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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 |HaunoHansHbIE U + +
(dhenepaTuBHbBIC
OTHOIIIEHUSA

5 {OcHOBBI + +
JICJIOIPOU3BOICTRA

6 |OCHOBBEI COITHATLHOTO + +
MPOTHO3UPOBAHUS

7 |TIpakTrka 1o + +
MOy YEHUIO
MEPBUYHBIX
podecCHOHATBHBIX
YMEHUI U HABBIKOB, B
TOM YHCIIE
MIEPBUYHBIX YMEHU U
HABBIKOB
Hay4YHO-HCCIIeIOBaTEN
bCKOH IE€SATEIbHOCTU

8 [[TpakTuka 1o + +
MOy YEHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaTbHON
NEATCITLHOCTH (B TOM
YqHUCIe
TEXHOJIOTUYECKast
MPaKTHKA,
MeIarornyecKas
TIpaKTHKa)

9| YmpasieHue + +
JneMorpaduaecKuMHU 1
MUTPAIHOHHBIMU
nporeccaMmu

10 | Ynpasnenune + | + + | +
pETHOHATTEHBEIMHU
MPOCKTaMU U
MYHUITUTIATHHBIM
XO03SIHCTBOM

2. Mecto nucuuninHbl B cTpykrype Ol 6akanaBpuara:

JucuuminHa «J{oKkyMeHTalnoHHOE obecTieueHre YIpaBIeHUs» OTHOCUTCS K BApUATHBHOM 4acTH y4eOHOTo
wia"a OIl no Hanpasnenuto noaroroBku 38.03.04 - [ocynapcTBeHHOE M MyHUIIMIIAJIBHOE YIIPABJICHUE.

JucuunnuHa «JlokyMeHTallMoHHOE 0OecrieyeHre YIPaBIeHUs» U3ydaeTcs B 2 CEMECTpE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM IHUCIUILIMHEL 3 3.¢€.

Oumnas: 3 3.¢.

3aounas: 3 3.e.



Bun yueOHo# paboThI Qunas 3aounas
(Bcero yacoB) | (Bcero 4acon)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 108 108
Konrakthas pabota 54 12
Jlexuuu (Jlexum) 18 6
[Tpakruueckue (Ilpakt. pad.) 36 6
CamocrositensHas padota (CP) 54 92
3auer - 4

3.2.Conepxanue Kypca:

No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszzerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0O0|3 |03
2 ceMecTp
1 OcCHOBHbBIE TOHATHS Ormpoc;
JIOKYMEHTAILHOHHOT | |4 ) 6 | 12 TectupoBanue
0 obecrieyeHus
yTpaBICHHUS
2 Cocrasnenue u Brimosnnenue
oopmienue sl lal-le6 !l NPaKTUYECKHX
yTpaBIE€HYECKUX 3aganuii; Onpoc
JOKyMEHTOB
3 IIpaBuia Brimonnenue
oopmienus ) |4 i 6 | 12 IPAKTHYECKUX
PEKBU3HUTOB 3ananuii; Onpoc
JTOKyMEHTa
4 Opranu3zalinoHHO-p Omnpoc;
acropsIuTeIbHAas Brimonnenue
JTOKYMEHTAIHS. NPaKTUYECKHX
OcobenHoctu 2 | 1[4 1610 3aJaHuN
odopmiieHus
pacnopsIuTeIbHbIX
JOKyMEHTOB
5 CocraBienue u KonTtposnbHbIii cpes;
odopmiieHue ) 1 4 1 6 | 10 Ompoc
OpraHU3aIMOHHO-TIP
aBOBBIX JOKYMEHTOB
6 Cocrasnenue u Ormpoc;
O(I)OpMHevHI/Ie ) 1| a 1 6 | 10 Brinonnenue
KaJpOBOI NPaKTUYECKHX
JOKYMEHTALUU 3aJjaHUN
7 Cocrasnenue u Ormpoc;
odopmiieHue Brimonnenue
MH(POPMALMOHHO-CII | 2 1 4 1 6 | 10 IIPaKTUYECKUX
pPaBOYHBIX 3aJJaHuN
JOKyMEHTOB
8 Opranuzanus Omnpoc;
paboThI ¢ ) 1| a 1 6 | 3 Brinonnenue
JOKyMEHTaMHU NPaKTUYECKHX
3aJjaHUN




9 PaGora ¢ KonTpomnbHblii cpes;
KOH(QHUICHIIUATBHBL | 2 1 4 1 6 8 Ompoc
MU JTOKYMEHTAMH

Tema 1. OcHOBHBIC NOHATHS JOKYMEHTAIIHOHHOTO o0ecneyeHus ynpasiaenus (IIK-12)
Jleknus.
ITonsarue ACJIONIPOU3BOACTBA, 3HAYCHUC JOKYMCHTOB B ynpaBnquGCKoﬁ ACATCIIBHOCTU NPCANIPUATUA.
@Oynkiun  gokymeHToB. Knaccudukanuss nokymeHToB  ympasieHHs. OCHOBHBIE KOMITIOHEHTBI
nenorpousBojacTBa.  Opranuzamust  paboTel ¢ JOKyMeHTamH. HopmaTHBHO-mMeToJuueckass OCHOBA
JIEJIONPOU3BO/ICTBA.
IIpakTH4eckoe 3aHATHE.
1 OcHoBHBIE (QyHKIIMOHATBHBIE CUCTEMBI JOKyMeHTaIuu B Poccun
2 IOpuanueckass cuina AOKyMEHTA: MPOLEAYpPbl NPUIAHUS IOPUAMYECKON CHIIBI pPa3IUYHbIM BHJAM
JIOKYMEHTOB
3 Ponb JOKyMEHTAIIMOHHOTO 00eCIIeueHus B YIPABICHUH COBPEMEHHBIMU OpraHu3ausaMu’?
4 HopMaTHBHO-IIPABOBBIE aKThl, PETYIUPYIONINE JOKYMEHTAIIMOHHOE 00ecTIiedeHHEe yIpaBICHUs?
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
1. [Ipoanann3upoBaTh OCHOBHBIE HOPMATHBHbBIE aKThl, PETYIHPYIOIINE TPaBHIIa ASTONPOU3BOJICTBA B
P® (Denepanbhbiii 3akoH «O0 00s3aTEIEHOM IK3EMILTIpE JOKyMeHTa» OT 29.12.94, Ne 77-D3 [lonoxenne
«O denepanvHolt apxuBHOU cy)k0e PDy»; EI'CJIOY; Tunosas nHcTpyKIus 1o 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 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 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. CoctasiieHue u opopMiIeHHe yripaBiaeH4YecKux JjokymenTos (IIK-12)
Jlexknus.

@opmymsip-oOpazen.  brnankum  nokymentoB. (Cxema pacloiioOXeHHs PEKBH3UTOB. EnuHble mpaBuia
oopmiieHnss JTOKyMEHTOB. SI3bIK CIyeOHBIX JIOKYMEHTOB. PemakTupoBaHWe pa3iM4YHBIX 3JIEMEHTOB
TEKCTa JTOKyMEHTa

IIpakTnyeckoe 3ansATHE.
Cocrapnenue 6JaHKOB JOKYMEHTOB.
dopmatupoBaHue ToKyMeHTa (hopMaTel OyMaru, pacroaoKeHUE PEKBU3UTOB).
[ToHsATHE PEKBU3UTOB JOKYMEHTA, UX (DYHKIIMU U BHIBL.
XapakTepucTUKa PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA.
CocTaB peKBU3UTOB COACPKATEITHHON YaCTH JOKYMEHTA.
Oco0eHHOCTH 3aM0JIHEHUSI PEKBU3UTOB O()OPMIISIONIECH YaCcTH TIOKyMEHTA.

o

Opranu3alilnoOHHOE IOCTPOEHHUE CITYXKObI 1ETI0NPOU3BOJICTBA.
3aganus AJ151 CAaMOCTOSITEIbHOM PadoThlI.

