ABTOHOMHas HEKOMMepUecKas 00pa3oBaTesIbHast OpraHU3anus BHICIIETO 00pa30BaHUsS
«Cubupckuit THCTUTYT OM3Heca U MHPOPMALMOHHBIX TEXHOIOT U

VIBEPXJIAIO

22

‘HA A 2 'X'MJ'. POAHOHOB
R T e "

D

«F1 ﬂnuapii“zf)zl r.

/
/

PABOYAS ITPOI'PAMMA JTUCIUAITINHBI

«JlokyMeHTAIMOHHOE 00ecneyeHHue YIpaBJIeHUs»

(mpotokon pemenus Yuenoro coera Ne 4/J1 ot 11.01.2021 r.)

HanpaBnenune noaroToBku
38.03.02 MeHe:KMEHT

Hanpasnennocts
«MapkeTuHr»
«MeHe:KMEeHT OpraHu3anumn»
«POUHAHCOBBLIH MEeHEIKMEHT»

«YrnpasjeHue OU3HeCOM
«MeHeq:KMeHT B He(hTerazoBoM KOMILICKCEe»

KBanudukanms BbITYyCKHIKA
«0akanaBp»

dopma 06yueHus (rog Habopa)
ouHas (2021, 2022, 2023)
ouHo-3a04Hasi (2021, 2022, 2023)
3aounasn (2021, 2022, 2023)

Omck — 2022



Pabouas nporpamma nucuuruinHbl «JloKyMEHTAaIMOHHOE O0ecTIieueHUE YIIPABICHUS».

ABTOp(BI):

JIOLICHT, KITH JlykbsiHunkoBa E.A.

Peuenzent(bl): Kapnor B.B., mnpodeccop, mnpodeccop kadeapsr «l'ocymapcTBeHHOE,
MYHHMLMIIAJIBHOE YIpaBieHHe u TamoxeHHoe pneno» PI'BOY BO «Owmckuii rocynapcTBEHHBIN
TEXHUYECKUI YHUBEPCUTET», MOYETHBIN pabOTHUK BbICIIETr0 0OpazoBanus PO, 1.3.H.

Vi

PaGouas mporpamMma paccmoTpena pykosoaurenem QIOTY <

L // 7

bopucosa O.M.

Pabouas mporpamma ogo0peHa Y4ueHbM coBeToM HHCTUTYTA (TipoTokoi Ne 4/]1 ot 11 ssuBaps 2021 r.)

(c usmenenusamu u gononHeHusiMu ot 01 centsiOps 2021 r., mpotoko:n pemenus YC Ne 1)
(c u3meneHusaMu u gonoaHeHussMu ot 26.01.2022 r., npotoko:n pemenust YC Ne 6)

(c u3smenenusimu 1 gonosiHeHussMu ot 31.08.2022 r., mporokon pemenus YC Ne 13)

HopmaTtuHo-npaBoByto 0a3y pa3paboTku paboueii mporpaMMbl TUCIUIUIMHBI COCTaBIISIOT:

- DenepalibHBIA TOCYAAPCTBEHHBIM 00pa30BaTENbHBIA CTaHAAPT BBHICIIETO OOpa30BaHUS -
OakanaBpuaT no HampasieHuto noarotoBku 38.03.02 MenemkmenT (npuka3 MunoOpHayku Poccun ot
12.08.2020 r. Ne 970)

- Ilpukaz «O6 ytBepxkaeHun Ilopsaka opraHuzanuu M OCYIIECTBIECHHUS 00pa3oBaTelbHOU
JesITeIbHOCTH 110 00pa30BaTeNIbHBIM IIPOrpaMMaM BBICIIEr0 00pa3oBaHUs — MporpamMmamM OakaiaBpuaTa,
IporpaMMamM crHelainTeTa, mporpaMMaM Maructpatyps» oT 06 anpens 2021 r. Ne 245.

- Ilpuka3z «O0 yTBep»JAE€HUU MOpsAKa MEepeuHell crenuantbHOCTEeH U HalpaBlIeHUH MOJTOTOBKH
BbIcIIero oOpa3zoBaHus» oT 12 centsaops 2013 r. Ne 1061.

- OcHoBHas mnpodeccuoHanbHas oOpa3oBaTelbHas MporpamMma BBICIIETO OOpa30BaHM
HanpaBjIeHUs NOAroToBKM OakanmaBpuata 38.03.02 MeHemkMeHT (HampaBieHHOCTh «MapKeTUHI»,
«MeHeKMEHT opranuzaunny», «OUHAHCOBBIH MEHEKMEHT», «YIpaBieHue OusHecom», «MeHeIKMEHT
B He()Tera3oBoM KOMIUIEKCEY)), yTBepxkAeHHast pekTopom 11.01.2021.

- TlonoxeHne O KOMIUIEKTaX OLIEHOYHBIX MaTEpHUaJOB OCHOBHOW MpodeccroHalbHOM
oOpa3oBaTenbHOU mporpamMmsl Beiciiero odpasosanuss B AHOO BO «Cubupckuii HHCTUTYT OM3HEca U
MH(OPMALIMOHHBIX TEXHOJIOTHIY, yTBEepkIeHHOe pekTopoM 31.08.2020 r.



1. IEPEYEHD INTAHUPYEMBIX PE3YJIbTATOB OBYYEHMUS 110 JTUCHUIIJIMHE,
COOTHECEHHBIX C IINTAHUPYEMBIMU PE3YJIbBTATAMHMN OCBOEHHA OIIOII

BAKAJIABPUATA

Lenv Oucyunaumvl «/oxymenmayuonHoe obecneueHue YNpasieHusy - -HAYYUTb OyayIIero
CHelHaNucTa MPUHIIUIIAM paboThI C JOKYMEHTaMU-HOCUTEISIMU HHGOpMaIUY;
-pa3BUTh y OOYYAIOIIUXCS HABBIKM KOMAaHJHON pabOThl, MEKIUYHOCTHOW KOMMYHUKAIIHUH,

MIPUHATHUS PEIICHUI.

3aoauu oucyuniunol:

- O3HaKOMJICHHUE CTYACHTOB C COCTAaBJICHHEM U O(bOpMJ'IeHI/IeM JOKYMEHTOB Ha OCHOBC
CYIICCTBYIOIIUX I'OCYAAPCTBCHHBIX CTAHAAPTOB,
- IIOJIYUCHHC CTYACHTAMHU 3HaHUH 00 OpraHu3annuu pa6OTBI C JOKYMCHTAMHU Ha IPCAIIPHUATHH, B

OpraHu3alyy, YYpEKICHUU;

- U3y4YCHHUE MPaBUIl OPOPMIICHHUS YIIPABICHUYCCKUX JIOKYMEHTOB, U UX PEKBU3HTOB;
- PacCCMOTPEHUE IPUMEPOB JTOKYMEHTOB, PETIAMEHTUPYIOIIUX IIPOLIECC YIIPABICHHU.

B pesynbrare ocBoenus OIIOII GakamaBpuara oOyYaroIIUIiCS JTOJDKEH OBJIAJIETh CIICIYIOITUMU
pe3yabTaTaMu 00y4eHHS IO TUCIUILINHE:

Ko u HaumeHnoBaunue

KOII 1 HAMMCHOBAHUEC MHIUKA-

[Iepedyenp muIaHUpPyEMBIX pE3yIbTATOB

KOMIIETEHIINH TOpa AOCTUKEHHS] KOMIIETEHIIUU 00y4eHus MO TUCIUIIINHE
IIpodeccnonanbubie komnerenuuu (IK)

I1K-3 Croco6en|I1K-3.1 3Haer OCHOBHEIC|3HATH:

OCYILIECTBISTh TIPUHIIMIIBI u MeTo bl 1. OcHoBBI JIOKYMEHTAI[HOHHOTO
ACATCIIBHOCTD IO |IIJIAaHUPOBAHUA, opraHu3anuu, obecrieueHus YIPaBJICHUYCCKHUX
IJIAHUPOBAHMUIO, MOTHBAIIMM U KOHTPOJSL pabOTHI|TIPOIECCOB, a Takxe CHCTEMBI
OopraHu3alyi, MOTUBALIMK H|epcoHaa, OCHOBBI[?JIGKTPOHHOTO  JIOKYMEHTOOOOpOTa U
KOHTPOJIO paboThI[OpraHu3anuu 1eJI0MPOU3BOICTBA|COBPEMEHHbBIE TEXHUYECKHE CPEICTBA IS
NepcoHasia, 0oOecreYeHuIo|u JIOKYMEHTAIMOHHOTO | TOKYMEHTAIIMOHHOTO obecrieueHus
JOKYMEHTAIMOHHOTO COTIPOBOKACHHUS yIpaBIeHUS

COTPOBOXKICHHS YIPABJICHUYECKUX MPOIECCOB 2. [TpaBuna COCTAaBJICHHS

YIIPpaBJICHYCCKUX MTPOLIECCOB

OPraHU3alMOHHBIX, PACIOPSIAUTENBHBIX U
MH(pOPMAITHOHHO-CIPABOYHBIX
JIOKYMEHTOB, O(OpPMIIEHUSI PEKBU3UTOB
opUIIHATBEHBIX JOKYMEHTOB

[IK-3.2 VYmeer opraHu3oBarb
JeSITEIbHOCTD 1o

IUTAHUPOBAHUIO,  OpraHU3allH,
MOTHBAIIMHM U KOHTPOJIIO pabOThI
nepcoHasna OpraHu3aIuii
Pa3IMYHBIX bopm
COOCTBEHHOCTH, a TaKXe
JTOKYMEHTAITMOHHOMY
COITPOBOKICHHUIO ux
JeSITeTbHOCTH

YMeTh:

1. AmnamusupoBaTh W OIICHUBATH
coJlepiKaHUEe JOKYMEHTOB, OOpa3yroIux
JIOKaJbHYI0 HOPMaTHBHO-TIPABOBYIO 0azy
2. CocTaBiiTh OpraHu3allOHHbIE,
pacropsiIuTeTbHBIE 51
UH(OPMAaIIMOHHO-CIIPABOYHbIE
JTIOKYMEHTBI o o0ecrevyeHnIo
JIOKYMEHTAIlMOHHOTO COMPOBOXKICHUS
YIPaBICHUYECKUX MTPOIIECCOB

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucyunnuna «/Jokymenmayuonnoe obecneuenue YnpasieHus» 6xo0um 6 Yacmv, GopmMupyemyro
VUaCmMHUKAMU 00pa308amenbHblX OMHOWEHU, Y4ebH020 niana 610Ka «/Jucyuniunsl, MOOYIU» OCHOBHOU
npogheccuonanvHol oopazoeamenvrou npoepammol (b1.8.01).

Hannas oucyuniuna npedycmompena y4eOHvIM HIAHOM 8 3 cemecmpe(ax) - no ouHou ¢hopme
00yuenus, 3 cemecmpe no OYHO-3a0YHOU popme 00yueHus, 3 cemecmpe no 3a04HoU opme 0byueHUs.

OcBoenue
obecneuenue ynpasienusiy

KOMIIETEHIIMN HAYMHAETCA

C

HU3YUCHUA  OUCHHUILIMHBI

«/{okymenmayuonHnoe



3HaHUS U YMEHUS, MOJTYUYCHHbIE B pe3ysbTaTe U3y4yeHUs JAHHON NHUCUUIUIMHBI, UCIIOJIB3YIOTCS B
MIOCJIEAYIOLIEM /ISl U3YUEHHUS:

"VpasieHnue nepcoHanom”

"[LmanupoBaHue U MPOrHo3upoBanue"

"Vupasnenue Ouznec-npoueccamu”

3. OPBEM JUCHUIIUVIMHBI B 3AYETHbBIX EJIWHUIAX C YKA3ZAHUEM
KOJINMYECTBA AKAJEMHUYECKHUX YACOB, BBIAEJEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOHIUXCS C NPENOJABATEJEM (II0 BUJIAM 3AHSATHUH) U HA
CAMOCTOSTEJBHYIO PABOTY OBYYAIOLIUXCS

OO6mias Tpya0eMKOCTh (00BEM) TUCIHUIUIMHBI COCTABIISIET 3 3.€., 108 u.

OuyHo-3204HAas

Ounas dpopma 3aounas popma

Bun yueOHol paboThl dbopma
3 ceMecTp 3 ceMecTp 3 ceMecTp

108 108 108
OO0mast TpyA0eMKOCTb 1M CHUILIHHbBI
KonTakTHasi padora, B TOM 4ucJje B 56 44 g
3JICKTPOHHOM HH(OPMALMOHHO-
o0pa3oBaTeJILHOM cpene (Bcero):
JlekumoHHbIE 3aHATHS 18 14 2
[IpakTuueckue 3aHATHS 36 28 4
Koncynbpranuu 2 2 2
CamocrosiTesibHasA padoTa 00yyaouuxcst 43 60 96
(Bcero), B TOM 4mcJie:
®opma NPOMeKYTOYHOM aTTeCTALNH 9 4 4

o0yJaronierocs - 3a4eT

4. COAEPXKXAHUE UCHUIIJIMHBI, CTPYKTYPUPOBAHHOE II0 TEMAM
(PA3JIEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HUX KOJIHUYECTBA
AKAJJEMUYECKHUX YACOB 1 BUJIOB YUEBHBIX 3AHATUN

4.1. Pa3znesibl AUCHUNIMHBI (MOYJIS1) U TPYA0EMKOCTh 10 BHAaM Y4eOHbIX 3aHATHH (B yacax)

3 cemecTp, ouHas opma 00ydeHus

O0beM "yacoB (110 BUIaM y4eOHBIX 3aHSATHI)
KonTakTtHas pabora (1o . Kon
yueOHBIM 3aHATHSM), Yac. % ° WH/INKATO
o o =) a
Paszen/TemMa JUCIHUILIHHBIL, Bcero, = 2 = 5 9| B p
Bcero es b = = A 8-4 IOCTHXKE
CoZIep)KaHue yac. ’ = s Z| 9 &8 s X o
= O = o < )
yac. = | 28| ¢ E 2 £ 5| Z HiA
% se| E 3 518 8| & |xommeren
<
S legeal 8] 2|34 L
< e o O
= = 7
1. HopmaruBHO-MeTOAMYECKAS
Oaza JIOKYMEHTAIMOHHOTO
IIK-3.1,
obecrieyeHus ynpasieHus B PO:| 13 8 4 4 5 K-3.2
UCTOpHS  BOINPOCA, OCHOBHBIE '
TEPMHUHBI.
2. Opranu3zaimoHHast
JOKYMEHTalusi: TpeOoBaHUS K
[1K-3.1,
cocraBieHHIO © odopmieHuto.| 13 8 2 6 5 K-3.2
Texuomorust paboTsI c '
JOKYMEHTaMHU.




3. PacnopsinurenbHas
JOKYMEHTAIUs: TpeOOBaHHS K
cocraBieHuio u odopmieHuto.| 14 8 2 6 6
TexHonorus paboTHI c
JTOKYMEHTaMH.

I1K-3.1,
I1K-3.2

4. CrpaBoYHO-MH(OPMAITUOHHAS
JIOKyMEHTaIus: TpeOOBaHMSA K
cocraBieHuio u odopmienuto.[ 11 6 2 4 5
Texnonorus paboTHI c
JTOKYMEHTAMHU.

I1K-3.1,
I1K-3.2

5. KagpoBas JOKyMeHTaLus:
TpeOOBaHUSI K COCTaBJICHUIO H 14 3 2 6 6 [K-3.1,
0 OpMIICHHUIO. Texuonorus [1K-3.2
PaboThI C IOKYMEHTAMH.

6. OcHoBHbIE IPUHLMIIBI
OpraHu3alu 11 6 2 4 5
JIOKYMEHTO000pOTa.

[IK-3.1,
[1K-3.2

7. HcnonHeHue JTOKYMEHTOB.
KonTpomns WCTIOJTHEHUS
JTOKyMEHTOB. DOpMBI KOHTPOJIS
WCTIOTHEHUS JIOKYMEHTOB.
TunoBele W UHIAUBUIYaJIbHbIE
CPOKH HCIOJIHEHHUS JIOKYMEHTOB.
Ananus CTPYKTYpBI [1K-3.1,
10 4 2 2 6

JIOKYMEHTOO0O0pOTA. [K-3.2
Cucremsl 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa: TIPOOIEMBI
BHEJIPEHUs, NpPEUMyILIeCTBA U
HEJIOCTaTKU UCIIOJIb30BAaHUS B
JOKYMEHTAMOHHOM
YIPaBJICHUU OPraHU3ALHUECH.

8. CucremaTtuzanus
JOKYMEHTHOU UHpOpMaLUH. [IK-3.1,
OmnepaTuBHOE XpaHEHHE 13 8 2 4 2 > [K-3.2
JOKYMEHTOB U JIEI.

BCEI'O| 108 56 18 36 2 43 9

@DopMBI TEKYLIEr0 KOHTPOJS — IMPAaKTUYECKOEe 3aJaHMe, 3ayeT, JIe0oBas W/WIM poJieBas Urpa,
UTOTOBBIN TECT, KOHCYJIbTALlUs
dopma NpOMEKYTOYHON aTTECTALUU — 3aUET.




3 cemecTp, 04HO-3a04Has opMa 00ydeHUs

O06BeM JacoB (TI0 BUIaM yIeOHBIX 3aHSTHIA)
KonTakTHas padorta (1o w Kon
y4eOHBIM 3aHATHSM), Hac. S o WUHAMKATO
Pa3zgen/TemMa qUCHUTIIMHEL, Bcero, % = E % 3 (E; pa
conepKanHe gac. Bcero, - z 3 2 = g = :ﬂ & JIOCTYKE
ac. = | e&| 2E = | 25| = HUA
i S¢| g = 5 |8 © | 2 |rommeren
SR S| 2|13 ¢< u
= | 2 2 |~
1. HopmaruBHo-meTOAMUYECKAs
6aza JIOKYMEHTAllMOHHOT'O K31
obecrieyenus ynpasienus B PO:| 14 7 3 3 1 7 HK—3. 2’
UCTOpHUSL  BOINPOCA, OCHOBHBIC
TEPMUHBI.
2. OpranuszanuoHHas
JTOKyMeHTalusi: TpeOoBaHUS K K31
cocraBienuto u odopmieHuto.| 13 6 1 4 1 7 HK—3' 2’
Texnonorus paboThI c '
JIOKyMEHTaMH.
3. PacnopsinurenbHas
JNOKyMeHTausi: TpeOoBaHUS K K31
coctaBieHui0o u odopmiieHuto.| 12 5 1 4 7 HK-3. 2’
Texnonorus paboThI c '
JIOKyMEHTaMH.
4. CnpaBoyHO-UH(POPMAIIMOHHAS
JTOKyMEHTaIusi: TpeOoBaHUS K K3 1
cocraBieHuto u odopmienuto.| 11 4 1 3 7 HK-3. 2’
Texnonorus paboThI C :
JIOKyMEHTaMH.
5. KampoBas gokyMeHTaIus:
TpeOOBaHUSI K COCTaBJICHUIO W IK-3.1,
18 8 1 7 10
0 OpMIICHHUIO. Texunonorus [IK-3.2
paboThI C TOKYMEHTAMH.
6. OcHOBHBIE TPUHIUTIBI K31
OpraHu3auu 14 4 1 3 10 HK—3‘ 2’
JTOKYMEHTO000pOTa. '
7. HcnonHeHue TOKYMEHTOB.
KonTpons HWCTIOJTHEHUS
JOKYMEHTOB. POpMBI KOHTPOJIS
WCTIOTHEHUS JIOKYMEHTOB.
TunoBble W WHIWBHUIYyaJTbHBIC
CPOKH HCIIOJIHEHUS TOKYMEHTOB.
AHnanus CTPYKTYpBI [IK-3.1,
9 2 1 1 7
JIOKYMEHTO000pOoTa. [1K-3.2
Cucremsl 3J€KTPOHHOTO
JIOKYMEHTOO0O0pOTa: TPOOIEMBI
BHEJIPEHUs, NPEUMYIIEeCTBA U
HEJOCTaTKU HCIIONb30BAHUS B
JOKYMEHTAIMOHHOM
YIIPaBJICHUU OPTraHU3AIUEH.




8. CucreMarusaius

JIOKYMEHTHOM nH(popmaruu. IK-3.1,
13 8 5 3 5
OneparuBHoE XpaHEHHUE I1IK-3.2
JIOKYMEHTOB H JICJI.
BCEI'O| 108 | 44 14 28 2 | 60 |
3 cemectp, 3a0uHas popma oOyUeHHS
O6beM 9acoB (110 BUIaM y4eOHBIX 3aHSATHI)
KonrakTHas padora (1o o Kon
y49eOHBIM 3aHATHSIM), Jac. g o WHIUKATO
o o ~ | 28| a4 pa
Paznen/Tema nuCHMITIIMHEL, Bcero, = = S g 9| &
Bcero = 2 =1 £ A | jocrimke
COJIEPIKAHNE qac. ’ S S A3 2 F S S
yac. = | €& 2E 2 | & g | mm
% So| E = 5|8 S & |xommeren
= |Sel 58| & |24 mH
< o o @)
= = 7
1. HopmaTuBHO-MeTOMMUYECKAS
0aza JIOKYMEHTAIMOHHOTO
I1K-3.1,
obecrieuenus ympasiaeHus B PO:[ 14 2 2 12 K-3.2
HUCTOpUS  BOIPOCA, OCHOBHBIE '
TEPMUHBI.
2. OpranuzanuoHHas
JOKyMEHTAIUs: TpeOOBaHUA K
IIK-3.1,
coctaBieHuio u odopmiienuto.| 12 12
IK-3.2
TexHomnorust paboThI c
JIOKyMEHTaMH.
3. PacnopsinurenbHas
JTOKyMEHTaIusi: TpeOoBaHUS K
IIK-3.1,
coctaBieHuio u odopmiienuto.| 14 2 2 12
IK-3.2
TexHomnorust paboThI c
JIOKyMEHTaMH.
4. CnpaBoyHO-UH(POPMAIIMOHHAS
JTOKyMeHTaIusi: TpeOoBaHUS K
IIK-3.1,
coctaBieHuio u odopmieruto.[ 12 12
IK-3.2
TexHonorus paboThI c
JIOKyMEHTaMHU.
5. KampoBas JOKyMeHTalMs:
TpeOOBaHUSI K COCTaBICHUIO H [K-3.1,
12 12
0 OpMIICHHUIO. TexuHonorus [IK-3.2
paboThI C TOKYMEHTAMH.
6. OcHoBHbBIE MIPUHITATIEI
OpraHU3aluu P 14 2 2 12 TK-3.1,
I1K-3.2

JTOKYMEHTO000pOTA.




7. MHcnonHeHue TOKYMEHTOB.
KonTpons WCTIOJTHEHUS
JOKyMEHTOB. DOpMBI KOHTPOJIA
UCIIOJTHEHUS JTIOKYMEHTOB.
TunoBble M HHIAUMBUIYyaJbHBIE
CPOKU HCIIOJHEHHUS JOKYMEHTOB.
AHanus CTPYKTYpBI [IK-3.1,
12 12

JIOKYMEHTOO0O0pOTA. [1K-3.2
Cucremsl AJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa: TIPOOIEMBI
BHEJPEHHUS, MpPEUMyIIECTBA U
HEJOCTaTKU HCIIONb30BAHUS B
JIOKYMEHTAIl[MOHHOM
yIpaBJICHUH OpraHUu3alueil.

8. CucremaTtuzanus
JIOKYMEHTHOM nHpopmanuu. 14 ’ ) 12 [1K-3.1,
OmnepaTuBHOE XpaHEHHE [K-3.2
JIOKYMEHTOB H JIeI.

BCEI'O| 108 8 2 4 2 9% |[4

4.2. Conep:xaHue TUCHMILINHBI, CTPYKTYPUPOBAaHHOE 110 pa3jiesiaM (TeMaMm)

Tema 1. HopmaTuBHO-MeTOAUYeCcKasA 0232 JOKYMEHTAMOHHOIO o0ecnevyeHnusi ynpapJjienusi B PD:
HCTOPHS BONIPOCA, OCHOBHbIE TEPMHHBI.

Jlekunonnblie 3ansaTus 1.

HcTopusi BOSHUKHOBEHHSI M Pa3BUTHs YIPABICHUYECKOM JOKyMEHTaLMH. [[enonpous3BoACTBO B
JIPEBHEPYCCKOM  TOCYAApCTBE. [IpukazHoe  AeIONPOU3BOICTBO. CucremMa  KOJIJIEXKCKOTO
nenonpousBoAcTBa. CucremMa MuHHCTEpCKOoro nenomnpousBojctBa XIX-Hagama XX BB. Hceropus
YIPaBJICHUS U JAEIONPOU3BOACTBA B XX BEKE.

Joxyment. IOpuanueckass cwia gokymeHta. DopMynssp OOKyMeHTa. biaHku [OKyMeHTa.
JlokyMeHT0000pOT U noKkyMeHTonoToku. [leno. Homenknarypa nen. Xpanenue 1okyMeHToB. OCHOBHbBIE
MIOHATHSI U MTOJIOKEHHUS 10 JOKYMEHTUPOBAHUIO YIIPABIEHYECKON JEATEIBHOCTH.

