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1. HEPEYEHbD INJIAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
JUCHUIIVIMHE, COOTHECEHHBIX C [IJIAHUPYEMBIMU PE3YJIbTATAMUAU
OCBOEHMSA OBPA3OBATEJBHOM ITPOI'PAMMBI

1.1. Llenp ocBOEHMS JUCIUATLIMHEL.
[{enbr0 OCBOSHUS TUCIIUTUTHHBI SIBIISICTCS .
- (dopmupoBanue y oOydaronmxcs oO0menpodecCHoHaIbHbIX KOMIIETCHIIMH B 00JacTh

yIpaBiIeHUS

1.2. llepeyeHb MIIaHUPYEMbIX Pe3yJIbTATOB 00yUeHH S MO TUCIUIITTHHE

cepoil KUIMITHO-KOMMYHAJIBHOIO XO34HCTBA B COOTBETCTBHMM C HOPMAaTHBHBIMU
TpeOOBaHUSAMH K OpraHU3alru JOKyMEHT0000poTa B pazpe3e pyHKUUH yIpaBIeHHUS.

Kon n HaumeHoBanue | Koa u HanMeHOBaHue Inanupyemble pe3yjbTaThl 00yUeHHUs 110 OcHoBanmne (IIC)
KOMITETEHIUH HHIHKATOPA JUCHUTIIHHE * 1L
JMOCTHIKEHHUST mpodeccnoHaIbHBIX
KOMITETeHIHH KOMITETCHITHI
OIIK-6. Ciocoden | MOIIK-6.3 3HaeT: TpeOOBaHMUS K COCTABIICHUIO JOKYMEHTOB
NPUMEHSATH B OGecmeyuBaer 0 BU/IaM B paspe3e GYHKIUH ynpaBieHUs 1

npo¢ecCHOHANIBHON | JOKYMEHTOOOOPOT B | OCHOBBI OpPraHM3aIMU JOKYMEHTO000pOTa;
JIeSTENIBHOCTH COOTBETCTBUU C HOPSAJOK BEIEHUS JIEJOIPOU3BOJCTBA; CTAHAAPTHI
HOpPMAaTHBHBIE HOpPMaTUBHBIMU YHU(GHUIMPOBAHHONH CHUCTEMBl OpraHMW3allMOHHO-
MPaBOBBIE AKTHI B TpeOOBaHMIMH pacnopsouTeNnbHOM — JOKYMEHTAalUUH,  CAUHYIO
cdepe cepsuca cucTeMy TEXHOJIOTUYECKOH JOKYMEHTaIUH,
MOCTaHOBJIEHNH, PacoOpsKEHHUS, MPHKA3bI,

METOIMYECKHE M HOPMATHBHBIE MaTepHaibl II0
OpraHM3aly, HOPMHPOBAaHHWIO W OIUIATE TPYIa;
HOpPMAaTHBHBIC TIPaBOBBIC AaKTBI, METOJMUYECCKHE
MaTepHabl o BOTIpOCaM OpraHu3aIyu
yIOpaBJIE€HUS TPOU3BOJCTBOM, NMPOU3BOACTBEHHOTO
IUTAHUPOBAHUA M YNpPaBJICHHUS IPOU3BOICTBOM,
ydeTa W aHaluM3a pe3yabTaToOB IPOHU3BOJCTBEHHO-
XO3SIIICTBEHHOH A€ATEIbHOCTU

YMeer: mpUMEHHUTH TOTy4YE€HHBIC 3HAHUS IS
MPaBHJILHOTO COCTABJIEHUS U 0(OPMIICHUS
YIIpaBIEHYECKUX JIOKyMeHTOB; dopmupoBats 0a3y
JTAaHHBIX U pa3pabaThIBaTh OpraHU3AIMOHHO-
YIIPaBICHYECKYIO TOKYMEHTALUIO C
WCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHH
3JIEKTPOHHOT'O IOKYMEHT0000pOoTa

Buaaneer: HaBBIKAMH COCTABJICHUS OCHOBHBIX
YIpaBIEHYECKUX JOKYMEHTOB; HABBIKAMHU
pa3paboTKU MPEeAIOKESHUH 110 paIOHATH3AIIH
CTPYKTYpBI YIPaBJICHUS IPOU3BOJCTBOM B
COOTBETCTBHH C IIETISIMH U CTpaTeruen
OpTaHM3aIH{, JEHCTBYIOIINX CUCTEM, (hopM 1
METOJIOB YIIPABIEHUS IPOU3BOJACTBOM, IO
COBEpPILIEHCTBOBAHHUIO OPraHU3alIOHHO-
pacnopsauTeNnbHON JOKyMEHTAMK U OpraHU3aluu
JIOKyMEHTO000pOTa, 0 BHEAPEHUIO TEXHUUECKUX
cpeacTB 00paboTKH MH(GOPMALNH, TEPCOHAIIBHBIX
KOMIIBIOTEPOB U CETeH, aBTOMaTH3UPOBAHHBIX
pabounx MecT; HaBBIKAMHU OpTraHU3alKy pabOTHI IO
COCTABJICHUIO II0JIO)KEHUN O CTPYKTYPHBIX
TOJIpa3/IeIeHIX (OTAeTax, IeXax)
MIPOM3BOICTBEHHOHOPTraHN3aINH, JOJDKHOCTHBIX
WHCTPYKIMI paboTHUKAM,00ecTiedeHe BHECCHHUS B
HHUX HEOOXOJMMBIX W3MEHEHHUH U JONOJIHEHUH
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2. MECTO JUCIIATIJIMHBI B CTPYKTYPE OBPA3OBATEJILHOM ITPOTPAMMBI

JucuumimHa OTHOCHTCS K o0si3aTenbHON yacTu bioka 1. Jlucuurianasl (MO M) TpOTpaMMBI

6akanaBpuarta (b.1.0.04. O6menpodeccnoHaIbHBIA MOIYJIb).

3. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI

3.1. O0beM M CTPYKTYpPa AUCHHUIJIHHBI

OO6mmas Tpya0€MKOCTh AUCITUIUTMHBI cocTaBisieT _3  3.e. (108

4ac.), UX pacrpeaciicHue

10 BUJaM paboT M ceMecTpaMm IMPeICTaBICHO B Ta0OIHIIe.

Buabl yueOHbIX 3aHATHI U pad0THI 00yYaIOLIUXCS

TpynoeMKocTb, Yac

Oo0mast TpyA0eMKOCTh AMCHMIIJIMHBI, 4ac 108

KonrakTHas padoTa o0yyawimuxcs ¢ npenoaaBaTeieM 1o BUIaM 36/12
Y4eOHBIX 3aHATHII (Bcero), B T.4.:

3aHATHS JIEKIIMOHHOT0 THINA (JICKIIHH) 16/ 6

3aHATHSI CEMHHAPCKOI0 THIA (CEMHHAPDI, TPAKTHICCKIE 3aHATHUS, 20/6

MPaKTHUKYMBbI, KOJUIOKBUYMbI U HHBIE aHAJIOTHYHBIC 3aHSATHS)

JIa60paTOpHBbIe PaGOThI - /-
CamocTosiTesibHasi padoTa Bcero, B T.4.: 72 /92
CaMonoAroToBKa Mo TeMam (pasjienam) JUCIUILTHHBI 72/ 92

BeinosiHeHHE KypcOBOTO MPOEKTa /KypCOBOW paboThI -/-

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

HpOMe)KyTO‘lHaﬂ aTrecranus

3a4vyerT

[Ipumeuanue: -/- o6vem uacoe coomeemcmeeHno OJisi OYHOU, 3A0YUHOU PopM 0OVUeHUS

JlMcuuIuInHa peanusyercs MOCPeACTBOM MPOBEIEHHUsI KOHTAaKTHONW paboThl ¢ 00y4arolUMHCS
(BKJIFOYAs TIPOBEICHUE TEKYIIIETO KOHTPOJIS YCIEBAEMOCTH), CAMOCTOSATENILHOI pab0Thl 00yJarOIIUXCsI

u HpOMeX(YTOqHOﬁ aTTeCTaluu.

B nmponecce OCBOCHUA JUCHUINIMHBI MOXET MNPHUMCHATHCA JJICKTPOHHOC O6y‘~ICHI/Ie u

JUCTAaHIIMOHHBIC 06p330BaTeJ'IBHBIC TCXHOJIOTHH.

B nponecce ocBoeHus TUCHUILUIMHBI oOydaroluecss 00ecreyeHbl JOCTYINOM K 3JIE€KTPOHHOM
UH(POPMALIMOHHO-00pa30BaTENIbHOM Cpe/ie U IIEKTPOHHO-OUOINOTEYHBIM CUCTEMAM.




3.1. Conep:xaHnue TUCHUIIMHBI, CTPYKTYPHPOBAHHOE MO0 TEMaM

IInannpyembie

Bujbl yueOHoi padoThI

p::zz::;;bl KonrakrtHast padora | , Dopwnt
: 3} = e ¢ o Z s TeKyIero
oy 71 ? = 3 3 E ; s KOHTPOJIst
Kd;zlprxzsﬁxzu“ HaumeHoBaHuUe Pa3aesioB, TEM = E 5 o E = S < g o ey
HHAUKATOPbI § g‘%g § § g g : g OLCHOYHOI'0
JOCTHARCHHS 2 ] © = : § = cpencraa)
KOMIIeTeHIHii = = =2 B = O
OIIK-6, TEMA 1. JIoOKyMeHT U CUCTEMBI 1/0
HNOIIK-6.3. JOKYMEHTALMH
CopeprxaHue JEKIHUH:
1./ToxyMeHTHpOBaHKE: OCHOBHBIC TOHITHS H
TEPMHHBI.  Buabpl  JOKYMEHTOB U UX
KJIacCU(UKAIHS.
2.CocTtaB HOPMAaTHBHO-METOJIUYECKON 0a3bl
JIOKYMEHTHUPOBAHUS yIPaBICHYECKOM
JICSATSIILHOCTH.
3.I'ocynapcTBeHHBIE CTaHIapPThI Ha
JIOKYMEHTAIIMIO Y HUDUITMPOBAHHBIE CUCTEMBI
JIOKyMEHTaLUU. Oo6mepoccuiickue
KIIACCU(PHUKATOPHl TEXHUKO-3KOHOMHUYECKON M
connagbHON MHPOPMAIIHH.
YcrHbli
[Ipaktuueckoe 3austue Ne 1. JIokyMeHT U 1/0 Onpoc mo
CHCTEMBI JIOKyMEHTAITUH TCMC,
TECTUPOBAHU
i p
CamocrositenpHas pabora. 5/5
MOJATOTOBKA
JIOKJIaJI0B
TEMA 2. YrpaBieHuecKasi TOKyMEHTaIUs 1/0
ConeprxaHue JCKIHU:
1.TpeboBaHus K COCTABJICHUIO U O()OPMIICHHIO
JIOKYyMEHTOB, (popMyJsip-oOpa3el], COCTaB H
pacrooKeHne PEKBU3UTOB.
2.0cHOBHBIE TTOJIOKEHUS o
JIOKYMEHTUPOBAHHUIO YIPaBJICHYECKOM
JIeSITeIbHOCTH. bnankun u (hopmaTsl
JTOKYMEHTOB.
3.TpeboBaHus K TEKCTaM JOKYMEHTOB. SI3BIK U
CTWJIb JIOKyMeHTa [loJaroToBka TEKCTOB C
WCTIONb30BAaHMEM  KOMITBIOTEPHOTO  IaKeTa
nporpamm Microsoft Office.
Ipaxtuyeckoe 3ausTie Ne 2 YTpaBiieHUECKast 1/0 Ycrabii
JIOKYMEHTAI[HS oI11poc,
TECTUPOBaH
ue
CamocrosiTenbHas padbora. 717 MOATOTOBKA
JIOKJIJIOB
TEMA 3. CocraBienue u odopmienue | 4/2
OCHOBHBIX JIOKYMEHTOB
CO,HCp)KaHI/IG JICKIIUU:
1. IlpaBuna COCTaBJICHHS u

O(l)OpMJ'IGHI/ISI OCHOBHBIX OpTaHU3AllMOHHO-
IIPaBOBBIX AJOKYMECHTOB: yCTaBa, ITOJIOXKCHUA,
WHCTPYKIMHU, JOTOBOpPA, KOHTPAKTA.




2. [TIlpaBuna COCTaBJICHHS u
0QOpMIIEHUSI OCHOBHBIX PACIOPSIUTEIHLHBIX
JIOKYMEHTOB: MIPUKa3a W PacIopsHKEHSL.

3. IlpaBuia COCTaBJICHHS u
odopmIeHUSI OCHOBHBIX CIPaBOYHO-
WH(POPMAIIMOHHBIX JIOKYMEHTOB: aKTa,
CIIPaBKH, POTOKOJIA, CIIYKEOHOM, TOKIaTHOH
1 00BSCHUTEIHHOU 3aITHCOK.

