ABTOHOMHasI HEKOMMepUeckast 00pa3oBaTeIbHast OpraHu3aIus BBICIIETO 00pa30BaHUS
"CuOupcKuit MHCTUTYT OM3HECA U MH(OOPMAIIMOHHBIX TEXHOJIOTHIT"

VYTBEPXJIEHO
MoanucaHo undposoi nognuceto: AHOO BO
"CUBHUT"
MpuunHa: A yTBepaun 3TOT AOKYMEHT PeKTOp
DN: MHH 10/1=7707329152, E=uc@tax.gov.ru,
OTPH=1047707030513, C=RU, 5=77 §1§g:sgu L=r. Poxronos M. I.
Qg%g‘g’epaanaﬂiﬂggérogg;“?:%; CN=(egepansHan HpOTOKOJ'I oT 27082025 NQ 11
Hanorogas cnyxba

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

VYpoBeHb BbIciiero o0pa3oBanus: OakaisaBpuar

Hanpasnenue noarorosku: 38.03.02 MeHenxMeHT

Hanpasnennocts (npoduib)noaroroBku: OUHAHCOBBIN MEHEIKMEHT

KBanudukanus (cTeneHb) BbITyCKHUKA: OaKaiaBp
®opMbl 00y4eHUS: OUHAs, OUHO-3a0YHAsI, 3a0UHAs
I'on Habopa (mpuema Ha oOydenue): 2025

Cpoxk nosy4eHus: 00pa3oBaHMs: Ounas ¢popma oOyuenus — 4 rona
OuHo-3a0uyHas popma oOyueHus — 4 roga 6 mecsua(-eB)
3aounas Gopma oOyueHus — 4 roga 6 mecsua(-eB)

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

. Omck, 2025
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Pa3padoruukmu:

JlonieHT, (akynbTeT OYHOrO 00yUYeHHsI, KaHAUIaT e
neparorndyeckux Hayk JlykpsHumkoBa E. A. 4

Penensenrnl:

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

Pabouas mporpamMma ITUCHMILIMHBI (MOIYIsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO no mwnampaBnenn 10 mnoaroroBku 38.03.02 MeHEmIKMEHT, YTBEP)KICHHOTO MPUKA30M
Muno6puaaykn ot 12.08.2020 Ne 970, ¢ yderom TpymoBbIX (yHKOHH MpodhecCHOHATBHBIX
cranmaptoB: "byxranrtep", yrBepxkaeH npukazom MwunTpyna Poccum ot 21.02.2019 Ne 103wH;
"CroenuaaucT 10 BHYTPEHHEMY KOHTPOIIO (BHYTPEHHUH KOHTpOJEp)", YTBEPKICH NPHUKA30M
Muntpyna Poccun ot 22.11.2022 Ne 731n; "Cnenmanuct nmo (puHaAHCOBOMY KOHCYJIBTHPOBAHHIO',
yTBepKJeH npukazoM Muntpyna Poccun ot 19.03.2015 Ne 167n; "Crneuwaiauct mo ynpaBieHUIO
puckamu", ytBepxkaeH npukazom Muntpyna Poccum ot 30.08.2018 Ne 564n; "Cnemumanuct mo
paboTe ¢ MHBECTUIIMOHHBIMU TIpOeKTamMu', yTBEpKIeH mpukazoM Muntpyna Poccuu ot 16.04.2018
No 239n; "busHec-aHanmutuk", yTBepkaeH npukazoM MunHTpyna Poccuum ot 22.11.2023 Ne 821H;
"CrnenuaaucT 1o MPOTHO3MPOBAHUIO M IKCIIEPTU3E IIEH Ha TOBAphI, PabOTHI U yCIyTH'", YTBEPKICH
npukazoM Muntpyna Poccun ot 03.12.2019 Ne 764n; "DKOHOMHUCT NpeanpusitTus', yTBEPKICH
npukazoM Muntpyga Poccum ot 30.03.2021 Ne 161n;  "ConeumanucT 1O KOHTPOJUIMHTY
MAIIMHOCTPOUTENBHBIX OpraHu3anuil’, yrBepxkaeH npukazom Muntpyna Poccuu ot 07.09.2015 Ne
595n; "ChenuamucT MO MCCICAOBAHUIO M aHAJW3y pPBIHKA aBTOMOOWJIECTPOCHUS", YTBEPXKICH
npukazoM Muntpyaa Poccun ot 30.06.2022 Ne 383H; "CrenuaiaucT 1o JOTUCTUKE Ha TpaHcmopTe",
yTBepkJieH npukazoM Muntpyaa Poccun ot 08.09.2014 Ne 616H.

CormnacoBaHue U yTBEPKACHUE

ITonpa3nenenue
No WIN ) OTBeTCTBEHHOE PUO Busa Jlata, mpOTOKOII
KOJIJIETUAJIBHBIN JIULO (npu HAJIMYMM)
oprax
1 PykoBonurens bopucosa O. M. CornacoBano | 27.08.2025, Ne
o0pa3oBareIbHO 11
1 IIpOrpamMMBel
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Conepxanue
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

[IK-3 CnocobOeH oCymeCTBIATh ACATENHHOCTh MO TUIAHMPOBAHWIO, OPTaHM3AIlM{, MOTHBAIUU W
KOHTPOJIIO ~ paboThl  MepcoHana,  OOECMEYEeHUI0  JOKYMEHTAIMOHHOTO  CONPOBOXKJIEHUS
YIpPaBIECHYECKUX MTPOLIECCOB

[1K-3.1 3HaeT OCHOBHBIE MPUHIUIIBI U METO/bl TUIAHUPOBAHUS, OpPraHU3allMi, MOTHUBAIIUU U

KOHTPOJIS paboThl MepcoHaa, OCHOBEI OpraHu3aIu JIeJIOTIPOU3BOCTRA u
JOKYMEHTAITMOHHOTO COMTPOBOKICHHSI YIIPABICHYECKHUX MTPOIIECCOB.
3name:

ITK-3.1/3u1 OCHOBBI TOKYMEHTALIMOHHOTO 00ECIIeUeHHs yIPaBIEHYECKUX MPOIIECCOB, a
TAKXKE CHUCTEMBI BIEKTPOHHOTO JOKYMEHTOOOOpPOTa M COBPEMEHHBIE TEXHUYECKHE
CpeACTBa 7Sl TOKYMEHTALMOHHOTO 00ECIIEYeHHUs YITPABICHHS

[IK-3.1/382 IlpaBuna cocTaBiCHUS OpPraHU3AIMOHHBIX, PACHOPAIUTEIBHBIX U
MH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, O(GOpPMIICHHUS PEKBU3UTOB O(UIIHATIBHBIX
JIOKYMEHTOB

[1K-3.2 YMeeT opraHu3oBaTh AESATEIBHOCTh MO IUIAHUPOBAHUIO, OPTaHU3AIIUN, MOTUBAIIMH U
KOHTPOJII0O Pa0OThl MEpCOHANa OpraHu3alMii pasTUYHBIX (OpPM COOCTBEHHOCTH, a TaKKe
JOKYMEHTAI[HOHHOMY COIPOBOXICHHUIO MX JEATEIbHOCTH.

Ymems:

[1K-3.2/Ym1 Ananu3upoBaTh W OILICHMBATh COACP)KAHUE TOKYMEHTOB, OOpPa3yHOIINX
JIOKaJIbHYI0 HOPMAaTHBHO-TIPABOBYIO 0azy

[TK-3.2/YMm2 CocTaBiarb OpraHU3alMOHHBIE, pacnopsiIuTeIbHbIC u
MH(GOPMAITMOHHO-CTIPABOYHBIE JJOKYMEHTBl IO O0ECHEeYeHUIO JOKYMEHTAIlHOHHOTO
COIPOBOXK/ICHUS yIPaBICHUECKUX MTPOLECCOB

3. MecTo aucuMiuinHbl B cTpykrype OIl

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

OcBoeHUE KOMITETCHIIUN HAYMHAETCS C U3YUYEHUS TEKYIIEH JUCIUILINHBI.
[Tocnenyromue TUCUUIIIUHBI (IPAKTUKH) 110 CBA3SM KOMIETEHIIUI:
BrinonaeHue u 3amuTa BBITYCKHON KBaTU()UKAITMOHHOW PaOOTHI;
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5. Conepxanue 1MCUMILTAHBI (MOLYJIS)
5.1. Pa3gennl, TeMbl AMCUUILIMHBI M BUABI 3aHATHH
(4acel MPOMEXKYTOYHOM aTTECTALIMU HE YKA3bIBAOTCSI)

Ounas popma ooyuenus

HaumenoBanue pazaena, TeMbl

00y4eHHsI, COOTHECEHHBIE C
pe3yJbBTaTtaMyi OCBOEHUsL

[Inanupyemblie pe3ynabTarhbl
IPOrpaMMbI

Koncynpranun

Bcero

w | CamocTosTenbHAs paboTa

i | JIGKITMOHHEIC 3aHATHUSI
w | [IpakTrueckue 3aHATHSA

Pa3gen 1. Opranusanus u 65 2 6 7| IIK-3.1
TEXHOJIOT'MS JIOKYMEHTHOI0 [IK-3.2
olecrieyeHNnsl ynpaBJIeHUsI
Tema 1.1. 13 4 4 5
HopmaruHo-MeTonmnueckas 6a3a
JOKyMEHTAI[MOHHOI'O
obecnieuenus ynpasieHus B PO:
UCTOPHUS BONIPOCA, OCHOBHBIE
TE€PMUHBI.

Tema 1.2. OpranuszanyonHas 13 2 6 5
JOKyMEHTAIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

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

Tema 1.4. 11 2 4 5
CripaBouHO-UH(POPMAITIOHHAS
JIOKyMEHTaIMs: TpeOOBaHUS K
COCTABJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 14 2 6 6
JIOKyMEHTaLMs: TpeOOBaHUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThI ¢
JOKyMEHTaMH.

Pasnen 2. Opranusanus 34 2 6| 10f 16| IIK-3.1
AO0KYMEHT0000poTa [1K-3.2
Tema 2.1. OCHOBHBIE IPUHIIUIIBI 11 2 4 5
OpraHu3aluy JOKyMEHTO000poTa.
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Tema 2.2. Ucnionnenue 10 2 2 6
nokyMeHToB. KoHTpoib
WCIIOJIHEHUS] TOKYyMEHTOB. Dopmbl
KOHTPOJIS] UICIIOJTHEHUS
JNIOKYMEHTOB. TUIIOBBIE U
WHAWBUIYaIbHBIE CPOKU
WCIIOJIHEHUS IOKYMEHTOB. AHAIN3
CTPYKTYPBI JOKYMEHTOO0OPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEJOCTaTKU UCIOJIb30BaHUS B
JIOKYMEHTAI[MOHHOM yIPABJICHUH
OpraHu3aluei.

Tema 2.3. Cucremaru3anus 13 2 2 4 5
JOKYMEHTHOU HH(pOpMaIuu.
OneparuBHOE XpaHEHUE
JOKYMEHTOB U JIeTI.

Hroro 99 2| 18| 36| 43

Ouno-3a0unas ¢hopma obyuenus

HaumenoBanue pazaena, TeMbl

00y4JeHHUsI, COOTHECEHHBIE C
pe3yJbTaraMyu OCBOEHUs

[Inanupyemsblie pe3yabTaThbl
MIPOrpaMMBbl

Koncynpranmmn
JlexMoHHEBIE 3aHATUSA

Bcero

w | CaMmocTosTenbpHas pabota

=]

w | IIpakTnueckue 3aHsaTUA

Pasnen 1. Opranusanus u 68 2 7 1 [1K-3.1
TEXHOJIOTUSI JOKYMEHTHOT0 I1IK-3.2
odecrevyeHnsi ynpaBJjeHUs
Tema 1.1. 14 1 3 3 7
HopmaruBHo-mMeToauueckas 6a3a
AOKYMCHTAIIUOHHOT'O
obecrieueHus ynpapieHus B PO:
HCTOPHS BOIIPOCA, OCHOBHBIE
TEPMUHBL.

Tema 1.2. OpranuzauroHHas 13 1 1 4 7
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThl ¢
JOKYMEHTaMHU.

Tema 1.3. PacniopsigurensHas 12 1 4 7
JOKyMEHTAIMs: TpeOOBaHuUs K
COCTaBJICHUIO U 0(OPMIICHUIO.
Texnonorust paboThl ¢
JOKYMEHTaMHU.
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Tema 1.4. 11 1 3 7
CripaBouHO-UH(POPMAITMIOHHAS
JIOKyMEHTaIMs: TpeOOBaHUS K
COCTABJICHUIO U 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

Tema 1.5. KagpoBas 18 1 71 10
TOKYMEHTAIHS: TPEOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢

JIOKyMEHTaMH.
Pasnen 2. Opranuszanus 36 7 71 22| IIK-3.1
AO0KYMEHT0000poTa [1K-3.2
Tema 2.1. OCHOBHBIE IPUHIIUITBI 14 1 3 10
OpraHu3aIKH TOKyMEHTO00O0pOTA.

Tewma 2.2. UcnonaeHne 9 1 1 7

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

Tema 2.3. Cucremaruzanus 13 5 3 5
JOKYMEHTHOU MH()OPMAIUH.
OnepaTtuBHOE XpaHEHNE
JOKYMEHTOB U JIeTI.

Hroro 104 2| 14| 28| 60

3aounas popma 0oyuenus

E o
< o)
= S g A W
B I E
= = O A =
= & S =i )
& 2 = 1232
= | 8| B |228
S| o | E |=ES
HaumenoBanue pazzena, TeMbl = o 2 2 (28 =
g = ] g (8 5 5 ~
S |2 |8 |5 [8.E8¢%
5 = o S |»E&8 ¢
= <] = = ST =
o) > = E 2 |25 a8 &
ol Q = = e T3 5 |
o jen b4 < = S 5, ) o
3 = O o < 53 30 &
M 4 = = O |IE 3 aE
Paznen 1. Opranusanus u 64 2 2| 60| IIK-3.1
TEXHOJIOT'MS JOKYMEHTHOIO [IK-3.2
olecreyeHnsl ynpaBJIeHUsI
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Tema 1.1. 14 2 12
HopmaruBHo-mMeToquueckas 6a3a
AOKYMCHTAIIUOHHOTI'O
obecrieueHus ynpasieHus B PO:
UCTOPHSI BOTIPOCA, OCHOBHBIC
TEPMHUHBL.

Tema 1.2. OpranuzauroHHas 12 12
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JOKYMEHTaMHU.

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

Tema 1.4. 12 12
CnpaBouHO-UH(MOPMAIIMOHHAS
JOKyMEHTAIMs: TpeOOBaHus K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorust paboThI ¢
JOKYMEHTaMHU.

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

JTOKyMEHTaMH.
Pa3gen 2. Opranusanus 40 2 2| 36| IIK-3.1
JOKYMEHT0000poTa [IK-3.2
Tema 2.1. OcHOBHBIE TPUHIIMIIBI 14 21 12
OpraHM3aIfK JOKYMEHTO000pOTA.

Tema 2.2. Ucnionnenue 12 12

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
HEJOCTATKU UCIIOJIb30BaHUS B
JIOKYMEHTAI[MOHHOM yTPABIICHUH
OpraHu3aluein.

Tema 2.3. Cucremaru3anus 14 2 12
JOKYMEHTHOU nH(pOpMaIuu.
OneparuBHOE XpaHEHUE
JOKYMEHTOB U JIeTI.

Hroro 104 2 2 4| 96

5.2. Conep:kanue pa3iaejioB, TeM IUCHUTIINH

TTonrorosneno B cucteme 1C:Yuusepcurer (000001790) Crpanutia 9 u3 30



Pa3zoen 1. Opzanu3zayus u mexnonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus

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

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

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

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

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

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

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

JIOKyMEHTHpPOBAaHUE B €AMHOHAYAJIHHOM yIpaBieHUH. JJOKyMEeHTHpOBaHUE pabOThl KOJUIETHAIbHBIX
OpraHoB.

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

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

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

Jenosas nepenucka. OCHOBHBIC 3JIEMEHTBI CTPYKTYPHI ISJIOBOTO MHChMA.

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

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

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

Pazoen 2. Opeanuzayus 00Kymenmooodopoma

Tema 2.1. OcHogHble npuHyunsvl opeanu3ayuu OOKyMeHmoobopoma.

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

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

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

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

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

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

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

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

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

6. Pekomenyemble 00pa3oBaTe/ibHbIC TEXHOJIOTHH

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

- neKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

CeMuHapckue 3aHSATHS 10 JUCHMIUIMHE OPHUEHTHUPOBAHBI HAa 3aKpelyieHHE TEOPETUUYECKOro
MaTepuaia, U3JI0KEHHOTO Ha JIEKIMOHHBIX 3aHATHSX, a TaKKe Ha MPUOOpPETeHHE JOMOIHUTEIbHBIX
3HAHUW, YMEHUW W MPAKTHUYECKUX HABBIKOB OCYIIECTBICHHS MPOGECCHOHATBHON NeATelbHOCTH
MOCPEJICTBOM aKTUBU3ALIMU U YCUJICHHS] CAMOCTOSTEIbHON e TEIbHOCTH 00y4arOIINUXCS.
BonbIIMHCTBO MpaKTUYECKUX 3aHITHIA MPOBOJATCS C MPUMEHEHHEM aKTUBHBIX (opM oOyuyeHus, K
KOTOPBIM OTHOCSITCSI:

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

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

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

Ha cemuHapckux 3aHSTHSX OIICHMBAIOTCS U YYUTHIBAIOTCS BCE BUIbl AKTUBHOCTH CTYACHTOB:
YCTHBIE OTBETHI, JOMOJIHEHHS K OTBETaM JPYTUMX CTYAECHTOB, ydacThe B JUCKycCHUSX, paboTa B
rpynmnax, HHUIIMATUBHBIA 0030p MPpoOIEMHOTO BOTIpOCa, MMCbMEHHAs paboTa.

