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®EJEPAJIBHOE TOCYJAPCTBEHHOE BIOI>)KETHOE OBPA30OBATE/IbHOE CMK PI'YTVC
i _ VYPEXIEHME BbICIIET'O OBPA3OBAHVI
N «POCCUNCKNUN TOCYOAPCTBEHHBIVT YHUBEPCUTET
TYPU3MA U CEPBVICA» Aucm 2 usz 59

1. AHHOTanus padoyeii nporpaMMbl TUCHHUILINHBI (MOLYJIs1)

JucturuimHa «/lokymeHTannonHoe oOecrneyeHre NPO(PEeCcCHOHATBHON JesITeTbHOCTH
BXOJIUT B 4YacTb, (POPMHUPYEMYIO YYaCTHHKAaMH OOpPa30BATEIbHBIX OTHOIICHUN MPOTrpamMMbl
OakanmaBpuata 1Mo HampasieHuio moarotoBku 38.03.02 «MeHemKkMeHT», TpoduiIb YIpaBlieHHe
MEPCOHAIIOM OPTaHU3AlMU U OTHOCUTCS K IUCHUIUIMHAM HANPaBIEHHOCTHU (TIPOGUILs).

JlucuuiuinHa HanpaBjieHa Ha (popMUpOBaHHUE CIIETYIONINX KOMIIETEHIIMNA BBIITYCKHHKA:

I[IK-6 — Cnocoben mnpuHUMaTh Yy4yacTHE€ B aJAMHHHCTPHUPOBAHUU IIPOILECCOB H
OCYIIECTBIISITH OPraHU3AIMIO JOKYMEHTO000POTA MO YIPaBICHUIO IIEPCOHATIOM

IIK-6.1. Obnamaer 3HaHmsiMH B oOsactu aaMuHHCTpHpoBaHuss HR- mporeccoB wu
OpraHu3aIy JIOKYMEHTOO00pOTa MO YIPABICHUIO MIEPCOHATIOM

1K-6.2. JleMOHCTpUpyeT NOHMMAHHUE MPOLECCOB aJMUHUCTPUPOBAHMS M OpPraHU3aLUN
JTOKYMEHTO0000pOoTa B 00J1aCTH yIpaBICHUS MEPCOHATIOM OpPTaHU3aIuU

[IK-6.3. Opranuszyer u peajn3yeT TOKYMEHTAIlMOHHOE O(OPMIICHHE pe3yIbTaTOB
MEPOMPUITHIA TTO YIPABIECHUIO IEPCOHAIIOM

CopepxaHve  OUCLMIUIMHBI ~ OXBaTbIBAa€T  KPyr  BOINPOCOB,  CBSA3AHHBIX  C
JIOKYMEHTOBEICHUEM, B TOM YHCJIE€ OCHOBHBIE TIOHATHS B 00JIACTH JOKYMEHTHUPOBAHUS U 00IIHe
HOpMBbI  OopmiieHUS ~ JOKYMEHTOB,  CTPYKTypa  OpraHU3al[MOHHO-PACHOPSIUTENbHBIX
JOKYMEHTOB MPENNpPHUATHI M OpraHu3alfii, BUABI U CTPYKTypa CIY>KEOHBIX MUCEM, a TaKke
O0COOEHHOCTH COCTaBJICHUS YIPABICHUYECKON JOKYMEHTALIUH.

OO0masi TpyAO0EMKOCTh OCBOEHHS JUCLHUIUIMHBI COCTaBseT 3 3adeTHbIX eauHui, 108
yacoB. [IpenonaBaHne OUCHUIUIMHBI BeAeTcd Ha 2 Kypce B 3 cemecrtpe: jekuuil — 34 4.,
IIPAKTUYECKUX 3aHATUN — 36 4., KOHCYIbTAlMH — 2 4., IPOMEXKYTOUHAs aTTeCTalus: 3a4eT C
OIICHKOM — 2 4., CaMOCTOsITeJIbHAs padoTa cTyJeHTa — 34 u.

Jlnist 04HO-3204HOM (opMBI 00yUEHUS: MIpenojaBaHue BeAETCs Ha 2 Kypce B 3 ceMecTpe,
KOHTaKTHas paboTa npemnojaBaTess co CTyJAeHTOM - 22 4. (8 4. - 3aHATHS JIEKIIMOHHOTO THMna, 10
Y. — 3aHATUSA CEMUHAPCKOIO TUIA, KOHCYJIbTAUUN — 2 4., IPOMEXYTOUYHAsl aTTECTALUA: 3a4€T C
OLIGHKOM — 2 4.), caMocTosATeIbHas padoTta — 86 u.

IIpenycMoTpeHO mpoBeaeHHE Y4eOHBIX 3aHATHH CIEIYyIOUIMX BUIOB 3aHATHIL: JIEKIUH,
IpaKTHYECKHe 3aHATUS B (opMe pa3BepHyTOH Oeceibl, 0OCYXKIEHHUS JIOKJIaJ0B CTYACHTOB,
KOMMEHTUPOBAaHHOI'O YTEHUs, pabOThl B MalbIX Ipymdmnax, B (GopMme JeI0BOW HIpbl, YCTHOTO
ornpoca Mo MaTrepuajiaM JIEKIIUH, U3yYeHHs] IPUMEPOB Pa3IMUHbIX BHI0B JIOKYMEHTOB, aHAJINU3
paznena ['OCT P 7.0.97-2016. Hauunonanensiii crannapt Poccuiickoit ®@epepaunn. Cucrema
CTaHJapTOB MO HH(pOpManuu, OHUOIMOTEYHOMY M H3JaTeNbCcKoMy Jneny. OpraHu3annoHHO-
pacriopsiauTeNnbHas JOKyMeHTalus. TpeboBaHus K 0pOpMIICHUIO JOKYMEHTOB, CAMOCTOSITEIbHAS
paboTa 00yJarommxcs, TpyInnoBble U UHAUBUIYaJIbHbIE KOHCYJIbTAIlUU.

IIporpaMMoil mpeayCMOTpPEHBI CIIEYIOIINE BUbI KOHTPOJIS: TEKYIINM KOHTPOJIb B BUAE
TecTa (1mepBasi, BTopasi U TPEThsi KOHTPOJIbHBIE TOUKH), 3alIUThI TPYNIIOBOIO MPOEKTa (rpymnna 2-
3 uyenoBeka, TpeThsi KOHTPOJbHAs TOYKa), MPOMEXKYTOUHAs aTrTecTalus B (opme 3auera c
orieHko# (3 cemectp).

OCHOBHBIE TOJIOKEHUS JUCLUUIUIMHBI JTOJKHBI OBITh MCIOJb30BAaHBI MPU MPOXOXKJIECHUU
rOCyIapCTBEHHOW UTOTOBOM aTTECTALIMU
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2. IlepeyeHb MIIaHNPYeEMBbIX Pe3yJIbTATOB 00y4YeHHs M0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHbIE C IVIAHUPYEMbIMH Pe3y/IbTaTaAMHU 0CBOCHHS 00pPa30BaTe/IbHON POrpaMMbl

Ne Hnneke [Tnanupyemble pe3yabTaTbl 00ydeHUs
o | KOMHOCTCHIMN | (yynpcatop JOCTHIKEHHS KOMIIETEHITNH )
, KHIUKATOp
JTOCTHUKCHUA
KOMIICTCHI N
1 I1K-6 CrnocobeH npuHUMATh ydyacTME€ B aJIMMHUCTPUPOBAHMM IPOLECCOB U
OCYWIECTBIISATh ~ OPraHM3alMI0  JOKYMEHTOOOOpOTa MO  yNpPaBJICHUIO
IICPCOHATIOM

[IK-6.1. OGnamaer 3HaHusMH B oOmactu agmMuHucTpupoBanuss HR-
MIPOLIECCOB U OpraHU3alU JOKYMEHTO000pOTa M0 YIPABICHUIO IEPCOHATIOM
1K-6.2. JleMOHCTpUpYEeT MOHUMaHHE IPOLECCOB AJIMUHUCTPUPOBAHUS U
OpraHM3aly JOKYMEHTOO0OpoTa B 00JAacTH YIPaBICHUS MEPCOHATIOM
OpraHu3aluu

[IK-6.3. Opranuszyer u peaqusyeT IOKYMEHTAIlMOHHOE O(hOpMIICHHE
pE3yJIbTaTOB MEPONPUATUI IO YIIPABICHHUIO IEPCOHATIOM

3. Mecto qucuumimebl (MoayJs) B crpykrype OINOIL:

JuctuiumHa «/lokymeHTannonHoe oOecrniedyeHre MPO(PECCHOHATBHON e TeTbHOCTH
BXOJHUT B 4YacTb, (OPMHPYEMYIO YYACTHUKAMH OOpa30BaTelIbHBIX OTHOLIECHHH NpOrpaMMbl
OaxanaBpuata 1o HampasyeHuto noarotoBku 38.03.02 «MenemxMeHnT», npoduiab MeHeKMEHT
OpraHu3alMi U OTHOCUTCS K TUCHMILIMHAM HAINPaBICHHOCTH (IpOoQuIIs).

N3ydyeHune naHHOW NUCHUIUIMHBI O0a3UpyeTcs Ha 3HAHMSX, MOJYYEHHBIX CTyJEHTaMH B
pe3ysbTaTe MPOXOoXkKAECHUS KypcoB «TeXHOIOruu J1e10Boro odmmeHus», «IIpaBoy.

OCHOBHBIE MOJIOKEHUS JUCHUIUIMHBI JJOJDKHBI OBITh MCIIOJIB30BaHbI B JajbHEUIIEM MpPU
W3YYEHUH CIIENYIOIINX AUCLIUIIINH:

- CounanbHO-I)KOHOMUYECKAs! CTATUCTUKA MPEANPUATHI (OpraHu3aIiuii)
- Undopmannonnoe obecnieueHue nmpohecCHOHaIbHON AeITeIbHOCTH

- YpaBieHne npoeKTaMu

- OCHOBBI ITPUKJIAIHBIX UCCIIEJOBAHUM B MEHEPKMEHTE

4. O0beM IUCHUILIMHBI (MOAYJsI) B 3a4YeTHBIX €JIMHHIAX C YKa3aHHEM KOJIMYeCTBa
aKaJjeMM4YeCKMX 4YacOB, BblJeJeHHbIX HAa KOHTAKTHYI0 padory oOy4amomuxcs C
npenoaasarejgeM (M0 BHAAM Y4eOHbIX 3aHATHI) W Ha CaAMOCTOSATEIbHYI0 PpadoTy
o0yyaromuxcs

OO1ast TPYA0EMKOCTh AUCIUIUTHHBI cocTaBisieT 3/108 3aueTHBIX eMHUIY/ aKajl.4acoB.

(1 3auemnas eounuya coomsemcmeyem 36 akademuyeckum 4acam)

Ne | Bunbl yueOHOI eSTeTbHOCTH CemecTpbl
n/m Bceero 3
1 | KonrakTHas padora o0y4yaromuxcs ¢ 74 74
npemnogaBarejeM
B TOM YHCJIE: - - -l-]-
1.1 | 3aHsTHS JIEKIIMOHHOIO THIA 34 34
1.2 | 3aHATHS CEMHHAPCKOTO THIA, B TOM YHCIIE: 36 36
CeMuHapsl
JlabopatopHble pabOTHI
IIpakTHueckue 3aHATUs

© PI'YTHUC



YYPEXXIEHME BBICIITETO OBPA30OBAHIA

TYPU3MA N CEPBVICA»

®EIEPAJIBHOE TOCYJAPCTBEHHOE BIOI>)KETHOE OBPA30BATE/TbBHOE CMK PTYTUC

«POCCUVUCKUV TOCYTAPCTBEHHBIVI YHUBEPCUTET —

Aucm 4 uz 59

1.3 | KoncyabTauumn 2 2
1.4 | dopma npoMeKYTOUHOM aTTecTallMU (3a4eT, 3a4eT C 2(zauer ¢ | 2(3auer ¢

OLIEHKOIi, IK3aMeH) OLIEHKO#) | oueHKoi)
2 CamocTosiTeJIbHAs1 padoTa 00y4aOIMXCs 34 34
3 O011ast TPY10€EMKOCTH yac 108 108

3.e.

3 3

JL1st 04HO-32049HOI (hopMBbI 00yUEeHHS
Ne | Buabl yueOHOM A€ATENbHOCTH CemecTpbl
/T Bcero 3
1 KonTakTHasi pa6oTa 00y4Yaomuxcs ¢ mpenoaaBarejieM 22 22

B TOM YHCIJIC: - - =
1.1 | 3agsaTHs JIEKIHOHHOIO TUIIA 8 8
1.2 | 3aHsATHS CEMHHAPCKOTO THUIA, B TOM YHCIIE: 10 10

CeMuHapbl

JlaboparopHsie paboTHI

[IpakTHueckue 3aHATHUs
1.3 | Koncyapranumn 2 2
1.4 | ®dopma npoMeKYTOYHOI aTTeCTAIUHU (3a4€eT, 3a4eT ¢ 2(3auer ¢ | 2(3auer ¢

OLIEHKOI1, IK3aMeH) OLIEHKO#) | OlleHKOI)
2 CamocTosiTeIbHAasi padoTa 00y4aIOIINXCHA 86 86
3 OO01mas Tpy10eMKOCTh yac 108 108

3.e.

3 3
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5. Coneprxanue ITMCUUILTHHBI (MOYJIf1), CTPYKTYPUPOBAHHOE 0 TeMaM (pPa3jieiaM) ¢ YKa3aHHEeM OTBEJeHHOr0 Ha HUX KOJIMYeCcTBA
aKaJeMUYeCKUX YaCOB M BUI0B y4eOHbIX 3aHATHI

HanmenoBanue Tem
JIEKIWW, TPAKTHYECKUX
paboT, 1abopaTopHbIX

Bunpl yueOHbBIX 3aHATHIA U POPMBI UX ITPOBEACHUS

KonrtakTHast paboTta 00y4aromuxcst ¢ IpernoaaBaTesieM

pabot, cemunapos, CPO 5
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1. OcHOBHBIE 1.1. ®yHKMy, HeIu U 2 Tpamummonnast | 2 | YCTHBIN onpoc 1mo 2 |[ToaroroBka
MOJIXO/TBI K 3a/1a4M CITyKObI MaTepuazam JeKIUN JTOKJIAJIOB 110 TEMaM.
OpraHu3aIun JIOKYMEHTAI[HOHHOTO
JIETIOTIPOU3BOJICTBA | OOecIieUeHHs
B YUPEKICHUU yHpaBJIeHUS
Texyumuii koHTpoOIH 1 2 | AyauropHoe 1 |IloaroroBka K
TECTUPOBAHUE TECTUPOBAHUIO
1.2. Teoperuueckue 2 Tpaguumonnas | 2 | Pa3Bepuyras Oecena 2 |U3yyenue
OCHOBBI HOPMATHUBHBIX
JIeTTOTIPON3BO/ICTBA JTOKyMEHTOB
OpraHu3aINN
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1.3. JloxymeHT. TpaaunroHHas KommenTupoBanHoe Nzyuenue
dopmynsp-oOpazen YTEHUE HOPMaTUBHBIX
JOKYMEHTA. HOPMaTUBHBIX JTOKyMEHTOB

JTOKYMEHTOB
1.4. ®dynkun TpaaunuoHHas Pa3Bepnyras Gecena Nzyuenue
JIOKYMEHTA. HOPMAaTUBHBIX
IOpuanueckas cuna JIOKYMEHTOB
JIOKYMEHTA.
JIoKyMeHTO00O0pOT.
1.5. CranpapTuzauus u TpaaunrioHHas Nzyuenue 3akperuieHue
YHUDUKAIUST MIPUMEPOB JIEKIMOHHOTO
JIOKYMEHTOB. pa3IMyYHBIX BUIOB MaTepuaia

JIOKYMEHTOB
1.6.TpeboBanust k TpanuuuoHHas AHanus paszena 3akperneHue
COCTABJICHUIO U I'oCT P 7.0.97- JIEKIITMIOHHOTO
odopmIteHHIO 2016. MaTepuaia
JIOKYMEHTOB. HammonanbHeiit

CTaHAapT

Poccuiickoi

denepanuu.

Cucrema

CTaH/IapTOB IO

uHpOpMaLuy,

O6ubIMoTeYHOMY U

W3JIATEIIbCKOMY

JeIy.

Opranu3aluoHHO-

pacrnopsiiuTenbHas

JIOKYMEHTAIHSL.

TpeboBanus k
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OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE CMK PIYTUC
YUYPEXIEHWE BBICIIIEI'O OBPA30OBAHVIA
«POCCUUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPVISMA " CEPBUCA» Auem 7 uz 59
0hOpMIICHHUIO
JTOKYMEHTOB
Texkymmii AynutopHoe [Toaroroska K
KOHTPOJIb 2 TECTUPOBAHUE TECTUPOBAHUIO
2. OcobeHHOCTH 2.1. OcHOBHBIE TPYMIIBI TpaaunronHas PasBepHyras Gecena 3akperieHue
COCTaBJICHUS U JIOKYMEHTOB. JIEKIMOHHOTO
oopmienus OpraHuzanuoHHbIe MaTepuaia
OCHOBHBIX JTIOKYMEHTBI
JIOKYMEHTOB MIPE AP THS.
yIpaBlIeHUsS
2.2. OpranuzanmoHHO- TpaguuuonHas JlenoBas cutyanus [Toaroroska
pacropsiIuTeIIbHBIC «CoBeliaHue». JOKYMEHTAlMM 110
JOKYMEHTBI N3y4eHne TUIOBBIX MEPOIPHUITUIO
JIOKYMEHTOB.
2.3. [Iporokot: mopsAa0K TpanuunoHHast N3ydenne THIOBBIX IToBTOpEHME
COCTaBJICHMS, JIOKYMEHTOB. MaTepHUaJIOB JEKIUU
MIPUMEHEHUS, JenoBas cutyanus
YTBEPKICHMUS. «3acenaHuer.
2.4 PacniopsiiuTenbHbIe TpanuuuonHas Pa3BepHyras Gecena 3aKkpeneHue
JIOKYMEHTBI JIEKLMOHHOTO
MPEANPUITHS. MaTepuaia
2.5. UadopmarmoHHo- TpaaunronHas YcTHbI orpoc 3akperuieHue
CIPAaBOYHBIE IOKYMEHTHI. CTYJICHTOB. JIEKLMOHHOTO
Pa3BepHyras Gecena MaTepuaia
2.6. Hopmsl YcTHBIN onpoc IToaroToBka

oHUIIaTBHO-IEIOBOTO
CTHIIS CITYKEeOHBIX
JIOKYMEHTOB.

CTYJICHTOB.
Pa3Bepuytas 6ecena

JCJIIOBBIX ITHCEM.

© PI'YTUC
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2.7. IlpaBuna 2 Tpagumuonnas | 2 | KomMmeHTHpOBaHHOE 3akperuieHue
odopmiteHus YTCHUE Pa3/IeoB JIEKIIMOHHOTO
JIOKYMEHTOB T10 JINYHOMY HOPMAaTHUBHBIX MaTepuaia
COCTaBy. JIOKyMEHTOB
3. OcobGenHocTH 3.1. OcHOBHBIC MpaBHiIa TpaaunrioHHas Pabota B manbIx IToaroroBka
JIOKYMEHTOBEJICHUS | OpraHU3aluu padoTHI C rpyIIax 1mo IPYIIIOBOIO
u BXOJISIIMH 1 MOJITOTOBKE npoeKTa
JOKYMEHTO000pOTa | HCXOAIIMMH IPYIIIIOBOTO MPOCKTA
B JIOKYMEHTaMH.
rOCyIapCTBEHHBIX
YUPSKICHUSIX U
OpraHM3aLHsIX Texymuii KOHTPOJIb 3 TectupoBanue IToaroroska K
TECTUPOBAHHIO
3.2. OcobeHHocTH TpanunmonHas YcTHbI# onpoc Wzyuenune
JIEJIONIPOU3BOJICTBA B CTYJICHTOB. HOPMATUBHBIX
OpraHu3alysiIx U Pa3BepHyTasI 6GCCII3 JOKYMCHTOB.
MPEATPUSITHSIX
Tekyuuii KOHTPOJIB 4 I'pynmoBoii IToaroroBka
MIPOEKT TPYIIIOBOTO
MPOEKTA
Koncynprarmm 2

IIpomexyTrouHas arrectanuss — 3adeT ¢ OLEHKOM - 2 yaca

J1st 04HO-3204HOM (popMBI 00yUCHHS:

HaunmenoBanune
pazaena

HanmenoBanue tem

Buzp! yueOHbBIX 3aHATHI U GOPMBI UX TPOBEACHUS

JIEKIUM,

KonrakTHas pa60Ta 06y‘laIOIJ_[I/IXC$I C mperoaaBaTeieM

Ol B o= = =
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MPAKTUIECKHUX padoT,
1abopaTOPHBIX PadoT,
cemunapos, CPO

3aHATHS TEKIIMOHHOTO THIIA,

aKaza. 4acoB

dopma npoBeICHUS 3aHSITUS

JICKITMOHHOT O THUIIa

HpaKTI/I‘IeCKI/Ie 3aHATHA, aKad.49acotl

®dopma MpoBEACHIUS
MPAKTHYECKOTO 3aHSITUS

CemuHapFbI, aKaa.9acoB

®dopma poBEAEHU CEMUHapa

JlaboparopHbie paboTHI,

aKaJ.9yacoB

nabopaTopHO PaboThI
Koncynbranuu, akaji. 4acoB
dopma npoBeIeHUS

®dopma MPOBEACHIS
KOHCYJIbTaIl{

1. OcHoBHBIE
IMOAXOMIBI K
OpraHu3aIun
JIeJIOTIPON3BO/ICTBA
B YUPCIKICHUH

1.1. ®Oyskuuu, uenu
U 33J1a4U CITYkKObI
JOKYMEHTAI[MOHHOTO
o0OecreueHus
yIpaBICHUS

1.2. TeopeTuyeckue.
OCHOBBI
JICITIOTIPOU3BOICTBA
OpraHu3aIu

[EY

TpaaunronHas

N

Paspepnytas 6ecena

14

IToaroroBka
JOKJIAJIOB IO TEMaM.

Texkymmuii KOHTPOJIbL
1

AynuropHoe
TECTUPOBaHHE

1.3. JlokyMeHT.
Dopmysp-odpaszert
JOKYMEHTA.

1.4. ®ynkuu
JTOKYMEHTA.
KOpuanueckas cuna

PasBepnyTtas 6ecena

N3y4yenune
HOPMATHBHBIX
JIOKYMEHTOB
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MPAKTUIECKHUX padoT,

Bunpl yueOHBIX 3aHATHIA U (OPMBI UX TPOBEACHUS

KonTtakTHast paboTta 00y4aromuxcs ¢ IpernoaBaTesieM
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Q
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JIOKYMEHTA.
JI0oKyMeHTOO0O0POT.
1.5. Cranpaptuzanus
1 yHUUKAIUS
JIOKYMEHTOB.
1.6.TpeboBanus k
COCTABJICHUIO U
oopmieHuro
2. OcobeHHocT! 2.1. OcHOBHBIE 2 TpaaunuoHHas 18 |Usyuenue
COCTaBJICHHS U IPYIIBI JOKYMEHTOB. HOPMATHBHBIX
obopmieHus OpraHu3aIoHHbIE JIOKYMEHTOB
OCHOBHBIX JTOKYMEHTBI
JOKYMEHTOB 2.2.
yHpaBJICHHA Opranu3zalnoHHO-
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HanmenoBanue Tem
JICKIIUH,
MPAKTUIECKHUX padoT,
m1abopaTOPHBIX PadoT,
cemunapos, CPO

Bunpl yueOHBIX 3aHATHIA U (OPMBI UX TPOBEACHUS

KonTtakTHast paboTta 00y4aromuxcs ¢ IpernoaBaTesieM

1S
Q
g
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S 2 ) =) (o9 L S 2 s (S o| &
M= | BB = | & E OB BESOr|X B =0 o
pacTopsANTEILHBIC
JIOKYMEHTBI
2.3. I[Iporoxkou: 2 Tpamunmonnast | 2 | KoMMeHTHpOBaHHOE 18 |H3yuenue
TTOPSIJTOK YTEHHE HOPMAaTHBHBIX
COCTaBIICHHS, JIOKYMEHTOB
MPUMCHCHHUS U
YTBEPKICHHUS.

2.4 PactiopsigutenbH
bl€ JOKYMEHTBI
npeanpusTus. 2.5.
NudbopmannonHo-
CIIpaBOYHbBIE
JOKYMEHTBI.

2.6. Hopmsl
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HanmenoBanue
paszena

HaunmenoBaHnue tem
JICKIIUH,
MPAKTUIECKHUX padoT,

Bunpl yueOHBIX 3aHATHIA U (OPMBI UX TPOBEACHUS

KonTtakTHast paboTta 00y4aromuxcs ¢ IpernoaBaTesieM

m1abopaTOPHBIX PadoT, 3
Q
cemunapos, CPO S
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oduIraIbLHO-

JIEIIOBOT'O CTHJIS

CITYKEOHBIX

JIOKYMEHTOB.

