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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 STe 7 <17 13
CBSI3H
1 [AnanTanmonHas + +

JUCIIUTUIAHA JUTS
WHBAIIUJIOB U JIUI] C
OB3 "OcHoBBI

JIeJIOTIPON3BOACTBA"




2 |ApganranmonHas + +
JUCIIUILITAHA TSI
WHBAJIUJIOB H JIHII C
OB3 "VYnpasnenue
JnemMorpaduueckuMu u
MUTPAITIOHHBIMH
npoueccamu”

3 |BBeneunne B + +
MIPOEKTHYIO
JIESITEIIBHOCTh

4| doxymeHTarmmonnoe | + +
obecnieueHne
yIpaBIICHUSI

5 |HamuoHanbHEIE U + +
(dhenepaTuBHbBIC
OTHOIIIEHUSI

6 |OCHOBBI COLTHAILHOTO + +
MIPOrHO3UPOBAHUS

7|IIpakTHka mo + +
MOJTY4YEHUIO
HEPBUYHBIX
poheCCHOHATTLHBIX
YMEHHI M HaBBIKOB, B
TOM YHCIIe
NEPBUYHBIX YMEHHUU U
HaBBIKOB
Hay4YHO-HCCIeJ0BaTeN
BCKOH JIESITETTLHOCTH

8 [IIpakTuka no + +
MOJTY4YEHHUIO
poheCCHOHATTLHBIX
YMEHHH U OIBITA
npoheCcCHOHATTLHOU
JESITeIbHOCTH (B TOM
qucie
TEXHOJOTHYeCKast
NpaKTUKa,
nearoruueckas
MIPaKTHKA)

9|VYnpasnenue + +
JaeMorpagpuyecKuMH U
MUTPaLuOHHBIMU
IpoLEeccaMu

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

2. MecTo nucuuiuiaabl B cTpykrype OIl 0akanaBpuara:

Hucrtunmaa «OCHOBBI JIETONPOU3BOACTBAY OTHOCHUTCS K BapuaTUBHOW 4acTh ydeOHoro miuanHa OIl mo
HamnpayieHU1o moArotoBku 38.03.04 - ['ocynapcTBEHHOE U MYHUIIMIIAJIBHOE YIIPABIICHHUE.

JucuunnnHa « OCHOBBI JEJIOMPOU3BOICTBAY U3YYaETCs B 2 CEMECTpE.

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



3aounasi: 3 3.c.

. Ounas 3aoyHas
Bun yueGHOM paboThI
(Bcero yacoB) | (Bcero 4yacon)

OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI 108 108
KonTaktHas pabora 54 12
Jlexuuu (Jlexummn) 18 6
[Tpaktuueckue (IIpakr. pab.) 36 6
CamocrostenbHas pabota (CP) 54 92
3auer - 4

3.2.ConepxaHue Kypca:

Ne HasBanue Bun yue6HO# paboThl, yac. | @OpMBI TEKYIIETO
TEMBbI pa31[ena/ TEMBI Jleknun Hp aKT. CP KOHTPOJIA
pao.
o|3]o]3]0]3
2 cemectp
1 OCHOBBI Omnpoc;
JOKYMEHTAIMOHHOT | 2 - 4 - 6 | 12 TecTtupoBaHue
0 obecreyeHus
2 Yaudukanus u Brinonnenne
CTaHJapTU3aLUs 2 - 4 - 6 | 12 IIPaKTUYECKUX
JIOKYMEHTOB 3aganuii; Onpoc
3 [IpaBuna Brinonnenne
odopmiieHus ) |4 ) 6 | 12 MPAKTHYECKUX
YIIPaBJICHUYECKHUX 3aganuii; Onpoc
JOKYMEHTOB
4 Ocobennoctu Ompoc;
MOJTOTOBKH U Brimonnenue
oopMmieHUs 2 1 4 1 6 | 10 MPAKTUIECKUX
OT/ENIbHBIX BUJIOB 3aJlaHuM
JOKYMEHTOB
5 SI3BIK U CTUIIBb KoHTposbHbIii cpes;
o(pUITHATEHOTO 2 1 4 1 6 | 10 Ompoc;
nuchbMa
6 Opranuzanus Omnpoc;
JTOKyMEHTO00OpoTa >l 1lali1lelio Brimonnenue
B OpraHU3aIuu MPAKTHYECKUX
3aJjaHUN
7 Bxonsmue, Ormpoc;
UCXOAALINE, ) 1|4 1 6 | 10 Brimonnenue
BHYTPECHHUE MPAKTHYECKUX
JIOKYMEHTOIIOTOKH! 3aJjaHUN
8 Opranuzanus Omnpoc;
XpaHEHHs ) | 4 | 6 ] Brimonnenue
JOKYMEHTOB MPAKTHYECKUX
3aJjaHUN
9 Kanposoe ) 1| a4 1 6 | 3 KontposnbHbIii cpes;
JEONPOU3BOACTBO Ompoc

Tema 1. OcHOBBI TOKYyMeHTAUMOHHOTO0 o0ecniedeHus (ITK-12)

Jlexkuns.




[TpaBoBBIE aKThI, perIaMEHTUPYIOIINE JeTONPON3BOACTBO. OCHOBHBIE HOPMATUBHBIE AKThI, PETYIHPYIOLIIE
JesITeIbHOCTh OpraHu3aluii Bcex GopM COOCTBEHHOCTH B OOJIACTH JIEIOTIPOU3BOJICTBA.

Pernamentanuss TOKYMEHTHPOBAHHs, OpraHU3allMM M TEXHOJOTMH JIOKYMEHTALMOHHOTO O0€CcTeueHus
YIPaABJICHUS BEAETCS B HECKOJBKUX HANPABICHUAX: 3aKOHOAATEIILHOE PETyIHMpPOBAHUE, CTaHIApTH3AIMA,
pa3paboTKa HOPMATUBHBIX M HOPMATUBHO-METOUYECKHUX TOKYMEHTOB OOIIETOCYJapCTBEHHOTO JICHCTBUSI.
IIpakTnyeckoe 3aHsATHE.

1 Ponb 1OKyMEHTAIIMOHHOTO 00ECTIeYeHHs B YIPABICHUU COBPEMEHHBIMU OpraHU3alusIMU.

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

3 TlonsTue u o0mas XapaKTepUCTHKA JOKYMEHTA.

4 Cdepa 10KyMEHTAIMOHHOTO OOECIICUCHUS YIIPABIICHUS.

5 XapakTepucTuka HocUTeNneld HHPOPMAITUH.

6 OyHkuM qoKyMeHTa. [lonn@yHKINOHAIBHOCTS COBPEMEHHBIX IOKYMEHTOB.

7 O6paboTKa JOKyMEHTOB.

8 HopmaruBHO-paBOBOE PETyIUPOBAHUE TOKYMEHTALIMOHHOTO 00eCIIeUeH s yIPaBICHHUS.

9 IOpuaunueckast cuaa 10OKyMEHTA.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. [Ipoananu3upoBaTh OCHOBHBIE HOPMAaTHBHbBIE aKThl, PETYIHPYIOIINE TPaBIIIa ASTONPOU3BOJICTBA B
P® (Denepanbhbiii 3akoH «O0 00s3aTEILHOM IK3EMILTSIpE JOKyMeHTa» OT 29.12.94, Ne 77-D3 [lonoxenne
«O denepanvHolt apxuBHOU cy)k0e PDy»; EI'CJIOY; Tunosas nHcTpyKIus 1o aenonpousBoactsy; [OCT;
OcHoBHbI€ MpaBUiia padOThl BEJOMCTBEHHBIX apXUBOB; [lepeuHn JOKYMEHTOB ¢ yKa3aHHEM CPOKOB
XpaHeHus; TUoBoe MoyiokeHue 0 BEACHUU JeJIONPOU3BOICTBA IO MPEIOKEHUAM, 3asBICHUSIM U Kajgo0am
rpaxaH; CrieruanbHbIe aKThl ISl 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€I0NPOU3BOICTBA B YUPEKICHHSIX.

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

4. OObsicHUTE, U1 YETO Hy>KHA MHCTPYKLUS 110 1€JIONPOU3BOACTBY B OpPraHU3aIUH.
S. [Tpoananu3upoBark IpoQeccuoHanbHbIe (PYHKIIUH JSIONPOU3BOANUTEINCH.

Tema 2. Yanpukanus u cranaapruzanus 1okymentos (I1IK-12)
Jlexknus.
VHu(UKaLMA ¥ CTaHAapTH3alMsA JOKYMEHTAI[MOHHOTO OO0ECIeUYeHus KakK HarpaBlieHHE esTeIbHOCTH
rocynapcrBa. [loHsTHEe M XapakTepuUCTHKa cUCTeM JokyMmeHTanuu. O6mas xapakrepuctuka YCOP.
Xapaxkxrepuctuka OKVY]I. O0mias xapakTepuCTHKa 3aKOHOJATEIbCTBA O cTaHAapTu3anuu. [ToHsATHE U BUIBI
rOCyJlapCTBEHHBIX cTaHnapToB. Obmepoccuiickue KiaccupuKaTopbl COLUANBHON HH(POpMALIUH.
IIpakTH4eckoe 3aHATHE.

1. OxapaktepuzoBarb 0CHOBHbIE BubI Y C/l: yHUUIIMpOBAaHHAS cCHCTEMa
OpraHHU3aIOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH;

yHUGUIIMPOBaHHAs crucTeMa OAaHKOBCKOW JOKYMEHTAIIHH;

yHHU(ULIUpOBaHHAs cHcTeMa (UHAHCOBOM, YYETHOW M OTYETHOM OyXraaTepckoi JTOKYMEHTalUuu
OIOKETHBIX YUPEKICHUIN 1 OpraHu3aIui;

yHU(PULIUPOBAHHAS CUCTEMA OTUYETHO-CTaTUCTUYECKON JOKYMEHTAIUH;

yHU(DHUIIMPOBAHHAS CUCTEMA YIETHOW U OTYETHON OyXTalTepPCKOW JOKYMEHTAITUU TPEIPUATHI;
yHH(ULIIPOBaHHAS CUCTEMA IOKYMEHTALIUH 110 TPYILY;

yHUGUIIMPOBaHHAS cHCTEMa JOKYMEHTAIMH MeHCHOHHOTo GoHaa Pd;

yHH(ULIMPOBaHHAS CUCTEMA BHEITHETOPTOBON JTOKYMEHTAIINH.

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

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
HOIIFOTOBI/ITI: IMUCBbMCHHBIC OTBCTHI Ha BOITPOCHI:



1. PacckaxuTe 0 €IMHBIX IPaBUJIAaX JTOKYMEHTUPOBAHUS YIIPABICHUECKUX AEUCTBUM.
2. B KakuX TOKyMEHTaX OHH OTPaKEHbI

3. Craenarb 3IEKTPOHHYIO MPE3EHTAINIO HA TeMy «Buabl yHUPHUIMPOBAaHHBIX CUCTEM
JOKYMEHTAI[HOHHOTO 00€CTICUeHUS.

Tema 3. [IpaBuia opopmiienus ynpasjieHuyeckux 1okymeHTon (I1K-12)
Jlekumus.

