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

HanpasnenHocts (poduiib)noAroToBKH: DKOHOMHKA OpTraHU3aluu
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.

Penen3enTnl:

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; "CrneumanucT Mo OpraHu3alud aJMUHUCTPUPOBAHUS CTPAXOBBIX
B3HOCOB", yTBepkeH npukazoM Muntpyaa Poccum ot 28.10.2015 No 788n; "busznec-ananutuk",
yTBepKJeH npukazoM MunTpyna Poccum ot 22.11.2023 Ne 821n; "Crneuwaiauct B OIEHOYHOM
NEeATeIbHOCTU", yTBEepkKIeH npukazoM Muntpyna Poccun ot 26.11.2018 Ne 742n; "Cneunanuct mo
MUKPO(DHHAHCOBBIM omiepanusiM", YTBepKJaeH nprukazoM Muntpyna Poccun ot 22.04.2015 Ne 238H;
"Cnernuanuct o pabdote ¢ 3amoramu’’, yTBepkaeH npukazoM Muntpyna Poccun ot 19.03.2015 Ne
176n; "Cnenumanuct mo JIM3WHIOBOM JEATEIBbHOCTH'", yTBEpXKAEH NnpukazoM Muntpyna Poccun ot
26.06.2017 Ne 515n; "CmeumanmucT pbhIHKA ILIEHHBIX Oymar', yTBEp)KIEeH NpukKazoM MUHTpyma
Poccum ot 23.03.2015 Ne 184n; "CrneunanucT 1o mporHo3UpOBAHUIO M HKCIIEPTHU3E 1IEH Ha TOBAPBHI,
paboThl U ycnyru", yrBepxaeH mpukazomM Muntpyna Poccun ot 03.12.2019 Ne 764n; "Cnenumanuct
mo paboTe C WHBECTHIIMOHHBIMU TMPOEKTaMH', yTBEPKIEH mpukazoM MuHTpyna Poccum ot
16.04.2018 Ne 239H; "Cnenuanuct no 3KOHOMHKE TpyAa'", yTBEpKAeH pukazom Muntpyna Poccuu
or 17.11.2020 Ne 795n; "Choeuuaauct mO BHEIIHEAKOHOMHYECKON IEATEIbHOCTH'", YTBEPKIACH
npukazoM Muntpyna Poccum ot 17.06.2019 Ne 409n; "Cneumamuct B cdepe ynpaBICHHS
MPOEKTaMU TOCYIapCTBEHHO-YaCTHOTO MapTHEpPCTBA', yTBepkaAeH mpukazoM Muntpyna Poccum ot
20.07.2020 Ne 431n; "DkoHOMHUCT TpeAnpusaTusd", yTBepKAeH npukazoM Muntpyna Poccunm ot
30.03.2021 Ne 161H.

CormnacoBaHue 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
00pa3oBareabHO 12
1 IIpOrpamMMBel
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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)

Llenb OCBOEHUS MUCHMIUIMHBI - HAyYUTh OYAYLIETO CHEUUAIMCTa MPUHIMIAM paboOTHI C
JOKyMEHTAaMH-HOCHTEISIMA WH(POpPMALIMU; PAa3BUTh Yy OOYyYaIOLIMXCS HABBIKM KOMaHIHOW pabOTHI,
MEKINYHOCTHOW KOMMYHMKALUU, IPUHATUS PEILICHUN

3aauu N3y4eHHs TUCIUIUIAHBL:

- O3HAaKOMJICHHE CTYICHTOB C COCTaBIC€HHEM H© OQOpPMJIICHHEM JOKyMEHTOB Ha OCHOBE
CYLLECTBYIOIIUX TOCYAAPCTBEHHBIX CTAaHIAPTOB;

- TONlyYeHHE CTYACHTaMU 3HaHHWH 00 opraHm3anuu paboThl ¢ JOKyMEHTAaMH Ha NpPEANPHITHH, B
OpraHu3alNy, YIPEKICHUU;

- M3y4eHHe MpaBuiI 0(OPMIICHUS YIPABICHYECKUX JOKYMEHTOB, H UX PEKBU3UTOB;

- PacCMOTpEHME MPUMEPOB JOKYMEHTOB, PEITIAMEHTHPYIOIIUX MIPOLIECC YIIPABICHUS.

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-I14.1/384 OCHOBBI JOKYMEHTAITMOHHOTO 00ECIIeUeHHUs YIIPABICHYSCKUX MPOIIECCOB,
a TaKXKe, CHCTEMbI 3JIEKTPOHHOTO TOKYMEHTOOOOPOTa M COBPEMEHHBIC TEXHHUYECKHE
CpeICTBa IS TOKyMEHTAIMOHHOTO O0SCIICUeHUS! YIIPaBICHUS
[1IK-114.1/385 TIlpaBwia coOCTaBICHHs OpPraHU3ANMOHHBIX, PACIOPSAUTEIbHBIX |

MH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, O(GOpPMIICHHUS PEKBU3UTOB O(UIIHATIBHBIX
JIOKYMEHTOB

I1IK-I14.2 YMmeeT opranu3oBaTh AEATEIbLHOCTD 110 IUIAHUPOBAHUIO, OPraHU3allii, MOTUBALIMU U
KOHTPOJIIO paboThl MepcoHaa MpeanpusTHA pa3IuyHbIX GOpM COOCTBEHHOCTH, OpraHU3aLUH,
BEJIOMCTB, a TaK)K€, JOKYMEHTALIUOHHOMY COIIPOBOKIECHHIO UX AESITEIbHOCTH
Ymemo:
[1K-114.2/YM4 AnHanu3upoBaTh W OIICHHBATh COJEPKAHUE JOKYMEHTOB, OOpa3yrOIINX
JIOKaJIbHYI0 HOPMAaTHBHO-TIPABOBYIO 0azy
[TK-114.2/YMm5 CocTaBiarb OpraHU3aIMOHHBIE, pacnopsiIuTebHbIC u
MH(GOPMAITMOHHO-CTIPABOYHBIE JJOKYMEHTBl IO O0ECHEeYeHUIO JOKYMEHTAIlHOHHOTO
COIPOBOXK/ICHUS yIPaBICHUECKUX MTPOLECCOB

3. MecTo aucuMiuinHbl B cTpykrype OIl

JucummuimHa — (Momynb) — «JlokyMeHTalMoHHOe — oOecrieueHWe  YIpaBJICHUsS»  OTHOCHTCS K
dbopMupyeMOll y4acTHUKaMH 00pa30BaTeIbHBIX OTHOMICHUH YacTH 00pa30BaTEIbHONW MPOTPAMMBI U
n3ydaercss B cemectpe(ax): Ounas dopma oOyuenusi - 3, OuHo-3a0uHas (opma oOyueHus - 3,
3aouHas opma oOydeHus - 3.

OcBoeHUE KOMITETCHIIUN HAYMHAETCS C U3YUYEHUS TEKYIIEH JUCIUILINHBI.
[Tocnenyromue TUCUUIIIUHBI (IPAKTUKH) 110 CBA3SM KOMIETEHIIUI:
MeHe T KMEHT;
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[InannpoBaHue U IPOrHO3UPOBAHUE;

[ToaroroBka K mpoiieaype 3alMThl U 3allMTa BBITYCKHON KBaTU(PUKAITMOHHON paOboThI;

[Ipennurnomuas npaxkTuka;

VYnpaBiieHrE IEPCOHATIOM;

B mporecce u3y4eHuss AMCUUIUIMHBI CTYACHT TOTOBUTCS K BUAaM MPO(GECCHOHAIBHON NesITeTbHOCTH

U PpEUICHUI0 TNpodecCHOHANBHBIX 3aaad, npeaycmoTpeHHbx PI'OC BO u obpaszoBarenbHOI

v

IIPOrpaMMOil.

4. O0beM IMCHUIIMHBI M BH/ABI Y4e0HOI padoThI

Ounas popma ooyuenus
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5. Conep:xaHue QTMCUMILIAHBI
5.1. Pa3gennl, TeMbl AMCUUILIMHBI M BUABI 3aHATHH
(4acel MPOMEXKYTOYHOM aTTECTALIMU HE YKA3bIBAOTCSI)

Ounas popma ooyuenus

HaumenoBanue pazaena, TeMbl

00y4eHHsI, COOTHECEHHBIE C
pe3yJbBTaTtaMyi OCBOEHUsL

[Inanupyemblie pe3ynabTarhbl
IPOrpaMMbI

Koncynpranun

Bcero

w | CaMocTosTenbHas pabora

[

i | JIGKITMOHHEIC 3aHATHUSI
w | IIpakTnueckue 3aHsaTus

Paznen 1. Opranusanus u 74 2 0 TIK-114.1
TEXHOJIOT'MS JIOKYMEHTHOI0 [IK-114.2
olecrieyeHNnsl ynpaBJIeHUsI
Tema 1.1. 14 4 4 6
HopmaruHo-MeTonmnueckas 6a3a
JOKyMEHTAI[MOHHOI'O
obecnieuenus ynpasieHus B PO:
UCTOPHUS BONIPOCA, OCHOBHBIE
TE€PMUHBI.

Tema 1.2. OpranuszanyonHas 14 2 6 6
JOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.3. PacniopsinurenbHas 14 2 6 6
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.4. 12 2 4 6
CripaBouHO-UH(POPMAITIOHHAS
JIOKyMEHTaIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 20 21 10 8
JIOKyMEHTaLMs: TpeOOBaHUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThI ¢
JOKyMEHTaMH.

Pasnen 2. Opranusanus 25 2 6 6| 11| IIK-I14.1
AO0KYMEHT0000poTa [1K-114.2
Tema 2.1. OCHOBHBIE IPUHIIUIIBI 14 2 4 8
OpraHu3aluy JOKyMEHTO000poTa.
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Tema 2.2. Ucnionnenue 7 2 2 3
nokyMeHToB. KoHTpoib
WCIIOJIHEHUS] TOKYyMEHTOB. Dopmbl
KOHTPOJIS] UICIIOJTHEHUS
JNIOKYMEHTOB. TUIIOBBIE U
WHAWBUIYaIbHBIE CPOKU
WCIIOJIHEHUS IOKYMEHTOB. AHAIN3
CTPYKTYPBI JOKYMEHTOO0OPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEJOCTaTKU UCIOJIb30BaHUS B
JIOKYMEHTAI[MOHHOM yIPABJICHUH
OpraHu3aluei.

Tema 2.3. Cucremaru3anus 4 2 2
JOKYMEHTHOU HH(pOpMaIuu.
OneparuBHOE XpaHEHUE
JOKYMEHTOB U JIeTI.

Hroro 99 2| 18| 36| 43

Ouno-3a0unas ¢hopma obyuenus

HaumenoBanue pazaena, TeMbl

00y4JeHHUsI, COOTHECEHHBIE C
pe3yJbTaraMyu OCBOEHUs

[Inanupyemsblie pe3yabTaThbl
MIPOrpaMMBbl

Koncynpranmmn

Bcero

& | CamocTosTenbHas pabora

N

— | JIeKITMOHHbBIE 3aHITHS
w | IIpakTHueckue 3aHsaTUA

Pasnen 1. Opranusanus u 70 0 8 [TK-114.1
TEXHOJIOTUSI JOKYMEHTHOT0 I1K-I14.2
odecrevyeHnsi ynpaBJjeHUs
Tema 1.1. 12 2 2 8
HopmaruBHo-mMeToauueckas 6a3a
AOKYMCHTAIIUOHHOT'O
obecrieueHus ynpapieHus B PO:
HCTOPHS BOIIPOCA, OCHOBHBIE
TEPMUHBL.

Tema 1.2. OpranuzauroHHas 14 2 4 8
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThl ¢
JOKYMEHTaMHU.

Tema 1.3. PacniopsigurensHas 14 2 4 8
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThl ¢
JOKYMEHTaMHU.
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Tema 1.4. 14 2 4 8
CripaBouHO-UH(POPMAITMIOHHAS
JIOKyMEHTaIMs: TpeOOBaHUS K
COCTABJICHUIO U 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 16 2 41 10
TOKYMEHTAIHS: TPEOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢

JIOKyMEHTaMH.
Pasnen 2. Opranuszanus 34 2 4| 10| 18| IIK-I14.1
AO0KYMEHT0000poTa [1K-114.2
Tema 2.1. OCHOBHBIE IPUHIIUITBI 18 2 4 12
OpraHu3aIKH TOKyMEHTO00O0pOTA.

Tewma 2.2. UcnonaeHne 12 2 4 6

nokyMeHTOB. KoHTpob
UCIIOTHEHUS TOKyMEHTOB. DOpMBbI
KOHTPOJISI UCTIOTHEHUS
JNOKyMeHTOB. Turossie u
WHANBUAYaJIbHbIE CPOKU
WCIIOJTHEHUSI IOKyMEHTOB. AHAU3
CTPYKTYpPBI JOKYMEHTOO0OpPOTA.
CucTeMbl AIEKTPOHHOTO
JTIOKyMEHTO000pOoTa: MpoOIeMbI
BHEJPEHUs, IPEUMYILIeCTBA U
HEJ0CTaTKU UCTIOIb30BAHUS B
JOKYMEHTAI[MOHHOM YIIPaBJIECHUU
OpraHu3aluen.

Tema 2.3. Cucremarusanus 4 2 2
JOKYMEHTHOU MH()OPMAIUH.
OnepaTtuBHOE XpaHEHNE
JTOKYMEHTOB U JIEJ.

Hroro 104 2| 14| 28| 60

3aounas popma 0oyuenus

E o
< o)
= =
% 5 S g3
= = O A o) =
= & S =i )
= ; 20 A 8 o)
= | 8| §|228
S| o | E |=ES
HaumenoBanue pazzena, TeMbl = o 2 2 (28 =
= 7 = g |2 o = <
S |2 |8 |5 [8.E8¢%
5 = o S |»E&8 ¢
= <] = = ST =
o) > = E 2 |25 a8 &
ol Q = = e T3 5 |
o jen b4 < = S 5, ) o
3 = O o < 53 30 &
M 4 = = O |IE 3 aE
Paznen 1. Opranusanus u 74 2 4 68| IIK-I14.1
TEXHOJIOT'MS JOKYMEHTHOIO [IK-114.2
olecreyeHnsl ynpaBJIeHUsI
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Tema 1.1. 12 12
HopmaruBHo-mMeToquueckas 6a3a
AOKYMCHTAIIUOHHOTI'O
obecrieueHus ynpasieHus B PO:
UCTOPHSI BOTIPOCA, OCHOBHBIC
TEPMHUHBL.

Tema 1.2. OpranuzauroHHas 16 2 14
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JOKYMEHTaMHU.

Tema 1.3. PacniopsigurensHas 14 21 12
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHHIO.
Texnonorust paboThI ¢
JOKYMEHTaMHU.

Tema 1.4. 16 2| 14
CnpaBouHO-UH(MOPMAIIMOHHAS
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JOKYMEHTaMHU.

Tema 1.5. Kagposas 16 16
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢

JOKYMEHTaMHU.
Paznen 2. Opranusanus 30 2 28| IIK-I14.1
JOKYMEHT0000poTa [IK-114.2
Tema 2.1. OcCHOBHBIE TPUHITUIIBI 18 18
OpraHM3aIfK JOKYMEHTO000pOTA.

Tema 2.2. UcnionHeHnE 12 2 10

nokyMeHToB. KoHTpoib
UCTIOJIHEHUS! TOKYMEHTOB. DOpMBI
KOHTPOJISI UCTIOJTHEHHUS
JTIOKYMEHTOB. TUIIOBBIE U
WHAWBUIYaIbHBIE CPOKU
WCTIOJIHEHUS IOKYMEHTOB. AHAJIN3
CTPYKTYPBI JOKYMEHTOO0O0pPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHE/IPCHUS, TIPEUMYIIIECTBA U
HEIOCTAaTKU UCIIOJIb30BaHMS B
JOKYMEHTAIIHOHHOM YIPaBICHUU
OpraHu3aluein.

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

Hroro 104 2 2 4| 96

5.2. Conep:kanue pa3iaejioB, TeM IUCHUTIINH
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Pa3zoen 1. Opzanu3zayus u mexnonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus

Tema 1.1. Hopmamueno-wemoouueckas 6aza 0OKyMeHmMayuoHHo2o obecneuenus ynpasienus ¢ PD:
ucmopus 60npoca, OCHO8HbIE MEPMUHBI.

Hctopusi BO3HMKHOBEHHMS M Pa3BUTHS YIIPABICHYECKOW JOKyMEHTAalUMU. Jleaomnpous3BOACTBO B
IpeBHEepycckoM — rocyaapctBe.  IlpukasHoe — gemompou3BoiacTBo.  CucTeMa  KOJUIEKCKOTO
nenonpou3BoAcTBa. Cucrema MHUHHUCTEpCKOro aenonpousBoactBa XIX-nauama XX BB. Mcropus
YIIPaBJICHUS U JEIONPOU3BOACTBA B XX BEKE.

Hokyment. HOpumnueckass cuna JgokKyMeHTa. DopMmynsip JOKyMEHTAa. bJIaHKu JOKyMEHTa.
JlokymeHTo000pOoT ® AokyMeHTonmotoku. Jlemo. Homenknarypa pgen. XpaHeHHE JTOKYMEHTOB.
OcHOBHbIE TIOHATHUS U TOJOKEHHUS 110 TOKYMEHTUPOBAHUIO YIPABICHUECKOH 1eATeIbHOCTH.
3akoHomarensHble akThl PO B cdepe muHbopmanmu u nokymeHtanuu. Ykasel [Ipesmpenta PO u
nocraHoBieHus IIpaButensctBa P®. HopmaruBHble mnpaBoBble akThl  PockomapxuBa.
locynapcTBeHHBIE CcTaHIAPTHI HA TOKYMEHTAIMIO. YHU(UKALMS U CTaHAAPTU3ALMUS YIIPABICHUECKUX
JOKYMEHTOB. BUIbI TOKYMEHTOB U UX KJIacCU(UKALIUSL.

