[loKyMeHT noanucaH NpocToi 31eKTPOHHOM NOANUCHIO . .
Nudopmaums o enanensuMIHUCTEPCTBO HAYKHM U BBICIIEI'O OBPA30OBAHUA POCCUUCKOU ®ENEPALIN

(®K1O: BoiboproBa JloboBb AnekceesHa
[IOMKHOCTS: ITbHOE TOCYaPCTBEHHOE OI0KETHOE 00pa30BaTEbHOE YUPEKICHUE BBICIIETO 00pa30BaHUS

Nara nogmucarus: 12.104dQBRIBKEKMI Tocy napeTBeH bl yHUBepenTeT cepsrcay (PI'BOY BO «IIBI'YC»)

YHUKanbHbIA MPOrpaMMHbIA KIKOY:
c3b3b9c625f6c113afa2a2c42baff9e05a38b76e

Kadenpa «MHorod yHKIMOHATbHAS SKOHOMHKA M PA3BUTHE TEPPUTOPHH »

PABOYAS ITPOTPAMMA JJUCITAIIJIMHBI

b.1.0.04.07 lokymeHTHpPOBaHUe YIPABJIeHYECKOH AeATeJbHOCTH

HamnpaBneHnue moaroToBki :
43.03.01 CepBuc

HampasiienHocts (Tpoduin):

«CepBHC TPAHCIOPTHBIX CPEACTB)

KBanuduxarus BeimyckHUKa: DaKkaJaBp

Tonbsrtu_2023



PabGowas mporpamma aucHUIUIMHBI  «JIOKYMEHTHPOBAaHHE  YIPABJIEHYECKON  JIEATEIbHOCTH
pa3paboTaHa B COOTBETCTBHHM C (peepalbHBIM TOCYJapCTBEHHBIM 00pa30BAaTENBHBIM CTAaHAAPTOM
BeICIIET0 OOpa3zoBaHust - OakamaBpuar 1o HampaieHuto mnoaroroBku 43.03.01 Cepsuc,

YTBEP)KJICHHBIM TNpHUKa3oM MuHHCTEepcTBa 00pa3oBaHus U Hayku Poccuiickorr ®deneparuu or 8
utons 2017 r. N 514

CocraBurenu:
J.5.H., TOLIEHT A.H. Kapa
(yueHast cTeneHb, yueHOe 3BaHHUE) (®UO)

PII[] o6cyxnena Ha 3aceqanuu kageapsl «MHoOroyHKIIMOHAIbHAS YKOHOMHUKA U Pa3BUTHE

TEPPUTOPUI»
«18 » 06__ 2023  r., nporokos Ne 10

3asenytomuii kapeapoit  K.s.H., mouent H.H. Cxopanuenko




1. MIEPEYEHD
JTACIHATIIAHE,

IIVTAHUPYEMBIX
COOTHECEHHBIX C IIJIAHUPYEMbBIMH

PE3YJIbTATOB OBYYEHUA

OCBOEHUA OBPA30OBATEJBHOMN NPOT'PAMMBI

1.1. llean ocBoeHUs TUCUHUILIAHDI.
Lleapr0 OCBOCHUS JUCHUIIIUHBI SIBISCTCS:

- (hoopMupOBaHHE y O0ydaromUXcsi 00mEenpodhecCHOHATBHBIX KOMIIETEHIIUN B 00JIACTH cepBHUCa

TPaHCIIOPTHBIX CPCACTB B COOTBETCTBUHM C HOPMAaTHBHBIMH Tpe60BaHI/IHMI/I K oOpraHu3aluu

JIOKyMEHTO000pOoTa B pa3pe3e GyHKIIHMM yIpaBIeHuUs.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yYeHHSs N0 JUCHHUIIJIMHE

Kon m HaumeHoBaHHe

Koa m HammeHnoBaHHe

Ilnanupyemsle pe3yabTaThbl 00y4eHHs] 10 AUCHUIIJINHE

KOMITETCHIIUA HHIUKaATOpa
JOCTHKCHHUSA
KOMIIETCHIMH
OIIK-6. Cnocoben | MOIIK-6.3 3HaeT: TpeOOBaHUs K COCTABJICHHUIO JOKYMEHTOB IO BUAaM B pa3pese
MPUMEHSTh B Oo0ecrnieunBaer (yHKIMIA yIpaBIeHHUs 1 OCHOBBI OpTaHHU3alK JIOKYMEHTO000pOTa;

npogeccHoHaTbHON
JeATEeIbHOCTH
HOPMAaTHBHbIC
NPaBOBBIC aKTHI B
cdepe cepBuca

JIOKYMEHT0000pOT B
COOTBETCTBHH C
HOPMaTHUBHBIMH
TpeOOBaHUAME

MOPSIOK BEICHHUS JAEIONPOM3BOJCTBA; CTAHAAPTH YHH(HUIMPOBAHHON
CHUCTEMBI OPraHU3alMOHHO-PACHIOPSIUTEILHON NOKYMEHTAUH, €AHHYIO
cucTeMy TEXHOJIOTUYECKON JOKYMEHTALUH, MOCTaHOBJICHNS,
pacnopshKeHHUs, MPUKa3bl, METOJUYECKUE U HOPMATHBHBIE MaTepHabl 110
OpraHu3aliy, HOPMUPOBAHUIO U OIUIATE TPYAA; HOPMATHUBHBIE IIPABOBLIE
aKTbl, METOAMYECKHE MAaTEPUAIIBI I10 BONIPOCAM OPTaHU3ALUN yIPaBICHHS
MIPOU3BOJICTBOM, IPOU3BOJCTBEHHOIO IUIAHHUPOBAHUSA M YNPaBICHUS
MPOU3BOJICTBOM, y4yeTa M aHajdu3a pe3ylbTaTOB IPOU3BOJCTBEHHO-
XO3SIIICTBEHHOH A€ATEIbHOCTU

YMeeT: IpUMEHUTH NOTY4YE€HHBIC 3HAHUSA IS IPABUJIBHOTO COCTaBIICHHS
1 o(OpMIICHHS YIIPaBJIEHUECKUX JOKyMeHTOB; PopMupoBath 6a3y
JIAaHHBIX U pa3palaThiBaTh OPraHU3alMOHHO-YIPABICHUECKYTO
JIOKYMEHTALHUIO C UCTIONB30BAHUEM COBPEMEHHBIX TEXHOJIOTUI
3JIEKTPOHHOT'O IOKYMEHT0000pOoTa

Buiageer: HaBbIKAMU COCTABJIEHUS OCHOBHBIX YIPaBICHYECKHX
JIOKyMEHTOB; HaBBIKaMH Pa3pabOTKH NPEI0KEHUH 110 PAllMOHATH3ALIUH
CTPYKTYpbI yIpaBIe€HUsS IPOU3BOACTBOM B COOTBETCTBHUH C LEISIMH U
CTparerueil opranu3aiuu, JeHCTBYIOIUX CUCTEM, (HOPM U METO/IOB
YIpaBJIeHUS IPOU3BOACTBOM, IO COBEPIICHCTBOBAHHUIO OPTaHU3AI[IOHHO-
pacropsauTeNbHON JOKYMEHTAIMH U OPTaHU3aLuHU JOKYMEHTO000pOTa,
10 BHEIPEHUIO TEXHUUECKUX CPEICTB 00paboTKH HH(pOpMAIIH,
MEePCOHATBHBIX KOMITBIOTEPOB M CETeH, aBTOMATH3UPOBAaHHBIX PA0OUIMX
MECT; HaBBIKAMHU OpPTraHU3alU{ PabOTHI 10 COCTABICHUIO MOJIOKEHHUH O
CTPYKTYPHBIXIIOJIPa3/IeJICHUSIX (OT/AEINax, IeXax ) IIPOU3BOACTBEHHOM
OpraHu3alliH, JOJDKHOCTHBIX HHCTPYKINI pabOTHHKaM,00ecriedeHue
BHECEHMS B HUX HEOOXOAMMBIX U3MEHCHHH U JOTIOJTHEHUH

o
PE3YJIbTATAMU

2. MECTO JUCHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM ITPOT'PAMMBI

JucnunimHa oTHocuTcs K o0s3artenbHoM yactu bioka 1. ucuumiuzel (MOIyNH) MpOrpamMMbl
6axanaspuata (b.1.0.04. O6menpodeccnoHaabHbII MOIYIB).



3. CTPYKTYPA U COAEP)KAHUE JUCIHUIIJIMHbI
3.1. O0beM M CTPYKTYpPA IUCHUTIITHHBI

OO6mmast TpyA0éMKOCTh AUCIUILTUHBI COCTABISET _3 _ 3.€. (

108

10 BugamM pa60T " CEMECTpaM IMPEACTABIICHO B Ta6J'II/IH€.

4ac.), UX pacrpeieieHne

Buabl yueOHBIX 3aHATHI U pa00THI 00yYaI0OLIUXCS

TpynoeMKkocThb, Yac

O01mas TPyA0eMKOCTh THCHMILIUHBI, Yac 108

KonTakTHas padoTa o0yyawmuxcs ¢ NpernoaapareieM Mo BUaaM 36/12
Y4eOHbIX 3aHATHH (BCero), B T.4.:

3QHATHSA JEKIMOHHOr0 THNA (JIEKIIIK) 16/ 6

3aHATHSI CEMHHAPCKOIO THIIA (CEMHHAPDI, TPAKTHICCKHE 3aHATHUS, 20/6

MIPaKTUKYMBbI, KOJUIOKBHYMBI U MHBIC aHAJIOTHYHbIE 3aHSATHSI)

JIa60paTOpHBbIE PAGOThI -/
CamocrosiTe1bHasi padoTa BCero, B T.4.: 72192
CaMonoAroToBKa Mo TeMam (pasenam) JUCIUILTHHBI 72/ 92

BeinosiHeHHE KypcOBOTO MPOEKTa /KypCOBOW paboThI -/-

KoHTpoJb (4ackl Ha IK3aMeH, 3a4€T) -/ 4

HpOMe)KyTO‘lHaﬂ aTrecranus

3a4vyerT

[IpumMeuanue: -/- o6vem uacos coomeemcmeeHHo OJisk OUHOU, 3A0UHOU PopM 0OVUeHUS

JlMcuuIuIMHA peannu3yeTcs MOCPeACTBOM MPOBEIEHHUs] KOHTAaKTHONW paboThl ¢ 00y4arolUMHCS
(BKJIIOYAs IIPOBEICHUE TEKYIIIETO KOHTPOJIS YCIEBAEMOCTH), CAMOCTOSATENILHOI pabOThl 00yJaroIIuXCsI

u HpOM@)KyTO‘lHOﬁ aTTcCTaluu.

B nmponecce OCBOCHHUA JUCHUINIMHBI MOXKET MPHUMCHATLHCS JJICKTPOHHOC 06yquI/Ie u

JUCTAaHIIMOHHBIC O6p830BaTCJ'IBHBIe TCXHOJIOTHH.

B nponecce ocBoeHus ITUCHUIUIMHBI OOydaroluecss 00ecreyeHbl JOCTYINOM K 3JIE€KTPOHHOU
nH(}OPMaILMOHHO-00pa30BaTEILHON Cpejie U IEKTPOHHO-OUOIMOTEYHBIM CUCTEMaM.

3.2. Coaep:kanue AUCUUIIUHBI, CTPYKTYPHPOBaHHOE 10 TeMaM

Ilnanupyemsie

Bubl yue0H0i padoThl

pesyabTarhl Konrakrnasi pagora | P
OCBOCHHA: © o - E £ P!
kom S E o 0 ; £ E TeKyLIero
(hopmupyemoii HaumeHoBaHue pa3iesnoB, TeM :: E g ? = E tg o (Ha];(:;[::zi"e
KOMIIETEHIIUH U E R S g E E g S S 5
HHIUKATOPBI = S g FlE S F S OLIEHOYHOT0
JOCTHKCHHUS % S o g G2 5 g cpecTBa)
KOMIIeTeH i = = 2 = 2 O
OIIK-6, TEMA 1. JIOKyMeHT U CUCTEMBI 1/0
HUOIIK-6.3. JOKYMEHTALUH
ConepxaHue JEKINU:
1.JToKyMeHTHpPOBAHHUE: OCHOBHBIE TIOHATHS M
TEPMHHBI.  Buabpl  JOKYMEHTOB U  HUX
KJIaCCU(UKAIHSL.
2.CocTaB HOPMAaTHUBHO-METOIMYECKOW Oa3bl
JIOKYMEHTHPOBaHHS YIIpaBICHICCKOU
JeATeTLHOCTH.
3.I'ocymapCTBEHHBIE CTaHIaPThI Ha
JIOKYMEHTAIMI0 Y HU(DHUITUPOBAHHBIC CHUCTEMBbI
JIOKYMEHTAIHH. Obmepoccuiickue
KJIACCU(PUKATOPBl TEXHUKO-3KOHOMHYECKOW U
coluaabHON MH(pOpMAIIHH.
YceTHbil
Ipakruyeckoe 3ansitre Ne 1. JIOKyMeHT U 1/0 onpoc no
Teme,

CHUCTCEMbI TOKYMCHTaIINN




CamocTrosTenpHas padoTa.

5/5

TECTUPOBAHU
€

MMOATOTOBKA
JIOKJIaI0B

TEMA 2. YrpasiieH4ecKasi JOKYMEHTaLHs
CopeprxaHue JEKIHH:

1. TpeGoBaHUS K COCTaBICHHUIO U O(DOPMIICHHIO
JOKYMEHTOB, (opMmymsp-oOpasen, coctaB Hu
pacnoiokeHne PeKBU3UTOB.

2.0OcHOBHBIE TIOJIO’KEHHUS o
JIOKYMEHTUPOBAaHUIO YIpaBIEHYECKOM
JIeSITENBHOCTH. bnanku u ¢dopmartsl
JIOKYMEHTOB.

3.TpeboBaHus K TEKCTaM JOKYMEHTOB. SI3bIK U
CTHWIIb JO0KyMeHTa IloarotoBka TeKCTOB ¢
UCIIOJIb30BaHUEM  KOMIIBIOTEPHOTO  IaKeTa
nporpamm Microsoft Office.

1/0

[paxruaeckoe 3austre Ne 2 YIIpaBieHUECKast
JOKyMEHTaIus

1/0

VcTHBII
orpoc,
TECTUPOBAH
e

CamocrositenbHas padora.

717

MOArOTOBKA
JIOKJIaI0B

TEMA 3. CocraBnenne u odopMIeHHE
OCHOBHBIX JIOKYMEHTOB

CogeprxaHue JEKINN:

1. [IlpaBuna COCTaBJICHUS u
opOopMIIEHUSI OCHOBHBIX OpTaHU3AIMOHHO-
MPaBOBBIX JIOKYMEHTOB: yCTaBa, IOJIOKEHUS,
WHCTPYKIIMH, TOTOBOpa, KOHTPAKTA.

2. llpaBuna COCTaBJICHHS u
opOopMIIEHUSI OCHOBHBIX PaCIOPSIUTEITHHBIX
JIOKyMEHTOB: MPUKa3a U pacropsKeHus.

3. TlpaBuia COCTaBJICHHS u
opopMIeHUS OCHOBHBIX CIIPaBOYHO-
WH(POPMAIIMOHHBIX JIOKyMEHTOB: aKTa,
CIIpaBKH, MPOTOKOJIA, CIIYKEOHOM, TOKIaIHOM
1 00BSCHUTENHHON 3aITHCOK.

