ABTOHOMHasi HEKOMMepUeckas 00pa3oBaTeIbHas OPraHNu3alus BHICIIETO 00pa30BaHUs
"CubupcKuit THCTUTYT OM3HEca U MHPOPMALTMOHHBIX TEXHOIOTHiT"

VYTBEPXJIEHO:
[Ig#gagraﬂo uudcdpoBoi nognuceo: AHOO BO
e e pextop
E =770 , E= tax.gov.ru,
OTPH=1047707030513, C=RU, 5=77 §1§g:sgu L=r. Poxronos M. I.
Qg%g‘g’epaanaﬂiﬂggérogg;“?:%; CN=(egepansHan (HpOTOKO.]'I oT 28082024 NQ 12)
Hanorogas cnyxba

PABOYAS ITPOI'PAMMA JUCHUITVIMHBI (MOAYJIA)
«TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

VYpoBeHb BbIciiero o0pa3oBanus: OakaisaBpuar

Hamnpasnenue noarorosku: 38.03.01 DxoHoMuka

Hanpasnennocts (npoduib)noArotoBku: byxrantepckuil yder, aHaau3 U ayIuT
KBanudukanus (cTeneHb) BbITyCKHUKA: OaKaiaBp

®opMbl 00y4eHUS: OUHAs, OUHO-3a0YHAsI, 3a0UHAs

I'on HaOopa (mpuema Ha oOydenue): 2024

Cpoxk nosy4eHus: 00pa3oBaHMs: Ounas ¢popma oOyuenus — 4 rona
Ouno-3a0uyHas popma oOyuenus — 4 roga 10 mecsma(-eB)
3aounas Gopma oOyuenus — 4 roga 10 mecsma(-eB)

O0BeM: B 3aUE€THBIX €IUHUIAX: 3 3.€.
B akajieMuueckux yacax: 108 ak.4.

r. Omck, 2024
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Pa3padoruukmu:
JlotieHT, aKyapTeT OYHOTO OOYUYCHHsI, KAaHTUAAT £
neparorndyeckux Hayk JlykpsHumkoBa E. A. L

Penensenrnl:
Kapnos B.B., mpodeccop, mnpeacemarens Omckoro HayqHoro mneHtpa CHOMpPCKOTO OTAETICHHUS
Poccuiickoit akanemuu Hayk, 4.3.H.

Pabouas mporpamMma ITUCHMILIMHBI (MOIYIsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO o nanpasnenuto noarorosku Hanpasnenue noaroroBku: 38.03.01 DxoHOMMKA, YTBEPKIAECHHOTO
npukazoM MwuHoOpHayku Poccum ot 12.08.2020 Ne954, ¢ ydeToM TpydoBBIX (QYHKIHI
npodeccuoHaNbHBIX cTaHmapToB: "byxranrep", yTrBepkaeH mnpukazom MunTpyna Poccum ot
21.02.2019 Ne 103m; "CoeumamucT MO BHYTPEHHEMY KOHTPOJIO (BHYTPEHHHH KOHTposep)",
yTBEpKJeH mpukazoM Muntpyna Poccum ot 22.11.2022 Ne 731n; "Buyrpennuii aynurtop",
yTBepKJeH npukazoM Muntpyna Poccunm ot 24.06.2015 Ne 398u; "Cratuctuk", yTBEpKIEH
npukazoM Muntpyna Poccun ot 08.09.2015 Ne 605H; "Aymutop", yTBepkieH nmpukazoMm MUHTpyaa
Poccum ot 19.10.2015 Ne 728n; "Cnenuanuct B OLICHOYHOM ACSATEIBHOCTH, YTBEPKIAEH MPHUKA30M
Muntpyna Poccunm ot 26.11.2018 Ne 742n; "ChneuwanaucT mo OpraHu3aiuyd aAMUHHCTPUPOBAHUS
CTpPaxoBbIX B3HOCOB", yTBepkaeH mnpukazoM Muntpyna Poccum ot 28.10.2015 Ne 788H;
"busznec-ananuTtuk", yTBEepkKIeH mnpukazoM Muntpyna Poccum ot 22.11.2023 Ne 821m;
"CrenmanaucT Mo 3KOHOMHUKE Tpynaa', yTBepxkaeH npukazoM Muntpyna Poccum ot 17.11.2020 Ne
795H.

ComnacoBaHue U yTBEPKACHUE

ITonpa3nenenue
No WIN ) OTBeTCTBEHHOE PUO Busa Jlata, mpOTOKOII
KOJIJIETUAJIBHBIN JIULO (npu HAJIMYMM)
oprax
1 PykoBonurens Ponuonos M. T. CornacoBano | 28.08.2024, Ne
o0pa3oBareIbHO 12
1 IIpOrpamMMBel

TTonrorosneno B cucteme 1C:Yuusepcurer (000000953) Crpanuta 2 u3 30



Coneprxanue (pabodasi mporpamMma)
1. Lenp u 3amaun 0OCBOCHUSI TUCIIMIUIAHBI (MOTYJIS)

2. I[lnanupyemsble pe3yabTaThl 00yUeHUs MO JUCIUILTUHE (MOIYJIIO0), COOTHECEHHBIE C
IUTAHUPYEMBIMH pe3yJabTaTaMu OCBOCHUS 00pa30BaTeIbHON MPOrpPaMMBbI

3. Mecto mucuumiausbl B cTpykrype Ol

N

. O0beM TUCIMIUIMHBI U BUBI YI€OHOU pabOTHI

9]

. ConeprxaHue JUCITUTUTMHBI
5.1. Paznensl, TeMBI TUCHUMILIMHEI ¥ BHALI 3aHITHI
5.2. ConepxaHue pa3iesoB, TEM JUCHUTUIMHBI

[®)

. Pexomennyemsbie o0Opa3oBareibHbIE TEXHOJIOTUU
7. O1eHOYHbIE MaTepUAIIbl TEKYIIIETO KOHTPOJIS
8. OlieHOYHbIE MaTepUaJIbl TPOMEKYTOUHOM aTTeCcTallu
9. Tlopsanok npoBeaeHUs: MPOMEKYTOUHOM aTTeCTalluU
10. MaTepuabHO-TEXHHUECKOE U yIeOHO-METOANIECKOE 00CCIIEUCHHE TUCITUTLTAHBI
10.1. TlepeyeHb OCHOBHOM ¥ TIOMOJHUTEIBLHON YU4EOHOM JTUTEPATyPhI
10.2. TIpodheccronanbhpie 6a3bl TaHHBIX U pecypchl « THTEpHET», K KOTOPHIM 00€CIIeYMBACTCS
JOCTYTI 00yJarOIINXCs
10.3. TIporpamMmmHOe oOecrnieueHre 1 MHPOPMAITMOHHO-CIIPABOYHBIE CUCTEMBI, HCTIOIB3yEMbIE MTPH
OCYIIECTBIIEHUU 00Pa30BaTEIBHOIO MpoIiecca 1Mo AUCHUTIINHE

10.4. CnennanbHbIe IOMEIIEHHUS, Tab0OpaTopuu U 1abopaTopHOe 000pyI0OBaHNE

11. Meronnueckre yKka3aHus 0 OCBOCHUIO TUCIUTUIMHBI (MOTYJIs)
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

[lenp ocBoeHUs AWCHMIUIUHBI - HAyYUTh OYAYIIETO CIEUNUAINCTa MPUHIUIAM pabOThI C
JOKYMEHTaMU-HOCUTEISIMA HH(POPMAIMH;, Pa3BUTh Y OOydYaIONMIMXCS HABBIKM KOMAaHIIHOW pabOTHI,
MEKINYHOCTHOW KOMMYHMKALUU, IPUHATUS PEILICHUN

3agaun U3y4eHus: TUCIUTUIUHBIL:

- O3HAaKOMJICHHE CTYICHTOB C COCTaBJICHHEM M O(OpPMIIEHHEM JOKYMEHTOB Ha OCHOBE
CYILIECTBYIOIIUX TOCYAapPCTBEHHBIX CTAaHIAPTOB;

- MOJy4YCHHE CTYJACHTaMU 3HAHUW 00 OpraHW3aluu padOThl ¢ JOKYMEHTAMU Ha MPEANPUSTUH, B
OpraHu3alNK, YUIPEKICHUU;

- U3y4YCHHE MPaBWI 0POPMIICHUS YIPABICHUYECKUX JOKYMEHTOB, U X PEKBU3HUTOB;

- pacCMOTpEHHE MPUMEPOB JTOKYMEHTOB, PEIIAMEHTUPYIOIIMX MPOIECC YIPABICHUS.

2. [Inanupyempble pe3yJbTaThl 00y4YeHHs 10 TUCUUIIMHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHMPYEeMbIMHU pPe3y/1bTaTaMU 0CBOeHHs 00pa30BaTeIbHON NPOrpaMMbI

Komnemenyuu, unouxamopul u pe3ynomamul 00y4eHus

[TIK-I14 CrniocobeH ocymecTBIsATh ASATEIPHOCTh MO TUIAHUPOBAHUIO, OPTaHHM3AIlMH, MOTHBAIIUU U
KOHTPOIIO  paboThl  mepcoHana,  OOCECMEYCHHI0  JOKYMEHTAI[MOHHOTO  CONPOBOXKICHHS
YIIPaBICHYECKUX TPOIIECCOB

[TIK-I14.1 3HaeT OCHOBHBIC MPUHIIMIIBI U METOABl OpPTraHU3aIuu PabOTHI MEpcoHaIa, 00BEKTHI
TPYZOBOTO TPOIECCa; OCHOBBI OPraHM3allUU JIEJOMPOU3BOACTBA M JOKYMEHTAI[MOHHOTO
COTIPOBOXK/ICHUS YIIPABICHUECKUX MIPOLECCOB

3Hamo:

[TK-I14.1/382 OCHOBBI JOKYMEHTAIIMOHHOTO 00ECIIeUeHHUs YIIPABICHYECKUX MPOIIECCOB,
a TaKXKe, CHCTEMbI 3JIEKTPOHHOTO TOKYMEHTOOOOPOTa M COBPEMEHHBIC TEXHHUYECKHE
CpeICTBa IS TOKyMEHTAIMOHHOTO O0SCIICUeHUS! YIIPaBICHUS

[1K-T14.1/383 TIlpaBwia cocCTaBI€HHs OpPraHU3ANMOHHBIX, PACIOPSAUTEIbHBIX |
MH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, O(GOpPMIICHHUS PEKBU3UTOB O(UIIHATIBHBIX
JIOKYMEHTOB

[1K-I14.2 YMmeeT opranu30Barh ASTEIBHOCTH MO IUNIAHUPOBAHUIO, OPTaHU3AIIUH, MOTUBAIIH U
KOHTPOJIIO paboThl MepcoHaa MpeanpusTHA pa3IuyHbIX GOpM COOCTBEHHOCTH, OpraHU3aLUH,
BE/IOMCTB, a TaKXKe, JOKYMEHTAI[HOHHOMY COIIPOBOXICHUIO UX JIEATEIbHOCTH

Ymems:

[1K-114.2/YM2 AnHanu3upoBaTh W OIICHHBATh COJIEPXKAHUE JOKYMEHTOB, OOpa3yrOIINX
JIOKaJIbHYI0 HOPMAaTHBHO-TIPABOBYIO 0azy

[TK-114.2/Ym3 CocTaBiarb OpraHU3aIMOHHBIE, pacnopsiIuTebHbIC u
MH(GOPMAITMOHHO-CTIPABOYHBIE JJOKYMEHTBl IO O0ECHEeYeHUIO JOKYMEHTAIlHOHHOTO
COIPOBOXK/ICHUS yIPaBICHUECKUX MTPOLECCOB

[IK-I16 CriocobeH oCyIIecTBIATh JAOKYMEHTHPOBAHUE XO3SMCTBEHHBIX oOIepauui, opopMIsTh
IUIaTeXKHBIE JIOKYMEHTBI U (opMupoBaTh OyXraaTepckue MpPOBOAKH IO Yy4YeTy pe3yJdbTaToB
(bMHAHCOBO-XO3SUCTBEHHOU JCSITEILHOCTH OpPraHU3alun

[1K-I16.1 3HaeT OCHOBHBIE MOJOKEHUSI 1 HOPMATUBHO-TIPABOBYIO 0a3y OyXraJTepCKOrO yueTa;
MOPSIOK  OCYIIECTBJICHUS JOKYMEHTHPOBAHMS  XO3SHCTBEHHBIX  OIEpaluii; TMpaBuiia
oopMiIeHHsI IUIATEXHBIX JOKYMEHTOB M (OPMHUPOBAHUS OyXTralNTepCKUX IMPOBOIOK
NPEANPUATHNA PA3TUYHBIX GOPM COOCTBEHHOCTH, OPTaHU3AII, BETOMCTB

3uamo:
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[IK-I16.1/388  IlpaBunma  cocTaBlE€HUS  OpPraHU3AlMOHHBIX,  PACIOPSAUTEIBHBIX
JIOKYMEHTOB U MH(OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB
[K-I16.1/319 IIpaBuna opopmieHHs PeKBU3UTOB O(PUIIHAIBHBIX TOKYMEHTOB

[IK-116.2 VYmeer ¢dopmupoBaTh TOKazareaud (UHAHCOBOM OTUETHOCTH JUISI COCTABJICHHS
OTYETHBIX (OpPM Ha MPEANPHUATHIX Pa3IUYHBIX (OpM COOCTBEHHOCTH, OpraHMU3AlMIX,
BEJIOMCTBaX

Ymemu:

[K-I16.2/YM9 CocTaBiarh opraHu3alllOHHbIE, PACTIOPAIUTEIbHBIC TOKYMEHTHI

[MK-116.2/¥YM10  OcymiecTBiaTh JTOKYMEHTHPOBAHUE  XO3SMCTBEHHBIX  OIEparui
OPEeIIPUIATUN Pa3NUYHBIX (OPM COOCTBEHHOCTH, OPTaHU3alINiA, BEAOMCTB

3. Mecto aucuumimHbl B cTpykrype OII

Jucuumnuaa  (Momynb)  «JloKyMeHTalmoHHOE OO0ecreueHUue YIpaBIEHUS»  OTHOCUTCS K
dbopMupyemMoli yyacCTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUH YacTh 00pa3oBaTeIbHON MPOTpaMMbl U
uzydaercs B cemecrpe(ax): Ounas dopma oOyuenus - 3, OuHo-3a0uHas Gopma oOydeHus - 3,
3aounas Gopma oOyueHus - 3.
OcBoeHHE KOMIETEHIIUN HAUWHAETCS C U3YUEHHUS TEKYLIEH AUCIUIUIHHBIL.
[Tocnenyromue AMCUUITITUHBI (IPAKTUKH) TIO CBA3SIM KOMIIETEHIIUNA:

Byxrantepckuii y4eT U OTYETHOCTb;

Hamoru u HanorooOmoXeHue;

[InanupoBaHue ¥ MPOrHO3UPOBAHMUE;

[ToaroTroBka K mpoieaype 3alMThl U 3allMTa BBITYCKHON KBaTU(PUKAITMOHHON paboThI;

[TpakTuky™m 1Mo OyXTranTepCcKOMy YUeTy, aHaIIU3y U ayJIuTy;

[IpennumomHas npakTUKa;

VYIpaBieHUe ePCOHAIIOM;
B npouecce u3yueHus: AMCUUIIIMHBI CTYIEHT TOTOBUTCS K BUAaM MPodeccHoHaIbHON JesITeIbHOCTH
U pemieHUIo npodeccHoHaNbHBIX 3amad, npeaycMoTpeHHbix PI'OC BO u o6pa3oBarenbHOU
MPOTPaMMOii.

4. O0beM TMCHUIUVIMHBI U BUAbI Y4eOHOI padoThl

Ounas ghopma obyuenus

2
<
= & =
2 2 |, |20z |8 lg | B
S |8 |E_| 21 |§ |¢ 5
2 |2 |85 F |8 |E |= 2
5|8 |25 5 |83 |8 S
— —~ 159 M~ Q)A ~~ ~
RI|BMm|IE 4| & S5 S5 S <
00y4eHUsI HEHVQQ E %E,gg&i[;& EE/
g |8 [EF| &8 |E |8 >,
= g S} T | = O
=) ) ™ S | a % =
=
Tpernii cemectp | 108 | 3 | 56 | 2 18 | 36 | 43 | 3auer (9)
Bcero 108 3 [ 56 | 2 | 18 | 36 | 43 9

Ouno-3aounas popma obyuenus
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3aounas popma ooyuenus
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Tpetuii cemectp | 108
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5. Conep:xxanue TUCUMILTHHBI

5.1. Pa3aenbl, TeMbl AUCHUILINHBI H BUAbI 3aHATHH

("9achl TPOMEKYTOUHOM aTTECTAIMK HE YKa3bIBAIOTCS)

Ounas ghopma obyuenus

gmwediodn

BUHO0900 HINRIRIIIASod

0 QI9HHODOHLOOD ‘BUHIhAQO
191e191rA9d S19WoAdUHERI |

[TK-I14.1
[1K-114.2
ITK-IT6.1

NHO@&Q KEBHIIQLEOLIONE )

32

6| 1IK-116.2

EULEHRE OMMOhUINed] ]

30

4

BULEHRE QIIHHOUIDIQ[ [

12

HUUTTRIIIAIHOY

0190g

74

14

HaumenoBanue pazaena, TeMbl

Paznea 1. Opranusanus u

TeXHOJIOTHSl IOKYMEHTHOI0
odecrevyeHnsi ynpaBJjieHUs

Tema 1.1.

HopmaruBHo-mMeToquueckas 6a3a

AOKYMCHTAIIUOHHOT'O

obecrieueHus ynpasieHus B PO:
UCTOPHSI BOTIPOCA, OCHOBHBIC

TEPMUHBI.
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Tema 1.2. OpranuzanuoHHas
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

14

Tema 1.3. PacniopsinurenbHas
JOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

14

Tema 1.4.
CripaBouHO-UH(POPMAITUIOHHAS
JOKyMEHTaIMs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

12

Tema 1.5. KagpoBas
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboTsl ¢
JOKYMEHTaMHU.

20

10

Pasznen 2. Opranusanus
JOKYMEHT0000poTa

25

11

Tema 2.1. OCHOBHBIE IPUHIIUITBI
OpraHU3aIMK TOKyMEHTO00O0pOTA.

14

Tema 2.2. Mcnonxenue
nokyMeHTOB. KoHTpob
UCIIOTHEHUS TOKyMEHTOB. DOpMBbI
KOHTPOJISI UCTIOTHEHUS
JNOKyMeHTOB. Turossie u
WHANBUAYaJIbHBIE CPOKU
MCIIOJTHEHUS! IOKyMEHTOB. AHAJU3
CTPYKTYpPBI JOKYMEHTOO0OPOTA.
CucTeMbl AIEKTPOHHOTO
JIOKyMEHTO000pOoTa: MpoOIeMbI
BHEJPEHUs, IPEUMYIlIeCTBa U
HEJ0CTaTKU UCTIOIb30BAHMUS B
JOKYMEHTAI[MOHHOM YIIPaBJICHUU
OpraHu3aluen.

Tema 2.3. Cucremaruzanus
JOKYMEHTHOU MH()OPMAIUH.
OnepaTtuBHOE XpaHEHNE
JTOKYMEHTOB U JIEJ.

[TK-I14.1
[1K-114.2
ITK-I16.1
[TK-116.2

Hroro

929

18

36

43

Ouno-3aounas popma obyuenus

HaumenoBanue pazaena, TeMbl
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JHHBIC 3aHATUA

YCCKUC 3aHATUA

‘osiTeNbHas paboTa
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VMBI
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o0y4eH!
pe3yIIbT
mporpar
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=
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<
=
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Bcero

Koncyn
Jlexiuc
Camoc1

w | [Ipaktu

w

Paznen 1. Opranusanus u 68 2 7 1 8 HK-H4.1
TEXHOJIOT'MS IOKYMEHTHOI0 [IK-114.2
olecrieyeHNnsl ynpaBJIeHUsI [K-I16.1
Tema 1.1. 14 1 3 3 7| HK-116.2
HopmaruHo-MeTonnueckas 6a3a
JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasieHus B PO:
UCTOPHS BOIIPOCA, OCHOBHBIE
TEPMUHBI.

Tema 1.2. OpranuszanyonHas 13 1 1 4 7
JIOKyMEHTAIHs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.3. PacniopsinurenbHas 12 1 4 7
JOKyMEHTaIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.4. 11 1 3 7
CripaBouHO-UH(POPMAITMIOHHAS
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 18 1 71 10
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThl ¢
JOKYMEHTaMHU.

Pasnen 2. Opranusaunus 36 7 71 22| IIK-I14.1
A0KYMEHT0000poTa [1K-114.2
Tema 2.1. OCHOBHBIE IPUHIHIIEI 14 1 31 10| HK-II6.1
OpraHu3aIyy J0KyMEHTO000pOTa. 1TK-I16.2
Tema 2.2. Mcnonxenue 14 1 1| 12
nokyMeHTOB. KoHTpob
UCIIOTHEHUS TOKyMEHTOB. DOpMBbI
KOHTPOJISI UCTIOTHEHUS
JNOKyMeHTOB. Turossie u
WHANBUAYaJIbHBIE CPOKU
MCIIOJTHEHUS! IOKyMEHTOB. AHAJU3
CTPYKTYpPBI JOKYMEHTOO0OPOTA.
CucTeMbl AIEKTPOHHOTO
JTIOKyMEHTO000pOoTa: MpoOIeMbI
BHEJPEHUs, IPEUMYILIeCTBA U
HEJ0CTaTKU UCTIOIb30BAHMUS B
JOKYMEHTAI[MOHHOM YIIPaBJICHUU
OpraHu3aluen.
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Tema 2.3. Cucremaruzanus 8 5 3
JOKYMEHTHOU MH()OPMAIIH.
OnepaTtuBHOE XpaHEHNE
JTOKYMEHTOB U JIEJ.

Hroro 104 2| 14| 28| 60

3aounas gpopma ooyuenus

HaumenoBanue pazaena, TeMbl

[Lmanupyemblie pe3ynbrarhbl
00y4eHHsI, COOTHECEHHBIE C
pe3yJbTaTtaMyi OCBOEHUsL

[IpakTrnyeckue 3aHATHS
IpOrpamMMbl

Koncynpranuun
JlexMoHHBIE 3aHATHSA

Bcero

< | CamocrosarensHas pabora

<

Paznen 1. Opranusanus u 76 2 4 TIK-114.1
TeXHOJIOTUSl TOKYMEHTHOI0
olecrieyeHNnsl ynpaBJIeHUsI [K-I16.1
Tema 1.1. 16 2 14| TIK-IT6.2
HopmaruHo-MeTonuueckas 6a3a
JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasieHus B PO:
UCTOPHS BOIIPOCA, OCHOBHBIE
TEPMHHBI.

Tema 1.2. OpranuzanuoHHas 16 2| 14
JOKyMEHTAIMs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

=
&
=
=
\S]

Tema 1.3. PacniopsinurenbHas 14 14
JIOKyMEHTAIMs: TpeOOBaHUs K
COCTABJICHUIO U 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.4. 14 14
CripaBouHO-UH(POPMAITUIOHHAS
JOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 16 21 14
TOKYMEHTAIHs: TPEOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThI ¢
JTOKYMEHTaMH.

