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1. MIEPEYEHD
JTACIHATIIAHE,

IIVTAHUPYEMBIX
COOTHECEHHBIX C IINIAHUPYEMBIMU

PE3YJIbTATOB

OCBOEHUA OBPA30OBATEJBHOMN NPOT'PAMMBI

b5.1.0.04.07 lokymeHTHpPOBaHUe YIPaBJIeHYECKOI 1eATeJbHOCTH

1.1. Llenb ocBOGHHS JUCIUTLIMHEL.
Lleapr0 OCBOCHUS JUCHUIIIUHBI SIBISCTCS:

- (hopmupoBaHHUe y 00ydaroImuXxcs 00mmenpodhecCHOHaATBHBIX KOMIIETCHIIMA B 00JIACTH CEpBHUCA

TPAHCIIOPTHBIX CPCICTB B COOTBCTCTBUM C HOPMAaTHUBHBIMU Tpe60BaHI/I$IMI/I K OpraHusainuun

JIOKyMEHTO0000pOoTa B pa3pe3e GyHKIIHI yIpaBiIeHuUs.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yYeHHUsI N0 JHCHHUIIJIMHE

Kon m HaumeHoBaHHe

Koa m HammeHnoBaHHe

Ilnanupyemsle pe3yabTaThl 00y4eHHUsI IO

KOMITETCHIIUA HHIUKATOpa AUCHHUIIIAHE
JOCTHIKCHHUSA
KOMIIETCHIMH
OIIK-6. Ciocoden | MOIIK-6.3 3HaeT: TpeOOBaHMUS K COCTABICHUIO JOKYMEHTOB
IIPUMEHATD B Oo0ecrnieunBaer 10 BHJaM B pa3pese QyHKIMH yIpaBiIeHUs U

npogeccHoHaTbHON
JeATEeIbHOCTH
HOpMAaTHBHBIC
NPaBOBBIC aKTHI B
cdepe cepBuca

JIOKYMEHT0000pOT B
COOTBETCTBHH C
HOPMaTHUBHBIMH
TpeOOBaHUIAMH

OCHOBBI OpPTaHM3aIHN TOKYyMEHTOO00POTa;
TIOPSIIOK BEJCHHS NIEIOTIPOU3BOICTBA; CTaHIAPTHI
VHH(DUIUPOBAHHON CHCTEMBI OpPTaHHU3AIIMOHHO-
pacTIOpSONTENBHON ~ MOKYMEHTAlluH,  CAMHYIO
CUCTEMY TEXHOJIOTHIECKOH JOKYMEHTAITUH,
MTOCTAaHOBJICHUS, pacCTOpsHKeHHS, MIPUKa3Hl,
METOJIMYECKHE W HOPMATHUBHBIE MaTepHallbl IO
OpraHu3aluy, HOPMUPOBAHUIO M OIUIaTe TPYAa;
HOpPMAaTUBHBIE TIPAaBOBbIE aKThl, METOJUYECKHE
MaTepHabl o BOIpoOcaM OopraHu3aIu
yOpaBlieHUs! MPOU3BOJCTBOM, MPOU3BOJICTBEHHOTO
TUTAHUPOBAHUS W YIPaBICHHUS IPOU3BOICTBOM,
ydeTa W aHaJIHu3a pe3yIbTaTOB MPOHU3BOICTBEHHO-
XO35IUCTBEHHOU JESTEIbHOCTH

YMmeer: mpuUMEHHUTH TOTYYCHHBIC 3HAHUS JJIST
MIPaBUIBHOTO COCTABJICHUS M O(OPMIICHHS
yIpaBIeHYECKAX TOKYMEHTOB; @opMupoBaTh 6a3y
JIAHHBIX ¥ pa3pabaThiBaTh OpPraHU3aIMOHHO-
YIpaBIeHYECKYIO JOKYMEHTAIUIO C
HCIIOJIb30BaHUEM COBPEMEHHBIX TEXHOJIOTUI
3NIEKTPOHHOTO TOKyMEHTO0000pOoTa

