TOKYMEHTaMH.
JIOKYMEHTAIIHH.
3. IlpaBuna  cocTaBieHUs
OCHOBHBIX PaCIOPSAUTEIBHBIX
JIOKYMEHTOB, CTPYKTypa
TEKCTa ¥ PEKBU3HTHI.
IloBTOpeHre U 3aKperuIeHHE
M3Yy4EHHOTO MaTepHuajia o
TeMe "CnpaBo4HO-
nH(pOPMaIMOHHbBIE
4. CnpaBouHo- JIOKYMEHTHI'":
uH(pOpMalOHHAs 1. Ha3HaueHue cnpaBOYHO-
JIOKyMEHTaIus: TpeOoBaHus 13 |uHbOpMALIMOHHBIX 3a4er
K COCTAaBJICHUIO u JTOKYMEHTOB.

opopmiieHuro. TexHomorus
paboThI C TOKYMEHTaMH.

2. Buasl 1 0cOOEHHOCTH.
3. IlpaBuma  cocrtaBieHHS

OCHOBHBIX CIIPaBOYHO-
MH(POPMAIIMOHHBIX
JIOKYMEHTOB, CTPYKTypa

TCKCTAa U PCKBU3UTHI.




OTBeTUTh HA  CIEOYIOIINE
BOIIPOCHI O MpaBUJIaX BEJIEHUS
TPYAOBOI KHUKKHU B
OpraHu3aLuu:
[IpaBuiia 3amoiHeHus.
Bnecenne — u3MeHeHud B
5. Kanposas
) CBeZICHHsSI O paOOTHHUKE.
JOKYMEHTAIUs: TPeOOBaHUS
K COCTABJICHUIO ul 8 1 17 \lybmmar. 3a4er.
Ceenenus o pabore.
opopmiieHnto. TexHoIorus
paboThI C TOKYMEHTaMH. Harpasicierus.
VYBoOJIBHEHUE.
Y4er U XpaHeHUEe TPYyIOBBIX
KHIKEK.
OTBETCTBEHHOCTh 3a
HecoOII0IeHHE MopsIKa
BEJICHUS TPYIOBBIX KHUXKEK.
IloBTOpeHre U 3aKpeIUICHHE
M3YYEHHOTO Marepuaia o
TeMe "OCHOBHBIE TNPUHIUIIBI
OpraHu3auu
6. OCHOBHbIE IPHUHIIMIIBI 1 17 JIOKyMeHTOOOOpoTa'":
OpraHu3anuu 8 1. Drtamnbl TOKyMEHTOO00pOTa |3aYeT.
JIOKYMEHTO000poTA. 2. Peructpanus u  yuer
MOCTYHAOMINX JOKYMEHTOB.
3. Yuer nokymeHTO000pOTa
4. KoHTpoJib 32 UCHIOJHEHUEM
JIOKYMEHTOB.
7. Hcnonnenune
JIOKYMEHTOB. KonTpons
UCIIOJTHEHUS]  TOKYMEHTOB.
DopMel KOHTPOJIS
UCIIOJTHEHUS]  TOKYMEHTOB. Pa3BepHyTbie NUCbMEHHbBIE
Tunossie " OTBETHI Ha BOIIPOCHI:
UHAUBHUAYaJIbHbIE  CPOKH Cucremsl AIIEKTPOHHOTO
WCIIOJIHEHUSI  TOKYMEHTOB. 4 6 JIOKYMEHTO0000poTa: sauer
AHanu3 CTpYKTYypbI| 3 po0sIEMbI BHEJIPEHUS, '
JIOKYMEHTO000pOTa. IIPEUMYIIECTBA U HEAOCTaTKU
CucreMbl  3JIE€KTPOHHOTO HCIIOJIb30BaHUs B
JIOKYMEHTO000poTa: JIOKYMEHTAllMOHHOM
po0IeMbI BHEJ[PEHU, yIpaBiIeHUHN OpraHu3alue.
IIPEUMYILECTBA u
HEJO0CTaTKU UCIOIb30BaHUS
B JOKYMEHTAIl[MOHHOM
YIIPABJICHUH OPraHU3aLHEH.
NTOI'O 43 2 4

5.2. YueOHoO-MeTOaAMYECKOE 00ecIeYeHHe CAMOCTONATEIbHOI padoThI 00yYaAOIINXCS
Y4eOHo-MeToIUuYeCKOe 00eCIIeYeHHEe CaMOCTOSITENIbHOM paboThl 00yJaIONINXCs OTPAKEHO B 1.7
paboueii porpaMMBbI TUCITUTUTHHBI «J|0OKyMEHTAIMOHHOE 00CCIICUeHUE YITPABICHUSD).



6. KOMILNVIEKTBI OHEHOYHBIX MATEPHUAJIOB JUJId IIPOBEJIEHUA
MPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIUXCA MO JUCIHATIINHE

6.1. IlepeyeHb KOMIIETEHIMI ¢ YKa3aHMEM 3TANOB NX GOPMHUPOBAaHMS B Npolecce OCBOCHUS
0o0pa3oBaTeJIbHOM MPOrPaMMBbI

OcBocHHE TUCIHUIUIMHBI HAITPABICHO HA (DOPMHUPOBAHHE:

npogheccuoHanbHblX KoMnemeHyutl

[1K-4 CriocoOGeH OoCyIIECTBIATh JESITeIbHOCTh 0 IJIAHUPOBAHUIO, OPTaHU3AIMK, MOTUBAIMU U
KOHTPOJIIO PalOoTHl IepcoHalia, 00eCHEUYeHUI0 JTOKYMEHTAIMOHHOTO COMPOBOXIECHUS YIPaBICHUYECKUX
IIPOLIECCOB

[IK-6 CnocobeH ocCymecTBIATh JTOKYMEHTHPOBAHUE XO3SIMCTBEHHBIX ONEpanuii, 0hOpMIIATH
TUTATE)KHBIE TOKYMEHTHI U (POPMUPOBATH OyXTaJITepCKHUE MPOBOJAKH IO YUETy pe3yJIbTaToB (pUHAHCOBO -
XO03SUCTBEHHOMN AESITETbHOCTH OpraHU3aIiU

JlanHble KoMIeTeHIUN (OPMUPYIOTCA B MTpOLiecce U3YUeHUs AUCIMILIUHBI Ha JIBYX dTanax:

sTan 1 — TeKyluii KOHTPOJIb;

3Tan 2 — MPOMEXYTOUHas aTTeCcTallus.

6.2. Onucanue noka3zaresed 1 KpUTepueB OLICHUBAHUA KOMIIETEHIIUI HA Pa3/JIMYHBIX 3Tanax
ux (opMupoOBaHMS, ONUCAHNE KA OLeHUBAHUS

OneHka KOMIIETEHIMI Ha Pa3JIMYHBIX ATarnax ux GOpMUPOBAHHUS OCYILLECTBIISIETCS B COOTBETCTBUU
¢ IlonmoxkeHneM O TeKylleM KOHTpOJE M MPOMEKYTOUHOW arrectauuu, Ilomoxenuem o GaymuibHON U
pPEUTUHIOBOM cHUcTEMax OLEHUBAaHUS U TEXHOJIOrMueckod kaprod aucuumuinHel (Ilpunoxenue 1),
IpUHATHIMU B HCTHTYTE.

6.2.1. l[lokazamenu u Kpumepuu oyeHU8AHUs
KOMNnemeHyull Ha 3mane mexkyuezo KOHmpOoJist

Ne ni/n| Iloka3aTenn oneHUBaAHUS Kpurepun ouennBanus IIxana
OLICHUBAHUS
1 |[locemenne wu padora Ha|l. Ilocemenue 3aHATHI: a) MOCelIEHUE 0-35

JEKIIMOHHBIX U MPAKTHUECKUX [IEKIIUOHHBIX M MPAKTUYECKUX 3aHATUH, O)
3aHATUAX  (coOecenoBaHme,|COOMI0IeHNE JUCITUTUTHHBI.

KOHTPOJIbHAs pabota,|2. PaGoTra Ha JEKIMOHHBIX 3aHATUAX: a)
KPYTJIbIM CTON U JUCKYCCUSI) |BEAE€HHE KOHCIEKTa JIeKIMi, ©0) ypoBEHb
OCBOEHHMSI TEOPETHYECKOr0 MaTepuasna, B)
aKTUBHOCTb Ha JIeKIUH, yMEHUE
(opMyIMpPOBATE BOIIPOCHI JIEKTOPY.

3. Pabora Ha NpPaKTUYECKUX 3aHATHUSIX: a)
YPOBEHb  3HaHMs  y4eOHO-IIPOrpaMMHOTO
MaTtepuanga, 0) yMEHHE BBIIOJHATH 3aJaHuS,
IIPENYCMOTPEHHBIE TMPOTPaMMON  Kypca, B)
MIPaKTUYECKHE HaBBIKM PabOThl C OCBOEHHBIM
MaTEPUATIOM.




IIuceMenHoe 3a1anue

1. HoBu3Ha TekcTta: a) aKkTyaJbHOCTb TEMBbI
HUCCIIEIOBAaHUS; 0) HOBH3HA u
CaMOCTOSITENIbHOCTh B TOCTAaHOBKE IMPOOJIEMBI,
(bopMyIMpoBaHHE HOBOTO acCleKTa H3BECTHOI
npoOJeMbl B YCTaHOBJIGHMM HOBBIX CBSI3EH
(MeXIpeIMETHBIX, BHYTPUIIPEIMETHBIX,
MHTETPALMOHHBIX); B) yMeHue paborarh c
HCCIIEIOBAaHUSIMH, KPUTUYECKOM JUTEepaTypoOu,
CUCTeMaTHU3UpOBaTh U  CTPYKTYpPHUPOBATh
MaTepHal; T) SIBICHHOCTh aBTOPCKOW MO3UIUH,
CaMOCTOSITENIbHOCTh OIICHOK U CYXIEHUH; JI)
CTMJICBO€  €OUHCTBO  TEKCTa,  EIUHCTBO
YKAHPOBBIX YEPT.

2. CreneHb pacKpbITHs CYLIHOCTU BOIIpOCa: a)
COOTBETCTBUE IUIaHA TeMe IMHCbMEHHOTO
3a/1aHusl; 0) COOTBETCTBUE COAEPKAHUS TEME U
IUIaHY MHUCBMEHHOTO 3aJaHusl; B) IOJHOTa U
rilyOuHa 3HaHUM 10 TeMe; I') 000CHOBAaHHOCTH
Croco0OB U METOJIOB PabOTHI C MAaTEPUAJIOM; €)
YMCHHE 00001maTh, JeNaTh BBIBO/IBI,
COTOCTABJIATh PA3IMYHBIE TOYKU 3pPEHHS IO
0JIHOMY BoTIpocy (rpobieme).

3. O60CHOBaHHOCTh BBIOOpAa HMCTOYHHKOB: a)
OLIEHKa UCIIOJIb30BaHHOM JUTEPATYPHI:
MIPUBJICYEHBI M HauboJiee M3BECTHbIE PabOTHI
0 TeMe HCCIeNoBaHUs (B T.4. JKypHAJIbHBIC
nyOJIMKaluu  TMOCIEAHUX JIeT, IOCJeIHUe
CTaTUCTHUYECKUE JAaHHBIC, CBOJKH, CIPAaBKH WU
T.1.).

4. Cobmronienre TpeboBaHMi K 0()OPMIICHHIO: Q)
HACKOJIbKO BEpPHO OQOpPMIIEHBl CCBUIKM Ha
UCTIOJIB3yEMYIO JTUTEpaTypy, CITHCOK
auTepatrypel; 0) OIIEHKa TI'PaMOTHOCTH H
KYJIBTYpBI U3JI0KECHUS (B T.4.
opdorpadudeckoit, MYHKTYal[MOHHOM,
CTHITMCTUYECKOMN KYJIBTYpHI), BJIaJICHHE
TEPMHUHOJIOTHEN; B) cOOI0/IeHHe TpeOOBaHUH K
00BEMY MMCHMEHHOTO 3a/IaHUSI.

0-25




3 |IIpakTrueckoe 3agaHue 1. Anamu3 mpoOnembl: a) yMEHHE BEpHO, 0-50
KOMIUIEKCHO W B COOTBETCTBUM  C
JeUCTBUTENIFHOCTBIO  BBIACIUTh  IPUYHMHBI
BO3HUKHOBEHHUS IPOOJIEeMBbl, ONMCAHHOW B
MPAKTUYECKOM 3aaHUH.

2. CtpyKkTypHupoBaHue NpoOiIeM: a) HaCKOJIbKO
YEeTKO, JIOTUYHO, TIIOCIIEAOBATENbHO  OBLIH
U3JI0KEHBI MPOOJIEMBI, YYAaCTHUKU IPOOJIEMBI,
MIOCTIEJICTBHS TPOOJIEMBI, PUCKH JIIsl OOBEKTA.
3. [Ipennoxxenue CTPaTEruuecKux
QIbTEpPHATHB: a) KOJMYECTBO BapUaHTOB
peuieHus 1npoOseMbl, 0) yMeHHE CBA3aTh
TEOPHIO C IPAKTUKOMH MPU pelieHUH IpoOIeM.
4. OOoCHOBaHHME pENICHUS: a) HACKOJIBKO
apryMEHTHpOBaHa MO3MLMS  OTHOCUTEIbHO
MPEUIOKEHHOTO ~ PEIIeHHUs]  MPAKTHYECKOTO
3a/1aHHS; 0) YPOBCHB BIIAJICHUS
npodeccnoHaATbHON TEPMUHOJIOTHEH.

5. JlorMyHOCTh M3JIOKEHUS MaTepuanga: a)
HACKOJIBKO COOJIO/ICHBI OOIIETPUHSATHIC HOPMBI
JOTUKA B TPEUIOKEHHOM  pelieHuu, 0)
HACKOJIbKO TPEJIOKEHHBIN TJIaH MOXET OBbITh
peaan30BaH B TEKYIIUX YCIOBHIX.

6.2.2. [lokazamenu u Kpumepuu oyeHU8aAHUs:
KOMNEemeHyull Ha mane npomMedCymoyHol ammecmayuu

[IpomexyTouHas arrecTanus Mo JUCHUIUIMHE IPOBOIUTCS B (opMe 3auéTa B BUJIE BHIIOJHEHUS
TECTUPOBAHUS W/UIIM UTOTOBOI paboTBHI.

NroroBeie 3amaHus pa3pabaThIBAlOTCSA MO OCHOBHBIM BOIIPOCAaM TEOPETHUYECKOTO Marepuayia u
MO3BOJIIFOT OCYHIECTBIIATH TPOMEXKYTOUHBII KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHMSI MaTepHaa.

[Ipu npoBeieHNH TPOMEKYTOUHOM aTTECTALMU CTYACHTOB 10 TUCIMILUIMHE «/{0KyMEHTallMOHHOE
o0ecrieyeHrne yNpaBiIeHUs» MOTYT (OPMHPOBATHCS BAapHAHTBHl TECTOB, OTHOCSIIUXCS KO BCEM TeMaM
JUCLIUATIIINHBI.

OneHka 3HaHUH CTYJIEHTOB OCYIIECTBIISAETCS B cOOTBeTCTBUU ¢ [lososkeHueM o OGayibHOM U
PEUTUHIOBOM CHCTEMAX OLICHUBAHHUSI, IPUHATON B IHCTUTYTE, M TEXHOJIOTMYECKOW KapTOM JUCIUILINHBI

Ne Iloka3aTen oueHUBaAHUSA Kpurepun onenuBanns IIxana
n/n OLICHUBAHMS
1 [HUrorosas pabota KonnuecTBo 6amioB 3a TecT NponopuroOHaIbHO 0-25
KOJINYECTBY NPAaBUIIbHBIX OTBETOB HA TECTOBBIE
3aJaHusl. Tlocie MPOXOKICHUS TecTa

CYMMHUPYIOTCSI PE3YyJbTAThl BBINOJHEHUS BCEX
3aJaHUi UId BBICTABJIEHHUA OOIIEH OILIEHKU 3a
TECT.

6.3. TunoBble KOHTPOJILHBIC 32JaHUSI WJIM MHbIe MaTepHa/bl, HeOOXOAUMBIE 1 OLEHKH
3HAHMH, YMEHHMH, HABBIKOB M (WJIHM) ONbITA JAEATEIbHOCTH, XAPAKTEPU3YIOUIUX JTaIbI
(popMHpOBaHUsI KOMIIETCHIIHI B polecce 0CBOCHNs 00pa30BaTeIbHOI NPOrpaMMblI

6.3.1. Tunosvle KOHMPOIBLHBIE 3A0AHUSL UTU UHBLE MANMEPUATLL
Ha smane mexkyujeco KOHmpoJis
Ilocenenne 1 padoTa Ha JEKIMOHHbBIX M MPAKTHYECKUX 3aHATHAX (co0ecel0BaHHEe, KOHTPOJbHAas
padoTa, KPYIJblii CTOJ M ANCKYCCHS)




[Ipn nmpenmogaBaHuM  JUCHMIUIUHBL  «/lOKyMeHTalmOHHOE  oOOecreueHue  yIpaBICHUS»
IPUMEHSIOTCS pa3HO0Opa3Hble 00pa3oBaTeIbHbIC TEXHOIOTUU B 3aBUCHIMOCTH OT BHJIA U LeNel y4eOHBIX
3aHATHH.

