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Pa6ouas mporpamma nucuUIUIHbI «JlOKyMEHTAaIMOHHOE O0eCTIeUeHUE YIIPABICHUS.

ABTOp(BI):

JIOLICHT, K.II.H. JlykbsiHunkoBa E.A.

Peuenzent(nl): Kapnos B.B., npencenarens Omckoro HaydHoro mneHTpa CHOUPCKOTo OT/AeICHUS
Poccwuiickoii akanemMuu Hayk, A.3.H., mpodeccop

Pabouas nporpamma paccmotpena pykosoautenem OITOIT:

Poxuonos M.T'.

PaGouas nporpamma ogo0Opena Yuenoim coBeToM HHCTUTYTa (TipoTokoi Ne 4/]1 ot 11 suBaps 2021 1.)

(c m3menenusmu u ponoaHeHusiMu ot 01 centsopst 2021 r., mporokoin pernerust YC Ne 1)

(c U3MeHeHUusIMH 1 onosiHeHusIMU 0T 26.01.2022 1., mpotokon pemenust YC Ne 6)

(c usmenenusimMu 1 ponosiHeHusiMu ot 31.08.2022 1., mpotokon pemenust YC Ne 13)

HopmatuBHo-nipaBoByt0 0a3y pa3paboTku pabodeil mporpaMMbl AUCHUILIIMHBI COCTABIISIOT:

- ®enepanbHbll TOCYJApCTBEHHBIM 00pa30BaTENbHBIM CTAaHAAPT BBHICIIETO0 0O0pa3oOBaHUS -
OakanaBpuaT 1o HarmpasieHuto noArotoBku 38.03.01 Dxonomuka (mpukaz MunoOpHayku Poccuu ot
12.08.2020 r. Ne 954)

- Ilpukaz «O0 ytBepxkaenuu I[lopsaka opraHuzanuu W OCYIIECTBIEHUS 00pa3oBaTEIbHOMN
JIeSITebHOCTH 110 00pa30oBaTeIbHBIM IPOrpaMMaM BBICIIEr0 00pa30BaHUs — MporpamMmamM OakanaBpuara,
porpaMMmam crHelnuaauTeTa, mporpaMMmaM Maructparyps» oT 06 anpenst 2021 r. Ne 245.

- [Ipuka3 «OO6 yTBep)KIAEHUU MOpsAKa MEepeyHel CHeruaabHOCTeH U HalpaBlIeHUH MOATOTOBKU
BbIciIero oopazoBanus» oT 12 centsaopsa 2013 r. Ne 1061.

- OcHoBHas mnpodeccuoHangbHas oOOpa3oBareibHas MporpaMma BBICHIETO 00pa30BaHUs
HanpasJeHus NoAroToBku OakanaBpuata 38.03.01 DxoHoMuKa (HampaBIeHHOCTh «byxranrepckuii yuer,
aHaM3 M ayIuT»), yIBepkIeHHas pekropom 11.01.2021.

- TlonoxxeHue O KOMIUIEKTAaX OLEHOYHBIX MAaTepHalioB OCHOBHOH MpodeccuoHanbHOM
oOpa3zoBatenbHOI mporpaMMsel Beiciiero oopazoBanus B AHOO BO «CuOupckuii MHCTUTYT OHU3HEca U
MH(OPMAIMOHHBIX TEXHOJIOTH», yTBEpKIAeHHOe pekTopoM 31.08.2020 r.



1. HEPEYEHD IIVTAHUPYEMBbIX PE3YJIBbTATOB OBYYEHMUA 110 JUCHUIIJIMHE,
COOTHECEHHBIX C IUVIAHUPYEMBIMHU PE3YJIBTATAMHN OCBOEHUSA OIIOII

BAKAJIABPUATA

Lenv Oucyuniumvl «/JoKyMeHmayuonHoe odecneuenue YNpasieHusy - -HAy4YUTb OyAyIIEro
CHEIHalIMCTa MPUHIIUIIAM PabOThI C TOKYMEHTaMHU-HOCUTEISIMU HH(OpMaIUY;
-pa3BUTh y OOyYaIONIMXCS HABBIKM KOMAaHJHON pabOThI, MEXJIMYHOCTHOH KOMMYHHKAIIHH,

MPUHITHS PEIICHUIA.
3aoauu oucyuniunol:

- O3HaKOMJICHUEC CTYACHTOB C COCTAaBJICHHUEM U O(bOpMJ'ICHI/ICM JOKYMCHTOB Ha OCHOBE
CYHICCTBYIOIUX I'OCYJAPCTBCHHBIX CTAHAAPTOB,
- OJYUCHHUEC CTyJCHTaMU 3HaHU 00 OopraHu3anuu pa6OTI>I C IOKYMCHTaMM Ha IpCANpUATUN, B

OpraHu3aluy, YIpeKICHUU;

- U3y4yeHwue npaBuil 0hOPMIICHHS YIIPABIEHYECKHUX JOKYMEHTOB, U UX PEKBU3UTOB;
- pacCMOTPEHHUE MPUMEPOB JOKYMEHTOB, PErVIAMEHTUPYIOLIUX MTPOLIECC YIIPABICHHUS.

B pesynbratre ocBoenust OITOII GakanmaBpuara 0OyJarOIIUICS JOJDKEH OBIAACTh CICAYIOIIUMHU
pe3ysibTaTaMu 00y4YeHUSs O JUCIUILTUHE:

Ko 1 naumenoBanue

KOII W HAMMCHOBAHUEC MHIUKA-

Ilepedens UIAHUPYEMBIX PE3YIIBTATOB

KOMIICTCHIHH TOpa TOCTHYKCHUSI KOMITETCHIIUN 00y4YeHHMsI 110 TUCIIUTUTHHE
[Ipodeccuonanpabie komnereHuu (11K)

[1K-4 Croco6en|I1K-4.1 3Haer OCHOBHbBIC|3HATH:

OCYIIECTBIISATh MIPUHIIMIIBI u MeTob| 1. OcHoBBI JOKYMEHTAI[HOHHOTO
JESITCIIbHOCTh 10| OpTaHU3aIHH paboTeI{oOeceueHus YIIPaBIEHYCCKUX
TUTAHUPOBAHMIO, NepCOHaNa, 00bEKThI TPYIOBOIO|IIPOIECCOB, a  TakKxe, CHCTEMBI
OpraHMW3aIi, MOTUBAIUN H|IPOIecca; OCHOBBI OPTaHU3AIMH|3JICKTPOHHOTO  JJOKYMEHTOO0OpOTa |
KOHTPOJTIO paboTHI|1ETOMPOU3BOICTBA 1|COBpEMEHHbIE TEXHHUECKHUE CPECTBA JIJIs
MepCcoHaa,  OOECIEUCHHUIO|TOKYMEHTAIIHOHHOTO JOKYMEHTAIMOHHOTO obecrieueHus
JIOKYMEHTAIMOHHOTO COTIPOBOXKICHUS yIpaBIeHUS.

COTIPOBOKICHHUS VIIPaBICHYECKHUX MTPOIECCOB 2. [TpaBwmita COCTaBJICHUS

YIpaBJICHUYCCKHUX MPOIECCOB

OpPraHU3alMOHHBIX, PACTIOPAAUTEIBHBIX U
WH(POPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, O(QOpPMIICHHSI PEKBU3UTOB
opUIIMATBHBIX JOKYMEHTOB

IIK-4.2 VYmeer opraHu3oBaTh
JeSITENIbHOCTD 1o

IUIAHUPOBAHUIO, OpraHU3alluy,
MOTHBALIMHM ¥ KOHTPOJIIO pabOThI
nepcoHasa peanpUsATHHA
pa3IMYHBIX bopm
COOCTBEHHOCTH, OpraHU3alUy,
BE/IOMCTB, a TaKxe,
JOKYMEHTALUOHHOMY

COMNIPOBOXKICHUIO 170

JACATCIIbHOCTH

YMmerTh:

1. AHanusupoBaTh UM  OILICHHUBATH

coJiepKaHue JOKYMEHTOB, 0Opa3yrolux
JIOKaJIbHYI0 HOPMaTHBHO-TIPABOBYIO 0a3y
2. CocraBisATb  OpraHM3allMOHHBIE,
pacnopsAUTeNbHbIe U HHPOPMAIMOHHO-
CIpaBOYHbBIE JTOKYMEHTBI o
o0ecrevyeHnIo JOKYMEHTAI[MOHHOT O
COITPOBOKICHHUS YIIpaBJIEHYECKUX
MIPOIIECCOB




[1K-6

OCYIIIECTBIISATh
JIOKYMEHTUPOBaHUE

XO3SIUCTBEHHBIX —ONEpaluid,
0pOpPMITSTH MJIaTeXKHbIC
JOKYMEHTHI U (hOpMHUPOBATH
OyXraJiTepcCKue€  IPOBOJKU
0  Yy4eTy  pe3ylbTaToB
(MHAHCOBO- XO03MCTBEHHOM
JIeATEeTbHOCTH OpraHUu3aluN

Crocobexn

ITK-6.1 3Haer OCHOBHBIE
HOJIOKEHUT UM HOPMAaTUBHO-
IpaBoOBYIO 0a3y OyXraJiTepcKoro
yueTa; MOopsAJOK OCYIIECTBICHUS

JOKYMEHTHPOBAHUS
XO034MCTBEHHBIX orepauui;
IpaBuIIa oopmnenus
IUIATeKHBIX  JIOKYMEHTOB |
dbopMHUpOBaHHS OYXTaITEPCKHUX
IIPOBOJOK HIPEANPUITUI
pa3IMYHBIX bopm
COOCTBEHHOCTH, OpraHHu3aluil,
BEJIOMCTB

3HaTh:

1. [TpaBuna COCTaBJICHUS
OpTraHHU3allMOHHBIX, PaCHOPAAUTCIBHBIX
JIOKYMEHTOB u nH(GOPMaIMOHHO-

CIIPaBOYHBIX JOKYMEHTOB
2. IlpaBunma odopmiieHHs PEKBU3UTOB
OQUIHATIEHBIX TOKYMEHTOB

[IK-6.2 VYmeer d¢opMupoBaTh
MOKAa3aTeNH dbuHaHCOBOM
OTYETHOCTU JUIsi COCTABJICHUS
OTYETHBIX dopm Ha
NPEANPUATHSIX Pa3IHIHbIX HopM
COOCTBEHHOCTH, OpraHU3alusiX,
BEJIOMCTBAx

Ymers:

1. CocTaBnsiTh OpraHu3alOHHbIC,
pacropsiiuTeIbHbIC IOKYMEHTHI

2. OcymecTBIATh JOKYMEHTHUPOBaHUE
XO3SIICTBEHHBIX OMepaIuil mpearnpusITHiA
pasnuuHbIX  (GopM  COOCTBEHHOCTH,
OpraHu3aluii, BeOMCTB

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucyunnuna «Joxymenmayuonnoe obecneuenue ynpagieHus» 6xo0um 8 4acmbv, Gopmupyemyro
VuacmHuKkamu oo6pazoeamenbHbix OMmHoOueHUl, yuebHo20 niana oioxa «/Jucyuniunsl, MoOyIU» OCHOBHOU
npogheccuonanbHol 06paz08amenbHol NPOSPAMMbI.

Hannas oucyuniuna npedycmompena yueOHuvIM nianom 6 3 cemecmpe - NO O4HOU (opme
0byueHus, 3 cemecmpe no OYHO-3a04HOU (hopme 00yueHus, 3 cemecmpe no 3a0YHOU opme 00yYeHUsl.

[Ipy m3ydyeHMHM AAHHOTO Kypca CTYACHTHI OMHPAIOTCS HAa 3HAHHUS U YMEHHS, IMOJIyYeHHBIE B
pe3yabTaTe OCBOCHHS CIEAYIOUINX JAUCITUTUINH:

"OcBoeHNEe KOMIETCHIIMM Ha4YMHAeTCid C TUCHUIUIMHBI ''JloKkyMeHTalmoHHOe oOecreveHue

yIpasieHus”

3HaHMS U YMEHHs, NTOITYUECHHBIE B PE3YNbTAaTe U3YUCHUS JAHHON JUCLUIUINHBL, UCIIONb3YIOTCS B
MOCIIEAYIOLIEM JIUISl U3y4EHUS:
"[IpenauruioMHas npakTuka'"
"VrpasieHnue nepcoHaiom"
"[ImannpoBaHue U NpOrHo3uposBaHue”




3. OBBEM JUCHUIIJINHBI B 3AYETHBIX EJAWMHUIAX C YKA3AHUEM
KOJINYECTBA AKAJJEMHUYECKHUX YACOB, BbBIJAEJEHHBIX HA
PABOTY OBYYAIOIIUXCS C TPEINOJABATEJIEM (II0 BHUJIAM 3AHATHA) U HA
CAMOCTOSATEJBHYIO PABOTY OBYYAROIINXCSA

OO6mmas TpyI0eMKOCTh (00beM) TUCIUTUIHHBI cocTaBisier 3 3.e., 108 4.

KOHTAKTHYIO

Ounas gopma | OHUHO-330YHAA | 3a6upag Gopma
Bun yuebHo# paboThl dbopma
3 ceMecTp 3 ceMecTp 3 ceMecTp
06 108 108 108
Aasi TPYI0€MKOCTh TUCIHUTLIUHBI
KonTakTHas padoTa, B TOM 4HCje B 56 44 3
3JIEKTPOHHOI HH(POPMALMOHHO-
o0pa3oBaTeJILHOM cpene (Bcero):
JIeKIMOHHBIE 3aHATHS 18 14 2
[IpakTHueckue 3aHATUS 36 28 4
Koncynbranuu 2 2 2
CamocrosiTesibHass padoTa 00y4YarOIIUXCs 43 60 96
(BCero), B TOM 4mcJie:
DopMa NPOMEKYTOYHOH aTTecTallul 9 4 4
o0yJyaonierocs - 3a4eT

4. COIAEPXKXAHME JUCHHUIIZIMHBI, CTPYKTYPUPOBAHHOE II0 TEMAM
(PA3BAEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HHUX KOJIMYECTBA
AKAJJEMNYECKHUX YACOB 1 BUJ10OB YYEBHbIX 3AHATUNA

4.1. Pa3zgesbl AMCUMILTHHBI (MOAYJISI) U TPYA0EMKOCTD 110 BUAAaM y4eOHbIX 3aHATHH (B yacax)

3 cemectp, ouHast opma 00ydeHus

O0beM yacoB (110 BUIaM Y4eOHBIX 3aHSITHI)
KonTakTHas pabora (1o w Koz
y4eOHBIM 3aHSTHSIM), Yac. g o MHINKATO
= a
Pa3ien/TeMa IUCIUILIHHEL, Bcero, 20| 2 P
Q o) = o 2 3 | JmocTHKe
CoLepIKAHNE gac. | Bcero, o z = | &S| & s
qac = 2z|8 3 = | S E| =
. = 5 E o = & 5 o| o |xomneren
= s3| E & 5 Q| = —
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1. HopmaTtuBHO-MeTOIHYECKAS
Oasa JIOKYMEHTAIIMOHHOTO K-4.1
obOecnieuenus ympasnenus B P®:| 14 8 4 4 6 K-6.1
WCTOpPHUS  BOIPOCA, OCHOBHBIE '
TEPMUHBL
2. OpranusanyoHHas K-4.1
JOKyMEHTalus: TpeOOBaHMSA K K-4.2
cocraBiennio u odopmienuio.| 14 8 2 6 6 TK-6.1
TexHomorus paboTs c K-6.2
JIOKYMCHTaMHU. '
3. PacniopsurenbHas [K-4.1
JOKyMEHTanust: TpeOOoBaHUs K K- 4' 2'
cocTaBieHuio U opopmieHuto.| 14 8 2 6 6 K-6 1
Texuomnorus padoTHI c K-6.2
JIOKYMEHTAMH. '




4. CrnpaBo4HO-UH(OPMAIIOHHAS K-4.1
JOKYMEHTAIUsA: TpeOOBaHUA K K- 4' 2’
cocTaBiieHUI0O H odopmieHuio.| 12 6 2 4 6 HK-6.1
TexHonorus paboThl c .
[1K-6.2
JIOKYMEHTaMHU.
5. KagpoBas  noxkyMeHTauus: [IK-4.1,
TpeOOBaHUSI K COCTABICHHIO U 20 12 5 10 8 [1K-4.2
0(OPMIICHHUIO. Texnonorus IK-6.1,
pPabOThI C IOKYMEHTAMH. I1K-6.2
[K-4.1,
6. OcHoOBHBIE NPUHIMIBL 4 6 9 4 8 [1K-4.2
OpraHu3aIy JOKYMEHTO000pOTA. IK-6.1,
I1K-6.2
7. HcnoiiHeHHWE  JOKYMEHTOB.
KonTpons WCTIOJTHEHUS
JOKYMEHTOB. DOpMBI KOHTPOJIA
WCIIOTHEHUS JIOKyMEHTOB.
TunoBble ¥ HUHIUBUAYaJIbHbBIC
CPOKH HCIOJIHEHUS JTOKyMEHTOB. [IK-4.1
Ananus CTPYKTYPBI '
PYKTYp 7 4 2 2 3 ITK-6.1
JIOKyMEHTO000poTA.
Cucremsl AIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa:  MPOOIIeMbI
BHEJPEHHUsA, TMpEUMyIIecTBa U
HEJOCTaTKW HCIOJNb30BAaHUS B
JIOKYMEHTAIIMOHHOM YIIPaBJICHUU
opraHusanuei.
8. Cucremaruszanus JOKyMEHTHOM K-4.1
uH(pOpMaLIUH. OneparuBHoe| 4 4 2 2 K- 4' 2’
XpaHEHHE TOKYMEHTOB U JIE]L. o
BCEI'O| 108 56 18 36 2 43 9
3 cemecTp, O4UHO-3a04Hast popma oOyUeHHUs
O6beM gacoB (10 BuaM y4eOHBIX 3aHATHIN)
KonTakTHas pabora (1o w Kox
y4eOHBIM 3aHATHM), Yac. S 5 MHIIHKATO
W = A pa
Paszgen/Tema QUCHUTIIINHEL, Bcero, ol 8
L o = o g 3 | mocTmxe
coiepyKaHue gac. | Bcero, 3 S = 8 .
T i = < = HHUS
yac = Sl T s | 28| =
. § S B g = = 5 o| © |xommeren
% s 3| & 5 = 28| X~ 14001
O Q< E K > = o,
= S al 28 o <
[t s o @)
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1.  HopmarnBHO-MeTOAMYECKAS
0aza JIOKYMEHTAIlMOHHOTO [K-4.1
obecrnieuenus ympasienus B PD:[ 12 4 2 2 8 HK-6.1
WCTOPUsS ~ BONPOCA,  OCHOBHBIE '
TEPMUHBL.




2. Opranu3zanuoHHas [IK-4.1
JOKyMEHTanusi: TpeOoBaHUS K TIK-4 2'
cocraBnenuto u odopmienuro.| 14 6 2 4 8 TK-6 1
TexHosorus paboThI c K-6.2
JOKVMEHTaMH.
3. PacnopsiautensHast [IK-4.1
JOKyMEHTalus:: TpeOOBaHHWs K K-4 2'
cocraBieHuo u odopmiuenuro.| 12 4 2 2 8 TK-6 .l
TexHoOT s paGoTel c 1K-6.2
JOKVMEHTaMH.
4. CnpaBo4yHO-HH(pOpPMAITMOHHAS IK-4.1
JOKyMEHTaIus: TpeOoBaHUS K K- 4' 2’
coctaBieHuo u odopmienuto.| 14 6 2 4 8 HK-6.1
TexHomorus paboTbI C K- 6l 2’
JIOKyMEHTaMH.
5. KagpoBas  noxyMeHTauus: [IK-4.1,
TpeOOBaHUS K COCTaBIICHHIO U 14 6 5 4 8 [1K-4.2
0hOpMIICHHUIO. TexHomnorus IK-6.1,
pPabOoThI C IOKYMEHTAMH. I1K-6.2
6. OCHOBHEBIE TIPUHLIUTIBI IK-4.1,
12 4 4 8 [1K-4.2
OpraHu3aIy JOKyMEHTO000poTa. TK-6.1,
7. HcnosHeHue  JOKYMEHTOB.
KonTpons WCTIOJTHEHUS
JOKyMEHTOB. (DOpPMBI KOHTPOJIS
WCTIOJTHEHUS JIOKYMEHTOB.
TunoBele ¥ WHIUBUAYyaTbHBIC
CPOKHM HWCIOJTHEHUS JIOKyMEHTOB. K-4.1
Anamms CTPYKIYPM 19 6 2 4 4 TK-6.1
JIOKYMEHTO000pOoTa.
Cucremsl 3JIEKTPOHHOTO
JOKyMEHTO00OpoTa:  MpoOIeMbl
BHEJPCHUS, TMPEUMYIIECTBA U
HEJOCTaTKW HCIONBb30BaHUS B
JIOKYMEHTAITMOHHOM YITPAaBJICHUN
OopraHusanuei.
8. Cucremarusanus JOKyMEHTHOM I1K-4.1,
uHpOpMaLUH. OneparuBHoe| 16 8 2 4 2 8 [1K-4.2,
XpaHEHUE JOKYMEHTOB U Jell. [1K-4.3
BCET'Of 108 44 14 28 2 60
3 cemecTp, 3a04Has (popma 00ydeHUs
O0beM yacoB (110 BUIaM Y4eOHBIX 3aHSITHI) Koz
Pasnen/Tema IUCIUIIIUHEI, Bcero, MHAMKATO
coJiep>KaHue yac. | Bceero, KonrakTtHas pabora (1o 10 Cﬁim o
gac. y49eOHBIM 3aHATHSAM), Jac.

HUsA
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1.  HopmaruBHo-meToauueckas
Oaza JOKYMEHTAllMOHHOT'O [IK-4.1
obecrieuenust ynpasienus B P®:| 14 2 12 HK-6l1
UCTOpPHUSL  BOMPOCA, OCHOBHBIC '
TEPMUHBL.
2. OpranuzanyoHHas MK-4.1,
JOKyMEHTaIusl: TpeOOBaHUS K [IK-4.2
cocraBieHu0 u odopmuenuro.| 14 2 12 TK-6 .l
Texnonorus paboThI c 1K-6.2
JTIOKYMEHTaMH.
3. Pacniopsurensuas TK-4.1,
JOKyMEHTausi: TpeOoBaHUS K [IK-4.2
cocraBieHuro u odopmienuro.| 12 12 K-6 '1
TexHonorus paboThI C [IK-6.2
JIOKYMEHTaMH.
4. CnpaBo4yHO-HH(pOpPMAITMOHHAS K-4.1
JOKyMEHTalus: TpeOoBaHUS K iy
[1K-4.2
cocTaBieHu0 U odopmieHuto.| 12 12 TK-6.1
Texuomorust a0O0ThI c .
P MK-6.2
JIOKyMEHTaMHU.
5. KampoBas  1OKyMeHTalus: T1IK-4.1,
TpeOOBaHUS K COCTaBJICHUIO U 14 5 12 [1K-4.2
0(OpPMIICHHUIO. TexHonorus I1K-6.1,
pPaboThI C IOKYMEHTaMH. I1K-6.2
6 OCHOBHEBIE MIPUHITATIBI TK-4.1,
0. TaHWU3aIUHU JOK CHTOI::)6OHOTa 12 12 [1K-4.2
p U TOKYM poTa. I1K-6.1,
7. HcnosHeHue  OOKYMEHTOB.
KonTpons WCTIOJTHEHHS
JTOKyMEHTOB. DOpMBI KOHTPOJIA
UCTIOJTHEHHUS JIOKYMEHTOB.
TunoBble ¥ WHIUBUAYaTbHbBIC
cAp}(I);HHSchonHeHHH JIOCKTyMiI;To?;i K-4.1
PYRIYPHI 12 12 TK-6.1
JIOKYMEHTO000pOoTa.
Cucremsr AIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa:  MPOOIEMBI
BHEJPEHUS, TMPEUMYIIeCTBAa U
HEJOCTaTKW  HCIIOJIb30BAaHHS B
JIOKYMEHTAI[MOHHOM YIPaBJICHUU
OpraHu3aIuen.
8. Cuctemarnsanusi JOKyMEHTHOU
[K-4.1,
uHpopmanuu. OmneparuBnoe| 14 2 12 K-4.2
XpaHeHHEe JOKYMEHTOB U JICII. o
BCEI'O| 108 2 4 2 96 4




@DopMBbI TEKYIIET0 KOHTPOJIS — MOCEIIeHHe U pa00Ta Ha JEKIIMOHHBIX U MPAKTHYECKUX 3aHATUSIX
(cobecenoBanue, KOHTPOJIbHAA paboTa, KPYIJIBIA CTON U JUCKYCCHsl), MUCbMEHHOE 3agaHue (pedepar),
MpaKTUYECKOe 3a/1aHue (KEc).

®opMa MPOMEKYTOUHON aTTECTALUU — 3a4ET.

4.2. ConepxaHue TMCUUILUIHHBI, CTPYKTYPHPOBAaHHOE 110 pa3aeaM (TeMam)

Tema 1. HopmatuBHo-MeToan4eckas 0a3a JOKYMEHTAIHOHHOTIO o0eclieueHHsl yIIPaBJIeHUs B
P®: ucropusi Bonmpoca, 0CHOBHbIE€ TEPMHUHBI.

Jlekunonnble 3anaTus 1.

Hcroprst BOBHUKHOBEHUS U Pa3BUTHUS YIPABJICHYECKOW JTOKYMEHTalMH. [[enonpou3BoaCTBO B
JPEBHEPYCCKOM  TOCYJIapCTBE. [IpukasHoe  n1€I0MPOU3BOJICTBO. Cucrema  KOJUIEKCKOIO
nenonpousBoacTBa. Cucrema MuHucrepckoro aenonpousBoactBa XlIX-magama XX BB. Hcropus
YIPABJICHUS U JIEIONPOU3BOACTBA B XX BEKE.

JokymenT. IOpunnueckas cuna gokymeHta. Dopmynsp HoKyMeHTa. bilaHku JOKyMeHTa.
JokxymenToobopot u nokymenronotroku. Jlemo. Homenknarypa nen. Xpanenue 1o0kyMeHTOB. OCHOBHBIE
IIOHATUS U NIOJIOKEHUS 110 TOKYMEHTUPOBAHUIO YIIPABICHUYECKOU IE€ATEIbHOCTH.