4  TlpaBuia COCTaBIICHHS u
odopMIeHU JOKyMEHTOB JIUIHOTO
IPOUCXOXKJCHHS: OOpalleHne M0 HaiMy Ha
paborty; HaIlicaHue pe3tome JUISt
MOCTYIJIEHUSI Ha paboTy 1O KOHKYPCY;
3asgBJeHHE O TpuemMe Ha  pabory;
aBToOMorpadus; XapakTepUCTHKA; 3asiBICHUE
0 TIepeBoJie, O MPeJAOCTaBICHUH OTITyCKa U T.
.

4/2

Ipaktuueckoe 3ausatue Ne 3 CocTaBleHHE W
o(opMIIEHHE OCHOBHBIX JOKYMEHTOB

6/2

CocraBiieHue
OCHOBHBIX
OpraHu3aIuo
HHO-
pacropsiuTe
JTBHBIX
JIOKYMEHTOB,
TECTHPOBAHU




CamocrositenpHas pabora. 13/13 | CocraBneH
Y€ TarnKu
TeIo U3
OCHOBHBIX
OpraHu3aiu
OHHO-
pacnopsianuT
CJIBHBIX
JIOKyMEHTO
B

2/0
TEMA 4. Opraauzanus JOKyMeHTo000poTa
CopepxaHue JEKITUH -

1.Opranusamus JIOKYMEHTO000pOTAa.

Bxogsmumii  [OKyMEHTONOTOK. BHyTpeHHHI

JIOKyMEHTOIIOTOK. Yyer obrema

JIOKyMEHT0000pOTAa.

2.0pranu3aiioHHOE  TMMOCTPOSHUE  CIYXKOBI

JIIIONIPOU3BO/ICTBA.

[MpaxTuueckoe 3ansatre Ne 4 OpraHu3arus 1/0 VcTHBIN

JIOKyMEHT0000pOTa otpoc,
TECTUPOBAH
ne

CaMocrosiTenpHas paboTa. 5/5 [IOJITOTOBKA
JTIOKJIa/I0B

TEMADS. Cucremaru3aius JOKYMEHTOB 1/0

CopepxaHue JEKITUH .

1.00mme TpeboBaHUSA K CHUCTEMaTH3AIUU

JIOKYMEHTOB U ()OPMHUPOBAHUIO JICI.

2.CocraBieHue 3aroJIOBKOB zen u

YCTAaHOBJICHME  CPOKOB  XpaHEHWs el

Homenxnatypa ngen. ApxuBHOE XpaHEHHE

JTOKyMEHTOB U eIl

Ipaktuyeckoe 3anstue Ne 5. Cucremarnzanus 1/0 YcrHbBII

JIOKYMEHTOB. oTIpOC

CaMocrosiTenbHas paboTa. 8/8 MOJrOTOBKa
JIOKJIJIOB

1/0

TEMA 6. CoBpeMeHHBIE CTIOCOOBI U TEXHUKA
CO3/1aHUS JOKYMEHTOB

ConepxaHue JIEKIINH -




1. CpencrBa OPITEXHUKH,
UCIOJIb3yeMble  Ha  aBTOMATH3MPOBAHHOM
paboyeM MecTe CHEeNUaINCTa U PyKOBOAUTEIIS.
Krnaccudukamnus cpeiacTts OpraHu3aldOHHOM
TEXHUKA  JUII  COBPEMEHHBIX  O(QHCHBIX
TEXHOJIOTHIA.

2. Konuemmust SIIEKTPOHHOTO
odwuca.

3. KommbroTepHbie TEXHOJIOTUH
obecrieyeHns yIpaBIeHYECKOM eATEbHOCTH:
WHTErPUPOBAHHBIN makeT mporpamMm Microsoft

Office.

Ipaktuyeckoe 3austre Ne 6 . CoBpeMEeHHBIE 1/0 VeTHbIT
CHocoObl ¥ TEXHUKA CO3/IaHMsI JOKYMEHTOB ompoc
CamocrositenpHas pabora. 12/12 | moaroToBKa
JOKJIAZIOB
TEMA 7. JlenoBble 1 KOMMEPYECKUE ITUCbMaA
CognepxaHue JEKLINU:
1. Knaccudukammss u cTpyKTypa
JICNOBBIX MHCEM PekBU3HTBI NMHCbMa W HX
pacronoxenne. CranmapTHele  ¢pasbl U
BBIPAKEHHUS. 2/0
2. OOpa3umpl BapuWaHTOB JEIOBBIX
MUCeM:  THChMa-MPOChOBI, MHUCHMAa-OTBETHI
(oTka3sl), COTPOBOJUTEIHHBIE MUCchMa,
MUChMa-TIOATBEPKICHUS, rapaHTHHHbIE
MUChMa.
[paxtnueckoe 3anstue Ne 7 JlesoBbie U 4/2 CocraBneH
KOMMEPYECKHUE MACHEMA ne
JIEJIOBBIX U
KOMMepuec
KHX IHCEM
CamMocrosiTenpHas paboTa. 12/12 CocrasiieH
Ve JIeTIOBBIX
MTHMCEM
TEMA 8. [IpaBuna u ¢popmMbl KOMMEpPUYECKON
TIEPETIMCKHU C 3apyOex HBIMU TapTHEPAMHU
CopepxaHue JEKINN:
1. Jlekcuka " CTHJIb
KOPPECIIOHEHIINH, oOIIenpUHSTHIE B
MEXIyHApOJHOM M JI€I0BOM MHpe. Tumossle 0
¢bpassl u MOJIC3HBIC BBIPAXKCHHUS, 1

HEOOXOMUMbIE TPHU  COCTABICHHH  ITHCEM
3apy0eKHOMY TapTHEpY.

2. CHnMcoKk  COKpalleHHWH,  4YacTo
BCTPEYAOIINXCS B KOMMEPYECKHX MUChMaXx.

3. ®opMBl KOMMEPYECKUX IHUCEM:
cOop uWH(pOpMaNMKU O JENOBOW AaKTHBHOCTH,
pecriektabenbHOCTH QUPM; TPEITIOKEHUST |
OTKJIOHEHHE TIPEUIOKCHUM U JIp.

4. OcobenHoctH KOMMEPUYECKOH
KOPPECTOHICHITH Ha AHTJIHHCKOM,




(paHIy3cKOM M HEMEUKOM S3bIKax (S3BIK
BBIOMpAETCS 110 KETAHUIO CTYICHTA).

2/1 VeTHbIi
orpoc,
IMpaktrueckoe 3anstue Ne8 . [IpaBwa u hopMbl
KOMMEPUYECKO! MEPETUCKH € 3apyOeKHBIMH COCTaBJICHH
MapTHEpAMH ¢ m1MceM Ha
WHOCTPaHHO
M SI3BIKE
CamocTosTenbHas paboTa. 4/10 | Cocrasnen
ue nuchbma
3apyOekHO
My
napTHepy
TEMA 9. KoppecnoHieH1usl, CBA3aHHas C
MIPOBEICHUEM MIEPHOAMUECKUX MEPOTIPHUATHH,
Y TIpoYasi KOPPECTIOHACHIINS
Copaepxanue JeKIUU:
1.006pas3iiel BApHAHTOB ETOBBIX MTHUCEM,
CBSI3aHHBIX C TIPOBEIECHUEM MTEPUOTNICCKAX 1/0
MEpPONPUITHI: HH(POPMALIMOHHO-PEKIaMHBIC
MUCHbMa, MMChMa-HaIOMUHAHHS.
2. Cocragienue TEJerpamMm,
TenekcoB U (hakcoB. OCHOBHBIE COKpAIEHUS,
WCTIONb3yEeMbIE TP  COCTABIIEHUHU TEJIEeTpaMM
U TEJIEKCOB.
3. CocraBieHrne W OTIpPaBKa MHUCEM
yepe3 DIEKTPOHHYIO TIIOYTy B JIOKaJTbHOU
BBIYUCIIUTEIbHON CETH.
2/1 VCTHbI
orpoc,
I[Ipakruueckoe 3austue Ne9 KoppecrnonaeHmms, COCTaBJIEHH
CBSI3aHHAS C TIPOBEICHUEM ITEPHOINIECKUAX € TIPOUMX
MEPOTIPHUSITUH, U IIPOYast KOPPECTOHACHIIHSI JOKYMEHTO
B
CamocrosTenbHas padora. 3/10 CocrasieH
ne
nHpopmManu
OHHO-
PEKIIaMHBIX
UceM
TEMA 10. Opranuszauus paboTsl ¢
JIOKYMECHTaMH,
coJiep KallliMHU KOH(UICHIUATBHbIC 210
CBE/ICHUS

CopaepxkaHue JeKLUU:
1. Opranuzauus

KOH(HUICHIIUATBHOTO JIETIOTPON3BOICTRA.




CocTaB  HOPMAaTHUBHO-METOIMYECKON  0a3bl
KOH(HICHIIUATEHOTO JIEJTOTIPOU3BOJICTBA.
Porb  ®w  Mecto  KOHUICHIHATEHOTO
JICIIONPOU3BOJICTBA B OOCCIICUCHUM 3alllUThI
KOH(pHUIeHIIHAaTEHOM HHpOpMAaIHH.

2. Co3nanue u yaeT
KOH(UICHIMATBHBIX  JIOKYMEHTOB, TIOPSI0K
obOpareHus c KOH(HICHINATbHBIMU
JOKYMEHTaMH.

3. Cxema mpOXOXJACHUS JOKYMEHTa
MpPU CO3/IaHUU, PETUCTPAIMM U BU3UPOBAHUU,
nepegaya  KOH(PUACHIUAIBHBIX JOKYMEHTOB
BHYTpH opranm3anmud. CxemMa IpOXOXICHUS
BXOJISIIMX M MCXOISANINX KOH(PUICHIIUAIBHBIX
JTOKYMEHTOB.

2/0 CocrasiieH
Ue CXeM
Ipakruyeckoe 3ansitie Nel0 OpraHuzanus IIPOXOXKJIEH
paboThI ¢ TOKYMEHTaMH, ust
cofiepKalluMH KOH(UAEHINATbHbIE CBEICHUS BXOZSIIIUX
u
UCXOISIINX
KOH(HIEHIT
HAJIbHBIX
JOKYMEHTO
B

CaMocrosTenpHas padboTa. 3/10 MMOATOTOBKA
JOKJIaJI0B

UTOIO |16/6 | -/- | 20/6 | 72/92

[IpumMeuanue: -/- 06vem uacos coomeemcmeeHHo 0isi OYHOIL, 3A0YHOU POPM 0OYUeHUs.




4. METOAJUYECKHME VYKA3AHUA [JI1 OBYYAIOIUXCA IO OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuiiHa peanu3yeTcs MOCPEACTBOM MPOBEICHUS KOHTAKTHOM paboThl ¢ 00yYaromUMUCs
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuxcsi HABBIKOB KOMaHIHOW PabOThI, MEKIMYHOCTHOW KOMMYHHKAIIMH, TIPUHATHS PEIICHHH,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pE3yJbTaTOB HAYYHBIX HCCICAOBAHUH, IMPOBOAUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

[IpenoaBaHye AUCIUIUIMHBI BEIETCS ¢ MPUMEHEHUEM CIICAYIOIIUX BHOB 00pa30BaTeJbHBIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUECHKHM 3HAHWI, YMEHHI, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIICTCHIUH 10
JTUCIUTUTMHE TIPUMEHSIETCS OaUIbHO-PEUTHUHIOBAasl CHUCTEMa KOHTPOJSI M OICHKH YCIIEBaGMOCTH
CTyZIeHTOB. B OCHOBY Oa/UIbHO-PEHTHHTOBON CHCTEMBI TOJIOKEHBI NPHHIUIBI, B COOTBETCTBHU C
KOTOPbIMH ()OPMHPOBAHUE PEHTHUHTA CTYIEHTA OCYIIECTBISICTCS B XOJE TEKYIIEro KOHTPOJIS
ycrieBaeMocTH. MakcuManbHOe KOJM4ecTBo 0amioB B cemectpe — 100.

4.2. MeTonuyeckue yKa3aHUs Ui OOy4YAIOIIMXCA MO OCBOEHUIO JMCUUILUIMHBI Ha
3aHATHAX JEKIIMOHHOI'0 THIIA
JIeKIMOHHBI KypC MpEaIonaraeT CUCTEMaTU3UPOBAHHOE H3JI0KEHHUE OCHOBHBIX BOIIPOCOB
TEMaTUYEeCKOro IulaHa. B Xoje JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCS 0a30Bble BOINPOCHI B paMKax
KaKIO0W TeMbl JUCHUIUIMHBI. O003HaYar0TCs KIHOYEBBIE aCMIEKThI TEM, a TAK)KE JIEJIal0TCs aKIEHTHI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JlekuMOHHBIE  3aHATHS  NPOBOAATCS B NOTOYHOM  ayAMTOPUM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeZieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEIUIEKT-KapT.
OTtnenpHBIE TEMBI ITPEIaraloTcs Uil CaMOCTOSATENBHOIO U3YUYEHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
NPAKTUUYECKUM 3aHSATUSIM U BBINOJIHEHUS 3aJlaHUl  CaMOCTOSTENbHOM paboThl, a Takxke K
MEPOIIPUATHAM TEKYILET0 KOHTPOJISA YCIIEBAEMOCTH U IIPOMEXYTOYHOU aTTECTALUHU 110 AUCLIUIUIMHE.

4.3. Meroanyeckue yKa3aHusi Ui OO0Y4YalOIIMXCSl MO OCBOEHHI0 JAUCHHUILUIMHBI Ha
JIadopaTopHBIX padoTax ( He MPeIyCMOTPEHbI Y4eOHBIM MJIAHOM)

4.4. Meronnyeckue YyKa3aHusi Ui OOYYalOIIMXCSl 1O OCBOEHHI0 JAUCHHUILUIMHBI Ha
3aAHATHUAX CECMUHAPCKOIO0 THIA/ HA MNPAKTHYICCKUX 3AHATUAX

[IpakTuueckue (CeMHUHApPCKHUE) 3aHATHUS TPEICTABISAIOT COOOM JeTanu3aluio JEKIHOHHOTO
TEOPETUYECKOT0 MaTepHalia, MPOBOIATCS B IEJAX 3aKPEIUICHUS Kypca M OXBaTBIBAIOT BCE OCHOBHBIC
pasnensl. OCHOBHOW (opMOil TMPOBEACHHUS CEMHUHAPOB M MPAKTUYECKUX 3aHATHI SBISETCA
obcyxaeHne Harbosee MPOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTACIBHBIM TEMaM, a TaKKe PEIICHUE
3a/1a4 v pa30op MPUMEPOB U CUTYAIUH B ayAUTOPHBIX YCIOBHUSX.

[TpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00yJaIrONUXCsl 00€CTIEUNBAOT:
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- IPOBEPKY U YTOUHEHUE 3HAHUM, TOJTyUYCHHBIX HA JICKIUAX;

- IOJTyYeHHE YMEHUI U HAaBBIKOB COCTABIICHHS JOKJIAJ0B M COOOILEHHH, 00CYkKIEHUS BOIIPOCOB
1o y4eOHOMY MaTepHary JUCIUTIINHBI,

- MOJBEICHUE UTOTOB 3aHATHUU IO PEUTHHIOBOM CHUCTEME, COIVIACHO TEXHOJOTHMYECKOW KapTe
JMCITUTUINHEL.

