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- denepanbHbBIi TOCYJApCTBEHHBIM 00pa3oBaTeNbHbIM CTAaHAAPT BBICIIETO OOpa30BaHMS -
OaxanaBpuaT mo HampapieHuto noArotoBku 38.03.01 Dxonomuka (mpuxkaz MunoOpHayku Poccun ot
12.08.2020 r. Ne 954)

- Ilpukaz «OO0 yrtBepxxkaeHun [lopsaka opraHuzanu M OCYIIECTBIEHHUs 00pa30BaTeNIbHON
JeSITeIbBHOCTH 10 00pa3oBaTeNIbHBIM MpOoTrpaMMaM BhICIIEro 00pa3oBaHuUs — IporpaMmamM OakanaBpuara,
IIporpaMMam CHelHUalInuTeTa, IporpaMMaM Maructparypsh» oT 06 anpenst 2021 r. Ne 245.

- [Ipuka3 «OO0 yTBepACHUU TMOpsIIKA MEepeUHel ClelualbHOCTEN M HalpaBiIeHUH MOATOTOBKHU
BhIciIero oOpa3oBanus» ot 12 centsaops 2013 r. Ne 1061.

- OcHoBHas mpo¢eccuoHalbHas o0pa3zoBaTelbHas MporpaMma BBICIIEIO 00pa30BaHUS
HanpasJieHus: NoArotoBku O6akanaBpuata 38.03.01 DxoHomuKka (HanmpaBieHHOCTh «DUHAHCHI U KPEIUT),
yTBepxkaeHHasa pektopom 11.01.2021.

- IlomoxxeHne O KOMIUIEKTaX OLIEHOYHBIX MAaTepHaJOB OCHOBHOM Mpo(hecCHOHATbHOM
oOpa3oBaTenbHON mporpaMMel Beiciiero oopazoBanus B AHOO BO «Cubupckuili MHCTUTYT OM3HEca U
MH(OPMALIMOHHBIX TEXHOJIOTHIY, yTBEepkIeHHOe pekTopoM 31.08.2020 r.



1. HEPEYEHD IVTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA 110 JTUCHUIIJIMHE,
COOTHECEHHBIX C IIUVIAHUPYEMBIMHU PE3VJIIBTATAMHN OCBOEHUA OIIOII

BAKAJIABPUATA

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

MPUHITHS PEIICHUIA.
3aoauu oucyuniunol:

- O3HaKOMJICHUEC CTYACHTOB C COCTAaBJICHHUEM U O(bopMJ'ICHI/ICM JOKYMCHTOB Ha OCHOBE
CYHICCTBYIOIUX I'OCYJAPCTBCHHBIX CTAHAAPTOB,
- OJYUCHUEC CTyACHTaMU 3HaHUI 00 OpraHu3anuu pa6OTBI C JOKYMCHTaMM Ha IPCAIPpHUATUN, B

OpraHu3aluy, YUpeKICHUH;

- U3y4yeHwue npaBuil 0hOPMIICHHS YIIPABIEHYECKHUX JOKYMEHTOB, U UX PEKBU3UTOB;
- paccMOTpEeHHUE NPUMEPOB JOKYMEHTOB, PErVIAMEHTUPYIOLIKUX MPOLIECC YIIPABICHHUS.

B pesynbrare ocBoenust OITOII GakamaBpuara 0OyJarOIIMICS TOJDKEH OBIAACTh CICAYIOIIUMHU
pe3yJibTaTaMu 00y4eHUs 0 JUCIHILTHHE!

Ko 1 naumenoBanue

KOII W HAMMCHOBAHUEC MHIUKA-

Ilepedens UIAHUPYEMBIX PE3YIIBTATOB

KOMITETCHIIUH TOpa JOCTHYKEHHSI KOMITETCHINH 00y4eHUS 10 JUCIUIIHHE
[Ipodeccuonansusie kommneTenunu (1K)

I1K-4 Crnoco6en|I1K-4.1 3Haer OCHOBHbIE|3HATD:

OCYIIECTBIISATH TPUHIINIIBI u meTosbI(l. OcHOBBI JTOKYyMEHTAI[HOHHOTO
JIEeATEIIbHOCTD 10| OpraHu3anuu paboTbI|oOecriedeHus YIIPaBICHUYECKUX
IUIAHUPOBAHHUIO, nepcoHaja, 0OBEKTHI TPYJOBOTIO|IPOIECCOB, a  TaKkke CHCTEMBI
OpraHHM3alli¥, MOTUBAIIMU H|TPOIIECCa; OCHOBBI OPraHU3AIUK|3JIEKTPOHHOTO  JOKYMEHTOO0OpOTa U
KOHTPOITIO pabOoTHI|AETONPOU3BOICTBA M|COBpPEMEHHBIEC TEXHUYECKUE CPEICTBA IS
nepcoHana,  00ecredYeHuI0|JOKYMEHTAIHOHHOTO JIOKYMEHTAI[HOHHOTO obecrieueHus
JOKYMEHTAIHIOHHOTO CONIPOBOXKICHHUS yIIpaBJICHUS.

CONIPOBOXKICHHUS YIPaBICHYECKUX MTPOIIECCOB 2. [MpaBuna COCTaBJICHUS

YIpaBJICHUYCCKHUX MPOIECCOB

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

IIK-4.2 VYmeer opraHu3oBaTh
JESTEIbHOCTD o
IUIAaHUPOBAHHIO, OpTraHU3aINH,
MOTHBAIIMHM ¥ KOHTPOJIIO pabOThI
nepcoHasna IpeanpUsATHHA
pa3IMYHBIX bopm
COOCTBEHHOCTH, OpraHU3allUy,
BEJIOMCTB, a TaKxKe,
JIOKYMEHTallMOHHOMY

COIIPOBOXKJICHHIO 170

JACATCIIbHOCTH

Ymersn:

1. AHanu3upoBaTh UM  OILIGHHUBATH
coJiepKaHue JOKYMEHTOB, 00pa3yrolux
JOKaJbHYIO HOPMaTHBHO-TIPABOBYIO 0a3y
2. CocraBisATh  OpraHM3allMOHHBIE,
pacropsauTeIbHble W HH()OPMAIOHHO-
CIpaBOYHbBIE JTOKYMEHTBI o
o0ecrevyeHno JOKYMEHTAI[HOHHOT O
COITPOBOKICHHUS yIIpaBJIEHYECKUX
IIPOLIECCOB




ITK-8 Crnioco6en|I1K-8.1 3naeT opraHu3aMoHHO -|3HATh:

JTOKYMEHTaIbHO O(OPMIISATH|IIPAaBOBbIE OCHOBBI CTpaxoBoii|l. [IpaBuna COCTABJICHMS
CTpaxoBbI€ olepanuu, | 1eaTeIbHOCTH, (OpMBI|OpraHN3aMOHHBIX, PACHIOPSIIUTEIBHBIX
OCYLIECTBIIATh JAEUCTBUS MO|CTATUCTUYECKOU OTYETHOCTH|IOKYMEHTOB u uH(GOPMaIMOHHO-
0(pOpPMIICHHIO  CTPAaXOBOTO|MPEANPHUATUN PA3TUYHBIX (OPM|CIIPABOYHBIX JIOKYMEHTOB B
ciyyvas, COCTaBJISITH|COOCTBEHHOCTH, — OpraHU3alui,|npodeccuoHaIbHON chepe

CTaTUCTUYECKYIO BEZOMCTB 1O  couuanbHomy|2. [lpaBuna odopmieHuss pPEeKBH3UTOB
OTUYETHOCTh OPraHU3alNH 110|00eCeYeHUIO OoQUIHANIbHBIX TOKYMEHTOB

COIUAJIBHOMY o0ecrneyeHuIo

T1K-8.2 VYmMmeer BEIIIOJIHATE| YMeTh:

npogeccuoHaIbHbIE 1. JlokymeHTanbHO opopMIIATH

00513aHHOCTH B IIPOLIECCE|CTPAXOBBIC ONIEPALIUHI

TEeKyLIEN NeSITeIbHOCTH|2.  AHamu3upoBaTh M OLCHHUBATH

CTPaxOBBbIX KOMITAHUN coJiepKaHue JOKYMEHTOB, OOpa3yroIux
JOKaJbHYIO HOPMaTHBHO-TIPABOBYIO 0a3y
3. CocraBiATth OpraHu3alMOHHEIE,

PacCiopAAUTCIIbHBIC JJOKYMCHTBI

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Jucyunnuna «/[okymenmayuontnoe obecneuerue ynpagieHus» 6xo00um 8 yacmo, hopmupyemyo
VUACMHUKAMU 00PA308AMENbHBIX OMHOWEHUN, Y4eOH020 NaaHa O10Ka «ucyuniuHvl, MOOYIU» OCHOBHOL
npogeccuonanvHol 06pazoeamenbHol NPOSPAMMbl.

Jlannas oucyuniuna npedycmompeHna yyeOHuIM NaaHom 6 3 cemecmpe(ax) - no ouHou gopme
obOyuenus, 8 3 cemecmpe - NO OYHO-3A0YHOU (opme obOyyeHUs, 8 3 cemecmpe - NO 3A04HOU hopme
00yueHusl.

[Ipy W3ydyeHMH AAHHOTO Kypca CTYACHTHI OMHUpAIOTCA Ha 3HAHHS W YMEHUS, MOJTYYCHHBIE B
pe3yabTaTe OCBOCHHUS CIEAYIOUINX JAUCIUTUINH:

"OcBoeHNEe KOMIETCHIIMM HAa4YMHAETCAd C JUCHUIUIMHBI "J[OKyMeHTallMOHHOe obOecreyeHue
yIpaBiIeHUS

3HaHUs ¥ YMEHHUsI, TIOJyYeHHbIE B Pe3ybTaTe U3yUeHUs JaHHOW JUCIMILTUHBI, UCIIONB3YIOTCS B
MOCIIEAYIOLIEM ISl U3yUYEHUS:

"[IpegaumioMHas npakTuka'"

"YnpasieHue nepcoHaniom"

"[ImannpoBaHue U NpOrHo3upoBaHue”



3. OBPBEM JUCIMIIVIMHBI B 3AYETHBIX EJIWMHUIAX C YKA3ZAHUEM
KOJIMYECTBA AKAJEMHWYECKHUX YACOB, BBIIEJEHHbBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCS C MNPEINOJIABATEJIEM (II0 BUJAM 3AHSATHA) U HA
CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCH

OO6mmas Tpya0eMKOCTh (00beM) TUCIUIUIHHBI cocTaBisier 3 3.e., 108 4.

Ouno-3a0uHas | 3aouHas popma
Ounas popma Gop
dbopma
OO01mas TPy10€eMKOCTb THCHUTLTHHBI 108 108 108
KonTakTHasi padora, B TOM 4ucjie B
3J1eKTPOHHOH MH(OPMALIMOHHO- 56 44 8
oOpa3oBaTeJIbLHOM cpeje (Bcero):
JIeKIIMOHHBIC 3aHITHS 18 14 2
[IpakTuueckue 3aHATUS 36 28 4
Koncynpramnuu 2 2 2
CamocrosiTesibHas padoTa 00yYarOIIUXCs 43 60 9%
(BCero), B TOM 4HncJie:
dopMa NPOMEeKYTOUYHON aTTecTallun 9 4 4
o0y4yamuerocs - 3a4et

4. COIAEPXAHHME IUCHUIVIMHBI, CTPYKTYPUPOBAHHOE I10 TEMAM
(PA3BAEJIAM) C YKA3AHUEM OTBEAEHHOI'O HA HHUX KOJJIHUYECTBA
AKAJJEMNYECKHUX YACOB 1 BUJ10OB YYEBHbIX 3AHATUNA

4.1. Pa3gesibl AMCUMILTUHBI (MOIYJISAA) M TPYA0EMKOCTD 110 BHAaM YUeOHBIX 3aHATHI (B yacax)

3 cemecTp, ouHasi hopmMa oOyueHus

O0beM 9acoB (110 BUIaM y4eOHBIX 3aHSATHH )
KonTakTHas padorta (1o o Kox
y4eOHBIM 3aHSATHUSIM), Hac. s o MHIUKATO
Pasgen/rema qUCLUIIINHEL, Bcero, % S E % § g pa
CozepKaHue qac. Bcero, = a8 = g | g Py -, JIOCTIDKE
ac. = |SE|8E| 2 |EE z HUs
£ 8¢l E2| 5|8 © | 2z |xommeren
B 18 = ég 2 Z < uu
S | B 2 | ©
1. HopmatuBHO-MeTOAMYECKAS
0aza JIOKyMEHTAllMOHHOT'O [K-4.1
obecneuenus yrpasnenus B PO:[ 14 8 4 4 6 HK-8. 1’
UCTOpHS  BOIIPOCA, OCHOBHBIE
TEPMUHBL.
2. OpranuzanuoHHast
JOKYMEHTalusi: TpeOOBaHUS K [K-4.1
cocraBieHnto u odopmienuro.| 14 8 2 6 6 K- 4'2’
TexHomnorus padoTHI c o
JOKYMEHTaMHU.
3. PacniopsinutensHas
JTIOKyMEHTAIMsA: TpeOOBaHUS K T1K-4.1,
cocraBneHuo u odopmuenuro.| 14 8 2 6 6 K-4.2,
TexHonorus paboThI c [1K-8.1
JIOKYMEHTaMHU.




4. CnpaBouHo-
nHpopmaIrmoHHas
JMOKyMEHTaIusi: TpeOOoBaHUS K 12 6 5 4 6 [1K-4.1,
COCTABJICHHI0 U O(OPMIICHHIO. I1K-4.2,
TexHonOTHS paboThI c
JIOKVMCHTaMHU.
5. KagpoBas noKyMeHTaUHUs:
TpeGoBaHNs K COCTABNEHHIO H| o0 12 9 10 8 11K-4.1,
0(OPMIICHHUIO. TexHonorus [K-4.2,
pPabOThI C IOKYMEHTAMH.
[1K-4.1,
6. OcCHOBHEIE TIPUHIIUIIBI [K-8.1
OpraHu3aIu 14 6 2 4 8 K- 4' 2’
JOKYMEHTO000pOTa. HK-8. 2’
7. HcnonHeHue JTOKYMEHTOB.
KonTponb UCIIOJTHEHUS
JTOKyMEHTOB. DOpPMBI KOHTPOJISI
WCTIOJTHEHUS JTIOKYMEHTOB.
TunoBble W WHIWBUIyaTbHBIC
CPOKHM HCIIOJIHEHUS JOKYMEHTOB. K-4.1
Ananus CTPYKTYPBI o
PYIYPRL 7 4 2 2 3 TK-8.1,
JIOKyMEHTO000pOoTA. 1K-8.2
Cucrembl 3JIEKTPOHHOTO o
JIOKYMEHTOO00pOTa: TPOOIEMBI
BHEJPCHUS, TMPEUMYIIECTBA U
HEJOCTaTKH HWCIIOJIb30BAHUS B
JIOKYMEHTAIMOHHOM
YIIPABJICHUH OPraHU3aLHEeH.
8. CucreMmatuzamnus T1IK-4.1,
JIOKYMEHTHOM uHdopmaIuu. 4 4 2 2 IK-8.1,
OrnepaTuBHOE XpaHEeHHE [K-4.2,
JIOKYMEHTOB U JIEJI. T1K-8.2,
BCEI'O| 108 56 18 36 2 43 9
3 cemecTp, O4yHO-3a04yHast (popma 00ydeHus
O06BeM "acoB (110 BUIaM yIeOHBIX 3aHITHI )
KonTakTHas pabora (110 o Kox
y4eOHBIM 3aHATHSIM), Jac. g o MHIIHKATO
B s . pa
Paznen/TemMa AMCLUATIIMHEI, Bcero, = o 2
) o = o g S | mocTmxe
cojiep)KaHue yac. | Bcero, 4 S = £ .| & IS
gac = a Al Q Z < e E E
: = o' k| B E = 5 o| o [xommeren
ﬂ o a, ] S} <
9 s 0 o @)
< e o
= = A
1. HopMmaruBHO-MeTOqnueckas
6aza JOKYMEHTAIlMOHHOT' O [K-4.1
obecnieuenus ympasienus B P®:| 10 2 2 2 8 HK-SI l'
WCTOPUS.  BOIPOCA, OCHOBHBIE '
TEPMUHBL.




2. OpranuzanroHHast
JOKyMEHTaIus: TpeOoBaHMSA K

[1K-4.1,
cocrapnenuto u  opopmienuto.| 10 2 2 4 8
[1K-4.2,
Texnonorus paboTsl c
JOKVMEHTaMH.
3. PacnopsigutensHas
JOKyMEHTAaIusl: TpeOOBaHUS K [1IK-4.1,
cocraBienuto u odopmienuro.| 10 2 2 4 8 [TK-4.2,
TexHomorus paboThI c I1K-8.1
JOKYMEHTaMH.
4. CnpaBo4HO-UH(pOpMAITMOHHAS
JNOKYMEHTanusi: TpeOOBaHHA K
[1K-4.1,
coctaBieHuto u odopmiienuro.| 10 2 2 4 8
[1K-4.2,
TexHonoTHS paboThI c
JIOKyMEHTaMH.
5. KagpoBas  goxkyMeHTauus:
TpeOOBaHUS K COCTaBICHHIO U 12 2 5 4 10 I1K-4.1,
0hOpMIICHHUIO. Texnomorus [1K-4.2,
pPabOoThI C IOKYMEHTAMH.
[1IK-4.1,
6. OcHOBHBIE MIPUHIIUIIBI I1K-8.1,
12 4 12
OpraHu3aIHu JOKYMEHTO000pOTa. T1IK-4.2,
I1K-8.2
7. HcnosHeHwe  JOKYMEHTOB.
KonTposnb UCIIOJTHEHUS
JOKyMEHTOB. DOpMBI KOHTPOIIS
UCTIOJTHEHHUS JIOKyMEHTOB.
TunoBble ¥ WHIUBUAYaJIbHbBIE
?}?;(HHH UCTIOJTHEHUS ILOKny(I;ITOBBi MK-4.1,
X CIPYKLYPR - 5 2 2 4 4 TK-8.1,
JIOKyMEHTO000pOoTA.
I1K-8.2,
Cucremsl ANEKTPOHHOTO
JIOKYMEHTOO0O0pOTa:  MPOOIEMBI
BHEJPEHHUs, TMpEUMyIIecTBa U
HEJOCTaTKW  WCIIOJIb30BAaHUS B
JIOKYMEHTAIlMOHHOM YIIPaBJICHUN
OpraHU3aIUEN.
. IK-4.1,
8. CucreMaru3anus JOKyMEHTHOU
I1K-8.1,
uHpOpMaLUH. OneparuBnoe| 7 5 2 2 2 K-4.2
XpaHEHHE JJOKYMEHTOB U JIeI. IK-8.2
BCEI'O| 108 44 14 28 60




3 cemecTp, 3a04yHas hopma 0OydeHHs

O06BeM "acoB (10 BUIaM yIeOHBIX 3aHITHIH )

KonrakTHas padora (110 = Kon
yueOHBIM 3aHATHSM ), Yac. g o WHJUKATO
=
) 9] = a
Pasgen/Tema quCLUIIINHEL, Bcero, = 2 E S o = p
Bcero s = 5 | g ®| & | moctmke
coJepKaHue qac. | = az| 90w = = | B
yac. = | 25| 8E| 5§ |2E| = HiA
% 89 = F 5 2.8 Q KOMIIETECH
= | 82|28 & |24 LHH
< e, o @)
= = M
l. HopmaTtuBHO-MeTOIMUECKast
Oasa JOKYMEHTallMOHHOI'O
[1K-4.1,
obecrieueHust ynpapieHuss B Pd:| 12 12 TK-8.1
UCTOpHsI  BOIIPOCA,  OCHOBHBIE '
TE€PMUHBI.
2. OpranuzanyoHHast
JOKYMEHTalus:  TpeOOoBaHUS K
[1K-4.1,
cocraBneHuro u  odopmieHuio.| 16 2 2 14
I1K-4.2
TexHomnorus paboThI c
JIOKYMEHTaMH.
3. PacnopsinutensHas
JOKYMEHTAIusA: TpeOOBaHHSI K [1IK-4.1,
COCTaBIICHHIO W  odopmicHuto.| 14 2 2 12 [1K-4.2,
TexHonorus paboThI c I1K-8.1
JIOKYMEHTaMH.
4.  CnpaBouHO-UH(POPMALMOHHAS
JOKyMEHTalusi:  TpeboBaHUSA K
[1K-4.1,
coctaBiieHHMl0 U  odopmieHuto.| 16 2 2 14
I1K-4.2
TexHomorus paboTsl c
JIOKYMEHTaMH.
5. KampoBas  JOKyMEHTaIus:
TpeOOBaHUS K COCTaBJICHHUIO U [IK-4.1,
16 16
odpopmiiennto. TexHonorust padoThl [1K-4.2
C IOKYMEHTAMH.
[1K-4.1,
6. OcHOBHEIE R10505 000200081 18 18 T1K-8.1,
OpraHu3aly JOKYMEHTOO0O0pOTa. [1K-4.2,
I1K-8.2
7.  HcnonHeHue  JOKYMEHTOB.
KoHnTtpoib WCIIOJIHEHUS
JOKYMEHTOB. DOpMBI  KOHTpPOJIA
VCIIOJTHEHUS JTOKYMEHTOB.
TumoBele W  MHIMBHUIYaJbHBIE
CPOKHM HCIIOJIHEHUS JIOKYMEHTOB.
ApHaJ'II/B g CTYMKT bl 1K-4.1,
PYIIYPRL g 2 | 6 TK-8.1,
JIOKYMEHTO000poTa.
I1K-8.2
Cucremsl JJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTA! POOIEMBI
BHE/IPEHUS,  IPEUMYIIECTBA U
HEOCTaTKW  MCIOJb30BAHUSA B
JOKYMEHTAIlMOHHOM  YIIPaBJICHUU
OpraHu3aIuen.




. [1K-4.1,
8. Cucremaruzanusi JOKYMEHTHON

uHpopmanuu. OmneparuBHoe| 13 4 11:11112:?1 ;
XpaHEHUE JOKYMEHTOB U Jell. HK-gl 2,

BCEI'O| 108 8 2 4 2 96 4

@DopMBI TEKYIIIETO KOHTPOJIS — MOCEIIeHUE U paboTa Ha JIGKIIMOHHBIX U MPAKTUYCCKUX 3aHITHIX
(cobecenoBanue, KOHTPOJbHAS padoTa, KPYIJIbIA CTOJ M JUCKYCCHUs), TUCbMEHHOE 3aaanue (pedepar),
MpaKTUYECKOE 3a7aHue (Kewc).

®opMa MPOMEKYTOUHON aTTECTALUU — 3a4ET.

4.2. Copepxanue JMCHMILIMHBI, CTPYKTYPHPOBaHHOE 10 pa3jesaM (TeMam)

Tema 1. HopmaTruBHO-MeTOAMYeCKAs1 0a3a JOKYMEHTAMOHHOIO o0ecrieyeHnsi ynpaBJieHHs B
P®: ucropus Bonpoca, 0CHOBHbIe TEPMHUHBI.

Jlekunonnbie 3anaTus 1.

Hcropusi BOZHUKHOBEHHUS M PAa3BUTHUS YIPABICHUYECKON NOKyMeHTalMH. Jlelonpou3BOACTBO B
JPEBHEPYCCKOM  TOCYJIapCTBE. [IpukazHoe  JeJI0IpPOU3BOICTBO. Cucrema  KOJUIEKCKOTO
nenornpousBojcTBa. Cuctema MUHUCTepcKoro nenonpousBojctBa XIX-nauanma XX BB. Hcropus
YIIPABJICHUS U JAEJIONPOU3BOACTBA B XX BEKE.

Hokyment. IOpunnueckas cuna JnokymeHTa. Dopmynsp HOKyMeHTAa. bilaHku [OKyMeEHTa.
JlokymeHnTo000poT 1 nokymeHtonotoku. Jleno. Homenknarypa nen. Xpanenue 10kyMeHTOB. OCHOBHBIE
MIOHSTHS U IIOJIOKEHUS 110 JOKYMEHTUPOBAHUIO YIIPABIECHYECKON JESATEIBHOCTH.

