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Pa6ouas nmporpamma nucuUIUIHHBI «JIOKyMEHTAaIIMOHHOE O0eCTIeUeHUE YIIPABICHUS.

ABTOp(BI): 7,
noueHt @O0 AHOO BO «CUBUT» k.nex.H. G E.A. JIykpsiHUMKOBa

/"

Peuenzent(nl): Kapmos B.B., mpodeccop, mpeacenarens OMckoro HaygHoro renTpa Cubupckoro
otaeneHuss Poccuiickoil akageMuu HayK, 1.3.H.

Pabouas nmporpamma paccmoTtpena pykoBoautesnem OITOIT:

Z H.C.EpmakoBa

Pabouas mporpamma oo0peHa Y4eHbIM coBeTOM HHCTUTYTA \IIpoToKo Ne 4/]1 ot 11 stuBaps 2021 r.)

(c n3menenusamu u gononaHeHussMu ot 01 centsiOps 2021 r., nporoko:n pemenus YC Ne 1)
(c u3MeHeHUusIMH ¥ 1onoJiHeHusIMU 0T 26.01.2022 1., mpotokon pemenust YC Ne 6)

(c u3menenusimu u gomnonHeHussMu ot 31.08.2022 r., nporokon perenus YC Ne 13)

HopmartuBHO-11paBoByr0 0a3y pa3paboTKu pabodei mporpaMMbl JUCIUIUTHHBI COCTABIISIOT:

- depepanbHbIl TOCYJApCTBEHHBIM 00pa3oBaTeNbHbIM CTAaHAAPT BBICIIETO OOpa30BaHUS -
OaxanaBpuaT 1o HanpasjieHHio noAroroBku 38.03.03 Ynpasienue nepconaiom (mpukaz MuHoOpHayku
Poccun ot 12.08.2020 r. Ne 955)

- Ilpukaz «OO0 yrtBepxaenuun Ilopsaka opraHuzanuu M OCYIIECTBIEHUs 00pa30BaTeNIbHON
JeSTeNIbHOCTH 10 00pa3oBaTeNIbHBIM MpOoTrpaMMam BhICIIEro 00pa3zoBaHuUs — IporpaMmamM OakanaBpuara,
IporpaMMam CHelHalInuTeTa, IporpaMMaM Maructparyps» oT 06 anpenst 2021 r. Ne 245.

- Ilpuka3 «OO0 yTBepAEHUU MOpsIIKA MEepeUHel CleNuatbHOCTEN M HalnpaBiIeHUH MOATOTOBKHU
BhIcIero oOpa3oBanus» oT 12 centsops 2013 r. Ne 1061.

- OcHoBHas mpogeccruoHalbHas o0pa3zoBaTelbHas MporpaMma BBICIIETO 00pa30BaHUS
HarpaBJieHuss ToarotoBku OakamaBpuatra 38.03.03 Vmpasnenwe mnepcoHanoM (HaMpaBIECHHOCTh
«YnpaBieHre IepCOHAIIOM OpraHu3alun»), yTBepxaeHHas pektopom 11.01.2021.

- IlomoxxeHne O KOMIUIEKTaX OLIEHOYHBIX MaTepuajoB OCHOBHOH IpodeccroHalIbHOI
obpazoBaTenbHON mporpaMMmel Beiciiero oopaszoBanus B AHOO BO «Cubupckuil MHCTUTYT OM3HEeca U
MH(OPMALIMOHHBIX TEXHOJIOTHIY, yTBEepKIeHHOE pekTopoM 31.08.2020 r.



1. HEPEYEHD IVTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA 110 JUCHUIIJIMHE,
COOTHECEHHBIX C IINTIAHUPYEMBIMHU PE3YJIbBTATAMHN OCBOEHUSA OIOII

BAKAJIABPUATA

Lenv Oucyuniumvl «/JoKymeHmayuonHoe odecneuenue YNpasieHusy - -HAY4YUTh OyAyIIEro
CHeIHMalIiCcTa MPUHIMIIAM pabOThI C TOKYMEHTaMHU-HOCUTEISIMU HH(OpMaIUY;
-pa3BUTh y OOy4YaIONIMXCS HABBIKM KOMAaHJHON pabOThI, MEXJIMYHOCTHONH KOMMYHHKAIIHH,

MIPUHSATHUS PEIICHUI.

3aoauu oucyuniunol:

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

OpraHu3alyy, YIpeKICHUU;

- U3y4yeHue npaBuil 0OpMIICHHS YIIPABIEHYECKHUX JOKYMEHTOB, U UX PEKBU3UTOB;
- pacCMOTPEHHUE MPUMEPOB JOKYMEHTOB, PEIVIAMEHTUPYIOLIUX MTPOLIECC YIIPABICHHUS.

B pesynbrare ocBoenus OIIOII GakanaBpuara 0OydarOIIMICS JOJKEH OBJAICTh CICTYIOIIUMHU
pe3yabTaTaMu 00y4eHUs IO TUCIMILINHE:

Ko 1 nHaumenoBanue

KOI[ 1 HAMMCHOBAHUEC MHAUKA-

IlepedeHs UIAHUPYEMBIX PE3YIIBTATOB

KOMIIETEHITHH TOpa AOCTUKEHHSI KOMIIETEHIIUU 00y4eHus MO TUCIUIIINHE

Ob6menpodeccuonansupie kommereHuu (OI1K)

OIIK-3 Crioco6en|OI1K-3.1 3Haer OCHOBBI|3HATH:

pa3pabaThIBaTh u|cTparerunueckoro ympapieHus: u|l. CoBpeMeHHbIE CHOCOOBI U TEXHUKHU

OCYIIECTBIISITh pa3paboTKU KaIPOBO CTpATETHH |CO3JaHHSI JOKYMEHTOB

MEPONPUSITHS, B OpraHu3aIuu 2.IlpaBuna odopMICHHS PEKBU3UTOB

HaIlpaBJICHHBIC Ha o(pHUIMaNBHBIX TOKYMEHTOB

peanu3aiuio CTpaTeruu 3.IIpaBuna COCTaBJICHUS

YIIPaBJICHUSI  TIEPCOHAIIOM, OpTraHU3aIMOHHBIX, PACTIOPSIIUTEIHHBIX,

o0ecrieunBaTh 1754 JOKYMEHTOB TI0 JIMYHOMY COCTaBy H

JOKYMEHTAI[HOHHOE MH(POPMAIIMOHHO-CIIPABOYHBIX

COIIPOBOKIICHHE U JOKYMEHTOB

OLICHUBATh 4.0OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA

OpraHu3alOHHbIE u U HOPMAaTHBHbIE  TPAaBOBBIC  AKTHI

COLMAJIbHBIE ITOCIIECACTBUA Poccniickoit  @enepaumn, B 4HaCTH

BCACHHUA JOKYMCHTAIUU 11O IEPCOHAITY

OIIK-3.2 VYmMeer mnpuMeHSTh
MHCTPYMEHTBl CTPaTEerHyecKoro
ylpaBieHUs] Npu pa3zpaboTke U

peanu3alu CTpaTeruu
yIpaBIeHUS MIEPCOHATIOM,
obecreynBaTh
JTOKYMEHTAI[HOHHOE U
OpraHu3aIMOHHOE

COIPOBOXKIICHHUE

YMmerb:

1. OdopMIIATE TOKYMEHTHI 10 Mpolieccam
U pe3yJibTaTaM yIpaBlIeHUs IEPCOHATIOM
2. OpranuzoBbIBaTh XpaHECHUE
JOKYMEHTOB B COOTBETCTBHUM  C
TpeOOBaHUSAMH 3aKOHOJareabcTBa PD u
JIOKaJIbHBIMH aKTaMU OpraHu3aluu




OIIK-4 Crioco6en|OIIK-4.1 3naer coBpeMeHHbIC|3HATD:

IPUMEHSTh  COBPEMEHHbBIE|[TEXHOJIOTUU U metonsl|l.  OCHOBBI  JOKyMEHTOOOOpOTa U
TEXHOJIOTMM W METO[IbI|ONepaTUBHOTO yIIPaBJICHHUSI | JOKYMEHTAIIHOHHOTO 00eCIIeYCHHUS
OMEpPaTUBHOTO YIIPABIICHUS [[IEPCOHATIOM, ocobennoct|2. TexHomorum, MeToAbl U METOJUKH
[IEPCOHAJIOM, BECTH|OpraHu3aLuu MPOBEACHUSl aHaJIU3a, CUCTEMaTU3aluu
JIOKYMEHTAIMOHHOE JOKYMEHTAIlMOHHOTO JIOKYMEHTOB

COIIPOBOXKACHUE U yUET COIIPOBOXKACHMS U yueTa 3. Tlopsimox pa3paboOTKH JIOKAIBHBIX

HOPMATUBHBIX  aKTOB,  KacCaloluXcs
yIpaBJIeHUS IEPCOHATIOM

OIIK-4.2 VYMeeT HCHOJL30BAThH|YMeTh:

COBpeMEHHBbIE TexHoyioruu Hu|l. AHanM3poBaTh MPOLECCHI
METO/IbI ONepaTUBHOI'0|OKYMEHTO000POTA, JIOKaJIbHBIE
yIPABJICHUS MEPCOHAJIOM, | TOKYMEHThl OpraHu3alud 1O BOMpPOCaM
OpraHU30BBIBATH yIpaBJICHUS TMEPCOHAIOM U pabOThI
JIOKYMEHTAI[MOHHOE KaJIpOBOM CITY>KOBI

COIMPOBOXKACHHUE U yUET 2. Ilpunumarp yudacTue B pa3paboOTKe

IITATHOTO PACIIMCAHUS OPraHU3alNN
3. Pa3zpabareiBath U o)OpMIIATH
JIOKQJIbHBIC JTOKYMEHTBI, 00eCreYnBaTh
JOKYMEHTAI[HOHHOE COITPOBOXKJICHHE
VIIPaBICHUS TICPCOHAIOM ©  PabOTHI
KaJIpOBOH CITY>KOBI

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucyunnuna «/Jokymenmayuonnoe obecneuenue ynpagieHusy 6xooum 6 0053amenvHyio 4acmo
yuebnoeo naamna Onoxa «ducyuniunvl, MOOYIU» OCHOBHOU NPOPeCcCUOHANbHOU 00pa3068amenbHOU
npoepammul (51.0.21).

Hannas oucyunnuna npedycmompena yueoHblM NIAHOM 8 3 cemecmpe no 04Hol popme 0byuenus,
6 4 cemecmpe no 04HO-3A0YHOU U 3A0YHOU Popmam 0byUeHUs.

[Ipy u3y4yeHHH NAHHOTO Kypca CTYAEHTBl ONHUPAIOTCS HAa 3HAHUS U YMEHHs, NOJY4YEHHBIE B
pe3ysibTaTe OCBOEHUS CIEAYIOIUX TUCIUIUINH:

"OCHOBBHI yTNpaBlIeHUsI IEPCOHATIOM"

3HaHUS U YMEHUSs, NOJIYUYECHHBIE B pe3yJibTaTe U3YUYEeHUs JaHHOM JAUCIUIUIMHBI, UCTIONB3YIOTCS B
MOCIEAYIOLIEM JUISl U3y4YEHUS:

"BolnosiHeHUE U 3aIIMTa BBITYCKHOM KBaTM(PUKAIMOHHON paboTh"

3. OFBEM JUCHUMIIJIMHBI B 3AYETHbBIX EJIUHUIAX C VYKA3AHUEM
KOJINYECTBA AKAJEMHUYECKHUX YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCSI C NPENOJABATEJEM (IIO0 BUJAM 3AHSATHI) U HA
CAMOCTOSATEJIBHYIO PABOTY OBYYAIOLIUXCSA

Ob6mas Tpya0eMKOCTh (00beM) TUCIUTUIHHBI cocTaBisier 3 3.e., 108 .



Ounas popma Quuo-3a0umas | 5, .. dopma
Bun yae6HO# paboThI P dopma P
3 ceMecTp 4 cemecTp 4 cemecTp

O01mas TpyA10eMKOCTb 1M CHUNITUHBI 108 108 108
KonTakTHasi padora, B TOM 4Yucie B
3JICKTPOHHOM MH(OPMALMOHHO- 56 38 8
o0pa3oBaTeJabLHOM cpelae (Bcero):
JlekuroHHbIE 3aHATHS 18 12 2
[IpakTHyeckue 3aHATUS 36 24 4
Koncynpranumn 2 2 2
CamocrosiTesibHasi padoTa 00y4arommxcst 43 66 9%
(BCero), B TOM 4HucJie:
dopMa NPOMeKyTOUHOM aTTeCTAlNH
o0yyaromerocs - 3a4eT 9 4 4

4. COILEPXAHUE JIUCHUIIVIMHBI,

(PA3JEJIAM) C

AKAJIEMUYECKUX YACOB 1 BUJIOB YYEBHBIX 3AHSITUI
4.1. Pa3gebl AMCUMILVIMHBI (MOXYJISA) M TPYA0EMKOCTH 110 BHAAaM Y4eOHBbIX 3aHATHH (B Yacax)

3 cemecTp, ouHasi popMa oOyueHus

CTPYKTYPUPOBAHHOE 110 TEMAM
YKA3AHUEM OTBEJEHHOI'O HA HHUX KOJMYECTBA

O06BeM yacoB (IO BUIaM YUEOHBIX 3aHSTHI)
KonTakTHas pabora (1o c< Koz
yUeOHBIM 3aHAITHSIM), Yac. g o MHIIIKATO
= a
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1. HopmaruBHO-MeTOaMYECKas OIK. 3.1
Oasa JOKYMEHTAI[MOHHOTO OHK_ 4‘ 1’
obOecneuenus ympasieHus B PD:| 12 8 4 4 4 OIIK 3'2’
UCTOpUST  BONPOCA, OCHOBHBIE OIK- 4.2
TEPMHHBI.
2. OpranuzanuoHHas OIIK. 3.1
JTOKyMEHTaIusi: TpeOoBaHUS K OHK_ 4' 1’
COCTaBleHUI0O © odopmieHuto.| 13 8 2 6 5 OTTK- 3'2’
TexHonorus paboThI c OIK- 4.2
JIOKYMEHTaMH.




3. PacniopsnurenbHas

JOKyMEHTaIus: Tpe60BaHI/I$I K ggi i}

coctaBiieHul0 # odopmienuro.| 14 8 2 6 6 OIIK- 3'2’

TexHosorust paboTHI c OITK- 4.2

JIOKyMEHTaMH.

4. CrpaBo4HO-UH(pOpPMAITMOHHAS

JOKyMEHTaIusi: TpeOOBaHUS K OIIK- 3.1,

cocTaBieHU0O U odopmieHuo.| 12 6 2 4 6 8%5 ;‘é

Texuomorust paboThI c OIK- 4.2

JIOKyMEHTaMH.

5. KagpoBas  noxkyMeHTauus: OIlK- 3.1,

TpeOOBaHUSI K COCTaBICHUIO U OIIK- 4.1,

0 OpMIICHHIO. Texuomorus 20 12 2 10 8 OIIK- 3.2,

paboOTHI ¢ TOKyMEHTAMH. OIIK- 4.2
OIIK- 3.1,

6. OcHOBHEIE MPUHLIUIIBI 14 6 ) 4 3 OIIK- 4.1,

OpraHu3aIi JOKYMEHTO000poTa. OIIK- 3.2,
OIIK- 4.2

7. HcnosHeHue  JOKYMEHTOB.

KonTpouib HWCTIOJTHEHUS

JOKYMEHTOB. DOpMBI KOHTPOJIS

VCIIOJTHEHUS JIOKYMEHTOB.

TunoBble ¥ WHIUBUAYAIbHbBIE

CPOKHM HCHOJHEHHUS JTIOKyMEHTOB. OIlIK- 3.1,

AHanu3 CTPYKTYpPHI OIIK- 4.1,

JIOKYMEHTO000poTA. 10 4 2 2 6 OIIK- 3.2,

CucreMbl 5JIEKTPOHHOTO OIIK- 4.2

JIOKYMEHTOO0O0pOTa:  MPOOJIeMBI

BHE/IPEHMs, MpPEUMYIIECTBa U

HEJOCTaTKU  HCIIOJIb30BAHUS B

JIOKYMEHTAITUOHHOM YIPaBJIE€HUH

OpraHu3aIen.

8. Cucremaruzanus JOKyMEHTHOU OIIK- 3.1,
OIIK- 4.1,

UHpOpMaLIUH. OneparuBnoe| 4 4 2 2 OIK- 3.2

XpaHEHHE JOKYMEHTOB H JICI. OIK- 4.2

BCET'O| 108 56 18 36 2 43 9

@opMBbI TEKYIIETO0 KOHTPOJIS — MOCEIIEHNE U padoTa Ha JIGKIIMOHHBIX U MPAKTUYECKUX 3aHATHIX
(cobecenoBanue, KOHTPOJIbHAS pad0Ta, KPYTJbId CTOJI M IUCKYCCHS), MUCbMEHHOE 3ajaHue (pedepar),
NpaKkTUYeCKoe 3a/1aHue (KEeHcC).

dopMa MPOMEKYTOUHON aTTECTALUN — 3a4ET.




4 cemecTp, O9HO-3a04Has (hopma 0OydeHHs

O6BeM yacoB (IO BUIAM YUEOHBIX 3aHATHI)

KonTakTHas pa6ora (110 o Koz
yueOHBIM 3aHATHSM), Hac. S5 MHIIIKATO
Paznen/Tema aucuuIuIMHEI, Bcero, 2 5 2 pa
) ) = o 2 S | mocTmke
coziep)KaHue yac. | Bcero, 2 = = £ | &
: = S E|Z = g 5 o| o |xommeren
2 s3| = & B S| = -
[} Q= E T > = o, I
S 8=l 28 2|8
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< e o
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1. HopmaTuBHO-MeTOnMYECKAS
6 OIIK- 3.1,
asa JOKYMEHTallMOHHOTO
OIIK- 4.1,
oOecnieuenus ymnpasinenusd B PO:| 10 4 2 2 6 OIIK- 3.2
UCTOpPHUSL  BOIIPOCA, OCHOBHBIE OIK- 4.2
TEPMUHBI.
2. OpranuzanyoHHast
. OIIK- 3.1,
JOKyMEHTalusi: TpeOoBaHUS K
OIIK- 4.1,
COCTABJIICHHIO U O(OPMIICHHIO. 13 6 2 4 7 OIIK- 3.2
TexHonorus paboThI c OIIK- 4.2
JOKyMEHTaMH.
3. PacniopsnurenbHas
. OIIK- 3.1,
JTOKyMEHTAIusA: TpeOOBaHUA K OIK- 4.1
COCTaBJIEHUIO M O(OPMIICHUIO. 13 4 4 9 OIK- 3'2’
TexHonorus paboThI c OIIK- 4.2
JIOKYMEHTaMH.
4. CrnpaBouHo-
uH(pOopMaLOHHAas OIlK- 3.1,
JTOKyMEHTaIusi: TpeOOoBaHUS K 13 4 ) ) 9 OIIK-4.1,
COCTaBJICHUI0 U O(QOPMIICHHUIO. OIIK- 3.2,
TexHomorus paboThI c OIIK- 4.2
JIOKYMEHTaMH.
5. KagpoBas gokyMeHTalus: OIlK- 3.1,
TpeOOBaHUS K COCTAaBICHUIO U 16 4 4 12 OIIK-4.1,
0 OpMIICHHUIO. Texnonorus OIlK- 3.2,
paboThI ¢ JOKYMEHTaMH. OIIK- 4.2




6. OcCHOBHEIE TIPUHITUTIBI OIIK- 3.1,
OIIK- 4.1,

OpraHu3auu 16 4 2 2 12 OIIK- 3.2

JIOKYMEHTO000poTa. OIK- 4‘2’

7. HcnonHeHue IOKYMEHTOB.

KonTposnb UCIIOJTHEHUS

JTOKyMEHTOB. DOpMBI KOHTPOJIsS

UCIIOJTHEHHUS JIOKYMEHTOB.

TunoBele W WHIWBUIYyaTbHBIC

CPOKHU HCIIOJIHEHUS TOKYMEHTOB. OIlK- 3.1,

AHanu3 CTPYKTYpBI OIlK- 4.1,

JOKYMEHTO000pOTAa. 15 6 2 4 ? OIIK- 3.2,

Cucremsl 3JIEKTPOHHOTO OIIK- 4.2

JIOKYMEHTOO00pOTa: TPOOIEMBI

BHEJIPEHUs, NPEUMYIIECTBA U

HEJOCTaTKU HCIONb30BAHUS B

JIOKYMEHTAIMOHHOM

yIpaBICHUHN OpraHu3aluei.

8.CucremaTusanus OIlK- 3.1,

JIOKYMEHTHOMN nH(pOpMaLUH. 3 6 ) P ) ) OIlK-4.1,

OnepatuBHOE XpaHeHue OIIK- 3.2,

JIOKYMEHTOB M JIE]I. OIIK- 4.2

BCEI'O| 108 38 12 24 2 66 4

@OopMBI TEKYIIETO KOHTPOJIS — MOCEHIeHNE U padoTa Ha JIGKIIMOHHBIX U MPAKTUYECKUX 3aHATHIX
(coOecenoBanue, KOHTPOJIbHAs paboTa, KPYIJIbIA CTON M JUCKYCCHs), MUCbMEHHOE 3agaHue (pedepar),
[IPaKTHYECKOE 3aaHne (Kelic).

dopMa MPOMEKYTOUHON aTTECTALUN — 3a4ET.




4 cemecTp, 3a0uHas hopma 0OydeHHs

O6BeM yacoB (IO BUIAM YUEOHBIX 3aHATHI)

KonTakTHas pa6ora (110 o Koz
yueOHBIM 3aHATHSM), Yac. S5 HHAUKATO
P .- A pa
asJien/TeMa JUCLMILINHEI, Bceero, = o 2
) ) = o 2 S | mocTmke
coziep)KaHue yac. | Bcero, 2 = = £ | &
< | E | ¥ x| 5 |3 4| B HUSL
yac. S s £ Bl Z
§ o E|lQE = 5 o| © |kommereH
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o a8 gl B T > = & I
S8l 58 2|8
O o @)
< e o
= = B
1.  HopmaruBHO-MeTOIMYECKAs
Oaza JIOKYMEHTALIMOHHOTO ggg i } ’
obecrieuenus ymnpapiaenus B P®:| 10 2 2 8 OLK. 3.2,
UCTOpPUSL  BOIIPOCa, OCHOBHBIE OIIK- 4' 2’
TEPMUHBI. .
2. Opranu3zanuoHHas
JIOKYMEHTalus: TpeOOBaHUA K ggi i}
coctaBieHuo U odopwieHuro.| 13 2 2 11 OHK: 3'2’
Texnonorus paboThI c OIK- 4.2
JIOKyMEHTaMHU. '
3. PacniopsnutenbHas
JIOKYMEHTAlus: TpeOOBaHUA K ggi i}
coctaBneHuro u odopmienuto.| 13 13 OHK: 3'2’
Texnonorus paboThI c OIK- 4.2
JIOKYMEHTaMH. '
4. CrnpaBo4HO-HH(pOpPMAIIMOHHAS
JIOKYMEHTalus: TpeOOBaHUA K ggi i}
coctaBiieHut0o u odopmienuto.| 13 13 OHK: 39
Texnonorus paboThI c OIK- 4.2
JIOKyMEHTaMHU.
5. KagpoBas  goxkyMeHTanus: OIIK- 3.1,
TpeOOBaHUS K COCTABICHHUIO H 17 17 OIIK-4.1,
0 OpMIICHHUIO. Texnonorus OIlK- 3.2,
paboThI ¢ JOKYMEHTaMH. OIIK- 4.2




OIIK- 3.1,
6. OcHOBHEIE MIPUHITUTIBI 17 17 OIIK- 4.1,
OpraHu3aIH JOKYMEHTOO00pOTa. OIIK- 3.2,

OIlK- 4.2
7. HcnoiHeHue JOKYMEHTOB.
KonTpouib HCTIOJTHEHUSA
JOKYMEHTOB. POpMBI KOHTPOJIS
WCIIOJTHEHUS JIOKyMEHTOB.
TunoBble W UHAUBUAYAJIbHBIE
CPOKH HCIIOJIHEHHUS JOKYMEHTOB. OIIK- 3.1,
Ananus CTPYKTYPHI| 5 2 2 13 OIIK- 4.1,
JIOKYMEHTO000pOTA. OIlK- 3.2,
Cucremsbl 3JIEKTPOHHOTO OIIK- 4.2
JIOKYMEHTOO00pOTa:  MPOOIIeMBI
BHEJIPEHUsl, MpPEUMYLIECTBA U
HEJOCTAaTKH HCIOJb30BaHUS B
JOKYMEHTAllMOHHOM YIPaBJICHUU
OpraHu3aIen.
8. CucreMaru3aius JOKyMEHTHOM OIIK- 3.1,
OIIK- 4.1,
UHpOpPMaLINH. OnepatuBHoe| 6 2 2 4 OIK- 3.2,
XpaHEHUE TOKYMEHTOB U JEl. OIK- 4.2
BCEI'O| 108 8 2 4 2 96 4

@opMBI TEKYIIETO KOHTPOJIS — MOCEHIeHNE U padoTa Ha JIGKIMOHHBIX U MPAKTUYECKUX 3aHATHIX
(coOecenoBaHue, KOHTpOJIbHAs paboTa, KPYIJIbId CTON M JAUCKYCCHsI), MUCbMEHHOE 3agaHue (pedepar),
[IPaKTHYECKOE 3aaHue (Kelic).

dopMa MPOMEKYTOUHON aTTECTALUN — 3a4ET.

4.2. CopeprxaHue JMCOUILIMHBI, CTPDYKTYPHPOBAaHHOE 0 pa3jesaM (TeMaMm)

Tema 1. HopmaTuBHO-MeTOAMYeCKAas 0232 JOKYMEHTAMOHHOT0 o0ecnieyeHns ynpapiaenus B P@D:
HCTOpHS BONPOCA, OCHOBHbIE TEPMHUHBI.

JlekunoHHbIe 3aHsATHA 1.

HcTopusi BOSHUKHOBEHUS U Pa3BUTHS YIPaBIEHUYECKOW NOKyMeHTaluu. J[emonpousBoacTBO B
JIPEBHEPYCCKOM  TOCYAApPCTBE. IIpukazHoe  [1€JI0NpPOU3BOJCTBO. Cucrema  KOJUIEKCKOIO
nenonpou3BojacTBa. CucteMa MHHUCTEpCKoro paenomnpousBojcTtBa XIX-nawana XX BB. Hcropus
YIPaBIEHUS U JEI0IPOn3BoACTBa B XX BEKE.

