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: 38.03.03 Ynpasiienue nepcoHanoMm

HanpasnenHocts (pouiib)IoArOTOBKH: YIpaBiIeHUE IEPCOHATIOM OpraHU3alul
KBanudukanus (cTeneHb) BbITyCKHUKA: OaKaiaBp

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

I'on HaOopa (mpuema Ha oOydenue): 2024

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

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

r. Omck, 2024
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Pa3padoruukmu:

JlotieHT, aKyapTeT OYHOTO OOYUYCHHsI, KAaHTUAAT £
neparorndyeckux Hayk JlykpsHumkoBa E. A. L

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 no nampasnennto noaroroBku Hampasnenue nmoaroroBku: 38.03.03 YopasieHue nepcoHaiom,
YTBEPKJACHHOTO MpukazoM MwuHoOpHayku Poccum ot 12.08.2020 Ne955, ¢ yuerom TpyaoBBIX
GbyHKIMNA TPOQEeCCUOHATBHBIX CTaHIAPTOB: "CrnenuanaucT 10 yOpaBiI€HUIO MepcoHaiom",
yTBepkJieH npukazoM Muntpyna Poccun ot 09.03.2022 Ne 109H; "CneupajucT mo mporecCHOMY
yrpasiieHuto", yTBepxaeH npukazoM Muntpyna Poccun ot 17.04.2018 Ne 248n; "KoHcynbTaHT B
obnacTu ympaBieHHs mepcoHaioM", yTBepxkaeH npukazoM Muntpyna Poccum ot 04.04.2022 Ne

1971; "Cnenuanuct 1o nmoadopy nepcoHana (pekpyrep)", yTBepkaeH npukazom Muntpyaa Poccun
ot 09.10.2015 Ne 717m.

CormnacoBaHue U yTBEPKACHNUE

ITonpa3nenenue
No WIN ) OTBeTCTBEHHOE PUO Busa Jlata, mpOTOKOII
KOJIJIETUAJIBHBIN JIULO (npu HAJIMYMM)
oprax
1 PykoBonurens Kogains O. 1. CornacoBano | 28.08.2024, Ne
o0pa3oBareIbHO 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
CYLIECTBYIOIUX FOCYJapCTBEHHBIX CTaHIAPTOB;

- 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

OIIK-3 Crnocoben pa3pabaThiBaTh M OCYIIESCTBIATh MEPOIPHUATHS, HAMPABICHHbBIC HA PEaTU3aIlHio
CTpaTeruy YTMpaBJICHUS MEPCOHANIOM, OOecrneyrBaTh UX JOKYMEHTAI[MOHHOE CONPOBOXKICHHE U
OLIEHHBAaTh OPTaHU3ALIMOHHBIE U COLMAIbHbIE TOCIEACTBHS

OIIK-3.1 3HaeT OCHOBBI CTPATETHMUECKOTO YIPABJICHHS U Pa3paOdOTKH KaJapOBOW CTpaTeruu B
OpraHu3aluu

Buameo:
OIIK-3.1/3u6 CoBpeMeHHBIE CITIOCOOBI M TEXHUKHU CO3AaHUS JOKYMEHTOB
OIIK-3.1/3u7 IlpaBuna opopmieHns: peKBU3UTOB O(QUIIHATBHBIX JOKYMEHTOB

OIIK-3.1/388 IlpaBunma cocTaBiCHUS OpPraHU3ANMOHHBIX, PACHOPSIUTEIHHBIX,
JIOKYMEHTOB I10 JINYHOMY COCTaBY U MH(POPMAIIIOHHO-CIIPABOYHBIX TOKYMEHTOB

OIIK-3.1/389 OcHOBBI apXWBHOTO 3aKOHOJATEILCTBA U HOPMATHUBHBIE TPABOBBIC AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS TOKYMEHTAIIUH 110 MEPCOHAITY

OIIK-3.2 YMeeT mpUMEHSATh HHCTPYMEHTHI CTPATETUYECKOTO YIPABJICHHS TIPU pa3padOTKe U
peanu3aly CTpaTeruy YNpaBICHUS IEpPCOHAIOM, OOeCleuynBaTh TOKYMEHTAllMOHHOE H
OpPraHMU3aIIOHHOE COIIPOBOXKICHHE

Ymems:

OIIK-3.2/¥YmM4 Odopmnare AOKyMEHTHI MO IMpoIeccaM M pe3yJbraTtaM YIpaBICHHUS
NIepCOHATIOM

OIIK-3.2/¥M5 OpraHu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBHH C
TpeOOBaHUSIMH 3aKOHOAATENHCTBA PD 1 TOKaNbHBIMU aKTaMH OpTaHU3aLuU

OIIK-4 Cnoco0OeH NpUMEHSTh COBPEMEHHBIC TEXHOJOTHH M METOJbI ONEPAaTHBHOTO YIIPABICHUS
IIEPCOHAJIOM, BECTU JOKYMEHTALUOHHOE COIIPOBOXKACHUE U YUYET

OIIK-4.1 3Haer COBpEMEHHBIE TEXHOJOTMM MW METOAbl OMNEPATUBHOIO  YIIPABICHUS
MEPCOHAIOM, 0COOEHHOCTH OpPraHU3alluy JOKYMEHTAIIHOHHOTO COMPOBOXKACHUS U yueTa
3namu:
OIIK-4.1/311 OcHOBBI JOKYMEHTOOOOPOTA U JOKYMEHTAIIMOHHOTO 00eCTICUeHHUs

OIIK-4.1/312 TexHOIOTUH, METOMIBI M METOIMKH MPOBEICHUS aHAIH3a, CHCTEMaTH3aI[u1
JIOKyMEHTOB

OIIK-4.1/3u3 Tlopsimok pa3paOOTKU JIOKAJbHBIX HOPMATHUBHBIX AKTOB, KAaCAaIOIIUXCS
yIpaBIEHUS IEPCOHATIOM
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OIIK-4.2 VYmeer HCIONB30BaTh COBPEMEHHBIE TEXHOJOTMM U METOABl OINEPATUBHOIO
YIPaBIEHUS MEPCOHAIOM, OPIraHU30BbIBATh IOKYMEHTALIMOHHOE CONIPOBOXKIECHUE U YUET

Ymems:

OIIK-4.2/¥Ym1 Ananu3upoBaTh MpOLECCHl JOKyMEHTOO0OpOTa, JOKaJIbHbIE JOKYMEHTHI
OpraHu3aIUH 10 BOIPOCAM YIPABICHUS MIEPCOHAIOM U pabOTHI KaJPOBOH CITyKObI
OIIK-4.2/¥YMm2 [Ipunumars yyactue B pa3paOoTKe ITAaTHOTO PACIUCAHUS OPTaHU3AIIH

OIIK-4.2/YM3 PazpabarpiBath U OQOPMIISITH JIOKAJbHBIE TOKYMEHTHI, 00€CTICUnBaTh
JOKYMEHTAIIMOHHOE COMPOBOXKIICHUE YIPABICHHUS TMEPCOHAIOM M pPadOTHl KaJpOBOM
CITY OBl

3. MecTo aucuMiinHbl B cTpykrype OIl

JucummuimHa — (Momynb) — «JlokyMeHTaliMoHHOe — oOecrieueHWe  YIpaBJICHUsS»  OTHOCHTCS K
00s13aTeNTbHON 4YacTh 00pa3oBaTeIbHOW MpOrpaMMbl M HM3ydaeTcs B cemectpe(ax): Ounas ¢opma
oOyuenus - 3, OuHo-3a04Has Gpopma oOyuenus - 4, 3aounas popma oOyueHus - 4.

[IpenimecTBytoUEe TUCIUTUTHHBI (PAKTUKU) TIO CBSA3SIM KOMITETCHIIUH:
OCHOBBI yIIpaBJI€HUS [TEPCOHATIOM;
[Tocnenyromuye AUCIUILTUHBI (IPAKTUKH) TIO CBSA3SM KOMIICTCHIIHNA:
[ToaroroBka K mpoueaype 3aMThl U 3allMTa BBITYCKHON KBaTU(PUKAITMOHHON paOoThI;
Co3nanue coOOCTBEHHOro OM3HECa;
Crpareruueckoe yIpaslieHUE TIepCOHAIIOM;
TexHonormueckast (MPOEKTHO-TEXHOIOTHYECKasl) TPAKTHKA;
VYpaBiieHUECKUI yUET U YUET MepCOHAa;

B mporecce u3y4eHuss AMCUUIUIMHBI CTYACHT TOTOBUTCS K BUAaM MPO(PECCHOHAIBHON NesITeTbHOCTH
U PpEUICHUI0 TNpodecCHOHANBHBIX 3aaad, npeaycMmoTpeHHbIx PI'OC BO u obpaszoBarenbHOIM
IIPOrpaMMON.

4. O0beM JMCHUIIMHBI M BH/ABI Y4e0HOI padoThI

Ounas popma ooyuenus

2
2]
=
A A = | = = 5 =
5 |5 |g 212 |E |3 5
S IS 5 2 |E & = 3
2 Z > = |F o o 2
S = Qo Z < =
) () 8 o) S 0 ?é <
2218028 2 |25|eBlEE| 53
Hepon — \XZI1SmIE 5| 2 |25|E8(28] £8
obywenns |EFIBCIEZ| & EEBE|EE| EZE
= = < S = o T g =
< < ESl A |E = e >
5 (2 |2 2 |2 |E 3 %
18 |2 |2 |2 |2 | 2
o o ~ |5 [:Q" < Q
O 2
=
Tpetuii cemectp | 108 | 3 | 56 | 2 | 18 | 36 | 43 | 3auer (9)
Bcero 108 3 [ 56 | 2 | 18 | 36 | 43 9
Ouno-3a0unas ¢hopma obyuenus
2
<
=
e & = | = = 5 =
5 |5 g | 8|8 [E |€ S
S |8 5 s |5 = |3 3
2 4 8= F | = o, L
s |5 82| < |5 |8 2
1% o 8-4 b = Lc‘g |~ ?é —~ S~
o =l 15} = =0 = |mZ '~ = =
ITepron 25|55 2 5 |88|E5|28] 858
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ooywerms  |BEIETIEZ| § |[EEIBE|ZE|] BEE

= = = | B |o = = g
< < = > = = g >
= 1§ |ES] 2|5 [E |5 2
(&) O S g P =t o O
S | |* 2z =2 |& |2 Z
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Hetsepriii 108 3 |38 ] 2 | 12| 24| 66 | 3auer (4)

ceMecTp

Beero 108] 3 |38 | 2 | 12 | 24 | 66 4

3aounas popma 0oyuenus
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= = < 7 |8 = 8 s
3} 13 s 5 = E O 5
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0128 ~|&8| B [o2|o =[S S~
— — — — —
Hepmox 57155152 = 1281528158 32
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ceMecTp
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5. Conep:xaHue QTMCUMILIHHBI
5.1. Pa3gennl, TeMbl AMCUUILIMHBI M BUABI 3aHATHH
(4acel MPOMEXYTOYHOM aTTECTALIMU HE YKA3bIBAIOTCSI)

Ounas popma ooyuenus

E (@]
< D)
= =
% 5 s g3
=R = O 0 = s
= & S =i )
& 2 = 1232
= | 8|8 |228
S | o T |=E o
HaumeHnoBaHue paszena, TeMbl = o | = 2 (28 =
= 7 b g |2 35 3 =
S |2 |8 |5 [8.E8¢%
5 = o S |»E&8 ¢
= <] = = ST =
o S - E Q |EF 48 g
= Q = = = T = 5 B
o jen b4 < = S 5, ) o
O = O o < 53 30 &
M 4 = = O |IE 3 aE
Paznen 1. Opranusanus u 71 12| 30| 29| OIIK-3.1
TEXHOJIOT'MS IOKYMEHTHOI0 OIIK-3.2
olecrieyeHNnsl ynpaBJIeHUsI OIIK-4.1
Tema 1.1. 12 4 4 4| OIIK-4.2
HopmaruHo-MeTonnueckas 6a3a
JOKyMEHTAI[MOHHOI'O
obecnieuenus ynpasieHus B PO:
UCTOPHUS BONIPOCA, OCHOBHBIE
TE€PMUHBI.
Tema 1.2. OpranuzanuoHHas 13 2 6 5
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.
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Tema 1.3. PacniopsinurenbHas
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

14

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

12

Tema 1.5. KagpoBas
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHHIO.
Texnonorust paboThI ¢
JOKYMEHTaMHU.

20

10

Pasznen 2. Opranusanus
JOKYMEHT0000poTa

28

14

Tema 2.1. OCHOBHBIE IPUHIIUITBI
OpraHu3aIMK TOKyMEHTO00O0pOTA.

14

Tema 2.2. Mcnonxenue
nokyMeHTOB. KoHTpob
UCIIOTHEHUS T0KyMEHTOB. DOpMBbI
KOHTPOJISI UCTIOTHEHUS
JNOKyMeHTOB. Turossie u
WHAWBUAYaJIbHbBIE CPOKU
MCIIOJTHEHUS! IOKyMEHTOB. AHAJN3
CTPYKTYpPBI JOKYMEHTOO0OPOTA.
CucTeMbl AIEKTPOHHOTO
JIOKyMEHTO000pOoTa: MpOoOIeMbI
BHEJPEHUs, IPEUMYILIEeCTBA U
HEJ0CTaTKU UCTIOIb30BAHUS B
JOKYMEHTAI[MOHHOM YIIPaBJIE€HUU
OpraHu3almen.

10

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

OIIK-3.1
OIIK-3.2
OIIK-4.1
OIIK-4.2

Hroro

929

18

36

43

Ouno-3aounas popma obyuenus

HaumenoBanue paznena, TeMbl

Bcero

Koncynpranuun

JlexuMoHHBIE 3aHATHSA

00y4eHHsI, COOTHECEHHBIE C
pe3yJbTartaMyi OCBOEHUsL

[Inanupyemblie pe3ynabTarhbl
IPOrpaMMbI

Pa3gen 1. Opranusanus u
TeXHOJIOTUSl TOKYMEHTHOI0
olecneyeHNnsl ynpaBJIeHUsI

— | IIpakTHueckue 3aHATHSA

6

& | CamocTosaTenbHas pabora

w
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Tema 1.1. 10 2 2 6| OIIK-4.2
HopmaruBHo-mMeToquueckas 6a3a
JTOKYMEHTAIIHOHHOTO
obecrieueHus ynpasieHus B PO:
UCTOPUS BOIIPOCA, OCHOBHBIE
TEPMHHEI.

Tema 1.2. OpranuzauroHHas 13 2 4 7
JTOKyMEHTAIHsI: TpeOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JTOKyMEHTaMH.

