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

Hamnpasnenue noarorosku: 38.03.01 DxoHoMuka

Hanpasnennocts (npoduib)noArotoBku: byxrantepckuil yder, aHaau3 U ayIuT

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

TTonrorosneno B cucteme 1C:Yuusepcurer (000001350) Crpanura 1 u3 30



Pa3padoruukmu:

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

Penensenrnl:
Kapnos B.B., mpencenarens Owmckoro Hay4yHoro neHtpa Cubupckoro otaenenust Poccuiickoit
aKaJeMHH HayK, 1.3.H., mpodeccop

PaGouas mporpamma IUCIUIUTHHEI (MOMAYJsSl) COCTaBleHa B cOOTBeTCTBHH ¢ TpeboBaHusMU OI'OC
BO no nanpasnenu 1o noarotoBku 38.03.01 DxoHOMHEKa, YTBEPKIEHHOTO MpHKa3oM MUHOOpHAYyKH
or 12.08.2020 Ne 954, c yderoM TpynoBbIX (QYHKIUH TNpo(ecCHOHATBHBIX CTaHIApPTOB:
"Byxranrep", yrBepxkaeH npukazomM Muntpyna Poccun ot 21.02.2019 Ne 103n; "Cneumanuct o
BHYTPEHHEMY KOHTPOJIIO (BHYTPEHHUIN KOHTpoisep)", yTBepkleH mpuka3oM Muntpyna Poccun ot
22.11.2022 Ne 731n; "BuyrpenHuil ayautop", yTBepxkaAeH mnpukazom Muntpyna Poccum ot
24.06.2015 Ne 398n; "Craructuk", yrBepkaeH npukazoM Muntpyna Poccum ot 08.09.2015 Ne
605uH; "Ayautop", yrBepxaeH npukazoM Muntpyna Poccun ot 19.10.2015 Ne 728n; "Cnernuanuct
B OLICHOYHON JESATENBHOCTH'", YTBEPKAEH mpukazoM Muntpyna Poccun ot 26.11.2018 Ne 742m;
"CrneumanucT 1o OpraHu3alMM aJMUHHCTPUPOBAHUS CTPAXOBBIX B3HOCOB", YTBEP)KIEH NPUKA30M
MunTtpyna Poccun ot 28.10.2015 Ne 788n; "busHec-aHanuTuk", yTBEpKIeH npukazoM MuHTpyna
Poccun or 22.11.2023 Ne 821n; "CneumamucT mo 3KOHOMHKE TpyAa', yTBEPKAECH NPUKA30M
MunTtpyna Poccun ot 17.11.2020 Ne 795m.

CornacoBaHue U yTBepkKACHUE

[Tonpaznenenue
No W § OTBETCTBEHHOE OUO Busa JlaTa, mpoTOKOJI
KOJIJIETHAJIbHBIN JIUTI0 (Tipu HANTMYUN)
opras
1 PykoBoguTens Pomnonos M. T. CommmacoBano | 27.08.2025, Ne
00pa3oBareIbHO 11
W IpOTrpamMMBbl
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10.3. TIporpamMmmHOe oOecrnieueHre 1 MHPOPMAITMOHHO-CIIPABOYHBIE CUCTEMBI, HCTIOIB3yEMbIE MTPH
OCYIIECTBIIEHUU 00Pa30BaTEIBHOIO MpoIiecca 1Mo AUCHUTIINHE
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

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

3agaun U3y4eHus: TUCIUTUIUHBIL:

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

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

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

- pacCMOTpEHHE MPUMEPOB JTOKYMEHTOB, PEIIAMEHTUPYIOIIMX MPOIECC YIPABICHUS.

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

Komnemenyuu, unouxamopul u pe3ynomamul 00y4eHus

[IK-4 CnocobOeH oCymIeCTBIATh ACATEIHHOCTh MO TUIAHUPOBAHWIO, OPTaHM3AIlM{, MOTHBAIUU W
KOHTPOJIIO ~ paboThl  MepcoHana,  OOECMEYEeHUI0  JOKYMEHTAIMOHHOTO  CONPOBOXKJIEHUS
YIpPaBIECHYECKUX MTPOLIECCOB

[1K-4.1 3HaeT OCHOBHBIC NMPHUHIUIIEI U METOJBI OPTaHHM3AIMKA PAaOOTHI MEpcoHaa, 00BEKThI
TPYZOBOTO TPOIECCa; OCHOBBI OPraHM3allUU JIEJOMPOU3BOACTBA M JOKYMEHTAI[MOHHOTO
COTIPOBOXK/ICHUS YIIPABICHUECKUX MIPOLECCOB

3Hamo:

[1K-4.1/382 OCHOBBI TOKYMEHTALIMOHHOTO 00ECIIeUeHHs yIPaBIeHYECKUX MPOIIECCOB, a
TaKXe, CHCTEMBbl 3JIEKTPOHHOTO JIOKyMEHTOOOOpOTa M COBPEMEHHbBIE TEXHUYECKHE
CpeACTBa 7Sl TOKYMEHTALMOHHOTO 00ECIIEYeHHUs YITPABICHHS

[1K-4.1/383 IlpaBuna cocTaBiCHUS OpPraHU3AIMOHHBIX, PACHOPAIUTEIBHBIX U
MH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, O(GOpPMIICHHUS PEKBU3UTOB O(UIIHATIBHBIX
JIOKYMEHTOB

I1K-4.2 YMmeeT opraHu3oBaTh AEATEIbHOCTH 10 IUIAHUPOBAHUIO, OPraHU3allui, MOTUBALUU U
KOHTPOJIIO paboThl MepcoHaa MpeanpusTHA pa3IuyHbIX GOpM COOCTBEHHOCTH, OpraHU3aLUH,
BEJIOMCTB, a TaK)K€, JOKYMEHTALIUOHHOMY COIIPOBOKIECHHIO UX AESITEIbHOCTH
Ymemo:
[1K-4.2/YM2 Ananu3upoBaTh W OILICHMBATh COACP)KAHUE TOKYMEHTOB, OOpPa3yHOIINX
JIOKaJIbHYI0 HOPMAaTHBHO-TIPABOBYIO 0azy
[1K-4.2/Ym3 CocTaBiarb OpraHU3alMOHHBIE, pacnopsiIuTeIbHbIC u
MH(GOPMAITMOHHO-CTIPABOYHBIE JJOKYMEHTBl IO O0ECHEeYeHUIO JOKYMEHTAIlHOHHOTO
COIPOBOXK/ICHUS yIPaBICHUECKUX MTPOLECCOB

[IK-6 Cnoco0eH OCymEeCTBIATh JOKYMEHTHPOBAHUE XO3SMCTBEHHBIX oOIepanuii, opopMIsiTh
IUIaTeXKHBIE JIOKYMEHTBI U (opMupoBaTh OyXraaTepckue MpPOBOAKH IO Yy4YeTy pe3yJdbTaToB
(bMHAHCOBO-XO3SUCTBEHHOU JCSITEILHOCTH OpPraHU3alun

[1K-6.1 3HaeT OCHOBHBIC MOJOKEHUS U HOPMATHUBHO-TIPABOBYIO 0a3y OyXraJlTepcKOro yuerTa,
MOPSIOK  OCYIIECTBJICHUS JOKYMEHTHPOBAHMS  XO3SHCTBEHHBIX  OIEpaluii; TMpaBuiia
oopMiIeHHsI IUIATEXHBIX JOKYMEHTOB M (OPMHUPOBAHUS OyXTralNTepCKUX IMPOBOIOK
NPEANPUATHNA PA3TUYHBIX GOPM COOCTBEHHOCTH, OPTaHU3AII, BETOMCTB

3uamo:
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[1IK-6.1/3u8  IlpaBunma  cocTaBiE€HUS  OpPraHU3AlMOHHBIX,  PACIOPSAUTEIBHBIX
JIOKYMEHTOB U MH(OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB
ITK-6.1/319 IIpaBuna opopmieHHs peKBU3UTOB O(PUIIHAIBHBIX TOKYMEHTOB

[IK-6.2 VYmeer ¢dopmupoBats TmoKazarenn (UHAHCOBOW OTYETHOCTH [JIsi COCTaBIICHUS
OTYETHBIX (OpPM Ha MPEANPHUATHIX Pa3IUYHBIX (OpM COOCTBEHHOCTH, OpraHMU3AlMIX,
BEJIOMCTBaX

Ymemu:

[TK-6.2/YM9 CocTaBisTh OpraHu3alMOHHBIC, PACTIOPSIUTENbHBIC TOKYMEHTHI

[IK-6.2/¥YM10  OcymiecTBiasiTh  JTOKYMEHTHPOBAHHE  XO3SMCTBEHHBIX  OIEparui
OPEeIIPUIATUN Pa3NUYHBIX (OPM COOCTBEHHOCTH, OPTaHU3alINiA, BEAOMCTB

3. Mecto aucuumimHbl B cTpykrype OII

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

Byxrantepckuii y4eT U OTYETHOCTb;

Hamoru u HanorooOmoXeHue;

[InanupoBaHue ¥ MPOrHO3UPOBAHMUE;

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

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

MIPOM3BOICTBCHHAS TIPAKTUKA (TIPEIIUTIIIOMHAs ),

VYIpaBieHUe ePCOHAIIOM;
B nmpomecce wu3yyeHHMs JOUCHMIUIMHBI CTYAEHT TOTOBUTCA K pEUICHHIO THUIOB 3ajad
npodeccuoHaIbHON  AesTenbHOCTH, mnpeaycMmorpeHHbix @OI'OC BO wu  obOpasoBarenbHO
MPOTPaMMOii.

4. O0beM TMCHUIIMHBI (MOXYJISAA) U BUAbI y4eOHOI padoThI

Ounas ghopma obyuenus

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

Ouno-3aounas popma obyuenus
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(190€R)
EUITBLIJLLE KBHhOLAMOWOd] |

(190€R)
eLOgRd KRHIIOLEOLOOWR))

60 | 3auer (4)

60

(190€R)
BULEHRE dQUMOdhULNed] |

28

28

(190eR)
EULEHRE JIIHHOUIDID[[

14
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(190eh) UUIRLIIAIHOY

(01909 ‘199®N)
eLoQed EBHINBLHOY

44
44

(14€)
9LOOMIWIOTAdL KB

3

(190eR)
9LOOMNOOYAdL Kemo ()

108

108

[Tepuon
oOyueHus

Tpetuii cemectp

Bcero

3aounas popma ooyuenus

(190€R)
EUIRLOJLLE KBHROLAXIWOd] |

(190€R)
e1oged BRHIIOLEOLOOWR))

96 | 3auer (4)

96

(190eR)
EULEHRE QUMOdhULIRd] |

4

(190eR)
BULEHRE QIIHHOUIQ[[

2

(1998h) UUIRLIIAIHOY]

(01909 ‘1908RH)
eLOORd ERHINBLHOY

8

(1d¢)
4LOOMNIOYAdL KB

3

(190eR)
9LOOMWAOTAdL KeImg(

108

[Tepuon
oOyueHus

Tpetuii cemectp | 108

Bcero

5. Copep:xanue TUCUMILIMHBI (MOLYJIs1)
5.1. Pa3aenbl, TeMbl AUCHUILINHBI H BUAbI 3aHATHH

("9achl TPOMEKYTOUHOM aTTECTAIMK HE YKa3bIBAIOTCS)

Ounas ghopma obyuenus

gmwediodn

BUHO0900 HINRIRIIIASod

0 QI9HHODOHLOOD ‘BUHIhAQO
191e191rA9d S19WoAdUHERI |

I1K-4.2

[TK-6.1

NHO@&Q KEBHIIQLEOLIONE )

32| IIK-4.1

6| 1IK-6.2

EULEHRE OMMOhUINed] ]

30

4

BULEHRE QIIHHOUIDIQ[ [

12

HUUTTRIIIAIHOY

0190g

74

14

HaumenoBanue pazaena, TeMbl

Paznea 1. Opranusanus u

TeXHOJIOTHSl IOKYMEHTHOI0
odecrevyeHnsi ynpaBJjieHUs

Tema 1.1.

HopmaruBHo-mMeToquueckas 6a3a

AOKYMCHTAIIUOHHOT'O

obecrieueHus ynpasieHus B PO:
UCTOPHSI BOTIPOCA, OCHOBHBIC

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

14

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

14

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

12

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

20

10

Pasznen 2. Opranusanus
JOKYMEHT0000poTa

25

11

Tema 2.1. OCHOBHBIE IPUHIIUITBI
OpraHU3aIMK TOKyMEHTO00O0pOTA.

14

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

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

[1K-4.1
I1K-4.2
[TK-6.1
ITK-6.2

Hroro

929

18

36

43

Ouno-3aounas popma obyuenus

HaumenoBanue pazaena, TeMbl
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VMBI
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Bcero

Koncyn

Jlexiuc

Camoc1

[Lnanug
o0y4eH!
pe3ynbT
mporpar

Pa3gen 1. Opranusanus u
TeXHOJIOTUSl TOKYMEHTHOI0
olecrieyeHNnsl ynpaBJIeHUsI

w | [Ipaktu

w

8

Tema 1.1.
HopmaruHo-MeTonnueckas 6a3a
JIOKYMEHTAI[MOHHOTO
obecnieuenus ynpasieHus B PO:
HCTOPHUS BOIIPOCA, OCHOBHBIC
TEPMUHBI.

Tema 1.2. OpranuzanuoHHas
JIOKyMEHTAIHs: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.
Texnonorust paboTsI ¢
JTOKyMEHTaMH.

13

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

12

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

11

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

18

10

[1IK-4.1
[1IK-4.2
[IK-6.1
[1IK-6.2

Pasznen 2. Opranusanus
JOKYMEHT0000poTa

36

22

Tema 2.1. OCHOBHBIE IPUHIIUITBI
OpraHu3aIKK TOKyMEHTO00O0pOTA.

14

10

Tema 2.2. Mcnonxenue
nokyMeHTOB. KoHTpob
UCIIOTHEHUS TOKyMEHTOB. DOpMBbI
KOHTPOJISI UCTIOTHEHUS
JNOKyMeHTOB. Turossie u
WHANBUAYaJIbHBIE CPOKU
MCIIOJTHEHUS! IOKyMEHTOB. AHAJU3
CTPYKTYpPBI JOKYMEHTOO0OPOTA.
CucTeMbl AIEKTPOHHOTO
JTIOKyMEHTO000pOoTa: MpoOIeMbI
BHEJPEHUs, IPEUMYILIeCTBA U
HEJ0CTaTKU UCTIOIb30BAHMUS B
JOKYMEHTAI[MOHHOM YIIPaBJICHUU
OpraHu3aluen.

14

12
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I1K-4.2
[TK-6.1
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Tema 2.3. Cucremaruzanus 8 5 3
JOKYMEHTHOU MH()OPMAIIH.
OnepaTtuBHOE XpaHEHNE
JTOKYMEHTOB U JIEJ.

Hroro 104 2| 14| 28| 60

3aounas gpopma ooyuenus

HaumenoBanue pazaena, TeMbl

00y4eHHsI, COOTHECEHHBIE C
pe3yJbTaTtaMyi OCBOEHUsL

[Inanupyemblie pe3ynabTarhbl
IPOrpaMMbI

Koncynpranuun
JlexMoHHBIE 3aHATHSA
[IpakTrnyeckue 3aHATHS

Bcero

< | CamocrosarensHas pabora

<

Pa3gen 1. Opranusanus u 76 2 4 [1IK-4.1
TEXHOJIOT'MS IOKYMEHTHOI0 [1IK-4.2
olecrieyeHNnsl ynpaBJIeHUsI [IK-6.1
Tema 1.1. 16 2 14| IIK-6.2
HopmaruHo-MeTonuueckas 6a3a
JOKyMEHTAI[MOHHOI'O
obecnieuenus ynpasieHus B PO:
UCTOPHS BONIPOCA, OCHOBHBIE
TE€PMUHBI.

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

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

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

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

Pasnen 2. Opranuszanus 28 2 26| IIK-4.1
AO0KYMEHT0000poTa [1K-4.2
Tema 2.1. OCHOBHBIE TPUHIUIIBI 14 14| 1IK-6.1
OpraHM3aluy JOKyMEHTOO0O0pOoTa. 11K-6.2

TTonrorosneno B cucteme 1C:Yuusepcurer (000001350) Crpanutia 9 u3 30



Tema 2.2. Ucnionnenue 12 12
nokyMeHToB. KoHTpoib
HCIIOJTHEHUS I0KyMEHTOB. DOpMBbI
KOHTPOJIS] UICIIOJTHEHUS
JNIOKYMEHTOB. TUIIOBBIE U
WHAWBUIYaIbHBIE CPOKU
UCIIOJTHEHUS IOKyMEHTOB. AHaIu3
CTPYKTYPBI JOKYMEHTOO0OPOTA.
CucreMsl IEKTPOHHOTO
JOKYMEHTO000pOTa: TPOOIEMBI
BHEJIPEHUS, TPEUMYILIECTBA U
HEJOCTaTKU UCIOJIb30BaHUS B
JOKYMEHTAI[MOHHOM YIIPaBICHUN
OpraHu3aluei.

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

Hroro 104 2 2 4| 96

5.2. Conep:kanue pa3iaesioB, TeM IUCHUATIINH

Pa3zoen 1. Opzanu3zayus u mexuonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus

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

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

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

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

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

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

JIOKyMEHTHPOBAaHUE B €AMHOHAYAJIHHOM yIpaBieHUH. JJOKyMEeHTHpOBaHUE pabOThl KOJUIETHAIbHBIX
OpraHoB.