1. PacckaxuTe 0 €IMHBIX IpaBUIaX JOKYMEHTUPOBAHUS YIIPaBICHYECKUX AEHCTBUN. B Kakux 1OKyMeHTax
OHM OTPa’KCHBI

2. Packpoiite Bce peKBU3HUTHI CITy:keOHBIX ToOKyMeHTOB cormacHo ['OCT P 7.0.97-2016. Pacckaxute 00 ux
PacCTOIOKEHUH Ha JIOKyMEHTE U 0(pOpMIICHUH.

3. IlonsiTie «Onank JOKyMeHTa». Buabl OaHKOB, X Ha3HAYECHUE.
4. IlpaBuina opopMIICHHS, H3TOTOBJICHHS, YI€Ta, UCTIONH30BAHNUS U XPAaHECHHUS OJJAHKOB OpTaHU3aINH.
5. Kakoe xonnuectBo pexBu3uToB npenycmarpusaetr 'OCT P 7.0.97-2016?



6. Kakue BapraHThl pa3MelIeHUs PEeKBU3UTOB Ha OJIaHKE BbI 3HAaeTE?
7. Yrto Takoe ¢popmymsap-oopazern OPIL?

Tema 3. [IpaBuia opopmiienusi pekBu3UTOB H0KkyMeHnTa (ITK-12)
Jlekumus.

I'OCT-P-7.0.97-2016 «Cucrema ctangaptoB mo uHOOpMAIH, OMOIUOTECYHOMY M H3aTEIBCKOMY JIETy.
OpraHn3anmOHHO-pACTIOPSAUTEIbHAS JOKyMeHTaIHs. TpeOoBaHus K 0OPMIICHUIO TOKYMEHTOB)

IIpakTnyeckoe 3ansATHE.

1. OCOOEHHOCTH COCTABJICHUS! OPTraHU3ALMOHHBIX JTOKYMEHTOB.

2. ConeprxaHue u TpeOOBaHUA K COCTABICHHUIO U 0(OPMIICHHIO TOJIOKEHUS O CTPYKTYPHOM
MOJpAa3IEICHUH.

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

5. [IpaBuna coctaBnenus u opopmiIeHUS IPUKA30B [0 OCHOBHBIM BHJIaM JESITETLHOCTH
OpraHu3alii.

6. [TpaBuna opopMieHuUs BBITTUCOK, PACTIOPSHKEHUN U YKa3aHHM.

7. OcobeHHOCTH COCTaBIeHUsI HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

8. [TpaBuna coctaBneHus: 1 0OPMIIEHHUS TPOTOKOJIOB.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1 ITepeunciure [OCThI B chepe nea0mpon3BOACTBA U PACKPONUTE KPATKO UX COJAEPIKAHKE
2 Packpoiite conepxanue peksuzurta «I'pud cormacoBanms»
3 Packpoiite cogepkanue pekBusuta «Ilognucey»
4 Packpoiite conepkanue pekBusnura «lleuarb»

Tema 4. Opranu3zanMOHHO-pPACIIOPAAUTEIbHAS JOKYMeHTanus1. OcodeHHOCcTH 0hopMIIeHU S
pacnopsiauTeabHbIX 10KyMeHTOB (ITK-12)
Jlekumus.
OpraHu3zallnoOHHO-pacropsaauTeNIbHas AoKyMeHTauus. OcoOGeHHOCTH O(OpMIICHHUS PacHOPSAUTEIbHBIX
nokymeHToB. [lonsitue mpukaza. [IpaBuna cocraBineHusi. Buabl pacnopsAMTENbHBIX JOKYMEHTOB U
ocobeHHoctu ux odopmieHus HazHaueHue oOpraHM3allMOHHO-TIPABOBBIX JIOKYMEHTOB, UX CTPYKTYpa,
TpeOOBaHUSI K COCTaBJICHMIO, MPOLEAYypa UX COIVIACOBAHUS M YTBEPXKACHUSA, MOPSIAOK BHECEHUS B HUX
n3MeHeHu u pomnonHeHui. [lomoskenne o kampoBoil cimykOe. CTpykTypa W INTaTHasT YHCICHHOCTb.
HratHoe pacniucanue. Tunossie (OpMbI MpaBUI BHYTPEHHETO TPYAOBOroO pacropsiika. CTpyKTypa TeKcTa
JOJDKHOCTHOM MHCTPYKIMH. MHCTpyKIus 1Mo KaapoBoMy Jenonpous3BoAcTBY. Ilomoxenue o pabore ¢
MepCOHATBHBIMA JaHHBIMH. [lonokeHne 00 00pabOTKe MepCOHANBHBIX JaHHBIX paOOTHHMKOB. [lepemaua
MepPCOHANBHBIX TaHHBIX paboTHUKOB. [lonoxkeHue 06 oruiare Tpyaa U MPEeMUPOBAHUH
IIpakTH4eckoe 3aHATHE.
Ha npumMepe KOHKpeTHON opraHu3anu HeoOX0JUMO COCTAaBUTh MPUKa3 00 YTBEPKICHUH ILITATHOTO
pacnucanus (Ha IpUMepe KOHKPETHON OpraHu3aliu), IprUKa3 O BHECEHUH U3MEHEHHI B IITaTHOE
pacrniicanue (Ha mpuMepe KOHKPETHON OpraHU3aIlHH )
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1 IonsTre opraHN3alMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB.
2 3nauenue U GYHKLIUHU PACTIOPSIIUTEIBHBIX JOKYMEHTOB.
3 HazBatb BUAbI pacCIOPSIUTENBHBIX JOKYMEHTOB C TOUKHU 3PEHUSI IPUHATHS YIIPABICHYECKUX
pelLICHUH.

Tema 5. CocTaBiieHue u 0(popMIiIeHHE OPraHU3ALHOHHO-TIPABOBBIX NoOKyMeHTOB (ITK-12)
Jlexknus.

OOume cBeneHust 00 OpPraHU3aIMOHHO-TPABOBBIX JAOKyMeHTaX. OpraHu3aloHHO-IPABOBBIE TOKYMEHTHI.
VYupeaurenbHble JOKyMEHTBI. OpraHU3allMOHHO-TIPABOBBIE JOKYMEHTBI. OpraHU3alMOHHbIE JOKYMEHTHI.

IIpakTH4eckoe 3aHATHE.



Vcnionb3yst OCHOBHBIE ITpaBUiia OPOPMIICHHUS aHKETHI, HEOOXOIMMO pa3paboTaTh aHKETy Ui puemMa
paboTHUKa Ha padoTy.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.
1 TlonsiTne opraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB.
2 OCHOBHO€ Ha3HAUYEHHE NMPABOBHIX IOKYMEHTOB.
3 HasBaTh BU/BI MPABOBBIX IOKYMEHTOB C TOUKH 3PCHUS IPUHATHUS YIIPABICHUYECKUX PEIICHUH.

Tema 6. CocraBiienune u opopmiienne kaapoBoi 1okymentanuu (I1K-12)

Jlekumus.
JIOKyMEHTBI TIO JIMYHOMY COCTaBy. TpyaoBo# M0TOBOp M ocoOeHHOCTH odopmieHus. [Ipukas o npueme,
yBOJIbHEHUN U mepeBoje. OcHoBHble pekBU3UTHI. [IpaBuia odopmieHus TpyroBOW KHUKKH, JHYHBIX
kaprouek T-2. Pesrome, aBrobmorpaduu, xapakrepuctuku. llpukas (pacnopspkeHue) o mpueme Ha paboTy
(bopma NeT-1 mmm NeT-1a). [Ipuka3 (pacnopsbkeHue) o mepeBonue Ha Apyryro padoty (popma NeT-5 wnm
NoT-5a). [Ipuka3 (pacmopsikeHue) O MPEIOCTABICHUU OTIMycka paboTHUKY (padorHuKaMm) (dopma NeT-6
i NeT-6a). [Ipukas (pacnopspkeHne) 0 IpeKpamieHu  (pacTop:KeHUn) TpyaoBoro goroBopa (hopma NeT-8
nnu NeT-8a). [Ipukas (pacrnopsikeHue) o HanmpaBieHUH padoTHUKA(OB) B KOMaHIUPOBKY (hopma NeT-9 mmm
NoT-9a). CnyxebHoe 3amaHue JUIsl HANpaBJICHUS B KOMaHIUPOBKY M OTYET O €ro BHIMOJIHEHUHU (dhopma
NoT-10a). ITpuxkas (pacnopspkenue) o nmoompeHun padotauka(os) (popma NeT-11 mmu NeT-11a).