3akoHoaarenbHble akThl PO B chepe nHpopmanumn u gokymeHTanuu. Ykassl [Ipesunenta PO u
nocraHoBieHus [IpaButensctBa P®. HopmarusHble npaBoBele akThl PockoMapxuBa. ['ocynapcTBeHHbIE
CTaHJapThl HAa JOKYMEHTalMo. YHU(UKALNS U CTaHAAPTU3aLUs YIPABIECHYECKUX JOKYMEHTOB. Buabl
JOKYMEHTOB U UX KJaccu(uKaius.

IIpakTHyeckne 3aHATHA 2.

«HMcroprst BOSHUKHOBEHHMSI U Pa3BUTHUS YIIPABICHUYECKON TOKYMEHTALUN.

Ha xaxnp1it Borpoc He00xo1uMo chopMyIHpOBaTh pa3BEPHYTHIE OTBETHI:

Bomnpocs! 11t o0cyxaenus

1. OtpaxxeHue BOIPOCOB JTOKYMEHTHPOBAHHsS, COCTaBICHUS U O(OPMIICHHS IOKYMEHTOB B
3aKOHOAATEIbHBIX 1 HOPMAaTUBHBIX aKTaX.

2. IlonsTMe opuruHana AOKyMeHTa, ero npusHaku. [lognmmHHOCTE noKymeHTa. IloHsTHE
«TOAJINHHUK.

3. [lonnuHHBIE U TOAJIOKHBIE TOKYMEHThI. Bunibl Ganbcudukanumu J0KyMeHTOB.

4. IlonsiTne «komnust T0KyMeHTa». Busl konwuii.

5. opsnox oopmnenus konuid. KOpuanueckas cuna Komnui.

6. biank nokymenTa. Bujpl 6;1aHKOB.

7. CoctaB OiaHKa, MOPSIIOK PACIIONOKEHUS PEKBU3UTOB B OJIaHKE.

8. biaHKu C yII0BBIM U LIEHTPOBAaHHBIM PACIIOIOKEHUEM PEKBU3HUTOB.

9. OcHOBHBIE TTPaBUJIa KOHCTPYHUPOBAHUS OJIAHKOB.

10. brmanku ¢ u300pakeHHEM rocyaapcTBeHHoro repba, repba cyobekra (eaepanuu, repba
MYHUIUIAIBHOTO 00pa30BaHMsL.




11. ABTOop noxkymenta. [Topsimok 0603HaUCHUST HAMMEHOBAHUS OPTaHU3AIlMH-aBTOPa TIOKYMEHTA.
12. CipaBouHbI€e JTaHHBIE 00 aBTOpE, X COCTaB, pa3MellleHUe Ha OJIaHKe.

B koHI1e mpakTH4ecKoi paboThl HEOOXOAMMO CPOPMYIMPOBATH 0OOOITAIONINN BHIBOJI.

Tema 2. Opranu3anoHHas JOKYMEHTAIUSA: TPeOOBAHUSA K COCTABJIEHUIO U 0()OPMIICHUIO.
TexHosorust padoThl ¢ JOKYMEHTAMH.

Jleknuonuenie 3ausaTug 1.

Opranu3anroOHHO-TIPABOBask TOKYMEHTALMs: O0IIasi XapaKTepUCTHKA U crenru(rka T0KyMEHTOB.
Pa3paboTka u yTBepKIeHUE KOMILIEKCa OPraHu3allMOHHO-IIPABOBBIX JOKYMEHTOB: YCTaB, MOJOKeHUE 00
opranu3anvu, CTPYKTYPHBIX HOAPA3ACIICHHUAX, KOJUICTHUAJIBHBIX W COBCHIATCIIbHBIX OpraHax; IITAaTHOC
pacnucanue; MHCTPYKLUHU MO OTAETbHBIM BUJAM JIEATEIbHOCTH; JOKHOCTHBIE HHCTPYKIIHH.

IIpakTnyeckue 3ansATHA 2.

Henosas cutyanus: OTKpeITHE COOCTBEHHOMN (DHUPMBI

(popma coOCTBEHHOCTH HA BEIOOD).

[TpakTuyeckoe 3aHATHE MPOBOAMTCS B MHTEPAKTUBHOW (popMe ¢ HCIOJIB30BAaHUEM KOMAaHJIHOTO
METOAa BBINOJHEHUS 3aJaHUs C pasrpaHUUYeHUEM (YHKIMOHAIBHBIX OOS3aHHOCTEW CTYICHTOB MpH
BBINOJIHEHUH 33/1aHus. 3aTeM YCWINs OOBEIMHAIOTCS, U OpraHU3yeTcsl aKkTUBHBIN AMAJIOr CTYJIEHTOB C
IpenojaBaTesieM U MEXIy COOOW Mjsi MOABENEHUS WTOrOB M NPHUHSITHUS PELICHHs, YTO IO3BOJIET
pa3BUBaTh HaBbIKM KOMAH/IHOW PabOThl, MEKITMYHOCTHON KOMMYHUKALIUU U NIPUHSTUS PELICHUH.

3anauu:

1. IlpaBuinbHO OOPMHUTH JENOBYIO JOKyMEHTAIHO (Y CTaB, IPOTOKOJ O CO3JIaHHH, JOTOBOP 00
YUPEXJIEHUH, IITaTHOE pacHUcaHue, OOl ONaHK oOpraHu3aluu, MPOJOJIbHBIA OJaHK MUChbMa
OpraHu3aluu Ha ABYX si3bikax) cornacHo 'OCT.

2. IlpopeMOHCTpUPOBaTh TMOJYYEHHbIE paHEe TEOPETHYECKHE 3HAHUSA ITIyTeM BBINOJIHEHUS
3a/IaHUAM.

3. 3akpenuTh paHee H3y4EHHbIE IpaBHJa MPO(ECCHOHATBHOIO JEJIO0BOr0 3THUKETa, IMyTeM
pelIeHNs CUTYallMOHHBIX 3a/1a4.

[Tpennaraemas fenoBasi Urpa pa3BUBaeT HABBIKM PAaOOTHI C TOKYMEHTAMHU IO JUYHOMY COCTaBY
(coctaBnenue, opopmiieHne). ITo Haubosiee THMYHBIN pparMeHT TPYAOBOH A€ATEIbHOCTH, TPEOYIOLINI
CUCTEMHOIO NPUMEHEHUS YMEHHH W HaBBIKOB, KOTOPBIMHM JOJDKEH OBJIaneTh CTyAeHT. CoaepikaHue
JIEJIOBOM Mrpbl IPENIoJiaraeT Haluyue JOCTATOYHOTO YPOBHS IOATOTOBKHM CTY/AEHTOB HE TOJBKO B
00J1acTH JIEJIONPOU3BOJICTBA, HO U B IPYTUX cepax.

[TocnenoBaTenbHOCTH BUAOB YU€OHOU NESATENBHOCTHU:

1. enoBas urpa.

2. AHanu3 BBINOJIHEHHBIX 3aJIaHUM.

[TpakTueckoe 3aganue:

[] onpezeneHue CTyAEHTOM cepbl TPYIOBOM IeSTEIBHOCTH YCIOBHO CO3/IaHHOM (pUpMBI;

[1 pa3paboTka 1 opopmIIeHHE TOKYMEHTOB.

B nHauane urpsl rpynna pa3ouBaercs Ha OAHOTUIIHBIE MOATPYIIBI C TUTIOBBIMH POJISIMU (5 Tpynn
no 5 4dYelnoBeK B KaxkJOW), [aercs HcxogHas uHopMmalnus O JeJIOBOH HWrpe, OTpakarouias
MOCJIEZI0BATENBHOCTh U XapakTep AeicTBUS UrpokoB. Ilocie 3TOro CTyAeHThl, cieays METOIUYECKHUM
yKa3aHHUsIM, pabOTar0T ¢ UTPOBOI TOKYMEHTAIIMEH 1 PEeIIaloT IPaKTHYeCKUe CUTYalllu.

[ToaroroBka urpsl.

PykoBonuTens Urpsl (IpenoiaBaTensb):

[] pa3bsACHSET MpaBWIIA U MOPAJIOK AEHUCTBUI 1€JI0BOW UTPHI.

Y4acTHUKY Urphl (0JJHA KOMaH/1a) — 3TO 5 yupenuTesell YCIOBHO CO3/1aHHON (PUPMBI:

[] mpuayMbIBalOT Ha3BaHUE YCJIOBHO CO3JaHHOW (UPMBI, HUCXOAS M3 OCHOBHOTO BHIA
JESATENIbHOCTH, KOTOpasi IpOoNMcaHa B KapTOUKe-3a/laHuu;

[] onmpenensitoT AOMOJIHUTENbHBIE BUbI JESTEIBHOCTH YCIOBHO CO3JaHHOM (DUPMBI, MOJIB3YSAChH
tabaunei coorsercTtBrss OKBD/I;

[l mnpuayMBIBalOT MECTOHAXOKACHUE YCIIOBHO CO3/IaHHON (PMPMBI;

[] ompenensAoT Y CTaBHOM KaruTall YCIOBHO CO3JITaHHON (DHPMBI;

[] onpenenroT NPOLEHTHYIO A0MI0 YYacTHs Ha KaXI0ro yupeIuTes;

[] ompenensaioT pyKOBOAUTENS YCIOBHO CO3JJaHHOM (pUpMBI;



[ m3yuaror 'OCT u mabGionbl 11t ohopmiieHHsT HEOOXOAMMONW TOKYMEHTAIIUU JUIsl YCJIOBHO
CO3JIaHHOM (PUPMBI;

[] pa3zpabaTbIBalOT U OQOPMIIAIOT JOKYMEHTHI, 3apaHee PacCHpelesuB, KTO 32 KakoW TOKYMEHT
oTBevaeT (pacmpezensieT BbIOpaHHBIA pykKoBoAWUTENb): (YcTaB, MPOTOKOJN O CO3AAaHUHU, JAOTOBOp 00
YUPEXKACHUHU, IITAaTHOE paclucaHue, oOOIMH OJaHK OpraHu3aluu, [POJOJbHBIN ONaHK HUChbMA
OpraHU3aIH Ha JIBYX S3bIKaX);

] pyKOBOJIUTEIb YCIOBHO CO3/1aHHON (prpMBI (BBIOOD CTY/IEHTOB) 3aBEPSIET BCE TOKYMEHTBI CBOCH
MOJITHUCHIO.

B uHTepecax co3maHus 0OCTaHOBKH COCTSA3ATENBHOCTU B IPOLECCE JEJIIOBOW HUIPBI CTYIEHTHI
HaOMparOT OmpeeNeHHOe KOJIMYECTBO OAIOB MO MATHOATPHON IMIKaNe 3a KaKIblid pa3paOOTaHHBIHA
JOKYMEHT, pe3yJbTaT CyMMUPYETCH.

3a aOCONIOTHO BEPHBINM COCTABJICHHBIM U OQOPMIICHHBINH JOKYMEHT — 5 OayioB; 2 ommOku — 4
6amnna; 3-4 ommbku — 3 Gaia.

[IpenonaBatens pa3dupaeT AEIOBYIO WIPY, TMOIABOJUT HUTOTH, OLEHHUBAET paboTy CTYyIEHTA,
KOMaH/Ipl, OIpeneseT MoOequTess U OIJlalaeT pe3yiabTaThl. Tawkke IpenojaBaTelb XapaKTepU3yeT
YPOBEHb KBaJU(HUKAIMHA CTYACHTOB IO BBIMOJIHEHHOW KOMaHJaMH padoTe, OIEHMBAas pabOTy KaxIOu
KOMaH/Ibl ¥ Y4aCTHHKA KOMaH/1bl, OTMEYAET JIyUIIHX.

VYCIIoBUSL UTPBI OTPAXAOT XapaKTEPUCTUKY PEaJbHOrO Ipolecca TPYIOBOH IEeSATEIHLHOCTH
YeJI0BEKA.

Heobxonumo:

[ opranu3oBarh paboTy Ka)KI0I0 Y4aCTHHKA JICJIOBON UTPbl M KOMaH/Ibl,

[ mpoaHaIM3MUpPOBATh MPABUIBHOCTh COCTABJICHUS KAXKIOTO JOKYMEHTA;

[ opopMuTh Bce HEOOXOAUMBIE JOKYMEHTHI.

Wror urpsl.

Omnpenensiercs KoMaHJAa-MoOeIuTeNb, B COOTBETCTBUM C CyMMOH HaOpaHHBIX 0aJoB.
XapakTepusyeTcs ypOBEHb MOJITOTOBKH CTYACHTOB.

Tema 3. Pacnopsiaure/ibHasi JOKyMEHTALMSA: TPeOOBAHUS K COCTABJICHHUIO U 0()OPMIIECHHUIO.
TexHosorust padboThl ¢ JOKYMEHTAMH.

Jlekunonnblie 3ansaTus 1.

PacnopsinurenbHas nokymeHTtanus. OCHOBHOE Ha3HAYEHHUE PACIIOPSAUTEIbHON TOKYMEHTALUH.
IIpaBuna cocraBieHus U O(OPMIIEHUS OCHOBHBIX OPraHU3alMOHHO- PACHOPSIUTENbHBIX TOKYMEHTOB,
IOpUANYECKUE OCHOBaHMs, CTPYKTypa TekcTta M mpoueaypa usganus. CocraBieHue u odopmieHue
IIPUKA30B, IOCTAHOBJIEHUH, PACIIOPSKEHUH U T.JI.

JlokyMeHTUpOBaHWE B  €AMHOHAYaJIbHOM  yImpaBieHHH. JIOKyMEHTHpoBaHUE  pabOThI
KOJIJIETHAJIbHBIX OPTaHoB.

IIpakTnyeckue 3ansaTHA 2.

[TpaBuna opopmiieHHs yrpaBlIeHYeCKUX (OpraHU3alMOHHO-PACTIOPAAUTENbHBIX) TOKYMEHTOB.

Bormpocs! 1i1st 00CyxaeHus

VYkazaHue BuJa JOKYMEHTA, €r0 MECTO M Ha3HaueHue B QOpMyIspe JOKyMEHTa. 3aBHCUMOCTh
¢dbopMbl okyMeHTa oT ero Buaa. OOo3HaueHue anpecara. [lpaBuiia HamucaHus agpecata U MECTO
yKkazaHus azapecata B Qopmynspe nokyMmeHTa. llopsox odopmileHUs TOKyMEHTa € HECKOJIbKUMHU
ajzipecaTamH.

Jara nokymeHTa. 3HaueHHE JaTHUPOBAHUSA JIOKyMEHTAa. ABTOpCKHE JaThl (COCTaBlIEHHE,
MOJNKCAHUE), NaThl, OTHOCSIIMECA K colepkaHuio. J[aThl, XapaKTepu3yIolie >JIeMeHThl (HopMyIisipa.
Hatel 00paboTku JokyMeHTOB. [Topsok odopmiieHus 1at.

[TpaBuiia mpUCBOEHUS PETUCTPALIMOHHOIO HOMEpa TI0KYMEHTA.

[Tpy OATOTOBKE K 3aHATHIO CTYJIEHT JOJKEH:

* U3YYUTh TEOPETHUECKUE TIOHSITHS:

1. Yaudukanus nokymeHToB. BHyTprBHI0Bas yHUDUKALUS.

2. CBs3b BUJIOB JJOKYMEHTOB M (DYHKITUH yIIpaBIICHUS.

3. OcobeHHOCTH OpraHU3allMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.
4. CocraBieHue U 0pOpMIICHHUE PACTIOPSIUTENbHBIX TOKYMEHTOB



JlanHas mpakTudeckas paboTa sIBISETCS TPOIOJDKEHUEM MPAKTHUYECKOM padoThI N2,

VYyacTHUKH Urpbl (OJHa KOMaHAa) — 3TO 5 yuypeauTeneil YCIOBHO CO3JaHHOM (QUpPMBI B
MpaKkTHYECKOM padore 2.

3anaHue:

1. CocraBinenne u 0QpOpMICHHE pPACIOPSIAUTEIbHBIX JIOKYMEHTOB CO3AaHHON (UpPMBI
(pacniopsiKeHMsI, yKa3aHUs, IPUKA3bl, BHIITUCKN).

2. JIokyMEeHTHpOBaHHE NIEATEIBHOCTH KOJUIETHaIbHBIX opraHoB. CocraBieHue u odopmiieHue
IIPOTOKOJIOB, PELLIECHUM.

Tema 4. CipaBo4HO-UH(POPMALMOHHAS JOKYMEHTAIUA: TPeOOBAHUS K COCTABJIEHUIO U
opopmienuro. TexHos1orusi padoThl ¢ JOKYMEHTAMHU.

Jlekuuuonublie 3ausiTus 1.

CnpaBouHO-UHQOPMAIIMOHHBIE JOKYMEHTHI, WX Ha3HayeHHE, CcOCTaB U odopmieHHE (aKThl,
JOKJIa/IHBIE U OOBACHUTEIBHBIC 3aIMCKU, TEJIETPAMMBI, TeNIE(POHOTPAMMBI, CIIPABKH 10 TUYHOMY COCTaBY
1 110 001IUM BOTIpOCaM, OTYETHI, MPOTOKOJIbI, 3asBICHUS MPEICTABICHUA).

[TorsitTie 00 odUIMATHHO-ACIOBOM CTHJC. SI3BIK U CTWJIb CIY)KEOHBIX JOKyMEHTOB. OOIue
PEKOMEHIalMK 0 CTUIMCTUYECKOMY O(OpMIIeHHIO [enoBoro mucbMa OcoOeHHOCTH O(UIIMAIBHOTO
nenoBoro ctuwist. O0mas kiaccuukanus AeI0BbIX THCEM.

JenoBas nepenucka. OCHOBHBIE 2JIEMEHTBI CTPYKTYPHI IEIOBOTO MHUCHhMA.

DraIbl MOATOTOBKH TEKCTOBBIX JOKYMEHTOB: Ha0Op, peAaKTUpOBaHUE, 0(hOPMIICHHE.

IIpakTnyeckue 3anATHA 2.

Cocranenne 1 oopMIICHUE CITY)KEOHBIX U JI€TOBBIX MHCEM PAa3TUYHOTO HA3HAYCHUSI.

3ananue: OOpaTuTe BHUMaHUE Ha COCTaB PEKBU3UTOB, BKIIOYAEMBIX B IUCbMO, U PEKOMEHyeMble
peueBsie 000poThl. Henocraronye nanaplie (10 3HAYEHUSIM PEKBU3UTOB M KOHKPETHBIM OOCTOSITEILCTBAM
CUTYyalluil) ONPEeIeTUTe CaMOCTOSATENIBHO.

I. CocraBbre nucbmo-u3senienue 3apeuenckoro HITAO «Crankonpom» HoBokysnenkomy ITAO
«CtpoitapMaTypa» 0 IpUYMHAX 3aJIeP’KKU TOCTABOK MAIIMH U 000py/10BaHHUS.

II. II. CocraBbre or umeHu ¢upmbel «OducCrap» HHOOPMALMOHHOE MHCHMO O MPOJAKE
YAaCTHBIM U FOCYIapPCTBEHHBIM MPENNPUATUSAM OPUCHOTO 000PYIOBaHUS O JOTOBOPHON CTOMMOCTH U O
BO3MO>XHOCTH MPUHUMATh 3aKa3bl HA MPOEKTUPOBAHUE IU3aiiHa OUCOB.

III. CocraBpTe NHUCHMO-NIPUIJIALIEHHE OpPraHU3allMOHHOro Komutera «Kpokyc Okcrno» c
MPEIOKEHUEM TOCETUTh CIIEHUATM3UPOBAHHYIO BBICTaBKY «MexayHapoaHas BBICTABKA JIOMAIlIHETO
TEKCTHJIS U TKaHeW A odopmileHUs] HHTepbepay. BrictaBka npoxoaut ¢ 24 no 26 centsops 2021 r. B
naBuiboHe 1 (3amel 2, 3 u 4) BeicTaBoyHOTO KoMIiekca «Kpokyc Dkcroy.

IV. CocraBbre rapantuitHoe nuceMo ITAO «Bopokananm» mns HITAO «CanTtexmpoekT» o0
OKa3aHWU TEXHUYECKOW IOMOLM B pa3paboTke paboumx uepTexked HacocHoll craHuuu. [TAO
«BoaokaHam» MpoCUT MPOU3BECTH 3Ty PabOTy HEMOCPEICTBEHHO HA €T0 TEPPUTOPHUH.

V. CocrtaBbTe NHUCHMO-3alIpOC OOIIECTBEHHON oOpraHuszanuu «J{pys3ps KUBOTHBIX» B ajapec
tunorpaduu u3aarenbersa «lIpocBerienne» 0 BO3MOKHOCTH BBIIOJIHUTH 3aKa3 Ha U3TOTOBJICHUE OJIAHKOB
ydera ¥ OTYETHOCTH M COOTBETCTBYIOIIEE MUCHEMO-OTBET O COTJIACHHU.

VI. CocraBpTe nNHCbMO-0TKa3 pykoBojcTBa ¢upMbel «lIpemuym» (Bragenbna oducHOro
KoMIuiekca) HoBocernoBCKOMY Hay4YHO-TEXHUYECKOMY MPEANPUATHIO IO BONPOCY MPEIOCTABIECHUS
JIOTIOJTHUTENBHBIX TUIOIAAEH s paciiupenus opuca. YKaxuTe IpUUUHY OTKa3a.

VII. CocraBbTe pexoMeHmarenbHOe muchkMO ManbueBoit Mpune IlaBmoBHe 111 3aHATHA
JOJDKHOCTH 3KCIIEpTa MO KPeIUTHO-(PHUHAHCOBBIM OIEepalisiM B KOPIIOPATUBHOM CEKTOpE.

Tema 5. KagpoBasi fJoKyMeHTAllUsA: TPeOOBAHUSA K COCTABJICHUIO U opopMiieHUI0. TexHosorus
padoThI ¢ JOKYMEHTAMH.

JlekniuoHHbIE 3aHsATHSA 1.

Jlenonpou3BoOACTBO 1O TUYHOMY cocTaBy. DyHKIMU oTAena kaapoB. O0s3aTenbHbIC TOKYMEHTHI
KaJIpoBOHM cy>kObl. JIOKyMEHTBI MO JIMYHOMY COCTaBy: 3asiBJICHHE O NpPUEME, YBOJIbHEHUU, MEPEBO/IE;
TPYJOBbIE JOTOBOPHI; MPHUKA3bI M0 JIMYHOMY cOcTaBy. [IpaBOBbIE acEKThl 3aKIIOUEHHUS, U3BMEHEHUS U
MpeKpalleHus AeUCTBUS TPYAOBOTO 0r0OBOPA.



TpynoBass kumxkka. [IpaBmia 3amonHeHus. BHeceHMe W3MEHEHHMI B CBEIECHHUS O pabOTHHKE.
Hy6mukat. CBenenust o pabore. Harpaxxnenus. YBosibHEHHE. YYeT M XpPaHEHUE TPYIOBBIX KHHUKEK.
OTBETCTBEHHOCTh 332 HECOOIOACHUE MOPAIKA BEJCHUS TPYIOBbIX KHMXKEK. JInuHas kapTouka U JIMYHOE
neno. Paznensr muanoii kapTouku. OcHoBaHue A 3anoiaHenus. OpopmiieHne TuaHol KapTouku. Cpoku
XPaHEHUs JIMYHBIX KOpToueK. JInuHoe neno.

IIpakTnyeckne 3aHsATHA 2.
HenoBas urpa: «/lokyMeHTHpOBaHKE MTPOIIECCOB YIIPaBICHUS»

JlenoBas urpa (CUTyanus) NpoOBOIUTCS C IETIbI0 3aKPEIUICHUS TEOPETUUECKUX 3HAHUN CTYIEHTOB
[0 paccMaTpuBaeMoil mpoOsieme, pa3BUTUS HABBIKOB KOMaHIHOW pPalOThI, MEXKIMYHOCTHOMN
KOMMYHHKAITUH, IPUHATHS PEIICHUM, JTUIEPCKUX KAYECTB.

Llenb genoBoii urpel. [IpoBeputh U OLEHUTH YPOBEHb TEOPETUUYECKOW MOJATOTOBKU CTYAEHTOB,
3aKpeNUTh TMPAKTUYECKUE HABBIKM B O0JIACTH JIOKYMECHTUPOBAHHS YIPABICHUECKON NEATEIHHOCTH
OpraHu3aluii, npeanpusaTiii, pupm pasHbIXx GOpM COOCTBEHHOCTH U BUAA NEATEIbHOCTH. [IOHATH poIib
JOKYMEHTOB U UX 3HaYCHHE, KaK IPAaBOl OCHOBBI IEATEIILHOCTH CAMON OpraHU3aIliy, TaK U COTPYIHUKOB,
Y Kak 0a3bl CO3/IaHus PALlMOHAIBHOTO JOKYMEHTAIIMOHHOTO 00eCTIeYeHHMSI.

HenoBas cutyanus: opopmieHue Ha padoTy.

Llenb: popMupoBaHre yMEHHI U HaBBIKOB PabOTHI C JOKYMEHTaMH TPYIOBOTO IUKJIA - PUEM Ha
pabory, mepeMenieHue 1 yBoJIbHEHUE pabOTHHKA.