[IpakTudeckue 3aHATHS OPraHU3YIOTCS, B TOM 4uCiIe B (popMe MPaKTHYECKOH MOATOTOBKH,
KOTOpasi MpeIycMaTpUBAET ydacTHe OOYYaIOIIMXCS B BBIMOJTHEHHUU OTIEIBHBIX 3JEMEHTOB pPadoT,
CBSI3aHHBIX ¢ OyayIei mpodeccHoHaNbHON NesITETbHOCTBIO.

4.5. MeToanuyecKkue YKa3aHusl M0 CAMOCTOAITEIbHOM padoTe 00y4aronuxcst

CamocrosrenbHas paboTa 06ecreunBaeT MOAr0TOBKY 00y4aroImIerocs K ayAUTOPHBIM 3aHATHIM
U MEpONPUATUAM TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallMd MO M3Y4aeMOH JUCIUIUIMHE.
Pe3ynbTaThl 3TOM MOATOTOBKH MPOSBISIOTCS B AKTUBHOCTH 00yYaroIIerocs Ha 3aHATUSAX U B KAUYeCTBE
BBIMIOJTHEHHBIX MPAKTUYECKUX 3aJJaHUI U IpYruX GOpM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHasi paboTa CTYI€HTOB BKJIIOUYAET:

1. U3ydenue yueOHON TUTEpaTyphl IO KypCy.

2. [TonroToBKa JOKIJIAIOB M HAYYHBIX CTATCH

3. Pabory ¢ pecypcamu HTepHET 35eKTpoHHAas OMOINOTEeKa, KOHCYIBTAHT ILII0C

4.CocTaBiieHHE€ OCHOBHBIX OPTaHM3alMOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB C COOTBETCTBUU
¢ 'OCTP 7.0.97-2016 mo Temam mpakTuueckux padot Ne3,7,8,9

5. TloAroToBKy K TECTHPOBAaHUIO TIO TeMaM Kypca 1,2,4

6. [TonroToBKY K IpOMEXKYTOUYHOM aTTECTALIMH 110 KYPCY TUCIUILIUHBI.

[Ipu BbIONIHEHWHM 3aJaHUN IS CAaMOCTOSATENIbHOM pabOThl PEKOMEHAYeTCs MpopadboTKa
MaTepuaoB JEKIUH MO KaXKA0H IPOHICHHON TeMe, a TaKKe U3ydeHHEe PEKOMEHIYeMON JTUTEepaTypHl.

Jis  oOywaromuxcss 1O 3a04HOM (opMe OOy4YeHHS CaMOCTOSITEIIbHAS padoTa SBISETCS
OCHOBHBIM BHJIOM Y4eOHOI J1eATeIbHOCTH.

Jlia obecrnieueHus: CaMOCTOATENbHOW pabOThl OOYYaIOUIMXCS HCIOIb3YETCs 3JIEKTPOHHBIN
yueOHbIi Kypce, coznannbiii B OMMOC ynuBepcureTta http://sdo.tolgas.ru/
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5.  YYEBHO-METOJMYECKOE U HWH®OPMAIMOHHOE OBECIIEYEHHUE
JUCIHUIIVIMHBI

5.1. [lepeyeHb OCHOBHOM W JONOJHHUTEJIbLHONH Y4eOHOU JHUTEPATYPbl, HEOOXOAUMOM J1JIs
OCBOEHHUS TUCUHUILINHBI

Best muteparypa, BKIIIOYCHHAsm B JIaHHBIA IE€PEUYCHb, IMPEICTAaBICHA B BHJE AJICKTPOHHBIX
pecypcoB B 3eKTpoHHOM 6ubnmuoreke yauBepcurera (IbC). Jluteparypa, ucnonpzyemas B Ie4aTHOM
BUJIC, NPEJICTABIICHA B HAy4YHOU OMOIMOTEKe YHHBEpcHTETa B 00beMe He MeHee (0,25 IK3eMIUISIpOB Ha
OJIHOTO O0yYaroerocs.

OcHoBHas JuTepaTypa
1. Kproxoga, H. II.
JIOKyMEHTHUPOBaHKE YIIPABICHYECKOH NEATEILHOCTH : yuel. TocoOue I CTYACHTOB BY30B IO
Hanpasnenuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymenT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsiciiee obpasoBanue - bakamaspuar). - URL: https://znanium.com/read?id=359359
(mata obpamenwus: 05.02.2021). - Pexxum goctymna: mist aBTopus. moib3oBareneit. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TekcT : 2JIeKTPOHHBIH.

2.KupcanoBa, M. B.

Kypc nenmonpouspoacrea. JJokyMeHTaIMOHHOE OOECIICUSHUE YITPABJICHHUS : yuel. MOcoOue IS By30B
1o HanpapieHusaM noarot. 38.03.01 "Oxonomuka", 38.03.02 "MeHekMeHT" KBaTUpUKAIUS
(crenenp) «Oakanasp» / M. B. Kupcanosa, 0. M. Akcenos ; HoBocu0. roc. yH-T SKOHOMHUKH H YIIP. -
6-e u3z., ucop. u gomn. - Jlokyment read. - Mocksa : UH®OPA-M, 2020. - 257 c. - (Bricuiee
obpasoBanue - bakanaspuar). - Kpart. cios.-cripas. - Kpart. cnoB. Tepmunos. - URL:
https://znanium.com/read?1id=358180 (nara obpamenus: 18.01.2021). - Pexxum goctyma: i aBTOpU3.
nonb3oBareneit. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 31eKTPOHHBIH.

3. OcHOBBI J1eJIONPON3BOACTBA : yucO. mocoOue /I By30B 10 HarpasiieHuto moarot. 38.03.01
"Oxonomuka" (kBanupukarnus (crenens) "d0akanasp") / A. M. Acanues, . V1. Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucnp. u jomn. - Jlokyment read. - Mocksa : UTHOPA-M, 2021. -
146 c. - (Bricuiee oOpa3oBanue - bakanaBpuar). - [Ipum. Bomp. k 3x3ameny. - Kpar. TepMHUHOI. CIOB. -
URL: https://znanium.com/read?1d=374319 (nata o6pamenus: 08.04.2021). - Pexxum gocryna: s
aBTOpH3. nosib3oBareneit. - ISBN 978-5-16-108215-7. - Tekct : 31eKTpOHHBII.

Jlono/THUTeIbHAS JIUTepaTypa

4. YueOHO-MeTOANYeCKOe NTocodue no JucuumninHe ""JlokyMeHTUpOBaHHe YIIPaBJIeHYeCKOM
AeATEeJBHOCTH" : U1 CTyZEHTOB HampasyieHus noarot. 38.03.01 "OkoHomuKa " HarpaBIeHHOCTH,
npoduneit "IxoHomMuKa npeanpusTuil u opr.", "byxrant. yder, ananus u ayaut", "Kommepuus",
HanpasieHus noArot. 38.03.04 "T"oc. u MmyHuIMIL. ynp." HanpaBiIeHHOCTH, poduis "T"oc. 1 MyHHULIUI.
ynp.", HanpaBaeHus moarot. 27.03.02 "Ymp. kadecTBoM" HalpaBIeHHOCTH, Ipoduiist "Yp.
KAa4yeCTBOM B ITPOM3B.-TEXHOJI. cucTeMax ', HarpasiaeHus nmoArotT. 38.03.02 "Menemxment"
HarpasieHHocTel, mpoduieit "MenemkMeHT opr.", "Yp. Manbim 6uzHecoM", "OUHAHCOBBIT
MeHekMeHT", "Yp. npoektamu", Hanpasienus noAarot. 43.03.02 "Typusm" HanpaBiIeHHOCTH,
npodwmisa "TexHoI. U opr. TyponepaT. U TypareHt. yciuyr", Hanpasienus noarot. 43.03.01 "Cepsuc"
HanpaslieHHOCTH, Tpod st "Opr. mepeBo30K U yIp. Ha TpaHcIl.", HanpasieHusto noarot. 10.03.01
"Uudopm. 6e30macHOCTh" HaNIpaBIeHHOCTH, Ipoduiis "Opr. U TEXHOIOTHS 3alUTh HHQOPM.",
HanpassieHus noarot. 43.03.03 "T'octuHuy. neno" HanpaBieHHOCTH, npoduis "['ocTuHnY. u
pectopan. aestensHocTh" / [ToBOIK. Toc. yH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad. "DxoHomuKa u
yrp." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment Adobe Acrobat. - Tonbsittu : [IBI'YC,
2019. - 1,47 MB, 116 c. - ITpua. - URL: http://elib.tolgas.ru/publ/Metod_DUDb_B_31.01.2019.pdf
(mata obpamenus: 19.11.2020). - Pexxum goctyma: muist apropu3. monb3oBareneit. - 0-00. - Teker :
JJIEKTPOHHBIN.
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5. YueOHo-MeToAMYecKoOe Mocodue no aucuuniuHe "JlokymMmeHTHpOBaHNe yHIpaB/ieHYeCKO
AeATEeJBbHOCTH" : 1711 CTyAeHTOB cnenuanbHocTH 38.05.02 "Tamoxk. femno" HalpaBIeHHOCTH,
npodust "Tamoxk. mmatexu" / [ToBomk. roc. yH-T cepBuca (PI'bOY BO "IIBI'YC"), Kad.
"Oxonomuka u ymp." ; coct.: A. H. Kapa, A. B. Korynenko. - Jlokyment Adobe Acrobat. - TomesaTTi
: [IBI'YC, 2019. - 1,45 MB, 115 c. - IIpun. - URL:

http://elib.tolgas.ru/publ/Metod DUDb _TD 31.01.2019.pdf (nara obpamienus: 19.11.2020). - Pexxum
noctyna: st aBTopu3. nonb3oBateneit. - 0-00. - Tekcr : 3eKTpOHHBIH.

6. Murean, U. H.

JlokyMeHTHUpOBaHHE YIIpaBiIeHYECKOH aesTenbHocTH. Kypc nekiuii : yue6. mocooue / M. H. Murens ;
Poc. akan. o6pa3oBanus. - 3-¢ u31., ctep. - Mocksa : @nunta [u 1p.], 2014. - 198 c. : Tabn. - [pun. -
ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - TekcT : HENOCPEICTBEHHBI.

7. Ky3nenos, U. H.

JenonpounsBoacTBo. JJoKkyMeHTaIIMOHHOE 00ECIIEUCHHE YITPABIICHUS : CIIpaB. mocodue /yist By30B / U.
H. Ky3nenos. - PoctoB-na-/lony : ®enukc, 2014. - 396 c. : Tabn. - (CrnpaBounuk). - [lepeuens
HOpPMAaTUBHBIX aKkToB. - ISBN 978-5-222-23094-7 : 278-00. - TekcT : HEenocpeACTBEHHBIH.

HopmaTuBHO-IpaBOBbIE AKTHI

1. Konctutynus Poccuiickoit @enepanuu (mpuHsITa BCEHAPOAHBIM rojocoBanuem 12.12.1993 ¢
W3MEHEHUSMH, OJOOpPEHHBIMH B XoJie obmepoccuiickoro rojocoBanus 01.07.2020) . - Tekcr :
anextponnbiii // Koucymerant Ilmroc : caiit. — URL: http://www.consultant.ru (mata obGpateHus:
26.04.2021).

2. I'OCT P 7.0.97 — 2016 «Cucrema craHgapToB Mo HHPOpMAIMH, OHOIHMOTEYHOMY MICIY.
Oprann3aliiOHHO-PACIIOPSIANTENIbHAST TOKyMeHTaus. TpeboBanus K OGOPMIICHUIO JTOKYMEHTOBY»
(BBeneH B aeiictue ¢ 01.07.2018 r.)

3. ®@epnepanbHbiii 3akoH or 27.07.2006 Ne 149-®3 (pen. 28.07.2012) «O6 wunbopmaimu,

I/IH(i)OpMaHI/IOHHI:IX TEXHOJOI'UsAX U O 3allIUTC I/IH(i)OpMaHI/II/I)).

4. ®enepanbubiit 3ak0H 0T 06.04.2011 Ne63-D3 (pen. 10.07.2012) «O06 >meKTpOHHON TOIMUCHY

5. @®enepanbubiii 3ak0oH 0T 10.01.2002 Nel-®3 (pen. 08.11.2007) «OO6 snexkTpoHHON 1H(pPOBOI
IO IITHCH.

6. ®enmepanpHblii 3akoH oT 27.12.2002 Nel84-®3 (pex. 03.12.2012) «O TeXHUYECKOM
PETYIHPOBAHU .

7. ®enepanbubiii 3ak0H OT 22.10.2004 Nel25-®d3 (pex. ot 11.02.2013) «O6 apxuBHOM €€ B
Poccniickoit denepanum».

8. ®enepanbHebIii 3ak0H OT 21.07.1993 No5485-1 (B pen. 08.11.2011) «O rocynapcTBeHHO# TaliHEe».

9. ®denepanbHeIii 3aK0H OT 29.07.2004 Ne98-D3 (pen. ot 11.07.2011) «O koMMepUecKoii TaitHE».

10. TMocranosnenue IlpaBurenscTBa PO ot 17.06.2004 (pem. 24.03.2011) Ne 290 «O denepansHomM
ApPXUBHOM areHTCTBE.

11.IlpaBuna mpedocTaBlIeHUS ychayr TenerpadHoi  CBs3M, yTBepkIeHbl [locTaHoBIEHUEM
ITpaButensctBa Poccuiickoit @enepauuu ot 15 ampens 2005 r. Ne 222 (8 pen. 31.01.2012).

12.«'OCT P 7.0.8-2013. Hammonanpubiii crangapt P®. Cucrema craHmapToB Mo WHGOpMAIIUH,
OMOMMOTEYHOMY U HW3JIAaTENIbCKOMY Jeny. Jlenompous3BOJICTBO M apXUBHOE Jeno. TepMHHBI U

OTIpeIeIICHUS».
13. «OK 011-93. OOmepoccuiickuii KJIacCH(PHUKATOp YIPaBICHUYECKOW ITOKYMEHTAIum» (YTB.
[TocranoBnenunem ['occrannapra P® ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).

14. «l"ocymapcTBeHHass cuUCTeMa JTOKYMEHTAllMOHHOTO oOecrieueHus yrpasieHus. OCHOBHBIC

noyoxeHus. OOme TpeOoBaHMsSI K OKYMEHTaM M CIy)KO0aM JTOKYMEHTAIIHOHHOTO OOECIICYCHHS»


http://www.consultant.ru/
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(omobpena komnerueit I'maBapxua CCCP ot 27.04.1988, Ilpuka3 ['maBapxuBa CCCP ot 23.05.1988

Ne33).

5.2. HpO(l)eCCI/IOHaJII)HLIe 0a3bl AAHHbIX, an)opMaunmmo-cnpaBquLIe CUCTEMbI,

HHTEPHET-Pecypchl

1.

eLIBRARY.RU : nayuynas snektpoHHass OuOmmoteka : cat. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mara oOpamenus: 09.02.2021). — Pexum pgocTyma: aiis 3aperucTpup.
IIOJIb30BaTeNe. — TEeKCT: 3JIEKTPOHHBIN.

Koncynerant Ilmoc : cripaBounas mpaBoBasi cuCrema : caidT / 3AO «Koncynbrantllmocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara o6pamenus 09.02.2021). - Tekcr :
AJIEKTPOHHBIN.