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

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

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

Jenosas nepenucka. OCHOBHBIC 3JIEMEHTHI CTPYKTYPHI ISJIOBOTO MHChMA.

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

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

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

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

Pa3zoen 2. Opzanuzayusn 00Kymenmoooopoma

Tema 2.1. OcHosHble npuHYUNBL OP2AHU3AYUU OOKYMEHMO0O0pOmd.

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

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

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

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

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

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

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

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

6. Pexomenayemblie o0pa3oBaresibHbIe TEXHOJIOTHHU

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

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

- MPOOJIEMHBIE JICKITUH;

- TeKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

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

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

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

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

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

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

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

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

8. OneHoYHbIE MaTepUAJIbl TEKYLIET0 KOHTPOJIA

Pa3zoen 1. Opzanu3zayus u mexnonozus 00KyMEeHMmMHO20 odecneuenus ynpasieHus
Konmponupyemvie H/IK: IIK-4.1 I[IK-4.2 IIK-6.1 1IK-6.2

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

0N N bW

B koHI1e npakTHuecKoit paboThl HEOOXOAMMO CPOPMYIHPOBATH 0OOOIIAIOIINI BBIBOI.

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

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

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

a) BeJICHUE KOHCIIEKTA JIEKLUH,
0) YpOBEHb OCBOCHMS TEOPETUYECKOTO Marepuaia,
B) AKTUBHOCTb Ha JIEKLIUH, YMEHUE (POPMYIUPOBATH BOIPOCHI JIEKTOPY.
3. PaGora Ha mpakTUYeCKUX 3aHATHUAX: JenoBas cutyanus "OTKpeITHE COOCTBEHHOM (DUPMBI

(popma cobcTBeHHOCTH Ha BBIOOD)".
[IpakTudeckoe 3aHATHE MPOBOIUTCS B WHTEPAKTHBHON (hopMe C HCIOIB30BAaHUEM KOMAaHIHOTO
METO/Ia BBIMTOJHEHUS 33aJJaHUs C pasrpaHUuYEeHUEM (PyHKIIMOHAIBHBIX 00S3aHHOCTEH CTYICHTOB IPH
BBITOJIHEHHUH 3a/1aHus. 3aTeM YCHIIUS OObEAMHSIOTCS, 1 OPTaHU3YeTCsl aKTHBHBIHN JMAJIOT CTYACHTOB
C MpenojaBareiaeM U MeXAy coOO0il JUIsl MOABEAEHUS UTOTOB M NMPUHATHS PELICHMS], YTO TO3BOJSAET
pa3BUBaTh HABBIKK KOMaHIHOU paOOThI, MEXJIMYHOCTHONH KOMMYHHKALIUU U IPUHATHUS PEIICHUI.
3agaun:
1. IlpaBuibHO O(QOPMHUTH IENOBYIO JOKyMeHTauuio (YCTaB, MPOTOKOJI O CO3JaHHWH, JOTOBOpP 00
YUPEXKJICHUH, INTATHOE paclucaHue, oOumii OnaHK OpraHu3alMM, MPOAOJIBHBIA ONAaHK MUChMa
OpraHM3aliy Ha ABYX sA3bIkax) cornacHo ['OCT.
2. IIpogeMOHCTpUPOBATh MOJyUYEHHBIE paHEE TEOPETUUECKUE 3HAHUS IIyTEM BBINIOJIHEHHUS 3a/laHUH.
3. 3akpenuTh paHee M3yUCHHBIC MpaBUiIa MPO(ECCHOHATBHOTO JEIOBOTO STHUKETA, IIyTEM pEIIeHUs
CUTYallMOHHBIX 33/1a4.
[Ipennaraemas nenoBas Urpa pa3BHBAET HAaBBIKM pPaOOTHI C JOKYMEHTaMH IO JIMYHOMY COCTaBy
(coctaBnenue, odopmicHue). OTO Haubojee TUIMYHBIA (parMeHT TPYIOBOH AEATEIbHOCTH,
TpeOyIOUINii CUCTEMHOTO NMPUMEHEHUS] YMEHUI M HaBBIKOB, KOTOPBHIMH JIOJKEH OBJIQJETH CTYIICHT.
Coneprxkanue JeJI0BOM Urpbl MIPEANOIaraeT HaJluuue JOCTaTOYHOIO YPOBHS NOJATOTOBKH CTYAECHTOB
HE TOJIBKO B O0JIACTH JIEJIOMPOU3BOJICTBA, HO U B JPYTUX cepax.
[TocnenoBarenbHOCTh BUJOB yUEOHOM NesTETLHOCTH:
1. lenoBas urpa.
2. AHaIu3 BLIMOIHEHHBIX 3aJaHUH.
[IpakTnueckoe 3agaHue:

OTIpeJieJIeHUE CTYIEHTOM C(hepbl TPYIOBOM AEATEIBHOCTH YCIOBHO CO31aHHON (DUPMBI;

pa3paboTka 1 opopMIICHHE JOKYMEHTOB.
B navane urpsl rpymnmna pa3ouBaeTcsi Ha OAHOTHUITHBIC MOATPYIIIBI ¢ TUIIOBBIMH POJIIMU (5 TpyIHII IO
5 dYemoBeK B Kaxaoi), mgaercs wucxonHas HHGopManMs O JICJIOBOW Wrpe, OTpakarouias
IIOCJIEIOBATENBHOCTD U XapaKTep AeHCTBUSA UTPOKOB. Ilocie 3Toro cTyaeHTsl, cieayss METOAUYECKUM
yKa3aHUAM, pabOTalOT ¢ UTPOBON JOKyMEHTAIMEN U PEeIIalOT MPAKTUYECKUE CUTYALHH.
[ToaroroBka uUrpel.
PykoBonuTens Urpsl (penoaaBareb):

Pa3bACHSET MPAaBWIA U MOPSAOK IEUCTBUM EII0OBOM UTPHI.
Y4acTHUKH UTPHI (OHA KOMaH[a) — 3TO 5 yUpeaUTeIel yCIOBHO CO3/1aHHON (DPUPMBI:

NPUIYMBIBAIOT Ha3BaHHE YCJIOBHO CO3/1aHHON (PUPMBI, HCXOJS U3 OCHOBHOTO BHJIA ACATEIbHOCTH,
KOTOpast MpONUCcaHa B KapTOUKe-3aaHnu;

OTIPEIEIISAIOT JOMOJHUTENbHBIE BHJIBI JEATEIBHOCTH YCIOBHO CO3JAHHOM (HUPMBI, MOJIb3YSCH
tabmuuei coorBeTcTBHst OKBI/I;

NPUIYMBIBAIOT MECTOHAXOXICHUE YCIOBHO CO3aHHOM (pUpMBI;

OTIpeNIeNIAI0T YCTaBHON KalmuTajl yCIOBHO CO3IaHHOM (hPUPMBI,

OIPEAEIAIOT IPOLEHTHYIO OO yYacTHs Ha KayKJOTO yUpeIUTeNs;

OTIPEIEINIAIOT PYKOBOAMUTEIS YCIOBHO CO3AaHHOM (DUPMBI;

mzyyatoT ['OCT u mabmonsl s oopMIIEHUS HEOOXOAWMOW JOKYMEHTAIlMK JJIsl YCIOBHO
CO3JIaHHOH (pUpMBI;

pa3pabareiBalOT U O(QOPMIISIOT JTOKYMEHTBI, 3apaHee paclpeieinB, KTO 3a KaKOW JOKYMEHT
oTBeuaeT (pacmpezersieT BRIOpaHHBIA pyKOBOAWUTENB): (YcTaB, MPOTOKOJI O CO3/1aHUM, AOTOBOp 00
YUPEXKJICHUH, IITATHOE paclucaHue, oOumii OnaHK OpraHu3alMM, MPOAOJIBHBIA ONAHK MUChMa
OpraHu3allM Ha JIBYX S3BIKAX);

PYKOBOJIUTENb YCIOBHO CO3JaHHOHN (UpPMBI (BBIOOp CTYICHTOB) 3aBepsieT BCE JOKYMEHTHI CBOEH
MOJIHUCHIO.
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B uHTepecax co3gaHusi OOCTAaHOBKHM COCTSI3aTEJBHOCTH B MPOLECCE ENIOBOM HWIPHI CTYAEHTHI
HaOUParOT ONMPECICHHOE KOJIMUECTBO 0AJIOB 10 MATHOAUTBLHOM IITKaJIe 33 KaXKIbI pa3paOoTaHHBIN

TOKYMEHT, pe3yJabTaT CYMMUPYETCS.

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

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

VYcnoBus UTphl OTPAXKAIOT XapaKTEPUCTUKY PEAIbHOTO Mpoliecca TPYIOBOM JeSTEIbHOCTH YeIoBeKa.

Heo0Oxonumo:

OpraHU30BaTh PadOTy Ka)KJOTO y4aCTHUKA JAEOBON UTPHI U KOMAHJIbL;

MPOaHAIM3UPOBATh MPABUILHOCTh COCTABJICHUS KaXI0T0 TOKYMEHTA;

0hOpMHUTH BCE HEOOXOTUMBIE JOKYMEHTHI.

Uror urpsl.

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

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

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

Bomnpocwi/3ananus:
1. ITocemieHue 3aHATHH:

a) MOCEIICHNE JICKITMOHHBIX U MPAKTHYCCKUX 3aHATHH,
0) coOmoeHNE AUCITUTUTHHBI.
2. PaboTta Ha JIEKIIMOHHBIX 3aHATHAX:
a) BeJICHUE KOHCTIEKTA JICKIIUM,
0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuaa,
B) aKTUBHOCTbH Ha JICKIIUHU, YMEHHE (POPMYITUPOBATH BOIIPOCHI JICKTOPY.

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

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

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

Bomnpocsi/3ananus:
1. ITocemieHue 3aHATHH:

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

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

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

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

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

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

2. PaGora Ha JEKIIMOHHBIX 3aHIATUAX:

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

3. PaboTa Ha MpaKTUYECKUX 3aHATHSIX:
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[IpakTuueckoe 3ansarue 1. [lenoBas urpa «lokyMEHTUpOBaHUE TTPOLIECCOB YIIPABICHUS».
JlenoBas urpa (CuTyarus) MpOBOIUTCS C IEJIbIO 3aKPEIUICHNUS TEOPETUYECKUX 3HAHUHN CTYIEHTOB 1O
paccMaTpuBaeMoOil mpoOsieMe, pPa3BUTHS HABBIKOB KOMAaHAHOW padOThI, MEXKINIYHOCTHOM
KOMMYHUKAIUH, IPUHATHS PEIICHUH, JIUJEPCKUX KaueCTB.
enbp nemoBoit urpel. [IpoBepuTh M OLIEHUTH YPOBEHb TEOPETHYECKON MOATOTOBKH CTYACHTOB,
3aKpENUTh MPAaKTUYECKUE HABBIKM B OOJACTH JOKYMEHTHUPOBAHUS YIPaBICHUYECKOU AESITEIbHOCTH
OpraHu3anuii, npeanpusTuii, GpupM pasHbix GOpM COOCTBEHHOCTH U BUAA JAeATeIbHOCTU. [IOHATH
PO JOKYMEHTOB M MX 3Hau€HHUE, KaK MpaBOil OCHOBHI JESITEILHOCTH CaMOW OpraHM3alud, Tak U
COTPYIHUKOB, U KaK 0a3bl CO3JJaHMsl PAllMOHAILHOTO JJOKYMEHTAI[MIOHHOTO 00€CTIeYeHHUS.
JlenoBas cutyanus: ohopMIICHHE Ha padoTy.
Lens: dpopmMupoBaHue yMeHUN U HaBBIKOB pabOThI C JOKYMEHTaMHU TPYIOBOTO IMKJIA - MPHEM Ha
paborty, mepeMenieHrne U yBoJbHEHNE PaOOTHHKA.
[IpakTuyeckoe 3aganue:
COCTaBJIEHUE U NMPaBUIbHOE 0popMIiIeHHE TPO(ECCHOHAIBHOTO PE3IOME;
co0eceZl0BaHNE U MPUHATUE PEIICHMUS;
MOJTrOTOBKA JOKYMEHTOB, HEOOXOAUMBIX ISl TPYIOYCTPONCTBA!
aBroOMorpadus, XxapakTepUCTHKA; 3aMI0JTHEHUE aHKETHI;

MoKa3 TMpolecca JBUKEHHUS COTPYIHHUKOB B Tepuox paboTel B (GuUpMe MO HHHUIIMATUBE
PYKOBOJUTESI WM IO IMYHON TPOCKHOE;
COCTaBJIEHHE POEKTa IpHKa3a M0 JUYHOMY COCTaBY.
Uror urpsl.
CocraBneane u odopmieHue MnpodecCHOHATBLHOTO pe3loMe, 3asBICHUM, aBTOOMOTpadwuw,
XapaKTEepPUCTUKH, IPHUKa3a M0 JIMYHOMY COCTaBy. JTH JTIOKYMEHTBI U COCTaBIT OCHOBY O(OpMIICHUS
TPYIOBOM JeATeNbHOCTH cTyaeHTa. Ompenensercss mnoOenuTenb. XapaKTepu3yeTcsi ypOBEHb
MOJTOTOBKH CTY/JECHTOB.

[IpakTuueckoe 3anarue 2.

Bomnpocsr nist o6cyxnenus:

1. Kak ocymecTBisiet rpaxaanamMu Poccuu npaBo Ha Tpyn?

2. Kakne moKyMeHTBI IPEABSBISIIOTCS TIPH 0popMIICHIH Ha paboTy?

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

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

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

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

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

[IpakTnueckue 3aganus:

1) CocTaBbTe 3asBIICHHE O IPHEME Ha paboTy

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

3) CocTtaBbTe 3as1BlIeHUE 00 YBOJIHHEHUH.

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

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

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

7) TloaroroBbTe MpencTaBICHUE O MOOIIPEHUH, UCIOIb3ys TEMaTHKy HampaBiIeHHH IUIaHOBOTO
3a/laHMsl TI0 BBIMTYCKY JieTaliell), U Ha ero ocHoBaHWHM cocTaBbTe M odopmute Ha [IK mpukas o
MOOUIPEHHUH.
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Pa3zoen 2. Opzanuzayus 00Kymenmoooopoma
Konmponupyemvie H/IK: I1K-4.1 I[IK-4.2 1IK-6.1 1IK-6.2

Tema 2.1. OcHosHble npuHyUNbl OP2AHU3AYUU OOKYMEHMO0O0poma.

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

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

a) MOCEIICHNE JISKITMOHHBIX U MPAKTHYECCKUX 3aHATHH,

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

a) BEJICHUE KOHCTIEKTA JICKIIUM,

0) ypOBEHb OCBOCHUS TEOPETHUECKOTO MaTepuraa,

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

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

PaboTa nmpoBoguTCS B MUKPOTpyIInax mno 2 4eaoBeKa.

XoJ1 Urpsl:

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

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

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

[Tpaktuueckoe 3anarue 1. JJokyMeHTO000pOT OpraHu3aluu

Bomnpocs! a5 06cyxaeHust.

1. YTto BXOJUT B NOHATHE JOKYMEHTO0O0poTa?

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

3. TonpKO K UCXOIALIUM TOKYMEHTaM?

3aganue.

1. ITocTpouTh CXeMy OpraHu3aluu paboThHI ¢ JOKYMEHTaMH.

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

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

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

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

1. Bug oGpatennii rpakiaH.

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

3amanue:

Pabota npoBoauTCsSI B MUKpOTpYMIax Mo 2 4eI0BeKa.