Teopernueckuii MaTepuan n3naraeTcs Ha JIEKIIMOHHBIX 3aHATUSAX B CIEAYIOMMX (hopMax:

- IpoOJIeMHBbIE JIEKIIHH;

- nexnusg-0ecena;

- IEKUUU ¢ pa300poM MPAKTUYECKUX CUTYALIUM.

[IpakTuyeckre 3aHATHS 1O TUCHUIUIMHE «J{OKyMEHTalMOHHOE O0ecleueHUe YIpaBICHUS
OPUEHTUPOBAHBI Ha 3aKPEIUICHUE TEOPETUYECKOr0 MaTepraia, U3JI0KEHHOTO Ha JIGKIIMOHHBIX 3aHSTHSIX,
a TaKk)Ke Ha MPUOOPETEHHE TOTIOTHUTEIIBHBIX 3HAHUN, YMEHUN U IPAKTUYECKUX HABBIKOB OCYIIECTBIICHUS
npoecCHOHANBHOM  J1eATEIbHOCTH MOCPEACTBOM aKTUBHM3AlMM M YCWJICHHUS CaMOCTOATEIbHOU
JESITEIIBHOCTH 00YJarOIINXCSI.

BonbIIMHCTBO MPaKTUYECKUX 3aHATUIN MPOBOJISATCS C IPUMEHEHUEM aKTUBHBIX (OpM 00yUeHHUS], K
KOTOPBIM OTHOCSITCSL:

1) yCTHBIN OnpOC CTYIEHTOB C JIEMEHTaMU Oece/ibl U TUCKYCCHH IO BOIPOCaM, BBIHOCUMBIM Ha
NPaKTUYECKHUE 3aHATHS,

2) rpymnmnoBas pa0oTa CTYAEHTOB, IpPEIINOJIararolias COBMECTHOE OOCYXACHHE KaKoil-I1ubo
npo6JeMsl (Borpoca) ¥ BEIpaObOTKY €IUHOT0 MHEHUS (TIO3UIIUH ) TI0 Hell (METO1 TPYIIIOBOTO OOCYKICHUS,
KPYTJIBIA CTON);

3) KOHTpoOJIbHAsI paboTa MO OTACIBHBIM BOIIPOCAM, LIEJIbI0 KOTOPOM SIBISETCS MPOBEpKa 3HAHUIA
CTYJICHTOB U YPOBEHb MOJATOTOBIEHHOCTH I YCBOGHUSI HOBOT'O MaTepuaa 1o AUCHUILIIHHE.

Ha mpakTuyeckux 3aHATHSAX OLIEHUBAIOTCS M YYUTHIBAIOTCS BCE BUIBI AKTHUBHOCTU CTYJCHTOB:
YCTHBIE OTBETHI, IOTIOJHEHHS K OTBETaM JPYTUX CTYJIEHTOB, y4acTHE B AUCKYCCHUSX, paboTa B rpyImax,
MHUIMATUBHBINA 0030p MpoOIEMHOI0 BOIpoca, MMCbMEHHas padoTa.

IIucbMeHHOe 3aJaHue
(DPopmupyembie komrierennun: [1K-4, [1K-6)

[Mucemennoe 3aganue 2 cM. [Ipunoxenue 6. Kimrou nist Bei6opa pedepara cm. [punoxenne 7.

IIuceMeHHOE 3amaHue 1 «OcobenHOCTH COCTAaBJICHHUA, BUABI U CTPYKTYypa TCKCTAa HEKOTOPBIX
BUJ0B TOKYMCHTOB)

MaxkcumManbHbIHA 0aiut — 15
Otsert B Buje (aitna B popmare doc

3agaHue:

1. Ipusectun 10 mpumepoB opraHuzanuii, NEeHCTBYIOIIMX Ha Teppuropun OMcKoi oOiacTu,
YUPEAUTEIBHBIM IOKYMEHTOM KOTOPBIX SIBJISIETCA YCTaB, U 10 opranusanuii, 1eMCTBYIOINX HA OCHOBAHUU
MOJIO’KEHUS 00 OpraHU3aIiy.

2. a) IlpugymaTh opraHM3anuio, KpaTko OMUCATh, YeM JaHHAs OpraHU3alUsl 3aHUMAeTcs, KTO
ABIIIETCS PYKOBOJUTENEM, KaKOW IITAT COTPYAHMUKOB, MOAYMHSAETCS JIM JaHHAs OpraHu3alus IpyruM
OpraHu3aIysaM, KakKie OpraHu3alOHHbIE IOKYMEHTBI HEOOXOIUMBI /TSl €€ IeATEIbHOCTH.

0) Coznate Tpu BHaa OJAHKOB /ISl TAaHHOW opraHu3aruu (oOmuii 01aHK, OTaHK MUchMa U OJTaHK
CHELHaTbHOTO JOKYMEHTA) 110 BCEM IPaBUJIaM COCTaBJIEHUS OJaHKOB OpraHU3aIUH.

Kpurepunn:

Otger Ha 1 Bompoc — 6 6. (10 3 Gasa 3a KaKIyIo IpyIy OpraHu3alui).

[IpaBunbHOE oOGopMileHHEe (HAIWYME W BEPHOE pACHOJOXKEHHE BCEX pPEKBU3UTOB) H
dbopmaTupoBanue 61aHKOB aJs 2 Bompoca — 9 6. (1o 3 6arna 3a 61aHK).

[Tucemennoe 3amanne Ne 2 «OCHOBHBIE TPUHUUIBI OPTaHU3AIUN
JOKYMEHTO000pOTa»

MaxcumanbsHbIi 0amt — 10

Ortser B Buze ¢aitna B popmare doc / jpeg



3amanue:

[Ipoxgymatp u onucarb CUCTEMY JJOKYMEHTOOOOPOTa B OpraHU3aluy U3 MUCbMEHHOTO 3a1aHus No
1: OCHOBHBIE TTOTOKHU JOKYMEHTO00OPOTAa, pErUCTPAIHs JOKYMEHTOB, PUHIIUIIBI JBHKEHUS TOKYMEHTOB
B 3TOi oprann3zanuu. CrucreMy JOKYMEHTOOOOPOTa MOKHO MPEICTABUTH B BHJIE CXEMBI C OIICAHUEM.

Kpurepuu:
JIOTUYHOCTh W TPOJYMAaHHOCTh CHCTEMBI JOKYMEHTOOOOpPOTa € YYETOM B3aUMOJICHCTBUS
pa3IMYHBIX MOApa3aesieHuid B opranu3anuu — 10 0.

IIpakTHyeckoe 3a1aHue
(DPopmupyembie komrierennun: [1K-4, [1K-6)

Keiic cm. [Ipunoxenue 3.
Br10op keiica cm. [Ipunoxenue 4.

6.3.2. Tunosvie KOHMPObLHbIE 3A0AHUSL UNU UHBIE MAMEPUATb
Ha dmane npomedsHCymo4HoU ammecmayuu

(D®opmupyembie komrerennun: 11K-4, [1K-6)
3amaHus A1 MPOMEKYTOYHOU aTTEeCTAllMU CTYICHTOB IpecTaBieHbl B [Ipunoxennn 5.

Wtoroselii Tect nmo aucuuiuinHe "J{oKyMeHTallMOHHOE OOecreueHue YIpaBieHUusa" CMOTpU B
[Tpunoxenuu 2.

[IpumepHBIil nepedeHb BOIPOCOB K 3a4ETy IO JUCLUIUIMHE «J{OKyMEHTallMOHHOE oOecreueHne
ynpasienus» B [Ipunoxenuu 8.

6.4. MeToguyeckue MaTepHuaJibl, ONpee/siioNue NPoueaypbl OeHUBAHUA 3HAHUI, YMEHHH,
HABBIKOB M (MJIM) ONBITA /1eSITeJIbHOCTH, XapaKTepHu3yIolue 3Tanbl GopMHPOBAHUA KOMIIETeHUM I

[Ipouenypa oneHuBaHus 3HaHUN, YMEHUH, HABBIKOB U (UJIM) OMBITA AESITEILHOCTU 00yUYarOLIUXCs
no JaucuuIiMHe «JloKyMeHTallMoHHOe oOecneueHne YIpaBlIeHHUs» OCHOBaHAa Ha HCIOJIb30BAaHUU
[TonoxxeHns o OallbHOW M PEUTHMHTOBOM cHUCTEMax OLIEHUWBAaHUS, NPUHITOH B MHCTUTYTE, U
TEXHOJIOTMYECKOU KapThl JUCLUIIINHBL.

Ne i/ IToxa3aTenu oneHNBaHUA HIxana
OLlCHNBAHUS

Tekylmii KOHTPOJIb
1 [Tocemenue u padboTa Ha JEKIUOHHBIX U MPAKTUUECKUX 3aHATHUSIX 0-35
(cobecenoBanue, KOHTPOJIbHAs pabOTa, KPYIJIbIM CTOM U AUCKYCCHS)

2 ITuceMenHoe 3aganue (pedepar) 0-25
3 IIpakTryeckoe 3aganue (Kewc) 0-50
Umoeo mexywiuil konmpoiv 75
IIpoMe:KYTOYHAS ATTECTALMSA
4 |I/ITOFOBaH pabota 25
Hmo2o npomesicymounas ammecmayus 25
HUTOI'O no jucuumnjinge 100

MakcumanbHOE KOMTUYECTBO 0aUToB o mucturmmae — 100.
MaxkcuManbHOE KOJMUYECTBO OAJIOB MO pe3yabTaTaM TEKYIIEero KOHTPOs — 75.
MaxkcuMalIbHOE KOJIMYECTBO 0aJUIOB Ha dK3aMeHe — 25.

YpoBeHb  TMOATOTOBICHHOCTH  OOYYaroIIeTocs COOTBETCTBYET TPEXYPOBHEBOH  OIlEHKE
KOMITETCHIIMH B 3aBUCIMOCTH OT HAOPaHHOT'O KOJUYECTBA OAJIJIOB 10 TUCIUTUINHE.



YpoBeHb OBJIACHUS
IToporossrii IIpoaBuHyTHIN IIpeBocxonHbIit
YPOBEHb YPOBEHb YPOBEHb
Habpanunie 50-69 70-85 86-100
0aJ1JIBI

[IIkana UTOrOBBIX OLIEHOK YCHEBAEMOCTH MO JUCHUIUIMHE «JlOKyMEHTalMoHHOE oOecrieueHue
ylpaBjieHUs» cOoOTBeTcTBYyeT [lonokeHuto o OalIbHOW M PEUTUHIOBOM CHCTEMax OLCHMBAHUSA U

OTpa)XxCHa B TEXHOJIOTHYCCKOM KapTC JUCHUITIINHBI.

3auér
KoauuyecTBO 0a/1710B Ounenka
50-100 3a4TEHO
0-49 HE 3a4TEHO
DK3amMeH
KoJuau4yecTBO 0217108 Onenka
86-100 OTJINYHO
70-85 XOPOIIIO
50-69 yIIOBJIETBOPUTEIBHO
0-49 HEYJOBJIETBOPUTEIBHO

7. IEPEYEHDb OCHOBHOM M JOMNOJHUTEJBbHOM YYEBHOH JINTEPATYPHI,
HEOBXOJIUMOMU 1JIs1 OCBOEHU A JUCLHUIIJIMHBI

OcnosHnas tumepamypa:

1. Ky3neuos, 1. H. [lenonpousBoactso : yuebHoe nocodue : [16+] / U. H. Ky3nenos. — 10-e uzn.
—  Mocksa HamkoB wu  K°  2021. - 406 «c.: Tabm. — Pexum pgocryna:
— https://biblioclub.ru/index.php?page=book &i1d=684221

Jlononnumenvnas numepamypa:

1. ApacnanoBa B. A. JlokymeHTalMOHHOE OOecIeueHue YIpaBiIeHUs: y4eOHO-NPaAKTUYECKOE
noco0ue B cxemax, Tabnuiax, oopasuax [DnekTpoHHbIH pecypc]: yueOHoe nmocodue. - Mocksa, bepnun:
Hupext-Menaua, 2020. - 266 c. — Pexxum noctyma: https://biblioclub.ru/index.php? page=book&id=578394

2. Mensenesa O. B. OdopmiieHne oOpraHu3alloOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB
[DnekTpoHHbIN pecypc|: Kypce Jekuui. - MockBa, bepnun: Jupexkr-Menua, 2018. - 79 c¢. — Pexum
noctytma: https://biblioclub.ru/index.php?page=book&id=480166

3. Mumenun C. E. Opranu3zaius v TeXHOJIOTHS JOKYMEHTAIHOHHOTO 00eCIeueHHsI YIIpaBJIeHUs:
AJIEKTPOHHOE YUeOHOe mocobue [DIeKTpOoHHBIN pecypc]: yueOHoe mocooue. - KemepoBo: KemepoBckuit
rOCYyJ1apCTBEHHBIN YHUBEPCUTET, 2017. - 478 c. - Pexum JocTyna:
https://biblioclub.ru/index.php?page=book&id=481592

8. IEPEYEHb PECYPCOB MH®OPMAIIMOHHO- TEJEKOMMYHUKAIITMOHHOM
CETHU "UHTEPHET", HEOBXOJIUMBIX /IUIA OCBOEHUA JUCHUIIVINHBI

Hngpopmayuonnvie pecypcovl 06pazoeamenvHoll OpeaHu3ayuu.

1. http://www.sibit.sano.ru/ - opumanbHbINA caliT 00pa3oBaTeIbHON OpraHu3alnu.
2. http://do.sano.ru - cuctema guctannuonHoro ooydenust Moodle (CIO Moodle).
3. http://www.gov/ru - ®enepanbHble OpraHbl BIACTH.

4. http://www.garant.ru/ - CripaBouHasi ipaBoBasi cuctema «l apanr».

5. http://www.kadrovik.ru - HanimoHanpHBbIi €003 KaJpOBUKOB.



6. http://window.edu.ru/ - Wudopmanmonnas cucrema «EIWHOE OKHO JOCTyma K
00pa3oBaTENFHBIM pecypcamy.
7. https://scholar.google.ru - MmexxayHapoaHas Hay4dHas pedeparuBHas 0aza JaHHBIX.

9. METOJUYECKHE YKA3AHUA JIsd OBYYAIOIIUXCA 110 OCBOEHHIO
JUCIHUIIJIMHBI

B npomnecce n3yuenus: yaeOHOU AUCHUIUIMHBI «J[OKyMEHTAIIMOHHOE 00ECIIeUeHUE YIIPABICHUS
CIIELlyeT:

1. O3HakoMuTBbCS ¢ paboueil mporpaMmMoii TuCIUILIMHEL. Paboyas mporpaMma coAep KUT repedeHb
pasziesoB U TeM, KOTOpble HEOOXOJUMO U3YUUTh, IIaHbI JIEKIIUOHHBIX U CEMUHAPCKUX 3aHITUH, BOIPOCHI
K TEKylUled M IPOMEKYTOYHOW aTTECTal[Md, NEePEYeHb OCHOBHOM, IOIOJHUTEIBHOM JUTEPATyphl U
pecypcoB HH(OPMAILIMOHHO-KOMMYHHUKALIMOHHOH ceTn «/IHTepHeT» U T.1.

2. O3HakOMUTBCS € KaJEGHIAPHO-TEMAaTUYECKUM IIJIAHOM  CaMOCTOSITENbHONM  paboThl
oOydJaronuxcs.

3. Ilocemarh TeopeTnyeckue (JEKUMOHHBbIE) M TPAKTUYECKHE (CEMUHAPCKHUE) 3aHATHUS,
nabopaTopHbIE PaOOTHI.

4. Ilpu MoAroToBKE K MPAKTUYECKUM (CEMHUHAPCKUM) 3aHATUSAM, a TAaKK€ MPU BBINOJIHEHUU
CaMOCTOSITENIbHON Pa0bOTHI ClI€yeT UCI0Ib30BaTh METOAMUECKUE YKa3aHUs JUIsl 00yUaroIUXCsl.
Y4eOHblii TaH Kypca «JlOKyMEHTAIlMOHHOE OO0CCIICUeHHUE VIPABICHUS» TMPEIIojiaraeT B OCHOBE
W3YYEHHUs TUCLUUIUIMHBI UCIIOIb30BaTh JIEKIMOHHBIM MaTepuall U OCHOBHBIE HCTOUYHUKH JIUTEPATYpHI, a B
JIOTIOJIHEHNE — IIPAKTUYECKUE 3aHATHUS.