2.7. llpaBuna

odopMIIeHUS

JIOKYMEHTOB T10

JINYHOMY COCTaBY

Texymmuii KOHTPOJIbL AynutopHoe 10 |ITogroroBska

2 TECTUPOBAHHC TECTUPOBAHHIO
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N «POCCUUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPVISMA " CEPBUCA» Aucem 13 us 59
HaumeHnoBanue Tem Buner yaeOHBIX 3aHITHIA U OPMBI UX TPOBEICHUS
JICKIIUH,
NPAKTHYECKHX PaboT, KonraktHas pabora 00ydaromuxcs ¢ npenoaaBaTeieM
m1abopaTOPHBIX PadoT, 3
Q
cemunapos, CPO S
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3. Ocobennoctu 3.1. OcHOBHBIC 2 TpanuuuonHas OO6cyxaenue 16 |U3yuenue
JOKYMEHTOBEJICHUS | IpaBUIa IOKJIAI0B JIEKIIMOHHOTO
u OpraHMu3aIu padboThl MaTepHaa.
Z[OKYMCHTOO60p0Ta C BXOIAIIUMU U
B HUCXOJAIIUMUA
TOCY/IAPCTBEHHBIX | jjoKyMeHTAMH.
YUPEKACHIAX N 3.2. OcobeHHoctu
OpraHU3aHsX JIENONPOU3BOICTBA B
OpraHMu3alusaX U
MPEANPUATHAX
JIOKYMEHTaMH.
Tekymmii KOHTPOJIb TectupoBanue
3
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OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXKETHOE ObPA3OBATEJIBHOE CMK PIYTUC
YYPEXIOEHWME BbICIHIETO OBPA30OBAHIA

«POCCUVICKUW TOCYJAPCTBEHHBIVI YHVBEPCUTET

TYPU3MA V1 CEPBUCA» Aucm 14 uz 59
HaumeHnoBanue Tem Buner yaeOHBIX 3aHITHIA U OPMBI UX TPOBEICHUS
JICKIIUH, K 5 5
MPAKTHUECKUX PABOT, OHTaKTHas paboTa 00yyaroImuXxcs ¢ mpenojaBaTeneM
m1abopaTOPHBIX PadoT, S}
Q
cemunapos, CPO S
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Texyuuii KOHTPOJIb I'pynmoBoii mpoekt
4
Koncynprarmm 2

ITpomexyTouHas arrecranys — 3a4eT ¢ OLICHKOM - 2 yaca
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OEJEPAJIbBHOE TOCYOJAPCTBEHHOE BIO/IKETHOE OBPA3OBATE/IBHOE
Y‘H’E)KHEHVIE BBICIIETO OBPA30OBAHI

«POCCUUCKUW TOCYTAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA 1 CEPBVICA»

CMK
PIYTUC

Aucm 15 us 52

6. Ilepeyenb y4eOHO-METOAMYECKOT0 00eCeYeHus 1JIsi CAMOCTOSITEIbHOH PadoThl
00y4YaIIUXCs M0 JUCHUILIMHE (MOIYJII0)

Jlj1s caMOoCTOSTENIbHOM pabOThI 10 AUCHHUIIIMHE 00Yy4aroIIuecs UCIOIB3YIOT ClIeayolee
y4eOHO-MEeTOIMUecKoe obecneueHne

Ne | Tema, Tpyn0oeMKOCTh B | Y4eOHO-MeTOANYeCKOe o0ecredyeHue
n/n | akaa.4y., 0O4HAas1/3a04HaA
1 Oyukuuy, nenu u 3agaud | OcHOBHAs JUTepaTypa
;J(I)i](};fISZ;TaHI/IOHHOFO 1. BrikoBa, T. A. JlokyMmeHTamoHHOE obOecreucHHue YIpaBICHUS
06 CCIICUCHILS (menmompomn3BoacTBO) : yuebHoe mocobme / T. A. brikoBa, T. B.
ynpagsenms: 8/20 Kysnenosa, JI. B. Cankuna ; mog o6mr. pea. T. B. Ky3nernoBoit. —
5 TeopeTHISCKHE OCHOBEI 2-¢ u3n., nepepad. u gon. — Mocksa : UTHOPA-M, 2024. — 304 c.
NETONPOH3EO/ICTRA + Jlom. Matepuanbl [OnekTpoHHbIM pecypc]. — (Beicuiee
opranmsawm 8/18 obpaszoBanmue: bakamaspwuar). - ISI_3N 978-5-16-004805-5. - Tekcr :
3 TlokymenT. Pexprant anektpoHHsbIid. - URL: https://znanium.ru/catalog/product/2110037
okymenTa, CocTan 2. JlemompowmsBoacTBo : yuebnuk / T. A. brikosa, JI. M. Bsosa, FO.
PCKBHSHTOB, HX M. Kyxkapuna, JI. B. Cankuna ; nmox o6mr. pen. goiu. T. A. BeikoBoii.
MeCTopacno’nomeHHe Ha — 5-¢ 3., nepepad. u gon. — Mocksa : UHOPA-M, 2025. — 403
noxymene. DoOpMysp- c. + [om. warepuansl [OnekTpoHHBIA pecypc]. — (Bsicmiee
o6paserr oKymenTa. 6/18 obpasosanme). — DOl 10.12737/1907620. - ISBN 978-5-16-
4 TloKyMCHTALHMOHHOG 018052-6. o Texkct AIIEKTPOHHBIH. - URL:
obeCTIcueH e YIpARICHHA https://znanium.ru/catalog/product/2145045
6/16 3. OCHOBHI JENONPOU3BOJICTBA yueOHOe Tmocobue / A.M.
5 O T T T ——— Acammes, .1I. MuponoBa, E.A. Kocapesa, ['.I'. BykoBua. — 2-¢
yHEbHKAA u3a., ucnp. u gon. — Mocksa : UHOPA-M, 2025. — 146 c. —
JTOKYMEHTOB. 6/20 (Briciree obpasosanue). — DOI 10.12737/24426. - ISBN 978-5-16-
5 ViuduimpoBanHas 019135-5. o Texkct AIIEKTPOHHBIH. - URL:
CHCTEMA TOKYMEHTAIHH https://znanium.ru/catalog/product/2197265
(YCIT). Cucremsr 4. Kynses, H. H. Jlokymenrosenenue : yueonuk / H. H. Kynses, /1.
noKyMenTaii.(6/18) H. Vpanos, A. I'. ®abpuunoii ; mox pex. npod. H. H. Kynaesa. - 2-¢
-, HopmatusHO- u3n., crep. - Mocksa Jloroc, 2023. - 352 c. (Homas
MeTomAueCKas Gasa YHI/IBepCI/ITeTCKaH oubmroteka). - ISBN 978-5-98704-329-5. - Tekcr
JIOKYMEHTHPOBAHHS ANEKTPOHHBIH. - URL:
T — https //znanium.com/catalog/product/1211628
JESITETBHOCTH I JlonoiHUTEILHAS IUTEpATypa
OpraHM3aLKK paGoTHI ¢ 5. bynar, P. E. JoxymeHntranmmonHoe oOeclieueHUE VIPaBICHUS
NOKyMeHTamu (6/20) nepcoHasioMm : yueOHoe mocobme / P. E. Bymar. — Mocksa :
NHOPA-M, 2022. — 234 c. + Jlon. marepuaisl [DJIEKTPOHHBIN
OCHOBHbIE TPYIIIIBI pecypc]. — (Bricuiee obpasoBanue: bakanaspuat). - ISBN 978-5-
8 JIOKYMEHTOB. 16-010318- - Texkcr AJIEKTPOHHBIH. - URL:
HopMaTHBHbIE https://znanium.com/catalog/product/1007087
JIOKYMEHTEI 6. MadopmManioHHbIE  TEXHOJOTMM B  JOKYMEHTAllHOHHOM
rOCYIapCTBEHHBIX o0ecrieyeHnH yNpaBieHNs] U apXUBHOM JieNe : y4eOHUK Ui BY30B /
OpraHoB H. H. Kynaes, T. B. Konmpamosa, E. B. Tepentoera, A. I.
OpraHu3anoHHbIE ®abpuunos / nox obmr. pex. H. H. Kynsera. - Mocksa : Jloroc,
JOKYMEHTHI (001as 2020. - 408 c. - ISBN 978-5-98704-786-6. - TekcT : 3neKTpOHHBIH. -
xapaktepuctuka). (6/20) URL.: https://znanium.com/catalog/product/1211641
7. Kupcanosa, M. B. Kypc nenonpoun3BoacTBa: JOKyMEHTallMOHHOE
9 [TpoTOKOI KaK oOecrieueHre ympapieHus : ydyeOHoe mocooue / M.B. KupcaHoga,

OpraHu3aliuoOHHO-

10.M. AkcenoB. — 6-¢ u3., ucnp. u gomn. — Mockea : UTHOPA-M,
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Aucm 16 us 52

10

11

12

13

14

pacmopsIUTEIIbHBIN
nokymeHr (6/18)

. [IpaBuna odopmieHus
JIOKYMEHTOB T10 JINYHOMY
cocrtaBy. IloHsaTue u
CTPYKTypa MepCOHATBHBIX
naHHbIX. (6/18)

CtpyKTypa KaapoBoit
uH(GOPMAIIMOHHO-
JIOKYMEHTaIlMOHHOMN
cucremsl. (6/20)

OcHOBHEIE TIpaBUIIa
OpraHu3aluu paboThl ¢
noxkymenramu. (6/18)

CoBpemeHHoe
TOCYJapCTBEHHOE
peryjaupoBaHue
nenmonpou3BocTea B PO

(6/18).

OcoOeHHOCTH
JICIIOTIPOU3BO/ICTBA B
OpraHu3aIysIX U
npeanpusitusix (6/20)

2020. — 257 c. + Jlon. marepuayibl [DNEKTPOHHBIN pecypc]. —
(Bricmee obpazoBanue: bakanaspuar). - ISBN 978-5-16-006789-6
https://znanium.ru/catalog/document?id=358180

8. Ympapnenne  JokyMeHTamMH B mU(POBOH  3KOHOMHKE.
Opranuzanus, pernamenranus, peanusanus / M. B. Jlapun, H. T.
Cyposrena, E. B. Tepentsena; [lox pen. Jlapuna M.B., - 2-¢ u3g. -
Mocksa : PITYVY, 2022. - 247 c. - ISBN 978-5-7281-3084-0. - Tekct
: anrextponHsii. - URL: https://znanium.ru/catalog/product/2037274

HOpMaTI/IBHBIe AOKYMEHTbBI

1. ®enepanpHbIil 3ak0H «O KOMMepdeckoi TaitHe» oT 18.12. 2006
roga Ne 231-®3

2. ®epepanpHblii 3akoH «O0 apxuBHOM gene B Poccuiickoit
Denepanm» ot 22.10.2004 Nel25-03(B pen. @3 or 13.12.2024 N
469-D3)

3. ®enepanpubiii 3akoH «0O0 wHbOpManKK, WHPOPMAIMOHHBIX
TEXHOJIOTHSIX | 3amuTe nHpopmanum» ot 27.07.2006 Ne 149-03

4. ®enepanbHbIii 3aK0H «O MEPCOHANBHBIX JaHHBIX» OT 27.07.2006
Ne 152-03 (B pen. @3 ot 08.08.2024 N 233-D3)

5. ®enepanbublii  3akoH  «O0 oxpaHe KOH(PHUICHIUATBEHOCTH
uHpopMmarum» ot 29.07.2004 Ne98-D3

6. TpynoBoit xomekc Poccwiickoit  ®Denepanmm. OenepanbHbINH
3akoH oT 30.12.2001 Ne197 — @3 (B pen. ot 26.12.2024 N 498-D3)
7. IlocranoBnenne IlpaBurensctBa P® « OO0 oTHenbHBIX
BOIIPOCAX, CBS3aHHBIX C TPYIOBBIMHU KHIDKKamu» oT 24.07.2021 N
1250

14. TunoBas MHCTPYKIHMS IO JEJIOMPOU3BOJICTBY B (emepabHbBIX
opraHax wucnojHutessHOM Biactu  (Ilpukaz  MunwucrepcTBa
KYJbTYpBl I MacCOBBIX KOMMYHMKanuii Poccuiickoil @enepaumii ot
8 HOs10ps1 2005 1. N 536)

15. [P-191-98.  VHudukaumss  TEKCTOB  yNpaBICHUYECKUX
nokymeHToB. Metonunueckue pekomenganuu BHUUJIAJL ®AC PO.
—M.: BHUMJAL, 1998

7. ®oHA OLEHOYHBIX CPEICTB /sl POBeIeHUs TEKYIIero KOHTPOJIsl U MPOMEKYTOYHOM
arTecTalMy O0YYAKOIMXCH 10 AMCHUIIMHE (MOAYJII0)

7.1. IlepeyeHb KOMIIETEHIMI C YKA3aHUEM 3TanoB UX ()OpMHPOBAHUSA B IpolLecce

0CBOEHHUs1 00pa30BaTeJIbHON MPOrpaMMbl
Ne | Unne | Copepxanue Paznen B pesynbraTe nzyueHus paszena AUCIUILTHHEI,
nom | K¢ KOMIIETCHITUN TUCIUIUTAHBI | 00ecrieunBaromero oOpMupoOBaHUuE KOMITIETEHITUN
KOMI | (MHIUKATOp , (MHIUKATOp AOCTHKEHUS KOMIICTCHIINN )
e- JOCTHKCHHS obecrieunBa | O0yJarOMIMIACS JOJDKEH:

TEHII | KOMIIETCHIUH)
nu,

AHIU
KaTop
JIOCTH

IOIIAN JTAbl | 3HATH YMETh BJIAJIETH
dbopMupoBaH
ue
KOMIIETCHLIU
u
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GENEPAJIBHOE TOCYOAPCTBEHHOE BIOIIPKETHOE OBPA3OBATEJIbBHOE CMK
i _ VYPEXIEHVE BBICIIIETO OBPA3OBAHVAS PTYTUC
W «POCCNUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPU3MA V1 CEPBUCA»
Aucm 17 us 52
JKEHU (MHAMKATOD
s JIOCTHXKEHHUSI
KOMII KOMIIETEHLI
€TEeHI] n)
14058
IIK-6 | CnocoOGeH mpuHUMATh y4acTHe B aIMUHHCTPHUPOBAHUU MPOIIECCOB U OCYILECTBIISATH
OpraHu3aIMio JOKYMEHTO000pOTa M0 YIPaBICHUIO IEPCOHATIOM
K- JemoHcTpupyeT OcCHOBHEIE [IpuHIMTIBEI U | IPOBOIUTH HaBBIKAMH
6.1 [IOHUMAaHUE U MOJIXOBI K METOABI aHaJIU3 COCTaBa M | aHaIM3a
yMEHUE MPOBOJUTH | OpPraHM3alui | pa3padOTKU | MOCIEO0BaTEeIbHO | COCTaBa U
aHaJIM3 COCTaBa U JEJIONPOU3BO | aAMMHUCTPAT | CTU OIEPALHi, MOCJIeI0BaTENb
MOCJIEI0BAaTENIFHOC | JICTBA B HUBHOT'O COCTABJISIOLINX HOCTH
TH OTepalni, VUPEKACHUH | PETJIaMEHTa . | MPOLECC WIN orepanui,
COCTAaBIISIOIINX aJMUHUCTPATUBH | COCTaBIISIFOIIX
poLecc Uiu Bl PErJIaMEHT, porecc uiu
aJIMUHUCTPATUBHBI OpraHu30BaTh aJIMUHHUCTPATHB
i peryiaMeHT, coop HBIH
OpraHm3yeT cOop nH(pOPMAIIH O perimameHr,
nHGOpPMaLUH O nporecce HaBBIKAMHU
polecce MOJPa3eNiCHHs C | OpraHu3aluH
MOJpa3IeNICHUs C LEJIBIO cbopa
LEThI0 pa3paboTKu pa3paboTku nH(pOPMAITIH O
periaMeHTa periaMeHTa npoiiecce
JAHHOTO TIpoliecca JIAHHOTO MoJipa3ieNieHHs
nporecca C LIETIBIO
pa3paboTKu
periaMeHTa
JTAaHHOTO
npouecca
K- Oo6naaaer Bce paznenst | Opranmzanu | OcyIiecTBISTh HaBbikamu
6.2 3HAHUSIMHU B 10  BEJCHHUS | OpPraHHU3aIUI0 OpraHu3aIyu
obnacTtu JOKYMEHTOO | JIOKyMEHTOOOOPO | JOKYMEHT0000
aJIMUHHUCTPUPOBAH Odopora ToO | Ta no | pora o
ust HR- nponieccon YIIPABJICHUIO | YIIPABICHUIO YIIPABJICHUIO
U OpraHu3anuu NEPCOHANIOM | MEPCOHAJIOM M | IEPCOHAIOM U
JOKyMEHT0000poTa u aAMUHUCTPUPOBA | aIMHHUCTPUPO
110 yIPaBJIEHUIO aJIMUHUCTPU | HUE HR- | Banus HR-
[IEPCOHAIIOM posanus HR- | mpoueccos IIPOLIECCOB
MPOLIECCOB
[IK- Opranusyer u Bce paspenst | IlpaBuna u | OprannzoBate U | HaBblkamu
6.3 peanusyer periaMeHThl | pealn30BBIBATH OpraHu3aIi |
JOKYMEHTAIIMOHHO JOKyMEHTAl] | JOKYMEHTALMOHH | peaju3aluu
e oopmiieHHE HMOHHOTO oe odopmIeHHE | TOKYMEHTAIIO
pe3yIbTaTOB odopMIIeHUsT | pe3yIbTaTOB HHOTO
MEPONIPHUITHH 110 pe3yabTaToOB | MEPONPHUATHH 10 | 0OpPMIIEHHUS
YIIPaBICHHIO MEPOTIPHSITH | YIPABICHHUIO pe3yIbTaTOB
MEPCOHAIIOM 7§ o | IepCOHANIOM MEpPOTPHUITUH
YIpaBIICHHUIO o
MEPCOHATIOM YIpaBJICHUIO
MEPCOHANIOM
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7.2. Onucanue nokasarejel U KpuTepreB OLEHMBAHUS KOMIIETEHIMI HA Pa3HbIX 3Tanax
uXx (popMHupoOBaHMS, ONIUCAHME IKAJ OLIEHUBAHUS

PesyabraT 00yuenns | Ilokasarean Kpurepuii JTan ocBOeHUs!
10 AUCHUILIMHE OLICHUBAHUS OLICHUBAHUS KOMIIeTEHIIUH
Crynent
POJIEMOHCTPUPOBAI
3HAHUE NPUHIUIIOB U
METOJIOB  pa3paboTKu
aJMUHUCTPATUBHOTO
3HaHuEe MPUHLUIIOB U
periaMeHTa
METOZOB  pa3pabOTKH
JemoHCcTpHpYyeT
aIMUHUCTPATUBHOT O
yMEHUuE IPOBOJIUTH
peryiaMeHnTa
aHalIM3  cocraBa U
YMeHue  mpoBOIUTH
MOCJIEIOBATEIbHOCTH
aHaau3  cocraBa W -
oreparuii,
MIOCJIEI0BATEIbHOCTH
o COCTABJISIFOLIIUX
oreparuii,
porecc Wi
COCTAaBJISIFOLLIUX . 3akperuieHue
aJMUHUCTPATUBHBII
mporiecc WIn CIIOCOOHOCTH
o perjiamMeHT,
aIMUHUCTPATUBHBIN QHAJIU3UPOBATh COCTAB
OpraHu30BaTh coop
PEriIaMcCHT, (1) n IocCJICaA0BAaTCIIbHOCTD
nHpopmauu 0 o
OpraHU30BaTh coop pMart Onepanuy,
uH(bOpMAaLUH o nponecce COCTaBJISOIINX MTPOIIECC
mporecce AyautopHoe NoApa3aeICHUs C | umu
TECTUPOBAHUE, HENbI0 pa3pabOTKH | aiMMHUCTPATUBHbIIH
NoJIpa3ielIeHUs c .
IPYIIIOBOM MPOCKT | perjJaMeHTa  JTaHHOI'O | PErJIAMEHT,
LENbI0 pa3paboTku
npoiecca OopraHu3anuu c60pa
€rilaMeHTa  JIaHHOTO
Ir)lpouecca g Crynent MH(OpMaILH 0
Brnanenue HaBbIKaMu JICMOHCTPHPYET D e
BIAJICHAE  HAaBBIKAMH | | OAPA3ACIHCHIA C LICIbIO
aHajim3a  coCTaBa U pa3pabOTKH periiaMeHTa
IIOCJICA0OBATCIILHOCTHU aHalTH3a coCTaBa 1 JIAHHOTO TIporecca
onepali, IIOCJIEI0BATEIBHOCTH
COCTABJISIONIMX IPOIIECC orepanuu,
nin aZ[MI/IHI/ICTpaTI/IBHHﬁ COCTAaBJIAOIINX
pErIaMeHT, HaBBIKAMU mnpoiecc Wi
OpraHu3aluu cbopa aIMUHUCTPATUBHBIN
MH(bOPMALKH O MPOLEecce periamMeHT, HaBBIKAMU
noapasacyCHrud € LCJIbHO OpTaHU3aIUN c6opa
pa3paboTKN periiaMeHTa s OpMAIIH o
JIAHHOTO TIpoLecca
rporiecce
MIO/Ipa3IENICHUS c
LEebI0 pa3palboTKu
periiaMeHTa JaHHOTO
rporecca
3HaHME  OpraHU3aIHH CryneHt 3akperuieHue
p H AynautopHoe % P
BEJICHUS IIPOJIEMOHCTPUPOBAIL CIIOCOOHOCTH
TECTUPOBAHHE,
JIOKYMEHT0000poTa  TIO . 3HAHUE  OpraHH3alMU | OPraHHU3alUH
TPYTIIOBOM MPOEKT
YIIPABJICHUIO BEJICHUS JIOKyMEHTO0000pOoTa 110
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MEPCOHAIIOM u JOKYMEHT0000poTa  TO | YIpaBJICHHIO
aJIMIHUCTPHUPOBAHUS YIIPaBJICHHIO HIePCOHATIOM u
HR- nporieccor TIepCOHAIIOM 1 | aIMHAHUCTPHPOBAHUS
YMeHue ocyiecTBiIsTh aJMUHHUCTPUPOBAHUA HR- mpoueccon
OPraHU3aLMIO HR- mpoueccos
JIOKyMEHTO0000poTa 1O Crynent
YIPaBJICHUIO AEMOHCTPUPYCT
[IEPCOHATIOM u YMCHHE OCYUICCTBJIIATH
aIMUHUCTPUPOBAHUE OpraHu3anuro
HR- MPOIIECCOB I[OKyMeHTOOGOpOTa 10
Bnanenue HaBblkamMu YIIpaBJICHHIO
Oopra"usalnuu nepCcoHaJIOM
JOKyMEHTO000pOTa  T10 Crynent
YIIPaBJICHUIO JIIEMOHCTPHUPYET
NEpCOHATIOM u BIaJIEHUE  HaBbIKAMU
AIMUHUCTPUPOBAHUA OpraHu3alnuu
HR- mpoueccos JIOKYMEHTO000pOTa  TI0
yIPaBICHHAIO
MIEPCOHATIOM u
aIMUHHUCTPUPOBAHUSA
HR- mporeccos
Crynent
MIPOAEMOHCTPUPOBAT
3HaHHUEC MpaBuUIl 5
3HaHUE  mpaBWI |
periIaMeHToB
PeIIaMCHTOB JIOKYMEHTALIMOHHOT' O
e ogepuc
P pe3yJIbTaToB
Pe3yJIbTaTos MEpONPUATUI 1o
MEPOIPUATHN 110
YIIPaBJICHHIO
YHPABJICHUIO MIEPCOHAIIOM
NEPCOHAIOM Crynent 3akperuieHue
YMeHue opraHuzoBarh IEMOHCTPHDYET CIIOCOOHOCTH
u peann3oBBIBATh PPy OpraHH30BaTh "
YMEHHE OpraHu30BaTh U
JIOKyMEHTAIIHOHHOE peann3oBHIBATh
odopmieHne AynuropHoe PEAIHM3OBLIBATH JIOKYMEHTAIIMOHHOE
pe3yiIbTaToB TECTHUPOBAHHUE, ﬂ%KyMeHTaHHOHHoe odopmieHne
o v MJICHH
MEpPONPHUITUI IO | TPYNIIOBOM MPOEKT OQOPMIICHHC pe3yIbTaToB
YIPaBIICHHUIO PE3YJIbTATOB MEpPONPHUITUI o
MEePCOHATIOM MCpOTIpHATHH 10| yrpasnenmio
TIPaBJICHUIO
Binanenne HaBbIKaMu yepco 1o HIEPCOHAIIOM
II H M
OpraHHu3aIuu 5 C P
TYIAEHT
peanuzanuu yae
JOKYMEHTAIIHOHHOTO ACMOHCTPUPYCT
o(opMteHHs BJAJICHUE  HaBBIKAMH
pe3yNIbTaToB OpraHu3anuu 51
MEpPONPUATUI o pealn3annu
YIIPaBICHUIO JOKYMEHTAIIHOHHOT'O
MepCOHAIIOM oopmIIeHHs
pe3yabTaToB
MEpOIPUITUI o
YIIPaBJICHHIO
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| | mepconasom

Kpurtepun u mkaja oneHHBaHUs 0CBOEHHUS 3TANOB KOMIIETEHIINH HA
NMPOMEKYTOYHOM aTTeCTALMHU

[lopsimok, kpuTepuu U IIKajda OICHUBAHMUS OCBOCHHS JTallOB KOMIETEHUIUNA Ha
MIPOMEKYTOUHOM aTTeCTallMi OINpeAeNnsieTcss B cOoOTBeTcTBUM C [lookeHHeM o MpoBeleHUU
TEKYIIET0 KOHTPOJS YyCIIEBAEMOCTH W MPOMEKYTOYHOW aTTecTalud OOydJaromuxcs 1o
o0Opa3oBaTelbHBIM MpOrpaMMaM BbICHIETO 00pa3oBaHHMA — IporpamMmam OakajaBpHara,
nporpaMMaM — MarucTparypbl, peam3dyeMbiM 10  (QeAcpalbHBIM  TOCYIApPCTBEHHBIM
oOpa3zoBatenbHbIM cTangapraM B @T'BOY BO «PI'YTUCH.