Pasnen 2. Opranuszanus 28 2 26| ITIK-I14.1
AO0KYMEHT0000poTa [1K-114.2
Tema 2.1. OCHOBHBIE TPUHIUIIBI 14 14| IIK-I16.1
OpraHM3aluy JOKyMEHTOO0O0pOoTa. 1TK-I16.2
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Tema 2.2. Ucnionnenue 12 12
nokyMeHToB. KoHTpoib
HCIIOJTHEHUS I0KyMEHTOB. DOpMBbI
KOHTPOJIS] UICIIOJTHEHUS
JNIOKYMEHTOB. TUIIOBBIE U
WHAWBUIYaIbHBIE CPOKU
UCIIOJTHEHUS IOKyMEHTOB. AHaIu3
CTPYKTYPBI JOKYMEHTOO0OPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEJOCTaTKU UCIOJIb30BaHUS B
JOKYMEHTAI[MOHHOM YIIPaBICHUN
OpraHu3aluei.

Tema 2.3. CucreMaTusanusa 2 2
JIOKyMEHTHOU HH(OpMaIuu.
OneparuBHOE XpaHEHUE
JIOKYMEHTOB U JIEJ.

Hroro 104 2 2 4| 96

5.2. Conep:kanue pa3iaesioB, TeM IUCHUATIINH

Pa3zoen 1. Opzanu3zayus u mexuonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus

Tema 1.1. Hopmamueno-wemoouueckas 6aza 0OKyMeHmayuoHHo2o obecneuenus ynpasienus ¢ PD:
ucmopus 60npoca, OCHOBHbIE MEPMUHBI.

Hctopusi BO3HMKHOBEHHMS M Pa3BUTHS YIIPABICHYECKOW JOKyMEHTAalUMU. JleaomnpousBOACTBO B
IpeBHEepycckoM — rocyaapctBe.  IlpukasHoe — gemompou3BoiacTBo.  CucTeMa  KOJUIEKCKOTO
nenonpous3BoAcTBa. Cucrema MHUHHUCTEpCKOro aenonpousBoactBa XIX-nauama XX BB. Mcropus
YIIPaBJICHUS U JEIONPOU3BOACTBA B XX BEKE.

Hoxyment. HOpumnueckass cuna JgokyMeHTa. DopMmyisip JOKyMEHTa. bJIaHKu JOKyMEHTa.
JlokymeHTo000pOoT ® AokyMeHTonmotoku. Jlemo. Homenknarypa pgen. XpaHeHHE JTOKYMEHTOB.
OcHOBHbIE TIOHATHUS U TIOJOKEHHUS [0 TOKYMEHTUPOBAHUIO YIPABICHUECKOH 1eATeTbHOCTH.
3akoHomarensHble akThl PD B cdepe mHbopmanmu u nokymeHtanuu. Ykasel [Ipesmpenta PO u
nocraHoBieHus [IpaButensctBa P®. HopmaruBHble mnpaBoBble akThl  PockomapxwuBa.
locynapcTBeHHBIE CTaHIAPTHI HA TOKYMEHTAIMIO. YHUGUKALUS U CTaHAAPTU3ALUS YIIPABICHUECKUX
JOKYMEHTOB. BUIbI TOKYMEHTOB U UX KJIacCU(UKALIUSL.

Tema 1.2. Opeanuszayuonumas OOKymMeHmayusa: mpeO08aHus K COCMAGIEHUIO U O@DOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMEHMAMU.

OpraHu3alMOHHO-TIPABOBas JIOKYMEHTAlMs: OOllas XapaKTEepUCTHKa M CHElU(HUKa JOKYMEHTOB.
PazpaboTka u yTBepXKJE€HHE KOMIUIEKCA OpPraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
MOJIO)KEHUE 00 OpraHM3aluy, CTPYKTYPHBIX MOAPa3IeICHUSAX, KOJUICTHATIbHBIX U COBEIIATEIbHBIX
OpraHax; IITaTHOE PAaClUCAaHUE; HHCTPYKLHUHU 10 OTACIbHBIM BUAAM JIEATEIbHOCTH; OJKHOCTHBIE
UHCTPYKLIHH.

Tema 1.3. Pacnopaoumenvhas OOKYMeHmMAayus: mpebO8aHus K COCMAGIEHUI0 U 0QOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMEHMAMU.
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PacnopsnurenbHas noxkymeHtanus. OCHOBHOE Ha3HAY€HHE PACIOPSAUTENBHON JTOKYMEHTAlUU.
[IpaBuna coctaBieHUss ©  OQOPMIICHHS  OCHOBHBIX  OPTraHHU3ALMOHHO-PACIIOPSAUTEIBHBIX
JOKYMEHTOB, IOpPUINYECKUE OCHOBAaHUSA, CTPYKTypa TE€KCTa U mpolenypa usnanus. CocraBieHue U
o(opmiieHne PUKa30B, MOCTAHOBICHHA, PACTIOPSKEHUH U T.11.

JIOKyMEHTHPOBAaHUE B €AMHOHAYAJIHHOM yIpaBieHUH. JJOKyMEeHTHpOBaHUE pabOThl KOJUIETHAIbHBIX
OpraHoB.

Tema 1.4. Cnpagouno-unghopmayuonnas OoKymeHmayus. mpeOo8aHusi K COCMABIEHUI0 U
ogopmnenuro. Texnonoeuss pabomol ¢ OOKyMeHmMamu.

CrpaBoyHO-UH(GOPMAITMOHHBIC JOKYMEHTBI, WX Ha3HauYeHUE, COCTaB M odopmiieHHe (aKThbI,
JOKJIaJIHbIe W OOBSCHUTEIIBHBIC 3alTUCKH, TEJETrpaMMBbl, Telie(OHOrpaMMBbl, CIIPABKH IO JIMYHOMY
COCTaBY M I10 OOIIMM BOIIPOCAM, OTUYETHI, IIPOTOKOJIBI, 3asSBICHHS TPEICTABICHUS ).

[Tonsitue 00 oduIMaTLHO-IETOBOM CTHJIE. SI3BIK W CTHJIb CIYXXEOHBIX JOKyMeHTOB. OOmue
PEKOMEHIAIMH 110 CTHIIUCTHICCKOMY O(DOPMIICHHIO JeJIOBOTO MuchbMa OCOOCHHOCTH O(PHIIMATEHOTO
nesroBoro ctuiisd. O0Imas KiacCupUKaIus ASTOBBIX MTHCEM.

Jenosas nepenucka. OCHOBHBIC 3JIEMEHTHI CTPYKTYPHI ISJIOBOTO MHChMA.

DraInsl MOArOTOBKH TEKCTOBBIX JIOKYMEHTOB: HA0Op, peakTUpOBaHue, 0(hOpMIICHHE.

Tema 1.5. Kaoposas dokymenmayus: mpebo8anus K COCmMAagieHuro u ogopmienuro. Texronozus
pabomul ¢ OOKyMeHmamu.

Jlenonpou3BoOACTBO MO JUYHOMY cocTaBy. DyHkuuu otaena kajapo. OOs3arenbHbIE TOKYMEHTHI
KaJpoBOil ciry>kObl. JIOKyMEHTHI 0 JJMYHOMY COCTaBY: 3asBJICHHE O IpUEMeE, YBOJIbHEHHUH, NIEPEBOJIE;
TPYZIOBBIE JOTOBOPHI; IPUKA3bI IO TUYHOMY cOCTaBy. [IpaBoBbIe aclieKThl 3aKIIOUEHUS, UI3MEHEHUS U
MpEeKpalleHus IeUCTBUS TPYIOBOrO JOrOBOPA.

TpynoBast kHwkka. [IpaBwia 3amonHeHus. BHeceHne wu3MeHeHWH B CBEACHHS O pPaOOTHHKE.
Hyo6mukar. Cenenust o padore. Harpaxknenus. YBonbHEHHE. YUeT U XpaHCHHE TPYIOBBIX KHIDKEK.
OTBETCTBEHHOCTh 3a HECOONIONEHUE TOpS/IKa BEACHMS TPYIOBBIX KHUXKEK. JIMuHas kapTouka u
nugHoe neno. Pasmensl nuyHOM Kaprouku. OcHoBaHWe miia 3anoiHeHus. OdopMmieHue JTUIHON
kapTtouku. CpoKku XpaHeHHsI TUYHBIX KOpTOoUek. JInuHoe aeno.

Pa3zoen 2. Opzanuzayusn 00Kymenmoooopoma

Tema 2.1. OcHosHble npuHYUNBL OP2AHU3AYUU OOKYMEHMO0O0pOmd.

JIOKyMEeHTOOOOpOT W €ero OCHOBHble OTambl. OpraHu3alMOHHOE IOCTPOCHUE  CITYKOBI
JeNONPOU3BOJCTBA. Pa3nenenue GyHKUMH MEXIy TMOAPA3IEICHUSIMH JEJIONPOU3BOACTBA H
HCIIOJIHUTEIIMU. Perucrpanus v yder MOCTyHaroluX B OpraHu3aluio J0KymMeHTOB. Iloaroroska u
perucTpanysi OTIpaBIsieMbIX TOKYMEHTOB. [IpoxokaeHne BHYTPEHHHX TOKYMEHTOB. YueT o0beMa
noKyMeHTooOopoTa. KoHTponp 3a wHCrmomHEeHHEM JOKyMeHTOB. OpraHu3anus parroHaJIbHOTO
JBIDKEHHUSI JIOKYMEHTOB BHYTpH opraHuzanuu. OOpaboTka HCHOJHEHHBIX M OTHPABISIEMBIX
JTOKyMEHTOB. Peructparmonnsie ¢popmbl. Perucrpanus 1 nHaekcanus 10KyMEHTOB.

Tema 2.2. Hcnoanenue Ookymenmos. Kowmponv ucnonnenus 0okymeHmos. Dopmvi KOHmMpOs
ucnonHenusi OOKymeHmos. Tunoevie u UHOUBUOYATbHBIE CPOKU UCHOTHEHUs OOKYMEeHmOos. Ananus
CMpPYKmMypvl QOKYMeHmMoobopoma.

Cucmemvl  91€KMPOHHO20  OOKYMEHmMoobopoma: npobneMvbl  6HeOpeHusi, Nnpeumyuecmed u
HeOOCMamKu UCNONb308AHUsL 8 OOKYMEHMAYUOHHOM YRPAGIEeHUU OP2AHUZAYUE.
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Hcnonnenne noxkymMeHTOB. KOHTpOnb MCHONHEHUS JOKYMEHTOB. POpMBI KOHTPOJIS HCIIOJIHEHUS
JOKYMEHTOB. TWUIIOBblE M MHIUBUAYaJIbHBIE CPOKHU HCIIOJHEHHUS JTOKYMEHTOB. AHaJIU3 CTPYKTYpbI
JTOKyMEHTO000poTA.

CucTeMbl NIEKTPOHHOTO TOKYMEHTO000pOTa: MpoOiIeMbl BHEAPEHHS, IIPEUMYIIIECTBA U HENOCTATKU
HCIIOJIB30BaHUs B JOKYMEHTALMOHHOM YIIPABJICHUH OPraHU3aLUeH.

Tema 2.3. Cucmemamuzayus 0oxymenmuou ungopmayuu. Onepamuenoe xpaneHue 0OKYMeHMO8 U
oen.

OkcnepTH3a IEHHOCTH JOKYMEHTOB M JOKyMEHTHOW wuHGpopmanuu. OOmue TpeOoBaHUS K
cucTeMaru3anuu JoKyMeHToB. Homenxmatypa pnen. Buasl Homenkmatyp nen. CocraBieHue
3aroJIOBKOB JEJI.

OcHoBHbIe TIpaBUiIa GopMupoBaHus rei. OnepaTuBHOE XpaHEHUE JOKYMEHTOB U aen. Opranuzanus
MH(POPMALIMOHHO-CIIPAaBOYHON pabOTHl MO JOKYMEHTaM OIEepaTHBHOrO xpaHeHus. OdopmieHue
O0JIOXKKH JIea.

[TogroroBka aen Kk apXuBHOMY XpaHeHHIo. CoCTaBJeHHE BHYTPEHHEH ONMHUCH JTOKYMEHTOB Jelia H
3aBepuTenbHON Hagnucu. CocTtaBneHue u opopmieHue onuceid. Buapl onuceii. JlokymeHTHpOBaHMe
nepefaun nen Ha xpaHeHue. OOecneueHHe COXPaHHOCTU JOKyMEHTHOW uHGpopmauuu. OCHOBBI
apXMBHOTO MMOMCKA JOKYMEHTOB.

6. Pexomenayemblie o0pa3oBaresibHbIe TEXHOJIOTHHU

[Ipu npenonaBaHuu JUCHUILIMHBI MPUMEHSIOTCA pa3HOoOpa3Hble 00pa30BaTelIbHbIE TEXHOJIOTUU B
3aBUCHMOCTH OT BUJIA U I1eJIeH yIeOHBIX 3aHSATHH.

Teopernueckuii MaTepua u3naraeTcs Ha JICKIIMOHHBIX 3aHATHUSAX B CIEAYIOUNX (hopMax:

- MPOOJIEMHBIE JICKITUH;

- TeKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

CeMuHapckue 3aHATHS 10 JUCHMIUIMHE OpPHUEHTHUPOBAHBI HAa 3aKpelyieHHE TEOpPEeTUUYECKOro
MaTepuaia, U3JI0KEHHOTO Ha JIEKIMOHHBIX 3aHATHSX, a TaKKe Ha MPUOOpPETEeHHE JOMOIHUTEIbHBIX
3HAHUW, YMEHUHW W MPAKTHUYECKUX HABBIKOB OCYIIECTBICHHS MPOPECCHOHATBHON NeATelbHOCTH
MOCPEJCTBOM aKTUBU3ALIMU U YCUJICHHS] CAMOCTOSTEIbHON e TEIbHOCTH 00y4atOIINUXCS.
BonbIIMHCTBO MpPaKTUYECKUX 3aHITUHA MPOBOJATCS C MPUMEHEHHEM aKTUBHBIX (opM oOyuyeHus, K
KOTOPBIM OTHOCSITCSI:

1) ycTHBIM ompoc CTYIEHTOB C 3JeMEHTaMM Oecelbl U JUCKYCCHU MO BOMPOCaM, BHIHOCUMBIM Ha
MpaKTHYECKUE 3aHATHS;

2) rpymmoBas paboTa CTYAEHTOB, TNPEAIOJaralomas COBMECTHOE OOCYXICHHE KaKOH-I00
npoOnemMbl (BOMIpoca) W BBIPAOOTKY €IWHOTO MHEHHUs (MO3WIMU) O HEH (METOA TpYIIOBOTO
00CYXJIeHHsI, KPYTJIBIA CTOJ);

3) KOHTpoOJIbHAs paboTa MO OTAEIBLHBIM BOMPOCaM, IEIbI0 KOTOPOW SBJISETCS MPOBEpKAa 3HAHHI
CTYJIEHTOB U YPOBEHb IMOATOTOBIEHHOCTH Il YCBOCHUS HOBOTO MaTepuasa Mo JUCHUIUIMHE.

Ha cemuHapckux 3aHSTHSIX OIICHMBAIOTCSI U YYUTHIBAIOTCS BCE BUIbl AKTUBHOCTH CTYACHTOB:
YCTHBIE OTBETHI, JOMOJIHEHHS K OTBETaM JPYTHMX CTYAEHTOB, ydacThe B JUCKycCHUSX, paboTa B
rpynmax, HHUIIMATUBHBIA 0030p MpoOIEMHOTO BOTIpOCa, MMCbMEHHAs padoTa.

7. IlopAAOK NpoOBeAeHUs IPOMEKYTOYHOM aTTeCTAlUN
Ipomescymounas ammecmayus: Ounas popma obyuenus, 3auem, Tpemuii cemecmp.
1) PaGota ¢ TeCTOBBIMH 3aJaHUSIMHU.
2) BeimonHeHUE UTOTOBOW PabOTHI.
Ipomesicymounas ammecmayus: Quno-3a0unas popma ooyuenus, 3avem, Tpemuii cemecmp.

1. PaGora ¢ TeCTOBBIMU 3aJaHUSIMU
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2. BeimonHeHHE UTOTOBOM pabOThI

Ipomescymounas ammecmayus: 3aounas popma obyuenus, 3auem, Tpemuii cemecmp.
1. PaGoTta ¢ TeCTOBBIMHM 3aJaHHSIMU
2. BrinonHeHne UToroBoi paboThl

8. OneHoYHbIE MaTepUAJIbl TEKYLIET0 KOHTPOJIA

Pa3zoen 1. Opzanu3zayus u mexnonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus
Konmponupyemwie H/IK: IIK-114.1 IIK-116.1 1IK-114.2 1IK-116.2

Tema 1.1. Hopmamueno-wemoouueckas 6aza 0OKyMeHmayuoHHo2o obecneuenus ynpasienus ¢ PD:
ucmopus 60npoca, OCHO8HvIE MEPMUHbI.

®dopma KoHTpoIs/otieHouHOe cpencTBo: [locemenne u paboTa Ha JTEKIHOHHBIX U MPAKTUICCKUX
3aHATHUAX

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

a) MOCEIICHHE JIEKIITMOHHBIX U MPAKTUUECKUX 3aHATHH,
0) coOIOCHUE TUCITUILIHHBI.

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BE/ICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) AKTUBHOCTb Ha JIEKLIUHU, YMEHUE (POPMYIUPOBATH BOIPOCHI JIEKTOPY.
3. PaGora Ha mnpakTHyeckux 3aHATUAX: «lcTOpusi BO3HMKHOBEHUS M  Pa3BUTHUSA
YIPaBIEHYECKON TOKyMEHTALIUN.
Ha xaxxap1it Bompoc HeoOXoAuMO cPOpMYIHPOBATH Pa3BEPHYTHIE OTBETHI:
Bomnpocs! ans o6cyxaenus
1. OtpaxeHue BONPOCOB JOKYMEHTHPOBAHUS, COCTAaBICHHS U O(GOpPMIICHHS JOKYMEHTOB B
3aKOHOZATEIbHBIX 1 HOPMAaTUBHBIX AKTaX.
2. llonatne opuruHasa JOKyMeHTa, ero mpusHakd. [lomnuHHOCTE noKkyMmeHTa. IlonsTue
«TIOTIMHHUK.
. IlognuHHbBIE ¥ TOANIOKHBIE TOKYMEHTBIL. Bupl danbcupukanyy 10KyMEHTOB.
. [lonsTne «xomust JOKyMeHTa». Buapl Konwuii.
. [Mopsimox opopmnenus konuit. FOpugudeckas cuiia KOMUu.
. bnank nokymenrta. Buasr OnaHkoB.
. CocraB OnaHKa, MOPSAIOK PACIIOIOKEHUS PEKBU3UTOB B OJIaHKE.
. bnaHku ¢ yIioBbIM M IEGHTPOBAHHBIM PACIOJI0KEHUEM PEKBU3HUTOB.
9. OcHOBHBIE TpaBUJIa KOHCTPYHUPOBAHUSI OJIAHKOB.
10. bmanku ¢ wu300pakeHHEM TOCyIapcTBEHHOTO repba, repba cyObekra Qenepamuu, repda
MYHHUIIUNAIBHOTO 00pa30BaHMUS.
11. ABrop noxymenTa. [Topsimok 0003HaYeHNsI HAUMEHOBAHUS OpPraHU3alMU-aBTOPA TOKYMEHTA.
12. CnipaBouHbIe JaHHBIE 00 aBTOpE, UX COCTaB, pa3MelIeHUE Ha OJIaHKe.

0N N bW

B koHI1e npakTHuecKoit paboThl HEOOXOAMMO CPOPMYIHPOBATH 0OOOIIAIOIINI BBIBOI.

Tema 1.2. Opeanuszayuonumas OOKymMeHmayus: mpeOo8aHus K COCMAGIEHUI0 U O@DOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMeHMAMU.

®opma KoHTpoJsi/oieHouHOe cpencTBo: [locemnienre u padboTa Ha JIEKIMOHHBIX U MPAKTUYECKUX
3aHATUAX

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:
a) MOCENICHHUE JICKITMOHHBIX U IPAKTHYECKHUX 3aHATHH,
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0) coOmoeHNE AUCITUTUTHHBI.
2. Pa60Ta Ha JICKIITMOHHBIX 3aHATUAX:

a) BeJICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHMS TEOPETUYECKOTO Marepuaia,
B) AKTUBHOCTb Ha JIEKLIUH, YMEHUE (POPMYIUPOBATH BOIPOCHI JIEKTOPY.

3. PaGora Ha mpakTUYeCKUX 3aHATHUAX: JenoBas cutyanus "OTKpeITHE COOCTBEHHOM (DUPMBI
(popma cobcTBeHHOCTH Ha BBIOOD)".
[IpakTudeckoe 3aHATHE MPOBOIUTCS B WHTEPAKTHBHON (hopMe C HCIOIB30BAaHUEM KOMAaHIHOTO
METO/Ia BBIMTOJHEHUS 33aJJaHUs C pasrpaHUuYEeHUEM (PyHKIIMOHAIBHBIX 00S3aHHOCTEH CTYICHTOB IPH
BBITOJIHEHHUH 3a/1aHus. 3aTeM YCHIIUS OObEAMHSIOTCS, 1 OPTaHU3YeTCsl aKTHBHBIHN JMAJIOT CTYACHTOB
C MpenojaBareiaeM U MeXAy coOO0il JUIsl MOABEAEHUS UTOTOB M NMPUHATHS PELICHMS], YTO TO3BOJSAET
pa3BUBaTh HABBIKK KOMaHIHOU paOOThI, MEXJIMYHOCTHONH KOMMYHHKALIUU U IPUHATHUS PEIICHUI.
3agaun:
1. IlpaBuibHO O(QOPMHUTH IENOBYIO JOKyMeHTauuio (YCTaB, MPOTOKOJI O CO3JaHHWH, JOTOBOpP 00
YUPEXKJICHUH, INTATHOE paclucaHue, oOumii OnaHK OpraHu3alMM, MPOAOJIBHBIA ONAaHK MUChMa
OpraHM3aliy Ha ABYX sA3bIkax) cornacHo ['OCT.
2. IIpogeMOHCTpUPOBATh MOJyUYEHHBIE paHEE TEOPETUUECKUE 3HAHUS IIyTEM BBINIOJIHEHHUS 3a/laHUH.
3. 3akpenuTh paHee M3yUCHHBIC MpaBUiIa MPO(ECCHOHATBHOTO JEIOBOTO STHUKETA, IIyTEM pEIIeHUs
CUTYallMOHHBIX 33/1a4.
[Ipennaraemas nenoBas Urpa pa3BHBAET HAaBBIKM pPaOOTHI C JOKYMEHTaMH IO JIMYHOMY COCTaBy
(coctaBnenue, odopmicHue). OTO Haubojee TUIMYHBIA (parMeHT TPYIOBOH AEATEIbHOCTH,
TpeOyIOUINii CUCTEMHOTO NMPUMEHEHUS] YMEHUI M HaBBIKOB, KOTOPBHIMH JIOJKEH OBJIQJETH CTYIICHT.
Coneprxkanue JeJI0BOM Urpbl MIPEANOIaraeT HaJluuue JOCTaTOYHOIO YPOBHS NOJATOTOBKH CTYAECHTOB
HE TOJIBKO B O0JIACTH JIEJIOMPOU3BOJICTBA, HO U B JPYTUX cepax.
[TocnenoBarenbHOCTh BUJOB yUEOHOM NesTETLHOCTH:
1. lenoBas urpa.
2. AHaIu3 BLIMOIHEHHBIX 3aJaHUH.
[IpakTnueckoe 3agaHue:
"] ompenienieHue CTYIEHTOM c(epbl TPYIOBON AEATEIBHOCTH YCIOBHO CO3/1aHHON (DUPMBL;
"] pa3paboTka u ohopmIIeHHE TOKYMEHTOB.
B navane urpsl rpymnmna pa3ouBaeTcsi Ha OAHOTHUITHBIC MOATPYIIIBI ¢ TUIIOBBIMH POJIIMU (5 TpyIHII IO
5 dYemoBeK B Kaxaoi), mgaercs wucxonHas HHGopManMs O JICJIOBOW Wrpe, OTpakarouias
IIOCJIEIOBATENBHOCTD U XapaKTep AeHCTBUSA UTPOKOB. Ilocie 3Toro cTyaeHTsl, cieayss METOAUYECKUM
yKa3aHUAM, pabOTalOT ¢ UTPOBON JOKyMEHTAIMEN U PEeIIalOT MPAKTUYECKUE CUTYALHH.
[ToaroroBka uUrpel.
PykoBonuTens Urpsl (penoaaBareb):
[ pa3pACHSET NPaBWIA U MOPSIOK IEUCTBUM EII0BOM UI'PHI.
Y4acTHUKH UTPHI (OHA KOMaH[a) — 3TO 5 yUpeaUTeIel yCIOBHO CO3/1aHHON (DPUPMBI:
"] mpUIyMBIBAaIOT Ha3BaHUE YCIOBHO CO3AHHOW (PMPMBI, UCXOMIS U3 OCHOBHOT'O BH/IA JEATEIHHOCTH,
KOTOpast MpONUCcaHa B KapTOUKe-3aaHnu;
] ompenessIoT OMOJHUTENbHBIE BUABI ACATEIBHOCTH YCIOBHO CO3/l1aHHOW (DUPMBI, IOJB3YACh
tabmuuei coorBeTcTBHst OKBI/I;
| mpUAYMBIBAIOT MECTOHAXOXICHUE YCIOBHO CO3aHHOM (pUPMBI;
"] onpenensAOT YCTaBHON KalmuTaj yCIOBHO CO3aHHOM (hPUPMBI,
| onpeaensoT NPOLEHTHYIO JOJI0 yYacTUsl Ha KayKJOTO yUpeIuTes;
"] ompenensoT pyKOBOAUTEINS YCIOBHO CO3AaHHON (DUPMBI;
71 mywyaror 'OCT wu mabnonsl ans opopmIiIeHHs HEOOXOIUMOW JOKYMEHTAIlMU IJIsl YCIOBHO
CO3JIaHHOH (pUpMBI;
] pa3pabarbiBalOT U O(QOPMIISIOT JOKYMEHTHI, 3apaHee paclpeneinB, KTO 3a KaKOW JOKYMEHT
oTBeuaeT (pacmpezersieT BRIOpaHHBIA pyKOBOAWUTENB): (YcTaB, MPOTOKOJI O CO3/1aHUM, AOTOBOp 00
YUPEXKJICHUH, IITATHOE paclucaHue, oOumii OnaHK OpraHu3alMM, MPOAOJIBHBIA ONAHK MUChMa
OpraHu3allM Ha JIBYX S3BIKAX);
] pyKOBOZIUTENb YCIOBHO CO3JaHHOHN (UpPMBI (BBIOOp CTYIEHTOB) 3aBEpsET BCE JOKYMEHTHI CBOCH
MOJIHUCHIO.
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B uHTepecax co3gaHusi OOCTAaHOBKHM COCTSI3aTEJBHOCTH B MPOLECCE ENIOBOM HWIPHI CTYAEHTHI
HaOUParOT ONMPECICHHOE KOJIMUECTBO 0AJIOB 10 MATHOAUTBLHOM IITKaJIe 33 KaXKIbI pa3paOoTaHHBIN

TOKYMEHT, pe3yJabTaT CYMMUPYETCS.

