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ors0¥80 DENEPAJIBHOE TOCYOAPCTBEHHOE BIOIKETHOE OBPA3OBATEJIbBHOE CMK
2z _ y‘—[P]E)KHEHV[E BBICILIETO OBPA30]§AHVI$I PIYTUC
N\ «POCCNNCKUN TOCYOAPCTBEHHbBIV YHUBEPCUTET
- TYPU3MA V1 CEPBVICA»
Aucm 2

1. AHHOTanUs pado4eil MPOrpaMMbl JUCUMILIMHBI (MOTYJIS)

Hucuumnuna «JlokymMeHTalonHoe obecriedeHne MpodecCHOHANBHON esSTeIbHOCTH
OTHOCUTCS K 1 GJIOKY YacTH mporpamMmbl 0akanaBpuara Mo HarpasieHHio moarotosku 38.03.01
"OxoHOMHKA", MPOGUIL: DKOHOMHKA NPEANPHUATHNH M OpPraHM3alliii W OTHOCUTCA K 4YacTH
porpaMMsl, (GOPMUPYEMOH YHaCTHUKAMH 00pa30BaTEIbHBIX OTHOLICHUH.

JlucuuniuHa HarpaBieHa Ha GOPMUPOBAHUE CIEIYIOIINX KOMIETEHIUN BBIITYCKHUKA:

IIK 1 - crmocoOeH BBISBIATH, OCYIIECTBISAT, COOp W aHANU3 OW3HEC-MHPOPMAIUH IS
bopMUPOBAaHUS BO3MOXKHBIX  PEIICHUH, opopmiATh pe3yabTaThl OM3HEC-aHANU3a B
COOTBETCTBUU C BHIOPAaHHBIMHU I10/IX0/IaMH; B YaCTHU MHAMKATOPA TOCTUKEHUSI KOMIIETEHLINN

I[IK 1.2 - odopmiser pe3ynbrarhl OM3HEC-aHANU3a B COOTBETCTBUU C BBHIOPAHHBIMU
OJIX0JaMH

Copepxanve  TUCHUIUIMHBI ~ OXBAaThIBa€T  KPYr  BOINPOCOB,  CBSI3AHHBIX  C
JOKYMEHTOBE/IEHUEM, B TOM YHCIIE OCHOBHBIC TIOHSATHUS B 00JIaCTH TOKYMEHTHPOBAHUS U 00IIHe
HOpPMBI  OoopmIIeHUST  JOKYMEHTOB, CTPYKTypa  OpPraHHU3aIllMOHHO-PACHOPSIUTEIbHBIX
JIOKYMEHTOB KOMMEPUECKHUX MpPENNpUITUA M OpraHu3aluid, BUIbl U CTPYKTYpa CIIy>KEOHBIX
MUCEM, a TaKKe OCOOCHHOCTH JOKYMEHTOBEIEHHUS U JOKYMEHTOOOOpPOTa B IOCYAapCTBEHHBIX
YUPEXKIECHUSAX U OpPTaHU3AIUAX.

OO6miast TpyAO€MKOCTh OCBOCHHS JMCIHUIUIMHBI COCTABISET 4 3a4eTHBIX eAuHHI, 144
YacoB.

[IpenomaBanue AMCIUIUIMHBI BEETCS HA OYHOM OTHAEJIEHHWU Ha 2 Kypce B 3 ceMecTpe
MPOJIOJKUTENBHOCTBIO 18 Henenb.

[IporpaMMoil AMCUMIIMHBI MPEAYCMOTpEHbI: 34 uyaca JIEKIIMOHHBIX 3aHiATHH, 36
MPAKTUYECKHUX 3aHSITHI, KOHCYIbTAIlUU 2 Yaca, MPOMEXYyTO4Has arrectanus 2 yaca, 70 4acoB
OTBOJUTCS] HA CaMOCTOSITENIbHYIO padOTy CTYIEHTOB M IMpeaycMaTpuBaeT MPOBEACHUE YUEOHBIX
3aHATUI CIeIyIolMX BUAOB: JIEKLIUHU, IPAKTHUYECKHe 3aHATUS B (popMe pa3BepHYTOH Oecelbl,
00CyXJIeHUS JOKJIaJI0B CTY/I€HTOB, KOMMEHTHUPOBAHHOI'O YTEHMsI, pabOThl B MajbIX I'pynnax, B
dopme n1€710BOM WIphl, YCTHOIO OMNpoca IO MaTepuajaM JIEKIHMH, H3YYeHHUs HpUMEpOB
Pa3TUYHBIX BHJIOB JOKYMEHTOB, aHanm3 paszmena [OCT P 7.0.97-2016., camocrosiTenbHAS
paboTa 00yJaromuxcs, TPyNIoBble U HHANBUAYaIbHbIE KOHCYIbTAIIUU.

[IperoaBanye IUCHUIUIMHBI BEAETCS HA OYHO-3a0YHOM OTJICJICHUH Ha 2 Kypce B 3
cemectpe. IIporpaMmMoil AMCHMIIIMHBI MPENYCMOTPEHBI: § 4Yaca JEKUHMOHHBIX 3aHATUH, 10
MPAKTUYECKUX 3aHITUH, KOHCYJIbTAallMU 2 4Yaca, IPOMEXKYTOYHas arrecranus 2 yaca, 122 yaca
OTBOJIUTCS] HA CAMOCTOSITENIbHYIO PabOTy CTYJCHTOB

IIporpaMMoii mpeaycCMOTPEHBI CAEAYIOIINE BUIbI KOHTPOJIA:

- TeKyIIUH KOHTPOJb B (opme ayautopHoro TectupoBanusi (1,2 u 3 KOHTPOJbHBIC
TOYKH);
- 3aIIMTHI TPYIIIOBOTO IpoeKkTa (rpymnmna 2-3 yenoBeka, 4 KOHTPOJIbHAs TOYKA);
- TIPOMEXYTOYHAsi aTTeCTalusl HA OYHOM OTAeseHu:u B dopme auddhepeHIInpOBaHHOTO
3auera (3 cemecTp).
- IPOMEXYTOYHAsl aTTeCTallisl Ha OYHO-3a0YHOM OTAeNeHUH B popme auddepeHInpoBaHHOTO
3aueta (3 cemectp).

OCHOBHEIE TTOJIOXEHUSI JUCHOUIINIMHBI MOTYT OBITH HMCIOJIB30BAaHBLI B }IaHBHeﬁmeM npu
M3YYCHUU TaKUX JUCUUIUIMH, Kak: OM3HeC-TNIaHUPOBaHUE, [IEHO00pa30BaHNEe HA MPEIIPUITUN
(B opraHu3aIym)
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» _ YYPEXIIEHME BBICIIIETO OBPA3OBAHSI PIYTUC
\ «POCCUNCKUN TOCYOAPCTBEHHBIN YHUBEPCUTET
PryTHG TYPU3MA 1 CEPBMCA»

Ltrsmo GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXETHOE OBPA30OBATEJIbHOE CMK

Aucm 3

[Tocne 3aBepiieHus Kypca 00y4YarOUIUiiCsl COBEPIICHCTBYET MOJTYyYCHHbIC 3HAHUS, YMEHHUS
M HaBBIKM B IIPOLIECCE MPOXOXKJIEHUS TPAKTUKA M MCIOJIb3YeT B XOJI€ TOCYIapCTBEHHOMU
UTOTOBOW aTTeCTalUH.

2. [lepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 AU CHHUILINHE (MO1YJII0),
COOTHECEHHbIE ¢ MVIAHUPYEMBbIMHU Pe3yJ1bTATAMM OCBOCHHSI 00Pa30BaTe/IbLHOI NPOTrPaMMbl

Ne VHpekc KoMIeTeHImH, [Tnanupyemsble pe3ynbTaThl 00y4YeHHUS

il HMKaTOpa (KOMIIETEHIIMU, UHANKATOPA JOCTHXKEHHUST KOMIIETEHIIH )
JOCTUKCHUA
KOMIICTCHII U

1 IIK 1 I[IK 1 - cnocoOeH BBISBIATH, OCYHMIECTBISATH COOp H aHAIH3

ousHec-uHGopManuu st GOPMHUPOBAHHS BO3MOKHBIX PEIICHHIA,
opOpMIISITh  pe3yNIbTaThl OW3HEC-aHAIW3a B COOTBETCTBUU C
BBIOPAHHBIMHU TTOAX0AaMHU

B 4aCTH MHAWKATOPA JOCTUKCHHA KOMIICTCHIIUN

1K 1.2 - opopmitsieT pe3ynbTaThl OU3HEC-aHAM3a B COOTBETCTBHH
C BRIOPAHHBIMU TOIXOAMH

3. Mecro gucuumiunbl (Moay.as) B crpykrype OIIOII:

JucuuruinHa «/lokymeHTanmoHHoe oOecrnieyeHHe Npo(ecCHOHANBHON JesTeTbHOCTH
OTHOCHUTCS K 1 OJOKY YacTu mporpammbl 0akajiaBpuaTa 1o HarpasieHHo nmoarotoku 38.03.01
"JkoHOMUKA", TPOQHIb: DKOHOMHUKA MPENNPUATHIl W OpraHu3alMii U OTHOCUTCS K MEepBOM
YacTH MPOrpaMMbl, (popMHUpyeMOl ydacCTHUKaMU 00pa30BaTeIbHbIX OTHOIIEHUH.

W3yuenune naHHOW TUCHMILIMHBI 6a3UpyeTcst Ha CyMMe 3HAHUM M HaBBIKOB, MOJTYYEHHBIX
CTYJEHTaMM B XOJ€ H3YYEHUS JUCHUIUIMH: WHOCTPAHHBINA S3bIK, TEXHOJIOTMHU JEJIOBBIX
KOMMYHHUKAIMii B  Mpo(eCCHOHANBHOW JEATeNbHOCTH, HWHPOPMALMOHHOE obecreueHune
poeCCHOHAIBHON e TEIHHOCTH

®opmupoBanue komrnereHuuu [1K 1 nmpopomkaercs B cieayrommx TUCHUIUIMHAX: OU3HEC-
rIaHupoBaHue (5 cemecTp), IEHOOOpa3oBaHUE HA MPEeANpUiTHH (B opranu3anuu) (5 cemectp),
napaujenbHo B AucuuiuinHe Mapketunr (3 cemectp)

[Tocne 3aBepiieHns Kypca 00y4aromMiicsi COBEPILIEHCTBYET MOJIyY€HHbIE 3HAHUS, YMEHUS
Y HaBbIKM B IIpOILIECCE IMPOXOXKIACHMS NPAKTHUKHM W MCIOJB3YET B XOAE TOCYJapCTBEHHOMN
UTOTOBOM aTTECTAIlUU.

4. O0beM IMCHUIUIMHBI (MOAYJIsI) B 3a4€THBIX €IMHHMIAX ¢ YKA3aHMEM KOJM4YecTBa
aKaJeMH4YeCKMX YacOB, BbIJeJeHHbBIX Ha KOHTAKTHYI padory oO0ydamommxcss ¢
npenogasarejieM (Mo BUAAM Y4YeOHbIX 3aHATHH) M Ha CaMOCTOATEJbHYI padory
00y4yarIMXcs

OO0r11ast TpYA0EMKOCTb AMCIUILIHHBI COCTaBIsIeT 4/144 3a4eTHBIX MUHUIY aKaJl.4acoB.

(1 3auemnas eounuya coomsemcmeyem 36 akademuyeckum 4acam)
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ersomo | PEJJEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
. VUPEXIEHVE BBICIIIETO OBPA3OBAHISI PIYTUC
k@ «POCCUMCKHNU TOCYJAPCTBEHHBIVI YHUBEPCUTET
i TYPU3MA "1 CEPBUCA»
Aucm 4
Juist ouHoii popmbl 00yUeHust:
Ne | Bunsl yueOHO# e TETLHOCTH CemecTpbl
n/m Beero |3
1 KoHTakTHasi padoTa o0y4yaomuxcsi ¢ mpenojaaBarteaeM 74 74
B TOM YHCIIE: - -
1.1 | 3asaTUsa IEKIUOHHOTO THUIIA 34 34
1.2 | 3aHsATHS CEMUHAPCKOTO TUIA, B TOM YHUCIIE: 36 36
CemMuHapbl
JlaGopaTopHbie pabOThI
[IpakTHyeckue 3aHsATHS 36 36
1.3 | KoncyabTauuu 2 2
1.4 | ®opma npoMe:KyTOUHOI aTTecTalMH (3a4eT, 3a4eT ¢ OLEeHKOH, | 2 2
IK3aMeH) 3au. ¢ om.
2 CamocrosiTeJibHast padoTa 00y4YarIuxcst 70 70
3 O01as Tpy10eMKOCTh yac 144 144
3.e. 7 )
JL1s1 04H0-3204HO¥ (popMBbI 00yUeHUs:
Ne | Bunsl yueOHO# nesITEILHOCTH CemecTpbl
n/m Bcero |3
1 KonTakTHas padora o0y4yaommxcs ¢ npenojgaBareiemM 22 22
B TOM YHCIIE! - -
1.1 | 3ausgTHs JEKIIUOHHOIO THUIIA 8 8
1.2 | 3aHATHsI CEMHUHAPCKOTO THIA, B TOM YHUCIIE! 10 10
CeMuHapbl
JlaGopaTopHble paboThI
[IpakTuueckue 3aHsATHS 10 10
1.3 | KoncyabTanuu 2 2
1.4 | ®opma npoMeKyTOUHOI aTTecTalMM (3a4eT, 32a4eT ¢ OeHKOH, | 2 2
IK3aMeH) 3au. c o
2 CamocrosiTesibHas padoTa 00y4Yalmmxcst 122 122
3 OO0mas Tpy10eMKOCTh yac 144 144
3.e. ) )

© PI'YTHUC




®ereoveg R YLIP]E)K)IEHVIE BBICIIIETO OBPA30]§AHVIH PIYyTUC
i «POCCUUNCKNUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPU3SMA "1 CEPBUCA»
Aucm 5

PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE CMK

5. Coneprxkanue QTMCUUILTHHBI (MO1YJIf1), CTPYKTYPHUPOBAHHOE 110 TeMaM (pa3/ieiaM) ¢ YKa3aHHeM OTBeJIeHHOI0 Ha HUX KOJIM4YecTBa
aKaJeMUYeCKUX YaCOB M BUI0B y4eOHbIX 3aHATHI
st ouHo#i popmBbI 00yUeHHs

HaumenoBanue tem
JIEKIUH, TPAKTHYECKUX
pabort, 1abopaTOpHBIX
paboT, CEeMHHApPOB,
CPO

Buaer yueOHBIX 3aHATUH U POPMBI UX TPOBEICHUS

KonTakTHas pa60Ta o6yqafoumxc;1 C IIpCIioaaBaTCICM
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1. OcHOBHEBIE 1.1. ®yakum, nemu u | 2 TpanuonHnas | 2 YcTHBIM onpoc 1o 5 |IloaroroBka
MOIXOMIBI K 3a/1a4M CIy>KOBI Marepuanam JIEKIUU JIOKJIAIOB
OpraHu3aIu JIOKYMEHTAllHOHHOTO
JENOTPOU3BOJICTBA | OOECTIeUeHHs
B YUPEXKICHUU yIpaBJICHUS
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®rE0YE0

i «POCCUVICKUU TOCYTAPCTBEHHBIVI YHUBEPCUTET

PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE

YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

TYPU3MA 1 CEPBUCA»

CMK
PIYTUC

Aucm 6

Texymuit KOHTpOJb 1

AynutopHoe
TECTUPOBAHUE.

1.2. TeopeTnueckue Tpanuimonnas Pa3Bepuyras Gecena N3yuenue

OCHOBBI HOPMAaTHUBHBIX

JIEeJI0NPOU3BOJICTBA JIOKYMEHTOB:

OpraHu3aIu

1.3. JlokyMeHT. TpanuunroHHas KommenTupoBannoe N3yuenue

Dopmynsp-odpazen YTEHUE HOPMAaTUBHBIX

JIOKYMEHTA. HOPMAaTHUBHBIX JIOKYMEHTOB
JIOKYMEHTOB

1.4. ®ynxnun TpanuuuroHHas Pa3BepnyTtas Gecena N3yuenue

JIOKYMEHTA. HOPMAaTHUBHBIX

IOpunnueckas cuna JIOKYMEHTOB

JIOKYMEHTA.

JlokyMeHTOO0O0pOT.

1.5. Cranpaptuzauus u TpanuunoHHas N3yuenue 3akpenyeHue

yHUpUKAIUS MIPUMEPOB JIEKIIMOHHOTO

JIOKYMEHTOB. Pa3IMYHBIX BUJIOB Marepuana
JIOKYMEHTOB

1.6. TpeGoBanust k TpaguuroHnHas Amnanus pazgena 3akperieHue

COCTAaBIIEHHUIO U I'OCT P 7.0.97-2016 JIEKIITHOHHOTO

© PI'YTUC




DEJEPAJIBHOE TOCYOAPCTBEHHOE BHO/I’)KETHOE OBPA3OBATEJIbHOE CMK
®ersovag VYUPEXIEHWME BBICIITEI'O OBPA30OBAHVIA PIYyTUC
i «POCCUMCKUMN FOCY}IAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA "1 CEPBUCA»

PrYTHC Auem 7
0hOpMIICHHUIO Marepuaia
JIOKYMEHTOB.

Texymmii AynuropHoe

KOHTPOJIb 2 TECTUPOBAHUE

2. Ocobennocru 2.1. OcHOBHEIE Tpanuimonnas Pa3Bepnyras Gecena 3akperieHue

COCTAaBJICHUS U TPYMIbI JOKYMEHTOB. JICKIIMOHHOT'O

oopMIIeHUS OpraHu3anoHHbIC Marepuana

OCHOBHEIX JIOKYMEHTBI

JOKYMEHTOB MPEANPUSITHS.

yIpaBiICHUS
2.2. OpraHu3aioHHO- TpanunroHHas JlenoBas urpa IToaroroska
pacropsiAuTeNbHbIC «CoBemanue. COMPOBOAUTENHHOM
JIOKYMEHTBI N3yueHnune TUIIOBBIX JIOKYMEHTauU

JIOKYMEHTOB. OJITOTAaBINBAIOIIEH
MEpONpUITHE

2.3. IlpoTokoun Tpaguimonnas N3ydyeHne THIOBBIX [ToaroroBka
:TIOPSATOK JIOKYMEHTOB. MIPOTOKOJIA 1O
COCTAaBJICHMUS, [enosas urpa UTOTaM JIEJI0BOU
MPUMEHEHUS U «3acemaHue. CUTYyalLH1
YTBEPKJICHHSI.
2.4.PactiopsiiuTeNbHbIC TpaguuroHnHas Pa3zBepnyras Oecena IToaroroBka

JAOKYMCHTEIL

COOOIIEHUI IS

© PI'YTUC




DEJEPAJIBHOE TOCYOAPCTBEHHOE BHO/I’)KETHOE OBPA3OBATEJIbHOE CMK
®ersovag _ YLIP]E)K)IEHVIE BBICIIIETO OEPA30]§AHV[H PIYyTUC
i «POCCUUNCKNUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPU3SMA "1 CEPBUCA»
PrYTHC Aucm 8
PEANPUATHSL. 00CYXICHHS.
2.5. Uadopmarmonno- | 2 TpamuumonHas | 2 | YCTHBIN onpoc 3akperieHue
CIIPaBOYHBIC CTY/ICHTOB. JIEKIIHOHHOT'O
JIOKYMEHTBHI. Pa3Bepnyras Gecena Marepuaia
Pabora c
KOHCHEKTaMU
2.6. Hopmbl 2 Tpamunuuonnas | 2 YCcTHBIN onpoc IloaroroBka

o¢uIIMaTBEHO-/1ETTOBOTO
CTHJIS CITYXKEOHBIX

CTY/ICHTOB.
Pa3Bepnyras Gecena

JCJIOBBIX ITMCCM.

JIOKYMEHTOB.
2.7. lpaBuna 2 Tpagumuonnas | 4 | KomMmeHTHpOBaHHOE N3yuenne
oopmienus YTEHHE Pa3ACIOB HOPMaTUBHBIX
JIOKYMEHTOB 10 HOPMaTUBHBIX JIOKYMEHTOB:
JUYHOMY COCTaBY. JIOKyMEHTOB DenepanbHbIi
3akoH «O
MIEPCOHAJIBHBIX
JAHHBIX».