Bujabl cpencTB oneHUBaHNs, IPUMEHsIEMbIX IIPH MPOBEACHNH TEKYIIEro KOHTPOJIS
H IIKAJbl OLEHKH YPOBHS 3HAHUI, YMEHUI U HABBIKOB IPHU BbINIOJIHEHUH OTAEJIbHBIX
(opM TEeKyIEr0 KOHTPOJISA

Cpedcmeo OYECHUBAHUA — meCmUupoeaHue

IIkaya oneHKH YPOBHS 3HAHUI, YMEHUI U HABBIKOB IIPH PeLICHNH TeCTOBBIX
3aJaHNH

Kpurepum ouenkn OLIEHKA

«5», eciu (90 —100)% npaBUIIbHBIX OTBETOB

«4», ecu (70 — 89)% npaBUIILHBIX OTBETOB

BBITIOJTHEHO BEPHO 3a/IaHUI «3», eciut (50 — 69)% TPaBUIILHBIX OTBETOB

«2», eciin MeHee 50% NpaBUILHBIX OTBETOB

Cpeocmeo oyenusanusi - 8bINOJIHEHUE 2PYNNOBO20 NPOEKMA
Illkana omeHKW YPOBHSI 3HAHWI, YMEHHil M HABBIKOB NPH BbINOJHEHHWH TI'PYNIOBOro
NMpoeKTa

IIpenen AIUTENBHOCTH KOHTPOJIA 30 MuH.

Kputepuu onenku — ObUIO CHOPMYITUPOBAHO W TPOAHATUZUPOBAHO OOIBITHHCTBO
npobjeM, 3aJI0’)KEHHBIX B IPOEKTE;

— OBUIM TIPOJEMOHCTPHPOBAHBI aJICKBATHBIE aHATUTHYECKHE
METOJIBI TTpH paboTe ¢ nH(popMarmei;

— ObUIM  HCIONB30BAaHBl  JONOJHUTENBHBIE  MCTOYHHUKH
MHQOPMaLUK ISl peasi3aliy IPYIIIOBOIO IPOEKTa;

— OBUTH BBITIOTHEHBI BCE HEOOXOAMMBIE PacueThl;

— TIOATOTOBJICHHBIE B XOJ€ BBHIMOJHEHWE MPOEKTa JOKYMEHTHI
COOTBETCTBYIOT TPEOOBAaHUSIM K HUM IO CMBICITY U COJIEPKAHHUIO;
— BBIBOJIBI 00OCHOBAaHbBI, ApPT'yMEHTHI BECOMEI,

— cAenaHbl COOCTBEHHBIC BBIBOJIbI, BBISBICHBI HEJOCTATKU U
NPEJIOKEHBI MPAKTUYESCKUE PEKOMEH AN

IToxa3zaTenu oneHKH Max 15 6aiioB
0 6annos IIPOCKT HE MOATOTOBJICH,
1-2 6amna [MOATOTOBJIEH, HO TEMA PACKPHITA HE MTOJHOCTHIO
3-4 6anna MPOEKT MOATOTOBJICH, HO COJIEPKUT OMIMOKHA M HETOUHOCTH
(bOpMyYITUPOBOK
5-7 6annoB MIPOEKT MOJATOTOBJIEH, HO HE JOCTAaTOYEH M0 00bEMY
8-10 6amoB IIPOEKT MOATOTOBJIEH, HO OTCYTCTBYET IIPE3CHTALNS
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11-12 6aioB

IIPOEKT ITOArOTOBJIEH, TEKCTOBAs 4aCTh COOTBETCTBYET BCEM
TpeOOBaHUSIM, HO MPE3EHTAIUS YCIOBHA

13-15 6awioB

BCEC Tpe6OBaHI/I5[ CO6J'IIO,I[CHBI, MMpE3CHTalUsA IMOJIHOCTBIO
PACKPBIBACT TCMY IIPOCKTA

Buabl CpeaACTB OUCHUBAHUSA, IPUMEHACMBIX IIPH NPOBECICHUHU l'[pOMe)KyTO‘lHOﬁ
aTTeCTAalud U IIKAJbI OIICHKH YPOBHSHA 3HaHIrll7[, YMCH](Iﬁ N HABBIKOB IIPA X BBINNOJTHCHHH

VYcrHblii onpoc
IIkajia oneHKH YPOBHS 3HAHUI, YMEHHH U HABBIKOB NIPH YCTHOM OTBeTe

OICHKA

Kputepun onenuBanuns

Iloka3aTequ oHeHUBAHUA

«5»

— MOJIHO PacKphITO coJiepKaHue
Marepuana;

— MaTepuaJl ~ HM3J0KEH TIpaMOTHO, B
ONPeICIICHHOM JIOTHYECKOH
IOCJIEJOBATEIILHOCTH;

— IPOJIEMOHCTPUPOBAHO  CHUCTEMHOE H
riybokoe 3HAHUE MIPOrpaMMHOTO
Marepuana,

— TOYHO UCHOJIB3YETCSI TEPMUHOIIOTHUS;

— IOKa3aHO  YMEHHUE  WJUIOCTPUPOBATH
TEOPETHUUECKUE TMOJOKEHUS KOHKPETHBIMU
npuMepamMu, TMPUMEHITh HMX B HOBOU
CUTYALINH;

— TPOJIEMOHCTPUPOBAHO YCBOEHHE paHEe
M3y4YEHHBIX COMYTCTBYIOIIMX BOIPOCOB,
c(hOpMHUPOBAHHOCTH U yCTOMYMBOCTh

KOMIIETECHIIMH, YMEHUI 1 HABBIKOB;

— OTBET MPO3BYdYal CaMOCTOATEIbHO, O€3
HaBOJSLIUX BOIIPOCOB;

— TPOJIEMOHCTPUPOBAHA CIOCOOHOCTh
TBOPYECKU TPUMEHSTh 3HAHHME TEOPUU K
perieHuto mpodecCuOHATBHBIX 33/1a4;

— IPOJEMOHCTPUPOBAHO 3HaHUE
COBPEMEHHOM  y4eOHOM W  HayyHOH
JTUTEPaTyPHI,

— JOMYIIEHbl OJIHA — JBE HETOYHOCTU MpPHU
OCBEIICHUH BTOPOCTENEHHBIX BOIPOCOB,
KOTOPBIC UCITPABIISIOTCS 10 3aMEYAHHIO

— OO6yyarommuiics IIOKAa3bIBaeT
BCECTOPOHHHE W TIIyOOKHE 3HAHUS
IPOrpaMMHOTO MaTepHaa,

— 3HaHHE OCHOBHOM 51
JOTIOJIHUTEIBbHOM JINTEPaTypHI;

— TOCTENOBAaTENbHO U YETKO
OTBEUaeT Ha BONpPOCHI Owmiera u
JOTIOJTHUTEIBHBIE BOIIPOCHI;

— YBEpEHHO  OpUEHTUPYETCS B
MPOOJIEMHBIX CUTYAIUsX;

— JI€MOHCTPUPYET CIOCOOHOCTh
MPUMEHATh TEOPETUYECKUE 3HAHUS
TUTST aHanmsa MPAKTUIECKHUX
CUTyallMii, Jenatb  IpaBUIbHBIC
BBIBOJIbI, MPOSIBIIIET TBOPUYECKHUE
CIIOCOOHOCTH B IMOHUMAaHUH,
U3JIOKEHUM U HCHOJb30BaHUM
MPOTPaMMHOTO MaTepHaia;

— TMOATBEPKJAET MOJTHOE OCBOEHUE
KOMIIETEHIIUM, TPEeayCMOTPEHHBIX
MIpOrpaMMon

— BOIIPOCHI M3J1aratorcs
CUCTEMATU3UPOBAHO U MOCIIEOBATENBHO;

— TPOJIEMOHCTPUPOBAHO yMeHHe
aHAJIM3UPOBaTh MarepHall, OJHAKO HE BCE
BBIBOJbI HOCSAT apryMEHTUPOBAHHBIM H
JIOKA3aTeNbHbBIA XapaKTep;

— NPOAEMOHCTPUPOBAHO YCBOEHHE

— oOydaromuiics
MOJTHOE 3HAHHE

— TIPOrpaMMHOI0
OCHOBHOM U

— JIOIIOJIHUTEIILHOM JINTEPaTyphI;

— JaeT  TOJHBIE  OTBETHl  Ha
TEOPETUYECKHE BOMPOCH Omiera u

ITOKa3bIBACT

Marepuaia,
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OCHOBHOM JIUTEPATYPBHI. JOTIOJIHUTEIbHBIE BOIIPOCHI,

— OTBET YJOBJIETBOPSIET B  OCHOBHOM | JIOITYCKasi HCKOTOPBIC HETOYHOCTH,
«4» | TpeOOBaHMIM Ha OIICHKY «5», HO IPH 3TOM | — MPaBHILHO MIPUMEHSET

HMMEET OJVH U3 HEJJOCTATKOB: TEOPETHYECKUE MOJIOKEHUS K

— @) B U3JIOKCHUH JOMYIICHBI HEOOJBIINE | OLEHKE MPAKTHYECKUX CUTYALUM;

mpoOeNbl, HE WCKA3UBIINE COJICPXKAHUE | — JIEMOHCTPUPYET XOPOIIHHA

OTBETA; YPOBEHb OCBOEHHMS MaTepuajia U B

— 0) JomyleHbl OJMH — JIBa HeJOoYeTa Mpu | [EJIOM  TOATBEPKIACT  OCBOCHHUE

OCBEIICHUH OCHOBHOTI'O COoZIepKaHMsl | KOMIIETEHIMI,  NIPEIYCMOTPEHHBIX

OTBETa, HCIPABICHHbIE TI0 3aMEYaHHIO0 | IPOrpaMMOi

MIPEINo/1aBaTe’is;

— B) JONyILIeHbl OMMOKAa Uiu Oojee ABYX

HEJI0UETOB pu OCBEIICHUH

BTOPOCTETICHHBIX  BOIPOCOB,  KOTOPHIC

JIETKO  MCHPABISIIOTCA IO 3aMEYaHUIo

MIPEno/1aBaTess

— HEMNOJHO WIM  HEMOCJIEIOBATEIbHO | — OOydJaroniuics MOKa3bIBACT

PacKphITO  COJIep)KaHUE Marepuana, HO | 3HAaHHE OCHOBHOTO

NOKa3aHo oOIlee IOHMMAaHUE BOIPOCA M | — Marepuana B o0BeMe,

IIPOJIEMOHCTPUPOBAHBI YMEHU,
JOCTATOYHBIE JUIsl AAJIBHEHIIEr0 YCBOCHMS
MaTepuana,

HEOOXOAUMOM  JUISL  MIPEACTOSAIICH
po(heCCUOHATILHOM e TeILHOCTH;
— TIpU OTBETE Ha BOMPOCHI OMIIETa U

— YCBOEHBl OCHOBHBIE KAaTE€rOPUM TIO | JIOMOJHUTENbHBIE  BONPOCHI  HE
paccMaTpUBaeMOMY U IOMOJNHUTENBHBIM | JOMYCKAaeT TIpPyOBbIX OIMMOOK, HO
BOIIPOCAM; UCIIBITBIBAET 3aTpyTHEHUS B
— HMENTUCh 3aTPYJHEHHUS WM JOMYIICHBI | MOCIeI0BATEIbHOCTH ux
OMMMOKK B  ONpPEACTICHUH  TOHSATHH, | U3I0KEHHUS;

HCIIOJIb30BAHNHU TEPMHHOJIOTHH, | — He B TTOJTHOM Mepe
HCTIPaBJICHHBIC ocie HECKOJBKHUX | IEMOHCTPUPYET CITOCOOHOCTH
HABOJISIINX BOIPOCOB; IPUMEHATh TEOPETHUYCCKHE 3HAHUS

«Q» | NIPY HETIOJTHOM 3HAHUH TEOPETHUYECKOTO | IJIS aHajmn3a NPAaKTUYECKHUX
Martepuasa  BBIBIEHA  HEJIOCTATOYHAS | CUTYaIluii;
c(hOpMUPOBAHHOCTH KOMIICTCHIINH, YMEHUN | — MOATBEPKAAET OCBOCHHE
U HaBBIKOB, CTY/I€HT HE MOXKET NPUMEHUTD | KOMIIETEHIMH, IPEIYCMOTPEHHBIX
TEOPHUIO B HOBOW CHUTYAallNH; IIporpaMMoONl  Ha  MHUHHMMAJIBHO
—  MPOAEMOHCTPHUPOBAHO YCBOEHHUE | IOMYCTHMOM YPOBHE
OCHOBHOU JINTEPATyPhI
— HE PACKPHITO OCHOBHOE COJIEP)KAHHE | — OOYYarOIIHICs UMeeT

«2»

y4eOHOro MaTepuana;

— 0OHapyXeHO HE3HaHUE W
HETIOHMMaHue OoJpliel WM HauboJee
BaKHOM YacTH y4eOHOTO MaTepHana;

— JIONyIIeHBl OIMMOKH B  OINpeACIICHUN
TTOHSTHA, pu WCIIOJIb30BaHUHT
TEPMHUHOJIOTHH, KOTOpPBbIE HE HCIIPABJICHBI
MOCJIe HECKOJIBKUX HaBOJISALINX BOIPOCOB.
— He  c(hOpPMHUPOBAHBI  KOMIICTCHIIUH,

CYIIECTBEHHBIE MPOOEBl B 3HAHUAX
OCHOBHOTO y4eOHOTO Marepuaia 1o
JMCLUTUIMHE;

— He CIoco0eH apryMEeHTHPOBAHO U
MOCIIEOBATENbHO  €ro  M3Jararh,
JIONyCKaeT TrpyOble  OMMUOKH B
OTBETaX, HEMPAaBWIFHO OTBEYAaeT Ha
3aJaBacMble BOIIPOCHI WIn
3aTPYyJHSIETCS C OTBETOM;
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Aucm 23 uz 52
— HE IOATBEPXKAACT  OCBOEHUE
KOMIIETCHIIUM, INPEAYCMOTPEHHBIX
IIPOrpaMMOn

7.3. TunoBble KOHTPOJIbHbIE 32/IaHUS UM HHbIE MATePHAaJIbl, HEOOX0AMMbIE JIfl OLlEeHKHU
3HAHUWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA AeSATEJIbHOCTH, XaPAKTEPU3YIOIIUX ITATbI
(¢opMupoBaHUA KOMIIETEHLIMI B MPoLiecce 0CBOEHHUs 00pPa30BaTeIbHOM MPOrPaMMBbI.

5 Pa3znen HUCHMIIIMHEL,
o | obecnieunBaromuit Bun u conepxanue
- TpeOoBaHMs K BBIIOJHEHUIO KOHTPOJIBHOTO
a hopmMupoBaHHe KOHTPOJIBHOTO
o 3a/IaHMs M CPOKAM ClIauu
E 3| xomnereHuuu (Wi ee | 3agaHusA
é § YJaCTH)
OCHOBHBIE IMOAXOIBI K
4 | Opranmzauum AyauTtopHoe Kpurepun onenku: 0,5 Oamia 3a Kaxablid
JIETIOTIPOU3BOJICTBA B | TECTHPOBAHHE NPaBUJIBHBIA OTBET
YUPEKICHUU
OcHOBHbIE TOAXOBI K | AyIUTOPHOE Kpurepun onenku: 0,5 Oamia 3a KakIbli
g | opramusaimy TECTUPOBAHUE IPABWILHBIA OTBET
JIENIONPOU3BOJICTBA B
YUPESKICHUU
OcoOeHHOCTH [Ipencrasnenue [TakeT TOATOTOBIEHHBIX JAOKYMEHTOB OT
JIOKYMEHTOBEJICHUST W | TPYIIIOBOTO MPOEKTA | TPYIIIIHI:
JIOKyMEHTO00OpoTa B Kpurepun OIICHKHU: HaJINYHe u
17 | rocynapcTBeHHBIX pacrionokenue  pexBuzuto — 30%
YUPEKICHUAX u rpamotHocTh —  30%,  aKKypaTHOCThb
OpraHU3aIMIX odopmIteHUs — 20%, CMBICJIOBOE
conepxkanue — 20%
OcobeHHOCTH Hrorosoe 90% u 6onee — 9-10 6ammos, 70-89% - 8-7
JOKYMEHTOBEAECHUSI U | TECTUPOBAHUE mo | 6amnos, 51-60% - 6-5 OamioB, 51%
18 JIOKYMEHTOO00pOTa B | KypCy MIPABWIBHBIX OTBETOB — 0A30BEIi MTOPOT

rOCy1apCTBEHHBIX
YUPEXKIEHUSIX u
OpraHM3aLusIX

Texyummii KOHTPOIb 1 — AyANTOPHOE TECTHPOBaHHUE

Pa3nen 1. OcHOBHBIE OAX0ABI K OPraHU3ALMU 1eJI0NPOU3BOACTBA B YUPEKICHUN

1. B IpeBHepycCcKOM rocyiapcrse HeHTPAMU BeleHUs JOKYMEHTAIlUM U ee XPaHEeHUs
ObLIN:

a) MOHACTBIPH;

0) apXUBBHI;

B) KHSDKECKHUE TaJIaThl;
T') LAPCKUil BOpELL.

2. Kak Ha3bIBAJIUCH NepBble TOCYIaPCTBEHHbIE YUPeKIeHUus?
a) IeTapTaMEeHThI;
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0) KHSKECTBA;

B) IPUKAa3bl,

I') MOHACTBIPH.

3. Kakue peKBHU3UTHI OTHOCATCS K IOPUANYECKH 3HAYUMBIM ?

a) 1aTa, perucTPAMOHHbIA HOMepP JOKYMEHTA;

0) 3aroJIOBOK K TEKCTY, OTMETKa 00 HCIOJTHUTEIE;

B) pE30JIOIHS, OTMETKA O HATMYUU MPUITIOKEHUH.

4. Jle10on1pon3BOACTBO — ITO:

a) IBMKEHHUE IOKYMEHTOB B OpraHU3allMi ¢ MOMEHTA UX CO3[aHUs WU TOJTYyYEHUS 10
3aBEpLICHUS UCIIOTHEHHUS;

0) oTpacib JesiTeJJbHOCTH, 00ecneYnBAIIAS JOKYMEHTHPOBAHNE H OPTaHU3aIUI0 PA0OTHI
¢ opuIMATbHBIMHM JOKYMEHTAMH,

B) 3aMUCh MH(POPMAIIUHU HA PA3IMUYHBIX HOCUTEISIX MO0 YCTAHOBJICHHBIM PaBUIIaM.

5. 1o cnoco0y 10KYyMEeHTHPOBAHUSA PA3IHMYAIOT JOKYMEHTbI:

a) TpadapeTHsIe;

0) pyKONHCHBbIE ICbMEHHbIE;

B) (hopMaIM30BaHHEIE.

6. [luis1 4yero npoBoauTCcs YHUGUKAIMA JOKYMEHTOB?

a) VIl JOKYMEHTHPOBAaHUS YIIPABJIEHYECKOIl 1eSiTeIbHOCTH,

0) /U1 opraHu3anuu paboThl ¢ JOKYMEHTaMU;

B) /ISl CHHDKEHUS KOJIMYECTBA IPUMEHSAEMBIX JOKYMEHTOB, CHUKEHUS TPYJOEMKOCTH UX
00paboTKu.

7. PacnoJioxkeHre peKBU3UTOB HA OJIaHKe JOKYMEHTA Onpeae/sieTcs:

a) COCTaBUTEEM JJOKYMEHTA;

0) mpaBwiIaMu yHU(DUKAIIUHN TOKYMEHTOB;

B) rOCYyJapCTBEHHbIM CTAHIAPTOM.

8. PekBH3UT 1OKyMEHTa — 3TO:

a) CTaHJAPTHBIN JIMCT OyMaru, Ha KOTOPOM O0TOOpaXkeHa MOCTOSHHAs MH(OpMAIs U OTBEJICHO
OTpeIeIEHHOE MECTO IS IEPEMEHHOM;

0) COBOKYIHOCTb PACHOJIOXKEHHBIX B ONPEeICHHOM MMOCIe0BaTeIbHOCTH 3aMCel, MPUCYIIUX
OTpe/ieIEHHBIM BHUJIaM JIOKYMEHTOB;

B) 00513aTeJIbLHBIH 2JIEMEHT 0(pMIMAIBHOIO0 JOKYMEHTA.

9. PexBusut «HanmeHoBaHHe BUA JOKYMEHTa»:

a) MO3BOJISIET CYAUTh 0 HA3HAYeHHEe JOKYMEHTA, ONpe/ieJisieT COCTaB PEKBU3UTOB H
CTPYKTYPY TEKCTa,

0) MO3BOJISIET CYAUTh O HA3BaHUU OPraHU3allii — aBTOpa JIOKYMEHTAa;

B) MPUJAET COAEPKAHUIO IOKYMEHTa HOPMaTUBHBIN HJIM MPABOBOM XapakTep.

10. PerncTpaninoHHbIi HOMEP JOKYMEHTa — 3TO:

a) J1aTa ero MOANUCAHUS WIH YTBEPKIACHHUS;

0) yci10BHOe 0003HAYCHHE JOKYMEHTA, 10]] KOTOPHIM OH BBeJeH B HH()OPMaIlHOHHO-
MOMCKOBYIO CHCTEMY OPraHU3aluu,

B) OTMETKa JJIsl aBTOMaTHYECKOI0 TIOMCKA TIOKyMEHTa (MOXeT BKIIIOYaTh UMsI TUCKa,
JTUPEKTOPHUH U (haiiia, COlepIKalero TaHHbIM TOKYMEHT).

11. B kakoMm ci1y4ae npaBWIBHO 0(pOPMIICH PEKBU3HT «Anpecar»?

a) {upextopy mixossl Ne 269

NBanosou Tamape IlerpoBHe

0) dupexropy mkomnst Ne 269

NBanosou T. I1.
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B) 129128, Mockaa, yi. PocTtokunckasi, 7

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

r) Aupexropy MockoBcKO# K0JIbI Ne 269

T. II. UBanoBoii

12. Ilitan pa6oThl KoJIeaKa Ha 2024/2025 yueoublii roJ yrBep:KIeH peleHnemM
NeJaroru4eckoro cosera. B kakom ciryyae npaBujibHoO oopmiieH pekBU3UT «I'pud
YTBep:KIeHHUsI JOKYMEHTa»?

a) YTBEPX/IAIO

Pelenune negarorn4eckoro coBera

ot 12.08.2015 1. Ne 14

0) YTBEPX/JIEH

Pemennem negaroru4eckoro copera

ot 12.08.2015 Ne 14

B) YTBEPXJIEH

PelenneM nenarornyeckoro coBera

ot 12.08.2015 1. Ne 14

13. PekBH3HUT «3aroJI0BOK K TEKCTY»:

a) oTpakaeT KpPaTKoe CoAep:KaHue JOKYMEHTa;

0) MO3BOJISIET CYIUTh O HA3HAYEHUH JJOKYMEHTA, OIIPENIEISET COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa;

B) HEOOXOIMM TSI OTIEPATUBHOMN CBSI3U C TEM, KTO COCTaBUJI JOKYMEHT.

14. B kakoMm mMecTe JOKYMEHTa NPOCTaBJsieTcsl peKBU3UT «OTMETKA 0 KOHTPoJ1e»?

a) Ha JIEBOM I10JI€ IOKYMEHTAa, HallpOTUB pekBU3HUTa «CIpaBOYHbIE TaHHbIE 00 OpraHu3alun»;
0) B BepXHeM NPaBOM YIUIy IIePBOI0 JIHCTA JOKYMEHTA;

B) B HIDKHEM IIPABOM YTIIy IIEPBOIO JIMCTA JOKYMEHTA.

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

a) COTJIACOBAHO

IIporokoJiom 3acenanus

npasJjieHusi cTpaxoBoii komnanuu «Ilianera»

ot 21.06.2015 Ne 10

0) H. U. Opinos

(moamuch)

B) HauanpHUK I0pHAMYECKOTO OT/eNa

IToamuce

I'. . Cunopos

21.12.2015

16. PexBu3uT «BU3bl COTJIACOBAHUNA»:

a) CILY>KUT /17151 0OPMIICHUS BHELITHETO COTJIACOBAHUS C KOHKPETHBIM JOJDKHOCTHBIM JTUIIOM HITH
KOJUIETHaJIbHBIM OpTraHOM;

0) npuaaer coaepKaHuio O(PUIMATBHOTO JOKYMEHTa HOPMAaTUBHBIN HIIM IIPAaBOBOM XapakTep;
B) MCIOJIb3YeTCs VIl BHYyTPEHHEr 0 COIJIacOBAHUS NMPOEKTOB I0KYMEHTOB U NPH
03HAKOMJICHHH € KAKHM-JIN00 IOKYMEHTOM KaK NIMCbMEHHOe NOATBep:KIeHne (paKTa
03HAKOMJIEHHU.

