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1. IEPEYEHb IINTAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
AACHUIIJIMHE, COOTHECEHHBIX C ILTAHUPYEMBIMH PE3YJIbTATAMHA
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. leab ocBoeHMST AUCHUIIJIUHBI

Llenbro OCBOCHMUS TUCIUILIAHBI SIBJISICTCS:

-popmupoBanue y oOydaromuxcs 00menpohecCHOHATbHBIX KOMIIETEHIIMH B  0o0nacTu
JIOKYMEHTHPOBAHUSI OCHOBHBIX YIPABICHYCCKUX (YHKIMH, IJIAHOBBIX, OTYETHBIX U aHATHUTHYCCKUX
orepaIyii B CUCTEME YIpaBJICHHS IPEANPUATHEM, OpPraHU3alMy JJOKYMEHT0000pOTa.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yYeHHSs N0 JUCHHUIIJIMHE

Kon n Kon n Ilinanupyemsie pe3yabTaThbl 00y4eHHs] 110 JUCHHUILIHHE OcHoBanue (IIC)
HAMMEHOBAaHHe HAHMEHOBAaHHe * s
KOMIIETeHIU U HH/IMKATOpa npodeccHoHaNEHBIX

JOCTHKEHUS KOMIIETCHIIUH
KOMIeTeHIUH
OIIK-4. HOIIK-4.1. 3uaer:
Criocobex JleMoHCTpHpyeT | TpeOOBaHMS K COCTaBICHHIO JIOKYMEHTOB 110 BUaM B pa3pese
npemaraTtb 3HAHUS B (YHKIMH YIIPABICHUS U OCHOBBI OpraHU3aI[HH
SKOHOMHYECKH B | 00xacTu JIOKYMEHTO000POTAa;
(uHAHCOBO YIIpaBICHUS MOPAIOK BEAECHUS AEIONPOU3BOICTBA; CTAHAAPTEI
000CHOBaHHEIC MPEIIpUATHEM | YHUPHIMPOBAHHON CHCTEMBI OpraHH3allHOHHO-
OpraHU3alMOHHO- | U pacnopsAUTEIbHON JOKYMEHTAUH, EAUHYIO CUCTEMY
yrpaBieH4Ieckrne | 3(PPEKTHBHOTO TEXHOJIOTUYECKON JOKYMEHTALIH,
pelieHus B HCIIOJIB30BAHUS | MOCTAaHOBIICHUS, PACIIOPSIKEHU, IIPUKA3bl, METOOUYECKUE U
npodeccroHabH | ero pecypcos HOpMAaTUBHBIC MaTEpHUAJIb] 110 OPraHU3alui, HOPMUPOBAHUIO U
Ol 1eSITeNIbHOCTH oIUIaTe TPyJa, HOPMATUBHBIC IIPABOBBIE AKThI, METOAUYECKHUE

MaTepHasbl 0 BOMPOCaM OpPTaHU3aIUU YIIPABICHU
MIPOU3BOJICTBOM, MTPOU3BOJCTBEHHOTO TIIAHUPOBAHUS U
yIpaBlieHUs! IPOU3BOACTBOM, yUeTa U aHAIMU3a Pe3yIbTaToOB
MIPOU3BOJCTBEHHO-X035CTBEHHON JI€ATEIbHOCTH

Ymeert:

MPUMEHUTH MOJIyYE€HHBIE 3HAHUS ISl IPABUIIBHOTO
COCTaBJICHUS U 0POPMIICHHUS YIIPABICHUSCKUX JOKYMEHTOB
®dopmupoBats 0a3y JaHHBIX U pa3padaTbBaTh
OpraHU3alUOHHO-YIIPABIEHUECKYIO TOKYMEHTALIUIO C
HCIOJIb30BAHUEM COBPEMEHHBIX TEXHOJOTUN
ANIEKTPOHHOTOJIOKYMEHTO000POTA

Baapeer:

HaBBIKAMHU COCTaBJICHHSI OCHOBHBIX YIIPaBIEHYECKUX
JIOKyMEHTOB;

HaBBIKaMU pa3pabOTKH MPEATIOKEHUH 0 PaIMOHAIN3AINH
CTPYKTYPBI YIIPABJIEHUS IPOU3BOJCTBOM B COOTBETCTBUU C
LEJSIMHU U CTpAaTeruei opraHu3aluu, 1eHCTBYIOIINX CUCTEM,
(hopM ¥ METOJIOB YIIPABICHUS MPOU3BOJCTBOM, IO
COBEPILIEHCTBOBAHUIO OPraHU3aLMOHHO-PACTIOPSINTENbHON
JIOKYMEHTAIIUH U OPTaHU3aIHH JOKyMEHT0000pOTa, 110
BHEJIPCHHIO TEXHUYECKUX CPEJCTB 00pabOTKH MH(POpMAIUH,
MIEPCOHANBHBIX KOMITBIOTEPOB H CETEH, aBTOMATU3UPOBAHHBIX
pabodmx MecT;

HaBbIKaMU OpPTaHU3AIMH PAOOTHI MO COCTABIICHHUIO TTOJIOKCHHMA
0 CTPYKTYPHBIX MOIpa3iefeHusx (0Taenax, mexax)
MIPOM3BOJICTBEHHOU OpTaHn3alliy, JODKHOCTHBIX HHCTPYKITHI
paboTHHKAM,00ecTIeYeHUEBHECEHISIBHUXHEOOXOTUMBIXU3MEH
E€HUNUAO0NOIHEHU I

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM ITPOT'PAMMBI

JlucuuiuimHa OTHOCUTCS K 9acTH, (POPMUPYEMOI y4acTHHUKAMH 0Opa30BaTEIbHBIX OTHOIICHHIA,
bnoka 1. [uctummmael (Momynu) mporpammbl OakanaBpuara (b.1.0.04 Oo6menpodeccrnoHa bHbIN
MOYJIb).
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3. CTPYKTYPAU COAEPKAHUE JUCHUITJIMHBI
3.1. O0beM M CTPYKTYpPa AUCHHMIIHHBI

OO6mas Tpy10EMKOCTh TUCIMIUIMHBI COCTaBIsAET _3  3.e. (

108

10 BUJaM paboT M ceMecTpaMm IMPeJICTaBIeHO B Ta0OIHIIe.

4ac.), X pacrpezeacHue

Buabl yueOHBIX 3aHATHI U pa00THI 00yYaI0OLIUXCS

TpynoeMKkocThb, Yac

O01as TPyA0EeMKOCTh THCIHUIJIHHBI, 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

MIPAaKTHKYMBbI, KOJUIOKBHYMBI U HHBIE aHAJIOTHYHbIE 3aHSATHSI)

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

BeinosiHeHHE KypcOBOTO MPOEKTa /KypCOBOW paboThI -/-

-4

KoHTpoJb (4ackl Ha IK3aMeH, 3a4€T)

HpOMe)KyTO‘lHaﬂ aTrecranus

3a4yerT

[Mpumeuanue: -/- 06vem 4acos cOOMEEMCMBEEHHO 01 OUHOU, OUHO-3A0HHOU POpM 0OyUeHUs

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

u HpOMe)I(YTOIIHOfI aTTCCTalluH.

B nmponecce OCBOCHHUA JUCHUINIMHBI MOXKET IPHUMCHATLHCS JSJICKTPOHHOC 06yquHe n

JUCTAaHIIMOHHBIC O6p830BaTCJ'IBHBIe TCXHOJIOTHH.

B nponecce ocBoeHus ITUCHUIUIMHBI OOydaroluecss 00ecreyeHbl JOCTYINOM K 3JIE€KTPOHHOU
nH(}OPMaILIMOHHO-00pa30BaTEILHON Cpejie U NIEKTPOHHO-OUOIMOTEYHBIM CHCTEMaM.

3.1. Copep:xanue AMCUUILIUHBI, CTPYKTYPHPOBaHHOE 110 TeEMaM

Inannpyembie

Buabl yueoHol padoThl

pe3yJIbTaThl

KonTakTHasi padora

OCBOEHHSI: é - DopMbI
- 3} =S £ o s = TEKYIIero
dopmupyemoii g =2 S = ; = KOHTPOJIsI
HaumeHoBaHue pa3ieioB, TeM & 2 5 g = S g
KOMIIETEHIIMH U =] ® S g = E g s s = (Haumeﬂosaﬂne
HHIAUKATOPbI § g" g B E - = = OLICHOYHOI'0
JOCTHeHHUS! Z = g z s cpencTBa)
KOMIeTeHIHit = = 2 = 2 O
OIIK-4, TEMA 1. Jlokymenr u  cuctembl | 1/0
HOIIK-4.1. JOKyMEHTALUK
COHep)KaHI/IC JICKIIUU:
1./lokyMeHTUpOBaHKE: OCHOBHBIE MOHATHS
U TEpMUHBL. BHIBI TOKYMEHTOB U UX
KJaccu(UKaIHs.
2.CoctaB HOPMATHUBHO-METOAMYECKON Oa3bl
JIOKYMEHTUPOBAHHUSI YIOPABICHYECKOU
JIEATEITbHOCTH.
XapakrepucTu
3.I'ocynapcTBeHHbIE CTaHJapThI Ha xa YC OPJI:
b
JIOKYMEHTAIUIO YHudunupoBaHHbIe TecTHpOBaHHE
cuctembl JokyMeHTarmu. OOmiepoccuiickue
KIIACCU(UKATOPBl TEXHUKO-IDKOHOMHYECKOH
u COHHaﬂLHOﬁ I/IH(I)OpMaLII/IPI. IMOATrOTOBKA
JTOKJIa/I0B
saHsTHE Ne 1/0

IIpakTHyeckoe 1.lokymMeHT U

CUCTCMbI JOKYMCHTAIIUN




CamocrositenbHas padora. 5/5

TEMA 2. YnpaBieHuecKasi JOKyMEHTAIHs 1/0

CopeprxaHue JEKIHH:

1. TpeboBanus K COCTABJICHHIO u

0pOpPMIICHHIO  JIOKYMEHTOB,  (OPMYIIsp-

oOpaszel, cocTaB W pacHOJOXKEHHUE

PEKBU3UTOB.

2.OCHOBHBIC MOJIOKECHUS o

JIOKYMEHTHPOBAHHUIO yIpaBIeHUECKON

nesTelbHOCTH.  brnanku u  dopmathel

JIOKYMEHTOB.

3.TpeboBaHus K TEKCTaM JTOKYMEHTOB. SI3BIK

U CTWIb JIOKyMeHTa [10ArOTOBKA TEKCTOB C

UCITIOJIb30BaHHEM KOMITBIOTEPHOTO  IaKeTa

nporpamm MicrosoftOffice.

Ipaktuueckoe 3ansatne Ne 2YTpaBieHYecKas 1/0 IToaroroBka

JIOKYMEHTAIHsI TEKCTOB  C
WCTIONB30BaH
nem
KOMITBIOTEPH
Oro  Takera
MporpaMMm
MicrosoftOff
ice,
TECTHPOBAHH
e

CamocrosiTenpHas paboTa. 717 MOJITOTOBKA
JIOKJIaJIOB

TEMA 3. CocraBienne u odopmieHue | 4/2

OCHOBHBIX JJOKYMEHTOB
ConeprkaHue JICKINH:

1. [TpaBuia COCTaBIICHHS "
oOpMIIEHUSI OCHOBHBIX OPTaHU3allMOHHO-
MPaBOBBIX JIOKYMEHTOB: ycTasa,
NOJOXKEHUs,  WHCTPYKLUUH,  JOTrOBOpa,
KOHTPAKTA.

2. [IpaBumna COCTaBJICHUS u
odopmiteHus OCHOBHBIX

PaclopsIIUTENbHBIX JIOKYMEHTOB: IpUKa3a
Y PacCTIOPSHKEHHUA.

3. [IpaBuia COCTaBJICHHS u
opopMIeHUS OCHOBHBIX CIIPaBOYHO-
WHPOPMAIIMOHHBIX  JIOKYMEHTOB:  aKTa,
CIIPaBKH, MIPOTOKOJIA, CITy’)KEOHOM,
JIOKJIATHON ¥ OOBSCHUTEIILHOH 3aIHCOK.

4 [IpaBuna COCTaBJICHHS u
ohopmieHUS JIOKYMEHTOB

JUYHOTONPOUCXOXKIECHHUS: oOpalleHne 1o
HaiiMy Ha paboTy; HanmMCaHUe pe3loMe IS
MOCTYIJIEHUSI Ha paboTy MO KOHKYpPCY;
3asgBJE€HHE O TpuemMe Ha  padoTy;
aBToOMorpadus; XapaKTepPUCTUKA;
3asBJICHUE O NEPEBOJE, O MPEIOCTaBICHUU
OTIIyCKA U T. II.
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Ipaxtuueckoe 3amstue Ne 3CocCTaBIICHHE H 6/2 CocraBienue

o(opMIIEHHE OCHOBHBIX JOKYMEHTOB OCHOBHBIX
OpraHU3alHOH
HO-
pachopsirest
BbHBIX
JIOKyMEHTOB

CamocTosTenbHas pabora. 13/13 | CocraBnenue
TIAMKA
«/leno» u3
OCHOBHBIX
OpTraHM3aIio
HHO-
pacrnopsiiure
JILHBIX
JIOKYMEHTOB

TEMA 4.0Opranu3anus JOKyMeHT0000poTa 2/0

CopnepxaHue JEKLUU .

1.Opranmnzamus JTOKYMEHTO000pOTAa.

Bxoadmuii 10KyMEHTONOTOK. BHyTpeHHuUit

JOKYMEHTOTIOTOK. VYuer obbema

JIOKyMEHT0000pOTA.

2.0pranu3aiioHHOE TIOCTPOCHHE CITYKOBI

JICIIONIPOU3BOJICTBA.

Ipaktuueckoe 3amstme Ne 4  OpraHuzanus 1/0 Cocragsiienue

JIOKyMEHT0000pOTa cXeM
BXOJIAIIETO,
HCXOSIIETrO
"
BHYTPEHHETO
JIOKYMEHTOIT
0TOKa,
TECTUPOBAHU
e

CamocrostensHas pabora. 5/5 MOJTOTOBKA
JIOKJIAJIOB

TEMAS.Cucrtemarusanus JOKYMEHTOB 1/0

CopepxaHue JEKIINH -

1.00mme TpeOoBaHMSA K CHCTEMaTH3aI[UH

JTOKYMEHTOB U (h)OPMHUPOBAHUIO JICTI.

2.CocraBienne 3aroJIOBKOB et u

YCTaHOBJICHHE CPOKOB  XpaHEHHUs el

Homenkmarypa genm. ApxXuBHOE XpaHEHUE

JTOKyMEHTOB U /eI

IpakTuueckoe 3anstue Ne 5. Cucremarusanus 1/0 CocraBienue

JIOKYMEHTOB. HOMEHKJIATy
PBI Jen

CamocrostensHas pabora. 8/8 IMOJITOTOBKA
JIOKJIAJIOB

TEMA 6. CoBpeMeHHBIE CLIOCOOBI U TEXHUKA 1/0

CO3/IaHMs IOKYMEHTOB
CopnepxaHue JEKLUU .