O6mme TtpeboBanus. Egunpie TtpeOoBanus wu mnpaBuwia OQGOPMIIEHUS TOKYMEHTOB YIIPaBICHUS,
YCTAHOBJICHHBIE TOCYJapCTBEHHBIMM HOpPMaTWBHBIMH akTamu (Hanpumep, [OCT P 6.30-2003
«YHu(UIMpOBaHHAs CHUCTEMa OPraHM3aIl[MOHHO-PACHOPSAUTENLHON JOKyMeHTaluu. TpeOoBaHus K
o(OpMJICHUIO JOKYMEHTOBY»). BbINONMHEHHE enuHBIX TpaBuid OGOPMIICHUS JOKYMEHTOB O00ECTICUHBACT:
IOPUAMYECKYI0 CHITy JOKYMEHTOB, OpTraHM3ali0 OBICTPOrOo TIOUCKAa JOKYMEHTOB, OINEPAaTUBHOE U
Ka4eCTBEHHOE COCTAaBJIEHWE W HWCIIOJIHEHHE JTOKYMEHTOB, Ooyiee akTHMBHOE Hcmojib3oBanue [IDBM mnpu
COCTAaBIIEHUU TIOKyMEHTOB. biianku nokymeHToB. CocTaB peKBU3UTOB JOKYMEHTA.
IIpakTnyeckoe 3ansATHE.

Cocrapnenue 6JaHKOB JOKYMEHTOB.

®dopmatupoBaHue To0KyMeHTa (hopMaTel OyMaru, pacroaoKeHUE PEKBU3UTOB).

[ToHsATHE PEKBU3UTOB JOKYMEHTA, UX (DYHKIIMU U BHIBL.

XapakTepucTUKa PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

CocTaB peKBU3UTOB COAECPKATEITHHON YaCTH JOKYMEHTA.

Oco0eHHOCTH 3aI0JIHEHUSI PEKBU3UTOB O(OPMIISIONIEH YaCTH TOKyMEHTA.

NSk W=

OpraHu3annoHHOE TOCTPOCHUE CITYKObI EIONPOU3BOICTBA.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
1. Co3znath yHHBEPCAIBHYIO CXEMY JIOKYMEHTA C Pa3METKOM MoJjieit 1 30H 1J1s1 nH(OpMaITiu.
2. CocTtaBuTh TabNHIly COCTaBa PEKBU3UTOB: TOCYapCTBEHHBIN repd, rep0 cyObekra, sambema
OpraHM3aIlNH, TOBAPHBINA 3HAK, KOJI OpPraHU3aIHH, Ko (OPMBI JOKYMEHTa, HANMEHOBAHHUE OpTaHU3aIIH,
CIPaBOYHBIC TaHHBIC 00 OpraHU3aIii, HANMEHOBAHKE BH/IA JOKYMEHTA, JaTa, PETUCTPALIMOHHBIA HOMED,
CCBUIKA Ha PETUCTPALMOHHBIA HOMEP, MECTO COCTABIICHUS U M3IaHUs TOKYMEHTa, Tpu( orpaHuYeHUs
J0CTYyTIa, agpecart, rpu¢ yTBEP>KACHHUS, PE30JTIOLHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT,
OTMETKa O MPHIIOKEHUH, TOJIHICH, TPU( COTIACOBAHUS, BU3bI COINIACOBAHUS, I1€9aTh, OTMETKA O 3aBEPEHUH
KOIUH, OTMETKa 00 UCIOIHUTEINE, OTMETKA O MOCTYIIJICHUH, HACHTU(UKATOP NEKTPOHHOMN KOIHH.

Tema 4. Oco0eHHOCTH MOATOTOBKHU M 0(hopMIIeHUS OTeNbHBIX BUA0B 10KyMeHTOB (ITK-12)

Jlekumus.
Opranu3zallioOHHbIE JTOKYMEHTBHI (BHUIbl, OCOOCHHOCTH COCTaBJICHHUS, OCHOBHBIE 3aJaud KakJIOTO BHJA
nokymenta): IlonokeHue, ycraB, IITarHoe pacnucanue. HWHCTpyKUus, JOBEPEHHOCTb, JOTOBOD.
Pacniopsimutenbubie  qokymeHThl: OdopmieHue mnpukasza, ykazaHus, pacrnopsbkeHus. Odopmienue
pelieHus, MpoTokona. MHdopmalroHHO-clipaBoYHbIe TOKYMEHTHI: OdopmieHne Cleayrolmux BHIOB
JOKYMEHTOB: [JOKJIaJHasi 3allucKa, CIIy>keOHas 3amucka, OOBSCHUTENbHAs 3alucKa, CIpaBKa, MHCHMO,
TenerpamMma, Teaedonorpamma, teie (daxc).

IIpakTH4eckoe 3aHATHE.

1. OCOOEHHOCTH COCTaBIEHUSI OPraHU3ALMOHHBIX TOKYMEHTOB.

2. Conepxanue 1 TpeOOBaHUS K COCTABICHUIO 1 O(OPMIICHHIO MOJIOKEHHUS O CTPYKTYPHOM
NOAPA3ACTICHHH.

3. Conepxanue U TpeOOBaHUS K COCTABICHUIO U O()OPMIICHUIO TOJKHOCTHBIX HHCTPYKIIUH.
4. OCOOEHHOCTH COCTaBJIEHUS PACHIOPSIAUTENBHBIX TOKYMEHTOB.

5. [TpaBuna cocraBneHus U 0hOPMIICHHUS IPUKA30B [0 OCHOBHBIM BUAAM JCATEIbHOCTH
OpraHU3aIHH.

6. [TpaBuia opopMiIeHHS BBIMUCOK, PACTIOPSKEHUN U yKa3aHHH.

7. Oco0eHHOCTH coCTaBlIeHUs HH(GOPMAITMOHHO-CIIPABOYHBIX IOKYyMEHTOB.



8. [TpaBuna cocraBneHus U 0(hOPMIIEHHUS IPOTOKOJIOB.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
1 CO3IIaTB MPaKTUICCKUEC PCKOMCHAAIIUHA 11O COCTABJICHUIO PACTIOPAAUTCIIBHBIX JOKYMCHTOB.
2 Co3znaTh NpakTUYECKUE PEKOMEHJAINH 110 COCTABIECHUIO HH(POPMAIIMOHHO-CIIPABOYHBIX IOKYyMEHTOB.
3 CO3IIaTB MPaKTUYCCKUEC PCKOMCHAAIIUHA 11O COCTABJICHUIO OPraHU3alIMOHHBIX TOKYMCHTOB.

Tema 5. S3bIk ¥ cTHIBL opunnaabLHOro nucbma (IK-12)
Jlexknus.

SI3BIK U CTUJIb OUIMATIBHOTO NMUChMa, CTPYKTYpa JEJIOBOr0 MHChMa (aCHEKTHl MHChMa B 3aBUCUMOCTH OT
BUJAa U I/IH(i)opMauHH, B HEM M3JI0)KE€HHOM ). CUHTAKCHUC MUChbMa, PEKOMEHIALNH TI0 UCTIONb30BAHUIO uI/I(i)p U
CJIOB, PEKOMEHJAIUU TI0 MOCTPOEHUIO (pas, CIOBa-COKpaIIeHUs, MHHOPMATUBHOCTD U YOCIUTEIbHOCTD,
ATUKET B JEJIOBOM NEPEMUCKE.

Buapsl nucem: mnuchbMa-pUIIaIEHHUs, MTHCbMA-TIPOCHOBI, MUCHMA-TIPEUIOKEHHS, COMPOBOAUTEILHBIC
MUCbMa, THCHMA-3allpoChl, MHUCHhMa-OIAarOJAPHOCTH, HWH(GOPMALMOHHBIE THCbMA, MUCHMAa-OTBETHI,
rapaHTUHbBIC [TUCHMA.

CpaBHUTEBbHBIN aHATU3 PEKBU3UTOB MHCEM B Poccuu U MeXIyHApOAHBIX.
IIpakTH4eckoe 3aHATHE.

[IpaBuia HanMcaHUs CITY>KEOHBIX MMHUCEM.

OCHOBHBIE CTUJIEBBIE YEPTHI JI€II0OBOI pEUH.

[IpaBuna HanuCcaHUs OTAEIBHBIX BUIOB ITHCEM.

el

COCTaBJIeHI/Ie MG)KILYHapOl[HOI‘O II1McbMa 110 peKBI/I3I/ITaMI CBCACHUA 06 OTHpaBI/ITeJIe, CCBIJIKHM Ha
WHJICKC, aTa, aapecar («BHYTPEHHUH aipecy), ykazaHUe Ha KOHKPETHOE JIUI0, BCTYIUTEIbHOE OOpalieHue,
3aroJIOBOK, TEKCT, 3aKIIOUUTEIbHAs (hopMyIia, IMOAMUCH, OTMETKA O HAJMYUH NPUJIOKECHUH, YKa3aHUE Ha
pacchlIKy, IOCTCKPUNITYM, O(hOpMIIEHHE BTOPOTO M MOCIIEAYIOMIHUX JTUCTOB NMHACHMA.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. Co31arh NMPaKTUKYM IO COCTABJICHHUIO MUCEM (10 CUTYaAIIUH).

Tema 6. Opranuzanus 10KymeHTo000poTa B opranusanun (ITK-12)
Jlekumus.
[IpobGnembl TOKyMEHTOOOOpOTA: yBEIWYEHHUE OO0bEMa, aBTOMATHU3aIUs JOKYMEHTOOOOpOTa, JIKCIEPTHAs

OLICHKAa IICHHOCTU JIOKYMEHTOB, YIPOILIEHUE CXEMbl JOKYMEHTOO0OpOTa, MPUOPUTETHI COBPEMEHHOTO
apXUBHOTO JIeJa.

[Tonatue o0O0paboTKM JOKyMeHTOB. HomeHknmarypa Jen Kak CHCTEMAaTU3UPOBAHHBIM  MEepeyeHb
HAaWMEHOBAHMM JIeJl, 3aBOJUMBIX B JIEJIONPOU3BOACTBE OpraHU3aIH, C YKa3aHUEM CPOKOB MX XpaHEHUs, 10
ycTaHOBIeHHOU Gopme. HoMeHKIIaTypa Jel cOCTaBIseTCs B COOTBETCTBUU C MPaBUIAMU, U3JIOKCHHBIMU B
€MHON TOCyJapCTBEHHOM cHUCTEME AEJIONPOU3BOACTBA. BUIIbI HOMEHKIIATYp J€J: TUIOBas, MpUMEpHas U
WHAVBUAyaIbHAsT HOMEHKJIATYPHI JIe KOHKPETHON opraHu3anuu BeneHue NOKYMEHTAIMH MO OCHOBHBIM
BUJAM JeSTenbHOCTH. [ pynmupoBka AOKYMEHTOB B jena. [IpaBuia odopmiieHHs Jel B OpraHU3alUu.
Benenue xxypHalloB perucTpaimm.