17. st nOKyMeHTa, NOAJMHHUK KOTOPOIro OCTAaeTCs B OPraHM3alluH, BU3bI
NPOCTABJISIIOTCH:

a) HWKE TIOJIUCH PYKOBOJUTENIS, IOIUCABIIETO JOKYMEHT;

0) B HMKHeH 4acTH 000POTHOM CTOPOHBI MOCJIeIHEr0 JIMCTA MOAJMHHUKA TOKYMEHTa;
') Ha 000POTHOM CTOPOHE MEPBOTO JHCTA TOKYMEHTA.
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18. B kakoMm ciryyae npaBwibHO 0opMiieH peKBU3UT «OTMeTKa 0 HAJIUYUH
NMPWIOKEHUD), €CJIM B TEKCTE COMPOBOAUTEIHLHOI0 MUCHMA He YIIOMHHAJIOCH 0
MPUJIOKEHUU?

a) Illpnaoxenue:

1. CnnpaBka 0 corsiacopaHuu NMpoeKkTa Ha 4 J1. B 1 3K3.;

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

0) IIpunoxxenwue: Ha 6 1. B 1 3K3.

19. PexBu3uT «OT™METKA 00 MCIOJTHUTEJIE):

a) HeoOXO0UM /IJISl OTIEPATHUBHON CBAA3M € T€M, KTO COCTABUJI IOKYMEHT;

0) SIBJISIETCS] OJTHUM U3 OCHOBHBIX CIIOCOOOB YJIOCTOBEPEHUS IOKYMEHTA;

B) GUKCHUPYET yKa3aHUS PyKOBOJUTEINS 110 TOBOY UCTIOJHEHHS TOKYMEHTA.

20. B kakoM ciayyae npaBWiIbHO oopmiieH pekBu3uT «lloanucek» Ha 0j1aHKe JOKyMeHTa?

a) PexTop akanemun B. A. IlerpoBa

0) Pexrop akagemun [Terpora B. A.
B) Pextop Cubupckoii akagemMun

rOCYJapCTBEHHOM CITYyKObI B. A. IlerpoBa

Texkymmii KOHTPOJIb 2 — AyAUTOPHOE TeCTUPOBAHHE

Pa3nes 2. OcoGeHHOCTH cocTaB/IeHUs] H 0(pOPMJICHHS OCHOBHBIX JOKYMEHTOB YIIPaBJICHUS
1. B orcyrcrBHe pykoBoautesas A. U. IlerpoBa 10KyMeHT moanucas ero 3aMecTUTE/Ib
CuopoB, HCNOJHAINI 00513aHHOCTH PYKOBOAUTEISA. YKAaKNTe NPAaBUIbHbINH BAPHAHT:

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

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

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

(moamuck Cumopona)

2. JlaToif NIPOTOKO.1a SIBJISICTCH:

a) JlaTa MOAMMCAHUS TPOTOKOJIA;

0) 1aTa NpoBeAeHUsI 3aCeJaHus;

B) JlaTa perucTpanuy NpoTOKoa.

3. IIpuxa3s co3xaercs aAas:

a) TIOJITBEPKACHUS YCTAHOBIICHHBIX (PaKTOB, COOBITUH, TEUCTBUI;

0) pelIeHUsI OCHOBHBIX ONlePATHBHBIX 32124, CTOSILIUX Nepe JAHHBIM OPIraHOM;
B) OTpa)KE€HUs YCIOBHUM TPYTOBBIX B3aHMOOTHOILIEHUN COTPYIHHUKA C aIMUHUCTpALIUEH.
4. B kakoMm ciy4ae NnpaBWIBHO 0(pOpMIIeH PeKBU3HT «OTMeTKA 0 3aBepeHUH KOITHN»?
a) Bepno:

WNHcniekTop oTaena Kaapos ITogmuce  U. U. Ilerposa

6) Bepno

WNHcniekTop oTaena Kaapos ITogmuce  U. U. Iletposa

B) Bepno

HHcnekTop oTaea KaapoB Hoanucs WM. U. Ilerposa
16.03.2006

5. Bu3a opucra Ha npuKase:

a) 03HaYaeT BHYTPeHHee COTIacoBaHue, MOATBEP KAA0IIee, YTO MPHUKA3 He MPOTHBOPEYHT
3aKOHY;

0) 9T0 00s3aTENBHBIA PEKBU3UT MTPUKA3a, MPUIAIONINNA MYy IOPUANICCKYIO CHITY.
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6. Korna ynpasJieH4eckoe JeiicTBHe MPeAN0JaraeT KOHKPETHOr0 MCIOJHUTEJISA, TO
MYHKTHI PACHOPSAUTEIBHON YaCTH NPUKA3a J0JIKHbI HAYUHATHCH:

a) ¢ yka3zaHus (paMUINKM U MHUIUAIOB UCTIOJTHUTEIIS;

0) ¢ ykazaHus OpYy4YEHUS;

B) C YKa3aHUA J0JKHOCTH M (paMUJINM ¢ MHUIHAJIAMHA UCIIOJTHUTEJIS.

7. IIpoTokoa — 310:

a) MUCbMEHHOE COTJIAIIEHUE CTOPOH, OMPEIEISAIONIee YCIOBUS KaKUX-TMOO OTHOIICHUH;
0) TOKYMEHT, MOATBEPKAAFOIINN (HAKTHI, COOBITHUS, IEHCTBUS;

B) JIOKYMEHT, COJIEpP>Kaliil ONMCaHUE MPOU3BOICTBEHHOM IEATEIBHOCTH OpraHUu3alluu;
I) IOKYMEHT, (pUKCUPYIOLIHIi X0/ 00CYK/1eHNsI BONPOCOB U MPUHSITHUSA pellleHn Ha
coOpanuu, 3aceJaHNH.

8. [IpoToK0/1bI HyMepPYIOTCH MOPSIAKOBLIMU HOMEPAMM:

a) B IpejieNiaX BCero BpEMEHU CYIIECTBOBAHHUS OpraHU3aIUY;

0) B mpejesax KaJeHIapHOIo roja;

B) B Mpejienax IsTH JIeT.

9. Bonpochbl MOBeCTKH JHSI PACHIOIATAKOTCA:

a) 10 BPEMEHHU, KOTOPOE MPEINoiaraeTcs 3aTpaTUuTh Ha 00CYKIECHHE KaXKI0T0 BOIIPOCa;
0) B JIFOOOM TTOPSIZIKE;

B) 110 CTeNleHH BAYKHOCTH 00CY K1aeMbIX BOIIPOCOB.

10. JokymeHTBI, cCOCTaBJIsIeMble KOMHCCHEH, MOANMUCHIBAIOTCH:

a) PYKOBOJUTEJIEM OpTaHU3allNu;

0) mpencenareneM KOMHUCCHH,

B) MpejceaaTeaeM H 4ieHAMH KOMUCCHH;

T) mpeaceaaTeneM KOMUCCHH U CEKPETapeM.

11. Akt — 93T0:

a) TOKyMEHT WH(OPMAIIMOHHOTO XapaKTepa, CoAepKaIUil OonrcaHue MPON3BOACTBEHHON
JeSITeIbHOCTH OpraHu3aluy;

0) TOKYMEHT, aJIpeCOBaHHBII PyKOBOJUTEINIO OPraHU3aluU U HHPOPMHUPYIOIIHA €ro 0
CJIOKUBIIICHCS CUTYAIlMU, UMEBIIIEM MeCTO (aKTe;

B) IOKYMEHT, NOATBePKIA0IMNNA GaKTbI, COOBITHS, TeHCTBHS.

12. TekcT aKTa 7€JUTCHA HA BE YACTHU:

a) BBOJHYIO U OCHOBHYIO

0) BBOJHYI0O M KOHCTATHPYIOLYIO0, COAEPKAILYI0 BHIBO/bI;

B) HAYAJIbHYIO U 3aKJIIOUUTENbHYIO, COJIEPKAIIYIO BBIBOJIBI.

13. UuopmanmonHas cnpaBka — 3T0:

a) JIOKYMEHT HH(OPMALMOHHOI0 XapaKTepa, CoAep:KAIMi ONUCAHNe TPON3BOACTBECHHOM
AeATeJIbHOCTH OPraHN3alMy U NOATBEP KAeHue KaKuX-11u00 pakToB, cOObLITHIA;

0) TOKYMEHT, aJIpeCOBaHHBII PYKOBOJIUTEIIO YUPEXKICHUS U HHPOPMUPYIOLIUI eTo O
CJIO)KUBIIICHUCS CUTYAIlMH, UMEBIIIEM MECTO SIBIEHUU WU (aKTe, COACPIKAITUIN BBIBOIBI U
MPEAJIOKEHUST COCTABUTES;

B) IOKYMEHT, MOSICHSIOUINM COIepKaHUE OT/IENbHBIX IMOJI0XKEHUH OCHOBHOTO IOKYMEHTA UITH
OOBACHAIONIUHI MPUUUHBI KAKOTO-TH00 COOBITHS, (PaKTa, OCTYIKA.

14. Kakoii pekBH3UT He BXOJUT B cOocTaB GopMyJisipa-odpa3na cnpaBku?

a) HaMMEHOBAaHUE OpraHU3allNH;

0) HaMMEHOBaHUE BU/IA JOKYMEHTA,

B) JaTa IOKYMEHTA;

') pETUCTPALIMOHHBIN HOMEP TOKYMEHTA,

a) rpud yTBep:KIeHHus JOKYMEHTAa;
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€) azmpecar.

15. CnpaBku, noATBePAAAIONINE CBeAeHUs OMOrpaduuecKoro UM ciaykeOHOro xapakrepa
NMOANMCHIBAIOTCS:

a) pyKoBoauTeeM (1 3aBepSIOTCS MeYaThIo);

0) pyKOBOAMTEIICM;

B) HAYAJILHUKOM OT/IeJia KaJIpOB.

16. lokaanHas (ciay:keOHas) 3alIUCKAa — 3TO:

a) IOKYMEHT, a/IpeCOBAHHbII PYKOBOIUTEJII0 YUpPe:KIeHUs1 1 UH(popMHUPYIOILIUii ero o
CJIOKUBIIEHCS CUTYallul, MMEBILIEM MeCTO sIBJIeHNH WK (paKkTe, BHINOJIHEHHOH padore,
coJiepxaluii BbIBOAbI H MPeIJI0KeHUsI COCTABUTEJIS;

0) TOKYMEHT, MOATBEPKAAOIINN (HaKThl, COOBITHUS, IEHCTBUS;

B) IIpEIJIOKEHUE (PUPME HIIM KOHKPETHOMY JIMITY 3aKJIIOYUTH JEJI0BOE COTJIAIICHUE.

17. laToii 10KJIAAHOM 3alIMCKHN CYUTAETCS:

a) J1aTa U3JIaraéMoro CoObITHS,

0) 1aTa MOANMUCAHMS JTOKJIATHOM 3alIMCKH;

B) J1aTa IPUHATHS PE3OJIIOLINU.

18. I'apanTHiiHOE MHCHMO:

a) MoATBepxkaaeT (HakT OTIPABKH aapecaTy KaKuxX-Tu00 JOKYMEHTOB UITH JIPYTHX
MAaTEepUAIbHBIX LICHHOCTEH;

0) moATBepP:KAAET oNpeeIeHHbIE 00513aTe/ILCTBA, 00€CIAHUS OPTraHU3AIHHU;

B) COJEPKUT OTBET Ha MUCbMO-TIPOCHOY.

19. KagpoBasi 1oKyMeHTAIMSA BeAeTCH B COOTBETCTBUH:

a) ¢ TpyaoBbim koaexcom Poccuiickoit @enepaunu;

6) ¢ Konekxcom 3akoHOB o Tpyne PO.

20. TekcT mpuKa3a Mo JUYHOMY COCTABY 00513aTeJIbHO 3aKAHYHUBAIOT:

a) Ha3HauYE€HUEM OTBETCTBEHHOTO 32 MCIIOJIHEHUE TPUKa3a;

0) ykazaHHEM CPOKOB JAEHCTBUSI IPUKa3a;

B) CCBHLIKOM HA JOKYMEHT, MOCJIYKUBIIWI OCHOBAHHMEM /IJIsl M3AaHUS NPUKAa3a.

Texkymmii KOHTPOIb 3 — AyIMTOPHOE TeCTUPOBAHHE

Pa3nen 3. OcoGeHHOCTH 1OKYMEHTOBe/IEHUS] H JOKYMEHT0000p0Ta B roCyAapCTBEHHbIX
YUpe:KIeHHUSIX U OPraHUu3anMuaX

1. Ilpuka3ssl 0 npueMe Ha padoTy ¥ YBOJbHEHUH XPAHATCH:

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

2. B TeueHHe KaKoro cpoka 3aBOJAMTCS TPY/A0Basi KHMKKA Ha JIMIL, BIlepBble MOCTYUBIINX
Ha paborty?

a) B TIEPBBIN JIeHb PabOTHI;

0) He MoO3Hee HeeJbHOI0 CPOKA MOCJe HavyaJjia padoThl;

B) HE MO3/IHEE Mecslla ¢ Hayaja paboThl.

3. les1aeTcs 1M COOTBETCTBYIOLIAS 3aNIMCh B TPYA0BO# KHMKKe IPU CMeHe Ha3BaHUS
npexnpuaTus’?

a) na; 0) HeT.

4. B kako# CPOK J0J/IKHA MPOU3BOAUTCH 00padoTKa JOKYMEHTOB M Mepeaadya ux
HCIOJHUTEASAM?

a) B JIeHb NMOCTYIVIEHUS JOKYMEHTOB B OPraHU3alHIo;

0) B TpEXTHEBHBIN CPOK IMOCIIE MOCTYIJICHHUS JOKYMEHTOB B OpraHU3aIIHIO;

B) B HEZIETIbHBIN CPOK I1OCIIE MOCTYIUICHHS JOKYMEHTOB B OPraHU3alHMIo.

5. Kakue 3Tanbl NpOXOAAT HCXOASIIME JOKYMEHTbI?
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a) coCTaBJICHHE MIPOEKTA JOKYMEHTA;

0) perucTpanus;

B) IPHEM M TIEpBUYHAsI 00paboTKa,

I') KOHTPOJIb 3@ UCIIOJIHEHUEM.

6. PerucTpaumOHHO-KOHTPOJIbHbIE KAPTOYKH UCIOJIb3YHOTCSH:

a) 711 KOHTPOJIA IBUXKEHUSI BHYTPEHHUX JTOKYMEHTOB;

0) st 3anucu HHGOPMAIIHH,

B) [JIl PerHCTPAlliM BXOAAIIMX, HCXOAAIINX, BHYTPEHHUX JOKYMEHTOB.

7. B kakux ciay4yasix yio0Hee UCIO0JIb30BAThH KYPHAJIBHYI0 (DOPMY perucTpanuu
AOKYMEHTOB?

a) pu OOJBIIOM IOKYMEHTOO0O0POTE;

0) npu MaJIoM 10KYMeHT000opoTe.

8. B kaknX J0KYMeHTaX PSIAOM C PeruCTPAMOHHBIM HOMEPOM YKAa3bIBAKOTCH OYKBBI «JI»
i «K»?

a) B aKTax;

0) B IOKJIAJIHBIX 3aMHCKaX;

B) B MPUKa3ax M0 OCHOBHOM AESITETbHOCTH;

I) B IPMKAa3ax [0 JUYHOMY COCTaBY;

1) B CIIpaBKax.

9. lokyMeHT0000pOT - 3T0:

1. IBUKeHHE JOKYMEHTOB B OPTaHM3AIlUM C MOMEHTA UX CO3aHMUsl WM MOJy4YeHHUs 10
3aBeplICHUS] UCIIOJHEHHUS WIN OTIIPABJICHUS.

2. 4acTb JeJIONPOU3BOJICTBA, HEITOCPEACTBEHHO CBA3aHHASI C CO3aHUEM JJOKYMEHTOB.

3. oTpacip AesITeNbHOCTH MO pa3paboTke U 0pOpMIIEHUIO OPHUITHATBHBIX JOKYMEHTOB,
OpraHU3aIMH X JBIKEHUS, yUe€Ta U XpPaHCHHUS.

4. TOKyMEHTAIlMOHHOE O0ECTIeUeHUE YIPABICHUS.

5. nesATeNbHOCTh TI0 OpPTraHU3aIMi XPaHEHUS TOKYMEHTOB.

10. TunoBas cxema ABMKEHHMS BXOASIIEr0 JOKYMEHTA COCTOMT U3 CJeAYIOUIUX MPOLECcCOB:
1. ITonyuenue -> PaccmoTtpenue -> Mcnonnenue -> Perucrpanus -> B nerno.

2. Ilonyuenne -> B neno -> Perucrpanus -> Paccmorpenue -> HcnonHenue.

3. [lonyuyenue -> B neno -> Paccmorpenue -> cnonnenue -> Peructpanus.

4. Ilosryuenne -> Perucrpanus -> Paccmorpenne -> HUcnosinenue -> B nedno.

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

11. TunoBas cxema ABMKEHHSI BHYyTPEHHEr 0 IOKyMEHTA:

1. ITonroroBka -> Peructpanus -> CoryiacoBanue -> YTBepxaeHue -> Mcnonnenue ->B neno.
2. IloaroroBka -> CorsacoBanue -> YTBep:xkaenue -> Perucrpanus -> Ucnonnenune -> B
AeJI10.

3. [loaroroBka -> Perucrpanus -> Y1Bepxaenue -> Mcnonuenue -> B neno.

4. IlogroroBka -> McnonHenue -> YTBepxkaeHue -> Perucrpanus.

12. TunoBas cxema ABM:KEHHMS UCXOISAIIET0 JOKYMEHTA:

1. TTonroroBka -> Peructpanus - >B aeino -> CoriacoBanue -> YTBepxkaeHue -> OTpaBka.
2. MoaroroBka -> CorsacoBanue -> YTBep:kIeHue -> Perucrpanus - >B geJio ->
Ornpaska.

3. [loaroroBka -> CornacoBanue -> Peructpanusi, B A€o0 ->YTBepxkaenue -> OTnpaBka.

4. ITogroroBka -> CoryiacoBanue -> YTBepxkaeHue -> OtnpaBka -> Peructpanus - > B 7€0.
13. EI'CJI — 3To0:.

1. COBOKYNHOCTbH PEKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUHU C (GOPMYIIIPOM JOKYMEHTA.

© PI'YTHUC



OEJEPAJIbBHOE TOCYOJAPCTBEHHOE BIO/IKETHOE OBPA3OBATE/IBHOE CMK
YYPEXXIEHME BbICIITETO OBPA30OBAHIA PIyTUC

«POCCUUCKUW TOCYTAPCTBEHHBIVI YHUBEPCUTET

TYPU3MA V1 CEPBUCA»
Aucm 30 uz 52

2. KOMIIJIEKC OCHOBHBIX I10JIO’KEHHH, ONpeeNIOIUX U PeriIaMeHTHPYIOIUX OpraHU3alUuIo

JIOKYMEHTALlMOHHBIX [TPOLIECCOB HA IPEIIPUITHH.

3. COBOKYIHOCTb JOKYMEHTOB, IPUMEHSIEMBIX B ONPECIIEHHON cepe NesTeIbHOCTH

4. nesTeNnbHOCTD armapara ylpaBieHMsl, 0XBaTbIBAIOIAs BOIPOCH! JOKYMEHTUPOBAHUS U

OpraHu3anuu paboThl ¢ JOKYMEHTaMU

14 ToxymenT, coaepxxamuii ”HGOPMALHIO, He NPEeAHA3HAYECHHYIO /IS IIHPOKOIo

pacnpocTpaHeHHs:

1. HeonyOnMKOBaHHBIN

2. TailHBIN

3. HemyOJIMKYeMBbIi

4 HenepHOAMYECKUIl

15. Kakoii Bua pacnopsiiuTe/ IbHOr0 JOKYMEHTA U3/1aeTCsl eANHOJIMYHO PYKOBOAMTEIEeM

1. nmocranoBneHue

2. peuieHue

3. pacnopsi;keHune

16. Iocseqnnii 3Tan padoTsl ¢ JOKYMEHTAMH HA3bIBaeTCs

1. cnaueii B Mmy3eit

2. c1aveid B apXuB

3. omyOIMKOBaHUE BO BCEX POCCUHCKUX ra3eTax

17. Yro npeacrapiisieT HUPKYJISIPHOE MHCHBMO

1. nndopmanms 0JHOTO coep:KAHUA MPeAHA3HAYEHA VI 00/1b1IOr0 KOJIMYeCcTBA
ajgpecaToB

2. nH(pOpMAIUs OTHOTO COEPKaHMsI ITpeTHa3HAuYeHa [T OJTHOTO ajapecara

3. uH(pOpMaLUs Pa3HOTo COJEpKaHUs MTpeJHa3HaueHa /Ui OOJBIIOr0 KOJIMYECTBA aJpecaToB

18. Komniekc 10KyMeHTOB, peryJIMpyloIMX AeATeJJbHOCTh OPraHu3aluii

1. pacnopsiauTenbHbIE JOKYMEHTHI

2. OpraHW3aIMOHHBIE TOKYMEHTHI

3. MHPOPMALMOHHO-CIIPABOYHBIE TOKYMEHTHI

19. HopmaTuBHBIi 10KYMEHT, onpeaeasomuii pona 3apadoTHoi MJIATHI COTPYAHHMKOB

OpraHu3anuu

1. nomxHOCTHAsI UHCTPYKLIUS

2. ITaTHOe pacnucaHue

3. Ycras

20. Kakoif JOKyMeHT cocTaBJisieTCsl IPH HAPYLIeHNH TPYA0BOH MJIH 00IeCTBEeHHOMH

JAUCHMITUHBI

1. oObscHUTENBbHAS 3aMTUCKA

2. MTOKJATHAs 3aMHCKa

3. ciykeOHas 3ammucka

Texkyumii KOHTPOIb 4 — 'pynnoBoi mpoexkT
IIpumepHasi TeMaTHKA rPYNIOBBIX POEKTOB:

1. JlokyMeHTallMOHHOE OOECIeUYeHNE YIPaBJICHUS B OpraHax TOCYJapCTBEHHOW BIACTH U
yrpaBlieHus (Ha MpuMepe KOHKPETHOW OpraHu3aIum).

2. OpraHm3aius JOKYMECHTAIIMOHHOTO OOCCIICYCHHS JICSITCIIbHOCTH CIYXOBl KaJpoB U
HaIpaBJICHUS €r0 COBEPIICHCTBOBAHMS (HA MPUMEpPE KOHKPETHOW OPTaHU3aIiH ).

3. AHanu3 JIOKYMEHTAIlMOHHOTO OOECIEUCHHs YMNpaBiCHUS OpraHu3alud W pa3paboTka
MPEIOKECHHH 110 €r0 COBEPIICHCTBOBAHUIO B KOHKPETHOW OpraHU3aIliy.
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4. JIOKyMEHTHUpOBaHHME  JI€ATEIbHOCTH  KagpoOBOM  ciy’)kObl M HANpaBJIEHUSA  €ro
COBEPILEHCTBOBAaHMS (Ha IPUMEpPE KOHKPETHOM OpraHu3alun).

5. IIpoGnembl aBTOMAaTHU3allMM  JOKYMEHTAL[MOHHBIX IPOLECCOB B OTEYECTBEHHOM U
3apyOeKHOU TUTEepaType.

6. BHenpeHue aBTOMAaTH3UPOBAHHBIX TEXHOJOTHMH B JOKYMEHTAl[MOHHOE oOOecledeHue
yIpaBiIeHUs (Ha IpUMEpEe KOHKPETHON OpraHu3alun).

7. 3apoXx/eHue, CTAHOBJIEHWE M DPA3BUTHE HKCHEPTHU3bl ILIEHHOCTH JOKYMEHTOB B
JIeJI0NIPOU3BOICTBE.

8. 3akoHOzaTeIbHOE U HOPMAaTUBHOE PEryJIMPOBaHUE JOKYMEHTOBEACHUS

9. BHyTpeHHsIs perjiaMeHTaIHs OpraHU3alluH JIeJIONPOU3BOJICTBA B KOHKPETHON OpraHu3aIny.
10.0co6eHHOCTH KOHTPOJII MCIIOJIHEHUS JIOKYMEHTOB B OpraHM3allUM M HAIPaBJICHUS €ro
COBEPILIEHCTBOBAHMUSL.

11.MexayHapoaHas cTaHIapTU3alus B cepe ynpaBieHHs JOKYMEHTaMU (MCTOPHs BOINpoOca,
COBPEMEHHOE IOJI0KEHUE €I, IBOIOLUS [IPOLIEcCca).

12.AHanu3 MeXJIyHapOoJHBIX CTaHAApTOB B cdepe ympaBiIeHHUs JOKYMEHTaMH (Ha Ipumepe
KOHKPETHOI'O0 MEXIYHAapOJHOI0 CTaHJapTa WJIM TPYIIbl MeXAyHapoJHbix crannapros MCO
nmu MOK).

13.Opraunsl ynpaBineHus apxuBHoU cdepoit B Poccun.

14.Ananu3 pa3paOOTKM MHCTPYKIMHU [0 JAEJIONPOM3BOJACTBY Ha MPEANpUITHH (HAa HpUMeEpe
KOHKPETHON OpraHu3alun).

15.Ananmu3 opraHm3amyy  JOKYMEHTOOOOpoTa M pa3paboTKa MPEeMIOKEHHH 10  ero
COBEpUICHCTBOBAHUIO HA KOHKPETHOM NPEANPUATHI

16. Ananu3 opraHu3anuu paboOThHl C MUCbMaMU U OOpalleHUsSMH TpaxJaaH (Ha MpUMEpe
KOHKPETHON OpraHu3alun).

17.Ananu3 pabotsl ciryx0b1 [IOY B opranuzanuu (Ha mpuMepe KOHKPETHON OpraHu3allun).