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

OpraHu3alMmOHHO-TIPaBOBas JOKYMEHTAlMs: OOlIasi XapaKTepUCTHKA M CHEelU(HKa TOKYMEHTOB.
PazpaboTka u yTBepXKJEHHE KOMIUIEKCA OpPraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
NOJIOKEHUEe 00 OpraHM3aluy, CTPYKTYPHBIX MOAPa3/IeICHUSAX, KOJUICTHAJIbHBIX U COBEIIATEIbHBIX
OpraHax; IITaTHOE PAaClUCaHUE; HHCTPYKLHUHU [0 OTACIbHBIM BUAAM JIEATEIbHOCTH; OJKHOCTHBIE
UHCTPYKLIHH.

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

PacnopsnurenbHas noxkymeHtanus. OCHOBHOE Ha3HAY€HHME PACIOPSAUTENBHON JTOKYMEHTAlUU.
[IpaBuna coctaBieHUst ©  O(GOPMIICHHS  OCHOBHBIX  OPTraHHU3ALMOHHO-PACIIOPSAUTEIBHBIX
JOKYMEHTOB, IOpPUINYECKUE OCHOBAaHHUSA, CTPYKTypa T€KCTa U mpolenypa usnanus. CocraBieHue U
o(opmiieHre TPUKa30B, MOCTAHOBICHHA, PACTIOPSKEHUH U T.11.

JIOKyMEHTHpPOBAaHUE B €AMHOHAYAJIHHOM yIpaBieHUH. JJOKyMEeHTHpOBaHUE pabOThl KOJUIETHAIbHBIX
OpraHoB.

Tema 1.4. Cnpagouno-unghopmayuonnas OoKymeHmayus. mpeOOo8aHusi K COCMABIEHUI0 U
ogopmnenuro. Texnonoeuss pabomol ¢ OOKyMeHmMamu.

CripaBoyHO-UH(GOPMAITMOHHBIC JOKYMEHTBI, WX Ha3HaYeHUE, COCTaB M odopmiieHHe (aKThbI,
JOKJIAJTHBIC W OOBSCHUTEIIBHBIC 3alTUCKH, TEJeTrpaMMBbl, Telle(OoHOrpaMMBbl, CIIPABKH MO JIMYHOMY
COCTaBY M I10 OOIIMM BOIIPOCAM, OTUYETHI, IIPOTOKOJIBI, 3asSBICHHS PEICTABICHUS ).

[Tonsitue 00 oduIMaTbLHO-IETOBOM CTHJE. SI3BIK W CTHJIb CIYXKEOHBIX JOKyMeHTOB. OOmue
PEKOMEHIAIMH 110 CTHIIUCTHICCKOMY O0(DOPMIICHHIO JeJIOBOTO MuchbMa OCcOOCHHOCTH O(PHIIMATEHOTO
neroBoro ctuiisd. O0Imas KiacCupUKaIus ASTOBBIX MTHCEM.

Jenosas nepenucka. OCHOBHBIC 3JIEMEHTBI CTPYKTYPHI ISJIOBOTO MHChMA.

Dransl MOArOTOBKH TEKCTOBBIX JIOKYMEHTOB: HA0Op, peakTUpOBaHue, 0(hOpPMIICHHE.

Tema 1.5. Kaoposas ookymenmayus: mpebo8anus K COCMAgieHuro u ogopmienuro. Texronozus
pabomul ¢ OOKyMeHmamu.
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Jlenonpou3BOJICTBO 10 JUYHOMY cocTaBy. DyHKUMHU oraena kaapoB. OOs3aTenbHBIE JOKYMEHTHI
KaZpoBO# cITykObl. JIOKyMEHTBI IO JUMYHOMY COCTaBY: 3asBJICHHE O IIPHEME, YBOJIbHEHUH, IIEPEBOJIE;
TPYAOBBIE JOTOBOPBI; IIPUKA3bI 110 IUYHOMY COCTaBy. [IpaBOBbIE aCIIEKTHI 3aKJIFOUEHUs], U3MEHEHUS U
IIpEKpaLIeHus JEUCTBUS TPYAOBOIO JOTrOBOpa.

TpynoBass kuwxkka. IlpaBuna 3anonHeHus. BHeceHne H3MEHEHM B CBEIEHUS O pabOOTHHKE.
Hy6nukar. CBenenust o pabore. Harpaxaenus. YBoibHeHHE. YUeT U XpaHEHHE TPYHAOBBIX KHIDKEK.
OTBETCTBEHHOCTh 3a HECOOIIONEHUE MOpsSAKAa BEACHUS TPYAOBBIX KHIDKEK. JIMuHas kapTouka H
nuyHoe geno. Pasmensl nuyHOM KapTouku. OcHoBaHue ais 3amnosnHeHus. OdopmiieHHe JTHYHOU
kapTouku. Cpoku XpaHEHMsI IMYHBIX KOpToUeK. JInuHoe aeno.

Pazoen 2. Opeanuzayus 00Kymenmooodopoma

Tema 2.1. OcHogHble npuHyunsvl opeanu3ayuu OOKyMeHmoobopoma.

JIOKyMeHTOOOOpOT ¥ €ero OCHOBHbIE ATambl. OpraHu3allMOHHOE TOCTPOCHUE  CITYXKObI
nenonpousBoncTBa. Paznmenenune GyHKIMI Mexay MoapasfeNieHUsIMU  JIeJIONpPOU3BOACTBA U
UCIOMHUTENAMU. Perucrpamus u yyeT MoCTyHaroluX B OpraHu3anuio JokyMeHToB. [lonroroska u
peructpainus OTIpaBiIsieMblX JOKyMEHTOB. [IpoxoxkieHne BHYTPEHHHX TOKYMEHTOB. Y4eT o0bema
nokymeHtoobopora. KoHTponb 3a ucnonHeHueMm AoKyMeHTOB. OpraHuzanusi palnydoHaIbHOTO
IBUKEHHUS JIOKYMEHTOB BHYTpHU opraHuzauud. OOpaOoTKa HCIONHEHHBIX M  OTHPAaBIsSEMBIX
nokyMeHTOB. Peructpanonnsie popmbl. Peructpanus u uHaekcanus JOKyMEHTOB.

Tema 2.2. HUcnonnenue ookymenmos. Kommpono ucnonnenuss 0oxymenmos. Dopmvl KOHMpPONs
ucnoniHenuss 0oKymenmos. Tunogvie u UHOUBUOVATIbHBIE CPOKU UCHONHEHUS OOKYMeHmos. Auanus
CMPYKmMypvl 00KYMEHMo0Oopoma.

Cucmemvl  21€KMPOHHO20 ~ OOKYMEHmMoobopoma.: npoodnembl 6HeOpeHus, npeumywecmea u
He0oCmMamKkuy UCNONb308AHUS 8 OOKYMEHMAYUOHHOM YNPAGIeHUU Op2AHU3AYUel.

Hcnonnenne nokymeHTOB. KOHTpOIb HMCMOMHEHUS AOKyMEHTOB. DOpMBI KOHTPOJSI HMCIOTHEHUS
JTOKYMEHTOB. THIIOBBIE M WHAMBHIYAJTbHBIC CPOKH HCIIOJHEHHS OKYMEHTOB. AHAIHU3 CTPYKTYPHI
JIOKyMEHTO000pOTa.

CHuCTEeMBI AIIEKTPOHHOTO TOKYMEHTO000pOTa: MPOOIeMbl BHEAPSHHS, TIPEUMYIIIECTBA U HENOCTATKU
WCTIOJIB30BaHMsI B JOKYMEHTAIIMOHHOM YIIPABJICHUN OPTaHU3aIHCH.

Tema 2.3. Cucmemamuzayusi 0oxymeHmuou ungopmayuu. Onepamuenoe xpameHue OOKYMEHMO8 U
oer.

DkcrepTu3a IIEHHOCTH JOKYMEHTOB M JOKyMEeHTHON wuHbopmaruu. OOmme TpeOoBaHUsS K
cucTeMaru3auuu JokyMeHToB. Homenknarypa pnen. Buasl Homenkiatyp gen. CocraBieHue
3aroJoBKOB JeJl.

OcHoBHble npaBuiia popmupoBanus aen. OnepaTUBHOE XpaHEHHUE TOKYMEHTOB U Aenl. Opranuzanus
WH(pOPMAITMOHHO-CIIPAaBOYHON PAOOTHI MO JOKYMEHTaM OIepaTUBHOrO XpaHeHus. OdopmieHue
00JIOKKH Jera.

[TonrotoBka gen k apxuBHOMY XpaHeHHIo. CocTaBiieHHE BHYTPEHHEH OMHCH JOKYMEHTOB Jejia U
3aBepuTenbHON Haanmucu. CoctaBinenue u opopmiieHue onrceit. Bunbl onuceit. JlokyMeHTHpOBaHKE
nepepadn Jen Ha xpaHeHue. OOecriedeHUE COXPAHHOCTH JIOKyMEHTHOH wuHpopmaruu. OCHOBBI
aApXUBHOTO MOMCKA IOKyMEHTOB.

6. Pekomenyemble 00pa3oBaTe/ibHbIC TEXHOJIOTHH

[Tpu mpenonaBaHUM TUCHMIUIMHBI MPUMEHSIOTCS pa3HooOpa3Hble 00pa3oBaTeIbHbIC TEXHOJIOTUU B
3aBHCUMOCTH OT BHJIA U LeJIel y4eOHBIX 3aHATHH.
Teopetnueckuii MaTepualn u3naraeTcs Ha JEKIIMOHHBIX 3aHATUAX B CIEAYIOMHNX (popmax:
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- MpOOJIEMHBIE JICKITUH;

- neKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

CeMuHapckue 3aHSATHS 10 JUCHMIUIMHE OPHUEHTHUPOBAHBI HAa 3aKpelyieHHE TEOPETUUYECKOro
MaTepuaia, U3JI0KEHHOTO Ha JIEKIMOHHBIX 3aHATHSX, a TaKKe Ha MPUOOpPETeHHE JOMOIHUTEIbHBIX
3HAHUW, YMEHUW W MPAKTHUYECKUX HABBIKOB OCYIIECTBICHHS MPOGECCHOHATBHON NeATelbHOCTH
MOCPEJICTBOM aKTUBU3ALIMU U YCUJICHHS] CAMOCTOSTEIbHON e TEIbHOCTH 00y4arOIINUXCS.
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 cemuHapckux 3aHSTHSX OIICHMBAIOTCS U YYUTHIBAIOTCS BCE BUIbl AKTUBHOCTH CTYACHTOB:
YCTHBIE OTBETHI, JOMOJIHEHHS K OTBETaM JPYTUMX CTYAECHTOB, ydacThe B JUCKycCHUSX, paboTa B
rpynmnax, HHUIIMATUBHBIA 0030p MPpoOIEMHOTO BOTIpOCa, MMCbMEHHAs paboTa.

7. IlopAAOK NpoOBeAeHUS IPOMEKYTOYHOM aTTeCTAlUN

Ipomescymounas ammecmayus: Ounas popma obyuenus, 3auem, Tpemuii cemecmp.

1) PaGota ¢ TeCTOBBIMH 3aJaHUSIMHU.
2) BeimonHeHUE UTOTOBOM PabOTHI.

Ipomesicymounas ammecmayus: Ouno-3a0unas popma ooyuenus, 3avem, Tpemuii cemecmp.

1. PaGora ¢ TeCTOBBIMU 3aJaHUSIMU
2. BeimonHeHNE UTOTOBOM pabOTHI

Ilpomesicymounas ammecmayus.: 3aounasn gpopma obyuenus, 3auem, Tpemuti cemecmp.

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

8. OneHouHbIE MaTepHAJIbl TEKYLIET0 KOHTPOJIS

Pazoen 1. Opeanuzayus u mexnono2us 0OKyMEeHmHo20 0becneuenus ynpaeienus
Koumponupyemvie M/IK: 1IK-114.1 [IK-114.2

Tema 1.1. Hopmamusno-memoouueckas 6a3a 0OKYMeHMayuoHHo2o obecnedenus ynpasnenus ¢ PD:
UCOpUsl 60NPOCA, OCHOBHbIE MEPMUHDI.

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

Bomnpocwi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCENICHHE JICKITMOHHBIX U IPAKTHYECKHUX 3aHATHH,
0) coOmoIeHUE AUCITUTUTHHBI.

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITUPOBATH BOIIPOCHI JIEKTOPY.
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3. Pabora Ha mnpakTHyeckux 3aHATUSAX: «lcTOpusi BO3HHUKHOBEHHUS M  Pa3BUTHUS
YIPaBIEHYECKON TOKyMEHTALIUN.
Ha xaxxaplit Bonmpoc HeoOXoauMO chOpMYIHPOBATH Pa3BEPHYTHIE OTBETHI:
Bomnpocs! ans o6cyxaenus
1. OtpaxeHue BONPOCOB JOKYMEHTHPOBAHUS, COCTAaBICHHS U OQOpPMIICHHS JOKYMEHTOB B
3aKOHOZATEIbHBIX 1 HOPMAaTUBHBIX AKTaX.
2. llonatne opuruHasa JOKyMeHTa, ero mpusHakd. [lomnuHHOCTE noKkyMmeHTa. IlonsTue
«TIOTIMHHUK.
. IlognmuHHbBIE ¥ TOANIOKHBIE TOKYMEHTBI. Bupl danbcupukanyy 10KyMEHTOB.
. [lonsTHe «xomust NOKyMeHTa». Buapl Konwuii.
. [Nopsimox oopmnenus konuit. FOpunudeckas cuiia KOMUu.
. bnank nokymenrta. Buasr OnaHkoB.
. CocraB OnaHKa, MOPSAIOK PACIIOIOKEHUS PEKBU3UTOB B OJIaHKE.
. braHku ¢ yIioBbIM M IEHTPOBAHHBIM PACIOJI0KEHUEM PEKBU3HUTOB.
9. OcHOBHBIE paBUJIa KOHCTPYHUPOBAHHSI OJIAHKOB.
10. bmanku ¢ wu300pakeHHEM TOCyIapcTBEHHOTo repba, repba cyObekra Qenepamuu, repda
MYHHUIIUIATEHOTO 00pa30BaHMUS.
11. ABrop noxymenTa. [Topsimok 0003HaYeHNsT HAUMEHOBAHUS OpraHU3alMU-aBTOPA TOKYMEHTA.
12. CnipaBouHble JaHHBIE 00 aBTOpE, UX COCTaB, pa3MelICHUE Ha OJIaHKe.

0N N bW

B koH11e npakTHyecKoit paboThl HEOOXOAMMO CPOPMYIHPOBATH 0OOOIIAIOIINI BBIBOI.

Tema 1.2. Opeanuszayuonumas OOKymMeHmayusa: mpeOo8aHus K COCMAGIEHUIO U OQDOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMEHMAMU.

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

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

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

2. PabGoTa Ha JIEKIIMOHHBIX 3aHATHUSAX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTb Ha JICKLIUH, YMEHUE (POPMYIHPOBATH BOIPOCHI JIEKTOPY.

3. PaGoTta Ha MpaKTUYECKUX 3aHATUIX: AesioBas cuTyanus "OTKphITHE COOCTBEHHON (PUpPMBI
(dbopma cobcTBEeHHOCTH Ha BBIOOD)".
[IpakTiueckoe 3aHSATHE MNPOBOAUTCS B HHTEPAKTUBHOM (hopMe C HCIONb30BAHUEM KOMAaHJIHOTO
METOZa BBIMIOJIHEHUS 3aJ]aHusl C pasrpaHUYeHUEM (PYHKIMOHAIBHBIX 00A3aHHOCTEN CTYIEHTOB MPHU
BBITIOJTHEHUH 3aJaHUs. 3aTeM YCUJIUsS 00bEeIUHAIOTCS, U OPraHU3yeTCsl aKTUBHBIN UAJIOT CTY/IEHTOB
C mpemnojaBareyeM U MeXAy coOO0# ISl MOABEAECHUS UTOTOB M MPUHATHS PEUICHUS], YTO TO3BOJSET
pa3BUBATh HABBIKM KOMaH/IHOM pabOThl, MEXINYHOCTHON KOMMYHUKALIUU U IPUHATHUS PELICHHI.
3amaun:
1. IIpaBuibHO O(GOPMHUTH JENOBYIO JOKyMEHTaruio (YcTaB, MPOTOKOJI O CO3JIaHHUH, JOTOBOpP 00
yUpeXJIEeHUHU, LITaTHOE pachucaHue, oOmMi OJaHK OpraHu3alluu, MPOAOIbHBIA ONaHK MUChMa
OpraHu3aIuK Ha JIBYX s3bikax) cormacHo [OCT.
2. [IpogeMOHCTpHUPOBATh MOyUYEHHBIE paHEee TEOPETUUECKUE 3HAHUS ITyTEM BBIMIOJIHEHUS 3a/laHUH.
3. 3akpenuTh paHee U3yUYCHHbIE MpaBUia NPOPECCHOHATBLHOTO JEIOBOTO 3TUKETA, IyTEM PELICHUS
CUTYaI[MOHHBIX 3a]1au.
[Ipennaraemasi nenoBas urpa pa3BUBAeT HABBIKM pPaOOTHI C JTOKYMEHTAMHU IO JIMYHOMY COCTaBY
(coctaBnenue, odopmieHue). OTo Haubosee TUNUYHBIA (pParMeHT TPYIOBOM JeATEILHOCTH,
TpeOyIoMMii CUCTEMHOTO MPUMEHEHUS! YMEHUM M HaBBIKOB, KOTOPHIMH JOJKEH OBJIAJETh CTYICHT.
ConeprkaHue JeI0BOM Urpbl MpeanoaraeT Hajluuue JOCTaTOYHOTO YPOBHS MOJATOTOBKU CTYAEHTOB
HE TOJIBKO B 00JIACTH JI€JIONPOU3BOCTBA, HO U B JPYTUX cepax.
[TocnenoBareabHOCTH BUIOB YUEOHOM NESITEIBHOCTH:

TTonrorosneno B cucteme 1C:Yuusepcurer (000001047) Crpanuria 13 u3 30



1. JlenoBas urpa.

2. AHaiu3 BEINOJHEHHEIX 3aJaHUi.

[IpakTuyeckoe 3aganue:

| onpezeneHue CTyAeHTOM cepbl TPYAOBOH 1eATEIbHOCTH YCIOBHO CO3aHHON (QUPMBI;

"] pa3paboTka 1 0o(popMIICHHE TOKYMEHTOB.