Kpome TpaauLMOHHBIX JIEKIUH U IPAKTUYECKUX 3aHATHH (IIepedeHb 1 00beM KOTOPBIX YKa3aHbl)
renecooOpa3Ho B mporecce 00ydeHHs HCIOIb30BaTh U aKTHUBHBIE (DOPMBI 00yUEHHSL.

ITpumMepHbIii IepedeHb akTUBHBIX (hopM 0O0ydeHus:

1) Gecenpl U TUCKYCCUU,

2) KeHCBhI ¥ MPaKTUUECKUE CUTYALNH;

3) uHAMBHIYyaJIbHbIE TBOPUECKUE 3a/IaHUS;

4) TBOpUECKHE 3a/laHUs B IPyIIax;

5) mpakThueckue padoThl.

Ha nexuusix cTyIeHThl JOJDKHBI MOJYYUTh CUCTEMAaTU3MPOBAHHBIN MaTepua Mo TeMe 3aHsTHUs:
OCHOBHbBIE TMOHATHS U TMOJIOKEHUS, KIacCUu(UKAIMKU HW3Y4aeMbIX SBJIEHUH M MPOLIECCOB, aITOPUTMBI U
METOAMKH OpTaHW3aLUHU TUCIMUILIUHBI U T. 1.

[IpakTuueckue 3aHATHS MpeanosiaralT Oojee OeTalbHYI0 HpOpadOTKy TeMbl IO KaKIoH
u3yyaeMol mpoOieMe, aHaIW3 TEOPETUYECKMX M IMPAKTUYECKHX AacleKTOB TUCHMIUIMHBL. s 3TOTrO
pa3palboTaHbl OJPOOHBIE BOIPOCHI, 00CYK/1a€Mble Ha CEMMHAPCKUX 3aHATHX, IPAKTUUECKUE 3aaHMs,
NUCbMEHHBIE paboThl M TecThl. IIpyM MOATOTOBKE K CEMMHAPCKUM 3aHATUSAM ClEIyeT aKIEHTHPOBATh
BHUMaHUE Ha 3HAUYUTENbHYIO YaCTh CAMOCTOSITEIbHON MPAaKTUYECKON pabOThI CTYIEHTOB.

Jlis1 6oee yCTIenIHOro U3y4eHHsl Kypca MpernoAaBaTeio cleayeT IOCTOTHHO OTChIIaTh CTY/IEHTOB
K yuyeOHMKaM, nepuoanueckoil medaru. OCBoeHHE BCeX pa3/ieloB Kypca MpearojaraeT npuoOpeTeHue
CTYJEHTaMH HaBBIKOB CAMOCTOSITEIBHOIO aHAJIN3a UHCTPYMEHTOB M MEXaHU3MOB TUCLUIUINHBI, YMEHUE
paboTaTh ¢ Hay4YHOU JTUTEpaTypOil.

OcHoBHast yueOHas JHUTEpaTypa, IpeJCcTaBlIeHHass y4eOHMKaMH U Y4YEeOHBIMH IOCOOMSIMH,
OXBAaTBIBAET BCE Pa3/ieibl IPOrpaMMBbI MO JUCHUILINHE «J[OKyMEHTAIlMOHHOE 00eCTIeYeHHE YIIPaBICHUS.
Ona wu3yyaeTcs CTyA€HTaMH B TIPOLECCE MOATOTOBKM K IPAKTUUYECKUM 3aHATHUSM, 3a4eTy.
JlononuurenbHas yuyebHast IuTepaTypa peKOMeHAYeTCs Uil CaMOCTOATEIbHOM paboThI IO MOATOTOBKE K
CEeMMHAPCKHUM U MPAKTUUYECKUM 3aHATHUSAM, IIPH HAITUCAHUU MTUCbMEHHBIX PadoT.

[Ipu n3yuenun Kypca Hapsy C OBJaJIEHUEM CTYJI€HTaMHU TEOPETHUECKUMH MOJIO0XKEHUSIMH Kypca
ylensercss BHUMaHUE MPUOOPETEHUIO NMPAKTUYECKUX HABBIKOB C T€M, YTOOBI OHHM CMOTJIH YCIIEIIHO
MPUMEHSTH UX B CBOeH NpoeCcCHOHATbHON NeSTENbHOCTH.



10. COBPEMEHHBIE MPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX n
NH®OPMANUOHHBIE CITIPABOYHBIE CUCTEMbI

[Ipy mOATOTOBKE ¥ TPOBEJACHUHM YUYEOHBIX 3aHATUNA MO JUCHUILUIMHE CTyJICHTAMU U
IpernoAaBaTeNsIMU UCIOJIB3YIOTCS CIIEAYIOUINEe COBpEMEHHBbIE MNpodeccHoHaIbHble 0a3bl JaHHBIX U
UH(OPMAIMOHHO-CIIPABOYHBIE CHCTEMBI:

1. DnekTpoHHas OMOIMOTEYHAs! cUCTeMa «Y HUBEPCUTETCKas OMOIMOTeKa OHIIalHy (1oroBop No
109-08/2021 Ha oka3aHWE YCIyr 1O TPEIOCTABICHUIO JOCTYNa K 3JEKTPOHHBIM H3JIaHUsSM 0a30BOI
komtekiuun  ObC  «YHuBepcuteTckas Oubnmoreka ommaiie» ot 01 centsabps 2021 .
(http://www.biblioclub.ru).

2. NnTerpupoBannas 6ubauoreuno-unpopmarmonnas cucrema MPBMC64 (morosop Ne C 2-08 -
20 o mocTaBKe HAyYHO-TEXHUYECKOH mpoayKkuuu — Cucremsl ABromarusauuu budmorexk UPBUC64 — ot
19 aBrycra 2020 r., B cocTaB KOTOpoil BXoAUT ba3a maHHbBIX 3eKTpoHHOTO Katajnora oudauoreku CUBUT
Web-UPBUC 64 (http://lib.sano.ru).

3. CnpaBouno-npaBoBas cucrema Koncynprantllmtoc (momosHurtenbHoe cornmamenue Nel x
norosopy Ne 11/01-09 ot 01.09.2009).

4. OnextponHas cupaouHas cucrema ['IC Omck.

11. MATEPHAJIbHO-TEXHUYECKOE W TIPOTPAMMHOE OBECHEYEHHE,
HEOBXOJUMOE JJISI OCYIIECTBJIEHUSI OBPA3OBATEJIBHOI'O MNPOLIECCA IIO
JTUCHUIJIMHE

HJ’IH IMPOBCACHU y‘I€6HBIX 3aHATUN MO JUCIUIIIINHE HCITIOJIb3YIOTCA CIICAYIOIIUC IMTOMCIICHUA,
OCHaIlICHHBIC O6OPYHOB3HHCM U TCXHUYCCKHUMHU CPCACTBAMU O6y‘~I€HI/I$II

HaunmenoBanue yueOHbIX aynuTopuil U moMmemieHuii| OCHaIEHHOCTh 000PYAOBaHUEM U TEXHHUYECKUMU
JUTSL CAMOCTOSITEIbHON pabOThI cpelcTBaMu O0yUeHus

VYyeOnass mebenb (17 cronoB, 42 cryna, Jocka
MapKepHasi, TpuOyHa, CTOJ ¥ CTYJI NPEnoAaBaTes).
MynbsTMeauitHOE JEMOHCTPALIMOHHOE
o0opynoBaHue (IMPOEKTOP, 3KpaH, KOMIBIOTEP C
BbIXOZIOM B MHTepHET, ayAMOKOJIOHKH - 2IIT.).
[Tporpammuoe obecneuenue: Microsoft Windows
8.1 (32) Professional Russian. ID npoaykra 00261-
80356- 95595-AA367 (xomMmepueckas JHUIEH3US,
MHOCTpaHHBIM mpousBoauTens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(koMMepyeckas JUICH3US, MHOCTPaHHBIN
npou3BoauTeNb); Adobe Acrobat Reader, munensus
freeware; Kaspersky Endpoint Security - Russian
Edition, JIATICH3US Ne 1356-
181109—064939—827—947 (xomMmepueckas
JUIEH3Us, OTeuecTBeHHBI mpousBoautens [10);
Skype, Bepcus 8.65 (CBOOOIHO pacmpocTpaHsIeMOe
[10, uHOCcTpaHHbBIN mpou3BoauTENs). ObecrneueH
JIOCTyll K ceth VIHTepHET M B DIIEKTPOHHYIO
nH(pOpMaAITHOHHO- 00pa3oBaTebHYIO cpeny
OpraHu3aIug.

MynsTumenuitnas yueOnas ayauropust Ne 102, nns
IIPOBEJCHUS 3aHATHI JIEKIMOHHOIO THUIA, 3aHATUN
CEMHHApPCKOro Tuma (MPaKTUYECKUX 3aHATHI),
TPYNIOBBIX  KOHCYJbTAallMi,  WHAMBHUIYaJIbHBIX
KOHCYJIbTAIIHH, TEKYIIETo KOHTPOJIS,
IIPOMEXYTOUHOM aTTeCTallld, TIOCyIapCTBEHHOU
WUTOTOBOM aTTECTalluN




MynbsTumenuitnas yaeOnast ayauropus Ne 210. mis
IIPOBEJCHUS 3aHATHHI JIEKLIMOHHOIO THIIA, 3aHATUN
CEMHHApCKOro TUMa (IPaKTUYECKUX 3aHATHM),
IPYNIOBBIX  KOHCYJIbTAllMi,  WHAMBHUIYAJIBHBIX
KOHCYJIbTalHH, TEKYILETOo KOHTpOJIS,
IIPOMEXYTOUHOM aTTeCTallud, TIOCYIapCTBEHHOU
WUTOTOBOM aTTECTaluu

Yyebnass mebens (36 cromnoB, 74 cTyna, Aocka
MapKepHas, TpuOyHa, CTOJI M CTYJI MperogaBaTes).
MynbsTumMenuitHOE JEMOHCTPALIMOHHOE
o0opyznoBaHue (MPOEKTOP, HIKpaH, KOMIBIOTEP C
BBIXOZIOM B MHTEpHET, ayJAMOKOJOHKH - SIIT.)
[Iporpammuoe obGecrnieuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN
61960499Z7ZE0903 (xommepueckas JULEH3US,

WHOCTPaHHBIA Mpou3BoauTeNh); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(komMmepueckas TUTCH3US, WHOCTPAHHBIN
npou3BoauTenb); Consultant Plus - Jloroop 11/01-
09 ot 01.09.2009 1. Hom.cornmamenune Nel
(aBTOmponoHranus) (KoMMepyeckas — JIMIICH3HUS,
OTEUYECTBEHHBIH Npou3BoauTenb); Adobe Acrobat
Reader, JUICH3US freeware; (cBOoOOIHO
pacrpocTpaHsaemMoe 10, WHOCTPAHHBIN
npou3BoauTenb) Kaspersky Endpoint Security -
Russian Edition, munensus Ne 1356-181109-
064939-827-947 (komMMepuecKas JIMLICH3HUS,
oTedecTBeHHBIM  mpousBoauTens [10);  2GIS,
munen3ust freeware (cBOOOIHO pacmpocTpaHsiemMoe
I10, oteuecTBeHHBI NpousBoaUTENb). ObecneueH
Joctyn K cetu HHTepHET U B  AJIEKTPOHHYIO
nH(pOpPMaIMOHHO-00pa30BaATEIBHYIO cpeny
OpraHHU3aIH.

MynbsTumMenuiiHas yueoHas ayautopus Ne 211. ns
IIPOBECHUS 3aHATHN JIEKIMOHHOTO THIA, 3aHATUN
CEMHMHApCKOro TuMa (IPAaKTHUYECKUX 3aHATUN),
TPYONOBBIX  KOHCYJIbTAIMM,  HWHIUBUAYAIbHBIX
KOHCYJIbTalHM, TEKYIETO KOHTpOJIA,
IIPOMEKYTOUYHOM  aTTECTAllMM, TOCYIapCTBEHHON
UTOTOBOW aTTECTALlUN

VYuebnas mebenb (27 cronos, 54 cryna, MapKkepHast
Jlocka, TpuOyHa, CTOJN M CTYJ IpenojaBaTelis).
MynbTumenuitnoe J€MOHCTPALIMOHHOE
obopynoBaHue (MPOEKTOP, SKpaH, KOMIIBIOTEP C
BBIXOJIOM B VIHTEpHET, ayAMOKOJOHKH - SIIT.)
IIporpammuoe oOecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 6196049977E0903
(xomMmepueckas JINIIEH3US, MHOCTPAHHBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (komMMepueckasl — JIHIIEH3US,
MHOCTpaHHbIA TpousBoauTelb); Consultant Plus -

Horosop 11/01-09 oT 01.09.2009 T.
om.cornamenue Nel (aBTOMIpONOHTAIHS);
(komMmepueckas JUTICH3US, OTEYECTBCHHBIN

npousBoauTenb); Adobe Acrobat Reader, nunensus
freeware; Kaspersky Endpoint Security - Russian

Edition, JIATICH3HUS Ne 1356-181109-
064939-827-947 (xoMMepueckast JULEH3US,
oTedecTBeHHBIM mpomsBoauTens [10);  2GIS,

munen3ust freeware (CBOOOJHO pacmpoCTpaHSIEMOe
I1O, ortedecTBeHHBIN Tpou3BOAUTENH). ObecreueH
JOCTYyll K cetu VHTepHET M B DIIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaATEIHHYIO cpeny
OpraHu3aLuu.




VYuebnas aymutopust Ne 301. mis mpoBeaeHus
3aHATHHI JICKIIMOHHOTO TUIIA, 3aHSTUU
CEeMUHApCKOro THNa (MPaKTUYECKUX 3aHATHHN),
CPYIIOBBIX  KOHCYJIbTAIlMH,  HWHIMBHUIYaJIbHBIX
KOHCYJIbTALIUH, TEKYILIEro KOHTPOJIA,
IIPOMEKYTOYHOM  aTTeCTalluM, TIOCYIapCTBEHHOU
WUTOTOBOM aTTECTaluu

VYyebnas mebens (15 cronos, 30 cTynbeB, AOCKa,
TpuOyHa, CTOJI M CTYJ IpernojaaBaTens). Y4eOHo-
HarsaHbIe nocodus. TemaTndeckue MILTFOCTPALUH

VYueOnass aymuropus Ne 302. s mpoBeneHUsS
3aHATUN JIEKIIMOHHOI'O THUIIA, 3aHATUI
CEMUHApPCKOro TUHa (IMpPaKTUYECKUX 3aHATUH),
CPYIIOBBIX  KOHCYNbTAllMd,  WHJIWBHUAYaJIbHBIX
KOHCYJIbTAIIUH, TEKYIIEro KOHTPOJIA,
IIPOMEKYTOUYHOM aTTECTallUM, TOCYIapCTBEHHOU
WTOrOBOM aTTECTaLlU

Yuebnas mebens (15 cromos, 30 cTynbeB, J0cKa
MapKepHasi, TpuOyHa, CTOJI U CTYJ IIPETOo1aBaTes).
V4eOHO-HArIAOHEIE  TOCOOUS. TemaTtnueckune
WJLTFOCTPAIUU

VYueOnas aymuropus Ne 303. s mpoBeneHUS
3aHATUN JICKIIUOHHOTO TUIIA, 3aHATUN
CEMHHApCKOro Tumna (IPaKTHYECKUX 3aHATUN),
TPYONOBBIX  KOHCYJIbTALIMM,  HMHIUBUIYATbHBIX
KOHCYJIbTalHH, TEKYIIETro KOHTpOJIS,
MPOMEKYTOUYHOM aTTecTald, TrOCYAapCTBEHHOM
WTOrOBOM aTTECTaLNKU

VYuebnas mebenb (15 cronos, 30 cTynbeB, q0cCKa
MapKepHasi, TpuOyHa, CTOJI U CTYJ IIPETo1aBaTeIs).
Y4eOHO-HarIaaHeIle  IIOCOoOus. Temaruueckue
WJLTFOCTPAIuU

MynbTumenuiinas yuebHas ayautopus Ne 304. s
IIPOBEICHUS 3aHATUN JIEKIMOHHOTO THIA, 3aHATUH
CEMMHApCKOro THMa (MPAaKTUYECKUX 3aHATUH),
TPYNIOBBIX  KOHCYJIbTALIMHA,  HWHIUBUAYAJIbHbBIX
KOHCYJIbTAILWM, TEKYIIETO KOHTpOJIA,
IIPOMEKYTOYHOM  aTTECTallMM, TOCYIapCTBEHHOU
WUTOTOBOW aTTECTALlUU

YueOnass mebenb (22 croma, 44 cryna, Aocka
MapKepHas, TpuOyHa, CTOJI U CTYJ IIpernoaaBares).
MynsTumenuitnoe  o0opynoBaHue  (IIPOEKTOP,
9KpaH, KOMIbIOTEp ¢ BbeIXoAOM B HHTepHer,
KOJOHKH - 2 MIT.). Y4eOHO- HarisiaHble MOCOOus.
Tematnueckue  wumoctpauuu.  [IporpammHoe
oOecrreuenne: Microsoft Windows 10 gomarinuss
nst ogHoro sizbika, ID mpomykra: 00327-30584-
64564- AAOEM; (komMmepueckas JIMIEH3US,
MHOCTpaHHBIM npousBoauTens) Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(xomMmepueckas JUIEH3US, WHOCTpPaHHBIN
npousBoauteinp); Consultant Plus - Jlorosop 11/01 -
09 ot 01.09.2009 r. J[omn.cormamenue Nel
(aBTomponoHramnusa) (KoMMepdecKkas — JIUIEH3HS,
oreuecTBeHHbI mpou3Bogutens [10);  Adobe
Acrobat Reader, mumensus freeware (cBOOOIHO
pacupocTpaHsIeMoe [10, WHOCTPAHHBIN
npousBoautenp); Kaspersky Endpoint Security -
Russian Edition, munensus Ne 1356-181109-
064939-827-947;  2GIS, gmuensus freeware
(cBoGoHO pacnpocTpanseMoe [10, oTeuecTBEeHHBIIH
npousBoauTenp). OOecnedeH JOCTYIl K CETH
NuTepHeT W B DIEKTPOHHYIO WHGOPMAIMOHHO-
00pa30BaTeNbHYIO CPEy OpraHU3aIUH.