3akoHoaarenbHbIe akThl PO B cdepe nnbopmanuu u gfokymeHTanuu. Ykassl [Ipesugenra PO u
nocranosieHus [IpasurenscrBa PO. HopmatuBHble paBoBble akThl PockomapxuBa. I'ocynapcTBeHHbIE
CTaHJapThl HAa JOKYMEHTALUIO. YHHU(PHUKAIUSI U CTaHIAApTU3ALUS YIPABICHYECKUX JOKYMEHTOB. Buibl
JIOKYMEHTOB UM UX KJaccCU(pUKaIUS.

IIpakTuyeckue 3anaTus 2.
«/cTopusi BOSHUKHOBEHHUSI M PA3BUTHS YIIPABICHYECKON JOKYMEHTAL[UN».

Ha xaxxpl1it Borrpoc He00X0uMO chopMyIUpOBaTh pa3BEPHYTHIE OTBETHI:
Bomnpocs! mis o0cyxaenus
1. OtpaxkeHre BONPOCOB JOKYMEHTHPOBAHHUS, COCTaBICHUS M O(QOPMIICHHMS JOKYMEHTOB B
3aKOHOJATENbHBIX 1 HOPMATHUBHBIX aKTaX.
2. llonsaTme opuruHaza JOKyMEeHTa, ero npusHaku. llomnumHHOCTH nokymeHnTa. llonsAtme
«TIOJTUHHUK.
3. IlogyiuHHBIE ¥ OJUI0KHBIE JOKYMEHTHI. Bubl Gpanbcudukanum J10KyMEHTOB.
. [lonsiTHEe «xomuUs JOKyMeHTa». BUbl KONUI.
. Iopsinok opopminenus konuit. FOpuanueckast cuina KOMUi.
. biank nokymenta. Buapl 61aHKOB.
. CocraB 6naHKa, MOPAZAOK PACIONOKEHHSI PEKBU3UTOB B OJIaHKE.
. braHku ¢ yrioBeIM U IEHTPOBAaHHBIM PacIOIOKEHUEM PEKBU3UTOB.
9. OcHOBHBIE NTpaBUJIa KOHCTPYHPOBAHUS OJIAHKOB.
10. bnanku ¢ u300pakeHHEeM TOCYJapCTBEHHOTO Tepla, repba cyOwekTa Qeaepanuu, repda
MYHUIUIAIBLHOTO 00pa30BaHMUs.
11. ABTop noxymenra. [Topsnok o603HaueHNsI HANMEHOBAHUS OpraHU3al[M1-aBTOpa TIOKYMEHTA.
12. CipaBouHbI€ JaHHBIE 00 aBTOpE, X COCTaB, pa3MeIleHUE Ha OIIaHKe.

003N N K~

B koH1ie mpakTudyeckoi paboThl HEOOX0IUMO CHOPMYIHPOBATH 0OOOIAIOIINIA BBIBOJ.

Tema 2. Opranu3anuoHHAs JOKYMEHTAIUAA: TPeOOBAHUA K COCTABJIEHUIO U 0(DOPMIICHUIO.
TexHosuorust padoThl ¢ JOKYMEHTAMH.

Jlekuuounnie 3auaTuga 1.

Opranu3alnOHHO-TIPaBOBask TOKyMEHTalMs: 00I1as XapaKTepuCTHKa U crienudrKa T0KyMEHTOB.
Pa3paboTka 1 yTBepKIeHHE KOMILIEKCAa OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB, MOJIOKEHHE 00
OpraHu3ali, CTPYKTYPHBIX IMOAPA3ACIICHUSX, KOJUIETHAIBHBIX M COBEIIATENBHBIX OpraHax; IITATHOE
pacnucaHue; HHCTPYKLUHU 110 OTAEIbHBIM BUIAM ACITEIBHOCTH; TOJKHOCTHBIE HHCTPYKLIUH.

IIpakTu4yeckue 3anaATus 2.
HenoBas cutyauus: OTKpbITHE COOCTBEHHOM (hrupMbI ((popMa cOOCTBEHHOCTH HA BHIOOD).



[IpakTueckoe 3aHSITHE MPOBOJUTCS B MHTEPAKTUBHOW (OpME C MCHOIH30BAHUEM KOMAaHIHOIO
METO/a BBINIOJIHEHUS 3aJaHHs C pasrpaHrueHHeM (YHKIIMOHAIBHBIX OOS3aHHOCTEH CTYIEHTOB IpH
BBIMIOJTHEHUH 3aJaHUsl. 3aTeM yCUJIUS OOBEIUHSIOTCS, U OPraHU3yeTCs aKTHUBHBIA TUAJIOT CTYAECHTOB C
npernojiaBaTesieM M MEXAYy COOOW Ui TMOABEACHHS HMTOTOB M NPUHATHS PEIICHUsS, YTO IO3BOJISET
pa3BUBATh HABBIKW KOMaHIHOI pabOThl, MEKIMYHOCTHON KOMMYHHUKAIIUU U IPUHSTHSI PEIICHUN.

3anaumn:

1. IIpaBuiibHO OPOPMUTH JENOBYIO JOKyMeHTaluo (YcraB, MPOTOKOJI O CO3/IaHUU, I0TOBOp 00
YUPEKACHUHU, IITATHOE pACHUCAHUE, OOLIMi OJIaHK OpraHU3alMH, NPOJOJBHBIA OJaHK NHUChMa
opraHu3aIu Ha IByX s3bikax) coriacHo ['OCT.

2. IlpomeMOHCTpUPOBATH TONYYEHHBIE paHEEe TEOPETUYECKHE 3HAHHS IyTEM BBITOJHEHUS
3aJaHUN.

3. 3akpenuTh paHee H3yUEHHBIE MpaBUia NPOPECCHOHATBHOIO JEIOBOTO OSTHKETA, IyTeM
pellIeHus CUTYallMOHHBIX 3a/1a4.

[Ipemiaraemas 1enoBasi Urpa pa3BUBaeT HABBIKM PAaOOTHI C TOKYMEHTAMHU IO JIMYHOMY COCTaBYy
(cocraBnenue, opopmiieHre). ITo Hanboee TUITHYHBIN PParMeHT TPYJAOBOU IEATEILHOCTH, TPEOYIOIIHI
CHCTEMHOTO TIPUMEHEHHUS YMEHHII M HaBBIKOB, KOTOPHIMH JOJDKEH OBIaAETh cryneHT. CopaepikaHue
JIEJIOBOM WMrpbl MpEIoiaraeT Haluuue JOCTATOYHOTO YPOBHS MOJATOTOBKHU CTYJIEHTOB HE TOJIBKO B
00J1aCTH JIIOTPOU3BOJICTBA, HO U B IPYTUX chepax.

[TocnenoBarenbHOCTh BUJOB YU€OHOM EATEIBHOCTH:

1. enoBas urpa.

2. AHanu3 BBINOJHEHHBIX 3aJaHUi.

[IpaxkTrueckoe 3ananue:

) onpeneneHre CTyACeHTOM cepbl TPYA0BOM IeATEIHbHOCTH YCIOBHO CO3/IaHHON (PUpPMBI;

[ pa3paboTka u ohopmIIeHUE TOKYMEHTOB.

B nauane urpsl rpynna pa3OvBaercss Ha OJHOTHIIHBIE TOATPYIIBI C TUTIOBBIMU POJIsIMU (5 Tpymnn
mo 5 dYelnoBeK B KaXIOW), MJaeTcss HUCXoaHas wuHQopMamuss O JeNOoBOH Wrpe, OTpakaromias
MOCIIE0OBATEIBHOCTh U XapakTep AeHcTBHUs UTpOKOB. Ilocie 3TOro CTyneHThI, Cleays METOJAUYECKUM
yKa3aHHsIM, padOTaIOT C UTPOBOH TOKYMEHTAIIUEH U PEIIAlOT MPAKTUYECKHE CUTYAIIHH.

IToaroToBka Urphl.

PykoBoauTens Urpsl (rpemnoaaBaTelib):

] pa3bsAcCHAET MpaBuiia U NOPSI0K ASUCTBUM JETOBON UTPHI.

VY4acTHUKM UrpbI (OHA KOMaHa) — 3TO 5 yupeIuTenel yCI0BHO CO3MaHHON (PUPMBIL:

[] mpuIyMBIBalOT Ha3BaHHE YCIOBHO CO3JaHHOM (UPMBI, HCXOAS U3 OCHOBHOI'O BHjA
NeSITeTLHOCTH, KOTOpast IPOTHCaHa B KApTOUKe-3a1aHuH;

(] onpeAemnstoT JOMOJIHUTENbHBIE BUBI AEATEIBHOCTH YCIOBHO CO3JIaHHON (MPMBI, MOJIB3YACh
tabnuieit coorBerctBusi OKBO/I;

] mpuIyMBIBaOT MECTOHAXOKACHUE YCIIOBHO CO3/ITaHHON (pUPMBI;

) onpenensioT Y CcTaBHOM KamuTall YCIOBHO CO3/1aHHON (UpMBI;

(] onpenensioT NPOLEHTHYIO JOII0 Y4aCTHs Ha KaXJI0T0 yupeIuTes;

(] ompenensfoT pyKOBOJUTENS YCIIOBHO CO3JTAHHON (DHPMBI;

0 uzyuator ['OCT u mabnonsl s opopmiieHnss HEOOXOIUMON JTOKYMEHTAIlUK JJIsl YCIOBHO
CO3aHHOM (UPMBI;

] pa3pabaTbIBalOT U OQOPMIISIOT JOKYMEHTHI, 3apaHee pachpeaenB, KTO 3a KaKoil JOKYMEHT
oTBeuaeT (pacrpenensieT BbIOpaHHBIM pykoBoauTENb): (YcTaB, MPOTOKOJI O CO3[JaHUH, AOrOBOp 00
YUPEKACHUHU, IITaTHOE pAaCHUCaHUE, OOLIM OJlaHK OpraHu3alM, NPOJOJBHBIA OJaHK MHUChMa
OpraHu3aIliy Ha JIBYX SI3bIKaX);

] pyKOBOJIUTEIb YCIOBHO CO3/IaHHOMN (hUpMBI (BBIOOD CTYIEHTOB) 3aBEpsIET BCE JOKYMEHTHI CBOEH
MIOJIIHCHIO.

B uHTepecax co3maHus OOCTaHOBKHM COCTSI3aTENIBHOCTH B IpoIlecce JAEI0BOM HIpbl CTYAEHTHI
HAaOMpPAIOT ONpPEJEICHHOE KOJIMYECTBO OaylioB MO MATHOAJUILHOM IIKaje 3a KaKIbli pa3paboTaHHBIN
JOKYMEHT, pe3yJIbTaT CyMMHUPYETCS.

3a aOCOJIIOTHO BEPHBINA COCTABICHHBIN U O(OPMIICHHBIA TIOKYMEHT — 5 OamioB; 2 omuoku — 4
6amna; 3-4 omuOku — 3 6amia.



[IpenogaBaTens pa3Oupaer AENOBYIO UIPYy, HMOJBOAUT HUTOTH, OLIEHMBAET pabOTy CTYJIEHTa,
KOMaH[Ibl, ONpeenseT MoOenuTeNss M OrjamiaeT pe3yiabTaTbl. Takke mpernojaBarelb XapaKTepU3yeT
ypOBEHb KBaTU(UKALKUU CTYACHTOB IO BHINOJHEHHOW KOMaHAaMu padoTe, OLleHHBasg padoTy Kaxaou
KOMAaH/Ibl ¥ YYaCTHHKA KOMaH/Ibl, OTMEYAET JIyUIIIHX.

VYcnoBus Urpsl OTpaXKalOT XapaKTEPUCTUKY pealbHOTO Ipoliecca TPYIOBOW J1E€ATEIbHOCTH
4eJI0BEKa.

Heob0xoaumo:

] oprann3oBaTh pabOTy KaKIO0ro Y4aCTHUKA JI€TIOBOM UTPBI U KOMAH/IbI;

[J mpoaHaIu3upoOBaTh NPABUILHOCTh COCTABIICHUS KaXXI0r0 JOKYMEHTA;

[ oopMUTH BCE HEOOXOAUMBIE IOKYMEHTEHI.

Uror urpsi.

Omnpenensiercss KOMaHJA-MOOEAUTENb, B COOTBETCTBUM C CYyMMOH HaOpaHHBIX OajoB.
XapakTepuszyercsi ypoBeHb MOJATOTOBKH CTY/IECHTOB.

Tema 3. Pacnopsiiute/ibHAs1 JOKYMEHTAIUA: TPeOOBAHUSA K COCTABJIECHUIO U 0()OPMJICHUIO.
TexHosiorust padboThl ¢ JOKYMEHTAMHU.

Jleknuonubie 3ansaTus 1.

PacnopsaurensHas noxkymentanus. OCHOBHOE Ha3HAYEHUE PACHOPSAUTENILHON JTOKYMEHTAILUU.
[TpaBmiia cocraBineHus u OQOPMIICHHUS OCHOBHBIX OPraHU3alMOHHO- PACIIOPSIIUTEIBHBIX JTOKYMEHTOB,
IOPUIMYECKUE OCHOBAaHMS, CTPYKTypa TeKcTa W mpouenypa usganus. CocraBieHue U odopMIICHHE
MIPUKA30B, IOCTAHOBJIEHU, PACTIOPSKEHHUMN U T.J.

JIOKyMEHTHUpOBaHWE B  €IMHOHAYAIBHOM  ympaBieHUH. J[OKyMEHTHpOBaHHE  PaOOTHI
KOJIJIETUAJIbHBIX OPTaHOB.

IpakTuyeckue 3aHATHSA 2.

[TpaBuia opopmiieHHsI yIpaBIeHYSCKHX (OpraHU3allMOHHO-PACTIOPSTUTEIbHBIX) TOKYMEHTOB.

Bomnpocs! mis o0cyxaenus

VYkazanue BuJa JOKYMEHTa, €r0 MECTO M Ha3Ha4deHHe B (popmyssipe TOKyMEeHTa. 3aBUCHMOCTb
dbopmbl ToKyMeHTa OT ero Buma. OOo3HaueHue aapecara. IIpaBmwia HamucaHus ajapecaTta U MECTO
yKazaHusa aapecata B Qopmymnsape gokyMmeHTa. [lopsimok odopmiieHus AOKYMEHTa C HECKOIbKUMHU
ajipecaTamu.

Jlata noxymeHTa. 3HayeHHE [JaTUPOBAHUA JOKYMEHTAa. ABTOPCKHE JaThl (COCTaBIEHUE,
MOJIIIMICAaHUE), JAThl, OTHOCAIINECS K COJepKaHuio. JlaThl, XapaKTepH3yIOUIHe AJIEMEHTHI (OopMyIsipa.
Hatbl 06paboTku 1okymMeHTOB. [Topsaok odopmiieHus nat.

[IpaBuia MprCBOSHHS PETUCTPAIIMOHHOTO HOMEPA JTIOKYMEHTA.

[Ipy NOATrOTOBKE K 3aHATHIO CTYACHT JIOJKEH:

* U3Y4YUTh TEOPETUYECKUE TTOHATHUA:

1. YHudukauusa nokyMeHToB. BHyTpuBHI0Bas yHHUPUKALUS.

2. CBs3b BHJIOB IOKYMEHTOB M (DYHKIMI yripaBiieHUs.

3. Oco0eHHOCTH OpraHU3aI[MOHHO-PACTOPAIUTENbHBIX JOKYMEHTOB.
4. CocraBneHue 1 opopMIIeHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB

JlaHHas mpakTHYecKas paboTa ABIsSeTCsS MPOAOKEHUEM PaKTHYeCcKoit paboThr Ne2.

VYyacTHUKM UTpel (OHa KOMaHAa) — O3TO 5 ydpeAuTenell yCIOBHO CO3JaHHOW (QUPMBI B
NpakTU4YecKoit padote 2.

3anaHue:

1. CocraBnenne u OQOpPMIEHHE PACHOPSIAUTENBHBIX JOKYMEHTOB CO3JaHHOW (UPMBI
(pacnopsiKeHMsl, yKa3aHUs, IPUKa3bl, BBIITHCKH).

2. JIOKyMEHTUpPOBaHHE JESATEIBLHOCTH KOJUIErHanbHbIX opraHoB. CocTaBieHHe U o(opmieHHE
IIPOTOKOJIOB, PEILIEHU.



Tema 4. CnipaBo4yHO-UHGOPMALMOHHAS JOKYMEHTAIUSA: TPEOOBAHUS K COCTABJEHHUIO U
opopmieHuro. Texnosmorus padoTsl ¢ AOKyMeHTaMH.

JleknuoHHble 3aHATHA 1.

CrpaBouHO-UH(DOPMAIIMOHHBIC JOKYMEHTBI, WX Ha3HAu€HUE, COCTaB M odopmiieHUE (aKTHI,
JIOKJIAJIHBIC U OOBSCHUTEIBHBIC 3aIUCKH, TEIETPaMMBbI, TeIe(hOHOTPaMMBbI, CIIPABKH 10 THYHOMY COCTaBY
u 110 O6H_[I/IM BOIIpOCaMm, OT‘-IéTLI, IMPOTOKOJIbI, 3asABJICHUS HpeZ[CTaBJIeHI/ISI).

[Tonsatne 00 oduIMaNBEHO-IETOBOM CTHIIC. SI3BIK W CTWIIb CIIY>KEOHBIX JOKyMeHTOB. OOriue
PEKOMEHIAIMU TI0 CTHIMCTHYECKOMY O(GOPMIICHHIO JeJI0BOro muchbmMa OcoOEHHOCTH OQUIIHAILHOTO
NesoBoro ctuiist. O0mas KiracCu(pUKaIMs ISTOBBIX MTHUCEM.

JenoBas nepenucka. OCHOBHBIE 3JIEMEHTBI CTPYKTYpPBI JIEI0BOTO MUCHMA.

DTarnbl MOATOTOBKU TEKCTOBBIX JOKYMEHTOB: HA0OD, pelakTUpOBaHKE, 0(hOPMIICHHE.

IIpakTuyeckue 3anaTus 2.
CocraBnenue u ohopmiieHUE CITY>KEOHBIX U JIEIOBBIX MTUCEM Pa3IMYHOIO HA3HAYCHHUS.

3ananue: OOpaTuTe BHUMaHUE HAa COCTAB PEKBU3UTOB, BKIIFOYAEMbIX B IUCbMO, U PEKOMEHTyEMbIE
peueBble 000poThl. Henocratomue ganHble (110 3HAYEHUSAM PEKBU3UTOB M KOHKPETHBIM OOCTOSTENILCTBAM
CUTYalUi) OIIPEEIUTE CAMOCTOSTENIBHO.

|. CocraBbre nmucbmo-u3Benienue 3apeueHckoro HITAO «Crankonpom» HoBokysnenkomy [TAO
«CTtpoilapMarypa» 0 IpuYMHaX 3aJe€p>KKH IIOCTABOK MALIMH U 000py/10BaHUs.

II. CocraBbte oT uMeHu pupmbl «OprcCrapy HHGOPMATMOHHOE MUCHEMO O MPOJIAXKE YACTHBIM U
rOCy/IapCTBEHHBIM MpPEANPUATHSIM oO(}uCHOrO 000pyAOBaHUS IO JIOTOBOPHOM CTOMMOCTH U O
BO3MOYKHOCTH ITPUHUMATh 3aKa3bl Ha IPOEKTUPOBaHME AMU3aiiHa O(UCOB.

III. CocraBbTe mNUCHMO-TIPUTIIALIEHHE OpraHu3aluoHHOro komurera «Kpokyc Okcmo» c¢
IIPEIUIOKEHUEM ITOCETUTh CIELMAIU3UPOBAHHYIO BBICTABKY «MexayHapoJHas BBICTaBKa JIOMAIIHETO
TEKCTHJISL M TKaHeH a7t opopMIIeHHsSI HHTEephepay. BricTaBka mpoxoaut ¢ 24 mo 26 centsiops 2021 r. B
naBwiboHe 1 (3anbl 2, 3 1 4) BeicTaBOYHOT0 KoMIuiekca «Kpokyc Dkcroy.

IV. Cocraspre rapantuiinoe nuceMo ITAO «Bopokanam» mns HITAO «CantexmpoekT» 00
OKa3aHMM TEXHUYECKOW moMmou B pa3paboTke pabouux uepTexedl HacocHoW craHiuu. [TAO
«BoaokaHam» npocuT Npou3BeECTH 3Ty pabOTy HEMOCPEACTBEHHO Ha €r0 TEPPUTOPHUH.

V. CocTaBbTe NHCHMO-3alpOC OOIIECTBEHHON oOpraHu3auuu «Jpy3bs KHUBOTHBIX» B ajpec
tunorpaduu uzgarenbcrsa «lIpocserienne» o BO3MOKHOCTH BBIITOJIHUTH 3aKa3 Ha U3TOTOBJIEHUE OJIAaHKOB
ydeTa ¥ OTYETHOCTH U COOTBETCTBYIOIEE MTUCbMO-OTBET O COIJIACHHU.

VI. CocraBbTe mnmucbMO-0TKa3 pykoBoAcTBa Gupmel «IIpemuym» (Bnagenbua odUCHOTO
KomIiekca) HoBocenoBCckOMy HayyHO-TEXHHYECKOMY MPEINpPUATHIO IO BOMPOCY IMPEAOCTaBICHUS
JOTIOTHUTEIBHBIX IUIOIAEH ISl paciiupeHus oduca. YKaxuTe MPUUUHY O0TKa3a.

VII. CocraBbre pexkomenparenbHoe nucbMo Manbnesoit Hpune IlaBnoBHe i 3aHATHA
JOJIKHOCTH 3KCIEepTa Mo KPeAUTHO-(DMHAHCOBBIM OIEPALUSIM B KOPIIOPATUBHOM CEKTODE.

Tema 5. KaapoBasi JokyMeHTAllUsA: TPeOOBAHUSA K COCTABJICHUIO U opopMiieHUI0. TexHoorus
padoThI ¢ JOKYMEHTAMH.

JlekunoHHble 3aHsTHA 1.

J1enonpoun3BOCTBO MO JUYHOMY cocTaBy. DyHKIIMU OTAena KaapoB. O0s3aTenbHbIE JOKYMEHTHI
KaZpoBON cIyXObl. JIOKyMEHTHI 10 JUYHOMY COCTaBY: 3asBIIEHHE O IpUEMe, YBOJIbHEHUH, MEPEBO/IE;
TPYZOBBIE JIOTOBOPHI; MPHUKA3bI 110 JUYHOMY cocTaBy. [IpaBoBbIe acleKThl 3aKIIOUYEHUS, U3MEHEHUS U
IIPEKPALIEHUS IEHCTBUS TPYA0BOTO 10T0BOPA.

TpynoBas kuwmxkka. [lpaBuna 3amonHenus. BHeceHune nm3MeHEHHMH B CBeNEHHS O paOOTHUKE.
Hy6nukat. CBeaenus o pabore. HarpaxkaeHus. YBojdbHeHHE. YUeT W XpaHEHHE TPYHOBBIX KHHKEK.
OTBETCTBEHHOCTh 3a HECOOJIIO/IEHUE TOPsIIKa BECHUS TPYJIOBBIX KHIDKEK. JIMUHas KapTouka U JIMYHOE
neno. Paznensl nuuHoi kapTouku. OcHOBaHue [yt 3anonHeHus. Odopmienue nuaHoi kapTouku. Cpoku
XpaHEeHUs JIMYHBIX KOpToueK. JInuHoe aeno.



IIpakTu4yeckue 3aHaATHs 2.
Jenosas urpa: «/lokyMeHTHUpOBaHKE MTPOLIECCOB YIIPABICHUS»

JlenoBas urpa (CuTyauus) IpOBOJUTCS C LENbIO 3aKPEIUIEHUS] TEOPETUUYECKUX 3HAHUIN CTY/IEHTOB
0 paccMaTpuBaeMoil mpoOsieMe, pa3BUTHS HABBIKOB KOMAHIHOW pabOThl, MEKIUYHOCTHOU
KOMMYHHUKAIIUH, IPUHITHS PEILIECHUH, JINJEPCKUX Ka4eCTB.

enp nemoBoit urpsl. 1IpoBepuTs U OLEHUTH YPOBEHb TECOPETUYECKON MOArOTOBKHU CTYACHTOB,
3aKpeNUTh IPAKTUYECKHE HaBBIKK B OOJIACTH JIOKYMEHTHPOBAHUS YIPABICHUYECKOH IEATEIbHOCTH
OpraHu3aluii, TpeanpusTHii, GUPM pa3HbIX (GOpM COOCTBEHHOCTH W BUJAA AEATEIBbHOCTU. [IOHATH poib
JIOKYMEHTOB U X 3HA4E€HHE, KaK IPaBOI OCHOBBI JEATEIIBHOCTH CAMOW OPraHU3alMH, TAK U COTPYAHHUKOB,
U Kak 0a3bl CO3/JaHUsl PALlMOHATIBHOTO JOKYMEHTALIMOHHOTO 00eceueHHs.

JlenoBas cutyanuus: opopmiieHHe Ha paboTy.

Lenb: hopMupoBaHre YyMEHUH M HABBIKOB paOOTHI C JOKYMEHTaMHU TPYIOBOTO LIUKJIA - IPUEM Ha
paboTy, nepeMelleHne U yBOJIbHEHHE pa0OTHHUKA.

[IpakTrueckoe 3ananue:

[] cocTaBiieHUe U NpaBUIbHOE 0hopMIIeHHE TPOHECCHOHATIBHOIO PE3IOME;

] cobecenoBaHNE U IPUHATHE PELLICHUS;

] HOArOTOBKA JOKYMEHTOB, HEOOXOAUMBIX JUIsl TPYLOYCTpOICTBA:

aBTOOMOTrpadus, XapakTepUCTUKA; 3aII0JTHEHUE aHKETHI;

(] moka3 mpoluecca JABMKEHHMsS COTPYAHHUKOB B IepuojA paboTel B ¢GHUpME 0 HHUIMATHUBE
PYKOBOJHUTEIISI MIIK TI0 JINYHOM MPOCKHOE;

(] cocTaBiIeHUE MPOEKTA MPUKa3a I10 JIMYHOMY COCTaBY.

