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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
IIK-12 CnocoOGHOCTh pa3pabaThiBaTh COIUATBLHO-YKOHOMHYECKHE TMPOEKTHI (MPOrpamMMbl Pa3BUTHS),

OLCHMUBATh JKOHOMMHYCCKUC,

cConHraJIbHBbIC,

rOCyAapCTBEHHBIX (MyHHUIUNAIBHBIX) IPOTpaMM

IMOJIUTUYCCKUEC YCIOBHA W NOCICACTBUA peCaiu3allun

1.2 Bunp! u 3a1aun mpo¢eCCUOHATBLHOMN NeITETbHOCTH 110 JUCITUTUIHHE:

- IIPOEKTHAs

1.3 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMUXCsl TOJKHBI ObITH COPMUPOBAHBI CIETYIOIINE

KOMIIETEHIUH:
O0001IEeHHBIC TPYIOBBIE Kon n HanmeHnoBaHue
(hyHKUWY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyZOBBIC HITH HEOOXOIUMOM ISt 3HaHUs U yMEHHs, HEOOXOAUMBIE A1 POPMUPOBAHUS
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO TPYAOBOTO ACHCTBHA / KOMIIETCHLIUU
JeicTBus (Ipy HaTU9UU WK IpoecCHOHATBHOTO
npodcranaapra) JnefcTBUS
[TIK-12 CrrocobHOCTD 3HaET ¥ MOHUMAET:
paspabarbIBaTh 3HaeT Kak pa3pabarhiBaThb COLHAIbHO-DKOHOMUYECKHE

COIUANTLHO-DKOHOMHYECKHE
MIPOCKTHI (ITPOTPAMMBI
pa3BUTHS), OIIECHUBATh
SKOHOMHYECKHE,
COITMANILHBIE, TOJTUTHYCCKHE
YCIIOBHS U TIOCJICICTBUS
peanuzanuu
TOCY/IapCTBEHHBIX
(MyHHIIMTIAJTEHBIX )
MporpaMm

MPOEKTHI (mporpamMmbl pasBUTHSA), OLICHUBATh
SKOHOMHYECKHUE, COLMAJIbHBIC, TOJUTUIECKHE YCIOBHSA U
MOCIIEICTBHS peanuzanuu rOCYIapCTBEHHBIX
(MyHHLIMTIATBHBIX ) TPOTPAMM

YMmeeT (CrocoOeH MPOoAeMOHCTPUPOBATH):

YMmeer  paspabaThiBaTh  COIMALHO-DKOHOMUYECKHE
TIPOCKTHI (TIporpaMmBbI pas3BUTHSA), OIICHUBATh
SKOHOMHYECKHUE, COIMAIbHBIC, MOTUTUICCKIE YCIOBHS H
MOCIIEICTBHSI peanu3aryu TOCY/IapCTBEHHBIX
(MyHUIIUTIAIBHBIX ) TIPOTPAMM

Buianeer:

Cnocoben u yMeeT paspabarbiBaTh
COLIMAJbHO-DKOHOMUYECKUE  TPOCKTHI  (TIpOTpamMMbl
pa3BHUTHsS), OIEHUBATh HSKOHOMHYECKHEC, COLUAJIbHBIE,

MOJIMTUYECKUE YCIOBHUA M TOCIEICTBUA pealn3alluu
TOCYapCTBEHHBIX (MYHHUIHUIAIBHBIX) IPOTPaMM

1.4 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

I1K-12 CnocoGHOCTB pa3zpalaTbIBaTh COLMAIBHO-DKOHOMHUYECKUE MPOEKTHI (IPOrpaMMbl

pa3BuUTHSA),

OICHMBATh OKOHOMHUYCCKHC,

COIIMaJIbHBIC,

MOJIMTUYCCKUC YCIIOBHUA H

MIOCJIEJICTBUS pean3allii TOCy1lapCTBEHHBIX (MYHHUILIUIIAIbHBIX) IPOTPAMM

Ne HanmenoBanwme ®opma oOyueHus
/1 JIACLIVIUINH,
Ounasg 3aouHasn
OMNPEASTISIONINX
(cemecTp) (cemecTp)
MEXIUCIUIUTHHAPHBIC S Tel7 12T 17 I8
CBSI3H
1 [AnanTanmonHas + +

JUCIIUTUIAHA JUTS
WHBAIIUJIOB U JIUI] C
OB3 "VYnpasnenune
JneMorpaduaecKuMHU 1
MUTPAIHOHHBIMH
nporeccamu’




2 |BBenenue B + +
MPOCKTHYIO
JIeITEILHOCTD

3|lokyMeHTaunoOHHOE | + +
obecrieueHue
yIpaBIICHUS

4 |HanmoHanbHBIE U + +
(enepaTrBHbBIE
OTHOIIIEHUS

5[OcHoBEI + +
JICIIOTIPON3BOJICTBA

6 |OCHOBBI COLTHAILHOTO + +
MIPOrHO3UPOBAHUS

7|IIpakTHka mo + +
MOJTY4YEHHUIO
HEPBUYHBIX
po(heCCHOHATTLHBIX
YMEHHH M HaBHIKOB, B
TOM YHCIIe
NEPBUYHBIX YMEHHUU U
HaBBIKOB
Hay4YHO-HMCCIIeJ0BaTeN
BCKOH JIESITETTLHOCTH

8 [IIpakTuka no + +
MOJTY4YEHUIO
po(heCCHOHATTLHBIX
YMEHUH U OIIbITa
npoheCcCHOHATLHOU
JESITeIbHOCTH (B TOM
qucie
TEXHOJOTHYeCKast
NpaKTUKa,
nearoruueckas
MIPAaKTHKA)

9|VYnpasnenue + +
JaeMorpagpuyecKuMH U
MUTPaluOHHBIMU
IpoLEeccaMu

10| Ynpasnenue + |+ + |+
peruoHaNnbHBIMU
MIPOEKTaMU U
MYHULHNAJIbHBIM
X034HCTBOM

2. MecTo mucuuiuiaiabl B cTpykrype OII 0akanaBpuara:

JucuuninHa «AgantalMoHHasi JUCUMIUIMHA 1 MHBanua0B u aul] ¢ OB3 "OcHoBbI Aenonpou3BoacTBa’y
OTHOCUTCSI K BapuaruBHOM 4yactu ydeOHoro miaHa OIl mo Hanpasnenuto noaroroBku 38.03.04 -
locynapcTBeHHOE M MyHHIIMITAIEHOE YIIPABICHUE.

JucuuninHa «AgantalMoHHasi IUCUMIUIMHA 11 MHBaIua0B 1 aul] ¢ OB3 "OcHOBBI Aenonpou3BoacTBa»
n3y4daercs B 2 CEMECTpE.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIMIUIMHEL: 3 3.€.

Ounas: 3 3.e.

3aounas: 3 3.e.



Bun yueOHOM paboTh Qunas 3aounas
(Bcero yacoB) | (Bcero 4yacon)
OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI 108 108
KonTaktHas pabora 54 12
Jlexuuu (Jlexummn) 18 6
[Tpaktuueckue (IIpakr. pab.) 36 6
CamocrositenbHas pabota (CP) 54 92
3auer - 4
3.2.ConepxaHue Kypca:
Ne HasBanue Bun yue6Ho# paboThl, yac. | @OpMBI TEKYIIETO
TEMBI pa31[ena/ TEMBbI Jleknun Hp aAKT. CP KOHTPOJIA
pao.
o|3]o]3]0]3
2 cemectp
1 OCHOBBI Omnpoc;
JOKYMEHTAIMOHHOT | 2 1 4 - 6 |10 TecTtupoBaHue
0 obecreyeHust
2 Yaudukanus u Brinonnenne
CTaHJapTU3aLUs 2 - 4 1 6 | 10 IIPaKTUYECKUX
JIOKYMEHTOB 3aganuii; Onpoc
3 [IpaBuna Brinonnenne
odopmiieHus ) 1 4 ) 6 | 12 MPAKTHYECKUX
YIIPaBJICHUYECKHUX 3aganuii; Onpoc
JOKYMEHTOB
4 OcobenHoctu Ompoc;
MOJTOTOBKH U Brimonnenue
oopMmieHUs 2 1 4 1 6 | 10 MPAKTUIECKHUX
OT/ENIbHBIX BUJIOB 3aJlaHuN
JOKYMEHTOB
5 SI3BIK U CTUIIB KoHnTposnbHbIii cpe3
o(pUITHATEHOTO 2 - 4 1 6 |10
nuchMa
6 Opranuzanus Omnpoc;
JTOKyMEHTO00OpoTa sl 1lali1lelio Brimonnenue
B OpraHU3aIuu MPAKTHYECKUX
3alaHui
7 Bxonsmue, Ormpoc;
HCXOSIIME, Brmonnenue
BHYTEGLHHI/IG 2 ! 4 ! 6 |10 MPAKTHYECKUX
JOKYMEHTOIIOTOKHU 3alaHui
8 Opranuzanus Omnpoc;
XpaHEHUA Brimonnenue
,Z[I())KyMeHTOB 2 i 4 i 6 |10 MPAKTHYECKUX
3aJjaHUN
9 Kanposoe ) 1| a4 1 6 | 10 KontponbHsIii cpes
JEONPOU3BOACTBO
Tema 1. OcHOBBI TOKYyMeHTAMOHHOTO0 00ecniedenus (ITK-12)
Jlekumus.

[TpaBoBBIC aKThI, peTIAMEHTUPYIOIINE JeTONPON3BOACTBO. OCHOBHBIE HOPMATUBHBIC AKTHI, PETYIHPYIOIIIC
JeSATEILHOCTh OpraHu3aIuii BceX GopM COOCTBEHHOCTH B 00JIACTH JIETIOTPOU3BOICTRA.



Pernamentanuss TOKYMEHTHPOBAHHs, OpraHU3allMd M TEXHOJIOTMH JIOKYMEHTALMOHHOTO O0€CcTeueHus
YIPaABJICHUS BEAETCS B HECKOJBKUX HANPABICHUAX: 3aKOHOAATEIILHOE PETyIHMpOBAaHUE, CTaHIApTH3AIMA,
pa3paboTKa HOPMATUBHBIX H HOPMATUBHO-METOIUYECKHUX TOKYMEHTOB OOIETOCYJapCTBEHHOTO JICHCTBUSI.
IIpakTnyeckoe 3aHsATHE.

1 Ponb 1OKyMEHTAIIMOHHOTO 00ECTIeYeHHs B YIPABICHUU COBPEMEHHBIMU OpraHU3alusIMU.

2 HopMmaTHBHO-IIPaBOBBIE aKThl, PETYIHUPYIONINE JOKYMEHTAIMOHHOE 00eCIIeUeHNEe yIPaBICHHUS.

3 TlonsTue u o0mas XapaKTepUCTHKA JOKYMEHTA.

4 Cdepa 10KyMEHTAIMOHHOTO OOECIICUCHUS YIIPABIICHUS.

5 XapakTepucTuka HocuTeNed HHPOPMAITUH.

6 OyHkMH qoKyMeHTa. [lonn@yHKINOHAIBHOCTS COBPEMEHHBIX IOKyMEHTOB.

7 O6paboTKa JOKyMEHTOB.

8 HopmaruBHO-paBOBOE PETyIUPOBAHUE TOKYMEHTALIMOHHOTO 00eCIIeUeH s yIPaBICHHUS.

9 IOpuaunueckast cuaa TOKyMEHTa.

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
1. [Ipoananu3upoBaTh OCHOBHBIE HOPMAaTHBHbBIE aKThl, PETYIHPYIOIINE MTPaBHIIa ASTONPOU3BOJICTBA B
P® (Denepanbhbiii 3akoH «O0 00s3aTEIEHOM IK3EMILTIpE JOKyMeHTa» OT 29.12.94, Ne 77-D3 [lonoxenne
«O denepansHolt apxuBHOU ciy)k0e PDy»; EI'CJIOY; Tunosas nHcTpyKIus 1Mo aenonpousBoactsy; [OCT;
OcHoBHbI€ MpaBUiia pabOThl BEJOMCTBEHHBIX apXUBOB; [lepeuHn JOKYMEHTOB ¢ yKa3aHHEM CPOKOB
XpaHeHus; TUoBoe MoyiokeHue 0 BEACHUU JeJIONPOU3BOICTBA IO MPEIOKEHUAM, 3asBICHUSIM U Kajio0am
rpaxad; CrieruanbHbIe aKThl sl pabOTHI C ONPEACIICHHON KaTeropueil JOKyMeHTOB (OyXraaTepCcKuil yuer,
KaJipoBasi JOKyMeHTamws ); HopMaTuBel mo Tpyay B 007aCTH padoOT, BEIMOTHIEMBIX paOOTHUKAMH
YIIPaBJICHUYECKOTO ammapara).

2. Pacckaxxute o Tpex ¢popmax opraHu3alyu A€I0NPOU3BOACTBA B YUPEXKICHHSIX.

3. PacckaxxuTe 0 1emsxX U 3a/1auax CIIy>KOBbI 1€J0MPOU3BO/ICTBA.

4. OObsicHUTE, U1 YETO Hy>KHA MHCTPYKLUSA 110 1€JIONPOU3BOACTBY B OpraHU3aIUH.
S. [Tpoananu3upoBark IpoQeccuoHanbHbIe (PYHKIIUH JSIONPOU3BOANUTEINCH.

Tema 2. Yanpukanus u cranaapruzanus 1okymentos (I1IK-12)
Jlexknus.

VHu(UKaLMA ¥ CTaHAapTH3alMs JOKYMEHTAI[MOHHOTO OO0ECIeUYeHus KakK HarpaBlieHHE esTeIbHOCTH
rocynapcrBa. [loHsTHEe M XapakTepuCTHKa cuUCTeM JokyMmeHTanuu. OOmas xapakrepuctuka YCOP.
Xapaxkrepuctuka OKVY]I. O0mias xapakTepuCTHKa 3aKOHOJATEIbCTBA O cTaHAapTu3anuu. [ToHsATHE U BUIBI
roCyJIapCTBEHHBIX cTaHnapToB. Obuepoccuiickue KiaccupuKaTopbl COLUANBHON HH(POpMALIUK.

IIpakTH4eckoe 3aHATHE.