7. IlopAAOK NpoOBeAeHUS IPOMEKYTOYHOM aTTeCTAlUN

Ipomescymounas ammecmayus: Ounas popma obyuenus, 3auem, Tpemuii cemecmp.
[IpomexyTouHasi arrecTtauus Mo AUCHMUILIUHE MPOBOAUTCS B (popme 3auéTa B BHJIE BBIIOTHEHHS
TECTHPOBAHUS W/ WA UTOTOBOM PaOOTHI.

UtoroBbie 3amaHusi pa3pabaThIBalOTCS 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuaia u
MO3BOJISIIOT OCYUIECTBIIATh MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO AMCHUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHTHI TECTOB, OTHOCSIINUXCS KO BCEM TeMaM JAUCLUILITHHBIL.

IIpomesicymounas ammecmayus: Ouno-3aounas gpopma obyuenus, 3auem, Tpemuii cemecmp.
[TpomexxyTouHas arTecTanusi MO JUCHUIUIMHE MPOBOAMTCA B (popme 3auéTa B BUJAE BBINOJIHEHUS
TECTHUPOBAHUS U/WIIM UTOTOBOM pabOTHI.

HtoroBbie 3amaHusi pa3palaTbIBalOTCd MO OCHOBHBIM BOIIPOCAM TEOPETHUECKOTO MaTepualia H
MO3BOJISIFOT OCYIIECTBIISTH IPOMEKYTOYHBIH KOHTPOJIb 3HAHUH U CTETIEHU YCBOCHHUS MaTepuaa.
[Tpu npoBeAeHUU MPOMEXYTOUHOH aTTeCTallMy CTYIEHTOB IO IUCIMILIMHE MOTYT (POPMHUPOBATHCS
BapHUaHTHl TECTOB, OTHOCSIIUXCS KO BCEM TEMaM JHCLUUTUINHBL.

Ilpomesicymounas ammecmayus.: 3aounasn ghopma obyuenus, 3auem, Tpemuti cemecmp.
[IpomexyTouHasi arrectauus Mo AUCHMUILIMHE MPOBOIUTCS B (popme 3auéTa B BHJIE BBIIOTHEHHS
TECTHPOBAHUS W/ WA UTOTOBOM PaOOTHI.

UtoroBbie 3amaHusi pa3pabaThIBalOTCSI 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuaia u
MO3BOJISIOT OCYUIECTBIIATH MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO JAMCLUUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHThI TECTOB, OTHOCSIIHXCS KO BCEM TeMaM JAUCLUILTHHBIL.

8. OneHoYHbIE MaTepUAJIbl TEKYLIET0 KOHTPOJIA

Pa3zoen 1. Opzanu3zayus u mexuonozus 00KyMEeHmMHO20 odecneuenus ynpasieHus
Koumponupyemwvie U/IK: IIK-3.1 1IK-3.2

Tema 1.1. Hopmamueno-wemoouueckas 6aza 0OKyMeHmayuoHHo2o obecnevenus ynpasienus ¢ Pd:
ucmopus 60npoca, OCHOBHbIE MEPMUHBI.
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®dopma KoHTpoIs/oieHouHOe cpencTBo: [locemenne u paboTa Ha JTEKIHOHHBIX U MPAKTUICCKUX
3aHATUAX

Bompocei/3ananus:
1. Iloceuienue 3aHATHIA:
a) MOCCIICHHE JICKIIMOHHBIX U MPAKTHYCCKUX 3aHSATHUH,
0) coOIIOACHUE TUCITUTLIHHBI.
2. Pabora Ha IEKIIMOHHBIX 3aHATHSIX:

a) BE/ICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) AKTUBHOCTb Ha JIEKLIUHU, YMEHUE (POPMYIMPOBATH BOIPOCHI JIEKTOPY.
3. PaGora Ha mnpakTHyeckux 3aHATUSAX: «lcTOpusi BO3HMKHOBEHUS M  Pa3BUTHUS
YIPaBIEHYECKON TOKyMEHTALIUN.
Ha xaxxapIit Bompoc HeoOXoauMOo cPOpMYIHPOBATH Pa3BEPHYTHIE OTBETHI:
Bomnpocs! ans o6cyxaenus
1. OtpaxeHue BONPOCOB JOKYMEHTHPOBAHUS, COCTAaBICHHSA U O(GOpPMIICHHS JOKYMEHTOB B
3aKOHOZATEIbHBIX 1 HOPMAaTUBHBIX AKTaX.
2. llonatne opuruHasa JOKyMeHTa, ero mpusHakd. [lomnuHHOCTE 1oKkyMmeHTa. IlonsTue
«TIOTIMHHUK.
. IlognuHHbBIE ¥ TOANIOKHBIE TOKYMEHThI. Buipl danbcupukay 10KyMEeHTOB.
. [lonsTHE «xomust JOKyMEHTa». Buapl Konwuii.
. [Mopsimox oopmnenus xkonuit. FOpunudeckas cuiia KOMUu.
. bnank nokymenrta. Buasr OnaHkoB.
. CocraB OnaHKa, MOPSAIOK PACIIOIOKEHUS PEKBU3UTOB B OJIaHKE.
. braHku ¢ yIioBbIM M IEGHTPOBAHHBIM PACIOJI0KEHUEM PEKBU3HUTOB.
9. OcHOBHBIE paBUJIa KOHCTPYHUPOBAHHSI OJIAHKOB.
10. bmanku ¢ wu300pakeHHEM TOCyIapcTBEHHOTO repba, repba cyObekra Qenepamuu, repda
MYHHUIIUIAIBHOTO 00pa30BaHMUS.
11. ABrop noxymenTa. [Topsimok 0003HaYeHNSI HAUMEHOBAHUS OpPraHU3alMU-aBTOPa TIOKYMEHTA.
12. CnipaBouHbIe JaHHBIE 00 aBTOpE, UX COCTaB, pa3MelIeHUE Ha OlaHKe.

03N N KW

B koHI1e npakTHuecKoit paboThl HEOOX0AMMO CPOPMYIHPOBATH 0OOOIIAIOIINI BBIBOI.

Tema 1.2. Opeanuszayuonumas OOKymMeHmayusa: mpeO08aHus K COCMAGIEHUIO U O@DOPMIEHUIO.
Texnonozeus pabomvl ¢ OOKYMEHMAMU.
®opma KoHTpoJsi/otieHouHOe cpencTBo: [locemnienre u padboTa Ha JIEKIMOHHBIX U MPAKTUYECKUX
3aHATUAX
Bomnpocwi/3ananus:

1. [oceuienue 3aHATHI:
a) MOCeNIeHNE JEKIIMOHHBIX U IPAKTUYECKUX 3aHSATUH,
0) coOmoIeHUE AUCITUTUTHHBI.

2. Pabora Ha JTEKIIMOHHBIX 3aHATHIX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTb Ha JIEKLIUH, YMEHUE (POPMYIHPOBATH BOIPOCHI JIEKTOPY.

3. PaGoTta Ha MpaKTUYECKUX 3aHATUSIX: AesioBas cuTyanus "OTKphITHE COOCTBEHHON (PUpPMBI
(dbopma cobcTBEeHHOCTH Ha BHIOOD)".
[IpakTrueckoe 3aHSATHE MNPOBOAUTCS B HHTEPAKTUBHOM (opMe C HCIONb30BAHUEM KOMAaHJIHOTO
METOZa BBIMIOJIHEHUS 3aJ]aHusl C pasrpaHUYeHUEM (PYHKIMOHAIBHBIX 00A3aHHOCTEH CTYIEHTOB MPHU
BBITIOJTHEHUH 33JaHUs. 3aTeM YCUIIUs 00bEeINHAIOTCS, U OPraHU3yeTCsl aKTUBHBIN UAJIOT CTY/IEHTOB
C mpemnojaBareyeM U MeXAy coOO0#l sl MOoABEACHUS UTOTOB U MPUHATHS PEUICHUS], YTO TO3BOJSAET
pa3BUBATh HABBIKM KOMaH/IHOM pabOThl, MEXINYHOCTHON KOMMYHUKALIUU U IPUHATHUS PELICHU.
3amaun:
1. [IpaBuiIbHO OOPMUTH JETOBYIO JOKyMEeHTAIIo (YCTaB, IPOTOKOJ O CO3IaHHH, IOTOBOP 00
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yUpeXJIEeHUHU, LITaTHOE pachucaHue, OOImMi OJaHK OpraHu3alluu, MPOAOIbHBIA ONaHK MUChMa
OpraHu3aluK Ha JIBYX s3bikax) cormacHo [OCT.
2. [IpogeMOHCTpHUPOBATh MOyUYEHHBIE paHEee TEOPETUUECKUE 3HAHUS ITyTEM BBIMIOJIHEHUS 3a/laHUH.
3. 3akpenuTh paHee U3y4YCHHbIE MpaBuUia NPOPECCUOHATBLHOTO JEIOBOTO 3TUKETA, MyTEM PELICHUS
CUTYaI[MOHHBIX 3a]1au.
[Ipennaraemasi nenoBas urpa pa3BUBAeT HABBIKM paOOTHI C JTOKYMEHTAMHU IO JIMYHOMY COCTaBY
(coctaBnenue, odopmieHue). OTo Hauboiee TUNUYHBIA (pParMeHT TPYIOBOM JeATEIbHOCTH,
TpeOyIomMii CUCTEMHOTO MPUMEHEHUS! YMEHUM M HaBBIKOB, KOTOPHIMH JOJKEH OBJIAJETh CTYIEHT.
ConeprxaHue Je0BOM Urpbl MpeanoaaraeT HaJluuue JOCTaTOYHOIO YPOBHS MOJATOTOBKU CTYAECHTOB
HE TOJIBKO B 00JIACTH JI€JIONPOU3BOICTBA, HO U B JPYTUX cepax.
[TocnenoBareabHOCTH BUIOB YUEOHOM NESITEIBHOCTH:
1. JlenoBas urpa.
2. AHanu3 BEINOJHEHHEIX 3aJaHUi.
[IpakTuyeckoe 3aganue:

orpesieNieHUe CTyAEHTOM cepbl TPYA0BOM EATENbHOCTH YCIOBHO CO3/1aHHOM (PUPMBI;

pa3paboTka u ohopmMIICHHE TOKYMEHTOB.
B nauane urpsl rpymnmna pazouBaeTcsl Ha OJHOTUIIHBIE TOATPYIIBI C TUIOBBIMU POJIIMU (5 TpymHIl 1O
5 demoBeK B KaXIOH), JaeTcs HUCXomHas WHGOpMamus O JACJIIOBOM Wrpe, OTpakaromias
MOCJIEIOBATENBHOCTD U XapakTep AeicTBUS UTPOKOB. [loce 3Toro cTyaeHTsl, cieayss METOANYECKUM
yKa3aHUAM, pabOTalOT ¢ UTPOBON JOKYMEHTAIMEH U PEIIaoT MPAKTUYECKUE CUTYaI|H.
[ToaroroBka Urpsl.
PykoBomuTens Urpsl (pemnoaBareb):

pa3bsCHSET MpaBUiia U MOPSAIOK NEUCTBUM IETOBOM UTPBI.
YyacTHUKH UTpHI (0JJHA KOMAH/Ia) — 9TO 5 y4peAuTeNIeH YCIOBHO CO3JTaHHON (DUPMBI:

MPUIyMBIBAIOT Ha3BaHHUE YCIOBHO CO3AaHHON (DUPMBI, HCXO/S U3 OCHOBHOTO BUJA AEATEIbHOCTH,
KOTOpasi MpOIUcaHa B KapTOUKe-3aaHUN;

OTIPENIETISIOT JOTOJIHUTENbHBIE BUJBI JEATEILHOCTH YCJIOBHO CO3[aHHON (UPMBI, MOJIB3YSChH
tabmuuen coorBeTcTBHI OKBO/I;

MIPUTyMBIBAIOT MECTOHAXOXKIEHUE YCIOBHO CO3aHHON (DUPMBIL;

OTIPEIEISAIOT YCTaBHOM KarnTall YCIOBHO CO3IaHHOU (DHPMBI;

OTIPEEIISIOT IPOLEHTHYIO OO YYacTHs Ha Ka)KJOTO yUpeInuTes;

OTIPE/IETISIOT PYKOBOAUTENS YCIOBHO CO3aHHON (DUPMBIL;

m3ydatoT ['OCT u maGmonbl nst opopMIICHUST HEOOXOAMMOW TOKYMEHTAIIUU I YCJIOBHO
CO31aHHOU (PUPMBI;

pa3pabatbiBaloT U O(QOPMIISIOT TOKYMEHTHI, 3apaHee paclpelesiuB, KTO 3a Kakoh JOKYMEHT
OoTBeuaeT (pacrpeaenseT BhIOpaHHBIM PYKOBOAMTENB): (YCTaB, MPOTOKOJI O CO3/IaHUU, JOTOBOP 00
yUpeXJIEeHUHU, LITaTHOE pachucaHue, OOmMi OJaHK OpraHu3alliu, MPOAOIbHBIA ONaHK MUChMa
OpraHM3aliy Ha ABYX SI3bIKaX);

PYKOBOIMTEINb YCIOBHO CO3AaHHOW (UPMBI (BBIOOP CTYICHTOB) 3aBEPsET BCE JOKYMEHTHI CBOCH
MOJTHUCHIO.
B uHTepecax co3maHusi OOCTAaHOBKHM COCTSI3aTEJBHOCTH B MpPOLECCE JENOBOM HWIPHI CTYAEHTHI
HaOWPaIOT ONMPECICHHOE KOJIMUECTBO 0AJIOB 10 MATHOAUTBHOM IITKaJIe 33 KaXKIbI pa3paOoTaHHBIN
TOKYMEHT, pe3yJbTaT CYMMUPYETCS.
3a abCONMIOTHO BEPHBIN COCTABIECHHBIN M 0()OPMIICHHBIN JOKYMEHT — 5 0ajuioB; 2 ommOku — 4 Gasnia;
3-4 ommOku — 3 Ganna.
[IpenonaBarens pa3OupaeTr 1eI0BYIO UTPY, TOJBOIUT UTOTH, OLIEHUBAET pabOTy CTyJAeHTa, KOMaH/Ibl,
ornpenenseT nodeauTeNs U OrlamlaeT pe3yaprarel. Takke mpernonaBaTellb XapaKTepusyeT ypOBEHb
KBaJIM(UKALIMKA CTYIEHTOB IO BBIMOJIHEHHON KOMaHAaMu paboTe, OIeHHBas paboTy KaKiaou
KOMaH/Ibl ¥ YYaCTHHKA KOMaH]Ibl, OTMEYAeT JTyYIlIHX.
VYcnoBus UTphl OTPAXKAIOT XapaKTEPUCTUKY PEaIbHOTO Mpoliecca TPYIOBOM JesTEIbHOCTH YeI0BeKa.
Heo0Oxonumo:

OpraHU30BaTh PabOTy Ka)KJOTO yYaCTHUKA JETOBON UTPHI U KOMAHJIbL;

MPOaHATU3UPOBATh MPABUIHLHOCTh COCTABJICHUS KaXI0T0 TOKyMEHTA;

0hOpMHUTH BCE HEOOXOTUMBIE JOKYMEHTHI.
Uror urpsl.
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Ompenensercss KoOMaHAa-MOOEAWTENb, B COOTBETCTBUM C CYMMOW HaOpaHHBIX  OaJioB.
XapakTepusyeTcsi ypPOBEHb MOJATOTOBKH CTYICHTOB.

Tema 1.3. Pacnopsoumenvhas OOKyMeHmMayus: mpebo8anus K COCMAGIEHUN U 0QOPMIEHUTO.
Texnonoeus pabomsi ¢ 0OKyMeHMAMU.

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

Bonpocsi/3ananus:
1. Iloceuienue 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BE/ICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHMS TEOPETUYECKOTO Marepuaia,
B) AKTUBHOCTb Ha JIEKLIUHU, YMEHUE (POPMYIUPOBATH BOIPOCHI JIEKTOPY.

3. Pabora Ha mnpakTHUeckux 3aHATUAX: [lpaBuwia oQOpPMIICHHS —YIpPaBICHUYECKUX
(OpraHu3alOHHO-PACTIOPSIUTENBHBIX ) JOKYMEHTOB.
Bomnpocs! ans o6cyxaenus
Vka3zaHue BHJIA JOKyMEHTa, €r0 MECTO M HazHaueHHe B (GOopMyisipe JOKyMeHTa. 3aBUCHMOCTH
¢dopmbl ToKyMeHTa OoT ero Buaa. OOo3HaueHue ajapecara. [IpaBuna HamucaHus agpecara U MECTO
yKazaHus ajpecara B popmymsipe nokymenrta. Ilopsmok odopmiieHust T1OKyMEHTa ¢ HECKOJIbKMMU
azpecaramu.
Jlara noKyMeHTa. 3HAu€HUE JaTUPOBAaHUS JOKyMEHTAa. ABTOpCKHME JaTbl (COCTaBJICHHUE,
MOAMKCAaHUE), 1aThl, OTHOCSIINECS K COAepKaHuIo. [laThl, XapaKTepHu3yIolHe dIeMEeHTHI (hopMyIspa.
Jatel 00paboTku qokyMeHTOB. [Topsinok odopmieHus nat.
IIpaBuiia mprCBOEHUS PETUCTPALIMOHHOTO HOMEpA TOKyMEHTA.
IIpu MOArOTOBKE K 3aHATHIO CTYAEHT JOJDKEH:
* U3Y4YUTh TEOPETUUECKUE MMOHATHUS:
1. Yaudukanus 1oKkyMeHTOB. BHyTpuBHI0Bast yHU(DUKALIHSL.
2. CBs3b BUJIOB JOKYMEHTOB U (DYHKIUI yIpaBICHUS.
3. OcobeHHOCTH OpraHU3alMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB.
4. CocraBnenue 1 o(hopMIIEHUE PacTIOPAIUTEIbHBIX JOKYyMEHTOB
JlaHHas mpakTHYecKas paboTa ABISeTCS MPONOHKEHUEM MTPAKTUYECKOi paboThr Ne2.
VYdacTHUKM Wrpel (OfHA KOMaHZa) — O3TO S5 ydpeauTeled YCIOBHO CO3laHHOW (HUPMBI B
IpaKkTU4eckoil padore 2.
3aganue:
1. CocraBnenne u o0o(OpMIIEHHE pACIOPATUTEIBHBIX JOKYMEHTOB CO3IAaHHOH  (UPMBI
(pacniopsieHMsl, yKa3aHUsl, IPUKA3bl, BBIIHUCKH).
2. JlokyMeHTHUpOBaHHE JEeSTENbHOCTH KOJUIETHaJbHBIX opraHoB. CocTaBieHHe M O(OpMIICHHUE
IIPOTOKOJIOB, PELLICHUN.