3a abCOMIOTHO BEPHBIN COCTABIECHHBIN 1 0(DOPMIICHHBIN JOKYMEHT — 5 0ajuioB; 2 ommOku — 4 Gasnia;
3-4 ommOku — 3 Ganna.

[IpenonaBarens pa3OupaeTr IeI0BYIO UTPY, TOJBOIUT UTOTH, OLIEHUBAET padOTy CTyJAeHTa, KOMaH/Ibl,
orpenenseT nodeauTeNs U OrlallaeT pe3yaprarel. Takke mpernonaBaTellb XapaKTepu3yeT YpOBEHb
KBaJIM(UKALIMKA CTYIEHTOB IO BBIMOJIHEHHON KOMaHAaMu paloTe, OIeHHMBas paboTy KaKaou
KOMaH/Ibl ¥ YYaCTHHKA KOMaH/]Ibl, OTMEYAeT JTyYIlIHX.

VYcnoBus UTphl OTPAXKAIOT XapaKTEPUCTUKY PEAIbHOTO Mpoliecca TPYIOBOM JeSTEIbHOCTH YeIoBeKa.

Heo0Oxonumo:

| opraHu3oBaTh paboTy KaXkJI0TO y4aCTHUKA JAEIOBOW UTPhI U KOMAH/IbL;

| mpoaHaIN3upOBaTh MPABUIBLHOCTh COCTABICHUS KaXKA0T0O TOKYMEHTA;

'] obopMHUTE BCEe HEOOXOMUMBIC TOKYMEHTHI.

Uror urpsl.

Ompenensercss KoOMaHAa-MOOEAWTENb, B COOTBETCTBMM C CYMMOW HaOpaHHBIX  OaJioB.
XapakTepusyeTcsi ypoBEeHb OJATOTOBKU CTY/IEHTOB.

Tema 1.3. Pacnopaoumenvhas OOKYMeHmMAayus: mpebO8aHus K COCMAGIEHUI0 U 0QOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMEHMAMU.

®opma KoHTpoJsi/oieHouHOe cpencTBo: [locemienre u padoTa Ha JIEKIMOHHBIX U MPAKTUYECKUX
3aHATUAX

Bomnpocwi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCeNIeHNE JEKIIMOHHBIX U IPAKTUYECKUX 3aHSATHUH,
0) coOmoeHNE AUCITUTUTHHBI.

2. PabGoTa Ha JIEKIIMOHHBIX 3aHATUSAX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITUPOBATH BOIIPOCHI JICKTOPY.

3. PabGora Ha mpakTHueckux 3aHATUAX: [IpaBuma odopmIIeHHS YIPABICHUYECCKUX
(opraHu3anMOHHO-PACTIOPSAAUTEIIBHBIX ) IOKYMEHTOB.
Bomnpocsr mist o6cysxnenust
VYkazaHue BHUAA JTOKyMEHTa, €r0 MECTO U Ha3HaueHue B (GopMyssipe TOKyMEHTa. 3aBUCHUMOCTD
dbopMmbl gokymMeHTa oT ero Buma. O6o3HaueHue aapecara. [IpaBuiia HamucaHus aapecara U MECTO
yKazaHus aapecara B (opmyinsipe nokymenrta. [lopsnok odopmieHus HO0KyMEHTa ¢ HECKOJIbKHUMH
azipecaTamu.
Jlatra nokyMeHTa. 3Haue€HHWE JAaTHPOBAHUS JOKyMEeHTa. ABTOpCKHE JaThl (COCTaBJICHHE,
MOJTUCaHKE), AaThl, OTHOCAIINECS K CoAepx aHHIo. J[aTbl, XapaKTepu3yromue J1eMeHThl hopMymsipa.
Jlatbl 00paboTku 1oKyMeHTOB. [lopsmok odopmieHus aart.
[IpaBuia mprCBOEHUS PETUCTPALIMOHHOTO HOMEpa TI0KyMEHTA.
[Ipu MOArOTOBKE K 3aHATHIO CTYACHT JOJIKEH:
* U3YYHUTb TEOPETUUECKUE MTOHATHUS:
1. Yaudukanus 1okymeHTOoB. BHyTprBUAOBas YHUDUKAIIHS.
2. CBs3b BUJIOB JOKYMEHTOB U (DyHKIIMHA YITPABICHHUS.
3. Oco0eHHOCTH OpraHU3aIMOHHO-PACTOPATUTENbHBIX JOKYMEHTOB.
4. Cocrapnenue u 0popMIICHHE PACTIOPSIUTENBHBIX JOKYMEHTOB
JlanHas mpakTUYecKasi padoTa SIBISIETCS TPOAOHKEHUEM MPAKTHIECKOM paboThl No2.
YyacTHukn wWrpel (OIHa KOMaHAAa) — OTO S5 yupeauTeNneld YCIOBHO CO3JaHHOM (GUPMBI B
MpaKTUYECKOM padoTe 2.
3amanue:
1. CocraBmenue u OQpOpMIICHHUE PACHOPSIAUTEIBHBIX JOKYMEHTOB CO3J@HHON  (DUpMBI
(pacmiopsikeHUs, yKa3aHUsI, TPUKA3bl, BHITTUCKH).
2. IoKkyMeHTHpOBaHHE JIeATEIbHOCTH KOJUIErHalbHbIX opranoB. CocTaBieHue u opopmiieHue
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MPOTOKOJIOB, PEIICHUH.

Tema 1.4. CnpasouHo-un@opmayuoHnas OOKyMeHmayus: mpebosanuss K COCMAGIeHUr U
opopmnenuto. Texrnonozus pabomul ¢ OOKyMeHmMamu.

dopma KOHTPOJIS/O1IeHOUHOE cpecTBO: [locelieHne u paboTa Ha JICKIIMOHHBIX U MPAKTHYECKUX
3aHATHAX

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCEIICHNE JIEKITMOHHBIX U MPAKTHYCCKUX 3aHATHH,
0) coOmoIcHNE TUCITUTUTHHBI.
2. PaboTta Ha JIEKIIMOHHBIX 3aHATHAX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITHUPOBATH BOIIPOCHI JIEKTOPY.

3. Pabora Ha npaktudeckux 3ausaTusx: CocraBieHue U ohopMIIeHHE CITYyKEOHBIX U AETOBBIX
MUCEM Pa3INYHOrO Ha3HAYCHUSI.
3ananue: OOpaTuTe BHUMAaHHUE HA COCTAB PEKBU3UTOB, BKIIOYAEMBIX B IMHUCHMO, U PEKOMEHIyEeMbIe
peueBble 00opoThl. Hemocraromue naHHble (MO 3HAUYEHUSM PEKBU3UTOB M KOHKPETHBIM
00CTOSTENIHCTBAM CUTYAIIUI) OTIPEICTUTE CAaMOCTOATEIBHO.
I. CocraBsre muceMo-u3BenieHue 3apedeHckoro HITAO «Crankonpom» Hosokysnenkomy ITAO
«CrtpoitapmaTypa» 0 MpUUMHAX 3a/1€P>KKU MOCTaBOK MAIINH U 000pYIOBaHUS.
II. CoctaBbre or umenu ¢pupmbl «OducCrap» HHGOPMAITMOHHOE MUCHMO O MPOAAKE YACTHBIM H
TOCYAapCTBEHHBIM MPEANpUITUSIM O(GUCHOTO O00OPYIOBAaHUSA IO JIOTOBOPHOW CTOMMOCTH H O
BO3MOXKHOCTH NPUHUMATh 3aKa3bl HA MPOEKTUPOBAHUE IH3aiiHa 0(UCOB.
III. CocraBbTe NHUCHMO-NPUINIAIICHUE OpPraHU3alMOHHOTO KomuTeTa «Kpokyc Okcmo» ¢
MpeI0KEHUEM TOCETUTD CIIEHUATU3UPOBAHHYIO BHICTABKY «MexayHapo/iHas BHICTaBKa JOMAIIIHErO
TEKCTHJIA U TKaHe# i opopMIleHHust HHTepbepay. BeicTaBka mpoxoauT ¢ 24 1o 26 centsaops 2021 r.
B maBmwiboHE 1 (3ambl 2, 3 u 4) BEICTAaBOYHOTO KoMIuiekca «Kpokyc Dkcmoy.
IV. CocraBsre rapantuitnoe nuceMo [TAO «Bogokanam» mis HITAO «Cantexnpoek» 00 okazaHUU
TEXHUYCCKOW MOMOIIM B pa3paboTke paboumx deprexeidt HacocHoW cranmuu. [IAO «Bogoxanam»
MIPOCUT IIPOU3BECTH ATy pabOTy HEMOCPEACTBEHHO HA €r0 TEPPUTOPHUH.
V. CocraBpTe MNHUCHMO-3aMPOC OOIMIECTBEHHOW oOpraHu3anuu «Jlpy3bsi >KHBOTHBIX» B ajpec
tunorpadumn u3narenbcrBa «IIpocBelieHne» 0 BO3MOXHOCTH BBIOJHUTH 3aKa3 HAa M3TOTOBJICHUE
OJIaHKOB ydeTa U OTYETHOCTH M COOTBETCTBYIOIIEE MTUCHMO-OTBET O COITIACHHU.
VI. CocraBsTe mUChMO-0TKa3 pykoBoacTBa Gupmbl «IIpemuym» (Braaenbia opuCHOTO KOMITIEKCA)
HoBocenoBckoMy  Hay4HO-TEXHHMYECKOMY  MPEANPUSATHIO IO  BONPOCY  MPEIOCTaBIICHUS
JIOTIOJIHUTENBHBIX IJIOMIAAeH Ui paciiuperust opuca. YKakure NpuyuHy OTKasa.
VII. CocraBbTe pexkoMeHaarenbHoe nucbMo ManbiieBoil Upune [1aBnoBHE aiig 3aHATHS JOJKHOCTH
AKCIEPTa MO KPEAUTHO-(PUHAHCOBBIM OIEPaLUSIM B KOPIIOPATUBHOM CEKTOPE.

Tema 1.5. Kaoposas 0okymenmayus: mpebosanusi K cocmasienuro u ogopmienuro. Texnonozus
pabomvl ¢ OOKYMeHMAaMU.

®opma KoHTpoJsi/oieHouHOe cpencTBo: [locemienre u padboTa Ha JIEKIMOHHBIX U MPAKTUYECKUX
3aHATUAX

Bomnpocwi/3ananus:
1. [oceuienue 3aHATHI:

a) MOCENICHHE JICKITMOHHBIX U IPAKTHYECKHUX 3aHATHH,
0) coOmoIcHNE TUCITUTUTHHBI.

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITHUPOBATH BOIIPOCHI JIEKTOPY.

3. PaboTa Ha MpaKTUYECKUX 3aHATHSIX:
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[IpakTuueckoe 3ansarue 1. [lenoBas urpa «lokyMEHTUpOBaHUE TTPOLIECCOB YIIPABICHUS».

JlenoBas urpa (CuTyarus) MpOBOIUTCS C IEJIbIO 3aKPEIUICHNUS TEOPETUYECKUX 3HAHUHN CTYIEHTOB 1O
paccMaTpuBaeMoOil mpoOsieMe, pPa3BUTHS HABBIKOB KOMAaHAHOW padOThI, MEXKINIYHOCTHOM
KOMMYHUKAIUH, IPUHATHS PEIICHUH, JIUJEPCKUX KaueCTB.

enbp nemoBoit urpel. [IpoBepuTh M OLIEHUTH YPOBEHb TEOPETHYECKON MOATOTOBKH CTYACHTOB,
3aKpENUTh MPAaKTUYECKUE HABBIKM B OOJACTH JOKYMEHTHUPOBAHUS YIPaBICHUYECKOU AESITEIbHOCTH
OpraHu3anuii, npeanpusTuii, GpupM pasHbix GOpM COOCTBEHHOCTH U BUAA JAeATeIbHOCTU. [IOHATH
PO JOKYMEHTOB M MX 3Hau€HHUE, KaK MpaBOil OCHOBHI JESITEILHOCTH CaMOW OpraHM3alud, Tak U
COTPYIHUKOB, U KaK 0a3bl CO3JJaHMsl PAllMOHAILHOTO JJOKYMEHTAI[MIOHHOTO 00€CTIeYeHHUS.

JlenoBas cutyanus: ohopMIICHHE Ha padoTy.

Lens: dpopmMupoBaHue yMeHUN U HaBBIKOB pabOThI C JOKYMEHTaMHU TPYIOBOTO IMKJIA - MPHEM Ha
paborty, mepeMenieHrne U yBoJbHEHNE PaOOTHHKA.

[IpakTuyeckoe 3aganue:

'] cocTaBieHHE U paBUIIbHOE 0(OopMIIEHHE MTPO(PECCHOHATBHOTO PE3IOME;

| cobeceoBaHNE U PUHATHE PELICHUS;

'] MOATOTOBKA JOKYMEHTOB, HEOOXOJUMBIX JIJIsl TPYAOYCTPONUCTBA!

aBroOMorpadus, XxapakTepUCTHKA; 3aMI0JTHEHUE aHKETHI;

'] moka3 Tmpoliecca ABW)KEHHS COTPYIHHKOB B MepuoJ paboThl B (upmMe M0 HHUIUMATHBE
PYKOBOJUTESI WM IO IMYHON TPOCKHOE;

| cocTaBleHHE IPOEKTa MpHKa3a Mo JUYHOMY COCTaBY.

Uror urpsl.

CocraBneane u odopmieHue MnpodecCHOHATBLHOTO pe3loMe, 3asBICHUM, aBTOOMOTpadwuw,
XapaKTEepPUCTUKH, IPHUKa3a M0 JIMYHOMY COCTaBy. JTH JTIOKYMEHTBI U COCTaBIT OCHOBY O(OpMIICHUS
TPYIOBOM JeATeNbHOCTH cTyaeHTa. Ompenensercss mnoOenuTenb. XapaKTepu3yeTcsi ypOBEHb
MOJTOTOBKH CTY/JECHTOB.

[IpakTuueckoe 3anarue 2.

Bomnpocsr nist o6cyxnenus:

1. Kak ocymecTBisiet rpaxaanamMu Poccuu npaBo Ha Tpyn?

2. Kakne moKyMeHTBI IPEABSBISIIOTCS TIPH 0popMIICHIH Ha paboTy?

3. Kakue BBl 3a5IBJICHUI MO IMYHOMY COCTaBY BaM M3BECTHBI?

4. Yem oTIM4arOTCS IPUKA3bl IO OCHOBHOM JAEATEIHOCTH OT MPHUKA30B MO JIMYHOMY COCTaBy?

5. Kakue pa3HOBUAHOCTHU MPUKA30B M0 JUYHOMY COCTaBY Bbl 3HaeTe?

6. Kakue TpeOoBaHMs MPEABABISIOTCA K OQOPMIICHUIO PEKBU3UTOB MPUKA30B IO JIUYHOMY COCTaBYy
Ha [1K?

7. B uem npenMy1iecTBa yHUGHUIIUPOBAHHBIX (POPM JOKYMEHTOB IO 00ECIICUEHHIO KaJpaMu OPraHOB
rOCyAapCTBEHHOTO yNpaBieHUs?

[IpakTnueckue 3aganus:

1) CocTaBbTe 3asBIICHHE O IPHEME Ha paboTy

2) CocraBbTe 3asBIEHHE O MPENOCTABICHHH OTITyCKa: OYEpPEIHOT0, Yy4eOHOro, 0€3 COXpaHCHHS
cofiepKaHUsl.

3) CocTtaBbTe 3as1BlIeHUE 00 YBOJIHHEHUH.

4) Ha ocHOBaHMM COCTaBJICHHOTO 3asBJICHHMsS O TpremMe Ha pabory (3amanue Nel) cocTtaBbTe M
opopmute Ha IIK mpuka3 o mpueme Ha paboty. Hemocraromnue pekBU3UTH BO3BMUTE U3 JaHHBIX
0a30BOTO MPEATPUATHSI.

5) Ha ocHOBaHMU COCTaBIIEHHBIX 3asBJICHUH O MPEAOCTaBICHUH OTITycKa (3amanue Ne 2) cocTaBbTe U
odpopmurte Ha [1K mpuka3 o mpenocTaBiIeHUHN OTITyCKa.

6) Hcnonw3ys mpanHble 0a30BOro MpennpusaTHs (HaUMEHOBAHHWE OpraHMU3allHd, HAaUMEHOBaHUE
CTPYKTYPHOTO MOApa3JesieHus U T.I.), coctaBbTe U odopmure Ha 1K mpukassl: o moompeHuu, o
HAJIOKEHUU JUCLMITIMHAPHOTO B3bICKaHMSI; 00 OCBOOOK/IEHUHU OT 3aHUMAEMON JJOKHOCTH.

7) TloaroroBbTe MpencTaBICHUE O MOOIIPEHUH, UCIOIb3ys TEMaTHKy HampaBiIeHHH IUIaHOBOTO
3a/laHMsl TI0 BBIMTYCKY JieTaliell), U Ha ero ocHoBaHWHM cocTaBbTe M odopmute Ha [IK mpukas o
MOOUIPEHHUH.
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Pa3zoen 2. Opzanuzayus 00Kymenmoooopoma
Konmponupyemwie H/IK: IIK-114.1 IIK-116.1 1IK-114.2 1IK-116.2

Tema 2.1. OcHosHble npuHyUNbl OP2AHU3AYUU OOKYMEHMO0O0poma.

®opma KoHTpoJsi/oieHouHOe cpencTBo: [locemienre u padboTa Ha JIEKIMOHHBIX U MPAKTUYECKUX
3aHATUAX

Bomnpocsi/3ananus:
1. [oceuienue 3aHATHI:

a) MOCEIICHNE JISKITMOHHBIX U MPAKTHYECCKUX 3aHATHH,

0) coOmoeHNE AUCITUTUTHHBI.
2. PaboTta Ha JIEKIIMOHHBIX 3aHATHAX:

a) BEJICHUE KOHCTIEKTA JICKIIUM,

0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuraa,

B) aKTUBHOCTbH Ha JICKI[UHU, YMEHHE (POPMYITHUPOBATH BOIIPOCHI JICKTOPY.
3. PaboTa Ha MpaKTHUYECKUX 3aHATHSIX:

[Tpaktuueckoe 3anarue 1. [TonroroBka u o0CIyKMBaHHE COBELIAHUN (JI€I0Bast UTPA).

PaboTa nmpoBoguTCS B MUKPOTpyIInax mno 2 4eaoBeKa.

XoJ1 Urpsl:

1 stan. OnpenenuTs TeMy M Y4aCTHUKOB coBemaHusi. COCTaBUTh MOBECTKY coBelnanus. CocTaBUTh
IUIaH NIPE3EHTAMOHHOIO MaTepuara.

2 aran. [lo pe3ynpraraM NpoBEAECHUs COBEIIAHUS COCTABUTH €r0 IPOTOKOJ, CIEJIaTh BBIIUCKY W3
IIPOTOKOJIA.

B aynuTopuu npoucXoauT 3amuTa U 00CyKIEHUE BCEX AEIOBBIX COBEIIAHUI.

[Tpaktuueckoe 3anarue 1. JJokyMeHTO000pOT OpraHu3aluu

Bomnpocs! a5 06cyxaeHust.

1. YTto BXOJUT B NOHATHE JOKYMEHTO0O0poTa?

2. Kakue nenonpousBOACTBEHHBIE MPOLEAYphl HMEIOT OTHOLIEHHE TOJNBKO K BXOASIIUM
JOKyMeHTam?

3. TonpKO K UCXOIALIUM TOKYMEHTaM?

3aganue.

1. ITocTpouTh CXeMy OpraHu3aluu paboThHI ¢ JOKYMEHTaMH.

2. MHCTpyKIMs 1O JIEJI0NpPOU3BOACTBY — KaK OCHOBHOW HOPMATHBHBIM aKT, pErIaMEHTHUPYIOLIUI
paboty c¢ gokymeHTamu. CoCTaBUTh TpWIOKEeHUs (HA BBIOOp3-4) [UIsI WHCTPYKUUU TI0
JEJIONPOU3BOJICTBY.

Tema 2.2. HUcnonnenue ookymenmos. Kommpono ucnonnenuss 0oxymenmos. Dopmvl KOHMpPOs
ucnoniHenuss 0oKymenmos. Tunogvlie u UHOUBUOVATIbHBIE CPOKU UCHONHEHUS OOKYMeHmos. Auanus
CMPYKmMypvl O0OKYMEHMo0oOopoma.