Tema 1.3. PacniopsigurensHas 13 4 9
JTOKyMEHTAIHsI: TpeOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHHIO.
Texnonorust paboThI ¢
JTOKyMEHTaMH.

Tema 1.4. 13 2 2 9
CnpaBouHO-UH(MOPMAIIMOHHAS
JTOKyMEHTAIHsI: TpeOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JTOKyMEHTaMH.

Tema 1.5. Kagposas 16 41 12
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢

JTOKyMEHTaMH.
Paznen 2. Opranusanus 39 2 6 8| 23| OIIK-3.1
JOKYMEHT0000poTa OIIK-3.2
Tema 2.1. OcHOBHBIE TPUHIIMIIBI 16 2 2| 12| OIIK-4.1
OpraHM3alKy JOKYMEHTO000POTa. OIIK-4.2
Tema 2.2. Ucnionnenue 15 2 4 9

nokyMeHToB. KoHTpoib
HCIIOJIHEHUS TOKyMEHTOB. Dopmbl
KOHTPOJISI UCIIOJTHEHUS
JTIOKYMEHTOB. TUIIOBBIE U
WHJUBH]lyaIbHbIE CPOKHU
WCIIOJIHEHUS IOKYMEHTOB. AHAIN3
CTPYKTYPBI JOKYMEHTOO0O0pPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEI0CTaTKU UCIOIb30BAHMSI B
JIOKYMEHTAI[MOHHOM yTPABIICHUH
OpraHu3aluein.

Tema 2.3. CucreMaTusanusa 8 2 2 2 2
JOKYMEHTHOU nH(pOpMaIuu.
OneparuBHOE XpaHEHUE
JOKYMEHTOB U JIeTI.

Hroro 104 2| 121 24| 66

3aounas gpopma obyuenus

a
[bI
€C
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HaumenoBanue pazaena, TeMbl

[Lmanupyemsble pe3ynbra
00y4JeHHsI, COOTHECEHHBI
pe3ynbpTaTaMi OCBOCHUS

[IpakTnueckue 3aHATHS
IpOrpamMMbl

Koncynpranuun
JlexMoHHBIE 3aHATHSA

Bcero

o | CamocrosTenbHas pabo1

()

Pa3gen 1. Opranusanus u 66 2 2 OIIK-3.1
TeXHOJIOTHSI JOKYMEHTHOI0 OIIK-3.2
olecrieyeHNnsl ynpaBJIeHUsI OIIK-4.1
Tema 1.1. 10 2 8| OIIK-4.2
HopmaruHo-MeTonnueckas 6a3za
JOKyMEHTAI[MOHHOI'O
obecnieuenus ynpasieHus B PO:
UCTOPHUS BONIPOCA, OCHOBHBIE
TE€PMUHBI.

Tema 1.2. OpranuzanuoHHas 13 21 11
JIOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.3. PacniopsinurenbHas 13 13
JOKyMEHTAIMs: TpeOOBaHUs K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.4. 13 13
CripaBouHO-UH(POPMAITUIOHHAS
JOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 17 17
TOKYMEHTAIHs: TPEOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThI ¢
JTOKyMEHTaMH.

Pasnen 2. Opranuszanus 38 2 2| 34| OIIK-3.1
JAO0KYMEHT0000poTa OIIK-3.2
Tema 2.1. OCHOBHBIE TPUHIUIIBI 17 17| OIIK-4.1
OpraHu3alyy J0KyMEHTO00O0pOTa. OIIK-4.2
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Tema 2.2. Ucnionnenue 15 21 13
nokyMeHToB. KoHTpoib
WCIIOJIHEHUS] TOKYyMEHTOB. Dopmbl
KOHTPOJIS] UICIIOJTHEHUS
JNIOKYMEHTOB. TUIIOBBIE U
WHJUBH]lyaIbHbIE CPOKHU
WCIIOJIHEHUS IOKYMEHTOB. AHAIN3
CTPYKTYPBI JOKYMEHTOO0OPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEJOCTaTKU UCIOJIb30BaHUS B
JIOKYMEHTAI[MOHHOM yIPABJICHUH
OpraHu3aluei.

Tema 2.3. CucteMaTn3anus 6 2 4
JOKYMEHTHOU HH(pOpMaIuu.
OneparuBHOE XpaHEHUE
JOKYMEHTOB U JIeTI.

Hroro 104 2 2 4| 96

5.2. Conep:kanue pa3iaesioB, TeM IUCHUATIINH

Pa3zoen 1. Opzanu3zayus u mexuonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus

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

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

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

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

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

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

JIOKyMEHTHPOBAaHUE B €AMHOHAYAJIHHOM yIpaBieHUH. JJOKyMEeHTHpOBaHUE pabOThl KOJUIETHAIbHBIX
OpraHoB.

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

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

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

Jenosas nepenucka. OCHOBHBIC 3JIEMEHTHI CTPYKTYPHI ISJIOBOTO MHChMA.

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

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

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

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

Pa3zoen 2. Opzanuzayusn 00Kymenmoooopoma

Tema 2.1. OcHosHble npuHYUNBL OP2AHU3AYUU OOKYMEHMO0O0pOmd.

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

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

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

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

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

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

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

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

6. Pexomenayemblie o0pa3oBaresibHbIe TEXHOJIOTHHU

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

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

- MPOOJIEMHBIE JICKITUH;

- TeKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

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

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

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

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

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

7. IlopAAOK NpoOBeAeHUs IPOMEKYTOYHOM aTTeCTAlUN
Ipomescymounas ammecmayus: Ounas popma obyuenus, 3auem, Tpemuii cemecmp.
1) PaGota ¢ TeCTOBBIMH 3aJaHUSIMHU.
2) BeimonHeHUE UTOTOBOW PabOTHI.
IIpomescymounas ammecmayus: Ouno-3aounas hopma obyyenus, 3avem, Yemseepmolii cemecmp.

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

IIpomesxcymounas ammecmayus: 3aounasn gpopma obyuenus, 3auem, Yemseepmoiti cemecmp.

1) Pabora ¢ TeCTOBBIMHU 3a/TaHUSIMHU.
2) BeimonHeHe UTOTOBOW paOOTHI.

8. OneHoYHbIE MaTepUAJIbl TEKYLIET0 KOHTPOJIA

Pa3zoen 1. Opzanu3zayus u mexnonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus
Konmponupyemwie H/IK: OIIK-3.1 OIIK-4.1 OIIK-3.2 OIIK-4.2

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

0N N bW

B koHI1e npakTHuecKoit paboThl HEOOXOAMMO CPOPMYIHPOBATH 0OOOIIAIOIINI BBIBOI.

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

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

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

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

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

TOKYMEHT, pe3yJabTaT CYMMUPYETCS.

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

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

VYcnoBus UTphl OTPAXKAIOT XapaKTEPUCTUKY PEAIbHOTO Mpoliecca TPYIOBOM JeSTEIbHOCTH YeIoBeKa.

Heo0Oxonumo:

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

| mpoaHaIN3upOBaTh MPABUIBLHOCTh COCTABICHUS KaXKA0T0O TOKYMEHTA;

'] obopMHUTE BCEe HEOOXOMUMBIC TOKYMEHTHI.

Uror urpsl.

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

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

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

Bomnpocwi/3ananus:
1. ITocemieHue 3aHATHH:

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

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

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

TTonrorosneno B cucteme 1C:Yuusepcurer (000000883) Crpanuria 15 u3 30



MPOTOKOJIOB, PEIICHUH.

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

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

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

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

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

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

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

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

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

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

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

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

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

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

JlenoBas cutyanus: ohopMIICHHE Ha padoTy.

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

[IpakTuyeckoe 3aganue:

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

| cobeceoBaHNE U PUHATHE PELICHUS;

'] MOATOTOBKA JOKYMEHTOB, HEOOXOJUMBIX JIJIsl TPYAOYCTPONUCTBA!

aBroOMorpadus, XxapakTepUCTHKA; 3aMI0JTHEHUE aHKETHI;

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

| cocTaBleHHE IPOEKTa MpHKa3a Mo JUYHOMY COCTaBY.

Uror urpsl.

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

[IpakTuueckoe 3anarue 2.

Bomnpocsr nist o6cyxnenus:

1. Kak ocymecTBisiet rpaxaanamMu Poccuu npaBo Ha Tpyn?

2. Kakne moKyMeHTBI IPEABSBISIIOTCS TIPH 0popMIICHIH Ha paboTy?

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

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

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

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

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

[IpakTnueckue 3aganus:

1) CocTaBbTe 3asBIICHHE O IPHEME Ha paboTy

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

3) CocTtaBbTe 3as1BlIeHUE 00 YBOJIHHEHUH.

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

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

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

7) TloaroroBbTe MpencTaBICHUE O MOOIIPEHUH, UCIOIb3ys TEMaTHKy HampaBiIeHHH IUIaHOBOTO
3a/laHMsl TI0 BBIMTYCKY JieTaliell), U Ha ero ocHoBaHWHM cocTaBbTe M odopmute Ha [IK mpukas o
MOOUIPEHHUH.
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Pa3zoen 2. Opzanuzayus 00Kymenmoooopoma
Konmponupyemwie H/IK: OIIK-3.1 OIIK-4.1 OIIK-3.2 OIIK-4.2

Tema 2.1. OcHosHble npuHyUNbl OP2AHU3AYUU OOKYMEHMO0O0poma.

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

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

a) MOCEIICHNE JISKITMOHHBIX U MPAKTHYECCKUX 3aHATHH,

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

a) BEJICHUE KOHCTIEKTA JICKIIUM,

0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuraa,

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

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

PaboTa nmpoBoguTCS B MUKPOTpyIInax mno 2 4eaoBeKa.

XoJ1 Urpsl:

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

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

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

[Tpaktuueckoe 3anarue 1. JJokyMeHTO000pOT OpraHu3aluu

Bomnpocs! a5 06cyxaeHust.

1. YTto BXOJUT B NOHATHE JOKYMEHTO0O0poTa?

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

3. TonpKO K UCXOIALIUM TOKYMEHTaM?

3aganue.

1. ITocTpouTh CXeMy OpraHu3aluu paboThHI ¢ JOKYMEHTaMH.

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

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

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

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

1. Bug oGpatennii rpakiaH.

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

3amanue:

Pabota npoBoauTCsSI B MUKpOTpYMIax Mo 2 4eI0BeKa.

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

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

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

9. OueHOYHbIE MATEPHAJIbI IPOMEKYTOYHOM aTTeCTAlUM

Ounas popma obyuenus, Tpemuti cemecmp, 3auem
Konmponupyemvie H/IK: OIIK-3.1 OIIK-4.1 OIIK-3.2 OIIK-4.2
Bonpocsl/3ananus:

1. PaGora ¢ TeCTOBBIMH 3aJaHUSIMU.

HtoroBeiii TecT mo nuctuiuinHe "JIOKyMEHTAIlMOHHOE OOecleueHue yIpaBieHus" NpeACTaBIeH B
MIPUIOXKECHUH 5.

2. BrImonHeHNE UTOTOBOW PabOTEHI.

[IpumepHBIil MepedyeHb BONPOCOB K 3ayeTy MO IUCHUIUIMHE «J[OKyMeHTalMOHHOE obOecreyeHue
yIpaBlIeHUsS» MPEICTAaBICH B IPHIOKEHUU 4.
3anaHus A7 MPOMEKYTOYHON aTTecTallii CTYI€HTOB MPE/ICTABICHbI B PUIIOKEHUH 8.

Ouno-3aounas popma obyuenus, Yemseepmulii cemecmp, 3auem
Konmponupyemwie H/IK: OIIK-3.1 OIIK-4.1 OIIK-3.2 OIIK-4.2
Bomnpocsei/3ananus:

1. PaboTta ¢ TeCTOBBIMU 3a/1aHUSIMH.

Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIlMOHHOE OOECIeUYeHHe yIpaBieHus" MpeACcTaBiIeH B
MIPUJIOKEHUH 5.

2. BeimonHeHEe UTOTOBOM pabOTHI.

[TpumepHBIil MepedeHb BONPOCOB K 3a4eTy MO TUCHUIUIMHE «JloKyMeHTarmoHHOe obecreueHue
YIPaBIEHUS» MIPEICTABIEH B IPUIIOKEHUU 4.
3anaHus A4J11 IPOMEKYTOYHON aTTeCTallli CTYIEHTOB IIPEICTABIECHbI B IIPUIIOKEHNUH 8.

3aounas gpopma ooyuenus, Yemsepmoiti cemecmp, 3auem
Konmponupyemvie M/IK: OIIK-3.1 OIIK-4.1 OIIK-3.2 OlIK-4.2
Bonpocsl/3ananus:

1. PaGora ¢ TECTOBBIMH 3aJaHUSIMU.
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Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIMOHHOE OOECIeUueHHe yIpaBieHus" MpeACcTaBiIeH B
TIPUJIOKEHHH 5.

2. BeimonmHeHEe UTOTOBOM PaOOTHI.
[TpumepHBIil MepedeHb BOMPOCOB K 3a4eTy MO TUCHUIUIMHE «/loKyMeHTarmoHHOe obecneueHue
yIpaBJICHUS MPEACTaBICH B IPWIOKEHUH 4.
3agaHus AJi MPOMEKYTOYHOM aTTeCcTallK CTYIEHTOB PEICTABICHbI B IPUJIOKEHUH 8.

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

OcHognas tumepamypa

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

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

Jlononnumenvuas numepamypa

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

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

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

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

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

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

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

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

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

3. CnpaBouHo-1ipaBoBas cuctema Koncynsrantllmtoc.

4. DnexrponHas cupasoyHas cuctema [ IC Omck.

10.4. CnennaJjibHbIe MIOMeLIeHUs, JJA00paTOPHH U J1abopaTopHOoe 000pyr1oBaHHE

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

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

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

Mynsrumenuiinas yaeonas ayauropust Ne 210

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

Cron - 37 .

Cron npenonasarens - 1 mr.
Cryn - 74 wr.

Cryn npenogasarens - 1 mr.
TpuOyHa - 1 mrt.

OkpaH - 1 wr.

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

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

Mynsrumenuiinas yaeoHas ayauropust Ne 211

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

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

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

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

Mynsrumenuiinas yaeonas ayautopus Ne 301

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

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

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

VYuebnas ayautopus Ne 302

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

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

He ucnonb3zyercsi.