B nauane urpsl rpymnmna pazouBaeTcsl Ha OJHOTUIIHBIE TOATPYIIIBI C TUIOBBIMU POJIIMU (5 TPyl 1O
5 demoBeK B KaXIOH), JaeTcs HUCXOomHas WHGOpMamus O JACJIIOBOM Urpe, OTpakaromias
MOCJIEIOBATENBHOCTD U XapakTep AeicTBUS UTPOKOB. [loce 3Toro cTyaeHTsl, cieays METOANYECKUM
yKa3aHUAM, pabOTalOT ¢ UTPOBON JOKYMEHTAIMEH U PEIIaloT MPAKTUYECKUE CUTYaI|H.

[ToaroroBka Urpsl.

PykoBomuTens Urpsl (pemnoaaBareb):

] pa3bsCHSIET IpaBUJia U MOPSAI0K NEUCTBUM IETOBOM UTPBI.

YyacTHUKH UTpHI (0JJHA KOMAH/1a) — 9TO 5 yUpeAuTeNIeH YCIOBHO CO3IaHHON (DUPMBI:

| IpUAYMBIBAIOT Ha3BaHUE YCIOBHO CO3/IaHHOM (PUPMBI, UCXOASI U3 OCHOBHOTO BHJIa JIEATEIBHOCTH,
KOTOpasi MpOIucaHa B KapTOUKe-3aaHUN;

| ompenensitoT AOIMOJHUTENbHbIE BUIBI JEATEIBHOCTU YCIOBHO CO3JaHHOW (UPMBI, MOIb3YACH
tabmuuen coorBeTcTBHI OKBO/I;

| IpUAYMBIBAIOT MECTOHAXOXK/IEHUE YCIOBHO CO3aHHON (DUPMBIL;

(] onpenensoT YCTaBHOW KalUTal YCIOBHO CO3IaHHOW (PUPMBI;

| onpeaensoT MPOLUEHTHYIO OO yYacTUsl Ha Ka)KJ0TO yUpeInuTes;

| onpeAensoT pyKOBOAUTENS YCIOBHO CO3aHHON (DUPMBIL;

'] myuator 'OCT wu mrabnonel ansa ohoOpMIICHHUS HEOOXOAMMOW TOKYMEHTAIlMU JUIsl YCJIOBHO
CO31aHHOU (PUPMBI;

| pa3pabarbIBatoT U OQOPMIIAIOT JOKYMEHTHI, 3apaHee paclpelenuB, KTO 3a KaKOW JTOKyMEHT
OoTBeuaeT (pacrpeaeisieT BhIOpaHHBIM PYKOBOAMTENB): (YCTaB, MPOTOKOJI O CO3JIaHUU, JOTOBOP 00
yUpeXJIEeHUHU, LITaTHOE pachucaHue, OOmMi OJaHK OpraHu3alluu, MPOAOIbHBIA ONaHK MUChMa
OpraHM3aliy Ha ABYX SI3bIKaX);

] pyKOBOJIWTENH YCIOBHO CO3MaHHOW (PUPMBI (BBIOOpP CTYAEHTOB) 3aBEpsICT BCE JOKYMEHTHI CBOEH
MOJITUCHIO.

B uHTepecax co3maHusi OOCTAaHOBKHM COCTSI3aTEJBHOCTH B MpOLECCE IENIOBOM HIPHI CTYAEHTHI
HaOUPaIOT ONMPECICHHOE KOJIMUECTBO 0AJUIOB O MATHOAUTLHOM IITKaJIe 33 KaXKIbI pa3paOoTaHHBINA
TOKYMEHT, pe3yJabTaT CYMMUPYETCS.

3a abCONMIOTHO 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 OrlamlaeT pe3yaprarel. Takke mpernonaBaTellb XapaKTepu3yeT ypOBEHb
KBaJIM(UKALIMKA CTYIEHTOB IO BBINOJIHEHHON KOMaHAaMu paloTe, OIeHHMBas paboTy KaxXiaou
KOMaH/Ibl ¥ YYaCTHHKA KOMaH/]Ibl, OTMEYAeT JTYyYIlIHX.

VYcnoBus UTphl OTPAXKAIOT XapaKTEPUCTUKY PEaIbHOTO Mpoliecca TPYIOBOM JesSTEIbHOCTH YeIoBeKa.
Heo0Oxonumo:

| opranu3oBarh padoTy KakJI0TO0 y4aCTHUKA JAEIOBOW UTPHI U KOMAH/IbL;

| mpoaHaJINu3upoOBaTh MPABUIBLHOCTh COCTABICHUS KaXKA0T0 TOKYMEHTA;

'] obopMHUTE BCEe HEOOXOMMMBIC TOKYMEHTHI.

Uror urpsl.

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

Tema 1.3. Pacnopsoumenvhas OOKyMeHmMayus: mpebo8anus K COCMAGIEHUI U 0QOpMIEHUTO.
Texnonoeus pabomsi ¢ OOKyMeHmMAaAMU.

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:
a) MOCEIICHHE JIEKITMOHHBIX U MPAKTUUECKUX 3aHATHUH,
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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. Pabora Ha mnpakTHdeckux 3aHATUAX: [lpaBuwia oQOpPMIICHHS YIpPaBICHUYECKUX
(OpraHn3anOHHO-PACTIOPSIUTENBHBIX ) JOKYMEHTOB.
Bomnpocs! ans o6cyxaenus
Vka3zaHue BHJIA JOKyMEHTa, €r0 MECTO M HazHaueHHe B (OopMyisipe JOKyMeHTa. 3aBUCHMOCTb
¢dopmbl ToKyMeHTa OT ero Buaa. OOo3HaueHue ajapecara. [IpaBuia HamucaHus agpecara U MECTO
yKazaHus ajpecara B (opmymsipe nokymenrta. Ilopsmok odopmieHuss T10KyMeHTa ¢ HECKOJIbKHMU
azpecaramu.
Jlara noKyMeHTa. 3HAu€HUE JaTUPOBAaHUS JOKyMEHTAa. ABTOpCKHME JaTbl (COCTaBJICHHUE,
MOJMKCAaHUE), 1aThl, OTHOCSIINECS K COepKaHuIo. [laThl, XapaKTepHu3yIolIHe dIEMEHTHI (hopMyIspa.
Jatber 00paboTku qokymMeHTOB. [Topsinok odhopmieHus nat.
[IpaBuiia mprCBOEHUS PETUCTPALIMOHHOTO HOMEpA TOKyMEHTA.
IIpu MOArOTOBKE K 3aHATHIO CTYAEHT JOJDKEH:
* U3Y4YUTh TEOPETUUECKUE MMOHATHUS:
1. Yaudukanus 1oKkyMeHTOB. BHyTpuBHI0Bast yHU(DUKALIHSL.
2. CBs3b BUJIOB JJOKYMEHTOB U (DyHKIIUI yIpaBICHUSI.
3. OcobeHHOCTH OpraHU3alMOHHO-PACTIOPSIIUTEBHBIX JOKYMEHTOB.
4. CocraBnenue 1 o(hopMIIEHUE PacTIOPAIUTEIbHBIX JOKYyMEHTOB
JlaHHas mpakTHYecKas paboTa ABISeTCS MPONOHKEHUEM MTPAKTUYECKOi paboThr Ne2.
VYdacTHUKM Wrpel (OfHA KOMaHZa) — O3TO S5 yuYpeauTeled YCIOBHO CO3laHHOW (HUPMBI B
IpaKkTU4ecKoi padore 2.
3aganue:
1. CocraBnenne u 0o(OpMIIEHHE paACIOPAIUTEIBHBIX JOKYMEHTOB CO3JAaHHOM  (UPMBI
(pacniopsieHMsl, yKa3aHUsl, IPUKA3bl, BBIIHUCKH).
2. JlokyMeHTHUpOBaHHE JEeSTENbHOCTH KOJUIETHaJbHBIX opraHoB. CocTaBieHHe M O(OpMIICHHUE
IIPOTOKOJIOB, PELLICHUN.

Tema 1.4. Cnpagouno-unghopmayuonnas OoKymeHmayus. mpeOO8aHUsi K COCMABIEHUI0 U
ogopmnenuro. Texnonoeuss pabomol ¢ OOKyMeHmamu.

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

Bonpocsi/3ananus:
1. Iloceuienue 3aHATHIA:

a) MOCEIICHHE JIEKITMOHHBIX U MPAKTUUYECKUX 3aHATHUH,
0) coOIIOACHUE TUCITUTLIHHBI.

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BE/ICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuraa,
B) AKTUBHOCTb Ha JIEKLIUHU, YMEHUE (POPMYIUPOBATH BOIPOCHI JIEKTOPY.

3. Pabota Ha npakTuyeckux 3aHaTusAx: CocrapiaeHrne u opopMIICHHE CITYKEOHBIX U JAETOBBIX
MUCEM Pa3JINYHOTO HA3HAYCHHUS.
3amanue: OOparuTe BHUMaHUE HAa COCTAaB PEKBU3UTOB, BKIIOYAEMBIX B MHCHMO, U PEKOMEH/IyeMble
peueBsle 000poThl. Henmocraromue maHHble (10 3HAYEHUSIM PEKBU3UTOB M KOHKPETHBIM
00CTOSITEILCTBAM CHUTYaIUil) OTIPENIEIUTE CAMOCTOSTEIBHO.
I. CocraBpre mucbmo-uzBenieHue 3apeueHckoro HITAO «Crankxonpom» Hosokysnenkomy ITAO
«CrtpoiiapMarypay 0 MpUYUHAX 33A€P>KKH MOCTABOK MAIIUH U 000PYIOBAHUSI.
II. CocraBbre oT UMeHu Gupmbl «OpucCrap» MHPOPMALMOHHOE MUCHMO O NMPOAAXKE YACTHBIM H
TOCYIapCTBEHHBIM TPEINPUATHAM OQHCHOTO OOOpYIOBaHHS IO JIOTOBOPHOM CTOMMOCTH H O
BO3MO)KHOCTH IIPUHUMATH 3aKa3bl HA POCKTUPOBAHKE AH3aiiHa o(pucoB.

TTonrorosneno B cucteme 1C:Yuusepcurer (000001047) Crpanuria 15 u3 30



III. CocraBbTe NHUCHMO-NPUINIAIICHUE OpPraHU3alMOHHOTO KomuTeTa «Kpokyc Okcmo» ¢
MpeI0KEHUEM TOCETUTD CIIEHUATU3UPOBAHHYIO BHICTABKY «MexayHapoiHas BHICTaBKa JOMAIIIHEro
TEKCTHJIA U TKaHe# i opopmIileHust HHTepbepay». BeicTaBka mpoxoauT ¢ 24 1o 26 centsaops 2021 r.
B maBmwiboHE 1 (3ambl 2, 3 1 4) BeICTaBOYHOTO KoMIuiekca «Kpokyc Dkcmoy.

IV. CocraBsre rapantuitnoe nuceMo [TAO «Bogokanam» mis HITAO «Cantexnpoek» 00 okazaHuU
TEXHUYCCKOW MOMOIIHM B pa3paboTke paboumx deprexeidt HacocHoW cranmuu. [IAO «Bogoxanam»
MIPOCUT MIPOU3BECTH ATy pabOTy HEMOCPEICTBEHHO HA €r0 TEPPUTOPHUHU.

V. CocraBpTe MNHUCHMO-3aMPOC OOIIECTBEHHOW opraHu3anuu «Jlpy3bsi >KHBOTHBIX» B ajpec
tunorpadumn u3narenbcrBa «IIpocBelieHne» 0 BO3MOXHOCTH BBIIOJHUTH 3aKa3 HAa M3TOTOBJICHUE
OJIaHKOB ydeTa U OTYETHOCTH M COOTBETCTBYIOIIEE MTUCHMO-OTBET O COITIACHHU.

VI. CocraBsTe mUCHhMO-0TKa3 pykoBoacTBa Gupmbl «IIpemuym» (Braaenbia opuCHOTO KOMITIEKCA)
HoBocenoBckoMy — Hay4HO-TEXHHMYECKOMY  MPEANPHUSATHIO IO  BONPOCY  NPEIOCTaBIICHUS
JIOTIOJIHUTENBHBIX IJIOMAAeH Ui paciiuperus opuca. YKakure NpuuuHy OTKasa.

VII. CocraBbre pexkoMeHaarenbHoe nucbMo ManbiieBoil Upune [1aBnoBHE aiig 3aHATHS JOJKHOCTH
AKCIEPTa MO KPEAUTHO-(PUHAHCOBBIM OIEPALUSIM B KOPIIOPATUBHOM CEKTOPE.

Tema 1.5. Kaoposas O0okymenmayus: mpebosanusi K cocmasienuro u ogopmienuro. Texnonozus
pabomvl ¢ OOKYMeHMAaMmu.

dopma KOHTpOJIS/OlIeHOUHOE cpecTBO: [locerieHne u paboTa Ha JISKIIMOHHBIX U MPAKTHYECKUX
3aHATHAX

Bomnpocsi/3ananus:
1. Iocemuienue 3aHATHI:

a) MOCEIEHHE JIEKIIMOHHBIX U MPAKTUUECKUX 3aHATUH,
0) coOmoIeHUE AUCITUTUTHHBI.

2. PaboTa Ha JIEKLIMOHHBIX 3aHATHAX:
a) BeJICHUE KOHCTIEKTA JICKIIUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTrepuara,
B) aKTUBHOCTb Ha JICKLIUH, yMEHUE (POPMYIHPOBATH BOIPOCHI JIEKTOPY.

3. PaboTa Ha MpaKTUYECKUX 3aHATHSIX:
IIpakTueckoe 3ansatue 1. Jlenosas urpa «/lokyMeHTHpOBaHNE IPOLECCOB YIIPABICHUS.
JlenoBas urpa (CUTyaIusi) MPOBOIUTCS C LEJIbIO 3aKPEIICHUS TEOPETHUECKUX 3HAHUN CTYCHTOB IO
paccMarpuBaeMoil mpoOieMe, pa3BUTHS HABBIKOB KOMAaHIHOM  palOThl, MEXJINYHOCTHON
KOMMYHUKALUH, IPUHATHS PELIEHUH, JIUIEPCKUX KaueCTB.
Henp nenmosoil urpsl. IIpoBepuTh U OLICHUTH YPOBEHb TEOPETUYECKOW IIOATOTOBKU CTYIEHTOB,
3aKpENHTh MPAKTUUYECKUE HABBIKM B OOIACTH JOKYMEHTHUPOBAHMS YIPABICHUECKOW JEATEIBHOCTU
OpraHu3aIyii, NpeanpusiTuii, GupM pa3HbIX GopM COOCTBEHHOCTH M BUAA JesATeNbHOCTU. [ToHATH
pOJb JOKYMEHTOB M MX 3HAU€HHUE, KaK MPaBOil OCHOBBI JEATEIBHOCTH CaMOW OpraHM3alluM, Tak U
COTPYAHMKOB, U KaK 0a3bl CO3/1aHUS PAIlIOHAIBHOTO JOKYMEHTAIIMOHHOTO 00eceueHHsl.
JlenoBas cutyanusi: opopmieHue Ha paboTy.
Lenb: GpopMupoBaHHE YMEHHI M HABBIKOB pa0OTHI ¢ JTOKYMEHTaMHU TPYIOBOIO IMKJIA - MPUEM Ha
paboty, nepemenieHle U yBOJIbHEHHE PaOOTHHKA.
[IpakTueckoe 3agaHue:
"] cocTaBieHue U MpaBUIbHOE 0(hopMiIeHHE TPO(HECCHOHATBHOTO PE3IOME;
"] cobecenoBaHnE U IPUHATHE PEILICHHUS;
"] HOATOTOBKA JOKYMEHTOB, HEOOXOMMBIX JIsl TPY/AO0yCTPOMCTBA!
aBToOMoOrpadus, XapakTepUCTHKA; 3aII0THEHUE aHKETHI;
'] moka3 mporecca ABMKEHHS COTPYAHHMKOB B TMepuoj padoTel B (upMe IO HWHHUIIMATHUBE
PYKOBOIUTENS HITH 110 JIMYHOM MPOCHOE;
| cocTaBJIEHHE IPOEKTa IPHUKa3a 10 JUYHOMY COCTaBY.
Hror urpsl.
CocraBnenne u odopmieHre MNpodecCHOHAIBHOTO pe3ioMe, 3asBIeHUH, aBroOuorpadumu,
XapaKTePUCTUKH, MPHKa3a M0 JUYHOMY COCTaBy. DTH JOKYMEHTBI M COCTABAT OCHOBY O(OPMIICHHS
TPYAOBOH nesTensHOCTH cTydeHTa. Ompenensercs mnoOequTeNnb. XapaKTepH3YyeTCsl YPOBEHb
MIOJATOTOBKH CTYAECHTOB.
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[IpakTuueckoe 3anarue 2.

Bomnpocsr nst o6cyxnenus:

1. Kak ocymecTBisietT rpaxaanamMu Poccuu npaBo Ha Tpyn?

2. Kakne moKyMeHTBI IPEABSBISIIOTCS TIPH 0hopMIIeHIH Ha paboTy?

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

4. Yem oTIM4arOTCs IPUKA3bl IO OCHOBHOM JAEATEIbHOCTH OT MPHUKA30B MO JIMYHOMY COCTaBy?

5. Kakue pa3HOBUIHOCTHU MPUKA30B M0 JUYHOMY COCTaBY Bbl 3HaeTe?

6. Kakue TpeOoBaHMs MPEABABISIOTCA K OQPOPMIICHUIO PEKBU3UTOB MPUKA30B O JIUYHOMY COCTaBYy
Ha [1K?

7. B uem npenMy1iecTBa yHUGHUIIUPOBAHHBIX (POPM JOKYMEHTOB IO 00ECIIEUEHHIO KaJpaMu OPraHOB
roCyIapCTBEHHOTO yNpaBieHUs?

[IpakTnueckue 3aganus:

1) CocTaBbTe 3asBIICHHE O IPHEME Ha paboTy

2) CocraBbTe 3asBIEHHWE O MPEIOCTABICHHH OTITyCKa: OYEpPEIHOT0, Y4eOHOro, 0€3 COXpaHCHHS
coiepKaHUsl.