© PI'YTUC




®rE0YE0

i «POCCUVICKUU TOCYTAPCTBEHHBIVI YHUBEPCUTET

PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE

YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

TYPU3MA 1 CEPBUCA»

CMK
PIYTUC

Aucm 9

3. OcobeHHOCTH 3.1. OcHOBHEIE TpanunroHnHas Pabora B ManbIx
JOKYMEHTOBEJICHUS | MpaBUjIa OpraHu3aluu rpymnmnax mo IToaroroska
u paboTHI C BXOISAIIUMHU IOJITOTOBKE TPYIIIOBOTO
JOKYMEHTOO000POTa | H UCXOSIIHMH IPYIIIOBOTO IPOEKTA MPOEKTa
B JIOKyMEHTaMH.
rOCyIapCTBEHHBIX
YApEKACHUIX U Texkymuit KOHTPOIb 3 AynuTtopHoe
OpraHUsaiix TECTUPOBAHUE
3.2. OcobeHHOCTH TpanuuuronHas VYcrHblit onpoc Nzyuenue
JIeTIONPOU3BOJICTBA B CTYJICHTOB. HOPMAaTHBHBIX
OpTraHU3aIUsIX U Pa3BepHyras Gecena JIOKYMEHTOB.
MPEITPUATHSIX
Texymuii KOoHTposb 4 3aruTa rpynmnoBoro IToaroroBka
pOeKTa TPYMIIOBOTO
MPOEKTa

Koncynpranuun

IIpomexyTouHas arTecTauMsa — 3ayeT C OLEHKOM - 2 yaca
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®rE0YE0

PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE
YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

’ «POCCUVICKHUM TOCYIAPCTBEHHBIV YHUBEPCUTET
TYPU3MA VI CEPBUCA»

CMK
PIYTUC

Aucm 10

J1st 04HO-3204HOM GopMBI 00yUeHHUS:

HanmeHnoBanue tem
JIEKIWM, IPAKTHYECKUX
pabort, 1abopaTOpHBIX
paboT, CEMUHApPOB,
CPO

Bunbl yueOHBIX 3aHATUN U POPMBI UX MPOBEACHUS

KoHnTakTHas pa60Ta 06yqafoumxc;1 C IIpCIioaaBaTCICM
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PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE CMK

HanmenoBanue
pazaena

HanmeHnoBanue tem
JIEKLIUH, IPAKTHYECKUX
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PTYTHC
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PrYTHC Aucm 18
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Koncynpranuun 2
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orsoves N Y‘—IP]E)K):[EHVIE BBICILIET'O OBPASO]%AHV[?I PIYTUC
«POCCNNCKUN TOCYOAPCTBEHHbBIV YHUBEPCUTET
TYPU3MA "1 CEPBUCA»
Aucm 19

PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK

6. [lepevyenn yueOHO-MeTOANYECKOT0 00ecnieYeHHs 1JIsi CAMOCTOSITeIbHOM PadoThI
00y4aoIUXCH M0 JUCHHUILIMHE (MOTYJII0)

JIJist caMOCTOSITEBEHON paOOTHI IO AUCHIUTIINHE 00YJarOIIUecs UCTIONB3YIOT CIICIYOIIee
y4eOHO-METOIMUECKOe 00ECTICUCHHE

Ne | Tema, TPy10€MKOCTH B
n/m | akaja.4., OUHas1/04HO-
3a04HasA

YueOHO-MeTOANUYECKOE 00ecTeueHne

Pazgen 1. OcHOBHBIE TOAXObI
K OpraHu3aluu
JIEJIONIPOU3BOJICTBA B
YUPEIKICHUU

1 OYHKIWH, TSI U
3319 CITyKOBI
JOKYMEHTAI[HOHHOT'O
obecrneueHus
yIpaBJICHUS

- 5gacos/10 yacos

2. | Teoperndeckne OCHOBBI
JICIIOTIPOU3BOICTBA
opranuzanuu — 6
gyacos/11 yacos

3. | Hokyment. ®opmynsp-
oOpa3zerr IOKyMeHTa..- 6
vacos/10 gacor

4. | OyHKIMH JOKYMEHTA.
IOpununueckas cuna
JTOKyMEHTA.
JIoKyMeHT0000pOT.. — 6
vacos/10 gacoB

5. Cranmaptuzamnus u
yYHUDUKAITAS
JIOKYMEHTOB. — 6
yacos/10 gacos

6. | TpeGoBanus k
COCTABJIEHHIO U
0(OpMIICHUIO
JOKYMEHTOB.. — 4
yaca/10 gacoB

Paznen 2. Ocobennoctu
COCTaBJICHUS U OPOPMIICHUS
OCHOBHBIX JOKYMEHTOB
yIpaBICHUS

OcHoBHasl JuTepaTypa

1. beixoBa, T. A. JlokyMeHTaMOHHOE OOecleueHue
yHIpaBieHHs (JIEI0MPOU3BOJICTBO) : yueOHoe mocodue / T. A.
brixosa, T. B. Ky3nenona, JI. B. Cankuna ; mox o6mr. pen. T.

B. Ky3nenoBoii. — 2-e¢ u3a., nmepepad. u gorn. — Mocksa :
NH®PA-M, 2024. — 304 c¢. + [on. wmarepuansl
[DnekTponHbIii  pecypc]. —  (Bwicmiee  obOpaszoBanwue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Teker

AIICKTPOHHBIN. URL:

https://znanium. ru/cataloq/product/2110037

2. llenonpousBojactBo : yueOHuk / T. A. bwikoma, JI. M.
Bsanosa, 0. M. Kykapuna, JI. B. Cankuna ; nox o0mi. pen.
nor. T. A. beikoBoii. — 5-¢ u3 ., mepepad. u gon. — Mocksa :

NHOPA-M, 2025. — 403 c. + Jon. wmaTtepuaisl
[DnexTpoHHbIi pecype]. — (Bricuiee obpazoBanue). — DOI
10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekct :
AIEKTPOHHBIN. URL:

https://znanium. ru/cataloq/product/2145045

3. OcHOBBI Jenonpou3BOJACTBa : yueOHoe mocobue / A.M.
Acanues, 1.1. Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. —
2-e u31., uctp. u gon. — Mocksa : UHOPA-M, 2025. — 146
c. — (Beicmiee oOpazoBanue). — DOI 10.12737/24426. -
ISBN 978-5-16-019135-5. - Tekct : asnektpoHHbId. - URL:
https://znanium.ru/catalog/product/2197265 —  Pexum
JOCTYTA: 1O TIOJIITUCKE.

4. Kynses, H. H. JlokymenroBenenue : yuebnuk / H. H.
Kynses, JI. H. Ypanos, A. I'. ®abpuuHoii ; mox pea. npod. H.
H. Kynaega. - 2-¢ u3n., crep. - Mocksa : Jloroc, 2023. - 352 c.
- (HoBas yHuBepcuterckas Oubnmoreka). - ISBN 978-5-
98704-329-5. - Tekcr : omektpoHHeii. - URL:
https://znanium.ru/catalog/document?pid=1211628

JonosHuTEIbHAS JTUTEPaTypa
1. bynar, P. E. JlokyMeHTaIlMOHHOE OOeCrieueHue yrpaBiIeHUs

nepcoHasioM : ydeobnoe nmocodoue / P. E. bymar. — Mocksa :
NHOPA-M, 2022. — 234 c¢. + Jlon. wmarepuaibl
[OnexTpoHHBIi  pecypc]. —  (Beicmiee  oOpa3oBanme:
bakanaspumar). - ISBN 978-5-16-010318- - Tekcr
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®E[IEPAJIBHOE TOCYJAPCTBEHHOE BIO/IKETHOE OBPA30OBATEJIbHOE CMK
ersoreo YYPEXIEHVE BBICIIIETO OBPA3OBAHVIS PIYTUC
i «POCCUMCKUM FOCY,D;APCTBEHHBIVI YHUBEPCUTET
TYPU3MA "1 CEPBUCA»

PIYTHC Aucm 20

1. | OcHoBHBIE IpynIIBI AJIEKTPOHHBIN. URL:
JOKYMEHTOB. https://znanium. ru/cataloq/document?pld 1007087
OpranuszanvoHHbIE 2. MudopManioHHbIe TEXHOJOTUHM B JOKYMEHTaI[MOHHOM
JIOKYMEHTBI obOecrieueHUH YIpaBICHUS W apXUBHOM Jieje : YYCOHUK IS
npeanpusatus. — 2 yaca/S | By3oB / H. H. Kynaes, T. B. Konnpamosa, E. B. Tepentbena,
yaca A. T'. ®abpuunos / nmox oom. pea. H. H. Kynsesa. - Mocksa :

2. Opranu3aiuoHHO- Jloroc, 2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekcr :
pacnopsAUTENbHbIC AJIEKTPOHHBIN. URL:
JOKyMeHTHI — 2 gaca/5 https://znanium. ru/cataloq/document?pld 1211641
yaca 3. Kupcanosa, M. B. Kypc JIETIOTPOU3BOJICTBA:

3. | IIpoTokon :mopsaok JIOKYMEHTAIIHOHHOE OOECIICUCHHE YIIPABICHUS y4ueOHOE
COCTaBJICHHUS, nocobue / M.B. Kupcanora, FO.M. AxkcenoB. — 6-¢ wu3n.,
NpUMEHEHHS 1 ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. + Jlom.
yTBepkaenus. — 4 yaca/5 | Matepuansl  [DnekTpoHHBIi  pecypc].  —  (Boicmiee
yaca oOpaszoBanue: bakanaspuar). - ISBN 978-5-16-006789-6

4. | PacnopsiuTeNnbHbIE https://znanium.ru/catalog/document?id=358180
JIOKYMEHTBI 4, YmpaBieHue JTOKyMEHTaMH B IU(POBOM HKOHOMHKE.
npeanpuaTus. — 4 yaca/s5 | Opranusanus, pernamenTanus, peamusanus / M. B. Jlapun, H.
qaca I'. Cyposuesa, E. B. Tepentnena; [lox pen. Jlapuna M.B., - 2-¢

5. I/IH(bOpMaHI/IOHHO' n3a. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-
CIIPAaBOYHbIE 3084-0. - Texcr AEKTPOHHBIH. - URL:
JIOKYMEHTHL. — 4 uaca/5 https://znanium.ru/catalog/product/2037274
yaca

6. | Hopmbl odunmansHo-
JIEIIOBOTO CTHJIS
CITYKEOHBIX
JTOKYMEHTOB. — 4 yaca/8
yaca

7. | llpaBuna oopmiueHus
JIOKYMEHTOB TIO
JTUYHOMY COCTaBy. — 5
vyacoB/8 uaca

Pazgen 3. OcobenHoCTH
JOKYMEHTOBEJICHUS U
JIOKYMEHTO000pOTa B
rOCyIapCTBEHHBIX
y'—Ipe)K)IeHI/ISIX 158 OpFaHI/ISaHI/IHX

1.

OcHOBHBIE TIpaBUIIA
opranuzaiuu paboTsl ¢
BXOISIIAMH U
HCXOIAIIAMHI
JTOKyMEHTaMHu. — 6
yacos/9 yacoB
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DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE
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a «POCCUWNCKVU TOCYIAPCTBEHHBIV YHUBEPCUTET

TYPU3MA 1 CEPBUCA»

CMK
PIYTUC

Aucm 21

2. OcobennocTu

OpraHu3aIusax u
NPEANPHUATHSIX — 6
yacoB/9 yacos

ACJIOIIPONU3BOJACTBA B

7. ®oHA OLEHOYHBIX CPEICTB /1JIsl MPOBeIeHUs TeKylleil U MPOMEKYTOYHOM aTTecTaluu
00y4YaOIIUXCS 10 JUCHHUILIMHE (MOLYJIIO)

7.1. IlepeyeHb KOMIIETEHIUI ¢ YKa3aHUEM 3TanoB uxX (JOpMUPOBAHUS B Ipolecce
0CBOEHHUs1 00pa30BaTeJIbHON MPOrpaMMbl

No HNnpexc Conepxanue Paznen
TIII1 KOoMIIC- KOMIICTCHIIN JUCHUIIINHBI,
TEHIIUH, U MHAMKaTopa | obecmeduBaro-
HHAUKATOpa IOCTUKCHUS LUK 3Tambl
JOCTHKEHHS KOMIIETCHIMH | (OPMHUPOBAHHE
KOMITETEHIIH KOMITETEHIIHH,
u HHIUKATOpa
JIOCTHKCHUSI
KOMITETEHIINH

B pesynbraTe usydeHus pasaena AUCIMILUIAHBI,
obecrieynBaroNero GopMUpOBaHUE KOMIICTCHIINY,
HHAWKATOpa JOCTHXKCHUA KOMIIECTCHI NN

00yJaroIUICs JOJDKEH:

3HATh

YMETH BJIaACTh

1 |TIK 1 - crmocobeH BBIABISATH, OCYHICCTBIATH COOpP ¥ aHaAuW3 Ou3Hec-MH(POPMAIIUH IS

(dbopMUpOBaHUS BO3MOXHBIX pELICHHH,
COOTBETCTBHUH C BRIOPAHHBIMH MOJIX0JIaMU

O(l)OpMJ'IHTI) PE3YyIbTAaThl Ou3HEC-aHaln3a B

I[IK 1.2

odopmiser
pe3yIbTaThI
OusHec-
aHamM3a B
COOTBETCTBHU
u c
BbIOpaHHBIMU
MOJIX0/1aMHU

OcoGenHocT
nu
COCTaBJICHUS
nu
odopMIIeHUS
OCHOBHBIX
JIOKYMEHTOB
yIpaBJIeHUs

cneuuduky
odopmiieHn
sl OCHOBHBIX
JOKYMEHTOB
yIpaBJIeHUS

BBISIBIISITh,
OCYILECTBIISAT
b cOop U
aHaJM3
ousHec-
uH(popManuu

oopMIIATH
pe3yIbTaThI
OusHec-
aHanM3a B
COOTBETCTBH
u c
BbIOpaHHBIMU
MOJIXOJaMU

7.2. Onucanue nokasarejeil 1 KpuTepueB OLIEHMBAHUS KOMIIETEHUMI HA Pa3HbIX ITAanax
ux (popMupoBaHMs, ONIMCAHNE IIKAJ OLIEHUBAHUSA

Pesyabrar 00yuenns | Ilokasaresn Kpurepnii JTan ocBOCHUs!

10 JMCIHUILINHE OlLleHMBAHUS OlleHUBAHUS KOMIIEeTEeHIIUH

3HaHue CreupUKH CryneHt 3akpeniaeHue

0 OopMIIEHHS OCHOBHBIX JEMOHCTPHUPYET 3HAHUSI | CHOCOOHOCTH

JIOKYMEHTOB OCHOBHBIX OHATUH U | 0OpMIIATH
AyauTtopHoe .

yIpaBiIeHUS KaTeropui npoiecca pe3yIbTAThI
TECTUPOBAaHUE

YMeHue BbIABIATS, . MPUHATHS Ou3Hec-aHaJM3a B
I'pynnoBoii mpoext

OCYILECTBIIATh cOOp U YIIPaBICHYECKUX COOTBETCTBUH C

aHanu3 6usHec- peLIeHu. BBIOpaHHBIMU

uHpopManuu CryneHt NOIX0JaMH H

© PI'YTHUC




PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK
orsorie YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA PIyTUC

’ «POCCUVMCKUV TOCYIAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA Y CEPBUCA»

Aucm 22

Buanenune
odopmIIeHHEeM
pe3ynbTaToB  OM3HEC-
aHaim3a B
COOTBETCTBUU c
BBIOPAHHBIMU
MOIXOJTaMH

JIEMOHCTPHPYET
YMEHUS TIPUMEHSITH
OpTraHU3aIOHHO-
yIpaBJICHYCCKHE
pelIeHus B
npodeccuoHaTbHON
NESATEIIbHOCTH
Crynent
JIEMOHCTPHPYET
BJIaJICHHEC HAaBBIKAMU
HAXOJWTh
OpraHU3aIMOHHO-
yIIPaBICHYCCKHE
pelicHus B
pohecCUOHATLHOM
NeSITeIIbHOCTH U
TOTOBHOCTH HECTH 3a
HUX OTBETCTBCHHOCTh

Buabl CpeaACTB OLCHUBAHUSA, MIPUMCHACMBIX IIPH NMPOBCACHUHU TEKYIIEro KOHTPOJIsA
U HIKAJbl OCHKH YPOBHSA 3HaHHi7[, yMeHI/lﬁ U HABBIKOB IIPU BBINMOJHECHUH OTACJIbHBIX

(opM TeKkyLIero KOHTpOJIs

Cpe()cmeo OoYyeHuearusl — mecmupoearnue

IIIkana oueHKN YPOBHS 3HAHMA, YMEHHH ¥ HABBIKOB NPH PellicHUU TECTOBBIX 3aJaHUil

Kpurepun onenkn

OLICHKa

BepHo BBITIOJIHEHO 3a/1aHUA 3a KaxabIi TpaBUILHBIN OoTBET — (0,5 Oana

Cpeocmeo oyenusanus — 2pynnogou npoekm
IIIkaa oueHKH YPOBHA 3HAHUI, YMEHHH U HABBLIKOB IIPH BBLINOJHEHUH IPYNIIOBOIO

NpoeKTa

TIpenen mIMTETEHOCTH KOHTPOJISI

15 muH.

Kpurepuu ouenku

— ObUIO CQOPMYIMPOBAHO M MPOAHATHUIUPOBAHO OOJIBIIMHCTBO
Mpo0JIeM, 3I0KEHHBIX B TIPOCKTE;

— OBUIM TPOJEMOHCTPUPOBAaHBI aJIEKBATHHIC AHAITUTUYCCKHUEC
MeTOIBI IpH paboTe ¢ nHbopMarmei;

— OBLTH MCTIOJIb30BAHBI JIOTIOJIHUTENIBHBIE HCTOYHUKY WH(OPMAITUH
IUTs peaTu3aliuy rPyIoBOTrO MPOEKTa;

- OBLTM BBIITOJTHEHBI BCE HEOOXOIUMBIE PACUETHI;

- IOJrOTOBJICHHBIC B XOJI€ BBINOJHEHHE IMPOCKTa JTOKYMEHTBI
COOTBETCTBYIOT TPESOOBAaHHUSAM K HUM I10 CMBICITY U COJICPIKAHUIO;

— BBIBOJIBI OOOCHOBAHBI, aPTYMEHTBI BECOMBI;

- caemaHbl COOCTBEHHBIC BBIBOJBI, BBIABICHBI HEJOCTATKA H

MPCAJIOKCHBI ITPAKTUYCCKNUC PCKOMCH Al
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DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK
orsores _ Y‘-IP]E)K):[EHVIE BBICHIET'O OBPASO]%AHV[?I PIYyTUC
i «POCCNNCKUN TOCYOAPCTBEHHbBIV YHUBEPCUTET
TYPU3MA "1 CEPBUCA»
PIYTHC Aucm 23
ITokaszarenu oLleHKH Mmax 15 Gamnos
0 6annoB MPOEKT HE MOATOTOBJICH;
1-2 6anna MPOEKT MOJATOTOBJIEH, HO TEMa PACKPHITA HE MOIHOCTHIO
3-4 b6anna MPOEKT MOATOTOBIEH, HO COJCPKHUT OIIMOKHM M HETOYHOCTH
(hOpMYyITHPOBOK
5-7 GanmoB MIPOEKT MOJTOTOBIIEH, HO HE IOCTaTOYEH M0 00BhEMY
8-10 GamtoB MPOEKT MOJATOTOBJIEH, HO OTCYTCTBYET MPE3EHTALIUS
11-12 Gamos MPOEKT MOJATOTOBJIEH, TEKCTOBas YacTh COOTBETCTBYET BCEM
TpeOOBaHUIM, HO IPE3CHTALMS YCIOBHA
13-15 6ammoB BCE TpeOOBaHMUs COOIOIEHBI, IPE3EHTAIUS TTOJTHOCTHIO
pacKpbIBaeT TEMY POEKTa

Kpurepun u mkajia oieHUBaHUS OCBOCHHUS ITANOB KOMIIETEHIUI Ha
NMPOMEKYTOYHOM ATTeCTALUN

[lopsinok, kpuTepuu M IIKajJa OLICHMBAHMS OCBOEHHUS JTAlOB KOMIIETEHLMH Ha
IPOMEKYTOUHOW aTTEeCTalluM OIpelessseTcsi B COOTBETCTBUM ¢ llonokeHuem o NpoBeJeHUU
TEKYIIEro KOHTPOJS YCIIEBAEMOCTHM M IPOMEXKYTOUYHOM aTrTecTaluu OOydyaroluxcsl I10
oOpa3oBaTe/lbHBIM IpOrpaMMaM BBICHIEIrO0 O00pa3oBaHMs — IporpamMmaM OakajaBpuaTa,
nporpaMMaM — MarucTparypbl,  pealu3yeMblM 10  (eAepalbHbIM  TOCyJapCTBEHHBIM
oOpa3oBatenbHbIM cTangapTam B PI'BOY BO «PT'YTUCH.

IIlkana oOWEHKHM YPOBHHA 3HAHWUH, YMEHHH W HABBIKOB IIPH MPOBEICHUH
MPOMEKYTOYHOM aTTeCTALMH
Cpedcmeo oyeHusanus — yCmmubili ONpoc

Ipenena naureabnoctu | 50 MUH.
KOHTPOJIst

Kputepun oneHku — ObUIO CHOPMYITHPOBAHO H TMPOAHATUZUPOBAHO OOIBITMHCTBO
npo0JieM, 3aJI0KEHHBIX B 33/1a4€;

— OBUIM MPOJEMOHCTPUPOBAHBI a/ICKBATHHIE AaHATUTUYCCKHAE METOIBI
npu pabote ¢ nHpopManuei;

— OBUTM HCITOJIb30BAHBI JIOMOJIHUTEIbHBIE MCTOYHUKHA HH(OPMAIHH
JUTS pEIICHUS 3a]1a4H;

— OBLTH BBITIOJIHEHBI BCE HEOOXOMMBIC PAaCUETHI;

— TIOATOTOBJICHHBIE B XOJ€ pEIIeHUS 3aJadyd  JOKYMEHTBI
COOTBETCTBYIOT TPEOOBAHUSIM K HUM TIO CMBICTTY U COJICP>KaHUIO;

— BBIBOJIbI 0OOCHOBAHBI, APTYMEHTHI BECOMBI;

— cHaenmaHbl COOCTBEHHBIC BBIBOJBI, KOTOPBHIE OTJIMYAIOT JaHHOE
pelIeHne OT APYruX perieHui

IToxa3aTenu oleHKH

«5» I[aH MOJHEIM OTBET Ha BOIIPOCBHI, TIOCTABJICHHLIC B 6I/IJ'ICTC,
IMpaBUJILHO peuicHa 3ajayda, JaHBbI ITIOJIHBIC OTBETHI Ha
JOIMOJIHUTCIILHBIC BOIIPOCHI

«“4» [TonHBIN OTBET Ha BOMPOCH OWJIETa, MPABUIILHO PEIICHA 3ajava, He
ITIOJITHOCTBIO JaH OTBET HA IIOHOHHHTGJIBHBIP'I BOHpOC
«3I» OTBeT He TOJNHBIM, 3ajada pelieHa, HO JaHO OOBSICHEHHE O XOJe

pCelICHUs, Ha JOTTOJHUTCIIbHBIC BOIPOCEI OTBCTA HCT

© PI'YTHUC



®EIEPATIBHOE TOCYIAPCTBEHHOE BIOI>)KETHOE OBPA30BATE/IbHOE CMK
orsong _ YUPEXXIEHME BBICIIIETO OBPA3OBAHMS PIYTUC
a «POCCUNCKUN TOCYOAPCTBEHHBIN YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PIYTHC Aucm 24
\ «2» \ Het oTBETOB Ha BOIPOCHI OMIIETa, 3a]ja4a HE PELICHa.

