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1. IEPEYEHb IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUA 11(0)
AACHUIIJIMHE, COOTHECEHHBIX C IIJTAHUPYEMbBIMH PE3YJIbTATAMH
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. leab ocBoeHMST AUCHUIIJIUHBI

Llenbto OCBOCHHMSI JAUCIMIUIMHBI SIBISICTCS (OPMUPOBAHUE Y OOYYArOIIUXCS CICTYIOIINX
KOMIIETCHIINH:
Kox koMneTeHnun HanmeHoBaHUe KOMIIETEHIIMH

OK 02 Hcnonp30BaTh  COBpEMEHHBIE  CHOCOOBI  IIOWCKA,  aHaIW3a |
MHTEpIIpeTalud HMHPOPMAMM ¥ WHPOPMAIIMOHHBIC TEXHOJOTHU JUIS
penieHus 3a1a4 Npo(eCCHOHAIBHON IS TEITbHOCTH
OK 09 [Tonp30oBatbes nMpodecCHOHABHON TOKYMEHTAIMEH Ha rOCy1apCTBEHHOM
Y MHOCTPAHHOM $SI3bIKax

1.2. Ilnanupyembie pe3yJabTaThl 0CBOECHUS AU CHUIINHBI

B pe3ynbraTe 0CBOEHUS NUCUUIUIMHBL O00YyYaroIIUICs TOJIKEH:

yMeTh:

—oopMIIATE  OPraHU3aIMOHHO-PACHOPSAIUTENbHbIE  JIOKYMEHTBI B COOTBETCTBHH  C
nercrByromuM ['OCTowm;

—OCYUIIECTBIISITh 00pa0OTKY BXOJAIINX, BHYTPEHHUX U UCXOJAIIUX JTOKYMEHTOB, KOHTPOJb 32
HX HCIIOJIHCHHUEM,;

—0o(opMIIATH JOKYMEHTHI JUIs TIepeiadll B apXUB OPTaHU3aIUH.
3HATD:

—TIOHATHE JOKYMEHTA, €ro CBOICTBA, CIOCOOBI JOKYMEHTHPOBAHUS;

—IpaBUiia COCTaBJICHHUS M O(OPMIICHUS OpPraHU3AIMOHHO-PACHOPAIUTENBHBIX JOKYMEHTOB
(manee - OPJI);

—CHCTEMY U THUIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOECTeUeHUs yIpaBiieHUs (nanee -
A0Y);

—0COOCHHOCTH JIENIONPOM3BOJACTBA MO OOpalleHusM TpaxIaH H KOH(QUICHIIMAIBEHOTO
JIeJI0NPOU3BO/ICTBA.

1.3. MecTo AMCHUILINHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbl

Hucnunmmnaa — «JloKkyMeHTanMoHHOEe  oOecliedeHHe  YNpaBICHHS»  OTHOCHTCS K
npo¢eCCHOHATBHOMY LUKy 00IEenpopecCHOHaNbHBIX JUCIMILIMH OCHOBHOM MpodeccHOHaNbHOM
00pa30BaTeNbHOMN MPOrpaMMBl.



2. CTPYKTYPA U COAEP)KAHUE JUCIUITIJIMHBbI
2.1. O0bém yueOHOM TUCUMILIMHBI M BUAbI Y4eO0HOIi padoThI

OObmast TpyA0EMKOCTh TUCIMIUIMHBI cOocTaBisieT 36 wacoB. VX pacmpenenenue mo BUIaM
paboT MpeACTaBICHO B TaOIHUIIE:

Buabl yueOHBIX 3aHATHI U pad0THI 00yYaIOLIUXCS TpyaoeMKoCThb, 4ac
OO611asi TPy10€eMKOCTb TMCIUTILINHBI 36/36
O0bem padoThl 00yYAKOIIMXCSI BO B3AUMOAEHCTBUM € 34/8
npenojaBaresjieM 10 BUAaM y4eOHbIX 3aHsATHH (BCero), B T.4.:
JICKIIHH 18/4
nabopaTopHbIE pabOTHI -
NPAaKTUYECKHUE 3aHATHS 14/2
KYPCOBOE IMPOEKTUPOBAHUE (KOHCYJILTAIUN) -
CamocTosiTeIbHAsI paboTa 2/2
KoHTpoab (4ackl Ha 3a4er) 2/28
KoncyabTanus nepea 3k3aMeHOM -
IIpome:xkyTouHasi aTTecTanus 3a4er




2.2. Conep:kaHue TUCHUIIMHBI, CTPYKTYPHPOBAHHOE M0 TeMaM

Koasb! Bujbl yue0Hol padoThI
KOMIIET€HITHIA, Pa6ora Bo
dopmupoanuio B3aHMO/IeCTBHH C =
KOTOPBIX npenoaaBatejiemM g
CIoCco0CTBYET @ o g 5 DopMBbI TEKYLIEr0 KOHTPOJIsA
3JIeMeHT HaumeHoBaHMe pa3/ielioB, TEM § = § g c:§ E & (HaHMeHOBaHHe OLEHOYHOr0
NporpamMMel = E‘ 5 g5 E é cpencTBa)
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OK 02,0K 09 Tema 1. JIoKyMeHT U CHCTeMBI TOKYMEHTAUH 2/1 TecTupoBaHue MO TeMe
ConepkaHue TEMBI: BrInonHeHne MpakTHYeCKUX
1.3HaueHue u conepkaHue AUCHUIUINHBI «/JOKyMEHTAaIMOHHOE 00eCTIeUeHNE YIIPaBICHUS. 3aaHui
2.IToHsiTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHUEY, «TOKYMEHTAlHOHHOE o0ecrieueHre
YIPaBICHU.
3.YHuduKanms 1 craHIapTH3ALMH YIPABICHUYECKUX JOKYMEHTOB.
[Ipaktuueckoe 3ansarue Ne 1. JIokyMEHT U CUCTEMBI IOKyMEHTaLlUU 21-
Odhopmaenue ocHOBHBIX peKBUIUMOE DOKYMEeHmo8 Ha (hopmame A4.
CamocrosTenbHast padoTa 00ydJaromuxcst -14
W3yyeHne pekoMeH/I0BaHHOM UTEpaTyphl U MOATOTOBKA K YCTHOMY ompocy: [lonsTHe:
«BUJI YIIPABIEHUYECKOTO JOKYMEHTa», €r0 CBA3b C QYHKUMAMHU ynpasieHus. OyHKImMn
YIPaBJIEHYECKOTO JOKYMEHTA: yIpaBieHYecKast, QYHKIHSI XpaHeHUs CBEICHUH,
JIOCTOBEPHOCTH KOTOPBIX 3aBE€PEHa; Hay4yHas, IPaBOBasi; COI[MATIbHAS; KyIbTypHas;
nHpopMannoHHas; KoMMyHHKaTuBHas. Kiiaccudukaius yrnpasieHuYeCKHX JOKYMEHTOB 110
coiepkaHuio (110 BHIAM JISITEIFHOCTH): OPTaHU3alMOHHBIE, PACIOPSIANTEIbHEIE,
nHPOPMAIMOHHO-CIIPABOYHBIE.
W3ydenne peKOMEHIOBAaHHOM JIUTEPATYpPHI, JIEKIIHI ¥ TOATOTOBKA K TUCKYCCHH TT0 TeMaM
Jlexmuii
OK 02,0K 09 Tema 2. Opranu3anMoOHHO-PACHIOPSAINTEIbHbIE JOKYMEHThI 4/1 TectupoBanue 1o Teme
ConeprkaHue TEMBI: BeInonHeHne npakTU4ecKux
1. Opranu3zanoHHbIE JOKYMEHTHI — YCTaB, YUpEAUTEIbHbIE JOTOBOD, TOJI0KEHHE, HHCTPYKIHS 3aJaHui
2.PacnopsauTenbHbIE JOKYMEHTHI — IPUKA3, paCoOpsKEHNE, YKa3aHUe, IOCTAHOBJICHUE, PELICHNUE.
3.CnpaBovHO-MH()OpPMALMOHHbIE JOKYMEHTBI: CIy)K€OHasl 3aIicKa, OOBSICHUTEIbHAS 3aIiCKa, aKT,
IIPOTOKOJI, CIIPABKa, CIIy>KeOHBIC MUChMa.
IIpaxtryeckoe 3anaTue Ne 2. OpraHu3alOHHO-PACIOPSIUTENbHBIE JOKYMEHThI 212
ITpakTryeckoe 3aganue: cocraBneHne [10M0KeHUs 0 CTPYKTYPHOM HOAPAa3IeICHHN
CamocTosTenpHas padoTa 00ydJaronuxcs -14
H3yuenue pekomeH008anHoU Tumepamypul u 1eKyutl no meme 2, n0020mMo8Ka K
NPAKMUYECKOMY 3a0aHUI0




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(hopMUpPOBaAHUIO B3aHMOJIEiCTBHH € =
KOTOPBIX npenojaBarTejaeM g
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Ipaxmuueckoe 3adanue: Paspabomka wabnona u cmpykmypuvl meKcma opeaHu3ayuOHHO-
pacnopsaoumenbHo20 OOKYMEHMA 8 21eKMPOHHOM 8UOe.

OK 02,0K 09 Tema 3. KagpoBasi JoKyMeHTaIUs TectupoBaHue 1Mo Teme
CopepxaHue TEMBL: 31 BrinonHeHne npakTUYeCKuX
1.lokyMEeHTHpOBaHNE TPYIOBEIX IMPaBOOTHOIIEHUH. CocTaB M 0COOCHHOCTH 0(OPMIICHHS 3aaHAN
JOKYMEHTOB I10 JINTHOMY COCTaBY.
2.KoMIutekToBaHue TUYHOTO Jiesia. ABToOHorpadus. Pesrome. 3asiieHue o npreMe Ha padoTy.

IIpuka3bl 1O TUYHOMY COCTaBY.

IIpaxtrnueckoe 3anarue Ne 3 Kagpoas foKyMeHTanus 2/-
Ipaxmuueckoe 3adanue: Cocmasnenue 1uyHou kapmouxu gopmot T2

CamocrosrensHas paboTa 00ydaromuxcs -14
H3yuenue pexomenoogannoil iumepamypul u rexyuil no meme 3. [loocomoexa

NpAKMu4eckomy 3a0anuio

OK 02,0K 09 Tema 4. JIoroBopHo-npaBoBasi J0KyMeHTANUS 2/1 TecTupoBaHue MO TeMe
ConepxaHue TEMBI: BrImoHeHNE TPaKTHIECKUX
1.IlousiTust foroBopa. Buasl 1oroBopos. 3aJaHuN
2.IlpaBuna oopmireHHs TPETEH3MOHHBIX ITHUceM. POPMYIISIp HCKOBOTO 3asIBIICHUS, TPEOOBAHUS K
ero oopmiIeHHIO
IIpaxTuyeckoe 3anarue Ne 4 JloroBOpHO-TIpaBOBasi JOKYMEHTALUs 21-

Ipaxmuueckoe 3adanue: Cocmasienue pasiuiHblx 6008 002080P08, NPEMEH3UOHHBIX NUCEM
CamocrosTenbHast paboTa 00y4aroIUXCs: U3yUeHUue peKOMeHOOBAHHOU JUMepamypul u 1eKyuti no -14
meme 4. [lodeomoska Kk npakmuieckomy 3a0aHuo

OK 02,0K 09 Tema 5. IloHsiTHE AOKYMEHTO00OPOTA, pErHCTPALHUS T0KYMEHTOB 3/- TecTupoBaHue MO TeMe
CojepxkaHue TeMbl: BbinonHeHHe MPaKTHYeCKUX
1.CoctaB u yueT 00beMa JOKyMEeHT000opoTa mpeanpusitaii. Opranu3aius padboThl ¢ BXOASIIEH, 3a1aHni
HUCXOJISIIIEH U BHYTPEHHEH IOKyMEHTalei
2. Ba3bl maHHBIX U1 XpaHEHHUs JOKyMEeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 311eKTpOHHBIMH
JOKYMEHTaMH.

[Ipaktuaeckoe 3ansaTue Ne 5 [ToHATHE TOKYMEHTOOOOPOTA, pETUCTPAITUI TOKYMEHTOB 2/-
Ipaxkmuueckoe 3a0anue: Cocmagnenue u 3anoaHeHue Qopmul HCYPHALA pecUCmpayuu

BX00SUUX OOKYMEHMOB, UCXOOAUWUX OOKYMEHMO8 U (DOPMY HCYPHANA PecUCmPayuu

menegoHocpamMm (UHmMmepaKmueras popma).




