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DENEPAJIBHOE TOCYOAPCTBEHHOE BIO/IP)KETHOE OBPA3OBATEJIbBHOE CMK
orsorie YYPEXIEHME BbICHIET'O OBPA30BAHVIA PIyTUC
G «POCCUWNCKVU TOCYIAPCTBEHHBIV YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PIYTHC @umnan I'BOY BO «Poccwuiickuii rocyaapCTBEHHbBIH YHUBEPCUTET Aucm 2
Typu3Ma ¥ cepBucay B r.Ilogonbcke

1. AHHOTauUs pado4eil MPOrpaMMbl JUCUMILIMHBI (MOTYJISA)

Hucuumnuza «JlokymMeHTaloHHoe obecriedeHne MpodecCHOHANBbHON e TeIbHOCTH
OTHOCUTCS K 1 GJIOKY YacTH mporpammbl OakaiaBpuara Mo HarpasieHHio moarotosku 38.03.01
"OxoHOMHKA", MPOGUIL: DKOHOMHKA NPEANPHUATHNH M OpPTraHM3alliii W OTHOCUTCA K YacTH
porpaMMel, GOPMHPYEMON yHYaCTHHUKAMU 00Pa30BaTEIbHBIX OTHOIICHUH.

JlucuuniuHa HarpasieHa Ha GOPMUPOBAHUE CIEIYIOIINX KOMIETEHIIUN BbIITYCKHUKA:

IIK 1 - crmocoOeH BBISBIATH, OCYIIECTBISATE COOp U aHANU3 OW3HEC-MHPOPMAIUH IS
dbopMUPOBaHUS BO3MOXKHBIX  PEIICHUH, opopmiATh pe3ynabTaThl OW3HEC-aHANU3a B
COOTBETCTBUU C BEIOPAHHBIMU MOAXO0JAaMH; B YACTH UHJAMKATOPA JOCTHXKEHHS KOMIIETEHIIUN

I[IK 1.2 - odopmiser pe3ynbraThl OM3HEC-aHANU3a B COOTBETCTBUU C BBHIOPAHHBIMU
MOAXO0aMH

Copepxanve  TUCHUIUIMHBI ~ OXBAaThIBa€T  KPYr  BOINPOCOB,  CBSI3AHHBIX  C
JIOKYMEHTOBEJCHUEM, B TOM YHCJIE OCHOBHBIC TIOHATHS B 00JIACTH JTOKYMEHTUPOBAHUS M 00IIKE
HOpPMBI  OoopmIIeHUST ~ JOKYMEHTOB, CTPYKTypa  OpPraHHU3aIllMOHHO-PACHOPSIUTENbHBIX
JIOKYMEHTOB KOMMEPUYECKHX MPEANPHUATHNH U OpPraHu3aluid, BUABI U CTPYKTYypa CIIYKEOHBIX
MUCEM, a TaKKe OCOOCHHOCTH JOKYMEHTOBEIEHHUS U JOKYMEHTOOOOpPOTa B TOCYAApCTBEHHBIX
YUPEKIACHUSAX U OpraHU3alUsIX.

OO0miasi TpyAO0EMKOCTh OCBOEHHS JUCLUUIUIMHBI COCTaBIseT 4 3a4eTHBIX equHul, 144
YacoB.

[IpenogaBanue MUCHUILUIMHBI BEIETCS Ha OYHOM OTIENIEHWH Ha 2 Kypce B 3 cemecTpe
IPOJOKUTEIBHOCTBIO 18 Henenb.

[IporpaMMoii AMCUMIIUHBI MPEAYCMOTpeHbl: 34 uyaca JEKIMOHHBIX 3aHsITHid, 36
MPAKTUYECKHUX 3aHSITHIA, KOHCYJIbTAIIUU 2 Yaca, MPOMEXYTOYHAas arrectanus 2 daca, 70 gacos
OTBOJIUTCS] HA CAaMOCTOSITENIbHYIO pa0OTy CTYICHTOB M MpeaycMaTpUBaeT MPOBEACHUE YUCOHBIX
3aHSATUN CIEAYIOIIMX BUJOB: JICKIIMU, TPAKTUYECKUE 3aHATHSA B (opMe pa3BepHYTOU Oecesl,
o0CyXJIeHUs JOKIIAJ0B CTY/IEHTOB, KOMMEHTUPOBAHHOTO YTEHHMsI, pabOThl B MaJbIX T'PyMMax, B
dbopme 1enoBOM UTpHI, YCTHOTO OIpoca IO MaTepuajaM JICKIIUH, H3YYCHHUs] TMPUMEPOB
pa3MYHBIX BUJOB JIOKyMEHTOB, aHanu3 pasgena ['OCT P 7.0.97-2016., camocrosiTenbHas
paboTta 00y4aromuxcs, TPyNIOBbIe U UHIUBUIYaTbHbIE KOHCYIbTAIUH.

[IpenogaBanue MUCHUIUIMHBI BEAETCS HAa OYHO-320YHOM OTNIEJICHHMH Ha 2 Kypce B 3
cemectpe. IIporpamMmoil AMCHMIIIMHBI MPEAYCMOTPEHBI: § 4Yaca JIEKUMOHHBIX 3aHATUH, 10
MPAKTUYECKHUX 3aHITHI, KOHCYIbTAIlMU 2 Yaca, MPOMEKYTOYHasl aTTecTanus 2 4aca, 122 yaca
OTBOJUTCS HA CAMOCTOSITENIbHYIO pa0OTy CTYACHTOB

[Iporpammoii mpe1yCMOTPEHBI CIENYIOLUE BUIBI KOHTPOJIS:

- TeKyIIMH KOHTPOJb B (opme ayautopHoro TectupoBanus (1,2 u 3 KOHTPOJIbHBIC
TOYKH);
- 3aIMTHI TPYIIOBOTO IpoeKkTa (rpymnmna 2-3 yenoBeka, 4 KOHTPOJIbHAS TOUYKA);
- TIPOMEXYTOYHAsl aTTeCTalusi HA OYHOM OTjAeleHuu B dopme audhepeHIInpOBaHHOTO
3auera (3 cemecTp).
- IPOMEXYTOYHAsl aTTEeCTallis Ha OYHO-3a0YHOM OTAeNeHUH B popMme auddepeHInpoBaHHOTO
3aueta (3 cemectp).

OCHOBHBIE TTOJIOKCHHS JUCIUTUIMHBI MOTYT OBITh HCIIOJIb30BAaHBI B JAJIbHEUIIIEM TIPH
M3YYCHUU TaKUX JUCUUIUIMH, Kak: OM3HeC-TNIaHUPOBaHUE, [IEHO00pa30BaHNe HA MPEIIPUITUN
(B opraHu3aIiym)
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DENEPAJIBHOE TOCYOAPCTBEHHOE BIO/IP)KETHOE OBPA3OBATEJIbBHOE CMK
orsorie YYPEXIEHME BbICHIET'O OBPA30BAHVIA PIyTUC
G «POCCUVCKHUM TOCYIAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PIYTHC @umnan I'BOY BO «Poccwuiickuii rocyaapCTBEHHbBIH YHUBEPCUTET Aucm 3
Typu3Ma ¥ cepBucay B r.Ilogonbcke

[Tocne 3aBepiieHus Kypca OOy4YaIOUIUICS COBEPIICHCTBYET MOMYyUYECHHBIC 3HAHUS, YMEHUS
M HaBBIKM B IIPOLIECCE MPOXOXKICHUS TMPAKTHUKA M MCIOJIB3YeT B XOJI€ TOCYIapCTBEHHOMU
UTOTOBOW aTTeCTaluH.

2. [lepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsI 10 AU CHUILINHE (MOAYJII0),
COOTHECEHHbIE ¢ IVIAHUPYEMbIMHU Pe3yJIbTATAMH OCBOCHHSI 00Pa30BaTeJbHOI NPOrPaMMBbI

Ne VHzekc KoMIeTeHImH, [Tnanupyemsble pe3ynbTaTbl 00yUeHHs

il HMKaTOpa (KOMIIETEHIIMH, UHANKATOPA JOCTHXKEHHST KOMITETEHIIHH )
JOCTUKCHUA
KOMIICTCHII U

1 IIK 1 I[IK 1 - cnocoOeH BBISBIATH, OCYIMIECTBISITH COOp H aHAIU3

ousHec-uHGopMarmu s GOPMHUPOBAHHS BO3MOXKHBIX PEIICHHUH,
opOopMIISITh  pe3yNIbTaThl OW3HEC-aHAIM3a B COOTBETCTBUU C
BBIOPAHHBIMHU TTOAX0AaMHU

B 4aCTHW MHAWKATOPA JOCTUKCHHUA KOMIICTCHIIUA

1K 1.2 - oopmitsieT pe3yibTaThl OM3HEC-aHATN3a B COOTBETCTBUH
C BRIOPAHHBIMU TOIXOJAMH

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

JucuuruinHa «/lokymeHTanmoHHoe oOecrnieyeHHe Npo(ecCHOHANBHON JesTeIbHOCTH
OTHOCUTCS K 1 OJOKy YacTu mporpammbl 0akajiaBpuaTa 1o HarpasieHHo nmoarotoku 38.03.01
"JxoHOMUKA", TPOoQMIb: DKOHOMHUKA MPENNPUATUH U OpPraHU3alMil U OTHOCUTCS K MEepBOM
YacTH MPOrpaMMbl, popMUpyeMOl ydacTHUKaMU 00pa30BaTEeIbHbIX OTHOIIEHUH.

W3yuenune naHHOW TUCHMITIMHBI 6a3UpyeTcsl Ha CyMMe 3HAaHUM M HaBBIKOB, MOJTYYEHHBIX
CTYJEHTaMM B XOJ€ H3YYEHUs JUCHUIUIMH: WHOCTPAHHBIM S3bIK, TEXHOJIOTMH JEJIOBBIX
KOMMYHHUKAIMii B  Mpo(eCCHOHATbHONW JAEATeNbHOCTH, HWHPOPMALMOHHOE obecreueHue
poeCCHOHAIBHON JESTENHHOCTH

®opmupoBanue komrnereHuuu [1K 1 nmpopomkaercs B cienyrommx TUCHMIUIMHAX: OU3HEC-
rIaHupoBanue (5 cemectp), EHOOOpa3oBaHWE Ha MIPEANPUITHH (B opraHuzamnun) (5 cemectp),
napaujenbHo B AucuuiuinHe Mapketunr (3 cemectp)

[Tocne 3aBepiieHnss Kypca 00y4aromMiicsi COBEPIIEHCTBYET MOJIyY€HHbIE 3HAHUS, YMEHUS
Y HaBbIKM B IIpOLIECCE MPOXOKIACHMS NPAKTHUKHM U MCIOJIB3YET B XOAE TOCYJapCTBEHHOMN
UTOTOBOM aTTECTAllUH.

4. O0beM IMCHUIUIMHBI (MOAYJIsI) B 3a4€THBHIX €JUHHMIAX € YKA3aHHEM KOJMYeCTBa
aKaJeMH4YeCKHMX YacOB, BbIJeJeHHbBIX Ha KOHTAKTHYI padory oO0ydamommxcs ¢
npenogasarejieM (Mo BHUAAM Y4YeOHbIX 3aHATHH) M Ha CaMOCTOATEJbHYI padory
00y4yarIuXxcs

OO0r11ast TPYA0EMKOCTb AUCIUILIHHBI COCTaBIsIeT 4/144 3a4eTHBIX eIUHMIY aKa]l.4acoB.

(1 3auemnas eounuya coomsemcmeyem 36 akademuyeckum 4acam)
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®EIEPAJIBHOE TOCYIAPCTBEHHOE BIO[IPKETHOE OBPA30OBATE/IbHOE CMK
orsom _ YYPEXIIEHME BBICIIIETO OBPA3OBAHVSI PIYTUC
G «POCCUNCKNN TOCYOAPCTBEHHbBIVI YHUBEPCUTET
K%ﬂ TYPU3MA 1 CEPBUCA»
PIYTHC @umnan I'BOY BO «Poccwuiickuii rocyaapCTBEHHbBIH YHUBEPCUTET Auem
Typu3Ma u cepBucay B r.Ilogonbcke
Juist ouHoii popmbl 00yUeHust:
Ne | Bunsl yueOHOI e TETbHOCTH CemecTpbl
n/m Beero |3
1 KoHTakTHasi padoTa o0y4yaomuxcsi ¢ mpenojaaBarteaeM 74 74
B TOM YHCIIE: - -
1.1 | 3asaTUsa IEKIIMOHHOTO THUIIA 34 34
1.2 | 3aHsATHS CEMUHAPCKOTO TUIMA, B TOM YHUCIIE: 36 36
CemuHapbl
JlaGopaTopHbie pabOThI
[IpakTHyeckue 3aHsATHS 36 36
1.3 | KoncyabTauuu 2 2
1.4 | ®dopma npoMe:KyTOUHOI aTTecTalMH (3a4eT, 3a4eT ¢ OLEeHKOH, | 2 2
IK3aMeH) 3au. ¢ om.
2 CamocrosiTeJibHast padoTra 00y4Yauuxcst 70 70
3 O01as Tpy10eMKOCTh yac 144 144
3.e. 7 )
JL1st 04HO0-3204HOI GopMbl 00yUeHUs :
Ne | Buzbl y4eOHOH esITENBHOCTH CemecTpsl
n/n Bcero |3
1 KonTakTHas padora o0y4aommxcs ¢ npenogaBaresieM 22 22
B TOM YHCIIE! - -
1.1 | 3aHsATHS JEKIIMOHHOTO THIIA 8 8
1.2 | 3aHATHs CEMHUHAPCKOTO THIA, B TOM YHUCIIE! 10 10
CeMuHapbl
JlaGopaTopHble paboThI
IIpakTueckue 3aHATHS 10 10
1.3 | Koncyabranuu 2 2
1.4 | ®opma npoMeKyTOUHOI aTTecTalMM (3a4eT, 3a4eT ¢ OLEeHKOH, | 2 2
IK3aMeH) 3au. c o
2 CamocrosiTesibHasg padoTa 00y4almmxcst 122 122
3 OO0mas Tpy10eMKOCTh gac 144 144
3.e. ) )
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PEJIEPAJTIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
orsono _ YYPEX[IEHVE BbICILIEFO OBPA3OBAHVISI PIYTUC
i «POCCUNUCKNN TOCYOAPCTBEHHBIVI YHVBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTHC Ovman @I'BOY BO «Poccmricknit Tocy1apCcTBeHHBIN Auem 5
YHUBEPCUTET Typu3Ma 1 cepsuca» B r.ITomosbcke

5. Conepxxanmne TUCUUIIMHBI (MOIYJIsl), CTPYKTYPHMPOBAHHOE 10 TeMaM (pa3jesiaM) ¢ yKa3aHueM OTBEeIeHHOI0 HA HUX KOJIN4YeCcTBAa
aKaJleMHYeCKNX YaCOB M BU/J0B y4eOHbIX 3aHATHMH
Jis1 ouHoii popmbl 00yUeHUs

HanmenoBanme tem
JIEKIUA, TPAKTUYECKUX
pabot, 1abopaTopHBIX
paboT, CEMUHAPOB,
CPO

Bupl yaeOHBIX 3aHATUN B (HOPMBI UX MTPOBEACHUS

KonrakTHas paboTa 00y4aromuxcs ¢ MpernoaBaresieM
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1. OcHoBHBIE 1.1. ®ynkuy, nenu 1 | 2 TpaauuumonHnas | 2 | YcTHBIN ompoc 1o 5 |[oxaroroska
MTOAXOMBI K 3a/1a4M CITy>KOBbI MaTrepuanam JIEKIUU JOKJIa/10B
OpraHu3aluu JIOKYMEHTAllUOHHOT O
JIETIOTIPOU3BOJICTBA | OOECTICUCHMSI
B YUPEKICHUU YIIPABJICHUS
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PEJIEPAJTIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
orsono _ YYPEX[IEHVE BbICILIEFO OBPA3OBAHVISI PIYTUC
i «POCCUNUCKNN TOCYOAPCTBEHHBIVI YHVBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTHC Ovman @I'BOY BO «Poccmricknit Tocy1apCcTBeHHBIN Aucm. 6
YHUBEPCUTET Typu3Ma 1 cepsuca» B r.ITomosbcke

Texkymuii KoHTposb 1 AynuropHoe
TECTUPOBaHUE.
1.2. TeopeTndeckue 2 Tpanumuonnas | 2 | Pa3BepHyras 6ecena 5 | U3yuenue
OCHOBBI HOPMAaTHUBHBIX
JIeTTOTIPOU3BOICTBA JIOKYMEHTOB:
OpraHu3aIu
1.3. JlokymeHT. 2 Tpanunuonnas | 2 KoMmmeHnTHpoBaHHOE 6 | U3yueHue
Dopmyisip-odpasen YTEHUE HOPMAaTHUBHBIX
JIOKYMECHTA. HOPMAaTHUBHBIX JIOKYMEHTOB
JOKYMEHTOB
1.4. ®ynxun 4 Tpaguumonnas | 2 | Pa3BepHyras Oecena 5 | U3yuenue
JIOKYMEHTA. HOPMAaTUBHBIX
IOpuanueckas cuna JIOKyMEHTOB
JIOKYMEHTA.
JlokyMeHTOO00O0pOT.
1.5. Crannaptuzanus u | 4 Tpanumonnas | 2 Nzyuenue 6 | 3akperuieHue
YHUDUKAIHS IpUMEPOB JEKIIMOHHOT O
JIOKYMEHTOB. Pa3INYHBIX BUIOB MaTepuaa
JTOKYMEHTOB
1.6.TpeboBanus K 2 Tpaauumonnas | 2 | AHanu3 pasaena 4 | 3akperieHue
COCTAaBJIEHHIO U I'OCT P 7.0.97-2016 JIEKIIHOHHOTO
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®EJEPAJIBHOE TOCYJAPCTBEHHOE BIO[IKETHOE OBPA3OBATEJIBHOE CMK
ersong _ YUPEXJIEHME BBICIIETO OBPA3OBAHII PIYTUC
a «POCCUNUCKNN TOCYOAPCTBEHHBIVI YHVBEPCUTET
TYPU3MA V1 CEPBUCA»
PrYTHC Ovman @I'BOY BO «Poccmricknit Tocy1apCcTBeHHBIN Auem 7
YHUBEpPCUTET TypusMa u cepsuca» B I.Ilomosibcke

0(OPMIICHHIO MaTepuaia
JIOKYMEHTOB.

Tekymuii AyauTtopHoe

KOHTPOITb 2 TECTUPOBAaHUE

2. Ocobennoctu 2.1. OcHOBHBIE Tpaguimonnas PasBepnyTas 6ecena 3akperneHue

COCTaBJICHUS U IPYNIBI JOKYMEHTOB. JIEKLIHOHHOTO

oopmienus OpranuzalvoHHbIE MaTepuaia

OCHOBHBIX JIOKYMEHTBI

JIOKYMEHTOB HPEIIPUITHSL.

YIIPaBJICHUS
2.2. Opranu3anoHHO- Tpaguimonnas [enoBas urpa [ToaroroBka
pacnopsiAuTEIbHbIE «CoBemanuey. COINIPOBOJUTENILHON
JTIOKYMEHTBI N3ydeHne THIOBBIX JIOKyMEHTalluu

JIOKYMEHTOB. IIOArOTaBJIMBAOLLEN
MEpPOIPUITHE

2.3. [Iporokon TpaguuroHHas N3ydenune TUIoBbIX IloaroroBka
:TIOPSIIOK JIOKYMEHTOB. IIPOTOKOJIA TIO
COCTaBJIEHUS, [enoBas urpa UTOraM JIEJI0BOM
NPUMEHEHUS U «3acenaHue». CUTYaIu1
YTBEPKACHHUS.
2.4.PaciopsauTenbHble TpanuunroHHas Pa3BepnyTas Gecena ITogroroska

JIOKYMEHTBI

COOOIIEeHNH I
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PTYTHC

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE
YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

«POCCUVICKUW TOCYJAPCTBEHHBIVI YHVBEPCUTET
TYPU3MA VI CEPBVICA»
Ovman PI'bOY BO «Poccuiicknii rocyrapcTBeHHBIV
YHI/IBepCI/ITeT TypI/ISMa " CepBT/Ica» B I‘.HOHOJ‘IBCKQ

CMK
PIYTVC

Aucm 8

o(HIIMATBHO-IEIIOBOTO
CTHJISL CITYKEOHBIX

CTYJICHTOB.
PasBepnyTas 6ecena

NPEIIPUSATHSL. 00CYXKIICHHUSI.
2.5. Madopmannonno- | 2 Tpaguumonnast | 2 | YCTHBIN ompoc 3akperneHue
CIIpaBOYHBIC CTYJICHTOB. JICKIIMOHHOTO
JOKYMEHTHI. PasBepnyTas 6ecena marepuana
Pabora ¢
KOHCIIEKTaMH
2.6. Hopmsl 2 Tpaguumonnas | 2 | YCTHBIN ompoc [ToaroroBka

JCJIOBBIX ITHCCM.

JIOKYMEHTOB.