OnekTpoHHass OubmuoreyHass cucrema I[IOBODKCKOTO TOCYAapCTBEHHOTO YHUBEPCHUTETA
cepBuca : caiit / ®I'BOY BO «IIBI'YCy». — Toapsartu, 2010 - . - URL. : http://elib.tolgas.ru
(mata oOpamenus 09.02.2021). - Pexum mocTtyma: i aBTOpHU3. Mosb3oBareneil. - Tekcr :
3JIEKTPOHHBIMN.

DieKTpOHHO-0MOIMOTeuHas cuctema Znanium.com : caiit / OO0 "3HAHUYM". — Mockga,
2011 - . - URL: https://znanium.com/ (mnata obparienust 09.02.2021). - Pexxum gocryma: s
aBTOPU3. NOJI30BATEINIECH. - TEKCT : AJEKTPOHHBIN.

DnexTpoHHO-0ubnnoreyHas cucreMa Jlans : caitr / OOO "OBC JIAHB". - Mocksa, 2011 - . -
URL: https://e.lanbook.com/ (mara obpamenus 09.02.2021). - Pexxum gocrymna: ajst aBTOPH3.
noJib3oBarene. - TeKCT : AIeKTPOHHBIN.

5.3. IlporpammHoe obecnieueHue

HH(bOpMaHHOHHOe obecrneucHue y‘IC6HOFO mnmponecca IMmo AUCHUINIMHE OCYIICCTBIIAICTCA C

WCIIOJIb30BAHUEM  CIIEAYIOIIEr0 MPOTrpaMMHOTO oOecniedeHus (JIMIIEH3UOHHOTO W CBOOOJIHO
pacmpoCcTpaHseMOro), B TOM YHCIe OTEYECTBEHHOTO IIPOU3BO/ICTBA!

Ne HaunmeHoBanue YcaoBust focryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CETU YHHUBEPCUTETA (JIMLIEH3UOHHBIH
JIOTOBOD)

2 Microsoft Office U3 BHYTPEHHEH CETU YHHUBEPCUTETA (JIMLIEH3UOHHBIIH
JIOTOBOD)

3 Koncynsrantllntoc U3 BHYTPEHHEH CETU YHHUBEPCUTETA (JIMLIEH3UOHHBIH
JIOTOBOD)

4 C10 MOODLE U3 JI000M TOYKH, B KOTOPOU UMEETCSI TOCTYH K CETH

WHTepHeTr (JIMIIEH3MOHHBIN JOTOBOD)



http://www.consultant.ru/
http://elib.tolgas.ru/
http://www.garant.ru/
http://www.garant.ru/
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6. OMMCAHUE MATEPUAJIbHO-TEXHUYECKOU BA3bI, HEOBXOJIUMOM 1151
OCYHECTBJIEHUSA OBPA3OBATEJIBHOT' O ITPOLHECCA ITIO JUCIIAITJIMHE

[TomemeHust MpeACTaBISAIOT COOOK y4eOHBIE ayIUTOPHH ISl MPOBEACHUS YUCOHBIX 3aHSATHUH,
MPEeyCMOTPEHHBIX y4eOHBIM IUJIAaHOM U paboyeil MporpaMMoil JUCHUIUIMHBI, OCHAIlECHHBIC
000py/I0BaHNEM M TEXHUYECKHUMH CPEICTBAMU OOYUCHUSI.

3aHATHSA JIEKIIHOHHOTO THNA. Y4eOHblE ayAUTOPUM [UJISl 3aHATUN JICKIMOHHOTO THUIA
YKOMILIEKTOBaHbI MEOEIIbI0 M TEXHUYECKHUMHE CPEICTBAMU OOYUCHUS, CITYKAIUMU JJIs1 TPEICTABICHHUS
yueOHol nH(popManuu (CTallMOHAPHBIE WK TIEPEHOCHbBIE HAOOPHI IEMOHCTPALIMOHHOTO 000PyI0BaHUs
(mpoeKTop, PKpaH, KOMITbIOTEP/HOYTOYK), y4eOHO-HArJsIHbIe IMocoOus (Tpe3eHTalud 10 TeMam
JIEKIMH), 00ECIeUnBAOIINE TEMAaTHYCCKUE WILTIOCTPAIMK, COOTBETCTBYIONIUE ITAHHOW IMPOTpaMMe
JUCIUTUIAHBI.

3aHATHS CEMHMHAPCKOr0 THUMNA. YYeOHbIC AayAWTOPHH JUIsl 3aHSATUH CEMHHAPCKOTO THUIA
YKOMILIEKTOBAaHbI MEOENIbIO M TEXHUUYECKUMHU CPEeICTBAaMU O0YUEHUs, CIIYKAllUMU JIsl IPEICTaBICHUS
yueOHoI nHopManuu (CTAIMOHAPHBIE WIIM IEPEHOCHBIE HAOOPHI IEMOHCTPAIIMOHHOTO 000Dy I0BAHHUS
(IpoexTop, 9KpaH, KOMIBIOTEP/HOYTOYK).

IIpomexyTounas arrecramusi. J[1s TnpoBeeHHs NPOMEXKYTOUYHOM aTrTecTaliuu 10
JUCLUIUINHE HCIIOJIb3YIOTCS KOMIIBIOTEPHBIE KJIACChl, OCHAILLEHHBIE KOMIBIOTEPHON TEXHUKOWU C
BO3MOXXHOCTBIO TMOJKJIIOYEHHsT K ceTu HWHTepHeT M obecriedeHHeM JOCTylna B SJIEKTPOHHYIO
WH(OPMAIIMOHHO-00pa30BaTEIFHYIO  CpPelly  YHHBEpCHUTETa  W/WIM  y4eOHBIE  ayJUTOPUH,
YKOMILIEKTOBaHHBIE MEOENIbIO U TEXHUYECKUMHU CPEICTBAMU O0yUEHHUSI.

CamocrositesbHass pabGora. Ilomemenust s caMOCTOSITENBHOM pabOThl  OCHAILEHBI
KOMIIBIOTEPHONH TEXHUKOH C BO3MOXHOCTBIO MOJAKIIOUEHUs K ceTH «VHTepHEeT» U JOCTyNOM K
ANIEKTPOHHOM  MH(OpPMAIMOHHO-00pa30BaTENbHOM  cpele  yHHBepcuTeTa. [  opraHuzaiuu
CaMOCTOSITENIbHOM paboThl 00YYAIOIIMXCS UCTIOTIB3YIOTCS:

KOMIIBIOTEPHBIE KJIACChl YHUBEPCUTETA;

O6ubnnoreka (Meauasan), UMEroIIasi MecTa g 00yJaroluXcsi, OCHAIIICHHbIE KOMITBIOTEpaMH C
JIOCTYTIOM K 0a3aM JaHHBIX U ceTH VIHTepHeT.

JJIeKTpOHHasi MH(OpManMOHHO-00pa3oBaTeqbHas cpeaa yHuBepcurera (DQUOC).
Kaxnaplii oOywaromuiics B TEYE€HHE BCEro Iepuoaa oO0y4deHHs oOecnedyeH WHIWBUIYaIbHbIM
HEOI'PaHMYEHHBIM JOCTYIIOM K 3JI€KTPOHHOM MH(OpMAIIMOHHO-00pa30BaTeIbHON Cpe/ie YHUBEPCUTETa
(OUOC) http://sdo.tolgas.ru/ u3 nr0bOW TOYKH, B KOTOPOH HMMeeTcss JOCTYyN K HH(OPMAIUOHHO-
TEJIEKOMMYHUKAaMOHHOM ceTH "MHTepHeT", Kak Ha TEpPpUTOPUN YHUBEPCUTETA, TAK U BHE €€.

OUOC ynuBepcuteTa 00ecrneynBacT:

JOCTYH K Y4eOHBIM IUIaHaM, pabodyuMM IporpamMmaM JTUCHMIUIMH (MOJIyJei), mporpammam
NPAKTUK, OJJIGKTPOHHBIM Yy4Y€OHBIM H3JIaHUSM U 3JIEKTPOHHBIM 00pa30BaTENIbHBIM pecypcam,
yKa3aHHBIM B pabouux MporpamMmax JUCIUILIUH (MOJyJIei), MporpaMMax NpakTHK;

(dhopMupOBaHHE JIEKTPOHHOTO MOPTGOJINO 00yUaIOIIEeToCs], B TOM YHCIIE COXPaHEHUE ero padoT
U OLIEHOK 32 3TH PalOTHI.

B ciyuae peanuzaruu oOpa3oBaTebHON MPOTPaMMBI ¢ TPUMEHEHHUEM JIEKTPOHHOTO 00yYeHHS,
JTUCTaHIIMOHHBIX 00pa3oBaTeNbHBIX TexHONMoruid SMOC 1onoMHUTENBHO 00ECTIeYnBACT:

¢ukcanuo xoxa oOpa3oBaTEIBLHOrO MpOIEcca, Pe3yIbTaTOB MPOMEXKYTOUHOW aTrTecTaluu U
pe3yIbTaTOB OCBOEHUS 00pa30BaTeIbHOM MPOrpaMMBbl,

MpOBeJIeHUE YUEOHBIX 3aHATHH, MPOLIEYp OLIEHKH Pe3yIbTaToB 0O0yUeHUs, peaan3alus KOTOPbIX
IPEeIyCMOTPEHAa C TPUMEHEHHUEM JJIEKTPOHHOIO OOYYeHHUs, JUCTAaHIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHH;

B3aMMOJICHCTBHE MEX/y YYaCTHUKaMU 00pa30BaTebHOIO MPOIecca, B TOM YHCIE CHHXPOHHOE U
(unm) acHHXPOHHOE B3aUMOJAEHCTBUS ocpeacTBoM ceTH "MuTepuer".
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1. OCOBEHHOCTH OPITAHU3ALINU OBYYEHUA  JJIA JIMI C
OT'PAHUYEHHBIMHU BO3MOKHOCTAMMHU 31I0POBbs 1 UHBAJINIOB

[lpu HeoOxomumocTH pabouasi HporpamMma IUCHUIUIMHBI MOKET OBITh aJanTHpPOBAaHA IS
obecrnieueHrss 00pa30BaTEILHOTO MPOIECCa MHBAIHMIOB M JIMI C OTPAaHUYCHHBIMH BO3MOXHOCTSMU
3JI0POBbSI, B TOM YHUCIIC ISl JUCTAHIIMOHHOTO oOydeHwus. it 3Toro tpedyeTcs 3asiBIICHUE CTyIEHTA
(ero 3aKOHHOTO TIPEJICTABUTENSI) W 3aKIIOUEHUE TICHXOJIOTO-MEINKO-TIEAAroTn4ecKO KOMHUCCUU
(TIMIIK).

B cnyuae HEOOXOAMMOCTH, OOYJAIOIIMMCS U3 YMCIIA JIUI] C OTPAaHUYCHHBIMH BO3MOYKHOCTSIMH
3M0pOBbs (1O 3asiBICHHIO OOydaromierocs) a JUisi WHBAJIKIOB TakKKe€ B COOTBETCTBUH C
WH/IMBUIYaJIbHOW MTPOrpaMMOil peaObuInTaluy HHBAIHUIA, MOTYT MPEAIaraThCsl CIeIyIOIUe BapUaHThI
BOCIIPHSTHS YU4eOHOH HHMDOPMAITMH C YYETOM UX WHAMBHIYATBHBIX ICUXO(PH3MUECKUX OCOOCHHOCTEH,
B TOM YHUCJIC C TPUMCHCHUCM SJICKTPOHHOI'O 06y‘-ICHI/ISI U JUCTAHIIMOHHBIX TE€XHOJIOTHH:

- JUIS JIAIl C HApYIICHWSIMH 3PCHHS: B NEYaTHOH (GopMe yBelIHueHHBIM mpudTom; B dopme
AJIEKTPOHHOTO JIOKYMEHTa; B (hopme aynuodaiina (mepeBoj; yaieOHbIX MaTepHalioB B ayauodopmar); B
nedyaTHoOH Qopme Ha s3blke bpainsg; WHIWBUAYyallbHBIE KOHCYJBTAlMM C TMPUBJICYCHUEM
TH(l)JIOCYpIIOHGpCBOI[‘II/IKa; WHIUWBUIYAJIbHBIC 3aaHW U KOHCYJIbTallhuU.

- JUIS JIMI] C HapyIICHHSMH CllyxXa: B NeyaTHOH (opme; B (opMe AIIEKTPOHHOTO JTIOKYMEHTA;
BHUACOMATCpHAJIbI C CY6TI/ITpaMI/I; HHIUWBUIYAJIbHBIC KOHCYJIbTalun C IMPUBJICYCHUCM
CYpJIOTIEPEBOUMKA; UHINBUYAIbHBIC 3a]JaHUS U KOHCYJIbTAIINH.

- JUISL UL C HApYIICHHSIMH OIOPHO-ABUTaTEeNLHOTO ammapara: B IedaTHoil ¢opme; B dopme
AJIEKTPOHHOTO JOKYMEHTA; B popme ayauodaiiia; MHIMBUAYaTIbHbIC 33/I1aHUsI U KOHCYJIBTAIUH.
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8. OHEHOYHBIE MATEPHAJIbI (®POHA OLEHOYHBIX CPEIACTB) JJIA
TEKYIEI'O KOHTPOJIA YCIIEBAEMOCTHU U ITPOMEXYTOYHOU ATTECTALIUN

8.1. Onucanme mnoka3zatejell M KpHUTEepHeB OIEHHBAHHUS KOMIETEeHUHH Ha
Pa3JIUYHBIX 3Tanax uX GopMUPOBAHNSI, ONMHCAHUE KA OLleHUBAHUS

JIJIs OLlEHKH 3HAHWUH, YMEHHU, HAaBBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMIIETCHI[UH II0
TUCITUIIMHE TPUMEHSETCS OaTbHO-PEHTHHIOBasS CHCTEMa KOHTPOJS W OIIGHKH YCIIEBAEMOCTH
CTYICHTOB. B OCHOBY OauIbHO-pEHTHHIOBOM CHCTEMBI ITOJIOXKCHBI HMPHHIHUIBI, B COOTBETCTBHU C
KOTOPBIMH (DOPMUPOBAHHE PEUTHUHTA CTYIACHTA OCYIIECTBISETCS B XOJE TEKYIIEro KOHTPOIIS
ycneBaeMocTd. MakcumanbHOe KosmdecTBO O0amioB B cemectpe — 100.