7.3. TunoBble KOHTPOJIbHbIE 32/IAHUS UJIH HHbIE MATEPHAJIbl, He00X0AMMBbIE 1JI51 OLEHKHU
3HAHWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA AeSTEJIbHOCTH, XaPAKTEPU3YIOIIHUX ITAIBI
(¢opMupoBaHUA KOMIIETEHLIMI B MpoLiecce 0CBOeHHUs 00Pa30BaTeIbHONH MPOrPaMMBbI.

=
B
Q
¢ - Paznen muciumimHel, Bun u conepxxanue TpeGoBanust K BHITIOJIHEHUIO
T o obecrieunBaronuii GOPMHUPOBAHHUE | KOHTPOJIBHOTO KOHTPOJILHOT'O 3aJIaHUSI |
o
E 3| xomMneTeHUMH (UK €€ YacTH) 3aJaHus CpOKaM ciauu
S 3
T o
TectupoBanue cocrout us 20
OCHOBHBIE TTOXOIBI K BOIIPOCOB C TPEMS
OpraHHU3aI1H JIeJIONPOU3BOJICTBA B | AyAUTOPHOE BapHUaHTaMH OTBETA.
YUPEKICHUU TECTUPOBAHUE HeoOxonumo BeIOpaTh
BEpHBII OTBET U3 TPEX-
< YEeThIpEX MPEJI0KEHHBIX.
TectupoBanue cocrout u3z 20
BOIIPOCOB C TPEMS
OCco00EeHHOCTH COCTaBJIEHUS U
AyauTtopHoe BapuaHTaMU OTBETA.
0(OpMIIEHHS OCHOBHBIX
TECTUPOBAHUE Heo0Oxonumo BeIOpaTh
JIOKYMEHTOB yIIpaBJIECHUS .
BEPHBII OTBET U3 TPEX-
~ YeThIpeX MPEI0KEHHBIX.
TectupoBanue cocrout u3 20
Oco0eHHOCTH JOKYMEHTOBEICHUS BOIIPOCOB C TPEMS
U JOKyMEHTO00O0pOoTa B AyauTtopHoe BapuaHTaMU OTBETA.
rOCYJapCTBEHHBIX YUPEKACHUSAX U | TECTUPOBAHUE Heo0Oxonumo BeIOpaTh
OpraHU3aIHIX BEPHBII OTBET U3 TPEX-
[9\}
— YeThIpeX MPEJI0KEHHBIX.

© PI'YTHUC




orsorie YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA

i «POCCUWNCKVU TOCYIAPCTBEHHBIV YHUBEPCUTET

TYPU3MA 1 CEPBUCA»

PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK

PIYTUC

Aucm 25

OCHOBHBIC TTOIXOIBI K
OpTaHM3aINH JIeJIOIPOU3BOJICTBA B
YUPESIKICHUU

OCOOCHHOCTH COCTABJICHUS U

0o OpMIICHHST OCHOBHBIX
JOKYMEHTOB YIIPAaBICHUA
Oco0eHHOCTH JOKYMEHTOBEICHUS
U JJOKyMEHTO00O0pOoTa B
rOCYJApPCTBEHHBIX YUPEKICHUSIX U
OpraHu3anusax

I'pynnoBoit mpoekt
IIpelyCcMaTpuBaeT
pa3paboTKy TeMbI 10
BBIOOPY CTY/JICHTOB.

17,18

[IpoekT BeInoONHSAETCA
MOATANHO (C KaKI0M Hexenen
OH TI0JIy4aeT HOBOE
HaITOJTHEHHE) TPYIITON
CTYJICHTOB B TE€UEHHUE BCETO
ceMecTpa, Mo OKOHYaHUH
MIPEACTABIISIETCS TIPE3EHTAIUS
MIPOCKTA.

ITakeT O ArOTOBICHHEBIX
JIOKYMEHTOB OT T'PYTIIIbI:
Kpurepuu orieHKu: Hamu4ue u
PacIoJIOKEHUE PEKBU3UTOB —
30% , rpamoTtHOCTH — 30%,
aKKypaTHOCTh O(hOpMIICHUS —
20%, cMBICTIOBOE COZIEPKAHHE
—20%

© PI'YTHUC




DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK

orsoves _ Y‘-IP]E)K):[EHVIE BBICILIET'O OBPASO]%AHV[?I PIYTUC
a «POCCNNCKUN TOCYOAPCTBEHHbBIV YHUBEPCUTET
TYPU3MA "1 CEPBUCA»
PFYTHC Aucm 26

Texkymmii KOHTPOIb 1 — AyANTOPHOE TeCTHPOBaHHUeE

Pa3nes 1. OcHOBHBIE OAX0bI K OPraHU3ALMH /1eJIONPOU3BO/ICTBA B yUPeKICHUH
1. B IpeBHepyccKOM rocyiapcrae HeHTPAMU BeleHUsl JOKYMEHTAIUN U €€ XPaHEeHUus
ObLIM:

a) MOHACTBIPH;

0) apXuBbI;

B) KHSDKECKHUE TaJIaThl;

I') LApCKUil ABOpELL.

2. Kak Ha3bIBAJIMCH NEePBbIe TOCYIAPCTBEHHbIE YUpeKAeHus ?

a) IeTIapTaMEeHThI;

0) KHSKECTBA;

B) IIPUKa3bl,

I') MOHACTBIPH.

3. Kakue peKBU3UTHI OTHOCATCS K IOPUANYECKH 3HAYUMBIM ?

a) 1aTa, perucTPANMOHHBII HOMeP I0OKYMEHTA,

0) 3aroJ0BOK K TEKCTY, OTMETKa 00 UCIIOTHUTEIIE;

B) p€30JIIOLHMs, OTMETKA O HAJIUYNUU IPUIIOKEHUH.

4. Jle10npou3BOACTBO — ITO:

a) IBUKEHHUE JOKYMEHTOB B OpraHU3allMi ¢ MOMEHTA UX CO3JaHUs WM TOTYyUYEHHS 10
3aBEpLICHUS HCIIOIHEHHUS;

0) oTpacib JesiTeIbHOCTH, 00ecreYrBa0IIasl JOKYMEHTHPOBAHHE U OPTaHU3AIUI0 PA0OTHI
¢ 0pMUIMATBHBIMU JOKYMEHTAMHU,

B) 3aIIMCh MH(POPMAIIMHU HA Pa3IMUYHBIX HOCUTENSIX [0 YCTAHOBJICHHBIM IIPABUJIAM.

5. IIo cioco0y NOKYMEHTHPOBAHUS PA3JINYAIOT JOKYMEHThI:

a) TpadapeTHbIE;

0) pyKONHCHBIEC INCbMEHHbIE;

B) (popMann30BaHHBIE.

6. Jl1s1 yero nmpoBOANTCS YHH(PUKALUA JOKYMEHTOB?

a) VIl JOKYMEHTHPOBAaHHUS YIIPABJIEHYECKOIl 1esiTeIbHOCTH,

0) /Ui opraHu3anuu padoThl ¢ JOKYMEHTaMU;

B) JIJISl CHHDKEHHUS KOJIMYECTBA MPUMEHSEMBIX JOKYMEHTOB, CHUKEHHS TPYJJOEMKOCTH UX
00paboTKu.

7. PacnoJioxkeHHe PeKBU3UTOB HA OJIAHKe JOKYMEHTA onpeae/sieTcs:

a) COCTaBUTENIEM JOKYMEHTA;

0) mpaBwIaMy YHU(PHUKAIIUU TOKYMEHTOB;

B) rOCYy1apCTBEHHbIM CTAHIAPTOM.

8. PekBH3UT 1OKyMEHTa — 3TO:

a) CTaHJAPTHBIN JIMCT OyMaru, Ha KOTOPOM OTOOpaXkeHa MOCTOSHHAS MH(OpMAIs U OTBEJICHO
oTpezieIeHHOE MECTO IS IEPEMEHHOM;

0) COBOKYIHOCTb PACIOJIOKEHHBIX B OIPEEIEHHOMN MOCJIE0BAaTEIbHOCTH 3alMCel, MPUCYIIUX
oTpezieNIeHHbIM BHUJIaM JIOKYMEHTOB;

B) 00513aTeJILHBIH 3JIeMEHT 0(pMIMAIBHOI0 IOKYMEHTA.

9. PekBu3ut «HanmeHoBaHMe BHIa JOKYMEHTa»:

a) MO3BOJISIET CYAUTh 0 HA3HAYeHHe JOKYMEHTA, onpe/e/isieT COCTAB PEKBU3UTOB H
CTPYKTYPY TEKCTa,

© PI'YTHUC



DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE CMK

orsos _ Y‘-IP]E)K):[EHVIE BBICIIETO OBPASO]%AHV[?I PIYTUC
a «POCCNMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PIYTHC Auecm 27

0) O3BOJISIET CYIUTh O HA3BAHUU OpraHU3aLMH — aBTOpa JOKYMEHTA;

B) MPUJACT COAEPKAHUIO IOKYMEHTa HOPMATUBHBINM WJIM PABOBOM XapakTep.

10. PerncTpaniuoHHbIi HOMep JOKYMEHTa — 3TO:

a) J1aTa ero MOANUCAHUS WIH YTBEPKICHHUS,

0) yci10BHOe 0003HAYEHHE JOKYMEHTA, 10J] KOTOPbIM OH BBeJleH B HH(OpMallHOHHO-
NMOMCKOBYIO CHCTEMY OPraHU3alHu;

B) OTMETKa JJI1 aBTOMAaTHYECKOT0 IIOUCKA JOKYMEHTA (MOXET BKJIIOYaTh UMS IUCKa,
TUPEKTOpHUH U (haiiia, CoOIepKallero TaHHbI JOKYMEHT).

11. B kakoMm ciy4ae npaBHJIBHO 0(pOPMIIEH PEKBU3HT «Apecar»?

a) Jupextopy mikoinsl Ne 269

NBanosoii Tamape IleTpoBHe

0) dupektopy mkomsl Ne 269

NBanosoii T. I1.

B) 129128, Mocksa, yn. Pocrokunckasi, 7

Hupexropy 1mkossl Ne 269 r-xe HBanosoii T. I1.

r) JIlnpexkropy MockoBckoi mKoJabl Ne 269

T. II. UBanoBoii

12. [1nan pa6oTsb! KosIenKka Ha 2015/16 yueOHBbII roj yIBep:KaeH pelieHueM
Me1arorn4eckoro cosera. B kakom ciryyae npaBujbHO opopmiieH pekBU3UT «I'pud
YTBep:KAeHHUS JOKYMEHTa»?

a) YTBEPX/IAIO

Pemenne nemarornaeckoro copera

ot 12.08.2015 1. Ne 14

0) YTBEPXKJIEH

Pemennem negaroru4eckoro coBera

ot 12.08.2015 Ne 14

B) YTBEPX/IEH

Pemenunem negarornueckoro coBera

ot 12.08.2015 1. Ne 14

13. PekBu3UT «3aroJI0BOK K TEKCTY»:

a) 0TpakaeT KpPaTKoe Co/iep KaHne JOKYMEHTa;

0) MO3BOJISIET CYIUTh O HA3HAYEHUH JIOKYMEHTA, OIIPE/IETISET COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa;

B) HEOOXOIMM ]ISl OIEPATUBHOM CBSI3U C TEM, KTO COCTaBMJI JJOKYMEHT.

14. B kakoM MecTe JOKYMEHTa NPoCcTaBJisieTcsl peKBU3UT «OTMeTKA 0 KOHTPoJ1e»?
a) Ha JIeBOM I10JIe IOKYMEHTa, HallpOTUB pekBU3HuTa «CIpaBOYHbIE TaHHbIE 00 OpraHUu3alun»;
0) B BepXHeM NPaBoOM YIIy IePBOIo JIUCTA JOKYMEHTA;

B) B HIDKHEM IIPABOM YTIIy IIEPBOTO JIMCTA JOKYMEHTA.

15. PexBusur «I'pu¢ cornacoBanus» oGopMISIIOT CJIeAyOIHMM 00pa3oMm:

a) COITJIACOBAHO

IIporokoJiom 3acenanus

npasJjieHusi cTpaxoBoii komnannu «Ilianeray

ot 21.06.2015 Ne 10

0) H. W. Opnos

(moamucek)

B) HauanpHUK I0pHAMYECKOTO OT/eNa
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16. PexBusut «Bu3bl coriiacoBaHus»:

a) CIIY>KUT 17151 0)OPMIICHUS BHELITHETO COTJIACOBAHUS C KOHKPETHBIM JOJDKHOCTHBIM JIUIIOM HITH
KOJUIETHAJIbHBIM OpPraHOM;

0) npuaaer coaepkaHuio O(pULIHMATBHOTO TOKYMEHTAa HOPMATUBHBIN WJIM TIPAaBOBOI XapakTep;
B) HCIOJIb3YeTCsl 1JIsi BHYTPEHHEr0 COrjiacoBaHus MPOEKTOB JOKYMEHTOB U MPH
03HAKOMJICHHM € KaAKUM-JIN00 IOKYMEHTOM KaK NMCbMEHHOe NOATBep:KIeHne (paKTa
03HAKOMJIEHH .

17. s noOKyMeHTa, NOAJMHHUK KOTOPOI'0 0CTAeTCA B OPraHM3aluM, BU3bI
NMPOCTABJISIIOTCS:

a) HKE TOJIUCH PYKOBOJUTEISA, IOIUCABIIETO JOKYMEHT;

0) B HUKHeH 4acTH 000POTHOM CTOPOHBI MOCJICAHEr0 JMCTA MOAJMHHUKA JOKYMEHTA,;

') Ha 00OPOTHON CTOPOHE NEPBOIO JIMCTA JOKYMEHTA.

18. B kakoMm ciyuae npaBujibHO 0popmiieH peKBH3UT «OTMETKA 0 HAJINYNH
NPHJIOKEHHUSD, €CJIN B TEKCTe CONPOBOINTEIHLHOI0 MUCHMA He YIIOMHHAJIO0CH 0
NnpuJioxKeHun?

a) [Ipunoxenne:

1. CnpaBka o coryiacoBaHuu NpoexkTa Ha 4 J1. B 1 3Kk3.;

2. OT3BIB 110 POEKTY HA 2 J1. B 1 3K3.

0) [Ipuoxxenue: Ha 6 1. B 1 3K3.

19. PexBu3uT «OT™METKA 00 NCIIOJTHHUTEJIE):

a) HeoOXO0UM /ISl ONIePATHBHOM CBSI3M C TeM, KTO COCTABHJI IOKYMEHT;

0) sABJISIETCS OJJHUM U3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHS TOKYMEHTA;

B) GUKCHPYET yKa3aHUS pyKOBOJIUTEIS 110 OBOY UCIIOIHEHHS IOKYMEHTA.

20. B xakom ciyyae npaBujibHO ogopmiieH pekBH3UT «Iloanucp» Ha 0J1aHKe JOKyMeHTa?

a) Pexrop akanemun B. A. IlerpoBa

6) PexTop akanemuu IlerpoBa B. A.
B) Pextop Cubupckoii akagemMun

roCyJapCTBEHHOM CITyXKObI B. A. TlerpoBa

Texkyluii KOHTPOJb 2 — AyAUTOPHOE TeCTHPOBAHHUE

Paspnen 2. OcoGeHHOCTH cOCTABJIEHUS U 0(DOPMJICHUS] OCHOBHBIX JOKYMEHTOB YIIPaBJICHHS
1. B orcyrcTrBue pykoBoauteas A. U. IlerpoBa 10KyMeHT moANMcas ero 3aMeCTUTE/Ib
CuopoB, HCNOJHAOIMI 00S132aHHOCTH PYKOBOAUTEA. YKaKUTe NPaBUIbHbINA BAPUAHT:

a) 3a/lupexrop A. U. Ilerpos
(moamucek Cuaoposa)

0) dupektop A. U. ITerpos
(moamuce Cumoposa)

B) U. 0. tTMpexTopa I'. B. Cunopos

(mogmucs Cugoposa)

2. JlaToif NIPOTOKO.1a SIBJISIETCH:
a) JaTa MoAMMCaHus TPOTOKOJIA;
0) 1aTa NpoBeAeHNsI 3aceJaHus;
B) JlaTa PErUCTPAIMH TPOTOKOJIA.
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3. Ilpuxa3s co3nxaercs aAjas:

a) MOJTBEPXK/ICHUS YCTAHOBJIEHHBIX (DAKTOB, COOBITUH, IEHCTBUI;

0) pelIeHUsI OCHOBHBIX OIlePATHBHBIX 32/1a4, CTOALIUX Nepe] JaHHBIM OPraHoOM;

B) OTPaXKEHUs YCIOBUH TPYAOBBIX B3aUMOOTHOILIEHUH COTPYJHHMKA C aIMUHUCTpaLUEH.

4. B kakoMm ciry4ae npaBWIBHO 0(popMIIeH PeKBU3HT «OTMeTKA 0 3aBepeHUN KOIHN»?
a) Bepno:

WNHcniekTop oTaena Kaapos ITogmuce  U. U. Ilerposa

6) Bepno

NHcniekTop oTaena Kaapos [Tognuce  U. U. IlerpoBa

B) Bepno

HHcnexkTop oTaea kaapoB HHoanucs H. U. IlerpoBa
16.03.2006

5. Bu3a ropucra Ha npuKase:

a) o3Ha4YaeT BHYTPEeHHee COrJIacoBaHMe, MOATBEP:KIalolIee, YTO MPUKA3 He MPOTUBOPEYHT
3aKOHY;

0) 3TO 00s3aTEeNbHBIN PEKBU3UT MPUKa3a, MPUAAIOLIUN eMy IOPHUANYECKYIO CHITY.

6. Korna ynpasJjieHueckoe jJeliCTBHeE MPeANoJaraeT KOHKPeTHOr0 UCIOJIHUTEJIsl, TO
MYHKTHI PACHOPSAUTEIBHON YACTH NPUKA3a J0JIKHbI HAYUHATHCH:

a) ¢ yka3zaHus (paMUINKM U MHUIIUAIOB UCTIOTHUTEIIS;

0) ¢ yka3zaHus IOpy4YECHUS;

B) C YKa3aHHA J0LKHOCTH U (paMHIIUM ¢ MHUIHAJIAMY UCIIOJTHUTEJIS.

7. IIpoTokoa — 3T0:

a) MUCbMEHHOE COTTIAIIEHHE CTOPOH, OMPEIEISIONIee YCIOBUS KAaKUX-THOO OTHOIICHU;
0) TOKYMEHT, OATBEPKAAONTNIN (HaKThI, COOBITHSA, JCHCTBUS,

B) JIOKYMEHT, COJIEpKall[uil ONMCAaHUE MPOU3BOICTBEHHO IEATEIHHOCTH OPTaHU3AIINH;
r) I0KYMEHT, (PMKCUPYIOIIUI X0/ 00CyKI1eHHUsI BONPOCOB ¥ NPUHATHS pelleHuii Ha
coOpaHum, 3acelaHUH.

8. [IpoToK0/bI HyMEpPYIOTCH MOPSIAKOBLIMU HOMEPAMM:

a) B IpejieNiaX BCero BpEMEHU CYIIECTBOBAHHUS OpTaHU3aIUH;

0) B mpeesax KaJeHIapHOIo roja;

B) B Mpejienax IMsTH JieT.

9. Bonnpochbl MOBECTKH HS PACIOJIATAIOTCS:

a) 1Mo BPEMEHHU, KOTOPOE MPEINOoIaraeTcs 3aTpaTUuTh Ha 00CYKIEHHE KaKIOTO BOIIPOCa;
0) B IF0OOM TIOPSI/IKE;

B) 10 CTeNeHH BAKHOCTH 00CYK/1aeMbIX BOIIPOCOB.

10. TokymeHTBI, cOCTaB/IsieMble KOMHCCHEH, MOMUCHIBAIOTCS:

a) pYKOBOJUTEJIEM OpPraHU3allnu;

0) mpencenareneM KOMUCCHH;

B) MpeaceaaTesieM H YJIeHAMH KOMHCCUM;

T) pejceaaTeIeM KOMUCCUU U CEKPETapeM.

11. Akt — 3T10:

a) TOKYMEHT HH(OPMAIIMOHHOTO XapaKTepa, COACPIKAIINI ONMMCAHUE MPOU3BOICTBEHHON
ACATCIIBHOCTH OPraHU3aluu;

0) TOKYMEHT, aipeCOBaHHBI PYKOBOIUTEIO OpraHU3aIiui U HHHOPMHUPYIOIIUN €ro 0
CIOKUBIIEHCS CUTyalluu, UMCBIICM MCCTO (I)aKTe;

B) IOKYMEHT, NOATBepP:KRAa0MuUil GakTbl, COOBITHS, 1eHCTBHS.
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12. TekcT aKTa q€JUTCHA HA IBE YACTHU:

a) BBOJHYIO U OCHOBHYIO

0) BBOJAHYIO 1 KOHCTATHPYIOIILYI0, COJIEPKAILYI0 BHIBOAbI;

B) HAUAIbHYIO U 3aKJIFOUUTENbHYIO, COJEPKAIILYIO BHIBOJIBI.

13. UndopmanuonHas cipaBKa — 3T0:

a) JOKYMEHT HH(POPMALIMOHHOI0 XapaKTepa, CoAepP KAl ONMcaHue IPOU3BOACTBEHHOM
AeATeJIbHOCTH OPTaHN3AUM U NOATBEPkKAeHHEe KAKNX-TH00 (PAKTOB, COOBITHH;

0) TOKYMEHT, aJIpeCOBaHHBII PyKOBOJIUTEIIO YUPEKICHUS U HHPOPMHUPYIOIIHIA €ro 0
CJIOXKHBIICHCS CUTYallH, IMEBIIIEM MECTO SIBIICHUU WX (haKTe, COACPIKAIIHIA BRIBOIBI U
MPEJIOKEHUST COCTABUTEIS,

B) JOKYMEHT, MOSCHSIIOUINI COJIepKaHUE OTICIbHBIX MOJIOKEHUH OCHOBHOT'O JIOKYMEHTA UITU
OOBSACHSIONIUI MPUYHHBI KAKOTO-TH00 COOBITHS, (PaKTa, MOCTYIIKA.