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

Mynsrumenuiinas yaeOoHas ayautopus Ne 304

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

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

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

Mynsrumenuiinas yaeoHas ayautopus Ne 312

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

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

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

Consultant Plus
2GIS

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

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

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

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

MpOMEKyTOUHOM arrectranuu, [ MA

JlaGoparopusi conanbHO-TYMaHUTAPHBIX TUCHMIUINH (MyIbTUMeAniiHas aynutopus) Ne 307

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

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

Adobe Acrobat Reader

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

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

TEKYIIETo KOHTPOJIS, MPOMEKYTOUHOM aTTecTalun
Mynsrumenuiinas yaeonas ayautopus Ne 305

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

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

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

[Tomemenue a1 XpaHeHHs M NPOPHIAKTUYECKOTO OOCTYXUBaHUS Y4EOHOro, KOMIBIOTEPHOTO

000pyIOBaHUS U XPAHECHHS DJIEMEHTOB MYJITUMEINIHHBIX JIA00PATOPHA
Cnenmanpaoe noMmenienue Ne 420

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

[lepedens mporpaMMHOTO 00ECTICYCHUS

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

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

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

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

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

11. MeToguyeckne yKa3aHusl 10 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

BUJIbI 1 OPTAHU3AIIS CAMOCTOSITEJILHOM PABOTBI CTYJIEHTOB

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

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

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

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

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

Haubonee menecoobpaszeH CleAyIOUIMA TMOPSIOK HW3YyYEHHs TEOPETHYECKHX BOIPOCOB IO
TUCLUILINHE:

1. M3yyeHune cCnpaBOYHMKOB (CIOBapei, SHIMKIONEINI) C LEIbI0 YSCHEHUS 3HAYCHHS OCHOBHBIX
TEPMHUHOB, IOHATHM, ONIPEAECIEHUN;
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2. W3yuyenue y4yeOHO-METONWYECKUX MATEPUANOB JUIsl JIEKIIMOHHBIX, HPAKTHYECKHX 3aHSITHUH,
J1abopaToOpHBIX PadoT;

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

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

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

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

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

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

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

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

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

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

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

UtoroBbie 3amaHusi pa3pabaThIBalOTCS 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuaia u
MO3BOJISIIOT OCYUIECTBIIATh MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO JAMCLUUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHTHI TECTOB, OTHOCSIIUXCS KO BceM TeMaM aucuurinbl (IIpunoxenue 5)

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

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

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

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

- MpOOJIEMHBIE JICKITUH;
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- neKuusa-oecena;

- IEKUUU C pa300pOoM MPaKTUUIECKUX CUTYaIUH.

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

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

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

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

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

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

2) IlucemenHoe 3a1aHne

®opmupyembie komrereHuu: OITK-3, OITK-4.

[Tucemennoe 3ananue 1 «OcoOEHHOCTH COCTaBICHHUS, BUABI U CTPYKTYpa TEKCTa HEKOTOPBIX BHJIOB
JOKYMEHTOB»

Otser B Buje (aiina B popmare doc

3amanue:

1. IlpuBectn 10 mpuMepoB opraHu3aIUii, ACUCTBYIOMUX Ha Tepputopun OMCKoH oOmacTw,
YUYPEAUTENbHBIM JIOKYMEHTOM KOTOPBIX SIBJIAEeTCS ycTaB, U 10 opraHu3zanmii, JEHCTBYIOIIMX Ha
OCHOBaHUU TOJOKEHUS 00 OpraHu3aluu.

2. a) Ilpunymare opraHuzanuio, KpaTko OMHCATh, YEM JaHHas OpraHU3alusl 3aHUMAeTcs, KTO
SBIISIETCS PYKOBOAMUTENEM, KAKOW IITAT COTPYIHUKOB, MOTYUHSIETCS JIU JaHHAS OpraHU3als APyTuM
OpraHM3alysIM, KaKue OpraHu3alloOHHbIE JOKYMEHThI HEOOXOAUMBI JIJIS €€ I TEIbHOCTH.

0) co3maTh MITaTHOE pacICaHUE OpraHU3AINH

B) Co3nath Tpu BUaa OJIAHKOB NJIsi TaHHOW opraHu3anuu (oOmuii OiaHk, OJIaHK MUchMa U OJaHK
CHEIHaIbHOTO TJOKYMEHTA) 110 BCEM IpaBHUJIaM COCTaBJICHUS OJaHKOB OpraHU3aliH.

r) OGopMUTH TOKYMEHT I10 TIpoIleccaM yIpaBIICHHsI IEPCOHATIOM (Ha BEIOOP CTY/ICHTA)

1) OnpeneiauTb NOpsIOK XpaHEHHS TOKyMEHTOB

[Tucemennoe 3aganue Ne 2 «OCHOBHBIE IPUHITUITBI OPTaHU3AINH TOKyMEHTOO00pOTaY

Otser B Bujie (aitna B popmare doc / jpeg

3amanue:

[Ipogymars u onucarb cucTeMy JOKYMEHTOOOOpOTa B OpraHM3alMK U3 MUCbMEHHOTOo 3agaHus Ne 1:
OCHOBHBIE TMOTOKH JIOKyMEHTOOOOpOTa, perucrpanusi [JOKYMEHTOB, TNPUHLUIBI JABMKEHUS
JOKYMEHTOB B 3TOM opranuzaiuu. CucTeMy JOKYMEHTOOOOPOTa MOXKHO MPEACTABUTH B BUJE CXEMBI
c omnucanueMm. Cucrema IOKyMEHTOOOOpPOTa JOJDKHA YYHMTHIBATh B3aMMOJACHUCTBHUE PA3IUYHBIX
MoJpa3/iejeHU B OpraHu3aluy.

TpeboBanus kK oGOpPMIICHHIO MUCBMEHHBIX pabOT MpeacTaBieHbl B METOAMYECKHX YKa3aHHUSIX K
cofep aHuto, OQOPMICHHIO U KPUTEPUSM OLIEHWBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX padoT, yTBEPKACHHBIX pemeHneM Hayuno-mMeroauueckoro coBera (mporokon Ne 8 ot
07.06.2018 r).

3) [IpakTuueckoe 3amanue
®opmupyembie kommereHuu: OITK-3, OITK-4.
Keiic cm. [Ipunoxenue 6.
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Bri6op keiica cm. [Ipunoxenue 7.

TpeboBanus Kk 0pOPMIICHHIO MPAKTUUYECKUX PaboT mpeacraBieHbl B MeTonnYecKux yKa3aHHsSIX K
cofepXkaHuto, OQOPMJICHHIO U KPUTEPUSM OLIEHWBAHUS TMHCbMEHHBIX, MPAKTUYECKUX U
1abopaTopHBIX padoT, yTBEPKACHHBIX pemeHueM Hayuno-mMeroauueckoro coBera (mpotokon Ne 8 ot
07.06.2018 r).

MeToaudeckre Marepuaibl, ONIPEISSIONIe MPOIeayphl OIICHUBAHUS 3HAHUHN, YMEHHM, HABBIKOB U
(wn) ombITA MEATETLHOCTH, XapaKTEPU3YIOIIHE dTANbl (POPMUPOBAHKS KOMITETCHITUMA

[Tponienypa onieHMBaHUS 3HAHUH, YMEHHM, HABBIKOB ¥ (MJIM) OTIBITA IEATEILHOCTHA 00YJarONTUXCs 10
JTUCITUIIIMHE OCHOBaHAa Ha WCHOJb30BaHMH [lojokeHuss o OalIbHOM W PEHTHHTOBOM CHCTEMax
OIICHUBAHUS, TPUHATON B HHCTUTYTE, M TEXHOJIOTMYECKOW KapThl TUCIIUILTAHEI.

Texyuiuii KOHTPOJIb:

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

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

- mpakTH4Yeckoe 3amanue (keic) - 0-50 6amios.

[IpomexyTouHas aTTecTaus:

- UTOrOBas padora - 25 6aios.

MaxkcuMaibHOE KOIM4ecTBO 0autoB 1o gucruiummae — 100.

MakcuMallbHOE KOJIMYECTBO 0aIOB IO pe3ysibTaTaM TEKYIIEro KOHTpoJs — 75.

MaxkcumanbHOE KOJIMYeCTBO 0aJIOB Ha 3K3aMeHe — 25.

METOANYECKUE YKA3AHUA U1 OBYUYAIOIIMXCSA ITO OCBOEHUIO INCHUTTIJIIMHBI
B mnponecce uzyuenusi yueOHOW IucHUIUIMHBL «/lokyMeHTanmoHHOe oOecIieueHrue YIpaBiICHUS
CIIETyeT:

1. O3HaKOMUTKCS ¢ paboueit mporpaMMoil AUCIUIUTHHBL. Pabodas mporpaMma COIAEPKUT MEepevYeHb
pasnenoB U TeM, KOTOpble HEOOXOAMMO H3YUHTb, IJIAHBI JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHATHH,
BONPOCHl K TEKYIIEH M MPOMEKYTOUHOW aTTeCTaldy, IMepeYeHb OCHOBHOM, TOMOJHUTEIHLHON
JUTEPaTypbl U pecypcoB HHPOPMAIIIOHHO-KOMMYHHUKAMOHHON ceTH «IHTepHeT» U T.A.

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

4. Tlpu NOATOTOBKE K MPAKTUYECKUM (CEMUHAPCKUM) 3aHSATHSAM, a TakXKe MpPHU BBINOJIHEHUU
CaMOCTOSITENIbHOI pabOThI CiIelyeT CIOIb30BaTh METOJUUECKUE YKa3aHUs ISl O0y4arOIIHUXCS.
VY4eOHblif miaH Kypca «JlokyMeHTalmoHHOe obOecledeHre 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.

[TpuMmepHBIi TepedeHb aKTUBHBIX (OPM OOyUCHHS:

1) Gecenbl U TUCKYCCHH,

2) KeHMChI U TPAKTUYECKHUE CUTYAIUH;

3) uHAMBHIyaJIbHbIE TBOPYECKHE 3a/IaHUS;

4) TBOpUECKHUE 3aJ]aHusl B Ipymnax;

5) mpakTuyeckue padoThl.

Ha nexkmusx cTyneHThl JODKHBI MOMYYUTh CHCTEMAaTU3MpPOBAHHBIA Marepuall MO TeMe 3aHSATHUS:
OCHOBHBIE TOHSTHUS U MOJIOKEHUS, KJIacCU(UKALUN U3yYaeMBbIX SIBICHUN U MPOLIECCOB, aITOPUTMbI
Y METOAMKH OpraHu3alliy AUCUUILIUHBI U T.1I.

[IpakTryeckue 3aHATHS MPEATNONAratoT 6osee AeTaabHyI0 IPOopadOTKy TEMbI IO KaXI0i u3ydaeMoii
npobseMe, aHalIM3 TEOPETHUECKMX M TMPAKTUYECKUX AaCHEeKTOB AUCHUIUIMHBL s 3TOro
pa3paboTaHbl MOAPOOHBIE BOMPOCHI, OOCYXJaeMble Ha CEMUHAPCKUX 3aHITHUAX, NPAKTHYECKHE
3a/laHusl, MUCbMEHHbIE paboThl U TecThl. [Ipy MOATOTOBKE K CEMHHAPCKUM 3aHSATHUSAM CIEIyeT
aKLEHTUPOBATh BHUMAHKE HA 3HAUYUTENIbHYIO YaCTh CAMOCTOSITEIbHON MPAaKTUYECKONH pabOThI
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CTYJICHTOB.
Jlnia Gosiee yCHEIIHOTO M3yYeHHUs Kypca MPEernoAaBareiio cielyeT MOCTOSSHHO OTChIIAaTh CTYAEHTOB K
yueOHUKaM, nepruoanueckoil meyatu. OCBoeHHe BCeX pa3/ieioB Kypca IpenosaraeT npuoopeTeHme
CTy[IEHTaMH HaBBIKOB CaMOCTOSITEIbHOTO aHalli3a MHCTPYMEHTOB W MEXaHHM3MOB JMCLHUIUIMHBI,
yMeHue paboTaTh C HAyYHOU JTUTEPATypPOH.

OcHoBHass ydeOHas JHUTEpaTypa, TMPEACTABICHHAs YYeOHHKAMH W YYEOHBIMH IOCOOHUSIMU,
OXBaTbIBAaCT BCE pa3leibl MPOrpaMMbl IO JIUCHUIUIMHE «JlOKyMeHTallMOHHOEe obecredeHue
yopasneHus». OHa u3ydaeTcs CTyJeHTaMH B MPOIECCE MOATOTOBKM K MPAKTHMYECKUM 3aHATHUSAM,
3ayery. JlomonHuTenbHas ydyeOHas JUTepaTypa PeKOMEHIYyeTcs Ui CaMOCTOSTENbHOM paboThl 1O
MOJTOTOBKE K CEMUHAPCKUM U NMPAKTUUECKUM 3aHATHUSAM, IPU HAMCAHUU MTUCbMEHHBIX padoT.

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

Onucanue 603moxcnocmeii usyuenusn oucyunaunvt auyamu ¢ OB3 u uneanuoamu

B cayuyae HeoOxomumocTH, OOyyaromIMMCS M3 YHUCHIA JIMI C OTPAaHUYEHHBIMH BO3MOXKHOCTSMU
3I0POBBSI M1 UHBAJIUAOB (TI0 3asBJICHUIO O0YYaroIIEerocsl) MOTYT IMpeiaraTbCsi OMHU U3 CIETYIOMNX
BapHAHTOB BOCIPHUATHS HHQOpPMALMU C Y4YeTOM HX WHIUBUAYAJbHBIX MCUXOPUZUYECKUX
O0COOEHHOCTEH, B TOM 4HCIE C TNPUMEHEHHEM OJIIEKTPOHHOTO OOyuYeHUS U JHUCTAHIMOHHBIX
TEXHOJIOTHUM:

- JUIsl UL C HapyUIeHUsIMH 3pEHHUs: B MedaTHoW (opMe yBelndeHHbIM IpupToM; B (dopme
AIEKTPOHHOTO JOKYMEHTa; B (popme aynuodaiina (mepeBoj yueOHbIX MaTepuajoB B aynuodopmar); B
nedyatHo (¢opMe Ha s3pike bpaiins; HWHAMBUIYyalbHBIE KOHCYJABTAlUM C TPUBJICUYCHUEM
TudrIoCcypaonepeBOJUNKA; UHIAUBUAYATbHbIC 3aJaHHs U KOHCYJIbTAIIUH.

- JUId JMIl C HapyLIEHUSIMH ciyxa: B IedaTHod ¢opme; B (popMe 3IEKTPOHHOTO JOKYMEHTA;
BUJEOMaTepuagbl C  CyOTHUTpaMu; HMHIMBUIYyaJbHblE  KOHCYJIbTAllMd C  MPUBJICYCHUEM
CYpZIOIepEeBOIYNKA; MHAUBHIyaJIbHbIE 3a/1aHUSI U KOHCYJIBTAIUH.