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

a) BEJICHUE KOHCIIEKTA JICKIIUH,
0) YpOBEHb OCBOCHHS TEOPETUUECKOTO MaTepuaa,
B) aKTHUBHOCTb Ha JICKIIUH, yMEHUE (POPMYITHPOBATH BOIPOCHI JIEKTOPY.
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3. Pabota Ha npakTnyeckux 3aHATusAx: CocrapiaeHne u opopMIICHHE CITYKEOHBIX U JAETOBBIX
IIMCEM PA3JINYHOIO HA3HAUEHUS.
3amanue: OOparuTe BHUMaHUE HAa COCTAaB PEKBU3UTOB, BKIIOYAEMBIX B MHCHMO, U PEKOMEH/IyeMble
peueBsle  000poThl. Henmocraromue maHHble (10 3HAYEHUSIM PEKBU3UTOB M KOHKPETHBIM
00CTOSITEILCTBAM CHUTYaIUil) OTIPENIEIUTE CAMOCTOSTEIBHO.
I. CocraBere muceMo-u3Bemenue 3apedueHckoro HITAO «Crankonpom» HoBokysneukomy ITAO
«CrtpoiiapMarypay 0 MpUYUHAX 33A€P>KKH MOCTABOK MAIIUH U 000PYIOBAHUSI.
II. CocraBbre oT MMeHu Gupmbl «OpucCrap» MHPOPMALMOHHOE MUCHMO O MPOAAXKE YACTHBIM H
TOCYIapCTBEHHBIM TPEINPUATHAM OQPHUCHOTO OO0OpYIOBaHHS IO JIOTOBOPHOM CTOMMOCTH H O
BO3MO)KHOCTH ITPUHUMATH 3aKa3bl HA POCKTUPOBAHKE JH3aiiHa opucoB.
III. CocraBpre mnHMCHMO-NPUITIAIIEHNE OpraHu3alnnoHHoro komurera «Kpokyc Oxcmo» ¢
IIPEJIOKEHUEM IIOCETUTD CIIEUATM3UPOBAHHYIO BBICTABKY «MexayHapoiHas BHICTaBKa JOMAIIHErO
TEKCTHJIS M TKaHEeH U1t oopMIIeHUsS HHTephepay. BricTaBka mpoxoaut ¢ 24 mo 26 centsOps 2021 .
B naBwiboHe 1 (3a1bl 2, 3 u 4) BeicTaBOUHOTO KoMIuiekca «Kpokyc Dkcroy.
IV. Cocrassre rapanrtuitHoe nucbmo [TAO «Bogokanam» anst HITAO «CanTtexmpoekT» 06 okazaHUH
TEXHUYECKOM MOMOIIM B pa3paboTke pabouux ueprexeid HacocHou cranuuu. [TIAO «Bomokanam»
MIPOCUT MPOU3BECTH 3Ty PaOOTY HETMOCPEICTBEHHO Ha €T0 TEPPUTOPHH.
V. CocraBbTe NHCHMO-3aIIPOC OOLIECTBEHHON oOpraHum3auuu «Jlpy3bs >KMBOTHBIX» B aJpec
tunorpadun uznarenabcrea «lIpocBenieHrne» O BOSMOKHOCTU BBINOJHUTH 3aKa3 HAa HW3TOTOBJICHUE
0J1aHKOB y4eTa M OTYETHOCTH U COOTBETCTBYIOIIEE MMCbMO-OTBET O COIVIACHHU.
VI. CocraBbTe MuchbMO-0TKa3 pykoBoAcTBa (upmbl «IIpemuym» (Bramgenbia opuCcHOrO KOMILIEKCa)
HoBocenoBckoMy  Hay4YHO-TEXHHUYECKOMY  MPEANPUATHIO 10  BONPOCY  IPEJOCTAaBIICHUS
JOTIOJTHUTENBHBIX TUIOMAAeH s paciupeHus opuca. YKaXuTe NpUUUHY O0TKa3a.
VII. CocraBbre pekomeHaarenbHoe nucbMo ManbueBoii Mpune [1aBnoBHe ais 3aHATHS JOKHOCTH
HKCTIEPTa MO KPEIUTHO-(PHUHAHCOBBIM ONEPAIMsIM B KOPIIOPATUBHOM CEKTOPE.

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

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

Bonpocsi/3ananus:
1. Iloceuienue 3aHATHIA:

a) MOCEIICHHE JIEKITMOHHBIX U MPAKTUUECKUX 3aHATHUH,
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. PaboTta Ha MpaKTUYECKUX 3aHATHIX:

[IpakTnueckoe 3ansarue 1. [lenoBas urpa «lokyMEHTUpOBaHUE TTPOLIECCOB YIIPABICHUS».

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

enbp nemoBoit urpel. [IpoBepuTh M OLIEHUTH YPOBEHH TEOPETHYECKON MOATOTOBKHU CTYACHTOB,
3aKpENUTh MPAKTUYECKUE HABBIKM B OOJACTH JOKYMEHTHUPOBAHUS YIPaBICHUYECKOW AESITEIbHOCTH
OpraHu3anuii, npeanpusaTuii, GupMm pasHbix GOpM COOCTBEHHOCTH U BUAA JAedATeabHOCTU. [IOHATH
PO JOKYMEHTOB M MX 3Hau€HHUE, KaK MpPaBOil OCHOBHI JESITEIbHOCTH CaMOW OpraHM3allud, TaK U
COTPYIHUKOB, U KaK 0a3bl CO3JJaHMsl PAllMOHAILHOTO JJOKYMEHTAI[MIOHHOTO 00€CTIeYeHHUS.

JlenoBas cutyanus: oopMIICHHE Ha padoTy.

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

[IpakTuyeckoe 3aganue:

COCTaBJIEHUE U NMPaBUIbHOE 0popMIiIeHHE TPO(ECCHOHAIBHOTO PE3IOME;

co0eceZl0BaHNE U MPUHATUE PEIICHMUS;
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MOJTrOTOBKA JOKYMEHTOB, HEOOXOAMMBIX ISl TPYIOYCTPONCTBA:
aBroOMorpadus, XapakTepUCTHKA; 3alI0JTHEHUE aHKETHI;

MOKa3 TMpolecca JBUKEHHUS COTPYIHHUKOB B TNepuox paboTel B (GuUpMe MO HHHUIIUATUBE
PYKOBOJUTESI WIH IO IMYHON TPOCKOE;
COCTaBJIEHHE TIPOEKTa IpHKa3a M0 JUYHOMY COCTaBY.
Uror urpsl.
CocraBneane u odopmieHue MpodeCCHOHATBLHOTO pe3loMe, 3asBICHUM, aBTOoOMOTpadum,
XapaKTEepPUCTUKH, IPHUKa3a M0 JIMYHOMY COCTaBy. JTH JIOKYMEHTBI U COCTaBIT OCHOBY O(OpMIICHUS
TPYIOBOM JeATeNbHOCTH cTyaeHTa. Ompenensercss mno0enuTenb. XapaKTepu3yeTcsi ypOBEHb
MOJTOTOBKH CTY/JECHTOB.

[IpakTuueckoe 3anarue 2.

Bomnpocsr mst o6cyxnenus:

1. Kak ocymecTsisiet rpaxaanamu Poccuu npaBo Ha Tpyn?

2. Kakue moKyMeHTBI IPEABSBISIIOTCS TIPH 0hopMIICHIH Ha paboTy?

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

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

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

6. Kakue TpeOoBaHUs MPEABABISIOTCA K OQPOPMIICHUIO PEKBU3UTOB MPUKA30B IO JIUYHOMY COCTaBYy
Ha [1K?

7. B uem npenMy1iecTBa yHUGUIIUPOBAHHBIX (POPM JOKYMEHTOB IO 00ECIICUEHHIO KaJpaMu OPraHOB
roCyIapCTBEHHOTO yNpaBieHUs?

[IpakTnueckue 3aganus:

1) CocTaBbTe 3asBIICHHE O IPHEME Ha paboTy

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

3) CocTtaBbTe 3as1BlIeHUE 00 YBOJIHHEHUH.

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

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

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

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

Pa3zoen 2. Opzanuzayus 00Kymenmoooopoma
Koumponupyemwvie U/IK: IIK-3.1 1IK-3.2

Tema 2.1. OcHosHble npuHYUNbL OP2AHU3AYUU OOKYMEHMO0O0pOmA.

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

Bomnpocwi/3ananus:
1. ITocemieHue 3aHATHH:

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

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

a) BEJICHUE KOHCTIEKTA JICKIIUH,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITUPOBATH BOIIPOCHI JIEKTOPY.
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3. PaboTta Ha MpaKTUYECKUX 3aHATHIX:

[Tpaktuueckoe 3anstue 1. [TonroroBka n o0cmyXxUBaHUE COBEIIAHUM (JIEI0Bast UTPA).

Pabota nmpoBoauTCsI B MUKpOTpYMIax Mo 2 4eI0BeKa.

XoJ Urpsbl:

1 aran. Onpenenuth TEMY U YYaCTHUKOB coBellaHus. COCTaBUTh MOBECTKY coBenanus. COCTaBUTh
TUIaH MPE3eHTAMOHHOTO MaTepuara.

2 sran. [lo pesynpraraM mpoBeAECHUS COBEIIAHUS COCTABUTh €r0 MPOTOKOJ, CIENIaTh BBIIIUCKY W3
MIPOTOKOJIA.

B aynutopuu npoucxoaut 3amuTa U 00CyKIeHUE BCEX AEIOBBIX COBELIAHMI.

[TpakTuueckoe 3ansaTue 1. JIokyMeHTOOO0POT OpraHU3aIuu

Bomnpocsr nist o6cyxnenus.

1. UTo BXOAUT B MOHSTHE TOKYMEHTOOOOpOTA?

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

3. TonbKO K HCXOIAIIUM JOKYMEHTaM?

3amanue.

1. ITocTpouTs cXeMy OopraHU3aIHK PadOTHI C JTOKYMEHTaMH.

2. MHCTpyKIMsa 1O JEI0NPOU3BOACTBY — KaK OCHOBHOW HOPMATHUBHBIN aKT, PErVIAMEHTUPYIONIUN
pabory ¢ gokymeHTamu. CoOCTaBUTh TPWIOKEHHS (Ha BbIOOp3-4) 18 WHCTPYKIUU TIO
JIeJIONPON3BOJICTBY.

Tema 2.2. Hcnoanenue Ookymenmos. Kowmponv ucnonnenus 0okymeHmos. Dopmvi KOHmMpO.s
ucnonHenusi OOKymeHmos. Tunoevie u UHOUBUOYATbHBIE CPOKU UCHOTHEHUs. OOKYMEHmOo8. Ananus
CMpPYKmypvl QOKYMeHmoobopoma.
Cucmemvl  91€KMPOHHO20  OOKYMEHmMoobopoma: npobneMvl  6HeOpeHusi, Nnpeumyuecmed u
HeOOCMamKu UCNONb308AHUsL 8 OOKYMEHMAYUOHHOM YNPAGIEeHUU OP2AHUZAYUE.

dopma KOHTpOJIS/O1IeHOUHOE cpecTBO: [locereHne u paboTa Ha JICKIIMOHHBIX U MPAKTHUECKUX
3aHATHAX

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCEIEHHE JIEKIIMOHHBIX U MPAKTUUECKUX 3aHATHUH,
0) coOmoeHNE AUCITUTUTHHBI.
2. PaboTa Ha JIEKLIMOHHBIX 3aHATHAX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) YpOBEHb OCBOCHHS TEOPETUYECKOTO MaTepHara,
B) aKTUBHOCTb Ha JICKLIUH, yMEHUE (POPMYIHPOBATH BOIPOCHI JIEKTOPY.
3. PabGota Ha mpakTH4ecKux 3aHATHSIX: PaboTa ¢ oOpareHus My rpak/iaH.
Bomnpocs! ams o6cyxaeHus:
1. Bug oOpateHuii rpaxxaH.
2. TexHONMOTHUS U CPOKHU pabOTHI ¢ oOpameHusIMU Tpakaad. COCTaBUTh CXEMY.
3aganue:
PaboTa nmpoBoguTCS B MUKPOTpyIInax Mo 2 4eaoBeKa.
1. CocTaBuTh OT JIMIa rpaXx1aHuHa oOpaleHue, popma irodas — 3asBIeHUE, Kanooa. ..
2. Ot nu1a opraHu3aluy OTBETUTh Ha O0OpaleHre rpakaanrnHa. JlIoOKyMeHTaIbHO 0(OPMHUTD OTBET.
B aynuropun npoucxoaut 3amuTa 1 00cyxaeHue oopalieHuii rpaXkJjaH 1 OTBETOB OT OpraHU3aIHi.

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

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

Bomnpocsi/3ananus:
1. [oceuienue 3aHATHI:
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a) MOCENICHHE JICKITMOHHBIX U IPAKTHYECKHUX 3aHATHH,
0) coOmoIeHNE AUCITUTUTHHBI.

2. Pabora Ha JEKIIMOHHBIX 3aHIATUAX:

a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKI[UHU, YMEHHE (POPMYITHUPOBATH BOIIPOCHI JICKTOPY.

9. OeHOYHBIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ounas ghopma obyuenus, Tpemuii cemecmp, 3auem
Koumponupyemwvie U/IK: IIK-3.1 IIK-3.2
Bomnpocwi/3ananus:
1. PaGoTta ¢ TeCTOBBIMM 3aJaHHSIMHU.
Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIlMOHHOE OOECIeUYeHHe yIpaBieHus" MpeACcTaBiIeH B
MIPUJIOKEHUH 5.
2. BeimonHeHEe UTOTOBOM pabOTHI.

[TpuMepHBIil MepedeHb BONMPOCOB K 3a4eTy MO JUCHUIUIMHE «/loKyMeHTanmoHHOe obecreueHue
YIPaBIEHUS» MIPEICTABIEH B IPUIIOKEHUU 4.
3anaHus AJ11 IPOMEKYTOYHON aTTeCTallli CTYIEHTOB IIPEICTABIECHbBI B IPUIIOKEHUH 8.

Ouno-3aounas popma obyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie /K. 11K-3.1 1IK-3.2
Bonpocsl/3ananus:
1. PaGora ¢ TECTOBBIMH 3aJaHUSIMU.
HtoroBeiii TecT mo nuctuiuinHe "JIOKyMEHTAIlMOHHOE OOecleueHue yIpaBieHus" MpeACTaBIeH B
MIPUIIOKECHUH 5.
2. BoImonHeHNE UTOTOBOW PabOTEHI.

[IpumepHBIil mepedyeHb BONPOCOB K 3a4yeTy MO IUCHUIUIMHE «JlOKyMEeHTalMOHHOE obOecreyeHue
YIpaBlIEHUS» MPEICTaBICH B MPHIOKEHUU 4.
3ananus AJi1 TPOMEKYTOYHON aTTecTallii CTYIEHTOB MIPE/ICTABICHbI B PUIIOKEHUH 8.

3aounas gpopma obyuenus, Tpemuii cemecmp, 3auem
Koumponupyemwvie U/IK: IIK-3.1 1IK-3.2
Bomnpocrei/3ananus:
1. PaGora ¢ TeCTOBBIMH 3a/IaHUSIMHU.
Hroroserii Tect mo gucruruinHe "J[oKyMeHTaIlMOHHOE OOECIeUYeHHe yIpaBieHHUs" MpeACcTaBiIeH B
MIPUJIOKEHHH 5.
2. BeimomHeHNE UTOTOBOM PaOOTHI.

[TpuMepHBIi MepedeHb BOMPOCOB K 3a4eTy MO TUCHUIUIMHE «/loKyMeHTanmoHHOe obecreueHue
YIPaBIEHUS» MIPEICTABIEH B IPUIIOKEHUU 4.
3anaHus AJ11 IPOMEKYTOYHON aTTeCTallii CTYIEHTOB IIPEICTABICHbI B IPUIIOKEHNH 8.