14. Kakoii peKBH3UT He BXOJUT B cocTaB GopMy.isipa-odpa3ua cnpaBku?

a) HAaMMEHOBaHUE OPraHU3alINY;

0) HauMEeHOBaHKE BUJIA JOKYMEHTA,

B) JlaTa JIOKYMEHTA,

') perUCTPALIMOHHBIA HOMEP JOKYMEHTA;

1) rpuQ yTBepkKIeHHUs JOKYMEHTA;

€) azxpecar.

15. CnpaBku, noATBepKAAIONINE CBeAeHUs OMOrpaduuecKoro UM ciayKeGHOro xapakrepa
MOANMCHIBAIOTCS:

a) pyKkoBoauTeJieM (M 3aBepsSIIOTCS NMEYATHIO);

0) pyKOBOAHTENEM;

B) HaUaJIbHUKOM OT/I€JIa KaJpOB.

16. Jokaaanas (ciay:kedHas) 3aMUCKa — JITO:

a) IOKYMEHT, a/IpeCOBAHHBII PYKOBOIUTEJII0 YUpPe:KIeHus U HH(POPMUPYIOUIHUI ero o
CJIOKMBIICHCS CUTyalluM, HMeBIIIeM MeCTO siBJIeHUN Win GaKTe, BbINOJHEHHOH padoTe,
coJepxkaliuii BbIBOAbI U MPeIJI0KeHUsI COCTABUTEJIS;

0) TOKYMEHT, MOATBEPKAAOIINN (HaKThI, COOBITHUS, TEHCTBUS;

B) IIPEJIOKEHUE (PUPME HIIM KOHKPETHOMY JIMITY 3aKIIOYUTH JCJIOBOE COTJIAIICHHE.

17. JlaToii JOKJIATHOM 3alIHCKH CYNTAETCH:

a) J1aTa U3JIaraéMoro CoOBITHS,

0) naTa moaANMCaHMsl TOKJIATHOM 3aNMCKHU;

B) JlaTa IPUHSATHS PE3OJIIOLINU.

18. 'apanTHiinOoe MHCbMO:

a) MOATBEpPKAAeT (PaKT OTIPABKU ajipecaTy KaKux-JIn00 JOKYMEHTOB UJTU APYTHX
MaTepHalbHBIX IEHHOCTEH;

0) moaATBep:KAAET oNpeeeHHbIe 00513aTe/ILCTBA, 00CIAHUS OPTraHU3AIUU;

B) COJICPXKUT OTBET Ha MUCHMO-TIPOCHOY.

19. KagpoBasi 1oKyMeHTALMsl BeIeTCsl B COOTBETCTBUM:

a) ¢ TpynoBbim koaexcom Poccuiickoii @enepanuu;

6) ¢ Konexcom 3akoHOB o Tpyae PD.

20. TexeT mpuKa3a Mo JUYHOMY COCTABY 00513aTeIbHO 3aKAHYMBAIOT:

a) Ha3HauYE€HUEM OTBETCTBEHHOTO 3a MCIIOJIHEHUE IPUKa3a;

0) ykazaHuEM CPOKOB JCHCTBHSI MPUKA3a;

B) CCHLJIKOM HA IOKYMEHT, NMOCJYKUBIIMH OCHOBAHUEM JIJIl U3IaHM S PUKAa3a.
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Texkyumuii KOHTPOJIb 3 — AyIUTOPHOE TECTUPOBAHUE

Pa3nes 3. OcoGeHHOCTH IOKYMEHTOBE/ICHUS] H JOKYMEHT0000p0Ta B roCyAapCTBEHHBIX
yUpesKAeHUsIX U OPraHUu3auusIx

1. ITpuka3bl 0 npueMe Ha padoTy U YBOJIbHEHUH XPAHATCH:

a) 5 net; 6) 10 net; B) 50 ner; r) 75 qer; x) 100 ner.

2. B TeyeHHe KaKOIr0 CPOKA 3aBOAMTCS TPYAOBasi KHUKKA HA JIUII, BIePBble MOCTYMUBIINX
Ha paborty?

a) B TICPBBIN JIeHb PabOTHI;

0) He MO3/1Hee HeeJbHOI0 CPOKA MOCJe HAaYala padoThl;

B) HE M03/IHEE MECALa C Hayaja paboThl.

3. les1aeTcs 1M COOTBETCTBYIOIIASI 3ANMCHh B TPY/0BOIl KHUKKe IIPH CMeHe HA3BAHUS
npeanpusaTus’?

a) n1a; 0) HeT.

4. B kakoii CpoK 10JI’KHA IPOM3BOANTCSI 00pa0d0TKAa JOKYMEHTOB H IepeJadya ux
HCIOJHUTEAAM ?

a) B /IeHb NMOCTYIJIEHHS IOKYMEHTOB B OPTraHU3a1UI0;

0) B TPEXTHEBHBIN CPOK IOCIIE OCTYIIEHUSI JOKYMEHTOB B OpPraHU3alltIo;

B) B HEJIeJIbHBIN CPOK IMOCIIE MOCTYIUICHUS JOKYMEHTOB B OPraHU3aLIUIO.

5. Kakue 3Tanbl NPOXOASAT HCXOASIIIHE TOKYMEHTHI?

a) cocTaBJIeHHe MPOEKTA I0OKYMEHTa;

0) perucTpaunus;

B) IpUEM U NMEepBUYHAs 00paboTKa;

') KOHTPOJIb 3@ UCTIOJTHEHUEM.

6. PerucTpanimOHHO-KOHTPOJIbHbIE KAPTOYKH HCIOJIb3YIOTCS:

a) JUIsl KOHTPOJIS IBUKECHUSI BHYTPEHHUX JOKYMEHTOB;

0) ans 3anucy MHPOpMaLUY,

B) [JIsl perucTpauuy BXOAAIINX, HCXOASIINX, BHYTPEHHUX T0KYMEHTOB.

7. B kakux ciay4asx yao0Hee HCIOIb30BaTh )KYPHAJIBHYIO (POPMY perucTpanumn
AOKYMEHTOB?

a) Mpu OOJBIIOM TOKYMEHTOO00POTE;

0) mpu MaJIOM 10KYMEHT000opoTe.

8. B kaKHX JOKYMEHTaX PsAA0M C PerucCTPalMOHHBIM HOMEPOM YKa3bIBalTCs OYKBBI «JD»
i «K»?

a) B aKTax;

0) B IOKJIQTHBIX 3aMHCKaX;

B) B IIpHKa3ax MO0 OCHOBHOH /1€ TENbHOCTH;

I) B IPUKA3aXx [0 JUYHOMY COCTaBY;

1) B CIIpaBKax.

9. JIokyMeHT0000pOT - 3TO:

1. ABUKeHHE TIOKYMEHTOB B OPTraHU3al[MH ¢ MOMEHTA UX CO3/IaHUS WM MOJIyYeHUs /10
3aBeplIeHUs] HCTIOJTHEHHUS] UJIU OTIPABJICHHS.

2. 4acTh JIENIONPOU3BOJICTBA, HETIOCPEACTBEHHO CBA3aHHAS C CO3/IaHUEM JJOKYMEHTOB.

3. oTpacib AeSTENBHOCTH MO pa3padboTke u opopMiIeHHIO 0PUITHATBLHBIX JTOKYMEHTOB,
OpraHu3ally UX JBM)KECHUS, yueTa U XpaHEeHUsI.

4. TOKyMEHTaIlMOHHOE O0EeCTIieUeHUE YIPaBICHHUS.
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5. AESTENbHOCTD 110 OPraHU3alluu XPaHEHUsI JOKyMEHTOB.

10. TunoBas cxema JIBM:KEHHUS] BXOASIIEr0 JOKYMEHTA COCTOUT U3 CJIeAYIOIIHX MPOIECCOB:

1. IToryuenue -> PaccmoTrpenue -> Mcnonnenue -> Perucrpanus -> B neno.

2. [Tonyuenue -> B neno -> Peructpanus -> PaccmoTpenue -> McnonHenue.

3. [lonyuenue -> B neno -> Paccmorpenue -> cnonnenue -> Perucrpanus.

4. Iloayuyenue -> Peructpauus -> Paccmorpenue -> Ucnosinenne -> B nedio.

5. Ilonyuyenue -> PaccMoTrpenue -> Peructpanus -> Mcnonnenue -> B neno.

11. TunoBas cxema JIBH:KeHUs] BHYTPEHHEr0 TOKYMeHTa:

1. [TonroroBka -> Perucrpauus -> CoryiacoBanue -> YTBepxxaeHue -> Vcnonnenue ->B aeno.

2. IToaroroBka -> CorsiacoBanue -> YTBep:kaenue -> Perucrpanus -> Ucnonnenne -> B

AeJ10.

3. IloaroroBka -> Peructpanus -> Y1BepxaeHue -> Mcnonnenue -> B aeno.

4. IlonroroBka -> Mcnonuenue -> YTBepxkaeHue -> Peructpanms.

12. TunoBas cxema JBH:KEHUS] HCXOASIIIETO TOKYMEHTA:

1. [TogroroBka -> Peructpanus - >B nesno -> CornacoBaHue -> YTBepxkaeHue -> OTnpaBka.

2. IToaroroBka -> CorsiacoBanue -> YTBep:kaeHnue -> Perucrpaunus - >B aeJio ->

Ornpaska.

3. Iloxroroska -> CornacoBanue -> Perucrpauusi, B 1eio ->Y1BepxaeHue -> OTnpaBka.

4. IToarotoBka -> CoriacoBaHue -> YTBepxkeHue -> OTnpaBKa -> Perucrpanus - > B J€N0.

13. EI'CJI — 3To0:.

1. COBOKYMHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (DOPMYIIAPOM JTIOKYMEHTA.

2. KOMITJIEKC OCHOBHBIX ITOJIOKEHHH, OTIPEIENSIONNX M PETIaMEHTHPYIOINX OPTaHU3aIUI0

JIOKYMEHTAIlMOHHBIX MPOLIECCOB HA MPEANPUITHH.

3. COBOKYITHOCTB JJOKYMEHTOB, IPUMEHSIEMBIX B ONPEEIIEHHON cepe NesITeTbHOCTH

4. nesTeNnbHOCTH almapara yrnpaBieHHs, 0XBaThIBAIOIIAs BOMPOCH! JOKYMEHTHPOBAHUS 1

OpraHu3anuy paboThl ¢ JOKYMEHTaMH

14 TokyMeHT, conep:kammii HHPOPMALUIO, He MPeIHA3HAYEHHYIO /sl LIUPOKOIo

pacnpocTpaHeHus:

1. HeomyOIMKOBaHHBIN

2. TaWHBIN

3. HemyOJIMKYeMBbIi

4 HenepuOAMYECKH

15. Kakoii BU pacnopsiiuTe/IbHOr0 J0KYMEHTA U3/1aeTcsl eIMHOJINYHO PYKOBOAUTEIEeM

1. mocraHoBIIEHUE

2. perieHue

3. pacniopsikeHue

16. Iocaeannii 3Tan padoTsl ¢ JOKYMEHTAMH Ha3bIBACTCS

1. cpadeii B Mmy3eit

2. cnaveil B apXuB

3. oImyOIHMKOBaHUE BO BCEX POCCUHCKUX Ta3eTax

17. Yo npeacrapisieT HUPKYJISIPHOE MHCHMO

1. undopmanms 0JHOTO coep:KAHUA NMPeAHA3HAYEHA VI 00/1b1IOr0 KOJIMYecTBA
ajgpecaToB

2. uHopManus OJTHOTO CoAepKaHMsI MpeHAa3HAuUeHa JJIsl OJTHOTO ajipecara

3. uH(pOpMaLUs Pa3HOTO COJEPXKAHUA IPpeJHa3HAUCHA 111 OOJIBIIOr0 KOJIMYECTBA aJpecaToB

18. KoMmieke 10OKYMEHTOB, PeryJJUPYIOIIHX AeiTeJbHOCTh OPraHu3anuii
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1. pacnopsiguTe/ibHBIE TOKYMEHTHI

2. OpraHu3alOHHBIE JOKYMEHTBI

3. MHPOPMALMOHHO-CIIPABOYHBIE JTOKYMEHTHI

19. HopMaTuBHBI JOKYMEHT, onpeaeasiiommii poH 3apadoTHOM IJIATHI COTPYIHUKOB
OpraHu3aNuu

1. nomKHOCTHASI UHCTPYKLIUS

2. WITaTHOE pacnucaHue

3. YcraB

20. Kakoii 1TOKyMeHT cOCTaBJIsIeTCS MPH HAPYLIEHNH TPYA0BOH MU 00IIeCTBEHHOMH
AUCHHUILIHHBI

1. oObscHUTENBbHAS 3aMMCKa

2. IOKJIATHAA 3aIMUCKA

3. cimyxeOHas 3amucka

Texyumii KOHTPo.Ib 4 — 'pynnoBoii mpoexkT
IIpumepHasi TeMaTHKa rPyNIOBBIX POCKTOB:

1. JlokymeHTallMOHHOE OOEecnedYeHue YIpaBiICHUsS B OpraHax TIOCYJAapCTBEHHOW BIJIACTU U
yhpaBiieHHs (Ha IpuMepe KOHKPETHOM OpraHu3aIium).

2. Opranm3anys JTOKYMEHTAllMOHHOTO OOECHeYeHHUs: JeATENbHOCTH CIYXObl KaIpoB U
HaIpaBJICHUS €r0 COBEPIICHCTBOBAHUS (HAa MPUMEpe KOHKPETHOW OpraHU3aIiu ).

3. AHamm3 JOKYMEHTAIlMOHHOTO OO€CleYeHHs] YIpaBIeHHUS OpraHu3aluud Hu pa3padoTka
IIPEMJIOKEHHH 110 €r0 COBEPIICHCTBOBAHUIO B KOHKPETHONW OpraHu3alyy.

4. JIOKyMEeHTHUPOBAaHUE  JESATENbHOCTH  KagpoBOW  CIyXObl M  HampaBJ€HHS  €ro

COBEpIICHCTBOBaHUS (Ha MpUMepe KOHKPETHOM OpraHu3alum).

5. [Ipobnembl aBTOMATH3alUMU JOKYMEHTAI[MOHHBIX IIPOLIECCOB B OTEUECTBEHHOW U

3apyOexXHOHU IuTeparype.

6. BHenpeHue aBTOMATH3MPOBAHHBIX TEXHOJOTHH B JOKYMEHTAIIMOHHOE o0ecmedeHue

yrpaBiieHHs (Ha IpuMepe KOHKPETHOW OpraHu3aIium).

7. 3apok/ieHHe, CTaHOBJIEHHE M pPa3BUTHE OKCHEPTHU3bl IEHHOCTH JIOKYMEHTOB B

JIEJI0NIPOU3BOJICTBE.

8. 3akoHOIaTeNbHOE M HOPMAaTUBHOE PETYIHPOBAHHUE TOKYMEHTOBEICHUS

9. BHyTpeHHss perJaMeHTaIMsl OpraHru3aliy IeTOMPOU3BOICTBA B KOHKPETHON OpraHU3alluH.

10.0cobeHHOCTH KOHTPOJISI MCHOJIHEHHS JOKYMEHTOB B OpraHU3allUM M HANpaBJCHHUS €ro

COBEPILEHCTBOBAHMUSL.

11.MexnynapoaHasi cragaapTu3anus B chepe yrnpaBieHHUs JOKyYMEHTaMH (MCTOPHS BOMpOCa,

COBPEMEHHOE NOJI0KEHNUE JEII, IBOJIOLMS IIPOLIECCa).

12.AHann3 MEeXIyHapOJHBIX CTAaHAAPTOB B cepe ympaBieHUS TOKYMEHTaMu (Ha MpUMepe

KOHKPETHOI'0 MEXJAYHApOJHOIO CTaHAapTa WIM TPYNIbl MEXIyHapoJaHbIX cranaaproB MCO

nmu MOK).

13.Oprans! ynpaBieHus apxuBHoO# cdepoii B Poccun.

14.Ananu3 pa3pabOTKM WHCTPYKIIUU TIO JIETONMPOM3BOJICTBY HA MPEANPUITHU (HA TpUMEpe

KOHKPETHO! OpraHU3allluu).

15.AHanu3 oOpraHu3aluu  JOKYMEHTOOOOpOTa M pa3paboTKa MPeIIoKEHUH 10  €ro

COBEPILEHCTBOBAHUIO HA KOHKPETHOM IIPEANIPUATUN

16. Ananu3 opraHu3anuu paboOTHl ¢ MHUChbMaMHU M OOpalieHUsSMH TpaxkaaH (Ha MpUMepe
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KOHKPETHON OpTraHU3AIINH ).
17.Ananu3 pa6otsl ciyx0b1 JIOY B opranuzanuu (Ha IpuMepe KOHKPETHOW OpraHu3alum).
18. OcoGeHHOCTH COCTaBIIEHUS HOMEHKIIATYPHI Ael (Ha IpUMeEpe KOHKPETHOW OpTraHu3aIum ).

19. Ananu3 cTpykTyphl W GyHKOHH cinyx0b1 gemonpousBojactBa (AOY) (ma mpumepe
KOHKPETHOW OpraHu3aIum).
20. Opranuzanus padoThl ¢ 0OpaNIeHUSIMU IPAXK/IaH B TOCYIAPCTBECHHBIX YUPEKICHHUIX.

Ilepeyenb BONPOCOB /I MPOMEKYTOYHOM aTTecTaluu (3a4eT ¢ oueHKoil/ 4 cemecTp
MK-1/1IK-1.2)

Bonpocsl k 3a4eTy ¢ OLIEHKOW

1.

No ok w

© ®

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

CoBpeMeHHbIE 3aKOHO/1aTENbHbBIE AKTHI 10 JI€JIONPOU3BOJICTBY U ApXUBHOMY €Iy
(3aKOHBI, AEKPETHI, YKa3bI U 1Ip.)

[TonsiTHE «JIOKYMEHT» B €r0 HICTOPUUECKOM pa3BUTHH. COBPEMEHHOE COJEPKaHUE
HOHSTHS «IOKYMEHT» U «QJIEKTPOHHBIN JOKYMEHT.

[Monsitne «napop™marusy. CBsa3p nHPOpMAMU U TOKYMeHTa. Buabl nadopmanmy.
Knaccugukarus 10KkyMeHTOB

QDYHKIMY TOKYMEHTA.

[TonsiTHs «ci0co0», «CPEICTBO» U «METO1» TOKYMEHTUPOBAHMSL.

OcHOBHBIE CTIOCOOBI TOKYMEHTHPOBAHUA U UX pa3BuTue. OCHOBHBIE CPEACTBA
JOKYMEHTHUPOBAHHUS U UX Pa3BUTHE

MarepuanbHble HOCUTENN JOKYMEHTUPOBAHHOHN HH(pOpMAaIHH.

OpUruHaNbHOCTD U MOJJIMHHOCTD JOKYMEHTOB.

KonuitHocTs okymenTa. COOTHOLIEHHE MOHATHH «IIOJUIMHHUK» U KOTIHS)
MPUMEHUTEIBHO K AIEKTPOHHBIM JOKYMEHTaM.

[TonsiTre cuctemsl JOKyMeHTaluu. Mlcropnyeckoe pa3BUTHE CUCTEM JOKYMEHTAIUH.
VYHuudunupoBanHas cuctema qokyMmeHnrtanuu. Kinaccudukatopsl JOKyMEHTHOM
uHpOpMaLnH.

Dopmynsp opUIMATBHOIO JOKYMEHTA U €ro HH(OPMaLlMOHHBIE JIEMEHTHI.

CocTaB peKBU3UTOB COBPEMEHHOIO YIPABIEHUYECKOIO JOKYMEHTA.

O61ue npaBuiia opopMIIEHUSI COBPEMEHHOTO YIPABIEHYECKOTO JOKYMEHTA.

bnank noxymenTa. Buzapl 61ankoB. TpeGoBanus kK 0pOpMIICHHIO, H3TOTOBIICHHUIO U yYETY
0JIaHKOB JOKYMEHTOB € n300paxkeHueM [ ocynapctsenHoro repba PO.

CocTaB pekBU3UTOB OIaHKa.

TpeboBanus k 0pOpMIIEHUIO PEKBU3HUTA «AIpecary.

TpeboBanus k opopmiienuto pexkusuta «llognucey. [IpaBuna noanucaHnus pa3IuyHbIX
BUJIOB JIOKYMEHTOB.

VYTBepxnenue 1okyMeHToB. TpeboBanus Kk opopmieHuto peksusuta « pug
YTBEPKACHUSI.

BuyTpeHHee cornacoBanue 10KyMEHTOB. BHelIHee cornacoBaHue JOKYMEHTOB.
TpeboBanus k opopmiienuto pexsusuta «l'pud cormacoanus» u «Buza cormacoBaHus».
Ha3nauenue pexBu3nTa «3arojoBoK K TEKCTY JOKYMEHTa». TpeOoBaHUs K €ro

0 OpMIICHHUIO.

Haznauenue pexBusura «Pe3omonus», ero MecTo Ha JokyMeHnrte. TpeGoBaHus K
0(OPMIICHUIO PE30JTIOIIHH.
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24.

25.

26.

27.

28.

29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

41.

42.

43.

44,

45.

46.
47.
48.
49.
50.

o1.

IleyaTs u ee Ha3HaueHue. Buael nedarei. [lopsanok npocraBineHus rneyaTen Ha
JIOKYMEHTaX.

TpeboBanus Kk 0(OpMIICHUIO PeKBU3UTOB «OTMETKA 0 HAIMYMU TPUI0KEeHUs», «[ pud
npuioxeHus». Opopmiienue npunoxeHui. IIoHATHS NOUIMHHUK U KOS TOKYMEHTA.
3aBepenue xonuii. OcobeHHOCTH 0hopMIIeHHS peKkBH3UTa «OTMETKA O 3aBepEHUN
KOIIMW IIPY 3aBEPEHUN PA3JIIMYHBIX BUAOB KOIUH.