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

[Ipn mnpoBeneHuu MpoOLEAYpPHbl OIEHUBAHUS PpE3YJAbTAaTOB OOY4YEHHMsS] HMHBAJIUIOB M JIUI[ C
OTpaHMYEHHBIMU BO3MOXHOCTSAMHU 370POBbsSI IPEIyCMAaTPUBACTCS HCIIOIB30BAaHUE TEXHHUYECKHX
CPEICTB, HEOOXOUMBIX UM B CBSI3U C UX MHJIWBUIYaJTbHBIMH OCOOCHHOCTSMU. DTH CPEICTBA MOTYT
ObITh TPEJOCTABIEHBl BY30M MM MOTYT HCIIOJNB30BAThCS COOCTBEHHBIE TEXHHUYECKHE CPE/ICTBA.
[IpoBenenue npoueaypsl OLICHUBAHUS PE3YIbTATOB 00YUYEHHS] MHBAJIUAOB U JIUL C OrPAaHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBbSI JIONYCKAETCSl C MCIOJIb30BAaHWEM JUCTAHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHM.

[Ipy HeoOXoAMMOCTHM WHBaJWAAM M JIMLAM C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 370POBbS
MPEOCTABNISIECTCS JOMOJHUTEIbHOE BpeMsi JJsl TOATOTOBKM OTBETa Ha BBINOJHEHHE 3aJaHUil
Tekymero koHTpous. [Ipouenypa nmpoBeaeHHs] MPOMEKYTOUHOM arTecTaluy JUisi OO0y4aroIIuXxcs C
OTpaHUYEHHBIMU BO3MOYKHOCTSIMHM 3JI0pOBbS M OOyYarolIMXCsl MHBAJIUIOB YCTaHABIMBAETCS C
y4€TOM HMHAMBUAYAIbHBIX MCUXOPU3NYECKUX ocoOeHHocTell. [IpoMexyTouHas arTecTamusi MOXET
MIPOBOJIUTHCS B HECKOJIBKO ITATOB.

TTonrorosneno B cucteme 1C:Yuusepcurer (000000883) Crpanutia 30 u3 30



[Tpunoxenue 1

TexHo0rN4ecKas KapTa TUCHUMIIINHbI

HauMeHnoBanne qUCHUILINHBI

JlokymMeHTaImoHHOE 00eCTIeYeHNE

yIpaBIeHUS
KoanuecTBO 3a4ETHBIX €IUHHAILL 3
dopma MPOMEKYTOUHOM aTTECTANKI 3ayer
e Buabl yueOHoI 1eATeIbHOCTH ®opma Baiabl
B CTYJIEHTOB OTYETHOCTH (MakcuMyMm)
Texkymui KOHTPOJIb
[Tocemenne u paboTra HaA JEKIHUOHHBIX U
1 |mpakTUYeCKMX  3aHATHUAX (cobecenoBanme,
KOHTPOJIbHAasE ~ paboTa, KPYyrJbld CTOJI U
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.
[IpenonaBatens /

(y4. creneHs, yd. 3BaHue, 10kHOCTH, DHO npenonasarens) Ioanuce




[Tpunoxenue 2

TemaTnyeckoe IVIAHUPOBAHUE CAMOCTOSITEIbHOI Pa0OThI CTYIEHTOB

Tema, paznen Ounasi | OuHno- | 3aouHas 3apanus s DopMa KOHTPOJIA
¢opma | 3a0unasn | ¢popma CaMOCTOSITEJILHOM padoThI
¢opma
1. HopmatusHo- Ha ocHoBe sexkumu U | YCTHBIM  ompoc,
MeTonudeckas — Oasza JIOTIOTHUTEIFHO ~ MaTepuana | becena
JOKYMEHTAMOHHOTO COCTaBUTH XpoHoJoruyeckyto | Ouenka paboTh
obecrieyeHus tabmuiy mo teme "VcTopHs | HA TPAaKTUYECKUX
ynpaBieHuss B P®: OpraHu3aly M TEXHOJOTUH | 3aHATHAX
UCTOPHUS BOIIpOCA, JEJIONPOU3BO/ICTBA B | Onenka
OCHOBHBIE€ TEPMHHBI. Poccun". BBITTOJTHEHUS
B CTPYKTYpPE | TECTOBOT'O
XPOHOJIOTUYECKOW  TaONUIIBI | 3a7aHUs
JIOJDKHBI ~ OBITh  oTpakeHbI | O1eHKa
4 6 ] clenyromue MIEpPUOIbI BHnonHeHHZ“I
JIEJIONIPOU3BO/ICTBA: MUCbMEHHOU
1.1  denonpou3BOJICTBO B | KOHTPOJbHOU
Hpesneit Pycu paboThI
1.2. I[IpukazHoe 3amura
JEJIONPOU3BOICTBO pedeparos
1.3. Komnexckoe
JIEJIONPOU3BOICTBO
1.4. UcnonHutensHOE
JIEJIONIPOU3BOICTBO
1.5. CoBerckoe
JIEJIONIPOU3BOICTBO
2. OpraHu3zanvoHHas Ha ocHoBe HOpMaTtuBHBIX | YCTHBIM  ompoc,
JIOKYMEHTAIUS: aKTOB u OTKPHITHIX | Oecena
TpeboBaHUs K HMCTOYHUKOB uHTepHeT | OnleHKka paboThI
COCTaBJICHUIO u CaMOCTOATENIbHOE HW3Y4YEHHUE | HA MPAKTUYECKUX
0 OpMIIEHHUIO. OpraHU3allMOHHO- TIPAaBOBOM | 3aHATHAX
Texnonorus paboThI ¢ JIOKYMEHTAIUU: ycTas, | OueHka
JNOKyMEHTaMHU. MTOJIOXKEHHUE, WHCTPYKUUSA, | BBIITOJTHEHUS
5 7 1 JIOTOBOD. JeranbHOE | TECTOBOIO
3HAKOMCTBO C PEKBHU3WUTaMU | 3aJaHUs
Ka)KJI0ro BHUJIa JOKYMEHTA. Ouenka
BBITTOJTHEHHI
MUCbMEHHOM
KOHTPOJIbHOU
paboTbI
3amura
pedepaToB
3. [ToBTOpEeHME M 3akperieHWe | YCTHBIM  ompoc,
PacnopsiqurensHas M3YYCHHOTO MaTepuana Tmon | becena
JIOKYMEHTAIUS: TEME "PacniopsimurensHas | Onenka paboTh
TpeGoBaHuUs K 6 9 13 JOKYMEHTaIus": Ha IPaKTUYECKUX
COCTABJICHUIO u I. Ha3nauenwue | 3aHATHAX
o opMIICHHUIO. pacnopsiAuTeIbHON Ouenka
TexHonorust padboTsl JOKYMEHTALUU. BBIIIOJIHEHU S
C JIOKYMEHTaMH.




2. Bumpl u 0COOEHHOCTH | TECTOBOTO
pacnopsIuTeIbHON 3aJaHusg
JOKYMEHTaUH. Ouenka
3. IlpaBuna cocTaBi€HUS | BBITOJIHEHHI
OCHOBHBIX MUCbMEHHOMN
paciopsAUTEIbHBIX KOHTPOJIbHON
JIOKYMEHTOB, CTpYKTypa | paboTsl
TEKCTa U PEKBUBUTHI. 3amuTa
pedepaToB
4. CnpaBoyHo- [ToBTOpEeHMEe M 3akperieHue | YCTHBIM  ompoc,
nH(pOpMaIIMOHHAS M3YYEHHOTO MaTepuana Tmon | becena
JIOKYMEHTAIUS: TEME "CnpaBouHo- | OnieHka  paOoThI
TpeGoBaHuUs K MH(pOPMalOHHbIE Ha TIPAKTHYECKUX
COCTABJICHUIO u JOKYMEHTHI'": 3AHATUAX
o opMIICHHUIO. 1. Ha3nauenme -cnpaBo4Ho- | OuieHKa
TexHonorus paboThI ¢ MH(OPMALIMOHHBIX BBITIOJTHEHUS
JIOKyMEHTaMH. JIOKYMEHTOB. TECTOBOTO
9 13 2. Buasl 1 0coOOEHHOCTH. 3aIaHusd
3. IlpaBuna cocraBieHus | OueHka
OCHOBHBIX CIPAaBOYHO- | BHIMOJIHEHHM
MH()OPMAITMOHHBIX MMCbMEHHOM
JOKYMEHTOB, CTPYKTYypa | KOHTPOJIbHOMN
TEKCTa U PEKBU3UTHI. paboTbI
3amura
pedepaToB
5. Kanposas OTtBeTuTh Ha CclenylolKe | YCTHBIM  ompoc,
JIOKYMEHTAIUS: BOIIPOCHI O ITpaBUJIaX BeJeHUs | becena
TpeboBaHUs K TPYIOBOH KHIDKKH B | Onienka paboThl
COCTaBJICHUIO u OpraHu3aIuu: Ha MPaKTHYECKUX
0 OpMIIEHHUIO. [IpaBuna 3anonHeHus. 3aHATUAX
Texnonorus paboThI ¢ Buecenne  usmeHenuii B | Onenka
JOKYMEHTaMHU. CBEICHUS O paOOTHUKE. BBIMIOJTHEHUS
12 17 JyOmukart. TECTOBOI'O
Ceenenus o pabore. 3aIaHusd
Harpaxnenus. Orenka
YBoJIbHEHUE. BBITTOJTHEHHI
Y4yer u XpaHeHUe TPYAOBBIX | MMCbMEHHON
KHUKEK. KOHTPOJIbHOU
OTBETCTBEHHOCTh 3a | paboThI
HECOOJIIOIEHNE nopsiika | 3ammra
BEJICHUS TPYJIOBBIX KHIDKEK. | pedepaToB
6. OCHOBHBIE [ToBTOpEeHME M 3akperieHWe | YCTHBIM  ompoc,
TIPUHIIHAITBI M3YYCHHOTO MaTepuana 1o | becena
OpraHu3aIu teme "OcHoBHBIC TpUHIUIEI | OnieHKa  paboThI
JTOKYMEHTO000pOoTA. OopraHu3aluu Ha MPaKTHYECKUX
12 17 JTOKyMEHTOO0O0poTa": 3aHATHSIX
1. Dransl nokymeHTo000pOoTa | O1ieHKa
2. Peructpanusi #  y4eT | BBINOJHEHUS
MOCTYMAIOIINX IOKYMEHTOB. | TECTOBOTO
3. YueT 1okyMeHTo000poTa 3aJIaHus,




4. KOHTpOIb 3a HCIIOJIHEHUEM | KOHTPOJIBHOM
JIOKYMEHTOB. paboTsl
3amuTa
pedeparon
7. Hcnonnenue PasBepHyTble  IUCBMEHHBIE | YCTHBIA  OIPOC,
JIOKYMEHTOB. OTBETHI HA BOIIPOCHI: Oecena
KonTpo:s Cucremsl anekTpoHHOro | Omenka  paboOThI
MCIIOJTHEHUS JOKYMEHTOO00OopoTa: Ha TPAKTHUYECKUX
JNOKYMEHTOB. DopMmbl poOIEeMbI BHEJPEHUS, | 3aHITHIX
KOHTPOJIS npeumMyliecTsa u Hepoctatku | Onenka
WCIIOJIHEHUS HCII0JI30BAHUS B | BBIIIOJIHEHUS
JIOKYMEHTOB. JOKYMEHTAI[HOHHOM TECTOBOTO
Tunoseie u YIIPaBJICHUU OpraHU3alMen. | 3aJaHusd
WMHJUBUAYaIbHbIE Onenka
CPOKH  HCIIOJIHEHUS BBITNOJIHEHUN
JIOKYMEHTOB. AHau3 MMACbMEHHOU
CTPYKTYPBI 6 9 13 KOHTPOJIbHOU
JIOKYMEHTOO000pOTA. paboTsl
Cucrembl 3amura
3JIEKTPOHHOTO pedeparon
JOKYMEHTO000pOoTa:
POOJIEMBI
BHEJPEHUS,
MIpEeUMyIIeCcTBa u
HEJ0CTaTKU
MCIOJIb30BAHUS B
JOKYMEHTAlMOHHOM
yIpaBIeHUN
OpraHu3alMen.
NUTOI'O 43 66 96




[Tpunoxenue 3

Iloxka3zaresn u KpUTEepUHN OLleHUBAHNS KOMIIETEHIMI HA 3Tane TeKylero KOHTPoJs

Ne IHoka3zarenn Kpurepun onenuBanns IIxkana
n/n OLICHUBAHNSA OIICHUBAHUA
1 IMocemenne u pabora Ha | 1. Ilocemenue 3aHATHii: a) mocelieHHe 0-35
JIEKITMOHHBIX W | TEeKITMOHHBIX W TPAKTHYECKUX 3aHATHH, O)
PAKTHYCCKUX  3aHSATHAX COOJTIO/ICHHE TUCITUILTHHBIL.
(cobecenoBanme, 2. Pabora Ha JIEKUMOHHBIX  3AHATHAX: a)
KOHTPOIBHAS paGora, BEJICHNE KOHCIIEKTa JIeKIui, ©) ypoBeHb
N OCBOCHHSI TEOPETUYECKOr0 MaTepuaia, B)
Kpy[ei cron ¥ | akTuHOCTH Ha JCKLIUH, yMeHHE
JCKYCCH) (opMyIHPOBaTH BOIPOCH JICKTOPY.
3. PaboTra Ha MpaKTUYECKHUX 3aHATHAX: A)
YPOBEHb 3HAHUSA Y4EOHO-IPOTPAMMHOTO
Marepuana, O0) yMEHHE  BBITIOJHATH
3aJlaHusl, NIPEAYCMOTPEHHBIE MPOrpaMMOK
Kypca, B) MPaKTHYECKUE HaBBIKU PAOOTHI C
OCBOCHHBIM MaTepHajioM.
2 IInceMenHOE 3amanne 1. HoBu3Ha TeKcTa: a) aKTyaJdbHOCTh TEMBI 0-25

HCCIICI0OBAaHMS, 0) HOBHU3HA u
CaMOCTOSITETLHOCTh B ITOCTAHOBKE MPOOJIEMBI,
(hopMynHpOBaHKEe HOBOTO acIeKTa M3BECTHON
mpoOJieMbl B yCTAHOBIIGHHH HOBBIX CBSI3ed
(MEXTIpeIMETHBIX, BHYTPUIPEIMETHBIX,
MHTETPAllMOHHBIX); B) yMEHHE pPadoTaTh C
HCCIIEIOBAHUSIMU, KPUTHUUECKOH JINTEPATypOid,
CUCTEMATHU3UPOBaTh U  CTPYKTYpUPOBATh
MaTepHUa; T) SBICHHOCTh aBTOPCKOH MO3UIIHH,
CaMOCTOSITETTFHOCTh OLIGHOK M CY)KIEHUH; JI)
CTHJIEBOE  EOMHCTBO  TEKCTa, EOUHCTBO
JKaHPOBBIX YEPT.