IIpakTH4eckoe 3aHATHE.
1. OcHOBHBIE TTpaBUiIa 0OPAOOTKH TOKYMEHTOB.
2. HomeHkuatypa fienn B Opranu3aluu.
3. IlpaBuna apXMBHOTO XpaHEHHS JOKYMEHTOB.
4. XKypnaiibl yueTta 1 KOHTPOJISL B OpraHU3aLUH.
5. CoBpeMeHHBIE TPOOIEMBI TOKYyMEHTOO00pOTA.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. [Ipoananu3upoBaTh CaeayOIMe HOPMATUBHBIE AKTHI:
®denepanbHblii 3akoH oT 22.10.2004 Ne 125-D3 «O06 apxuBHOM aene B Poccuiickoit enepanumy;
- ®enepanbbiii 3ak0H 0T 27.07.2006 No 149-D3 «O6 mnbopmaruu, HHPOPMAITMOHHBIX TEXHOJIOTHAX H
3amuTe HHPOpMaAITUN»;
-T'OCT P 51141-98. [1enonpon3BOACTBO U apXUBHOE J1€710. TepMHUHBI U ONIPEIECICHNUS;



- 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.
Ilepedenb 00s13aTeNbHBIX KaJPOBBIX JOKYMEHTOB.
[tarHoe pacriucanue: pa3padoTKa, yTBEpKICHUE, H3MEHEHHE.
JInunoe neno pabotHuka. OCHOBHBIE IpaBUiIa (POPMUPOBAHUS U XPAHEHHUS.

1
2
3
4. TlpaBuna ¢popMupoBaHHs IPUKA30B O ABIKCHUH PAOOTHUKOB B OpraHU3aIUH.
5. TlpaBuna opopmiieHus TUUHOM KapTOuku padboTHHKA (hopma T-2).

6

YauduimpoBanHbie (HOpMBI TOKyMEHTOB KaJAPOBOTO ACIOMPON3BOICTBA: OOIIast 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 paboTsI KOHTpOJs | Oamos
/ cpe3bl
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
o opMIIEHIH U371araeMoTo0.
Tectupos 5 56.—ot 70 1o 100% TepMUHOB JaHO MIPABHILHO;
aHue 4 6. — ot 50 1o 69% TepMHHOB AaHO MPABUIIBHO.
3 6. - ot 50% mo 30% mpaBUIBHBIX OTBETOB.,
0 6- menee 30% TpaBUIBHBIX OTBETOB.,.
2. | Yauduxkamus u | Bemonaae 5 5 0. — BBITIOJIHEHBI BCE 3a/IaHUS NMTPaBUIILHO;
CTaHIApTH3AINSA | HHE 3 6. — BemonHEeHO 0T 95 1o 80% 3amanwmii;
JIOKyMEHTOB  |TIPaKTHYIEC 2 0. — BemonHeHo ot 80 10 65% 3ananwmii;
KHX 1 6. — BeImonHEHO OT 65 10 50% 3amaHui.
3a1aHUI
Ompoc 5 5 0. — CTyACHT MPaBWIHLHO ¥ MOJTHO OTBEYACT Ha BOTPOCHI; OCO3HAET U

MOHMMAeT H3yYEeHHOE; MOXET OO0OCHOBaTb CBOM  CYXKICHHS,
MPUMEHNUTh 3HAHWS Ha TPaKTHKE, IPUBECTH HEOOXOMUMBIE MPHUMEPHI
HE TOJNBKO M3 yd4eOHWKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC,
OTBEUAET IPAaMOTHO, COOITIONIAs IUTEPATyPHBIE HOPMBI.

3 6. — CTyIeHT MpOSBISET TOHMMAaHUE W 3HAHUE HW3Y4aeMOro
Marepuaia, Ho u3JiaraeT MaTepral HEMOJIHO U JIOMYCKaeT HETOYHOCTH
B OIpEJCIICHHN TOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JIOCTAaTOYHO TIIyOOKO M J0Ka3aTelIbHO O0OCHOBAaTh CBOM CYXJICHHS H
MPUBECTH CBOH NIPUMEPBL;

MPU OTBETE JIOMYCKAET OUIMOKU B TMOCIENOBATCILHOCTH H S3BIKOBOM
0OpMIICHUH H3J1araeMoro.




IIpaBuna Brimomnne 5 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUS TPABUIILHO;

odopmiieHUS HUE 3 0. — BeImosTHEHO 0T 95 10 80% 3anaHwMif;
YIPaBICHUECKH |PaKTHUEC 2 0. — BemmoHeHO oT 80 10 65% 3anaHwmii;
X JTOKYMEHTOB KHUX 1 6. — BBImIONTHEHO OT 65 10 50% 3aKaHuM.
3aJaHUM
Ompoc 5 5 0. — CTYJCHT MPaBWILHO U TIOJTHO OTBEYAET Ha BOIIPOCKHI; 0CO3HAET U

MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM  CYXKICHHA,
MPUMEHHUThH 3HAHWUS HA MPaKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.

3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHWUE H3Y4aeMOrO
MaTepuana, Ho u3jaraeT Marepuai HETOJIHO U AOIyCKAeT HETOUHOCTH
B OIpEICNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATH CBOU CYXKICHHS U
MIPUBECTH CBOM NPUMEPHI;

MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.

OcobenHoctu Omnpoc 5 5 0. — CTYOEHT NpaBUJIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
MOATOTOBKH U MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
oopmnenus MPUMEHHUThH 3HAHHUS HA MPaKTHKE, IPUBECTH HEOOXOOUMBIE MPHUMEPHI
OT/AEIBHBIX HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC
BUJIOB OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
JOKyMEHTOB 3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOrO

MaTepuaa, Ho u3jaraeT Marepuai HETOJIHO U AOIyCKAeT HETOUHOCTH
B OIpEIeNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO W JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MIPUBECTH CBOM NPUMEPEHI;

MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH U3IaraeMoro.

Brimonne 5 5 0. — BBINOJTHEHBI 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.
3aaHui
A3pik ¥ ctunbs | KonTpoa 10 10 6. — 100% npaBUIBHBIX OTBETOB;
opULMANBEHOTO | BHBII 9 6. — ot 90 1o 95% npaBUILHBIX OTBETOB;
MACbMA cpe3(KOHT 8 6. — ot 81 10 90% mpaBUIBHBIX 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.

Omnpoc 5 5 0. — CTYIEHT NpaBUJIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM  CYXKICHHA,
MPUMEHHUThH 3HAHHUS HA MPAKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
HE TONBKO M3 y4dyeOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.

3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOrO
MaTepuaa, Ho u3jaraeT Marepuai HEMOJIHO U AOIyCKaeT HETOUHOCTH
B OIpEIeNCHUH MOHATHH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MIPUBECTH CBOM NMPUMEPHI;

MPU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.




Opranusarus Ompoc 5 0. — CTyJCHT MPaBWILHO U TIOJTHO OTBEYAET Ha BOIPOCHI; 0CO3HAET U
JIOKYMEHTO000p MOHMMAeT W3YYCHHOE; MOXET OO0OCHOBaTh CBOHM  CYXKJICHUSA,
oTa B MPUMEHUTH 3HAHUS HA MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
OpraHU3alNN HE TONBKO M3 Yy4YeOHWKAa, HO W CAMOCTOSTEIBHO COCTaBJICHHBIC,
OTBEYAET TPAMOTHO, COOJTIOAst TUTEPATYPHEIC HOPMBI.
3 0. — CTyIGHT MpOSBISICT TOHUMAHWE M 3HAHUE HW3y4aeMOro
MaTepuaa, Ho U3jaraeT MaTepuai HEeIOJIHO U J0MyCKaeT HETOYHOCTH
B ONpEACICHUH MOHITHH Wik (OPMYIHPOBKE TMPABWI, HE YMeEET
JOCTaTOYHO TIIYOOKO U JIOKa3aTelbHO 000CHOBATh CBOU CYXKICHHS H
MPUBECTH CBOU MPUMEPHI,
MPU OTBETE JIOMYCKACT OIUOKHU B MOCJICAOBATCILHOCTH H SI3BIKOBOM
o OpPMIICHUH U3]IaraeMOTO.
Brinonne 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUS TPABUIILHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 6. — BoIOaHEHO 0T 80 10 65% 3amaHuii;
KHX 1 6. — BEITONHEHO OT 65 10 50% 3amaHuii.
3aJaHuH
Bxonsiue, Ompoc 5 0. — CTYJCHT MPAaBWILHO U TIOJTHO OTBEYAET Ha BOIIPOCKHI; 0CO3HAET U
HCXOSIIIE, MOHMMAET W3YYCHHOE; MOXET OO0OCHOBaTh CBOHM  CYXKJICHUSA,
BHYTpPCHHUE MPUMEHUTH 3HAHUS HAa MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
JIOKYMEHTOTIOTO HE TONBKO M3 Yy4YeOHWKAa, HO W CAMOCTOSTENBHO COCTaBJICHHBIC,
KU OTBEYAET TPAMOTHO, COOJTIOast TUTEPATYPHEIC HOPMBI.
3 0. — CTyIGHT MpOSBISICT TOHUMAHWE M 3HAHUE HW3y4aeMOro
MaTepuaa, Ho U3jaraeT MaTepuai HEeTOJHO U J0MyCKaeT HETOYHOCTH
B ONpEACICHUH MOHITHH Wik (OPMYIHPOBKE TMPABWI, HE YMEET
JOCTaTOYHO TIIYOOKO U JIOKa3aTelbHO 000CHOBATh CBOM CYXKICHHS H
MPUBECTH CBOM MPUMEPHI,
MPH OTBETE JIOMYCKACT OIMUOKHU B MOCIEAOBATCILHOCTH H SI3BIKOBOM
0o OpPMIICHUH U3]IaraeMOTO0.
Brinonne 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUS TPABUIILHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 6. — BoIOaHEHO 0T 80 10 65% 3amaHuil;
KHX 1 6. — BEITONHEHO OT 65 10 50% 3amaHuii.
3aJaHuH
Opranusarus Ompoc 5 0. — CTyJCHT MPaBWILHO U TIOJTHO OTBEYAET Ha BOIIPOCKHI; 0CO3HAET U
XpaHEHUS MOHMMAET W3YYCHHOE; MOXET O0OCHOBaTh CBOHM  CYXKJICHUSA,
JIOKYMEHTOB MPUMEHUTH 3HAHUS HA MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
HE TONBKO M3 Yy4YeOHWKAa, HO W CAMOCTOSTENBHO COCTaBJICHHBIC,
OTBEYAET TPAMOTHO, COOJTIOAsI TUTEPATYPHEIC HOPMBI.
3 0. — CTyIGHT MpOSBISICT TOHUMAHWE M 3HAHUE HW3y4aeMOro
MaTepuaa, Ho U3jaraeT MaTepuai HEIOJIHO U J0MyCKaeT HETOYHOCTH
B ONpEACICHUH MOHITHH Wik (OPMYIHPOBKE TMPABWI, HE YMeEET
JOCTaTOYHO TIIYOOKO U JIOKa3aTelbHO 000CHOBATh CBOM CYXKICHHS H
MPUBECTH CBOU MPUMEPHI,
MPH OTBETE JIOMYCKACT OIMUOKHU B MOCICAOBATCILHOCTH H SI3BIKOBOM
0o OpPMIICHUH U3]IaraeMOTO0.
Brinonne 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUS TPABUIILHO;
HHE 3 0. — BeIONHEHO OT 95 1o 80% 3amanwuii;
MpaKkTUyec 2 6. — BoIOaHEHO 0T 80 10 65% 3amaHuil;
KHX 1 6. — BEITONHEHO OT 65 1o 50% 3amaHuii.