Aymuropust  JUIi  CaMOCTOATENIBHOH  paboTHI
CTYJICHTOB No 305. MOMEIIeHUE JUTSt
CaMOCTOATENILHON pabOThI 00yUYarOIIUXCsl, HAYIHO -
UCCJIEIOBATENbCKON  paboOThI oOyuaromuxcs,
KypCOBOTO POEKTUPOBAHUS (BBITTOJTHEHHUS
KYpCOBBIX paloT)

Yyebnas mebenb (10 cTOMOB OJHOMECTHBIX, 3
KpPYIJIBIX CTONa, 27 CTYNbeB, JOCKAa MapKepHas,
Jocka nHGOpMaIMOHHAs, TPHOYHA, CTEUTaX - 2 IIT.,
CTOJ M CTyld mnpenojasarens). MynbTUMeIUNHHOE
o0opyznoBaHue (IIPOEKTOP, 3KpaH, KOMIBIOTEP C
BO3MO>KHOCTBIO MOJIKJIIOUEeHUS K ceTH «HTepHeT»
u olecnedyeHHeM JOCTylna B  3JIEKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaATEIbHYIO cpeny
WNHuctutyTa, kononku - 2 mr.). Hoyroyk DELL - 8
mt. Hoyroyk HP - 2 mr. IlepcoHanbHbiit
komnberoTep - 1 mt. CIIC «KoncynpranT Ilmrocy.
[Tporpammuoe obGecniedenue: Microsoft Windows
10 Pro Russian, Number License: 69201334 OPEN
99384269Z7ZE1912  (koMMepueckas  JIMILEH3US,
WHOCTPaHHBIA Mpou3BoauTens) ; Microsoft Office
2016 standart Win64 Russian, Number License
67568455 OPEN 975749287Z7E1810
(xomMMmepueckas JULICH3US, WHOCTPAHHBIN
npou3BoauTenb) ; Consultant Plus - Jlorosop 11/01-
09 ot 01.09.2009 r. J[om.cormamenue Nel
(aBTompononramnus); Adobe Acrobat Reader,
nuueH3us freeware (CBOOOIHO pacrpocTpaHsIeMOe
[10, wuHOcTpanHblii mnpousBoautens); Kaspersky
Endpoint Security — Russian Edition, nunensus
Nel1356-181109- 064939-827-947; (kommepueckas
JUIEH3Us, OTEUeCTBEHHBIH mnpousBoautens I10);

2GIS, JIULIEH3USA freeware. (cBOOOIHO
pacrnpocTpaHsIeMoe 10, OTEYECTBEHHBIN
npousBoguTens). (OOecmedeH JOCTYl K CETH

WuTepHer M B 3JEKTPOHHYIO HH(POPMAIMOHHO-
00pa30BaTeNbHYIO CPEy OpraHNU3aLUH.

JlaGopaTtopust sxkoHOMUYEeCKUX auciuiinH Ne 306.
Uil TPOBEACHUS 3aHATUM JIEKIIMOHHOIO THIIA,
3aHATUH CEMUHApCKOro THUMa (MPaKTUYECKUX
3aHATHH W JAa0OpPaTOpHBIX PadOT), TPYHIOBBIX
KOHCYJIbTAIIMH, WHIUBUAYAIbHBIX KOHCYJIbTAllUM,
TEKYIIErO0 KOHTPOJIS, IPOMEKYTOUHON aTTECTallUH,
rOCyIapCTBEHHOW UTOTOBOM aTTECTALINU

YueOnass mebenb (23 croma, 53 cryma, Aocka
MapKepHas, J0cKa HWH(QOpMalMOHHasA, TpUOyHa,
CTeJUlaX MeTauindeckuil - 5 mrt.). IlepcoHanbHble
KOMIIBIOTEPHI (5 IIT.), TPOEKTOpP, IKpaH, MPHUHTEP.
Croiika kaccupa, pabouee MECTO OIepaliOHUCTA,
pabouee MeCTO KpEeJUTHOTO MeHekepa, pabouee
Mecto KoHTponiépa COeperartenbHOro OaHKa.
Crnenuanu3upoBaHHOe OAHKOBCKOE 000pyIOBaHUE:
CUYETYHKHU, COpTUpOBUIMK OaHkHOT: Cassida MSD-
1000, Numeron; Kisan NEWTON; Magner 175 F,
Magner 150 digital, Demon EV 8650; ynakoBmmuk
Impulse sealer ¢ knuie; IETEKTOPHI MOJTMHHOCTH
6ankHOT: Ynbrpamar 225 CJI; DORS 1000, DORS
200, DORS 1300; cueruuk moneT: Scan Coin 303. -
Jlyma Vildis 10x; me4yaTu, mramimsl, mIoMOUpaTop,
MEIIKM [ YNAaKOBKM  MOHETHI;  HaOOpBI
JEMOHCTPAIIMOHHOTO  00OpyJIoBaHMs;  y4yeOHO-
HaTJIsHBIC TTOCOOUS; TEeMAaTUYECKUE UILUTFOCTPAIUH.
[Iporpammuoe oOecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 619604997Z7E0903
(koMMepueckast JIULICH3HS, WHOCTPAHHBIN

npou3BoauTeNb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN




61960499Z7ZE0903  (koMMepueckas  JIMIIEH3US,
WHOCTpaHHbIM TpousBoauTelnb); Consultant Plus -

Horosop  11/01  -09 or 01.09.2009 .
Hom.cornamenue Nel (aBTOMpOIOHTAITHS )
(komMmepueckas JULIECH3US, OTE€UYECTBEHHBIN

npou3BogutTenb I10); Adobe Acrobat Reader,
nmuuen3us freeware; Kaspersky Endpoint Security —
Russian Edition, JINLIEH3USA No
1356-181109-064939-827-947 (komMmepueckas
JUIIEH3MS, 0TeUYeCTBeHHBIN Tpon3Boautelb [10); 1C
8.2 ABC "VYnpapneHnue KpeAUTHON opraHuzanuen’,
HoroBop Ne  043/03/016/001 ot 3.10.2016
(komMmepueckas TUTCH3US, OTEYECTBEHHBIN
npousBogutenb I10) ; 2GIS, nunensus freeware
(cBoOoHO pacnpoctpansemoe [10, oTedecTBEHHBIH
npousBoguTenp). OOecnedeH JOCTYIl K CETH
NuTepHeT W B DJICKTPOHHYIO WH(MOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHu3aIuu.

JlaGopatopus COLMAJIbHO-T'YMaHUTaPHbIX
muctumiinde - Ne 307, nist mpoBeeHUsl 3aHSATHH
JIEKIIMOHHOTO THIA, 3aHATUA CEMHUHApCKOro THUIa
(mpakTUYeCKUX 3aHATHI M J1abopaTOpHBIX padoT),
IPYNIOBBIX  KOHCYJbTALUH,  HMHIUBHIYaJbHBIX
KOHCYJIbTaIHH, TEKYILEro KOHTPOJIS,
IIPOMEXYTOUHOM aTTecTaluuyd, TIOCYAApCTBEHHOU
WUTOTOBOM aTTECTALUH.

Yuebnast mebens (26 cronoB, 52 cTyna, I0CKa
MapKepHas, TpUOyHa, CTOJ U CTYJ MpernoaBaTelis).
MynberumenuitHoe  obopynoBaHue  (IPOEKTOD,
9KpaH, KOMIBIOTEp C BbIXOJOM B MHTepHer,
KOJIOHKH - 2 HT.). Y4eOHO- HaryigJHble 1OcoOus.
Temarnueckue  wumoctpanuu.  [Iporpammuoe
obecnieuenue: Microsoft Windows 7 Professional
Russian, Number License: 61555010 OPEN
91563139Z7ZE1502  (koMMepueckas  JIMIIEH3HS,
MHOCTpaHHBI mpousBoauTenb); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z272E0903
(xoMMepuecKkast JUTICH3US, WHOCTPaHHBIN
npousBoautens); Consultant Plus - JTorosop 11/01 -
09 ot 01.09.2009 r. J[om.cormamenue Nel
(aBTomposoHramnus) (KoMMepyecKas — JIMIECH3US,
oreuecTBeHHbIH mpousBogutesnb [10);  Adobe
Acrobat Reader, nuuensus freeware; Kaspersky
Endpoint Security — Russian Edition, nuuen3ust Ne
1356-181109-064939-827-947 (xoMMepueckas
JUIEH3Us, OTeuecTBeHHBI mnpousBoautens [10);

2GIS, JIALICH3US freeware (cBOOOTHO
pacupocTpaHsIeMoe 10, OTEYECTBEHHBIIN
npousBoauTens). (OOecmedeH JOCTYNl K CETH

NHTepHeT m B 2JIEKTPOHHYIO HWH(MOPMAITMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aluu.




MynberumennitHas yaeOHas ayauropus Ne 312, mis
MPOBEJICHUS 3aHATUN JIEKLIMOHHOTO THIIA, 3aHATUN
CEMHHApPCKOro Tuma (MPaKTUYECKUX 3aHATHUI),
CPYIIOBBIX  KOHCYJbTAIlMH,  WHIWBUIYyaIbHBIX
KOHCYJIbTALIUH, TEKYILEro KOHTpOJIS,
IIPOMEKYTOYHOM  aTTECTAallUH, TOCYJapCTBEHHOMN
WUTOTOBOM aTTeCTaluu

VYyebnas mebens (50 cromnos, 100 cTynseB, mocka
MapKepHas, TpuOyHa, CTOJI U CTYJI IpenoaBaTes);
MynerumenuitHoe  obopymoBaHue  (MPOEKTOD,
9KpaH, KOMIBIOTEP, KOJOHKH - 2 IIT.). Y4eOHO-
HarysaHbIe nocooust. TeMaTndecknue HLTIOCTpalty.
[Tporpammuoe obGecniedenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 619604997Z7E0903
(KoMMepUecKas JIALIEH3HS, WHOCTPaHHBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (koMMepueckas  JIMILIEH3US,
WHOCTpaHHbIA TpousBoauTelnb); Consultant Plus -
[orosop 11/01-09 oT 01.09.2009 T.
Homn.cormamenne Nel (aBrompononranus); Adobe
Acrobat Reader, nuuensus freeware; Kaspersky
Endpoint Security - Russian Edition, nunensus Ne
1356-181109-064939-827-947 (xomMmepueckas
JUIEH3Us, OTeUecTBEHHBI mpousBoautens [10);
2GIS, JTULEH3US freeware (cBOOOIHO
pacmpocTpaHsieMoe 110, OTEUYECTBEHHBIN
npou3Boautens) OOecnedeH JOCTYn K CETH
NuTepHeT M B BJIEKTPOHHYIO HWHGOPMAIMOHHO-
00pa3oBaTeNIbHYIO Cpely OpraHU3aluy.

MynbTumenniinas yuebnas ayautopust Ne 422, s
IIPOBEICHUS 3aHATUN JIEKIIMOHHOTO THIIA, 3aHITHI
CEMMHApCKOro THMA (MPAaKTUYECKUX 3aHATUH),
TPYOIOBBIX  KOHCYJNbTALUW,  WHIAUBUAYAIbHBIX
KOHCYJIbTalHM, TEKYILEro KOHTpOJI,
IIPOMEKYTOUYHOM  aTTECTAallUH, TOCYJapCTBEHHOMN
WUTOTOBOW aTTECTALUN

VYuebnas mebenb (18 cromnos, 36 cTynbeB, I0CKa
MapkepHas, TpuOyHa, MmKad, CTOT U CTyd
npernojaBaTes). MynsTumeauitHoe
JEMOHCTpAIOHHOE 000pYyI0BaHHEe (MHTEPaKTUBHAS
JIOCKa, KOMITBIOTEp C BBIXOJIOM B HWHTEpPHET, 2
aynuokononku).  [Iporpammuoe  oOecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139Z7ZE1502
(koMMepuecKast JUTICH3NS, WHOCTPAHHBIN
npousBoauTens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (xoMMepueckas  JIMLEH3US,
MHOCTpaHHbIM npousBoauTenb); Consultant Plus -

Horosop  11/01 -09 ot 01.09.2009 .
Homn.cornamenue Nel (aBTOIPOJIOHTAIIMS)
(koMMepueckast JULEH3NUS, OTEYECTBEHHBIN

npousBogutens [10); Adobe Acrobat Reader,
munensus freeware (cBOOOAHO pacrpocTpaHsieMoe
[10, wuHOcTpanHblii mpousBoauTens); Kaspersky
Endpoint Security - Russian Edition, nunensus Ne
1356-181109- 064939-827-947; 2GIS, nuueH3us
freeware (cBoOOgHO pacmpoctpansiemoe 10O,
OTEUECTBEHHBIH  MpousBojauTenb).  ObecrneueH
JocTynm K cetu VIHTepHET HW B 3JIEKTPOHHYIO
MH(}OPMaLMOHHO-00pa30BaTEIbHYIO cpeny
opranuzaiuu. hhhh




JlaGopatopust ynpasienueckux gucuuruind Ne 309.
JUIsL TIPOBENICHUS 3aHATUN JIEKIIMOHHOTO THIIA,
3aHITHA CEMHHApPCKOTO TUNa  (MPaKTUYECKUX
3aHATUH HW Ja0OpaTOPHBIX padoT), TPYIIIOBBIX
KOHCYJIbTAIMK, WHAWNBUIYAJIBHBIX KOHCYJIbTAIIHM,
TEKYIIEro KOHTPOJIS, MPOMEKYTOYHON aTTeCcTaluH,
rOCYIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYyebnas wmebens (21 cronm, 42 cryna, aocka
MapkepHas, TpuOyHa, CTeIax, CTON H CTYIH
npenoaasarelis). MynbTUMeIUHOE 000pyI0BaHNE
(IpoeKkTop, FKpaH, KOMIBIOTEP, KOJIOHKH - 2 IIT.).
VYueOHo-Harnaguele  mocobusi.  Temaruyeckue
WJUTIOCTPAIIHH. [Iporpammuoe obecrnieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xommepueckas JTULEH3US, MHOCTpPaHHBIN
npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (koMMepueckas  JIMILIEH3US,
WHOCTpaHHbIA TpousBoauTenb); Consultant Plus

(komMMmepueckast TUTCH3US, OTEYECTBEHHBIN
npou3BoauTeNb); Adobe Acrobat Reader(cBo6omHO
pacrpocTpaHsiemMoe [0, WHOCTPAHHBIN

npou3BoauTenb); Kaspersky Endpoint Security -
Russian Edition, munen3us Ne 1356-181109-
064939-827-947 (komMMepuecKast JIMLICH3HUS,
OTEUYECTBEHHBIN Mpou3BoauTensb); 2GIS (cBobonHO
pacmpocTpaHsieMoe 110, OTEUYECTBEHHBIN

IIPOU3BOIUTEID).