3) CocTtaBbTe 3as1BlIeHUE 00 YBOJIHHEHUH.

4) Ha ocHOBaHMM COCTaBIICHHOTO 3asBJICHHMs O TpremMe Ha pabory (3amanue Nel) cocTtaBbTe M
opopmute Ha IIK mpuka3 o mpueme Ha padboty. Hemocraromnue pekBU3UTHI BO3BMUTE U3 JaHHBIX
0a30BOTO MPEATPUATHSI.

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

6) Hcnonw3ys panHble 0a30BOTO MpennpusaTHs (HaUMEHOBAHHWE OpraHM3allHd, HAaUMEHOBaHUE
CTPYKTYPHOTO MOApa3JesieHuss U T.II.), coctaBbTe U odopmure Ha 1K mpukassl: o moompeHuu, o
HAJOKEHUU AUCLMITIMHAPHOTO B3bICKaHMSI; 00 0CBOOOK/IEHUHU OT 3aHUMAEMON JJOKHOCTH.

7) TloaroroBbTe MpencCTaBICHHE O MOOIIPEHUH, UCIOIb3ys TEMaTHKy HampaBiIeHHH IUIaHOBOTO
3a/laHMsl TI0 BBIMTYCKY JieTalieil), U Ha ero ocHoBaHWHM cocTaBbTe M odopmute Ha [IK mpukas o
MOOUIPEHHUH.

Pazoen 2. Opeanuzayus 00Kymenmooodopoma
Koumponupyemvie M/IK: 1IK-114.1 [IK-114.2

Tema 2.1. OcHnogHble npuHyunsvl opeanu3ayuu OOKyMeHmoobopoma.
®opma KoHTpoIs/oieHouHOe cpencTBo: [locemenne u paboTa Ha TEKIMOHHBIX U MPAKTUICCKUX
3aHATUAX
Bonpocsi/3ananus:
1. Iloceuienue 3aHATHIA:
a) MOCENICHHUE JICKIMOHHBIX U IPAKTHYECKHUX 3aHSATHH,
0) coOMIOCHUE TUCITUILTHHBI.
2. PaboTa Ha JICKIIMOHHBIX 3aHATHUSAX:
a) BeJIcHUE KOHCIIEKTAa JIEKIIHA,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JIEKIIUHU, YMEHHE (POPMYIHUPOBATH BOIIPOCHI JIEKTOPY.
3. Pabora Ha mpaKkTUYECKUX 3aHATHUIX:
[TpakTtuueckoe 3anstue 1. [TonroroBka n o0cmyKUBaHUE COBEIIAHUM (J€I0Bast UTPA).
Pabota npoBoauTCsSI B MUKpOTpYMIax Mo 2 4eI0BeKa.
XoJ Urpsbl:
1 sran. Onpenenuth TEMY U YYaCTHUKOB coBemianusi. COCTaBUTh MOBECTKY coBenanus. COCTaBUTh
TUTaH MPE3eHTAMOHHOTO MaTepuara.
2 sran. [lo pesynpraraM mpoBeACHUS COBEIIAHUS COCTABUTH €r0 MPOTOKOJ, CIENIaTh BBIIUCKY W3
MIPOTOKOJIA.
B aynutopuu npoucxoaut 3ammTa U 00CyKIeHUE BCEX AEIOBBIX COBELIAHMI.
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[TpakTuueckoe 3ansaTue 1. JIokyMeHTOOO0POT OpraHU3auu

Bomnpocsr nst o6cyxnenus.

1. UTo BXOAUT B MOHSTHE TOKYMEHTOOOOpOTa?

2. Kakue nenonpou3BOACTBEHHbIE TMPOLEAYPhl HUMEIOT OTHOUIEHHE TOJNBKO K BXOASIIUM
JTOKyMeHTam?

3. TonbKO K HCXOIAIIUM JOKYMEHTaM?

3amanue.

1. ITocTpouTs cXeMy OopraHU3aIKK PadOTHI C JTOKYMEHTaMH.

2. MHCTpyKIMs 1O JEI0NPOU3BOACTBY — KaK OCHOBHOW HOPMATHUBHBIN aKT, PErVIAMEHTUPYIONIUN
pabory ¢ gokymeHTamu. CoOCTaBUTh TPWIOKEHHS (Ha BbIOOp3-4) misi WHCTPYKIUU TIO
JIeJIONPOU3BOJICTBY.

Tema 2.2. Hcnoanenue Ookymenmos. Kowmponv ucnonnenus 0okymeHmos. Dopmvi KOHmMpOs
ucnonHenusi OOKymeHmos. Tunoevie u UHOUBUOYATbHBIE CPOKU UCHOTHEHUs OOKYMEHmOo8. Ananus
CMpPYKmypvl QOKYMeHmMoobopoma.
Cucmemvl  91€KMPOHHO20  OOKYMEHmMoobopoma: npobnemvl  6HeOpeHusi, Nnpeumyujecmed u
HeOOCMamKu UCNONb308AHUSL 8 OOKYMEHMAYUOHHOM YRPAGIEeHUU OP2AHUZAYUE.

dopma KOHTpOJIS/OlIeHOUHOE cpecTBO: [locerieHne u paboTa Ha JISKIIMOHHBIX U MPAKTHYECKUX
3aHATHAX

Bomnpocsi/3ananus:
1. Iocemuienue 3aHATHI:

a) MOCEIEHHE JIEKIIMOHHBIX U MPAKTUUECKUX 3aHATUH,
0) coOmoIeHUE AUCITUTUTHHBI.
2. PaboTa Ha JIEKLIMOHHBIX 3aHATHAX:
a) BeJICHUE KOHCTIEKTA JICKIIUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTrepuara,
B) aKTUBHOCTb Ha JICKLIUH, yMEHUE (POPMYIHPOBATH BOIPOCHI JIEKTOPY.
3. PabGota Ha mpakTH4ecKkux 3aHATHIX: PaboTa ¢ oOparieHus My rpak/iaH.
Bomnpocs! ams o6cyxaeHus:
1. Bug oOpateHuii rpaxaH.
2. TexHONMmOTHUs U CPOKHU pabOTHI ¢ oOpameHusIMU Tpakaad. COCTaBUTh CXEMY.
3aganue:
PaboTa nmpoBoguTCS B MUKPOTpyIInax Mo 2 4eaoBeKa.
1. CocTaBuTh OT JIMIa rpaXK1aHUHa oOpaleHue, popma rodas — 3asBIeHUE, Kanooa. ..
2. Ot nu1a opraHu3aluy OTBETUTh Ha O0OpalleHre rpakaannHa. JJoOkyMeHTalbHO 0(OPMHUTD OTBET.
B aynuropun npoucxoaut 3amuTa 1 00cyxaeHue oopalieHuii rpaXkJiaH 1 OTBETOB OT OpraHU3aIHi.

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

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

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCENICHHUE JICKITMOHHBIX U IPAKTHYECKHUX 3aHATHH,
0) coOmoIeHNE AUCITUTUTHHBI.

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

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

9. OeHOYHBIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

TTonrorosneno B cucteme 1C:Yuusepcurer (000001047) Crpanuria 18 u3 30



Ounas ghopma obyuenus, Tpemuii cemecmp, 3auem
Konmponupyemvie H/IK: I[IK-114.1 IIK-114.2
Bomnpocsei/3ananus:

1. PaGora ¢ TeCTOBBIMHY 3a/IaHUSIMHU.

Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIlMOHHOE OOEcCIeUYeHHe yIpaBieHus" MpeACcTaBiIeH B
MIPUJIOKEHUH 4.

2. BeimonaHeHe UTOTOBOM paOOTHI.

[TpumepHBIi MepedeHb BOMPOCOB K 3a4eTy MO TUCHUIUIMHE «/loKyMeHTarmoHHOe obecreueHue
YIPaBIEHUS MIPEICTABIECH B IPUIIOKEHUU 8.
3anaHus )11 IPOMEKYTOYHON aTTeCTallii CTYIEHTOB IIPEICTABICHBI B IPUIIOKEHUH 7.

Ouno-3aounas popma obyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie M/IK: 1IK-114.1 [IK-114.2
Bonpocsl/3ananus:

1. PaGora ¢ TeCTOBBIMH 3aJaHUSIMU.

HtoroBeiii TecT no nuctuiuinHe "JIOKyMEHTAIlMOHHOE OOecleueHue yIpaBieHus" NpeACTaBIeH B
IIPWIOKEHUHU 4.

2. BrimonHeHNE UTOTOBOW PabOTEHI.

[IpumepHBIil mepedyeHb BONPOCOB K 3a4yeTy MO IUCHUIUIMHE «JlOKyMEeHTalMOHHOE obOecreyeHue
yIpaBlIeHUS» MPEICTAaBICH B PHIOKEHUU 8.
3anaHus AJ11 TPOMEKYTOYHON arTecTallii CTYI€HTOB MPEICTABICHbI B PUIOKEHUHN 7.

3aounas gpopma obyuenus, Tpemuii cemecmp, 3auem
Konmponupyemvie H/IK: I[IK-114.1 IIK-114.2
Bomnpocwi/3ananus:

1. PaGora ¢ TeCTOBBIMH 3a/IaHUSIMHU.

Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIMOHHOE OOECIeueHHe yIpaBieHHus" MpeacTaBiIcH B
MIPUJIOKEHUH 4.

2. BeimonHeHnEe UTOTOBOM paOOTHI.

[TpuMepHBIil MepedeHb BONMPOCOB K 3a4eTy MO TUCHUIUIMHE «/loKyMeHTanmoHHOe obecreueHue
YIPaBIEHUS» MIPEICTABIEH B IPHIIOKEHUU 8.
3anaHus AJ11 IPOMEKYTOYHON aTTeCTallii CTYIEHTOB IIPEICTABICHbI B IPUIIOKEHUH 7.

10. MarepuanbHO-TeXHHYECKOE U Y4eOHO-MeToAuYecKoe obecrnedeHne I CHUIITUHbI
10.1. IlepeyeHb OCHOBHOM M IOMOJTHUTEJIbHOM y4eOHOM JIUTEPATYPbI

OcHognas tumepamypa

1. ApacnanoBa, B. A. JlokymeHTanimoHHOE OOECIeUeHUE YMPABICHUS: Y4EOHO-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 momcKe

2. Kysnenos, U. H. JlenonpousBoactBo: yaedHoe mocodue: yueobHoe 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 mormcKe

Jlononnumenvuas numepamypa
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1. Mensenesa, O. B. OdopmieHne opraHu3allMOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB: KYpPC
nexkuuit: kypc nekmuit / O. B. MenBenesa. - 2-e u3a., mepepab. u gom. - Mocksa, bepnun:
Hupekr-Menua, 2018. - 80 c. - 978-5-4475-9490-9. - Tekct: anekrpoHHbIH. // Jlupekr-Menua:
[caiiT]. - URL: https://doi.org/10.23681/480166 (mara oOpamienus: 26.09.2024). - Pexxum nocryna:
IO TIOJIITHCKE

2. Opranuzanus ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIEYEeHHUsl YIPABICHUS: DJICKTPOHHOE
yueOHOe mocobue: ydeOHoe mocobue: yueOHoe mocobme / cocT. C. E. Mumenun. - Kemeposo:
KemepoBckuil rocynapctBeHHblll yHuBepcurer, 2017. - 478 c. - 978-5-8353-2149-0. - Tekcr:
AJIEKTPOHHBII. // Hupexr-Menua: [calT]. - URL:
https://biblioclub.ru/index.php?page=book&id=481592 (mara oOpamenus: 26.09.2024). - Pexum
JOCTYTIA: TI0 TIOAMTUCKE

10.2. IIpo¢eccnonanbHbie 0a3bl JAHHBIX U pecypcbl «AHTepHET», K KOTOPBIM 00ecne4uBaeTcst
A0CTYI 00YYAKOIIHMXCS

IIpogpeccuonanvuvie 6azvl OaHHbIX
1. https://scholar.google.ru - Mexxnynaponnast HayuHast pedeparuBHas 6a3a JaHHBIX

Pecypcor « Unmeprem»
1. http://www.sibit.sano.ru - OdunmanbHbeIii callT 00pa3oBaTEIHLHON OpPraHU3aAIuN
2. http://do.sano.ru - Cucrema gucranmuonHoro o0yuenus Moodle (CJ1O Moodle)
3. http://www.gov.ru - ®enepaabHble OPTaHbl BIaCTH
4. http://www.garant.ru - CripaBouHasi mpaBoBasi cuctema «l apanr»
5. http://www.kadrovik.ru - HartnonanpHBIHM COI03 KaIpOBUKOB

6. http://window.edu.ru - HWapopmanmonHas cucrema «EgmHOEe OKHO gocTtyma K
00pa3oBaTeIbHBIM PECypcam»

10.3. IIporpamMHoe o0ecniedyeHue 1 UHGPOPMANMOHHO-CIIPABOYHbIE CUCTEMbI, HCIIOJIb3yeMble
NPH OCylIeCTBJIEHUH 00pPa30BaTeIbHOIO Npouecca no JUCIUIIUHE

[Ipu moAroToBKe U MPOBEAECHUH YUEOHBIX 3aHITHUI MO IUCHUIUIMHE CTYIEHTaMHU U IPernoiaBaTessiMu
UCIONB3YIOTCSL  CIEAYIOIIME  COBpEMEHHble  mIpodeccuoHalbHble  0a3bl  JaHHBIX U
MH(OPMAIIMOHHO-CIIPABOYHBIE CUCTEMBI:
1. DnexktpoHHas  OuOIMOTEYHass  CHCTeMa  «YHHUBEpCUTETCKas  OwOnIMoTeka  OHJIAWH
(http://www.biblioclub.ru).
2. UaterpupoBannas oubnuoreuno-undopmarmonnas cuctema MPBUC64 (http://lib.sano.ru).
3. CnpaBouyHo-npaBoBas cucteMa Koncynerantlntoc.
4. DnexrponHas cripaBoyHas cuctema ['IC OMmck.

10.4. CnneunajibHble MOMeNIEHUs, JIA00PATOPUM U J1a00OpATOPHOE 000pyI0BaHH e

WHCcTUTYT pacronaraeT MarepuajgbHO-TEXHUYECKOH ©0a30i, COOTBETCTBYIOIIEH JeHCTBYIOLUIMM
NPOTUBONOKAPHBIM MPaBUJaM M HOpMaM M o0ecleuyMBaionlel TMpPOBEJCHHE BCEX BHIOB
JUCLUIITIMHAPHOU u MEXIUCHUIIIIMHAPHOU [IOATOTOBKH, [IPaKTUYECKON u
HAy4HO-HCCIIEI0BATEIbCKON PaboT 00ydaIOINXCs, IPEAYCMOTPEHHBIX YU€OHBIM IJIAHOM.

Jlns mpoBefeHHsT Y4YeOHBIX 3aHATUH IO IUCIHMIUIMHE HCIOJB3YIOTCS CIEAYIONIME MOMEIEHUs,
OCHAIIICHHBIE 00OPYIOBAHUEM U TEXHUUECKUMHU CPEICTBAMH OOYUCHUS:

Jlns nexuuii, ceMuHapoB (IPAaKTUYECKUX ), TPYMIIOBBIX, HHIANBUAYAJIBHBIX KOHCYJIBTAllUN, TEKYIETO
KOHTPOJISI, MPOMEKYTOUHOM arrectauuu, [ MA

Mynsrumenuiinas yaeOoHas ayautopus Ne 210

[Tepedenn 06opynOBaHUS
AyIMOKOJIOHKA - 5 HIT.
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Jocka mapkepHas - 1 mT.

Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.

Cron - 37 mt.

Cron npenonasaress - 1 mT.

Cryn - 74 wr.

Cryn npenogasarens - 1 mr.

TpuOyna - 1 mT.

OkpaH - | mr.

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

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

Mynsrumenuiinas yaeoHas ayautopus Ne 211

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 5 HIT.
Jocka mapkepHas - 1 mT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.

Cron - 27 .

Cron npenonasaress - 1 mT.
Cryn - 54 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJIEHHE TIPOU3BOIUTCS 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

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

Mynsrumenuiinas yaeonas ayautopus Ne 301

[Tepedenp 06opynOBaHMS
Hocka - 1 mT.
Cron - 18 mT.
Cron npenonasaress - 1 mT.
Cryin - 36 wr.

TTonrorosneno B cucteme 1C:Yuusepcurer (000001047) Crpanuria 21 u3 30



Cryn npenogasarens - 1 mr.
Tematnyeckue uoctpauu - O mr.
TpuOyna - 1 mT.
VYyeOHO-HarIAHbIE TOCo0Ou - O IIT.

[lepeuens nmporpaMMHOro o0ecreueHus
(0OHOBJIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCH MPOTPAMMBI)
He ucnonb3yercs.

[lepeuenb MHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBITIOIHSACTCS €KEHEACIBHO)
He ucnonb3yercsi.

VYuebnas ayautopus Ne 302

[Tepedenp 06opynOBaHUS
Jocka mapkepHas - 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 nporpaMMHOro o0ecreueHus
(oOHOBJIEHHE TIPOU3ZBOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
He ucnonb3yercsi.

[lepeuenb HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)
He ucnonb3yercsi.