3akoHonaTenbHbIe akThl PO B chepe nHpopmanum u nokymeHntauuu. Ykassl [Ipesunenra PO u
nocraHoBieHus [IpasurensctBa PO. HopmaTtuBHble npaBoBbie akThl Pockomapxusa. ['ocynapcTBeHHbIE
CTaHJapThl HAa JIOKYMEHTALMI0. YHU(PUKAIUSI U CTaHIApTU3allUs YIPAaBJIEHYECKUX JOKYMEHTOB. Bujbl
JIOKYMEHTOB U UX KJaccuukanus.

IIpakTnyeckue 3anaTHA 2.
«McTopusi BOSHUKHOBEHUS U PA3BUTHS YIIPABICHYECKON JOKYMEHTAITUN Y.
Ha xaxp1it Bopoc Heo0xo1uMo chopMyTHpoBaTh pa3BEePHYTHIE OTBETHI:
Bonpocer 1uist 06cyxnenus
1. OtpaxkeHuEe BOIPOCOB JOKYMEHTHPOBAHHS, COCTAaBIEHHUS U OG(OpPMIIEHHUS JOKYMEHTOB B
3aKOHO/IATEIIbHBIX U HOPMATUBHBIX aKTaX.
2. llonstue opuruHaia JIOKyMeHTa, ero npu3Haku. [lomnmuHHocTh nokymeHta. [lonsatue
«IOJUTHHHUK.
3. [lonnuHHBIE U MOIOKHBIE TIOKYMEHTHI. Buabl dpanbcudukaiy 10KyMEeHTOB.
. [TonsiTne «xonust fOKymMeHTa». Buasl konuii
. [Mopsimox opopmnenus konuii. KOpuamdeckas cuia KOMUM.
. biank noxymenta. Buapl 6;1aHKOB.
. CocTaB 6naHKa, MOPSAOK PACTIOJIOKEHUSI peKBU3UTOB B OJIaHKE.
. briaHku ¢ yTrJI0BBIM M IIEHTPOBAHHBIM PACIIOIOKEHUEM PEKBH3UTOB.
9. OcHOBHBIE TIpaBUIIa KOHCTPYUPOBAHMSI OJIAHKOB.
10. brmanku ¢ w300pakeHHEeM TOCYJapCTBEHHOTO Tepba, repba cyOwnekTa ¢eaepanun, repbda
MYHHIIMIIATEHOTO 00pa3oBaHus
11. ABTop noxymenra. [Topsnok 0603HaueHNsI HANMEHOBAHUS OpraHU3al[MH-aBTOpa TOKYMEHTA.
12. CpaBouHbIe JaHHBIE 00 aBTOPE, UX COCTaB, pa3MEIICHIE Ha OJIaHKe.
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B koHI1ie mpakTudyeckoit paboThl HEOOX0IUMO CHOPMYIHUPOBATH OOOOIIAIOIINIA BBIBO/.




Tema 2. Opranu3anuoHHAasi JOKYMEHTAIUA: TPeOOBAHUA K COCTABJIEHUIO U 0(DOPMIICHHUIO.
Texnonorns padoTsl ¢ AIOKyMeHTaMHU.

Jlekuuonuble 3ansTus 1.

OpraHu3alMOHHO-TIPABOBAasl  JTOKyMEHTALMsA: OOmIas XapaKTepUCTHKa W  crenuduka
JTOKyMeHTOB. Pa3zpaboTka M yTBep:KIeHHE KOMIUIEKCAa OPTraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB:
yCcTaB, TOJOXKEHHE OO0 OpraHu3aliH, CTPYKTYPHBIX MOJPA3JEICHUSNX, KOJJICTHAIBHBIX H
COBEILATEJIbHBIX OpPraHax; IITaTHOE PACIUCAHKUE; MHCTPYKIIMH O OTAEIbHBIM BHIaM JESTEIbHOCTH;
JOJIKHOCTHBIE HHCTPYKLIUU.

IIpakTnyeckue 3aHATHSA 2.

HenoBas cutyauus: OTKpbITHE COOCTBEHHOM (hUpPMBI
(dbopma coOCTBEHHOCTH Ha BBIOOD).

[IpakTHyeckoe 3aHATHE NPOBOJUTCA B HHTEPAKTHBHOH (QopMe C MCIIOJIB30BaHHEM
KOMaHJHOT'O METOJIa BBITIOJHEHHUS 3a/laHUsl C pasrpaHHMYeHHEeM (QYHKIMOHAIBHBIX O0s3aHHOCTEH
CTYACHTOB IIPU BBINOJIHEHUM 33JaHUA. 3aT€M YCWIUS OOBEAMHSAIOTCS, U OpPraHU3yeTcsl aKTUBHBIN
JIMAJIOT CTYAICHTOB C IPEI01aBaTEIeM U MEXAY COOOM /7S TO/IBEIEHUS UTOTOB U IPUHATHUS PEILICHUS,
YTO II03BOJISIET Pa3BUBATh HABBIKM KOMaH/HOM pab0Thl, MEKITMYHOCTHON KOMMYHHUKAIIMH U IPUHSATUS
peLeHui.

3agaun:

1. [IpaBuibHO 0OPMHUTE JIEIOBYIO TOKyMeHTanuto (Y CTaB, MPOTOKOI O CO3aHUH, JOTOBOP
00 yupeXIeHUH, LITaTHOE paclucaHue, OOl OJlaHK OpraHu3alyu, POAOJIBbHBIM OJaHK MUChbMA
OpraHu3anuu Ha AByX s3bikax) coriaacHo ['OCT.

2. IIponeMOHCTPUPOBATH IMOJIYYEHHBIE PAaHEE TCOPETHUUECKUE 3HAHMS IIyTEM BBIIIOJIHEHHUS
3a1aHUM.

3. 3akpenuTh paHee U3y4YCHHbIE INpaBHia NPOPECCHOHATBHOIO AEIOBOIO 3THUKETA, IyTEM
pelIeHNs CUTYallMOHHBIX 3a7a4

[Ipeyiaraemast nenoBas Urpa pa3BUBAeT HaBBIKM pabOTHI C JIOKYMEHTaMU IO JUYHOMY
cocTaBy (cocTaBieHue, ohopmiIeHHE). DTO HAaubOJIee TUITMYHBINA ()parMeHT TPYIOBOM JESITEIIBHOCTH,
TpeOYIOUINI CHCTEMHOTO0 MPUMEHEHUS] YMEHUH U HaBBIKOB, KOTOPBIMH JIOJDKEH OBJIA/IETh CTYNEHT.
CopepxaHue eI0BOM UIphl MpeIoiaraeT HaIMYUe JOCTaTOYHOTO YPOBHS MOJATOTOBKU CTYJEHTOB
HE TOJIKO B 00JIaCTH JAETIONPOU3BOICTBA, HO U B IPYTHX cepax.

[TocnenoBarenbHOCTh BUJOB YUEOHOM €A TEIbHOCTH:

1. lenoBas urpa.

2. AHanu3 BBINIOJIHEHHEBIX 3aJaHUN.

[IpakTnueckoe 3agaHue:

(] onpeneneHne CTyAeHTOM Cepbl TPYI0BOM IEATENBHOCTH YCIOBHO CO3JaHHON (pUpMBI;

] pa3paboTka 1 0popMIICHHE JOKYMEHTOB.

B nauane urpsl rpynna pa3OuBaercss Ha OJHOTHIIHBIE MOATPYIIBI C TUMOBBIMU POJIsIMU (5
TPyNIl MO 5 4YeloBeK B KaxJ0i), JaeTcs UCXOoAHas MHopMalus O JEJIOBOH UIpe, OTpakarouias
MOCIIE0BATENBHOCTh U XapakTep AeHCTBUS UTPOKOB. [lociie 3Toro CTyIeHTHl, cleays METOANYECKUM
yKa3aHHUsM, pabOTalOT ¢ UTPOBOM TOKYMEHTALMEH U PElIaloT MPAKTUYECKHE CUTYalUH.

[TogroroBka Urpsl.

PykoBoauTenb Urpsl (MpernogaBaTelp):

[J pa3bsICHAET MPABUIIA U MTOPSAOK IEUCTBUM I€TOBOM UIPHI.

Y4acTHUKH UTPHI (0JJHA KOMaHJ1a) — 3TO 5 yupenuTeneil yCIOBHO CO3JaHHON (UPMBIL:

(] mpUAyMBIBAIOT Ha3BaHHE YCIOBHO CO3JaHHOW (GUPMBI, MCXOJS U3 OCHOBHOIO BHJA
JESATEIbHOCTH, KOTOpasl IponucaHa B KapTOUKe-3a/1aHNN;

[ ompenenstoT AOMOJHUTENbHbIE BHIbI JEATEIBHOCTH YCIOBHO CO3JAaHHOM (QHUPMBI,
noJb3ysch Tabiauueit coorserctBust OKBO/L;

] IpUIyMBIBAIOT MECTOHAX0KIECHUE YCIIOBHO CO3/IaHHON (DMPMBI;

(] onpenensioT Y CTaBHOM KanuTall YCIOBHO CO3IaHHON (PHPMBI;

) onpenensroT NPOLIEHTHYIO JI0JII0 Y4acTUs Ha KaX10I0 yUpeInuTes;

(] onpenenstoT pyKOBOJUTENS YCIOBHO CO3JaHHON (PUPMBI;

[ uzyuator 'OCT u ma6ons! 17151 oopmiieHUs] HEOOXOIMMOM TOKYMEHTALUU ISl YCIIOBHO
CO37IaHHOU (UPMBI,



] pa3pabaTbIBalOT U OQOPMIISIOT JOKYMEHTHI, 3apaHee paclpeAeinB, KTO 3a KaKoil JOKYMEHT
oTBevaeT (pacmpezenseT BbIOpaHHBIA pykKoBoauTenb): (YcTaB, MPOTOKON O CO3JaHHM, JOTOBOpP 00
YUPEKAECHUHU, INTATHOE pACHUCAHUE, OOLMI OJIaHK OpraHM3aluyu, HPOAOJIBHBIM OJIaHK mHCbMa
OpraHu3aliy Ha JIBYX S3bIKaX);

] pyKOBOJIUTEIb YCIOBHO CO3/1aHHOMN (hUPMBI (BBIOOD CTYIEHTOB) 3aBEPsIET BCE JOKYMEHTHI CBOEH
HOJIIHCHIO.

B wmHTepecax co3maHus OOCTaHOBKHM COCTSI3aTEIBHOCTH B IpOILEcCEe AEI0BOM MIPbI CTYAEHTHI
HaOWPAIOT ONpeAeNICHHOE KOJIUYECTBO OAJIOB MO MATHOAJUIBHOM INIKaje 3a KaXIblid pa3paOoTaHHBIN
JOKYMEHT, pe3yJIbTaT CyMMHUPYETCSL.

3a abCOMIOTHO BEPHBINA COCTABJICHHBIM U OQOPMIICHHBIN JOKYMEHT — 5 0ayuioB; 2 ommbku — 4
6anna; 3-4 omuoOku — 3 Gamia.

[IperonaBaTens pa3dupaeT AENOBYIO WIPY, MOABOAMT HMTOTH, OIICHWBACT PAa0OTy CTY/AEHTA,
KOMaH/[Ipl, OIpeenseT MoOeanuTeNs U OrjamaeT pe3yibTaTbl. Takke IpenojaBaTelb XapaKTepU3yeT
YpOBEHb KBaJH(PHUKAIMK CTYIEHTOB IO BBIOJHEHHONH KOMaHAaMu paboTe, OleHHBas padoTy KaKmAoH
KOMAaH/Ibl ¥ Y4aCTHHKA KOMaH/bl, OTMEYAET JIyUIIHX.

VYcnoBus UIpel OTpakarOT XapaKTEPUCTUKY pealbHOro IMpoliecca TPYAOBOM JESITEIbHOCTU
4eJI0BeKa.

Heo6xoaumo:

] opranuzoBaTh pabOTy Ka)KJI0ro Y4acTHUKA JI€JI0BOM UTPbl U KOMAH/IbI;

] mpoaHaIM3UPOBATh MPABUIBHOCTh COCTABJICHUS KAKIO0TO JOKYMEHTA;

[ opopMHUTE BCe HEOOXOAUMBIE JOKYMEHTHI.

Hror urpsl.

Omnpenensiercss KOMaHJa-oOeqUTeNb, B COOTBETCTBUM C CYMMOW HaOpaHHBIX OalioB.
XapakTepHus3yeTcst ypOBEHb ITOJATOTOBKH CTYICHTOB.

Tema 3. Pacnopsiiute/ibHAsi JOKYMEHTAIUA: TPEOOBAHUSA K COCTABJIECHUIO U 0()OPMJIEHUIO.
TexHos0orust padoThl ¢ JOKYMEHTAMHM.

JlekunoHHbIe 3ansaTHA 1.
PacniopsinutensHas nokymenTtarus. OCHOBHOE Ha3HAYCHHUE PACTIOPSIIUTEIIbHON JoKyMeHTaruu. [IpaBuna
coctaBneHUs W OQOPMJICHHS OCHOBHBIX OPraHU3alMOHHO- PACHOPSAUTEIBHBIX JOKYMEHTOB,
IOpUIMYECKUE OCHOBAHMSI, CTPYKTypa TeKcTa W mpouenypa u3ganus. CocraBieHue U odopMieHHE
MIPUKA30B, IOCTAHOBJIEHUH, pACTIOPSKEHUH U T.1I.

JIOKyMEHTHUpOBaHWE B  €IMHOHAYaJIbHOM  YyHpaBiieHUU. JloKyMeHTHpoBaHHME  pabOThI
KOJUIETHAJIbHBIX OPTraHoOB.

IIpakTnyeckue 3aHATHA 2.

ITpaBuna opopmiieHHs yIpaBiIeHYeCKUX (OpraHU3allOHHO-PACTIOPAIUTEIbHbBIX) TOKYMEHTOB.

Bompocsr mist o6cysxnenust

VYkazanue BuAa TOKyMEHTa, €r0 MECTO M Ha3HaueHHe B (GOopMyJsipe JOKYMEHTa. 3aBUCHUMOCTb
dbopMbI TokyMeHTa OT ero Bujaa. O6o3HaueHue aapecata. [IpaBuia HanMcaHus aapecaTa U MECTO yKa3aHUs
aznpecara B popmyisipe JokyMeHTa. [lopsiok oopmiieHUs TOKyMEHTa ¢ HECKOJIBKHUMHU aIpecaTaMH.

JHara noxkymeHTa. 3HayeHHe JaTUPOBAHHS JOKyMeHTa. ABTOpPCKHME JaThl (COCTaBJIEHHE,
NOJMNKMCAHUE), AaThl, OTHOCALIMECS K coAepxaHMio. JlaThl, XapakTepu3yrolue 3JIeMeHThl (opMmyIspa.
Hater 06padoTku moxymeHToB. [lopsnok odopmiieHus nar.

IIpaBuiia nprCBOEHUS PETUCTPALIMOHHOIO HOMEPA TI0KYMEHTA.

[Ipy mOArOTOBKE K 3aHATHIO CTYACHT JIOJKEH:

* U3y4YUTb TEOPETUUECKUE MOHATHUS:

1. YHudukauus nokyMeHToB. BHyTpuBUa0Bas yHUDHUKALUS.

2. CBs3b BHJIOB IOKYMEHTOB M (DYHKIMI yripaBiieHUs.

3. OcobeHHOCTH OpraHU3allMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB.

4. CocraBneHue 1 opopMIICHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB

JlanHas mpakTUUYecKasi paboTa SBISICTCS TIPOJOJDKEHUEM MTPAKTHIeCKOM paboThl Ne2.
VYdacTHUKM Wrpbl (OAHA KOMaHIa) — 3TO 5 ydpeauTesell YCIOBHO CO3JaHHOH (HUPMBI B
[IPaKTUIECKOM padoTe 2.



3amanue:

1. CocraBnenne u oQopMICHHE pACIOPIIUTEIbHBIX JIOKYMEHTOB CO3MaHHOW (UPMBI
(pacriopspkeHUs!, yKa3aHUsl, PUKa3bl, BBIMHCKH).

2. JIokyMEHTUpPOBAaHHE EATEIHPHOCTH KOJUICTHATbHBIX OopraHoB. CocTaBieHHe U OGOpPMIICHHE
MIPOTOKOJIOB, PELICHUH.

Tema 4. CipaBoYHO-UH(POPMANIMOHHAS TOKYMEHTALUA: TPEOOBAHNS K COCTABJIEHUIO U
opopmienuro. TexHos1orusi padoThl ¢ JOKYMEHTAMHU.

Jlekunonubie 3ansaTus 1.2

CrnpaBouno-uHpopmanmoHH60bIC TOKYMEHTBI, UX Ha3HAYCHHE, COCTaB U OhopMIeHUE (aKThI,
JOKJIaTHBIE U OOBACHUTENbHBIE 3alMCK4, 3a4€TH, TeJIerpaMMbl, Telle(hOHOTPAMMBI, CIIPABKH MO JTUYHOMY
COCTaBY M IO OOIIMM BOIIPOCAM, OTYETHI, POTOKOJIBI, 3asBJICHUS IPEICTABIICHUS ).

[TonstTre 006 oduIMAIBbHO-IEI0BOM CTUJE. SI3bIK M CTUJIb CIYKEOHBIX TOKyMEHTOB. OOmiue
PEKOMEHIAKA TI0 CTHIMCTHYCCKOMY OdopmileHHI0 AemoBoro nucbMa OcoOeHHOCTH O(HIIHATBLHOTO
nenoBoro ctuist. O0mias kinaccuduKaiys 1eI0BbIX MTUCEM.

Henosas nepenucka. OCHOBHBIE 3JIEMEHTHI CTPYKTYPBI JIEJIOBOTO IMHCHMA.

Dransl MOATOTOBKH TEKCTOBBIX JOKYMEHTOB: HaOOp, peAakTUpOBaHuE, 0(hOpMIICHHE.

CocraBiieHue u O(bOpMJ'ICHI/IC CJ'Iy>K€6HBIX " ACJIOBLIX IMHCEM PA3JIMYHOI'O HASHAYCHMUA.

3ananue: OOpaTuTe BHUMAaHNE HAa COCTaB PEKBU3UTOB, BKJIIFOYaEMBIX B IUCbMO, U PEKOMEH1yEMbIE
pedeBbie 000poThl. Henocraromue nannple (1o 3HaY€HUSM PEKBU3UTOB U KOHKPETHBIM 00CTOSTEIbCTBAM
CUTYalUil) OIIPEIEIUTE CAMOCTOSTENILHO.
I. CocraBbre mnucbMo-u3BemieHue 3apedeHckoro HITAO «Crankomnpom» Hosokysneukomy ITAO
«CrpoifapmaTypay» 0 NpUUYMHAX 3aJEPHKKU TOCTABOK MAIIMH U 000PYAOBaHHUS.

[1. 8 Il. CocraBpTe oT MMeHu ¢upmbl «OpucCrap» HHOOPMAIMOHHOE MHCBMO O TMPOJAXKE
YaCTHBIM M T20CYAapCTBEHHBIM MPEANPUATHIM OPHCHOTO 000pyI0BaHHUS IO JOTOBOPHON CTOMMOCTH U O
BO3MOKHOCTH ITPUHUMATh 3aKa3bl Ha IPOEKTUPOBaHME AMU3aiiHa 0(UCOB.

[1l. CocraBbTe mNHUCHMO-TIpUTTIALIIEHHE OpraHU3alMoHHOro komutera «Kpokyc Okcmo» c¢
NpPEeUIOKEHNEM IOCETHTh CIEeLUAIN3UPOBAHHYIO BBICTaBKY «MexXIyHapoaHas BBICTaBKa JOMAIHETo
TEKCTUJIS U TKaHel [ oopMIIeHUs] UHTepbepay. BricTaBka npoxoaut ¢ 24 no 26 cenrsiOps 2021 r. B
naBwiboHe 1 (3anbl 2, 3 1 4) BeicTaBOYHOTO KoMIiekca «Kpokyc Jkcroy.

IV. CocraBpre rapantuiinoe nuceMo ITAO «Bogokanam» ans HITAO «CantexmpoekT» 00
OKa3aHUM TEXHUUYECKOW NOMOIIM B pa3paboTke pabounmx uyepTekel HacocHoi craHuuu. ITAO
«BopmokaHa» IpOCUT MPOU3BECTH 3Ty pabOTy HEMOCPEACTBEHHO HA €r0 TEPPUTOPHH.

V. CoctaBbTe NHUCbMO-3apOC OOIIECTBEHHON opraHu3auuu «Jpy3bss >KUBOTHBIX» B aJpec
tunorpaduu uznarenscrsa «lIpocsemnienne» o BO3MOKHOCTH BBIIOJIHUTH 3aKa3 Ha U3TOTOBJIEHUE OJIaHKOB
ydeTa ¥ OTYETHOCTH U COOTBETCTBYIOIIEE MUCbMO-OTBET O COIJIACHHU.

VI. CocraBpTe mnHCHMO-0TKa3 pykoBojcTBa (upmbel «I[Ipemuym» (Biamenbiia OQPHUCHOTO
KoMIUIekca) HoBOCETOBCKOMY HAydHO-TEXHUYECKOMY MPEINPHUATHIO IO BOMPOCY MPEIOCTABICHUS
JOTIOTHUTETIFHBIX TUIOIACH IS paciupeHus opuca. YKaxuTe MPUIUHY OTKa3a.

VII. CocraBpTe pexomeHaaTenpbHOoe mTuchbMO ManbieBoir Hpune I[laBnoBHe mis 3aHATHS
JOJKHOCTH DKCIEepTa MO KPeAUTHO-(PUHAHCOBBIM OIEPAlUsIM B KOPIIOPATUBHOM CEKTOPE.

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

JleknuonHble 3ausTHA 1.

Jlenonpon3BOACTBO MO JUYHOMY cocTaBy. OyHKIIUHU oT1ena KaapoB. O0s3aTeNIbHbIE JOKYMEHTBI
KaJpoBOH cIyXObl. JIOKyMEHTBI 10 JTUYHOMY COCTaBY: 3asBJICHHE O NpHEME, YBOJIbHEHHHU, IEPEBOJE;
TPYAOBBIE JTIOTOBOPHI; MPHUKA3bI 110 JUYHOMY cocTaBy. [IpaBoBble acleKThl 3aKIIOUYEHUS, U3MEHEHUS U
MpeKpaIieHus AUCTBUS TPYIOBOTO AOrOBOPA.



TpynoBass kHmxkka. [IpaBuna 3amonmneHus. BHeceHue uM3MeHEHUN B CBEACHHUS O PaOOTHUKE.
Hy6nukar. CBenenust o pabore. HarpaxkaeHus. YBoidbHeHHE. YUET W XpaHEHHE TPYIOBBIX KHHKEK.
OTBETCTBEHHOCTh 32 HECOOIIOACHNE MOPAIKA BEJCHUS TPYIOBbIX KHMXEK. JINuHas KapTouka U JIUYHOE
neno. Paznensr nuunoi kaptouku. OcHoBanue [yt 3anonneHus. Odopmienne mnyHoi kapTouku. Cpoku
XPaHEHUs JIMYHBIX KopTouek. JInuHoe neno.

IIpakTnyeckue 3aHATHSA 2.
JenoBas urpa: «JloKyMEHTHPOBAaHUE IIPOLECCOB YIIPABICHUS

JlenoBast urpa (CUTyarus) MIpOBOJUTCS C LENbIO 3aKPEIUICHUS] TEOPETUUECKUX 3HAHUN CTY/IEHTOB
0 paccMarpuBaeMoil mpoOieme, pa3BUTHS HABBIKOB KOMAaHAHOM pPabOThl, MEXJIMYHOCTHOM
KOMMYHUKAIIUU, ITIPUHATUSA pemeHHﬁ, JIMACPCKUX KAYCCTB.

Ienp nenoBoii urpsl. IIpoBepuTh U OLIEHUTH YPOBEHb TEOPETHUECKOW MOATOTOBKU CTYIECHTOB,
3aKpPCIUTh IPAKTUYCCKUC HABBIKU B obactu JOKYMCHTHPOBAHUSA pr&BHGH‘-IGCKOfI ACATCIIbHOCTH
OpraHu3anuil, npeanpusaTuid, GUpM pazHbIX GOpM COOCTBEHHOCTH U BUJAA AEATENbHOCTU. IIOHATH poib
JIOKYMEHTOB U MX 3Ha4€HUE, KaK IIPaBO OCHOBBI JESITEIbHOCTH CaMOM OpraHU3aluu, TaK U COTPYJHHUKOB,
U Kak 0a3bl CO3JJaHUs PALlMOHAIBHOTO IOKYMEHTAIMOHHOTO 00eCTIeueHHsI.