1. Cpencrsa OPITEXHUKH,
UCTIOJIb3yeMbIE Ha  aBTOMATH3WPOBAHHOM
pabouem MecTe CHCIMATNCTA u
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pykoBomutens. Kiaccudukauus cpencts
OpraHu3allMOHHON TEXHHUKH IJIsL
COBPEMEHHBIX O(UCHBIX TEXHOJIOTHH.

2. Konnenmus 3JIEKTPOHHOT'O
odwuca.

3. KomnploTepHble  TEXHOJOTHH
obecrieyeHus YIIPABJIEHYECKON
JACATCIIbHOCTHU: HUHTET pI/IpOBaHHHﬁ IIaKeT
nporpamm MicrosoftOffice.

IMpaktiueckoe 3amstne Ne 6. COBpeMEHHBbIC 1/0 CocraBrnenne

CHOCOOBI ¥ TEXHUKA CO3/IaHHS JOKYMEHTOB HHCTPYKIMH
o
JIOKyMEHTHPO
BaHHUIO
YIPaBICHYECK
oit
JACATCIBHOCTHU

CamMmocrosiTenpHas paboTa. 12/12 | noxroroska
JIOKJIaJI0B

TEMA 7.Jles10Bble 1 KOMMEPYECKUE ITUCHMA

CogepxaHue JEKINU:

1. Krnaccuduramuss u CTPyKTypa

JIeNIOBBIX TNUCEM PeKBH3WTHI mHCbMa M HX

pacronoxenue. CTaHgapTHeie (passl U

BBIPAKECHHUSL. 2/0

2. OOpasmpl BapHaHTOB JEIIOBBIX

MUCEeM: MHCHMA-TIPOCHOBI, MHCHMa-OTBETHI

(OTKa3bl),  CONMPOBOIUTENBHBIE  MHCHMAa,

MUChMa-TIOATBEPKICHUS, rapaHTHIHbIE

MUChMa.

[Mpaktnueckoe 3amsatme Ne 7 JIemoBble | 4/2 Cocrasrenue

KOMMEpUYECKHE MUCbMa JIeTIOBBIX U
KOMMEPUECK
WX MTUCEM

CamMocrosiTenbHas paboTa. 12/12 | CocraBieHue
JIeTIOBBIX
MTUCEM

TEMA 8.IIpaBuia u GpopMbl KOMMEpPUYECKOM

NEPENHCKH C 3apyOeKHBIMH ITapTHEPAMH

CognepxaHue JEKLIUU:

1. JlexcuKka U CTHIIb KOPPECTIOHICHIINY,

OOMIENIPUHATEIE B MEXAYHAPOOHOM  H

nenoBoM mupe. Tumnosblie hpassl U MoJe3HbIE

BBIpaXCHHUS, HEOOXOTUMEIE npu

COCTaBJICHUH MTHUCEM 3apyOexHOMY

MapTHEpY.

2. Crmcok COKpAIEHHH, 9acTo 1/0

BCTPEYAIOMINXCS B KOMMEPUYECKUX MAChMaX.

3. @DopMbI KOMMEPUYECKHX MTUCEM: COOP

MHQOpPMAlMK O JIEJIOBOH  aKTHBHOCTH,

pecriektabenbHOCTH (PHUPM; MPEIUIOKEHHUS U

OTKJIOHEHHE TPEJITIOKEHUHN U Ap.

4, OcobeHHoCTH KOMMEPUYECKOM

KOPPECTIOHACHIINN Ha AHTIINICKOM,

(paHIly3cKOM H HEMEIKOM sI3bIKaxX (S3bIK

BBIOMpAETCS MO JKEIAHUIO CTYJICHTA).

Ipakruyeckoe 3anstue Ne8. [lpaBuma wu 2/1 CocraBnenue

(GOpMBI  KOMMEpPYECKOH  TEpemucKn ¢ [IHCEM Ha

3apy0eKHBIMH [TApTHEPaAMU HUHOCTPaHHO




M SA3BIKC

CamocTrosTenpHas padoTa.

4/10

CocraBnenne
MUChMa
3apyOeKHOM

y IapTHEPY

TEMA 9.KoppecnoHaeHIusl, CBsSI3aHHas C
MpOBEICHHEM MEPUOTUIECKUX
MEPOTNPHUSTUH, U TPOYast KOPPECIOHACHIHS
ConeprxaHue JCKIHN;

1.06pa3msl  BapUaHTOB JICJIOBBIX ITHCEM,
CBSI3aHHBIX C MPOBEACHHEM MEPHOANICCKUX
MEpONPHUITUI: NHPOPMAITMOHHO-PEKIAMHbIC
MUCHbMa, MMChMa-HAIOMUHAHHS.

2. CocraBieHue TejerpamMm, TEIEKCOB
u  ¢akcoB. OCHOBHBIE  COKpaIlICHHS,
UCTIONIb3YEMBIE  TMPH COCTaBJICHUH
TEJIErPaMM U TEJIEKCOB.

3. CocraBneHue W OTIpaBKa MHCEM
yepe3 SICKTPOHHYIO TMOYTY B JIOKATBHON
BBIYUCITUTEIILHOMN CETH.

1/0

3aHsTHE Ne9
Koppecnonnenuus, CBsI3aHHAas c
MIPOBEJCHUEM MEPUOANYECKUX
MEPONPHUITUH, U TPOYast KOPPECHOHACHLHS

IIpakTuueckoe

2/1

Cocrasienne
MPOYUX
JIOKYMEHTOB

CamocrositenbHas padora.

3/10

CocraBneHue
HHPOPMALTO
HHO-
pEKIIaMHBIX
MHCEM

TEMAL10. Opranmzamust ~ paboTel ¢
JIOKYMECHTaMH, coJiepIKaIIIMU
KOH(UICHIIMAIBHBIC CBEICHHS

Conepxanue JeKINU;

1. Opranuzamnus
KOH(QUICHIIMAIBHOTO  JEJIONPOU3BOJICTRA.
CocTaB HOPMAaTHBHO-METOJUYECKOW 0a3bl
KOH(QUICHIIMAILHOTO  JICTONPOM3BOCTBA.
Porb u Mecro  KOHOUACHIUATHHOTO
JICIIONIPOU3BOJICTBA B 00ECIICUCHUU 3aIlIUThI
KOH(UACHIIMATBHON HH(pOpMany.

2. Co3zpanue Hu y4er
KOH(UCHIIMAIBHBIX JOKYMEHTOB, HOPSIOK
obpareHus C KOH(UACHIIUATBHBIMH
JIOKYMEHTaMH.

3. Cxema MIPOXOXICHUS
JIOKyMEHTa TIPU CO3JIaHWH, PETUCTPALUd U
BU3HPOBAHHH, nepeaayda
KOH(QUACHIIMAIBHBIX JIOKYMEHTOB BHYTpPHU
OpraHu3aLMH. Cxema MPOXOXKIECHUS
BXOJISIINX u HCXOISIINX
KOH(MICHIIMAIBHBIX JJOKYMEHTOB.

2/0

Ipaktuueckoe 3amstne Nel0  OpranHuzanus
paboOTBl ¢ JIOKYMEHTaMH, COCpKalluMHU
KOH()UICHIIMAIBHEIE CBEICHHS

2/0

Cocrasiienne
CXEM
MIPOXOXKICHU
1 BXOIAIINX
"
HACXOISIINX
KOH(UICHIIH
aJTBHBIX
JOKYMEHTOB




CamocrosiTenbHas paboTa.

3/10

MHOJATrOTOBKA
JIOKJIaI0B

uToro

16/6

-/-

20/6

72/
92

[Ipumeuanue: -/- 06vem uacoé coomeemcmeeHHo st OUHOU, OYHO-3A0HHOU PopM 00yUeHUs




AMETOJUYECKHE VYKA3BAHUA [JIA OBYYAKOIIUXCSA 110 OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuiiHa peanu3yeTcs MOCPEACTBOM MPOBEICHUS KOHTAKTHOM paboThl ¢ 00y4YaromyuMUCs
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHJIHOW PabOThI, MEKIMYHOCTHOW KOMMYHHKAIIMH, TIPUHATHS PELIICHHH,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJIEHHOIO Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCICAOBAHHHA, IPOBOJAUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

[IpenoaBaHye AUCIUILUIMHBI BEIETCS ¢ MPUMEHEHUEM CIICAYIOIIUX BHIOB 00pa30BaTeJbHBIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUECHKHM 3HAHWM, YMEHHI, HABBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMIICTCHIIUH 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 OCYIIECTBISIETCS B XOJE TEKYIIEr0 KOHTPOJIIS
ycrieBaeMocTH. MakcuManbHOe KOJM4ecTBo 0amioB B cemectpe — 100.

4.2 Metoauueckue YyKa3aHusl A OOy4alIMXCS MO OCBOEHHI0 IHCHUIUIMHBI Ha
3aHATHAX JEKIIMOHHOI'0 THIIA
JIeKIMOHHBIM KypC MPEIoNaraeT CHUCTEMATU3UPOBAHHOE H3JIOKEHUE OCHOBHBIX BOIIPOCOB
TEMaTU4YeCKOro IulaHa. B Xozae 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  TNPOBOAATCS B IOTOYHOM  ayAMTOPUM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEJUIEKT-KapT.
OTtnenpHBbIE TEMBI MTPEIaraloTcs Uil CaMOCTOSATENBHOIO U3YUYEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
MPAKTUYECKUM 3aHATUSM / 71a00paTOpHbIM pabOTaM M BBINOJHEHUS 33JaHUA CaMOCTOSATEIbHOU
paboThI, a TaKKe K MEPOIPUATHAM TEKYILEro KOHTPOJISI YCIIEBAEMOCTH M IPOMEXYTOUHOM aTTecTaluu
10 TUCLMIUIMHE.

4.3. Meroanyeckue YyKa3aHusi Ui OOYYAIOIIMXCSl 1O OCBOEHUI0 JAUCHHUILUIMHBI Ha
JIa00paTOPHBIX padoTax ( He MPexyCMOTPeHbl Y4eOHbIM IIAHOM)

4.4, Meroanyeckue yKa3aHusl JJsl OOyYaKOUIUXCS IO OCBOEHHMIO IMCHMILIMHBI  HA
NPAKTHYECKUX 3aHATHAX

[IpakTHyeckre 3aHATUS NMPEACTABIAIOT COOOW JEeTanu3alMio JEKIMOHHOTO TEOPETHYECKOTo
Marepuaia, MPOBOJATCA B LEMAX 3aKpPEIUIEHUS Kypca M OXBAaTBIBAIOT BCE OCHOBHBIEC pa3Jielibl.
OcHoBHOW (opMOIf TpOBEACHUS CEMMHAPOB W NPAKTUYECKUX 3aHATUH SBIsiETCS OOCYXIeHUE
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Haubosee NpoOJIEMHBIX U CIIOKHBIX BOIIPOCOB MO OTIEIbHBIM TEMaM, a TAK)KE COCTaBJICHHE OCHOBHBIX
YIPaBJICHUYECKUX IOKYMEHTOB Ha KOMITBIOTEPAX B AyAUTOPHBIX YCIOBHSIX.

[IpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00YJAIOMUXCsl 00CCTICUNBAIOT:

- MPOBEPKY U YTOUYHEHUE 3HAHUM, MTOJTYYECHHBIX Ha JICKIUIX;

- IOJIy4€HHE YMEHUI U HABBIKOB COCTABJICHHUS JJOKJIAJIOB U COOOIIEHUN, 00CYKACHHS BOIIPOCOB
10 Y4eOHOMY MaTepuany JUCHUIIINHBL,

- TOJIBEJICHUE UTOTOB 3aHATUN MO PEHUTHHIOBOW CHCTEME, COTJIAaCHO TEXHOJOTHYECKON KapTe
JUCLUTITUHBI.

[IpakTuueckue 3aHATUS OPraHU3YIOTCS, B TOM 4ucie B (opMe IpaKTHUECKOH MOATOTOBKH,
KOTOpasi MPeayCMaTPUBACT y4acThe OOYYaONIMXCS B BBIMOJHEHWH OTICIBHBIX JJIEMEHTOB pPadoT,
CBSI3aHHBIX ¢ OyayIIeil mpodeccuoHaNbHON ACSITETbHOCTHIO.

[IpakTrueckass MOATOTOBKA IMPEAyCMATPUBACT: COCTABJICHHE OCHOBHBIX OpPraHU3AIllMOHHO-
pacnopsauTesbHbIX JOKyMEHTOB ¢ cooTrBeTcTBUU ¢ ['OCTP 7.0.97-2016 1o TemaM mpakTHYECKHUX
pabot Ne3,7,8,9

4.5. MeToanueckne yKa3aHus Mo caMOCTOSITeJIbHOI padoTe o0y4aromuxcs

CamocrosTenbHas paboTa 00ecreunBaeT MOATOTOBKY 00yUYaroImIerocs K ayAUTOPHBIM 3aHSATHIM
U MEpONPUATHUSAM TEKYILEro KOHTPOJIL M MPOMEXKYTOYHOM aTTecTalMM IO M3y4aeMoil JUCLUIUIMHE.
Pe3ynbTaThl 3TOM MOATOTOBKH MPOSBISIOTCS B AKTUBHOCTH 00YYArOIIErocsl Ha 3aHATUSIX U B KAUeCTBE
BBINOJIHEHHBIX IPAKTUYECKUX 3a/laHUM U APYruX (GOPM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHast paboTa CTyJIEHTOB BKJIFOYAECT:

1. I3yyenue yueOHOI 1UTEpaTyphl MO KypCYy.

2. [TonroTroBKa JOKIJIAIOB M HAYYHBIX CTATCH

3. [loaroroBka pedeparon

4. Paboty ¢ pecypcamu MHTepHET, 311€KTpOHHAsi OMOIMOTEKa, KOHCYIBTAHT ILIIOC

5.CocraBneHrne OCHOBHBIX OPTaHW3aIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB C COOTBETCTBHUH
¢ 'OCTP 7.0.97-2016 mno Temam mpakTuueckux padot Ne3,7,8,9

6. IToaAroToBKY K TECTHPOBAaHUIO TIO TeMaM Kypca 1,2,4

7. IloAroToBKY K MPOMEXKYTOUYHOM aTTeCTalllK 10 KypCy TUCIHUITINHBL.

[Ipu BBIIONIHEHUM 3aJaHUN IS CAaMOCTOSATENBHOW pabOThl PEKOMEHAYeTCs MpopadboTKa
MaTepHaJIoB JEKIHMH MO KaX /10 MpOHAeHHON TeMe, a TaKXKe N3YYeHUEe pEKOMEHIYEeMOM JINTEpaTyphl.

Jlst oOydJaronuxcsi Mo OYHO-3a049HOM (opMe OOyUeHHsI CaMOCTOSATENbHAsE padoTa SBISIETCS
OCHOBHBIM BHJIOM Y4€OHOM e TeTbHOCTH.