[TpakTryeckoe 3agaHue:

[] cocTaBieHre U MpaBUIbHOE OPOpMIIEHHE TPOPECCHOHATBHOTO PE3IOME;

[] cobecenoBaHue U MPUHATHE PELICHHUS;

[l mOArOTOBKA JOKYMEHTOB, HEOOXOAUMBIX JUISl TPYIOYCTPOMCTBA!

aBToOMOTrpadus, XapaKTepUCTUKA; 3aII0JTHEHUE aHKETHI,

[] moka3 mpollecca JBIKEHUS COTPYIHHKOB B TEpuoa paboTel B (GUPME 10 HHHUIIMATHBE
PYKOBOJUTES WM 10 IMYHON TIPOCKOE;

[] cocTaBiieHHEe MPOEKTa MPUKa3a 10 JINYHOMY COCTaBY.

Hror urpsl.

CocraBnenue u odopmieHHe TPOPECCHOHAILHOTO pe3ioMe, 3asBIeHUM, aBToOMorpaduw,
XapaKTePUCTHKH, MPHKa3a MO JIMYHOMY COCTaBy. OJTH JTOKYMEHTHI M COCTaBAT OCHOBY O(OpPMIICHHS
TPYAOBOH JEATEILHOCTH CcTyAeHTa. OnpeenseTcs modennuTeNb. XapaKTepu3yeTcsl ypOBEHb IMOATOTOBKH
CTY/IEHTOB.

IIpakTnyeckue 3anaTu 3.

Bomnpocs! qiis o0cyxkaeHus:

1. Kak ocymectinser rpaxaanamu Poccuu nipaBo Ha Tpya?

2. Kakue 10KyMeHThI IPeAbSBISIOTCS IPH 0POPMIICHUH Ha paboTy?

3. Kakne BHUIbI 3aBJICHHI 110 TMYHOMY COCTAaBY BaM M3BECTHBI?

4. Yem oTiIMYAIOTCS MPUKA3bl 10 OCHOBHOM AEATEIBLHOCTH OT IIPUKA30B 110 JUYHOMY COCTaBYy?

5. Kakne pa3HOBHIHOCTH IPHUKA30B I10 JIMYHOMY COCTaBY BbI 3HaeTe?

6. Kakue tpeOoBaHMS MPEaBBIAIOTCS K O(GOPMIIEHUIO PEKBU3UTOB IMPHKA30B MO JHUYHOMY
cocraBy Ha [TIK?

7. B yem mpeumyliecTBa YHU(PUIHUPOBAHHBIX (OPM ITOKYMEHTOB IO OOECIIEYEHHIO KaJpamH
OpPraHOB TOCYIAPCTBEHHOTO YIIPaBICHUs?

[TpakTHdeckue 3a1aHus:

1) CoctaBbTe 3asBJICHHE O TIPHEME Ha paboTy

2) CocraBbTe 3asBJICHHUE O MPEAOCTABICHUU OTIIyCKa: OYepeIHOro, yueOHoro, 6e3 coxpaHeHus
cozep KaHusl.

3) CocraBbTe 3asBieHHE 00 YBOJIbHEHHH.

4) Ha ocHOBaHHMM COCTaBJIEHHOTO 3asBJICHUs O TpueMe Ha paborty (3amanue Nel) cocrtaBpTe M
odopmute Ha [1K npukas o nmpueme Ha padboTy. HemocTaromme peKBU3UTH BO3BMHUTE U3 TaHHBIX 0230BOTO
TPEIIPUSTHSL.



5) Ha ocHOBaHMU COCTaBIEHHBIX 3asBJICHUI O TIPEIOCTaBICHUH OTITycKa (3amanue Ne 2) cocTaBbTe
u oopmute Ha [1K mpuka3 o mpeaocTaBiIeHUH OTITYCKA.

6) Ucnonp3ys nanHble 0a30BOTO MpennpusaTus (HAUMEHOBAaHWE OpPraHW3aIllMH, HANMEHOBAaHUE
CTPYKTYpHOTO TOJpa3ielieHus] U T.I.), cocTaBbTe U odopmute Ha [IK mpHKasbl: 0 MOOMPEHUHU, O
HAJIOXKEHUH TUCIUIUTMHAPHOTO B3BICKAHUS; 00 OCBOOOXKICHUH OT 3aHMMAaeMOM JOJKHOCTH.

7) IloaroroBbTe MpenCTaBICHUE O MOOLIPEHNUHU, UCIOJB3YSl TEMATUKY HAIpPaBICHUI IIaHOBOTO
3aJJaHus 110 BBITYCKY JIETaJICH), U Ha €ro OCHOBaHMHU cocTaBbTe H opopmute Ha [1K npukas o moompeHuu.

Tema 6. OcHOBHBbIE NIPUHIMIIBI OPTAHU3ALUM JOKYMEHT0000poTA.

Jlekunonnvblie 3ansaTus 1.

JIoKyMEeHTOOOOpPOT M €ro oOcHOBHble dTanbl. OpraHu3alMOHHOE MOCTPOCHHE CIIYKOBbI
JeNoNpon3BoAcTBa.  Pasznenenne  GyHKUMHA MEXIy MOApa3ACICHUSAMU  JICIONPOU3BOJACTBA |
UCHOJHUTENAMH. Perucrpanus M ydeT NOCTyNarOUIMX B OpPraHM3alMI0 JOKyMeHTOB. IloaroroBka u
perucTpanusi OTIPaBIIEMbIX JOKYMEHTOB. I[IpoxoskIeHHe BHYTPEHHHUX JIOKYMEHTOB. Y4eT oObema
NoKyMeHTooOopoTa. KOHTpoIb 3a ucnogHeHneM JOKYMEeHTOB. OpraHu3anus palioHaIbHOTO JABHXKEHUS
JOKYMEHTOB BHYTpH opraHm3amud. OOpaboTKa WCIONHEHHBIX W OTIPABISEMBIX JOKYMEHTOB.
Perucrpauuonnsie ¢popmbl. Peructpanust u nHIeKcaus JOKYMEHTOB.

IIpakTnyeckne 3aHsiTHA 2.
[ToaroToBka u o6cIyKMBaHUE COBELIAHUH (J1€JI0Bast UTPa)
Pabota nmpoBoauTCs B MUKpPOTPYIIIax 1o 2 4eloBeKa.

Xona urpsl:

1 sran. Onpenenuth TeMy M YYacTHUKOB coBellaHusi. COCTaBUTh MOBECTKY COBELIAHMS.
CocTaBuTh IJIaH NPE3EHTAMOHHOIO MaTepHraIa.

2 sram. Ilo pe3ynbraraM npoBeieHUs COBEIIAHNS COCTaBUTh €r0 IPOTOKOJI, C/EIaTh BBIUCKY U3
IIPOTOKOJIA.

B ayautopun npoucxoauT 3amura U 00CykI€HNUE BCEX JIETOBBIX COBEIIAHUM.

IIpakTnyeckue 3ansaTus 3.
JloKkyMeHTOOOOpOT OpraHu3aIuu

Bomnpock! 11 o0cyxaeHus.

1. YUTto BXOAUT B MOHATHE TOKYMEHTOOO0OpOTa?

2. Kakue nenonpou3BOJICTBEHHBIE MPOLEAYPHl HMEIOT OTHOIIEHUE TOJBKO K BXOIAIIUM
JOKyMeHTam?

3. TonbKO K UCXOASIIUM TOKYMEHTAM?

3amanue.

1. ITocTpouTh cXeMy OpraHu3anuy paboThl C JOKYMEHTaMHU.

2. HHCTpyKuMs Mo AeIONPOU3BOACTBY — KAK OCHOBHOM HOPMATUBHBIN AKT, PErJIAMEHTUP YOI
paboty ¢ ntokymeHTamMu. CoCTaBUTh NPUIIOKEHUS (Ha BEIOOP3-4) A1 MHCTPYKIIMU TIO 1€TI0IPOU3BOJICTBY.

Tema 7. UcniosiHeHHe JOKYMEHTOB. KOHTPO/Ib HCIIOJTHEHUSI JOKYMEHTOB. POpMbI KOHTPOJISI
HCNOJTHEHHUA JOKYMEHTOB. TunoBblie  HHAUBHAYAJIbHbIE CPOKHU UCTIOJTHEHHUS IOKYMEHTOB. AHAJIN3
CTPYKTYPBbI IOKYMeHT0000poTA.

Cucrembl 2JIEKTPOHHOI0 IOKYMEHT0000p0Ta: NP0o0eMbl BHEAPEHHS, IPEHMYIIECTBA H
HEIOCTATKH MCI0JIb30BAHMSA B IOKYMEHTALMOHHOM YIIPABJICHHU OPraHU3alue.

Jlekunonnpie 3ansaTus 1.

Hcnonnenue nokyMeHToB. KOHTPOIb NCHIOTHEHUS TOKYMEHTOB. DOpPMBI KOHTPOJISI UCIIOTHEHUS
JOKYMEHTOB. THIOBBIE M HHIUBUAYaJbHBIE CPOKM HCIIOJHEHUS JOKYMEHTOB. AHAIN3 CTPYKTYPHI
JIOKYMEHTOO00O0pOTA.



CucreMbl AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa: MpoOjemMbl BHEAPEHHUS, MpEeUMYyIIecTBa U
HEJIOCTATKU UCIIO0JIb30BaHUA B IOKYMEHTAIIMOHHOM YIIPaBJIECHUU OpraHU3aIiei.

IpakTnyeckne 3aHsATHA 2.

Pabora ¢ oOpamieHusMu rpaxxaan

Bomnpocs! 11 o0cyxaenus:

1. Bua oOpamienuii rpak/iaH.

2. TexHONOTHs U CPOKH pabOThI ¢ OOpaleHUusIMU TpakiaH. COCTaBUTH CXEMY.

3ananue:

Pabota nmpoBoauTCsSl B MUKPOTpYIIIax 10 2 YeI0BEKa.

1. CocraBuTh OT JMIIA I'pakJaHUHA oOpalieHue, GopMma Jirodast — 3asBlIeHuUE, Kanooa. ..

2. Or numa opraHW3alMyd OTBETUTh Ha oOpalieHue rpaxaaHuHa. JIoKyMeHTanbHO O(QOpPMHTH
OTBET.

B aynutopum mnpoucxomuT 3amuTa M OOCYyKIeHHe OOpalieHui TpaXJaH M OTBETOB OT
OpraHu3aluil.

Tema 8. CucremaTnszanusi 10OKyMeHTHOI nHpopmManuu. OnepaTuBHOE XpaHeHHe JOKYMEHTOB H JieJl.

Jleknuonueie 3ausaTug 1.

DKcrnepTu3a IMEHHOCTH JIOKYMEHTOB M JIOKYMEHTHOW wuHpopmammu. OOmme TpeOdoBaHUS K
cUcTeMarTu3alnuu JokyMeHToB. Homenknatypa nen. Bunsl Homenknaryp gen. CocTaBlieHHE 3arojOBKOB
Tedt.

OcHoBHble mpaBwia QopmupoBanus nen. OnepaTUBHOE XpaHEHHE JOKYMEHTOB M JIedl.
Opranuzanus WHOOPMAIMOHHO-CIIPABOYHONW Pa0OTHl 1O JOKYMEHTaM OIEPAaTHBHOTO XPAHCHUS.
Odopmierne 00I0KKH Jena.

[TonroroBka nien Kk apXuBHOMY xpaHeHnt0. CocTaBICHUE BHYTPCHHEH OMUCH JJOKYMEHTOB JIeia U
3aBepuTenbHON Hanmucu. CocraBieHue W odopmieHue omuceil. Bunmsl ommceil. JlokymeHTHpOBaHUE
nepenayn Jien Ha xpanenue. O0ecreueHne COXpaHHOCTH JOKYMEHTHOM nH(popMarii. OCHOBBI apXUBHOTO
MOKCKA TOKYMEHTOB.

5. IHNEPEYEHb YYEBHO-METOAUYECKOTI'O OBECIIEYEHU S I
CAMOCTOSTEJBHON PABOTHI OBYUAIOIINXCS O JUCHUIIJINHE

5.1. Buabl 1 opranu3anusi CaMoOCTOATEIBLHOM padoThI 00y4aI0IMXCS

VYcnemHoe OCBOEHHE TEOPETUYECKOro MaTepuana MO0 JUCHUIUIMHE «J{OKyMeHTalMoHHOe
o0ecrieyeHre yrpasieHUs» TpeOyeT caMoCTOsTeIbHON paboThl, HAallEJIEHHOW Ha YCBOGHHE JIEKIIMOHHOTO
TEOPETUYECKOr0 MaTepuaja, PaclIMpeHHe M KOHKPETU3allMI0 3HAaHUN 1O pa3HOOoOpa3HbIM BOIpOCam
mucuuIuinHel. CaMocTosATeNnbHAs paboTa CTYICHTOB MPeAyCMaTPUBAET CIEAYIOIINE BUIbIL:

1. AynutopHasi camocTosiTeTbHAss paboTa CTYJACHTOB — BBITIOJHEHWE HAa CEMHHAPCKUX 3aHATHSIX
3a/laHul, 3aKpeIUISIONUX TOJNyUYeHHBIE TEOPETHUYECKUE 3HaHWs JHOO pACIIUpPSIONIMEe WX, a TaKKe
BBITIOJTHEHUE Pa3HOOOPa3HBIX KOHTPOJIbHBIX 3aJaHUil WHIAMBUAYAJIBHOTO WM TPYIIOBOIO XapakTepa
(MOATrOTOBKA YCTHBIX AOKIAJOB WM COOOIIEHUH O pe3yiabTaTax BBHIMOJIHEHHs 3a/JaHUM, BBIMIOJTHEHUE
CaMOCTOSITENIbHBIX TPOBEPOYHBIX PadOT MO UTOTaM U3YUEHHUS OTIIEIbHBIX BOIIPOCOB U TEM JUCLMILIUHBI);

2. BueayautopHas caMmocCTosSITeNbHAash padoTa CTYIEHTOB — IMOATOTOBKA K JIEKIMOHHBIM H
CEMHHApCKUM 3aHATHUSM, MOBTOPEHUE U 3aKpEIUIEHHWE paHee M3YYEHHOTO TEOPEeTHYECKOro MaTepuana,
M3y4YeHHE TPoOJieM, HE BBIHOCHMBIX Ha JIEKIIMH, BHITIOJTHEHHE MPAKTHYECKUX 3aJaHUi, MOATOTOBKA K
TECTUPOBAHUIO 0 TUCHUIUINHE, BBIMOJIHEHUE UTOTOBON PabOTHI.

bonbpuioe 3HaueHWe B MpEenoJaBaHUM JUCHUIUIMHBI OTBOJUTCA CAMOCTOSITEIbHOMY TOUCKY
CTYIEHTaMH HH(OPMALIUU MO OTAETHHBIM TEOPETUUECKUM U MPAKTUUYECKUM BOIIPOCaM U MpolIeMaM.

[lpy mIaHUPOBAaHWM W OPTraHMU3ANMH BPEMEHU I W3YYCHHs] AWCIUILIUHBI HE00XO0IuMO
pykoBoacTtBoBaThess 1. 4.1.1 wm 4.1.2 paboueli mnporpamMmbl AWCIUIUIMHBI «J/{OKyMeHTallMOHHOE
o0ecrieyeHre yrnpaBiIeHUs» U 00ECIeUUTh MOCIEI0BATEIbHOE OCBOCHUE TEOPETUYECKOI0 MaTepualia Io
OTIIEJIBHBIM BOIIDOCAM U TEMaM.



Haubonee mnenecoobpa3eH cleAylomuid MOPSIOK HM3YyYEHHS] TEOPETHUYECKUX BOIIPOCOB IO
IUCUUIUIAHE «J{OKyMEHTaIlMOHHOE 00eCIIeYeHUE YIIPABICHUS»:

1. U3yueHue cripaBOYHHUKOB (CIIOBapei, IHITUKIIONEANI) C 1EIbI0 YSICHEHUS 3HAYCHHS] OCHOBHBIX
TEPMHUHOB, IOHATHI, ONIPEIECIEHU;

2. zyyenne yueOHO-METOIUYECKUX MATEPHAIIOB JIJIS JIEKIIMOHHBIX M CEMUHAPCKUX 3aHTHIA;

3. U3yueHue peKOMEHJyeMOHl OCHOBHOM M JIOMOJHUTEIBbHOM JHUTEpaTypbl U 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX HCTOUYHUKOB;

4. V3y4yeHue NOMOJHUTEIBHON JIUTEPATyphl W AJIEKTPOHHBIX HH(POPMALMOHHBIX HCTOYHHKOB,
OTIpe/IeNICHHBIX B PE3YJIbTaTe CAMOCTOSTENILHOTO MOKCKA HH(OPMALIUK;

5. CamocrosiTenbpHas MPOBEpPKa CTENEHH YCBOCHHUS 3HAHUHM MO KOHTPOJBHBIM BONPOCAM H/HIIU
3aJlaHuUsIM;

6. IloBTOpHOE W JMOMONHHUTENBHOE (YIIyOJ€HHOE) H3yYeHHE pPAacCMOTPEHHOro Bompoca (Ipu
HEOOXOUMOCTH).

B mpouecce camocrosTenbHONM pabOThl HaJ yuyeOHBIM MaT€pUaIOM PEKOMEHAYETCSI COCTaBUTH
KOHCIIEKT, IIe KpaTKO 3alucaTh OCHOBHBIC MOJOXKEHHUS HM3ydaeMol TeMbl. IlepexonuTs K cieayroumemy
paszeny MOKHO MOCJ€ TOro, KOorjaa npeaulecTBYOMUNA MaTepruall IOHAT U YCBOEH. B 3aTpynHUTEIbHBIX
Clly4asix, BCTpEUAIOIIUXCS TpPU HM3YUYEHUU Kypca, HEOOXOAUMO OOpaTUThCA 3a KOHCYIbTAllMeH K
IIpenoaBaTelko.

[Tpy uM3y4eHUHM NUCUUIUIMHBI HE PEKOMEHAYETCS HCIOIb30BaTh MaTE€pUalbl, MOATOTOBICHHBIC
HEM3BECTHBIMH aBTOpPaMHM, pa3MEIICHHbIE HAa HEO(PHUIMANBHBIX CalTax HENEIOBOTO CO-JICPKAHMUS.
XKenarenbHo, 4TOOBI UCTIOTB3YeMbIe OHOTMOTrpadrUecKre CTOYHUKY OBLIH U3/IaHbI B MOCIEeIHUE 3-5 NeT.
CTyneHThI IPH BBITIOJIHEHUH CAMOCTOSATEIBHOM paboThl MOTYT BOCIIONIB30BATHCS YU€OHO- METOJUIECKUMHU
MaTepuagamMH 1O TUCHUIUIMHE «J[OKyMEHTallMOHHOE OOecleueHue YIpaBICHUS», NPEICTaBICHHBIMU B
ANEKTPOHHON OMOIMOTEKE MHCTUTYTA, U NPEJHA3HAYEHHBIMU I IOATOTOBKM K JIEKIIMOHHBIM U
CEMHHAPCKUM 3aHSITHSIM.

[lepeueHbr OCHOBHBIX Y4€OHO-METOJAMYECKUX MATEpUaNOB JUIsl JIEKIMOHHBIX M CEMHUHAPCKUX
3aHSTHUN MIPEJICTaBJICH B I1. 7. paboueil mporpaMMbl TUCITUTUIMHBI.

KoHTponb ayauTopHON caMOCTOSITENbHOM paboThl OCYIIECTBISIETCS B (OpPME POJIEBBIX HID,
cobecenoBanusi. KOHTpob BHEayIUTOPHOM CaMOCTOSATENIbHOW pabOThl CTYAEHTOB OCYLIECTBISETCS B
(hopMe yCTHOTO WJIM MUCBMEHHOI'O OMpOca.

[TpomexyTOuHBIN KOHTPOJIb 3HAHUH B (pOpME 3a4eTa OCYLIECTBISAETCSA OCPEICTBOM TMCbMEHHOTO
TECTUPOBAHUS, BKIIIOYAIOIIETO BOIIPOCHI U 3aJIaHUS JJIsl CAMOCTOSITEIbHOTO U3yUEHUSI.

Ounast| OuHo- |3ao4Hast| 3aKaHus JUIsl CaMOCTOSATENBHON ®opmMma

Tema, pazaen
dbopmazaounas dbopma pabOTHI KOHTPOJIST

Ha  ocnoBe  nexuum u
JIOTIOJTHUTEIBHO MaTtepuaia
COCTaBUTh  XPOHOJIOTHYECKYIO
tabmuyy mno teme "Hcropus
OpraHM3allii M  TEXHOJOTHH
nenornpoun3Bojictea B Poccun.
B cTpykType XpOHOIOrH4ecKoin

1. TaOIULIBL JIOJKHEBI OBLITH
HopmaTtuBHO-MeTOmMUecKas OTPa’KEHbI Cleyromue
0aza JIOKyMEHTALMOHHOTO| & 7 | |EPHOIBI NENONPOU3BOACTBA:  [XPOHOMTOrHYECKas
obOecrieueHrs yImpaBJiCHUS B 1.1 Jlenonpon3BoACTBO  B|TabnwuIla.
P®: ucropus BOIIpOCa, Hpesuen Pycu
OCHOBHBIE€ TEPMUHBI. 1.2 IIpukaznoe
JEJI0NIPOU3BOJICTBO
1.3 Komnexckoe
JEJI0NIPOU3BOJICTBO
1.4 HcnonnutensHoe
JEJI0NIPOU3BOJICTBO
1.5 Cogerckoe

ACJIOMPOU3BOACTBO




2. OpranuzanuoHHas
JTOKYMEHTAIs: TpeOOBaHMS K
COCTaBJICHUIO ¥ 0O()OPMIICHHUIO.
Texnonorus paboThI c
JOKYMEHTaMHU.

12

Ha ocHOBE HOpMATUBHBIX AKTOB
U OTKPBITBIX  HCTOYHHUKOB
MHTEPHET CaMOCTOATEIIEHOE
U3Yy4YCHHE OpraHU3alMOHHO-
IIpaBOBOM JOKYMEHTALUN:
yCTas, II0JIO’KEHUE,
WHCTPYKLUS, J0TOBOP.
JletanpHOE ~ 3HAKOMCTBO €
PEKBU3UTAMM KaXJOro BHJIA
JIOKYMEHTA.

KOHCHEKT
OCHOBHBIX
HOJIOKEHHUN.

3. PacniopsurenbHas
JTOKYMEHTALHs: TPeOOBaHUS K
COCTABIICHHUIO B OOPMIICHHIO.
Texnonorust ~ paboOThI c
JTOKYMEHTaMHU.

12

[ToBTOpeHNE © 3aKpericHUE
W3YyYEHHOTO MaTepuana  Ioj
TEME "PacniopsiaurenbHas
JOKyMeHTanus'"":

1. Haznauenue
pacnopsaIUuTEeIbHON
JIOKYMEHTAITUH.

2. Bugel u 0coOecHHOCTH
pacnops I TeIbHON
JIOKYMEHTAIUH.

3. [IpaBuna COCTaBJICHHUSA
OCHOBHBIX PaCHOPSIAUTEIbHBIX
JTIOKYMEHTOB, CTPYKTypa TEKCTa
U PEKBHU3UTHI.

3a4CT.

4.
CrnpaBouHo-uH(pOpPMAIIHOHHAS
HOKYMGHTaHHﬂITpe6OBaHHﬂ K
COCTaBJICHUIO ¥ 0O()OPMIICHUIO.
TexHonorus paboTsl v
JOKYMEHTaMHU.

12

[loBrOopenne u 3aKperuieHue
U3y4EeHHOI0 Marepuaiga ol
TeMe
"CripaBo4HO-UH(pOpPMAIIMOHHBIE
JIOKYMEHTHI'":

1. Ha3nauenue
MH(OPMALIMOHHBIX
JIOKYMEHTOB.

2. Bunpl 1 oco6eHHOCTH.

3. IlpaBmia  cocraBieHHs
OCHOBHBIX CIIPaBOYHO-
UH(POPMALIMOHHBIX
JIOKYMEHTOB, CTPYKTypa TEKCTa
Y PEKBU3UTHL.

CIIpaBOYHO-

3a4€CT.

5. KagpoBas nokymeHTalus:
TpeOOBaHUS K COCTABJIICHHUIO U
opopmienuro.  TexHomorus
paboThI C TOKYMEHTAMH.

10

12

OTBETUTDH Ha  CIeAyIOLIHe
BOIIPOCHI O TPaBUJIAX BEICHHS
TPYJ10BOI KHIDKKH B
OpraHu3aIiu:

[IpaBuna 3anonHeHUsI.
Braecenne N3MEHEeHHH B
CBEIICHUSI O paDOTHUKE.
JyOnukar.

Caenenus o pabote.
Harpaxnenns.

YBoabHEHUE.

YyeT W XpaHEHUE TPYAOBBIX
KHIDKCK.

OTBETCTBEHHOCTH 3a
HEeCOOII0ICHHE nopsiika

DATTATId TNUMTADRLETV KT O

3a4€CT.