AymuTtopust Ul CaMOCTOSITENIBHOW — PaboThI
ctyneHtoB Ne 413. 6ubnuoTeka (UUTAIBHBIN 3ai),
IOMEIIEHUEe AN CaMOCTOSATENIbHOM  paboThl
oOyuJaromuxcs, HAyYHO-HCCIIeI0BATENbCKON
paboTHI o0yJaroImuxcs, KypCOBOTO
MPOEKTUPOBAHUS (BBIMOIHEHHS KypCOBBIX paboT)

YueOnas mebens (9 cTonos, 23 cTyia, MATKas 30Ha).
[lepcoHanbHble KOMIBIOTEPHL € BO3MOXKHOCTBIO
noakIroueHus k cetu "MHTepHer" n obecrieueHreM
JocTynla B DJIEKTPOHHYIO  HMH(OpPMAaIMOHHO-
oOpazoBarensHyl0 cpeny HWHcTuTyTta 6 1mT.
[Iporpammuoe obGecneuenue: Microsoft Windows
8.1 Pro Russian, Number License: 63726920 OPEN
91563139Z7ZE1502  (xommepueckas  JULEH3US,
MHOCTpPaHHBIN Tpou3BoauTeNb); Microsoft Windows
10 Pro Number License 67568455 OPEN
975749287Z7E1810 (xomMmepueckas  JUIEH3UA,
WHOCTpaHHBIA mpousBoautenb); Microsoft Office
2007 standart Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(xommepueckas JUICH3US, WHOCTpPaHHBIN
npousBoautenb); Microsoft Office Standart 2019
Number License 67568455 OPEN
975749287Z7E1810  (xomMmepueckas  JMLEH3USA,
MHOCTpaHHBIA mnpousBoautens); Consultant Plus
(kxomMmepueckas JUTICH3 S, OTEUYECTBEHHBIN
npousBoauTenb); Adobe Acrobat Reader (cBo6ogHO
pacmpocTpaHsieMoe 10, WHOCTPAHHBIN
npousBoautens); Kaspersky Endpoint Security -
Russian Edition, JINIIEH3US Ne
1356—181109—064939—-827—947(kommepueckas
JUIEH3Us, OTEeUECTBEHHBIH Mpou3BoauTens); 2GIS
(cBoGomHO pacmpoctpansemoe 10, oredecTBeHHBIH
npousBoauTenb). ObecriedeH HOCTYN K  CETH
WHTepHer M B 3JEKTPOHHYIO HH(OPMAIMOHHO-
00pa3oBaTeNbHYIO CPEy OpraHU3aIIH.




Ayautopus Ne 420. nmomelieHue Jyisi XpaHEHUS U
MPOPUIAKTHYECKOTO  OOCITY)KHMBAHHS  Y4EOHOTO
000pyI0BaHUS - KOMIIBIOTEPHOTO 000PYIOBaHUS U
XpaHeHus 3JIEMEHTOB MYJIbTUMEAUMHBIX
nabopaTopuii

MebGenr (4 croma, 4 cryma, cremtaxu), 4
MEePCOHANBHBIX ~ KOMITBIOTEpA M  CHCTEMHOTO
aJIMMHHCTpaTOpAa, BEIYIIETrO creruaircra
UH(POPMAITMOHHOTO oTena, HHXEHepa-
snekTpoHmuka, 10 cepepoB. IlasnbHas cranius,
CTEILIaK, 15  mUIaHIETHBIX  KOMIIBIOTEPOB,

HAYIIHUKU JUIs TMHTaOHHOrO KaOMHeTa, 3aracHble
YacTH ISl KOMIIBIOTEPHOTO 000PYI0BaHUSI.

Aynutopusa Ne 003. momenieHue st XpaHCHHUS U
npOopHIAKTHIECKOTO  OOCTYXXHMBaHUS  y4eOHOTO
000opyI0BaHUS

CraHOK 111 CBepyieHUs, yrioBas HUIM(OBabHAS
MallnHa, HaOOpHI CIIECAPHBIX HMHCTPYMEHTOB JUIS
o0cIiTy>)kKuBaHMs yueOHOTO 000pYIOBaHUS, 3allaCHbIE
YaCTH JUIA CTOJIOB U CTynbeB. CTelutax, MaTepHabl
JJIsL CONIPOBOYK/ICHHS YIE€OHOTO ITporecca.

HJ'IFI IMPOBCACHU y‘Ie6HLIX 3aHATHH 110 JUCHUIINIMHE HCIIOJB3YIOTCA CIACAYIOINHNC KOMIIJICKTBI
JIUICH3MOHHOI'O H CBO6OILHO pacrnpocCcTpaHiacMoro mnporpaMMHOro 06GCH6‘~IGHI/I$I, B TOM 4YHCIIC

OTCUCCTBCHHOTI'O ITPOU3BOJCTBA:

HaumenoBaunue

OcHoBaume

Onucanue

Consultant Plus

Hon.cornamenue Nel k noroopy Ne
11/01-09 ot 01.09.2009

9CC Koncynbprant+

Microsoft Office Professional Plus

ITaxer QJICKTPOHHBIX

2013 Open License 62668528 DETAKTOPOE
Microsoft Office Standard 2016 Open License 66020759 Taker SneKTpOHHbIX
PEIaKTOpOB
Microsoft Office Standard 2007 Open License 42024141 11aKeT sIeKTpOHHEX
PEIaKTOpOB
Microsoft Project 2010 AKT Ne ’TAPT0006235 ot 25.04.2012 [Taker 2neKTPOHHBIX
r penaKkTopoB
Notepad ++ Freeware [TakeT 31eKTPOHHBIX
PEIaKToOpoB
OpenOffice 4.1.1 Freeware [MTakeT 31eKTPOHHBIX
PEIaKToOpoB
LibreOffice Freeware [TakeTt 3ne€KTPOHHBIX
pEIaKTOpOB
[Taker nporpamm st
Adobe Acrobat Reader Freeware CO3MIaHUs 1 TPOCMOTpA
ANIEKTPOHHBIX MyOIMKaINi
B (hopmate PDF
IrfanView Freeware I'paduuecknii penakrop




12. CPEACTBA AJAIITAIMHU  IIPEIIOJABAHUA  JUCIUIIVIMHBI K
INOTPEBHOCTAM JIMIl C OI'PAHMYEHHBIMHU BO3MOXHOCTAMMU 310POBbSA U
HNHBAJINJIOB

B ciayyae HeoOxoauMocTH, 0OydaromUMCsl U3 YHCIa JIMIl C OrPAaHUYCHHBIMH BO3MOXHOCTSIMU
3I0POBbSI M MHBAIUAOB (IO 3aSBJICHUIO OOYYAIOIIETOCs) MOTYT MPEIaraThCsl OIHU W3 CICAYIOIINX
BapHAHTOB BOCHPHITHS MHPOPMAIIUHU C YUYETOM MX UHIUBUAYAITBHBIX TICHXOPU3NIECKUX 0COOCHHOCTEH,
B TOM YHCJIE C IPUMEHEHUEM AJIEKTPOHHOTO O0yUYCHHS U TUCTAHIIMOHHBIX TEXHOJIOTHH:

- Ui JIAIl C HApYIICHUSMHU 3PCHHS: B TeUaTHOW ¢GopMe yBenHueHHBIM HipudToM; B dopme
3JICKTPOHHOTO JOKyMeHTa; B (hopme ayauodaiina (rmepeBoa yueOHbIX MaTepHaoB B ayauodopmar); B
nevyatHo ¢opmMe Ha s3bIKe  bpaiins; WHAMBHAyalbHBIE KOHCYJIbTAallMU C IMPUBJICUYCHUEM
TUQIIOCYPIOTIEPEBOAUNKA; MHIUBUAYAbHBIC 33/1aHUSI M KOHCYJIbTAIIH.

- IS I C HApYIICHUSMH clyxa: B medaTHou Qopme; B Gopme AJIeKTPOHHOTO JTOKYMEHTA;
BUJICOMATEPHAJIBI C CYOTUTPaMU; HHIMBHUIYaIbHbIE KOHCYJIBTAIUHU C IPUBICYCHUEM CYpAONIEPEBOTIHKA,;
WHWBUIYaIIbHBIC 32/IaHUS U KOHCYJIbTAIIHH.

- IS JUI] C HapyIICHUSIMH OIOPHOJIBUTATEIBHOTO amrapara: B Me4aTHou ¢opme; B Gopme
AJIEKTPOHHOTO JOKYMEHTA; B opMe ayauodaiisia; MHAUBUIYATbHBIC 3a/IaHUS U KOHCYJIbTAIIHH.

[Ipu mpoBeneHWU TPOLEAYPHl OICHUBAHUS PE3YJIbTaTOB OOYYCHUS HWHBAIUIAOB M JIUI[ C
OTPaHUYEHHBIMH BO3MOXXHOCTSIMU 3JI0POBBS ITPEIyCMATPUBACTCS UCTIOIb30BaHUE TEXHUICCKUX CPEJICTB,
HEOOXOIUMBIX UM B CBSI3U C WX HHIUBUAYaIbHBIMU OCOOCHHOCTSIMH. OJTH CpEACTBAa MOTYT OBITh
MPEIOCTABIICHBI BY30M MJIM MOTYT HCIOJIb30BAaThCs COOCTBEHHBIC TEXHUYECKHE cpeacTBa. [IpoBenenue
IPOIEeIypPhl OICHUBAHUS PE3YJIbTATOB O0YYCHUS HHBAJIKMIOB U JIUI] C OrPAaHHYEHHBIMH BO3MOYKHOCTSIMH
3JI0POBBS JIOIYCKAETCS C UCIIOJIb30BAHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

[Ipy HEOOXOAMMOCTH HHBAIMIAM M JIUI[AM C OTPAHMYCHHBIMH BO3MOXKHOCTSIMH 3]IOPOBbS
MPEIOCTABIISICTCS JOMOJHATEIBHOE BPEMsI JIUISl TIOJITOTOBKM OTBETA Ha BBHIMIOJIHCHHE 33aJIaHUN TEKYIIETO
KoHTpoJIs. [Iporenypa nmpoBeaeHus TPOMEKYTOUHOW aTTECTAIUH ISl 00YUYArOIIUXCSI C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JI0POBbSI U OOYYarONIMXCsS MHBAJIUIOB YCTAHABIMBACTCS C yUETOM HWHIWBHIYATbHBIX
ncuxopusznueckux ocobenHoctel. [IpomexxyTouHas aTrrecTanuss MOXKET MPOBOJIUTHCS B HECKOIBKO
ATAIoB.



[Tpunoxenue 1.

TexHogornueckas KapTa THCHUIIIMHBI

HaunmenoBanue JUCITUITIINHBI

JloKyMeHTalMoOHHOE O00eCIeueHUE YIpaBICHUs

KonnyecTBO 3a4CTHRIX ¢IMHUII 3
dopma MPOMEKYTOUHOM aTTECTALUHU 3ayer
No Buabl yueOHoil 1eATeJIbHOCTH dopma Bbanasl
B CTYJ€HTOB OTYETHOCTH (MakcumMyMm)
Texynmii KOHTPOJIb
[Tocemenne u paboTa Ha JEKIIMOHHBIX U MTPAKTUYECKUX
1 [3amsaTHax (coOecemoBaHue, KOHTpOJbHas paboTa,
KPYTJIBIN CTOJ U AUCKYCCHS)
2  |BelmosiHEHHE MHUCHEMEHHOrO 3a7auus (pedepar) [TuceMennas pabora
3 |BelmosHeHMe IpaKTHYECKOTo 3amanus (Kewc) ITucemennas pabora
IIpoMesxyTOUYHAs aTTECTAlUS
4 |BLIHOJ'IHCHI/I€ HTOT'OBOH PabOThI Hrorosas pabora, TecT
HWToro no 1ucuMIJINHE: 100
« » 20 T.
[IpenoxaBaTennb /

(yd. creneHb, yd. 3BaHue, 1omwkHOCcTh, DUO mnpenonasaterns)

IToamuce




IMpunoxenne 2
TECT

IO AUCHUIIIINHE «I[OKYMGHTE[I_II/IOHHOC oOecrieueHue YIPABJIICHUA

Makcumanbnbiii 6amt — 10
1. K 3agagam cucTeMbl JTOKYMEHTAITMOHHOTO 00ECTICUCHUS YIPABIICHUSI TIEPCOHAIOM
HE OTHOCHUTCS:
a) opraHmu3aIus yuera pabo4ero BpeMeHH;
0) opra"uzaius pacdera 3apab0THOM IIATHI;
B) oOecrieueHre BEACHUS U XPaHEHUS TPYTOBBIX KHUKCK.

2. Peanuzamus 3ajad JTOKYMEHTAIIMOHHOT'O OOECIEUEHHUS YMpPaBJICHUS MEPCOHATIOM
MO3BOJIUT MEHEPKMEHTY KOMITAHHH:
a) co3aaTh parmoHanbHyo cucremy JJOVII;
0) MOBBICUTH JOXOJ KOMIIAHHH;
B) MTOBBICUTH KOPIOPATUBHYIO KYJbTYPY KOMITaHHH.

3. JlokyMeHTaIoHHOE 00ecTeueHIe yIpaBIeHUs TIEPCOHATIOM 00sI3aHbI BECTH:
a) TOCYJJapCTBEHHBIE YUPEIKICHUS;
0) opranuzanuu Jiro00it GopmMbl COOCTBEHHOCTH;
B) KOMMEPYECKUE CTPYKTYPHI.

4. HanMmeHOBaHHE IOKYMEHTA ONPEIEIACTCS:
a) IPUHATHIM B OpTraHU3AINH IEPEYHEM JTOKYMEHTOB;
0) HOMEHKJIATypOH JeIT;
B) BUJIaMU JOKYMEHTOB, npeaycmoTpeHHbix OKY 1.

5. Cucrema JOKyMEHTAlUK MPEICTABISAET COOOM:
a) COBOKYITHOCTb JIeJl B OpTaHU3AIINH;
0) COBOKYITHOCTh B3aUMOCBSI3aHHBIX U B3aUMOJICUCTBYIOIINX JOKYMECHTOB;
B) TIOPSJIOK MTOATOTOBKH JJOKYMEHTOB.

6. Kagposas nokymeHTanus — 3T0:
a) COBOKYITHOCTb JIOKYMEHTOB, OTPa)KalOIMX HAaJIM4MEe U IBUKEHUE MIEPCOHANIA;
0) COBOKYITHOCTh JOKYMEHTOB Y4eTa U KOHTPOJIS;
B) COBOKYITHOCTh HOPMaTUBHO-METONYECKUX JOKYMEHTOB.

7. KBamudukarmoHHBIA CIPABOYHUK JTOJDKHOCTEH PYKOBOJUTENEH, CHCIIUAINCTOB U
JOPYTUX CIY’KAIUX ONPENEIISIET:
a) KBaIM(PUKAIIMOHHBIE XapaKTEPUCTUKHU K OOIIEOTPACIEBBIM JOIKHOCTSIM;
0) COBOKYITHOCTbh PEKBU3UTOB JJOKYMEHTA;
B) TEPMHHBI, UCIIOJIb3yEMbIE B JICIONPOU3BOACTBE U ApXUBHOM JIEIIE.

8. TepMuHBI U OTIpEIEIICHNUS IO JIETIOMPOU3BOICTBY BKIIIOUAET B CEOSI:
a) Tpynooii konekc PO;
6) TOCT P 7.0.8—2013;



B) KBIM(PUKAIMOHHBINA CHPABOYHUK JOJDKHOCTEH PYKOBOJMTENEH, CHEUAINCTOB U
JIPYTUX CIy>Kalux

9. TpeboBaHus perJaMeHTAIIMU U YHU(PUKAINN JTOKYMEHTAIIMOHHON MHGOpMAINi B
cdepe yrpaBieHUs HEOOXOAMMO COOJIIOIATh, TOTOMY YTO:
a) BCerja Hy>KHO paboTaTh IO MpaBUiIaM;
0) 9TO CHOCOOCTBYET OCYIIECTBICHHIO WHIMBHAYaJbHOTO TMOJXO0AAa K JESITEIbHOCTH
pabOTHUKOB,
B) 9TO TMO3BOJISIET MOBBICUTH d(HPEKTUBHOCTD YIIPABICHUS 3a CUET JOCTIKECHUS OOJIBIICH
OTIEPaTHBHOCTH, YMEHBIIICHHSI 3aTpaT Ha paboTy ¢ JOKYMEHTaMH.

10.MHCTpYyKLIMS 110 KaIpOBOMY JEJIOMPOU3BOACTBY MPEACTABISAET COOOI:
a) JIOKYMEHT, COJIepKallluii HOPMBI, MpaBuia, €MHbIe TpeOOBaHUSA K JIOKYMEHTaM B
OpraHu3allly;
0) TmopsAJIOK JEHCTBUN C IOKYMEHTAaMHU B COOTBETCTBUU C JECHCTBYIOIIUMU HOPMaMHu H
MpaBUJIaAMU;
B) MIE€pEUYEHb UCTOJIb3yEMbIX IOKYMEHTOB.