OtmeTkH Ha ToOKyMeHTax. TpeboBanus K 0hOpMIICHUIO PEKBU3UTOB «OTMETKA O
KOHTpoJe», «OTMeTKka 00 ucnoanurene», «OTMeTka 00 UCIIOJHEHUN T0KYMEHTa U
HAIpPaBJIEHUU €ro B J1e10», «OTMETKa O IEPEHOCE JTAaHHBIX Ha MALIMHHBIA HOCUTENbY,
«OTMETKa 0 MOCTYIIICHUN.

TeKkcT COBpEMEHHOI0 YIPaBIECHUYECKOI0 JOKyMeHTa. KoMmo3uunoHHas CTpykrypa
TekcTa. O01Me TpeOOBaHUS K A3bIKY M CTUIIIO CITY>)KEOHBIX JOKYMEHTOB.
YHuHUIUpoBaHHas CUCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAITUH.
YHuduuupoaHHsie GOPMbI TOKYMEHTOB.

OpranuzalvoHHbIE JOKYMEHTBHI.

PacniopsiauTenbHble JOKYMEHTHI.

CripaBo4HO-HH()OPMAITIOHHBIE TOKYMEHTHI.

Odopmienue nesaTenbHOCTH KOJUIETHATIBHBIX OPTraHOB.

[Tpukassl. [Topsnok cocraBieHus 1 0OpMIIEHUS IPUKA30B [0 OCHOBHOU J€ATEIILHOCTH.
AxTsl. [Topsimok coctaBiienust 1 0HOPMIICHHS aKTOB.

[Tpotokousl. [Topsimok cocTaBieHust 1 0pOpPMIICHHUS.

CrnpaBku. Bujsl cripaBok, MopsiIoK UX COCTaBIIEHUS U 0)OpMIIEHUS.

Joknannele 3anucku. [Topsaok ux coctaBieHust 1 0POpPMICHHS.

[Mucema. Buasl muceM, OpsiIOK UX COCTaBICHUS U OPOPMIICHUS.

[Topsimok 1 ocobeHHOCTH 0(hOPMIIEHHUS JOKYMEHTOB IO JTUYHOMY cocTaBy. OCHOBHBIE
HOpPMAaTUBHBIE JOKYMEHTHI perjaMeHTHpYIoIKe paboTy ¢ JOKYMEHTaMHU 110 JINYHOMY
COCTaBy.

Bunbl HOpMaTUBHBIX MTPaBOBBIX aKTOB. COOTHOIIEHHUE MOHITHN «3aKOHOATEIIbHbBIE
aKTBI», «AaKThl 3aKOHOJIaTENIbCTBAY, «3aKOHOAATEILCTBOY.

WNHucTpyknuu. Buael u conepxanue.

OmnpeneneHus NOHATUS «IOKYMEHTO000poT». OOII1e NPUHIUIBI OpraHU3aluu
JOKyMeHT0000poTa. OCHOBHbBIE XapaKTEPUCTUKH JOKYMEHTO000poTa (00BheM, CKOPOCTH,
JTaIbl).

[Tonsitue «perucrpanus fokyMmeHToB». Llens peructpanuu. [IpuHnuns! peructpanuu
JOKyMeHTOB. COCTaB peErnucTpUpyeMbIX JOKYMEHTOB, CPOKH peructpanuu. [lepeunn
JIOKYMEHTOB, HE MOJICKALUX PETUCTPALIUH.

Perucrpannonnsie Gopmbl, MX 00s3aTeNbHbIE PEKBU3HUTHL. PerucTpanmoHHbI HHIEKC
JIOKYMEHTA.

[Tpuem, npoxokaeHue, NOPAAOK UCIIOIHEHNS BXOJAIINX JOKYMEHTOB.

OcHoBHBbIE 3Tarbl padOThI ¢ UCXOASAIMIUMU JOKYMEHTaMH.

[TpaBuiia opraHu3ay JBUKEHUS BHYTPEHHUX JOKYMEHTOB.

KoHTpoib nenoaHenuss JOKyMeHTOB. POpMBbI KOHTPOJIA.

IlonsTHe «HOMEHKIaTypa aei». Buasl HomeHkiaryp nen. [lopsanok cocrasienus,
COIIACOBAHUs, YTBEP)KICHUS HOMEHKIIATYpPBI JCII.

CxeMbl MOCTPOEHUSI HOMEHKJIATYpHI 1es1. OdopmileHre 3aroJOBKOB AT U UX
CUCTEMATH3aLMsl, TOPAIOK MHACKCALUN J€]I B HOMEHKIIAType.
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52. OnpeneneHne CPOKOB XpaHEHHSI JOKYMEHTOB IIPH COCTABJICHUN HOMEHKIATYPHI JEJI.
HTorosas 3anuch.

53. JlokyMeHTHI ¢ moBTOpstomiencs nadopmarueit. Buapl moBropsieMocTu: 1y0IeTHOCTD,
LUTUPOBAaHUE, CyYMMHUpPOBaHHe, 0000111eHuEe, peepupoBaHUe, U3JI0)KEHUE, BAPUAHTHOCTD.

54. DkcnepTr3a LIEHHOCTH pa3IMyHbIX BUJOB IOKYMEHTOB.

55. ®opmuposanue u opopmiienue aen. OCHOBHBIC ITpaBUJIa.

56. [Nonarue onucu aen. Bunsr onmceit.

57. IloHsiTHe ONEepaTUBHOIO XPaHEHUS TOKYMEHTOB.

58. [lepenaua e Ha XpaHEHUE B ApXUB OPTaHU3AIHH.

59. [lonsTue «iepedeHb JOKYMEHTOBY. [IoHATHE «KOMIUIEKC JOKYMEHTOBY,
«ITOKYMEHTaJIbHBIN (POHI», «apXUBHBIA (HOHI»

60. ITonarue «apxus». ['ocynapcTBeHHbIE ApXUBbI, APXUBbI OPraHU3ALMH.

D®OC pJ1s1 IPOMEKYTOYHOM aTTeCTAMHU
Ouenka cpopMUPOBAHHOCTH KOMIIETEHIU
I[IK 1 - cnocobeH BBISBIATH, OCYIIECTBISATH cOOp W aHanu3 OusHec-uHpOpMaluu IJis
(GopMUPOBaHHS BO3MOXHBIX  PpEIICHUH, oopMIISITE  pe3ynbTaThl OW3HEC-aHAIHM3a B
COOTBETCTBUU C BHIOPaHHBIMM [1OAX0/1aMU
B YaCTU MHAMKATOPA JIOCTHXKEHUSI KOMIIETEHIIUN
[1K 1.2 - odopmisieT pe3ynbTaTel OM3HEC-aHAJIN3a B COOTBETCTBUHU C BBIOPAHHBIMU MOJIX0AAMHU

3aaHus 3aKPHITOrO THUIA
33}]3[[“6 3aKPbITOI'o TUIIA HA YCTAHOBJICHUE COOTBETCTBUSA

3az[alme 1. Hpoanaif[Te TEKCT H YCTAHOBUTE COOTBETCTBHUE.
CooTtHecure TEPMUHBI C UX OIIPCACICHUAMU

1) lenonpou3BoaCTBO A) CBOHCTBO IOKyMEHTa OBbITh TOJTMHHBIM JI0Ka3aTeIbCTBOM (DAaKTOB,
COOBITHH, TENCTBUI

2) Bayrpennunit b)/lesarensHOCTh, OOeCTIeUMBAIONIAs TOKYMEHTHPOBAHUE, JTOKYMEHTOOOOPOT,

JOKYMEHT OIepaTHBHOE XPAHEHUE U HCIIOJIb30BAaHUE JIOKYMEHTOB

3) FOpuanueckas cuna | B) CoBOKYNHOCTb JOKYMEHTOB, CHOPMHUPOBAHHBIX MO0 KAKOMY-TTHOO MPU3HAKY
JIOKYMEHTOB

4) Heno I')JloxymeHT, CO3IaHHBIN TPEAIPUATHEM U IPEAHA3HAYCHHBIN IS
BHYTPU(GUPMEHHOTO UCITOIE30BAHUS

3ananmue 2. [IpounTaiiTe TeKCT H YCTAHOBUTE COOTBETCTBHE.
CooTHecHuTe TEPMHUHBI C UX ONPEACTICHUAMNU

1) Perucrpanms A) 3adukcrpoBaHHas Ha MaTepUaIbHOM HOCUTENE HH(OpPMAaIKS B BUE

JOKYMEHTa TEKCTa, 3BYKO3aINCH I N300paKeHUs C PEKBU3UTAMHU, ITO3BOJISTIONIUME €€
UACHTUPHULIMPOBATD

2) PexBusut Bb) CucremaTtnznpoBaHHBIH CIIMCOK A€, )KypHAJIOB, KApTOYEK, 3aBOJUMBIX Ha
IPENPUSITHH C YKa3aHUEM CPOKOB MX XpaHEHHUs

3) Homenkmatypa aen B) IlpucBoenne JOKYMEHTY pEerUCTPAIIMOHHOTO HOMEpa M BHECEHUE TAHHBIX B
pETUCTPaIMOHHO-YYETHYIO hopMy
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| 4) lokymeHT | I') OTnenbHbli 3MeMEHT TOKyMEHTa

33[[31-[1/[6 3. HpoanaﬁTe TEKCT H YCTAHOBUTE COOTBETCTBHUEC.
CootHecHure TEPMUHBI C UX ONPEACTICHUAMU

1) TpynoBoit A) [lokyMeHT, conepxkauiuii THGOpMAaIHIO 0 HAaBBIKAX, OIBITE pabOTHI,

KOHTPaKT 00pazoBaHNH, U APYTYIO OTHOCAIIYIOCS K NIy HH()OPMAITHIO, OOBIIHO
TpeOyeMyIo Jisl pacCMOTPEHUs KaHJUIaTyphl YeJIOBeKa JIJisl HaliMa Ha padoTy.

2) Aukera b) CoBokynmHOCTH JIOKYMEHTOB O TPYAOBOHl  JesATeNbHOCTH  paboTHHKA

paboTHHKa

3) Pesrome B) Ceenenust o paboTHHKE, BHOCUMBIC M CAMHM B CIICIIHATILHBIN OJIaHK,

coJiep Kallliii pacIIUpEeHHbIH NepedeHb JaHHBIX O KaHIUIaTe, MOXKET CO/ICPKaTh
YTOYHEHHYIO HH(OPMAIIHUIO.

4) Jlmanoe nemo I') Cormamenne mexmy paboromareneM W pabOTHHKOM, B COOTBETCTBHH C
KOTOPHIM pabOTHHK OO0S3yeTcs BBIONHATH paboTy IO  OmNpeneinéHHON
CIICIaJIbHOCTH, KBaJ'II/I(bI/IKaHI/II/I HJIN JOJDKHOCTU C NMOAYMHCHHUEM BHYTPCHHEMY
TPYIOBOMY pacmopsiiKy, a paboromaTenb 0053yeTcsl BBIJIAYUBATH PabOTHUKY
3apaboTHYI0 IUIATy M OO0ECHeYrBaTh INPEIYyCMOTPEHHBIE 3aKOHOAATEIHCTBOM
yCIIOBHS TPYAA.

3aganue 3aKPLBITOI'0 TUIIA HA YCTAHOBJICHHUE MMOCJIE€10BATCJILHOCTH

3ananue 4. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJI€10BATEIbHOCTD

[Tpornecc paboOThI ¢ BXOIAIIEH KOPPECTIOHACHIINEH MTPOXOIUT CIEAYIONINE ITAMbI:
1) HampaBiieHHE JOKYMEHTOB Ha UCITOJIHEHHE

2) MpHUeM U COPTUPOBKA

3) opranu3zaIysi KOHTPOJIS UCIIOJIHEHHS JOKYMCHTOB

4) WCTOJHEHHE JOKyMEHTa

3anumnmTe COOTBETCTBYIOIIYIO TTOCIIEIOBATEILHOCTH UG ClIeBa HAPABO

3ananmue 5. [IpounTaiiTe TEKCT U YCTAHOBUTE MOCJI€10BATEIbHOCTD

MapupyT IBHKEHHUSI UCXOISIIEN KOPPECTIOHAECHIIMM COCTOUT U3 CIEAYIOIIHNX 3TAMOB!
1) npeAacTaBaeHWe NPOEKTa AOKYMEHTa Ha COornacoBaHme

2) perucrpaums oKymeHTa

3) noarotosKa NpoeKTa AOKYMeHTa

4) oTnpaBKa AOKyYMeHTa agpecaTy

3anuImmTe COOTBETCTBYIOIIYIO TTOCIIEIOBATEILHOCTH UG CJIeBa HAPABO

3aaHus OTKPBITOI0 THIIA C PA3BEPHYTHIM OTBETOM

3ananue 1. IlpounTaiite Teker 3amxaHusi. OTBeT 3anUIINTE Pa3BepPHYTO U 00OCHOBAHO,
HCIO0JIB3YSl YeTKHe KOMIIAKTHbIE (JOPMYJIHPOBKH.

OObsicHUTE TEpMUHBl «yHUPUKALUA» U «CTaHAApTU3aLus» JOoKyMmMeHTa. Kak cooTHocsTcs
JTaHHBIE TIOHSATHS?

3ananme 2. IlpounTaiiTe Tekcr 3amaHusi. OTBeT 3anuIINTEe Pa3BepPHYTO U O0OOCHOBAHO,
HCIOJIb3YSl YeTKHEe KOMIIAKTHbIe (GOPMYTHPOBKH.
ITo kakoMy cTanmapTy opOpPMIISIOTCS TOKYMEHTHI Ha Tepputopuu Poccuiickoit denepannn?
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3agaHuss KOMOMHUPOBAHHOIO THIIA

3ananue 1. [IlpounraiiTe TeKCT, BbIOEpPUTE NPAaBUIbHbIE OTBETHI M 3aNIUIIIATE APTYMEHTHI,
000CHOBBIBaIOIIHE BHIOOP OTBETOB

JLoKyMeHT0000pOT - 3TO:

a). ABUIKCHUC NOKYMCHTOB B OpraHnu3anyi ¢ MOMCHTA UX CO3AaHHA WU IMOJTYYCHUA 10
3aBEpIICHUSI UCIIOJIHEHUS WIH OTIPABICHUS.

0) yacTb €JI0IPOU3BO/ICTBA, HEITOCPEACTBEHHO CBSA3aHHAS C CO3/IaHUEM JOKYMEHTOB.

B). OTpAaCib AEATEIHHOCTHU MO pa3paboTke u 0hOopMICHHIO O(DULIHATHHBIX TOKYMEHTOB,
OopraHu3alr X IBUKCHHA, YUCTA U XPAHCHUS.

T). ACSITENBLHOCTD 110 OPTaHU3alUU XPAHEHHS IOKyMEHTOB.

3ananmue 2. [IpounraiiTe TeKCT, BbIOEpUTE NPAaBWIbHbIE OTBETHI M 3aNIUIIIATE APTYMEHTDI,
000CHOBBIBaOIINE BHIOOP 0TBETOB

B kakoii cpok 10/15KHA TPOU3BOAMTHCH 00Pad0TKA JOKYMEHTOB M Iepeaaya ux
HCIOJHHUTEIAM?

a) B JICHb MOCTYIUICHUS JOKYMEHTOB B OPraHU3aIINIO;

0) B TpeXIHEBHBIN CPOK IMOCIIE OCTYIUICHUS JOKYMEHTOB B OpraHU3alluIo;

B) B HEJICIHBIM CPOK TOCIIE TMTOCTYIUICHUS IOKYMEHTOB B OpPTraHU3aIHIO.

r)B TeueHnu 10 qHEH

3aganme 3. [IpounTaiiTe TeKCT, BbIOCPHUTE NPABHJIbHbIC OTBETHI M 3aNIMIINATE APTYMEHTHI,
000CHOBBIBaIOIINE BHIOOP 0TBETOB

Enunas rocynapcrBennasi cucrema gejonpoussoacrsa (EI'C) — sro:

a). COBOKYITHOCTb PEKBU3HUTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C (DOPMYIISIPOM TIOKYMEHTA.

0). KOMIIJIEKC OCHOBHBIX MOJIOKEHUH, ONPeAEIAIOINX U PEeriaMeHTUPYIOIIUX OpraHU3allnio
JOKYMCHTAIIMOHHBIX ITPOLECCOB HA MPCATIPHUATUHA.

B). COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSIEMBIX B OINpeeNIEHHON cepe eI TeTbHOCTH

F). ACATCIIBHOCTD alIiapaTra yIpaBJICHUA, OXBaTbIBaromlasa BOIIPOChI JOKYMCHTUPOBAHUA U
OpraHu3zaiuu paboThl ¢ JOKYMEHTaMH

3ananmne 4. [IpounTaiite TeKCT, BbIOCPHUTE NPABUJIbHbIC OTBETHI M 3aNIMIINTE APTYMEHTHI,
000CHOBBIBaKOIIIHE BHIOOP OTBETOB

HopmaTuBHbBIi JOKYMEHT, onpeneJsiiomuii pona 3apadoTHOM NJIaThl COTPYAHHKOB
OpraHM3anuu

a)10JKHOCTHAsI NHCTPYKLIHS

0)mTaTHOE paclrucaHue

B)YcTaB

r)YupeauTenbHbIN 10T0BOp

3aganmne 5. [IpounTaiiTe TeKCT, BLIOEPUTE MPABUJILHbIE OTBETHI M 3AMUIINTE APTYMEHTHI,
000CHOBBIBAIOIIINE BHLIOOP OTBETOB

Ha xakoM 10KyMeHTe He CTABMTCSI PEKBH3UT HAUMEHOBaHUE BUAA JOKYMEHTAa

a) MUCbMO

0) 0OBsICHUTEIbHAS 3aMHCKa
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B) YcTaB

r) YUpeauTenbHbIl JOTOBOP

IlepeyeHb TUNOBBIX 3aJaHMI VISl IPOMEKYTOYHOM aTTecTaAUMHU (3a4eT ¢ OUEeHKOoi/ 4
cemectp IK-1/IK-1.2)

3ananmue 1

I'pasxxnanka HectepoBa ycTpousiach Ha paboTy B MUHHCTEPCTBO 00ILEro U NpogecCuoHaIbHOro
obpazoBanusi CBepaJOBCKOM 00JacTH W TOJNyYHJIa T[E€pBOE  3aJlaHUE€ OT  CBOETO
HEMOCPEJCTBEHHOIO0 HauyalbHUKA: pPa3paboTaTb HOMEHKJIATYypy Jel A  (HOpMUpPOBaHUA
JOKYMEHTAIBHOTO (OHJA TOCYAapCTBEHHOro oprana. KakuM JOKYMEHTOM JIOJDKHA
PYKOBOJICTBOBaThCs TpakaaHka Hecteposa? Kakue mosiojxeHust 3T0ro JOKyMEHTa OHa JIOJDKHA
YUYECTh MPH BHITIOJTHEHUH 3aJaHHs?

3aganmue 2.

Cocrasbre MUCHMO-TIPOCHOY:

Hanwmcars nrcbMo ¢ mpocb00ii 0Ka3aTh MOMOIIb B PEMOHTE 3aHUS.

3aganue 3.

CocraBbre IMCHbMO-OTBET:
HamnucaTh nrcbMO-0TBET OT/IOXHYBILETO TYpUCTa O Ka4eCTBE 00CIYKUBAHUS B TOCTUHUIIE.
3ananmue 4.

CocraBbTe IMCHbMO-OTBET:
Havaneauk OAQO [lanbsHepro nuieT AUpeKTopy npeanpustis «PagoH» o HEBO3MOKHOCTH
BbIJIauM OECIUIaTHOTO Pa3pelieHus Ha JIEKTPOCHA0KEHUE KUIIBIX JOMOB, CTPOSIIIUXCS IS
PabOTHHUKOB TPEATPUATHS.

3ananmue 5.

CocTaBbTe TAPAHTUHHOE MTUCHMO

000 «MHCAT» numer ans BJIAJJABUA:

[Tpocum cpouHo 3a0poHMpPOBATH ABa OMIeTa U3 T. BT. Ha

« » T. 1 0OpaTHBIN U3 T. BT. Ha«__ » T.
Omutaty rapanTupyere Jo ........ (uepes JBe HEAETU OT PETUCTPALIMIOHHON /1aThl BaIllero
JIOKYMEHTA).

3aganue 6.

CocraBbTe MHUCHMO-TIPEIOKEHHE:

O npenocTaBiIeHUN TYPUCTHYECKUX MTAKETOB COTPYAHUKAM KOMITAHUU OT TYp(HUpPMBI
«lembunay

3aganue 7

CocTraBuTh rapaHTUHHOE MUCbMO. BBl — TYpUCTCKOE areHTCTBO, COCTABISAETE MUCEMO
TypoIepaTopy.

3ananue 8.
HanummTe nuchbMo ¢ U3BeneHneM 0 Hayase padoThl BHICTABKU (0JIHA OpraHU3alys MUILIET
IpYTOii)

3ananme 9. [lucbMeHHBIH OQUIIMATBHBIA JOKYMEHT, IPUHSTHIA (M34aHHBINH) IPAaBOTBOPUECKUM
OpPraHoM B IIPEJIeNIax €ro KOMIIETCHIIMN U HAIIPaBJICHHBIN Ha YCTAaHOBJICHHUE, U3MEHEHUE WU
OTMEHY IIPAaBOBBIX HOPM — 3TO...
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3ananmue 10. [Tog3akoHHBI HOPMATUBHBINA aKT, H3/1aBa€Mblii MUHUCTEPCTBAMH, IPYTHUMHU
LIEHTPaJIbHBIMU 1 MECTHBIMU OpI'aHaMH rOCYIapCTBEHHOI'O YIIPABICHUS B IIPeeax ux
KOMIIETEHIIMI Ha OCHOBAaHUU U BO UCIIOJHEHUM 3aKOHOB, YKa30B, IOCTAHOBJIEHUH U
pacriopsbkeHuit [IpaBuTensCTBa U aKTOB BBIIECTOSIIUX OPraHOB IOCYIapCTBEHHOIO YIIpaBJIEHUS
—3T0...

3amanmue 11.