Joxyment. HOpuanueckass cuna gokymeHTta. PopMyisip JOKyMEHTAa. biaHkW JOKyMeHTa.
JlokyMeHTO0000pOT U JoKyMeHTonoToku. Jleno. Homenknarypa aen. XpaHeHue JokyMeHTOB. OCHOBHBIE
MOHSITHS U TIOJIO’KEHUS IO JOKYMEHTUPOBAHUIO YIIPABIECHUYECKON JESITeIbHOCTH.

3akoHonaTenbHbIe akThl PO B cdepe nnpopmanuu u gokymeHTanuu. Ykassl [Ipesunenta PO u
noctaHoBieHus [IpasurenscrBa PO. HopmaTuBHbIe nipaBoBble akThl PockoMapxuBa. ['ocytapcTBEHHbIE
CTaHJApThl HAa JOKyMEHTAlMI0. YHUHUKAMSA U CTaHJApTU3AIMs YIIPABIECHUYECKUX JOKYMEHTOB. Bumabl
JOKYMEHTOB M UX KJlaccu(uKanus.




IIpakTuyeckue 3anaATus 2.
«HMcTopusi BOSHUKHOBEHHUS U PAa3BUTHS YIIPABICHYECKON JOKYMEHTAL[UN».

Ha xaxp1it Borpoc Heo0x01uMo chopMyIHpOBaTh Pa3BEPHYTHIE OTBETHI:
Bomnpocs! 1t o0cyxaenus
1. OrpaxkeHue BOMPOCOB JOKYMEHTHUPOBAHHUSA, COCTaBICHHS U OGOpPMIICHHS JIOKYMEHTOB B
3aKOHO/IATENIbHBIX U HOPMATUBHBIX aKTaX.
2. llonarue opuruHama JIOKyMeHTa, ero mnpusHaku. llogmuHHOCTH AokymeHTa. llonsatue
CIOJTTUHHUK.
3. [lonnuHHBIE U MOUI0KHBIE IOKYMEHTHI. Buibl ¢anbcuduxay 10KyMEeHTOB.
. [lonsiTHEe «xoOmUs JOKyMEHTa». BUabl KONUM.
. [lopsnok opopmienus konuid. FKOpuandeckas cuia KOMui.
. bnank nokymenTa. Buabl 071aHKOB.
. CocTaB OnaHKa, MOPSAOK PACHOJIOKEHUSI PEKBU3UTOB B OJIaHKE.
. biiaHku ¢ yrJIOBBIM U IIEHTPOBaHHBIM PACIIOIOKEHUEM PEKBU3UTOB.
9. OcHoBHBIE TIPaBUIIa KOHCTPYUPOBAHUSI OJTAHKOB.
10. branku ¢ w300pakeHHEM TOCYIAapCTBEHHOrO repba, repba cyOwekrta denepanuu, repbda
MYHUIIUINIAJILHOTO 00pa30BaHUsl.
11. ABTop nokymenrta. [lopsimok 0003HaUEHUSI HAMMEHOBAHKS OPraHU3alMU-aBTOPa JOKYMEHTA.
12. CnpaBo4HbI€ JaHHBIE 00 aBTOPE, UX COCTAB, pa3MeIIeHnEe Ha OJaHKe.

03N Dn K

B xon1ie npaktudyeckoit paboThl HEOOXOIUMO CPOPMYITHPOBATH 0OOOIIAIONINNA BHIBOJI.

Tema 2. Opranu3anuoHHast JOKYMEHTAIUA: TPeOOBAHUS K COCTABJIECHHIO M 0()OPMJIEHHIO.
TexHosiorust padboThl ¢ JOKYMEHTAMHU.

JleknuoHHBIe 3aHATHSA 1.

Opranu3zaliioOHHO-TIPaBOBas TOKyMEHTAlMs: 00IIast XapaKTepUCTHKa U crielu(prKa JOKYMEHTOB.
Pa3paboTka u yTBep>KJIeHNE KOMILIEKCa OPTraHU3allMOHHO-TIPABOBBIX TOKYMEHTOB: YCTaB, MOJIOKEHUE 00
OpraHu3aly, CTPYKTYPHBIX MOJAPA3AEICHUSAX, KOJJIETHAIbHBIX U COBELIATEIbHBIX OpraHax; IITaTHOE
pacrucanue; HHCTPYKIIMH 110 OTAEIBHBIM BUIaM JESTEIHbHOCTH; T0KHOCTHBIE HHCTPYKIIHH.

IpakTuyeckue 3aHATHSA 2.
HenoBas curyarusi: OTKpbITHE COOCTBEHHON (hUPMBI
(dbopma coOCTBEHHOCTH Ha BBIOOD).

[IpakTHdeckoe 3aHsITHE MPOBOJUTCS B MHTEPAKTHUBHOW (OpME C MUCHOIH30BAHUEM KOMAHIHOTO
METO/Ia BBITIOJHEHUsS 3aJlaHusl C pasrpaHU4YCHHEM (YHKIIMOHAIBHBIX OOS3aHHOCTEH CTYACHTOB TP
BBHITIOJTHEHUH 3aJaHUsl. 3aTeM yCUJIUs OOBEAMHSIOTCS, M OPraHU3yeTCsl aKTHBHBIA TUAIIOT CTYICHTOB C
MpernoaBaTesieM M MEXIy COOOW sl MOJBENCHUS WTOTOB M TPHHSTHS PEIICHUs, YTO IO3BOJSET
pa3BUBATh HABBIKM KOMAaHIHON paObOThI, MEKIMYHOCTHOW KOMMYHHUKAITUHU U IPUHSITHSI PEIICHUN.

3amaun:

1. IIpaBuibHO OPOPMHUTH NENOBYIO HOKyMeHTanui0 (Y CTaB, MPOTOKOI O CO3/IaHUH, JOTOBOP 00
VUpeXKJACHUHU, IITAaTHOE paclucaHue, OOmMi OJaHK OpraHu3aluH, TMPOJOJIBHBIM OJIaHK THChMa
OpraHMu3aIy Ha ABYX s3bikax) coriaacHo ['OCT.

2. IlpogeMOHCTpUpPOBATh MOJYYEHHBIE paHEE TEOPETUUYECKHE 3HAHWUS MYTEM BBINOJHEHUS
3aJaHuH.

3. 3akpenuTh paHEEe HW3Y4YEHHBIE MpaBWia NPO(PECCHOHATHLHOTO JACIIOBOTO JTHKETa, IyTeM
pEeLIeHUs] CUTyallMOHHBIX 3a]1a4.



[Ipennaraemast AenoBasi Urpa pa3BUBAET HABBIKK PAOOTHI ¢ JOKYMEHTAMU IO JUYHOMY COCTaBY
(cocraBienue, opopmiieHue). ITO HanbOJIEe TUIINYHBIN (PparMeHT TPYIOBOU AEATEIbHOCTH, TPEOYIOMUit
CHUCTEMHOI'0 IPUMEHEHUsT YMEHUN W HaBBIKOB, KOTOPBIMU JOJDKEH OBJAJNETh cTyaeHT. ConepkaHue
JIEJIOBOM MIpbl IPEIIOJAraeT HaJIM4yue JOCTAaTOYHOI'O YpPOBHS IOJITOTOBKH CTYJEHTOB HE TOJIBKO B
o0JacTu Je0onpou3BOJICTBA, HO U B IPYTUX cepax.

[TocnenoBarenbHOCTh BUJOB Y4EOHOM 1EATENBHOCTH:

1. JlemoBast urpa.

2. AHaiu3 BBITIOJIHEHHBIX 3aJaHUH.

[IpakTnueckoe 3ananue:

(] onpeneneHne CTyAeHTOM Cepbl TPYAOBOU IEATETHHOCTH YCIOBHO CO3/IaHHON (PHPMBI,

[] pa3zpaboTka 1 ohopmiIeHHE TOKYMEHTOB.

B Havane urpsl rpynna pa3ouBaeTcs Ha OJHOTHUITHBIE MTOATPYIIBI C TUIIOBBIMU POJISIMHU (5 Tpymi
no 5 4YenoBeK B KaxIoi), ndaeTcs wucxoaHas wuHGOpMalus O JeJIOBOM HUrpe, OTpakaromas
IIOCJIEZI0BATEIBHOCTD M XapakTep AEUCTBUsI UIpoKOB. Ilocie 3TOro cTyneHThl, cleays METOAUYECKUM
yKa3aHUAM, pabOTaIOT ¢ UTPOBOM JOKYMEHTAIUMEH U PEIIaloT MPAKTUYECKUE CUTYAIUH.

[ToaroroBka Urpsl.

PykoBonuTenb Urpsl (MpenojaBaTelib):

(] pa3bsICHAET IIPABUIIA U TOPSAOK IEUCTBUM E€IIOBOM UI'PHI.

YyacTHUKH UTpPHI (OHA KOMaHa) — 3TO 5 yupeauTeNnel yCIOBHO CO3TaHHON (DUPMBIL:

(] npuAyMbIBalOT Ha3BaHUE YCIOBHO CO3/JaHHOM (UPMbI, MCXOJsl M3 OCHOBHOIO BHJA
JIeATEeIbHOCTH, KOTOpask MPOINKUCAHA B KAPTOUKE-3aJaHUH;

] ompenemnsroT IOMOJIHUTENFHBIE BUIBI JACATEIBHOCTH YCIOBHO CO3JaHHOW (PUPMBI, TONB3YSICHh
tabauueit coorBercTBust OKBO/I;

] mpuIyMBIBalOT MECTOHAXOXKACHUE YCIIOBHO CO3JITAHHON (PHPMBI;

] onpenenstoT Y CTaBHOM KamuTall yCJIOBHO CO3/1aHHOMN (DHPMBI;

] onpenensioT MPOLEHTHYIO JIOJII0 Y4acTUs Ha KaX/10r0 yUpeIuTes;

] onmpenensoT pyKOBOJUTEINS YCIOBHO CO3AAaHHON (DUPMBIL;

[ m3ywaror ['OCT u mabinons! s opopMileHUsT HEOOXOJUMONW JOKYMEHTAIUH JUIsl YCIIOBHO
CO3JIaHHOH (UPMBI;

[J pa3pabaTbIiBalOT U OQOPMIISIIOT JOKYMEHTBI, 3apaHee pacHpelesuB, KTO 32 KaKOH JOKYMEHT
oTBevaeT (pacmpezenseT BbIOpaHHBIH pykoBoauTenb): (YcTaB, MPOTOKOJI O CO3JaHMM, JOTOBOpP 00
YUPEXKJIEHUH, IUTATHOE paclucaHue, OOMmMH ONaHK OpraHu3aluy, OPOAOJIbHBIA OJIaHK MNHCbMa
OpraHu3aliM Ha JIBYX S3bIKax);

(] pyKOBOJUTEH YCIIOBHO CO3/IaHHON (PUPMBI (BBIOOP CTYJIEHTOB) 3aBEPSIET BCE IOKYMEHTHI CBOEH
HOJIHUCHIO.

B unTepecax co3gaHus 0OCTAaHOBKHM COCTSA3aTEILHOCTH B IPOLIECCE JEIOBOW WIPHI CTYIAEHTHI
HaOUPaIOT ONpeielIeHHOE KOJINYECTBO OaIOB MO NATHOAIBHOM 1IKaie 3a KaxX/Ibli pa3paboTaHHBbIHI
JIOKYMEHT, pe3y/bTaT CyMMHPYETCS.

3a abCOMIOTHO BEPHBIA COCTABJICHHBIM U OQOPMIICHHBIN JOKYMEHT — 5 6ayuioB; 2 omubku — 4
Ooayuta; 3-4 ommbOku — 3 Oana.

[IpenonaBatens pa3dupaeT AEIOBYIO UIpY, MOABOAMT HMTOTH, OLIEHHMBAET pPabOTy CTY/EHTa,
KOMaH/bl, ONpenesieT moOeauTeNs U OrJlaliaeT pe3yiapTaThl. Takke IpenojaBaTesib XapaKTepU3yeT
YpOBEHb KBaJM(PHUKAIMK CTYIEHTOB IO BBIOJHEHHOH KOMaHAaMu paboTe, OleHHBas padoTy KaxKaoi
KOMaH/Ibl M Y4aCTHHKA KOMaH/Ibl, OTMEYAEeT JTy4IIHX.

VYcnoBus Urpel OTpakarOT XapaKTEPUCTUKY PpEeaIbHOro IPOLEcca TPYAOBOH JEATEIBHOCTH
YyeJloBeKa.

Heo6xoaumo:

[ opraHn3oBaTh padOTy KaXXJI0OT0 YYaCTHHKA JIEJIOBOM UTPbl U KOMaHIbI;

(] mpoaHaIu3upoBaTh NPABUIBHOCT COCTABIIEHUS KaXA0I0 JOKYMEHTA;

[ ohopMUTh BCE HEOOXOAUMBIE IOKYMEHTBHI.

Hror urpsl.

Ompenensercss KOMaHJa-MOOEIUTENh, B COOTBETCTBHM C CYMMOW HaOpaHHBIX OaJyioB.
XapakTepus3yercsi ypoBEHb IOATOTOBKH CTY/AEHTOB.



Tema 3. PacnopsiaurejbHAasi JOKYMEHTAIUA: TPEOOBAHUSA K COCTABJIEHUIO U 0(DOPMIICHUIO.
TexHonorust padoThl ¢ JOKYMEHTAMH.

JleknuoHHble 3aHATHA 1.

PaCHOpHI[I/ITeJIBHaSI JOKYMCHTalUs. OcCHOBHOE Ha3HAYEHUE paCHOpHHHTCHBHOﬁ JOKYMCHTAIUH.
[TpaBuna cocraBieHUss U O0GOPMIICHHUSI OCHOBHBIX OPraHU3alMOHHO- PACIOPSAIUTENbHBIX JOKYMEHTOB,
IOPUIMYECKAE OCHOBAHMS, CTPYKTypa TeKCTa W mpormenypa usnanus. CocraBieHue U OQOpMIICHHE
MPUKA30B, IOCTAHOBIICHUH, PACTIOPSKEHU U T.JI.

JIOKyMEHTUpOBaHHE B  €JMHOHAYAIBHOM  ympaBieHuu. JloKyMeHTHpoBaHHE  PabOTHI
KOJUIETHAJIbHBIX OPTaHOB.

IIpakTuyeckue 3anaATus 2.

[TpaBumna opopmiieHHs yIpaBIeHYECKUX (OpraHU3alMOHHO-PACTIOPATUTEIbHBIX) TOKYMEHTOB.

Bomnpocs! 11 o0cyxaeHus

VYkazanue BUAA TOKyMEHTa, €r0 MECTO M Ha3HaueHHe B (GOpMYJsipe JOKYMEHTa. 3aBUCHMOCTb
dopmbl JoKyMeHTa oT ero Buga. O6o3HaueHue aapecara. [IpaBuia HanucaHus ajpecara i MECTO yKa3aHHs
azpecara B popmyisipe qokymeHTa. [lopsmok odopmiteHus: TOKyMEHTa ¢ HECKOJIBKUMH aJjpecaTaMu.

Jlata nokyMmMeHTa. 3HayeHHE JaTUPOBAHUSA JOKyMEHTa. ABTOpPCKHE JaThl (COCTaBJIEHHE,
MOJIUCAHUE), JaThl, OTHOCSILUECS K COAEpKaHMIO. J[aThl, XapaKTepU3ylollue JIEMEHTHl (popMyspa.
Hatbl 06paboTku JokyMeHTOB. [Topsaok odopmiieHus nat.

[IpaBuiia nprCBOEHUSI PETUCTPALIMOHHOIO HOMEPA TOKYMEHTA.

IIpy nOArOTOBKE K 3aHATHIO CTYJIEHT JOJDKEH:!

* U3Y4YUTb TEOPETUYECKUE MTOHATHUSA:

1. Yuudukanus nokymeHToB. BHyTpuBHoBas yHudukanus.

2. CBs13b BUJIOB JIOKYMEHTOB U (DYHKIMI YyIIPaBIEHUSI.

3. OcobeHHOCTH OpraHU3alMOHHO-PACIOPSAUTENIBHBIX T0KYMEHTOB.
4. CocraBnenne 1 oopMIICHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB

JlaHHas mpakTHYecKkas paboTa SBIsSeTCs MPOAOKEHUEM PAaKTHYeCKoi paboThr Ne2.

YyacTHUKM UTpel (OJHAa KOMaHJa) — 3TO 5 YydpeauTeseld YCIOBHO CO3/JaHHON (UpPMBI B
pakTU4ecKkoit padote 2.

3aganue:

1. CocraBieHue u odopMICHHE paCHOPSIIUTEIbHBIX JOKYMEHTOB CO3JaHHOW (UPMBI
(pacniopsiKeHMsl, yKa3aHusl, IPUKa3bl, BBHIIIUCKH).

2. JIOKyMEeHTUpOBaHHE JESATEIbHOCTH KOJUIErHalbHbIX opraHoB. CocTaBiieHHMEe U OQOpMIICHHE
IIPOTOKOJIOB, PEILICHUM.

Tema 4. CnipaBo4HO-UH(POPMALMOHHAN TOKYMEHTAIUA: TPeOOBAHUS K COCTABJIECHUIO U
opopmienuro. Texnosorus padoTsl ¢ AOKYyMeHTaMH.

Jlekunonnsble 3ansaTH 1.

CrnpaBouHO-UH(OPMAIIMOHHBIE JOKYMEHTBHI, WX Ha3Hau€HHE, COCTaB U oQopmieHHE (aKThl,
JIOKJIA/IHbIE U 00BSCHUTEIbHBIE 3aMUCKHU, TEJIErPaMMBbl, Tele(OHOrpaMMBl, CIIPABKH 110 INYHOMY COCTaBY
U TI0 OOLIMM BOIIpOCaM, OTYETHI, MPOTOKOJIbI, 3asBJICHUS PEACTABICHUS).

[Tonatue 06 oduIMANTBEHO-IENOBOM CTHIIE. SI3BIK U CTUJIb CIY)KEOHBIX JAOKyMeHTOB. OOriue
PEKOMEHIAllMU 10 CTHJIMCTHYECKOMY O(hOpMIIEHHIO JAenoBoro nucbMa OcoOeHHOCTH O(UIHATBHOTO
nenoBoro ctuist. O0mas KiaccupuKams IeI0BbIX MTHCEM.

Jenosas nepenncka. OCHOBHBIE 3JIEMEHTHI CTPYKTYPBI AEJIOBOTO MTACHMA.

OTarnsl MNOATOTOBKU TEKCTOBBIX JOKYMEHTOB: HAa0Op, pelakTUpOBaHKE, 0(hOpMIICHHE.



IIpakTuyeckue 3anaATus 2.
Cocrasnienue u ohopmIIeHUE CITY>KEOHBIX U JIEIOBBIX MUCEM Pa3IMYHOTO HA3HAYCHMSI.

3ananue: OOpaTuTe BHUMAaHKE Ha COCTaB PEKBU3UTOB, BKIIIOYaEMbIX B TUCHMO, U PEKOMEHIyeMbIe
peueBbie 000poThl. Hemocratomue ganupie (Mo 3HAaYSHUSIM PEKBU3UTOB M KOHKPETHBIM 00CTOATEIbCTBAM
CUTYyaluil) OMpe/IeIUTEe CAMOCTOSTENILHO.

I. CocraBbre nucbmo-u3BenieHue 3apeueHckoro HITAO «Crankonpom» HoBoky3neukomy ITAO
«CTtpoitapMaTrypa» 0 IpUYMHaX 33J€P>KKH MOCTABOK MAIIUH U 000PYJOBaHHUS.

II. CocraBbre oT umenu Gupmsl «OducCrap» HHPOPMALMOHHOE MUCHEMO O TPOJIAXKE YACTHBIM U
rOCYy/IapCTBEHHBIM MPEANPUATHSIM O(UCHOTO O00OpyHOBaHUS IO JIOTOBOPHOM CTOMMOCTH U O
BO3MOXXHOCTH ITPUHUMATh 3aKa3bl HA MPOEKTUPOBAHKE AHU3aiiHa O(DUCOB.

III. CocraBpTe MNHCHMO-NPUTIAIIEHUE OpraHu3alMoOHHOr0 KoMmuTeTa «Kpokyc OIKkcmo» ¢
IPEJIOKEHUEM IOCETUTh CHELUAIN3UPOBAHHYIO BBICTaBKY «MeXIyHapoHas BbICTaBKa JTOMAIIHETO
TEKCTWJISI U TKaHEeH st ohopMIiIeHHS HHTepbepay. BricTaBka mpoxoaut ¢ 24 mo 26 centsops 2021 r. B
naBwiboHe 1 (3aibl 2, 3 u 4) BRICTaBOUHOTO KoMILiekca «Kpokyc Dkcroy.

IV. CocraBbre rapantmitHoe nucbMo I[TAO «Bomokanam» mis HITAO «CantexmpoekT» 00
OKa3aHWU TEXHUYECKOW IOMOIM B pa3paboTke pabouux uepTeked HacocHoM craHuuu. [TAO
«Boiokanam MpoCHUT MPOU3BECTH 3Ty pabOTy HEMOCPEACTBEHHO Ha €0 TEPPUTOPHUH.

V. CocraBpTe NHUCHMO-3aMPOC OOMIECTBEHHON OpraHu3anuu «Jlpy3bsi >KUBOTHBIX» B aJpec
tunorpaduu uznarenscrsa «lIpocsemnienner 0 BO3MOKHOCTH BBIIIOJIHUTD 3aKa3 Ha M3TOTOBJICHHE OJTaHKOB
ydeTa ¥ OTYETHOCTH U COOTBETCTBYIOIEE TUCbMO-OTBET O COIJIACHHU.

VI. CocraBbTe mnUCHBMO-0TKa3 pykoBojcTBa (upmbel «lIpemuym» (Biazenbiia OQHUCHOTO
KoMmIuiekca) HoBOCEIOBCKOMY Hay4HO-TEXHHYECKOMY MPEINPHUATHIO I10 BOIPOCY IPENOCTaBICHUS
JOTIOTHUTEIIBHBIX IUIOIIACH ISl paciiupeHus oduca. YKaxuTe NPUUUHY OTKa3a.

VII. CocraBbre pexomenaarenbHoe nucbMo ManbueBoid Mpune IlaBioBHe 1is 3aHsATHA
JOJKHOCTH DKCIEepTa MO KPEAUTHO-(PHUHAHCOBBIM OIEPalUsIM B KOPIOPATUBHOM CEKTOPE.

Tema 5. KaapoBasi fJokyMeHTauus: TPeOOBaHUA K COCTABJIEHHIO U 0OpPMIIEHHIO.
TexHoJiorust padoThl ¢ JOKYMEHTAMHU.

JlekunonHble 3ansaTH 1.

Jlenonpou3BoACTBO MO JIUYHOMY cocTaBy. DyHKIMM oTAeNa KagpoB. O0s3aTeabHbIE JOKYMEHTHI
KaZpoBOH CIyXObl. JIOKyMEHTHI 110 JTUYHOMY COCTaBY: 3asBIICHHE O TpHUEME, YBOJbHEHHH, TIEPEBO/IC;
TPYZOBBIE JIOTOBOPBI; MPHKa3bl MO JUYHOMY cocTaBy. [IpaBOBbIe acleKThI 3aKJIIOYEHUS, U3MEHEHUS U
IpeKpaleHus IeHCTBUS TPYIOBOTO JIOTOBOPA.

TpynoBas kHmxkka. IlpaBuia 3anonHeHus. BHeceHue HM3MeHEHUIl B cBeJeHHMS O pabOTHHKE.
Jy6nukat. CBenenus o padbore. Harpaxxaenus. YBonbHeHHE. YUeT U XpaHEHHUE TPYAOBBIX KHIKEK.

OTBETCTBEHHOCTH 332 HECOOIOACHUE MOPAAKA BEJCHNUS TPYJOBbIX KHIDKEK. JIMuHas kapTouka U JIMYHOE
neno. Paznensl nuyHoit kapTouku. OcHoBaHMe [1s 3anofHeHus. OdopmieHne TnYHoN KapTouku. Cpoku
XPaHEHUs JIMUHBIX KopTouek. JInuHoe neno.

IIpakTHYeckune 3aHATHSA 2.
Jenosas urpa: «/JokyMEeHTHpOBaHUE IIPOLIECCOB YIIPABICHUS»

JlenoBas urpa (cutyatysi) IPOBOJUTCS C LIETBIO 3aKPETJICHUS] TEOPETUUECKUX 3HAHUI CTY/IEHTOB
0 paccMarpuBaeMoil mpoOjeme, pa3BUTHS HABBIKOB KOMaHAHOH palOThl, MEXIMYHOCTHON
KOMMYHUKAIIUH, IPUHITHS PEIICHUH, JINJEPCKUX Ka4eCTB.

Lens nenosoil urpel. IIpoBepuTh M OLIEHUTH YPOBEHb TEOPETHUECKOMN MOATOTOBKH CTYIECHTOB,
3aKpenuTh MPAKTUYECKUE HAaBBIKM B OO0JACTH JOKYMEHTHUPOBAHHUS YIPABJICHYECKOW NEATEIbHOCTH
OpraHu3aluii, TpeanpusaTHii, GUpM pa3HbIX (GOpM COOCTBEHHOCTH W BUJAA AEATENbHOCTU. [IOHATH poib
JIOKYMEHTOB U X 3HAaYE€HHE, KaK MPaBOil OCHOBHI JESATEIbHOCTH CaMOW OpraHU3alll1, TaK U COTPYAHHUKOB,
U Kak 0a3bl CO3/JaHUs PALMOHAIBHOTO JOKYMEHTALIMOHHOTO 00eceueHusl.



JlenoBast cutyanus: opopmieHue Ha padoTy.

Lenb: hopMupoBaHUEe YMEHHI U HABBIKOB PaOOTHI C JOKYMEHTAMH TPYIOBOTO IMKIIA - IPUEM Ha
paboTy, mepeMeIIeHne U yBOJIbHEHHE paOOTHUKA.

[IpakTueckoe 3ananue:

[J coctaBiieHue ¥ npaBuibHOE opopmiieHre TPOhEeCCHOHATBLHOTO PEIIOME;

] cobecenoBaHNE U IPUHATHE PELLCHUS;

[J MOArOTOBKA TOKYMEHTOB, HEOOXOAUMBIX JUIS TPYAOYCTPOMCTBA:

aBTOoOMOTpadusi, XapaKTePUCTUKA; 3aI0THCHUE aHKETHI,

[] moka3 mpolecca JBHXKEHUS COTPYIHHKOB B mepuoj paboTel B (GupMe 0 HHUIIUATUBE
PYKOBOJUTEIS MITH 110 JIMYHOU TpockOe;

[J cocTaBiieHUE MPOEKTa MpUKa3a 10 JIUYHOMY COCTaBY.

Hror urpsl.