IIkana oneHKH pe3yJabTaTOB 0CBOEHHS AU CHUIIJIMHBI, C()OPMHPOBAHHOCTH Pe3yJIbTATOB

o0yueHus
®DopMa npoBeaeHHs IIxaabl OlleHKH YPOBHS
MPOMEKYTOYHOI copMHpPOBAHHOCTH IIIkana olleHKH YPOBHS 0CBOEHHUSI TUCITUTLIHHBI
aTTecTaluu Pe3yJabTaTOB 00yUeHHS
VYposueas mkana | 100 6ampHas 100 GanpHas 5-0annpHas mKana, Henug GepeHnn
OILICHKU nikana, % nikana, % nu dhepeHIIpoBaHHAs poBaHHas
KOMIIETEHIIUI OIeHKa/0amI OIIeHKA
3auem JIOTIOPOTOBBIH Hike 61 HIKe 61 «HEYIOBIICTBOPHUTEIBHOY / HE 3a4TEHO
2
TTOPOTOBEIH 61-85,9 61-69,9 «YIOBJIETBOPUTEIHHOY / 3 3a4TEHO
70-85,9 «xopomioy / 4 3a4TEHO
MOBBIIIEHHBIN 86-100 86-100 «OTIHUYHO» / 5 3a4YTEHO

[lo wroram Tekyllell YCHEeBae€MOCTH CTYICHTY MOXXET ObIThb BBICTABJICHA OLEHKA I10
NPOMEXKYTOYHOH aTTecTallii B COOTBETCTBUM 3a HAaOpaHHBIMH 3a ceMecTp Oamiamu (1o
HaKOMUTEJIbHOMY pedTuHry). CTyaeHram, HabpaBIIMM B X0JI€ TEKYLLEro KOHTPOJI YCIEeBAEeMOCTH 10
quciuminie oT 61 1o 100 6amioB M BHINOJHUBIIMM BCe 00s3aTeNIbHbIE BUbI 3aIUIAHUPOBAHHBIX
y4eOHBIX 3aHATHM, MO PELIEHHIO IpernojaBaTelis 0e3 MPOXOXKAECHUS NPOMEKYTOUHOM aTrTecTaluu
BBICTABJISIETCS OLIEHKA B COOTBETCTBUHU CO LIKAJION OLIEHKH PE3yJIbTaTOB OCBOEHUS IUCLHUILINHBI.

Pesynbrar 00y4eHust cuuraercss c(POPMHPOBAHHBLIM (NOBBIICHHBI YPOBEHB), €CIU
TEOPETUYECKOE COJEp)KaHUE Kypca OCBOEHO IOJHOCTHIO; IMpPH YCTHBIX COOECEAOBAHUAX CTYACHT
UCUEPIIbIBAOIE, IOCIEeI0BaTEeIbHO, YETKO M JIOTMUECKH CTPOHMHO H3iaraeT y4yeOHBbI Marepua;
CBOOOJHO CHpaBiseTCs C 3ajayaMd, BONpPOCAMM U JPYTMMM BHJIAaMHU 3aJaHUl, TpeOyroIux
IIPUMEHEHNs 3HAHUM, UCIOJB3YET B OTBETE JONOJIHUTEIBHBIM MaTepual;, BCe INPEAYCMOTPEHHBIE
paboueil y4eOHON mporpaMMoil 3aJaHMsl BBIIOJHEHbI B COOTBETCTBUM C YCTAHOBJIEHHBIMU
TpeOOBaHUSAMH, CTYJEHT CIIOCOOEH aHAJM3UPOBaTh IOJYYEHHBIE pPE3yJIbTaTbl; MPOSBISET
CaMOCTOSITENIbHOCTh PU BBINOJHEHUH 3aJjaHUI, KAUeCTBO UX BBINOJIHEHHUS OLEHEHO YUCIIOM 0alioB
or 86 g0 100, 9TO COOTBETCTBYET MOBBLIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH PE3YJIbTATOB
o0OyueHusl.

Pesyabrar o00yueHuss cyuraercsi cGOpMHPOBAHHBIM (IIOPOrOBBIi YPOBEHBb), €CIHU
TEOPETUYECKOEe COJIep’KaHHE Kypca OCBOEHO IOJHOCTBIO; NMPH YCTHBIX COOECEOBAHUAX CTYACHT
MOCJIEI0BATENbHO, YETKO W JIOTUYECKHM CTPOWHO H3JlaraeT y4eOHBI Marepuai; CIpaBisieTcs ¢
3aJayaMy, BONpPOCAaMH W JIPYTMMH BHJAaMHM 3aJaHUi, TpeOYIOIIMX TNPUMEHEHUs 3HaHUM; Bce
MpeayCMOTpEeHHBIE pabodeil y4eOHOW TpOorpaMMoOi 3aJaHHs BBIMOJHEHBI B COOTBETCTBHUU C
YCTQHOBJICHHBIMH TPEOOBAHUSAMH, CTYIEHT CIHOCOOEH aHAIM3MPOBATH IOJIYYEHHBIE PEe3yJIbTaThl;
MPOSBIISIET CaMOCTOSITENIbHOCTh TPU BBHIMOJHEHUM 3a/aHUN, KayeCTBO WX BBINOJIHEHHUS OLEHEHO
yuciaoM OamioB or 61 ngo 85,9, 4TO COOTBETCTBYET MOPOrOBOMY YPOBHIO C(OPMHUPOBAHHOCTU
PE3yIHTATOB O0yUCHHUS.

PesyabraTr 00y4ueHHMsi cuuTaercsi HeC()OPMHMPOBAHHBIM, €CJIM CTYIEHT NPU BBINOJIHEHUH
3aJaHUil He JIEMOHCTPUPYET 3HaHWM y4yeOHOro marepuaia, JONMYCKaeT OMIMOKH, HEYBEpEHHO, C
OONBIIMMH  3aTPYAHEHUSMH BBIIOJHAET 3aJaHus, HE JEMOHCTPUPYET HEOOXOAMMBIX YMEHHH,
KAayeCTBO BBINIOJHEHHBIX 3aJaHUIl HE COOTBETCTBYET YCTAHOBJIEHHBIM TPeOOBaHMSIM, KaueCTBO HX
BBITOJIHEHHSI OIICHEHO YHCIIOM 0aioB HUXKE 61, 4TO COOTBETCTBYET IOIIOPOTOBOMY YPOBHIO.
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@opMBbI TEKYIEr0 KOHTPOJIS yCIIeBAeMOCTH

‘I)OpMBI TEKYIero KOHTPOJIsI KomuuectBo KoymaectBo 6auioB | Makc. BO3M. KOJ-BO
KOHTPOJBHBIX 3a 1 KOHTp. TOUKy OamoB
TOYCK
Hoxnan 5 2 10
TecTupoBaHUE 10 TEMaM JIEKLIUOHHBIX 3aHITUN 3 5 15
Cocrasnienne 0cHOBHBIX OP TOKyMeHTOB (Ianka — J1ejio) 12 5 60
TBopueckuii peTHHT (yaacTHe B KOHPEPCHIINAX, 1 15 15
OJINMITHAAAX U T.II.)
JomomHuTeTbHBIC OAJUTHI 32 aKTUBHOE H3YUICHUE
JUCIUIUINHBI
U ap.

HToro nmo aucuunjinge 100 6ass10B

CucremMa OIIEHUBAHUA IIpeacTaBJIeHa B  DJIEKTPOHHOM yqe6HOM Kypce TI0 JHCHUIIIAHE
http://sdo.tolgas.ru/.

8.2. TumoBble KOHTPOJbHbIE 3aJaHusl WM HHble MarTepuaibl i1 TEKYIIEI'O
KOHTPOJIAA YCIIEBAEMOCTHU

Tembl 10KJI210B

1. HopmaruBHO-TipaBoBas 0a3a COBPEMEHHOI'O JJOKYMEHTHPOBAHUS yIIPABICHYECKON
JEATEIIbHOCTH.

2. Crneuunduka opraHu3alyy JOKYMEHTAIIHOHHOTO 00€CIIeYeHUs YIIPaBICHYECKON
NeSITeIbHOCTH B TOCYAAPCTBEHHBIX YUPEKICHUSX.

3. OcoOeHHOCTH OpraHU3aIH JOKYMEHTUPOBAHUS YIPABICHYECKON IEATEIIbHOCTH Ha MAJIBIX
IIPEAIPUATHSIX.

4. B03MO>XHOCTH HUCIIOJIb30BAHUSI COBPEMEHHOMN 0(DHCHOM TEXHUKHU B ONTHMHU3ALIUN
JOKYMEHTO000pOTa OpraHu3aliy.

5. Hcropust cTaHOBIIEHUS U Pa3BUTHS JOKYMEHTAIIMOHHOTO OOECTIICUECHHS YIIPABIICHUS B
Poccun.

6. B03MOXHOCTH MCIIOJIL30BAHUS CIICUAIM3UPOBAHHBIX ITPOrpaMm JJIs1 OCYIICCTBICHUA
AOKYMCHTAIIUOHHOT' O 060p0Ta B COBpCMCHHOfI OpraHu3anunu.

7. CranpaapTsl B 00JaCTH yIpaBlIeHUS JOKYMEHTaMH.

8. Permamenranus cocraBa KOH(QUIEHIMATbHBIX CBEICHUH U JOKYMEHTOB.
9. OducHble TporpaMMHBIC CUCTEMBI.

10. O6naunble OHUCHI.

8.2.1. TunoBble 3aJaHUA K MPAKTHYECKHUM (CEMHHAPCKUM) 3aHATUIM

Ilpaxmuueckoe 3anamue 1.

OcHogHas  yenvb  3aWAmMuA:  3aKPEIJIEHME  TEOPETUYECKMX 3HAHUM IO  BOIIpOcaM
JIOKYMEHTHPOBAHUS YIPABICHUYECKONU NEATETLHOCTH: M3YYEHHUE OCHOBHBIX SJIEMEHTOB HOPMATHBHO-
METOUYEeCKO 0a3bl JOKYMEHTHUPOBAHUS YIPABICHYECKOW NEATETbHOCTH, JTAllOB CTAaHOBIICHUS
Jienonpou3BoicTBa B Poccun, cymuocT yHUGUKAIIUN U CTaHIapTHU3AINHN B ICTIONPOU3BOICTRBE.

Bormpocs! 11st ycTHOTO 00CYXKIeHUS

1. Yto Takoe JOKYMEHT ¥ KaKOBBI ero (PYyHKIIUN?

2. Yro Takoe Aeonpou3BOACTBO U JOKYMEHTHPOBAHHOE 00eCIIeUeHHEe yIpaBIeHus?

3. Kakue sTanbl CTAaHOBIIEHUS NEPEKUIO JET0NPON3BOACTBO B Poccun?

4. Yro Takoe «cucrteMa JOKYMEHTAIMN» U «yHU(PUIIUPOBAaHHAS CHCTEMa JOKYMEHTalun»?
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5. B uem 3akirodaercsi CyTh YHU(PHUKAIUU U CTaHAAPTU3ALNN B AEOMPOU3BOICTBE

Ilpakmuueckoe 3anamue 2.

OcnosHas yenv 3auAmMuUsA: 3aKPEIUICHWE 3HAHWM OTHOCHTENBHO TPaBMWII  O(POPMIICHHS
pekBu3HUTOB, 3akperuieHHbIX ['OCT P 7.0.97 — 2016, u 6;1aHKOB IOKYMEHTOB.

Bomnpocs! 11 ycTHOro 00CYyXIeHUs:

1. KakoBo naznauenune ['OCT P 7.0.97 — 20167

2. KakoB cocTaB pekBu3uToB, onpenenseMex 'OCT P 7.0.97 — 20167

3. Yro npeacraBisieT coOoi 0aHK JOKyMeHTa?

4. KakoBbl TpeOOBaHUS K M3TOTOBJICHHIO, YYETy, HCIIOJB30BAHHIO M XPAHEHHUIO OJAHKOB C
BocrpousBeaeHeM locynapctBeHHoro repOa Poccuiickoit ¢enepanuu u  rep6oB CyOBEKTOB
Poccuiickoit deneparun?

5. Kakue MexcTpOoUYHble HHTEPBaIbl IPUMEHSIOTCS U 0)OPMIIEHUU PEKBU3UTOB?

6. Kakue pazmepsl Oymaru pa3pemieHsl K IPIMEHEHHIO B JIEJIONPOU3BOACTBE?

7. Kakue pazMepsl 1oJieilt UCI0Ib3YIOTCS B JOKYMEHTax?

8. Kakue criocoObl mpruMeHsI0OTCs TpH 0(OpMIICHUH 1aT?

9. Kak opopmisitoTcst B JOKyMEHTaX TaOJIHULIbI U BEIBOIbI?

Ilpakmuueckoe 3anamue 3.

OcHoeHas yenv 3auamus. 3aKpeIUICHNE TEOPETUUECKUX 3HAHMW 110 BOIIPOCAM COCTaBJICHUS U
0(OpMIIEHHSI OCHOBHBIX JOKYMEHTOB U IPAKTHUECKOE MPUMEHEHHUE MOIYYEHHbIX 3HaHUN B Mpoliecce
pa3pabOTKW HEKOTOPBIX BHJIOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSAUTENIBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB U JOKYMEHTOB JINYHOTO ITPOUCXOKICHUS.

Bormpocs! 1y1st ycTHOTO 00CYX)aeHUs

1. Kakue 10OKyMEHTBI OTHOCSTCS K OPraHU3allMOHHBIM?

2. B yem 3axitouaeTcsi 0COOEHHOCTh O(OPMIIEHHUSI 3arojOBKa K TEKCTY B OpraHU3allMOHHBIX
JIOKyMEHTax?

3. Korna opranm3anoHHbIe TOKYMEHTHI IPHOOPETAOT IOPUINIECKYIO CHITY?

4. Kak cTpOUTCs TEKCT B OpraHU3aL[MOHHBIX JJOKYMEHTax?

5. Kak nonro nedcTBYyeT OpraHu3allMOHHBIN JOKyMEHT? MOXHO JM BHOCHUTH M3MEHEHHS B
TEKCT OPraHU3aL[MOHHOIO TOKyMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKoM LEebI0 CO3/1at0TCS TUIIOBBIE Y IPUMEPHBIE OPTaHNU3ALMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MoJoKeHust 00 opraHu3anuu?

9. B 4eM cOCTOMT pa3MyMe TaKUX JOKYMEHTOB, KaK IITAaTHOE PACIUCAHUE U CTPYKTYypa,
HITaTHasi YUCIEHHOCTh?

10. IloueMy JOMKHOCTHAsT HHCTPYKLHS HE COCTaBISETCS M KaTETOPUM  CIIy’KalluX
«pykoBoauTenn»? UTo AOMKHO COAEpkKAThCs B TEKCTE KayKJI0T0 pa3/iesia JOJKHOCTHOM HHCTPYKIUN?

11. Kakue BuIOBl OpPraHU3aLMOHHO-PACIOPAIUTENBHBIX  JOKYMEHTOB  OTHOCATCS K
pacnopsIUTENbHBIM?

12. ITouemy pacniopsiiuTeNbHBIE JOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Korpa pacnopsiiutenbHble JOKYMEHTHI BCTYNAKOT B CHITY?

14. Kak paznuuatotcs 1o chepe AeWCTBUS pacopsIUTENbHbIE JOKYMEHTHI?

15. Yro sBnsieTCS OCHOBAaHUEM JUIsl PACIIOPSAUTENIBHOIO TOKYyMEHTa?

16. Kak cTpouTCsi TEKCT pacoOpsiAUTEIBLHOTO JOKYMEHTA?

17. Kakue opransl IpUHUMAIOT TOCTaHOBJIEHHE?

18. B kakoii ¢popme U31at0TCsl COBMECTHBIE PACHIOPSAUTENIbHBIE JOKYMEHTHI?

19. 1o kakuM BOTIpOCaM H3/aI0T PACTIOPSHKEHUS M YKa3aHHs?

20. Kakue JOKYMEHTBI OTHOCSTCS K IPYIIIE CIPaBOYHO-UHPOPMALMOHHBIX ?
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21. Ha xakux OmaHkax o(pOopMIISIOTCSI CIPAaBOYHO-MH(GOPMAITMOHHBIC JOKYMEHTHI?
22. Kakue ObIBatOT BUJIBI POTOKOJIOB, M Y€M OHH OTJIMYAIOTCS APYT OT Apyra?
23. Kak odopmiisercst BHEIIHIS JOKJIaIHAS 3amucKa?