Jlisa obecrnieueHus: CaMOCTOATEIbHOW pabOThl OOYYarOUIMXCS HCIOIb3YETCs 3JIEKTPOHHBIN
yueOHbIi Kypce, coznannbliii B OMMOC yHuBepcureTta http://sdo.tolgas.ru/

5. YYEBHO-METOJUWYECKOE W HWH®OPMALMOHHOE OBECNEYEHHUE
JUCHUTJIMHBI

5.1. IlepeyeHb OCHOBHOI W JONOJIHUTE/AbHON y4eOHOH JIMTepaTypbl, HEOOXOAMMOM JIsl
0CBOCHUA JUCHUIIIMHBbI

Bes nuteparypa, BKIIIOYEHHAsh B JIaHHBIA IE€pedyeHb, IMpeJCTaBlieHa B BHJE AJIEKTPOHHBIX
pecypcoB B 3i1ekTpoHHOM 6ubnuoreke ynusepcurera (ObC). Jluteparypa, ucnoiab3yemasi B I€4aTHOM
BUJIE, NIPE/ICTaBlIeHa B Hay4yHOU OMOIMOTEeKe yHUBepcuTeTa B o0beme He MeHee (0,25 HK3eMIUISIpOB Ha
OJTHOTO 00YyYaromerocs.

OcHoBHasi IMTEepaTypa

1.brikoBa, T. A. JlokymeHTarimoHHOE oOecIieueHne yIpaBiaeHHs (IeIOMpPOU3BOACTBO) : yueol.
nocoOue /st BY30B 10 HampasiieHHio moarot. 46.03.02 "JlokymMeHTOBeaeHHE U apXHMBOBeAeHUE" U
crennansHocTH 03.20.01 "JlokyMeHTOBeieHHEe B JOKyMeHTarll. obecrieuenue ymp." / mox obmr. pex. T.
B. Ky3nenoBoii. — 2-e uzn., nepepad. u gon. — Jlokyment read. — Mocksa : THOPA-M, 2022. — 304 c.
— (Bricmee oOpa3oBanme - bakanaBpuar). — [Ipun. — URL: https://znanium.com/read?1d=397388 (nara
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obpamenust: 15.07.2022). - Pexxum nocryna: ais aBTopus. mosnp3oBateneit. — ISBN 978-5-16-101961-
0. — TexcT : AeKTPOHHBIH.

2. OCHOBHI JIETIOTPOU3BOJICTBA : y4e0. mocobue i By30B 10 HampasiieHuto moarot. 38.03.01
"Oxonomuka" (kBamudukanus (cremneHs) "Oakamasp") / A. M. Acammes, 1. . Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3a., ucnp. u mnom. - Jlokyment read. - Mocksa : UHO®PA-M, 2021. -
146 c. - (Boicmiee obpa3oBanue - bakanaBpuar). - [Ipum. Bomp. k sk3aMeHy. - KpaTt. TepMHUHOIIL. CJIOB. -
URL: https://znanium.com/read?id=374319 (mata obpamienus: 08.04.2021). - Pexxum mgoctyma: s
aBTopu3. mosib3oBareneit. - ISBN 978-5-16-108215-7. - Tekct : 2IeKTpOHHBIH.

3. Paznopoxusiif, A. A. JIoKyMEHTUPOBAaHKUE YIIPABICHUYECKOW NEATEILHOCTH : y4ueb. mocodue
o HampabiieHuto moAarot. 38.03.02 "Menemkment" (kBanudukamus (crernenb) "Oakamasp') / A. A.
Pasnopoxusiii. - Jlokyment read. - Mocksa : UTH®PA-M, 2018. - 304 c. : un. - (Beicmiee obpa3zoBanue
- bakamaBpuar). - [lpun. - Imoccapwmii. - URL: https://znanium.com/read?1d=328873 (mara oOpameHus:
17.12.2020). - Pexxum mocryma: Juis aBTopH3. monb3oBateneii. - ISBN 978-5-16-104186-4. - Teker :
AJIEKTPOHHBIN.

4. YdeOHO-MeTOIMYECKOe IMocobue mo aucuuiuinHe "J[OKyMEHTHpOBaHHUE YIPaBICHYCCKOM
JeaTeIbHOCTH" : Ui cTyAeHTOB HampasieHus moaroT. 38.03.01 "DxkoHomwuka'"HampaBICHHOCTH,
npoduneit "OxkoHomuka npeanpustuii u opr.", "byxrant. yuer, ananu3z u aymut', "Kommepuusa",
HarpasieHus noarotT. 38.03.04 "T'oc. u mynunui. ynp." HanpaBieHHOCTH, Tpoduist "'oc. 1 MyHHUITHUT.
yrop.", HampaBnenus mnoarot. 27.03.02 "Ymp. kadectBoM" HampaBieHHOCTH, npodwuias "Ymp.
KaueCTBOM B TIPOU3B.-TEXHOJ. cucTemax', HampaBieHus mnoaror. 38.03.02 "MenemxmeHnt"
HarpaBjeHHOCTeH, mnpoduieii "Menemkment opr.", "Yop. MameiM OusHecoMm", "DOUHAHCOBBII
MeHnemxMeHT", "Yrp. npoekramu', HampasieHus moaror. 43.03.02 "Typusm" HamnpaBiIe€HHOCTH,
npoduns "TexHon. u opr. Typorepar. u TypareHt. yciyr", HanpasiaeHus noAarot. 43.03.01 "Cepsuc"
HarpaBjeHHOCTH, npoduiiss "Opr. mepeBo3ok U ymp. Ha Tpanci.", Hanpasienustonoaror. 10.03.01
"Undopm. Oe3omacHOCTH" HampaBiIeHHOCTH, Npoduias "Opr. W TEXHOJOTHs 3amuThl HHPOPM.",
HampaBiaeHuss noaroT. 43.03.03 "T'octuHumu. npemo" HampaBiaeHHOCTH, mNpoduias "[ocTuHuY. u
pectopan. aestenbHOcTh" / [ToBoimK. Toc. yH-T ceppuca (PI'BOY BO "TIBI'YC"), Kad. "DxoHOoMHKa 1
yap." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment AdobeAcrobat. - Tonssttu : I[IBI'YC,
2019. - 1,47 MB, 116 c. - IIpun. - URL: http://elib.tolgas.ru/publ/Metod_DUDb_B_31.01.2019.pdf
(mata ooOpamenus: 19.11.2020). - Pexum moctyma: st aBTopus. monb3oBareneit. - 0-00. - Teker :
AIEKTPOHHBIN.

JlonoIHUTeIbHAS JTUTEepaTypa

5. KypasneBa, 1. B. OdopmiisieM TO0KyMEHTHI Ha MEPCOHATHHOM KOMIBIOTEPE: TPAMOTHO U
kpacuBo. 'OCT P.6.30-2003. Bo3moxnoctu MicrosoftWord : mpakr. mocodue / Y. B. XKypasiea, M.
B. Xypasnesa. - Jlokyment read. - MockBa : MH®PA-M, 2019. - 187 c. : min. - (Ilpocto, kpaTko,
obicTpo). - Ilpun. - URL: https://znanium.com/read?1d=341449 (mara oOpamenus: 15.10.2020). -
Pexum noctyma: ans aBropus. monb3oBarenei. - ISBN 978-5-16-003154-5. - 978-5-16-104. - Tekcr :
AIEKTPOHHBIN.

6. Unbaxos, M. Hossle mpaBuia nenoBoit nepenucku. — Mocksa : AnbnuHa [Tabnumep, 2023.
—237 c.— ISBN 978-5-9614-8293-5 : 182-04. — TeKcT : HEMOCPEICTBEHHBIA.

7.KupcanoBa, M. B. Kypc nenonpousBoactsa. JJokyMeHTallMOHHOE O0eCrieueHre YIpaBlIeHuUs

yueb. mocobue s By30B MO HampaBieHusMm mnonaror. 38.03.01 "Oxonommka", 38.03.02
"MenemkmenT" kBanupukamnus (crenenb) «bakamaBp» / M. B. Kupcanoma, 0. M. AxceHoB ;
HoBocuO6. roc. yH-T SKOHOMHKH | yTIp. - 6-¢ u31., ucrp. u joi. - JlJokymenr read. - Mocksa : UTH®PA-
M, 2020. - 257 c. - (Beicuiee obpazoBanue - bakamaBpuar). - Kpar. cnos.-cipaB. - Kpar. cios.
tepmuHoB. - URL: https://znanium.com/read?id=358180 (mata oOpamierus: 18.01.2021). - Pexxum
JIocTyma: Ans aBTopu3. nmoibs3oBareneid. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - Tekcr :
AIIEKTPOHHBIN.

8. Kprokosa, H. I1. JlokyMeHTHpOBaHHE YIPaBIEHYECKON ACSITENLHOCTH : yuel. mocodue ams
cTyaeHTOB By30B o HampasieHuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymeHnr read. -
MockBa : MHOPA-M, 2019. - 267 c. - (Beicmiee obOpazoBanue - bakamaBpuar). - URL:
https://znanium.com/read?id=359359 (mara obparienus: 05.02.2021). - Pesxxum gocTyma: i aBTOPH3.
nonb3oBareneid. - ISBN 978-5-16-003134-7. - 978-5-16-100463-0. - TekcT : 31eKTpOHHBIH.
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9. Kysnenos, 1. H. Jlenonpou3BoactBo. JIOKyMEHTAIIMOHHOE OOECIeYCHUE YIPABICHHS !
crpaB. mocobue s By30B / M. H. Ky3nenos. - PoctoB-Ha-/lony : ®enuke, 2014. - 396 c. : Tadu. -
(CrpaBounuk). - Ilepeuenr HopmaTuBHBIX akToOB. - ISBN 978-5-222-23094-7 : 278-00. - Tekcr :
HEIOCPEICTBCHHBIMN.

10. KynseB, H. H. [oxymeHToBeaeHue : yued. Juisi BY30B 110 CIEIHAIBHOCTH
"JlokyMeHTOBeIcHHME M JoKyMmeHTan. obecnedenue ymp." / H. H. Kynses, /. H. Vpamnos, A. T.
®a6puunoB ; mox pea. H. H. Kynsesa. - 2-e uzn. - Jlokyment read. - Mocksa : Jloroc, 2020. - 353 c. -
(HoBast yuuBepcurerckas oubmmuoteka). - Ilpun. - URL: https://znanium.com/read?id=367362 (mara
obpamenus: 13.01.2021). - Pexxum gocryna: mns aBropus. mojib3oBareneit. - ISBN 978-5-98704-329-
5. - TekcT : 3JIeKTPOHHBIH.

11. Murens, U. H. JlokymeHTHpOBaHUE YIpaBICHYECKOM NesaTeabHOCTH. Kypc mekmwii : yueo.
nocobue / Y. H. Murens ; Poc. akan. oOpa3zoBanus. - 3-¢ u3j., ctep. - Mocksa : @nunTa [11 1p.], 2014.
- 198 c. : Tabn. - Ipun. - ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekcr :
HEIOCPEICTBEHHBIN.

12. Comnory0, O. I1. IIpakTukyM 10 TOKYMEHTAIIHOHHOMY OOCCIICYCHHIO YITPABJICHHS : y4eO. s
CTYJICHTOB BY30B 10 CIleluanbHOCTH "JloKyMeHTOBeIeH e U ToKyMeHTall. obecnieuenue ymp." / O. I1.
Comnory6. - 3-e u3n., crep. - Mocksa : Omera-JI, 2013. - 128 c. : Ta6mn. - [Ipun. - ISBN 978-5-370-
02768-0 : 117-60. - TekcT : HEMOCPEICTBEHHBIH.

HopmaTuBHO-IpaBOBbIE AKTHI

1. Kouctutynust Poccuiickoit ®enepauuu (MpUHSATa BCEHAPOIHBIM TOJOCOBAHHEM
12.12.1993 ¢ uzmeHeHusiMu, OJO0OpPEHHBIMHU B X0J1€¢ obriepoccuiickoro rojocoBanust 01.07.2020) . -
Texkcr : osmextponnsiii //Koucymerantllmoc : caiit. — URL: http://www.consultant.ru (mara
obpaenus: 05.02.2023).

2. I'OCT P 7.0.97 — 2016. Cucrema ctaHaapToB M0 HHPOPMAIUH, OMOTHOTEYHOMY JEIy.
Opranu3anroHHO-pacTIOpAIUTEIbHAS JOKyMeHTanus. TpeboBanus K 0pOpPMIICHHIO TOKyMEHTOB :Hall.
crangapt Poccuiickonn @enepauuu : yrB. U BBeleH B aelictBue Ilpukazom denepanbHOro areHTCTBa
10 TeXHUUYECKOMY peryiupoBanuto u Merposoruu ot 08.12.2016 N 2004-ct : BBeZieH BIepBhIC : JaTa
BBeneHus: 2018-07-01. — Tekct : anexkrponnsiit // Koncopuuym Koaekc. DnexkTpoH. GoHA mMpaBoOBOii
¥ HOPMaTUBHO-TEXH. IOKyMeHTanuu : [caiit]. - URL: https://docs.cntd.ru/document/1200142871 (nara
obparmenus: 05.02.2023).

3. 06 wunbpopmanmu, WHPOPMAIMOHHBIX TEXHOJOTHUAX M O 3alIUTe WHPOpPMALUU
denepanbublii 3akoH 0T 27.07.2006 N 149-®3 (mocnenusist pen.): [mpunst [oc. ymoit 8 nekadps
2006 r. : omobpen Coerom (Deﬂepaulxm 14 wrons 2006 r.]. — Tekct : 3aeKTpOHHBIH //
KoncynbranTlliiroc CaWT. URL:
https://www.consultant. ru/document/cons doc_LAW_61798/(nata o6pameHH;1 05.02.2023).

4. 006 snexkrponHoit nmoanucu : denepanbubiii 3akoHOT 06.04.2011 Ne63-D3 (mocnenHss pex.):
[mpunsT 'oc. ymoit 25 mapta 2011 r. : ogo6pen CoseTom CDe):[epauI/H/I 30 mapta 2011 r.]. — Tekcr :
DIIEKTPOHHBIN Il Koncynwsrantllmoc CaMT. — URL:
https://www.consultant.ru/document/cons_doc_LAW 112701/(,Z[aTa obpamienus: 05.02.2023).

5. O TtexHuueckoM perynupoBanun : @DenepanbHblii 3akoH oT 27.12.2002 Neo 184-03
(mocnenusis pen.) : [mpuHsaT Toc. dymoit 15 mexabps 2002 r. : omobpen Coetom Deneparuu 18
nekabps  2002r.]. — Tekcer : onekrponnbii /[ KoncymerantIlmroc : caiit. — URL:
http://www.consultant.ru/popular/techreg/(nara oopamenus: 05.02.2023).

6. O6 apxuBHOM zene B Poccuiickoit enepannn :denepanbHenii 3akoH oT 22.10.2004 Nel25-
@®3(mocnennsis pen.) : [mpunsat [oc. dymoit 1 okrsops 2004 r. : omobopen CoBerom Deneparmu
13okTsa0pss 2004 r1.]. — Tekcr : oanekrponnsnii /I Koncymerautllmoc : caiit. — URL:
https://www.consultant.ru/document/cons_doc_LAW_1406/(nata oopamenus: 05.02.2023).