[ToBTOpeHME W 3aKperieHHe
M3y4YEHHOT'0 MaTepHuaa 1o Teme
"OCHOBHEIE MPUHIIUIIBI
OpraHu3aIu
6. OCHOBHbBIE  NIPUHIHUIIBI JTIOKyMEHTOO00poTa":
OpraHu3aluu 5 10 12 |1. Dransl JOKYMEHTOOOOpOTa  |3aderT.
JOKYMEHTO000pOoTa. 2. Peructpamus u  yuer
MOCTYTAIOIINX IOKYMEHTOB.
3. YueT 1oKkyMeHTo000poTa
4. KoHTpoJib 32 HUCIOJHEHHEM
JTIOKYMEHTOB.
7. WcnosiHeHHE NOKYMEHTOB.
KonTponb UCTIOTHEHUS
JIOKYMEHTOB. Dopmsl
KOHTPOJIS UCTIOTHEHUS
JOKYMEHTOB.  THIIOBBIE U PazBepuyThie MMCbMEHHbBIC
WHJUBUAYaJIbHbBIE CpOKHU OTBETHI Ha BOIIPOCHI:
WCTIOTHEHUS JIOKYMEHTOB. Cucrembl AJIEKTPOHHOTO
Ananus CTPYKTYPHI| 7 12 JOKYMEHTO000pOTa: MPOOIEeMbI -
JIOKYMEHTO000pOTa. BHEJIPEHUS, TNPEUMYIIECTBA W '
Cucremsl 3IEKTPOHHOTO HEJIOCTaTKU HCIOJIb30BAaHUS B
JIOKYMEHTO000pOTA:! JIOKYMEHTAIMOHHOM
poOIeMbl BHEJIPEHUS, yIpaBICHUH OpraHu3aluei.
MPEUMYINECTBA U HEIOCTATKU
HCIOJIb30BaHUS B
JIOKYMEHTAIIMOHHOM
yIpaBJICHUH OpraHU3aIueil.
8. Cucremaruzauus Pa3BepHyThIC MMCbMEHHbIE
JOKYMEHTHOW ~ WH(pOpMAIIIH. 5 5 o |OTBETHI HA BOMPOCHL: 3auer.
OnepaTuBHOE XpaHeHue CucremaTtu3zanuusi JOKyMEHTHOM
JIOKYMEHTOB U JIEJI. nHpopmauu
HUTOI'O 43 60 96

5.2. Y4eOHo-MeTOAMYeCKOE OOecnieueHHe CAaMOCTOSATEIbHOI padoThl 00yUYaommXxcst
Y4eOHO-MeToInYecKoe 00ecTiedeHne CaMOCTOSTeNbHOW paboThl 00yJaIOUIMXCsl OTPAXKEHO B 1.7
paboueii mporpaMMbl TUCHUIUIMHBI «JlOKyMEHTAalMOHHOE O0eCTIeYeHUE YITPABICHUS».

6. KOMIUVIEKTBI OLEHOYHBIX MATEPHUAJIOB JJiId TPOBEJAEHUSA
MPOMEXYTOYHOM ATTECTAIIMUA OBYYAIOIIUXCA MO IUCIUILIMHE

6.1. Ilepeyenb KOMNETEHIMI ¢ YKa3aHHEM 3TANOB UX ()OPMHPOBAHHS B NpPoOLecce OCBOCHUS
o0pa3oBaTe/IbHOI POrpaMMBbl

OcBoeHMe TUCIUIUIMHBI HallpaBJIeHO Ha (popMHUpOBaHUE:

[TpodeccnonanbHbIe KOMIETEHIIUT

[1K-3 CnocoOeH OCyHIECTBISTh AESITENbHOCTh MO MJIAHWPOBAHUIO, OPTaHU3AllMK, MOTHBAIlUU U
KOHTPOJIIO paboThl MepcoHaa, 0OECIEYSHUIO JTOKYMEHTAIIMOHHOTO COMPOBOXKACHUS YIPABICHYECKHX
IIPOLIECCOB

JlaHHbIe KOMIIETEHIIMH (POPMUPYIOTCA B IIPOLIECCe U3YyUEeHUs AUCHUILINHBI HA IBYX dTalax:

aTan 1 — TeKyIuil KOHTPOJIb;

9Tan 2 — NPOMEXYTOYHAs aTTECTALIHS.




6.2. Onucanue nmokasaresieil 1 KpUTepUeB OLEHNBAHUA KOMIIETEHUMA HA PA3JIMYHBIX dTanax
uX (popMupoBaHus, ONMCAHNE KA OLleHUBAHUS

OreHka KOMIIETEHIMHA Ha Pa3IUYHBIX dTanax ux (GOpMHUPOBAHUS OCYLIECTBISETCA B COOTBETCTBUU
c IlomoxkeHneM o TeKyleM KOHTpOJE M NPOMEXYTOYHOM arrectauuu, IlomoxeHuem o OamibHOU M
PEUTUHIOBOM CHCTEMax OLIEHUMBAaHUS M TEXHOJIOTMYecKoil kaprol aucuumiauHsl (IIpunoxenue 1),
IpuHATBIMU B IHCTHTYTE.

6.2.1. Iloxazamenu u Kpumepuu OyeHuearnus KOMI’lemeHI/[Mﬁ Ha smane meKyuieco KOHmpaoJii

Ne ni/n{Iloka3aTesin oneHNBaHUSA Kpurepun ouennBanus IIxana
OLICHUBAHMS
1 [Ilocemenue u pabota Ha|l. Ilocemenne 3aHATHH: a) OCEIICHNUE JIEKITHOHHBIX U 0-35
JIEKLMOHHBIX U |IPaKTUYECKHUX 3aHIATUH, 0) COONMI0IEHIE JUCIUTUINHBL.
MpaKTUYEeCKUX  3aHsTuAx|2. PaboTa Ha JNEKUMOHHBIX 3aHATUSAX: a) BEICHHE
(cobecenoBanue, KOHCIIEKTa  JIeKIMHd, ©)  ypOBEHb  OCBOCHUS
KOHTpPOJIbHAS paboTa,|TeOpeTuYecKoro Marepuana, B) AaKTUBHOCTb Ha
KpyTiabli CTOJ U|IeKuun, yMeHue (opMyIHpOBaTh BOTIPOCHI JIEKTOPY.
TUCKYyCCHS) 3. Pabora Ha mpakTUYECKUX 3aHATHSAX: a) YpPOBEHb
3HaHUS y4eOHO-IIPOTPaMMHOTO MaTepuana, 0) yMeHue
BBINIOJIHATH 3aJ]aHus, IPEAYCMOTPEHHBIE MPOTPaMMON
Kypca, B) IPaKTUYECKUE HAaBbIKU PabOThI C OCBOEHHBIM
MaTepUaIOM.
2 |llucbmeHHOE 3a7jaHKe 1. HoBu3nma Tekcra: a) aKTyaJIbHOCTh TEMBI 0-25

UCCIIeIOBaHMsI; 0) HOBH3HA M CaMOCTOSTEIBHOCTH B
MOCTaHOBKE MpoOIeMbl, (HOPMYITHpPOBAHHE HOBOTO
acreKTa U3BECTHOM MPOOJIEMbl B YCTAHOBICHUH HOBBIX

cBsizell  (MEXNpEeAMETHBIX,  BHYTPUIIPEIMETHBIX,
UHTETPAllMOHHBIX); B)  yMeHMe  paboTath ¢
UCCIJIEIOBAHMSIMH, KPUTHUYECKOU JUTEPATypOH,

CHCTEMaTH3UPOBATh M CTPYKTYPHUPOBATh MaTEPHAI; T)
SIBJICHHOCTb aBTOPCKOW MO3MILIUHU, CAMOCTOSATENBHOCTh
OLIGHOK M CYXJIEHWH; JI) CTHJIEBOE €IMHCTBO TEKCTa,
€IMHCTBO >KaHPOBBIX YEPT.

2. CremneHb pacKpbITHUS CYIIHOCTH BOIpoca: a)
COOTBETCTBHUE IUIaHA T€ME MUCBMEHHOTO 3aJaHus; 0)
COOTBETCTBHE  COJEpXKaHHS  TeM€ W  IUIaHY
NUCbMEHHOTO 3aJIaHMsl; B) MOJIHOTA U TTyOMHA 3HAHUH
Mo TeMme; I') 0O0OCHOBAaHHOCTH CIIOCOOOB M METOJIOB
paboThl ¢ MaTepuanom; a) yMeHue o0001aTh, 1erarh
BBIBOJIbI, COMOCTABIIATh pa3jIMYHbIe TOYKU 3PEHUS T10
OJTHOMY BOTIpOCY (mpobiieme).

3. O00CHOBaHHOCTH BHIOOpA MCTOUYHUKOB: a) OLEHKA
UCTIOIB30BAaHHOW  JIUTEpPATyphl: TPUBJICUEHBI  JIH
HanOoJiee U3BECTHBIE pabOTHI MO TeMe HCCIeTOBaHUs
(B T.4. XypHaJIbHble NYyONMKAIMK TOCIEIHUX JIET,
NocJeIHIE CTAaTUCTUYECKUE TaHHbIE, CBOJIKH, CIIPABKU
U T.J.).

4. CoOmonenue TpeboBaHUI K oOdOpMIECHHUIO: a)
HAaCKOJBKO  BEpHO  O(QOPMIICHBI  CCBUIKM  Ha
UCTOJIBb3YEeMYIO JIUTEPATYpy, CHHCOK JIUTEPaTyphl; 0)
OIIEHKa TPaMOTHOCTH W KYJIBTYPHl U3JIOKEHHS (B T.U.

opdorpaduyeckoit, MYHKTYallMOHHOM,
CTHIIMCTHYECKOM KYJIBbTYPBI), BJIaJICHNE
TEPMUHOJIOTHEH; B) coOmoneHne TpeOOBaHUHM K

00BbEMY TUCEMEHHOTO 3a/IaHMS.




3 |IIpakTuueckoe 3agaHue 1. AHanu3 npo6ieMbl: a) yMEHHE BEPHO, KOMIUIEKCHO U 0-50
B COOTBETCTBUU C JCHCTBUTENBHOCTHIO BBIJICIUTH
MPUYUHBI BO3HUKHOBEHHUSI NMPOOJIEMBI, OMUCAHHOW B
MIPaKTUYECKOM 3aJIJaHUH.

2. CTpyKTypupoBaHue mpoOJieM: a) HACKOJIbKO YETKO,
JIOTUYHO,  IOCJIEJIOBATEIbHO  OBUIM  W3JI0KEHBI
MpoOJIeMbl, YYaCTHUKH TPOOJIEMBI, TOCIECACTBUS
poOJIeMBbI, PUCKH JIJIT 0OBEKTa.

3. IlpemnoxeHue CTpaTerH4eCKUX albTEPHATHUB: a)
KOJIMYECTBO BAPHAHTOB pEIIEHUs MpoOsieMbl, ©0)
YMEHHE CBA3aTh TEOPUIO C MPAKTHUKOM MPHU perIeHuu

npooem.

4.  OOocHOBaHME  pelIeHUs: a)  HACKOJIbKO
apryMeHTUpOBaHa MIO3ULIHAS OTHOCHUTEJIBHO
MIPEIJIOKEHHOTO PELICHUS TPAKTUYECKOro 3aJaHus; 0)
YPOBEHb BIIQJICHUS npogeccnoHaIbHON
TEPMUHOJIOTHUEM.

5. JIorHYHOCTh M3JIOKEHHUS MaTepHaia: a) HaCKOJIBKO
COOJIFOJICHBI ~ OOINENPUHATHIE HOPMBI  JIOTHKH B
MIPEAJIOKEHHOM penieHuw, 0) HACKOJIbKO
MPE/UIOKEHHBIA TUTAH MOXKET OBITh peaJin30BaH B
TEKYIIUX YCIOBHSIX.

6.2.2. Ilokazamenu u Kpumepuu oyeHUBaAHUsA
KOMNemeHYuti Ha Imane npoMen#CymoyHoU ammecmayuu

[IpomexxyTodHast aTTecTalus 1Mo JUCIHUIUIMHE MTPOBOIUTCSA B (hopMe 3a4éTa B BHJIC BBITTOJIHCHHS
TECTUPOBAHUS U/UJTH UTOTOBOM PabOTHI.

HtoroBeie 3amaHusi pa3paldaThIBAIOTCS 1O OCHOBHBIM BOINPOCAM TEOPETUYECKOTO0 Marepuaia u
MO3BOJISIFOT OCYIIECTBIISITH TPOMEKYTOUHBIA KOHTPOJIb 3HAHHUI M CTEIIEHH YCBOCHUS MaTepHalia.

IIpy npoBeneHn MPOMEKYTOUHOU ATTECTALMM CTYICHTOB IO JUCUUIUINHE «/[OKyMeHTallMOHHOE
obecrieueHre ympaBieHUs» MOTYT (OPMUPOBATHCS BapUAHTHI TECTOB, OTHOCAIIUXCS KO BCEM TEeMaM
JUCITATIIINHBI.

OneHka 3HAHWUW CTYJIEHTOB OCYIIECTBISIETCS B COOTBETCTBUHM ¢ [lonokeHneM o OayuibHOW M
PEUTHHIOBOM CUCTEMAX OLEHUBAHMUS, IPUHATON B IHCTUTYTE, U TEXHOJIOTMYECKOW KapTON JUCLHUILINHBI

Ne Iloxa3atesn oueHNBaHUS Kpurepum oueHuBanust IIxana
n/n OlleHUBAHUS
1 |Urorosas pabota KomnmndecTBo 6anioB 3a TecT mMpoOnOPIIHOHATIBEHO 0-25
KOJIMYECTBY MPABUIBHBIX OTBETOB Ha TECTOBHIE
3aJlaHus. ITocne MIPOXOXKICHUS TecTa

CYMMUPYIOTCA PE€3YJbTAaTbl BBIIIOJHCHUA BCEX
3aI[aHI/II>'I JJIsI BBICTABJICHUA 06Hlel>'1 OICHKH 3a
TCCT.




6.3. TunoBble KOHTPOJIbHbIE 32J]aHUSI WM MHbIE MATEPHAJIbl, HEOOXO0AMMbIe ISl OLEHKU
3HAHM, YMeHHH, HAaBBIKOB U (WJM) ONbITA [1eATEJbHOCTH, XaPaKTePU3YIIMX JTalbl
¢GopMupoBaHusi KOMIIETEeHIM B Mpollecce 0CBOCHUS 00pa30BaTeIbLHOI MPOrPaMMbl

6.3.1. Tunogvle KOHMPOIbLHBLE 3A0AHUS UTU UHbLE MAMEPUATIbL HA dmane meKyue2o KOHmpoJis

Ilocemenue M padcoTa HA JEKIHOHHBIX H MPAKTHYECKHUX 3aHATHAX (co0ece1oBaHue, KOHTPOJbLHASA
padoTa, KPVIJbIA CTOJ U JTUCKYCCUST)

[Ipu nmpenmojgaBaHUM  JUCHUIUIMHBL  «J{OKyMEHTallMOHHOE  OOECHeUYeHHe  YIPaBICHUS»
MIPUMEHSIIOTCS pa3HOOOpa3Hble 00pa3oBaTeIbHbIE TEXHOJIOIMH B 3aBUCUMOCTH OT BHJIA U 1eJiel yueOHBIX
3aHATHI.

Teopetnueckuii MaTeprai U3/1araeTcsl Ha JEKIMOHHBIX 3aHATUAX B CIEAYIOMUX Gopmax:

- MPOOJIEMHBIE JICKIUH;

- nexiua-0ecena;

- JIGKIIMH C pa300pOM MPAKTHUECKUX CUTYAIHH.

[TpakTiyeckue 3aHATHS MO AUCHUILINHE «J[OKYMEHTAIlMOHHOE OOecreueHue YIpaBICHUsD
OPHEHTHUPOBAHBI HA 3aKPEIUICHNE TEOPETHYECKOT0 MaTeprala, U3JI0’)KEHHOTO Ha JICKIMOHHBIX 3aHATHIX, a
TaKk)Xe Ha MPHOOpeTeHne TOTOIHUTENbHBIX 3HAHUH, YMEHUH U MPAKTUYECKUX HABBIKOB OCYIIECTBICHUS
npo(eCCHOHATTLHON ~ JEATENBHOCTH TOCPEICTBOM AKTHUBU3AIMH W YCHWJICHUS CaMOCTOSTEIBHOM
JEeSTeIbHOCTH 00Y4arOIIUXCsl.

BoBIIMHCTBO MPAKTUYECKUX 3aHATHH MPOBOJISATCS C MPUMEHCHHEM aKTUBHBIX (hOpM 00yUeHUs, K
KOTOPBIM OTHOCSTCS:

1) yCTHBIN ONPOC CTYACHTOB C dJIEMEHTAaMH OeCcebl U JUCKYCCHH TI0 BOIIPOCAM, BEIHOCHMBIM Ha
MIPAKTUYECKHE 3aHITHS,

2) rpymmoBas paboTa CTYAEHTOB, MpPEIOoJaralolias COBMECTHOE OOCYKICHHE KaKOH-InOo
poOJieMbI (BOIIpOca) ¥ BBIPAOOTKY €AMHOTO MHEHHMS (ITO3HIIMHK ) TI0 Hel (METOI TPYNIIOBOT0 00CYKIEHUS,
KpYTJbIi CTON);

3) KOHTpoOJIbHAsA paboTa MO OTJAENBHBIM BOMPOCAM, IENbI0 KOTOPOU SIBISETCS MPOBEpKa 3HAHHIA
CTY/ICHTOB U YPOBEHB MOATOTOBJICHHOCTH JUIsl YCBOSHHSI HOBOT'O MaTepHara Mo JUCIHUILUTHHE.

Ha mpakTuyeckux 3aHATHUAX OIEHUBAIOTCS M YUUTHIBAIOTCS BCE BHJbI aKTHBHOCTU CTYACHTOB:
YCTHBIE OTBETHI, IOMTOJHEHHSI K OTBETaM JIPYTHX CTYJICHTOB, YUaCTHE B JTUCKYCCHSIX, paboTa B rpymmax,
WHUIIMATUBHBIA 0030p MPOOIEMHOr0 BOMpOcCa, MMChMEHHas paboTa.

ITucbMeHHoOe 3a1aHue
(®opmupyemsblie komnerenuuu: [1K-3)

[TucemenHoe 3amanne 1 «OcoOEHHOCTH COCTaBJICHHS, BUABI U CTPYKTypa TEKCTa HEKOTOPBIX
BHJIOB JIOKYMCHTOBY

MaxkcumansHbIi 0amt — 15

OtBert B Buje (aitna B popmare doc

3agaHue:

1. [pusectu 10 mpumepoB opraHuzauui, ASUCTBYIOIIMX Ha TeppuTopuu OMckoil obnacty,
YUPEIUTEIbHBIM JJOKYMEHTOM KOTOPBIX SIBJII€TCS ycTaB, U 10 opranu3anuii, AeWCTBYIOINX HA OCHOBAaHUH
MOJIOXKEHUSI 00 OpraHU3aIuy.

2. a) IlpuaymaTh opraHu3anuio, KpaTko OIucaTh, YeM JaHHas OpraHu3alus 3aHUMAaeTrcs, KTO
SIBIISIETCS. PYKOBOJUTEJIEM, KaKOH INTAT COTPYIHHKOB, TIOJUMHSETCS JIM JaHHAs OPTaHU3aIlUs JPYTHM
OpraHu3aIysIM, Kakie OpraHU3allMOHHbIE JOKYMEHTHI HEOOXO MBI [T €€ 1eATeIbHOCTH.

6) Coznate Tpu BuAa OJIAHKOB TSI JAHHOW opraHu3anuu (0OIuil 0J1aHK, OJIaHK MHUChMa U OJTaHK
CMELUANBHOTO JOKYMEHTA) 110 BCEM IIPaBUJIaM COCTaBJIEHUS OJaHKOB OpraHU3aIUH.

Kpurepuu:

Otser Ha 1 Borpoc — 6 6. (1o 3 6asia 3a KaXIylo IpyIIy OpraHu3anuii).

[IpaBunsHOe odopmileHHE (HAIMYME U BEPHOE PACIOJOKEHHE BCEX PEKBH3WUTOB) U
dbopMaTupoBanue 6J1aHKOB AJis 2 Boripoca — 9 6. (mo 3 G6ana 3a 61aHK).



[Tucemennoe 3amganne Ne 2 «OCHOBHBIC TPUHITUIIBI OPTAaHU3AINH TOKYMEHTOO00POTa)»
MakcumanbHbii 60amt — 10
OtBer B Buje (aitna B popmare doc / jpeg

3amanue:
[IpoaymMare M omucath CHCTEMY JOKYMEHTOOOOpOTa B OpraHU3alldd W3 NMHCbMEHHOro 3amaHus No 1:
OCHOBHBIC ITOTOKH HOKYMCHTOO6OPOT3., peFI/ICTpaLII/IH I[OKYMGHTOB, HpI/IHHI/IHBI JBUKCHUA I[OKYMCHTOB B
3TOM opranuzanuu. CUCTeMy JTOKYMEHTO000pOTa MOXHO MPEJICTABUTh B BUJIE CXEMBI C OIMCAHUEM.

Kpurepuu:
JIorMYHOCT, W TPOJYMAaHHOCTh CHUCTEMBI JIOKYMEHTOOOOpPOTa C YYETOM B3aUMOJCHCTBUS
pa3IUYHBIX MOpa3esieHnii B opranm3ammu — 10 0.

IIpakTHyeckoe 3ajanue
(®opmupyemblie komnerenuuu: [1K-3)

Keiic cMm. [Ipunoxenue 3.
Br16op keiica cm. [Ipunoxxenue 4.

6.3.2. Tunosvie KOHMPOLHbLIE 3A0AHUSL ULU UHBLE MAMEPUATDL
Ha dmane nPoMeHCymo4HOU ammecmayuu
(Dopmupyembie kommerenun: [1K-3)

3aaHus A1 IPOMEXKYTOUHOM aTTecTalluy CTYA€HTOB Npe/cTaBiieHbl B [Ipunoxenuu 5.

WtoroBelif Tect no aucuuiuinHe "J{oKyMeHTAallMOHHOE oOecreueHHe yNpaBieHUs" CMOTpU B
[Ipunoxxenun 2.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy 0 IUCLHUIUIMHE
«/lokymeHTalnoOHHOE 00ecrieueHre yIpaBIeHUs»

. HazoBuTe HOpMaTHBHBIE aKTHI 110 OPraHU3ALIMU U BEJICHUIO JIEJIONPOU3BOICTBA B PD.
. JaiiTe onpenenenre TEpMUHY «TOKYMEHT.

. Uto nmpuaaét JOKyMeHTaM IOPUINYECKYIO CUTy?

. [lopsaiox anpecoBanus JOKYMEHTA.

. OTMeTKHY Ha IOKYMEHTE: MOPSIOK U MPaKTUKA MPOCTABICHUS.

. CornacoBaHue JOKyMEHTA.

. [lognucanue fOKyMeHTa.

. YTBepKIeHUE JOKYMEHTA.

. OcHOBHBIE 0COOEHHOCTH JIEIOBOTO S3bIKA JIOKYMEHTA.

10. PactiopsiauTeNbHbIC JOKYMEHTBI, UX Ha3HAYEHUE, COCTaB, 0(hOPMIICHHE.
11. Ilponiecc MOArOTOBKM pacnopsiAUTEIBLHOTO JOKYMEHTA.

12. Opranu3anoHHbIe TOKYMEHTHI, UX Ha3Ha4Y€HUE, COCTaB, 0hopMIICHHE.
13. IIponiecc MOArOTOBKHM OpraHU3aLMOHHBIX JOKYMEHTOB.

14. CnpaBoyHO-UH(pOpMaLlMOHHbBIE TOKYMEHTbI, HA3HAUYE€HUE, COCTaB, 0(hOpMIICHHE.
15. IIpouiecc MOATOTOBKH aKTa.

16. IIporecc MOATOTOBKH JIEJIOBOTO MUChMa (MHUITUATUBHOTO).

17. Tlporecc MOATOTOBKH JEIOBOTO MUChMA (OTBETHOTO).

18. JIokyMEeHTOOOOPOT OpraHu3aIuy.

19. Perucrpanuus 1OKyMEHTOB.

20. Unpekcamus TOKyMEHTOB.

21. Perucrpaunonnsie popmsel. MIx Ha3HaueHHE.

22. TunoBbie ¥ UHAUBUAYAJIbHBIE CPOKU UCIIOTHEHUS JOKYMEHTOB.

23. KOHTpOJIb UCTIOJHEHUSI TOKYMEHTOB.

24. PaboTa ¢ 0OpaleHusIMHU TPaXkIaH.

25. Bugpl oOpatieHut rpaxk/aH.
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26. Buabl JOKyMEHTOB 10 JUYHOMY COCTaBY.

27. llpusHaku GOpMUPOBAHUS JIEII.

28. O6mume TpeboBaHUS K CHCTEMATH3allUN JOKYMEHTOB.

29. IlepnoinyHOCTh COCTABIEHUS U BEIEHUE HOMEHKJIATYpPBI JEJl.

30. Hcnonp3oBaHME HOMEHKIJIATYphl €T B JI€JIONPOU3BOJICTBE, OMEPATUBHOM M apXUBHOM
XpaHEHU! JIel.

31. OcHoBHBIC MpaBwia HOPMUPOBAHUS JCII.

32. DkcnepTr3a HEHHOCTH JOKYMEHTOB U JOKYMEHTHOW MH(POpPMALIUU

33. OnepatuBHOE XpaHEHHUE TOKYMEHTOB U JIETI.

34. Opranuzanus WHGOPMAIMOHHO-CIIPABOYHON pabOThl MO JIOKYMEHTaM OIEPAaTHBHOTO
XpaHEHUSI.

35. IloaroroBka e K apXuBHOMY XpaHeHut0. CocTaBieHUE BHYTPEHHEHN OMMCH JOKYMEHTOB JI€j1a
U 3aBEpPUTENIbHON HaamuCH, 0hopMIIeHHE 00JI0KEK JEI.