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

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

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

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

Bonpocsi/3ananus:
1. Iloceuienne 3aHATHIA:

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

2. Pabora Ha JICKIIMOHHBIX 3aHATHUAX:

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

9. OueHOYHbIE MATEPHAJIbI IPOMEKYTOYHOM aTTeCTAlUM

Ounas popma obyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie H/IK: I11K-4.1 I[IK-6.1 I[1K-4.2 [IK-6.2
Bonpocsl/3ananus:

1. PaGora ¢ TeCTOBBIMH 3aJaHUSIMU.

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

2. BrImonHeHNE UTOTOBOW PabOTEHI.

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

Ouno-3a0unas ¢hopma obyuenus, Tpemuii cemecmp, 3auem
Konmponupyemvie H/IK: I1K-4.1 I[IK-6.1 1IK-4.2 1IK-6.2
Bomnpocsei/3ananus:

1. PaGora ¢ TeCTOBBIMHU 3a/IaHUSIMHU.

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

2. BeimonHeHEe UTOTOBOM pabOTHI.

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

3aounas gpopma ooyuenus, Tpemuti cemecmp, 3auem
Koumponupyemvie M/IK: 11K-4.1 I1IK-6.1 I1K-4.2 [IK-6.2
Bonpocsl/3ananus:

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

2. BeimonmHeHEe UTOTOBOM PaOOTHI.

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

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

OcHognas tumepamypa

1. ApacnanoBa, B. A. JlokymeHTanmmoHHOE OOECIeUeHUE YMPABICHUS: YYEOHO-TIPAKTUUECKOE
nmocobue B cxemax, Tabmuiax, oopasnax: yueonoe nmocobue / B. A. Apacnanosa. - 2-¢ u31., J0M. U
nepepad. - MockBa, bepnun: upexkr-Menua, 2020. - 266 c. - 978-5-4499-1454-5. - Tekcr:
anekTpoHHbIl // lupexr-Menua: [caitt]. - URL: https://doi.org/10.23681/578394 (nara oGpateHus:
30.01.2025). - Pexum gocrtymna: mo moAmucKe

2. Kysnenor, U. H. lenonpousBoactBo: yueOHoe mocodbue / M. H. Ky3nemnos. - 13-¢ uzn. -
Mockpa: amkoB u K° 2024. - 406 c. - 978-5-394-05683-3. - TekcT: S7EKTpOHHBIA //
Hupexr-Menua: [caiit]. - URL: https://biblioclub.ru/index.php?page=book&id=711135 (nara
obpamenust: 30.01.2025). - Pexxum nocTyma: 1mo moanmcke

Jlononnumenvuas numepamypa

1. MenseneBa, O. B. OdopmieHrne oOpraHM3allMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB: KypC
nexnuii / O. B. Mensenesa. - 2-¢ uzg., nepepad. u gom. - MockBa, bepnun: {upexr-Menua, 2018. -
80 c. - 978-5-4475-9490-9. - Tekct: onextponHsli // Jlupekr-Menma: [caiit]. - URL:
https://doi.org/10.23681/480166 (nara o6pamenus: 30.01.2025). - Pexxum goctymna: mo moJnucke

2. OpraHm3anus ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECTICUCHHUsST YIPABIICHHUS: JICKTPOHHOE
ydyebHoe mocobue: ydebHoe mocobue / coct. C. E. Mwumenun. - KemepoBo: KemepoBckuit
rocymapcTBeHHbIil yHuUBepcutet, 2017. - 478 c¢. - 978-5-8353-2149-0. - Tekct: ayeKTpOHHBIN //
Hupexr-Menua: [caiit]. - URL: https://biblioclub.ru/index.php?page=book&id=481592 (mara
obpamenust: 30.01.2025). - Pexxum nocTyma: 1mo moanmucKe

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

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

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

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

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

[Ipu moaroTOBKE M MPOBENCHUH YUCOHBIX 3aHITHH MO TUCHUIIINHE CTYJACHTAMHU U TIPEToaBaTeIISIMU
HCIIONIB3YIOTCS CIIEYIONINE COBPEMEHHBIC MPodeCCHOHAIbHBIE 0a3bl TAHHBIX U
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MH(OPMAITMOHHO-CIIPABOYHBIE CUCTEMBI:

1. DnexktpoHHas  OuOIMOTEYHass  CHCTeMa  «YHHUBEpCUTETCKas  OwOnIMoTeka  OHJIANH»
(http://www.biblioclub.ru).

2. UaterpupoBannas oubnuoreuno-undopmarmonnas cuctema MPBUC64 (http://lib.sano.ru).

3. CnpaBouyHo-nipaBoBas cucteMa Koncynerantlntoc.

4. DnexrponHas cripaBoyHas cuctema ['IC Omck.

10.4. CnennaJjibHbIe MIOMeLIeHHs, JJA00paTOPHH U J1abopaTopHOoe 000py1OBaHHE

HNHcTuTyT pacmonaraeT MarepuadbHO-TEXHUYECKOW 0a30l, COOTBETCTBYIOIICH IEHCTBYIONTUM
MPOTUBOMOKAPHBIM MpaBWJIaM M HoOpMaM M oOecCleuuBalollell MpOBEIEHWE BCEX BHUOB
JTUCIUTUTMHAPHON u MEKIUCIUTIIIMHAPHON IMOJITOTOBKH, MPaAKTUYECKON u
HAy4YHO-HMCCIIEI0BATENIbCKOM paboT 00ydaromuxcs, IPeIyCMOTPEHHBIX yUeOHBIM TIAHOM.

Jnsa mpoBeneHUsl y4eOHBIX 3aHATUH MO JUCHUIUIMHE HCIONb3YIOTCA CJEIyIOIIME IMOMEIEHHS,
OCHaIllEHHbIE 000PYIOBAHUEM U TEXHUUYECKUMU CPEACTBAMU OOyUEHUS:

Jlnst nexkuuii, CeMUHAPOB (MPAKTUUECKUX ), TPYIIOBBIX, MHIUBUAYAJIbHBIX KOHCYJbTALIUN, TEKYIETO
KOHTPOJIsI, MPOMEXKYTOUHOM artectanuu, [ A

Mynsrumenuiinas yueoHas ayauropust Ne 210

[lepeuens 060pyaOBaHUS
AyY/IHMOKOJIOHKA - 5 IIT.
Jocka mapkepHast - 1 mr.
Kommsbrotep ¢ Boixonom B MHTEpHeT - 1 mT.
[Ipoexrop - 1 mt.

Cron - 37 .

Cron npenonasarens - 1 mr.
Cryn - 74 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mrt.

OkpaH - 1 wr.

[lepeveHsb MPOrpaMMHOTO 00CCIICUCHHUS
(0OHOBJIEHUE TPOU3BOIUTCS IO MEPE MOSIBJICHUS HOBBIX BEPCHUI MPOrpaMMBb)
Adobe Acrobat Reader
Kaspersky Endpoint Security mist Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows XP Professional Russian

[TepeueHr HHPOPMATMOHHO-CIIPABOYHBIX CUCTEM
(0OHOBJICHHUE BBITMOIHACTCS SKEHEACIIBHO)
Consultant Plus
2GIS
Mynsrumenuiinas yaeoHas ayauropust Ne 211

[lepeuens 060pyaOBaHUS
AyY/IHMOKOJIOHKA - 5 IIT.
Jocka mapkepHast - 1 mr.
Kommsbrotep ¢ Boixonom B MHTEpHET - 1 mT.
[Ipoexrop - 1 mt.
Cron - 27 .
Cron npenonasarens - 1 mr.
Cryn - 54 wrt.
Cryn npenogasarens - 1 mr.
TpuOyna - 1 mrt.
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OkpaH - | 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 XP Professional Russian

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

Mynsrumenuiinas yaeonas ayautopus Ne 301

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

[lepeuens nporpaMMHOro o0ecreueHus
(oOHOBJIEHHE TIPOU3ZBOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
He ucnonb3yercsi.

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

He ucnonb3yercsi.

VYuebnas ayautopus Ne 302

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

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

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

He ucnonb3yercsi.

Mynsrumenuiinas yaeOoHas ayautopus Ne 304

[Tepedenn 06opynOBaHUS
AyIMOKOJIOHKA - 2 IIT.
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Jocka mapkepHas - 1 mT.
Komnbrotep ¢ BeixogoM B MHTepHeT - 1 miT.
[TpoekTtop - 0 mT.

Cron - 18 mt.

Cron npenonasaress - 1 mT.

Cryin - 36 wr.

Cryn npenogasarens - 1 mr.
Tematnyeckue uoctpauu - O mr.
TpuOyna - 1 mT.
VYyueOHO-HarIAHbIE TOCO0OUS - O IIIT.
OkpaH - 0 mr.

[lepedens mporpaMMHOTO 0OECTICYCHUS
(oOHOBJIEHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCHI MMPOTPAMMBI)
Adobe Acrobat Reader
Kaspersky Endpoint Security s Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 10

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

Mynsrumenuiinas yaeoHas ayautopus Ne 312

[Tepedenp 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

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

Mynsrumenuiinas yaeoHas ayautopus Ne 422

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

[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 8 Professional Russian

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

Jnst nekuuid, ceMHHapoB (TMPAKTHUECKUX, JaOOpPaTOPHBIX), KOHCYNbTAllMH, TEKYIIEro KOHTPOJI,
MpoMEeKyTouHOM arrectanuu, [ MA
JlaGoparopust conanbHO-TYMaHUTAPHBIX TUCHMIUINH (MyIbTUMeaniiHas aynutopus) Ne 307

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

[epeveHsb MPOrpaMMHOTO 00CCIICUCHUS
(0OHOBJIEHUE TPOU3BOIUTCS IO MEPE MOSIBJICHUS HOBBIX BEPCUI MPOrpaMMBb)
Adobe Acrobat Reader
Kaspersky Endpoint Security st Windows
Microsoft Office 2007 standart Win32 Russian
Microsoft Windows 7 Professional Russian

[Tepeuenr HHPOPMAITMOHHO-CITPABOYHBIX CUCTEM
(OOHOBJICHHUE BBITMOIHACTCS SKEHEACIBHO)
Consultant Plus
2GIS

Jns  nekuuid, CeMHHapoB (IMPAaKTUYECKHX), TPYNIOBBIX M HMHIUBHIYaJbHBIX KOHCYJIBTAIHH,
TEKYILETO0 KOHTPOJISA, TPOMEKYTOUHOM aTTeCTaIllH
Mynsrumenuitnas yaeonas ayauropust Ne 305

[lepeuens 060pyaOBaHUS
AyY/IHMOKOJIOHKA - 2 IIT.
Jocka mapkepHast - 1 mr.
WNndopmannonnas gocka - 1 mr.
Kommsbrorep ¢ Boixonom B MHTEpHET - 1 miT.
Kpyrisiii cron - 3 wr.
Hoyt6yk DELL - 8 mr.

TTonrorosneno B cucteme 1C:Yuusepcurer (000001350) Crpanuria 24 u3 30



Hoyt6yk HP - 2 mT.
IlepcoHanbHbIN KOMIBbIOTEP - | IIT.
[TpoekTtop - 1 mT.

Cremax - 2 mr.

Crton omHOMeECTHRIN - 10 mT.

Cron npenonasaress - 1 mrT.

Cryn - 27 wr.

Cryn npenogasarens - 1 mr.
TpuOyna - 1 mT.

OkpaH - | mr.

[lepedens mporpaMMHOTO 00ECTICYCHUS
(0OHOBJIEHHE TIPOU3BOUTCS 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 nHGOPMAITHOHHO-CIIPABOYHBIX CHCTEM
(0OHOBJICHHME BBHITIOIHACTCS €KEHEACIBHO)
Consultant Plus
2GIS

[Tomemenue Ui XpaHeHHS W TPOPUIAKTHYECKOTO OOCTYKMBaHUS Y4eOHOTO, KOMITBIOTEPHOTO
000pYI0BaHUS M XpPAaHEHUS SJIEMEHTOB MYJIBTUMEIUIHBIX J1a00paTopHii
CrnennansHoe nomenienue Ne 420

[lepeuens 060pyaOBaHUS
3amacHble YacTH ISl KOMITBIOTEPHOTO 000pyaoBaHus - O mT.
Haymnuku nms nuaragonnoro kabunera - 0 mr.
ITastmpHag cranmums - 1 it
[lepcoHanbHBIN KOMIIBIOTED - 4 IIT.
[InaHmeTHpI KOMIIBIOTED - 15 MIT.
Cepgep - 10 .
Cremnax - 0 mr.
Croin - 4 wr.
Cryn - 4 wr.

[TepeueHs mporpaMMHOTO OOECTICUCHUS
(oOHOBIIEHUE MTPOU3BOIUTCS IO MEPE MOSBICHUS HOBBIX BEPCUI MPOrpaMMBbl)
He ucnonb3yercs.

[TepeueHs HHPOPMAITMOHHO-CITPABOYHBIX CUCTEM
(0OHOBJICHHUE BBITMIOIHACTCS SKEHEACIIBHO)
He ucnonb3yercs.

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

[Tepedenp 06opynOBaHUS
3anacHble YacTH JJIA CTOJIOB U CTYNbEB - O MIT.
Matepuaibl 11 COMPOBOXKACHHS yueOHOTo mporiecca - O mrT.
HaGop#! ciiecapHbIX HHCTPYMEHTOB JJI1 00CITy)KMBaHUs y4eOHOTro 000pymoBanus - O mIT.
Cranok s cBepiieHus - O mT.
Cremax - 0 mr.
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VYrnosas nundoBanbHas MamuHa - () mrT.

[lepeuens nmporpaMMHOro o0ecreueHus
(0OHOBICHHE TIPOU3BOIUTCS 110 MEPE MOSBICHUS HOBBIX BEPCH MMPOTPAMMBI)
He ucnonb3yercsi.

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

11. MeToauvecKkue yKa3aHUsA M0 OCBOECHHIO TUCIUILUIMHBI (MOIYJIs)

BUJIbI 1 OPTAHU3AIIS CAMOCTOSITEJIBHOM PABOThI CTYJIEHTOB

VYenemHoe OCBOGHHE TEOPETHYECKOr0 MaTepuajia IO JUCHUIUIMHE TpeOyeT CaMOCTOSTENbHON
paboThl, HAIEJICHHOM Ha YCBOEHHE JIEKIIMOHHOTO TEOPETHYECKOr0 MarepHualia, paclIupeHue u
KOHKPETH3allUI0 3HaHUU MO pa3HooOpa3HbIM BoOMpocaM IucHUIUIMHBL. CaMocTosTenbHas pabota
CTYJIEHTOB IpelyCMaTPUBAET CIEAYIONINE BUIbI:

1. AynutopHasi caMOCTOsATeNbHAsI paboTa CTYACHTOB — BBINOJIHEHUE HA MPAKTHUECKUX 3aHITHUSIX U
1abopaTopHBIX paboTax 3aJaHui, 3aKPEIUIAIOIIMX IOJIyYeHHbIE TEOPETUYECKUE 3HAHUS JHO0
pacIIupsIONINe UX, a TAK)KE BHIMOJIHEHNE Pa3HOOOPA3HBIX KOHTPOJIBHBIX 3aJaHUM WHINBUAYATbHOTO
WIK TPYMIOBOTO XapakTepa (MOATOTOBKA YCTHBIX JOKIAJO0B MM COOOLIEHHH O pe3ynbrarax
BBITIOJTHEHMSI 3aJJaHU, BBIMOJIHEHUE CAMOCTOATEIbHBIX MPOBEPOUYHBIX PAOOT MO UTOTaM H3YUYEHHS
OTAENIbHBIX BOMPOCOB U TEM JAUCUHUILINHBI);

2. BwneaygutopHas caMocTosTeNbHas paboTa CTYIEHTOB — TOATOTOBKAa K JIEKIMOHHBIM,
MPAKTUYECKUM 3aHATHIM, Ja00paTopHbIM paboTaM, MOBTOPEHUE U 3aKpeIsIEHUE paHee U3YyUEHHOTOo
TEOPETUUYECKOTO MarepHasa, KOHCIEKTHPOBaHHE y4eOHBIX MOCOOMI M MEepUOJUYECKUX H3IaHU,
U3y4eHue mpobsieM, He BBIHOCUMBIX Ha JICKI[MH, HallMCAaHUE TeMaTUYeCKUuX pedepaTroB, BHIMOIHEHNE
WHAVBUAYAIbHBIX MPAKTHUECKUX 3aJaHHi, TOATOTOBKA K TECTHUPOBAHMIO [0 JTUCIUILIMHE,
BBITIOJTHEHHE UTOTOBOM paOOTHI.

bonbmioe 3HayeHwe B MpeNofaBaHUM AMCLUUIUIMHBI OTBOJUTCS CAMOCTOSITEIBHOMY TIOMCKY
CTyIeHTaMH HHQOpPMALlMU MO OTAEIbHBIM TEOPETHUECKUM M MPaKTHYECKHUM BOIIpOcaM H
npoOiemam.

[Ipy mlaHWpOBaHMKM M OpraHU3alldd BpPEMEHU Ui M3y4YeHHUs JUCHMIUIUHBI HEOOXOIUMO
pykoBoacTBOBaTtbest 1. S.1 wmmm 5.2 pabodedl mporpamMmbl  IUCHMIUIMHBL W 00ECIEUUTH
MOCJIEZIOBATEIbHOE OCBOEHHE TEOPETHUECKOr0 MarepHalia IO OTIEJIbHBIM BONpOCaM U TeMaM
(ITpunoxxenue 2).