24. Yto BXOJUT B COCTaB KaIPOBOI TOKYMEHTALIUU?

25. Kakas moxymeHTaIus UCIIoIb3yeTCs IPH MprueMe Ha paboTty?

26. Kakumu nokymeHTamu ohopMisieTcs mepeBoi paboTHuka?

27. KakoB cocTaB JOKyMEHTAIUH, KCTIOJIb3yeMOW MPH YBOJLHEHUH PAOOTHHUKA?
28. KakoBbl ocobeHHOCTH 0OPMIICHHSI TPUKA30B 10 TUIHOMY COCTaBY?

IlIpakmuueckoe 3anamue 4.
3a0anus ona cocmasnenus npUKAa308 no OCHOBHOU 0esAMenbHOCU NPEONPUAMUSL
1.CocraBbTe mpHKa3 reHepaibHOro aupekropa Hemyonuunoro AO «Kopmer» 00 n3MeHeHHH
rpagpuka paboOThl CIyKallMX oOTAena Oyxraatepuu. B KoHcTaTtupyromed uacTH yKaKuTe Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKU HadaJbHUKAa OTAena. B
pacropsauTenbHON YacTu oOpaTuTe BHUMaHUE Ha OpraHU3alMi0 CBEPXYPOUYHOI paboThl B cy0OOOTHUE
JTHU U NIPEJIOKEHUS 110 UX OIUIaTe.

2. CocraBbre mnpuka3 aupextopa HenyomuuHoro AO «CepBuc» 0 BbIIUIATE JIEHEKHBIX
CPeACTB Ha KOMaHAMPOBOYHBIE PacxXo/ibl yuacTHHKaM Bcepoccuiickoro ¢opyma. JleHexxHbIe cpencTBa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 pe3epBHOTO (OHJA OIJIaThl TPYJa B pa3Mepe AByXCOT pyOiel B €Hb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIE PACXOIBI.

3.  CocraBpTe HpHKa3 O  BHECEHMHM H3MEHEHMH B  IUTaTHOE  pacluCaHUe
[TAO «[Inams» B CBSI3U C mepenaayucii 00beKTa Ha 00CTY)KUBAHUE BO BHEBEJTOMCTBEHHYIO OXPaHYy.

4.  CocraBbTe IPUKa3 FeHEPAILHOIO JUPEKTOpa (GUPMBI O JUILEHUH NTpeMuu 3a anpensb 2015
roja B pazmepe 20% paboTHukoB oTaena mapketuHra Mammna A.B., Cenosa I1.0. 3a HeHannexaiee
UCIIOJIHEHUE CBOMX JOJKHOCTHBIX 0053aHHOCTEH U HapyIIeHWEe UCTIOIHUTENbCKOW JUCHUIUIMHBI.

5. CocraBbTe TpUKa3 reHepalbHOTO TUpeKTopa (GUPMBI O HakazaHuH Boautens [lerpoBa
A.B. Ha ocHOBaHMM aKkTa oleHKU noBpexaeHuit apTomoOmnst BA3 1110 roc. Ne E909MB B pesynbrate
JIOPO’KHO-TPAHCIOPTHOIO MpouctecTBus. HakazaHnne HeoOXOIMMO NPOU3BECTU MYTEM OOBSIBICHUS
CTPOrOro BBITOBOpA U YAEp)KaHUS W3 3apabOTHOW IJIaThl BOAMTENS JEHEXKHON CyMMBI B pa3mepe
15000 (maTy THICAY) pyOIei.

6. CocraBbre mpuka3 aupexropa [IAO «Xpom» 0 npeMupoBaHUM paOOTHUKOB (PMHAHCOBO-
skoHoMuueckoro otaena Meanosoit A.C., KypuatoBa f.K., MensmoBoit FO.U. u Cokonosa E.H. 3a
yyacTue B exerogHom ¢opyme «TexHonmorun u skoHOoMHKay. [Ipemus Bbliaercs u3 (Qonzaa
MaTepuaIbHOro MooupeHus B pazmepe 50% exeMecsIYHOro J0KHOCTHOTO OKJIa/1a.

7.CocraBbTe npuKa3 00 00513aTeIbHOM MPOXO0KJIEHUN KYPCOB IO MOBBIIIEHUIO KBATU(DUKALUU
cekperapeit ITAO «IIpomm» B nepuon ¢ 17.05.2015 no 17.08.2015 no

Ilpakmuueckoe 3anamue 5.

3a0anus ona cocmasnenus CHpagoyHO-UHGOPMAYUOHHBIX OOKYMEHMOE:

1. CocraBbTe AoKIaAHYIO 3amucky Oyxranrepa Tumommuoil M.II. rmaBHOMy Oyxranrtepy
¢upmel «Pyoun» bubuueBy ILII. o mpousBenenHoit Tumommuoi WM.II. mpoBepke BBINONTHEHUS
npuka3za aupekropa ¢upmel or 00.00.0000 Ne 92 «O cocrosHUM OyXralaTepcKkoro yuyera Ha
CTpouTeNbCcTBE 0a3bl OTAbIXA B paiioHe OOckoro Mopsi». B npukase ObUIM yka3zaHbl KOHKPETHBIE CPOKH
JUKBHJIAIUN HEJIOCTATKOB, OOHapyxeHHBIX B ceHTs0pe 2014 roma. B mokmamHO# 3amuicke JOJDKHO
OBITh OTMEUYEHO BBITIOJHEHUE BCEX IMYHKTOB MpPHKa3a, 3a MCKIIOYEHHEM IYHKTOB 00 OpraHu3aluu
pPaBHOMEPHON eXeTHEBHOM cauu pabounMu Hapaa0B Oyxranrepuu. BoisiBieHo, 4To 25 okTa0pst ObLI1O
cnaHo Tosbko 35,2% Bcex HapanoB. OctanbHble Hapsaabl cianbl 1 HOsOps. Ilo rpaduky cpok craum
MOCTIEAHUX HApSJI0B 3a MPOILIbIA MECSI] YCTaHOBJIEH EPBOI0O YKCIA CIEIYIOIIEro Mecsa.

2. CocraBbTe JOKJIQJHYIO 3allUCKy TJIABHOIO OyXranTepa JUPEKTOpy 00 uTorax paboThI IO
LHEHTpaJIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoma. LlenTpanuzauus pacueroB jaana
BO3MOXHOCTh TE€PEBECTH Ha JPYIYyl0 paboTy MATh OyXTajTepoB II€XOB, YMEHBIIMTh OLIMOKH B
pacueTax ¢ pabOYUMHU U CIIyXKalllMMH, YCUJIUTh KOHTPOJIb 3a pacxojoBaHueM (OHAOB 3apabOTHOI
iatel. B 3akiiroueHne HEOOX0IMMO MOCTABUTH BOIPOC O MPEMHUPOBAHUU PAOOTHUKOB OyXTralTepuu U
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BIl, oGecneunBarommx Iepexo/l Ha IEHTPAIU30BaHHBIA pacdeT 3apaboTHOM IUIaThl IO 3aBOJY.
OcTanbHbIe TaHHBIC YKAXKUTE CAMOCTOSITEIIBHO.

3. CocTaBbTe JOKJIAIHYIO 3aMHCKY CeKpeTaps-pedepeHTa pPyKOBOIUTEINIO MPEINPHUATHS 00
yrepe CrenanoBeiM .. mrcbMa-3amnpoca, OCTYIMUBIIETO B apec MPEANPUATHS IBa MecsIa Ha3al.

3aoanus ons cocmasnenusi OOKyMeHmMO8 TUYHO20 NPOUCXOHCOCHUS:

1. Hanwmmmwre mpukas reHepajbHOrO JUPEKTOpa akIMoHepHOoro obmectBa «IuO» o mpueme
Bac Ha paboTy OyxraiarepoM (SKOHOMHCTOM, MEHEIKEPOM, MPOrPaMMHUCTOM, AAMHHHCTPATOPOM
TOCTHHHUIIBI).

2. CocraBbTe mpuka3z 00 OCBOOOXKIEHMH Bac OT paboTel B (upme «OpOuta» B CBSA3U C
nepees3 oM Ha HOBOE MECTOXKUTEIbCTBO.

3. CocraBbTe mpuKa3pl: a) 0 mpuemMe Ha pabory Oyxrantepom HMmanosoir W.IL.; 6) 00
yBoibHeHUU MBanoBoit W.II. mepeBome B Apyryro opraHuzanuio. J[pyrue peKBU3UTHI YKaXKUTE
CaMOCTOSITENTBHO.

4. CocraBbTe XapaKTEPUCTHKY-PEKOMEHJALMI0 Ha pab0OTHUKA BAlllero MPEANPUATUS IS
MOCTYIUICHUS €70 B aCUPAHTYPy TONBATTUHCKON aKaJeMHUH YIIPABICHHUS.

5. Hamummre 3asBieHue 0 NpeaoCcTaBICHUHN BaM aJIMUHUCTPATUBHOTO OTITYCKa [0 CEMEHHBIM
00CTOSITENILCTBAM.

6. Hamummre aBroOuorpaduio u pesrome, HeoOXoIUMBIE g 0GOPMIICHHS] JOKYMEHTOB MPH
MOCTYIIJICHUU Ha paboTy.

7. Odopmurte 3anmuck B TPYAOBOH KHUXKKE 00 YBOJBHEHUH Bac: a) IO COOCTBEHHOMY KEJIaHUIO; 0)
B CBSI3U C JIUKBHJIAIIMEH TIPEIIPHUSITHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSIM, IIPEIBSIBISEMBIM
K BBITIONTHSIEMOM paboTe, BCIEACTBHE HEJJOCTATOUYHOUN KBATH(DHUKAIIH.

Ilpakmuueckoe 3anamue 6.

OcHognas yenv 3awsamus: TPUOOPETEHHWE NPAKTHUYECKUX HABBIKOB MO (HOPMHPOBAHHIO
WH(OPMAIMOHHO-TIONCKOBOI CHCTEMBI IIPEATPHUSITHS.

Bormpocs! 11st yeTHOTO 00CYX)ACHUS

1. Yro Takoe MAOKYMEHTOOOOPOT M  KaK  OCYIIECTBIAETCS  MojacyeT  o0bema
JTOKyMeHTOoO0OopoTa?

2. Kakue noToku TOKyMEHTOB MPUHSATO pa3InyaTh B COCTABE JOKyMEHT0000poTa?

3. KakoBbI OCHOBHBIE 3Talbl ¥ IPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppecroHAECHIUS He TIOJUIeKHUT BCKPBITHIO?

5. Kak momxHBI OBITH pacrpeneseHbl JOKYMEHTBI MPH IPEIBAPUTEIBHOM pPACCMOTPEHHUH
JIOKYMEHTOB?

6. Uro Takoe peructpanus JOKYMEHTOB U KaKOBa €€ OCHOBHAS 1EJIb?

7. Kakue J0KyMEHTBI HE MOAJIEeKAT pErucTpauun?

8. Kak peructpupyrorcs OTBeTHBIE JOKYMEHTHI?

9. Kak popmupyercs perucTpaliioHHbII HOMEp COBMECTHOTO JJOKYMEHTa?

10. C kakoii menpio co37aeTCs B OpraHu3aIiui HHPOPMAIIMOHHO-TIONCKOBAs cucTeMa?

11. Kro ocymiecTBisieT B OpraHu3alliil KOHTPOJb MCIOMHEHHs JokyMeHTOB? KakoBa ero
ens?

Ilpakmuueckoe 3anamue 7.

OcHosHas yenv 3aHAmMus. 3aKpEIIEHNe TEOPETUUYECKUX 3HAHUW MO BOIMPOCY CHUCTEMAaTH3aluu
JIOKYMEHTOB ¥ ()OPMHUPOBAHUIO JI€TT HA TIPEATPUATHH.

Bonpocs! 1u1st ycTHOTO 00CyKIeHUs -

1. Kaxkue TpeboBaHUS MPEABABISIOTCSA K (YOPMHUPOBAHHUIO APXUBOB MPEATIPUSATHS?

2. Kax nomkHbI OBITH 0)OPMIICHBI JieTa I Iepelaud B apXuB?

3. Yro mpencrasinseT coboit neno?

4. Yto Takoe HOMEHKJIATypa JIen?
Ilpakmuueckoe 3anamue 8.

Ocnosnast yenv 3ansamus: TPHOOPETEHUE TPAKTHYSCKUX HABBIKOB I10 HCIOJIH30BAHUIO
OPI'TEXHUKHU B MPOLIECCE COCTABICHUS U OPOPMIICHUS TOKYMEHTOB.
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Bomnpocs! 1 ycTHOTo 00CyKACHUS:

1. TIlepeuncnure cpeacTBa OPITEXHHKH, HCIIOIb3yeMble Ha aBTOMAaTU3MPOBAHHOM pabouem
MeCTe CIEeIUAINCTa U PYKOBOJUTEIIS.

2. Yro mpencraBiseT coOOW KOHIETIHSA 3JIEKTPOHHOTO odrca?

3. Onumure Ha3HayeHHWE M (PYHKIMOHAIBHBIE BO3MOXXHOCTH HHTETPUPOBAHHOTO IaKeTa
nporpamm Microsoft Office.

4. Tlepeuncnure u JaliTe XapaKTEPUCTUKY CPEIICTB COCTABICHUS M M3TOTOBJICHHUS TEKCTOBBIX
U TaOJINYHBIX JTOKYMEHTOB.

5. llepeunciaure W pgaiiTe XapakTEPUCTUKY CPEACTB KOIMPOBAHUS W THUPAKHUPOBAHHS
JIOKYMEHTOB.

6. llepeuncnure u HaliTe XapaKTEPUCTUKY CPEICTB MUKPOTpAHH.

7. llepeuncnure W paidTe XapaKTEPUCTUKY CPEACTB (U3NYECKOH OOpabOTKM HOCHUTENEH
JOKYMEHTOB.

8. [Ilepeunmcnoure ™  jgaliTe XapaKkTEepUCTHKY CpPEACTB  BHYTPpU- W BHEO(DHUCHOH
TPaHCIIOPTHPOBKHU JIOKYMEHTOB, CBSI3H M KOMMYHHKAIINH.

9. UYro mpencraBnsier coboil odpucHas mebenr u obopymoBanue? Ilepeuncnure BUIBI
oducHoi Mebenu 1 000pyAOBaHHUS.

Ipakmuueckue 3a0anusi:
1. OdopMuTh OCHOBHBIE BHJbBl YIPABICHYECKHMX JOKYMEHTOB C  HCIOJb30BaHUEM
KOMITBIOTEPA U HHTErPUPOBAHHOIO makera mporpamm Microsoft Office.
Ilpakmuueckoe 3anamue 9.

OcnosHas yenv 3anamus; IPUOOPETEHNE TMPAKTUIECKUX HABBIKOB Pa3pabOTKU M OPOPMIICHHS
JIeIOBOM  KOPPECHOHJCHLIMY; M3y4eHHE S3blKa M CTWIA CIY)KEOHBIX JOKYMEHTOB, HAaBbIKOB
cocTaBieHUs] U 0(hOpMIICHUS JIEI0BOI KOPPECTIOHIEHIIMN HA aHTJIMICKOM, (paHIly3CKOM U HEMELIKOM
A3bIKAX.