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(l)opan()BaH“m B3aUMO/IEHCTBHH C -
KOTOPBIX npemnogaBaTeieM g
CrocoGCcTByeT o o g § @DopMBI TEKYLIEr0 KOHTPOJISt
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CamocrosTenbHas padoTa 00ydJaromxcs -14
H3yuenue pekomen0o8anHol tumepamypul i 1eKyull no meme 5, n0020mosKa K
NPAKMUYECKOMY 3A0aAHUI0 U YCIHOMY ONpOCY.

OK 02,0K 09 Tema 6. Opranu3anusi ONEPATHBHOIO H APXMBHOI'0 XPAHEHHUS JOKYMEHTOB 2/- TectupoBanue 1o Teme
ConeprkaHue TEMBI: BrimonHeHNE TPaKTHIECKUX
1.HomeHnknartypa nen. UHniuBuayansHble, CBOAHbIE, IPUMEPHBIC U TUIIOBbIE HOMEHKIATYPHI AE. 3aaHui
2.IloAroToBKa U MOPAIOK IEpeayuu JIel B apXuB. 3aKOHOAATEIbHbIE aKThl 1 HOPMaTHBHO-

METOJMYECKHE JOKYMEHTHI IO apXHUBHOMY XPaHEHHUIO TOKYMEHTOB.

[Ipaxtrueckoe 3aasaTre Ne 6 OpraHu3anus onepaTHBHOIO M APXMBHOT0 XPAHEHHUs JOKYMEHTOB 21-

YetHsiif onpoc: CucteMaTH3anys U XpaHEHHE yIPaBIEHUYECKUX JOKYMEHTOB

[IpaxTrueckoe 3ananue: CocTaBiIeHNE 3ar0JIOBKOB A€ JUTsI CUCTEMAaTH3aluK TOKyMEHTOB B

Jena.

CamocrosTenbHast paboTa 00ydJaromxcs

W3yunts, NCTIONB3ys pEKOMEHIOBAaHHYIO JUTEpaTypy TeMbl: [IpaBuia rpynmnupoBKa 1/4
JOKyMEHTOB JIeJIa TI0 BHJaM M XpOHOJIOTHH. [10Ar0TOBKa JOKYyMEHTOB K apXUBHOMY

XpaHEHHI0. DKCIEPTH3a IEHHOCTH JOKYMEHTOB.

IToAroTOBKa K yCTHOMY ONpPOCY U NPAaKTUYECKOMY 3a1aHUI0

OK 02,0K 09 Tema 7. Opranu3anusi padoThbl ¢ KOHQUIEHIUAIbHBIMA T0KYMEHTAMHU 2/- TecTupoBaHue MO TeMe
ConeprkaHue TEMBL: BeInonHeHne NpakTU4ecKux
1.be3onacHOCTh IEHHBIX WH()OPMAIIMOHHBIX PECYPCOB. 3a1aHUI
2. llennas nadopmaius 1 KOHQHUICHIHATbHBIE JOKYMEHTHI. [loHsATHE KOHDHUICHINATEHOTO
JOKYMEHTA.

3. OcHOBHBIE HOPMATHBHBIE JOKYMEHTHI, pEerJIaMeHTUPYOINe paboTy ¢ KOHPHISHINATBHOM
nHpOpManuei.
4. Tlopsimok paboThl ¢ KOH(PHUICHINAIEHBIMU TOKYMEHTAMH.
[Ipaxtraeckoe 3aaarue Ne7 Opranuzauus padéoTbl ¢ KOHPUAEHIMATbHBIMHU T0KYMEHTaAMH 2/-
Ipaxkmuueckoe 3a0anue: cocmaeienue Ilepeuns 0OKyMeHmMos, KOMopwvle He MO2ym
COCMABAMb KOMMEPHECKYI0 MAUHY yupestcoeHus
CamocrosrtenbHast padboTa 00ydaromuxcs 1/4
H3zyuenue pexomenoosannoii iumepamypul u aekyuii no meme 1 Iloocomosxa
NPAKMULECKOMY 3A0aHUI0.
HUTOTO3a 5 cemectp | 18/4 14/2 2/28




2.3. @opMbI U KPUTEPHUHU TEKYIIEro KOHTPOJIS YCIIeBaeMOCTH (TEXHOJIOTHYecKasi KapTa JJisl CTyJIeHTOB 04HOI (p)opMbI 00ydeHH )

(I)OprI TeKymeFO KOHTpOJ'[ﬂ KouaunuecTBo KOHTPOJIBbHBIX KoamnuecTBo 6a110B 32 1 KOHTP. TOYKY Maxkc. BO3M. KOJI-BO 02J1710B
TOYEK
TecTupoBaHue M0 TeMaM JIEKIIMOHHBIX 3aHATHI 7 5 35
BrinonHeHne npakTuyeckux 3aganui mo remam: 1,2,3, 5-7 6 10 60
BrinosHeHne npakTuyeckux 3ajaHuil no temam: 4 1 3) 5)
HToro mo aucuunjinge 100 6aas0B

2.4. Illkana oueHKHU Pe3yJIbTATOB OCBOCHHS JMCIUIJIHMHDBI, CGOPMUPOBAHHOCTH Pe3yJIbTATOB 00yUeHUsl

IxaJjbl OeHKH YPOBHA

YciaoBus gomycka

IIxaja oeHKH YPOBHSI OCBOCHMS JUCHHUIINHBI

®opma npoBeAeHUs
NPOMEKYTOYHOM copMUPOBAHHOCTH Pe3y/1bTATOB
arTecTalum 00y4yeHust
VYpoBHeBas mikaia 100 GanpHas mkana, | 100 GanpHas mkana, 5-6amnpHas mkana, Henu hepeHIpoBaHHa
OIIEHKH KOMITETEHINIT % % Jud depeHIpoBaHHas OLleHKa/6at sI OLICHKA
3auer (10 pe3yJbTaTaMm JIOMTYCKAOTCS BCE JIONTOPOTOBBIN HIKe 61 HIDKe 61 «HEYJOBJICTBOPUTEITHLHOY / 2 HE 3a4TEHO
HAKOIUTEIBHOTO CTYAECHTBI MOPOTOBBIN 61-85,9 61-69,9 «yIOBJIETBOPUTENHHO» / 3 3a4TEHO
peiiTuHra uim B opme 70-85,9 «xopomio» / 4 3a4TEHO
KOMIBIOTEPHOTO MTOBBIIICHHBIH 86-100 86-100 COTIUYHOY / 5 3a4TEHO
TECTUPOBAHUS)




3. METOJAUYECKHUE YKA3AHUS JJI51 OBYUYAIOIUXCSI IO OCBOEHUIO
JUCIATLITAHBI

3.1. OOmme MeTOANYECKHE PEKOMEHJANUM 1O OCBOEHUIO JUCHHUILIMHBI,
o0pa3oBaTejibHbIE TEXHOJIOTHHU

JucuuruiiHa — peanu3yercss  MOCPEACTBOM — MPOBEACHUS  KOHTAaKTHOW  paboThl ¢
oOyuaromumucs (BKJIIOYasi MPOBEACHUE TEKYIIEr0 KOHTPOJIS YCIIeBAeMOCTH), CaMOCTOSATEIbHON
paboThI 0OYyJAIOUINXCS M TPOMEKYTOUHOM aTTECTAIIH.

KonTaktHas paboTa MOXET ObITh ay[UTOPHON, BHEAYAUTOPHOM, a TaKXKe MPOBOJAUTHCS B
ANEKTPOHHOU HH(OPMAIIMOHHO-00pa3oBaTenbHON cpene yHuBepcurera (manee - OUMOC). B
cllydae TMPOBEACHHUS YaCTH KOHTAaKTHOH paboTel mo auctuiimae B DOMOC (B COOTBETCTBUHU C
pacmucaHueM Yy4eOHBIX 3aHATHM), TPYAOEMKOCTh KOHTAkTHOW padora B DMOC sKkBUBaJCHTHA
ayTuTOpHOM padoTe.

[lpu mnpoBexpeHMH Y4EeOHBIX 3aHATUH TO JUCHUIUIMHE OOECIIEYMBAETCS pAa3BUTHE Y
0oOy4aroluXxcsi HAaBBIKOB KOMAHIHOW pabOThl, MEXJIMYHOCTHOW KOMMYHUKAIIMM, MPUHATHUS
pelIeHni, JIUAEPCKUX KayecTB (BKJIKOYas IPOBEJCHUE HWHTEPAKTUBHBIX JIEKIUH, TPYHNIIOBBIX
JIUCKYCCUM, POJIEBBIX WIp, TPEHUHIOB, aHaJiW3 CUTyallud ¥ WMHUTALMOHHBIX MOJENeH,
IpenojaBaHue JUCIUILUIMHBL B (OpME Kypca, COCTABIEHHOTO HAa OCHOBE PE3YJIbTaTOB HAYYHBIX
UCCIIEIOBaHUM, TPOBOJMMBIX YHUBEPCHUTETOM, B TOM 4YHCI€ C YYETOM pPErHOHAIbHBIX
ocoOeHHOCTEH  TPOPECcCHOHANBHON  JESITEIBHOCTH  BBITYCKHUKOB W TOTpeOHOCTEH
paboTonaTenei).

[IpenogaBanve  AMCUMILIMHBI ~ BEAETCA C  NPUMEHEHHEM  CIEAYIOLIUX  BUJOB
00pa30BaTeNbHBIX TEXHOIOTHH:

-0a11IbHO-PEUMUH208as MEXHOL02USA OYEeHUBAHUSL,

- 91IeKMPOHHOE 00yYeHue;

- pazbop KOHKpemHbIX CUmyayuil,

Jlns oueHKU 3HAHWM, YMEHUH, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETCHIIUU I10
JUCHUIUIMHE MPUMEHsIeTCs OallIbHO-pPEHTUHIOBAsE CHCTEMa KOHTPOJISI M OLIEHKH YCIIEBa€MOCTH
CTY/I€HTOB. B 0CHOBY 0asIbHO-PEUTHHTOBOM CHCTEMBI MOJ0XKEHbI MPUHLUIBI, B COOTBETCTBUU C
KOTOPBIMH (POPMUPOBAHUE PEUTHHIA CTYAEHTAa OCYLIECTBISETCS B XOAE TEKYLIEro KOHTPOJIS
ycrneBaeMocTH. MakcuManbHoe KoJmuecTBo 6amioB B cemectpe — 100.

[To utoram Tekylield yceBaeMOCTH CTYACHTY MOKET ObITh BBICTABJIEHA OLEHKA IO
MIPOMEKYTOUHOM aTTEeCTallud B COOTBETCTBUHU 3a HaOpaHHBIMH 3a ceMecTp Oamnamu. CTyaeHTam,
HaOpaBIIUM B XOJI€ TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH Mo AucuuiinHe oT 61 no 100 GannoB u
BBINOJIHUBUIMM BC€ 00s3aTeNbHbIE BHJIbl 3allJJAHUPOBAHHBIX YUEOHBIX 3aHATHH, MO PELICHHIO
npenojaBaTenss 0€3 MPOXOXKICHHS NPOMEXKYTOUYHOW aTTeCTalluM BBICTABISIETCS OLEHKAa B
COOTBETCTBHUH CO IIKAJION OLEHKU PE3YIbTATOB OCBOCHHUS JUCIIUILINHEL.

Pe3yabTar 00y4yeHuss cuuTaercsi cGOPMHUPOBAHHBIM (IMOBBILICHHBIN YPOBEHBb), €CIU
TEOPETUYECKOE COJIepKaHNEe Kypca OCBOCHO MOJHOCTBIO; IMPU YCTHBIX COOECEIOBAaHUSAX CTYJEHT
MCYEpIBIBAIOIIIE, MTOCIE0BATENbHO, YETKO U JIOTUYECKH CTPOWHO M3JIaraeT yd4eOHbI mMaTepua;
CBOOOJHO CIIpaBIII€TCSl € 3ajJadaMy, BONPOCAMHM M JPYTUMH BHJAMM 3aJaHUl, TpeOyroUIux
MIPUMEHEHUSI 3HaHWM, UCIOJIb3YeT B OTBETE JOMOJHUTEIbHBIA MaTepuai; BCe MPEAyCMOTPEHHBIE
paboueil yueOHOIl mporpamMmoil 3agaHMs BBIOJHEHBI B COOTBETCTBUU C YCTaHOBJIEHHBIMU
TpeOOBaHUSAMH, CTYAEHT CIOCOOEH aHalu3UpOBaTh IOJIYYEHHbIE pE3yJIbTaThl; MPOSBISET
CaMOCTOSITEJIbHOCTh TIPU BBINIOJHEHUHW 33JaHUM, KA4eCTBO HX BBINOJIHEHMSI OLIEHEHO YHCIOM
6amioB or 86 g0 100, 4TO COOTBETCTBYET MOBBIIMIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH
pe3yabTaToOB 00ydeHUs.