HaubGonee uenecoobpazeH cleAylomuil TMOPSAOK M3yYEHUS TEOPETUYECKHUX BOIMPOCOB IO
JTUCLUILITUHE:

1. V3ydeHne crpaBOYHHMKOB (CIOBApEH, SHIUKIONEAUIN) C IENbI0 ySICHCHHUS 3HAYEHUS OCHOBHBIX
TEPMHUHOB, TOHSITUM, OTIPEIECICHU;

2. W3yuyenue y4yeOHO-METONUYECKUX MATEpUANOB JUIsl JIGKIIMOHHBIX, MPAKTHYECKHX 3aHSITHUH,
JabopaToOpHBIX PadoT;

3. H3yueHne pEKOMEHIYeMONW OCHOBHOM M JOMOJHUTEIBHOW JUTEpaTypbl U SJIEKTPOHHBIX
MH(OPMAIMOHHBIX HCTOYHHUKOB;

4. W3ydeHue MOMOJIHUTENBHON JIUTEPATYphl U HIEKTPOHHBIX HH(GOPMAIMOHHBIX HCTOYHUKOB,
OTIpE/IETICHHBIX B PE3yJbTaTe CaMOCTOSITENILHOTO MONCKa HUH(POpMALINK;

5. CamocrosiTenbHasi MPOBEpKa CTENEHHW YCBOCHMSI 3HAHUM MO KOHTPOJIBHBIM BOIPOCAM H/WIK
3aJlaHUsIM;

6. ITloBropHoe u AOMONHHUTENbHOE (YIIyOJIEHHOE) HW3y4YeHHE PACcCMOTPEHHOTro Borpoca (mpu
HEOOXOIMMOCTH).

B mpouecce camocTosTenbHONW pabOThl HAJl Y4YEOHBIM MaTepHalioM PEKOMEHIYETCS COCTAaBHUTH
KOHCIIEKT, TIJ€ KpaTKO 3alucaTh OCHOBHBIE TIIOJIOKEHUS H3ydaeMod TeMbl. IlepexomuTh K
CIIEYIOIIEMY pa3Jeily MOXHO IOCJ€E TOro, KOrja MpeaIIecTBYIONINI MaTepual MOHAT U yCBOeH. B
3aTPYIHUTENIbHBIX CIIy4asX, BCTPEYAIOMIMXCS MPU H3YyYEHUH Kypca, HEOOXOIMMO OOpaTHThCS 3a
KOHCYJIbTallUeN K MPETo1aBaTelio.
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[Ipy wW3yyeHMH AUCUMIUIMHBI HE PEKOMEHIYETCS HCMOIb30BaTh MarepHallbl, IOJITOTOBICHHbBIE
HEU3BECTHBIMU aBTOPAaMHU, pa3MEIllEHHble HAa HEO(UIMAJIbHBIX CalTax HEIEIOBOr0 COAEPIKAHMS.
KenarenpHo, 9TOOBI HCIIONB3yeMble OMOTHMOTrpadUUECKUE UCTOYHUKH OBLIM M3IaHBl B TOCIEIHUE
3-5 net. CTyneHTHI NMPHU BBIMOIHEHUH CAMOCTOSITEILHON pabOThI MOTYT BOCHOJB30BaThCA yUeOHO-
METOAMYECKUMH MaTepuajaMH MO0 AUCHUIIIMHE «JlOKyMEHTallMOHHOE O00ecledeHHe YIpaBiICHUS,
MPEJICTABICHHBIMU B JIEKTPOHHON OMOMMOTEKEe MHCTUTYTA, U MPEAHA3HAYCHHBIMU ISl TOATOTOBKHU
K JIEKIIMOHHBIM U CEMHUHAPCKUM 3aHSATHUSIM.

KoHTponbs ayauTopHOM CcaMOCTOSTENBHOM pPabOTBI OCYHIECTBISAETCS B (OpMe pOJIEBBIX WID,
cobecenoBanus. KOHTposb BHEAyTUTOPHON CaMOCTOSATEIbHON PabOTHI CTY/IEHTOB OCYILIECTBISIETCS B
(bopMe yCTHOTO WJIM MUCbMEHHOTO OIpoca.

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

Onucanue mnokaszaTeled U KPUTEPUEB OLEHUBAHUS KOMIETCHLIMH Ha pa3IMYHbIX JTamax HX
(dbopMupoBaHus, ONKMCAaHUE IIKAJl OLIEHUBAHUS

OrneHka KOMIIETEHIMI Ha pa3IMYHBIX 3Tanax uX GOpMHUPOBAHUS OCYIIECTBISETCA B COOTBETCTBHUHU C
[TonoxkeHreM O TEKyIleM KOHTPOJICE W MPOMEXYTOYHOU aTrTecTanuu, [lomokeHnem o OaTbHON U
PEHTHHTOBOM CHCTEMax OIICHHBAHUS U TEXHOJIOTHYECKOM KapToil nucummuinabl ([Ipunoxenue 1).
[TokazaTenn W KpUTEpUU OIICHMBAHMSI KOMIIETEHLMHA Ha JTamne TEKyIIero U IMPOMEXYTOYHOTO
KOHTpOJIsI ipescTaBieHsl B [Ipunoxxenuu 3.

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

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

OrneHka 3HAHWHA CTYJIEHTOB 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 ClIEAYOMuUX Gopmax:

- MPOOJIEMHBIE JICKITUH;

- neKuusa-oecena;

- IEKUUU C pa300pOM MPaKTUUYECKUX CUTYaIUH.

[IpakTueckue 3aHATHA TO JAMCHUIUIMHE «J{OKyMeHTallmOHHOE oOecrieuyeHue yIpaBiICHUS
OpUEHTHPOBaHbl Ha 3aKpEIUICHHE TEOPETHUECKOr0 Marepuana, H3JI0KEHHOTO Ha JIEKIHOHHBIX
3aHATHUAX, a TAK)KE Ha MPUOOpPETEHHE TONOTHUTENbHBIX 3HAHUM, YMEHUIN U MPAKTUYECKUX HABBIKOB
OCYUIECTBIIEHUSI MPO(ECCHOHATBHON JEATEIBHOCTH MOCPEACTBOM AKTUBM3AIMM M YCUJICHHS
CaMOCTOSITENIbHOM J1eATeNbHOCTH 00yYaIOIIIXCS.

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

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

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

3) KOHTpOIBHAs PaboTa MO OTAEIBHBIM BOIIPOCAM, IEJIbI0 KOTOPOH SIBISETCS MPOBEPKA 3HAHUMA
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CTYICHTOB U YPOBEHB IOATOTOBICHHOCTH JIJIsl YCBOCHHUSI HOBOTO MaTepuasia 1o AUCIUTUINHE.
Ha npakTudeckux 3aHSATHSIX OIICHWBAIOTCS M YYHTHIBAIOTCS BCE BHUIBl AKTUBHOCTH CTYICHTOB:
YCTHBIC OTBETHI, JIOTIOJIHEHUS K OTBETaM JAPYTMX CTYIACHTOB, ydacTHe B JHCKyCCHsX, pabora B
rpynmnax, HHUIIMATUBHBIA 0030p MPoOIEMHOTO BOMIpOCa, MMCbMEHHAs paboTa.

2) IlucemenHoe 3a1aHNe
®opmupyembie kommerenuu: [1K-4, ITK-6
[Tucemennoe 3aganue 2 cM. [Ipunoxenue 8. Kirou mis Beroopa pedepara cm. [punoxenue 9.

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

MaxkcumanbHbiit 6amt — 15

Otser B Buje (aitna B popmare doc

3amanue:

1. IlpuBectn 10 mpuMepoB opraHu3aIuii, ACUCTBYIOMUX Ha Tepputopun OMCKoOH oOmacTw,
YUYPEAUTENbHBIM JIOKYMEHTOM KOTOPBIX SIBJAETCS ycTaB, U 10 opraHu3zaumii, JEHCTBYIOIIMX Ha
OCHOBaHUU TOJOKEHUS 00 OpraHu3aluu.

2. a) Ilpunymare opraHuzainuio, KpaTko ONMCATh, YEM JaHHas OpraHU3alusl 3aHUMAeTcs, KTO
SBIISIETCS PYKOBOAMUTENEM, KAKOW IITAT COTPYIHUKOB, MOTYUHSIETCS JIU JaHHAS OpraHU3alus APyTruM
OpraHM3alysIM, KaKue OpraHu3aloOHHbIE JOKYMEHThI HEOOXOAUMBI JIJIS €€ IS TEIbHOCTH.

0) Coznmate Tpu Buja OJIAaHKOB /IS JTAHHOW opraHu3anuu (oOmuii OiaHk, OJIaHK MuchMa U OJaHK
CHEIHAIbHOTO TOKYMEHTA) 110 BCEM IPaBUJIaM COCTaBJICHUS OJaHKOB OpraHHU3alI|H.

Kpurepuu:

Otset Ha 1 Bompoc — 6 6. (1o 3 Gaia 3a KaKIyro TPYIITY OpraHUu3aIui).

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

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

Otser B Buje (aitna B popmare doc / jpeg

3amanue:

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

Kpurepuu:

JIoru4HOCTh ¥ MPOYMaHHOCTh CUCTEMBI JOKYMEHTOOOOPOTA C y4ETOM B3aUMOACUCTBUS Pa3IUUYHbIX
nozpasaeneHuii B opranuzamnuu — 10 6.

TpeOoBanus K OQOPMIICHHIO THCHMEHHBIX Pa0OT MPEICTAaBICHBI B METOAMYECKUX YKa3aHUSIX K
COZIEpPIKaHUI0, OPOPMIICHHIO M KPUTEPHSIM OIICHUBAHHS MHCHMEHHBIX, TPAKTHUYECKUX U KYPCOBBIX
paboT, 0moOpeHHBIX pernieHneM YdeHoro coBeta (rmpotokoi Ne 8 ot 29.04.2020 1).

3) [IpakTuueckoe 3amanue

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

Bri6op keiica cm. [Ipunoxenue 6.

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

MeToauyeckre Marepuaibl, ONIPEISSIONIe MPOIeaypbl OIICHUBAHUS 3HAHUH, YMEHHM, HABBIKOB U

(unn) ombITa AEATENBHOCTH, XapaKTepU3YIoIIKe Tarbl GOPMUPOBAHUS KOMIIETEHIIHMA
[Ipouenypa oneHMBaHUS 3HAHUI, YMEHHIA, HABBIKOB U (UJIM) ONBITA ACSITEILHOCTH 00yYalOIUXCs MO

TTonrorosneno B cucteme 1C:Yuusepcurer (000001350) Crpanuria 28 u3 30



JTUCIUIIINHE OCHOBaHA HAa MCIOJb30BaHWM llojokeHus o OaJTbHONM W PEUTHHTOBOM CHCTEMax
OIICHUBAHUS, TPUHATON B HHCTUTYTE, M TEXHOJIOTMYECKONW KapThl TACIIUILTAHEI.

Texyuiuii KOHTPOJIb:

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

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

- mpakTH4YecKoe 3aaanue (keic) - 0-50 6amios.

[IpomexyTouHas aTTecTaus:

- UTOrOBas padora - 25 6aios.

MaxkcuMaJIbHOE KOIM4eCcTBO 0autoB 1o gucruiuimae — 100.

MakcuMaibHOE KOJIMYECTBO 0aIOB IO pe3ysibTaTaM TEKYIIEro KOHTpoJs — 75.

MaxkcumanbHOE KOJIMUeCTBO 0aJIOB Ha dK3aMeHe — 25.

METOANYECKUE YKA3AHUA JUI OBYUYAIOIIMXCSA ITO OCBOEHMIO IUCHUTTIJIMHBI
B mnponecce uzyuenuss yueOHON IucHUIUIMHBI «/lokyMeHTanmoHHOEe oOecIieueHrue YIpaBiICHUS
CIIEyeT:

1. O3HakOMUTKCS ¢ paboueit mporpaMMoil AUCIUIUTHHBL. Pabodas mporpamMma COAEPKUT MEepevYeHb
pa3fenoB U TeM, KOTOpble HEOOXOAMMO H3YUMTb, IJIAHBI JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHATHM,
BONPOCHl K TEKYIIEH M MPOMEKYTOUHOW aTTeCTaldy, IMepeYeHb OCHOBHOM, TOMOJHUTEIHLHON
JUTEPaTypbl U pecypcoB HHPOPMAIIIOHHO-KOMMYHHUKAMOHHON ceTH «IHTepHeT» U T.A.

2. O3HaKOMHTHCS C KaJIeHAAPHO-TEMaTUYECKUM IJIAHOM CaMOCTOSITENIbHOM paboThl 00yUarOIIIXCsl.
3. [Tlocemarp TeopeTH4eckue (JEKIMOHHBIE) W TPaKTUYECKHE (CEMHUHApPCKHUE) 3aHATHA,
nabopaTopHbIe pabOTHI.

4. Tlpu NOATOTOBKE K MPAKTUYECKUM (CEMUHAPCKUM) 3aHSATHSM, a TakXKe MpPH BBINOJIHEHUU
CaMOCTOSITENIbHOI pabOThI CiIelyeT CIOIb30BaTh METOJUUECKUE YKa3aHUs ISl O0y4arOIIHUXCS.
VY4eOHblif TiaH Kypca «JlokyMeHTalmoHHOe obOecledeHne YIpaBICHUs» MpeanojaraeT B OCHOBE
M3yYEHHUS JUCIUIUIMHBI UCIIOIb30BaTh JIEKIIMOHHBIA MaTepual U OCHOBHbIE HCTOYHHUKH JINTEPATYPHI,
a B JIONOJTHEHHE — MPAKTUYECKUE 3aHATHUS.

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

[TpumepHBIii TIepedeHb aKTUBHBIX (OPM OOyUCHHS:

1) Gecenbl U TUCKYCCHH,

2) KeHMChI U TPAKTUYECKHUE CUTYAIUH;

3) uHAMBHIyaJIbHbIE TBOPYECKHE 3a/IaHUS;

4) TBOpUECKHUE 3aJ]aHKsl B Ipymnax;

5) mpakTuyeckue padoThl.

Ha nexknusix cTyneHThl JODKHBI MOMYYUTh CHCTEMAaTU3MPOBAHHBIA Marepuall MO TeMEe 3aHSATHS:
OCHOBHBIE TOHSTHUS U MOJIOKEHUS, KJIacCU(UKALUN U3yYaeMBbIX SIBICHUN U MPOLIECCOB, AJITOPUTMbI
Y METOAMKH OpraHu3alliy AUCUUILIUHBI U T.1I.

[IpakTryeckue 3aHATHS MPEATNONAratoT 6osee AeTaabHyI0 IPOopadOTKy TEMbI IO KaXI0i u3ydaeMoii
npobseMe, aHalIM3 TEOPETHUECKMX M TMPAKTUYECKUX AaCHEeKTOB AUCHUIUIMHBL s 3TOro
pa3paboTaHbl MOAPOOHBIE BOMPOCHI, OOCYX/JaeMble Ha CEMUHAPCKUX 3aHITHUAX, MPAKTHYECKHE
3a/laHusl, MUCbMEHHbIE paboThl U TecThl. [Ipy MOATOTOBKE K CEMHHAPCKUM 3aHSATHUSAM ClEIyeT
aKLEHTUPOBaTh BHHUMAaHHWE HA 3HAYUTEIBHYIO YacThb CAMOCTOSITEJIBHOM MPaKTU4YECKOH paboThI
CTYJICHTOB.

Jlnia Gosiee yCHEIIHOTO M3yYeHHUs Kypca MPenoAaBareiio cielyeT MOCTOSIHHO OTChUIAaTh CTYAEHTOB K
yueOHUKaM, nepruoanyueckoil meyatu. OCBoeHHe BCeX pa3/ieioB Kypca IpenosaraeT npuoopeTeHre
CTy[IEHTaMH HaBBIKOB CaMOCTOSITEIbHOTO aHalli3a MHCTPYMEHTOB W MEXaHM3MOB JHMCLHUILIMHBI,
yMeHue paboTaTh C HAyYHOU JTUTEPATyPOH.

OcHoBHass y4deOHas JHWTEpaTypa, TMPEACTaBICHHAs YYeOHMKAMH W YYE€OHBIMH ITOCOOHUSIMU,
OXBaTbIBAaCT BCE pa3leibl MPOrpaMMbl IO JIUCHUIUIMHE «JlOKyMeHTalMoHHOEe obecreyeHue
yopasneHus». OHa u3ydaeTcs CTyJeHTaMH B MPOIECCE MOATOTOBKM K MPAKTHMYECKUM 3aHATHUSAM,
3auery. JlomonHuTenbHas ydyeOHas JUTEpaTypa PeKOMEHIYeTcs Ui CaMOCTOSTENIbHON paboThl 1O
MOJTOTOBKE K CEMUHAPCKUM U NMPAKTUUECKUM 3aHATHUSAM, IPU HAMCAHUU MTUCbMEHHBIX padoT.
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[Ipu u3yueHum Kypca Hapsay C OBJIAJEHHUEM CTYIEHTAMHU TEOPETHUYECKUMH MOJOKEHHUSIMH Kypca
yaenseTrcs BHUMaHUE MPUOOPETEHUIO MPAKTUUECKUX HABBIKOB C T€M, YTOOBI OHM CMOIVIM YCHEIIHO
MIPUMEHATH UX B CBOEH MTPO(eCCHOHATBHON IeATETHHOCTH.

Onucanue 603modxcrnocmeit uzyuenusn oucyuniaunsl auyamu ¢ OB3 u unsanuoamu

B cayuae HeoOxomumocTH, OOy4aroOmIMMCS M3 YHUCNIA JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSMU
3I0OPOBBSI M MHBATUAOB (TI0 3asBICHUIO OOYYArOIIETOCs ) MOTYT MpeIaraTbCsl OMHU U3 CIETYIOIINX
BapHAHTOB BOCIPUATHS HH(DOpPMALMKM C YYETOM WX HHIWBUIYATbHBIX MCUXOPU3HUECKUX
OCOOCHHOCTEH, B TOM YHCIE C TPUMEHEHUEM OJIIGKTPOHHOTO OOydYeHUS M JUCTAHIMOHHBIX
TEXHOJIOTHI:

- JUISL JUI] C HapyUICHWsMH 3pEHHUs: B TMe4aTHOW (opMe yBeNWYeHHBIM MpupTOM; B (opme
ANIEKTPOHHOTO JIOKYMEHTa; B (popme ayaunodaiina (mepeBox yueOHbIX MaTepuasoB B aynuodopmar); B
nedatHOW (GopMe Ha s3bike bpaiinsg; WHIWBHUAyalbHBIE KOHCYJABTAIMA C TIPUBICUYCHUEM
TUdIOCYpIOTIEPEBOIUNKA; UHIUBUAYATbHBIC 3aJaHHs U KOHCYJIbTAIIUH.

- JUIS JHI C HapYIICHUSMH CIyxa: B MedaTHoW ¢opme; B (GopMe SIEKTPOHHOTO JOKYMEHTA;
BHUJEOMAaTepuaIbl C  CyOTHUTpaMu; HMHIWBUIYyalbHbICE  KOHCYJIBTAllMU C  TPUBJICUYCHUEM
CYpIOTIEPEBOIYNKA; UHAUBHUIyaIIbHBIC 3a/1aHUS U KOHCYJIBTAIlHH.