4  IlpaBmra COCTaBIICHHS u
o opMICHUS JIOKYMEHTOB JUYHOTO
MPOUCXOXKJICHUS: OOpallleHue MO0 HaiiMy Ha
paboty; HaIUCaHue pestome JUTS
MOCTYIUICHUsI Ha paboTy MO KOHKYPCY;
3asiBJIGHHE O  TpuemMe Ha  pabory;
aBToOMOTpadus; XapaKTEPUCTHKA; 3asBICHUE
0 TepeBoJie, O MPEJOCTABICHUU OTIyCKa H T.
I

Ipaktueckoe 3amatue Ne 3 CocTaBleHHE H 6/2 Cocrapnenue

odopMIIeHHE OCHOBHBIX JJOKYMEHTOB OCHOBHBIX
OpraHu3aImo
HHO-
pacriopsaure
JIbHBIX
JOKYMCHTOB,
TECTUPOBAHU
€

CamocTosTenbpHas pabora. 13/13 | Cocrasien
Y€ TanKu
JIeII0 U3
OCHOBHBIX
OpraHu3aiu
OHHO-
pacropsauT
CJIBHBIX
JIOKYMEHTO
B

2/0
TEMA 4. Opranuzanus JOKyMEeHT0000poTa
CopepxaHue JEKITUH .

1.Opraam3anus JIOKyMEHTO000poTA.

Bxomammii  nokymMeHTONOTOK. BHyTpeHHHi

JIOKYMEHTOIIOTOK. Vuer o0beMa

JIOKyMEHT0000pOoTa.

2.0praHu3alioHHOE  IMOCTPOSHUE  CITYXKOBI

JIEIONIPOU3BO/ICTBA.

Tpaxtuueckoe 3ansatue Ne 4 OpraHu3arus 1/0 YcTHBIN

JIOKyMEHT0000pOTa orpoc,
TECTUPOBAH
ue

CamocrosTensHas paboTa. 5/5 MOJTOTOBKA
JIOKJIaJIOB

TEMAS. CrucTteMaTu3aIius J0KyMEHTOB 1/0




CopepxaHue JeKITUH .
1.06mue TpeboBaHWUS K CHCTEMAaTH3AINH
JTOKYMEHTOB U (h)OPMUPOBAHUIO JICTI.
2.CocraBlieHue 3ar0JIOBKOB nen u
YCTaHOBJIGHWE  CPOKOB  XpaHEHHs el
Homenkmarypa gen. ApXWBHOE XpaHCHHE
JIOKYMEHTOB U JCJI.

IMpaktrueckoe 3anstre Ne 5. CucTeMaTH3aIis
JIOKYMEHTOB.

1/0

Y cTHBIN
OTIpOC

CaMocTosTeNnbHas pa60Ta.

8/8

MHOJATrOTOBKA
JIOKJIAI0B

TEMA 6. CoBpeMeHHbIE CTIOCOOBI U TEXHUKA
CO37aHHs JOKYMEHTOB

CopepxaHue JEKIUH -

1. Cpencrra OPI'TEXHUKH,
UCIOJb3yeMble  Ha  aBTOMAaTHU3UPOBAHHOM
pabouem MecTe crieruaIncTa U pyKOBOIUTEIIS.
Knaccudukamuss cpeActB opraHU3aI[MOHHON
TEXHUKH  JUII ~ COBPEMEHHBIX  O(HCHBIX
TEXHOJIOTHH.

2. Konuenuus 3JIEKTPOHHOTO
oduca.

3. KowmmbroTepHble TEXHOJIOTHH
oOecrieyeHus ynpaBlIeHUECKON NesTeIbHOCTH:
MHTErPUPOBAaHHBIN nakeT nmporpamm Microsoft
Office.

1/0

I[Tpaktuueckoe 3ausatue Ne 6 . CoBpeMEHHBIE
CrocOOBI ¥ TEXHUKA CO3/IaHUS JOKYMEHTOB

1/0

YcerHbIN
ompoc

CaMocTosTenpHas pa60Ta.

12/12

IOATOTOBKA
JOKJIaJI0B

TEMA 7. JlenoBble 1 KOMMEPYECKUE TUCbMaA

CogaepxaHue JEKLIUU:

1. Kiaccudukamuss u  CTpyKTypa
JIENIOBBIX THCEM PEKBU3UTHI MHUChMa M UX
pacronoxenne. CranmaptHele  ¢pasbl U
BBIPAKCHHS.

2. OOpa3upl BapHaHTOB JICJIOBBIX
MUCEeM:  THChMA-TPOCHhOBI,  MHUCHMa-OTBETHI
(oTKa3bl), COTIPOBOIUTEIBHBIC MUCHbMa,
MUCHMAa-TIOITBEPKICHHS, rapaHTUIHBIC
UCbMa.

2/0

Ipaxkrudeckoe 3austre Ne 7 JenoBbie u
KOMMEpUYECKUE NUcChbMa

4/2

CocraBiieH
ne

JIETTOBEIX U
KOMMepuec
KHUX IIHCEM




CamocrosiTenbHas paboTa. 12/12 CocrasiieH
re JIeTIOBBIX
MTUCEM
TEMA 8. IIpaBuna u ¢opMbI KOMMEPUECKOH
MEPENHCKH C 3apyOeKHBIMH MTapTHEPAMH
CopneprkaHue JIEKINH:
1. Jlekcuka u CTHJIb
KOPPECIOHICHLINH, oOIIenpUHSTHIE B
MEKIYHApOIHOM M JISJIOBOM MHpe. THIOBbIE
(hpassr " TIOJIC3HbIE BBIpaKCHHS,
HeoOXoauMmble TIpu  cocrasienuu nmcem | 1/0
3apy0OeKHOMY MapTHEPY.
2. ChomcoKk  COKpamieHWd, dacTo
BCTPEYAIONINXCS B KOMMEPUYECKUX IMAChMaX.
3. @opMBI KOMMEpPYECKHX MHCEM:
cOop uHpoOpMaIMKU O JCIOBOW aKTHBHOCTH,
pecrniekTabenbHOCTH (UPM; TPEATIOKESHHUS U
OTKJIOHEHHE TIPEIOKESHAN U JIp.
4.  OcobeHnHocTH KOMMEpPUYECKOH
KOPPECTIOHACHIINN Ha AHTITUICKOM,
(hpaHIly3cKOM ¥ HEMEIKOM S3BIKax (S3BIK
BBIOMpAETCS 110 KEJIAHUIO CTY/ICHTA).
2/1 VCTHbIH
orpoc,
[paxtnyeckoe 3austue Ne8 . [IpaBuia u Gopmsl
KOMMEPUYECKOU TIEPEITUCKH C 3apyOeKHBIMHU COCTaBJICHH
ImapTHEpaMu € IMCEM Ha
WHOCTPaHHO
M SI3BIKE
CamocrosTensHas pabora. 4/10 | Cocrasien
Ve TIchMa
3apyOeKHO
My
MapTHEPY
TEMA 9. KoppecnoHeH1ys, CBI3aHHasi C
MPOBEICHUEM NIEPHOAMUYECKHX MEPOTIPUSITHH,
U TIpoYasi KOPPECTOHACHIIHS
CopaepxkaHue JeKLUU:
1.006pa3ibl BapraHTOB JICJIOBBIX ITUCEM, 1/0

CBs3aHHBIX C MMIPOBEACHUEM IIEPUOJUUCCKUX
MepOHpHﬁTHﬁZ I/IH(I)OpMaLII/IOHHO-pCKJ'IaMHLIC
nucbMa, MMCbMa-HaIllIlOMUHAaHMA.

2. CocraBneHue TeJerpamm,
TesiekcoB U (akcoB. OCHOBHBIE COKpAIlCHHUS,
WCIIOJIb3yEeMbIE TIPH COCTABIIEHUHU TEJIEeTPaMM
U TEJIEKCOB.

3. CocraBieHue ¥ OTHpaBKa MUCEM
yepe3 DIEKTPOHHYIO TOYTy B JIOKaJbHOU




BBIYMCJIUTCIIEHOMN CETH.

2/1 VeTHbIi
ompoc,
[paxruueckoe 3anstre Ne9 KoppecnoneHus, COCTABJIEHU
CBSI3aHHAs C IIPOBEICHUEM IIEPHOIUUCCKUX € TIPOoYnX
MEPOIPUITHH, U TTPOYAst KOPPECIIOHACHIIUS JIOKYMEHTO
B
CamocrosTensHas padora. 3/10 | CocraBnen
ue
nHpopMaIu
OHHO-
PEKIaMHBIX
MHUCEM
TEMA 10. Opraauzanus paboThI ¢
JIOKYMCHTaMH,
CoJIep KaIIMMU KOH(UICHIMATBHBIC 2/0
CBEICHMS
CoaepxkaHue JEKLNU:
1. Opranmzanus
KOH(UIACHIIUATBHOTO JIEIONIPOU3BOICTBA.
CocTaB  HOPMATHUBHO-METOIMYECKON  0a3bl
KOH(HICHIIUATEHOTO JIEIONPOU3BOJICTBA.
Pounb u MECTO KOH(UICHIIUATBHOTO
JICIOTIPON3BOJICTBA B O0CCIICUCHUM 3allUThI
KOH(UACHINATHHON HH(pOpMany.
2. Coznganue u y4er
KOH(QUIACHIUAIBHBIX JIOKYMEHTOB, IOPSIOK
oOparteHus C KOH(UICHITHATEHBIMH
JIOKyMEHTaMH.
3. Cxema HmpOXOXKJIEHUS JOKYMEHTa
NPU CO3J[AHUU, PETUCTPAIM U BU3UPOBAHMH,
nepefaya KOH(DUICHIUATBHBIX JTOKYMEHTOB
BHYTpH opranm3anuu. Cxema IpOXOXICHUS
BXOJSIINX M MCXOASIINX KOH(DUACHIHATHHBIX
JIOKYMEHTOB.
2/0 CocrasieH
He cXeM
IMpaktuueckoe 3ausatue NelO0 Opranm3arus HPOXOKIEH
paboTHI C TOKyMEHTaMH, us
coJiepKaliuMy KOH(PHUICHIIUATEHEIC BXOJIAIINX
CBEJICHMS -
HCXOAIINX
KOH(UICHIT
HaJIbHBIX
JIOKYMEHTO
B
CamocrosTenbHas padora. 3/10 IMOJTOTOBKA
JIOKJIAJIOB
UTOTI'O | 16/6| -/- |20/6 | 72/92

[Mpumedanue: -/- o6vem uacos coomeemcmeeHHo O OYHOU, 3A0YUHOU POPM 0OYUeHUs




4. METOAUYECKHUE YKA3AHUSA JJIs1 OBYYAIOIIUXCA IO OCBOEHMUIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuiiHa peanusyeTcs MOCPEACTBOM MPOBENEHHUS KOHTAKTHOM paboOThl ¢ 00y4YaromUMUCs
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHTHOW PabOThI, MEKIMYHOCTHOW KOMMYHHKAIIMH, IPUHATHS PEIICHHIH,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pE3yJAbTaTOB HAYYHBIX HCCIICIOBAHUH, IPOBOJAUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

[IpenoiaBaHye AUCHUILUIMHBI BEIETCS ¢ MPUMEHEHHEM CIICAYIOIINX BUOB 00pa30BaTeIbHbIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUEHKHM 3HAHWH, 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 (DOPMHUPOBAHUE PEUTHHTA CTYIEHTA OCYIIECTBISETCS B XOJI€ TEKYHIEr0 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
TEMaTUYeCKOro IulaHa. B Xoje JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCS 0a30Bble BOIPOCHI B paMKax
KaKIO0W TeMbl JUCHUIUIMHBI. O003HaYar0TCs KIHOYEBBIE aCMIEKThI TEM, a TAK)KE JIEJIal0TCs aKIEHTHI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JIekIMOHHBIE  3aHATHS  NPOBOAATCS B IMOTOYHOM  ayAUTOPUUM 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 MTPEAIAraloTcs JUisi CaMOCTOSATEIBHOIO U3YYEeHUS (KOHCIIEKTUPYIOTCS ).
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 aTTECTALUU 110 AUCLUIUIMHE.

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
3aHATHUAX CECMUHAPCKOI0 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 U TMPAKTUYECKUX 3aHATUH SBISETCS
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, TOJTYYCHHBIX HA JIEKIUAX;

- 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 4uCle B (opMe MPaKTHYECKOH MOATOTOBKH,
KOTOpasi MpeIycMaTpUBAET ydacTHe OOYYaIOIIMXCS B BBIMOJTHEHHUU OTIEIBHBIX 3JEMEHTOB pPadoT,
CBSI3aHHBIX ¢ OyayIei mpodeccHoHaNbHON NesITETbHOCTBIO.