1. OxapaktepuzoBarb 0CHOBHbIE BUbI Y C/l: yHUUIIMpOBAaHHAS cCHCTEMa
OpraHMU3aIOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH;

yHUGUIIMPOBaHHAs crucTeMa OAaHKOBCKOW JOKYMEHTAIIHH;

yHHU(UUIUpOBaHHAs cHcTeMa (UHAHCOBOM, YYETHOW M OTYETHOM OyXraaTepckoi JTOKYyMEHTalUU
OIOKETHBIX YUPEKICHUIN 1 OpraHu3aIui;

yHU(PULIUPOBAHHAS CUCTEMA OTUYETHO-CTaTUCTUYECKON JOKYMEHTAINH;

yHU(DHUIIMPOBAHHAS CUCTEMA YIYETHOW U OTYETHON OyXTralnTepPCKOU JOKYMEHTAITUU TPEIPUATHI;
yHH(ULIIPOBaHHAS CUCTEMA TIOKYMEHTALIUH 110 TPYILY;

yHUGUIIMPOBaHHAS CHCTEMa JOKYMEHTAIMH MeHCHOHHOTo GoHaa Pd;

yHH(ULIIPOBaHHAS CUCTEMA BHELTHETOPTOBON JTOKYMEHTAIINH.

2. JlaTh pa3BepHYTYIO XapaKTEPUCTUKY [ 0Cy1apCTBEHHON CUCTEMBI IOKYMEHTAIIUOHHOTO
obecnieuenus ynpasienus — ['C/IOVY.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
HOIIFOTOBI/ITI: IMUCBbMCHHBIC OTBCTHI Ha BOITPOCHI:
1. PacckakuTe 0 €IMHBIX NMpaBUiIax JOKYMEHTUPOBAHUS YIIPABICHUYECKUX ICUCTBUM.



2. B Kakux JOKYMEHTaxX OHU OTPa’KEHBI

3. Crhenatp 3J€KTPOHHYIO MPE3EHTALNIO Ha TeMy «Bubpl yHUPHUIIMPOBAHHBIX CUCTEM
JOKYMEHTAI[MOHHOTO 00€CTICUSHUSI.

Tema 3. IlpaBuna opopmiieHus: ynpapiaeH4yeckux 1okymenTos (I1K-12)
Jlexknus.

OO6ume TtpeboBanus. Enuubpie TpeboBaHMs W mpaBuia OQOPMIICHHS JOKYMEHTOB YIIpaBIICHUS,
YCTaHOBJIEHHBIE TOCYJapCTBEHHBIMM HOpPMAaTUBHbIMM akTamu (Hanmpumep, [OCT P 6.30-2003
«YHUHUIMPOBAaHHAS CHCTEMa OPraHU3ALMOHHO-PACIIOPSAUTENIBHON JOKyMeHTanmuu. TpeGoBaHuA K
o(hopMIIEHHIO TOKYMEHTOBY»). BbImonHeHne eauHbIX NpaBuil OGOpMIICHUS IOKYMEHTOB OOECIIEUHMBACT:
IOPUJIMYECKYI0 CHIIy JIOKYMEHTOB, OpTaHU3aIMI0 OBICTPOrO TMOWCKA JOKYMEHTOB, OIIEPaTUBHOE U
KaueCTBEHHOE COCTaBJICHHUE W HCIIOJHEHHE JOKYMEHTOB, Oojiee akTMBHOE Hcnosb3oBanue [19BM mpu
COCTAaBJIEHUU JIOKyMEHTOB. biianku 1okyMeHTOB. COCTaB pEKBU3UTOB JOKYMEHTA.

IIpakTH4Yeckoe 3aHATHE.
CocrapneHue 6JaHKOB JOKYMEHTOB.
dopmarupoBanue qokyMeHTa ((popmarsl Oymaru, pacroiioXeHUe peKBU3HUTOB).
[ToHsATHE PEKBU3UTOB JOKYMEHTA, UX (DYHKIIMU U BUJIBL.
XapaKkTepHucTUKa PeKBU3UTOB 3ar0JIOBOYHON YaCcTH JOKYMEHTA.
CocTaB peKBU3UTOB COAECPKATEIIBHON YaCTH JOKYMEHTA.
OCOoOeHHOCTH 3alI0OTHEHUS] PEKBU3UTOB O(OPMIISIONIECH YaCTH TOKYMEHTA.

NNk W=

OpraHu3zalilnOHHOE IOCTPOEHHUE CITYKObI 1€TIONPOU3BOJICTBA.

3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThlI.
1. Co3nath yHHBEpCAIBHYIO CXEMY JJOKYMEHTA C pa3METKOW MoJiel U 30H i1 HH(opMaIyu.
2. CocTtaBuTh TAOIUILy COCTaBa PEKBU3UTOB: TOCYIAPCTBEHHBIN Iep0d, repd cyobekTa, sMOnemMa
OpraHM3alliy, TOBAPHBINA 3HAK, KOJl OpraHU3aluu, Ko GOpMbl JOKYMEHTa, HAMMEHOBAHHUE OpraHU3aIiH,
CIpaBOYHbIE JaHHbIE 00 OpraHU3alui, HAMMEHOBAHHE BHJIA TIOKYMEHTA, JaTa, PETUCTPALlMOHHBIA HOMED,
CCBIJIKA Ha PErUCTPAI[MOHHBIN HOMEp, MECTO COCTABIICHUS U U3/1aHUS JJOKYMEHTA, IpU(] OrpaHuYCHUS
JocTyna, aapecar, Tpud yTBepKACHUs, PE30IOHS, 3aT0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT,
OTMETKa O MPUJIOKEHUH, MOIMKUCH, TPU( COITIaCOBaHMUs, BU3BI COITIACOBAaHUS, leYaTh, OTMETKA O 3aBEPEHUNU
KOIHIA, 0OTMETKa 00 UCTIOIHUTENIE, OTMETKA O MOCTYIIEHUH, UIEHTU(DUKATODP FNEKTPOHHON KOIHU.

Tema 4. Oco0eHHOCTH NOATOTOBKH U 0()OPMJICHHUSI OTAEJbHBIX BUAOB No0kyMeHToB (ITK-12)

Jlexknus.
OpraHu3anMoHHbBIE JOKYMEHTHI (BUIbI, OCOOCHHOCTH COCTaBJICHHUS, OCHOBHBIC 3aJa4d KakKJOTO BHJIA
nokymenta): IlonoxeHue, ycraB, ITaTHoe pacnucaHue. MHCTpyKuus, JOBEPEHHOCTH, JOTOBOD.
Pacnopsinutensuble  nokyMeHTH: OdopmieHue Tmpukasa, YykKazaHusi, pacnopspkeHus. Odopmienue
pemieHust, nportokoia. MHdopmarmoHHO-cripaBouHble JOKYMEHTHI: OdopmileHHE CIEAYIOMNUX BUAOB
JOKYMEHTOB: JIOKJIaJHAasi 3alMCKa, CIy)KeOHas 3amMcka, OOBSCHHUTENbHAs 3amicKa, CIpaBKa, MHCHMO,
Tenerpamma, TenedoHorpamMma, teie (paxc).

IIpakTnyeckoe 3ansATHE.

1. OCOOEHHOCTH COCTABJICHUS! OPTaHU3ALMOHHBIX JTOKYMEHTOB.

2. Coneprxanne u TpeOOBAHUS K COCTABICHUIO U O(OPMIICHHUIO TTOJIOKEHHS O CTPYKTYPHOM
HOZIpa3IeIICHHN.

3. Coneprxanue U TpeOOBaHMS K COCTABICHUIO U 0()OPMIICHUIO TOJDKHOCTHBIX HHCTPYKITHA.
4. OCOOEHHOCTH COCTABJICHUS PACTIOPSIAUTENIBHBIX TOKYMEHTOB.

5. [TpaBuna cocraBienus u 0(OPMIICHHUS IPUKA30B 110 OCHOBHBIM BU/IaM JICSITEITbHOCTH
OpraHM3aIIH.

6. [TpaBuna opopMieHUs BRITTUCOK, PACTIOPSHKEHUN U YKa3aHHM.

7. OcobeHHOCTH COCTaBIeHUsI HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

8. [TpaBuna coctaBneHuss 1 0OPMIICHHUS TPOTOKOJIOB.



3ananus 1J151 CAMOCTOSITEILHOI padoThI.
1 Co3pmarh NMpakTUYECKUE PEKOMEHIAITMH TI0 COCTABIICHUIO PACTIOPSIUTEIBHBIX JOKYMEHTOB.
2 Co3pnath NpakTUYECKUE PEKOMEHJAIMU IO COCTABICHUIO HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
3 Co3nmarp MpakTUYECKUE PEKOMEHIAITNH TI0 COCTABICHUIO OPTaHU3alMOHHBIX JOKYMEHTOB.

Tema 5. A3bIk U cTHIbL 0puuHMaaIbLHOrO nucbma (IK-12)
Jlekuus.

SA3BIK U CTUIB OPUITMATEHOTO MUChMA, CTPYKTYpa JIEJIOBOTO MUChMa (ACTIEKTHI MHChbMa B 3aBUCHMOCTH OT
BHJIa U HH(OpPMAINHU, B HEM H3JI0KEeHHOM ). CHHTaKCHC TTHChMa, PEKOMEH/IAIMH 110 WCIIOIh30BAHUIO (P U
CJIOB, PEKOMEH/IAIMK TIO MOCTPOEHHUIO0 (pa3, CIOBa-COKpaIIeHUs, HHHOPMATUBHOCTh M yOEAUTEIbHOCTD,
ATUKET B JEJIOBOM MEPEMHUCKE.

Bunel mnuceM: nuchbMa-pUINIALIEHUs, MHChMAa-NPOCHOBI, MHCbMA-MPENJIOKEHNS, COMPOBOAUTEIbHBIC
MUChMa, MHChMA-3alpoChl, MUChMa-0IarogapHOCTH, WH(GOPMAIMOHHbIE IHChbMa, IMHCbMa-OTBETHI,
rapaHTUUHbBIE TUCHMA.

CpaBHHTeHBHLIfI aHaJIUn3 pCKBU3UTOB IMUCEM B Poccun n MCKAYHAPOJHBIX.
IIpakTnyeckoe 3ansATHE.

[IpaBusa HanMCaHUS CITY>KEOHBIX ITHCEM.

OCHOBHBIE CTUJIEBBIE YEPTHI IETTOBOM PEUH.

HpaBHna HaIliuCaHUA OTACJIbHBIX BUJIOB IITNCEM.

b S

CocraBieHre MexayHapOAHOTO MUChMa MO0 PEKBU3UTAM: CBEJIEHUsI 00 OTIIpaBUTENE, CCHUIKU HA
MHJEKC, 1aTa, afpecar («BHYTPEHHUH aipecy), ykazaHue Ha KOHKPETHOE JIMI0, BCTYNUTEIbHOE 00palleHue,
3aroJoBOK, TEKCT, 3aKII0UUTENbHAs (popMyna, MOANKUCH, OTMETKA O HAJUYWU IPUIIOKEHHH, yKa3aHue Ha
PacchUIKY, TOCTCKPUNTYM, 0(OPMIIEHHE BTOPOTO U MOCIEAYIOUINX JUCTOB MUChMA.

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
1. Co3aarh NpakTUKYM IO COCTABJICHUIO MUCEM (110 CUTYaALIUHN).

Tema 6. Oprannzanus 10kymeHToodopora B oprannszanuu (IIK-12)
Jlexknus.

[TpoGrneMbl OKYMEHTOOOOpOTa: yBEIMYEHHE O0beMa, aBTOMAaTH3allvs JIOKyMEHTOOOOpOTa, JKCIEepTHAs
OIICHKA IICHHOCTH JIOKYMEHTOB, YIIPOIIEHUE CXEMbI JOKYMEHTOOOOpOTa, MPUOPUTETHI COBPEMEHHOTO
apXUBHOTO JIeNa.

ITonatue oOpabGoTku JokymeHTOoB. HoMeHknmarypa Jen Kak CHCTEMATU3UPOBAHHBIM — IEepeyeHb
HalMEHOBAHUH JIeJl, 3aBOAMMBIX B JIEJIONPOU3BOCTBE OPraHU3aALNY, C YKa3aHUEM CPOKOB UX XPAHEHUs, 110
ycTraHoBleHHOH (popme. HomeHknatypa nen cocrapisieTcs B COOTBETCTBUU € MPaBHJIAMH, H3JI0KEHHBIMU B
€IMHON TOCYAapCTBEHHOW CHCTEME JAEJIONpPOM3BOACTBA. BUIbl HOMEHKIATyp Jies: THUIIOBas, MPUMEpPHas U
WH/IMBU/yallbHasl HOMEHKJIATypbl JIe]l KOHKPETHOH opraHu3anuu BeneHue NOKyMEHTAalMU MO OCHOBHBIM
BUJAM JesTeabHOCTH. [pynnupoBka AoKyMeHTOB B aena. IlpaBuna ogopmieHus nen B OpraHU3alMH.
Benenue xypHanoB perucrpanuu.

IIpakTnyeckoe 3ansATHE.
1. OcHoBHBIE TIpaBUIIa 00PAOOTKU TOKYMEHTOB.
2. HomeHnkiarypa esn B OpraHu3aliii.
3. IlpaBuiia apXMBHOTO XpaHEHHs JOKYMEHTOB.
4. XKypHaJbl yueta ¥ KOHTPOJISL B OpraHu3aluu.
5. CoBpemeHHbIe TPOOIEMBI TOKYMEHTOO00POTA.