JlenoBasi cutyauus: opopmiieHHe Ha paboTy.

Lenb: popMupoBaHre yMEHUI U HaBBIKOB paOOTHI C JOKYMEHTaMH TPYJIOBOIO LIMKIIA - IPUEM Ha
paboty, nepeMelleHne U yBoJIbHEHUE paOOTHHKA.

[IpakTueckoe 3ananue:

(] cocTaBiieHUe U IpaBUiIbHOE 0hopMIIeHHE TPOHECCHOHATIBHOIO PE3IOME;

] cobecenoBaHNE U IPUHATHE PELICHUS;

] HOArOTOBKA JOKYMEHTOB, HEOOXOAUMBIX /ISl TPYLOYCTpOICTBA:

aBTOOHMOTpadus, XapaKTePUCTHKA; 3aII0JIHEHHE aHKETHI;

] moka3 mporiecca JIBUKEHHUs COTPYAHUKOB B MEPUOJ PabOThl B (UpME [0 MHUIMATUBE PYKOBOAUTEIS

[] cocTaBiieHHE MTPOEKTa NMPUKa3a 110 JIMYHOMY COCTaBY.

Hror urpsl.

CocraBnenne u odopmieHue npodecCHOHATBHOTO pe3loMe, 3asBlIeHUM, aBToOHorpaduu,
XapaKTePUCTHKH, MPHUKa3a 10 JIMYHOMY COCTaBy. DTH JOKYMEHTHI U COCTaBSIT OCHOBY O(opMIIeHUs
TPYIOBOH JIEATENBHOCTH CTyAeHTa. Onpeenserca no0eauTenb. XapakTepru3yeTcsl ypOBEHb MOATOTOBKH
CTY/ICHTOB.

IIpakTnyeckue 3ansaTus 3.

Bonpocs! 1uist 06cyxieHus:

1. Kak ocymectBisiet rpaxkganamu Poccuu npaso Ha Tpya?

2. Kakue nokyMeHTbI NpeabsBISIIOTCS NpU 0POPMIIEHHN Ha paboTy?

3. Kakue BubI 3asBJICHUI 110 INYHOMY COCTaBY BaM U3BECTHBI?

4. YeM OTIMYAIOTCS MPUKA3bI 10 OCHOBHOMW JIEATEIBHOCTH OT MIPUKA30B M0 JTUYHOMY COCTaBY?

5. Kakue pa3HOBUIHOCTH IPUKA30B 10 JIMYHOMY COCTaBY Bbl 3HaeTE?

6. Kakue tpeOoBaHuS MpenbsABISAIOTCS K OQOPMIICHHIO PEKBU3UTOB MPHUKA30B IO JHUYHOMY
cocraBy Ha [IK?

7. B ueMm mpeumyiecTBa YHUGUIUPOBAHHBIX (OPM JOKYMEHTOB IO OOECIEUEHHIO KaJpamu
OpraHoOB IOCYIapCTBEHHOIO YIPABICHUS?

[IpakTrueckue 3aganus:

1) CocraBbTe 3asBiIeHHE O TpHEeMe Ha paboTy

2) CocraBbTe 3asBIIEHHE O MPEJOCTaBICHUH OTITyCKa: O4epeHOro, yuyeOHoro, 6e3 coxpaHeHus
CoJIepKaHusI.

3) CocraBbTe 3as1BJICHHE 00 YBOJIHHEHUHU.

4) Ha ocHOBaHMM COCTaBJICHHOTO 3asBJICHHs O mpueMme Ha pabotry (3amanue Nel) coctaBbTe U
odopmurte Ha [1K npukas o npueme Ha paboty. Henocraromue pekBU3NTHI BO3BMUTE U3 IaHHBIX 0a30BOT0
NPEINPUSATHSL.

5) Ha ocHOBaHMM COCTAaBJICHHBIX 3asBJICHUH O MPEAOCTaBICHUH OTITyCKa (3aganue Ne 2) coctaBbTe
u opopmute Ha [IK npuka3 o npeaocTaBieHUH OTITyCKa.



6) Ucnonb3ys paHHble 0a30BOro mpeanpustus (HaMMEHOBaHHE OpraHM3alliH, HaMMEHOBaHUE
CTPYKTYpHOTO TOJpa3AeNieHuss U T.I.), cocTtaBbTe U odopmure Ha [IK mpukasel: o moomipeHuu, o
HAJIOKEHUH TUCIUIUIMHAPHOTO B3bICKAHUA; 00 OCBOOOKIEHUH OT 3aHUMAEMON JOKHOCTH.

7) TloaroToBbTe MpEACTABICHUE O MOOIIPSHUU, UCIIONIB3YSI TEMATUKY HAIPaBICHHUH IJIAHOBOTO
3aJjaHus 110 BBITYCKY JIeTajeil), 1 Ha ero OCHOBaHUM cocTtaBbTe U odopmute Ha [1K npukas o nooupeHuu.

Tema 6. OcHOBHbIE NIPUHIUIIBI OPTAHU3AIUM IOKYMEHT0000pOTA.

JleknnoHHbBIe 3aHsATHSA 1.

JIOKyMEHTOOOOpPOT W €ro OCHOBHBbIE OJTamnbl. OpraHu3alioOHHOE TIOCTPOCHHUE  CIYXKOBI
JEIONPOU3BOACTBA.  PasneneHne QyHKOWA MEXKIy TOIpa3ACiIeHUsSIMU  JIEIONPOU3BOJCTBA U
WCIIOJTHUTEIIIMH. Perucrpanus ¥ ydeT IMOCTYHaloUuX B OpraHu3alyio JToKyMeHTOB. [loaroroBka u
perucTpanusi OTIPABIsEMbIX JOKYMEHTOB. [IpoxokjaeHue BHYTPEHHHX JOKYMEHTOB. Y4eT oObema
JTIOKyMeHT0000poTa. KOHTpoIIh 32 UCTIOTHEHHEM JOKYMEHTOB. OpraHu3anus pardoHAIBHOTO ABUKCHUS
JOKYMEHTOB BHYTpU opranuzanuud. OOpaboTka MCHOTHEHHBIX U  OTIPABISIEMBIX JOKYMEHTOB.
Perucrparmonnsie hopmsel. Perucrpaius u uHaeKkcanus T0KyMEHTOB.

IIpakTuyeckue 3ansaTus 2.
[ToaroroBka n 0OCTyKMBAaHUE COBEIIAHMM (JCIOBas UTPa)
PaGota mpoBoAMTCS B MUKpOTPYITaX MO 2 YeTOBEKa.

XoJ1 Urpshl:

1 sran. OnpenenuTs TeMy W Y4YaCTHUKOB coBemlaHus. COCTaBUThH IOBECTKY COBEIIAHUSI.
CocTaBUTb IUIaH MPE3EHTALIMOHHOIO MaTepHuana.

2 stan. [lo pe3ynprataM NMpoBeAEHUS COBEIAHUS COCTABUTH €0 MPOTOKOJI, CACNIATh BBHIMUCKY U3
MIPOTOKOJIA.

B aynuTopun npoucxoauT 3aniuTa 1 00Cy>KIeHNE BCEX JCIOBBIX COBEIIAHUMN.

IIpakTnyeckue 3anaTus 3.
JIOKyMEHTOOO0POT OpraHu3aluu

Bomnpocs! 11t 06cyxaeHus.

1. YTo BXOJMT B MOHATHE JOKYMEHTOOO0pOTa?

2. Kakue [en0mnpou3BOJICTBEHHBIE MPOLEIYpPbl HUMEIT OTHOUIEHHE TOJIbKO K BXOJSIIUM
JIOKyMeHTaM?

3. TonbKO K UCXOASAIIUM JOKYMEHTam?

3aganue.

1. [locTpouts cxemy opraHu3any padoThl ¢ JOKYMEHTaMH.

2. MHCTpYyKIMS 1O AEIONPOU3BOICTBY — KAK OCHOBHOM HOPMATHUBHBIN aKT, PErJIaMEHTUPYIOIINN
paboty ¢ fokyMmeHTaMu. CocTaBUTh NMPUIIOKEHHs (Ha BbIOOP3-4) 1711 HHCTPYKIIMHU IO AETOTNPOU3BOJICTBY.

Tema 7. UcnioiHeHne 10KyMeHTOB. KOHTPO/Ib HenoTHeHUst AOKYMEeHTOB. POpMbI KOHTPOJISA
HCIIOJTHCHUS TOKYMEHTOB. TunoBble HHIAUBUAYAJbHbIC CPOKHA UCIIOJIHEHUSA JOKYMECHTOB.
AHaJIM3 CTPYKTYPHI JOKYMEHT0000pOTA.

CucreMbl 2JIEKTPOHHOI0 IOKYMEHT0000poTa: NPodjieMbl BHeIPeHUs1, IPeMMYyIecTBa U
HEeJO0CTATKH MCIOJIb30BAHUA B JOKYMEHTAIlHOHHOM YIIPABJIECHHU OPraHU3alHei.

Jleknuonnsle 3ansaTuga 1.

Hcnonuenue noxkymeHTOB. KOHTpOIbh HCMONHEHUS! TOKYMEHTOB. DOPMBI KOHTPOJIST UCTIOHEHUS
JIOKYMEHTOB. THUIOBbIE W WHIWBHUAYAIbHBIE CPOKH HCIIOJHEHHS JIOKYMEHTOB. AHAIHW3 CTPYKTYphI
JIOKyMEHTO000pOoTA.

CuctemMbl 3JIGKTPOHHOTO JIOKYMEHTOOOOpOTa: MpoOJIeMbl BHEAPCHHs, IPEUMYIIECTBA W
HEJIOCTaTKH UCTIOJIh30BaHUS B JOKYMEHTAIIMOHHOM YIIPaBICHUHN OpPTraHU3alueH.



IIpakTu4yeckue 3aHaATHs 2.
OdopMieHre U COMPOBOKIACHUE CTPAXOBOTO CIyYasi, pacdyer
Lenb: u3yuuTh 001K MOPAI0K OOPMIIEHUS M COITPOBOXKIEHHUS CTPAXOBOI'0O ClIydas,

paccMOTPETh OpraHU3aluIo0 JOKYMEHTO000pOTa CTPax0BOH KOMIIAHUM 110 PErUCTPALUU U YUETy
CTPaxOBBIX BBIIIAT.

PaccmarpuBaembie BOIIPOCHI

1) [Mopsaok BeaeHus XKypHana yuera CTpaxoBbIX BBIILIAT.

2) Yuer BbIIIAT MO MPSIMOMY CTPaxXOBAaHUIO, COCTPAXOBAHHIO U INEPECTPAXOBAHMIO HA CUETAX
OyXraiaTrepckoro y4yera

[IpoBenenue nuckyccun Ha Temy «HeoOXOOUMOCTh yueTa CTPaxoOBBIX YIIEpPOOB M BBIILIAT
CTPaxOBILUKOM.

Kparkuit Teopernyeckuii Marepuan

B cpoku, onpenenennsie B [IpaBunax crpaxoBanus wiu J[oroBope cTpaxoBaHus B MHCbMEHHOM
dopMme (3asiBiieHHE 00 YOBITKAX WM TMOBPESKICHHUSIX IO CTPAXOBAHUIO OOBEKTOB), MOJATOTOBUTH U
npenctaBuTh CTpaxoBIIUKY CBEACHHs 00 00CTOATENbCTBAX HACTYIIJICHUS YObITKA (aBapuu, yiiep0a) u ero
(ee) pazmepax.

B 3asBneHuu ykasbiBaeTcs:

1. HaumeHoBaHue u aapec CTpaxoBaTens;

2. HOMEp CTPaxOoBOTo I0JIUCA;

3. HAUMEHOBAHUE 3aCTPaXOBAHHOI'O(bIX) 00BEKTA(OB);

4. agpec U MECTO HACTYIUIEHUS CTPaxXOBOI0O Cllyyasi;

5. BpeMms U JjaTa, KOI/1a BOZHUK YOBITOK (IIPOM301ILIA aBapHusl);

7. ®.M.0., mpodeccuro u ajapec cBUAETENECH HACTyNJIeHUS YyObITKAa (aBapuM), €CIIM TAKOBbIE
UMEIOTCS;

8. HaMMEHOBaHMEe MOBPEXICHHOTO(bIX) 00bEKTa(0B), KAKHE MMEHHO YaCTH MTOBPEXK/ICHBI, B KAKOM
00BeEME;

9. Kak HacTynuj yObITOK (IIPOU30IILIA aBapHsl), BEPOSITHASI IPUUMHA €T0 HACTYIICHHS,

10. noBpexaeHue COOCTBEHHOCTHM TPEThUX JUI] M COCelHEH COOCTBEHHOCTH, TEJIECHBIE
MOBPEXICHHUS;

Tema 8. CucremaTusanus 10KyMeHTHOI uHopmanuu. OnepaTuBHOe XpaHeHHe TOKYMEHTOB U
AeJt.

Jleknuonubie 3ausaTus 1.

DKcrepTu3a ILEHHOCTH JOKYMEHTOB W JOKYMEHTHOM wuH(opmaruu. OOmme TpeboBaHUS K
cucTeMaTtu3aluu JoKkyMeHToB. Homenknarypa aen. Buasl Homenkinatyp gen. CocraBiieHHE 3aroJiOBKOB
JEII.

OcHoBHble TipaBuUiia (QopMupoBanus jaein. OnepaTHBHOE XpaHEHHWE JOKYMEHTOB U JIell.
Opranuzanus WHGOPMAIMOHHO-CIIPABOYHONW pPAa0OTHI MO JOKYMEHTaM OIEPATUBHOTO XpaHEHHS.
Odopmnenne 0010KKH J1ena.

[ToaroroBka nen k apXxuBHOMY XpaHeHHt0. CocTaBlieHUE BHYTPEHHEN OMUCU TOKYMEHTOB JI€Nla U
3aBeputenbHOM Haamucu. CoctaBienne u odopmiieHue omwuceil. Buapl ommceit. JlokymeHTHpOBaHME
nepeaavu e Ha XxpaneHue. OdecreyeHne COXpaHHOCTH TOKYMeHTHOH nHGopManuu. OCHOBBI apXHUBHOTO
MOMCKA JOKYMEHTOB.



5. INEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUSA JJIA
CAMOCTOSTEJBHON PABOTHI OBYUYAIOIIUXCS IO JUCIUILIUHE

5.1. Buabl ¥ OpraHu3anusi CaMOCTOATEJIbLHOH Pa0doThI 00y4ar0IMXCS

VYcnemHoe OCBOGHHE TEOPETHYECKOro Marepuaia M0 JUCHUILUIMHE «J{OKyMeHTaloHHOe
o0ecrieyeHne yrnpaBieHus» TpeOyeT caMOCTOATEIbHON pabOThI, HAIIEICHHON Ha YCBOGHUE JIGKIIMOHHOTO
TEOPETUYECKOr0 MaTepuaja, pacllMpeHHe W KOHKPETH3aIUI0 3HAHUN MO0 Pa3sHOOOpa3HBIM BOIPOCAM
mucuuruHbel. CaMocToATeNnbHasE padoTa CTYyICHTOB PEAYCMaTPUBAET CIEAYIOIINE BUIbL:

1. AynutopHasi camocTosiTellbHas padoTa CTyJ€HTOB — BBIMOJIHEHUE HA CEMUHAPCKUX 3aHSATHIX
3aJaHMi, 3aKPEIUIAIONIMX IIOJYYCHHBIE TEOPETHUECKHE 3HAHMA JHOO pAaCHIMPSIONIME UX, a TaKkKe
BBITMIOJIHEHHE Pa3HOOOPA3HBIX KOHTPOJIBHBIX 3aJaHUil MHIUBUAYAIBHOTO HJIM TPYIIOBOTO XapakTepa
(TOATOTOBKA YCTHBIX JIOKJIAJOB MJIM COOOIIEHUH O pe3ysibTaTax BBHINOJHEHHUS 3aJaHHi, BBIMOJIHEHHE
CaMOCTOSITENIbHBIX TPOBEPOYHBIX Pa0OT MO UTOTaM M3y4YEHHS OTACIbHBIX BOIPOCOB U TEM JUCIHUILINHEI);

2. BueaynuTopHas caMoOCTOsIT€TIbHAas paboTa CTYIEHTOB — MOJIrOTOBKA K JIGKIMOHHBIM H
CEMHUHAPCKUM 3aHSTHUSIM, TOBTOPEHHE W 3aKpEIUIEHHWE paHee M3yYEeHHOrO0 TEOPETHUECKOro Marepuana,
U3ydeHre MpoOjeM, He BHIHOCUMBIX Ha JICKLWH, BBHIMOJIHEHUE MPAKTHYECKUX 33/aHUM, MOJIrOTOBKA K
TECTUPOBAHUIO MO TUCIHUILINHE, BHITOJIHEHNE UTOTOBOM pabOTHI.

bonbiioe 3HaueHwe B MpenojaBaHUM JUCLMILIMHBI OTBOAMUTCS CAMOCTOSATEIBHOMY IIOUCKY
CTyJIEHTaMH UH(OPMALIMU IO OTAEIBHBIM TEOPETHUECKUM U MPAKTHYECKUM BOIIPOCaM U MpobaemMam.

[Ipy naHupoBaHMM M OpraHU3alUd BPEMEHHU JUIsl M3YYEHUS JTUCLUIUIMHBI HEO0O0XOIUMO
pykoBojacTtBoBaThess 1. 4.1.1 wmmm 4.1.2 paboueét mporpamMmbl JUCHHUILIAHBI «JlOKyMEHTAIMOHHOE
o0ecrieyeHne ynpaBJIeHUs» U 00ECIIEYUTh TOCIE0BATEIbHOE OCBOCHUE TEOPETHUECKOT0 MaTepHaia 1o
OTJICIIbHBIM BOTIPOCAM U TEMAaM.

Haunbonee menecooOpa3eH clHenyrOmUid MOPSAOK HM3YYEHUS TEOPETUYECKHX BOIPOCOB IO
JuciuIinHe «JlokyMeHTalmoHHOe o0ecrieueHre yIpaBiIeHUsI»:

1. I3ydenue cipaBOYHUKOB (CIIOBApEH, SHIIMKIIONEAMI) C IEJIbIO YSICHEHUS 3HAYCHUSI OCHOBHBIX
TEPMHUHOB, IOHATUH, OTIPEICTICHHUIA;

2. U3yyenue yueOHO-METOAUYECKUX MATEPUAIIOB JIJIsl JIEKIIMOHHBIX M CEMUHAPCKUX 3aHATHIH;

3. N3ydyeHue peKOMEHIYEMOW OCHOBHOM M JOIOJHUTENBHOM JINTEPATypbl M 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX HCTOYHUKOB;

4. VI3yyeHue NOTMOJIHUTEIBHON JHUTEpaTyphl M SJIEKTPOHHBIX MH(OPMAIMOHHBIX MCTOYHHUKOB,
OTIpe/IeNIEHHBIX B PE3Yy/IbTaTE€ CAMOCTOSTENILHOTO MIOKUCKA HH(OPMALINN;

5. CamocrosiTenbHasi MPOBEpKa CTENEHH YCBOEHHs 3HAHUM MO KOHTPOJIBHBIM BONPOCaM W/WIIH
3a/laHusM;

6. IloBTOpHOE M JOMOJHUTENBHOE (YIIyOJIEHHOE) HM3Y4YeHHE pacCMOTPEHHOro Borpoca (Ipu
HEOOXOIUMOCTH).

B npouecce camocrosiTeabHON paboThl Haj yuyeOHBIM MaTepHallOM PEKOMEHIYETCs COCTaBHUTh
KOHCIIEKT, IJIe KpaTKo 3alMcaTh OCHOBHBIE MOJIOKEHUS U3ydaeMol TeMbl. [lepexonuTs K cienyromemy
pas3ziesly MO>KHO I10CJIE TOrO, KOrja IpeIuIeCTBYIOIUN MaTepHall MIOHAT U yCBOEH. B 3aTpy HUTENBHBIX
ClIy4asiX, BCTPEYAIOIIMXCS NPU HU3YUYEHUU Kypca, HEOOXOIMMO OOpaTUThCS 3a KOHCYyJIbTalued K
IIPENoAaBaTelto.

[Ipy u3yyeHUM AMCUMIUIMHBI HE PEKOMEHIYETCS HCII0JIb30BaTh MaTepHallbl, MOATOTOBICHHBIE
HEM3BECTHBIMHM aBTOPAaMH, pa3MELICHHble Ha HEO(MUIMANbHBIX CaiTaX HEIEeIOBOro COAEpIKaHUs.
KenarenbHo, 4TOOBI HCTIOIB3YyEMbIE OMOIMOTrpadrUecKre HCTOYHUKH OBbUIH U3aHbl B IIOce1HuE 3-5 NeT.
CryneHTbl TpH  BBINOJHEHUM CaMOCTOSTENIbHOM  pabOTBl  MOTYT  BOCHOJB30BAaThCS — y4eOHO-
METOJIMYECKUMH MaTepHajllaMyd MO0 JAMCHUIUIMHE «J/{oKyMeHTalMoHHOe oOecnedeHrue YIpaBIeHUs,
NPEJCTAaBICHHBIMUA B 3JIEKTPOHHOW OMOJIMOTEKE MHCTUTYTA, M NPEIHA3HAYEHHBIMU JJISl MMOATOTOBKH K
JIEKIIMOHHBIM M CEMUHAPCKUM 3aHSATHUSIM.

IlepeyeHb OCHOBHBIX y4eOHO-METOAMYECKUX MATEpUAIOB JJISl JIEKIIMOHHBIX M CEMHUHApCKUX
3aHATUN MIPEJICTaBIIEH B I1. 7. pabouell mporpaMMbl JUCITUITUHBL.

KoHTponbs ayauTOpHONW €aMOCTOATENBbHOM paboThl OCYIIECTBISETCS B (hOpME POJIEBBIX UIP,
cobecenoBanusa. KoHTponp BHEayAUTOPHON CaMOCTOSTENbHONW pabOThl CTYAEHTOB OCYILECTBISETCS B
¢dopMe yCTHOTO MIIM TUCBMEHHOTO OTIPOCa.

[IpomMexxyTOUHBI KOHTPOJL 3HaHUKW B (opMe 3adera OCYIIECTBIBIETCS IOCPEICTBOM
IMMCBbMEHHOTO TECTUPOBAHUS, BKIHOYAIOIIEr0 BOIPOCH! U 3aJaHUs 111 CAMOCTOATEIBbHOTO U3yUEHHUS.



OuHo-

Ounas 3aouHasn Samanus Ui dopma
Tewma, pazaen 3a049Has o
dhopma (bopma dbopma | camocTosATEeTEHON PaOOTHI KOHTPOJIS
Ha ocnHoBe nexunu u
JOTIOJIHUTEIBHO MaTepuana
COCTaBUTH XPOHOJIOTUYECKYIO
tabnmity o teme "Mcropus
OopraHu3anv U TCXHOJIOTMH
Jenomnpou3BojicTBa B Poccun'.
B ctpykrype
| .HopMaTHBHO- XpOHOJIOF61/ILICCKOI/I TaOIUIIBI
OJDDKHBI OBITH OTPa’KCHbBI
METOInYECKas 6aza A P
CIIC/TyOLIHE TIEPHOIBI
JOKYMEHTAIlMOHHOTO XpOHOJIOTHYecKas
6 8 12  |menompoun3sBoacTBa:
obecrieueHus ynpaBleHUs Tabnuia.
1.1 Jlemonpon3BoiCTBO B
B P®: wucropus Bompoca, .
Hpesneit Pycu
OCHOBHBIC TEPMHUHBI. 1.2 TIpukasHoe
JIeJIOTIPOU3BOJICTBO
1.3 Komnnexckoe
JICJIOTIPOU3BOJICTBO
1.4 UcnonHurenbHoOE
JICJIOTIPOU3BOJICTBO
1.5 CoBetckoe
JeT0NPOU3BOJICTBO
Ha ocHOBe HOpMaTWBHBIX
aKTOB u OTKPBITHIX
2. OpranuzaioHHast
HMCTOYHUKOB WHTEPHET
JIOKYMEHTAITHUS:
CaMOCTOATENIbHOE  M3Y4YEHUE
TpeOoBaHU K .. |[KoHCTIEKT
OpraHU3aIMOHHO- TPaBOBOM
COCTaBJICHUIO ul 6 8 14 OCHOBHBIX
JIOKYMEHTAIUU: yCTaB, .
0 OpMIICHHUIO. MOJIO’KEHUH.
TIOJIOXKEHHUE, WHCTPYKITHUSA,
Texnomoruss paboOTBl ¢
JIOTOBOD. HeranbHoe
JIOKyMEHTaMH.
3HAKOMCTBO C PEKBHU3UTAMU
KQ)XJIOTO BUJIA JOKYMEHTA.
[ToBTOpEHME M 3aKpeIIeHNE
M3YYEHHOT0 MaTepuaa mno
teme "PacniopsauTenbHas
JTOKyMEHTaIus'"":
3. PacnopsaurensHas 1. Ha3znauenue
JIOKYMEHTAITHUS: pacropsiIuTeTbHON
TpeOoBaHUS K JIOKYMEHTAIUH.
COCTaBJICHUIO 51 6 8 12 [2. Buns! u ocobeHHOCTH 3a4er.
0 OpMIICHHUIO. pacnopsiANTeIbHON
Texnomorus paboTel ¢ JIOKYMEHTAITUH.
JIOKYyMEHTaMH. 3. IIpaBuiia coctaBieHus

OCHOBHBIX
pacropsIAUTEIBHBIX
JIOKYMEHTOB, CTPYKTYpa
TEKCTa U PEKBU3HTBI.