18. OcobeHHOCTH cOCTaBICHNUS HOMEHKIIATYPHI A€l (Ha MpuMepe KOHKPETHOH OpraHu3ainm).

19. Ananu3 cTpykTypsl U (yHKIUN cayxObl neronpousBoiactsa (JJOY) (Ha mpumepe
KOHKPETHON OpraHu3aIum).
20. Opranuzanus paboThl ¢ 00paIleHUsIMU TpaXkJaH B FrOCYJapCTBEHHBIX YUPEKICHUAX.

IlepeuyeHb THNIOBBIX BONPOCOB /151 IPOMEKYTOUHON aTTecTanuy (3a4eT ¢ OLEHKOi/ 3
cemectp I1K-6 / ITK-6.2)

Bomnpocsl K 3a4eTy ¢ OLEHKOM:
1. CoBpemeHHBIE 3aKOHOIATEIbHBIE aKTHI MO JIETOMPOU3BOJICTBY U APXUBHOMY JEITY
(3aKOHBI, IEKPETHI, YKa3bl U JIp.)
2. TloHsTHE «TOKYMEHT» B €0 UCTOPUYECKOM pa3BUTHU. COBpEMEHHOE COJIep KaHue
MOHATHUS «TOKYMEHT» U «QJICKTPOHHBIA TOKYMEHT.
[Tonsitre «urOpMarusy. CBsi3b HHGOPMAIIUU U TOKyMeHTa. Buasl nHbOopMaIuu.
Knaccudukanus 10KkyMeHTOB
OYHKIUU JOKYMEHTA.
OcHOBHBIE CTIOCOOBI TOKYMEHTHPOBAHUS U UX pa3BuTue. OCHOBHBIE CPEICTBA
JIOKYMEHTHUPOBAHUS U UX Pa3BUTHUE
MarepuanbHble HOCUTENH TIOKYMEHTUPOBAHHON MH(GOPMAIIHH.
8. OpUTrHHATBLHOCTDH U MOJTMHHOCTH IOKYMEHTOB.
9. KonuiiHocTh foKyMeHTa. COOTHOIICHHUE MOHATUH «TTOIJIMHHUKY» U KOTIHSI
MPUMEHUTEIBHO K 3JIEKTPOHHBIM JOKYMEHTAM.
10. IlonsiTre cucTeMbl OKyMeEHTAIMU. icToprueckoe pa3BUTHE CUCTEM JIOKYMEHTAIIUH.

o0k w

~
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11.

12.
13.
14.
15.

16.
17.

18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38.

39.
40.
41.

YuaubunupoBanHas cucreMa gokyMmeHTanuu. Kiaccupukaropsl 10KyMeHTHON
uHpOpMaLIUH.

Dopmynsp opUIUATBHOTO JOKYMEHTA U €ro HH()OPMAaLIMOHHBIE SJIEMEHTHI.

CocTaB peKBU3UTOB COBPEMEHHOI'O YIIPABIEHUYECKOIO JOKYMEHTA.

O61mue npaBuiia opopmIIeHUSI COBPEMEHHOTO YIPABIEHYECKOIO JOKYMEHTA.

bnank noxymenra. Buabl 6mankoB. TpeboBanus kK 0OpMIICHHIO, M3TOTOBICHUIO U YIETY
0JIaHKOB JJOKYMEHTOB ¢ n300paxkeHuem I 'ocynapcrsennoro repda PO.

CocTaB pekBU3UTOB OJaHKA.

TpeboBanus k opopmienuto pexBusuta «lloanucey». [IpaBuia noanucanus paziMuHbIX
BUJIOB JIOKYMEHTOB.

BuyTpeHHee corinacoBaHue JOKyMEHTOB. BHelIHee coriiacoBaHue TOKYMEHTOB.
TpeboBanus k oopmiieHuto pexkBusnta «'pud cormacoBanus» u «Bu3a cormacoBaHus».
[leyaTs u ee HazHaueHue. Buapl nevareid. [lopsinok npocraBineHus neyaTei Ha
JIOKYMEHTaX.

TpeboBanus k 0popMIIEHUIO PEKBU3UTOB «OTMETKA O HATUYHUU MIPUIIOKEHUD», «['pud
npuioxenus». OpopmiieHne npuinoxeHuid. [IOHATHS MOUTMHHUK M KOITUS TOKYMEHTA.
3aBepenue konuil. Ocobennoctu opopmieHus pekBu3uTa «OTMETKa O 3aBepEeHUN
KOIUW» IPU 3aBEPEHUU PA3TUYHBIX BUIJOB KOMHI.

TeKkcT COBpEMEHHOI0 yIpaBiIeHUYECKOro JOKyMeHTa. KoMno3unnoHHas cTpykrypa
Tekcra. O0mme TpedoBaHu K SA3bIKY M CTUJIIO CIIYKEOHBIX JOKYMEHTOB.
YHupHUIUpOoBaHHAs CUCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAITUH.
OpranuzanoHHbIE JOKYMEHTBHI.

PacniopsiutenbHbIe TOKYMEHTHI.

CripaBo4HO-UH()OPMAIIIOHHBIE TOKYMEHTHI.

Odopmienue nesaTenbHOCTH KOJUIETHATBHBIX OPTaHOB.

[Tpukassl. [Topsanok coctaBiaeHus 1 0(OpMIIEHUS IPUKA30B 10 OCHOBHOM JIESITETbHOCTH.
AxTsl. [Topsiaok coctaBiienust 1 0hOPMIICHHS aKTOB.

[Tpotokousl. [Topsinok cocTaBieHust U 0OpPMIIEHHUS.

CrnpaBku. Bussl cripaBok, MopsiIoK X COCTaBJIEHUS U 0)OpMIIEHUS.

Joxknannele 3anucku. [Topsaok ux coctaBieHust 1 0pOpMIICHHS.

[Mucema. Buasl muceM, OpsIIOK UX COCTABJICHUS M OPOPMIICHUSI.

[Topsimox 1 ocobeHHOCTH 0(hOPMIIEHHUS JOKYMEHTOB IO JTUYHOMY cocTaBy. OCHOBHBIE
HOpPMAaTUBHBIE JOKYMEHTHI perjJaMeHTHpYoIne paboTy ¢ TOKYMEHTaMH 110 JINYHOMY
COCTaBy.

Buabsl HOpMaTUBHBIX TPAaBOBBIX aKTOB. COOTHOIIEHNE MOHITUI «3aKOHOIATEIbHbIE
aKThl», «aKThl 3aKOHOJIATEIbCTBAY, «3aKOHO/IaTEIHCTBOY.

WNHucTpykuun. Bunel u conepxanue.

OnpeneneHus NOHATUS «IOKYMEHTO000poT». O0IIKe NPUHIIUITBI OpraHU3aLUuU
JOKyMeHT0000opoTa. OCHOBHbBIE XapaKTEPUCTUKH JOKYMEHTO000poTa (00BheM, CKOPOCTH,
JTaIbl).

[Tonsitue «perucrpanus fokymeHToBY. Llens peructpanuu. [Ipunnuns! peructpauuu
JOKyMeHTOB. COCTaB peErnucTpUpyEMbIX JOKYMEHTOB, CPOKH perucrpanuu. [lepeunn
JIOKYMEHTOB, HE MOJIEKALUX PETUCTPALIUH.

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

OcHOBHBIE 3TaIbl PA0OTHI C HCXOIAIIUMHU TOKYMEHTAMHU.

IIpaBuna opranu3anuy IBUKEHHUSI BHYTPEHHUX JOKYMEHTOB.

KoHTponb ncnosnnenus A0KyMeHTOB. @OpMbI KOHTPOJIS.
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42.
43.
44,
45.
46.
47.
48.
49.

50.

[TonsTne «HOMeHKnatypa nesn». Buasl Homenknaryp nen. Ilopsiok coctaBienus,
COTJIACOBAHUS, YTBEPKICHUS HOMEHKIIATYPHI JIE.

CxeMmbl IOCTPOEHUST HOMEHKJIATYpbI 1e1. OdopmileHUEe 3aroj0BKOB 1€ U UX
cHCTEeMaTH3alus, TOPSIIOK MHICKCALIUH JIe] B HOMEHKJIaType.

JlokyMeHTBI ¢ moBTOpstoliencs nHpopmanueil. Buasl moBropsiemocTu: 1y06I1€THOCTD,
UTHPOBaHUE, CyMMUpPOBaHKE, 00001IeHue, pedeprpoBanne, U3I0KeHNE, BAPUAHTHOCTD.
®dopmupoBanue u opopmienue aei. OCHOBHbIE IIPaBUIIA.

ITonsTre onmcu nein. Buabl onucen.

[ToHsATHE ONIEPATUBHOIO XPAHEHUS TOKYMEHTOB.

[lepenaua nen Ha XpaHEHHE B apXHUB OpPraHU3AIINH.

[TonsiTHE «r1epeueHb TOKYMEHTOBY. [IoHATHE «KOMITTIEKC TOKYMEHTOBY,
«ITOKYMEHTAJIBHBIN (POHI», «ApXUBHBIA (HOHI»

[Tousitue «apxusy». ['ocyapcTBeHHBIE ApXUBBI, APXUBbI OPraHU3ALMIA.

DOC 111 NPOMeKYTOYHOM aTTeCTAUNHU
Kpurtepun ouennBanus cpopMupoBaHHOCTH KOMIIETEHIMI
IIK-6 — Cnoco0eH npuHUMATH y4YacTHe B AAMHMHHCTPUPOBAHHUHM IPOIECCOB U

OCYULIECTBJISITH OPraHU3ANHIO JOKYMEHT0000POTA MO YNPABJIEHUIO MIEPCOHAIOM

[IK-6.1. Obnamaer 3HaHWsIMH B oOyiactd aaMuHHCTpHpoBaHuss HR- mporeccoB wu

OpraHu3anninu I[OKYMGHTOO6OPOT3. 10 YHIpaBJICHUIO IECPCOHAIIOM

1K-6.2. JleMoHCTpupyeT NOHMMAaHHE IPOLECCOB aJIMUHUCTPUPOBAHMSI M OPraHU3aLUU

I[OKYMGHTOO60pOTa B 00acTu YIipaBJICHHUSA [ICPCOHATIOM OpTraHU3allnn

[IK-6.3. OpranuszyeT u peajn3yeT TOKYMEHTAIlMOHHOE O(OpPMIICHHE pe3yIbTaTOB
MEPOMPUITHIA TIO YIPABIECHUIO IEPCOHATIOM

3amaHu 3aKPBITOr0 THUIA

3az[a1me 3aKPBITOr0 TUIIA HA YCTAHOBJICHHE COOTBETCTBUSA

3aganue 1. [IpouynTaiiTe TEKCT M YCTAHOBHTE COOTBETCTBHE.
CootHecure TCPMUHBI C UX ONIPCACICHUAMU

1) Jenonpou3BoacTBO

A) CBOHCTBO IOKyMEHTa OBITh ITOJIMHHBIM JIOKA3aTEIbCTBOM (DAKTOB,
COOBITHH, TeNCTBUI

2) Buyrpennuit b)[desrensHOCTh, OOecmeUnBaroNmias ITOKYMEHTHPOBAHUE, TOKYMEHTOOOOPOT,
JOKYMEHT OIlepaTHBHOE XPAHEHNE U HCIIOJIb30BAHUE JOKYMEHTOB

3) Opuanueckas cuna | B) CoBOKYNHOCTb JOKyMEHTOB, C(HOPMUPOBAHHBIX M0 KAKOMY-TTH0O MPU3HAKY
JIOKYMEHTOB

4) deno I')[lokyMeHT, CO3AaHHBIN MPENNPHUITHEM U TPETHAZHAYCHHBIH IS

BHYTPU(HUPMEHHOTO HCIIOJIH30BAHUS

3aganue 2. [IpouynTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBHE.
CooTHecHuTe TCPMHUHBI C UX ONPEACTICHUAMNU

1) Perucrpanus
JOKYMEHTa

A) 3adukcupoBaHHas Ha MaTepUaIbHOM HOCUTEIE HH(DOPMALIUS B BUE
TEKCTa, 3BYKO3AIKUCH WX N300paKEHUS C PEKBU3UTAMHU, ITO3BOJIIOIIUMU €€
WICHTH(PUIIPOBATH

2) PexBuzut

b) Cucrematn3upoBaHHBIN COUCOK A€M, )KypHAJIOB, KAPTOUYEK, 3aBOJUMBIX Ha
MPEAIPUATHN C YKa3aHHEM CPOKOB HX XPaHEHUS

3) Homenknarypa nen

B) IlpucBoeHne JOKyMEHTY pErUCTPAllMOHHOTO HOMEpPA ¥ BHECCHUE JAHHBIX B
pETUCTPAIMOHHO-YUETHYIO hopMy

4) JlokxymeHT

I") OTnenpHBIN DIEMEHT TOKyMEHTA
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33[[3]-[1/16 3. HpoanaifITe TEKCT H YCTAHOBUTE COOTBETCTBHUEC.
CootHecure TEPMUHBI C UX ONPEACTICHUAMNU

1) Tpynosoii A) JlokyMeHT, comeprkamnii *HHOPMAIIHIO O HABBIKAX, OIBITE paOOTHI,

KOHTPAKT 00pa30BaHuU, ¥ JPYTYIO OTHOCSIIYIOCS K NIy HH(pOpMaInto, 0OBIYHO
TpeOyeMyI0 JIJIsl pACCMOTPEHUS KaHIUIATyphl YEJIOBEKaA JIJIs HaliMa Ha palboTy.

2) AHkeTa b) CoBokymHOCTP TOKYMEHTOB O TPYAOBOHl  JesATeNbHOCTH  pabOTHHKA

paboTHHKA

3) Pestome B) Ceenenus o paboTHUKE, BHOCUMBIC UM CAMUM B CIICLIUATBHBIN OaHK,

coaepmamnﬁ pach/IpeHHmﬁ NEpCUCHb NaHHBIX O KAHAUAATC, MOXKCT COACPIKATH

YTOYHEHHYIO HHPOPMAIIHIO.

4) JInanoe neno

I') Cornamenne Mexay paboromarenieM U pPaOOTHUKOM, B COOTBETCTBHH C
KOTOPBIM  pabOTHUK 00sA3yeTcs BBINOJMHATH pPabOTy TO  ONpeAclHEHHOM
CHEeNUATLHOCTH, KBATH(DUKAIUK WM JODKHOCTH C TIOJYMHCHUEM BHYTPCHHEMY
TPYIOBOMY pacropsiKy, a padotomartenb 00sA3yeTcsl BBIMJIAYUBATE PaOOTHUKY
3apaboTHYI0 MJary M oO0eCledYnBaTh MPEAYCMOTPEHHBIC 3aKOHOAATEIHCTBOM
yCIIOBUS TPYAA.

3ananmue 4. [IpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBHE.
COOTHGCI/ITC TepMI/IHI)I C ux OHpGI[GJIeHI/IHMI/I

1) Perucrpanus
JIOKYMEHTa

A) 3adukcupoBaHHas Ha MaTepUaIbHOM HOCUTEINE HH(DOpPMALIUS B BUE
TEKCTa, 3BYKO3aIKUCH WM U300PaKEHUS ¢ PEKBU3UTAMHU, ITO3BOJISIONIUME €€
WIeHTH(PHUIIPOBATH

2) PexBu3uT

B) CI/ICTGMaTI/BI/IpOBaHHBIﬁ CIIMCOK ACJI, XXYPHAJIOB, KapTO4YCK, 3aBOJUMBIX Ha
NpCaANprUATHN C YKa3aHUEM CPOKOB UX XpaHCHUS

3) Homenknatypa aen

B) IIpucBoeHmne OKyMEHTY PETHCTPAI[IOHHOTO HOMEpa U BHECEHHE JaHHBIX B
PETUCTPaMOHHO-YUETHYIO hopMy

4) lokymeHT

I') OTnenpHBIN 2IEMEHT JOKYMEHTa

3aganue S. [IpouynTaiiTe TEKCT M YCTAHOBHTE COOTBETCTBHE.
CootHecure TCPMUHBI C UX ONIPCACICHUAMU

1) AKT

A) odunmanpHOE H3BEIIeHNE 00 UCITOTHEHUH OTIepaIiy

2) Axrent

b) cmpaBka 00 wumerommxcs B JOKYMEHTAJIBHBIX MaTepualax apxuBa
CBEJICHUAX [0 OIPEINEICHHOMY BOIIPOCY, TeMe, MpeaMeTy HIu O
Oonorpaduyeckux CBeICHUIX, 3aBEPEHHAs B YCTAHOBJICHHOM IOPSIKE

3) ApxuBHas ciipaBKa

B) moxymeHT, cocTaBIeHHBIA HECKOIBLKUMH JIUIIAMHU U TIOITBEP K TAFOTIIHHA
YCTaHOBJICHHBIC (DAKTHI UM COOBITHS

4) ABuzo

F) COrjIaCuC Ha NPCAJIOKCHHUEC BCTYIIUTL B CACIIKY, 3aKJIFOYUTL JOTOBOP Ha
YCIOBUAX, YKAa3aHHBIX B IIPCJIOKCHUN

3aganue 6. [IpouynTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBHE.
CooTHecHuTe TCEPMHUHBI C UX ONPEACTICHUAMNU

1) TapanTHitHOE MHCBEMO

A) peKBH3UT O(DHUIMATEHOTO TOKYMEHTA, BRIPAXKAIOIIHI COTIacHe
YUPEKJICHUSI WIIHA €0 OpraHa, He SBIISIOIIETOCS aBTOPOM JJOKYMEHTa, C €T0
COJIepIKaHUEM

2) I'pudp cormacoBanus

b) pexBu3uT oduUIMATBHOTO INOKYMEHTA, NPHUIAIOIIMN HOPMATHUBHBIA WM
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HpaBOBOfI XapaKTep €ro COACPKaHuI0

3) I'epbOoBEIii OIaHK

B) 61ank qOoKyMeHTa ¢ BocnpousBeaeHueM [ ocynapcTBeHHoro repba PO,
rep6a cyorexra PO nnn repba MyHUIIMITAIFHOTO 00Pa30BaHUS

4) I'pud yrBepkaeHUsS

F) IMUCHbMO, COACPIKAIICC IrapaHTUIO OIJIAThI, CDOKOB, KAY€CTBA U T. I

3aganue 7. IIpouuraiite

TEKCT H YCTAHOBUTE COOTBETCTBHUEC.

CootHecure TEPMUHBI C UX ONPEACTICHUAMNU

1) Hocee A) 0CcOOBIIf BHIT CITY)KEOHO-IEIIOBOTO ITHCHEMa, HAIIPABJISIEMOTO B alipec
MPEINPUITHS TPEJICTABUTEISIMU OPTaHOB TOCYJAPCTBECHHON BIACTH WIIN
JPYTUX MPEATNPUITHIA

2) 3ampoc B) yupexaeHne uim oTaebHOE JTUI0, C KOTOPBIM BEIETCS MepenrcKa

3) KoppecnoHaeHt

B) nokymeHTBI, OTHOCSTIHECS K KAKOMY-THOO eIy

4) HaxnagHas

I') noxymenT, KoTOpEIM OOpMIIIETCA IPEM U OTHPABKA IPy3a, IEPEMEILECHHIE
WM OTIIYCK MaTepUalIbHbIX [IEHHOCTEH.

3aganue 8. [Ipouuraiire

TEKCT H YCTAHOBUTE COOTBETCTBHUE.

CooTHecHuTe TCPMHUHBI C UX OIIPCACIICHUAMUA

1) Onuce A) mepedeHb BUAOB padoT, YCIyT, IPOAYKIIUH, TOBAPOB U T. JI. C YKa3aHHEM
LIEH U PacIieHOK

2) Odepra b) mpaBoBo#l akT, W3maBaeMBIN EIWHOJMYHO PYKOBOIUTEIEM, TJIABHBIM
00pa3oM KOJUIETHalbHOTO OpraHa TOCYAapCTBEHHOTO YIPABICHHS, B LEISIX
PaspCUICHU ONICPATUBHBIX BOIIPOCOB

3) peiickypaHT B) nucemMeHHOE NIpEIoKEHNE O 3aKIIOYEHUN KOHTPAKTa Ha ONPEeAEICHHBIX
YCIIOBUSIX

4) PacnopsbkeHue I') ropuanyeckn oopMIIeHHBIH NTepeYeHb JIOKYMEHTOB

Saua}me 3aKPbITOI0 TUIIA HA YCTAHOBJCHHUE MMOCTIECA0BATC/IBHOCTH

3ananue 9. [IpouuTraiite

TEKCT U YCTAHOBHUTC IMOCJCA0BATC/IBHOCTD

[Tpouecc paboThI ¢ BXOALIEH KOPPECTIOHACHIIMEN TPOXOJUT CIAEAYIOIINE ITANbI:
1) nanpasieHue JOKYMEHTOB Ha MCTIOJHEHUE

2) npHeEM ¥ COPTUPOBKA

3) opranuzanys KOHTPOJIS UCTIONHEHHUS IOKYMEHTOB

4) ucnonHeHue JOKyMeHTa

3anummure COOTBCTCTBYIOIIYIO MOCICAOBATCIIbHOCTD I_II/I(I)p CJICBA HAIIpaBO

3ananue 10. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJIEA0BATEIBLHOCTD
MapupyT IBHKEHHS UCXOAIIEH KOPPECTIOHACHITUN COCTOUT U3 CIEAYIOIINX ITAIOB:

1) mpejcTaBiIeHUE IPOEKTA
2) perucrparus J0KyMeHTa

JTOKYMCHTA Ha COIJIaCOBAaHUEC

3) moAroToBKa MpoeKTa JOKyMEHTa
4) oTmpaBKa JIOKYMEHTa aJipecary
3anuiuTe COOTBETCTBYIONIYIO MOCIIEIOBATETLHOCTD U ClieBa HAIPAaBO

3ananme 11. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJIEA0BATEIBLHOCTD
B kakoii mociie1oBaTeIbHOCTH B IPOTOKOJIAX COOpaHU pacrojiaraioT CiIoBa:

1) MIOCTAHOBWJIN;
2) BBICTYIIUJIN;
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3) PELLIIJIN;
4) CITVIIIAJIA?
Januimre COOTBETCTBYIOIIYIO ITOCIEA0BATEIIBHOCTD HI/I(l)p CJIEBA HAIIpaBO

3ananue 12. [IpounraiiTe TEKCT M YCTAHOBHUTE MOCJI€A0BATEIbHOCTD
KoHTposb 3a ucroHeHneM TOKYMEHTOB BKIIFOUAET B ce0s HECKOJIBKO ITAIOB:

1) IMPOBCPKAa CBOCBPCMEHHOCTH AOBCACHUA NOKYMCHTOB 10 KOHKPECTHBIX HCHOHHHTeHeﬁ;
2) mpeaBapuTeNbHAS MPOBEPKA U PETYINPOBAHUE XO/1a UCTIOTHEHUS;

3) mocraHOBKa JOKYMEHTOB Ha KOHTPOJIb;

4) y4ét n 0000I1IeHHE X012 U PE3yIbTATOB UCIIOIHEHUS JIOKYMEHTOB;

5) cHsATHE TOKYMEHTOB C KOHTPOJIS;

3anummTe COOTBETCTBYIOILYIO TTOCIIEIOBATEILHOCTH (P ClieBa HAIIPABO

3ananue 13. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJI€10BATEILHOCTH
B kakoii mocneoBaTeIbHOCTH PacloiaraeTcs aapec Ha HOYTOBOM OTIPABICHUH?

1) Vmna

2) Homep moma u kBapTHpa
3) Oo6mnacts

4) Topon

5) ®UO (Ha3Banue opranu3aiyvu) moaydaresis
3anuinuTe COOTBETCTBYIOLIYIO MOCIIEI0BATEILHOCTD U] ClIeBa HAMIPABO

3ananne 14. [IpounTaiiTe TEKCT U YCTAHOBUTE MOCJIEA0BATEIBHOCTD

PaboTa mo moaroToBku 3aceaHus KOJUIETHH MUHUCTEPCTBA BKIIFOYAET CIICTYIOIIUE ITAIIbI:
1) TToaroToBKa JOKYMEHTOB TI0 TIOBECTKE JHS

2) TlpencraBieHue MaTepUaIoOB CEKPETAPIO KOJIICTHH

3) V1BepKIcHHE OBECTKHU IHS

4) TlpuriamieHue JUI JUIs y9acTHs B 3aCSJaHUU KOJICTHH

5) TupaxupoBaHue U pa3aada MOBECTKH JIHS U MPOCKTOB MOCTAHOBJICHHIA

3anummTe COOTBETCTBYIOIIYIO TTOCIIEIOBATEILHOCTH UG ClIeBa HAPABO

3aganue 15. [IpounTaiiTe TeKCT M YCTAHOBUTE M0CJI€J0BATEIbHOCTH

YcTaHOBHUTE MOCIEI0BATENBHOCTD JOKYMEHTOO0O0POTa BHYTPEHHUX OPTaHW3alMOHHBIX

JOKYMEHTOB

1) BusupoBanue T0OKyMeHTa PyKOBOAUTENEM, KyPHPYIOIINM JTaHHBIHA BOIIPOC B YaCTH
COIJIACOBaHUS.

2) YTBepKICHUE JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aIlHH.

3) Perucrparus 10KyMeHTa.

4) OcdopmiteHHe TOKYMEHTA MEYaTHBIM CIIOCOOOM.

5) [Moamucanue TOKyMEHTa COCTABUTEIIEM.