2. CrenieHb pacKPBITHUS CYIITHOCTH BOIIPOCA: a)
COOTBETCTBHE IUIAHA TeM€ MHUCHMEHHOTO
3agaHust; 0) COOTBETCTBHUE COACPIKAHMS TEME U
TUTAHy THCBMEHHOTO 33JaHUs; B) IMOJHOTA U
rTyOnHa 3HAHHUH 10 TeMe; T) 000CHOBAHHOCTH
CHocO0OB U METOAOB PabOTHl ¢ MaTEpPHAIIOM;
) yMmeHue o0000maTh, JenaTh BBIBOJIBI,
COTIOCTABJIATh PA3MYHBbIE TOYKU 3PEHHS II0
OJTHOMY BoIIpocCy (TIpobieme).

3. O60CHOBaHHOCTh BHIOOpPAa HCTOYHUKOB: a)
OIICHKA  WCIIOJIb30BAHHOW  JTUTEpaTypBHI:
MIPUBJICUYCHEI JTU HanOoJiee M3BECTHBIC PAOOTHI
Mo TeMe WccaenoBaHus (B T.4. KYpPHAIbHBIC
myONUKaIMM  TOCJIEIHUX JIeT, IOCICIHUC
CTaTHCTUYECKUE JaHHBIC, CBOIKH, CIIPaBKU U
T.J.).

4. CobOmroienue TpeOoBaHMiA K 0(OPMIICHHUIO:
a) HaCKOJIbKO BEpPHO O(OPMIICHBI CCHUIKH Ha
WCTIOIB3yEMYIO TUTEpPaTypy, CIIMCOK
muTepaTypsl; 0) OIICHKAa TPaMOTHOCTH H
KYJBTYpPhI U3TI0KEHUS (B T.4.
ophorpaduueckoi, MMYHKTYaI[MOHHOM,
CTHJIMCTUYECKON  KYJIbTYpbHl),  BIIQJICHUC




TEPMUHOJIOTHEH; B) coOMoAeHHe TpeOOBaHMA
K 00bEMY IUCbMEHHOT'0 3aJIaHUS.

[IpakTnueckoe 3aganue

1. Amanu3 mnpoOjeMbl: a) yMEHHE BEpHO,
KOMIUIGKCHO ¥ B COOTBETCTBUHM  C
JEHACTBUTEILHOCTBIO  BBIJEIUTh  ITPUUYHHBI
BO3HHKHOBCHHs TPOOJIEMbI, OIWUCAHHOW B
MPAKTUYECKOM 3a/IaHuH.

2. CTpyKTypHpOBaHUe POOIeM: a) HACKOJIBKO
YeTKO, JIOTMYHO, TMOCJIEJ0BaTeNFHO ObLIH
M3II0KCHBI TIPOOJIEMBI, YIaCTHUKH TTPOOIIEMBI,
MOCIIEICTBUS TIPOOJIEMBI, PUCKHU JJIT O0BEKTA.
3. [Ipemnoxenue CTPaTeTHYECKHUX
NbTEPHATHB: a) KOJIHYECTBO BapHaHTOB
pemienuss npoOiembl, 0) yMEHUE CBS3aTh
TEOPHIO C MPAKTUKOH MPH PEIICHUU TPOOIEM.
4. OOocHOBaHWE pEIICHMS: a) HACKOJBKO
apryMEHTUPOBaHA TMO3UIMS OTHOCHTEIHHO
MPEUIOKCHHOTO  PEIICHHUS  MPaKTUICCKOTO
3a/TaHMS; 0) YPOBEHB BIIAJICHUS
mpodeCcCHOHATEHON TEPMUHOIIOTHEH.

5. JIoruuHOCTh M3JI0KEHUsI MaTepuaia: a)
HACKOJIBKO COOJTIOZICHBI  OOIICTIPUHSTHIC
HOPMBI  JIOTUKA B  [PEMJIOKEHHOM
pemieHun, 0) HACKOIBKO MPEIIOKEHHBIN
TUTAH MOXET OBITh Peain30BaH B TEKYIIUX
YCIIOBUSX.

0-50

IToxka3arenu u KPUTCPUHN OICHUBAHUA KOMIIETEHIUIi HA dTaIe HpOMe)KyTO'-IHOﬁ aTTeCTalluu

Ne IToxa3zaTenu Kpurepum onieHuBaHus Ikana
n/n OIleHHBAHUA OIleHHBAHUA
1 Hrorosas padora KonuuecTBO 6a/mioB 3a TeCT MPOMOPIUOHAIBEHO 0-25

KOJIMYCCTBY NMPABUILHBIX OTBETOB HA TECTOBEIC
3aJ]aHHUA. ITocne MIPOXOKICHUS TecTa
CYMMHPYIOTCS PE3yJbTAaThl BBIMOTHEHUS BCEX
3aJaHUi I BBICTABJIEHUA OOILEll OIEHKH 3a
TECT.




[Tpunoxenue 4
[IprMepHBIil mepedeHb BONMPOCOB K 3a4€Ty MO AUCIUTUIMHE

«/lokymeHTanmoHHO€e oOecrieueHre yrpaBIeHHs»

l. Ha3oBuTe HOpMaTHUBHBIE aKTBHI I10 OPraHU3aLUU U BEICHUIO IEJI0NPOU3BOACTBA B PO.
2. JlaiiTe onpeneneHue TEPMUHY «TOKYMEHT.

3. Uto npuaaét JOKyMEHTAM IOPUIUYECKYIO CHITY?

4. [Topsimok anpecoBaHus TOKYMEHTA.

5. OTMeTKH Ha TIOKYMEHTE: MOPSAOK U MPAKTHUKA MPOCTABIICHHUS.

6. CornacoBaHue JOKYMEHTA.

7. [Toanucanue noKyMeHTa.

8. YTBepKIeHue JOKYMEHTA.

9. OcHOBHBIE 0COOEHHOCTH JEJIOBOTO S3bIKa TOKYMEHTA.

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

11.  Ilpomecc MOAroTOBKHM pacHoOpsSAUTEIBHOIO TOKYMEHTA.

12. Opranu3anoHHbIE TOKYMEHTHI, IX Ha3HA4YeHHE, COCTaB, OopMIICHHE.

13. [Iponecc mOAroTOBKYM OpraHU3allMOHHBIX JOKYMEHTOB.

14. CripaBo4HO-HH(OPMAIIMOHHBIE IOKYMEHTHI, HA3HaYeHUE, COCTaB, 0(hOpMIICHHUE.
15.  Ilporecc moAroTOBKY aKTa.

16. [Iporecc mMOATOTOBKH JETOBOTO MUChMa (MHUIIMATUBHOTO).

17. [Iporecc moATOTOBKY AEIOBOTO MHUCHhMa (OTBETHOTO).

18.  JIokyMeHTOOOOpPOT OpraHU3AIIHH.

19.  Perucrpauusi 1TOKyMEHTOB.

20.  HMnpexcauusi 1OKyMEHTOB.

21. Perucrpanuonnsie popmel. Ix Ha3HaueHHE.
22. TunoBsie U1 THAUBUAYAJTbHBIE CPOKH UCIIOTHEHUS TOKYMEHTOB.
23.  KoOHTpOJIb UCIIOJHEHUS TOKYMEHTOB.

24.  Pabora c oOpanieHusIMHU TpakKaaH.



25. Bupr obparienuii rpakaaH.

26. Buapl 10KyMEHTOB 110 TUYHOMY COCTaBY.

27.  llpuznaku popMupoBaHUS ACII.

28.  OOmwme TpeOOBaHUs K CUCTEMAaTHU3alllU JOKYMEHTOB.

29.  IlepuoOIUYHOCTH COCTABJICHUS M BEJICHHE HOMEHKIATYPHI JEI.

30.  Hcnonb3oBaHMEe HOMEHKJIATYPHI €] B I€TIONPOU3BOJICTBE, ONIEPATUBHOM U apXUBHOM

XpaHEHUU JCIL.

31. OcHoBHBIE TipaBMIIa POPMUPOBAHUS JEIT.

32. DKcnepTu3a IEeHHOCTH JOKYMEHTOB U JOKYMEHTHON HHGOpMAaIu

33.  OmnepaTHMBHOE XpaHEHHUE TOKYMEHTOB U AEII.

34. Opranuzanys HHPOPMALMOHHO-CITPABOYHOM PabOTHI 110 JOKYMEHTaM OIEPAaTUBHOTO
XpaHEHUS.

35. IToaroroBka nen k apXMBHOMY XpaHeHHI0. CocTaBlI€HUE BHYTPEHHEHN ONKUCH JAOKY-

MEHTOB JIeJ1a U 3aBEPUTEIIbHON HAAMUCH, OPOpPMIICHHE O0JI0XKEK el

36.  Cucrema 3JI€KTPOHHOTO IOKyMEHTO000pOTa: Ha3HAUYEHHE, TUTIOCH U MUHYCHI €¢
UCTIOJIb30BaHUSI.

37.  KazapoBas noKyMEHTalMs: COCTaB JJOKYMEHTOB, IpaBMJIa COCTABJIICHUS.



[Tpunoxenue 5

TECT
10 JUCLUIUINHE «J{0KyMEHTallMOHHOE 00ecleYeHne YIpaBIeHUs»

Maxkcumanbhbiit 6amt — 10
1. K 3amauam cuctembl JOKYMEHTAIIMOHHOTO O0ECTICUeHHUs YIIPaBIEHUS TIEPCOHAIOM
HE OTHOCHUTCS:
a) opraHu3anus ydera pabo4ero BpeMeHU;
0) opraHu3aius pacuera 3apab0OTHOM IJIATHI;
B) oOecrieueHne BeIeHHUs U XpPaHEHHUS TPYIOBBIX KHHUKEK.

2. Peanu3zanus 3a1a4 JOKYMEHTAIIMOHHOTO OOECIICUEHUS YIPaBICHUS TEPCOHATIOM
MO3BOJIUT MEHEHPKMEHTY KOMIIaHUH:
a) co3aarh pauoHanbHyo cucremy JJOVII;
0) MOBBICUTH JOXO0/ KOMITAHUH;
B) TIOBBICUTH KOPIIOPATUBHYIO KYJIBTYPY KOMITAHHH.

3. JlokyMeHTaIMoHHOE 00eCTIeYeHNE YIPABICHH IEPCOHATIOM 0053aHbl BECTH:
a) TOCYIapCTBEHHBIC YUPEIKACHUS,
0) opranu3zaiuu Jr60i GopMbel COOCTBEHHOCTH;
B) KOMMEPUYECKHE CTPYKTYPBI.

4. HanmeHnoBanue JoOKyMeHTa ONpeesaeTcs:
a) IPUHSATHIM B OPTaHU3AIUH IEPEYHEM JJOKYMEHTOB;
0) HOMEHKJIATYpOU e,
B) BUJAMH JOKYMEHTOB, peaycMoTpeHHbIXx OKVY /1.

5. CucremMa TOKyMEHTAIIMH MIPEICTABISAET COOOM:
a) COBOKYITHOCTb JIEJI B OPTaHU3aIINH;
0) COBOKYITHOCTh B3aMMOCBSI3aHHBIX M B3aUMOJICHCTBYIOIINUX JOKYMEHTOB;
B) TIOPSIIOK ITOJTOTOBKH JIOKYMEHTOB.

6. KagpoBas nokyMeHTanus — 3To:
a) COBOKYITHOCTH JIOKYMEHTOB, OTPAXKAIOIINX HATMYHE U JBMKCHUE TIEPCOHAIIA;
0) COBOKYITHOCTh JOKYMEHTOB y4eTa M KOHTPOJIS;
B) COBOKYIMHOCTb HOPMATHUBHO-MCTOANUYCCKUX NTOKYMCHTOB.

7. KpanudukanoHHbIi CipaBOYHUK TOHKHOCTEH PYKOBOIUTENCH, CIICIIUATUCTOB U
JOPYTHX CIIy’KaIUX OIPEIEIIseT:
a) KBJTM(HUKAIIMOHHBIE XapaKTEPUCTUKHU K 00IE0TPACTIEBBIM JIOJKHOCTSIM;
0) COBOKYITHOCTh PEKBU3UTOB JIOKYMEHTA;
B) TEPMUHBI, UCIIOJIb3YEMBIE B JIEJIONPOU3BOJCTBE U APXUBHOM JEJIE.

8. TepMHUHBI 1 OTIpeIeTICHNUS IO AETONPOU3BOICTBY BKIIIOYAET B CEOs:
a) Tpynosoii kogekc PD;
6) 'OCT P 7.0.8—2013;
B) KBaTM(UKAIIMOHHBIA CHPABOYHUK JOJKHOCTEH PYKOBOJIUTENCH, CHEIUATUCTOB M
JPYTUx CIyXKaIlux



9. TpeGoBaHus periaMeHTalny U YHU(DHUKAUA JOKYMEHTAIIMOHHONW MH(GOPMAIINH B
cdepe ynpasiaeHUs HEOOXO0AUMO COOTIOIAaTh, TOTOMY UTO:
a) BCerzia Hy>)KHO paboTaTh 1O paBUiIaMm;
0) 3TO CHOCOOCTBYET OCYIIECTBICHHIO WHIWBHUIYaTbHOTO IMOAXO0Aa K JCSITEIbHOCTH
pabOTHUKOB;
B) 3TO IMO3BOJISICT MOBBICUTH 3()(HEKTUBHOCTH YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OTIEPaTUBHOCTH, YMECHBIIICHHS 3aTpaT Ha paboTy ¢ JOKYMEHTaMH.