Bomnpocs! 11 ycTHOro 00Cy>KAeHuU:

1. Pacckaxute, B yeM OTJIMUUS OPUIIHMATIBHO-/IEI0BOIO CTHIIS OT JPYTHX.

2. [IpuBeauTe yacTo BCTpevarouuecs abOpeBHaTypsl CIOB.

3. KakoBbl cTpyKTypa popMyiisipa U COCTaB PEKBU3UTOB JIEJIOBOT0 NKcbMa?

4. KakoBbl 0cOO€HHOCTH 0(OPMIIEHUS JIeII0BON KOPPECIIOHICHIIMY B aHTJIOS3bIYHBIX CTpaHax?

5. KakoBbl ocoOeHHOCTH 0(DOpMIICHUS AEIOBOM KOPPECTIOHEHIINN Ha (DPAHITY3CKOM SI3bIKE?

6. KakoBbl 0cOO€HHOCTH O(OPMIICHHSI EIOBON KOPPECTIOHICHIIMN Ha HEMEILIKOM SI3bIKe

Ipakxmuyeckue 3a0anus:

1. CocraBbre nuceMmo-uzBemenne AO «3Jkocan» AO «llapTHep» 0 HpUYMHAX 3a7EPKKH
MOCTaBOK MalllH U 000py/10BaHUS.

2. CocraBbTe NUCHMO-TIPUIJIALICHUE OPraHU3allMOHHOTO KOMHTETa «ODKCHOLEHTP» C
NPEJUIOKEHUEM  TIOCETUTh  MEXIYHApOJHYIO  CIEUUAIM3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUaibHBIX U TOIUIMBHO-DHEPIE€TUYECKUX PECYPCOB B CTPOUTENBCTBE M IPOMBILUIEHHOCTH.
BricTaBKa mpoXoaUT B MaBUIIbOHE BBICTABOYHOTO KomIuiekca Ha Kpacnoii [Ipeche.

3. CocraBpre rapantuitnoe mnuceMo I[IAO «Oxocan» IIAO «IIporpeccy 00 oxazaHUH
TEXHUUYECKOH MOMOIIM B pa3paboTke pabounx dyeprexeil HacocHO# ctaniuu. [TAO «3kocan» npocut
MPOM3BECTH ATY pabOTy HEMOCPEACTBEHHO Ha IJIOIIA/IKE.

4. CocTaBpTe MUCHMO-OTBET Mpe3uJieHTy Poccuiicko-aMepuKaHCKOW TOproBoi manaTtsl AHHE
Jxoncon (anpec: The Marketplace — Tower 11, 3025 South Packer Road Suite 735, Aurora. Colorado
80014, USA 303-745-0757 FAX 303-745-0776). B nuceMe yKakuTe BaIlld YCIIOBUS COTPYTHUYECTBA.

5. Cocrasbre mceMo OOO «OnBuko» rocnofuHy XbtocToHy B JlonaoH (®spokc bank) c
HAallOMMHAHUEM BBINOJHUTH 3aKa3 Ha MocTtaBKy KommbiloTepa «OPTIMA 133». B cnywae
HEBBITIOJTHEHUS 3aKa3a CIIeyeT BBIPa3UTh NPOCh0y BEPHYTh HAIIPABJICHHbIC JCHEXKHBIE CPEJICTBA.
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Ilpakmuueckoe 3anamue 10.
OcHosnas yenv 3anAmus: TPUOOPETEHHE TEOPETUYECKUX W MNPAKTHYECKUX HABBIKOB
COCTaBJICHUA H O(I)OpMJIeHI/ISI ACJIOBBIX TIMUCEM, CBA3aHHBIX C IIPOBCACHUCM ICPUOAUYCCKUX
MEpONPUATHH, TEIerpaMM, a TaK)Ke COCTABJICHUS M OTHPABKU IUCEM Yepe3 DJIEKTPOHHYIO IOYTY B

JIOKQJILHOU BBIYUMCIIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

1. Hamwmmmure pCKJ'IaMHO'I/IH(l)OpMaHI/IOHHOG IMUCbMO ACJIOBBIM IIApTHEpaM C IPUITIAlICHUEM

IPUHSTH y4acTUe B KOH(PEPEHLIUH.

Tunosble TeCTOBBIE 3adaHuA 10 TeMam 1,24

Tema 1. ,/IOKyMeHT U CUCTEMbBI JOKYMECHTAIlUH

Bonpoc

BapI/IaHTLI OTBCTa

1. loxymeHT - 310

a) MarepuanbHblii 00BEKT, UCIOJIb3YEMbIH
JUIS 3aKpeIUIeHUsT M XPAaHEHHs Ha HEM

peUeBOil, 3BYKOBOM U H300pa3uUTEIbHOMN
uHpopmaruu

b) 3adukcupoBaHHass Ha MaTepUATBHOM
HocuTene uHGpOpMaIHMsS C PEKBHU3UTAMHU,

MO3BOJISIOMIMMU €€ UACHTH(PHUIINPOBATH

c) bnank ¢popmara A4

d) CrangapTHbIit JIUCT Oymaru,
coJiepKaluil Kaky-1160 HHpopMaLuu

2. J1enonpou3BOJICTBO - 3TO

a)
b)

c)

Cucrema XxpaHeHHsI JOKyMEHTOB
CocraBieHue 10KyMEHTOB
JlokymeHTupoBaHue W
paboThI ¢ JOKYMEHTaMH

OpraHu3aIus

3. VYkaxuTe, Kakue CHCTEMbl JOKyMEHTAlUH
BBIJICIIAIOT!

@YyHKIMOHAIBHBIE U OTPACIIEBbIE
OtpacneBble U MEKOTPACIIEBBIE

C) DyHKIHMOHAIBHBIC H MEKOTPACIICBBIC
4. HopmaTtuBHO-TEXHHUECKUI JIOKYMEHT, a) Ceprudukar
YCTaHABIMBAIOIMN KOMIUIEKC HOPM, IpaBui, b) Crammapt
TpeOoBaHUII K OOBEKTY M  YTBEPXKIAaeMbIii C) JlumeHnsus
KOMIIETEHTHBIMU OpPTaHaMy — 3TO: d) Wuctpykims
5. Uem ompenensieTcsi COCTaB YNPaBICHYECKHX a) DyHKIMSIMHU OpraHU3aINU

JOKYMCHTOB B OpraHu3aluu:

[TopsiakomM  pelieHus  ynpaBIEHYECKUX
BOIIPOCOB

HopmatuBHBIMEU akTaMu

OOBeMOM M XapaKTepoM B3aMMOCBsI3€il ¢
JPYTUMHU OpraHU3alusIMU

c)
d)
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Tema 2. yl'lpaB.]'leH‘leCRaﬂ AOKYMEHTalUudA

Bomnpoc

Bapuantsl oTBeTa

1. HazoBute ¢opmarel Oymaru, pa3pelicHHbIC
JUTst 0OPMIICHHUS JIETIOBBIX JOKYyMEHTOB

a) Al
b) A3
c) A4
d) AS

2. Vkaxure CBOMCTBA

uHpopManun

yIpaBJICHYECKOM

a) AIpecHOCTh

b) KparkocTh TekcTa

€) OduimansHbIii XapakTep
d) To4yHOCTH M3ITOKEHHUSI

3. Kakoro poma OnaHKM HCHONB3YIOTCA IS
opuUIIHaTBEHO-IETOBOM MEPETUCKU

a) bBuaHk nrceMa opraHu3alnuu

b) BiaHk nucema CTpyKTYypHOTO
HO/Apa3IeICHUsI

C) bnank nuceMa JOHKHOCTHOTO JIUIA

4. @opmynsip - 3TO

a) Pa3HOBHAHOCTH JETOBOTO MHCHMA

b) CoBOKYIHOCTH PEKBU3UTOB
0(HIHATEHOTO MTHChMa

C) SI3bikoBas hopmyia, HCIOIB3yeMast B
JICTIOBOM MHChME

5. Kakoit mpudrt sABISETCS OCHOBHBIM TIpU
odopmiieHnn JoKymeHTa ¢ momorsio [1K:

a) Times New Roman 12
b)Times New Roman 14
c)Arial 12
d)Arial 14

Tema 4. Oprannzanusi J0KyMeHTO0000poOTa

Bomnpoc

BapI/IaHTBI OTBCTa

1. JlokyMeHTOOO0pOT — 3TO:

a) JIBwkeHue JOKYMEHTOB B OPraHU3aIlUH C
MOMEHTa TOJIYYEHUS] WIM CO3JaHUS JI0

3aBEpIICHHUS  WCIIOJHEHHS,  OTIPABKU
azipecaTy WM HalpaBJICHUU Ha XPaHCHHE
B JIEJIO

b) JBumxeHue JIOKYMEHTOB MEXITy
OpraHu3aIUsIMH

C) JlBmwxeHue JIOKYMEHTOB MEXTY
OpraHu3aruen u opraHamu

rocyAapCTBEHHOM BIIACTH
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2. KakoBa ocHOBHas 3aj1a4a TOKYMEHTO000pOTa:

a)
b)

6BICTpOTa B IBMKCHHUU JOKYMCHTOB
MakCuMu3anus JOKyMCHTOIIOTOKA

C) IPSMOTOYHOCTh B IBHIKCHHU JIOKYMCHTOB

3.B HOMeHKIaTypy el BKIIIOYaITCs

a)
b)

c)

BCE JIeJIa OPTaHU3alMH, )KYPHAIIBI
perucTpanmy, CupaBoYHble KAPTOTEKU
BCE BXOJSLINE, UCXOAIINE U
BHYTPEHHUE JIOKYMEHTBI OpraHU3al1H
Jena M JOKYMEHThl  OpraHM3alvH,
KOTOpBIE OTHOCATCSI K paboTe ¢ Kaapamu
B OpraHu3aluu

4. Kakoe W3 HMXE NMPHUBEICHHBIX YTBEPKIACHUN
SIBJISIETCS] BEPHBIM

Homenknatrypa gen  paspabaTbiBaeTcs
1ocjae  CO3JaHMsl ~ OpraHu3aluu |
neiicTByeT 6eccpouHO

Homenknarypa nem paspabarbeiBaeTcst
Mociie  CO3JaHusl ~ OpraHu3aluu U
€KET0/IHO MEePEYTBEPKIACTCS
Homenkmatypa pgen paspabaTbiBaeTcs
1ocjae  CO3JMaHWsl  OpraHu3almuu |
nepeyTBepKAaeTcs OJUH pa3 B MATh JIeT

5.Uto otHOCHUTCS K cpeacTtBamM SJICKTPOHHOT'O
KOIMMPOBAaHUA JOKYMCHTOB!

a)

c)
d)

e)

Pusorpad

[penep

Kcepoxce

Ckanep

OpaHKHpOBAIbHAS MATHA
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8.3. Tumnossle KOHTPOJIbBHBIC 3aJaHUSl HWJIH HHBIC MaTEepHajJdbl [IJdd IIPOBCIACHUA

MMPOMEXYTOYHOM ATTECTAIIUA

dopma mNpOBEACHHUS MPOMEKYTOUYHOW AaTTeCTallMd 1O JAUCHUIUIMHE: 3a4veT B Qopme

KOMIIBIOTCPHOI'O TECTUPOBAHUA HJIM I10 pE3YyjibTaTaM HAKOIIUTEIIBHOI'O peﬁTHHFa.

IlepeyeHb BONPOCOB U 3aIaHU# JJIA OATOTOBKH K 3a4eTy

OIIK-6. CniocoGeH npuMeHSTH B IPo()ecCHOHATBLHOM /1eATeILHOCTH HOPMATHBHBIE IPABOBbIE aKTHI B cepe

™=

o

© o~

11.
12.

13.

14.

15.

16.
17.

18.
19.

20.
21.
22.
23.

24.
25.
26.

27.
28.

cepBuca

JIOKyMEHT ¥ CUCTEMBI IOKYMEHTAIIHH.

Bupl 1OKyMEHTOB U MX KIacCU(PUKAIIHSL.

CocraB HOPMAaTUBHO-METOANYECKOM 0a3bl TOKYMEHTHPOBAHHS yIIPABICHYECKON
NeSITETTbHOCTH.

['ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTALHIO.

YHUGHUIUPOBAaHHBIE CUCTEMBI JOKyMeHTauu. OOmepoccHiickuii kKiraccu(uKaTop TEXHUKO-
HSKOHOMUYECKOW ¥ COLMATbHOI HHPOpMAIIHH.

VYnpasneHueckas foKyMeHTalus. TpeGoBaHUs K COCTaBICHUIO U 0()OPMIICHHIO
JOKYMEHTOB, (opMyIIsip-o0pa3el, COCTaB M PACIOI0KEHNE PEKBU3HTOB.
OCHOBHBIE€ TTOJIOKEHHUS 110 TOKYMEHTHPOBAHHUIO YIIPABICHYECKON ESITEIbHOCTH.
bnanku u popMaTsl JOKyMEHTOB.

TpeboBaHus K TEKCTaM JTOKYMEHTOB. SI3BIK U CTHJIb TOKYMEHTA.

.IloaroroBka T€KCTOB C MCIOJb30BaHUEM KOMIIBIOTCPHOTI'O IIAKE€Ta IIpOorpaMm Microsoft

Office.

CocraBieHue 1 0popMIIeHHE OCHOBHBIX JOKYMEHTOB.

[IpaBuna cocraBienust 1 0pOPMIIEHUSI OCHOBHBIX OpPraHU3allMOHHO-TIPABOBBIX IOKYMEHTOB:
yCTaBa, MOJIOKEHUS, UHCTPYKIUH, I0TOBOpPA, KOHTPAKTA.

[IpaBuna cocraBiieHust U 0(pOPMIIEHUSI OCHOBHBIX PacloOpsIUTEIbHBIX JOKYMEHTOB: IpHUKa3a
U PacCIOpsKEHUS.

[IpaBuna cocraBienust 1 0pOpMIEHUS OCHOBHBIX CIIPaBOYHO-MH(POPMAIIMOHHBIX
JIOKYMEHTOB: aKTa, CIIPaBKH, IPOTOKOJIa, CIyKeOHOH, TOKIaTHONW U O0BSICHUTEIbHON
3aIHUCOK.

IIpaBuia coctaBiaeHust 1 0POPMIICHUS JOKYMEHTOB JIMYHOTO MPOUCXOXKICHUS: O0paleHe
10 HaiiMy Ha paboTy; HaMcaHue Pe3toMe JIJIs OCTYIUIEHU I Ha paboTy MO0 KOHKYPCY;
3asiBJIICHUE O IIpHeMe Ha paboTy; aBToOMOrpadus; XapaKTepUCTUKA; 3asiBI€HUE O IEPEBOJE, O
MpeJ0CTaBIEHUH OTIyCKa U T. II.

Opranuzanus 10KyMeHT0o000poTa.

Bxoasimuii JoKkyMeHTONOTOK. BHYTpeHHUI TOKyMEHTONOTOK. YueT o0bema
JIOKYMEHTO0000poTa.

OpraHu3allMOHHOE OCTPOEHUE CIYKObI 1€T0NPOU3BO/ICTBA.

Cuctemaru3zanus 1okyMeHTOB. O01mue TpeOoBaHMs K CUCTEMAaTH3alMU JOKYMEHTOB U
(hOpMHUPOBAHUIO JICII.