3aJaHuNI
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9. Kanposoe Kontpon 10 10 6. — 100% npaBUIBHBIX OTBETOB;
JICJIONPON3BOJIC | BHBII 9 6. — ot 90 10 95% npaBUILHBIX OTBETOB;
TBO 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% npaBUIBLHBIX OTBETOB;
2 6 —ot 21 g0 30% npaBUILHBIX OTBETOB;
1 6. — ot 10 1o 20% npaBUIBHBIX OTBETOB.
Omnpoc 5 5 0. — CTYOEHT NpaBUWIBHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
MPUMEHHUThH 3HAHHUS HA NPAKTHKE, IPUBECTH HEOOXOOUMBIE MPUMEPHI
HE TONBKO M3 y4dyeOHHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC;
OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHWUE H3Y4aeMOTO
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEIeNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MPUBECTH CBOH NIPUMEPHI;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H S3BIKOBOM
oopmiieHNH U3IaraeMoro.

10. [IpemuansHbie OaIbl 20 JlononHuTeNbHBIE IPEMHUAIIbHBIE OaIIbl MOTYT OBITh HAUUCIICHBI: - 32
MIPOEKT, BHIMOJIIHEHHBIN MO 3aKa3y paboToAaTe s U peaJrn30BaHHbIN Ha
npaktuke — 20 6aJJIoB; - MOJTHOCTHIO MOATOTOBICHHAS K MyOIHKaUK
CTaThs 10 TEMAaTUKE B paMKax AUCUUIUTUHBI — 10 6aymioB; - mobena B
MeXperdoHanbHol onummnuane — 20 0ansoB; - ydacTue ¢ JOKIaJA0M
BO BCEPOCCHMCKOM OMUMIIMAJIE MO TEMaTHKE M3y4yaeMOW JNHUCLUIUINHE
— 20 OammoB; - nUyONMKAaLMS CTaTbM IO TEMaTHKe H3ydaeMon
JUCUUIUIMHBL B COOpHHKE CTyIeHYeCKHX paboT / marepuanax
Bcepoccuiickol KoHpepeHuuu / )xypHaie u3 nepeuns BAK — 10/ 15/
20

11. Hroro 3a cemectp 100

HToroBast oueHka 1o 3a4ery BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIpeXOaIbHOM
mkane. IlepeBox  100-0annpHOU
YeThIpeX0auIbHYIO OCYIIECTBISETCS CIEAYIOUMM 00pa3oM:

peﬁTHHFOBOﬁ OLICHKHU 10 JUCHUITIIIMHE B TpaAUIIUOHHYIO

100-0ajuibHasg cucreMa

TpanuuonHas cucrteMa

50 - 100 6ayuioB

3ayTeHo

0 - 49 Gaiu10B

He 3auteno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

Brino/iHeHHe NMPaKTHYeCKUX 3aJaHUI

Tema 2. Yaudukanus u cranaapTu3anus J0KyMEHTOB

3amanue 1: Ha nmucre dgopmara A4 m300pa3uTh CXEMbI PACIONOKCHHUS PEKBHU3UTOB W TPAHUII 30H Ha
dbopmare A4 yrmoBoro u mpomoibHOro OmankoB comtacHo ['OCT T'OCT-P-7.0.97-2016 «Cucrema

CTaHJapTOB o nHpopmaruu,

OMOIMOTEYHOMY " U3JIaTETHCKOMY Jemy.

Opranu3zalilnoOHHO-pACOpAIUTENIbHAsA JOKyMeHTaus. TpeboBanus K 0(hOpMIICHHIO TOKYMEHTOBY

3aganue 2: BcTaBuTh NpONyIIEHHBIE B TEKCTE CIOBA!

QopMysip JOKYMEHTa —

3T0 Habop o(pUIMaNTBEHOTO TMHUCHMEHHOTO JIOKYMEHTA,
PAaCIIOIOKEHHBIX B ONPEAEIEHHON
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bnank ngokymeHnta — 3T0 Habop , WICHTUPHUIUPYIOIIHH oumansHOrO
MUCBMEHHOTO J0KyMeHTa. Ha oOmem OnaHke MOTyT ObITh O(QOPMIICHBI . bnank
MUCbMa HCIIONB3YETCS TOJBKO Ui O(OPMIICHUS braHk KOHKpPETHOTO BHUAA JIOKYMEHTa
NpeIHa3HaYeH TOJBKO IS O(OpMIICHHUS TOKYMEHTa, KOTOpOTo yka3aHo Ha Omanke. Ha
61aHKe 0pOPMIISIFOT TOIBKO CTPaHHUILly TOKyMEHTA.

Boino/iHeHHe NPAKTHYECKUX 3aJaHU

Tewma 3. IIpaBuna opopmiieHHs yrpaBIeHYSCKUX JOKYMEHTOB
3amanue 1: OdhopMuTh AaTy AByMs CIOCOOaMU: CIOBECHO-IM(POBBIM U apabckuMu Iudpamu
3amanue 2: Odopmuts pexBu3uT [ pud orpanudeHus nocryna
3amanue 3: OdopMHUTh Ha3BaHUE BHJA JIOKYMEHTA U 3ar0JIOBOK K TEKCTY 3TOTO JOKYMEHTa MPOAOIBEHBIM
croco0oM, ynoTpeOuB Hy KHBIH MaIex:
[Tpuka3 (mpoBeneHHE CTPOUTEIBHBIX PAOOT)
[Ipuka3 (mpeMupoBaHUE COTPYTHUKA)
AKT (COXpaHHOCTb JOKYMEHTOB)

Tema 4. OcoGeHHOCTH MTOATOTOBKH U O(POPMIICHHUS OTAEIBHBIX BUAOB TOKYMEHTOB

3amganue Nel: Ykazanue aupexTopa 3aBojia TOYHOTO MAITHHOCTPOCHHS O TPEMUPOBAHUH PaOOTHHKOB
IJIAHOBO-3KOHOMHUYECKOT0 OT/IENIa 3a IOCPOUHYIO pa3paboTky TexnpoMpuHiviana. [Ipemus Beigaetcs us
¢dona MaTepuanbHOro nooiipeHus B pazmepe 60% mecssuHoro oknaga. Jlpyrue g1aHHble B TEKCTE U
PEKBU3UTHI YKAKUTE CAMOCTOSITENILHO.

3amanue Ne2: Tlpuxa3 06 utorax padotsl ¢ rokymeHTamu B 2019r. B 3A0 «Crankepy». B koHcTaTupytromei
YacTH YKaKUTE Ha HU3KYIO TpeOOBaTeIbHOCTh PYKOBOAWTENEH MOAPA3JCNICHUS K KadeCTBY IOATOTOBKHU
JOKYMEHTOB U KOHTPOJISl UX UCIIONIHEHUS. B pacnopsinTenbHON yacTu oOpaTuTe BHUMaHUE PyKOBOIUTENIEH
Ha TMOBBIIIEHUE TPeOOBAaTENBbHOCTH K pa0OTHUKAM B YacTU paboThl ¢ JokyMeHTamu. JlaiiTe 3amaHue
COTPYIHUKY, OTBEUAIOLIEMY 3a JIEJIONPOU3BOICTBO, pa3paboTarh yay4lIeHUIO 3Toi paboThl. J{pyrue naHHbie
B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENILHO.

Tema 6. Opranuzarust JOKYMEHTOO00pOTa B OpraHU3aIuu

3ananue 1: CocTaBUTh KOMIUIEKT JOKYMEHTOB Ipu yBosbHEeHHH Oyxrantepa [TAO «Cropt+» 3a BOPOBCTBO
B pa3zmepe 100000 pyO6neii: mokaaHyIo 3aMMCKy IIaBHOTO OyXraiarepa, 0ObICHUTEIbHYIO 3aIHCKY
OyxranTepa U MpUKa3.

3amanue 2: CoCTaBUTh KOMIUIEKT TOKYMEHTOB IipH yBosbHEHUH yoopuiibl OO0 «CeKkplopuTr» 3a Mporyi:
aKT, CBUACTEILCTBYIOLUI O (hakTe mporyna, oObsICHUTENbHYIO 3aIUCKY paOOTHUKA, KOHTPAKT, B KOTOPOM
yKa3aH PeKUM 3aHATHUS.

3ananue 3: OQopMmuTh MpUKA3 O HAMpaBICHUH PAOOTHHKA B KOMAHIWPOBKY Ha OCHOBE IpeIIaraeMoro
oOpa3sia.

Tewma 7. Bxogsuue, ucxoasuyme, BHyTPEHHUE JOKYMEHTOIIOTOKH
3anmanue 1: CoctaBuTh npoTokon 3aceaanus npoproma AO Capcunckuit JIO3 o HapylmeHHH TPYIOBOM
JTUCIHUILTAHBI HauadbHUKOM 1iexa 3 BumcoBeim A.U. [IpucyTtcTBOBanyu wieHsl mpodroma NBanos AT,
Cupnopos I /1., Tunes C.II. Ilpurnamennsie - nupexrop AO Capcunckuii JIO3 Kpusonoros I'./]. u 3am.
mupekTopa bukypun E.A. [1o Bonpocy BeicTynui npezacenarens npopxoma Cunopos IL., B cBoeM
BBICTYIIJICHUU OH JIOJIOXKHJI, YTO HaYaJIbHUK 1eXa 3 HEOJHOKPATHO HAaXOAMJICS Ha CBOEM paboueM MecTe B
HETPE3BOM COCTOSIHMH, TIOKA3bIBast AYPHOI MPUMEp CBOMM MOTYUHEHHBIM. [Ipeiokun o0bSBUTH BEITOBOP
BunucoBy A.J. ¢ 3aHeceHHEM B JIMYHOE JIEN10, a IIPH MOCIEAYIOLIEM HapYLIEHUH TPYAO0BOM TUCIIUILINHEI
OTCTPaHUTbh €r0 OT 3aHUMAeMOH JTOJDKHOCTH. Pacmionoxuts Ha obmem Onanke. [loamuTs B nerno,
OCTaJIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.



3ananue 2: CocTaBbTe MUCHMO - 3aIPOC HA MOJYYCHHE CIIPABKH 00 OTCYTCTBUM 33J0JKCHHOCTEH mepen
oromxerom o1 OOIIecTBa ¢ OrpaHuYeHHON OTBeTcTBeHHOCThIO «[lamsmupa» (OI'PH 1042003208000, MTHH
780796770, KIIIT 780101001, 192011, r. Cankr-IlerepOypr, yi. Canosas, 1.28. dupextop Marsees H.H.) B
NOHC Poccun mno IlpaBobGepexHomy paiioHy I. Maruutoropcka Iloromuny Amutpuio BacumbeBuuy.
ITucemo 3apeructpuposano 3a Ne Ne 75 ot 10.01.20XX 1. ¢ TEKCTOM CJIEYIOIIETO COAEPIKAHU:

[Tpomy BbIaTh crpaBKy 00 OTCYTCTBHM 33J0JDKEHHOCTEW mepen OromkeroM. CrpaBKy MpOIIy BbIIATh
[IaBHOMY OyXTrajiTepy JIMYHO B PYKH.