- Ons JWI C HApYyNICHUSMHU OMOPHOABUTATENBHOTO ammapara: B medatHoi ¢opme; B dopme
AIIEKTPOHHOTO JIOKYMEHTa; B (hopme ayauodaiisia; MHANBUIYAIbHBIC 3a/1aHUS U KOHCYJIBTAIlUH.

[Ipu mnpoBeneHWH TPOLEAYPHl OICHUBAHHUS PE3YyAbTATOB OOYYCHHS] WHBAIWUIOB H JIUI[ C
OTPAaHUYEHHBIMA BO3MOXXHOCTSIMU 370POBbsI IMPEIyCMATPUBACTCS HCIIOIB30BAHUE TEXHHUYECKHX
CPEICTB, HEOOXOUMBIX UM B CBSI3U C MX HMHIWBUIYaITbHBIMH OCOOCHHOCTSIMU. DTH CPEICTBA MOTYT
OBITH TIPEOCTABICHHI BY30M HIIM MOTYT HCIIOJNB30BAThCS COOCTBEHHBIC TEXHHUYECKHE CPE/ICTBA.
[TpoBenenue npoueaypsl OIIEHUBAHUS PE3YJIBTATOB 00YUYEHHS MHBAIUAOB U JIUIl C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMH 37IOPOBBSI JIOIYCKAETCS C HCIIOJIb30BAHUEM JIMCTAHIIMOHHBIX 00pa30BaTelIbHBIX
TEXHOJIOTHM.

[Ipy HEOOXOAMMOCTHM WHBaIUAaM ¥ JIMIAM C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH  370POBbBS
MPEIOCTABISICTCS JOMONHUTEIILHOE BpeMsl HJisl TOATOTOBKM OTBETa HAa BBITIOTHEHHE 3aJaHUI
Tekymiero koHTpous. [Ipouenypa mpoBeAeHHsS MPOMEKYTOUHOM arTecTalnuy JUisi OOyJaroIIuXcs C
OTPAaHUYEHHBIMA BO3MOXKHOCTSMH 3[I0POBbSI U OOYYarOIIMXCS WHBAIUAOB YCTAHABIUBAETCS C
y4€TOM WHIANBUAYATBHBIX MCUXOPU3NIECKUX 0CcOOeHHOCTEH. [IpoMexyTouHas aTrTecTarus MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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[Tpunoxenue 1.

TexHoJ0rN4YecKas KapTa ITMCHUIIJINHBI

JlokymMeHTaImoOHHOE 00eCTIeYeHIE
HaumeHnoBanue JUCLMIIMHBL
yIIpaBICHUS
Ko/IMuecTBO 3a4€THBIX IUHMIL 3
dopma MPOMEKYTOUHOM aTTECTALUU 3auer
o Buabl yueOHoil 1eATeJIbHOCTH dopma Bbaniasl
B CTYJIEHTOB OTYETHOCTH (MakcumMyMm)
Texkymumii KOHTPOJIbL
[Tocemenne u paboTra Ha JEKIMOHHBIX U
1 |opakTmyeckux — 3aHATHSAX  (coOecemoBaHue,
KOHTpOJIbHAasl ~ paboTa, KPYyrJblid CTOJI U
2 |Bemmonnenue nuceMenHoro 3ananud (pedepar) | I[Nucemennas padora
3 |BelnosiHEHNE TPAKTUYECKOTO 3a1aHus (KEHc) IIucemennast pabora
ITpoMe:KyTOUHASI ATTECTALMS
4 |BLIHOJ'IH€HI/IC HTOr0BOH PabOTEI |I/IT0r013a;1 paboTta, TeCT
Hroro nmo pucuuninge: 100
« » 20 T.
[TpenogaBarenn /

(yu. creniens, y4. 3BaHue, 10JDKHOCTH, DUO IMonnuce




[Tpunoxenue 2

TemaTnueckoe NJIAHKPOBAHHE CAMOCTOSATEIbLHOM Pa00ThI CTYICHTOB

Tema, pazaen

Ounas
dhopma

OuHo-
3aoyHas

dhopma

3aouHas
dbopma

Samauus s
CaMOCTOSITCIILHOM pa0OThI

®opmMma
KOHTPOJIS

1. HopmarusHho-
MeTOANYEecKast 0aza
JIOKYMEHTAallMOHHOTO
obecrieueHus
ynpasieauss B PO
HUCTOPHUS BOIIpOCA,
OCHOBHbBIE€ TEPMUHBI.

14

Ha ocHoBe 1exium u
JIOMOJHUTEIBHO
Marepuaia COCTaBUTh
XPOHOJIOTHYECKYIO
TaOIHILy o TeEMe
"Uctopust opraHuzanuu u
TEXHOJIOTHU
JIEIONIPOU3BO/ICTBA
Poccun".

B CTPYKTYypE
XPOHOJIOTHYECKOM
TaOJIULBl JOJKHBL OBITH
OTPaXXEHBbl  CIICIYIOIIUE
MIEPHOIbI
JIEIOTIPOU3BO/ICTBA:

1.1 Jdenonpou3BoJiICTBO B
Hpesnen Pycu

1.2 IIpukaznoe
JIEJI0TIPOU3BOJICTBO

1.3 Konnexckoe
JIEIOTIPOU3BO/ICTBO

1.4 UcniomHUTEIBHOE
JIEJI0NPOU3BOJICTBO

1.5 CoBerckoe
JI€JI0NPON3BOJICTBO

B

XPOHOJIOTHYECKAs
Tabimna

2. OpraHuzanuoHHas
JIOKyMEHTAIUS:
TpeOOoBaHUS
COCTaBIIEHUIO

0 OpMIICHHUIO.
TexHonorust paboTel ¢
JIOKyMEHTaMH.

K
u

14

Ha ocHoBe HOpMaTHBHBIX
aKTOB u OTKPBITHIX
VCTOYHUKOB WUHTEPHET
CaMOCTOSTENIBHOE
U3Yy4YEHHE
OpraHHU3aIIOHHO-
IIPaBOBOI
JIOKYMEHTaIlMHU:yCTaB,
MI0JIO)KEHNUE, MHCTPYKLUS,
JIOTOBOP. HeranbHoe

KOHCIICKT
OCHOBHBIX
MOJIOKEHHUN.




IToBTOpeHune U
3aKpEIICHUE U3Y4YEHHOTO
Marepuaga IO TeMe

"PacniopsiguTensHas
3.  PacnopsautenbHas JTOKyMeHTaIHs"
AOKYMCHTAIAL. 1. Hazuauenue
TpeboBatu K pacrnopsIUuTeIbHON
COCTaBJICHUIO u 7 14 JTOKYMEHTAITHIH. 3auer.
odopmIIeHHIO. 2. Bunel 1 ocobeHHoctn
Texnonorust paboTHI ¢ PACTIOPSTUTETBHO
AOKYMCHTAMH. JIOKYMEHTAIUH.
3. IlpaBuna cocraBiieHUS
OCHOBHBIX
pacropsIANTENbHBIX
IToBTOpEeHUE u
3aKpeIUIiCHUE HU3yYEeHHOTO
MaTepuaia Iojd  TeMe
4. CnpaBouHo- "CrpaBo4HO-
uHpopmMarmoHHas MH(pOPMALMOHHBIE
JIOKYMEHTALUS: JIOKYMCHTBI":
Tpe6OBaHI/IH K v 14 1. Haznauenue 3auer
COCTaBJICHUIO u CIIpaBO1HO-
O(i)OpMJ'IeHI/II'O. I/IH(bOpMaHI/IOHHBIX
TexHomorust paboThl ¢ AOKYMCHTOB.
JOKYMEHTaMH. 2. BI/II[BI U 0COOEHHOCTH.
3. IlpaBuna coctaBieHHS
OCHOBHBIX CIPaBOYHO-
MH(OPMALIMOHHBIX
OTBeTUTHh Ha CIIETYIOIINE
BOIIPOCHI O  MpaBHIIAX
BEJICHUSA TPyZLOBOM
KHM)KKH B OpraHu3aluu:
[IpaBuna 3anonHeHUs.
5. Kanpoas BHecenne wu3MeHeHMI B
JIOKYMEHTAITUS: CBEJIEHUS 0 paOOTHUKE.
TpeGOoBaHUS K Jy6nukar.
COCTaBJICHUIO u 10 14 |Ceenenwust o pabote. 3ayer.
0(OpPMIICHHUIO. Harpaxnenus.
TexHomorust paboTHl ¢ YBonbHEHHE.
JIOKYMEHTaMHU. VYyer u XpaHEeHHE
TPYIOBBIX KHUXKEK.
OTBETCTBEHHOCTD 3a
HECOOJIIOICHUE  TTOPSAKA
BEJICHUS TPYJIOBBIX

KHHKCK.




IToBTOpeHune U
3aKpEIUICHUE H3YYEHHOIO
Marepuaia 1O  TeMe
"OCHOBHEIE TPUHITUTIBI

6.0 OpraHu3aIuu
. OCHOBHbIE IPUHIIUIIBI JOKYMeHT00GOpOTa":
OpraHu3aIu 8 10 14 1 Srams|329€T-
JOKYMEHTO000pOTa. JIOKYMEHTO0GOPOTA
2. Perucrpauuss u yuer
MOCTYIAFOIINX
JIOKYMEHTOB.
3. Vuer
7. Hcnonnenue
JIOKYMEeHTOB. KoHTpoIib
HCIIOJTHCHMS
JIOKYMEHTOB. Dopmbl PazBepHyTHIC
KOHTPOJIA ~ MCIIOJIHCHHUA MMUCbMEHHLIE OTBETLI Ha
JIOKYMEHTOB. TuUmnoBbie BOTIPOCHI:
H HHJIUBHUyaJIbHBIC Cucrembl  3JIEKTPOHHOTO
CpoKHn HUCTIOITHCHUA JIOKYMEHTO000pOTA:
JIOKYMEHTOB.  AHanu3 pOOIeMBI BHEJIPEHUS, [3ayeT.
CTOVKTVDEI 3 12 12
PYKTYp MpeuMylIeCTBa u
JIOKYMEHTOO000POTA. HEIO0CTaTKH
CucTemMbl IEKTPOHHOTO HCIIONIB30BAHMS B
JOKyMEHTO000pOTA: JOKYMEHTAllHOHHOM
npoOJIeMBl  BHEJPEHHUS, yIPaBJIEHUU
OpeuMYyIIEeCTBa U OpraHu3aluen.
HEIOCTaTKU
HCIOIb30BaHUS B
JOKYMEHTAllMOHHOM
HUTOI'O 43 60 96




[Tpunoxenue 3

Iloxa3zaTenu u KPUTEPUHU OLICHUBAHUA KOMIIETEHIIUH HA dTame TEKYIIEro KOHTPOJIsA

Ne IHoka3aresn oueHUBaHUS Kpurepun oueHuBanusi HIkana
n/n OlleHUBaHUS
1 | Ilocemenne wu pabora Ha | 1. Ilocemenune 3aHATHNA: a) TOCCIICHHE 0-35
JEKIMOHHBIX U MPAKTHYECKUX | JICKIIMOHHBIX W MPAKTUYCCKUX 3aHATUH, O)
3aHATHAX (cobecenoBanue, | COOIIOICHUE TUCIUTIIIUHBI.
KOHTpOJIbHAS paboTa, Kpyriblid | 2. Pabora Ha JEKIMOHHBIX 3aHATHAX: a)
CTOJI ¥l TUCKYCCHUS ) BEJICHUE KOHCIEKTa JIeKIMH, ©O) YpOBEHBb
OCBOCHHMSI TEOPETUYECKOrO0 Marepuasna, B)
AKTUBHOCTh Ha JIEKLIHH, yMEHHUE
(hopMyIIHpPOBaTh BOMPOCHI JIEKTOPY.
3. PaGora Ha NpPaKTUYECKHX 3aHATHAX: a)
YPOBEHb  3HAHUS  y4E€OHO-TPOrPAMMHOTO
Marepuana, 0) yMEHHUE BBINONHSITH 33JaHUM,
MPEAYCMOTPEHHBIE TPOrpaMMoOil  Kypca, B)
MPaKTUYECKUE HABBIKM PabOTHI C OCBOCHHBIM
MaTepHUaJioM.
2 | IluceMeHHOE 3amaHue 1. HoBu3Ha TekcTa: a) akTyalbHOCTb TEMBbI 0-25

HCCIICIOBAHUS, 0) HOBH3HA u
CaMOCTOSITENIbHOCTh B IIOCTAHOBKE NMPOOJIEMBI,
(bopMyIHpOBaHHE HOBOTO aCIEKTa W3BECTHOU
npobjeMbl B YCTAHOBJICHMM HOBBIX CBsI3€i
(MeXNpeMETHBIX, BHYTPHIIPEIMETHBIX,
WHTETPAllMOHHBIX); B) YMeHUE paboTaTh C
HCCIEA0BAHUAMHU, KPUTUUECKOU JIUTEPATYPOH,
CHUCTEMaTU3UpOBaTb M CTPYKTYpHpOBATh
MaTepHalt; T') SBICHHOCTh aBTOPCKOW TIO3UITUH,
CaMOCTOSITENIFHOCTh OLICHOK U CYXACHUH; 1)
CTHJICBO€  €IWHCTBO  TEKCTa,  EIWHCTBO
’KAHPOBBIX YePT.

2. CreneHb pacKphITHS CYIIHOCTH BOMPOCA: a)
COOTBETCTBUE IUJIaHA TE€ME€ MHCbMEHHOIO
3a/1aHus; 0) COOTBETCTBUE COJEPIKAHUS TEME U
IUTaHy TMHCBMEHHOTO 3aJaHMs; B) MOJHOTA U
rJ1yOWHa 3HaHUM 10 TeMe; T) 00OCHOBAaHHOCTh
CIOCO0O0B M METO/I0B PA0OTHI C MATEPUATIOM; 1)
ymMeHue  00001mIaTh, JeJlaTh  BBIBOJBI,
COIOCTABJIATh PA3IMYHbIE TOYKU 3PEHUS IO
OJTHOMY BoTIpocy (rpobieme).

3. OGOCHOBAaHHOCTh BBIOOPAa MCTOYHHKOB: a)
OIIeHKa WCTIOJIh30BaHHOU JUTEPATYPHI:
MIPUBJICUEHBI JIU Hanbosiee U3BECTHBIE PaOOTHI
M0 TeMe WCCIEeNOBaHUs (B T.4. KypHAJIbHBIC
nyOoJIMKAallMK  MOCHEHUX JIeT, TOCJIeTHHE
CTaTUCTHUYECKUE JAHHBIC, CBOJKH, CIIPABKU U
T.1.).

4. Cobmonenue TpeboBaHUN K 0)OPMIIEHUIO:
a) HaCKOJIbKO BEpHO O(OPMIIEHBI CCBUIKH Ha
UCTOJIB3yEMYIO JIUTEpaTypy, CITMCOK
JUTEpaTypel; O) OIlEeHKa TpaMOTHOCTH W

5




KYJIbTYpPBI W3II0KEHUS (B T.4.
opdorpaduyeckoi, MYHKTYaIlMOHHOM,
CTHJINCTUYECKOW  KYJIBTYpHI),  BJIaJICHUC
TEPMUHOJIOTHEH; B) COOIIOIeHNE TpeOOBaHUM
K 00béMYy MMCHbMEHHOTO 3a1aHMSl.

HpaKTI/ILIeCKOC 3aJaHueC

1. Anamu3 mpoOJemMbl: a) YMEHHE BEpHO,
KOMIUIEKCHO M B COOTBETCTBHH  C
JNEHUCTBUTENBHOCTBIO  BBIACIUTh  MPUYUHBI
BO3HUKHOBEHHUSI IPOOJIEMBI, ONHUCAaHHOH B
MIPaKTUYECKOM 3aJIaHUH.

2. CTpyKTypupOBaHUe TPOOIIeM: a) HACKOJIbKO
YEeTKO, JIOTUYHO, I[OCJIEAOBATEIbHO ObLIN
U3JI0KEHBI TPOOJIEMBI, YYaCTHUKU TPOOIIEMBI,
MOCIIEACTBHS MPOOIEMBI, PUCKH JIJIs1 OObEKTA.
3. [Tpennoxenue CTpaTErnyecKux
aNbTepHATHB: a) KOJIWYECTBO BapHUAHTOB
pemeHust mpoOiiembl, 0) YyMEHHE CBS3aTh
TEOPHIO C TPAKTUKOW MPU PEIICHUH MPoodIIeM.
4. OOocHOBaHME peUIEHUs: a) HAaCKOJIbKO
apryMEHTHPOBAaHA TMO3ULHUA OTHOCHUTEIHHO
MPEUIOKEHHOTO  PEHICHUS]  MPAKTHYECKOTO
3aJaHus; 0) YpOBEHb BJIAJICHUSI
npodeccnoHaAIbHON TEPMUHOJIOTHEH.

5. JlornyHOCTh WU3JOKEHUS Marepuana: a)
HACKOJIBKO COOJIO/ICHBI OOIIETIPHHSATHIE HOPMBI
JIOTUKM B TMPEAJIOKEHHOM pelIeHuH, O)
HACKOJIBKO TPEIOKEHHBIN TIaH MOXKET OBITH
pean30BaH B TEKYIIMX YCIOBHSIX.