PesyabTar 00y4enuss cumraercs cpopMHMpPOBaHHBIM (IIOPOrOBbLIH YPOBEHb), €CIU
TEOPETUYECKOE COJIEpKaHNE Kypca OCBOCHO MOJHOCTHIO; IPU YCTHBIX COOECEIOBAaHUSAX CTYIEHT
MOCJIEZI0BATEIbHO, YETKO U JIOTUYECKH CTPOMHO M3/1araeT y4eOHbBI MaTepuai; CIpaBiIseTCs C
3aJjauaMH, BOINPOCAaMM M JAPYTUMM BHUJAMHU 33aJaHUN, TPeOYIOUIMX NPUMEHEHHs 3HaHWI; Bce
MIpelyCMOTPEHHbIE pabouell yuyeOHOM MporpaMMoOil 3afaHusl BBINOJHEHbI B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBAaHUSAMH, CTYIEHT CIOCOOEH aHAIM3MPOBATH IOJIyUYEHHBIE PEe3yJIbTAThl;
MIPOSBIIIET CAMOCTOATEIBHOCTh MPU BBIMOJIHEHUU 33JaHHN, Ka4eCTBO MX BBIIIOJIHEHHUS OLIEHEHO



10

gucioM 6amiaoB oT 61 10 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(OPMHPOBAHHOCTH
pE3yIbTaTOB O0yUYCHHUS.

Pe3yabTaT 00yueHus cuuraercss HecOpMHUPOBAHHBIM, €CJIU CTYJICHT IIPU BBITOJIHEHUU
3aJlaHuil HEe JEMOHCTPHUPYET 3HAHWK y4eOHOTO Marepualia, IOMYyCKaeT OIMMOKH, HEYBEPEHHO, C
OOJBIIMMU 3aTPYIHEHUSMHU BBINIOJNHSACT 3aJaHUs, HE JEMOHCTPUPYET HEOOXOIMMBIX YMEHH,
KAaueCTBO BBIMOJTHCHHBIX 33JJaHUI HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBAHUSM, KQUECTBO UX
BBITIOJTHEHUS OLIEHEHO YUCIIOM OajlsioB HIKE 61, 4TO COOTBETCTBYET IOMOPOTOBOMY YPOBHIO.

3.2. MeToanyecKue yKa3aHUs M0 CAMOCTOSITeJIbHOW padoTe 00y4yarouuxcs

CamocTrosaTenbHas paboTra oOecrneynBaeT MOATOTOBKY OOY4YaromIerocs K ayJIuTOPHBIM
3aHATUSM M MEPOIPUITHSIM TEKYLIEro KOHTPOJS U IPOMEXKYTOYHOM aTTeCTalluy MO0 U3ydaeMoil
TUCHUIUIMHE. Pe3ynbrarhl 3TOW MOATOTOBKH MPOSBISAIOTCS B aKTHMBHOCTH OOydYarollerocs Ha
3aHATUSX M B KAueCTBE BBHIMOJIHEHHBIX TMPAKTHUECKUX 3aJaHUld M JIpyrux (opM TeKymiero
KOHTPOJISL.

[Tpu BBIIONIHEHUHU 3aJlaHUU IJII CAMOCTOSTEIBHONH PabOThl pEKOMEHAYETCs MpopadoTKa
MaTepUaAJIOB JICKIIMHA MO KaXJOW NPOMACHHON Teme, a TakKe H3Yy4YeHUE PEKOMEHIyeMOn
JUTepaTyphl, peAcTaBieHHON B Paznene 4.

B mpouecce camocTosTenbHOW pabOThl MPU U3YUYEHUU IJUCIHUIUIMHBI CTYAEHTHI MOTYT
HCII0JIb30BaTh B CINIELUAIU3UPOBAHHBIX ayAUTOPUSIX JUIsl CAMOCTOSITENIbHOM pabOThl KOMIIBIOTEPHI,
o0ecneunBamIIeMy JOCTYll K MPOrpaMMHOMY OOECIeUeHUI0, HEOOXOAUMOMY ISl H3y4YeHUs
JUCHMIUIMHBL, a Takke JOCTyll 4Yepe3 HH(POPMalUOHHO-TEIEKOMMYHUKAIMOHHYIO CETb
«IHTEepHET» K ANEKTPOHHOU MHPOPMAIIMOHHO-00pa3oBaTenbHoM cpene yauBepcurera (QUOC) u
aneKTpoHHOU Onbnmoteunoit cucreme (OBC), rie B 371€KTPOHHOM BUJE PACIIONAraroTcsl yueOHbIe
1 y4eOHO-METOUYECKIE MaTepHalIbl, KOTOPbIE MOTYT OBITh UCIIOJIb30BAHBI IJISl CAMOCTOSITENIbHOM
paboTHI P U3YYEHUH TUCIIUTUTHHEL.

Jns obywaromuxcss mo 3a04yHoi (opme 0oOydeHHs] caMmOCToATeIbHas paboTa SBISETCS
OCHOBHBIM BHJIOM Y4€OHOM J1€ATENbHOCTH.

4. YYEBHO-METOJNYECKOE W WH®OPMAIIMOHHOE OBECIHEYEHWE
TV CHMUTIINHBI

4.1. TlepeyeHb OCHOBHOII M [IONMOJHHUTEJIbHOI y4eOHOMH JUTEpaTypbl, HEOOXOAUMOI
JJIS1 OCBOEHMS IV CIIUTITTHHBI

OcHoBHas JMTEeparypa:

1. brikoBa, T. A. JlIokyMeHTaIlMOHHOE OOeCTIeUeHHnEe yIpaBieHus (JeT0POU3BOACTBO)
yue0. mocobue Juis CTYIeHTOB cpei. mpod. obpasoBaHus mnmo creunuanbHocTsM 38.02.01
"OxoHomuKka U Oyx. yuer (mo orpacisam)"”, 38.02.02 "Crpaxos. aeno (mo orpacisim)", 38.02.03
"Onepan. npearenpHocTh B Jjoructuke", 38.02.04 "Kommeprus (mo otpacisam)”, 38.02.05
"ToBapoBefeHHE M dKcrepTu3a kadectBa mnotped. ToBapo", 38.02.06 "dunaucer", 38.02.07
"bank. neno" / T. A. beikoBa, T. B. Ky3nernosa, JI. B. Cankuna ; nox pen. T. B. Ky3uenosoit. — 2-
e u3., nepepad. u momn. — Jlokyment read. — Mocksa : UH®PA-M, 2021. — 304 c. — (Cpennee
npodeccuonansHoe obpazoBanue). — Ilpun. — URL: https://znanium.ru/read?id=360476 (mata
obpamenus: 11.03.2025). - Pexxum gocrtyma: juist aBTopu3s. mois3oBateneid. — ISBN 978-5-16-
106774-1. — TekcT: SNEKTPOHHBIMH.

2. Tmamuii, E. B. JlokyMeHTallMOHHOE OOECIICUeHUE YIpaBieHHUS . y4deO. mocobOue Juis
cpen. npod. odpasosanus / E. B. I'maguii. — JJokyment read. — Mocksa : PUOP [u mp.], 2020. —
249 c¢. — (Cpemmee mpodeccuonampHoe oOpaszoBanue). — Ilpmn. - CrnoB. — URL:
https://znanium.com/read?id=354819 (nara oOpamenus: 02.12.2025). - Pexxum mocryma: s
aBTopu3. monb3oBarenei. — ISBN 978-5-369-01042-6. - 978-5-16-103959-5. — Tekct
JJIEKTPOHHBIN.

3. OCHOBBI JICTIONPOM3BOJICTBA . y4eO. MocoOHMe I BY30B IO HAMPABICHHIO IMOJTOT.
38.03.01 "Dxonomuka" (kBamudukaims (cremneHb) "OakamaBp") / A. M. Acammes, U. W.
Muponosa, E. A. Kocapesa, I'. I'. BykoBuu. - 2-¢ u3f., ucnp. u jgoi. - JlokymenT read. - Mocksa :
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NH®PA-M, 2025. - 146 c. - (Beiciiee oOpasoBanme). - [Ipum. Bomp. Kk sk3ameny. - Kpar.
tepmuHoi. cioB. - URL: https://znanium.ru/read?id=461538 (nara oOpamenus: 19.03.2025). -
Pexxum noctyma: mms  aBTopum3. moib3zoBarened. - ISBN  978-5-16-111891-7. - Tekcr
JJIEKTPOHHBIN.

JlonoIHUTeILHAS JTUTEpPaTypa:

4. 3BepeBa, B. II. Opranuszamust ¥ TEXHOJOTHA pabOThl C KOH(PHICHIMATbHBIMH
JOKyMEHTaMu : yudel. mist cpea. mpod. obpazoBanus mo crneruanbHocTH 2.10.02.1 "Opr. u
TexHosorus 3amuthl nHGopmarnuu" / B. I1. 3Bepena, A. B. Hazapos. — JlokymenTt read. — MockBa
: Kype [m ap.], 2023. — 320 c. — (Cpennee mpodeccuonansHoe obpazoBanue). — ['moccapuii. —
URL: https://znanium.ru/read?1d=428073 (mara obpamenus: 06.02.2025). - Pexxum noctyna: mis
aBTopu3. monb3oBareneir. — ISBN 978-5-906818-96-6. - 978-5-16-105466-6. — Tekct
3JICKTPOHHBIN.

S. KupcanoBa, M. B. Kypc amenompousBozactBa. J[okymMeHTalmoHHOE obecreueHune
ylpaBiieHUsl @ yde0. mocobue A By30B IO HampasieHusM noarot. 38.03.01 "Dxonomuka",
38.03.02 "MenemxmenT" kBanudukanus (creneHsb) «bakamaBp» / M. B. Kupcanoma, H0. M.
AxkceHoB ; HoBocu6. roc. yH-T 5KOHOMUKH H yrp. — 6-¢ u3z., ucnp. u gon. — Jlokyment read. —
Mocksa : THOPA-M, 2020. — 257 c. — (Breicuiee obpazoBanue - bakamaBpuar). — Kpar. cioB.-
copaB. - Kpat. cnos. TepmunoB. — URL: https://znanium.com/read?id=358180 (mata oOpareHus
03.04.2025). - Pexxum mocrymna: aisi aBropu3. nonb3oBareneit. — ISBN 978-5-16-006789-6. - 978-
5-16-104755-2. — TekcT : AICKTPOHHBIN.

6. Kyszuenos, U. H. [lemonpoun3BoactBo : yueod.-cipaB. mocodue / U. H. Ky3nenos. —
12-e uzn., nepepad. — Jokyment Bookread2. — Mocksa : JlamkoB u K, 2023. — 406 c. — Cnos.
OCHOB. TEPMHUHOB U COKp. - [Ipwmi.: OOpa3ibl OCHOBHBIX BHUAOB JIOKyMeHTanuu; OTpacieBbie
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKU IODKHOCTEH paOOTHUKOB, 3aHATHIX Ha MPEANPHUATHIX, B
YUPESKACHUSAX U OPraHU3alusaX; PekoMeH au o UCIob30BaHUIO MTPH HAITUCAHUN TOKYMEHTOB
OTJIENbHBIX HanboJiee YacTo YMOTPEeOISEMBIX CJIOB M YCTOMUYMBBIX cioBocoueTaHuii. — URL:
https://znanium.ru/read?1d=431507 (matra oOpamenus: 04.02.2025). - Pexum npocrtyma: mis
aBTOpU3. nosb3oBarenei. — ISBN 978-5-394-05261-3. — TekcT : 27€KTPOHHBIM.