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

Tema 8. Opranuzanusi XpaHeHus TOKYMEHTOB
1 CocTaBuUTh JUYHOE ACJI0 COTPYAHUKA U MMOATOTOBUTL €T0 IS CAAYU B apXUB.
2 CocTaBHUTbH OMHUCHh HAXOAAIIUXCS B IMYHOM Jielie JOKYMEHTOB.
3 IToaroToBUTH akT NpueMa-Mepeaayy JUUHbIX J€l B apXUB.

KonTpoabHblii cpe3

Tema 5. SI3bIK U CTHIB ODUITHATIEHOTO THCHMA
1. Yem BHelIHe OTIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYATEJIbHOI0 BapuaHTa?
+ Hannuchio «1poekT» B BEpXHEM MOJI€ CIPaBa;
— IIpoekT He 06s3aTeTpHO 0OPMIIITEH B TaKOU ke (opMe, Kak OyayInuid TOKyMEHT, I0CTaTOYHO CaMOTO
TEKCTa;
— IIpoexT oopmiisieTcss Ha crienraaIbHOM OJIaHKE.
2. Kakasi 4acTh NOCTAHOBJICHUS COIEPKUT HOPMATHUBHBIE MOJI0KEHUSI UM MOPyYeHus ?
+ PacniopsiaurenbHas;
— Koncrarupyromias;
— BBomnast.
3. B cocTtaB uH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB He BXOMT:
+ yKa3aHue,
— JIOKJIaJIHas 3alKiCKa;
— CBOJIKA.
4. Bua uHpopManmoHHO-CIPABOYHOI TOKYMEHTALMH, SIBJISIIONIENiCSl CIIOCOO0OM ONepPaTHUBHOIO
HH(POPMALMOHHOTO 00MEHA MEKIY OPraHU3auUsMU, HA3bIBAETCS:
+ nepenuckoi;
— TOKyMEHTaluen AJisl CIIy>ke0HOTO MOJIb30BaHUS;
— CTaTUCTUYECKON OTYETHOCTBIO.
5. Yto npeacrapJsieT co00ii 3asiBJIeHUE B IOKYMEHTO000pOTe OpraHu3anum’?
+ DTO TOKYMEHT, KOTOPBIH aJpecoBaH JOJDKHOCTHOMY JIUITY U COACPKHUT KaKyI-THO0 MPOCK0y pabOTHUKA;
— OTO JOKYMEHT C MpeI0KEHUEM Ha3HAUUTh, IEPEMECTUTh WIIM MOOIIPUThH pabOTHHUKA;

— OTO TOKYMEHT, OOBACHSIONINNA TPUYUHBI CTYYHBIIETOCS, KOTOPBIH COCTaBIsAET paOOTHUK HA UMS
PYKOBOIUTEIL.

6. Yto He sBIsIeTCA NPU3HAKOM aKTa?

+ cocraBiieHne B CBOOOIHOM (hopme;

— yCTaHOBIJIEHUE (DAKTUYECKOTO COCTOSIHUE /I U OTPAXKEHUE €T0 B aKTe;

— KOJUIETHAJIbHOCTh COCTaBJICHUS.

7. JOKyMeHTBI, KOTOpPbIe U3AAHbI BHYTPH YUYPeKACHUS U OTIPABJICHBbI 32 ero npeaejabl 1Js
PYKOBOICTBA HUAKECTOSIIIIUM OPraHaM ynpasJjieHHs JU0O0 B LeJAX HCIOJTHEHHS MUChbMEHHBbIX
YKa3aHMH BbICIIEH HHCTAHUUH, HA3bIBAKOTCH:

+ UCXOSIIMMU JOKYMEHTAMU;
— BXOJSIIIIUMH IOKYMEHTaMU;
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— IIEPETIUCKOM.
8. Uto BKJIIOYAET B ce0sl TEXHUYECKOEe UCIIOJIHEHUE TOKYMEHTa:

+ MOATOTOBKY MPOEKTa JOKyMEHTa, HAa0Op U pacredyarky TeKCTa IMPOeKTa, KOPPEKTUPOBKY CONEPIKaHHS
JOKyMEHTA MOCJIe coriacoBanus, opopmieHne GUHAIHLHOTO BapHaHTa T0KYMEHTA,

— MPEAO0CTaBIEHUE PACIIEUaTaHHOIO IIPOEKTA JOKYMEHTA PYKOBOAUTEIIO HA COIVIaCOBAaHUE, YCTPAHEHHE
HETOYHOCTEH, HAOOP OKOHYATEILHOTO IOKYMEHTA;

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

17. Koraa 10KyMeHT SIBJISIeTCS UCIIOJTHEHHBIM?

+ Korna paccmarpuBaeMblii B JOKyMEHTE BOIPOC pa3pelieH MOJHOCTHIO U MepenucKka o HeMy 3aBepIleHa;
— Kak ToibKo TOKYyMEHTY MPUCBOEH PETUCTPALMOHHBIN HOMED;

— Kora 1okyMeHT nojlyueH KOHEUHBIM aJIpecaToM.

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

+ No 12, Ne 13, Ne 14;
—No 12, Ne 14, Ne 16;
—Ne 11, Ne 12, Ne 14,
10. Hudposoii niiu 0yKBeHHO-IIU(PPOBOIT HAECHTHU(PUKATOP TOKYMEHTA, BKJIKYAIOUIUI MOPSAAKOBbII

HOMep, 10NOJIHsIeMbIii N0 JKeJIaHNI0 MHAEKCAMHU COIVIACHO MCNOJb3yeMbIM KiIaccuukaTropam,
Ha3bIBaeTCs:

+ perucTpaloOHHBIM HOMEPOM JOKYMEHTA;

— rpucdom;

— JIaTOW IOKYMEHTA.

11. Kaxkoii ¢popmar Gymaru ucnoJib3yeTcs 1Jisi M3roToBJIeHHUs OJIAHKOB Pe30JII0IMi?
+ AS, A6;

— A4, AS;

— A6, A4.

12. HocuresieM nHpopManum siBJasieTCs:

+ MarepuaIbHbII 00BEKT, KOTOPBIN HYKEH JUIsl (PUKCAIINH, XpaHEHHUs (MU BOCIIPOU3BECHHS) PEUEBO,
3BYKOBOW WJIM M300pa3UTENbHON HHPOPMALIUY;

— co3/arenb JOKYMEHTA;
— CTPYKTYpHOE NOJpa3/ieleHHe, BhIMONHIOMEee (GYHKIUH 110 BEICHUIO0 JOKYMEHTO000POTA.

13. CBoiicTBO JOKYMEHTA NOATBEPKAATH AeJI0BYIO 1esITeIbHOCTD JTH00 COObITHE JTUYHOTO XapaKTepa
—3T0:

+ OpUInYICCKad 3HAYMMOCTb JOKYMCHTA,
— IOpUAUYCCKas Cujia IOKYMCHTA,
— AYyTCHTUYHOCTb.

Tema 9. KagpoBoe 1e10mpon3BoACTBO

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

a) IMITaTHOE PacCIHCaHuE;

0) ycras;

B) TOJIOKCHHUE;

I') CTPYKTypa U IITaTHAsI YUCIEHHOCTD.

2. KakoMy BHUZly JOKYMEHTAI[UU OTHOCUTCS YCTaB:
a) OpraHu3aluOHHAs;

0) pactiops,IUTEIbHAS,

B) MH(OPMAIIIOHHO-CIIPAaBOYHAS;

I') JOKYMEHT I10 JINYHOMY COCTaBYy.
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3. HopmaruBHBIN aKT, yCTaHaBIUBAIOIIWK MOPSAOK 00pa3oBaHUs, CTPYKTYpPY, (YHKLUUH, KOMIIETCHIIHIO,
00s13aHHOCTH U OPTaHU3AIMIO paOOTHI MPEIPUATHS U CTPYKTYPHOTO MOJPA3ICTICHHS, 3TO:

a) MOJIOKEHUE;

0) ycTas;

B) MHCTPYKLIUS;

I') IpaBWJIa BHYTPEHHETO TPYAOBOTO pactopsiaKa.

4. OcHOBaHMEM Il BHECCHHS M3MEHEHUH B IOJKHOCTHYIO MHCTPYKLIHUIO SIBIISETCS:
a) yCTas,

0) npukas;

B) TOJIOKCHHUE,

I') pellEHuE.

5. Kako# U3 1OKyMEHTOB OTHOCSIT K OpraHU3allUOHHBIM?

a) MpUKa3;

0) MoJIOKECHHE;

B) YKa3aHHUE;

T') CTIpaBKa.

6. KakoMmy Buay JOKyMEHTALlMM OTHOCUTCS IIPUKA3:

a) OpraHu3alMOHHAs;

0) pacniopsiiuTenpHasi;

B) CITpaBOYHO-MH(POPMAIIMOHHAS,

) HHPOPMAITMOHHASL.

7. IlpaBOBOM aKT, MPUHUMAEMBIN KOJJIETMEd MUHUCTEPCTBA WJIM BEIOMCTBA, HAYYHBIM COBETOM U T.[I. 3TO:
a) pacopsKEHHUE;

0) pemieHwue;

B) IIpUKa3;

T') yKa3aHue.

8.Kakoro pexkBu3uTa HET B BBINKMCKE U3 NIpUKa3a?

a) Ha3BaHHUE OPTraHU3AIUH;

0) Ha3BaHME BU/1Aa JOKYMEHTA;

B) JaTta, HOMEp;

T') CChUTKA HA PETHCTPAIMOHHBIN HOMED U JAaTy JOKYMEHTA.
9. YacTh TEKCTA MpHKa3a, TAE OTPAKAIOTCS LEIU U 3a7a4d, NPEINUCHIBAEMbIX IEHUCTBUM, MPUYUHBI U3TaHUS
npHKasa:

a) OCHOBHas;

0) IOTIOJTHUTEIbHAS;
B) KOHCTaTHPYIOIIIas;
I') pacnopsiAUTEIbHAsL.

10. lokyMeHTBI, B KOTOPBIX (PUKCUPYETCS pelleHue aJMUHUCTPATHUBHBIX U OPraHU3aIMOHHBIX BOIPOCOB,
3TO:

a) OpraHu3allMOHHbIE TOKYMEHTHI;
0) TOKyMEHTBHI 110 JINYHOMY COCTaBY;
B) CITPaBOYHO-MH(OPMAIIMOHHEBIE;

I') paclopsiAUTENbHBIE.