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

OcHognas tumepamypa
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1. ApacnanoBa, B. A. JlokyMeHTallmoHHOE OOECIEUEHHE YIPABJICHUS: y4eOHO-TIPAKTHUECKOE
nmocodue B cxeMmax, Tabmuiax, oopasmnax: yuebnoe mocobue / B. A. Apacnanosa. - 2-¢ u3/., I0M. U
nepepad. - MockBa, bepnmun: dupekr-Menua, 2020. - 266 c. - 978-5-4499-1454-5. - Tekcrt:
anekTpoHHbIH // upexT-Menua: [caiit]. - URL: https://doi.org/10.23681/578394 (nata oGpareHusi:
30.01.2025). - PesxuMm goctyna: o noamnucke

2. Kysuenos, M. H. lenonpousBoactBo: yueOHoe mocobue / M. H. Kysueros. - 13-e uzn. -
Mocksa: HamkoB u K° 2024. - 406 c. - 978-5-394-05683-3. - TekcT: SJIEKTPOHHBIN //
Hupekr-Menua: [caiir]. - URL: https://biblioclub.ru/index.php?page=book&id=711135 (mara
obpamienus: 30.01.2025). - Pexxum noctymna: o NOANUCcKe

Hononnumenvnas numepamypa

1. Mensenesa, O. B. OdopmieHne opraHu3allMOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB: KYpPC
nexuuii / O. B. Measenesa. - 2-e uzf., nepepad. u gom. - Mocksa, bepiun: /upexr-Menua, 2018. -
80 c. - 978-5-4475-9490-9. - Tekcr: onektponHwlii // Jupexr-Menma: [caiir]. - URL:
https://doi.org/10.23681/480166 (nara o6pamenus: 30.01.2025). - Pexxum qoctymna: o NoAmnucke

2. OpraHuzanus ¥ TEXHOJOTHs JOKYMEHTAIIMOHHOTO OOECIEeYEeHHUsl YIPABICHUS: JICKTPOHHOE
yuebHoe mocobue: yuebHoe mocobme / coct. C. E. Mumenun. - KemepoBo: KemepoBckuii
rocynapcTBeHHblil yHuBepcuret, 2017. - 478 c. - 978-5-8353-2149-0. - TekcT: »neKTPOHHBIH //
Hupekr-Menua: [caiiT]. - URL: https://biblioclub.ru/index.php?page=book&id=481592 (mara
obpamienus: 30.01.2025). - Pexxum qoctymna: o NOANUCKE

10.2. IIpodeccnonanbHbie 0a3bl JaHHBIX U pecypchl « MHTEpHET», K KOTOPbIM 00ecre4uBaeTcs
J0CTYN 00yYAKOIUXCS

IIpogheccuonanvruvie 6azvi Oanubix
1. https://scholar.google.ru - Mexaynaponnas HayuHas pedepaTuBHas 60aza JaHHBIX

Pecypcovr « Unmeprnem»
1. http://www.sibit.sano.ru - OpunranbHbIil caiT 00pa3oBaTeIbHON OpraHu3aluu
2. http://do.sano.ru - Cuctema aucranimornroro 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 - HarmoHnanbHbIi CO103 KaJIpOBUKOB

6. http://window.edu.ru - MWudopmanmonnass cucremMa «EaMHOE OKHO JOCTyma K
00pa3oBaTeIbHBIM PECypCcamy»

10.3. IIporpammHoe obecniedeHue U MHGOPMALIHOHHO-CIIPABOYHBbIE CHCTEMBbI, HCIIOJIb3yeMble
MPH OCYLIEeCTBJIECHHH 00pPa30BaTeIbHOIO NMpoLecca Mo JUCHUIIINHE

[Tpu moAroTOBKE M MPOBEACHUN YUEOHBIX 3aHATHIA MO JUCHUIUIMHE CTYACHTAMH H MPEToJaBaTeIsIMU
UCTIONB3YIOTCSl  CIEAYIOUIMEe  COBpPEMEHHble  mpodeccuoHanbHble  0a3pl  JaHHBIX U
MH(POPMALMOHHO-CIIPABOYHBIE CUCTEMBI:
1. DnextpoHHas  OuOAMOTEYHas  cuUCTeMa  «YHHBEpPCHUTETCKas  OuOnuoreka  OHJANH»
(http://www.biblioclub.ru).
2. NuterpupoBanHas 6ubnuoreuno-uHpopmannonnas cucrema UPBMC64 (http://lib.sano.ru).
3. CnpaBouHo-11paBoBas cuctema Koncynsrantlntoc.
4. DnexrponHas cupasouHas cuctema [ IC Omck.

10.4. CnennaJjibHbIe IOMeLIeHHs, JJA00paTOPHH U J1abopaTopHOoe 000py1oBaHHE
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WHCcTUTYT pacronaraeT MarepuagbHO-TEXHUYECKOH ©0a30i, COOTBETCTBYIOIIEH JeHCTBYIOLUIMM
NPOTUBONOKAPHBIM MPaBUJaM M HOpMaM M o0ecleuyMBaiollel TMpOBEJCHHE BCEX BUIOB
JUCLUIITINHAPHOU u MEXIUCHUIIIIMHAPHOU [IOATOTOBKH, IIPaKTUYECKON u
HAy4HO-MCCIIEI0BATEIbCKON PabOT 00yJaOINXCs, IPEAYCMOTPEHHBIX YU€OHBIM IJIAHOM.

Jlns mpoBefeHHsT Y4YeOHBIX 3aHATUN IO JIUCIHMIUIMHE HCIONB3YIOTCS CIEAYIONIME MOMEIEHUs,
OCHAIIICHHBIE 00OPYIOBAHUEM U TEXHHUECKUMHU CPEICTBAMH OOYUCHUS:

Jlns nexuuii, ceMuHapoB (IPAaKTUYECKUX ), TPYMIIOBBIX, HHIANBUAYAIBHBIX KOHCYJIBTAllUN, TEKYIETO
KOHTPOJISI, MPOMEKYTOUHOM arrectauun, [ MA

Mynsrumenuiinas yaeOoHas ayautopus Ne 210

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 5 HIT.
Jocka mapkepHas - 1 mT.
Komnberotep ¢ BeixonoM B MHTepHET - 1 miT.
[TpoekTtop - 1 mT.

Cron - 37 .

Cron npenonasaresns - 1 mT.
Cryn - 74 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

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

Mynsrumenuiinas yaeoHas ayautopus Ne 211

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 5 HIT.
Jocka mapkepHas - 1 mT.
Komnerotep ¢ BeixonoM B MHTepHET - 1 miT.
[TpoekTtop - 1 .

Cron - 27 .

Cron npenonasaress - 1 mT.
Cryn - 54 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(oOHOBIEHHE TIPOU3BOUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHM MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

[lepeuenb HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
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(0OHOBJICHHE BBITIOIHSACTCS €KEHEACITIBHO)
Consultant Plus
2GIS

Mynsrumenuiinas yaeonas ayautopus Ne 301

[Tepedenp 0OopynoBaHMS
Hocka - 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.

[lepeuens nporpaMMHOro o0ecreueHus
(0OHOBJICHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
He ucnonb3yercsi.

[lepeuenr HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBITIOIHACTCS €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.

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

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

He ucnonb3yercsi.

Mynsrumenuiinas yaeOoHas ayautopus Ne 304

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Hocka mapkepHas - 1 mT.
Komnerotep ¢ BeixonoM B MHTepHET - 1 miT.
[TpoekTtop - 0 mT.
Cron - 18 mt.
Cron npenonasaress - 1 mrT.
Cryin - 36 wr.
Cryn npenogasarens - 1 mr.
Tematnyeckue uoctparuu - 0 mr.
TpuOyna - 1 mT.
VYueOHO-HarIAHbIE TOCO0OUS - O IIT.
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OkpaH - 0 mr.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(0OHOBICHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCH MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 10

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

Mynsrumenuiinas yaeoHas ayautopus Ne 312

[Tepedenp 06opynOBaHUS
AyIMOKOJIOHKA - 2 IIT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.
Tematnyeckue uoctparuu - O mr.
VYueOHO-HarIAHbIE TOCO0OUS - O IIT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(oOHOBIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

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

Mynsrumenuiinas yaeoHas ayautopus Ne 422

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
WNHutepakTrBHas q0cKa - 1 mT.
Komnerotep ¢ BeixonoM B MHTepHeT - 1 miT.
Cromn - 13 mt.
Cron npenonasaress - 1 mrT.
Cryin - 26 wr.
Cryn npenogasarensd - 1 mr.
TpuOyna - 1 mT.

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

[lepeuenb MHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
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(0OHOBJICHHE BBITIOIHSACTCS €KEHEACITIBHO)
Consultant Plus
2GIS

Jna nexuuid, ceMuHapoB (IPAKTHUECKHUX, J1a00paTOPHBIX), KOHCYJbTAIMM, TEKYIIEro KOHTPOJIA,

MpoMexyTouHOM arTectaruu, [ 1A

JlaGopatopusi cormanbHO-TyMaHUTAPHBIX TUCIHUIUIMH (MyabTUMennitHas ayautopust) Ne 307

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 1 mT.
Cron - 30 .
Cron npenonasaress - 1 mT.
Cryn - 60 mr.
Cryn npenogasarens - 1 mr.
Tematnyeckue uoctparuu - 0 mr.
TpuOyna - 1 mT.
VYyueOHO-HarIIAHbIE TOCO0OUS - O IIT.
OkpaH - | mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(0OHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 7 Professional Russian

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

Jiga nekuuid, ceMHHapoB (NMPAKTUUYECKUX), TPYHHOBBIX M WHAMBHUAYAJIbHBIX KOHCYJIbTAIH,

TEKYIIETo KOHTPOJIS, MPOMEKYTOUHOM aTTecTalun
Mynsrumenuiinas yaeonas ayautopus Ne 305

[Tepedenp 06opynOBaHMS
AyIMOKOJIOHKA - 2 IIT.
Jocka mapkepHas - 1 mT.
Nudopmarmonnas gocka - 1 mr.
Komnbrotep ¢ BeixonoM B MHTepHeT - 1 miT.
Kpyrueriit cTos - 3 mit.
Hoyt6yk DELL - 8 mr.
Hoyt6yk HP - 2 mT.
IlepcoHanbHbIN KOMIBbIOTEP - | IIT.
[TpoekTtop - 1 mT.
Cremax - 2 mr.
Crton omHOMECTHBRIN - 10 mT.
Cron npenonasaress - 1 mT.
Cryn - 27 wr.
Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.
OkpaH - | mr.
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[lepedens mporpaMMHOTO 00ECTICYCHUS
(oOHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
MariaDB 10.11 (x64)
Microsoft Office 2016 standart Win64 Russian
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows

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

[Tomemenune myis xpaHeHUs U MPOPUIAKTUYECKOTO OOCTY>KMBAHHS y4eOHOTO, KOMITBIOTEPHOTO
000pyIOBaHUS U XPAHECHHS 3JIEMEHTOB MYJITUMEINIHBIX JIA00PATOPHiA
Cnenmanpaoe noMmenienue Ne 420

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

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

[lepeuenr HHPOPMALIMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHME BBITIOIHACTCS €KEHEACIBHO)
He ucnonb3zyercs.

[Tomerienue U1t XpaHEeHUS U TPOPUIAKTHYECKOTO 00CTYKMBaHUS Y4eOHOTO 000pyI0BaHUS
CnenuanpHoe nomernenue Ne 003

[lepeuens 060pyaOBaHUS
3anacHble YacTH JUIsl CTOJIOB U CTYNbeB - () IIT.
Marepuasl A5 CONPOBOXICHHUS yueOHOTo mporecca - 0 ImT.
Habopsb! cnecapHbIX HHCTPYMEHTOB Il OOCITy>KUBaHUs yueOHOro 00opynoBanus - 0 mrT.
Cranok ais cBepnenus - 0 wr.
Cremnax - 0 mr.
VYrnoBas nuingoBansHas MamuHa - 0 mr.

[TepeueHs mporpaMMHOTO OOECTICUEHUS
(oOHOBIIEHUE MTPOU3BOIUTCS IO MEPE MOSBICHUSI HOBBIX BEPCUI MPOrpaMMBbl)
He ucnonb3yercs.

[Tepeuenr HHPOPMAITMOHHO-CIIPABOYHBIX CUCTEM

(OOHOBJICHHUE BBITMOIHACTCS SKEHEACIIBHO)
He ucnonb3yercs.
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11. MeToguyeckne yKazaHus 10 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

BUJIbI 1 OPTAHU3AIIS CAMOCTOSITEJILHOM PABOTBI CTYJIEHTOB

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

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

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

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

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

Haubonee menecoobpa3zeH CleAyIOUIMA TOPSIOK HW3YyYEHHs TEOPETUYECKHX BOIPOCOB IO
JTUCLUIUINHE:

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

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

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

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

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

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

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

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

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

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

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

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

UtoroBbie 3amaHusi pa3pabaThIBalOTCSI 1O OCHOBHBIM BOIIPOCAM TEOPETHUYECKOTO Marepuana u
MO3BOJISIIOT OCYUIECTBIIATH MPOMEKYTOUHBIA KOHTPOJIb 3HAHUI U CTENIEHU YCBOCHHS MaTepHara.
[Ipu mpoBeaeHUH MPOMEKYTOUHOM arTecTalliy CTYACHTOB MO JAMCLHUIIIMHE MOTYT (OPMHUPOBATHCS
BapHaHTHI TECTOB, OTHOCSIIUXCS KO BceM TeMaM aucuurinbl (IIpunoxenue 5)

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

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

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

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

- MpOOJIEMHBIE JICKITUH;

- neKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUECKUX CUTYaIUH.

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

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

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

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

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

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

2) IlucemenHoe 3a1aHne

®dopmupyembie kommnereHuu: [1K-3.

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

Otser B Buje (aiina B popmare doc
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3amanue:

1. IlpuBectn 10 mpuMepoB opraHu3aIuii, ACUCTBYIOMUX Ha Tepputopun OMCKoH oOmacTw,
YUYPEAUTENbHBIM JIOKYMEHTOM KOTOPBIX SIBJAE€TCS ycTaB, U 10 opraHu3zanmii, JEHCTBYIOIIMX Ha
OCHOBaHUU TOJOKEHUS 00 OpraHu3aluu.

2. a) Ilpunymare opraHuzanuio, KpaTko ONMCATh, YEM JaHHas OpraHU3alusl 3aHUMAeTcs, KTO
SBJISIETCS PYKOBOAMUTENEM, KAKOW IITAT COTPYIHUKOB, MOTYUHSIETCS JIU JaHHAS OpraHU3aIUs APYyTuM
OpraHM3alysIM, KaKue OpraHu3alloOHHbIE JOKYMEHThI HEOOXOAUMBI JIJIS €€ IS TEIbHOCTH.

0) co3maTh MITaTHOE pacICAaHUE OpraHU3AINH

B) Co3nath Tpu BUaa OJIAHKOB IJIsi TaHHOW opraHu3anuu (oOmnuii OiaHk, OJIaHK MuchMa U OJaHK
CHEIHaIbHOTO JOKYMEHTA) 110 BCEM IpaBUJIaM COCTaBJICHUS OJaHKOB OpraHU3alI|H.

r) OGopMUTH TOKYMEHT T10 TIPoIeccaM yIpaBIICHHsI IEPCOHAIOM (Ha BEIOOP CTY/ICHTA)

1) OnpeneiauTs NOpsIOK XpaHEHHS TOKyMEHTOB

[Tucemennoe 3aganue Ne 2 « OCHOBHBIEC IPUHITUIIBI OPTaHU3AINH TOKyMEHTOO00pOTa

Otser B Bujie (aitna B popmare doc / jpeg

3amanue:

[Ipoxgymars u onucarh cucTeMy JOKYMEHTOOOOpOTa B OpraHU3alMK 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 B3aMMOJACWCTBHUE PA3IUYHBIX
MoJpa3/iejeHU B OpraHu3aluy.

TpeOoBanus K OQOPMIICHHIO TTHCHMEHHBIX Pa0OT MPEICTAaBICHBI B METOAMYECKUX YKa3aHUSIX K
COZIepP)KaHUI0, OQPOPMIICHUIO M KPUTEPHSIM OIICHUBAHHS MHCHMEHHBIX, TPAKTHUYECKUX U KYPCOBBIX
paboT, 0moOpeHHBIX pernieHneM YdeHoro coBeta (rmpotokoi Ne 8 ot 29.04.2020 1).

3) [IpakTuueckoe 3amanue
®dopmupyembie kommnereHuu: [1K-3.
Keiic cm. [Ipunoxenue 6.

Bri6op keiica cm. [Ipunoxenue 7.

TpeboBanuss Kk 0pOpPMIICHHIO TPAKTHYECKUX pabOT MpeAcTaBiIeHb B METOMUUECKUX yKa3aHHIX K
COZIEpPIKaHUI0, OQPOPMIICHUIO M KPUTEPHSIM OIICHUBAHHS MHCHMEHHBIX, TPAKTHUYECKUX U KYPCOBBIX
paboT, 01oOpeHHBIX pernieHneM YdeHoro coBera (rmpotokoi Ne 8 ot 29.04.2020 1).

Metoauyeckre mMarepuaibl, ONIPEISSIoNIre MPOoIeayphl OIICHUBAHUS 3HAHUHN, YMEHHM, HABBIKOB U
(1K) ombITA MEATETLHOCTH, XapaKTEPU3YIOIIHE dTanbl POPMUPOBAHKS KOMITETCHITUMA

[Tponienypa onieHMBaHUS 3HAHUH, YMEHHM, HABBIKOB ¥ (MJIM) OTIBITA IEATEILHOCTH 00YJarONTUXCs 10
JTUCITUIIIMHE OCHOBaHAa Ha WCHOJb30BaHMH l[losokeHuss o OalIbHOM W PEHTHHTOBON CHCTEMax
OIICHUBAHUS, TPUHATON B HHCTUTYTE, M TEXHOJIOTMYECKOU KapThl TUCIIUILTAHEI.

Texyuiuii KOHTPOJIb:

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

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

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

[IpomexyTouHas arTecTanus:

- UTOrOBas padora - 25 6aios.

MaxkcuMalibHOE KOIM4ecTBO 0autoB 1o gucrurummae — 100.

MakcuMaibHOE KOJIMYECTBO 0aIOB IO pe3ysibTaTaM TEKYIIEro KOHTpoJis — 75.

MaxkcumanbHOE KOJIMYeCTBO 0aJIOB Ha dK3aMeHe — 25.

METOANYECKUE YKA3AHUA U1 OBYUYAIOIIMXCSA 11O OCBOEHMIO INUCHUTTIJIMHBI
B mnponecce uzyuenusi yueOHON IuCHUIUIMHBI «/lokyMeHTanmoHHOEe oOecIieueHrue YIpaBiICHUS
CIIEyeT:
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1. O3HaKOMUTKCS ¢ pabouelt mporpaMMoil AUCIUIUTHHBL. Pabodas mporpaMma COIAEPKUT MepevYeHb
pa3fenoB U TeM, KOTOpble HEOOXOAMMO H3YYMTb, IJIAHBI JIEKIMOHHBIX U CEMHUHAPCKUX 3aHATHM,
BONPOCHl K TEKYIIEH M MPOMEKYTOUHOW aTTeCTalid, IMepeYeHb OCHOBHOM, TOMOJHUTEILHON
JUTEPaTypbl U pecypcoB HHPOPMAIIIOHHO-KOMMYHHUKAMOHHON ceTH «IHTepHeT» U T.A.