36. Cucrema »>IEKTPOHHOTO JIOKYMEHTOOOOpOTa: Ha3HAYeHWE, IUIFOCBI W MHHYCHl €¢
UCIOJIb30BaHUSI.

37. KappoBasi JOKyMEHTALUsI: COCTaB IOKYMEHTOB, IIPABUJIa COCTABJICHMSL.

6.4. MeTonnueckne MaTepHuaJibl, oNpe/iesAOIMe NPoLeAyPbl OlleHUBAHUS 3HAHWH, YMEHH,
HABBIKOB M (MJIH) ONBITA /1€ATEJBHOCTH, XapaKTepu3ylolue 3Tanbl (GOPMHUPOBAHNUS KOMIETEHIIUI

[Tpouenypa oLieHUBaHUS 3HAHUM, YMEHHM, HABBIKOB U (MJIM) OMBITA JESATEILHOCTH 00yYaromuxcs
no JucuuIuiiHe «JloKyMeHTallMoOHHOe o0ecliedeHue YIPaBICHUS» OCHOBAaHAa Ha MCIIOJIb30BAaHUU
[lonoxxeHus o OaIbHOM M PEUTUHIOBOM CHUCTEMaxX OLIEHUBAaHUSA, IPUHATOW B MHCTUTYTE, H
TE€XHOJIOTUYECKON KapThl AUCLUILINHBI.

Ne i/ IToka3zaTenn oueHMBaHUS IMIkana
OIlCHUBAHNSA
Texkymuii KOHTPOJIb
[Tocemenne u paboTa Ha JEKIMOHHBIX U IPAKTUUECKUX 3aHATHUSIX 0-35
1 (cobecenoBanue, KOHTPOIbHAs pabOTa, KPYTIIBIA CTOM U IUCKYCCHS)

2 |ITuceMeHHoOe 3amanue (pedepar) 0-25
3 |IIpaktuyeckoe 3agaHue (Keic) 0-50

Umoeo mexywiuii konmpoib 75

IIpoMeKYyTOYHASA ATTECTALUSA

4 |I/ITOr0Ba;1 pabota 25

HUmozco npomesicymounas ammecmayus 25

HUTOI'O no fucuunjinge 100

MakcumanpHOoe KOnyecTBO 0atoB mo aucrurumae — 100.
MakcuMaabHOE KOJTHUYECTBO OAJIOB MO pe3yabTaTaM TEKYIIEero KOHTPOs — 75.
MaxkcuMabHOE KOJIMYECTBO 0aJIOB Ha dK3aMeHe — 25.

ypOBCHB OATOTOBJICHHOCTH 06yanOHlCFOCH COOTBCTCTBYCT TpexypOBHeBoﬁ OIICHKC
KOMIICTCHITUH B 3aBUCUMOCTH OT Ha6paHHOFO KOJIMYEeCTBa 0aJIJIOB MO JUCHHUIIIINHEC.

YpoBeHL OBJIAeHUS
IHoporossbii IpoaBuHyTHIN IIpeBocxonHbIi
YPOBEHbL YPOBEHb YPOBEHbL
Habpannsre 50-69 70-85 86-100
0aJLIIBI

[IIkama UTOTOBBIX OIEHOK YCIIEBAEMOCTH IO TUCIHHIUINHE «J[OKyMeHTalmoHHOe oOecredeHue
YIpaBJICHUS» COOTBETCTBYET [1010KEeHNI0 0 OAIITEHON M PEUTHHTOBOM CHCTEMaX OLICHUBAHUS U OTPaKeHa
B TEXHOJIOTHYECKOUN KapTe TUCUUILINHBI.



3auéT

KoanuecTBo 0a1710B Onenka
50-100 3aYTEHO
0-49 HE 3a4TEHO
DK3aMeH
KoaunuyecTBO 0a/1710B Onenka
86-100 OTJINYHO
70-85 XOPOIIIO
50-69 yIIOBJIETBOPUTEIBHO
0-49 HEY/I0BJIETBOPUTEIHHO

7. IEPEYEHb OCHOBHOM M JONOJHUTEJIBHON YUYEBHOWM JUTEPATYPBI,
HEOBXOJIMUMOMU JJIA OCBOEHUA JUCHUITJINHBI

OcHosHnas numepamypa.

1. Ky3uenos, U. H. Jlenonpon3BoacTBo : yuebHoe nocodwue : [16+] / Y. H. Ky3uenos. — 10-¢ u3.
— MockBa : JlamkoB um K° 2021. — 406 c. : Tabn. — PexuMm pgocryna: 1o MOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book &id=684221

2. ApacnanoBa B. A. JlokyMeHTalMOHHOE oOOecledeHne YIpaBiIeHUs: y4eOHO-TPaKTHUECKOe
nocobue B cxemax, Tabnuiax, odpasuax [IJIEeKTpOHHBINA pecypc]:yueOHoe mocodue. - Mocksa, bepiun:
Hupexr-Menua, 2020. - 266 c. — Pexxum nocryna: https://biblioclub.ru/index.php? page=book&id=578394

Hononnumenvnasn numepamypa:

1. Mensenea O. B. Odopmienue opraHU3alMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB
[OnexkTpoHHBIN pecype]:kypc Jekuuid. - Mocksa, bepnaun: dupexkr-Meaua, 2018. - 79 c. — Pexum
nocryma: https://biblioclub.ru/index.php?page=book&id=480166

2. Mumenus C. E. Opranu3zanus ¥ TEXHOJIOTUS JOKYMEHTAIIHOHHOTO 00eCTIeueHus yIpaBIeHUS:
AJIEKTPOHHOE y4eOHOe mocodue [DneKTpoHHBINH pecypc]:yueOHoe mocobue. - Kemepono: Kemeporckuit
rOCYyJ1apCTBEHHBIN YHUBEPCUTET, 2017. - 478 C. - Pexum JIOCTyTa:
https://biblioclub.ru/index.php?page=book &id=481592

Ilepeoouueckue uzoanus

1. Poccuiickas razera: 001IeCTBEHHO-TIOTUTHYECKas Ta3eTa. denepaabHbIi BRIMYCK.:. - , . -

2. Poccuiickas rasera. Hemensi. OOIecTBEHHO-TTONUTHYECKAS Ta3eTa.:. - , . -

3. Tlpuknagnas wHbOpMATHKA: HAYYHO-TIPAKTHUECKHH >KypHal. - MocCkBa : YHUBEPCHUTET
«Cuneprusi». - Berxoaut pa3 B aBa mecsna. - ISSN 1993-8314 EmenbsinoB A.A.:. -, . -



8. IEPEYEHb PECYPCOB MH®OPMAIIMOHHO- TEJEKOMMYHUKAIIMOHHOM
CETH "UHTEPHET", HEOBXOJAUMBIX 111 OCBOEHUA JUCHUIIJIMHBI

Hnghopmayuonnvle pecypcol 06pazosamenbHOll OpeaHU3AYUU.:

1. http://www.sibit.sano.ru/ - opunuanbHeIi caiT 00pa3oBaTEILHON OPraHU3AIHH.

2. http://do.sano.ru - cuctema nucranuonHoro ooydenus Moodle (CZAO Moodle).

3. http://www.gov.ru - @enepajibHble OpraHbl BIACTH.

4. http://www.garant.ru/ - CnpaBouHasi rpaBoBasi cuctema «l apanrt».

5. http://www kadrovik.ru - HarmoHaJibHBIN COI03 KaJPOBUKOB.

6. http://window.edu.ru/ - Wnadopmammonnas cucrema «EqmHOe OKHO JOCTynma K
00pa30BaTeNbHBIM pecypcam.

7. https://scholar.google.ru - MmexxayHapoHas Hay4yHas pedeparuBHas 0a3a JaHHbBIX.

9. METOAUYECKHUE YKA3AHUA JJISI OBYYAIOLIUXCA 1O OCBOEHHUIO
JAUCHUIIJIMHBI

B mpouecce u3yueHus: yueOHON AUCHUIUIMHBI «JIOKyMEHTAIMOHHOE O0ECTeueHUE YIIPABICHUS
CIIEyeT:

1. OzHakoMuTbcs ¢ paboueill mporpammol AUCHUIUIMHBL Pabouas mporpamma CoOAepK HUT
MepEeYeHb Pa3/IeNIOB U TEM, KOTOPBIE HEOOXOMMO N3YUUTh, TUTAHBI JICKIIMOHHBIX U CEMUHAPCKUX 3aHATHH,
BOIPOCHI K TEKYIIEH U MPOMEKYTOYHON aTTeCTalluu, IEPEYeHb OCHOBHOM, JOMIOJHUTEIBHON JIUTEPATYPhI
U pecypcoB HHPOPMAIMOHHO-KOMMYHUKAITMOHHOU ceTr «IHTepHeT» | T.JI.

2. O3HakOMUTBCS C KaJICHJAPHO-TEMATHUYECKUM TIUJIAHOM  CaMOCTOSITENIbHON  paboThl
00yJaromuxcs.

3. Ilocemath TeopeTuyecKkue (JIEKIMOHHBIE) M TMPAKTUYECKUE (CEeMHHApCKUE) 3aHSATHS,
nabopaTopHbIE pabOTHI.

4. Tlpu moAroTOBKE K MPAKTHUYECKUM (CEMHHAPCKHUM) 3aHSATHUSM, a TaKKe MPU BBHIMOJTHEHUU
CaMOCTOSITENTbHON Pa0OTHI CIIEAYET UCIOIB30BaTh METOAMYECKUE YKA3aHUs I 00 yJarOIIUXCsl.

VY4eOHbll Tu1aH Kypca «/lokyMeHTalmoHHOe obecrieueHre YIpaBIeHus» IpearnoiaraeT B OCHOBE
W3yUYEHUS JUCIUTUINHBI UCTIOIh30BATh JICKIIMOHHBIA MaTeprall 1 OCHOBHBIE UCTOYHUKH JIUTEPATYPHI, a B
JIOTIOTHEHUE — MTPAKTUYECKHE 3aHATHSI.

Kpome TpaiMIIMOHHBIX JICKIIHIA U MTPAKTUICCKUX 3aHATHH (TIEpeUeHb U 00HEM KOTOPBIX YKa3aHbI)
1enecoo0pa3Ho B rpoliecce 00yueHus: UCIOIb30BaTh U AKTUBHBIE (POPMBI O0YUEHHUSI.

[TpumepHBIii TepeueHb aKTUBHBIX (HOpM 00YyUEHUS:

1) Gecenpl U TUCKYCCHUU;

2) KeWChl U MIPaKTUYECKHUE CUTYAIIUN;

3) UHaUBUIyaJIbHBIE TBOPUYECKUE 3a]IaHNS,

4) TBOpUECKHUeE 3aJaHus B TPYIIaAX;

5) mpakTuueckue paboThl.

Ha nexmusx cTyleHThl TOJDKHBI MOTYYUTh CHUCTEMATHU3WPOBAHHBIN MaTepual Mo TeMe 3aHATHUS:
OCHOBHBIC TTOHSTHS M TOJOXKCHHS, KIACCU(PHUKAIMHA U3ydaeMbIX SBJICHUN M MPOIECCOB, AITOPUTMBI U
METOJIMKH OpTraHU3alliy JUCIUTUIHHBI U T.11.

[lpakTHdeckue 3aHATHS MPEANoiararoT Oojiee IeTalbHYI0 NpPOpabOTKy TEeMBI IO KaKIOH
H3y4aeMoil mpoOiemMe, aHalu3 TEOPEeTUYECKUX U MPAKTUYECKHX ACHEKTOB MUCHUIUIMHBL. J[1s 3TOTO
pa3paboTaHbl TOAPOOHBIE BOIIPOCH], 00CYXIaeMble Ha CEMUHAPCKUX 3aHATHUSX, IPAKTUUYCCKUE 3a/IaHus,
MUCbMEHHBIE pabOThl M TecThl. [IpH MOATOTOBKE K CEMHHAPCKUM 3aHSATHSM CIEIyeT aKIEHTHPOBATh
BHUMaHHE Ha 3HAYUTEIIHHYIO YaCTh CAMOCTOSITEITbHON MPAKTHUECKOW PaOOTHI CTYACHTOB.

Jns Oonee ycHemHOro H3y4eHHs Kypca MpernofaBaTelio CleAyeT IOCTOSHHO OTChUIATh
CTYZICHTOB K Yy4eOHHKaMm, Tepuoaudeckoil medatn. OCBOSHHME BCEX pa3leiioB Kypca Mpearoiaraet
MpHOOpEeTeHNEe CTYIEHTAMU HAaBBIKOB CAMOCTOSTEIBHOTO aHalh3a WHCTPYMEHTOB U MEXaHU3MOB
JTUCITUTITMHBI, YMEHUE PaboTaTh ¢ HAYYHOH JIUTEPATypPOH.

OcHoBHast y4yeOHas TnUTepaTypa, NpPEICTaBICHHAs Y4YeOHMKaMHU W YYeOHBIMU MOCOOUSIMH,
OXBAaThIBAeT BCE Pa3/Ieibl MPOrPaMMBI 110 TUCHUIUIMHE «/{0KyMeHTalnoHHOe 00ecieueHre YIpaBICHUs.
Ona w3y4yaeTcsi CTYACHTaMH B TIPOIECCe TMOATOTOBKM K TIPAKTUYSCKUM 3aHSATHUSAM, 3a4eTy.
JlononHuTeNbHAS yuyeOHas TUTEepaTypa peKOMEHIYeTCs UIsl CaMOCTOSITeNIbHOM pabOoThI 10 MOJATOTOBKE K
CEMHHAPCKUM U MTPAKTUYECKUM 3aHSTHSIM, IIPH HAITMCAHUH MUCbMEHHBIX PadoT.



[Tpu u3yueHuu Kypca Hapsaay C OBJIAJCHUEM CTYACHTaMU TEOPETUYECKUMU MOJIOKEHUSAMHU Kypca
YACIACTCI BHUMAHUC HpI/I06peTeHI/IIO MPAKTUYCCKUX HABBIKOB C TCM, ‘-ITOGBI OHU CMOTJIM YCIICIIHO
MIPUMEHATH UX B CBOEH MTPO(PECCHOHATILHOMN JCATEIHHOCTH.

10. COBPEMEHHBIE MPO®ECCHUOHAJIBHBIE
NHO®OPMALMOHHBIE CIIPABOYHBIE CUCTEMBbI

[Ipy nOArOTOBKE M MPOBEACHUM YUYEOHBIX 3aHATHA 1O AUCHUIUIMHE CTYICHTaMHU U
MpernoaBaTeNIIMA HCIIONB3YIOTCS CIEAYIONME COBPEMEHHBIE TPO(eCCUOHANbHBIC 0a3bl JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIE CUCTEMBI:
1. DnextponHas OuOnIMOTEYHast cuUcTeMa «YHHBEpPCHUTETCKass OuOmMoTeKa OHiaiH» (moroBop Ne
109-08/2021 nHa oxa3zaHue YCIYr IO MPEAOCTABICHUIO TOCTyMa K 3JEKTPOHHBIM H3JaHUSAM 0a30BOM
komekiun  OBC  «YHuBepcuterckas  Ombiamoreka ommaiim» ot 01  cenrsiops 2021 1.
(http://www .biblioclub.ru).

2. UnTerpupoBannas 6ubnuoreyno-undopmammonHas cucrema UPBMC64 (norosop Ne C 2-08
-20 0 mocTaBKe Hay4YHO-TEXHUYECKOU mpoaykiinu — Cucrembl ABTomaru3anuu buobnunorek MPBUC64 — ot
19 aBrycra 2020 r., B cocTaB KOTOpPOU BXOAUT ba3a JaHHBIX AJIEeKTPOHHOTO Karanora ouoimorexku CUBUT
Web-UPBUC 64 (http://lib.sano.ru).

3. CunpaBouno-npaBoBas cucrema Koncynbprantllmtoc (momomnutenbHoe coriamenue Nel
norosopy Ne 11/01-09 ot 01.09.2009).

4. DnexrponHas cripaBouHas cucrema [ IC Omck.

BA3bl JAHHBIX n

11. MATEPUAJBHO-TEXHUYECKOE M TPOTPAMMHOE OBECIEYEHMUE,
HEOBXOJ/IMMOE JJI1 OCYUECTBJEHUSI OBPA3OBATEJBLHOI'O MPOLIECCA IO
TUCHUIIMHE

I[JISI IMPOBCACHUA yT-I€6HI)IX 3aHATUH 110 JUCHUIUIMHE HUCIHOJB3YIOTCA CICAYIOIUC IMOMCIICHUA,
OCHAILICHHBIC O60py,Z[OBaHI/IeM U TCXHUYCCKHUMHA CPpCACTBAMU 06y‘~IeHI/IHZ

HaumenoBanue yueOHBIX ayAUTOPHM U MTOMEIIEHUN
JUIS CAMOCTOSITENTbHON pabOThI

OcHanieHHOCTh 000PY/IOBAaHUEM M TEXHUUECKUMHU
CpeAcTBaMU 00y4eHUs

VYyeOnass mebens (17 crono, 42 cryna, Jocka
MapKepHast, TpUOyHa, CTOJ U CTYJI MperoiaBaTens).
MynbsTMeauitHOE JNEMOHCTPALIMOHHOE
o0opynoBaHue (IPOEKTOP, HKpaH, KOMIIBIOTEP C
BbIXOJIOM B UHTepHET, ayauOKOJOHKM - 2IIT.).
[TporpamMmmuoe obGecneuenue: Microsoft Windows
8.1 (32) Professional Russian. ID npoaykra
00261-80356-  95595-AA367

MyneTumenuiinas ydeOHas ayautopust Ne 102 mist
MIPOBEJICHUS 3aHATUM JIEKIIMOHHOTO THWIIA, 3aHATUI
CEMHHApCKOro THUma (MPaKTUYECKUX 3aHATUH),
IPYNIOBBIX  KOHCYJAbTalMi,  WHIMBUIYaJIbHBIX
KOHCYJIbTAIUH, TEKYIIETO KOHTPOJIA,
IIPOMEXYTOUYHON aTTecTallii, TIOCyJapCTBEHHOMN
WTOTOBOM aTTeCTaIlNH

(xomMMmepUeckas
JIMIIEH3US, MHOCTpPaHHBIN MIPOU3BOJIUTEN);
Microsoft Office Standart 2007 Win32 Russian,
Number License 42024141 OPEN
61960499Z7ZE0903  (kommepuecKkasi  JHUIEH3US,
MHOCTpaHHBIM mnpous3Boautenb); Adobe Acrobat
Reader, nuuensus freeware; Kaspersky Endpoint
Security - Russian Edition, nunensus Ne 1356-
181109—064939—827—947 (xommepueckas
JIMIIEH3Us, OTEUeCTBEHHBIH npousBoautens [10);
Skype, Bepcus 8.65 (cBoOOIHO pacmpocTpaHseMoe
I10, wuHOCTpaHHBI mnpousBoauTens). OOecrneyeH
Joctyn K cetu VIHTepHET M B DJIEKTPOHHYIO
nH(OPMAIIMOHHO- 00pa3oBaTEILHYIO cpeny
OpraHu3aluy.




Mynbsrumenniinas yuebnas aynutopust Ne 210 mms
MPOBEACHUS 3aHATHI JICKUMOHHOIO THIA, 3aHATUN
CEMUHAPCKOr0 TUMa (MPAKTUYECKUX 3aHATHH),
IPYIIIOBBIX  KOHCYJIbTAalUMW,  HMHIMBHUAYaJIbHBIX
KOHCYJIbTaIH, TEKYIETOo KOHTpOJI,
MIPOMEXKYTOUYHOM  aTTECTalMU, TOCYJapCTBEHHOU
HUTOTrOBOM aTTeCTallun

Yuyebnass mebens (36 cronoB, 74 cryma, JIocka
MapkepHas, TpuOyHa, CTOJI U CTYJ MPENOIaBaTelIs).
MynbTumMeIuitHOE JEMOHCTPALIMOHHOE
o0opyznoBaHue (MPOEKTOP, 3KpaH, KOMIBIOTEP C
BBIXOZIOM B VIHTEpHET, ayAMOKOJIOHKH - 5 INT.)
[Iporpammuoe obGecrieuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(komMmepueckas JINLEH3US, WHOCTPaHHbIN

npou3BoauTenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (komMmepuecKkasi  JHUICH3US,
MHOCTpaHHbI npousBoautens); Consultant Plus -
Horosop 11/01-09 oT 01.09.2009 T.
Jomn.cornamenue Nel (aBTOIpOJIOHTAIM)
(xomMmepueckas JTULEH3UA, OTEYECTBEHHbIN
npou3BoauTeNb); Adobe Acrobat Reader, nunensus
freeware; (cBoOomuHo pacmpocrtpansemoe 10,
MHOCTpaHHbIN NpousBoauTeib) Kaspersky Endpoint
Security - Russian Edition, aunensus Ne
1356-181109- 064939-827-947  (xkomMMmepUecKast
JUIEH3UsI, OTEYEeCTBEHHBIM mpousBoautens [10);

2GIS, JULIECH3US freeware (cB0GOIHO
pacrpocTpaHsieMoe 110, OTE4eCTBEHHBIN
npousBoauTenp). OOecriedeH JOCTyn K CETH
Wurepuer u B JJIEKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaATEIbHYIO cpeny
OpraHu3aLuy.

MynbsTumenuiinas yueOHas aynutopust Ne 211 most
MIPOBEACHUS 3AHIATHI JICKUMOHHOIO THIA, 3aHATUN
CEeMHUHApCKOro Tumna (MpakTHYECKUX 3aHATHUH),
TPYNNOBBIX  KOHCYJIbTallMd,  HMHIUBUIYaTbHBIX
KOHCYJIbTaI, TEKYIETO KOHTpOJI,
MIPOMEXKYTOYHON  aTTECTAllMH, TOCYAAPCTBEHHOU
UTOTOBOM aTTECTALlMU

VYuebnasa mebenb (27 cTonos, 54 cryna, MapkepHas
JIOCKa, TpUOYHA, CTOJ M CTyJd IPENnojaBaTess).

MynsTuUMeauitHOE JIEMOHCTPAIIMOHHOE
obopynoBanue (IPOEKTOp, HIKpaH, KOMIIBIOTEP C
BBIXOZIOM B VIHTepHET, ayaMOKOJIOHKH - SHIT.)

[Iporpammuoe obGecnieuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 6196049977E0903
(xomMmepueckas JINIIEH3HS, WHOCTPAHHBIN

npousBoauTenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903  (kommepueckasi  JHUIEH3US,
WHOCTpaHHBIA TpousBoauTens); Consultant Plus -

Horosop 11/01-09 oT 01.09.2009 T.
om.cornamenue Nel (aBTOMIpONOHTAIHS);
(komMmepueckas JTUTICH3US, OTEYECTBCHHBIN

npousBoauTens); Adobe Acrobat Reader, nunensus
freeware; Kaspersky Endpoint Security - Russian

Edition, JIATICH3US Ne 1356-181109-
064939-827-947 (xoMMepueckast JULEH3US,
oTedecTBeHHBIM  mpoumsBogutens [10); 2GIS,

muneH3ust freeware (CBOOOAHO pacmpoCTpaHSIEMOe
I1O, oreuecTBeHHBIH Tpou3BoaAMTENB). ObecreueH
JOCTyll K cetu HHTepHET M B DIIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaATEIHHYIO cpeny
OpraHu3aLuu.