11. IIpaBoBOM akT, W3aBa€Mbli MUHUCTEPCTBAMH, BEIOMCTBAMH, OpPraHU3AIUAMHU MPEUMYIIECTBEHHO IO
BOoIpocaM HMH(OPMAIMOHHO-METOIMYECKOTO XapakTepa, a TaK e [0 BOMNpOcaM, CBSI3aHHBIM C
OpraHu3alfei UCIoMTHEHUs MPUKA30B, MHCTPYKLUUN U IPYTHUX aKTOB, 3TO:

a) yKa3aHue;
0) nmpukas;
B) pPELICHMUE;
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I') pacropsibKEeHNUE.

16. JIOKyMEeHT, cofepKalluii IMOCJIEI0BaTEIbHYI0 3alliCh XOAa OOCYXKICHHS BOMPOCOB W TPUHSITHS
pelIeHnit Ha COOpaHusX, COBEIIAHUAX, KOHPEPEHINAX U 3aCEIaHUAX KOJJIETHaJIbHBIX OPTaHOB, 3TO:

a) TIOJIOXKEHUE;

0) IpoTOKOI;

B) aKT;

r) ciry>keOHast 3ammcKa.

17. AXT nOaIUCBIBAETC:

a) PYKOBOJUTENEM TPEAIPUSITHUS;
0) mpezacenareneM U CEKpeTapem;
B) IpejicenaTeneM KOMUCCHH;

') BCEMHU YJIEHAMU KOMUCCHH.

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

a) MOKJaHas 3ar1cKa;

0) OOBSCHUTEIIbHAS 3aITUCKa,

B) 3asIBJICHUE;

T') IUCHMO.

19. TekcT akTa AOMHKEH 3aKaHYMBATHCA . ..

a) PacChUIKOM MO IK3EMILISIPaM;

0) MOANHCSIMU;

B) OTMETKON O MPUJIOKEHUH K JOKYMEHTY;

I) eYaThIO.

20. B kakoii mocneaoBareasHOCTH 0(OPMIISIETCS BBOHAS YaCTh IPOTOKOIA?
a) mpenceaaresb CeKpeTaph, MPUCYTCTBOBAIIH, TOBECTKA JTHS,

0) MoBeCTKa JIHsI, MPUCYTCTBOBAIIH, MPEACEAATEh, CEKPETaPh;

B) moBectka nus, CJIYIIAJIN, BBICTYIIUIIN, TIOCTAHOBWIIN;
r) CJIVIIAJIN, [IOCTAHOBWJIN.

21. He BXOOUT B cOCTaB PEKBU3UTOB IPOTOKOJIA CIAEAYIOUINI PEKBU3UT:
a) 3aroJIOBOK;

0) aagpecar;

B) TIOJITKCH;

I') HAMMEHOBAHHE BUJIA IOKyMEHTA.

22. Kakue pexBusnuthl HE BX0AsT B cOcTaB peKBU3UTOB aKkTa?

a) HAMMEHOBaHUE OpraHu3aluy (IOAPa3IeICHUs), COCTaBUBILIEH aKT;
0) Ha3BaHWE BHJIA JJOKYMEHTA,

B) MECTO COCTABJICHUS;

T') CIIPABOYHBIC JaHHBIC 00 OpraHU3aIlNH.

23. Kakoro pekBU3HTa HET B IOKJIAHOM (Cayx)eOHOil) 3amucke?

a) HAMMEHOBAaHME BUJIA JIOKYMEHTA;

0) MECTO COCTaBJICHHS,

B) TEKCT;

r) Jara.

24. C xaKo# LEIBI0 COCTABIAETCA OOBACHUTEIbHAS 3aiCcKa?

a) OOBSACHUTH NMPHUYUHBI HAPYIICHUS TPYIOBOW AUCIUILIMHBI, HEBBIMOJHEHHUS KaKOrO-JIMOO MOpydYeHUs,
MOSICHUTD COJEPKAHUE OTAEIbHBIX MOJI0KEHNN OCHOBHOT'O IOKYMEHTA (IlJIaHa, IPOrpaMMBbl, OTYETA U T.1.);

6) OMUCaTb USMCHCHUS JINYHBIX NAHHBIX B JOKYMCHTAX,
B) 3a)MKCUPOBATh UMEBIITHE MECTO (haKTHI;
T') 3aKPEMUTh IPABOBOE TOJI0KECHNUE OPTaHU3AIHH.
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25. BribepuTe npaBUIbHBIN BapUaHT PEKBU3UTOB MTPOTOKOIA?

a) HaMMEHOBaHWE OpraHu3aluu (CTPYKTYpHOTO TMOApa3JelieHus1), Ha3BaHWE BHJA [IOKyMEHTa, [ara
3aceqaHus, HOMep, 3aroJIOBOK TEKCTa, TEKCT, MOATUCH;

0) HaMMEHOBAaHHE OpTaHU3aIuU (CTPYKTYPHOTO TOMpA3/e/ICHHs), CIIPAaBOYHbBIE JTaHHBIC 00 OpraHu3aIluH,
Ha3BaHME BUJA TOKYMEHTA, J1aTa 3aCeIaHus, HOMEp, 3ar0OJIOBOK TEKCTAa, TEKCT, TIOAINCH;

B) HaNMCHOBAaHHWEC OpTraHHU3alli, JaTa 3aC€aaHusd, HOMCP, 3arojIoOBOK TCKCTA, TEKCT, ITOAIIUCH,

1) HAMMEHOBAaHUE OpPTaHM3ALUHU (CTPYKTYPHOTO TOApAa3/eeHHUs1), CIPaBOYHbIE JaHHbIE 00 OpraHU3alH,
Ha3BaHUE BUJA JOKYMEHTA, jaTa 3aceJaHusl, HOMEp, 3aroJ0OBOK TEKCTa, TEKCT, IIOJIIUCH, aapecar.

Omnpoc

Tema 1. OCHOBBI TOKYMEHTAITMOHHOTO O00CCIICYCHUS
1. OcHoBHBIC (DyHKIIMOHATBLHBIE CUCTEMBI JOKyMeHTaIu B Poccun

2. Opuanyeckas cuna JOKyMEHTA: MPOLEAYpPhl MNPHUAAHUS FOPUAUMYECKON CHJIbI PA3IUYHBIM BHJIAM
JOKYMEHTOB

3. Ponb goKyMEHTAIIMIOHHOTO 0OeCTIeYeHHsI B YIIPABIEHUN COBPEMEHHBIMU OPraHU3aLUSIMU?
4. HopmaTuBHO-IIPAaBOBBIE AKTHI, PETYIHPYIOIINE JOKYMEHTAIIMOHHOE 00ecIieueHre YIpaBIeHUs ?

Tema 2. Yaudukanus u crangapTu3anus J0KyMEHTOB
1. Pacckaxkute 0 eIUHBIX MpaBUJiax TOKYMEHTUPOBAHUS yIPABICHYECKUX NEUCTBUM. B KaknX HJOKymMeHTax
OHM OTPa’XKCHbI
2. Packpoiite Bce peKBU3UTHI CIy)eOHBIX ToKyMeHTOB coriiacHo ['OCT P 7.0.97-2016. Pacckaxute 00 ux
PacroiIoKEeHUU Ha TOKyMEHTE U 0(pOPMIICHUH.

3. [lonsaTue «6mank MOKyMeHTa». Buapl O1aHKOB, MX Ha3HAUYCHHUE.

4. IpaBuna opopMIICHHUS, U3TOTOBICHHUS, YI€Ta, UCTIONH30BAHMS U XpaHEHUS OJJAHKOB OpTaHU3aI[UH.
5. Kakoe konnuectBo pexkBu3uToB npeaycmarpuaetr [OCT P 7.0.97-2016?

6. Kakue BapraHThl pa3MelIeHUs PEKBU3UTOB Ha OJIaHKe BbI 3HaeTe?

7. Yrto Takoe ¢popmymsap-oopazern OPIL?

Tewma 3. IlpaBuna opopmiteHHs yrpaBIeHYECKUX JOKYMEHTOB
[epeuncaure ocnoBHbie [OCTHI B cdepe AeT0mpon3BOACTBA U PACKPONTE KPATKO UX COJCpPKAHNE
Packpotite coneprkanue pekBusuta «Ipud cormacoBanus»
Packpoiite conepxanue pexsusura «llognuce»

b S

Packpoiite conepxanue pexkBusuta «lleyarsy

Tema 4. OcoOeHHOCTH MTOATOTOBKH M 0()OPMIICHHSI OTACIIBHBIX BUIOB TOKYMEHTOB
1 HOHHTI/IG 1 HA3HAYCHUC paCHOpH,Z[I/ITeJIBHLIX ,Z[OKYMGHTOB.
2 3HadeHne U PyHKIIMH OTYETHO-CTAaTUCTUICCKUX JOKYMEHTOB
3 Bujapl n1aHOBBIX JOKYMEHTOB U UX KpaTKasi XapaKTepUCTHKA.

Tema 5. SI3bIK U CTUIIH OUIMATIBHOTO MMUCHMA
ITpaBuna HanMcaHuUs CITy>KEOHBIX MHUCEM.

2. OCHOBHBIE CTUJIEBBIE YEPTHI JI€IIOBOI pEUH.
3. [IpaBuna HanMcaHuUsl OTAEIBHBIX BUAOB ITUCEM.
4. CocraBieHre MeXIyHApOIHOTO MUChMa MO0 PEKBU3UTAM: CBEJICHUSI 00 OTIIPaBUTENE, CCHUIKU HA

MHJIEKC, J1aTa, ajipecar («BHYTPEHHUH aJipecy), yKa3aHue Ha KOHKPETHOE JIMI0, BCTYIHUTEIbHOE oOpalleHue,
3aroJIOBOK, TEKCT, 3aKIIOUUTEIbHAs (hopMyIia, IMOAMUCH, OTMETKA O HAJMUUH NPUJIOKECHUH, YKa3aHUE Ha
PacchUIKy, IOCTCKPUNITYM, O(hOpMIIEHHE BTOPOTO M MOCIEAYIOMIUX JTUCTOB MUCHMA.

Tema 6. Opranuzanys J0KyMEHTO000pOTa B OpraHU3aluu



1. Uto BKIIIOUAET TEKCT pe3tome?

2. Kakum o6pazom oopmitsieTcst TpyZI0BO# 10roBop?

3. O0s13aTenbHO COCTABIATh KOHTPAKT IPU IpUeMe Ha paboTy?

4. B xakoMm ciiyyae paOOTHHK TUIIET 3asBJIeHHE 00 YBOJIbHCHUH?

5. Kro sBnsieTcst aapecaToM MpH HAMCAHUHM OOBSICHUTEIBHOM 3aITUCKHU?

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

2 JlaiiTe OCHOBHBIE XapaKTEPUCTUKU NH(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 OueHnka 3HaYMMOCTH IOKyMEHTOB M CPOKH MX XPaHEHMSI.
2 Bunpl apXuBHBIX JOKYMEHTOB.
3 IloaroroBka Jiei Ajisl Cauu B apXHUB.
4 ObGecnieueHne COXPaAaHHOCTH JIOKYMEHTOB.
5 OCHOBBI 3aKOHOJIATENILCTBA 10 APXUBHOMY JEIY.
6 XpaHeHue U y4eT apXUBHBIX JOKYMEHTOB.
7 KomruiekToBaHHE apXUBOB apXUBHBIMH JIOKYMEHTAMU.
8 JlocTyn K apXHUBHBIM JIOKYMEHTAM U UX HCIOJIb30BaHUE.
9 Kak ocyuiecTBisercs: cucTeMaru3alus U XpaHeHHe IOKYMEHTOB B OpraHU3alum?