2.7. IlpaBuna 2 Tpagumuonnas | 4 | KomMmeHTHpOBaHHOE N3yuenune

oopmiIeHUS YTEHHE PA3IAEIOB HOPMaTHUBHBIX

JIOKYMEHTOB 110 HOPMAaTHUBHBIX JIOKYMEHTOB:

JINYHOMY COCTaBY. JIOKYMEHTOB denepanbHbIA
3aKoH «O
MEPCOHATBHBIX
JTAHHBIX.
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’ «POCCUVICKUW TOCYJAPCTBEHHBIVI YHVBEPCUTET

PrYTHC Orman PI'bOY BO «Poccuvickmit rocyjapcTBeHHBIV
YHUBEpPCUTeT TypusMa 1 cepsuca» B I.Ilomonbcke

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE

YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

TYPU3MA 1 CEPBUCA»

CMK
PIYTVC

Aucm 9

3. Ocobennoctu 3.1. OcHOBHBIE TpaguuonHnas PaGora B MmasbIx
JOKYMEHTOBEJICHH | MpaBUJla OpraHUu3aliu rpymnmiax mno [ToaroroBka
" paboThI ¢ BXOISAIIUMHI MOJrOTOBKE TpYIIOBOTO
JOKYMEHTO000pOTa | U UCXOASIIUMHU IPYIIOBOIO MPOEKTA IIPOEKTa
B JOKYMEHTaMH.
rOCyJJapCTBEHHBIX
YAPCAICHHAX 1 Texymmii KOHTPOIb 3 AynuropHoe
OpTaHH3AIIAX TECTUPOBAaHUE
3.2. OcobeHHoCTH TpanuunoHHas VYcTHbI onpoc N3yuenue
JIEJIONPOU3BO/ICTBA B CTY/CHTOB. HOPMAaTHUBHBIX
OpraHu3alusaX u Pa3Bepnytas Gecena JTIOKYMEHTOB.
NPEINPUATHIX
Texymmii KoHTpOIb 4 3amuTa rpyninoBoro ITogroroska
MIPOEKTa TpYIIIOBOTO
IIPOEKTa

Koncynbranuu

IIpome:xxyTouHasi arTecTanusi — 3a4er ¢ OLEHKOM - 2 yaca
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PEJIEPAJTIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
orsono _ YYPEX[IEHVE BbICILIEFO OBPA3OBAHVISI PIYTUC
i «POCCUNUCKNN TOCYOAPCTBEHHBIVI YHVBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTHC Ovman @I'BOY BO «Poccmricknit Tocy1apCcTBeHHBIN Auem 10
YHUBEPCUTET Typu3Ma 1 cepsuca» B r.ITomosbcke

st 0ouHO0-32049HOI hopMBbI 00yUeHHSI:
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®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
_ VYPEXJIEHVE BBICILIETO OBPA3OBAHVISI PTYTUC
«POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Aucm 20
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

6. Ilepeyenb y4eOHO-METOAMYECKOT0 00ecCeYeHus 1JIsi CAMOCTOSITEIbHOH PadoThl
00y4YarIIUXCs M0 JUCHUILIMHE (MOIYJII0)

Jlj1s caMoCTOSITENIbHOM pabOThI 10 IUCHUIUIMHE 00y4Yaroluecs: UCIOIb3YIOT Cleayolee
y4e0HO-METOIMYECKOE 00ECIICUCHHE

Ne
n/n

Tema, Tpy10eMKOCTH B
aKkaja.y., 0YHAsA/0YHO-
3a04YHasA

YyeOHo-MeToan4ueckoe odoecrnedeHme

Paznen 1. OcHOBHBIE HOIXOOBI
K OpTraHu3aluu
JIeTIONPOU3BO/ICTBA B
YUpEKICHUN

1

DyHKIMHU, UETU U
3a/1a4M CIyKObI
JOKYMEHTAIMOHHOTO
obecreyeHus
YIIpaBICHUS

- 5yacos/10 yacos

TeopeTnyeckrue OCHOBBI
JIeIIONPOU3BOICTBA
opraHu3anuu — 6
yacos/11 yacoB

Joxyment. ®opmyisip-
oOpaszer] 10KyMeHTa..- 6
vyacos/10 yacos

OyHKINN JTOKYMEHTA.
KOpuanueckas cuna
JIOKYMEHTA.
JlokyMeHTO000pOT.. — 6
vacos/10 gacor

CrangapTu3anus u
YHUPUKALNS
JIOKYMEHTOB. — 6
vyacos/10 gacoB

TpeboBanus k
COCTaBJICHHUIO U
oopmienuro
JIOKYMEHTOB.. — 4
yaca/10 gacos

Paznen 2. Ocobennoctu
coCTaBJIEHUS U 0(OPMIICHUS
OCHOBHBIX JJOKYMEHTOB
YIIPaBJICHUS

OcHoBHas JUTEpPaTypa

1. beikoBa, T. A. JloKyMEHTallMOHHOE OOCCIICUYCHHE
yrpaBieHus (IeIOTPOU3BOACTBO) : yueOHoe mocodue / T. A.
beikoBa, T. B. Ky3nenona, JI. B. Cankuna ; mox oomr. pen. T.

B. Ky3nenoBoii. — 2-e¢ u3a., nmepepad. u jgomn. — Mocksa :
NHOPA-M, 2024. — 304 c¢. + Jlon. wmarepuaibl
[Onextponnbiii  pecypc]. —  (Beicmiee  oOpasoBaHue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekcer :
AJICKTPOHHBIM. URL.:

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

2. JlenompousBoactBo : yueObnuk / T. A. BbwikoBa, JI. M.
BsutoBa, HO. M. Kykapuna, JI. B. CankuHa ; moa oOmr. pen.
noit. T. A. beikoBoii. — 5-e u31., mepepad. u gorm. — MockBa :
NHOPA-M, 2025. 403 c¢. + Jlom. Matepuaibl
[DnexTponHbIi pecype]. — (Bricmee obpaszoBanue). — DOI
10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekct :
AIEKTPOHHBIMN. URL:
https://znanium. ru/cataloq/product/2145045

3. OcCHOBBI JENONPOU3BOJCTBA : ydeOHOe mocodme / A.M.
Acanues, U.1. Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. —
2-e u3., uctp. u gorn. — Mocksa : UHOPA-M, 2025. — 146
c. — (Boicmiee obpasoBanme). — DOl 10.12737/24426. -
ISBN 978-5-16-019135-5. - Tekct : amektponHbIH. - URL:
https://znanium.ru/catalog/product/2197265 —  Pexum
JOCTYTIA: TT0 TIOJIITUCKE.

4. Kynses, H. H. JloxymentoBenenue : yueOnuk / H. H.
Kynses, 1. H. Ypanos, A. I'. ®abpuyunoii ; nox pex. npod. H.
H. Kynaesa. - 2-e u3n., crep. - Mocksa : Jloroc, 2023. - 352 c.
- (HoBas ynuBepcuterckas Oubnmoreka). - ISBN 978-5-
98704-329-5. -  Tekcr anekTtpoHHsii. - URL:
https://znanium.ru/catalog/document?pid=1211628

JlonosHuTeIbHAS JIUTEPATYypPa
1. Bbynar, P. E. JlokyMeHTaIlmOHHOE OOECTICUeHUE YIIPaBICHUS

nepcoHasioM : yuebHoe nocodbue / P. E. bynmar. — Mocksa :
NH®PA-M, 2022. — 234 c¢. + [on. wMarepuansl
[OnexkTponnbiii  pecypc]. —  (Bwicmee — oOpaszoBanme:
bakanaspuar). - [ISBN 978-5-16-010318- - Tekcr
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®EJIEPAJIBHOE TOCYJAPCTBEHHOE BIOIXKETHOE OBPA3OBATEJTbHOE CMK
arsorso VUPEXIEHVE BBICILIETO OBPA3OBAHIS PIYTUC
a «POCCUVCKWN TOCYIAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA "1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Auem 21
YHUBepCUTeT TypusMa u cepbuca» B r.Ilogonbcke

1. | OcHOBHBIE TPYMIIBI AIEKTPOHHBIN. URL:
JTOKYMEHTOB. https://znanium. ru/cataloq/document’?pld 1007087
Opranu3zanuoHHbIE 2. UndopmalilioHHbIE TEXHOJOTUHM B JOKYMEHTAallMOHHOM
JTIOKYMEHTBI o0OecrieYeHUH YIPaBJICHUS W apXUBHOM Jelie : YYeOHUK s
npeanpustus. — 2 yaca/5 | By3oB / H. H. Kynaes, T. B. Konxgpamosa, E. B. Tepentnesa,
yaca A. T'. ®abpuunos / mox oom. pea. H. H. Kynsepa. - Mocksa :

2. | Opranu3amnroHHO- Jloroc, 2020. - 408 c. - ISBN 978-5-98704-786-6. - TekcT :
pacopsAUTEIbHBIE JJIEKTPOHHBIN. URL:
JIOKYMEHTHI — 2 yaca/5 https://znanium. ru/cataloq/document”md 1211641
yaca 3. Kupcanoga, M. B. Kypc JICJIONPOU3BO/ICTBRA!

3. | IIporokon :nops oK JIOKYMEHTAIlMOHHOE O0ecleyeHne yIpaBlIeHUsS yueOHOe
COCTaBJICHMUS, nocobue / M.B. Kupcanoa, FO.M. AxkcenoB. — 6-¢ u3n.,
OPUMEHEHHS U ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. + Jlom.
yTBepKaeHus. — 4 yaca/S | MaTrepuaibl [Onextponnbli  pecypc]. —  (Beicmee
yaca obpazoBanue: bakanaBpuar). - ISBN 978-5-16-006789-6

4. | PacnopsiiuTeNbHBIC https://znanium.ru/catalog/document?id=358180
JIOKYMEHTBI 4. YmupaBineHue JOKyMEHTaMH B 1IUGPOBOH HIKOHOMHUKE.
npeanpustus. — 4 gaca/5 Opranu3anus, periameHTaius, peaausanus / M. B. Jlapun, H.
yaca I'. Cyposuena, E. B. Tepentnena; I[lox pen. Jlapuna M.B., - 2-¢

5. I/IH(bOpMaIII/IOHHO- n3a. - Mocksa : PFFY, 2022. - 247 c. - ISBN 978-5-7281-
CIIPABOYHBIE 3084-0. - Texct : AJICKTPOHHBIN. - URL.:
NOKyMeHTHI. — 4 uacal5 https://znanium.ru/catalog/product/2037274
qaca

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

7. | IlpaBuna odpopmieHus
JOKYMEHTOB T10
JUYHOMY COCTaBy. — 5
vacoB/8 yaca

Paznen 3. OcobennocTu
}IOKYMeHTOBelIeHI/ISI nu
JIOKYMEHTO000pOTa B
FOCY}IapCTBeHHBIX
YUPEIKIACHUAX U OPTaHU3AIHSIX

1.

OcHOBHBIE TIpaBHJIa
OpraHu3aIuy paboThI C
BXOJAIIUMH U
HCXOISIIAMHA
JOKyMEHTaMu. — 6
yacos/9 yacoB
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PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE ObEPA30OBATEJIbHOE
YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA

& «POCCUWNCKVU TOCYIAPCTBEHHBIV YHUBEPCUTET

TYPU3MA 1 CEPBUCA»

Owvman PI'BOY BO «Poccniicknii rocymapcTBeHHbBIV
YHUBEpCUTeT TypusMa 1 cepsuca» B r.Ilomonbcke

CMK
PIYTUC

Aucm 22

2. OcobennocT

OpraHu3aIusaX u
MPEeaNpUATHIX — 6
yacoB/9 yacos

ACJIOINIPOU3BOJACTBA B

7. @OH/ OLIEHOYHBIX CPEACTB /IJIsl NPOBeeHUs TeKylIeil U MPOMeKyTOYHOM aTTecTaluu
00y4YarIIUXCs M0 JUCHUILIMHE (MOYJII0)

7.1. IlepeyeHb KOMIETEHIIUI ¢ YKa3aHHeEM 3TanoB uxX (popMUPOBaHUSI B Ipolecce
0CBOEHNs1 00pa30BaTeJIbHOI MPOrpaMMbl

Ne Nupexc Copnepxanue Paznen
III1 KOMIIE- KOMITIETEHIIUN MCIUILINHEL,
TEHLINH, U MHOUKaTopa | obecredynBaro-
WHINKaTOpa JIOCTHOKEH NS [IAHA DTaIbl
JOCTHKEHUS KOMIIETEHIINH dhopmupoBanue
KOMIIETEHIIN KOMITIETEHIIHH,
u WHIUKATOpa
IOCTHKEHHUS
KOMIIETCHIINH

B PE3YAbTATC U3Y4YCHUS pa3aiciia ATUCIUIINHBI,
06GCHGIII/IBaI0H.IeFO q)OpMPIpOBaHI/IC KOMIICTCHIINH,
HHAUKATOpa JOCTHKCHUSA KOMIICTCHI U

o0yJaromuiicst JOIKEH:

3HATh

YMETH BJIaACTh

1 JTIK 1 - crmocobeH BBISABIATH, OCYIIECTBISTH COOpP | aHAIW3 OW3HEC-MH(OPMAIUN IS

(hOpMHUPOBAaHHST BO3MOXHBIX PEHICHHIH,
COOTBETCTBHUH C BHIOPAHHBIMH MOAX0JIaMHU

oopMIATE pe3ydbTaThl OM3HEC-aHAINW3a B

K 1.2

odopmIisieT
pE3yJIBTaTHI
OusHec-
aHaJn3a B
COOTBETCTBH
u c
BbIOpaHHBIMU
MOIX0JaMHU

OcobeHHoCcT
u
COCTaBJICHUS
u
odopmIteHUs
OCHOBHBIX
JIOKyMEHTOB
yIpaBIeHUS

cnenupuky
odopmIeHH
ST OCHOBHBIX
JIOKYMEHTOB
yIIpaBJICHUS

BBISIBIISITh,
OCYILECTBIISAT
b cOOp
aHaJIMN3
OusHec-
uHpopMaun

opopMIISATH
pe3yJIbTaThI
OusHec-
aHaIM3a B
COOTBETCTBH
u c
BbIOpaHHBIMU
MOIX0JaMHU

7.2. Onucanue noxkasarejiel 1 KpUTepHeB OLICHUBAHUA KOMIIETEHIMI HA PAa3HBIX dTanax
X (pOpMHPOBAHHUS, ONIMCAHME IIKAJ OLICHUBAHUA

Pesyabtar 00yuyenusi | Ilokasarean Kpurepuii JTan ocBOeHUs!
10 JMCHUIIHHE OLICHMBAaHUS OLICHMBAHMS KOMIICTCHIIHH
3HaHue cnenupuku Crynent 3aKkperuieHue
o(opMIIeHHS OCHOBHBIX JI€MOHCTPHUPYET 3HAHHS | CIIOCOOHOCTH
OKYMEHTOB OCHOBHBIX OHATUH U | 0pOpMIIATH
JIOKYM AynutopHoe . Gop
yIpaBIeHUS KaTeropui nporecca pe3yJIbTaThI
TECTUPOBAHUE
YMeHue BBIABIATS, . MPUHSTHS Ou3Hec-aHaIM3a B
I'pynnoBoii npoekt
OCYILECTBIISATH COOp U YIPaBIEHUYECKUX COOTBETCTBUHU C
aHayu3 Ou3Hec- pelIeHuH. BbIOpaHHBIMU
uHpopMauu CryneHT N0JIX0JaMH U
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®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
ersono _ YYPEX[IEHVE BbICILErO OBPA3OBAHVISI PTYTUC
a «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Auem 23
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

Bnanenue
odopmIIeHHEM
pe3ynbTaToB  OM3HEC-
aHaiusa B
COOTBETCTBUU c
BbIOpaHHBIMU
MOJIX0JaMH

JIEMOHCTPHPYET
YMEHUS TIPUMCHSITD
OpraHU3aIMOHHO-
yIpaBJICHYCCKHE
peleHus B
npodeccrnoHaIbHOM
JeSITeIbHOCTH
Crynent
JIEMOHCTPHPYET
BJIaJICHHE HABBIKAMHU
HAXOJIUTh
OpraHU3aIMOHHO-
yIpaBJICHYCCKHE
pelIeHUs B
npodecCuOHATBHOM
JCSITeIBHOCTH U
TOTOBHOCTb HECTH 32
HHUX OTBETCTBEHHOCTH

Buanl CPpeaACTB OCHUBAHUSA, IPUMECHSEMBIX IPHU IPOBECACHUN TCKYHIEI0 KOHTPOJISA
H IKAJbl OHCHKH YPOBHHA 3HaHHﬁ, yMeHI/Iﬁ H HABBIKOB IMPH BBINOJHEHUH OTIACJIbHDBIX

(hopM TekyLIero KOHTPOJIst

Cpeacmeo OYEHUBAHUA — mecmuposarnue

IlkaJia OLeHKH YPOBHS 3HAHMIi, YMEHUH ¥ HABBIKOB IIPH PellIeHNH TeCTOBbIX 3aJaHMl

Kpurepunu oneHkn

OIICHKa

BepHo BBITIOJIHEHO 3a/1aHUA 3a KaxabIi TTpaBUILHBIN oTBET — (0,5 Oanna

Cpeocmeo oyenuganusi — 2pynnogou npoekm
IIIkaja oneHKH YPOBHS 3HAHUI, YMEHHH U HABBIKOB IIPH BBINOJHEHUH TPYNIIOBOIO

MpPOeKTa

Hpez[en JJIATCIIBHOCTU KOHTPOJIA

15 mumn.

Kpurepun ouenku

— OBUIO CPOPMYTUPOBAHO W NPOAHAINZUPOBAHO OOJBIIMHCTBO
Mpo0GJieM, 3aI0KEHHBIX B TIPOEKTE;

—  ObuLIH MNPpOAECMOHCTPUPOBAHbI AJICKBATHBIC AHAJIUTHYCCKHC
MeTOABI IpH paboTe ¢ nHGopManuei;

— OBUTH MCIIOJIL30BaHbI JOITOJTHUTCJIBbHBIC NCTOYHUKH I/IH(i)OpMaHI/II/I
ISl peaJn3aliy TPYIIIOBOTO MTPOCKTA;

— OBLIIM BHIIIOJTHEHBI BCE HEOOXOIUMBIE PacUETHI;

— TOATOTOBJICHHBIE B XOJ€ BBINOJHEHHE IPOEKTa IOKYMEHTEI
COOTBETCTBYIOT TPEOOBAaHUSAM K HUM II0 CMBICITY U COJIEPKAHUIO;

— BBIBO/JIbI O6OCHOBaHLI, APTYMEHTBI BECOMBI;

— clemaHbl COOCTBEHHBIC BBIBOJBI, BBISBICHBI HEIOCTATKH H

MPECIJIOKCHBI ITPAKTHYCCKNUEC PEKOMCH Iallu1

© PI'YTHUC




®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
ersono _ YYPEX[IEHVE BbICILErO OBPA3OBAHVISI PTYTUC
a «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Auem 24
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

IToxa3aTenu o1eHKHU Max 15 6amioB
0 GamnoB MIPOEKT HE MOATOTOBJICH;
1-2 bamra MIPOEKT MOATOTOBJICH, HO TeMa PACKPHITA HE ITOJTHOCTHIO
3-4 Gamna MIPOEKT TIOATOTOBJICH, HO COACPKUT OIMHOKA W HETOYHOCTH
(hopMynHpOBOK
5-7 6annoB MPOEKT MOJATrOTOBJICH, HO HE JOCTATOYEH MO 00bEMY
8-10 6amioB MIPOEKT MOJTOTOBIIEH, HO OTCYTCTBYET NMPE3EHTAIHS
11-12 6amnoB MPOEKT TMOJATOTOBIIEH, TEKCTOBAas YacTh COOTBETCTBYET BCEM
TpeOOBaHUIM, HO IPE3CHTAIIHS YCIOBHA
13-15 Gamnos Bce TpeOOBaHUS COOIOICHBI, TPE3EHTAINS TIOJTHOCTHIO
PacKpBIBaET TEMY MPOEKTa

Kputepuu u mkajna oneHUBaHUsI OCBOCHHS 3TANOB KOMIIEeTeHI M Ha
NPOMEKYTOYHOH aTTeCTAUNH

[Topsimok, KpuUTepuM M WIKaJa OLIEHUBAHHMS OCBOEHHUS JTAllOB KOMIIETEHIMHA Ha
HpOMe)KYTOqHOﬁ arrectau onpeacsi€TCa B COOTBETCTBUU C ITomoxxeneM o IMPOBCACHNN
TEKYLIEro KOHTPOJI YCHEBAaeMOCTH W IMPOMEXKYTOYHOW aTrTecTaluu oO0ydaromuxcs o
o0Opa3oBaTeNbHBIM IPOTpaMMaM  BBICHIETO 00pa3oBaHMs — TMporpamMmaM OakajaBpuara,
oporpaMMaM — MarucTparypbl,  peaju3yeMblM 10  ¢eAepalbHbIM  IOCyJapCTBEHHBIM
oOpa3zoBatenbHbIM cTangapraM B @I'BOY BO «PI'YTUCH.

IIIkana oumeHKM YPOBHS 3HAHMHA, YMEHMIlI W HABBIKOB MNPHM NPOBeICHUU
MPOMEKYTOYHOM aTTEeCTALMHU
Cpeocmeo oyenusanusi — YCMHblUL ONPOC

Ipenen paureabnoctu | 50 MuH.
KOHTPOJIA

Kpurepun onenkn — ObUIO CQOPMYJIHMPOBAHO U MPOAHATIUZUPOBAHO OOJIBIIMHCTBO
po0JieM, 3aJ10KEHHBIX B 33/1a4€;

— OBUIM IIPOJAEMOHCTPUPOBAHBI AJICKBATHBIC AHATUTUYECKHE METOIbI
npu padote ¢ uHpOpMaIIHEH;

— OBUIM MCIIOJIb30BaHbl JONOJHUTEIbHbIE MCTOYHUKU HH(POpPMAaLUU
JUISI peIlIeHUs 3a/1auH;

— OBLTH BBIIIOJHEHBI BCE HEOOXOIUMBIE PAaCUeThl;

— TIOATOTOBJIGHHBIE B XOJ€ pEIIEeHUus 3aJauyd JOKYMEHTHI
COOTBETCTBYIOT TPEOOBAHUSAM K HUM IO CMBICITY U COJICPKAHUIO;

— BBIBOJIbI 00OCHOBAHBI, APIYMEHTHI BECOMBI;

— Cc/elaHbl COOCTBEHHBIE BBIBOJBI, KOTOpPblE OTJIMYAIOT JIAHHOE
pelnieHne OT APYrux penieHui

IToxa3aTenu oleHKH

«5» Jlan mOnHBI OTBET HAa BOMPOCH], IIOCTaBJICHHbIE B Owmiere,
MPaBWIBHO  pelIeHa 3ajaya, JaHbl T[OJIHbIE  OTBETHl  HA
JIOTTOJTHUTEIIbHBIE BOMIPOCHI

«» [TonHBI OTBET HA BOMPOCHI OMIIETa, MPABUILHO pEIIeHa 3ajadya, He
MOJTHOCTHIO JIaH OTBET Ha JOTOJIHUTEIHHBINA BOIIPOC
«3» OTBeT HE MOJIHBIA, 3a7ada pelieHa, HO JaHO OOBSCHEHUE O XOJe

pEeICHUsA, HAa JOMMOJHUTCIIBHBIC BOIIPOCHI OTBETA HET

© PI'YTHUC
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PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE ObEPA30OBATEJIbHOE CMK
YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA

«POCCUVICKVU TOCYJAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA U CEPBUICA»
Owvman PI'BOY BO «Poccniicknii rocymapcTBeHHbBIV
YHUBEpCUTeT TypusMa 1 cepsuca» B r.Ilomonbcke

PIYTUC

Aucm 25

«2» ‘ Hert oTBeTOB Ha BOIIPOCHI 6I/IJ'ICT3, 3aga4a HC pCUICHA.