Mynsrumenuiinas yaeOoHas ayautopus Ne 304

[Tepedenp 06opynOBaHUS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
KomnbroTtep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 0 mT.
Cron - 18 mt.
Cron npenonasaress - 1 mrT.
Cryin - 36 wr.
Cryn npenogasarens - 1 mr.
Tematnyeckue noctpauu - O mr.
TpuOyna - 1 mT.
VYyueOHO-HarIIAHBIE TOCO0OUS - O IIIT.
OxkpaH - 0 mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHM MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 10
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[epedens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeoHas ayautopus Ne 312

[Tepedenp 06opynoBaHUS
AyIMOKOJIOHKA - 2 IIT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.
Tematnueckue uoctpauu - O mr.
VYyueOHO-HarIIAHBIE TOCO0OUS - O IIIT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJICHHE TIPOU3BOUTCS 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 BBITIOIHACTCS €KEHEACIIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeoHas ayautopus Ne 422

[Tepedenn 06opynOBaHUS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
NHutepakTrBHas q10ocka - 1 mT.
Kommnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
Cromn - 13 mt.
Cron npenonasaress - 1 mT.
Cryin - 26 wr.
Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

[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 8 Professional Russian

[epevens nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)
Consultant Plus
2GIS

Jnst nekuuid, ceMHHapoB (TPAKTHUECKUX, JaOOpAaTOPHBIX), KOHCYNIbTAllMK, TEKYIIEro KOHTPOJI,
MpoMEeKyTouHOM arrectanuu, [ MA
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JlaGopatopusi cormanbHO-TYMaHUTAPHBIX TUCIHUIUIMH (MyabTUMennitHas ayautopust) Ne 307

[Tepedenp 06opynoBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 .
Cron - 30 .
Cron npenonasaress - 1 mT.
Cryn - 60 mr.
Cryn npenogasarens - 1 mr.
Tematnueckue uoctpauu - O mr.
TpuOyna - 1 mT.
VYyueOHO-HarIIAHbIE TOCO0OUS - O IIIT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)

Adobe Acrobat Reader

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

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

Jiga nekumid, ceMHHapoB (MPAKTUYECKUX), TPYHHOBBIX M WHAMBHUIYAJIbHBIX KOHCYJIbTAIH,
TEKYIIETo KOHTPOJIS, MPOMEKYTOUHOM aTTecTalun

Mynsrumenuiinas yaeonas ayautopus Ne 305

[Tepedenp 00opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Nudopmarmonnas gocka - 1 mr.
Komnerotep ¢ BeixonoM B MHTepHET - 1 miT.
Kpyrusrtit cTos - 3 mit.
Hoyt6yk DELL - 8 mir.
Hoyt6yk HP - 2 mT.
IlepcoHanbHbIN KOMIBbIOTEP - | IIT.
[TpoekTtop - 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 0OECTICYCHUS
(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
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MariaDB 10.11 (x64)

Microsoft Office 2016 standart Win64 Russian
Adobe Acrobat Reader

Kaspersky Endpoint Security s Windows

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

[Tomemenue a8 XpaHeHHs M NPOPHIAKTUYECKOTO OOCTYXUBaHUS Y4eOHOIo, KOMIBIOTEPHOTO
000pyAOBaHUs U XpaHEHHsI JIEMEHTOB MYJIBTUMEIUWHBIX J1a00opaTopHii

Cnenmanpaoe noMmenienue Ne 420

[Tepedenp 06opynOBaHMS
3amacHbIe YacTH JJI1 KOMIIBIOTEPHOTO 000pyaoBaHus - () IIT.
Haymrauku nist nuaradgonnoro kabunera - O mr.
IMasnpHas cragug - 1 mrT.
IlepcoHanbHBIN KOMIBIOTEP - 4 IIT.
[InaHmeTHsI KOMIbIOTED - 15 T
Cepsep - 10 mt.
Cremnax - 0 mr.
Cron - 4 wr.
Cryn - 4 wr.

[lepeuens nporpaMMHOro o0ecreueHus
(oOHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
He ucnonb3yercsi.

[lepeuenr HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHUE BBITIOIHSACTCS €KEHEACIBHO)
He ucnonb3yercs.

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

[Tepedenp 06opynOBaHMS
3anacHble YacTH JJI CTOJIOB U CTY/bEB - O MIT.
Matepuaibl 11 COMPOBOXKACHHS yueOHOTo mporiecca - O mrT.
HaGop#! ciiecapHbIX HHCTPYMEHTOB AJI 00CITy)KMBaHUs y4eOHOTo 000pymoBanus - O mIT.
Cranok s cBepiieHus - O mT.
Cremax - 0 mr.
VYrnosas nundoBanbHas MamuHa - 0 mrT.

[lepeuens nporpaMMHOro o0ecreueHus
(oOHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
He ucnonb3yercsi.

[lepeuenb HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM

(0OHOBJICHHE BBITIOIHACTCS €KEHEACIBHO)
He ucnonb3zyercsi.
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11. MeToguyeckne yKazaHus 10 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

BUJIbI 1 OPTAHU3AIIS CAMOCTOSITEJILHOM PABOTBI CTYJIEHTOB

YenenHoe OCBOEGHHE TEOPETHYECKOTO0 Marepuana 0 JUCHMIUIMHE TpeOyeT CaMOCTOSTENbHOM
paloThl, HAIeNCHHOH Ha YCBOEHHE JICKI[MOHHOTO TEOPETHYECKOro Marepuania, paclIMpeHue |
KOHKPETH3allMI0 3HAHUK 10 Pa3sHOOOPa3HBIM BONpocaM IUCHMILIMHBL CamocrosdTrenbHas pabora
CTYJIEHTOB IIPElyCMAaTPUBAET CIAEAYIOLINE BUJIbI:

1. AymutopHasi caMOCTOsITeNIbHAsT paboTa CTYJACHTOB — BBINOJHEHHE HA MPAKTUYECKHUX 3aHATHIX U
nabopaTopHbIX paboTax 3aJaHMid, 3aKPEIUIIOIIMX MOJTY4YEHHBIE TEOPETHUYECKHE 3HAHMUA JIHOO
pacLIUPSIONINE UX, @ TAKXKE BBHITIOJHEHUE Pa3HOOOPa3HBIX KOHTPOJIBHBIX 33/1aHUI MHIUBHYaIbHOTO
WIA TPYNIOBOTO XapakTepa (TOATOTOBKA YCTHBIX JOKJIAJOB WM COOOIIEHHWH O pe3yabrarax
BBITIOJIHEHHSI 33/1aHUH, BBIITOJHEHUE CaMOCTOSTENbHBIX MMPOBEPOUHBIX PAOOT MO MTOTaM H3yUYCHHS
OT/IETBHBIX BOIIPOCOB M TEM TUCIMILIMHEI);

2. BueayguTopHas caMoOCTOsTeIbHAas padoTa CTYIEHTOB — IIOATOTOBKA K JICKIIMOHHBIM,
MPAaKTUYECKUM 3aHATHM, J1aOOpaTOpHBIM paboTaM, MOBTOPEHUE U 3aKpEIJICHUE paHee N3yYeHHOTO
TEOPETUYECKOTO MarepHajia, KOHCHEKTHPOBAaHUE YUeOHbIX MOCOOMH M MEPUOAMYECKUX H3/IaHUM,
U3y4YeHHe MpobieM, He BBIHOCHUMBIX Ha JIGKIIWHU, HATUCAHUE TEMATHUECKUX pedepaToB, BHINOTHEHHUE
WH/IWBUYAIbHBIX TPAKTUYECKUX 3a/JaHUi, TOATOTOBKA K TECTHPOBAHUIO IO IMCLUIUIMHE,
BBINOJIHEHHE UTOTOBON pabOTHI.

Bonbiioe 3HaueHWe B TPENOAABAHUU TUCHUIUIMHBI OTBOJUTCS CaMOCTOSTEIIBHOMY TOUCKY
CTyAeHTaMHd HH(POpPMALMM 1O OTICIbHBIM TEOPETUYECKHMM U IPAKTHUYECKUM BOIpOcaM U
npobiaemam.

[Ipy mnIaHUpPOBAaHMM W OpPraHM3ALMU BPEMEHH ISl M3Y4YCHHS JUCLUUIUIMHBI HEOOXOAUMO
pykoBoncTBoBaTbcs M. 5.1 wmmm 5.2 pabouell mporpaMMbl AMCHMIUIMHBL M 00€CIEYUTh
IIOCJIEJIOBATENIBHOE OCBOEHUE TEOPETHMUECKOr0 MarepHuaja I0 OTIAEJIBbHBIM BOIPOCaM M TEMaM
(ITpunoxenue 2).

Haubonee menecoobpa3zeH CleAyIOUIMA TOPSIOK HW3YyYEHHs TEOPETUYECKHX BOIPOCOB IO
JTUCLUIUINHE:

1. M3yyeHune cnpaBOYHMKOB (CIOBapei, SHIMKIONEINI) C LEIbI0 YSCHEHUS 3HAYCHHUS OCHOBHBIX
TEPMHUHOB, IOHATHM, ONIPEIECIEHUN;

2. Uzyuenme y4eOHO-METOJMUECKUX MAaTEpUANIOB JMJIS JIGKIMOHHBIX, MPAKTHUYECKUX 3aHITHH,
nabopaTopHBIX padoT;

3. W3ydeHue peKkOMEHAYEMOW OCHOBHOW W [ONOJIHUTEIBHON JIMTEpPATypbl M 3IEKTPOHHBIX
MH(POPMALMOHHBIX HCTOYHUKOB;

4. W3yyeHue MOTOJHUTEILHOW JUTEPATypbl U DJICKTPOHHBIX HH()OPMAIIMOHHBIX HCTOYHHKOB,
OIIpEJCIICHHBIX B PE3YJBTAaTe CAMOCTOSITEIBHOTO MTOMCKA HHPOPMAITUH;

5. CamocTosTenbHas NMPOBEpPKa CTENEHH YCBOCHHUS 3HAHUH 1O KOHTPOJBHBIM BOIpPOCaM W/HIU
3aJJaHUsM;

6. IloBropHoe H JOMOMHUTENbHOE (YyIIyOJleHHOE) H3Y4YeHHE PACCMOTPEHHOro Bompoca (Tpu
HEOOXOIMMOCTH).

B mpomecce camocrosTenbHOM paboThl Hajx Y4eOHBIM MarepuaioM PEKOMEHIYETCsl COCTaBHTb
KOHCIIEKT, I7l€¢ KpaTKO 3alMcarTb OCHOBHBIE IIOJIOKEHUS H3ydaeMoM TeMbl. Ilepexomuts K
CIIEAYIOIEMY pa3Jeily MOXHO IIOCJIE TOro, KOIJa IMpeIIeCTBYIOLINI MaTepyual OHAT U yCBOEH. B
3aTPyAHUTENBHBIX CIy4asX, BCTPEYAIOIIMXCSA TPU HM3YUYEHHUH Kypca, HEOOXOIMMO OOpaTUThCS 3a
KOHCYJIbTALIUEN K IIPETIOIaBaTEINIO.

[Ipy w3y4eHHWH IUCHMIUIMHBI HE PEKOMEHIYETCS HCIOJIb30BaTh MarepHajbl, IOATOTOBICHHbIC
HEU3BECTHBIMH aBTOPAMH, pa3MEIlEeHHbIC Ha HEO(QUIMATBHBIX CalTax HEIEeNOBOTO COJACpPKAHMUS.
KenarenbHo, 4TOOBI MCTIONB3yeMble OHOMUOrpaduUecKre UCTOYHUKH OBUIM M3/IaHbl B MOCIICIAHUE
3-5 nmet. CTyneHTHI IpU BBITIOJHEHUH CaMOCTOSTENIbHOW paboThl MOTYT BOCHOJIB30BaThCs y4eOHO-
METOIMYECKUMH MarepuajaMy MO JAUCHUIUIMHE «J{OKyMEHTalMOHHOEe oOecrieueHHe yrpaBlIeHHs,
NPEACTAaBICHHBIMU B JIEKTPOHHON OMOIMOTEKEe MHCTUTYTA, U MPEJHA3HAYEHHBIMU JUIsI TOATOTOBKH
K JICKIIMOHHBIM U CEMHUHAPCKUM 3aHATHUSM.

KoHTposib aymuTOpHOM CcaMOCTOSATENbHONM paboThl OCYHIECTBISETCS B (OpME PpOJIEBBIX UIP,
cobecenoBanusi. KOHTposb BHEAYIUTOPHOI CaMOCTOSATELHON pabOTHI CTYICHTOB OCYIIECTBIISICTCS B
(bopme yCTHOTO MIIM MUCbMEHHOTO OIpOca.
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[IpomexyTouHBIH KOHTPOJIb 3HAHHUM B (popMe 3aueTa OCYLIECTBISIETCS] OCPEACTBOM MUCHMEHHOTO
TECTUPOBAHUS, BKIIIOYAIOIIETO BOMPOCHI U 3aJJaHUs 111 CAMOCTOSITENILHOTO N3YUEHUS.

Onucanue mokaszaTeled W KPUTEPUEB OLEHUBAHUS KOMIETCHLIMH Ha pa3IMYHBIX JTamax HX
(dbopMupoBaHus, ONKCAaHUE IIKAJl OLIEHUBAHUS

OrneHka KOMIIETEHIMI Ha pa3IMYHBIX 3Tanax uxX GOpMUPOBAHUS OCYIIECTBISETCA B COOTBETCTBHUH C
[TonoxkeHreM O TEKyIIeM KOHTPOJICE W MPOMEXYTOYHOU aTTecTanuu, IlomokeHnem o OaTbHON M
PEHUTHHTOBOM CHCTEMax OIICHUBAHUS U TEXHOJIOTHYECKOM KapToil nucummuinabl ([Ipunoxenue 1).
[TokazaTenn W KpuUTEpUU OIICHMBAHMSI KOMIIETEHLMHA Ha JTamne TEKyIIero U IMPOMEXYTOYHOTO
KOHTpOJIsI ipescTaBieHbl B [Ipunoxxenuu 3.

[IpomexyTouHast arrecrauus MO AUCUUIUIMHE TNPOBOAMTCS B (opMe 3K3aMeHa/3adeTa B BUJE
BBITIOJTHEHHSI TECTUPOBAHUS U/WUJIH UTOTOBOM pabOTHI.

UtoroBbie 3amaHusi pa3pabaThIBalOTCSI 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuana u
MO3BOJISIIOT OCYUIECTBIIATH MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO JAMCLHUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHTHI TECTOB, OTHOCSIIUXCS KO BceM TeMaM aucuurinbl (IIpunoxenue 4)

OrneHka 3HAHWHA CTYIEHTOB OCYIIECTBISICTCS B COOTBETCTBHHM C I[lomokeHnem o OaIbHOM M
PEUTHHTOBOM CHUCTEMax OILICHUBAaHUS, NPUHATOM B WMHCTUTYyTE, M TEXHOJOTMYECKOW KapTou
JUCIUILTAHBI

TUITIOBBIE KOHTPOJIBHBIE 3AJAHUA WM UWHBIE MATEPUAJIBI HA OTAIIE
TEKYIIET'O KOHTPOJIA

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

[Ipu npenonaBaHuu JUCHUILIUHBL «JloKyMeHTaIlMOHHOE OoOeclieueHrne yIpaBieHUsS» MPUMEHSIOTCS
pa3zHooOpa3Hble 00pa3oBaTeIbHbIE TEXHOJOTUU B 3aBUCHMOCTH OT BHJIA U Iiesiel yUeOHbIX 3aHITHA.
Teopetnueckuii MaTepua U3jiaraeTcsi Ha JEKIMOHHBIX 3aHATUAX B CIEAYOMUX Gopmax:

- MpOOJIEMHBIE JICKITUH;

- neKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUECKUX CUTYaIUH.

[IpakTueckue 3aHATHA TO JAMCHUIUIMHE «J{OKyMeHTallmOHHOE oOecrieueHue yIpaBiICHUs
OpUEHTHPOBaHbl Ha 3aKpEIUICHHE TEOPETHUECKOr0 Marepuana, H3JI0KEHHOTO Ha JIEKIHOHHBIX
3aHATHUAX, a TAK)KE Ha MPUOOpPETEHHE TONMOJHUTENbHBIX 3HAHUM, YMEHUIN U MPAKTUYECKUX HABBIKOB
OCYUIECTBIIEHUSI MPO(ECCHOHATLHON JEATEIBHOCTH MOCPEACTBOM AKTUBMU3AIMM M YCUJICHHS
CaMOCTOSITENIbHOM J1eATeNbHOCTH 00yYarOITHXCS.

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

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

2) rpymnmoBas paboTa CTYIEHTOB, TNPEAIOJIaraloas COBMECTHOE OOCYXIEHHE KaKOH-JI00
npoOiemMbl (BOMpoca) W BBIPAOOTKY €IWHOTO MHEHUsS (MO3WIMU) 1O HEH (METOA TpYIIOBOTO
00CYXJIeHHsI, KPYTJIBIA CTOJ);

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

Ha mpakTuueckux 3aHSATHUSX OLIEHUBAIOTCA M YYUTHIBAIOTCA BCE BUJbl AKTHUBHOCTU CTYICHTOB:
YCTHBIE OTBETHI, JOMOJIHEHHS K OTBETaM JPYTHMX CTYAEHTOB, ydacThe B JUCKycCHUSX, paboTa B
rpynmax, HHUIIMATUBHBIA 0030p MPOOIEMHOTO BOTIpOCa, MMCbMEHHAs padoTa.

2) IlucemenHoe 3a1aHne

®opmupyembie kommereHmu: [1K-4

[Tucemennoe 3amganne 1 «OCOOEHHOCTH COCTABJICHHMS, BB M CTPYKTYpa TEKCTa HEKOTOPHIX BHJIOB
JIOKyMEHTOBY

MaxcuManpHbIH 0amT — 15
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Otser B Buje (aitna B popmare doc

3amanue:

1. IlpuBectn 10 mpuMepoB opraHu3aIuii, ACUCTBYIOMUX Ha Tepputopun OMCKoOH oOmacTw,
YUYPEAUTENbHBIM JIOKYMEHTOM KOTOPBIX SIBJAETCS ycTaB, U 10 opraHuzanmii, JEHCTBYIOIIMX Ha
OCHOBaHUU TOJOKEHUS 00 OpraHu3aluu.