Bnageer: HaBBIKAMU COCTaBJICHUS OCHOBHBIX
YIpaBIEeHYECKUX JOKYMEHTOB; HABBIKAMH
pa3pabOTKU MPEIIOKCHUH 110 PaIOHATH3AIIH
CTPYKTYpHI YIPaBJICHUS IPOU3BOJCTBOM B
COOTBETCTBUH C IEISIMH U CTpaTeruen
OpTaHU3aIH, JICHCTBYIOLINX CHCTEM, (JOPM H
METOJIOB YIIPABJICHHUS TPOU3BOJCTBOM, IO
COBEPILIEHCTBOBAHUIO OPraHU3aLMOHHO-
pactopsANTEIFHOW JOKYMEHTAIIUN W OpraHU3aI[ul
JIOKyMEHTO000pOTa, 10 BHEIPEHHUIO TEXHUIECKHIX
cpenctB 00paboTKH MHPOPMAITUH, TTEPCOHATHHBIX
KOMITBIOTEPOB U CETEH, aBTOMaTH3UPOBAHHBIX
pabounx MecT; HaBBIKAMHU OpTraHU3aly pabOTHI IO
COCTAaBIIEHUIO MOJIOKEHUN O CTPYKTYPHBIX
MOJIpa3IeICHASX (OTAeNax, [IeXax)
MIPOU3BOJICTBEHHONOPraHu3aluy, JOHKHOCTHBIX
WHCTPYKIUIA pabOTHHKAM,00eCTICYCeHUE BHECCHHUS B
HUX HEOOXOIUMBIX U3MEHEHUH W JTOTIOTHCHUI

OBYYEHUA
PE3YJIbTATAMU
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2. MECTO JUCIIATIJIMHBI B CTPYKTYPE OBPA3OBATEJILHOM ITPOTPAMMBI

JucuumimHa OTHOCHTCS K o0si3aTenbHON yacTu bioka 1. Jlucuurianasl (MO M) TpOTpaMMBI
6akanaBpuarta (b.1.0.04. O6menpodeccnoHaIbHBIA MOIYJIb).

3. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI
3.1. O0beM M CTPYKTYpa AHCHHUIJIHHBI

OO6mmas Tpya0€MKOCTh AUCITUIUTMHBI cocTaBisieT _3  3.e. (108 4ac.), X pacrpeeieHne
0 BHJIaM pa0boOT U ceMecTpaM MPECTaBICHO B Ta0JIHIIE.

Buabl yueOHbIX 3aHATHI U pad0THI 00yYaIOLIUXCS TpyaoeMKoOCTh, Yac
Oo0mast TpyA0eMKOCTh AMCHMIIJIMHBI, 4ac 108
KonTakTHas padoTa o0yyawmuxcs ¢ NpenoaapareieM Mo BUaaM 36/12
Y4eOHBIX 3aHATHII (Bcero), B T.4.:
3aHATHS JIEKIIMOHHOT0 THINA (JICKIIHH) 16/ 6
3aHATHSI CEMHHAPCKOI0 THIA (CEMHHAPDI, TPAKTHICCKIE 3aHATHUS, 20/6
MPaKTHUKYMBbI, KOJUIOKBUYMbI U HHBIE aHAJIOTHYHBIC 3aHSATHS)
JIa00paTOpHBIE PaGOThI - /-
CamocTosiTesibHasi padoTa Bcero, B T.4.: 72 /92
CaMonoAroToBKa Mo TeMam (pasjienam) JUCIUILTHHBI 72/ 92
BeinosiHeHHE KypcOBOTO MPOEKTa /KypCOBOW paboThI -/-
KoHTpoJb (4ackl Ha IK3aMeH, 3a4€T) -/ 4
IIpome:xyTOUYHAS aTTECTALMA Judd.zauer

[Ipumeuanue: -/- o6vem uacoe coomeemcmeeHHo OJisi OYHOU, 3A0UHOU PopM 0OVUeHUS

JlMcuuIuInHa peanusyercs MOCPeACTBOM MPOBEIEHHUsI KOHTAaKTHONW paboThl ¢ 00y4arolUMHCS
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIbHON pabOThI 00yUJaromuXCst
Y IIPOMEKYTOYHOM aTTECTALUH.

B mnpomecce ocBoeHus UCHUIUIMHBI MOKET MPUMEHSTHCS JIIEKTPOHHOE OOYy4YeHHE W
JMCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTHH.

B nponecce ocBoeHus TUCHUILUIMHBI oOydaroluecss 00ecreyeHbl JOCTYINOM K 3JIE€KTPOHHOM
UH(POPMALIMOHHO-00pa30BaTEIbHOM Cpeie U ANIEKTPOHHO-OUOINOTEYHBIM CUCTEMAM.

3.2. Coaep:xkanue AUCUUIIUHBI, CTPYKTYPHPOBAaHHOE 10 TeMaM

Inanupyembie Bujabl yue6Hoii paboThI
Pe3yILTATHL KonrakTnasi pagora |
O0CBOEHUS: E e ®opmbI
e s[5 [1g |28, | oo
(bopwmpyewoii HanmMenoBanue pasjiesioB, TeM - |EE |FE&E SS g P
KOMIIETEHIIUH U = *R S g = E g S S = (Ha“MeHOBaHl/le
HHIUKATOPbI § 5 g = E5 5 = OLIEHOYHOT0
JAOCTHIKEHHUSI 2 < o g 2 § g cpencraa)
KOMIIeTeH I = = 2 = 2 @
OIIK-6, TEMA 1. JIOKyMEeHT U CUCTEMBI 1/0
HNOIIK-6.3. JOKYMEHTALMH

ConepxaHue JEKINU:
1.JToKyMeHTHpPOBAHKE: OCHOBHBIE TIOHATHS M
TepMUHBL.  Buasl  TOKYMEHTOB M HX

KJIaCCU(UKAIHSL.