7.3. TunoBbie KOHTPOJIbHbIE 32IaHUS UJIH HHbIe MAaTEePHUAJIbI, HEOOXOAUMbIE IJIsl OLlEHKH
3HAHMi, yMEHUI1, HABBIKOB U (MJIH) ONBITA AeATeJIbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
(popMupoBaHus KOMIETEHIIHI B IIpoecce OCBOCHUS 00pa30BaTeILHO POrPaAMMBI.

=
=
0]
5 Paznen muciuruivHel, Bun u cogepxanue TpeGoBaHMsI K BBIOJIHEHUIO
= g oOecrieunBaromuii POPMHUPOBAHUE | KOHTPOIHHOTO KOHTPOJIBHOT'O 33JJaHus U
o
Q' g KoMIIeTeHIUH (unu ee yacTH) 3a/laHus CpOKaM cAauu
S 3
T o
TectupoBanue coctout u3 20
OcHOBHBbIE TOJXOMBI K BOIIPOCOB C TPEMS
OpraHHU3aIMH JIeJIONPOU3BOJICTBA B | AyAUTOPHOE BapHMaHTAMU OTBETA.
YUPEKIACHUU TECTUPOBAHUE HeoOxonumo BeIOpaTh
BEPHBIN OTBET U3 TPEX-
< YEThIPEX MPEI0KEHHBIX.
TectupoBanue coctout u3 20
BOIIPOCOB C TPEMS
OCO0EeHHOCTH COCTaBIEHHS U
AynuropHoe BapHMaHTAMH OTBETA.
o opMIIEHUST OCHOBHBIX
TECTUPOBAHUE HeoOxonumo BeIOpaTh
JIOKYMEHTOB YIIPaBJICHUS .
BEPHBII OTBET U3 TPEX-
~ YEThIPEX MPEI0KEHHBIX.
TectupoBanue coctout u3 20
Oco0eHHOCTH JOKYMEHTOBEICHUS BOIIPOCOB C TPEMS
U JIOKyMEHTO000poTa B AynuropHoe BapHMaHTAMH OTBETA.
rOCY/IapCTBEHHBIX YUPEKACHUIX U | TECTUPOBAHUE HeoOxonumo BeIOpaTh
OpraHu3aLusIX BEPHBIN OTBET U3 TPEX-
S YEThIPEX MPEI0KEHHBIX.

© PI'YTHUC




ersono _ YYPEX[IEHVE BbICILErO OBPA3OBAHVISI PTYTUC
a «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Aucm 26

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE ObEPA30OBATEJIbHOE CMK

YHUBEPCUTET TYpPU3Ma V1 CEPBICa» B F.HO)IOJ'IBCKQ

OCHOBHBIC TTOIXOIBI K
OpTaHM3aINH JISJIOMPOU3BOJICTBA B
YUPSKICHUN

OCOOEHHOCTH COCTaBJICHUS U

0 OpMIICHHST OCHOBHBIX
JOKYMEHTOB YIIPaBJICHUS
Oco0eHHOCTH JOKYMEHTOBEICHUS
U IOKYMEHTO000pOTa B
rOCYJApPCTBEHHBIX YUPEKICHUSIX U
OpraHu3anusax

17,18

['pynmoBoii mpoexT
Ipe1ycMaTpuBaeT
pa3paboTKy TeMbI IO
BBIOODPY CTYJI€HTOB.

[IpoekT BbIOMHSACTCS
MOATAMHO (C KaKI01 Heaenen
OH T0JIy4aeT HOBOE
HaIlOJIHEHHE) TPYIIION
CTYJECHTOB B TEYEHHE BCETO
CEMECTpA, 10 OKOHYAaHUU
MIpEJICTaBIIsIeTCS MTPEe3eHTAIIHS
IIPOEKTA.

[TakeT mMOArOTOBIEHHBIX
JIOKYMEHTOB OT T'PYIIIIHIL:
Kputepuu onieHku: Hamu4ue u
PacIoIOKEHUE PEKBU3UTOB —
30% , rpamoTHOCTB — 30%,,
aKKypaTHOCTb O(hOpMIICHUS —

20%, cMBICTIOBOE CO/IEp)KaHue
—20%

© PI'YTHUC




®ELEPAJIPHOE TOCY/IAPCTBEHHOE BIOJDKETHOE OBPA30OBATE/TBHOE CMK
orsona _ YYPEXJIEHVE BbICLIETO OBPA3OBAHVL PIYTUC
& «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
L%ﬂ TYPU3MA "1 CEPBUCA»
PryTHC Ovman PTBOY BO «Poccuricknit rocymapCcTBEHHBIN Auem 27
YHVBEPCUTET Typu3Ma ¥ cepBuca» B r.Ilomorbcke

Texkyuuii KOHTPOJIb 1 — AyIUTOPHOE TECTUPOBAHUE

Pa3zgea 1. OcHOBHBIE OAXO0/IbI K OPraHU3ALMHU AeJIONPOU3BOJACTBA B YUPeKICHUN
1. B /IpeBHepycCKOM rocyiapcrae HeHTPaMH Be/leHUsl JOKYMEHTAIMU U ee XPaHeHUus!
ObLIN:

a) MOHACTBIPH,

0) apXUBHI;

B) KHSDKECKHUE TaIaThl;

T') HApCKUil ABOpeEII.

2. Kak Ha3bpIBa/IuCh NlepBbIe rOCy1apCTBEHHbIE YUpe:KIeHus ?

a) enapTaMeHThlI;

0) KHSDKECTBA;

B) PUKAa3blI,

I') MOHACTBIPH.

3. Kakue peKBU3UTHI OTHOCATCS K IOPUAMYECKH 3HAYMMbIM?

a) 1aTa, perucTpalOHHbIH HOMeP T0KYMEHTA,

0) 3aroI0BOK K TEKCTY, OTMETKA 00 MCIIOJIHUTEIIE;

B) pE€30JIIOIUs, OTMETKA O HAJIUYNUU IPUIIOKEHUH.

4. Jle10npoU3BOACTBO — ITO:

a) IBUKEHHUE JOKYMEHTOB B OpPraHU3allMi ¢ MOMEHTA UX CO3JaHUs WU IOJyYEHUS 10
3aBepIICHUS UCIIOIHEHUS;

0) oTpacib JesiTeIbHOCTH, 00ecreYrBaOIAsl JOKYMEHTHPOBAHNE M OPTaHU3ALMI0 Pa0oThI
¢ 0pMUIMATBbHBIMU JOKYMEHTAMHU,

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

5. Ilo cioco0y NOKYMEHTHPOBAHUS PA3JINYAIOT JOKYMEHThI:

a) TpadapeTHbIE;

0) pyKONHCHBIEC IHCbMEHHbIE,;

B) (popMann30BaHHBIE.

6. I yero npoBoANTCS YHH(PHUKALUA JOKYMEHTOB?

a) 17151 JOKYMEHTHPOBAHMSA YIIPABJEHYECKOH 1esiTeJIbHOCTH,;

0) 15t opraHu3aIyy padoThl C JOKYMEHTAMH;

B) JIJIsl CHIDKEHUS KOJIMUYECTBA MPUMEHSIEMBIX JOKYMEHTOB, CHUKEHHS TPYJTOEMKOCTH UX
00paboTKH.

7. PacnojioxkeHHe PeKBU3UTOB HA OJIAHKe JOKYMEHTA OMpeaessieTcs:

a) COCTaBHUTEIIEM JJOKYMEHTA;

0) npaBuIaMu YHU(HUKAIMH JOKYMEHTOB;

B) rOCYAapCTBEHHBIM CTAHAAPTOM.

8. PekBH3UT JOKYMEHTa — 3TO:

a) CTaHIapPTHBIN JIUCT OymMaru, Ha KOTOPOM OTOOpakeHa MOCTOsTHHAS WH(OpPMAITUS U OTBEICHO
OIPEAEIEHHOE MECTO ISl IEPEMEHHOM;

0) COBOKYITHOCTb PacHOJI0KEHHBIX B ONPeIeICHHON MOCIe10BaTEIbHOCTH 3aMCel, MPUCYIINX
OIpEEIEHHBIM BUJIaM JIOKYMEHTOB;

B) 00513aTe/IbHBIN 3J1eMEHT OPUIHMATBHOI0 JOKYMEHTA.

9. PexBu3ut «HaumeHoBaHMe BUIA TOKYMEHTa):

a) Mo3BOJIseT CYAMTh 0 HA3HAYeHHe JOKYMEHTA, onpe/iesisieT cOCTaB PEKBU3UTOB U
CTPYKTYPY TEKCTa,
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0) MO3BOJISIET CYIUTh O HA3BAHUM OPraHU3aIMN — aBTOPA JOKYMEHTA;

B) IPUJAET COAEPKAHUIO JOKYMEHTa HOPMaTUBHBIN UIIM IPAaBOBOM XapakTep.

10. PerucTpannoHHbIi HOMEP JOKYMEHTa — J3TO:

a) JlaTa ero MOANMCAHUS WIN YTBEPKICHMUS;

0) ycJ10BHOE 0003HAYEHHE JOKYMEHTA, 101 KOTOPbIM OH BBeJleH B MH()OPMAIIHOHHO-
NOUCKOBYIO CHCTEMY OPraHM3alluH,;

B) OTMETKa JJI1 aBTOMAaTHYECKOT0 TIOUCKA JOKYMEHTa (MOXKET BKJII0YaTh UMS JAHCKa,
JTUPEKTOPUH U (aiisa, comepKaiiero JaHHbIH TOKyMEHT).

11. B kakoMm ciiyyae npaBu/jibHO 0(popMiIeH PeKBU3HUT «Apecar»?

a) Jupextopy mixossl Ne 269

NBanosoii Tamape IleTpoBHe

0) dupekropy 1mkossl Ne 269

Wpanosoii T. I1.

B) 129128, Mocksa, yi. Pocrokunckasi, 7

Hupexropy mikosbl Ne 269 r-xe MBanosoii T. I1.

r) lupexkropy MockoBckoii mkosab1 Ne 269

T. II. UBanoBoii

12. [1nan pa6oTsbl Kos1ea:Kka Ha 2015/16 yueOHbIii roj yIBep:KieH pelieHueM
1e1arorn4eckoro cosera. B kakom ciryyae npaBujbHO opopmiieH pekBU3UT «I'pud
YTBep:KIeHHUs JOKYMEHTa»?

a) YTBEPX/IAIO

Pemenne nemarornaeckoro copera

ot 12.08.2015 1. Ne 14

0) YTBEPXKJIEH

Pemennem negaroru4eckoro cosera

ot 12.08.2015 Ne 14

B) YTBEPX/IEH

Pemenunem negarornueckoro coBera

ot 12.08.2015 1. Ne 14

13. PekBH3HUT «3aroJI0BOK K TEKCTY»:

a) oTpaxkaeT KpaTKoe co/iep:KaHue J0KYMeHTa;

0) O3BOJISIET CYAUTh O HA3HAYEHUH JIOKYMEHTA, OIPEIeIIIeT COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa;

B) HEOOXOJIMM JIsl OTIEPATUBHON CBSI3U C T€M, KTO COCTaBUJI JOKYMEHT.

14. B xakoMm MecTe JOKYMEHTAa NPOCTaBJsieTcsl peKBU3UT «OTMeTKa 0 KOHTPOoJIe»?
a) Ha JIEBOM I10JIe JOKYMEHTa, HapOTUB pekBU3nTa «CIpaBOYHbIE JaHHBIE 00 OpraHU3aIluN»;
0) B BepXHeM IPaBOM YIJIy IEPBOI0 JIMCTA IOKYMEHTA;

B) B HMDKHEM IIPABOM YIUIy IIEPBOTO JINCTA JOKYMEHTA.

15. PexBusut «I'pud corsacopanus» opopmMiIsSIIOT CAeAyHOIIMM 00pa3omM:

a) COTJIACOBAHO

IIporokoJiom 3acenanus

npasjeHud cTpaxoBoil komnanuu «Ilianera»

ot 21.06.2015 Ne 10

0) H. U. Opnos

(moamuce)

B) HauanpHUK I0pUANYECKOTO OTAENA
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IMoamnuce

I'. . Cunopos

21.12.2015

16. PexBu3uT «BU3bI COrIacOBaAHUSN»:

a) CIYXKUT 7151 OpOPMIIEHHUSI BHEIITHETO COTJIACOBAHUS C KOHKPETHBIM JIOJKHOCTHBIM JIMILIOM UITU
KOJUIETMAJIbHBIM OpPraHOM;

0) mpuaaeT coaepKaHUI0 OPHUIHMATLHOTO TOKYMEHTa HOPMaTUBHBIHM WU MPAaBOBOM XapakTep;
B) HCIIOJIb3YeTCsl VISl BHYTPEHHEr0 COrIacCOBAHHUs NPOEKTOB JOKYMEHTOB M IIPH
03HAKOMJIEHHH € KAKUM-JIN00 IOKYMEHTOM KaK MUCbMEHHOe MoATBep:KIeHne (paKTa
03HAKOMJICHH .

17. Jnst fOKYMeHTA, NOAJUHHUK KOTOPOIr0 0CTAaeTCsl B OPraHU3aluM, BU3bI
NPOCTABJISIIOTCH:

a) HIDKE TIOJIUCH PYKOBOJIUTEISA, TIOIMUCABIIETO JOKYMEHT;

0) B HH2KHel YacTH 000POTHOI CTOPOHBI NOC/IEAHEr0 JIMCTA NOJJIMHHUKA TOKYMEHTA;

r') Ha 00OPOTHON CTOPOHE MEPBOIO JIMCTA JOKYMEHTA.

18. B kakom ciry4ae npaBuIbHO 0(popmiieH peKBU3UT «OTMeTKA 0 HATHYUH
NMPUJIOKEHHUSDY, €CJIN B TEKCTe COMPOBOIUTEIHLHOI0 MUCHMA He YIIOMHHAJIOCH 0
NnpuJioxKeHun?

a) [Ipunoxenne:

1. CnpaBka o coryiacoBaHuu NpoeKTa Ha 4 J1. B 1 3K3.;

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

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

19. PexBu3uT «OT™METKA 00 MCIOJTHHUTEJIE):

a) HeoOXO0AUM /ISl ONIePATHBHOM CBSI3M C TeM, KTO COCTABHJI IOKYMEHT;

0) sABJISIETCS OJJHUM U3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHS TOKYMEHTA;

B) QUKCHpPYET yKa3aHUS pyKOBOJIUTEIS 110 OBOY UCIIOJHEHHS TIOKYMEHTA.

20. B xakoM ciy4yae npaBuibHO ogopmiieH pekBH3UT «Iloanuce» Ha OJ1aHKe JOKyMeHTa?

a) Pexrop akanemun B. A. IlerpoBa

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

TOCYJapCTBEHHOM CITYKObI B. A. IlerpoBa

Texkyumuii KOHTPOJb 2 — AyAUTOPHOE TeCTHPOBAaHHUE

Pa3nes 2. OcoOeHHOCTH cOocTaB/IeHUsI H 0(DOPMIICHHS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS
1. B orcyrcrBue pykoBoautesas A. H. IlerpoBa 10KyMeHT moanucas ero 3aMecTUTE/Ib
CuaopoB, HCIIOJHAIINN 00S13aHHOCTH PYKOBOAUTEIS. YKAKNTe NPABUIbHbIH BAPHAHT:

a) 3a/lupexTop A. . Tlerpos
(moamuchy Cumoposa)

6) dupexrop A. U. Tlerpos
(moamuchy Cumoposa)

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

(mopmuce Cuopona)

2. laToii NPOTOKOJIA SABJISIETCS:
a) Jara MoANMCaHus MPOTOKOJIA;
0) 1aTa npoBeeHHs 3acelaHUsA;
B) JaTa pErucTpaly IpOTOKOIA.
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3. Ilpuka3s co3paercs AJs:

a) MOATBEPKICHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHIA, ICHCTBHIA,

0) pelIeHHsI OCHOBHBIX ONIEPATUBHBIX 32124, CTOSAIIUX Iepel JAHHBIM OPraHOM;

B) OTPa)KE€HUS YCIOBHUI TPYJOBBIX B3aUMOOTHOILIEHU!N COTPYAHHUKA C aIMUHUCTpaLIUEH.

4. B kakoMm cjiy4ae npaBuJIbHO opopMiieH peKBU3UT «OTMeTKa 0 3aBepeHUM KOMUN»?
a) Bepno:

NucnekTop oTaena kaapoB ITonmucey  W. U. IleTrposa

0) Bepno

HNucnexktop oTaena kaapos Ilogmuce  U. U. IlerpoBa

B) Bepno

HNucnekTop oTaesa kagpos MMognmucs U. U. IleTrpoBa
16.03.2006

5. Bu3a opucra Ha npukase:

a) o3HaYyaeT BHYTPeHHee COIIacoBaHue, MOATBEPKAAIOIIee, YTO NPUKA3 He MPOTHBOPEYUT
3aKOHY;

0) 7TO 00sI3aTENBHBIN PEKBU3UT MPUKA3a, IPUAAIOUINNA €My IOPHIUIECKYIO CHITY.

6. Korga ynpasJjieH4eckoe JeliCTBHe MPeANoJiaraeT KOHKPeTHOr0 MCIOJIHUTEJIsI, TO
MYHKTHI PACHOPSAUTEIBHON YACTH NPUKA3a J0JKHbI HAYUHATHCS:

a) ¢ ykazaHus (paMUINM U UHUITUAIOB UCTIOTHUTEIIS;

0) ¢ yka3zaHusi HOpy4YEHUS;

B) C YKa3aHHUS JOKHOCTH M ()aMMJIUM ¢ HHUIIUATAMHU UCIOJTHHUTEJIS.

7. IIpoTokoa — 3T0:

a) MUCbMEHHOE COTTIAIIEHHE CTOPOH, OMPEIEISIONIee YCIOBUS KAaKUX-THOO OTHOIICHUH;
0) TOKYMEHT, OATBEPXKAAONTNN (HaKThI, COOBITHSA, ACHCTBUS,

B) JIOKYMEHT, COJIEpKal[Uil ONMCaHUE MPON3BOJACTBEHHO 1€ATEIbHOCTH OPraHU3alINY;
r) 1I0KYMEHT, (PpMKCUPYIOIIUI X0/ 00CyKIeHHUsI BONPOCOB M NPUHATHS pellleHuil Ha
coOpaHum, 3acelaHUH.

8. [IpoToK0/bI HyMEpPYIOTCH MOPSIAKOBLIMU HOMEPAMM:

a) B IpejieNiaX BCero BpEMEHU CYIIECTBOBAHHUS OpTaHU3aIUH;

0) B mpeaesIax KaJeHAApPHOI0 roaa;

B) B Mpejieiax IsITH JIeT.

9. Bonnpochl OBECTKH HS PACHOJIATAIOTCS:

a) 10 BpPEMEHHU, KOTOPOE MPEINoiaraeTcs 3aTpaTuTh Ha 00CYKIEHUE Ka)XKJI0r0 BOIIPOCa;
0) B 1F000M TIOpSIKE;

B) 110 CTeNeHH BAKHOCTH 00CYyKIaeMbIX BOIPOCOB.

10. lokyMeHTbI, COCTABJIEMbIe KOMUCCHEI, MOANMUCHIBAIOTCS:

a) PYKOBOJUTEJIEM OpPTaHU3alIlNH;

0) mpencenareneM KOMHUCCHH,

B) mpejaceaaTejieM U YieHAMU KOMHCCHH;

I) npeaceaaTeieM KOMUCCUU U CEKPETapeM.

11. Akt — 93710:

a) TOKyMEHT WH(OPMAIIMOHHOTO XapaKTepa, CoIep Kaliuil ONMCaHUE MPOU3BOICTBEHHOM
JIeSTeTLHOCTH OpraHU3allNH,

0) TOKYMEHT, aJIpeCOBaHHBII PyKOBOJUTEIO0 OpraHU3alluu 1 HHPOPMHUPYIOIIHIA €ro O
CIIOKUBIIEHCS CUTYallH, UMEBIIEM MeCTO (paKTe;

B) JOKYMEHT, NOATBep:KIa0mui paKkThl, COOBITHS, 1eICTBHS.
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12. TexcT aKTa AEJUTCH HA IBE YACTH:

a) BBOJHYIO U OCHOBHYIO

0) BBOJIHYI0O U KOHCTATHPYIOULYI0, COAEPKAINYI0 BHIBOAbI;

B) HAUAJIbHYIO U 3aKJIIOUUTENBbHYIO, COJEPKAILYIO BHIBOJIBI.