Cucmemvl  21€KMPOHHO20  OOKYMEHmMoobopoma.: npoodnembl 6HeOpeHus, npeumywecmea u
He0oCmMamKkuy UCNONb308aHUS 8 OOKYMEHMAYUOHHOM YNPAGIeHUU Op2aHU3aYUel.

®dopma KoHTpoIs/oieHouHOe cpencTBo: [locemenne u paboTa Ha JTEKIMOHHBIX U MPAKTUICCKUX
3aHATUAX

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

a) MOCEIICHHE JIEKIITMOHHBIX U MPAKTUUECKUX 3aHATHH,
0) coOIOCHUE TUCITUILIHHBI.

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BEJICHUE KOHCIIEKTA JICKIINH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) aKTHUBHOCTb Ha JICKIIUH, yMEHUE (POPMYITHPOBATH BOIPOCHI JIEKTOPY.

3. Pabora Ha mpakTudeckux 3aHATHIX: PaboTa ¢ oOpaleHus MU rpaskaH.
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Bomnpocsr mist o6cyxnenus:

1. Bug oGpatennii rpakiaH.

2. TexHonorus u cpoku paboThI ¢ oOpareHusIMu rpaxkaad. COCTaBUTH CXEMY.

3amanue:

Pabota npoBoauTCsSI B MUKpOTpYMIax Mo 2 4eI0BeKa.

1. CocTaBUTh OT JIMIIa TPaKIaHWHA OOpaieHue, opma Jrodas — 3asBIICHHE, Kajlo0a. ..

2. Ot nuua opraHu3ay OTBETUTH Ha oOpallleHne Tpaxk1aHnHa. JJokyMeHTaaIbHO 0OPMUTH OTBET.
B aynuTopuu npoucxXoauT 3amuTa U 00CyI1eHrue 00paleH!i rpakjaH U OTBETOB OT OpraHMU3aIlHii.

Tema 2.3. Cucmemamuzayusi 0oxymeHmuou ungopmayuu. Onepamuenoe xpameHue 0OKYMEHMO8 U
oer.

®dopma KoHTpoIs/oieHouHOe cpencTBo: [locemenne u paboTa Ha TEKIMOHHBIX U MPAKTUICCKUX
3aHATUAX

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

a) MOCEIICHHE JIEKITMOHHBIX U MPAKTUUECKUX 3aHATHH,
0) coOIIOCHUE TUCITUTLIHHBI.

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BEJICHUE KOHCIIEKTA JICKIINH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) aKTHUBHOCTb Ha JICKIIUHU, yMEHUE (POPMYITHPOBATH BOIPOCHI JIEKTOPY.

9. OueHOYHbIE MATEPHAJIbI IPOMEKYTOYHOM aTTeCTAlUM

Ounas popma obyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie M/IK: IIK-114.1 [IK-116.1 IIK-114.2 [IK-116.2
Bonpocsl/3ananus:

1. PaGora ¢ TeCTOBBIMH 3aJaHUSIMU.

HtoroBeiii TecT mo nuctuiuinHe "JIOKyMEHTAIlMOHHOE OOecleueHue yIpaBieHus" NpeACTaBIeH B
MIPUIOKEHUH 4.

2. BrImonHeHNE UTOTOBOW PabOTEHI.

[IpumepHBIil MepedyeHb BONPOCOB K 3ayeTy MO IUCHUIUIMHE «J[OKyMeHTalMOHHOE obOecreyeHue
YIIPaBJICHUS» IPEACTABIEH B mpriioxkeHuu 10.
3anaHus AJ11 MPOMEKYTOYHON aTTecTallii CTYI€HTOB MPE/ICTABICHbI B PUIIOKEHUHN 7.

Ouno-3a0unas ¢hopma obyuenus, Tpemuii cemecmp, 3auem
Konmponupyemwie H/IK: IIK-114.1 IIK-116.1 1IK-114.2 1IK-116.2
Bomnpocsei/3ananus:

1. PaGora ¢ TeCTOBBIMHU 3a/IaHUSIMHU.

Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIlMOHHOE OOECIeUYeHHe yIpaBieHus" MpeACcTaBiIeH B
MIPUIIOKEHUH 4.

2. BeimonHeHEe UTOTOBOM pabOTHI.

[TpumepHBIil MepedeHb BONPOCOB K 3a4eTy MO TUCHUIUIMHE «JloKyMeHTarmoHHOe obecreueHue
YIpaBIEHUS MPEACTABIEH B IpuiiokeHuu 10.
3anaHus AJ11 IPOMEKYTOYHON aTTeCTallii CTYIEHTOB IIPEICTABICHbI B IPUIIOKEHUH 7.

3aounas gpopma ooyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie M/IK: IIK-114.1 [IK-116.1 IIK-114.2 [IK-116.2
Bonpocsl/3ananus:

1. PaGora ¢ TECTOBBIMH 3aJaHUSIMU.
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Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIMOHHOE OOECIeUueHHe yIpaBieHus" MpeACcTaBiIeH B
MIPUJIOKEHUH 4.

2. BeimonmHeHEe UTOTOBOM PaOOTHI.
[TpumepHBIil MepedeHb BOMPOCOB K 3a4eTy MO TUCHUIUIMHE «/loKyMeHTarmoHHOe obecneueHue
YIPaBIEHUS MPEACTABIEH B IpuiiokeHuu 10.
3anaHus AJ11 IPOMEKYTOYHON aTTeCTallii CTYI€HTOB IIPEICTABIECHbBI B IPUIIOKEHNUH 7.

10. MarepuanbHO-TeXHH4YECKOE H Y4eOHO-MeToAu4ecKoe obecnedeHne I CHUIITUHbI
10.1. IlepeyeHb OCHOBHOM M IOMOJTHUTEJIbHOM Y4eOHOM JIMTEPATYPbI

OcHognas tumepamypa

1. ApacnanoBa, B. A. JlokymeHTanmmoHHOE OOECIeUeHUE YMPABICHUS: YYEOHO-TIPAKTUUECKOE
nmocobue B cxeMax, Tabnuiax, oopasmax: yueoHoe nmocooue: yuedHoe nocodue / B. A. ApacnaHosa. -
2-e w31, ao1. u nepepad. - Mocksa, bepnun: Qupekr-Menua, 2020. - 266 c. - 978-5-4499-1454-5. -
Texct: anextponnbii. // Jlupekr-Memua: [caiit]. - URL: https://doi.org/10.23681/578394 (nara
obpamenust: 26.09.2024). - PexxuMm nocTyrma: 1mo mormcKe

2. Kysnenos, U. H. JlenonpousBoactBo: yaedHoe mocodue: yueobnoe nocooue / M. H. Ky3nenos. -
13-e u3n. - Mocksa: JlamkoB u K°, 2024. - 406 c. - 978-5-394-05683-3. - TekcT: 21eKTpOHHBIN. //
Hupexr-Menua: [caiit]. - URL: https://biblioclub.ru/index.php?page=book&id=711135 (nara
obpamenust: 26.09.2024). - PexxuMm nocTyrma: 1mo momcKe

Jlononnumenvuas numepamypa

1. MenseneBa, O. B. OdopmieHrne oOpraHM3allMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB: KypC
neknuit: kypc nekmuit / O. B. MeaseneBa. - 2-¢ uzn., mepepab. m nmon. - Mocksa, bepnun:
Hupexr-Menua, 2018. - 80 c. - 978-5-4475-9490-9. - Tekcr: snexrponnsid. // Jlupexkr-Menua:
[caiiT]. - URL: https://doi.org/10.23681/480166 (mara obpamenus: 26.09.2024). - Pexxum mocryna:
IO TOJTHUCKE

2. OpraHuzanusi U TEXHOJOTHUS JTOKYMEHTALMOHHOTO OOeCreueHUs] YIpaBIEHUs: 3JIEKTPOHHOE
y4yeObHOoe mocobue: ydeOHoe mocooue: yueOdHoe mocobue / coct. C. E. Mumenun. - Kemeposo:
KemepoBckuit rocymapctBeHHblil yHuBepcuret, 2017. - 478 c. - 978-5-8353-2149-0. - Tekcr:
AEKTPOHHBIH. /! Hupexr-Menua: [caitT]. - URL:
https://biblioclub.ru/index.php?page=book&id=481592 (mara obpamenus: 26.09.2024). - Pexum
J0CTyTa: 1O TMOAMMHICKE

10.2. IIpodeccnonanbHbie 0a3bl JaHHBIX U pecypcbl « MHTEpHET?, K KOTOPbIM 00ecreduBaeTcs
J0CTYN 00yYAKOIUXCS

IIpogheccuonanvruvie 6azvi Oanuvix
1. https://scholar.google.ru - Mexnynaponnas HayuHas pedepaTuBHas 60aza JaHHbBIX

Pecypcor « Unmeprnem»
1. http://www.sibit.sano.ru - OpunmanbHbIil caiT 00pa3oBaTeIbHON OpraHu3aluu
2. http://do.sano.ru - Cuctema aucranimonsoro ooyuerus Moodle (CJJO Moodle)
3. http://www.gov.ru - @enepanbHble OpraHbl BIaCTH
4. http://www.garant.ru - CipaBo4yHas mpaBoBasi cuctema «l apanr»
5. http://www.kadrovik.ru - HarmoHnanbHBbIi CO103 KaJIpOBUKOB

6. http://window.edu.ru - Wudopmanmonnass cucrema «EaMHOE OKHO JOCTyma K
00pa3oBaTeIbHBIM PECYpCcamMy»

10.3. IIporpammHoe obecniedeHue U MHGOPMALIHOHHO-CIIPABOYHbIE CHCTEMBbI, HCIIOJIb3yeMble
NPH OCYLIEeCTBJICHHH 00pPa30BaTeIbHOIO NMpoLecca Mo JUCHUIIINHE
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[Tpu moAroTOBKE M MPOBEACHUN YUEOHBIX 3aHATHIA MO JUCHUIUIMHE CTYACHTAMH H MPEToJaBaTeIsIMU
UCTIONB3YIOTCSL  CIEAYIOUIMEe  COBpPEMEHHble  mpodeccuoHanbHble  0a3bl  JaHHBIX U
MH(POPMALMOHHO-CIIPABOYHBIE CHCTEMBI:

1. DnextpoHHas  OuOIMOTEYHas  cuUCTeMa  «YHHBEpPCHUTETCKass  OuOnuoreka  OHJANH»
(http://www.biblioclub.ru).

2. NuterpupoBanHas 6ubnuoreuno-uHpopmannonnas cucrema UPBMC64 (http://lib.sano.ru).

3. CnpaBouHo-1ipaBoBas cuctema Koncynsrantllmtoc.

4. DnexrponHas cupasoyHas cuctema [ IC Omck.

10.4. CnennaJjibHbIe MIOMeLIeHUs, JJA00paTOPHH U J1abopaTopHOoe 000pyr1oBaHHE

HNHcTuTyT pacmonaraeT MarepuadbHO-TEXHUYECKOW 0a30l, COOTBETCTBYIOIICH EHCTBYIONTUM
MPOTUBOMOXKAPHBIM MpaBWJIaM M HopMaM M oOecleuuBarollell MpOBEIEHUE BCEX BHUOB
JTUCIUTUTMHAPHON u MEKIUCIUTIIIMHAPHON IMOJITOTOBKH, MPaAKTUYECKON u
Hay4YHO-HMCCIIEI0BATENIbCKOM paboT 00ydaromuxcs, IpeIyCMOTPEHHBIX yUeOHBIM TIAHOM.

Jnisa mpoBeneHUsl y4eOHBIX 3aHATHH MO JUCHUIUIMHE HCIONb3YIOTCA CJEIyIOIIMe IMOMEIEHHS,
OCHaIllEHHbIE 000PYIOBAHUEM U TEXHUUYECKUMU CPEACTBAMH O0OyUEHUS:

Jlnst nexuuii, CEeMUHAPOB (MPAKTUUECKUX ), TPYIIOBBIX, MHIUBUAYAJIbHBIX KOHCYJbTALIUN, TEKYIIETO
KOHTPOJIsI, MPOMEXKYTOUHOM artectanuu, [ A

Mynsrumenuiinas yaeonas ayauropust Ne 210

[lepeuens 060pyaOBaHUS
AyY/IMOKOJIOHKA - 5 IIT.
Jocka mapkepHast - 1 mr.
Kommsbrorep ¢ Boixonom B MHTEpHeT - 1 miT.
[Ipoexrop - 1 mt.

Cron - 37 .

Cron npenonasarens - 1 mr.
Cryn - 74 wr.

Cryn npenogasarens - 1 mr.
TpuOyHa - 1 mrt.

OkpaH - 1 wr.

[epeveHsb MPOrpaMMHOTO 00CCIICUCHHUS
(0OHOBJIEHUE TPOU3BOIUTCS IO MEPE MOSBJICHUS HOBBIX BEPCUI MPOrpaMMBb)
Adobe Acrobat Reader
Kaspersky Endpoint Security st Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

[TepeueHr HHPOPMAITMOHHO-CITPABOYHBIX CUCTEM
(OOHOBJICHHUE BBITMOIHACTCS SKEHEACIIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeoHas ayauropust Ne 211

[lepeuens 060pyaOBaHUS
AyY/IHMOKOJIOHKA - 5 IIT.
Jocka mapkepHast - 1 mr.
Kommsbrorep ¢ Beixonom B MHTEpHET - 1 mT.
[Ipoexrop - 1 mt.
Cron - 27 .
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Cron npenonasaress - 1 mrT.
Cryn - 54 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJICHHE TIPOU3ZBOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

[epedens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBITIOIHSAETCS €KEHEACIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeonas ayautopus Ne 301

[Tepedenn 06opynOBaHUS
Hocka - 1 mT.
Crom - 18 mT.
Cron npenonasaress - 1 mT.
Cryin - 36 wr.
Cryn npenogasarens - 1 mr.
Tematnyeckue uoctpauu - O mr.
TpuOyna - 1 mT.
YyueOHO-HarIIAHbIE TOCO0OUS - O IIIT.

[lepeuens nmporpaMMHOro o0ecreueHus
(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHM MMPOTPAMMBI)
He ucnonb3yercsi.

[lepeuenr HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBHITIOIHACTCS €KEHEACIBHO)
He ucnonb3yercs.

VYuebnas ayautopus Ne 302

[Tepedenp 06opynOBaHMS
Jocka mapkepHas - 1 mT.
Crom - 18 mT.
Cron npenonasaress - 1 mT.
Cryin - 36 wr.
Cryn npenogasarens - 1 mr.
Tematnyeckue uoctparuu - 0 mr.
TpuOyna - 1 mT.
VYyueOHO-HarIIAHBIE TOCO0OUS - O IIIT.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(oOHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)

He ucnonb3zyercsi.

[lepeuenb MHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
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(0OHOBJICHHE BBITIOIHSACTCS €KEHEACITIBHO)
He ucnonb3yercs.

Mynsrumenuiinas yaeOoHas ayautopus Ne 304

[Tepedenp 0OopynoBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 0 mT.
Cron - 18 mt.
Cron npenonasaress - 1 mT.
Cryin - 36 wr.
Cryn npenogasarens - 1 mr.
Tematnyeckue uoctpauu - O mr.
TpuOyna - 1 mT.
VYyeOHO-HarIIAHbIE TOCO0OUS - O IIIT.
OxkpaH - 0 mr.

[lepedens mporpaMMHOTO 00ECTICUCHUS
(0OHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 10

[epedens nHGOPMAITIOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeoHas ayautopus Ne 312

[Tepedenp 00opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.
Tematnyeckue noctpauu - O mr.
VYyueOHO-HarIAHbIE TOCO0OUS - O IIIT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(oOHOBJIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

[epevens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)

Consultant Plus
2GIS

Mynsrumenuiinas yaeoHas ayautopus Ne 422
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[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
NHutepakTrBHas q10ocka - 1 mT.
Kommnrotep ¢ BbeixonoM B MHTepHeT - 1 miT.
Cron - 13 mr.
Cron npenonasaress - 1 mT.
Cryin - 26 wr.
Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(0OHOBJIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 8 Professional Russian

[epedens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBHITIOIHACTCS €KEHEACIBHO)
Consultant Plus
2GIS

Jnst nekuuid, ceMHHapoB (TMPaKTHUECKUX, JaOOpAaTOPHBIX), KOHCYNbTAllUH, TEKYIIEro KOHTPOJI,

MpOMEKyTOUHOM arrectranuu, [ MA

JlaGoparopusi conanbHO-TYMaHUTAPHBIX TUCHMIUINH (MyIbTUMeAniiHas aynutopus) Ne 307

[lepeuens 060pyaOBaHUS
AyYIHMOKOJIOHKA - 2 IIT.
Jocka mapkepHast - 1 mr.
Kommsrotep ¢ Boixonom B MHTEpHET - 1 mT.
IIpoexrop - 1 mt.
Cron - 30 .
Cron npenonasarens - 1 wrt.
Cryn - 60 wrt.
Cryn npenogaBarens - | mrT.
Tematnueckue WUIIOCTpauuu - 0 mr.
TpuOyna - 1 mrt.
VY4eOHO-HamIsAHBIE TOCOOUs - 0 mIT.
OkpaH - 1 wr.

[lepedens MporpaMMHOTO 0OECTIEUECHHUS
(oOHOBIIEHUE MTPOU3BOIUTCS IO MEPE MOSBICHUS HOBBIX BEPCUI MPOrpaMMBbl)

Adobe Acrobat Reader

Kaspersky Endpoint Security st Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 7 Professional Russian

[Tepeuenr HHPOPMATMOHHO-CIIPABOYHBIX CUCTEM
(OOHOBJICHHUE BBITMOIHACTCS SKEHEACIIBHO)
Consultant Plus
2GIS
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Jisa  nekumid, ceMHHapoB (NMPAKTUYECKUX), TPYHHOBBIX M WHAMBHUAYAJIbHBIX KOHCYJIbTAIH,

TEKYIIETo KOHTPOJIS, MPOMEKYTOUHOM aTTecTalun
Mynsrumenuiinas yaeonas ayautopus Ne 305

[Tepedenp 0OopynoBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Nudopmarmonnas gocka - 1 mr.
KomnbroTtep ¢ BeixogoM B MHTepHeT - 1 miT.
Kpyrusrtii cTos - 3 mit.
Hoyt6yk DELL - 8 mir.
Hoyt6yk HP - 2 mT.
IlepcoHanbHbIN KOMIBbIOTEP - | IIT.
ITpoekTtop - 1 mT.
Cremax - 2 mr.
Crton omHOMeECTHRIN - 10 mT.
Cron npenonasaress - 1 mT.
Cryn - 27 wr.
Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(oOHOBIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)
MariaDB 10.11 (x64)
Microsoft Office 2016 standart Win64 Russian
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows

[epedens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHUE BBITIOIHSACTCS €KEHEACIBHO)
Consultant Plus
2GIS

[Tomemenue a1 XpaHeHHs M NPOPHIAKTUYECKOTO OOCTYXUBaHUS Y4EOHOro, KOMIBIOTEPHOTO

000pyIOBaHUS U XPAHECHHS DJIEMEHTOB MYJITUMEINIHHBIX JIA00PATOPHA
Cnenmanpaoe noMmenienue Ne 420

[Tepedenp 06opynOBaHUS
3amacHbIe YaCTH JJI1 KOMIIBIOTEPHOTO 000pyaoBaHus - () IIT.
Haymrauku nist nuaradgonnoro kabunera - O mr.
IMasneHas cragug - 1 mrT.
IlepcoHanbHBIN KOMIBIOTEP - 4 IIT.
[InaHmeTHsI KOMIbIOTED - 15 WT.
Cepsep - 10 mt.
Cremax - 0 mr.
Cron - 4 wr.
Cryn - 4 wr.

[lepedens mporpaMMHOTO 00ECTICYCHUS

(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHM MMPOTPAMMBI)
He ucnonb3yercsi.
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[lepeuenb MHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBHITIOIHSACTCS €KEHEACIBHO)
He ucnonb3yercsi.

[Tomermenue aiist XpaHeHHUs U MPOGUIAKTUYECKOTO 00CTYKUBaHHS Y4eOHOTO 000PYI0BaHHS
Cnemmansaoe noMmernieaue Ne 003

[Tepedenp 06opynOBaHMS
3anacHble YacCTH JJI CTOJIOB U CTY/bEB - O MIT.
Matepuaiibl 11 COMPOBOXKACHHS yueOHOTo mporiecca - O mrT.
HaGops! ciiecapHbIX HHCTPYMEHTOB JJI1 00CITY)KMBaHUs y4eOHOTO 000pymoBanus - O mIT.
Cranok s cBepiieHus - O mT.
Cremnax - 0 mr.
VYrnosas nundoBanbHas MamuHa - 0 mrT.

[lepeuens nmporpaMMHOro o0ecreueHus
(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHM MMPOTPAMMBI)
He ucnonb3yercs.

[lepeuenb HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBHITIOIHACTCS €KEHEACIBHO)
He ucnonb3yercs.

11. MeToguyeckne yKa3aHusl 10 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

BUJIbI 1 OPTAHU3AIIS CAMOCTOSITEJILHOM PABOTBI CTYJIEHTOB

VYereniHoe OCBOEGHHE TEOPETHYECKOTO0 Marepuana 0 JUCHMIUIMHE TpeOyeT CaMOCTOSTENbHOM
paboThl, HaIENCHHOH Ha YCBOEHHE JICKIMOHHOTO TEOPETHYECKOro Marepuana, paclIMpeHue Hu
KOHKPETH3allMI0 3HAHUU 10 Pa3sHOOOPa3HBIM BONpocaM IUCHHILIMHBL CamocTrosATenbHas pabora
CTYJIEHTOB IIPElyCMAaTPUBAET CIEAYIOLINE BUJIbI:

1. AyautopHasi caMOCTOsITeNIbHAsT paboTa CTYACHTOB — BBINOJHEHHE HA MPAKTUYECKHUX 3aHATHIX U
nabopaTopHbIX paboTax 3aJaHMid, 3aKPEIUIIOIIMX IOJTYYEHHBIE TEOPETHUYECKHE 3HAHMUA JIHOO
pacLIMPSIONINE UX, @ TAKXKE BBHITIOJHEHUE Pa3HOOOPa3HBIX KOHTPOJIBHBIX 33/1aHUI MHIUBHYaJIbHOTO
WIA TPYNIOBOTO XapakTepa (TOATOTOBKA YCTHBIX JOKJIAJOB WM COOOIIEHHWH O pe3yabrarax
BBITOJIHEHHSI 33/1aHUH, BBITOJHEHUE CaMOCTOSTENbHBIX MMPOBEPOUHBIX PAOOT MO MTOTaM H3yUYCHHS
OTAEJIBHBIX BOIPOCOB U TEM AMCLHUILINHBI);

2. BueayguTopHas caMoOCTOsTelIbHAas padoTa CTYAEHTOB — IMIOJATOTOBKA K JICKIIMOHHBIM,
MPAaKTUYECKUM 3aHATHM, JJa0OpaTOpHBIM paboTaM, MOBTOPEHUE U 3aKpEIJICHUE paHee W3yYeHHOTO
TEOPETUYECKOTO MarepHaja, KOHCHEKTHPOBAaHUE YUeOHBIX MOCOOMH M MEpUOAMYECKUX H3/IaHUM,
U3y4YeHHe MpobeM, He BBIHOCHUMBIX Ha JIGKIIWHU, HATUCAHUE TEMATHUECKUX pedepaToB, BHINOTHEHHUE
UHAVBUAYAIbHBIX IPAKTUUECKUX 33JaHUM, IIOATOTOBKA K TECTHUPOBAHMIO I10 JIUCLUIUIMHE,
BBINOJIHEHHE UTOTOBON pabOTHI.

bonbuioe 3HaueHwe B IPENOAABaHWU JAWCLUIUIMHBI OTBOJUTCS CAaMOCTOSITEIBHOMY IIOMCKY
CTyA€HTaMH HH(POpMALMM 1O OTICIbHBIM TEOPETUYECKHMM U TPAKTHUYECKUM BOIpOcaM U
npobiemam.