Htor urpsl.

CocraBiienne u odopmiieHue NPOPECCHOHATHHOIO pe3loMe, 3asBIICHUH, aBToOHOorpadwum,
XapaKTepUCTUKH, MPHKa3a MO JMUYHOMY COCTaBy. DTH JOKYMEHTHI U COCTaBSIT OCHOBY odopmiieHus
TPYIAOBOH JIEATEIBHOCTH CTyaeHTa. Onpenensercs mo0eaAnuTenb. XapaKTepru3yeTcsl ypOBEHb MOJATOTOBKH
CTYJICHTOB.

IIpakTnyeckue 3ansaTus 3.

Bonpocs! 1uist 06cyxieHus:

1. Kak ocymectBisieT rpaxaanamu Poccun npaso Ha Tpyn?

2. Kakue 1oKyMeHThI MPeIbBISIOTCS IPH 0hopMIIeHHH Ha paboTy?

3. Kakue BBl 3asBJI€HUN 110 JMYHOMY COCTaBY BaM U3BECTHBI?

4. YeM OTIIMYAIOTCS TIPUKA3HI 10 OCHOBHOM JESITEIHHOCTH OT IPUKA30B TI0 JINYHOMY COCTaBy?

5. Kakue pa3HOBHIHOCTH MTPUKA30B MO JUYHOMY COCTaBY BbI 3HaeTe?

6. Kakme tpeOoBaHUs MPEIBSBISIOTCS K O(GOPMIICHHIO PEKBH3UTOB MPHUKA30B IO JINYHOMY
cocraBy Ha [1IK?

7. B ueMm mnpeumyiecTBa YHU(GUIUPOBAHHBIX (OPM JOKYMEHTOB IO OOECIEUEHHIO KaJpamMu
OpraHOB roCyJIapCTBEHHOIO YIIPaBIeHU?

[IpakTrueckue 3aganus:

1) CocraBbTe 3asBlIeHHE O TpHEMe Ha padoTy

2) CocraBbTe 3asBIIEHHE O MPEJOCTaBICHUH OTITyCKa: OYepeIHOro, yuyeOHoro, 6e3 cCoXpaHeHUs
CoJIepKaHusI.

3) CocraBbTe 3asBiI€HHE 00 YBOJIbHEHUH.

4) Ha ocHOBaHMM COCTaBJICHHOTO 3asBJICHHs O MpHeMe Ha pabotry (3amanue Nel) cocraBbTe U
odopmurte Ha [1K npukas o mpueme Ha padboty. Henocraromue peKBU3NTHI BO3BMUTE W3 TaHHBIX 0a30BOTO
HPEIIPUSATHSL.

5) Ha ocHOBaHMU COCTaBIIEHHBIX 3asBJICHHM O MPEIOCTaBICHNUN OTIycKa (3a1anue Ne 2) coctaBbTe
u opopmute Ha [IK npuka3 o npegocTaBieHHH OTITyCKa.

6) Vcnonp3ys naHHble 0a30BOro HMpenpusATHs (HAMMEHOBAaHHE OpraHU3allMM, HauMEHOBaHME
CTPYKTYPHOTO TOjpa3AeieHus U T.I.), coctaBbTe u odopmure Ha IIK mpukaspl: 0 MOOLIpPEHUH, O
HAJIO’KEHUH JUCLUIUIMHAPHOTO B3BICKAHUS; 00 OCBOOOXKIEHUH OT 3aHUMAeMOH TOJKHOCTH.

7) IloaroToBeTe MpEACTABICHUE O MOOIIPEHUH, UCIIONIb3Ysl TEMAaTUKY HAIlPaBICHHUH MJIaHOBOTO
3aJJaHus 110 BBIYCKY A€Tajei), ¥ Ha ero OCHOBaHUM cocTaBbTe U opopmure Ha [IK npukas o noompenun.



Tema 6. OcCHOBHBbIEC MPUHIIMITBI OPraHU3ANUM JOKYMEHT0000poTA.

JleknuonHble 3ausTHA 1.

JIOKyMEeHTOOOOpPOT W €ero OCHOBHble dTamnbl. OpraHu3allMOHHOE IOCTPOEHHE CITYKOBbI
JENONPOU3BOACTBA.  PasneneHne QyHKOMA MEXIy TOIpa3AClIeHUsSIMU  JIEIONPOU3BOJCTBA U
UCIONHUTENAMU. Perucrpanus u y4yeT MOCTYMAIOIIUX B OpPraHU3aluio JoKyMeHTOB. [loaroroBka u
perucTpanys OTIPABIIEMBIX JTOKYMEHTOB. lIpoxo’kieHne BHYTPEHHHX JOKYMEHTOB. YueT o0bema
nokyMmeHToobopora. KoHTposb 3a ucnoiHeHrueM AoKyMeHTOB. OpraHu3anusi paiioHaIbHOrO JBHKEHUS
JOKYMEHTOB BHYTpHU opranu3anuud. OOpaOoTka WCHOJHEHHBIX M OTHPABISEMbIX JOKYMEHTOB.
Perucrpanmonnsie popmbl. Perucrpaius u nHIEKCaIs T0KYMEHTOB.

IIpakTuyeckue 3anaTus 2.

[ToaroroBka u 00OCITy)KMBaHUE COBELIAHUH (J€I0Bast UTPA)

PaboTa nmpoBOANTCS B MUKPOTPYIIIAX MO 2 YeslOBeKa.

XOJl Urphl:

1 osran. OnpenenuTh TeMy W YYacTHHKOB coBemaHus. COCTaBUTh IMOBECTKY COBEUIAHMUS.
CocTaBuTh MJIaH NPE3CHTAMOHHOTO MaTepuaa.

2 sram. [lo pe3ynbraraM poBeIeHUSI COBEILIAHUS COCTABUTh €T0 MPOTOKOJ, CJEJIATh BBHITUCKY U3
MPOTOKOIA.

B aynuropun nmpoucxoauT 3amuTta 1 00CyK/I€HHUE BCEX JIEIOBbIX COBEIIaHUN.

IIpakTnyeckue 3anaTus 3.
JIoKyMeHTOOOO0POT OpraHu3aIun

Bomnpocs! st 00cyKaeHusl.

1. UTo BXOAUT B MOHATHE JOKYMEHTO0OOpOTA?

2. Kakue [1e10npou3BOJCTBEHHBIE MPOLEIYpbl HMEIOT OTHOUIEHHE TOJBKO K BXOSIIUM
JIOKyMeHTaM?

3. TonbKO K UCXOASAIINUM JOKYMEHTam?

3aganHue.

1. ITocTpouTh cXeMy OpraHu3aluu paboThl C JOKYMEHTaMHU.

2. HWHcrpykuums 1o Je0Npon3BOCTBY — KAK OCHOBHOM HOPMAaTUBHBIN aKT, perjaMeHTHPYIOIHUM
paboty ¢ nokymeHTaMu. COCTaBUTh NPHIIOKEHUS (Ha BBIOOP3-4) JUIs HHCTPYKIUH O 1€JI0IPOU3BOJICTBY.

Tema 7. UcniotHeHHe 10KYMeHTOB. KOHTPOJIb HCNOTHEHUSI IOKYMEHTOB. @OpMBbI KOHTPOJISt
UCTIOJTHEHHs JOKYMEHTOB. TunoBbie  HHAUBHAYAIbHbIE CPOKU HCTIOJTHEHHS JOKYMEHTOB.
AHaJIM3 CTPYKTYPbI JOKYMEHT0000pOoTA.

CucreMbl JIEKTPOHHOI0 JOKYMeHT0000poTa: MPo0JieMbl BHePEeHHs, IPEUMYIIecTBAa U
HEI0CTATKH MCIOJIb30BAHMUSA B JIOKYMEHTAIHOHHOM YIPABJIEHHU OpraHu3anueii.

JlekumoHHbIe 3aHsTHA 1.

Hcnonnenue nokyMeHTOB. KOHTPOJIb MCIONMHEHUS! JOKYMEHTOB. DOPMBI KOHTPOJISI UCTIOTHEHUS
JOKYMEHTOB. THIOBBIE W WHIMBUAYaJbHBIE CPOKH WCIIOJHEHHS TOKYMEHTOB. AHAJIH3 CTPYKTYPHI
JIOKyMEHTO000pOoTA.

CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: NpOoOJieMbl BHEIPEHHUS, TMpPEUMYyIIecTBa U
HEIOCTAaTKU UCIIOJIb30BAaHMsI B JOKYMEHTAI[MOHHOM YIIPAaBICHUH OpraHU3aIlUueH.

IIpakTnyeckue 3ansaTu 2.
OdopmiieHne u CONpOBOKAECHUE CTPAXOBOI0 CIyyasl, pacyeT

Lenb: u3yduTh OOLIHMI MOPAAOK OPOPMIICHHS U COIIPOBOXKICHHUS CTPaXOBOI0 Clyyas,
pPaccMOTpeTh OpraHU3alUI0 JOKYMEHTOO00POTa CTPax0BOW KOMIAHUH 110 PETUCTPALIUU U YUETY
CTPaxOBbIX BBIILIAT.



PaccmarpuBaeMbie BOIPOCHI

1) Ilopsinok Benenus XKypHana yuera CTpaxoBbIX BBIILIAT.

2) Yuer BbIIIAT MO NPSIMOMY CTPaxXOBAHUIO, COCTPAXOBAaHHIO U IEPECTPAXOBAHUIO HA CUETAX
Oyxranrtepckoro yuera IIpoBenenue quckyccun Ha Temy «Heo0XoauMoCTh ydeTa CTpaxoBbIX YIIepOoB
BBIIJIAT CTpaxoBIIMKOM». KpaTkuii Teopernueckuil MaTepuan B Cpoku, ompereneHHble B IIpaBmimax
cTpaxoBaHust win JloroBope cTpaxoBaHUS B TNHCbMEHHOH Qopme (3asBieHue 00 yOBITKaxX WU
HOBPEXJCHUAX IO CTPAXOBaHUIO OOBEKTOB), MOATOTOBUTH UM NpeacTaBUTh CTPaxoBIIMKY CBEIEHUS 00
00CTOsATENIbCTBAX HACTYIICHHS YOBITKA (aBapu, ymiepoa) u ero (ee) pazmMepax.

B 3asBiIeHHM yKa3bpIBacTCA:
. HauMeHoBaHue U aapec CTpaxoBaTels;
. HOMEp CTPaxoBOIo IOJIHCa;
. HAHNMEHOBAHME 3aCTPaX0OBaHHOTO(bIX) 00bEKTa(0B);
. 4ipec ¥ MECTO HACTYIUIEHUS CTPAXOBOTO CiIy4Yasi;

5. BpeMs U JjaTa, KOria BO3HUK YOBITOK (IIPOM301ILIA aBaApHsL);

7. ®.1N.0., nmpodeccruro U ampec CBHUICTENICH HACTYIUICHHS YOBITKa (aBapuu), €CIIM TaKOBBIC
UMEIOTCS;

8. HaMEHOBaHUE MOBPEXIEHHOT0(bIX) 00BbEKTA(0OB), KAKUE UMEHHO YAaCTH ITOBPEK/IEHBI, B KAKOM
00BeME;

9. Kak HacTynui yOBITOK (IIPOU30IILIa aBapusl), BEpOsITHAs IPUUYMHA €r0 HACTYIUICHMUS,

10. moBpexJaeHHe COOCTBEHHOCTH TPETbUX JHMIl M COCEJHEH COOCTBEHHOCTH, TeEJIECHbIE
MOBPEXKACHHUS;

AW~

Tema 8. Cucremaruszanus J0KyMeHTHOI uHopmanuu. OnepaTuBHOe XpaHeHHe TIOKYMEHTOB U
aeJ.

JleknuonHble 3aHsATHA 1.

DKcnepTu3a LEHHOCTH JOKYMEHTOB W JOKYMEHTHOM uH(popmamuu. OOume TpeboBaHUs K
cucTemMarusanuu JokyMeHToB. HomeHnknarypa aen. Buasl HoMeHkiaTyp nen. CocTaBieHHE 3arojIoBKOB
JIelI.

OcHoBHble mpaBuia (opmupoBanus aen. OnepaTUBHOE XpaHEHHWE JOKYMEHTOB M Jiell.
Opranuzanysg WHGOPMALMOHHO-CIIPABOYHONH pabOThl MO JOKYMEHTaM OINEPAaTUBHOIO XpaHEHMS.
Odopmnenne 00I0KKH JIena.

[ToaroroBka nien k apxuBHOMY XpaHeHuto. CocTaBieHHe BHYTPEHHEN OMUCH JOKYMEHTOB Jiena U
3aBepuTenbHOM Haanucu. CocraBineHue u odopmieHue omnuceid. Buasl omuceil. JlokymeHTHpOBaHuE
nepegav e Ha xpaneHue. OdecredeHre COXpaHHOCTH TOKYMEHTHOM nHpopMannu. OCHOBBI apXUBHOTO
MIOMCKA IOKYMEHTOB.

5. INEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUSA JJIA
CAMOCTOSTEJABHON PABOTHI OBYUYAIOIIUXCS IO JUCIHUIIIUHE

5.1. Buabl ¥ OpraHu3anus CaMoCTOATEIbHOH padoThl 00YYAIOLIUXCS.

VYcnemHoe OCBOEGHHE TEOPETHYECKOro Marepuana M0 JUCLHUINIMHE «J{OKyMEeHTalMoHHOE
o0ecrnieyeHre ynpaBieHUs» TpeOyeT caMOCTOATEIbHOM paboThl, HAallEJIEHHON Ha YCBOCHHE JIEKIIMOHHOTO
TEOPETUYECKOr0 Marepuaia, paclIMpeHHe M KOHKPETHU3alWI0 3HaHWHW IO Pa3HOOOpa3HbIM BOMpPOCaM
muciuminHel. CaMocToATenbHas padoTa CTYJAEHTOB MPEyCMaTPUBAET CIEAYIOIINE BUADIL:

1. AyautopHasi caMmocTosiTeNIbHast paboTa CTY/I€HTOB — BBINIOJHEHNUE Ha CEMUHAPCKUX 3aHSTHUSAX
3aJaHUM, 3aKPEIUIAIONIUX TOJIYyYeHHbIE TEOPETHUECKHE 3HAHMS JIMOO pacIIUpSIONIMEe WX, a TakKke
BBITOJIHEHHE PAa3HOOOPA3HBIX KOHTPOJIBHBIX 33aJaHMi MHIMBUAYAJBHOTO HJIM TPYIIIOBOIO XapakTepa
(MOATrOTOBKA YCTHBIX NTOKJIAJ0B WM COOOIIEHUH O pe3yjibTaTax BBINOJHEHUS 3aJlaHUl, BBIMOJIHEHUE
CaMOCTOSITENIbHBIX POBEPOYHBIX PaOOT 110 UTOTAM U3YYEHUS OT/IEIbHBIX BOIIPOCOB U TEM JUCIUILINHBI);

2. BaeaymuTopHas caMoCTOsITeIbHas padoTa CTYJEHTOB — TOJATOTOBKAa K JIEKIIMOHHBIM H
CEMHHApPCKUM 3aHSTHUSM, IOBTOPEHHME U 3aKPEIUIEHWE paHee M3YyYEHHOIO0 TEOPETHYECKOIo MaTepuana,
U3ydeHHue mpoliieM, He BBIHOCHUMBIX Ha JIEKI[UH, BBHIIOJHEHUE MPAKTUYECKUX 3a/laHui, MOJArOTOBKA K
TECTUPOBAHUIO 10 AUCIUIIMHE, BBIITOJTHEHHE UTOTOBOW PaOOTHI.

bonpmioe 3HaueHne B MNpenofaBaHWU JUCHMIUIMHBI OTBOAMTCS CaMOCTOSITEIBHOMY IIOMCKY
CTYACHTaMH WH(OpPMAIIMU TIO OTJEIBHBIM TEOPETHUECKUM U MPAKTUYECKUM BOIIPOCAM M MTPOOIEMaM.



IIpy nnaHMpOBaHMM M OpraHM3alMKd BPEMEHU I W3YYEHMs] IUCLUIUIMHBI HE0O0XO0IUMO
pykoBoacTtBoBathecsl M. 4.1.1 wmmm 4.1.2 paboyell mporpaMmbl JUCHUILTUHBI «JlOKYMEHTAI[MOHHOE
o0ecreyeHne ynpaBiIeHUs» U 00ECIIEYUTh MOCIEI0BAaTEIbHOE OCBOCHUE TEOPETHUECKOro MaTepHaia o
OTJIEIbHBIM BOIIPOCAM U TEMaM.

Haubonee nenecooOpa3eH clenyromuid MHOPSAOK M3Y4YEHHUS TEOPETUYECKUX BOIPOCOB IO
JUCLUILINHE «/|OKyMEHTallMOHHOE 00ECIIEUEHUE YIIPaBICHUSI»:

1. 3yuenue cripaBOYHUKOB (CIIOBAPEH, SHIMKIONEIUI) C LENbIO YSICHEHUS 3HAaUE€HUSI OCHOBHBIX
TEPMHUHOB, TOHATHI, ONPEIEIICHHUI;

2. N3yueHne yueOHO-METOIMYECKUX MAaTEPUAIOB JUIsl JIEKIMOHHBIX U CEMUHAPCKUX 3aHITUH;

3. N3ydyeHue peKOMEHIyeMOW OCHOBHOM M JIONOJHUTEIbHOM JIMTEpPATypbl M 3JIEKTPOHHBIX
UH(POPMALIMOHHBIX HCTOUYHUKOB;

4. VI3yyeHue MOTMOJIHUTEIBHON JHUTEPAaTyphl M DJIEKTPOHHBIX MH(OPMAIIMOHHBIX HCTOYHHUKOB,
OIpEICIEHHBIX B PE3yJIbTaTe CAMOCTOSTEIBHOIO IIOMCKA HH(OpMaIuy;

5. CamocTosiTenpHas MPOBEpKa CTETIEHH YCBOCHHs 3HAHUHM MO KOHTPOJBHBIM BOMPOCAM H/WIIH
3aJJaHUSAM;

6. IloBTOpHOE M AOMNOJHUTENbHOE (YIIyOJeHHOE) M3y4yeHHE PAacCMOTPEHHOro Bolpoca (Ipu
HEOOXOIUMOCTH).

B mpouecce camocTodTenbHOM paboThl Hajl ydyeOHBIM MaTepUaoM PEKOMEHIYETCS COCTAaBUTh
KOHCIIEKT, IJIe KpPaTKO 3alucaTh OCHOBHbBIE MOJIOKEHUS U3yyaeMoil TeMsl. IlepexonuTs Kk cieayromemy
pazzeny MOXHO MOCJe TOro, KOrjaa MpeAlecTBYIOIINNA MaTepra IOHIT U YCBOEH. B 3aTpynHUTENbHBIX
cilyyasiX, BCTPEHYAIOLIMXCS IPH H3YYEHHM Kypca, HEOO0XOAMMO OOpaTUTbCS 3a KOHCYJbTaLUel K
IIpenoaaBaTesio.

[Ipy n3ydyeHUM IUCHMILIMHBI HE PEKOMEHAYETCS HCIOJb30BaTh MaTepualibl, OJrOTOBJICHHBIE
HEM3BECTHBIMH aBTOpPaMH, pPa3MEUICHHbIE Ha HEOQUIMAIBHBIX CaHTax HEIEIIOBOIO CO-JCpPKAHUS.
XKenartenbHo, yTOOBI HCHIOIb3yeMble OMOIMOrpaduuecKue UCTOUHUKY OBbLIIM M3/1aHbl B IOCIETHUE 3-5 JIeT.
CryneHTbl T1pU  BBIIOJIHEHUH CaMOCTOSITENIbHOM  paboOThl MOTYT  BOCIIOJIb30BAaThCid — y4eOHO-
METOAMYECKMMHM MaTepuajaMM IO JAUCHUIUIMHE «/loOKyMEeHTalmoHHOe oOecleYeHue YIpaBiICHUsD,
IIPEJICTABICHHBIMU B AJIEKTPOHHOW OMOJIMOTEKEe MHCTUTYTA, M IMpEAHAa3HAUYEHHBIMU AJI1 TOJATOTOBKHU K
JEKIIMOHHBIM M CEMHUHAPCKUM 3aHATHUSM.

[lepeueHb OCHOBHBIX Y4YEOHO-METOAMYECKHX MAaTEpHalioB Ui JIEKIMOHHBIX U CEMHUHAPCKUX
3aHATHUH NpesCTaBIIeH B I1. 7. pabodel IporpaMMbl JUCLUIUIMHBL.

KoHnTponb ayauTopHoil caMOCTOSTENbHON pabOThl OCYHIECTBIISETCS B (OpME POJIEBBIX HUID,
cobecenoBanus. KoHTpoab BHEAyAUTOPHOW CaMOCTOSTEIbHOM pabOThl CTYAEHTOB OCYLIECTBISETCS B
(dopMe yCTHOTO WJIM MUCbMEHHOIO OMpoca.

[IpomMexyTOuHBI KOHTPOJb 3HaHMW B (opMe 3adeTa OCYLIECTBISETCS MOCPEICTBOM
MUCBbMEHHOTO TECTUPOBAHUS, BKIIOYAIOIIET0 BOIPOCH] U 3aJaHUs JIsl CAMOCTOSITEILHOTO U3yUYESHHUSI.

OuHo-
Tema Ounas - H3a0qHa;1 3ananus nis ®dopma
, pasaen 3a0YHa 9
dbopma (bopma dbopma | camocTOATENHEHON PabOThI KOHTPOJIS
Ha  ocHoBe nekuum
JIOTIOJIHUTENIFHO ~ Marepuana
COCTaBUTh XPOHOJOTUUYECKYIO
tabmuiy no Tteme "Hcropus
OpraHu3aIid W TEXHOJOTHUH
L. Hopmatusho- Jienonpou3Bojictea B Poccun".
MeToAnYecKas 0aza B CTPYKType
JIOKYMEHTAIMOHHOTO 6 8 13 XPOHOJNOTHYECKOH  TabuI[pl| XPOHOTOTHYECKAsT
obecrieueHus yrpaBJIeHUS B JOJKHBI ~ OBITh  OTPaXKEHBI Tabnuia.
P®: wucropus  Bompoca, creaylonue TIEpUOIbI
OCHOBHBIC TCPMUHBI. JIETTONTPOU3BO/ICTBA:
1.1 JlenonpousBoacTBO B
Hpesneit Pycu
1.2 IlpukazHoe
JIEJIONPOU3BOJICTBO




1.3 Konnexckoe
JIeTIOTIPOU3BOJICTBO
1.4 UcriomHUTEIRHOS
JIeJIOTPOU3BOJICTBO
1.5 CoBerckoe
JIeJIOTIPOU3BOJICTBO

Ha OCHOBE HOPMATHBHBIX

aKTOB u OTKPBITBIX
HUCTOYHUKOB UHTEPHET
2. OpranuszanpoHHas
CaMOCTOSITEJIBHOE ~ M3y4€HUE
JIOKyMEHTaIus: TpeOoBaHus . |[KoHCTIEKT
13 |opraHu3alMOHHO-  MPaBOBOU
K COCTaBJICHUIO u OCHOBHBIX
JIOKYMEHTAI[UU:yCTaB, .
opopmienuto. TexHomorus MOJIO’KEHUH.
MOJIO’KEHUE, MHCTPYKLHUSA,
paboThI C TOKYMEHTaMH.
JIOrOBOP. JerannHoe
3HAKOMCTBO C PEKBU3UTaMU
Ka)KJ0ro BUJA TIOKYMEHTA.
[ToBTOpEeHHE © 3aKperieHue
M3Y4YEHHOI0 Marepuajia IoJ
TEME "PacniopsigutenbHas
JIOKyMeHTanus'";
1. Ha3nauenue
3. PacniopsurenbHas .
pacnopsiAuTeIbHON
JIOKyMEHTaIusl: TpeOoBaHus
13  |moKyMeHTamuw.
K COCTaBJICHUIO u 3auer.
2. Bunmei u ocobeHHOCTH
opopmienuto. TexHomorus 9
pacrnopsiAuTeIbHON
paboThI ¢ JOKYMEHTaMH.
JIOKYMEHTAIIUH.
3. IlpaBuma  cocraBieHHs
OCHOBHBIX PacHoOpsIUTEIEHBIX
JIOKYMEHTOB, CTPYKTypa
TEKCTa U PEKBU3UTHI.
IloBTOpeHre U 3aKperuIeHHE
M3YYEHHOTO MaTtepuaia Toj
TeMe "CnpaBo4HoO-
uH(pOPMaIMOHHbBIE
4. CnpaBouHo- JIOKYMEHTHI'":
uH(pOpMalOHHAs 1. Ha3nauenue crHpaBOYHO-
JIOKyMEHTaIus: TpeOoBaHus 13 |uHpOpPMATMOHHBIX 3a4er
K COCTaBJICHUIO u JIOKYMEHTOB.

odpopmiieHuro. TexHomOTHA
paboThI C TOKYMEHTaMH.

2. Buasl 1 0cOOEHHOCTH.
3. IlpaBuma cocrtaBieHHS

OCHOBHBIX CIIPaBOYHO-
MH(POPMAIIMOHHBIX
JIOKYMEHTOB, CTPYKTypa

TCKCTAa U PCKBU3UTHI.