IIpakTH4eckoe 3aHATHE.
BOdopmuTh 1 3amonHuTh NprKa3bl IO JUYHOMY COCTAaBY:
1) 12 aBrycra 2017 roga B otaen kagpoB OOO «Bukropus» Obuia mpuHsTa Ha padoTy
Jlactouknna Tamapa BacunbeBHa (nmpoxkuBaromas mo ajgpecy: 123654, r. Mocksa, beckynHMKOBCKui
OynbBap, A.4, kB.15.) Ha JOKHOCTH MHCIIEKTOPA IO KaJipaMm.

2) 30.08.2017t. B o6mmit otnen 3AO «Cdepa» Oblna npuHATa Ha padoty Mypammnaa TarbsiHa
[leTpoBHa Ha MOKHOCTH CEKPETapsi PyKOBOIUTEIIS.

3) [Inotauka OOO «Bukropus» ['pumnna Anekcanapa Anexkcanaposuda 5 mas 2017 rona mo
COCTOSIHHIO 3710pOBbs epeBecTu B 6a3y Nel Ha TOMIKHOCTD qUcTeTyepa.

4) Jlo ycTaHOBJIEHUSI CTOMKOW yTpaThl TPYIOCIIOCOOHOCTH JIMOO BBI3AOPOBICHHS TIEPEBECTH
BOJIMTEJISI TPAHCIIOPTHO-YOOpOUYHOU MamnHbl MapkoBa J[MuTpus AHATOIbEBHMYA HA JIOJDKHOCTH BaxTepa
aBTOOA3BI.

5) Ha ocHoBaHuu mpezacTaBieHusl 3aMecTUTENs reHepaibHoro aupexropa ot 01.12.2017 Nel
MaptsinoB UBan I'puropseBuy, ropuckorcyast OO0 «Paputer» 11 nexabpst 2017 rona HarpaxaeH HEeHHBIM
MOJIAPKOM 3a JIBaIATUIICTHHI TOOPOCOBECTHBIN TPYII.

6) B OO0 «Paputer» 3 siHBapss 2017 3a mocpoyHOE BBITIOJHEHUE MPOEKTa OOBSBICHA
OnaromapHOCTh KOHCTPYKTOPY 3arynuHoil Enene BuktopoBHe u Bbigana npemus B pazmepe 10000 pybreit u
T.J.
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
1. YTo BKJIFOUAET TEKCT pe3toMe?
2. Kakum o6pazom odopmisieTcs TpyaoBOM J0roBop?
3. O0s13aTebHO COCTABIIATH KOHTPAKT MPHU IIpHeMe Ha padoTy?
4. B xakoMm ciyyae paOOTHUK IHILIET 3asiBICHHE 00 YBOJIbHEHUN?
5. Kto sBnsieTcst aapecaTtoM pu HaMmMCaHUU OOBSICHUTEILHOM 3aITUCKH?

Tema 7. CoctasiieHune u opopMiIeHHe HH(POPMaLIMOHHO-CIIPaBOYHBIX J0KyMeHTOB (I1K-12)
Jlexknus.

Ocobennoctu opopmiienuss nucbma. Hopmbel oduumansHoro cruis. CocTaBieHue U OQOpMIICHHE
MIPOTOKOJIOB, aKTOB, JOKJIAJHBIX U CIIY>KEOHBIX 3aIIMCOK, JIOBEPEHHOCTEH.

IIpakTH4eckoe 3aHATHE.

Ha xoHKpeTHOM mpuMepe cTyaeHTaM HeoOXOAMMO 3aroTHUTh YHU(DUITUPOBAHHBIE (DOPMBI JIMIHOMN
kapTouku padotHuka (popmer NeT-2, NeT-2I'"C(MC), NeT-4)
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3ananus 1J151 CAMOCTOSITEILHOI padoThI.
1 KakoBo HazHaueHHE HHOOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB?

2 JlaliTe OCHOBHBIE XapaKTEPUCTUKH WH(POPMALMOHHO-CIPABOYHBIM JIOKYMEHTaM (0OBbSICHUTEIbHAS
3aMnCKa, 3asBJICHUE, JOKJIaHAs 3aII1CKa).

3 Yro Takoe npoTokoi?

4 ®opMbl TPOTOKOJIA.

5 PexBu3uTHl O1aHKa IPOTOKOJA?

6 UYro Takoe akT?

7 Kakue TpeOoBaHUs NPEABABISIOTCA K COCTABICHUIO U O()OPMIICHUIO aKTOB?

Tema 8. Opranuzanus padors! ¢ fokymentamu (I1K-12)
Jlekumus.
Cucrema JIeJIONPOU3BOACTBA MPEANPUSTHS. Crpykrypa u 00beM JIOKyMEHTOOOOpOTa.
Peructpammonno-kontponsHbie  kaprouku (PKK). XypnanpHas ¢dopma peructpammn. dopMupoBaHue
nen npeanpusatusa. OnepatnBHOE XpaHeHUe T0KyMeHToB. HoMmeHknarypa nes.

OneparuBHoe xpaHeHue Aen. CocTaBleHUE ONUCENH. DKCIIepTH3a LIEHHOCTEW JOKYMEHTOB

IIpakTnyeckoe 3aHsATHE.

1 CocraBUTh JIUYHOE [1€]10 COTPYAHUKA U IOATOTOBUTH €T0 Ul CJaud B apXUB.

2 CocTaBHUTbh ONUCH HAXOAALIUXCS B TMYHOM JIeNIe JOKYMEHTOB.

3 IToaroToBUTH akT NpueMa-Mepeaayy JUUHbIX J€l B apXUB.
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

1 Ouenka 3HaYMMOCTH TOKyMEHTOB M CPOKH MX XPaHEHMUSL.

2 Bunpl apXuBHBIX JOKYMEHTOB.

3 IloaroroBka Aein AJis CAAYU B ApXUB.

4 ObGecnieueHrne COXPaAaHHOCTH JIOKYMEHTOB.

5 OcCHOBBI 3aKOHOAATENBCTBA 10 APXUBHOMY JIEITY.

6 XpaHeHue U y4eT apXUBHBIX JOKYMEHTOB.

7 KoMIIJIEKTOBaHUE apXUBOB APXUBHBIMU JOKYMEHTAMH.

8 JlocTyn K apXMBHBIM JIOKyMEHTaM U UX UCIIOJIb30BaHUE.

9 Kak ocymuiecTBisieTcsl CHCTEMaTH3alsl U XpaHEHNUE JOKYMEHTOB B OpraHU3aluu?

10 Packpoiite comepkaHue MOHATUS «HOMEHKJIaTypa aen». Kakoe HOmKHOCTHOE JUIO B OpraHU3alvu
OTBEYAEeT 3a COCTABJICHUE U BBEACHHE B JICHICTBIE HOMEHKIATYPHI Je?