0-50

Iloxa3zatenu n KPpUTEPUHA OLNCHUBAHUSA KOMIIETEHIIMH Ha JTamne l'lpOMe)KyTO‘-IHOﬁ

aTTeCTallun

IToxka3aTeau oneHNBAHUA

Kpurepun onenuBanns

Ixana
OLlCHUBaHUA

Hrorosas pabota

KommuectBo 0anI0B 3a TECT
HpOHOpHI/IOHaJ'II)HO KOJ'II/I‘IGCTBy HpaBI/IJ'II)HBIX
OTBETOB Ha TecToBhle 3ajgaHusd. Ilocie
MPOXOXKIECHUS TecTa CYMMHUPYIOTCSA
pe3yabTaThl BHIOJHEHUS BCEX 3afaHUil IS
BBICTaBJIEHUS OOIIlell OIIEHKHU 34 TECT.

0-25




[Tpunoxenue 4
TECT

IO JUCHMITIIMHE <<J_—[OKYM€HT3,L[I/IOHHOC obecrneucHue YIIpaBJICHUA

MaxkcumanpHbii 6amt — 10
1. K 3amauam cuCTEMbI TOKYMEHTAIIMOHHOTO 00eCIIeUeH s YITPABICHHUS IEPCOHATIOM
HE OTHOCHUTCS:
a) OpraHu3aiys yuetra pabouero BpeMeHH;
0) opranmu3anus pacyera 3apabOTHOM IIIATHI;
B) oOecrieyeHne BEACHUS U XPaHCHHS TPYIOBBIX KHUKEK.

2. Peanmmzanms 3amad JOKYMEHTAIMOHHOTO OOECTICUCHHMs YIPaBJICHHUS MEPCOHATIOM
MO3BOJIUT MEHEKMEHTY KOMITAHUU:
a) co3aaTh panuoHanpHyo cucremy JJOVII;
0) OBBICUTH JI0XOJ] KOMITAHHU;
B) TIOBBICUTH KOPIIOPATUBHYIO KYJIbTYpPY KOMITAaHUU.

3. JokymeHTannoHHOe oOecrieueHre yrnpaBieHHs IepcoHaIoM 00s3aHbl BECTH:
a) TOCYJIapCTBEHHBIE YUPEKICHHUS;
0) opranu3anuu 001 GopMbl COOCTBEHHOCTH;
B) KOMMEPYECKUE CTPYKTYPHI.

4. HammeHOBaHHE JOKYMEHTA OINPEICIISETCS:
a) IPUHATHIM B OPraHU3AIMU IEPEYHEM TOKYMEHTOB;
0) HOMECHKJIATYpPOH J1e;
B) BHJIaMH JIOKYMEHTOB, peaycMoTpeHHbIXx OKY 1.

5. Cucrema JOKYMEHTALUU MPEICTaBIIsAET COOOIL:
a) COBOKYITHOCTb JIE€J1 B OpraHU3allnu;
0) COBOKYITHOCTh B3aMMOCBSI3aHHBIX M B3aMMO/ICHCTBYIOIINX JOKYMEHTOB;
B) OPSAJOK MOATOTOBKH JIOKYMEHTOB.

6. KanpoBas mokymeHTanus — 3TO:
a) COBOKYIHOCTb JJOKYMEHTOB, OTPAKAOLINX HAJMUUe U JBI)KEHUE NTEPCOHAIa;
0) COBOKYITHOCTb JOKYMEHTOB y4eTa U KOHTPOJIS;
B) COBOKYITHOCTh HOPMAaTUBHO-METOANYECKHX IOKYMEHTOB.

7. KpamudukanyoHHbIN CIPAaBOYHUK JOKHOCTEH pyKOBOAMTENEH, CIIELIUATNCTOB U
JPYTUX CITYKAIIUX OMpPEIeIIseT:
a) KBAJTM(PHUKAIIMOHHBIE XapaKTEPUCTHKHU K 0OIIEOTPACIEBBIM JOHKHOCTSM;
0) COBOKYITHOCTb PEKBU3UTOB JJOKYMEHTA;
B) TEPMMHBI, UCTIOJIb3yEMbIE B JIETIONPOU3BOJICTBE U APXHUBHOM JIEJIE.

8. TepMuHBI U onpeeNeHHs MO JeTONPOU3BOICTBY BKIIIOYAET B ceOsl:
a) Tpynosoii konexc P®D;
6) 'OCT P 7.0.8—2013;
B) KBaJM(UKAIIMOHHBIM CIPAaBOYHUK JIOJDKHOCTEH PYKOBOAMTENEH, CIEUHUaTINCTOB U
JPYTUX CIIY’>KalIuX

9. TpebGoBanus permamMeHTAIMH U YHU(PHUKAIIUN JOKYMEHTAIIMOHHON HHbOpMaIlUU B
chepe ymnpaBieHUss HEOOXOIUMO COOI0IaTh, TOTOMY YTO:



a) BCerzia Hy>KHO paboTaTh 10 IIpaBuiaMm;

0) 3TO CHOCOOCTBYET OCYIIECTBJICHUIO HHIMBUAYAJIBHOTO TOAXOAA K JEATEIHbHOCTH
PaOOTHHUKOB;

B) 3TO IMO3BOJISICT MOBBICUTH 3()(EKTUBHOCTH YIPABICHUS 32 CYET TOCTHUIKEHUS OOJIbIICH
OIIEPAaTHBHOCTH, YMEHBIIICHHUS 3aTpaT Ha pabOTy ¢ TOKYMEHTaMH.

10. MHCTpyKLMSA MO KaAPOBOMY AEIONPOU3BOACTBY IPEACTABISAET COOOM:
a) JOKYMEHT, COAEp)Kallhii HOpPMBI, MpaBWia, €JUHbIC TpeOOBaHUSA K JOKYMEHTaM B
OpraHu3aluy;
0) MOpAIOK NEHCTBUH C JOKYMEHTAaMH B COOTBETCTBHUHU C JACWCTBYIOIIUMH HOPMaMH U
IIPaBUJIAMU;
B) IIEPEYEHb UCIIOJIb3YyEMbIX JOKYMEHTOB.

11. K xagpoBOMy [1€10IIPOU3BOJICTBY HE OTHOCSITCS IOKYMEHTBI:
a) (UHAHCOBBIC,
0) y4eTHsbIE;
B) HH(OPMAIIMOHHO-CIIPABOYHBIE.
12. JloknmamHasi 3amicKa — 3TO:
a) JOKYMEHT, COCTaBJISIEMBbId NJIsi MOSICHEHHS OTIENbHBIX MOJOKEHUH BBITOJTHEHHON
paboThI;
0) JOKYMEHT, COIep KaIllUi pacIopsbKEHUE 0 KaJpOBBIM BOIIPOCAM;
B) JOKYMEHT, KOTOPBI JOJDKEH HH(POPMHPOBATH PYKOBOJHUTENS OpTaHU3AIUHN WU
CTPYKTYPHOTO MOAPAa3ICICHHS O PA3IUYHBIX COOBITUSX WU CIIOKUBIIUXCS CUTYaLIUX;

13. IllTaTtHoe pacmivcaHue yCTaHABIHBACT:
a) CTPYKTYPY, YTBEpP)KIAeTCs INTATHBII COCTAaB M YHCICHHOCTh MPEINPUSATHS C YKa3aHUEM
pa3mepa 3apabOTHOM MJIaThl B 3aBUCUMOCTH OT 3aHUMAEeMOM JIOJKHOCTH;
0) pacnucaHue BbIX0/1a Ha pabOTy WITAaTHBIX COTPYIHUKOB;
B) MOPSAI0K pabOTHI BCEX COTPYIHUKOB OpraHU3alllu,;

14. BHyTpeHHUE TOKYMEHTHI OpraHu3aluHu - 3TO:
a) JOKYMEHTBI, KOTOpPbIE TOTOBITCS, OOPMIIIIOTCS U UCIIOJIHSIOTCS B MpeEJeiax camou
OpraHu3aIuy;
0) TOKyMEHTHI, IIOCTYIHBILNE U3 BBIIIECTOSIICH OpTaHU3aINH;
15. I'pahuk CMEHHOCTH OTHOCHUTCS K JIOKyMEHTaM:
a) 00s13aTeNIbHBIM;
0) PEeKOMEH1yeMbIM;
B) 00s13aTEIBHBIN B CBSI3U C OCOOCHHOCTSMH KOMIIAHUY;

16. [TosokeHHE O TMePCOHANIE SIBIISICTCS JOKYMEHTOM:
a) 00s3aTCIIbHBIM;
0) pEeKOMEHTyEMBIM;
B) 10 Mepe HEOOXOTUMOCTH.

17. JlTokyMEeHTOM, B COOTBETCTBUHU C KOTOPHIM B TPYAOBOM JOTOBOPE YKa3bIBAIOTCS
CBEICHMSI, YIOCTOBEPSIOLINE JINYHOCTh PAOOTHHKA, SBIISETCS:
a) BOJIUTENILCKOE yJIOCTOBEPEHHE;
0) 3arpaHUYHBINA ACHIOPT;
B) macnopt rpaxkaanuHa Poccuiickoit ®eneparnun.

18. Odopmiienne Ha paboOTy IO COBMECTUTENBCTBY B TPYAOBYIO KHIKKY:
a) 3aMMChIBAETCS BCET/A;



0) HE 3aIUCHIBACTCS;
B) 3aITMCBIBACTCS T10 JKEITAHUIO pa0OTHHUKA.

19. Ipukas, ecnu oH 0hOpMIICH B POU3BOJILHON dopme, OyeT:
a) JICHCTBUTEIILHBIM;
0) HeJIeHCTBUTEIILHBIM;
B) IICHCTBUTEIIBLHBIM, €CIIH B HEM YYTEHBI BCE TPEOOBAHHUS K 00S13aTEIIbHBIM PEKBH3HTAM.

20. KoprniopaTuBHBIN CTaHIAPT MPEACTABISAET COOOM:
a) CBOJI MPaBUJI, IPEIMMCHIBAIOIIHNIA OTIPEICIICHHBIC ISHCTBHS B TPYIOBBIX CUTYAITUSX;
0) npaBWIIa BHYTPEHHETO TPYJOBOTO PACTIOPSIIIKA;
B) JIOKYMEHT, PETJIaMEHTHPYIOIIHA JPeCcCc-KO OpraHu3allnu.

21. TpynoBoii 1OTOBOP 3aKJIFOYACTCS:
a) Ha CPOK, KOTOPBIN OIpeeseTcs paboToaaTenem;
0) Ha oIpe/IeTICHHBIN CPOK;
B) Ha HEOIPE/IEICHHBIN CPOK;

22. XapaKTepHCTHKA MPEACTABISIET COOOM:
a) JIOKYMEHT, YJOCTOBEPAIOIINI MOPYYEHHE KOMY-JHOO OINpEeeTIeHHBIX IEHCTBUM, Mepenavy
OTIpe/IeNIEHHBIX MPaB JJOBEPUTEIS;
0) opUIMATBEHBIN TOKYMEHT C OT3BIBOM O CITY)KCOHOH, OOIIEeCTBEHHOM e TEIILHOCTH KOr0-T100;
B) JIOKYMEHT O BBIIOJTHIEMbBIX COTPYAHUKOM (DYHKIIUAX;

23. [IpaBusia BHYTPEHHETO TPYIOBOIO PACHOPSIKA SIBISIOTCS TOKYMEHTOM:
a) 00s3aTeNbHBIM;
0) pEKOMEHTyEeMbIM;
B) IO Mepe HEOOXOIMMOCTH;

24. Homenknartypa nien npeacraBisieT coOoid:
a) IBW)KEHUE JIOKYMEHTOB B OPTaHM3allMi C MOMEHTa UX CO3JAaHUs WM TOJYYECHHUS IO
3aBepILEHUS UCTIOTHEHUS WIN OTIPABJICHHUS;
0) cucTeMaTH3MPOBAHHBIN NEPEUYEHB 3aroJIOBKOB JIeN C yKa3aHHEM CPOKOB WX XpaHEHUS,
0(OpPMIICHHBIH B YCTAaHOBJICHHOM TOPS/IKE.

25. JInst BpEeMEHHOTO XpaHEeHUs JOKYMEHTOB TI0 TMYHOMY COCTaBY YCTaHOBJIEH CPOK:
a) 75 ner;
0) 10 ner;
B) 50 ner.

26. Kaxoil OiaHk opraHuszali HPUMEHSIOT Uis O(OpMIIEHHs TMpHKaza II0
OCHOBHOMH JI€ATEIILHOCTHU?

a) OJaHK MHUCHbMa;

0) 6;1aHK KOHKPETHOTO BHJIA IOKYMEHTA;

B) OJIaHK JOHKHOCTHOTO JIMIIA.

27. IIpaBoM NOANMCAHMS MPUKA30B BIIAJIECET

a) pyKOBOJUTEIb CTPYKTYPHOTO MOAPA3AEICHUS;
0) pyKOBOJMTEIb OpTraHU3aIiH;

B) JIOJKHOCTHOE JINLIO-COCTaBUTEIb ITPUKA3a.



28. KTo moanuceiBaeT 3aaBiicHUAE?

a) PYKOBOJUTENb OPTaHU3aI1H;

0) pyKOBOAMTEIH CTPYKTYPHOTO MOAPA3ICICHNUS;
B) COCTaBUTEb.

29. Kakoli pekBH3UT HYXHO OQOPMHTb, YTOOBI KOMHUS JIOKyMEHTa Mpuodpena
IOPUIMYECKYIO CHITY?

a) OTMETKA O 3aBEPEHUM KOIIHU;

0) oTMeTKa 00 MCIIOJHUTEIE;

B) HJICHTU(UKATOP DIEKTPOHHOH KOITUH TOKYMEHTA.

30. IIpouecc oTHeceHUS [TOKYMEHTOB K OIPEACICHHOMY Jelly M CHCTeMaTU3allus
JIOKYMEHTOB BHYTPH HETO Ha3bIBACTCS

a) bopmupoBaHueM e,

0) HOMEHKJIATypOil J1e;

B) perucTpamnueii T0KyMeHTOB.

31. K xakoMy BHJIy MPUKA30B MOKHO OTHECTH TpUKa3 O mpuémMe Ha padory?
a) MpHUKa3 [0 OPraHu3alMOHHBIM BOIPOCaM;

0) mpHKa3 0 OCHOBHOM JIEATEIIBHOCTH;

B) IIPUKa3 MO JUYHOMY COCTaBY.

32. Kakoii neuyatbio 3aBepsieTcs NOAINCh PYKOBOJIUTENS HA OPraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTax MpeAnpusaTus (ycraBe, LITATHOM paclucaHum)?

a) meyaThlo OT/esa KaIpoB;

0) meyaTpio OyXTanTepuu;

B) repOOBOI1 MeYaThi0 OpraHu3aIuHg.

33. Yro Takoe NOJJIMHHUK TOKyMEHTa?

a) TEPBBIM WIM E€IUHUYHBIA SK3EMIUIP OQUIIHUATBLHOTO JOKYMEHTa, O(QOpPMIIEHHBIN U
MOJMMCAaHHBINA B COOTBETCTBUU C YCTAHOBIECHHBIMU TPEOOBAHUSIMU;

0) Kommus TOKYMEHTa, 3aBEPEHHOTO 10 MTpaBUjIaM, MPUIAIOIINM €My IOPUIUYECKYIO CHITY;

B) AyONMKAT, BbIIaBa€MbIil B CITyyae yTPaThl BIaJIEIbIIEM MOAIUHHOTO TOKYMEHTA.

34. Ha xakuXx TOKyMEHTaX MPOCTABIAETCS PEKBU3UT «OTMETKA O OCTYIIEHUH TOKYMEHTA
B OpraHU3aIuio»?

a) Ha BXOJIAIIHX;

0) Ha UCXOISIINX;

B) Ha BHYTPEHHUX.

35. B kaKkux JHSX yCTaHABIMBAIOTCS CPOKH UCIIONHEHHUS TOKYMEHTOB?
a) B KaJICHAApHBIX JHSIX.
0) B pabouux JTHSX.

36. JIOKyMEHTBI, COCTaBJIIEMbIC KOMHCCHUEH, TTOITUCHIBAIOTCSI
a) pYKOBOAHUTEJIEM OpPTaHHU3aInu;

0) mpenceaaTeneM KOMHUCCHH;

B) MpejiceaTeNieM U YiieHaMH KOMUCCHH;

T) IpejceaaTeeM KOMUCCUU U CEKPETAPEM.

37. 'apaHTUiHOE MUCBMO:
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a) moATBepkmaeT ¢GakT OTHPAaBKUA aapecary KaKuX-THO0O JOKYMEHTOB WJIH JIPYrux
MaTEepUAIbHBIX LIEHHOCTEN;

0) moATBEPXKIIAET OIpeieJICHHbIE 0053aTeIbCTBA, 00CIIaHs OPraHU3alINuN;

B) COJIEPIKUT OTBET Ha MUCHMO-TIPOCHOY.

38. AKT — 310

a) TOKYMEHT MH(POPMAIMOHHOI'O XapaKTepa, COJACPIKAIIUKA OMMCaHUe TIPOU3BOACTBCHHON
JESTEIIbHOCTH OpTraHU3aIuy;

0) JOKYMEHT, aJIpeCOBAHHBIN PYKOBOJIUTEIIIO OpPraHU3allid U WHPOPMUPYIOIIMH €ro o
CIIOXKHBIICHCS CUTYallU, UMEBIIIEM MeCTO (paKTe;

B) JIOKYMEHT, ITOATBEPXKAAIOIININ (HaKThI, COOBITHS, ICHCTBUSI.