7. O rocynapcTBeHHOU TaitHe : DeaepanbHbiii 3aK0H 0T 21.07.1993 Ne5485-1 (mocnenusis pe.)

: [mpunst Foc. dymoit 1 utons 1993 1. : onobpen Coerom ®enepaunu 13 utong 1993 r.]. — Teker :
9JIEKTPOHHBIN Il KoncynsrantlLoc : CailT. - URL:
https://www.consultant.ru/document/cons_doc_LAW 1406/(,[[8.Ta obpamienus: 05.02.2023).
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8. O xommepueckoi TaitHe :DenepanbHbiid 3aKk0H 0T 29.07.2004 Ne98-Dd3(mocnenuss pen.) :
[mpunsT Toc. ymoii 9 utonst 2004 r. : onobpen Coerom Deneparmu 15 urons 2004r.]. — Teker :
9JIEKTPOHHBIN Il KOHcynLTaHTHnIoc : CailT. - URL:
https://www.consultant.ru/document/cons_doc_LAW 48699/(;1aTa obpamienus: 05.02.2023).

9. TOCT P 7.0.8-2013. Cucrema crangapToB 1o wuHbopMmanuu, OUOIMOTEUYHOMY U
U3JaTeIbCKOMY Jeny. Jlemonpou3BOACTBO M apXHMBHOE Jeio. TepMHUHBI W ONpENeNeHus : Hail.
crannapt Poccuiickoit @enepanuu : yTB. U BBelleH B nelicTBue [Ipukazom denepaibHOro areHTCTBA
[0 TEXHHUYECKOMY peryiupoBanuto u Merpoioruu ot 17.10.2013 N 1185-ct : BBeneH BuepBbIe : Jara
BBenenus 2014-03-01. — Tekcer : anexkTponubiii / Koncopunmym Komekc. DnekTpoH. GoHI mpaBoBoi
¥ HOPMaTUBHO-TEXH. IOKyMeHTauuH : [caiit]. - URL: https://docs.cntd.ru/document/1200108447 (nara
obpamienuns: 05.02.2023).

10.  OOwmiepoccuiickuii Ki1accupUKaTOp YIpaBICHYECKONW TOKYMEHTAIUH : IPUHAT U BBEJCH
B naeiictBue [locranoBnenuem I'occranmapra P® ot 30.12.1993 Ne 299) :BBeneH BmepBble : JaTa
BBeneHus: 1994-07-01. — Tekcr : anekrponnsiit // Koncopuuym Komekc. DnexkTpoH. GoHA MpaBOBOiA
1 HOPMaTHUBHO-TEXH. JoKyMmeHTanuu : [caiit]. - URL: https://docs.cntd.ru/document/9035738 (mara
obpaenus: 05.02.2023).

11.  TocymapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO o0ecneueHus ynpasieHus. OCHOBHBIE
nonoxennus. OOmue TpeOOBaHMSA K JTOKyMEHTaM M CIY)X0aM JOKYMEHTAlMOHHOTO OOECTICYeHHS :
[Tpuxa3z I'maBapxuBa CCCP ot 23.05.1988 Ne33 : omoOpena komerueit ['maBapxuBa CCCP or
27.04.1988. — Tekcr : oanekrponHbni // Koncopumym Komekc. DiekTpoH. ¢GOHI MpaBOBOU
¥ HOpMAaTUBHO-TEXH. JOKyMeHTaiuu : [caiit]. - URL: https://docs.cntd.ru/document/901730479 (nara
obpaenus: 05.02.2023).

5.2. IlpogeccuonaibHble 0a3bl JaHHBIX, HHGOPMALMOHHO-CIIPABOYHBbIE CHCTEMBbI,
HHTEPHeT-Pecypchl

1. eLIBRARY.RU : nayuHas snexTpoHHas Oubnmorteka : cailT. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mara oOpamenus: 05.02.2023). — Pexum gocTyma: Uis 3apervcTpup.
MOJIb30BaTese. — TEeKCT: 2JIEKTPOHHBIMN.

2. TAPAHT.RU : undopm. — npaBoBoii nopran : [caiiT] / OO0 «HIIIT «"APAHT-CEPBUC». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara ooparienus 05.02.2023). - TekcT :
AIEKTPOHHBIN.

3. Koncopuuym Kogekc. OnexkTpoH. (oHA NpaBOBOM M HOPMATUBHO-TEXH. JOKYMEHTAIUM :
[caitT]. — URL: http://docs.cntd.ru (mata oopamenus: 05.02.2023). — TeKCT 3JIeKTPOHHBIN.

4. Koncynbrantllmtoc : crnpaBounas npasoBas cuctema : cailt / 3AO «Koncynbrantllmocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara oopamenus 05.02.2023). - Tekcr :

JJIEKTPOHHBIN.

5. DnekTpoHHas OuOaMOoTeyHass cucTemMa [IOBOJDKCKOTO TOCYNapCTBEHHOTO YHUBEPCUTETA
ceppuca : caidtr / OI'BOY BO «IBI'YC». — Tomearru, 2010 - . - URL.
http://elib.tolgas.ru(nara o6pamenus 05.02.2023). - Pexum jgocrtyma: Juis aBTOPH3.

MOJb30BaTeNEN. - TEKCT : JIIEKTPOHHBIM.

6. DnekTpoHHO-OMOMMOTeUHass cuctema Znanium.com: caiit / OO0 "3HAHUYM". — Mockaga,
2011 - . - URL: https://znanium.com/ (mnata o6pamienus 05.02.2023). - Pexum mocrymna: s
aBTOpU3. MOJI30BATEINIEH. - TEKCT : AIEKTPOHHBIN.

7. DnexktpoHHO-OuONMMOTeUHas cuctema Jlanp : caitit / OO0 "ObC JIAHb". - Mocksa, 2011 - . -
URL: https://e.lanbook.com/ (nara obpamenus 05.02.2023). - Pexxum moctyna: ans aBTOpH3.
MoJb30BaTeNen. - TEKCT : JIIEKTPOHHBIM.
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5.3. [IporpammHoe obecnieyenune

HNudopmannonnoe obecneueHrneydeOHOronpomecca Mo JUCIHHUIIIMHE OCYIIECTBISETCS C
UCII0JIb30BaHUEMCIIEIYIOILEr OIIPOrpaMMHOr000€ecIeYeHust (JIMLIEH3MOHHOT O u CBOOOJIHO
pacnpocTpaHseMOro), B TOM YHCJIE€ OT€YECTBEHHOIO IIPOM3BO/ICTBA!

Ne HauMeHnoBanue YcaoBus gocryna

n/n

1 MicrosoftwWindows U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIUICH3NOHHBII
JIOTOBOD)

2 MicrosoftOffice W3 BHYTPEHHEH CETH YHHBEPCHUTETA (JTUIIEH3MOHHBIN
JIOTOBOD)

3 Koncynprantllntoc W3 BHYTPEHHEH CETH YHHBEPCHUTETA (JTUIICH3MOHHBIN
JIOTOBOD)

4 CA0O MOODLE u3 1000 TOYKH, B KOTOPOM UMEETCSI IOCTYII K CETH

WNurepuer (JIM1IEH3UOHHBIN JI0TOBOP)

6. OMUCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIs
OCYHECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA ITIO JUCIUIIJIMHE

[TomerieHust mpeACTaBIAOT cO0OM yuyeOHbIE ayIUTOPUU JJISl MPOBENEHUS YUeOHBIX 3aHSATHIA,
NPEIYCMOTPEHHBIX YYEOHBIM IUIAHOM H pabodeld MporpaMMON JTUCIMIUIMHBI, OCHAIIEHHBIE
000py/I0BaHNEM U TEXHUYECKHUMH CPEICTBAMU 0OyUEHUS.

3aHATUSA JIEKIMOHHOIO THMA. Y4YeOHbIE ayAWTOPUH JUIS 3aHATUH JIGKIMOHHOTO THIIA
YKOMILIEKTOBAaHbI MEOENIbIO M TEXHUYECKUMHU CPEeICTBAMU O0YUEHUs, CIIYKAIIUMU JJIsl IPECTaBICHUS
yueOHoli nHpopManuu (CTallMOHAPHBIE WK TIEPEHOCHBIE HAOOPHI IEMOHCTPAIIMOHHOTO 000pyI0BaHUs
(TIpOEKTOp, 3KpaH, KOMITBIOTEP/HOYTOYK), Yy4eOHO-HArISIHBIE TOCOOMs (NIpPEe3eHTAlMK 10 TeMaM
JeKIHii), oOecreynBaromue TeMaTHYeCKUe WIUTIOCTPAIlMM, COOTBETCTBYIOIIME TaHHON mIporpamme
JVICTIATUTAHBIL.

3aHATUS CEMUHAPCKOr0 THNA. Y4YeOHbIE AayIUTOPUM JUIS 3aHATUI CEMUHApCKOTO THIIA
YKOMIUIEKTOBAaHBI MEOCIBIO U TEXHUYECKUMH CPEICTBAMH O0YUEHUS, CIYKAIUMH JUIS IPECTaBICHUS
yueOHoI nHpopMaIK (CTallMOHAPHbIE UM MTEPEHOCHBIE HAOOPbI IEMOHCTPALMOHHOTO 000PYI0BaHUS
(mpoexTop, 3KpaH, KOMIIbIOTEP/HOYTOYK).

IIpomexxyTounasi arrecraums. /[lng mpoBeAeHUsS MPOMEXYTOUYHOM arTecTalud IO
JTUCIUATUTMHE HWCTOJB3YIOTCS KOMIBIOTEPHBIE KJIACCHI, OCHAI[CHHBIE KOMITBIOTEPHOH TEXHHKOW C
BO3MOXKHOCTBIO MOJKIIOYEHUs K ceTu VIHTepHeT M obecnedeHHeM JA0CTyna B 3JIEKTPOHHYIO
WH(POPMAIIMOHHO-00Pa30BaTENbHYIO ~ Cpely  YHUBEpCUTETa  W/WIM  ydeOHBbIE  ayJUTOPHUH,
YKOMIUIEKTOBAaHHBIE MEOEINIBIO U TEXHUYECKUMH CPEJCTBAMU O0yUYEHHUS.

CamocTtosiTeibHasi pabora. [loMemeHuss Uit CaMOCTOSATENBHOW pPabOTHI  OCHAIICHBI
KOMITBIOTEPHOM TEXHHUKOH € BO3MOXHOCTBIO MOJKIIOYEHHs K cetu «MHTepHeT» M JOoCTymoM K
ANIEKTPOHHONW  WMH(OpPMAIMOHHO-00pa30BaTEbHOM  Ccpele  yHHBepcuTeTa. Jlns  opraHuzarum
CaMOCTOSITENIbHOW PaboThl 00YUAIOIIMXCS UCTIONB3YIOTCS:

KOMITBIOTEPHBIE KJIACCHl YHUBEPCUTETA;

6ubnuoTeka, UMeroIIas MecTa Uil 00yJaroIuXcs, OCHALICHHbIE KOMITBIOTEPAMHU COCTYIIOM K
0a3am naHHBIX U ceTd VHTepHeT.

JIeKTPOHHAasI nHGpopManMoHHO-00pa3oBaTeIbHAA cpena YHUBEpPCUTETA
(QUNOC).KaxapriioOyuaronuicsiBTe4eHUEBCETONEePH01a00 yueHNI00eCTIeYeHUH IMBU Ty aTbHBIMHEOT P
AQHMYEHHBIM JIOCTYIIOM K 3JEKTPOHHOM HH(OPMAIMOHHO-00pa30BaTEIbHOW Cpefie YHHBEpCUTETa
(OUOC)http://sdo.tolgas.ru/uz mwb6O TOYKH, B KOTOpOH HMeEeTCs AOCTyll K HH(OPMAIUOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTn "VIHTepHeT", Kak Ha TEpPUTOPUU YHUBEPCUTETA, TaK U BHE €e.

OUOC yauBepcuteTa 00eCcnednBacT:

JOCTYN K Y4eOHBIM IUTaHaMm, pabodyuM IporpamMmaM JTUCHMIUIMH (MOJIyJei), mporpammam
MPAKTUK, OJJIGKTPOHHBIM Yy4YeOHBIM H3JIaHUSAM U 3JIEKTPOHHBIM 00pa3oBaTENbHBIM pecypcam,
yKa3aHHBIM B pabouux MporpamMmax JUCIHILIHNH (MOZYJEH), porpaMMax MpakTHK;
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(dhopMHUpOBaHKE IECKTPOHHOTO MOPTQOINO 00YUaIOIIETOCs], B TOM YHCIIE COXPaHEHUE ero padoT
U OLICHOK 32 3TH PalbOTHI.

B cnyuae peanuzanuu o6pa3oBareabHON IPOrpaMMBbl C IPUMEHEHHEM 3JIEKTPOHHOTO 00y4YeHUs,
JTUCTAHIIMOHHBIX 00pa3oBaTenbHBIX TexHOMOorui DNOC MONmOTHUTENHEHO 00ECTICYNBACT:

¢bukcanuo xoxa oOpa3oBaTEIBLHOrO MpOIECcCca, Pe3yIbTaTOB MPOMEKYTOYHOW arTecTaluu U
pe3yJIbTaTOB OCBOCHHSI 00pa30BaTEIbHON IPOTPAMMBI;

MIPOBeJIeHUE YYEOHBIX 3aHATHI, MPOLIETYp OLIEHKU Pe3yIbTaTOB 00YUECHHUS, pealln3alus KOTOPbIX
MPEeIyCMOTPEHAa C TMPUMEHEHHEM OJJICKTPOHHOrOo OOydYeHHs, IUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHI;

B3aMMOJICHCTBUE MEKy YUaCTHUKAMU 00pa30BaTEIILHOTO MIPOIECCa, B TOM YKCIIE CHHXPOHHOE U
(WIIM) acCHHXPOHHOE B3aMMO/ICHCTBHS TOCpeACTBOM ceT "MHTepHeT".

7. OCOBEHHOCTH  OPIAHM3AIIMM  OBYYEHUA A JMI C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMMU 3TOPOBbSA U UHBAJINIOB

[Ipu HeoOxommmocT pabouas HporpamMma IUCHUILUIMHBI MOKET OBITh aJanTHpPOBaHA IS
oOecrieyeHHss 00pa30BATEIBLHOIO MPOIECCAa WHBAIUIOB M JIMII C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU
3JI0pOBBsI, B TOM YHWCIIE JUI TUCTaHIIMOHHOTO 0OydeHwms. [y aToro TpeGyeTcs 3asBICHUE CTYACHTA
(ero 3aKOHHOTO TPEJICTABUTENS) W 3aKIIOUYCHUE IICHUXOJIOT0-MEIUKO-TIEarOrHyecKod KOMHCCUU
(IIMIIK).