Tema 9. Pabora ¢ koHpuaeHuuaabHbIMU JokyMeHTaMu (I1K-12)
Jlexknus.
TepMuH «KOHQUIEHIMANBHBIA JOKYMEHT». I[pH(BI OrpaHMYEeHHOro JAOCTyHa: KOH(UACHIUAIBHO;
KOMMepuecKas TaiHa; Ui CIy>)KeOHOTO TONb30BaHMs. OTambl paboThl ¢ KOH(PHUICHIHMATIHHBIMU
JIoKyMeHTaMU. JKypHai peructpanuu JOKyMEHTOB ¢ Tpr(OM KOHPHUICHIIMATIHHO
IIpakTnyeckoe 3ansATHE.
1 TlonsTHE «KOH(UACHIIMATBHBINA TOKyMeHT». Opranu3anus JeJI0NpOU3BOICTBA, 00ECIEeUYNBAIOILETO
COXpPaHHOCTb U YUCT KOH(bI/II[eHI_[I/IaJIBHBIX JOKYMCHTOB
2 IlonsatHe «KOH(UICHIMANBHBIM TOKYMEHT». Pa3MHOXeHHE KOH(PHICHIMAIbHBIX JIOKYMEHTOB,
TpeOOBaHUS K CIIEHUAIBHOMY ITOMEIICHUIO
3 IlonsiTHe «KOHOQUACHIMAIBHBIA JTOKyMEHT». Peructpanus KoHOUACHIMAIBHBIX JOKYMEHTOB.
HeoOxonuMmble JOMONHEHUS B KagpOBBIE JOKYMEHTHI JUIsi paboThl ¢  KOH(HUACHIMATbHON
uHpOopMarueit
4 TlonsTHe «KOH(MUICHIMAIBHBIN TOKYMEHT». XpaHEeHHEe AeNl ¢ KOH(PUACHUHAIbHBIMU JOKYMEHTAMH.
OC00EHHOCTH JTOCTyTa COTPYAHHUKOB K 3JIEKTPOHHOW KOH(HICHIIMAIbHON HH(DOpMAITUU
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5 Tlonsitne  «KOH(pHUICHIMATIBHBIN  JOKyMeHT». OdopmieHrne ¥  OpraHM3alus JOoCTynma K

KOH(UACHINAIBHOW HHPOPMALMH. 3alUTa JOKYMEHTOB, COACPIKAIIMX KOMMEPUYECKYIO TallHy

6 IlonsTHe «KOH(PHUICHIMAIBHBIN JOKYMEHT». YUeT KOH(HUICHINATbHBIX JTOKYMEHTOB. YHUUTOXECHUE
KOH(UACHIIUAIBHBIX JOKYMEHTOB

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. B yeM cyTb 1€70IpOU3BOACTBA TOKYMEHTOB, COAEPKAIIUX KOMMEPUECKYIO TalHy?

2. C xako# 11ebI0 I0JDKHA OBITH 3aluileHa cOOCTBEHHAs HHPOPMALUS PEAIPUATHS?

3. OxapakrepusyiiTe NopsAoK paboThl MepcoHalia ¢ KOH(UICHIIMATBHBIMU JOKYMEHTAMU.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

TEeKyIui KOHTpostb — 80 6aioB

2 cemectp

KOHTPOJBHBIE Cpe3bl — 2 cpe3a mo 10 6amioB KaxabIi

npemMuaabHbie 0amisl — 20 6aIoB

Pacrnipenenenre 6aJiioB 10 3aaHMSIM:

No  [HasBanue tembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATHS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJsi | 0asuioB
/ cpe3sl
1. OcHOBHEBIE Ompoc 5 5 0. — CTyJCHT MPaBWILHO U TIOJTHO OTBEYAET Ha BOIPOCHI; 0CO3HAET U
TTOHSITHS MOHMMAET W3YYCHHOE; MOXET OO0OCHOBaTh CBOHM  CYXKJICHUS,
JIOKYMEHTAIMOH MPUMEHUTH 3HAHUS HA MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
HOTO HE TONBKO M3 Yy4YeOHWKAa, HO W CAMOCTOSTENBHO COCTaBJICHHBIC,
oOecriedyeHus OTBEYAET TPAMOTHO, COOJTIOAsI TUTEPATYPHEIC HOPMBI.
YIpaBICHHUS 3 0. — CTyIGHT MpOSBISICT TOHUMAHWE M 3HAHUE HW3y4aeMOro
MaTepuaa, Ho U3jaraeT MaTepuai HETOJIHO U J0MyCKaeT HETOYHOCTH
B ONpEACICHUH MOHITHH Wik (OPMYIHPOBKE TMPABWI, HE YMeEET
JOCTaTOYHO TIIYOOKO U JIOKa3aTelbHO 00OCHOBATh CBOU CYXKICHHS H
MPUBECTH CBOU MPUMEPHI,
MPU OTBETE JIOMYCKACT OIMUOKHU B MOCICAOBATCILHOCTH H SI3BIKOBOM
o OpMIICHUH U3]IaraeMoTo0.
Tectupos 5 56.—ot 70 mo 100% TepMUHOB JaHO MIPABIILHO;
aHue 4 6. — ot 50 10 69% TepMHHOB TaHO MPABUIIBHO.
3 6. - ot 50% no 30% npaBUIBHBIX OTBETOB.,
0 6- menee 30% npaBUIBHBIX OTBETOB.,.
2. |Cocrapnenue u | Beimonne 5 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUs TPABUIILHO;
odopmicHUEe HUE 3 0. — BeImosTHEHO 0T 95 10 80% 3anaHwMif;
YIPaBIEHYECKH |[TPAKTHUYEC 2 6. — BeimosiHeHO OT 80 10 65% 3amanuii;
X JTOKYMEHTOB KHUX 1 6. — BeImIONTHEHO OT 65 10 50% 3aKaHuM.
3aJaHuN
Ompoc 5 5 0. — CTYJICHT MPABWILHO U TIOJTHO OTBEYAET Ha BOIMPOCHI; 0CO3HAET U

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

3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOrO
MaTepuaa, Ho u3jaraeT Marepuai HETOJIHO U AOMyCKaeT HETOUHOCTH
B OIpEIeNCHUN MOHATUH WM (HOPMYITUPOBKE MPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JOKa3aTelbHO 00OCHOBATH CBOU CYXKICHHS U
MIPUBECTH CBOM NMPUMEPHI;

MPU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.