OTBeTUTh HA  CIEOYIOIINE
BOIIPOCHI O TPaBUIaX BEICHUS
TPYAOBOI KHUKKHU B
OpraHu3aluu:
[IpaBuiia 3amoHeHus.
Bnecenne — u3MeHeHud B
5. KanpoBas
JOKYMEHTAIUs: TPeOOBaHUS CBEJICHI O PAOOTHHKE.
11 17  |dyOnukar.
K COCTaBJICHUIO ul 8 3auer.
Ceenenus o pabore.
opopmiieHnto. TexHoIorus
paboThI C TOKYMEHTaMH. Harpasicnerus.
VYBoOJIBHEHUE.
VYyer u XpaHeHHE TPYAOBBIX
KHIKEK.
OTBETCTBEHHOCTh 3a
HecoOII0IeHHE MopsIKa
BEJICHUS TPYIOBBIX KHIKEK.
IloBTOpeHHEe UM 3aKpeIUICHHE
M3YYEHHOTO Marepuaia o
TeMe "OCHOBHBIE PUHIUIIBI
OpraHu3aluu
6. OCHOBHbIE IPHUHIIHUIIBI 11 17 JIOKyMeHTOOOOopoTa'":
OpraHu3aIuu 8 1. Drtamnbl JOKyMEHTOO00pOTa |3aYeT.
JIOKYMEHTO000poTA. 2. Peructpaunus u  yuer
MOCTYHAIOMINX JOKYMEHTOB.
3. Yder nokymeHTO000pOTa
4. KoHTpoJib 32 UCIIOJHEHUEM
JIOKYMEHTOB.
7. Hcnonnenune
JIOKYMEHTOB. KonTponb
UCIIOJTHEHUSI  TOKYMEHTOB.
DopMbI KOHTPOJIS
UCIIOJTHEHUS]  TOKYMEHTOB. PazBepnyThie MMCbMEHHBIC
TunoBbie u OTBETHI Ha BOIIPOCHI:
WHIWBUIYAIGHBIE  CPOKH Cucremsl AIIEKTPOHHOTO
WCIIOJIHEHHUSI  JIOKYMEHTOB. 4 6 JIOKYMEHTO000poTa: sauer
AHanu3 CTpYKTYpbI| 3 po0sIeMbI BHEJIPEHU, '
JOKYMEHTO0000pOTa. MPEUMYIIEeCTBA U HEIOCTATKU
CucreMbl  3JIE€KTPOHHOTO HCIIOJTH30BaHUS B
JIOKYMEHTO0000pOoTa: JIOKYMEHTAIMOHHOM
POOIIEMBI BHEJIPEHU, yIpaBiIe€HUHN OpraHu3alue.
MPEUMYIECTBA u
HEJOCTaTKU UCIOIb30BaHUS
B JTOKYMEHTAI[MOHHOM
YIIPABJICHUH OPTaHU3aLAEH.
UTOI'O 43 2 4

5.2. YueOHoO-MeTOaAMYECKOEe 00ecTeYeHHe CAMOCTONATEIbHOI padoThI 00yYaAIOIINXCS
Y4eOHo-MeToIUuYeCKOe 00eCIIeYeHHEe CaMOCTOSITENIbHOM paboThl 00yJYaroNINXCs OTPAKEHO B 1.7
paboueii mporpaMMBbI TUCITUTUTHHBI «JI0OKyMEHTAIMOHHOE 00CCIICUeHUE YITPABICHUSD).



6. KOMILNVIEKTBI OHEHOYHBIX MATEPHAJIOB JUJUId IIPOBEJIEHUSA
MPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIIUXCA MO JUCIHATIINHE

6.1. IlepeyeHb KOMIIETEHIMI ¢ YKa3aHMEM 3TANOB NX GOPMHUPOBAHMS B Npolecce OCBOCHHS
o0pa3oBaTeJIbHOM MPOrPaMMbI

OcBoeHHE TUCIHUILIMHBI HAMTPABIICHO HA (DOPMHUPOBAHHE:

npogheccuoHanbHbIX KoMNemeHyut

[1K-4 CriocobeH OCyIIECTBIATh JESITeIbHOCTh 0 IJIAHUPOBAHUIO, OPTaHU3AIMK, MOTUBAIMU U
KOHTPOJIIO paloThl IepcoHalia, 00eCHeUYeHUI0 JTOKYMEHTAIMOHHOTO COMPOBOXIEHUS YIPaBICHUYECKUX
IIPOLIECCOB

[IK-6 CnocobeH ocCymecTBIATh JTOKYMEHTHPOBAHUE XO3SIHMCTBEHHBIX ONEpanuii, 0hOpMIIATH
TUTATEeXKHBIC TOKYMEHTHI U JOPMUPOBATH OyXTalTEPCKUE MPOBOAKH IO YUETY pe3yIbTaToB (PMHAHCOBO -
XO03SUCTBEHHOMN AESITETbHOCTH OpraHU3aIiU

JlanHble KoMrieTeHIUU (OPMUPYIOTCA B MTpoLiecce U3YUeHUs JUCIMILIMHBI Ha IBYX dTanax:

sTan 1 — TeKylmuii KOHTPOJIb;

3Tan 2 — MPOMEXYTOUHas aTTeCcTallusl.

6.2. Onucanue noka3zaresed H KpUTepueB OLICHUBAHUA KOMIIETEHIIUI HA Pa3/IMYHBIX 3Tanax
ux (opMUpOBaHMS, ONUCAHNE LKA OIleHUBAHUS

OneHka KOMIIETEHIMI Ha Pa3JIMYHBIX dTarnax ux (OpMUPOBAHHUS OCYILECTBIISIETCS B COOTBETCTBUU
¢ IlonoxkeHneM O TeKyIlleM KOHTpOJE U MPOMEKYTOUHOW arrectauuu, IlomoxeHuem o GaymuibHON U
PEUTHHIOBOM cHCTEMax OLIEHHMBAaHUS U TEXHOJOrMueckod kaprod nucuuiuivbbl (Ilpunoxenue 1),
IpUHATBIMU B IHCTHTYTE.

6.2.1. l[lokazamenu u Kpumepuu oyeHUBAHUs
KOMNnemeHyull Ha 3mane mexkyue2o KOHmpOoJis

Ne ni/n| Iloka3aTenn oneHUBaHUS Kpurepun oueHnBanus IIxana
OLICHUBAHMS
1 |[locemenne wu pabora na|l. Ilocemenue 3aHATHII: a) MOCEHICHUE 0-35

JEKIIMOHHBIX U MPAKTHUECKUX [IEKIIUOHHBIX M MPAKTUYECKUX 3aHATUH, O)
3aHATUAX  (coOecenoBaHme,|COOMI0IEHNE JUCITUTITHHBI.

KOHTPOJIbHAs pabota,|2. PaGora Ha JEKIMOHHBIX 3aHATUAX: a)
KPYTJIbIA CTON U JUCKYCCUSI) |BEAECHHE KOHCIEKTa JIeKIMi, ©0) ypoBEHb
OCBOEHHMSI TEOPETHYECKOr0 MaTepuasna, B)
aKTUBHOCTb Ha JIEKIUH, yMEHUe
(opMyIMpPOBATH BONIPOCHI JIEKTOPY.

3. Pabora Ha NpPaKTUYECKUX 3aHATHUIX: a)
YPOBEHb  3HaHMs  y4yeOHO-IIPOrpaMMHOTO
Martepuanga, 0) yMEHHE BBINOJHATH 3aJaHuS,
IIPELYCMOTPEHHBIE TNPOTPpaMMON  Kypca, B)
MPaKTUYECKHE HABBIKM PabOThl C OCBOEHHBIM
MaTEPUATIOM.




IIuceMenHoe 3ananue

1. HoBu3Ha TekcTta: a) aKkTyaJbHOCTb TEMBbI
HUCCIIEIOBAHUS; 0) HOBH3HA u
CaMOCTOSITENIbHOCTh B NOCTAaHOBKE IMPOOJIEMBI,
(dbopMylIMpOoBaHHE HOBOTO acCleKTa H3BECTHOI
npoOJeMbl B YCTaHOBJIGHMM HOBBIX CBSI3eH
(MeXIpeIMETHBIX, BHYTPUIIPEIMETHBIX,
WHTETPALMOHHBIX); B) yMeHue paborarh ¢
HCCIIEIOBAaHUSIMH, KPUTUYECKOM JUTEepaTypou,
CUCTeMaTHU3UpOBaTh U  CTPYKTYpPHUPOBATh
MaTepHual; T) SIBICHHOCTh aBTOPCKON MO3UIUH,
CaMOCTOSITENIbHOCTh OIICHOK U CYXKIEHUH; JI)
CTMJICBO€  €OUHCTBO  TEKCTa,  EIUHCTBO
KAHPOBBIX YEPT.

2. CreneHb pacKpbITHs CYLIHOCTH BOIIpOCa: a)
COOTBETCTBHE IUIaHA TeME MHCbMEHHOTO
3a/1aHusl; 0) COOTBETCTBUE COAEPKAHUS TEME U
IUIaHy MHUCBMEHHOTO 3aJaHus; B) IOJHOTa U
rilyOWHa 3HaHUM 10 TeMe; I') 000CHOBAaHHOCTh
Croco0OB U METOJIOB PabOTHI C MATEPUAJIOM; €)
YMCHHE 00001maTh, JieNaTh BBIBO/IBI,
COTOCTABJIATh PA3IMYHBIE TOYKU 3PEHHS IO
0JIHOMY BoTpocy (rpobieme).

3. O60CHOBaHHOCTh BBIOOpAa HMCTOYHHKOB: a)
OLIEHKA UCIIOJIb30BaHHOM JUTEPATYPHI:
MIPUBJICYEHBI M HanboJiee M3BECTHBIE PabOTHI
0 TeMe HCCIeqoBaHus (B T.4. JKypHAJIbHBIC
nyOJIMKalUu  TMOCIEAHUX JIeT, TOCJeIHUe
CTaTUCTHUYECKUE JIaHHBIC, CBOJKH, CIPAaBKH W
T.J.).

4. Cobmronienue TpeboBaHMi K 0)OPMIICHHIO: Q)
HACKOJIbKO BEpPHO OQOPMIIEHBl CCBUIKM Ha
UCTIOIB3yEMYIO JTUTEpaTypy, CITHCOK
auTepatrypel; 0) OIIEHKa TI'PaMOTHOCTH H
KYJIBTYpBI U3JI0KECHUS (B T.4.
opdorpadudeckoit, MYHKTYal[MOHHOM,
CTHIIMCTUYECKOMN KYJIBTYpHI), BJIaJICHHE
TEPMHUHOJIOTHEN; B) cOOI0/IeHHe TpeOOBaHUH K
00BEMY MMCHMEHHOTO 3a/IaHUsI.

0-25




3 [[IpakTuueckoe 3agaHue 1. Anamu3 mpoOiembl: a) yMEHHE BEpHO, 0-50
KOMIUIEKCHO U B COOTBETCTBUM  C
JCUCTBUTENIBHOCTBIO  BBIACIUTh  IPUYHMHBI
BO3HUKHOBEHHUS IPOOJIEMBbl, ONMCAaHHOH B
MPAKTUYECKOM 3aaHUH.

2. CrpyKTypHpoBaHue NpoOIeM: a) HACKOJIbKO
YEeTKO, JIOTUYHO, IIOCIIEAOBATENbHO  OBLIH
U3JI0KEHBI MPOOJIEMBl, YYAaCTHUKU IPOOJIEMBI,
MIOCTIEJICTBHS TPOOJIEMBI, PUCKH JIIsl OOBEKTA.
3. [Ipennoxxenue CTPaTEeruuecKux
QIbTEpPHATHB: a) KOJIMYECTBO BapUAHTOB
peuieHus 1npoOseMbl, 0) yMeHHE CBA3aTh
TEOPHIO C IPAKTUKOM MPU peLIeHUH IPoOIeM.
4. OOoCHOBaHHME pENIICHUS: a) HACKOJIBKO
apryMEHTHpOBaHa IMO3MLIMS  OTHOCUTEIHHO
MPEUIOKEHHOTO ~ PEIICHHUs]  MPAKTHYECKOTO
3a/IaHHS; 0) YPOBCHB BIIAJICHUS
npodeccnoHaATbHON TEPMUHOJIOTHEH.

5. JIorMyHOCTh M3JIOKEHUS MaTepuaiga: a)
HACKOJIbKO COOJIO/ICHBI OOIIETPUHSATHIE HOPMBI
JOTUKA B TpPEUIOKEHHOM  pelieHuu, ©0)
HACKOJIbKO TPEJIOKEHHBIN TJIaH MOXET OBITh
peann3oBaH B TEKYLIUX YCIOBUSX.

6.2.2. llokazamenu u Kpumepuu oyeHU8AHUs
KOMNEemeHyull Ha mane npomMedCcymoyHol ammecmayuu

[IpomexyTouHas aTrecTanus Mo JUCHUIUIMHE IPOBOIUTCS B (opMe 3auéTa B BUJIE BHIIOJHEHUS
TECTUPOBAHUS W/UIIM UTOTOBOI paboTHI.

WroroBeie 3amaHus pa3pabaThIBalOTCS MO OCHOBHBIM BOIIPOCAaM TEOPETHUYECKOTO MaTepuayia u
MO3BOJIAIOT OCYHIECTBIIATH IPOMEXYTOUHBIN KOHTPOJIb 3HAHUH U CTENIEHU YCBOCHMSI MaTepHaa.

[Ipu npoBeieHNH TPOMEKYTOUHOH aTTECTALMU CTYACHTOB 10 TUCIMILUIMHE «/{0KyMEHTallMOHHOE
o0ecrieyeHre yNpaBiIeHUs» MOTYT (OPMHPOBATHCS BAapHAHThl TECTOB, OTHOCSIIUXCS KO BCEM TeMaM
JUCLIUATIIINHBI.

OneHka 3HaHUH CTYJEHTOB OCYILECTBIIAETCS B cOOTBeTcTBUU ¢ [lososkeHueM o OGayibHOM U
PEHUTHHIOBOM CHCTEMAaX OLIEHUBAHMS, IPUHATON B IHCTUTYTE, M TEXHOJIOTMYECKOW KapTON JUCIUILINHBI

Ne Iloka3aTen oueHUBaAHUSA Kpurepun onenuBanuns IIxana
n/n OLlCHMBAHMS
1 |Urorosas pabota KommyecTBo 6amioB 3a TeCT MPONOPIIHOHATBEHO 0-25
KOJINYECTBY NPAaBUIIbHBIX OTBETOB Ha TECTOBBIE
3aJaHusl. TlTocie MPOXOKICHUS TecTa

CYMMHUPYIOTCSI PE3YyJIbTAThl BBINOJHEHUS BCEX
3aaHUil UId BBICTABIEHUA OOIIEH OILIEHKHU 3a
TECT.

6.3. TunoBbple KOHTPOJILHBIC 32JaHUSI WJIM MHbIe MaTepHa/bl, HCOOXOAUMBIE JISI OLEHKH
3HAHMH, YMEHHMH, HABBIKOB H (WJHM) ONbITA JAEATEIbHOCTH, XAPAKTEPU3YIOUIUX JTaIbI
(popMHpoOBaHUsI KOMIIETCHIIHI B polecce OCBOCHNUs 00pa30BaTeIbHOI NPOrPaMMblI

6.3.1. Tunosvle KOHMPOILHBIE 3A0AHUSL UTU UHBLE MAMEPUATLL
Ha dmane mexkyujeco KOHmpoJis
Ilocenenne 1 padoTa Ha JEKIMOHHbBIX M MPAKTHYECKUX 3aHATHAX (co0ece10BaHHEe, KOHTPOJbHAas
padoTa, KPYIJblii CTOJ M ANCKYCCHS)




[Ipn nmpenogaBaHuM  JUCHMIUIUHBL  «JloKyMeHTanmoHHOE  oOOecreueHue  yIpaBICHUS)
IPUMEHSIOTCS pa3HO0Opa3Hble 00pa3oBaTeIbHbIC TEXHOIOTUH B 3aBUCMMOCTH OT BHJIA U LieNel y4eOHBIX
3aHATHH.

Teopernueckuii MaTepuan n3naraeTcs Ha JIEKIIMOHHBIX 3aHATUSAX B CIEAYIOIHUX (hopMax:

- IpoOJIeMHBbIE JIEKIIHH;

- nexnug-0ecena;

- IEKLIUHU C pa300poM MPAKTUYECKUX CUTYALIUM.

[IpakTuyeckne 3aHATHS IO TUCHUIUIMHE «J{OKyMEHTalMOHHOE O0ecleueHUe YIpaBICHUS
OPUEHTUPOBAHBI Ha 3aKPEIUICHUE TEOPETUYECKOT0 MaTepraia, U3JI0KEHHOTO Ha JICKIIMOHHBIX 3aHSTHSIX,
a TaKk)Ke Ha MPUOOPETEHHE TOTIOTHUTEIBHBIX 3HAHUN, YMEHUN U IPAKTUYECKUX HABBIKOB OCYIIECTBIICHUS
npoecCHOHANBHOM  J1eATEIbHOCTH MOCPEACTBOM aKTUBHM3AIMM M YCWJICHHUS CaMOCTOSATEIbHOU
JESITEIIBHOCTH 00YJarOIIHXCSl.

BonbIIMHCTBO MPaKTUYECKUX 3aHATUHN MPOBOJISATCS C IPUMEHEHUEM aKTUBHBIX (OpM 00yUeHHUS], K
KOTOPBIM OTHOCSITCSL:

1) yCTHBIN ONpOC CTYIEHTOB C AJIEMEHTaMU Oece/ibl U TUCKYCCHH IO BOIPOCaM, BBIHOCUMBIM Ha
NPaKTUYECKHUE 3aHSATHS,

2) rpymnmoBas pa0oTa CTYAEHTOB, IpPEIINOJIararolias COBMECTHOE OOCYXAEHHE KaKo-I1u0o
npo6JeMsl (BoIpoca) ¥ BEIpabOTKY €IUHOT0 MHEHUS (TIO3UIIUH ) TI0 Hell (METO1 TPYIIIOBOTO 0OCYKICHUS,
KPYTJIBIA CTON);

3) KOHTpoOJIbHAs paboTa MO OTACIBbHBIM BOIIPOCAM, LIEJBI0 KOTOPOM SIBISETCS MPOBEpKa 3HAHUMA
CTYJCHTOB U YPOBEHb MOJATOTOBIEHHOCTH I YCBOEGHHUSI HOBOT'O MaTepuaa 1o AUCIUILIHHE.

Ha mpakTuyeckux 3aHATUSAX OLIEHUBAIOTCS M YYUTHIBAIOTCS BCE BUIBI AKTHUBHOCTU CTYJIEHTOB:
YCTHBIE OTBETHI, IOTIOJHEHHS K OTBETaM JPYTUX CTYJIEHTOB, y4acTHE B AUCKYCCHUSX, paboTa B rpyImax,
MHUIMATUBHBINA 0030p MpoOIEMHOI0 BOIpoca, MUCbMEHHas padorTa.

IIucbMeHHOe 3aJaHue
(Dopmupyembie kommereniun: [1K-4, ITK-6)

[Tucemennoe 3aganue 2 cM. [punoxenue 6. Kirou st Bei6opa pedepara cum. [Ipunoxenue 7.

IIucekMeHHOE 3amaHue 1 «OcobeHnHOCTH COCTaBJICHHUA, BUABI U CTPYKTYypa TCKCTAa HEKOTOPBLIX
BUJ0B TOKYMCHTOB)

MaxkcumansHbI 0aiut — 15
Ortser B Bujie daiina B popmare doc

3agaHue:

1. Ipusectu 10 mpumepoB opraHuzanuii, IeHCTBYIOIIMX Ha Teppuropun OMcKoi oOiactu,
YUPEAUTEIBHBIM IOKYMEHTOM KOTOPBIX SIBJISIETCA YCTaB, U 10 opranusanuii, 1eHCTBYIOINUX HA OCHOBAHUU
MOJIOXKEHUS 00 OpraHU3aIiy.

2. a) IlpugymaTh opraHM3anuio, KpaTko OMUCATh, YeM JaHHAs OpTraHU3alUs 3aHUMAeTCs, KTO
ABIIIETCS PYKOBOJUTENEM, KaKOW IITAT COTPYAHMUKOB, MOAYMHSAETCS JIM JaHHAs OpraHu3alus IpyruM
OpraHu3aIsaM, KaK1e OpraHU3alMOHHbIE IOKYMEHTHI HEOOXOIUMBI JIJIS €€ AEATEIbHOCTH.

0) Coznate Tpu BHaa OJAHKOB JJIsl TAaHHOW opraHu3aruu (oOmuii 01aHK, OTaHK MUchMa U OJTaHK
CHELHATbHOTO JOKYMEHTA) 110 BCEM IPaBUJIaM COCTaBJIEHUS OJaHKOB OpraHU3aIlUH.

Kpurepunn:

Otger Ha 1 Bompoc — 6 6. (10 3 Gaa 3a KaKIyI0 IpYIy OpraHu3anui).

[IpaBunpHOE oOGopMileHHE (HAIWYME W BEPHOE pACHOJOXKEHHE BCEX pPEKBU3UTOB) H
dbopmaTupoBanue 61aHKOB A5 2 Bompoca — 9 6. (1o 3 6arnna 3a 61aHK).

[Tucemennoe 3amanne Ne 2 «OCHOBHBIE TPUHLIUIBI OPTaHU3AIUN
JOKYMEHTO000pOTa»

Maxcumansubii 0amr — 10

Otger B Buze daiina B popmare doc / jpeg



3amanue:

[Ipoxgymatp u onucarb CUCTEMY JJOKYMEHTOOOOPOTa B OpraHU3aluy U3 MUCbMEHHOTO 3a1aHus No
1: OCHOBHBIE TTOTOKHU JOKYMEHTOOOOPOTAa, pErUCTpAIHs JOKYMEHTOB, PUHIIUTIBI JBUKEHUS TOKYMEHTOB
B 3TOi oprann3zanuu. CrucreMy JOKYMEHTOOOOPOTa MOKHO MPEICTABUTH B BHJIE CXEMBI C OIICAHUEM.

Kpurepuu:
JIOTUYHOCTh W TPOJYMAaHHOCTh CHCTEMBI JOKYMEHTOOOOpPOTa C YYETOM B3aUMOJICHCTBUS
Pa3IMYHBIX MOApa3aesieHuid B opranu3anuu — 10 0.

IIpakTHyeckoe 3a1aHue
(Dopmupyembie kommereniun: [1K-4, ITK-6)

Keiic cm. [Ipunoxenue 3.
Br10op keiica cm. [Ipunoxenue 4.

6.3.2. Tunosvie KOHMPObLHbIE 3A0AHUS UNU UHBIE MAMEPUATDL
Ha dmane nPpomedsiCymo4HoU ammecmayuu

(Dopmupyembie kommereniun: [1K-4, ITK-6)
3amanus 111 TPOMEKYTOYHOM aTTeCTaIliy CTYICHTOB TpecTaBlieHbl B [Ipunoxennn 5.

WtoroBelii Tect nmo aucuuiuinHe "J{oKyMEeHTalMOHHOE OOecreueHue YIpaBiIeHUA" CMOTpU B
[Tpunoxenuu 2.

[IpumepHBIil IepedyeHb BOIPOCOB K 3a4eTy MO JUCLUIUIMHE «J{OKyMEHTallMOHHOE oOecreueHune
ynpasieHus» B [lpunoxenunn 8.

6.4. MeToguyeckue MaTepHuaJibl, ONpee/siioNue NPoue ypbl OeHUBAHUA 3HAHUI, YMEHMH,
HABBIKOB M (MJIM) OMBITA /1eSITeJIbHOCTH, XapaKTepHu3yIolue 3Tanbl GopMHPOBAHUA KOMIIEeTeHUM I

[Ipouenypa oneHuBaHus 3HaHUN, YMEHUH, HABBIKOB U (UJIM) OMBITA AESITEILHOCTH 00yUYarOLIXCs
no aucuuIiMHe «JloKyMeHTallMoOHHOe oOecreueHne YIpaBJIeHHUs» OCHOBaHAa Ha HCIOJIb30BAaHUU
[TonoxxeHnss o OalIbHOW M PEUTHMHTOBOM cHUCTEMax OLIEHHWBAaHUS, HPUHITOH B MHCTUTYTE, U
TEXHOJIOTMYECKOU KapThl JUCLUIIIINHBI.

Ne i/ IToxa3aTenu oneHNBaHUA HIxana
OLlCHNBAHUS

Tekyluii KOHTPOJIb
1 [Tocemenue u padboTa Ha JEKIMOHHBIX U MPAKTUUECKUX 3aHATHUSIX 0-35
(cobecenoBanue, KOHTPOJIbHAs pabOTa, KPYIJIbIA CTOM U AUCKYCCHS)

2 ITuceMmenHoe 3aganne (pedepar) 0-25
3 IIpakTryeckoe 3aganne (Keic) 0-50
Umozo mexywuti KOHMpPOJib 75
IIpoMe:KYTOYHAS ATTECTALMSA
4 |I/ITOFOBa$I pabora 25
Hmozo npomedxcymounas ammecmayust 25
HNUTOI'O no aucuuninae 100

MakcuMaIbHOE KOJIMUYECTBO 0auioB mo auciuruiuie — 100.
MaxkcumaabHOE KOJUYECTBO OAJUIOB 10 Pe3yJbTaTaM TeKYIIero KOHTPOJs — 75.
MaxkcuMalIibHOE KOJIMYECTBO 0aJIOB Ha dK3aMeHe — 25,

YpoBeHb  TOATOTOBJICHHOCTH  OOYYarOIIeTOoCs COOTBETCTBYET TPEXYPOBHEBOH  OIlEHKE
KOMITETCHIIMI B 3aBUCIMOCTH OT HAOPaHHOT'O KOJWYECTBA OAJIJIOB TI0 TUCIUTUINHE.



YpoBeHb OBJIACHUS
IToporossrii IIpoaBuHyTHIN IIpeBocxonHbIit
YPOBE€Hb YPOBE€Hb YPOBEHb
Habpanunie 50-69 70-85 86-100
0aJ1JIBI

[IIkana UTOrOBBIX OLIEHOK YCHEBAEMOCTH MO JUCHUIUIMHE «JlOKyMEeHTalmoHHOE oOecreueHue
ylpaBjieHUs» COOTBeTcTBYyeT [lonokeHuto o OaIbHOW M PEUTUHIOBOM CHCTEMax OLCHMBAHUSA U

OTpa’)XCHa B TEXHOJIOTHYCCKOM KapTC JUCHUITIINHBI.