4.5. MeToanuecKue YKa3aHusl M0 CAMOCTOSITeJIbHOM padoTe 00y4aromuxcst

CamocrosrenbHas paboTa 06ecreunBaeT MOAr0TOBKY 00y4aroImIerocs K ayAUTOPHBIM 3aHATHIM
U MEpONPUATUAM TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallMd MO M3Y4aeMOH JUCIUIUIMHE.
Pe3ynbTaThl 3TOM MOATOTOBKH MPOSBISIOTCS B AaKTUBHOCTH 00YYArOIIErocsl Ha 3aHATHUAX U B KAUECTBE
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 351eKTpoHHAst OMOINOTEKa, KOHCYIIBTAHT TLIIOC

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 MpOMEKYTOUYHOM aTTECTALIMH 110 KYPCY TUCIUIUIMHEIL.

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

Jnst o0yyaromuxcs 1Mo OYHO-3a0YHOM (hopMe OOydeHHUs caMOCTOsITeNbHAas paboTa SBISIETCS
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-METOIJMYECKOE U HWH®OPMAIMOHHOE OBECIIEYEHHE
JUCIHUIIVIMHBI

5.1. IlepeyeHb OCHOBHOW M JOMOJIHHUTEJIHLHON y4eOHOW JIMTEpPaTYypbl, HEOOXOAUMOI AJIsi
OCBOEHHUS TUCUHUILINHBI

Best muteparypa, BKIIIOYCHHAsm B JIaHHBIA IE€PEUYCHb, IMPEICTAaBICHA B BHJE AJICKTPOHHBIX
pecypcoB B 3ieKTpoHHOM 6ubnmnoreke yausepcurera (ObC). Jluteparypa, ucnoiab3yemasi B Ie4aTHOM
BUJIC, NPEJICTABIICHA B HAy4YHOU OMOIMOTEKe YHHBEpcHTETa B 00beMe He MeHee (0,25 IK3eMIUISIpOB Ha
OJIHOTO O0yYaroerocs.

OcHoBHas1 JiuTEpaTypa

1. Kpwxosa, H. II./lokymMeHTHpOBaHHE YNPABICHUYECKON IEATEIBHOCTH : Yyueld. mocodue yis
cTyneHToB By30B 1o HampasieHuio 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymeHnr read. -
MockBa : NH®PA-M, 2019. - 267 c. - (Bwicmee oOpasoBanue - bakamaBpuar). - URL:
https://znanium.com/read?1d=359359 (mara obpamenus: 05.02.2021). - Pexxum goctyna: st aBTOPH3.
noab3oBarenei. - ISBN 978-5-16-003134-7. - 978-5-16-100463-0. - TekcCT : 2J1eKTpOHHBIH.
2.Kupcanosa, M. B.Kypc nenonpousBojctsa. [JoOKyMeHTAIlMOHHOE 00ECIICUECHUE YIIPABICHHUS © y4eO.
nocobue st By30B mo HampasieHusMm noarotr. 38.03.01 "Okonomuka", 38.03.02 "Menemxment"
kBanuukanus (creneHs) «oakamaBp» / M. B. Kupcanona, 0. M. AkcenoB ; HoBocub. roc. yH-T
HKOHOMHKH | yHp. - 6-€ u3n., uctp. u joi. - Jlokyment read. - Mocksa : UHOPA-M, 2020. - 257 c. -
(Beiciee oOpazoBanme - bakamaBpmar). - Kpar. cios.-cnpaB. - Kpar. cmoB. tepmunon. - URL:
https://znanium.com/read?id=358180 (nata obOpamenus: 18.01.2021). - Pexxum nocryna: st aBTOpH3.
nosb3oBareneit. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 3JIeKTPpOHHBII.

3. OcHoOBBI 1€JIONPOU3BOJACTBA : y4eO. mocobue st By30B 1O HampasieHuro noaror. 38.03.01
"OxoHomuka" (kBamudukanusa (cremnens) "OakamaBp") / A. M. Acammes, . . Muponona, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-e u3a., ucnp. u joi. - Jlokyment read. - Mocksa : UTH®PA-M, 2021. -
146 c. - (Beiciiee oOpa3oBanue - bakanaspuar). - [Ipum. Bomp. K 9k3amMeHy. - Kpar. TepMHHOIIL. CIIOB. -
URL: https://znanium.com/read?id=374319 (mata o6pamenus: 08.04.2021). - Pexum mocryma: s
aBTOpH3. Toyib3oBaTene. - ISBN 978-5-16-108215-7. - TekcT : 31eKTPOHHBIH.

Jlono/THUTeIbHAS JIUTepaTypa

4. YueOHO-MeTOAMYECKOe MocoOMe MO AucHUIUIMHe "JlOKyMeHTHpOBaHUe YNpaBJeHYeCKOH
AeATEeJBHOCTH" : U1 CTyIAEHTOB HampasieHus noxaror. 38.03.01 "DkoHomuka'HanpaBlIeHHOCTH,
npoduneil "OxoHomuka npeanpusTuil u opr.", "byxranr. yuer, ananu3 u ayaut", "Kommepuwus",
Hanpasienus noarot. 38.03.04 "T'oc. u myHunumn. ynp." HanpaBiaeHHOCTH, poduis "T"oc. 1 MyHHUIIMII.
yrp.", HampaBineHus mnoaror. 27.03.02 "Ymp. kadectBoM" HampaBieHHOCTH, npodwmis "Ymp.
KaueCTBOM B TPOU3B.-TEXHOJ. cucTemax', HampaBieHus mnoaror. 38.03.02 "MenemxmeHt"
HampaslieHHocTed, mnpoduiel "Menemkment opr.", "VYmop. manbim  OuszHecoMm", "®dHHaHCOBBIN
MeHEKMEHT", "Yrp. mpoektamu', HampasieHus noxaror. 43.03.02 "Typusm" HanpaBiI€HHOCTH,
npoduist "TexHo. U opr. Typorepar. U TypareHt. yciayr", HanpasiaeHus noarot. 43.03.01 "Cepsuc"
HarfpaBJIeHHOCTH, poduis "Opr. mepeBo3oK U ymp. Ha TpaHcn.", HampasieHusto noaror. 10.03.01
"Unpopm. OGezomacHOCTh" HampaBieHHOCTH, Hpoduias "Opr. U TEeXHOJOrus 3amuThl HHQOpM.",
HanpasieHuss noarot. 43.03.03 '"T'octunuu. neno" HampaBieHHOCTH, mpoduis "[ocTuHHY. U
pectopan. aestenbHOCTH" / [ToBOIIK. TOC. YH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad. "OxoHomuka u
ynp." ; coct.: A. H. Kapa, A. B. Kosrynenko. - Jlokyment Adobe Acrobat. - Tonbartu : [IBI'YC,
2019. - 1,47 MB, 116 c. - IIpun. - URL: http://elib.tolgas.ru/publ/Metod_DUDb_B_31.01.2019.pdf
(mara oopamenus: 19.11.2020). - Pexxum moctyma: aist aBTopus. monb3oBateneid. - 0-00. - Tekcr :
AJIEKTPOHHBIN.

5. YueOHo-MeTOaMYeckoe mocodue mo aucuumianHe ''JlokyMeHTHpOBaHHMe YIpaBJIeHYECKOi
AedATeabHOCTH" : A cryaeHToB cnenuanbHocTH 38.05.02 "Tamoxk. pgeno" HampaBIeHHOCTH,
npopwis "Tamox. tatexxu" / IloBomk. roc. yH-T cepuca (®I'BOY BO "IIBI'YC"), Kad.
"Oxonomuka u ymp." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment Adobe Acrobat. - TonpsTTi
: [IBI'VC, 2019. - 1,45 MB, 115 c. - [Tpu. - URL:
http://elib.tolgas.ru/publ/Metod_DUDb_TD 31.01.2019.pdf (mata obpamenus: 19.11.2020). - Pexxum
noctyna: sl apropu3. monb3oBateneit. - 0-00. - Tekcr : aeKTpOHHBIH.
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6. Mureas, M. H.JlokymMmeHTHpOBaHHUE yIpaBiIeHYeCcKOl AedarenbHocT. Kypce nekuuit : yue0. mocobue
/ . H. Murens ; Poc. akan. o6pa3oBanus. - 3-¢ u3., crep. - Mocksa : @aunTa [u ap.], 2014. - 198 c. :
tabn. - Ilpun. - ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekcr
HENOCPEICTBEHHBIH.

7. Ky3nenos, U. H.JlenonpousBoacTBo. J[okyMeHTallMOHHOE OOECIeYCHHE YIPABJICHUS : CIIPaB.
nocobue s By3oB / M. H. Kysnemnos. - PoctoB-Ha-lony : ®denukc, 2014. - 396 c. : Tabm. -
(CnpaBounuk). - Ilepeyenp HopMaTHBHBIX akToOB. - ISBN 978-5-222-23094-7 : 278-00. - Tekcr :
HENOCPEICTBEHHBIH.

HOpMaTI/IBHO-HpaBOBLIe AKTBbI

1. Koncrurynus Poccuiickoit ®eneparuu (MpUHATa BCEHAPOIHBIM T'OJIOCOBAHHUEM
12.12.1993 ¢ u3meHeHHsIMH, OJOOPEHHBIMH B X0ze obmepoccuiickoro ronocosanus 01.07.2020) . -
Tekcr : snekrponnsiii // Koucymprantllmoc : caiit. — URL: http://www.consultant.ru (mara
obpamienus: 26.04.2021).

2. I'OCT P 7.0.97 — 2016 «Cuctema cranaapToB 1o uHhopManuu, OuOINOTeYHOMY JEIy.
Opranu3anuoHHO-PACTIOPSIUTENbHAS JAOKyMeHTanus. TpeOoBanuss K O(QOPMIICHHUIO JTOKYMEHTOB)
(BBeneH B aeiicteue ¢ 01.07.2018 1.)

3. @enepanbHblii 3akoH oT 27.07.2006 Ne 149-®3 (pen. 28.07.2012) «O6 undopmarum,

WH(OPMAIMOHHBIX TEXHOJIOTHAX U O 3aIUTe HHPOPMAIIHI.

4. ®enepanpubiii 3akoH 0T 06.04.2011 Ne63-®d3 (pex. 10.07.2012) «O6 »sneKTpoHHOMN
TIOIITACH

5. @enepanbubiii 3akoH oT 10.01.2002 Nel-®d3 (pex. 08.11.2007) «OO6 »>1meKTpOHHOMN
M (ppoBOI MOAUCH.

6. Denepanbublii 3akoH OT 27.12.2002 Nel84-®d3 (pem. 03.12.2012) «O TexHHUECKOM
PETYIUPOBAHUN

7. ®enepanbHblit 3aK0H OT 22.10.2004 Nel125-D3 (pen. ot 11.02.2013) «O6 apxuBHOM jeme B
Poccniickoit ®enepanum».

8. ®denepanbubiii 3akoH 0T 21.07.1993 Ne5485-1 (B pen. 08.11.2011) «O rocymapcTBeHHOI
TaHE».

9. ®enepanbHbiil 3akoH oT 29.07.2004 Ne98-d3 (pen. or 11.07.2011) «O xomMmepueckoi
TaHE.

10. IlocranoBnenue IlpaButensctBa P® or 17.06.2004 (pen. 24.03.2011) Ne 290 «O
DenepatbHOM apXUBHOM areHTCTBEY.

11.IlpaBuna mpenocTaBieHUs ycayr TenerpadHoOil cBi3M, yTBepxkaeHbl [locTaHoBieHHEM
[TpaButensctBa Poccuiickoit @enepaunu ot 15 ampens 2005 r. Ne 222 (B pen. 31.01.2012).

12.«'OCT P 7.0.8-2013. Hamuonanbpubiii ctanmapt P®. Cuctema craHgapToB IO
uHpopmaluu, OHOTUOTEUHOMY M HW3AATENbCKOMY Jeiny. Jlemompous3BOACTBO U apXHMBHOE JIEJO.
TepMUHBI U OTIPEEIICHUS.

13. «OK 011-93. OOGmepoccHiicKuii KIacCCH(PHUKATOP YIPABICHYECKOH JTOKYMEHTAIIHM»
(yTB. IlocTtanosnenuem ['occrangapra PO ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).

14. «locymapcTBeHHass cHcCTeMa JOKYMEHTAI[MOHHOTO  OOECIEYeHUs]  YIpPaBJICHUS.
OcHoBHble mOoNOXKeHUs. OOmme TpeboBaHMsS K AOKYMEHTaM M CIy)k0aM JOKyMEHTallMOHHOTO
obecrieuenus» (omodpena xoswterueit ['maBapxua CCCP ot 27.04.1988, Ilpuka3 I'maBapxuBa CCCP
oT 23.05.1988 Ne33).


http://www.consultant.ru/
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5.2. IlpodeccuonanbHble ©0a3bl JAHHBbIX, HH(OPMAINUOHHO-CIIPABOYHbIE CHCTEMbI,

HHTEepPHET-pecypchl

1.

eLIBRARY.RU : nayuyHas anekTpoHHas OuOnmoreka : cailT. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mata oOpamenus: 09.02.2021). — Pexum npoctyma: Ui 3aperuCTpHUp.
noJsib30Bareseil. — TeKCT: 3JeKTPOHHBIM.