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
1. [Tpoananu3upoBarh ClieAyIONINEe HOPMAaTUBHbIE AKTHI:
®denepanbhblil 3ak0H 0T 22.10.2004 Ne 125-D3 «O06 apxuBHOM Jene B Poccuiickoit deneparumy;
- @enepanbHblii 3akoH OT 27.07.2006 Ne 149-d3 «O06 undopmanmu, nHGOPMALMOHHBIX TEXHOJIOTHUSIX H
3alIuTe NHPOPMAIUI»;
-TOCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE A€J10. TEpMUHBI U ONIPENEICHMUS;



- TOCT P.6.30-2003 «YHu¢uupoBaHHbIE CHUCTEMbI JOKYMEHTAlMU. YHH(PUIUPOBAHHAs CHUCTEMa
OpraHU3aI[MOHHO-PACTIOPSIAUTENILHON JOKyMeHTalu. TpeGoBaHus K 0(hOPMIICHUIO TOKYMEHTOBY;

- Ilpukaz Munkynerypsl Poccum ot 25.08.2010 Ne 558 «O6 yrBepxkaenuu «IlepedHs THUIOBBIX
YIPABICHYECKHX ApXMUBHBIX JTOKYMEHTOB, OOpa3yIOIIMXCS B TPOLECCE JIEATENIbHOCTU TOCYAapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOTO CAaMOYIIPaBJICHUS W OpraHM3allii, ¢ yKa3aHUEM CPOKOB XpaHEHHUsA» (B pex.
ot 16.02.2016). B coorBeTcTBUM € JaHHBIM IIpHKa3oM [lepeueHb THUMOBBIX YIPABIEHYECKUX TOKYMEHTOB,
00pa3yromuxcs B AEATEIbHOCTH OpraHn3alui, ¢ yKa3aHUEM CPOKOB XpaHeHus. - M., 2000 yTpaTuin cuity Ha
ocHoBaHuM npukaza denepanbHOro apxuBHOro areHTcTsa ot 26.08.2010 Ne 63;

- Ilpukaz Munkynsrypsl PO ot 18.01.2007 Ne 19 «OO6 yrBepknennn [IpaBun opraHu3anuu XpaHeHHS,
KOMIUICKTOBAaHMsI, y4eTa M HCIOJIb30BaHUS TOKyMEHTOB ApxuBHOrO (oHaa Poccuiickoii Denepanmu u
IPYTUX apXUBHBIX JOKYMEHTOB B FOCYAApCTBEHHBIX U MYHHIIMIIAIBHBIX apXUBaX, My3esX U OuOIuoTeKax,
opranuzanusx Poccuiickoit akagemun Hayk» B (pea. ot 16.02.2009);

- [Tucemo Muno6pazoBanust PO ot 20.12.2000 Ne 03-51/64 «O Metonuueckux peKoOMEHIAIUAX 10 paboTe
C JIOKyMEHTaMH B 00I11e00pa3oBaTeNbHBIX YUPEKICHUSIX», BMecTe ¢ [lepeuHeM THUMOBBIX JOKYMEHTOB,
o0pa3yromuxcs B JI€ATEIbHOCTH TOCKOMHUTETOB, MHMHUCTEPCTB, BEJOMCTB M JPYIHX YUpEKICHH,
OpraHu3allvii, IPeANpUsITUH, C YKa3aHHEM CPOKOB xpaHeHus, 1989 r. u [lepeyneM 1OKyMEHTOB CO CPOKaMHU
xpanenust MunucrepctBa npocsemieHuss CCCP, opraHoB yuypexAeHWW, OpraHu3aluil U TpeAnpHUSATUN
CUCTeMBI npocBenieHus, 1981 r.

- IMucekmo MunoOpazoBanus P® ot 29.09.2000 Ne 711/28-16 «O mpumepHOl HOMEHKIAType AeN B
00pa3oBaTeIbHOM YUPEKACHUH JIOTIOIHUTEIFHOTO 00pa30BaHuUs AETEi»;

- OcHOBHbIE TpaBHJa pabOTHl apXMBOB OpraHu3aluil (0JoOpeHBl pemieHneM Koiieruu PocapxuBa OT
06.02.2002).

2. CocTaBuTh 00pa3en; HOMEHKIATYPHI JIeJI OpraHnu3aIUH.

Tema 7. Bxoasimume, ucxoasinue, BHyTpeHHue q1okymenTonoroku (ITK-12)
Jlekumus.
[Ipuem u 00paboTka NOCTYHAIOUIMX JOKYMEHTOB. OTalbl MPOXOXKICHUS JIOKYMEHTOB: NEpBHYHAs
o0paboTka, MpenBapUTEIbHOE PACCMOTPEHHE U pa3MeTKa, pPErucTpalus, pacCMOTPEHHE TOKYMEHTOB
PYKOBOJICTBOM, HAaNpaBJICHHE Ha MWCIOJIHEHUE, HCIIOIHEHUE W KOHTPOJIb WCIIOJIHEHMs, IOJAIIMBKA
JNOKYMEHTOB B Jena. B xome odopmieHHs IJOKYMEHTOB HCIOIHUTENb HCIOJIL3YyEeT CTaHIApThl Ha
JNOKYMEHTBI, Talelb YHU(UUUPOBAHHBIX (QOPM JOKYMEHTOB, HOMEHKIATYphl Jel CTPYKTYpPHBIX
MOAPA3ACICHUN, TOJb3YEeTCS CPEICTBAMU BBIYUCIUTEIBHOW UM OpPraHM3alMOHHOW TeXHUKH. Cpoku
WCIIOJIHEHMS. I3MeHeHne cpoKa UCTIOJHEHNUs, TPUOCTAHOBJIEHUE IOKYMEHTOB.

OO6paboTka HCXOASIIMX JOKYMEHTOB: COINIACOBaHHME IIPOEKTa JOKyMEHTa, MpOBEpKa MpaBUIbHOCTU
odopmiieHUsI MPOEKTa JOKyMEHTa CEeKpeTapeM, MOJINUCaHHe JOKYMEHTa PYyKOBOIUTEJEM, PErucTparus
JOKYMEHTa, OTIpaBKa JOKYMEHTa ajpecary, MOJAIIMBKAa BTOPOTO 3K3eMIusipa (KOMUK) JOKYMEHTa B JIENO.
CucreMbpl perucTpaldyd JTOKYMEHTOB B OpraHU3allUM: I[EHTPAIM30BaHHAsA, JIELEHTPaJIN30BaHHA,
CMEIlIaHHas.

IIpakTnyeckoe 3ansATHE.

1. [Tpuem, 06paboTka u pacpeneseHne BXOAMIIEH KOppeCTIOH ICHIIHH.
2. O6paboTka ncxoasIe KoppeCrmoHISHITNH.
3. OOparenus rpaxiaH Kak 0coOblii BU JOKyMeHTa (0COOEHHOCTH paboThl ¢ 00paIeHUsIMH, CPOKU
WCTIOJIHEHUS U KOHTPOJIb 32 HCIIOTHEHUEM ).
4. Bunsr oOparienuii rpaxaaH.
5. TexHomorust paboThI C OOpaIICHUSIMU TPaXKIaH.
6. ABTOMaTHU3UPOBAHHBIE CUCTEMBI IOKYMEHTOO00pOTa (0030p BO3MOXKHBIX BAPHAHTOB
aBTOMAaTHU3aI1H ).
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. Crenarh 37EKTPOHHYIO TIPE3EHTALUIO HA TEMY «AJITOPUTM MprueMa pabOTHUKA Ha paboTy».

Tema 8. Opranuzanus xpanenusi Jokymenton (I1K-12)
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Jlexkuns.

Odopmienue nen mNpu UX 3aBeJCHUHM M MO 3aBepiieHuH roga. IloaHomy odopmieHuto momjexar aena
MOCTOSTHHOTO, BpeMEHHOTO (cBbliie 10 51eT) XpaHeHus U 1o JIWYHOMY cocTaBy. [lonHoe odopmiieHue nena
MpelycMaTpUBaeT: MOMIIMBKY WJIM TepervieT Jefla; HyMepaldio JHCTOB B Jelie; COCTaBJICHHE
3aBEpUTENILHON HAAMMCU JIea; COCTAaBIEHUE B HEOOXOMUMBIX CIIydasX BHYTPEHHEH OMUCH JOKYMEHTOB
7ieNia; BHECEHHE HEOOXOOUMBIX YTOYHEHUH B PEKBU3UTHI OOJOXKKM Jena (YTOYHEHHE Ha3BaHUS
OpraHM3alii, WHJEKCa W 3arojoBKa Jefia, JaThl 3aBeieHus nena u ap.). [IpaBuna odopmueHus aen
BpeMeHHOro xpanenus. [IpaBuia odopmienust nen mocTtossHHOro xpaHeHus. CocrapieHHe OINuced Jell.
CocraBieHue apXMBHBIX OMKCEH U cAava JIe B apXUB. DKCIEPTH3a [ICHHOCTU JOKYMEHTA.

IIpakTnyeckoe 3aHsATHE.
. [TomHOE MM YacTUYHOE OhOpPMIICHUE JIE.
. CocraBienue onucen aenl.
. TpeboBaHus IpHU COCTABICHUU OTIHCH JIEII.
. CBolicTBa CUCTEMBI XpaHEHUSI TOKYMEHTALIUH.

1
2
3
4
5. Tumsl cucteM ciieXeHUs 3a BbIJAaHHBIMU JOKYMEHTaMH (JI€IaMH).
6. CocTaBUTh JIMYHOE JIEJI0 COTPYIHUKA U TOATOTOBUTH €T0 AJIS CAAYH B apXUB.
7. CocTaBUTh ONMMUCH HAXOJSALINXCS B JINYHOM JEJI€ TOKYMEHTOB.
8. IloAroToBUTH aKT NMpUeMa-repeiadyr JUYHBIX Je B apXUB.
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.

[ToaroToBUTH NUCHMEHHBIE OTBETHI Ha BOMPOCHI:

1 OueHnka 3HaYMMOCTH IOKyMEHTOB M CPOKH MX XPaHEHMSI.

2 Bunpl apXuBHBIX JOKYMEHTOB.

3 IloaroroBka Aein AJis CAAYHM B ApXUB.

4 ObGecnieueHre COXPAaHHOCTH JIOKYMEHTOB.

5 OcCHOBBI 3aKOHOAATENBCTBA [10 APXUBHOMY JIEITY.

6 XpaHeHue U y4eT apXUBHBIX JOKYMEHTOB.

7 KoMIIJIEKTOBaHUE apXUBOB APXUBHBIMU JOKYMEHTAMH.

8 JlocTyn K apXHUBHBIM JIOKYMEHTAM U UX HUCIOJIb30BaHUE.

9 Kak ocymuiecTBisieTcsl CHCTEMaTH3al|sl U XpaHEHNE JOKYMEHTOB B OpraHU3aluu?

10 Packpoiite comepkaHue MOHATUS «HOMEHKJIaTypa aen». Kakoe HOmKHOCTHOE JUI0 B OpraHU3alvu
OTBEYAEeT 3a COCTABJICHHUE U BBEACHHE B JICHICTBIE HOMEHKIATYPHI Jen?

Tema 9. Kagposoe nesionpounssoactso (IIK-12)
Jlexknus.

TexHonoruu KagpoBOro AEIONPOU3BOACTBA. Buabpl kagpoBoil gokymeHTamuu. CrenuanbHas IPaKTHKa
KaJpOBOTO JIEIONPOU3BOACTBA (0(OopMIICHHE ITpHEMa-yBOJIbHEHHUS, KIaCCU(UKATOPHI JOJDKHOCTEH, CHUCTEMa
NEPBUYHOTO y4eTa TpyJa M €ro OIJiaThl U Mpodre Bompockl). PaboTa mo 3ammre nepcoHaIbHBIX JaHHBIX
pabotHukoB. KaapoBoe  Jemonmpou3BOICTBO — JODKHO — BKIIOYATh  JBE  CHUCTEMBI  JOKYMEHTOB:
YHU(PULIMPOBAHHYIO CHCTEMY OPTraHU3aI[MOHHO-PACHOPSIAUTENIEHOW JOKyMEHTAIMU, YHU(PHUIMPOBAHHYIO
CUCTEMY IEpBUYHON YYETHOM IOKyMEHTalUuu (rpynna AOKYMEHTAlMM IO y4YeTy TpyAa M €ro OIUIaThl).
[IIrarHO€ pacniucaHue.

Jlnunoe neno corpynHuka. TpeboBaHHs K OhoOpMIICHUIO JIMYHOTO Jfena. COCTaBisIoMIKe JIUYHOTO Jena.
[TpaBuna xpaneHus TMYHBIX 1ei. JIndnas kapTouka padotHuka. [lopsiiok npuema Ha padory.

IIpakTH4eckoe 3aHATHE.
[lepeueHn 00s13aTENBHBIX KaAPOBBIX JOKYMEHTOB.
[tarHoe pacrucanue: pa3padoTKa, yTBEpKICHUE, H3MEHEHHE.
Jlnunoe neno paborHuka. OcHOBHBIE ITpaBuiia GOPMUPOBAHUS U XPAHEHHUS.
[TpaBuna popmMupoBaHUs IPUKA30B O ABHKCHUH PAaOOTHUKOB B OpraHU3alllu.
Ocob6ennoctr 0(hOpMIICHHSI TMYHON KapTOUKH paboTHHKA (Ppopma T-2).

A o e

YauduimupoBanHbie (HOpPMBI TOKYyMEHTOB KaJIPOBOTO JAEIOMPOU3BOCTBA: O0IIAst XapaKTePUCTHKA.
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3ananus 1J151 CAMOCTOSITEILHOI padoThI.
1. B yeM cyTb 1€70IpOU3BOACTBA TOKYMEHTOB, COAEPKAIIUX KOMMEPUECKYIO TalHy?