B ciydae HeoOXxomuMoCTH, 00y4JarOIIUMCS M3 YUCIIA JIMI C OTPAHUYCHHBIMUA BO3MOXXHOCTSIMH
310pOBbsl (IO  3asBICHUIO OOydaromerocs) a sl WHBAIMJOB TaKKe€ B COOTBETCTBUH C
WH/IMBUYAJIbHOM MPOTPaMMON peaOUIMTAIliU HHBAJIK]IA, MOTYT MPEJIAraThCs CICAYIOIINE BAPUAHTHI
BOCTIPHSTHS y4eOHOH MH(OPMAIHH ¢ Y4€TOM UX WHAMBHIYATbHBIX MCUXO(PHU3MUECKUX OCOOCHHOCTEH,
B TOM YHKCJIC C IPUMEHEHUEM AJIEKTPOHHOTO O0YUYCHHS U TUCTAHIMOHHBIX TEXHOJIOTHUH:

- JUI JIAL C HapyIIEHUSIMH 3PEHHS: B MEYaTHOM (Gopme yBeamueHHBbIM mpudrom; B hopme
3JIEKTPOHHOTO JOKYMEHTa; B opMme aynuodaiina (mepeBoj y4eOHBIX MaTepualoB B aynnodopMmar); B
nedyaTHOH (Qopme Ha s3plke bpaing; WHIMBUAyaTbHBIE KOHCYJIBTAlMM C  NPHUBJICYCHUEM
TU(DIOCYpIOTIEPEBOIUNKA; WHANBUAYAIbHbIE 331aHUS U KOHCYJIbTAIIHH.

- JUId JIMII C HapyUICHUSIMHU cyXa: B Me4aTHOH (opme; B (opMe 3JIEeKTPOHHOTO JTIOKYMEHTA;
BUJCOMATEpHalNbl €  CYOTHTpaMHu;  HMHAWBHUIYyalbHbIE  KOHCYJIbTAIlMM C  MPUBICYCHHUEM
CYpZIOTIEPEBOUMKA; WHANBUIYAIbHBIC 3a]JaHNUS U KOHCYJIbTAIINH.

- JUIS JIUIl C HapyUICHUsIMH OTIOPHO-IBUTATEIHHOTO ammapara: B me4aTHou ¢opme; B popme
AIIEKTPOHHOTO JIOKYMEHTa; B (hopMe ayanodaiisia; HHINBUIYaTbHBIE 3aIaHUS 1 KOHCYIJIbTAIHH .
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8.OHEHOYHBIE MATEPHAJIBI (®OHJA OLEHOYHBIX CPEACTB) JJIA
TEKYIEI'O KOHTPOJIA YCIIEBAEMOCTHUHU TPOMEXKYTOYHOU ATTECTAIIUA

8.1. Omnucanue moKa3aTejJeili MW KpPUTepPHEB OIEHUBAHUS KOMIETEeHUMH Ha
Pa3JIMYHBIX 3Tanax ux GopMHUPOBAHMS, ONIMCAHHME LKA OLlEHUBAHUS

Jlnsi OLIEHKM 3HAHWK, yMEHUWI, HAaBBHIKOB M YPOBHA C(HOPMHUPOBAHHOCTH KOMIIETEHIIMU IIO
JUCLUIUIMHE HpUMEHsieTcs OaIbHO-PEUTHMHIOBas CHUCTEMa KOHTPOJS M OLEHKH YCIEBaeMOCTHU
CTYACHTOB. B OCHOBY OaJJIbHO-PEHTHHIOBOH CHCTEMBI MOJOXXEHBI MPHHLMUIBI, B COOTBETCTBHH C
KOTOpbIMH (OPMHUPOBAHHE PEUTHHIAa CTyJIEHTa OCYLIECTBISAETCS B XOJle TEKYLIEro KOHTPOJIS
ycrieBaeMocTH. MakcumanbHOe KoJIu4ecTBo 6amioB B cemectpe — 100.

IIkaja oneHKH pe3yJabTaTOB 0CBOEHHSI AU CHUIIJIMHBI, C(DOPMHPOBAHHOCTH Pe3yJIbTATOB

o0yueHust
®opma npoBeeHNs IIIxanbl OLEHKH YPOBHS
NPOMEKYTOYHOM c¢(hopMHPOBAHHOCTH IIIxana oneHKH YPOBHS O0CBOCHUS JMCHUTNIINHBI
arTrecTalumu pe3yJIbTaTOB 00y4YeHus
VYposHeBas mkana | 100 6anpHas 100 GanbHast 5-0aypHas mKana, HemuddepeHm
OLICHKU mkana, % mkana, % ¢ hepeHIpoBaHHas poBaHHas
KOMIETSHIUN OLICHKa/0aImt OLICHKA
3auem JIOTIOPOTOBBII HIKe 61 HIDKe 61 «HEYIOBIICTBOPUTEIBHOY / HE 3a4TCHO
2
MOPOTOBBIi 61-85,9 61-69,9 «YJIOBJICTBOPUTEIBHOY / 3 3a4YTCHO
70-85,9 «xopomoy / 4 3a4TEHO
TIOBBIIICHHBIH 86-100 86-100 «OTIMYHOY / 5 3a4TEHO

Ilo wrToram TeKkymiedl yCHeBaeMOCTH CTYIEHTY MOXET ObITh BBICTaBJI€Ha OLIEHKa I10
INPOMEXKYTOYHOH aTTecTallii B COOTBETCTBUM 3a HaOpaHHBIMH 3a ceMecTp Oamiamu (1o
HaKOMUTEJIbHOMY peHTHHTY).CTyeHTaM, HaOpaBLUIMM B XO0Jl€ TEKYIIEro KOHTPOJI yCIIEBAEMOCTH IO
nucturmuae ot 61 mo 100 0ayuioB W BBIMOJTHUBIIUM BCE 00S3aTE€NbHBIE BHJBI 3alUIAHUPOBAHHBIX
y4eOHBIX 3aHATHM, MO PELICHUIO IpenojaaBaress 0e3 MPOXOXKACHUS MPOMEXYTOUHON aTTecTaluu
BBICTABJISIETCS OLIEHKA B COOTBETCTBUHU CO LIKAJION OLIEHKH PE3yJIbTaTOB OCBOEHUS IUCLHUILINHBI.

Pesynbrar 00y4eHusi cuuraercss c(POPMHPOBAHHBLIM (NOBBIIICHHBIH YPOBEHB), €CIU
TEOPETUYECKOE COJEpKAHUE Kypca OCBOEHO TMOJHOCTBIO; MPHU YCTHBIX COOECENOBAaHUSAX CTYAEHT
UCUEPIIbIBAOIE, IOCIEI0BATEeIbHO, YETKO M JIOTMUECKH CTPOMHO H3iaraeT y4deOHbI Marepuan,
CBOOOZHO CHpaBiseTCs C 3ajayaMd, BONpPOCAMM U JPYTMMM BHJAaMHU 3aJaHUl, TpeOyroIux
NPUMEHEHNs 3HAHUM, UCIOJb3YeT B OTBETE MONOJIHMUTEIBHBIM MaTepuall; BCE INPEAYCMOTPEHHBIE
paboyeil y4eOHOM mporpamMMoil 3aJaHMsl BBIOJHEHbBI B COOTBETCTBUM C YCTAHOBJIEHHBIMH
TpeOOBaHUSAMH, CTYJEHT CIIOCOOEH aHAIU3UPOBaTh IOJIYYEHHBIE pE3YJIbTaThl; MPOSBISET
CaMOCTOSITENIbHOCTb TPU BBIIIOJHEHUH 3aJaHHM, KaueCTBO MX BBIIOJHEHUS OLIEHEHO YMCIIOM 0asioB
or 86 ngo 100, 4YTO COOTBETCTBYET IMOBBIIIEHHOMY YPOBHIO C(OPMHUPOBAHHOCTH pE3yJIbTaTOB
00yJeHUsI.

Pesynbrar o00y4eHusi cumrTaercsi CcQOPMHMPOBAHHBIM (IIOPOrOBBLIH YPOBEHb), €CIIH
TEOPETUYECKOE COJEp)KAHUE Kypca OCBOEHO TMOJHOCTBIO; MPH YCTHBIX COOECeIOBaHUSAX CTYAEHT
MOCJIEI0BATENbHO, YETKO M JIOTMYECKH CTPOWHO H3JaraeT y4eOHBI MaTepual; CIpaBisercs ¢
3aJayaMy, BOMPOCAMHM UM JPYIrMMH BHJAaMHU 3aJaHHi, TpeOyroluxX MpUMEHEHHUs] 3HAHUN; BCe
peyCMOTpEHHBIe pabouell yuyeOHOM mporpaMMoil 3aJaHusi BBINOJIHEHB B COOTBETCTBHUHM C
YCTaHOBJIEHHBIMU TpPEOOBAHUSIMH, CTYIEHT CHOCOOEH aHAIM3UPOBATH IOJIYYEHHBIE PE3YJIbTaThI;
IPOSIBIISIET CaMOCTOSITEIBHOCTh IIPU BBINOJHEHMM 3a/JaHUM, KadeCTBO WX BBINOJIHEHHUS OLEHEHO
yucioM OamioB oT 61 no 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(HOPMHUPOBAHHOCTU
pe3ysIbTaToOB OOyUEHHUS.

PesyabTaT 00yueHusi cuuTaercsi Hec)OPMMPOBAHHBIM, €CJIM CTYIEHT MPU BBINOJIHEHUH
3aJaHUii HEe JEMOHCTPUpPYET 3HAaHUI yuyeOHOro Marepuana, JOMYCKaeT OIIMOKH, HEYBEPEHHO, C
OONBIIMMH  3aTPYAHEHUSMH BBINIOJHIET 3aJaHus, HE JEMOHCTPHUPYET HEOOXOIUMBIX YMEHHUH,
Ka4yeCTBO BBIMOJIHEHHBIX 3a/laHUil HE COOTBETCTBYET YCTAHOBJIEHHBIM TPEeOOBaHUSAM, KauyeCTBO MX
BBITTOJIHEHUS OIICHEHO YHCIIOM 0ayioB HUXKE 61, 4TO COOTBETCTBYET IOMIOPOTOBOMY YPOBHIO.
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®opMBI TEKylIero KOHTPOJIS yCIIeBAeMOCTH

‘I)OpMLI TEKYIEro KOHTPOJIst KommgectBo | Kommuecto 6ammoB | Maxkc. BO3M. KOJI-BO
KOHTPOJBHBIX 3a 1 KOHTp. TOUKy OaIoB
TOYCK
Joxman 5 2 10
TecTupoBaHHUe 110 TEMaM JIEKLIUMOHHBIX 3aHITUN 3 5 15
Cocrasienne ocHOBHEIX OP okyMeHTOB (mamka — eJ10) 12 5 60
TBopueckuii peTHHT (yIacTHe B KOHPEPCHIINAX, 1 15 15

OJINMITHAAAX | T.II.)

JlononHutenbHbie 0alibl 32 AKTUBHOE U3yYCHUE
JIACITUTLTAHBI

u Jp.

HToro nmo aucuunjinge 100 6ass10B

CucremMa OIEHHMBaHHMs TMpeACTaBlIeHAa B JJIIEKTPOHHOM Y4eOHOM Kypce 1O JUCHUIUINHE
http://sdo.tolgas.ru/.

8.2. TunoBble KOHTPOJIbHbIe 3aJaHusA WM HHble Matepuaabl aaa TEKYIIEI'O
KOHTPOJIS YCIIEBAEMOCTHU

8.2.1. TembI 1O0KIAA0B

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

2. Crneuunduka opraHu3alyy JOKYMEHTAIIHOHHOTO 00€CIIeYeHHUs YIIPaBICHYECKON
JEATENIBHOCTH B FOCY/IapCTBEHHBIX YUPEKICHUSAX.

3. OcoOeHHOCTH OpraHM3aIlH JOKYMEHTUPOBAHUS YIIPABICHUECKON JESITETHHOCTH Ha MaJIbIX
MIPENPUATHSIX.

4. B03MO0>XHOCTH HUCIIOJIb30BAHUSI COBPEMEHHOMN 0(DHCHOM TEXHUKHU B ONTHMHU3ALIUN
JOKYMEHTO000pOTa OpraHu3aliy.

5. Hcropust cTaHOBIIEHUS U Pa3BUTHS IOKYMEHTALMOHHOTO 00€CIIeYeHUsI YIIpaBIeHUS B
Poccun.

6. B03MOXXHOCTH HCIIOJIF30BaHUS CHICIIHATH3HPOBAHHBIX TIPOTPAMM JIJISl OCYIIIECTBICHUS
JOKYMEHTAI[MOHHOTO 000pOTa B COBPEMEHHOI OpraHu3aluu.

7. CranpaapTsl B 00JaCTH yIpaBIeHUS JOKYMEHTaMH.

8. Permamenranus cocraBa KOH(QUIEHIMATIbHBIX CBEIEHUH U JOKYMEHTOB.

9. OducHble MporpaMMHBIE CHCTEMBI.

10. O6naunble 0HUCHI.

8.2.2. TunoBble 3aJaHNA K MPAKTHYECKHUM (CEMHUHAPCKUM) 3aHATUHIM

Ilpaxmuueckoe 3anamue 1.

OcHoeHas  yenvb  3aWAmMuA:  3aKPEIJIEHME  TEOPETUYECKMX 3HAHUM IO  BOIIpOcaM
JIOKYMEHTHPOBAHUS YIPABICHUYECKONW NEATETLHOCTH: M3YYEeHHE OCHOBHBIX AJIEMEHTOB HOPMATHBHO-
METOIUYECKOW 0a3bl JOKYMEHTHUPOBAHHUS YIPABICHUYECKOW JIEATEIHHOCTH, JTallOB CTAHOBIICHUS
Jenonpou3BoicTBa B Poccun, cymuocT yHUGUKAIIUN ¥ CTaHIapTH3AIUMHN B JICTIONPOU3BOICTRBE.

Bonpocwt onsa 0bcyscoenus:
1. Yto Takoe JOKYMEHT M KaKOBBI €ro (yHKIUHU?
2. Uto Takoe JeIonpon3BOJICTBO U JOKYMEHTHPOBAHHOE 00€CTICUeHNE YIIPABJICHHS ?
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3. Kakue 3Tanbl CTaHOBJICHUS TTEPEKUIIO AEIONMPOU3BOACTBO B Poccun?
4. Yo Takoe «CUCTeMa JOKYMEHTAIlMN» U «YHH(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTAIMN»?
5. B ueM 3akmroyaeTcs CyTh YHU(DHUKAIIUN U CTAaHAAPTU3AIIMN B JICTONPOU3BOJICTBE

Ilpakmuueckoe 3anamue 2.

OcHognas yenvb 3aHamMuA: 3aKpeIUICHWE 3HAHMH OTHOCHTENIFHO TIPaBHI O(GOPMIICHUS
pexBu3nToB, 3akpemieHHbx 'OCT P 7.0.97 — 2016, u 6:1aHKOB JOKYMEHTOB.