Ykaotcume eepnoe ymeeporcoenue unu nem:

1. BuemHeskoHOMUYECKass JI€ATENIbHOCTh MPECTABIseT COOOH COBOKYITHOCTh BHJIOB
NEeSITeIbHOCTH OPUIMYECKUX M (PU3UUECKUX JIUI], CBSI3aHHBIX C BBIXOJOM Ha HAIMOHAJIbHBIC
TaMOXeHHble IpaHulbl. 2. I1oJ BHEIIHEIKOHOMHUYECKHUM JIOTOBOPOM IMOHUMAIOT MaTepHAJIbHO
oopMmIIeHHOE COTJalIeHHE IBYX WU Ooyiee CyObEKTOB BHEITHEIKOHOMUYECKOH IEATEIbHOCTH
U UX MHOCTPAaHHBIX KOHTPAareHTOB, HAlpaBIIEHHOE Ha YCTAHOBJIEHHE, W3MEHEHUE WIU
IIPEKPALEHUE X B3aUMHBIX IIpaB U 00A3aHHOCTEH BO BHEIIHEAKOHOMHYECKON JESATEIbHOCTH.
3. KomMmepueckue MUCbMa COCTABISIOTCS IMPHU 3aKJIIOYEHWH M BBINOJIHEHUH KOMMEpPYECKOH
CAENKU OT UMEHHU (PU3UUYECKUX JIUI U YACTO UMEIOT IIPABOBYIO CHUITY.

4. KoMMepUecKuid 3ampoc — 3TO JOKYMEHT, IPEICTaBISIONIMI co00i oOpalieHue Juiia,
JKEJAIOIIET0 3aKIIOYUTh CACIKY ¢ IPOCh0Oi aTh MOAPOOHYI0 HHPOPMALIKIO O ToBape (yciyrax)
WIM HallpaBUTh MPEAJIOKEHUE HA IOCTaBKY TOBapa.

5. Pexnamanust — 3T0 KOMMEpPYECKHM JOKYMEHT, MPEeACTaBIAIOMUI COO0M MpEeTeH3uu K
CTOPOHE, HapyUICHUH NpHUHATbIE Ha ce0s MO KOHTPAaKTy o00s3aTeNbcTBa, U TpeOOBaHUE
BO3MeIlleHHsI YOBITKOB. 6. BHemiHeTroproBasi cjenka - I0rOBOp KOMMEpPUYECKOI'0 XapakTepa ¢
MHOCTPaHHBIMU NapTHEPAMHU (KOHTPAreHTOM).

3amanme 12.

Kaxknomy u3 npuBeieHHbIX HUKe MOJI0KeHU i, 0TMeYeHHbIX HU(ppamMu, HallAuTe
COOTBETCTBYIOLIMH TEPMHUH UJIHM IIOHATHE.
E.OpranuzanmoHHo-pactiopsiuTebHas

H. IIpaBo nmoamnucwu.

K. IlonnuHHUK TOKYMEHTA.

J1. BHelmHuN JOKYMEHT

K. Ucxonsmmit JOKyMEHT.

B. CornacoBanue 10KyMeHTa

JloKyMeHTalMs, Co3/1atomascs B cepe ynpaBieHuUs.

ITostHOMOYME TOJHKHOCTHOTO JIMIA Ha MOANMCAHNE JOKYMEHTOB.

IepBblif MM €AMHCTBEHHBIHN SK3eMIUISP OPUIIMAIBHOTO JJOKYMEHTA.

JIOKyMEHT, MOCTYNUBIINI Ha IPEANPUATHAE OT CTOPOHHEN OpraHU3alnu.

JIOKyMEHT, CO3JaHHBIM Ha JaHHOM MPEANPUATAU U OTIIPABJICHHBIA aapecary, KOIHUsd
KOTOPOT'O OCTAacTcs B JEIIE.

6. OOcyxneHue, OlleHKa MPOEKTa JOKYMEHTa JOJDKHOCTHBIMU JIUIIAMU WJIM OPTaHU3ALMSIMH.

agbrwbnE

3aganue 13.
COCTaBBTe ,Z[OKJI&I[HYIO SaHI/ICKy HaYaJIbHUKA OTIACJIa pYKOBOI[I/ITeJ'IIO Hpe,IIHpI/IHTI/ISI
0 (akTe HaApyIIEHUH TPYAOBOUN AUCITUTIIIUHEI.

| Co6paTh MHEHHE 3aMHTEPECOBAHHBIX |
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MOAPa3/ICJICHUI U COTPYJHHUKOB

[Tonnucek y pykoBoauTens

3aperucTpupoBaTh

Pa3MHOXUTH U 3aBEpUTH KONIMMHBIE
IK3EMILISPBI

Tunosble NpakTHYeCKUE 3a1aHUS

JesoBas urpa «CoBemanme»

3amaun: ONpeaeuTh BUJbI COBEIIAaHUN, PACCMOTPETh COMTPOBOAUTENHHYIO
JOKYMEHTAIUIO 110 IaHHOMY BUJY MEPOTIPHSTHSA,

Ha »rtane mnDoAroToBKM MpeAnonaraeTcss COCTaBJICHHE TaKUX JIOKYMEHTOB Kak
npuriamneHue, MHGpopMamoHHOe MUCHMO (C JMCTOM PAacChUIKM), TOBECTKa AHS, W T.1. Ha
(dbuHaNBHOM 3Tarie TPOBOAUTCS MOJATOTOBKA MTPOTOKOJIA COBELIAHUS ¢ 0OPMIICHHEM.

Cuenapuii mpoBecHUS COBEIIAHUS (110 3aIaHUIO TIPETIOIaBaTEeIs):

1. Boi6op BompocoB coBemianusi. AIMUHUACTPATOP MPOEKTa TOTOBUT MEPEUEHb BOIIPOCOB,
KOTOpBhIe OyayT o0OCYyXJaThbCs Ha coBemaHuu. J[ins QopMupoBaHUs TEpedHS BOIPOCOB
UCIIONIB3YETCS PEECTP 3alPOCOB HA U3MEHEHUS U OT/AEIbHBIN EpeYeHb BOIPOCOB MIPOEKTA.

2. Oobecrieuenre GOpMUPOBAHHS TIEPEYHS YYACTHUKOB coBemnlanws. Ha ocHoBaHuuM
aHaju3a MepeyHsi BONPOCOB aJIMUHUCTPATOpP MPOEKTa COBMECTHO C KIHOYEBBIMHM yYaCTHUKAMHU
npoekTa (opMUpYET NepedeHb YIaCTHUKOB COBEIIAHMUS.

3. OO0ecrneueHue Ha3Hau€HWs OTBETCTBEHHBIX. Ha3HaueHMe OTBETCTBEHHBIX 3a
oOcyxJeHrue BOMpPOCOB coBemlaHus. OTBETCTBEHHBIM 3a BONPOC, TOTOBUT MaTepHalbl IS
00CYX/IeHUs, a TaK K€ BapUaHThl BO3MOXKHBIX PEIIEHUI BOIIPOCOB.

4. TloaroroBka mMoAOOPKH JOKYMEHTOB K COBELIAHUIO. AJIMHUHHCTPATOp IPOEKTa
COBMECTHO C OTBETCTBEHHBIMU 3a BOIPOCHI IOJOMPAET JOKYMEHTBI, OTHOCSIIMECS K PEIICHUI0
naHHoro Bompoca. [locie mnoAroToBKM MOAOOPKH JOKYMEHTOB aJMUHHUCTPATOp IPOEKTa
pacchlaeT e€ BceM yJYaCTHUKaM COBEIIaHUs

5. ObecrieyeHusi NPOBEACHHUE COBELIAHUS. AJIMUHUCTPATOp MpOeKTa oOecreunBaeT
JIOTUCTUYECKYIO MOAJIEPIKKY ITPOBEACHUS COBEIIAHMUS.

6. dopmanuzanus pe3yibTaTOB MPOBENEHUS COBEUIAHWH. AJMHUHUCTPATOp MPOEKTa
(buKcUpyeT pe3yapTaThbl MPOBEACHUS COBEIIAHHMS U PacChlUIaeT MPOTOKOJ COBEIIAHHUS BCEM
y4aCTHUKAM COBEILlaHUS.

JesoBasi curyanus «3aceqanus»

Heo0x01uMo BBISIBUTH OTIWYHS TAKHX OPTaHU3AIIMOHHBIX BUAOB PabOTHI Ka COBEIIaHUE
" 3aC€aaHusl, paCCMOTPETh BUbI 3aCGJIaHI/II\/’I, MMOATOTOBUTH COMPOBOJUTCIIbHYIO TOKYMCHTAIUIO
JUISL JAHHOTO BUJA MEPOIPUSTUH.

[TpakTHueckue 3a1aHus:

Pa3zpabotaTts hupMeHHBII OJ1TaHK OpraHU3aIUH.

ITonroroBka conpoBOIUTEIBHON JOKYMEHTALUN [0 MEPOIPUATHIO

Pa3zpaboTaTs mpoeKT mprka3a 1o OCHOBHOMU JCSATEIHHOCTH.

CocTaBUTh NUCHMO-OTBET Ha KaJI00y rpa)k1aHuHA (110 3aJaHUI0 TIPENOJaBaTes).
[ToaroroBuTh nOKIan o paboTe ¢ AOKYMEHTaMH, COJIEPKAUUMHU KOH(UIEHIIUAIbHBIE
CBEICHMUS.

agrONE
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6. Pazpaborath 0Opasell )KypHAITBLHON (POPMBI PETUCTPAIIUN HCXOSIICH KOPPECTIOHICHIINH.

CocTaBHUTh CXeMy MOJHOTO MPEAAPXUBHOTO OMUCAHUS 1 OhOpMIICHHS JeJa.

8. PazpaboraTp WHIMBHIyaJdbHYI0 HOMEHKJIATYPY JIe1 KOHKPETHOTO CTPYKTYPHOTO
Ho/Ipa3ieeHusl.

~

7.4. Conep:xanue 3aHATHIA CEMMHAPCKOT0 THIIA.

Mertoauueckue  ykazaHuss Ui OOy4yaroIIMXCsl 1O  OCBOGHUIO  JAMCUUIUIMHBI
IIOPa3yMEBAECT HAJIMYUE METOJWYECKOM JIMTEPATyphl C YYETOM PEKOMEHIYEMOIO pexuMa U
xapakTepa yueOHOH paboThl, a TAaKXKe ¢ y4eTOM HE0OX0UMOoro ¢popmara NpakTHYeCKUe 3aHATHS,
npoekt, CPO.

IIpakTHyecKkue 3aHATHS
Heab 1 32024 NPAKTHYECKUX 3AHATHIA:

— IIpoBepka ycBoeHUs MaTepuaa JIEKIIUU U CaMOCTOSTENbHOM paboThI 110 TeMe.

— IIpuobOpereHne HaBBIKOB CUCTEMATU3ALMH TOJYyYEHHbBIX 3HAaHUH

— IIpuobpereHne HaBBIKOB OPUEHTUPOBAHUS U UCIIOIb30BAHUS HEOOXOJUMOM
nHGOpMaLKU B 3aKOHO/IATENIbHBIX 1 HOPMATHBHO-METOJMUECKUX aKTaX I0
JIEJIONPOU3BO/ICTBY B PA3IIMYHBIX YUPEKICHUAX U OpPraHU3aALMIX.

— 3akperuleHHe 3HaHUH NOJYyYEHHBIX HA JEKIMOHHBIX 3aHATHSAX U IIPU BBIIIOJIHEHNU
CaMOCTOSITENIbHON pabOThI IO TEME.

— 3akperuieHre 3HaHUM NOJYyYEHHBIX O JOKYMEHTHUPOBAHUH J1€ATEIbHOCTH
YUPEKIACHUN U OpraHu3aiuil.

— IIpuobpereHne npakTHUECKUX HABBIKOB JOKYMEHTAILIHOHHOTO O0ecTIedeHus
NEATEIbHOCTH OPTaHOB YIIPaBJICHUS.

— IlpuoOperenne MpakTHYECKUX HABBIKOB COCTABIJICHHUS J€JIOBBIX ITHCEM.

— IIpoBepka camocToATeNbHON pabOTHI CTY/IEHTOB U 3aKpEIICHHE 3HAaHUH 110 TEME.

Buabl npakTuyecKkux 3aHATHI

[IpakTuueckass paboTa 3aKiIO4YaeTcs B BBIMOJHEHHHM CTYIEHTaMH, MOJA PYKOBOJACTBOM
MpernojiaBaresisa, KOMIUIEKCa YYEOHBIX 3aJaHWi HaMpaBJICHHBIX HA YCBOCHHME HAay4HO-
TEOPETUYECKHX OCHOB YUeOHOW JUCHUIUIMHBI, TPHOOPETEHHE TMPAKTUYECKUX HABBIKOB
OBJIQJICHHS] METOJaMH MPAKTHUUECKOU pabOThI C TPUMEHEHNEM COBPEMEHHBIX MH(POPMAITMOHHBIX
U KOMMYHUKAIIMOHHBIX TEXHOJOTHH. BbIomHEHHE MpakTH4eckoid paboThl  CTYJIEHTHI
MPOU3BOAAT B YCTHOM WJIM THUCbMEHHOM BHE. OT4UeT NPEAOCTaBISAETCS MPENoIaBaTeNIo,
BEIYLIEMY JAHHBIN MPEIMET, B JJIEKTPOHHOM MJIM NI€YaTHOM BHUJIE.

[IpakTrueckue 3aHATHS CIIOCOOCTBYIOT OoJiee TITyOOKOMY MOHMMAHHUIO TEOPETUUECKOTO
MaTepuana yueOHOro Kypca, a TakKe pa3BUTHIO, (POPMUPOBAHHUIO U CTAHOBJICHUIO PA3IUYHBIX
YPOBHEW  COCTaBISIOMMX NPO(PECCHOHATEHON  KOMIETEHTHOCTH  CTyAeHTOB. (OCHOBOM
MPAKTUKYMa BBICTYHAIOT TUIIOBBIE 3a/IaHUS, KOTOPBIE JOJKEH YMETh BBIIOJHATH CHELUAIIACT B
001aCTH YKOHOMUKH.

TemaTnka NPaKTHYECKUX 3aHATHI

IIpakTnyeckoe 3ansitue 1.
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Bun npaktudeckoro 3aHaTusA: Y CTHBIN ONpOC 110 MaTtepuainam Jiekuuu. O0cyxienne
JIOKJIaJI0B.

Tema u coneprxanue 3auatusi: OyHKIMH, IETU U 33]]a4u CITY>KOBI TOKyMEHTAIIHOHHOTO
o0ecrieueHus yrpaBiIeHUs

Lens 3ansTus:IIpoBepka ycCBOeHUS MaTepuaa JIEKIIMA U CaMOCTOSITEIbHON paboThI 110
TEME.

IIpakTHueckye HABBIKU: HABBIK CUCTEMATHU3aLUU IIOJIY4YCHHBIX 3HAHUU

ITponOmKUTENBHOCTD 3aHATHA — 2 Yaca.

IIpakTnyeckoe 3ansiTue 2.

Bun mpaktudeckoro 3ansatus: Pa3sepryTas Oecena

Tema u conepkanue 3aHATUA: TeopeTHduecKre OCHOBBI IETIONPOU3BOICTBA OPraHU3AINH

Lenb 3ansTus:IIpoBepka yCBOCHHS MaTepHralia JICKITUH H CAMOCTOSITEIIBHON paOOThI 110
TeMe.

HpaKTI/I‘IeCKI/Ie HAaBBIKW: HABBIK CUCTEMATU3alIMU IMOJTYYCHHBIX 3HAHUU

3. Tlomoxenme o TocymapctBennom Iepbe Poccwmiickoit ~ ®Denepanuullens

3ansTus:[I[poBepka ycBoeHUsI MaTepuaa JEKIUH U CAaMOCTOSITEILHOM pabOTHI IO TEME.
[TpakTHyeckre HaBbIKW: HABBIK CHCTEMAaTU3alUU MOTyYEHHBIX 3HAHUH.
[TponomKUTENBLHOCTD 3aHATHS — 2 Yaca.

IIpakTHyeckoe 3ansaTHE 3.

Bun npaktuueckoro 3aHATusA: KOMMEHTUPOBAaHHOE YTEHHE HOPMATUBHBIX JOKYMEHTOB:

Tema u conepxanue 3anatus: Jlokyment. PekBusur nokymenrta. CoctaB JOKYMEHTOB, UX
MecTOpacnojaokeHne Ha JokymenTe. @opmyisip-oOpasen JOKyMeHTa.

1.TOCT P 7.0.97-2016 «YHUPHUINPOBAHHBIE CHCTEMBI IOKYMEHTAIINH.
YHUGHUIMpOBaHHAs CUCTEMa OPraHU3aI[MOHHO-PACIOPSAUTEIbHON JOKyMeHTauu. TpeboBaHus
K 0()OpMJIEHHIO IOKYMEHTOB".

2. TUnoBoOE NOJIOKEHUE O NOPSAJKE YUETA, UCIIOJIb30BAHNS, XPAHEHUS U YHUUTOKECHHUS
nevared M ITaMIOB B YUpEXKICHUU

3. [Monoxenue o ['ocynapctBennom ['epbe Poccuiickoit denepanuu

Tema u conepxanue 3anatus: JlokyMeHT. PekBu3uT nokyMmeHnTa. CocTaB peKBU3HTOB, X
MeCTOpacnojokeHne Ha Jokymente. @opmyisp-o0pasel JOKyMeHTa.

Lens 3ansTus:IIpoBepka ycBoeHHs MaTepralia JIEKIUU U CaMOCTOSITEIbHONU pabOoTHI MO
TEME.

[TpakTHyeckrie HaBbIKW: HaBbIK CHCTEMATU3alIUY MOJTyYE€HHBIX 3HAaHUH.

ITponomKUTENBPHOCTD 3aHATHA — 2 Yaca.

IIpakTH4eckoe 3ansaTHe 4.

By npaktrdeckoro 3aHATHS: Y CTHBIN ONMPOC MO MaTepuanaM Jekuuu. PazsepHyras
Oecena

Tema u conepkanue 3anatus: QyHKIMK JoKymMeHTa. FOpuandeckas cuia T0KyMEHTa.
Jlenornpou3BoACTBO, JOKYMEHTUPOBaHHE. JJOKyMEHTaIIMOHHOE 00eCIIeueHUE YIIPaBICHUSI.
HoxymenToo6opot. Knaccudukaruys 10KyMeHTOB.

Lens 3ansaTus:IIpoBepka ycBOeHUS MaTepuaa JIEKIIMA U CaMOCTOSITEIbHON paboThI 110
TEME.
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HpaKTquCKHe HAaBBIKU: HABBIK CUCTEMATU3allNU IMOJIYYCHHBIX 3HAHUI.
HpOI[OJ'DKI/ITCJ'IBHOCTB 3aHATHA — 2 Jaca.

IIpakTnyeckoe 3ansTue 5.

Bua npaktudeckoro 3anarus: M3yuenune npuMepoB pa3auyHbIX BUOB JOKYMEHTOB.
YcTHBIN onpoc 1o Teme.

Tema u conepkanue 3anatus: CTaHmapTH3ausa U YHHPUKAIUS JOKYMEHTOB.
Yuaubunuposannas cucrema gokymeHtauu (Y C/I). Cucremsl nokymentauuu. [IpuHumne:
nenonpousBoacTBa. HopmaruBHo-meToauueckas 0a3a JOKYMEHTUPOBAHUS yIIPaBICHUECKON
JESTENIbHOCTH U OpraHu3aIiy paboThl ¢ JOKYMEHTaMH

Lens 3anstus:[IpoBepka ycBoeHMs MaTepuala JEKIMH U CAaMOCTOSITEIbHOU pabOTHI 1O
TeMe.

[IpakTUueckre HaBBIKK: HABBIK CUCTEMATH3aIIUU MTOTYYECHHBIX 3HAaHUH, MPUOOPETCHHE
MPAKTUYECKUX HABBIKOB COCTABIICHUSI HEKOTOPBIX IOKYMEHTOB.

[Ipo10KUTENBHOCTD 3aHIATHS — 2 Yaca.

IIpakTH4eckoe 3ansaTHE 6.

Bun npaktuaeckoro 3ansatusi: Ananus pasaena ['OCTa P 6.30-2003.

IIpoBeneHue TEKyLIEH aTTeCTalUH.

Tema u conepkanue 3ansatus: TpeOoBaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB.

Lens 3ansatus:IIpoBepka ycBoeHHs MaTepHalia JIEKIIUH U CAMOCTOSITEIbHON pabOThI 1O
TEME.

[IpakTrueckue HaBBIKK: HABBIKH MOMCKA, AaHAJIM3a U UCTIOIb30BAHMS HOPMATHUBHBIX U

IMPpaBOBBIX TOKYMCHTOB B CcBOEH HpO(i)eCCHOHaHLHOIZ ACATCIIbHOCTH.

[TpoaomKUTENBLHOCTD 3aHATHA — 2 Yaca.

IIpakTH4yeckoe 3ansTue 7.

Bun npaktuueckoro 3anarus: Pa3sepnyras Oecena

Tema u conepxanue 3aHATHA: OCHOBHBIE IPYNIBI JOKYMEHTOB. HOpMaTuBHBIE
JIOKYMEHTBI FTOCYAAPCTBEHHBIX OpraHoB. OpraHu3aliMOHHbIE TOKYMEHTHI IPEATNPUSATHUS.

Llens 3ansaTus:IIpoBepka ycBoeHUs MaTepuaa JEKIMU U CaMOCTOSITEIbHON paboThI 110
TEME.

[TpakTHYecKHe HaBbIKU: HaBbIK CHCTEMATU3aLUN NIOJyUYEHHbIX 3HaHUN

[Ipo10KUTENBHOCTD 3aHATHS — 2 Haca.

IIpakTHyeckoe 3ansitue 8.

Bun npaktudeckoro 3ansatus: JlenoBas urpa: curyanus «CoBelianme.

W3y4eHne THIIOBBIX IOKYMEHTOB.(/{0IKHOCTHBIC HHCTPYKIIUHU, TIPOTOKOJIHI)

Tema u conepkanue 3anatus: OpraHu3aloOHHbBIE JOKYMEHTHI (00I1ast XapaKTEPUCTUKA).
YcTaBsl, OJIOKEHUS, MHCTPYKITUH (ONpe/ieICHHe, Ha3HAYCHUE, COICpIKaHUE, TOPSIOK
COCTaBIICHUS, IPUMEHEHUS, YTBEPKICHHS).