VYuebnas aymgutopus Ne 301 s mpoBeneHus
3aHATHM JEKIIMOHHOTO TUIIA, 3aHATUI CEMUHAPCKOr0
TAma  (IPAaKTUYECKUX  3aHATUN),  TPYIIIOBBIX
KOHCYJIbTAllUM, WHIAMBUAYAIBbHBIX KOHCYJIbTALIUM,
TEKYIIEro KOHTPOJIS, MPOMEKYTOUHOM aTTeCcTaluu,
rOCyJIapCTBEHHOW UTOTOBOM aTTECTALUU

VYyebnas mebens (15 cronos, 30 cTynbeB, q0CKa,
TpuOyHa, CTOJ W CTyN MpernojaaBaTens). YdeOHO-
HarsaHbIe nocoous. TemaTndeckue WILTFOCTPALUH

VYueOnas aymgutopus Ne 302 s mpoBeneHUs
3aHATHU JEKIIMOHHOTO TUIA, 3aHATHI CEMUHAPCKOTO
TAma  (IPAKTUYECKUX  3aHATUN),  TPYIIIOBBIX
KOHCYJIbTAIIUN, WHIWBUIYAIbHBIX KOHCYJIbTALIUMU,
TEKYIIEro KOHTPOJIS, MPOMEKYTOYHOM aTTecTaluu,
rOCyJIapCTBEHHOW UTOTOBOM aTTECTALIUU

Yuebnas mebens (15 cromnos, 30 crymbeB, JOCKa
MapKepHas, TpuOyHa, CTOJI M CTYJ IIperoaaBaTeis).
V4eOHO-HarIaaHbIE rmocoous. Temarnueckue
WJUTIOCTPAI|H

YueOnas aygutopus Ne 303 s mpoBeneHUs
3aHATHI JEKIIMOHHOTO TUIA, 3aHATUI CEMUHAPCKOTO
TAma  (IPAaKTUYSCKUX  3aHATUH),  TPYIIOBBIX
KOHCYJbTAIIUH, WHIWBUIYAJIbHBIX KOHCYJIbTAIIUM,
TEKYIIEro KOHTPOJIS, MPOMEKYTOYHOM aTTecTaluu,
rOCyJ1IapCTBEHHOW UTOTOBOM aTTECTALIUU

Yuebnas mebenb (15 cronoB, 30 cTynseB, qocKa
MapKepHas, TpuOyHa, CTOJ M CTYJ IIPeroaaBaress).
VueOHO-HArIAAHBIE  [TOCOOMS. TemaTruueckue
WJUTIOCTPAI|H

MynbsTumMenuiinas yueOHas aynutopust Ne 304 ns
MIPOBEACHUS 3AHATUI JICKUMOHHOIO THIA, 3aHATUN
CEMHUHApCKOro Tumna (MpakTHYECKUX 3aHATHH),
IPYNNOBBIX  KOHCYJIbTallud,  HMHJIUMBUIYaJTbHBIX
KOHCYJIbTaIN, TEKYIIETO KOHTpOJI,
MIPOMEXKYTOYHOM  aTTECTAllMH, TOCYIapCTBEHHOU
UTOTOBOM aTTECTAllMU

YueOnast mebenbp (22 croma, 44 cryna, Jocka
MapKepHast, TPHOyHa, CTOJ U CTYJI MPETo1aBaTels).
MynsTumMenuitnoe  obopyaoBaHue  (TIPOEKTOP,
9KpaH, KOMIBIOTEp C BBIXOJOM B MHTepHerT,
KOJOHKH - 2 IIT.). YueOHO- HarisgHble MOCOOus.
Tematuueckne  womoctpanmu.  [Iporpammuoe
oOecrreuenne: Microsoft Windows 10 momamrfss
TUTst OJTHOTO SI3BIKA, ID MPOIYKTA:
00327-30584-64564- AAOEM; (xomMmepueckas
JUIICH3HS, UHOCTPaHHBIN MIPOU3BOIUTEIH)
Microsoft Office Standart 2007 Win32 Russian,
Number License 42024141 OPEN
61960499Z7ZE0903  (kommMmepueckas  JIMLEH3U,
MHOCTpaHHBIM mpousBoautens); Consultant Plus -
Horosop  11/01  -09 or 01.09.2009 .
Homn.cornamenue Nel (aBTOMPOJIOHTAIMS)
(koMMepyeckas JUIIEH3UA, OTEYECTBEHHBII
npousBogutens [I0); Adobe Acrobat Reader,
muuensus freeware (cBOOOAHO pacrpocTpaHsieMoe
[10, wuHocTpanHBIi mnpousBoauTenb); Kaspersky
Endpoint Security - Russian Edition, nunensus Ne
1356-181109- 064939-827-947; 2GIS, nuneH3us
freeware (cBoOomHo  pacmpoctpansemoe 10,
OTEUECTBEHHBIH  mpou3BoauTens).  ObecrneueH
JOCTYIl K ceTh VHTepHET U B 3JIEKTPOHHYIO
WH(POPMAIIMOHHO-00pa30BaTEIbHYIO cpeny
OpraHu3aluy.




Ayautopust IS CaMOCTOSITETIBHOM — paboTHI
CTYJICHTOB No 305 MOMeIIeHUE JUTSt
CaMOCTOSTENILHON PabOTHl OOyYaroIuxcsi, Hay4HO
-MCCIIeIoBaTeNbcKO  paboThl  oOydaromuxcs,
KypCOBOT'O IPOEKTUPOBAHUS (BBITTOJTHEHHUS
KypCOBBIX paboT)

VYyebnas wmebenp (10 CTOJIOB OJHOMECTHBIX, 3
KpyIJIbIX CToOJla, 27 CTy/nbeB, JOCKa MapKepHas,
nocka nHdopmanronHas, TpuOyHa, CTeuIax - 2 miT.,
CTOJ M CTyn Ipenojasarens). MynpTumenuitHoe
o0opyznoBaHue (MPOEKTOP, 3KpaH, KOMIBIOTEP C
BO3MO>KHOCTBIO OJAKITIOYeHUS K ceTu «HTepHeT» n
obecrieyeHreM JocTyna B ANEKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaATEIBbHYIO cpeny
WNHuctutyTa, Komonku - 2 mT.). Hoytoyk DELL - 8
mt. Hoyroyk HP - 2 mr. IlepconanbHblii
komnberoTep - 1 mr. CIIC «KoncynbranTt ILmrocy.
[Tporpammuoe obecnieuenue: Microsoft Windows 10
Pro Russian, Number License: 69201334 OPEN
99384269Z7ZE1912  (xommepueckas  JULEH3US,
WHOCTpaHHBIA Tpou3BoauTelb); Microsoft Office
2016 standart Win64 Russian, Number License
67568455 OPEN 975749287Z7E1810
(xomMMmepueckas JUTIEH3HS, WHOCTpPAHHBIN
npou3BoauTenb); Consultant Plus - Jlorosop
11/01-09 ot 01.09.2009 r. Jlom.cornamenue Nel
(aBTompononranus); Adobe Acrobat Reader,
nuueH3us freeware (CBOOOIHO pacmpoOCTpaHsSIEMOE
[10, wuHocTpaHHbIi mnpousBoauTenb); Kaspersky
Endpoint Security — Russian Edition, nunen3us Ne
1356-181109- 064939-827-947; (xommepueckas
JUIEH3Us, OTE4YECTBEHHbIM mpousBoautens [10);

2GIS, JIMLICH3US freeware. (cBOOOIHO
pacrpocTpaHseMoe IO, OTEYECTBEHHBIN
npousBoauTens). OOecriedeH JTOCTyn K  CETH

WuTepHer M B 2JIEKTPOHHYIO HH(GOPMaIlMOHHO-
00pa30BaTeNbHYIO CPEy OpraHU3aIUH.

JlabGopaTopust 3xoHOMHYEeCKUX AuCIUIUITHH Ne 306
JUISL TIPOBEICHMS 3aHATHUH JIEKIIMOHHOTO THIIA,
3aHATUH  CEMHUHApPCKOTo Tuma  (MPaKTUYECKHX
3aHATUA W J1a0OpaTOPHBIX padoT), TPYHIOBBIX
KOHCYNbTAINH, WHIWBUIYAIbHBIX KOHCYJIbTAIIUM,
TEKYLIEro KOHTPOJs, MPOMEKYTOUHOM aTTeCTalllH,
rOCyJIapCTBEHHOW UTOTOBOM aTTECTAIIUU

YueOnass mebenbp (23 croma, 53 cryma, aocka
MapkepHas, JocKa HWH(oOpmalnMoHHas, TpUOyHa,
CTeJUIaX MeTajuindeckuil - 5 mrt.). [lepcoHanbHbIE
KOMIIBIOTEPHI (5 MIT.), IPOEKTOp, IKpaH, MPHUHTEP.
Croiika kaccupa, pabodyee MECTO OINEpallOHUCTA,
pabodee MeCTO KpEeIUTHOrO MEHeIkKepa, pabdouee
MecTo KoHTponépa (COeperarenpHOro  OaHKa.
Crnenmaim3upoBaHHOEe OaHKOBCKOE 00OpYyIOBaHHE:
CUETUYMKH, copTHpoBHIMK  OaHkHOT:  Cassida
MSD-1000, Numeron; Kisan NEWTON; Magner
175 F, Magner 150 digital, Demon EV 8650;
ynakoBmuK Impulse sealer ¢ kmiumie; IeTEKTOPHI
MOATUHHOCTH OaHKHOT: YnbeTpamar 225 CJI; DORS
1000, DORS 200, DORS 1300; cueTumk MOHET:
Scan Coin 303. - JIyna Vildis 10x; neyaru, mramimsi,
IOMOMpPATOp, MEWIKU JJs YHaKOBKU MOHETHI,
HaOOpbl  JIEMOHCTPALMOHHOTO 000py10BaHus;
yueOHO- HarjsAHbIE TOCOOUS; TeMaTUYEeCKUe
WUTIOCTPALH. IIporpamMmmHoOe o0ecrieueHue:
Microsoft Windows XP Professional Russian,
Number License: 42024141 OPEN
61960499Z7E0903 (xommepuecKas JINLEH3Hs,




WHOCTpaHHBIA Tpou3Boautenn); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(komMmepueckas JULEH3US, WHOCTPAHHBIN
npou3BoauTenb); Consultant Plus - Jlorosop 11/01
-09 or 01.09.2009 1. [om.cormamenue Nel
(aBTOmponoHranusa) (KoMMmepueckas — JIMICH3UA,
oreuecTBeHHbI npousBoautens I10);  Adobe
Acrobat Reader, nunensus freeware; Kaspersky
Endpoint Security — Russian Edition, nunen3us Ne
1356-181109-064939-827-947 (komMMepuecKas
JUILEH3Us, 0TeuecTBEeHHBIN ponsBoaurens 110); 1C
8.2 ABC "VYnpaieHue KpeIuTHON opraHu3anueit’,
HoroBop Ne  043/03/016/001 ot 3.10.2016
(xomMmepueckas JTUIEH3US, OTEYECTBEHHbIN
npousBogutens [10); 2GIS, nunensus freeware
(cBoboHO pacmpocTpansemoe [10, oTedecTBeHHBIH

npousBoauTenp). OOecriedeH JOCTyn K CETH
Wurepuer u B JIIEKTPOHHYIO
UH()OPMAIIMOHHO-00Pa30BATEIBLHYIO cpeny
OpTaHH3aLUH.

JIaGoparopus COLIMAJIbHO-T'YMaHUTapHbIX
muctumiinH Ne 307 i mpoBeAeHUs  3aHATHI
JIEKIIMOHHOTO THMA, 3aHATHH CEMHUHApCKOro TUIa
(mpakTUYeCKUX 3aHATUNH M J1a0OpaTOPHBIX padoT),

IPYIIOBBIX  KOHCYIbTAallMM,  HWHIMBHUAYaJIbHBIX
KOHCYJIbTAIUH, TEKYILETro KOHTPOJI,
MIPOMEKYTOUHOM ~ aTTECTalliH, TOCYAApCTBEHHOU

UTOTOBOM aTTECTAIIUH.

Yuebnas mebenb (26 cronmoB, 52 cryna, gocCKa
MapKepHasi, TpUOyHa, CTOJ U CTYJI IIperoiaBaTes).
MyneTumenuitHoe  obopyaoBaHue  (IIPOEKTOP,
9KpaH, KOMIBIOTEp C BBIXOJOM B MHTepHer,
KOJIOHKM - 2 IIT.). YueOHO- HarjsigHble MOocoOusl.
Temarnueckne  wunroctpauuu.  [Iporpammuoe
obecnieuenue: Microsoft Windows 7 Professional
Russian, Number License: 61555010 OPEN
91563139Z7ZE1502  (xommepueckass  JHUIEH3US,
MHOCTpaHHBIA mpou3BoauTens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z272E0903
(xoMMepueckast JUIEH3US, UHOCTPaHHbIN
npousBoauTens); Consultant Plus - Jlorosop 11/01
-09 or 01.09.2009 1. [om.cormamenue Nel
(aBromposyoHranus) (KoMMmepyeckass — JIMLEH3US,
oTedecTBeHHBIM mpom3BoguTens [10);  Adobe
Acrobat Reader, muuensus freeware; Kaspersky
Endpoint Security — Russian Edition, nunen3us Ne
1356-181109-064939-827-947 (xomMmepyeckas
JUIEH3Us, OTE4YEeCTBEHHbIM mpousBoautens [10);

2GIS, JIAIICH3US freeware (cBOOOIHO
pacupocTpaHsIeMoe 10, OTEYECTBEHHBIN
npousBoauTenb). OOecredeH JTOCTYyn K  CETH

WuTepHeT M B 2JIEKTPOHHYIO HHGOPMaIMOHHO-
00pa30oBaTeNbHYIO CPEy OpraHU3aIUH.




Jlaboparopus ympaBieHdecKkuX AuciuruiuH Ne 309
JUIS TIPOBENEHUS 3aHATHH JIEKIMOHHOTO THIIA,
3aHSATHA CEMHHAPCKOro THma  (TPaKTHYECKUX
3aHATUH W 7a00paTOpHBIX padoT), TPYHIOBBIX
KOHCYJbTAaIlMi, WHAUBUIYAIbHBIX KOHCYJIBTAIIUH,
TEKYIIEr0 KOHTPOJIS, MPOMEKYTOYHON aTTECTAlUH,
rOCyJIapCTBEHHOW UTOTOBOM aTTECTALIUU

VYyebnas wmebens (21 crom, 42 cryna, agocka
MapKepHas, TpuOyHa, CTeIIaXK, CTOJI H CTYIH
npenoaasarelns). MyabTUMEIUHOE 000pyI0BaHKE
(IpoeKTop, IKpaH, KOMIIbIOTEP, KOJOHKU - 2 WIT.).
YueOHo-Harnaguple  mocobus.  Temaruueckue
WJUTIOCTPAIIHH. [Iporpammuoe obecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xommepueckas JUICH3US, MHOCTPaHHbIN
npousBoauTeinb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (kommepueckass  JHUILEH3US,
WHOCTpaHHbIA mpou3BoauTens); Consultant Plus

(komMMmepueckast TUTCH3US, OTEYECTBCHHBIN
npou3BoauTenb); Adobe Acrobat Reader(cBoOoaHO
pacrpocTpaHsiemMoe 10, WHOCTPAHHBII

npou3BoauTenb); Kaspersky Endpoint Security -
Russian Edition, munenzus Ne 1356-181109-
064939-827-947 (komMMepUecKast JIMLICH3HUS,
oTedyecTBeHHBIN mpomsBoauTensb); 2GIS (cBoboaHO
pacmpocTpaHsieMoe 110, OTEUYECTBEHHBIN
IIPOU3BOIUTEID).

MynbsTuMenuiinas yueOHas ayautopus Ne 312 s
MPOBEJICHUS 3aHATHI JICKIMOHHOTO THIIA, 3aHATHI
CEMHHApPCKOro THma (MPAaKTUYECKUX 3aHATHUH),
TPYIIOBBIX  KOHCYJAbTAallUM,  HMHAWBUAYaIbHBIX
KOHCYJIbTAIIUH, TEKYIIETO KOHTPOJIA,
MPOMEXYTOUHOM aTTECTallMd, TOCYJapCTBEHHOU
HTOTOBOH aTTeCTalluU

YueOunas mebens (50 cromnos, 100 crynbeB, gocka
MapKepHas, TpuOyHa, CTOJ U CTYJI PEIo/1aBaTes);
MynbsTumenuiitHoe — obopynoBaHue — (IIPOEKTOP,
9KpaH, KOMIBIOTEp, KOJOHKM - 2  MT.).
VYuebHo-HarsagHble  mocobus.  TemaTtuueckue
WJUTIOCTPALHH. [IporpamMmmHoe oOecrieyeHue:
Microsoft Windows XP Professional Russian,
Number License: 42024141 OPEN
61960499Z7ZE0903  (komMmepuecKkasi  JIMLEH3US,
MHOCTpaHHBIA mpousBoauTenb); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(koMMepueckast JMLIEH3US, UHOCTpPaHHBIN
npousBogutens); Consultant Plus - Jloroop
11/01-09 ot 01.09.2009 r. Jlom.cornamenue Nel
(aBromposonranus); Adobe Acrobat Reader,
munensus freeware; Kaspersky Endpoint Security -
Russian Edition, JINLIEH3US Ne
1356-181109-064939-827-947 (xomMmepyeckas
JUIEH3Us, OTE4YEeCTBEHHbIM mpousBoautens [10);

2GIS, JIATIICH3US freeware (cBOOOIHO
pacupocTpaHsIeMoe 10, OTEYECTBEHHBIN
npousBoauTenb). OOecredeH JTOCTYyn K  CETH

NHTepHeT W B DSIEKTPOHHYIO HHGOPMAITMOHHO-

Ayautopuss Ne 420 momeleHue uisi XpaHEHUs U
NPOPUIAKTAYECKOTO  OOCITYy)KMBaHUS  y4eOHOTO
000py/IOBaHUs - KOMITBIOTEPHOTO OO0OPYIOBAHUS U
XpaHeHUs 2JIEMEHTOB MYJIbTHMEHIHBIX
nabopaTopuii

Mebens (4 croma, 4 cryma, cremiaxu), 4
MEPCOHAIBHBIX ~ KOMIIBIOTEpAa IS  CUCTEMHOTO
aJIMUHHUCTPATOPA, BEJIYILIETO CIielaanucTa
nH(pOPMAITMOHHOTO oTzeIna, WHXXEHepa-
anexkTpoHmuka, 10 cepBepos. IlasnbHas craHuus,
CTEIaK, 15 IUIQHIIETHBIX KOMIIBIOTEPOB,

HAYIIHUKH 715 TUHTa)OHHOTO KaOMHeTa, 3alacHble
YaCTH JJIs1 KOMITBIOTEPHOTO 000y JOBaHMUS.




MynbprumenuitHas yaeOnast ayautopust Ne 422 nis
MPOBEICHUS 3aHATHI JIEKIMOHHOIO THIIA, 3aHATHI
CEMHHApPCKOro Tuma (MPaKTUYECKUX 3aHATHUH),
TPYIIOBBIX  KOHCYJIbTAallUM,  HMHIAUBUAYaIbHBIX
KOHCYJIbTAIUH, TEKYILIEro KOHTpOJIS,
IIPOMEKYTOYHOM  aTTECTallMd, TIOCYIapCTBEHHOU
WTOTOBOM aTTecTaluu

VYyebnas mebenb (18 cronoB, 36 cTynaseB, q0CKa
MapkepHas, TpuOyHa, MmKad, CTOI M  CTYyI
MIPENo1aBaTeis). MynbTUMeauitHOE
JIEMOHCTPAIIMOHHOE 000pyI0BaHNE (MHTEPAKTUBHAS
JIOCKa, KOMIIBIOTEP C BBIXOJOM B HMHTEpPHET, 2
aynuokononku).  IIporpammuoe  obecriedeHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xommepueckas JUICH3US, MHOCTPaHHbIN
npousBoauteinb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903  (kommepueckass  JHUILEH3US,
WHOCTpaHHBIA Tpomn3BoauTenb); Consultant Plus -

Horosop  11/01  -09 or 01.09.2009 .
Hom.cornamenue Nel (aBTOMPOIOHTAITHS )
(komMMepueckas JIULICH3US, OTEUYECTBEHHBIN

npou3BoguTenb I10); Adobe Acrobat Reader,
nmuneH3us freeware (CBOOOIHO pacmpoOCTpaHsIeMOe
[10, wuHocTpanHbIi mnpousBoauTeNb); Kaspersky
Endpoint Security - Russian Edition, nunensus Ne
1356-181109- 064939-827-947; 2GIS, nuneH3us
freeware (cBoObomHO pacmpoctpansemoe I1O,
OTEUECTBEHHBIH  mpou3BoAuTens).  ObecrneueH
IOoCTyn K ceTh VIHTEepHET W B JIEKTPOHHYIO
nH(OPMaLMOHHO-00Pa30BaATEIHHYIO cpeny
OpraHu3auy.

Ayautopus Ne 003 momemieHue uisi XpaHEHUs U
npodunakTuyeckoro  oOCIYXHUBaHUS  y4eOHOTO
o0opynoBaHus

CraHOK 1751 CBepieHHs, yrioBas IuiHdoBambHAS
MallliHa, HaOOphl CIECAPHBIX HMHCTPYMEHTOB JUIS
o0ciyxuBaHusl yueOHOro o00py/0BaHus, 3aacHbIe
YacTH JJIs CTOJIOB M CTynbeB. CTesuiax, MaTepuabl
JUISL COMIPOBOJKACHUS yueOHOT0 Tporiecca.

AyauTtopus I CaMOCTOSITEBHOW — PabOThI
ctyneHToB Ne 413 OubnuoTexa (YUTAIBHBIA 3an),
MOMEMIICHWEe IS CaMOCTOSITENIbHOW  paboThI
o0yyaromuxcs, HAyYHO-HUCCIIEeI0BATEIbCKON
paboTHI 00YUaAIOIMIUXCSI, KyPCOBOTO MPOSKTUPOBAHUS
(BBITIOJIHEHUS KYPCOBBIX PaboT)

YueOHast mebensb (9 cTonos, 23 cryna, Msrkas 30Ha).
[lepcoHanbHble KOMIBIOTEPHI C BO3MOKHOCTHIO
noJKkIroueHus Kk cetu "MHTepHeT" n obecneueHnem
JocTyna B DJEKTPOHHYKO  HMH(OPMAalMOHHO-
oOpaszoBatenpHyto cpeny MWHcturyra - 6 1mT.
[Iporpammuoe ob6ecnieuenue: Microsoft Windows
8.1 Pro Russian, Number License: 63726920 OPEN
91563139Z7ZE1502  (xomMmepueckas  JULEH3US,
MHOCTpaHHBIN Npou3BoaAnTeNb); Microsoft Windows
10 Pro Number License 67568455 OPEN
975749287Z7E1810  (xoMMepueckass  JIMLIEH3UA,
MHOCTpaHHBIA mpousBoauTenb); Microsoft Office
2007 standart Win32 Russian, Number License
42024141 OPEN 61960499Z7E0903
(koMMepyeckas JULIEH3US, MHOCTpPaHHBIN
npousBoauTenb); Microsoft Office Standart 2019
Number License 67568455 OPEN
975749287Z7E1810  (xommepueckass  JHIEH3US,
MHOCTpPaHHBIN IIPOU3BOJUTEND); Consultant
Plus(kommepueckasi  JUICH3Us, OTEUYECTBEHHBIN
npousBoautens); Adobe Acrobat Reader (cBoboano
pacrpocTpaHsIeMoe 10, WHOCTPAHHBIN
npousBoauTensb); Kaspersky Endpoint Security -
Russian Edition, nunen3us Ne




IIPOU3BOJIUTEID).

1356—181109-064939—-827—947 (kxoMMepueckast
JUTIEH3MS, OTEYECTBEHHBIM Mpou3BoauTENb); 2GIS
(cBoGomHO pacmpoctpansemoe 110, oreuecTBEHHBIN
ObecrieueH JOCTYN K
NuTepHeT W B DJIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNIbHYIO Cpely OpraHU3aluu.

CCTU

I[J'IH IIPOBEACHUA y‘le6HI>IX 3aHATHH II0 JAUCHUILUIMHE HCIIOJIB3YIOTCA CICAYIOIMUE KOMILICKTBI

JUIEH3UOHHOIO M CBOOOJHO PACIPOCTPAHSIEMOIO IPOrPaMMHOIO 0OEcIeYeHus,
OTEYECTBEHHOT'O ITPOU3BO/ICTBA!

B TOM 4YHCIIC

Haumenosanue

OcHoBauue

Onucanue

Consultant Plus

Homn.cornamenne Nel k goroBopy Ne
11/01-09 ot 01.09.2009

OCC KoHcynpTaHT+

Microsoft Office Professional Plus

ITaker QJICKTPOHHBIX

2013 Open License 62668528 PEAKTOPOB
Microsoft Office Standard 2016 Open License 66020759 Haker onexTpomHbIX
pEnaKToOpoB
Microsoft Office Standard 2007 Open License 42024141 Haxer s1eKTpoHHEX
PEeaKTOpOB
Microsoft Project 2010 Akt Ne TAPT0006235 o1 25.04.2012 p| | 1AKCT XMCKTPOHHEIX
PeaKTOpOB
Notepad ++ Freeware ITakeT 51EKTPOHHBIX
PENaKTOpOB
OpenOffice 4.1.1 Freeware [TakeT 371eKTPOHHBIX
PENaKTOpOB
LibreOffice Freeware [TakeT 3neKTPOHHBIX
PENaKTOpOB
[TakeT mporpamm s
Adobe Acrobat Reader Freeware CO3/IaHus M IPOCMOTpPa.
3JIEKTPOHHBIX MyOnuKanuii B
¢dopmare PDF
IrfanView Freeware I'padmyeckuii pegaktop




12. CPEIACTBA AJAINITAIMMU  IIPEINIOJABAHMA  JUCHUMIIVIMHBI K
HOTPEBHOCTAM JIMIl C OI'PAHUMYEHHBIMM BO3MOXHOCTSAMHU 310POBbSA U
HNHBAJINJIOB

B cnydae HeoOxomumMocTH, 0OydYaIONIUMCS W3 YHCIIA JIUI ¢ OrPAaHUYCHHBIMH BO3MO>KHOCTSIMH
3I0POBbSI U MHBAJIHIOB (TI0 3asABJICHUIO OOYYAIOMIETOCS) MOTYT IMpPEIUIaratbCs OJHH W3 CICAYIOIIMX
BapUAHTOB BOCTIPHUATHUS HHPOPMAIIMH C YIETOM UX WHIUBUAYATBHBIX ICUXO(U3HUECKUX OCOOCHHOCTEH, B
TOM YHCJIE C IPUMEHEHUEM 3JICKTPOHHOTO OOYUEHUS U AUCTAHIIMOHHBIX TEXHOJIOTHIA:

- JUIA JIMI] C HapYyHIICHUSMHU 3PCHUS: B TedaTHOW (opMe YBETUYCHHBIM mpudToM; B Gopme
AJICKTPOHHOTO JIOKyMEHTa; B ¢opMe ayauodaitia (mepeBos yueOHbIX MaTepHalioB B ayauodopmar); B
nmeyatHo (¢opMe Ha s3bIKe  bpaiins; HMHIUBUAYaNbHBIE KOHCYJIbTAIlMM C  IPUBICYCHUEM
TU(DIOCYPIOTIEPEBOAUNKA; MHINBUAYAIbHBIC 331aHUST M KOHCYJIBTAIUH.