CocraBieHue M oQopmieHHE NPOPECCHOHATIBHOIO pe3loMe, 3asBIEHHUM, aBTOOMOrpaduu,
XapaKTEPUCTHKH, TPUKa3a MO JUYHOMY COCTaBy. DTH JTOKYMEHTBHI M COCTaBSAT OCHOBY O(OpPMIICHUS
TPYAOBOH JIeATENbHOCTH CTyAeHTa. Onpenensercs nodeauTenb. XapaKTepu3yeTcsi ypoBeHb MOATOTOBKU
CTYIEHTOB.

IIpakTuyeckue 3ansarus 3.

Bompocsr 1uist 06cyxieHus:

1. Kak ocymectBiser rpaxkaanamu Poccuu nipaBo Ha Tpya?

2. Kakue noKyMeHTBI NpeabsBISIIOTCS pU opopMIIeHHH Ha padboTy?

3. Kakue BB 3asBICHUI MO JUYHOMY COCTaBY BaM U3BECTHBI?

4. Yem OTIUYAIOTCS MPUKA3bl IO OCHOBHOM EATEIHLHOCTH OT MIPUKA30B MO JIMYHOMY COCTaBY?

5. Kakue pa3HOBUIHOCTH MPUKA30B I10 JINYHOMY COCTaBY Bbl 3HaeTe?

6. Kakue tpeGoBaHus MPenbABISAIOTCA K OQOPMIICHHIO PEKBU3UTOB MPHKA30B M0 JTHYHOMY
cocraBy Ha [1K?

7. B uem mpeumyinecTBa YHUGUIUPOBAHHBIX (OPM JOKYMEHTOB IO OOECIEUCHHIO KaJpamu
OpraHOB IOCY/IapCTBEHHOI'O yIIPaBICHUS?

[IpakTrueckue 3agaHus:

1) CocraBbTe 3asBJICHHE O TIpHEME Ha PabOTy

2) CocraBbTe 3asBJICHHUE O MPEIOCTABICHUU OTIIYCKa: O4epeaHOro, yueOHoro, 6e3 coxpaHeHus
COJIepKaHUS.

3) CocraBbTe 3asBieHHE 00 YBOJIbHEHUH.

4) Ha ocHOBaHMH COCTaBJICHHOTO 3asBJICHUS O MpueMme Ha paboty (3amanue Nel) cocraBbTe U
odopmure Ha [1K npukas o npueme Ha paboty. Henocraromue pekBU3UTHI BO3BMUTE U3 IaHHBIX 6a30BOT0
MPEATPUSITHS.

5) Ha ocHOBaHMU cOCTaBIEHHBIX 3asBJICHUH O MPEIOCTAaBICHNUH OTITycKa (3a1aHue Ne 2) cocTaBbTe
u opopmure Ha 1K nmpuka3z o nmpenocTaBieHUn OTITyCKa.

6) Vcnonb3ys naHHble 0a30BOTO HpPEANPUATHS (HaMMEHOBAaHME OpraHU3allMM, HAaUMEHOBaHME
CTPYKTYpHOTO TOJpa3iefeHuss u T.1.), coctaBbTe U odopmure Ha [IK mpukasel: o moomipeHuu, o
HaJIO’)KEHUH JUCLUIUIMHAPHOTO B3BICKAHUS; 00 OCBOOOXK/IEHHH OT 3aHUMAaeMOil TOJHKHOCTH.

7) IloaroroBbTe MpeCTaBICHUE O MOOIIPEHUH, UCIOIB3Ysl TEMATUKY HANpaBICHUH IJIaHOBOTO
3aJaHus IO BBITYCKY JIeTajieil), M Ha ero OCHOBaHUU cocTaBbTe U opopmure Ha [IK mpukas o moompenuu.

Tema 6. OcHOBHBIC TPUHIMIIBI OPTAHU3ALUH JOKYMEHT0000poTA.

Jlekunonnsble 3ansaTH 1.

JIOKyMEeHTOOOOpOT W €ro OCHOBHble dTamnbl. OpraHu3allMOHHOE IOCTPOEHHE CITYKObI
JIeNoNpon3BOICTBA.  Pasznenenne  QyHKUMH MeXAy MOJpa3JeNeHUsIMH  JEJONpPOU3BOJACTBA U
HUCIIOJIHUTCIISIMU. PCFI/ICTpaHI/ISI U YUYCT IMOCTYHNAIIIHUX B OpraHu3alvuio JOKYMCHTOB. HOI[FOTOBKa n
perucTpanus OTIPABIIEMBIX JTOKyMEHTOB. [Ipoxo’kieHne BHYTPEHHHX JOKYMEHTOB. YueT oObema
NoKyMeHToo0opoTa. KOHTpob 3a ncnoiaHeHneM A0KyMeHTOB. Opranuzanus palnoHaIbHOIO JBH)KEHUS
JOKYMEHTOB BHYTpU opranuzanuud. OOpaOoTka WCHOJHEHHBIX M OTHPAaBISIEMbIX JOKYMEHTOB.
Peructpanmonnsie popmsl. Perucrpanus u nHaekcanus J0KyMEHTOB.



IIpakTuyeckue 3anaATus 2.
[ToaroroBka u oOCTyKMBAaHUE COBEIIAHMM (JeTOBast UTPa)
PaboTa mpoBoauTCS B MUKpOTpyITax mo 2 4ejoBeKa.

XoJ1 Urpsi:
1 osran. OnpenenuTs TEMY M YYaCTHUKOB coBemiaHus. COCTaBUTh IOBECTKY COBELIAHHUS.

CocTaBuTh IJIaH NPE3EHTALMOHHOIO MaTepuaia.

2 oram. Ilo pe3yiabTaTaM IpOBCACHUA COBCIIAHNA COCTABUTH €I'0 IPOTOKOJI, CACIATh BBIIIHUCKY U3

IIPOTOKOJIA.

B AYAUTOPHH IIPOUCXOOUT 3allMTa U 06CY)KI[GHI/I6 BCEX ACIIOBBIX COBGH.[&HPIIZ.

IIpakTuyeckue 3ansarus 3.
JIOKyMEHTOOOO0POT OpraHU3auu

Bomnpocs! uist 00cyKaeHusI.
1. UTo BXOAMT B MOHATHE TOKYMEHTOO0OpOTa?
2. Kakue nenonpou3BOJICTBEHHBIC MPOIEAYPhl HMEIOT OTHOIICHHE TOJIBKO K BXOISIIMM

JIOKyMeHTam?

3. Tonbko K UCXOIAUIUM JTOKYMEHTaM?

3anaHue.
1. ITocTpouts cxeMy opranuzanuy paboThl ¢ JOKYMEHTaMHU.
2. IHCTpyKIMS 1O AEJI0NPOU3BOICTBY — KAK OCHOBHOM HOPMATUBHBIN aKT, perjaMeHTUPYIOIUT

paboty ¢ fokyMmeHnTamu. CocTaBUTh NPUIIOKeHHs (Ha BEIOOP3-4) 17151 MHCTPYKIIMHU IO AETOTPOU3BOJICTBY.

Tema 7. UcniosiHeHne TOKYMeHTOB. KOHTPO/Ib HCTIOJTHEHUSI JOKYMEHTOB. @OPMbI KOHTPOJIA
UCIIOJIHEHUS IOKYMEHTOB. TunoBble 1 HHANBUAYAJIbHbIE CPOKU MCIIOJTHEHUS JOKYMEHTOB.

AHaJIM3 CTPYKTYPBI JOKYMEHT0000pOTA.

CucreMbl 3JIEKTPOHHOT0 JOKYMEHT0000pOTa: NMPodJieMbl BHEPEHUSs, MIPEUMYIIeCTBA U

HEeJOCTATKH MCIO0JIb30BAHUSA B JOKYMEHTAIIHOHHOM YIIPABJICHUH OPraHM3alHei.
Jleknuonupie 3auaTusd 1.
Hcnonnenue nokyMeHToB. KOHTpOIb UCHOMHEHUS JOKYMEHTOB. DOpMBI KOHTPOJISI UCIIOJHEHUS

JOKYMEHTOB. THIOBbIE M HWHAMBHUIYaJIbHbIE CPOKM HCIIOJHEHUS JOKYMEHTOB. AHAINU3 CTPYKTYpHI
JIOKYMEHTO0000pOTa.

Cuctembl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa: TMpoOJIeMbl BHEAPEHHs, MPEUMYIIECTBA U

HEAOCTATKU UCIIOJIB30BAHUSA B JOKYMCHTAIUOHHOM YIIPABJICHUU OpF&HH?»&I.[PICfI.

OTBCT.

IIpakTnyeckue 3anaTHA 2.

Pabota ¢ oOpareHussMu rpaxaan

Bonpocsr 1uist 06cyxienus:

1. Buza oOpatenuii rpaxxaH.

2. TexHOJOTHs U CPOKH paboThI ¢ OOpaleHUsIMU TpaxkiaH. COCTaBUTH CXEMY.

3agaHue:

Pabota mpoBoaMTCS B MUKpOTpYIax Mo 2 4eaoBeKa.

1. CoctaBuTh OT JHIla FpaXJaHUHA oOparieHue, popma sirodas — 3asBiIeHUE, Kanooa. ..

2. Ot nuua opraHu3aldd OTBETHTh Ha oOpalleHue rpaxaaHuHa. [[okymMeHTanbHO 0(OpMUTH

B ayautopuu mnpoucxomuT 3amuTa M OOCYXAEHHE OOpalleHHid TrpakJaH W OTBETOB OT

OpraHu3aIuu.



Tema 8. Cucremarusanusi 10KyMeHTHOH nHpopmanuu. OnepaTuBHOe XpaHeHHE JOKYMEHTOB U
aeJ.

JleknuoHHble 3aHATHA 1.

DKcrnepTu3a LEHHOCTH JOKYMEHTOB M JIOKyMEHTHOW uHpopmanuu. OOmme tpeboBaHHS K
cucTeMarusanuu JokyMeHToB. Homenkiarypa gen. Buasl HomeHknatyp nei. CocTaBieHHE 3arojIOBKOB
Jell.

OcHoBHble mpaBwia (opmupoBanusi jnen. OmnepaTMBHOE XpaHEHHWE JOKYMEHTOB U el
Opranm3zanus HMHYOPMAITMOHHO-CIPABOYHOW pPAabOTHl MO JIOKyMEHTaM OIEPATUBHOTO XPaHEHHUS.
Odopmienne 0010KKH J1ea.

[loaroroBka jien k apXxuBHOMY XpaHeHut0. CocTaBlIeHUE BHYTPEHHEN OMMCH TOKYMEHTOB J€a U
3aBepuTenbHOM Haamucu. CoctaBieHne U odopmiieHue omwuceil. Buapl ommceit. JlokymeHTHpOBaHME
nepeaayn aei Ha xpaneHue. O0ecredeHne COXpaHHOCTH JOKYMEHTHOU nHpopmaryu. OCHOBBI apXHBHOTO
MOKCKa IOKYMEHTOB.

5. IHEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHMUAA JJIsA
CAMOCTOSTEJBbHOM PABOTBI OBYUAIOIINUXCS IO JUCHUIIJIMHE

5.1. Buabl ¥ OpraHu3anus cCaMoCTOSATeIbHOH PadoThI 00yYaKOIIUXCS

VYcnemHoe OCBOEHHME TEOPETHMYECKOr0 Marepuaia M0 JUCHUILIMHE «JloKymMeHTaumoHHOe
oOecrnieueHre ynpaBieHUs» TpeOyeT caMOCTOSATENbHONW padOThl, HAlIEJIEHHON Ha YCBOEHHUE JIEKLIHOHHOIO
TEOPETUYECKOr0 MaTepuaja, pacllMpeHre W KOHKPETH3aIUI0 3HAHUN MO Pa3sHOOOpa3HBIM BOIPOCAM
quciuminHel. CaMocTosATenbHas padoTa CTYJEHTOB IIPeyCMaTpUBAET CIEIYIOINE BUbL:

1. AynutopHasi camocTosITeNIbHAsl paboTa CTYJEHTOB — BBIMOJTHEHUE HA CEMUHAPCKUX 3aHSATHIX
3a/laHui, 3aKpeIUISIOIIUX TOJYyYEHHbIE TEOPETHUECKUE 3HaHMs JMOO pacIIUpSIOIIME WX, a TaKKe
BBIMIOJTHEHHE Pa3HOOOPA3HBIX KOHTPOJIBHBIX 33aJaHUNl MHIUBUIYaTbHOTO WJIM TPYIIOBOrO XapakTepa
(TOATOTOBKA YCTHBIX JIOKJIAZOB MJIM COOOIIEHUH O pe3yibTaTaxX BBITIOJIHEHUS 33aJaHWU, BBIOJIHEHHE
CaMOCTOSITENIbHBIX TPOBEPOYHBIX PaOOT MO UTOTAM M3y4YEHHS OTACIbHBIX BOIPOCOB U TEM JUCIHUILIUHBI);

2. BueaymutopHas caMoCTOsITeIbHAas padoTa CTYIEHTOB — IMOJIrOTOBKA K JIGKIMOHHBIM H
CEMUHAPCKHUM 3aHATUAM, [TOBTOPEHHE U 3aKPEIUICHHE paHee M3YYEHHOIO0 TEOPETHYECKOro MaTepuara,
U3y4eHue mpobiieM, He BBIHOCHUMBIX Ha JIEKIMH, BBIIOJHEHUE MPAKTUYECKUX 3a/laHui, MOJTrOTOBKA K
TECTUPOBAHUIO 110 AUCLUIIIMHE, BBIITOJHEHHE UTOTOBOM paboThI.

Bonbiioe 3HaueHwe B MpenoJaBaHUU JUCHMIUIUHBI OTBOJAMUTCS CaMOCTOSATEIbHOMY IIOHUCKY
CTYZIGHTaMH WH(}OpMAIMU 1O OTJEIBbHBIM TEOPETUUECKUM U MPAKTUYECKUM BOIPOCAM U MPOOIEMaM.

[Ipy nmaHupoBaHMM M OpraHU3allMd BPEMEHU [UIsl M3YyYEHUs JTUCHUIUIMHBI HEoO0XOIMMO
pykoBojcTBoBaThcsl M. 4.1.1 wmm 4.1.2 pabouell mporpamMmbl JUCHUILIUHBI «J{OKyMEHTallMOHHOE
oOecrnieyeHre yrpaBiIeHUs» U 00€CIIeUUTh M10CIIEJ0BAaTEIbHOE OCBOEHNE TEOPETUUECKOT0 MaTepHrala 1o
OTJIEIbHBIM BOIIPOCAM U TEMAM.

Haubonee nenecoobpaseH cienyromuid MNOPSAOK H3YYEHUS TEOPETUUYECKHUX BOIIPOCOB 11O
JUCHUIUIMHE «J[OKyMEeHTallMOHHOE 00eclieueHUe YIPaBICHUS»:

1. I3ydenne cipaBOYHUKOB (CIIOBApEl, SHIIMKIIONEAMH) C IEJIbIO YSICHEHUS 3HAYCHHUST OCHOBHBIX
TEPMHUHOB, ITOHATHI, OTIPEIETICHUN;

2. U3y4yenne yueOHO-METOIUYECKUX MATEPHAIIOB JIJIS JIEKIIMOHHBIX M CEMUHAPCKUX 3aHATHIA;

3. H3ydeHne pEKOMEHIYEMOH OCHOBHOM M JIOIOJHMUTEIBHOW JUTEPATypbl U SJIEKTPOHHBIX
UH(POPMALIMOHHBIX HCTOYHUKOB;

4. W3ydeHue NOMOJHUTEIBHOM JUTEpATypbl U SJIEKTPOHHBIX HHMOPMAIIMOHHBIX HCTOYHUKOB,
OTIpeJIeIEHHBIX B PE3yJIbTaTe CAMOCTOSTEIHLHOI0 IOMCKA HH(POPMAIINY;

5. CamocrosTenbHas MPOBEpKa CTENEHU YCBOCHMS 3HAHMN MO KOHTPOJIbHBIM BOIIPOCaM W/MIU
3a/1aHuUsM;

6. TloBropHOE€ W momoIHUTENbHOE (YIIIYOJICHHOE) M3ydeHHWE PacCMOTPEHHOTro Bompoca (mpu
HEOOXOAMMOCTH).

B mpouecce camocTosTensHOM paboThl HaJ ydyeOHBIM MaTepUaioM PEKOMEHIYETCSI COCTABHUTH
KOHCIIEKT, [JIE KPaTKO 3allicaTh OCHOBHBIE MOJIOKEHUS M3ydaeMol TeMsl. llepexoauTs Kk cienyroomeMy
pasziesly MO>KHO I0CJIe TOro, Korja MpeIlIecTBYIOIUN MaTeprall MOHAT U yCBOeH. B 3aTpy HUTENbHBIX
Cllyyasix, BCTPEYAIOIIMXCS TMPH HU3YYEeHHHM Kypca, HEoOXOIuMO OOpaTUThCS 3a KOHCYJbTAalMEH K
MIPENO/IaBaTelo.



[Ipr M3ydeHUM IUCIMIUIMHBI HE PEKOMEHIYETCS WCIOJIh30BaTh MaTEpPHAalbl, TOJATOTOBICHHBIC
HCU3BCCTHBIMHU AaBTOPAMH, PASMCIICHHLIC Ha HCO(l)I/IL[I/IaJIBHBIX camlTax HCACIIOBOI0 CO-ACpsKaHUs.
KenatenpHo, 9TOOBI MICTIONB3yeMble OMOMHOrpaduIecKre ICTOUHUKHN OBLTH U3aHBI B TOCICIHNAE 3-5 JIeT.
CryneHTbl TpH  BBINOJHEHHUH CAMOCTOSITENIbHOW  pab0OTBI  MOTYT  BOCIOJIB30BAaThCS — y4eOHO-
METOJAMYECKUMH MaTepHajlaMH 10 JUCIHUIUIMHE «/lOKyMEHTallMOHHOEe OOECIICYCHHUE YIPaBICHHSY,
npeaACTaBJICHHBIMU B SHGKTpOHHOﬁ 6I/I6JII/IOTCKC HUHCTUTYTA, U MIPCAHA3HAYCHHBIMU JIA MMOATIOTOBKHU K

JICKIIMOHHBIM ¥ CEMUHAPCKUM 3aHSATHSIM.
[lepeyeHb OCHOBHBIX y4eOHO-METOAMYECKUX MATEPUAIOB JJISi JICKIIMOHHBIX M CEMHUHApPCKUX
3aHATUN MPEJICTABIICH B I1. 7. paboueil mporpaMmbl JUCHHUILTUHBL.
KoHTponbs ayauTopHOW CaMOCTOSATENBHOM pabOTHl OCYIIECTBIIAETCS B (OpME POJIEBBIX UID,
cobecenoBanusa. KoHTpoiab BHEayIUTOPHON CaMOCTOSITENBHON pabOThl CTYAEHTOB OCYIIECTBISIETCS B
¢dopMe yCTHOTO WIIM MTUCHBMEHHOTO OTIPOCa.

[IpoMexyTOUYHBIN ~ KOHTPOJIb

3HaHUH B  ¢opme

3a4€Ta OCYIICCTBILICTCA MOCPEACTBOM

IMUCBbMCHHOI'O TCCTUPOBAHUWS, BKIIFOYAIOUICTO BOIIPOCHI U 3aJaHUA IJId CaAMOCTOATCIBHOI'O U3YUCHUS.

Tema, pazaen

Ounas
dhopma

OuHo-
3a04Has

dhopma

3aouHas
dbopma

Samauus s
CaMOCTOSITEIILHOM paObOThI

®opma
KOHTPOJISL

l. HopmarusHo-
METOJUYECKast 6a3a
JOKYMEHTAIMOHHOTO
oOecrieyeHus yIpaBlIeHUS
B P®: ucropus Bompoca,
OCHOBHBIE TEPMUHBI.

Ha ocHoBe nekumum u
JIONIOJTHUTEILHO ~ MaTepuala
COCTaBUTh XPOHOJIOTHYECKYIO
tabnuiy mo teme "Hcrtopus
OpraHu3ali M TEXHOJIOTUU
Jenonpou3BojicTBa B Poccun".
B CTPYKTYpe
XPOHOJIOTHYECKON  TaOIHIIBI
JOJDKHBI ~ OBITH ~ OTPaXKECHBI
cleyrolue epUuoabl
JIEIOTIPON3BO/ICTBA:

1.1 JlemonpousBoacTBO
[pesnen Pycu

1.2. [Ipuxa3znoe
JIEIOTIPOU3BOJICTBO

1.3. Konnexckoe
JIEIOTIPOU3BO/ICTBO

1.4. HcnonaurensHOE
JIEIOTIPOU3BO/ICTBO
1.5.
JIEIOTIPOU3BOJICTBO

B

CoBeTckoe

YcTHbIit
Oecena
Ouenka paboThl Ha
MPaAKTUYECKUX
3aHATHIX

Onenka
BBIIIOJTHCHHS
TECTOBOTO 3aJaHHs
OrneHka
BBITTOJTHEHUH
MMACHEMEHHOMN
KOHTPOJIBHOU
paboTsl

3amuta pedeparon

orpoc,

2. OpranuzainoHHas
JIOKYMEHTAITHU:
TpeOoBaHUS
COCTaBJICHUIO
0(OpPMIICHHIO.
TexHonorus
JIOKyMEHTaMH.

K
n

paboTel ¢

11

Ha
aKTOB
HWCTOYHUKOB
CaMOCTOSITENIbHOE
OpraHU3aIMOHHO-
JIOKYMEHTAINU
MOJIOKEHUE, WHCTPYKIUS,
JIOTOBOP. HeranbHoe
3HAKOMCTBO C PEKBU3UTAMHU
Ka)XJI0ro BHJ1a TJOKYMEHTA.

OCHOBC
)51

HOPMAaTUBHBIX
OTKPBITBIX
UHTEPHET

H3y4YEHHE

IIpaBOBOM

yCTaB,

YcTHBIN
Oecena
Omnenka paboThl Ha
MPaKTHYECKUX
3aHATHIX

Onenka
BBIIIOJTHEHHS
TECTOBOT'O 3aJaHH
OrneHka
BBITIOJTHEHUH
MHUCbMEHHOM
KOHTPOJBbHOU
paboThI

3amura pedepaToB

or1poc,




[ToBTOpEHNE M 3aKperuieHUE

YcrHbI OIIpoc,
M3Y4YCHHOTO MaTepuana ToJ Gecena
TEME "PacnopsiautenpHas Oterika paGoThl Ha
JOKyMeHTanus'"": p
MPAKTUYECKHUX
3. PacnopsinurensHas 1. Hasnauenue
. 3aHSITHSIX
JIOKYMEHTAIUS: pacnopsiAuTeIbHON Ouetika
TpeOoBaHUS K JOKYMEHTAIUH.
BBITIOJTHEHUS
COCTAaBJICHUIO u 9 13 |2. Bugsl u ocobeHHOCTH
N TECTOBOT'O 3aJJaHUs
0(OpMIICHHIO. pacnopsAUTENbHOM Onenka
TexHnonorust paboOTBI ¢ JOKYMEHTAITUH. .
BBITMIOJTHEHUI
JIOKyMEHTaMH. 3. IlpaBuma cocraBieHHs HCEMEHHO
OCHOBHBIX .
KOHTPOJIbHOMN
pacnopsAUTENbHBIX 6
< . pabotsl
JIOKYMEHTOB, CTPYKTypa 3anura pedepatos
TEKCTa U PEKBU3UTHL.
YcrHbIi OIIpoc,
[ToBTOpEHNE U 3aKperieHue
Oecena
H3YMEHHOTO MaTepuana monlqy ... paBOTEL Ha
TeMe "CripaBOYHO-
MPAKTUYECKHUX
4. CrnpaBouHo- UH(POPMALIMOHHBIE
" 3aHSITHSIX
uH(pOpMaIlMOHHAS JIOKYMEHTHI'": Ouenka
JIOKYMEHTAITHSI: 1. Ha3znauenwe crnpaBoO4YHO-
BBITIOJTHCHUS
TpeOOBaHMS K uH()OpPMAITMOHHBIX
9 13 TECTOBOIO 3aJJaHUI
COCTaBJICHUIO u JIOKYMEHTOB. Ouenka
0 OpPMIICHHUIO. 2. Bugsl 1 oco6eHHOCTH. ——
TexHnonorust paboTel ¢ 3. IlpaBuina cocTaBiaeHHs L MEHHOMN
JIOKYMEHTaMHU. OCHOBHBIX CIPaBOYHO- KOHTPOITBHO
MH(OPMALIMOHHBIX 6
paboTsl
JIOKYMEHTOB, CTPYKTYP2|3, 111 yra pedeparon
TEKCTa U PEKBU3UTHI.
OTBeTUTH, Ha  CIEAYIOLIUE
BOMPOCHI O MpaBUIax BeACHUs | Y CTHBII omnpoc,
TPYAOBOM KHUKKH B|Oecena
OpraHH3aINH: Ornenka paboThl Ha
[IpaBuna 3anoaHeHUsI. MPAKTUIECKHIX
5. Kanposas N
Buecenne  uW3MEHEHMI  B|3aHSTHSIX
JIOKYMEHTAIHSI:
6 CBEJIEHUS 0 paOOTHUKE. Ouenka
TpeOOBaHUS K 6
Jy6nukar. BBITIOJTHEHUS
COCTaBJICHUIO u 12 17
Ceenenus o pabore. TECTOBOTO 3aJIaHUS
0 OpMIICHHUIO. Har 0
PaKIIEHUSI. I[eHKa
TexHomnorust paboOTBHl ¢ .
OKVMEHTAMIL YBoJIbHEHHE. BBITTOJTHEHUI
AOKYM ' Y4er U XpaHeHHE TPYIOBBIX|TUCEMEHHOM
KHWKEK. KOHTPOJIBHOM
OTBETCTBEHHOCTD 3a|paboThI
HecoOI0IeHe nopsiakal3amura pedepaTon

BCACHUA TPYHOBBIX KHHKCK.