2. a) Ilpunymare opraHuzailvio, KpaTko ONHCATh, YEM JaHHas OpraHU3alusl 3aHUMAeTcs, KTO
SBJISIETCS PYKOBOAMUTENEM, KAKOW IITAT COTPYIHUKOB, MOTYUHSIETCS JIU JaHHAS OpraHU3aIus APYyTuM
OpraHM3alysIM, KaKue OpraHu3alloOHHbIE JOKYMEHThI HEOOXOAUMBI JIJIS €€ IS TEIbHOCTH.

0) Coznmate Tpu Buja OJIAaHKOB IS JTAHHOW opraHu3anuu (oOmuii OiaHk, OJIaHK MuchMa U OJaHK
CHEIHaIbHOTO JOKYMEHTA) 110 BCEM IpaBUJIaM COCTaBJICHUS OJaHKOB OpraHU3alI|H.

Kpurepuu:

Otset Ha 1 Bompoc — 6 6. (1o 3 Gaia 3a KaXIyro TPYIITy OpraHUu3aIni).

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

[Tucemennoe 3aganue Ne 2 «OCHOBHBIEC IPUHITUIIBI OPTaHU3AINH TOKyMEHTOO00pOTaY
Maxkcumanbubiit 6amt — 10

Otser B Buje (aitna B popmare doc / jpeg

3amanue:

[Ipogymars u onucarb cucTeMy JOKYMEHTOOOOpOTa B OpraHU3alMK U3 MUCbMEHHOTOo 3agaHus Ne 1:
OCHOBHBIE TMOTOKH JIOKyMEHTOOOOpOTa, perucTpanusi JOKYMEHTOB, TNPUHLUIBI JABMKEHUS
JOKYMEHTOB B 3TOM opranuzaiuu. CucTeMy JOKYMEHTOOOOPOTa MOXKHO MPEACTABUTH B BUJE CXEMBI
C OMMCAHUEM.

Kpurepuu:

JIoru4HOCTh ¥ IPOYMaHHOCTh CUCTEMBI JOKYMEHTOOOOPOTA C y4ETOM B3aUMOACHCTBUS Pa3TUUYHbIX
nozpasaeneHuil B opranuzamnuu — 10 6.

TpeboBanus Kk ohGOpPMIICHHIO MHUCBMEHHBIX pabOT MpeacTaBieHbl B METOAMYECKHX YKa3aHHUSX K
cofepX aHuto, OQOPMICHHIO U KPUTEPUSM OLIEHUBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX padoT, yTBEPKACHHBIX pemeHneM Hayuno-mMeroauueckoro coBera (mporokon Ne 8 ot
07.06.2018 r).

3) [IpakTuueckoe 3amanue
®dopmupyembie kommereHuu: [1K-4.
Keiic cm. [Ipunoxenue 5.

Bri6op keiica cm. [Ipunoxenue 6.

TpeboBanus kK 0pOPMIICHHIO MPAKTUUYECKUX paboT mpeacraBieHbl B MeTonnYecKUxX yKa3aHHSIX K
cofepX aHuto, OQOPMJICHHIO U KPUTEPUSM OLIEHUBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX paboT, yTBEPKACHHBIX pemeHneM Hayuno-mMeroauueckoro coBera (mporokon Ne 8 ot
07.06.2018 r).

MeToaudeckre mMarepuaibl, ONIPEISSIoNIre MPOoIeaypbl OIICHUBAHUS 3HAHUN, YMEHHM, HABBIKOB U
(wK) ombITA MEATETLHOCTH, XapaKTEPU3YIOIIHE dTanbl POPMUPOBAHKS KOMITETCHIIUMA

[Tponienypa onieHMBaHUS 3HAHUH, YMEHHM, HABBIKOB M (MJIM) OTIBITA IEATEILHOCTHA 00YJarONTUXCs 10
JTUCITUIIJIMHE OCHOBaHAa Ha WCMOJb30BaHMH [losokeHuss o OalIbHOM W PEHTHHTOBON CHCTEMax
OIICHUBAHUS, TPUHATON B HHCTUTYTE, M TEXHOJIOTMYECKONW KapThl TUCIIUILTAHEI.

Texyuiuii KOHTPOJIb:

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

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

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

[IpomexyTouHas aTTecTanus:

- UTOrOBas padora - 25 6aios.
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MaxkcuMaJIbHOE KOIM4eCcTBO 0autoB 110 gucruiummae — 100.
MakcuMallbHOE KOJIMYECTBO 0aIOB IO pe3ysibTaTaM TEKYIIEro KOHTpoJs — 75.
MakcHuMalIbHO€E KOIUYECTBO 0aJUIOB Ha DK3aMeHe — 25.

METOANYECKUE YKA3AHUA U1 OBYUYAIOIIMXCA ITO OCBOEHMIO INCHUTTIJIMHBI
B mnponecce uzyuenuss yueOHOW IucHUIUIMHBI «/lokyMeHTanmoHHOEe oOecIieueHrue YIpaBiICHUS
CIIETyeT:

1. O3HaKOMUTKCS ¢ pabouelt mporpaMMoil AUCIUIUTHHBL. Pabodas mporpaMma COIAEPKUT MEepeUYeHb
pasfenoB U TeM, KOTOpble HEOOXOAMMO W3YYMTb, IJIAHBI JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHSATHM,
BONPOCHl K TEKYIIEH M MPOMEKYTOUHOW aTTeCTalid, IMepeYeHb OCHOBHOM, TOMOJHUTEILHON
JUTEPaTypbl U pecypcoB HHPOPMAIIIOHHO-KOMMYHHUKAMOHHON ceTH «IHTepHeT» U T.A.

2. O3HaKOMHTHCS C KaJIeHAAPHO-TEMaTUYECKUM IIJIAHOM CaMOCTOSITENIbHOM paboThl 00yUarOIIIXCSl.
3. [Tlocematp TeopeTH4eckue (JEKIMOHHBIE) U TPAKTUYECKHE (CEMHUHApPCKHUE) 3aHATHA,
nabopaTopHbIe padOTHI.

4. Tlpu NOATOTOBKE K MPAKTUUYECKUM (CEMUHAPCKUM) 3aHSATHSAM, a TakXKe MpPH BBINOJIHEHUU
CaMOCTOSITENIbHOM pabOThI CiIelyeT NCIOIb30BaTh METOJUUECKUE YKa3aHUs ISl O0y4arOIINUXCS.
VY4eOHblif mian Kypca «JlokyMeHTalmoHHOe obOecredeHre YIpaBlICHUs» MpeanojaraeT B OCHOBE
M3yYEHHUS JUCIUIUIMHBI UCIIOIb30BaTh JIEKIIMOHHBIA MaTepual U OCHOBHbIE HCTOYHHUKH JINTEPATYPHI,
a B JIONOJHEHHE — 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 CUTYAIUH;

3) uHAMBHIyaJIbHbIE TBOPYECKHE 3a/IaHUS;

4) TBOpUECKHUE 3aJ]aHKsl B Ipymnax;

5) mpakTuyeckue padoThl.

Ha nexknusix cTyneHThl JODKHBI MOMYYUTh CHCTEMAaTU3MPOBAHHBIA Marepuall MO TeMEe 3aHSATHS:
OCHOBHBIE TOHSTHUS U MOJIOKEHUS, KJIacCU(UKALUN U3yYaeMBbIX SIBICHUN U MPOILIECCOB, AITOPUTMbI
Y METOAMKH OpraHu3aliy AUCIUILIUHBI U T.1I.

[IpakTryeckue 3aHATHS MPEATNONAratoT 6osee AeTaabHyI0 IPOopadOTKy TeMbI O KaX10i n3ydaeMoit
npobseMe, aHalIM3 TEOPETHUECKMX M TMPAKTUYECKHUX AaCHEeKTOB AUCHUIUIMHBL s 3Toro
pa3paboTaHbl MOAPOOHBIE BOMPOCHI, OOCYXk/JaeMble Ha CEMUHAPCKUX 3aHITHUAX, NPAKTHYECKHE
3a/laHusl, MTUCbMEHHbIE PaboThl U TecThl. [Ipy MOATOTOBKE K CEMHHAPCKUM 3aHSATUSAM CIEIyeT
aKLEHTUPOBaTh BHHUMAaHHWE HA 3HAYUTEIBHYIO YacThb CaMOCTOSITEJIBHOM MPaKTUYECKONH paboThI
CTYJICHTOB.

Jlnia Gosiee yCHEIIHOTO M3yYeHHUs Kypca MPEenoAaBareiio cielyeT MOCTOSSHHO OTChUIAaTh CTYAEHTOB K
yueOHUKaM, repruoanueckoil meyatu. OCBoeHHe BCeX pas3/ieioB Kypca IpenosaraeT npuoopeTeHme
CTy[IEHTaMH HaBbIKOB CaMOCTOSITEIbHOTO aHalli3a MHCTPYMEHTOB W MEXaHM3MOB JHMCLHUILUIMHBI,
yMeHue paboTaTh C HAyYHOU JTUTEPATyPOH.

OcHoBHass y4deOHas JHWTEpaTypa, TMPEACTaBICHHAs YYeOHMKAMH W YYE€OHBIMH IOCOOHUSIMU,
OXBaTbIBAaCT BCE pa3leibl MNPOrpaMMbl IO JIUCHUIUIMHE «JloOKyMeHTalMoHHOEe obecreyeHue
yopasneHus». OHa u3ydaeTcs CTyJeHTaMH B MPOIECCE MOATOTOBKH K MPAKTHMYECKUM 3aHATHUSAM,
3a4ery. JlomonHuTenbHas ydyeOHas JUTepaTypa PeKOMEHIYeTcs Ui CaMOCTOSTENIbHON paboThl 1O
MOJTOTOBKE K CEMUHAPCKUM U NMPAKTUUECKUM 3aHATHUSAM, IPU HAMCAHUU MTUCbMEHHBIX padoT.

[Ipu u3yueHum Kypca Hapsiy C OBJIAJIEHHUEM CTYIEHTAMU TEOPETHUYECKUMH MOJOXKEHHUSIMH Kypca
yaensercs BHUMaHUE MPUOOPETEHUIO MPAKTUYECKUX HABBIKOB C T€M, YTOOBI OHM CMOIVIM YCHEIIHO
MIPUMEHATH UX B CBOEH MPO(PEeCCHOHATBHON IeATETHHOCTH.

Onucanue 603modxcrnocmeit uzyuenusn oucyuniaunsl auyamu ¢ OB3 u unsanuoamu

B cnyqae HCOGXO,ZLI/IMOCTI/I, 06y‘-IaIOH_II/IMC$I N3 4Yucjga Jun C OI‘paHI/I‘-IeHHBIMI/I BO3MOXHOCTAMUAU
SI[OpOBBSI U UHBAJINI0B (HO 3asIBJICHUIO OGy‘IElIOH.[CFOCSI) MOI‘yT HpCIIJIaFaTBC}I OJHU U3 CHCIIYIOH_II/IX
BAapUAaHTOB BOCHPHUATHUS HWHPOPMALMU C YYETOM UX HHIAUBHIYaJbHBIX ICUXOPH3MUECKUX
0COOEHHOCTEH, B TOM YHUCIIE C TPUMEHEHUEM SJIEKTPOHHOTO 00yUYeHHS U TUCTAaHIIMOHHBIX
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TEXHOJIOTHUM:

- JUIsl UL C HapyUIeHUsIMH 3pEHHUs: B IMedaTHoW (opMe yBenndeHHbIM IpupToM; B (dopme
AIEKTPOHHOTO JOKYMEHTa; B (popme aynuodaiina (mepeBoj yueOHbIX MaTepuasoB B aynuodopmar); B
nedyatHo (¢opMe Ha s3pike bpaiinsg; HWHAMBUIYyalbHBIE KOHCYJABTAlUM C TPUBJICUYCHUEM
TudroCcypaonepeBoJUNKA; UHIUBUAYATbHbIC 3a]JaHUs] U KOHCYJIbTAIIUH.

- JUId JMI C HapyLIEeHUsIMH ciyxa: B IedaTHod ¢opme; B (popMe 3IEKTPOHHOTO JOKYMEHTA;
BUJEOMaTepuagbl C  CyOTHUTpaMu; HMHIMBUIYyajJbHblE  KOHCYJIbTAllMd C  MPUBJICYCHUEM
CYpIOIepEeBOIYNKA; MHAUBHUIyaJIbHbIE 3a/1aHUSI U KOHCYJIBTAIUH.

- ONS ML C HapyLIIEHUSMU OMNOPHOABHUIATENBHOIO ammapara: B MedaTHo ¢opme; B (opme
AIIEKTPOHHOTO JIOKYMEHTa; B (hopMe ayauodaiisia; MHANBUIyaIbHbIE 3a/1aHUSI U KOHCYJIBTAIUH.

[Ipu mnpoBeneHnu mpoLEAYpbl OIEHUBAHUS pE3YAbTaTOB OOY4YEHHMsS] MHBAJIUIOB M JIUI[ C
OTPaHUYEHHBIMU BO3MOXHOCTSMHU 370POBbsSI IPEIyCMAaTPUBACTCS HCIIOIB30BAaHUE TEXHHUYECKHX
CPEICTB, HEOOXOUMBIX UM B CBSI3U C UX MHIWBUIYaTbHBIMH OCOOCHHOCTSMU. DTH CPEICTBA MOTYT
ObITh TPENOCTABIEHBl BY30M MM MOTYT HCIOJIb30BATHCS COOCTBEHHBIE TEXHHUYECKHE CPE/ICTBA.
[IpoBenenue npoueaypsl OLICHUBAHUS PE3YIbTATOB 00YUYEHHS] MHBAJIUAOB U JIUL C OrPAaHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBbSI JIONYCKAETCSl C MCIOJIb30BAaHUEM JMCTAHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHM.

[Ipy HeoOXoAMMOCTHM WHBaJWAAM M JIMLAM C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 370POBbS
MPEOCTABNISIECTCS JOMOMHUTEIIbHOE BpeMsi JJsl TOJATOTOBKM OTBETa Ha BBINOJHEHHE 3aJaHUil
Tekymiero koHTpouss. [Ipouenypa nmpoBeaeHHs] MPOMEKYTOUHOM arTecTaluy JUisi OOy4aroIIuXcs C
OTpaHUYEHHBIMU BO3MOYKHOCTSIMHM 3JI0pOBbS M OOyYaroIIMXCsl MHBAJIUIOB YCTaHABIMBAETCS C
y4€TOM HMHAMBUAYAIbHBIX MCUXOPU3NYECKUX 0coOeHHocTell. [IpoMexyTouHas arTecTamus MOXET
MIPOBOJIUTHCS B HECKOJIBKO ITATOB.
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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.

12

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 8 12 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 2 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 16  [Ceenenus o pabore. 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 12 18 1 Srane|329€T-
JOKYMEHTO000pOTa. JIOKYMEHTO0G0pOTa
2. Perucrpauuss u yuer
MOCTYMHAIOIINX
JIOKYMEHTOB.
3. Yyer
7. Hcnonnenue
NOKyMeHTOB. KoHTpoub
UCIIOJTHEHUS
JOKYMEHTOB.  DOopMbI PazBepHyTHIe
KOHTPOJIA  MCIIOJHCHUA MUCbMEHHBIE OTBETHl Ha
JIOKYMEHTOB. THUMNoOBbIE BOIIPOCHI:
" WHIUBUyaTbHBIC Cucrembl  3JIE€KTPOHHOTO
CpOKH HCIIOTHCHUA JOKYMEHTOO00OopoTa:
JIOKyMCHTOB.  AHAIIN3 npoOIeMbl  BHEIPEHUS,|3a4erT.
CTPYKTYpBI 3 6 10
PYKTYp MPEUMYIIECTBA Hu
JIOKYMEHTO000poTa. HEJOCTATKH
Cuctembl IEKTPOHHOTO HCIIONTb30BAHUS B
JIOKyMEHT0000pOTa: JOKYMEHTallHOHHOM
npo0JieMbl  BHEIPEHUS, yIIpaBICHUH
NpeuMyIeCTBa 24 OpraHu3aIyen.
HEJOCTATKU
UCIIOJIb30BaHUs B
JIOKYMEHTaIlMOHHOM
UTOI'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




1.

[Tpunoxenue 4
TECT

MO JUCIHMITIIIMHE ((HOKYMGHTaI_II/IOHHOC obecrieyenne YIIpaBJICHUSI»

Maxkcumanpnbiil 0amwt — 10
K 3amagam cucTeMBl JOKYMEHTAI[MOHHOTO OOCCIICUCHUS YIPABJICHUS TEPCOHAIOM HE

OTHOCHUTCA:

2.

a) OpraHmM3alus yueta pabodero BpeMeHH;
0) opranu3aius pacuera 3apabOTHOI IJ1aThI;
B) o0OecrieueHue BeACHNUS U XPaHEHHS TPYHAOBBIX KHIKEK.

Peanuzarus 3a1a4 TOKyMEHTAIIMOHHOTO OOCSCTICUCHHUS YIIPABJICHHS TIEPCOHAIIOM MTO3BOJIUT

MCHCIIPKMCHTY KOMITAHUU:

7.

a) co3marh panuoHaibHyto cuctemy JJOVII;
0) MOBBICUTH JOXO0/ KOMITAHUH;
B) TIOBBICUTH KOPIIOPATUBHYIO KYJIBTYPY KOMITAHUH.

JIoKyMeHTaIlMOHHOE O0ecrieueHue YIpaBIeHUs IEPCOHANIOM 00s3aHbI BECTH:
a) TOCY/IapCTBEHHBIC YUPEIKICHUS;

0) opranu3aiuu 0001 GopMbl COOCTBEHHOCTH;

B) KOMMEpPYECKHUE CTPYKTYPHI.