- I JUI] ¢ HAPYHNICHUSIMU CIyXa: B medaTHOW ¢opme; B (opMe 3JICKTPOHHOTO JOKYMEHTA;
BUJICOMATEPHAJIBI C CYOTHUTPAMK; HHIMBHyaIbHbIC KOHCYJIbTAIIMH C PUBIICYCHUEM CYPOIIEPEBOIUNKA;
WHUBUIYAIbHBIC 33IaHUSI U KOHCYJIbTAIIHH.

- JUIS JIMI] ¢ HapyIICHUSIMH OINMOPHOJBUTaTEILHOIO ammapara: B me4yatHoi dopme; B (opme
AJIEKTPOHHOTO JJOKYMEHTa; B hopMe ayauodaiisia; MHAUBHIyaTbHBIC 3a/IJaHUS U KOHCYJIBTAIIUH.

[Ipu mnpoBeieHUU NPOIEIYPHl OIICHUBAHUS PE3YJIbTATOB OOYYEHUS WHBAIUIOB W JIMI[ C
OTpaHUYEHHBIMUA BO3MOYKHOCTSIMH 37I0POBbBSI IIPEyCMATPUBACTCS UCIIOJB30BAHNE TEXHHYECKHUX CPEJIICTB,
HEOOXOUMBIX MM B CBSI3U C WX HMHIUBUIYaIbHBIMU OCOOCHHOCTSIMH. DTH CpPEICTBA MOTYT OBITh
MIPEIOCTABIICHBI BY30M HJIH MOTYT HCIIOJIb30BAaThCs COOCTBEHHBIC TEXHUYECKHE cpeacTBa. [IpoBeacHwme
MPOIIEIyPhI OLICHUBAHMSI PE3YJIbTATOB OOYYCHUSI MHBAJIHMJIOB M JIMIl C OTPAHHYCHHBIMH BO3MOXKHOCTSIMHU
3JI0POBBS JOITYCKACTCSI C MCITOJIb30BAHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

[lpy HEOOXOAMMOCTH WHBAJIMAaM W JIMIIAM C OrPAaHUYCHHBIMH BO3MOXHOCTSIMH 37I0POBbS
MIPEIOCTABIISICTCS JOTIOTHUTEILHOE BpEeMs JUIsl TIOJTOTOBKM OTBETA HA BBIOJIHCHHE 33JIaHUN TEKYIErO
koHTpoJisi. [Iporenypa mpoBeACHUs POMEKYTOYHON aTTECTAIIUK Il O0YYAIOUIUXCSl ¢ OTPaHUYCHHBIMU
BO3MOXXHOCTSIMHU 3JI0POBbsSI U OOYYaIOIINXCsS WHBAIUIOB YCTAHABIMBACTCS C YUYETOM WHIWBHUIYAIbHBIX
ncuxopuznueckux ocoOeHHocTel. [IpomexxyTouHas aTTecTalus MOXET MPOBOJUTHCS B HECKOJIBKO
JTAIoB.



TexHoJi0rNYecCKas KapTa JTHCHUIIINHBI

[Tpunoxenue 1

HaunmeHnoBanue JAUCHUITIIMHBI

JloKyMeHTalMOHHOE O0eCcIeueHUe YIpaBIeHUs

KonnyecTBO 3a4CTHBIX CJIMHUII 3
dopma TPOMEKYTOUHOU aTTECTAIUU 3ayer
No Bujabl yueOHoil 1eATeJIbHOCTH dopma Bajiabl
B CTYJ€HTOB OTYETHOCTH (MakcumMyMm)
Texkymmii KOHTPOJIbL
[Tocemenue u paboTa Ha JTEKIIMOHHBIX W MPAKTUYECKUX
1 [3amsATHax (coOecemoBaHHE, KOHTpOJIbHAs —padbora,
KPYTJIBIN CTOJ U AUCKYCCHS)
2  |BelmosiHEHME MHUCHEMEHHOrO 3a1auus (pedepar) [TuceMenHas pabora
3  |BelmosHeHHEe IPaKTHYECKOTo 3amanus (Kenc) ITucemennas pabora
IIpomMeskyTOUHASL ATTECTALUS
4 |BLIHOJ'IH6HI/I€ HTOT'OBOH PabOTEI Hrorosas pabora, TecT
HToro no 1ucuMILINHE: 100
« » 20 T.
[IpenonaBaTenb /

(y4. crenenb, yd. 3BaHue, JomkHocTh, DHO npenonaBarens)

TToanuce




[E—

Ipuiaoxenue 2
TECT

IO ANMCHUIIIINHE ((I[OKYMeHTaHI/IOHHOC oOecrieueHue YIPABJICHU

MakcumanbHbiid 6amt — 10
. K 3agagam cucteMbl MTOKyMEHTAIIMOHHOTO OOECIEUYCHHS YIPaBICHUS TEPCOHAIOM HE
OTHOCHTCS:
a) opraHmu3aIus yuera pabodero BpeMeHu;
0) opra"uzainus pacyeTa 3apab0THOM IIATHI;
B) o0ecrieueHre BEACHHI U XPaHEHUS TPYAOBBIX KHIDKEK.

Peanuzanus 3amay  JOKYMEHTAlMOHHOTO OOECIEUYEHUs YIpaBJICHUS [EPCOHAIOM
MO3BOJINT MEHEI)KMEHTY KOMITAaHUU:

a) co3aaTh panoHaiabHyto cuctemy JJOVII;

0) MMOBBICUTH JI0X0]T KOMITAHWH;

B) MTOBBICUTH KOPHOPATUBHYIO KYJIbTYPY KOMITAHUH.

JloKkyMeHTaImoHHOE 00ecTieueHIe YIPaBICHHUS TIEPCOHATIOM O0sI3aHbl BECTH:
a) TOCYJJapCTBEHHBIE YUPEKICHUS;

0) opranuzanuu J1ir060i HopMbI COOCTBEHHOCTH;

B) KOMMEPUYECKHE CTPYKTYPHI.

HaumeHoBaHMe TOKYMEHTa ONPEAeIsAeTCs:

a) IPUHSITHIM B OPTaHU3AINH [TEPEUYHEM JTOKYMEHTOB;
0) HOMEHKJIATypOH JIe;

B) BUIAMH JJOKYMEHTOB, mpeaycMoTpeHHbIx OKY 1.

Cucrema TOKyMEHTAIIMU MIPEICTABISET COOOM:

a) COBOKYITHOCTb JI€JI B OpTraHU3allHH;

0) COBOKYITHOCTb B3aMOCBSI3aHHBIX U B3aUMOJICUCTBYIOIINX JOKYMEHTOB;
B) OPAJIOK MTOATOTOBKU JOKYMEHTOB.

KanpoBas nokymeHranus — 3T0:

a) COBOKYITHOCTh JJOKYMEHTOB, OTPaXKAIOIIUX HAIMYKE U JBUKEHUE NIEPCOHANA;
0) COBOKYITHOCTh JIOKYMEHTOB yueTa U KOHTPOJIS;

B) COBOKYITHOCTh HOPMaTUBHO-METOJJUYECKUX TOKYMEHTOB.

KBanudukanoHHbI CHOPABOYHUK JOJDKHOCTEH pYKOBOIUTENEH, CHENHaIuCTOB U
APYTUX CIyKaIUX ONpeeser:

a) KBaJTM(HUKAIIMOHHBIE XapaKTEPUCTUKU K OOIIEOTPACIIEBBIM JOKHOCTSM;

0) COBOKYITHOCTh PEKBU3UTOB JJOKYMEHTA;

B) TEPMUHBI, UCIIOJIb3yEMbIE B JCIIONPOU3BOJCTBE U APXUBHOM JIETIE.

TepMuHBI 1 OTIPEICIICHHUS TI0 JISIIONPOU3BOICTBY BKIIFOUACT B CEOSI:
a) TpynoBoit kogekc P®D;
6) TOCT P 7.0.8—2013;



B) KBIM(UKAIMOHHBIA CHOPaBOYHUK JODKHOCTEH PYKOBOAMTENEH, CHEHUATUCTOB H
JIPYTUX CITYKaIUX

9. TpeOoBaHMs perJaMeHTAlUU U YHU(PUKAUU JOKYMEHTAMOHHON MH(OpMAIHK B cdepe
yIpaBiIeHUs] HEOOXOAUMO COOMIOAATh, TOTOMY YTO:
a) BCerla Hy>)KHO paboTaTh 1O MpaBUIIaAM;
0) 2TO CMOCOOCTBYET OCYIIECTBICHUIO WHAMBHAYAJIBHOTO MOAXOAAa K AESITENbHOCTU
PabOTHHKOB;
B) 3TO MO3BOJISIET NOBBICUTH A3 (HEKTUBHOCTD YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OIIEepPaTUBHOCTH, YMEHBIICHHS 3aTpaT Ha paboTy C JOKYMEHTAMHU.

10.UHCcTpyKUIMS 1O KapOBOMY AEJIONPOU3BOACTBY MPEACTABISAET COOOI:
a) JIOKYMEHT, COJiepKallliii HOPMBI, TMpaBuja, €IuHble TpeOOBaHUA K JOKYMEHTaM B
OpraHu3allly;
0) mopsA/IoOK NEHUCTBUN C TOKYMEHTAaMH B COOTBETCTBUHU C JIEUCTBYIOIIMMHU HOpPMamH U
MpaBUJIAMU;
B) [IEPEUYEHb UCMOJIb3yEMbIX IOKYMEHTOB.

11.K xagpoBoMy 1€10IpOU3BOICTBY HE OTHOCATCS TOKYMEHTHI:
a) (huHaHCOBBIE;
0) yueTHbIE;
B) HH(POPMAITMOHHO-CIIPABOYHBIE.

12. ToknagHas 3amnuckKa — 3TO:
a) JOKYMEHT, COCTaBJISIeMbId JISI TOSICHEHUS OTIEIbHBIX ITOJIOKEHHUH BBIMOJHEHHON
paboTHI;
0) TOKYMEHT, COJIepKallui pacropsbKeHHE TI0 KaJIPpOBBIM BOIIPOCaM;
B) JIOKYMEHT, KOTOPBIH JOKeH HHGOPMUPOBATH PYKOBOAUTENS OpraHU3aIlud WIH
CTPYKTYPHOTO TOPA3EICHHS O PA3TUIHBIX COOBITHSIX WU CIIOKHUBIITUXCS CUTYaIHSIX;

13. IlITaTHOE pacnMcaHuE YCTaHABIUBAET:
a) CTPYKTYpY, YTBEpXKAAeTCA INTATHBIH COCTaB M YHUCJICHHOCTb MNPEANpPUATUS C
yKa3aHUEM pa3Mmepa 3apabOTHOMN IUIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM J0JKHOCTH;
0) pacnucaHue BbIX0/1a Ha padOTy IITATHBIX COTPYAHHUKOB,
B) MOPSAIOK pabOTHI BCEX COTPYAHUKOB OpraHU3aINH;

14.BHyTpeHHrE JOKYMEHTBI OpTraHU3aI|H - 3TO:
a) JOKYMEHTbI, KOTOpble TOTOBSTCS, OGOPMIIAIOTCS U MCHOJHSIOTCS B Mpelenaax caMou
OpraHu3allly;
0) TOKyMEHTBI, TOCTYMUBIINE U3 BBIIIECTOSIICH OpraHU3auu;

15. I'papyik CMEHHOCTH OTHOCUTCS K IOKYMEHTaM:
a) 00s13aTEILHBIM;
0) peKOMEHTyEeMbIM;
B) 0053aTEIBHBIN B CBSI3U ¢ OCOOCHHOCTSIMH KOMIIaHHH,



16. TTonoxxenue o mepcoHane sABISAETCS JOKYMEHTOM:
a) 00s3aTEIbHBIM;
0) peKOMEHTyEeMbIM;
B) MO Mepe HEOOXOIUMOCTH.

17. IokyMEHTOM, B COOTBETCTBHUM C KOTOPHIM B TpPYZOBOM JIOTOBOPE YKa3bIBAKOTCS
CBEJICHHUSI, YIOCTOBEPSAIONINE JINYHOCTh PAOOTHHKA, SBIISIETCS:
a) BOJIUTEIBCKOE yIOCTOBEPEHHE;
0) 3arpaHUYHBINA TACTIOPT;
B) MacnopT rpaxaanuHa Poccuiickoit deaeparumu.

18.0dopmienne Ha paboTy IO COBMECTUTENILCTBY B TPYIOBYIO KHUKKY:
a) 3aIHIChIBAETCS BCET/A;
0) HE 3aMUChIBACTCS;
B) 3aITUCBIBACTCS T10 KEIAHUIO paOOTHHKA.

19.11puka3s, ecimu oH opopMIieH B TPOU3BOJIBHOU (hopme, OyaeT:
a) N1eHCTBUTEIIbHBIM;
0) HeIEMCTBUTEIILHBIM;
B) JICWCTBUTEIHHBIM, €CJTH B HEM YUTCHBI BCE TPEOOBAaHHUS K 00s3aTCIIbHBIM PEKBH3UTAM.

20.KoprnopaTuBHBIN CTaHIApPT MPEACTABIAET COOOM:
a) CBOJI ITPaBuJI, MPEANUCHIBAIOLININ ONpPEEICHHbIE AEHCTBUS B TPYIOBbIX CUTYAIUsX;
0) rmpaBuJIa BHYTPEHHETO TPYIOBOIO PacHopsIKa;
B) JOKYMEHT, PErJIAMEHTUPYIOIINI Ipecc-KOA OpraHu3aIuu.

21. TpynoBo#i JOTOBOP 3aKIIOYAECTCS:
a) Ha CPOK, KOTOPBIN orpesaensercs padoToaaTeseM;
0) Ha ompeeNeHHbIN CPOK;
B) Ha HEONPEJEICHHBIN CPOK;

22. XapakTepucTuKa npeacTaBisieT coOoi:
a) JTOKYMEHT, YJOCTOBEPSIONIMNA TOPYYCHHE KOMY-IMOO ONpeNesieHHbIX JICHCTBUM,
nepeaady OnpeeICHHBIX MPaB TIOBEPUTEIIS;
0) opuIMaANTBHBIM TOKYMEHT C OT3bIBOM O CIY>KEOHOM, OOIIECTBEHHOW ACSATEILHOCTH
KOr0-1100;
B) JOKYMEHT O BBITIOJHSAEMBIX COTPYTHUKOM (DYHKITUSX;

23. IlpaBuiia BHyTPEHHETO TPYAOBOTO PACMOPSIKA SBISIOTCS JOKYMEHTOM:
a) 00s3aTEIbHBIM;
0) peKOMEHIYEMbIM;
B) TI0O ME€pe HEOOXOAMMOCTH;

24. HomeHkIatypa J1es mpeIcTaBIseT COO0M:
a) ABWKEHHE JOKYMEHTOB B OpraHU3allMd C MOMEHTA UX CO3/IaHUS WJIU MOJIYYEHHS 0
3aBEPIICHUS UCTIOJHEHUS WU OTIPABJICHUS;



0) cucTeMaTU3UPOBAHHBIN NIEPEUEHb 3ar0JIOBKOB JI€NI C YKA3aHUEM CPOKOB UX XPAHEHHS,
0(OpPMJICHHBII B YCTAHOBIIEHHOM TIOPSJIKE.

25. Jlyig BpeMEHHOTO XPaHEeHHS JOKYMEHTOB I10 JITYHOMY COCTaBY YCTaHOBJIEH CPOK:
a) 75 ner;
0) 10 ner;
B) 50 ner.

26. Kaxoii OmaHK opraHu3alydy MPUMEHSIOT Ui OQOpMIIEHHUs MpHUKa3a MO OCHOBHOU
eI TEILHOCTH?

a) OJIaHK TTUCHbMa;

0) OJaHK KOHKPETHOTO BUJa JOKYMEHTA,

B) OJ1aHK JTIOJDKHOCTHOTO JIMIIA.

27. IlpaBOoM HOMKMCAHUS PUKA30B BJIAJICET

a) PYKOBOJHUTEIb CTPYKTYPHOTO ITOAPAa3ICICHHS;
0) pyKOBOJIUTEh OPTaHU3AIINN;

B) IOJDKHOCTHOE JIUIIO-COCTABHUTENb ITPHKA3a.

28. KTo noamnucsiBaeT 3asBiaeHue?

a) pyKOBOJIUTEJIb OpraHU3aluu;

0) pyKOBOAUTEIH CTPYKTYPHOTO MOAPA3/ICICHNUS;
B) COCTaBUTEIIb.

29. Kakoii pexkBH3UT HYXHO O(OpMHTH, 4YTOOBI KOMHS JTOKyMEHTa Npuodpena
IOPUIUYECKYIO CHITY?

a) OTMETKa O 3aBEPEHUH KOIINH;

0) oTMeTKa 00 UCTIOJIHUTEIIE;

B) UACHTU(DHUKATOP IEKTPOHHOU KOTIHH IOKYMEHTA.

30. Ilpouecc OTHeECEHHMs NOKYMEHTOB K ONpPENEIEHHOMY M1y M CHUCTEMaTU3alHs
JOKYMEHTOB BHYTPH HETO Ha3bIBAETCS

a) popmupoBaHueM eI,

0) HOMEHKJIATypOH JeIT;

B) pETUCTpaIeil JOKYMEHTOB.

31. K kakomy BUYy NMPUKA30B MOKHO OTHECTH MPHUKA3 O NMpuéMe Ha paboTy?
a) MpUKa3 M0 OPraHU3aAMOHHBIM BOIIPOCAM;

0) MpuKa3 Mo OCHOBHOM JE€ATEIILHOCTH;

B) IIPHKA3 10 JUYHOMY COCTaBY.

32. Kakoii meyaTpro 3aBepseTCsl MOANNUCHh PYKOBOJUTENS HA OPraHU3allMOHHO-IIPABOBBIX
JOKyMEHTaxX NpeAanpusTHs (ycTaBe, IITATHOM PAaCIUCaHUN)?

a) MeYaThlo0 OTAENA KaIpOB;

0) medatpio OyXranTepuu;

B) repOOBOIl MeUaThIO0 OpraHU3aIIH.



33. Uto Takoe MOJJIMHHUK JOKYMEHTa?

a) TEPBBIM WM €AMHUYHBIN 3K3eMIULIP O(UIIMATBLHOTO JOKYMEHTa, O(pOPMIICHHBIM WU
MOAMUCAHHBIA B COOTBETCTBUHU C YCTAHOBIICHHBIMU TPEOOBAHUSIMH;

0) Kommus TOKyMEHTA, 3aBE€PEHHOTO IO MPaBWIaM, IPUIAIOIINM €My IOPUIAYECKYIO CUITY;

B) MyOJHKAT, BBIIABAEMBINA B CITydae yTPAThl BIAACIIbIIEM IMOJJTMHHOTO TJOKYMEHTA.

34. Ha Kkakux [OKyMEHTax MpOCTAaBISETCS PEKBU3UT «OTMETKa O MOCTYIUICHUH
JOKYMEHTa B OpraHU3aluio»?

a) Ha BXOJISIIMX;

0) Ha UCXOAIINX;

B) Ha BHYTPCHHUX.

35. B xakux IHAX YCTaHABIMBAIOTCS CPOKU UCTIOTHEHUS IOKYMEHTOB?
a) B KaJICHAAPHBIX JHSIX.
0) B pabouux JHSX.

36. JIOKyMEHTBI, COCTaBIIIEMbIE KOMUCCHEM, MOIMUCHIBAIOTCS
a) pyKOBOJIUTEJIEM OpraHU3alluu;

0) mpeacenareneM KOMUCCHUU;

B) TIpe/iceiaTesIeM U YeHaMU KOMUCCHUY;

T') IpeaceaaTeNieM KOMUCCHH B CEKPETapeM.

37. I'apaHTUIHOE MHUCHMO:

a) moaTBepxKaaeT ¢GakT OTIPaBKU aapecaTy KaKUX-JIU0O0 JOKYMEHTOB WM JIPYTHUX
MaTepUalIbHbIX IIEHHOCTEH;

0) MoaTBEpIKIACT ONPEACICHHbIE 00s3aTeIbLCTBA, O0CIIAHUS OpraHu3aluu;

B) COJEP)KHUT OTBET Ha MUCHMO-TIPOCKOY.

38. AKT — 910

a) TOKYMEHT WH(POPMAITMOHHOTO XapaKTepa, CoAep KAl OMMCaHUE TTPOU3BOJICTBEHHOM
TeSITeTLHOCTH OPTaHU3aINY;

0) JTOKYMEHT, aJ[peCOBAaHHBIM PYKOBOJMTEIIO OpPTraHU3aIuu U MHGOPMHUPYIONTUN €ro O
CJIOXKUBINIEHCS CUTYyaIlul, IMEBITIEM MECTO (haxTe;

B) JOKYMEHT, TOATBEPKAAIOMINN (DAKThI, COOBITHS, JCHCTBUS.

39. Bwupa opraHu3anMOHHOTO JOKYMEHTA, KOTOPBIA OMpEeeNsieT MOPsI0K 00pa3oBaHus,
CTPYKTYPY U OpTaHHU3aIUI0 Pa0OTHI MPEANPUATHS

a) yCTaB;

0) UHCTPYKITHUS,

B) IOJIOKECHHUE.

40. U3 gero coctout rpud coriacoBaHUs JOKYMEHTA?

a) cioBa « COI'JTACOBAHO»;

0) u3 cinoBa «COI'JTACOBAHO» u noamnucu ¢ paciu@poBKO¥;

B) u3 cinoBa «COI'JTACOBAHO», moamucu ¢ pacuimppoBKON W JaThl MOAMHMCAHUS
JTOKYMEHTA;



r) U3 cmoBa «COI'NJTACOBAHO», AOMKHOCTU JMIla, HAMMEHOBAHHS OpPTraHU3allNH,
MOJAMKUCH C paciIu@POBKOUN U 1aThl MOITHUCAHHUS.

41. U3 yero coCTOUT pErucCTpaliOHHbIN HOMEp JOKYMEHTa?

a) M3 TMOPSIAKOBOIO HOMEpa, KOTOPBIH MOXKET OBbITh JOMOJHEH IO YCMOTPEHUIO
OpraHu3allNy;

0) TOJBKO U3 OPSAKOBOTO HOMEPA JOKYMEHTA;

B) U3 MHJEKCA JIe]a, B KOTOPOE MOIIMBAETCS JOKYMEHT;

I) 10 YCMOTPEHUIO OpPraHU3aluu.

42. B Kkakux clyd4asx TPUBOJUTCA COKpAIllCHHOE HAWMEHOBaHWE OpTraHU3allNH,
BBITTYCKAIOIIEH TOKYMEHT?

a) €CJIM MOJIHOE HAa3BaHHWE OpraHU3aIluu COCTOUT OoJiee YeM U3 5 CJIOB;

0) eciu COKpallleHHO€ HaWMMEHOBAHME 3aKPEIUICHO B YUYPEAMTENIbHBIX JOKYMEHTaX
OpraHu3alluy;

B) €CJIM COKPAIIEHHOE HAMMEHOBAHHE UCIOJIb3YETCS Yalle, YeM MOJIHOE;

') €CJIM IOKYMEHT SIBJIIETCSI BHYTPEHHUM.

43. Cranmaptusanus — 3TO

a) CBepKa JOKYMEHTOB yupexaenus ¢ Tpedoanus ['OCT;

0) mpolecc yCTaHOBJICHHS U PUMEHEHHSI TIPABUJI C IIEJIbI0 YIOPSAI0UEHUS ACSITEIbHOCTH
B JICTIOTIPOU3BOJICTBE;

B) CBEpKa JOKYMEHTOB YUPEXKACHUS ¢ (PAKTHUECKUM HAJTMYUEM COOTBETCTBYIOIIMX MaTe-
pHUaIbHBIX OJiar;

I') KOMIUIEKC TTOJIO0XKEHHH, OTPEESNIAIONINX OPraHUu3allui0 JOKYMEHTOB Ha MPEATPUSITHH.

44. JlokyMeHTaIlMOHHOE 00ECTIeYeHHUE YIPaBIECHUS — 3TO

a) IesATeNbHOCTD anmnapaTa YIpaBleHHsI, OXBAaTbIBAIOIIAsl BONPOCH JOKYMEHTUPOBAHUS U
OpraHm3ainuu paboThl C JOKYMEHTaMH B IMPOLIECCE OCYUIECTBICHUS WM YIPABICHYECKUX
byHKIIHIA;

0) mpaBUIBLHO O(OPMIICHHBIE TOKYMEHTBI, OTPAXKAIOIINE BECh CHEKTP YMPaBICHYECKOU
AESITeIbHOCTU MIPEIPHUITHS;

B) OpTraHu3alus JOKYMEHTOO00pOTa B YUPEXKICHUU;

I) KOMIUIEKC OCHOBHBIX TIOJIO)KEHUH, ONPEACNAIONUX ¢  PErIaMEHTUPYIOLIUX
OpTraHU3aIHI0 TOKYMEHTHUPYEMbIX IPOIIECCOB HA IPEANPHUSTHH.