7. VYyebHo-MeToAMUECKOE ~ mocoOue To  aucuuiuiiHe  "J[OKyMEHTalMoHHOE
obecrieyeHue ynpasieHus" : 11 cTyaeHToB cnenuaabHocTei 09.02.05 "Ilpuknan. uapopmaTuka
(o otpacnsim)", 38.02.01 "DxoHomuka u Oyxrant. yuer (mo orpacisam)”, 38.02.07 "bank. geno",
38.02.04 "Kommepuus" (mo orpacism) cpen. mpo¢. odpasosanus / [IoBoik. roc. yH-T cepBuca
(®I'bOY BO "IIBI'YC"), Kag. "Oxonomuka u ynp." ; coct. I'. B. Beromxko. — lokyment Adobe
Acrobat. — Tomesttu : TIBI'YC, 2019. — 957 KB, 65 c. — URL: http://elib.tolgas.ru/ (mnara
obpamenus: 27.11.2025). - Pexxum nmocryna: mis apropu3. noib3zoBateneid. — 0-00. — Tekcr :
JJIEKTPOHHBIN.

HOpMaTI/IBHO-HpaBOBbIe AKTBhbI:

8. 006 apxuBHOM zene B Poccuiickoit @enepannn: @enepanbhblii 3akoH ot 22.10.2004
Nel25-®3 (mocnemusisi pen.) : [mpunar [oc. Hymoit 1 oktabpst 2004 r.: ogoOpen CoBerom
@eneparun 13 oktsa6ps 2004 r.]. — Tekcr : anexTponHsiit // Koncynsrant Ihmoc : caiit. — URL:
https://www.consultant.ru/document/cons _doc LAW 1406/ (nara oo6pamenus: 05.02.2025).

9. O xommepueckoil TaiiHe : PenepanbHbli 3akoH 0T 29.07.2004 Ne98-D3
(mocnemusisa pen.) : [mpunar ['oc. Jdymoit 9 urons 2004 r : omo6pen Coerom Deneparuu 15 uromst
2004 r.]. — Tekcr: onexkrponnsi //  Koncymprant Ilmioc: caiit. - URL:
https://www.consultant.ru/document/cons_doc LAW 48699/ (nara obpamenus: 05.02.2025).

10. OO0 wunpopmaruu, MHGOPMAIIMOHHBIX TEXHOJOTMSIX M O 3alluTe HHPOPMAIUH:
®denepanpublil 3akoH oT 27.07.2006 N 149-D3 (nmocneqnsisa pen.): [mpunst ['oc. Jlymoit 8 nexalps
2006 r.: omoopen Coetom Deneparuu 14 uromnst 2006 r.]. — Teker: anekTpoHHbI // KoHCynbTaHT
ITmoc : caiit. — URL:  https://www.consultant.ru/document/cons_doc LAW 61798/ (nmara
obpamenus: 05.02.2025).
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11. O6 »snexkrponHoi mnoanucu: dDenepanbHbiii 3akoH oT 06.04.2011 Ne63-D3
(mocnenusis pex.) : [mpunsaT [oc. ymoii 25 mapra 2011 1. : omobpen Coserom Denepannu 30
mapta 2011 r1.]. — Tekcr : »anextponnsii // Koncymprant Ilmoc : caiit. — URL:
https://www.consultant.ru/document/cons_doc LAW 112701/ (nara o6pamenus: 05.02.2025).

12.  TOCT P 7.0.97 — 2016. Cucrema ctangaptoB 1o uH(popManuu, 6HOINOTCUHOMY
neny. OpraHn3allMOHHO-pACTIOPSAAUTENbHAS JOKyMEHTalus. TpeboBaHuss K 0OG(OPMIICHUIO
JIOKYMEHTOB: Hall. cranaapt Poccuiickoii ®@enepanuu : yTB. U BBeAeH B JeicTBue IIpukazom
@denepalIbHOTO areHTCTBA M0 TEXHUYECKOMY peryiaupoBaHuio U mertposiornn ot 08.12.2016 N
2004-ct : BBeneH BnepBsoie : nata BBeaeHus 2018-07-01. — Tekcr: anexTponHslid / KoHcoprmym
Konekc. DnekTpoH. GoHI NMpaBOBOW M HOPMATHBHO - TEXH. JAOKyMeHTamuu : [caiT]. - URL:
https://docs.cntd.ru/document/1200142871 (mata oopamenwus: 09.11.2025).

13. TOCT P 7.0.8-2013. Cucrema craHmapToB 1o HH(popManuu, OMOIUOTECUHOMY U
M3JIaTebCKOMY Jely. J[enompou3BOICTBO M apXUBHOE J1e710. TepMUHBI M ONpEACNeHUs : Hal.
crannapt Poccuiickoit ®enepanuu : yTB. U BBeneH B neiictBue IIpukazom denepanbHOro
areHTCTBA 110 TEXHUYECKOMY perynupoBaHuio U merposoruu ot 17.10.2013 N 1185-cr : BBeneH
BriepBeie : nata BBeaeHus 2014-03-01. — Tekcr: anextponusiit // Koncopuuym Koneke. 3nexTpoH.

donx MIPaBOBO u HOPMAaTHUBHO-TEXH. JIOKYMEHTALUU: [caiT]. - URL:
https://docs.cntd.ru/document/1200108447 (nata oopamenus: 09.11.2025).
14. TocynmapcTBeHHass cHCTEMa JOKYMEHTAallHOHHOIO OOECIEYEeHMsI YIIpPaBJICHMS.

OcHoBHble monoxeHus. O0mue TpeOoBaHMS K JOKYMEHTaM M CIy»K0aMm JOKYMEHTAIlMOHHOTO
obecnieuenus : [pukas ['maBapxuBa CCCP ot 23.05.1988 Ne33: onoOpena koyuterueii [ maBapxusa
CCCP ot 27.04.1988. — Tekct: anextponnslii // Koncopuuym Koaekc. DnektpoH. Gpon nmpaBoBoit
¥ HOPMATUBHO-TEXH. JOKymeHTauuu : [caiit]. - URL: https://docs.cntd.ru/document/901730479
(mara obpamenus: 05.02.2025).

15. OOmepoccuiickuil kiaccu(puKaTop ynpaBiIC€HUYECKOW IOKYMEHTAIUHM : MPUHAT U
BBeseH B neiictBue [locranoBnenuem ['occranmapra PD ot 30.12.1993 Ne 299) : BBeneH BriepBbie
: mara BBeneHus 1994-07-01. — Tekcr : anextponHsiit / Koncopmmym Konekc. Dnextpon. o
MIPaBOBOM u HOPMaTHUBHO-TEXH. JIOKYMEHTaIuU : [caliT]. - URL:
https://docs.cntd.ru/document/9035738 (mata oopamenus: 05.02.2025).

4.2. TIIpodeccuoHaqbHble 0a3bl [JaHHBIX, HH(OPMALMOHHO-CIIPABOYHBIE
CHCTEeMbl, MHTEPHeT-pecypchl

1. eLIBRARY.RU: nayunas snexktponHas oubnuoteka: cait. — Mocksa, 2000 - . - URL:
https://elibrary.ru  (nata oOpamenus: 14.06.2025). — Pexum goctyma: ans 3aperucTpup.
IOJIb30BaTeel. — TEeKCT: dIEKTPOHHBIMN.

2. Koncynprant Ilmoc: cnpaBouHas mpaBoBas cucrtema: caT / 3A0 «KoncynpTaHT
[Tmroc». — Mocksa, 1992 - . - URL: http://www.consultant.ru (nara oOpamenus: 14.06.2025). -
TekcT : ANEeKTPOHHBIN.

3. DxoHomuueckas Oubnmoreka onmaitH: caidt. - URL: https://econom-lib.ru/ (nata
obpamenust: 08.10.2025). — TekcT: 31eKTPOHHBIH.

4. DnexktpoHHas 6ubIMoTeuHast cuctemMa [10BOMIKCKOro rocy1apcTBEHHOTO YHUBEPCUTETA
cepBuca : caiitr / ®I'BOY BO «IBI'YC». — Tonbsarty, 2010 - . - URL. : http://elib.tolgas.ru (nata
obpamienus: 14.06.2025). - Pexwum jgoctyma: us  aBTOpPHM3. Mosb3oBaTeneil. - Tekcr:
JJIEKTPOHHBIN.

5. DIeKTpOoHHO-O0MOMMOTeUHast cucreMa Znanium.com: cait / OO0 "3HAHUYM". —
Mockga, 2011 - . - URL: https://znanium.com/ (nata obpamenus: 14.06.2025). - Pexxum nocryna:
JUISL aBTOPHU3. MOJIB30BaTeNe. - TeKCT : 3JIEKTPOHHBII.

6. DnexTpoHHO-OMOMMOTeuHas cucrema Jlanb: caiit / OO0 "ObC JIAHB". - Mocksa, 2011
- . - URL: https://e.lanbook.com/ (mata o6pamenus: 14.06.2025). - Pexxum goctyna: 1jsi aBTOPH3.
[I0JIb30BaTeNeH. - TEKCT : DJIEKTPOHHBIN.
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4.3. IlporpamMHoe o0ecrnieyeHne

HNudopmannonHoe obecriedeHne ydyeOHOro mpoiecca o JUCHUIUIMHE OCYLECTBISAETCS C
UCIIOJIb30BAHUEM CIIEIYIOLIEr0 IPOrpaMMHOr0 obOecneueHus (JIUIEH3MOHHOTO M CBOOOTHO
pacrpocTpaHsIeMOro), B TOM YHCJI€ OT€YECTBEHHOI'O IPOU3BO/ICTBA:

Ne HaunmeHoBaHue Ycaosus gocryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CeTH YHUBEpCHUTETA (JTMIIEH3UOHHBIH
JIOTOBOD)

2 Microsoft Office U3 BHYTPEHHEH CeTH YHHBEpCHUTETA (JTMIIEH3UMOHHBIH
JIOTOBOD)

3 Koncynsrantlnroc U3 BHYTPEHHEH CETH yHUBEpCUTETA (JIULEH3MOHHBIN
JIOTOBOD)

4 CA0 MOODLE 13 11000 TOUKH, B KOTOPOH MMEETCS IOCTYII K CETH

WHTepHeT (JIMIIEH3MOHHBIN I0TOBOP)

5. OMIMCAHUE MATEPUAJIBHO-TEXHUYECKOMN BA3bl, HEOBXOJIUMOM
JJIAA OCYIMECTBJIEHUSA OBPA30OBATEJIBHOI'O ITPOLHECCA 1ITO JUCIUITIJIMHE

CrienuanpHble MOMEILEHHs MPEICTaBIAIOT CO00M ydeOHbIe ayJUTOPUU AJIS MPOBEICHHS
3aHATUA BCEX BHUJOB, NPEIYCMOTPEHHBIX OOpa30BaTEIbHOM NpPOrpaMMoOi, B TOM YHUCIE
IPYNIIOBBIX M HHAMBUIYAIbHBIX KOHCYJIbTAIMM, TEKYLIEro KOHTPOJIA W HPOMEKYTOUHOU
aTTecTalluy, a TakXKe MOMEIIEHUs JJI CaMOCTOSITeNIbHON paboThl, MacTepckue M jadboparopuu,
OCHAIllEHHbIe 000py/lOBaHMEM, TEXHHUYECKUMH CpEACTBaMH OOydYeHUs U MaTepualaMH,
YUUTBHIBAIOIIUMH TPEOOBAHUS MEXYHAPOIHBIX CTAHAAPTOB.

3aHATHSA JIEKHMOHHOIO THUNA. Y4yeOHble ayAUTOPUH Ul 3aHATHHA JIEKLIMOHHOTO THUIIA
YKOMIUIEKTOBaHbl MeEOENbl0 M TEXHUYECKUMHU CpeICTBaMU OO0Yy4YeHUs, CIyXallluMU JUIs
NpejcTaBIeHus  yuyeOHOH  uH(opManuu  (CTalMOHApHblE WJIM  TEepeHOCHble  HaOOopHbI
JEMOHCTPAIIMOHHOTO  000pyI0oBaHus  (IIPOEKTOp, DKpaH, KOMIBIOTEP/HOYTOYK), Yy4eOHO-
HarjasiHple mocoOust (Ipe3eHTalMu MO TeMaM JIeKLui), oOecledyuBaolue TeMaTHu4ecKue
WJUTIOCTPAIK, COOTBETCTBYIOIINE JaHHOU MTPOrpaMMe TUCLHUIIINHBIL.