11.K kagpoBoMy 1e10IpOU3BOACTBY HE OTHOCATCSA TOKYMEHTHI:
a) pUHAHCOBBIE;
0) y4eTHBbIE;
B) UH(POPMAIIMOHHO-CIIPABOYHBIE.
12. JloknaaHas 3amucka — 3TO:
a) JIOKyMEHT, COCTaBJISIEMbIH Ul MOSCHEHUS OTHAEIbHBIX IOJOKEHUH BBITOJIHEHHOU
paboTHI;
0) JOKYMEHT, coiepKallluii pacropssKeHUE M0 KaJpOBbIM BOIIPOCAM;
B) JOKYMEHT, KOTOpBIM JOJKEH WH(GOPMUPOBATh PYKOBOJIUTENSI OpPraHU3alMM WU
CTPYKTYPHOTO MOAPA3JICACHUS O PA3IMUHBIX COOBITHSIX WM CIOKUBLINXCSA CUTYaLIUsAX;

13. IIITaTHOE pacniiCaHUe YCTAHABIWBACT:
a) CTPYKTYpPY, YTBEPKAAETCSA IITATHBIA COCTAB MU YUCIEHHOCTh MPEANPUATHUS C YKa3aHUEM
pa3Mepa 3apadOTHOM IJIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM JOJKHOCTH;
0) pacniucaHue BbIXoa Ha padOTy MITATHBIX COTPYIHUKOB;
B) IOPAJIOK PabOThI BCEX COTPYJIHUKOB OpPraHU3aluu;

14.BHyTpeHHHE NOKYMEHTBI OPraHu3aliu - 3TO:
a) JTOKYMEHTBI, KOTOPbIE TOTOBSITCS, O(OPMIIIOTCS U MCTIOJHSIOTCS B Mpeenax camou
OpraHu3alluy;
0) TOKyMEHTBI, TOCTYIIUBIIINE U3 BBIMICCTOSIICH OpraHU3aInu;
15. I'padpyik CMEHHOCTH OTHOCUTCS K IOKYMEHTaM:
a) 00s13aTeIIbHBIM;
0) peKOMEHyEMbIM;
B) 00513aTENIBHBIN B CBSI3U C 0COOCHHOCTSIMU KOMIIAHUH;

16.1TonoxxeHne o mepcoHase siBISeTCs JOKYMEHTOM:
a) 00s13aTeNIbHBIM;
0) peKOMEHyEeMbIM;



B) 110 Mepe HEOOXOUMOCTH.

1'7.JIOKyMEHTOM, B COOTBETCTBHM C KOTOPBIM B TPYAOBOM JIOTIOBOPE YKa3bIBAKOTCSA
CBECHMSI, yIOCTOBEPSIOLIUE INYHOCTh PAOOTHUKA, SBISETCS:
a) BOOUTEIILCKOE YIOCTOBEPEHHUE;
0) 3arpaHUYHBINA MACIIOPT;
B) macnopt rpaxxaanuHa Poccuiickoit @enepanuu.

18.0dopmienne Ha pabOTy 1O COBMECTUTENBCTBY B TPYIOBYIO KHUKKY:
a) 3aIIChIBACTCS BCET/A;
0) He 3alUChIBACTCS;
B) 3aITUCBIBACTCS T10 KEJIAHUIO pabOTHHKA.

19.11puka3s, ecu oH opopMIIeH B MPOU3BOILHOM dhopme, OyIeT:
a) ICCTBUTEIIbHBIM;
0) HEeEHCTBUTEIIHHBIM;
B) JICHCTBUTEIHHBIM, €CJIM B HEM yUTEHBI BCE TPEOOBAHMUS K 005S3aTEIILHBIM PEKBU3UTAM.

20.KopriopaTuBHBI CTaHIAPT MPEACTABISAET COOOM:
a) CBOJI ITpaBuJI, MPEANUCHIBAIOLIUI ONPEAEICHHbIE AEHCTBUSA B TPYIOBbIX CUTYyalUsX;
0) mpaBuia BHYTPEHHETO TPYIOBOIO PAaCHOPAIKa;
B) JOKYMEHT, PETJIAMEHTHUPYIOIIMI IPECC-KOA OPTaHU3aL1H.

21. TpynoBoit JOTOBOP 3aKJIFOYAETCA:
a) Ha CPOK, KOTOPBIN ompeensercs padboToaaTeneM;
0) Ha ompeIeTICHHBIN CPOK;
B) Ha HEOIPEJEIEHHBIN CPOK;

22. XapaKTepucTrKa MpeJCcTaBisieT coO0i:
a) TJOKYMEHT, YJOCTOBEPSIOIINI MOPYyUYeHUE KOMY-JTMOO OMpeAeICHHBIX JCUCTBUIM, Mepeaady
OTIPE/ICJICHHBIX TIPaB JOBEPUTEIIS;
0) oUIHAIBHBIN JOKYMEHT C OT3BIBOM O CITY>KEOHOM, 00111€CTBEHHOM JIeSITEIHHOCTH KOT0-J1100;
B) TOKYMEHT O BBITIOJTHSIEMBIX COTPYIHUKOM (QYHKIIUSIX;

23.IIpaBuita BHYTPEHHETO TPYAOBOTO PACIIOPSIKA SBISIOTCS JOKYMEHTOM:
a) 00s13aTeIILHBIM;
0) pEeKOMEHTyEeMbIM;
B) IO Mepe HEOOXOIUMOCTH;

24. Howmenknartypa nen npeacraBisieT co0oit:
a) JIBWKEHHE JTOKYMEHTOB B OpraHM3alldd ¢ MOMEHTA WX CO3/IaHUS WU TOJYYEHUS J10
3aBEPIICHUS UCTIOJHCHUS WU OTIIPABJICHUS;
0) cucTeMaTU3UPOBAHHBIN NIEPEUCHB 3ar0JIOBKOB JIe]l C YKa3aHUEM CPOKOB MX XpaHECHUS,
0(OPMIICHHBIN B yCTAHOBJIEHHOM TOPSIKE.



25. 1711 BpeMEHHOTO XpaHEeHHsI JOKYMEHTOB I10 TMYHOMY COCTaBY YCTaHOBJIEH CPOK: a)
75 ner;
0) 10 ner;
B) 50 ner.

26. Kakoii 01aHK opraHu3aIiiy IPUMEHSIOT 7151 0pOPMIICHHUS TPUKa3a 0 OCHOBHOM
NEATENbHOCTH?

a) OJTaHK MHUCHMa,

0) O;1aHK KOHKPETHOTO BHJIa JOKYMEHTA,

B) OJIaHK JTOJDKHOCTHOTO JIMIIA.

27. IlpaBoM TIOJITUCaHMS PUKA30B BIIACET

a) PyKOBOJUTEIb CTPYKTYPHOTO MO pPa3ICICHHSI,
0) pyKOBOJIUTEIIb OPTaHU3AIINY;

B) JIOJDKHOCTHOE JIMIIO-COCTaBUTENb MPUKa3a.

28. KTOo noanuceIBaeT 3asBICHUE?

a) pyKOBOJIUTENb OpraHU3aIuu;

0) pyKOBOJIUTEIb CTPYKTYPHOTO MOAPA3/ICICHUS;
B) COCTaBUTENb.

29. Kakoil pekBU3UT HYXHO OGOPMHUTH, 4YTOOBI KOMHUS JOKYMEHTa Mpuobdpesna
FOPUIMYECKYIO CUITY?

a) OTMETKA O 3aBEPEHUHU KOIIUU;

0) oTMeTKa 00 UCTIOTHUTEIIE;

B) UACHTU(DUKATOP DIEKTPOHHOM KOTUH TJOKYMEHTA.

30. Ilpouecc oTHeceHUs TOKYMEHTOB K OIPEAEIIEHHOMY Jely U CHCTeMaTu3alus
JOKYMEHTOB BHYTPH HETO Ha3bIBACTCSI

a) popMupOBaHUEM JIEIT;

0) HOMEHKJIATypOU Je;

B) perucTpaiueii T0KyMeHTOB.

31. K xkakomy BUAy NPUKA30B MOKHO OTHECTHU MPHUKA3 O TpUEME Ha paboTy?
a) MpUKa3 M0 OPraHU3aIMOHHBIM BOIIPOCAM;

0) mpuKa3 Mo OCHOBHOM JIeATEITLHOCTH;

B) IIPUKa3 [0 JUYHOMY COCTaBY.

32. Kakoii nme4yaTpIo 3aBepsIeTCsl NOANUCh PYKOBOJIUTENS HA OPraHU3alMOHHO-IIPABOBBIX
JOKYyMEHTax NpeaAnpuaTHs (ycTaBe, IITATHOM PacUCaHuM)?

a) me4aThbl0 OT/Jea KaJIpOB;

0) nmeyaTpio OyXraiaTepuu;

B) repOOBOM MMEYaThI0 OPraHU3AINH.

33. Uto Takoe NOJIMHHUK JOKyMeHTa?
a) MEPBBIA WU €AMHUYHBIN SK3eMIULIp OQUIMAIBHOTO JTOKYMEHTa, O(POpPMIICHHBIA U
MOJAMMUCAHHBIA B COOTBETCTBUH C YCTAaHOBJIEHHBIMU TPEOOBAHUSIMU;
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0) Komus TOKyMEHTA, 3aBE€PEHHOTO 10 MpaBuUiiaM, IPUAAIOIIUM MY IOPUIUYECKYIO CUITY;
B) AyOJIMKaT, BbIIABAEMbIid B ClTydae yTpaThl BaeblieM MOJIMHHOTO JOKYMEHTA.

34. Ha xakux JOKyMEHTax IMpOCTaBisieTcsl pPeKBU3UT «OTMETKa O TOCTYIUIEHUU
JOKYMEHTa B OPraHU3aLUI0»?

a) Ha BXOJISIIHX;

0) Ha UCXOJAIINX;

B) HA BHYTPECHHHX.

35. B xakux IHAX YCTaHABIMBAIOTCS CPOKU UCTIOTHEHUS IOKYMEHTOB?
a) B KaJICHIAPHBIX JTHSIX.
0) B pabouux JHSIX.

36. JIOKyMEHTBI, COCTaBIIIEMbIC KOMUCCHEH, TTOAIMICHIBAFOTCS
a) pyKOBOJIUTEJIEM OpraHU3alIliu;

0) npeacenareneM KOMUCCUH,

B) IIpeiceiaTesIeM B YeHaMU KOMHUCCHH;

T') mpeaceaaTeNieM KOMUCCHH B CEKPETapeM.

37. 'apaHTUIHOE TUCHBMO:

a) TOATBEpPXKIAAeT (PAKT OTHPABKHU aaApecary KAKUX-IHOO0 JOKYMEHTOB WU JPYrUX
MaTepUalbHBIX LIEHHOCTEW;

0) NOTBEPKIAET ONpEICICHHbBIE 0053aTeNbCTBA, 0OCIaHUS OPTaHNU3ALNY;

B) COJEPKUT OTBET Ha MUCHMO-TIPOCHOY.

38. AkT — 310

a) TOKyMEHT UH(OPMALIMOHHOTO XapaKTepa, COAEp KA1 onucaHue Mpou3BOICTBEHHOM
NEeSATEIBbHOCTH OpraHnu3aliy;

0) JOKYMEHT, aJ[peCOBaHHbI PYKOBOJMUTEIIO OPraHu3aliuil 1 MHPOPMUPYIOIIUI €ro o
CJIOKUBILENCS CUTYyallMU, UMEBIIEM MECTO (haKTe;

B) JOKYMEHT, MOATBEPKAAIOIMINN (DAKTHI, COOBITHSA, JEHCTBUS.

39. Bua opraHu3allMOHHOTO JOKYMEHTA, KOTOPBII ONpeesseT MopsioK o0pa3oBaHus,
CTPYKTYPY U OpraHu3aiuio paboThl MPEAIPUITUS

a) yCTaB;

0) UHCTPYKITHS;

B) IOJIOKEHHUE.

40. U3 yero coctouT rpud coriacoBaHus JOKyMeHTa?

a) cioBa « COI'JTACOBAHOy;

0) u3 cmoBa «COI'JTACOBAHO» u moanucu ¢ pacumdpoBKOi;

B) u3 cioBa «COI'JTACOBAHO», noanucu ¢ pacmimppoBKOM W JaThl MOJNUCAHUS
JIOKYMEHTa;

r) Uz cmoa «COI'NJTACOBAHO», AOMKHOCTH JMIla, HAMMEHOBAHMS OpTraHU3allUH,
MOJAMKCH C PpacIIM(PPOBKOM U 1aThl MOIMUCAHUS.

41. U3 yero coCTOUT pEerucTpaliuOHHbII HOMEp JOKYMEHTa?
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a) U3 TMOPSIKOBOTO HOMEpa, KOTOPbIA MOXKET OBITh JIOMOJHEH IO YCMOTPEHUIO
OpraHu3allly;

0) TOJBKO U3 OPSIIKOBOIO HOMEpPA JTOKYMEHTA,

B) U3 MHJIEKCA JIe]a, B KOTOPOE MOJIIMBAETCS JOKYMEHT;

T) 10 YCMOTPEHUIO OpraHu3alH.

42. B Kakux clydasx T[pPUBOAMTCA COKpPAIIEHHOC HAMMEHOBAHHWE OpTraHMU3AIlHH,
BBIITYCKAIOIIEH JOKYMEHT?

a) eclii MOJIHOE Ha3BaHNWE OPraHU3alK COCTOUT OoJiee 4YeM U3 5 CIIOB;

0) eciaM COKpalleHHOE€ HaWMEHOBAaHHE 3aKpEIUIEHO B YUpEOUTENbHBIX JOKYMEHTaX
OpraHu3aIuy;

B) €CJIM COKpPAIICeHHOE HAaUMEHOBaHHUE UCIOJIb3YETCs Yallle, YeM MOTHOE;

T') €CIIU IOKYMEHT SIBJISICTCS] BHYTPEHHHM.

43. Cranmaptuszanus — 3TO

a) CBepKa JIOKYMEHTOB yupexaeHus ¢ TpedoBanus 'OCT;

0) mpolriecc yCTaHOBJIEHUSI U IPUMEHEHHUS PABUII C LEJIBIO0 YIOPSTOYEHUS AEATENbHOCTU
B JIEJIONPOU3BOCTBE;

B) CBEpPKA IOKYMEHTOB yUpEeXKACHUS C (PaKTHUECKUM HAJIMYHEM COOTBETCTBYIOLIUX MaTe-
pHUabHbIX OJar;

') KOMIUIEKC MOJIOKEHH, ONPEIETAIOMNX OPTraHU3aLUI0 TJOKYMEHTOB Ha MPEIPUATHH.

44. JlIokyMeHTaIlMIOHHOE 00ecTIeYeHNE YIIPABIECHUS — 3TO

a) IeATeIbHOCTD almapara yInpaBJeHUs, 0XBaTbIBAOIIAsl BOIIPOCHl JOKYMEHTHUPOBAHUS U
OpraHu3aiuu padoThl C JOKYMEHTaMH B IPOLIECCE OCYIIECTBIEHUS WM YIPaBICHUYECKUX
hyHKIHI;

0) npaBWIbHO O(POPMIICHHBIC JTOKYMEHTHI, OTPAXKAIOIINE BECh CIIEKTP YMPaBICHYECKOU
JEsITeIbHOCTU MIPEPUSITHS;

B) OpraHu3alys TOKYMEHTOO00pOTa B yUPEKACHHH;

I) KOMIUIEKC OCHOBHBIX TIOJOXXEHHUH, OINPEeNeNsSIoNMX ¢  PeriaMeHTUPYIOIINX
OpraHMU3AIHI0 JOKYMEHTHPYEMBIX MPOILIECCOB HA MPEATPHUSITHH.

45. Kakue peKBU3UThI OTHOCSTCS K FOPUINYECKHA 3HAUUMbBIM ?
a) JlaTa, perucTpPalMOHHbIA HOMEDP TOKYMEHTA;

0) 3aroJIOBOK K TEKCTYy, OTMETKa 00 UCTIOJHUTEIIE;

B) PE30JIFOLUS, OTMETKA O HAJUYHMH ITPUIIOKEHUN.

46. JIokyMeHT, coliep Kallliii 3amuch X0/1a 00CY>KICHHsI BOIIPOCOB U MIPUHSITHS PEIICHUIA
Ha cOOpaHUsX, 3acCeaHusIX, COBEIIAHUAX, KOHPEPEHITUIX, ISTIOBBIX BCTPEUax — 3TO...

a) yKa3aHue;

0) MPOTOKOT;

B) pacropsibKeHue

477. Kakue JOKyMEHTBl MUHYIOT CTaJHIO MPOEKTA
a) IOKJIaJIHbIC 3aITUCKH;

0) mpuKasbl;

B) CIIPaBKH.