13. UuopmanmoHHas cipaBKa — 3T0:

a) J0KyMeHT HH(OPMAIMHOHHOI0 XapaKTepa, COAepP KAIMiA ONMcaHue NPOU3BOACTBEHHOM
NeSITeJIbHOCTH OPTraHM3allMU U NOATBePKIeHNe KAKUX-T1100 GaKTOB, COOBITHIA,

0) JOKYMEHT, aJJpeCOBAHHBIA PYKOBOJUTEIIO YUPEKACHUS U MHPOPMUPYIOLIHIA €ro 0
CIIOKHBIICHCS CUTYallMH, IMEBIIIEM MECTO SIBIICHUU WK (aKTe, COACPIKAIIHIA BHIBOIBI U
IPEJIOKEHUS COCTaBUTEIS,;

B) JIOKYMEHT, MOSICHSIOUINI COIepKaHUe OTIEIbHBIX MOJIO0XKEHHH OCHOBHOTO JOKYMEHTA UIIN
OOBSCHSIONNN TPUUYUHBI KAKOTO-JIMO0 COOBITHS, (paKTa, MOCTYIIKA.

14. Kakoii pekBU3UT He BXOJAUT B cocTaB ¢opmyJisipa-o0pa3na cipaBku?

a) HAMMEHOBaHUE OPraHU3allNu;

0) HauMEHOBaHME BUJIA IOKYMEHTA;

B) JlaTa JIOKYMEHTA,

') PETUCTPALIMOHHBIN HOMEP TOKYMEHTA,

1) rpu@ yTBepkKIeHHs JOKYMEHTA;

€) azmpecar.

15. CnpaBku, noaTBepKIAIOLINE CBeleHUs] OMorpagu4ecKoro ujim ciay:;ke0HOro xapakrepa
NMOANMCHIBAIOTCS:

a) pyKkoBoauTesieM (M 3aBepsSIIOTCS MEYAThIO);

0) pyKOBOAHTENEM;

B) HaUaJIbHUKOM OT/I€JIa KaJpOB.

16. Joxkaaanas (ciay:ke0Has) 3anUCKa — 3TO:

a) IOKYMEHT, aipeCOBAHHbII PYKOBOAUTEJII0 yUpeKIeH!usl U HH(popMupywouuii ero o
CJIOKMBIICHCS CUTyalluM, HMeBIIIeM MeCTO siBJIeHUN Win GaKTe, BbINOJHEHHOH padoTe,
coJep Kaluil BHIBO/bI U NMPeIJI0KeHHs COCTABUTEJIS;

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

B) MpeuiokeHne GupMe Uiu KOHKPETHOMY JIMITY 3aKIIFOUUTH IETI0OBOE COTJIAIIICHHE.

17. laToii 1OK/IaAHOI 3aNIMCKU CYNTACTCH:

a) JlaTa U3J1araeMoro COOBITHS;

0) n1aTa NOANMUCAHMA JOKJIAIHOM 3alIUCKH;

B) J1aTa IPUHSATUS PE3OIIOLIHU.

18. 'apanTHiinoOe NUCHMO:

a) MoATBepkaaeT (GakT OTIPABKH aapecary KaKuX-Tu00 JOKYMEHTOB UITH IPYTHX
MaTepUAIbHBIX LIEHHOCTEH;

0) moATBep KAaeT ONpeeJeHHbIe 00513aTe/IbCTBA, 00CIIAHNSI OPTraHU3aliH;

B) COZIEPKUT OTBET Ha MUCHbMO-TIPOCHOY.

19. KaapoBasi ToKyMeHTAIUs BeJeTCSl B COOTBETCTBUM:

a) ¢ TpynoBbiM kogexcom Poccuiickoit @enepanum;

6) ¢ Kongexcom 3akoHOB o Tpyne PO.

20. TexeT mpuKa3a Mo JUYHOMY COCTABY 00513aTeJIbHO 3aKAHYUBAIOT:

a) Ha3HaYE€HUEM OTBETCTBEHHOIO 3a UCIIOJIHEHUE MTPUKA3a;

0) ykazaHHueM CPOKOB JEHCTBUSI IPHKa3a;

B) CCHLIKOM HA JOKYMEHT, MOCJIYKUBIIHI OCHOBAHHMEM /JIsl M3aHMUS NPUKAa3a.
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Texkymmii KOHTPoOIb 3 — AyIMTOPHOE TeCTUPOBAHME

Pa3zgea 3. Oco0eHHOCTH JOKYMEHTOBEIEHHSI M IOKYMEHT0000pOTA B rOCYy1apCTBEHHbIX
YUYpe:KIeHUsAX U OPraHu3anuax

1. [Ipuxa3bl 0 npuemMe HA padOTy U YBOJIbHEHUN XPAHATCS:

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

2. B TeueHHe KaKoOro cpoka 3aBOJAUTCS TPY/A0Basi KHMKKA HA JIML, BIlepPBble MOCTYNUBIIMX
Ha pa0orty?

a) B TICPBBIN JIeHb PabOTHI;

0) He Mo3/Hee HeeJbHOI0 CPOKA NOcJIe Hayajia padoThl;

B) HE MMO3[IHEE Mecslla C Hayaja paboThI.

3. le1aeTcs 1M COOTBETCTBYIOLIAS 3aNIMCh B TPYA0BOIl KHMKKe IIPH CMeHe Ha3BaHUs
npeanpusTusa?

a) na; 0) HeT.

4. B kakoH CPOK [10/2KHA MPOU3BOAUTCH 00padOTKA IOKYMEHTOB U Iepeaada ux
HCIOJHUTEASAM?

a) B JIeHb MOCTYIJIEHUS JIOKYMEHTOB B OPraHU3alHIo;

0) B TPEXJHEBHBIN CPOK IOCIIE OCTYIJICHUS JOKYMEHTOB B OpraHU3alluIo;

B) B HEJIeJIbHBIN CPOK IOCIIE MOCTYIUICHUS! JOKYMEHTOB B OPraHU3aLIUIO.

5. Kakue 3Tanbl NpoXoAsAT HCXOASIIME JOKYMEHTbI?

a) cocTaBJIeHUe NPOEKTA JOKYMEeHTa;

0) perucTpanus;

B) IpUEM U MepBUYHAs 00paboTKa;

') KOHTPOJIb 3@ UCTIOJTHEHUEM.

6. PerncTpaninOHHO-KOHTPOJIbHbIE KAPTOYKH MCIOJIb3YIOTCH:

a) JUIsl KOHTPOJISl ABM)KEHUSI BHYTPEHHUX JJOKYMEHTOB;

0) i 3anucu HHGOPMAIUY;

B) JJISl PerUCTPAlMU BXOASIIIIUX, UCXOASIIIUX, BHYTPEHHUX JOKYMEHTOB.

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

a) 1pu OOJBIIOM IOKYMEHTOOOOPOTE;

0) npu MaJIOM 10KYMEHT0000poTe.

8. B kakux J0OKyMeHTax pPsi/ioM C PerHCTPALMOHHBIM HOMEPOM YKa3bIBalOTCH OYKBbI «JI»
i «K»?

a) B aKTax;

0) B JOKJIaJTHBIX 3aITUCKaX;

B) B IpHKa3ax [0 OCHOBHOM AESITETbHOCTH;

I) B IPUKAa3ax [0 JUYHOMY COCTABY;

1) B CIIpaBKax.

9. lokyMeHT0000pOT - 3T0:

1. nBM:KeHHe JOKYMEHTOB B OPraHM3ALMH C MOMEHTA MX CO3/IaHHUS UM MOJIy4YeHus 10
3aBeplIeHUs] MCIIOJHEHUS WIN OTIIPABJICHUS.

2. 9acTb JeIONPOU3BOJICTBA, HEITOCPEICTBEHHO CBA3aHHAS C CO3JaHUEM JJOKYMEHTOB.

3. oTpacib AesITeIbHOCTH MO pa3paboTKe U 0pOPMICHHIO O(HUIMATIBHBIX JOKYMEHTOB,
OpraHM3allH UX JBH)KEHUS, yUeTa U XpaHEHUSI.

4. NTOKyMEHTaIlMOHHOE 00ecTeYeHne YIPaBICHHUS.
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5. neATeNbHOCTh MO OPraHru3alui XPaHEHUs TOKYMEHTOB.

10. TunoBas cxema ABM:KEHHS BXOASIIIET0 JOKYMEHTA COCTOUT U3 CJEAYIOIIUX MPOLECCOB:

1. ITonnyyenue -> Paccmotpenue -> Ucnonuenue -> Peructpanus -> B geno.

2. Ilonyuenue -> B neno -> Perucrpanus -> Paccmorpenue -> McnonHenue.

3. Ilonyuyenue -> B ngeno -> Paccmotpenue -> Ucnonnenue -> Peructpanus.

4. Ilosryuenne -> Perucrpauus -> Paccmorpenne -> HcnosiHenue -> B neno.

5. Ilonyuyenue -> PaccMmotpenue -> Peructpanus -> Mcnonnenue -> B geno.

11. TunoBas cxema ABMKeHHSI BHYyTPEHHEr 0 IOKyMEHTa:

1. IlonroroBka -> Peructpanus -> CoryiacoBanue -> YTBepxaeHue -> Mcnonnenue ->B neno.

2. lHoaroroBka -> CorsiacoBanue -> YTBep:kaenue -> Perucrpauus -> Ucnonnenue -> B

AeJIo.

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

4. IlogroroBka -> McnosiHenue -> YTBepxaeHue -> Perucrpanusi.

12. TunoBas cxema ABMKEHHS UCXOIALIET0 JOKYMEHTA:

1. IToaroroBska -> Perucrpanus - >B geno -> CormacoBanue -> YTBepxkaenue -> OTHpaBKa.

2. MoaroroBka -> CorsiacoBanue -> YTBep:k1eHue -> Perucrpauus - >B aeJio ->

OTtnpaska.

3. [loaroroBka -> CornacoBanue -> Peructpanus, B 1eno ->YTBepxaenue -> OTnpaBka.

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

13. EI'CJI — 3To0:.

1. COBOKYMHOCTbH PEKBU3UTOB, YCTAHOBIECHHBIX B COOTBETCTBUHU C (POPMYIIIPOM TOKYMEHTA.

2. KOMIUIEKC OCHOBHBIX ITOJIOXKCHHIA, OTPEACIISIONINX U PETIAMEHTHUPYIONTUX OpraHU3aIHIo

JIOKYMEHTALMOHHBIX ITPOLIECCOB HA MPEANPUITHH.

3. COBOKYITHOCTH JIOKYMEHTOB, IIPUMEHSIEMBIX B ONPEICICHHON chepe MesTSIIBHOCTH

4. nesTeNnbHOCTD ammapara yrnpaBiIeHHs, 0XBaThIBAIOIAs BOMPOCH! JOKYMEHTHPOBAHUS U

OopraHu3aiu padoThl ¢ JOKYMEHTaMHU

14 TokyMeHT, conep:kammii HHPOPMALNIO, He MPeJHA3ZHAYEHHYIO /sl LIUPOKOro

pacnpocTpaHeHus:

1. HeomyOIMKOBaHHBIN

2. TalHBIN

3. HemyOJMKYyeMbIi

4 HenepuoAMYECKUN

15. Kakoii BUJ paciopsiiuTeJTbHOI0 JOKYMEHTA U3/12€TCsl €AMHOJIUYHO PYKOBOAUTEIEM

1. mocraHoBieHUE

2. perieHue

3. pacnopsikeHue

16. [ocsaeannii 3Tan padéoTsl ¢ JOKYMEHTAMH Ha3bIBAETCS

1. cnadgeii B Mmy3eit

2. cnavyeil B apXuB

3. omyOJIMKOBaHUE BO BCEX POCCUUCKUX razerax

17. Yo npencrapJisieT HMPKYJIAPHOE MHUCHMO

1. undopmanus 0HOTO coeP:KAHUA MPeAHAZHAYEHA /IS 00J1bIIOT0 KOJINYeCcTBA
aJpecaToB

2. uHopMaIUs OTHOTO COAEPKAHMSI MPEAHA3HAUCHA JJIsl OJTHOTO aJipecara

3. mH(pOpMaIHS Pa3HOTO COACPIKAHUS MTPETHA3HAUCHA JIJIST OOJIBIIOTO KOJMYECTBA aJpecaToB

18. Komniekc J0KyMEeHTOB, PeryJIMpylOIMX AeATeJbHOCTh OPraHu3alui
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1. pacnopsiauTenbHBIE JOKYMEHTBI

2. OpraHu3alMOHHBIC TOKYMEHTHI

3. MHPOPMALMOHHO-CIIPABOYHBIE TOKYMEHTHI

19. HopmaTuBHBI 10KYMEHT, onpeaeasomuii ¢pona 3apadoTHOM NJI1aThl COTPYAHUKOB
OpraHu3anuu

1. gomxHOCTHAsE MHCTPYKLIMS

2. MTATHOE PacnucaHue

3. Ycras

20. Kakoif JOKYMeHT COCTABJSACTCH NPH HAPYLIEHUN TPYAO0BOiIl WK 00111eCTBEHHOMI
AUCHHUILIMHBI

1. oObscHUTENBHAS 3aMUCKa

2. NOKJAIHAs 3aMHCcKa

3. cimyxeOHas 3amucka

Texkymmii KOHTPoJIb 4 — ['pynmnoBoi npoexkT
I[IpumepHas TeMaTHKa TPYNNOBBIX MPOEKTOB:

1. JlokymeHTallMOHHOE OOecnedYeHue YIpaBiICHUsS B OpraHax TIOCYJAapCTBEHHOW BIJIACTU U
ynpaBjeHus (Ha IpUMepe KOHKPETHOW OpraHu3aium).

2. Opranm3anysi JTOKYMEHTAllMOHHOTO OOECHEeYeHHUsl JEeATEIbHOCTH CIYXObl KaJapoB U
HaIpaBJIEHUS €ro COBEPIIEHCTBOBaHMS (HA IPUMEpe KOHKPETHONW OpraHU3alliH).

3. AHamm3 JOKYMEHTAIlMOHHOTO OO€CleYeHHs] YIpaBIeHUS OpraHu3aluud ©u pa3padoTka
IIPEMJIOKEHHH 110 €r0 COBEPIICHCTBOBAHUIO B KOHKPETHONW OpraHu3aliy.

4. JIOKyMEeHTUPOBAaHUE  JESATENbHOCTH  KaapOBOW  CIyXObl M  HampaBJi€HHS  €ro

COBEpIICHCTBOBaHUS (Ha MpUMepe KOHKPETHOM OpraHu3alum).

5. [Ipobnembl aBTOMATH3alUMM JOKYMEHTAI[MOHHBIX IPOLIECCOB B OTEUECTBEHHOW U

3apyOexXHOHU IuTeparype.

6. BHenpeHue aBTOMATH3MPOBAHHBIX TEXHOJOTHH B JOKYMEHTAIlMOHHOE o0ecredyeHue

ynpaBjeHus (Ha IpUMepe KOHKPETHOW OpraHu3aIum).

7. 3apoXx/eHue, CTAHOBJIEHWE M DPa3BUTHE OHKCIEPTHU3bl I[EHHOCTH JOKYMEHTOB B

JEONPOU3BOICTBE.

8. 3akoHo/aTeNbHOE M HOPMAaTUBHOE PETrYIMPOBaHHE JOKYMEHTOBEACHUS

9. BHyTpeHHsIs perjiaMeHTaIHs OpraHU3alliy JIeTIONPOU3BOJICTBA B KOHKPETHOW OpraHU3aIlHH.

10.0co6eHHOCTH KOHTPOJISI HCIIOJIHEHUS JIOKYMEHTOB B OpraHM3allUM M HAIpaBJICHUS €ro

COBEpLIECHCTBOBAHUS.

11.MexayHnapoaHasi CTaHIapTU3alus B cepe ynpaBieHHUs JOKYMEHTaMU (MCTOPHs BOINpPOCaA,

COBPEMEHHOE I0JIOKEHHUE JIe]1, IBOJIOIHS Mpoliecca).

12.AHanu3 MeXIyHapOJHBIX CTaHAAPTOB B cepe yrpaBieHUs AOKYMEHTaMM (Ha Npumepe

KOHKPETHOI'O0 MEXJAYHApOJHOIO CTaHAapTa WIM TPYNIbl MeXIyHapoaHbIX cranmaproB MCO

nnmu MOK).

13.0Opraunsl ynpaBieHus apxuBHoi cepoit B Poccun.

14.Ananu3 pa3pabOTKH MHCTPYKIUHU IO JEJIONPOU3BOJCTBY Ha MPEANPHUATHH (Ha mpuMepe

KOHKPETHOM OpraHu3allli).

15.Ananu3 opraHu3aluu JOKyMEHTOooOOpoTa M pa3paboTka MpEeAoKEHUH 10  €ero

COBEPILIEHCTBOBAHUIO HA KOHKPETHOM IPEANPUATUN

16. AHanu3 opraHuzanuu pabOThl C MUCBMaMU M OOpallleHusIMU TpakaaH (Ha MpuMepe
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KOHKPETHOM OpraHU3allNH).
17.Anamu3 pabotsl ciryx0b1 JIOY B opranusanuu (Ha MpuMepe KOHKPETHON OPraHU3AIINHN).
18. OcobGeHHOCTH COCTaBIECHUS HOMEHKIIATYPHI Ael (Ha MpuMepe KOHKPETHON OpraHU3aIlHH).

19. Ananu3 cTpyKTypel U (QyHKIUN cayx0bel nemomnpousBoactBa (AOY) (ma mpumepe

KOHKPETHOW OpraHu3aiun).

20. Opranuzanus paboTsl ¢ 00OpalIeHUsIMU IPaK/IaH B TOCYIapCTBEHHBIX YUPEKICHUIX.

IlepeyeHb BONPOCOB /IS IPOMEKYTOYHOM aTTeCcTANMHU (3a4eT ¢ OUeHKOoH/ 4 cemecTp
IK-1/IMK-1.2)

Bonpochl K 3a4eTy ¢ OLEHKOI:

1.

No ok w

© ®

10.

11.
12.

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

23.

CoBpeMeHHbIE 3aKOHOIAaTENbHbIE AKTBI 110 I€JIONPOU3BOJICTBY U apDXUBHOMY €Iy
(3aKOHBI, IEKPETHI, YKa3bI U JIp.)

[TonsiTHE «IOKYMEHT» B €I0 UCTOPUUECKOM pa3BUTHH. COBPEMEHHOE COAEPIKAHUE
HOHSTUS «IOKYMEHT» U «QJIEKTPOHHBIN JOKYMEHT.

[Toustue «uHdopmarnusy. CBa3b nHOpMALMU U TOKYMEeHTa. Buibl nHdopMmanuu.
Knaccugukarus 10KkyMeHTOB

QDYHKIMY TOKYMEHTA.

[TonsiTust «cioco0», «CPEICTBO» U «KMETO1» TIOKYMEHTUPOBAHMUSL.

OcHOBHBIE CIIOCOOBI TOKYMEHTHUPOBAHUA U UX pa3BuTue. OCHOBHBIE CPEACTBA
JOKYMEHTHUPOBAHUS U UX pa3BUTHE

MarepuanbHble HOCUTENIN JOKYMEHTUPOBAHHOHN HH(pOpMAIIHH.

OpUruHaNbHOCTD U MOJJIMHHOCTD JOKYMEHTOB.

KonuitHocTs fokymenTa. COOTHOLIEHHE MOHATHH «IIOJUIMHHUK» U KOIIHS
MPUMEHUTEIBHO K AIEKTPOHHBIM JOKYMEHTaM.

[TonsiTve cuctembl JOKyMeHTaluu. Mcroprnyeckoe pa3BUTHE CUCTEM JOKYMEHTAIUH.
VYHuuunuposanHas cuctema qokymeHnrtanuu. Knaccudukatopsl JOKyMEHTHOM
UHpOpMaLnH.

Dopmynsp opUIHATBHOIO JOKYMEHTa U €ro HH(OPMAaLlMOHHBIE JIEMEHTHI.

CocTaB peKBU3UTOB COBPEMEHHOIO YIPABICHUYECKOIO JJOKYMEHTA.

O6ume mpasuia oopMIIEHUS] COBPEMEHHOT'O YIIPABICHUECKOTO JOKYMEHTA.

bnank nokymenrta. Bunbr 6;1ankoB. TpeboBanus k 0pOpMICHUIO, U3TOTOBJICHUIO U YUETY
0J1aHKOB TOKYMEHTOB ¢ n3o0paxenuem ['ocynapctenHoro repoa Pd.

CocraB peKBU3UTOB OJIaHKA.

TpeboBaHus K 0(OPMIICHUIO PEKBU3UTA «AIpecary.

Tpebosanus k opopmiienuto pexsusuta «lloanucey. [lpaBuna noanucanus pa3andHbIX
BUJIOB IOKYMEHTOB.

VYTBepxkaeHue 10KyMmeHToB. TpeboBanus k odpopmieHuo peksusuta «'pud
YTBEPKACHUS.

BHyTpeHnHee coryiacoBanue TIOKyMEHTOB. BHelIHee corinacoBaHne JOKYMEHTOB.
TpeboBanus k opopmiieHunto pexkBusuta «I'pud cornacoBanus» u «Buza coriaacoBaHus.
Hasnauenne pekBu3nTa «3aroioBOK K TEKCTY JOKYMEHTa». TpeOoBaHUs K €T0o
0(OPMIICHHUIO.

Haznauenue pexBusuta «Pe3omonus», ero Mecto Ha JokymeHnTte. TpeboBaHus K
0(pOpMIIEHHIO PE3OTIOLHH.
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24.

25.

26.

217.

28.

29.

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

41.

42.

43.

44,

45.

46.
47.
48.
49.
50.