IIpaBuna Brinonne 5 5 0. — BBITIOJTHEHBI BCE 3aJ]aHUS TPABUIILHO;
odopmiieHUS HUE 3 0. — BeImosTHEHO 0T 95 10 80% 3anaHwMif;
PEKBU3HUTOB  |MpaKTHUYEC 2 0. — BemmoHeHO oT 80 10 65% 3anaHwmii;
JIOKyMEHTa KHUX 1 6. — BeITOIHEHO OT 65 110 50% 3amaHuii.
3aJaHUM
Ompoc 5 5 0. — CTYOEHT MpaBUIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET 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
Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
B OIpEICNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOCTaTOYHO TIIyOOKO U JO0Ka3aTelbHO 00OCHOBATH CBOU CYXKICHHS U
MPUBECTH CBOH PUMEPHL;
MpU OTBETE JIOMYyCKAaeT OUIMOKU B MOCIENOBATEIBLHOCTH H SA3BIKOBOM
oopmiieHNH HU3IaraeMoro.
Opranunzanuond | Omnpoc 5 5 0. — CTYOEHT NpaBUJIBLHO U MOJTHO OTBEYAET Ha BOMPOCHI; OCO3HAET U
O-pacnopsIuTen MOHUMAeT H3yYeHHOE; MOXET OOOCHOBaTb CBOM CYXKICHHA,
bHas MPUMEHHUThH 3HAHHUS HA MPaKTHKE, IPUBECTH HEOOXOOUMBIE MPHUMEPHI
JOKyMEHTAalusI. HE TONBKO M3 y4deOHMKA, HO U CaMOCTOSATEIILHO COCTaBIICHHEIC
OcobenHoctu OTBEUYAET IPaMOTHO, COOIIONAs IUTEPaTyPHBIE HOPMBI.
oopmnenus 3 0. — CTyIeHT MpOsBIsSET NOHMMaHHE M 3HAHUE H3Y4aeMOrO
pacropsAuTeNb Marepuaia, HO H3JlaraeT MaTepHrajl HEMOJIHO U JOMYCKaeT HETOYHOCTH
HBIX B OIpEIeNCHUH MOHATHH WM (HOPMYITUPOBKE MpPaBUI, HE yMEET
JOKyMEHTOB JOCTaTOYHO TIIyOOKO W JO0Ka3aTelbHO 00OCHOBATh CBOU CYXKICHHS U
MPUBECTH CBOM PUMEPHL;
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.
3aJaHUM
Cocrapnenue u | Konrpoa 10 10 6. — 100% mpaBUIIBHBIX OTBETOB;
odopmieHUEe bHBIH 9 6. — 0t 90 10 95% NpaBUWILHEIX OTBETOB;
OpPraHU3ALMOHH |cpe3(KOHT 8 6. — ot 81 10 90% mpaBUIBHBIX OTBETOB;
O-TIPABOBBIX  |POJIbHBII 7 6.—ot1 71 no 80% npaBUIBHBIX OTBETOB;
JOKYMEHTOB 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.
Ompoc 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.
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Cocrasnenne u | Ompoc 5 0. — CTyJCHT MPaBWILHO U TIOJTHO OTBEYAET Ha BOIPOCHI; 0CO3HAET U
odopmieHUEe MOHMMAeT W3YYCHHOE; MOXET OO0OCHOBaTh CBOHM  CYXKJICHUSA,
KaJIpOBO MPUMEHUTH 3HAHUS HA MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
JIOKYMEHTAITHH 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
Cocrasnenne u | Ormpoc 5 0. — CTYJCHT MPAaBWILHO U TIOJTHO OTBEYAET Ha BOIIPOCKHI; 0CO3HAET U
odopmieHUEe MOHMMAET W3YYCHHOE; MOXET OO0OCHOBaTh CBOHM  CYXKJICHUSA,
MH(OPMAITMOHH MPUMEHUTH 3HAHUS HAa MPAKTUKE, IPUBECTU HEOOXOAMMEBIE TPUMEPHI
0-CIIPABOYHBIX HE TONBKO M3 Yy4YeOHWKAa, HO W CAMOCTOSTENBHO COCTaBJICHHBIC,
JIOKYMEHTOB 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
paboTHI C MOHMMAET W3YYCHHOE; MOXET O0OCHOBaTh CBOHM  CYXKJICHUSA,
JIOKYMEHTaMH 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. Pabota c Kontpoa 10 10 6. — 100% npaBUIBHBIX OTBETOB;
KOHQUACHINANE | BHBIH 9 6. — ot 90 10 95% npaBUILHBIX OTBETOB;
HBIMU cpe3(KOHT 8 6. — ot 81 10 90% mpaBUIBHBIX OTBETOB;
JIOKYMEHTaMH | pOJIbHBIii 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 mo 20% mpaBUIIEHEIX 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 OaILITBI 20 JlommoTHUTENbHBIC TPEMHUANIEHBIC 0aTbl MOTYT OBITh HAUMCIICHHL: - 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 BCEPOCCHHCKON ONMMIIMAJAE IO TEMATHKE M3y4aeMOW TUCIHUILUINHE
— 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
100-6annbHOM
YeThIpeX0auIbHYIO OCYIIECTBISETCS CIEAYIOUMM 00pa3oM:

mIKaJje.

[TepeBon

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. CocraBienue 1 opopMIICHHE YITPABICHUECKUX JOKYMEHTOB

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
CTaH/IapTOB
Opranu3zalilnoOHHO-pACOpAIUTENIbHAsA JOKyMeHTaus. TpeboBanus K 0(hOpMIICHHIO TOKYMEHTOBY

nHpopmaruu,

OMOIMOTEYHOMY " U3JIaTETHCKOMY Jemy.

3aganue 2: BcTaBuTh NpONyIIEHHBIE B TEKCTE CIOBA!

QopMysip JOKYMEHTa —

3T0 Habop o(pUIMaNTBEHOTO TMHUCHMEHHOTO JIOKYMEHTA,
PAaCIIOIOKEHHBIX B ONPEAEIEHHON

14



15
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. TIpaBuna opopmiieHHs] peKBU3UTOB TOKyMEHTA
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. OpranuzamoHHO-pacnopsAauTeIbHas JoKyMeHTarus. OcobeHHOCTH 0hOpMITEHUS
pacnopsaUTENbHBIX JOKYMEHTOB
3amanue Nel: Ykazanue aupexropa 3aBojja TOYHOTO MAIIMHOCTPOCHHUSI O IPEMUPOBAHUU PAOOTHUKOB
IJIAHOBO-3KOHOMMYECKOT'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.

3amanue Ne2: Ilpukas 06 urorax padots! ¢ fokymenTamu B 20191 B 3A0 «Crankep». B koHCcTaTHpytomiei
YacTU yKKUTe Ha HHU3KYI0O TPeOOBAaTEIbHOCTh PYKOBOAMTENEH IMOAPA3ACNICHUs] K Ka4eCTBY MOATOTOBKU
JOKYMEHTOB U KOHTPOJISL X UCTIONIHEHUs. B pacniopsaurensHOil yacTu oOpaTuTe BHUMaHHE PyKOBOIUTEICH
Ha TOBBIIIEHHE TPeOOBATEIbHOCTH K pabOTHUKAM B 4acTh palboThl ¢ jJokymeHTamu. [laiite 3amaHue
COTPYAHHUKY, OTBEYAIOIIEMY 32 JICJIONPOU3BOACTBO, Pa3paboTarh YIIyUIIeHUIO 3TO paboTel. Jlpyrue qaHHbie
B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

Tema 6. CocraBneHue u 0popMIICHHE KaJPOBOH TOKYMEHTAIIUU
3amanue 1: CocTaBUTh KOMIUIEKT TOKYMEHTOB IpH yBosibHeHUH OyxranTtepa [TAO «Cropt+» 3a BOpOBCTBO
B pasmepe 100000 pybmneit: qoKIaHyI0 3aUCKY TIIABHOTO OyXTayiTepa, OObsICHUTEIBHYIO 3alUCKY
OyxranTepa u MmpuKas.

3ananue 2: CocTaBUTh KOMIUIEKT JOKYMEHTOB Ipu yBosbHEHHH yoopiuisl OO0 «CekblopuT» 3a Mporyi:
aKT, CBUJICTEIbCTBYIOIIUI O (haKTe Mporyna, OObsICHUTENbHYIO 3alUCKy paOOTHHKA, KOHTPAKT, B KOTOPOM
YKa3aH PEKUM 3aHATUS.

3aganue 3: OdopMuTh NpHKa3 O HarpapieHUHM PaOOTHHKA B KOMaHAMPOBKY HAa OCHOBE IPEAIaraeMoro
oOpasra.

Tema 7. CocTaBineHue 1 O(bOpMHCHI/IC I/IH(bOpMaHHOHHO-CHpaBOqHBIX JOKYMCHTOB
3amanue 1: CoctaBuTh MpoToKoa 3acenanus npoproma AO Capcunckuit JIO3 o HapyIIeHUHN TPYI0BOM
JTUCITUTIIMHBI HadaTbHUKOM T1exa 3 BunmncoBbim A.U. TlpucyTcrBoBanu wiensl npodroma MiBanos A.T,
Cupopos I /1., ['unes C.II. IIpurnamennsie - nupektop AO Capcunckuii 103 Kpuonoros I'./]. 1 3am.
nupektopa 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, MIOKa3bIBask AypHOU MPUMEp CBOUM MOTYMHEHHBIM. [Ipennoxun o0bSIBUTH BHITOBOP
BunucoBy A.U. ¢ 3aHeceHreM B JIMYHOE JIET0, a TIPU MOCIEAYIONIEM HAPYIIEHUH TPYAOBON JUCIUILIHHBI
OTCTPaHUTb €r0 OT 3aHMMaeMoU JOKHOCTU. Pacnonoxuts Ha obuiem Onanke. [logmuTe B Aeno,
OCTaJIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITENLHO.