10. WNHCTpyKIUs 110 KaIpOBOMY JCJIONPOU3BOICTBY MPEACTABISAET COOOM:
a) JOKYMEHT, COAEp)Kallhii 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 ne10npou3BOACTBY HE OTHOCSITCS JOKYMEHTHI:
a) puHAHCOBBIC,
0) y4eTHsbIE;
B) HH(OPMAITMOHHO-CIIPABOYHBIE.
12. JloknagHas 3anMcka — 3TO:
a) JOKYMEHT, COCTaBJSIEMBbId MJIsi TMOSICHEHHUS OTIEIbHBIX MOJIOKEHUN BBIIIOJHEHHON
paboTsr;

0) TOKYMEHT, COJIEPKAIIHUKA pacIOPsHKEHHUE TI0 KaJIPOBBIM BOTIPOCAM;
B) JOKYMEHT, KOTOPBIH JOJDKEH HH(POPMHUPOBATH PYKOBOIUTENS OPraHU3ALUU WIN
CTPYKTYPHOTO MOJIPA3/ICICHUS O PA3IMYHBIX COOBITHSIX WM CIIOKUBIIUXCS CUTYAIHSIX;

13. [lITaTHOE pacniucaHre yCTaHABIWBAET:
a) CTPYKTYPY, YTBEp)KJIAeTCs IITATHBIN COCTAaB M YUCICHHOCTH MPEIIPUATHS C YKa3aHUEM
pa3mMepa 3apabOTHOM MJIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM JTOJKHOCTH;
0) pacnucanue BbIXOa Ha paboTy IITATHBIX COTPYIHUKOB;
B) MOPSIIOK pabOTHI BCEX COTPYIHUKOB OpraHU3AIHH;

14. BayTpeHHuEe TOKYMEHTBI OpraHu3aluu - 3TO:
a) JTOKYMEHTBI, KOTOPbIE TOTOBSTCS, OQPOPMIISIOTCS U HUCIIOJHSIOTCS B MpeAeNiaX camou
OpraHH3aluy;
0) JOKYMEHTBI, TOCTYIHBIIINE U3 BBIIIECTOSIICH OpraHU3aIIH;
15. I'padpyik cMEHHOCTH OTHOCHUTCS K JOKYMEHTaM:
a) 00s3aTCIIbHBIM;
0) pEKOMEHTyEMBIM;
B) 00s13aTEIbHBIN B CBA3M C OCOOCHHOCTSIMH KOMIIAaHUU;

16. [TonoxxeHue o nepcoHase sIBISIETCA JOKYMEHTOM:
a) 00s3aTeIIbHBIM;

0) pEeKOMEHIyeMbIM;

B) IO MEpe HEOOXOUMOCTH.

17. JIokyMEHTOM, B COOTBETCTBHUU C KOTOPHIM B TPYIOBOM JIOTOBOPE YKa3bIBAIOTCS
CBECHMSI, YIOCTOBEPSIONINE JINYHOCTh PAOOTHHKA, SIBIISETCS:
a) BOAUTENBCKOE YIOCTOBEPEHUE;
0) 3arpaHMYHBII MaCIOPT;
B) macmnopt rpaxkaanuna Poccuiickoit deneparumn.



18. Odopmienue Ha pabOTy 110 COBMECTUTENBCTBY B TPYJAOBYIO KHIIKKY:
a) 3aMMChIBACTCS BCET/aA;
0) HE 3aIUCHIBACTCS;
B) 3aIIMCHIBACTCS IO JKEITAHUIO pa0OTHHKA.

19. [Ipuka3s, ecnmu oH 0OpMIICH B TPOU3BOJILHOU (hopme, OyAeT:
a) e CTBUTEIIHHBIM;
0) HeJIeHCTBUTEIILHBIM;
B) JICHCTBHUTEIBHBIM, €CITH B HEM YUTEHBI BCE TPEOOBAHUS K 00sI13aT€IbHBIM PEKBU3HTAM.

20. KoprnopatuBHbIif cTaHIAPT MPECTABISIECT COOOM:
a) CBOJ IpaBuUJI, IPEAINCHIBAIOIIMM ONIPEEICHHbIE IEUCTBUS B TPYLOBBIX CUTYaLUSX;
0) mpaBuJia BHYTPEHHETO TPYIAOBOTO PACIIOPSAKA;
B) JIOKYMEHT, PErJIaMEHTUPYIOIIMH Jpecc-KO OpraHUu3aluu.

21. TpynoBoii 10roBOp 3aKJIFO4AETCS:
a) Ha CPOK, KOTOPBIN onpeesieTcss paboTonareneM;
0) Ha Ompe/IeTICHHBIN CPOK;
B) Ha HEOMPEICTICHHBIN CPOK;

22. XapakTepucTrKa MPEeICTaBIsICT COOOM:

a) JIOKYyMEHT, YJIOCTOBEPSIOUIMH MOpydeHHEe KOMY-THOO OIpEeNeNeHHbIX JeHCTBUH,
nepeaavy ONpeesIeHHbIX ITPaB JOBEPUTEIS;

0) odUIMANBHBIN TOKYMEHT C OT3BIBOM O CITY>K€OHOM, 0OIIECTBEHHON ACSITEEHOCTH KOTO-
1moo;

B) IOKYMEHT O BBITIOJIHSEMBIX COTPYAHUKOM (PYHKIIUSX;

23. [IpaBuiia BHYTpEHHETO TPYIOBOTO PACTIOPSIAKA SABJISIOTCA JOKYMEHTOM:
a) 0053aTeIIbHBIM;
0) pEKOMEHTyeMbIM;
B) TI0O Mepe HEOOXOIMMOCTH;

24. Homenknarypa nen npencrasisier coboil:

a) JIBMKCHHME JIOKYMEHTOB B OPraHM3allMd C MOMEHTAa UX CO3/IaHUS WM MOJY4EHHUs 10
3aBEPLICHUS UCIIOIHEHNS UM OTIPABIICHUS;

0) cucTeMaTHU3UPOBAHHBIN MEepeueHb 3aroJIOBKOB /1€ C YKAa3aHUEM CPOKOB HUX XPAHEHUS,
0(OpMIICHHBIH B YCTAaHOBJICHHOM TOPSIKE.

25. JIJist BpeMEHHOTO XpaHEeHHsI JOKYMEHTOB IO JUYHOMY COCTaBY YCTaHOBJIEH CPOK:
a) 75 ner;

0) 10 ner;

B) 50 ser.

26. Kakoii OnmaHk OpraHW3allMd TPUMEHSIOT i1 O(QOpPMIICHHS TpHUKa3a MO OCHOBHOM
NEeATEILHOCTH?

a) OJaHK MUChMa;

0) 6J1aHK KOHKPETHOT'O BHJIA IOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUTIA.

27. IlpaBom moANuMCaHus TPUKA30B BIAICET
a) pyKOBOJUTEIb CTPYKTYPHOT'O MOJPA3IEICHMUS;



0) pyKOBOJMTEINb OpPTaHU3aINH;
B) JIOJDKHOCTHOE JIUIIO-COCTaBUTEIb MTPUKA3a.

28. KTo nmoamnuceIBaeT 3asBiacHuE?

a) pYKOBOJUTEHh OPTaHU3aIINN;

0) pYKOBOAHMTENH CTPYKTYPHOTO MOAPA3/ICICHNUS,
B) COCTaBUTEb.

29. Kakoil pekBU3UT HYXKHO OGOPMHUTH, YTOOBI KOMUS JIOKYMEHTa IproOpena
IOPUAMYECKYIO CHITY?

a) OTMETKa O 3aBEPCHUU KOIHH;

0) oTMeTKa 00 HCIIOTHUTEIE,

B) UACHTU(UKATOP AIEKTPOHHON KOIIUU JJOKYMEHTA.

30. Ilpouecc oOTHeCeHUA [OKYMEHTOB K OIPEICICHHOMY eIy M CUCTeMaTu3alus
JIOKYMEHTOB BHYTPU HETO HA3bIBACTCS

a) GopMHUpPOBAHUEM JIET;

0) HOMEHKJIATYPOH JIeT;

B) perucrpaiueii JOKyMeHTOB.

31. K kakomMy BUy TPUKA30B MOKHO OTHECTH TMIPUKa3 0 IpréMe Ha paboTy?
a) MPUKa3 10 OPTaHU3AIMOHHBIM BOIIPOCAM;

0) mpuKa3 10 OCHOBHOM JCSTEIHHOCTH;

B) IPUKA3 MO JUYHOMY COCTaBY.

32. Kakoil meuaThro 3aBepsieTCsl MOANUCh PYKOBOJIUTENS HAa OpPraHU3allMOHHO-IIPaBOBBIX
JOKYMEHTax MpeanpuaTus (ycraBe, ITaTHOM PacluCaHun)?

a) MeyYaTbio OT/Iea KaIpoB;

0) meyaTbio OyXrajaTepuu;

B) repOOBOIi IeYaThI0 OPraHU3aIIH.

33. YUro Takoe NOAJMHHUK AOKYMEHTa?

a) MEepBBI WIM EAMHUYHBIN JK3eMIULIp O(UIMAIBHOTO JOKYMEHTa, O(GOPMIICHHBIH H
HOJNMCAHHBIA B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSIMH;

0) KoIus TOKYMEHTa, 3aBEPEHHOTO 1O TpaBHJIaM, IPUIAIOIIUM eMY IOPUANIECKYIO CHITY;

B) 1yOJIMKaT, BBIAABAEMBbIH B CIIydae yTpaThl BIaJIENbLEM IMOATUHHOTO TOKYMEHTA.

34. Ha kakux TOKyMEHTax NpOCTaBIAETCSA PEKBU3UT «OTMETKA O IOCTYIUIEHUU JOKYMEHTA
B OpraHu3anuo»?

a) Ha BXOIAIINX;

0) Ha UCXOISIINX;

B) Ha BHYTPEHHUX.

35. B kakux JHAX yCTAaHABIMBAIOTCS CPOKU MCIIOTHEHUS TOKYMEHTOB?
a) B KaJICHJAPHBIX JTHSX.
0) B pabo4MX JIHSX.

36. JIOKyMEHTBI, COCTaBJISIEMbIE KOMUCCHUEH, MOIMUCHIBAIOTCS
a) pyKOBOJUTEIIEM OpTaHHW3aI1H;

0) mpencenareneM KOMHUCCHH,

B) MpejiceaTeNIeM 1 WICHAMH KOMHUCCHH,

T) mpeaceaaTesieM KOMUCCHH B CEKpETapeM.



37. T'apaHTUiHOE UCHMO:

a) ToATBEpXKIaeT (akT OTMPaBKU aJpecaTy KaKuX-TMOO JOKYMEHTOB WM JPYrUX
MaTepHaIbHBIX IEHHOCTEM;

0) moaTBEPKAAET ONPEIeIICHHBIE 00s3aTENbCTBA, OOCIIIaHUS OpTraHN3alIliH;

B) COJICPXKUT OTBET HA MUCHMO-TIPOCHOY.

38. Akt — 93710

a) JJOKYMEHT WH()OPMAIMOHHOTO XapaKTepa, COACpKAIIUN OIMUCAHKE TPOU3BOICTBCHHON
NCATCIIBHOCTHU OpI‘aHI/ISaI_[I/II/I;

0) MOKYMEHT, aJIpeCOBAaHHBI PYKOBOJUTEIIO OpraHU3ANMH W HHPOPMHUPYIOIIHN €ro O
CJ'IO)KI/IBI_HGI‘/JICH CI/ITyaI_[I/II/I, HNMCBIICM MECCTO (baKTe;

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

39. By oprann3aiimoHHOT0 JOKyMEHTa, KOTOPBINA OTNpeIeseT MOPsI0K 00pa3oBaHusl,
CTPYKTYPY U OpraHU3aIuio paboThl IPETPHUITHS

a) ycTas;

0) MHCTPYKLUS;

B) TIOJIOKECHHUE.

40. U3 gero cocrouTt rpud coriiacoBanus T0KyMeHTa?

a) cinoBa «COI'JTACOBAHO»;

0) u3 cnoBa «COI'JTACOBAHO» u nmoamnucu ¢ pacuupoBKOi;

B) u3 cinoBa «COI'JTACOBAHO», moanmucu ¢ pacmm@poBKOW W 1aThl MOANUCAHUS
JIOKYMEHTA,;

r) U3 cnoa «COI'JTACOBAHO», nomxHOCTH nHIla, HAUMEHOBAaHUS OpraHU3aluHu,
MOAMHKCH C paciIMPOBKON U AATHI TOAMMCAHHUS.

41. 13 4yero coOCTOUT pErUCTPALIMOHHBIN HOMEP JOKYMEHTA?

a) W3 TMOPSIAKOBOTO HOMEpa, KOTOPHIM MOXKET OBITh [OMOJIHEH 10 YCMOTPEHHIO
OpraHu3aIuy;

0) TOJILKO U3 MOPSIKOBOTO HOMEPA TOKYMEHTA;

B) U3 UHJEKCa JIeNa, B KOTOPOE MOAIIMBACTCS TOKYMEHT;

I) 10 YCMOTPEHUIO OpraHU3aL|H.

42. B Kakux ciydasx [pPUBOAMUTCA COKpPALICHHOE HAMMEHOBAHHWE OpraHU3allH,
BBIITYCKAIOIIEH JOKYMEHT?

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

0) ecaM COKpAlleHHOE HAaWMEHOBAaHUE 3aKPEIUIEHO B YUYPEIUTENbHBIX JOKYMEHTaX
OpraHu3aluy;

B) €CJIM COKpAIlEHHOE HAMEHOBAHUE UCIIONIb3YETCs Yallle, YeM IOJIHOE;

I') €CJIM JOKYMEHT SIBJISIETCS] BHYTPEHHHM.

43. Crangaptu3anus — 3T0

a) CBepKa JOKyMEHTOB yupexaeHus ¢ Tpedoanust [ OCT;

0) mpoliecc yCTaHOBJICHUS U MPUMEHEHHUS IPABUII C LIEIBIO YIIOPSIOYCHUS IS TEIILHOCTH B
JIEJIONPOU3BO/ICTBE;

B) CBEpKa IOKYMEHTOB YUPEXKJCHUsS ¢ (PAaKTUYECKUM HAITMYUEM COOTBETCTBYIOIIUX MaTe-
pUaTbHBIX OJar;

T') KOMITJIEKC TIOJIOKEHUH, ONIPEISISIFOIINX OPTaHU3AINIO JOKYMEHTOB Ha TPEIIPUSITHH.

44. JlokyMeHTallMOHHOE 0OecrieueHe YIpaBIeHUs — 3TO



a) eATEeNLHOCTh ammapaTa YIpaBJIeHHS, OXBAaThIBAIONIAs BOMPOCH! JTOKYMEHTUPOBAHHS H
OpraHm3aly paboThl ¢ JOKYMEHTAMH B TIPOIECCE OCYIISCTBICHUS WM YIPABICHUYESCKHUX
byHKIINIH;

0) mpaBUILHO O(POPMIICHHBIE JOKYMEHTBI, OTPAKAIOIIME BECh CIEKTpP YIPaBICHUYECKON
JEeSITETLHOCTH TIPEIIPUSTHS;

B) OpraHu3aIus TOKyMEHTO000pOTa B YUPEKICHUH;

T') KOMIUIEKC OCHOBHBIX ITOJIOKEHHH, OMPEIEIISIONINX M PETIIAMEHTHPYIOIIIX OPTaHU3AIHIO
JTOKYMEHTHUPYEMBIX MPOIIECCOB HA TIPEIPHIITHH.