IloBTOpEeHHE M 3aKpeILIeHuE
M3Y4YEHHOTO Marepuaia I0J

TeMe "CnpaBouHo-
4. CnpaBoyHo- uH(pOpMaIMOHHBIC
UHPOpPMAaLMOHHAS JIOKYMEHTHI'":
JIOKYMEHTaIus: 1. Ha3nauenuwe crnpaBo4HO-
TpeOOBaHUs K MH(pOpPMaAITMOHHBIX
p 8 14 Gop 3auer
COCTaBIICHUIO u JIOKYMEHTOB.
0(OPMIICHHUIO. 2. Bunsl 1 0COOCHHOCTH.
TexHomorust paboOTHl ¢ 3. IlpaBuna cocraBieHuUs
JIOKYMEHTaMHU. OCHOBHBIX CIPAaBOYHO-
MH(OPMaLMOHHBIX
JIOKYMEHTOB, CTPYKTypa
TEKCTa U PEKBU3UTHI.
OTBeTHTh HA  CIEIYIOIINE
BOIIPOCHI O MPaBUJIAX BEICHUSI
TPYIOBOM KHUKKH B
OpraHH3aIiH:
[IpaBu MOJIHCHUS.
5. Kanpopas PaBila 3aroJIHe 5
. Buecenue W3MEHEHHI B
JIOKYMEHTAIHS:
CBEJICHUS 0 PaOOTHHKE.
TpeOoBaHUS K
Jybmukar.
COCTaBIICHUIO u 10 16 3auer.
Caenenus o padore.
0(OpMIIEHHUIO. H
T ot o arpaxIeHuUsI.
CXHOJIOTHA — pa YBoNBHEHHE.
AOKYMCHTAMH. YdeTr W XpaHEHUE TPYIOBBIX
KHIDKEK.
OTBETCTBEHHOCTh 3a
HecoOII0IeHNe nopsiiKa
BCACHUA TPYAOBBIX KHHUXKCK.
[loBTOpEHNE M 3aKperieHue
M3Y4YEHHOTO MaTepuaia 1o
TeMe "OCHOBHBIE NMPUHLIMIIBI
OpraHu3aIu
6. OcHOBHBIE ITPUHIIMIIBI JOKyMeHTooOopoTa':
OpraHu3aIu 12 18 (1. DTambl JOKyMEHTOOOOPOTA [3aUeT.

JIOKYMEHTO000pOTa.

2. Perucrpauus u  yuer
MOCTYHAOMINX JOKYMEHTOB.
3. Yuer 1oKyMeHT0000poTa
4. KOHTpOJIb 32 UCMIOJTHEHUEM
JIOKYMEHTOB.




7. Hcnonnenne

nokyMeHToB.  KoHTpoib

WCIIOJIHEHUS TOKYMEHTOB.

Dopmsbl KOHTPOJIA

UCIIOJIHEHUS TOKYMEHTOB.

Tumnossie u PasBepHyTblE  IIMCBMEHHBIC
WHIVBUAYAJIBHBIE  CPOKHU OTBETHI Ha BOIIPOCHI:
UCIIOJIHEHUS] JIOKYMEHTOB. Cucremsl AJIEKTPOHHOIO
AHanu3 CTPYKTYpBI JIOKYMEHTO000poTa:
JIOKyMEHTO000pOTA. 3 6 10 |mpoGiembr BHEJIPCHUS, 3ader
CucreMbl  3JIEKTPOHHOIO IIPEUMYILIECTBA U HEIOCTATKU
JIOKyMEHTO000pOTA: WCIIOJIb30BaHUS B
po0IeMbl BHEJPCHUS, JOKYMEHTallMOHHOM
IIPEUMYILECTBA u yIpaBJIE€HUU OpraHu3aluen.
HEI0CTaTKU

MCIIOJIb30BaHUs B

JIOKYMEHTallMOHHOM

yIpaBjeHUU

OpraHu3aIuen.

UTOI'O 43 60 96

5.2. Y4eOHO-MeTOAHYEeCKOE 0OOecTieueHHe CAaMOCTOATEbHOM padoThl 00y4aommuXxcst
VY4ebHo-MeTo1nuecKkoe 00ecreueHre CaMOCTOSTENIbHOW paboThl 00Y4arOLIMXCsl OTPAXKEHO B 11.7
paboueii mporpaMMbl AUCHUIUINHBI «/l0OKyMeHTallMOHHOE 00ECTICUCHHE YIIPABICHUS.

6. KOMIUIEKTBI OLHEHOYHbBIX MATEPHUAJIOB J[UUIsA [IPOBEJEHMUSA
MMPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIIUXCA MO JUCIATIIMHE

6.1. IlepeyeHp KOMIIETEHIMI ¢ YKa3aHMEM 3TANOB HX GOPMHUPOBAHMS B NpPoILecce OCBOCHHS
o0pa3oBaTe/IbHON NPOrPaMMBbI

OcBoeHure JUCIUTIIMHBI HAallpaBiIeHO Ha (JOPMUPOBAHUE:

npogheccuoHanbHbIX KOMNEemeHyutl

I1K-4 CniocoGeH OoCyIIeCTBIATh JESTeIbHOCTh M0 MJIaHUPOBAHUIO, OPTaHU3allMK, MOTUBAIMU U
KOHTPOJIIO PabOThl MEpCOHanIa, 00ECHEUEHUIO JTOKYMEHTALMOHHOTO COIPOBOXKAEHUS YIPABICHUYECKUX
IIPOLIECCOB

I1K-8 Crioco6eH T0KyMEeHTaIbHO OQOPMIISTh CTPAXOBbIE ONEPAIH, OCYILECTBIIATh AEHCTBUS 1O
O(OPMIICHHIO CTPAaxOBOIO Ciy4as, COCTaBIATh CTAaTHCTUYECKYH0 OTYETHOCTh OpraHU3alUM 10
COLIMATIbBHOMY 00€CIIEYEHUI0

JlaHHBIE KOMIIETEHIIMH (POPMUPYIOTCS B TIPOIIECCe U3YUECHHUS JUCIUIUIMHBI Ha IBYX dTanax:

sTan | — TeKyImmii KOHTPOJIb;

9Tan 2 — MPOMEXYTOUHas aTTeCTalus.

6.2. Onucanue mokasareJieil 1 KpuTepHeB OLEHUBAHUS KOMIIETEHIIMIA HA Pa3JIMYHbIX 3TANaxX
ux (popMupoBaHMS, ONIMCAHNE IKAJ OLIEHUBAHUSA

OreHKa KOMITETEHITNI Ha Pa3IMYHBIX dTanax ux (POPMHUPOBAHUS OCYIIECTBISETCS B COOTBETCTBUU
¢ TlomoxkeHreM O TEKyIIeM KOHTPOJIE M MPOMEXKYTOUHOU aTTecTaruu, [lojmokeHnem o OautbHOM M
PEUTHHTOBOM cHUCTEMaX OIEHUBAaHUS W TEXHOJOTMueckod kaprtou mucturuimHbel (IIpunoxenue 1),
npuHATEIMU B MHCTUTYTE.



6.2.1. Ilokazamenu u Kpumepuu oyeHUBaAHUs:
KOMnemeHyutl Ha smane mexyujeco KOHmpoJis

Ne n/m| Iloka3aTenn oueHUBaHUS Kpurepun ouneHuBaHust Hlkana
OllEHUBAHMS
1 |[Tocemenne u paGora Ha|l. IlocemeHue 3aHATHNA: a) MOCEIHICHUE 0-35
JICKITMOHHBIX U|JCKIMOHHBIX ¥ TPAKTHYECKUX 3aHITHH, O)
NPaKTUYCCKUX 3aHATHUSX [COOTIOICHUE TUCIIUITIIHHBI.
(cobecenmoBanmue, 2. PaboTa Ha IEKIIMOHHBIX 3aHITUSX: &) BEACHHUE
KOHTPOJIbHAS pabora,|KOHCIIEKTa JIeKIUH, O) YpPOBEHb OCBOCHUS
KPYTJIBIA CTOJM M TUCKYCCHSI ) |[TCOPETUUECKOTO MarepHalia, B) aKTUBHOCTh Ha
JeKIMH, YMEeHHE (OpPMYJIMPOBaTH BOMPOCHI
JICKTOPY.
3. Pabora Ha NpPaKTUYECKUX 3aHATUAX: a)
YPOBCHB 3HaAHUS y4eOHO-TIPOrPaMMHOTO
MaTepuana, O) yMEHHE BBINIOJHATH 3aTaHUS,
NPEyCMOTPEHHBIE TPOTPaMMOM  Kypca, B)
MPAKTUYECKHE HABBIKH Pa0OTBI C OCBOCHHBIM
MaTepPHAaJIOM.
2 |[IucemenHOE 3a7aHNE 1. HoBu3Ha TekcTa: a) aKTyaJIbHOCTb TEMBbI 0-25

UCCIIeI0BaHMsl; 0) HOBU3HA U CAMOCTOSITEIbHOCTD
B IIOCTaHOBKE MpoOIeMbl, (HOPMYIUPOBAHHE
HOBOTO aCIeKTa W3BECTHOH MpoOJIeMbl B
YCTaHOBJICHUH HOBBIX CBSI3€H (MEXIPEIMETHBIX,
BHYTPUIIPEIMETHBIX, = HWHTErPAllMOHHBIX);  B)
yMeHHe  paboTatb  C  HUCCIIEIOBaHUIMH,
KPUTHYECKON JIUTEPATYPOU, CUCTEMATU3UPOBATh
U CTPYKTYpHpOBaThb MaTepual; T') SBIECHHOCTb
ABTOPCKOW  TO3WIMH,  CaMOCTOSATEIBHOCTD
OLIGHOK M CYXJEHHH; 1) CTUJIEBOE EIUHCTBO
TEKCTa, €IMHCTBO )KAHPOBBIX YEPT.

2. CreneHb pacKpbITUS CYLIHOCTH BOIIpOCa: a)
COOTBETCTBHE IUTAHA TEME  MUCHMEHHOTO
3aJjaHus; 0) COOTBETCTBUE COJAEPKAHUS TeMe U
IUIaHy THCHMEHHOTO 3aJaHHs; B) IOJHOTA H
rnyOMHa 3HaHWM MO TeMe; I') 00O0CHOBAHHOCTb
Croco0OB U METOJIOB pabOTHI C MAaTEpPUATIOM; €)
yMEHUE 000011aTh, JIeNIaTh BBIBOJBI,
COIIOCTABJISITh PA3IMYHbIE TOUYKH 3PEHHS 10
OJIHOMY BoTmpocy (Tpobieme).

3. OOGOCHOBaHHOCTh BBIOOpAa HCTOYHHKOB: Q)
OLIEHKa MCIOJIb30BaHHON JUTEPATYPHI:
MPUBJICYEHBI TN HAN0OJIee N3BECTHBIE PA0OTHI MO
TeMe HccienoBaHus (B T.4. KYpHaJIbHbBIE
nyOJIMKalliy ~ TOCIEAHUX  JIeT,  TOCJEeIHUE
CTaTUCTHYECKUE JaHHBIE, CBOJKHU, CIPAaBKU H
T.J.).

4. Cobaronenue TpeGOBaHUM K OQOPMIICHHIO: a)
HACKOJIKO BEPHO O(OPMIICHBI CCBUIKM Ha
UCTOJIb3yEMYIO JIUTEpaTypy, CITMCOK
TuTEpaTypel; ©0) OIEHKa T'PaMOTHOCTH |
KYJIBTYpBI U3JI0KEHUs (B T.4. opdorpaduieckoii,
MYHKTYaI[MOHHOM, CTHUJIMCTHYECKOW KYJIBTYPHI),
BJIaJICHHE TEPMHHOJIOTHEH; B) coOMoeHHe
TpeboBaHUi K 00bEMY TUCEMEHHOTO 3a/1aHMS.




3  |IIpakTHueckoe 3agaHue 1. Awnanu3z mnpobirembl: a) yMEHHE BEpHO, 0-50

KOMIIJICKCHO n B COOTBECTCTBHUH C
€U CTBUTEIILHOCTBIO BBIACIUTH IIPpUYNHBI
BO3HHUKHOBCHUA HpO6J’I€MI:I, OIMMCAaHHOM B

NPAaKTUYECKOM 33/1aHUH.
2. CrpykTypupoBaHuEe MpoOJIeM: a) HACKOJIbKO
YETKO, JIOTUYHO, ITOCTIEI0OBATEIBHO OBLIH U3JI0KEHBI
npo0JIeMbl, YYaCTHUKH MpPOOJIeMbl, MOCIEACTBUS
poOJIEMBI, PUCKH JIJIs1 00BEKTA.

3. IlpennoxxkeHue cTpaTeruyeckux ajJbTEPHATHUB: a)
KOJIMYECTBO BAPUAHTOB pEIICHUsS MpoOeMbl, 0)
YMEHHE CBA3ATh TEOPUIO C MPAKTUKOM IPHU PEIICHUH

mpo0JeM.
4. OOocHOBaHME  peHICHUS: a) HACKOJBKO
apryMEeHTHpPOBaHa TIO3HITHS OTHOCHTEIBHO

MPEUIOKEHHOTO PEIICHHS TPAKTHYECKOTO 3aJaHHS;
0) ypoBeHb  BIaJCeHHSA  NPodhecCHOHATBLHOMN
TEPMUHOJIOTHEN.

5. JlornyHocTh WBNOXKEHUs Marepuana: a)
HACKOJIBKO COOJIIOZICHBI  OOIICTIPUHATBIE HOPMBI
JIOTUKU B MPEAJIOKEHHOM pelleHnH, 0) HACKOIbKO
NPEUIOKEHHBIN TITaH MOXKET OBITh pealn30BaH B
TEKYIIUX yCIOBHSIX.

6.2.2. [lokazamenu u Kpumepuu oyeHU8AHUs
KOMNemeHyull Ha 3mane npoMedlCymoyHolu ammecmayuu

[TpomesxyTouHasi aTTecTanys Mo AUCIUILINHE IPOBOAUTCS B OopMe 3a4éTa B BHJIE BHITIOITHEHUS
TECTUPOBAHUS W/UIIN UTOTOBOI paboTHI.

HroroBeie 3amaHus pa3pabaThIBAlOTCSA MO OCHOBHBIM BOIIPOCAaM TEOPETHUYECKOTO MaTepuayia u
MIO3BOJISAIOT OCYILECTBIIATH IIPOMEXYTOYHBIM KOHTPOJIb 3HAHUIN U CTEIIEHU YCBOCHMS MaTepHalla.

[Ipu npoBeieHNH TPOMEKYTOUHOH aTTECTALMM CTYACHTOB 10 TUCUMILUIMHE «/{0KyMEHTallMOHHOE
o0ecrieyeHre yNpaBiIeHUs» MOTYT (OPMHPOBATHCS BAapHAHTBhl TECTOB, OTHOCSIIUXCS KO BCEM TeMaM
JUCLATIIINHBI.

OmneHka 3HaHUH CTYJEHTOB OCYILECTBIISIETCS B COOTBETCTBUHU C [lonmokeHneM o OayulbHOM U
PEHUTHHIOBOM CHCTEMAaX OLIEHUBAHMS, IPUHATON B IHCTUTYTE, M TEXHOJIOTMYECKOW KapTON JUCIUILINHBI

Ne Iloka3aTesn oueHUBaAHUA Kpurepun onenuBanns Ixana
n/n OLICHUBAHUS
1 |Urorosas pabora KomndectBo 0ammoB 3a TecT MPOMOPIMOHAIBHO 0-25
KOJINYECTBY MPABUIIbHBIX OTBETOB HA TECTOBBIE
3a7aHusl. [Moce MIPOXOXKICHHS TecTa

CYMMHUPYIOTCSI PE3YyJbTAThl BBINOJHEHUS BCEX
3aaHUi JUI1 BBICTABJIECHUSA OOIINEH OIEHKU 3a
TECT.




6.3. TunoBble KOHTPOJIbHbIE 3aJAHUSI UM MHbIE MATePUAJIbl, HEOOXOAUMBbIE VISl OLEHKHU
3HAHMH, YMeHHMii, HABBIKOB W (MJHM) ONBITA /AeATEJbHOCTH, XaPaKTePU3YKOIIMX 3TANbI
(popMupoBaHus KOMIEeTEHIIHI B IIpoIecce 0CBOCHUs 00pa30BaTeIbHOI MPOrpaMMbl

6.3.1. Tunosvle KOHMPOILHBLE 3A0AHUSL UTU UHbLE MATNEPUATILL
Ha 3mane mexkyue2o KOHmpOoJis
Ilocemenue U padoTa HA JIEKIMOHHBIX H MPAKTHYECKHX 3aHATHUIX (co0ecel0BaAHHE, KOHTPOJIbHAS
padoTa, KPYIJbIi CTOJ U AUCKYCCHUS)

[Ipu mpemogaBaHWM  JUCHUIUTAHBI  «JlOKyMEHTAallMOHHOE  OOECIeUeHUE  YIpPaBICHUS
NPUMEHSIOTCSI pa3HO00pa3Hble 00pa30BaTEIbHBIC TEXHOJIOTUN B 3aBUCIMOCTH OT BHJIA U TeJIeH Y4eOHBIX
3aHATHIA.

Teoperndeckuii Marepuan u3iaraeTcs Ha JISKIIMOHHBIX 3aHITUSAX B CIEIYIOMUX hopMax:

- MpOOJIEMHBIE JICKIIHH;

- nexusg-oecena;

- JIGKIIMH ¢ pa300pOM MPAKTUIECKUX CUTYaIHA.

[IpakTHyeckue 3aHATHS IO JUCHUIUIMHE «J{OKyMEHTAIlMOHHOE OO0eCHeUCHUE YIIPaBICHUS
OpPUEHTHPOBAHBI HA 3aKPEIUIEHUE TEOPETUUYECKOTO MaTepHaja, H3JI0KEHHOTO Ha JICKIIMOHHBIX 3aHITHSAX,
a TaK)Ke Ha MPUOOPETCHHE IOTIOTHUTEIILHBIX 3HAHUH, YMEHUH U TIPAKTUYECKUX HABBIKOB OCYIICCTBICHUS
npoeCCHOHATBHON  JIEATENIFHOCTH TIOCPEACTBOM aKTHBHM3AallMM M YCHJICHHS CaMOCTOSATEIBHOM
JESITeTIBHOCTH 00YYarOIIUXCSL.

BonbIIMHCTBO MPAKTUYECKUX 3aHATHI MPOBOJISATCS C TPUMEHEHUEM aKTUBHBIX OPM O0YUICHHSI, K
KOTOPBIM OTHOCSITCSL:

1) yCTHBII ONpOC CTYAGHTOB C 3JeMEHTaMH Oecebl U AUCKYCCHH 110 BOTIPOCaM, BEBIHOCHMBIM Ha
NPaKTUYCCKHUE 3aHSTHSI,

2) rpymmoBas paboTa CTYAEHTOB, NPEINOIararolias COBMECTHOE OOCYXICHHE KaKOW-Tuoo
po0JIeMbl (BOIIpOca) v BEIPAOOTKY €IMHOTO0 MHEHHUS (TIO3UIIMHN ) IT0 HeH (METO/I TPYIIIOBOTO 00CYKIEHUS,
KpYTJIbIN CTOMN);

3) KoHTposbHAsA paboTa MO OTAENBLHBIM BOIPOCaM, IIeNIbI0 KOTOPOil SIBISIETCS TPOBEpKa 3HAHUHN
CTYZICHTOB 1 YPOBEHB TOJTOTOBJICHHOCTH JIJIsl YCBOSHUSI HOBOTO MaTepHaa 1o JTUCIHUIIIHHE.

Ha mpakTuyeckux 3aHATHAX OLEHUBAIOTCS M YYUTHIBAIOTCS BCE BUJBI AKTUBHOCTH CTYACHTOB:
YCTHBIE OTBETHI, JOMOJHEHHS K OTBETaM JIPYTUX CTYACHTOB, y4acTHE B IUCKYCCHUAX, paboOTa B rpyMIax,
WHUIIUATUBHBIA 0030p MPOOIEMHOT0 BOMpOCa, MMCbMEHHas padoTa.

ITucbMeHHOe 3a1aHue

(Popmupyembie kommnereniun: [1K-4, [TK-8 )

ITucemennoe 3ananue 1 «OcoOEHHOCTH COCTaBJIEHUS, BUJAbI M CTPYKTYpa TEKCTa HEKOTOPBIX
BUJIOB JJOKYMEHTOBY

MaxkcumanbHbii 6amt — 15

Ortser B Buje daiina B popmare doc

3aganue:

1. [pusectu 10 mpumepoB opraHuzanuii, IeHCTBYIOIIMX Ha Tepputropun OMckoi oOiactu,
YUpEAUTETHHBIM JIOKYMEHTOM KOTOPBIX SIBJISIETCS YCTaB, U 10 opranu3aruii, 1eiCTBYIONINX HA OCHOBAaHUH
MOJIOXKEHUS 00 OpraHU3aIiy.

2. a) [lpuaymaTh opraHHM3amnnio, KpaTko OMUCATh, YeM JTaHHAs OpPTaHU3aINs 3aHUMAETCS, KTO
SBIISIETCS. PYKOBOJUTENIEM, KaKOW INTAT COTPYAHHUKOB, MOMYUHSETCS JIM JAaHHAs OpraHU3alus APYyTruM
OpraHu3aIsaM, KaKie OpraHUu3aIOHHBIC JJOKYMEHTHI HEOOXOIUMBI IS €€ IS TEITHbHOCTH.

6) Co3math TpH BuAa OJAHKOB Ui TaHHOW opraHu3anuu (oOmmii 61aHK, OJaHK MUChMa U OJaHK
CHENHATBHOTO IOKYMEHTA) 110 BCEM MPAaBUJIAM COCTABJICHHUS OJJAHKOB OpTaHU3aIUH.

Kpurepun:

Otet Ha 1 Bompoc — 6 6. (110 3 Gaia 3a KaXXAyIo TPYIITy OpraHu3aIuii).

[IpaBunbHOE oOdopMmIIeHHE (HAJIWYHME W BEPHOE pPACIOJIOKEHHE BCEX PEKBU3UTOB) U
dbopmaTupoBanue 61aHKOB st 2 Bonpoca — 9 6. (1o 3 6arnmna 3a G1aHK).



[Tucemennoe 3amanrie Ne 2 «OCHOBHBIE IPUHIIUIIBI OPTAHU3AUU
JOKYMEHTO000pOTa»

Maxcumansubi 0amr — 10

Ortser B Buje ¢aitia B popmare doc / jpeg

3amanue:
[Iponymath 1 onucaTh CUCTEMY JTOKYMEHTOOOOPOTa B OpraHU3alui U3 MTUCbMEHHOTO 3a1aHus Ne

1: OCHOBHBIE IOTOKH JOKYMEHTOO0OOPOTA, PETUCTPpALMsl JOKYMEHTOB, IPUHLIMIIBI JBH)KEHUS JOKYMEHTOB
B 3TOM OpraHU3alluH.

CI/ICTeMy I[OKYMCHTOO60pOTa MOXHO IIPEACTAaBUTH B BUJAEC CXEMBI C OIIMCAHHUEM.