3anumuTe COOTBETCTBYIOLIYIO MOCIIEI0BATEILHOCTD IIU(P ClieBa HAIIPABO

3agaHus OTKPBITOIO THIIA C PA3BEPHYTHIM 0TBETOM
3ananme 1. IlpounTaiiTe Tekcr 3amanusi. OTBeT 3anuIINTe Pa3BepPHYTO U O00OCHOBAHO,
HCIOJIb3YSl YeTKHEe KOMIIAKTHbIe (GOpMYJIMPOBKH.

OObsicHUTE TEPMUHBI «YHHUPUKALUSI» U «CTaHAApTU3alUsS» AOKyMeHTa. Kak cooTHOcCSTCS
NAHHEIE IIOHSATUI?
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3ananue 2. Ilpoumraiite Teker 3aganus. OTBeT 3aNUIIUTE PA3BEPHYTO U ODOCHOBAHO,
HCIOJIb3YSl YeTKHE KOMIAKTHbIE ()OPMYJIHPOBKH.
ITo xakomy cTaHapTy OPOPMIISIOTCS TOKYMEHTHI Ha Tepputopun Poccuiickoit deneparun?

3ananue 3. IlpoumraiiTte Teker 3aganus. OTBeT 3aNUIIUTE PA3BEPHYTO U O0DOCHOBAHO,
HCIOJIb3Ysl YeTKHE KOMIAKTHbIE ()OPMYJIUPOBKH.
Yrto Takoe JOKYMEHTOOOOPOT B OpPraHU3aIMi U KaKUE 33/1a4U OH BBITIOJIHSCT?.

3ananue 4. IlpoumraiiTte Teker 3aganus. OTBeT 3aNUIIUTE PA3BEPHYTO U ODOCHOBAHO,
HCMOJb3Ysl YeTKHE KOMIAKTHbIE ()OPMYJTUPOBKH.
JaiiTe onpenenenre J0BEPEHHOCTH B I€JIONPOU3BOJICTBE.

3ananme 5. IlpounTaiite Teker 3amanusi. OTBeT 3anuIIMTE PAa3BEePHYTO U 00OCHOBAHO,
HCMOJb3Ysl YeTKHE KOMIAKTHbIE ()OPMYJTUPOBKH.

[lepeuucnure OCHOBHBIE TpeOOBaHUS, MpEAbIBIAeMble K O(DOPMICHUIO JOKYMEHTOB B
OpraHu3alIiHy.

3ajanusi KOMOMHUPOBAHHOTO THIIA

3ananue 1. [IpouyuTraiite TeKkcT, BbIOEpPUTE NPABHIbHbIC OTBETHI M 3aNIUIIATE APTyMEHThI,
000CHOBBIBaOIIME BHIOOP OTBETOB

JIoOKyMeHT0000poT - 3TO:

a). JABWKCHUC NTOKYMCHTOB B OpraHu3alivii ¢ MOMCHTA UX CO3JaHH UJIHU IMOJTYYCHUA 10
3aBEpIICHMS UCIIOJIHEHUS UM OTIPABIICHHUSL.

0) 4acTh €IIONIPOU3BO/ICTBA, HETOCPEACTBEHHO CBSA3aHHAS C CO3/1aHUEM JOKYMEHTOB.

B). OTpACib AEATEIHHOCTH MO pa3paboTke  0(hOpMICHUIO OPHUIIMATHEHBIX TIOKYMEHTOB,
OopraHu3al X IBUKCHHA, YUCTA U XPAHCHUS.

T). AeSITeNLHOCTD 110 OPTaHU3AlUN XPaHEHUS TOKYMEHTOB.

3ananue 2. [Ipoyuraiite TekcT, BhIOEpPUTE NPABUIbHbIC OTBETHI M 3alIUIIATE APTYMEHTHI,
000CHOBBIBaIOIIHE BHIOOP OTBETOB

B kakoi cpok 10/15KHA TPOU3BOIMTHCHA 00Pad0TKA JOKYMEHTOB M Iepeaaya ux
HCIIOJTHUTEIAM?

a) B JICHb MOCTYIUIEHUS! JOKYMEHTOB B OPraHU3aLIUIO;

0) B TpEXJHEBHBIN CPOK IMOCJIE MOCTYIUICHHS JOKYMEHTOB B OpPTaHHU3aIIHIO;

B) B HEJICJIbHBIN CPOK IOCIIE MOCTYIUIEHUSI IOKYMEHTOB B OpraHU3aIUIo.

r)B TeueHuu 10 gHEH

3ananue 3. [IpounTaiite TeKcT, BbiOepUTE NPABUJIbHbIE OTBETHI M 3aNMIIMTE APTYMEHTHI,
000CHOBBIBaKOIINE BHIOOP 0TBETOB

Enunas rocynapcrsennas cucrema aesonpoussoacrsa (EI'C) — sro:

a). COBOKYITHOCTh PEKBHU3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBHH € (POPMYIISIPOM JJOKYMEHTA.

0). KOMIUJIEKC OCHOBHBIX MOJOXKEHHH, ONPEIeNIIOMNX U PErJaMeHTUPYIOIUX OPraHu3allnIo
JIOKYMEHTAIlMOHHBIX [TPOLIECCOB HA MIPEIITPHUATHH.

B). COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSEMBIX B ONpeIeICHHON cepe e TeIbHOCTH

I). I€ATEIBHOCTD aliapaTa ynpaBieHHs, OXBaTbIBAIOIAsl BOIPOCH JOKYMEHTUPOBAHUS U
OpraHu3aiuu paboThl ¢ JOKYMEHTaMU
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3ananue 4. [Ilpounrtaiite TeKCT, BbIOEPUTE NPABUJIbHbIEC OTBETHI M 3alIMIIATE APTYMEHThI,
000CHOBBIBaOIINE BHIOOP 0TBETOB

HopmaTuBHBIH I0KYMEHT, onpeaejsiiommi poHa 3apadoTHOM IJIATHI COTPYIHUKOB
OpraHu3anuu

a)J10JDKHOCTHAS UHCTPYKLIUS

0)1ITaTHOE paclucaHue

B)YcTaB

r)YupeauTenbHblid JOTOBOP

3ananue S. [IpouuTraiite TekcT, BbIOEpPUTE NPABUJIbHbIE OTBETHI M 3ANIUIIATE APTYMEHTHI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

Ha xakoM 10KyMeHTe He CTABUTCSl PeKBU3UT HAMMEHOBAHHE BU/IA JOKYMEHTAa

a) MICbMO

0) 0OBsICHUTEIbHAS 3aMHCKa

B) YcraB

r) YupeauTenbHblil 10roBop

3ananue 6. [IpounTaiite TekcT, BhIOEPUTE NPABHJIbHbIC OTBETHI M 3aANIUIIATE APTYMEHThI,
000CHOBBIBaIOII[HE BHIOOP OTBETOB

OO6s3aTenbHbIN 271eMeHT 0(OPMIICHHS TOKYMEHTa HAa3bIBACTCS:

a) obpasiom

0) pEKBU3UTOM

B) popMyIIsipoM

r) mabJoHOM

3apanmue 7. [IpounTaiite TeKCT, BbIOEpUTE NPABWIbHbIE OTBETHI H 3aANIMIINTE APTYMEHThI,
000CHOBBIBaIOIIIHE BHIOOP OTBETOB

JleBoe mosie JOKyMEHTA JIOJKHO OBITh HE MEHee:

a) 30 mm

0) 10 mm

B) 20 MM

r) 40MMm

3aganue 8. [IpouuraiiTe TeKcT, BbIOEPUTE NPABUJIBHBIE OTBETHI U 3alIMIIUTE APTYMEHTHI,
000CHOBBIBaIOIIIHE BHIOOP OTBETOB

I'apanTHifHOE TUCBMO — 3TO:

a) TOKyMEHT, COOOIIAIONTNI O TPUOIMKEHUH, YCKOPEHNUH, UICTEYEHUH CPOKa MCTIOHEHUS
KaKoro-moo eicTBHs

0) TOKYMEHT, cCoiep Kallluii MpUTrjalleHue Ha MEpOTIpUsTHE

B) IOKYMEHT, B KOTOPOM TrapaHTHPYETCsl OIUIaTa BBHIIOJIHEHHONW PabOThl WM PEAOCTaBIICHHE
4yero-nuoo (paboThl, MOMEIIEHUS U T.11.)

I') JOKYMEHT, TOATBEPKIAIONINI MOTydeHHE IEHHOCTE!

3aganue 9. [IpounTaiiTe TeKCT, BbIOCpPUTE NPABWIbHbIC OTBETHI M 3alIMIINTE APTyMEHThI,
000CHOBBIBaKOIIINE BHIOOP OTBETOB

JlesaTenpHOCTS anmnapara yrpasIeHHs, OXBAaThIBAOILAsl BOIIPOCHl JOKYMEHTUPOBAHUS U
opraHu3aiuu padoThl ¢ JOKYMEHTaMH — 3TO:

a) TOKYMEHTAIlMOHHOE 00ECTIeYeHNE YIPABICHHS
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0) craHmapTU3anus
B) EI'C/]
') CUCTeMa JIOKYMEHTAIUN

3ananue 10. IIpouwmraiiTe TeKCT, BbIOEpUTE NPABWJIbHbIE OTBETHI W 3alMIIUTE
aprymMeHTbl, 000CHOBBIBAKOIIIHE BbIOOP OTBETOB

Ecau pacnopsiguTe/ibHasi 4acTh TEKCTAa HAYMHAETCHA CJI0BAMU “mpeJiarain”, To 3To

a) MpuKas3

0) pactiopspKeHHe

B) UHCTPYKIIUS

T') yKa3aHue

IlepeyeHb THIOBBIX 32/IaHUM IS MPOMEKYTOYHON aTTecTaluM (3a4eT ¢ oueHkoi/ 4
cemectp IK-6 / ITK-6.3)
3ananme 1
['paxxnanka HectepoBa ycTponiack Ha padoTy B MUHHCTEPCTBO 00IIEro U mpogeccnoHaIbHOro
oOpazoBanusi CBepanoBckoil oOjacTM W MOJy4YWsia TepBO€ 3aJaHHE€ OT  CBOETo
HEMOCPEJACTBEHHOTO HaudajbHUKA: pa3padoTaTb HOMEHKIATypy Jen st  (GOopMUpPOBaHUs
JOKYMEHTAIBHOTO  (OHJIa TOCYHapCTBEHHOro opraHa. Kakum JOKYMEHTOM JIOJDKHA
PYKOBOJCTBOBaThbcs rpakaanka HectepoBa? Kakue momoskeHUs: 3TOr0 JOKYMEHTa OHA JIOJDKHA
Y4€CTh MPHU BBITTOJTHEHUH 3aaHUs?
3ananue 2.
CocrasbTe MUCHMO-TIPOCHOY:
Hanucath nucbMo ¢ mpocb00ii 0Ka3aTh MOMOIIs B PEMOHTE 3/1aHUS.
3ananue 3.
CocraBbTe IUCHEMO-OTBET:
Hanucath mucbMO-0TBET OTJOXHYBILIETO TYPUCTa O KadecTBe 0OCTYKUBAaHUS B TOCTUHHUIIE.
3ananue 4.
CocraBbTe IUCHEMO-OTBET:
Hauansauk OAO JlanesHEpro MUIIET TUPEKTOPY IpeanpusTis «PagoH» o HEBO3MOKHOCTH
BbIJIauM OECIIaTHOTO Pa3pelIeHUs Ha AJIEKTPOCHAOKEHNE KUITBIX JOMOB, CTPOSIIIIUXCS JIJIS
pabOTHUKOB MPEIIPUSITHUS.
3ananue 5.

CocraBbTe TAPAHTUHMHOE MTUCHMO
000 «MHCAT» numer gt BJIAJIABUA:

[Tpocum cpouHo 3a0pOHUPOBATH /1Ba OMIeTa U3 T. BT. Ha

« » T. 1 OOpaTHBIN U3 T. BT. HA «_ » r.
Omutaty rapastupyere Jo ........ (depes JBe HEAETH OT PETUCTPAIIIOHHON IaThl BAIlIEro
JIOKYMEHTA).

3ananmue 6.

CocTtaBbTe MUCHEMO-TIPEIIOKEHHE:

O mpenocTaBIeHUN TYPUCTHIECKUX MTAKETOB COTPYAHUKAM KOMITAHUHU OT TYp(HUPMBI
«enbhun»

3aganue 7

CocTaBuTh rapaHTHIHOE MUCHMO. BBl — TypUCTCKOE areHTCTBO, COCTABIISIETE ITHCHMO

TypOTIepaTopy.
3aganue 8.
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OEJEPAJIbBHOE TOCYOJAPCTBEHHOE BIO/IKETHOE OBPA3OBATE/IBHOE CMK
YYPEXXIEHME BbICIITETO OBPA30OBAHIA PIyTUC

«POCCUUCKUW TOCYTAPCTBEHHBIVI YHUBEPCUTET

TYPU3MA 1 CEPBVICA»

Aucm 40 uz 52

Hanummure nuchMo ¢ u3BenieHHeM 0 Hayaie paboThl BHICTABKY (OJJHA OpraHU3alKs MUIIET
JPYTOii)

3ananmue 9. [IucbMeHHBIN OPHUITMATBHBIA JTOKYMEHT, MPUHATHIN (M3aHHBIN ) MPAaBOTBOPUYECCKUM
OpraHoM B IIPEJIENIax €ro KOMIIETEHLIMU U HAIIPaBJICHHbII Ha yCTaHOBJIEHHUE, U3MEHEHUE WU
OTMEHY MPABOBBIX HOPM — 3TO...

3aganue 10. [Tox3aKkoHHBII HOPMATUBHBIN aKT, U3/1aBAEMbIIl MUHUCTEPCTBAMH, IPYTUMHU
HEHTPaJIbHBIMUA U MECTHBIMH OpraHaMH rOCYJapCTBEHHOTO YIIPABIICHUS B MIpeienax ux
KOMIIETEHIIMI Ha OCHOBAaHUU U BO UCIIOJHEHUH 3aKOHOB, YKa30B, IOCTAHOBJIEHUH U
pacniopspkeHuid [IpaBuTenbCcTBa M aKTOB BBIIIECTOSIIMX OPraHOB TOCYJAPCTBEHHOTO YIIPaBICHUS
—3T0...

3amanmne 11.

Ykaotcume eepnoe ymeeporcoenue unu nem:

1. BHemHesKkoHOMHYECKas JeSTENIbHOCTh MPEJCTaBIsAeT COOOM COBOKYIHOCTh BHJIOB
NESITeTbHOCTH OPUIMYECKUX M (PU3UUECKUX JIUI], CBSI3aHHBIX C BBIXOJOM Ha HAIlMOHAJIBHBIC
TaMOKeHHbIe IpaHulbl. 2. [og BHENTHEIKOHOMUYECKHM JIOTOBOPOM MOHUMAIOT MaTepuaibHO
oopMIIeHHOE COTJalIeHHE OBYX WU 0oyiee CyOBEKTOB BHEITHEOKOHOMHUYECKOHN JEATEIIbHOCTH
M HMX MHOCTPAHHBIX KOHTPAreHTOB, HAIMpPABICHHOE HA YCTAaHOBICHUE, HW3MEHEHUE WIU
MpeKpalieHre UX B3aUMHBIX MpaB U O00S3aHHOCTEH BO BHEIIHEIKOHOMHUYECKOM JESATeIbHOCTH.
3. Kommepueckne nuchbMa COCTABISIOTCS NPU 3aKIIOYEHWU U BBINOJIHEHUH KOMMEpPUYECKOM
CAENKHU OT UMEHHU (PU3MUYECKUX JIUI] K YACTO UMEIOT MPAaBOBYIO CHITY.

4. KoMMepUecKuil 3ampoc — 3TO JOKYMEHT, IIPEACTABISIONINN co00i oOpaleHue Juiia,
JKEJAIOIIEro 3aKI0YUTh CAETKY ¢ IPOCch00il 1aTh MOAPOOHYI0 HH(pOPMAIIHIO O TOBape (YCIyrax)
WM HallpaBUTh NPEAJIOKEHNE Ha MIOCTaBKY TOBapa.

5. PexnaManust — 3T0 KOMMEpPYECKHH JTOKYMEHT, MPEeACTaBIAIONUI COO0N MpeTeH3uu K
CTOPOHE, HapyLIEHUH NpUHATbIE Ha ce0s MO KOHTPAaKTy oO0s3aTenbcTBA, U TpeOoBaHUE
BO3MeIlleHHsI YOBITKOB. 6. BHemHeToproBasi cenka - JI0rOBOp KOMMEpPUYECKOI'0 XapakTepa ¢
MHOCTPaHHBIMU NapTHEPAMHU (KOHTPAreHTOM).

3aganue 13.
CocraBpTe JOKIAIHYIO 3alIMCKY HAYAJIBHUKA OTAENa PYKOBOJUTEIIO IPEATIPHUATHS
0 (baKTe HapylmeHuu prI[OBOﬁ JUCHUIIINHBI.

CobpaTh MHEHHE 3aMHTEPECOBAHHBIX
HOJpa3JIeIeHUI U COTPYIHUKOB

ITognuce y pykoBoauTens

3apEerUCTPUPOBATH

Pa3MHOXUTE 1 3aBEpUTH KONIUIHBIE
AK3EMIUISIPBI

TunoBbie NPpaKTUHYC€CKHUE 3aJaHUs

HesoBas urpa «CoBemanmne»

3ajaun: OnmpeaeauTh BUIbI COBEIIAHM, pACCMOTPETHh CONMPOBOAUTEIBHYIO
JIOKYMEHTAIMIO 110 JAHHOMY BU1y MEPOIPUSATHUS,

Ha »rame moaroToBku mpennonaraeTcs COCTABJICHHE TaKHX JOKYMEHTOB Kak
MpuriameHue, UTHPOPMAIMOHHOE MHCHMO (C JIMCTOM pACCHUIKH), MOBECTKa AHS, W T.0. Ha
(UHATEHOM 3Tare MPOBOAUTCS MOATOTOBKA IPOTOKOJIA COBEIIAHUS ¢ 0(hOPMIICHUEM.

Cuenapuii mpoBeieHUs COBEIIAHMS (110 3aIaHUIO TIPETIOaBaATENs):
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OEJEPAJIbBHOE TOCYOJAPCTBEHHOE BIO/IKETHOE OBPA3OBATE/IBHOE CMK
YYPEXXIEHME BbICIITETO OBPA30OBAHIA PIyTUC

«POCCUUCKUW TOCYTAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA 1 CEPBVICA»

Aucm 41 uz 52

1. Beibop BonpocoB coBelanus. AIMUHUCTPATOP MPOEKTa FOTOBUT IIEPEYEHb BOIPOCOB,
KOTOpble OynayT oOcyxnaaTbcsi Ha coBemianuu. Jlng ¢opmupoBaHus mEpedHs BOIPOCOB
UCIIOJIb3YEeTCsl PEECTP 3aIPOCOB Ha U3MEHEHHUS U OT/IENbHBIN [IepedeHb BOIPOCOB MPOEKTA.

2. Oobecrieuenre (HOpMUPOBAHMS TIEPEUYHS YYACTHUKOB coBemlanws. Ha ocHoBaHWU
aHaju3a MepeyHsl BOPOCOB aJMUHUCTPATOP MPOEKTa COBMECTHO C KIIIOYEBBIMH yYaCTHHUKAMHU
npoekTa GopMupyeT nepeyeHb y4aCTHUKOB COBEIAHUSI.

3. OO0ecrieueHne Ha3HAu€HUs OTBETCTBEHHBIX. Ha3HaueHHe OTBETCTBEHHBIX 3a
o0CyX/ieHue BOIPOCOB coBemaHus. OTBETCTBEHHBIH 3a BONPOC, TOTOBUT MaTepUaibl s
00CyX/IeHUs, a TaK K€ BapUaHThl BO3MOXKHBIX PEIIEHUI BOIIPOCOB.

4. TloaroroBka mnoAOOpKH [OKYMEHTOB K COBELIAHUIO. AJIMHHHUCTPATOp IPOEKTa
COBMECTHO C OTBETCTBEHHBIMHU 33 BOIPOCHI MOJAOUPAET AOKYMEHThI, OTHOCALIMECS K PEIIECHUIO
JTaHHOTO Bompoca. llocie MOATrOTOBKM TMOAOOPKH JTOKYMEHTOB aIMUHHCTPATOp IIPOEKTa
pacchlIaeT e€ BceM yYaCTHUKaM COBEIIAaHUs

5. OOecrieyeHnss TPOBENEHUE COBEUIAHMSA. AJIMHUHHCTPATOP TPOEKTa O0ECIeUYnBaeT
JIOTUCTUYECKYIO MOAJEPIKKY ITPOBEACHUS COBEIIAHMUS.

6. ®opmanuzanys pe3yNbTaTOB IPOBEICHHUS COBEIIAHUH. AIMHUHHCTPATOpP MPOEKTa
(buKcupyer pe3yapTaThl MPOBEACHUS COBEIIAHHMS M PacChlUIaeT MPOTOKOJ COBEIAHHUS BCEM
Y4aCTHHKaM COBELIAHUS.

JenoBasi cutyanus «3acejaHus

Heo6x0auMo BBISIBUTH OTINYMS TAKHMX OPTaHU3AIMOHHBIX BUIOB PA0OTHI Ka COBEIIAHNE
U 3aCellaHusl, pACCMOTPETh BUBI 3aCEIaHUM, TOATOTOBUTH CONIPOBOAUTEIBHYIO JOKYMEHTALUIO
JUISL JAHHOTO BUJA MEPOIIPUATHH.

IIpakTHueckue 3aaHus:

9. Paspaborath pUpMEHHBIN OJaHK OpraHU3alMH.

10. IToaroToBka COMPOBOAUTENFHON JOKYMEHTAIIMN TI0 MEPOIIPHUITHIO

11. Pa3paboTaTh NpOEKT MpHKa3a o OCHOBHOM JEATEIbHOCTH.

12. CocTaBUTh IMCHMO-OTBET HA KaJI00y rpayKaaHWHA (10 3a/TaHUIO TIPETIO1aBaTEs ).

13. IloaroToBuTh JOKIaA O paboTe € JOKYMEHTaMH, COAEPKAIIMMU KOH(UIEHIMATbHbIE
CBEJICHMUSL.

14. Pa3paborarb 00pazell ;KypHaIbHON (POPMBI pETUCTPALUN UCXOAALIEH KOPPECTIOHAECHIIUH.

15. CocraBuTh CXEMY MOJHOTO IPEJAPXUBHOTO OMUCAHUS U 0(OPMIICHHS JIena.

16. Pa3paboTath WHAMBHUIYaJbHYI0 HOMEHKJIATYpy Jell KOHKPETHOTO CTPYKTYPHOTO
HOJpa3AeIeHus.

7.4. Copep:kanue 3aHSITHH CEMHHAPCKOI0 THNA.

Meroauyeckre  ykazaHuss Ui OOy4aroIMXCsl 1O  OCBOGHHUIO  JAUCHUIUIMHBI
MOJpa3yMeBaeT HaJMYME METOIMYECKOW JIMTEPaTyphl C Y4ETOM PEKOMEHIYEeMOTO peKuMa U
xapakTepa yueOHOH paboThl, a TAaKXKe ¢ y4eTOM HE0OX0IUMOro ¢popmara MpakTHYeCKue 3aHATHS,
npoekTt, CPO.

Mertoauyeckre  ykasaHuss Ui OOy4aroIMXCsl IO  OCBOEHHUIO  JIMCLUIUIMHBI
MOJpa3yMeBaeT HaJMUME METOIMYECKOW JIMTEPaTyphl C YYETOM PEKOMEHIYEeMOTO peKuMa U
xapakTepa yueOHOU paboThl, @ TAaKXKe ¢ y4eTOM HE0OX0IUMOro ¢popmara MpakTHIeCKue 3aHATHS,
npoekt, CPO.
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Aucm 42 uz 52

[MpakTnyeckue 3aHATHS
Heapb n 3a1a4u NPAKTHYECKUX 3AHITHIH:

— IIpoBepka ycBoeHUs MaTepuaa JEKIIUU U CaMOCTOSTENbHOIN paboThI 110 TEME.

— IIpuobOpereHne HaBBIKOB CUCTEMATH3ALMH [TOJYyYEHHbBIX 3HAaHUH

— IIpuobpereHne HaBBIKOB OPUEHTUPOBAHUS U UCIIOIb30BAHUS HEOOXOJUMOM
nH(pOpMaLHUU B 3aKOHOAATENIbHBIX 1 HOPMaTUBHO-METOIUYECKUX aKTax I10
JIEJIONIPOU3BOJICTBY B PA3IIMYHBIX YUPEKICHUAX U OPraHU3ALMIX.

— 3akperuleHHe 3HaHUU IOJYyYEHHBIX HA JCKIMOHHBIX 3aHATHAX U IIPU BBIIIOJIHEHUU
CaMOCTOSITEJIbHON pabOThI IO TEME.

— 3akperuieHne 3HaHUM MOJIYYEHHBIX O JOKYMEHTHUPOBAHUH J1€ATEIbHOCTH
YUPEKIACHUN U OpraHu3aiui.

— IIpuobpereHune npakTHUECKUX HABBIKOB JOKYMEHTAIL[MOHHOIO 00eCIeYeH s
NEeATEIbHOCTH OPTaHOB YIIPaBJICHUS.

— IIpuobpereHne npakTHUECKUX HABBIKOB COCTABIICHUS JICIIOBBIX ITHUCEM.

— IIpoBepka camocTosATeNbHON pabOTHI CTYIEHTOB U 3aKpEIICHHE 3HAaHUN 10 TEME.