45. Kakue peKBU3UTBI OTHOCSTCS K FOPUINYECKH 3HAUUMbIM?
a) JaTa, perucTpalMOHHbIA HOMEp JOKYMEHTa,;

0) 3aroJI0BOK K TEKCTY, OTMETKA 00 UCIIOJIHUTEIE;

B) PE30JIIOLUS, OTMETKA O HAIMYMU IPUITOKEHUH.

46. JIoKyMeHT, COZEp KAl 3aICh X0/1a OOCYKICHUs BOIIPOCOB M NMPUHATHSI pEIICHUHN Ha
coOpaHmsIX, 3aCeaHUSIX, COBEIIAHMIX, KOHDEPEHIIUAX, IETOBBIX BCTpedax — 3TO...

a) yKa3aHWue;

0) IpOTOKOJI;

B) pacmopshKEHNE

47. Kakue TOKyMEHThl MUHYIOT CTAJIMIO ITPOEKTa
a) JTOKJIaHbIC 3aIMUCKH;

0) mpuKassbl;

B) CIIPaBKH.

48. Kakue 13 nepeunciaeHHbIX JOKYMEHTOB OTHOCSTCS K OpraHu3alliOHHBIM
a) MIChMO, TTOJIOKECHHE

0) ycTaB, HHCTPYKIIHS

B) yCTaB, yKas.

49. KakuM opraHom U3AaeTcsi peuieHue

a) KOJUIETHATIbHBIM

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

50. Kakoil pekBU3UT pacnoiaraercs B JIEBOM HUKHEM YTy
a) rpu¢ yTBEpKICHHS

0) Bu3a

B) Tpu( orpaHuYCeHH



[Tpunoxenue 6

KEWMC

Keiic - onrcanue peaqbHBIX SKOHOMHUYECKHX, COIIMAIBHBIX M OM3Hec-cutyaruid. O0yuaromuecs
JIOJDKHBI MICCTIEIOBAaTh CHUTYallMio, pa3o0parbcsi B CYTH MpOOJieM, NPEASIOKUTh BO3MOXKHBIE
pelieHus W BBIOpaTh Jydmiee U3 HUX. Keicbl OCHOBBIBAIOTCS Ha pealbHOM (HaKTHUYECKOM
MaTepHale UK e MPUOIIKEHBI K peaIbHOM CUTYaIHH.

Ilenv xeiica - HayuyuTh OOydalOIIMXCS aHAIU3UPOBATh MPOOJIEMHYIO CHUTYAIHIO,
BO3HUKIIIYIO NIPU KOHKPETHOM IOJIOKEHUH JEJ, U BhIpabOTaTh pelieHue; HayduTh paboTarth c
nH(pOpPMAITMOHHBIMU HCTOYHUKAMH, TIepepadaThiBaTh €€ U3 OJIHON (OPMBI B IPYTYIO.

B nporiecce BbIOTHEHUS Kelica PEIIalOTCs CIEIYIONINE 3a/1a4uu:
e  ®DopMHpOBaHUE U Pa3BUTHE UHPOPMALMOHHON KOMIIETEHTHOCTH;
e Pa3purue ymMeHMI UCKaTh HOBBIC 3HAHMS, aHAJIM3UPOBATh CUTYALNH;
e Pa3puTue HaBBIKOB CAMOOPraHU3ALNHU, CAMOCTOSTENbHOCTH, MHULIMATUBHOCTH;
e Pa3purue ymMeHMi NpUHUMATh PEUICHUS, ApIYMEHTHPOBATh CBOIO MO3ULIUIO.
OO0s3aTeIbHBIMH COCTABIISIIOIIMME 3JIEMEHTAMH Ketica SIBIISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHAs 4acTb;
—  3aKJIIOYEHHUE;
—  CIIUCOK HUCIOJIb30BaHHBIX HCTOUYHUKOB;
—  TNPUIOXKEHUS
TpeboBanust k OQOPMIICHUIO TMPAKTHYECKUX pPAaOOT MpencTaBieHbl B MeToandecKux
yKa3aHUX K COJEPKAHNIO, 0POPMIICHUIO U KPUTEPUSIM OLICHUBAHUS MUCbMEHHBIX, IPAKTUYECKUX

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

3ananme: cocraBbTe M 0(QOpPMHUTE [JTOKYMEHTbI, HeO0XOAUMbIe B [aHHBIX
ynpaBJ/jieHYecKUX cutyanusix. Onpenenure nopsaaok ux xpanenus. CocraBbTe BO3MOKHYIO
cXeMy JABUKEHHS JAaHHBIX IOKYMEHTOB B OPraHH3aIUM.

Bapuanr 1

Curyauus 1.

Ha MockoBckoM KOMOHMHATE IO MPOU3BOACTBY MY3bIKAJbHBIX MHCTPYMEHTOB U MeOenu
(rocynapcTBEHHOE MpeInpUaTUe), KOTopblii BXoauT B KoHIepH mo pa3paboTke M MpOU3BOJICTBY
MPONYKIUKA MY3bIKanbHOW mpoMbliiuieHHocTH (POCMY3IIPOM), neiictByer IlomokeHue o
IPEMUPOBAHUH PYKOBOJHUTEICH LIEXOB, OTIENOB U cIyk0, yrBepxaeHHoe 05.01.2013 Ne 27.

12 ampens Texkymiero rojaa aupekTop komoOmHata B.M.JlaproHOB mopydns1 HA4aJbHUKY
oTaena Tpyzaa u 3apabotHoi miuatel MapkoBy H.I'. paccuutars pazMep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIIYO KOMOWHATa 1Mo WTOoraM paboThl 3a MEPBBIA KBapTasl K 15 ampens, a
rnaBHoMy Oyxrantepy komO6unara TpomuHoi C.I'. — opranu3oBats BeITUIaTy IpeMuu k 20 ampens
TEKYILEro roja.

HavaneHuk mmanoBo-3koHOMHU4Yeckoro otnena MarBeeBa C.H. u rnaBHBIN Oyxranrep
Tpommna C.I". 3aBU3UpOBaIIA MPOEKT MPHKa3a TUPEKTOpa KOMOWHATA.

Curtyanus 2.



JenapramMeHT NOAAEPKKU W Pa3BUTUS MaJoro IHpEeANpUHUMATENIbCTBA MHUCBMOM 3a
NOAMKCHIO 3aM.JUpeKTOpa jAenapramenta CepukoBa A.B. yBegoMuII pyKOBOJCTBO JETCKOIO
caga Ne 1586 0 ToM, UTO B CBS3M C Pa3BUTHEM MPEANPUHUMATENIBCTBA 3[JaHHE JETCKOTO caja
JOJKHO OBITH TIEPEaHo I TEXHUUECKUX HYXK] JeTapTaMeHTa.

Ucnonuutenem BacuibeBol Mo nmopydeHuto aupektopa aetckoro caaa Ne 1586 IOro-
3amagHOro OKPYKHOTO YIpaBlIeHUs 00pa3oBaHus . MOCKBBI, pacloIOKEHHOTO Ha MPOCIEKTE
MuuypuHckom, g0oM 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aPECOBAHHOE OTAEIY IHCEM
Mbpun Mockssl 1o agpecy: r.Mocksa, yia. TBepckas, 13, B KOTopoM IupeKTop AeTckoro cajga Ne
1586 O.A.A6pamoBa mpocuiia pa3o0paThCsi B JaHHOM BOIIPOCE, MOTUBUPYS TEM, YTO B HA3BAaHHOM
paiioHe JeTCKHX Ca/ioB OCTajJOCh Majo M HE BCE JIETU MOTYT MOCELIATh JETCKUE TOIIKOJIbHbIC
yapexaeHus. [TucbMo ObIJI0 OTBETOM Ha MOJIYYCHHBIA TOKYMEHT oT [lenapramenTa.

Bapmuanr 2

Curyauus 1.

A.H.lIunos, npeaceaarens POCCUICKOT0 areHTCTBA MEKTYHApOAHOTO COTPYHUYECTBA U
pa3BuTHs (TocyaapcTBeHHas opranuzanus npu [lpasutensctee P®D), 24 ¢eBpans Tekyero rona
NOPY4YWJI  CTPYKTYPHBIM  MOAPA3ACIICHUSIM areHTCTBA COBMECTHO C MPEICTABUTEISIMU
l'ockomumymectBa Poccum k 10 ampenss moAroTOBUTH IHMPOEKT MPOrpamMMbl MPUBICYEHHUS
WHOCTPAHHBIX HHBECTUIMI K MPOLECCY AKIMOHMPOBAHMS TOCYAAPCTBEHHBIX MPEAIPHUITHIH.
[lopyuyenue ObuIO JaHO BO MCHOJHEHUE mocTtaHoBieHus IIpaBurensctBa PO ot 24 Qeppans
Tekymero roga Ne 246 ['7maBHOMY YNPaBJICHUIO OTPACIECBBIX HMHBECTUIIMOHHBIX MPOrpamM,
['maBHOMY [OrOBOpHO-IIPaBOBOMY YIPAaBICHHIO U [J1TaBHOMY yNpaBIEHUIO CTPATErMu |
WHBECTUPOBAHUSI.

[IpoekT mpukasza npejcenaTesis areHTCTBA ObLIT 3aBU3HPOBAH €0 MEPBBIM 3aMECTUTEIIEM
J.H.®enopoBbIiM 1 HayaibHUKOM ['1aBHOTO JOrOBOpHO-TIpaBoBOro yrpasieHus U.B.MnbuHbIM.
KonTpons 3a ucronHenneM npukasa 6su1 Bo3noxeH Ha [I.H.@enoposa.

Curyaumus 2.

[Ipencenarens mpaBneHus axkiumoHepHoro kommepueckoro 6anka «TOPITIPEJIBAHK»
(mp.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymon
obpatuncs k ['enepampHoMy nupektopy HIIO «Acbect» JI.M.BonbiHIEBY € mpockOoid
paccMoTpeTh Bompoc o mpenoctaBieHuu B anutenbHyio apenny AKb «TOPITIPEJIBAHK»
pabouunx momaznei — 180 KB.M Mo pa3MelieHre oTaeIeHus OaHKa.

[TucbMo OBLIO COCTaBJIICHO HCHOJHHUTENIEeM IloaecHOl Ha JIOJDKHOCTHOM OJIaHKE
npeJceaarens npapieHus 0aHKa U MOANKUcaHo 24 MapTa TEKYIIEro roja.

Bapuant 3

Cutyanus 1.

Hupextop OO0 «Meuray IlonsxkoB B.M. 10 okts0pst Tekyiiero rojga u3jgan MpUKa3 o
IIPOBEICHUN MHBEHTapHU3allM1 TOBAPHO-MAaTEPHAIIbHBIX LIEHHOCTEN Ha cKiiaje npeanpusatus. OH
Ha3HA4YMJI KOMHUCCHIO MOJ| MPEACEAaTeIbcTBOM KOMMEpPUECKOTro nupekropa 3onorapesa E.M. B
COCTaB KOMHCCHUM BOIUTH TJaBHBIN Oyxrantep Bomoamna E.H. u Oyxranrep MBanosa B.C. B
nprKa3e ObUIO MOPYYEHO NPEACTaBUTh Ha YTBEPXKACHUE JTOKYMEHTHI CKJIAZCKOrO ydera (Io
COCTOSIHMIO Ha 1 OKTsIOpsi) W OTYETHI 00 OCTAaTKax TOBapHO-MaTEPHAIBHBIX IIEHHOCTEH (110
coctosHuio Ha 10 okT0pst) K 15 OKTAOpS.

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

Curtyanus 2.



Ucnonuutenem M. 1O. [TonsikoBoil o mopydeHuto HadalibHUKa oTaena Mmapketunra [IAO
«Toprmorpebeoro3d» (r.Mocksa, Jlecnas yn., n.18, 117123, rten./pakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa 0b110
coctaBiieHo nuceMo B aznpec OO0 «/lemo», TexHuyeckomy aupekTopy A.M.MsarkoBy 00
OTIIpaBKE JOKYMEHTalluu cienymoomero coaepxxanus: «Hampansem HeoOxonumsle Bawm
JOKYMEHTBI, CO/IeprKaline HH(OPMAIIHIO O IIeHE KOMIUIEKTa HAyYHO-TeXHUYECKON JJOKYMEHTAIIU!
Ha XoJoawibHOoe oOopynoBaHue. IIpemnaraeM BbICIaTh TEXHMUYECKYIO JOKYMEHTAILMIO Ha
3apyOeKHbIEe aHAJIOTH XOJOMIBHOT0 000pynoBaHus. [Ipu MpUHATHH TOJIOKUTEIHHOTO PEIICHUS
0 3aKylke o0OpyAOBaHHUS NMpocuM Bac HanmpaBUTh COOTBETCTBYIOLIEE MUCHMO PYKOBOAMTEINIO
otaena coeita HaymoBy C.I1.». JlaHHBIM TUCHMOM CONPOBOXAaNach crnenudukanus Ha 28 1. B 1
9K3.

Bapuanr 4

Curyanus 1.

C uenbio MPUBIEYEHUS CPEICTB NIl OOECIeueHUs: MPOU3BOJCTBEHHON IEATEIHHOCTH
renepanbHbid qupekTop OO0 «Texnukay (r.Kypck) CokomoB O.I. 20 ceHTsAOpst TeKyIIero roja
U3/all TMpUKAa3 O CO3JaHUKM  KOMMEPUYECKOro OTAella B COCTaBe 3 INTAaTHBIX €IMHMIIL:
KOMMEPYECKOro AupeKTopa — 1, Bemymiero cnennanucra — 1, crnenuanucrta — 1. ['maBHOMy
oyxrantepy npennpusitus ['opsiueBy ['.A. ObLTO TOPYyUEHO TIPEICTABUTH HA YTBEPKICHHE HOBOE
ITAaTHOE PaCIUCaHKE MPEANPHUATHS Ha 4 KBapTal TeKyIero roja K 1 oktsaops. Kommepueckomy
nupekropy MrnateeBy T.H., KOTOpBIN 3aBU3MpOBa MPOEKT MPUKa3a, MPEANUCAHO 3aKOHYUTh
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHUYECKUM oOpa3zoBaHueM K 10 oKTs0ps.

Curtyanus 2.