[Ipy mnIaHUpPOBAaHMM W OpPTraHM3ALUMU BPEMEHH ISl M3Y4YCHHS JUCLUUIUIMHBI HEOOXOAUMO
pykoBoncTBoBaTbcs M. 5.1 wmmm 5.2 paboueld mporpaMMbl AMCHMIUIMHBL M 00€CIEYUTh
IIOCJIEJOBATENIBHOE OCBOEHUE TEOPETHMUECKOrO0 Marepuaja II0 OTIAEJIBbHBIM BOIPOCaM M TeMaM
(ITpunoxenue 2).

Haubonee menecoobpaszeH CleAyIOUIMA TMOPSIOK HW3YyYEHHs TEOPETHYECKHX BOIPOCOB IO
TUCLUILINHE:

1. M3yyeHune cCnpaBOYHMKOB (CIOBapei, SHIMKIONEINI) C LEIbI0 YSCHEHUS 3HAYCHHS OCHOBHBIX
TEPMHUHOB, IOHATHM, ONIPEAECIEHUN;

TTonrorosneno B cucteme 1C:Yuusepcurer (000000953) Crpanutia 26 u3 30



2. W3yuyenue y4yeOHO-METONWYECKUX MATEPUANOB JUIsl JIEKIIMOHHBIX, HPAKTHYECKHX 3aHSITHUH,
J1abopaToOpHBIX PadoT;

3. H3yueHne pEKOMEHIyeMONW OCHOBHOM M JOMOJHUTEIBHOW JUTEpaTypbl U SJIEKTPOHHBIX
MH(OPMAIIMOHHBIX HCTOYHHUKOB;

4. W3ydeHue MOMOJHUTENBHON JIUTEPATyphl U HIEKTPOHHBIX HH(GOPMAIMOHHBIX HCTOYHUKOB,
OTIpE/IETICHHBIX B PE3yJIbTaTe CaMOCTOSITENILHOTO MONCKa HMH(POPMALIUK;

5. CamocrosiTenbHasi MPOBEpKa CTENEHUW YCBOCHMSI 3HAHUM MO KOHTPOJIBHBIM BOIpPOCAM H/WIK
3aJlaHUsIM;

6. ITloBropHoe u AOMONHHUTENbHOE (YIIyOJICHHOE) HW3y4YeHHE PACcCMOTPEHHOTrOo Borpoca (mpu
HEOOXOIMMOCTH).

B mpouecce camocTtosTenbHONM pabOThl HAJ Y4YEOHBIM MaTepHaioM PEKOMEHIYETCS COCTAaBHUTh
KOHCIIEKT, TIJ€ KpaTKO 3amucaTh OCHOBHBIE IIOJIOKEHUS H3ydaeMod TeMbl. IlepexomuTs K
CIIEYIOIIEMY pa3Jeily MOXHO IOCJE TOro, KOrja MpeaIecTBYIONINI MaTepuall MOHAT U yCBOeH. B
3aTPYIHUTENIbHBIX CiIy4asX, BCTPEYAIOMIMXCS MPU H3YyYEHUH Kypca, HEOOXOIMMO OOpaTHThCS 3a
KOHCYJIbTallUe! K MPETo1aBaTelio.

[Ipy wW3yyeHMHM AUCUMIUIUHBI HE PEKOMEHIYETCS HCMOIb30BaTh MarepHallbl, IOITOTOBICHHbBIE
HEU3BECTHBIMU aBTOPAaMHU, Pa3MEIlEHHble HAa HEO(UIMATIbHBIX CaliTax HEIEIOBOr0 COAEPIKAHMS.
KenarenpHo, 94TOOBI HCIIONB3yeMble OMOTHMOTrpadUUECKUE UCTOYHUKH OBLIM M3IaHBI B TOCIEIHUC
3-5 net. CTyneHTHI NMPHU BBIMOJIHEHUH CAMOCTOSITEILHON PabOThI MOTYT BOCHOJB30BaThCA yUeOHO-
METOAMYECKUMH MaTepuajaMH MO0 AUCHUIUIMHE «JlOKyMEHTallMOHHOE O00ecledeHHe YIpaBICHUS,
MIPEJICTABICHHBIMU B JIEKTPOHHON OMOMMOTEKEe MHCTUTYTA, U MPEAHAa3HAYCHHBIMU ISl TOATOTOBKHU
K JIEKIIMOHHBIM 1 CEMHUHAPCKUM 3aHSATHUSIM.

KoHTpons ayauTopHO CcaMOCTOSTENBHOM pPabOTBI OCYHIECTBISAETCS B (OpMe pOJIEBBIX WID,
cobecenoBanus. KOHTpob BHEAyTUTOPHON CaMOCTOSATEIbHON PabOTHI CTY/IEHTOB OCYILIECTBISIETCS B
(bopMe yCTHOTO WJIM MUCbMEHHOTO OIpoca.

[TpomexyToUHBIH KOHTPOJIb 3HAHHUM B (popMe 3aueTa OCYLIECTBISIETCS] OCPEACTBOM MUCHMEHHOTO
TECTUPOBAHUS, BKIIIOYAIOIIETO BOMPOCHI U 3aJJaHUs 111 CAMOCTOSITEIbHOTO N3YUEHUS.

Onucanue mokaszateled U KPUTEPUEB OLEHUBAHUS KOMIETCHLIMH Ha pa3IMYHBIX JTamax WX
(dbopMupoBaHus, ONKMCAaHUE IIKAJl OLIEHUBAHUS

OrneHka KOMIIETEHIMI Ha pa3IMYHBIX 3Tanax uxX GOpMHUPOBAHUS OCYIIECTBISETCA B COOTBETCTBHUHU C
[TonoxkeHreM O TEKyIleM KOHTpOJICE W TPOMEXYTOYHOU aTTecTanuu, [lomokeHnem o OaTbHON U
PEHUTHHTOBOM CHCTEMax OIICHWBAHUS U TEXHOJIOTHYECKOW KapToil nucummuinabl ([Ipunoxenue 1).
[TokazaTenn W KpuUTEpUU OIICHMBAHMSI KOMIIETEHLIMHA Ha JTarne TEKyIIero U IMPOMEXYTOYHOTO
KOHTpOJIsI ipescTaBieHbl B [Ipunoxxenun 3.

[IpomexyTouHasi arrecrauus MO AUCUUIUIMHE TNPOBOAMTCS B GopMe 3K3aMeHa/3adeTa B BUJE
BBITIOJTHEHHSI TECTUPOBAHUS U/WUJIH UTOTOBOM pabOTHI.

UtoroBbie 3amaHusi pa3pabaThIBalOTCS 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuaia u
MO3BOJISIIOT OCYUIECTBIIATh MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO JAMCLUUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHTHI TECTOB, OTHOCSIIUXCS KO BceM TeMaM aucuurinbl (IIpunoxenue 4)

OrneHka 3HAHWKA CTYIEHTOB OCYIIECTBISICTCS B COOTBETCTBHHM C I[lomokeHnem o OaibHOW M
PEUTHHTOBOM CHUCTEMax OILICHUBAaHUS, NPUHATOM B WMHCTUTYyTE, M TEXHOJOTMYECKOM KapTou
JUCIUILTAHBI

TUIIOBBIE KOHTPOJIbHBIE 3AJAHUSA WJIW WHBIE MATEPUAJIBI HA OTAIIE
TEKYIIEI'O KOHTPOJIA

1) ITocemenue u paboTa Ha JICKITMOHHBIX U MPAKTHUECKUX 3aHATHIX (coOece0BaHNE, KOHTPOJIbHAS
paboTa, KpyIJIbIid CTOJ ¥ JIUCKYCCHS)

[Tpu nmpernonaBaHuK TUCIMIUIHHBI «JlOKyMEHTAIIMOHHOE OOecrieueHHe YIpPaBICHUD) TPUMEHSIOTCS
pa3HooOpa3Hble 00pa30BaTEIIbHBIC TEXHOJIOTUU B 3aBUCHMOCTH OT BU/IA U IIeJICH yUeOHBIX 3aHATHIA.
TeopeTnuecknii MaTepua u3jaraeTcs Ha JISKIIMOHHBIX 3aHIATUSAX B CIEAYIONINX (pOopMax:

- MpOOJIEMHBIE JICKITUH;
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- neKuusa-oecena;

- IEKUUU C pa300pOoM MPaKTUUIECKUX CUTYaIUH.

[IpakTueckue 3aHATHA TO JAMCHUIUIMHE «J{OKyMeHTallMOHHOE oOecreueHue yIpaBICHUs
OpUEHTHPOBaHbl Ha 3aKpEIUICHHE TEOPETHUECKOr0 Marepuana, H3JI0KEHHOTO Ha JIEKIHMOHHBIX
3aHATHUAX, a TAK)KE Ha MPUOOPETEHHE TONMOTHUTENbHBIX 3HAHUM, YMEHUIN U MPAKTUYECKUX HABHIKOB
OCYUIECTBIIEHUSI MPO(PECCHOHATBHON JEATEIBHOCTH TMOCPEACTBOM AKTUBM3AIMM M YCHUJICHHS
CaMOCTOSITENIbHOM J1eATeNbHOCTH 00yYarOITIXCS.

BonbIIMHCTBO MpaKTUYECKUX 3aHITHIA MPOBOJATCS C MPUMEHEHHEM aKTUBHBIX (opM oOyuyeHus, K
KOTOPBIM OTHOCSITCSI:

1) ycTHBIM ompoc CTyAEHTOB C 3JeMEHTaMM Oecelbl U JUCKYCCHU MO BOMPOCaM, BHIHOCUMBIM Ha
MPaKTHYECKUE 3aHATHS;

2) rpymnmoBas paboTa CTYIEHTOB, TNPEIIOJIaralomas COBMECTHOE OOCYXIEHHUE KaKOH-JI00
npoOnemMbl (BOMIpoca) W BBIPAOOTKY €IWHOTO MHEHUsS (MO3WIMU) TO0 HEH (METOA TpYIIOBOTO
00CYXJIeHHsI, KPYTJIBIA CTOJ);

3) KOHTpoOJIbHAs paboTa MO OTAEIBHBIM BOMPOCaM, IEIbI0 KOTOPOW SBJISETCS MPOBEpKAa 3HAHHUI
CTYJIEHTOB U YPOBEHb IMOATOTOBIEHHOCTH Il YCBOCHUS HOBOTO MaTepuasa Mo JUCHUIUIMHE.

Ha mpakTuueckux 3aHSATHUSX OLIEHHMBAIOTCA M YYUTHIBAIOTCS BCE BUJbI AKTUBHOCTU CTYICHTOB:
YCTHBIE OTBETHI, JOMOJIHEHHS K OTBETaM JPYTUMX CTYAECHTOB, ydacThe B JUCKycCHUSX, paboTa B
rpynmnax, HHUIIMATUBHBIA 0030p MPpoOIEMHOTO BOTIpOCa, MMCbMEHHAs paboTa.

2) IlucemenHoe 3a1aHne
®opmupyembie komnerenuu: [1K-4, ITK-6
[Tucemennoe 3aganue 2 cM. [Ipunoxenue 8. Kirou miis Beroopa pedepara cm. [Ipunoxenue 9.

[Tucemennoe 3ananue 1 «OcoOEHHOCTH COCTAaBICHHUS, BUABI U CTPYKTYpa TEKCTa HEKOTOPBIX BHUJIOB
JOKYMEHTOB»

MaxkcumanbHbiit 6amt — 15

Otser B Buje (aitna B popmare doc

3amanue:

1. IlpuBectn 10 mpuMepoB oOpraHu3aIUii, ACUCTBYIOMUX Ha Tepputopun OMCKoOH oOmacTw,
YUYPEAUTENbHBIM JIOKYMEHTOM KOTOPBIX SIBJAEeTCS ycTaB, M 10 opraHu3anmii, JEHCTBYIOIIMX Ha
OCHOBaHUU TOJOKEHUS 00 OpraHu3aluu.

2. a) Ilpunymare opraHuzanuio, KpaTko OMNMCATh, YEM JaHHas OpraHU3alusl 3aHUMAeTcs, KTO
SBIISIETCS PYKOBOAMUTENEM, KAKOW IITAT COTPYIHUKOB, MOTYUHSIETCS JIU JaHHAS OpraHU3alus APyTruM
OpraHM3alusIM, KaKue OpraHu3alloOHHbIE JOKYMEHThI HEOOXOAUMBI JIJIS €€ IS TEIbHOCTH.

0) Coznmate Tpu Buja OJIAaHKOB /IS JTAHHOW opraHu3anuu (oOmmii OiaHk, OJIaHK MuchMa U OJaHK
CHEIHaIbHOTO TJOKYMEHTA) 110 BCEM IPaBUJIaM COCTaBJICHUS OJJaHKOB OpraHU3alI|H.

Kpurepuu:

Otset Ha 1 Bompoc — 6 6. (1o 3 Gaia 3a KaKayro TPYIITy OpraHUu3aInii).

[TpaBunbHOE OpopMIIeHUE (HATMYNE U BEPHOE PACTIONOKEHUE BCEX PEKBU3UTOB) U (hOPMATUPOBAHUE
OmaHkoB 11 2 Bompoca — 9 0. (mo 3 6anna 3a 65aHK).

[Tucemennoe 3aganue Ne 2 «OCHOBHBIEC IPUHITUIIBI OPTaHU3AINHA TOKyMEHTOO00pOTaY
Maxkcumanbubiit 6amt — 10

Otser B Buje (aitna B popmare doc / jpeg

3amanue:

[Ipogymars u onucarb cucTeMy JOKYMEHTOOOOpOTa B OpraHM3alMK U3 MUCbMEHHOTOo 3agaHus Ne 1:
OCHOBHBIE TMOTOKH JIOKyMEHTOOOOpOTa, perucrpanusi [JOKYMEHTOB, NPUHLUIBI JABMKEHUS
JOKYMEHTOB B 3TOM opranuzaiuu. CucTeMy JOKYMEHTOOOOPOTa MOXKHO MPEACTABUTH B BUJE CXEMBI
C OMMCAHUEM.

Kpurepuu:

JIoru4HOCTh ¥ IPOYMaHHOCTh CUCTEMBI JOKYMEHTOOOOPOTA C y4ETOM B3aUMOACUCTBUS Pa3TUUYHbIX
nozpasaeneHuii B opranuzamuu — 10 6.

TpeboBanus kK 0OPMIICHUIO MHUCbMEHHBIX pa0OT MPEACTaBICHbl B MEeTOMUECKUX YKa3aHUAX K
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cofep aHuto, OQOPMICHHIO U KPUTEPUSM OLIEHWBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX paboT, yTBEPKACHHBIX pemeHneM Hayuno-mMeroauueckoro coBera (mporokon Ne 8 ot
07.06.2018 r).

3) [IpakTuueckoe 3amanue

®opmupyembie komnereniuu: [1K-4, I[TK-6
Keiic cm. [Ipunoxenue 5.

Bri6op keiica cm. [Ipunoxenue 6.

TpeboBanus kK 0pOPMIICHHIO MPAKTUUYECKUX PabOT mpeacraBieHbl B MeTonnYecKux yKa3aHHsIX K
cofepX aHuto, OQOPMICHUIO U KPUTEPUSM OLIEHWBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX paboT, yTBEPKACHHBIX pemeHneM Hayuno-mMeroauueckoro coBera (mporokon Ne 8 ot
07.06.2018 r).

MeToaudeckre Marepuaibl, ONIPEISSIoNre MPOoIeaypbl OIICHUBAHUS 3HAHUHN, YMEHHM, HABBIKOB U
(M) ombITA MEATETLHOCTH, XapaKTEPU3YIOIIHE dTanbl POPMUPOBAHKS KOMITETCHITUMA

[Tponienypa onieHMBaHUS 3HAHUH, YMEHHM, HABBIKOB M (MJIM) OTIBITA IEATEIILHOCTHA 00yJarONTUXCs 10
JTUCITUIIJIMHE OCHOBaHAa Ha WCMOJb30BaHMH [losockeHuss o OalIbHOM W PEHTHHTOBON CHCTEMax
OIICHUBAHUS, TPUHATON B HHCTUTYTE, M TEXHOJIOTMYECKOW KapThl TUCIIUILTAHEI.

Texyuiuii KOHTPOJIb:

- mocenieHre 1 paboTa Ha JEKUUOHHBIX M MPAKTUUYECKUX 3aHATHUSIX (cobOecenoBaHuE, KOHTPOJIbHAS
pabota, Kpymiblid cTod U AucKyccus) - 0-35 6anos;

- muchbMeHHoe 3ananue (pedepar) - 0-25 6amios;

- MpakTH4YecKoe 3aaanue (keic) - 0-50 6amios.

[IpomexyTouHas aTTecTaus:

- UTOrOBas padora - 25 6aios.

MaxkcuMaibHOE KOIM4eCcTBO 0autoB 1o gucruiummae — 100.

MakcuMalibHOE KOJIMYECTBO 0aIOB IO pe3ysibTaTaM TEKYIIEro KOHTpoJis — 75.

MaxkcumanbHOE KOJIMYeCcTBO 0aJIOB Ha 3K3aMeHe — 25.

METOANYECKUE YKA3AHUA U1 OBYUYAIOIIMXCSA ITO OCBOEHMIO INCHUTTIJIMHBI
B mnponecce uzyuenuss yueOHOW IuCHUIUIMHBI «/lokyMeHTanmoHHOEe oOecIieueHre YIpaBiICHUS
CIIEyeT:

1. O3HaKOMUTKCS ¢ paboueit mporpaMMoil AUCIUIUTHHBL. Pabodas mporpamMma COAEPKUT MEepevYeHb
pasfenoB U TeM, KOTOpble HEOOXOAMMO W3YUHTb, IJIAHBI JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHSATHH,
BONPOCHl K TEKYIIEH M MPOMEKYTOUHOW aTTeCTalMy, IMepeYeHb OCHOBHOM, TOMOJHUTEIHLHON
JUTEPaTypbl U pecypcoB HHPOPMAIIIOHHO-KOMMYHUKAMOHHON ceTH «IHTepHeT» U T.A.

2. O3HaKOMHTHCS C KaJIeHAAPHO-TEMaTUYECKUM IIJIAHOM CaMOCTOSITENIbHOM paboThl 00yUaroIIIXCsl.
3. [Tlocemarp TeopeTH4eckue (JEKIMOHHBIE) W TPaKTUYECKHE (CEMHUHApPCKHUE) 3aHATHA,
nabopaTopHbIe padOTHI.

4. Tlpu NOATOTOBKE K MPAKTUYECKUM (CEMUHAPCKUM) 3aHATHSAM, a TakXKe MpPHU BBINOJIHEHUU
CaMOCTOSITENIbHOM pabOThI CiIelyeT CIOIb30BaTh METOJUUECKUE YKa3aHUs ISl O0y4arOIIHUXCS.
VY4eOHblif miian Kypca «JlokyMeHTalmoHHOe obOecledeHre YIpaBlICHUs» MpeanojaraeT B OCHOBE
M3yYEHHUs JUCIUIUIMHBI UCIIOJIb30BaTh JIEKIIMOHHBIA MaTepual U OCHOBHbIE HCTOYHHUKH JINTEPATYPHI,
a B IONOJHEHHE — MPAKTUYECKUE 3aHATHUS.

Kpome TpaauIMOHHBIX JIEKIMH U MPaKTHUYECKUX 3aHATUH (IepedeHb U 00beM KOTOPBIX yKa3aHbI)
1esaecoo0pasHo B mporiecce 00ydeHHs HCTIOIb30BaTh U aKTUBHBIC (DOPMBI OOyUCHHUS.

[TpumepHBIii TIepedeHb aKTUBHBIX (OPM OOyUCHHS:

1) Gecenbl U TUCKYCCHH,

2) KeHMChI U TPAKTUYECKHUE CUTYAINH;

3) uHAMBHUIyaJIbHBIE TBOPUYECKHE 3a/IaHUS;

4) TBOpUECKHUE 3aJ]aHusl B Ipymnax;

5) mpakTuyeckue padoThl.

Ha nexnusix cTyneHThl JOHKHBI MOTYYUTh CUCTEMaTU3UPOBAaHHBIA MaTepual Mo TeMe 3aHATHS:
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OCHOBHBIE TOHSTHUS U MOJIOKEHUS, KJIacCU(UKALUN U3yYaeMBbIX SIBICHUN U MPOILIECCOB, AJITOPUTMbI
Y METOAMKH OpraHu3alliy AUCIUILTUHBI U T.1I.

[IpakTrueckue 3aHATHS MPEATNONAraloT 6osee AeTaabHyI0 IPOopadOTKy TeMbI IO KaX10i n3ydaeMoii
npobieMe, aHalIM3 TEOPETHUECKMX M MPAKTUYECKHUX AaCHEeKTOB JAUCHUIUIMHBL g 3Toro
pa3paboTaHbl MOAPOOHBIE BOMPOCHI, OOCYXk/JaeMble Ha CEMUHAPCKUX 3aHITHUAX, NPAKTHYECKHE
3a/laHusl, MUCbMEHHbIE paboThl U TecThl. [Ipy MOATOTOBKE K CEMHHAPCKUM 3aHSATHUSAM ClEIyeT
aKLEHTUPOBaTh BHHUMAaHHWE HA 3HAYUTEIBHYIO YacThb CaMOCTOSITEJIBHOM MPaKTUYECKONM padoThI
CTYJICHTOB.

Jlnia Gosiee yCHEIIHOTO M3yYeHHUs Kypca MPernoAaBareiio cielyeT MOCTOSSHHO OTChIIAaTh CTYAEHTOB K
yueOHUKaM, nepruoanueckoil meyatu. OCBoeHHe BCeX pa3/eioB Kypca IpenosaraeT npuoopeTeHre
CTy[IEHTaMH HAaBBIKOB CaMOCTOSITEIbHOTO aHalli3a MHCTPYMEHTOB W MEXaHM3MOB JMCLHUILIMHBI,
yMeHue paboTaTh C HAyYHOU JTUTEPATyPOH.

OcHoBHass y4deOHas JHUTEepaTypa, TMPEACTaBICHHAs YYeOHHKAMH W YYEOHBIMH IOCOOHUSIMU,
OXBaTbIBAaCT BCE pa3leibl MNPOrpaMMbl IO JIUCHUIUIMHE «JlOKyMeHTalMoHHOEe obecredeHue
yopasneHus». OHa u3ydaeTcs CTyJeHTaMH B MPOIECCE MOATOTOBKM K MPAKTHMYECKUM 3aHATHUSAM,
3adery. JlomonHuTenbHas ydyeOHas JUTepaTrypa pPeKOMEHIYyeTcs Ui CaMOCTOSTENIbHOM paboThl 1O
MOJTOTOBKE K CEMUHAPCKUM U NMPAKTUUECKUM 3aHATHUSAM, IPU HAMCAHUH MTUCbMEHHBIX padoT.

[Ipu u3yueHum Kypca Hapsiay C OBJIAJIEHHUEM CTYIEHTAaMU TEOPETHUYECKUMH MOJOKEHHUSIMH Kypca
yaensercs BHUMaHUE MPUOOPETEHUIO MPAKTUYECKUX HABBIKOB C T€M, YTOOBI OHM CMOIVIM YCHEIIHO
MIPUMEHATH UX B CBOEH MPO(eCCHOHATBHON IeATeTHHOCTH.