YcTHBIN omnpoc,
IloBTOpEeHNE M 3aKpelieHue Gecena
W3y4EeHHOTO MaTrepuaia 1o Oterka paGoTs! Ha
teMe "OCHOBHBIC MPHUHIIUIIBI I aKTHqECKHX
OpraHu3aIu 5 211) R
6. OCHOBHBIE NPUHIIMIIBI JOKyMeHT00OopoTa": OueHka
OpraHu3aIuu 8 12 17 [1. Drambl OKyMeHTOOOOpOTa
JIOKyMEHTO000pOTa 2.  Perucrtpauuss u ep|PDHOHHEHHA
) ’ YN recroBoro
MOCTYIAIINX JTOKYMEHTOB.
3a7aHus,
3. Yuer nokymeHTo000poTa .
KOHTPOJIbHOMN
4. KOoHTpOIIb 3a UCIIOJIHEHUEM
0
JIOKYMEHTOB. pabOTEL
3amuTa pedeparon
7. Hcnonnenue
noKyMeHTOB.  KoHTpouib VYcTHBIH orpoc,
WCIIOJIHEHUSI JOKYMEHTOB. Oecena
DopMmbI KOHTPOJIA p OrneHka paboThl Ha
WCIIOJTHEHHUST JOKYMEHTOB. a3BCPHYTBIC  THMCHMCHHLIC HPAKTHYCCKUX
OTBETHI HA BOIIPOCHI:
Turossie u C P 3aHATHAX
HHJMBHIYATBHEE  CPOKH HCTEMBI ; 3JIEKTPOHHOTO Onenka
JIOKYMEHTOO0O0poTa:
WCITOJTHCHHUS JIOKYMEHTOB. 6 9 3 |q O%HGMH p N BBITIOJTHEHUS
Ananuz CTPYKTYPBI p p ’|TeCTOBOrO 3a1aHUs
JIOKYMEHTOOGOPOTA., MPEUMYIIECTBA U HEJIOCTATKU Ouenka
HCIIOJIb30BaHUS B .
CuctemMbl  AJIEKTPOHHOTO BBIMOJIHEHUI
JIOKYMEHTOO0O0pOTA: AOKYMCHTAIIMOHHOM . |muceMennoit
IpoGIeMsI BHE/PEHHS, YIPABJICHUH OpPTaHU3aIMEH. KOHTPOJIbHO
MIPEUMYIIEeCTBA u paboTHI
HEJIOCTaTKU 3amuTa pedeparon
HCITOJIH30BaHUS B
HUTOI'O 43 66 96

5.2. YueOHO-MeTOAHYECKOE 0OOecTieueHue CaMOCTOATEIbHOM padoThl 00y4arommxcst
VY4ebHO-MeToIn4ecKoe obecreueHre caMOCTOSATEIbHOW paboThl 00yYaroImuXCcs OTPakeHO B I1.7
paboueii MporpaMMBbl TUCIHUIUIUHBI «/{0KyMeHTallMOHHOE 00eCTieYeHUE YIPaBICHUS.

6. KOMIIJIEKTbBI
MMPOMEKYTOYHOM ATTECTAIIMA OBYYAIOIIIUXCSA MO JTUCITATIIMHE

6.1. IlepeyeHb KOMIIETEHIMI € YKA3aHMEM ITANOB UX GOPMHPOBAHUSA B NpPoOLecce OCBOCHHUS
o0pa3oBaTe/IbHOM NPOrPaMMBbl

OcBoeHMe JUCHUILIMHBI HAllPaBJIeHO Ha (HOPMUPOBAHUE:

0bwenpogheccuoHanbHuIX KOMnEeMeHYull

OIEHOYHBIX MATEPHAJIOB JJIA ITPOBEJIEHUWSA

OIIK-3 Criocob6eH pa3pabarbIBaTh M OCYIIECTBIATh MEPOIIPUATHUS, HAIPABIECHHBIE Ha PeaIn3alnio
CTpaTeruy yrnpasJieHUs IEPCOHATIOM, 00eCIIeYrBaTh UX JOKYMEHTAIIMOHHOE COIIPOBOK/IEHUE U OLIEHUBAThH

OpPraHru3alilMOHHLBIC U COLMMAJIBHBIC ITOCICACTBUA

OIIK-4 Cnocoben MNPUMCHATH COBPEMCHHBIC TCXHOJIOTUHU U METOJbBI ONICPATUBHOI'O YITPABJICHUA
NEpCoOHAIOM, BECTU JOKYMCHTAIITMOHHOC COIIPOBOXACHNUEC U YUCT
HaHHBIe KOMIIECTCHIIU (bOpMI/IPYIOTCSI B IIpOLECCC N3YUCHUA NUCHUIJIMHBI HA IBYX OTallax:

9Tan 1 — TeKymuii KOHTPOJIb;
3Tan 2 — MPOMEXYTOUHas aTTecTalusl.




6.2. Onucanue mokasareJieil 1 KpuTepHeB OLEHNBAHUS KOMIIETEHIIMIA HA Pa3JIMYHbIX 3TANax
ux (popMHpOBaHNS, ONUCAHNE LKA OLleHUBAHUS

O1eHKa KOMITETEHIIMI Ha Pa3TUYHBIX ATanax ux (POPMUPOBAHUS OCYIIECTBISIETCS B COOTBETCTBUU
¢ IlonoxkeHneM O TeKylleM KOHTpOJE M IPOMEKYTOUHOW arrectauuu, IlomoxeHuem o OGauibHON U
pPEUTUHIOBOM cHUCTEMaxX OLIEHUMBAHUS U TEXHOJIOrMYeckod kaprod aucuumuinHbl (Ilpunoxenue 1),
IPUHATHIMU B IHCTHTYTE.

6.2.1. llokazamenu u Kpumepuu oyeHU8AHUs
KOMNnemeHyull Ha 3mane mexkyuwe2o KOHmpOoJis

Ne ni/n| Iloka3aTenn oneHUBaHUS Kpurepun onennBanus IIxana
OLICHUBAHMU S
1 [Ilocemenue u padora Ha|l. Ilocemenune 3aHATUH: a) MOCEIICHUE 0-35

JICKIIMOHHBIX U IPAKTHYECKUX |ICKITAOHHBIX ¥ MPAKTHYECKUX 3aHATHH, O0)
3aHATUAX  (cobOecemoBaHue, |COOTIOACHUE TUCIIUTUIAHEI.

KOHTPOJIbHAS pabora,|2. PaGoTa Ha JEKIMOHHBIX 3aHATUAX: a)
KPYTJIBIIA CTOJI U JIUCKYCCHS) [BEJCHHME KOHCIEKTa JICKIMi, O) YpOBCHb
OCBOGHHUSI TCOPETHYECKOr0 MaTepuasia, B)
AKTUBHOCTH Ha JIEKIUH, YMEHHE
(hopMyIIIPOBATH BOIIPOCHI JIEKTOPY.

3. Pabota Ha NPAKTHYECKUX 3aHATHIX: a)
YpOBEHb  3HaHUSA  y4eOHO-TIPOrPaMMHOTO
MaTepuaga, 0) yMEHHE BBIIOJHATH 3aJaHus,
MPEIYCMOTPCHHBIE TMPOTPAMMON  Kypca, B)
MIPAKTHYECKHE HABBIKK PaOOTBI ¢ OCBOCHHBIM

MaTepUaIOM.
2  |[IucemeHHOE 3a7aHUE 1. HoBu3Ha TekcTa: a) akTyaJIbHOCTh TEMBbI 0-25
HCCIICOBAHUS; 0) HOBH3HA u

CaMOCTOSITEIIbHOCTh B TTOCTAHOBKE TTPOOJIEMBI,
(hopMynupoBaHHE€ HOBOTO acleKTa H3BECTHOM
MpoOJIeMbl B yCTAHOBJICHHH HOBBIX CBSI3CH
(MeXTpeIMETHBIX, BHYTPUIIPEIMETHBIX,
MHTErpallMOHHbIX); B) YyMEHHE paldoTaTth C
WCCIIEIOBAaHUSIMH, KPUTUYECKON JTUTEPATypOil,
CUCTEeMATH3UpPOBaTh H  CTPYKTypHUPOBATH
MaTepuai; T) SBIEHHOCTh aBTOPCKOM MO3UIINH,
CaMOCTOSITEIILHOCTh OIICHOK W CYXICHHH; 1)
CTHJIEBOE  E€AMHCTBO  TEKCTa,  EIUHCTBO
YKAHPOBBIX YEPT.

2. CTeneHb pacKpBITUS CYIIHOCTH BOIMpPOCA: a)
COOTBETCTBHE IUJJaHA TEME MHUCHhMEHHOTO
3aanust; 0) COOTBETCTBUE COJEPIKAHUS TeME U
IUIAaHY TUCHBMEHHOTO 3aJIaHus; B) IOJIHOTA H
riyOWHa 3HAHWH MO TeMe; I) 000CHOBAHHOCTh
CIOCO0OB ¥ METOJIOB PabOTHI C MAaTEPUATIOM; 1)
yMEHUE 000011aTh, JIeNaTh BBIBOJBI,
COIIOCTARJIATh PA3IMYHBIC TOYKH 3PCHHS II0
OJIHOMY BoTpocy (Tipobieme).

3. OOOCHOBaHHOCTbh BbIOOpa HMCTOYHHKOB: a)
OIICHKA MCTIOJTb30BaHHOM TUTEPATYPHI:
MIPUBJICYCHBI JIN HanOOJIee M3BECTHBIC PAOOTHI
M0 TeMe HCCIeOBaHUS (B T.4. KypHAIbHBIC
MyOJIMKAIMK  TIOCHEIHUX  JIET, IIOCJICTHUE
CTAaTHUCTUYECKUE JIaHHBIC, CBOJIKH, CIPAaBKU U

T.1.).




4. CoGumoienre TpeOoBaHUHM K 0()OPMIICHHIO: )
HACKOJIbKO BEpHO OQOPMIICHBI CCBUIKH Ha
UCTIOJIb3yEMYIO JIUTEPATYPY, CIIHCOK
auTeparypel; ©0) OIIGHKa TPaMOTHOCTH H
KYJIBTYPBI U3ITI0KEHUS (B T.4.
opdorpaduyeckou, MYHKTYaI[MOHHOM,
CTHJIMCTUYIECKOM KYJIBTYpHI), BJIaJICHHE
TEPMHUHOJIOTHEH; B) COOMIOICHUE TPeOOBAaHUH K
00BEMY MUCEMEHHOTO 3a/1aHUSI.

3 [IIpakTuyeckoe 3aqaHue l. Ananu3 mnpoOiieMbl: a) yMEHHUE BEPHO, 0-50
KOMIUIGKCHO M B COOTBETCTBUM  C
JNEHUCTBUTEILHOCTBIO ~ BBIICTUTH  MPUYUHBI
BO3HUKHOBEHHUS MPOOJEMBbI, OIUCAHHOW B
NPAaKTUYECKOM 33/1aHUH.

2. CtpykTypHupoBaHue npolaeM: a) HaCKOJIbKO
YeTKO, JIOTUYHO, IIOCIENIOBATEIbHO OBUIH
U3TI0KEHBI MPOOJIEMbl, YYACTHUKH MPOOIEMBI,
MOCJIEICTBHSI TPOOJIEMBI, PUCKH TSI OOBEKTA.
3. [Ipennoxxenue CTpaTeruuecKux
QIbTEPHATHB: a) KOJWYECTBO BapHaHTOB
pemieHuss TpoOiemMbl, 0) YMEHHE CBS3aTh
TEOPHIO C MPAKTUKOH MPH PEIICHUH TPOOIIEM.
4. (OOocHOBaHME pEIIECHHUS: a) HACKOJIBKO
apryMCHTUPOBaHA TO3UIUS  OTHOCHUTEIHHO
MPEJIOKEHHOTO  PeUIeHHs]  MPAKTHYECKOTo
3aJlaHus; 0) YpOBEHB BJIa/ICHUS
npodeccnoHaNbHON TePMUHOJIOTUEH.

5. Jloru4HOCTh M3IOXKEHHsI Marepuana: a)
HACKOJIBKO COOJIOZCHBI OOIIETIPHUHATHIE HOPMBI
JOTUKU B TPEIJIOKEHHOM peIIeHuH, O)
HACKOJIBKO TPEJUIOKEHHBIN TIaH MOXET OBITh
peaIn30BaH B TEKYIIUX YCIOBHSIX.

6.2.2. [lokazamenu u Kpumepuu oyeHU8aHUs
KOMNnemeHyut Ha dmane npomMeiCymo4Hol ammecmayuu

[IpomexyTouHas aTTecTalus Mo JUCIUILUIMHE MPOBOIUTCS B opMe 3auéTa B BUJE BHITIOTHEHUS
TECTUPOBAHUS U/UIJIU UTOTOBOU PabOTHI.

HroroBeie 3amaHus pa3pabaThIBAIOTCS MO OCHOBHBIM BOIIPOCAM TEOPETUUYECKOTO MaTepHualia u
MO3BOJISIIOT OCYIIECTBIIATh TPOMEKYTOUYHBIA KOHTPOJIb 3HAHUIM M CTENIEHW YCBOCHUSI MaTepraia.

[Ipu npoBeieHNN NPOMEKYTOYHOM aTTECTALIMKU CTYIEHTOB MO JUCLUIUIMHE «/{0KyMEHTalMOHHOE
obecrieueHre yrpaBiIeHUs» MOTYT (OPMHPOBATHCS BAPUAHTHI TECTOB, OTHOCSIIMXCS KO BCEM TeMaM
JUCLIUILINHEL.

OreHka 3HaHUN CTYACHTOB OCYIIECTBISETCS B COOTBETCTBHHM C [lojoskeHwem o OayutbHOM M
PEUTHHTOBOM CUCTEMAX OLEHUBAHUs, IPUHATON B NHCTUTYTE, U TEXHOJIOIMYECKOW KaPTOM AUCUUILIAHBI

Ne Iloka3aTesn oneHUBaHUSA Kpurepun ouennBanus Ixana
n/n OLICHMBAaHMS
1 [HhroroBas pabota KonmuecTBo 6amioB 3a TeCT MPONOPIHOHAIBHO 0-25
KOJINYECTBY TPABIIIBHBIX OTBETOB HA TECTOBBIE
3amanua.  llocme — mpoxokaeHuss — Tecra

CYMMHUPYIOTCSl PE3YyJIbTaThl BBIMOJIHEHUS BCEX
3aJaHiil I BBICTABJIECHUS OOIIEH OLIEHKH 3a
TECT.




6.3. TunoBble KOHTPOJIbHbIE 3aJAHUSI UJIM MHbIE MATEPUAJIbl, HEOOXOAUMBbIE VISl OLEHKHU
3HAHWH, YMeHMil, HABBIKOB H (WJIHM) ONBITA JAeATEJbHOCTH, XAPAKTEPU3YIOUIUX JTAIbI
¢dopmMupoBaHusi KOMIIETEHUMIA B Mpollecce 0CBOEHUS 00pa30BaTeILHON NPOrPaMMbl

6.3.1. Tunosvle KOHMPOILHBLE 3A0AHUS UNTU UHbLE MATNEPUATILL
Ha 3mane mexkyuweco KOHmpOoJis
Ilocelenue U patoTa HA JIEKIMOHHBIX H MPAKTHYECKHUX 3aHATHUIX (co0ecel0BaAHNE, KOHTPOJIbHAS
padoTa, KPYIJbIH CTOJ U AUCKYCCUS)

[Ipn mpemogaBaHWM  JUCHMIUIMHBI  «JlOKyMEHTAallMOHHOE  OOECICUeHUE  YIPaBICHUS
NPUMEHSIOTCSI pa3HO00pa3Hble 00pa30BaTEIbHBIC TEXHOJIOTUN B 3aBUCIMOCTH OT BHJIA U TeJIeH Y4eOHBIX
3aHATHIA.

Teoperndeckuii MaTepuan uiaraeTcs Ha JISKIIMOHHBIX 3aHITUSAX B CIEAYIOMUX (hopMax:

- MpOOJIEMHBIE JICKIIHH;

- nexiusg-oecena;

- JIEKIMH ¢ pa300pOM MPAKTUYECKUX CUTYAIHA.

[IpakTHyeckure 3aHATHS 1O JUCHUIUIMHE «J{OKyMEHTAIlMOHHOE O0eCHeUeHUE YIPaBICHUS
OpPHEHTHPOBAHBI HA 3aKpEIUIEHUE TEOPETUUIECKOTO MaTepHaia, H3JI0KEHHOTO Ha JICKIIMOHHBIX 3aHITHSX,
a TaKk)Ke Ha MPUOOPETCHHE IOTIOTHUTEIIbHBIX 3HAHUH, YMEHUH U IPAKTUYECKUX HABBIKOB OCYIIECTBIICHHSI
npoeCCHOHATBHON  JIEATENIFHOCTH TIOCPEACTBOM AKTHBHM3AalMM M YCHJICHHS CaMOCTOSATEIBHOM
NESITeIbHOCTH 00YYarOIIUXCSL.

BonbIIMHCTBO MPAKTUYECKUX 3aHATUI MPOBOJISATCS C TPUMEHEHUEM aKTUBHBIX OPM O0YUICHHSI, K
KOTOPBIM OTHOCSITCSL:

1) yCTHBII OIPOC CTYAGHTOB C 3JE€MEHTaMH Oece/bl M IUCKYCCHH 110 BOIIPOCaM, BEBIHOCHMBIM Ha
NPaKTUYCCKHUE 3aHSATHSI,

2) rpymmoBas paboTa CTYIEHTOB, HPEINOJararolas COBMECTHOE OOCYXICHHE KaKOW-Tuoo
npo0JIeMbl (BOIIpoca) v BEIPAOOTKY €IMHOTO0 MHEHHS (TIO3UIIMHN ) I10 HeH (METOJI TPYIIIOBOTO 00CYKIEHUS,
KpYTJIbIA CTOMN);

3) KoHTpoJbHAsA paboTa MO OTAENBHBIM BOIMPOCaM, IIENIbI0 KOTOPOl SIBIISIETCS MPOBEpPKa 3HAHUH
CTYZICHTOB U YPOBEHB MOATOTOBJICHHOCTH JIJIsl YCBOSHHSI HOBOTO MaTepHaa 1o JTUCIHUIIIHHE.

Ha mpakTuyeckux 3aHATHAX OLEHUBAIOTCS M YYUTHIBAIOTCS BCE BUJBI AKTHBHOCTH CTYACHTOB:
YCTHBIC OTBETHI, JOMOJHEHUS K OTBETaM JIPYTUX CTYACHTOB, y4acTHe B JIUCKYCCHAX, padoTa B Tpymmax,
WHUIIHATUBHBIA 0030p MPOOIEMHOT0 BOMpOCca, MMCbMEHHas padoTa.

ITucbMeHHOe 3a1aHue
(Dopmupyemsbie komnerenuu: OIIK-3, OITK-4)

ITucemennoe 3ananue 1 «OcoOEHHOCTH COCTaBJIEHUS, BUJABI M CTPYKTypa TEKCTa HEKOTOPBIX
BUJIOB JIOKYMEHTOBY
Ortser B Buze daiina B popmare doc

3aganue:

1. Ipuectrn 10 mpumepoB opraHu3zanuii, neHCTBYIOIUX Ha Tepputopun OMckoi obnactu,
YUpEAUTENBHBIM TOKYMEHTOM KOTOPBIX SIBJISIETCS YCTaB, U 10 opranu3anuii, 1eMCTBYIOINX Ha OCHOBAaHUH
MOJIO’KEHUS 00 OpraHU3aIiy.

2. a) [Ipuaymarh opraHm3anui, KpaTKO ONHUCATh, YEM JaHHAS OpraHU3alMs 3aHUMAETCS, KTO
ABJISIETCSI PYKOBOJUTENEM, KaKOW IITAT COTPYAHUKOB, MOAYMHSETCS JIM JaHHAs OpraHu3alus JIpyrum
OpraHU3aIMsIM, KaKue OPraHU3alMOHHbIE IOKYMEHTH HEOOXOIUMBI TSI €€ IeATeITbHOCTH.

0) co3aaTh MITATHOE paclucaHUe OpPraHu3aluu

B) Co3naTh Tpu BH1a OJAHKOB /IS TaHHOW OpraHu3aiuu (00mui O01aHK, OJaHK MUchMa U OJIaHK
CHEIMALHOTO JTOKYMEHTA) TI0 BCEM MPaBHJIaM COCTaBJICHHS OJaHKOB OpraHU3aIINU.

r) OhopMHUTH TOKYMEHT IO MpolieccaM YIPaBICHUS MIEPCOHATIOM (Ha BEIOOD CTYIEHTA)

1) OnpenenuTs NOPSA0K XpaHEHUs JOKYMEHTOB

[Tucemennoe 3aganue Ne 2 «OCHOBHBIC TPUHITUIIBI OPTaHU3AINHA TOKYMEHTOO00POTa»
Ortser B Buze ¢aitna B popmare doc / jpeg



3amanue:

[Ipoxgymats u onucarh CUCTEMY JOKYMEHTOOOOPOTa B OPraHU3AIMK U3 MUCHbMEHHOTO 3aaHus Ne
1: OCHOBHBIE TOTOKHU JOKYMEHTOO00O0POTA, PETHCTPALIHsl JOKYMEHTOB, TPUHITUIIBI IBHKCHHUS JOKYMEHTOB
B 3TOM opranuzanuu. CUcTeMy JOKYMEHTOOOOpOTa MOXHO INPEACTaBUTh B BUJE CXEMbI C OMHCAHHUEM.
Cuctema JOKYMEHTOOOOpPOTa JOJDKHA YUYWUTHIBATh B3aWMOJCHCTBHUE pPa3UYHBIX IOJApa3/CIeHUN B
OpraHu3aIiu.

IIpakTHyeckoe 3ajanue
(®opmupyemsblie komnerenuuu: OIIK-3, OIIK-4)

Keiic cMm. [Ipunoxenue 3.
Bri6op keiica cm. [Ipunoxenue 4.

6.3.2. Tunosvle KOHMPOILHBIE 3A0AHUSL UTU UHBLE MANEPUATLL
Ha dmane nPoMenCymo4HoOU ammecmayuu

(DPopmupyembie komrerenmun: OITK-3, OITK-4)

3anaHus 1)1 IPOMEXYTOUHOM aTTecTaluy CTY/I€HTOB NpecTaBiieHbl B [Ipunoxenun 5.

WTorosslii Tect o aucuuminHe "/lokyMeHTalmoHHoe o0ecreyeHre yupaBieHus" peCcTaBIcH B
[Ipunoxenuu 2.

IIpuMepHBIi epeyeHb BOMPOCOB K 3a4eTy M0 TUCHMILIMHE «JloOKyMEeHTaluoHHOe oOecrieueHue
ynpasieHus» B [Ipunoxenun 1.

6.4. MeToguuecKkue MaTepuaJibl, ONpeae/siionme Npoueaypbl OeHMBAHNS 3HAHUM, YMEHUI,
HABBIKOB M (MJIH) ONBITA 1eATEJbHOCTH, XapaKTepu3youme 3Tanbl GopMHUPOBAHUSA KOMIIET eHIIUIH

[Ipouenypa oneHuBaHUS 3HaHUM, YMEHH, HABBIKOB U (WUJIM) OMbITA AE€ATEIbHOCTH 00yUarOIINXCs
no JUCHUILTUHE «J{OKyMEHTallMOHHOE OOeCIeUYeHre YIpPaBICHUS» OCHOBaHA Ha HCIIOJIb30BaHUU
[lonoxenust o OamnpHOM M PpPEUTUHIOBOM CHCTEMax OLICHUBAHUS, MPUHATOW B MHCTUTYTE, U
TEXHOJIOTMYECKOUN KapThl AUCIUIIINHBL.

Ne i/t IToxa3aTenu oneHNBaHUA HIxana
OllCHNBAaHUSA

Texkymuii KOHTPOJIbL
1 [Tocemenne u paboTa Ha JTEKIIMOHHBIX U MPAKTUUECKUX 3aHATHUIX 0-35
(cobecenoBaHue, KOHTPOIbHAs pabOTa, KPYTIIBIA CTOM U IUCKYCCHS)

2 ITuceMeHHOe 3aganue (pedepar) 0-25
3 IlpakTrueckoe 3amanue (Kenc) 0-50
Umoeco mexywiuii kKoumpoab 75
IIpoMe:KYTOYHAS ATTECTAIUSA
4 |I/ITOFOBa$[ pabora 25
HUmoeo npomedicymounas ammecmays 25
MUTOTI'O no aucuMnjinge 100

MakcumanbHOE KOMTUYECTBO 0aUToB o mucturmmae — 100.
MaxkcuManbHOE KOJTMYECTBO OAJIOB MO pe3yibTaTaM TEKYIIEero KOHTPOsI — 75.
MaxkcuMalIbHOE KOJIMYECTBO 0aJJIOB Ha dK3aMeHe — 25.

VYpoBeHb  MOJArOTOBIEHHOCTH  OOY4YarOLIErocs COOTBETCTBYET TPEXYPOBHEBOH  OLIEHKE
KOMIIETEHIIMI B 3aBUCUMOCTH OT HAaOPaHHOTO KOJIMUYECTBA OAJIOB MO AUCIUIINHE.

YpoBeHL OBJIAJIEHUS
Iloporosslii IIpoaBunyTHIN IIpeBocxoaHbIit
YPOBEHb YPOBEHb YPOBEHb
Habpannere 50-69 70-85 86-100
0aJLIIBI

[IIkana UTOrOBBIX OLIEHOK YCIIEBAEMOCTH IO AUCHMILINHE «JlOKyMEHTalMoHHOE o0ecreueHue
yrpaBlIeHUs» cooTBeTcTBYeT IlonokeHnto o OasIbHOM W PEUTHHrOBOM CHCTEMaxX OLEHUBAaHUS U
B TEXHOJIOTMYECKOU KapTe JUCHUIIIINHBI.



3auéT

KoanuecTBo 0a1710B Onenka
50-100 3a4TEHO
0-49 HE 3a4TE€HO
OK3aMeH
Koan4yecTBo 0a1710B Onenka
86-100 OTJIMYHO
70-85 XOPOIIIO
50-69 YIIOBJIETBOPUTEIBHO
0-49 HEYIOBJIETBOPUTEIBHO

7. IEPEYEHb OCHOBHOM M JOMOJIHUTEJBbHONU YYEBHOM JIUTEPATYPBI,
HEOBXOAUMOMU JJIs1 OCBOEHUSA JUCHUTIJIMHBI
OcHosHnas numepamypa:

1. Ky3uenos, U. H. Jlenmonpon3BoacTBo : yuebHoe nocodwue : [16+] / Y. H. Ky3nenos. — 10-¢ u3.
— MockBa : JlamkoB um K° 2021. — 406 c. : Tabn. — PexuMm pgocryna: 1o MOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book &id=684221

2. JlankoBa, A. I'. JlokymMeHTaIlMOHHOE 0OeciedeHre yrpaBiIeHHs IEPCOHANIOM: ydeOHOe mocooue
: [16+] / A.T. JlankoBa, B. A. IlpirankoB ; OMCKHH TOCYIapCTBEHHBIH TEXHUYECKUH YHHBEPCHTET. —
Owmck : Omckuit rocynapcTBeHHbIN TexHuueckuid yausepceuteT (OMI'TY), 2019. — 154 c. : uin., Tabi., cxem.
— Pexxum goctyma: https://biblioclub.ru/index.php?page=book&id=683240

Jononnumenvnas numepamypa:

1. Mensenea O. B. OdopmieHnne opraHu3alMOHHO-PACHOPSIUTENBHBIX JIOKYMEHTOB
[OnexkTpoHHBIN pecypc|:kypc Jekuuid. - Mocksa, bepnun: lupexr-Menna, 2018. - 79 c. — Pexum
nocrymna: https://biblioclub.ru/index.php?page=book&id=480166

2. Mumenun C. E. Opranu3zaius U TEXHOJIOTHS TOKYMEHTAllMOHHOTO 00eCTIeYeHHs! yIIPaBIeHUS:
AJIEKTPOHHOE Y4eOHOe mocodue [DneKTpoHHBINH pecypc]:yaeOHoe mocobue. - KemepoBo: KemepoBckuit
roCcyAapCTBEHHBIN YHUBEPCUTET, 2017. - 478 c. - Pexum JOCTYyIIA:
https://biblioclub.ru/index.php?page=book &id=481592

8. IEPEYEHb PECYPCOB WMH®OPMAIIMOHHO- TEJEKOMMYHUKAIIMOHHOM
CETH "UHTEPHET", HEOBXOAUMBbIX JIJIs1 OCBOEHUA JTUCLHUIIJIMHBI

Hngpopmayuonnvie pecypcovl 06pazoeamenvHoll OpeaHu3ayuu.