MoOCKOBCKUI paJMOTEXHUUYECKUN KOJJIEI)K HMEHHM akaaemuka A. A. Pacnernna
MunucrtepctBa oopazoBanusi PO (Mockga, yi. b. [lekadprckas, 5, 124000, Ten.: 252-11-84, daxkc:
253-32-36) pa3zocnan MHPOPMALMOHHbIE MUCbMa AUPEKTOPAM IIKOJ TOpoJa ¢ COOOLIeHHEM 00
OTKPBITUM B HOBOM Yy4e€OHOM TOAY JBYX (PaKyJabTETOB: COBpPEMEHHblEe HH(OpMalMOHHBIE
TEXHOJIOTUHU U IOpUIuYecKuil. B muchbme cooOImanocs Takke O TOM, YTO MpaBHiia MpUeMa Ha
yKkazaHHble (akynpTeTsl o0mue. Ilucbmo Obulo coctaBiieHO ucnoiHuTesneM CTenaHoBOW M
noxanucano gupekropom JI.b.MapTsiHIOKOM 15 MapTa Teky1ero roaa.

TpeboBanus k padore: 06beM paborsl 5-7 crpanuu, Ilpudrt Times New Roman, 14,
«OZIMHAPHBII» UHTEPBAIL.



BapuaHnT keiica onpenenure mo radJuie.

[Tpunoxenue 7
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[Tpunoxenue 8

[TprMepbl TpakTUKO-OpPUEHTUPOBAHHBIX 3aJaHUH AJIs 3a4eTa
(Dopmupyemsie komnereHmu: OIK-3, OIIK-4).

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

PaccmoTtpuTe cuTyanuro, OTBEThTE Ha BOIIPOCHI.

[Ipomwuto 3acenanue MHBEHTAPU3AIMOHHON KOMUCCUU 3aBOJIa TA30BOM ammapaTypbl, HA KOTOPOM
paccMaTpuBajICs BOMPOC O Pe3ysibTaTaX MHBEHTApPH3aIMU 10 cKiany Ne 2 BCIIOMOTaTENbHBIX
MmaTepuanoB. Ha 3acemanuu ObUTO TPHHITO IMOCTAHOBIEHHE 00 YTBEPKICHUU PE3YyIbTaTOB
WHBEHTApH3allM M OTHECCHHs 3a CYET 3aBEIYIONICTrO CKJIAJIOM HEIOCTadd BCIIOMOTATEIIBHBIX
MaTepuaioB B cymMMme 365 ThIC. py0., a TaK)Ke 3aU4UTaHBl CTUYUTEIbHAS BEJOMOCTH IO cKiiaxy No
2 1 00BSCHUTEIIbHAS 3aIHCKa 3aBSAYIOMIETO CKIaJI0M.

Bomnpocstr:
1. Kakoif TOKyMEHT COCTaBJISIETCS 110 UTOTaM 3aceqaHuii KOMUCCHI pa3HOro poaa?
2. Kakue peKkBU3UTHI TOKEH BKIIOUYATh JaHHBIM JTOKYMEHT?
3. CKOJBKO CTPYKTYPHBIX YacTEl OH MpeIoaracT?
4. Kaxue (axkTuueckue JaHHbIC JODKHBI OBITH BHECEHBI B 3TOT JOKYMEHT?
5. Kakum 06pazoM J0DKHO OBITH OPTaHW30BAHO XPAHEHHUE TAKUX JTOKYMEHTOB?

3ananue 2 (OIIK-4, V3)

C uenplo TPUBICUEHHS CPEACTB IS OOecredeHus] MPOU3BOACTBEHHON JEATEIIbHOCTH
rerepanbHbIi qupekTop OO0 «Texuukay (r.Kypcek) Coxonos O.I". 20 ceHTAOps TEKyIIEeTo ro1a u3aain
NpUKa3 O CO3JaHMU KOMMEPYECKOrO OT/Aela B COCTaBe 3 INTATHBIX EIUHUI[: KOMMEPUYECKOTO
qupektopa — 1, Beaymiero cnenuanucta — 1, cnenuanucta — 1 ['maBHOMy Oyxrantepy npeanpusiTus
lopsiueBy I'.A. ObUIO MOpPY4YEHO TMPEACTaBUTH HAa YTBEPKIECHHE HOBOE UITATHOE paclHUCaHUE
npennpuaTus Ha 4 KBapTan Tekymiero roga kK 1 oktsaops. Kommepueckomy aupexropy MruateeBy
T.H., xoTOpbIli 3aBU3MPOBaAJ MPOEKT MpHKa3a, MPEANHCAHO 3aKOHYUTh KOMIUIEKTOBAaHHE OTAea
KaJ[paMH C BBICIIUM 3KOHOMHUYECKUM 00pa3oBaHueM K 10 oKTaOps.
3ajaHue: COCTaBUTh MPHUKA3.

3amanwne 3 (OI1K-4, V3)

B  orkpeiToM  aknmmoHepHOM  oOmecTBE  «bHOCHMHTE3»  OTCYTCTBYIOT  HMHCTPYKIMH  TIO
nenmonpou3BojcTBy. KaHuenspueil 3aBojla B COOTBETCTBUM C TUMOBOM MHCTPYKIUEW IO
JISTIOTIPOU3BOICTBY pa3pabOoTaHbI MOPSIOK TPOXOXK/AESHUS JOKYMEHTOB M CTaHAAPTHI OPraHU3aI[MOHHO
— pacmopsSAWTEIBHONW IOKyMEHTaruu. HeoO0XoauMo yTBEpAWUTh HHCTPYKIMIO U TMOPYYHUTH
3aBeAYIONICH  KaHICNApHEeH  O0eCTeYuTh  METOAMYECKOe  PYKOBOJICTBO  OpraHM3anmein
JIEIONPOU3BOICTBA Ha MPEINPHUATHA W YCTAHOBUTH KOHTPOJb 3a COOJIONIEHHWEM TpeOOBaHUMN
WHCTPYKIIHUH.

3amaHue: COCTaBUTH MPUKaA3 00 YTBEPKICHUN HHCTPYKITHH T10 JI€TIOTIPOU3BOICTBY.

3ananue 4 (OIIK-3, V2)

CocTaBbTe nepedeHb U3BECTHBIX BaM TOKyMEHTOB yNpaBieHYECKOM e TEIbHOCTH.
[TocTanoBka 3aauu:

1. Onpenenure, Kakue U3 JOKYMEHTOB MOXKHO OOBbEIMHUTD JIJIsl XPAHEHHUS B OT/ICJIbHBIC JIea.
2. OmpenienuTe CPOK XpaHEHUS KaXI0T0 TOKYMEHTA.

3ananue 5 (OIIK-4, V2). Haiigute ommOKky, T1OMyIIEHHBIE TIPU COCTaBIEHUH IITAaTHOTO
pacnucaHusl.
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HAHMEHOBIHME OPISHH

[Homep noxymenta lara cocrasnenns |

IITATHOE PACIIHCAHHE | I-uip [ 30122011 ]

YTBEPXJIEHO
Tpuxasom oprammsauun ot “29" dexadpa 2011 1. Ne 25

Ha nepHoa c“0n” AHeapa 2012 r. IlITar B KOnMuecTBE 25 eMHuL
Crpykrypnoe noapasaenenne | Jlomxnocrs (cneunansnocts, | Komnuecrso |Tapud cTaBka HanGasku, py6. Bceero, py6.
2 ” ¢ L S+mp.6+1mp. 7+ cyaHue
HANMEROBARRS xon npo(bf.gum ), paspsa, Knacc WITATHLIX ((lk.l.l.’l)'ll np., ((rp. p. 6+ 1p. Tpumeuanne
(xateropus) kBanudukaim CAMHKL pyo. p. 8) xrp. 4)
1 2 3 4 5 6 7 8 9 10
Hexapckuit yex 02 Hau. yexa Xaeboe B. H. 1 40 000 40 000
Hexaps 3 15 000 - 20 000 60 000 - 90 000
Konoumep 2 20 000 35 000
Byxearmepus 03 Byxzaamep 2 20 000 - 30 000 40 000 - 60 000
Inasnvii Gyxzaamep 1 40 000 40 000
Tabeavuqux 0,5 20 000 10 000
Hroro 30
Havanvnux omoena
PykoBoauTean KaAPOBOil CayxObI Kaopoe Byakun JI E. Byakun
Tp— THHAY DOATHCS pacuiibpoRKa DOATHCH
Iaasnwii Gyxraarep Iupocosa B. M. Iupozosa

Tunas noAtncE PeCtIMppOmKS DOANMCH

3ananue 6 (OIIK-4, V1)

YucieHHOCTh TiepcoHana akiuoHepHoro odmectBa (AO) cocraBmser 1320 yenoBek. B
€IMHOM CITy>k0€ TI0 YIIPaBJIeHHIO IepcoHanoM padotaet 14 uenosek. [j1s HOpMaIbHOTO Mpolecca
BbIPa0OTKHM, OOOCHOBAaHUS W MPHUHATHS pEUICHUM HaudalbHUKY OTAeNla HaiiMa MPUXOAUTCS
3HAYUTEIbHYIO YacTh CBOET0 pabodero BPEMEHH MCIIONB30BaTh JUId PabOThl C JOKYMEHTaMH:
MoJlyyaTh WX W3 JPYTUX MOJApa3JelieHuH, OT CBOEro PYKOBOAMTENS W H3y4aTh, a TakKke
pa3pabarbiBaTh JOKYMEHTALMIO B COOTBETCTBUU C BO3JIOKEHHBIMH Ha Hero (QyHKuusMu. B
TabJIMIe TOKa3aH JOKYMEHTOOOOPOT HaualbHHUKA OT/ela HailMa repcoHara.

ITocTaHoBKAa 3aga4u

1. U3yunTte 7OKyMEHTOOOOPOT HAaYaJIbHUKA OT/IeIa HaliMa IepcoHara.

2. CocraBbTe CX€My IOKYMEHTOOOOpOTa, OTpa3WB B HEH COCTaB CBSA3aHHBIX C HUM
NOJpa3JeliecHnii WM JOJKHOCTHBIX JIMII, a TaKXe Ha3BaHUS JOKYMEHTOB, HH(OpMaINH,
[I0JIy4aeMOM U IepejaBaeéMOM HaYaJIbHUKOB OTZEJIa HalilMa [IepCoHaIa.

3. Ilpoanamu3upyiTe cXeMmy JIOKYMEHTOOOOPOTa, BBISIBUB HAJIMYHME MOBTOPSIOIINXCS,
Oyonupyrommux WHPOPMAIMOHHBIX B3aUMOCBSI3€H, a TakkKe OTCYTCTBHE HEOOXOIMMBIX
JIOKYMEHTAIlMOHHBIX MOTOKOB C OTJEIbHBIMU MOJPa3IeICHUSIMHI U JOIKHOCTHBIMU riiamu AO.

JOKYMEHTOOBOPOT
DyHKIMU [Tonyuaer PazpabarsiBaer [Tepenaet [Ipumeuanue
JOKYMEHTAIMIO |  JTOKYMEHTALMIO JOKYMEHTAIUIO
1 2 3 4 5
[TpoBenenue padotsi|l. JInunsie nenall. Ilpeanoxenus oll. 3amectutento|JInunblie gena
1o W3Y4YECHUIO|U3 3a4UCIICHUN B|T€HEPAJIbHOTO nepenalTcs B
JIEJIOBBIX U|OJpa3ACICHUS [pE3EPB WM O|JUPEKTOpa 10|0T/1e]1 HaliMa
npodeccnoHaNbHBIX [HaiiMa U 0TOOpa(3aMeneHIN aJIMUHHUCTPATUBHON
KauecTB JIMHEWHBIX|IEpCOHAJIa Ha|BaKaHTHOM pabore;
pyKoBoUTENEH paboTaroux |I0JKHOCTH; HaYaJIbHUKY
2. AHKeThl H|CIy)XeOHas 3arucKalciayKObl
peKoMeHaaluuu [c  000CHOBAaHUEM |YIIPaBICHUS
Ha BHOBb|OTKa3a. nepcoHasiom  (CIL.
npuauMaeMbix |2. Ilpemnoxenue o|YII).
Ha paboty npueMe Ha paboty|2. HayanpHUKY cIl.




I ciyxxebnas|YII; B otaen Haiima
3amucKa c| s MTOATOTOBKH
000CHOBaHHUEM MPOEKTa IIPHUKa3a
OTKa3a

Kontposnb 3a JoxnanHas 3anuckaHavanebHUKY Buza

BBITTOJIHEHUEM c poeKkToM|ciTyk0b1 Y11 FOPUCKOHCYJIbTA

PYKOBOJUTEISIMU pacnopsiKeHHs

MOJIpa3IeICHUI

MIPUKA30B u

pacropssKeHUH 110

BOIIpocaM Mmozadopa,

paccTaHOBKH u

NepEMELICHUS

KaJIpOB

PykoBoncTeo u|YKa3aHus IIpoTokoJIbI Hauansnuky ci. VII

OpraHu3alus Ha4yaJIbHUKA CJI.|IPOU3BOACTBEHHBIX

paboThI VII 3acelaHuit

MOAPA3ACIICHUS

HaiiMa wu oTOOpa

IIepcoHaJIa

CBoeBpemMEHHOE Ykazanus Otuetsl, cnpaBku, PykoBoactey AO u

MIpEACTABICHUE PYKOBOACTBA  |OKJIa/abl B apyrue

YCTaHOBJIEHHOM AO UHCTAHIIUU

OTYETHOCTH o

BOIIpOCaM KaJpoOBOi
MOJINTUKU

VYyactue B pabote

Pacniopsixenue

IIpoexT mpukasza o

Havansnuky ci. VII

komuccun AQO TIO|TEeHEPAIBbHOTO |COCTaBe

MIPOBEICHUIO nupekrtopa AQO|aTTecTalmoHHOU

aTTecTaluu O TMPOBEJCHUM|KOMUCCUU U IUIaH-

PYKOBOSIIINX aTTecTaluu rpaduK IpoOBeICHUS

pabOTHHKOB aTTecTalllu;
yKa3aHue 0
MOJITOTOBKE
HE00X0IMMOTO
Makera JOKYMEHTOB
JUIS aTTeCTAllK

PaccmoTpenue CnyxeOHbIC [Ipoekt mnpukaza c|Hauwanphuky ci. YII|Busa

COBMECTHO C|3alucKu JOKJIaHOM IOPUCKOHCYJIbTA

JIMHEHBIMU PYKOBOJIMTEINEH |3aMUCKON

PYKOBOAMTENISAIMU  [TOApa3/AesICHUN

noapasnenennii AO

MPEIJI0KEHU N 1o

BOIIpOCaM

Ha3HA4YCHMUS,

nepeMeneHus,

YBOJIbHEHUS

PYKOBOZSIINX

pabOTHHUKOB,

YCTaHOBJICHUS

JOJIKHOCTHBIX

OKJIAZ0B U HaI0aBOK




K HUM, HOOH_IpeHI/I}I 148
HaJIOKEHUS
JUCLHUILIMHAPHBIX
B3BICKAHUH