Koncynprantlltoc : cnpaBounas npaBoBas cuCtema : cat / 3A0 «Kouncynbrantllmrocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara o6pamenus 09.02.2021). - Tekcr :
3JIEKTPOHHBIMN.

OnekTpoHHass OubnuoreyHas cucrema I[lOBOMKCKOrO TrOCYAapCTBEHHOTO YHUBEPCHUTETA
cepsuca : caiit / ®I'BOY BO «IIBI'YC». — Toaesrtu, 2010 - . - URL. : http://elib.tolgas.ru
(mara oopamenust 09.02.2021). - Pexxum nmocTtyma: juisi aBTOpH3. TMOJb3oBaTeneil. - Tekcr :
3JIEKTPOHHBIMN.

DeKTpOoHHO-0MOIMOoTeUHast cuctema Znanium.com : cait / OO0 "3HAHUYM". — Mockaa,
2011 - . - URL: https://znanium.com/ (mata o6paruenus 09.02.2021). - Pexum moctyma: s
aBTOPU3. IIOJIB30BATENEH. - TEKCT : AIIEKTPOHHBIN.

DnekTpoHHO-0nbmoreuHas cucrema Jlans : caittr / OOO "OBC JIAHB". - Mockga, 2011 - . -
URL: https://e.lanbook.com/ (nara obpamenus 09.02.2021). - Pexxum moctymna: ajsi aBTOPH3.
IIOJIB30BaTENEH. - TEKCT : AIEKTPOHHBIN.

5.3. [IporpammHoe obecnieyenune

HNudopmannonnoe obecrieueHne y4eOHOrO Mporecca MO AUCHUIUIMHE OCYIIECTBISIETCS C

WCIIOJIb30BAaHUEM  CJIEAYIOIIEr0 MPOrpaMMHOTO oOecnedeHus (IMIIEH3HOHHOTO U CBOOOIHO
pacIpoCTpaHseMOro), B TOM YUCJI€ OTE€YECTBEHHOIO ITPOU3BOJICTBA!

Ne HaunmeHoBanue YcaoBus gocryna

n/n

1 Microsoft Windows U3 BHYTPEHHEHN CeTH yHUBepcuTeTa (JIMIIEH3MOHHBII
JIOTOBOP)

2 Microsoft Office U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JTUIIEH3UOHHBII
JIOTOBOP)

3 KoncynsrantlIntoc U3 BHYTPEHHEHN CeTH yHUBEpCUTETA (JTUIEH3MOHHBII
JIOTOBOP)

4 CJ10 MOODLE 13 JIF0OOM TOYKH, B KOTOPOI MMEETCS JOCTYH K CEeTH

WHTepHeT (JIMIIEH3MOHHBIN 10TOBOP)



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

[Tomemienust mpencTaBisiioT co00il yuyeOHbIe ayIUTOPUH AJISi MPOBEACHUS YUEOHBIX 3aHITHH,
MPEyCMOTPEHHBIX y4eOHBIM IUIAaHOM U paboyeil MporpaMMoil TUCHUIUIMHBI, OCHAIllEHHBIE
000py/I0BaHUEM U TEXHUYECKHMHU CPENCTBAMU OOyUEHUS.

3aHATHSA JIEKIIHOHHOTO THNA. Y4eOHblE ayAUTOPUM [UJISl 3aHATUN JICKIMOHHOTO THUIA
YKOMIUIEKTOBAaHBI MEOCIBIO U TEXHUYECKUMHU CPEICTBAMH O0YUEHHUSI, CITY KAlTUMHU IJIs1 TIPEACTABICHUS
yueOHoii nH(opmanuu (CTallMOHAPHbBIE WM IEPEHOCHBIE HAOOPHI AEMOHCTPALIMOHHOTO 000PYAOBAHUS
(mpoeKTop, PKpaH, KOMITbIOTEP/HOYTOYK), y4eOHO-HArJsIHbIe IMocoOus (Tpe3eHTalud 10 TeMam
JeKIHiA), 00ECIIEYNBAIOIINE TEMAaTHUYECKUE WILTIOCTPAIMHM, COOTBETCTBYIOIIME TAaHHOH NporpaMme
JUCIUTUIAHBI.

3aHATUS CEMUHAPCKOr0 THUNA. Y4YeOHbIC ayIUTOPUHM JUIS 3aHATHUH CEMHUHApPCKOTO THIIA
YKOMILIEKTOBAaHbI MEOENIbIO M TEXHUUYECKUMHU CPEeICTBAaMU O0YUEHUs, CIIYKAllUMU JIsl IPEICTaBICHUS
yueOHo# nHpopMaIiK (CTallMOHAPHBIE UIIH MTEPEHOCHBIE HAOOPHI IEMOHCTPALMOHHOTO 000PYIOBaHHS
(IpoexTop, 9KpaH, KOMIbIOTEP/HOYTOYK).

IIpome:xxyToyHnast arrecraums. Jlnf mnpoBeneHUs NPOMEKYTOUYHOM aTTECTallMM 110
JTUCIUIIMHE HCIIOJIb3YIOTCS KOMIIBIOTEPHBIE KJIAcChl, OCHAIEHHBbIE KOMITBIOTEPHOM TEXHUKOH C
BO3MOXXHOCTBIO TOJKIIOYEHUS K cetn VIHTepHeT M obecredeHueM JO0CTyna B 3JIEKTPOHHYIO
nH(OPMaLlMOHHO-00pa30BaTENbHYI0  Cpelly  yHHMBEpCUTETa  W/MIu  y4eOHble  ayJUTOPHH,
YKOMILIEKTOBaHHbIE MEOEIIbIO U TEXHUUECKUMU CPEICTBAMU O0yUEHHUS.

CamocrosiTesibHasi padora. IloMemenust [ CcaMOCTOSITENBHOM pabOThl  OCHAIICHBI
KOMIIBIOTEPHOM TEXHUKOH C BO3MOXHOCTBIO MOJAKIIOUEHUS K ceTH «VIHTepHeT» U JOCTyNOM K
JNEKTPOHHOW  MHGPOPMAIMOHHO-00pa30BaTeNbHOM  cpene  yHuUBepcuTera. Jlns — opranuzanuu
CaMOCTOSITENIbHOW PadOThI 00YUYAIOIIMXCS HCIIOB3YIOTCS:

KOMITBIOTEPHBIE KJIACChl YHUBEPCUTETA;

oubaroTeka (Meauasan), UMEroIIasi MecTa JUIsi 00yJaroIuXcsl, OCHAICHHBIE KOMITBIOTEPAMH C
JOCTYIOM K 0a3aM JaHHBIX U ceTH MIHTepHeT.

DJleKTPOHHAsA HWH(OPMALMOHHO-00pa3oBaTeiibHasi cpeaa yHuBepcurera (IUOC).
Kaxnplii oOydaromuiics B TedeHHE BCEro Imepuoja oO0ydeHus oOecreueH HHIUBUAYaTbHBIM
HEOTrpaHUYEHHBIM JIOCTYIIOM K AJIEKTPOHHON MH(OPMallMOHHO-00pa30BaTEIbHOM Cpelie YHUBEPCUTETA
(BUOC) http://sdo.tolgas.ru/ u3 mo0OON TOYKH, B KOTOPOH HMEETCsl MOCTYN K HH(OPMAIHOHHO-
TEJIEeKOMMYHUKalMOHHOM ceTH "MHTepHeT", Kak Ha TEppUTOPUU YHUBEPCUTETA, TaK U BHE €€.

OUOC yHuBepcurera 00eCreurnBaeT:

JOCTYyNl K Y4eOHbIM IUIaHaM, paboO4yuM MporpaMMaM JUCHUIUIMH (MOAYJEH), MporpaMMmam
NOPAaKTUK, OJJIEKTPOHHBIM Y4YeOHBIM M3JaHUAM U DJIEKTPOHHBIM 00pa3oBaTENbHBIM pecypcam,
YKa3aHHbBIM B pab04MX MporpaMMax JUCHUIUIMH (MOIyJeil), mporpaMMax MpakTuK;

(opMHpOBaHKE JIEKTPOHHOTO NOPT(OINO 00yUaroIIerocsi, B TOM YUCIIe COXPaHEHUE ero padot
Y OLIEHOK 32 3TH pabOoTHI.

B cnyyae peanuzannun o0pazoBaTeabHON MPOrpaMMbl ¢ IPUMEHEHUEM 3JIEKTPOHHOTO 00yueHHUs,
JTUCTAaHIIMOHHBIX 00pa3oBarenbHbIX TexHONMOrui DMOC 1omoaHUTEIFHO 00ECTICUHBAET:

¢ukcanmio xoma o0pa3oBaTENBHOIO MPOIECca, Pe3yJlbTAaTOB MPOMEXKYTOYHOM aTTeCTallMd U
pe3yJIbTaTOB OCBOEHMS 00pa30BaTEIbHON IPOrPaMMBI;

MIpOBE/ICeHUE YUEOHBIX 3aHATUH, MPOLIEAYP OLIEHKH PE3yIbTaTOB O0YUEHHUs, pealn3alus KOTOPhIX
IpeyCMOTPEHa C TPUMEHEHHEM »JJIEKTPOHHOro OOydYeHHs, AMCTAaHIMOHHBIX 00pa30oBaTeNbHBIX
TEXHOJIOTHI;

B3aMMO/ICIICTBIE MEXK/y YUaCTHUKaMU 00pa30BaTEIbHOTO POIECCa, B TOM YHCJIE CHHXPOHHOE U
(M) aCHHXPOHHOE B3aMMOJIEHCTBHS IocpencTBoM ceTu "MuTepHet".
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1. OCOBEHHOCTH OPI'AHMU3ALINN OBYYEHUA  JIA JIMIQ C
OT'PAHUYEHHBIMHU BO3MOKHOCTAMMHU 31I0POBbs 1 UHBAJINIOB

[lpu HeoOxoaumocTH pabouasi MporpaMma JIUCIHHUIUIMHBI MOKET OBITh aJalnTHpPOBAaHA IS
obecrnieueHrss 00pa30BaTEILHOTO MPOIECCa MHBAIHMIOB M JIMI C OTPAaHUYCHHBIMH BO3MOXHOCTSMU
3JI0POBbSI, B TOM YHCIIE ISl JUCTAHIIMOHHOTO oOy4eHus. [l 3Toro Tpedyercs 3asiBIICHHE CTyICHTA
(ero 3aKOHHOTO TIPEACTABUTENS) W 3aKIIOUYEHUE TICHXOJIOrO-MEAMKO-TIEAArOrnYecKO KOMHUCCUU
(TIMIIK).

B cnyuae HEOOXOAMMOCTH, OOYJAIOIIMMCS U3 YMCIIA JIUI] C OTPAaHUYCHHBIMH BO3MOYKHOCTSIMH
3M0pOBbs (1O 3asiBIICHWIO OOy4aromierocs) a JUisi WHBAIKMIOB TakKKe B COOTBETCTBUH C
VHAMBUAYaAJIbHON IpOrpaMMol peaduiauTalui UHBAJIMa, MOT'YT IIPE/IaraTbCs CIEAYIOIINE BApUAHThI
BOCIIPHSTHS YU4eOHOH HHMDOPMAITMH C YYETOM UX WHAMBHIYATBHBIX ICUXO(PH3MUECKUX OCOOCHHOCTEH,
B TOM YHUCJIC C TPUMCHCHUCM SJICKTPOHHOI'O O6y‘-I€HI/ISI 1 AUCTAHIIMOHHBIX TEXHOJIOTHH:

- JUIS JIAIl C HApYIICHWSIMH 3PCHHS: B NEYaTHOH (GopMe yBelIHueHHBIM mpudTom; B dopme
AJIEKTPOHHOTO JIOKYMEHTa; B (hopme aynuodaiina (mepeBoj; yaieOHbIX MaTepHalioB B ayauodopmar); B
nedyaTHod Qopme Ha s3blke bpaiig; WHIMBUAYalbHBIE KOHCYJIBTAlMM C  TMPHUBJICYCHUEM
TH(l)JIOCYpIIOHGpCBOI[‘II/IKa; WHIUWBUYAJIbHBIC 3aJaHW U KOHCYJIbTAllUuH.