[{enb 3aHATHS: MPAKTHYECKOE TPUMEHEHHE 3HAHNUN, YMEHUH ¥ HABBIKOB
po(hecCHOHATLHOTO B3aUMOICHCTBUSI.

[TpakTHyeckue HaBbIKU: HABBIK JI€I0BOI0 OOLIECHUS U MyOJUYHBIX BBICTYIIJICHHH,
BEJICHUSI IIEPETOBOPOB, COBELIAHUS.

[IpoaoKUTENBHOCTE 3aHATHS — 2 Yaca.
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IIpakTuyeckoe 3ansitue 9.

Bun npaktudeckoro 3aHsaTus: M3ydeHne TUITOBBIX TOKYMEHTOB. JlenoBas urpa
«3acemanuey.

Tema u coneprkanue 3aHaTHs: [IpOTOKOJ Kak OpraHU3aliOHHO-PACTIOPS AU TEIIbHBIN
JIOKYMEHT (OIpeiesieHre, Ha3HAaUeHUE, COJICPIKaHKe, MOPSIA0K COCTABIICHUS, IPUMEHEHHUS,
yTBEpKJIeHH ). TeKCT MPOTOKOJIa, IBE €r0 YacTH: BBOHAS, OCHOBHAs. [losHbIC 1 KpaTKue
MPOTOKOJIBL. J{0OJPKHOCTHBIE MHCTPYKIUU.

Lenb 3aHATHS: MPAKTUYECKOE MPUMEHEHNE 3HAHUI, YMEHUN U HABBIKOB
PO ECCUOHAIIBHOTO B3aUMOJICHCTBUS.

[TpakTHyeckre HaBbIKW: HABBIK J€TIOBOT0 OOLIEHUS U MyOJUYHBIX BBICTYIIJICHHUM, BEICHUS
MIEPETOBOPOB, COBEILIAHUS.

Pewenue cumyamugnvix 3a0anuii.

3anganue 1.

Curyanmus:

Hupexrop 3A0 «CeneHay NMpUHSII PEIICHUE O IPUEME Ha pabOTy OIBITHOI'O MEHEKEpa C
COJIMJIHBIM CTa)kKeM pa0OThI IO CICIUAILHOCTH Ha JJOJDKHOCTh «MEHEKEpa 110 peKiaMey.
3ananue: B ponu crienmanucta kaapoBoil ciyk0bl. [1o1roToBbTE MPOEKT COOTBETCTBYIOIIETO
JIOKYMEHTA.

3amanmue 2.

Curyanusi:

[Tpon3BoaCTBEHHAs HEOOXOIUMOCTh TpeOyeT nmpoaomkeHue padoTel 3A0 «CeneHa» B
BBIXOJTHBIE THA C YUE€TOM JICHEKHOM MepepabOoTKH WU MTPEAOCTABIICHUS IPYTUX JTHEH OTIbIXA.
3ananue: B ponu cekperaps — pedepenta qupektopa 3A0O NOATOTOBBTE MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3aganue 3.

Curyanus.

B 3A0 «Cenena» coctosioch 3acenanue npaniaeHus. [loBecTka qHs Obliia MOCBAIIECHA
PaCIIMPEHHIO OT/Ie]Ia MapKeTHHTa GUPMBL. B CBSI3M ¢ 3TUM BO3HHKJIA

HEO0OXOAMMOCTh BHECTH U3MEHEHHS B IITATHOE PAaCUCaHUE COTPYAHUKOB (DUPMBI, a TAKKE
pa3o0paTh HOBbIE TOIDKHOCTHBIE MHCTPYKILIMY Ha BBEJCHHE B OT/I€T MAPKETHUHTA JIOJDKHOCTH
MEHEJ[KEpa M0 PeKIaMe U PeKIaMHOTO areHTa.

3aganue: B ponu cexkperaps 3acejaHus COCTaBbTE MPOEKT MPOTOKOJIA.

3ananue 4.

Curyanus:

B 3A0 «Cenena» npoBeieHa MpoBepKa pabOTHI OT/EIa MAPKETHHTA 110 OKA3aHHIO TUTATHBIX
yciryr. Komuccus B coctaBe 3aMeCTUTEINSI TUPEKTOPa, IJ1. OyXrajaTepa v HadaJlbHUKA OT/AeIIa
MapKeTHHTa B X0JI¢ TPOBEPKU OOHAPYKUJIA HAPYIIEHUS B 0(DOPMIICHIH TaHHOW JOKYMEHTAITUH
OyIyT MpeCTaBICHbI CAHKIIUH.

3amanwue: [loAroToBhTE MPOEKT COOTBETCTBYIOMIETO JAHHOW CUTYaIlMu JOKyMeHTa. Bun
JIOKYMEHTA OTPEJEIUTE CAMOCTOSTENBHO.

3ananue 5.

Curyanus:

B 3A0 «Cenenay» cocTosioch 3acefanue npasienus. [lopecTka qHs Oblia OCBSIICHA
PaCIIMPEHHIO OTJIeja MapKETHHTa GUPMBL. B CBSI3M ¢ 3TUM BO3HHKJIA

HEO0OXOAMMOCTh BHECTH U3MEHEHHS B IITATHOE PACIMCAaHUE COTPYIHUKOB (DUPMBI, a TAK)KE
pa3o0paTh HOBBIE TOJDKHOCTHBIC MHCTPYKIIMY HAa BBEJICHUE B OT/IE] MAPKETHUHTA JJOKHOCTH
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MEHEJ[Kepa 10 PeKJIaMe U PEKJIaMHOT'O arcHTa.
3amanwue: B ponu cexperaps 3aceaHus COCTaBbTE MTPOEKT MPOTOKOJIA.
3ananue 6.
Curyanus:
[Tpon3BoaCTBEHHAsS HEOOXOUMOCTh TpeOyeT nmpoaokeHue padbotel 3A0 «CeneHa B
BBIXOJIHBIE IHA C YYE€TOM JICHEKHOM MmepepabOoTKH WIIA MTPEAOCTABICHUS IPYTUX JHEH OTIbIXA.
3ananue: B ponu cekperaps — pedepenta qupekropa 3AO NOATOTOBBTE MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.
3ananmue 7.
Cumyayusn:
B 3A0 «Cenena» cocrostoch 3aceanne npasieHus. [loBecTka qHs OblIa MOCBSIIEHA
PaCIIMPEHHIO OT/Ie]Ia MapKeTHHTa GUPMBL. B CBSI3M ¢ 3TUM BO3HHKJIA
HEOOXOAMMOCTh BHECTH U3MCHEHHMS B IIITATHOE PACIIMCAHUE COTPYIHUKOB (DUPMBI, a TAKKE
pazo0paTh HOBBIC JOJIKHOCTHBIC HHCTPYKIIMU Ha BBEJICHHUE B OT/C)I MAPKETHHTA JTOJDKHOCTH
MEHEJ[KEepa 10 PeKJIaMe U PEKJIaMHOr'O arcHTa.
3amanue: B ponu cexperaps 3aceaHus COCTaBbTE MPOCKT MPOTOKOJIA.
3ananmue 8.

Curyanusn:
B 3A0 «Cenenay» npoBeieHa MpoBepKa pabOThI OTAEIa MAPKETHHTA 110 OKa3aHMIO TUTATHBIX
yeiryr. Komuccus B cocTaBe 3aMeCTUTENS AUPEKTOPA, TJ1. OyXrajiTepa U Ha4aJbHUKA OT/Iea
MapKeTHHTa B XOJIe MPOBEPKH OOHAPYKUIIA HAPYLICHHUS B O(DOPMICHUU TaHHOW TOKYMEHTAIlUU
OyIyT MpeCTaBIEHbI CAHKIIUH.
3ananue: [loaAroToBHTE MPOEKT COOTBETCTBYIOIIETO TAaHHOM CUTyalluu JOKyMeHTa. Bun
JIOKYMEHTa OIPEICITUTE CAMOCTOSATEIHHO.

[TpoaomKUTENBLHOCTD 3aHATHA — 2 Yaca.

IIpakTuyeckoe 3ansaTue 10.

Bup npaktuueckoro 3ansaTus: Pa3sepnyras Oecena

Tema u conepkanue 3anatus: PacniopsiiuTenbHble TOKYMEHTHI peanpusitus. [Iprkazbl
110 OCHOBHOMH JesTeNibHOCTH. Pacniopspkenus, pemeHus. AKTol. CiayxeOHble U 00BbSICHUTEIbHbIE
3anucku. CrpaBku. CiykeOHbIE TOBEPEHHOCTH.

Lens 3ansaTus:IIpoBepka ycBoeHUS MaTepuaa JEKIIMU U CaMOCTOSITEIbHON paboThI 110
TeMe.

[TpakTHUecKkre HaBbIKU: HABbIK CUCTEMATU3ALIMN NTOJyUYEHHBIX 3HAHUI

IIpo10KUTENBHOCTD 3aHATHS — 2 Haca.

IIpakTHyeckoe 3ansitue 11.

Bun mpakTudeckoro 3aHATHs: Y CTHBIN Ompoc CcTyeHToB. Pa3BepHyTas Oecena

Tema u conepkanue 3anatusi: UadopmanmoHHO-CIIpaBOYHBIC JOKYMEHTHI.

Lens 3ansTus:IIpoBepka yCBOSHHS MaTepHralia JIEKIIUU U CaMOCTOSTEILHON paOOTHI 10
TEME.

IIpakTrueckue HaBBIKK: HABBIK CUCTEMATH3ALIMU NIOJIYYEHHBIX 3HAHUI

[TpoaoKUTENHHOCTE 3aHATHS — 2 Yaca.

IpakTnyeckoe 3ansitue 12.
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Bua npaktudeckoro 3anatus: Y CTHBIA onpoc cTyAeHToB. Pa3Bepuyras Oecena

Tema u coneprkanue 3anatus: [lucbMa, ux kiaaccudukamus, CTpykTypa, CTaHIapTHBIC
¢dpa3bl ¥ BeIpakeHus. HopMbl 0(UIIMaTIBbHO-IEI0OBOTO CTHIIS CIIY)KCOHBIX JJOKYMEHTOB. DaKcCHI,
tenedoHorpaMMmel. JloroBopa, KOHTpakThl. COBpeMEHHBIC CITOCOOBI M TEXHHUKA CO3aHUs
JIOKYMEHTOB.

Lens 3anstus:IIpoBepka ycBoeHHs MaTepualia JICKIIUA U CAMOCTOSITEIIBHONW pabOThI 1O
TEME.

[IpakTHueckrie HaBBIKK: HAaBBIK OCYILIECTBIICHHUS 1€TI0OBOM MEPENUCKHU.

[Ipo10KUTENEHOCTD 3aHIATHS — 2 Yaca.

IIpakTnyeckoe 3ansaTue 13.

Bun npaktrueckoro 3ansatus: KoMmMeHTHpOBaHHOE YTEHUE YacTeil HOPMAaTHUBHBIX
JIOKYMEHTOB.

Tema u copeprxanue 3anatus: [IpaBuina ohopmiIeHHS JOKYMEHTOB 0 JINYHOMY COCTaBY.
[TonsiTHE M CTPYKTYpa EPCOHANBHBIX JaHHBIX. [[pHHAAIEKHOCTD IEPCOHANBHBIX JTaHHBIX:
COOCTBEHHUK, JIepKaTellb U M10JIb30BaTElb IEPCOHATBHBIX JaHHbIX. CTPYKTYpa KaApoBOI
UHGOPMALMOHHO-TOKYMEHTAMOHHON cucTeMbl. OdopmileHHe JOKYMEHTOB IIPH MPHEME,
YBOJIBHEHUH | MIEPEBOJIC pPaOOTHUKA HA APYTYIO JOJDKHOCTh. AHKETa. Tpy/lIoBbIe KOHTPAKTHI.
[Tpukassl o myHOMY cocTaBy. OCHOBHbBIE PEKBU3UTHI JOKYMEHTOB U IIPAaBUJIA UX OPOPMIICHHUSL.
Kparkwue cBenenus o mpaBuiax 0ohOpMIICHUS TPYIOBBIX KHUKEK, THYHBIX KAPTOUCK, JIMIHBIX
nen paboOTHUKOB.

Lens 3ansTus:IIpoBepka yCBOGHUS MaTepraa JIEKIIMA U CaMOCTOSITEIbHON paboTHI 110
TeMe.

[IpakTHYyeckre HaBBIKK: HABBIK MTOMCKA, aHAJIM3a U UCTIOIb30BaHUSI HOPMAaTHBHBIX U
IPaBOBBIX TOKYMEHTOB B CBOEH NMPO(hecCHOHAIbHON AEATEIbHOCTH.

[TpomoKUTETHPHOCTD 3aHATHS — 4 Yaca.

IIpakTuyeckoe 3ansaTue 14.

Bup npaktrueckoro 3ansaTus: Pabora B MajibIX Ipymnmnax mo mNoJAroToBKe rpyMoBOro
IIPOEKTa: COCTABJIEHUE COMTPOBOAUTEIBLHON JOKYMEHTAIMH 110 TIPOBEACHHUIO MEPOTIPUSATHS.

Tema u conepxanue 3aHaTus: OCHOBHBIE MPaBUIIa OPraHU3aMU PAOOTHI C
nokymeHTamMu. O06paboTKa MOCTymarnmx J0KyMeHTOB. [lepBruyuHas 06paboTKa JOKYMEHTOB.
OO611me mpaBuia perucTpaly JOKyMEeHTOB, (hopMbl peructpanuu. [lepenaya 10KyMeHTOB,
paccMoTpeHue ux pykooauteneM. [lopsaok HampaBiieHHs JOKYMEHTa Ha UCIIOJIHEHUE U
paboThI HCHIOTHUTENS ¢ JoKyMeHTaMHu. Mcrionnenune nokymenTta. Bubsl u ¢hopmbl KOHTPOIIS
UCIIOJTHEHUS], CPOKOBAs KApTOTEKa.

Lens 3ansaTus:IIpoBepka ycBoeHUs MaTepuaa JEKIIMU U CaMOCTOSITEIbHOM paboThI 110
TeMe.

[TpakTH4eckre HaBBIKW: HABBIK CHCTEMAaTHU3aIUN TTOTyYeHHBIX 3HAHUHT

[TponomkuTenbHOCTD 3aHATHA — 4 Yaca.

IIpakTuyeckoe 3ansTue 15.

Bun npaktudeckoro 3aHATUs: Y CTHBIN OIpoC cTyeHTOB. Pa3Bepuyras Oecena Tema u
conepskanue 3aHATusA: COBpEMEHHOE TOCYIapCTBEHHOE PEryJIMPOBAaHUE IEIONPOU3BOICTBA B
P®. 3akoHOmaTENBHOE PETYIMPOBAHUE IETONPOU3BOACTBA B PO.
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Lenb 3ansTus:IIpoBepka yCBOCHHS MaTepHralia JICKIIUH U CAMOCTOSITEIIbHON paOOThI 10
TEME.

[IpakTyeCcKre HaBBIKU: HABBIK MPAKTUYECKOT0 IPUMEHEHUS MMOJYYEHHBIX 3HAHUI

[Ipo10KUTENBHOCTD 3aHATHS — 2 Yaca.

IIpakTHyeckoe 3ansitue 16

Bua npaktudeckoro 3anatus: Y CTHBIM onpoc cTyAeHToB. Pa3Bepuyras Oecena

Tema u conepkanue 3auaTus: OcOOEHHOCTH JEIONPOU3BO/ICTBA B OPTaHU3ALMSIX U
HPEAIPUATUAX

Lenb 3anstus:IIpoBepka ycBoeHHS MaTepralia JIEKIIUU U CaMOCTOSTEIbHON pabOThI 110
TEME.

[IpakTHueckrie HABBIKU: HABBIK CUCTEMATU3ALUU MTOJIYYEHHBIX 3HAHUM

[Ipo10KUTENBHOCTD 3aHIATHS — 2 Yaca.

JL1st 04HO0-3204HOM GopMBbI 00yUeHHUS:
IIpakTHyeckoe 3ansaTue 1.

IpakTnyeckoe 3ansiTue 1.

Bun npaktuueckoro 3anatus: KoMMeHTUPOBaHHOE YTEHHE HOPMATUBHBIX JOKYMEHTOB:

Tema u conepxanue 3anatus: JlokymenT. PekBusur nokymenrta. CoctaB JOKyMEHTOB, UX
MeCTOpacnojoXeHue Ha JokyMeHnTe. @opmyisip-oOpaszeln J0KyMeHTa.

1.TOCT P 7.0.97-2016 «YHupUIIMpOBaHHBIC CUCTEMBI JOKYMCHTAITHH.
VYHuuumupoBaHHas cCUCTEMa OpraHU3alMOHHO-PACIIOPAIUTENbHON JoKyMeHTauuu. TpeboBaHust
K 0(pOPMIICHHIO TOKYMEHTOB'".

2. TunoBoe NOJI0KEHUE O MOPSAJKE yUeTa, UCIOJIb30BAHNS, XPAHEHUS U YHUUTOXKEHUS
neyaTei U ITaMIIOB B YUPEXKICHUH

3. INonoxenue o 'ocynapcrsennoM ['epde Poccuiickoit denepannn

Tema u conepxanue 3anatusi: JJokymeHT. PekBu3ut gqokymenTta. CocTaB peKBU3UTOB, UX
MeCTOpacnojoXeHue Ha JokyMeHTe. @opmyisip-oOpaszer J0KyMeHTa.

Llens 3ansaTus:IIpoBepka ycBoeHUs MaTepuaa JEKIMU U CaMOCTOSITEIbHON paboThI 110
TeMe.

[TpakTHyeckre HaBBIKU: HABBIK CUCTEMATH3AIMH MTOTYyYSHHBIX 3HAHHMH.

IIpo10KUTENBHOCTD 3aHATHUS — 2 yaca

IIpakTHyeckoe 3ansitue 2.

Bun npaktuueckoro 3ansatus: Passepnyras Oecena

Tema u conepxkanue 3auatusa: OCHOBHBIE IPYIIbI JOKYMEHTOB. PacriopsauTtenbHbie
JIOKYMEHTHI npeanpusatus. [Ipukassl 1o OCHOBHOM AESITENbHOCTH. PacniopsokeHus,
pemienus. AkTel. Ciiy>xeOHbIe U 00BsICHUTENbHBIE 3anucku. CripaBku. Ciy:xeOHbIe
JIOBEPEHHOCTH.

Lens 3ansTus:IIpoBepka ycBoeHHs MaTepHalia JIEKIIUN U CAMOCTOSITEIbHON paboThI 110
TEME.

[TpakTHyeckue HaBBIKU: HABBIK CUCTEMATH3ALMK TIOTYYEHHBIX 3HAHUH.

[Ipo1omKUTENBHOCTD 3aHATHS — 3 yaca
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IIpakTuyeckoe 3ansitue 3.

Bun npaktudeckoro 3aHATHs: Y CTHBIA OIIPOC CTYIEHTOB. Pa3BepHyTas Gecena

Tema u conepkanue 3anatus: NHGOpMaIIMOHHO-CIIPABOYHBIC JOKYMEHTHI.

Lens 3anstus:IIpoBepka ycBoeHHs MaTepHralia JIEKIIUU U CaMOCTOSATEIbHONU pabOTHI MO
TEME.

[IpakTHyeckye HaBbIKW: HABBIK CUCTEMAaTU3alUY MOJTyYEeHHBIX 3HAHUHN

[IpoaomKuTeNbHOCTD 3aHATHUS — 2 yaca

IIpakTuyeckoe 3ansaTe 4

Bun npaktuueckoro 3anatus: Ilpeacrasienue rpynmnoBoro mpoeKTa.

Tema u conepxkanue 3anatusa: Opranuzanusi XpaHeHus Jell.

Lens 3ansaTus:IIpoBepka ycBOeHUs MaTepuaa JEKIMU U CaMOCTOSITEIbHON paboThI 110
TEME.

[TpakTHyeckue HaBBIKK: HaBBIK [TOMCKA, aHAJIM3a U UCIIOJIb30BaHUS HOPMAaTUBHBIX U
IIPABOBBIX JOKYMEHTOB B CBOEH PO(ECCUOHATILHOU JESTEIbHOCTH.