3auér
KoauuyecTBOo 0a/1710B OuneHka
50-100 3a4TEHO
0-49 HE 3aYTEHO
DK3amMeH
KoJsaun4yecTBO 0217108 Onenka
86-100 OTJINYHO
70-85 XOPOIIO
50-69 YIIOBIIETBOPUTEIHHO
0-49 HEYJIOBJIETBOPUTEIHHO

7. IEPEYEHDb OCHOBHOM M JOMNOJHUTEJBbHOM YYEBHOH JINTEPATYPHI,
HEOBXOJINMOMU J1JIs1 OCBOEHU A JUCIHUIIJIMHBI

OcHosHnas aumepamypa:

1. Kysuemnos, U. H. [lenonpousBoactso : yuedHoe mocobue : [16+] / U. H. Ky3nenos. — 10-e uzs.
—  Mocksa HamkxoB u  K°  2021. - 406 «c.: Tabm. — Pexum pgocryna:
— https://biblioclub.ru/index.php?page=book&id=684221

Jlononrnumenvnas numepamypa:

1. ApacnanoBa B. A. JlokymeHTalMOHHOE OOecHeueHue YIpaBiIeHUs: y4eOHO-PaAKTUYECKOE
noco0ue B cxemax, Tabnunax, oopasuax [DneKkTpoHHbI pecypc]: yueOHoe mocodue. - Mocksa, bepnun:
Nupekt-Memaua, 2020. - 266 c¢. — Peskum goctyma: https://biblioclub.ru/index.php? page=book&id=578394

2. Mensenesa O. B. Odopmiienne opraHu3aloOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB
[DnekTpoHHbIN pecypc|: Kypce Jiekuui. - MockBa, bepnun: Jupexkr-Menua, 2018. - 79 c¢. — Pexum
noctyma: https://biblioclub.ru/index.php?page=book&id=480166

3. Mumenun C. E. Opranu3zanus v TeXHOJIOTHs JOKYMEHTAIIHOHHOTO 00eCTIeueH sl YIIpaBIeHUs:
AJIEKTPOHHOE YUeOHOe mocodue [DIeKTpOoHHBIN pecypc]: yueoHoe mocodue. - Kemeposo: KemepoBckuit
rOCYyJ1apCTBEHHBIN YHUBEPCUTET, 2017. - 478 C. - Pexum JocTyna:
https://biblioclub.ru/index.php?page=book&id=481592

8. IEPEYEHb PECYPCOB MH®OPMAIIMOHHO- TEJEKOMMYHUKAIIMOHHOM
CETHU "UHTEPHET", HEOBXOJIUMBIX /IUIA OCBOEHUA JUCHUIIVINHBI

Hnghopmayuonnvle pecypcol 06pazosamenbHoll OpeaHu3ayuu:

1. http://www.sibit.sano.ru/ - opuimanbHeIi caiiT 00pa3oBaTeIbHON OpraHU3aUH.
2. http://do.sano.ru - cucrema aucrannuonHoro ooyuenus Moodle (CJIO Moodle).
3. http://www.gov/ru - deaepanbHbie OpraHbl BIACTH.

4. http://www.garant.ru/ - CnpaBouHas npaBoBas cuctema «[ apanT.

5. http://www.kadrovik.ru - HarmonanbHbI# COI03 KaApOBUKOB.



6. http://window.edu.ru/ - Wudopmanmonnas cuctema «EnuHOe OKHO JOCTyma K
00pa30oBaTeIbHBIM pecypcamy.
7. https://scholar.google.ru - mexnynaponHast Hay4Hasi peepatuBHas 0a3a JaHHbBIX.

9. METOJUYECKHE YKA3AHUA JIsd OBYYAIOIIUXCA 110 OCBOEHHIO
JUCHUIIVIMHBI

B npomnecce n3ydenus: yaeOHOU AUCHUIUIMHBI «J{OKyMEHTAIIMOHHOE 00ECIIeUeHUE YIIPABICHUS
CIIELlyeT:

1. O3HakoMHTbCS ¢ paboueii mporpaMMoii TUCIUIUIMHEL. Paboyast mporpaMma coAep KUT MepedeHb
paszesoB U TeM, KOTOpble HEOOXOJUMO U3YUUTh, IIaHbI JIEKIIMOHHBIX U CEMUHAPCKUX 3aHITUH, BOIPOCHI
K TEKyllel M IPOMEKYTOYHOW aTTECTalMd, NEePEYeHb OCHOBHOM, IOIOJHUTEIBHOM JUTEPATyphl U
pecypcoB HH(OPMALIMOHHO-KOMMYHHUKALIMOHHOH ceTH «/IHTepHeT» U T.1.

2. O3HakOMUTBCS € KaJEGHJAPHO-TEMAaTUYECKUM IIJIAHOM  CaMOCTOSITENbHONM  paboThl
oOyyJaronuxcs.

3. Ilocemarh TeopeTnyeckue (JEKUMOHHBbIE) M TPAKTUYECKHE (CEMUHAPCKHUE) 3aHATHUS,
nabopaTopHbIE PaOOTHI.

4. Ilpyn MoAroToBKE K MPAKTUYECKUM (CEMHUHAPCKUM) 3aHATUSAM, a TAK)K€ MPU BBINOJIHEHUU
CaMOCTOSITENIbHON PabOTHI CII€yeT UCI0Ib30BaTh METOAMUECKUE YKa3aHUs JUIsl OO yUaroIUXCsl.
Y4eOHbIi TIaH Kypca «JlOKyMEHTAaIlMOHHOE OOCCICUeHUE VIPABICHUS» TMPEIIojiaraeT B OCHOBE
W3YYEHHUs TUCLUUIUIMHBI UCIIOIb30BaTh JIEKIMOHHBIN MaTepuall U OCHOBHBIE HCTOUYHUKH JIUTEPATYPHI, a B
JIOTIOJIHEHNE — IIPAKTUYECKUE 3aHATHU.

KpoMme TpaaiuLMOHHBIX JIEKLIUH U IPAKTUYECKUX 3aHATHH (IIepedeHb 1 00beM KOTOPBIX YKa3aHbl)
nenecoo0pasHo B mporecce 00ydeHUs HCIOb30BaTh U aKTHUBHBIE (DOPMBI 00yUEHHSL.

ITpumMepHbIii IepedeHb akTUBHBIX (hopM 0O0ydeHus:

1) Gecenpl U TUCKYCCUU,

2) KeHCBhl ¥ MPAKTUUECKUE CUTYALNH;

3) uHAMBHIYyaJIbHbIE TBOPUECKUE 3a/IaHUS;

4) TBOpUECKHE 3a/laHUs B IPyIIax;

5) mpaktudeckue paboThHI.

Ha nexuusix cTyIeHThl JOJDKHBI MOJYYUTh CUCTEMAaTU3MPOBAHHBIN MaTepua Mo TeMe 3aHsTHUs:
OCHOBHbBIE TMOHATHS U MOJOKEHUS, KiIacCUu(UKAIMKU W3Yy4aeMbIX SBJIEHUN M MPOLIECCOB, aITOPUTMBI U
METOAMKH OpTaHW3aLUHU JTUCIMILIUHBI U T. 1.

[IpakTiueckue 3aHATHS MpeAnoiaralT Oojee eTalbHYyI0 HpOpabOTKy TEeMbl IO KaKIoH
u3yyaeMoll mpoOieMe, aHaIW3 TEOPETHYECKMX M IMPAKTUYECKMX AacleKTOB TUCHMIUIMHBL. s 3TOTrO
pa3paboTaHbl IOJIPOOHBIE BOMPOCH], 00CYk/IaeMble Ha CEMHUHAPCKUX 3aHATHUSX, IPAKTUUECKUE 3aJaHMs,
NUCbMEHHBIE paboThl M TecThl. IIpyM MOArOTOBKE K CEMMHAPCKUM 3aHATUSAM ClEAyeT aKIEeHTHPOBAaTh
BHUMaHUE Ha 3HAUYUTENbHYIO YaCTh CAMOCTOSITEIbHON MPAKTUYECKON pabOThl CTYIEHTOB.

Jlnis1 6oee yCrenHoro u3y4eHust Kypca pernoAaBaTeio CleayeT IOCTOSTHHO OTChIIaTh CTY/IEHTOB
K yuyeOHMKaM, nepuoanueckoil nedaru. OCBoeHHE BCeX pa3/ieloB Kypca MpefrnojaraetT npuoOpeTeHue
CTYJEHTaMH HaBBIKOB CAMOCTOSTEIBHOIO aHAJIN3a HHCTPYMEHTOB U MEXaHU3MOB TUCLUIUINHBI, YMEHUE
paboTaTh ¢ Hay4YHOU JTUTEPaTypOl.

OcHoBHast yueOHas JHUTEpaTypa, IpeJCTaBlIeHHass Y4YeOHMKaMH U Y4YeOHBIMH IOCOOMSIMH,
OXBAaTBIBAET BCE pa3/ieibl IPOrpaMMBbI MO JUCHUILINHE «J[OKyMEHTAIIMOHHOE 00eCTIeYeHHE YIIPaBICHUS.
Ona wu3yyaeTcs CTyA€HTaMH B TPOLECCE MOATOTOBKM K IPAaKTUUYECKUM 3aHATHUSM, 3a4eTy.
JlononuurenbHas yuyeOHast IuTepaTypa peKOMeHAYeTCs Ui CaMOCTOATEIbHOM paboThI IO MOATOTOBKE K
CEeMMHAPCKHUM U MPAKTUUYECKUM 3aHATUAM, IIPH HAITUCAHUU MTUCbMEHHBIX PadoT.

[Ipu n3yuenuun Kypca Hapsy C OBJaJIEHUEM CTYJI€HTaMU TEOPETHUECKUMH MOJIOXKEHUSIMH Kypca
ylensercss BHUMaHUE MPUOOPETEHUIO NMPAKTUYECKUX HABBIKOB C T€M, YTOOBI OHHM CMOTJIM YCIIEHIHO
MPUMEHSTH UX B CBOeH NpoeCCHOHATbHON NesTENbHOCTH.



10. COBPEMEHHBIE MPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX n
NH®OPMANUOHHBIE CITIPABOYHBIE CUCTEMbI

[Ipy mOArOTOBKE ¥ TPOBEACHUHM YUYEOHBIX 3aHATUA MO JUCHUILUIMHE CTyJCHTAMU U
MpernoAaBaTeNsIMU UCIOJIb3YIOTCS CIIEAYIOUINEe COBpEMEHHBbIE MpodeccHOoHaIbHble 0a3bl JaHHBIX U
UH(OPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI:

1. DnekTpoHHas OMOIMOTEYHAs! cUCTeMa «Y HUBEPCUTETCKass OMOIMOTeKa OHJIalHy (1oroBop No
109-08/2021 Ha oka3aHHWe yCIYyr MO MPEAOCTABICHHUIO JIOCTYNa K AJICKTPOHHBIM HU3JaHUSM 0a30BOM
kotekuun  ObC  «YHuBepcuteTckas Oubnmoreka ommaiie» ot 01 centsabps 2021 .
(http://www.biblioclub.ru).

2. UnTerpupoBannas 6ubauoreuno-unpopmarmonnas cucrema MPBMC64 (morosop Ne C 2-08 -
20 o mocTaBKe HAyYHO-TEXHUYECKOH mpoayKiuu — Cucremsl Apromarusanuu budmorexk UPBMC64 — ot
19 aBrycra 2020 r., B cocTaB KOTOpOil BXOAUT ba3a maHHBIX 3eKTpOHHOTO Katajnora oudauoreku CUBUT
Web-UPBUC 64 (http://lib.sano.ru).

3. CnpaBouno-npaBoBasi cucrema Koncynprantllmoc (momosHurtenbHoe cornmamenue Nel x
norosopy Ne 11/01-09 ot 01.09.2009).

4. DOnexrponHas cupaBouHas cucrema ['IC Omck.

11. MATEPHAJIbHO-TEXHUYECKOE W TIPOTPAMMHOE OBECHEYEHMHE,
HEOBXOJUMOE JJISI OCYIIECTBJIEHUSI OBPA3OBATEJIBHOI'O MNPOLIEECCA IIO
JTUCHUIJIMHE

HJ’IH IMPOBCACHU y‘I€6HBIX 3aHATUN MO JUCIUIIIINHE HCITIOJIb3YIOTCA CIICAYIOIIUC IMTOMCIICHUS,
OCHaIlICHHBIC O6OPYHOB3HHCM N TCXHUYCCKHUMHU CPCACTBAMU O6y‘~ICHI/I$II

HaumenoBanue yueOHBIX aynuTopuil U moMmemnieHuii| OCHaIEHHOCTh 000PYA0BaHUEM U TEXHHUYECKUMU
IUTSL CAMOCTOSITEIbHON pabOThI cpelcTBaMu O0yueHus

VYyeOnas mebenb (17 cronoB, 42 cryna, Jocka
MapKkepHasi, TpuOyHa, CTOJ ¥ CTYJI NPENoAaBaTes).
MynbsTmMeauitHoe JEMOHCTPALIMOHHOE
o0opynoBaHue (IMPOEKTOpP, 3KpaH, KOMIBIOTEP C
BbIX0ZIOM B MHTepHeT, ayAMOKOJIOHKH - 2IIT.).
[Tporpammuoe obecrneuenue: Microsoft Windows
8.1 (32) Professional Russian. ID npoaykra 00261-
80356- 95595-AA367 (komMmepuecKkas JIHIICH3US,
UHOCTpaHHBIA mpousBoautens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z2ZE0903
(xkoMMepyeckas JUIICH3US, MHOCTPaHHBIN
npousBoautens); Adobe Acrobat Reader, nunensus
freeware; Kaspersky Endpoint Security - Russian
Edition, JIULEH3HS Ne 1356-
181109—064939—827—947 (xomMMmepueckas
JTUIEH3Us, OTeuecTBeHHBI mpousBoautens [10);
Skype, Bepcust 8.65 (cBOOOJHO pacmpoCTpaHIeMOe
[10, uHOCcTpaHHbI npou3BoAuTENs). ObecrneueH
JOCTyll K cetd VIHTepHET M B DIIEKTPOHHYIO
nH(pOpMaIMOHHO- 00pa3oBaTebHYIO cpeny
OpraHu3aIuy.

MynsTumenuitnas yueOnas ayauropust Ne 102, nns
IIPOBEJECHUS 3aHATHI JIEKLIMOHHOIO THUIA, 3aHATUN
CEMHHApPCKOro Tuma (MPaKTUYECKUX 3aHITHI),
TPYNIOBBIX  KOHCYJIbTallMi,  WHAMBHUIYaJIbHBIX
KOHCYJIbTAIIHH, TEKYIIETo KOHTPOJIS,
IIPOMEXYTOUHOM aTTecTallud, TIOCyIapCTBEHHON
WUTOTOBOM aTTECTallUN




MynbsTumenuitnas yaeOHast ayauropus Ne 210. mis
IPOBE/ICHUS 3aHATUN JISKIMOHHOIO THIIA, 3aHATUI
CEMHHApCKOro THMa (IPaKTUYECKUX 3aHATHM),
IPYNIOBBIX  KOHCYJIbTallMH,  WHAMBUIYAIbHBIX
KOHCYJIbTalUH, TEKYILETOo KOHTPOJIS,
IPOMEXYTOUHOW aTTeCTal, TOCyJapCTBEHHON
WUTOTOBOM aTTECTaluu

VYuyebnass mebens (36 cromoB, 74 cTyna, Aocka
MapKepHasi, TpuOyHa, CTOJI M CTYJI MperogaBaTes).
MynbsTumMeIuitHOE JEMOHCTPALIMOHHOE
o0opyznoBaHue (MPOEKTOP, HIKpaH, KOMIBIOTEP C
BBIXOZOM B MHTEpHET, ayJAMOKOJOHKH - SIIT.)
[Tporpammuoe obecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN
61960499ZZE0903 (kommepueckas TUICH3US,

HMHOCTpaHHBIA mpom3BoauTens), Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z2Z7E0903
(KkoMMepUecKast JUIICH3HS, HWHOCTPaHHBIN
npousBoauTens); Consultant Plus - Torosop 11/01-
09 ot 01.09.2009 1. Hom.cornmamenune Nel
(aBTOomponoHranus) (KOMMepyecKas — JIMIICH3HUS,
OTeYeCTBEHHbII TpousBoauTenb); Adobe Acrobat
Reader, JIALIEH3US freeware; (cBOOOIHO
pacrpocTpaHsiemMoe [10, WHOCTPAHHBIN
npousBoautens) Kaspersky Endpoint Security -

Russian Edition, munensust Ne  1356-181109-
064939-827-947 (komMMepuecKas JIALICH3HUS,
oreuecTBeHHBIH  mnpomsBomutens 110);  2GIS,

nuuensust freeware (cBoGoOmHO pacmpocTpaHsieMoe
I10, oteuecTBeHHBI Npou3BoaAUTENb). ObecneueH
JOCTYn K ceTd VIHTepHEeT W B DICKTPOHHYIO
UH()OPMAIIMOHHO-00Pa30BATEILHYIO cpeny
OpraHu3aluy.

MynbsTumMenuiiHas yueOHas ayautopus Ne 211. nns
IIPOBEACHUS 3aHATHN JIEKIMOHHOTO THIA, 3aHATUN
CEMHMHApCKOro TuMa (IPaKTHUYECKHUX 3aHATHUN),
TPYONOBBIX  KOHCYJIbTALIMHA,  HWHIUBUAYAIbHBIX
KOHCYJIbTAlMH, TEKYIETO KOHTpOJIA,
IIPOMEKYTOUYHOM  aTTECTAllMM, TOCYIapCTBEHHOU
WUTOTOBOW aTTECTALlUN

VYuebnas mebenb (27 cronos, 54 cryna, MapKkepHast
Jlocka, TpuUOyHa, CTOJN M CTYJ IIpernojaBaTelis).
MynbTumMenuitHoe JI€MOHCTPALIMOHHOE
obopynoBanue (MPOEKTOP, SKpaH, KOMIIBIOTEP C
BBIXOJIOM B VIHTEpHET, ayAMOKOJOHKH - OIIT.)
[Mporpammuoe obecneuenune: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(KOMMep‘-IeCKa}I JINIICH3HUA, I/IHOCTpaHHHﬁ

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499ZZE0903 (kommepueckass  JHIICH3HS,
WHOCTpaHHBIA mpou3BoauTenb); Consultant Plus -

Horosop 11/01-09 oT 01.09.2009 T.
om.cornamenue Nel (aBTOMIpONOHTAIHS);
(kommepueckas JUTICH3US, OTEUECTBEHHBIN

npousBoautenn); Adobe Acrobat Reader, murien3ust
freeware; Kaspersky Endpoint Security - Russian

Edition, JIUIECH3HS Ne 1356-181109-
064939-827-947 (xoMMepueckast JULEH3US,
oTedecTBeHHBIM  mpomsBomutenb [10); 2GIS,

nmunensus freeware (cBoOOIHO pacmpocTpaHseMoe
I1O, ortedecTBeHHBIN Tpou3BOAUTENh). ObecreueH
JocTyll K cetu VIHTepHET W B DIIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaATEIHHYIO cpeny
OpraHu3aLuu.




VYuebnas aymutopust Ne 301. s mpoBeneHus
3aHATHHI JICKIIMOHHOTO TUIIA, 3aHSTUU
CEeMHUHApPCKOTo THNa (MPaKTUYECKUX 3aHATHHN),
CPYIIOBBIX  KOHCYJIbTAIlMH,  HWHIMBHUIYaJIbHBIX
KOHCYJIbTALIUH, TEKYILIEro KOHTPOJIS,
IIPOMEKYTOYHOM  aTTeCTalluM, TIOCYIapCTBEHHOU
WUTOTOBOM aTTeCTaluu

VYyebnas mebens (15 cronos, 30 cTynbeB, AOCKa,
TpuOyHa, CTOJI M CTYJ IpernojaaBaTens). Y4eOHo-
HarsaHbIe nocoous. TemaTndeckue MILTFOCTPpALUH

VYueOnass aymuropus Ne 302. mis mpoBeneHUsS
3aHATUN JIEKIIMOHHOI'O THUIIA, 3aHATUI
CEMUHApPCKOro TUHa (IMPaKTUYECKUX 3aHATUH),
IPYIIOBBIX  KOHCYNbTAllMd,  WMHJAWBHUAYaJIbHBIX
KOHCYJIbTAIIUH, TEKYIIEro KOHTPOJIS,
IIPOMEKYTOUYHOM aTTECTallUM, TIOCYIapCTBEHHOU
WTOrOBOM aTTECTaLlMU

VYuebnas mebens (15 cromos, 30 cTynbeB, J0cCKa
MapKepHasi, TpUOyHa, CTOJI U CTYJ IIPETo1aBaTes).
V4eOHO-HarIaHbIE mocoowus. TemaTnueckne
WJUTIOCTPALIIHA

VYueOnas aymuropus Ne 303. s mpoBeneHUsS
3aHATUN JICKIIUOHHOTO TUIIA, 3aHATUN
CEMHHApCKOro Tuma (IPaKTUYECKUX 3aHATUN),
TPYNNOBBIX  KOHCYJIbTAlIMM,  HMHIUBUIYATbHBIX
KOHCYJIbTalHM, TEKYIEro KOHTpOJIS,
MPOMEKYTOUYHOM aTTecTald, TOCYAapCTBEHHOM
WTOrOBOM aTTECTalNKU

Yuebnas mebens (15 cronos, 30 cTynbeB, q0CKa
MapKepHasi, TpuOyHa, CTOJI U CTYJ IIPETo1aBaTelIs).
Y4eOHO-HArIIaHbIE  IIOCOOus. Temaruueckue
WJUTFOCTPAIUN

MynbTumMenuiinas yuebHas ayautopus Ne 304. s
IIPOBEICHUS 3aHATUN JIEKIMOHHOTO THIA, 3aHATUH
CEMMHApCKOro THMa (MPAaKTUYECKUX 3aHATUH),
TPYOIOBBIX  KOHCYJIbTAIMHW,  HWHIUBUAYAJIbHBIX
KOHCYJIbTAILIHM, TEKYIIETO KOHTpOJIA,
IIPOMEKYTOYHOM  aTTECTallMM, TIOCYIapCTBEHHON
UTOTOBOW aTTECTALlUU

YueOnass mebenb (22 croma, 44 cryna, Aocka
MapKepHas, TpHOyHa, CTOJ U CTYJ IIPEIoaaBaTes).
MynsTumenuitnoe  obopynoBaHue  (IPOEKTOP,
9KpaH, KOMIBIOTEp C BBIXOJOM B HHTEpHeT,
KOJOHKH - 2 MIT.). Y4eOHO- HarisigHble MOCOOus.
Temarnueckne  wumocTpanmuu.  [IporpamMmmHoe
o6ecrnieuenne: Microsoft Windows 10 pomamssas
st omHoro s3eika, ID mpomykra: 00327-30584-
64564- AAOEM; (xommepueckas JIHIIEH3WHS,
UHOCTpaHHBIA mpom3BoauTens) Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499ZZE0903
(xommepueckas JTUTEH3US, WHOCTpPaHHBIN
npousBoautens); Consultant Plus - Torosop 11/01 -
09 ot 01.09.2009 r. J[omn.cormamenue Nel
(aBTomponoHramnusa) (KoMMepdeckas — JIUIEH3HS,
oTedyecTBeHHbIH mpomsBoautenb [10);  Adobe
Acrobat Reader, munensus freeware (cBo6omHO
pacupocTpaHsIeMoe [10, WHOCTPAHHBIN
npousBoautens); Kaspersky Endpoint Security -
Russian Edition, munensus Ne 1356-181109-
064939-827-947; 2GIS, imnensus freeware
(cBoGomHO pacnpocTpanseMoe 10, oTeuecTBEHHBIIH
npousBoauTenp). OOecnedyeH JOCTYl K CETH
HNuTepHeT W B DJEKTPOHHYIO WHGOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aIuu.




Aymuropust  JUIi  CaMOCTOATENFHOH  paboTHI
CTYJICHTOB No 305. MOMEIIeHUE TUTSt
CaMOCTOSATENILHON pabOThI 00yUYarOIIUXCsl, HAYIHO -
UCCJIEIOBATENbCKON  pabOThI oOyuaromuxcs,
KypCOBOT'O POEKTUPOBAHUS (BBITIOJTHEHHUS
KYpCOBBIX paloT)

Yyebnas mebenb (10 cTOMOB OTHOMECTHBIX, 3
KpYIJIBIX CTONa, 27 CTYNbeB, JOCKAa MapKepHas,
Jocka nHGOpMaIMOHHAas, TPHOYHA, CTEUTaX - 2 IIT.,
CTOJ M CTyad mnpenojasarens). MynbTUMenUHHOE
obopyznoBanue (IIPOEKTOP, 3KpaH, KOMIBIOTEP C
BO3MOXXHOCTBIO MOJAKIIOUEHUsI K ceTn «HTepHeT»
u o0ecreyeHWeM JIOCTyla B  3JIEKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaATEIbHYIO cpeny
WNHucturyTa, kononku - 2 mr.). Hoyroyk DELL - 8
mt. Hoyroyk HP - 2 mr. Ilepconanbubiii
komnberoTep - 1 mt. CIIC «KoncynpranT Ilmrocy.
[Iporpammuoe obecneyenue: Microsoft Windows
10 Pro Russian, Number License: 69201334 OPEN
99384269ZZE1912  (xommepueckas  JHIICH3HA,
MHOCTpaHHBIA mpou3BoauTens) ; Microsoft Office
2016 standart Win64 Russian, Number License
67568455 OPEN 9757492877E1810
(koMMepuecKast JUTCH3US, WHOCTPAHHBIN
npousBoautens) ; Consultant Plus - Jlorosop 11/01-
09 ot 01.09.2009 r. J[om.cormamenue Nel
(aBrompononranus); Adobe Acrobat Reader,
nunensus freeware (cBoOOAHO pacmpocTpaHsIeMoe
[10, wuHOCTpaHHBI mpou3BoauTENb); Kaspersky
Endpoint Security — Russian Edition, nuuen3us
Nel1356-181109- 064939-827-947; (kommepueckas
JUIEH3Us, OTeUeCTBEHHBIH mnpousBoautens I10);

2GlIS, JIULIEH3USA freeware. (cBOOOTHO
pacrnpocTpaHsieMoe 10, OTEYECTBEHHBIN
npousBoauTens). OOecmedeH JOCTYl K CETH

NuTepHer M B 3JEKTPOHHYIO HH(POPMAIMOHHO-
00pa30BaTeNIbHYIO CpPEy OpraHHU3aLUH.