CocraBiieHne 3aroj0OBKOB JI€] U YCTAHOBJIEHHE CPOKOB XPAHEHUS €Il

Howmenkiarypa aen. ApXuBHOE XpaHEHUE TOKYMEHTOB U JIETT.

CoBpeMmeHHbIe c1TOCOOBI ¥ TEXHUKA CO3aHUs JOKYMEHTOB.

CpenctBa OprTeXHUKH, UCTIOIb3YEMblEe HA aBTOMAaTU3UPOBAHHOM paboyeM MecTe CHeuaIncTa
Y PYKOBOJIUTEIS.

Knaccudukanus cpecTB opraHu3allMOHHON TEXHUKH JIIsl COBPEMEHHBIX O(UCHBIX
TEXHOJIOTHU.

Konnenmus snextpoHHoro ogpuca. KoMnbroTepHble TEXHOIOTHH 00€CTIeYeHH s
YIIPaBICHYECKOM AEATEILHOCTH: HHTETpUPOBaHHbIN makeT nporpamm Microsoft Office.
JlenoBble 1 KOMMEpPUYECKHE TUChMA.

Knaccudukanus u cTpykTypa AeI0BbIX TUCeM. PEKBU3NUTHI MUCbMa U UX PACIIOIOKEHHE.
CrangaptHbie (pa3bl U BEIPAKEHUS.
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29. O0pa31pl BapHaHTOB JICJIOBBIX IMUCEM: MIChMa-TIPOCHObI, MIChMa-OTBETHI (OTKA3HI),
COIIPOBOJIUTENIbHBIEC THCbMA, TMChMAa-TIOITBEPKACHNUS, TapaHTHIHbIE TUCHMA.

30. TIpaBuiia u GopmMbI KOMMEPUECKON MEPEMUCKH C 3apyOSKHBIMH ITApTHEPAMH.

31.Jlekcuka U CTUIIb KOPPECTIOHICHIINH, OOIICTTPUHATHIE B MEXKITYHAPOTHOM U JICIIOBOM MUpE.

32. TunoBsle (ppa3bl U NOJIE3HBIE BBIPAKEHUS, HEOOXOIMMBIE IIPU COCTABICHUU ITUCEM
3apy0OeKHOMY MapTHEPY.

33. CrnucoK COKpalleHHH, 4acTO BCTPEYAIOLINXCS B KOMMEPUYECKUX IHChbMaX.

34. ®opMbl KOMMEPYECKHX MHceM: cOop HH(POPMAITUH O J1eI0BOM aKTUBHOCTH,
pecriekTabenbHOCTH (GUpM; MPEUIOKEHUS U OTKIIOHEHUE NPEI0KEHUH U Ip.

35. Oco0eHHOCTH KOMMEPYECKON KOPPECTIOHACHIIMU Ha aHIIIMHCKOM, (PPaHIy3CKOM U HEMELIKOM
SI3BIKAX (S3bIK BHIOMPAETCS IO )KETAHUIO CTYACHTA).

36. CocraBiieHue U OTIIPABKa IUChbMA Yepe3 IEKTPOHHYIO I10YTY 3apy0eKHOMY IapTHEPY.

37.KoppecnonaeHnus, CBsI3aHHAs C IPOBECHUEM MEPUOJUUECKUX MEPOTIPUSATHIMA, M TpoYast
KOPPECIIOHICHIIHSL.

38. OOpa3ibl BAPHAHTOB JICIOBBIX MMHUCEM, CBA3aHHBIX C IPOBEACHUEM MTEPUOTNIECKUX
MEpONPUATHIA: UHPOPMALIMOHHO-PEKIIAMHBIE TMCbMA, MChMa-HAlIOMUHAHMSL.

39. CocraBienue TeaerpaMmm, TeJaekcoB U pakcoB. OCHOBHBIE COKPALICHHUS, HCIIOJIb3YeMbIE MTPH
COCTaBJICHUH TEJIEIPAMM U TEJIEKCOB.

40. CocraBieHue 1 OTIIPaBKa IMHCEM Yepe3 MEKTPOHHYIO IOUTY B JIOKAIbHOW BEIYUCIUTEILHON
CETH.

41. Opranuzauus paboThl C JOKYMEHTAMHU, COJAEPKALIUMHU KOH(PUIEHINAIbHbIE CBEACHHUS.

42. Opranu3zanus KOH(pUAESHIUAIBHOTO AEJIONPOU3BOICTBA.

43. CocTaB HOPMAaTUBHO-METOAMYECKON 0a3bl KOH(DUICHIIMAIBHOTO JEJIONPON3BOICTBA.

44, Ponb 1 MeCTO KOH(UICHIMAIBHOTO JIEJIONPOU3BOACTBA B 00ECIICUEHUH 3aILUThI
KOH(UICHINATLHOW HH()OPMAIIHH.

45.Co3pnanue U yyeT KOH(UAESHIUAIBHBIX JOKYMEHTOB, TOPSAI0K 00palleHus ¢
KOH(HICHIIHATHLHBIMHI TOKYMEHTAMHU.

46. CxeMa NpOXOXKAEHUS TOKyMEHTA IIPU CO3/1aHUM, PETUCTPAaLlUi U BU3UPOBAHUY, IIepeaya
KOH(HICHIIMATHHBIX JJOKYMEHTOB BHYTPH OpraHU3aIlHH.

47.CxeMa IpOXO0KICHUS BXOASIIMX U UCXOAIIMX KOH(PHUIEHIUATBHBIX JOKYMEHTOB.

HpHMeprlﬁ TECT IJIi UTOrOBOI'0 TECTUPOBAHMSI:

1. lokyMeHT — 3TO:
e) MarepuanbHblii 00BEKT, MCHOJB3YeMbI Ul 3aKPEIUICHHUS W XPAHEHHs Ha HEM PEYeBOi,
3BYKOBOW U M300pa3uTeIbHOW HHPOPMALIUU
f) 3adukcupoBanHas Ha MaTepuabLHOM HOCHTENE MH(OPMAIUS C PEKBU3UTAMH, MTO3BOJISIOIIIUMHU
ee UIeHTU(UIPOBATh
g) bnank dpopmara A4
h) CranmapTHbIil TUCT OyMaru, coiepKauuii KaKyr-1100 HHHOopMaLuio

2. J1enonpou3BoJICTBO — 3TO:
d) Cucrema xpaHeHHS JOKYMEHTOB
e) CocraBiieHHE JOKYMEHTOB
f) JoxyMeHTHpOBaHUE U OPraHU3aIus pabOThI C JOKyMEHTaMH

3. YKaxunTe, KaKue CUCTEMBI JOKYMEHTAIH BBIICIISIOT:

d) ®yHKIHMOHANBHBIC H OTPACIICBBIC

e) OrpacieBbie U MEKOTpACIEBbIE

f) ®yHKIHOHATBHBIE U MEXOTPACIICBBIC
4. HopMaTUBHO-TEXHUUYECKUN TOKYMEHT, YCTaHABJIMBAIOIINI KOMIUIEKC HOPM, IIpaBuil, TpeOOBaHUMN K
00BEKTY M YTBEP)KIAaeMbIii KOMIIETEHTHBIMU OpTaHaMH — 3TO:
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e) Ceprudukar
f) Cranmapr
0) Jlunensus
h) Wucrpykums

5. Yem ompezenseTcsi cOCTaB yIPaBICHYECKUX JOKYMEHTOB B OpTaHH3ALIH:
e) DyHKUUSIMH OpraHU3alUH
f) Tlopsimkom perieHus yrnpaBlIeHYECKUX BOIIPOCOB
g) HopmaruBHBIME akTamMu
h) OO0beMoM u XapakTepoM B3aUMOCBSI3CH C APYTUMH OpraHU3alUsIMA

6. HazoBute dopmarsl Gymaru, pa3perieHHble it 0pOpMIICHHUS JETOBBIX JOKYMEHTOB:
e) Al
f) A3
o) A4
h) AS
7. B KakuXx ciay4asx IpUBOIAT COKPALICHHOE HAMMEHOBAHUE OPraHU3alNHN:
a) Ecnu oHa siBIIsleTCs] aBTOPOM JIOKYMEHTA
b) Ecnu oHO 3aKkperieHO B yUpEeIUTEIbHBIX JOKYMEHTaX
c) Ecnu y opranusaiuu uMeroTcs QUIHAIBI, TEPPUTOPHATBHBIC OT/ICICHHUS, TIPEACTABUTEIbCTBA

8. SIBnsercs mm HOMCP CUCTa OpraHu3alvuu B OaHKe 00s3aTeIbLHBIM 3JIEMEHTOM PCKBU3UTA 08:

a) la
b) Her

9. SBnaAroTcs an YHUBCPCAJIbHBIC CJIOBA MHOT'O3HAYHBIMHU:

a) Ha
b) Her

10. YkaxuTte CBOWCTBA yHpaBiIeHYeCKON HHPOPMAIUH:
€) AIpecHOCTh
f) Kparkocts Tekcta
g) OdunuansHbIi XapakTep
h) TouHOCTH U3TOKEHHS

11. YupenurenbHblil JOrOBOP CONEPIKUT:
a) XapakTepHCTHKY MpeaMeTa, esiei U MPUHIIUIIOB IS TeIbHOCTH OpraHUu3allii
b) omKHOCTHOMW M YMCICHHBIH COCTAB OpraHU3aIMN
c) IlpaBa u 00SI3aHHOCTH y4YpeAUTEINCH
d) CocraB 1 KOMIIETCHIHIO OPTraHOB YIPABICHHUS
e) Cpox JedCTBUS U IOPSIOK MPEKPAIICHHS JOrOBOpa

12. SIBnsieTcst i ipuKka3 00s3aTENbHBIM K HCTIOTHEHHUIO JIJIs1 BCeX PA0OTHUKOB JJAHHOM OpraHU3aIlHH:

a) /Jla
b) Her

13. Kak uznmaraercst TEKCT pacHOpsAAUTEIbHON YaCTH PacoOpsAIUTEIbHBIX TOKYMEHTOB:
a) B mpocutensHOU dopme
b) B moBenurensHON Gopme
¢) B ykazarenbHoli (hopme

14. Ha kakom OsaHKe 0hOpMITSIOTCS PaCOPSUTEIbHBIE TOKYMEHTHI:
a) Ha oOrmiem Omanke
b) Ha 0nanke mucema
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16.

17.

18.

19.

20.

21.

22.

23.

24.
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C) Ha GnaHke KOHKPETHOTO BH/IA JOKYMEHTA

PacriopsiiuTenbHbIE JOKYMEHTHI BCTYIAOT B CHIIY:
a) Ilocne ux yrBepxaeHUsS

b) C momeHTa UX MOAMUCAHUS

¢) Ilocie ux coriacoBaHus

d) Ilocne ux OmyOIUKOBAHHMS

Pe3rome — 3T0:

a) Kparkas uadopmarus o cebe, cocTaBiieHHast IPETEHAEHTOM Ha BAKAHTHOE MECTO.

b) Onucanue OCHOBHBIX 3TAlOB TPYJAOBOH JEATEIBHOCTH, COCTABJICHHOE MPETECHACHTOM Ha
BaKaHTHOE MECTO.

¢) Hudopmariust B XpOHOJIOTHYSCKOM TOPSIIKE MTPEICTABICHHI TPETEHICHTA Ha BAKAHTHOE MECTO
0 CBOEM JKU3HEHHOM IyTH U MPOPECCHOHATH3ME.

UYro siBisieTcss OCHOBaHMEM I M3JIaHUs TIPUKa3a O IpueMe Ha padoTy:

a) YcTHOe pacnopspKeHHE PyKOBOIUTEINS OpraHU3aluu

b) TlucemeHHOE pacopsHKEHHE PYKOBOIUTEIS OPraHU3alluK

c) INoamucanHOE PpyKOBOIUTEIEM OpraHU3aIMK 3asBJICHHE O IIPUEME Ha paboTy

[TpenbsaBaseTcs U TPpynOBask KHUXKKA IIpU 0(pOPMIIEHUH Ha pabOTy IO COBMECTUTEILCTBY:

a) la
b) Her

3anuchIBAIOTCS JIM B3BICKAHMSI ¢ PAOOTHHKA B €T0 TPYIOBYIO KHUKKY:

a) Ja
b) Her

JlokymMeHTOO0OpOT — 3TO:

d) JIBiKeHHE TOKYMEHTOB B OpPTraHM3allMU ¢ MOMEHTA MOJYUCHHUS WIIM CO3JaHHs 10 3aBEpPIICHUSI
VICITOJIHEHM S, OTIIPABKH a/IpecaTy WX HAIPABICHUN HAa XPAaHEHHE B JIETIO0

e) JIBiKeHUE JOKYMEHTOB MEKIy OPraHU3aIUsIMH

f) IBmwkeHHe TOKYMEHTOB MEXy OpraHH3alueil U OpraHaMy TOCYIapCTBEHHOW BIACTH

KaxoBa ocHOBHas 3a/1a4a JJOKyMEHTO000pOTA!
C) OBICTPOTA B IBIKCHUH JOKYMEHTOB

d) makcuMu3aIMs JOKyMEHTOIOTOKA

€) MPSIMOTOYHOCTH B JIBUIKCHUU JOKYMEHTOB

B HOMEHKNIaTypy €1 BKIOYarOTCS:

d) Bce nena opraHu3alyy, KypHAIbl PETUCTPAIIMU, CIPABOYHbBIC KAPTOTEKU

€) Bce BXOASIINE, HCXOAAIINE U BHYTPEHHUE TOKYMEHTHI OpraHu3aIin

f) 1ena u MTOKYMEHTBI OpraHHU3aIliK, KOTOPBIE OTHOCATCS K paboTe ¢ KaJpaMu B OpraHU3aiuu

Kakoe u3 Huxe NpuBeCHHBIX YTBEPKACHHUM SBISETCS BEPHBIM:

d) Homenknarypa nen pazpadarbiBaeTcs TIOCIIE CO3/IaHUs OpraHU3aluy U ICHCTBYeT 0€CCPOYHO

e) Homenkmatypa gen pa3paOaThiBaeTCs IMOCIE CO3JaHUS OpPraHU3aldd W €XKErOJHO
nepeyTBeEpKIacTCA

f) HomenxnaTypa aen pa3paOaThIBaeTCs TMOCIE CO3/IaHHs OPraHU3AIMU M IEPEyTBEPKIACTCS
OJIUH pa3 B MSATh JIET

YTO OTHOCHUTCS K CPEICTBAM DIICKTPOHHOTO KOMMPOBAHUSI JOKYMEHTOB:
f) Pusorpad
g) lpexep
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h) Kcepoxkc
1) Ckanep
j) ®paHkupoBanbHas MalIuHA

25. Kaxkoit mpudt sBisieTcs OCHOBHBIM ITpH 0popMiIeHHHU JOKyMeHTa ¢ momoinbio [1K:
a) Times New Roman 12
b) Times New Roman 14
c) Arial 12
d) Arial 14

[TonmHbIi GOH OLIEHOYHBIX CPENICTB JUIS MPOBEACHUS IPOMEKYTOUYHON aTTECTalluU pa3MeIIeH
B 0aHKe BOIPOCOB AJIEKTPOHHOro ywyeOHoro kypca gucuuiuimiel B OUWOC  yHuBepcutera
http://sdo.tolgas.ru/, a Takke XpaHuTcs B OymMakHOM H (WJIM) SJIEKTPOHHOM BHJIE Ha Kadeape-
pa3paboTuuKe.