2. O3HaKOMHTHCS € KaJIeHAAPHO-TEMaTUYECKUM IIJIAHOM CaMOCTOSITENIbHOM paboThl 00yUarOIIIXCSl.
3. [Tlocemarp TeopeTH4eckue (JEKIMOHHBIE) W TPAKTUYECKHE (CEMHUHApPCKHUE) 3aHATHA,
nabopaTopHbIe padOTHI.

4. Tlpu NOATOTOBKE K MPAKTUYECKUM (CEMUHAPCKUM) 3aHSATHSM, a TakKe MpPH BBINOJIHEHUU
CaMOCTOSITENIbHOM pabOThI CiIelyeT CIOIb30BaTh METOJUUECKUE YKa3aHUs ISl 00y4arOIIUXCS.
VY4eOHblif mian Kypca «JlokyMeHTalmoHHOe obOecledeHre YIpaBlICHUs» MpPeanojaraeT B OCHOBE
M3yYEHHUS JTUCIUILIMHBI UCIIOJIb30BaTh JIEKIIMOHHBIA MaTepual U OCHOBHbIE HCTOYHHUKH JINTEPATYPHI,
a B IONOJHEHHE — MPAKTUYECKUE 3aHATHUS.

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

[TpuMepHBIii TepedeHb aKTUBHBIX (OPM OOyUCHHS:

1) Gecenbl U TUCKYCCHH,

2) KeHMChI U TPAKTUYECKHUE CUTYAIUH;

3) uHAMBHIyaJIbHbIE TBOPUYECKHE 3a/IaHUS;

4) TBOpUECKHUE 3aJ]aHusl B IpyMnax;

5) nmpakTuyeckue padoThl.

Ha nexknusx cTyneHThl JODKHBI MOMYYUTh CHCTEMAaTU3MpPOBAHHBIA Marephall MO TEeMEe 3aHSATHUS:
OCHOBHBIE TOHSTHUS U MOJIOKEHUS, KJIacCU(UKALUN U3yYaeMBbIX SIBICHUN U MPOILIECCOB, AITOPUTMbI
Y METOAMKH OpraHu3alliy AUCUUILIUHBI U T.1I.

[IpakTrueckue 3aHATHS MPEATNONAratoT 6osee AeTaabHyI0 IPOopadOTKy TEMbI IO KaX10i n3ydaeMoit
npobieMe, aHalIM3 TEOPETHUECKMX M MPAKTUYECKUX 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 BHHMAaHHWE HA 3HAYUTEIBHYIO YacThb CAMOCTOSITEJIBHOM MPaKTUYECKONM paboThI
CTYJICHTOB.

Jliia Gosiee yCHEIIHOTO M3yYeHHUs Kypca MPEenoAaBareiio cielyeT MOCTOSSHHO OTChUIAaTh CTYAEHTOB K
yueOHUKaM, nepruoanyueckoil meyatu. OCBoeHHe BCeX pa3/ieioB Kypca IpenosaraeT npuoopeTeHme
CTy[IEHTaMH HaBBIKOB CaMOCTOSITEIbHOTO aHalli3a MHCTPYMEHTOB W MEXaHM3MOB JMCLHUILIMHBI,
yMeHue paboTaTh C HAyYHOU JTUTEPATyPOH.

OcHoBHass ydeOHas JHUTEpaTypa, TMPEACTaBICHHAs YYeOHHKAMH W YYEOHBIMH IOCOOHUSIMU,
OXBaTbIBAaCT BCE pa3leibl MPOrpaMMbl IO JIUCHUIUIMHE «JloOKyMeHTalMoHHOEe obecredeHue
yopasneHus». OHa u3ydaeTcs CTyJeHTaMH B MPOIECCE MOATOTOBKM K MPAKTHMYECKUM 3aHATHUSAM,
3adery. JlomonHuTenbHas ydyeOHas JUTEpaTypa PeKOMEHIYyeTcs Ui CaMOCTOSTENbHON paboThl 1O
MOJTOTOBKE K CEMUHAPCKUM U MPAKTUUECKUM 3aHATHUSAM, IPU HAMMCAHUU MTUCbMEHHBIX padoT.

[Ipu u3yueHum Kypca Hapsiay C OBJIAJEHUEM CTYIEHTAaMU TEOPETHUYECKUMH MOJOKEHHUSIMH Kypca
yaenseTcs BHUMaHHUE MPUOOPETEHUIO MPAKTUUECKUX HABBIKOB C T€M, YTOOBI OHM CMOIVIM YCHEIIHO
MIPUMEHATH UX B CBOEH MPO(eCCHOHATBHON IeATeTbHOCTH.

Onucanue 603moxcnocmeii usyuenusn oucyunaunvl auyanu ¢ OB3 u uneanuoamu

B cayuyae HeoOxomumocTH, OOyyaromIMMCS M3 YHUCHIA JIMIl C OTPAaHUYEHHBIMH BO3MOXKHOCTSMU
3I0POBBSI M UHBAJIUAOB (TI0 3asBJICHUIO O0YYaroIIErocsl) MOTYT IMpeiaraTbCsi OMHU U3 CIETYIOMNX
BapMAHTOB BOCIPHUATHS HHGOpPMALMM C Y4YEeTOM HX HHIUBUAYAJbHBIX MCUXOPUZUYECKUX
OCOOEHHOCTEH, B TOM 4YHCIE C TNPUMEHEHHEM OJIIEKTPOHHOTO OOyuYeHUS U JUCTAHIMOHHBIX
TEXHOJIOTHM:

- JUIsl UL C HapyUIeHUsIMH 3pEHHUs: B IMedaTHoW (opMe yBelndeHHbIM IIpupToM; B (dopme
AIEKTPOHHOTO JOKYMEHTa; B (popme aynuodaiina (mepeBoj yueOHbIX MaTepuasoB B aynuodopmar); B
nedyatHo (¢opMe Ha s3pike bpaiinsg; HWHAMBUIYyalbHBIE KOHCYJABTAIUM C TPUBJICUYECHUEM
TudroCcypaonepeBoJUNKA; UHIAUBUAYATbHbIC 3aJaHHs U KOHCYJIbTAIIUH.

- JUId JMI C HapyLIEHUsIMH ciyxa: B IedaTHod ¢opme; B (popMe 3IEKTPOHHOTO JOKYMEHTA;
BUJIeOMaTepuaibl C CyOTUTpaMH; MHIMBUyaJIbHbIe KOHCYJIBTALIUU C TIPUBJICYEHUEM

TTonrorosneno B cucteme 1C:Yuusepcurer (000001790) Crpanutia 29 u3 30



CYpAOTIepEeBOIUNKA; MHANBUAYATbHBIC 3a]JaHUS U KOHCYJIBTAIIUH.

- JUIS JIIl C HapyUIEHWSMH OIOPHOJBHUTATEIIPHOTO armapara: B TedatHod Qopme; B dopme
ANIEKTPOHHOTO JOKYMEHTa; B opMe aynuodaiisia; MHIUBUTyTbHBIC 3aIaHHsI K KOHCYJIBTAIIHH.

[Ipu mpoBepeHMM TPOLEAYPHl OIICHUBAHUSA pE3YyJIbTaTOB OOyYEeHHs] WHBAJIUIOB W JHUI[ C
OTPAaHWYCHHBIMH BO3MOXKHOCTSIMU 37IOPOBbSI TPEAYCMATPUBACTCS HCIIOIB30BAHUE TEXHHUUECKUX
CpenCcTB, HEOOXOMUMBIX UM B CBSI3M C UX WHIUBHUIYyAIbHBIMH OCOOCHHOCTSAMH. DTH CPEICTBA MOTYT
OBITh MPEJOCTABICHBI BY30M WMJM MOTYT HCIIOJIB30BaThCA COOCTBEHHBIE TEXHHYECKHE CPEICTBA.
[TpoBenenue mporeaypsl OIEHUBAHUS PE3YJIBTATOB OOYYCHHS MHBAIUAOB U JIUI] C OTPAaHUYECHHBIMU
BO3MOKHOCTSIMU 3JI0POBBSI JIOMYCKAETCS C HCIOJIb30BAaHUEM JIUCTAHIIMOHHBIX O00pa30BaTECIIbHBIX
TEXHOJIOTHH.

[Ipy HEOOXOAMMOCTHM WHBAIHMIAM M JHUIAM C OTPAaHWYCHHBIMH BO3MOXXHOCTSIMU 3I0POBBS
MPEAOCTABISICTCS JIOMOJHUTEILHOE BpEMsS Il TIOATOTOBKM OTBETa Ha BBIMOJHEHUE 3aJaHUMN
TeKymero KoHTposs. [Ipomemypa mpoBeneHUsS MPOMEXKYTOUHON aTTECTAMH I OOYYalomnuXCsl C
OTPaHWYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBbSI M OOyYaIOIIMXCS WHBAJIWIOB YCTAaHABIMBACTCSA C
y4ETOM WHIAUBUIYAIBHBIX MCUXO(PU3NUECKUX 0coOeHHOCTEH. [IpomMexyTouHass aTTecTamnus MOXKET
MIPOBOJUTHLCS B HECKOJIBKO ATAIOB.
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[Tpunoxenue 1

TexHogornyeckas KapTa THCHUIIJIMHBI

JIoKyMEeHTaITMOHHOE 00ECTICUCHHE
HaumeHnoBanue nUCHHIIINHEI
YIpaBJICHUS
KoanuecTBO 3a4CTHBIX CJIMHUII 3
dopma IPOMEKYTOUHOU aTTECTALlUU 3ayer
o Bujabl yueOHoil 1eATeJIbHOCTH dopma Bbaniasl
B CTYJIEHTOB OTYETHOCTH (MakcuMyMm)
Texynmii KOHTPOJIb
ITocemenne um paboTra HaA JICKIMOHHBIX H
1 |mpakThdeckmx  3aHATHIX  (coOecemoBaHWeE,
KOHTpOJIbHAasE ~paboTa, KPYyIJIbld CTOJI W
2 |Bemonnenne nuceMenHoro 3aganus (pedepar) | I[Iucemennas padbora
3 |BelnosiHeHHE NPAKTUYECKOTr0 3aaHus (KEHc) ITuceMeHnHas padora
IIpoMeKyTOYHAS aTTeCTAIUS
4 |BLIHOJ'IH6HI/I€ HTOT'OBOH PabOThI |I/ITOFOBa}I paborta, TecT
Hroro nmo pucuuninge: 100
« » 20 T.
[IpemonaBaTens /

(yd. creneHb, yd. 3BaHue, 1omkHOoCcTh, DUO npenonasartens)

IToamuce




[Tpunoxenue 2
TemaTnueckoe NJIAHNPOBAHHME CAMOCTOATEIbHON PadoThI CTY1€HTOB

Tema, pazaen

Ounas
dhopma

Quno-
3a04yHasd

3aouHas
dhopma

3agaHust 11T CaMOCTOSITEIbHOMN
pabOThI

®opmMma
KOHTPOJIS

1.
METOJMYECKast
JOKYMEHTAIIMOHHOTO
o0ecrieyeHuss YIpaBJICHUsS B
POD: HUCTOpHUS BOIIpOCa,
OCHOBHBIE TEPMHHBI.

HopmatusHo-
0aza

12

Ha  ocnHoBe  nekuuu u
JOTIOJTHUTEIBHO Marepuaia
COCTaBUTh  XPOHOJIOTUYECKYIO
Tabmuy mo teme "Hcropus
OpraHM3alMl M TEXHOJOTUU
nenorpoun3Bojictsa B Poccun.
B cTpykType XpOoHOJIOrHYeCKOM
TaOJIUIIBI JTOJIKHBI OBITh
OTpa’kEeHbI clenyrolue
MIePHO/IbI ICIONPOU3BOICTBA!
1.1 Jlenonpoun3BoiCTBO
Hpesnen Pycu

1.2
JIEJIOTIPOU3BOJICTBO
1.3
JIEJIOTIPOU3BOJICTBO
1.4 HcnonnurensHoe
JIEJIOTIPOU3BOJICTBO
1.5
JIEJIONIPOU3BOJICTBO

B
[Ipukaznoe

Komnexckoe

CoseTckoe

XPOHOJIOTHYECKAs
TadauLa.

2. OpranuzannoHHas
JIOKyMEHTAIUsA: TpeOOBaHUS K
COCTaBJIEHUIO M 0(OPMIICHUIO.
TexHomorus paboThI c
JIOKyMEHTaMH.

12

Ha ocHOBE HOpMAaTUBHBIX AKTOB
U OTKPBITBIX  HCTOYHUKOB
WHTEPHET CaMOCTOSITENIbHOE
U3y4YeHUe OpraHU3alMOHHO-
IIPaBOBOM JOKYMEHTalUU:
yCTas, M0JIO’KEHUE,
MHCTPYKLUS, JIOTOBOP.
JleranpbHOE  3HAKOMCTBO €
PEKBU3UTAMH  KaXJIOTO BHJA
JIOKYMEHTA.

KOHCIICKT
OCHOBHBIX
MOJIOKEHHUN.

3. Pacnopsaurensras
JOKYMEHTAIs: TpeOOBaHUs K
COCTaBJICHUIO ¥ O(hOPMIIEHUIO.
TexHomorus paboThI c
JOKYMEHTaMH.

12

[loBTOpEHHE U 3aKperuieHue
W3Y4EHHOTO MaTepuaia IoJ
TEME "PacniopsiiurenbHast
JIOKyMEHTauus'":
1.
pacnopsIANTETbHON
JOKYMEHTAI1H.
2. Bumer u o0coOeHHOCTH
pacnopsAUTEIbHON
JIOKYMEHTAI1H.

3. IlpaBmia  cocraBieHUS
OCHOBHBIX PacHoOpsAUTEIbHBIX
JOKYMEHTOB, CTPYKTypa TEKCTa
U PEKBU3UTHI.

Haznauenue

3a4€CT.




IloBrOopenne u 3aKperuieHUE
U3YYEHHOTO MaTepuana IoJ

TeMe "CnpaBouHo-
uH(bOpPMaIMOHHbBIE
4. CnpaBouHo- JIOKYMEHTHI'":
uH(pOpMalMOHHAs 1. Ha3naueHue crpaBOYHO-
JOKYMEHTAIs: TpeOOBaHHS K 7 12 MH(POPMAIMOHHBIX sauer
COCTaBJICHUIO ¥ 0O()OPMIICHUIO. JTIOKYMEHTOB. '
TexHonorus paboThI c 2. Bunbl 1 0COOEHHOCTH.
JIOKYMEHTaMH. 3. [IpaBuna  cocraBieHus
OCHOBHBIX CIPaBOYHO-
UH(GOPMaIIMOHHBIX
JOKYMEHTOB, CTPYKTypa TEKCTa
Y PEKBU3UTHL.
OTBeTuTh Ha  CIEAYIOLIUE
BOIIPOCHI O TIPABWJIAX BEICHUS
TPYAOBOM KHIDKKH B
OpraHu3aIuu:
[IpaBuna 3anonHeHus.
Bnecenune W3MEHEHUI B
5. KanmpoBast noxymeHTarus: CBEICHUSI O pabOTHUKE.
TpeOOBaHUS K COCTABICHUIO U 10 12 JyOnuxkar. sauer
opopmienuro.  TexHomorus Caenenus o paborte. '
paboThI ¢ JOKYMEHTaMHU. Harpaxnenus.
YBoJIbHEHHE.
Yder uW XpaHEHHE TPYIOBBIX
KHIDKEK.
OTBETCTBEHHOCTh 3a
HecoOJoieHNe nopsijika
BEJICHUS TPYIOBBIX KHIKEK.
[loBTOpeHue U 3akperieHue
M3Yy4EeHHOT0 MaTepuaia mo TemMe
"OcHOBHbIE IIPUHIIMIIBI
OpTaHu3aIH
6. OCHOBHBIE  IPHUHIIMUIIBI JOKyMeHToOoOopoTa'":
OpraHu3aIu 10 12 |1. Drambl nokyMeHTOO00OpOTa  (3auerT.
JIOKyMEHTO000pOoTA. 2. Peructpamus u  yuer

MOCTYTAIOIINX IOKYMEHTOB.
3. Yuer nokymMeHTo000poTa

4. KOHTpOJib 32 HUCIOJHEHHEM
JIOKYMEHTOB.




7. WcnonHeHne TOKYMEHTOB.

KonTpons HUCTIOJTHEHUS

JIOKYMEHTOB. Dopmbl

KOHTPOJIA WCTIOHEHUS

JOKYMEHTOB.  TuHOBBIE U Pa3BepuyTbie MUChbMEHHbBIE
WHIBUTyaJIbHBIE CpPOKH OTBETHI HAa BOIIPOCHI:

WCIIOJTHEHUS JIOKYMEHTOB. Cucremsl AIIEKTPOHHOTO
Ananuz CTPYKTYPHI| ¢ 7 12 JIOKYMEHTO000pOTa: MPOOIeMBI sauer
JIOKyMEHTO000pOoTA. BHEJPEHHUs, NpPEUMYIEeCTBa U '
Cucrembl 3JIEKTPOHHOTO HEJIOCTaTKU HCIIOIb30BaHUS B
JIOKyMEHTO000poTa: JIOKYMEHTAIlMOHHOM

poOJIEMBI BHEJIpEHUS, YIPABJICHUH OpPTaHU3aLKEH.
MPEUMYIIECTBA U HEJAOCTaTKU

HCIIOJIb30BaAHUS B

JIOKYMEHTAIlMOHHOM

YIIPABJICHUH OPraHU3aLUECH.