51.

IleuaTs u ee HazHaueHue. Buapl nevarei. [lopsinok npocraBineHus neyaTed Ha
JIOKYMEHTaX.

TpeboBanus k opopmiieHUIO PEKBU3UTOB «OTMETKA O HATMYUH MIPHIIOKEHUSD», «I'pud
npuitoxkeHus». Odopmiienue npunoxeHuid. [IoHATHS MOATMHHUK U KOTHS TOKYMEHTA.
3aBepenue konuii. OcobeHHocTH odopmiteHns pekBU3nTa «OTMETKA O 3aBEPCHUH
KOIMUWY TPU 3aBEPEHUU PA3ITUUHBIX BUIOB KOMHI.

OtmeTku Ha noKymMeHTax. TpeboBanus kK 0opMICHHIO peKBU3UTOB «OTMETKA O
KOHTpoJie», «OTMeTKa 00 ucoaHuTeney, «OTMeTka 00 UCIIOTHEHUH TOKYMEHTA U
HaIlpaBJIEHUU €ro B Je10», «OTMETKa O MEPEHOCE JAHHBIX HA MAIIMHHBIA HOCUTENbY,
«OTMETKa 0 MOCTYIJICHUN.

TekcT COBpEMEHHOTO YIPABIEHYECKOr0 TOKyMeHTa. KoMIO3uIMoHHAas CTpyKTypa
Tekcra. O0uue TpeOOBaHUS K S3BIKY M CTUIIIO CIIY’)KEOHBIX JOKYMEHTOB.
YHuduumpoBaHHas CUCTEMa OpraHU3aAMOHHO-PACIIOPAIUTENBHON TOKYMEHTAIIHUH.
YuupunupoBaHHbie GOPMBI JOKYMEHTOB.

Opranu3alnvOHHbIE TOKYMEHTHI.

PacniopsimutenbHbIE TOKYMEHTHI.

CrnpaBo4HO-UH(POPMAIIOHHBIE TJOKYMEHTHI.

Odopmienue nesaTeIbHOCTH KOJUIETHATILHBIX OPTaHOB.

[Tpuxassl. [Topsinok coctaBneHus 1 0hOpMIICHHS MPUKA30B [0 OCHOBHOM JEATEIHLHOCTH.
Axrtel. [Topsiiok coctaBieHust 1 0QOPMIICHUS aKTOB.

[Tporoxomnsl. [Topsaaok coctaBiaeHust U 0GOPMICHHUS.

Cnpasku. Bunbl cipaBok, MOPsIIOK UX COCTaBIEHUS U 0OPMIICHHUS.

Joxnanusie 3anucku. [Topsaaok ux coctaBneHus: U 0ohopMIeHUS.

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

[Topsimox 1 ocoOeHHOCTH OPOPMIICHUS JOKYMEHTOB 10 JTIMYHOMY cOocTaBy. OCHOBHBIE
HOPMATHBHBIE IOKYMEHTHI pEerJIaMEHTUPYIOIINE PA00Ty C IOKYMEHTAMH T10 JIHYHOMY
COCTaBy.

Buasl HopMaTHBHBIX TPaBOBBIX akTOB. COOTHOIIEHUE TIOHITHI «3aKOHOIaTEIbHBIE
aKThI», «aKThl 3aKOHOJIATEIbCTBAY, «3AKOHO/IaTEILCTBOY.

WucTpyknuu. Buasl u cogep:xanue.

Omnpenenenus MOHATHS «IOKYMEHT0000poT». OO0II1e NPUHIUIBI OpraHU3aluH
JTOKyMeHT000opoTa. OCHOBHBIE XapaKTEPUCTUKH JOKYMEHTO000poTa (00BheM, CKOPOCTH,
9Tarbl).

[lonsiTue «peructpanus AOKyMeHTOB». Llens perucrpanuu. [IpuHIMIBEL perucrpaunu
noKyMeHTOB. COCTaB PETUCTPUPYEMBIX TOKYMEHTOB, CPOKH peructparuu. [lepeunn
JIOKYMEHTOB, HE MOJJIEKAIIUX PETUCTPALUU.

Peructparmonnsie Gopmbl, UX 00s3aTENbHBIC PEKBU3UTHI. PerucTpannoHHbIA HHIEKC
JIOKYMEHTA.

[Tpuem, mpoxoxIeHne, TOPsI0K UCIIOTHEHHS BXOSAIINX TOKYMEHTOB.

OcHoBHBIE 3Tarbl padOTHI ¢ UCXOASAIIUMU JOKYMEHTAMH.

[IpaBuna opranu3anuu IBUKCHHUS] BHYTPEHHUX JOKYMEHTOB.

KoHTpoib ucnoiaHeHus: JOKyMeHTOB. DOpMbI KOHTPOJIA.

[TonsiTne «HOMEHKIaTypa aem». Buasl HomeHnkmaryp nen. [lopsmok cocraBieHus,
COTJIaCOBAHUsA, YTBEPKICHUSI HOMEHKJIATYPBI JEI.

CxeMbl TOCTPOEHUSI HOMEHKIIATYpHhI ei. OdopMIleHHe 3ar0JI0BKOB JET U UX
cucTeMaTu3alus, NopsI0K MHIEKCALIMH J1e]l B HOMEHKJIATYype.
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52. OmnpeneneHne CpOKOB XPaHEHUs JOKYMEHTOB IPU COCTABJICHUHM HOMEHKJIATYpHI JeIl.
Hrorosas 3anuce.

53. JlokyMeHTHI ¢ IoBTOpstouielcs nHpopmanueil. Buasl moBropsieMocTu: 1y0J1€THOCTD,
UTUPOBAaHUE, CyMMHUpPOBaHHE, 000011IeHuE, peepupoBaHme, H3I0KEHUE, BAPUAHTHOCTD.

54. DkcnepTU3a LEHHOCTH Pa3InYHbIX BUIOB JOKYMEHTOB.

55. ®opmupoanue u opopmienue aeia. OCHOBHBIEC IPaBUIIA.

56. ITousarue onucu nei. Bunsl onuceii.

57. IloHsATHE ONEPAaTUBHOIO XPAHEHUS IOKYMEHTOB.

58. [lepenaua e Ha XpaHEHUE B ApXUB OPraHU3ALMH.

59. lonsATue «mepedeHs TOKyMEeHTOBY. [IoHATHE «KOMILIEKC TOKYMEHTOB,
«JOKYMEHTaJIbHBIN (QOHI», «apXUBHBIH HoHI»

60. [Tonsarue «apxuB». ['ocynapcTBeHHBIE ApXUBBI, APXUBBI OPTaHU3AIHH.

®OC nJ51 TPOMEKYTOYHOM aTTeCTAMU
Ouenka cpopMHPOBAHHOCTH KOMIIETCHIIHI
I[IK 1 - cnocoOcH BBEISBIATH, OCYIIECTBIATH cOOp W aHanu3 OwusHec-mH(pOpMamww Jis
dbopMUPOBaHUS BO3MOXKHBIX  PEIICHUH, opopmiATh pe3ynabTaThl OW3HEC-aHATU3a B
COOTBETCTBUH C BEIOPAHHBIMHU TTOAXO0IAMH
B YaCTU MHAMKATOPA JOCTHKEHUS KOMIETCHIINU
1K 1.2 - oopmitsieT pe3ynbTaTsl OM3HEC-aHAIN3a B COOTBETCTBUH C BEIOPAHHBIMU MOJXO0/IaMHU

3aaHud 3aKPHITOrO0 TUIA
3a/1a1me 3aKPbITOI0 TUIIA HA YCTAHOBJCHUE COOTBECTCTBHUS

3aganue 1. [IpouynTaiiTe TEKCT M YCTAHOBHTE COOTBETCTBHE.
CootHecure TEPMHHBI C KX ONPEACTICHUAMU

1) lenonpou3BoacTBO A) CBOHICTBO OKyMEHTa OBITh TOAJMHHBIM JI0Ka3aTeIbCTBOM (DaKTOB,
COOBITHH, TeNCTBUI

2) BayTpennmit Bb)/lesrenvHoCTh, OOecnieunBaroiias JOKYMEHTHPOBAHUE, JIOKYMEHTOOOOPOT,

JOKYMEHT OIIEPATUBHOE XPAaHEHUE M UCII0JIb30BAHUE JIOKYMEHTOB

3) FOpuanueckas cuna | B) CoBOKYNMHOCTB TOKyMEHTOB, C(HOPMHUPOBAHHBIX MO KAKOMY-TTHOO MPU3HAKY
JIOKYMEHTOB

4) Heno ') loxyMeHT, co3JaHHbIi NPEANPUATHEM U NPeIHa3HAYCHHBIN IS
BHYTpU(HUPMEHHOTO HCIIOJIH30BAHU

3ananmue 2. [IpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBHE.
CooTHeCHTE TEPMUHBI C UX ONPEIEIICHUIMU

1) Peructpauus A) 3adukcupoBaHHas Ha MaTepUaIbHOM HOCUTEJIC MHPOPMALHS B BU/IC

JOKYMEHTa TEKCTa, 3BYKO3aMUCH WIIN H300pakeHHS C PEKBU3UTAMH, ITO3BOJISIFOIIUMH €€
naeHTH(UIMPOBaTh

2) PexBuzut b) Cucrematn3upoBaHHBIN COUCOK €, )KypHAJIOB, KapTO4eK, 3aBOJUMBIX Ha
NPEANPUSITHU C YKa3aHUEM CPOKOB MX XPaHEHUs

3) Homenknarypa nen B) IlpucBoenue JOKyMEHTY perucTpaliiOHHOrO HOMEpa U BHECEHUE JJAaHHBIX B
PETUCTPAMOHHO-YIETHYIO POpMy
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| 4) lokymeHT

| I') OTnenpHBIN 27IEMEHT JOKYMEHTa

33[[31-[1/[6 3. HpoanaﬁTe TEKCT H YCTAHOBUTE COOTBETCTBHUE.
CootHecHure TEPMHHBI C UX ONPEACTICHUAMNU

1) TpynoBoit A) JlokyMeHT, comeprkamnii MH(GOPMAIIHIO O HAaBBIKAX, OIBITE paOOTHI,

KOHTPAKT 00pa30BaHUU, U JPYTYIO OTHOCSIIYIOCS K JIeiTy HH(DOpMaInio, 0ObIYHO
TpeOyeMyI0 JIJIsl pACCMOTPEHUS KaHIHJIATyphl YellOBeKa JIJIsl HaliMa Ha padoTy.

2) Ankera b) CoBOKYITHOCTH JOKYMEHTOB O TPYIOBOW  JEATEIHHOCTH pPabOTHWKA

paboTHHKA

3) Pesiome B) Ceeaenust 0 pabOTHHKE, BHOCUMbIC M CAMHM B CIICLIMATIbHBIN OJIaHK,

couepmamnﬁ paCH_II/IpeHHHﬁ HNCPCUCHb JaHHBIX O KaHAUIATC, MOXKET COACPIKATH
YTOUYHCHHYIO PIH(bOpMaLIPI}O.

4) JInanoe neno

I') Cornamenne Mexay paboromarenieM U pPaOOTHUKOM, B COOTBETCTBHH C
KOTOPBIM  pabOTHUK 00sA3yeTcss BBINOJNHATH pPabOTy TO ONpeAcnEHHOM
CIIEIHATBHOCTH, KBATM(UKAINU WM JOJDKHOCTH C TOTYNHEHHUEM BHYTPEHHEMY
TPYAOBOMY pacHopsaKy, a padoTomarenp O0sS3yeTCsl BHIILIAYMBATH PAOOTHUKY
3apaboTHYI0 MJary W OoO0eCledYnBaTh MPEAYCMOTPEHHBIC 3aKOHOAATEIHCTBOM
YCIIOBUS TPY/A.

3aua}me 3aKPBITOIr0 TUIIA HA YCTAHOBJICHHE MMOCTIET0BATCJIbHOCTH

3aganue 4. [IpouyuTaiiTe TEKCT U YCTAHOBHUTE MOCJ1€10BATEIbHOCTD

[Iporecc paboThI ¢ BXOAAIIEH KOPPECTIOHICHIIUEH MPOXOIUT CICIYIONTUE ITAMBI:
1) HampaBieHHE JOKYMEHTOB Ha HCIIOJIHCHHE

2) mpHueM U COPTUPOBKA

3) opraHu3aIysi KOHTPOJIS UCIOJTHEHHS JOKYMEHTOB

4) UCTONIHEHHE JJOKYMEHTA

3anuinuTe COOTBETCTBYIOIIYIO MOCIE0BATENLHOCTD IU(p ClieBa HAIIPABO

3aganue 5. [IpouyuTaiiTe TEKCT U YCTAHOBHUTE MOCJI€10BATEIHLHOCTD

MapupyT IBHKEHHS UCXOAIIEH KOPPECTIOHAEHIIMN COCTOUT U3 CIICTYIOIINX ITAIOB:
1) npeacTaBneHWe NPOEKTa AOKYMEHTA Ha COracoBaHue

2) perucTpaums LOKyMeHTa

3) noaroToBKa NpoeKkTa AOKyMeHTa

4) oTnpasKka AOKyMeHTa agpecaty

3anuiuTe COOTBETCTBYIOIIYIO MMOCIEI0BATENILHOCTD IU(p ClieBa HAITPABO

3agaHusl OTKPBHITOI0 THIA C PA3BEPHYTHIM 0TBETOM

3ananme 1. IlpounTaiiTe Tekcr 3amanusi. OTBeT 3anuIINTE Pa3BepPHYTO U O00OCHOBAHO,
HCIOJIb3YSl YeTKHEe KOMIIAKTHbIEC (GOpPMYJIMPOBKH.
OObsicHUTE TEPMUHBI «YHU(PUKALUA» W «CTaHIApTU3AlUS» TOKyMeHTa. Kak cooTHOCSTCS

JAHHEIE IIOHSATUS?

3aganue 2. I[Ipouuraiite Tekcr 3agaHus. OTBeT 3anuIIMTEe Pa3BepPHYTO U 000CHOBAaHO,
HCIO0J1b3Yys YeTKHE KOMIIAKTHBIe (POPMYJIHPOBKH.
[To kakomy cTaHmApTy OPOPMIISIOTCS TOKYMEHTHI Ha Tepputopun Poccuiickoit dexepannn?

© PI'YTHUC




®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
ersono _ VYPEXJIEHVE BBICILIETO OBPA3OBAHVISI PTYTUC
a «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Aucm. 39
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

3ajaHus KOMOMHUPOBAHHOIO THIIA

3aganue 1. [IpouyuraiiTe TeKCT, BbIOepUTE NPABUJIbHBIE OTBETHI H 3aNIMIIUTE APTYMEHTHI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

JIOKYMEHT0000poT - 3TO:

a). ABMKEHHE JOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3JAaHUs WU MOJIy4YEHUs J10
3aBCPUICHUA UCTIOJIHCHUS WJIN OTIIPABJICHUS.

0) 4acTh J1eIONPOU3BOICTBA, HEIOCPEACTBEHHO CBS3aHHAsI C CO3/IJaHUEM JOKYMEHTOB.

B). OTpaciib AEATEILHOCTH 10 pa3paboTke u 0hopMIICHHIO OPHUIINATBEHBIX TOKYMEHTOB,
OpraHu3alluK UX JBM)KEHUS, yueTa U XpaHEeHusl.

F). ACATCIIBHOCTD 110 OpraHu3aliuu XpaHCHUA JOKYMCHTOB.

3ananue 2. [IpouyuTraiite TekcT, BbIOEpPUTE MPABUJIbHbIE OTBETHI M 3ANUIIUATE APTYMEHTHI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

B kakoii cpok 10/1:KHA TPOU3BOAMTHLCS 00Pad0TKA JOKYMEHTOB M Nepeaaya ux
HCIOJHHUTEIAM?

a) B JICHb MOCTYIUICHUS JOKYMEHTOB B OPraHU3aIIHIO;

0) B TpeXJHEBHBIN CPOK IMOCIIE OCTYIUICHUS JOKYMEHTOB B OpraHU3alluIo;

B) B HEJICJIHBIM CPOK IOCIIE MOCTYIUICHUS IOKYMEHTOB B OPTraHU3aIHUIO.

r)B TeueHuu 10 qHEH

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

Enunas rocynapcrBennas cucrema gejaonpoussoacrsa (EI'CI) — sro:

a). COBOKYITHOCTb PEKBHU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C (POPMYIISIPOM TOKYMEHTA.

0). KOMIIJIEKC OCHOBHBIX MOJIOKEHUH, ONPeAEIAIOIINX U PEeriaMeHTUPYIOIIUX OpraHU3allnio
JOKYMCHTAIITMOHHBIX ITPOLUECCOB HA MPCAIIPUATHUH.

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

I). AeSITEIbHOCTD anmnapaTa yrpaBJieHHs, 0XBaThIBaIOIIasi BOIPOCHI JOKYyMEHTHPOBAHUS U
OpraHu3anuy padoThl ¢ JOKYMEHTaMH

3ananmue 4. [IpounTaiite TekcT, BbIOepUTE NPAaBUJIbHbIE OTBEThI U 3alIUIINTE APTyMEHTbI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

HopmaTuBHbBIil 10KYMEHT, onpeaejsiiomuii poHa 3apadoTHOM NJIaThl COTPYAHUKOB
OpraHu3anuu

a)J10JKHOCTHAS HHCTPYKILIUS

0)mTaTHOE pacrcaHue

B)YcTaB

r)YupeauTenbHbIN 10TOBOP

3aganue 5. [IpouunraiiTe TEKCT, BbIOEPUTE NPABUJIbHbIE OTBETHI U 3aNIUIIHTE APTYMEHTHI,
000CHOBBIBAIOIIIHE BHIOOP OTBETOB

Ha kakoM 10KyMeHTe He CTAaBUTCSI PEKBH3UT HANMEHOBAHNE BU/Ia TOKYMEHTA

a) MUCbMO

0) 0OBSCHUTEIbHAS 3aIMCKa
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B) YcTaB
r) Y4peauTenbHblil 10roBop

ITepeyeHb THMOBBIX 3aJaHUI JIsI MPOMEKYTOYHOI aTTecTAlu (3a4eT ¢ OUeHKoi/ 4
cemectp IK-1/IIK-1.2)

3aganue 1

['paxxnanka HecrepoBa ycrpousnachk Ha paboty B MuHHCTEPCTBO 00111eT0 U MpodecCrnoHaIbHOTO
oOpazoBanusi  CBepJIOBCKOM  00jacTh M MOJNydWwsia T[EpBOE  3ajJaHue OT  CBOETO
HETIOCPE/ICTBEHHOTO HadajdbHUKA: pa3paboTaTh HOMEHKIATYpPy Jel Juisi  (OpMHUpPOBaHUS
JNOKYMEHTaJIBHOTO (OHJA TOCYAapCTBEHHOro oprana. KakuM JOKYMEHTOM  JIOJDKHA
PYKOBOJICTBOBaThCs Tpaknanka HecrepoBa? Kakue mosioskeHUs: STOTO JTOKYMEHTa OHA JIOJDKHA
YUYECTh MPH BBINIOJIHEHUH 3aJaHHsI?

3ananmue 2.

CocraebTe TUCHMO-TIPOCHOY:

Hanucath mucbMo ¢ Mpocb00# 0Ka3aTh MOMOIIL B PEMOHTE 3/IaHU.

3ananmue 3.

CocraBbTe IHCHEMO-OTBET:

HanucaTth mMcbMO-0TBET OTAOXHYBILIETO TYPUCTA O KA4eCTBE 00CTYKMBAHUS B TOCTUHUIIE.
3aganue 4.

CocraBsTe INCHMO-OTBET:

Hauaneank OAO [lanbsHepro nmuimet JUpeKTopy npeanpustas «PagoH» o HEBO3MOKHOCTH
BbIJIaY¥ OECIUTATHOTO Pa3pelICHHsI Ha AICKTPOCHAOKEHHUE KUIIBIX IOMOB, CTPOSIITUXCS JIS
pabOTHUKOB MPEATIPHUSITHS.

3aganue 5.

CocraBbTe TAPAHTUHHOE MIUCHMO

000 «MHCAT» numer nist BJIAJJABUA:

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

« » I. 1 OOpaTHBIN U3 T. BT. HAa «_ » I.
Omutaty rapasTupyere Jo ........ (depes JBe HEAETH OT PETUCTPAITMOHHOMN /IaThl BAIIIErO
JIOKYMEHTA).

3aganue 6.

CocTaBbpTe NMCHMO-TIPEIUIOKEHHE:

O npenoctaBaeHUH TYPUCTUYECKUX MTAKETOB COTPYJHUKAM KOMIAHUH OT TYP(PUPMbI
«enbhun»

3ananme 7/

CocTaBuTh rapaHTUHHOE MUCbMO. BBl — TypUCTCKOE areHTCTBO, COCTaBIISIETE MUCHMO
TypOnepaTopy.

3ananmue 8.

Hanummre nucsMo ¢ u3BenieHUeM o Hauasie paboThl BHICTABKHU (0JJHA OpraHu3alys MUIIET
ApyTOi)

3aganue 9. [luceMeHHBIH OQHUIMATBHBIA JOKYMEHT, IPUHSTHIA (M3AaHHBIN) TPABOTBOPYECKUM
OpraHOM B IIpeJielaX €ro KOMIIETEHIIUN U HAIIPaBJICHHBIM Ha YCTAHOBJICHUE, U3MEHEHUE WU
OTMEHY MPABOBBIX HOPM — 3TO. ..
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3ananmue 10. [Tog3akoHHBINE HOPMAaTUBHBIN aKT, U3aBAEMbIi MUHUCTEPCTBAMU, APYTHMHU
HEHTPAIbHBIMA U MECTHBIMU OpraHaMU TOCYAapCTBEHHOTO YIIPaBIEHUS B MPEEIIax ux
KOMITETCHIIM Ha OCHOBAHWUHU W BO UCIIOJIHCHUH 3aKOHOB, YKa30B, IOCTAHOBJICHUH U
pacnopspkenuit [IpaBuTenbcTBa ¥ AKTOB BBIIIECTOSAIMX OPraHOB IOCY/IAPCTBEHHOTO YIIPABJICHUS
—3T0...