45. Kakue peKBU3UTHI OTHOCATCS K FOPHINYECKHA 3HAYHMMBIM?
a) JlaTa, peruCTPAIIMOHHBI HOMED JJOKYMCHTA,;

0) 3aroJIOBOK K TEKCTY, OTMETKa 00 UCIIOJHUTEIIE;

B) PE30JTFOIUS, OTMETKA O HAJTUYMH ITPUITIOKCHHH.

46. JlokyMeHT, coaep>Kalluil 3auch X0Aa 00CYKIEHHUS BOIIPOCOB U MPUHATHUS PELICHUM
Ha COOpaHUAX, 3aCEIaHUAX, COBEIIAHUIX, KOH(PEPEHIIUAX, EIOBbIX BCTpEUax — 3TO0. ..

a) yKa3aHUe;

0) MPOTOKOIT;

B) pacropsiKeHue



47. Kakue TOKyMEHTbl MUHYIOT CTAHIO POEKTa
a) JOKJIa/IHbIE 3aITUCKU;

0) mpuKasbl;

B) CIIPABKH.

48. Kakue 13 nepeurcieHHbIX JOKYMEHTOB OTHOCSTCS K OPraHU3allMOHHBIM
a) MMChbMO, TIOJI0KEHHUE

0) ycTaB, HHCTPYKLHUS

B) yCTaB, yKa3.

49. KakuM opraHoM M37a€TCsl PEUICHUE

a) KOJIJIETHUAJIbHBIM

0) 3aBUCHUT OT OpPTaHU3AIIMOHHO-TIPABOBOM (hOPMBI
B) €IMHOJINYHO PYKOBOJAUTENIEM

50. Kakoil peKBU3HT pacnoJiaraeTcs B JEBOM HIXKHEM YIILY
a) rpud yTBepKICHHUS

0) Bu3a

B) rpu¢ orpaHUYEHUs



Mpuiaoxenne 3
KEHNC

Keiic - onucanmne pealbHBIX YKOHOMUYECKUX, COIMATBHBIX U OM3Hec-cutyanuii. O0ydaromuecs
JIOJDKHBI MICCTIEIOBATh CHTYAlMIO, pa3o0parbcsi B CYTH MPOOJIEM, TPEATIOKUTh BO3MOXKHBIE
pelieHuss ¥ BBIOpaTh Jiydiiee W3 HUX. Kelchl OCHOBBIBAIOTCS HA peadbHOM (AaKTHUYECKOM
MaTepHale UK e MPUOIKEHBI K PeaTbHOW CUTYAIIHH.

Llenv xelica - HayduTh OOYYAIOIIMXCS AHAIM3MPOBATH NPOOJIIEMHYIO CHUTYAIHUIO,
BO3HUKIIIYIO TTPH KOHKPETHOM IOJIOKEHUH JeJl, ¥ BhIpabOTaTh pelIeHHe; HAyYuTh paboTaTth C
WH(OPMAIIMOHHBIMU UCTOYHUKAMHU, TTepepadaThiBaTh €€ U3 OJHOU (HOPMBI B APYTYIO.

B nporecce BBINOIIHEHNS Kelca PEIIAIOTCS CIEAYIOIUE 3a1a4u:
e  ®DopMHpOBaHHUE U Pa3BUTHE UHPOPMALMOHHON KOMIIETEHTHOCTH;
e PaseuTue yMeHUI UCKaTh HOBBIC 3HAHUS, AHAJTU3UPOBATH CUTYALUU;
e PaseuTue HaBBIKOB CAMOOPTaHU3ALNH, CAMOCTOSITEILHOCTH, MHUILIUATUBHOCTH;
e PaseuTue yMeHU! NIPUHUMATh PEUICHMS], ApTYMEHTHPOBATh CBOIO ITO3ULIUIO.
O0s3aTenbHBIMHI COCTABIISIIOIIMME 3JIEMEHTAMH Ketica SIBIISIOTCS:
- TUTYJIbHBIN JIUCT;
— OCHOBHAs 4acTb;
—  3aKJIOYCHUE;
— CIHMCOK HCIIOJIb30BaHHBIX HCTOYHUKOB;
—  TIPUWIOKEHUS
TpeboBanust Kk OQOPMIICHUIO TMPAKTHUYECKUX pPAaOOT MpencTaBieHbl B MeToandeckux
yKa3aHUsAX K COAEpKaHUIO, OQOPMIICHHMIO M KPUTEPHUSIM OLIEHUBAaHMS HUCbMEHHBIX,

MPAKTUYECKUX U KYpPCOBBIX pabOT, YTBEPKIEHHBIX pelieHrneM HaydHo-MeToau4ecKkoro coBeTa
(mpotoxos Ne§ ot 07.06.2018 1.).

3aganue: cocraBbTe H O0(OPMHTE JAOKYMEHTBHI, He00XO0AHMbIe B [JaHHBIX
yYIPaBJIEHYECKHX CUTYalUsIX.
Bapmuanr 1

Curyaunus 1.

Ha MockoBckoM KOMOMHATE MO MPOU3BOACTBY MY3bIKAJbHBIX MHCTPYMEHTOB U MeOenu
(rocynapcTBEHHOE MpeNnpUaTue), KOTopblii BXoauT B KoHiepH mo pa3paboTke U MPOU3BOJICTBY
MPONYKIUKA MYy3bIKanbHOW mpoMbliiuieHHocTH (POCMY3IIPOM), neiictByer IlomokeHue o
IPEMUPOBAHUH PYKOBOJHUTEICH LIEXOB, OTENOB U cIyk0, yrBepxaeHHoe 05.01.2013 Ne 27.

12 ampens Tekymiero rojaa aupekTop komoOmHata B.M.JlapoHOB mopydns1 Ha4aJIbHUKY
oTaena Tpyzaa u 3apabotHoi miuatel MapkoBy H.I'. paccuutars pazMep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIIYO KOMOWHATa 1Mo MUTOraM paboThl 3a MEPBBIA KBapTal K 15 ampens, a
rnaBHoMy Oyxranrepy komOuHata Tpommuoit C.I. — opranuzoBaTh BbIIaty npemuud K 20
amnpesist TeKYIEro roja.

HavanpHuk mnanoBo-3koHOMH4Yeckoro otnena MarBeeBa C.H. u rnaBHBINA Oyxrantep
Tpommna C.I". 3aBH3UpOBaIIA MPOEKT MPHKa3a TUPEKTOpa KOMOMHATA.

Curtyanus 2.

JlemapTaMeHT MOAJIEPKKUA W PA3BUTUS MAJIOT0 HpPEANPUHUMATEIBCTBA IHCHMOM 32
MOJIKMCHIO 3aM.IUpeKTOpa aenaprameHta CepukoBa A.B. yBemoMui pykOBOJCTBO AETCKOTO
cana Ne 1586 o0 ToM, UTO B CBSI3U C Pa3BUTHEM IPEANPUHUMATEIBCTBA 3[JaHUE JETCKOrO caja
JIOJDKHO OBITh MEpeslaHo AJIS TEXHUUECKUX HYXJ JelnapTaMeHTa.

Hcnonnurenem BacunbseBoil 1o nmopydeHuro gupekrtopa aerckoro caza Ne 1586 HOro-
3amaZiHOro OKPY’KHOTO YIpaBJieHUs 00pa30BaHUsA I'. MOCKBBI, PacloyOKEHHOTO Ha MPOCIEKTE



MuuypuHckoM, goM 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aPECOBAHHOE OTAEIY IHCEM
Mbpun Mockssl 1o agpecy: r.Mocksa, yia. TBepckas, 13, B KoTopoM IupeKkTop AeTckoro cajga Ne
1586 O.A.AGpamoBa mpocuia pa3o0OpaTbCsi B JaHHOM BOIPOCE, MOTHUBHPYS TEM, YTO B
Ha3BaHHOM pailoHE JETCKHUX CaJ0B OCTAJIOCh MAJO0 U HE BCE JAETH MOTYT IOCELIATh IETCKUE
JOLIKOJNbHBIE yupexJeHus. [lucbmMo ObBLIO OTBETOM Ha TMOJYYEHHBIH JOKYMEHT OT
JenapramenTa.

Bapuanr 2

Curtyanus 1.

A.H.lTunos, npencenarens Poccuiickoro areHTCTBa MEKIyHApOJIHOIO COTPYJHUYECTBA
W pa3BuTHs (TocyaapcTBeHHas opranm3aius npu [IpaButensctBe PD), 24 deBpans Tekymero
roja MOPY4YWJI CTPYKTYPHBIM NOJpa3le/ICHUsIM AareHTCTBA COBMECTHO C IPEACTABUTEISIMHU
I'ockomumymiectBa Poccun k 10 ampenss mOATrOTOBUTH MPOEKT MPOrpamMMbl MPUBICYEHUS
MHOCTPaHHBIX MHBECTHLIIMA K MPOLECCY aKIMOHUPOBAHUSA TOCYAAPCTBEHHBIX MPEANPHUATHIA.
[Topydyenue ObLIO TaHO BO HCHOJIHEHHE mocTaHoBieHUs: IlpaButensctBa PO ot 24 derpans
Tekymero roga Ne 246 I'maBHOMY yNpaBi€HHMIO OTPAciI€BbIX WHBECTHIIMOHHBIX MpOrpamm,
['mtaBHOMY JOTOBOPHO-IIPAaBOBOMY VIIPABICHUIO W [JaBHOMY YIPaBIECHHUIO CTPATeTHH U
VMHBECTUPOBAHUS.

[TpoexT mpuka3za npezcenaTess areHTCTBa ObUT 3aBU3UPOBAH €T0 MEPBBIM 3aMECTUTENIEM
J.H.®enopoBsIM 1 HadanbHUKOM [ JIaBHOTO JOrOBOPHO-IIPaBoBOro ynpasieHus 1.B.MnsuHbim.
KoHTposb 3a ucnioHeHueM npukasa ow11 Bo3noxkeH Ha JI.H.denoposa.

Curtyanus 2.

[Ipencenarens mpasieHus: akimoHepHOro kommepueckoro 6anka «TOPTTIPEJIBAHK»
(mp.Bepuanckoro, 19, Mocksa, 112123, Ttem.: 567-22-17, dakc: 576-22-20) C.A.lllymos
oboparmics k [enepanmsHomy mgupektopy HIIO «Acb6ect» JIL.M.BomnbiHieBy ¢ mpoch00ii
paccMOTpeTh Bompoc o mpenoctaBieHud B anutenbHylo apeHay AKB «TOPITIPEJIBAHK»
pabouux rutomazei — 180 kB.M 1oJ pa3MeIieHue OTAeIeHUs OaHKa.

I[IuceMo OBUIO cOCTaBJIEHO WcHOJIHUTEIEM llomnecHOl Ha IOJDKHOCTHOM OJlaHKe
npezcenaress npasieHus 0aHKa U MOAMUCaHO 24 MapTa TEKYILEro roja.

Bapuanr 3

Curyauus 1.

Hupexrtop OOO «Meura» [lonsikoB B.M. 10 okTsa0ps Tekymiero rojga u3jgan MpuKas3 o
IIPOBEJCHUHY MHBEHTapHU3allMi TOBApHO-MaTEPUAIbHBIX LIEHHOCTEW Ha ckiaae npeanpuarusd. OH
Ha3HAYMJ KOMHUCCHIO MOJI MPeACcCeaaTeIbCTBOM KOMMEPUYECKOro aupekTopa 3onotapeBa E.M. B
COCTaB KOMHUCCHM BOLUIM TNaBHBIN Oyxranrep Bomoauna E.H. n Oyxrantep MBanoBa B.C. B
npuKasze ObUIO MOPYYEHO MPEICTaBUTh Ha YTBEP)KICHHE JOKYMEHTHI CKIIAJCKOTO ydera (1o
cocTOsSiHUIO Ha | OKTSOps) W OTY4EeTHl 00 OCTaTKax TOBAPHO-MAaTEPHAIBHBIX ILEHHOCTEH (10
coctostHUIO Ha 10 oKTAOps) K 15 OKTAOpSI.

[IpoekT nmpukaza ObUT 3aBUBHPOBAH SKOHOMUCTOM IpeAnpusTus Mutunoit O.A.

Curyauus 2.

Ucnonuutenem M. 1O. [lonskoBod MO MOpYy4YEHUIO HayajdbHHKA OTJEa MAapKETHUHIa
ITAO «Toprmotpebcoro3» (r.MockBa, Jlecnas yi., a.18, 117123, Ten./pakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa 0bL10
cocraBiieHo nucbMo B azgpec OOO «/leno», TexHuyeckomy aupektopy A.M.MsarkoBy 00
OTIIpaBKE JOKYMEHTalluu clenymomero conaepxanusa: «Hampasnsem HeoOxoaumbie Bam
JMOKYMEHTBI, coaepkamue WHPOpPMAIMI0O O IIEHe KOMIUIEKTAa HAYYHO-TEXHUYECKOU



JIOKYMEHTalun Ha XoyoAwibHOe obOopynoBanue. [IpeanmaraeM BbICIaTh TEXHUYECKYIO
JOKYMEHTAIIMI0O Ha 3apyOeKHbIE aHAIOTH XOJOIWIBHOTO oOopynoBanus. llpu mpuHATHR
MOJIOKUTEIBHOTO  pEIIeHHuss O 3aKynke o0opylnoBaHusi mpocuMm Bac — HampaBuTh
COOTBETCTBYIOIIIEE MUCHbMO pyKoBoauTenio otaena cObita HaymoBy C.IL». JlaHHBIM mHCHMOM
compoBOXAaNIach crienudukamnus Ha 28 1. B 1 3K3.

Bapuanr 4

Curyanus 1.

C uenbio MPUBIEYCHUS CPEICTB NIl OOECIeueHUs: MPOU3BOJCTBEHHON IEATEIHHOCTH
renepanbHbId qupekTop OO0 «Texnukay (r.Kypck) CokomoB O.I. 20 ceHTsAOpsI TeKyIIero roja
U3all TMpUKAa3 O CO3JaHUM  KOMMEPUYECKOro OTAella B COCTaBe 3 IUTAaTHBIX €IMHMIIL:
KOMMEPYECKOro AupeKTopa — 1, Bemymiero cnennanucra — 1, crneuuanucrta — 1. ['maBHOMy
Oyxrantepy npennpusitus ['opsiueBy ['.A. ObLTO TOPYyUEHO TPEICTABUTH HA YTBEPKICHHE HOBOE
MITAaTHOE PaCIUCAHKE MPEANPHUATHS Ha 4 KBapTal TeKyIIero roja k 1 oktsaops. Kommepueckomy
nupekropy MrnateeBy T.H., KOTOpBIA 3aBU3MpOBa MPOEKT MPUKa3a, MPEANUCAHO 3aKOHYUTh
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTs0ps.

Curtyanus 2.

MoOCKOBCKUI paJMOTEXHUUYECKUN KOJJIEI)K MMEHHM akanemuka A. A. Pacmuernna
MunucrepctBa obOpa3zoBanus PD (Mocksa, yin. b.Jlekabpsckas, 5, 124000, ten.: 252-11-84,
daxc: 253-32-36) pazocnan uHGOpPMAIMOHHBIE MHChMAa JUPEKTOpaM IIKOJI  ropoja ¢
cooOmieHneM 00 OTKPHITHM B HOBOM YYeOHOM TOIy JABYX (DaKyJbTETOB: COBPEMEHHBIC
UH(POPMALIMOHHbIE TEXHOJIOTUU M IOpUAMYECKH. B muchme cooOmanoch Takke O TOM, YTO
IpaBuJia MpueMa Ha yKazaHHbIe GakyabTeTsl oomiue. [IucbMo ObUIO COCTaBIEHO HCIIOIHUTEIEM
CrenanoBoii u noanucaso aupekropoM JI.b.MapTtsiHtokoM 15 MapTa Teky1ero roaa.

TpeboBanus k pabore: o0beM pabotsl 5-7 crpanuu, Llpudr Times New Roman, 14,
«O7IMHAPHBII» UHTEPBAIL.



BapuaHT Kkeiica onpenejanTe 1o Tadanune.

IMpuaoxenne 4

[TepBas OykBa
bamMHuIUK CTyICHTA

No BapuanTa
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IMpuaoxenue S

Keiic - omucanue peanbHBIX SKOHOMHUYECKUX, COIMAIBHBIX M OH3HEC-
cutyauuii. OOyuaronyecs JOJKHBI UCCIIEA0BaTh CUTYalUIO, pa3o0paThcsi B CyTH
npo0iieM, IPeIOKUTh BO3MOXKHBIE PELICHUS] U BbIOpaTh Jiydiee u3 HUX. Keicol
OCHOBBIBAIOTCSl HAa peajbHOM (PAaKTUUYECKOM MaTepuaje WIH K€ MPUOIMKEHBI K
pearbHON CUTYalUH.

Ilenp keiica - HaydyuTh OOyYarOIIUXCA AHAJIM3UPOBATH IMPOOIEMHYIO
CUTyallMl0, BO3HUKIIYIO IIpU KOHKPETHOM IIOJIOXKEHMM [Iel, WU BbIpabOTaTh
pelieHue;  HaydyuTh  paborath ¢ MH(QOPMALMOHHBIMM  HWCTOYHHUKAMH,
nepepabdaTeIBaTh €€ U3 OAHON (OPMBI B JPYTYIO.

B nponiecce BBINIOJIHEHUS Kelica pEeIIaroTCs CIAEAYIOIUE 3a1a4M:
» @opMupoOBaHUE U pa3BUTHE HH(POPMAITMOHHON KOMIIETEHTHOCTH;
 PazBuTre ymeHH UCKaTh HOBBIE 3HAHWS, AaHAIN3UPOBATh CUTYALUU;
* PazBuTre HaBBIKOB CAMOOPTraHU3aLAH, CAMOCTOSTENBHOCTH, MHULIMATUBHOCTH;
* PazBuTne ymeHnii NpuHUMATh PELIEHUS, AapIYMEHTUPOBATH CBOIO MTO3ULHUIO.
O0s3aTenbHBIMU COCTABISIOIIMMU AJIEMEHTAMU Keiica SBIISIOTCA:
* TUTYJIbHBIU JINCT;
* OCHOBHAs 4acCTh;
* 3aKJIIOYCHUE;
* CIIMCOK MCIOJIb30BaHHBIX HCTOYHUKOB;
* IPUJIOKEHUS
Oo0pa3ubl Kelc-3a1a4

PaCCMO’I‘pI/ITC CUTyallMH, OTBETHTC Ha CJICAYIOIIKUE BOIIPOCHI.

a) Ilponuto 3acenaHue WHBEHTAPU3ALMOHHOM KOMHCCUHM 3aBoJla Ta30BOM
anmaparypel, Ha KOTOPOM pacCMaTpUBAICA BONPOC O pe3yibTaTax
MHBEHTapu3anuuu 1o ckiaagy Ne 2 BenomoraTtenbHbIX MarepuanoB. Ha
3aceJaHUM ObLIO MPHUHITO TOCTAHOBJIEHHWE OO0 YTBEPXKIECHUU PpE3yIbTaTOB
VHBEHTAPU3AallUM W OTHECEHHMsI 3a CYET 3aBEAYIOLIEro CKJIaAO0M HEAO0CTauu
BCIIOMOTATeNbHBIX MaTepHalioB B cymMme 365 Teic. pyO., a TakkKe 3a4MTaHbI
CIIMYUTENIbHAsA BEAOMOCTh MO ckiaxy Ne 2 u oOBsSICHUTENbHAas 3amucKa
3aBEYIOLIEr0 CKIAZA0M.

BOIIPOCHI:

1. Kakoli JOOKYMEHT COCTaBIsIE€TCS IO MTOTaM 3aCEJaHh KOMHCCUU
paszHoro poja?

2. Kakue pekBU3HTHI JOHKEH BKIIOYATh JaHHBIA JOKYMEHT?
CKOJIBKO CTPYKTYPHBIX YaCTEH OH MPEANoJaraeT?

Kaxkue (I)aKTI/I‘-IeCKI/Ie JaHHBIC JOJI?KHBI OBITH BHECEHBI B OTOT I[OKYMGHT?



06) B crpoutensHoM koomepaTtuBe «CTpoiicepBuc» ObLT OOHapyXeH (akT
HEMPaBUJIILHOTO HCIIOJIB30BaHUSI CTPOUTEIBHBIX OTX0/0B. l[lpm mpoBepke
paboThI CKIIaga MUJIOMATEPUATIOB YCTAHOBICHBI (PAKTHI OTIMYCKA B KOTEIHHYIO
JUISL COKUTaHUS OTXOJIOB TMWJIOMAarepuayioB MHHOW cBeime 20 cm. B
pacCHOpSAIUTEILHON YacTH CJIEAyeT TMPEeIJIOKUTh 3aBEIYIONIEMYy CKIIAI0M
OpraHU30BaTh PadOTy MO peaTN3alii OTXOA0B YACTHBIM JIUIIAM.

BOIIPOCHI:

Kakoli [OKyMEHT TMO3BOJHUT PErJIaMEHTUPOBATh OTIYCK CTPOUTEIbHBIX
MaTepuanoB?

Kaxkue IMIYHKTbI JOJIKHBI OBITH B JaHHOM JOKYMCHTC 00s13aTeIbLHBIMU?

CKOJIBKO JTOJDKHOCTHBIX JIMI[ JOJDKHBI OBITH OTBETCTBEHHBIMHU 3a WCIIOJIHEHUE
JAHHOTO JIOKYMEHTa?

Kakue pekBU3UTHI JOJKEH BKJIKOYATh TaHHBINA JOKYMEHT?
CKOJIBKO CTPYKTYPHBIX YaCTEH OH MPEANoJaraeT?

Kaxkue (I)aKTI/I‘-IeCKI/Ie JaHHBIC JOJI?KHBI OBITH BHECEHBI B OTOT I[OKYMeHT?



JIMcT perucTpanuu u3MeHeHU, J0NOJTHEHU U peBU3Hil JOKYMEHTAa

N Jata JlokymeHT, Ha
I /il BHECEHUS OCHOBAaHUU KpaTkoe conepxaHie N3MEHEHUS
U3MEHEHHUs |KOTOPOIro BHECEHO
1 2 3 4
IIpoToxkoun BHuecenue n3meHeHuil B esiepanbHble roCy1apCTBEHHBIE
peLeHus o0pa3oBaTesIbHbIE CTaHAPTHI BHICIIET0 00pa30BaHUs
1 | 01.09.2021 r.
YCNelor (ITpukxa3z MuHUCTEpCTBAa HAYKU U BBICILIETO 00pa30BaHHUS
01.09.2021 r. |Poccuiickoit deneparuu ot 26 Hos0pst 2020 r. Ne 1456)
1. Axryanu3anus KOMIUIEKTOB OLICHOYHBIX MaTepUalioB
Ui IIPOBEACHUS IPOMEKYTOUHON aTTecTaluu
o0yyaromuxcs 1o AUCLUHUILINHE;
2. AkTyanuzanus IepeuHsi OCHOBHOM U JONOJHUTENbHOM
y4eOHOM JuTepaTypbl, HEOOXOAUMON JUIsl OCBOCHHS
JUCLUIUIMHBI,
3. AxrTyanuzauus IepeuHsi pecypcoB HH(OPMALMOHHO-
IIpoTokoun TEJIEKOMMYHUKAIIMOHHOU ceTH «HTepHeT», He00X0AUMBIX
> | 26.01.2022 1. peleHus JUISL OCBOEHMSI TUCLUIUINHBI; }
VYC Ne 6 4.  Axtyanuzanus METOIUYCSCKUX yKa3aHUM IUIA
o1 26.01.2022 r. |0Oy4aronuxcsi 1o OCBOESHUIO TUCHIUTLINHBI;
5. Axrtyanuzanus nepeyHs COBPEMEHHBIX
npoeCCHOHATBHBIX 0a3 MaHHBIX W HH()OPMAITMOHHBIX
CIPAaBOYHBIX CUCTEM;
6. Axryanuzauus MaTepUaIbHO-TEXHUYECKOTO u
OporpaMMHOro  oOecreyeHHs,  HEOOXOOUMOro  JuIsd
OCylIeCTBIIEHUS ~ 00pa3oBaTeNIbHOIO  Ipolecca 1O
JUCLUTUIMHE.
1. YTBepxnenue [lopsaka opraHu3anu U OCYIIECTBICHUS
00pa3oBaTeNbHOW JEATENbHOCTH 10 00pa3oBaTeIbHBIM
porpaMMaM BbICHIETO 00pa3oBaHUsl — IporpamMmam
Hporokox OakanaBpuaTa, MporpamMmaM CIELUaINTeTa, MporpaMmam
31.08.2022 gecmﬁ?llg Maructparypsl (IIpukaz MuHUCTEPCTBA HAYKU U BBICIIETO

or 31.08.2022 r.

oOpa3oBanus Poccuiickoit @eneparnuu ot 06 ampenst 2021 r.
Ne 245);

2. AKTyanus3anuss JOKYMEHTOB, perilaMEHTHPYIOLIMX
COJIepKaHUE M OpraHM3alni0 00pa30BaTENILHOrO Mpolecca
npu peanuzanuu OITOIT BO no HanpaBieHHIO TOATOTOBKH.