3aHATHA cCeMUHAPCKOro THma. J[1s MpoBeJeHUs MPAKTUYECKUX 3aHATUN UCIONIb3YyeTcs
yuyeOHasi ayJuTOpHs, YKOMIUIEKTOBAaHHas MeOENbl0 W TEXHUYECKUMH CpelCcTBaMU OOydeHus,
CIIy)KalllUMU JUIsL TIpeJCTaBiIeHUs y4dyeOHOM uHGpopMmanuu (CcTalloOHapHbIE WM TE€PEHOCHbIE
Ha0OpHI IGMOHCTPAIIMOHHOTO 000pYyAOBaHUs (TIPOEKTOP, IKpaH, KOMIBIOTEP/HOYTOYK).

IIpomesxxkyTounast arrectauusi. /[ mnpoBeNeHHMS MNPOMEKYTOUHOW aTTECTallMM IO
JUCHUIUIMHE MCIIONB3YIOTCd KOMIBIOTEPHBIE KIIACCHI, OCHAIICHHBIE KOMITBIOTEPHOM TEXHUKOM C
BO3MOKHOCTBIO MOJKIIOYEHUS K ceTd VHTepHeT M obecredeHueM J0CTyla B 3IIEKTPOHHYIO
nH(OpPMaLIMOHHO-00pa30BaTeNbHYI0  Cpely YHUBEpPCHTETa W/WiIKM  y4eOHble ayIuTOpHH,
YKOMIUIEKTOBaHHbBIE MEOEIbI0 M TEXHUYECKUMHU CPEACTBAMHU O0YUYEHUS.

CamocrositenbHass padora. [lomemeHus s caMOCTOATEIbHOW pPAaOOTHI OCHAIIEHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTH «/HTepeHeT» M OCTyIoM K
AJIEKTPOHHOW HMH(POPMAIIMOHHO-00pa30BaTEeIbHON cpene yHuBepcutera. Jlims opraHuszanuu
CaMOCTOSITENTbHON PabOThl 00yUAIOIIUXCS HCIOIIB3YIOTCS:

KOMITBIOTEPHBIE KJIACChl YHUBEPCUTETA;

O6ubnuoreka (Meauasay), uUMeElOIIas MecTta Uil OOy4YaloUIMXCs, OCHAICHHBIE
KOMITBIOTEPAMH € JOCTYIOM K 0a3aM JaHHBIX U ceTH MHTepHeT.

DJIeKTpOHHas1 MH(opManuoHHO-00pa3oBaTenbHas cpena yHusepcutera (QHUOC).
Kaxnpiii oOyuaromuiicss B TeueHUE BCEro nepuoja oOyueHuss oOecnedeH WHAMBHAYaJbHBIM
HEOIPAaHMYEHHBIM  JIOCTYIIOM K 3JIGKTPOHHOW MH(OpMAIMOHHO-00pa30BaTeNbHON — cpelie
yauBepcurera (DMOC) http://sdo.tolgas.ru/ u3 nr000#f TOYkHM, B KOTOPOH HMEETCS JOCTYI K
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WH(POPMaIMOHHO-TEIEKOMMYHUKAITMOHHOM ceTu "MHTepHeT", Kak Ha TepPUTOPUN YHUBEPCUTETA,
TaK 1 BHE €e€.

6. OCOBEHHOCTHU OPIrAHM3ALMMU OBYYEHHUA A JUAIl C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMMU 310POBbA U UHBAJIMOB

[Tpu HeoOXxoauMocTu pabovas MporpamMma AUCUUIUIMHBI MOXKET OBITh aJanTHpPOBAaHA IS
obecreyeHns: 00pa30BaTENbHOIO MPOLecca MHBAIUIOB U JIULl C OTPAHUYEHHBIMU BO3MOKHOCTSIMU
3I0pOBbsl, B TOM 4YHCIE IS AMCTAHIIMOHHOTO oOydeHus. [y 3Toro TpeOyercst 3asBiieHHE
CTyZleHTa (ero 3aKOHHOIO MPEACTaBUTENS) M 3aKIIOYEHHUE IICHXOJIOr0-MEINKO-Iearornyeckoi
komuccuu (IIMIIK).

B cnydsae HeoOxoaumocTh, oOydamomUMcs M3 4YMclIa JUL C OrpaHUYCHHBIMU
BO3MOKHOCTSIMH  3/I0pOBbsl (IIO 3asBJICHMIO OOydalomerocs) a Uil HWHBAIKWAOB TaKkKe B
COOTBETCTBUM C MHIUBHYaJbHON NMpOrpaMMoi peaOuiMTaluy WHBAINIA, MOTYT NpeasaraTbCs
CIIEAYIOIIME BapHAHTBl BOCHPHUATHS Y4eOHOH HHPOPMALUU C YYETOM HX HWHIAWBUAYAIBHBIX
NCUXO(PU3UUECKUX OCOOEHHOCTEH, B TOM YHCJIE C IMPUMEHEHHEM 3JIEKTPOHHOIO OOyuYeHHUs U
JTMCTAHIIMOHHBIX TEXHOJIOTHIA:

- JUIsL JIUL] C HApYIICHUsMU 3pEHHUs: B IeYaTHOM opme yBenuueHHbIM HipudToM; B popme
AJIEKTPOHHOTO JOKyMEHTa; B ¢opMme aynuodaiina (mepeBox y4eOHBIX MaTepualioB B
ayauodopmar); B medyaTHoil ¢opme Ha s3bike bpailis; MHAMBHIyanbHbIE KOHCYJIbTAllUU C
MpUBJIICYEHUEM TU(IIOCYPIOTIEPEBOAUNKA; HHIUBUAYATbHBIC 33/1aHUS M KOHCYJIbTAIUH.

- JUIsl JIMLL C HAPYLICHUSAMH CIIyXa: B [le4aTHOU (opMme; B popMe 3JIEKTPOHHOIO TOKYMEHTAa,
BUZCOMATEPHATBl € CYyOTHTpamMH; WHIUBHIyaJbHBIE KOHCYJIbTAlMM C  IPHUBICYCHUEM
CYpJIOTIEpEeBOUMKA; UHIMBUAYaJIbHBIE 331aHNS1 U KOHCYJIbTAIUH.

- JUIA JMI C HApyIICHWsSMH OIIOPHO-IBUTATEILHOTO ammapaTta: B redatHol (opme; B
dopmMe DIEKTPOHHOTO JAOKyMeHTa; B ¢Gopme aynuodaiina; HMHIUBUAyaJbHBIE 3aJaHUs U
KOHCYJIbTaINH.

/. OHEHOYHBIE MATEPHAJIbI (®OHJ OLEHOYHBIX CPEICTB) IS
TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHU n INPOMEXYTOYHOU
ATTECTALIUA

7.1. TunoBble KOHTPOJIbHbIE 3aJaHUSl MJIH HMHbIe MAaTepHaJbl, HEOOXOAUMbIE JIf
OLlCHKH 3HAHWi, yYMEHHMH, HaBBIKOB M (WJIHM) ONBITA B XO0J¢ TEKYyLIero KOHTPOJIA
yCIeBaeMoCTH

IIpaKTU4YeCKHUE 3aHATHUSI

Tema 1. JIOKyMeHT M CHCTeMbI JOKYMEHTAIlUN

IIpakTnyeckoe 3ansaTHe Ne 1. JIToKyMeHT U CHCTeMbI JOKYMEHTALUH

3ananue: OpopmileHHEe OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha opmare A4.

Tema 2 Opranu3anMOHHO-PACIOPSAANTEIbHbIC JOKYMEHTBI

IIpakTnueckoe 3ansaTHe Ne 2. OpraHn3anMOHHO-pPaCNOPSIAUTENbHbIE JOKYMEHTbI

3ananue: Cocrasienue [1onoxxeHus o CTpyKTypHOM NOJApa3AeIeHUN

Tema 3 KagpoBasi 1okyMeHTal U
IIpakTuyeckoe 3anaTue Ne 3 KagpoBasi 1okymeHTauus

3amanue: CocTaBieHue TMIHON KapTOUKu Ghopmbl T2
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Tema 4 /loroBopHO-TIpaBOBasi JOKYMEHTALHSA

IIpakTnyeckoe 3ansaTue Ne 4 JloroBopHo-npaBoBasi AOKyMeHTaLHsl
3ananue: CocTaBiIeHHE Pa3IMUHbIX BUIOB IOTOBOPOB, IPETEH3UOHHBIX ITHCEM

Tema S IloHsATHE JOKYMEHT0000pPOTA, perucTPALMs JOKYMEHTOB
IIpakTnueckoe 3ansaTHe Ne 5 IloHsiTHe JOKYMEHTO000pPOTa, perUCTPALMS JOKYMEHTOB

3ananne: CocTaBieHHe U 3aroIHEeHIe (POPMBI KypHaAJa PETUCTPALIUU
BXOJSAIINX JOKYMEHTOB, HCXOJSIINX JOKYMEHTOB U ()OPMY )KypHaJsla pEeTUCTPALIUH
TenedoHorpaMmM (MHTEpaKTHBHAS (opMma).

Tema 6. Opranmaunﬂ ONEPATUBHOIO U APXUBHOI'O XpaHCHUA NJOKYMEHTOB

IIpakTuyeckoe 3anaTHe Ne 6 OpraHu3zanus onepaTuBHOIO U APXUBHOI0 XPaHEHUs
AOKYMEHTOB

3aﬂaHI/IeZ CocraBiieHne 3arojJ0BKOB ACJI IJIs1 CUCTEMAaTUu3aluu JOKYMCHTOB B
JAcia.

Tema 7. Opranusanusi padéoTsl ¢ KOH(pHIEHINAIBLHBIMU JOKYMEHTAMU
IIpakTnueckoe 3ansaTre Ne7 Opranuszanusi padéoTbl ¢ KOH(PUICHIHAIBLHBIMYU 10KYMEHTAMH

3aaHue: COCTaBJIEHHE MEPEUHs JOKYMEHTOB, KOTOPbHIE HE MOTYT COCTABIISITh KOMMEPUYECKYIO
TallHy y4pexIeHUs

TunoBsble 3aaHus K MNPAKTUYCCKUM 3aHATHUAM

1. CocraBpte npukas «O miane meponpusThii MuHuCTEpCTBa 34paBooxpaHeHus Poccuiickoi
denepaniu MO peanw3aldd | €HEepaJIbHOTO  COMJIANICHUS  MEXAy  OOIIepOCCHICKUMHU
O00bEIUHEHUSAMH  MPO(COI030B,  OOLIEPOCCUHCKUMHU  O00bEeIMHEHUAMHU paloToparenell u
[IpaButensctBoM  Poccuiickoit ~ ®enepaumu  Ha  2018-2020 roas»  MuHHcTEpcTBa
3npaBooxpaHeHust Poccuiickoit denepanuu «BO HCIOJIHEHUE» pacnopsbkeHus IIpaBurenbcrBa
Poccuiickoit deneparuu o peanusanuu ['eHepaaIbHOTO COTIANICHUS MEXIY OOIIEePOCCUHCKIUMHU
O00bEIUHEHUSMH  MPO(COI030B,  OOMIEPOCCUHCKUMHU  OOBEIMHEHMSIMU paboTomareneid W
[IpaButensctBoM Poccuiickoit @enepanun Ha 2018-2020 roxsl. Heo6xoaumo yTBepAUTH IJIaH
MeponpusatTuii MuHucrepcTBa 3apaBooxpaHeHus Poccuiickoi @Pexepauuu 10 peanu3anuu
COTJIAILIEHUS, a TAKXKe TUPEKTOpaM JienapTaMeHToB MUHUCTEpCTBA 3/IpaBOOXPaHEHUS
Poccuiickoit @enepanuu o6ecreunTh BHIIOTHEHUE TJIaHA MEPONPUATHI B yCTaHOBJICHHBIE CPOKH.
KoHTposb 3a HMCIOMHEHHEM NpHKa3a BO3JIOKUTh Ha 3aMECTUTEN MUHUCTPA 3APaBOOXPAHEHHUS
P®. Iloamucan npuka3 MUHUCTPOM MuHHCTEpCcTBa 31apaBooxpaHeHus P®. Hepocraromue
PEKBU3UTHI (J1aTa, HOMEP U T.[. IPUIYMaTh CAaMOCTOSITEIBHO).