Bonpocul 013 06cyarcoenus:

1. KakoBo naznauenune ['OCT P 7.0.97 — 20167

2. KakoB cocTaB pekBu3uTOB, onpenensgemsrx [OCT P 7.0.97 — 20167

3. Yro npeacraBisieT coboi OaHK ToKymMeHTa?

4. KakoBbl TpeOOBaHUSI K M3TOTOBJICHHIO, YYETy, HCIIOJB30BAHHIO M XPAHEHHIO OJAHKOB C
Bocrpou3BeneHueM [ocymapctBeHHoro rep6a Poccuiickoit deaepaun u repOoB CyOBEKTOB
Poccuiickoit deneparun?

5. Kakue MexXCTpouHble MHTEPBAJIBI MPUMEHSIOTCS TTPU 0(OPMIICHUH PEKBU3UTOB?

6. Kakue pazmepsl Oymaru pa3pemieHsl K IPUMEHEHHIO B JIETTONPOU3BOACTBE?

7. Kakue pazMepsl noJiei NCOIb3YIOTCS B IOKYMEHTax ?

8. Kakue crioco0b1 mpuMeHstoTest pu 0hopMIIeHUH aT?

9. Kak oopmiisitoTcss B JOKyMEHTaX TaOJIUIIBI ¥ BHIBOJIBI?

Ilpakmuueckoe 3anamue 3.

OcHoéHas yenv 3auamus. 3aKpeIUICHNE TEOPETUYECKUX 3HAHMW 110 BOIIPOCAM COCTaBJICHUS U
0(OpMIIEHHS OCHOBHBIX JOKYMEHTOB U MPAaKTHUECKOE MPUMEHEHHE MOJIyYEHHBIX 3HAaHUH B Ipoliecce
pa3pabOTKW HEKOTOPBIX BHUJIOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSANUTENBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX JOKYMEHTOB U JIOKYMEHTOB JIMYHOTO MPOUCXOKICHHUSI.

Bonpocut ons ob6cyscoenus:

1. Kakue TOKyMEHTbI OTHOCSTCS K OPraHU3alMOHHBIM?

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

3. Korna opranm3anoHHbIe TOKYMEHTHI IPHOOPETAIOT IOPUINIECKYIO CHITY?

4. Kak cTpoUTCS TEKCT B OPTaHU3AIIMOHHBIX TOKYMEHTax?

5. Kak monro nedcTByeT OpraHu3allMOHHBIM JOKYMEHT? MOXKHO JI1 BHOCHUTH M3MEHEHHUS B
TEKCT OPTaHU3alMOHHOTO JOKYMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKo LEeNbI0 CO3/1at0TCS TUIIOBBIE Y IPUMEPHBIE OPTaHNU3ALMOHHBIE JOKYMEHTBI?

8. KakoBa cTpykTypa TeKcTa MojoKeHus 00 opranu3anuu’?

9. B ueM coCTOMT pa3nvuMe TaKUX JOKYMEHTOB, KaK IITATHOE paclucaHue U CTPYKTypa,
IITAaTHAS] YUCIEHHOCTh?

10.IToyemy MAODKHOCTHASs WHCTPYKIMS HE COCTABISETCA I KaTErOpPHH  CIYXKAIluX
«pykoBoauTenn»? UTo AOMKHO COAEPKATHCS B TEKCTE KaXKI0T0 pazjiena JOKHOCTHOM HHCTPYKLIUU?

11.Kakue BuABl  OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX  JIOKYMEHTOB  OTHOCATCA K
pacnopsIUTEIbHBIM?

12. [louemy pacnopsIMTEIbHbBIE TOKYMEHTBI OTHOCATCS K IPABOBBIM aKTam?

13. Koraa pacnopsiiuTenbHble JOKYMEHTHI BCTYNAKOT B CHITY?

14. Kak paznnuatotcs 1o chepe AelCTBUS pacopsIUTENbHbIE JOKYMEHTHI?

15. Yto siBnsieTCSl OCHOBAHHMEM ISl PACTIOPSIAUTEIBLHOIO IOKYMEHTa?

16. Kak cTpouTCsi TEKCT pacopsiAUTEIBLHOTO JOKYMEHTA?
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17. Kakue opranbl NpUHUMAIOT MOCTAHOBJIEHUE?

18. B kakoii opmMe N3at0TCsl COBMECTHBIE PACTIOPSIIUTENBHBIE JOKYMEHTHI?
19.11o kakuM BompocaM M3AIOT PACHOPSKEHUS U YKa3aHUs?

20. Kakue JOKYMEHTBI OTHOCSTCS K IPYIIE CIPaBOYHO-UH(POPMALMOHHBIX ?

21. Ha xakux OmaHkax o(pOpMIISIOTCS CIIPABOYHO-MH(GOPMAITMOHHBIC JJOKYMEHTHI?
22. Kakue ObIBalOT BHJIBI POTOKOJIOB, M Y€M OHU OTIUYAIOTCS IPYT OT Apyra?
23. Kak odopmiisercst BHEIIHSA JOKJIaIHAs 3aIUcKa?

24. Yto BXOIUT B COCTaB KaJAPOBOM TOKyMEHTALIUNU?

25. Kakas moxkymeHTaIus UCIoIb3yeTCsl TP MpueMe Ha padboTy?

26. Kakumu nokymeHTamu oopMIseTcs nepeBoj paboTHUKA?

27. KakoB cocTaB JOKyMEHTAIMH, HCTIOJIb3yEMOM ITPH YBOJIbHEHUN pabOTHUKA?
28. KakoBbl ocobeHHOCTH 0OPMIICHHS PUKA30B 0 JIUIHOMY COCTaBY?

Ilpakmuueckoe 3anamue 4.
3aoanus ona cocmaegnenus NPUKA308 N0 OCHOBHOU 0esAMeNbHOCMU NPEONPUSMUSL
1.CocraBbTe MpHKa3 reHepanbHoro aupektopa Hemyonumunoro AO «Kopmer» 006 n3MeHeHUU
rpadpuka pabOTBHl CIyKalIUX OTHeNa OyxranTepud. B KOHCTaTHUpylOmIed 4YacTH YKaXuUTe Ha
MIPOU3BOJICTBEHHYI0O HEOOXOIUMOCTh W HalW4Me JOKJIATHOW 3aluCKU HavalbHUKAa otTaena. B
pacropsIuTeIbHON YacTH oOpaTuTe BHUMAHHE Ha OPraHU3aIHI0 CBEPXYPOUHO paboThl B CyOOOTHHE
JTHU U TIPEIJIOKEHUS TI0 UX OIUIaTe.

2. CocraBpre mpuka3 mupektopa HemyommaHoro AQO «CepBHC» O BBIIIATE JEHEKHBIX
CPEICTB Ha KOMaHIUPOBOYHBIE pacxoibl yuacTHUKaM Bcepoccuiickoro ¢opyma. Jlenexxnbie cpencraa
JIOJDKHBI OBITH BBITUTAYECHBI U3 PE3epBHOTO (OH/A OIIATHI TPYyJa B pa3Mepe ABYXCOT pyOJieil B IeHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIEC PACXOIBI.

3. CocraBpTe mpuKa3 O BHECEHWHM  U3MEHEHHH B  INTAaTHOE  paclHCaHue
[TAO «[Inams» B CBSI3M C mepeaaycii 00beKTa Ha 00CTy)KMBAaHUE BO BHEBEIOMCTBCHHYIO OXpaHy.

4.  CocraBbTe MPUKa3 reHepaIbHOr0 TUPEKTOpa GUPMBI O JIUIIEHUU IpeMuu 3a anpenb 2015
roja B pazmepe 20% pabotHukoB oTaena mapkeruHra Mammna A.B., Cenosa I1.0. 3a HeHaexaniee
UCTIOJIHEHUE CBOMX JOJDKHOCTHBIX 0053aHHOCTEH U HapylIeHHe UCTIOHUTENbCKOM JUCIUIUINHBL.

5.  CocraBbTe NpHUKa3 reHepaJbHOro AupeKTopa (upmbl 0 HakazaHuu Boautens I[lerposa
A.B. Ha ocHOBaHMM aKTa olleHKU ToBpexaeHuit aBTomoomtst BA3 1110 roc. Ne EOO9MB B pesynbrate
JIOPOKHO-TPAHCIIOPTHOIO MpouciiecTBus. HakazaHne HE0OXOIUMO MPOM3BECTH MyTEM OOBSBICHUS
CTPOTOro BBITOBOpA U YJAEp:KaHUS W3 3apaOOTHOW IJIaThl BOJAWTEINS JIEHEXKHOM CYMMBI B pasmepe
15000 (maTy THICAY) pyOIei.

6.  CocraBbre mpuka3 gupexropa [IAO «Xpom» 0 npeMupoBaHMM paOOTHUKOB (PMHAHCOBO-
skoHoMHueckoro otaena Meanosoit A.C., KypuatoBa .K., MensmoBoit FO.1. u Cokonosa E.H. 3a
yyacTue B exerogHom ¢opyme «TexHonorun u sSKoHOMHKa». [Ipemus Bbiaercs u3 (Qonzaa
MaTepuaIbHOro mooupeHus B pazmepe 50% exeMecsIuHOro T0KHOCTHOTO OKJIaa.

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

Ilpakmuueckoe 3anamue 5.

3aoanus ona cocmagnenus CnpagoyHO-UH@GOPMAYUOHHBIX OOKYMEHMOB:

1. CocraBbTe AoKIaAHYIO 3amucky Oyxranrepa Tumommuoil M.II. rmaBHOMy Oyxranrtepy
¢upmel «Pyoun» bubuueBy ILII. o mnpousBenenHoir Tumommuoi W.II. mpoBepke BBINOIHEHUS
npuka3za aupekropa ¢upmel or 00.00.0000 Ne 92 «O cocrosHUM OyXraiaTepckoro yuyera Ha
CTpoUTeNbCTBE 0a3bl OT/AbIXa B paiioHe OOckoro Mopsi». B npukase Obu1M yka3zaHbl KOHKPETHBIE CPOKH
JUKBHJIAIUN HEJIOCTATKOB, OOHapyxeHHBIX B ceHTs0pe 2014 roma. B moxmamHO# 3amucke JOIDKHO
OBITH OTMEUYEHO BBINIOJHEHUE BCEX IMYHKTOB IpHKa3a, 3a MCKIIOYEHHEM ITYHKTOB 00 OpraHH3aluu
PaBHOMEPHOU €XEeTHEBHOM c1auu pabounMu Hapaa0B Oyxranrepuu. BoisiBieHo, 9To 25 okTa0pst ObLI1O
cnaHo Tonbko 35,2% Bcex HapanoB. OctanbHble Hapsaabl cianbl | HOsOps. 1o rpaduky cpok caauu
MOCJICAHUX HApAI0B 3a MPOILJIBIA MECSL] YCTaHOBJIEH IIEPBOT0 YHCIIa CIEAYIOIETr0 MecsIa.
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2. CocTaBbTe JOKJIAIHYIO 3aMMCKY TJIABHOTO OyXrajnTepa TUPEKTOpY 00 MUTorax paboThl MO
[EHTpaIU3allii pacyeToB ¢ pabounmu u ciayxkamumu B[ 3aBona. LlenTpanuszanus pacyeToB jaana
BO3MOXXHOCTh TE€pPEBECTH Ha JpYrylo paboTy MATh OyXraiaTepoB I[I€XOB, YMEHBIIMTH OIIUOKHA B
pacyerax ¢ paboO4YMMHU U CIIy)KallMMH, YCHJIUTh KOHTPOJb 32 pacxoioBaHHEeM (OHIOB 3apabOTHOM
wiatel. B 3akimtoyeHre He0OX0AMMO MOCTaBUTh BOIPOC O MPEMHUPOBAHUU PAOOTHUKOB OyXTajaTepuu U
BII, oOecreunBammux MNepexo] Ha MEHTPATU30BAHHBIA pacyeT 3apabOTHOM IUIaThl IO 3aBOJY.
OcTalbHble TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3. CocraBbTe IOKJIAIHYIO 3aIUCKy CEKpeTaps-peepeHTa PyKOBOIUTEIIO MPEANPHUATHSI 00
yrepe CtenanosbiM .M. nucbma-3amnpoca, MOCTYIUBIIETO B aapec MPeaNpusaTHs IBa Mecsla Ha3al.

3a0anus ons cocmasnenus OOKYMEHMO8 JUUHO20 NPOUCXOHCOCHUA.!

1. Hanmmure npukas reHepajlbHOr0 AUPEKTOpa akiumoHepHoro obmectBa «{uO» o mpueme
Bac Ha pabory OyxraiaTepoM (PKOHOMHCTOM, MEHEKEPOM, IMPOrpPaMMHUCTOM, aAMHHUCTPATOPOM
TOCTHHHUIIBI).

2. CocraBbTe Tpuka3z 00 OCBOOOXIEHHUH Bac oT paboTel B gupme «OpOuta» B CBI3U C
nepees3 oM Ha HOBOE MECTOXKUTEIBCTBO.

3. CocraBpTe mpHKaspl: a) o mpueme Ha pabory Oyxranrepom MBanosoit M.IL.; 6) 00
yBonbHeHuM IBanosoit WM.II. mepeBonme B aApyryro oprasusauuioo. [[pyrue pexkBU3UTBHI YKAKUTE
CaMOCTOSITENILHO.

4. CocraBbTe XapaKTEPUCTHUKY-PEKOMEHAALMI0O Ha pabOTHHKA BalIero MNPEANPUATUS IS
NOCTYIUIEHUS €r0 B aCIUPAHTYpy TOJNBATTUHCKOMN akaJieMUu yIpaBIeHHUS.

5. Hamummre 3asBieHue o npeaocTaBIeHUN BaM aJIMUHUCTPATUBHOTO OTIYCKA [0 CEMEHHBIM
00CTOSITENILCTBAM.

6. Hamummre aBroOuorpaduio u pesrome, He0OXoaUMBbIE U 0GOPMIICHHS TOKYMEHTOB MpU
MOCTYIIJICHUU Ha paboTy.

7. Odopmute 3anUCh B TPYAOBOM KHIKKE 00 YBOJFHEHHH Bac: a) IO COOCTBEHHOMY JKEJIaHUIO; 0)
B CBSI3U C JIUKBHJIALMEH TIPEINPUITHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUAM, IIPEIBIBISIEMBIM
K BBITIOJIHAEMOU paboTe, BCICICTBIE HEAOCTATOUHON KBATH(PHKAIIHH.

Ilpakmuueckoe 3anamue 6.
Ocnosnas yenv 3auamusa: TPUOOPETEHHE MPAKTUYECKHX HABBIKOB IO (OPMHPOBAHUIO
MH(}OPMaLIMOHHO-TIOUCKOBOI CUCTEMBI NPEATIPUATHS.

Bonpocut ons ob6cyscoenus:

1. Yro Takoe MAOKYMEHTOOOOPOT M  KaK  OCYIIECTBIAETCS  MoAcyYeT  oO0beMa
JIOKyMeHTOoO0OopoTa?

2. Kakue noToku TOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBe JOKYMEHTO0OopoTa?

3. KakoBbI OCHOBHBIE 3Talbl ¥ IPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppecnOHAEHIUS He TOJIeKUT BCKPBITHIO?