HaumeHoBaHMe TOKyMEHTa ONpEAesaeTCs:

a) MPUHATHIM B OpraHU3aIMH MIEPEYHEM JOKYMEHTOB;
0) HOMEHKJIaTypOou JeT;

B) BUJIaMH JIOKYMEHTOB, TpeaycMoTpeHHbIXx OKVY /1.

Cucrema TOKyMEHTAIIMH MPEJCTaBISAET COOOM:

a) COBOKyHHOCTB JCJI B OpI‘aHI/IBaL[I/II/I;

0) COBOKYITHOCTh B3aIMOCBSI3aHHBIX M B3aMMOJICUCTBYIOIINUX JOKYMEHTOB;
B) MOPSIIOK MOJATOTOBKH JIOKYMEHTOB.

Kanposas nokymeHranus — 3T0:

a) COBOKYITHOCTb JJOKYMEHTOB, OTPaXKAIOIUX HAJIMYKE U IBUKECHUE IIEPCOHAIA,;
0) COBOKYITHOCTb JJOKYMEHTOB y4eTa U KOHTPOJIS;

B) COBOKYITHOCTh HOPMaTUBHO-METOANYECKUX TOKYMEHTOB.

KBanudukamoHHbIl CIPAaBOYHUK JOIKHOCTEH PYKOBOIUTENEH, CIICITUATIMCTOB B IPYTUX

CITyXaluX ONpEeIsieT:

a) KBaTU(DUKAITMOHHBIC XapaKTEPUCTUKH K OOIIEOTPACIEBBIM JIODKHOCTSM;
0) COBOKYITHOCTh PEKBH3UTOB JOKYMEHTA;
B) TEPMHHBI, UCTIOJIb3yEMbIC B ICIIONPOU3BOJICTBE U APXHUBHOM JIEIIE.

TepMUHBI 1 ONIpEENIeHUs IO JIETONPOU3BOICTBY BKIIOUAET B CeOs:
a) Tpynosoii konexc P®;
6) TOCT P 7.0.8—2013;

B) KBaIM(UKALMOHHBIA CIPABOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIEHUAINCTOB U

JIPYTHUX CITYKaluX

9.

TpeboBanus periaMeHTauy U YHU(DHUKAIIUKA JOKYMEHTAIIMOHHONW nH(popMaruu B chepe

yIpaBJIeHUs] HEOOXOUMO COOII0aTh, TOTOMY YTO:



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

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

B) 3TO IMO3BOJISICT MOBBICUTH 3(h(HEKTUBHOCTH YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OTIEPaTUBHOCTH, YMECHBIIICHHS 3aTpaT Ha paboTy ¢ JOKYMEHTaMH.

10. HNHCTpyKIUs 10 KaJpOBOMY JEIONPOU3BOJICTBY MPEICTABIISIECT COOOM:

a) JOKYMEHT, COAEp)KallWii HOpPMBI, MpaBWia, €JUHbIC TpeOOBaHMSA K JOKYMEHTaM B
OpraHu3aluy;

0) MOpAIOK NEHCTBUH C JOKYMEHTaMH B COOTBETCTBHUHU C JCHCTBYIOIIMMH HOpPMaMH U
IIPABUIIAMU;

B) IIEPEUYEHb MCIIOJIb3YEMBIX TOKYMEHTOB.

1. K xagpoBoMy 1em10npOr3BOACTBY HE OTHOCSITCSI JOKYMEHTBI:

a) puHAHCOBBIC,

0) y4eTHsIe;

B) HH(OPMAITMOHHO-CIIPABOYHBIE.
12. JloknasHas 3anucka — 3TO:

a) JOKYMEHT, COCTaBJISI€MBbId MJIsi TMOSICHEHHUS OTIENbHBIX MOJIOKEHUN BBIIIOJHEHHON
paboTsr;

0) TOKYMEHT, COJIEPKAIIHKA pacIOPsHKEHHUE TI0 KaJPOBBIM BOTIPOCAM;
B) JOKYMEHT, KOTOPBIH JODKEH HH(POPMHUPOBATH PYKOBOIUTENS OPIraHU3ALUU WU
CTPYKTYPHOTO MOJIPA3/ICICHUS O PA3IMYHBIX COOBITHSIX WM CIIOKUBIIMXCS CUTYAITHSIX;

13. [lITaTHOE pacniMcaHue yCTaHABIWBAET:

a) CTPYKTYPY, YTBEp)KJIaeTCs IITATHBIN COCTAaB M YUCICHHOCTH MPEINPUATHS C YKa3aHUEM
pa3mMepa 3apabOTHOMH MJIaThl B 3aBUCUMOCTHU OT 3aHUMAaeMOM JTOJKHOCTH;

0) pacnucanue BbIXOa Ha paboTy IITATHBIX COTPYIHUKOB;

B) TIOPSIIOK pabOTHI BCEX COTPYIHUKOB OpraHU3AIIHH;

14. BayTpenHue 10KyMEeHThI OpraHu3alliy - 3TO:
a) JTOKYMEHTBI, KOTOPbIE TOTOBSTCS, OQPOPMIISIOTCSI U UCIIOJIHSAIOTCS B MpeAeNiaX camou
OpraHH3aIuy;
0) JOKYMEHTBI, TOCTYIHBIIINE U3 BBIIIECTOSIICH OpraHU3aIIH;
15. ['papyik CMEHHOCTH OTHOCHUTCS K JIOKYMEHTaM:
a) 00s3aTCIIbHBIM;
0) pEKOMEHTyEMBIM;
B) 00s13aTEIbHBIN B CBSA3M C OCOOCHHOCTSIMH KOMIIAaHUU;

16.  IlonoxeHue o nepcoHalie ABIAETCS TOKYMEHTOM:
a) 00s3aTeIIbHBIM;

0) pEeKOMEHIyeMbIM;

B) IO M€pe HEOOXOUMOCTH.

17.  JIokyMeHTOM, B COOTBETCTBHH C KOTOPBIM B TPYIOBOM JIOTOBOPE YKa3bIBAIOTCS CBEJICHUS,
yJIOCTOBEPSIOLINE TUYHOCTh pAOOTHHKA, SBISETCS:

a) BOAUTENBCKOE YIOCTOBEPEHUE;

0) 3arpaHMYHBII MaCIOPT;

B) macmnopt rpaxaanuna Poccuiickoit deneparumn.

18. Odopmierne Ha pabOTy 1O COBMECTHUTEIBCTBY B TPYAOBYIO KHHKKY:
a) 3aMmMChIBACTCS BCET/a;



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

19.  TIlpuka3s, ecnu oH oopMIIEH B IPOU3BOIBHOU (hopMme, OymeT:
a) e CTBUTEIIHBIM;
0) HeJIeHCTBUTEIILHBIM;
B) JICHCTBHUTEIBHBIM, €CITH B HEM YUTEHBI BCE TPEOOBAHUS K 00sI3aTEILHBIM PEKBU3HTAM.

20. KoprniopatuBHBIi cTaHIapT MPEICTaBIIET COOOM:
a) CBOJ IpaBuUJI, IPEAINCHIBAOIIMM ONIPEIEICHHbIE IENCTBUS B TPYLOBBIX CUTYaLUsX;
0) mpaBuJia BHYTPEHHETO TPYIAOBOTO PACIIOPSAKA;
B) IOKYMEHT, pErJIaMEHTUPYIOIIMH JIpecc-KOo OpraHUu3aluu.

21. TpynoBoii 10roBOp 3aKJIFO4AETCS:
a) Ha CPOK, KOTOPBIN ompeensieTcss padboTonareneM;
0) Ha Ompe/IeTICHHBIN CPOK;
B) Ha HEOMPEICICHHBIN CPOK;

22. XapaKTepucTHUKa MPEICTABIISIECT COOOM:

a) JOKYMEHT, yJOCTOBEPSIOUINHA MOpyYeHHE KOMY-JIMOO OIpeNeNIeHHBIX ACHCTBHM, mepeaaudy
ONpENIETICHHBIX ITPaB JOBEPUTEIIS;

0) opUIMANBHEIN TOKYMEHT C OT3BIBOM O CIIY)K€OHOMH, 00IIIeCTBEHHOU e TEIILHOCTH KOT0-1H00;
B) IOKYMEHT O BBITIOJHSIEMbIX COTPYIHUKOM (QYHKIIUSX;

23. IIpaBuia BHYTpEHHETO TPYAOBOI'O PACIIOPAIKA ABJISIOTCA JOKYMEHTOM:
a) 00s13aTeNbHBIM;
0) peKOMEHTyeMBbIM;
B) 10 MEpE HEOOXOIUMOCTH;

24. Homenkiatypa nen npencraBiseT coOO:

a) ABUKCHUC JOKYMCHTOB B OpraHu3aliukn € MOMCHTA HUX CO3OaHUA WKW IOJNYYCHHA 10
3aBEpIICHUSI UCIIOJIHEHUS WIH OTIPABIICHMUS;

0) cucTeMaTH3WPOBAHHBIN TEPEYCHb 3aroJIOBKOB JIE C YKa3aHHEM CPOKOB HMX XPAaHCHUS,
O0(QOPMIICHHBII B YCTAaHOBJICHHOM TMOPAIKE.

25. JIy1st BpEMEHHOTO XpaHEHUs! IOKYMEHTOB IO JTUYHOMY COCTaBY YCTAHOBIICH CpPOK: a) 75
JeT;

0) 10 ner;

B) 50 ner.

26. Kaxoii OmaHK oOpraHu3aly TNPUMEHSIOT a1 O(OpMIICHHS NpHUKa3a IO OCHOBHOM
NEITEILHOCTH?

a) OJIaHK MHICHMA,

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[0-COCTABUTEIb MTPUKa3a.



28. KTo nmonnuceiBaeT 3aaBiicHue?

a) pyKOBOJUTEIb OpraHU3aluHy;

0) pyKOBOJMTEIb CTPYKTYPHOTO MTOAPA3ACIICHHUS;
B) COCTaBUTEb.

29. Kakoii pekBU3UT HY)XHO O(OPMHUTH, YTOOBI KOIUS JOKYMEHTa MpUOOpena IOpUANYECKYIO
cuy?

a) OTMETKA O 3aBEPECHUU KOIINH;

0) oTMeTKa 00 UCTIOJIHUTEIIE;

B) UACHTU(UKATOP SIEKTPOHHOMN KOITUH TOKYMEHTA.

30. IIpouecc OTHECEHUSI TOKYMEHTOB K ONPEIEICHHOMY /€Iy M CUCTEMATHU3alMsl JOKYMEHTOB
BHYTPH HETO Ha3bIBaeTCA

a) (hopMUpOBaHUEM JIET;

0) HOMEHKJIATYpOH JIe;

B) perucTpanueil J0KyMeHTOB.

31. K kakoMy BUy MPUKa30B MOXHO OTHECTH IPUKa3 O npuéme Ha padoty?
a) IpUKa3 110 OPraHU3alMOHHBIM BOIIPOCAM;

0) mpuKa3 Mo OCHOBHOM JIEATEIIbHOCTH;

B) NIPHKAa3 0 JINYHOMY COCTaBY.

32. Kakoii mnedarpio 3aBepsAeTcs NOANUCH PYKOBOJMTENS HA OPraHU3alMOHHO-TPABOBBIX
JTOKYMEHTaX MpeAnpusiTus (ycTaBe, IITaTHOM PACcIIUCaHUN)?

a) MeYaThio OT/IeJIa KaJIpoB;

0) meuaTbio OyXrajaTepuu;

B) TepOOBOI1 MEYaThIO OpraHU3AIHH.

33. Yto Takoe NOJIMHHUK JOKYMEHTA?

a) TEpBBIM WIM EIUHUYHBIA SK3eMIULIp OQUIMAIBHOTO JOKYMEHTa, O(GOpPMIICHHBIH U
HOJIMCAHHBIA B COOTBETCTBUM C YCTAHOBJIEHHBIMU TPEOOBAaHUAMY;

0) KomMsI JOKYMEHTA, 3aBEpPEHHOT0 TI0 IPaBUiIaM, MPUAAIOLIUM €My IOPHINYECKYIO CHITY;

B) TyOJIMKaT, BBIAABAEMBIN B Cilydae yTpaThl BIaJI€JIbLEM TOATUHHOIO TOKYMEHTA.

34. Ha kakux IOKyMEHTax MPOCTAaBIAETCS PEKBU3ZUT «OTMETKAa O MOCTYIUICHHH JOKYMEHTa B
OpraHu3aIIo»?

a) Ha BXOJIAIIUX;

0) Ha UCXOISIINX;

B) HAa BHYTPCHHHX.

35. B Kakux JHSAX yCTaHABIMBAIOTCS CPOKH MUCIIOJHEHUS TOKYMEHTOB?
a) B KaJICHJapHbBIX JHSX.
0) B pabouux JHSX.

36. JIoKyMeHTBI, COCTABJISIEMbIE KOMUCCHUEN, MTOIMUCHIBAOTCS
a) pyKOBOJUTEJIEM OpraHU3aluy;

0) mpeacenareneM KOMHUCCHH;

B) IIpe/ice/laTeeM U YIeHaMU KOMHUCCHH;

T) mpeaceaaTeIeM KOMUCCUU U CEKpETapeM.

37. 'apaHTUIHOE MHUCHMO:
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a) MOATBEPKAaeT (DAKT OTMPABKHU aApecaTy KaKUuX-TU00 JOKYMEHTOB WA JPYTHX MaTepUATbHBIX
IICHHOCTCIH;

0) moaTBEPKIAET ONPEIeICHHBIE 00s3aTENbCTBA, OOCIIIaHUS OpTraHU3alIl1H;

B) COJICPXKUT OTBET HA MUCHMO-TIPOCHOY.

38. Akt — 93T10

a) JOKYMEHT WH(POPMAIMOHHOTO XapakTepa, COJCpIKAIWi ONKMCAHWE IPOU3BOIACTBCHHOMN
NCATCIIBHOCTHU OpI‘aHI/ISaI_[I/II/I;

0) MOKYMEHT, aJpeCOBaHHBIM PYKOBOJIUTEIIO OpTraHM3allid W HHPOPMUPYIONIUH €ro o
CJ'IO)KI/IBI_HGI‘/JICH CI/ITyaI_[I/II/I, HNMECBIICM MCCTO (baKTe;

B) JOKYMEHT, MIOTBEP KON (haKThl, COOBITHS, TCHCTBUSI.

39. Bux opraamzaniMOHHOTO JTOKYMEHTa, KOTOPBIA OIpeAeNsieT TOpsAI0K o0pa3oBaHUs,
CTPYKTYpY U OpraHU3auio paboThl IPEIPHUITHS

a) ycTaB;

0) MHCTPYKLUS;

B) TIOJIOKECHUE.

40. U3 gero cocrout rpud coriacoBaHus T0KyMeHTa?

a) cinoBa «COI'JTACOBAHO»;

0) u3 cnoa «COI'JTACOBAHO» u moamnucu ¢ pacuupoBKOi;

B) u3 cioBa «COI'JIACOBAHO», noanucu ¢ pacuin@poBKOi U JaThl TOJMUCAHUS TIOKYMEHTA;
r) U3 cnmoBa «COI'JTACOBAHOY», M0/KHOCTH JMIla, HAMMEHOBAHUS OpTaHU3aIliH, TTOAIHUCH C
pacmpoBKOI U ATkl MOAMUCAHUS.

41. 13 9ero coCTOUT pErucTpalliOHHbI HOMEP TOKyMEHTa?

a) U3 NOPSAAKOBOTO HOMEpA, KOTOPBII MOXKET OBbITh JOMOJHEH [0 YCMOTPEHHIO OpraHU3alluy;
0) TOJBKO M3 MOPSIKOBOTO HOMEpA JOKYMEHTA;

B) U3 MHJEKCA JieNla, B KOTOPOE MOAIUBAETCS JOKYMEHT;

I) 10 YCMOTPEHUIO OpraHU3aliH.

42. B xakux ciay4asx HNPUBOAMTCS COKpAIICHHOE HAaMMEHOBAHME OPraHU3alliH, BBITYCKAIOIIEH
JTIOKYMEHT?

a) ecliu TIOJIHOE Ha3BaHUE OpraHu3alMy COCTOUT OoJiee YeM U3 5 CJIoB;

0) eciu COKpalLICHHOE HAMMEHOBAaHUE 3aKPEIUIEHO B yUPEIUTEIbHBIX JOKYMEHTAX OpraHU3allny;
B) €CIIM COKpAIlCHHOE HAUMEHOBAHUE MCIIOJIBb3YETCS Yallle, YeM I1OJIHOE;

I') €CJIU IOKYMEHT SIBJII€TCS] BHYTPEHHHM.

43. CranaapTu3anus — 370

a) CBepKa JOKYMEHTOB yupexeHus ¢ TpedoBanus ['OCT;

0) mpolecc yCTaHOBIEHMSI M NPUMEHEHHs] IPaBUJI C LENbI0 YHOPSAOYEHUs JEATEIbHOCTH B
JIEJI0NIPOU3BO/ICTBE;

B) CBEpKa JOKYMEHTOB YUpPEXKIEHHUS C (PaKTHUECKUM HAIUYUEM COOTBETCTBYIOIIUX MaTe-
pHaTbHBIX OJar;

I') KOMILUIEKC TOJI0KEHUH, ONPEAEISIOINX OPraHU3alUI0 JOKYMEHTOB Ha MPEANPHUITHH.

44. JlIokyMEHTAIlMOHHOE 00ECTICYCHHE YITPABICHUS — 3TO

a) JeATENbHOCTh allapara yIpaBJIEHHUS, OXBAaThIBAIOIIAs BOIPOCHI JOKYMEHTHPOBAaHUS U
OpraHu3any paboThl C JOKYMEHTAaMU B IHIPOLECCE OCYIIECTBICHUS MM YIPaBICHYECKHX
byHKIHUH;

0) mpaBwIBLHO O(GOPMIICHHBIE JOKYMEHTBI, OTpaKarolIMe BECh CIEKTP YNPaBICHUYECKON
ACATCIIBHOCTH NPCANIPUATHA,
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B) OpraHu3aIys JOKYMEHTO000pOTa B YUPEIKICHUN;
I) KOMIUIEKC OCHOBHBIX MOJIOKEHUH, ONPEACNAIONNX U PErIaMEHTHUPYIOIIUX OPTraHU3alUIo
JOKYMEHTHPYEMBIX MPOIECCOB HA TIPEATIPUSATHH.