Onucanue 603modxcrnocmeit uzyuenusn oucyuniaunsl auyamu ¢ OB3 u unsanuoamu

B cayuae HeoOxomumocTH, OOy4arOmIMMCS M3 YHUCNA JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSIMU
3I0OPOBBSI M MHBATUAOB (TI0 3asBICHUIO OOYYArOIIETOCs) MOTYT TMPeIaraTbCsl OMHU U3 CIETYIOIINX
BapHAHTOB BOCIPUATHS HH(DOpPMALMK C YYETOM WX HHIWBUIYATbHBIX TCUXOPU3HUECKUX
OCOOCHHOCTEH, B TOM 4HCIE C TPUMEHEHUEM OJIIGKTPOHHOTO OOydYeHUS M JUCTAHI[MOHHBIX
TEXHOJIOTH:

- JUISL JUI] C HapyUICHWsIMH 3pCHHUS: B TMe4aTHOW (opMe yBeNIWYeHHBIM IpupTOoM; B (opme
ANIEKTPOHHOTO JIOKYMEHTa; B (popme ayauodaiina (mepeBox yueOHbIX MaTepuasoB B aynuodopmar); B
nedatHoOW (GopMe Ha s3bike bpaiinsg; WHIWBHUAyalbHBIE KOHCYJABTAIMA C TIPUBICUYCHUEM
TUdIOCYpIOTIEPEBOIUNKA; HHIUBUAYATbHBIC 3aJaHHs U KOHCYJIBTAIIUH.

- JUIS JHI C HApYIICHUSMH CIyxa: B MedaTHou ¢opme; B (GopMe SIEKTPOHHOTO JOKYMEHTA;
BUJEOMAaTepuaIbl C  CyOTHUTpaMu; HWHIWBUIYyalbHbICE  KOHCYJIBTAllMU C  TPUBJICUYCHUEM
CYpIOTIIEPEBOIYNKA; UHAUBHUIyaIIbHBIC 3a/1aHUS U KOHCYJIBTAIlHH.

- NS JWI C HApYyNICHUSMHU OMOPHOABUTATENBHOTO ammapara: B medatHoil ¢opme; B (opme
AIIEKTPOHHOTO JIOKYMEHTa; B (hopme ayauodaiisia; HANBUIYAIbHBIC 3a/1aHUS U KOHCYJIBTaIlUH.

[Ipu mnpoBeneHWH TPOLEAYPHl OICHUBAHHUS PE3YyAbTATOB OOYYCHHS] WHBAIUIOB H JIUI[ C
OTPAaHUYEHHBIMA BO3MOXXHOCTSIMU 370POBbsI IMPEIyCMATPUBACTCS HCIIOIB30BAHUE TEXHHUYECKHX
CPEICTB, HEOOXOUMBIX UM B CBSI3U C MX MHIWBUIYaTbHBIMH OCOOCHHOCTSIMU. DTH CPEICTBA MOTYT
OBITh TIPEOCTABICHHI BY30M HIIM MOTYT HCIIOJNB30BAThCS COOCTBEHHBIC TEXHHUYECKHE CPE/ICTBA.
[TpoBeneHue npoueaypsl ONIEHUBAHUS PE3YJIBTATOB 00YUYEHHS MHBAIUAOB U JIUIl C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMH 37IOPOBBSI JIOIYCKAETCS C HKCIIOJIb30BAHUEM JIMCTAHIIMOHHBIX 00pa30BaTelIbHBIX
TEXHOJIOTHM.

[Ipy HEOOXOAMMOCTHM WHBaIWAaM | JIMIAM C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH  370POBbBS
MPEIOCTABISICTCS JOMONHUTEIILHOE BpeMsl JJisi TOATOTOBKM OTBETa HAa BBITIOTHEHHE 3aJaHUI
Tekymiero koHTpous. [Ipouenypa mpoBeAeHHsS MPOMEKYTOUHOM arTecTalnud JUisi OOyJaroIIuXcs C
OTPAaHUYEHHBIMA BO3MOXKHOCTSIMH 3[I0POBbSI U OOYYarOIIMXCS WHBAIUAOB YCTAHABIUBACTCS C
y4€TOM WHIANBUAYATBHBIX MCUXOPU3NIECKUX 0CcOOeHHOCTEH. [IpoMexyTouHas arTecTarus MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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[Tpunoxenue 1.

TexHo0rN4ecKas KapTa TUCHUMIIINHbI

JlokyMeHTalmoHHOe oOecreueHne
HauMeHnoBanne qUCHUILINHBI
YIIpaBJICHUA
KonnuecTBo 3a4eTHBIX CAMHUIL 3
dopma MPOMEKYTOUHOM aTTECTANKI 3ayer
e Buabl yueOHoI 1eATeIbHOCTH ®opma Baiabl
B CTYJIEHTOB OTYETHOCTH (MakcuMyMm)

Texkymui KOHTPOJIb

[Tocemenne w paboTra HA JICKIHMOHHBIX H
1 |mpakTUYeCKMX  3aHATHUAX (cobecenoBanme,
KOHTPOJIbHAasE ~ paboTa, KPYIJbld CTOI W

2 |BeimonHeHune nucbMeHHOro 3aganus (pedepar) | INucemennas padbora

3  |BelnoJiHeHHE NPAKTHYSCKOro 3aanus (KeHc) ITuceMenHas padora
IIpoMe:KyTOYHAS ATTECTALUSA
4 |BBIHOJ'IHCHI/IC WTOTOBOU PabOTEI |I/ITOFOBa$I pabora, TeCT
HToOro no nucnuiInge: 100
« » 20 T.
[IpenonaBatenp /

(yu. crenens, y4. 3BaHue, 10JKHOCT, OO [Tonmuce




[Tpunoxenue 2

TeMaTnuyeckoe NJIAHNPOBAHHUE CAMOCTOSAITEILHON pad0ThI CTYJ1€HTOB

Tewma, pazuen

Ouynas
dbopma

OuHo-
3a04YHas]

dbopma

3aouHas
dbopma

3agaHus s
CaMOCTOSITEIbHON PabOThI

dopma
KOHTPOJIS

1. HopmarusHo-
MeTOInYecKas 0aza
JOKYMEHTaIlMOHHOTO
obecrnieueHus
ynpasieHuss B P®:
UCTOPHUS BOIIpOCA,
OCHOBHbBIE TEPMHUHBI.

14

Ha ocHOBEe mnekmum wu
JIOTIOTHUTEIIFHO
Marepuaia COCTaBUTh
XPOHOJIOTHYECKYIO
TabIHUILy o TEME
"Uctopusi opranuzanuu u
TEXHOJIOTUU
JIEeJI0TPOU3BOJICTBA
Poccun".

B CTPYKTYpe
XPOHOJIOTHYECKOM
TaOJIMIBI HOJDKHBEI OBITH
OTpaXX€Hbl  CIJIEAYIOIINE
MEPUOJIbI
JIEJIONIPOU3BO/ICTBA:

1.1 JIenmonpoun3BoaCTBO B
Hpesnen Pycu

1.2 Ilpuka3znoe
JIEJIONPOU3BOICTBO

1.3 Konnexckoe
JIEJIONPOU3BOICTBO

1.4 McromHUTEIRHOE
JIEJIOTIPOU3BOJICTBO

1.5 CoBerckoe
JI€JIONPOU3BOJICTBO

B

XPOHOJIOTHYECKAast
Tabimma

2. OpraHuzanuoHHas
JOKYMEHTAITHSI:
TpeOoBaHUS
COCTaBIICHUIO
0(OpPMIICHHUIO.
TexHomorust paboThl ¢
JIOKyMEHTaMHU.

K
n

14

Ha ocHOBe HOpMaTHBHBIX
aKTOB n OTKPBITBIX
HMCTOYHUKOB HUHTEPHET
CaMOCTOSTEJIbHOE
U3y4eHUe
OpraHu3aIMOHHO-
MPaBOBOM
AOKYMCHTAIUU:YCTaB,
MOJIOKEHUE, UHCTPYKIUS,
JIOTOBOP. HeranbHoe

KOHCHEKT
OCHOBHBIX
HOJIOKEHUN.




IToBTOpeHune u
3aKpEIJICHUE H3YYEHHOTO
Marepuaiga IOl TeMe

"PacnopsgurensHas
3.  PacnopsautenbHas OKyMeHTaIHs":
AOKYMEHTaIML. 1. HazHauenne
TpeboBaHHA K pacropsIAUTEIbHON
COCTAaBJICHUIO u 7 14 JIOKYMEHTAIIHH. 3a4er.
odopmiIeHHo. 2. Bunel 1 ocobennoctn
TexHonorust paboOTHI ¢ PACTIOPSTUTETBHO
AOKYMCHTAMH. JOKYMEHTAITUH.
3. IlpaBuia cocTaBlieHUS
OCHOBHBIX
pactopsIIUTEITbHBIX
[ToBTOpEHME u
3aKperyieHue U3Y4eHHOTO
Marepuaiga TOJ  TeMe
4. CnpaBouHo- "CrpaBo4HO-
nHpopmMaIrmoHHas MH(OPMALOHHBIC
JOKYMEHTALUS: JIOKYMCHTBI":
Tpe6OBaHI/I$I K 7 14 1. Haznauenne 3a4eTr
COCTaBJICHUIO u CIpaBOYHO-
odopMIIEHHIO. nH(pOpPMaITMOHHBIX
TexHonorust paboOTHI ¢ AOKYMCHTOB.
JIOKYMEHTAMH. 2. Bunpl 1 0COOCHHOCTH.
3. IlpaBuna cocTaBieHHs
OCHOBHBIX CIIPaBOYHO-
MH(POPMALIMOHHBIX
OTBeTuTh Ha ClIEIYIONINE
BOIIPOCHI O  TIPaBHJIAX
BEJCHUA TPYAOBOM
KHW)KKW B OpraHU3alIiu:
[IpaBuna 3amnonHeHUs.
5. Kanposas BHecenne wu3MeHeHHH B
JIOKYMEHTAITHSI: CBEICHUS O paDOTHUKE.
TpeOOBaHUS K JyOnukar.
COCTaBJICHUIO u 10 14 |CBenenus o padore. 3auer.
0 OpMIICHHUIO. Harpaxnenus.
Texnonorust paboTHI ¢ VYBoJIbHEHUE.
JIOKYMEHTaMH. Yyer u XpaHeHue
TPYIOBBIX KHUKEK.
OTBETCTBEHHOCTh 3a
HECOOJIIOJICHUE  TMOpsIKa
BEJICHUS TPYIOBBIX

KHHMXCK.




IToBTOpeHune u
3aKpEIJICHUE H3YYEHHOTO

Marepuaisa 1O  TeMe
"OCHOBHEIE TIPUHITUTIBI
OpraHu3aluu
6. OCHOBHBIE PUHIIUIIBI TOKYMeHT00GOpOTa":
OpraHu3aIuu 8 10 14 1 Srane|329€T-
JOKYMEHTO000pOTa. JIOKYMEHTO0G0pOTa
2. Perucrpauuss u yuer
MTOCTYTIAFOIITUX
JIOKYMEHTOB.
3. Vyer
7. Hcnonuenue
NOKyMeHTOB. KoHTpoub
HCIIOJTHEHHUS
JOKYMEHTOB. Dopmbl PazBepHyTHIe
KOHTPOJIA  MCIIOJIHCHHA MMMCbMEHHBLIE OTBETHI Ha
JIOKYMEHTOB. THUMNoOBbIE BOIIPOCHI:
151 HHIUBUAYaIbHBIC Cucrembl  3JIE€KTPOHHOTO
CpoKHn HUCTIOITHCHUA JIOKYMEHTO000pOTA:!
JIOKYMEHTOB.  AHanu3 POOIeMBI BHEJIPEHUS, [3a4eT.
CTPYKTYPBhI 3 12 12
PYKTYp MPEUMYIIECTBA Hu
JIOKYMEHTO000POTA. HEJOCTATKH
Cuctembl IEKTPOHHOTO HCIIONB30BAHMS B
JIOKyMEHT0000pOTa: JOKYMEHTallHOHHOM
npo0JieMbl  BHEIPEHUS, yIIpaBICHUH
npeuMymecTna n opraHu3aIuei.
HEIOCTaTKU
HCIIOIL30BaHUS B
JTIOKYMEHTAITMOHHOM
HUTOI'O 43 60 96




[Tpunoxenue 3

Iloka3zarenu u KPpUTEPUHA OLICHUBAHUSA KOMIIETEHIIMH Ha JTame TEKYILIEro KOHTPOJIA

Ne Ioka3aresn oueHUBaHUS Kpurepun oueHuBanus HIkana
n/n OIleHUBAHUSA
1 | ITocemenne wu pabora Ha | 1. Ilocemenune 3aHATUN: a) TIOCEIICHUE 0-35
JICKIIUOHHBIX W MPAKTHUYCCKUX | JICKIMOHHBIX W MPAKTHUYCCKUX 3aH}ITI/II>'I, 6)
3aHIATUAX (cobecenoBanue, | COOMIOICHUE TUCITUTIITUHBI.
KOHTpOJIbHAs paboTa, Kpyrielid | 2. Pabora Ha JEKUMOHHBIX 3aHATHAX: Q)
CTOJI ¥l TUCKYCCHS) BEJICHUE KOHCIIEKTAa JIeKIui, ©O) ypOBEHb
OCBOGHHUSI TEOPETHUYECKOro MaTepuana, B)
aKTUBHOCTb Ha JIEKLUH, yYMEHHE
(GhOopMyIHpOBaTh BOMPOCHI JIEKTOPY.
3. Pabora Ha mpakTUYECKHX 3aHATHAX: a)
YpOBEHb  3HAHUSA  Y4EOHO-IIPOrPAMMHOIO
Martepuasia, 0) yMEHHUE BBITIOJHITH 3aJIaHUS,
MPEyCMOTPEHHBIE TPOTPaMMON Kypca, B)
MPAKTHUYECKHE HABBIKU PaOOTHl C OCBOCHHBIM
MaTepUaJIoM.
2 | ITucbmeHHOE 3aaHue 1. HoBu3Ha TekcTa: a) akTyalbHOCTh TEMBI 0-25

HCCIIE0BAHUS; 0) HOBH3HA u
CaMOCTOSITENIbHOCTh B MIOCTAHOBKE MPOOJIEMBI,
(bopMynHpOBaHHE HOBOTO aCIEKTa W3BECTHOU
npoOJieMbl B YCTAaHOBJIEHHHM HOBBIX CBsI3ed
(MEXIpeIMETHBIX, BHYTPHUIIPEIMETHBIX,
WHTETPAIIMOHHBIX); B) yMEHHE paboTath C
UCCIIEA0BAHUAMU, KPUTUYECKOU JTUTEPATYPOH,
CUCTEeMaTHU3UpOBaTh M CTPYKTYpPHUPOBATh
MaTepual; r) sIBICHHOCTh aBTOPCKOW MO3UIIHH,
CaMOCTOSITENIbHOCTh OLICHOK U CYXACHHI; 1)
CTUJICBOE€  €IMHCTBO  TEKCTa,  EAMHCTBO
KAHPOBBIX YEPT.

2. CreneHb pacKpbITHS CYLIHOCTH BOIIpOCA: a)
COOTBETCTBHE IUIaHa TEME€ IHCbMEHHOTO
3ajaHus; 0) COOTBETCTBUE CO/ICPIKAHUS TEME U
IJIaHy MHUCBMEHHOTO 3aJaHusl; B) MOJHOTA U
riyOuHa 3HaHUH 10 TeMe; I) 000CHOBaHHOCTb
CIIOCO0OB U METOJIOB pabOTHI C MATEPHUATIOM; [T)
yMeHne  0000maTh, JIeliaTh BBIBOJIbI,
COTIOCTABJIATh PA3JIUYHBIE TOYKU 3PEHUS IO
OJIHOMY BoTpocCy (Tipobiieme).

3. OOG0OCHOBaHHOCTH BBIOOpAa MCTOYHUKOB: a)
OLIEHKa MCIOJIb30BaHHOM JTUTEPATYPHI:
MIPUBJICYCHBI T HanOoJIee N3BECTHBIC pabOTHI
0 TeMe HCcCceloBaHus (B T.4. JKypHaJIbHBIC
nyOaUKauu TOCIEIHUX JIeT, TOCeIHNe
CTAaTHUCTUYECKUE JaHHBIC, CBOJAKH, CIIPABKH U
T.0.).

4. Cobmonenne TpeboBaHUN K 0()OPMIICHUIO:
a) HACKOJIBKO BEpHO O(GOPMIIEHBI CCBUIKH Ha
HCIOJIb3YEMYIO JTUTEpaTypy, CIIUCOK
JTUTEpaTyphl; O) OIEHKA TPaMOTHOCTH W




KYJIbTYpPbI U3J10KECHUS (B T.4.
opdorpadudeckoi, MYHKTYaIlMOHHOM,
CTUJIIMCTUYECKON KYJIBTYpBHI), BJIaJICHUE
TEPMUHOJIOTHEH; B) cOOJIt0IeHNEe TpeOOBaHUMA
K 00b€MYy MMCHbMEHHOTO 33JaHUsl.

[IpakTrueckoe 3aganue

1. AHamu3 mpoOJemMbl: a) yMEHHE BEpHO,
KOMIUIGKCHO ¥ B COOTBETCTBUU  C
NEHCTBUTENBHOCTBIO  BBIACIUTh  HPUYUHBI
BO3HUKHOBEHHUS TIPOOJIEMBI, OIMCAHHOW B
MPAKTUYECKOM 3aJIaHUH.

2. CTpyKTypupOBaHue IpodIeM: a) HAaCKOJIbKO
YeTKO, JIOTUYHO, I[OCJIEOBATEIbHO ObLIN
U3JI0KEHBI MPOOJIEMBI, YYACTHUKU MPOOIIEMBI,
MTOCJIEICTBHS TIPOOJIEMBI, PUCKHU JTsI OOBEKTA.
3. [Ipennoxxenune CTPaTErMYECKUX
albTEpHATHB: a) KOJWYECTBO BapHUAHTOB
pemieHus mpoOnembl, 0) yMEHHE CBs3aTh
TEOPHIO C MPAKTUKOM MPH pEIIeHUH MPOOIIEM.
4. OOoCHOBaHME pEHICHHs: a) HACKOJIbKO
apryMEHTHPOBAaHA TMO3ULHUS OTHOCUTEIHHO
MPEIJIOKEHHOTO  PEIICHUS  MPAKTUIECKOTO
3aJIaHuA; 0) YPOBEHB BJIAICHUS
npodeccnoHabHON TEPMUHOIOTHEH.

5. Jlorn4HOCTH W3JIOXKEHUS MaTrepuaia: a)
HACKOJIBKO COOJTIOICHBI OOIIETTPHHSATHIE HOPMBI
JOTUKK B TPEIJIOKCHHOM pelieHuu, 0)
HACKOJIBKO TMPENJIOKECHHBIN TUIaH MOXET OBITh
peann30BaH B TEKYIIUX YCIOBHUSX.

0-50

IMoka3aTenu 1 KpUTEPUU OLICHMBAHUS KOMIIETCHLUI HA ITane NPOMEKYTOYHOM

aTTecTaluu

n/n

IToxa3aTen onleHNBaHUSA

Kpurepun ouneHuBanus

HIxanaa
OLICHUBAHUSA

Hrorosas pabora

Konuuectso 0annoB 3a TECT
MPOMOPIMOHAIBHO KOJIMYECTBY MPABUIBHBIX
OTBETOB Ha TeCTOBBIE 3amaHus. [locie
MIPOXOKICHHUS TecTa CYMMHUPYIOTCS
Pe3yNIbTaThl BBIMOJHCHUS BCEX 3aaHMM JIIs
BBICTABJIEHUSI OOIIIEH OLIEHKH 3a TECT.

0-25




[Tpunoxenue 4
TECT

MO JUCIHMITIIIMHE ((HOKYMGHTaI_II/IOHHOC obecrieyenne YIIpaBJICHUSI»

MaxkcumanbHbIid 6amn — 10
1. K3amayam crcteMbl JOKYMEHTAIHOHHOTO 00ECTICUSHHsI YIPaBJICHHUS TIEPCOHATIOM
HE OTHOCHUTCS:
a) OpraHmM3anus yieta pabodero BpeMeHH;
0) opranusaus pacuera 3apabOTHOI IJ1aThI;
B) oOecIievueHne BeICHNS U XPAaHCHHUS TPYIOBBIX KHIKEK.

2. Peanuzaums 3ama4 JOKYMEHTAIMOHHOTO OOECIeueHUsl YIpaBlIEHUs MEpCOHAIOM
IMMO3BOJIUT MCHCIDKMCHTY KOMITAHUU:
a) co3marh panuoHaibHyto cuctemy JJOVII;
0) MOBBICUTH JOXO0/ KOMITAHUH;
B) TIOBBICUTH KOPIIOPATUBHYIO KYJIbTYPY KOMITAHUH.

3. JloxymeHTanmoHHOE 00ecrieueHre yrpaBieHHsl IepCOHAIoOM 00s3aHbl BECTH:
a) TOCY/IapCTBEHHBIC YUPEIKICHUS;
0) opranu3aiuu 10001 GopMbl COOCTBEHHOCTH;
B) KOMMEPYECKHUE CTPYKTYPHI.

4. HaumeHOBaHME JOKYMEHTA ONPEAEIAETCS:
a) MPUHATHIM B OpraHU3aIMH IEPEYHEM JJOKYMEHTOB;
0) HOMEHKJIaTypOo JeT;
B) BUJIaMH JIOKYMEHTOB, IpeaycMoTpeHHbIXx OKVY /1.

5. Cucrema TOKyMEHTAIIUU MIPEACTABISIET COOOM:
a) COBOKyHHOCTB JCJI B OpI‘aHI/IBaL[I/II/I;
0) COBOKYITHOCTh B3aIMOCBSI3aHHBIX M B3aMMOJICUCTBYIOIINUX JOKYMEHTOB;
B) MOPSIIOK MOJATOTOBKH JIOKYMEHTOB.

6. KangpoBas 10KyMeHTalMsI — 3TO:
a) COBOKYITHOCTb JJOKYMEHTOB, OTPAKAIONTUX HAIMYUE U IBUKCHUE TIEPCOHAA;
0) COBOKYITHOCTh JOKyMEHTOB y4eTa U KOHTPOJIS;
B) COBOKYITHOCTh HOPMaTHBHO-METOANYECKUX JIOKYMEHTOB.

7. Kpanmu@ukamMOHHBIN CIIPABOYHHUK TOJDKHOCTEH PYKOBOAMUTEINCH, CIICIIHAIMCTOB 1
JPpYTUX CIyXalluX OIPEHEAeT:
a) KBaTU(DUKAITMOHHBIC XapaKTEPUCTUKH K OOIIEOTPACIEBBIM JIOKHOCTSM;
0) COBOKYITHOCTh PEKBH3UTOB JOKYMEHTA;
B) TEPMHUHBI, UCIIOIb3YEMBIC B ICJIONIPOMU3BOICTBE M APXUBHOM JIEJIE.

8. TepmuHBI U onpeseneHns Mo AI0NPOU3BOICTBY BKIIOYAET B CEOs:
a) Tpynosoii konexc P®;
6) 'OCT P 7.0.8—2013;
B) KBaIM(UKALMOHHBIA CIPABOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIIEHUAINCTOB U
JIPYTHUX CILy>KaIlUX

9. TpeOoBanus peraaMeHTAUH U YHU(DUKAIMK JOKyMEHTAIMOHHON NH(popManuu B
cdepe ynpasiaeHUs HEOOX0AUMO COOTIOIATh, TOTOMY UTO:



a) BCer/ia Hy>KHO paboTaTh 10 paBUiIaMm;

0) 3TO CcHOCOOCTBYET OCYIIECTBICHHIO HWHIWBHUIYaTbHOTO IMOAXOAa K JCSITEIbHOCTH
pabOTHUKOB;

B) 3TO IO3BOJISICT MOBBICUTH 3(h(HEKTUBHOCTH YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OTIEPaTUBHOCTH, YMECHBIIICHHS 3aTpaT Ha paboTy ¢ JOKYMEHTaMH.