Buabl npakTuyeckux 3aHATHI

[IpakTuueckass paboTa 3aKIO4YaeTcs B BBHIMOJHEHUHM CTYIEHTaMH, MO PYKOBOACTBOM
mpernojaBaresnisa, KOMIUIEKCa YYEOHBIX 3aJaHuM HaANpaBJICHHBIX Ha YCBOGHHE HAy4HO-
TEOPETUYECKHX OCHOB YUeOHOW JUCIUIUIMHBL, NPHOOPETEHUE MPAKTUYECKUX HABBIKOB
OBJIAJICHUS] METOJIAMU MTPAKTUICCKON pabOThI ¢ IPUMEHEHUEM COBPEMEHHBIX HH(POPMAITMOHHBIX
M KOMMYHUKAIIMOHHBIX TEXHOJOTHWH. BblmonHeHue mpakTH4eckod paboThl  CTYAEHTHI
MPOU3BOSIT B YCTHOM WM TMHUCbMEHHOM Buie. OT4UeT NpenoCTaBisSeTCs MpernojaBaTeio,
BEJlyILIEMY JaHHBIN MpPeIMET, B AJIEKTPOHHOM WJIM MIEYaTHOM BHJIE.

[TpakTrueckue 3aHATUSL CIOCOOCTBYIOT 0OoJiee TITyOOKOMY IMOHMMAHHMIO TEOPETHUYECKOTO
MaTepuana ydeOHOro Kypca, a TakKe pa3BUTHIO, (JOPMHUPOBAHHUIO U CTAHOBJIICHUIO PA3TUYHBIX
YPOBHEM  COCTaBISIOMMX MPO(PECCHOHATBEHON  KOMIETEHTHOCTH  CTyAeHTOB. (OCHOBOH
MpPaKTUKyMa BBICTYNAIOT TUIIOBBIE 33JIaHUSA, KOTOPHIE JOKEH YMETh BBINOJHATH CIIEHHUAIUCT B
001aCTH YKOHOMUKH.

TeMaTuKa NPAKTHYECKHUX 3AHATHH

IIpakTuyeckoe 3ansitue 1.

Bun mpaktuueckoro 3aHsATHA: YCTHBIA ONpOC MO Marepuaigam Jekuuu. OOcyxieHue
JIOKJIa/10B.

Tema u conepxanue 3aHATUS: OYHKIUH, LENIA U 337a4d CIY>KObI JOKYMEHTAI[HOHHOTO
oOecrnieyeHus ynpaBieHuUs

Llens 3ansaTus: [IpoBepka ycBOeHHsI MaTepualia JIGKIIMU M CaMOCTOSATEIbHOW paboThI MO
TeMe.

[TpakTHyeckre HaBBIKK: HABBIK CUCTEMATH3AllUU MOTYYEHHBIX 3HAHUN

[TponomkuTensHOCT 3aHATHSA — 4 Yaca

IIpakTHyeckoe 3ansitue 2.

Bun npaktuueckoro 3anatusi: Pazsepnyras Oecena

Tema u conepxkanue 3aHATHA: TeOpeTUUECKHE OCHOBBI IE€JI0NPOU3BOICTBA OPTaHU3ALNH

Henp 3anstus:[IpoBepka ycBoeHUs: MaTepHala JIGKIMHA U CaMOCTOSATENBbHOW paboThI MO
TEME.

IIpakTruecKkue HaBBIKU: HaBbIK CUCTEMATU3aLUY IT0JyYECHHBIX 3HAHUN
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[Tonoxenue o 'ocynapctBennom I'epbe Poccuiickort Deaepanmu

Henp 3anstus: [IpoBepka ycBoeHMsI MaTepuala JEKIUU U CAMOCTOSITEIbHOW paboThI O
TEeMe.

[IpakTUueckye HABBIKK: HABBIK CUCTEMATU3AIlMU TTOJIYYCHHBIX 3HAHHM

[TponomxuTensHOCTD 3aHATHA — 4 Yaca

IIpakTH4yeckoe 3ansATHE 3.

Bun npaktudeckoro 3ansaTus: KoMMEHTHPOBAHHOE YTEHHE HOPMATUBHBIX JOKYMEHTOB:

1. TOCT P 7.0.97-2016. HammonanpHseiii ctangapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB MO HHGOpMALMH, OMOTMOTEUHOMY W H3AATelbckoMy Jeiny. OpraHu3alioHHO-
pacnopsiiuTeNbHAs TOKyMeHTalus. TpeOoBaHusa K 0pOPMIICHUIO TOKYMEHTOB.

2. TumoBoe MOJOKEHHE O MOPSAIKE yueTa, UCIOJIb30BAHUS, XPAHCHUS] U YHHUUTOXKCHUS
revyaTeil v MTaMIIOB B YUPEIKICHUN

3. [onoxenue o 'ocynapctBennom I['ep6e Poccuiickoit @enepannn

Tema u conepkanue 3ansaTus: JlokymeHt. PekBusut nokymenrta. CoctaB peKBU3UTOB, X
MECTOPACTIONOKEHHE Ha TIOKyMeHTe. DopMyIisip-oOpasel] JOKyMEHTa.

Lensb 3ansTus: [IpoBepka ycBOeHMsI MaTepHala JIEKIIMH U CaMOCTOSTENIbHOM paboThI 10
TeMe.

[IpakTUueckre HABBIKK: HABBIK CUCTEMATU3AIIMU TTOJIYYCHHBIX 3HAHHUM

[Tpo10KUTENLHOCTD 3aHATHS — 2 Yaca

IIpakTH4eckoe 3ansaTHe 4.

Bun mpaktuyeckoro 3aHATHS: YCTHBIA ONPOC MO MaTepuaiaM JieKuuu. Pa3zBepHyTtas
Oecena

Tema u coxepxanue 3aHsaTus: OyHKUMKM JOoKyMeHTa. FOpuanyeckas cuiia JOKYMEHTA.
Jlenonpou3BoACTBO, JOKyMEeHTHpoBaHHE. JlOKyMeHTanMoHHOEe oOecredyeHne YIpaBiIeHUs.
HoxymenToo6opot. Knaccuduxaiys 10KyMEeHTOB.

Lenp 3ansTus: [IpoBepka ycBOeHHsI MaTepHala JIEKIIMH U CaMOCTOSTENbHOM paboThI 10
TEeMeE.

[IpakTHueckre HaBBIKK: HABBIK CUCTEMATHU3ALMU MTOJTYYEHHBIX 3HAHUM

[TpomoIKUTETHPHOCTD 3aHATHS — 29aca

IIpakTu4yeckoe 3ansiTue S.

Bun mpaktuueckoro 3aHsTus: M3ydeHHe IpPUMEPOB PA3IMYHBIX BHUJIOB JOKYMEHTOB.
VY CTHBIN ONpOC 1O TEME.

Tema u conmepxanue 3ausatus: CraHgapTuzanuMs W yYHUQHUKAIMS JIOKYMEHTOB.
VYuudunuposannas cucrema aokyMeHtanuu (YCJ). Cucrempl noxkymeHtauuu. [IpuHIUMIbI
nenonpousBojicTBa. HopmatuBHO-MeToaMueckass ©0a3a JOKYMEHTHPOBAaHHUS YIPaBICHUECKOU
JESTeNIbHOCTH U OpraHu3aliy paboThl ¢ JOKYMEHTaMH

Llens 3ansaTus: [IpoBepka ycBOeHHsI MaTepualia JIGKIIMU U CaMOCTOSATEIbHOW paboThI MO
TEME.

[IpakTHyeckne HaBBIKM: HABBIK CHUCTEMAaTH3allMM IOJIyYEHHBIX 3HAHUH, nMpuoOpeTeHue
MIPaKTHYECKNX HABBIKOB COCTABJIEHUS HEKOTOPBIX JOKYMEHTOB

ITponomKUTENPHOCTD 3aHATHA — 2 Yaca

IIpakTH4eckoe 3ansaTHE 6.

Bug npaktudeckoro 3anstua: Ananus pasnena ['OCT P 7.0.97-2016. HanuonanbHbIN
crangapt Poccuiickoit @enepaunu. CructemMa cTaHAapToOB MO0 MHPOpPMALUHU, OUOINOTEUHOMY U
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%J OEJEPAJIbBHOE TOCYOJAPCTBEHHOE BIO/IKETHOE OBPA3OBATE/IBHOE CMK

Aucm 44 us 52

U37aTesbCkoMy jieny. OpraHu3alMOHHO-PACHIOPSIUTENbHAS JOKyMeHTalus. TpeOoBaHuUs K
0(OPMIICHHIO TOKYMEHTOB

[IpoBeeHUE TEKYIIETO KOHTPOJIS.

Tema u coneprkanue 3aHATUs: TpeOOBaHUS K COCTABICHHIO U O(OPMIICHUIO JOKYMEHTOB.

Lenb 3austus: [IpoBepka yCBOCHHUSI MaTepHaia JIGKIUH U CaAMOCTOSTEIbHOM pabOThI MO
TeMe.

[MpakTHueckre HABBIKM: HABBIKM TMOMCKA, aHAIM3a M HCIOJIb30BaHUS HOPMATHBHBIX H
NPaBOBBIX IOKYMEHTOB B CBOEH MPOo(eCcCHOHAIBHOM ACSITECIBHOCTH.

[Tpo10/KUTETBHOCTD 3aHATHS — 2 Yaca

IIpakT4yeckoe 3ansaTue 7.

Bun npaktudeckoro 3ansatus: Pa3seprytas Oecena

Tema u conepxanue 3aHatusi: OCHOBHbIE TIpymnnbl JOKyMeHTOB. HopmaTuBHble
JOKYMCHTBI I'OCYJapCTBCHHBIX OPraHOB. OpFaHI/I3aIII/IOHHI)Ie JOKYMCHTHI IPCAIIPUATHA.

Lenb 3ansTus: [IpoBepka ycBOeHHsI MaTepHala JIGKIIMH U CaMOCTOSITeNIbHON paboThl 1Mo
TEME.

[IpakTHueckrie HABBIKU: HABBIK CUCTEMATU3ALUU MTOJIYYEHHBIX 3HAHUM

[Ipo10mKUTENBHOCTD 3aHATHS — 2 Yaca

IIpakTnyeckoe 3ansitue 8.

Bua npaktudeckoro 3anarust: Jlenosas cutyarust «CoBeniaHue.

W3ydeHne THIOBBIX TOKYMEHTOB. (/{0 KHOCTHBIE HHCTPYKINHU, TPOTOKOJIBI)

Tema u conepxanue 3anatusa: OpraHu3allMOHHO — PACHOPSAIUTENbHbBIE JOKYMEHTBI

[lenp 3aHATHS: T[pakTHYECKOE MPUMEHEHHWE 3HAHWW, YMEHHMH U  HaBBIKOB
PO ECCUOHAIBHOTO B3aUMOJICHCTBUS.

[TpakTHyeckre HaBBIKH: HABBIK JEJIOBOTO OOIMIEHUS W MYOJMYHBIX BBICTYIICHUH,
BEJICHUS IIEPETOBOPOB, COBEIIAHUS.

[TponomKUTETbHOCTD 3aHATHS — 2 Yaca.

IIpakTH4eckoe 3ansaTHE 9.

Bun mnpaktuueckoro 3aHsTusA: M3ydeHue THMOBBIX JOKYMEHTOB. JlenmoBas cuTyarus
«3acenanue».

Tema u coneprkanue 3auatusi: OpraHu3amoOHHO — PACTIOPSTUTEIBHBIE TOKYMEHTHI

Lenp 3aHATHA: TOpaKTUYECKOE MPUMEHEHHE 3HaHWM, YMEHUH U  HaBBIKOB
PO ECCHOHATBHOTO B3aUMOJICHCTBUS.

[TpakTHdeckre HaBBIKH: HABBIK JEJIOBOTO OOMIEHUS W MYyOJWMYHBIX BBICTYIUICHUH,
BEJICHUS TTEPErOBOPOB, COBEIIIAHMS.
Pewenue cumyamusHuvix 3a0anul.
3ananue 1.
Curyanus:
Hupexrop 3A0 «CeneHa» TpUHSI pelIeHWE O MpUeMe Ha padoTy OMBITHOTO MEHEIKEepa C
CONUAHBIM CTaXXeM pabOThl MO CHENHUaTBbHOCTH Ha JIOJDKHOCTh «MEHEDKepa IO peKIamey.
3amanue: B ponmu cnenumanucra KaapoBou ciyObl. [1oAroToBbTE MPOEKT COOTBETCTBYIOIIETO
JIOKYMEHTA.
3ananue 2.
Curyanmusi:
[Tpown3BoaCTBEHHAass HEOOXOAUMOCTh TpeOyeT mpogopkeHue padorel 3A0  «CeneHa» B
BBIXOJHbIE JIHU C YYETOM JICHEKHON NepepaboTKU WIIM MPEeIOoCTaBICHUs JPYTUX AHEHW OTHAbIXa.
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YYPEXIEHVE BBICILIETO OBPA3OBAHVIS PIYTVC
«POCCUVCKUN TOCYIOAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA V1 CEPBUCA»

Aucm 45 us 52
3amanme: B pomm  cekperaps — pedepenta gupekropa 3AO  MOATOTOBBTE  MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.
3aganue 3.

Curyanmus:
B 3A0 «CeneHna» cocTosuioch 3acefaHue IpaBieHus. [loBecTka JHsS Obla ITOCBSIICHA
paclIMpeHHio  OTjAena  MapkeTuHra  ¢upMbl. B cBf3M ¢ 3TUM  BO3HHKIA

HEOOXOUMOCTh BHECTH HM3MCHCHHSI B IITATHOE PACHHCAHHE COTPYJHUKOB (UPMBI, a TaKKe
pa3o0paTh HOBBIE JOHDKHOCTHBIE MHCTPYKLMU Ha BBEACHHE B OTIENI MAapKETUHTA JIOJDKHOCTU

MEHEeKepa 1o peKiiame u PEKJIIaMHOTO arcHra.
3amanue: B ponu cexperaps 3aceaHus COCTaBbTE MPOCKT MPOTOKOJIA.

3anganue 4.

Curyanus:

B 3A0 «Cenena» mpoBefcHa MpoBEpKa padOThI OTAEIa MAapKETHHTa MO OKA3aHWIO IIJIATHBIX
yeayr. KoMuccusi B coctaBe 3aMeCcTUTENs JUPEKTOpa, IJl. OyXrajarepa W HavalbHUKA OTAea
MapKeTHUHTa B XOJI€ MPOBEPKU OOHAPYKHIIa HAPYIIEHUS B 0OPMIICHUN JAaHHOW TOKYMEHTAIUU
oyayr IIPEICTaBICHBI CaHKITUH.
3amanue: [loaroToBeTe MPOEKT COOTBETCTBYIOIIETO JAHHOW CHTyallMk JIOKyMEHTa. Buj
JIOKYMEHTa OIPEICIIUTE CAMOCTOSTEIBHO.

3ananmue 5.
Curyanus:
B 3A0 «Cenena» cocrosiioch 3acenanue IMpapieHus. IloBecTka mHS ObLIa IOCBSIIEHA
pacIIMpeHHI0  OTHaejda  MapkeTuHra  ¢Gupmbl. B cBI3m ¢ OTUM  BO3HHKIA

HEO0OXOJUMOCTh BHECTH HM3MEHEHMsI B LITATHOE PACHHCAHUE COTPYJHUKOB (UPMBI, a TaKkKe
pa3o0paTh HOBbIE JIOJUKHOCTHBIE MHCTPYKIIMM Ha BBEJCHHE B OTJIEJ MAapKETHHIa JIOJDKHOCTU

MEHeKEpa 1o pekiiame u PEKJIaMHOTO areHra.
3ananue: B ponu cekperapst 3aceiaHusl COCTaBbTE MPOEKT MPOTOKOIA.

3anganue 6.

Curyanus:

[TpousBoacTBeHHass HEOOXOAMMOCTH TpeOyeT mnpojokeHue padotsl 3A0 «CeneHa» B
BBIXOJIHBIE JIHU C YYETOM JCHEXHOH mepepaboTKU WU MPeIOoCTaBICHUs APYTUX AHEH OTIbIXa.

3amanme: B pomm  cekperaps — pedepenta gupekropa 3AO  MOATOTOBBTE MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3ananmue 7.

Cumyauyusn:

B 3A0 «Cenena» coctosuioch 3acemanue TmpaBieHus. [loBecTka gHsS Obuta TOCBSIIEHA
paclIMpeHni0  OTAena  MapkeTuHra  ¢upMbl. B cBI3M ¢ OTUM  BO3HHKIA

HEO0OXOJUMOCTh BHECTH HM3MEHEHMs] B LITAaTHOE paclucaHhe COTPYAHUKOB (DUPMBI, a TakKke
pa3o0paTh HOBbIE JIOJDKHOCTHBIE MHCTPYKIIMM Ha BBEJCHHE B OTJEN MAapKETHHIa JIOJHKHOCTU

MEHeKepa o pekiiame n PEKIIAMHOTO areHra.
3aganue: B ponu cexkperaps 3acejaHus COCTaBbTE MPOEKT MPOTOKOJIA.
3ananue 8.

Curyanus:

B 3A0 «Cenena» mpoBeneHa MpoBepKa pabOTHl OTAENa MApKETHHTAa MO OKA3aHWIO IJIATHBIX
yciryr. KoMuccust B coctaBe 3aMeCTHUTENST JTUPEKTOpa, TJl. Oyxrajirepa M HadalbHHUKA OTJela
MapKeTHHTa B XOJI€ MPOBEPKU OOHAPYKHMIJIa HAPYIIEHUS B 0OPMIICHUN JAaHHOW TOKYMEHTAIUU
oynyT IIPE/ICTABJICHBI CaHKITUH.
3aganue: [loaroToBbTe MTPOEKT COOTBETCTBYIOIIETO JIAHHOM CHUTyallUM JOKyMeHTa. Bun
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JOKYMEHTaA OIIpCACIINTE CaMOCTOSATCIIBHO.
HpOI[OJ'DKI/ITCJ'IBHOCTB 3aHATUI — 2 Jaca.

IpakTnyeckoe 3ansitue 10.

Bun npaktudeckoro 3ansatus: Pa3sepryras Oecena

Tema u conepkanue 3aHATUsA: PacnopsautenbHble JOKYMEHTH npeanpuatus. [Ipukasbr
110 OCHOBHOH nesTenbHOCTH. Pacnopspkenus, pemenus. AKTel. Ciay)xeOHble 1 00BSICHUTEIbHBIC
3anucku. CrpaBku. Ciy:keOHbIE JOBEPEHHOCTH.

Lens 3anstus: [IpoBepka ycBoeHUsI MaTepuala JICKIIUA U CAMOCTOSITEIbHOW paboOTHI 1O
TeMe.

HpaKTI/I‘IeCKI/Ie HAaBBIKW: HABBIK CUCTEMATU3aAlINU IMOJTYYCHHBIX 3HAaHUU

[TponomKUTETbHOCTD 3aHATHSA — 2 Yaca

IIpakTnyeckoe 3ansitue 11.

Bua npaktudeckoro 3aHatusi: Y CTHBIM ONpoc CTyAeHTOB. Pa3BepuyTas Oecena

Tema u conepkanue 3anatus: MHpopMamoHHO-CIIpaBOYHbIE JOKYMEHTHI.

Lenb 3ansTus: [IpoBepka ycBoeHMsI MaTepHala JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[IpakTHueckrie HABBIKU: HABBIK CUCTEMATU3ALUU MTOJIYYCHHBIX 3HAHHUM

[Ipo10KUTENBHOCTD 3aHIATHS — 2 Yaca

IIpakTuyeckoe 3ansaTue 12.

Bun npaktrueckoro 3aHsATUs: Y CTHBIN ONpoc CTyaeHTOB. PasBepHyTtas Gecena

Tema u comepkanue 3ansTus: IluceMa, ux kimaccudukanus, CTpyKTypa, CTaHIApTHHIC
¢dpassl U BeIpakeHUs. HopMbl oulinanbHO-AETOBOTO CTUMS CIYXeOHBIX JOKyMeHTOB. (dakchl,
tenedoHorpammel. JloroBopa, KOHTpakThl. COBpEMEHHBIE CIOCOOBI W TEXHHKA CO3JIaHHS
JIOKYMEHTOB.

Lens 3anstus: [IpoBepka ycBoeHHs] MaTepuala JEKIUA U CAMOCTOSITEIbHOW pabOTHI 1O
TEME.

[IpakTHyecKkne HaBBIKU: HABBIK OCYIIECTBIICHUS JEI0BOM NEPEMUCKU.

[TponomkUTeTbHOCTD 3aHATHSA — 2 Yaca

IIpakTyeckoe 3ansaTue 13.

Bun npaktuueckoro 3aHsATHA: KOMMEHTHpOBAaHHOE YTEHHE 4YacTed HOPMATHBHBIX
JIOKYMEHTOB.

Tema u conepsxanue 3ansatus: [IpaBuna odpopmieHUss JOKYMEHTOB IO JINYHOMY COCTaBYy.
[TonsiTMe M CTpyKTypa NEPCOHANBHBIX AAHHBIX. [IpHHAIIEKHOCTH NEPCOHANBHBIX JAaHHBIX:
COOCTBEHHUK, JepXkaTelb U TMO0Jb30BaTellb IEPCOHANbHBIX AaHHbIX. CTpPyKTypa KaapoBOi
UHGOPMALIMOHHO-TOKYMEHTAMOHHOM cucTeMbl. OdopMmileHHe JTOKYMEHTOB IIpH IpUEMe,
YBOJILHEHUU U TepeBojie pabOTHHKA Ha JIPYI'yI0 JOJDKHOCTh. AHKeTa. TpynoBble KOHTPAKTHI.
[Tpukassl o TMYHOMY cocTaBy. OCHOBHBIE PEKBU3HUTHI JOKYMEHTOB U TMpaBUJia UX OOPMIICHHS.
KpaTtkue cBepenus o mpaBuiax oQOpPMIICHHS TPYAOBBIX KHIDKEK, JTUYHBIX KapTOUeK, JIMYHBIX
nen paboOTHUKOB.

[ensb 3ansTus: IIpoBepka ycBoeHMs] MaTepHalia JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[IpakTyeckre HABBIKM: HABBIK IIOMCKA, aHAJIW3a M MCIOJIb30BaHUS HOPMATHBHBIX U
IPaBOBBIX JOKYMEHTOB B CBOEH NMpodecCHOHaIbHON AeITEeTbHOCTH.
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HpOI[OJ'DKI/ITCJ'IBHOCTB 3aHATHA — 2 Jaca

IIpakTnyeckoe 3ansitue 14.

Bun mpaktudeckoro 3aHsaTus: PaboTa B ManbIx rpynmax 1o MOATOTOBKE TPYIIIOBOTO
MIPOCKTA: COCTABJICHUE CONTPOBOIUTEILHON JJOKYMEHTAIIUH TI0 TIPOBEICHUIO MEPOIIPUSTHSI.

Tema wu conmepxkanue 3aHsaTvs: OCHOBHBIC TMpaBWJIA OpTaHU3AMU  PadOTHI  C
nokyMeHTamMu. O0paboTKa MOCTYMarmuX A0OKyMeHTOB. [lepBudyHas o0pabOTKa JTOKYMEHTOB.
OO0mue mpaBuiia perucTpanuy JOKyMEHTOB, (Gopmbl perucrpamuu. [lepemada ITOKYMEHTOB,
paccMOTpeHHe WX pykKoBoauTeneM. [lopsjok HampaBieHHsS TOKyMEHTa Ha HCIOJNHEHHE W
paboTBl WCHOJMHUTENS ¢ JOKyMeHTamu. McmonHenuwe nokymeHTa. Bumsl u Gopmbl KOHTpOIIS
UCIIOJTHEHUS], CPOKOBAs KAPTOTEKA.

Lenp 3ansTus: [IpoBepka ycBOCHHS MaTepHalia JICKIIUH H CAMOCTOSTEIIBHON paOOTHI 110
TEMe.

[IpencraBieHre rPyHIIOBOTO MPOSKTA.

Tema u conmepkanue 3anaTus: OpraHuzanus TEKylIero XpaHeHus aen. HomenknaTtypa
nen, obme TpeOoBaHMS, BHIBI HOMeHKIaryp. CocTaBieHHE HOMEHKIATYphl eIl
®opmupoBanue u odopmieHue nen. CucremMaTusanus TOKYMEHTOB B Jiesie. XpaHECHUE JIEl.
[ToaroToBka JOKYMEHTOB K Tepeadye Ha apXWBHOE XpaHeHHe. KpuTepuu OlEeHKH JTOKYMEHTOB.
Cocrasnenue onucei Aei.

Llens 3ansTus: [IpoBepka ycBOEHHs MaTepualia JIGKIIUA U CAMOCTOSTEIILHOM PadOTHI 1O
TeMe.

[TpakTHYeckrie HaBbIKW: HABBIK MIPAKTHUECKOTO MPUMEHEHHS TTONy4YeHHBIX 3HAHUHN

[TponOmKUTETLHOCTD 3aHATHS — 2 Yaca

IIpakTuyeckoe 3ansaTHe 15

Bupa npaktuueckoro 3aHsTHs: YCTHBIA onpoc cTyneHToB. PazBepHytas Oecena Tema u
cogepxanue 3aHATHA: COBpPEMEHHOE IOCYJapCTBEHHOE PEryJIMpOBaHUE [EJIONPOU3BOJCTBA B
P®. 3akoHOaTENbHOE PEryIMpPOBaHUE JIENONPOU3BOJACTBA B PD.