45. Kakue pekBU3UTHI OTHOCSTCA K IOpUIUYECKH 3HAYUMbIM?
a) JaTa, pEruCTPallMOHHBIN HOMEDP JOKYMEHTA;

0) 3aroJI0BOK K TEKCTY, OTMETKa 00 UCIIOTHUTEIIE;

B) p€30JIOLMS, OTMETKA O HAJTMYUU IIPUIIOKEHUI.

46. JIOKyMEHT, coAepXalluil 3amuch X0Aa OOCYXKICHHS BOIPOCOB M MPUHATHUSA pEIICHUI Ha
coOpaHusX, 3acelaHMsAX, COBEIAHUAX, KOH(PEepEeHIUAX, AETOBBIX BCTPEYax — 3T0...

a) yKa3aHue;

0) MPOTOKOIT;

B) pacHopsKEHHE

47. Kakue TOKyMEHTbl MUHYIOT CTaJIUIO IPOEKTA
a) TIOKJIAHBIC 3aITUCKH;

0) mpuKasbl;

B) CIIPaBKH.

48. Kakue U3 nepeyuciaeHHbIX JOKYMEHTOB OTHOCSITCSI K OpraHru3allMOHHBIM
a) MUChbMO, MOJIOKEHHE

0) ycTaB, MUHCTPYKITUS

B) yCTaB, yKas.

49. Kak1M opraHom M3/1aeTcsl pelieHHe

a) KOJUTETHATbHBIM

0) 3aBUCHUT OT OPraHU3aLUOHHO-TIPABOBON (hOPMBI
B) €MHOJIMYHO PYKOBOAHUTEIEM

50. Kakoii peKBU3UT pacrojaracTcs B JICBOM HUKHEM YIITy
a) rpu¢ yTBEpKACHUS

0) Bu3a

B) rpu¢ orpaHuveHus

51. Kontpons 3a cobmrogenuem rpaduka JOKyMEHTO000pOTa BO3/IaraeTcs Ha:
a) PYKOBOJIUTENSI OpraHU3auu

0) rmaBHOrO OyXranrepa

B) oO1iee coOpanue yuapeauTencit

52. Opranuzanus 00s13aHa XpaHUTh BCIO OyXTaJITEPCKYIO TOKYMEHTAIIHIO:
a) He MeHee 3 JIeT;

0) HEe MeHee 5 JieT;

B) He MeHee 10 ner;

r') He MeHee 15 rer.

53. Pabounii 11aH CYeTOB OyXTalITepCKOro y4eTa YTBEPKIAACTCS IPEANPUITHEM:
a) Ha ocHoBe [1ana cuetoB, yrBepxk1eHHOr0 MHUHUCTEpCTBOM (uHAHCOB PD;

0) caMOCTOSITENBHO.

54. IOKyMEHTUPOBAHUE B XO35MCTBEHHOU JEATEIIbHOCTH — 3TO
a) oopMIIeHHE BTOPUYHOTO YYETHOTO TOKyMEHTa
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0) ohopmIIeHHE IEPBUYHOTO YYETHOTO IOKYMEHTA
B) ohopmIieHUE COMTPOBOANTENHHOM JTOKYMEHTAIUH.

55. IlepBrUYHbBIC y4eTHBIC JOKYMEHTHI B X0O3HCTBEHHOM AEATEILHOCTH OQOPMIISIOTCS:
a) B cBOOOIHOH hopme

0) B cMemanHoi popme

B) B TUTIOBOH (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
MPONYKIIUKA MYy3bIKanbHOW mpoMbliiuieHHocTH (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 3apabdotHoi miuatel MapkoBy H.I'. paccuutars pazmep 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 rnaBHBINA Oyxranrep
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 00pa30BaHUs 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, MOTUBUPYS 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.lIuno, npeaceaarens POCCUIICKOTO 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.BonbHIEBY € mpockOoid
paccMoTpeTh Bompoc o mpenoctaBieHur B anutenbHyio apenny AKb «TOPITIPEJIBAHK»
pabouunx momazaei — 180 KB.M Mo pa3MeneHre oTaeIeHus OaHKa.

[IucbmMo OBLIO COCTaBIICHO HCHOJHHUTENEeM IloaiecHO Ha JIOJDKHOCTHOM OJlaHKE
npeJceaarens npapieHus 0aHKa U MOANKUCaHo 24 MapTa TEKYyIIEro roja.

Bapuant 3

Curyanus 1.

Hupextop OO0 «Meuray IlonsxkoB B.M. 10 okTs0pst Tekyiiero rojaa u3jgan MpuKa3 o
IIPOBEJICHUN WHBEHTapU3alMN TOBAPHO-MAaTEPHAIIbHBIX LIEHHOCTEN Ha cKilaje npeanpusatus. OH
Ha3HA4YWJI KOMHUCCHIO MOJ| MPEACEAaTeIbcTBOM KOMMEpPUYECKOTo aupektopa 3onotapesa 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 OKTOps) 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.

Ucnonnurenem M. 1O. [TonsskoBo# o nopy4eHUIo HadalnbHUKA OoTAena 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: «HampaBnsem HeoOxonumbie Bawm
JIOKYMEHTBI, cofieprKalliie HHPOPMAIIHIO O [IeHE KOMIUIEKTa HayYHO-TEXHUYECKOM JOKYMEHTAIM!
Ha XojoawibHOe oOopynoBanue. IIpemnaraeM BbICIATh TEXHMYECKYIO JOKYMEHTAILMIO Ha
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3apyOeKHBIE aHAJIOTH XOJOAMIBHOTO 000pynoBanus. [Ipu NpUHATHH MOJTOKUTEILHOTO 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 CPEACTB ISl OOecreueHus: MPOU3BOJCTBEHHON NeATEIbHOCTH
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 3aBH3UPOBAT 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 Iopuandeckuil. B mucebme coobimanock Takke O TOM, YTO MpaBuja MpHeMa 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
3agaHus AJ151 IPOMEKYTOUHOI aTTeCTANMHU CTY/IEeHTOB
(Dopmupyembie kommereHuu: [1K-4).

Keiic - ommcanme peandbHBIX 53KOHOMHYECKHX, COIMAIBHBIX W OW3HEC-CUTYaIUH.

OOyuaromiyecs JOJDKHBI MCCIEIOBaTh CUTYaIMIO, Pa300paThCcsi B CYyTH MPOOJIEM, MPEIIOKHUTh
BO3MOXKHBIC pEIIEHHs M BbIOpaTh Jydimiee M3 HUX. Kelchbl OCHOBBIBAIOTCA Ha peaJbHOM
(axTHUEeCKOM MaTepHualle WM K€ MPUOIKEHBI K PealbHOM CUTYaIUH.

Ilenp kelica - HayduTh OOy4alOUIMXCS AaHAIW3UPOBATh MPOOJIIEMHYIO CHUTYalHUIO,

BO3HUKIIIYIO IIPU KOHKPETHOM IOJIOKEHUH /1€, M BBIpabOTaTh pelieHue; HayduTh paboTarth c
nH(pOpPMAITMOHHBIMU HCTOYHUKAMH, TIepepadaThiBaTh €€ U3 OJTHON (OPMBI B IPYTYIO.

B npotiecce BBITIOTHEHHS Keiica pelIaroTes CISAYIONIME 3a1a9u:
» ®opmHpoBaHKE U pa3BUTHE WH(POPMAIIMOHHON KOMIIETEHTHOCTH;
* Pa3BuTHE YMEHMI NCKAaTh HOBBIE 3HAHUS, AaHAJTU3UPOBATh CUTYALINH;
* Pa3BuTHE HAaBBIKOB CAMOOpPraHU3AINH, CAMOCTOSTEIbHOCTH, UHUIIHATUBHOCTH;
* PazBuTHe yMEHMI NPUHUMATh PELICHUs, apTYMEHTUPOBATh CBOIO MO3UIIMIO.
OO0s13aTEIBHBIMU COCTABJISIFOIIIMMHE JIEMEHTaMU Kelca SBISIOTCS:
* TUTYJIbHBIH JIUCT;
* OCHOBHAs YacCTh;
* 3aKJIFOUYCHHE;
* CIIMCOK UCIOJIb30BAaHHBIX UCTOYHUKOB;
* IPUIIOKEHUS
OO0pasupb! keiic-3a1a4

PaCCMOTpI/ITe CUTyalluu, OTBCTHTC HaA CJICAYIOUIUC BOIIPOCHI.

a) Ilpomno 3acemanve WHBEHTAPU3AIIMOHHONW KOMHCCHHM 3aBOJia Ta30BOM ammaparypsl, Ha
KOTOPOM pacCMaTpUBajICsi BOMPOC O pe3yJibTaTax HWHBEHTapu3aluuu Mo ckiaagy Ne 2
BCIIOMOTaTeNbHbIX MarepuaioB. Ha 3aceganuu ObUIO TPHUHATO MOCTAHOBJIEHHE 00
YTBCPKACHUU PC3YJIbTATOB MHBCHTAPU3AIMHW U OTHCCCHUSA 3a CUCT 3aBCAYIOLICTO CKJIAAOM
HEJI0OCTaud BCTIOMOTATEIbHBIX MAaTepUajIoB B cyMMe 365 ThICc. pyO0., a TakKe 3a4UTaHBI
CJIMYUTCIIbHAA BCAOMOCTD I10 CKJIay Ne2wn OGBHCHHTCJ’IBH&H 3allrMCKa 3aBCAYIOLICTO CKIIaI0M.

BOITPOCHI:
1. Kakoif TOKyMEHT COCTaBJISIETCS 110 UTOTaM 3acedaHuil KOMUCCHI pa3Horo poaa?
2. Kakue peKBU3UTHI T0JKEH BKIIOYATh JAHHBIA JOKYMEHT?
3. CKOJBKO CTPYKTYPHBIX YacTEW OH Mpe/roaaraeT?
4

Kakue (akTuyeckre qaHHbIC TOJDKHBI OBITh BHECEHBI B TOT TOKYMEHT?

0) B crpourensHOM KoomepaTuBe «CTpoiicepBuc» ObUT OOHapyKeH (pakT HENpaBUIBHOTO
UCIIONIb30BaHUsI CTPOUTENBHBIX OTX0MO0B. [Ipy mpoBepke paboTHI CKiIa/a MUIOMATEpUasoB
yYCTaHOBJEHBI (DAaKTHl OTIYCKAa B KOTENbHYIO IS CXHUIAaHUS OTXOJOB MUJIOMAaTepUajoB
JuHHOM cBbiie 20 cM. B pacnopsauTenbHOM 4acTH ClIeAyeT MPEeaioKHUTh 3aBEIyIOIIEMY
CKJIa/IOM OpPraHHU30BaTh paboTy MO pean3aluy 0TX0JA0B YaCTHBIM JIUIAM.

BOIIPOCHI:
Kaxoif TOKyMEHT II03BOJIUT PETJIAMEHTUPOBATH OTITYCK CTPOUTEIBHBIX MAaTEPUaIOB?

Kakuve myHKTBI 1O/DKHBI OBITh B TAHHOM JIOKYMEHTE 00s13aTETbHBIMU?
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CKOJBKO [OJDKHOCTHBIX JIMI[ JOJDKHBI OBITH OTBETCTBEHHBIMH 3a HCIIOJHEHUE JAHHOI'O
JOKymMeHTa?

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

Kakue (hakTuyeckre qaHHbIC TOJDKHBI OBITh BHECEHBI B 3TOT JTIOKYMEHT?
KEHC «3AIIIUTA MYTEIECTBEHHUKOB».

B KAKUX CJIIYUAAX HEOBXOJNUMA CTPAXOBKA I1PU BBIE3/IE 3A
I'PAHUILY? YkaxuTe MaKCUMaJIbHO BO3MOYKHBIE OOBEKTHI CTPaXOBaHUsI, CTOUMOCTH:
* [TonyyeHne MIEHTE€HCKOW BU3BI

* boJie3Hb WM HECUACTHBIN CiTydait 3a pyOexom.

* OTMEHA TOE3/IKH.

* Yreps Oaraka U TOKYMEHTOB.

* [IpnunHEeHNE Bpea 310pOBBIO0 U UMYLIECTBY TPETHUX JIULI.

* [IyremecTBre Ha aBTOMOOUIIE.

* DKCTpEMaJIbHbIE BU/IBI CIIOPTA.

* [TyremectBue no Poccuu.

MO’KHO JI IOJTyYUTh CTPAXOBKY OHJIANH?

Hcnonp3oBanne CaiTOB KPYMHEHITUX CTPAXOBBIX KOMITAHHM.

[epeuncnure crpansl llleHreHcKoN BU3bI, KaKUE CTPAXOBKH 3€Ch TPEOYIOTCS.

KEMC «CTPAXOBAHUE UMYIIECTBA»

3agaua — cocTaBUTh J0roBop crpaxoBanus. lllabmon norosopa B3ate u3 CIIC KoncynbTant
unu ["apaHnT.

Kpurepun onenxu:

1. ymenue opOpMHUTH JI0TOBOD;

2. 1py HEOOXOIUMOCTH HAlTH 1 UCTIPAaBUTh OIIUOKH;

KEWC «IOTOBOP CTPAXOBAHUS»

[To I'paxpanckomy koaekcy P® riase 48 1oroBop cTpaxoBaHUsi CYUTACTCS 3aKIIOYCHHBIM B
bopme [IPU HAJIMYWHU KaKUX CIETYIOUIUX YCIOBHH :
1

2.
Haiinute B rnase 48 'K P® otset Ha Bompoc « Kak ycranaBiauBaercs B JloroBope cTpaxoBaHHUs

cTpaxoBasg cyMma»? Hanmummre mo myHKTam.
1

2.
3.
4.
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[Tpunoxenue 8
IIpuMepHBIii HepedYeHb BONPOCOB K 3a4eTy 10 JUCHUILIHHE
«JlokyMeHTaIMOHHOE O0ecriedeHue yIpaBJIeHUusD

1. HazoBute HOpMaTUBHBIE AKTHI IO OPraHU3aLMK U BEJECHUIO JEI0Npon3BoIcTBa B PD.
2. JlaiiTe onpeneneHue TEpMUHY «TOKYMEHT.

3. Uto npuaaét JOKyMEHTAM IOPUIUYECKYIO CHITY?

4. [Topsinok anpecoBaHusi JOKyMEHTA.

5. OTMeTKHU Ha TOKyMEHTE: MOPSAI0K U MPAKTUKA IPOCTABICHHUS.

6. CornacoBaHue JOKYMEHTA.

7. [Toanucanue nOKyMeHTa.

8. VY TBepKaeHUE TOKYMEHTA.

9. OcHOBHBIE OCOOCHHOCTH JIETIOBOTO SI3bIKA IOKYMEHTA.

10.  PacmopsauTenbHbIe JOKYMEHTHI, UX Ha3HAUYEHUE, COCTaB, 0(OPMIICHHE.

11. [Iponiecc moAroTOBKHM pacopsIAMTEILHOTO IOKYMEHTA.

12. OpraHu3annoHHbIE JOKYMEHTHI, UX Ha3Hau€HHUEe, COCTaB, 0POpMIICHHE.

13. [Iponecc mOArOTOBKYM OpraHU3allMOHHBIX JOKYMEHTOB.

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

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

17. [Tporecc moATOTOBKY AEIOBOTO MHUCHhMa (OTBETHOTO).

18.  JIokyMEHTOOOOpPOT OpraHHU3allUu.

19. Perucrpanus 10KyMEeHTOB.

20.  HWnpexcauusi TOKyMEHTOB.

21. Perucrpanuonnsie popmel. Ix Ha3HaueHHeE.

22.  TumnoBble U UHAUBUIYATbHBIE CPOKU UCIIOJIHEHUSI IOKYMEHTOB.

23. KonTposb ucnosiHeHUs: TOKYMEHTOB.

24.  Pabora c oOpamieHusIMHU TpakKaaH.

25. Bupr obparienuii rpakaaH.

26.  Buasl JOKYMEHTOB I10 JINYHOMY COCTaBY.

27.  llpusnaku popMupoBaHUS ACII.

28.  OOmme TpeOOBaHUs K CUCTEMAaTHU3allu1 JOKYMEHTOB.

29. [TeproaUYHOCTH COCTABIEHUS U BEICHUE HOMEHKIIATYPHI JIEJI.

30.  Hcnonp3oBaHMe HOMEHKIATYPHI €1 B I€IONPOU3BOICTBE, ONIEPATUBHOM U apXUBHOM
XpaHEHUU Jedl.

31. OcHoBHbIE TpaBuiIa (POPMUPOBAHUS JEII.

32. DKcnepTu3a IMEeHHOCTH JOKYMEHTOB U JOKYMEHTHOUN HHGOpMAIN

33.  OmnepaTHMBHOE XpaHEHUE TOKYMEHTOB U JAEII.

34. Opranu3anys HHPOPMaIMOHHO-CIIPABOYHOM pabOTHI 11O JOKYMEHTAaM OIEePaTUBHOTO
XpaHEeHHUs.

35. [ToaroroBka nen Kk apXuBHOMY XpaHeHU0. COCTaBIeHUE BHYTPEHHEN OMUCH JTIOKY-
MEHTOB JIeJ1a U 3aBEPUTEIIbHON HAAMUCH, OPOpPMIICHHE O0JI0XKEK Jell.

36. Cucrema 3JeKTpOHHOTO JOKYMEHTO000pOTa: Ha3HauUeHUe, TUTFOCHl 1 MUHYCHI €€
MCIIO0JIb30BAHUS.

37. KagpoBast nokyMeHTanus: coctaB JOKYMEHTOB, ITPaBUJIa COCTABJICHUS.

20