10. MHCTpYKITHS TIO KaAPOBOMY JICIIONPOU3BOCTBY MPEACTABISET COOOM:
a) JOKYMEHT, COAEp)Kallhii HOpPMBI, MpaBWia, €JUHbIC TpeOOBaHMA K JOKYMEHTaM B
OpraHu3aluy;
0) MOpsSIOK NEHCTBUN C JOKYMEHTaMH B COOTBETCTBHUHU C JCHCTBYIOIIMMH HOPMaMH U
IIPABUJIAMU;
B) IIEpPEYEHb MCIIOIb3YEMBIX TOKYMEHTOB.

11. K xagpoBoMy A€10POU3BOACTBY HE OTHOCATCS JOKYMEHTBI:
a) puHAHCOBBIC,
0) y4eTHBbIE;
B) HH(OPMAITMOHHO-CIIPABOYHBIE.
12. JloknamgHas 3amucka — 3TO:
a) JOKYMEHT, COCTaBJSIEMBId MJIsi TMOSICHEHHUS OTIENbHBIX MOJIOKEHUN BBIIIOJHEHHON
paboTsl;
0) TOKYMEHT, COJIEPKAIIHNI pacIOPsHKEHHUE TI0 KaJPOBBIM BOTIPOCAM;
B) JOKYMEHT, KOTOPBIH JOJDKEH HH(POPMHUPOBATH PYKOBOJUTENS OPIraHU3ALUU WIN
CTPYKTYPHOTO MOJpPa3AeIeHUS O Pa3IMUHBIX COOBITUSAX WM CIIOKUBIIHUXCS CUTYaIHIX;

13. IlITaTHOE pacnMcaHuEe yCTaHABIIMBAET:
a) CTPYKTYPY, YTBEp)KJIAeTCs IITATHBIN COCTAaB M YUCICHHOCTH MPEINPUATHS C YKa3aHUEM
pa3mMepa 3apabOTHOM MJIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM JTOJIKHOCTH;
0) pacnucaHnue BbIXOa Ha paboTy MTATHBIX COTPYIHUKOB;
B) MOPSIIOK pabOTHI BCEX COTPYIHUKOB OpTraHU3AIIHH;

14. BuyTpeHHUE TOKYMEHTBI OpraHU3alHH - 3TO:
a) JTOKYMEHTBI, KOTOPbIE TOTOBSTCS, OPOPMIISIOTCSI U HUCIIOJHSIOTCS B MpeAesiaX camou
OpraHH3aluy;
0) JOKYMEHTBI, TOCTYIHUBIIINE U3 BBIIIECTOSIICH OpraHU3aIiy;
15. I'paduk CMEHHOCTH OTHOCHTCS K JOKYMEHTaM:
a) 00s3aTCIIbHBIM;
0) pEKOMEHTyEMBIM;
B) 00s13aTEIbHBIN B CBSA3H C OCOOCHHOCTSIMH KOMIIAaHUU;

16. ITonoxeHue o nepcoHae ABIAETCS JOKYMEHTOM:
a) 00s13aTeIIbHBIM;
0) pEeKOMEHIyeMbIM;
B) IO M€pe HEOOXOUMOCTH.

17. JokyMEHTOM, B COOTBETCTBUU C KOTOPBHIM B TPYJOBOM JOTOBOPE YKa3bIBAIOTCSA
CBECHMSI, YIOCTOBEPSIOIINE JINYHOCTh PAOOTHHKA, SBIISETCS:
a) BOAUTENBCKOE YIOCTOBEPEHUE;
0) 3arpaHMYHBII MaCIOPT;
B) macmnopt rpaxkaanuna Poccuiickoit deneparumn.

18. Odopmiienre Ha pabOTy IO COBMECTHTEIIBCTBY B TPYAOBYIO KHUXKKY:
a) 3aMmMChIBACTCS BCET/a;



0) HE 3aIUCHIBACTCS;
B) 3aIIMCHIBACTCS IO JKEITAHUIO paOOTHHKA.

19. Ipuka3s, ecinu oH 0OPMIICH B TPOU3BOJILHON (hopme, OyaeT:
a) eV CTBUTEIILHBIM;
0) HeJIeHCTBUTEIILHBIM;
B) JICHCTBHUTEIBHBIM, €CITH B HEM YUTEHBI BCE TPEOOBAHUS K 00sI3aT€IbHBIM PEKBU3HTAM.

20. KopniopaTuBHBINA CTaHIAPT MPECTABIISIECT COOOM:
a) CBOJ IIpaBuUJI, IPEAINCHIBAIOIIMM ONIPEEICHHbIE IEHCTBUS B TPYLOBBIX CUTYaLUsX;
0) mpaBuJia BHYTPEHHETO TPYIAOBOTO PACIIOPSIAKA;
B) IOKYMEHT, pErJIaMEHTUPYIOIIHNH Jpecc-KOo4 OpraHUu3aluu.

21. TpynoBoii JOrOBOp 3aKIOYAETCA:
a) Ha CPOK, KOTOPBIN onpeensieTcss paboTonareaeM;
0) Ha Ompe/IeTICHHBIN CPOK;
B) Ha HEOMPEICICHHBIN CPOK;

22. XapakTepucTHKa MpeCcTaBiseT COOOM:
a) JOKYMEHT, yJOCTOBEPSIOUIMIA MOpYyYEHHE KOMY-JIMOO OIpeNeNIeHHBIX ACHCTBHM, mepeaauy
ONpENIETICHHBIX MTPaB JOBEPUTEIIS;
0) opuUIMANBHEIN TIOKYMEHT C OT3BIBOM O CIIY)K€OHOM, 00IIIeCTBEHHOU e TEIILHOCTH KOT0-1H00;
B) IOKYMEHT O BBINOJHSIEMbIX COTPYIHUKOM (QYHKIIUSX;

23. IlpaBuna BHYTPEHHETO TPYIOBOTO PACHOPSAAKA SIBISIOTCSA JOKYMEHTOM:
a) 00s13aTEeNbHBIM;
0) peKOMEHTyeMBbIM;
B) 10 MEPE HEOOXOIUMOCTH;

24. Homenkinarypa nen npencrapiseT coO0M:
a) ABUIKCHUC NJOKYMCHTOB B OpraHu3alnu ¢ MOMCHTA UX CO3AdaHUA WUJIK TTOJYUCHUA 1O
3aBEpIICHUS] UCTIOJIHEHUS WIH OTIPABIICHMUS;
0) cucTeMaTU3UPOBAHHBIN NEPEUYEHb 3aroJI0OBKOB /I C yKa3aHHEM CPOKOB UX XpaHEHUS,
O0(QOPMIICHHBII B YCTaHOBJICHHOM TMOPSAJIKE.

25. JIns BpeMEHHOTO XpaHEHUs JOKYMEHTOB I10 JUYHOMY COCTaBy YCTAHOBJIEH CPOK:
a) 75 ner;
6) 10 ner;
B) 50 ner.

26. Kakoil OmaHK oOpraHM3allid TMPUMEHSIOT JUIs O(OpMIICHHUS MpHKa3a IIo
OCHOBHOH J€SITEILHOCTH?

a) OJIaHK MHCHMA,

0) 0;1aHK KOHKPETHOTO BHIa IOKYMEHTA;

B) OJIaHK JOHKHOCTHOTO JIHIIA.

27. IlpaBom noanucaHus MPUKA30B BIIAJICET

a) PYKOBOJUTENH CTPYKTYPHOTO TOIpa3IeICHUS;
0) pyKOBOAHMTENh OPTaHU3AIINH;

B) JOJKHOCTHOE JIMI[O-COCTABUTEIb MTPUKa3a.



28. KTo nmonnuceiBaeT 3aaBiicHue?

a) pyKOBOJUTEIb OpraHU3aluHy;

0) pyKOBOJMTEINb CTPYKTYPHOTO MTOAPA3ACIICHHUS;
B) COCTaBUTEb.

29. Kakoif pexkBH3UT HYXHO OQGOpPMHUTb, YTOOBI KOMHS JOKYMEHTa IpHOOpena
IOPUINYECKYIO CHITY?

a) OTMETKA O 3aBEPEHUU KOIINH;

0) oTMeTKa 00 MCTIOJHHUTEE;

B) UJICHTU(DUKATOP HIIEKTPOHHOMN KOMUHU IOKYMEHTA.

30. Ilpomecc oTHeceHHs IOKYMEHTOB K OIPENEICHHOMY €1y M CHCTEMaTU3allus
JIOKYMEHTOB BHYTPHU HETO Ha3bIBAETCS

a) GopMHUPOBAHUEM JIETT;

0) HOMEHKJIATYpOH Je;

B) perucTpanueil 10KyMeHTOB.

31. K kakoMy BUJly IPUKa30B MOXXHO OTHECTH IIPUKa3 0 MpuéMe Ha padoTty?
a) IpUKa3 110 OPraHU3allMOHHBIM BOIIPOCAM;

0) puKa3 Mo OCHOBHOM 1S TENbHOCTH;

B) MIPHUKAa3 0 JINYHOMY COCTaBY.

32. Kakoil ne4aTplo 3aBepsieTcs MOAMUCh PYKOBOJIUTEIS HA OPraHU3allMOHHO-TIPABOBBIX
JMOKYMEHTaX MpeAnpusiTus (ycTaBe, IITaTHOM PACIIUCaHUN)?

a) TMevYaThio OT/esa KaJapoB;

0) meuyaTbio OyXTajaTepuu;

B) TepOOBOIl MIEUaThIO OpraHU3AITIH.

33. Uto Takoe MOJyIMHHUK JOKYMEHTA?

a) TEpBBIA WM EAMHUYHBIA SK3EMIUIAp OPHUIMAIBHOTO JTOKYMEHTa, O(QOPMIICHHBIN U
HOJIMCAHHBIA B COOTBETCTBUM C YCTAHOBJIEHHBIMU TPEOOBAaHUAMY;

0) KoM JOKYMEHTA, 3aBEpPEHHOT0 10 MPaBUJIaM, IPUAAIOLIIM €My IOPHINYECKYIO CUITY;

B) 1yOnMKart, BbIJaBa€MbIil B Cllydae yTpaThl BialelbleM MOJJIMHHOIO JOKYMEHTA.

34. Ha kakuX JOKyMEHTAaX MPOCTABJISETCA peKBU3UT «OTMETKA O MOCTYIJICHUHU JOKYMEHTa
B OpraHHU3aLUIO»?

a) Ha BXOJIAIINX;

0) Ha UCXOJISIINX;

B) HAa BHYTPCHHUX.

35. B Kakux JHSAX YCTAHABJIMBAIOTCA CPOKH MCIIOTHEHUS TOKYMEHTOB?
a) B KaJICHAAPHbBIX JHSIX.
0) B pabouux JAHSX.

36. JIokyMeHTBI, COCTaBIsIEMbIE KOMUCCHEM, TOAMUCHIBAIOTCSA
a) pyKOBOJUTENIEM OpraHU3aLHHY;

0) mpeacenareneM KOMUCCHH;

B) IIpe/ice/iaTeIeM U WICHAMH KOMUCCHUU;

T') IpejiceaTesieM KOMUCCHU U CEKPETAPEM.

37. 'apaHTHITHOE MUCHMO:
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a) moATBepkmaeT (aKT OTHPaBKHU aJpecarTy KaKuX-THO0O JOKYMEHTOB WJIH JIPYTrUX
MaTepUaIbHBIX IEHHOCTEM;

0) moATBEpKIaeT OMpeIeNICHHBIE 00s3aTEIbCTBA, OOCIIAaHUS OpraHU3aIHH;

B) COJIEPIKUT OTBET Ha MUCHMO-TIPOCHOY.

38. AKT — 3TO

a) TOKyMEHT MH(OPMAIMOHHOTO XapaKTepa, COJIEPIKAIIUI ONMUCaHHE MPOU3BOACTBEHHON
ACATCIIBHOCTH OpPraHU3aluu;

0) TOKYMEHT, aJpEeCOBAHHBIA PYKOBOJMTEIIO OPraHU3alUA U MHPOPMHUPYIOUIUN €ro o
CHOKUBILIEHCS CUTyalluu, UMCBIICM MCCTO (baKTe;

B) IOKYMEHT, MOJTBEPKAAONTUH (haKThl, COOBITHUS, TCHCTBUSI.

39. By oprann3aiimoHHOT0 JOKyMEHTa, KOTOPBINA OTNpeIeseT MOPsI0K 00pa3oBaHusl,
CTPYKTYPY U OpraHU3auio paboThl IPETPHUITHS

a) yCcTaB;

0) MHCTPYKIIUS;

B) TTOJIOXKEHUE.

40. U3 gero coctout rpud coriacoBaHus T0KyMeHTa?

a) cimoBa «COI'JTACOBAHOY;

0) u3 cioBa «COI'JTACOBAHO» u nmoanucu ¢ pacmudpoBKoOif;

B) u3 cinoBa «COI'JTACOBAHO», nommucu ¢ pacmudpoBKOil U JaThl MOANHCAHUS
JIOKYMEHTA;

r) U3 cinoa «COTI'JIACOBAHO», noKHOCTH aHIla, HAUMEHOBAaHUS OpTraHHU3allUU,
MOAMHKCH C paciIMPOBKON U AATHI TOAMMCAHHUS.

41. V3 yero coCTOUT PErucTpaliMOHHBIN HOMEP TOKyMeHTa?

a) W3 TOPSAKOBOTO HOMEpa, KOTOPBIM MOKET OBITh JOMOJHEH IO YCMOTPEHUIO
OpraHH3aIuy;

0) TONBKO U3 TOPSIKOBOTO HOMEPA JOKYMEHTA;

B) U3 UHJEKCA Jiea, B KOTOPOEe MOAIINBAETCS JOKYMEHT;

I') 10 YCMOTPEHHUIO OpraHU3alHH.

42. B Kakux clydasx I[pPUBOAMUTCS COKpAIlEHHOE HAaMMEHOBAHME OpraHU3aluy,
BBIITYCKAIOIIEH JOKYMEHT?

a) eCIIM MOJIHOE HAa3BaHUE OPraHU3aluy COCTOUT OoJiee YeM U3 5 CJIOB;

0) eciaM COKpAllleHHOE€ HAMMEHOBAHUE 3aKPEIUIEHO B YUYPEAMUTENbHBIX JIOKYMEHTax
OpraHu3aluy;

B) €CJIM COKpAIlleHHOE€ HAaUMEHOBaHHE UCIOIb3YyEeTCsl Yallle, YeM MOJHOE;

I') €CJIM JOKYMEHT SIBJISIETCS] BHYTPEHHUM.

43. Cranaapruzanus — 3T0

a) CBepKa JOKyMEHTOB yupexaenus ¢ TpedoBanus ' OCT;

0) mpoiiecc YCTaHOBJICHHS M IPUMEHEHUS MIPABUII C IETBI0 YIOPSI0UYCHUS ACSITEIbHOCTH
B JICJIONPON3BO/ICTBE;

B) CBEpKa JOKYMEHTOB yUPEKIEHUS ¢ (DaKTHUECKUM HAJTMYMEM COOTBETCTBYIOIIMX MaTe-
pUaTbHBIX OJar;

T') KOMIUIEKC TIOJIOKEHUH, ONPEISNISIOIINX OPTaHU3AIHNIO TOKYMEHTOB Ha MPEANPUSTHH.

44. JlokyMeHTallMOHHOE 00ECTIeYeHHE YIPaBJICHUS — 3TO
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a) esATeNFHOCTH amnmnapaTa yrpaBlIeHHs, OXBaThIBAIOIIAsl BOIPOCH JOKYMEHTHPOBAHUS U
OpraHm3aiy paboThl C JOKYMEHTAMH B TIPOIECCE OCYIISCTBICHUS WM YIPABICHUYCCKHUX
byHKIINIT;

0) mpaBUIBLHO O(QOPMIICHHBIE JOKYMEHTHI, OTPAKAIOIINE BECh CIEKTP YIpPaBIECHYECKOU
JEeSITEITLHOCTH TIPEIIPUSTHS;

B) OpraHu3aIlys TOKyMEHTO000pOTa B YUPEKICHUU;

I) KOMIUIGKC OCHOBHBIX TIOJIOXKCHHH, OINPEHCISIONMX W  PErIaMEHTHPYIOIINX
OpPTaHHU3AIHI0 JOKYMEHTHPYEMBIX MPOIIECCOB HA MPEATPHUSITHH.

45. Kakue peKBU3UTHI OTHOCSTCS K FOPUINYECKH 3HAUUMBIM?
a) JAara, perucTpaliOHHBIA HOMEP JOKYMEHTa;

0) 3aroJI0OBOK K TEKCTY, OTMETKa 00 UCIIOIHUTEIIE;

B) PE30JIIOLIUS, OTMETKA O HAIMYMH IPUIIOKEHUH.

46. JlokyMeHT, coep KaIiii 3aIuch X0a 00CYK/ICHUS BOIIPOCOB U MPUHSTHS pEIICHUIN
Ha COOpaHUsX, 3aCeIaHUsAX, COBEIIAHMSIX, KOHPEPEHIIUAX, IETOBBIX BCTpeUax — 3TO...

a) yKa3aHWue,

0) IpOTOKOJT;

B) pacrlopspKEeHUE

47. Kakue TOKyMEHThl MUHYIOT CTAJIMIO IPOEKTa
a) TOKJIaJHBIC 3aMKUCKH;

0) mpuKaskbI;

B) CIIPaBKH.

48. Kakue 13 nepeunciaeHHbIX JOKYMEHTOB OTHOCSTCS K OPraHU3alliOHHBIM
a) MIUChMO, TTOJI0KEHHE

0) ycTaB, UHCTPYKIIHS

B) yCTaB, yKas.

49. KakuM OopraHom U3aeTcs pelieHue

a) KOJIJIErHaJIbHBIM

0) 3aBUCUT OT OPraHU3aIMOHHO-TIPABOBON (DOPMBI
B) €IMHOJIMYHO PYKOBOIUTEIIEM

50. Kakoil pekBU3UT pacnoiaraercsi B JIEBOM HUKHEM YIIIy
a) rpud yTBEPKICHUS

0) Bu3a

B) rpu( OrpaHUYCHHS

51. KonTpois 3a cobmroaeHueM rpaduka JOKyMeHTO0O00pOTa BO3jIaraeTcs Ha:
a) pyKOBOJMTEIS OpraHU3aliu

0) rmaBHOTO OyXTanrepa

B) ob1ee coOpaHue ydupeaurenen

52. Opranuzanus 00s3aHa XpaHUTh BCIO OyXTalITEPCKYIO JOKYMEHTAIUIO!
a) He MEHee 3 JIeT;

0) He MeHee 5 JIeT;

B) He MeHee 10 ner;

r) He MeHee 15 mer.

53. Pabouwii r1aH cueToB OyXTraJTepPCKOTO yueTa YTBepKIaeTCs MPEaIPUATHEM:
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a) Ha ocHOBe [Inana cueroB, yrBepkaeHHOro MunuctepcTBoM puHaHCOB PD;
0) caMOCTOSITEIIBHO.

54. JIOKyMEHTHUPOBAHUE B XO3SIMCTBEHHOM 1€ATEILHOCTU — 3TO
a) ohopmIIeHHE BTOPUYHOTO YUYETHOTO JOKYMEHTA

6) ohopMiIeHNE TIEPBUYHOTO YUYETHOTO TIOKyMEHTA

B) 0OpMIIEHHE COMTPOBOIUTEIBHOMN TOKYMEHTAIIUH.

55. IlepBuyHbIEC YYETHBIC JOKYMEHTHI B XO3SIICTBEHHOM JACSITEIBHOCTH OOPMIISIOTCS:
a) B cBOOOIHOM hopme

0) B cMemaHHOU hopme

B) B THIIOBOU (hopme
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[Ipunoxenue 5
KEHNC

Keiic - onucanmne pealibHbIX YJKOHOMUYECKUX, COIMATBHBIX B On3Hec-cutyanuii. O0yJaroruecs
JIOJDKHBI MICCTIEIOBATh CHTYAlHI0, pa3o0parbesi B CYTH MPOOJIEM, TPEMIOKUTh BO3MOXKHBIE
pelieHuss U BBIOpaTh Jiydimiee W3 HUX. KelChl OCHOBBIBAIOTCS Ha peadbHOM (HAaKTHYECKOM
MaTepHale UK e MPUOIKEHBI K PeaTbHOW CUTYAIIHH.

Llenvy kelica - HayduTh OOYYAIOIIMXCS AHAIM3HPOBATH MPOOJIIEMHYIO CHUTYAIHUIO,
BO3HUKIIIYIO TTPH KOHKPETHOM IOJIOKEHHUH JeJ, ¥ BhIpAaOOTaTh pelIeHHe; HAyYuTh paboTaTth ¢
nH(OPMAIIMOHHBIMU UCTOYHUKAMHU, TepepadaThiBaTh €€ U3 OJHOU (HOPMBI B APYTYIO.

B nporecce BBIOIIHEHN Kelca PEIIAIOTCS CIEAYIOINE 3a1a4u:
e  ®opMHpOBaHUE U Pa3BUTHE UHPOPMALMOHHON KOMIIETEHTHOCTH;
e PaseuTue yMeHUI UCKaTh HOBBIC 3HAHUS, AHAJTU3UPOBATH CUTYALUU;
e PaseuTue HaBBIKOB CAMOOPTaHU3ALNH, CAMOCTOSTEILHOCTH, NHULIUATUBHOCTH;
e PaseuTne yMeHU IPUHUMATh PEUICHMS, apTYMEHTHUPOBATh CBOIO ITO3ULIUIO.
O0s3aTenbHBIME COCTABIISIIOIIMME 3JIEMEHTAMH Ketica SIBIISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHAs 4acTb;
—  3aKJIOYCHUE;
— CIMCOK HCIIOJIb30BaHHBIX HCTOYHUKOB;
—  TIPWIOXKEHUS
TpeboBanust k OQOPMIICHUIO TMPAKTHYECKUX pPAaOOT MpencTaBieHbl B MeToandecKux
yKa3aHHUX K COJEPKAHNIO, OPOPMIICHUIO U KPUTEPUSIM OLICHUBAHUS TUCbMEHHBIX, IPAKTUYECKUX

U KYpCOBBIX pa0OT, yTBEPKICHHBIX pemeHrneM Hayuno-meToauueckoro coBeta (mpotokoi Ne§ ot
07.06.2018 1.).

3aganue: cocraBbTe M 0(OPMHTE JAOKYMEHTBHI, He00XO0JHMbIe B JaHHBIX
yYIPAaBJIEHYECKHX CUTYalUsIX.
Bapmuanr 1

Curyauus 1.

Ha MockoBckoM KOMOHMHATE MO MPOU3BOACTBY MY3bIKAJbHBIX MHCTPYMEHTOB U MeOenu
(rocynapcTBEHHOE MpeNnpUaTue), KOTopblii BXoauT B KoHiepH mo pa3paboTke U MpOU3BOJICTBY
MPONYKIIUH MY3bIKanbHOW mpoMbiiuieHHocTH (POCMY3IIPOM), neiictByer IlomokeHue o
IPEMHUPOBAHUH PYKOBOJHUTENCH LIEXOB, OTIENOB U cIyk0, yrBepxaeHHoe 05.01.2013 Ne 27.

12 ampens Tekyimiero rojaa aupekTop komoOmHata B.M.JlaproHOB mopydns1 Ha4aJIbHUKY
oTaena Tpyzaa u 3apabotHoi miuatel MapkoBy H.I'. paccuutars pa3mep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIIYO KOMOWHATa 1Mo WTOoraM paboThl 3a MEPBBIA KBapTal K 15 ampens, a
rnaBHOMYy Oyxrantepy komOunara TpommuHoi C.I'. — oprann3oBats BeITUIaTy IpeMuu k 20 ampens
TEKYILEro roja.