48. Kakue 13 nepeyucieHHbIX JOKYMEHTOB OTHOCSTCS K OpraHU3allMOHHBIM
a) MMChbMO, TTOJIOKEHHUE

0) ycTaB, MHCTPYKLIHS

B) yCTaB, yKa3.

49. KakuM OpraHom u3Jlaercs pelieHue

a) KOJIJIETHAJIbHBIM

0) 3aBHCUT OT OPTaHU3AI[MOHHO-TIPABOBOM (HOPMBI
B) €AMHOJIMYHO PYKOBOJUTENIEM

50. Kakoii peKBU3UT pacIioyiaracTcsi B ICBOM HIKHEM YTITY
a) rpu( yTBEpKICHUS

0) Bu3a

B) rpu( orpaHuyeHus

51. Kontpons 3a cobntoienuemM rpaduka 10KyMeHTOO00pOTa BO3JIaraeTcs Ha:
a) pyKOBOJIMTEJISI OpraHu3aIuu

0) rimaBHOro Oyxrajirepa

B) 00111€€ COOpaHue yupeauTene

52. Opranuzaius o0s3aHa XpaHUTh BCIO OyXTajaTepCKyl0 TOKYMEHTAIIUIO:
a) He MeHee 3 JIeT;

0) He MeHee 5 JIeT;

B) He MeHee 10 neT;

r) He MeHee 15 mer.

53. Pabounii m1aH c4€TOB OYXTalITEPCKOTO yUeTa YTBEPIKAACTCS MPEAIPUITHEM:
a) Ha ocHoBe [Inana cueToB, yrBepkaeHHOTO MuHucTepcTBOM (hriHaHCOB PD;
0) caMOCTOSITENIBHO.

54. JIoOKyMEHTHUPOBAHUE B XO3SIMCTBEHHOU JIESITEIbHOCTH — 3TO
a) opopMIIeHHE BTOPUYHOTO YYETHOTO IOKYMEHTA

0) ohopMIieHHE TEPBUYHOTO YUYETHOTO TIOKYMEHTA

B) o(popMIICHUE COPOBOAUTEILHON JOKYMEHTAIIHH.

55. TlepBu4HbBIC yUETHBIE TOKYMEHTHI B XO3SIICTBEHHOM NEATEILHOCTH O(POPMIISIOTCS:
a) B CBOOOHOM popme

0) B cMemanHo# dhopme

B) B THUIIOBOM (hopme



puioxenne 3
KENC

Kelic - omucanue peanbHBIX 3KOHOMHYECKHX, COIMAIBHBIX U OM3Hec-cuTyanuid. OOydaromiyecs IOJKHbI
UCCIIEIOBATh CUTYAIUIO, pa300paTbcsi B CyTH NMpoOieM, MPeyioKUTh BO3MOXKHBIE PEIICHUS U BBIOPATH JTydlllee
n3 HuX. Keicbl OCHOBBIBAIOTCS Ha pealbHOM (PaKTHUECKOM MaTepuaie WU Ke MPUOIIKEHBI K peaabHON
CUTYaLIH.

L]env xeiica - HAydUTh OOYYAIOIIMXCA aHAJIU3UPOBATH MPOOJEMHYIO CHUTYAIMIO, BO3HUKIIYIO TPU
KOHKPETHOM TOJIO’KEHUU JIeN, U BbIpadoTaTh pellieHne; HayquTh paboTaTrh ¢ HHPOPMAIIMOHHBIMH HCTOYHUKAMH,
nepepabaTbIBaTh €€ U3 OAHON (GOPMBI B IPYTYIO.

B npornecce BbINOIHEHMS Kelica PEIAIOTCS CIACAYIOIINE 3a1a41:
e  @DopMHpOBaHUE U PA3BUTHE HHPOPMAITMOHHONW KOMIIETEHTHOCTH;
e Pa3BuTue ymMmeHuil UCKaTh HOBbIE 3HAHMs, AaHATU3UPOBATh CUTYaLUH;
e Pa3BuTHE HaBBIKOB CAMOOPraHU3ALNMN, CAMOCTOSITEILHOCTH, UHUIIUATUBHOCTH;
e PasBuTue ymeHu# NpuHUMATh PEUICHMS], ApTYMEHTHPOBATh CBOIO MTO3ULUIO.
OO0s13aTenbHBIMH COCTABIISIOIIUMHE JIEMEHTAMHU Kellca SBISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHas 4acTb;
—  3aKJIIOYCHHUE;
— CIHCOK HCIIOJIb30BAHHBIX HCTOYHUKOB;
—  TIPUIIOKEHUS
TpeboBanust kK OGOPMIICHHIO TMPAKTHUYECKUX pabOT MpeACTaBICHBI B METOOMYECKUX YKa3aHHIX K
COZIEpKaHUIO, O(POPMIICHUIO M KPUTEPUSAM OLIEHUBAHMs MHUCBMEHHBIX, INPAKTUYECKUX U KYpPCOBBIX paloT,
yTBEpKACHHBIX perienneM HayuHno-mMeronnueckoro copera (mporokos Ne8 ot 07.06.2018 r.).

3aganue: coctaBbTe M OQOpPMHTE NOKYMEHTBHI, He00XOAMMBIC B JAHHBIX YINPAaBJICHYECKHX
CUTYalHAX.
Bapmuanr 1

Curyanus 1.

Ha MockoBckoM koMOMHATe TIO MPOU3BOJCTBY MY3BIKAJBHBIX HHCTPYMEHTOB U  MeOenu
(rocynapcTBeHHOE NpennpuaTue), KoTopslii BXoguT B KoHiepH mo pa3paboTke M MPOU3BOJCTBY NMPOIYKIIUU
My3bIKasibHOM nipombiiuieHHOCTH (POCMY3IIPOM), neiictByet IlonoxkeHnne o mpeMupoBaHUN PyKOBOIUTENEH
1IEXOB, OTJEIOB U cIyk0, yrBepkaenHoe 05.01.2013 Ne 27.

12 ampenst Tekyiero rojga AupekTop komOuHara B.M.JlaproHOB nopyums1 Ha4alIbHUKY OT/ENa TpyJa U
3apaboTHOi 1uiatel MapkoBy H.I'. paccumTtaTh pazMep mpemMuu PYKOBOJUTENSM OTIENIOB, LIEXOB U CIYKO
KOMOMHAaTa 1o uToraM paboThl 3a EpBbI KBapTal K 15 anpers, a rmaBHOMY Oyxrantepy komOuHaTta TpomuHoi
C.I'. — opranuzoBaTh BbIIIATy IpeMuH K 20 ampesist TEKyILEero roja.

Havansnuk miuanoBo-akoHomuueckoro otaena MatBeea C.H. u rmaBubiit Oyxrantep Tpommnaa C.I.
3aBU3UPOBAIH MPOEKT MpPUKa3a TUPEKTOpa KOMOMHATA.

Curyauus 2.

JlenapTaMeHT MNOANEPKKHM M Pa3BUTUS MaJoro MNPeANpPUHUMATEIbCTBA  MUCBMOM 32 MOAMNHCHIO
3aM.aupeKTopa aenapramenta CeepukoBa A.B. yBenomuin pykoBoacTBO AeTckoro caga Ne 1586 o Tom, uTo B
CBSI3M C Pa3BUTHEM IPEANPUHUMATEILCTBA 3JaHUE AETCKOTO Cajla JIOJDKHO OBITh MEpeqaHo i TEXHUYECKUX
HYXXZI JenapTaMeHTa.

Ucnonnurtenem BacunbeBoil 1o mopydeHuto gupektopa nerckoro caaa Ne 1586 HOro-3amaanoro
OKPY>KHOTO yMpaBiieHHs 00pa3oBaHus T. MOCKBBI, pacIioJIO)KEHHOTO Ha MpocrnekTe MudypuHCKoM, oM 22
r.MOCKBBI, OBIJIO COCTABICHO MUCHMO, aIpeCOBaHHOE OTAeNny mnuceM Mbpapun MockBbI 1O ajapecy: r.MockBa,
yin. TBepckas, 13, B koTopom aupekTop aerckoro caga Ne 1586 O.A.Ab6pamoBa nmpocuia pa3oOpaThCs B JAHHOM
BOIIPOCE, MOTUBUPYSI TEM, YTO B Ha3BAHHOM pailOHE JETCKUX CaJ0B OCTAJOCh MaJl0 M HE BCE JI€TU MOTYT



nocemaTh JOeTCKUE JOLIKOJbHBbIE YupexaeHus. IlucbmMo ObUIO OTBETOM Ha MOJYYEHHBIM JOKYMEHT OT
JenaprameHnra.

Bapuanr 2

Curyanus 1.

A .H.IIIunos, npencenarens POCCHECKOro areHTCTBa MEXAYHAPOJHOIO COTPYIHMYECTBA U Pa3BUTHUSA
(rocynapctBenHas opranuszanus npu [Ipasutenscte PO), 24 (deBpans Tekymiero roja nopyaus CTpyKTypHbIM
[IO/IpA3/JCJIEHUsAM areHTCTBa COBMECTHO ¢ IpeacraButensimMu l'ockomumyniectBa Poccunm k 10 ampens
MOATOTOBUTh IMPOEKT IMPOrpaMMbl NPHUBJICYECHHUS] WHOCTPAHHBIX WMHBECTULMM K MPOLECCY aKUMOHHUPOBAHUS
rOCyIapCTBeHHBIX Mpennpustuii. [lopydenne ObUI0 JaHO BO WCIIOTHEHHUE MOCTaHOBIeHUsT [IpaBurenscrBa PO
ot 24 deBpans tekymero roga Ne 246 ['maBHOMY YIpaBJIEHHIO OTPACIEBBIX WHBECTHIIMOHHBIX IPOTpamM,
I'taBHOMY JOTOBOPHO-IIPAaBOBOMY YIIPAaBJICHUIO U [ JTaBHOMY yIpaBJICHUIO CTPATETUU U NUHBECTUPOBAHUSA.

[Ipoekt mpukaza mpeaceaarenss areHTCTBa ObUT 3aBU3MPOBAH €ro IMEpPBbIM  3aMECTUTENIEM
JI.H.®enopoBsIM U HadaabHUKOM [71aBHOTO JOroBOpHO-IIpaBoBOro ynpasieHus W.B.MneunbimM. KonTpoas 3a
WCIIOTHEHUEM TIpHKa3a Obu1 BossioxkeH Ha J[.H.Denoposa.

Curyanus 2.

[Ipencenarens  mpaBieHust  akiMoHepHOro  kommepueckoro — Oanka  «TOPTTIPEJJBAHK»
(np.Bepnanckoro, 19, Mocksa, 112123, Tten.: 567-22-17, dakc: 576-22-20) C.A.lllymoB obpaTumica K
I'enepanibHomy nupektopy HIIO  «AcOect» JI.M.BonbiHeBy ¢ mnpocb00il paccMOTpeTh BOIIPOC O
npenocrasnenun B anutenbHyo apeHny AKB «TOPITIPEJIBAHK» pabounx mmomaneit — 180 kB.M mon
pa3MeleHue oTAesieHus OaHka.

[TuceMo ObulO coctaBieHo wucnoiaHuteneM llomnecHoil Ha MOKHOCTHOM OnaHKe Npeaceaarens
npaBJieHus1 OaHKa U MOANKCcaHo 24 MapTa TEKYIIEro roja.

Bapuanr 3

Curyanus 1.

Hupextop OO0 «Meutay» [lonskoB B.M. 10 okTsa0psi Tekyliero roja u3jal OpUKa3 O MPOBEICHUU
MHBEHTapH3alii TOBapHO-MaTepualbHBIX IIEHHOCTEH Ha ckiaje nmpeanpusatus. OH Ha3HAYUI KOMHUCCHIO O]
IIpeIcenaTeabCTBOM KOMMEpUecKoro aupekropa 3osorapeBa E.M. B cocraB koMuccHMM BOLUIM IJIaBHBIN
oyxranrep Bonoguna E.H. u Oyxrantep MBanosa B.C. B npuka3e 0b1710 TOpY4€HO MIPEICTaBUTh HA YTBEPKIACHHE
JOKYMEHTBI CKJIaJICKOTo y4yeTa (10 COCTOSHUIO Ha 1 OKTAOps) U OTYETHI 00 OocTaTKaX TOBApHO-MaTepHUaTbHbIX
1eHHocTel (1o cocrostHuio Ha 10 okTA0pst) K 15 oKTA0pS.

ITpoekT npukaza OblT 3aBU3UPOBAH SKOHOMUCTOM npeanpusitus Mutunoit O.A.

Curyanus 2.

Ucnonuutenem M. 1O. IlonskoBoil mno mnopydeHHIO HadajdbHUKa otTiaena wmapkerunra [IAO
«Toprnotpebcoro3» (r.Mocksa, Jlecnas yn., n.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OT'PH
1234567890098, UHH/KIIIT 09876543321/123456789) B.A.Komaposa Obu10 cocTaBieHo nmucbMo B aapec OO0
«eno», TexuuueckoMy AupekTopy A.M.MsrkoBy 00 OTIpaBKe JOKYMEHTAIMH CIEAYIOIIETO COACPIKAHHUS:
«Hampasnsiem HeoOxomaumbie Bam mOoKyMeHTBI, cojepskanue WH(OpPMAIUI0 O IIEHE KOMIUIEKTa Hay4HO-
TEXHUYECKOH JOKYMEHTAllMd  Ha XOJOoAWIbHOEe oOopynoBanue. I[IpenmaraeM BbICHaTh TEXHUYECKYIO
JOKYMEHTAIIMI0O Ha 3apyOeKHBIE aHAIOTH XOJOJWIBHOTO 000pymoBaHus. [Ipu NpHHATHH TOJOXKHUTEIBHOTO
pEelIeHus 0 3aKyIlKe 00opyIoBaHus MPocuM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOJUTEINIO OTAENA
cosita HaymoBy C.I1.». JlaHHBIM THCEMOM COMPOBOXKAaIach crienudukanus Ha 28 11. B 1 3K3.

Bapmuanr 4

Curyaunus 1.

C uenblo TpHUBICYCHHS] CPEACTB ISl OOECTEUeHHUsl MPOU3BOJCTBEHHON NEATENbHOCTH T'eHepaTbHBIN
mupektop OO0 «Texnukay» (r.Kypck) CoxonoB O.I'. 20 ceHTSOpsi TEKyIIero roja u3aai npuka3 o CO3aHuu
KOMMEPUYECKOTO OT/eNIa B COCTAaBE 3 MITATHBIX €AMHHUIL: KOMMEPUYECKOTO JUPEKTOpa — 1, BEAYIIETo CreluanncTa
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— 1, cnennanucra — 1. 'maBHOMY Oyxrantepy npeanpustus ['opsueBy I'.A. ObUIO TOPYYEHO MPEACTABUTH HA
YTBEp)KJICHHE HOBOE INTATHOE pacluCaHHe MpelnpuaTusi Ha 4 KBapTajl TEKyIero roga kK 1 okTsaoOps.
Kommepueckomy nupexropy UrnateeBy T.H., KOTOpbIil 3aBU3UPOBaT IPOCKT MPHUKaA3a, MPEANUCAHO 3aKOHYUTH
KOMIUICKTOBAHHE OT/IeJIa KaipaMH C BBICIIIUM SKOHOMHYECKUM oOpa3oBaHueM K 10 oKTsOps.

Curyanus 2.

MOCKOBCKUI PpaJlMOTEXHUYECKU KOJUIeI)K MMEHM akaigemuka A. A. Pacnernna MuHucTepcTBa
obpazoBanusi PO (Mocksa, yn. b.Jlekabpeckas, 5, 124000, Ttem.: 252-11-84, dakc: 253-32-36) pasocnan
WH(pOpMaIMOHHBIE TTHMChMa JUPEKTOPAM IIKOJ Topoja C COOOIIEHHEM 00 OTKPBHITUU B HOBOM YYEOHOM TrOay
IBYX (haKyJIbTETOB: COBpEMEHHBbIC MH()OPMAIMOHHBIC TEXHOJOTHH W IOPUAWYECKUA. B mmchMe coolmanoch
Takke O TOM, YTO TIpaBWja IpUEeMa Ha yKa3aHHbIe (GakyabTeThl obmue. [luchMo OBLIO COCTaBICHO
ucnonautesneMm CtenanoBoi u noanucano aupekropom JI.b.MapteiHtokoM 15 MapTa Tekymiero roja.

TpeboBanus k padore: 06beM padotsl 5-7 crpanuty, Hpudt Times New Roman, 14, «onuHapHbIi» HHTEpBAIL.
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BapuanT keiica onmpenesauTe 1mo tadJauie.
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Ipunoxenue 5
(Dopmupyembie komrereHuu: [1K-4).