8. CucremaTtuzanus PazBepuythie MMCbMEHHBIC
JOKYMEHTHOM uH(OopManuu. 5 5 1p |OTBETHI Ha BOMIPOCE: 3a4er.
OrnepaTuBHOE XpaHeHUe CucremaTtuzanusi JOKyMEHTHOM
JIOKYMEHTOB H JIeJ. uHbOopMaIuu

UTOI'O 43 60 96




[Tpunoxenue 3

Iloxka3aresn u KpUTEpUHN OLleHUBAHUS KOMIIETEHLIMIi HA ITane TeKyllero
KOHTPOJIA

Ne IHoka3arenn Kpurepuu oneHuBanust HIkana
n/n OLlCHUBAHUS OLlCHUBAHUS

1 | IMocemenue u pabora Ha | 1. Ilocemenne 3amaTHi: a) IOCEHICHUE 0-35
JIEKIIUOHHBIX W | JIEKIIMOHHBIX M TPAKTUYCCKHUX 3aHATHUH, O)

MPAKTUYECKUX  3aHATHUSIX COOIIOICHUE AUCLUHILINHBI.
(cobecenoBanme 2. Pabora Ha JEKIMOHHBIX 3aHATHAX: Q)
b

BeJEHUE KOHCIIEKTA JEKIMi, O OBCHb
KOHTpPOJIbHAs pa6ora, | °* uwii, 6) yp

o OCBOCHUA TCOPECTUYCCKOro Marcpuala, B)
KpYyIJIbIi CTOJ u

AKTUBHOCTbH Ha JICKIINH, YMEHHUEC

JCKyCCHs) (hopMyITpOBaTH BOMIPOCHI JIEKTOPY.
3. PaboTa Ha mpaKkTHYECKUX 3aHATHAX: Q)
YPOBEHb 3HaHMs Yy4eOHO-IPOrpaMMHOIO
Marepuana, ©O) yMEHHE BBINOJHATH
3aJJaHus, IPEyCMOTPEHHBIE TPOrpaMMOi
Kypca, B) MPaKTHYECKHUE HABBIKU PAaOOTHI
C OCBOCHHBIM MaTrepHajIoM.

2 IIncrMmennoe 3aganue 1. HoBu3Ha TeKcTa: a) aKTyaJlbHOCTH TEMBI 0-25
WCCIIEIOBAHUS; 0) HOBH3HA u
CaMOCTOSITETIbHOCTD B MIOCTaHOBKE
poOIIEMBL, ¢dopMmynupoBaHHEe  HOBOTO
acrexTa W3BECTHOM poOIeMBI B
YCTaHOBJICHUU HOBBIX cBs3eit
(MeXnpenMeTHBIX, BHYTPUIPEIMETHBIX,
WHTETPAllOHHBIX); B) YMEHHE paboTaTh C
HCCIIEI0BaHUSIMH, KPUTUYECKOU
JIUTEPATypOH, CHCTEMaTU3UpPOBAaTh U
CTPYKTYpUpPOBaTh MaTepHaj; TI') SBICHHOCTb
ABTOPCKOH TIO3WIMH, CaMOCTOSITEILHOCTD
OLIEHOK U CYXXIICHWH; J) CTUIEBOE €IUHCTBO
TEKCTa, €IMHCTBO KAHPOBBIX YEPT.

2. CremneHp pacKpbITUS CYIIHOCTH BOMpOcCa:
a) COOTBETCTBUE IUIaHA TEME€ MHCBMEHHOTO
3aaHusl; 0) COOTBETCTBHE COJEPKAHUS TEME
W IUTaHy TUCbMEHHOTO 33/IaHUSI; B) IOJHOTA U
rIyOWHA 3HAHUH 110 TEME; T) 000CHOBAHHOCTH
CHOCO0O0B U METOZIOB PabOTHl C MATEPUAIIOM;
) yMeHHe 0000I1aTh, JejaTh BBIBOJBI,
COIOCTABIISATh PA3IMYHbIC TOYKH 3pEHHS IO
OJTHOMY BoIIpoCy (mpobiieme).

3. O00CHOBaHHOCTH BBIOOpA HCTOYHHUKOB: a)
OlICHKA  WCIIOJIb30BAaHHOW  JIUTEPATypHI:
MIPUBJICYCHBI JIN HAanOOJIee N3BECTHBIE PaOOTHI
o0 TeMe uccienoBaHus (B T.4. KypHaJIbHbIE
myOJIMKAIUM  TIOCNIEHAX JIET, TIOCIIETHUE
CTaTUCTUYECKUE JaHHBIE, CBOJIKH, CIIPABKU U
T.1.).

4. Cobmonenue TpeboBaHMi K 0(OPMIICHHUIO:
a) HACKOJIBKO BEpHO O(OPMIIEHBI CCHUTKU Ha
HCTIONB3YEMYIO JUTEPATYPY, CIIMCOK
nuTeparypsl; 0) OLEHKAa TPaMOTHOCTH H
KYJIBTYPbI U3J10’KEHUsI (B T.4.




oporpaduueckoi, MyHKTYaIlMOHHOM,
CTHJIICTUYECKOW  KYJBTYpBI),  BIaJIcHHE
TEPMHHOJIOTHEH; B) COOMIOICHNUE TPEOOBAHUIA
K 00bEMY MMCHMEHHOTO 33IaHUSI.

HpaKTI/ILIeCKOC 3aJaHueC

1. AHanm3 mpoOeMBl: a) yMEHHE BEpHO,
KOMIUICKCHO WM B  COOTBETCTBHU  C
JNEHCTBUTEIBHOCTBIO  BBIACIUTH  [PHYHHEI
BO3HHKHOBEHHS MPOOJIEMBI, OINUCAHHOW B
[IPAKTUYECKOM 3aJaHUH.

2. CrpykTypmpoBaHme  mpoOieM:  a)
HACKOJIBKO YETKO, JIOTHYHO,
[10CTIEI0BATEIIEHO ObuIN U3J107KEHBI
MIPOOJIEMBI, Y9aCTHUKA MPOOIIEMBI,
MOCTIEICTBUS MPOOJIEMBI, PUCKHU I OOBEKTa.
3. [peanoxenne CTpaTerHuecKux
QIBTEPHATHUB: a) KOJIMYECTBO BapHAHTOB
peuieHus MpobOneMbl, 0) yMEHHE CBS3aTh
TEOPHIO C IPAKTHKOM TP PELICHUH POOIIEM.
4. OOOCHOBaHHWE pEIICHUs: a) HACKOJIBKO
apryMEHTUPOBaHAa IO3ULHS OTHOCHUTEIIBHO
MPEUIOKEHHOTO  PEUICHUS] MPAaKTUYEeCKOTo
3aJIaHus; 0) YpOBEHB BJIaJICHUS
po(hecCHOHATBHON TEPMUHOIOTHEN.

5. JIOTHYHOCTH U3TIOKEHUsI MaTepHaia: a)
HACKOJIbKO COOMIONIEHBl OOUICTPUHSATHIE
HOPMBI  JIOTUKM B  IPEIJI0KECHHOM
pelieHny, 6) HACKOJIBKO MPEIIOKEHHBIH
IJIaH MOXET OBITh PEaTN30BaH B TEKYIITUX
YCIIOBUSX.

0-50

IToxa3zaTenu u KPUTEPUH ONCHUBAHUSA KOMHeTeHIII/Iﬁ Ha Talne HpOMeHCYTO‘lHOﬁ aTrrecranumu

Ne Iloxa3aTesn Kpurtepun oneHnBanus Mxana
n/n OIleHNBAHUA OlleHMBAHMS
1 Hrororas padbota KonuuecTBo 0a/UI0B 3a TECT NPOHOPIIMOHAIBHO 0-25

KOJINYECTBY MPABUWIbHBIX OTBETOB HAa TECTOBbBIE
3aJaHusl. ITocie MIPOXOKIAECHUS TecTa
CYMMHUPYIOTCSI PE3YJIbTAThl BBIOJHEHUS BCEX
3aJaHiM JJI9 BBICTABJICHHUS OOIIEH OIEHKH 3a
TECT.




[Tpunoxenue 4

[IpumepHBIii IepeueHb BOMPOCOB K 3a4eTy M0 AUCLHUILIINHE

«HOKYMGHTaHI/IOHHOC obecrieyeHue YIIpaBJICHUS

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24,

Ha3oBure HOpMaTUBHBIE aKThI 10 OPraHU3ALMK U BEICHUIO JI€JI0NPOU3BOICTBA B PO.
JlaiiTe onpenesieHne TEpPMUHY «ITOKYMEHT.

Yro npuaaét JOKyMEHTaM I0PUANYECKYIO CHILY?

ITopsanok anpecoBaHus JOKYMEHTA.

OTMeTKHU Ha TIOKYMEHTE: MOPAI0K U MPAKTUKA IPOCTABICHHUS.
CornacoBaHue JOKyMEHTA.

[Tonnucanue 1OKyMeHTA.

YTBepKIeHUE TOKyMEHTA.

OcHOBHBIE 0COOEHHOCTH JIJIOBOTO SI3bIKA JOKYMEHTA.
PacniopsiutenbHble TOKYMEHTHI, UX Ha3HAYEHUE, COCTaB, 0hopMIICHHE.
[Iporecc MOArOTOBKU pacopsIUTENIbHOTO JOKYMEHTA.
OpraHu3anroHHbIE JOKYMEHTBI, UX Ha3Hau€HHUe, COCTaB, 0pOpMIICHHE.
ITpoecc mOATOTOBKM OPraHU3allMOHHBIX TOKYMEHTOB.
CrnpaBouHO-MH(QOPMAIIMOHHBIE JOKYMEHTHI, HA3HAYEHHE, COCTaB, 0OPMIICHHE.
IIpouecc MOArOTOBKM aKTa.

I[Tpornecc MOArOTOBKHU AETIOBOTO NMUChMa (MHULIMATUBHOTIO).

I[Tporiecc NOArOTOBKM AETOBOTO MUChMa (OTBETHOTO).
JIoKyMeHTOOO0POT OpraHU3aIHy.

Perucrpanus 1OKyMEHTOB.

Nupekcanust JOKYMEHTOB.

Perucrpannonnsie popmel. MIx Ha3HaueHHE.

Tunosble U1 UHAUBUYaIbHBIE CPOKH UCIIOJHEHUS IOKYMEHTOB.
KoHTponb ncnonHenus: J0OKyMEHTOB.

PaboTa ¢ oOpameHusiMu rpaxkaa.



25. Bunbr oOpamieHuit rpaxaaH.

26.  Buasl TOKYMEHTOB IO JITYHOMY COCTaBY.

27.  Ilpusnaku popmMupoBaHHS JIEII.

28.  OOmwme TpeOOBaHMUS K CHCTEMATHU3alUU JTOKYMEHTOB.

29.  IlepuoIuM4HOCTH COCTABJICHUS M BEJCHUE HOMEHKIATYPHI JEI.

30.  HMcnomp3oBaHHME HOMEHKJIATYPHI eI B ICIOMPOU3BOICTBE, OTIEPATHBHOM U apPXUBHOM

XpaHCHUH ICJI.

31.  OcHoBHble TpaBuia GOPMHUPOBAHUS JIC]I.

32.  Dkcreptu3a HEHHOCTU TOKYMEHTOB M JOKYMEHTHOH HHpOpMaIuu

33.  OmnepaTuBHOE XpaHEHHE JOKYMEHTOB H Il

34.  Opranmzanus HHPOPMALMOHHO-CIIPABOYHOM pabOTHI 110 TOKyMEHTAaM OIIePaTUBHOTO
XpaHCHHUS.

35.  IloaroroBka aen K apXuBHOMY XpaHeHuto. CocTaBieHUEe BHYTPEHHEW ONMCH JTOKY-

MEHTOB JIeJIa ¥ 3aBEPUTEIbHON HAAMMCH, OQPOPMIICHHE O0JI0XKEK JIell.

36.  Cucrema 3JEKTPOHHOTO IOKYMEHTOO0OpOTa: Ha3HAYCHHUE, TUTFOCH I MUHYCHI €¢
UCIIOJIb30BAHUSL.

37. KagpoBas nokyMeHTanus: coctaB JOKYMEHTOB, MpaBUJia COCTaBJICHUS.



[Tpunoxxenue 5

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

MaxkcumanbHubiid 6amt — 10
1. K 3amagam cucTeMbl JOKYMEHTAIlMOHHOTO OOECTeYeHHs  YHpaBJICHHUS
MIEPCOHAJIOM HE OTHOCHTCSI:
a) opraHu3anus yyera paboyero BpeMeHU;
0) opranm3anys pacdera 3apabOTHOM IJIaTHI;
B) o0ecrieueHre BEJACHUS U XPaHEHUS TPYIOBBIX KHUKEK.

2. Peanu3anus 3a1a4 JOKYMEHTAIMOHHOTO 00ECIICUCHHSI YIIPABJICHHS TIEPCOHAIIOM
MO3BOJIUT MEHEKMEHTY KOMIIAHHU:
a) co3aarh paunoHaiabHyto cucremy JOVII;
0) MOBBICUTH JOXO/ KOMITAaHUH;
B) TIOBBICUTH KOPITOPATUBHYIO KYJIbTYPY KOMITAHUH.

3. JIoOKyMEHTaIIMOHHOE 00ecTIeYeHre YIPaBICHUS IEPCOHAIIOM 00sI3aHbI BECTH:
a) TOCYJIapCTBEHHBIC YUPESIKICHHUS;
0) opranuzanuu 10001 PopMbI COOCTBEHHOCTH;
B) KOMMEPYECKHE CTPYKTYPBHI.

4. HaumeHnoBaHMe TOKyMEHTa ONpeaeseTcs:
a) MPUHATHIM B OPTaHU3AINH [IEPEYHEM JTOKYMEHTOB;
0) HOMEHKJIATypOH J1eT;
B) BUJAMU JJOKYMEHTOB, npeaycmoTpeHHbix OKVY /1.

5. Cucrema TOKyMEHTAIIMH MPECTABISET COOOM:
a) COBOKYITHOCTb JIeJI B OpraHu3allnu;
6) COBOKyHHOCTI) B3aUMOCBSA3aHHBIX U B3aI/IMOI[€I\/'ICTBy10HII/IX I[OKYMGHTOB;
B) MOPSAOK MOATOTOBKH TOKYMEHTOB.

6. KanpoBas nokymeHTanus — 3710:
a) COBOKYIHOCTb JIOKYMEHTOB, OTPAKalOIINX HAJIMYKME U ABM)KEHUE NIEPCOHAIIA;
0) COBOKYNHOCTb JOKYMEHTOB y4eTa U KOHTPOJIS;
B) COBOKYITHOCTh HOPMaTUBHO-METOIUYECKUX IOKYMEHTOB.

7. KBanuduxanoHHelil cripaBOYHUK TOKHOCTEH PYKOBOAMUTENEH, CIIEUaIlCTOB
U APYTUX CIYXKAIIUX ONpPENETAET:
a) KBATH(PHUKAIIMOHHBIE XapaKTEPUCTUKU K 0OLIEOTPACIEBbIM JIOJIKHOCTSM;
0) COBOKYITHOCTh PEKBH3HUTOB JIOKyMEHTA;
B) TEPMUHBI, UCIIOJIb3YEMbIE B AEIONPOU3BOICTBE U APXUBHOM JIENE.

8. TepMuHbI 1 onpesieNieHus o JeIONPOU3BOJCTBY BKIIOUAET B Ce0s:
a) Tpynosoii kogekc P®;
6) I'OCT P 7.0.8—2013;
B) KBAIM(UKALMOHHBIA CHPAaBOYHHUK JOJDKHOCTEW PYKOBOJHUTENEH, CHENHaIMCTOB U
JPYTUX CITY>KaLUX



9. TpebGoBaHus periaMeHTaIy U YHU(PUKAIUKA TOKyMEHTAITMOHHOW MH(POPMAIUH
B cepe ynpaBiaeHHs HEOOXOAUMO COOII0IaTh, IOTOMY YTO:
a) BCerza Hy)>KHO paboTaTh 1O IPaBUIIaM;
0) 3TO cImOCOOCTBYET OCYLIECTBICHHIO WHAMBHUIYAIBHOTO IMOJIXOJAa K AEATEIbHOCTU
pPabOTHHKOB;
B) 9TO MO3BOJIAET MOBBICUTH 3()(HEKTUBHOCTH YIIPABICHUS 32 CUET TOCTUIKECHHUS OOJIbIIeH
OIIEPaTUBHOCTH, YMCHBIICHHUS 3aTPAT Ha PadOTy C JIOKYMEHTaMH.

10. WHcTpyKuus mo KaapoBOMy J1€JI0NPOU3BOICTBY MPEACTABIISAET COOO:
a) JIOKYMEHT, COACp X allluii HOPMBI, TIPaBHUJIa, CAUHBIC TPEOOBAHHUS K JOKYMEHTaM B
OpraHu3alNy;
0) MOpsAI0OK NEHCTBUM C JOKYMEHTaMH B COOTBETCTBUU C JICUCTBYIOIIMMHU HOpMaMHu U
MpaBUJIaMU;
B) IEPEUCHb HCIOJIb3yEMbIX JTOKYMEHTOB.

11. K kagpoBoMy 1enonponu3BOJACTBY HE OTHOCSATCS JIOKYMEHTHI:
a) (UHAHCOBEIC;
0) yueTHbIE;
B) HH(OPMAIMOHHO-CIPABOYHBIC.
12. Joxnaanas 3amnmucka — 3To:
a) JIOKyMEHT, COCTaBIIIEMBIN JUIS TOSICHCHUSI OTJIEJBHBIX IMOJIOKEHUI BBIMOJHEHHOMN
paboTsr;
0) JTOKYMEHT, COJICpKaIlIUi PacoOpPsHKEHUE 10 KaJIPOBBIM BOIIPOCAM;
B) JIOKyMEHT, KOTOPBIH IOJKEH WH(OPMUPOBATH PYKOBOIUTENSI OpPTaHU3AIUN WM
CTPYKTYPHOTO MOJIPA3/ICICHUS O PA3JIMYHBIX COOBITHSIX MU CIOXKHUBIIUXCS CUTYAIIHSX;

13. [ITatHOe pacnucaHue yCTaHABIMBAET:
a) CTPYKTYpYy, YTBEpKIAeTCS INTATHBIA COCTaB M YHUCIECHHOCTh NPEANPHITHS C
yKa3zaHHeM pa3Mepa 3apaboTHOMH MJaThl B 3aBUCUMOCTH OT 3aHMMAaeMOH JI0JIKHOCTH;
0) pacnicaHue BbIX0/1a Ha padOTy IUITAaTHBIX COTPYAHUKOB;
B) MOPSAJIOK pabOTHI BCEX COTPYTHUKOB OpraHU3alliu;

14. BHyTpeHHHE TOKyMEHTBI OpraHU3aIHH - 3TO:
a) TOKYMEHThI, KOTOpPbIE TOTOBSTCS, OPOPMIISIFOTCSI U UCIIOJHSIOTCS B Mpeesax caMoi
OpraHu3alIly;
0) JOKYMEHTBI, TIOCTYIHUBIINE W3 BBIIIECTOAIICH OpraHN3allny;
15. I'paduixk cMEHHOCTH OTHOCHUTCS K JJOKYMEHTaM:
a) 00s13aTeNbHBIM;
0) peKOMEHTyeMbIM;
B) 00s13aTEIBHBIN B CBSA3U C OCOOCHHOCTSIMH KOMIIAHUH;

16. [TonosxeHue o mepcoHase IBIsSCTCS JOKYMEHTOM:
a) 00s3aTeIIbHBIM;

0) pEKOMEHTyEeMbIM;

B) 10 Mepe HEOOXOAMMOCTH.