Kpurepun:
JIOrMYHOCTh M NPOJYMAaHHOCTh CHCTEMBl JOKYMEHTOOOOpPOTa C Y4YEeTOM B3auMOJCHCTBUSA

Pa3IMYHBIX MOApa3iesieHuid B opranuzanuu — 10 0.

IIpakTuyeckoe 3ajanue
(Dopmupyemsbie kommereniun: [1K-4, ITK-8)

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

6.3.2. Tunosvie KOHMPObLHBIE 3A0AHUS UNU UHBIE MAMEPUATDL
Ha dmane nPomedsHCymo4Hou ammecmayuu

(®opmupyemsbie kommereniu: [1K-4, [TK-8)

3aznaHus 1)1 IPOMEXYTOUYHOM aTTecTalu CTYACHTOB IpeACcTaBiIeHbl B [Ipunoxenun 5.
WtoroBelii Tect mo aucuuiuinHe "J{oKyMEeHTalMOHHOE OOecreueHue YIpaBieHUsd" CMOTpU B

[Tpunoxxennn 2.

[IpumepHBIi TepedeHb BOIPOCOB K 3a4eTy MO JUCHUILIMHE «/loKkyMeHTalnoHHOe oOecnieueHre

ynpaBieHus» npezacrasieH B [Ipunoxenun 6 "Bompocs! k 3auery".

6.4. MeToaguyeckue MaTepuaJibl, ONpee/isiiolye Npoueaypbl OlleHUBAHUSA 3HAHUI, YMEHMI,

HABBIKOB M (MJIM) ONBITA /IeSITEJIbHOCTH, XapaKTepU3yloume 3Tanbl GopMUPOBAHUA KOMIIeTeHIMIi

Hpoueﬂypa OLICHUBAHUA 3HaHPII>i, YMCHHﬁ, HaBBIKOB U (I/IJ'II/I) OnbITa ACATCIbHOCTH OGy‘I&IOHlI/IXCH

Mo JUCHUIUTMHE «/[oKymMeHTalmoHHOe OOecreYeHre YIpaBiIeHUs» OCHOBaHA Ha MCIOJb30BAaHUHU
[TonoxkeHuss o OalIbHOW M PEUTHHTOBOM cHCTEMax OLIEHWBaHWsS, NPHHITOH B HHCTUTYTE, U
TEXHOJOTHYECKON KapThl JUCIIUIUINHBI.

Ne i/ IToxa3aTenu oneHNBaHUA HIxana

OICHUBAHUSA

Texkymmii KOHTPOJIbL

1 [Tocemmenue u paboTa Ha JEKIIMOHHBIX U MPAKTHUECKUX 3aHATHIX 0-35
(cobecenoBanme, KOHTPOJIbHAs paboTa, KPYIJIbIM CTOJ U IUCKYCCHUS)
2 ITuceMeHnHOE 3ananne (pedepar) 0-25
3 IIpakTryeckoe 3aganne (Keic) 0-50
Umozo mexywuil KOHMPOIb 75
IIpomekyTOoUHAs aTTECTAINS
4 |I/ITOFOBaﬂ pabora 25
Hmoeo npomexcymounas ammecmayusi 25

NUTOI'O no aucuuminHe 100




MaxkcuMalibHOE KOJIM4ecTBO 0ayuioB o aucruminae — 100.
MaxkcuMaabHOE KOJTHUYECTBO OAJLIOB MO pe3yabTaTaM TEKYIIET0 KOHTPOIsS — 75.
MaxkcuMalIbHOE KOJIMYECTBO 0aJIOB Ha dK3aMeHe — 25,

YpoBEHb  IOArOTOBIEHHOCTH  OOYYaroIIerocss COOTBETCTBYET  TPEXYPOBHEBOM
KOMIIETEHIIMH B 3aBUCUMOCTH OT HAaOPaHHOT'O KOJIMYECTBA OAUIOB 110 TUCLMILIMHE.
YpoBeHL OBJIAICHUSA
IIoporossrii IIpoaBuHyTHIN IIpeBocxonHbIit
YPOBEeHb YPOBEHb YPOBEHb
HaOpannbie
P 50-69 70-85 86-100
0aJlIbI

[IIkama UTOrOBBIX OIEHOK YCIIEBAEMOCTH IO IWCHHILIUHE «JlOKyMEHTAIlMOHHOE oOecrieueHue
YIOpaBJICHUS» COOTBETCTBYeT I[loyiokeHUI0 o OalIbHONM W PEUTUHTOBOM CHCTEMax OICHHWBAHHS U

OTpa’XCHa B TEXHOJIOTHICCKOM KapTC JUCHUIIINHEI.

3auér
KosaunuyectBo 6a/1510B Ouenka
50-100 3a4TEHO
0-49 HE 3a4TCHO
DK3aMeH
Koan4gecTBO 0aj1710B Onenka
86-100 OTJINIHO
70-85 XOpOIIO
50-69 YIIOBJIETBOPUTEIILHO
0-49 HEYJIOBJICTBOPUTEIHHO

7. MEPEYEHb OCHOBHOWM Y JOMOJHUTEJLHON YYEBHON JUTEPATYPLI,
HEOBXOJIUMOIi 1JI51 OCBOEHUSA U CHUTIINHBI

OcnosHas tumepamypa.

1. Ky3uenos, U. H. [lenonpon3Boactio : yaeoHOe mocodue : [16+] / U. H. Ky3nenos. — 10-¢ u3.
- Mockga : JlamkoB u K°, 2021. - 406 c.: Ta0JI. - Pexxum
noctyma: https://biblioclub.ru/index.php?page=book&id=684221

2. Mensenesa O. B. Odopmiienne opraHu3alMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB
[DnexkTpoHHBIH pecypc]:Kypc nekiuit. - MockBa, bepnun: Jupekr-Meaua, 2018. - 79 c. — Pexxum gocrymna:
https://biblioclub.ru/index.php?page=book&id=480166

Jlononnumenvnas numepamypa:

1. Mumenns C. E. Opranu3zaiiys 1 TEXHOJIOTHS TOKYMEHTAIMOHHOTO 00eCIIeYeHHsI YIIPaBICHUS:
AJIEKTPOHHOE ydeOHOe mocobue [DIeKTpOHHBIN pecypc]:yuebHoe mocodue. - KemepoBo: Kemepopckuii
rOCYIapCTBEHHBIN YHUBEPCUTET, 2017. - 478 C. - Pexum JocTyna:
https://biblioclub.ru/index.php?page=book&id=481592

2. ApacnanoBa B. A. JlokyMeHTanmmOHHOE oOOecCIieueHHEe YIPAaBICHUS: YICOHO-IPAKTHIECKOES
nocoOue B cxemax, Tabnuiax, oopasnax [DIeKTpOHHBIN pecypc]:yuebHoe mocodue. - MockBa, bepnun:
Jupekr-Memaua, 2020. - 266 c. — Peskum goctymna: https://biblioclub.ru/index.php? page=book&id=578394



8. IEPEUEHb PECYPCOB MH®OPMAIIMOHHO- TEJEKOMMYHUKAIIMOHHOM
CETHU "UHTEPHET", HEOBXOJIUMBIX /IVIA OCBOEHUA JUCHUIIJINHBI

Hnghopmayuonnvle pecypcovl 06pazo8amenbHoll OpeaHu3ayun:

1. http://www.sibit.sano.ru/ - oburranbHBIA CaliT 00pa3oBaTEIBHON OpraHU3aIru.

2. http://do.sano.ru - cucrema aucranuuonHoro ooyuenus Moodle (CJIO Moodle).

3. http://www.gov/ru - deaepanbHbie OpraHbl BIACTH.

4. http://www.garant.ru/ - CnpaBounas npaBoBas cucrema «['apanT».

5. http://www.kadrovik.ru - HarmoHanbHbIi COX03 KaIpOBUKOB .

6. http://window.edu.ru/ - Wudopmanmonnas cuctema «EnuHOe OKHO JOCTyma K
00pa30oBaTeNIbHBIM pPecypcamy.

7. https://scholar.google.ru - mexnynaponHast Hay4yHasi peepatuBHas 0a3a JaHHbBIX.

9. METOJAUYECKHUE YKA3AHUA 1JIsd OBYYAIOLIUXCA 110 OCBOEHHIO
JUCHUIIVIMHBI

B npomnecce n3ydenus: yaeOHON AUCHUILTMHBI «J{OKyMEHTaIIMOHHOE 0OecrieueHHe yIpaBICHH
cienyer:

1. O3nakoMuTbCA ¢ padboyeil mporpaMmoi TMCHUIUIMHBL. Paboyast mporpamma coaepKuT epeyeHb
paszesnoB U TeM, KOTOpble HEOOXOJUMO U3YUHTh, IIaHbI JIEKIIUOHHBIX U CEMUHAPCKUX 3aHITUH, BOIPOCHI
K TEKylLlel M IPOMEKYTOYHOW AaTTECTAllMd, NEPEYeHb OCHOBHOM, JOIOJHUTEIBHOM JUTEPATYPHl H
pecypcoB HH(OPMAIIMOHHO-KOMMYHUKALIMOHHOH ceTH «/IHTepHeT» U T.1.

2. O3HakOMUTBCS € KAJIECHJAPHO-TEMATUYECKUM IIJJAHOM  CAMOCTOATEIbHOW  padoThI
oOyJaronuxcs.

3. Ilocemath TeopeTHyecKkue (JIEKLUMOHHBIE) M IPAKTUYECKHE (CEMUHAPCKHUE) 3aHATHUS,
nabopaTopHbIE PaOOTHI.

4. Ilpyn MoAroToBKe K IMPAKTUYECKUM (CEMHUHAPCKUM) 3aHATHSAM, a TAaK)K€ MPU BBINOJIHEHUU
CaMOCTOSITENIbHON Pa0bOTHI CIIEyeT UCII0Ib30BaTh METOAMUECKUE YKa3aHUs JUIsl 00 yYaroIUXCsl.
VYueOHbIil TIaH Kypca «/lokyMeHTalnnoHHOE OOeCIedYeHHe YIpaBICHUs» IMPEAINoyiaraeT B OCHOBE
M3YYEHHUS IMCLHUIUIMHBI UCIIOJIb30BaTh JEKIMOHHBII MaTepual U OCHOBHBIE HCTOUYHUKH JIUTEPATYpHI, a B
JIOTIOTHEHNE — NMPAKTUYECKUE 3aHATHSI.

Kpome TpaauLIMOHHBIX JIEKIUH U MPAKTUYECKUX 3aHATHH (IIepedeHb U 00beM KOTOPBIX YKa3aHBbI)
1es1eco00pa3Ho B Mpoliecce 00yueHUs UCOIb30BaTh U aKTUBHBIE (DOPMBI O0yUEHUSI.

ITpumMepHbIii epedeHb akTUBHBIX (hopM 00ydeHus:

1) 6ecenpl U AUCKYyCCUU;

2) KeHCBl ¥ MPaKTUUECKUE CUTYALNH;

3) MHIWMBHUIyAIbHBIE TBOPUYECKUE 3aJaHNS;

4) TBOpUECKUE 3a/laHUs B IPYIIax;

5) mpakTuyeckue paboThI.

Ha nexuusax cTyleHThl JOJDKHBI MOJIYYUTh CHUCTEMATU3UPOBAHHBIN MaTepHall IO TEME 3aHATHSA:
OCHOBHbBIE TMOHATHS U TMOJIOKEHUS, Klaccu(UKaAIMKU HW3y4aeMbIX SBJIEHUN M MPOLIECCOB, aITOPUTMBI U
METOJMKH OpraHU3aluy JUCLHUIUIMHBI U T. 1.

[IpakTuueckue 3aHATHS MpeAnoyiaraloT Oosee JeTalbHYI0 MNpPOpabdOTKY TEeMbl MO KaKIOU
u3yyaeMoi mpoOieMe, aHAIW3 TEOPETHYECKHX M IMPAKTUYECKHX AacleKTOB TUCHMIUIMHBL. s 3TOro
pa3paboTaHbl OJPOOHBIE BOMPOCHI, 00CYK/1aeMble Ha CEMHUHAPCKUX 3aHATHSX, IPAKTUUECKUE 3aJaHMUs,
NUCbMEHHBIE paboThl M TecThl. IIpyM MOArOTOBKE K CEMHHAPCKUM 3aHATHSAM CIEAYEeT aKIEHTUPOBAaTh
BHHUMaHUE Ha 3HAUYUTENIBbHYIO YaCTh CAMOCTOSITEIbHON MPAKTUYECKON pabOThI CTYIEHTOB.

Jlnis1 6osiee yCTenIHOro u3y4eHHst Kypca MpernoaaBaTetio CleayeT OCTOSTHHO OTChIIaTh CTY/IEHTOB
K yuyeOHMKaMm, nepuoanudeckoil nedaru. OcBoeHHE BCeX pa3lieloB Kypca MpesrnojaraetT npuoOpeTeHue
CTYJEHTaMH HAaBBIKOB CAMOCTOSITEIBHOIO aHAJIN3a UHCTPYMEHTOB U MEXaHU3MOB TUCLUIUINHBI, YMEHUE
paboTaTh ¢ Hay4YHOU JTUTEPaTypOl.

OcHoBHast yueOHas JHUTEpaTypa, IpeJCTaBlIeHHass Y4YeOHMKaMH U Y4YeOHBIMH IOCOOMSIMH,
OXBaTBIBACT BCE pa3zeiibl IPOrPaMMBbI IO AUCHUILINHE «/IOKyMEHTallMOHHOE 00ECTIEUeHUE YIIPABICHUSI.
Ona wu3yyaeTcs CTyA€HTaMH B TIPOLECCE MOATOTOBKM K IPAKTUUYECKUM 3aHSTHUSM, 3a4eTy.
JlononHuTenbHas yueOHas IUTepaTypa peKOMEHAYETCs Ul CaMOCTOSITEIbHON pabOoThI IO MOATOTOBKE K
CEMMHAPCKHUM U MPAKTUYECKUM 3aHATHUSM, IIPU HAITMCAHUU TMCbMEHHBIX padoT.



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

[Ipy mOArOTOBKE ¥ TPOBEACHUHM YUYEOHBIX 3aHATUA MO JUCHUILUIMHE CTyJCHTAMU U
MpernoAaBaTeNs MU UCIOJIb3YIOTCA CIEAYIOLIME COBPEMEHHBbIE MpodeccHOHaNbHbIe 0a3bl NaHHBIX U
UH(OPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI:

1. DnexktpoHHas OMOMMOTEUHAsI cUCTeMa «YHUBEpPCUTETCKas OUOIMoTeKa oHaliHy» (moroBop Ne
109-08/2021 Ha oka3aHHWe yCIYyr MO MPEAOCTABICHHUIO JIOCTYNa K AJICKTPOHHBIM HU3JaHUSM 0a30BOM
kotekuun  ObC  «YHuBepcuteTckas OuOnmoreka onma» ot 01 centsaops 2021 r.
(http://www.biblioclub.ru).

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

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

4. DOnexrponHas cupaBouHas cucrema ['IC Omck.

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

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

HaumenoBanmue yueOHBIX ayTUuTOpUi U oMmetneHnii | OCHaIeHHOCTh 000pyI0BaHUEM U TEXHUYECKUMU
JUISL CAaMOCTOSITENIbHON pabOThI cpelcTBaMu O0yueHus

VYyeOnas mebenb (17 cronoB, 42 cryna, Jocka
MapKepHasi, TpHOyHa, CTOJ M CTYJ TPETo1aBaTes).
MynbsTmMeauitHoe JEMOHCTPALIMOHHOE
o0opynoBaHue (IPOEKTOP, 3KpaH, KOMIBIOTEP C
BbIX0ZIOM B MHTepHeT, ayAMOKOJIOHKH - 2IIT.).
[Tporpammuoe obecrneuenue: Microsoft Windows
8.1 (32) Professional Russian. ID npoaykra 00261-
80356- 95595-AA367 (komMmepueckas THUICH3US,
UHOCTpaHHBIA mpousBoautens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z2ZE0903
(xkoMMepyeckas JULICH3US, WHOCTPAaHHBIN
npousBoautens); Adobe Acrobat Reader, nunensus
freeware; Kaspersky Endpoint Security - Russian
Edition, JIULICH3HS Ne 1356-
181109—064939—827—947 (xomMmepueckas
JUIEH3Us, OTeuecTBEHHBIM mnpousBoutens [10);
Skype, Bepcust 8.65 (cBOOOAHO pacmpocCTpaHsIeMOe
[10, wunHOCcTpaHHbBI npousBoauTens). OOecrneueH
JOCTyll K cetd VIHTepHET M B DIIEKTPOHHYIO
nH(pOpMaIMOHHO- 00pa3oBaTebHYIO cpeny
OpraHu3aIuy.

VYuebnas ayautopus Ne 102. it mpoBeneHwust
3aHITHH JIEKIIMOHHOT O THUIIA, 3aHATUN
CEMHHApPCKOro Tuma (MpPaKkTUYECKUX 3aHATHI),
CPYIIOBBIX  KOHCYJIbTAallMH,  WHIAUBUIYAIbHBIX
KOHCYJIbTAIIHH, TEKYILEro KOHTPOJIS,
IIPOMEXYTOUHOM aTTeCcTalluu, TIOCyIapCTBEHHON
WTOTOBOM aTTECTaINKN




MynbsTumenuitnas yaeOHast ayauropus Ne 210. s
IPOBE/ICHUS 3aHATUHN JICKIMOHHOIO THIIA, 3aHATHUM
CEMHHApCKOro Tumna (IpPaKTUYECKUX 3aHATHM),
IPYNIOBBIX  KOHCYJIbTAllMi,  MHAWBHUIYAIbHBIX
KOHCYJIbTalUH, TEKYILEro KOHTPOJIS,
IPOMEKYTOUHOH —aTTecTalli, TIOCYJapCTBEHHOM
WUTOTOBOM aTTECTaluu

VYuebnass mebennr (36 cronoB, 74 cryma, JOcCka
MapKepHasi, TpuOyHa, CTOJI M CTYJI MPEToaBaTes).
MynbsTumMeIuitHOE JEMOHCTPALIMOHHOE
o0opyznoBaHue (MPOEKTOP, IKpaH, KOMIIBIOTEp C
BBIXOZOM B MHTEpHET, ayJAMOKOJOHKH - SIIT.)
[Tporpammuoe obecneuenue: Microsoft Windows

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

HMHOCTpaHHBIA mpom3BoauTens), Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z2Z7E0903
(KkoMMepUecKast JUIICH3HS, UHOCTPaHHBIN
npousBoauTens); Consultant Plus - Torosop 11/01-
09 ot 01.09.2009 1. Hom.cornmamenune Nel
(aBTOomponoHranus) (KOMMepyecKas — JIMICH3HS,
OTeYeCTBEHHbII TpousBoauTenb); Adobe Acrobat
Reader, JIALIEH3US freeware; (cBOOOIHO
pacrpocTpaHsiemMoe [0, WHOCTPAHHBII
npousBoautens) Kaspersky Endpoint Security -

Russian Edition, munensuss Ne  1356-181109-
064939-827-947 (koMMepuecKas JIMIICH3HUS,
oreuecTBeHHBIH  mnpomsBomutens 110);  2GIS,

nunensust freeware (cBoGOAHO pacmpocTpaHsieMoe
I10, oteuecTBeHHBIN Npou3BoaAUTENb). ObecneueH
JOCTYn K ceTd VIHTepHEeT W B DICKTPOHHYIO
UH()OPMAIIMOHHO-00Pa30BATEIBLHYIO cpeny
OpraHu3aluy.

MynbsTumMenuiiHas yueOHas ayautopus Ne 211. nns
IIPOBEACHUS 3aHATUN JEKIHOHHOTO THIA, 3aHATUN
CEMHMHApCKOro TuMa (IPaKTHUYECKHUX 3aHATHUN),
TPYNNOBBIX  KOHCYJIbTALIMHA,  WHIUBUAYAIbHBIX
KOHCYJIbTAlMH, TEKYILEro KOHTpOJI,
IIPOMEKYTOUYHOM  aTTECTAallUH, TOCYJapCTBEHHOMN
WUTOTOBOW aTTECTALlUN

VYuebnas mebenb (27 cronos, 54 cryna, MapKkepHast
Jlocka, TpuOyHa, CTOJ W CTYJl IpernojaBaTelis).
MynbTumMenuitHoe J€MOHCTPAIlMOHHOE
obopynoBanue (MPOEKTOP, SKpaH, KOMIIBIOTEP C
BBIXOJIOM B IHTepHeT, ayAMOKOJIOHKM - SIIT.)
[Mporpammuoe obecrneuenune: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(KOMMep‘-IeCKa}I JIMIICH3UA, I/IHOCTpaHHHﬁ

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499ZZE0903 (kommepueckas  JTUIICH3HS,
WHOCTpaHHBIA mpou3BoauTeb); Consultant Plus -

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

npousBoautenn); Adobe Acrobat Reader, murien3us
freeware; Kaspersky Endpoint Security - Russian

Edition, JIULIEH3US Ne 1356-181109-
064939-827-947 (xoMMepueckast JULEH3US,
oTedecTBeHHBIM  mpom3Bomutens [10); 2GIS,

nmunensus freeware (cBoOOAHO pacmpocTpaHsIeMoe
I1O, oreyecTBeHHBII Tpou3BoAUTENH). ObecreueH
JocTynl K cetu VIHTepHET M B DIIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaATEIHHYIO cpeny
OpraHu3aLuu.




VYuebnas aymutopust Ne 301. i mpoBeneHus
3aHATHHI JICKIITMUOHHOTO TUIIA, 3aHSATUU
CEeMHUHApPCKOTo THNa (MPaKTUYECKUX 3aHATHHN),
CPYIIOBBIX  KOHCYJbTAIlMH,  WHIMBHUIYaJIbHBIX
KOHCYJIbTALIUH, TEKYLLIEro KOHTpOJIS,
IIPOMEKYTOYHOM  aTTECTAallUH, TOCYJapCTBEHHON
WUTOTOBOM aTTeCTaluu

VYyebnas mebens (15 cronos, 30 cTynbeB, T0CKa,
TpuOyHa, CTOJI M CTYJ MpernojaBaTens). Y4eOHo-
HarsaHbIe nocoous. TemaTndeckue MILTFOCTPpALUH

VYueOnass aymuropus Ne 302. mis mpoBeneHUs
3aHATUN JIEKIIMOHHOI'O TUIIA, 3aHATUI
CEeMUHApPCKOro TUHa (IMPaKkTUYECKUX 3aHATUH),
IPYIIOBBIX  KOHCYJNbTAllMd,  WHJIWBUAYaJIbHBIX
KOHCYJIbTAIIUH, TEKYIIEro KOHTpOJIS,
MIPOMEKYTOUHOM  aTTeCTalUH, TOCYJapCTBEHHOMN
WTOrOBOM aTTECTaLlMU

VYuebnas mebens (15 cromos, 30 cTynbeB, J0cCKa
MapKepHasi, TpUOyHa, CTOJI U CTYJ IIPETOo/1aBaTeIs).
V4eOHO-HarIaHbIE nocoowus. TemaTnueckue
WJUTIOCTPALIIHA

VYueOnas aymuropus Ne 303. s mpoBeneHUs
3aHATUN JICKIIUOHHOTO TUIIA, 3aHATUN
CEMHHApCKOro Tuma (IPaKTUYECKUX 3aHATUN),
TPYONOBBIX  KOHCYJIbTALMNA,  WHIUBUAYAIbHBIX
KOHCYJIbTalHM, TEKYILEro KOHTPOJIS,
MPOMEXKYTOUHOM aTTecTalud, TroCyAapCTBEHHOM
WTOrOBOM aTTECTalNKU

VYuebnas mebenb (15 cronos, 30 crynbeB, H0CKa
MapKepHasi, TpuOyHa, CTOJI U CTYJ IIPETo1aBaTelIs).
Y4eOHO-HArIAaHeIe  ITOCOOUS. Temaruueckue
WJUTFOCTPAIUN

MynbTumenniinas yuebHas aynutopust Ne 304. mis
IIPOBEICHUS 3aHATUN JIEKIMOHHOTO THIA, 3aHATUI

CEMMHApCKOro THMa (MPaKTUYECKUX 3aHATUH),
IPYIIOBBIX  KOHCYJIbTAllMd,  WHJIWBHUIYAJIbHBIX
KOHCYJIbTALINH, TEKYILEro KOHTpOJI,

MPOMEXYTOYHOM aTTECTAIUH,
WUTOrOBOM aTTECTallMU

rOCyJ1apCTBEHHOM

YueOnass mebenp (22 croma, 44 cryma, agocka
MapKepHas, TpHOyHa, CTOJ U CTYJ IIPEIoaaBaTes).
MynsTumenuitnoe  obopynoBaHue  (IPOEKTOP,
9KpaH, KOMIIBIOTEp C BBIXOJOM B HHTEpHeT,
KOJOHKH - 2 MIT.). Y4eOHO- HarlsgHble MOCOOus.
Temarnueckne  wumocTpanmuu.  [IporpamMmmHoe
o6ecrnieuenne: Microsoft Windows 10 pomamssas
uist omHOTO si3bika, ID mpomykra: 00327-30584-
64564- AAOEM; (kommepueckas JIHIIEH3WS,
UHOCTpaHHBI mnpousBoautens) Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499ZZE0903
(xommepueckas TUTEH3US, WHOCTPaHHbBIN
npousBoautens); Consultant Plus - Torosop 11/01 -
09 ot 01.09.2009 r. J[on.cornamenue Nel
(aBTomponoHramnusa) (KoMMepyecKkas — JIUIECH3US,
oTedyecTBeHHbI mpomsBogutenar [10);  Adobe
Acrobat Reader, nunensus freeware (cBo6omHO
pacupocTpaHsIeMoe IO, WHOCTPaHHBIN
npousBoauTens); Kaspersky Endpoint Security -
Russian Edition, mumensus Ne 1356-181109-
064939-827-947; 2GIS, mnensus freeware
(cBoboHO pacnpocTpanseMoe 10, oTeuecTBeHHBIIH
npousBoauTenp). OOecnedyeH JOCTYl K CETH
HNuTepHeT M B DNEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aIuu.