[lens 3ansTus:[IpoBepka ycBoeHMs] MaTepuana JIEKIMH U CaMOCTOSITEIbHOW paboThl O
TEME.

IIpakTHuecKkye HABBIKU: HABBIK IPAKTUYECKOT0 IPUMEHEHUS NOJTYYEHHBIX 3HAHUU

ITponomKUTENBbHOCTD 3aHATHA — 2 Yaca

IIpakTnyeckoe 3ansiTue 16

Bun npaktrdeckoro 3aHATHS: Y CTHBIN OMPOC CTY/IeHTOB. Pa3BepHyTas Oecena

Tema wu cogepxanue 3aHsATHA: OCOOEHHOCTH JENONPOU3BOACTBA B  OpraHax
rOCyIapCTBEHHOW BJIACTH

Llens 3anarus:IIpoBepka ycBoeHHsI MaTepuaia JEKIUU U CaMOCTOSTENbHON paboThl 1O
TEME.

[TpakTHUecKkyre HaBbIKU: HABbIK CUCTEMATU3ALMN NOJyUYEHHBIX 3HAHUI

Bun npaktuyeckoro 3aHatHs: KoMMeHTHpoBaHHOe ureHme. Tekymas arTecTarus:
UTOTOBOE TECTUPOBAHMUE.

Tema wu coxepxkanue 3aHATUA: (OCOOEHHOCTH JIEJIONPOM3BOJCTBA B  OpraHax
roCyJapCTBEHHOM BIaCTH

[ensb 3ansTus: [IpoBepka ycBoeHHs] MaTepHalia JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[TpakTH4ecKre HaBBIKA: HABBIK CUCTEMATU3ALMN TOJyYEHHBIX 3HAHUN

ITponomKUTENPHOCTD 3aHATHSA — 2 Yaca
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Jli1s1 04HO0-3204HOM GOPMBI:

IIpakTuyeckoe 3ansatue 1.

Bua npaktrueckoro 3aHsATHA: YCTHBIA ONPOC IO MarepualaM JIeKIuH. Pa3BepHyTas
Oecena

Tema u comepxanue 3aHsaTHsS: OyHKIHMKM HOKyMeHTa. FOpuanyeckas cuiia JOKyMEHTA.
Jlenonpou3BoACTBO, JNOKYMEHTHpOBaHHE. JIOKyMEHTalMOHHOE OOECIedeHHue YIPaBIICHUS.
JlokymenToo6opot. Kinaccudukanus 10KyMEHTOB.

Lens 3anstus: [IpoBepka ycBoeHHs] MaTepualia JEKIUU U CAMOCTOSITEIbHOW paboOTHI O
TEME.

HpaKTquCKHG HAaBBIKHW:. HABBIK CUCTEMATHU3allUN HOHy‘ICHHBIX 3HaHPII>i

[TpoaOKUTEILHOCTD 3aHATHS — 24Yaca

IIpakTnyeckoe 3ansiTue 2.

Bun npakrudeckoro 3ansaTus: PasBepHyras Oecena

1. TOCT P 7.0.97-2016. HammonanpHseiii ctangapt Poccuiickoit @enepanuu. Cucrema
CTaHIApTOB 10 HH(pOpPMAIHU, OMOJIMOTEYHOMY W H3AaTeabCKoMmy aermy. OpraHu3amuoHHO-
pacnopsiiMTeNbHAas JOKyMeHTalus. TpeOoBaHus K odopMmileHHIO JOKyMeHTOB2. TumoBoe
MOJIOKEHUE O TIOPAJIKE yUeTa, UCIIOIb30BaHMs, XPaHEHHS M1 YHUUTOKCHUS TIeYaTeil U ITaMIIOB B
YUpEKICHUU

3. ITonoxenue o I'ocynapcrsennom I'epde Poccuiickoit denepanuu

Tema u conepxxanue 3aHsatusi: JlokyMeHT. PekBu3ut nokymenta. CoctaB peKBU3UTOB, X
MECTOPACTIONOKEHHE Ha TOKyMeHTe. DopMyIisip-oOpaser] JOKyMeHTa.

Lenp 3ansTus:[IpoBepka ycBoeHHs] MaTepuana JIEKIIMH U CaMOCTOSITENLHOW paboThI 1O
TEeMe.

[IpakTHueckre HaBBIKK: HABBIK CUCTEMATU3aLMU MTOJTYYEHHBIX 3HAHUM

[Tpo10KUTENTHHOCTD 3aHIATHS — 2 Yaca

IIpakTHyeckoe 3ansaTHE 3.

Bun npaktudeckoro 3aHATHs: KOMMEHTHPOBaHHOE UTEHUE

Tema u coneprkanue 3aHATUA: PacnopsaurenbHble JOKYMEHTHI npeanpusatus. [Ipukasbr
110 OCHOBHOM JedTenbHoCTH. Pacniopsbkenus, pemeHus. AKTel. CiykeOHble 1 00bSICHUTEIbHbIE
3anucku. CrnpaBku. Ciry>kxeOHbIE TOBEPEHHOCTH.

Lens 3ansTus:[IpoBepka ycBoeHHs] MaTepuaia JIEKIIMH U CaMOCTOSITENIbHON paboThl 1O
TEME.

[IpakTHueckrie HABBIKK: HABBIK CHCTEMATH3ALlNHN ITOJTYYEHHBIX 3HAHUI

ITponomKUTENPHOCTD 3aHATHA — 2 Yaca

IIpakT4eckoe 3ansaTue 4.

Bun npaktudeckoro 3aHaTus: KOMMEHTHpOBAaHHOE UTEHUE

Tema u conepkanue 3anatus: MHpopMamoHHO-CIIpaBOYHbIE JOKYMEHTHI.

Llens 3anarus:IIpoBepka ycBoeHUs] MaTepuaia JEKUUU U CaMOCTOSTENbHONH paboThI 1O
TEME.

IIpakTHueckye HABBIKU: HABBIK CUCTEMATHU3aLUU IIOJIy4YCHHBIX 3HAHUU
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[TponomKUTETbHOCTD 3aHATHSA — 2 Yaca
IIpakTnyeckoe 3ansiTue 5.

Bun npaktrueckoro 3ansatus: [IpencraBieHne rpynnoBOro mpoeKTa.

Tema u conmepkanme 3ansaTus: OpraHusamus TeKymero xpanenus aen. Homenkiarypa
nen, oOme TpeOoBaHMs, BHIbI HOMeHKIaryp. CocTaBieHHE HOMEHKIATYpbl  JCIL.
®opmupoBanne u odopmiieHue aeia. CucreMarusaius JOKYMEHTOB B Jielie. XpaHCHHUE JICIL.
[ToaroroBka JOKYMEHTOB K Iepe/iade Ha apXMBHOE XpaHeHHE. KpuTepru OIIEHKH JIOKYMEHTOB.
CocraBiieHHe OIMCEN Jell.

Llens 3ansTust: [IpoBepka ycBOeHHsI MaTepralia JICKIIMU U CaMOCTOSTEIILHOW PabOThI IO
TEME.

[IpakTHYecKkre HAaBBIKK: HABBIK MPAKTUYECKOTO IIPUMEHEHUS TIOTYyYCHHBIX 3HAHUT

[Ipo10KUTENBHOCTD 3aHATHS — 2 Yaca

8. IlepeyeHb OCHOBHOI H /IONMOJHUTEJbHOWH y4eOHOIl JIMTepaTyphbl; nepeyeHb PecypcoB
HHPOPMAIMOHHO-TEJIEKOMMYHHKALMOHHOM ceTH «AHTepHeT, nepevyeHb
HHPOPMAIMOHHBIX TEXHOJIOTHi, UCNOJIb3yeMbIX NPH OCYLIeCTBJIEHHH 00pa30BaTEJIbHOIO
npouecca 1no JHCHUIUINHE (MOAYJ/I0), BKJIIOYasi NepevyeHb MPOrpaMMHOro odecneyeHus M
HH(OPMANUOHHBIX CIPABOYHBIX CUCTEM ( PH HEOOXOAUMOCTH)

8.1. OcHoBHAas JuTEpaTypa

1. beikoBa, T. A. JlokyMeHTalMOHHOe oOecreueHre YHpaBieHUs (AETONPOU3BOACTBO) :
yueOnoe nocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox o6mr. pea. T. B.
Ky3nernoBoii. — 2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + [om.
MmaTepHaibl [DneKTpoHHbIH pecypc]. — (Briciiee oOpasoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Teker : anexTponnsiit. - URL: https://znanium.ru/catalog/product/2110037

2. JlenonpousBoactso : yuebHuk / T. A. beikoBa, JI. M. Bsnosa, }0. M. Kykapuna, JI. B.
Cankuna ; mox obm. pen. mou. T. A. beikoBoil. — 5-e¢ uzn., mepepab. u mom. — Mocksa :
NH®PA-M, 2025. — 403 c. + Jlon. marepuansl [DneKTpoHHBINH pecypc]. — (Bsicuiee
obpasoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - TekcT : 2IEKTPOHHBIH.
- URL: https://znanium.ru/catalog/product/2145045

3. OcHOBBI Jenonpou3BoACTBa : ydyeOHoe mocobue / A.M. Acamues, .. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e uzf., ucnp. u gorn. — Mocksa : UHOPA-M, 2025. — 146 ¢. —
(Boiciiee oOpasoBanue). — DOI 10.12737/24426. - ISBN 978-5-16-019135-5. - Tekcr :
anexkTpouHbIi. - URL: https://znanium.ru/catalog/product/2197265

4. Kynses, H. H. JloxymentoBenenue : yueonuk / H. H. Kynses, /. H. Vpanos, A. T.
®abpuynoii ; mox pen. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa : Jloroc, 2023. - 352 c. -
(Homast yauBepcurerckas oubmmotreka). - ISBN 978-5-98704-329-5. - Tekct : 25eKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1211628

8.2 JlonosiHuTE/IbHAS JINTEPATYypa

1. bymnar, P. E. JlokymeHTarimoHHoe 0OeCnieUeHHEe yIpaBIeHUS IEPCOHATIOM : Y4eOHOe mocobue
/ P. E. bynar. — MockBa : UH®PA-M, 2022. — 234 c. + Jlon. marepuainsl [DIEKTPOHHBIN
pecypc]. — (Bricmiee obOpa3zoBanue: bakamaBpmar). - ISBN 978-5-16-010318- - Tekcr :
snekrponnsiii. - URL: https://znanium.com/catalog/product/1007087

2. lnpopManMmoHHble TEXHOJOTMM B JOKYMEHTAIlMOHHOM OOECIEeUeHHH YIpaBJICHUS WU
apxuBHOM fene : yueOnuk juist By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. TepentseBa, A.
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I'. ®abpuunos / mox obur. pea. H. H. KynsieBa. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr : anektponubiit. - URL: https://znanium.com/catalog/product/1211641
3. Kupcanosa, M. B. Kypc nenonponsBojcTBa: JOKyMEHTAIHOHHOE 00ECTICUCHHE YIIPaBICHUS :

yaeOHoe nmocodue / M.B. Kupcanora, FO.M. AkceHoB. — 6-¢ 3., ucnp. u gom. — MocCKBa :
NH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DieKTpoHHBIH pecypc]. — (Bsicmiee
oOpa3oBaHue: bakanaspwuar). - ISBN 978-5-16-006789-6

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

4. YupaplieHHe JOKyMEHTaMH B LH(poBoii 3KkoHOMHUKe. OpraHu3anus, perJiaMeHTaIus,
peanmuszanust / M. B. Jlapun, H. I'. Cyposuesa, E. B. TepentseBa; [lon pen. Jlapuna M.B., - 2-¢
u3a. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-3084-0. - TekcT : 3JME€KTpOHHBIH. -
URL.: https://znanium.ru/catalog/product/2037274

8.3. Ilepeuenn pecypcoB HH(POPMALMOHHO-TEJICEKOMMYHUKAIIMOHHOM ceTH «AHTEepHEeT»
1. Hayunas anekrponnas oudnanoreka https://cyberleninka.ru/

2. Hayunasi 3siekTpoHHas oubaumoreka http://www.e-library.ru/

3. DnekrpoHHas OubmmoreuHas cucrema http://znanium.com/

4. DnexTpoHHas oubnmoreuHas cucrema http://book.ru/

8.4. Ilepeuenr mnporpaMMHOro oo0ecne4yeHHsl, COBPEeMEHHbIX IpodeccHOHAJBHBIX 0a3
JAHHBIX U MHGOPMALMOHHBIX CIPABOYHBIX CHCTEMAM

1. Microsoft Windows

2.Microsoft Office

3. DnekTpoHHbIN (OHI MPAaBOBOM HOPMATUBHO-TIPABOBOM JOKYMEHTAIMHU [mpodeccuoHaabHast
6a3a mannbix|: http://docs.cntd.ru/

4. CnopaBouyHas mnpodeccroHanbHass 0a3a JaHHBIX @O0 KaJpOBOMY JEJIONPOU3BOJCTBY
https://www.kadrovik-praktik.ru/MatKadr/

5. CnpaBouHo-npaBoBas cucrteMa «KoHCynmbTaHT+» [HMHGOPMAIIMOHHO-CIIPAaBOYHAsI CHUCTEMA]
http://www.consultant.ru

6. VHTepHeT-Bepcusi crpaBOYHO-TIpaBOBOM cucTeMbl "l'apant" (MH(pOpMalMOHHO-TIPaBOBON
nopran "T'apanTt.py") [MHGOpMaMOHHO-cIIpaBouHas cuctema): http://www.garant.ru

9. MeToauveckne yKa3aHus A 00yYAOIIUXCS 110 OCBOCHHUIO TUCHUILIMHBI (MOAYJIs1)

[Mpomecc  w3ydeHWs JAUCHMILIAHBI  MPEAyCMATPUBAET KOHTAKTHYHO  paboTy ¢
npemnojaBareaeM (paboTa Ha JCKIUSIX M TNPAKTHYSCKUX 3aHATHUAX) U CAMOCTOSTEIBHYIO
(caMOmOAroTOBKA K JEKIUSAM U MPAKTUYECKUM 3aHATUSAM) paboTy 00ydaroIerocs.

[IpenonaBanye TUCIUIUTMHBI BEJETCS HA 2 Kypce B 3 ceMeCTpe NMPOI0DKUTEILHOCThIO 18
Helelb W TpeAyCMaTpHUBAaeT MPOBEJICHUE YYEOHBIX 3aHATHH B KaueCTBE OCHOBHBIX (HOpM:
JICKIMH, TpPAaKTUYeCKHe 3aHATUS B (opMe pa3BepHYTOM Oeceibl, OOCYXICHHs JTOKJIAJI0B
CTYJIEHTOB, KOMMEHTHPOBAHHOT'O YTE€HHs, paOOTHl B MaJbIX IpyImax, B popMe JICTOBON UIPHI,
YCTHOTO OTpOca M0 MaTepuaiaM JICKIIUU, U3YUYCHHUs TIPUMEPOB Pa3IMYHbIX BUOB JOKYMEHTOB,
anam3 pazgena ['OCT P 7.0.97-2016. Hamwmownanbubié ctanmapt Poccuiickoit deneparmy.
Cucrema CTaHIapToB MO WHPOPMALMH, OUOJMOTEUHOMY M  M3JIATCILCKOMY  JICNy.
OpraHu3anioOHHO-paCTIOpAUTEIbHAS ~ JOKYMEHTalus.  IpeboBaHus K  O(OPMIICHHUIO
JIOKYMEHTOB, CaMOCTOSITEJIbHAs paboTa OOydYaromMxcsi, TPYIIOBbIE W HWHIWBUAYyAIbHBIC
KOHCYJIbTAIIHH.

[IpenonaBanue QUCIUTUTMHBI TPEIyCMATPUBACT MTPOBEACHUE JICKITUI:

- TpaJWIHMOHHBIX (comepkamue (aKThl, WX aHAIU3, BBIBOJBI, JIOKA3aTEILCTBA
KOHKPETHBIX HAyYHBIX MTOJIOKCHHIA)
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Teopernueckue 3aHATHA(IEKIIMK) OPraHU3YIOTCA 1O MOTOKaM. Ha nexuusx m3nmararorcs
TEMBbl JUCHUIUIMHBI, MPEIyCMOTPEHHBIE pabodyeil MmporpaMMoii, akIEHTHPYETCsS BHUMaHHE Ha
HauOoJiee MPUHLUUIHNAIBHBIX U CIOXHBIX BOIPOCAX AUCLUIUIMHBI, YCTAaHABJIMBAIOTCS BOIPOCHI
JUTSL CAaMOCTOSITETTbHOM TpopaboTku. KOHCHEKT Jekiuil siBiseTcss 0a30oil MpHU MOATOTOBKE K
IIPAKTUYECKUM 3aHATHSM, K 3a4€Ty, a TAK)KE CAMOCTOSATEIbHON HAYYHOU JESITEIbHOCTH.

[IpakTuyeckne 3aHsATHA 10 AucUUIUIMHE  «JloKyMeHTanmoHHOe  obecrieueHue
npodeCCHOHATIBHON AEATENbHOCTHY» MPOBOAITCA B KaOWHETE, MYJIbTUMEIUNHBIM TEXHUUECKUM
000py/TI0BaHUEM.

Ilenp mpakTHYECKMX 3aHATUM Mo aucuuiuinHe «JloKkymMeHTalMoHHOe olecreyeHue
npoeCCUOHATIBHON  NIEATETBLHOCTH»: TMPHOOPETeHHE TPAKTHUYECKUX HAaBBIKOB B 00JacTu
JOKYMEHTO000pOTa, 3HAKOMCTBO C OCHOBHBIMHU TPEOOBaHUAMHU K JOKYMEHTaM.

IIpakTHyeckue 3aHATUSA NMPOBOAATCH B Gopme: pa3BepHYTOH Oecenbl, 00CYXICHHS
JIOKJIQJIOB CTYZIEHTOB, KOMMEHTHPOBAaHHOTO YTE€HHs, pabOThl B MajblX rpynmnax, B (opme
JICJIOBOl UT'pBl, YCTHOIO OIpoca IO MaTepuajlaM JIeKLIUH, U3YYEHHUs MPUMEPOB pa3IMUHbIX
BUJIOB JIOKYMEHTOB, aHanu3 pazgena [OCT P 7.0.97-2016. HanuoHnanbHbIA CcTaHAApT
Poccuiickoit ®enepaumu. Cucrema cTaHmapToB 10 uHGOpManuy, OUOIMOTEYHOMY U
u3garenbckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNbHas JOKyMeHTanus. TpeGoBaHus K
0(pOpPMIICHUIO TOKYMEHTOB

BbinonHenue npakTUYecKoil paboThl CTYAEHTHI IPOU3BOJSAT B IUCBMEHHOM BHJIE.
['oToBBIE pPabOTBl NPEAOCTABIAIOTCS MPENOAABATENI0, BEAYIIEMY JaHHBIM  HpeaMer.
[TpakTHdeckne 3aHITHS CHOCOOCTBYIOT 0Oojiee TIIyOOKOMY IOHUMAHHIO TEOPETUICCKOTO
MarepHaia y4yeOHOro Kypca, a TakKe pa3BUTHIO, (POPMHPOBAHUIO M CTAHOBJICHHUIO PA3IUYHBIX
YPOBHEN COCTABISAIOMIMX TPO(HECCHOHATIEHOM KOMIIETEHTHOCTH CTY/IEHTOB.

Lenbto  camocrosiTenbHONM — paboThl  oOydwaromuxcs — siBisgercss  (GOpMHUpOBaHHE
CIIOCOOHOCTEH K CaMOCTOATEIbHOMY IMO3HAHUIO U 00YUEHHUIO0, TOUCKY JIUTEPATyphl, 0000IIEHHIO,
0(pOpPMIICHHIO U NIPEJCTABICHUIO MOJIYYEHHBIX PE3YIbTAaTOB, UX KPUTHUECKOMY aHAIIU3Y, TOUCKY
HOBBIX ¥ HEOPJAMHAPHBIX PELIEHUH, apryMEHTUPOBAaHHOMY OTCTaMBaHUIO CBOMX INPEAJIOKEHUH,
YMEHMM NNOATOTOBKH BBICTYIIJIEHUH U BEIEHUS JUCKYCCUM.

®opMBbI CAMOCTOATEJIBHOMH PadoThI

CamocrosarenbHass paboTa 3aKiIOuaeTcs B H3YUYEHUM OTAENbHBIX TEM [0 33JaHMIO
npenoaaBaress 10 PpeKOMEH1yeMOi UM y4eOHOH IuTeparype, B HOArOTOBKE:

- TEPMUHOJIOTMYECKOT0 CII0BapS;

- K TECTUPOBAHUIO.

CamocrodrenbHas paboTa CTyI€HTOB 10 JUCHUIUIMHE JIOKyMEeHTaIMoHHOe obecrieueHue
npodheccCuoHaTbHON NesTENbHOCTH:

— 3aKpeIUICHHE 3HAHWUMH, IOJyYEHHBIX CTYAEHTaMU B IIPOLIECCE JIEKIIMOHHBIX U

MIPAKTUYECKUX 3aHATUMH;

— (dopMHpOBaHNE HABBIKOB pa0dOTHI C MEPUOINUECKON, HAYYHO-TEXHUYECKOM TUTepaTypoit

Y TEXHUYECKON JOKYMEHTALUH;

—  pa3paboTKy MpeIOKEHHI 110 UCKITIOYEHUIO UITH YMEHBIIIEHUIO BO3ICHCTBUS BPEIHBIX U

OTIACHBIX MTPOU3BOJICTBEHHBIX (PAKTOPOB.

CamocrodTenbHas paboTa sBIseTcs 003aTeNbHOM I KaXK10T0 00yJaroerocs.

OcHoBHBIMU (hOpMaMU CaMOCTOSITENILHOM paObOThI ABIISIOTCS:

— KOHCHEKTHPOBAaHUE NCTOYHUKOB I10 IOKYMEHTOBEIEHUIO U JI€JIONPOU3BOJICTBY

— TOJArOTOBKA JAOKJAJ0B U BBICTYIUICHUI;

— HamucaHue peeparos;

—  BBINOJHEHHUE JIOMAITHUX 33/1aHuH (cocTaBieHue U 0pOpPMIICHHE PA3TUYHBIX (OpM

JIOKYMEHTOB)
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10.

MaTepI/IaJILHO-TeXHH'leCKaﬂ

HU3Y4YCHUC HOPMATUBHBIX TOKYMECHTOB
IIOATrOTOBKA K ﬂCHOBOﬁ urpe

6333, H606XOHI/IMaﬂ AJIsA OCYINECTBJICHUSA

00pa30BaTeJbLHOI0 NMPoLEcca Mo AMCHUIINHE (MOYJII0):

YueOubie

KaOuHeTax:

3aHATHUS
npoecCHOHANBHON eI TeIbHOCTH

JTUCIUTIITNHE «JlokyMeHTalnoHHOE obecrnieueHue
MPOBOASATCS B CIENYIOIIMX OOOpPYIOBaHHBIX Y4EeOHBIX

Je(e]

By yaeOHBIX 3aHATHH 110
MUCLUAILINHE

HaunmenoBanue 000pya0BaHHBIX y4eOHBIX KAOMHETOB, 0OBEKTOB
JUTSL IPOBEJICHUS IPAKTHUYECKUX 3aHATUH C IEPEYHEM OCHOBHOTO

KOHTPOJIb,
IPOMEKYTOUHAs
aTTecTanus

o0opynoBaHus
3aHsTHS JIEKLUOHHOTO yueOHas ayJUTOpHsl, Clielualu3upoBaHHas yueOHas MeOelnb
TUIIa, TPYIIIOBbIE U TCO: BUJICOIIPOECKIIMOHHOE 000py10BaHUE/TIEPEHOCHOE
WH/IMBUIYyalIbHBIC BUICONPOCKIIMOHHOE 000PYI0OBaHHE
KOHCYJIbTAIlMH, TEKYLIHH | TOCKa

3aHATHuA CCMHHApPCKOIo
THIIA

yt{e6Ha$1 ayJuTopusd, CliICHUAJIN3UPOBAHHAs yqe6Ha;I MeOen

TCO: BHJICOITPOCKIITMOHHOE 000pyT0BaHNE/TIEPEHOCHOE
BUJICONPOCKIIMOHHOE 000PYI0OBaHHE
JIOCKa

CamocTtosTenbpHas paboTta
0o0ydJaronmxcs

MOMEIIEHHUE JUIsl CAMOCTOATENbHOM padoThl,

crienManu3upoBanHas ydeOnast meoenb, TCO: BUICONPOEKIIMOHHOE
000pyI0BaHUE, aBTOMATU3UPOBAHHbIE pabOYMe MECTa CTYJEHTOB C
BO3MO>KHOCTBIO BBIX0/1a B MH(}OPMAaLIMOHHOA
TEJIEKOMMYHHUKalMOHHYIO ceTh "MHTepHeT", nocka;

[Tomemienue A caMOCTOATEIbHOW pabOThl B UYWUTAIbHOM 3aJI€
HayuHo-TexHr4ecKon O6ubnmorexu YHHUBEPCUTETA,
CIelMaM3UpOBaHHass ydyeOHass MeOenb aBTOMATHU3HPOBAHHBIC
paboune MecTa CTYICHTOB C BO3MO>XHOCTBIO  BBIXOZQ|
MH(OPMaLIMOHHO-TEIEKOMMYHUKAIIMOHHYIO  ceTb «VIHTepHeT»,
MHTEPaKTHBHAS JOCKa
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