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

6. Uro Takoe peructpanus JOKYMEHTOB H KaKOBa €€ OCHOBHAS 11EJIb?

7. Kakue JOKyMEHTBI HE MMOAJIeKAT perucTpauu?

8. Kak peructpupyrorcst OTBeTHBIC TOKYMEHTHI?

9. Kak popmupyercs perucTpaiuoHHbII HOMEP COBMECTHOT'O JOKYMEHTa?

10. C xakoii neipio co37aeTcsi B OpraHu3aini HHPOPMAIMOHHO-TIONCKOBasi cucTemMa?

11. Kto ocymiecTBisieT B OpraHu3allil KOHTPOJb MCIOMHEHHA IokyMeHTOB? KakoBa ero
ens?

Ilpakmuueckoe 3anamue 7.

OchosHnas yenvb 3auAmMuUA: 3aKpeIUIEHNEe TEOPETHUYECKUX 3HAHUI 110 BOIPOCY CUCTEMAaTH3aIMH
JIOKYMEHTOB M (DOPMHUPOBAHHIO JIEJI Ha MPEIIPUATHH.

Bonpocul 013 06cysrcoenus:
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Kakue TpeOGoBaHUs MPEIbABISIOTCA K (GOPMHPOBAHHIO APXHBOB MPEATPUATHS?
Kak nomkHbI ObITH OOPMIICHEI JIeTia IS epeaadd B apXuB?

Uro npeacrasisieT co0oit aemno?

Uro Takoe HOMEHKJIATypa Jei?

el A

Ilpakmuueckoe 3anamue 8.
OcHosnas yenvb 3auamus. TPUOOPETEHHWE TPAKTUYECKUX HABBIKOB 110 HCIOJIb30BaHUIO
OPTTCXHUKH B IIPOUCCCC COCTABJIICHUA U O(bOpMHeHI/IH JAOKYMCHTOB.

Bonpocwt ons obcyscoenus.

1. Tlepeuncnure CpeAcTBa OPITEXHHUKH, WCIOJb3yeMble HAa aBTOMATH3MPOBAHHOM pabouem
MECTe CIEeUaINCTa U PYKOBOAUTEIIS.

2. UYto mpencrarisier cOO0H KOHIICTIIHS AJIEKTPOHHOTO odrica?

3. Onumurte HazHaueHHE W (YHKIMOHAJIHHBIE BO3MOXHOCTH HHTETPUPOBAHHOIO IMAKeTa
nporpamm Microsoft Office.

4. TlepeuncnuTe U NaiTe XapaKTEPUCTHKY CPEICTB COCTABIICHUS M U3TOTOBJICHUS TEKCTOBBIX
¥ TaOJINYHBIX JTOKYMEHTOB.

5. [Ilepeuncnute u [galfTe XapaKTEPUCTUKY CPEICTB KOMUPOBAHUS U TUPAKUPOBAHUS
JOKYMEHTOB.

6. Ilepeuncnute u naiiTe XapakKTepUCTUKY CPEACTB MUKpOrpaduu.

7. llepeuncnaure W palTe XapaKTEPHCTUKY CPEACTB (U3NYECKOH OOpabOTKM HOCHUTENeH
JIOKYMEHTOB.

8. [Ilepeunmcnure w® jgaliTe XapaKkTEpUCTHKY CpPEACTB  BHYTPU- W BHEO(DHUCHOH
TPAHCHOPTHPOBKH JOKYMEHTOB, CBSI3M 1 KOMMYHHKAIIHH.

9. UYro mpencraBusier coboii oducHas wmedbens u oOopynoBanue? Ilepeuncnure BHIIBI
oducHo Mebenu 1 000pyAOBaHUS.

TIpakmuyeckue 3a0anusi:
1. OdopmuTh OCHOBHBIE BHIBl YIOPABICHYCCKUX JOKYMEHTOB C  HCIOJIB30BaHHEM
KOMITBIOTEpA U MHTETPUPOBAHHOIO makeTa mporpamm Microsoft Office.

Ilpakmuueckoe 3anamue 9.

Ocnognas yensb sanamus: NTpUOOpPETEeHHE MPAKTUUYECKUX HABBIKOB pa3paboOTKu M o(opMmileHus
JIeIOBOM  KOPPECHOHJCHIIMY; M3y4eHHE S3blKa M CTHISA CIY)KEOHBIX JOKYMEHTOB, HAaBbIKOB
cocTaBIeHUs! U 0(hOpPMIIEHUS JIEI0BON KOPPECTOHIEHIIMU Ha aHTJIMMCKOM, (PpaHITy3CKOM U HEMELKOM
A3bIKAX.

Bonpocul 0n1 06cysrcoenus:

1. Pacckaxxute, B yeM OTJIMUUS OPUIIHATIBHO-/IEI0BOIO CTHIIS OT JPYTHX.

2. [IpuBeauTe yacTo BCTpeyarouuecs abOpeBHaTypsl CIIOB.

3. KakoBbl cTpykTypa popMyiisipa U COCTaB PEKBU3UTOB JIETIOBOT0 NKchbMa?

4. KakoBbl 0cOOEHHOCTH 0(OPMIIEHUS J1€TI0BOM KOPPECIIOHICHIIMH B AHTJIOA3BIYHBIX CTpaHax?

5. KakoBbl ocobeHHOCTH 0(OPMIICHHSI 1eTTOBOM KOPPECTIOHACHITMHN Ha (GPAHITY3CKOM SI3BIKE?

6. KakoBbl 0cOO€HHOCTH O(QOPMIICHHSI JEIOBON KOPPECTIOHICHIIMY Ha HEMELIKOM SI3bIKe

IIpaxmuueckue 3a0anus:

1. CocraBbre mnucpMmo-usBemieHne AO«Ikocan» AO «llapTHep» 0 HpPHUUYMHAX 33JEPIKKH
MOCTaBOK MalllH U 000py10BaHUS.

2. CocraBbTe NHUCHMO-TIPUIJIALICHUE OPraHU3allMOHHOTO KOMHTETa «OKCHOLEHTP» C
MPEUIOKEHUEM  TIOCETUTh  MEXIYHApOJHYIO  CIEHUAIM3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUaIbHBIX U TOIUIMBHO-DHEPI€TUYECKUX PECYPCOB B CTPOUTENBCTBE U IPOMBIIIJIEHHOCTH.
BricTaBka mpoXoauT B MaBUIIbOHE BHICTABOYHOTO KoMIuiekca Ha KpacHoi [IpecHe.
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3. CocraBere rapantuitHoe mnucbMo I[IAO «3Jkocan» I[IAO «IIporpecc» 00 oka3zaHuH
TEXHHYECKOH MOMOIIH B pa3paboTke pabouux dyepTexein HacocHoM cranuuu. [TAO «2Dxocan» mMpocur
MIPOU3BECTH 3Ty pabOTYy HEMOCPEACTBEHHO HA IJIOUIAJIKE.

4. CocTaBpTe NMHUCHMO-OTBET Mpe3UJIeHTY Poccuiicko-aMepuKaHCKOM TOproBoi nanaTtsl AHHE
Ilxxoncon (ampec: TheMarketplace-Towerll, 3025 SouthPackerRoadSuite 735, Aurora. Colorado
80014, USA303-745-0757 FAX 303-745-0776). B nucbMe yKakuTe Ballld YCIOBUS COTPYIHUYCCTRA.

5. CocraBbre mucbMo OO0 «OnBuko» rocnoauny Xwioctony B Jlongon (®apokc bank) ¢
HAallOMMHAHWEM BBIMOJHUTh 3aka3 Ha mocTtaBky kommbioTtepa «OPTIMA 133». B ciyuae
HEBBITMOJIHEHUSI 3aKa3a CJIEIyeT BHIPA3UTh MPOChOY BEPHYTH HAIlpaBJICHHbIE ICHEKHbIE CPEICTBA.

Ilpakmuueckoe 3anamue 10.

OcHosHas yenv 3auamus: TPUOOPETEHUE TEOPETHUYECKUX M MPAKTUUYECKUX HABBIKOB
COCTaBJICHUS W O(GOPMIICHHUS JEIOBBIX IIMCEM, CBS3aHHBIX C IIPOBEICHHEM TEPUOTUICCKUX
MEpOTIPUATHI, TEJIErpaMM, a TAK)KE€ COCTABJIEHUS U OTHPABKHU MHUCEM Y€pe3 AJICKTPOHHYIO MOYTY B
JIOKAJIbHOM BBIYMCIINTEIIFHOM CETH.

IIpaxmuueckue 3a0anus:

1. Hanummwmre pexsiaMHO-UH(OPMAIIMOHHOE MUCHMO JIETOBBIM MMAapTHEpPaM C IMPUTIIAIEHUEM
MNPUHSTH y4acTUE B KOH(PEPEHIIUH.

8.2.3.TunoBpie TecTOBLIE 3a0aHuA 10 TemaMm 1,24

Tema 1./l0KkyMeHT U CHCTeMBbI JOKYMEHTALMHU

Bonpoc BapwnaHnTs! oTBeTa

1. JIokyMmeHT - 310 a) MarepuanbHblii OOBEKT, HCIOIb3YEMbIH
JUISL  3aKpeIUIeHUST M XPaHEHHs Ha HEM
pedeBol, 3BYKOBOW U U300pa3uTenbHON
uH(popManun

b) 3adukcupoBaHHas Ha MaTepUAIBLHOM
HocuTene HHQoOpManus ¢ pPEeKBU3UTaMU,
MO3BOJISIOIIMME €€ UACHTH(PUIIUPOBATh

c) bnank gpopmara A4

d) CrannmapTHbIit JUCT Oymarw,
coJiepKalluil Kakyro-1n6o nHpopmanuu

2. Jlenonpomn3BOACTBO- 3TO a) CucreMa XpaHeHHs TOKYMEHTOB

b) CocraBneHue qOKYMEHTOB

C) JlokyMeHTHpOBaHHE W  OpraHU3aIUs
paboThI ¢ TOKyMEHTaMH

3. VkaxuTe, Kakh€ CHCTEMbI JIOKYMEHTAI[HMH a) DyHKIMOHAJBHBIEC H OTPACIIEBbIC
BBIJICIISIOT: b) OtpacneBbie U MEKOTpACICBBIE
C) DyHKIHOHAIBHBIEC M MEKOTPACIIEBBIE

4 HopMaTHBHO-TEXHHYECKHUI JTOKyMEHT, a) Ceprudukar
YCTAaHABJIMBAIONINA KOMIUIEKC HOPM, TPaBHI, b) Cranmapt
TpeOOBaHUN K OOBEKTYy U  yTBEp)KIaeMbIi C) JluueHsus

KOMITIETEHTHBIMH OpraHaMH — 3TO: d) Uucrpykims
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5. Uem ompenensieTcs COCTaB YNPaBIECHUYECKHUX
JOKYMEHTOB B OpraHHM3alHu:

OYHKIUSIMHA OpraHU3aIuN

[lopsimkoM perieHust  yNpaBICHUYECKUX
BOIIPOCOB

HopMaTuBHbIMH akTaMu

OOBeMOM U XapaKTEpOM B3aMMOCBSI3EH C
JIPYTMMH OpraHu3alusIMy

c)
d)

Tema 2. YnpaBiieHYecKasi JOKYMeHTAUUSA

Bomnpoc BapuanTe! oTBeTa
1.HazoBute ¢opmaTel Oymaru, pasperieHHbIe a) Al
Uit 0pOpMIICHHS AETOBBIX JOKYMEHTOB b) A3
c) A4
d) AS
2.  VYKaxuTe  CBOWCTBAa  YyNpPaBJIEHYECKOW a) AJIpecHOCTh
uHpOpMaUn b) KpatkocTh TekcTa
€) Od¢uuunanbHbINA XapakTep
d) To4yHOCTH M3ITOKEHHUSI
3. Kakoro pona OmaHKM WMCIONB3YIOTCS JUIS a) bBiaHk mrceMa opraHu3aluu
o(pHIIATBHO-IEIIOBON TIEPETTHCKH b) BiaHk nmucema CTpyKTYypHOTO
MOIpa3/IeIeHus
C) bnank nmuckMa JOHKHOCTHOTO JIUIIA
4. dopmysip - 3TO a) Pa3HOBUIHOCTH J1EIOBOrO MUCHMa
b) CoBOKYITHOCTH PEKBHU3UTOB
oumaabHOTO MUCHMa
C) SI3pikoBas popmyria, HCHOTIB3yeMas B
JIEIOBOM MHChbME
5Kaxoii mpudr sBiseTrcs ocHOBHBIM mpu | a) Times New Roman 12
odopMIIeHHH JOKyMeHTa ¢ momoiisio [1K: b)Times New Roman 14
c)Arial 12
d)Arial 14

Tema 4. Opranusanusi 10KyMeHT0000poTa

Bomnpoc

BapwnaHnTs! oTBeTa

1. TokyMeHT0000pOT — 3TO:

a) I[BI/I)KGHI/IG JAOKYMCHTOB B OpraHu3anuu C
MOMCHTa IOJYYCHHUA MWW CO3JaHUA 10
3aBCPUICHU HUCIIOJTHCHUA, OTIIPAaBKU
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ajZipecaTy WIM HalpaBJICHUU Ha XpaHEHUE B

IeTo

b) JBwxkenue JOKYMEHTOB MEKTY
OpraHU3alusIMH

c) JlBmxenue JIOKYMEHTOB MEKITY
opraHusanuein u opraHamu

FOCY,HapCTBCHHOfI BJIaCTH

2. KakoBa ocHOBHas 3a/1a4a JOKYMEHTO000pOTa: a)

b)

6BICTp0Ta B JIBUKCHHUU JOKYMCHTOB
MaKCUMuU3alnus JOKYMCHTOIIOTOKA

C) IpsAMOTOYHOCTH B ABHKCHUU JJOKYMCHTOB

3.B HOMEHKIIaTypy /e BKIIIOYatoTCs a)
b)

c)

BCE JIeJ1a OPraHU3alliu, KYpPHAJIbI
perucTpanuu, CopaBoYHbIe KAPTOTEKU
BCE€ BXOJSAIINE, UCXOMISIINE U
BHYTPEHHHUE JTOKYMEHTBI OpraHU3aINH
Jena W JOKYMEHThl — OpraHu3alluu,
KOTOpBIE OTHOCATCA K padoTe ¢ Kajpamu
B OpraHu3aiuu

4. Kakoe M3 HM)K€ NPUBEIEHHBIX YTBEPKICHUMN a)
ABJIIETCS] BEPHBIM

Homenknarypa gen  paspaOarbIBaeTcs
1OCJIe  CO3JaHusl  OpraHu3alud |
JefCTBYeT OeCCPOUHO

Homenknarypa gen  paspaOarbiBaeTcs
IOCJIE  CO3JaHMs  OpraHu3alud |
€KET0/THO TIepeyTBEPKAaeTCS
Homenknarypa gen  paspaOarbiBaeTcs
nocjae  CO3JaHusl ~ OpraHu3aluu |
nepeyTBEPKAAeTCS OAMH Pa3 B IATH JIET

5410 OTHOCHTCS K CpPEICTBAM 3JIEKTPOHHOTO a)
KOTIMPOBAHMUS IOKYMEHTOB: b)
c)
d)
€)

Pusorpad

[penep

Kcepoxce

Ckanep

®paHKHpOBalIbHAs MalIMHA

8.3. TumnosBble KOHTPOJIbHBIC 3aJaHUdA WM HHbIC MaTepHajJabl AJfA MNPOBCACHUA

MMPOMEXYTOYHOM ATTECTAIIUA

<D0pMa MMPOBCACHUA HpOMC)KYTOQHOIZ arrecraguu 10 JUCHUMIINIIMHE. 3auem B (I)OpMe
KOMIIBIOTCPHOT'O TECTUPOBAHUA HWJIN 110 PE3YyJIbTaTaM HAKOIIUTCIBHOI'O peﬁTHHFa .
YCcTHO-TIMCbMEHHAas (bopMa IO 3K3aMCHAIlMOHHBIM ouiaeraMm npeaAnojaaracTcsa, Kak IpaBHIIO,

JJI1 caadun aKaJgeMHUIeCKOM 3a10JIDKCHHOCTH.