- JUIS JIMI] C HapyIICHHSMH CllyxXa: B NeyaTHOH (opme; B (opMe AIIEKTPOHHOTO JTIOKYMEHTA;
BHUACOMATCpHAJIbI C CY6TI/ITpaMI/I; HHIUWBUIYAJIbHBIC KOHCYJIbTalun C IMPUBJICYHCHUCM
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 MATEPHAJIbBI (®POHA OLEHOYHBIX CPEACTB) JJIA
TEKYIEI'O KOHTPOJIA YCIIEBAEMOCTHU U ITPOMEXYTOYHOU ATTECTALIUA

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

JIJIs OLIEHKM 3HAaHWH, YMCHHH, HAaBBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMITCTEHIIUH II0
TUCITUIIMHE TPUMEHSETCS OaIbHO-PEHTHHIOBasT CUCTEMa KOHTPOJS W OICHKH YCIIEBAEMOCTH
CTYICHTOB. B OCHOBY OauIbHO-pEHTHHIOBOM CHCTEMBI ITOJIOXKCHBI HMPHHIHUIBI, B COOTBETCTBHU C
KOTOPBIMH (DOPMHUPOBAHHE PEUTHHTA CTYyIEHTa OCYIIECTBISCTCS B XOJ€ TEKYIIETO KOHTPOJIS
ycneBaeMocTd. MakcumanbHOe KosmdecTBO O0amioB B cemectpe — 100.

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

o0yueHus
®DopMa npoBeaeHHs IIxaabl OlleHKH YPOBHS
NPOMEKYTOYHOM copMHpPOBAHHOCTH IIIkana olleHKH YPOBHS 0CBOEHHUSI TUCITUTLIHHBI
aTTecTalul Pe3yJabTaTOB 00yUeHHS
VYposueBas mkana | 100 6ampHas 100 GanpHas 5-0annpHas mKana, Henug GepeHnn
OILICHKU nikana, % nikana, % nu dhepeHIIpoBaHHAs poBaHHas
KOMIIETEHIIUI OIleHKa/0aJut OIIeHKA
3aquem JIOTIOPOTOBBIN Huxe 61 Huxe 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 wuroram Tekyuieil ycleBaeMOCTH CTYAEHTY MOXET ObITh BBICTaBJIIEHA OLIEHKA IIO
IPOMEKYTOUHOI aTTecTallid B COOTBETCTBMM 3a HaOpaHHbIMH 3a cemecTp Oamamu (1o
HAKOMUTEIILHOMY pedTuHTY). CTyneHTaM, HaOpaBIIMM B X0/ TEKYIIETO KOHTPOJIS YCIEBAEMOCTH TI0
mucuuiuinHe oT 61 1o 100 GanoB M BBIMOJHUBIIMM Bce 00s3aTeNIbHBIE BHJIbI 3aIVIAHMPOBAHHBIX
yueOHBIX 3aHATUHN, MO PEIIEHUIO MpernojaBaTess 0e3 MPOXOKIEHHUS MPOMEXYTOUHOM arTecTanuu
BBICTABIIIETCS OLIEHKA B COOTBETCTBUH CO LIKAJION OLIEHKH PE3YJIbTaTOB OCBOEHUS TUCLUIIIMHBI.

Pesyabrar 00ydyeHuss cuurtaercs cGOpPMHPOBAHHBIM (MOBBILIEHHbIH YPOBEHb), €CIHU
TEOPETUYECKOEe COJIep)KaHHE Kypca OCBOEHO MOJHOCTBbIO; MPHU YCTHBIX COOECEOBAHUSAX CTYICHT
MCYEPIBIBAIOIE, IOCIEI0BAaTENIbHO, YETKO M JIOTUYECKH CTPOWHO H3/araeT ydeOHBIM MaTepual;
CBOOOJHO CHpaBJsIeTCs C 3ajladyaMHd, BONpPOCAMHU M JPYTMMH BHJAMHU 3a/laHuil, TpeOyrommx
NPUMEHEHUs 3HAHUM, UCIOJb3yeT B OTBETE JOMOJIHMUTEIbHBIM MaTepuall; BCe IMPEAyCMOTPEHHbIE
paboueil yueOHONH mporpaMMoi 3ajJaHHsl BBIIOJIHEHBI B COOTBETCTBUUM C YCTaHOBJIEHHBIMHU
TpeOOBaHUSIMU, CTYAEHT CHOCOOEH AaHaJU3UpOBATh IOJYYEHHbIE PE3YJbTaThbl; IPOSIBIISIET
CaMOCTOSITENIbHOCTb TPY BBIIIOJHEHUH 3aJaHHM, KaueCTBO MX BBIIIOJHEHUS OLIEHEHO YMCIIOM 0asioB
or 86 ngo 100, 4TO COOTBETCTBYET IOBBIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH pE3yJIbTaTOB
00yJeHwusI.

Pesynbrar o00y4eHusi cumrTaercsi CQOPMHMPOBAHHBIM (IIOPOrOBBLIH YPOBEHb), €CIIH
TEOPETUYECKOE COJEPKaHHE Kypca OCBOEHO IIOJHOCTBIO; IPU YCTHBIX COOECENOBAaHUSX CTYAEHT
MOCJIEI0BATEIbHO, YETKO M JIOTMYECKH CTPOMHO u3jaraer y4eOHBIH MaTepuall; CIpaBisSeTcs ¢
3aJjayaMy, BONPOCAMHM M JPYIrMMH BHJAaMHU 3aJaHHi, TpeOyrolux MpUMEHEHHUs] 3HAHUN; BCe
IpeyCMOTpEeHHBIe pabouell yuyeOHOM TporpaMMoil 3aJaHusi BBIIOJIHEHB B COOTBETCTBHUHM C
YCTAaHOBJIEHHBIMU TpPEOOBaHUSIMH, CTYIEHT CHOCOOEH aHaJM3UpOBATh IOJIyYEHHBIE PE3YNIbTaThl;
IPOSIBIISIET CaMOCTOSITEIBHOCTh IIPU BBINOJHEHMM 3a/aHUM, KadeCTBO WX BBINOJIHEHHUS OLEHEHO
yucioM OamioB oT 61 no 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(HOPMHUPOBAHHOCTU
pe3ysIbTaToOB OOyUEHHUS.

Pe3yabTaT 00yueHHMsi cuuTaercsi Hec(p)OPMHPOBAHHBLIM, €CJIM CTYJIEHT MPU BBINOIHEHUH
3aJaHUil HEe JIEMOHCTPUpPYET 3HAaHUI yueOHOro Marepuana, JOMYCKaeT OIIMOKH, HEYBEPEHHO, C
OOJBIIMMU 3aTPyJHEHUSMHU BBINOJHAET 33JaHUSA, HE JIEMOHCTPUPYET HEOOXOIUMBIX YMEHUH,
Ka4eCTBO BBIMOJHEHHBIX 3a/laHUil HE COOTBETCTBYET YCTAaHOBJEHHBIM TPEeOOBaHHUSAM, KauyecTBO HX
BBINOJIHEHHS OLICHEHO YMCIIOM 0alyioB HUXKE 61, 4TO COOTBETCTBYET 1OMOPOrOBOMY 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 | T.II.)
JomomHuTeTbHBIC OAJUTHI 32 aKTUBHOE H3YUICHUE
JUCLUIUINHBI
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 MaTepuaabl Jiasa TEKYIIEIO
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 OpraHU3alH JOKYMEHTUPOBAHUS YIIPABICHUECKON JIEATEIHPHOCTH Ha MaJIbIX
IIPEAIPUATHSIX.

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

5. Hcropusi cTaHOBIIEHUS U PA3BUTHS JOKYMEHTAIITMOHHOTO OOECTICYCHUS YIIPABIICHHUS B
Poccun.

6. B03MOXHOCTH MCIIOJIL30BAHUS CIICHUAIM3UPOBAHHBIX IMTPOTrpaMM IJIsd OCYIICCTBIICHUSA
AOKYMCHTAIIUOHHOT' O 060p0Ta B COBpCMCHHOfI OpraHu3anunu.

7. CranpaapTsl B 00JaCTH yIpaBlIeHUS JOKYMEHTaMH.

8. Permamenranus cocraBa KOH(QUIEHIMATbHBIX CBEICHUH U JOKYMEHTOB.
9. OducHble MporpaMMHBIE CHCTEMBI.

10. O6naunble OHUCHI.

8.2.1. TunoBble 3aJaHUA K MPAKTHYECKHUM (CEMHUHAPCKUM) 3aHATHIM

Ilpaxmuueckoe 3anamue 1.

OcHogHas  yenvb  3aWAmMuA:  3aKPEIJIEHME  TEOPETUYECKMX 3HAHUM IO  BOIIpOcaM
JIOKYMEHTHUPOBAHUS YIPABICHUYECKONU NEATETLHOCTH: M3YYEHHUE OCHOBHBIX AJIEMEHTOB HOPMATHBHO-
METOIUYECKOW 0a3bl JOKYMEHTHUPOBAaHUS YIPABICHYECKOW NEATEIbHOCTH, JTAllOB CTAHOBIICHUS
Jienonpou3BoicTBa B Poccun, cymuocT yHUGUKAIIUN U CTaHIapTHU3AINHN B ICTIONPOU3BOICTRBE.

Bormpocs! 11st ycTHOTO 00CYXKIeHUS

1. Yto Takoe JOKYMEHT ¥ KaKOBBI €ro (yHKIIUN?

2. Yro Takoe AeNonpon3BOACTBO U TOKYMEHTHPOBAHHOE 00eCIIeUeHNE YIIpaBICHUS?

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(PHUKAIIUU U CTAaHAAPTU3ALUHU B AEJIONPOU3BOJICTBE

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. Kakoo naznauenune ['OCT P 7.0.97 — 20167

2. KakoB cocTaB pekBu3uTOB, onpenensemeix 'OCT P 7.0.97 — 20167

3. Yro npeacraBisieT coOoi 0aHK JOKyMeHTa?

4. KakoBbl TpeOOBaHUS K M3TOTOBJICHHIO, YYETy, HCIIOJB30BAHHIO M XPAHEHHUIO OJAHKOB C
BocrpousBeeHeM [l ocynapctBeHHoro repbOa Poccuiickoit ¢enepanuun u rep6oB CyOBEKTOB
Poccuiickoit denepanun?

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 mpruMeHsIoTCs Tpu 0(OpMIICHUH 1aT?

9. Kak opopmMisitoTcst B JOKyMEHTaX TaOJIULIbI U BHIBOJIbI?

Ilpakmuueckoe 3anamue 3.

OcHoeHas yenv 3auamus. 3aKpeIUICHNE TEOPETUUECKUX 3HAHMW 110 BOIIPOCAM COCTaBJICHUS U
0(OpMIIEHHS OCHOBHBIX JOKYMEHTOB U IPAaKTHUECKOE MPUMEHEHHE MOJIyYEHHBIX 3HAHUH B Ipoliecce
pa3pabOTKH HEKOTOPBIX BHUAOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSAUTENBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB U JOKYMEHTOB JINYHOTO ITPOUCXOKICHUS.

Bormpocs! 1y1st ycTHOTO 00CYX)aeHUs

1. Kakue 1OKyMEHTBI OTHOCSTCS K OPraHU3allHOHHBIM?

2. B yem 3axitouaeTcsi 0COOEHHOCTh O(OPMIIEHHSI 3arojOBKa K TEKCTY B OpPraHU3allMOHHBIX
JIOKyMEHTax?

3. Korna opranm3anoHHbIe TOKYMEHTHI IPHOOPETAOT IOPUINIECKYIO CHITY?

4. Kak cTpOUTCs TEKCT B OpraHU3aL[MOHHBIX JJOKYMEHTax?

5. Kak monro nedcTByeT OpraHu3allMOHHBIM JOKYMEHT? MOXKHO JI1 BHOCHUTh M3MEHEHHUS B
TEKCT OPraHU3aL[MOHHOTO I0KyMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

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

8. KakoBa cTpykTypa TeKcTa MmojoKeHus 00 opranu3anuu’?

9. B 4eM cOCTOMT pa3MyMe TaKUX JOKYMEHTOB, KaK IITATHOE PACIMCAaHUE U CTPYKTYpa,
HITaTHasi YUCIEHHOCTh?

10. IloueMy JOMKHOCTHAsT HHCTPYKLHS HE COCTaBISETCS M KaTETOPUM  CIIy’KalluX
«pykoBoauTenn»? UTo AOMKHO COAEpKAThCs B TEKCTE KaKJI0T0 pa3fieia JOHKHOCTHOW HHCTPYKINUN?

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 AelCTBUS pacopsIIUTENbHbIE JOKYMEHTHI?