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. Opranuzaiust pabOThI ¢ TOKyMEHTaMU
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. CocraBnenue u opopMIIeHHE OPraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB
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 oopmitsieTcss Ha crienuagIbHOM OJaHKe.
2. Kakasi 4acTh NOCTAHOBJICHUS COIEPKUT HOPMATHUBHBIE MOJI0KEHUSI UM MOPyYeHus ?
+ PacnopsimurenbHasi;
— KoHncrarupyromasi;
— BBomnast.
3. B cocTtaB uH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB He BXOMT:
+ yKa3aHue,
— JIOKJIaJIHas 3alKiCKa;
— CBOJKA.
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. PaGora ¢ koH(pUIECHINATBHBIMHE JJOKYMEHTAaMHU

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. OcHOBHBIE IOHATHS TOKYMEHTAIIMOHHOTO O0ECIICUEHUS YIIPABIICHUS
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. CocraBienue 1 opopMIICHHUE YITPABICHUECKUX JOKYMEHTOB

1. Pacckaxkute 0 eIUHBIX MpaBUJiax TOKYMEHTUPOBAHUS yIPABICHYECKUX NEUCTBUM. B KaknX HJOKymMeHTax
OHHU OTPAKECHBI

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?

Tema 3. TIpaBuna opopmiteHHs] peKBU3UTOB TOKyMEHTA
[epeuncnure IOCTrI B chepe AeTOMPOU3BOACTBA U PACKPOHTE KPATKO UX COJCPKAHNE
Packpotite coneprkanue pekBusuta «Ipud cormacoBanus»
Packpoiite conepxanue pexsusura «llognuce»

b S

Packpoiite conepxanue pexkBusuta «lleyarsy

Tema 4. Opranu3zaiiMOHHO-pacopsIuTeNbHast JokyMeHTaus. OcoOeHHOCTH 0(OPMIICHHS
pacnopsaUTENbHBIX JOKYMEHTOB

1 TlonsTHe 1 Ha3HAUYEHUE PACTIOPSIUTENBHBIX JOKYMEHTOB.
2 3HaueHue U GYHKUUHU OTUETHO-CTATUCTUYECKUX JTOKYMEHTOB
3 Buasl m1aHOBBIX JOKYMEHTOB M UX KPAaTKasi XapaKTEPUCTHUKA.

Tema 5. CocraBnenue u 0opMIICHHE OPTraHU3aIMOHHO-TTPABOBBIX TOKYMEHTOB
1 TlonsTHE OpraHN3alMOHHO-IIPABOBBIX JOKYMEHTOB.
2 OCHOBHO€ Ha3HAYEHHE MPABOBBIX JOKYMEHTOB.
3 Ha3zparp Bubl IPaBOBBIX JOKYMEHTOB C TOUKH 3PEHUS IPUHSITHS YIPABIECHUECKUX PEILICHUH.

Tema 6. CocraBienue u opopMIICHHE KaIPOBOI TOKYMEHTAIIUH
1. YTo BKJIFOUAET TEKCT pe3toMe?
2. Kakum o6pazom odopmisieTcs TpyaoBOM J0roBop?
3. O0s13aTeBbHO COCTABIIATH KOHTPAKT NP IIpHeMe Ha padoTy?



4. B xakoM ciyyae paOOTHUK IHILIET 3asiBICHHE 00 YBOJIbHEHUN?

5. Kto sBnsieTcst aapecaTtoM pu HaMmMCaHUU OOBSICHUTEILHOM 3aITUCKH?

—

1
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Tema 7. CocraBnenue u opopmieHne HHGOpPMaIMOHHO-CIIPABOYHBIX TOKYMEHTOB
KakoBo Ha3HaueHNe NH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB?

JlaiiTe OCHOBHBIE XapaKTEePUCTUKH HH(POPMALIMOHHO-CIIPABOYHBIM JTOKyMEHTaM (0ObICHUTEIbHAS
3alKCKa, 3asBJIECHUE, TOKJIaHAs 3aIIMCKA).

UYro Takoe npoTokon?

DopMBbI IPOTOKOJIA.

PexBu3uTh O1aHKa npoTokoia?

Yro Takoe akt?

Kakue TpeboBanMs MPeabSBISIOTCS K COCTaBICHUIO U 0(POPMIICHUIO aKTOB?

Tema 8. Opranusanust paboThbl ¢ JOKyMEHTaMH
OrneHKa 3HaUMMOCTHU IOKYMEHTOB M CPOKH UX XpaHEHUSI.
Buap! apXUBHBIX JOKYMEHTOB.
[ToaroroBka aen uist cAa4u B apXUB.
ObecrieueHne COXpPaHHOCTH IOKYMEHTOB.
OCHOBBI 3aKOHO/IATEILCTBA 10 APXUBHOMY JEIY.
XpaHEHUE U y4eT apXUBHBIX JOKYMEHTOB.
KomruiekToBaHue apXuBOB apXUBHBIMU JI0KYMEHTaMH.
JlocTym K apXUBHBIM JOKYMEHTaM U UX HCIIOJIb30BaHUE.
Kak ocymectBisiercs cucreMaru3anys 1 XpaHeHHe T0KyMEHTOB B OpraHu3anun’?

PaCKpOﬁTe COACPIKAHUC MMOHATUA «HOMCHKIIaTypa ACID). Kakoe AOJDKHOCTHOC JIMIIO B OpraHu3aluu
OTBCYACT 3a COCTABJICHUC U BBCACHUC B I[eﬁCTBHe HOMCHKJIATYpPbI ,Z[G.H?

Tema 9. PaGora ¢ koH(bUIEHIINATEHBIMU JOKYMEHTAMH
[onsarue «koH(pUACHIMANBHBINA JOKyMeHT». OpraHuzaius 1eI0npor3BOACTBA, 00ECIIEUNBAIOIIETO
COXpPaHHOCTb U YUCT KOH(bI/II[eHLII/IaJIBHBIX JOKYMCHTOB
[onatue «koH(pUACHINAIBHBIA JOKyMEHT». Pa3MHOXKeHNEe KOH(UICHIINATBHBIX TOKYMEHTOB,
TpeOOBaHUS K CIIEHUAIBHOMY ITOMEIICHUIO
[Nonsatue «koH(pUACHINAIBHBIA JOKyMEHT». Peructpanys koHQUIeHINATBHBIX TOKYMEHTOB.
Heo0xonnmble 1ONOTHEHUS B KaJpOBBIE JOKYMEHTHI 7151 paboThI ¢ KOH(UACHIMAIBHOM
uHpOopMarueit
[ToHsiTHE «KOHMUACHIINATBHBINA JOKYMEHT». XpaHESHHUE J1eNT ¢ KOHPUACHIIMATLHBIMU TOKYMEHTAMHU.
OCO00EHHOCTH JTOCTYyTa COTPYAHHUKOB K 3JIEKTPOHHOW KOH(HICHIIMAIBHON HH(DOpMAITUN
[MoHsTHE «KOHDUACHINATBHBIN TOKyMeHT». OdopMIileHre 1 OpraHu3aIus 10CTyna K
KOH(UACHIUAIBHOW HHPOPMAIIK. 3aluTa JOKYMEHTOB, COACPIKAIIMX KOMMEPUYECKYIO TalHY
[ToHsiTHE «KOHDUACHIINATBHBINA TOKYMEHT». Y4eT KOH()UACHIIMAIBHBIX IOKYMEHTOB. YHUUTOKCHUE
KOH(UICHITUAEHBIX TOKYMEHTOB

TecrupoBanue

Tema 1. OcHOBHBIE TOHATHUS TOKYMEHTALIMOHHOTO 00ECTICYeHHS YTIPaBICHHS

1. YTO He OTHOCUTCH K YUPeAUTEJIbHbIM JOKYMEHTAM HOPUAMYECKOro Juna?

+ IIpoTokon coOpanus yupenuTeneii;

— YcrasB;

— YupeauTenbHbli JOTOBOP.