IIepeyenb BONIPOCOB U 3a1aHMM AJIA MOATOTOBKH K 3auery (OIK-4: MOIIK-4.1):

1. JIOKyMEHT M CUCTEMBI JJOKYMEHTAIUH.
2. Buapl JOKyMEHTOB M UX KJaccU(UKAIHUSI.
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11.
12.

13.

14.

15.

16.
17.

18.
19.

20.
21.
22.
23.

24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.

35.

36.
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CocraB HOpMaTUBHO-METOIMUECKON 0a3bl JOKYMEHTHPOBAHUSI YITPABICHYECKOM
JESATEBHOCTH.

['ocymapcTBeHHBIE CTaHAAPTHI HA JOKYMEHTALUIO.

YHUGHUIUPOBaHHBIE CUCTEMBI TOKyMeHTanuu. O0IIepoCCHiiCKHiA KiacCu(uKaTop TEXHUKO-
9KOHOMHYECKOM U colMaIbHON MH(DOpMaIUH.

VYnpasienyeckast JokyMeHTanus. TpeOGoBaHuUs K COCTABICHHUIO U O(pOPMIICHUIO
JOKYMEHTOB, (hopMyJsip-o0pasel, cocTaB U paclojioKeHue pEeKBU3UTOB.

OCHOBHBIE MOJIOKEHHUS IO JOKYMEHTUPOBAHUIO YIIPABIECHUYECKON NEATEIbHOCTH.
brnanku u popmaTsl 10OKYMEHTOB.

TpeboBaHUs K TEKCTaM JOKYMEHTOB. SI3BIK U CTHJIb JOKYMEHTA.

. HOI[I‘OTOBK& TCKCTOB C HCIIOJIB30BaAHUEM KOMIIBIOTEPHOT'O IMTaKE€Ta IIporpamMmm Microsoft

Office.

Cocrasnenue u opopmiieHHE OCHOBHBIX JOKYMEHTOB.

[TpaBuna coctaBiaeHust U OPOPMIICHUS OCHOBHBIX OPTaHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB:
yCTaBa, MOJIOKEHHS, HHCTPYKILIMH, TOTOBOPa, KOHTPAKTA.

[TpaBuina coctaBiaeHust 1 OPOPMIICHUS OCHOBHBIX PACIIOPATUTEIBHBIX JOKYMEHTOB: IIPUKa3a
U PaCTIOPSKEHUS.

[TpaBuna coctaBiueHus 1 0(OPMIICHUS OCHOBHBIX CIIPABOYHO-UH()OPMALIMOHHBIX
JTIOKYMEHTOB: aKTa, CIIPaBKH, IPOTOKOJA, CIIY>KeOHOH, JOKIIaTHON U 0OBICHUTENBHON
3aIHUCOK.

[IpaBuna cocraBineHus u 0OpMIICHUS TOKYMEHTOB JINYHOTO IPOUCXOXKIEHUS: 00OpalleHne
110 HaiiMy Ha paboTy; HallMCaHUE Pe3oMe JJIs MOCTYIIEHUSI Ha paboTy 10 KOHKYPCY;
3asiBJICHHE O MpUeMe Ha paboTy; aBToOMorpadus; XxapakTepUCTUKA; 3asBIEHUE O MIEPEBOJE, O
IPEeJI0CTaBIEHUH OTIYCKa U T. II.

Opranu3zanus JOKyMeHT0000opoTa.

Bxoagmuii JOKyMeHTONOTOK. BHYTpeHHUN TOKYMEHTOMOTOK. Y4eT o0beMa
JOKYMEHTO000poTa.

OpraHu3anoHHOE MOCTPOCHUE CITYKOBI 1€TOMPOU3BOICTBA.

CucremaTtu3zanus 10kyMeHTOB. O011e TpeOoBaHuUs K CUCTEMATH3aIlUU JJOKYMEHTOB U
(OopMHPOBAHUIO JEII.

CocraBiieHre 3arojI0OBKOB JI€J U YCTAHOBJICHHE CPOKOB XpaHEHHUS JIEll.

Homenknarypa nen. ApXMBHOE XpaHEHUE JOKYMEHTOB U JIEIL.

CoBpemeHHbIe c11ocoObl U TEXHUKA CO3/IaHUS TOKYMEHTOB.

CpencTBa OprTeXHUKH, UCTIOIb3yeMble HA AaBTOMAaTU3MPOBAaHHOM pabodyeM MecTe ClelualIncTa
U PYKOBOJIUTESL.

Knaccudukanus cpeacTB opraHu3allMOHHON TEXHUKH JUI COBPEMEHHBIX O(UCHBIX
TEXHOJIOTH.

Konnenuus snekrponHoro oduca. KoMneroTepHble TEXHOIOTHH 00eCTIeYeHHs
YIIPaBICHYCCKOM JICATSIHOCTH: HHTETPUPOBaHHBIN makeT nporpamMm MicrosoftOffice.
JlenoBble 1 KOMMEPUYECKHE TUCHMA.

Knaccudukanus u cTpykTypa J1€710BbIX HceM. PEKBU3UTHI IMChbMa U UX PACIOJIOKEHUE.
CranpapTHble (pas3bl U BEIPAKEHUS.

OO0pa3ibl BapUaHTOB JIETIOBBIX MHCEM: TMChMa-TIPOCHObI, MMCbMA-OTBETHI (OTKA3bl),
COINPOBOIUTEINIBHBIE MUCbMA, TUCbMA-TIOATBEPKACHUS, FApAaHTHITHBIE TICbMA.

[TpaBuiia u popMbl KOMMEPUECKON MEPENUCKU € 3apyOSKHBIMU MTAPTHEPAMHU.

JlexcuKa U CTHIIb KOPPECTIOHACHIIMH, OOIIETIPUHATHIE B MEXKIYHAPOIHOM U JIEJIOBOM MHUDE.

Tunosble ¢ppa3bl U NOJIE3HBIE BHIPAKEHUS, HEOOXOAUMBIE PU COCTABICHUH MTHCEM
3apyOeKHOMY MapTHEPY.

Crucok COKpaleHH, 4acTo BCTPEYArOIIUXCSl B KOMMEPUYECKUX MHUChMax.

DopMbI KOMMEpPYECKHX MHceM: cOOp MHPOPMALIUU O J1€JI0BOM aKTUBHOCTH,
pecniekTabeabHOCTH (UPM; IPEASIOKEHNS U OTKIIOHEHHE MTPEITIOKEHUI U JIp.

OcoO6eHHOCTH KOMMEPUYECKOW KOPPECTIOHICHIIMM Ha aHTTTUICKOM, (PaHIly3CKOM M HEMEIIKOM
SI3BIKAX (SI3BIK BEIOMPAETCS T10 )KEJIIAHUIO CTYJCHTA).

CocraBieHue 1 OTIpaBKa MUChMa Yepe3 AMEKTPOHHYIO MOUTY 3apyOeKHOMY MapTHEDPY.
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37. KoppecnoHaeHI1sl, CBSI3aHHAsI C TPOBEICHUEM MTEPUOTNYECKUX MEPOIIPUATHI, U Ipodast
KOPPECIIOHICHIHS.

38. OOpa3ibpl BAPHAHTOB JIEJIOBBIX ITHUCEM, CBA3AHHBIX C TPOBEIECHUEM ITEPUOIUIECKIX
MEpONPUATHIA: HTHPOPMALMOHHO-PEKIIAMHBIC TTICbMA, MChMa-HATOMUHAHHS.

39. CocraBnenue Tenerpamm, TenekcoB U GpakcoB. OCHOBHBIE COKpAILIEHUS, HCIIOIb3YyEMbIE MPU
COCTaBJICHUH TEJIETPaMM U TEJIEKCOB.

40. CocraBiieHue 1 OTIPaBKa MUCEM Yepe3 AMEKTPOHHYIO MTOUTY B JIOKAIbHON BBIYUCIUTEIHHON
CETH.

41. Opranuzanusi paboThl C JOKYMEHTaMH, COIepKAIIUMU KOH(UICHIINATbHBIE CBECHUS.

42. Opranuzanus KOH(QHICHINATIHHOTO JIEIONPOU3BO/ICTBA.

43. CocTaB HOPMAaTUBHO-METOANYECKON 06a3bl KOH(MUICHIIMATBEHOTO JIEJIO0POU3BOICTBA.

44, Ponb M MECTO KOH(PHUICHIIMATHHOTO JACIOTPON3BOICTBA B 00E€CIICYCHUH 3aIIUTHI
KOH(pHICHIMAIBHON HH(OpMAITUH.

45. Co3znanue U y4eT KOH(pHUICHINATbHBIX JOKYMEHTOB, OPSI0K OOpAICHNUS C
KOH(UICHIIMATBEHBIMA JOKYMEHTaMHU.

46. Cxema mpoX0oKJISHHS JOKYMEHTA IPU CO3J[aHUU, PETUCTPAIIH U BU3UPOBAHHH, TIepeiada
KOH(UICHIIMATBHBIX JOKYMEHTOB BHYTPU OpraHU3aIlHH.

47. Cxema MpOoX0XkKIECHUS BXOSIINX U UCXOAAIINX KOH(DUICHINATBHBIX TOKYMEHTOB.

HpuMeprli/i TECT AJII UTOrOBOI'0 TECTUPOBAHMSI:

1. IOKyMeHT — 3TO:

2. J1enonpou3BOICTBO — 3TO:
3. Cucrtema J1OKyMEHTAIMM [IPECTABISET COOOM:

4. HopMaTUBHO-TEXHUUYECKUI JOKYMEHT, yCTaHABJIMBAIOIIMNA KOMIUIEKC HOPM, MTPaBUJI, TpeOOBaHUH K
00BEKTY U YTBEPKAAEMbIH KOMIIETEHTHBIMH OpraHaMH — 3TO:

5. UeM onpeznensieTcs cOCTaB yIpaBJI€HYECKUX JOKYMEHTOB B OpraHU3allNH:
e) DyHKIHUSIMH OpraHU3alUH
f) Tlopsimkom perieHus yrnpaBieHYECKUX BOIPOCOB
g) HopmatuBHBIMH aKTamu
h) OOGbeMOM H XapaKTepOM B3aUMOCBSI3€H C IPYTUMH OpTraHH3aIUIMH

6. HazoBute dopmarsl Oymaru, pa3pemieHHbie 11t 0QOPMIICHHS JIETOBBIX JOKYMEHTOB:
e) Al
f) A3
g) A4
h) A5
7. HomeHkIaTypa e mpeCcTaBIisieT COOO:

8. SIBnsercs nu HOMCp CUCTa OpraHnui3alu B Oanke 00s3aTeIbHBIM 3JIEMEHTOM PCKBU3UTA 08:

a) Ma
b) Her

9. U3 uero cocTouT rpu¢ coraacoBaHus JTOKyMEHTa
10. Ykaxure cBoicTBa ynpaBiieH4eCKol HH(OpMaluu:

€) AIpEecHOCTb
f) Kpartkocts TekcTa
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0) OdunumansHbIi XapakTep
h) TouHOCTH U3IOXKECHUS

11. B cocTaB yupenuTenbHOro J0ropopa BXOAMT:

12. Yaudukanust JOKyMEHTOB — 3TO

13. KagpoBas JoKyMeHTaIus: — 3TO:

14. Ha xakom Gsianke 0(hOpMIISIFOTCS paciopsANTENbHbBIE JOKYMEHTHI:
a) Ha oOmiem Omanke
b) Ha 6nanke mucema
€) Ha GnaHke KOHKPETHOTO BUJIa JOKyMEHTA

15. HITaTtHoe pacnucaHue yCTaHABIUBAET !

16. Pe3rome — 310:

17. KsanudukanuoHHBIM CIOPaBOYHUK JOJDKHOCTEH pPYKOBOJIUTENEH, CHEHHATUCTOB U APYTUX
CITYXaluX OIpeeIIsieT:

18. IlpenbsiBisieTcs 11 TPYA0Bask KHUXKKA MpU 0POPMIIEHHUHU Ha paboOTy 10 COBMECTUTENbCTBY:

a) la
b) Her

19. UHcTpyKuus Mo KaApoBOMY AEJIONPOU3BOACTBY MIPEACTABISAET COOOM:
20. lokyMeHTOO0OpOT — 3TO:

21. KakoBa ocHOBHas 3ajjaua JOKyMeHTO00O0poTa:
C) OBICTPOTA B IBUKEHHH JOKYMEHTOB
d) MakcHMHU3alus JOKyMEHTOIOTOKA
€) TpPSIMOTOYHOCTh B IBU)KECHHHU IOKYMEHTOB

22. B HOMEHKJIATypy Jel BKIIOYaI0TCS:
d) Bce menma opraHu3alMu, KypPHAIbI PETUCTPALIMHU, CIIPABOYHBIC KAPTOTEKU
e) BCC BXOOAIIUE, UCXOAAINNE U BHYTPEHHUEC JOKYMCHTBI OpraHu3alun
f) nmena u MOKyMEHTBI OpraHM3aIUK, KOTOPbIE OTHOCATCS K padOTe C KaJpaMH B OpraHH3alluK

23. BHyTpeHHHE TOKYMEHThI OpraHu3aIiy - 3TO:

24. JIOKyMEeHT, CO/IeprKalllMii 3alUCh X0/1a 00CYKIeHHS BOIIPOCOB U MIPUHATHS PEIICHUH Ha
coOpaHMsIX, 3aCeaHUSIX, COBEHIaHUIX, KOHPEPEHIIUAX, IETOBbIX BCTpeuax — 3To...

25. Tponecc oTHECEHUST JOKYMEHTOB K OTPEICTICHHOMY JIeTy ¥ CHCTeMaTH3aIHs TOKYMEHTOB BHYTPH
HEro Ha3bIBACTCs