17. JIOKyMEHTOM, B COOTBETCTBUM C KOTOPBIM B TPYAOBOM JOTOBOPE YKA3bIBAIOTCS
CBEJICHHUSI, YIOCTOBEPSIOIIUE INYHOCTh PAOOTHHKA, SBIISETCS:
a) BOJUTEIBCKOE YJOCTOBEPEHHUE;
0) 3arpaHMYHBIN MacnopT;
B) macnopt rpaxzaanuHa Poccuiickoit @enepanumu.



18. Odopmierne Ha pabOTy TTO COBMECTHTEIIBCTBY B TPYAOBYIO KHHUXKKY:
a) 3aIMChIBACTCs BCETA;
0) HE 3aIUCHIBACTCS;
B) 3aIIUCBIBACTCS TI0 JKEIAHUIO paOOTHUKA.

19. [Tpukas, eciiu oH 0(hOpMIICH B MPOU3BOJILHOU Popme, OyneT:
a) JCHCTBUTEIIbHBIM;
0) HelIeCTBUTEIIbHBIM;
B) ICHCTBUTEIILHBIM, €CJIM B HEM YUTEHBI BCE TPEOOBaHUS K 00sI3aTEILHBIM PEKBU3HUTAM.

20. KoprniopatuBHBIi cTaHIapT MPECTaBIIET COOOM:
a) CBOJI MPaBUJI, IPEAMUCHIBAIOIINA ONPE/ICIICHHBIC IEHCTBUS B TPYIOBBIX CUTYAIUAX;
0) npaBuIIa BHYTPEHHETO TPYOBOTO PACTIOPSIIKA;
B) JIOKYMEHT, PETIIAMEHTHPYIOIIUN APECC-KO OpraHu3aIliu.

21. TpynoBoil 10roBop 3aKJII0YAETCS:
a) Ha CPOK, KOTOPBIN OIpeesieTcs padoToaaTenem;
0) Ha Ompe/IeNICHHBIN CPOK;
B) Ha HEOIIPEIEICHHBIN CPOK;

22. XapakTepucTHKa IPEeICTaBIIsICT COOOM:
a) JIOKYMEHT, YJOCTOBEPSIOIIUN TOpYYEHHE KOMY-JIHOO OMpe/eIeHHBIX ICHCTBUH,

nepeaavy OnpeaACICHHBIX IIpaB JOBCPUTEIIS,

1100;

0) oUITMATBHBIN JOKYMEHT C OT3BIBOM O CIIYKeOHO#, 00IIIECTBEHHO! JACSITEILHOCTH KOTO-

B) JIOKYMEHT O BBINOJHIEMbBIX COTPYIHUKOM (DYHKIUSAX;

23. [TpaBuia BHyTpEHHETO TPYJOBOTO PACTIOPS/IKA SIBISIOTCS TOKYMEHTOM:
a) 00s13aTeNIbHBIM;
0) pEeKOMEH1yeMbIM;
B) MO0 Mepe HeOOXOIMMOCTH;

24, Homenkiarypa nen npencraBiseT coOOi:
a) IBIDKEHUE JOKYMEHTOB B OpPraHM3AIlMM C MOMEHTA MX CO3JaHHs WU MOIyYeHHUs 0

3aBCPUICHUA UCITIOJITHCHUA W OTIIPABJICHUSA

6) CI/ICTeMaTH3HpOBaHHBII>'I NEpCUCHb 3aroJIOBKOB J1€JI ¢ YKAa3aHNEM CPOKOB UX XPAaHCHUS,

0(OpMJIEHHBIN B YCTAHOBJIEHHOM TIOPSIJIKE.

25. JI71st Bp€MEHHOTO XpaHEHUs JOKYMEHTOB I10 JITYHOMY COCTaBY YCTaHOBJIEH CPOK:

a) 75 ner;

0) 10 mer;
B) 50 ner.

26. Kakoil O6maHK OpraHM3alUy MPUMEHSIOT A OQOpPMIICHHS NpHUKa3a MO0 OCHOBHOM

NeITeIbHOCTU?

a) OJIaHK MHUCHMa;
0) 6J1aHK KOHKPETHOTO BHJIA IOKYMEHTA;
B) OJIaHK JJOJDKHOCTHOTO JIMLIA.

27. IIpaBoM moAnucaHus MPUKa30B BIaeeT
a) pPyKOBOJUTEIb CTPYKTYPHOTO MOpa3IeIeHHUS;



0) pyKOBOJIUTEIb OpTraHU3aIIH;
B) JIOJUKHOCTHOE JIUII0-COCTABHUTENb MTPHKAa3a.

28. KTo nmoanuceiBaeT 3asBiicHue?

a) PyKOBOHUTEIb OPraHHU3alIHH;

0) PYKOBOAHUTEIh CTPYKTYPHOTO MOAPA3/ICIICHNUS,
B) COCTaBUTEb.

29. Kakoli pekBH3UT HYKHO OQOPMHUTH, YTOOBI KONHUS JOKyYMEHTa Ipuodpena
FOPUJTUYECKYIO CUITY?

a) OTMETKa O 3aBEPEHUH KOIHU;

0) oTMEeTKa 00 MCIIOJHHUTEIIC;

B) UICHTU(UKATOP SJIEKTPOHHOM KOMUU JOKYMEHTA.

30. IIpomecc OTHECEHHs NOKYMEHTOB K OIPEICICHHOMY ey W CHUCTeMAaTH3aIus
JOKYMEHTOB BHYTPH HETO HA3bIBACTCS

a) GopMHUpOBaAHUEM JIET;

0) HOMECHKJIATYpPOH J1e;

B) PETUCTpAIUCi TOKYMCHTOB.

31. K xakoMy BHly IPUKA30B MO>KHO OTHECTH MpHUKa3 0 mpuéme Ha padoty?
a) MPHUKa3 [10 OPraHU3alMOHHBIM BOIIPOCAM;

0) mpuKa3 Mo OCHOBHOM JI€ATEIbHOCTH;

B) IIpUKa3 IO JUYHOMY COCTaBY.

32. Kakoii meyatpio 3aBepsieTcs MOIINCh PYKOBOJIUTENSI HA OPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTaX MpeanpusiTus (ycTaBe, ITaTHOM paclucaHuu)?

a) rmevyarblo OT/elNa KaJpoB;

0) neuyaTbio OyXranTepuu;

B) TepOOBOil MeYaThIO0 OpraHU3AIIHH.

33. Yo Takoe MOJJTUHHUK TOKyMEHTa?

a) TEPBBIA WM E€IUHUYHBINA SK3EMIUIIp O(UIMATBHOTO JOKYMEHTa, O()OpMIECHHBIH U
HO)IHI/IC&HHBIﬁ B COOTBETCTBUHU C YCTAHOBJICHHBIMU Tpe6OBaHI/I$IMI/I;

0) Komusi JOKYMEHTA, 3aBEPEHHOT0 10 TIPaBUIIaM, MPUAAOIINM MY FOPUIUIECKYIO CUITY;

B) 1yOJIMKAT, BbIIaBAEMbII B CITyyae yTpAaThl BIIaJI€bIIEM MTOJATUHHOTO JOKYMEHTA.

34. Ha xakux JOKyMEHTaX MPOCTABIIACTCS PEKBU3UT «OTMETKA O TOCTYIUICHUN JOKYMEHTA
B OpraHU3aIuio»?

a) Ha BXOJIAIIINX;

0) Ha UCXOJISIINX;

B) Ha BHYTPEHHUX.

35. B Kakux JHSAX YCTAHABIMBAOTCS CPOKHU MCITOJIHEHMS JTOKYMEHTOB?
a) B KaJICHIApHBIX THSIX.
0) B pabouux IHSX.

36. JlokyMeHTBbI, COCTaBIsIEMbIE KOMUCCHUEM, MOIMUCHIBAOTCS
a) pPyKOBOJHUTENIEM OpTraHU3aIlHH;

0) mpezacenareneM KOMUCCHH;

B) MIpe/ice/laTeIeM U YWIEHaMHU KOMHUCCHH;

T') IpejiceaTeNIeM KOMUCCHHU U CEKPETApEM.



37. 'apaHTuiiHOE MUCHMO:

a) moaTBepkaaeT (aKT OTIPaBKU aJpecary KaKuX-TUOO JIOKYMEHTOB WU JPYIHX
MAaTepHAIbHBIX LICHHOCTEM;

0) moATBEPKIIAET OIpeieJICHHbIE 0053aTeIbCTBA, 00CIaHs OPraHU3alINuN;

B) COJICPKUT OTBET HA MHCHMO-TIPOCHOY.

38. AKT — 3TO

a) TOKYMEHT MH(GOPMAIMOHHOIO XapaKTepa, COACPIKaIUi OIMCaHKe TPOU3BOACTBCHHON
JeSTeIbHOCTH OpraHU3aIuy;

0) JOKYMEHT, aJIpeCOBAHHBIH PYKOBOJUTEIIIO OPraHU3alud U UHPOPMUPYIOIIHH €ro o
CIIOKHBIIICHCS CUTYaIlUU, HIMEBIIIEM MECTO (DaKTe;

B) JIOKYMEHT, ITOATBEPXKIAIOINN (HAKThI, COOBITHS, ICHCTBUS.

39. Bux  opraHM3anMOHHOTO  JOKYMEHTa, KOTOPBIH  OIpEIeseT  IOPSI0K
00pa3oBaHUsl, CTPYKTYPY ¥ OPTraHU3ALUI0 PAOOTHI IPEAIPUSTHS

a) ycTas;

0) MHCTPYKIHS;

B) TTOJIOXKEHUE.

40. 13 gyero coctouT rpud coriiacoBaHus J0KyMeHTa?

a) coBa «COT'JIACOBAHO;

6) u3 cinoBa «COI'JTACOBAHO» u noamnucu ¢ pacmudpoBKoii;

B) u3 cinoBa «COI'JTACOBAHO», moamucu ¢ pacmm@poBKOW M JAThl MOIIHCAHUS
JTIOKYMEHTA;

r) U3 cioa «COI'JTACOBAHO», nomxHOCTH JHIla, HAMMEHOBAHUS OpraHU3alluH,
MIOATHUCH C paciIM(PpPOBKOM U 1aThI MOAMUCAHUS.

41. I3 yero cocTOUT perucTpaliMOHHbIN HOMEp TOKyMeHTa?

a) U3 TOPSAKOBOTO HOMEpa, KOTOPBIM MOXET OBITh JOIOJIHEH 10 YCMOTPEHHIO
OpraHu3alIly;

0) TOJIBKO U3 MOPSAIKOBOTO HOMEpPA JOKYMEHTA;

B) M3 MHJIEKCa JieNla, B KOTOPOE MOAIIUBACTCS JOKYMEHT;

I) 10 YCMOTPEHHUIO OpraHU3aliH.

42. B Kakux clydasx I[PUBOAMTCS COKpPAILEHHOE HAMMEHOBAHWE OpraHMU3alNH,
BBIITYCKAOIIEH JOKYMEHT?

a) €CJIM MOJIHOE Ha3BaHUE OPTaHU3alluK COCTOUT 0oJiee UeM U3 5 CIIOB;

0) eciaM COKpallleHHOE€ HAWMEHOBAHUE 3aKpPEIUIEHO B YYPEIUTENBHBIX JOKYMEHTax
OpraHu3aluiy;

B) €CJIM COKPALICHHOE HAUMEHOBAHNE UCIIOJIb3YETCS Yallle, YEM MTOJIHOE;

I') €CJIM JOKYMEHT SIBJISIeTCS] BHYTPEHHHM.

43. CranmapTuzanus — 3T0O

a) CBepKa JOKYMEHTOB yupexaeHus ¢ TpedoBanus ['OCT;

0) mporiecc yCTaHOBIICHHS W MTPUMEHEHHSI TIPABHII C TEITBI0 YIIOPSOYCHUS e TETLHOCTH
B JIETIONIPOU3BO/ICTBE;

B) CBEpKa JOKYMEHTOB YUPEKICHUS C PaKTHUECKUM HAJTMYUEM COOTBETCTBYIONIMX MaTe-
pHaNbHBIX OJiar;

T') KOMIUIEKC TTOJI0KEHHUH, OTPENEISIFOIINX OPTaHu3aIUI0 JOKYMEHTOB Ha MPEANPHSITHH.

44. JlokyMeHTallMOHHOE 0OecIiedeHe ypaBIeHUs — 3TO



a) IeATEIBLHOCTH ammapaTa yIpaBlIcHHsI, OXBAaThIBAIOIIAs BOIPOCH JOKYMCHTHPOBAHUS U
opraHuzaii pabOThl C JOKYMEHTaMH B TPOIECCE OCYIICCTBICHHUS WM YIPaBICHUYCCKUX
bynxnmii;

0) npaBWILHO O(POPMIICHHBIC JOKYMEHTBI, OTPAKAIOIIUE BECh CIEKTP YIIPaBICHUYECKOM
ACATCIIBHOCTH MPCAIIPUATHSA;

B) OpraHu3alys JOKyMEHTOO00pOTa B YUPEKICHUH;

r) KOMIIJICKC OCHOBHBIX HOHOX(CHHﬁ, OIPEACTIAOMIUX n PETIIAMCHTHPYIOIIIUX
OpraHMU3aIHI0 JOKYMEHTHPYEMBIX MIPOIIECCOB HA MPEANPHUITUH.

45. Kakue peKBU3UTHI OTHOCSTCS K FOPUIMYECKH 3HAUUMbIM?
a) Jarta, perucTpalMOHHbIA HOMEp JOKYMEHTa;

0) 3aroJIOBOK K TEKCTY, OTMETKA 00 MCIIOJIHUTEIIE;

B) PE€30JIIOLIUS, OTMETKA O HAIMYMU IIPUITOKEHUH.

46. JIoKyMeHT, coaepsKaluii 3aKuch X0a 00CYKAECH!Us BOIIPOCOB U MPUHATHS PEILICHUN
Ha cOOpaHMAX, 3aCEAAHUAK, COBEUIAHUAX, KOHPEPEHIIHSIX, IEIOBBIX BCTpEYax — 3TO. ..

a) yKazaHue;

0) IPOTOKOIT;

B) pacnopspKeHue

47. Kakuie TOKyMEHThl MUHYIOT CTaJIUIO ITPOEKTa
a) IOKJIaJIHBIC 3aITUCKH;

0) MpuKasbl;

B) CIIPaBKH.

48. Kakue 13 nepeyrcIeHHbIX JOKYMEHTOB OTHOCATCSI K OPraHU3aI[HOHHBIM
a) MUCbMO, MTOJIOKEHHE

0) ycTaB, HHCTPYKLUA

B) YCTaB, yKa3.

49. KakuM opraHoM M3/1aeTcsi pelIcHHe

a) KOJIJIETHAJIbHBIM

0) 3aBUCHUT OT OPraHU3alMOHHO-TIPAaBOBON (hOPMBI
B) €IMHOJIMYHO PYKOBOJUTENIEM

50. Kakoil pekBU3UT pacnoiaraercsi B JIEBOM HUKHEM YTy
a) rpud yTBEpKACHUA

0) Bu3a

B) rpu( orpaHnyeHus



[Tpunoxxenue 6

KEIC

Keiic - onucanue peaabHbIX 3KOHOMHUYECKHX, COLMANBHBIX U OM3Hec-cutyaruil. O0yuaronuecs
JOJDKHBI MCCIIEIOBATh CHUTYAIMIO, pa3oOpaTbcs B CYTH MPOOIeM, HPEASIOKUTh BO3MOKHBIC
pelieHrs W BbIOpaTh Jiydmiee M3 HuX. Keicbl OCHOBBIBAIOTCS Ha peaibHOM (DaKTHUECKOM
MaTepHalie MM ke MPUOIIKEHBI K PeaTbHON CUTYaIUH.

Lenv xeiica - Hay4duTh OOYYAIOIIMXCS aHAIM3UPOBATH MPOOJIIEMHYIO CHUTYaIUIO,
BO3HUKIIYIO P KOHKPETHOM IIOJIOKEHUH JIeJl, U BBIpabOTaTh pelIeHne; HAyYuTh paboTath C
MH(OPMALIMOHHBIMU UCTOYHUKAMHU, ITepepadaThiBaTh €€ U3 OJHONU (HOPMBI B IPYTYIO.