2.CocTaB HOPMATHBHO-METOIMYECKOW 0a3bl
JIOKYMEHTHPOBaHMSI YIPaBICHUECKOM
JeSITETTbHOCTH.

3.T'ocynapcTBeHHBIE CTaHIAPTHI Ha

JIOKYMEHTAIMIO0 YHUDUIIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAITHH. Ob6mepoccuiickue




KITacCH(DUKATOPHI TEXHUKO-DKOHOMUYECKOU M
coluaabHON HH(POPMALIHH.

IMpaxtrueckoe 3ausatue Ne 1. JJOKyMEHT U
CHCTEMBI TOKYMEHTAIINN

1/0

CamocrosTenpHas paboTa.

5/5

VcrHbrit
OTIpOC O
TeMe,
TECTHPOBAaHU
e

MHOJATrOTOBKA
JIOKJIAI0B

TEMA 2. YnpapieH4ecKas JOKYMEHTalHs
CogepxaHue JEKLINU:

1.TpeGoBaHuUs K COCTABJICHUIO U O(hOPMIICHHIO
JIOKYMEHTOB, (opMyJsip-oOpaser, cocTaB H
pacroIoKeHne PEeKBU3UTOB.

2.0OCHOBHBIC TTOJIOKEHUS o
JIOKyMEHTHUPOBAHUIO yIpaBIeHIECKOM
JIESTEHOCTH. brnankun " (dhopMmaTsl
JIOKYMEHTOB.

3.TpeboBaHus K TeKCTaM JOKYMEHTOB. SI3bIK U
CTHIIb JOKyMeHTa lloaroToBka TEKCTOB C
UCIIOJIb30BaHUEM  KOMIIBIOTEPHOTO  IaKeTa
nporpamm Microsoft Office.

1/0

I[Mpaktiueckoe 3austue Ne 2 YpaBieHUecKas
JIOKYMEHTaLUS

1/0

Y cTHbBIN
oTpoc,
TECTUPOBAH
e

CaMocTosTenpHas pa60Ta.
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IOATOTOBKA
JOKJIaJI0B

TEMA 3. CocraBieHue u  0ohOpMIICHHE
OCHOBHBIX JIOKYMEHTOB

CozaepxaHue JEKIUU:

1. [IlpaBuna COCTaBIICHHS u
oQOpMIIEHUSI OCHOBHBIX OpPTaHHU3aIMOHHO-
MPaBOBBIX JIOKYMEHTOB: yCTaBa, IOJIOKEHUS,
WHCTPYKIIUH, IOTOBOPa, KOHTPAKTA.

2. IlpaBuna COCTaBJICHHS u
0oOpMIIEHUSI OCHOBHBIX PaCIOPSIUTENbHBIX
JIOKYMEHTOB: TPUKa3a U PaclopsHKEHUS.

3. llpaBuia COCTaBIICHHS u
ohopmieHUS OCHOBHBIX CIIPAaBOYHO-
WH()OPMAITMOHHBIX JIOKyMEHTOB: aKra,
CIIpaBKH, IPOTOKOJA, CITYKEOHOH, TOKIaTHOH
U OOBSICHATEIIBHON 3aIHCOK.

4  llpasmia COCTaBIICHHS u
odopmIIeHHS JIOKYyMEHTOB JTUYHOTO
MPOUCXOXKJICHHS: OOpalieHne 1Mo HalMy Ha
paboty; HaIMcaHue pestome IE
MOCTYIJICHUS Ha paboTy IO KOHKYPCY;
3asiBJIGHHE O  TpuemMe Ha  pabory;
aBToOHoOTrpadus; XapaKTepUCTHKA; 3asIBICHUE
0 TepeBoJe, O NMPEJOCTaBICHUU OTIyCKa U T.
0.

4/2

Ipakruueckoe 3amstue Ne 3 CocCTaBlICHUE H
0(OpMIICHUE OCHOBHBIX JJOKYMEHTOB

6/2

CocraBienue
OCHOBHBIX




OpraHu3anuo
HHO-
pacropsaure
JIBHBIX
JIOKyMEHTOB,
TECTUPOBAHU
e

CamocrosiTenbHas paboTa. 13/13 CocrasiieH
ve TIarKu
JIeTIO U3
OCHOBHBIX
OopraHu3aIu|
OHHO-
pacropsiauT
EIBHBIX
JTOKYMEHTO
B

2/0
TEMA 4. Opranuzanus JOKyMEeHT0000poTa
CopepxaHue JEKIUU .