2. [ToJsi05keHHE 0 CTPYKTYPHOM MOAPA3/AeJeHUH — ITO:
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+ 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 yTBEPXKICHUA,

— €€ COCTaBJICHMUS;

— 03HAKOMJICHHMSI C HE paOOTHHKA.

4. IIpaBoBoii aKT, B KOTOPOM 0TOOpaskaeTcsi MOPSAOK AeSITeJIbHOCTH PYKOBOJACTBA OPraHU3alHH, a
PABHO KOJUIETHAJIBbHOI0 WM COBEIATeIbHOI0 OPraHa — 3To:

+ perniaMeHT,

— IITaTHOE PacCIUCaHNUE;

— yCTaB.

5. ITo cdepe cBoero aeiicTBUA pacnopsiAuTeIbHbIE JOKYMEHTBI 1eJISTCH Ha:

+ (henepanbHOTO YPOBHS, PETHOHATHHOTO YPOBHSI, IPABOBBIC aKThI OpraHU3aAIU;
— KOJUIEKTUBHBIE U UHANBUIYaJIbHBIE;

— IIPABOBBIE AKThI OpPraHU3aIlNi, MPABOBbIE AKThI UX CTPYKTYPHBIX MOAPA3ICICHUM.
6. Pacnnopsizkenne u3naercs:

+ €AMHOINYHO;

— KOJUIETHAJIBHO;

— B YCJIOBHSIX BEZJIOMCTBEHHOIO PETYIMPOBAHMSL.

7. Konusi 4acTH JOKYMEHTa, KOTOpPasi 3aBepeHa B ONpe/ieIeHHOM MOps/IKe, 3TO:
+ BBINUCKA;

— DIIEKTPOHHAs KOTIHS;

— myOuKar.

8. He siBJ1sIeTCH TOKYMEHTOM, KOTOPbIii HHUIIMHMPYET pelieHue:

+ IPOEKT JOKYMEHTA;

— 3aKJIFOUYEHHUE;

— JIOKJIaJIHas 3alucKa.

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIUILIMHE 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 ogopMiIeHUS JOKYMEHTOB.

6 SI3bIK CITy>KEOHBIX IOKYMEHTOB.

7 TOCT-P-7.0.97-2016 «Cucrema cranaapToB 1o WH(OpMaIuu, OMOIUOTEYHOMY M H3IATCIBCKOMY
neny.  OpraHu3alOHHO-PacHoOpsIAUTENIbHAS  JOKyMEHTalws. TpeOoBaHUs K  O(OpPMIICHUIO
JIOKYMEHTOBY»

8 Opranu3anvoOHHO-PACIIOPSIAUTENbHAS JIOKyMEHTAaIusI. OcobenHoctH odopmiteHus
pactopsSANTENHHBIX TOKYMEHTOB.

9 Ilonstue npuka3za. IlpaBuna cocraBneHus.
10 Bunbl paciopsauTenbHBIX JOKYMEHTOB U OCOOEHHOCTH WX O(hOpMIICHHS



11 OO6ume cBepeHust 00 OpPraHU3alMOHHO-TIPABOBBIX JTOKYMEHTAX.

12 OpraHu3allMOHHO-TIPABOBBIE JOKYMEHTHI. Y UpEIUTEIIbHBIC IOKYMEHTHI.

13 Opranu3aliuOHHO-NIPAaBOBBIE JOKYMEHTBI. OpraHU3allMOHHBIE JOKYMEHTHI.

14 JIokyMEHTBI MO JMYHOMY COCTaBy.

15 TpynoBoii 7OTOBOp U OCOOCHHOCTH OOPMIICHUSI.

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

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

18 Pestome, aBToOMOTpaduu, XapakKTEPUCTHKHU.

19 Ocobennoctu opopmieHus nucbma. Hopmbl 0uIIanbsHOrO CTUIIS.

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

21 Cuctema nenompousBoicTBa mpeanpusatus. CTpykTypa U 00beM TOKyMEHTOO0OpOTa.

22 PerucrpaliioOHHO-KOHTpoJIbHbIE KapTouku (PKK).

23 XKypuanwHas (opma peructpariiu.

24 ®opMmupOBaHME JEIT IPEITPUITHS.

25 OmnepaTuBHOE XpaHEHHE JOKyMEHTOB. HoMeHKkaTypa aen.

26 OmnepartuBHOE XpaHeHue aea. CocTaBlieHUE ONUCEH. DKCIIEPTHU3a LIEHHOCTEW JOKyMEHTOB

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

28 Dranbl paboTel €  KOHGUIACHIMATBLHBIMU JOKyMEHTaMU. JKypHan perucTpamnvv JTOKyMEHTOB C
rpudoM KOH(UICHITUATEHO

TunoBble 3axanus s 3a4era (IIK-12)
1. OpopMUTE PEKBU3UT «aapecar» yIIIOBBIM CIIOCOOOM:
Hupexrop OO0 «Kopuua+» M3onsues B.®., anpec: 392000, r. Tam6o0B, yn. CoBerckas, 1.28.
2. OdopMHUTBH BHU3Y COTIIACOBAHMUS:
Hauansnuk otnena xagpos Cepreesa 1.A.
3. CocraBbTe ciTy:kKeOHOE UHUIIMATUBHOE MHChbMO-HAIIOMUHAHUE 10 CIIEAYIOIIUM JaHHbIM:
arop 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; OT'PH 1056600849824; MHH/KIIII 2508022310/624002004.
[TuceMo sBNIETCS HAIIOMUHAHUEM O TOM, YTO 00s3aTenbeTBa M0 KOHTpakTy Ne25 ot 14.02.2013 o mocraBke
MeOeH He BBIMOIHAIOTCS, CPOK OTTPY3KU UCTEK 2 HEeNleNH Ha3ald, U 3aJiepKKa MOCTaBKU MOXKET PUBECTH K
IIPEKPALLEHUIO0 COBMECTHOM 1€ATEIBHOCTH.
Ocmanvhvie pexksuzumel ykaxcume camocmoamenvro. Cmpykmypy meKkcma makxdce Modxiceme
NOOKOPPEKMUPOBamMs CaMOCHOAMENbHO 8 COOMBEMCMBUL C NPEOTIOHCEHHOU CUNMYAYUel.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU
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Jeckpuntops! (ypOBHN) — OCHOBHBIC IPU3HAKK OCBOCHUS (TIOKa3aTeIH

Onenka Kommnerenriu
TIOCTYOKCHHSI pe3YJIbTaTa)
IK-12 CrocobeHn pa3pabarbiBaTh COIUATBHO-DKOHOMUYECKHAE MPOCKTHI
«3a4TEHO» (mporpaMmbl pa3BUTHsI), OLIEHUBATh SKOHOMUYECKHE, COIMAJIbHBIC,
(50 - 100 6aoB) MOJIUTUYECKHE YCIIOBUSA u MOCJIEACTBUA peanuzanuu
rOCYIapCTBEHHBIX (MYHHUIIMIIATIBHBIX ) MPOrPAMM

[IK-12 He cnocoGen pa3pabarbeiBaTh COIMAIbHO-3KOHOMHYECKUE TPOEKTHI
«HE 3aUTEHO» (mporpaMmbl pa3BUTHsI), OLICHUBATh SKOHOMUYECKHE, COIMAJIbHBIC,
(0 - 49 GannoB) IIOJINTUYECKUE YCIIOBUS u IOCJIEICTBUS peanu3anuu

rOCyAapCTBEHHBIX (MyHUIMNIAIBHBIX) IPOTpaMM

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOCHHMIO IMCIUILIMHBI (MOXYJIA)