JlaGopaTtopust sxkoHOMUYEeCKUX auciuranH Ne 306.
Uil TPOBENCHUS 3aHATUM JIEKIIMOHHOIO THIIA,
3aHATUH CEMHUHApCKOro THUMa (MPaKTUYECKUX
3aHATHH W Ja0OpPaTOpHBIX pPadOT), TPYHIOBBIX
KOHCYJbTAIIMH, WHIUBUAYAIbHBIX KOHCYJIbTAIlUM,
TEKYIIErO0 KOHTPOJIS, IPOMEKYTOUHOM aTTECTallUH,
rOCyIapCTBEHHOW UTOTOBOM aTTECTALINU

YueOnast mebenb (23 croma, 53 cryma, Aocka
MapKepHas, J0cKa HWH(QOpMaIlMOHHasA, TpUOyHa,
CTeJulaX MeTauindeckuil - 5 mrt.). IlepcoHanbHble
KOMIIBIOTEPH! (5 WIT.), IPOEKTOP, IKPaH, MPUHTED.
Croiika kaccupa, pabouee MECTO OIepalioOHHUCTa,
pabouee MeCTO KPEJUTHOTO MeHekepa, padouee
Mecto KoHTpon€épa CoOeperartenbHOro OaHKa.
Crnenuanu3upoBaHHOe OAaHKOBCKOE 000pyIOBaHUE:
CUCTUYHMKH, cOpTUpOBINUK OaHkHOT: Cassida MSD-
1000, Numeron; Kisan NEWTON; Magner 175 F,
Magner 150 digital, Demon EV 8650; ynakoBiuk
Impulse sealer ¢ kmuie; neTeKTOPbI MOUTMHHOCTH
0ankHOT: Yibrpamar 225 CJI; DORS 1000, DORS
200, DORS 1300; cueruux moner: Scan Coin 303. -
JIyna Vildis 10x; neyaTu, mramIisl, IioMouparop,
MEIIKM  JJs  YOaKOBKM  MOHETHI;  HaOOpBI
JEMOHCTPAIIMOHHOTO  00OpyJIoBaHMs;  y4eOHO-
HarJsiIHbIe TIOCOOMS; TEMAaTHUYECKUE UILTIOCTPALIUH.
[Mporpammuoe obecrneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(koMMepueckast JIMLICH3H, WHOCTPAHHBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN




61960499Z7ZE0903 (kommepueckas  JTUICH3MS,
WHOCTpaHHBIA mpousBoauTens); Consultant Plus -

Horosop  11/01  -09 or 01.09.2009 .
Hom.cornamenue Nel (aBTOMPOJIOHTALIN)
(komMmepueckas JIULICH3US, OTE€UYECTBEHHBIN

npousBoautens I110); Adobe Acrobat Reader,
munensus freeware; Kaspersky Endpoint Security —
Russian Edition, JIALICH3US No
1356-181109-064939-827-947 (koMMepUecKas
JUIIEH3Ms, 0TeUeCTBeHHBIN pon3Boautelb [10); 1C
8.2 ABC "VYmnpapneHue KpeAUTHON opraHuzanuen’,
HoroBop Ne  043/03/016/001 ot 3.10.2016
(komMMepueckast TUTCH3US, OTEYEeCTBEHHBIN
npousBoautens I10) ; 2GIS, munensus freeware
(cBoOomHO pactipoctpansemoe 10, oTeuecTBEeHHbBIN
npousBoauTenp). OOecnedeH JAOCTYIl K CETH
NuTepHeT W B DJICKTPOHHYIO WH(GOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHu3aluu.

JlaGopatopus COLMAJIbHO-TYMaHHUTaPHbIX
muciuminde - Ne 307, nist mpoBeeHUs 3aHSATHH
JEKIIMOHHOTO THIIA, 3aHATUH CEMUHApPCKOro THIA
(mpakTHYeCKUX 3aHATHI M J1abopaTOpHBIX padoT),

TPYNIOBBIX  KOHCYJbTalUUW,  WHIWBUIAYAIbHBIX
KOHCYJIbTAINH, TEKYILEro KOHTPOJIA,
IIPOMEKYTOUYHOW aTTECTALMU, TOCYIAPCTBEHHOU
WTOTOBOM aTTECTAIlHH.

VYuebnast mebenb (26 cronoB, 52 cTyna, I0CKa
MapKepHas, TpUOyHa, CTOJ U CTYJ MpernogaBaTelis).
MynberumenuitHoe  obopynoBaHue  (MPOEKTOD,
9KpaH, KOMIBIOTEp C BbIXOJOM B MHTepHer,
KOJIOHKH - 2 HT.). YueOHO- HaryigJHble 1OCoOus.
Temarnueckue  wumoctpanuu.  [Iporpammuoe
obecnieuenne: Microsoft Windows 7 Professional
Russian, Number License: 61555010 OPEN
91563139ZZE1502 (komMmepueckas  JUICH3US,
MHOCTpaHHBIA mpousBoautens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7ZE0903
(koMMepUecKas TUTICH3HS, WHOCTPaHHBIN
npousBoauTens); Consultant Plus - Torosop 11/01 -
09 ot 01.09.2009 r. J[om.cormamenue Nel
(aBTomposonramnus) (KoMMepyecKas — JIMIIECH3Hs,
oTedecTBeHHbIN mpomsBoautens [10);  Adobe
Acrobat Reader, nunensust freeware; Kaspersky
Endpoint Security — Russian Edition, mumensus Ne
1356-181109-064939-827-947 (xoMMepuecKas
JUIEH3Us, OTeuecTBEHHbIH mnpousBoautens [10);

2GIS, JUTICH3US freeware (cB0OOIHO
pacupocTpaHsIeMoe 10, OTEYECTBEHHBIIN
npousBoauTenb). (OOecmedeH AOCTYyNl K  CETH

NHTepHeT W B 2JIEKTPOHHYIO HWH(MOPMAIMOHHO-
00pa3oBaTeNIbHYIO Cpely OpraHU3aluu.




MynberumenuitHas yueOHas ayautopus Ne 312, mis
MPOBEJICHUS 3aHATUN JIEKIIMOHHOTO THIIA, 3aHATUN
CEMHHApPCKOro Tuma (MpaKTUYECKUX 3aHATHUIN),
CPYIIOBBIX  KOHCYJIbTAIlMH,  WHIWBUIYaIbHBIX
KOHCYJIbTALIUH, TEKYILEro KOHTpOJIS,
IIPOMEKYTOYHOM  aTTECTAallUH, TOCYJapCTBEHHOMN
WUTOTOBOM aTTeCTaluu

VYyebnas mebenb (50 cromnos, 100 cTynseB, mocka
MapKepHasi, TpuOyHa, CTOJ U CTYJI IIPernojaBaTes);
MynerumenuitHoe  obopymoBaHue  (MPOEKTOD,
9KpaH, KOMIBIOTEP, KOJOHKH - 2 IIT.). Y4eOHO-
HarJsiiHbIe TocoOust. TeMaTHuecKue HILTIOCTPALINH.
[Iporpammuoe obecneyenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(komMMepuecKas JIMLEeH3Ms, WHOCTPAHHbBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903 (kommepueckas  JTUICH3MS,
MHOCTpaHHBIA mpousBoauTens); Consultant Plus -
Jorosop 11/01-09 oT 01.09.2009 r.
Hom.cornamenne Nel (aBromposonranus); Adobe
Acrobat Reader, nuuensusi freeware; Kaspersky
Endpoint Security - Russian Edition, aumensus Ne
1356-181109-064939-827-947 (koMMepUecKast
JIMIICH3US, OTEYECTBEHHBIH mpousBoautesb [10);
2GIS, JUIICH3HSI freeware (cBOOOIHO
pacrpocTpaHsieMoe 110, OTEYECTBECHHBIN
npou3Boautens) OOecnedeH JOCTYn K CETH
WHTepHeT M B JJEKTPOHHYK HWH(GOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEy OpraHU3aIUH.

MynbTumMenniinas yuebnas ayautopust Ne 422, s
IIPOBEICHUS 3aHATHUN JIEKIIMOHHOTO THIIA, 3aHITHI
CEMMHApCKOro THMA (MPAaKTUYECKUX 3aHATUH),
TPYOIOBBIX  KOHCYNbTALMW,  HHIAUBUAYAIbHBIX
KOHCYJIbTalH, TEKYILEro KOHTpOJI,
IIPOMEKYTOUYHOM  aTTECTAallUH, TOCYJapCTBEHHOMN
WUTOTOBOW aTTECTALUN

VYuebnas mebenb (18 cronos, 36 cTynbeB, I0CKa
MapkKepHas, TpuOyHa, mmKkad, CTOI H CTy1
npenojaBaTess). MyneTumMeauitHoe
JEMOHCTPAIOHHOE 000pYy/I0BaHHEe (MHTEPaKTUBHAS
JIOCKa, KOMITBIOTEp C BBIXOJIOM B HWHTEpPHET, 2
aynuokononku).  [Iporpammuoe  oOecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139Z7E1502
(komMMepueckast JIATICH3US, WHOCTPAHHBIN
npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (koMMepueckas JIHIICH3US,
MHOCTpaHHBIA Tpom3BoauTenh); Consultant Plus -

Horosop  11/01  -09 ot 01.09.2009 .
Homn.cornamenue Nel (aBTOIPOJIOHTALIMS)
(xoMMepuecKkast JULEH3NS, OTE4YECTBEHHBIN
npomsBoautens [10); Adobe Acrobat Reader,

munensust freeware (cBoOOAHO pacmpocTpaHseMoe
[1O, wuHOCTpaHHBIN mpou3BoauTENh); Kaspersky
Endpoint Security - Russian Edition, numensus Ne
1356-181109- 064939-827-947; 2GIS, nmunensus
freeware (cBoOomno pacmpoctpansemoe  I10,
OTEUECTBEHHBIH  MpousBojauTenb).  ObecrnieueH
JocTynl K ceTh HTepHET M B 3JIEKTPOHHYIO
MH(}OPMaLMOHHO-00pa30BaTEIbHYIO cpeny
opranu3zanuu. hhhh




JlabGopatopust ynpasienueckux gucuurind Ne 309.
JUIsL TIPOBENICHUSl 3aHATUN JIEKIIMOHHOTO THIIA,
3aHITHA CEMHHApCKOTO TUNa  (MPaKTUYECKUX
3aHATUH ©W Ja0OpaTOPHBIX padoT), TPYIIIOBBIX
KOHCYJIbTAIN, WHANBUIYAJIBHBIX KOHCYJIbTAIIHUM,
TEKYIIEro KOHTPOJIsS, MPOMEKYTOYHON aTTecTaluH,
rOCYIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYyebnas wmebens (21 cronm, 42 cryna, aocka
MapkepHas, TpuOyHa, CTeIax, CTON H CTYIH
npenoaasarelnis). MynbTUMeIUHOE 000pyI0BaHNE
(IpoeKkTop, FKpaH, KOMIBIOTEpP, KOJIOHKH - 2 IIT.).
VYueOHo-Harnaauple  nocobusi.  Temarumyeckue
WJUTIOCTPAIIHH. [Iporpammuoe  obecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xomMmepueckas JTULEH3US, MHOCTpPaHHBIN
npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903 (kommepueckas  JTUICH3US,
HMHOCTpaHHBIA mpousBoauTens); Consultant Plus

(KoMMepuecKast JIMILICH3US, OTEUYECCTBCHHBIM
npousBoautens); Adobe Acrobat Reader(cso6oano
pacrpocTpaHsIeMoe [0, WHOCTPAHHBIN

npousBoautens); Kaspersky Endpoint Security -
Russian Edition, munensuss Ne  1356-181109-
064939-827-947 (komMMepuecKas JIALICH3HUS,
OTe4YeCTBEHHBIN mpou3Boautens); 2GIS (cBobomHO
pacmpocTpaHsieMoe 110, OTEYECTBEHHBIN
IIPOU3BOIUTEID).

AymuTtopust Ul CaMOCTOSITENIBHOW — paboThI
ctyneHtoB Ne 413. 6ubnuoTeka (UUTAIBHBIN 3ai),
IOMEIIEHUEe AN CaMOCTOSATENIbHOW  paboThl
oOyyaromuxcs, HAy4YHO-HCCIIEI0BATEIbCKON
paboTHI 00yJaroImuxcs, KypCOBOTO
MPOEKTUPOBAHUS (BBIMOIHEHHS KypCOBBIX paboT)

YueOnHas mebens (9 cTonos, 23 cTyia, MATKas 30Ha).
[TepcoHanbHBIE KOMIBIOTEPHl C BO3MOXKHOCTBIO
noakIroueHus Kk cetu "MHTepHer" n obecrnieueHreM
JOCTyla B DJIGKTPOHHYIO  HH(DOPMAIIMOHHO-
oOpa3oBarensHyl0 cpeny HWHcTuTyTta 6 mIT.
IMporpammuoe obecneuenue: Microsoft Windows
8.1 Pro Russian, Number License: 63726920 OPEN
91563139Z7ZE1502  (komMmepuecKkasi  JIMIEH3US,
MHOCTPaHHBIN pou3BoauTeNs); Microsoft Windows
10 Pro Number License 67568455 OPEN
97574928Z7E1810 (xomMmepueckas  JUIEH3UA,
MHOCTpaHHBIA mnpousBoauTens); Microsoft Office
2007 standart Win32 Russian, Number License
42024141 OPEN 61960499Z2Z7E0903
(xommepueckas JUICH3US, WHOCTPaHHbBIN
npousBoauTens); Microsoft Office Standart 2019
Number License 67568455 OPEN
97574928Z7ZE1810  (xommepueckasi  JIMIIEH3US,
WHOCTPaHHBIA Tpou3BoauTens); Consultant Plus
(komMMmepUeckas JUTICH3US, OTEYEeCTBEHHBIN
npousBoautein); Adobe Acrobat Reader (cBo6oaHO
pacmpocTpaHsieMoe 10, WHOCTPAHHBIN
npousBoauTenn); Kaspersky Endpoint Security -
Russian Edition, JIULIEH3US Ne
1356—181109-064939—-827—947(kommepueckas
JIMIICH3Us, OT€YECTBEHHBIN mMpou3BoauTenb); 2GIS
(cBoGomHO pacmpoctpansemoe 110, oreyecTBeHHBIIH
npousBoauTenb). ObecriedeH HOCTY K  CETH
WNuTepHeT W B DIEKTPOHHYIO HH(OPMAIOHHO-
00pa3oBaTeNbHYIO CPEy OPraHU3AIIH.




Ayautopus Ne 420. nmomelieHue Jyisi XpaHEHUS U
MPOPUIAKTHYECKOTO  OOCTY)KHMBAaHHS  Y4eOHOTO
000pyI0BaHUS - KOMIIBIOTEPHOTO 000PYIOBaHUS U
XpaHEHUs 3JIEMEHTOB MYJIbTUMEAUMHBIX
nabopaTopuii

MebGenr (4 croma, 4 cryma, cremtaxu), 4
MEePCOHANBHBIX ~ KOMITBIOTEpA M  CHCTEMHOTO
aJIMMHHCTpaTOpAa, BEIYIIETrO creruaincra
UH(POPMAITMOHHOTO oT1ena, HHXEHepa-
snekTpoHmuka, 10 cepepoB. IlasnbHas craHius,
CTEIUIaK, 15  muIaHETHBIX  KOMIIBIOTEPOB,

HaYIIHUKU JUIs TMHTaOHHOrO KaOMHeTa, 3aracHble
YacTH ISl KOMIIBIOTEPHOTO 000PYI0BaHUSI.

Aynutopusa Ne 003. momenieHue s XpaHCHHUS U
NpOopHIAKTUIECKOTO  OOCIYXHMBaHUS  y4e€OHOTO
000pyI0BaHUS

CraHOK 111 CBepyieHUs, yrioBas HUIM(OBabHAS
MallnHa, HaOOpBI CIIECAPHBIX HMHCTPYMEHTOB JUIS
o0cITy>)KuBaHMs yueOHOTO 000pYyIOBaHUS, 3allaCHbIC
YaCTH JUIA CTOJIOB U CTYnbeB. CTelutax, MaTepHabl
JJIsL CONIPOBOYK/ICHHST YIE€OHOT0 ITporecca.

HJ'ISI IMIPOBCACHU y‘IC6HLIX 3aHATHH 110 JUCHUIINIMHE HCIIOJB3YIOTCA CIACAYIOINHNC KOMIIJICKTBI
JIUICH3MOHHOI'O H CBO6OILHO pacrnpocCcTpaHiacMoro mnporpaMMHOro 06GCH6‘~IGHI/I$I, B TOM 4YHCIIC

OTCUCCTBCHHOTI'O ITPOU3BOJICTBA:

HaumenoBaunue

OcHoBaume

Onucanue

Consultant Plus

Hon.cornamenue Nel k noroopy Ne
11/01-09 ot 01.09.2009

3CC KoncynbpTant+

Microsoft Office Professional Plus
2013

Open License 62668528

[TakeT 371eKTPOHHBIX
PEIaKTOPOB

Microsoft Office Standard 2016

Open License 66020759

[TakeT 371eKTPOHHBIX
PEIaKTOPOB

Microsoft Office Standard 2007

Open License 42024141

[TakeT 371eKTPOHHBIX
PEIaKTOPOB

Microsoft Project 2010

Akt Ne TAPT0006235 ot 25.04.2012

ITaxer QJICKTPOHHBIX

r PEIaKTOPOB

Notepad ++

Freeware

[TakeT 371eKTPOHHBIX
PENIaKTOPOB

OpenOffice 4.1.1

Freeware

[TakeT 371eKTPOHHBIX
PEIaKTOPOB

LibreOffice

Freeware

[TakeT 371IeKTPOHHBIX
PENAKTOPOB

Adobe Acrobat Reader

Freeware

[TakeT mporpamm st
CO3JaHus U IIPOCMOTPA
AIEKTPOHHBIX MyOIUKaUi

B ¢popmare PDF

IrfanView

Freeware

I'padmueckuit penakrop




12. CPEACTBA AJAIITAIMU  IIPEIIOJABAHUA  JUCIUIIVIMHBI K
INIOTPEBHOCTAM JiIMIl C OI'PAHMYEHHBIMHU BO3MOXHOCTAMMU 310POBbSA U
HNHBAJINJIOB

B ciayyae HeoOxoauMocTH, 0OydaromUMCsl U3 YHCIa JIMIl C OTPAaHUYCHHBIMH BO3MOXHOCTSIMU
3I0POBbSI M MHBAIUAOB (IO 3aSBJICHUIO OOYYAIOIIETrOCs) MOTYT TPEIaraThCsi OJHU W3 CIESAYIOIINX
BapHAHTOB BOCHPHITHS MHPOPMAIIUHU C YUYETOM MX UHIUBUAYAITBHBIX TICHXOPU3NIECKUX 0COOCHHOCTEH,
B TOM YHCJIE C IPUMEHEHUEM SJIEKTPOHHOTO O0yYCHHS U TUCTAHIIMOHHBIX TEXHOJIOTHH:

- Ui JIAIl C HApYIICHUSMHU 3PCHHS: B TeUaTHOW ¢GopMe yBelnnueHHbIM HpudToM; B dopme
3JICKTPOHHOTO JOKyMeHTa; B (hopme ayauodaiina (mepeBoa yueOHbIX MaTepHaoB B ayauodopmar); B
nevyaTHo ¢opmMe Ha sA3bIKe  bpaiins; WHAMBHIyalbHBIE KOHCYJIbTAallMU C IMPUBICUYCHUEM
TUQIIOCYPIOTICPEBOAUNKA; MHIUBUAYAIbHBIC 33/I1aHUST M KOHCYJIBTAIIH.

- IS I C HApYIICHUSMH Clyxa: B medaTHou Qopme; B Gopme AIIeKTPOHHOTO JTOKYMEHTA;
BUJICOMATEPHAJIBI C CYOTUTPaMU; HHIUBHUIYaIbHbIE KOHCYJIbTAINHU C IPUBICYCHUEM CYpAONIEPEBOTIHKA,;
WHWBUIYaIIbHBIC 32/IaHUS U KOHCYJIbTAIIHH.

- IS JUI] C HapyIICHUSMH OIOPHOJIBUTATEIFHOTO amrapara: B IMe4aTHou ¢opme; B Gopme
AJIGKTPOHHOTO JOKYMEHTA; B opMe ayauodaiisia; MHAUBUIYATbHbIC 3a/IaHUS U KOHCYJIbTAIIHH.

[Ipu mnpoBeneHWU TPOLEAYPHl OICHUBAHUS PE3YJIbTaTOB OOYYCHUS HWHBAIUIAOB M JIUI[ C
OTPaHUYEHHBIMHA BO3MOXXHOCTSIMU 3JI0POBBS MTPEIyCMATPUBACTCS UCTIOIB30BaHUE TEXHUICCKUX CPEIICTB,
HEOOXOMUMBIX UM B CBSI3M C WX HHIUBUAYaIbHBIMH OCOOCHHOCTSIMH. OJTH CpEACTBA MOTYT OBITh
MPEIOCTABIICHBI BY30M MJIM MOTYT HCIIOJIb30BAaThCs COOCTBEHHBIC TEXHUYECKHE cpeacTBa. [IpoBenenue
IPOIIeIypPhl OLCHUBAHUS PE3YJIbTATOB O0YYCHUS HHBAJIKMIOB U JIUI] C OrPAaHHYECHHBIMH BO3MOYKHOCTSIMH
3JI0POBBS JIOIYCKAETCS C HCIIOJIb30BAHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

[Ipy HEOOXOAMMOCTH HHBAIMJIAM M JIUI[AM C OTPAHMYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbS
MPEIOCTABIISICTCS JOMOJIIHATEIBHOE BPEMsI JUUISl TIOJITOTOBKM OTBETA HAa BBHIMIOJIHCHHE 3aJIaHUN TEKYIIETO
KoHTpoJs. [Iporenypa nmpoBeaeHus MPOMEKYTOUHOW aTTECTAIUH ISl 00YUYArOIIUXCSl C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JI0POBbSI U OOYYarOIIMXCsS MHBAJIUIOB YCTAHABIMBACTCS C YUETOM HWHIWBHIYATbHBIX
ncuxopusznueckux ocobeHHoctel. [IpomexyTouHas aTrrecTanuss MOXKET MPOBOJIUTHCS B HECKOIBKO
ATAIoB.



[Tpunoxenue 1.

TexHogornueckas KapTa THCHUIIIMHBI

HaumenoBanue nUCIUIUIMHBI JloxymeHTalmoHHOE 00eCIieYeHHE YIIpaBIeHuUs
KonauyecTBo 3a4€THBIX SAMHUI] 3
dopma MPOMEKYTOUHOU aTTECTAUHU 3ayer
No Bujabl yueOHoil 1eATeIbHOCTH dopma Bbaniasl
B CTYJ€HTOB OTYETHOCTH (MakcumMyMm)

Texynmii KOHTPOJIb

[Tocemenue 1 paboTa Ha JTCKITUMOHHBIX U MPAKTHIECKIX
1 |3amaTusx (cobecemoBaHHWe, KOHTpOJIbHAs —paboTa,
KPYTJIBIA CTOJ M TUCKYCCHSI)

2 |BemmonHeHue nucesMeHHOro 3aganus (pedepar) [TuceMenHas pabora
3 [BeimosHeHHE NpakTHYECKOro 3anaHus (Kenc) ITucemennast pabora
IIpomMesxyTOUYHAs aTTECTAlUS
4 |BLIHOJ'IH6HI/I€ HTOTOBOU PabOTEI | Hrorosag pabora, TeCT
HWToro no fucuMIJINHE: 100
« » 20 T.
[IpenoxaBaTensb /

(y4. creneHb, yd. 3BaHue, 1owkHOCT, DUO mnpenonasatens) Toamnuce



IMpunoxenue 2
TECT

IO AUMCHUIIIINHE «I[OKYMGHTE[I_II/IOHHOC oOecrieueHue YHPABJIICHUA

Maxkcumanbabiii 6amt — 10
1. K 3amauaM cUCTEMBI JOKYMEHTAIIHOHHOTO O0ECIICUEHUs YIIPaBICHUS TIEPCOHATIOM
HE OTHOCHUTCS:
a) opraHmu3aIus yuera pabo4ero BpeMeHH;
0) opra"uzanus pacdera 3apab0THOM IIATHI;
B) oOecrieueHne BEACHUS U XpPaHEHUS TPYTOBBIX KHUKEK.

2. Peanuzamus 3amayd JTOKYMEHTAIMOHHOTO OOECTICUEHHS YIPABICHUS MEPCOHAIOM
MO3BOJIUT MEHEPKMEHTY KOMITaHHH:
a) co3aaTh parmoHanbHyto cucremy JJOVII;
0) MOBBICUTH JOXOJ KOMIIAHHH;
B) MTOBBICUTH KOPIOPATUBHYIO KYJbTYPY KOMITaHHH.

3. JIoKyMEeHTaIlMOHHOE 00eCTIeueHUE YIIPAaBJICHUS IEPCOHATIOM O0S3aHbI BECTH:
a) TOCYJJapCTBEHHBIE YUPEIKICHUS;
0) opranuzanuu Jiro060it GopmMbl COOCTBEHHOCTH;
B) KOMMEPYECKUE CTPYKTYPHI.

4. HammeHoBaHUE JOKYMEHTA OIPEACIIACTCS:
a) IPUHATHIM B OpTraHU3AINH IEPEYHEM JTOKYMEHTOB;
0) HOMEHKJIATypOH JeIT;
B) BUJIaMU JOKYMEHTOB, npeaycmoTpeHHbix OKY 1.

5. Cucrema JOKyMEHTAlUK MPEICTABISAET COOOM:
a) COBOKYITHOCTb JIeJI B OpTraHU3alllu;
0) COBOKYITHOCTh B3aUMOCBSI3aHHBIX U B3aUMOJICHCTBYIOIIUX JOKYMEHTOB;
B) MOPSOK MOATOTOBKU JJOKYMEHTOB.

6. KaapoBas moxkymeHTaIuss — 3TO:
a) COBOKYITHOCTh JIOKYMEHTOB, OTPXKAIOIINX HAINYKE U JIBM)KCHHUE MEPCOHAA;
0) COBOKYITHOCTH JIOKYMEHTOB yueTa U KOHTPOJIS;
B) COBOKYIMTHOCTh HOPMATHUBHO-METOIUIECKUX JTOKYMEHTOB.