1. http://www.sibit.sano.ru/ - opuuanbHbINA caliT 00pa3oBaTeIbHON OpraHu3alnu.

2. http://do.sano.ru - cuctema guctanuonHoro ooydenus Moodle (CIO Moodle).

3. http://www.gov/ru - ®enepanbHbIe OpraHbl BIACTH.

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

5. http://www.kadrovik.ru - HarimoHanpHbIi €003 KaIpOBHUKOB.

6. http://window.edu.ruv/ - HWuadopmanmonnas cucrema «EauHOe OKHO JocTyna K
00pa3oBaTeNbHbIM pecypcamy.

7. https://scholar.google.ru - MmexxayHapoaHas Hay4dHas pedeparuBHas 0aza JaHHBIX.



9. METOJUYECKHE YKA3AHUA I OBYYAIOIIHUXCA 110 OCBOEHHIO
JANCHUITINHBI

B nponecce n3ydeHus ydeOHON AUCHUILIMHBI «J{OKyMEHTallMOHHOE 00ecrieueHHE yIpaBICHH»
CIIEyeT:

1. O3HakoMuTbCA ¢ paboueil mporpaMMoil TUCIMITIMHEL. PaGouas mporpaMmMa coaepKUT epeyeHb
paszesoB U TeM, KOTOpbIe HEOOXOJMMO HU3y4YHTh, IIAHBI JIEKIIUOHHBIX U CEMUHAPCKUX 3aHITUH, BOIPOCHI
K TEKyIlEd M IPOMEXKYTOYHOM aTTeCTallMy, NEPEYeHb OCHOBHOM, IONOJIHUTEIBHOW JINTEPATYpPHl U
pecypcoB HH(POPMAITMOHHO-KOMMYHHUKAIIMOHHOH ceTH «/HTepHeT» U T.1.

2. O3HakOMHUTbCA C KaJEHJApPHO-TEMaTHYECKHMM IJJAHOM  CaMOCTOSITENIbHOW  paloThI
oOyyJaroumxcs.

3. Ilocemarh TeopeTHyYecKHE (JIEKIMOHHBIE) M IPAKTUYECKUE (CEMHHAPCKUE) 3aHATHS,
nabopaTopHbIe pabOTHI.

4. Ilpu moAroTroBke K MPAaKTHUYECKUM (CEMHUHApCKUM) 3aHATUSAM, a TaKKe IPH BBINOJIHEHUU
CaMOCTOSITENIbHOW Pa0OTHI CIIEYeT UCIOIB30BaTh METOAMUECKUE YKA3aHU IS 00 yJarOIUXCSl.
VYuebHbIil 1ulaH Kypca «JlokyMeHTallMOHHOE oOecleyeHHe YNPaBICHUS» NPEANonaraeT B OCHOBE
U3YYEHHUS TMCUUIUIMHBI UCIOJIb30BaTh JEKIIMOHHBIN MaTepuanl U OCHOBHbIE HCTOUHUKH JIUTEPATYpPHl, a B
JIOMOJTHEHUE — IPAKTUYECKUE 3aHATHSL.

Kpome TpaauinoHHBIX JISKIUH 1 MPAKTHYECKUX 3aHATHH (IIepedyeHb U 00beM KOTOPHIX yYKa3aHBbI)
1esiecoo0pas3Ho B mpolecce 00ydeHHUs UCII0Ib30BaTh U aKTUBHbIE (YOPMBI 00yUEHHSL.

[IpumepHBIii nepedeHb akKTUBHBIX (POpM 00yUEHHUS:

1) Gecenpl U AUCKYCCHUU;

2) Kelchbl ¥ IPaKTUYECKUE CUTYALINH;

3) UHIUBUAYaJIbHBIE TBOPUYECKHUE 3aJaHMS;

4) TBOpueCKuUE 3a7jaHKsl B IpyIIax;

5) mpakTryeckue paboTHI.

Ha nexuusx cTyneHThl JOJKHBI OJY4YUTh CUCTEMATU3UPOBAHHBIA MaTepHall 10 TEME 3aHATHUSA:
OCHOBHBIE TMOHATHS U MOJOXKEHUS, KIacCU(UKAIMKU W3y4aeMbIX SBJICHUN M MPOLIECCOB, AITOPUTMBI U
METOJUKH OpraHU3aluy JUCIUIUIMHBI U T. 1.

[IpakTuyeckne 3aHATHS MOpeANoiaratoT 0Oojee AeTalbHYI0 MpPOpadOTKY TeMbl MO KaXJIoH
u3ydyaeMoil mpoOieme, aHajau3 TEOPEeTHYECKHX M MPAKTUYECKUX AaCMEKTOB IUCHUIUIMHBL Jljig 3TOrO
pa3paboTaHbl OAPOOHBIE BOIPOCHI, 00CYKAaeMble HA CEMHUHAPCKUX 3aHATHUAX, IPAKTUYECKHUE 3a/1aHus,
NUCbMEHHbIE paboOThl U TecThl. [Ipy MOATOTOBKE K CEMHUHAPCKUM 3aHATUAM CIEAyeT aKlEHTUPOBAaTh
BHUMaHNE Ha 3HAYUTEIbHYIO YaCTh CAMOCTOATEIbHOMN MPaKTUUECKONW PabOThI CTYACHTOB.

Jly1g OoJiee yCrenHoro u3y4eHus Kypca IpernoiaBaTesio ciaeayeT IOCTOSIHHO OTChIIaTh CTYAEHTOB
K yueOHHMKaM, mepuojuueckoi medatu. OCBOEHUE BCeX Pa3JiesIoB Kypca IMpenrnoaraeT npuodpereHue
CTYJEHTaMH HaBBIKOB CAMOCTOSATEIbHOTO aHAJIN3a MHCTPYMEHTOB U MEXAHU3MOB JMCIUIUIMHBI, YMEHHE
paboTaTh ¢ HAYYHOH JTUTEpPaTypOi.

OcHoBHas yd4eOHas JHUTEeparypa, MpEJCTaBICHHAs Y4YCOHHMKAMU M YYEOHBIMU TOCOOHSIMHU,
OXBaTBIBACT BCE pa3zeiibl MPOrpaMMBbI IO IUCHUILINHE «/IOKyMEHTallMOHHOE 00ecTiedeHne YIPaBICHHU».
Ona wu3yyaeTcss CTyA€HTaMH B TMpoOIlecce MOATOTOBKM K MPAKTHUYECKUM 3aHSTHUSIM, 3ayeTy.
JlononHuTeNbHAsA yueOHas TUTepaTypa peKOMEHAYETCs Uil CAaMOCTOSITEIbHON paboThI 1O MOATOTOBKE K
CEMHUHAPCKUM U MPAKTUUYECKUM 3aHITHSIM, IIPH HAITMCAHUU MUCbMEHHBIX PaloT.

IIpu n3yuenun Kypca Hapsiy ¢ OBJIaJIEHUEM CTYIEHTaMU TEOPETUUYECKUMH MOJIOXKEHUSAMH Kypca
ylensieTcsi BHUMaHUE MPUOOPETEHUIO0 MPAKTHMUECKUX HABBIKOB C TE€M, YTOObI OHU CMOIJIM YCIENIHO
IPUMEHSTH UX B CBOEH MPO(EeCCHOHATBHOMN 1€ TeTbHOCTH.

10. COBPEMEHHBIE IMPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX n
NH®OPMALUNOHHBIE CITIPABOYHBIE CUCTEMbI

IIpy mnoOArOoTOBKE M TPOBENEHUM YYEOHBIX 3aHATHHA 1O JAUCHUIUIMHE CTyJIEHTaMU U
NIPENoIaBaTeNIMI  HCIIONIB3YIOTCS  CIIEYIOIINE COBPEMEHHBIE MpodecCHOHATbHBIE 0a3bl JaHHBIX H
UH(POPMALIMOHHO-CITPABOYHBIE CHCTEMBI:

1. DnekTpoHHass OMONMHMOTEYHas CUCTeMa «YHHBEPCUTETCKas OMONMOTEeKa OHJIaiH» (HOTOBOP
Ne 109-08/2021 Ha oxazaHHe YCIYTr MO MPEAOCTABICHUIO JOCTYNA K AJIEKTPOHHBIM M3JaHUAM 0a30BOM



koyekiun  ObC  «YHuBepcureTckas
(http://www.biblioclub.ru).

onobanorexka

ownaith» ot 01 cents6ps 2021 .

2. UnTerpupoBannas 6ubauoreuno-unpopmarmonnas cucrema MPBMC64 (morosop Ne C 2-08 -
20 o mocTaBKe HAyYHO-TEXHUYECKOH MpoayKuuu — Cucremsl Apromarusauuu budmmorexk MPBUC64 — ot
19 aBrycra 2020 r., B cocTaB KOTOpoit BXoAUT ba3a naHHbBIX 31eKTpoHHOTO Karajora onbmuoreku CUBUT

Web-UPBUC 64 (http://lib.sano.ru).

3. CnpaBouno-mnpaBoBasi cucrema Koncynprantllntoc (momosHurtenbHoe cormamenue Nel x

norosopy Ne 11/01-09 ot 01.09.2009).

4. Dnexktponnas crnpaoyHas cucrema ' MC Omck.

11.

MATEPUAJIBHO-TEXHUYECKOE H IIPOI'PAMMHOE OBECIIEYEHME,

HEOBXOJIUMOE JUUIA OCYIIECTBJIEHUA OBPA3OBATEJIBHOI'O INPOLHECCA ITIO

TV CHATIIAHE

I[JI?I IMPOBCACHUA y‘-I€6HI)IX 3aHATHH TI0 AUCHUIUIMHE HCIOJIB3YIOTCA CIACAYIOIHUE IMOMCUICHUA,
OCHAIlICHHBIC O60py,HOBaHI/IeM N TCXHUYCCKHUMU CPCACTBAMU 06yquH51:

HanmeHnoBanue yuyeOHBIX ayIUTOPUI M TIOMEIIICHUIA
JUISL CAMOCTOSITENIbHON pabOThI

OcHalleHHOCTh 000pPYJJOBAHUEM U TEXHUUYECKUMHU
cpelcTBaMu oOyuYeHus

MynbsTuMeauiinas yueOHas ayauropust Ne 102. s
IIPOBE/ICHUS 3aHATUN JIEKIIMOHHOIO THIA, 3aHATUN

CEMMHApCKOro THMa (IMPaKTUYECKUX 3aHATHUH),
TPYIIIOBBIX  KOHCYJIbTalMM,  WHAWBUAYAJIbHBIX
KOHCYJIbTALINH, TEKYIIEro KOHTpOJI,

MPOMEXYTOYHOM aTTeCTAIUH,
WUTOrOBOM aTTECTallMU

rOCyJ1apCTBEHHOM

Yuebnas wmebenb (17 cronmoB, 42 cryma, A0cKa
MapKepHasi, TpuOyHa, CTOJ U CTYJI IPENO01aBaTeNsl).
MynsTuMeauitHoe J€MOHCTPALIMOHHOE
obopynoBanue (IIPOEKTOp, JKpaH, KOMIBIOTEP C
BbIX0JIOM B MHTEpHET, ayJMOKOJOHKH - 2IIT.).
[Iporpammuoe obGecneuenue: Microsoft Windows
8.1 (32) Professional Russian. ID npoaykra 00261-
80356- 95595-AA367 (koMMmepueckas JTULEH3US,
MHOCTpaHHBI mpousBoauTens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z72E0903
(xommepueckas JUTICH3US, WHOCTPaHHBIN
npousBoauTens); Adobe Acrobat Reader, nunensus

freeware; Kaspersky Endpoint Security - Russian
Edition, JINIEH3U No 1356-
181109—064939—827—947 (komMMmepUeckas

JMIIEH3Us, OTEeYeCTBEHHBIH mnpousBoauTens I10);
Skype, Bepcust 8.65 (cBOOOJHO pacmpOCTpaHIEMOE
I10, wuHOCTpaHHBIM mHpou3BoauTens). ObecnedyeH
JIOCTYIT K ceth VIHTepHET W B DIEKTPOHHYIO
UH(POPMAIMOHHO-00pa30BaATEIbHYIO cpeny
OpTaHu3aIIH.

MynbsTumenuiinas yaebnas ayauropus Ne 210. mis
IIPOBE/ICHUS 3aHATUN JEKIMOHHOIO THIA, 3aHATUN
CEMMHApCKOro THMA (MPaKTUYECKUX 3aHATUI),
IPYNINOBBIX  KOHCYJbTAllMM,  HMHIMBUIYaTbHBIX
KOHCYJIbTAlIHM, TEKYLIETO KOHTpOJI,
IIPOMEKYTOYHOM aTTECTAallMM, TOCYIapCTBEHHON
UTOTOBOHU aTTeCcTaluu

VYyeOnass mebenb (36 cronoB, 74 cTyna, Aocka
MapkepHasi, TpHOyHa, CTOJ U CTYJI IPEenoiaBaTes).

MynbsTrmeauitHoe JEMOHCTPALIMOHHOE
o0opynoBaHue (IPOEKTOP, 3KpaH, KOMIBIOTEpP C
BbIXOZIOM B WMHTepHeT, ayAMOKOJIOHKH - SIIT.)

[Iporpammuoe obGecneuenue: Microsoft Windows
XP Professional Russian, Number License:
42024141 OPEN 61960499727E0903
(komMepueckas JUTICH3US, WHOCTPaHHBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (xomMmepueckass  JIMLIEH3MUS,
MHOCTPAHHEIN ITpon3BoanTenk); Consultant Plus -




Horosop 11/01-09
Jomn.cornamenue Nel (aBTOMpPONOHTALIKS )
(xommepueckas JUIEH3US, OTE€UYECTBEHHBIN
npou3BouTenb); Adobe Acrobat Reader, nutiensus
freeware; (cBoOomHO pacmpoctpansemoe 1O,
HHOCTpaHHbI npousBoautens) Kaspersky Endpoint
Security - Russian Edition, mmmen3us Ne
1356-181109- 064939-827-947  (kommMmepueckas
JUIEH3HS, OTEYECTBEHHBIN mpousBoautenas [10);

oT 01.09.2009 T.

2GIS, JUTICH3US freeware (cBoOOIHO
pacnpocTpaHsieMoe 10, OTEYECTBEHHBIN
npousBoauTens). (OOecreueH JOCTYIl K  CETH

WNuTepHer M B DIIEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNbHYIO CPEIy OpraHU3AIIH.

MyneTumenuitas yuebnas ayautopus Ne 211. s
IPOBE/ICHUS 3aHATUH JIEKLIMOHHOTO THIA, 3aHATUN
CEMHMHApCKOro Tumna (MpakTUYECKUX 3aHATHUI),

IPYIIIOBBIX  KOHCYJBTALMM,  WHIUBUIYAIBHBIX
KOHCYJIbTALUH, TEKYIIETO KOHTpOJIS,
IIPOMEKYTOUHON aTTECTallid, TOCYAapCTBEHHOU

UTOTOBOU aTTECTAlUN

VYuebnas mebenb (27 cTonos, 54 cryna, MapkepHast
nocka, TpuOyHa, CTON M CTyl IIpernojaBarens).
MynbsTumenuitHoe JEMOHCTPALIMOHHOE
o0opynoBanue (IPOEKTOP, JKPaH, KOMIBIOTEP C
BbIXOJIOM B lIHTepHET, ayauOKOJOHKM - SIIT.)
[Iporpammuoe obGecniedenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 619604997Z7ZE0903
(komMepueckas JINLICH3US, WHOCTPaHHbIN

npousBoauTenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903  (koMMepueckas  JIMILIECH3HUS,
MHOCTpaHHbIN npousBoautenb); Consultant Plus -
Horosop 11/01-09 oT 01.09.2009 T.
Jon.cornamenne Nel (aBTOIpOJIOHTAIMS);
(xoMMepueckast JULEH3NUA, OTEYECTBEHHBIN
npou3BoauTenb); Adobe Acrobat Reader, nmutiensus
freeware; Kaspersky Endpoint Security - Russian

Edition, JIATICH3US Ne 1356-181109-
064939-827-947 (koMMepueckast JILIEH3UA,
oTeuecTBeHHBIM  mpousBoautens [10);  2GIS,

nunensust freeware (CBOOOAHO pacmpocTpaHseMoe
[TO, oreuecTBeHHbIN Mpou3BOaUTENH). ObecneueH
noctyn K cetd WHTEepHET W B AIEKTPOHHYIO
nH(HOPMATMOHHO-00pa30BaTEIHHYIO cpeny
OpraHH3aIlHH.

VYuebnast ayauropuss Ne 301. mnsa npoBeneHHS
3aHATHHI JICKIITMUOHHOTO THUIIA, 3aHATUN
CEeMHMHApCKOro THMa (MPaKTHYECKUX 3aHATHH),
TPYOMNOBBIX  KOHCYNbTALIUMHA,  HHIAUBUAYAIbHBIX
KOHCYJIbTAIIHM, TEKYILEro KOHTPOJIS,
IIPOMEKYTOUYHOM ~aTTECTallUH, TOCYAapCTBEHHOU
UTOTOBOM aTTECTALlUU

YyebOnass mebenb (15 cromnos, 30 crynbeB, MOCKa,
TpuOyHa, CTON M CTyN HpenojaBarens). YuyeOHo-
HarJsaHbIe TocoOus. TeMaTH4ecKue ULTFOCTPaIluu

VYuebnast ayauropuss Ne 302. misa mpoBeneHHS
3aHATHHI JICKIITHOHHOTO THUIIA, 3aHSATUN
CEMHUHApPCKOro TuMa (MPaKTUYECKUX 3aHATHUI),
TPYIIOBBIX  KOHCYJBTAllMM,  WHIUBUIYAIBHBIX
KOHCYJIbTAIIHH, TEKYLIETro KOHTPOJIS,
MPOMEXYTOYHOM aTTECTallMi, TOCYJapCTBEHHON
UTOTOBOHU aTTeCcTaluu

VYuebnas mebenb (15 cromos, 30 cTynmpeB, AocKa
MapKepHas, TpUOyHa, CTOJ U CTYyJ MpernojaBaTeis).
VyeOHO-HarSIOHBIE  [TOCOOUS. Tematuueckue
I/IHHIOCTpaLII/II/I




MynbsTumenuiinas yaeOnas ayauropust Ne 304. s
MIPOBEICHUS 3aHATUN JEKUUOHHOTO THIA, 3aHATUH
CEMUHApPCKOro THUHa (IMPaKTUYECKUX 3aHATUH),
ICPYIIOBBIX  KOHCYNbTAallMd,  WMHJWBHUAYaJIbHBIX
KOHCYJIbTaLHM, TEKYILETOo KOHTpOJIS,
IIPOMEKYTOUYHOM aTTECTallUM, TIOCYIapCTBEHHON
UTOTOBOM aTTeCTaluu

VYueOnass wmebens (22 croma, 44 cTyma, 1ocka
MapkepHas, TpuOyHa, CTOJI U CTyJ IpernojaBaTesis).
MynbsTuMenuiiHoe 060pyaoBaHue (IPOEKTOp, IKpaH,
KOMIIBIOTEP C BbIXO10M B IHTEpHET, KOJIOHKU - 2 IIT.).
VYueOHo- Haraguble  mocobus.  Temarudeckue
WJUTIOCTPALIUH. [TporpammHoe obecrieueHue:
Microsoft Windows 10 joMamsss 1j1 OQHOTO SI3BIKA,
ID mpomykra: 00327-30584-64564- AAOEM;
(koMMmepUecKas JMLIEH3US, UHOCTPaHHBIH
npousBoauTenb) Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903 (komMmepyeckasi — JUICH3HS,
WHOCTpaHHbI mpousBoautens); Consultant Plus -
Horosop 11/01 -09 ot 01.09.2009 r. Jlomn.cornanienne
Nel (aBromposnonramusi) (KoMMepueckas JUICH3US,
oteuecTBeHHbIN MpousBoauTens [10); Adobe Acrobat
Reader, TUTEH3HS freeware (cBOOOIHO
pacrpocTpaHsieMoe 10, UHOCTPaHHBIH
npousBoauTtens); Kaspersky Endpoint Security -
Russian  Edition, mumensus Ne  1356-181109-
064939-827-947; 2GIS, nunensus freeware (CB0OOOIHO
pacIpocTpaHsIeMoe 110, OTEYECTBEHHBIHN
npousBoauTens). Obecneden noctyn k cetu MlaTepHET
1 B JICKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO
Cpely OpraHHu3alliH.

Aynutopus AN CaMOCTOATENIBHOW  PabOThI
CTYJICHTOB Ne 305. MOMEIIEHHUE TUTSt
CaMOCTOSITENIbHOM PabOThl 00yUaOIUXCsl, HAYIHO-
HCCJIEN0BATEILCKON paboTsl oOyyJaromuxcs,
KYpCOBOTO MPOEKTUPOBAHHUS (BBIMIOJTHEHUS
KYPCOBBIX paboT)

YyeOnass mebenb (10 CTONOB OMHOMECTHBIX, 3
KpYIJIBIX CTOJA, 27 CTYJIbEB, 10CKAa MapKepHas, JocKa
uHpOpMaMoHHas, TpHOYHA, CTeIIaX - 2 IIT., CTOJ U
CTYJ MpenoaaBaress). MynpTumMeauiiHoe
o0opynoBaHue (MPOEKTOP, BSKpaH, KOMIBIOTEP C
BO3MOXKHOCTBIO TIOJIKITIOYeHHS K ceTn « HTepHeT» u
obecrieyeHneM JIOCTyTIa B AIEKTPOHHYIO
MHGOPMAITMOHHO-00pa30BaTEIBHYIO cpeny
Wuctutyta, kostoHkH - 2 mt.). HoyrOyk DELL - 8 mir.
Hoyt6yk HP - 2 mt. Ilepconansublii komnbroTep - 1
mr. CIIC «Koncynsrant Ilmoc». IIporpammuoe
obOecneuenune: Microsoft Windows 10 Pro Russian,
Number License: 69201334 OPEN
99384269727E1912 (komMmepyeckass — JIMLEH3MS,
WHOCTPaHHBIA mpou3BojuTenb); Microsoft Office
2016 standart Win64 Russian, Number License
67568455 OPEN 975749287Z7E1810 (komMmepdeckast
JIMIIEH3Us1, THOCTPaHHBIN npon3BoanTens); Consultant
Plus - [lorosop 11/01-09 ot 01.09.2009 .
Horm.cormamenne Nel (aBtompononramms); Adobe
Acrobat Reader, numensus freeware (cB0OOJHO
pacmpocTpaHsieMoe 10, WHOCTPaHHBIN
npousBoautens); Kaspersky Endpoint Security —
Russian Edition, mmmensus Ne  1356-181109-
064939-827-947,; (koMMepuecKkast JULEH3US,
oteuecTBeHHBIN TponsBoauTeis [10); 2GIS, nunen3us
freeware.  (cBoOomHO  pacmpoctpansemoe 11O,
OTEUYECTBEHHBIN MPON3BOANUTENH). ObecredeH qoCTy
K cetr VIHTepHET U B 3JIEKTPOHHYIO HHPOPMALIMOHHO-
00pa30oBaTeNbHYIO Cpeay OpraHU3aluH.




JlabGopaTtopust skoHOMUYEeCKUX aucturianH Ne 306.
JUI  TIPOBEICHMsSI 3aHSATHH JICKIIMOHHOTO THIIA,
3aHSITHA CEMHHApPCKOTO THMAa  (TPAKTUYECKUX
3aHATUH W J1TAOOpaTOPHBIX paboT), TPYMIOBBIX
KOHCYJIbTAIIMA, WHIAUBUIYAIbHBIX KOHCYJIBTAIIHMN,
TEKYIIETO KOHTPOJIS, TPOMEKYTOYHOM aTTECTaIl|H,
rOCyIapCTBEHHOW UTOTOBOM aTTECTALIMU

YyeOnass mebenp (23 croma, 53 cryma, agocka
MapKepHas, Jocka HWHGOpMaIMoHHas, TpUOYyHa,
CTEJUIaK MeTaJUIMUecKui - 5 mr.). IlepconanbHble
KOMIBIOTEPHI (5 IIT.), MPOEKTOP, SKpaH, MPUHTEP.
Croiika kaccupa, pabodee MeCTO OIEpaIMOHKUCTA,
paboyee MeCTO KpEIUTHOIO MeEHemKepa, padouee
MecTto koHTpon€pa CoOeperarenpbHOro OaHKa.
Creunanu3upoBaHHoe 0aHKOBCKOE 00OpYyIOBaHUE:
CUETYMKH, COPTHPOBIIMK OaHkHOT: Cassida MSD-
1000, Numeron; Kisan NEWTON; Magner 175 F,
Magner 150 digital, Demon EV 8650; ynakoBuuk
Impulse sealer ¢ kiuiie; 1eTeKTOPbl MOIITMHHOCTH
O6ankHOT: Yiprpamar 225 CJI; DORS 1000, DORS
200, DORS 1300; cuerunk moHeT: Scan Coin 303. -
Jlynma Vildis 10x; meyaTu, mramisl, mioMouparop,
MEIIKH  JUIsl ~ YOAKOBKM  MOHEThI;  HaOOpbI
JEMOHCTPAIIMOHHOTO  O0OpyJOBaHUs;  y4yeOHO-
HarJsAHbIe TOCOOUS; TEMaTUYECKUE HILTIOCTPALIUU.
[Iporpammuoe obecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 6196049977E0903
(komMmepueckas JIMLIEH3HS, WHOCTpPAHHBIN

npousBoauTenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903  (koMMepueckas  JIHIICH3US,
MHOCTpaHHbIN npousBoautens); Consultant Plus -

Horosop 11/01 -09 or 01.09.2009 .
Jor.cornamenue Nel (aBTOIPOJIOHTALIMS)
(xoMMepueckast JMLIEH3US, OTE4YECTBEHHBII

npousBoautenb [10); Adobe Acrobat Reader,
munensus freeware; Kaspersky Endpoint Security —
Russian Edition, JIAIIEH3USA Ne
1356-181109-064939-827-947 (koMMepuecKast
JUIEH3Us, 0TeuecTBeHHbIN npousBoautens [10); 1C
8.2 ABC "VnpasneHnue KpeJUTHOW OpraHu3anuen’,
Horosop Ne  043/03/016/001 or 3.10.2016
(xoMMepueckast JHMLIEH3US, OTEYECTBEHHBIN
npousBoautens [10); 2GIS, nuuensus freeware
(cBoO6oaHO pacnpoctpansemoe [10, oTeuecTBEHHBIH
npousBoauTenpb). (OOecnedyeH JOCTYyNl K CETH
WuTepHeT M B QJIEKTPOHHYIO HH(MOPMAIMOHHO-
00pa30BaTENbHYIO CPEY OpraHU3ALIH.