HavaneHuk mmanoBo-3koHoMH4Yeckoro otnena MarBeeBa C.H. u rmaBHBINA Oyxrantep
Tpommna C.I'. 3aBH3UpOBaAIIA MMPOCKT MPHKa3a TUPEKTOpa KOMOMHATA.

Curtyanus 2.

JlemapraMeHT TOAJNEPKKM W Pa3BUTHs Majloro MpEeANpPHUHUMATENbCTBA IHCHMOM 32
MOJIKCHIO 3aM.IUpeKTOpa JenaprameHTta CepukoBa A.B. yBemoMus pykOBOJCTBO AETCKOTO
cana Ne 1586 o ToM, UTO B CBSI3U C Pa3BUTHEM IPEANPUHUMATEILCTBA 3[JaHUE JETCKOrO caja
JIOJDKHO OBITh MEpelaHo AJIs TEXHUUECKUX HYXJ JelnapTaMeHTa.

Wcnonnurenem BacunbseBoil 1o mopydeHuro gupekrtopa aerckoro caza Ne 1586 HOro-
3anaZiHOro OKPY’KHOTO YIpaBJieHUs 00pa30BaHUsA I'. MOCKBBI, PacloyoKEHHOTO Ha MPOCIEKTE
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MuuypuHckoM, g0M 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aPECOBAHHOE OTAEIY IHCEM
Mbpun Mockssl 1o agpecy: r.MockBsa, yia. TBepckas, 13, B KOTopoM IupeKkTop AeTckoro cajga Ne
1586 O.A.A6pamoBa mpocuiia pa3o0paThCsi B JaHHOM BOIIPOCE, MOTHBUPYS TEM, YTO B HA3BAaHHOM
palloHe EeTCKUX CaJoB OCTAJIOCh MO U HE BCE AETU MOTYT MOCELIATh JETCKUE JOLIKOJIbHBIE
yapexaeHus. [TucbMo ObIJI0 OTBETOM Ha MOJIYYCHHBIM TOKYMEHT oT [lenapramenTa.

Bapmuanr 2

Curyauus 1.

A.H.lIunos, npeaceaarens POCCUICKOTO areHTCTBA MEKTYHApOAHOTO COTPYHUYECTBA U
pa3BuTHs (rocyaapcTBeHHas opranusanus npu [lpasutensctse P®D), 24 ¢eBpans Tekyero rona
NOPYYWJI  CTPYKTYPHBIM  MOAPA3ACICHUSIM areHTCTBA COBMECTHO C MPEICTABUTEISIMU
l'ockomumymectBa Poccum k 10 ampenss moArOoTOBUTH IHMPOEKT MPOrpamMMbl MPUBIEYEHHUS
WHOCTPAHHBIX HHBECTUIMI K MPOLECCY AKIMOHMPOBAHUS TOCYAAPCTBEHHBIX MPEAIPHUITHIH.
[lopyuyenue ObuIO JaHO BO UCHOJHEHUE mocTtaHoBieHus IIpaBurensctBa PO ot 24 Qeppans
Tekymero roga Ne 246 ['maBHOMY YNPaBJICHUIO OTPACIEBBIX HMHBECTUIIMOHHBIX MPOrpamM,
['maBHOMY [OrOBOpHO-IIPaBOBOMY YIPABICHHIO U [J1TaBHOMY yNpaBIEHUIO CTpPATErMu |
WHBECTUPOBAHUSI.

[IpoekT mpukasza npejcenaTesnis areHTCTBA ObLIT 3aBU3HPOBAH €0 MEPBBIM 3aMECTUTEIIEM
J.H.®enopoBbiM 1 HayaibHUKOM ['1aBHOTO JOrOBOpHO-IIpaBoBOro yrpasieHus U.B.MnbuHbIM.
KonTposns 3a ucrionHenneM npukasa 6su1 Bo3noxeH Ha [I.H.@enoposa.

Curyauus 2.

[Ipencenarens mpaBieHus axkiumoHepHoro kommepueckoro 6anka «TOPITIPEJIBAHK»
(mp.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymon
obpatuncs k ['enepampHomy nupekropy HIIO «Acbect» JI.M.BomnbHIEBY € mpockOoii
paccMoTpeTh Bompoc o mpenoctaBieHur B anutenbHyio apenny AKb «TOPITIPEJIBAHK»
pabouunx momazaei — 180 KB.M Mo pa3MeneHre oTaeIeHus OaHKa.

I[IucbmMo OBLIO COCTaBIICHO HCHOJHHUTENEeM IloaiecHO Ha JIOJDKHOCTHOM OJlaHKE
npeJceaarens npapieHus 0aHKa U MOANUcaHo 24 MapTa TEKyIIero roja.

Bapuant 3

Curyanus 1.

Hupextop OO0 «Meuray IlonsxkoB B.M. 10 okTs0pst Tekyiiero rojaa u3jgan MpuKa3 o
IIPOBEJICHUN WHBEHTapU3allM1 TOBAPHO-MATEPHAIIbHBIX LIEHHOCTEN Ha cKilaje npeanpusatus. OH
Ha3HA4YMJI KOMHUCCHIO MOJ| MPEACEAaTeIbcTBOM KOMMEPUECKOTo aupektopa 3oiorapesa E.M. B
COCTaB KOMHCCHUM BOIUTH TJaBHBIN Oyxrantep Bomoamna E.H. m Oyxranrep MBanosa B.C. B
nprKa3e ObUIO MOPYYEHO NPEACTaBUTh Ha YTBEPXKACHUE JTOKYMEHTHI CKJIAZCKOrO ydera (Io
COCTOSIHMIO Ha 1 OKTSOpsi) W OTYETHI 00 OCTAaTKax TOBapHO-MaTEPHAIBHBIX IIEHHOCTEH (110
coctosHutio Ha 10 okTs0pst) K 15 OKTAOpS.

[TpoexT mpukasa ObUT 3aBU3UPOBAH SKOHOMHUCTOM Tipeanpustis MutuHoit O.A.

Curtyanus 2.

Wcnonnnrenem M. 1O. [TonsskoBo# o nopy4eHUIo HadalnbHUKA oTAena Mmapkerunra [TAO
«Toprmorpedcoro3» (r.Mocksa, Jlecnas ym., m.18, 117123, Ten./dakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa 0b110
coctaBieHo nmucbmMo B aapec OO0 «Jleno», TexHuueckoMmy aupekTopy A.M.MsarkoBy o0
OTIIpaBKE JOKYMEHTAllMu cienymoomero coaepxxanus: «HampaBngem HeoOxonumbie Bawm
JIOKYMEHTBI, cofieprKalliie HHPOPMAIIHIO O [IeHE KOMIUIEKTa HayYHO-TEXHUYECKOM JOKYMEHTAIM!
Ha XojoawibHOe oOopynoBanue. IIpemnaraeM BbICIATh TEXHMYECKYIO JOKYMEHTAILMIO Ha

15



3apyOeKHBIE aHAJIOTH XOJOAMIBHOTO 000pynoBanus. [Ipu NPUHATHH TOJTOKUTEILHOTO PEIICHUS
0 3aKymnke o0OpynOBaHUS MPOCHMM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHBMO PYKOBOIHUTEIIO
otaena cosita HaymoBy C.I1.». JlaHHBIM THCBEMOM COMpPOBOXKAANAach crenudukanus Ha 28 1. B 1
9K3.

Bapmuanr 4

Curyauus 1.

C uenblo MpUBJIEYEHHUS CPEICTB ISl OOecreueHus: MPOU3BOJCTBEHHON eATEIbHOCTH
rerepanbHblil gupekTop OO0 «Texnukay (r.Kypcek) Cokonos O.I'. 20 ceHTAOps TEKyIIero rojaa
U3/l TMpUKa3 O CO3JaHMM  KOMMEpPYECKOro OT[ella B COCTaBe 3 IUTAaTHBIX EAMHMIL:
KOMMEpYECKOro Jaupekrtopa — 1, Bexaymiero crneruanucra — 1, crneuunanucra — 1. I'maBHOMY
Oyxranrepy npennpusitus ['opsiueBy I'.A. OblI0 OpYyUEHO NMPEICTAaBUTh HA YTBEPKICHHE HOBOE
IITaTHOE PAacHUCAHUE NPEANPUATHS Ha 4 KBapTal TeKyuero roaa k 1 okrsops. Kommepueckomy
nupektopy UrnarbeBy T.H., KOTOpbIM 3aBHU3UpPOBAT MPOEKT MpHUKa3a, MPEINHCAHO 3aKOHYUTH
KOMIIJIEKTOBAHUE OT/IeJIa KaJJpaMH C BBICIIMM SKOHOMUYECKUM 00pazoBaHueM K 10 oKTa0ps.

Curyauus 2.

MOCKOBCKMH pPagMOTEXHUYECKHI KOJUICI)K HMMEHM akaaemuka A. A. Pacretuna
Munucrepcra oOpazoBanusi PO (Mocksa, yi. b.JlekaOpbckas, 5, 124000, Ten.: 252-11-84, dakc:
253-32-36) pazocnan uHGOPMAIIMOHHBIC TUChMA JTUPEKTOPAM IIKOJ Tropoja ¢ coolieHneM 00
OTKPBITUM B HOBOM Yy4e€OHOM TOAY JBYX (DaKyabTETOB: COBpPEMEHHBIE HH(OpPMAIMOHHBIC
TEXHOJIOTHUH U Iopuanydeckuil. B mucbme coobmanock Takke O TOM, YTO MpaBuja IMpUeMa Ha
yKkazaHHble (akynpTeThl o0mme. [lucbmMo ObUIO cocTaBieHO ucmonHuTeneM CTenaHoOBOW M
noanucano aupekropom JI.b.MapTteiHtokom 15 maprta Tekyuiero roza.

TpeboBanus k pabote: oobeM padotel 5-7 crpanun, lpudt Times New Roman, 14,
«OIVHAPHBII» UHTEPBAIL.
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BapuaHT Kkeiica onpenejanTe 1o Tadanune.

IMpuaoxenune 6

[TepBas OGykBa
bamMHuIUK CTyICHTA

No BapuanTa

MBGEEA:J:N@<How:OEthSw%ihﬁwm>

AW WIN—=[ARW[IN = [ARWIN [ W~ W |~ DWW |—
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[Tpunoxenue 7
(Dopmupyembie kommereHuu: [1K-4).

Keiic - ommcanume peanbHBIX 53KOHOMHYECKHX, COIMAIBHBIX W OW3HEC-CUTYaIUH.

OOyuaromiyecs JOJDKHBI MCCIEIOBaTh CUTYalMIO, Pa300paThCcsi B CYTH MPOOJIEM, MPEIIOKHUTh
BO3MOXKHBIC pEIIEHHs M BbIOpaTh Jydinee M3 HUX. Kelchl OCHOBBIBAIOTCA Ha pealbHOM
(akTHUEeCKOM MaTepHualle WM K€ MPUOIKEHBI K PealbHOM CUTYaIUH.

Ilenp kelica - HayduTh OOy4alOUIMXCS aHAIW3UPOBATh MPOOJIIEMHYIO CHUTYalHUIO,

BO3HUKIIIYIO IIPU KOHKPETHOM IOJIOKEHHH /i€, M BHIpabOTaTh pelieHue; HayduTh paboTarth c
nH()OpPMAITMOHHBIMU HCTOYHUKAMH, TIepepadaThiBaTh €€ U3 OJIHON (OPMBI B IPYTYIO.

B npotiecce BbITIOTHEHHS Keiica pelaroTes CISAYIONIME 3a1a9u:
» ®opmMHpOBaHKE U pa3BUTHE WH(POPMAIIMOHHON KOMIIETEHTHOCTH;
* Pa3BuTHE YMEHMI1 NCKAaTh HOBBIE 3HAHNUS, AaHAJTU3UPOBATh CUTYALINH;
* PazBuTHe HAaBBIKOB CAaMOOpraHU3alNH, CAMOCTOSTEIbHOCTH, UHUIIHATUBHOCTH;
* PazBuTHe yMEHMI NPUHUMATh PELIECHUs, apTYMEHTUPOBATh CBOIO MO3HIIMIO.
OO0s13aTEIbHBIMU COCTABJISIFOIIIMMHE SJIEMEHTaMU Kelca SBIISIOTCS:
* TUTYJIbHBIH JIUCT;
* OCHOBHAs YacCTh;
* 3aKJIFOUYCHHE;
* CIIMCOK MCIOJIb30BAaHHBIX HCTOYHUKOB;
* IPUIIOKEHUS
OO0pasupb! keiic-3aaa4

PaCCMOTpI/ITe CUTyalluu, OTBCTHTC HaA CJICAYIOUIUC BOIIPOCHI.

a) Ilpomno 3acemanve WHBEHTAPU3AIIMOHHONW KOMHCCHM 3aBOJia Ta30BOM ammaparypsl, Ha
KOTOPOM pacCMaTpUBaJICsi BOMPOC O pe3yJbTaTax HWHBEHTapu3aluuu Mo ckiaagy Ne 2
BCIIOMOTaTeNbHbIX MarepuanioB. Ha 3aceganuu ObUIO TPHUHATO MOCTAHOBJIEHHE 00
YTBCPKACHUU PC3YJIbTATOB MHBCHTAPU3AIIMHW U OTHCCCHUSA 3a CUCT 3aBCAYIOLICTO CKJIAAOM
HEJI0OCTaud BCTIOMOTATEIBHBIX MaTepUajIoB B cyMMe 365 ThiCc. py0., a TakKe 3a4UTaHBI
CJIMYUTCIIbHAA BCAOMOCTS I10 CKJIaay Ne2wnu OGBHCHHTGHBH&H 3allrMCKa 3aBCAYIOLICTO CKIIAI0M.

BOITPOCHI:
1. Kakoif 1TOKyMEHT COCTaBJISIETCS 110 UTOraM 3acedaHuil KOMUCCHI pa3Horo poaa?
2. Kakue peKBU3UTHI T0JKEH BKIIOYATh JAHHBIA JJOKYMEHT?
3. CKOJBKO CTPYKTYPHBIX YacTEl OH Mpe/roaraeT?
4

Kakue akTudyeckre qaHHbIC TOJDKHBI OBITh BHECEHBI B 3TOT JTIOKYMEHT?

0) B crpoutrensHOM koomepaTuBe «CTpoiicepBuc» Obul OOHapyKeH (pakT HENpaBUIBHOTO
UCIIONIb30BaHUsI CTPOUTENBHBIX OTXO0MO0B. [Ipy mpoBepke paboTHI CKiIa/a MUIOMATEpUasoB
yCTaHOBJEHBI (DAaKThl OTIYCKAa B KOTEJIbHYIO Ui CXHUIAaHUA OTXOJOB MUJIOMAaTepUajoB
JuHHOM cBbilie 20 cM. B pacnopsauTenbHOM 4acTH CleAyeT MPeasiOKHUTh 3aBEIyIOIIEMY
CKJIa/IOM OpPTaHHU30BaTh paboTy MO pealn3aluy 0TX0A0B YaCTHBIM JIUIAM.

BOIIPOCHI:
Kaxoif TOKyMEHT II03BOJIUT PETJIAMEHTUPOBATH OTIYCK CTPOUTENBHBIX MAaTEPUaIoB?

Kakue myHKTBI 1O/KHBI OBITh B TAHHOM JIOKYMEHTE 00s3aTEIbHBIMU?
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CKOJIBKO JIOJDKHOCTHBIX JIMI[ JOJDKHBI OBITh OTBETCTBCHHBIMH 32 HWCIOJHEHHE ITaHHOTO
JOKymMeHTa?

Kakue pexkBU3UTHI JOJHKEH BKJIKOYATh TAHHBIN TOKYMEHT?
CKOJIBKO CTPYKTYpHBIX YacTel OH Ipearosaraet?

Kaxkue (hakTuyeckre qaHHbIC TOJDKHBI OBITh BHECEHBI B 3TOT TOKYMEHT?
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Eal

15.
16.
17.
18.
19.
20.
21.

22.

23.

[Tpunoxenue 8
Tembl pedepaTos
Crpykrypa u QyHKIMU ciryx)0s1 aenonpouspojctea (I1K-4).

JlokymeHT u ero xapaktepuctuku (I1K-4).

CoBpemenHas opranuzanus aenonpousBojactsa B Poccun (ITK-4).

OOm1ast xapakTepUCTHKAa HOPMAaTHBHO-TIPABOBOM 0a3bl JOKYMEHTHPOBAHUS
ynpasieHueckoit undopmarmeit (I1K-4).

CranmapThl B JOKYMEHTUPOBAHUHU yIpaBiieHUecKoi nesrenbHocTa (I1K-4).

OO6mue TpeboBaHUSA K IOPUANIECKON cuiie U opopmieHUI0 ToKyMeHTOB (ITK-4).

bnank nokymeHnra u ero pasHoBuaHoctu (I1K-4).

OcobenHoct 0hOpMIICHHSI MHOTOCTPaHUYHBIX TOKyMeHTOB (I1K-4).

Ocobennoctr opopMIIeHHsT OPTaHU3AIMOHHO-PACIOPSAUTENBHBIX T0KyMeHTOB (ITK-4).

. Ocobennoctu oopmieHus cnpaBoyHO-MHPOpManoHHOM gokymeHnTaruu (I11K-4).

. Ocobennoctu oopmienus kaaposoi fokymenTanuu (I1K-4).

. Obs3aTenbpHBIC U PEKOMEHIyEMbIe JOKYMEHTHI 110 yrpasieHuto nepconaiom (I1K-4).

. Cimyxxebnas u nenoBast koppecnonnennus (11K-4).

. OpraHu3anoHHOE IOCTPOEHHE CITYKObl JOKYMEHTAUOHHOTO 00ECIIEUeHHs yIIPaBICHUS

(TIK-4).

Opranm3anus padoTtsl ¢ oopamenusimu rpaxaad (11K-4).

JlokymeHnTupoBanue padotsl ¢ nepconanom (I1K-4).

Cucremaru3zanus 1 yuet JoKyMeHTOB opranuszanuu (I1K-4).

OrneHka 3HAYMMOCTH JJOKYMEHTOB U cpoku xpanenus (I1K-4).

Opranu3zanys apXuBHOTO XpaHEHUsI KaJpoBbIX 10KyMeHTOB (I1K-4).
KommnbroTepHblie cucTeMbl U TEXHOJIOTUH co3/1aHust ToKyMeHTOB (I1K-4).
ABTOMAaTH3WPOBAaHHBIE CHCTEMBI JJOKYMEHTAIIMOHHOTO obecrieueHus ynpasinerus (I1K-
4).

OducHbIe TpOrpaMMHBIE CUCTEMBI U 00JIa4HbIE O(DHUCH B TOKYMEHTAITMOHHOM
obecrieuenun ynpasieHus (I11K-4).

TexHonorust coctaBiieHust HoMeHKIATyphl nen ([TK-4).
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[Tpunoxenue 9
Howmep Tembl asist BeImoaHEeHUS pedepara onpeensercs mo Tadiuie:

OykBa a 0 B r hi§ e K 3 u K 1 M H 0
bamusiun
Homep
TeMbl — e | v |0 |~ |0 | [ |z |2Q |2 |
pedepara
OykBa i p C T y ¢ X i} 9y | m | I 3 0 | 4
bamuiun
Homep
TeMBI 21222 g |8 Q& |48 |8 |8&
pedepara
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[Tpunoxenue 10

IIpuMepHBbIii HepedyeHb BONPOCOB K 324eTy 10 JUCHUILIHHE
«JlokyMeHTaIMOHHOE O0ecriedeHue yIpaBIeHUusD

1. HazoBute HOpMaTUBHBIE AKTHI IO OPraHU3ALMK U BEJECHUIO JEI0NpOon3BoIcTBa B PD.
2. JlaiiTe onpeneneHue TEpMUHY «TOKYMEHT.

3. Uto npuaaéT JOKyMEHTAM IOPUIUYECKYIO CHITY?

4. [Topsinok anpecoBaHusl JOKyMEHTA.

5. OTMeTKHU Ha TOKyMEHTE: MOPSAIOK U MPAKTUKA TPOCTABICHHUS.

6. CornacoBaHue JOKYMEHTA.

7. [Toanucanue noKyMeHTa.

8. VY TBepKaeHUE TOKYMEHTA.

9. OcHOBHBIE OCOOCHHOCTH JIETIOBOTO SI3bIKA IOKYMEHTA.

10.  PacmopsauTenbHbIe JOKYMEHTHI, UX Ha3HAUEHUE, COCTaB, 0(OPMIICHHE.

11. [Iponiecc moAroTOBKM pacopsIAMTEILHOTO IOKYMEHTA.

12. OpraHu3anoHHbIE JOKYMEHTHI, UX Ha3Hau€HHUe, COCTaB, 0POpMIICHHE.

13. [Iponiecc mOArOTOBKM OpraHU3allMOHHBIX JOKYMEHTOB.

14. CripaBo4HO-HH(OPMAIIMOHHBIE IOKYMEHTHI, Ha3HaYeHUE, COCTaB, 0(hOpMIICHHUE.
15. [Ipouiecc moArOTOBKM aKTa.

16. [Ipotiecc mOArOTOBKH A€TIOBOTO MUChMA (MHULIMATUBHOTO).

17. [Tporecc mOATOTOBKY AEIOBOTO MHUCHhMa (OTBETHOTO).

18.  JIoKkyMEHTOOOOpPOT OpraHHU3alUu.

19. Perucrpanus 10KyMEeHTOB.

20.  HMnpexcauusi 1OKyMEHTOB.

21. Perucrpanuonnsie popmel. Ix Ha3HaueHHE.

22.  TumnoBble U UHANBUYAIbHBIE CPOKU UCIIOJIHEHUSI IOKYMEHTOB.

23. KonTposb ucnoiHeHus: TOKYMEHTOB.

24.  Pabora ¢ oOpanieHusIMHU TpaKaaH.

25. Bunpr obparenuii rpakaaH.

26.  Buasl JOKYMEHTOB I10 JINYHOMY COCTaBY.

27.  llpusnaku popMupoBaHUS ACII.

28.  OOmwme TpeOOBaHUs K CHCTEMAaTU3alluU JOKYMEHTOB.

29. [TeproaUYHOCTD COCTABIEHUS U BEICHUE HOMEHKIIATYPHI JIE]I.

30.  Hcnonp3oBaHHe HOMEHKIATYPHI €1 B I€IONPOU3BOICTBE, ONIEPATUBHOM U apXUBHOM
XpaHEHUU Jedl.

31. OcHoBHbIE TpaBuiIa (POPMUPOBAHUS JEII.

32. DKcnepTu3a IMeHHOCTH JOKYMEHTOB U JOKYMEHTHOUN HHGOpMAIT

33.  OmnepaTHMBHOE XpaHEHUE TOKYMEHTOB U AEII.

34. Opranu3anys HHQOPMaIMOHHO-CIIPABOYHOM pabOTHI 1O JOKYMEHTAaM OIePaTUBHOTO
XpaHEeHHUs.

35. [ToaroroBka nen Kk apXuBHOMY XpaHeHUI0. COCTaBlIeHUE BHYTPEHHEN OMUCH JTIOKY-
MEHTOB JIeJ1a U 3aBEPUTEIIbHON HAAMUCH, 0OPOpPMIICHHE O0JI0XKEK Jell.

36. Cucrema 3JeKTPOHHOTO JOKYMEHTO000pOTa: Ha3HauYeHUe, TUTFOCHI 1 MUHYCHI €€
UCIIOJIb30BAHUS.

37. KagpoBast nokyMeHTanus: coctaB JOKYMEHTOB, ITPaBUJIa COCTABJICHUS.

22