3amanmue 11.

Ykaoswcume eeproe ymeeporcoenue unu nem:

1. BHEIIHEAKOHOMHUYECKAsl JICITCIILHOCTD MPEACTaBIsET COOO0H COBOKYIHOCTH BHIOB
JIEITCIIbHOCTH HOPUINYECKUX M (PU3MYECKHX JIMI], CBSI3aHHBIX C BBIXOJOM Ha HAllMOHAIIbHBIC
TaMOKEHHBbIC TpaHMIlbl. 2. [0 BHEMIHEAKOHOMHYECKUM JOTOBOPOM IMOHHMAIOT MaTePHAITBHO
ohOpMIICHHOE COTJIAIIICHUE JBYX HJIM 00Jiee CyOBEKTOB BHEITHEOIKOHOMHYECKOM JIESITEIIBHOCTH
M WX HWHOCTPAHHBIX KOHTPAreHTOB, HAMNpaBJICHHOE Ha YCTAHOBJICHHE, HW3MCHEHHUE WIIH
MIpPEKpaIeHUEe WX B3aUMHBIX TPaB U O0S3aHHOCTEH BO BHEITHEIKOHOMHYECKOM JEATEIHLHOCTH.
3. Kommepueckne mnUChMa COCTABJISIOTCS MPU 3aKIIOUYCHUU U BBINOJTHEHHUH KOMMEPYECKOM
CICJIKH OT UMEHHM (PU3MUYECKHX JIUI] ¥ YaCTO UMEIOT ITPABOBYIO CHITY.

4. KoMMepuecKuli 3ampoc — 3TO JOKYMEHT, IIPEICTaBIISIONIMI co00i oOpallcHue JHIia,
JKEJIAOIIETr0 3aKIIOUUTh CACIKY C TPOCKOOU naTh MOApoOHYI0 HH(pOpMaIHIo 0 ToBape (yciayrax)
WJIM HAIIpaBUTh IIPEJIJI0KEHUE Ha IIOCTAaBKy TOBapa.

5. Pexnamanus — 3T0 KOMMEPYECKHH JOKYMEHT, MPEACTABIISIIONIUNA COOOM TMPETEH3UH K
CTOPOHE, HaApYyIICHUM HPHHAThIC HAa cebsS 10 KOHTPAKTy 005A3aTellbcTBa, W TpeOOBaHHUE
BO3MEIIICHHUST YOBITKOB. 6. BHemHeToprosas cjelika - JOrOBOp KOMMEPYECKOro XapakTepa ¢
MHOCTPaHHBIMU NapTHEPAMHU (KOHTPAreHTOM).

3ananmue 12.

Kaxxnomy n3 npuBegeHHBIX HUIKe M0JI0KEHH, 0TMEYEeHHbIX IM(ppamu, HalanuTe
COOTBETCTBYIOIIMI TEPMHUH WJIH ITOHATHE.
E.OprannszaiiuoHHO-pacnopsguTeIbHas

H. IlpaBo noamnucu.

XK. IlogmMHHUK TOKyMEHTA.

J1. BHemHui JOKyMEHT

K. Ucxonsmmii JOKyMEHT.

B. CornacoBanue 1oKyMeHTa

JloKyMeHTalMsl, CO3/1at0Iascs B cpepe ynpaBiIeHHUS.

[TonmHOMOYME NOKHOCTHOIO JIUIA HA MOAIUCAHUE JOKYMEHTOB.

[lepBbIii WM €MHCTBEHHBIN SK3EMIUISIP OPHUIIMATIBHOTO TOKYMEHTA.

JIOKYMEHT, IIOCTYNUBIINHI Ha IIPEAIPUATHE OT CTOPOHHEN OPraHU3aLUu.

JIOKyMEHT, CO3JaHHBIM Ha JaHHOM MPEANPHUATAM M OTIPABICHHBIM aJpecaTy, KOs
KOTOPOT'O OCTAaeTCA B JEIIE.

6. OOcyxneHue, OlleHKa MPOEKTa TOKYMEHTa JOJDKHOCTHBIMU JIUIIAMA WITA OPTaHU3AIHSIMH.

asrONE

3amanue 13.
CocraBbTe TOKJIagHYIO 3aIIMCKY Ha4aJIbHUKA OTAEIa PYKOBOIUTEIIO IPEAIPUATHSA
0 (baI(Te HapylIeHUH prILOBOﬁ JOUCHUIIIUHBI.

| Cobpath MHEHHE 3aMHTEPECOBAHHbIX
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Mo/Ipa3ieJICHUH U COTPYAHUKOB

ITognuce y pyKoBOaUTENS

3apEeruCTPUPOBATH

Pa3MHOXUTB U 3aBEpUTH KOITUIMHbBIE
JK3EMIUIAPBI

TunoBbie NpaKTHYECKHE 3aIaHUS

HesoBas urpa «CoBemanme»

3amaun: ONpeaeuTh BUbI COBEIIAHUN, PACCMOTPETH COMTPOBOAUTEIHHYIO
JOKYMEHTAITUIO TI0 JAHHOMY BHUJIY MEPOTIPHUSTHS,

Ha oranme mOATrOTOBKM MPEIIONAraeTcsi COCTaBJICHUE TaKUX JOKYMEHTOB Kak
HpUrjiameHue, UHPOPMAIMOHHOE MHUCHMO (C JIMCTOM PACCHUIKHM), MOBECTKa JHSA, W T.a1. Ha
(UHAITBHOM 3Tarle MPOBOJAUTCS MOJATOTOBKA ITPOTOKOJIA COBEHIAHUS C 0(OPMIICHHEM.

CreHapuii MpoBeIeHUs COBEIaHus (110 3aJaHHIO0 MPEI0IaBaTEes):

1. BeiGop BonpocoB coBemanus. AIMHHHCTPATOP MPOEKTa TOTOBUT MEPEUCHb BOIPOCOB,
KOTOpble OynyT oOcyxnmaThcsi Ha coBenianuu. J[lis ¢GopMupoBaHHS TEpEYHS BOIPOCOB
HCIIOJNIL3YETCSI PEECTP 3aIPOCOB HAa HM3MEHEHUS U OTICIbHBIN NIEPEUCHB BOIIPOCOB MTPOCKTA.

2. Oobecrnieuenrie GoOpMUpPOBaHMS TEPEUYHS YYAaCTHUKOB coBellanus. Ha ocHoBaHuu
aHaJIM3a TIEPEYHs BOIPOCOB aIMUHUCTPATOP MPOCKTA COBMECTHO C KIIIOYCBBIMU YYaCTHHKAMU
npoekTa GopMUpPyeT NepedeHb yYaCTHUKOB COBEIIIAHUS.

3. O0ecneuenne Ha3zHauYeHHUs] OTBETCTBEHHBIX. Ha3HaueHne OTBETCTBEHHBIX 3a
oOcyxJeHrue BOMPOCOB coBemanus. OTBETCTBEHHBIM 3a BOMPOC, TOTOBUT MaTepHalbl s
00CYXIeHUS, a TaK KE BapUAHTHI BOBMOKHBIX PEIICHUN BOTIPOCOB.

4. TloarotoBka mMOAOOPKH JTOKYMEHTOB K COBEUIAHHIO. AJIMUHUCTPATOp MpPOEKTa
COBMECTHO C OTBETCTBCHHBIMH 3a BOIIPOCHI TOJOUPACT JOKYMEHTHI, OTHOCSIIHECS K PEIICHUIO
naHHoro Bompoca. [locine mNOATOTOBKM MOAOOPKH JOKYMEHTOB aIMUHHUCTPATOp MPOEKTa
pacchiiaeT e€ BceM yJaCTHUKaM COBEIaHUS

5. OobecrieyeHusi MPOBEACHUE COBEHIAHUS. ATMUHUCTPATOpP MPOEKTa OOeCcTeYyuBaeT
JIOTUCTHYECKYIO TIOIJICPIKKY MPOBEACHUS COBEIIAHMS.

6. dopmanuzais pe3yibTaTOB MPOBEACHUS COBEHIAHHH. AJMHHHUCTPATOp MPOEKTa
(GUKCHpYeT pe3yNbTaThl MPOBEICHUS COBCHIAHWS W PACCBUIACT MPOTOKOJI COBEHIAHUS BCEM
y4aCTHUKAM COBEIIaHUSI.

JesoBas cutyanus «3aceqaHus»

Heo6xoauMo BRISIBUTH OTJIMUMS TaKHUX OPTaHU3AIMOHHBIX BUIOB PaOOTHI Ka COBEIIIAHNE
Y 3aCeJaHusl, paCCMOTPETh BUJIBI 3aCEAAHUMN, TIOATOTOBUTE COITPOBOAUTEIBHYIO TOKYMEHTALIUIO
JUISL JAHHOTO BUJIa MEPOITPUSATHIA.

IIpakTHueckue 3a7aHus:

1. Pa3pabotarb (pupMeHHBII OJaHK OpraHU3alny.

2. TlomroroBka cONMPOBOAMUTEIEHON JOKYMEHTAIIH IT0 MEPOTIPUSITHIO

3. Pa3paboraTh NpOEKT MpUKa3a M0 OCHOBHOH JEATEITbHOCTH.

4. CocTaBUTh MMCHMO-OTBET Ha kKaj00y rpakaHuHa (10 3aJaHUIO0 MPENoJaBaTeis).
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5. TloaroroButh nokian o paboTe C JOKyMEHTaMH, COAEpX allUMU KOHGUACHIHUAIbHBIC
CBEJICHUS.

6. Pa3zpaborath 0Opazel KypHaIbHON (POPMBI PETUCTPALIUN UCXOISIIECH KOPPECTIOHACHIINU.

CocTaBuTh CXeMYy IMOJIHOTO MPEJAPXUBHOTO OMUCAHUS B 0(OPMIICHHS JIena.

8. PazpaboraTh WHAMBHAYaJbHYI0O HOMEHKJIATYpY JelI KOHKPETHOTO CTPYKTYpHOTO
Mo/Apa3iesiCHuUs.

~

7.4. Conepxanue 3aHATHH CEMUHAPCKOIO THIIA.

Meroanueckue  ykazaHus s OOydalomMXcs 1O  OCBOCHHIO  JIUCHMIUIMHBI
MO/Pa3yMEBACT HAJIMYUE METOJUYECKON JIMTEpaTypbl C YYETOM PEKOMEHIYEMOIO0 pexuMa U
XapakTepa ya4eOHOU paboThL, @ TAKXKeE C yUETOM HEOOX0IUMOro opmara NpakTUIECKUEe 3aHATHS,
npoekt, CPO.

IIpakTHyeckue 3aHATHSA
Heas 1 32124 NPAKTHYESCKUX 3AHATHIL:

— IlpoBepka ycBoeHMs MaTepHalia JIEKIIMH U CAMOCTOSITEIIbHON pabOThI 110 TEME.

— [IpuobpereHne HaBBIKOB CUCTEMATU3AINH MTOJTyYSHHBIX 3HAHUH

— IIpuobpereHne HaBBIKOB OPUEHTHPOBAHUS M MCIIOIH30BAHUS HEOOXOIMMOM
nH(pOpMAIUY B 3aKOHOAATEIBHBIX 1 HOPMAaTHBHO-METOIUYECKUX aKTaX I10
JIEJIONPOU3BO/ICTBY B PA3IMYHBIX YUPEKICHUAX U OpPraHU3aALMIX.

— 3akperuieHre 3HaHUM NOJYyYEHHBIX HA JEKIUOHHBIX 3aHITUSX U NPU BBIOJIHEHUN
CaMOCTOSITENIbHOM pabOTHI 110 TEME.

— 3akperuleHHne 3HaHUM NOJYyYEHHBIX O JOKYMEHTUPOBAHUNU ACSITEIbHOCTU
YUPEXKIACHUN U OpraHU3alui.

— IlpuoOpereHue MpakTHYECKUX HABBIKOB JOKYMEHTALMOHHOI'O 00eCIeYeH s
JEATEIBHOCTH OPraHOB YIIPaBIICHUS.

— IlpuoOpereHue MpakTHYECKUX HABBIKOB COCTABIICHHUS JIEJIOBBIX ITHCEM.

— IlpoBepka camocTOATEIbHON PabOTHI CTYAEHTOB U 3aKpEIJIEHUE 3HAHUM 110 TEME.

Buabl npakTuyeckux 3aHATHI

[IpakTrueckas paboTa 3aKJIIOYAaeTCs] B BBIMOJHEHUU CTYIEHTAMH, TOJ PYKOBOACTBOM
mpenojaBarens, KOMIUIEKca Y4YeOHBIX 3aJaHUil HaMpaBIICHHBIX HAa YCBOGHHWE HAYYHO-
TEOPETHUYECKUX OCHOB Y4YEOHOW JUCHUIUIMHBI, TMPUOOPETEHHE TPAKTUYECKUX HABBIKOB
OBJIAJICHUS] METOJIaMU MPAKTUIECKON paOOTHI C MPUMEHEHUEM COBPEMEHHBIX MH(POPMAIIMOHHBIX
U KOMMYHHUKAITMOHHBIX TEXHOJIOTHI. BEBITIONIHEHWE TPaKTUYECKOW padOThl  CTYACHTHI
MPOU3BOJAT B YCTHOM WJIM MNUCbMEHHOM BHjJe. OT4UeT NpeloCTaBIsSeTCs MNPEernogaBaTeto,
BEIYLIEMY JAHHBIN NMPEIMET, B JJIEKTPOHHOM WJIM [T€YaTHOM BHUJIE.

[IpakTHdeckue 3aHATUS CIIOCOOCTBYIOT OoJsiee TITyOOKOMY MOHHMMAHHUIO TEOPETHUECKOTO
MaTepuaia yaeOHOTO Kypca, a TakKe pa3BUTHIO, (POPMUPOBAHUIO U CTAHOBIICHUIO PA3IMYHBIX
YPOBHEH  COCTABIAIOIIUX MPO(EecCHOHANBHON  KOMIETEHTHOCTH  CTyAeHTOB. OcHOBOU
MPaKTUKyMa BBICTYNAIOT TUIIOBBIE 33JIaHUS, KOTOPHIE JOJKEH YMETh BBIMOJIHATH CIEIUAIUCT B
001aCTH DKOHOMHUKH.

TemaTnKa NPaKTHYECKUX 3aHATHH
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IIpakTnyeckoe 3anstue 1.

Bun npaktideckoro 3aHATHS: Y CTHBIN OIPOC 10 MaTepuanam Jiekuuu. O0cyxieHune
JIOKJIaJI0B.

Tema u conepxanue 3auatusi: OyHKIMH, TETH U 337a4U CIyKObI JOKYMEHTAllMOHHOTO
o0ecrieueHus yrpaBiIeHUs

Lens 3ansTus:IIpoBepka ycBoeHUSI MaTepuaa JEKIIMH U CaMOCTOSITEIbHON paboTHI 110
TEME.

IIpakTHueckye HaBBIKU: HABBIK CUCTEMATU3ALUU [TOJIyYCHHBIX 3HAHUI

ITponOmKUTENBHOCTD 3aHATHS — 2 Yaca.

IIpakTnyeckoe 3ansiTue 2.

Bun mpaktudeckoro 3ansatus: Pa3sepryTas Oecena

Tema u conepkanue 3aHATUA: TeopeTuuecKre OCHOBBI I€TIONPOU3BOICTBA OPraHU3AINH

Lens 3ansTus:IIpoBepka yCBOCHHS MaTepHralia JICKIIUU H CAMOCTOSITEIIBHON paOOThI 110
TeMe.

HpaKTI/I‘-IeCKI/Ie HAaBBbIKW: HABBIK CUCTEMATU3AlINU ITOJTYYCHHBIX 3HAaHUHI

3. Tlomoxenwme o T'ocymapctBennom I'epbe  Poccuiickoii  ®eneparuullens

3aHsaTHs: [ [poBepKa YCBOCHHUS MaTepHaa JSKIIMH U CAaMOCTOSITEIIbHON pabOThI 110 TEME.
HpaKTI/I‘-IGCKI/Ie HAaBBbIKW: HABBIK CUCTEMATU3AalINU IMOJTYYCHHBIX 3HAHUH.
[TpomoIKUTETLHOCTD 3aHATHUS — 2 Yaca.

IIpakTH4eckoe 3ansaTHe 3.

Bun npaxktuueckoro 3anatus: KoMMeHTUPOBaHHOE YTEHHE HOPMATHUBHBIX JOKYMEHTOB:

Tema u conepxanue 3anatus: [JlokymenT. PexkBusur nokymenra. CoctaB JOKyMEHTOB, UX
MecTopacnojoxeHue Ha JokymenTe. @opmysip-oOpaszen J0KyMeHTa.

1.TOCT P 7.0.97-2016 «YHupUIMpoBaHHBIC CUCTEMBI JOKYMCHTAIIHH.
YHupuumupoBaHHas CUCTEMa OpraHU3alMOHHO-PACIIOPAIUTENIbHON ToKyMeHTauuu. TpeboBanus
K 0(pOPMIICHHIO TOKYMEHTOB'".

2. TUNoBOE NOJIOKEHUE O MOPSJKE yUeTa, UCIOJIB30BAHNS, XPAHEHUS U YHUUTOKECHUS
nevarel M ITaMIOB B YUpEXKICHUU

3. Ilonoxenue o I'ocynapcrBenHoM I'epOe Poccuiickoit denepannn

Tema u conepxanue 3anatus: JJokymenT. PekBu3ut nokymenrta. CocraB peKBU3UTOB, UX
MecTOpacnojokeHne Ha Jokymente. @opmysp-oOpasel JOKyMeHTa.

Lens 3ansTtus:IIpoBepka ycBoeHHs MaTepralia JEKIIUU U CaMOCTOSTEIbHON pabOThI 110
TEME.

[TpakTHyeckyie HaBbIKW: HaBbIK CUCTEMATU3alUY MOJYyYEHHBIX 3HAaHUH.

ITponomKUTENBPHOCTD 3aHATHA — 2 Yaca.

IIpakTH4eckoe 3ansaTHe 4.

Bua npaktrdeckoro 3aHATHS: Y CTHBIM ONMPOC MO MaTepuanaM Jekuuu. Pazsepuyras
Oecena

Tema u conepkanue 3anatus: @yHkun qokymeHTa. fOpuandeckas cuia T0KyMEHTa.
Jlenonpoun3BoAcTBO, JOKYMEHTUPOBaHHE. JJOKyMEHTaIllMOHHOE 00ecIieueHUe YIpaBIeHuUsI.
HoxymenToo6opot. Knaccudukaiys 10KyMeHTOB.
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Lens 3anstus:IIpoBepka ycBoeHHs MaTepualia JICKIIMH U CAMOCTOSTEIHHOM padOTHI 1O
TEME.

[IpakTHyeckre HaBbIKU: HABBIK CUCTEMATU3AllUH MMOJYYCHHBIX 3HAHUIA.

[Ipo10KUTENBHOCTD 3aHIATHS — 2 Yaca.

IIpakTuyeckoe 3ansiTue 5.

Bun npaktuueckoro 3ansatusi: Mzydenrne npuMepoB pa3IudHbIX BUJIOB TOKYMEHTOB.
Y CTHBIN OPOC 110 TEME.

Tema u conepkanue 3anatusa: CTannapTuzanus 1 yHUPUKAIUs JOKYMEHTOB.
Yuudpunuposannas cuctema qokymenranuu (Y CJl). Cucremsl jokymeHTanuu. [IpraHIHAITBI
nenonpousBoacTBa. HopmatuBHoO-MeToanueckast 0a3a JOKYMEHTUPOBAHUS yIIPaBICHUECKON
JeSITEIbHOCTH U OpraHu3ali padoThl ¢ JOKYMEHTaMHU

Lens 3anstus:IIpoBepka ycBoeHHs MaTepHalia JIEKIIUN U CAMOCTOSTEIbHON pabOThI 10
TEME.

[TpakTHyeckre HaBbIKW: HABBIK CHCTEMAaTU3alUU MTOJyYEHHBIX 3HAaHUH, MPpUOOpeTeHHe
MPaKTUYECKUX HABBIKOB COCTABJICHUSI HEKOTOPHIX TOKYMEHTOB.

[TponomKUTENTFHOCTD 3aHATHS — 2 Yaca.

IIpakTnyeckoe 3ansitue 6.

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

IIpoBeneHue TeKyLIEN aTTeCTaluH.

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

Lens 3anstus:IIpoBepka ycBOeHHs MaTepralia JIEKIIUU U CaMOCTOSI TeIbHON PabOTHI MO
TeMe.

[IpakTrueckre HaBBIKK: HaBBIKH MOUCKA, AaHAJIM3a U UCTIOIb30BAHMUS HOPMATHUBHBIX U

IIPABOBBIX JOKYMEHTOB B CBOEH MPO(ECCHOHATILHOU e TEIIbHOCTH.

[TponomKUTENBPHOCTD 3aHATHS — 2 Yaca.

IIpakTHyeckoe 3ansTue 7.

Bup npaktuueckoro 3ansaTtus: Pa3sepuyras Oecena

Tema u conepxanue 3anatus: OCHOBHBIE IPyNIbl JOKYMeHTOB. HopMaTuBHbIE
JIOKYMEHTBI TOCYAAPCTBEHHBIX OpraHoB. OpraHu3alMOHHbIE TOKYMEHTHI IPEATPUSATHU.

Lens 3anstus:[IpoBepka ycBoeHMs MaTepuala JCKIIUA U CAMOCTOSITEIbHONU paboThI 1O
TEME.