39.  Buj opranu3annroHHOTO JOKYMEHTA, KOTOPBIHA OIMpeAessieT MopsI0K 00pa3oBaHus,
CTPYKTYPY M OPraHU3aLHUI0 paOOThI IPEANPUATHS

a) ycTas;

0) MHCTPYKIHS;

B) ITOJIOXKEHUE.

40. 13 gero coctouT rpud coriiacoBaHus J0KyMeHTa?

a) coBa «COT'JIACOBAHOY;

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

B) u3 cinoBa «COI'JTACOBAHO», moamucu ¢ pacmm@poBKOW W ATl MOIIHCAHUS
JIOKYMCHTA;

r) U3 cioa «COI'JTACOBAHO», nomxHOCTH JHIla, HAMMEHOBAHUS OpraHU3alluH,
HOJIIKCH C pacIU(POBKOM U AAThI MTOIITHUCAHUSI.

41. I3 yero cocTOUT perucTpaliMOHHbIN HOMEp TOKyMeHTa?

a) W3 TOPSIKOBOIO HOMEpPA, KOTOPHI MOXET OBITh JOMOJHEH IO YCMOTPEHUIO
OpraHu3aIuy;

0) TOJIBKO U3 MOPSAIKOBOTO HOMEpPA JOKYMEHTA;

B) M3 MHJIEKCa JieNla, B KOTOPOE MOAIIUBACTCS JOKYMEHT;

I) 10 YCMOTPEHHUIO OpraHU3aliH.

42. B Kakux clydasx MpPUBOAMUTCA COKpPALIEHHOE HAMMEHOBAaHHE OpraHU3alllH,
BBIITYCKAIOIEH JOKYMEHT?

a) €CJIM MOJIHOE Ha3BaHUE OPTraHU3alluK COCTOUT 0oJiee UeM U3 5 CIIOB;

0) eciaM COKpallleHHOE€ HAWMEHOBAHUE 3aKpPEIUIEHO B YYPEIUTENBHBIX JOKYMEHTax
OpraHu3aluy;

B) €CJIM COKpAIlleHHOE€ HAaUMEHOBaHHE UCIIONIb3YeTCs Yallle, YeM MOJIHOE;

I') €CJIM JOKYMEHT SIBJISIeTCS] BHYTPEHHHM.

43. CrangapTusanus — 3TO

a) CBepKa JOKYMEHTOB yupexaeHus ¢ TpedoBanus ['OCT;

0) mporiecc yCTaHOBIICHHS W MPAMEHEHHSI TIPABHII C TEITBI0 YIIOPSIOYCHUS e TETHHOCTH
B JIEJIONIPOU3BO/ICTBE;

B) CBEpKa JJOKYMEHTOB YUPEKICHUS C (PaKTHUIESCKUM HAITMYMEM COOTBETCTBYIOIIMX MaTe-
pHaTIbHBIX OJiar;

T') KOMIUIEKC TTOJI0KEHUH, OTPENEISIFOIINX OPTaHu3aINI0 JOKYMEHTOB Ha MPEANPHSTHH.

44, JlTokyMEeHTAIlMOHHOE 00ECTICUeHHE YITPaBICHUS — ITO
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a) IeATENBHOCTh arlrapaTa yIpaBJeHHUs, OXBaThIBAIOIIAss BOIMPOCH! IOKYMEHTUPOBAHUS 1
opranuzani paboTbl € JOKyMEHTAaMH B TIPOILIECCE OCYIIECTBICHHS UM YIPABICHYECKUX
ynxumi;

0) mpaBmIbHO O(OPMIIEHHBIE TOKYMEHTHI, OTPAXKAIOIINE BECh CIIEKTP YNPaBICHUYECKOM
ACATCIIBHOCTH IPCAIIPUATHA,

B) OpraHu3anus JOKyMEHTO000pOTa B YUPEKIACHUY;

r) KOMIIJICKC OCHOBHBIX HOHOX(CHHﬁ, OIPEACTIAOMIUX n PETIIAMCHTHPYIOIIIUX
OPraHMU3aLUI0 JOKYMEHTUPYEMBIX IIPOLECCOB HA IMPENIIPUATHH.

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

0) 3aroJIOBOK K TEKCTY, OTMETKa 00 UCIIOIHUTEIIE;

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

46. JIoKyMeHT, coaepsKalluii 3anKch X0a 00CYKAECHUs BOIIPOCOB U MPUHATHS PEIICHUN
Ha cOOpaHUsX, 3aCEAAHUAX, COBEUIAHUAX, KOHPEPEHIIHNX, TEIOBBIX BCTPEYax — 3TO. ..

a) yKazaHue;

0) IPOTOKOIT;

B) pacnopspKeHue

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

0) MpuKasbl;

B) CIIPaBKH.

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

0) ycTaB, HHCTPYKLUA

B) YCTaB, yKa3.

49. Kakum opraHom M3/1aeTcs peleHue

a) KOJIJIETHAIbHBIM

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

50. Kako#t pekBH3HT pacnojaraercs B JICBOM HUKHEM YTITy
a) rpud yTBEpKACHUA

0) Bu3a

B) rpu( orpaHnyeHus

51. KonTposs 3a cobmoaennem rpaduka JOKyMEeHTO000pOTa BO3jIaraeTcs Ha:
a) pYKOBOIUTEIISI OPTaHU3AIUN

0) rmaBHOrO OyXranrepa

B) oO1iee cobpanue yuapeauTeneit

52. Opranuzaius 00s13aHa XpPaHUTh BCIO OyXTAITEPCKYIO IOKYMEHTAIIHIO:
a) He MeHee 3 JIeT;

0) He MeHee 5 JIeT;

B) He MeHee 10 ner;

r) He MeHee 15 jer.

53. Pabouwmii rutaH cueToB OYXTalTEPCKOTO y4eTa YTBEPKIAASTCS MPEIIPUITHEM:
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a) Ha ocHOBe [Inana cueroB, yrBepkaeHHOro MunuctepcTBoM puHancoB PD;
0) caMOCTOSITEIIBHO.

54. JIOKyMEHTUPOBAHUE B XO3SMCTBEHHOM JIEATEILHOCTH — 3TO
a) obopMIIeHHE BTOPUYHOTO YUETHOTO JOKYMEHTa

0) ohopmiIeHNE TIEPBUYHOTO YYETHOTO TOKyMEHTa

B) opopmiieHHE COMTPOBOAUTENHHON TOKYMEHTAIUH.

55. IlepBu4HbBIC YUYETHBIE JOKYMEHTHI B XO3IUCTBEHHOM JIEATEILHOCTH O(POPMIISIOTCS
a) B cBOOOIHOM hopme

0) B cMemaHHoOU hopme

B) B THIIOBOH (hopme
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[Tpunoxxenue 5
KENC

Keiic - onucanue peaqbHBIX SKOHOMHUYECKUX, COLUANIBHBIX U Ou3Hec-cutyauuid. O0ydaromuecs
JIOJDKHBI MICCIICIOBATh CHTYAllMIO, pa3o0parhCsi B CYTH NPOOJEM, MPEIIONKHTH BO3MOXKHBIC
pemieHuss M BbIOpaTh Jiyuymiee u3 HuX. Keicbl OCHOBBIBAIOTCS Ha pealibHOM (HaKTHUECKOM
MaTepHale UK e MPUOIIKEHBI K PeaIbHON CUTYAIIHH.

Llenv xelica - HayuuTh OOYYAIOIIMXCS aHAIM3UPOBATH MPOOJIEMHYIO CHUTYaIUIo,
BO3HUKIIIYIO TIPU KOHKPETHOM TOJIOKEHHH JIeN, U BBIPA0OTaTh PEUICHHE; HAy4YUTh PadOTaTh C
nH(OPMAIIMOHHBIMU UICTOYHUKAMH, ITepepadaThiBaTh €€ U3 OJHON (DOPMEI B IPYTYIO.

B npouecce BbINOIHEHMS Kelica pelIaloTCs CIEIYIOIME 3a1a4u:
o  dopmMupoBaHHE U Pa3BUTHE HHPOPMAIIMOHHOW KOMIIETEHTHOCTH;
e Pa3BuTue yMEHMI UCKATh HOBBIE 3HAHUS, AaHAJIM3UPOBATh CUTYAlUH;
e Pa3BuTue HABBIKOB CAMOOPraHU3aIMH, CAMOCTOSATEIbHOCTH, HHUIIUATUBHOCTH;
e Pa3BuTue yMEHMI NPUHUMATh PELIEHUS, APTYMEHTUPOBATh CBOIO MTO3ULIHIO.
O0s13aTeNnbHBIMU COCTABIISIOUIMMU 3JIEMEHTAMHU Kelica SBISAIOTCA:
- TUTYJIbHBIN JIUCT;
— OCHOBHAs 4acTh;
—  3aKJIIOYEHHUE;
—  CIHCOK MCNOJIb30BAHHBIX UCTOYHUKOB,
—  NPUIOKEHUS
TpeboBanust kK OGOPMIICHUIO TNPAKTHYECKUX PabOT MpPECTaBICHBI B METOIUYEeCKUX
YKa3aHUAX K COJIEP>KaHuI0, 0OPMIICHHUIO U KPUTEPUSIM OLIEHUBAHUS MUCbMEHHBIX, TPAKTHYECKUX

¥ KYPCOBBIX pa0OT, yTBEPKICHHBIX pemeHrneM Hayano-meToamaeckoro coeta (mpotokoi Ne§ ot
07.06.2018 .).

3aganue: cocraBbTe W 0(QOpMHTEe [JAOKYMEHTbI, He00XoAuMble B JaHHBIX
YIPABJCHYECKHUX CHTYAIUAX.
Bapuanr 1

Curyanus 1.

Ha MockoBckoM KOMOMHATE MO MPOMU3BOJCTBY MY3bIKJIBHBIX MHCTPYMEHTOB M MeOeH
(rocygapcTBEHHOE PEANPUITHE), KOTOPBIM BXOAUT B KoHIlepH 1o pa3paboTKe U MPOU3BOJICTBY
OpOAYKIMH My3blKaabHON mpombiiieHHocTd (POCMY3IIPOM), neiictByer Ilonoxkenue o
IPEMHUPOBAHUH PYKOBOJUTENEH 1IEX0B, OTAENIOB U cyk0, yrBepkaeHHoe 05.01.2013 Ne 27.

12 anpens Tekymiero rojga AupekTop komOuHata B.M.JlaproHOB mopyuusn HayalbHUKY
oTnena Tpynaa u 3apabotHoii riatel MapkoBy H.I'. paccunrarh pazmep npeMun pyKoBOJIUTENISIM
OTJIENIOB, IIEXOB U CIyX 0 KomMOMHaTa Mo uroram paOOThI 3a MEpBbIM KBapTai K 15 ampens, a
riaBHOMY Oyxranrepy komOuHaTta TpommHnoii C.I'. — oprann3oBaTh BeIIIaTy npeMuu k 20 anpenst
TEKYILEro roja.

Havanpauk mmaHoBo-sKoHOMHUYeckoro oTaena MarteeeBa C.H. m rmaBHBIN Oyxranrep
Tpomuna C.I'. 3aBU3MpOBaNM MPOEKT NMPHKa3a IUPEKTOpa KOMOMHATA.

Curyanus 2.

JenapTamMeHT MOIAEPKKH W Pa3BUTUS MAJIOr0 NPEANPUHHUMATENBCTBA IMHCBMOM 3a
MOAMKCHIO 3aM.JUPEKTOpa jaenapramenTta CepukoBa A.B. yBenoMun pyKoOBOACTBO IETCKOTO
caga Ne 1586 0 TOM, 4TO B CBSI3M C Pa3BUTHUEM MPEINPUHUMATEIHCTBA 3JaHUE JAETCKOTO caaa
JOJKHO OBITH TIEpeaHo AJIs TEXHUYECKUX HYXK] JeTapTaMeHTa.

Ucnonuutenem BacuibeBol Mo nopydeHuto gupekropa aerckoro caaa Ne 1586 HOro-
3amagHOro OKPYKHOTO YIpaBlieHUs 00pa3oBaHusi . MOCKBBI, paCHOIOKEHHOTO Ha IMPOCIIEKTE
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MuuypuHckoM, 10M 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aAPECOBAHHOE OTIEIy ITHUCEM
Mbpun Mockssl 1o agpecy: r.MockBsa, yin.TBepckas, 13, B KOTOpoM JupeKTop AeTcKoro caga Ne
1586 O.A.A6pamoBa nmpocuiia pa3o0paThCs B JAaHHOM BOIIPOCE, MOTUBUPYS TEM, YTO B HA3BAaHHOM
pailoHe JETCKUX Ca/loB OCTAJIOCh MaJI0 U HE BCE JIETM MOTYT IOCeUlaTh JAETCKHUE JIOIIKOJbHBIE
yupexeHus. [lucbmMo Ob110 OTBETOM Ha MOJIY4YEeHHBIN TOKyMEHT oT [lenaprameHTa.

Bapuanr 2

Curyanus 1.

A.H.llunos, npeaceaarenab POCCUICKOTO areHTCTBA MEKIYHApOAHOTO COTPYHUYECTBA U
pa3BuTHs (TocynapcTBeHHas opranu3zanus npu [Ipasurensctse PD), 24 ¢espains Tekymiero roaa
NOPYYWJ CTPYKTYPHBIM IOAPA3/JCJICHUSM areHTCTBA COBMECTHO C  IpPEACTaBUTEISIMU
['ockomumymectBa Poccun k 10 ampens MOATOTOBUTH MPOEKT IMPOTPaMMBbl IIPUBJIEUEHUS
MHOCTPAHHBIX MHBECTHLMI K MPOLECCY AKIMOHUPOBAHUS TOCYJAPCTBEHHBIX IPEANPUATHMN.
[Topydyenue ObUTO JaHO BO HCHOJNHEHHWE MoctaHoBieHus llpaButensctBa PD ot 24 deBpans
tekymero roga Ne 246 I'nmaBHOMY yHpaBJIEHHIO OTPACIEBBIX HMHBECTHULMOHHBIX MPOrPAMM,
['maBHOMY JOrOBOPHO-IIPAaBOBOMY YIIPaBJIEHHWIO M [J1aBHOMY YIpaBJIEHHUIO CTpaTeruud U
WHBECTUPOBAHUS.

[TpoexT nmpukasza npezacenaTesis areHTCTBAa ObUI 3aBU3HPOBAH €0 NEPBBIM 3aMECTUTENIEM
J.H.®enopoBbiM U HaYaJIbHUKOM [ 'J1aBHOTO JOrOBOpHO-IIpaBoBOro yrpasieHus U.B.MnbusbIM.
KonTposns 3a ucnonnenuem nprkasa 0bu1 BoznoxkeH Ha [|.H.denoposa.

Curyanus 2.

[Ipencenarens mpapineHus: akunoHepHoro kommepueckoro 6anka «TOPITIPEJIBAHK»
(mp.Bepranckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymos
obOparmncs k ['enepanpHOoMy aupektopy HIIO «Acbect» JI.M.BonbiHeBy c¢ mnpocbOoit
paccMoTpeTh Bompoc o mpenoctaBieHun B miutTenbHYy0 apeHny AKb «TOPITIPEJABAHK»
pabounx tutomianei — 180 kB.M MoJ pa3MelleHue OTAeNeHus OaHKa.

ITuceMo OBLIO cocTaBieHO HcrojaHuTeneM llomiecHol Ha MOJDKHOCTHOM OJlaHKe
npeceaarens npaBieHus 0aHKa U MOANKCaHO 24 MapTa TEKYIIEro roja.

Bapuanr 3

Curyanus 1.

Hupexrop OO0 «Meura» [lonsikoB B.M. 10 okTs0psi Tekylero rojga u3gajl MpHUKa3 o
IIPOBEJCHUHY MHBEHTapHU3allMi TOBAPHO-MAaTEPUAIIBHBIX LIEHHOCTEW Ha cKiane npeanpusatus. OH
Ha3HA4YMJI KOMHUCCHIO TOJ] MPEACENaTeIbCTBOM KOMMEPUECKOTo aupekTopa 3oiorapea E.M. B
COCTaB KOMHCCHM BOLUIM TiaBHbIN Oyxrantep Bomoaumna E.H. m Oyxranrep MBanosa B.C. B
npuKa3ze ObUIO MOPYYEHO MpPEICTaBUTh Ha YTBEP)KICHHE JOKYMEHTHI CKJIAJICKOTO ydera (1o
COCTOAHMIO Ha 1 OKTAOps) M OT4eThl 00 OCTaTKax TOBapHO-MAaTepUANIbHBIX IIEHHOCTEH (110
coctosiHUIO Ha 10 okTa0pst) K 15 oKTAOpSL.

[TpoexT npuka3za ObLIT 3aBU3UPOBAH SKOHOMHUCTOM Ipeanpuatust Mutunoit O.A.

Curyanus 2.