15. Yro sBnsieTCs OCHOBAHUEM JUISl PACIIOPSAUTENIBHOIO TOKYMEHTa?

16. Kak cTpouTCsi TEKCT pacoOpsiAUTEIBLHOTO JOKYMEHTA?

17. Kakue opransl IpUHUMAIOT TOCTaHOBJIEHHE?

18. B kakoii ¢popme n31at0TCsi COBMECTHBIE PACTIOPSIUTENBHBIE 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 ObIBalOT BUJIBI POTOKOJIOB, M U€M OHU OTIUYAIOTCS 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 MPU YBOJLHEHUH PAOOTHHUKA?
28. KakoBbl ocobeHHOCTH 0OPMIICHHS PUKA30B 0 JTUIHOMY COCTaBY?

IlIpakmuueckoe 3anamue 4.
3a0anus ona cocmasnenus npUKAa308 no OCHOBHOU 0esAMenbHOCU NPEONPUAMUSL
1.CocraBbTe mpHKa3 reHepaibHOro aupekropa Hemyonuunoro AO «Kopmer» 00 m3MeHeHHH
rpaduka paboThl CIyKallUX oOTxAena Oyxraatepuu. B koHcTatupyromed 4YacTH YKaXHUTe Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKU HadaJbHUKAa OTAena. B
pacropsauTenbHON YacTu 00paTuTe BHUMaHKUE HA OpraHU3alMI0 CBEPXYPOUYHOM paboThl B CyOOOTHME
JTHU U NIPEJIOKEHUS 110 UX OIUIaTe.

2. CocraBbre mnpuka3 aupexropa HenyonuuHoro AO «CepBuc» 0 BbIIUIATE JIEHEKHBIX
CPeACTB Ha KOMaHAMPOBOYHBIE PacxXo/ibl yuacTHHKaM Bcepoccuiickoro ¢opyma. JleHexxHbIe cpencTBa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 pe3epBHOrO (OHA OILIaThl TPyJa B pa3Mepe ABYXCOT pyOiiell B IeHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIEC PACXOMIBI.

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 FeHEPAIbLHOIO JUPEKTOpa (GUPMBI O JIUIICHUH IPeMuH 3a anpensb 2015
roga B pazmepe 20% paboTHuKOB oTaena Mapketuara Mammna A.B., Cenosa I1.0. 3a Henamexamiee
UCIIOJIHEHUE CBOMX JOJKHOCTHBIX 0053aHHOCTEH U HapyIIeHWEe UCTIOIHUTENbCKOW JUCHUIUIMHBI.

5.  CocraBbTe NpHUKa3 reHEpaJbHOro AuWpeKTopa (upmbl 0 HakazaHuu Boaurtens I[lerposa
A.B. Ha ocHOBaHMM aKTa oleHKH noBpexaeHuit apTomoOminst BA3 1110 roc. Ne E909MB B pesynbrate
JIOPO’KHO-TPAHCIOPTHOIO MpouctecTBus. HakazaHnne HeoOXOIMMO NPOU3BECTU MYTEM OOBSIBICHUS
CTPOrOro BBITOBOpA U YAEp)KaHUS W3 3apabOTHOW IJIAThl BOAMTEINS JIEHEKHOM 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 M sSKoHOMHKay». [Ipemus Bbiaercs u3 Qonzaa
MaTepuaIbHOTro MoolpeHus B pazmepe 50% exeMecssHHOro JOIKHOCTHOTO 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 cnpagoyHO-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 OyXraiaTepckoro yuera 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 BBIMIOJHEHUE BCEX IMYHKTOB IpHKa3a, 3a MCKJIIOYEHHEM IYHKTOB 00 OpraHM3aluu
pPaBHOMEPHON eXeTHEBHOM cauu pabounMu Hapaa0B Oyxranrepuu. BoisiBieHo, 4To 25 okTa0pst ObLI1O
cnaHo Tonbko 35,2% Bcex HapanoB. OctanpHble Hapsaabl cianbl 1 HOosOps. Ilo rpaduxy cpok caaum
MOCTIEAHUX HApSJIOB 3a MPOILIbIA MECSI YCTaHOBJIEH IEPBOI0O YHCIIA CIEAYIOIIEro Mecsa.

2. CocraBbTe JOKJIQJHYIO 3allUCKy TJIABHOIO OyXranTepa JUPEKTOpy 00 uTorax paboThI IO
LHEHTpaJIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoma. LlenTpanuzauus pacueroB jaana
BO3MOXHOCTh IE€PEBECTH Ha JPYIyl0 paboTy MATh OyXTajTepoB II€XOB, YMEHBUIMTH OIIMOKH 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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BII, oGecreunBarommx IMepexol Ha IEHTPAIU30BaHHBIA pacdeT 3apaboTHON IUIaThl 1O 3aBOY.
OcTanbHbIe TaHHBIC YKAXKUTE CAMOCTOSITEIIBHO.

3. CocTaBbTe JOKJIAIHYIO 3aMHCKY CeKpeTaps-pedepeHTa pPyKOBOIUTEINIO MPEINPHUATHS 00
yrepe CrenanoBeiMm .. mrcbMa-3amnpoca, TOCTYIMUBIIETO B apec MPEANPHUITH IBa MecCsIa Ha3al.

3aoanus ons cocmaegnenusi OOKYyMeHmMO8 TUYHO20 NPOUCXONHCOCHUSL:

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

2. CocrtaBbTe TNpuKa3z 00 0OCBOOOXIEHMH Bac OT paboTel B upme «OpOuTa» B CBI3U C
nepees3 oM Ha HOBOE MECTOXKUTEIbCTBO.

3. CocraBbTe mpuKa3pl: a) 0 mpuemMe Ha pabory Oyxrantepom HMmanosoir W.IL.; 6) 00
yBoibHeHMU MBanoBoit WM.II. mepeBonme B Apyryro opranuzanuio. [[pyrue pekBUBUTHI YKAKHUTE
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, HeoOXoAUMBbIEe ISl OGOPMIICHHS TOKYMEHTOB MPH
MOCTYIIJICHUU Ha paboTy.

7. Odopmurte 3anmuck B TPYAOBOH KHUXKKE 00 YBOJBHEHUH Bac: a) IO COOCTBEHHOMY KEJIaHUIO; 0)
B CBSI3U C JIUKBHJIAIIMEH TIPEIIIPHUSTHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSAM, TIPEIBIBISCMBIM
K BBITIONTHSIEMOM paboTe, BCIEACTBHE HEJJOCTATOUHOM KBATH(PUKAIUH.

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  KakK  OCYIIECTBISETCS  Mojacyer  oO0bema
JTOKyMeHTOoO0OopoTa?

2. Kakue noToku TOKyMEHTOB MPUHSATO pa3InyaTh B COCTABE JOKyMEHT0000poTa?

3. KakoBbI OCHOBHBIE 3Talbl ¥ IPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppecnoHAEHIUS He TOJIeKUT BCKPBITHIO?

5. Kak momxHBI OBITH pacrpeneseHbl JOKYMEHTHI MpPH IPEIBAPUTEIBHOM PACCMOTPEHHH
JIOKYMEHTOB?

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

7. Kakue J0KyMEHTBI HE MOAJIEeKAT pErucTpauun?

8. Kak peructpupyrorcs OTBeTHBIC TOKYMEHTHI?

9. Kak popmupyercs perucTpaliioHHbII HOMEpP COBMECTHOTO JOKYMEHTa?

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 3aHAmMuUs: 3aKPEIJIEHUE TEOPETUUECKUX 3HAHMUM MO BOIMPOCY CUCTEMAaTH3aluu
JIOKYMEHTOB ¥ ()OPMHUPOBAHUIO JI€TT HA TIPEATPUATHH.

Bonpocs! 1u1st ycTHOTO 00CyKIeHUs -

1. Kakwue TpeOoBaHuUS NPEIBIBISIOTCA K POPMUPOBAHUIO APXUBOB TPEIIPUSITHS?
2. Kak 10omkHbI ObITh 0)OPMIICHBI Jie1a IS TIepeadu B apXHuB?

3. Uro mpencrasinseT coboit neno?

4. Yto Takoe HOMEHKJIATypa JIen?
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Ilpakmuueckoe 3anamue 8.
OcnosHas yenv 3auamus; TPUOOPETEHHE NPAKTUYECKUX HABBIKOB I10 HCIIOJIb30BaHUIO
OPITEXHUKHU B MIPOLIECCE COCTABICHUS U OPOPMIICHUS TOKYMEHTOB.

Bonpocs! 1u1st ycTHOT0 00CyX1eHus:

1. TIlepeuucnure cpeAcTBa OPITEXHUKH, UCIOIb3yeMble HA aBTOMATH3UPOBAHHOM padoyeM
MECTe CIeUaNicTa U PyKOBOIUTEISL.

2. Yro mpencraBiseT coOOW KOHIETIMSA 3JIEKTPOHHOTO odrca?

3. Omnwumurte Ha3HaYeHHE W (YHKIMOHATBHBIC BO3MOXHOCTH HWHTETPHPOBAHHOIO IMaKeTa
nporpamm Microsoft Office.

4. TlepeuncnuTe U NaiiTe XapaKTEPUCTHKY CPEICTB COCTABIICHUS W M3TOTOBJICHUS TEKCTOBBIX
U TaOJMYHBIX JJOKYMEHTOB.

5. [Tlepeuncnure ¥ JmaidTe XapaKTEPUCTUKY CPEICTB KOMUPOBAHUS M THUPAKUPOBAHHS
JIOKYMEHTOB.

6. Ilepeuncnure u naiite XapakTEPUCTHKY CPEACTB MUKPOTpAPHH.

7. llepeuncnuTe M AaiiTe XapaKTEPUCTHKY CpPeACTB (GuU3MUECKOil 00pabOTKUM HOcUTENei
JIOKYMEHTOB.

8. [Ilepeuncnute ©  JaiiTe XapakTePUCTHKY CPEICTB BHYTPU- U BHEO(DUCHOM
TPAHCIIOPTHPOBKHU JTOKYMEHTOB, CBSI3M H KOMMYHHUKAITHH.

9. UYro mpencraBusier coboii oducHas wmebenb U oOopynoBanue? Ilepeuucnure BUIBI
oducHot Mebenn 1 000pyIOBaHUS.

IIpakmuyeckue 3a0anusi:
1. OdopmuTh OCHOBHBIC BHIbl YIPABICHYCCKUX [OKYMEHTOB C  HCIOJIB30BaHHEM
KOMITBIOTEpA U MHTETPUPOBaHHOIO makera mporpamm Microsoft Office.
Ipaxkmuueckoe 3anamue 9.

OcnosHas yenv 3anamus; IPUOOPETEeHNE MPAKTUYECKUX HABBIKOB Pa3pabOTKU M O(pOPMIICHHS
JIEJIOBOMl  KOPPECTIOHJCHIIMM; W3YYEHHE SI3bIKa M CTHJSA CIIY)KEOHBIX JIOKYMEHTOB, HaBBIKOB
COCTaBJIEHUS U OPOPMIICHHS JAEJI0BOI KOPPECTIOHICHIIMN Ha aHTJIMHCKOM, (PpaHIly3CKOM M HEMELKOM
A3bIKaX.

Bomnpock! 1t ycTHOTO 00CyKACHUS:

1. Pacckaxxute, B 4eM OTJIIMYMS OPUIMATBHO-IEI0BOI0 CTHIIS OT APYTHX.

2. IlpuBenute yacTo BCTpeuaromuecs abOpeBUaTyphl CIIOB.

3. KakoBbI cTpyKTypa hopmysaspa U COCTaB PEKBU3UTOB AEJIOBOT0 NMUchMa?

4. KaxoBbl 0cOOEHHOCTH 0(hOpMIIEHHS J1€TI0BOM KOPPECTIOHJCHIIMH B aHTJIOSN3bIYHBIX CTpaHax?

5. KakoBbl 0cOO€HHOCTH O(OPMIICHHSI IEIOBON KOPPECTOHICHIINU Ha (PPAHILY3CKOM SI3bIKE?

6. KakoBbI 0COOCHHOCTH OQOPMIICHHSI IETIOBOM KOPPECTIOHICHIINN Ha HEMEIIKOM SI3bIKE

Ilpakmuyeckue 3a0anus:

1. CocraBbre mucbMmo-u3Bemenne AO «3Jkocan» AO «llapTHep» O TpHUYMHAX 33EPKKU
MOCTaBOK MAIIMH U 000pYy10BaHHUS.

2. CocraBbTe NHUCHMO-TIPUTJIANICHHE OPTraHU3AIMOHHOTO KOMHTETa «ODKCIOUEHTP» C
IPEUVIOKEHUEM  MOCETUTh  MEXAYHAPOJHYIO  CHEIHMAIM3UPOBAHHYIO  BBICTABKY  «DKOHOMHS
MaTepHaIbHBIX M TOIUIMBHO-YHEPTETUYECKAX PECYPCOB B CTPOUTEIHCTBE W IMPOMBIIUICHHOCTHY.
BricTaBka MpoxoauT B MaBUIbLOHE BBICTABOYHOTO KoMILiekca Ha KpacHoii [IpecHe.