HpaKTI/I'-IeCKI/Ie HAaBBIKW: HABBIK CUCTEMATU3allH IMOJITYUYCHHBIX 3HAHWH

ITponomKUTENBPHOCTD 3aHATHA — 2 Yaca.

IIpakTH4eckoe 3ansaTHe 8.

Bun npaktuueckoro 3austus: Jlenosas urpa: cutryanust «CoBelianue.

W3ydeHne THTIOBBIX TOKYMEHTOB. (/{0 KHOCTHBIE MHCTPYKIIUHU, TIPOTOKOJIBI)

Tema u coneprkanue 3anatusi: OpraHu3almOHHBIC JOKYMEHTHI (0011ast XapaKTepUCTHKA).
VYcTaBel, N0JI0’KEHNS, UHCTPYKLUU (ONIpEIEeHNEe, HAa3HAUEHHE, COJEPKAHUE, TOPSII0K
COCTaBJICHUS], IPUMEHEHUS, YTBEPKICHHUS).

L{enb 3aHATHS: MPAKTUYECKOE MPUMEHEHHE 3HAHUN, YMEHUH 1 HABBIKOB
pOQeCCHOHAIBHOTO B3aUMOCHCTBUA.
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[IpakTHueckrie HABBIKW: HABBIK JICJIOBOTO OOIICHUS U MyOJUYHBIX BBICTYIICHUH,
BEJICHUS [1E€PErOBOPOB, COBEIIIAHMSL.

[Ipo10KUTETHOCTD 3aHATHS — 2 Yaca.

IIpakTuyeckoe 3ansaTue 9.

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

Tema u coneprkanue 3aHaTHs: [IpOTOKOJ Kak OpraHU3aliOHHO-PACTIOPS AU TEIIbHBIN
JIOKYMEHT (OIpeziesieHe, Ha3HAaUeHHUE, COIEpKaHue, MOPSII0K COCTABIICHHUS, TPUMEHEHUS,
yTBepxkAcHUs ). TeKCT MpOTOKOa, JBE €ro YacTH: BBOJHAs, OCHOBHAs. [loHbIE U KpaTKue
MPOTOKOJIBL. J{0OJPKHOCTHBIE MHCTPYKIUU.

Lenb 3aHATHS: MPAKTUYECKOE TPUMEHEHHNE 3HAHUN, YMEHUH 1 HaBBIKOB
PO ECCUOHAIIBHOTO B3aUMOJICHCTBUS.

[TpakTHyeckre HaBbIKW: HABBIK J€TIOBOT0 OOILIEHUS U MyOJUYHBIX BBICTYIIJICHHM, BEICHUS
MIEPETOBOPOB, COBEILIAHUS.

Pewenue cumyamugnvix 3a0anuii.

3apanue 1.

Curyanmus:

Hupexrop 3A0 «CeneHay NMpUHSII PEIICHHE O IPHEME Ha pabOTy OMBITHOI'O MEHEKEPa C
COJIMJIHBIM CTa)kKeM paOOThI IO CICIUAILHOCTH Ha JTOJDKHOCTh «MEHEKEpa 110 peKiaMey.
3ananue: B ponu crienuanucta KaapoBoi ciyk0bl. [101r0TOBETE MPOEKT COOTBETCTBYIOLIETO
JIOKYMEHTA.

3aganue 2.

Curyanusi:

[Tpon3BoaCTBEHHAs HEOOXOUMOCTh TpeOyeT nmpoaonkeHue padoTel 3A0 «CeneHa» B
BBIXOJIHBIE IHA C YUE€TOM JICHEKHOM MepepabOoTKH WIIU MPEAOCTABIICHUS IPYTUX JHEH OTIbIXA.
3ananue: B ponu cekperaps — pedepenta qupektopa 3AO NOATOTOBBTE MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3aganue 3.

Curyanmus:

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

HEO0OXOAMMOCTh BHECTH U3MEHEHHS B IITATHOE PaclUCaHuEe COTPYIHUKOB (DUPMBI, a TAK)Ke
pa3o0paTh HOBBIE TOIDKHOCTHBIE MHCTPYKIIMY Ha BBEJCHHUE B OT/IE] MAPKETHUHTA JOMKHOCTH
MEHEJ[KEpa M0 PEeKIaMe U PeKIaMHOTO areHTa.

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

3ananue 4.

Curyanus:

B 3A0 «Cenenay» npoBeieHa MpoBepKa pabOThI OT/Ae)Ia MAPKETUHTA TT0 OKA3aHMIO TUTATHBIX
yciryr. Komuccus B coctaBe 3aMeCTUTEINSI TUPEKTOPa, IJ1. OyXrajaTepa u HadaJlbHUKA OT/IelIa
MapKeTHUHTa B X0JI¢ MPOBEPKU OOHAPYKMUJIA HAPYIICHUS B OPOPMIICHUH TaHHOW JOKYMEHTAITUU
OyIyT MpeCTaBICHbI CAHKIIUH.

3amanwue: [1oAroToBhTE MPOEKT COOTBETCTBYIOIIETO JAHHON CUTYyalluK TOKyMeHTa. Bun
JIOKYMEHTA OTIPEJEIUTE CAMOCTOSITENBHO.

3apanue 5.

Curyanus:
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B 3A0 «Cenenay» cocTosioch 3aceanue npasieHus. [lopecTka qHs Oblja OCBSIIICHA
PaCIIMPCHHIO OTJIeJa MapKETUHTa (GUPMBL. B CBSI3M ¢ 3TUM BO3HHKJIA
HEO0OXOAMMOCTh BHECTH U3MEHEHHMS B IITATHOE PACIIMCAaHUE COTPYIHUKOB (DUPMBI, a TAKKE
pazo0paTh HOBBIE JOJKHOCTHBIC MHCTPYKIIMU HA BBEJICHUE B OTEJI MAPKETHHTA JTOJKHOCTH
MEHEJ[KEpa 10 PEeKIaMe U PeKJIaMHOTO areHTa.
3aganue: B ponu cexperaps 3acejaHusi COCTaBbTE MPOEKT MIPOTOKOJIA.
3aganue 6.
Curyanusn:
[Tpon3BoaCTBEHHAsE HEOOXOUMOCTh TpeOyeT npoaonkeHue padoTel 3A0 «CeneHa» B
BBIXOJHBIC THU C YUYETOM JICHS)KHOM TIepepabOTKH UK MIPEIOCTABIICHHS APYTUX JHEH OTAbIXA.
3amanwme: B pomau cexperaps — pedepenta aupekropa 3A0O mOAr0TOBHTE MPOESKT
COOTBETCTBYIOIIETO JOKYMEHTA.
3amanmue 7.
Cumyauyusn:
B 3A0 «Cenenay» cocTosioch 3aceanue npapieHus. [lopecTka qHs Oblja OCBSIICHA
pacUIMpeHuIo OTAena MapKeTrHTa (GUpMBIL. B CBsI3M ¢ 3TUM BO3HHUKIIA
HEO0OXOAMMOCTh BHECTH U3MEHECHHS B IITATHOE PACIIMCAHUE COTPYIHUKOB (DUPMBI, a TAKKE
pazo0paTh HOBBIE JOJIKHOCTHBIC MHCTPYKIIMU HA BBEJICHUE B OTE)I MAPKETHHTA JTOJDKHOCTH
MEHEJ[KEpa 10 PeKIaMe U PeKJIaMHOTO areHTa.
3amanue: B ponu cexperaps 3aceaHus COCTaBbTE MPOEKT MPOTOKOJIA.
3amanue 8.

Curyanus:
B 3A0 «Cenenay» npoBeieHa MpoBepKa pabOThI OTAEIa MAPKETHHTA 110 OKa3aHMIO TUTATHBIX
yciyr. Komuccust B coctaBe 3aMeCTUTEINSI TUPEKTOPa, IJ1. OyXraiaTepa U HadaJbHUKA OT/Iela
MapKeTHHTa B XOJIe MPOBEPKH OOHAPYKUIIA HAPYIIECHUS B ODOPMIICHUU TaHHOW TOKYMEHTAIIUU
OyIyT MpeCTaBIEHbI CAHKIIUH.
3apanue: [loAroToBbTE NPOEKT COOTBETCTBYIOUIETO JAHHOM CUTYallud TOKyMeHTa. By
JIOKYMEHTA OTIPEJIEITUTE CAMOCTOSITENHHO.

HpOI[OJ'DKI/ITeJ'IBHOCTB 3aHATUSA — 2 Jaca.

IIpakTnyeckoe 3ansaTue 10.

Bun npaktuueckoro 3anarus: Pa3sepnyras Oecena

Tema u conepkanue 3aHATuA: PacniopsanTenbHble TOKYMEHTHI npeanpusTus. [Iprkasb
110 OCHOBHOM JiesiTenbHOCTH. Pacniopspkenus, pemeHus. AKThl. CiiykeOHble 1 00bSICHUTEIbHbIE
3anucku. CrpaBku. Ciry>xeOHbIE TOBEPEHHOCTH.

Lens 3anstus:IIpoBepka ycBoeHHs MaTepHralia JIEKIIUN U CAMOCTOSITEIbHON paboThI 110
TEME.

[IpakTHueckre HaBBIKK: HABBIK CHCTEMATU3aLUH [TOJTYYEHHBIX 3HAHUI

[TponomKUTENBPHOCTD 3aHATHA — 2 Yaca.

IIpakTnyeckoe 3ansaTue 11.

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

Tema u coneprkanue 3auatus: MTHPOpMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Lens 3anstus:[IpoBepka ycBoeHHsI MaTepHalia JEKIIUA U CAMOCTOSITEIIBHOU pabOTHI IO
TEME.

© PI'YTHUC



®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
ersono _ YYPEX[IEHVE BbICILErO OBPA3OBAHVISI PTYTUC
& «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Aucm 48
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

[IpakTHyeckue HaBBIKK: HABBIK CUCTEMATHU3ALIUM MOJTYYEHHBIX 3HAHUI
[Ipo10KUTENBHOCTD 3aHATHS — 2 Yaca.

IIpakTnyeckoe 3ansaTue 12.

Bup npaktuueckoro 3aHaTus: Y CTHbIN onpoc cTyaeHToB. Pa3BepHyTas Gecena

Tema u coneprxkanue 3anarus: [luceMa, ux KnaccuuKamys, CTpyKTypa, CTaHAapTHbIC
¢pa3bl 1 BeipaxkeHus. HopMbl ouninanbHO-1€10BOr0 CTUIIS CIyKEeOHBIX T0KyMeHTOB. Dakchl,
tenedonorpammel. JloroBopa, KOHTpaKThl. COBpeMEHHBIE CITIOCOOBI U TEXHUKA CO3IaHHS
JIOKYMEHTOB.

Lens 3ansTtus:IIpoBepka ycBoeHUs MaTepualla JIEKIUU U CaMOCTOSTEIbHON pabOThI 110
TEMe.

[TpakTHueckye HaBbIKU: HABbIK OCYILECTBICHUS J1€JI0BOM IEPEUCKH.

[TpomoKUTENBHOCTD 3aHATUS — 2 Yaca.

IIpakTnyeckoe 3ansitue 13.

Bun npaktudeckoro 3aHsaTus: KOMMEHTUPOBAHHOE YTEHHUE YaCTE HOPMATUBHBIX
JIOKYMEHTOB.

Tema u conepkanue 3anatus: [IpaBuina oopMIICHHS TOKYMEHTOB TI0 JITAYHOMY COCTaBY.
[ToHsiTHE U CTPYKTYpa NEePCOHATBHBIX JaHHBIX. [[pUHAAIE)KHOCTh IEPCOHAIBHBIX TAHHBIX:
COOCTBEHHUK, JIepKaTellb U MOJIb30BaTEIb IMEPCOHABHBIX JaHHBIX. CTPYyKTypa KaJapoBOM
WH()OPMaAIMOHHO-TOKYMEHTAIMOHHOM cucTeMbl. OdopMiIeHHE TOKYMEHTOB IIPH IIPHEME,
YBOJIbHEHUH U TIEPEBO/Ie pabOTHHKA HA IPYTYIO JOJIKHOCTh. AHKeTa. Tpya0Bbie KOHTPAKTHI.
[Tpukassl Mo MMIHOMY cocTaBy. OCHOBHBIE PEKBHU3UTHI JOKYMEHTOB M TIPaBUIIA UX O(OPMIICHHUS.
Kpatkue cBegeHust o npaBuiiax opopMIIeHUs TPYIOBbIX KHUKEK, JJMUHBIX KapTOUYEK, JTUUHBIX
nen paboOTHUKOB.

Lens 3anstus:[IpoBepka ycBoeHMs MaTepuala JEKIIUA U CAMOCTOSITEIbHON pabOThI 1O
TEME.

IIpakTHyecKkne HaBBIKU: HABBIK MMOUCKA, aHAJIN3a U UCIIOJIb30BaHHUSI HOPMATUBHBIX U
MPABOBBIX TOKYMEHTOB B CBOEH MPOo(dhecCHOHATBHOM e TENbHOCTH.

[IpoomKUTENbHOCTD 3aHATHS — 4 Yaca.

IIpakTnyeckoe 3ansaTue 14.

Bun npaktuueckoro 3anatus: Pabora B ManbIX rpymnmnax mo noAroTOBKE rpynmnoBOro
IIPOEKTa: COCTABIEHUE COITPOBOAUTEIBHON JOKYMEHTAIMH 110 IPOBEACHUIO MEPOTIPUSATHS.

Tema u conepxkanue 3anatus: OCHOBHBIE ITpaBHJIa OPraHU3aIK PaboThI €
nokyMeHTaMu. O6paboTKa MOCTyNarImuX J0KyMeHToB. [lepBruuHas 06paboTka TOKYMEHTOB.
OO61mue npaBuiia perucTpaluu J0KyMeHTOB, GopMbl peructpanuu. [lepenada 1oKkyMeHTOB,
paccMOTpeHHE uxX pykoBoguTeneM. [lopsaok HampaBiieHUs: JOKYMEHTa Ha UCIIOJIHEHNE U
paboThl UCLIONHUTENA ¢ JoKyMeHTaMU. McnonHeHnne nokymenTa. Buabl u ¢opMbl KOHTPOJIS
WCIIOJIHEHUS], CPOKOBAs KapTOTEKa.

Lens 3anstus:[IpoBepka ycBoeHMs MaTepuala JCKIIUA U CAMOCTOSITEIbHONW pabOThI 1O
TEME.

HpaKTI/I'-IeCKI/Ie HAaBBIKW: HABBIK CUCTEMATU3ANH ITOJTYUCHHBIX 3HAHUH

[TpomomKUTENBHOCTD 3aHATHS — 4 Yaca.

IIpakTnyeckoe 3ansitue 15.
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Bun npaktrdeckoro 3aHATHs: Y CTHBIA ONPOC CTyIeHTOB. Pa3BepHyTas 6ecena Tema u
coziepkaHue 3aHATusA: COBpEMEHHOE TOCYIapCTBEHHOE PETYJIMPOBAHUE JIETIONPOU3BO/ICTBA B
P®. 3akoHomaTenbHOE pEryJIMpoOBaHUE IETONPOU3BOACTBA B PD.

Lenb 3ansTus:IIpoBepka yCBOCHHS MaTepralia JICKIIUN U CAMOCTOSITEIIbHON paOOThI 110
TEME.

[IpakTUueckre HaBBIKU: HABBIK MPAKTUYECKOTO MPUMEHEHUS MOJIYYCHHBIX 3HAHUM

[Ipo10mKUTENBHOCTD 3aHATHS — 2 Yaca.

IIpakTHyeckoe 3ansaTue 16

Bua npaktudeckoro 3aHatus: Y CTHBIN Onpoc cTyAeHTOB. Pa3Bepuyras Oecena

Tema u conepkanue 3auaTus: OCOOCHHOCTH JEIONPOU3BOJICTBA B OPTaHU3ALMSIX U
HPEAIPUATUAX

Lens 3anstus:IIpoBepka ycBoeHHs MaTepHalia JIEKIIUN U CAMOCTOSTEIbHON pabOThI 10
TEME.

[IpakTHueckre HaBbIKU: HABBIK CUCTEMATU3ALUU [TOJYYEHHBIX 3HAHUI

[Ipo10KUTENTBHOCTD 3aHIATHS — 2 Yaca.

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

IIpakTnyeckoe 3ansTue 1.

Bup npaktrueckoro 3ansaTus: KoMMeHTHpOBaHHOE UT€HHE HOPMATUBHBIX JOKYMEHTOB:

Tema u conepxanue 3anatusi: JJokyment. PekBu3ut nokymenta. CocTaB JOKYMEHTOB, X
MeCTOpacnojaokeHne Ha JokymenTe. @opmymsip-oOpasel JOKyMeHTa.

1.TOCT P 7.0.97-2016 «YHUpHUINPOBAaHHBIE CUCTEMBI IOKYMEHTAIIHH.
YHuGHUUIMpOBaHHAs CUCTEMa OPraHU3a[MOHHO-PACIOPSAUTENBHON JoOKyMeHTaluu. TpedoBaHus
K 0()OpMJIEHHIO IOKYMEHTOB".

2. TunoBoe NOJ0KEHNE O TOPSIJIKE yUeTa, UCII0JIb30BAaHU, XPAaHEHNUS U YHUUTOXKECHUS
neyaTei U ITaMIOB B YUPEXKJICHUH

3. INonoxenue o 'ocynapcrsenHoM I'epde Poccuiickoit denepanun

Tema u conepxanue 3anatusi: JlokymeHT. PekBusur qokymenra. CoctaB peKBU3UTOB, UX
MECTOpAaCIOI0KEeHNE Ha JokyMeHTe. Popmymsp-o0paseln JOKyMeHTa.

Lens 3ansaTus:IIpoBepka ycBoeHUs MaTepuaa JEKIMU U CaMOCTOSITEIbHON paboThI 110
TEMe.

[TpakTHyeckre HaBBIKU: HABBIK CUCTEMATH3AIMH MOTYYSHHBIX 3HAaHUH.

IIpo10KUTENTBHOCTD 3aHATHS — 2 Yaca

IIpakTHyeckoe 3ansitue 2.

Bun npaktuueckoro 3ansatus: Passepnyras Oecena

Tema u conepxanue 3auatus: OCHOBHBIE IPYIIbI JOKYMEHTOB. PacriopsauTtenbHbie
JOKYMEHTBI npeanpusaTus. [Ipukassl 1o OCHOBHOM A€ATENbHOCTU. PaciopspkeHus,
pemienus. AkTel. Ciiy>keOHbIe U 00BsiIcHUTENbHBIE 3anucki. CrpaBku. Ciy:xeOHbIe
JIOBEPEHHOCTH.

Lens 3ansTtus:IIpoBepka ycBoeHHs MaTepHralia JIEKIIUN U CAMOCTOSITEIbHON paboThI 110
TEME.
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ersono _ VYPEXJIEHVE BBICILIETO OBPA3OBAHVISI PTYTUC
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[TpakTHyeckue HaBBIKU: HABBIK CUCTEMATH3alMK IIOJIYYEHHBIX 3HAHUH.
[Ipo1omKUTENBHOCTD 3aHATHS — 3 yaca

IIpakTuyeckoe 3ansitue 3.

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

Tema u conepkanue 3anatus: NHGOpMaIMOHHO-CIIPaBOYHBIC JOKYMEHTHI.

Lens 3anstus:IIpoBepka ycBoeHHs MaTepHralia JIEKIIUN U CAMOCTOSTEIbHON paboThI 110
TEME.

[TpakTHYeckre HaBbIKK: HABBIK CHCTEMAaTU3allUU MOTyUYE€HHBIX 3HAHUHT

[TpoaomKUTENBHOCTD 3aHATHS — 2 Yaca

IIpakTnyeckoe 3ansaTe 4

Bun npaktuueckoro 3anatus: Ilpeacrasienue rpynmnoBoro mpoexTa.

Tema u conepxkanue 3auatusa: Opranuszanusi XpaHeHus Jell.

Lens 3ansaTus:IIpoBepka ycBoeHuUs: MaTepuania JEKIUU U CAaMOCTOSTeIbHONU paboThI 1O
TEME.

[TpakTHyeckue HaBBIKU: HABBIK [TOMCKA, aHAJIM3a U UCIIOJIb30BaHUS HOPMAaTUBHBIX U
IIPABOBBIX JOKYMEHTOB B CBOEH IPO(ECCUOHATIBHOU JESATEIIbHOCTH.