[TpooIKUTENBHOCTD 3aHATHS — 3 Yaca

8. [lepeyeHb OCHOBHOI U JONOJHUTEIbHOM Y4eOHOI JIUTEPaTypPhI; MlepeYeHb PecypcoB
HH(OPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH «AHTepHeT», MepevyeHb
HH(OPMANMOHHBIX TEXHOJIOTHIi, HCTIOJIb3YeMbIX MPH OCYIIECTBJIEHUHT
00pa3oBaTeILHOIO MpoIecca Mo TUCIUNINHE (MOAYJII0), BKJIKOYAasl epevyeHb
MPOrpaMMHOI0 odecnedeHus 1 HHPOPMANMOHHBIX CIIPABOYHBIX CHCTeM ( IpH
He00X0AUMOCTH)
8.1. OcHoBHag JuTepatypa
1.beikoBa, T. A. JlokymeHTallMOHHOE OOecTieueHue yrpaBieHus (IeTOMPOU3BOICTBO) : yueOHOe
nocobue / T. A. beixoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6m. pen. T. B. Ky3nenosoii.
— 2-e usl., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlon. maTepuasl
[DnexTponHbIit pecype]. — (Briciiee oopasoBanme: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anextponnsiid. - URL: https://znanium.ru/catalog/product/2110037
2. lemonipon3BozactBo : yueOnuk / T. A. beikosa, JI. M. Bsuoa, 0. M. Kykapuna, JI. B.
CankuHa ; mox obmi. pen. gom. T. A. beikoBol. — 5-¢ u3n., mepepad. u gom. — Mocksa :
NH®PA-M, 2025. — 403 c. + [omn. martepuanbl [DneKTpoHHBIN pecypc]. — (Bwicmiee
obpaszoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekcr : 3JEKTPOHHBIIA.
- URL: https://znanium.ru/catalog/product/2145045
3.0OCHOBBI JIeNONPOU3BOACTBA : ydeOHoe mocobue / A.M. Acamme, .M. Muponona, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e uzf., ucnp. u gon. — Mocksa : UHOPA-M, 2025. — 146 c. —
(Boiciiee oOpazoBanue). — DOI 10.12737/24426. - ISBN 978-5-16-019135-5. - Tekcr :
anekTponHbi. - URL: https://znanium.ru/catalog/product/2197265 — Pexum jgocrtyma: Mo
MOJIITUCKE.
4 KynsieB, H. H. JloxymentoBenenue : yueOnuk / H. H. Kynses, /I. H. Vpanos, A. T.
®abpuunoii ; mox pen. npod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa : Jloroc, 2023. - 352 c. -
(Homast yauBepcuterckas ombimmoreka). - ISBN 978-5-98704-329-5. - Tekcr : 2yIeKTpOHHBIH. -
URL: https://znanium.ru/catalog/document?pid=1211628
8.2. lonoJTHUTEIbHAS JIUTEpaTypa
1.bynar, P. E. JlokymeHTanimoHHoe oOecIieueHrue ypaBiIeHHUs IIepCOHANIOM : yueOHOoe rmocodue /
P. E. bynar. — Mocksa : UHOPA-M, 2022. — 234 c. + Jlon. marepuansl [DIEKTPOHHBIN
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pecypc]. — (Bricmiee oOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-010318- - Tekcr :

snexktpoHHbii. - URL: https://znanium.ru/catalog/document?pid=1007087

2.MlnopmaninoHHbIC TEXHOJIOTHH B JOKYMEHTAIIMOHHOM 00ECIICYCHUN YIIPABICHUS U ApXHUBHOM
nene : yaeOnuk mns By3oB / H. H. Kynaes, T. B. Konnpamosa, E. B. TepentseBa, A. T.
®abpuunoB / mox obmr. pea. H. H. Kynsesa. - MOCKBa Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Teker AIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/document?pid= 1211641

3.Kupcanosa, M. B. Kypc nenonpousBoacTBa: JOKYMEHTAIIMIOHHOE OOeclieueHre YIpaBIeHUs :

yueOHoe mocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3i., ucnp. u gorn. — Mocksa :
NH®PA-M, 2020. — 257 c¢. + Jon. marepuayibl [DneKTpoHHBIM pecypc]. — (Bwicmiee
o0Opa3oBaHueE: bakanaBpuar). - ISBN 978-5-16-006789-6

https://znanium.ru/catalog/document?id=358180

4. YupaBieHne JOKyMEHTaMH B I(PpoBoil skoHOMHuKe. OpraHm3anms, perjaMeHTaIlns,
peanmu3anus / M. B. Jlapun, H. I'. CypoBuesa, E. B. Tepentnesa; [lox pexn. Jlapuna M.B., - 2-¢
u3n. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-3084-0. - TekcT : 3IEKTPOHHBIH. -
URL.: https://znanium.ru/catalog/product/2037274

HopmaTtuBHbIe JOKYMEHTBI
1. ®enepanbHbii 3aK0H «O KoOMMepueckoi TaiiHe» oT 18.12. 2006 roga Ne 231-D3
2. ®enepanbhsii 3akoH «O0 apxuBHOM Jene B Poccuiickoit deneparmm» ot 22.10.2004 Nel25-
®3(B pea. @3 ot 13.12.2024 N 469-D3)
3. @enepanbHblii 3akoH «O0 wHbopManyuH, WHOOPMAITMOHHBIX TEXHOJIOTHUSX U 3alIUTe
uHpopmanum» ot 27.07.2006 Ne 149-03
4. denepanbHblid 3aK0H «O MEPCOHAIBHBIX JaHHBIX» OT 27.07.2006 Ne 152-®D3 ( B pen. @3 ot
08.08.2024 N 233-®3)
5. @enepanbHblif 3akoH «O06 oxpaHe KoHpuAeHanbHOoCcTH HHpopManuu» ot 29.07.2004 Ne9§-
o3
6. Tpynosoii konekc Poccuiickoit @eneparun. @enepanbublii 3akoH oT 30.12.2001 Ne197 — @3
(B pex. oT 26.12.2024 N 498-D3)
7. Yka3 Ilpesunenta P® ot 6 mapra 1997r. Ne 188 «OO yTBepkIeHHM NEpeuHsl CBEACHUMN
KOH(UIEHIIMATIBHOTO XapaKTepay ¢ U3M. u jom. ot 23.09.2005
8. IlocranoBnenue I'ockomcrara Poccum ot 05.01.2004r. Nel «OO6 yrBepx)aAeHUH
YHUQUIIMPOBAHHBIX (JOPM MEPBUYHON YyUETHOM JOKYMEHTAIMU 10 y4eTy TpyZa U €ro OIuIaThi»
9. [Ilocranosnenue IIpaButensctBa PO « OO0 OTAEIBHBIX BONPOCAX, CBSI3aHHBIX C TPYIOBBIMU
KHKKamm» ot 24.07.2021 N 1250
10. Menompou3BoacTBO U apxuBHOE jaeno. Tepmunsl u onpenaenenus (yrB. IlocTanoBieHuem
I'occrarmapra P® ot 27.02.1998r. Ne 28): TOCT P 51141-98
11. VauduuupoBaHHbIE CUCTEMBI JOKYMEHTaLUU. YHuuuupoBaHHas cucrema
OpraHU3al[MOHHO-PACTIOPSAUTENBHON JoKyMeHTauuu. TpeboBanus K 0(OpMIEHHIO JOKYMEHTOB
(yrB. IlocTanoBnenuem I'occrangapra P® ot 03.03.2003 Ne 65-ct): TOCT P 6.30-2003."T'OCT
P 7.0.97-2016. 13. Haunonanenslii ctanaapt Poccuiickoit @enepannn. CucteMa cTaHIApTOB IO
uHpopManuu, OMOIMOTEYHOMY M HM3JAaTeIbCKOoMy Aeny. OpraHu3almoHHO-paclopsIuTeIbHas
nokymeHTarusa. TpeboBanust k opopmieHuto nokymeHToB" (yTB. Ilpmkasom Poccranmapra ot
08.12.2016 N 2004-cT) (pen. ot 14.05.2018)
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12. TumoBasi MHCTPYKIHS TO JEIOMPOHM3BOACTBY B (helepaabHBIX OpraHax HCIOTHUTEILHOM
Bnactu (IIpukaz MuHucTepcTBa KyNIbTYphl M MAacCCOBBIX KOMMYHHMKanuid Poccuiickoi
Oenepanuii ot 8 HOsIOpst 2005 . N 536)

13. Ilpuxa3 PocapxuBa "O6 yrBepkaeHun [IpaBuin opraHu3anuu XpaHEHHUs, KOMILJICKTOBaHUS,
ydeTa M HCIIOJIb30BaHMs JTOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit @enepanuu u Apyrux
ApXUBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX M MYHULMIAJIbHBIX apXuBax, MYy3esiX H
Oubnuorekax, Hay4YHbIX opraHu3anusx" llepedeHb TUIOBBIX YIIPABICHUYECKUX JIOKYMEHTOB,
o0pa3yromuxcs B ASSITEIbHOCTH OPTaHU3alliid, ¢ YKa3aHueM cpokoB xpanenus ot 02.03.2020 N
24 (pen. ot 26.09.2022)

14. Cucrema cTanaapToB 110 HHPOpMAIIH, OMOTUOTEYHOMY U U3/1aTEIbCKOMY JIETYy.
Jlenmonpoun3BoCTBO U apXUBHOE 1ei10, TepMuHbI U onpenencaus: [OCT P 7.0.8. - 2013 —
Bzamen 'OCT 51141-98; Been. 01.03.2014

8.3. [lepeuenn pecypcoB HH(POPMAIHOHHO-TEJIeKOMMYHUKANMOHHOM ceTH « UHTEpHET»
1. http://www.gramota.ru - CrpaBouno-unpopmannoHHbiii mopran PAMOTA.PY — pycckuii
SI3BIK JUUTSI BCEX

8.4. Ilepeuenb nmporpaMMHOro odecneyeHusi, COBpeMeHHbIX IPo(eccHOHAIBHBIX 0a3
AAHHBIX H MH(POPMAIMOHHBIX CIPABOYHBIX CHCTEMAaM

1. Microsoft Windows

2. Microsoft Office

3. HudopmannonHo-crpaBodHas cucreMa «KaapoBblil 2IeKTPOHHBINH JJOKYMEHTO000POT»
(«Directumy) Pexxum

nocryma: https://www.directum.ru/products/hr_pro?utm_source=cpc&utm_medium=yandex&
utm_campaign=hr poisk retarget&utm_content=system&utm_term=undpopmannonno%20xan
poBbie%20cucTempi&yclid=13698189533497262079

4. TlpodeccuonanpHas cmpaBouHas cuctema / kKoHcopuuyM «Komeke» u «Texskcmept»
Pexum noctyna: https://kodeks.ru/

5. baza pannpix MHCTHTYyTa HaydyHON HHpOpManuu Mo oOmecTBeHHbIM Haykam PAH
(MHUOH), mnpodeccuonanbHass ©6a3a JaHHbIX. bubmmuoreka wum. B.I'. Benunckoro.
ITyreBonuTens o MIOMCKY o6ubamnorpaduueckoit UH(pOpMaIUH
Pexxum mocryma: http://book.uraic.ru/project/poisk_katalogi/inion.htm

6. DnexrpoHHo-OMOMHoTeuHas cucreMa ZNANIUM

Pexxum nocryma: https://znanium.com/

7. DnexrpoHHO-OMOMMOTeYHas cuctema BOOK.ru Pexxum moctyma: https://book.ru/

8. Cnpasounas npaBosas cucrema (CIIC) Koncynsrantllntoc

Pexxum nocryma: https://www.consultant.ru/

9. ®enepansubit mopran «Poccuiickoe odpasoBanue» Pexum mocryma: http://www.edu.ru/

10. Od¢unmansusrii caiit ®I'BOY BO «Poccuiickuii rocyaapcTBeHHBIH YHUBEPCUTET TYpU3Ma U
cepBucay Pexxum nocryna: https://rguts.ru/

11. Hayunas snektpoHHas 6ubauorexa E-library (nH(pOpMaIiOHHO-CIIpaBOYHAs CUCTEMA)

Pexxum nocrtyna: http://www.e-library.ru/

12. Poccuiickas kHIWKHas majgara u Poccuiickas rocynapcreernas ouodaunoreka (PI'b)
(uHpOpMaIIMOHHO-cIipaBoYHas cuctema) Pexxum mocryna: https://wwwe.rsl.ru/ru/rkp/
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13. Poccuiickas HaIlMOHAIbHAS OmbIMoTEeKA (MHGOPMaITMOHHO-CITPAaBOTHAS crcreMa)

Pexxum nocryna: https://nlr.ru/

14. NuadopmannonHas cropaBodHas cucteMa «lHTEpHET-BepcHs CIPaBOYHO-TIPABOBON CHCTEMBI
“I"apant”» (nHbOpMaIMOHHO-TIPaBOBOM nopTain «l"apaHT.py»)
Pexxum noctyma: http://www.garant.ru

9. MeroauvecKkue yKa3aHus sl 00y4alOIUXCH 110 OCBOCHUIO JUCUMILIMHBI (MOXYJIS)

[Ipouecc  u3yueHuss  JUCUMIUIMHBI  IpEeAycMaTpuBaeT  KOHTAKTHYIO  paboTy ¢
npenojaBareneM (paboTa Ha JEKUUSAX M IMPAKTHUYECKUX 3aHATUSAX) U CaMOCTOSTEIbHYIO
(caMOmoAroTOBKA K JEKIUAM U MPAKTUYECKUM 3aHATUSAM) pab0oTy 00y4aroIierocs.

[IpenoaBanyue TUCLUILIMHBI BEJETCA HAa 2 Kypce B 3 ceMecTpe MpOA0JDKUTEIbHOCThIO 18
Helenb M IpeAycMaTpuUBaeT IPOBEACHUE YYEOHBIX 3aHATUH cleayomux (opm: JeKIuH,
IpaKTUYeCKHe 3aHiATHA B (GopMe pa3BepHyTOH Oecelbl, 0OCYKIEHHs JIOKIAJOB CTYIEHTOB,
KOMMEHTHUPOBAHHOIO 4YTE€HMs, paboThl B MajlblX TIpyldmnax, CaMOCTOATeIbHas padoTa
00yYaroImuxcsi, pyNIoBble U UHAUBUYAIbHbIE KOHCYJIbTAIUH.

[IpenogaBaHue QUCHUIUIMHBI IPEAYCMATPUBAET IPOBEICHUE JICKIIUMN:

- BBOJHOMH (KpaTKoe MPeICTaBICHUE O TUCIUILIMHE, HAlpaBJIEHHOE Ha YCUJIEHUE UHTepeca
CTYJEHTOB K NpPEIMETy, IOMOYb COOPHUEHTUPOBATHCA B JIUTEpaType, MAaTb HMIIYJIbC K
CaMOCTOSITeNIbHOU paboTe)

- TPAAUIMOHHBIX (coneprkaliue (GakThl, UX aHaJIU3, BHIBOJIbI, 10Ka3aTE€IbCTBA KOHKPETHBIX
HAYYHBIX MOJIOXKEHUN)

Teopetnueckue 3aHATUSI(JIEKIUU) OPraHU3YIOTCSA MO moTtokaM. Ha nekumsix mznararorcs
TeMbl JUCHUIUIMHBI, MPEeIyCMOTPEHHbIE pabodeil mporpaMMoi, aKLEHTHpPYeTCsl BHUMaHHUE Ha
HauOosee MPUHLIMINAIBHBIX U CIOXKHBIX BOINPOCAX AMCLHMILIMHBI, YCTAaHABIMBAIOTCS BOIPOCHI
JUI CaMOCTOATENbHOM mpopaboTku. KoHcnekT sekuuit siBasercs 0a30d MpH MOATOTOBKE K
MPAKTUYECKUM 3aHITHUSIM, K 3a4€Ty, a TAK)KE CAMOCTOSATEIbHON HAyYHOU JEeSITENbHOCTH.

[lpakTuyeckue  3aHsATHS 1O  AUCHUIUIMHE  «/loKyMeHTanmoHHOoe  oOecredyeHne
npohecCHOHANBHOM JeSTEbHOCTH MPOBOAATCS B (hopMe pa3BepHYTOM Oecelbl, 00CYKICHUS
JIOKJI/IOB CTYAEHTOB, KOMMEHTHPOBAHHOI'O YTE€HUS, paOOThl B MalbIX IpyMIax, B KaOMHETE C
MYJIbTUMEAUHHBIM TEXHUIECKUM 000PYIOBAHHEM.

[lenp mnpakTHYECKUX 3aHATUH MO JUCHMIUIMHE «J{OKyMeHTallMOHHOEe oOecreyeHne
npoecCHOHANBHOM  EATENIbHOCTH»: NPUOOpETeHHe MPaKTUYECKHMX HABBIKOB B 00J1acTH
JIOKyMEHTO000pOTa, 3HAKOMCTBO C OCHOBHBIMH TPEOOBAaHUSMHU K JOKYMEHTaM.

BrinonHenue mnpakTHUeCKOW pabOThl CTYACHTHI MPOU3BOAAT B IHCHBMEHHOM BHJIE.
['oToBble pabOTHI MPENOCTABISAIOTCS MpPENoAaBaTeNio, BeAyUIEMY JaHHBIM  IMpeaMer.
[IpakTuyeckue 3aHATHS CIOCOOCTBYIOT Oojiee TIyOOKOMY IOHMMAaHHMIO TEOPETUYECKOTO
MaTepuana y4eOHOro Kypca, a TakKe pa3BUTHIO, (POPMUPOBAHUIO U CTAHOBJIEHUIO PA3JIMYHBIX
YPOBHEH COCTaBIIAIONINX MPOPEeCCHOHATHHON KOMIETEHTHOCTH CTY/ICHTOB.

[{enbto camocTOSATENbHOM pabOThl 00yUaromuxcs sABseTcs (OpMHUPOBaAHHE CIIOCOOHOCTEH
K CaMOCTOSITEIbHOMY MTO3HAHUIO U 00YYEHUI0, TIOUCKY JTUTepaTypbl, 00001IeHHI0, 0()OPMIICHUIO
U TIPEACTABIECHUIO TOJYYEHHBIX PE3YJIbTAaTOB, UX KPUTHUECKOMY aHAJIN3Y, MOUCKY HOBBIX U
HEOPJIMHAPHBIX PEIEeHHH, apryMeHTHPOBAaHHOMY OTCTAaUBaHHMIO CBOMX TNPEAJIOKEHUN, YMEHUN
HOJrOTOBKH BBICTYIIJICHUH U BEJICHUS TUCKYCCHIA.

@DopMbI CAMOCTOSAITEJILHON PadoThI
CaMocTosTenspHas pa60Ta 3aKII049acTCA B HU3YUCHHUM OTACJIBHBIX TCEM II0 3adaHUIO
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npenoaaBaress 0 PEKOMEHIyeMON UM y4eOHOH IuTeparype, B HOArOTOBKE:
- TEPMHHOJIOTHYECKOI0 CJIOBaps;
- K TECTUPOBAHUIO.
CamocrodrenbHas paboTa CTyI€HTOB 110 AUCLUILUIMHE JIOKyMEHTAl[MOHHOE o0ecreueHue
npodeCcCHOHATBLHOMN 1eATeTbHOCTH:
— 3aKpelUIeHHuEe 3HaHWM, TIOJY4YCHHBIX CTyJEHTaMUd B IIpOLEcCe JIEKIMOHHBIX U
IIPAKTUYECKUX 3aHATUH;
— (opMupOBaHHE HABBIKOB PabOTHI C MEPHOAMYECKON, HAYIHO-TEXHUIECKOH JTUTEpaTypon
Y TEXHUYECKON JOKYMEHTALINH;
—  pa3paboTKy NPEeASIOKEHUN MO MCKIIOYEHUIO UM YMEHBIIEHUIO BO3JIEHCTBUS BPEIHBIX U
OIaCHBIX NMPOU3BOICTBEHHBIX (DaKTOPOB.
CamocrosTenpHas padoTa sIBISIETCS 003aTeNbHOM IS Ka¥KI0TO 00YJaromerocst.
OcHOBHBIMU ()OPMAMU CAMOCTOSITENILHONU PaOOTHI ABJISFOTCS:
— KOHCIIEKTHPOBAHHME NCTOYHUKOB IO JOKYMEHTOBEACHUIO U JIEJIOIPOU3BOICTBY
— IOATOTOBKA JIOKJIAJI0B U BBICTYIIJICHUH;
— Harnmcanue pedeparos;
— BBINOJIHEHUE JOMAIIHUX 3aJaHui (cocTaBieHHEe U O(GOpMIIEHHE pa3IUYHbIX (HOpM
JIOKYMEHTOB)
— H3y4YeHHE HOPMATHBHBIX JOKYMEHTOB
— TOATOTOBKA K JICJIOBOM Urpe

10. MarepuajbHO-TEXHHYECKAA 0a3a, HEe00XoauMas s OCyLIECTBJICHUSA
00pa30BaTeIbHOIO MpoLecca Mo JUCHHUILIMHE (MOAYJII0):
YueOHble 3aHATHA 1o JUCLIUIINHE «/loxymeHTannoHHoe obecrieueHne

npoecCuOHANBHOM JEeSTeNbHOCTH»  MPOBOAATCS B CIENYIOIIMX OOOpYIOBaHHBIX Y4eOHBIX
KaOMHeTax:

. HaumenoBanue 000pya0BaHHbBIX yUeOHBIX KAOMHETOB, OOBEKTOB
By yaeOHBIX 3aHATHIA 1O .
JHO— JUTSL IPOBEICHUS] TPAKTHUECKUX 3aHATHH C TepeuyHeM OCHOBHOTO
000pyI0BaHUs

3aHsATHS TEKIHOHHOTO yueOHas ayJUTOpHs, ClieluaTn3upoBanHas ydyeOHas Mebenb

THUTIA, TPYITIOBBIC U TCO: BHJICOMTPOCKITMOHHOE 00opynoBaHuEe/TIEPEHOCHOE

WHIWBUIyaJIbHBIE BUJICONPOEKIIMOHHOE 000pyI0BaHHE

KOHCYJIbTAIMH, TEKYIIHNA | JOCKa

KOHTPOJIb,

IPOMEKYTOUHAS

aTTecTanus

3aHATHS CEMUHAPCKOTO | yueOHast ayuTOpHs, CIICIIHATU3NpOBaHHAs yueOHass MeOelb

THIIA TCO: BUJICONIPOECKIITOHHOE 000pyI0BaHNE/TIEPEHOCHOE
BUICOTIPOCKIIMOHHOE 000PYIOBaHHE
JIOCKa

CamocTtosTenpHas paboTa | TIOMEIIeHNe Ui CaMOCTOSATENbHOW paboThl, CHENHaTu3UpPOBAHHAS

o0ydJaronmxcs yaeOnass wmebenb, TCO: BHIEOMPOCKIIMOHHOE O00OpYyIOBaHHE,
ABTOMATH3UPOBAHHbIE paboYle MECTa CTYACHTOB C BO3MOXHOCTbHIO
BbIXOAa B  HMH(OPMALMOHHO-TEIEKOMMYHUKAIIMOHHYIO  CETh
"UuaTepHet", nocka;
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PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE OGPA30OBATEJIbHOE
YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA

«POCCUWNCKVU TOCYIAPCTBEHHBIV YHUBEPCUTET
TYPU3MA 1 CEPBUCA»

CMK
PIYTVIC

Aucm 54

HHTCPAKTUBHAA TOCKA

I/IH(l)OpMaLII/IOHHO-TGJIGKOMMYHI/IKaI_II/IOHHyIO CCTh

[Tomemenue Afis CaMOCTOSATENbHONW pPabOThI B YHUTATHHOM 3aII¢

Hayuno-texHuueckoi O6ubIMOTEKU YHHUBEpPCUTETA,
CIelUalM3upOBaHHasl ydyeOHas MeOellb aBTOMATU3MPOBAHHBIC
paboune MecTra CTYIEHTOB C BO3MOXXHOCTBIO  BBIXOJQ|

«HTEpHETY,
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