7. KBanmdukamoHHBIN CIIPAaBOYHUK JOJKHOCTEH PYKOBOIUTENCH, CIICIIMAIMCTOB U
OPYTUX CIY’KAIUX ONPENEIISIET:
a) KBaIU(PUKAIIMOHHBIE XapaKTEPUCTHKHU K OOIIEOTPACIEBBIM JOIKHOCTSIM;
0) COBOKYITHOCTb PEKBU3UTOB JJOKYMEHTA;
B) TEPMUHBI, UCIIOJIb3yEMbIE B JIECIONPOU3BOACTBE U ApXUBHOM JIEIIE.

8. TepMUHBI M OIIpEACIICHHUS T10 ACIIONPOU3BOICTBY BKIIFOYAET B CeOS:
a) TpynoBoii konekc PO;
6) TOCT P 7.0.8—2013;



B) KBIM(PUKAIMOHHBIA CHPABOYHUK JOJDKHOCTEH PYKOBOJUTENEH, CHEUAINCTOB U
JIPYTUX CITY>Kalux

9. TpeGoBaHus periaMeHTAIMU U YHU(PUKAIUN JOKYMEHTAI[MOHHON MH(OpMAIIH B
cdepe yrpaBieHUsT HEOOXOANUMO COOJIIOIATh, TOTOMY YTO:
a) BCerja Hy>KHO paboTaTh MO MpaBUjIaM;
0) ATO CHOCOOCTBYET OCYIIECTBICHHIO WHIWBHAYAJbHOIO TMOJAXO0AAa K JESITEIbHOCTH
pabOTHUKOB;
B) 3TO MO3BOJISIET NOBBICUTH 3 (HEKTUBHOCTD YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OTIePaTHBHOCTH, YMEHBIIICHHSI 3aTpaT Ha paboTy C JOKYMEHTaMH.

10.MuCcTpyKIMs 1O KaApOBOMY JI€IONPOU3BOJICTBY IIPEACTABIISIET COOOI:
a) JIOKYMEHT, COJIepKallluii HOPMBI, MpaBuia, €IMHbIE TpeOOBaHUSA K JIOKYMEHTaM B
OpraHu3allly;
0) mopsAJIOK JEHCTBUN C IOKYMEHTAaMHU B COOTBETCTBUU C JECHCTBYIOUIUMU HOpPMaMHu H
MpaBUJIAMU;
B) MI€pEUYEHb UCTOJIb3yEMbIX IOKYMEHTOB.

11.K xaapoBoMy JIETOMPOU3BOJICTBY HE OTHOCSTCS JOKYMCHTHI:
a) puHAHCOBBIE;
0) y4eTHbIE;
B) HH(OPMAITMOHHO-CITPABOYHBIE.
12. JloxnaaHas 3amicKa — 3TO:
a) JOKYMEHT, COCTaBJIIEMbIH [JIS1 TMOSICHEHUS OTJEIBHBIX MOJIOKEHUM BBITOIHEHHOM
paboTHI;
0) TOKYMEHT, COIEp KAl pacToOpsiKEHUE 1O KaIPOBBIM BOIIPOCAM;
B) JIOKYMEHT, KOTOpPBIA JOJDKeH HHGOPMHPOBATH PYKOBOAMUTENS OpraHU3allUd WA
CTPYKTYPHOTO MOJPA3ACICHUS O PA3TUYHBIX COOBITUSIX WM CIIOKHUBIITUXCS CUTYAIUsX;

13. IlITatHOE pacniucaHne yCTaHABIIMBAET:
a) CTPYKTYpY, YTBEPXKAACTCS IITATHBIN COCTAB U YNCICHHOCTh MPEANPUSITHS C yKa3aHUEM
pa3Mepa 3apadOTHOI IIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM JOKHOCTH,
0) pacnucaHue BbIXoa Ha padOTy IITATHBIX COTPYIHUKOB;
B) OPAZIOK pabOThI BCEX COTPYAHUKOB OpraHU3aliy,

14. BHyTpeHHUE JOKYMEHTBI OpPraHU3allH - 3TO:
a) JTOKYMEHTBI, KOTOPbIE TOTOBSITCS, O(OPMIISIOTCS U MCTIOJHSIOTCS B Mpejenax camou
OpraHu3allNy;
0) TOKyMEHTBI, TOCTYIHUBIIINE U3 BBIMIECTOSIICH OPraHU3aIiu;
15. I'paduk CMEHHOCTH OTHOCHTCS K JOKYMEHTAM:
a) 00s13aTeIIbHBIM;
0) peKOMEHyEMbIM;
B) 00513aTENIBHBIN B CBSI3U ¢ OCOOCHHOCTSIMU KOMIIAHUH,

16.I1onoxeHue o nepcoHalie sBIAETCS TOKYMEHTOM:
a) 00s13aTeIbHBIM;
0) peKOMEHyEeMbIM;



B) 110 Mepe HEOOXOUMOCTH.

17.JIoKyMEHTOM, B COOTBETCTBHHM C KOTOPBIM B TPYIOBOM JOTOBOPE YKAa3bIBAIOTCS
CBECHMSI, yIOCTOBEPSIOLIUE INYHOCTh paOOTHUKA, SBISETCS:
a) BOOUTEILCKOE YOCTOBEPEHHUE;
0) 3arpaHUYHbBIN NACIIOPT;
B) macnopTt rpaxxaanuHa Poccuiickoit @enepanuu.

18.0¢dopmienne Ha paboTy IO COBMECTHTEILCTBY B TPYJAOBYIO KHIKKY:
a) 3aIMCHIBACTCS BCET/A;
0) HE 3alUChIBACTCS;
B) 3aITUCBIBACTCS T10 KEJIAHUIO pabOTHHKA.

19.11puka3, eciiu oH oopMIICH B IPOU3BOJIBHOM opme, OyaeT:
a) IeWCTBUTEIbHBIM;
0) HEeAEHCTBUTEIIHHBIM;
B) JICHCTBUTEIHHBIM, €CJIM B HEM yUTEHBI BCE TPEOOBAHHUS K 0053aTEIILHBIM PEKBU3UTAM.

20.KopmopaTuBHbI CTaHAAPT MPEICTABISIET COOOM:
a) CBOJI ITpaBuUJI, MPEANUCHIBAIOLIUI ONPEAEICHHbIE AEHCTBUS B TPYIOBbIX CUTYyalUsIX;
0) mpaBuJIa BHYTPEHHETO TPYIOBOIO PAaCHOPAIKa;
B) JOKYMEHT, PETJIAMEHTHUPYIOIIMI IPECC-KOA OPTaHU3aL1H.

21. TpynoBO#i IOTOBOP 3aKJIIOYAETCS:
a) Ha CPOK, KOTOPHBIN ompeensercs padboToaaTeneM;
0) Ha ompeIeTICHHBIN CPOK;
B) Ha HEOIPEJEIECHHBIN CPOK;

22. XapaKTepuCcTHKa MPECTaBIIECT COOO:
a) JOKYMEHT, YJIOCTOBEPSIONINI MOpPYyUYeHUE KOMY-THMOO ONMpeAeICHHBIX JCHCTBUIM, mepeaady
OTPE/ICJICHHBIX TIPaB JOBEPUTEIIS;
0) oUIMAIBHBIN JOKYMEHT C OT3BIBOM O CITY>KEOHOM, 00111eCTBEHHOM JIeSITEIbHOCTH KOT0-J1100;
B) JOKYMEHT O BBITIOJTHSIEMbBIX COTPYIHUKOM (QYHKIIUSIX;

23.ITpaBwita BHyTPEHHETO TPYIOBOTO PACIIOPSIKA SBIISIOTCS JOKYMEHTOM:
a) 00s13aTeIILHBIM;
0) pEeKOMEHTyeMbIM;
B) TI0 Mepe HEOOXOIUMOCTH;

24. Howmenknartypa nen npeacraBisieT co0oit:
a) IBWKEHHE JOKYMEHTOB B OpraHM3alldd ¢ MOMEHTA UX CO3/IaHUS WU TOJYYEHUS J10
3aBEPIICHUS UCTIOJIHCHUS UJIN OTIIPABJICHUS;
0) cucTeMaTU3UPOBAHHBIN NIEPEUYCHB 3ar0JIOBKOB JIel C YKa3aHUEM CPOKOB MX XpaHECHMUS,
0(OPMIICHHBIN B yCTAHOBJIEHHOM TOPSIKE.



25.]1711 Bp€MEHHOTO XpaHEeHHSI JOKYMEHTOB IO JIMYHOMY COCTaBY YCTaHOBJIEH CPOK: a)
75 ner;
0) 10 ner;
B) 50 ner.

26. Kakoii 01aHK opraHu3aIiiy IPUMEHSIOT 7151 0pOPMIICHHUS TPUKa3a 0 OCHOBHOM
EATENbHOCTH?

a) OJIaHK MHUCHMa,

0) 6;1aHK KOHKPETHOTO BHJIa JOKYMEHTA,

B) OJIaHK JTOJDKHOCTHOTO JIMIIA.

27. IlpaBoM TIoJITMCaHKS PUKA30B BIIACET

a) PyKOBOJHUTEIb CTPYKTYPHOTO MOpa3ICICHHSI,
0) pyKOBOJIUTEIIb OPTaHU3AIINY;

B) JIOJDKHOCTHOE JIMIIO-COCTaBUTENb MPUKAa3a.

28. KTo noanuceIBaeT 3asaBiICHUE?

a) pyKOBOJIMTENb OpraHU3aluu;

0) pyKOBOJIUTEIb CTPYKTYPHOTO MOAPA3/ICICHNUS;
B) COCTaBUTENb.

29. Kakoil pekBU3UT HYXHO OGOPMHUTH, YTOOBI KOMHUS JOKYMEHTa Mpuodpesna
OPUINYECKYIO CUITY?

a) OTMETKA O 3aBEPEHUHU KOIIUU;

0) oTMeTKa 00 UCTIOTHUTEIIE;

B) UACHTU(DUKATOP DIEKTPOHHOM KOTUH TJOKYMEHTA.

30. Ilpouecc oTHeceHUs TOKYMEHTOB K OIPEAEIIEHHOMY Jely U CHCTeMaTu3alus
JOKYMEHTOB BHYTPH HETO HA3bIBACTCS

a) popMUpOBaHUEM JIET;

0) HOMEHKJIATypOU Je;

B) perucTpaiueii T0KyMeHTOB.

31. K kakomy BUAy NPUKA30B MOKHO OTHECTHU MPHUKA3 O TpUEME Ha paboTy?
a) MpUKa3 0 OPraHU3aIMOHHBIM BOIIPOCAM;

0) mpuKa3 Mo OCHOBHOM JIeATETLHOCTH;

B) MIPUKa3 [0 JUYHOMY COCTaBY.

32. Kakoli neyaTbio 3aBepsieTCsl MOANUCh PYKOBOJAUTENSI Ha OpPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTaX Mpeanpustus (yCTaBe, IITATHOM pacluCcCaHuu)?

a) TIeYaThio OT/IeIa KaJpoB;

0) nmeyaTplo OyXraiaTepuu;

B) repOOBOM MMEYaThI0 OPraHU3AINH.

33. Uto Takoe NOJIMHHUK JOKyMeHTa?
a) MEPBBIA WU €AMHUYHBIN SK3eMIULIp OQUIMAIBHOTO JIOKYMEHTa, O(POpPMIICHHBIA U
MOJAMMCAHHBIA B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBAHUSIMU;
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0) KoIus TOKYMEHTA, 3aBE€PEHHOTO 10 MpaBUiiaM, IPUIAIOIINM eMY IOPUIUUYECKYIO CUITY;
B) AyOJMKaT, BbIIABAEMbIid B ClTydae yTpaThl BaelblieM MOUIMHHOTO JOKYMEHTA.

34. Ha xakux JOKyMEHTax IMpOCTaBisieTcsl pPeKBU3UT «OTMETKa O TOCTYIUIEHUU
JOKYMEHTa B OPraHU3aLUI0»?

a) Ha BXOJISIIHX;

0) Ha UCXOAIINX;

B) HA BHYTPEHHHX.

35. B xakux IHAX YCTaHABIMBAIOTCS CPOKU UCTIOTHEHUS IOKYMEHTOB?
a) B KaJICHIAPHBIX JTHSX.
0) B pabouux JHSIX.

36. JIOKyMEHTBI, COCTaBIIIEMbIC KOMUCCHEH, TTOIIMICHIBAIOTCS
a) pyKOBOJIMUTEJIEM OpraHU3alIluu;

0) npeacenareneM KOMUCCUH,

B) IIpeiceiaTesIeM B YeHaMU KOMHUCCHY;

T') MpeaceaaTeNIeM KOMUCCHH B CEKPETapeM.

37. 'apaHTUIHOE TUCHBMO:

a) TOATBEpXKAAeT (PAKT OTHPaBKHU aapecary KaKUX-THOO0 TOKYMEHTOB WU JPYrUX
MaTepHaIbHBIX [IEHHOCTEW;

0) NOATBEPKIAET ONPEICICHHBIE 0053aTeNbCTBA, 00OCIaHU OPTaHNU3ALNY;

B) COJEPKUT OTBET Ha MUCHMO-TIPOCHOY.

38. AKT — 310

a) TOKyMEHT UH(OPMALIMOHHOTO XapaKTepa, COAEp KA1 OnucaHue MpoOU3BOICTBEHHOM
NEeATEIBbHOCTH OpPraHnu3aliy;

0) JOKYMEHT, aJJpeCOBaHHbI PYKOBOJMUTEIIO OPraHu3aluil U UHPOPMHUPYIOUIUI €ro o
CJIOKUBILIENCS CUTYyaIlMU, UMEBIIEM MECTO (DaKTe;

B) JOKYMEHT, MOATBEPKAAIOIINNA (DAKTHI, COOBITHSA, JEHCTBUS.

39. Bupa opraHu3anMioHHOTO JOKYMEHTA, KOTOPBIN OMpeeNseT MopsioK 00pa3oBaHus,
CTPYKTYPY U OpTaHU3aIUI0 PA0OTHI MPEANPUATHS

a) yCTaB;

0) UHCTPYKITHS;

B) IOJIOKECHHUE.

40. U3 wero cocTout rpud CoriacoBaHus TOKyMeHTa?

a) cioBa « COI'JTACOBAHO»;

0) u3 cmoBa «COI'JTACOBAHO» u moanucu ¢ pacumdpoBKOi;

B) u3 cioBa «COI'JTACOBAHO», noanucu ¢ pacmippoBKOM W JaThl MOJNUCAHUS
JIOKYMEHTA;

r) U3 cnoa «COI'NJTACOBAHO», AOMKHOCTH JMIla, HAMMEHOBAHMS OpTraHU3allUH,
MOIUCH ¢ paciIu@pOBKOM U AaThl MOMMCAHMUS.

41. VI3 4ero COCTOUT PErUCTPAllMOHHBIN HOMEP JOKYMEHTa?
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a) W3 TMOPSIKOBOTO HOMEpa, KOTOPbIH MOXKET OBbITh JIOMOJHEH MO0 YCMOTPEHUIO
OpraHu3allly;

0) TOJBKO U3 OPSIIKOBOIO HOMEpPA TOKYMEHTA,

B) U3 MHJIEKCA JIe]a, B KOTOPOE MOAIIMBAETCS JOKYMEHT;

T) 10 YCMOTPEHUIO OpraHu3aliH.

42. B kakux choydasx TPUBOJUTCSA COKpAlICHHOE HAMMEHOBAaHUE OpTraHU3allvy,
BBIITYCKAOIIEH JOKYMEHT?

a) eclii NOJIHOE Ha3BaHKWE OPraHU3alK COCTOUT OoJiee 4eM U3 5 CIIOB;

0) eciam COKpalleHHO€ HaWMEHOBAaHHE 3aKPEIUIEHO B YUYpEOUTENbHBIX JOKYMEHTaX
OpraHu3aIuy;

B) €CJIM COKpPAIICeHHOE HAaUMEHOBAaHHUE UCIOJIb3YETCs Yallle, YeM MOITHOE;

T') €CIIU IOKYMEHT SIBJISICTCS] BHYTPEHHHM.

43. CranmapTuzaius — 3To

a) CBepKa JIOKYMEHTOB yupexaeHus ¢ tpedoBanus 'OCT;

0) mpoliecc YCTaHOBJIEHUSI U IPUMEHEHHUS PABUII C LEJIBI0 YIOPSIIOYEHUS AEATENBHOCTU
B JICJIONPOU3BOCTBE;

B) CBEpPKA IOKYMEHTOB yUpEeXACHUS C (PaKTHUECKUM HAJIMYHEM COOTBETCTBYIOLIUX MaTe-
pUanbHbIX OJar;

') KOMIUIEKC MOJIOKEHH, ONPEIETSIOMNX OPraHU3aLUI0 TJOKYMEHTOB Ha MPEIITPUSATHH.

44. JlokyMeHTallMOHHOE 00ecIIeYeHe YIPaBIECHUS — 3TO

a) IeATeIbHOCTD allapara yInpaBJeHHUs, 0XBaThIBAIOIIAsl BOIIPOCHl JOKYMEHTHUPOBAHUS U
OpraHu3aiuu padoThl C JOKYMEHTaMH B IPOLIECCE OCYIIECTBICHUS WM YIPaBICHUYECKUX
hyHKIUI;

0) npaBWIbHO O(POPMIICHHBIC JTOKYMEHTBI, OTPAXKAIOIINE BECh CIIEKTpP YMPaBICHYECKON
JESITeIbHOCTU MPEPUSITHS;

B) OpraHu3alys TOKYMEHTOO00pOTa B yUPEKACHHUH;

I) KOMIUIEKC OCHOBHBIX TIOJIOKEHHUH, OIPEeNeNsSIoNMX ¢  PeriiaMeHTUPYIOIINX
OpraHMU3AIHI0 JOKYMEHTHPYEMBIX MPOLIECCOB HA MPEATPUSITHH.

45. Kakne peKBU3UTHI OTHOCATCS K FOPUINICCKHA 3HAYUMBIM?
a) JlaTa, peTUCTPAIIMOHHBI HOMED TOKYMEHTA,;

0) 3aroJIOBOK K TEKCTYy, OTMETKa 00 UCTIOJHUTEIIE;

B) PE30JIIOIHS, OTMETKA O HAJTUYHUH MPUIIOKESHU.

46. JlokyMeHT, coJiepKaIlnid 3aluch X0a OOCYKICHUS BOIIPOCOB U MPUHSATHS PEIICHUN
Ha cOOpaHUsX, 3acCeJaHUsIX, COBEIIAHUAX, KOH(PEPEHITUAX, IETIOBBIX BCTPEUax — 3TO...

a) yKa3aHue;

0) MPOTOKOT;

B) pacropsibKeHue

47. Kakue TOKyMEHTbl MUHYIOT CTaUIO MIPOEKTA
a) IOKJIaJIHbIC 3aITUCKH;

0) mpuKasbl;

B) CIIPaBKH.



48. Kakue u3 nepeyncieHHbIX JOKYMEHTOB OTHOCSTCS K OpraHU3allMOHHbBIM
a) MMChbMO, TTOJIOKEHHUE

0) ycTaB, MHCTPYKLIHS

B) yCTaB, yKa3.

49. KakiM OpraHoM M3/1aeTcsl peleHue

a) KOJIJIETHAJIbHBIM

0) 3aBHCUT OT OPTaHU3AI[MOHHO-TIPABOBOM (HOPMBI
B) €IMHOJIMYHO PYKOBOJIUTENIEM

50. Kakoit peKBU3UT pacroiaraeTcs B JICBOM HUKHEM YTITy
a) rpu( yTBEpKICHUS

0) Bu3a

B) rpu( orpaHuyeHus

51. Kontpons 3a cobntoeHuemM rpaduka 10KyMeHTOO00pOTa BO3JIaraeTcs Ha:
a) pyKOBOJIMTEJISI OpraHu3aIuu

0) rmaBHOro Oyxrajirepa

B) 0o0111€€ COOpaHue yupeauTene

52. Opranuzaius o0s3aHa XpaHUTh BCIO OyXTajaTepCKyr0 TOKYMEHTAIIUIO:
a) He MeHee 3 JIeT;

0) He MeHee 5 JIeT;

B) HEe MeHee 10 neT;

r) He MeHee 15 mer.

53. Pabounii m1aH c4eTOB OyXTaITEPCKOTO yUeTa YTBEPIKAACTCS MPEAIPUITHEM:
a) Ha ocHoBe [Inana cueToB, yrBepkaeHHOrO0 MuHucTepcTBoM (priHaHCcOB PD;
0) caMOCTOSITENIBHO.

54. JIOKyMEHTHUPOBAHUE B XO3SIMCTBEHHOU JIESITEIbHOCTH — 3TO
a) opopMIIeHHE BTOPUYHOTO YYETHOTO IOKYMEHTA

0) ohopMiieHHE MEPBUYHOTO YUYETHOTO TOKYMEHTA

B) o(popMIICHUE COMPOBOAUTEILHON JOKYMEHTAIIHH.

55. TlepBu4HbBIC yUETHBIE TOKYMEHTHI B XO3SIICTBEHHOM NEATETLHOCTH O(POPMIISIOTCS:
a) B CBOOOHOM popme

0) B cMmemanHo# Ghopme

B) B THUIIOBOM (hopme



puioxenne 3
KENC

Kelic - omucanue peanpHBIX 3KOHOMHYECKHX, COLMAIBHBIX U Ou3Hec-cuTyanuid. OOydaromiuecs IOJKHbI
UCCIIEIOBATh CUTYAIUIO, pa300paTbcsi B CyTH MPoOIeM, MPeNIoKUTh BO3MOXKHBIEC PEIICHUS U BBIOPATH JTydlllee
u3 HuX. Keicbl OCHOBBIBAIOTCS Ha peallbHOM (PaKTHUECKOM MaTepuaie WU Ke MPUOIIKEHBI K peaabHON
CUTYALNH.

Llenv xeiica - HAy4UTh OOYYArOIIMXCA AaHAJTU3UPOBATH NMPOOJEMHYIO CHUTYAIUIO, BO3HUKIIYIO TPU
KOHKPETHOM TOJIO’KEHUU JIeN, U BhIpad0TaTh pelieHne; HayduTh paboTaTh ¢ HHPOPMAIIMOHHBIMU HCTOYHUKAMH,
nepepabaTbIBaTh €€ U3 OAHON GOPMBI B IPYTYIO.

B npornecce BbINOIHEHMS Kelica PEIAIOTCs CACAYIOIINE 3a1a4H:
o @DopMHpOBaHUE U PA3BUTHE HHPOPMAITMOHHONW KOMIIETEHTHOCTH;
e Pa3BuTue ymeHuil MCKaTh HOBbIE 3HAHMS, AaHATU3UPOBATh CUTYaLUH;
e Pa3BuTHE HaBBIKOB CAMOOPraHU3ALMH, CAMOCTOSITEILHOCTH, UHUIIUATUBHOCTH;
e PasBuTue ymMeHu! NpUHUMATh PEUICHMS], ApTYMEHTHPOBATh CBOIO MTO3ULUIO.
O0s3aTeNbHBIMH COCTABIISIOIIUMHE JIEMEHTAMHU Kellca SBISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHAs 4acTb;
—  3aKJIIOYECHHE;
— CIHCOK HCII0JIb30BAHHBIX UCTOYHUKOB,;
—  TPUIIOKEHUS
TpeboBanust kK OGOPMIICHHIO TMPAKTHUYECKUX pabOT MpeACTaBICHbBI B METOOMYECKUX YKa3aHMIX K
COJIEPKAHUIO, O(POPMIICHUIO M KPUTEPUSAM OLIEHUBAHMS IMHUCBMEHHBIX, INPAKTUYECKUX U KYpPCOBBIX paloT,
yTBEpKACHHBIX perienneM HayuHo-mMeronnueckoro cosera (mporokos Ne8 ot 07.06.2018 r.).

3aganue: cocraBbTe M OQOpPMHTE NOKYMEHTBHI, He00XOAMMBIC B JAHHBIX YINPAaBJICHYECKHX
CUTYyalHsAX.
Bapmuanr 1

Curyanus 1.

Ha MockoBckoM KkoMOMHATe TIO MPOU3BOJCTBY MY3BIKAJBHBIX HHCTPYMEHTOB U  MeOenu
(rocynapcTBeHHOE NpennpuaTue), KoTopslii BXoguT B KoHiepH mo pa3pa®oTke M MPOU3BOJCTBY NMPOIYKIIHUU
My3bIKasibHOM nipombiiiuieHHOCTH (POCMY3IIPOM), neiictByet Ilonoxxenne o mpeMupoBaHUN PyKOBOIUTENIEH
LIEXOB, OTJEIOB U cIyk0, yrBepkaenHoe 05.01.2013 Ne 27.

12 anpenst Tekyiero roga AupekTop komOuHara B.M.JlapruoHOB nopyuns1 Ha4alIbHUKY OT/ENa TpyJa U
3apaboTHoOi 1uatel MapkoBy H.I'. paccumtaTh pazMep mpeMuHM PYKOBOJUTENSM OTIENIOB, LIEXOB U CIYKO
KOMOMHAaTa 1o utoraM paboThl 3a EpBbII KBapTal K 15 anpers, a rmaBHOMY Oyxrantepy komOuHaTta TpomuHoH
C.I'. — opranuzoBaTh BBIIIATy IpeMuHu K 20 ampesis TeKyILero roja.

HavansHuk minanoBo-akoHomMuueckoro otaena MatBeea C.H. u rmaBubiit Oyxrantep Tpommnaa C.I.
3aBU3UPOBAIH MPOEKT NMPUKa3a TUPEKTOpa KOMOMHATAa.

Curyauus 2.

JlenapTaMeHT MNOANEPKKH M Pa3BUTUS MaJoro MNPeANpPUHUMATEIbCTBA  MUCBMOM 32 MOAMNHCHIO
3aMm.aupeKTopa aenapramenta CeepukoBa A.B. yBenomuin pykoBoacTBO aeTckoro caga Ne 1586 o Tom, 4To B
CBSI3M C Pa3BUTHEM IPEANPUHUMATEILCTBA 3aHUE AETCKOTO Cajla JIOJDKHO OBITh MEpeqaHo i TEXHUYECKUX
HY)XZI JenapTaMeHTa.