[TpooIKUTENBHOCTD 3aHATHUS — 3 Yaca

8. IlepevyeHb OCHOBHOI U 1ONOJTHUTEIbHOM Y4eOHOI JIUTEPaTypPhI; MlepeYeHb PeCypcoB
HH(OPMANMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTH « HTepHET», mepevyeHb
HH(OPMANMOHHBIX TEXHOJIOTHIi, HCTIOJIb3YeMbIX PH OCYIIECTBJIEHUHU
o0pa3oBaTeIbLHOIO Mpolecca Mo AUCHUIIHHE (MOAYJII0), BKJIIOYasi NepevyeHb
NMPOrpaMMHOro odecrnedeHus 1 HHPOPMALMOHHBIX CIIPABOYHBIX cHCTeM ( IpH
HEe00XO0UMOCTH)
8.1. OcHoBHas auTEpaTypa
1.brikoBa, T. A. JlokymeHTanimoHHoe oOecrieueHre yrpaBieHus (JIeJI0MPOU3BOICTBO) | yueOHOe
nocobue / T. A. beikora, T. B. Ky3unenona, JI. B. Cankuna ; mox o6mr. pea. T. B. Ky3nenoBoii.
— 2-e usl., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlon. maTepuasl
[DnexTpoHHEIi pecype]. — (Briciiee oopa3oBanme: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anextponnsiid. - URL: https://znanium.ru/catalog/product/2110037
2. lemonipon3BozactBo : yueOnuk / T. A. beikosa, JI. M. Bsmosa, 0. M. Kykapuna, JI. B.
Cankuna ; mox o6mi. pen. mom. T. A. BeikoBoi. — 5-e u3n., mepepab. u jgomn. — MockBsa :
NHOPA-M, 2025. — 403 c. + Jlom. wMartepuansl [DneKTpoHHBIH pecypc]. — (Bricuiee
obpazoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekcr : 31eKTPOHHBIIA.
- URL: https://znanium.ru/catalog/product/2145045
3.0OCHOBBI JIENONPOU3BOACTBA : ydeOHoe mocobue / A.M. AcammeB, .M. Muponona, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e uzn., ucnp. u gon. — Mocksa : UHOPA-M, 2025. — 146 c. —
(Boiciiee oOpazoBanue). — DOI 10.12737/24426. - ISBN 978-5-16-019135-5. - Tekcr :
anekTpoHHbi. - URL: https://znanium.ru/catalog/product/2197265 — Pexum jgocrtyma: Mo
MOJTMKCKE.
4 KynsieB, H. H. JlokymentoBenenue : yueOnuk / H. H. Kynses, JI. H. Vpanos, A. T.
®abpuunoii ; mox pen. npod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa : Jloroc, 2023. - 352 c. -
(HoBast yauBepcuterckas ombiamoteka). - ISBN 978-5-98704-329-5. - Tekcr : 2yeKTpOHHBIH. -
URL: https://znanium.ru/catalog/document?pid=1211628
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8.2. J/lonotHUTENbHASI JIUTEPATypa

1.bynart, P. E. JlokymeHTanimoHHoe o0eclieueHre yIpaBiICHHUs IIePCOHANIOM : yueOHOe rmocodue /
P. E. bynat. — Mocksa : UHOPA-M, 2022. — 234 c. + Jlon. marepuansl [DIEKTPOHHBIN
pecypc]. — (Boicmiee oOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-010318- - Tekcr :
snexktpoHHbiid. - URL: https://znanium.ru/catalog/document?pid=1007087

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

3.Kupcanosa, M. B. Kypc nenonpou3BoacTBa: JOKYMEHTAIIMOHHOE OOecTieueHUe YIpaBIeHUs :

yueOHoe nmocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-e u3., ucnp. u jgorn. — MocCKBa :
NH®PA-M, 2020. — 257 c¢. + Jon. martepuayibl [DneKTpoHHBIH pecypc]. — (Bwicmiee
o0OpasoBaHueE: bakanaBpwuar). - ISBN 978-5-16-006789-6

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

4. YupaBieHne JOKyMEHTaMH B IM(PpoBoil sSkoHOMuKe. OpraHm3anms, perjiaMeHTaIlus,
peanu3anus / M. B. Jlapun, H. I'. Cyposuesa, E. B. Tepentsesa; [lox pexn. Jlapuna M.B., - 2-¢
u3n. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-3084-0. - TekcT : 3MEKTPOHHBIH. -
URL.: https://znanium.ru/catalog/product/2037274

HopmaTtuBHbIe JOKYMeHTBI
1. ®denepanpHblii 3ak0H «O KoMMepyeckoit TaiiHe» oT 18.12. 2006 roga Ne 231-D3
2. ®enepanbhsii 3akoH «O0 apxuBHOM Jene B Poccuiickoit deneparmm» ot 22.10.2004 Nel25-
@®3(B pea. ®3 ot 13.12.2024 N 469-D3)
3. @enepanbHblii 3akoH «O0 wHGpoOpManyuH, WHOOPMAITMOHHBIX TEXHOJIOTHUSAX U 3aIINUTE
uHpopmanum» ot 27.07.2006 Ne 149-03
4. denepanbHblid 3aK0H «O MEPCOHAIBHBIX JaHHBIX» OT 27.07.2006 Ne 152-D3 ( B pen. @3 ot
08.08.2024 N 233-®3)
5. @enepanbHblif 3akoH «O06 oxpaHe KoH(puAeHIaIbHOCTH HHpopMarum» oT 29.07.2004 Ne98-
o3
6. Tpynosoii konekc Poccuiickoit @eneparun. Oenepanbublii 3akoH oT 30.12.2001 Ne197 — @3
(B pex. oT 26.12.2024 N 498-D3)
7. Yka3 Ilpesunenta P® or 6 mapra 1997r. Ne 188 «OO0 yTBepkIeHHM INepeyHsl CBEACHUM
KOH(UICHIIMAIBHOTO XapaKTepay ¢ U3M. U jom. oT 23.09.2005
8. IlocranoBnenue I'ockomcratra Poccum ot 05.01.2004r. Nel «O06 yTBepKICHHH
YHUPUIIMPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIUU 110 YYeTy TPpyZAa U €ro orjiaTb»
9. [Ilocranosnenue IlpaButensctBa PO « OO0 OTAEIBHBIX BONPOCAX, CBSI3aHHBIX C TPYIOBBIMHU
KHKKamm» ot 24.07.2021 N 1250
10. enompou3BoacTBO U apxuBHOE jAeno. Tepmunbl u onpexaenenus (yrB. IloctaHoBieHuem
I'occrarmapra P® ot 27.02.1998r. Ne 28): TOCT P 51141-98
11. VauduuupoBaHHbIE CUCTEMBI JOKYMEHTALUU. YHuuuupoBaHHas cUcTeMa
OpraHU3al[MOHHO-PACTIOPSAUTENbHON JoKyMeHTaluu. TpeboBanus K 0(OpMICHHIO JOKYMEHTOB
(yrB. IlocTanoBnenuem I'occrangapra P® ot 03.03.2003 Ne 65-ct): TOCT P 6.30-2003."T'OCT
P 7.0.97-2016. 13. HanmonanpHsiid cTanaapt Poccuiickoit @eaepannn. CucreMa CTaHIapTOB IO
uHpopManuy, OMOIMOTEYHOMY M HM3JAaTeIbCcKOoMy zeny. OpraHu3alMmoOHHO-paclopsIuTeIbHas
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nokymeHTanusa. TpeboBanust Kk opopmieHuto nokymeHToB" (yTB. Ilpukasom Poccranmapra ot
08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

12. TumnoBas MHCTPYKLHMS O JAETONPOU3BOACTBY B (helepajbHbIX OpraHax HCHOJHUTEIbHOM
Bnactu (IIpuka3 MuHuctepcTBa KyJabTypbl M MAacCOBbIX KOMMYHUKauil Poccuiickoit
®denepanmii ot 8 HOAOps 2005 . N 536)

13. TIpuka3 PocapxuBa "OO06 yrBepxkaeHuu IIpaBui opraHu3anuy XpaHSHHs], KOMILJICKTOBAHWSI,
ydeTa ¥ HCIOJIb30BaHHS JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit denmeparuum u apyrux
apXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX W MYHHIMIAIBHBIX apXuBaX, My3esiX H
Oubnuorekax, Hay4HbIX opraHuzanusx" llepedeHb TUIOBBIX YIPABICHUYECKUX JIOKYMEHTOB,
00pa3yromuxcs B I€ATeIbHOCTH OpraHu3alluid, ¢ ykazanuem cpokoB xpaHeHus ot 02.03.2020 N
24 (pen. ot 26.09.2022)

14. Cucrema cTrangapToB 1o WHpopMaHuU, ONOTUOTEYHOMY U U3/IATEILCKOMY JISITy.
Jlenonpou3BoACTBO U apXUBHOE €0, TepMuHbI U onpenenenus: [OCT P 7.0.8. - 2013 —
Bzamen I'OCT 51141-98; BBen. 01.03.2014

8.3. Ilepeuenn pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHET»
1. http://www.gramota.ru - CnpaBouno-uHpopmanuonusiii moprai [PAMOTA.PY — pycckuii
SI3BIK JJIS BCEX

8.4. [lepeuenb mporpaMMHOro odecrneyeHusi, COBpeMEeHHbIX NPodecCHOHANBHBIX 0a3
AAHHBIX U MH(POPMAIMOHHBIX CIPABOYHBIX CHCTEMAaM

1. Microsoft Windows

2. Microsoft Office

3. MudopmanmonHo-crnpaBouHas cuctema «KaapoBblii 3J€KTPOHHBIN JOKYMEHTO000POT
(«Directumy) Pexxum

noctyna: https://www.directum.ru/products/hr_pro?utm_source=cpc&utm_medium=yandex&
utm_campaign=hr poisk retarget&utm content=system&utm term=undopmarmonno%?20kan
poBbie%20cuctembi&yclid=13698189533497262079

4. TlpodeccuonanvHas copaBouHas cucrema / koHcopuuyM «Koneke» u «Texskcnept»
Pexxum mocryma: https://kodeks.ru/

5. baza nannpix MHcTuTyTa HayuyHOM uHQopmanuu 1o oOmecTBeHHbIM Haykam PAH
(MHUOH), mnpodeccuonanbHas ©6a3a agaHHbIX. bubmuorexka wum. B.I. Benunckoro.
IIyreBonuTens o ITOUCKY oubnuorpaduueckon uHpopmaImn
Pesxxum noctyma: http://book.uraic.ru/project/poisk_katalogi/inion.htm

6. OnexrponHOo-OMbOnHoTeuHas cucreMa ZNANIUM

Pexxum nocrymna: https://znanium.com/

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

8. Cmpaounas npasoBas cucrema (CIIC) Koncynsrantllinroc

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

9. ®enepanbublii mopran «Poccuiickoe oopasoBanue» Pexum nocryma: http://www.edu.ru/

10. Odummansusrii caiit ®I'BOY BO «Poccuiickuii rocyaapcTBEHHBIN YHHBEPCUTET TYpU3Ma U
cepBrcay Pexxum moctyna: https://rguts.ru/

11. Hayunas snexrponnas oubnuoreka E-library (uapopmManmonHo-cipaBo4yHasi cucTemMa)

Pexxum nocrtyma: http://www.e-library.ru/
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12. Poccuiickas KHIKHas nanata U Poccuiickas rocynapctsennas oubnuoreka (PI'b)
(uHbOpMaIIMOHHO-CIIpaBOYHAas cucTema) Pexxum moctyma: https://wwwe.rsl.ru/ru/rkp/

13. Poccuiickas HallMOHAIbHAS OoubnnoTeKa (nH(pOPMALIMOHHO-CIIPAaBOYHAS cucremMa)
Pesxxum nocryma: https://nlr.ru/

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

9. MeTonnyeckue yKazaHusi VISl 00y4a0IMXCS 0 OCBOEHUIO TUCHMILIUHBI (MOIYJIs1)

[Ipouecc  u3yueHus  JUCHUIUIMHBI — MPEAyCMAaTpUBAaeT  KOHTAKTHYH  paboTy ¢
npenogasareneM (paboTa Ha JEKUUAX M IPAKTUYECKHX 3aHATHSAX) U CaAMOCTOSITENIbHYIO
(caMOMOATrOTOBKA K JIEKIUSAM U MPAKTUYECKUM 3aHATUSM) paboTy 00y4aroIIerocs.

[IpenonaBanue MUCHUILIMHEI BEAETCS HA 2 Kypce B 3 ceMecTpe MPOJ0JDKUTEILHOCTHIO 18
HEJeNb W MpeAycMaTpuBaeT MPOBEACHHE YYEeOHBIX 3aHATUN CclIeAyromux (opm: JeKIuu,
NpaKTUYECKHe 3aHATHA B (GopMe pa3BepHYTOH Oecenbl, OOCYKICHHS JOKIAJOB CTYAEHTOB,
KOMMEHTHUPOBAHHOTO 4YTE€HHs, paldOThl B MajiblX TIpyldmax, caMoCToATeIbHas paboTa
06yqa101111/1xc;1, TPYINIIOBBIC U MHAWBHUAYAJIbHBIC KOHCYJIbTAllUU.

[IpenogaBaHue TUCHUILUIMHBI PEAYCMATPUBAET TPOBEICHUE JICKIIUA:

- BBOAHOH (KpaTKO€ MPEICTaBICHUE O TUCIUILIMHE, HAPaBICHHOE HA YCUJICHUE HHTEpeca
CTYJEHTOB K TNIpeaMeTy, MOMOYb COOPUEHTHUPOBATHCA B JUTEparype, MAaTb HMIIYJIbC K
CaMOCTOSITENIbHOI paboTe)

- TPaIMIIMOHHBIX (cozaeprkalire (akThbl, UX aHAJIU3, BBIBOJBI, 10KA3aTEIbCTBA KOHKPETHBIX
HAyYHBIX TOJIOKEHUH)

Teopernueckue 3aHATHA(IEKIIMK) OpPraHU3YyIOTCA MO MoTokaMm. Ha nekumsax usnararorcs
TE€Mbl JUCLUUILINHBI, MPETYCMOTPEHHbIE paboueil MporpaMMoi, aKIEHTHPYETCs BHUMaHHE Ha
HauOoJiee MPUHLUUIHAIBHBIX M CIOXKHBIX BOIMpPOCAX JUCLMIUIMHBI, YCTAaHABIMBAIOTCS BOMPOCHI
JUISL CaMOCTOSITENIbHOM TpopaboTku. KoHCHeKkT nexuuii siBisiercs 0a30i MpH MOATOTOBKE K
NPAaKTUYECKUM 3aHATHM, K 3a4€Ty, a TAKXKE CaMOCTOSTEIbHON HAyUHOU JAESTeIbHOCTH.

HpaKTI/I‘-IGCKI/Ie 3aHATUA 110 JUCHUIIIINHE ((I[OKYMCHTaHI/IOHHOG oOecrieuenue
npodeCCHOHATIBHON JeSTeTbHOCTH MPOBOJATCS B (opMe pa3BepHYTOW Oeceibl, 00CYXIAEHUS
JOKJIaA0B CTYACHTOB, KOMMCHTUPOBAHHOTO YTCHUA, pa60T51 B MaJIbIX I'pyIlIax, B KaOuHeTe ¢
MYJIbTUMEAUMHBIM TEXHUYECKUM 000PYAOBAaHHEM.

[lenp mnpakTHYECKUX 3aHATHA 1O JUCHUIUIMHE «JloKyMeHTalmoHHoe obecreueHue
npoeCCUOHATIBHON  JIEITETbHOCTH»: TNPHOOpETeHnEe MPaKTHUYECKUX HaBBIKOB B 001acTH
JTOKYMEHTO000pOTa, 3HAKOMCTBO C OCHOBHBIMHU TPEOOBAaHHUSIMHU K JOKYMEHTaM.

BeimonHenue mnpakTHUECKOW pabOThl CTYACHTHI MPOU3BOAAT B IHCBMEHHOM BHJIE.
['oTtoBbie pabOTBI MPENOCTABISIOTCS  MPEMOJABATEN0, BEAYIIEMY JTaHHBIA  TPEIMET.
[IpakTuyeckue 3aHATHS CIOCOOCTBYIOT Oojiee TJyOOKOMY MOHHUMAaHHMIO TEOPETUYECKOTrO
Marepuaia ydeOHOro Kypca, a TakKe pa3BUTHIO, (POPMHPOBAHUIO M CTAHOBIICHHIO Pa3TUYHBIX
YPOBHEH COCTaBIIAIONINX MPOPECCHOHATHHON KOMIETEHTHOCTH CTY/ICHTOB.

[{enbto camocTOSATENIbHON pabOThl 00ydaromuxcs ABseTcss (OpMUPOBaHKUE CIIOCOOHOCTEH
K CaMOCTOSITEIbHOMY MTO3HAHUIO U 00YYEHUI0, TIOUCKY JTUTepaTypbl, 00001IeHHI0, 0)OPMIICHUIO
M TPEACTaBJICHUIO IOJNYYECHHBIX PE3YIbTAaTOB, UX KPUTUYECKOMY aHaIN3y, IOMCKY HOBBIX U
HEOPJIMHAPHBIX PEIIEeHHH, apryMeHTHPOBAaHHOMY OTCTAaUBaHHMIO CBOMX MPEAJIONKEHUN, YMEHUN
IIOATOTOBKHN BBICTyrIJ'ICHPIfI 1 BEICHUA )II/ICKYCCI/II\/'I.
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®EJIEPAJIBHOE TOCY/JAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/TBHOE CMK
ersono _ YYPEX[IEHVE BbICILErO OBPA3OBAHVISI PTYTUC
a «POCCUNCKUNTOCYOJAPCTBEHHDBIVI YHUBEPCUTET
TYPU3MA 1 CEPBUCA»
PrYTC Ovman GPI'BOY BO «Poccmricknit rocy1apCTBeHHBIN Auem 53
YHUBEPCUTET Typu3Ma 1 cepauca» B I.Ilomosbcke

®opMBI CAMOCTOATEJIBHOH PadoThI
CamocrosarenbHas paboTa 3aKiIOYaeTCss B H3YYEHUM OTHCIBHBIX TeM IO 3aJaHHIO
npenoaaBaresis 10 PEKOMEH1yeMON UM y4eOHOH IuTeparype, B HOArOTOBKE:
- TEPMHHOJIOTHYECKOI0 CJIOBaps;
- K TECTUPOBAHMUIO.
CamocrodrenbHas paboTa CTyI€HTOB 110 AUCLUIUIMHE JIOKyMEHTallMOHHOE o0ecrieueHune
npodeCcCHOHATBLHOMN 1eATETbHOCTH:
— 3aKpelUIeHHWEe 3HaHWM, TIOJY4YEHHBIX CTyJEHTaMu B IIpOLIECCE JIEKIMOHHBIX H
IIPAKTUYECKUX 3aHATUH;
— (opMupOBaHHE HABBIKOB PabOTHI C MEPHOAMYECKON, HAYIHO-TEXHUIECKOH JTUTEepaTypon
Y TEXHUYECKON JOKYMEHTALUH;
—  pa3paboTKy NPEeASIOKEHUN MO MCKIIOYEHUIO WM YMEHBIIEHUIO BO3/IEHCTBUS BPEIHBIX U
OIaCHBIX NMPOU3BOICTBEHHBIX (DaKTOPOB.
CamocrosTenpHas padoTa sIBISIETCS 003aTeIbHON TS Ka¥KIO0TO 00YJarOmIerocs.
OcHOBHBIMU ()OPMAMU CAMOCTOSITENILHONU PaOOTHI ABJISFOTCS:
— KOHCIEKTHPOBAaHNE UCTOYHHUKOB 110 JJOKYMEHTOBEAEHUIO U JIEIONPOU3BOJACTBY
— TMOJArOTOBKA JOKJIAJIOB U BBICTYIIJICHUN;
— Harnmcanue pedeparos;
— BBINOJIHEHUE JOMAIIHUX 3aJaHui (cocTaBieHHEe U O(OpPMIIEHHE pa3IU4HbIX (HOpM
JIOKYMEHTOB)
— W3y4EHHE HOPMATUBHBIX JIOKYMEHTOB
— TOATOTOBKA K JICJIOBOM Urpe

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

npodecCuoHANbHOM JEeSTeNbHOCTH»  MPOBOAATCS B CIENYIOIIMX OOOpYIOBaHHBIX Y4eOHBIX
KaOMHeTax:

. HaumeHnoBanue 000pya0BaHHbBIX yUeOHBIX KAOMHETOB, OOBEKTOB
Bun yueGHBIX 3aHATHI 110 .
JHO— U1l IPOBEIEHUS MPAKTUUECKUX 3aHATHH € IIepeuHeM OCHOBHOTO
000pyI0BaHUs
3aHATHUS IEKIUOHHOTO | y4yeOHas ayAuTopus, Clieualu3upoBaHHas yueOHas meOelb
THUTIA, TPYITIOBBIC U TCO: BHJICOMTPOCKITMOHHOE o0opynoBaHuEe/TIEPEHOCHOE
WHIWBUIyaJIbHBIE BUJICONPOEKIIMOHHOE 000pyI0BaHHE
KOHCYJIbTAIMH, TEKYIIHNA | JOCKa
KOHTPOJIb,
IPOMEKYTOUHAS
aTTecTanus
3aHATUS CEMUHAPCKOTO | yueOHast ayIuTOpHs, CTICIHATN3NpOBaHHAs yueOHass MeOelb
THUIIA TCO: BUJICONIPOECKIITOHHOE 000py/I0BaHNE/TIEPEHOCHOE
BUICOTIPOCKIIMOHHOE 000PYIOBaHHE
JIOCKa
CamocrosTenbHas paboTa | MOMEIIEHNEe ISl CaMOCTOSTENIbHOW PaboThl, CHelHaTu3upOBaHHAs
00yJaronmmxcs yaeOnast wmebenb, TCO: BHIEONPOEKIIMOHHOE 000pYyIOBaHHE,
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PTYTHC

DENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIKETHOE ObEPA30OBATEJIbHOE
YYPEXIOEHME BbICIIET'O OBPA30OBAHVIA

«POCCUVICKVU TOCYJAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA U CEPBUICA»
Owvman PI'BOY BO «Poccniicknii rocymapcTBeHHbBIV
YHUBEpCUTeT TypusMa 1 cepsuca» B r.Ilomonbcke

CMK
PIYTVIC

Aucm 55

"UnTepHet", nocka;

Hay4no-TexHu4eckoi OMOIMOTEKH

HHTCPAKTHBHAA JJOCKa

ABTOMAaTHU3WPOBAHHBIC pa6oqI/Ie MECTa CTYACHTOB C BO3MOKHOCTBIO
BbIXOJa B I/IH(1)OpMaI_[I/IOHHO-TCHGKOMMYHI/IKaLII/IOHHYIO

[Tomemienne a7 CaMOCTOSITENBHOW pabOThl B YMTAILHOM 3alie]
YHHUBEpPCUTETA,
CIeIUaIM3upOBaHHas ydeOHas MeOellb aBTOMATH3HPOBAHHBIC
paboure MecTra CTYIEHTOB C BO3MO>XHOCTBIO
UH(OPMAIIMOHHO-TEIIEKOMM YHUKAITHOHHYIO CeTh
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