2. C xako# 11ebI0 I0JDKHA OBITH 3aluileHa cOOCTBEHHAs HHPOPMALUs IPEAIPUATHS?

3. OxapakrepusyiiTe NopsA0K paboThl MepcoHalia ¢ KOH(UICHIIMATBHBIMU JOKYMEHTAMHU.

4. Cpaenarb >IEKTPOHHYIO MPE3EHTAINIO HA TEMY «AJITOPUTM NpHeMa pabOTHHKA HA paboTy».

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

TEKYILIHI KOHTpOsb — 80 6amioB

2 ceMecTp

KOHTPOJIbHBIE Cpe3bl — 2 cpe3a 1mo 10 6aIoB Kax bl

npeMuanbHbie 6amsl — 20 6amioB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertoauka npoBeJeHUs 3aHIATUS U OIIEHKH
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpois | Oamios
/ cpe3sl
1. OCHOBHI Ompoc 5 5 0. — CTyACHT MPaBWIHLHO ¥ MOJTHO OTBEYACT Ha BOTPOCHI; OCO3HAET M
JTOKYMEHTAIIMOH MOHMMAaeT W3Y4YeHHOE; MOXXeT OO0OCHOBaThb CBOHM CYXKACHHUA,
HOTO MPUMEHNATH 3HAHUS Ha MPaKTHUKE, IPUBECTH HEOOXOAMMEBIE TPUMEPHI
obecriedeHus HE TONBKO M3 Yy4eOHWKAa, HO W CAMOCTOSITENHHO COCTAaBICHHBIC;
OTBEYAET TPAaMOTHO, COOTIOAAs TUTEPATyPHbIE HOPMBI.
3 6. — CTymeHT TMpOSBIseT TOHWMAaHWE M 3HAHUE HW3y4aeMOro
MaTepuana, Ho U3jlaraeT MaTrepraj HEeTOJIHO U A0MyCKaeT HETOYHOCTH
B ONpeAENCHUH MOHATHA Win (OPMYIHPOBKE TPABUI, HE YMeEET
JOCTaTOYHO TIIYOOKO M JI0Ka3aTelbHO 000CHOBAaTh CBOU CYXKACHHUS U
MIPUBECTH CBOM MPUMEPHI;
MIPH OTBETE JIOMYCKAaeT OIIMOKH B MOCIEAOBATEIFHOCTH U SI3BIKOBOM
0o(OpMIICHUH H3J1araeMoro.
Tectupos 9 96.— ot 70 1o 100% TepMUHOB JaHO MIPABHUILHO;
aHue 6 6. — ot 50 mo 69% TepMuHOB HaHO MpaBMIbHO. 3 6. - oT 50% 10
30% mpaBUIBHBIX OTBETOB., 0 6- MmeHee 30% MpaBMIIBHBIX OTBETOB.,.
2. | Yauduxkamus u | Bemonaae 6 6 0. — BBITIOJIHCHBI BCE 3a/IaHUS MTPaBUIILHO;
CTaHIApTH3AINSA | HHE 3 6. — BemonHEeHo 0T 95 1o 80% 3amanwmii;
JIOKyMEHTOB  |TIPaKTHYEC 2 0. — BemonHeHo ot 80 10 65% 3ananwmii;
KHX 1 6. — BeImonTHEHO OT 65 10 50% 3amaHui.
3aaHUI
Ompoc 5 5 0. — CTyACHT MPaBWIHLHO U MOJTHO OTBEYACT Ha BOTPOCHI; OCO3HAET M
MMOHUMAaeT W3y4YeHHOE; MOXXeT OO0OCHOBaTh CBOHM CYXKACHHUA,
MPUMEHNTH 3HAHUS Ha MPAKTHUKE, IPUBECTH HEOOXOAMMEBIE TPUMEPHI
HE TONBKO M3 Yy4eOHWKAa, HO W CAMOCTOSITENHHO COCTaBICHHBIC;
OTBEYAET TPAaMOTHO, COOITIOAAs TUTEPATyPHbIE HOPMBI.
3 6. — CTymeHT MpOSBIseT TOHUMAaHWE M 3HAHUE HW3y4aeMOro
MaTepuana, Ho U3jlaraeT MaTrepraj HEeTOJIHO U A0MyCKaeT HETOYHOCTH
B ONpeAENCHUH MOHATHHA Win (OPMYIHPOBKE TPABUI, HE YMeEET
JOCTaTOYHO TITYOOKO M JI0Ka3aTelbHO 000CHOBAaTh CBOU CYXKACHHUS U
MIPUBECTH CBOM MPUMEPHI;
MIPH OTBETE JIOMYCKAaeT OIMMOKH B MOCIEAOBATEIFHOCTH U SI3BIKOBOM
0oOpMIICHIH H3J1araeMoro.
3. IIpaBuna Brimonae 6 60. — BBITTOJTHEHBI BCE 3aJIaHUS MTPABHUITHHO;
odopMIIeHUS HUE 3 6. — BemonHEeHO 0T 95 1o 80% 3amanwmii;
VIIPABJICHUYCCKH |TIPAKTHIEC 2 0. — BemonHeHo ot 80 10 65% 3ananwmii;
X JTOKYMCHTOB KHUX 1 6. — BeImONTHEHO OT 65 10 50% 3amaHui.

3aJaHuN




Ompoc 5 5 0. — CTYIEHT MpaBUJIBHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
MOHUMAeT H3yYeHHOE; MOXET OO0OOCHOBaTb CBOM CYXKICHHSA,
MPUMEHHUThH 3HAHHUS HA NPaKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
HE TONBKO M3 y4dyeOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBEI.
3 0. — CTyIeHT MpOsBIsSET NOHMMaHUE M 3HAHWUE H3Y4aeMOTO
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEICNCHUH MOHATHH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MPUBECTH CBOH IPUMEPHI;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.
OcobenHoctu Omnpoc 5 5 0. — CTYIEHT NpaBUIBHO U MTOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
MOATOTOBKH U MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
oopmenus MPUMEHHUThH 3HAHHUS HA MPaKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
OT/AEIBHBIX HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
BUJIOB OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
JOKyMEHTOB 3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOTO
Marepuaia, HO H3JlaraeT MaTeprajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEIeNCHUN MOHATUH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBAThH CBOU CYXKICHHS U
MPUBECTH CBOH IPUMEPHI;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H S3BIKOBOM
oopmiieHNH HU3IaraeMoro.
Brimonne 6 6 0. — BBITIOJTHEHBI BCE 33/1aHUS TPABUIIBHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 0. — BemmoHeHO oT 80 10 65% 3anaHwmii;
KHX 1 6. — BeMonHEHO OT 65 10 50% 3amanuii.
3aaHui
A3k u ctune | KonTpoa 10 10 6. — 100% mpaBUIIBHBIX OTBETOB;
opULMANBEHOTO | BHBII 9 6. — ot 90 10 95% npaBUILHBIX OTBETOB;
MIACbMA cpe3(KOHT 8 6. — ot 81 10 90% mpaBUIBHBIX OTBETOB;
PONBHBINI 7 6.—ot1 71 no 80% npaBUIBLHBIX OTBETOB;
cpe3) 6 6. — ot 61 no 70% npaBUIBLHBIX OTBETOB;
56.—ot 51 no 60% npaBUIBLHBIX OTBETOB;
4 6.— ot 41 1o 50% npaBUIBHBIX OTBETOB;
3 6.—ot 31 no 40% npaBUIBHBIX OTBETOB;
2 6 —ot 21 g0 30% npaBUILHBIX OTBETOB;
1 6. — ot 10 1o 20% npaBUIBHBIX OTBETOB.
Opranu3zanus Ompoc 5 5 0. — CTYOEHT NpaBUJIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
JOKYMEHTOO0O0p MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
OTa B MPUMEHHUThH 3HAHHUS HA NPaKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
OpraHu3aluu HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
3 0. — CTyIeHT MpOsBIsSET NOHMMaHHUE M 3HAHUE H3Y4aeMOTO
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEIeNCHUN MOHATUH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 0OOCHOBATH CBOU CYXKICHHS U
MPUBECTH CBOU IPUMEPHI;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.
Brimonne 6 6 0. — BBITIOJTHEHBI BCE 33/1aHUs TPABUIIBHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 0. — BemmosHeHO oT 80 10 65% 3anaHwmii;
KHX 1 6. — BeIMoONHEHO OT 65 10 50% 3amanuii.

3aJaHuNI
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7. Bxopsmue, Omnpoc 5 5 0. — CTYIEHT MpaBUJIBHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
UCXOJIAIINE, MOHUMAeT H3yYeHHOE; MOXET OO0OOCHOBaTb CBOM CYXKICHHSA,
BHYTPECHHUE MPUMEHHUThH 3HAHHUS HA NPaKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI

JOKYMEHTOIIOTO HE TONBKO M3 y4dyeOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
KH OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBEI.
3 0. — CTyIeHT MpOsBIsSET NOHMMaHUE M 3HAHWUE H3Y4aeMOTO
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEICNCHUH MOHATHH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MPUBECTH CBOH IPUMEPHI;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.
Brimonne 6 6 0. — BBITIOJTHEHBI BCE 33/1aHUS IPABUIIBHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 0. — BemmoHeHO oT 80 10 65% 3anaHwmii;
KHX 1 6. — BeIMoONHEHO OT 65 10 50% 3amanuii.
3a1aHU
8. | Opranmzauus Ompoc 5 5 0. — CTYOEHT NpaBUJIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
XpaHEeHHUs MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
JOKyMEHTOB MPUMEHHUThH 3HAHHUS HA MPaKTHKE, IPUBECTH HEOOXOOUMBIE MPHUMEPHI
HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOrO
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEIeNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO W JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MPUBECTH CBOM PUMEPHL;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH U3IaraeMoro.
Brimonne 6 6 0. — BBITIOJTHEHBI BCE 33/1aHUS TPABUIIBHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 0. — BemmoHEHO oT 80 10 65% 3anaHwmii;
KHX 1 6. — BeIMonHEHO OT 65 10 50% 3amanuii.
3aJaHUM
9. Kanposoe Kontpon 10 10 6. — 100% npaBUIBHBIX OTBETOB;
JIEJONPOU3BOAC | BHBIH 9 6. — 0t 90 10 95% NpaBUWILHEIX OTBETOB;
TBO cpe3(KOHT 8 6. — ot 81 10 90% NpPaBWILHBIX OTBETOB;
PONBHBINI 7 6.—ot1 71 no 80% npaBUIBHBIX OTBETOB;
cpe3) 6 6. — ot 61 no 70% npaBUIBLHBIX OTBETOB;
56.—ot 51 no 60% npaBUIBLHBIX OTBETOB;
4 6.— ot 41 no 50% npaBUIBHBIX OTBETOB;
3 6.—ot 31 no 40% npaBUIBLHBIX OTBETOB;
2 6 —ot 21 g0 30% npaBUIBHBIX OTBETOB;
1 6. — ot 10 1o 20% npaBUIBHBIX OTBETOB.

10. [IpemuansHbie OaIITBI 20 JlommoTHUTENbHBIC TPEMHUANIEHBIC 0aTbl MOTYT OBITh HAUUCIICHHL: - 32
MIPOEKT, BHIMOJIIHEHHBIN MO 3aKa3y paboToAaTeNs U peaJru30BaHHbIN Ha
npaktuke — 20 6aJyIoB; - MOJTHOCTHIO MOATOTOBICHHAS K MyOIHKalUK
CTaThs IO TEMAaTUKE B paMKax AUCUUILUTUHBI — 10 6aymioB; - mobena B
MeXperdoHanbHol onummnuane — 20 0ansoB; - ydacTue ¢ JOKIaJA0M
BO BCEPOCCHHCKON ONMMIIMAJAE 10 TEMAaTHKE M3y4aeMOW TUCIUILUINHE
— 20 OammoB; - mUyONAMKAaLMS CTaTbd IO TEMaTUKe H3ydaeMoin
JUCUUIUIMHBL B COOpHHKE CTyIeHYeCKHX paboT / marepuanax
Bcepoccuiickol KoHpepeHuuu / xxypHaie u3 nepeuns BAK — 10/ 15/
20

11. HUroro 3a cemectp 100
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HToroBast oueHka 1o 3a4ery BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaJIUIIMOHHON YeThIPEeXOaIbHOM
mkane. IlepeBog 100-OamipHONW  PEeHTHHTOBOM  OLEHKM 1O JAMCUUIUIMHE B TPAaTULMOHHYIO
YeThIpeX0aIbHYIO0 OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

100-6annpHas cucrema Tpagunuonnas cucrema

50 - 100 6aiutoB 3aureHo

0 - 49 Gaiu10B He 3aureno

4.2 TunoBble OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Marepuanbl TEKyIIEro KOHTPOJS YCIEBAEMOCTH MPEAOCTABIAIOTCA B (OpMax, aJanTHPOBAaHHBIX K
KOHKPETHBIM OTPaHUYCHUSM 370POBbS M BOCHPUATHS MHOpMAIIMK 00YyJarOIUXCS:
- I JUIl C HapyUIeHWsSMHU 3peHHs: B Ie4aTHOH ¢opme YBEIMYEHHBIM MIPUPTOM, B (dopme
AIIEKTPOHHOTO JOKYMEHTa, B (popMme aynunodaiina, B meyatHoii hopme Ha si3bike bpaiins;
- JUIs JIAL C HAapyIIEeHUsIMHU CIIyXa: B Ie4aTHON Gopme, B popMe dIIEKTPOHHOTO JOKYMEHTA;
- i1 JUI C HapylIEeHUsSMHM OIIOPHO-ABHUraTelbHOIO ammapara: B IiedyaTHOW ¢opme, B ¢opme
AJIEKTPOHHOTO JOKYMEHTa, B popMme aynnodaiia.
ITpu npoBeneHUH NpPOLEAYPHl OLEHUBAHUS PE3YJbTaTOB OOY4YEHHs MHBAIUIOB U JIMI[ C OTPaHUYEHHBIMU
BO3MOXKHOCTSIMU 3/J0OPOBbS ITPEyCMaTpUBAETCS UCIIONb30BaHUE TEXHUYECKHX CPEACTB, HEOOXOIUMBIX UM B
CBSI3U C UX MHJIUBUAYAJIBHBIMU OCOOCHHOCTSIMM. DTH CPEICTBa MOTYT OBITh NMPEIOCTABICHBI By30M HIIU
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.
ITpu HeoOX0AMMOCTH MHBAJIMAAM U JIMLAM C OIPaHUYEHHBIMHM BO3MOXHOCTSIMH 3/10POBbsI IPEIOCTABIISAETCS
JONOIHUTENBHOE BpeMs JUIsl TOJrOTOBKHM OTBETA HA BHIMOJIHEHHUE 33 JaHUM.

BoinosiHeHHe NMPaKTHYECKUX 3aJaHUI

Tema 2. YHubUKams 1 cTanaapTU3aIUs J0KYMEHTOB
3amanue 1: Ha nmucre ¢opmara A4 n300pa3uTh CXeMbl PACHOIOKEHHUS PEKBU3MTOB M T'PAHUIBI 30H HA
dopmare A4 yrmioBoro u mnpomonsHoro OmankoB cormacHo ['OCT T'OCT-P-7.0.97-2016 «Cuctema
CTaH/IapTOB 1o uHpOpMaLuy, OUOIUOTEUHOMY U U3JaTeIbCKOMY JEIy.
OpraHu3annoHHO-pacopsAAUTENbHAs JOKyMeHTalus. TpeboBanus K 0hOpMIIEHUIO TOKYMEHTOB)
3ananue 2: BcTaBUTh NPOIYIIEHHBIE B TEKCTE CIIOBA!

@opMyisip  TOKyMeHTa — 3TO Habop o(HIMATBHOTO TMUCHMEHHOTO JOKYMEHTA,
PacCIIOIOKECHHBIX B ONPEICTICHHOM

bnank moxymeHnTa — 310 HabOp , UICHTUDHUIUPYIOINT opHUIIHATEHOTO
MMCbMEHHOTO MoKymMeHTa. Ha oOmeM Omanke mMoryT ObITH O(hOpMIICHBI . brmank
MUChbMa HCIIONB3YETCSl TOJBKO Uit O(OPMIICHUS brnaHk KOHKpPETHOTO BHAA JOKYMEHTa
MpeIHAa3HAYeH TOJBKO Ui O(OPMIICHHUSI TOKYMEHTa, KOTOpOTO yKa3aHoO Ha Omanke. Ha
OmaHke 0(hOPMIISIOT TOJIBKO CTpaHUILy TOKYMEHTA.