Ucnonnurtenem BacunbeBoil 1o mopydeHuro qupektopa nerckoro caaa Ne 1586 HOro-3amaanoro
OKPY>KHOTO yMpaBiieHHs oOpa3oBaHus T. MOCKBBI, pacIlOJIOKEHHOTO Ha MpocrnekTe MudypuHCKOM, oM 22
r.MOCKBBI, OBIJIO COCTAaBICHO MUCHMO, apeCOBaHHOE OTAeNny mnuceM Mbpapun MockBbl o aapecy: r.MockBa,
yin. TBepckas, 13, B koTopom aupekTop aerckoro caga Ne 1586 O.A.Ab6pamoBa nmpocuia pa3oOpaThCs B JAHHOM
BOIIPOCE, MOTUBUPYS TEM, YTO B HAa3BAHHOM pailOHE JETCKHX CaJ0B OCTAJOCh MaJl0 M HE BCE JI€TU MOTYT



nocemaTh JOeTCKUEe JOLIKOJbHBbIE YyupexkaeHus. IlucbmMo ObUIO OTBETOM Ha MOJYYEHHBIM JOKYMEHT OT
JenmaprameHra.

Bapuanr 2

Curyanus 1.

A .H.IlIunos, npencenarens POcCUECKOro areHTCTBa MEXAYHAPOJHOIO COTPYIHMYECTBA U Pa3BUTHUSA
(rocynapctBenHast opranuszanus npu [Ipasutenscte PO), 24 ¢deBpans Tekyuiero roja nopyausl CTpyKTypHbIM
[IO/Ipa3/JCJIEHUsAM areHTCTBa COBMECTHO ¢ IpeacraButensMu l'ockomumyniectBa Poccunm k 10 ampens
MOATOTOBUThH IMPOEKT IMPOrpaMMbl IPHUBJICYECHHUS WHOCTPAHHBIX WMHBECTULMM K MPOLECCY aKUMOHUPOBAHUS
rOCyIapCTBEHHBIX Mpennpusituii. [lopydenne ObUI0 JaHO BO WCIIOTHEHHUE MOCTaHOBIeHUsT [IpaBurenscrBa PO
ot 24 deBpans tekymero roga Ne 246 ['maBHOMY YIpaBJIEHHIO OTPACIEBBIX WHBECTHIIMOHHBIX IPOTpamM,
['1aBHOMY JOTOBOPHO-IIPAaBOBOMY YIIPAaBJICHUIO U [ JTaBHOMY yIpaBJICHUIO CTPATETMU U UHBECTUPOBAHUS.

[Ipoekt mpukaza mpeacenarenss areHTCTBa ObUT 3aBU3MPOBAH €ro IMEpPBbIM  3aMECTUTENIEM
J.H.®enopoBsIM U HavaabHUKOM [71aBHOTO JOroBOpHO-IIpaBoBOro ynpasieHus W.B.MneunabimM. KonTpoas 3a
WCIIOTHEHUEM TIpHKa3a Obu1 Bo3sioxkeH Ha J[.H.Denoposa.

Curyanus 2.

[Ipencenarens  mpaBieHust — akiMoHepHOro  kommepueckoro — Oanka  «TOPTTIPEJJBAHK»
(np.Bepnanckoro, 19, MockBa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymoB obpaTumiica K
I'enepanibnomy nupektopy HIIO «AcOect» JI.M.BonbiHeBy ¢ mnpocb00il paccMOTpeTh BOIPOC O
npenocrasienun B anutenbHyro apeHny AKB «TOPITIPEJJBAHK» paGounx mmomaneit — 180 kB.M mon
pa3MeleHue oTAesieHus OaHka.

[TuceMo Obui0 coctaBieHo wucnoiaHuteneM llomnecHoil Ha MOKHOCTHOM OnaHKe Npeaceaaress
npaBJieHus1 OaHKa U MOANKCcaHo 24 MapTa TEKYIIEro roja.

Bapuanr 3

Curyauus 1.

Hupextop OO0 «Meutay» [lonsko B.M. 10 okTsa0psi Tekyliero roja u3jal INpUKa3 O MPOBEICHUU
MHBEHTapH3alii TOBapHO-MaTepUalbHBIX IIEHHOCTEH Ha ckiaje npeanpusatus. OH Ha3HAYUI KOMHUCCHIO O]
IIpeIcenaTeNbCTBOM KOMMeEpUecKoro aupekropa 3osorapeBa E.M. B cocraB koMuccMM BOLUIM IJIaBHBIN
oyxranrep Bonoguna E.H. u Gyxrantep MBanosa B.C. B npuka3e 0b1710 TOpY4€HO MIPEICTaBUTh HA YTBEPKIACHHE
JOKYMEHTBI CKJIaJICKOTO y4yeTa (10 COCTOSHUIO Ha 1 OKTAOps) M OTYETHI 00 ocTaTKaX TOBApHO-MaTepUaTbHbIX
1eHHocTel (1o cocrosiHuio Ha 10 okTA0pst) K 15 oKTA0pS.

ITpoekT npukaza OblT 3aBU3MPOBAH SKOHOMUCTOM npeanpusitus Mutunoit O.A.

Curyanus 2.

Ucnonuutenem M. 1O. IlonskoBoil mno mnopydeHHIO HadajdbHUKa otaena wmapkerunra [IAO
«Toprnotpebcoro3» (r.Mocksa, Jlecnas yn., n.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OT'PH
1234567890098, MUHH/KIIIT 09876543321/123456789) B.A.Komaposa Obu10 cocTaBieHo nmucbMo B aapec OO0
«eno», TexuuueckoMy AupekTopy A.M.MsrkoBy 00 OTIpaBKe JOKYMEHTAIMH CJIEAYIOIIETO COACPIKAHMS:
«Hampasnsiem HeoOxoaumbie Bam m0KyMeHTHI, cojepskanue WH(OpMANUI0 O IIeHE KOMIUIEKTa Hay4HO-
TEXHUYECKOH JOKYMEHTAallMd  Ha XOJoAuiIbHOe oOopynoBanue. I[IpenmaraeM BbICIaTh TEXHUYECKYIO
JOKYMEHTAIIMI0O Ha 3apyOeKHBbIE aHAIOTH XOJOJWJIBHOTO 000pymoBaHus. [Ipu NpHHATHH TOJOXKHUTEIBHOTO
pEelIeHus 0 3aKyIlKe 00opyIoBaHus MpocuM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOJUTEIIO OTAENA
cowita HaymoBy C.I1.». JlaHHBIM THCEMOM COMPOBOXKAaIach crienudukamnus Ha 28 1. B 1 9K3.

Bapuanr 4

Curyaunus 1.

C uenpio TpHUBICYCHHS CPEACTB ISl OOECTICUEHUsl MPOU3BOJCTBEHHON IEATENbHOCTH TeHepaTbHBIN
mupektop OO0 «Texnukay» (r.Kypck) CoxonoB O.I'. 20 ceHTSIOpsi TEKyIIETro roja u3aai npuka3 o CO3aHuu
KOMMEPUYECKOT0 OT/eNIa B COCTAaBE 3 MITATHBIX AMHUIL: KOMMEPUYECKOTO JUPEKTOpa — 1, BEAYyIIETo CrieluanncTa
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— 1, cnennanucra — 1. 'maBHOMY Oyxrantepy npeanpustus ['opsueBy I'.A. ObUIO TOPYYEHO MPEACTABUTH HA
YTBEp)KJICHHE HOBOE INTATHOE pacluCaHHe MNpeInpuaTuss Ha 4 KBapTajl TEKymero roga kK 1 okTsaoOps.
Kommepueckomy nupexropy UrnateeBy T.H., KOTOpbIil 3aBU3UPOBa POCKT MPHKaA3a, MPEANUCAHO 3aKOHYUTH
KOMIUICKTOBAHHE OT/IeJIa KaipaMH C BBICIIIUM dKOHOMHUYECKUM oOpa3oBaHueM K 10 oKkTsOps.

Curyanus 2.

MOCKOBCKUI PpaJMOTEXHUYECKUA KOJUIEIK MMEHM akaigemuka A. A. Pacnetmna MuHucTepcTBa
obpazoBanusi PO (Mocksa, yn. b.Jlekabpeckas, 5, 124000, Ttem.: 252-11-84, dakc: 253-32-36) pasocnan
MH(pOpMaIMOHHBIE TTHUChMA JUPEKTOPAM IIKOJ Topoja C COOOIICHHEM 00 OTKPBHITUU B HOBOM YYEOHOM TrOay
IBYX (haKyJIbTETOB: COBpEMEHHBbIC MH()OPMAIIMOHHBIC TEXHOJIOTHH W IOPUAWYECKUA. B mmchMe coolmanoch
Takke O TOM, YTO TIpaBWja IpUEeMa Ha yKa3aHHbIe (GakyabTeThl obOmmue. [luchMo OBLIO COCTaBICHO
ucnonautesneMm CtenaHoBoi u noanucano aupekropom JI.b.MapteiHtokoM 15 MapTa Tekymiero roja.

TpeboBanus k padore: 06beM padots 5-7 crpanuty, Hpudt Times New Roman, 14, «onuHapHbIi HHTEPBAI.
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BapuaHnT keiica onmpenesauTe 1mo tadJauue.

[TepBas OykBa
(daMmuInH CTYAEHTa

Ne BapuanTa
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Ipunoxenue 5
(®opmupyemsie kommereniun: [1K-4).

Keiic - onmcaHme peanbHBIX SKOHOMHYECKHX, COLMANBHBIX W OM3Hec-cuTyauui. OOydaromuecss NOJDKHBI HCCIIEHOBATDH
CHUTYalHIo, pa3o0paThCst B CYyTH IPOOIIeM, MIPEUIOKUTh BOZMOXKHBIE PEIICHUS M BBIOpATh Jydlnee u3 HUX. Kelichl OCHOBBIBAIOTCS Ha
peassHOM (aKTHIECKOM MaTepHale WM XKe MPUOIMKEHBI K peabHOH CHTYaluH.

Lenp xeiica - Hay4uTh 00YYAIOMMXCS aHAJIU3UPOBATH MPOOJIEMHYIO CHUTYAIHIO, BOSHHUKIIYIO PH KOHKPETHOM IOJIOKEHUH
JIeJT, ¥ BEIpabOTaTh pelIeHNe; HayduTh padoTaTh ¢ HH(POPMAIMOHHBIMU HCTOYHUKAMHU, TIepepadaThIBaTh €€ U3 OHOM (hOPMBI B APYTYIO.

B mporiecce BRIMOTHEHUS Keiica PeIIaroTes CICAYIOIINE 3a1auH:
» ®opMuUpOBaHUE U Pa3BUTHE HHOOPMAIIMOHHON KOMIICTCHTHOCTH,
* Pa3BuTHe yMeHHI MCKATh HOBBIC 3HAHUS, aHATU3UPOBATH CUTYAIHH;

* Pa3BuTHE HABBIKOB CAMOOPTaHU3AIUH, CAMOCTOSATCILHOCTH, HHHUIIMATHBHOCTH;
* Pa3BuTHe yMCHH TIPUHUMATH PEIICHUS, ApPTYMECHTHPOBAThH CBOIO TO3HUITHUIO.
OO0s13aTeIbHBIMU COCTABIISIIOIIMMH JIEMEHTAMU Kelica SBISIFOTCS:

* TUTYJIbHBIN JIUCT;
* OCHOBHAsI 4aCTb;
* 3aKJIIOUCHHE;
* CIIMCOK MCTIOJIb30BAHHBIX HCTOYHUKOB;
* IPUIIOKCHUS
OO6pa31pl keric-3a1a4u

PaCCMOTpI/ITC CUTyalluu, OTBETHTC Ha CJICAYHOLUIUC BOIIPOCHI.

a) Ilpomulo 3acenaHue WHBEHTApU3ALMOHHOM KOMMCCHUHM 3aBOJA Tra30BOM ammapaTypbl, Ha KOTOPOM
paccMaTpuBacs BOIPOC O pe3ysibTaTaX MHBEHTapU3alMK Mo cKiaxy Ne 2 BCrioMoraTeiabHbIX MaTepHalloB.
Ha 3acenannu ObUTO IPUHSTO MOCTAHOBIICHHE 00 YTBEPKICHUHU PE3yIbTaTOB HHBEHTAPU3ALMN U OTHECCHUS
3a CYET 3aBEAYIOIIErO CKJIaJ0M HEJ0CTaul BCIIOMOTraTeIbHbIX MaTEpUANIOB B cyMMe 365 ThIC. pyo0., a TaKxke
3a4MTaHbl CIIMYUTEIbHAS BEAOMOCTb 110 ckiiany Ne 2 1 00bsACHUTEIbHAS 3alIMCKA 3aBEAYIOILEr0 CKIAOM.

BOIIPOCHI:
1. Kakoil 1OKyMEeHT COCTaBJIseTCs 10 UTOraM 3acelaHuil KOMUCCHI pa3Horo poja?
2. Kakwue peKBU3UTHI TOJDKEH BKIIOYATh JAHHBIA JOKYMEHT?
3. CKOJBKO CTPYKTYPHBIX YacTell OH mpenmnoaraer?
4

Kakue Q)aKTH‘IeCKI/Ie JaHHBIC TOJI’KHBI OBITh BHECEHBI B 3TOT I[OKYMCHT?

6) B crpoutensHOoM koomepatuBe «CTpoicepBUC) ObLT 0OHapYKeH (akT HENPaBHJIBHOTO UCIOIb30BaHUS
CTPOMUTENBHBIX 0TX0J0B. [Ipu mpoBepke paboThHI ckilaja MUIOMATEPHAIIOB YCTAaHOBIIEHBI (PaKThl OTIYCKa B
KOTEJIBHYIO JUIsl COKMTaHUsS OTXOAOB IMMJIOMAaTepUalIoB JUIMHHOM cBbIle 20 cM. B pacnopsauTensHON yacTu
ClIelyeT MPEeAJIOKUTh 3aBEIYIOIIEMY CKJIQJOM OpraHu30BaTh paboTy MO peaju3alud OTXO0JI0B YAaCTHBIM
JULaM.

BOIIPOCHI:

Kako# 1OKyMEHT MMO3BOJIUT PETJIAMEHTHPOBATh OTIIYCK CTPOUTEIbHBIX MaT€PUAIOB?

Kakne nyHKTBI JOJKHBI OBITH B JAHHOM JIOKYMEHTE 00513aTeIbHBIMU?

CKOJIBKO JTOJPKHOCTHBIX JIMIL TOJIKHBI OBITH OTBETCTBEHHBIMHU 32 UCIIOJIHEHUE TaHHOTO IOKyMeHTa?
Kaxue pekBU3UTHI JOHKEH BKIIIOUATh JAHHBIN TOKYMEHT?

CKOJIBKO CTPYKTYPHBIX YacTel OH MpeAroiaraer?

Kaxkwe (I)aKTI/I‘-IeCKI/IC JaHHBIC JOJIZKHBI OBLITh BHECEHEI B OTOT }IOKYMGHT?
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Ipuiaoxenue 6
Tembl pedepatoB
Crpykrypa 1 GyHKIIUH CITy:KObI nestonpousBozcTea (ITK-4).

JlokyMeHT u ero xapaktepuctuku (ITK-4).
CoBpeMeHHas opraHu3alys jaeionpon3soactsa B Poccun (ITK-4).

Hwh e

OO6mrast xapaKTepUCTHKAa HOPMATHBHO-TIPABOBOM 0a3bl JOKYMEHTUPOBAHUS
ynpasiacHueckoi uapopmarueii (ITK-4).

CraHzmapThl B JOKYMEHTHPOBAHUU yIpaBiicHUecKor nesrenbHocTr (I1K-4).
Oo1me TpeboBaHus K IOpHIUIECcKOi crie u ohopmieHuto 1okymMeHToB ([TK-4).
bnank nokymenTa u ero paznoBuaHocTH (ITK-4).

OcobenHocTr 0pOPMIICHHSI MHOTOCTPAaHUYHBIX ToKyMeHTOB (ITK-4).

© © N o U

. OcobeHHoCTH O(OPMIICHHS OpTaHU3AIMOHHO-PACIIOPSTUTEIIBHBIX JoKyMeHTOB ([TK-4).

10.0OcobenHoctr oopmiteHUs ClipaBOYHO-UHpOopMamoHHo# gokymenTamnuu (ITK-4).

11.0cobennoctu ohopmiieHus kaaposoi gokymentaryu (I1K-4).

12.006s3aTeNnbHbIC U PEKOMEHIyeMbIC JOKYMEHTHI 110 yrpaBicHuto nepconanoM (I1K-4).

13.Cnyxebnas u nenosas koppecrnonaeHus (I1K-4).

14.Opranu3aiinoOHHOE MOCTPOCHUE CITYKOBI TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIpaBIeHUs
(TIK-4).

15.0pranu3anus padboTsl ¢ oopameHusmu rpaxaan (ITK-4).

16.loxymeHTHpOBaHKe padoThI ¢ iepcoHamom (ITK-4).

17.CucteMaTu3alys U y4et JoKyMeHTOB opranu3amuu (I1K-4).

18.011eHKa 3HAYMMOCTH JOKYMEHTOB M cpoku xpaHenus (I1K-4).

19.0pranu3zaiiust apXuBHOTO XpaHEHHsI KaIpoBbIX JoKkyMeHToB (I1K-4).

20.KoMIbloTEepHBIC CUCTEMBI M TEXHOJIOTUH co3aanus jokymenTos (I1K-4).

21. ABTOMaTH3UPOBAHHBIC CHCTEMBI IOKYMEHTAIIMOHHOTO obecrieueHus ynpasienns (I1K-
4).

22.0¢ucHbIe TPOrpaMMHBIE CUCTEMBI U 00J1auHbIe O(UCHI B TOKYMEHTAITMOHHOM
obecnieuernu ynpasienus (I1K-4).

23.TexHonorus cocrasieHuss HoMeHKIaTyps e (ITK-4).
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Mpuioxenne 7
Howmep Tembl a5t BeITOTHEHHS pedepara onpenensercs 1o Tabiuue:

OykBa a 0 B r hi} e K 3 u K 1 M H 0
bamuann
Homep
TEeMbI — o~ ™ <t To) © ~ o o S = N ™ S
pedepara
OykBa i p c T y i)} X i} q il 111 3 10 s
bamuann
Homep
TeMbl S 18 |5 |8 |3 (& |8 |} |8 & |®& |&§ |& &
pedepara
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IMpuiaoxenue 8
IIpuMepHBIN epeYyeHb BONMPOCOB K 3a4eTy M0 TUCHUILIAHE
«JlokyMeHTaLIMOHHOE 00ecTeyeHue YIpaBJIeHUs»

Ha3zoBuTe HOpMAaTUBHBIE AKTHI 10 OPTaHU3ALNU U BEICHUIO AEN0NpOon3BoaACcTBA B PO.
JlaiiTe onpeneneHue TEPMUHY «TOKYMEHTY.

Yro mpumaét 1oKyMeHTaM IOPUINICCKYIO CUITY?

[Topsimok ampecoBaHUsl JOKYMEHTA.

OTMeTKH Ha TOKYMEHTE: TIOPSIOK U ITPAKTHUKA MPOCTABICHUS.

CornacoBaHue JOKyMEHTA.

[loanucanue n1OKyMeHTA.

YTBepxkaeHUE TOKYMEHTA.

OcHOBHBIE OCOOCHHOCTH JIEJIOBOTO SA3bIKA JTOKYMEHTA.

0. PacnopsnurenbHbie TOKYMEHTHI, UX Ha3HAYEHUE, COCTaB, 0(hOpMIICHHUE.

1. Tlpomecc NOArOTOBKH pacOPSAUTEIBHOTO JOKYMEHTA.

12. OpraHu3aoHHbIE JOKYMEHTHI, X Ha3HAYE€HHE, COCTaB, 0(popmIIeHHE.

13. IIpomecc MOATOTOBKHA OPTaHU3AITMOHHBIX JTOKYMEHTOB.

14. CnopaBoyHO-MH(pOpPMALMOHHBIE TOKYMEHThI, HA3HAYEHHE, COCTaB, O(POPMIICHUE.
15. IIpouecc NOATOTOBKH aKTa.

16. IIpomecc MOATOTOBKH JEIOBOTO MUChMa (HHUIIMATHBHOTO).

17. Tlpouecc NOArOTOBKH JI€IOBOTO MUChMa (OTBETHOIO).

18. JIokyMeHTOOOOpOT OpraHu3aIuu.

19. Peructpaiusi JOKyMEHTOB.

20. Hunekcarus TOKYMEHTOB.

21. Perucrtpamnmonnsie opmbl. X Ha3HaueHHE.

22. TumnoBble M UHIUBUAYAIbHBIC CPOKU UCTIOJHEHUS TOKYMEHTOB.

23. KoHTposb ucnogHeHUs! JOKYMEHTOB.

24. Pabota c oOpaleHus MU TpaxaaH.

25.  Bwuapl obparmieHuit rpaxaa.

26. Bwuapl JOKyMEHTOB I10 JTJUYHOMY COCTaBY.

27. llpuzHaku GopMUPOBaHUS JEII.

28. OOmume TpeOOBaHUS K CHCTEMATH3aIlUU TOKYMEHTOB.

29. IlepnoandHOCTH COCTABIICHUS W BEICHHE HOMEHKIIATYPHI JCII.

30. Hcnonp3oBaHME HOMEHKJIATYPHI JE B JISJIOMPONU3BOICTBE, OTIEPATUBHOM U apPXUBHOM
XpaHEHUH JIe.

31. OcHoBHble paBuia GOPMHUPOBAHUS JE.

32. DkcnepTusa IEHHOCTH JOKYMEHTOB U JJOKyMEHTHOU WH(popMaIuu

33. OmepatuBHOE XpaHEHHE TOKYMEHTOB U JIETI.

34. Opranuzanust ”HGOPMAIIMOHHO-CIPABOYHOMN pabOTHI IO TOKYMEHTaM OTIEPaTUBHOTO
XpaHEHHSI.

35. TloaroroBka nmen kK apxuBHOMY XpaHneHuro. CoCTaBlIeHHE BHYTPEHHEH OMHICH JTOKY-
MEHTOB JIeJ1a U 3aBEPUTEIILHOIN HaMuCH, 0OpMIICHHE 00JI0KEK JET.

36. CucremMa 3JeKTPOHHOIO IOKYMEHTOO00pOTa: Ha3HAUYCHHE, TUTFOCHI 1 MUHYCHI €€
HCITOJTB30BaHUS.

37. KaapoBas ToKyMeEHTaIUs: COCTaB JOKYMEHTOB, ITPaBUJIa COCTABIICHHS.

HRoOoo~NoO AWM R
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JIMcT perucTpanuu u3MeHeHU i, J0NOJHEHU U PeBU3Hil JOKYMeHTAa

JlokyMeHT, Ha

Hara
Ne OCHOBaHHH
BHECEHUS KpaTkoe conepxaHuie U3MEHEHUS
n/m KOTOPOTO BHECEHO
M3MEHEHUS
U3MEHEHNE
1 2 3 4
[Iporokon BHecenue u3MeHeHuil B (enepalibHble TOCyAapCTBEHHBIC
pelieHus oOpa3oBaTeNbHbIE  CTAaHAAPTHl  BBICHIETO  OOpa3OBaHHSA
1 |[01.09.2021r.
YC Ne 1 (ITpuka3z MuHHCTEpCTBa HAyKH W BBICIIETO OOpa30BaHUS
ot 01.09.2021 r. |Poccuiickoii ®eneparuu ot 26 Hos10pst 2020 . Ne 1456)
1. Axryanuzanus KOMIUIEKTOB OIICHOYHBIX MAaTepHalioB
JUIS IIPOBEJICHUS IIPOMEXKYTOUHOU aTTecTaluu
00y4aromuxcs Mo AUCHUIIINHE,
2. AxTyanu3anus NEepevYHs OCHOBHOW W JOTOJHHUTEILHOU
yueOHOM JUTepaTypbl, HEOOXOIUMOW [JIs OCBOCHHS
JIACUUTLTAHBI;
3. AKTyanuzaiusi TepedyHs pecypcoB HHQPOPMAIOHHO-
[Iporokon TEJICKOMMYHUKAIIMOHHOU ceTu «HTepHEeT», HEOOXO0IUMBIX
eIIeHus IS OCBOEHUS IUCLIUTLINHBI,
2 |26.012022r. | P o et y
YC Ne 6 4. Axryanuzanus METOINYECKUX YKa3aHui VIS
o1 26.01.2022 r. |0Oy4aroniuxcs Mo OCBOSHUIO TUCIUTLINHBI;
5. Axryanuzauus IIepEYHs COBPEMEHHBIX
npodeccuoHanbHBIX 0a3 JaHHBIX W WH(GOPMAIMOHHBIX
CIIPABOYHBIX CUCTEM;
6. Axryanuzanus MaTepualbHO-TEXHUYECKOTO "
IPOrpaMMHOT0  o0ecrieueHusi,  HeoOXOAUMOro  Juid
OCYILECTBIIEHHs] ~ 00pa3oBaTelIbHOro  Ipolecca IO
JTUCIUIINHE.
1. YTBepxaenue Ilopsiaka opraHu3ai U OCYLIECTBICHUS
00pa3oBaTeNbHON JAEITEIbHOCTH 10 00pa3oBaTeIbHBIM
mporpaMMaM  BBICHIETO 00pa3oBaHUSl — MpPOrpamMMam
[Iporokon OakayiaBpuaTa, mporpammam CHeqUaJuTeTa, IporpaMmmam
pereHus maructpatypsl (IIpukaz MuHucTepCcTBa HayKH U BBICIIETO
3 | 31.08.2022 . N
YCNe 13 oOpa3zoBanus Poccuiickoit ®enepanuu ot 06 anpens 2021 r.

or 31.08.2022 1.

Ne 245);

2. AxTyanmzanus ~ JOKYMEHTOB,  PETJIAMEHTHPYOIIHX
coJiepKaHue M OpraHM3alrio 00pa30BaTENLHOrO Mpolecca
npu peanuzanuu OITOIT BO no HanpaBieHUIO MOATOTOBKH.