2. Odopmute OOBICHUTENBHYIO 3alHMCKy HAYalbHUKA IOPUIANYECKOrO OTHeNa YIpaBlIeHUs
COIMAJIbHOW TIOJIMTUKU HA UMS 3aMECTUTENsl HadalbHUKaA YnpaieHus. IOpuauueckuil otnen B
COOTBETCTBHHM C MPUKA30M HauanbHUKa YmpaBieHus oT 14.10.2018 Ne 122 pgomxeH ObLT
MPEOCTaBUTh B OTHEN KaJpOB MPOEKT rpaduka OTHYCKOB COTPYAHHMKOB otraena Ha 2019 r.
22.11.2018, Ho He mpencraBuil. I'paduk ObLI MOATOTOBIEH U COTJIACOBAH B YKa3aHHBIA CPOK, HO
HE TpEeACTaBJICH B OTACI KaApoB H3-3a OOJIE3HW CEKpeTaps MOpHIMYECKOro otaena. Bcee
HEJIOCTAIOIIUE JAHHBIEC TPUAYMATh CAMOCTOSITEIBHO.
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3. Odopmure cpouHyro TenerpaMmy, B TEKCT€ KOTOpOH OT MMEHH 3aBeaylomiero kadempoit
COIMAJILHOTO TIpaBa MPOCHUTE TpEACeaaTeNsi palOHHOTO CyAa TOATBEPAUTh Y4acTHE B HAyYHOM
dopyme. Bece Hepocraronue qaHnaele (aapec, MMEHa, 1aThl U T.J1.) IPUAYMATh CAMOCTOSTEIBHO.

4. Odopmute TenedoHOrpaMMy, B TEKCTE KOTOPOU MPETOAaBATeIN YHUBEPCUTETA MPUTIIAIIIAOTCS
Ha coBemanue MertoaudyeckuMm — ympaBieHueM. OcTanbHble  PEKBU3UTHI  IPUIYyMAaTh
CaMOCTOATENbHO (1aThl, IEPEIaBILIETO, IPUHSABIIETO U T.1.).

5. CocTaBUTh 3arojOBKH JIeJ1 Ul CUCTEMAaTU3aluu JOKYMEHTOB B Jeja (J1eJ0 U €ro CTpyKTypy
CTYJEHT IIPUAYMBIBAET CAMOCTOSITENILHO).

6. CocTaBUTh NIEPEUCHb JOKYMEHTOB, KOTOPBIE HE MOT'YT COCTaBJISITh KOMMEPUYECKYIO TaAlHY
YHuBepcurera.

7. CocTaBbTe aKkT Ha cAayy el ObIBIIMM 3KOHOMHUCTOM TyppupMbl «BOKpyr cBeTa» BHOBb
HA3HAYEHHOMY CIECIUAINCTY. AKT COCTaBIISIETCS C y4aCTHEM MeHemKepa (Gupmbl M Ha
OCHOBaHUU TMpHUKa3a JupekTopa. B akTe HEoOX0AMMO yka3aTh KOJMYECTBO MEpeIaBaeMBbIX
JOKYMEHTOB, MoK, YTOYHWUTb, YTO BCE JOKYMEHTBHl COOTBETCTBYIOT YCTaHOBJIEHHBIM
dbopMaM U HaxXoAATCA B XOpolieM cocTosHUU. llepeyeHb HEOOXOTUMBIX MPHIOKEHUN
YKaXuTe caMocTosTenbHO. ChenaiiTe aHanu3 oOpaslia akTa U COCTaBbTE aKT HA CIIUCAHUU
MaTepUaIbHBIX IIEHHOCTEH.

8. CocraBbTe JOJDKHOCTHYIO MHCTPYKIUIO MEHEDKEpa 10 TYPU3MY, BKIIOYHB CIICIYIOIIUC
pa3meb:

— 00ImIue MOJIOKECHHS,

— 3amaud ¥ QyHKIMH,

— TIpaBa;

—  OTBETCTBEHHOCTb;
B3aUMOOTHOIIICHUS, CBA3U

9. Ilepeuncnure Bce TOKYMEHTHI 10 JIMYHOMY cocTaBy. CocTaBbTe:
— Bapuanr 1. Pesiome.
— Bapuanr 2. XapakrepucTuka.
— Bapmuanr 3. ABToOHOTpadUs.
— Bapuanr 4. JInunas kapTouka.
— Bapuanr 5. TpyaoBas KHUXKKa.
— Bapwuanr 6. 3asBieHne o npuemMe Ha padoTy.
— Bapuanr 7. 3asBnenue o0 yBOJIbHEHHH.
— Bapuanr 8. 3asBieHnue o nepeBojie B Apyroi oTaell.
— Bapuanr 9. Ilpukas o Ha3HaYEHUU Ha JIOJKHOCTD.
— Bapmanr 10. [Ipuka3 06 yBoJIbHEHUH.
10. CocTaBbTe 1€710BOE MUCHMO:
— Bapuanr 1. ConpoBoauTebHOE TUCHMO.
— Bapwuanr 2. 'apanTritHOE TUCHMO.
— Bapmuanr 3. [InceMo-HanoMuHaHME.
— Bapuanr 4. UndopmaninoHHOE TUCHMO.
— Bapuanr 5. PexnamMHoe nucsmo.
— Bapuanr 6. [IuceMo-nipuriamiexue.
— Bapmuanr 7. Ilucemo-3amnpoc.
— Bapuanr 8. II1ncbM0-0TBET Ha peKJIaMaItIo.
— Bapuanr 9. [luceMo-u3BenieHue.
— Bapuanr 10. [Tucemo-pexnamarius.
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11. CocTaBbTE TOKYMEHT:
— Bapwuanr 1. [loknagnas 3anucka.
— Bapuanr 2. AxT.
— Bapuanr 3. Tenerpamma.
— Bapuanr 4. Tenedonorpamma.
— Bapuanr 5. CnpaBka.
— Bapuanr 6. Cojka.
— Bapuanr 7. O0bsicCHUTENIbHAS 3aIIHCKA.

TunoBbIe TECTOBbIE 3aJaHus
Tema 1. Z[OKyMeHT U CUCTEMBbI JOKYMEHTAIIUHU

1. HaiiTe onpeaeneHue T0KyMEHTa:

a) MaTepUaIbHBI 00bEKT ¢ HHGOpMaIuel, 3aUKCHPOBAHHOM CO3/TaHHBIM YEJIOBEKOM CIIOCOO0M,
1Is1 e€ epeiadyd BO BPEMEHH M ITPOCTPAHCTBE

0) COBOKYITHOCTh PEKBU3UTOB O(UIIHAIBHOTO MHChMa

B) CTaHJIaPTHOE PACIOJIOKEHHUE MaTepraia

I') TEKCT

2. Kaxkast pyHKIUS OTHOCUTCS K 0OIIMM (DYHKIIMSM JOKYMEHTA!
a) oOLIeKyIbTypHas

0) nadopmMauoHHas

B) IIpaBOBast

I') yIOPs104MBarOIIast

3. JIoKyMeHTaIlMOHHOE 00ECTICUeHHE YIIPaBICHUs — JTO:

a) MpolLIeCC YCTAaHOBIICHUS U IPUMEHEHUS TIPABUJI C LIETIBIO YIIOPSIOUYCHUS JeSTeIbHOCTH B
JIeTIOTIPON3BOICTBE

0) AesITenpHOCTD armapara yrnpaBieHHs], 0XBAThIBAIOIIAs BOIPOCH! TOKYMEHTHPOBAHUS U
OpraHu3aIyy padoThI C JOKYMEHTAMH

B) COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSIEMBIX B OIIpe/ieJICHHON cdepe NesITeNbHOCTH

I') COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJIIEHHBIX B COOTBETCTBUU C (POPMYIISIPOM JOKYMEHTA

4. UnTepBan — 310

a) pabouee moie

0) cnyxeOHOe ToJie

B) MOJOXEHHUE Ta0ynsTopa

I') PacCTOSTHUE MEX]Ty OCHOBAaHHUSIMH CMEKHBIX CTPOK

5. Ha3oBuTe 1Ba OCHOBHBIX (hopMara, Ha KOTOPBIX OQPOPMIISIFOTCS TOKYMEHTHI
a) A5 (148x210 mm); A 3 (297x420 mm)
6) A4 (210x297 mm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mm)
r) A 3 (297x420 mm); A 4 (210x297 mm)

Tema 2. Opranu3anMoOHHO-pPaCOPAANTENbHbIEC JOKYMEHTBI

1. Ecnm pacniopsauTenbHas 4acTh TEKCTa HAUMHAETCS CIIOBAMU “00sI3bIBaI0”’, TO 3TO
a) MpHUKa3

0) 3asBIIEHUE

B) pacnopsKeHUe

T') yKa3aHue
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2. Ecnu pacniopsianTebHas 4acTh TEKCTa HAUMHAETCS CJIOBaMU “Tipejjiararo’”’, TO 3TO
a) MpHUKa3

0) pacniopspKeHHE

B) UHCTPYKLUS

') YKa3aHue

3. MHdopMannoHHO-CIPaBOYHBIN TOKYMEHT, COCTABIISIONIUNACS TPYIITION JIUIT IS
MOATBEPIKICHUST YCTAHOBJICHHBIX (DaKTOB — 3TO

a) TOKJIaHas 3alucKa

0) aKT

B) IIPOTOKOJI

') 00BACHUTENbHAS 3aMHiCKa

Tema 3. KagpoBas 1okyMeHTaI[UA

1.OxapakTepu3yiTe ¢ TOYKH 3PCHUS IPUHAUICIKHOCTH K PEKBU3UTAM CIICIYIOMINI (parMeHT:
Cornacoano FOpuct auunas noanuch UK. Bacumrok 10.11.2015

a) azjpec

0) pe3oonus

B) BH3a

) TpU} yTBEpKICHUS

2. B xakoMm mnajie’xe yKa3bIBaroT TOJHKHOCTD JIMIA, KOTOPOMY aJJpeCOBaH JOKYMEHT:
a) B umenurenrHOM

0) B narensHOM

B) B ponrurensHom

r) B BunuTenrHom

3. CocTaBlieHHEM KaKHX JOKYMEHTOB COIPOBOXKIAE€TCA MpUeM Ha paboTy?
a) pe3rome;

0) TPyIOBOI KOHTPAKT;

B) NPHUKa3 O IpUeMe Ha paboTy;

I') aHKeTa;

1) city>keOHas 3alucKa o IepeBojie pabOTHHKA Ha JIPYTYIO OJIKHOCTb

4. Kto moanucheiBaeT MEpBYIO CTPAHUILY TPYJOBOH KHUKKA?
a) JIMI0, OTBETCTBEHHOE 32 UX BBIJAYY;

6) caMm pabOTHHUK.

B) PYKOBOJHUTEIb OpraHU3aIINH;

I') IOPHCT;

5. Ykaxure, 4T0 SBISIETCSI OCHOBAHUEM JIJISl COCTABIICHHS IPUKa3a O mpreMe Ha padoTy?
a) 3asBJICHUC;

0) aBToOHOTpadus;

B) aHKeETa;

T') XapaKTepUCTHKA.

Tema 4. JloroBopHO-nipaBoBasi JOKyMeHTALHs

1. Kakue popmbl N37105KEHUS UCTIONB3YIOT B MUChMaXx?
a) OT IIEPBOTO JIMIIA MHOXXECTBEHHOI'O YHCIIA;

0) OT IEPBOTO JIUIIA €TUHCTBEHHOTO YMCIIA;

B) OT TPETHErO JINIA €AUHCTBEHHOI'O YHCIIA;

I') OT BTOPOTIO JIUIa €JMHCTBEHHOIO YHCIIa
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2. Kakue popmatsl Oymaru I0MyCTHUMBI JJIs1 HATUCAHUS JISTOBBIX TTUCEM?
a) A4;
0) AS;
B) A3;
r) A6.