BrinoJiHeHHe NPAKTHYECKUX 3aJaHUM

Tema 3. IIpaBuna oopmiieHUs yIPaBICHYECKUX JOKYMEHTOB
3amganue 1: OpopMuTh Aary AByMs CIIOCOOAMH: CIOBECHO-IIU(PPOBBIM U apaOCKuMU IudpaMu
3amanue 2: Odopmuth pekBU3UT [ prd orpaHMUEHUs JOCTyTa

3amanue 3: OdopMHUTh Ha3BaHUE BHJA JTOKYMEHTA W 3ar0JIOBOK K TEKCTY 3TOTO JOKYMEHTa MPOAOIEHBIM
crocoOoM, yroTpeOUB HYKHBIN MaIeK:

[Tpuka3 (mpoBeaeHUE CTPOUTEIBHBIX PadOT)
IIpuxka3 (mpeMupoBaHue COTPYIHUKA)
AKT (COXpaHHOCTb JOKYMEHTOB)

Tema 4. OcoOeHHOCTH TTOATOTOBKH U 0()OPMIICHHUS OTACIBHBIX BUIOB IOKYMEHTOB
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3amanue Nel: Ykazanue aupexropa 3aBoja TOYHOTO MAIIMHOCTPOCHHUSI O IPEMUPOBAHUU PAOOTHUKOB
IJIAHOBO-3KOHOMHMYECKOT'0 OT/IENIa 32 TOCPOUYHYIO pa3paboTKy TexnpoMpuniuiana. [Ipemus Beigaercs u3
¢doHIa MaTepraIbHOTO MOOLIpeHus B pazmepe 60% MecsyHoro okiana. [lpyrue naHHble B TEKCTE U
PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3amanne Ne2: Ilpukas 06 urorax padots! ¢ fokymenTamu B 20191 B 3A0 «Crankep». B koHCcTaTHpytomuiei
YacTH yKKUTE Ha HHU3KYI0O TPeOOBAaTEIbHOCTh PYKOBOAMTENIEH IMOAPA3JCIICHUs] K Ka4eCTBY MOATOTOBKU
JOKYMEHTOB U KOHTPOJISL X UCTIOJNIHEHUs. B pacniopsaurensHOit yacTu oOpaTuTe BHUMaHHE PyKOBOIUTEICH
Ha TOBBIIIEHHE TPeOOBATEIbHOCTH K pabOTHUKAM B 4acTh palboThl ¢ jgokymeHTamu. [laiite 3amaHue
COTPYAHHUKY, OTBEUAIOIIEMY 32 JICIIONPOU3BOACTBO, Pa3paboTarh YIyUIIeHUIO 3TO padoTel. Jlpyrue qaHHbIe
B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

Tema 6. Opranu3zanus JOKyMEHTO000pOTa B OpraHu3aluu
3amanue 1: CocTaBUTh KOMIUIEKT TOKYMEHTOB IpH yBosibHeHUH Oyxrantepa [TAO «Cropt+» 3a BOpOBCTBO
B pasmepe 100000 pyOmneii: qoKIaIHyI0 3aUCKY TIIABHOTO OyXTayiTepa, OObsICHUTEIBHYIO 3aIUCKY
OyxranTepa u MmpuKas.
3ananue 2: CoCcTaBUTh KOMIUIEKT JOKYMEHTOB Ipu yBosbHEHHH yoopiuisl OO0 «CekblopuT» 3a Mporyi:
aKT, CBUACTEILCTBYIONUI O (hakTe mporyna, 0ObICHUTENbHYIO 3aTUCKy paOOTHUKA, KOHTPAKT, B KOTOPOM
YKa3aH PEeKUM 3aHSATHS.
3ananue 3: OQopMHUTH NMpHUKA3 O HampaBlIeHUHM PabOTHHKA B KOMAaHIHWPOBKY Ha OCHOBE Ipe/jIaraeMoro
oOpasra.

Tema 7. Bxopsimue, ucxonsinue, BHyTpEHHUE JOKYMEHTOIIOTOKH
3amanue 1: CoctaBuTh NpoToKoa 3acenanus npoproma AO Capceunckuit JIO3 o HapyIIeHUH TPYIO0BOM
JTUCITUTIIMHBI HadaTbHUKOM T1exa 3 BunmncoBbim A.U. TlpucyTrcrBoBanu wiensl npodroma MBanos A.T,
Cupopos I /1., ['unes C.II. IIpurnamennsie - nupektop AO Capcunckuii 103 Kpuonoros I'./]. 1 3am.
mupektopa bukypun E.A. Tlo Bonpocy BeicTynmn npezaceaarens npodroma Cumopos I1/1., B cBoeM
BBICTYIUICHUU OH JIOJIOXKUJI, YTO HAYAJIbHUK LIeXa 3 HEOIHOKPATHO HaXOAUJICS Ha CBOEM paboyeM MECTe B
HETPE3BOM COCTOSIHUH, MOKa3bIBask AypHOU MPUMEp CBOUM MOTYMHEHHBIM. [Ipennoxun o0bIBUTE BHITOBOP
BunucoBy A.U. ¢ 3aHeceHreM B JIMYHOE JIEIT0, a IIPU MOCIEAYIOIIEM HAPYIIEHUH TPYAOBON JUCIUILIHHBI
OTCTPaHUTb €r0 OT 3aHMMaeMoU JOKHOCTU. Pacnonoxuts Ha obmiem Onanke. [logmuTe B Aeno,
OCTaJIbHBIE PEKBU3HUTHI YKAKUTE CAMOCTOATEIIBHO.
3amanue 2: CocTaBbTe MUCHMO - 3aIPOC Ha TOJYyYEHHUE CIPABKU 00 OTCYTCTBHMHU 3aJI0JDKEHHOCTEH mepen
oromxkerom o1 OOIIecTBa ¢ OrpaHUYeHHON OTBeTCTBeHHOCTHIO «[lampmupa» (OT'PH 1042003208000, MTHH
780796770, KIIIT 780101001, 192011, r. Cankr-IlerepOypr, yi. Canosas, 1.28. dupextop Marsees H.H.) B
NOHC Poccun no IlpaBobGepexnomy paiiony I. Maruutoropcka Iloromuny Amutpuio BacumbeBuuy.
ITucemo 3apeructpuposano 3a Ne Ne 75 ot 10.01.20XX 1. ¢ TEKCTOM CJIEYIOIIETO COAEPIKAHU:
[Tpomy BbIaTh crpaBKy 00 OTCYTCTBHM 3aJ0JDKEHHOCTEW mepen OromkeroM. CrpaBKy MpOIIy BbIIATh
JIaBHOMY OyXTanTepy JUYHO B PYKH.

[TocTraBbTe B JOKyMEHTE OTMETKY 00 MCIIOJHHTENE - I1aBHbIM Oyxrantep CamoiinoBa Mpuna BanepreBHa,
ten.: (812) 123-12-12

Tema 8. Opranuzanusi XpaHeHus TOKYMEHTOB
1 CocraBuTh IHYHOE ACJI0 COTPYAHUKA U MMOATOTOBUTL €T0 I CAAYU B apXUB.
2 CocTaBHUTbH OMHUCHh HAXOAAIIUXCS B IMYHOM Jielie JOKYMEHTOB.
3 IToaroToBUTH akT NpueMa-nepeaayy JUUHbIX J€J1 B apXUB.

KonTpoabHblii cpe3
Tema 5. SI3bIK U CTUIIH OUIMATIBHOTO MMUCHMA

1. Yem BHellIHe OTJIMYAETCS NMPOEKT JOKYMEHTA OT ero OKOHYaTeJIbHOro BapuaHTa?
+ Hagnucero «IIpoeKkT» B BEPXHEM II0JIE CIIPaBa;



— IIpoekt He 00s13aTenbHO 0POPMIIATH B Takoil ke popme, Kak OyaylIuii JOKYMEHT, IOCTaTOYHO CaMOT0
TEKCTa;

— IIpoekt oopmitsiercss Ha crieragIbHOM ONaHKe.
2. Kakasi yacTb NOCTAHOBJICHHSI COIEP’KUT HOPMATHBHbBIE MOJIOKEHUS WIH MOpyYeHus ?
+ PacniopsiguresnbHas;
— Koncrarupyromas;
— BBonnas.
3. B cocTtaB uH(OPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB He BXOMT:
+ ykazaHue;
— JIOKJIaJTHas 3aIKiCKa;
— CBOJKA.

4. Buax nuapopManiuoOHHO-CIIPABOYHOM TOKYMEHTAIUN, SIBJISIOLIENCS CIIOCO00M ONEePATUBHOIO
HH(OPMALMOHHOI0 00MEeHa Me:K1y OPraHM3alUsIMU, HA3bIBAETCH:

+ NepenucKoi;

— HOKYMQHTaHHGﬁ JIIsL cny>1<e6H0r0 IIOJIB30BaHUA,

— CTaTUCTUYECKOW OTYETHOCTHIO.

5. Yro npeacraBiasieT co00ii 3asiBJIeHHe B JOKYMEHTO000pOTe OpraHu3anuu?

+ OTO AOKYMEHT, KOTOPBIH aipeCOBaH 1O0KHOCTHOMY JIMILY U COIEPKUT KaKyI0-JINO0 Mpoch0y pabOTHHKA;
- 910 AOKYMCHT C IPCAJIOKCHUCM HA3HAYUTDL, ICPCMCECTUTDL UJIU IMOOIIPHUTH paGOTHI/IKa;

— OTO JOKYMEHT, OOBSACHSIOIIUN MPUYNHBI CITyYUBILErOCs, KOTOPBINA COCTaBIIAET PAOOTHUK HA UMS
PYKOBOJUTEIIS.

6. UTo He siBJISeTCS MPU3HAKOM aKTa?

+ cocTaBieHue B cBOOOIHOM (opme;

— ycTaHOBIIeHHE (PaKTUUECKOTO COCTOSIHUE JIe]l U OTPaKEHUE €T0 B aKTE;
— KOJIJICTUAJIBHOCTH COCTAaBJICHMUS.

7. JoKyMeHTBbI, KOTOpPble U3IaHbl BHYTPHU YUPE:KIeHUsI U OTIPABJIEHbI 32 €ro nmpeaesbl 1Js
PYKOBOICTBA HUKECTOSIIIIUM OPraHaM ynpaBJjieHHsl JU0O0 B 1eJIsIX HCIOJTHEHUs MUChbMEHHBIX
YKa3aHMid BbICIIEH MHCTAHINM, HA3bIBAKOTCH:

+ UCXOIALIIMMU JJOKYMEHTAMU;

— BXOJSIIMMH JOKYMEHTaMU;

— IIEPETIUCKOM.

8. Uto BKJIIOYAET B ce0sl TEXHUYECKOe UCIIOJIHEHUE JTOKYMEHTa:

+ MOATOTOBKY MPOEKTa JOKyMEHTa, HAa0Op U pacredyarky TeKCTa IMPOeKTa, KOPPEKTUPOBKY CONEPIKaHHS
JOKYMEHTA MOCJIe coracoBaHus, opopmieHrne GUHAIBLHOTO BapHaHTa TOKYMEHTA,

— MPEAO0CTaBIEHUE PACIIEUaTaHHOIO IIPOEKTA JOKYMEHTA PYKOBOAUTEIIO HA COITIAaCOBAaHUE, YCTPAHEHHE
HETOYHOCTEH, HAOOP OKOHYATEIBHOTO IOKYMEHTA;

— COCTaBJICHUE IOKYMEHTA Cpa3y B OKOHYATEIILHOM BApUAHTE, €r0 MOANNCAHUE Y PYKOBOJUTENS, OTIIPABKA
JOKYMEHTA aJipecary.

17. Koraa 10KyMeHT SIBJISIeTCS UCIIOJTHEHHBIM?

+ Korna paccmarpuBaeMblil B TOKyMEHTE BOIPOC pa3pelleH MOJHOCTHIO U MEpenucKka o HeMy 3aBepIleHa;
— Kak TonbKo TOKyMEHTY MPUCBOEH PETUCTPALMOHHBIN HOMED;

— Korja 1oKkyMeHT nojlyyeH KOHEUHBIM aJIpecaToM.

9. Kakue pazmepb! LIpU(TOB peKOMEH1yeTcsl HCII0JIb30BaTh NPH 0()OPMJICHHH JOKYMEHTOB COIVIACHO
I'OCT P 7.0.97-2016?

+ Ne 12, Ne 13, Ne 14;
—Ne 12, Ne 14, Ne 16;
—Ne 11, Ne 12, Ne 14,
10. Hudposoii niiu 0yKBeHHO-IIU(PPOBOIT HIEHTU(PUKATOP TOKYMEHTA, BKJIKYAIOUIUI MOPSAAKOBbII

HOMep, 10NOJIHsIeMbIii N0 JKeJIaHNI0 MHAEKCAMH COIVIACHO MCNOJIb3yeMbIM Kilaccuukaropam,
Ha3bIBaeTCs:
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+ perucTpanMOHHBIM HOMEPOM JJOKYMEHTA;

— rpudom;

— JIaTOW IOKYMEHTA.

11. Kakoii ¢popmar Oymaru ucnoJib3yercs sl H3roTOBJICHUs O0JIaHKOB pe30JIionuii?
+ A5, A6;

— A4, AS;

— A6, A4.

12. Hocuresiem uHopManmnu siBjIseTcs:

+ MarepuaIbHbII 00BEKT, KOTOPBIN HYKeH JUIsl (PUKCAIIH, XpaHEHHUs (M BOCIIPOU3BEICHHS) PEUEBO,
3BYKOBOW WJIM M300pa3UTENbHON HHPOPMALINY;

— co3/arenb JOKYMEHTA;
— CTPYKTYpHOE NOoJpa3ieleHHe, BhIMONHIoMEee (GYHKIUH 110 BEICHUIO JOKYMEHTO000POTA.

13. CBoiicTBO AOKYMEHTA MOATBEPKAATH ACJI0BYIO I€ATCJIbHOCTD 100 coObITHE JIMYHOTO XapakrTepa
—3TO:

+ OpUInYICCKad 3HAYMMOCTb JOKYMCHTA,
— IOpUINYCCKasa CHUJia IOKYMCHTA,
— AYyTCHTUYHOCTb.

Tema 9. KagpoBoe 1e10mpon3BoACTBO

1. JIokyMeHT, rie 3aKperuisieTcst JOMKHOCTHOM U YUCIICHHBIM COCTaB MPEANPHUATHS C YKa3aHueM (QoH/1a
3apaOOTHOM TJIATHI:

a) MITaTHOE PaCIHCaHUE;

0) ycras;

B) TOJIOKCHHUE,

') CTPYKTypa U IITaTHAs] YUCICHHOCTb.

2. KakoMy BHUZly JOKYMEHTAI[UU OTHOCUTCS YCTaB:

a) OpraHu3aluOHHAs;

0) pactiopsiIUTENbHAS,

B) MHPOPMAITMOHHO-CIIPAaBOYHAS;

I') JOKYMEHT 10 JIMYHOMY COCTaBYy.