Aynuropuss S CaMOCTOSATEIHHOW  pabOTHhI
CTYACHTOB Ne 305. IIOMEIIECHUE IUIA
CaMOCTOSITENILHON pa0OThI 00yUaIOIUXCsI, HAYYHO -
HCCIIEN0BATENLCKOM paboThI oOyyJarouxcs,
KYpPCOBOTO MIPOCKTUPOBAHUS (BBITTOJTHEHUS
KYPCOBBIX padoT)

Yuebnas wmebenr (10 CcTOMOB OAHOMECTHBIX, 3
KPYTJIBIX CTONA, 27 CTYNbEB, JOCKAa MapKepHas, JOCKa
nHpOpMaIMOHHAs, TPHOYHA, CTEIUTaX - 2 MIT., CTOJI U
CTyIN MPEnoiaBaTes). MynpTUMe 1uiTHOE
o0opynoBanue (IPOEKTOpP, OSKpaH, KOMIBIOTEp C
BO3MOXXHOCTBIO TOAKIIIOYEHHUS K ceTH «HTepHeT» n
obecreyeHneM JocTyna B JIEKTPOHHYIO
nH()OPMAITMOHHO-00pa30BaTEIILHYIO cpeny
Wucturyra, kononku - 2 mrt.). Hoyroyk DELL - 8 mir.
Hoyt6yk HP - 2 mr. Ilepconanbhblii kommbrotep - 1
mt. CIIC «Koucynsrant Ilmroc». Ilporpammuoe
obecnewenne: Microsoft Windows 10 Pro Russian,
Number License: 69201334 OPEN
9938426972ZE1912 (koMMepYecKkas — JUICH3WS,
MHOCTpaHHbBIN mnpoum3Boauteib) ; Microsoft Office
2016 standart Win64 Russian, Number License
67568455 OPEN 97574928ZZE1810 (komMepueckast
JIALICH3U, WHOCTPAHHbBIN MIPOU3BOIUTEH) ;
Consultant Plus - Torosop 11/01-09 ot 01.09.2009 r.
Jon.cornamenne Nel (aBromposonrarms); Adobe
Acrobat Reader, numensus freeware (cBo6omHO
pacnpocTpaHaeMoe 10, WHOCTPaHHBIN
npousBoauteib); Kaspersky Endpoint Security —

Russian  Edition, munensus Ne 1356-181109-
064939-827-947; (kommepueckas JUTICH3HSI,
OTe4eCTBeHHBIM mnpousBoautTens [10); 2GIS,

munensus  freeware. (cBoOOIHO pacmpocTpaHsIeMoe
[1O, oteuecTBeHHBIN mpous3BoaUTEND). (ObecneyeH
JOCTYIl K CceTd VHTepHET W B DJICKTPOHHYIO
nHGOPMAITMOHHO- o0pa3oBaTeNbHYIO cpemy
OpraHu3aIyH.

JlaGopatopus skKoHOMUYecKUX AucHUIIuH Ne 306.
JUI  TIPOBENEHUS 3aHATHH JICKIIMOHHOTO THIIA,
3aHATUH  CEeMUHApCKOro Tuma (MPaKTHYECKUX
3aHATUA U 7a00paTOPHBIX paboT), TPYHIOBBIX
KOHCYJIbTAllMi, WHIUBUIYAJIbHBIX KOHCYJIbTAIIHH,
TEKYIIETO KOHTPOJIS, IIPOMEKYTOYHON aTTeCTaIlnH,
roCyJapCTBEHHON UTOTOBOM aTTeCTalluU

VYuebnast mebens (23 croma, 53 cTyna, mocka
MapKepHas, J0cKa HH(pOpMAIMOHHAsA, TpPUOYHA,
CTeJJIaX MeTajuiMueckuil - 5 mr.). [lepconanbHbie
KOMIIBIOTEPHI (5 WIT.), IPOEKTOP, SKpaH, MPHHTEP.
Croiika kaccupa, pabouee MECTO OIEpallMOHHUCTa,
pabouee MeCTO KpEJUTHOTO MeHemxkepa, pabouee
Mecto KoHTpon€épa CoOeperartenbHOro OaHKa.
Crennanu3upoBaHHOEe OAHKOBCKOE 0OOPYIOBaHHE:
CUCTUYHMKH, cOpTUpOBINUK OaHkHOT: Cassida MSD-
1000, Numeron; Kisan NEWTON; Magner 175 F,
Magner 150 digital, Demon EV 8650; ymakoBIiuk
Impulse sealer ¢ kmuie; neTeKTOPHI MOTMHHOCTH
0ankHOT: Yibrpamar 225 CJI; DORS 1000, DORS
200, DORS 1300; cueruux monet: Scan Coin 303. -
JIyna Vildis 10X; neyaTu, mIramIisl, IioMouparop,
MEIIKM [  YNAKOBKM  MOHETHI;  HaOOphI
JEMOHCTPAllMOHHOIO  000pyJnOBaHUs;  y4eOHO-
HarJISTHBIC TIOCOOUS; TEMAaTHYECKUE WILTFOCTPALINH.
[Mporpammuoe obecnieuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499Z7E0903
(komMmepueckas JIMIEH3US, MHOCTPaHHbBIN

npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z2ZE0903 (koMMepuecKast TUIICH3HS,




HMHOCTpaHHBIN MpousBoauTens); Consultant Plus -

Horoop 11/01  -09 or 01.09.2009 .
Jlom.cornamenue Nel (aBTOTIPOIOHTAITHS)
(komMepueckas JIMLIEH3U, OTEYECTBECHHBIN

npousBoautens I10); Adobe Acrobat Reader,
munensus freeware; Kaspersky Endpoint Security —
Russian Edition, JIALIECH3UA No
1356-181109-064939-827-947 (komMepueckas
JUIEH3HS, 0TeUYeCTBeHHBIN pon3Boautelb [10); 1C
8.2 ABC "VnpaBneHnue KpeIuTHOW opraHusanuen’”,
Horoop Ne  043/03/016/001 ot 3.10.2016
(komMepueckas JIMICH3US, OTEYECTBECHHBIM
npousBoautens I10) ; 2GIS, nuunensus freeware
(cBoGoHO pacmpoctpansiemoe [10, oreuecTBeHHBII
npou3BoauTeNb). (OOecnedeH JOCTym K CETH
WNHTepHeTr W B 3IEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa3oBaTeNnbHYyI0 Cpeay OpraHU3aIiH.

JlaGopatopus COLIMAJIbHO-TYMaHUTapHbIX
qguciumuinHe Ne 307, uist mpoBeleHUs 3aHATHH
JIEKIMOHHOTO THMA, 3aHATUNH CEMHMHAPCKOTO THUIIA
(MpakTHUYECKUX 3aHATUH M JabopaTOpHBIX padoT),
TPYNIIOBBIX  KOHCYJIbTAlMH,  WHAMBHIYaTbHBIX
KOHCYJIbTalUi, TEKYILEro KOHTpOJIS,
IIPOMEKYTOYHOM  aTTECTallMd, TIOCYAApCTBEHHOU
UTOTOBOW aTTECTALIHH.

VYuebnas mebenb (26 cromoB, 52 cTyna, JIOCKa
MapKepHas, TpUOyHa, CTOJI M CTYJI IIPETo1aBaTes).
MynsTuMenuitnoe  obopynoBaHue  (IPOEKTOP,
JKpaH, KOMIIBIOTEp C BBIXOIOM B HHTepHeT,
KOJIOHKH - 2 IT.). Y4eOHO- HarIsJIHbIE MOCOOHS.
Tematuueckue  wumoctpauuu.  IIporpammuoe
obecnieuenue: Microsoft Windows 7 Professional
Russian, Number License: 61555010 OPEN
91563139ZZE1502 (kxomMmepueckas  JIMIICH3HUS,
WHOCTpaHHbIH mpousBoautens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z2ZE0903
(xommepueckas TUTEH3US, WHOCTpPaHHBIN
npousBoautens); Consultant Plus - Torosop 11/01 -
09 ot 01.09.2009 r. Homn.cornmamenue Nel
(aBTOomponoHranus) (KOMMepyeckas — JIMIICH3US,
oTeuecTBeHHbIH mnpomsBoautens [10);  Adobe
Acrobat Reader, nunensust freeware; Kaspersky
Endpoint Security — Russian Edition, nunensus Ne
1356-181109-064939-827-947 (xoMMepueckast
JUIEH3Us,, OTeUeCTBEHHBIH mnpousBoautens [10);
2GIS, JTUTICH3US freeware (cBOOOIHO
pacmpocTpaHsieMoe 10, OTEYECTBEHHBIN
npousBoauTenb). ObecredeH JOCTym K  CETH
NHTepHeT W B 3JEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpeay OpraHu3aIiy.




MynberumenuitHas yueOHas ayautopust Ne 312. s
MPOBEJICHUS 3aHATUN JIEKIMOHHOIO THUIA, 3aHSITHI
CEMHHApPCKOro Tumna (MPaKTUYECKUX 3aHATHI),
CPYIIOBBIX  KOHCYJIbTAIlM,  WHIUBUIYAIbHBIX
KOHCYJIbTALIUH, TEKYLIEro KOHTpPOJI,
IIPOMEKYTOUYHOM aTTECTalud, TIOCYAApCTBEHHOU
WUTOTOBOM aTTeCTaluu

VYuebnas me6enb (50 cronos, 100 crynbeB, mocka
MapKepHasi, TpuOyHa, CTOJI U CTYJI MPernojaBares);
MynpTumMenuitHoe  obopymoBaHue  (IMPOEKTOD,
9KpaH, KOMIBIOTEp, KOJOHKH - 2 mT.). Y4eOHO-
HarsiIHbIe TocoOust. TeMaTHuecKue WUTFOCTPAIINH.
[Mporpammuoe ob6ecneuenue: Microsoft Windows

XP Professional Russian, Number License:
42024141 OPEN 61960499ZZ7E0903
(komMMepueckas JIMLIEH3U, WHOCTPAHHbBIN

npousBoauteinn); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499ZZE0903 (kommepueckas  JIMICH3MS,
WHOCTpaHHBIA mpou3BoauTens); Consultant Plus -
Horosop 11/01-09 oT 01.09.2009 T.
Jomn.cornamenre Nel (aBromposmonramus); Adobe
Acrobat Reader, nuuensus freeware; Kaspersky
Endpoint Security - Russian Edition, mumensus Ne
1356-181109-064939-827-947 (KkoMMepuecKast
JIMIICH3UsI, OTEYECTBEHHBIH mpou3BoautTenb [10);

2GIS, JIMIICH3HS freeware (cBOOOIHO
pacnpocTpaHsieMoe I10, OTEYECTBEHHBII
npou3BoauTens) OOecmeyeH JOCTYm K CETH

WNHTepHer M B DSIEKTPOHHYIO HH(DOPMAIIMOHHO-
o0pa30BaTeNbHYIO0 Cpeay OpraHu3aly.

MynbTumenniinas yuebHas aynutopus Ne 422, s
IIPOBEICHUS 3aHATUN JIEKIMOHHOTO THIA, 3aHATHI
CEMMHApCKOro THMa (MPaKTUYECKUX 3aHATUH),
TPYOIOBBIX  KOHCYJIbTAIMHA,  HWHIUBUAYAJIbHBIX
KOHCYJIbTalH, TEKYILEro KOHTpOJIS,
IIPOMEKYTOUYHOM aTTECTallUM, TOCYJapCTBEHHOMN
UTOTOBOW aTTECTAllUU

VYyeOHas mebens (18 cronmos, 36 cTynbeB, J0CKa
MapkepHas, TpuOyHa, mmKad, CTOT U CTyNd
MIPEno1aBaTeis). MynbsTumMenuitHoe
JIEMOHCTPAIIIOHHOE obopynoBaHue
(MHTEepaKTUBHAS JOCKA, KOMITBIOTEP C BBIXOJOM B
WHTEpHET, 2  aynuokoyioHku). [Iporpammuoe
obecnieuenne: Microsoft Windows 8 Professional
Russian, Number License: 61555010 OPEN
91563139ZZE1502 (kommepueckas  JHUIICH3HS,
WHOCTpaHHBIA Mpou3BoauTens); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499Z77E0903
(koMMepuecKast JUTICH3US, WHOCTPaHHBIN
npousBoauTens); Consultant Plus - Torosop 11/01 -
09 or 01.09.2009 1. Hom.cornamenue Nel
(aBromposionramnus) (KoMMepyecKas — JIMIIECH3Us,
oTedecTBEeHHbIH mpomsBoautens [10);  Adobe
Acrobat Reader, munensus freeware (cBoOomHO
pacupocTpaHsIeMoe 10, WHOCTPAHHBIN
npousBoautens); Kaspersky Endpoint Security -
Russian Edition, munensus Ne 1356-181109-
064939-827-947;,  2GIS, munensus  freeware
(cBoOomHO pacmpoctpansemoe 10, oTedecTBEHHBIN
npousBoauTens). (OOecmedeH JOCTYl K CETH
NuTepHeT W B DJICKTPOHHYIO HWH(POPMAIMOHHO-
oOpazoBarenpHyI0 cpeny opranuzanuu. hhhh




JlabGopatopust ynpasienueckux auciuuruimd Ne 309.
JUIsL TIPOBEIEHUS 3aHATUN JIEKIIMOHHOTO THIIA,
3aHITHA CEMHHApPCKOTO TUNAa  (TIPaKTHYECKUX
3aHATUH HW J1TA0OPAaTOPHBIX padoT), TPYMNIOBBIX
KOHCYJIbTAINH, WHIWBUAYAIBHBIX KOHCYJbTAIUH,
TEKYIIEro KOHTPOJIsS, MPOMEKYTOYHON aTTeCcTalluH,
rOCYIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYyebnas wmebenp (21 cron, 42 cryma, Aocka
MapkepHas, TpuOyHa, CTeIax, CTOX H CTYI
npenoaasarels). MynbTUMeIuiiHOE 000pyI0BaHKE
(IpoekTop, 3KpaH, KOMIBIOTEP, KOJIOHKHU - 2 WIT.).
YueOHo-Harnaguple  mocodus.  TemaTuueckue
wuntoctpanuu.  [IporpaMmmuoe  obecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN 91563139ZZE1502
(xommepueckas JUIEH3US, MHOCTPaHHbIN
npousBoautens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499ZZE0903  (kommepueckass  JTHUIICH3HA,
MHOCTpaHHBIA mpou3BoauTens); Consultant Plus

(KoMMepuecKast JIMLICH3HS, OTEUYCCTBEHHBIIM
npousBoautens); Adobe Acrobat Reader(cso6omto
pacrpocTpaHsieMoe [0, WHOCTPAHHbII

npousBoautens); Kaspersky Endpoint Security -
Russian Edition, munensus Ne  1356-181109-
064939-827-947 (komMMepuecKas JIALICH3HUS,
OTEYeCTBEHHBIN mpou3Boautens); 2GIS (cBoOomHO
pacmpocTpaHsieMoe I10, OTEUYECTBEHHBIN
IIPOU3BOJIUTEID).

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

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




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

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

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

Aynutopusa Ne 003. momenieHue s XpaHCHHUS U

CraHOK 111 CBepyieHUs, yrioBas HUIM(OBabHAS
MallnHa, HaOOpBI CIIECAPHBIX HMHCTPYMEHTOB JUIS

NpopHIAKTHIECKOTO  OOCTYXHBaHUSA  y4eOHOTO|00CITy:KUBaHUS yueOHOTO 000pYIOBaHUSs, 3allaCHbIE
00opy0BaHUs YacTH Ui CTOJIOB M CTYJbeB. CTemnax, MaTepuasl
JUISL CONTPOBOKACHUS y4eOHOTo mporiecca.
HaumenoBanue OcHoBaHue Onucanue

Consultant Plus

Jon.cornamenue Nel k norosopy Ne
11/01-09 ot 01.09.2009

9CC Koncynprant+

Microsoft Office Professional Plus
2013

Open License 62668528

[TakeT 351eKTPOHHBIX
pellakToOpoB

Microsoft Office Standard 2016

Open License 66020759

[TakeT 351IeKTPOHHBIX
PENAKTOPOB

Microsoft Office Standard 2007

Open License 42024141

[TakeT 371eKTPOHHBIX
PENAKTOPOB

Microsoft Project 2010

Akt Ne TAPT0006235 ot 25.04.2012

[TakeT 371IeKTPOHHBIX

r peaaKkTopoB
ITakeT DJIEKTPOHHEIX
Notepad ++ Freeware P
peaaKkTopoB
. ITakeT DJIEKTPOHHEIX
OpenOffice 4.1.1 Freeware P
peaaKkTopoB
. . [TakeT 2JIEKTPOHHBIX
LibreOffice Freeware ©T SIICKTPO
peaaKToOpoB
[TakeT mporpamm st
CO3JaHUs U IPOCMOTpa
Adobe Acrobat Reader Freeware A p P .
AIIEKTPOHHBIX MMyOIHKAIIAN
B ¢popmare PDF
IrfanView Freeware I'paduueckuii pepakrop




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

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

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

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

- JUISL JIMI] C HApYyIICHUSMU OTIOPHO-JIBUTATEIBHOTO ammapara: B re4yatHoi ¢opme; B ¢opme
AJIGKTPOHHOTO JOKYMEHTA; B opMe ayauodaiisia; MHAUBUIYATbHBIC 3a/IaHUS U KOHCYJIbTAIIHH.

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

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



[Tpunoxenue 1.

TexHogornueckas KapTa THCHUIIIMHBI

HaumMmenoBanne TUCHUITINHEI JloKyMeHTaIMOHHOE O0eCTIeueHUE YIPaBICHUS
KonnuecTBo 3a4€THBIX €IMHUII 3
dopma MPOMEKYTOUHOU aTTECTAUHU 3ayer
No Bujabl yueOHoil 1eATeIbHOCTH dopma Bbaniasl
B CTYJ€HTOB OTYETHOCTH (MakcumMyMm)
Texynmii KOHTPOJIb
[Tocemenne wu paboTa Ha JIEKIIMOHHBIX u
1 |mpakTHyecKux 3aHSATUAX (cobecenoBanue,
KOHTpPOJIbHAs pab0Ta, KPYTJIBIN CTOJ U AUCKYCCHS)
2 |BemmonHeHue nucesMeHHOro 3aganus (pedepar) [TuceMenHas pabora
3 [BeimosHeHHE NpakTHYECKOro 3anaHus (Kenc) ITucemennast pabora
IIpomMesxyTOUYHAs aTTECTAlUS
4 |BLIHOJ'IH6HI/I€ HWTOrOBOU PabOTLI | Hrorosas paboTa, TECT
HWToro no fucuMIJINHE: 100
« » 20 T.
[IpenoxaBaTensb /

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



IMpunoxenue 2
TECT

10 AN CHUIIJINHC «I[OKYMGHT&HHOHHOC oOecrieueHue YIIPaBJICHUA

MakcuMaiibHbIi 0amnt — 10

1. K 3amauaM cUCTEMBbI JOKYMEHTAIIHOHHOTO O0ECIICUEHUs YIIPaBICHUS TIEPCOHATIOM

HE OTHOCHUTCA:

a) opraHu3anus ydeta pabo4yero BpeMeHHU;
0) opranuzaius pacyeTa 3apab0OTHOI MIATHI;
B) oOecIieueHre BEICHUS U XPAHEHHSI TPYIOBBIX KHUKEK.

Peanmauml 3a1a49 IOKYMCHTALIMOHHOI'O obecreueHus YIIpaBJICHUA IICPCOHAJIOM ITO3BOJIUT

MCHCIKMCHTY KOMIIAHHHU: Ilpunoxenne 5
(®opmupyemsbie komnerenimu: [1K-4, TIK-8).

Keiic - omnmcanne peanbHBIX SKOHOMHYECKHX, COIMANBHBIX M Om3Hec-cuTyaumil. OOydaromiuecs: NOIDKHBI HCCIIEIOBAThH
CHUTYaINIO, pa300paThCsi B CyTH IPOOJIeM, MTPEATIOKNUTh BO3MOKHbBIE PEIICHNS U BBIOpaTh Jydmiee u3 HuX. Kefcbl OCHOBBIBAIOTCS Ha
peasbHOM (aKTHIECKOM MaTepHalle WM JK€ IIPHOJIKEHBI K PealbHON CUTYalnH.

Lens keiica - HAYIUTh OOyUArONIMXCSA aHAIU3UPOBATH MPOOIEMHYIO CUTYalMIO, BO3HUKIIYIO PH KOHKPETHOM IOJ0KEHUN
JIeT, ¥ BBIpaOOoTaTh peIICHNE; HAyIUTh padoTaTh ¢ HHGOPMaNNOHHBIMH HCTOYHHKAMH, IEpepadaThIBaTh €€ U3 OAHON (JOPMBI B IPYTYIO.

B npouiecce BbINONHEHUS Kelica PeIaloTCs CIEAYIOIIME 3a1a4u:
» GopMHUpPOBaHKE U PA3BUTHE HHOOPMAIIMOHHON KOMIICTCHTHOCTH;
* Pa3BuTHe yMeHU UCKAaTh HOBbIC 3HAHUS, aHAIU3UPOBATh CUTYallUH;

* Pa3BuTHE HaBBIKOB CAMOOPTaHU3ALIMH, CAMOCTOSATEIbHOCTH, THUIIUATUBHOCTH;
* Pa3BuTue yMeHul NpUHUMATh PELICHUs], ApTyMEHTUPOBATh CBOIO MO3UILIHIO.
OO0s13aTeIbHBIMH COCTABIITIONINMU 3JIEMEHTaMH Kelca SBISIOTCS:

* TUTYJIbHBIH JIUCT;

* OCHOBHasl YacTh;

* 3aKJII0YCHHUE;

* CIIMUCOK UCIOJIb30BAHHBIX UCTOYHHUKOB,;
* IPUIIOKEHUS

OO6pa31pl Ketic-3a1a4

PaCCMOTpI/ITe CUTyalluu, OTBETHTC Ha CJICAYIOIIUEC BOIIPOCHI.

a) Ilpomuto 3acenaHue WHBEHTAPU3aLlMOHHOM KOMMCCHUHU 3aBOJa Tra30BOM ammapaTypbl, Ha KOTOPOM
paccMaTpuBalcs BOIPOC O pe3ysibTaTax MHBEHTapU3alMK MO cKiaxy Ne 2 BCIIOMOTaTeNIbHBIX MaTepUaoB.
Ha 3aceganuu Ob1710 MPUHSITO OCTAHOBJIEHNE 00 YTBEPXKJIEHUU PE3Yy/IbTaTOB MHBEHTAPU3ALIUN U OTHECEHUS
3a CYeT 3aBEAYIOIIErO CKJIaJI0M HEJJOCTaul BCIIOMOTraTeIbHBIX MaTepUalIoOB B cymMmMe 365 ThIC. pyo., a TaKkxke
3a4MTaHbl CIIMYUTEIbHAS BEAOMOCTB 110 ckilagy Ne 2 u 0ObSCHUTENbHAS 3alIMCKa 3aBEAYIOIIETO CKIAI0M.