B mpotiecce BbINONMHEHUS Kelica PelaoTes CIeYIOIINE 3aJaun:
e dopmupoBaHUE U pa3BUTHE HHPOPMAITMOHHON KOMIIETEHTHOCTH;
e Pa3BuTHe yMeHUl MCKaTh HOBbIC 3HAHMS, aHATHU3UPOBATH CUTYAIUH;
e Pa3BuTHE HABBIKOB CaMOOPTaHU3AIMH, CAMOCTOSTEILHOCTH, HHUIIUATHBHOCTH;
e Pa3BuTHEe yMeHUI NPUHUMATH PELICHHS], ApTYMEHTUPOBATH CBOIO MO3UIIHIO.
OO0s3aTeIbHBIMU COCTABIISIOMMMH 3JIEMCHTAMH Kelica SIBIISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHAas 4YacTh,
—  3aKJIIOYEHHE;
—  CIIMCOK MCITOJIb30BaHHBIX HCTOUYHHKOB;
—  TPUJIOKEHUS
TpeGoBanusi kK OQOPMIICHHIO MPAKTUYCCKUX PAOOT MpencTaBiIeHBl B MeTOIHYECKUX
yKa3aHUAX K COJAEpKaHWI0, O(GOPMICHMIO U KPUTEPHUSIM OIEHUBAHUS NUCHMEHHBIX,

MPAKTUYECKUX U KYPCOBBIX PadOT, YTBEPKICHHBIX peleHneM HaydHo-MeToIn4ecKoro coBera
(mporoxoin Ne8 ot 07.06.2018 1.).

3aganue: coctaBbTe M O0(OpMHUTE JOKYMEHTHI, He00X0AMMble B JaHHBIX
yhpasJjieHYecKHuX cuTtyanusix. Onpenenure nopsinok ux xpanenusi. CocraBbTe BO3MOKHYI0
cXeMy JIBUKeHHS JAHHBIX IOKYMEHTOB B OPraHHU3alluM.

Bapmuanr 1

Curyaunus 1.

Ha MockoBckoM KoMOMHATe 10 MPOU3BOJICTBY MY3bIKAIBbHBIX HHCTPYMEHTOB U MeOenn
(rocynapcTBEHHOE MPEANPUSATHE), KOTOPBIA BXOIUT B KoHIepH 1o pa3zpaboTke v MPOU3BOJCTBY
MPOAYKIMKM My3bIKanbHOW HpoMbinieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOJUTENIEH LIEXOB, OTAENIOB U ciyk0, yTBepkaeHHoe 05.01.2013 Ne 27.

12 ampenst Tekymero roga aupekTop komOuHara B.M.JlapuoHOB mopy4us1 HAYaIbHUKY
oT1ena TpyAa u 3apadboTtHoii matel MapkoBy H.I'. paccuuTaTh pazmep npeMuu pyKOBOJIUTENSIM
OT/IENIOB, 1IEXOB U CIIY)K0O KOMOMHaTa 1Mo uToraMm paloThl 3a MEepBbIi KBapTasl K 15 ampens, a
riaBHoMy Oyxrantepy komOuHata Tpommunoit C.I. — opranuzoBath BhIIIATy npemMuu K 20
amnpens TEKyLIEero roja.

HavanpHuk mmanoBo-skoHOMHUYeckoro otaena Marseea C.H. u rnmaBHBIN Oyxrantep
Tpoumna C.I'. 3aBU3MpOBaNM MPOEKT NMPHKa3a AUPEKTOpa KOMOUHATA.

Curyanus 2.



JlemapTtaMeHT MOIJEPKKU U Pa3BUTHSA MAJIOTO MPEANPUHUMATENHCTBA IHUCHMOM 3a
MOAIKCHIO 3aM.AMpeKTopa aenapramMenta CBepukoBa A.B. yBenomMmi pyKOBOJICTBO JETCKOTO
cana Ne 1586 o TOM, 4TO B CBSI3U C pPa3BUTHEM MPEANPUHUMATENILCTBA 3/IaHUE JIETCKOTO cajia
JIOJKHO OBITh MEPEAaHo AJIs TEXHUYECKUX HYXK] JIelIapTaMEeHTa.

Hcnonuutenem BacunbeBoil 1o nopydeHuto nupekropa aetckoro caga Ne 1586 FOro-
3anaJHOro OKpYyXHOIo yrpasjieHHsl 00pa3oBaHus I'. MOCKBBI, pacloj0OKEHHOTO Ha MPOCIIEKTE
MuuypuHckoMm, 10M 22 r.MoCKBbI, ObLIO COCTABJICHO MHUCHMO, aJPECOBAHHOE OTAENy IHCEM
Mbpuu Mockssl o azgpecy: r.Mocksa, yi. TBepckas, 13, B KOTOpoM IUpEeKTOp AeTCKOro cana Ne
1586 O.A.AbGpamoBa mnpocwia pa3o0OpaThCsi B JIaHHOM BOIIPOCE, MOTHUBHPYS TEM, 4YTO B
Ha3BaHHOM pailoHE JETCKUX CaJl0B OCTaJOCh MajO0 M HE BCE JETU MOTYT IOCELIaTh JAETCKHE
JOLIKOJIbHbIE yupexJeHusa. [IucbmMo ObUIO OTBETOM Ha IOJYYEHHBIH JOKYMEHT OT
JlenaprameHra.

Bapuant 2

Curyanus 1.

A.H.IIunos, npeacenaresib POCCMIACKOro areHTCTBa MEXAYHAPOJIHOIO COTPYAHUYECTBA
U pa3BuTHs (rocynapcTBeHHas opranuzanus npu Ilpasutenscrse PD), 24 ¢espais Tekyiero
roja MOpY4YMJI CTPYKTYPHBIM IOJPA3AEICHUSIM areHTCTBAa COBMECTHO C IPEICTAaBUTEISIMU
I'ockomumymecta Poccum k 10 ampens mOArOTOBUTH IPOEKT IPOrpaMMbl IPUBIICYECHHUS
MHOCTPAHHBIX MHBECTHLIMHM K MPOLECCY aKUMOHUPOBAHUS T'OCYJAPCTBEHHBIX MPEANPUATHI.
[Topyyenue Ob110 JaHO BO HcnosiHeHHe noctaHoBieHus IlpaButensctBa PO ot 24 deppains
tekymero roga Ne 246 I'maBHOMY YIpaBI€HHMIO OTPACIEBBIX HMHBECTHIIMOHHBIX IPOrpamw,
I'maBHOMY [OTrOBOpPHO-IIPAaBOBOMY YIIPaBICHHIO M [ JIaBHOMY yNpaBIEHUIO CTPATErMU U
MHBECTUPOBAHUS.

[TpoekT npuka3za npejaceaaTess areHTCTBa ObUT 3aBU3UPOBAH €T0 MEPBBIM 3aMECTUTEIEM
JI.H.®enopoBsIM ¥ Ha4aIbHUKOM | JTaBHOTO 1OrOBOPHO-NIPaBOBOro ynpasiieHus V.B.MnbuHbIM.
KonTtpons 3a ucnonHenuem npukasa osu1 BosnokeH Ha J[.H.degopoga.

Curyanus 2.

[Ipeacenarens mpasieHus akiuoHepHoro kommepueckoro 6anka « TOPTTIPEJIBAHK»
(np.Bepnanckoro, 19, MockBa, 112123, Tten.: 567-22-17, daxc: 576-22-20) C.A.lllymos
obpatuics k ['enepanmbHomy aupektopy HIIO «Acb6ect» JI.M.BosbiHiIeBY ¢ TpochOoi
paccMoOTpeTh Bompoc o mpeaocraBieHud B juutenbHyto apeHny AKb «TOPTTIPEJIBAHK»
pabouux tuomaaeit — 180 kB.M Mo pa3MelieHne oTaeeHus OaHka.

[TuceMo ObwIO cocTaBneHO ucmonHuTeneM [lonnecHol Ha JOMKHOCTHOM OJlaHKe
npejcenaresns nmpaBjieHus: OaHka U MOoAMMcaHo 24 MapTa TEKYIIETo Toja.

Bapuanr 3

Curyauus 1.

Hupextop OO0 «Meutay Ilomskos B.M. 10 oxTs0ps Tekylero roxa u3aai NpuKas o
MIPOBEICHUU NHBEHTapHU3aII TOBApHO-MaTepHalIbHBIX [IEHHOCTEH Ha ckiaze npennpustus. On
Ha3HAYWJI KOMHUCCHIO IO NPEACEIAaTENIbCTBOM KOMMeEpUecKoro nupekropa 3onorapesa E.M. B
COCTaB KOMHCCUM BOIUIW IaBHbIN Oyxrantep Bomonuna E.H. u Oyxranrep MBanosa B.C. B
npukase ObLJIO MOPYYEHO NMPEACTaBUTh HAa YTBEPXKIACHHE JOKYMEHTHI CKJIAJCKOro ydera (I0
COCTOSIHMIO Ha 1 OKTAOps) M oTueThl 00 OcTaTKax TOBAapHO-MaTepUabHBIX LEHHOCTEH (110
cocTosiHuIo Ha 10 okTa0ps) k 15 okTA06ps.

[IpoekT mpukasa ObLI1 3aBU3MPOBAH SKOHOMHCTOM npeAnpuatus Mutunoit O.A.

Curyanus 2.



Ucnonuutenem M. HO. ITonsikoBOil MO MOPYyYEHUIO HayaJbHHUKA OTIENIa MapKETHUHTA
ITAO «Toprmotpedcoro3» (r.Mocksa, JlecHas yi., 1.18, 117123, ten./daxc. 234-56-00, OKTIO
87654321, OI'PH 1234567890098, MTHH/KIIIT 09876543321/123456789) B.A.KomapoBa 6b1510
coctaBiieHo muceMo B aapec OO0 «/leno», TexHuueckomy AUpeKTopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTAIluu cleaytouiero coaepxkanus: «Hampasnsem HeoOxonumbeie Bam
JOKYMEHTBI, COJepKale HWHPOPMAIMI0 O I[[€HE KOMIUIGKTa HAyYHO-TeXHUYECKOU
JOKYMEHTallud  Ha XoJoAuJbHOe obOopynoBanue. Ilpemmaraem BbICIATh TEXHUYECKYIO
JOKYMEHTAIIMI0 Ha 3apyOCKHbIC aHAJIOTH XOJIOAWILHOTO obOopymoBaHus. [lpu mnpuHSATHH
MOJIOKUTEIIBHOTO ~ pelIeHHs O 3aKymke oOopynoBaHusi mpocuMm Bac  HampaBuTh
COOTBETCTBYIOIIEE MHUCHhMO pyKOBoAMTENIO otaena cobita HaymoBy C.IL». JlaHHBIM THCEMOM
compoBoXxaanack crienudukamnus Ha 28 1. B 1 3K3.

Bapuanr 4

Curyanus 1.

C uenbio MpUBIEUYEHUS CPEJCTB JJIsi 00ECHeueHUs MPOU3BOJICTBEHHON AESITEIbHOCTU
rerepanbhbiil fupekTop OO0 «Texnuka» (r.Kypck) Cokxonos O.I'. 20 cenTs0ps TeKymiero rojaa
u3lail IpHUKa3 O CO3JaHUM  KOMMEpPYECKOro OT/AejJa B COCTaBe 3 INTATHBIX EAMHMIL:
KOMMEpYECKOro aupekTopa — 1, Begyuiero cnenuanucra — 1, cnenuanucra — 1. ['maBHOMY
oyxrantepy npeanpusitis ['opsueBy . A. ObUT0 TOPYUYEHO MPEACTABUTH HA YTBEPKICHUE HOBOE
IITaTHOE paclycaHue NpeanpuaTus Ha 4 KBapTan Tekyiero roja k 1 oksaops. Kommepueckomy
mupekropy UrnateeBy T.H., KOTOpBIN 3aBU3UPOBA IIPOEKT IIPUKA3a, IPEANUCAHO 3aKOHYUTH
KOMIUIEKTOBaHHE OT/IejIa KaJIpaMH C BBICIIIUM YKOHOMUYECKUM oOpa3oBaHueM K 10 okTs0Ops.

Curyanus 2.

MockoBCKUI paAMOTEXHUYECKUN KOJUIEIK HMMEeHU akanemMuka A. A. Pacnneruna
MunucrepctBa obpazoBanuss PO (Mocksa, yn. b.Jlexkabpsckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocnanm WHGOpPMAIMOHHBIE THCbMa JTUPEKTOpaM INKOJI  Topoja ¢
cooOmieHneM 00 OTKPBITUM B HOBOM Y4eOHOM Tofy JBYX (aKyJIbTETOB: COBPEMEHHBIE
nH(OPMALIMOHHBIE TEXHOJOTUHU U IOpUaMYecKuil. B mucbMme coobuianock Takke O TOM, UTO
IpaBUJIa IpUeMa Ha yKa3aHHbIe (akyapTeThl oouue. [TucbMo ObII0 COCTaBIeHO UCTIOTHUTENIEM
CremanoBoii 1 moanucaHo aupexkropom JI.b.MapTeiHiokoM 15 MapTa TeKyIero roja.

TpeboBanust k pabore: oobem padotel 5-7 crpanun, Ulpudt Times New Roman, 14,
«OIVHAPHBI» UHTEPBAJL.



BapuanT keiica onpenenure nmo radJauie.
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Keiic - omnmcanue pCaJIbHbIX SKOHOMHYCCKHUX, COLOUAJIBHBIX H 6H3HGC-CHTyaHHﬁ.

OOyuarommuecst 10DKHBI UCCIIEI0BAaTh CUTYALUIO, pa300parbCst B CYTH IIPOOIeM, NMPEUIOKHUTh
BO3MOJKHBIE DEIICHUs W BbIOpaTh sydmiee u3 HHUX. Kelchbl OCHOBBIBAIOTCS Ha pPealbHOM
(akTHUECKOM MaTepualle WU ke MPUOIMKEHBI K peaslbHOW CUTYallnu.

Ilenp keiica - HayyuTh OOy4YaIOIIUXCA aHAIM3UPOBATH MPOOJIIEMHYIO CHUTYAIHIo,

BO3HUKILYIO IIPY KOHKPETHOM IOJIOKEHUHU €N, U BbIpaOOTaTh PELIEHUE; HAy4YUTh paboTarh ¢
MH(OPMAIMOHHBIMU UCTOYHUKAMHU, ITepepadaThIBaTh €€ U3 OJHOU (POPMBI B IPYTYIO.

B nporiecce BBINIOJIHEHUS Keiica pEeIatoTCsl CAEAYONIUE 3aauu:
» ®opMupoBaHUe U pa3BUTHE HHHOPMAITMOHHON KOMIIETCHTHOCTH;
* PazBuTHe yMeHUI NCKAaTh HOBBIE 3HAHUS, AaHAJIM3UPOBATh CUTYALINH;
* Pa3BuTHe HABBIKOB CAMOOPTraHU3aIMU, CAMOCTOSTEILHOCTH, MHULIMAaTUBHOCTH;
* Pa3zBuTHie yMEHUI IPUHUMATh PELICHUS, ApIYMEHTUPOBATh CBOIO MO3ULHUIO.
O0s13aTeIbHBIMU COCTABIISIIOIIMMU JIEMEHTaMU Kelca SBIISIOTCS:
* TUTYJbHBIH JIUCT;
* OCHOBHAS YaCTh;
* 3aKJIIOYEHUE;
* CIIHCOK MCIOJIB30BAHHBIX HCTOYHHKOB;
* IPUIIOKEHUS
OO0pa3ub! kelic-3aaa4

PaccmotpuTe cutyaruu, OTBETbTE Ha CIEIYIOIINE BOIPOCHI.
a) [Ipouuto 3acenanne MHBEHTAPU3ALMOHHOM KOMHCCHM 3aBOJIa I'a30BOil ammaparypsl, Ha
KOTOPOM DPaccMaTpUBAJICA BONPOC O pe3ylbTaTaX MHBEHTApU3aluM 1o ckiagy Ne 2
BCIIOMOTaTeNbHbIX MarepuanoB. Ha 3acemaHuu ObLJIO HPUHATO IOCTAHOBIEHHE 00
YTBEPKACHUM PE3yJbTaTOB MHBEHTAPHU3AILMM U OTHECEHUS 3a CUET 3aBEIYIOIIEro CKJIaJa0M
HEJI0CTayl BCIIOMOTAaTeJIbHBIX MaTepuanoB B cymme 365 Teic. py0., a Takke 3a4MTaHBI
CIIMYMUTENNbHAs BEJOMOCTb 1O ckiagy Ne 2 M OOBACHUTENbHAs 3alMCKa 3aBEAYHOILEro
CKJIaJIOM.
BOIIPOCHI:

1. Kakoil 1oKyMeHT COCTaBJIsIeTCs IO UTOraM 3acelaHuil KOMUCCHI pa3HOro poja?

2. Kakwue peKBU3UTHI TOJDKEH BKIIOYATh JaHHBIA JOKYMEHT?

3. CKOJBKO CTPYKTYPHBIX YacTell OH mpejmnosaraer?

4. Kakue (pakTrueckue JaHHbIE T0JKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

6) B crpoutensHoM KkoomnepatuBe «CTpoiicepBuUc» ObUT OOHapYXeH (PakT HENpPaBUILHOTO
WCIOJIb30BaHUS CTPOUTENBHBIX 0TX0A0B. [Ipu mpoBepke paboThl CKIaja MUIOMATEPHATIOB
YCTaHOBJICHBI (AaKThl OTHYCKAa B KOTEIBHYIO ISl CXKUTAHHS OTXOJOB MHUJIOMATEpUATIOB
JUIMHHOM cBbile 20 cM. B pacnopsauTenbHOM 4acTH CIEYET MPEIIOKUTh 3aBEAYIOIIEMY
CKJIaJIOM OPTaHU30BaTh pabOTy MO peain3aIiii OTXO0B YaCTHBIM JIHIIAM.

BOIIPOCHI:

Kako# 1OKyMEHT MO3BOJIUT PETJIAMEHTUPOBATH OTIIYCK CTPOUTENBHBIX MAaTEPUAIIOB?

Kakue myHKTBI TOMKHBI OBITH B JAHHOM JIOKYMEHTE 00s13aTEIbHBIMU?

CKOJIBKO JTOJDKHOCTHEIX JIMI[ JOJDKHBI OBITh OTBETCTBCHHBIMHU 33 HMCITOJIHECHHE ITaHHOIO
JOKyMeHTa?

Kakue pexkBU3HUTHI TOKEH BKJIIOYATh TAHHBIN TOKYMEHT?

CKOJIBKO CTPYKTYPHBIX YacTel OH mpeanoiaaraer?

Kakue akTnyeckue naHHbIe TOJDKHBI OBITh BHECEHBI B OTOT JIOKYMEHT?