3. HaiiTe onpenenenue popmMmyspa-oopasia:

a) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOIO MHUChMa

0) COBOKYITHOCTb PAcroJIOKEHHBIX B OINPE/IeJICHHON OCIeI0BaTEIbHOCTH PEKBU3UTOB,
MPUCYIIUX BCEM TOKYMEHTaM ONpPEIEIICHHON CUCTEMbI IOKyMEHTALUN

B) COBOKYITHOCTbh PEKBU3HUTOB IpUKa3a

I') COBOKYITHOCTh PEKBU3UTOB aKTa

4. Ha3zoBuTe peKBHU3UT, HE BXOAITUH B (HOPMYJIAp ycTaBa
a) Ha3BaHME OpraHu3aluu

0) HaMMEHOBaHNE MUHUCTEPCTBA WJIK BEJJOMCTBA

B) HAMMEHOBAHHE BUA JIOKYMEHTa

T) agpecar

Tema 5. IlonsiTHE JOKYMEHTO000POTA, pErUCTPALIUA JOKYMEHTOB

1. JlokyMeHTO000pOT — 3TO:

a) /IBmxeHure JOKyMEHTOB B OPTaHM3allMd ¢ MOMEHTA [TOJIyUYEHUS WM CO3JaHMsl 10 3aBEPLICHUS
WCIIOJIHEHUS, OTIIPABKY a/IpecaTy WM HaIpaBJICHUU HA XPAHEHUE B JIETIO0

0) JIBmxeHne JOKYMEHTOB MEX]ly OpraHU3alUsIMU

B) JIBHKeHUE TOKyMEHTOB MEX/y OpraHU3allMeil 1 opraHaMy rocyJapCcTBEHHOM BJIacTH

2. KakoBa ocHOBHas 3a/1a4a JOKyMEHTO000pOTA!
a) OBICTpOTA B JBM)KEHUU JOKYMEHTOB

0) MaKCHMHU3aIHsI TOKyMEHTOMOTOKA

B) IPSIMOTOYHOCTH B JBUKEHUU JOKYMEHTOB

3. C kakoif 1epi0 He0OXOAMMO BECTH YUET JOKyMEHTOo0opoTa?

a) JJIs OIIpeIeNIeHUs 3arpy3K1 MOIpa3/ielieHu i, OT/IeIbHBIX pAOOTHUKOB U OPraHU3alliu B LEJIOM.
0) [J1 MOBBILIECHUS/TIOHMKEHUS 3apa00THOM TUIAaThl OT/AEIbHBIM PAOOTHUKAM B 3aBUCUMOCTH OT
3arpy3Ku paboToi ¢ JOKYMEHTaMU;

B) JJIs OTIpeieNieHUs] HEOOXOAMMOI0 KOJIMUECTBA KaHIITOBAPOB;

T') A1 CTAaTUCTUKH;

4.Yro npennoaraeT KOHIENLHUs IeKTPOHHOTo oduca?

a) BCECTOPOHHIOIO aBTOMATH3AIMIO CHCTEMbI JOKYMEHTO000POTA.
0) aBTOMaTH3AaLMIO IIPOIIecca CO3/JaHNs JOKYMEHTOB;

B) aBTOMAaTH3AIIMIO Mpoliecca THHOPMAITMOHHOTO OOMEHa;

I') aBTOMAaTH3aIMIO MTporiecca 00paboTKU TOKYMEHTOB;

Tema 6. Opranusanusi ONepaTHBHOIO U APXMBHOI'0 XPaHEHHUSsI JOKYMEHTOB
1. B HOMeHKJIaTypYy /i€ BKJIIOYAOTCS:
a) Bce Jiesa OpraHu3aluy, )KypHailbl pETUCTPALluH, CIPABOYHbIE KAPTOTEKH
0) Bce BXOAAIIME, UCXOAAINE U BHYTPEHHHE JOKYMEHThI OpraHu3aluu

B) Jeja ¥ JOKYMEHTbI OpraHu3alnu, KOTOPbIe OTHOCITCS K paboTe ¢ KaJipaMH B OpraHu3aluu

2. Kakoe 13 HMKe NIPUBEICHHBIX YTBEPKICHHM SIBISETCS BEPHBIM:
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a) Homenknarypa men paspabarbiBaeTCs TIOCIE CO3IAHHUS OpPraHM3allMd M JCHUCTBYET
0eccpouHo

0) Homenkmatypa nmen paspabaThIBacTCs TIOCJIE CO3JaHUS OPTraHU3allud H  €XKETOIHO
nepeyTBePKIaeTCS

B) Homenknatypa nen pazpabaTbiBaeTCsl TIOCIIE CO3JaHMsI OPTaHU3AIMH U ITEPEYTBEPKIACTCS
OIWH pa3 B IIATH JICT

3. Uro BrirO9abeT B ce0st mosTHOE 0OPMIICHHE JIeNa:
a) Ileperuter nema
0) Hymepamus nuctos
B) CocraBlieHHE TUCT-3aBEPUTEIS
r) OmnucaHue JOKYMEHTOB, XpaHSIIUXCS B JIeje
n) OdopmieHre peKBU3UTOB O0JIOKKH Jelia

Tema 7. Opranusanusi padoTsl ¢ KOHPUACHINAIBHBIMH JOKYMEHTAMHA

1. Kakue 1OKyMeHTHI IPU3HAIOTCS KOH(PHUICHINATBHBIMHA B IPEANPHHUMATEIILCKAX CTPYKTYpax?

a) coJepiKallue CBEJICHUS, KOTOPBIE UX COOCTBEHHUK B COOTBETCTBUU C JICHCTBYIOIIUM
3aKOHOJIATEIILCTBOM MMEET IPABO OTHECTH K KOMMEPYECKOH TaiHe.

0) coaepykaliue CBeJIeHUs 0 pe3yabTaTax padoThl NpeanpUsITUs (OpraHU3aIHN);

B) CO3/1aBaeMbI€ 110 JIIOOOMY BOIIPOCY MPOHU3BOCTBEHHO-X035ICTBEHHON JEATEIIEHOCTH
MIpeNPUATHS;

I') OTHOCSIIMECS K IpYIIE OpraHu3allMOHHBIX (Y cTaB, yupeIuTelbHbIN 10r0BOp U JIp.);

2. Ha xakue Tpynmsl HOApa3aelisiioTCsl JOKYMEHTHI, COIeprKaline HHPOPMaIUIo C OTpaHUYCHHBIM
J0CTyIoM?

a) CEKpETHbIC U KOH(HICHIINAIbHEIC,

0) OTKPBITBIE U 3aKPHITHIE;

B) KOH(UIEHUUATIbHBIE U OTKPBITHIE;

I') CEKpETHBIE U COBEPIIEHHO CEKPETHBIE.

3. T'me Ha GnaHke KOH(PUICHIMATIBHOTO TIOKYMEHTA pacroaraercs rpu¢ orpaHudeHus 1octymna’?
a) B MPaBOM BEPXHEM YTIY;
0) B JICBOM BEpPXHEM YTIY;
B) B IIPaBOM HM)KHEM YTIIY;
I') B JIEBOM HM)KHEM YTIy.

4. KTo umeeT nmpaBo NPUCBOEHUS U CHATHS rpuda KOHDUICHIIMATBHOCTH JJOKYMEHTaM
MIpEeAPUATHS?

a) BBICIIIEE PYKOBOJICTBO;

0) yupeaurenu;

B) PYKOBOJUTEIb OT/ENA AEIONPOU3BOACTBA;

I') IOPUCKOHCYIIBT.

5. Uto BXOAMT B 0053aHHOCTA KOMHUCCHH 1O KOH(PHICHIIMAITBHOMY TOKYMEHTO000pOTY?

a) orpeJesieHnue KOH(PUACHIIHAIBHBIX JOKYMEHTOB JJIsl apXUBHOT'O XpaHEHUs WIIN
YHUUTOKEHHUS, TPOBEPKa HAINYMS KOHPHUIEHIUAIBHBIX TOKYMEHTOB;

0) mpoBepKa Kpyra JIUL, 03HAKOMJICHHBIX ¢ KOH(UCHIIMAIBHBIMU JOKYMEHTaMHU;

B) ompejeneHne KoH(UIEHIIMaTIbHbIX JOKYMEHTOB JUIsl CHATUA Iprda KOH(UICHIIMATBHOCTH;

') ompeaesieHne KOHPUASHIHMATbHBIX JOKYMEHTOB, HEOOXOAUMBIX /ISl IPUHSTUS
YIIPABJICHYECKUX PELICHUM.

6. Kakue rpudgsl MOTYT OBITH IPOCTaBJICHBI HA KOH(PUACHIIMAIBHBIX TOKYMEHTaX?
a) KoMMepuecKas TaiiHa;
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0) OaHKOBCKas TalHa;
B) rocyJapCTBEHHas TailHa,
T') CEKpPETHO.

HEPEYEHb OHEHOYHBIX MATEPUAJIOB V1A ITIPOBEJEHUS
IMPOMEXYTOYHOU ATTECTALIUA

KoHTpoib ¥ OlleHKa pe3y/bTaTOB OCBOCHHS AWCIMILIMHBI B 9acTH C(HOPMHPOBAHHOCTH
obmux kommereHnui U ux vacred (OK 02,0K 09) ocymiecTBisiercs mpernojaBareieM B XOJe
TEKYIIEr0 KOHTPOJsSl ycmeBaeMocTH (B TpoIecce MPOBEACHUS TNPAKTHUYECKUX 3aHSATHH,
TECTUPOBAHUS, OIPOCOB U JIp.).

B xone nposenenus nuddepeHmpoBaHHOTO 3aUeTa OCYIIECTBISIETCS KOHTPOJIb U OIICHKA
PE3yJIbTaTOB OCBOCHHMS MPOPECCHOHAIBHBIX KOMITIETCHIIUN M UX YaCTCH.

Bonpoch! /151 NOATOTOBKYU K MPOMEKYTOUHOI aTTecTAlMU

OK 02 Ucnoab30BaTh COBpeMEHHbIE CIIOCO0bI OMCKA, AHATU3A U HHTEPIPeTANNH
uHopManuu 1 UHGOPMALMOHHBbIE TEXHOJIOTHH /ISl pellleHus 3271a4 NpodeccCHOHATbHOM
AeITeJIbHOCTH

OK 09 ITosb30BaTbest MPOeCCHOHATBHOM JOKYMEHTAMEH HA TOCYIapCTBEHHOM U
HHOCTPAHHOM fI3bIKAX

Tema 1. JlokyMeHT 1 cucTeMbl JOKyMeHTanuu (OK 2,0K 9)

JlaiiTe onpeneneHrue T0OKyMeHTa

Haiite onpenenenue popmyispa-odpasna

Jlata 1oKyMeHTa — 3TO

Haiite onpeseneHne J0KyMEHTAIlMOHHOTO 00eCTIeYeH s YIIpaBJIeHUs

UYto Takoe EI'CJ1?

JlaiiTe onpeneneHne peKBU3NUTa

[lepeuncanre oCHOBHbIE BU/IbI OJIAHKOB

HazoBuTe BHIbI TUCBMEHHBIX JOKYMEHTOB, KOTOPBIE BXOJST B COCTaB YHU(PHUIIMPOBAHHON

CHUCTEMBI OPTaHNU3aLMOHHO-PACIIOPSAUTEIbHON JOKYMEHTALINN !

9. Yro Takoe hopMymsip JOKyMeHTa?

10. Ot yero 3aBHCHUT KOHKPETHBII HAOOP HEOOXOAUMBIX PEKBU3UTOB Ha TOKyMeHTe?

11. Kakue Bub! 0J1aHKOB YCTaHOBJIEHBI JJIsl OpTraHU3AINH, €€ CTPYKTYPHOTO MOJpPa3AeIeHUs U
JOJKHOCTHOTO Juna?

12. Korna Ha TOKyMeHTaX NPUBOJAT COKpAIlEeHHOE HANMEHOBAHUE OpTaHU3aInu?

13. Kakoit MOMEHT MOXET CUMTAThCsI OCHOBHOM /1aTON JOKyMEHTa?

14. Yro Bkirouyaer B ce0s pe30JIONus, HANKMCaHHAs Ha JIOKYMEHTE COOTBETCTBYIOIIUM
JOJDKHOCTHBIM JIMLIOM?

15. CBs3HBIHN TEKCT, KaK MPaBUJIO, COCTOUT U3 IBYX YacTed. YTo yka3bIBalOT B EpBOM yacTu?

16. Uro BrIIrOUaET B ce0s BH3a COrIacOBaHUs JOKyMEeHTa?

17. llepeuncnure 3neMeHTsl pekBusuTa «llonmucey»

18. Kak odopmisiercs A0KHOCTh B pekBu3uTe «lloamuch» mpu MoANMMCaHUM JOKYMEHTA,
COCTABJICHHOTO KOMHUCCHUEN?

19. llepeuncnute OCHOBHBIE (PYHKIIMHA JOKYMEHTA

20. B cooTBeTcCTBHM € KakUMH JIOKyMEHTaMH ITOMEUIAIOT Ha OJIaHKaX OpraHU3alH ee
ambemy?

21. B 9eM cOCTOUT CyTh YHU(PHUKAIIMHA JOKYMEHTOB?

22. Yto Takoe sI3bIKOBbIE (hOPMYIIBI?

23. OxapakTepu3yiiTe ¢ TOYKH 3pEHHUS TMPHHAUIOKHOCTH K PEKBU3UTAM CIEIYIOIINI
¢parment: O6 HHPOPMALIMOHHOM 0OeCTICUeHUH

ONoGaR~wWdE
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25.
26.
217.
28.