3. HopmaTuBHBIM aKT, yCTaHABIUBAIOIINKA TOPSAOK OOpa30BaHUS, CTPYKTYpY, (YHKIHH, KOMIIETCHIIUIO,
00513aHHOCTH U OPTaHU3AIMIO paOOThI MPEIIPUATHS UM CTPYKTYPHOTO MOJPA3/ICTICHHsI, 3TO:
a) MOJIOKEHUE;

0) ycTas;

B) MHCTPYKLIUS;

I') IpaBWJIa BHYTPEHHETO TPYAOBOTO pactopsiaKa.

4. OcHOBaHHEM JJIs1 BHECCHHS U3MEHEHUH B IOJKHOCTHYIO MHCTPYKIIHUIO SIBIISETCS:
a) yCTas,

0) npukas;

B) TOJIOKCHHUE;

I') pelleHuE.

5. Kako# U3 1OKyMEHTOB OTHOCSIT K OpraHU3allUOHHBIM?

a) MpHKa3;

0) MoJIOXKECHHE;

B) YKa3aHHUE;

T') CTIpaBKa.

6. Kakomy Buay JOKyMEHTALlMM OTHOCUTCS IIPUKA3:

a) OpraHu3alMOHHAS;

0) pacmopsiiuTenbHAS,
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B) CIIPaBOYHO-MH(DOpPMAIIMOHHAS;
r) “HGOpPMaITMOHHAS.
7. IlpaBOBOM aKT, IPUHUMAEMBII KOJUIETUEN MUHHACTEPCTBA UM BEAOMCTBA, HAYYHBIM COBETOM U T.J. 3TO:
a) pacropsiHKeHHE;
0) pemieHue;
B) MIPHUKa3;
I') yKa3aHue.
8.Kakoro pexkBu3uTa HET B BBITUCKE U3 MpUKa3a?
a) Ha3BaHUE OpraHU3aluu;
0) Ha3BaHWE BHUJIA JJOKYMEHTA,
B) Jata, HOMEp;
I') CChUJIKA HA PErHMCTPALlMOHHBII HOMED U 1aTy JOKYMEHTA.

9. YacTpb TeKCTa MpHKa3a, TAe OTPAKaIOTCS eI U 33a4H, MPEANUChIBAEMbIX ACHCTBUMA, TIPUIHHbI U3JaHHS
NpUKa3a:

a) OCHOBHas;

0) TOTIOTHUTEIbHAS;
B) KOHCTaTHPYIOILas;
T') pacropsiAUTeIbHAS.

10. JIokyMeHTBI, B KOTOPBIX (PUKCHUpYETCs pelleHHe aJIMUHHCTPATUBHBIX M OpPraHU3allMOHHBIX BOIPOCOB,
3TO:

a) OpTraHHU3allMOHHBIC TOKYMCHTBI;
0) TOKyMEHTHI 110 JITYHOMY COCTaBY;
B) CIIPaBOYHO-UH(OPMALIMOHHEIC;

T') pacropsiIUTEIbHEIE.

11. IIpaBoBO#l aKT, U3/1aBa€Mblii MUHUCTEPCTBAMH, BEAOMCTBAMH, OPraHU3ALMSIMH PEUMYIIECTBEHHO I10
BONpOCaM HH(POPMALMOHHO-METOIMYECKOTO XapakTepa, a TaK e [0 BOMNpOCaM, CBSI3aHHBIM C
OpraHu3alMel UCTIOJIHEHUS IIPUKA30B, MHCTPYKLUUN U JPYTUX aKTOB, 3TO:

a) yKa3aHue;

0) npukas;

B) pEIICHHE;

I') pacropsbKEeHHUE.

16. JIOKyMEeHT, coiepKalluii IMOCJIEI0BaTeIbHYI0 3alliCh XOAa OOCYXKICHHS BOMPOCOB W TPUHSITHS
pelIeHnit Ha COOpaHusX, COBEIIAHUAX, KOHPEPEHIUAX 1 3aCEIaHUAX KOJJIETHaJIbHBIX OPTaHOB, 3TO:

a) TIOJIOXKEHUE;

0) IpoTOKOI;

B) aKT;

T) ciry>keOHast 3ammcKa.

17. AXT noanuChIBacTC:

a) PYKOBOJHUTENEM TPEAIPUSITHUS;
0) mpeacenareneM U CEKpeTapem;
B) IpejiceaTeneM KOMUCCHH;

') BCEMHU YJIEHAMU KOMUCCHH.

18. JlokyMeHT, aJipeCOBaHHBIN PYKOBOJCTBY, B KOTOPOM H3Jaraercs KakoW-JIMOO BONPOC C BBIBOJAMH U
MIPEMIOKEHUSIMHU COCTaBUTEIIS, 3TO:

a) MOKJaHas 3aI1cKa;

0) OOBSCHHUTEIIbHAS 3aITHCKA,

B) 3asIBJICHUE;

T') MUCHMO.

19. TekcT akTa NOJDKCH 3aKaHUYMBATHCA ...



a) PacChUIKOH M0 IK3EMILISIPaM;

0) moAMUCsIMHU;

B) OTMETKOM O MPUIOKEHUHU K JOKYMEHTY;

T') IeYaThIo.

20. B kaxoif mocnenoBaTeIbHOCTH 0QOPMIISIETCS BBOIHAS YaCTh MIPOTOKOIIA?
a) rmpenaceaareab CeKpeTaph, MPUCYTCTBOBAJIM, TOBECTKA JIHS;

0) moBeCTKa JIHS, IPUCYTCTBOBAJIH, MPEICEaaTeh, CEKPETaph;

B) nosectka nus, CJIYIIAJIN, BBICTVYIIUIIN, IOCTAHOBWIIY;
r) CJIVIIAJIN, [IOCTAHOBUWJIN.

21. He BXOOuT B cOCTaB PEKBU3UTOB MPOTOKOJIA CIEAYIONIUN PEKBU3UT:
a) 3aroJIOBOK;

0) ampecar;

B) MMOJIINCB;

I') HAMMEHOBAHNE BUJIA TOKYMEHTA.

22. Kakue pexBu3utsl HE BX0AsT B cOCTaB pEeKBU3UTOB aKTa?

a) HAMMEHOBaHUE OpraHU3aIuy (ITOApa3IeICHus ), COCTAaBUBIIICH aKT;
0) Ha3BaHME BU/Ia JOKYMEHTA;

B) MECTO COCTAaBJICHUS;

T') CIIPaBOYHBIE TaHHBIE 00 OpraHU3aIUH.

23. Kakoro pekBu3uTa HET B JOKJIAIHOH (CITy:keOHO) 3anmucke?

a) HAMMEHOBAHKE BHJIA JIOKYMEHTA,

0) MECTO COCTaBJICHUS,

B) TEKCT;

T) Jata.

24. C xaKkoif IeJIbI0 COCTaBIIsACTCS O0BSICHUTENbHAS 3aUCcKa?

a) OOBSCHUTH MPUYHHBI HApPYIIEHUS TPYAOBOM AMCLUUIUIMHBI, HEBBIOJHEHUS KaKOro-JIu0O MOpYyYEHHs,
MOSICHUTD COJIEPKAaHUE OTAEIbHBIX MOJ0KEHNH OCHOBHOTO JIOKYMEHTA (IlJ1aHa, MPOrpaMMBbl, OTYETAa U T.1.);

0) onucarh U3MEHEHUS JINYHBIX JaHHBIX B JOKYMEHTaX;

B) 3a()MKCUPOBATh UMEBIINE MECTO (PAKTHI;

I') 3aKpENUTh IPABOBOE MOJIOKEHUE OPraHU3alUH.

25. BribepuTe npaBUIbHBIN BapUaHT PEKBU3UTOB MTPOTOKOIA?

a) HaMMEHOBaHWE OpraHu3aluu (CTPYKTYpHOTO TOApa3JelieHus1), Ha3BaHWE BHJA JIOKyMEHTa, [ara
3aceqaHus, HOMep, 3ar0JIOBOK TEKCTa, TEKCT, MOATUCH;

0) HaMMEHOBAaHHE OpTaHM3aIMU (CTPYKTYPHOTO TOJpA3/e/ICHHs), CIIPAaBOYHbBIE JTaHHBICE 00 OpraHu3aIluH,
Ha3BaHME BUJA TOKYMEHTA, J1aTa 3aCeIaHus, HOMEp, 3arOJIOBOK TEKCTa, TEKCT, TIOAINCH;

B) HaNMMCHOBAaHHWEC OpTraHHU3allii, JaTa 3aC€aaHusd, HOMCP, 3arojIoBOK TCKCTA, TEKCT, ITOAIIUCH,

1) HAMMEHOBAaHUE OpPTaHMU3aLUU (CTPYKTYPHOTO TOApa3/eeHuUs1), CIPaBOYHbIE JaHHbIE 00 OpraHU3alH,
Ha3BaHUE BUJA JOKYMEHTA, jaTa 3aceaHusl, HOMEp, 3aroJ0OBOK TEKCTa, TEKCT, IIOJIUCH, aapecar.

Omnpoc

Tema 1. OCHOBBI TOKyMEHTAIIMOHHOTO O00CCIICYCHUS
1. OcHoBHBIE (DyHKIIMOHATBLHBIE CUCTEMBI JOKyMeHTaIu B Poccun
2. IOpunnueckas cuiia JOKyMEHTa: MPOIEAYPHl MPUIAHUS FOPUIAYCCKON CHIIBI Pa3IMYHBIM BUIAM
JIOKyMEHTOB
3. Poab 1OKYMEHTAIIMOHHOTO 00€CTICUeHHs B YIIPaBICHUH COBPEMEHHBIMH OPTaHU3AIUSIMHE?
4. HopmaTuBHO-IIPAaBOBBIE AKTHI, PETYIHPYIOIINE JOKYMEHTAIIMOHHOE 00ecIieueHre yIpaBIeHuUs ?

Tema 2. Yaudukanus u crangapTu3anus J0KyMEHTOB
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1. Pacckaxkute 0 equHBIX ITpaBWIaX JOKYMEHTHPOBAHUS yIPABICHUYECKUX AEHCTBUN. B Kakux TOKyMeHTax
OHM OTPa’KCHBI

2. Packpoiite Bce peKBU3HUTHI cIy)eOHbIX HJoKyMeHTOB cormacHo [OCT P 7.0.97-2016. Pacckaxwure 00 ux
PacCTOIOKEHUH Ha JIOKyMEHTE U 0(pOpMIICHUH.

3
4
5
6
7

el

[ S U R S

. IlonsiTHe «OnMaHK JOKyMeHTay. Buabl OlaHKoOB, X Ha3HAYECHUE.

. IlpaBuina odopmiieHHs, H3TOTOBJICHHS, YU€Ta, UCTIONH30BAHNS U XPAaHCHHUS OJJAHKOB OpTaHU3alNH.
. Kakoe xonnuectBo pexBusuroB npegycmarpusaet 'OCT P 7.0.97-2016?

. Kakue BapmaHTBI pa3MenieHns: peKBU3UTOB Ha OJlaHKE BBI 3HaeTe?

. Uro takoe popmysp-oopazer; OP[?

Tema 3. IIpaBuna oopmiieHUs yIPaBICHYECKUX JOKYMEHTOB
[Tepeuncnure OCTrI B chepe Aemonmpon3BOACTBA U PACKPONTE KPATKO UX COACPIKAHUE
Packpoiite conepxanue peksuzurta «I'pud cormacoBaHus»
Packpoiite conepxanue pexkBusuta «lloamucey»
Packpoiite cogepxxanue pexBusuta «lleuarsy

Tema 4. OcoGeHHOCTH MTOATOTOBKH U 0(POPMIICHHUS OTAEIBHBIX BUAOB JTOKYMEHTOB
1 TloHsTHE M HA3HAYCHUE PACTIOPSIIUTEILHBIX TOKYMEHTOB.
2 3HaueHue U GYHKUUHU OTUETHO-CTATUCTUYECKUX JTOKYMEHTOB
3 Busl naHOBBIX JOKYMEHTOB M MX KpaTKasi XapaKTEePHUCTHKA.

Tema 6. Opranuzarust JOKyMEHTOO00pOTa B OpraHU3aIuu

. UTo BKIIIOUAET TEKCT pe3tome?

. Kakum o6pazom odopmiisieTcst TpyaoBoii 10roBop?

. OBs13aTenbHO COCTABIATh KOHTPAKT IPHU IpUeMe Ha padboTy?

. B xakom ciy4yae paOOTHUK THIIET 3asiBIIiCHHE 00 YBOJILHEHHH?

. Kro sBnsieTcst anpecaTom rpu HanmMcaHuM OOBbSICHUTEIBHOM 3aITUCKU?

Tema 7. Bxogsuue, ucxoasuyme, BHyTPEHHUE JOKYMEHTOIIOTOKH
1 KakoBo Ha3HaueHHe WH(POPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB?

2 JlaiiTe OCHOBHBIE XapaKTEPUCTUKU WH(OPMAIITMOHHO-CIIPABOYHBIM JOKYMEHTaM (00bSICHUTEIbHAS
3aIMcKa, 3asBJICHHE, JOKJIaqHas 3aIiCKa).

3 Yrto Takoe mpoToKoJ?

4 ®opMbl IPOTOKOIA.

5 PexBu3uTHI Oi1aHKa MPOTOKOJIA?

6 UYro Takoe akT?

7 Kaxue TpeOoBaHMs MPEIBSIBISIOTCS K COCTABICHUIO U 0(OPMIICHUIO aKTOB?

Tema 8. Opranuzanusi XpaHeHus TOKYMEHTOB
1 Ouenka 3HaYMMOCTH TOKyMEHTOB M CPOKH MX XpaHEHMSI.
2 Bunpl apXuBHBIX JOKYMEHTOB.
3 IloaroroBka Aein AJis CAAYU B apXUB.
4 ObGecnieueHre COXPAaHHOCTH JIOKYMEHTOB.
5 OcCHOBBI 3aKOHOZAATENBCTBA 10 APXUBHOMY JIEITY.
6 XpaHeHue U y4eT apXUBHBIX JOKYMEHTOB.
7 KoMIIJIEKTOBaHUE apXUBOB APXUBHBIMU JOKYMEHTAMH.
8 JlocTyn K apXHUBHBIM JIOKYMEHTAM U UX HUCIIOJIb30BaHUE.
9 Kak ocymuiecTBisieTcsl CHCTEMaTH3alusl U XpaHEHUE JOKYMEHTOB B OpraHU3aluu?