JlaGopatopus COILIMAJIbHO-T'YMaHUTaPHbIX
quctuminH Ne 307, miig mpoBeneHUs 3aHATHN
JEKIIMOHHOTO THUIIA, 3aHATUN CEMHUHApCKOTO THUIA
(MpakTUYeCKUX 3aHATHI M J1abopaTOpHBIX padoT),

TPYNIOBBIX  KOHCYJIbTalUUW, WHIUBUIAYAIbHBIX
KOHCYJIbTAINH, TEKYIIETO KOHTPOJIA,
MMPOMEXYTOUYHOW aTTECTallMi, TOCYJapCTBEHHOM

UTOTOBOM aTTECTAIIUH.

YyeOnass mebenp (26 cromoB, 52 cryna, gocKa
MapKepHasi, TPUOYHa, CTOJ U CTYJI MPETOIaBaTEs).
MynsTumMeauitHoe  obopynoBaHue  (TIPOEKTOP,
JKpaH, KOMIIBIOTEp ¢ BBIXOJOM B HHTepHeT,
KOJIOHKH - 2 MIT.). Y4eOHO- HarJsIHbIe MOCOOus.
Temarnueckne  wuroctpanuu.  [IporpamMMHOe
obecrieuenue: Microsoft Windows 7 Professional
Russian, Number License: 61555010 OPEN
91563139Z7ZE1502  (xoMMepyeckas  JIMLEH3US,
WHOCTpaHHBIA Mpou3BoauTeh); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7ZE0903




(xommepueckas JTULEH3US, WHOCTpaHHbBIN
npousBoautensb); Consultant Plus - lorosop 11/01 -
09 or 01.09.2009 1. Jon.cormamenue Nel
(aBTOomposnonranus) (KOMMepYecKas  JIMICH3US,
oTedecTBeHHBIM mpousBoautens [10);  Adobe
Acrobat Reader, nunensus freeware; Kaspersky
Endpoint Security — Russian Edition, aumensust Ne
1356-181109-064939-827-947 (komMepueckas
JUIEH3HS, OTEYECTBEHHBIM mpou3BoauTenb [10);
2GIS, JTUIICH3US freeware (cBOoOOIHO
pacnpocTpaHsieMoe 10, OTEYECTBEHHBIN
npousBoauTenb). (OOecredeH JOCTYym K  CETH
WNuTepHer M B D2IEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEIy OpraHU3AIIH.

Jlaboparopus ympaBieHueckux aucuuriaud Ne 309.
JUIsL TIPOBEJEHUS 3aHATUH JIEKLMOHHOIO THIIA,
3aHIATHA  CEMHHApCKOTO THUMa  (MPaKTUYECKUX
3aHATUH W J1a0OpaTopHBIX pabdoT), TPYINIOBBIX
KOHCYJIbTAllMi, WHAMBHUIYAIbHBIX KOHCYJIbTALIUMH,
TEKYIEro KOHTPOJIsI, IPOMEXYTOUHOM aTTecTalui,
roCy1apCTBEHHON NTOTOBOW aTTeCTallun

VYuebnas wmebens (21 crom, 42 crynma, mgocka
MapKepHas, TpuOyHa, CTeJIaX, CTOJI U CTYI
npenoaasarens). MyiabTUMeIniHOE 000pyI0BAaHUE
(IpoeKTop, PKpaH, KOMIIBIOTEP, KOJOHKHU - 2 IIT.).
YyeOHo-HarmsinHple  mocoOus.  Temaruueckue
WLTIOCTPALH. [IporpammHoe obecnieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xommepueckas TUIEH3US, WHOCTpaHHBIN
npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903  (koMMepueckas — JIHIEH3US,
WHOCTpaHHBIA mpousBoauTenb); Consultant Plus
(komMepueckas JTUTIEH3US, OTEUYECTBEHHBIN
npousBoauTens); Adobe Acrobat Reader(cBo6omno
pacnpocTpaHseMoe 10, WHOCTPAHHBIN
npousBoauTens); Kaspersky Endpoint Security -
Russian Edition, mumensus Ne 1356-181109-
064939-827-947 (xommepyeckas JIMIICH3US,
OTE€UeCTBEHHBIN Tpou3BoAuTeNb); 2GIS (cBOOOAHO
pacupocTpaHsieMoe [10, OTEYECTBEHHBIN
MIPOU3BOJIUTEND).

MynbsTumenuiiHas yueOHas ayautopus Ne 312. s
IIPOBE/ICHMS 3aHATUN JIEKUMOHHOTO THIIA, 3aHATHU
CEMHMHApCKOro THUMa (MPaKTHYECKUX 3aHATHH),

TPYNIOBBIX  KOHCYJbTAalUUW, HWHIUBUIAYAIbHBIX
KOHCYJIbTAINH, TEKYIIETO KOHTPOJIA,
MMPOMEXYTOUYHOW aTTECTallMi, TOCYJapCTBEHHOM

UTOTOBOU aTTECTAlUU

VYyebnas mebens (50 cromos, 100 cTynbeB, mocka
MapkepHasi, TpuOyHa, CTOJ M CTYJI IIPETo1aBaTes);
MynsTuMeauiiHoe — o0opyaoBaHue  (TIPOEKTOP,
9KpaH, KOMIBIOTEP, KOJOHKU - 2 MIT.). YueOGHo-
HarJsiiHble mocoous. TemMaTHueckue WUTFOCTPAIUH.
[Iporpammuoe obecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 6196049977E0903
(xommepueckas JIMIIEH3MS, WHOCTpPAHHBIN

npousBoauTensb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (xoMMepueckast — JIMLEH3US,
WHOCTpaHHBIA npou3Boautens); Consultant Plus -
Horosop 11/01-09 oT 01.09.2009 r.
Hom.cornamenue Nel (aBromposonranus); Adobe
Acrobat Reader, nunensus freeware; Kaspersky
Endpoint Security - Russian Edition, mumensus
Ne 1356-181109-064939-827-947  (kommepueckas
JIUTIEH3HS, OTEYECTBEHHBIN npon3Boautens [10);




2GIS, JINLIEH3USI freeware
pacnpocTpaHsieMoe [10, OTEYECTBEHHBIN
npou3BoauTenb) OOecreyeH JOCTYym K  CETH
WNHTepHer W B DJIEKTPOHHYIO HH(DOPMAIIMOHHO-
0o0pa3oBaTeNnbHyI0 Cpeay OpraHU3aIiu.

(cBOOOIHO

MyneTumenuiias yuebnas ayautopus Ne 422, nis
IIPOBEJCHUS 3aHATUH JIEKLIMOHHOTO TUIIA, 3aHATUN
CEMHHApCKOro Tumna (MpakTUYECKUX 3aHATHUl),
IPYNIOBBIX  KOHCYJNbTALUW,  HHIAUBUAYAJIbHBIX
KOHCYJIbTAlIM, TEKYILEro KOHTPOJIS,
IIPOMEKYTOUYHOM aTTECTallMd, TIOCYAapCTBEHHOU
UTOTOBOW aTTECTallUU

VYyeOnass mebenb (18 cromoB, 36 cTynbeB, IOCKa
MapkepHas, TpuOyHa, mIKad, CTOI W  CTYyI
MpenoaBaTens). MynapTHMe AUITHOE
JI€MOHCTPAaLlMOHHOE 000pyI0oBaHNe (MHTEPAKTUBHAS
JI0CKa, KOMIIBIOTEp C BBIXOJOM B HWHTEpHET, 2
ayJTMOKOJIOHKH). [IporpammHoe o0ecrnieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN  91563139ZZE1502
(kommepueckas JIMLICH3US, WHOCTPaHHBIH
npousBoauTens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z27E0903 (komMmepyeckass — JIULEH3MS,
WHOCTpaHHbIA mnpou3BoauTensb); Consultant Plus -
Horosop 11/01 -09 ot 01.09.2009 r. Jlon.cornamnienue
Nel (aBrompononramusi) (KoMMepdeckas JHIICH3US,
oTtedecTBeHHBIN npousBoauTeis [10); Adobe Acrobat
Reader, JIUTICH3HS freeware (cBOOOIHO
pacnpoCcTpaHsIeMOe I10, WHOCTPAHHBIN
npousBoautens); Kaspersky Endpoint Security -
Russian  Edition, aunensus Ne  1356-181109-
064939-827-947; 2GIS, nuuien3us freeware (CBOOOIHO
pacmpocTpaHsieMoe 110, OTE4eCTBEHHBIH
npousBoauTens). ObecnedeH 10cTyI K ceTu IHTepHeT
1 B 2JICKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO
Cpey OpraHHu3aluHm.

Aymutopust Ul CaMOCTOSITETIbHOM — pabOThI
crynentoB Ne 413. 6ubnuoTtexa (YUTAIBHBIA 3a),
NOMEIIEHUEe  JUIi  CaMOCTOSITEIbHOH  paboThI
oOyuaronuxcs, HAy4YHO-HCCIIeI0BATENbCKON
paboThI o0yyJaromuxcs, KypCOBOTO
MPOEKTUPOBAHUS (BBIMOJIHEHHS KypCOBBIX paboT)

VYyeOnast me0enb (9 cTonos, 23 cTyna, MArkas 30Ha).
[lepconasibHble KOMIIBIOTEPHI € BO3MOYXHOCTBIO
nojakmoueHus k cetu "MHtepHeT" u o0ecnieueHneM
JOCTyma B JJEKTPOHHYIO  HMH(OpPMAIMOHHO-
oOpasoBarenbHyto cpeny HWacturyra - 6 1T,
[Iporpammuoe obecnieuenue: Microsoft Windows
8.1 Pro Russian, Number License: 63726920 OPEN
91563139Z7ZE1502 (koMMepueckas  JIHIICH3US,
HMHOCTpaHHBIN Npou3BoaANTENb); Microsoft Windows
10 Pro Number License 67568455 OPEN
975749287Z7E1810 (koMMepueckas  JIHIIEH3US,
WHOCTPAHHBIN MIPOU3BOAUTED); Microsoft
Office2007 standart Win32 Russian, Number
License 42024141 OPEN 61960499Z7E0903
(komMepueckas JIUTICH3US, WHOCTPaHHBIN
npousBoautens);  Microsoft  Office  Standart
2019Number License 67568455 OPEN
975749287Z7E1810 (koMMepueckas  JIHIICH3US,
WHOCTpaHHBIA npou3Boautens); Consultant Plus
(xommepueckas TUICH3US, OTE€UYECTBEHHBIN
npou3BoauTenb); Adobe Acrobat Reader (cBo6ogHO
pacupocTpaHsieMoe IO, WHOCTPaHHBIN
npou3BoauTenb); Kaspersky Endpoint Security -
Russian Edition, numen3us Ne




1356—181109-064939—827—947  (xomMmepueckas
JIUIEH3MS, OTEUECTBEHHBINH Mpou3BoauTeNb); 2GIS
(cBoGoHO pacmpoctpansemoe 110, oTeuecTBeHHBII
npou3BoauTeNb). (OOecnedeH JOCTYH K CeTH
WNHTepHer W B DJIEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa30BaTeNbHyI0 Cpeay OpraHU3aIiy.

Ayautopus Ne 420. nmomeuieHue Juisi XpaHeHUs] U
MPOPUIAKTHYECKOTO  OOCIY)XMBaHUA  Y4EOHOTO
000pyI0BaHUS - KOMITBIOTEPHOTO 000OpPYIOBaHUS U
XpaHeHUus AJIEMEHTOB MYJIbTUMEAUIHBIX
naboparopuii

MebGens (4 croma, 4 crynma, CTeUtaxku), 4
MEPCOHAJBHBIX ~ KOMIbIOTEpA  JJII  CHCTEMHOTO
aJIMAHUCTPATOPA, BEJIYILETO CIIEAaINCTa
HH(POPMAIIMOHHOTO oTIena, HH)KEHepa-

anekTpoHmuka, 10 cepBepoB. IlasnmbHas craHus,
cTeuiax, 15 miIaHIEeTHBIX KOMIBIOTEPOB, HAYITHUKH
JUIs JTUHra)OHHOTO KaOWHETa, 3amacHble YacTH [T
KOMIIBIOTEPHOTO 000pYI0BaHMS.

Ayautopus Ne 003. momernieHue uisi XpaHeHUs] U
NpOPHIAKTHIECKOTO  OOCIYy)KMBaHUS ~ y4eOHOTO
o0opynoBaHus

CraHOK 17151 CBepsieHHUs, yrioBas UUIM(pOBaJIbHAS
MaliunHa, Ha60pbl CJICCAPHBIX HHCTPYMCHTOB IJIA
o0ciyKUBaHUs y4eOHOIro 000pyOBaHMUSI, 3allaCHbIE
YacTH AJIS CTOJIOB U CTyJbeB. CTemnax, MaTepuaibl
IISL COTIPOBOKAEHHSI yu4eOHOTO Iporiecca.

HJ'IFI IMPOBCACHU y‘le6HBIX 3aHATUM MO AUCUMILIMHE HCIIOJIB3YIOTCA CICAYIOIHNEC KOMIIJICKTBI
JIUICH3MOHHOI'O H CBO6OILHO pacnpocTpaHiacMoro mnporpaMMHOro 06GCH6‘~IGHI/I$I, B TOM 4YHCIIC

OTCUCCTBCHHOTI'O ITPOU3BOJACTBA:

HanmenoBanue OcHoBaHue Onucanue
Homn.cormamenue Nel k gorosopy

Consultant Plus No 11/01-09 o1 01.09.2009 9CC Koncynprant+

Microsoft Office Professional Plus Open License 62668528 [TakeT 251eKTPOHHBIX
2013 penaKkTopoB

Microsoft Office Standard 2016 Open License 66020759 Haker oIIeKTpOHHEIX
PENAKTOPOB

Microsoft Office Standard 2007 Open License 42024141 Haxer S1eKTpOHHEIX
PENAKTOPOB

. . Akt Ne TAPT0006235 [TakeT 371eKTPOHHBIX
Microsoft Project 2010 o1 25.04.2012 r penaKkTopoB

Notepad ++ Freeware Haker oIIeKTpOHHEIX
pPENAKTOPOB

OpenOffice 4.1.1 Freeware Haxer S1eKTpoHHEIX
pPENAKTOPOB

LibreOffice Freeware Haker o7eKTPOHHEIX
pEaKTOpOB

[TakeT mporpamMm Juist

Adobe Acrobat Reader Freeware COSHAMIT H [IPOCMOTPA |
AIIEKTPOHHBIX MTyOIUKAIAN
B ¢popmare PDF
IrfanView Freeware I'paduueckuii penakrop




12. CPEACTBA AJAITAIMH ITPEIIOJABAHHUA  JUCHUIVIMHBI K
INOTPEBHOCTAM JIMII C OTPAHUYEHHBIMHU BO3MOXHOCTAMU 310POBbA U
NHBAJINJ10OB

B ciyuae HeoOXoAMMOCTH, OOYYAIOIIMMCS M3 YUCIA JIUI C OrPAaHMYEHHBIMH BO3MOXKHOCTSIMH
3I0POBbSI ¥ MHBAIUAOB (110 3asBICHHIO OOYYaroIIErocsi) MOTYT NIpEJIaraTthCsi OJIHU U3 CIICIYIOIINX
BapUaHTOB BOCTIPUATHS MH()OPMAIMH C YUYETOM X WHAMBHIYaTbHBIX ICUXO(PH3NUECKUX 0COOCHHOCTEH,
B TOM YHCJIE C IPUMEHEHUEM AJIEKTPOHHOTO 00YYCHHS U TUCTAHIIMOHHBIX TEXHOJIOTHH:

- IS ML ¢ HapYIIGHUSIMH 3pPEHHUS: B TEYaTHOH (opMme yBETHMUEHHBIM MIPUPTOM; B Gopme
3JICKTPOHHOTO JOKYMEHTa; B ¢opMme aymuodaiina (mepeBoj; yueOHbIX MaTepHaioB B ayauodopmar); B
nedyaTHOH Qopme Ha sa3pike  bpaiinsg; MHAMBHIyalbHbIE KOHCYJIbTAallMM C  IPHBICYECHUEM
TUQIIOCYPIOTIEPEBOAUNKA; HHIUBUAYAIbHBIC 33/1aHUSI K KOHCYJIbTAIIH.

- JUISL UL C HapYIICHUSIMH CIlyXa: B TeYaTHOH ¢opme; B (OpMe IIEKTPOHHOTO JOKYMEHTA;
BUZICOMATEPHAJIbI C CyOTUTPAMK; WHAUBUIYAIbHBIC KOHCYJIBTAI[MH C IIPUBJICYCHUEM CYPIONIEPEBOIIHNKA;
WH/IMBUIYyaJIbHBIC 33aHUS U KOHCYJIbTALIUH.

- IS JIMII C HApyHIICHWSMU ONMOPHOIBHUTaTENILHOTO almaparta: B medatHor ¢opme; B (opme
AIIEKTPOHHOTO IOKyMEHTa; B (hopMe ayanodaiisia; HHIUBUIYaTbHbBIC 3aJaHUS U KOHCYJIbTAIHH.

[Ipu mpoBeneHUU MpPOLEAYPhl OIICHUBAaHUS PE3YJbTATOB OOYYCHHS WHBAIMJIOB W JIMI[ C
OTPaHUYCHHBIMU BO3MOKHOCTSIMU 3[IOPOBbS ITPEYCMATPUBACTCS UCTIONB30BAHUE TEXHUYECKUX CPEJICTB,
HEOOXOJMMBIX UM B CBSI3M C WX HHIUBUAYAIBHBIMH OCOOCHHOCTSMH. DTH CpPEACTBA MOTYT OBITh
IPEJOCTABIICHBI BY30M WJIM MOTYT HCIIOJIb30BaThCs COOCTBEHHBIE TEXHUYECKHE cpeacTBa. [IpoBenenue
IPOIIEIypPhl OIICHUBAHUS PE3YJIbTATOB 00YUCHUSI MHBAIU/IOB U JIUIl C OTPAaHUYCHHBIMU BO3MOYKHOCTSIMHU
3JI0POBBSI IOMTYCKAETCS C MCIOJIB30BAHNEM TMCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOJIOTHIA.

[Ipy HEOoOXOAMMOCTH WHBAIWAAM W JIMIAM C OTPAaHUYCHHBIMH BO3MOXKHOCTSMH 3I0POBbS
IPEOCTABIISCTCS JOMOJHUTEIBFHOE BPEMS JIUIsl TOATOTOBKH OTBETA Ha BBITIOJIHEHHUE 33/JaHUH TEKYIETO
KoHTpoJs. [Iporieaypa npoBeACHUs MPOMEKYTOYHOM aTTECTAUU 11l 00YUYArOIIUXCSI C OrPaHHYCHHBIMU
BO3MOXXHOCTSIMH 3/I0POBBSI M 00YYaIOIUXCsl WHBAIUIOB YCTaHABIMBACTCS C YYETOM HHIMBHUIYaTbHBIX
ncuxou3nueckux ocoOeHHOCTeH. [IpoMexyTodyHas aTTeCTalMs MOXET TPOBOJUTHCS B HECKOJIBKO
JTAIoB.



TexHogornueckas KapTa THCHUIIIMHBI

[Tpunoxenue 1

HaunmenoBanue JAUCHUITIINHBI

JloKyMeHTalMoHHOE 00eCIeueHUE YIpaBICHUs

KoanyecTBO 3a4STHBIX CIUHUIL 3
dopma MPOMEKYTOUHOU aTTECTALUHU 3ayer
No Buabl yueOHoil 1eATeJIbHOCTH dopma Bbanasl
B CTYJ€HTOB OTYETHOCTH (MakcumMyMm)
Texynmii KOHTPOJIb
[Tocemenue u paboTa Ha TEKIIMOHHBIX U TPAKTUYECKUX
1 [3amsTHax (coOecemoBaHue, KOHTpOJbHas paboTa,
KPYTJIBIN CTOJ U AUCKYCCHS)
2  |BelmosiHEHME MHUCHEMEHHOrO 3a1auus (pedepar) [TuceMenHas pabora
3 |BbelmosHeHME IPpaKTHYECKOT0 3amanus (Kenc) ITucemennast pabora
IIpoMesxyTOUYHAs aTTECTAlUS
4 |BLIHOJ'IH6HI/I€ HTOT'OBOH PabOThI Hrorosas pabora, TecT
HToro no 1ucuMILINHE: 100
« » 20 T.
[IpenonaBatens /

(y4. crenenb, yd. 3BaHue, JommkHoCTh, DHO npenonasares)

ITonmnuce




[Tpunoxenue 2

[TpumepHBIii TepeueHb BOMPOCOB K 3a4eTy 0 IUCHUTUIMHE

((J_IOKYMGHTaI_[I/IOHHOC obecrieuenue YIIpaBJICHUS»

10.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

HazoBute HOpMaTUBHBIE AKThI IO OPraHU3aLUN U BEACHUIO JAEJIONPOU3BOACTBA B PO.
JlaiiTe onpeneneHue TEPMUHY «TOKYMEHT.

Uto npuaaét JOKyMEHTaM IOPUIAYECKYIO CUITY?

[Topsanok anpecoBaHus TOKYMEHTA.

OTMeTKH Ha IOKYMEHTE: MOPSA0K U MPAKTHKA TPOCTABIICHUS.
CornacoBaHue JOKYMEHTA.

[lognucanue fOKyMeHTA.

VYTBepxkaeHUE TOKYMEHTA.

OcHOBHBIE 0COOCHHOCTH JIEJIOBOTO SI3bIKA JOKYMEHTA.
PacriopsimuTenbHBIE TOKYMEHTHI, HX Ha3HAYCHHE, COCTaB, 0(hopMIICHUE.
[Iporiecc mMOATOTOBKH paCTIOPSAUTEIHHOTO IOKYMEHTA.
Opranu3zaliioHHbIE JOKYMEHTHI, IX Ha3HAYeHHE, COCTaB, ohopmIleHuE.
[Iporiecc moAroTOBKM OPraHU3allMOHHBIX JOKYMEHTOB.
CrnipaBouHO-UH(OPMALIMOHHBIE JOKYMEHTHI, HA3HaYeHHE, COCTaB, 0POPMIICHHUE.
[Iponiecc moAroTOBKM akTa.

[Iporiecc MOATOTOBKYM AETOBOTO MUCHhMa (HHUIIMATUBHOTO).

[Iporiecc MOATOTOBKY JA€TOBOTO MUCHEMa (OTBETHOTO).
JI0OKyMeHTOOOOPOT OpraHU3aIliH.

Perucrpanus 10KyMeHTOB.

Nupexkcanust JOKYMEHTOB.

Peructparnmonnsie popmel. X Ha3HaueHUE.

TunoBble 1 UHIUBUAYATbHBIE CPOKU UCIIOTHEHUS JOKYMEHTOB.
KoHTposb ucriomHeHus1 JOKyMEHTOB.

Pabota c oOpamenusiMu rpaxaaH.



25.
26.
27.
28.
29.

30.

Bunpr obparienuii rpaxkaaH.

Buybl TOKyMEHTOB 110 TMYHOMY COCTaBY.

[Tpuznaku GopmupoBaHUs Ae€I.

OOm1re TpeOoBaHUS K CUCTEMAaTU3AIIUHN JOKYMEHTOB.
[leproIMYHOCTD COCTABICHUS M BEJICHUE HOMEHKIIATYPHI JIE.

Hcnonn3oBanme HOMCHKJIATYpPhI A€ B ACIOIIPON3BOJACTBE, OIICPATUBHOM H apXHBHOM

XPpaHCHUU [CJI.

31. OcHoBHBbIE TpaBWIIa GOPMUPOBAHUS JCIT.

32.  DkcrmepTusa HEHHOCTH JOKYMEHTOB M TJOKYMEHTHOI HH(pOpMAaIiu

33.  OmnepaTuBHOE XpaHEHHE IOKYMEHTOB U JICII.

34. Opranuzanus nHQOPMAIMOHHO-CIIPABOYHOMN pabOTHI 110 JOKYMEHTAM OIEPaTUBHOTO
XpaHEeHHUS.

35.  IloaroroBka nein Kk apXxuBHOMY XpaHeHHto. CocTaBIeHNE BHYTPEHHEH OMUCH JTOKY-

MEHTOB JI€J1a U 3aBEPUTENIbHON HAIUCH, 0(OPMIIEHHE 00JI0KEK JIE.

36.  Cucrtema 3J€KTPOHHOI0 JOKYMEHTOOOOpOTa: Ha3HAUEHUE, IIIOCHI U MUHYCHI €€
UCTIOJIb30BAHUSL.
37.  KaapoBas NOKyMEHTalMs: COCTaB IOKYMEHTOB, IIpaBMJIa COCTABJICHUS.



[Tpunoxenue 3

TECT
10 JUCLUIUINHE «J{0KyMEeHTallMOHHOE 00ecIIeueHUe yIIpaBICHUS»

Maxkcumanbhbiit 6amt — 10
1. K 3agauam cuctembl JOKyMEHTAIIMOHHOTO OOECTICYEHHUSI YIIPaBICHUS IIEPCOHAIOM
HE OTHOCHUTCS:
a) opraHuzanus yuera pabo4ero BpeMeHH;
0) opranu3aius pacdera 3apabOTHOM IJIATHI;
B) o0ecrieueHre BEACHUS U XPaHEHUS TPYIOBbIX KHUKEK.