3. CocraBere TrapanTuitHoe muceMo ITAO «Oxocan» I[IAO «IIporpecc» 00 okazaHuH
TEXHUYECKOH MOMOIIM B pa3paboTke pabounx yepTtexkeil HacocHo# ctanuuu. [TAO «Dxocan» npocut
MIPOM3BECTH ATY pabOTy HETIOCPEACTBEHHO Ha IJIOMIA IKE.

4. CocraBbTe MUCHMO-OTBET Mpe3ueHTy Poccuiicko-aMepuKaHCKON TOProBoi manaTsl AHHE
Jlxoucon (agpec: The Marketplace — Tower 11, 3025 South Packer Road Suite 735, Aurora. Colorado
80014, USA 303-745-0757 FAX 303-745-0776). B nucbMe yKakuTe Ballll YCIOBUSI COTPYTHUYECTBA.



5. CocraBbre mucpMo OO0 «OnBuko» rocnoauHy XwsioctoHy B Jlonmon (®apokc baHk) c

HAallOMHMHAHWCM BBIIIOJHUTL 3dKa3d Ha IIOCTABKY KOMIBIOTCpa

«OPTIMA 133». B cnyuae

HEBBITMOJIHEHMSI 3aKa3a CJIEIyeT BHIPA3UTh MPOChOY BEPHYTH HAIIPaBJICHHbIE I€HEXKHBIE CPEICTBA.

Ilpakmuueckoe 3anamue 10.
OcHognas yenv 3auamus:

IPUOOPETEHUE TEOPETUUYECKMX M IPAKTUYECKUX HABBIKOB
COCTaBJIEHUS U O(OPMIIEHUS JIEJIOBBIX IHCEM,

CBA3aHHBIX C IIPOBECACHHUEM IICPUOJUYCCKUX

MEPOIIPUATHM, TEJIErpaMM, a TAaK)KE COCTABJICHUS U OTIIPABKU IHUCEM 4Yepe3 DJIEKTPOHHYIO IIOYTy B

JIOKAJILHOU BBEIYMCIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

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

NPUHATH Y9aCTHE B KOH(PEPEHIIHUH.

THIOBLIE TECTOBLIE 3adaHuA Mo TeMam 1,24

Tema 1. ,/IOKyMeHT U CUCTEMBI JOKYMCHTAIlUH

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 MaTepUAILHOM
HocuTene uHGpOpMaIHMsS C PEKBHU3UTAMHU,

MO3BOJISIOMIMMU €€ UACHTH(PHUIINPOBATH

c) bnank ¢popmara A4

d) CrangapTHbIit JIUCT Oymaru,
coJiepKaluil Kaky-1160 HHpopMaLuu

2. J1enonpou3BOJICTBO - 3TO

a) Cucrema XpaHEHHS TOKYMEHTOB

b) CocraBnenue T0KyMEHTOB

C) JIoKyMEHTHpOBaHHE U
paboThI ¢ JOKyMEHTaMU

OpraHu3aIus

3. VkaxuTe, KaKMe CHUCTEMbI JIOKYMEHTAIMH
BBIJICIISIOT:

a) DyHKIMOHAJBHBIC U OTPACIICBbIC
b) OtpacieBsie 1 MEKOTpACIIEBBIC
C) DYHKIMOHAIBHBIC H MEXKOTPACIIEBHIC

4. HopmaTtuBHO-TEXHHUECKUI JIOKYMEHT,
YCTaHABIMBAIOIMN KOMIUIEKC HOPM, IpaBui,
TpeOoBaHUII K OOBEKTY M  YTBEpXKJIaeMbIii
KOMIIETEHTHBIMU OpPTaHaMy — 3TO:

a) Ceprudukar
b) Cranmapt
C) Jlunensus
d) Wuctpykims

5. Uem OMPECACIACTCA COCTAaB YHPABJICHYCCKUX
JOKYMCHTOB B OpraHu3aluu:

a) DyHKIMSIMU OpraHU3AIHH

b) TlopsiakoM perieHust  yImpaBICHUECKUX
BOIIPOCOB

c) HopmartuBHBIME aKTaMH

d) OObeMOM U XapaKTepoM B3aUMOCBSI3EH C
JPYTUMH OpTaHU3ausIMU




24

Tema 2. YnpaBiieHUecKasi JOKYMeHTAIUA

Bomnpoc

BapI/IaHTBI OTBETa

1. HazoBute ¢opmarsl Oymaru, pasperieHHbIE
1151 0OPMIICHHS ICJIOBBIX JOKYMEHTOB

a) Al
b) A3
c) A4
d) A5

2. VYkaxure CBOMCTBa

uHpopmanuu

YIPABJICHYECKOU

a) AIpecHOCTh

b) KparkocTs TekcTa

€) OduumanbHbIi XapakTep
d) ToYHOCTH M3ITOKEHHUS

3. Kakoro poma OnaHKM HWCHONB3YIOTCS IS
o(hUIHATBHO-IETIOBO MEPETUCKH

a) biank nrceMa opraHuzanun

b) BiaHk nmuchmMa CTPYKTYPHOTO
HO/IPa3ICICHUSI

C) bnaHk nMceMa IOJDKHOCTHOTO JIMIA

4. @opmynsip - 3TO

a) Pa3sHOBUIHOCTH JIEIOBOTO MUCHMA

b) CoOBOKYIMHOCTH PEKBHU3HUTOB
0pUIIHATEHOTO TUChMA

C) SI3pikoBas Gopmysia, HCIOIb3yeMas B
JICTIOBOM ITHChME

5. Kaxoil mpudt sBIsSETCS OCHOBHBIM IpHU
oopmieHnn gfokymenTa ¢ nomoruisko I1K:

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

Tema 4. Opranuzanusi 10KyMeHT0000poTa

Bomnpoc

BapwnanTs! oTBeTa

1. TokyMeHT0000pOT — 3TO:

a) I[BI/I)KCHI/Ie JOKYMCHTOB B OpraHu3aluun C
MOMCHTa IIOJYUYCHUA HWIIN CO3JaHUA 10

3aBEpIICHUS]  WCIOJHEHHS,  OTIPABKH
ampecary WU HalpaBJICHUN HA XpaHEHHE
B JICJIO

b) JIBmwxenue JOKYMEHTOB MEXITy
OpraHU3alUsIMH

c) JlBmxkeHue JIOKYMEHTOB MEXTy
opraHu3anuen u OopraHamu

rOCyIapCTBEHHOW BJIACTH

2. KakoBa 0OCHOBHas 3aJ1a4a JOKyMEHTO000pOTa:

a) OBICTPOTA B IBWKEHUH JOKYMEHTOB
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b)

MaKCuMHU3anus JOKYMCHTOIIOTOKA

C) OpsAMOTOYHOCTH B IBUKCHUU JJOKYMCHTOB

3.B HOMEHKIaTypy A€ BKIIIOYAIOTCS

a)
b)

c)

BCE JIeJ1a OpraHu3aliy, KYypPHAJIbI
perucTpanuu, CopaBoYHbIe KAPTOTEKU
BCE€ BXOJSAIINE, UCXOMISIINE U
BHYTpPEHHHUE JTOKYMEHTbI OpraHU3aIlH
Jena U JOKYMEHThl  OpraHu3alluu,
KOTOpBIE OTHOCATCA K paboTe ¢ Kajpamu
B OpraHu3aiuu

4. Kakoe M3 HM)KE NPHUBEIEHHBIX YTBEPKICHUMN
ABJIIETCS] BEPHBIM

Homenkmarypa gen  paspabaTbiBaeTcst
nocjae  CO3JMaHWsl  OpraHu3amuu |
JeficTByeT OecCpOUHO

Homenknarypa nen paspabareiBaeTcs
1OCJIE  CO3JaHMsl ~ OpraHu3alud |
€KETO/IHO MePEYTBEPKIACTCS
Homenknarypa gen  paspabarbiBaeTcs
Mocjae  CO3JMaHWsl ~ OpraHu3aluu U
HepeyTBEPIKIAACTCS OJIUH Pa3 B ISTh JIET

5.UTo OTHOCHUTCS K CpEACTBAM 3JIEKTPOHHOI'O
KOIMPOBAHUS TOKYMEHTOB:

Pusorpad

[Ipenep

Kcepoxkce

Ckanep

®paHKHpoBaIbHAsA MalIMHA
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8.3. Tumnossle KOHTPOJIbBHBIC 3aJaHUSl HWJIH HHBIC MaTEpHajJdbl IJdd IIPOBCIACHUA

MMPOMEXYTOYHOM ATTECTAIIUA

dopma MpOBENCHUS MPOMEKYTOYHON AaTTeCTallMu 1O AWCIUILINHE: 3a4eT B (dopme

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

N

>

© o~

11.
12.

13.

14.

15.

16.
17.

18.
19.

20.
21.
22.
23.
24.

25.

IlepeyeHb BONPOCOB U 3aJaHUM /151 HOATOTOBKH K 3a4eTy
(OIIK-6: NOIIK-6.3):

JIOKyMEHT ¥ CUCTEMBI IOKYMEHTAIIHH.

Bupl 1OKyMEHTOB U MX KIaCCU(PUKALIHSL.

CocraB HOPMAaTUBHO-METOANYECKOM 0a3bl TOKYMEHTHPOBAHHS yIIPABICHYECKOM
NeSITETTbHOCTH.

['ocynapcTBeHHBIE CTaHIAPTHI HA TOKYMEHTALHIO.

YHUGHUIMPOBaHHBIE CUCTEMBI TOKyMeHTanuu. O0IepoCCHiicKuii Kiraccu(puKaTop TEXHUKO-
HSKOHOMUYECKOW ¥ COLUATbHOI HHPOpMAIIHH.

VYupasneHueckas foKyMeHTalus. TpeGoBaHUS K COCTaBICHUIO U 0()OPMIICHHIO
JOKYMEHTOB, (OopMyIsip-o0pa3el, COCTaB M PACIOI0KEHNE PEKBU3UTOB.
OCHOBHBIE TTOJIOKEHUS 110 TOKYMEHTUPOBAHHIO YIIPABICHUECKOH JeATEIbHOCTH.
bnanku u popMaTsl JOKyMEHTOB.

TpeboBaHus K TEKCTaM JTOKYMEHTOB. SI3BIK U CTHJIb TOKYMEHTA.

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

Office.

CocraBienue 1 0popMIIeHIE OCHOBHBIX JOKYMEHTOB.

[IpaBuna cocraBienust 1 0pOPMIIEHUSI OCHOBHBIX OpPraHU3allMOHHO-TIPABOBbIX IOKYMEHTOB:
yCTaBa, M0JIOKEHU S, UHCTPYKIUH, I0TOBOPA, KOHTPAKTA.

[IpaBuna cocraBiieHust U 0(p)OPMIIEHUSI OCHOBHBIX PaclopsAIUTEIbHBIX JOKYMEHTOB: IpHKa3a
U PaCIOpsKEHUS.

[IpaBuna cocraBienust 1 0pOPMIIEHHSI OCHOBHBIX CIIPAaBOYHO-MH(POPMAIIMOHHBIX
JIOKYMEHTOB: aKTa, CIIPaBKH, POTOKOJIA, CIIY>KEOHOH, TOKIaHON U 00BACHUTENBHOM
3aIHUCOK.

ITpaBuia coctaBiaeHust 1 0POPMIICHUS JOKYMEHTOB JIMYHOTO MPOMCXOXKICHUS: OOpaleHe
10 HaiiMy Ha paboTy; HaMcaHue pe3toMe JIJIs OCTYIUIEHUS Ha paboTy M0 KOHKYPCY;
3asiBJIICHUE O IIpHeMe Ha paboTy; aBToOHOrpadus; XapakTepUCTHKa; 3asBJICHHUE O NEPEBOJIE, O
MpeI0CTaBIEHUH OTIyCKa U T. II.

Opranuzanus 10KyMeHT0o000poTa.

Bxoasimuii JoKyMeHTONOTOK. BHYTpeHHUI TOKyMEHTONOTOK. YueT o0bema
JIOKYMEHTO0000poTa.

OpraHu3allMOHHOE MOCTPOEHUE CIYKObI 1€T0NPOU3BO/ICTBA.

Cuctemaru3zanus 1okyMeHToB. O0mmue TpeboBaHMs K CUCTEMATH3alMU JOKYMEHTOB U
(bOpMHUPOBAHUIO JICII.

CocraBieHne 3aroj0OBKOB JI€] U YCTAHOBJIEHHE CPOKOB XPAHEHUS JEIl.

Howmenkmarypa aen. ApXuBHOE XpaHEHUE TOKYMEHTOB U JE.

CoBpeMeHHbIe crTOCOObI ¥ TEXHUKA CO3aHUs JOKYMEHTOB.