10 Packpolite copgepxaHue NOHATHS «HOMEHKJIaTypa J1em». Kakoe JOIKHOCTHOE JUI0 B OpraHu3aluu
OTBEYAET 3a COCTABJIICHUE U BBEACHUE B JEIICTBIE HOMEHKIIATYPBI €7

TecTupoBanue

Tema 1. OCHOBBI TOKyMEHTAIIMOHHOTO 00CCIICYCHUS
1. YTo He OTHOCUTCH K YUPeIUTEJIbHBIM JOKYMEHTAM HPUIHMYECKOro Juna?
+ IIpoTokos cobpaHus yupeanuTesci;
— Ycras;
— YupeauTenbHbIi JOTOBOP.
2. [To0:keHUE 0 CTPYKTYPHOM MOAPA3JIeJeHNH — ITO:

+ MpaBOBOM aKT, KOTOPBIN YCTaHABIMBAET CTATyC, PYHKIINHU, IIPaBa, 00513aHHOCTH U OTBETCTBEHHOCTh
CTPYKTYPHBIX MOApA3eNIEHUI K UHBIX OPTaHOB;

— MPaBOBOM aKT, KOTOPBIHM OMpEeNseT CTaTyC OpraHu3aluy, ee 3a1auu U GyHKIUU, TIPaBa,
OTBETCTBEHHOCTb, IMOPSIJIOK ACSITEILHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3/1aTh IOPUINYECKOE JIUIIO U YCTAaHABIMBAIOT MOPSIOK
COBMECTHOM JI€ATEIbHOCTHU IO TAaHHOMY (aKTy.

3. JlaToii J0J1)KHOCTHOM MHCTPYKIIMU SIBJISIETCS JaTa:
+ €€ YTBEPIKIACHUS;

— €€ COCTaBJICHUS;

— O3HAKOMJICHUS ¢ Hell paboTHUKA.

4. IIpaBoBOii aKT, B KOTOPOM 0TOOpakaeTcsl MOPSAAOK AesITeJIbHOCTH PYKOBOJACTBA OPraHU3alMu, a
PaBHO KOJLIETHAJIbHOI0 WM COBELATeIbHOI0 OPraHa — 3To:

+ perIaMeHT;

— IITATHOE PaCIIUCaHUE;

— yCTaB.

5. ITo cdepe cBoero aeiicTBUA pacopPSAUTEbHbIE JOKYMEHTHI 1eJISTCH Ha:

+ (henepaabHOTO YPOBHS, pErHOHATILHOIO YPOBHSI, IPABOBBIE aKThl OpraHU3aIUi;
— KOJUIEKTUBHBIE U UHIUBU1yaJIbHBIE;

— IIPABOBBIE AKThI OPraHU3alUi, IPABOBbIE AKThl UX CTPYKTYPHBIX MOAPA3IEICHUN.
6. PacnopsizkeHue u3aaercs:

+ €IMHOJIMYHO;

— KOJUIETUAJIBHO;

— B YCIIOBUSIX BEJJOMCTBEHHOIO PEryJIUPOBAHHUS.

7. Konusi 4acTH JOKYMEHTa, KOTOpPasi 3aBepeHa B oNpe/ieIeHHOM MOPs/IKe, 3TO:
+ BBIIIMCKA,

— DIIEKTPOHHAs KOIIHS;

— nyOnuKar.

8. He siBasieTCs1 JOKYMEHTOM, KOTOPbIii HHULIMHUPYET pelleHue:

+ OPOCKT JOKYMEHTA,

— 3aKJIFOYCHHUE;

— JIOKJIaJ{Hasl 3aIIACKa.

4.3 IIpomexxyTouHast aTTeCTaIMA 110 AUCIUIUIMHE POBOIUTCS B popMe 3adeTa

[Ipn HEoOXoAMMOCTH MpeayCcMaTpUBAeTCsl YBEIUYEHHE BpPEMEHU Ha MOJTIOTOBKY K 3ayeTy, a TakKkKe
MPEeOCTaBISIECTCS JOMOJHUTEILHOE BpeMsl NSl MOATOTOBKM OTBeTa Ha 3adere. llponenypa mpoBeneHus
MPOMEXKYTOYHON arrecTauuud i OOy4yaloUMXCsi C OrPaHUYCHHBIMH BO3MOXKHOCTSIMHU 370POBbSl U
oOyyaromuxcsi MHBaJWAOB  YCTaHaBIMBAaeTCs C  Y4€TOM  UHAMBUAYQIbHBIX — TCHUXO(HU3MUECKUX

ocobenHocrel. [IpomexxyTouHas arTecTanys MOKET MPOBOAUTHCS B HECKOJIBKO 3TaIoB.
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Tunossie Bonpocekl 3auera (IIK-12)

1 TlonsTre nenompon3BO/ICTBA, 3HAYCHHE JOKYMEHTOB B YIIPaBJICHUYECKOU JESTEIbHOCTH
npeanpustus. OyHKIUH JOKYMEHTOB.

2 Knaccudukanus 1gokyMeHTOB ympasieHusi. OCHOBHBIE KOMITOHEHTBI JIEJIONPOU3BO/ICTBA.
Opranuzanus paboThl ¢ JOKYMEHTaMH.

3 HopMaruBHO-MeTOIUYECKAss OCHOBA AEJIOMPOU3BOICTBRA.

4 ®opmymsp-obpasen. branku qokymeHTOB. Cxema pacrojOKEeHUS pEKBU3UTOB.

5 Enunbie mpaBuia ogopMIIEHUS JOKYMEHTOB.

6 SI3bIK CITy>KEOHBIX TOKYMEHTOB.

7 TOCT-P-7.0.97-2016 «Cucrema cranaapToB 1o WH(OpMaIuu, OMOIUOTEYHOMY M H3IATEIBCKOMY
neny.  OpraHu3allMOHHO-pAcTIOpSIIMTENbHAST — JOKyMeHTalus. TpeOoBaHus K  O(OpMIIEHUIO
JIOKYMEHTOB)

8 Opranu3anvoOHHO-PACIIOPSIAUTENbHAS JOKyMEHTalUs. OcobOeHHOCTH odopmiteHus
pacropsiANTENIbHBIX TOKYMEHTOB.

9 Ilonstue npuka3za. IlpaBuna cocraBneHus.

10 Bunbl paciopsauTenbHBIX JOKYMEHTOB U OCOOEHHOCTH WX O(hOopMIICHHS

11 OO6ume cBeneHust 00 OpPraHU3alMOHHO-TIPABOBBIX JTOKYMEHTAX.

12 OpraHu3allMOHHO-TIPABOBBIE JOKYMEHTHI. Y UpEIUTEIbHBIC TOKYMEHTHI.

13 Opranu3aliuOHHO-NIPAaBOBBIE JOKYMEHTBI. OpraHU3alMOHHBIE JOKYMEHTHI.

14 JIokyMEHTBI MO JMYHOMY COCTaBy.

15 TpynoBoii 7OTOBOp U OCOOCHHOCTH OPOPMIICHUSI.

16 Ilpuxka3 o npueme, yBoJIbHEHUU U NepeBojie. OCHOBHBIE PEKBU3HTHI.

17 TlpaBuna opopmiieHUs TPYIOBOM KHIKKH, IMYHBIX KapTouek T-2.

18 Pestome, aBToOMOTpaduu, XapaKTEPUCTHKH.

19 Ocobennoctu opopmieHus nucbma. Hopmbl 0uIansHOro CTUIIS.

20 CocraBnenne W o(OpMIICHHE TIPOTOKOJIOB, AaKTOB, JOKJIAAHBIX M CIYKEOHBIX 3aIlHCOK,
JIOBEPEHHOCTEM.

21 Cuctema nenompousBoicTBa mpeanpusatus. CTpyKTypa U 00beM TOKyMEHTOOO0OpOTa.

22 PerucrpaliioHHO-KOHTpoJIbHbIE KapTouku (PKK).

23 XKypuansHas (opma peructpariiu.

24 ®opmupOBaHME JEI IPEITPUITHS.

25 OmnepaTuBHOE XpaHEHHE JOKyMEHTOB. HoMeHKknaTypa aen.

26 OmnepartuBHOE XpaHeHue aea. CocTaBlieHUE ONUCENH. DKCIEPTHU3a LIEHHOCTEW JOKYMEHTOB

27 TepMuH «KOH(PUACHIMATBHBIA JOKYMEHT». [pudbl OrpaHUYEHHOTO IOCTYIa: KOH(MUIEHIIUAIBHO;
KOMMepuecKas TaifHa; JJisl CIIy>keOHOTO MOJIb30BaHUS.

28 Dranbl paboTel €  KOHGUIACHIMATBLHBIMU JTOKyMEHTaMU. JKypHan perucTpamnv JTOKyMEHTOB C
rpudoM KOH(DUICHITUATEHO

TunoBble 3axanus 1 3a4era (IIK-12)
1. OpopMUTE PEKBU3UT «aapecar» YIIIOBBIM CIIOCOOOM:
Hupexrop OO0 «Kopuna+» M3onsues B.®., anpec: 392000, r. Tam6o0B, yn. Coerckas, 1.28.
2. OdopMHUTBH BHU3Y COTIIACOBAHHUS:
HauansHuk otnena xagpos Cepreesa 1.A.
3. CocraBbTe ciy’kKeOHO€ UHUIIMATUBHOE MHChbMO-HAIIOMUHAHHE 10 CIIEAYIOIIUM JaHHBIM:
aBrop nuceMa — 3A0 «KKBAHTPA», anpec: nep. Crpemsinnoii, 36; Mocksa; 113054; OKIIO 03944527,

OI'PH 1038800839857 MHH/KIIIT 5708022410/817002002; moamucsIBaeT MHUCbMO - AUPEKTOp Bomoxos
N.B.; anpecar: qupextop TOO «JIMJEP» Cokonos A.H.; anpec: yn. Ocroxenka, 1.9; Mocksa; 142274;

OKIIO 04956728; OI'PH 1056600849824; MHH/KIIII 2508022310/624002004.



[TuceMo sBNIETCS HAIIOMUHAHUEM O TOM, YTO 00s3aTenbcTBa M0 KOHTpakTy Ne25 ot 14.02.2013 o mocraBke
MeOeH He BBIMOIHAIOTCS, CPOK OTTPY3KU UCTEK 2 HEeNleNH Ha3ald, U 3aJiepKKa MOCTaBKU MOXKET PUBECTH K
IIPEKPALLEHNIO0 COBMECTHOM 1€ATEIBHOCTH.

Ocmanvuvie pexeusumol  ykaxcume camocmosmenvho. Cmpykmypy mekcma makdce —Mmodceme
NOOKOPPEKMUpOBaAmy CAMOCMOSIMENbHO 8 COOMBENMCMEUU C NPEONONCEHHOU CUMYAYUET.

4.4. Illkana orieHUBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

[Ipu mpoBeneHUN MpoLEayphl OLEHUBAHUS PE3yIbTaTOB OOyUYEHUS MHBAJIUIOB U JIUIl C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3/10POBbSI IPEAYCMaTPUBAETCS UCIIOIb30BaHIE TEXHUUECKUX CPE/ICTB, HEOOXOIMMBIX UM B
CBSI3U C UX MHJIUBUIYaJbHBIMU OCOOCHHOCTSMHU. DTH CPEICTBA MOTYT OBbITh MPENOCTaBICHbI UM MOTYT
HCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUYECKHE CPEJICTBA.

[Ipu HEOOXOAMMOCTH MHBAIM/IAM U JIMIIAM C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU 3[I0OPOBBS MIPEIOCTABISIECTCS
JIOTIOJIHUTENIBHOE BpeMsl JIJIs IIOATOTOBKU OTBETA Ha BBHIITOJHEHHUE 3a1aHUM.

WucTpykuya 1o HOpsSAKY HpOBEACHUS HPOLEAYpHl OLEHUBAHHS IMPENOCTaBISIETCS B JIOCTYNMHOM (opme
(ycTHO, B MUChbMEHHOW opMe, B MUCbMEHHON (hopMme Ha s3bIKe bpaiiisi, yCTHO ¢ MCIIONIB30BaHUEM YCITYT
CYpIOTIEpEBOIUHKA).

JoctymnHas (opma IperocTaBIeHHs 3aJaHUi OIICHOYHBIX CPEICTB (B Me4aTHol (opme, B eyaTHOM Gopme
YBEJIIMYEHHBIM MIPpUPTOM, B medaTHoi (opme mpudrom bpaitns, B ¢opme 37I€KTpOHHOTO JOKYMEHTa,
3aJlaHuUs 3aUNUTHIBAIOTCS] ACCUCTEHTOM, 3aJaHMsI IPEIOCTABIISIIOTCS C UCIIOJIB30BAaHUEM CYPIIOIIEPEBOA).
JocTtynHast ¢opMa TpenocTaBiIeHUs OTBETOB Ha 3ajaHus (MMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha
KOMITbIOTEpE, MMCbMEHHO Ha s3bIke bpailiis, ¢ ucronb30BaHueM yCIyT aCCUCTEHTA, YCTHO).

[Ipu HeoOxoauMocTu Uid OOYy4YaloOIIMXCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHM 3/10pOBbS M HHBAJIUIOB
MpoLeaypa OLEHUBAHUS pPe3yabTaToOB 00yUYEeHHUS MO TUCIUIUIMHE MOXET MPOBOAUTHCS B HECKOJIBKO ITATOB.
[IpoBenenne mnpouenypbl OIEHMBAHUS PE3yJbTaToB OOyYEHUS HWHBAJUAOB MU JIMI C OrPAaHUYCHHBIMHU
BO3MOXKHOCTSIMH ~ 3[IOPOBBbSl  JIONyCKAaeTCsl C MCMHOJb30BAHMEM JUCTAHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHM.