2. Peanu3zanus 3a1a4 JOKYMEHTAIIHOHHOTO OOECIICUCHHS YIPABICHUS TIEPCOHATIOM
MO3BOJIUT MEHEKMEHTY KOMITAHUU:
a) co3aarh panuoHanbHyo cuctemy JOVII;
0) MOBBICUTH JOXO0J1 KOMITAHUH;
B) TIOBBICUTH KOPIIOPATUBHYIO KYJIBTYPY KOMITAHHH.

3. JlokymMeHTalmoHHOE 00ECIICYCHHE YITPaBICHUS IEPCOHATIOM 00s13aHbI BECTH:
a) TOCYJJapCTBCHHBIC YUPESIKICHUS;
0) oprarmu3anuu J1to00i GopMbl COOCTBEHHOCTH;
B) KOMMEPYECKHE CTPYKTYPBHI.

4. HaunmeHoBaHMe TOKyMEHTa OIPEeNnseTcs:
a) IPUHATHIM B OPTaHU3AIMH IEPEYHEM JIOKYMEHTOB;
0) HOMEHKJIATypOil J1e;
B) BUJAMH JOKYMEHTOB, peaycMoTpeHHbIXx OKY 1.

5. Cucrtema TOKyMEHTAIIMH MPEJCTaBIsET COOOM:
a) COBOKYITHOCTb JIeJI B OpraHU3alINu;
0) COBOKYITHOCTH B3aUMOCBSI3aHHBIX M B3aUMOJIEHCTBYIOIINX JOKYMEHTOB;
B) TIOPSZIOK MOATOTOBKH IOKYMEHTOB.

6. KangpoBas nokyMeHTanus — 3T0:
a) COBOKYITHOCTb JIOKYMEHTOB, OTPAKAIOIIMX HAJIMYNE U JBH)KEHUE TIEPCOHANIA;
0) COBOKYITHOCTb JIOKYMEHTOB yueTa U KOHTPOJIS;
B) COBOKYITHOCTh HOPMaTHUBHO-METOANYECKUX IOKYMEHTOB.

7. KBanuukaoHHbIH CIpaBOYHUK JOKHOCTEH PyKOBOJAUTENEH, CIIEUAINCTOB U
JPYTHUX CIIy>KalllUX ONpPEIEIIseT:
a) KBATU(PHUKAIIMOHHBIE XapaKTEPUCTUKHU K OOIIE0TPACIEBBIM JOIKHOCTIM;
0) COBOKYITHOCTh PEKBH3HUTOB JIOKYMEHTA;
B) TEPMUHBI, UCIIOJIb3YEMBIE B JEIONPON3BOACTBE U APXUBHOM JIEJI€.

8. TepMuHBI 1 OTIpeIeNIeHUs 110 ASIOMPOU3BOCTBY BKIIFOUAET B CEOSI:
a) Tpynosoii konekc PD;
6) 'OCT P 7.0.8—2013;
B) KBaIM(UKAIMOHHBIM CIPABOYHUK JOJDKHOCTEH PYKOBOAMTENCH, CIENUATNUCTOB U
JIIPYTHUX CITyKalux



9. TpeGoBanus periaMeHTalMK U YHU(DHUKAIIUN TOKYMEHTAIIMOHHON HH(pOpPMAaINK B
cdepe ynpapiaeHHs HEOOXOAUMO COOITIOIATh, IOTOMY YTO:
a) Bcer/ia Hy)kKHO pad0TaTh 1O MpaBUiIaM;
0) 5TO CHOCOOCTBYET OCYIIECTBJICHUIO HHIMBUAYAJIBHOTO TOAXOAA K JEATEIHbHOCTH
PaOOTHHUKOB;
B) 3TO IMO3BOJISICT NOBBICUTH 3(h(HEKTUBHOCTH YIPABICHUS 33 CUET OCTHIKECHHUS OOJbIIIEH
OIIEPAaTHBHOCTH, YMEHBIIICHNUS 3aTPaT Ha PabOTy ¢ JOKYMEHTaMH.

10. WNHCTpyKIUs 110 KaJpOBOMY JCIIONPOU3BOACTBY MPEACTABIAET COOOM:
a) JOKYMEHT, COACp)Kallhii HOpPMBI, MpaBHa, €JUHBIC TpeOOBaHUSA K JOKYMEHTaM B
OpraHu3alyy;
0) MOpSAIOK NEHCTBUH C JOKYMEHTaMH B COOTBETCTBUHU C JCHUCTBYIOLUIMMH HOpPMaMH U
[IpaBUJIaMU;
B) IIEpPEYEHb UCIIOJIb3yEMbIX JOKYMEHTOB.

1. K xanpoBomMy nenonpou3BOJICTBY HE OTHOCSTCS JOKYMEHTHI:
a) (UHAHCOBBIC;
0) y4eTHbIE;
B) HH(OPMAIIMOHHO-CIIPABOYHBIE.
12. JlokitagHas 3anucka — 3To:
a) JOKYMEHT, COCTaBJISIEMbId NJISl TMOSICHEHHS OTIENbHBIX MOJIOKEHUN BBITOIHEHHOM
paboThI;

0) JOKYMEHT, COIepKAIllUi pacopsbKeHUE 0 KaJpOBBIM BOIIPOCAM;
B) JOKYMEHT, KOTOPBIH JOJDKEH HH(POPMHPOBATH PYKOBOJHUTENS OPTaHU3AIUHN WU
CTPYKTYPHOTO MOAPA3ICICHHS O PA3IUYHBIX COOBITUSAX MU CIIOKUBIIUXCS CUTYALIUX;

13. [lITaTHOE pacriucaHue yCTaHABINBACT:
a) CTPYKTYPY, YTBEpP)KIAeTCs IITATHBIN COCTAB M YMCIECHHOCTD MPEIIPHUSATHS C YKa3aHUEM
pa3mepa 3apabOoTHOM MJIaThl B 3aBUCUMOCTHU OT 3aHUMAEeMON JOIKHOCTH;
0) pacnucaHue BbIX0/1a Ha pabOTy IITATHBIX COTPYIHUKOB;
B) MOPSI0K pabOTHI BCEX COTPYIHUKOB OpraHU3allu;

14. BHyTpeHHHE TOKyMEHTBI OpraHu3aIHy - 3TO:
a) JTOKYMEHTBI, KOTOpPbIE TOTOBSTCS, O(OPMIIIOTCS M UCHOJHAIOTCA B Ipenieiax camoi
OpraHu3aluy;
0) TOKyMEHTHI, IIOCTYIHBILINE U3 BBIIIECTOSIICH OpTaHU3aIlNH;
15. I'padux cMEHHOCTH OTHOCHUTCS K JOKYMEHTaM:
a) 00s13aTeNIbHBIM;
0) PEeKOMEHIyeMbIM;
B) 00s13aTEIBHBIN B CBSI3U C OCOOCHHOCTAMH KOMIIAHUU;

16. [Tonoxenue o nepcoHane sIBISETCS JOKYMEHTOM:
a) 00s3aTeIIbHBIM;

0) pEeKOMEHTyEMBIM;

B) 110 Me€pe HEOOXOAUMOCTH.

17. JIOKyMEHTOM, B COOTBETCTBUM C KOTOPBIM B TPYZOBOM JOTOBOPE YKA3bIBAIOTCS
CBEJICHMSI, YIOCTOBEPSIOLINE JINYHOCTh PAOOTHHKA, SBIISETCS:
a) BOJIUTENILCKOE yJIOCTOBEPEHHE;
0) 3arpaHUYHBINA ACHIOPT;
B) macnopt rpaxaanuHa Poccuiickoit @enepanuu.



18. Odopmienue Ha paboTy 1O COBMECTHUTENIBCTBY B TPYAOBYIO KHUKKY:
a) 3aMmMChIBACTCS BCET/aA;
0) HE 3aIUCHIBACTCS;
B) 3aITMCBHIBACTCS T10 JKEITAHUIO pa0OTHHUKA.

19. [Tpukas, eciiu oH 0)OPMIICH B IPOU3BOIILHOU popme, OyIeT:
a) JICHCTBUTEIILHBIM;
0) HeJIeHCTBUTEIILHBIM;
B) JICHCTBUTEIBLHBIM, €CITH B HEM YYTEHBI BCE TPEOOBAHHUS K 00S13aTEIIbHBIM PEKBH3UTAM.

20. KoprniopatuBHbIii cTaHIAPT MPEACTABIIAECT COOOM:
a) CBOJI ITpaBuUJI, MPENUCHIBAIOIINN ONPEICIICHHBIE IEUCTBUS B TPYJIOBBIX CUTYAIIUSX;
0) mpaBuJia BHYTPEHHETO TPYIOBOTO PACHIOPSIKA;
B) JJOKYMEHT, PErJIAMEHTUPYIOLIUN IPECC-KO1 OpraHU3aIuu.

21. TpynoBoii 10roBOp 3aKJIFO4AETCS:
a) Ha CPOK, KOTOPBII onpezensiercs paboToaaTesnem;
0) Ha oIpeIeTICHHBIN CPOK;
B) Ha HEOIIPEIeJIEHHBIH CPOK;

22. XapakTepucTHKa MPEICTaBIIsICT COOOM:

a) JIOKYMEHT, YJIOCTOBEPSIONMNA TMOPYYCHUE KOMY-JIUOO OIpEeAeICHHBIX JICHCTBUM,
nepeaavy onpeaeNeHHbIX IpaB JOBEPUTES,;

0) ourMaNbHBIA JOKYMEHT C OT3BIBOM O CITY>K€OHOM, OOIIECTBEHHOM ACSITEIHLHOCTH KOTO-
1m0o;

B) JIOKYMEHT O BBIITOJTHICMBIX COTPYIHUKOM (DYHKIIUSX;

23. [IpaBusa BHyTpEHHETO TPYJOBOTO PACTIOPS/IKA SBISIOTCS JOKYMEHTOM:
a) 00s3aTeNbHBIM;
0) peKOMEHTyeMbIM;
B) IO Mepe HEOOXOIMMOCTH;

24. Homenkiatypa nen npencrapiseT coO0m:

a) IBM)KCHHE JOKYMEHTOB B OpPraHM3aI[MM C MOMEHTA MX CO3/IaHUs WIM TOJY4YEHHS [0
3aBCPUICHUA UCIIOJHCHUS NI OTIIPABJICHUA

0) cucTeMaTHU3WPOBAHHBIN NEPEeYeHb 3ar0JIOBKOB JIeN C yKa3aHHWEM CPOKOB MX XpaHEHUS,
0(hOpMJICHHBIN B YCTAHOBIIEHHOM TOPSIJIKE.

25. JIyist BpeMEHHOTO XpaHEeHHsI JOKYMEHTOB 110 JJUYHOMY COCTaBY YCTaHOBJICH CPOK:
a) 75 ner;

6) 10 ner;

B) 50 ner.

26. Kakoii OmaHK OpraHuM3alud NPUMEHSIOT JUIs OGOpMIIEHHsS NpHKa3a MO OCHOBHOU
JeATETbHOCTH?

a) OJTaHK MHCHhMa,

0) GJ1aHK KOHKPETHOTO BHJ1a JJOKYMEHTA;

B) OJIaHK JIOJPKHOCTHOTO JIMLA.

27. IlpaBoM noanucanus MPUKA30B BIIAJICET
a) pyKOBOJUTEIb CTPYKTYPHOTO MOAPA3AeICHUS;



0) pyKOBOJHTEIb OpPTraHU3aIiH;
B) JIOJDKHOCTHOE JIUIIO-COCTaBUTEIb MTPUKA3a.

28. Kto noanuceiBaeT 3asBiaeHue?

a) PYKOBOJIUTEIh OPraHU3aIlHH;

0) pyKOBOJMTEIb CTPYKTYPHOT'O MOAPa3/IeIICHNUS;
B) COCTaBUTEb.

29. Kakoil pekBU3HT HYXHO OGOPMHTH, YTOOBI KOIHUA JOKyMEHTa HpHoOperna
IOPUTUYECKYIO CUITY?

a) OTMETKA O 3aBEPEHUU KOIIHH;

0) oTMeTKa 00 UCIIOJIHUTEIIE;

B) UIEHTU(UKATOP IIEKTPOHHONU KOMUU TIOKYMEHTA.

30. Tlpomecc oTHeceHHs] JOKYMEHTOB K OIPEICICHHOMY Jely M CHCTEMaTHU3alus
JIOKyMEHTOB BHYTPH HETO HA3BIBACTCS

a) GOpMHPOBAHUEM JICIT;

0) HOMEHKJIaTYpOM J1e;

B) pETUCTpaIeil JOKYMEHTOB.

31. K xakomMy BHJly IPUKa30B MO>KHO OTHECTH MpHUKa3 0 mpuéme Ha padboty?
a) MpUKa3 110 OPraHMu3allMOHHBIM BOIIPOCAM;

0) mpuKa3 Mo OCHOBHOM J1€ATEIbHOCTH;

B) MpUKa3 0 JUYHOMY COCTaBY.

32. Kakoii me4atpio 3aBepsieTcsl MOANMHUCh PYKOBOAMTENSI HA OPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTax MpeanpuaTus (ycraBe, INTaTHOM paclucaHuu)?

a) TeYaThio OT/IeIa KaJpoB;

0) neuaTbio OyXrajaTepuu;

B) repOOBOIl MeYaThi0 OPraHU3alH.

33. Yrto Takoe MOJJTUHHUK TOKyMEHTa?

a) TEpBBIA WM EAMHUYHBIA JK3eMIUIIp O(UIIMaTbHOTO JOKYMEHTa, O(GOPMIECHHBIA H
HOI[HHC&HHI)II\/JI B COOTBCTCTBUU C YCTaHOBJ'ICHHBIMI/I TpC6OBaHI/I$[MI/I;

0) Komusl JOKYMEHTA, 3aBEPEHHOT0 10 TIPaBHIIaM, MPUIAIOIINM €My IOPUIUIECKYIO CUITY;

B) 1yOJIMKAT, BbIJIaBa€MbIH B CIIyyae yTpaThl BJIaJI€NIbLIEM MTOJATUHHOTO JOKYMEHTA.

34. Ha kakux TOKyMEHTaX IMPOCTABISETCS peKBU3UT «OTMETKA O MOCTYIJICHUH TOKYMEHTa
B OpTraHU3aInio»?

a) Ha BXOJIAIIUX;

0) Ha UCXOJISIIINX;

B) Ha BHYTPEHHUX.

35. B kakux AHAX YCTaHABJIMBAIOTCS CPOKU UCIIOJHEHUS IOKYMEHTOB?
a) B KQJICHAAPHBIX JHSIX.
0) B pabouux AHSX.

36. JIoKyMeHTBI, COCTaBJISIEMbIE KOMUCCUEM, TTOIMUCHIBAIOTCS
a) pYKOBOJUTEJIEM OpPraHU3allnu;

0) mpeacenareneM KOMHCCHH;

B) IIpe/icelaTeeM U YJIeHaMU KOMHUCCHH;

T) IpeceaaTeNIeM KOMUCCUU U CEKPETapeM.



37. T'apaHTUiiHOE HCHMO:

a) moaTrBepkaaeT ¢GakT OTHOPaBKU ajpecaTy KakKUx-IHO0O JOKYMEHTOB WM JIPYTHX
MaTEepUAIbHBIX LIEHHOCTEN;

0) moATBepKIaeT OlpeieJICHHbIE 0053aTeIbCTBA, 0OCIAaHUS OPTaHU3AlIHNH;

B) COJEPUT OTBET Ha MMUCHMO-IIPOCHOY.

38. AKT — 3TO

a) JOKYMEHT MH()OPMAIMOHHOIO XapaKTepa, COJEPIKAlIUil OMMCAHUEe IMPOU3BOJICTBEHHOM
JESTEIIbHOCTH OpraHU3aIuy;

0) JOKYMEHT, aapeCOBAaHHBI PYKOBOJMTEII OpPraHHU3alMM W HMHPOPMHUPYIOIIHH €ro o
CJIOKHBIICHCS CUTYaIlMU, IMEBIIIEM MECTO (haKTe;

B) JIOKYMEHT, ITOATBEPKIAIOIMNN (PAaKThI, COOBITHS, TCHCTBUS.

39. Buj oprann3anmoHHOro JOKyMeHTa, KOTOPBIH onpenenser nopsaok o0pa3oBaHus,
CTPYKTYPY M OPTaHU3aLHUI0 paOOTHI IPEATPUITHS

a) yCTaB;

0) HHCTPYKLUS;

B) TIOJIOKCHHUE.

40. U3 gero coctouT rpud coriacoBaHusi JOKyMeHTa?

a) ciioBa «COI'JTACOBAHO;

0) u3 cinoBa «COI'JTACOBAHO» u noamnucu ¢ pacmu@poBKoii;

B) m3 cinoBa «COI'JTACOBAHO», moamucu ¢ pacmu@poBKOW W AAThl IMOAMUCAHUS
JTIOKYMEHTA;

r) Uz cnoa «COI'NTACOBAHO», pomxHOCTH JiMIla, HaUMEHOBAHHUS OpTraHU3AINH,
MOJIKUCH C paciu(pOBKOM U 1aThl TOANKUCAHUSI.

41. VI3 uero cocTOUT perUCTpallMOHHBIN HOMEp TIOKyMeHTa?

a) W3 TOPSIKOBOTO HOMEpa, KOTOPBIH MOXKET OBITh JOTOJHEH 10 YCMOTPEHHIO
OpraHu3aIuy;

0) TOJILKO U3 MOPSAIKOBOTO HOMEPA JOKYMEHTA;

B) U3 MHJEKCA JieJia, B KOTOPOE MOALINBAETCS TOKYMEHT;

T') IO YCMOTPEHHIO OPTaHU3aINH.

42. B Kakux ciy4yasx TPUBOJUTCSA COKpAIlEHHOE HAaUMEHOBAaHUE OpraHU3alluHy,
BBIITYCKAIOIEH JOKYMEHT?

a) €CJIM MOJIHOE Ha3BaHHE OpPTaHU3allMM COCTOUT OoJiee YeM U3 5 CIIOB;

0) eciaM COKpallleHHOE€ HauMEHOBAaHME 3aKpeIyIeHO B YUYPEIUTEIbHBIX JIOKYMEHTax
OpraHu3aluy;

B) €CIIM COKpALICHHOE HAMMEHOBAHNE UCIIOJIB3YETCS Yallle, YEM ITOJIHOE;

I') €CJIM JOKYMEHT SIBJISIETCS] BHYTPEHHHM.

43. CranmgapTu3anus — 3T0

a) CBepKa JOKYMEHTOB yupexaeHus ¢ TpedoBanus ['OCT;

0) mporiecc yCTaHOBJICHUS U TIPUMEHEHUS TIPABUII C TIEITBI0 YITOPSAOUYCHHS IESTETHHOCTH B
JIeNIOTIPOU3BO/ICTBE;

B) CBEpKa JIOKYMEHTOB YUPESKACHUS C (PAaKTHUECKUM HAJTHMIUEM COOTBETCTBYIOIIUX MaTe-
pHaNIbHBIX OJiar;

T') KOMIUIEKC TIOJIOKEHUH, OTPEICISIFOIINX OPTaHN3aINI0 JOKYMEHTOB Ha MPEIPHUITHH.

44. JlokyMeHTallMOHHOE 0OecreyeHe yIpaBIeHus — 3TO



a) JeATEeNIbHOCTh almnapaTa YIpaBJIeHMs, OXBAThIBAIOLIAsl BONPOCH! TOKYMEHTHPOBAHUS U
opranuzanui padoTbl € JOKyMEHTAaMHM B TIPOILIECCE OCYIIECTBICHUS UM YIPaBICHYECKUX
byHKIINIH;

0) mpaBmIbHO O(OPMIIEHHBIE TOKYMEHTBI, OTPa)KaroIlUe BECh CIEKTP YIPaBICHUYECKOU
JESITeIbHOCTH MPEIPUATHS;

B) OpraHu3anus JOKyMEHTOO00pOTa B YUPEKICHUY;

I') KOMIJIEKC OCHOBHBIX ITOJIOKEHHH, OIPEeIIAIONMX U PErIaMEHTUPYIOLINX OPraHU3aL1Io
JIOKYMEHTUPYEMBIX IIPOLIECCOB HA MPEAIPUITHH.

45. Kakue peKBU3UTBI OTHOCSTCS K FOPUINYECKH 3HAUUMBIM?
a) J]aTa, perucTpalMOHHbIH HOMEP JOKYMEHTa;

0) 3aroJIOBOK K TEKCTY, OTMETKA 00 UCIOJIHHUTEIE;

B) PE30JIIOLUS, OTMETKA O HAIMYMU IPUIIOKEHUH.

46. JlokyMeHT, Co/IepKaIlii 3a1MCh X012 00CYKICHNSI BOIIPOCOB U MPHHATHS PELICHUH Ha
coOpaHusX, 3acelaHMsX, COBEIIAHMAIX, KOH(pEPEHIINAX, ETOBBIX BCTPEYax — 3TO. ..

a) yKa3aHue;

0) MPOTOKOIT;

B) pacHopspKeHHE

47. Kakuie TOKyMEHThI MUHYIOT CTaJIUIO TPOEKTa
a) IOKJIAJIHBIC 3aITUCKH;

0) nmpuKassbl;

B) CIIPABKH.

48. Kakue 13 nepeunciaeHHbIX JOKYMEHTOB OTHOCSTCS K OpraHU3allMOHHBIM
a) UCbMO, TTOJIOKEHUE

0) ycTaB, HHCTPYKLIUS
B) YCTaB, yKas.

49. KakuM opraHom HM3/1aeTcsi peLeHUe

a) KOJUTETHATHbHBIM

0) 3aBUCHUT OT OPraHU3ALMOHHO-TIPABOBON (hOPMBI
B) €IMHOJINYHO PYKOBOAUTEIEM

50. Kakoil pekBU3UT pacnoiaraercsi B JI€BOM HUKHEM YIITy
a) rpu¢ yTBEpKACHUS

0) Bu3a

B) rpu¢ orpaHnveHus



[Tpunoxenue 4

KEIC

Keiic - onucanue peaqbHbIX 5KOHOMHUYECKHX, COLMANBHBIX U Ou3Hec-cuTyauuil. Odydaromuecs
JOJDKHBI MCCIIEI0OBAaTh CHUTYalUl0, pa3o0paThCsi B CYTH IpOOJIeM, MPEAJIOKUTH BO3MOYKHBIE
pelieHuss ¥ BbIOpaTh Jydiiee W3 HUX. Kelchl OCHOBBIBAIOTCS Ha pealibHOM (PaKTHUYECKOM
MaTepHale UK e NPUOIIKEHBI K PeaIbHOM CUTYaIHH.

Ilenv xeiica - HayuyuThb OOYyYaIOIIUXCS AHAIU3UPOBATH MPOOJIEMHYIO CUTYalHIO,
BO3HUKIIIYIO IIPU KOHKPETHOM MOJIOKEHHUM JIeJ, U BBIPA0OTaTh PELICHHE; HAyYUTh paboTaTh C
nH(OPMaLlMOHHBIMU UCTOYHUKAMHU, ITepepadaThiBaTh €€ U3 OJHON (HOPMBI B IPYTYIO.

B mporiecce BhINONHEHU Kelica peIatoTes CleAYyOIIne 3aJauu:

o dopmMupoBaHHE U Pa3BUTHE UHPOPMAIIMOHHON KOMIIETEHTHOCTH;

e Pa3BuTue yMeHui UCKaTh HOBBIE 3HAHUS, AHATTU3UPOBATH CUTYaIUU;

e Pa3BuTuHe HaBBIKOB CAMOOPTaHU3AIUH, CAMOCTOSITEIbHOCTH, MHUIIUATUBHOCTH;

e Pa3BuTHe yMeHUH NPUHUMATH PEUICHHS, apTYMEHTHPOBATh CBOIO MO3UIIHIO.
O0s13aTeIbHBIMU COCTABJISIONIMMHU YJIEMEHTAMU Kelica SIBISIOTCS:

- TUTYJIbHBIN JIUCT;
— OCHOBHAs YacTh;

— 3aKIIIOYCHHUE;

— CHHCOK HCIIOJIb30BAaHHBIX HCTOUYHUKOB;

—  TIPUIOKEHUs

TpeboBanusi kK OPOPMIICHHIO TMPAKTUYECCKUX PadOT TMPEJCTaBIIeHBI B METOIUYECKUX

YKa3aHUAX K COJIEPKaHUI0, 0(OPMIICHHUIO U KPUTEPUSIM OLICHUBAHUS MUCbMEHHBIX, TPAKTUYECKIX
U KypCOBBIX paboT, YTBEpKICHHBIX pereHrnemM Hayuno-metoaudeckoro copera (mpoTokosn Ne§ ot
07.06.2018 r.).

3aganue: cocraBbTe H 0(OPMHTE [JAOKYMEHTBHI, He00XoAuMble B JaHHBIX
ynpasiieHYecKuX cutyanusax. Onpeneanre nopsajaok ux xpaHenus. CocraBbTe BO3MOKHYIO
cXeMy JABUKEHHS JTAHHBIX IOKYMEHTOB B OPraHM3alHH.

Bapuanr 1

Curyanus 1.

Ha MockoBckoM KOMOMHATE MO MPOU3BOJCTBY MY3bIKJIBHBIX MHCTPYMEHTOB M MeOesH
(rocyaapcTBEHHOE MPEINpUITHE), KOTOPBI BXOAUT B KoHIlepH 1o pa3paboTKe U MPOU3BOJCTBY
OPOAYKIMH My3bIKaJdbHON mpombinuieHHocTH (POCMY3IIPOM), neiictByer Ilonoxkenue o
MIPEMHUPOBAHUH PYKOBOJUTENEH 1IEX0B, OTAENIOB U ciyk0, yrBepkaeHHoe 05.01.2013 Ne 27.

12 anpens Tekymiero roga aupekTop komOuHata B.M.JIaproHOB mopyuus HayaJbHUKY
oTnena Tpynaa u 3apabotHoii ratel MapkoBy H.I'. paccuurars pasmep npeMun pyKOBOIAUTENISAM
OTJIENIOB, IIEXOB U CIyX0 KomMOMHaTa Mo uroram paOOThI 3a MEpBbIM KBapTan kK 15 ampens, a
riiaBHOMY Oyxranrepy komOuHata Tpommnoit C.I'. — oprann3oBaTh BbIIIaTy npeMuu k 20 anpenst
TEKYILEro roja.

HavanpHuk mmaHoBo-sKoHOMUYeckoro oTaena MartBeeBa C.H. m rmaBHBIM Oyxranrep
Tpomuna C.I'. 3aBU3MpOBaNM MPOEKT NMPHKa3a IUPEKTOpa KOMOMHATA.

Curyanus 2.