Keifc - onmcanHme peanbHBIX SKOHOMHYECKHX, COLHMANBHBIX W OM3Hec-cuTyauui. OOydaromuecss NOJDKHBI HCCIIEHOBATH
CHUTYalHIo, pa3o0paThCs B CYyTH IPOOIIeM, MPEIOKUTh BOZMOXKHBIE PEIICHUS M BBIOpATh ydlnee n3 HUX. Kelchl OCHOBBIBAIOTCS Ha
peassHOM (aKTHIECKOM MaTepHale W ke MPUOIMKEHBI K peabHOH CHTYaluH.

Lenp xeiica - Hay4uTh 00YYAIOMMXCS aHAJIU3UPOBATH MPOOJIEMHYIO CUTYAIHIO, BOSHHUKIIYIO PY KOHKPETHOM IOJIOKEHUH
JIeJT, ¥ BEIpabOTaTh pelIeHNe; HayduTh padoTaTh ¢ HH(PpOPMAIMOHHFIMU HCTOYHUKAMHU, TIepepadaThIBaTh €€ U3 OHOM (POPMBI B APYTYIO.

B mporiecce BRIMOTHEHUS Keiica PeIaroTes CICAYIOIINE 3a1auH:
» ®opMHUpOBaHUE U Pa3BUTHE HHOOPMAIIMOHHON KOMICTCHTHOCTH;
* Pa3BuTre yMeHHI UCKATh HOBBIC 3HAHUS, aHATU3UPOBATh CUTYAI[HH;

* Pa3BuTHE HABBIKOB CAMOOPTaHU3AIUH, CAMOCTOSATCILHOCTH, HHUIIMATHBHOCTH;
* Pa3BuTHe yMCHH IPUHUMATH PEIICHUS, ApPTYMECHTHPOBAThH CBOIO TO3HUITHUIO.
O0s13aTeIbHBIMU COCTABIISIIONIMMH JIEMEHTAMU Keiica SBISIFOTCS:

* TUTYJIbHBIN JIUCT;
* OCHOBHAsI 4aCTb;
* 3aKJIIOYCHHE;
* CIIMCOK MCTIOJIb30BAHHBIX HCTOYHUKOB;
* IPUIIOKCHUS
OO6pa3ipl Kelic-3a1a4u

PaCCMOTpI/ITe CUTyalluu, OTBETHTC Ha CJICAYIOLUIUEC BOIIPOCHI.

a) Ilpomuto 3acenaHue WHBEHTApU3aLMOHHOM KOMMCCUHM 3aBOJA ra30BOM ammapaTypbl, Ha KOTOPOM
paccMaTpuBalcs BOIPOC O pe3ysibTaTaX MHBEHTapU3alMK Mo cKiaxy Ne 2 BCrioMoraTeiabHbIX MaTepHalloB.
Ha 3acenanunu ObUTO IPUHSTO MOCTAHOBIICHHE 00 YTBEPKICHUHU PE3yIbTaTOB HHBEHTAPU3ALMN U OTHECCHUS
3a CYET 3aBEYIOIIEro CKJIaJ0M HEJ0CTaul BCIIOMOTraTeIbHbIX MAaTEpUANIOB B cyMMe 365 ThIC. pyo0., a TaKxke
3a4MTaHbl CIIMYUTEIbHAS BEAOMOCT 110 ckiiany Ne 2 1 00bsACHUTEIbHAS 3alIMCKA 3aBEAYIOILEr0 CKIAOM.

BOIIPOCHI:
1. Kakoli JOKyMEHT cOCTaBJIsI€TCs 10 UTOTaM 3aceqaHuii KOMUCCUI pazHoro poja?
2. Kakue pekBU3UTHI 10JKEH BKIIOYATh JAaHHBIA JJOKYMEHT?
3. CKOIBKO CTPYKTYPHBIX YacTE€H OH MpEANoaraet?
4

Kakue (I)aKTI/I‘leCKI/Ie JaHHBIC TOJI’KHBI OBITh BHECEHBI B 3TOT I[OKYMCHT?

6) B crpoutensHoM koomnepatuBe «CTpoicepBUC) ObLT 0OHapYKeH (aKT HENPaBHIBHOTO UCIOJIb30BaHUS
CTPOMTENBHBIX 0TX0J0B. [Ipy mpoBepke paboOTHI ckilaja MUIOMATEPHAIIOB YCTAaHOBIEHBI (PaKThl OTIYCKa B
KOTEJBHYIO JUIsl COKMTaHUS OTXOA0B MUJIOMAaTepUalIoB JUIMHHOM cBbIe 20 cM. B pacnopsauTensHON yacTu
ClIelyeT MPEeAJIOKUTh 3aBENYIOIIEMY CKJIaZOM OpPraHuM30BaTh paboTy MO peaju3alud OTXO0JI0B YAaCTHBIM
JUILaM.

BOIIPOCHI:

Kako# 1OKyMEeHT MMO3BOJIUT PETJIAMEHTUPOBATh OTITYCK CTPOUTEIBHBIX MaT€PUAIIOB?

Kakne nmyHKTBI JOJKHBI OBITH B JAHHOM JIOKYMEHTE 00513aTeIbHBIMU?

CKOJIBKO JTOJPKHOCTHBIX JIMIL TOJIKHBI OBITH OTBETCTBEHHBIMH 32 UCIIOJIHEHUE TAaHHOTO IOKyMeHTa?
Kaxue pekBU3UTHI JOHKEH BKIIIOYATh JAHHBIN TOKYMEHT?

CKOJBKO CTPYKTYPHBIX YacTeHl OH Ipeanoaraer?

Kaxkue (baKTI/I‘-IeCKI/IC JaHHBIC JOJIZKHBI OBLITh BHECEHEI B OTOT }IOKYMGHT?

12



Ipuiaoxenue 6
Tembl pedepatoB
Crpykrypa u ¢pyHkuu ciryx0s1 nqenonpousBoactsa (I1K-4).

JokymeHT u ero xapakrtepuctuku (I1K-4).
CoBpeMeHHas opranu3anus aenonpousBojactsa B Poccun (11K-4).

sl NS

O01as xapakTepucTUKa HOPMATUBHO-TIPABOBOI 0a3bl JOKYMEHTHPOBAHUS
ynpasieHdeckoit nHpopmarmeit (I11K-4).

CranmapThl B TOKYMEHTUPOBAHUM yIipaBieHUeckoil nearenbHoct (I1K-4).
O6mue TpeboBaHus K IOpUIUUECKOM cuiie u opopmiieHuto nokymeHToB (I1K-4).
bnank nokymeHnta u ero paznoBugHoctu (I1K-4).

OcobeHHOCTH 0POPMIIEHUSI MHOTOCTPaHUYHbBIX T0KyMeHTOB (I1K-4).

RSP AN

Oco0eHHOCTH 0OPOPMIIEHUST OPTraHU3ALMOHHO-PACTIOPSAUTENBHBIX T0KYMEHTOB (I1TK-4).

10.0OcobennocT oopmiieHHs CipaBOYHO-UH(POpMaMOHHON nokyMeHTauuu (11K-4).

11.0Ocobennoctu opopmiienus kaapopoii qrokymenTanuu (I11K-4).

12.00s3aTenbHbIE U PEKOMEHyeMble JOKYMEHTHI 0 yIipaBieHuto nepconanom (I1K-4).

13.Cnyxeb6Has u nenoBasi koppecnonaeHius (I1K-4).

14.Opranu3aloHHOE OCTPOCHUE CIIY>KObI TOKYMEHTALIMOHHOTO 00€CTIEUeHHsI YIIPABIICHUS
(ITK-4).

15.Opranuzanus pabotsl ¢ oOpamenusmu rpaxaan (I11K-4).

16.loxymentupoBanue padotsl ¢ nepconaiom (I1K-4).

17.CucremaTusanus u y4eT 10KyMeHTOB opranu3zanuu (11K-4).

18.011eHKa 3HAUMMOCTH JTOKYMEHTOB U cpoku xpanenus (I[1K-4).

19.0pranu3zanus apXuBHOTO XpaHEHUsI KaApoBbIX JOKyMeHTOB (I1K-4).

20.KomnbroTepHBIE CUCTEMBI U TEXHOJIOTUU co3aanus JokyMeHToB ([1K-4).

21.ABTOMaTU3MPOBAHHBIE CUCTEMBI JOKYMEHTALIMOHHOTO oOecrieuenHus ynpasnenus (I1K-
4).

22.0ducHpie MporpaMMHbIE CUCTEMBI U 00JIa4HbIe O(UCHI B JOKYMEHTALIHOHHOM
obecnieuenuu ynpasienus (11K-4).

23.Texunonorus cocraBieHus HomeHkiarypsl aen (11K-4).

13



Mpuioxenne 7
Howmep Tembl asst BeIOMTHEHHS pedepara onpenensercs 1o Tadiume:

OykBa a 0 B r hi{ e xK 3 u K 1 M H 0
bamunann

Homep

TeMbl — o g < Ie o o~ o0 o = - a o 3
pedepara

OykBa i p c T y i)} X 11 q il 111 3 10 b
bamuann

Homep

TeMBbI A = - = & & a Q < S & S X &
pedepara
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Ipuiaoxenue 8
IIpuMepHbBIN epeYeHb BONMPOCOB K 3a4€eTy M0 TUCHUILIAHE
«JlokyMeHTaLIMOHHOE 00ecTeueHue YIpaBJIeHUs»

I. Ha3oBuTe HOpMaTHUBHBIE AKTHI IO OPraHU3ALMU U BEICHUIO JEI0NPOU3BOACTBA B PD.
2. JlaiTe onpeneneHne TEPMUHY «TOKYMEHTY.

3. Yro npuaaétr JOKyMEHTaM IOPUINIECKYIO CUITY ?

4. [lopsnok agpecoBaHus TOKYMEHTA.

5. OTMeTKH Ha JOKYMEHTE: OPAJIOK U IPAKTUKA MPOCTABICHUS.

6. CornacoBaHue JOKyYMEHTA.

7. [Toanucanue nOKyMeHTa.

8. YTBEepKIEHUE JOKYMEHTA.

9. OcHOBHBIE OCOOCHHOCTH JIEJIOBOTO SA3bIKA TOKYMEHTA.

10. PacnopsauTenbHble JOKYMEHTBI, UX Ha3HAYEHUE, COCTaB, 0(hOpMIICHHUE.
11. TIponecc moAroTOBKH pacloOpsAUTEIBHOIO JOKYMEHTA.

12.  OpraHu3alMOHHBIE JOKYMEHTHI, UX Ha3HAYE€HHE, COCTaB, OPOPMIICHHE.
13.  IIpomecc moOATOTOBKM OPTaHU3AaMOHHBIX JOKYMEHTOB.

14.  CnopaBouHO-uH(OPMAIIMOHHBIE JOKYMEHTHI, HA3HaY€HUE, COCTaB, 0(hOPMIICHHUE.
15. TIlpouecc moArOTOBKM aKTa.

16. Ilporecc moATOTOBKH AECIOBOTO MUChMa (MHUIIUATUBHOTO).

17.  Ilporecc moATOTOBKH AEIOBOTO MUChMa (OTBETHOTO).

18.  JlokyMeHTOOOOpOT OpraHu3allvu.

19. Perucrtpauust IOKyMEHTOB.

20. Hupexcauusi JOKYMEHTOB.

21. Perucrtpanuonnsie popmel. Ux Ha3HaueHUeE.

22. TunoBble U THAMBUAYAIbHBIE CPOKU UCIIOJIHEHMS TOKYMEHTOB.

23.  KOHTpOIb UCIIOTHEHUS IOKYMEHTOB.

24. Paborta ¢ oOpalieHusIMU TpaxaaH.

25.  Bugsbl oOpamieHuit rpaxaaH.

26. Bwujabl JOKyMEHTOB MO JUYHOMY COCTaBY.

27. llpusnaku HpopMUpPOBAHHUS JIET.

28.  OOwmwue TpeOoBaHUA K CHCTEMaTU3aluU JOKYMEHTOB.

29. IlepuoguyHOCTH COCTABJICHUS U BEJCHUE HOMEHKIIATYPHI JE.

30. MHcnonb3oBaHHE HOMEHKIIATYPHI A€ B JEIONPOU3BOACTBE, ONEPATUBHOM U apXHUBHOM
XpaHEHU! Jie.

31. OcHoBHbIe IpaBUIa POPMUPOBAHUS JCII.

32. DOkcnepTu3a IEHHOCTH IOKYMEHTOB U JIOKYMEHTHON MH(pOpMauu

33. OmnepaTuBHOE XpaHEHHE TOKYMEHTOB U JEI.

34.  Opranuszanus “HPOPMAIMOHHO-CIPABOYHON pabOTHI IO JOKYMEHTaM OTIEPaTUBHOTO
XpaHeHusl.

35. IloaroroBka Jien K apXMBHOMY XpaHeHHUI0. COCTaBIIEHHE BHYTPEHHEN OIHUCH JIOKY-
MEHTOB JI€JIa U 3aBEPUTEIIbHON HaAMKUCH, 0(hOpPMIIEHHE 00JIOKEK Al

36. Cucrema 3JIeKTPOHHOTO JOKYMEHTOO0O0pOTa: Ha3HAYEeHHE, IUTFOCHl U MUHYCHI €€
HCIIOJIb30BAHUSI.

37. KaapoBas qokymMeHTaIUs: COCTaB JOKYMEHTOB, ITpaBujla COCTABICHUS.
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JIMcT perucTpanuu u3MeHeHU, J0NOJTHEHU U peBU3Hil JOKYMEHTAa

N Jata JlokymeHT, Ha
I /il BHECEHUS OCHOBAaHUU KpaTkoe conepxaHie N3MEHEHUS
U3MEHEHHUs |KOTOPOIro BHECEHO
1 2 3 4
IIpoToxkoun BHuecenue n3meHeHuil B esiepanbHble roCy1apCTBEHHBIE
peLeHus o0pa3oBaTesIbHbIE CTaHAPTHI BHICIIET0 00pa30BaHUs
1 | 01.09.2021 r.
YCNelor (ITpukxa3z MuHUCTEpCTBAa HAYKU U BBICILIETO 00pa30BaHHUS
01.09.2021 r. |Poccuiickoit deneparuu ot 26 Hos0pst 2020 r. Ne 1456)
1. Axryanu3anus KOMIUIEKTOB OLICHOYHBIX MaTepUalioB
Ui IIPOBEACHUS IPOMEKYTOUHON aTTecTaluu
o0yyaromuxcs 1o AUCLUHUILINHE;
2. AkTyanuzanus IepeuHsi OCHOBHOM U JONOJHUTENbHOM
y4eOHOM JuTepaTypbl, HEOOXOAUMON JUIsl OCBOCHHS
JUCLUIUIMHBI,
3. AxrTyanuzauus IepeuHsi pecypcoB HH(OPMALMOHHO-
IIpoTokoun TEJIEKOMMYHUKAIIMOHHOU ceTH «HTepHeT», He00X0AUMBIX
> | 26.01.2022 1. peleHus JUISL OCBOEHMSI TUCLUIUINHBI; }
VYC Ne 6 4.  Axtyanuzanus METOIUYCSCKUX yKa3aHUM IUIA
o1 26.01.2022 r. |0Oy4aronuxcsi 1o OCBOESHUIO TUCHIUTLINHBI;
5. Axrtyanuzanus nepeyHs COBPEMEHHBIX
npoeCCHOHATBHBIX 0a3 MaHHBIX W HH()OPMAITMOHHBIX
CIPAaBOYHBIX CUCTEM;
6. Axryanuzauus MaTepUaIbHO-TEXHUYECKOTO u
OporpaMMHOro  oOecreyeHHs,  HEOOXOOUMOro  JuIsd
OCylIeCTBIIEHUS ~ 00pa3oBaTeNIbHOIO  Ipolecca 1O
JUCLUTUIMHE.
1. YTBepxnenue [lopsaka opraHu3anu U OCYIIECTBICHUS
00pa3oBaTeNbHOW JEATENbHOCTH 10 00pa3oBaTeIbHBIM
porpaMMaM BbICHIETO 00pa3oBaHUsl — IporpamMmam
Hporokox OakanaBpuaTa, MporpamMmaM CIELUaINTeTa, MporpaMmam
31.08.2022 gecmﬁ?llg Maructparypsl (IIpukaz MuHUCTEPCTBA HAYKU U BBICIIETO

or 31.08.2022 r.

oOpa3oBanus Poccuiickoit @eneparnuu ot 06 ampenst 2021 r.
Ne 245);

2. AKTyanus3anuss JOKYMEHTOB, perilaMEHTHPYIOLIMX
COJIepKaHUE M OpraHM3alni0 00pa30BaTENILHOrO Mpolecca
npu peanuzanuu OITOIT BO no HanpaBieHHIO TOATOTOBKH.