Hcnonaurenem M. 1O. IonaxoBoi 10 NopydeHNIO HaYallbHUKA oTAena MapketuHra [TAO
«Toprrnorpebeoro3d» (r.Mocksa, Jlecnas ya., n.18, 117123, ren./pakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa 0bL10
coctaBiieHo nucbMo B ajapec OOO «Jleno», TexHudyeckomy aupekropy A.M.MsrkoBy o0
OTIIPaBKE JOKYMEHTAIlMU CJenyromero coxepxkanus: «Hampasmsem HeoOxoaumele Bam
JIOKYMEHTBI, CO/IeprKalire HH(HOPMAIIHIO O IIeHE KOMITJIEKTa HAyYHO-TeXHUYECKOH JOKYMEHTAIH
Ha XoJoqwibHOe oOopynoBanue. [IpemmaraeM BbICIaTh TEXHUYECKYIO JOKYMEHTAIMIO Ha
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3apyOeKHbBIE aHAJIOTH XOJIOAMIBHOTO 000pynoBanusl. [Ipyu MPUHATHN MTOTOKUTEIHLHOTO PEIICHUS
0 3aKymnke o0OpyIOBaHUS MPOCHM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOIHMTEIIO
otaena copita HaymoBy C.I1.». JlaHHBIM THCEMOM CONPOBOXAAJIACh crieudukaius Ha 28 1. B 1
9K3.

Bapuanr 4

Curyanus 1.

C nenplo NpUBIEYEHUS CPEACTB Uil 0OecreueHUs] MPOU3BOACTBEHHOM NESATEIbHOCTH
rerepanbHblil aupekTop OO0 «Texuuka» (r.Kypck) Coxosnos O.I'. 20 ceHTs0ps TeKylero roaa
u3Jal IpUKa3 O CO3JaHMM  KOMMEPUYECKOro OTJAelna B COCTaBe 3 IITATHBIX EIUHMIL
KOMMEPUYECKOro Jupekropa — 1, Beaymero crneuuanucra — 1, cnenmanucra — 1. ['maBHOMY
Oyxrantepy npeanpustusa ['opsueBy I'.A. 6bU10 TOPYYEHO NPEACTABUTH HA YTBEPKIECHUE HOBOE
HITaTHOE PAacIUCAaHUE NPEANPUATHS Ha 4 KBapTal TeKymero roga K 1 okraopsa. Kommepueckomy
mupektopy WUrnateeBy T.H., KOTOpBI 3aBU3MpOBai MPOEKT MpPUKa3a, MPEANHUCAHO 3aKOHYUThH
KOMILIEKTOBAHHUE OT/IeJa KaJpaMH C BBHICIIMM SYKOHOMHYECKUM 00pazoBaHueM K 10 okTsa0psi.

Curyanus 2.

MockoBCKUIl paiMOTEeXHUYECKUI KOIeMK HMEeHHM akaigemuka A. A. Pacmnetnna
Munucrepcra oopazoBanusi PO (Mocksa, yi. b.[lekabpsckas, 5, 124000, Ten.: 252-11-84, dakc:
253-32-36) paszocnan uHGOPMAIIMOHHBIE TTMChMa AUPEKTOpaM IIIKOJ TOpoja ¢ COOOIIeHHUEM 00
OTKPBITHM B HOBOM Yy4Ye€OHOM TOAYy JBYX (DaKyJabTETOB: COBpPEMEHHBIC WH()OpPMAIMOHHBIC
TEXHOJIOTUH U IopuAnYeckuil. B mucebme coobmanoch Takke O TOM, YTO MpaBuiia MpHeMa Ha
yKkazaHHble (akyiapTeThl oOmue. [lucbmMo ObUTO cocraBieHO uUcHoiaHHUTENeM CTEmaHoBOH U
noanucano aupexkropoM JI.b.MapteiHiOKOM 15 MapTa Tekyiero roaa.

TpeboBanus k pabore: o6bem pabGotsl 5-7 crpanui, Llpupt Times New Roman, 14,
«OIMHAPHBII» UHTEPBAJL.
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BapuaHT keiica onpenejanTe no tadJamnue.

IIpunoxenue 6

[TepBas OykBa
(bamMIIUK CTyIeHTa

No BapuanTa
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[Tpunoxxenue 7
(Dopmupyembie kommereniun: [1K-4).

Keiic - onmcanue peaJbHBIX ASKOHOMHYECKHX, COIMAIBHBIX W OW3HEC-CHTYyaluil.
OOyuaromiyecss JOJDKHBI MCCIEI0BATh CHTYAllHMIO, pa3odpaTbcs B CYTH MPOOJEM, MPEIOKUTh
BO3MOXKHBIC pEIIEHHs M BbIOpaTh Jydinee u3 HHUX. Kelchl OCHOBBIBAIOTCS Ha pealbHOM
(akTHUECKOM MaTepHalle WU K€ MPUOIIIKEHBI K PeaTbHOM CUTYaINH.

Llenp keiica - HayuuTh OOYYAIOUIMXCS aHAJTU3UPOBATH IPOOJIEMHYIO CHUTYalHIo,
BO3HUKIIIYIO IIPU KOHKPETHOM MOJIOKEHHUHU JIeJ, U BBIPA0OTaTh PELICHHE; HAyYUTh paboTaTh C
UH()OPMAIIMOHHBIMU HCTOYHUKAMH, TIepepadaThiBaTh €€ U3 0JHON (pOpMBI B IPYTYIO.

B npouecce BbInoHEHHs Kelica PelaroTCs CIeIyIOUe 3a/1a4u:
» ®opMUpOBaHKE U Pa3BUTHE HHPOPMAIIMOHHOW KOMIIETEHTHOCTH;
* Pa3BuTHE YMEHMI HCKAaTh HOBbIE 3HAHNUS, aHAJTU3UPOBATh CUTYALINH;
* PazBuTHE HABBIKOB CAMOOpPTraHU3AINH, CAMOCTOSTEIbHOCTH, UHUIIMATUBHOCTH;
* Pa3BuTHE YMEHMI IPUHUMATh PELIEHUs, apTYMEHTUPOBATh CBOIO MO3ULIHIO.
O0s13aTeIbHBIMU COCTABJISIONIMMHU JIEMEHTAMU Keica SBIISIIOTCS
* TUTYJIbHBIH JIUCT;
* OCHOBHAS YacCTh;
* 3aKJIIOUCHHUE;
* CIIMCOK MCIOJIb30BAaHHBIX HCTOYHHUKOB;
* IPUIIOKEHUS
OO6pa3sip! kerc-3ama4y

PaCCMOTpI/ITC CUTyalliu, OTBCTHTC HaA CIICAYIOIINEC BOIIPOCHI.

a) [Ipouuto 3acenaHve MHBEHTapU3alMOHHONW KOMMCCHHU 3aBOJia T'a30BOH ammaparypsl, Ha
KOTOPOM paccMaTpuBajCsi BOMNPOC O pe3yjbTaTaX MHBEHTapu3aluu 1o ckiagy Ne 2
BCIIOMOTaTeNbHBIX MarepuanoB. Ha 3acegaHum ObUIO TPUHATO TIOCTAHOBJIEHHE 00
YTBEPXKACHUM PE3yIbTaTOB MHBEHTApU3AllMU M OTHECEHHUS 3a CUET 3aBEAYIOLIEro CKJIaJoM
HE/I0OCTa4M BCIIOMOTATEJIbHBIX MarepuajgoB B cymme 365 Teic. py0., a Takke 3auUTaHbI
CIIMYUTENIbHAS BEIOMOCTb 110 cKJ1aay Ne 2 1 00bsICHUTENbHAS 3l CKa 3aBEYIOIEr0 CKIIaJIOM.

BOIIPOCHI:
1. Kakoil ToKyMEeHT cocTaBiIsIeTCsl 0 UTOraM 3ace/laHuil KOMUCCUI pa3HOTro poja?
2. Kakwue pekBU3UTHI TOJHKEH BKIIOYATh JaHHBINA JTOKYMEHT?
3. CKOJIBKO CTPYKTYPHBIX YacTeHl OH mpenoaraer?
4

Kakue (I)aKTI/I‘-ICCKI/IC JaHHBIC TOJIKHBI OBITh BHECEHBI B 3TOT JIOKyMCHT?

0) B crpourensHOM koomepatuBe «CTpoiicepBuc» ObUT OOHapykeH (HaKT HEMpPaBUIHHOTO
WCIIOJIB30BAaHUS CTPOUTENBHBIX O0TX0/0B. [Ipn mpoBepke paboThl CKiIaia MUIOMATEPHATIOB
YCTaHOBJEHBI (DaKThl OTIYCKAa B KOTENbHYIO JUISI CXKUTAHHUS OTXOAOB IHUJIOMAaTEpPHAaOB
JIMHHOU cBbilie 20 cM. B pacnopsauTenbHON 4acTu CIAEAyeT MPEIIOKUTh 3aBEIYIOIIEMY
CKJI/IOM OpPTaHHU30BaTh paboTy MO pearnu3allyi OTXOI0B YaCTHBIM JTUIAM.

BOITPOCHI:
Kako# JOKyMEHT ITO3BOJIUT PETJIAMEHTUPOBATh OTITYCK CTPOUTENIBHBIX MaTEPUAIIOB?

Kakne IMYHKTBI JOJI?KHBI OBITH B JaHHOM NTOKYMCHTC 00s13aTeNbHBIMU?
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CKOJIBKO JOJDKHOCTHBIX JIMI[ JOJDKHBI OBITH OTBETCTBEHHBIMH 3a HCIIOJHEHHE IaHHOTO
JIOKymMeHTa?

Kakue pekBU3HUTHI 10JKEH BKIIKOYATh JaHHBIN TOKYMEHT?
CKOJIBKO CTPYKTYPHBIX YacTeil OH Ipeanoaraer?

Kakne (baKTI/ILIeCKI/Ie JaHHBIC JOJIKHBbI OBITH BHECEHEI B TOT ,I[OKYMGHT?
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15.
16.
17.
18.
19.
20.
21.

22.

23.

[Tpunoxxenue 8
Tembl pedepaToB
Crpykrypa 1 GyHKIHH CITyKObI enonpousBoacTsa (ITK-4).

JokymeHT u ero xapaktepuctuku (ITK-4).

CoBpeMeHHas opranu3zaius aenomnpousBosctsa B Poccuu (ITK-4).

OO01as xapakTepuCTHKa HOPMaTUBHO-IIPABOBOM 0a3bl JOKYMEHTHUPOBAHUS
yrpasieHdeckoit napopmanueit (IK-4).

CranaapThl B JOKYMCHTHPOBAaHUH yIpaBiieHdeckoi aesrensaoctu (I1K-4).

O61mre TpeboBaHUs K IOPUINYECKOM cuite U odopmiieHuio 1okymeHToB (ITK-4).

brank mokymenra u ero pasHoBugHocTs (ITK-4).

Ocobennoctr 0hopMIICHHS MHOTOCTpAaHHYHBIX ToKyMeHTOB (ITK-4).

OcobeHHOCTH 0(OPMIICHUSI OPraHU3aI[HOHHO-PACIOPSIIUTEIBHBIX JOKyMeHTOB (I[1K-4).

. OcobeHHOCTH 0POPMIICHUS CIIPaBOYHO-HH(pOpMAIMOHHOM qokymeHTaiun (ITK-4).

. Ocobennoctu opopmiieHus kaapoBoit nokymentanuu (I1K-4).

. OGs13aTebHBIC M PEKOMEH/IyeMbIC JOKYMEHTBHI 110 yrpasiieHuto nepconanom (I1K-4).

. CityxeOHast u nenoBast koppecrnionaernus (ITK-4).

. Oprann3anuoHHOE OCTPOCHHE CITYKOBI TOKYMEHTAILIMOHHOT'O 00ecIieYeHus yIpaBIeHUs

(ITIK-4).

Opraunusanus padboTsl ¢ oopameHusmu rpaxaan (ITK-4).

JokymeHTupoBanue pabots ¢ nepconaniom (I1K-4).

Cucremaru3zanus 4 yueT JoKyMeHToB opranu3zaimu ([1K-4).

O1rieHKa 3HAYMMOCTH JIOKYMEHTOB 1 cpoku xpaHenus (I1K-4).

Opranusaiys apXuBHOTO XpaHEHHUs KaipoBbIX 1oKyMeHTOB (I1K-4).
KoMITbIoTepHbIC CHCTEMBI M TEXHOJIOTHH co3anus TokymeHToB (ITK-4).
ABTOMaTH3UPOBAHHBIE CUCTEMBI JOKYMEHTALIMOHHOT0 obecnieuenus ynpasienus (I1K-
4).

OducHble MporpaMMHbIE CUCTEMbI U 001aYHbIE O(UCH] B TOKYMEHTAIIUOHHOM
obecrnieuennu yrpasienus (I1K-4).

Texuousorust coctaBnenus HomeHkaatypsl aen ([1K-4).
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[Tpunoxxenue 9
Howmep Tembl aiis BeIOTHEHUS pedepara onpeensercs o Taduuie:

OykBa a 0 B r I e xK 3 u K 1 M H 0
hamuanu
Homep
TEeMbI — N ™ < To) © ~ 0 o S = N o) =
pedepara
OykBa i p c T y i)} X i} 9y | m | I 3 0 | 4
hamuanu
Homep
et | S |8 |5 |8 |3 R |IJ|Q Q|3 | |8 |J &
pedepara
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[Tpunoxxenue 10
IIpumepHBbIii NepevYeHb BONPOCOB K 3a4eTy MO AUCHUIIHHE
«JlokyMeHTaMOHHOEe 00ecredeHue ynpaBJaeHusD)

1. HazoBuTe HOpMaTHBHBIE aKThI 110 OPTaHU3ALMY U BEACHUIO JIEI0MPOU3BOJICTBA B PD.
2. JlaiiTe onpeneneHue TEpMUHY «TOKYMEHT.

3. Uro npugaét TOKyMEeHTaM IOpUANYECKYIO CHITY?

4. [Mopsimok anpecoBaHus JOKYMEHTA.

5. OTMeTKH Ha IOKYMEHTE: MOPAIOK U MPAKTUKA IPOCTABICHHUS.

6. CornacoBaHue JOKYMEHTA.

7. [loanucanue noKymMeHTa.

8. VY TBepKaeHUE TOKYMEHTA.

9. OcHoBHbBIE 0COOEHHOCTH JIEIIOBOTO SI3bIKA JOKYMEHTA.

10.  PacmopsimuTenbHBIE TOKYMEHTHI, KX Ha3HAYCHHE, COCTaB, ohopmiieHuE.

11.  IIpouecc NOArOTOBKU PACTIOPSIAUTEIHHOTO JOKYMEHTA.

12. OpraHu3annoHHbIE JOKYMEHTHI, UX Ha3HAUY€HHUE, COCTaB, 0POPMIICHHE.

13.  IIpouecc moAroTOBKU OpraHU3AIMOHHBIX JOKYMEHTOB.

14. CripaBouHO-UH(OPMALIMOHHBIE JOKYMEHTBI, HA3HAaYEHHUE, COCTaB, 0POPMIICHHUE.
15. [Iporiecc moArOTOBKH aKTa.

16. [Iporiecc mOATOTOBKY AEIOBOTO MUCHhMa (MHUIIMATUBHOTO).

17. [Iporiecc mMoArOTOBKH JAEIOBOTO MUChMa (OTBETHOTO).

18.  JIokyMEeHTOOOOpOT OpraHU3aIUH.

19. Peructparnus JOKyMEHTOB.

20.  Munmekcanus JOKyMEHTOB.

21.  Perucrpammonnsie popmel. X Ha3HaUeHHE.

22.  TumoBbie ¥ MHANBUIYAIBHBIC CPOKU MCTIOTHCHHS TJOKYMEHTOB.

23.  KoHTponb UCTIOTHEHHS TOKYMEHTOB.

24. Pabota c oOpatmenusiMu rpaxaaH.

25.  Bugpl oOparenuii rpaxaaH.

26.  Bujapl JOKYMEHTOB IO JIWYHOMY COCTaBY.

27.  IlpusnHaku popMUpOBaHMS JeIl.

28. OO0mmue TpedoBaHUs K CHCTEMATH3AIUU JIOKYMEHTOB.

29.  Ilepmoan4YHOCTH COCTABIEHUS U BeIEHHE HOMEHKIIATYPHI Jell.

30.  Hcnonwp3oBaHUE HOMEHKIATYPHI A€ B JACIOMPON3BOJICTBE, OIEPATHBHOM U apXUBHOM
XpaHEHUU JIedl.

31. OcHoBHbI€ NpaBUiIa POPMUPOBAHUS JEII.

32.  DkcnepTu3a IEHHOCTH JIOKYMEHTOB U TIOKYMEHTHON MH(pOpMAIuu

33.  OmnepatuBHOE XpaHEHUE JOKYMEHTOB H JICII.

34.  Opranuzanus nHGOPMAITMOHHO-CIIPABOYHON pabOTHI 1O JOKYMEHTaM ONEPaTUBHOTO
XPaHCHUS.

35.  TloxaroroBka aen K apXMBHOMY XpaHeHUI0. CocTaBleHUE BHYTPEHHEH OMUCH JTOKY-
MEHTOB JIeJIa ¥ 3aBEPUTEILHON HAAITUCH, OPOpPMIICHHE 00JIOKEK eIl

36.  Cucrema 3IEKTPOHHOTO IOKYMEHTOO0OpOTa: Ha3HAUEHUE, TUTIOCH U MUHYCHI €€
UCTIOTh30BaHUSI.

37.  KagpoBas JoKyMeHTAIMs: COCTaB JOKYMEHTOB, ITPaBUia COCTABIICHUSI.
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