JlemapraMeHT MONNEPKKM M Pa3BUTUS Majoro MNpeaIpUHUMATENbCTBA IHUCHMOM 32
MOJAINHUCBHIO 3aM.IUpeKTopa JenapraMeHTa CBepukoBa A.B. yBenqomMuil pyKOBOJCTBO JAETCKOIO
caiga Ne 1586 o ToM, 4TO B CBSI3U C pa3BUTHEM MPEANPUHUMATENIBCTBA 3[aHKUE JETCKOrO caja
JIOJDKHO OBITH TEpeiaHo ISl TEXHHUECKUX HYX/I JenapTaMeHTa.

Ucnonuutenem BacuibeBoi 1o nopydeHuto gupekropa aerckoro caaa Ne 1586 HOro-
3amagHoro OKpy)KHOI'O yIpaBiieHUs 00pa3oBaHus I'. MOCKBBI, pacloIO)KEHHOTO Ha IPOCIIEKTE
MuuypunckoM, 1oM 22 1.MOCKBBI, OBUIO COCTAaBIIEHO MUCHMO, aPECOBAHHOE OTIEIY MHCEM
Mbpun Mockssl 1o agpecy: r.MockBsa, yin. TBepckas, 13, B KOTOpoM JupeKTop AeTcKkoro caga Ne
1586 O.A.A6pamoBa npocuiia pa3o0paThCs B JaHHOM BOIIPOCE, MOTUBUPYS TEM, YTO B HA3BAaHHOM
pailoHe JETCKUX Ca/loB OCTAJIOCh MAJIO U HE BCE JIETU MOTYT IIOCEUIaTh AETCKHE JOLIKOJIbHbIE
yupexeHus. [lucbmMo Ob110 OTBETOM Ha MOJYUYEeHHBIN TOKYMEHT oT [lenaprameHTa.

Bapuanr 2

Curyanus 1.

A .H.ITunos, npeacenaress Poccniickoro areHTCTBa MEXIyHapOIHOTO COTPYIHUYECTBA U
pa3Butus (rocygapcTBeHHas opranusanus npu I[Ipasurenscrse P®D), 24 ¢espans Texyiiero roga
NOpYy4YUJ CTPYKTYPHBIM TIOJPA3ACICHUSAM areHTCTBa COBMECTHO C  IIPEICTaBUTEISIMU
['ockomumymectBa Poccun k 10 ampens MOArOTOBUTH MPOEKT IMPOTPAMMBI IIPUBIICUEHUS
MHOCTPaHHBIX MHBECTHLIMHA K IIPOLECCY AKIMOHUPOBAHUSA TOCYNAapCTBEHHBIX IPEIIPUATHH.
[Topyuenue ObulO JaHO BO HcIONHEHHE NoctaHoBieHus IIpaBurensctBa PO ot 24 Qenpans
Tekymero roga Ne 246 I'maBHOMY yIpaBICHHMIO OTpPACIEBBIX WHBECTHLIMOHHBIX IIPOTPAMM,
['maBHOMY JOrOBOpPHO-IIPAaBOBOMY YIPaBJIEHHWIO M [J1aBHOMY YIpaBJIEHHUIO CTpaTeruud U
WHBECTUPOBAHUS.

[TpoexT mpukasza mpeacenaTess areHTCTBa ObUT 3aBU3UPOBAH €r0 MEPBBIM 3aMECTHTEIEM
J.H.®enopoBbiM U HaYaIbHUKOM [ 'J1aBHOTO JOrOBOpPHO-IIpaBOBOro yrpasieHus U.B.1nbunbM.
KonTposns 3a ucronnenueM npukasza o0bu1 BosnosxeH Ha [[.H.denopoga.

Curyauus 2.

[Tpencenarens mpaBieHust akiuoHepHoro kommepueckoro O6anka «TOPITIPEJIBAHK»
(np.Bepuanckoro, 19, Mocksa, 112123, ten.. 567-22-17, dakc: 576-22-20) C.A.lllymon
obOparmics k ['enepanmpHOoMy aupektopy HIIO «Acbect» JI.M.BonbiHeBy c¢ mnpocbboit
paccMOTpeTh Bompoc o mpenoctaBieHuu B jutenbHyto apeHny AKb «TOPTTIPEJABAHK»
pabouux rutomazei — 180 kB.M MoJ1 pa3MeIieHue OT/AelIeHus OaHKa.

[MuceMo ObwIO cocTaBiieHO ucnogHuTeneM llognecHoll Ha JOKHOCTHOM OJaHKe
npezcenatess npapjieHus 0aHKa M MOJMUCAaHO 24 MapTa TEKYILEero roja.

Bapuanr 3

Curyanus 1.

Hupextop OO0 «Meura» [lonsikoB B.M. 10 okTs0ps Tekymiero rojaa u3jgan MpukKas o
IIPOBEJCHUHN MHBEHTapHU3allM¥ TOBAPHO-MAaTEPUAIBHBIX LIEHHOCTENW Ha cKiazne npeanpusatusi. OH
Ha3Ha4YWJI KOMHUCCHIO IOJ| MPEACENATENBCTBOM KOMMEPUECKOro aupekropa 3oiorapesa E.M. B
COCTaB KOMHCCHM BOLUIM TJiaBHbIM Oyxrantep Bomonuna E.H. u Oyxrantep Msanosa B.C. B
npuKasze ObUIO MOPYYEHO MPE/ICTAaBUTh Ha YTBEP)KICHHE JOKYMEHTBI CKJIAJICKOTO ydera (1o
COCTOAHMIO Ha 1 OKTAOps) M OT4eThl 00 OCTaTKax TOBapHO-MaTePUAIBbHBIX IIEHHOCTEH (110
coctosiHUIO Ha 10 okTA0ps) K 15 oKTAOpSL.

[TpoexT npuka3za OblT 3aBU3MPOBAH SKOHOMHUCTOM npeanpuatust Mutunoit O.A.

Curyanus 2.



Ucnonuutenem M. 1O. [TonsikoBoil mo nopydyeHUIo HadYalbHUKA oTAena Mmapketuara [TAO
«Toprmorpebeoro3d» (r.Mocksa, Jlecnas ya., n.18, 117123, rten./pakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa 6b1110
cocraBiieHo nuceMo B anpec OOO «Jleno», TexHW4yeckomMy aupekropy A.M.MsrkoBy o0
OTIIpaBKE JOKYMEHTalluu cienywomero coxaepxanus: «Hampasisem HeoOxonumble Bam
JOKYMEHTBI, CO/IeprKalire nH(HOPMAIIHIO O IIeHE KOMIIEKTa HAyYHO-TEXHUYECKON JOKYMEHTAIIU!
Ha XoJoqwibHoe oOopynoBanue. [IpemnaraeM BbICIaTh TEXHUYECKYIO JOKYMEHTAIMIO Ha
3apyOeKHbIC aHAJIOTH XOJIOJMIIBHOTO 000pyaoBaHus. [Ipy NPUHATHN MOIOXKUTEIBHOTO PEIICHUS
0 3aKylnke o0opymoBaHMs NpocuM Bac HampaBUTh COOTBETCTBYIOILEE MHCHMO PYKOBOJIUTEIIO
otnena coeita HaymoBy C.I1.». JlaHHBIM THCBMOM CONPOBOXAaiach cnenudukanus Ha 28 1. B 1
9K3.

Bapuanr 4

Curyauus 1.

C uenblo NMpUBJICUEHUS CPEACTB JUIsl OOecleueHus: MPOU3BOACTBEHHOM N€ATEIbHOCTU
rerepanbHblil AupekTop OO0 «Texuuka» (r.Kypck) Cokono O.I'. 20 ceHTa0ps Tekymiero roga
u3Jlan IMpUKa3 O CO3JaHMM  KOMMEPYECKOro OTAella B cOCTaBe 3 IUTAaTHBIX EIWHULL
KOMMEpYECKOro aupekropa — 1, Beaymero cnenuanucra — 1, crneuuanucra — 1. I'maBHOMY
Oyxranrtepy npeanpustus ['opsueBy ['.A. ObU10 TOPYUEHO MPEACTABUTH HA YTBEPXKICHHE HOBOE
HITATHOE paclucaHue MpeAnpuaTus Ha 4 KBapTal Tekyiero roaa k 1 oktaops. Kommepueckomy
nupexkropy MrnateeBy T.H., KOTOpBI 3aBU3MpOBAJI NMPOEKT NPUKA3a, IMPEINHCAHO 3aKOHYMTH
KOMIUIEKTOBAHHE OTJIeJa KaJIpaMH C BBICIIUM SKOHOMHUYECKUM oOpa3oBaHueM K 10 okTa0ps.

Curyanus 2.

MockoBCKUH paAMOTEXHUYECKUH KOJUIE[DK MMEHM akajgemuka A. A. Pacruietuna
MunucrepctBa oopazoBanusi PO (Mocksa, yi. b.Jlekabpbckas, 5, 124000, ten.: 252-11-84, daxc:
253-32-36) pazocnan MHPOpPMAIMOHHbBIE MMChMa AUPEKTOPaM IIKOJ Tropojia ¢ cooOIeHneM o0
OTKPBITUM B HOBOM Y4eOHOM TOAYy JBYX (DaKyIbTE€TOB: COBPEMEHHbIE HH()OPMALMOHHBIE
TEXHOJIOTHUH U Iopuanueckuil. B mucbme coobianock Takke O TOM, YTO NpaBuia IpHeMa Ha
ykazaHHble (akynpTeThl obuiue. IInceMo Obul0 cocTaBieHO ucnosnHuTeneM CTenaHoBOW U
noanucano aupekropom JI.b.MapTteiHtokom 15 maprta Tekyniero roza.

TpeboBanus k pabore: oovem pabotrbel 5-7 crpanun, pupt Times New Roman, 14,
«OJIMHAPHBII» UHTEPBAJL.



BapuanT keiica onpenenure mo TadJjauie.

[Tpunoxenue 5

[TepBas OykBa
(bamMIIUH CTyICHTa

No BapuanTa
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[Tpunoxenue 6

[TprMepbl IPaKTUKO-OPUEHTUPOBAHHBIX 3aJaHUH AJIS 3a4eTa
(®opmupyemsbie komnerenun: OIIK-3, OITK-4).

3apanue 1. (OIIK-3, V1, V2)

PaccMmoTpuTe cuTyaIuio, OTBETbTE Ha BOTIPOCHI.

[Tpomwio 3aceqanre WHBEHTAPU3ALMOHHON KOMUCCHH 3aBOJa Ta30BOM aImapaTypsl, HA KOTOPOM
paccMaTpUBANICS BOIPOC O pe3yJbTaTax MHBEHTApU3alluK 1O CKiagy Ne 2 BCIIOMOTaTelbHBIX
MaTtepuanoB. Ha 3acemaHuu ObUTIO TPHUHSATO IOCTAHOBIEHUE 00 YTBEPKICHUU PE3YJIbTATOB
WHBEHTAPH3AIMd U OTHECEHUS 3a CUET 3aBEIYIOIIEro CKJIAJOM HEIOCTa4M BCIIOMOTATEIbHBIX
MaTepHajoB B cymMme 365 ThIC. py0., a TaKKe 3a4MTaHbl CIMYUTENbHAS BEIOMOCTb 110 CKiIaxy Ne
2 1 OOBSICHUTEINIbHAS 3aIMCKa 3aBEAYIONIECTO CKIIAOM.

Bonpocsr:
1. Kaxkoil JOKyMEHT COCTaBJIsI€TCA 110 UTOTaM 3acelaHhil KOMUCCUI pa3HOro poaa?
2. Kakue peKkBU3UTHI I0OJDKEH BKIIOYATh JAHHBIA TOKYMEHT?
3. CKOJIBKO CTPYKTYpPHBIX YacTel OH MpeJIonaraet?
4. Kakue pakTudeckue JaHHBIC JTOJDKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?
5. Kakum 06pa3zom H0KHO OBITH OPraHU30BaHO XPaHEHUE TAKUX JOKYMEHTOB?

3amanue 2 (OI1K-4, V3)

C uenpl0 TpUBICUEHHS CPEACTB A OOECleYeHUs] MPOU3BOACTBEHHOM JAEATEIbHOCTH
renepanbnbiil fupekTop OO0 «Texnuka» (r.Kypck) Coxonos O.I'. 20 ceHTssOps TeKyIero roaa u3aan
IpUKa3 O CO3JaHMM KOMMEPYECKOIO OTJela B COCTaBe 3 IUTATHBIX EAMHUL: KOMMEPYECKOTO
mupekTopa — 1, Beaymiero cnenuanucta — 1, cnenuanucrta — 1 ['maBHoMy Oyxrantepy npeanpusiTus
lopsiueBy ['.A. ObUIO MOpPYYEHO MPENCTAaBUTh Ha YTBEP)KIEHHE HOBOE INTATHOE pAaCIUCaHHUE
npennpuiTus Ha 4 KBapTan Tekymero roga Kk 1 oktsaops. Kommepueckomy nupektopy MruateeBy
T.H., xoTOpBIii 3aBU3MpPOBAJI MPOEKT IpPHUKa3a, MPEANHCAHO 3aKOHUUTh KOMILIEKTOBAHHME OTHENA
KaJ[paMH C BBICIIMM SKOHOMUYECKUM 00pazoBaHueM K 10 okTs0psL.
3aaHue: COCTaBUTh MPUKA3.

3ananue 3 (OIIK-4, V3)

B  oTkpeiToM  akumonepHoMm — obOmectBe  «bHMOCHHTE3»  OTCYTCTBYIOT ~ HMHCTPYKIMH IO
Jenonpou3BoAcTBy. Kannenspueld 3aBoja B COOTBETCTBUM C THUIOBOM MHCTPYKUMEH TIO
JIEIONPOU3BOCTBY pa3pab0TaHbI MOPSIOK MPOXOKACHHUS TIOKYMEHTOB 1 CTaHAAPThI OPTaHNU3AIIMOHHO
— pacnopsaMTeabHONM JoKyMeHTauuu. HeoO0Xoaumo yTBEpIUTh HHCTPYKLHIO M IMOPYYUTh
3aBeylolle  KaHIenspue  oOecrneyuTb  METOAMYECKOE  PYKOBOJACTBO  OpraHu3auueit
JIENIOTIPOU3BO/ICTBA HA TPEANPHITHH M YCTAaHOBUTH KOHTPOJIb 32 COOJIOJCHUEM TpeOOBaHMIA
WHCTPYKIIHL.

3aaHue: COCTaBUTh NMPUKaA3 00 yTBEPKAECHUN UHCTPYKIUHU I10 1€JIONPOU3BOJCTBY.

3anmanue 4 (OIIK-3, V2)

CocraBbTe NepeueHb U3BECTHBIX BaM TOKyMEHTOB yIIpaBICHYECKOU NEATEIBHOCTH.
IlocTanoBka 3amayu:

1. Onpenenure, Kakue U3 TOKYMEHTOB MOKHO OOBEIMHUTH JJIsI XpAaHEHHS B OT/ICIbHBIC JeTa.
2. Onpenenure CpoOK XpaHEHHs! KaXKJI0r0 JOKyMEHTA.

3ananue 5 (OIIK-4, V2). Haiinure omuOku, TOMyIIEHHbIE IPU COCTABIEHUH IITaTHOTO
pacriycaHus.
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[Homep nokymenra [ [lara coctasnenns |

INTATHOE PACIIHCAHHE | 30122001 |

YTBEPIKJEHO
[pukazom opranmsawm ot 29" dexadgpa 2011 1. Ne 25

T-mip |

HA MepHOJT el /7 AHEAPA 2012 Ilrar B konHuECTBE 25 eauHIL
Crpykrypioe nogpasaeneaue | Jomsnocers (eneupaneiocts, | Konwuecrso | Tapud CTABKA Hanbasen, pyd. Beero, pyb.
o a - . p. 5+ +mp. T+ SMAHRE
—— - n_pm[:u.muml _pa PRI, )L.‘ﬂitL HITATHRIX [ll)C[dJ.)’II np., ((rp. 5+1p. 6 +1p. IMpumeuanne
(KaTeropus) KBanHpuKauuy EIHHHIL pyd. rp. 8) X rp. 4)
1 2 3 4 5 6 7 8 9 10
Mexapesuit yex 02 Hau. yexa Xnedos B. H. T 4 000 40 000
Merapy 3 15 000 - 20 000 60 000 - 90 000
Konoumep 2 20 000 35 000
EByxeaamepun 03 EByxzanmep 2 20 000 — 30 000 40 000 - 60 000
Tasueii Gyxcarmep T 40 000 40 00
Tadeasugur 0.5 24 a0 10 600
Hroro 30
Hauansnux omoena
PyKoBoaHTENL KAAPOBOil CymbLl Kadpoe Bysun J. E. Byakun
AomEnOCTL A ponce pactihponks noAmICH
Inasuii Gyxraarep Tupozosa B. M. Mupozosa

T [ e —————Y

3ananue 6 (OIIK-4, V1)

YucneHHOCTh MepcoHana akuuoHepHoro odmiectBa (AO) cocraBnser 1320 yenmoBek. B
€IMHOM CITy>K0€ TI0 YIIpaBJIeHHIO IepcoHanoM padotaer 14 uenosek. /s HOpMaIbHOTO Mporecca
BBIPA0OTKH, OOOCHOBAaHHUS W MPHUHATHUS PEHICHUH HA4YalbHUKY OTHAeJa HailMa MNpUXOIUTCS
3HAYUTEIBHYIO YacTh CBOETO pabouero BpeMEHH HCIOJIB30BATh Il PaOdOTHl C JTIOKYMEHTAMHU:
NoJy4yaTh WX M3 JPYTUX MOApa3feNeHUH, OT CBOEr0 PYKOBOIUTENS W HU3y4yaTb, a TaKxke
pa3pabaTbiBaTh JOKYMEHTAIMI0 B COOTBETCTBHHM C BO3JIOKEHHBIMH Ha Hero (yHKIusMu. B
TabJIMIle OKa3aH JOKYMEHTOO0OPOT HavallbHUKA OT/IeNa HailMa nepcoHana.

IMocTaHoBKa 3aga4n

1. U3yunte 1OKyMEHTOOOOPOT HadaJIbHUKA OT/IeN1a HaiiMa nepcoHana.

2. CocraBbTe CXeMy JOKYMEHTOOOOpOTa, OTpa3MB B HEW COCTaB CBS3aHHBIX C HUM
NOJpa3/ieIeHuil MM JOJDKHOCTHBIX JIMI, a TaKKe Ha3BaHMsS JOKYMEHTOB, HH(OpMaIuH,
IIOJIy4aeMOW M IepejaBaeéMOM Ha4aJIbHUKOB OT/IeIa HaliMa IIEpCOHAIA.

3. Ilpoananu3upyiite cxemy JOKYMEHTOOOOPOTa, BBIIBUB HAIW4HE IMOBTOPSIOIINUXCS,
OyOonmupyromux HWHOOPMAIIMOHHBIX  B3aWMOCBSI3€H, a TakKe OTCYTCTBHE HEOOXOIMMBIX
JIOKYMEHTAIIMOHHBIX TIOTOKOB C OTJEJIbHBIMU MOPa3eNeHUsIMUA U TOJKHOCTHBIMU tuiamu AO.

JOKYMEHTOOBOPOT

DyHKIMHU

[Tonyuaer
JIOKYMEHTAIUIO

PazpabatbiBaeT
JTOKYMEHTAITHIO

[Iepenaer
JIOKYMEHTAITHIO

[Ipumeuanue

1

2

3

4

5

[TpoBenenune paboThI
o W3Y4YEHUIO
JIEITIOBBIX u
npodeccnoHaTbHBIX
Ka4eCTB JIMHEHHBIX
PYKOBOJUTEIEH

1. JInunele nena
u3
oJIpa3IeIICHUs
Haiima 1 oTOopa
MepcoHaja Ha
paboTarommx

2. AHKeTH H
pEKOMEHIaluu
Ha BHOBb
MPUHUMAEMBIX
Ha paboTy

1. Ilpennoxenus o
3aUUCIICHUH B
pesepB  HUIU O
3aMeleHIN
BaKaHTHOM
JOJKHOCTH;
CITy)KeOHasi 3amucKa
¢  obocHoBaHHEM
OTKa3a.

2. TlpennoxxeHue o
npueMe Ha paboTy

1. 3aMEeCTHUTEINIO
Te€HEPATILHOTO
TUPEKTOpA o
aMUHUCTPATUBHOMN
pabore;
HayaJlbHUKY
CITYXKOBI
YIPABICHUS
TIePCOHAIIOM
VYII).

2. HavanpHuky ciI.

(cim.

JInyunle gena
MEepEArOTCs B
OT/eJ HaliMa




U cmyxeOHnas | YII; B oTaen Haiima
3anmucKa c| s MIOATOTOBKH
000CHOBaHHUEM IIPOEKTa MIPUKa3a
OTKa3a

KonTpomns 3a Hoxmannas 3anvckaHavanpHuKyY Buza

BBIITOJIHEHUEM c npoekToM|ciyk0n1 Y11 IOPUCKOHCYJIbTA

PYKOBOJUTENAMU pacnopsKeHUsI

MoJIpa3ieJICHUI

IIPUKa30B u

paclopssKeHUH 110

BOIIpocaM 1ozadopa,

paccTaHOBKH u

IIepEMELICHUS

KaJIpOB

PykoBoacTeo u|Yka3aHus [IpoTokotb Hauansnuky ci. VII

OpraHu3alus HayaJbHUKA CJI.[TPOU3BOACTBEHHBIX

paboTHI VII 3acemaHuit

MOAPA3ACIICHUS

HaiiMma u  oTOopa

IepcoHajia

CBoeBpeMEHHOE Vkazanus Otuersl, cnpaBku, PykoBojactBy AO u

MIpeACTaBICHUE PYKOBOJCTBA  |OKJIa/bl B Jpyrue

YCTaHOBJICHHOM AO WHCTaHUUH

OTYETHOCTH no

BOIIpOCaM KaJpoBOil
MOJINTUKU

Yyactue B pabote

Pacniopsixenue

[IpoexT mpukasza o

Hauanbnuky ci. YII

komuccud AQO TIO[TEHEpPAIILHOTO |COCTABE

MPOBEJICHUIO nupektopa AQO|aTTecTanmoHHOU

aTTecTaluu O IIPOBEJCHUM|KOMHUCCUU W IUIAH-

PYKOBOASIIMX aTTecTaluu rpaduK IpoBeICHUS

pabOTHHUKOB aTTecTaluu;
yKa3aHue 0
IIOATOTOBKE
HE00X0IMMOr0
MaKeTa JOKYMEHTOB
JUISL aTTECTALMU

Paccmorpenue CnyxeOHble IIpoexr mnpukasa c|Havanbauky ci. YII|Busa

COBMECTHO C|3aIliCKu JOKJIaHOU IOPUCKOHCYJIbTA

JIMHEWHBIMU PYKOBOJUTEIIEH 3aIIUCKOMN

PYKOBOJIMUTEISIMUA  [TOApa3IeTICHHI

noapazaeneHuii AO

MPEMIOKEHUN  T10

BOIIpOCam

Ha3HA4YCHMS,

[epeMEICHMUS,

YBOJIbHEHUS

PYKOBOZISAIINX

PabOTHHKOB,

YCTaHOBJICHHUSI

JOJKHOCTHBIX

OKJIa0OB U HaJIGaBOK




K HUM, MTOOILIPEHUS U
HaJIOKEHUS
JTUCHUTITUHAPHBIX
B3BICKAaHUH




JIMcT perucTpanuu u3MeHeHU, J0NOJTHEHU U peBU3Hil JOKYMEHTAa

N Jata JlokymeHT, Ha
I /il BHECEHUSA OCHOBAaHUU KpaTkoe conepxaHie N3MEHEHUS
U3MEHEHHUsI |KOTOPOIro BHECEHO
1 2 3 4
IIpoTokoun BHuecenue n3meHeHuil B esiepanbHble roCy1apCTBEHHBIE
peLeHus 0o0pa3oBaTesIbHbIE CTaHAPTHI BHICIIET0 00pPa30BaHUs
1 | 01.09.2021 r.
YCNelor (ITpuxa3z MuHUCTEpCTBAa HAYKU U BBICILIETO 00pa30BaHHUS
01.09.2021 r. |Poccuiickoit deneparuu ot 26 Hos0pst 2020 r. Ne 1456)
1. Axryanu3anus KOMIUIEKTOB OLICHOYHBIX MAaTepUalioB
Ui IIPOBEACHUS IIPOMEKYTOUHON aTTecTaluu
o0yyaromuxcs 1o AUCLUHUILINHE;
2. AkTyanuzanus IepeuHsi OCHOBHOM U JONOJHUTENbHOM
y4eOHOM JuTepaTypbl, HEOOXOIUMON JUIsI OCBOCHHS
JUCLUIUIMHBI,
3. AxrTyanuzauus IepeuHsi pecypcoB HH(OPMALMOHHO-
IIpoTokoun TEJIEKOMMYHUKAIIMOHHON ceTH «HTepHeT», He0OX0AUMBIX
> | 26.01.2022 1. pelieHus JUISL OCBOEHMSI TUCLUIUINHBI; }
VYC Ne 6 4.  Axtyanuzanus METOIUYCSCKUX yKa3aHUM VIS
o1 26.01.2022 r. |0Oy4aronuxcsi 1o OCBOESHUIO TUCHIUTLINHBI;
5. Akxrtyanuzanus nepeyHs COBPEMEHHBIX
npodeCCHOHANBHBIX 0a3 MaHHBIX W HH()OPMAITMOHHBIX
CIPAaBOYHBIX CUCTEM;
6. Axryanuzauus MaTepUaIbHO-TEXHUYECKOTO u
OporpaMMHOro  oOecreyeHHs,  HEOOXOOUMOro  JuIsd
OCyllecTBIIEHUs ~ 00pa3oBaTeNIbHOIO  Ipolecca IO
JUCLUTUIMHE.
1. YTBepxnenue [lopsaka opraHu3anu U OCYIIECTBICHUS
00pa3oBaTeNIbHOW JEATENbHOCTH 10 00pa3oBaTeIbHBIM
porpaMMaM BbICHIET0 00pa3oBaHUsl — IporpamMmam
Hporokox OakanaBpuaTa, MporpamMmaM CIELUaINTeTa, MporpaMmam
31.08.2022 gecmﬁ?llg Maructparypsl (IIpukaz MuHUCTEPCTBA HAYKU U BBICIIETO

or 31.08.2022 r.

oOpa3zoBanus Poccuiickoit @eneparnuu ot 06 anpenst 2021 r.
Ne 245);

2. AKTyanus3anuss JOKYMEHTOB, perilaMEHTHUPYIOLIMX
COJIep’KaHUE M OpraHM3alnI0 00pa30BaTENILHOrO Mpolecca
npu peanuzanuu OITOIT BO no HanpaBieHHIO IOATOTOBKH.