BOITPOCHI:

1.

2.
3.
4

Kaxkoit JoKyMeHT cocTaBiisieTCs 110 UTOTaM 3aceIaHNil KOMUCCUIM pa3HOTO poja’?
Kakue pexkBU3HUTHI TOKEH BKJIIOYATh TAHHBIN TOKYMEHT?
CKOJIBKO CTPYKTYPHBIX YacTel OH Ipeanoiaraer?

Kakue (I)aKTI/I‘-IeCKI/IC JaHHBIC TOJI’KHBI OBITh BHECEHBI B 3TOT I[OKy'MeHT?

6) B crpoutensHoM koomepatuBe «CTpoicepBUC» ObUT 0OHapYKeH (aKT HENPaBHIBHOTO UCIOIb30BaHUS
CTPOMTENbHBIX 0TX0J0B. [Ipu mpoBepke paboOTHI ckilaja MUIOMATEPHAIOB YCTAHOBIIEHBI (DaKThl OTITyCKa B
KOTEJBbHYIO JUISl CXKMTaHUsl OTXOA0B MUJIOMAaTepualioB JUIMHHOM cBbIile 20 cM. B pacnopsauTensHOM yacTu



ClleyeT MPEeAIOKUTh 3aBelyIOIIeMY CKJIAaZOM OpraHu3oBaTh paboTy MO peaju3alud OTXOJI0B YAaCTHBIM
JUIIaM.

BOIIPOCHI:

Kakoll 1oKyMeHT 1M03BOJIUT PErIaMEeHTHPOBATh OTIIYCK CTPOUTEIbHBIX MaTepUaAJIOB?

Kaxkue ITYHKTBI JOJIZKHBL OBITEH B AaHHOM JOKYMCHTC 00s13aTeIbHBIMA?

CKOJBKO JOJIKHOCTHBIX JIUL AOJKHBI ObITh OTBETCTBEHHBIMHU 32 UCIIOJIHEHHE JAHHOTO JOKYMeHTa?
Kakue pekBU3HUTHI 1OJDKEH BKIIKOYATh JaHHBIN TOKYMEHT?

CKOJBKO CTPYKTYPHBIX YaCTEH OH Ipeanoaraer?

Kaxkmne (baKTI/I‘IeCKI/Ie JaHHBIC JOJI?’KHBI OBITH BHECEHEI B 3TOT I[OKYMCHT?

KEMC 3AIIIUTA IYTEINECTBEHHUKOB».

B KAKHUX CJIIVUHAAX HEOBXO/JJNUMA CTPAXOBKA I1PU BBIE3/IE 3A
I'PAHUILY? YkaxxnuTe MaKCUMAIBHO BO3MOKHBIC 00BEKTHI CTPAXOBAHHUS, CTOUMOCTb:
* [lonyuyeHue MEHTeHCKON BU3BI

* bosie3Hb WM HECUACTHBIN Citydail 3a pyOeKoM.

* OTMEHa NOE3/IKH.

* YTeps Oaraxka U JOKYMEHTOB.

* [IpyuunHeHue Bpeaa 310pOBbI0 U UMYILECTBY TPETHUX JIULI.

* [IyremecTBue Ha aBTOMOOUIIE.

* DKCTpeMajbHbIEC BUJbI CIIOPTA.

* [IyremectBue o Poccum.

MO3KHO 711 IOJIyYUTh CTPAXOBKY OHJIAH?

Hcnons30BaHne caiTOB KPYNHEHIINX CTPAXOBBIX KOMITAHHM.

[lepeuncnure crpans! LLIeHreHCKOM BU3bI, KaKUE CTPAXOBKH 3/1€Ch TPEOYIOTCS.

KEHNC «CTPAXOBAHUE UMYIIIECTBA»

3amaua — cocTaBUTh JOroBop crpaxoBanus. [11abiaon norosopa B3s1h n3 CIIC Koncynerant nim ["apanr.
Kpurepun onenku:

1. ymenue opopMHTh JOrOBOP;

2. Ipy HEOOXOIMMOCTH HAalTH U UCIIPaBUTh OLUINOKH;

KEHNC «I0T'OBOP CTPAXOBAHUS»

ITo I'paxxnanckomy koaekcy P® rnase 48 1oroBop cTpaxoBaHMs CYUTAETCS 3aKIIOUEHHBIM B

(bOpMC I[P HAJIMYUU KaKUX CICAYIOIUX YCJ'IOBI/II\/‘I .

1.
2.

Haiinute B rnase 48 'K P® otset Ha Bonpoc « Kak ycranasnuBaercs B Jlorosope cTpaxoBaHus
cTpaxoBas cymMmMay»? Hanumure mo myHKTaMm.

1.

2.
3.
4




a) co3aaTh panumoHaibHyto cucremy JJOVII;
0) MOBBICUTH JI0XO0/] KOMIIAHUH;
B) IOBBICUTH KOPIIOPATUBHYIO KYJIbTYPY KOMIIAHUU.

3. JIoKyMeHTaIlMOHHOE 00eCTIeueHUE YITPABJICHUS TIEPCOHATIOM O0S3aHbI BECTH:
a) TOCYJJapCTBEHHBIE YUPEIKICHUS;
0) opranuzanuu 1000# HopMbl COOCTBEHHOCTH;
B) KOMMEPYECKUE CTPYKTYPHI.

4. HaumeHOBaHUE IOKYMEHTA ONPEIENACTCS:
a) IPUHSATHIM B OPTaHU3AINU [IEPEYHEM JOKYMEHTOB;
0) HOMEHKJIATypOU JIeT;
B) BUJIaMU JOKYMEHTOB, IpeaycMoTpeHHbIXx OKY /1.

5. CucremMa JOKYMEHTAIIMH MPECTaBISET CO00i:
a) COBOKYITHOCTb JIeJl B OpraHu3aIlui;
0) COBOKYITHOCTh B3aUMOCBSI3aHHBIX U B3aUMOJICUCTBYIOIINX JOKYMEHTOB;
B) MOPSAJOK MOATOTOBKU JOKYMEHTOB.

6. KaapoBas moxkymeHTaIus — 3TO:
a) COBOKYITHOCTh IOKyMEHTOB, OTPaKAIOIINX HAJMYME U IBIKEHUE TIEPCOHANIA;
0) COBOKYITHOCTb IOKYMEHTOB yu€Ta U KOHTPOJIS;
B) COBOKYITHOCTh HOPMaTHBHO-METOIUYECKUX TOKYMEHTOB.

/. KBanudukalMOHHbBIN CIIPaBOYHUK JOJKHOCTEW PYKOBOAMTEINEH, CIELIMAIUCTOB U
APYTUX CITyKalUX OMPEeIseT:
a) KBanu(UKAIMOHHBIC XapaKTEPUCTUKHU K 0OIIIEOTPACIEBBIM JOIKHOCTSM;
0) COBOKYITHOCTh PEKBU3UTOB JJOKYMEHTA;
B) TEPMUHBI, UCIIOJIb3yEMbIE B JAEIONPOU3BOACTBE U APXUBHOM JIEJI€.

8. TepMuHBI U ONIpeAeTICHUS 110 ACIONPOU3BOICTBY BKIIIOYAET B CEOS:
a) TpynoBoit konekc PD;
6) TOCT P 7.0.8—2013;
B) KBaJM(PUKAIIMOHHBIN CIPaABOYHUK JOHKHOCTEH PYKOBOIUTENECH, CHEHHAIUCTOB U
IPYTHUX CITYXKaINX

9. TpeboBanus perinameHTalMU U YHUPUKALUHA TOKYMEHTAMOHHOW MH(pOpMaLUK B
chepe ynpasieHust HEOOXOAUMO COOJI01aTh, IOTOMY YTO:
a) BCer/ia Hy>KHO paboTaTh MO MpaBUIIaM;
0) PTO CMOCOOCTBYET OCYIICCTBICHHUIO WHAMBUIAYATBHOTO TOAXO0/a K JEATEIHLHOCTU
pabOTHUKOB;
B) 3TO MO3BOJISIET NOBBICUTH 3 (HEKTUBHOCT YIPABICHUS 3a CUET JOCTHKEHUS OOJbIIeH
OTIepaTUBHOCTH, YMEHBIIIEHHS 3aTpaT Ha paboTy ¢ JOKYMEHTaMHU.

10.MucTpyKIMs 1O KaAPOBOMY JIEJIONPOU3BOJICTBY IIPEACTABIISIET COOOM:



a) JOKYMEHT, COJEpKallluii HOPMBI, NpaBUiia, €IWHbIe TPEOOBaHUS K JOKYMEHTaM B
OpraHu3alluy;

0) MOpsAIOK JAEHCTBUM C JIOKYMEHTaMU B COOTBETCTBUHU C JCHCTBYIOIIMMHU HOpMaMu U
IpaBUJIaMU;

B) IlepeUYeHb UCTOJIb3yEMbIX TOKYMEHTOB.

11.K xaapoBoMy JeIONPOU3BOACTBY HE OTHOCSTCS JTOKYMEHTHI:
a) (UHAHCOBBIE;
0) y4eTHBbIE;
B) HH(POPMAIIIOHHO-CIIPABOYHBIE.
12. JloxnagHas 3alicKa — 3TO:
a) JOKyMEHT, COCTABJIIEMbIN I TOSICHEHUS OTJIEIbHBIX MOJOKEHUI BBIMOIHEHHOM
paboTHI;
0) JOKYMEHT, coiepKallluii pacropssKeHUE 10 KaJpOBbIM BOIIPOCAM;
B) JOKYMEHT, KOTOpBIM JOJDKEH WH(GOPMUPOBATh PYKOBOJIUTENSI OpPraHU3alMM MU
CTPYKTYPHOTO MOAPA3JICIACHUS O PA3IMYHBIX COOBITHSAX WM CIOKUBLINXCS CUTYaLIUAX;

13. IllTatHOE pacniucaHue yCTaHABIIMBAET:
a) CTPYKTYpY, YTBEPKAACTCS IITATHBIN COCTaB U YNCICHHOCTh MPEANPHUITHS C YKa3aHUEM
pa3Mepa 3apadOTHOI IJIaThl B 3aBUCUMOCTH OT 3aHUMAaeMOM JOKHOCTH,
0) pacnucaHue BbIXoa Ha padOTy IITATHBIX COTPYIHUKOB,;
B) OPAJIOK pabOThI BCEX COTPYAHUKOB OpraHU3allNH;

14. BHyTpeHHUE JOKYMEHTBI OpTraHU3aLMH - 3TO:
a) JOKYMEHTBI, KOTOpbIE€ TOTOBSITCS, OPOPMIIIOTCS U MCIOJHSIOTCS B Mpeaenax camou
OpraHu3aluy;
0) JOKYMEHTBI, IOCTYNHBIIKE U3 BHIIIECTOSIIENH OpraHu3allly;
15. I'paduk CMEHHOCTH OTHOCHUTCS K JOKYMEHTAM:
a) 00s13aTeIIbHBIM;
0) pEeKOMEHTyEMbIM;
B) 0053aTCIBHBIN B CBSI3U ¢ OCOOCHHOCTSIMU KOMIIaHHH,

16.ITono>xxenue o mepcoHae SABISETCS TOKYMEHTOM:
a) 00s13aTeIbHBIM;
0) peKOMEHyEMbIM;
B) IO Mepe HEOOXOAUMOCTH.

17.J1okyMEHTOM, B COOTBETCTBHUU C KOTOPHIM B TPYJIOBOM JIOTOBOPE YKa3bIBAIOTCS
CBEJICHUS, yIOCTOBEPSIIOIUE JTMYHOCTh PAOOTHUKA, SBIISACTCS:
a) BOJAUTENBCKOE YI0CTOBEPEHHUE;
0) 3arpaHUYHBIN MACTIOPT;
B) MacnopT rpaxaanrHa Poccuiickoit @eneparuu.

18.0¢dopmienne Ha pabOTy IO COBMECTUTEIBLCTBY B TPYJAOBYIO KHIIKKY:
a) 3aMKiChIBACTCS BCET/IA;
0) He 3aMuChIBaCTCS;



B) 3aIIMChIBACTCA 11O KCJIIAHUIO pa6OTHI/IKa.

19.1Ipuka3, eciiu oH 0opMIICH B IIPOU3BOJIBHOM opme, OyaeT:
a) ICHCTBUTEIHHBIM;
0) HEICMCTBUTEIIbHBIM;
B) JICHCTBUTEIHHBIM, €CJIM B HEM yUTEHBI BCE TPEOOBAHUS K 0053aTEIILHBIM PEKBU3UTAM.

20.KopropaTuBHbIi CTaHAAPT MPEICTABISET COOON:
a) CBOJI MPaBWJI, MIPEIMUCHIBAIOIINNA OTIPEeICHHBIC JCHCTBUS B TPYIOBBIX CUTYaIUsX;
0) mpaBuia BHYTPEHHETO TPYIOBOIO PAaCHOPAIKa;
B) IOKYMEHT, PETJIaMeHTHPYIOIIUN APECcCc-KOI OpraHu3aIiH.

21. TpynoBO# IOTOBOP 3aKJIIOYAETCS:
a) Ha CPOK, KOTOPBIN ONpeIeNsieTcss padoToaTeneM;
0) Ha ompeIeTICHHBIN CPOK;
B) Ha HEOTIPEJICIICHHBIN CPOK;

22. XapaKTepuCTUKA MPEACTABISIET COOO:
a) JOKYMEHT, YAOCTOBEPSIOIINI NOpyYeHHE KOMY-JIHNOO ONpeNeieHHbIX NEHCTBUM, Mepeaady
ONpEJEICHHBIX MPaB IOBEPUTEIS;
0) oULIHAIBHBIN JOKYMEHT C OT3BIBOM O CITY>K€OHOM, OOIIIECTBEHHOM 1€ TEILHOCTH KOTO-TH00;
B) JOKYMEHT O BBINIOJHSAEMBIX COTPYJHUKOM (DYHKIIHSX;

23.I1paBriia BHyTPEHHETO TPYJIOBOTO PACHIOPAIKA ABJISIOTCSA JOKYMEHTOM
a) 00s13aTeIILHBIM;
0) pEeKOMEHTyEeMbIM,
B) 110 Mepe HEOOXOIUMOCTH;

24. Howmenkiatypa nen npeacrasisieT coOoi:
a) IBW)KCHHE JIOKYMEHTOB B OPTaHM3AIlMU C MOMEHTA UX CO3JaHMs WM TOIYYEHUs 0
3aBEPIICHUS UCTIOTHEHUS WM OTIIPABJICHMS;
0) cucTeMaTU3UPOBAHHBIN TIEPEUCHD 3ar0JIOBKOB JIEN ¢ YKa3aHUEM CPOKOB X XpaHCHUS,
0(OPMJICHHBIN B YCTAHOBJICHHOM TTOPSIKE.

25. 17151 BpeMEHHOTO XpaHEeHHS JJOKYMEHTOB I10 INYHOMY COCTaBY YCTAaHOBIICH CPOK: a)
75 ner;
0) 10 ner;
B) 50 ner.

26. Kaxoii 651aHK opraHu3aiuy IPUMEHSIOT JIsl 0(hOpMIIEHU S PUKa3a 0 OCHOBHOM
EATEIbHOCTH?

a) OJTaHK MUCHMa,

0) O;1aHK KOHKPETHOTO BHJIA JJOKYMEHTA,

B) OJIaHK JIOJPKHOCTHOTO JIMIIA.



27. IlpaBoM MoAMHMCAaHUS IPUKA30B BIIAICET

a) PyKOBOJUTEIb CTPYKTYPHOTO MOpPa3ICICHHSI,
0) pyKOBOJIUTEIIb OPTaHU3AIINY;

B) JIOJDKHOCTHOE JIMI[O-COCTABUTEIb TIPHUKAa3a.

28. KTo moamucheIBaeT 3asBicHHE?

a) pyKOBOJIMTENb OpraHU3aluu;

0) pyKOBOIUTEIH CTPYKTYPHOTO TIOIPa3/ICICHIS;
B) COCTaBUTEb.

29. Kaxoil pexkBH3UT HYXHO OGOPMUTH, YTOOBI KOMHUA JOKYMEHTa mpuolpena
IOPUJIMYECKYIO CUITY?

a) OTMETKA O 3aBEPEHUH KOINU;

0) oTMeTKa 00 UCTIOTHUTEIIE;

B) UJIEHTU(UKATOP IEKTPOHHON KOIMH TOKYMEHTA.

30. Ilporecc oTHECeHHs JOKYMEHTOB K ONpEIEIEHHOMY Jely M CHCTeMaTH3alus
JIOKyMEHTOB BHYTPHY HETO Ha3bIBACTCS

a) GopMUPOBaAHUEM JIET;

0) HOMEHKJIATypOH Je;

B) perucTparmeii J0KyMeHTOB.

31. K kakomy BHIy IPUKA30B MOYKHO OTHECTH IIPHKa3 0 IpuEMe Ha padboTy?
a) MpUKa3 10 OPTaHU3AIMOHHBIM BOIIPOCAM;

0) MpuKa3 Mo OCHOBHOM JEATEIIbHOCTH;

B) IIPUKa3 [0 JUYHOMY COCTaBY.

32. Kakoii rme4yaThio 3aBepseTCsl MOJMUCh PYKOBOJUTENS HA OPTaHU3AIMOHHO-TIPABOBBIX
JOKYMEHTax NMpeAnpustus (ycTaBe, ITaTHOM paciiucaHum)?

a) TIeYaThIO OT/eJIa KaJIpOB;

0) nmeyaThio OyXraiaTepuu;

B) repOOBOM MeYaThI0 OPraHU3AINH.

33. Uto TaKkoe MO IMHHUK JOKYMEHTAa?

a) TIEPBBIM WM CIWHUYHBIA DK3EMIULIP OQHUIMATBHOTO JOKyMEHTa, O(OPMIICHHBIN U
MTOIMKMCAHHBIA B COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBAHUSIMH,

0) KOIHs TOKyMEHTA, 3aBEPEHHOTO 110 MPaBUJIaM, IPUIAOIINM €My IOPUINICCKYIO CHITY;

B) NyOJIMKAT, BBIIABACMBII B CITydae yTPaThl BaJAe/IbIIeM ITOJTMHHOTO JJOKYMEHTA.

34. Ha kakux JOKyMEHTax TMPOCTAaBISETCS PEKBU3UT «OTMETKa O TMOCTYIUICHUU
JIOKYMEHTA B OpPTraHU3aIUuI0»?

a) Ha BXOJISIIIMNX;

0) Ha HCXOATITNX;

B) Ha BHYTPEHHUX.

35. B kaknx AHAX YCTAaHABJIIMBAKOTCA CPOKHU MCIIOJTHCHUS I[OKYMCHTOB?
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a) B KaJICHIAPHBIX JHSIX.
0) B paboyux JHSX.

36. JIokyMEHTBI, COCTaBJIIEMbIE KOMHCCUEH, TIOIITIUCHIBAIOTCS
a) pyKOBOJHUTEIIEM OpTaHU3AINH;

0) npeacenareneM KOMUCCUH,

B) IIpe/iceiaTesIeM U YIeHaMU KOMHUCCHUH;

T) IpeaceaaTesieM KOMUCCHH U CEKPETapeM.

37. 'apaHTUtHOE MTUCHMO:

a) TOATBEpPXKIAAeT (PAKT OTHPABKHU aapecary KaKUX-IHOO0 TOKYMEHTOB HWJIM JPYrUX
MAaTEPUAJIbHBIX IECHHOCTEW;

0) NOTBEPKIAET ONPEIECICHHbBIE 0053aTeNbCTBA, 00CIaHU OPTaHNU3ALNY;

B) COJEPKUT OTBET Ha MUCHMO-TIPOCHOY.

38. AKT — 310

a) TOKyMEHT UH(OPMALIMOHHOTO XapaKTepa, COAEpKaIUi OnucaHiue NpOU3BOICTBEHHOM
NEeATEIbHOCTH OpPraHu3aliy;

0) JOKYMEHT, aJJpeCOBaHHbI PYKOBOJMUTEIIO OpPraHu3aluyl U UHPOPMHUPYIOUIUI €ro o
CJIOXKUBILENCS CUTYyaIlMN, IMEBIIEM MECTO (DaKTe;

B) JOKYMEHT, MOATBEPKIAIOIINN (PAKTHI, COOBITHS, AEHCTBUS.

39. Bupa opraHu3anoOHHOTO JOKYMEHTa, KOTOPBIN OMpeeNseT MopsIoK 00pa3oBaHus,
CTPYKTYPY U OpTaHU3aIUI0 Pa0OTHI MPEANPUATHS

a) yCTas,;

0) UHCTPYKITHS;

B) IOJIOKEHHUE.

40. U3 yero cocTout rpud coriacoBaHus TOKyMeHTa?

a) coBa «COI'JTACOBAHOW;

0) u3 cnoBa «COI'JTACOBAHO» u noanucu ¢ pacumdpoBKOi;

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

r) U3 cnoa «COI'NJTACOBAHO», AOMKHOCTU JWIla, HAMMEHOBAHMS OpraHU3allUu,
TTOJMHKCH C PACITU(PPOBKOMN M TaThI TOITUCAHU.

41. VI3 yero cOCTOUT PErucTpallMOHHBIA HOMEP TOKyMeHTa?

a) U3 TOPSIKOBOTO HOMEpa, KOTOPbIA MOXKET OBbITh JIOMOJHEH IO YCMOTPEHUIO
OpraHu3alliy;

0) TOJBKO U3 MOPSAKOBOTO HOMEpa JOKYMEHTAa,

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

I) 10 YCMOTPEHUIO OpraHU3aluu.

42. B kakux cIoydasx TPUBOJUTCS COKpAIIEeHHOE HAaWMEHOBAaHHWE OpTraHU3aIlH,
BBIIMYCKAIOIIEH TOKYMEHT?
a) €CJIM MOJIHOE HAa3BaHUE OPraHU3AIMK COCTOUT OO0JIee YeM U3 5 CJIOB;
7



0) eciaM COKpalleHHO€ HAaWMEHOBAHME 3aKPEIICHO B YUYPEIUTEIbHBIX JOKYMEHTaX
OpraHu3allly;

B) €CJIM COKpAIIEHHOE HAMMEHOBAHUE UCTIOIB3YETCS Yallle, YEM TOJIHOE;

I') €CJIU JIOKYMEHT SIBJII€TCSI BHYTPEHHUM.

43. CranmapTu3anus — 3TO

a) CBepKa JOKYMEHTOB yupexaenus ¢ Tpedoanus [[OCT;

0) mpolecc YCTaHOBJICHUS U IPUMEHEHHUS MPABUII C LIETIBIO YIIOPSA0UCHUS A TEIHHOCTH
B JICJIONPON3BO/ICTBE;

B) CBEpKa JOKYMEHTOB YUPEXKACHUA ¢ (DAKTUUECKUM HaJIMUYHMEM COOTBETCTBYIOIIUX MaTe-
pUanbHbIX OJar;

T') KOMIUIEKC MOJIOXKEHUH, OMPEIENSIONNUX OPraHUu3alli0 JOKYMEHTOB Ha MPEATPUSITHH.

44. JlokyMeHTallMOHHOE 00eCIIeYeHNE YIIPaBICHUS — 3TO

a) IeATeIbHOCTD alapara yIpaBJIeHUs, OXBaThIBAOLAsl BOIIPOCHI JOKYMEHTHUPOBAHUS U
OpraHu3aiuu padoThl C JOKYMEHTaMH B IPOLECCE OCYIIECTBICHUS WM YIPaBICHYECKUX
hyHKIUI;

0) npaBUIBHO O(OPMIICHHBIE TOKYMEHTBI, OTPAXKAIOIINE BECh CHEKTP YIPaBICHUECKON
NEeSATEAbHOCTH MPEATPUSITHS;

B) OpraHu3alys JOKYMEHTOO00pOTa B yUPEXKICHHH;

I) KOMIUIEKC OCHOBHBIX IIOJIOXKEHUHM, ONPENENSAIOIUX ©  PErIaMEHTUPYIOIINUX
OpraHu3alMI0 JOKYMEHTHPYEMBIX IPOLIECCOB HA IPEANPHUSATUN.