5.1 Meronuueckue yKa3aHus IO OpraHU3alUN CaMOCTOSITEIbHOM paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EHUIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
comepkanreM paboueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHuwe, oObem, a
TaKXKe MMOPAJOK N3yUeHHsI U IIPENoAaBaHus y4eOHON AUCIUILINHBI, €€ pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BaKHOE 3HaUECHUE UMEIOT paszieisl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIMOHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaibHO-TEXHUIECKOe
o0ecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIHMIUIMHBD) YKa3bIBAIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHHe TUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeuyeHb
npo¢eCCHOHABHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX ISl OCBOCHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMy 110 TUCIUILIIHHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM JIOMOIHUTEIbHOU
JUTEPATYPHI;

- TIPY CaMOCTOSATEJIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI CJIeNaTh KOHCIIEKT, UCTIONIb3Yysl PEKOMEH/I0BAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI:

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

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

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JIHUTEPAaTYpOl SIBISETCS IIaBHOM (POpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI I10 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pa3MmenieHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIOJHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JODKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JMUTEparypbl NPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaXJbli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa W3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENETAETCS CAMUM CTYIAECHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

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

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

24
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ColecenoBanue TmpeAnonaraeT OpraHU3alui0 Oecelbl IMpernojaBaTess CO CTYIEHTaMH II0 BOIPOCaM
MPAaKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbsl MOTYT y4acTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.
VYCTHBIE ONPOC MOXKET TPUMEHATHCS B pasiMHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUPOBaHHBII. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBWJIBHOCTb OTBETA I10 COACPIKAHHUIO;

- IOJTHOTA U INIyOuHa OTBETA;

- CO3HATEJILHOCTb OTBETA;

- JIOTMKA U3JI0)KEHUsI MaTepHaa;

- PallMOHAIBLHOCTH MCTIOIB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHOW yueOHOil 3a1auu;

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

- UCITIOJIB30BAHUEC OOIIOJIHUTCIBHOI'O MaT€puaa,
- padlOHAJIBHOCTH UCIIOJIB30BaHWA BPEMCHH, OTBCACHHOI'O HA 3aJlaHHUC.

VYCTHBI OMPOC MOMKET COMPOBOXKAATHCS TMPE3CHTAIUEH, KOTOpas TOATOTABIMBACTCS IO OJHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATHUS. [IpH BBICTYIUIGHHH ¢ Tpe3eHTaIeld HeoOXoAMMO oOpamarb BHUIMaHUE
Ha TaKHe MOMEHTHI KaK:

- cofep)KaHUE MPE3CHTAlMU: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUAM (II€TTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKaHHUS M JIUTEPATyphl), MPaKTHUECKasi HANpaBIE€HHOCTb, COOTBETCTBHE
CoZiepyKaHus 3asiBICHHON (opMe, aleKBaTHOCTb MCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

- odopmileHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiH (YMTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYpUpOBaHHE WH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHMHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOEHHE PETIaMEHTa, SMOLMOHAIBHOCTD, YMEHHUE
OTBETHUTb Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:
- COnIep)kKaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasa, pacKpbITHE TEeMbl, JOCTYIHOCTb
m3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB WKT, cmocoObl ©u  yClIOBHS —JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHATbHOW WU yueOHOU
JesITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUN, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOYCHUS,
BBIBO/IBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecrieyeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:

1. ApacmanoBa B. A., bypmucrtposa E. C. CinyxeOHble TOKyMEHTHI: (OpMYISIpBl B TpUMEPHI OPOPMITCHHS.
Anp00M: 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., Achangusposa M. I. [lenonpom3BOACTBO M apXWBHOE €0 B TEPMHUHAX U
ompeneneHus X : yudeOHoe mocobue. - 3-¢ m3ma., crep.. - MockBa: @nunaTa, 2018. - 295 c. - Teker
anekTponnbii  // OBC  «YHuBepcurerckas ~— OuOnMoOTEeKa  OHJIAMHY [caiir]. - URL:
http://biblioclub.ru/index.php?page=book&id=69168

6.2 JlononHUTENBHAS IUTEpPATYpA:

1. Kazannena I'. B. JInuable qoOKyMeHTHI: TpeOoBaHUS K 0(DOPMIICHHIO U 00pa3ibl JOKYMEHTOB : yueOHOE
mocobue. - 6-¢ u3m., crepeorun.. - MockBa: ®munra, 2017. - 40 c. - Tekct : snexkrpoHHsd // DbC
«YHUBEPCUTETCKAS OmoOImoTeka OHJIANH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531
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2. Ky3pmunoB, A. B. CoBpemMeHHBIE MPOOJIEMBI YIIPABICHUS MIEPCOHATIOM : Y4eOHO-METOIMUECKOE MOCOoOHe.
- 2024-12-06; CoBpemeHHBIC MPOOJEMBI yOpaBJICHHs TepcoHANOM. - 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., Kpymnos 1. B., MensnukoB O. H., Mouceenko C. C., ITepmskoB B. A., [lecomkuii A. A., Poxxko B.
., Cadapos I. I, CuroB B. 1., CumonoB B. C., CunoB B. B., ®exmuctop U. ®., Yupkora A. B.
VYrpaBieHue 4eI0BEUSCKUMHU PecypcaMu : YUEOHHK /i BY30B. - TIep. U J0I; 2-¢ u3l.. - Mocksa: KOpaiir,
2020. - 467 c. - Teker : anexrponnsiii // DBC « FOPAUT» [caiir]. - URL: https://urait.ru/bcode/449957
4. AsepuenkoB B. U., PeitoB M. 0. Ciyx06a 3amuTthl nHOOpPMAIIMK: OpraHu3aIisa U yIpaBJICHHE : yueOHOE
mocobue i By30B. - 3-¢ u3ld., crep.. - MockBa: ®nunTa, 2016. - 186 c. - Tekct : anekrponHsIil // DbC
«YHUBEPCUTETCKAS OmoOImoTeKa OHJIANH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=93356
5. BerpoBa E. A., KabanoBa E. E. Tpynosas koH]mukTONOrHs : y4deOHO-METOIMYECKoe mocobdue. -
Mocksa|bepmun: Jupexr-Memna, 2019. - 188 c. - Tekct : smekrponnsiii // OBC «YHUBepcuTeTCKAs
oubmuoTeka onnaite» [caiit]. - URL: http://biblioclub.ru/index.php?page=book&id=500389

6.3 NHpIe HCTOYHUKU:

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

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

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

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

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO CIIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYLIEr0 KOHTPOJS U TMPOMEKYTOUHOM aTTecTaluH,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThl.

VYdeOHbIe ayTUTOPHUU U IIOMEIICHUS ISl CAMOCTOSTEIILHON paOO0Thl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS YyueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHMs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JIOCKA).

JIuieH3nOHHOE MPOrPaMMHOE 00ECIICUCHHUE:!

1C:IIpeanpusitue 8.2 (8.2.18.61) yueOnas

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 - Cranpaptaeiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonansusiii moc 2007
Oracle VM VirtualBox 3.2.10
Skype
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Anwr-UHBecT cymMmm
Omneparnmonnas cuctema "Anst O6pazoBanue"
Omnepannonnas cucrema Microsoft Windows 10
Omneparmonnas cuctema Microsoft Windows XP SP3
OneKTpoHHBIN nepuoanyeckuii cupaBoyHuk "Cucrema TAPAHT"
LiteManager Pro - Server
Statistica Base 10 for Windows RU
Koncynperant [Intoc

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

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

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

5. Hayunas snexrponnas 6ubnuoreka «KubepJlennnkay. — URL: https://cyberleninka.ru
6. [Ipe3unentckas 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 yHUBepcaibHas Hay4yHas OubOmmoreka um. A.C. Ilymxwuna. — URL:
http://www.tambovlib.ru

10. VauBepcurerckas OuOnMMOTEKa OHJIAHH:  AIEKTPOHHO-OmMOMMoTeyHas cucrema. — URL:
https://biblioclub.ru

I1. ONEKTPOHHBIN KaTajuor @DyHIaMEHTaIbHON OubIMOTEKN TTV. — URL:

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

DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpenomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM
MYJIBTUMEMHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHH, HUCIOJIB3YEMBIX B

ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEILHON CPEIe YHUBEPCHUTETA.