CpenctBa OprTeXHUKH, UCTIOJIb3yEMblEe HA aBTOMAaTU3UPOBAHHOM paboueM MecTe CHeuaIncTa
Y PYKOBOJUTES.

Knaccudukanus cpecTB opraHu3allMOHHON TEXHUKH JIJIsl COBPEMEHHBIX 0(UCHBIX
TEXHOJIOTHU.

Konnenmus snextponHoro opuca. KoMnbroTepHble TEXHOIOTHUH 00ecTIeueHHs
YIIPaBICHYECKOM AEATEILHOCTH: HHTETpUPOBaHHbIN makeT nporpamm Microsoft Office.

26. JlenoBbIe 1 KOMMEpYECKHE TUCHMA.
27.Knaccuduxanus u CTpyKTypa JIeJIOBbIX MHceM. PEKBU3UTHI MHCbMa U UX PACIIONIOKEHHE.

28.

CrangaptHbie (pa3bl U BEIPAKEHUS.
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29. O0pas31pl BapHaHTOB JICJIOBBIX IMUCEM: MIChMa-TIPOChObI, MIChMa-OTBETHI (OTKA3bI),
COIIPOBOJIUTENIbHBIEC THCbMA, TMChMAa-TIOITBEPKACHNUS, TapaHTHIHbIE TUCHMA.

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

31.Jlekcuka U CTUIIb KOPPECTIOHICHIIMH, OOIIENPUHATHIE B MEXKIIYHAPOIHOM H JICIIOBOM MHpE.

32. TunoBsle (pa3bl U NOJIE3HbIE BBIPAKEHUSI, HEOOXOIMMBIE IIPU COCTABICHUH ITUCEM
3apy0OeKHOMY MapTHEPY.

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

34. ®opMbI KOMMEPYECKHX MHUCeM: cOop HH(pOpMaIUK O J1eJI0BOW aKTUBHOCTH,
pecriekTabenbHOCTH (GUpM; MPEIOKEHUS U OTKJIIOHEHUE TPEAJIOKEHUH U JIp.

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

36. CocraBiieHue U OTIIPAaBKa MMCbMa Yepe3 3JIEKTPOHHYIO MOUTY 3apy0eKHOMY MapTHEPY.

37.KoppecnonaeHnus, CBsI3aHHAsA C POBEICHHEM IEPUOTUUECKUX MEPOIPUATHH, U IIpoYast
KOPPECIIOHICHIIHSL.

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

39. CocraBienue TenerpaMmm, TeJaekcoB U GpakcoB. OCHOBHBIE COKPALICHHSI, UCTIONb3yeMbIE TIPU
COCTaBJICHUH TEJIEIPAMM U TEJIEKCOB.

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

41. Opranuzauus paboThl C JOKYMEHTAMHU, COJIEPKALIMU KOH(PHIEHIIUATbHbBIE CBEICHUS.

42. Opranu3zanys KOH(UACHIUAIBHOTO AIONPOU3BOCTBA.

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

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

45.Co3nanue U yyeT KOH(QUACHIMAIBHBIX JOKYMEHTOB, TOPSAJOK 00palleHus ¢
KOH(HICHIIMATLHBIMHI TOKYMEHTAMHU.

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

47.CxeMa IpOXOKICHUS BXOAAIIMX U UCXOSAIUX KOHPHUIEHIIMATIBHBIX JOKYMEHTOB.

HpHMeprlﬁ TECT IJIl UTOrOBOI'0 TECTUPOBAHMS .

1. JoxymeHT — 310!
e) MarepuanbHblii 0OBEKT, HCIOJIB3YEMBIH IS 3aKpEIUICHHS W XPaHCHHsS HAa HEM PEueBOM,
3BYKOBOH M M300pa3uTebHON HHPOpMALUH
f) 3aduxcupoBaHHas Ha MaTepHATLHOM HOCUTEIEe HHOOPMALHS C PEKBU3UTAMHE, MO3BOJISFOIIMHU
ee UJIeHTU(UIUPOBAThH
g) Buank ¢popmara A4
h) CranmapTHbIii TUCT OyMaru, couep anuii KaKyro-1100 HHHOpMaIUIo

2. Jlenonpou3BoCcTBO — 3TO:
d) Cucrema xpaHeHUs TOKYMEHTOB
e) CocraBieHune JOKYMEHTOB
f) doxymeHTHpOBaHWE M OpraHU3aLus padoThl C JOKyMEHTaMH

3. YkaxuTe, Kakue CUCTEMbI JOKYMECHTAIIUHU BBIICIISIOT:

d) ®yHKUMOHAILHBIC M OTPaACICBbIC

e) OrtpacieBble U MEXKOTpACICBhIC

f) ®yHKIHOHATBHBIC U MEXKOTPACIICBbIC
4. HopMaTUBHO-TEXHUYECKUI TOKYMEHT, YCTaHABJIMBAIOIINI KOMIUIEKC HOPM, IPaBJI, TpeOOBaHUH K
00BEKTY M YTBEPIKIaEMbIil KOMIIETCHTHBIMH OPTaHAMH — 3TO:

e) Cepruduxar

f) Cranmapr
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0) Jlunensus
h) Wucrpykums

5. Yem ompezelnsieTcs COCTaB YIPaBICHYSCKHX TOKYMEHTOB B OpraHH3aluK:
e) DyHKUUSIMH OpraHU3alUH
f) Tlopsimkom perieHus yrpaBlIeHYECKUX BOIIPOCOB
g) HopmartuBHBIME aKTamMu
h) OO0beMoM u XapaKTepoM B3aUMOCBSI3€H C IPYyTUMH OpTraHU3alUsIMH

6. HazoBute dopmarsl Gymaru, pa3perieHHbie it 0popMIIeHHS JETOBBIX TOKYMEHTOB:
e) Al
f) A3
o) A4
h) AS
7. B KakuX ciay4asx IpUBOIAT COKPALICHHOC HAMMEHOBAHUE OPraHU3allNN:
a) Ecnu oHa siBiIsleTCsl aBTOPOM JIOKYMEHTA
b) Ecnu oHO 3aKkperieHO B yUpEeIUTEIbHBIX JOKYMEHTaX
¢) Ecnu y opraHusaiuu UMEOTCs QUITHAIBI, TEPPUTOPUATBHBIE OTICTICHHUS, IIPEICTABUTEIHCTBA

8. SIBnsercs mm HOMCP CUCTa OpraHu3alvuu B OaHKe 00sA3aTeIbLHBIM 3JIEMEHTOM PCKBU3UTA 08:

a) la
b) Her

9. SBnAroTcs au YHUBCPCAJIBbHBIC CJIOBA MHOT'O3HAYHBIMHU:

a) la
b) Her

10. Ykaxute cBOICTBa ynpaBlieHUeCKON HH(OpMaIUU:
€) AIpecHOCTh
f) Kparkocts TekcTa
g) OdunuansHbIi XapakTep
h) TouHOCTH U3TOKEHHS

11. YupenurenbHblii JOrOBOP CONEPIKUT:
a) XapakTepHCTHKY MpeaMeTa, el U MPUHIIUIIOB IS TeIbHOCTH OpraHU3allii
b) omKHOCTHOMW M YMCICHHBIH COCTAB OpraHU3aIMN
c) IlpaBa u 00S3aHHOCTH yUpeIUTENCH
d) CocraB 1 KOMIIETCHIIHIO OPTraHOB YIPABICHHUS
e) Cpok JedCTBUS U TOPSIOK MPEKPAIICHUS JOrOBOPa

12. SIBnsieTcst i ipuKka3 00s3aTENBHBIM K HCTIOTHEHHUIO JIJIs1 BCEX PA0OTHUKOB JJAHHOM OpraHU3aIliy:

a) /Jla
b) Her

13. Kak uznmaraercst TEKCT pacnopsAUTENbHON YaCTH PaCOPSAAUTEIbHBIX JOKYMEHTOB:
a) B mpocutensHOU dopme
b) B moBenurensHON Gopme
¢) B ykazarenbHoii (hopme

14. Ha kakom OsaHke 0hOpMITAIOTCS PacOpSAUTEIbHBIE TOKYMEHTHI:
a) Ha oOrmiem Omanke
b) Ha Onanke nucrma
C) Ha GiaHke KOHKPETHOTO BH/IA JIOKyMEHTa



15.

16.

17.

18.

19.

20.

21.

22.

23.

24.
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PacniopsiauTenbHbIEe JOKYMEHTBI BCTYIAIOT B CHUTY:
a) Ilocne ux yrBepxaeHUs

b) C momeHTa UX MOAMUCAHUS

¢) Ilocie ux coriacoBaHus

d) ITocne ux OmyOIUKOBAHHMS

Pestome — 310:

a) Kparkas unpopmanus o cede, cocTaBlieHHas IPETEHICHTOM Ha BAKAHTHOE MECTO.

b) OmnmcaHue OCHOBHBIX JTallOB TPYAOBOH JEATEIBHOCTH, COCTaBICHHOE IIPETCHICHTOM Ha
BaKaHTHOE MECTO.

c) Hudopmarms B XpOHOIOTUIECKOM TOPSIIKE MPEICTABICHHUI MPETCH/ICHTA HA BAKAHTHOE MECTO
0 CBOEM XM3HEHHOM ITyTH U IpodeccHoHaIn3Me.

Yro siBisieTcss OCHOBAHMEM I W3JIaHuUs IIPUKa3a O IpueMe Ha padoTy:

a) YcTHOe pacnopspKeHHe PyKOBOIUTEINS OPraHU3aluu

b) TlucemeHHOE pacropsHKEHHE PYKOBOIUTEIS OPraHU3aluK

c) IMoamucanHOE PyKOBOIUTEIEM OpraHU3aIMK 3asBJICHHE O IIPUEME Ha paboTy

[TpenbsaBaseTcs U TpynOBask KHUXKKA IpU 0(pOPMIIEHUH Ha pabOTy IO COBMECTUTEILCTBY:

a) la
b) Her

3anuCchIBAIOTCS JIM B3BICKAHHSI ¢ PAOOTHHKA B €70 TPYJOBYIO KHIIKKY:

a) Ja
b) Her

JIoKyMeHTO00O0pOT — 3TO:

d) JIBiKeHHE TOKYMEHTOB B OPraHM3allMd ¢ MOMEHTA MOJYYCHHUS WM CO3aHHs 10 3aBEpPIICHUSI
VICITOJIHEHM S, OTIIPABKH a/IpecaTy WX HAIPABICHUN HAa XPAaHEHHE B JIETIO

e) JIBiKeHUE JOKYMEHTOB MEKIy OPraHU3aIusIMH

f) IBmwkeHHe TOKYMEHTOB MEXIy OpraHH3alUei U OpraHaMy TOCYIapCTBCHHOW BIIACTH

KaxoBa ocHOBHas 3a/1a4a JOKyMEHTO000pOTA!
C) OBICTPOTA B IBIKCHUH JOKYMEHTOB

d) makcuMu3aIMs JOKyMEHTOIOTOKA

€) MPSIMOTOYHOCTH B JIBUOKCHUH JIOKYMEHTOB

B HOMEHKIaTypy €1 BKIOYarOTCS:

d) Bce nena opraHU3aIyy, KypHAIBI PETUCTPAIINH, CIIPABOYHBIC KAPTOTCKH

€) Bce BXOJSIINE, UCXOASAIINE U BHYTPEHHUE JOKYMEHTBI OpraHU3aIiu

f) 1nena m MTOKYMEHTBI OpraHHU3aIiK, KOTOPBIE OTHOCATCS K paboTe ¢ KaJpaMu B OpraHH3auu

Kakoe u3 Huxe NpuBeACHHBIX YTBEPKACHHUM SBISETCS BEPHBIM:

d) Homenknarypa nen pazpabarbsiBaeTcs TIOCIIE CO3/IaHMsI OpPraHU3alny U ICHCTBYeT OeCCPOYHO

e) Homenkmarypa gen pa3paOaThiBaeTCs IMOCIE CO3JaHUS OpPraHW3aldd U €XKErOIHO
nepeyTBeEpKIacTCA

f) HomenxnaTypa gen pa3paOaThIBaeTCs TMOCIE CO3/aHHsI OPraHU3AIMU M IEPEyTBEPKIACTCS
OJIUH pa3 B MATH JIET

YTO OTHOCHTCS K CPEICTBAM AIIEKTPOHHOTO KOITMPOBAHUS JIOKYMEHTOB:
f) Pusorpad

g) Ulpenep

h) Kcepokc

1) Ckanep



30
J) ®pankupoBaibHasS MallHHA

25. Kaxkoit mpudt sBisieTcs OCHOBHBIM TIpH opopMiIeHHHU JOKyMeHTa ¢ momornbio [1K:
a) Times New Roman 12
b) Times New Roman 14
c) Arial 12
d) Arial 14