45. Kakue peKBU3UTHI OTHOCSITCS K IOPUINICCKH 3HAYUMBIM?
a) J1laTa, peTUCTPAIIMOHHBI HOMED TOKYMEHTA,;

0) 3aroJIOBOK K TEKCTYy, OTMETKa 00 UCTIOJIHUTEE;

B) PE30JIIOIMS, OTMETKA O HAJTUYUH NMPUII0KEHU.

46. JIokyMeHT, cojiep>Kaluil 3auch X01a 00CYKJICHHUS BOIPOCOB U MPUHATUS PEIICHUN
Ha cOOpaHUsIX, 3aCeaHusIX, COBEIIAHUAX, KOH(PEPEHIUAX, IEJTOBBIX BCTPEUax — 3TO...

a) yKa3aHue;

0) MPOTOKOT;

B) pacropsiKeHue

47. Kakue JOKYMEHTbl MUHYIOT CTaIMI0 IPOEKTa
a) IOKJIQJIHbIC 3aITUCKH;

0) mpuKasbl;

B) CIIPABKHU.

48. Kakue u3 nepevrciIeHHbIX TOKYMEHTOB OTHOCSATCS K OPTaHU3AIMOHHBIM
a) MUCbMO, TTOJIOKEHHE

0) ycTaB, MHCTPYKIIHS

B) YCTaB, yKa3.



49. Kakum opraHoM U3JaeTcsl pelieHue

a) KOJUIETHAIbHBIM

0) 3aBHCHUT OT OpPTaHU3AIIMOHHO-TIPABOBOM (hOPMBI
B) €IMHOJINYHO PYKOBOJUTEIIEM

50. Kakoil pekBU3UT pacrojiaraeTcsi B JI€BOM HIKHEM YTy
a) rpud yTBepKICHUS

0) Bu3a

B) rpu¢ orpaHUYEHUs



_ Hpuaoxenue 3
KEUC

Kelic - onucanue peaabHbIX IKOHOMUYECKUX, COLIMATIBHBIX U Ou3Hec-cutyanuil. O0yuatoniuecs
JOJDKHBI MCCIIEOBATh CUTYalMIO, pa3o0parbcst B CyTH NMPOOJIEM, MPENJIOKUTh BO3MOKHBIE
pelieHrss U BbIOpaTh Jydiliee U3 HUX. KeHChl OCHOBBIBAIOTCA Ha peallbHOM (haKTUYECKOM
MaTepuase WM ke MPUOIMKEHbI K peaJbHON CUTYallUH.

Ilenv keiica - HayduTh OOYYAIOIIMXCS AaHAIU3UPOBATh MPOOJIEMHYIO CHTYalLUIO,
BO3HUKIIYIO TIPU KOHKPETHOM IOJIOKEHUU JIell, U BhIpaboTaTh pelIeHHEe; HayYuTh paboTaTh ¢
uH(GOPMAIIMOHHBIMU UCTOYHUKAMHU, TTepepadaThiBaTh €€ U3 OJHOU (DOPMBI B IPYTYIO.

B nponecce BhINOIHEHUS Kelica pemaroTes CAeAyOINe 3a1a4u:
o ®dopmMmHpoBaHUE U Pa3BUTHE HHPOPMAITMOHHOM KOMIIETEHTHOCTH;
e Pa3BuTHe yMEHMI UCKAaTh HOBBIC 3HAHUSI, AHATM3UPOBATh CUTYAIINH;
e Pa3BuTHE HaBBIKOB CAMOOPTaHU3AINH, CAMOCTOSITEIbHOCTH, MHUIIMATUBHOCTH;
e Pa3BuTue yMEHHI NPUHUMATH PELICHUS], APTYMEHTUPOBATH CBOIO MTO3UIIUIO.
O0s13aTeNTbHBIMU COCTABJIAIONINME DJIEMEHTAMHU Kelica SIBISIOTCS:
— TUTYJIbHBIN JIUCT;
— OCHOBHAas 4YacTh;
— 3aKJIIOYCHUE;
— CIIMCOK MCIOJIb30BAHHBIX UCTOYHUKOB;
—  TPWIOKEHUS
TpeboBanus kK O(GOPMIICHHIO MPAKTUYECKUX PadOT MpeACcTaBleHbl B MeToAMYeCcKUX
YKa3aHUSIX K COJACpKaHUIO, O(GOPMICHHI0O U KPUTEPUSIM OILCHUBAHUSI THUCbMEHHBIX,

MPaKTUYECKUX M KYPCOBBIX pabOT, YTBEPKICHHBIX pelieHrneM HaydHO-MeTOIuYeCcKOTO COBETa
(mpotokoia Ne8 ot 07.06.2018 r.).

3aganue: cocraBbTe U O(OPMHUTE [JOKYMEHTbI, HEO0X0AUMbIe B JAHHBIX
yIPaBJIeHYECKUX CUTyalUuAX.
Bapuanr 1

Cutyanus 1.

Ha MockoBckoM KOMOMHATE TIO MPOU3BOJICTBY MY3BbIKAJIBHBIX HHCTPYMEHTOB U MeOemH
(rocynapcTBEHHOE MPEANPUSATHE), KOTOPBIA BXoauT B KoHIIepH 1Mo pa3paboTke U MPOU3BOICTBY
MPOAYyKUUU MY3blKasibHOU mpombinuieHHOCTH (POCMY3IIPOM), neiictByet Ilonoxkenue o
MIPEMUPOBAHUM PYKOBOAUTEINIEH LIEXOB, OTAENIOB U CIyx0, yrBepaxkaeHHoe 05.01.2013 Ne 27.

12 anmpenst Tekyuiero roga AupekTop komOuHata B.M.JlapuoHOB nmopy4usi Ha4YaIbHUKY
otnena Tpyaa u 3apaboTtHoi miatel MapkoBy H.I'. paccuuTaTh pasmep npeMun pyKoBOJUTEISM
OTJIEJIOB, IIEXOB U CIY»KO KOMOMHATa Mo uroram padoThl 3a MEPBBIA KBapTai K 15 ampens, a
riaBHoMy Oyxrantepy komOuHata Tpommnoi C.I'. — opranusoBarh BbIILIATY npeMud K 20
anpesis TeKyLIEero roja.

HavanpHuk mmanoBo-skoHOMHUYEecKOTo oTaena MartBeeBa C.H. u rnmaBHbIN Oyxranrtep
Tpommna C.I'. 3aBU3upoOBaIN NPOEKT NMpUKa3a TUPEKTOpa KOMOMHATA.
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Curyanus 2.

JlenapTaMeHT TOAJIEPKKH U Pa3BUTUS MaJIOrO MPEAIPUHUMATENbCTBA IMHCHbMOM 32
NOJNUCHIO 3aM.JUpeKkTopa aenapraMmenta CBepukoBa A.B. yBegoMusl pykOBOJCTBO JIE€TCKOIO
caga Ne 1586 o ToM, 4TO B CBSI3U C Pa3BUTHEM MPEINPUHUMATEILCTBA 3/IaHUE JIETCKOTO cajia
JOJIKHO OBITh MEePeaHo JIJIsi TEXHUUECKUX HYXK]l JenapTaMeHTa.

Ucnonuurenem BacunbeBoll 1o mopydeHuro qupektopa aerckoro caaa Ne 1586 HOro-
3anaJHOro OKPYKHOI'O YIpaBiieHHus 00pa3oBaHus I. MOCKBBI, pacoJ0KEHHOIO Ha MPOCHEKTE
MuuypuHcKoM, A0M 22 1.MOCKBBI, OBUIO COCTABJIEHO MUCHMO, aJPECOBAHHOE OTHAEIY IHUCEM
Mbpun Mocksel 1o aapecy: r.Mocksa, yn.TBepckas, 13, B koTopoM aAupeKTop aerckoro caga Ne
1586 O.A.AOpamoBa mpocwia pa3zo0parbCsi B JAaHHOM BOIPOCE, MOTHUBUPYS TEM, 4YTO B
Ha3BaHHOM palOHE JAETCKUX CaJ0B OCTAJIOCh MAJIO U HE BCE JETU MOTYT MOCEUIaTh JETCKUE
JOLIKOJIbHBIE  yupexkaeHus. IlucekMo OBUIO OTBETOM Ha TMOJYYEHHBIM JOKYMEHT OT
JlemaprameHTa.

Bapuanr 2

Curyanus 1.

A.H.IIIunos, npeacenarens POCCUIICKOTO areHTCTBA MEXAYHAPOJHOTO COTPYIHHYECTBA
U pa3BuTus (rocynapcTBeHHas opranusanus npu IlpasutensctBe PD), 24 depans Tekyuiero
roia IMOPYYWJI CTPYKTYPHBIM NOAPA3ACICHUSAM areHTCTBA COBMECTHO C IPEICTABUTEISIMU
I'ockomumymectBa Poccun k 10 ampens mOATOTOBHUTH NPOEKT NPOrpaMMBbl IPUBIICYEHUS
MHOCTPAHHBIX MHBECTULHNW K NPOLECCY AKIMOHUPOBAHUS TOCYJAAPCTBEHHBIX MPEAIPUATHMN.
[lopyyenue ObuUIO JaHO BO HcnoiaHeHWE nocTtaHoBieHust IIpaBurensctBa PO ot 24 deppans
Tekymero roga Ne 246 I'maBHOMY yNpaBIEHHUIO OTPACIEBBIX WHBECTUIIMOHHBIX IPOIPAMM,
['TaBHOMY [JOTOBOPHO-IIPAaBOBOMY YIIPABJIEHHUIO W [JIaBHOMY YIIPaBIEHUIO CTPAaTE€TUU U
WHBECTHUPOBAHUS.

[IpoekT npurkasza npeaceaaTesis areHTCTBa ObLI 3aBU3MPOBAH €T0 MEPBBIM 3aMECTUTENIEM
JI.H.®enopoBbIM 1 HAUAIBHUKOM | JTaBHOT'O IOrOBOPHO-ITPaBOBOTO ynpasiieHus: U.B.UnbuHbIM.
KoHnTtposs 3a ucnonHenuem npukasa 0but Bo3noxkeH Ha J[.H.®denopora.

Curyanus 2.

[Ipencenarens mpaiieHusi akuuoHepHoro kommepdeckoro 0anka «TOPTTIPEJIBAHK)
(nmp.Bepnazackoro, 19, MockBa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymon
obpatuiics k ['enepanpHoMy nupektopy HIIO «Acb6ect» JI.M.BonbiHIEBY ¢ mpochOoi
paccMoTpeTh Bompoc o mpenoctaBieHun B anutenbHyro apeHay AKb «TOPITIPEJBAHK»
pabouunx motaaeit — 180 kB.M 1moj; pa3MeIeHue oTiesieHus OaHKa.

[Iucemo ObLIO cocTaBieHO wucnoigHuTeneM IlogmecHOWM Ha JOHKHOCTHOM OJIaHKE
npejcenaress mpaBieHus 0aHKa U MOAMucaHo 24 MapTa TeKYIIEero roja.

Bapuanr 3

Curyanus 1.
Hupextop OO0 «Meutay IlomsakoB B.M. 10 okTs0ps Tekyiiero roma u3jgan MpUKa3 O
POBEJICHUH MHBEHTAPU3ALMK TOBAPHO-MAaTEepUAIbHBIX IIEHHOCTEH Ha cKiaze npeanpustus. On
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Ha3HA4YWJI KOMHUCCHIO O] MPEICENATEIbCTBOM KOMMEpUYECKOro nupekropa 3onorapesa E.M. B
COCTaB KOMUCCHM BOLLIM IJ1aBHbIA Oyxranrep Bonomuna E.H. u 6yxrantep MBanora B.C. B
npuKase ObUIO MOPYYEHO MPEICTaBUTh HA YTBEPXKIECHUE JIOKYMEHTHI CKJIAACKOTO ydeTa (1o
COCTOSIHUIO Ha | OKTAOps) W OTuYeThl 00 OCTaTKaX TOBAapHO-MATEpUATBHBIX IIEHHOCTEH (10
cocTostHUIO Ha 10 OKTAOps) K 15 OKTAOPSI.

[IpoekT npukaza ObLI 3aBU3UPOBAH IKOHOMHUCTOM npeAanpustis MutuHoit O.A.

Curyanus 2.

Ucnonautenem M. O. [TonskoBo# o NOpy4deHUIO HaYadbHUKA 0TAeNna MapkeTuHra [IAO
«Toprmotpedceoro3» (r.Mocksa, Jlecnas ym., m.18, 117123, tem./dakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa ObL10
cocraBieHo nmucbMo B agpec OO0 «Jleno», Texuuueckomy nupekropy A.M.MsrkoBy o0
OTIIpaBKE JOKYMEHTalluu clieaymwouero conepxkanus: «Hamnpaensem HeoOxoaumble Bam
JOKYMEHTBI, COJEp)Kalue HMHPOpMALMI0 O IIEHE KOMIUIEKTa HayYHO-TEXHMUYECKOM
JOKYMEHTalluM  Ha XOJIoAWJIbHOE obOopynoBanue. [IpeasmaraemM BbICHaTh TEXHUYECKYIO
JOKYMEHTAllMI0 Ha 3apyOeXHbIE aHaJOTH XOJIOAWJIbHOro oOopynoBanus. [lpu mnpuHsATHH
MOJIOKUTEIBHOIO  pEelIeHHs O 3aKynke oOopyaoBaHus npocuM Bac  HampaButh
COOTBETCTBYIOIIEE MTUCHhMO pyKoBoauTento ornena copita HaymoBy C.IL.». JlaHHBIM nHCbMOM
conpoBokanach cnernupukanus Ha 28 1. B 1 3k3.

Bapuanr 4

Curyanus 1.

C uenbio TpUBJICYEHUS CPEACTB ISl OOECIEUECHHS] MPOU3BOJCTBEHHOU NESITEIHLHOCTH
reHepainbHblil qupekTop OO0 «Texnukay (r.Kypck) CokosnoB O.I'. 20 ceHTAO0ps TeKyIIero rojaa
M3l TpUKa3 O CO3JaHUM KOMMEPYECKOro OTAelda B COCTaBe 3 IUTATHBIX EIUHUIL:
KOMMEpUYECKOro aupekropa — 1, Bemyuiero cnenpanucra — 1, cneruanucra — 1. I'maBHOMY
oyxranrtepy npeanpusatus ['opsueBy ['.A. Ob1710 TOPYUEHO MPEACTABUTH HA YTBEPKIACHUE HOBOE
ITAaTHOE paclHCaHue NMPEANpUsITHs Ha 4 KBapTall TEKyIIero roaa kK 1 okrsaops. Kommepueckomy
nupekropy UrnareeBy T.H., KOTOpBIM 3aBU3HPOBA MPOEKT MPUKA3a, MPEANUCAHO 3aKOHUYUTH
KOMILJIEKTOBAHHE OT/IeJIa KaJipaMH C BBICIIMM KOHOMUYECKUM oOpa3oBaHueM K 10 okTsops.

Curyanus 2.

MOCKOBCKMIM pPaguOTEXHUYECKUM KOJUIE[UK HMMEHM akanemuka A. A. Pacruietuna
MunuctepctBa o6pazoBanusi PO (Mocksa, yn. b.Jlekabpbckas, 5, 124000, ten.: 252-11-84,
¢dakc: 253-32-36) pazocnan HUHPOpPMALMOHHBIE MUCHbMA JUPEKTOpaM IIKOJ  ropoga ¢
coo0mIeHeM 00 OTKPHITUM B HOBOM YYEOHOM TOJy JBYX (paKkyJlIbTETOB: COBPEMEHHbIE
MH(OpPMAIIMOHHBIE TEXHOJOTUU M IOpUaMYecKuid. B muceMe coolmanoch Takke O TOM, YTO
IpaBuJia IpUeMa Ha yKa3zaHHbIe (hakyiabTeThl oomue. [TuceMo ObLI0 COCTaBIEHO HCTIOMHUTEIEM
CrenanoBoil u noanucano aupexkropom JI.b.MapTsiHtokoM 15 MapTa Tekyiero rojaa.

TpeboBanus k pabore: o0bem pabotel 5-7 ctpanun, Llpudt Times New Roman, 14,
«OIVHAPHBI» UHTEPBAJL
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IMpuioxenue 5
(DPopmupyembie komnerennuu: [1K-4, ITK-8).

Keiic - omnwmcanue PCAIBHBIX 3KOHOMHUYCCKUX, COLOUAJIBHBIX H 6H3HCC-CHTyaHI/II7L

OOyuaromuecs TOJKHBI UCCIEN0BaTh CUTYalUIO, pa3o0paTbCsi B CyTH MPOOJIEM, MPEATIOKNUTh
BO3MOJKHBIE pEIIEHUSI W BbIOpAaTh Jydmee W3 HHUX. KeWchl OCHOBBIBAIOTCS HAa pPEaTbHOM
(bakTHUYECKOM MaTepHalie WIH ke MPUOIMKEHBI K PealbHOM CUTYalIUH.

[lenp keiica - HayuyuThb OOYYAIOIIMXCS AHAIM3UPOBATh NPOOJIEMHYIO CHUTYaLHIO,

BO3HHKIITYIO TIPU KOHKPETHOM TIOJIOKEHUHU e, U BBIpAOOTaTh PEIICHHE; HAYYUTh paboTaTh C
nH()OPMAITMOHHBIMHA UCTOYHUKAMH, TIepepadaThIBaTh €€ U3 OAHOU (DOPMBI B IPYTYIO.

B mporiecce BeIMOTHEHUS Keiica penaroTes CISAyIOMne 3a1a4u:
» dopMupoBaHUe U pa3BUTHE HHOOPMAIIMOHHON KOMIIETCHTHOCTH;
* Pa3BuTHe yMEHHI UCKAaTh HOBBIC 3HAHMS, aHATM3UPOBAThH CUTYAIINH;
* Pa3BuTHE HABBIKOB CAaMOOPTraHU3AIMH, CAMOCTOSTEIIbHOCTH, MHUITUATUBHOCTH;
* Pa3BuTHe yMEHHI IPUHUMATH PEIICHUS], ApTyMEHTUPOBATH CBOIO MO3UITHIO.
OO0s13aTeIbHBIMU COCTABIISIOIINMHY dJIEMEHTAMHU Kelica SIBIISIOTCS:
* TUTYJIbHBIN JIUCT;
* OCHOBHAsl YacCTh;
* 3aKJIFOYEHUE;
* CIIMCOK HCIOJIb30BAHHBIX HCTOYHHUKOB;
* MPUIIOKCHHUSI
OO6pas3ibl Keic-3a1au

PaCCMOTpI/ITe cuTyanru, OTBETHTC Ha CICAYIOIINC BOIIPOCHI.

a) Ilponuio 3acenaHue MHBEHTAPU3aLMOHHON KOMHUCCUM 3aBOJia Ta30BOM ammapaTypsbl, Ha
KOTOpPOM paccMaTpUBaJICA BOIPOC O pe3yJbTaTaX HMHBEHTapu3aluuu 1o ckiaxy No 2
BCIIOMOTaTeNbHbIX MarepuanoB. Ha 3aceganuu ObUIO TPHUHATO MOCTAaHOBJIEHHE 00
YTBEPKJICHUH PE3YyJbTaTOB MHBEHTAPU3ALMU M OTHECEHMS 32 CUET 3aBEAYIOLIErO CKIIAJ0M
HEJ0CTaul BCIIOMOTaTeNIbHbIX MaTepuanoB B cymMme 365 Teic. py0., a TakKe 3a4yUTaHbl
CIIMYUTENIbHAs BEAOMOCTb MO ckiaxy Ne 2 ¥ OOBACHUTENbHAs 3alHCKa 3aBEAYIOLIETO
CKJIQZIOM.

BOITPOCHI:
5. Kakoil JOKyMEHT COCTaBJIAETCS IO UTOraM 3aceJaHuii KOMUCCHI pa3HOTo poja?
6. Kakue pekBU3UTHI TOJDKEH BKIIOYATh TAHHBINA JOKYMEHT?
7. CKOJIBKO CTPYKTYPHBIX YacTE€il OH Mpenoaaract?

8. Kakwue aktuyeckue qaHHbIC TOJDKHBI OBITH BHECEHBI B 3TOT JOKYMEHT?

0) B ctpourensHom koomnepatuBe «CTpoiicepBuc» Obul 0OHApYXeH (PaKT HEMmpaBHUIBLHOTO
MCIIOJIb30BaHUsl CTPOUTEIBHBIX OTX0/10B. [Ipu mpoBepke paboOThl CKjIala MUIOMAaTEpHaIOB
YCTaHOBJIEHBI (PaKThl OTIYCKAa B KOTEJIBbHYIO JI COKMTAHUS OTXOJOB NHJIOMaTepuasoB
JUIMHHOM cBblile 20 cM. B pacnopsauTenbHON 4acTH ClAEAYeT NPEMJIOKUTh 3aBEAYIOIIEMY
CKJIaZIOM OPTraHHU30BaTh pabOTy MO PEATM3ALMHI OTXO0B YACTHBIM JIULIAM.
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BOIIPOCKHI:
Kaxoit AOKYMCHT IIO3BOJIUT PCTIIAMCHTHUPOBATDL OTIIYCK CTPOUTCIIbHBIX MaTepI/IaJIOB?
Kaxkwue ITYHKTBI JOJIZKHBI OBITH B JaHHOM JOKYMCHTC 00s13aTeILHBIMU?

CKOJIBKO JTOJDKHOCTHBIX JIMIT JIOJDKHBI OBITHh OTBETCTBEHHBIMH 3a HCIIOJIHCHHUE ITaHHOTO
JTOKyMeHTa?

Kakue pekBU3UTHI JOKEH BKIIIOUATh JaHHBIM JOKYMEHT?
CKOJIBKO CTPYKTYPHBIX YacCTEH OH MpeArnoaraer?

Kaxkue CbaKTI/I‘-IeCKI/IC JaHHBIC JOJIKHBI OBITH BHECEHBI B OTOT I[OKyMeHT?

KEHNC (3AIIIUTA MIYTENIECTBEHHUKOB».

B KAKUX CIIYUAAX HEOBXONMA CTPAXOBKA IIPU BBIE3/IE 3A
I'PAHULLY? VkaxuTe MaKCUMaJILHO BO3MOXHBIE OOBEKThI CTPAXOBAHUS, CTOUMOCTD:
* [lonydeHue MEeHreHCKON BU3bI

* bosie3Hb WM HECUACTHBIN Cllydall 3a pyoexoMm.

* OTMEHA MOE3KHU.

* Yreps Oaraka u JTOKyMEHTOB.

¢ [IpyuriHEeHME Bpeia 310POBBIO U UMYILECTBY TPETHUX JIMLI.

* [IyTemecTBre Ha aBTOMOOMIIE.

* DKCTpeMasbHbIE BUJIbI CIIOPTA.

* [IyremectBue no Poccuu.

MOXHO JIM IOTYYUTh CTPAXOBKY OHJIAH?

Hcnonp30BaHne caiTOB KPYHMHENIIUX CTPAXOBBIX KOMITAHUM.

[lepeurcnure cTpansl LLleHreHCcKoOW BU3bl, KAKWE CTPAXOBKH 31€Ch TPEOYIOTCS.

KENC «CTPAXOBAHUE UMYIIECTBA»

3ajada — cocTaBUTh J0ToBOp cTpaxoBaHus. [llabnon norosopa B3saTh U3 CIIC KoHcynbTanT
nnu ["apaHT.

Kpurepun ouenku:

1. ymeHnue opopMUTH TOTOBOD;

2. ipu He0OXOIUMOCTH HAWUTHU U UCIIPABUTH OLIUOKU;

KEHNC «IOTOBOP CTPAXOBAHUSI»

ITo I'paxnanckomy koaekcy PO riase 48 1oroBop CTpaxOBaHUsI CYUTACTCS 3aKJIFOUYEHHBIM B

dbopme IIPU HAJTMYUU KAKUX CIEAYIOIINX YCIOBUM :

Haiinute B riaBe 48 'K P® otBet Ha Bonpoc « Kak ycranaBinuBaercs B JloroBope
CTpaxOBaHUS
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CTpaxoBas cymma»? Hanummre no myHKTam.
1.

2.
3.
4
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JIMcT perucTpanuu u3MeHeHU i, J0NOJHEHU U PeBU3Hil JOKYMeHTAa

JlokyMeHT, Ha

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

or 31.08.2022 1.

Ne 245);

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