Orenka T s— Heckpuntopsl (ypOBHH) — OCHOBHBIE IPU3HAKH OCBOCHUS (ITOKA3aTeNn
TOCTHXKEHHMSI pe3ynbTaTa)

IK-12 CriocoOeH pa3pabaTbiBaTh COIUATBHO-DKOHOMHUYCCKHAE IMPOCKTHI

«3a4TEHO» (mporpamMMBbl pa3BHUTHS), OICHHBATH YKOHOMHUYECKHUE, COIMATILHBIC,

(50 - 100 6anmoB) MMOJINTUYECKUE YCIIOBUS U MOCJIEICTBUSA peanu3arum
TOCYIapCTBEHHBIX (MYHHUIUIAIBHBIX ) TIPOTPaMM

IK-12 He cmocoben pa3pabarbiBaTh COIMAIBHO-D)KOHOMHUYECKHE TPOCKTHI

«HE 3a4TEHON (mporpamMMBbl pa3BHUTHS), OICHHBATh YKOHOMHUYECKHUE, COIHMAILHBIC,

(0 - 49 6annoB) MMOJINTUYECKUE YCIIOBUS U MOCJIEICTBUSA peanu3arum
TOCYIapCTBEHHBIX (MYHHUIIUIAIBHBIX ) TIPOTPaMM

5. MeTonnueckue yKkazaHusi AJisl 00y4al0OIIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3aIMN CaAMOCTOSTEIBbHOM PadO0ThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxaHueM paboueil mporpammbl nuctuiumabl (PI1[]), xotopas ompezaenser coaepxaHue, oObem, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepskaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecTieyeHIe TUCIUIUIUHBD U «MaTtepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TporpaMMHOE obecredeHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.
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B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUeHUE TUCIUIUIMHBL, TMPOTPaAaMMHOE OOecrieueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IMEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
TACIIUATUIMHEL

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOT0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH elle pa3 mpe3eHTanuio Jekunu B cucreMe MOODLe, TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JTUTEPaTyphl;

- IIPY CaAMOCTOSITEIBHOM M3yYE€HUH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHayibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPATYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pasMmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCIeKT MOXKeT OBITh BBITIOJIHEH B paMKax paclieuyaTKd BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeaMery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAIUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HayyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JHUIIb OCHOBHBIE KIIIOUYEBBIC MO3MIIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexomeH1a1iuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelpl MpernoAaBareist co CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme W T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEKALIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUS TOCTaBIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PallMOHAJIBHOCTH UCIOJIb30BAHUS BPEMEHH, OTBEICHHOIO Ha 3aJJaHUE.
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YCTHBIM OIIPOC MOXKET CONPOBOXAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIIPOCOB MPAKTHYECKOTO 3aHATHUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllMN: aKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI CONIEPIKAHHUIO, COOTBETCTBHE METOAMYECKAM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PeCypChl. COOTBETCTBHUE CONEPXKAHHS M JIUTEPATyphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTD UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIEHOCTD U JIOTHYHOCTb MPE3CHTYEMOTO Marepuara,

- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- TMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CITOCOOHOCTH. COOIIONEHHIE PErIaMeHTa, SMOIMOHAIBHOCTh, YMEHHUE
OTBETHTBH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIC, TITyOOKHE 1 TIOJHBIC 3HAHUS 110 BCEM pa3JieiiaM IPOTrPaMMBI:
- COIEepKaHHWE BBICTYIUICHUS: JIOTMYHOCTh W3JIOKEHUS Marepuaia, PacKpbITHE TEeMbl, JOCTYITHOCTh
u3nokeHus, d¢pdextuBHOCT, TpuMeHeHus cpeactB  WKT, cmocoObl W yCIOBUSL  TOCTHDKCHHS
pPEe3yNBbTaTUBHOCTH W 3(P(HEKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHOW WM Y4eOHOU
JESITeTbHOCTH, JOKA3aTeIbHOCTh MPUHUMAEMBIX PEUICHUH, YMCHHUE apTyMEHTHUPOBATh CBOW 3aKJIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOAUYecKOe U HHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. ApacnanoBa B. A., bBypmucrposa E. C. CnyxeOHble JOKYMEHTBI: (OPMYIISPBI U IPUMEPHI 0POPMIICHHUS.
Anp0OoM: yueOHO-TIpakTHYecKoe ocobue : yueObHnoe nocobdbue. - Mocksalbepnun: Jupexkr-Meaua, 2020. -
105 c. - Tekcr : snexrponHbli // DBC «YHuBepcuterckas Oubnmorexka ommaiiH» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=578396

2. KabamoB C. lO., Acdanmuspoa M. I. Jlenompou3BOACTBO M apXHBHOE IO B TEPMHHAX U
ompeneneHusX : ydeOHoe mocobue. - 3-e m3a., crep.. - MockBa: @mmara, 2018. - 295 c. - Tekcr :

sanektpoHubit  /  OBC  «YHuBepcuterckas ~— Oubnmoreka  onmaiim»  [caiit]. -  URL:
http://biblioclub.ru/index.php?page=book&id=69168

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Kazannesa I. B. JIuunbie qokymMeHThI: TpeOoBaHUs K OPOPMIICHHIO U 00pa3libl JOKYMEHTOB : y4eOHOE
nocobue. - 6-e u3ad., crepeorun.. - MockBa: ®nunra, 2017. - 40 c. - Texcr : anekrpoHHb // IBC
«YHUBEpCUTETCKAS OubImoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531

2. Ky3pmuHoB, A. B. CoBpemMeHHbIe TPOOIEMBI yIIPaBICHHS IIEPCOHAIOM : YIeOHO-METOAHMYECKOe Tocooue.
- 2024-12-06; CoBpemeHHBIE MpoOIEMbl YIpaBieHUs MepcoHanoM. - Cumdepornonsb: YHHUBEPCUTET
SKOHOMUKM W ynpasienusi, 2019. - 48 c. - Tekct : snekrponnsii / IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/89497 html

3. MakcumieB U. A., Abpamos E. I., AnueB . M., babkun K. A., 3opun A. C., 3opuna H. A., KopaGnepa
O. H., Kpymnos JI. B., Mensaukos O. H., Mouceenko C. C., Ilepmskos B. A., [lecoukuit A. A., Poxkos B.
., Cadapos I. I, Curo B. U., Cumonos B. C., CunoB B. B., ®exmucros U. ®@., Yupkoa A. B.
VYrpaBieHue 4eIOBEUECKUMU pecypcaMu : YUeOHHUK Tl BY30B. - Iep. U JI0M; 2-¢ u3M.. - Mocksa: FOpaiir,
2020. - 467 c. - Tekcr : snexrponnslii // DIBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/449957

4. AsepuenxoB B. 1., PeiroB M. FO. Ciy:x6a 3amuTsl H”HPOPMAIUMK: OpraHU3alys U yrpaBieHHe | yueOHoe
mocoOue A By30B. - 3-¢ u3l., cTep.. - Mocksa: ®@nunTa, 2016. - 186 c. - Tekct : anexTponHsIii / IbC
«YHUBEpCUTETCKAS OunbIMoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=93356

5. BerpoBa E. A., Ka6GanoBa E. E. TpymoBas koHQIMKTONIOTHSA : y4eOHO-METOAMYECKOE IOCOOHe. -
Mocksa|lbepnmun: dupekr-Menua, 2019. - 188 c. - Tekct : snexkrpoHHbId // DBC «YHUBEpCUTETCKAS
oubmmoreka onnain» [cait]. - URL: http://biblioclub.ru/index.php?page=book&id=500389
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6.3 HpIe MCTOYHUKU:

1. ®enepanbHoe XpaHwiuiie «EnuHas KouleKnus [UQPOBBIX  00pa30BaTeIbHBIX  PECYPCOBY
-http://school-collection.edu.ru/ - http://school-collection.edu.ru/

2. 'ymanuTapHas snekTpoHHas 6ubnuoreka - http://www.lib.ua-ru.net/katalog/41.html

3. Koncymbrant cryneHTa. ['ymMaHuTapHble  HayKd:  OJIEKTPOHHO-OMONMMOTEYHass  cucremMa -
http://www.studentlibrary.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecreveHne,
npogdeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TIO JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyromee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieueHue: y‘-Ie6HI>Ie AyIuTOpruun JId TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJBbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMEIICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust AJ11 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PY/I0BaHuS,
o0ecreYnBarole TEMaTHYECKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

AynaTtopun AJi1 BCEX BHUJOB KOHTAKTHOM W CaMOCTOSTEIBHOW paboThl, HayyHass OWMOIMOTEKa W WHBIC
MOMEIICHUS 111 OOy4YeHHs OCHAIEHBI CIeIHUATBHBIM O0OpYIIOBAaHHEM U YYEOHBIMH MECTaMHU C
TEXHUYCCKUMH CPEJCTBAaMU OOydeHHMsI NIl 00ydJaOIMUXCsl C OTPAHMYCHHBIMUA BO3MOXHOCTSIMHU 370POBBS U
00y4aroIMXCsl UHBAJUIOB C Pa3HBIMH BHAAMH OTPAHUYCHHH 30POBBS:

- C HApYLICHUAMU 3PEHUS:
AJIEKTPOHHBIN PYYHOU BHACOyBeneunTenb Maggie MD;

nuctiet bpaiins Braille Star 40 Bluetooth (ITO TpancnsTop Tekcta bpaiinsg u cnenuaau3npoBaHHOE
1O skpanHOTO AOCTYMA);

cuctema pacno3naBanus Tekcta OpenBook Pluss ¢ HACTONBHBIM CKAHHEPOM.

- C HApYIICHHUSMH CITyXa:

cucreMa MH(OpMAIMOHHAS IS ClIab0CbIIaMX nopraruBHas HMcrok A2;
nuHamuueckuit FM-niepenarauk Inspiro ¢ mukpodonom iBoom ¢upmer Phonak;
NPUEMHHK JUTst 00pa30BaHUs CIYyXOBOIO armapara;

HAyIIHUKA C TEXHOJIOTMEH KOCTHOM MPOBOAMMOCTH Uil DIyXux M ciabocnpimamux AfterShokz
Sportz M3;

cucrema Comfort Contego;

akyctudeckas cucrema Front Row to Go (B xommiekte 2 MUKpogoOHA, CeTeBble KaOenH, KOMIUICKT
KpeTICHUH ).

- C HapYLIECHUSIMH ONIOPHO-BUTATENBHOTO arlapara:
peryJIupyeMbI€ TIO BBICOTE CTOJIBI C SJIEKTPOIPUBOIOM;

MOILEMHHUK JIECTHUYHBIN I'yCEHUYHBI;

CHCTEMa aBTOMAaTH4YE€CKOr0 OTKPBIBAHMS ABEPEN;

CHeIMaIbHO 000pyIoOBaHHAs caHUTapHas KomHara Juist mul ¢ OB3.

JIuieH3nOHHOE MPOrPaMMHOE 00ECIICUCHHUE:!

1C:IIpeanpusitue 8.2 (8.2.18.61) yueObnas

7-Zip 9.20

Adobe Photoshop CS3

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
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CorelDRAW Graphics Suite X3
IBM SPSS Statistics 20

Kaspersky Endpoint Security mans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccronanshsrii mioc 2007
Oracle VM VirtualBox 3.2.10

Skype

AnbT-MHBECT cymMmM

Onepanuonnas cucrema "Ansr O6pazoBanue"
Omneparmonnas cuctema Microsoft Windows 10
Omnepanmonnas cucrema Microsoft Windows XP SP3
DNEeKTPOHHBIN nepuoanueckuii cnpaBounuk "Cuctema TAPAHT"
LiteManager Pro - Server

Statistica Base 10 for Windows RU

Koncynsrant Ilmtoc

ITpodeccronanbhbie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Scopus: 6a3a nanubix . — URL: https://www.scopus.com
2. IPR BOOKS: snekrponno-6ubnuoreunas cuctema. — URL: http://www.iprbookshop.ru

3. Web of Science: monmuremarnueckas pedeparuBHO-OnOIMOrpaduueckas U HayKoMeTpudeckas Oasza
nanabix . — URL: https://apps.webotknowledge.com

4. Hayunas snexrponHas oubiamoreka eLIBRARY.ru. — URL: https://elibrary.ru

5. Hayunas snexkrponHas 6ubnmuoreka «KubepJlennnka». — URL: https://cyberleninka.ru
6. [Ipesunentckas 6udnuorexa umenu b.H. Expriuna. — URL: https://www.prlib.ru

7. Poccuiickas rocynapctBeHHas 6nbnuoreka. — URL: https:/www.rsl.ru

8. CnpaBounas npaBoBas cuctema "Koncynsrant mmoc". — URL: http://www.consultant.ru

9. TamboBckass oOnacTHasi yHHBeEpcanbHas Hay4yHas Owubnmmoreka wum. A.C. Ilymkwmna. — URL:
http://www.tambovlib.ru

10. VYuuBepcurerckas OWOIMOTEKa  OHJIAWH:  AJIEKTPOHHO-OMOMMoTeyHass cucrema. —  URL:
https://biblioclub.ru

11. DNEeKTPOHHBIN Karajor dOyHIaMEeHTaIbHON OMOIMOTEeKH TIV. - URL:

http://biblio.tsutmb.ru/elektronnyij-katalog
12. ¥Opaiit: sanexkrpoHHO-O0ubmMoTeyHast cuctema. — URL: https://urait.ru

Hoctyn k wuH(pOpManuoHHBIM U OuOmuorpadguyeckum pecypcam B ceTd HHTepHET g KaKAoro
o0y4arolerocss MHBAJIKAA WK OOydaloIerocs ¢ OrPaHUYCHHBIMUA BO3MOXKHOCTSIMHU 3JI0pOBbsI 00ecrieueH
NPEOCTABICHUEM €My He MEHEe 4eM OJHOTro y4yeOHOro, MEeTOIUYECKOTO MEYaTHOTO W/WIIM 3JIEKTPOHHOTO
U3aHUS 10 TpakTHKe (BKIOYas JJIEKTPOHHBIE 0a3bl MEpPUOJUMYECKUX U3AaHuil), B (Qopmax,
aJlanTUPOBAHHBIX K OTPAaHUYCHUSAM UX 370POBbS M BOCHPUATHS UH(OPMALIHU:

Jnist o0yqaronuxcsi ¢ HapyImeHUsIMA 3PCHUS:
- B IIe4aTHO! (hopMe yBEIIMUEHHBIM HIPUPTOM;
- B (hopMe AIIEKTPOHHOTO TOKYMEHTA;
- B ¢popme ayauodaiina;
- B meuaTHou popme mpudrom bpaiimns.
Jist oOy4aronuxcst ¢ HapyuIeHUsIMHU CIlyXa:
- B mevyatHou opwme;
- B (popMe AIIEKTPOHHOTO JOKYMEHTA;
- B opme aymuodaiina.
Jnist o0y4daronuxcst ¢ HapyIeHUs MU OMTOPHO-ABUTaTeIbHOTO amrapara:
- B mevyatHou opwme;
- B (popMe AIIEKTPOHHOTO JTOKYMEHTA;
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- B ¢popme ayauodaiina.
OOyuatomuecs: 00eceynBaOTCs CISAYIOINUM KOMIUIEKTOM JHIEH3HOHHOTO MPOTPaMMHOTO 00ECITIeUeHH,
alaNTUPOBAHHOTO JUISI OOyYaroOIMXCS C OTPAHMYCHHBIMH BO3MOMKHOCTSIMH 3[0POBBSI M OOyYarOIIUXCS
WHBAJIHJIOB:

- MAGIC (mporpaMma ajist 3KpaHHOTO YTEHUS M YBEITHUCHUS);
- JAWSforWindows (mporpamma Jjist YT€HHS C SKpaHa KOMITBIOTEPA);
- BCTPOCHHBIE MPOTPAMMBI OTIEPAITUOHHBIX CUCTEM.

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpenomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIB3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BATEILHON CPEie YHUBEPCUTETA.