29.
30.

31.
32.
33.
34.

35.
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OxapakTepu3yiTe ¢ TOYKH 3pEHUS MPUHAMJICKHOCTH K PEKBU3UTAM CIEAYIOUIUN
¢parment: YTBEPXIAIO dupextop n/n N.0.D. 13.02.98

OxapakTepuzyiTe ¢ TOYKH 3PEHUS MPUHAMJICKHOCTH K PEKBU3UTAM CIEAYIOLIUMA
¢parment: FOpuct i/m U.K. Cumonos 10.11.2004

OxapakTepu3ynTe ¢ TOYKU 3pCHUsI pEKBU3UTOB cleayromiuii ¢pparment: «Bx. Ne 0000 [data
00.00.00»

OxapakTepu3ynTe ¢ TOUYKH 3pEHUS PEKBU3UTOB CICAYIOIINI (PparMeHT: “IpHiIoKEHUE: Ha
3 1.B23K3.”

Kax M0oxHO 0XapakTepu30BaTh JOKYMEHT- HHCTPYKIIUIO IO JEJIONPON3BOACTBY?
Oxapakrepu3yiitTe yrpaBieHUECKy0 HHHOPMALIHIO

Oxapakrepu3yiiTe ¢ TOYKH 3pPCHHS MPUHAJICKHOCTH K PEKBH3UTAM JaHHBIA ()parMeHT:
Pextopy HoBocubupckoro yauBepcutera rocnoauHy Cmonkuny C.A. 634635 .
HoBocubupck yin. Jlenuna, . 15.

JaiiTe xapakTepucTHKy TpaapeTHbIM JOKYMEHTaM

Uro co0oii mpencTaBiseT 1y0auKaT JoKyMeHTa?

JlaiiTe XapaKTepUCTHKY JOKYMEHTa

OxapakTepu3yiTe ¢ TOYKH 3pEHUS NPUHAMICKHOCTH K PEKBU3UTAM CIICAYIOIIHUMA
¢parment: BEPHO Cekpetapb-pedepent nuunas noanucs M.K. Pennna
OxapakTepu3yiTe ¢ TOYKH 3pEHUS NPUHAMICKHOCTH K PEKBU3UTAM CIICAYIOIIHUMA
¢bparmenT: ['eHepanbHbIil TUPEKTOp JTU4Has noanuck B.A . benkun

Tema 2. OpranuzaliuoHHO-pacnoOpsAAUTEJbHbIE JOKYMeHThI (OK 2,0K 9)

CoNoOA~WNE

[EEN
o

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

24.
25.

Yro npeacrasmsier codoit 'OCT P 7.0.97-2025?

Ha xakue noxyments! pacpoctpansercs [TOCT P 7.0.97-2025?

Yro mpeacTaBisioT coO0i OpraHu3alliOHHbIE JOKYMEHTHI?

Uro Takoe opraHu3aliOHHO-PACIIOPAIUTENIbHASA JOKYMEHTAIM?

Yro Takoe MTaTHOE pacnucaHue?

Packpoiite conepkanne TOJKHOCTHOM HHCTPYKIIUH

Kak MO’kHO 0XapaKkTepHu30BaTh JOKyMEHT- ycTaB?

Kak MOXHO 0XapaKTepH30BaTh TOKYMEHT- MOJIOKEHHE?

Kak MO’KHO 0XapaKkTepHu30BaTh JOKYMEHT CTPYKTypa U HITaTHAsl YUCICHHOCTb?

. [lepeunciute BOMPOCHI, KOTOpPHIE OTPAXKAKOTCA B NPaBWIAX BHYTPEHHETO TPYAOBOTO

pacnopsiika

UTto coaepKUTCs B KOHCTATUPYIOLEH YacTH paclopsIUTEIbHOTO JOKyMeHTa?

Kak MOXHO 0XapakTepHu30BaTh JOKYMEHT- IPUKa3?

Uewm HaumHaeTcs pacnopsAMTENbHAS YacTh TEKCTa MpuKasa?

Kak MOXHO 0XapakTepHu30BaTh JOKYMEHT- pacOpshKEHHUE?

Uem HauMHaeTcs pacnopsAUTEIbHAS YaCTh TEKCTAa paclopsLKeHUs?

Kak MOXHO 0XapakTepHu30BaTh JOKYMEHT- YKa3aHue?

YeM HauMHAETCS pacTOpsIAUTENbHAS YaCTh TEKCTA YKa3aHUs?

Yro mpencrasinser coOoii pemeHne?

YeM HaUMHAETCS pACTIOPsIAUTENbHAS YAaCTh TEKCTA PeleHus?

Kak Mo>kHO 0XapakTepHu30BaTh HH()OPMAIIHOHHO-CIIPAaBOYHBIE TOKYMEHTHI?

[Tepeuncnure nHPOPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI

Kak MOXHO 0XapakTepHu30BaTh JOKYMEHT- IPOTOKOI?

Kakoe ocHOBHOE mpaBUIO, KOTOPOrO CIEAyeT MPUACPKHUBATHCS MpH  Iojade
TesnehOHOrpaMMBbI ?

Yro npexncrasnsger co0oi MUCbMO-HaNIOMUHAHUE?

K muceMy npukianeiBaeTcsi MojokeHue o KpenuToBaHuu. Kak ohopMHUTH OTMETKY O
HaJIMYUU MPUIIOKEHHS, €CTIM OHO Ha3BaHO B TEKCTE MUChbMa?

Tema 3.Kaaposasi nokymenTanus (OK 2,0K 9)

1.

Yro mpencrasinsieT co0o0ii KagpoBasi JOKYMEHTALUs?
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[Tepeuncnure o0s3aTeIbHBIE KaIPOBHIE TOKYMEHTHI

Yro npezacraBiseT co0o0ii KapoBOE AETONPOU3BOICTBO?

Kakue cBeieHNs 3anMuChIBAOTCS B TPYAOBYIO KHUKKY?

Uro ¢guxcupyeT TpyaoBoil 1oroBop?

Yro npeacTaBisieT co00i TnyHas KapToyka paboTHUKA?

JlaiiTe XapaKTepUCTUKY INTAaTHOMY pAacHHCAaHUIO, Kak 00sf3aTeJbHOMY KaJpOBOMY
JOKYMEHTY

8. SIBnsercs i1 JOMHKHOCTHAS HHCTPYKIIHS 00S3aTEIbHBIM JOKYMEHTOM KaJIPOBOM CITY>KOBI?

9. SBnsercs nu rpaduK OTIYCKOB 00s3aTeNIbHBIM IOKYMEHTOM KaJpOBOil ciyK0b1?

10. Kakyro (yHKIIHIO BBIIONHSET TPYAOBas KHIKKA B TPYJOBBIX MPABOOTHOIICHUAX ?

11. CocraBneHueM Kakux JOKYMEHTOB COMPOBOXKIACTCS IPUEM Ha MOCTOSHHYIO paboTy?

12. Kakue rpymnibl TOKyMEHTOB BXOJISAT B COCTaB JIMYHOTO Jiena?

Nookrwd

Tema 4. JloroBopHo-npaBoBasi JoKyMeHTanus (OK 2,0K 9)
1. Yro mpencrapnsieT co0oii JoroBop?
2. Yrto oTpaxaroT B 10roBope?
3. IlepeunciuTe peKBU3UTHI JOTOBOPA
4. TlepeuncTure BUABI JOTOBOPOB
5. PackpoiiTe CymHOCTb 10roBopa KyIUIM-IIPOJAXH
6. PackpoiiTe cylHOCTb 10roBopa mnoapsaa
7. PackpoiiTe CyIIHOCTh JOIOBOpa MEHa
8. PackpoiiTe cyliHOCTb 10roBOpa JAapeHus
9. PackpoiiTe cymHOCTb IOTOBOpa apeHabl (MMYIIECTBEHHOTO HAaeMa)
10. Ilepeuncnure BUABI JOTOBOPOB KYIIH-TIPOJAKU
11. Kakue 10KyMEHTBI OTHOCSITCS K IPETEH3MOHHO-UCKOBOM IOKyMEHTaluu?
12. Kakue nucbMa Ha3bIBAIOTCS IPETEH3UMOHHBIMU?
13. B xakoM ciy4ae COCTaBIISIETCS] HCKOBOE 3asBIICHHE?

Tema S. IlonsiTHE JOKYMEHT0000pPOTA, perucTpPanus J0KYMEeHTOB (OK 2,0K 9)
UTo BXOAUT B MOHATHE TOKYMEHTOOOOPOT?

Yro npencTabiseT coO0i nen0nponu3BoCTBO?

Urto Takoe 00beM ToKyMeHTooOopoTa?

KakoBa ocHOBHas 3a1a4a TOKyMeHToo0opoTa?

Haiite onpesenieHne yHUBEPCAIbHOMY JOKYMEHTO000POTY

Yro Takoe oneparoHHbIi T0KyMEeHTO000pOT?

Urto maet pacuer o0beMa JOKyMEHTOO00pOTa?

Kakue 3agaun 10KyMeHTOO00pOTa pelIaeT perucTpanus JOKyMeHTOB?

NN E

Tema 6. Opranusanusi ONePpaTUBHOIO U APXMBHOI0 XPaHEHUA TOKYMEHTOB (OK 2,0K 9)
Yro Takoe HOMEHKIaTypa Aen?

[lepeuncnure nocnea0BaTENbHOCTD ATANOB Pa3pabOTKH HOMEHKIIATYPHI €T
Ilepeuncnure BUIBI HOMEHKJIATYP ACT

UYro npencrasisger co0oi TUIIOBAs HOMEHKJIATypa Jiei?

Kaxue oprannzanyoHHble TOKYMEHTHI JIEKAT B OCHOBE PaCIpEIeICHNs JOKYMEHTOB?
Kakne noxymentsl HE BkiItO9aroTCs B HOMEHKIATYPY J€1 NPEAIpUATHSA?

BoraenuTe 3Tamsl NOATOTOBKHM IOKYMEHTOB K apXUBHOMY XPaHEHUIO

[lepeuncnure nocnaea0BaTENbHOCTH MOTHOTO 0GOPMIICHHUS JIEN B OpraHU3alun
[lepeuncnure MoOCIEI0BATEIBHOCTD OJIHOTO 0(OPMIICHUS JIeJl B OpTaHU3aINH

wCoNoOR~wWNE

Tema 7. Opranuszanusi padboTsl ¢ KOH(PHUICHIHAJBLHBIMHA A0KyMeHTaMH (OK 2,0K 9)
1. Yro npencrasnser co0oil KOHPUIEHINAIBHBIN TOKyMEHT?
2. UYto BKIIIOUAIOT B ce0st KOH(PHUICHIIUATBHBIE TOKYMEHTHI B TOCYIaPCTBEHHBIX CTPYKTYpax?
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Yro BKIIIOYAIOT B ce0s KOH(MUACHITUATBLHBIC JIOKYMEHTHI B TIPEANPHHUMATEIECKUX
CTPYKTypax?

Kakoe 3HaueH#e nmeeT npaBUiIbHAS OpTaHU3aIsl KOH(UACHIIUATEHOTO
JIeJIONPON3BOICTBA?

Kakum rpudom Moryt ObITh OTMEUEHBI KOH(DHICHIIMATIbHBIE JOKYMEHTHI ?

Uro npeaycMaTpuBacT MOpsIoK oOpaiieHus ¢ KOHPUISHIIUATbHBIMU JOKYMEHTaMU?
Kak opranusyercst XxpaHeHnEe KOH(DUICHIIUATBHBIX TOKYMEHTOB?