10 PackpoiiTe copep:kaHue MOHATHS «HOMEHKJIaTypa aein». Kakoe T0IKHOCTHOE JIUI0 B OPraHU3aIuu
OTBEYAEeT 3a COCTABJICHUE U BBEACHHE B JICHICTBIE HOMEHKIATYPHI Jen?

Tema 9. KagpoBoe 1e1011pon3BoACTBO
[lepedens 00sI3aTeNBHBIX KaJAPOBBIX JOKYMEHTOB.
[tarHoe pacriucanue: pa3padoTKa, yTBEpKICHUE, H3MEHEHHE.
JImanoe neno pabotHrka. OCHOBHBIC TIpaBUiIa (POPMHUPOBAHUS M XPAHCHHSI.
[IpaBuna popMupoBaHus MPUKA30B O ABMKEHHH PAOOTHUKOB B OpraHU3aIHH.
[IpaBuna opopmieHust TMIHON KapTouku padoTHuKa (popma T-2).

A o e

YHuduuupoBaHHbie GOPMbI JOKYMEHTOB KaJJpOBOTO JI€JIONPOM3BOICTBA: 00IIast XapaKTePUCTHKA.
TecrupoBanue

Tema 1. OCHOBBI JOKYMEHTAIIIOHHOTO 00ECTICYCHHUS
1. YTo He OTHOCHUTCH K YYPeAUTEJbHBIM JOKYMEHTAM HPUINYECKOro Juna?
+ IIpoTokon coOpanus yupeauTese;
— YcrasB;
— YupeauTenbHbli JOTOBOP.
2. [ToJs105keHHE 0 CTPYKTYPHOM MOAPA3/AeJeHUH — ITO:

+ paBOBOH aKT, KOTOPBIN YCTaHABIMBAET CTATYC, (PyHKIMH, TIpaBa, 005S3aHHOCTH M OTBETCTBEHHOCTb
CTPYKTYPHBIX IIOAPA3ACIICHUN UIIX UHBIX OPTraHOB;



— MPaBOBOM aKT, KOTOPBIH ONpeeNseT CTaTyC OpraHu3aliy, ee 3aJa4u U GyHKIUH, [IPaBa,
OTBETCTBEHHOCTb, NTOPSJIOK ACSITEIBHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO O0SI3YIOTCS CO3AaTh IOPUAMYECKOE JIUIO U YCTAHABIMBAIOT OPSIIO0K
COBMECTHOH JIeATEIbHOCTHU TI0 IaHHOMY (DaKTy.

3. JlaToii JOJZKHOCTHOM MHCTPYKIUH SIBJISIETCS 1aTa:

+ ee YTBEPKICHHU,

— €€ COCTaBJICHUS;

— 03HAKOMJICHHUSI C HE paOOTHHKA.

4. IIpaBoBoii aKT, B KOTOPOM 0TOOpazkaeTcsi MOPSAOK AeSTeJIbHOCTH PYKOBOJACTBA OPraHU3alHH, a
PABHO KOJLIETHAJBHOI0 WJIH COBEIIATEIBHOI0 OPraHa — 310:

+ perniaMeHT,

— IITaTHOE PacCIUCaHNUE;

— yCTas.

5. ITo chepe cBoero aeiicTBUs pacnopsiAuTeIbHbIE JOKYMEHThI 1eJIATCH Ha:

+ (enepanbHOTO YPOBHS, pETHOHATIBLHOTO YPOBHSI, IPABOBBIE aKThl OPraHU3aIHIA;
— KOJUIEKTUBHBIE U UHAWBUIYaJIbHBIC;

— IIPABOBBIC AKThI OPraHU3alui, IPABOBbIC AKThI UX CTPYKTYPHBIX MOAPA3IEICHUN.
6. Pacnnopsizkenne u3naercs:

+ €QUHOJINYHO;

— KOJUIETHAJIBHO;

— B YCJIOBUSIX BEJOMCTBEHHOI'O PEryJIMPOBaHHUS.

7. Konust 4acTu J0KYMEHTAa, KOTOpasi 3aBepeHa B onpeaeieHHOM MOPsiAKe, 3TO:
+ BBINIUCKA;

— DIIEKTPOHHAs KOTIHS;

— myOuKar.

8. He siBaIsieTcs1 AJOKYMEHTOM, KOTOPbI HHULMUPYET pelleHue:

+ IPOEKT JOKYMEHTA;

— 3aKJIFOUYEHHUE;

— JIOKJIa/{Has 3aIIMCKa.

4.3 TIpomexxyTouHas aTTecTalus M0 AUCIUILTHHE IPOBOAUTCS B hopMe 3aueTa

Tunossie Bonpocekl 3auera (IIK-12)

1 TlonaTne nenONpOM3BOACTBA, 3HAYEHHUE JOKYMEHTOB B YIPABICHYECKOH NESITEIBHOCTH
npeanpuatus. OyHKIUHA TOKyMEHTOB.

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

3 HopMaruBHO-MeTOIMYECKAss OCHOBA AEJIOMPOU3BOICTBRA.

4 ®opmymsip-obpazen. bnanku mokymeHTOB. Cxema pacmojOXKEHHS PEKBU3HUTOB.
5 Enunbie mpaBuia ogopMIICHUS JOKYMEHTOB.

6 SI3bIK CITy’KEOHBIX IOKYMEHTOB.

7 TOCT-P-7.0.97-2016 «Cucrema cranaapToB 1o WH(OpMaIuu, OMOIUOTEYHOMY M H3IATCIBCKOMY
neny.  OpraHu3alliOHHO-pacHoOpsIAUTENbHAS — JOKyMEHTalws. TpeboBaHUs K  O(OPMIICHUIO
JIOKYMEHTOBY»

8 Opranu3anvoOHHO-PACIIOPSIAUTENbHAS JIOKyMEHTAaIusI. OcobenHoctH odopmiteHus
pactopsSANTENHHBIX TOKYMEHTOB.

9 Ilonstue npuka3za. IIpaBuna cocraBneHus.
10 Bunbl paciopsauTenbHBIX JOKYMEHTOB U OCOOEHHOCTH WX O(hOopMIICHHS
11 OO6ume cBepeHust 00 OpraHU3alMOHHO-TIPABOBBIX JTOKYMEHTAX.
12 OpraHnu3aliMOHHO-NPABOBBIE JOKYMEHTHI. Y UpEIUTEIIbHBIE TOKYMEHTHI.
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13 Opranu3aiiuOHHO-NIPAaBOBBIE JOKYMEHTBI. OpraHU3alMOHHbIE JOKYMEHTHI.

14 JIokyMEHTBI MO JMYHOMY COCTaBy.

15 TpynoBoii 7OTOBOpP U OCOOCHHOCTH O(POPMITCHUSI.

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

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

18 Pestome, aBToOMOTpaduu, XapaKTEPUCTHKH.

19 Ocobennoctu opopmieHus nucbma. Hopmbl 0uIIansHOrO CTUIIA.

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

21 Cuctema nenmompousBoicTBa mpeanpusatus. CTpykTypa U 00beM TOKyMEHTOOO0OpOTa.

22 PerucrpaliioHHO-KOHTpoJsIbHbIE KapTouku (PKK).

23 XKypuansHas (opma perucTpariiu.

24 ®opmupOBaHME JEI IPEITPUITHS.

25 OmnepaTuBHOE XpaHEHHE JOKyMEHTOB. HoMeHKkaTypa aen.

26 OmnepartuBHOE XpaHeHue aea. CocTaBlieHUE ONUCENH. DKCIEPTHU3a LIEHHOCTEW JOKyMEHTOB

27 TepMuH «KOH(PUACHIMATBHBIA JOKYMEHT». [pudbl OrpaHUYEeHHOTO IOCTyIa: KOH(GUIEHIIUAILHO;
KOMMepuecKas TaifHa; JJis CIIy>keOHOTO MOJIb30BaHUS.

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

TunoBble 3axanus A 3a4era (IIK-12)
1. OGopMUTE PEKBU3UT «aapecar» YIIOBBIM CIIOCOOOM:
Hupexrop OO0 «Kopuua+» M3onsues B.®., anpec: 392000, r. Tam60B, yn. Coerckas, 1.28.
2. OdopMHUTBH BHU3Y COTIIACOBAHMUS:
HauansHuk otnena xagpos Cepreesa 1.A.
3. CocraBbTe ciy:kKeOHO€ UHUIIMATUBHOE MIChbMO-HAIIOMUHAHUE 10 CIEAYIOIIUM JaHHBIM:
aBrop nuceMa — 3A0 «KKBAHTPA», anpec: nep. Crpemsinnoii, 36; Mocksa; 113054; OKIIO 03944527,
OI'PH 1038800839857 MHH/KIIIT 5708022410/817002002; moamuceBaeT MUCbMO - AUPEKTOp Bomoxos
N.B.; anpecar: qupextop TOO «JIMJEP» CokonoB A.H.; anpec: yn. Ocroxenka, 1.9; Mocksa; 142274;
OKIIO 04956728; OT'PH 1056600849824; MHH/KTIII 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
MIPEKPALLEHNIO0 COBMECTHOM 1€ATEIBHOCTH.
Ocmanvhvie pexksuzumel  ykaxcume camocmoamenvro. Cmpykmypy meKkcma makxdce Modxiceme
NOOKOPPEKMUpPOBams CamMOCMOAMENIbHO 8 COOMBEMCMBUL C NPEOTIOHCEHHOU CUMYayUel.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

24

Jeckpuntops! (ypoBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTEIH

Onenka Kommnerenriu
TOCTYKCHHSI pe3YJIBTaTa)
IK-12 CrocobeHn pa3pabarbiBaTh COIUATBHO-DKOHOMUYECKHAE MPOCKTHI
«3a4TEHO» (mporpaMmbl pa3BUTHsI), OLICHUBATh SKOHOMUYECKHE, COIMAJIbHBIC,
(50 - 100 6aoB) MOJIUTUYECKHE YCIIOBUSA u MOCJIEACTBUA peanuzanuu
TOCYIapCTBEHHBIX (MYHHUIIMIIATIBHBIX ) MPOrPAMM

[IK-12 He cnocoGen pa3pabarsiBaTh COIMAIBHO-3KOHOMHYECKUE TPOEKTHI
«HE 3aUTEHO» (mporpaMmbl pa3BUTHsI), OLIEHUBATh SKOHOMUYECKHE, COIMAJIbHBIC,
(0 - 49 GannoB) IIOJINTUYECKUE YCIIOBUS u IOCJIEICTBUS peanu3anuu

rOCyAapCTBEHHBIX (MyHUIMNAIBHBIX) IPOTpaMM

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOCHHMIO IMCHUILIMHBI (MOXYJIA)
5.1 Meroauueckue yKa3aHus IO OPraHU3aIUN CaMOCTOSITEIbHOIM paboThl 00yUYaromuXCs:



[Ipuctynas K W3yYeHUIO TUCIUILIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepxaHueM paboueil mporpammbl nuctuiummabl (PITJ]), xotopas ompexaenser coaepxaHue, oObeMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecrieyeHre TUCIUIUIUHB U «MaTepruaabHO-TEXHUYECKOe
o0ecriedyeHre AMCUUIUIMHBI, POrpaMMHoOe obecrieuenue, npodeccuoHaibHble 0a3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

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

B pasgmene «YyeOHo-meTomumueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
pEKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIHUILIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX W HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYECKUMU MaTepuaiaMy Mo TUCIUIUINHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl W JOMNOJHHUTh €ro € Yy4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKON TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PI1/] ucrounuku, npodeccuoHabHbIE 0a3bl JaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHEBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW PabOTHI, 10 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl ¢poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU 1 yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TIJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MpU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepualia U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH cofepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHbie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpPbl IO
TeMaM, BBIBOJIBI MO KaKIOMY Bompocy. KoHCIEKT MoXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIMI WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCALIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JIHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHAM JOJIKHBI COAEPKATh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCIOJIb3yeMOIl Hay4yHOH JHMTeparyphl.
KoncniekTr MoOXeT OBbITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TOJNHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JIONIOTHUTEIBHOM JTUTEPATypPOl CTYACHT MOXKET:

- JenaTh 3allMCU MO XOIy YTE€HHA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IIaHa (co3gaBaTh INEpEeUYeHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATH TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd WM MOHOTpaduu, KOPOTKOE
M3JI0KEHHE OCHOBHBIX MBICJICH aBTOpA);

- TOTOBUTBH aHHOTAITMH (KpaTKoe 0000IIeHHE OCHOBHBIX BOITPOCOB PadOTHI);

- co371aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1alilny 110 OATOTOBKE K OTJEIbHBIM 33JJaHUSM TEKYILEro KOHTPOJIS

ColecenoBaHue TpeAnoyaraeT OpraHU3alui0 Oecelbl IMpernojaBaTess CcO CTYIEHTaMH II0 BOIPOCaM
MPAKTUYECKOTO 3aHATUS C LENblo 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
pasgeny, Teme, mpoOieMe W T.II. Bce WiIeHB TPyNIbl MOTYT Y4acTBOBaTh B OOCYKIEHUU, J00ABIATH
nH(pOpPMAIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.
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VYCTHBI ONMPOC MOXKET TPUMEHATHCS B  pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUpPOBaHHbII. OCHOBHBIE KaU€CTBAa YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBWJIBHOCTb OTBETA I10 COACPIKAHHUIO;

- IOJTHOTA U INIyOuHa OTBETA;

- CO3HATEJILHOCTb OTBETA;

- JIOTMKA U3JI0)KEHUsI MaTepHaa;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISIHBIX MOCOOMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- UCITIOJIB30BAHUEC OOIIOJIHUTCIBHOIO MaT€puaa,
- padlOHAJIBHOCTH UCITIOJIB30BaHWA BPEMCHH, OTBCACHHOI'O HA 3aJaHHUC.

VYCTHBI OMPOC MOXKET COIMPOBOXKAATHCS MPE3CHTAIUEH, KOTOpas TOATOTABIMBACTCS IO OJHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BBICTYIUIGHHH ¢ Tpe3eHTaIeld HeoOXoAuMO oOpamarb BHUIMaHUE
Ha TaKHe MOMEHTHI KaK:

- cofep)KaHUE MPE3CHTAlMU: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUAM (II€TTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKaHHUS M JUTEPaTyphl), MPaKTHUECKasi HANpaBICHHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTbH MPE3CHTYEMOT0 MaTrepuara;

- odopmileHHE Tpe3eHTaluu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHMHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHUE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHATbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALMOHHOE o0ecrieyeHre JUCHUIITHHbI

6.1 OcHoBHas UTEpaTYypa:

1. ApacmanoBa B. A., bypmucrtposa E. C. CinyxeOHble TOKyMEHTHI: (OpMYISIpBl B TpUMEPHI 0O(POPMITCHHS.
Anp0oM: yueOHO-TIpaKTHUECKoe rmocodue : yaeOHoe mocooue. - Mocksa|bepnun: Qupekr-Menua, 2020. -
105 c. - Texkcr : snexrponssii // DBC «YHuBepcuteTckas Oubnmoreka owmaitH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=578396

2. Kabamos C. 0., AchanguspoBa M. I. [lenonpom3BOACTBO M apXWBHOE €0 B TEPMHHAX U
ompeneneHus X : yuyeOHoe mocobue. - 3-¢ m3ma., crep.. - MockBa: @nunaTa, 2018. - 295 c. - Teker
anekTpounbii  // OBC  «YHuBepcurerckas ~— OMOnMMOTEKa  OHJIAMHY [caiir]. - URL:
http://biblioclub.ru/index.php?page=book&id=69168

6.2 JlonosHUTENbHAS IUTEpPATYpA:

1. Kazannesa I'. B. JInuable qoOKyMeHTHI: TpeOoBaHUS K 0(DOPMIICHHIO U 00pa3ibl JOKYMEHTOB : yueOHOE
nmocobue. - 6-¢ u3m., crepeorun.. - MockBa: ®munra, 2017. - 40 c. - Tekct : snexkrpoHHsbd // DbC
«YHUBEPCUTETCKAS OmoOImoTeka OHJIANH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531

2. Ky3pmunoB, A. B. CoBpemMeHHBIE MPOOJIEMBI YIIPABICHUS MIEPCOHATIOM : Y4eOHO-METOIMUYECKOE MOCoOHe.
- 2024-12-06; CoBpemeHHBIC NPOOJEMBI yOpaBJICHHUs TepcoHATIOM. - Cumdepornons: YHUBEPCUTET
SKOHOMUKH u ympasienus, 2019. - 48 c¢. - Tekcrt : asnekrponnsii // IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/89497 . html



3. Makcumies U. A., Abpamos E. I., Aimues U. M., babkun K. A., 3opun A. C., 3opuna H. A., Kopabnea
O. H., Kpymos 1. B., MensnukoB O. H., Mouceenko C. C., ITepmskos B. A., [lecomkuii A. A., PoxxkoB B.
., Cadapos I. I, CuroB B. 1., CumonoB B. C., CunoB B. B., ®exmuctop U. ®., Yupkora A. B.
VYrpaBieHue 4eI0BEUSCKUMH PecypcaMu : YUEOHHK /I BY30B. - TIep. U J0I; 2-¢ u3l.. - Mocksa: KOpaiir,
2020. - 467 c. - Teker : anexrponnsiii // DBC « OPAUT» [caiit]. - URL: https://urait.ru/bcode/449957

4. AsepuenkoB B. U., PeitoB M. 0. Ciyx06a 3amuTthl nHOOpMAIIMK: OpraHu3aIlisa U yIPaBJICHHUE ;| yueOHOE
mocobue g By30B. - 3-¢ u3l., crep.. - MockBa: ®nuaTa, 2016. - 186 c. - Tekct : anekrponHsIil // DbC
«YHUBEPCUTETCKAS OmoOIMoTeKa OHJIAHH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=93356

5. BerpoBa E. A., KabanoBa E. E. Tpynosas koH]mukTomorus : ydeOHO-METOIMYEcKoe mHocobdue. -
Mocksa|bepnun: upexr-Menua, 2019. - 188 c. - Tekcr : snexrponsblii / DBC «YHuBepcuTeTcKas
oubmuoTeka onnaite» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=500389

6.3 NHBIe HCTOYHUKU:

1. ®enepanbHoe xpanwnuiie «EnuHas Koulekuus UUQPOBBIX  00pa30BaTelbHBIX  PECYPCOB»
-http://school-collection.edu.ru/ - http://school-collection.edu.ru/

2. 'ymanuTapHas anekTpoHHas oubnuoreka - http://www.lib.ua-ru.net/katalog/41.html

3.  Koncymprant cryaeHTta. ['ymMaHuTapHble HAayKd:  OJIGKTPOHHO-OMONIMOTEYHass  cuUcTeMa -
http://www.studentlibrary.ru

7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM MAJsl TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMHUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTAlMM, TEKYLIETr0 KOHTPOJI U TMPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

VYdeOHbIe ayTUTOPHUU U IIOMEIICHUS ISl CAMOCTOSITEIIFHON paOOThl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS YyueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEeIbHYIO CPEAy YHHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HAOOPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE MILTIOCTPAUU (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JIuieH3nOHHOE MPOrPaMMHOE 00ECIICUCHHUE:!

1C:Ilpeanpusitue 8.2 (8.2.18.61) yuebnas

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
CorelDRAW Graphics Suite X3

IBM SPSS Statistics 20

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonansusiii moc 2007
Oracle VM VirtualBox 3.2.10

Skype

Anpr-UHBECT cymMM

Omneparnmonnas cuctema "Anst O6pazoBanue"
Onepanuonnas cucrema Microsoft Windows 10
Omneparmmonnas cuctema Microsoft Windows XP SP3
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OneKTpOoHHBIN nepuoanyeckuii cupaBoyHuk "Cucrema TAPAHT"
LiteManager Pro - Server

Koncynsrant Ilmtoc
Statistica Base 10 for Windows RU

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Scopus: 6a3a mannbix . — URL: https://www.scopus.com
2. IPR BOOKS: snexrponHo-6ubanorednas cucrtema. — URL: http://www.iprbookshop.ru

3. Web of Science: monmutemarudeckas pedeparuBHO-OMOIMorpaduueckas u HayKoMeTpudeckas 0aza
nauubixX . — URL: https://apps.webofknowledge.com

4. Hayunas snexkrponHas oubianoreka eLIBRARY.ru. — URL: https://elibrary.ru

5. Hayunas snexrponnas 6ubnunoreka «KubepJlennnkay. — URL: https://cyberleninka.ru
6. [Ipe3unenrckas oubnuoreka umenu b.H. Enpriuna. — URL: https://www.prlib.ru

7. Poccuiickas rocynapctBerHas onbnmoreka. — URL: https://www.rsl.ru

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

9. TamOoBckast oOnmacTHas yHUBepcanbHas Hay4yHas OubOnmoreka um. A.C. Ilymxuna. — URL:
http://www.tambovlib.ru

10. VauBepcurerckas OuONMMOTEKa OHJIAHH:  AIEKTPOHHO-OmMOIMoTeyHas cucrema. — URL:
https://biblioclub.ru

I1. ONEKTPOHHBIN KaTajuor DyHIaMEHTaIbHON OubIMOTEKN TTV. — URL:

http://biblio.tsutmb.ru/elektronnyij-katalog
12. KOpaiit: snexTpoHHo-0nbaunoreuHas cuctema. — URL: https://urait.ru

DJIeKTpPOHHAS HH(POPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnopaBarensi M CTyAE€HTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJIOTHH, MCHOIb3yEMbIX B
AIIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