1.Opranmnzamus JOKYMEHTO00O0pOTA.

Bxopdmuii  TOKyMEHTONOTOK. BHyTpeHHMi

JOKYMEHTOTIOTOK. VYuer o0beMa

JIOKyMEHT0000pOTA.

2.0praHu3allioOHHOE  MOCTPOCHHUE  CIIYXKOBI

JIeJIOTIPOU3BOICTBA.

Ipaktuyeckoe 3anstue Ne 4 Oprannzanus 1/0 VcrHbBII

JIOKyMEHT0000poTa ompoc,
TECTUPOBAH
ne

CamocrosiTenbHas padboTa. 5/5 MOArOTOBKA
JIOKJIa/I0B

TEMADS. CucreMaTHu3alys JOKyMEHTOB 1/0

CopepxaHue JEKIUU .

1.00mme TpeboBaHMUS K CHCTEMaTH3AIHUU

JIOKYMEHTOB U ()OPMUPOBAHUIO JICI.

2.Cocragnenne 3aroJIOBKOB el H

YCTAaHOBJIICHHE  CPOKOB  XpaHEHus  Jedl.

Homenknatypa nen. ApXuBHOE XpaHEHHE

JIOKYMEHTOB M JIEI.

TMpakruueckoe 3anstue Ne 5. CucremMaTu3anus 1/0 YcrHbiid

JIOKYMEHTOB. onpoc

CamocrosTensHas pabora. 8/8 MMOJITOTOBKA
JIOKJIaJIOB

1/0

TEMA 6. CoBpeMEHHBIE CTIOCOObI U TEXHHUKA




CO31aHrd JOKYMCHTOB

CopepxaHue JEKLUH -

1. Cpencrea OPTTCXHHKH,
UCIIOJIb3yeMble  HAa  aBTOMAaTHU3WPOBAHHOM
pabodeM MecTe CHerHaIincTa U PyKOBOJIUTEIS.
Knaccudukanus cpeiacts opraHU3alMOHHON
TEXHUKH  JUIS  COBPEMEHHBIX  O(HUCHBIX
TEXHOJIOTHM.

2.  Konuenmus 3JIEKTPOHHOI'O
oduca.

3.  KommbrorepHbie TEXHOJIOTHH
o0ecrieueHuns1 yrpaBleHIeCKON NeATeIbHOCTH:
HHTETPUPOBAHHBIN makeT mporpamMm Microsoft
Office.

Ipaktuueckoe 3austue Ne 6 . COBpEeMEHHBIC 1/0 VCTHBIR
CrocoObI ¥ TEXHUKA CO3TaHUS JOKYMEHTOB onpoc
CamocrositensHas pabora. 12/12 | nmoproroBka
JIOKJIa/10B
TEMA 7. JlenoBble 1 KOMMEpPUYECKUE NUChMa
ConepxaHue IEKINU:
1. Knaccudukamms u  CTpyKTypa
JIEJIOBBIX THCeM PeKBU3UTHI MHUCbMAa M UX
pacnionoxxenne. CraHmapTHple  ¢pa3sl U
BBIPAKCHHUS. 2/0
2. OOpasupl BapuUaHTOB JCJIOBBIX
MUCeM: THCHMAa-TIPOCHOBI,  MMHACHMa-OTBETHI
(oTkazml), COIPOBOAUTEILHBIE MUChMa,
MUChMAa-TIOATBEPKIACHUS, rapaHTUUHbIE
MUCHMA.
[paxtnueckoe 3anstue Ne 7 JlesoBbie U 4/2 CocrasneH
KOMMEpUYECKHUE MUChMa ue
JIEJOBBIX U
KOMMepYec
KHUX TTHCEM
CamocrosiTenbHas padboTa. 12/12 CocrasieH
Y€ JEeNOBBIX
MHACEM
TEMA 8. IIpaBuna u ¢opmMbl KOMMEpPUIECKON
MIEPENUCKH C 3apyOeKHBIMH ITapTHEPAMHU
CogaepxaHue JEKLIUU:
1. Jlexcuka u ctunb | 1/0
KOPPECIIOHJEHIUH, OOIIETTPUHSTHIC B
MEXIYHAPOJHOM U JIE€JI0BOM MHpe. THIIOBBIE
(hpassr u TMOJIE3HbIE BBIPAKEHUSI,

HEOOXOOUMBIE TPU  COCTaBICHHH  IHCEM
3apyOeKHOMY TIapTHEPY.

2. Chomucok  COKpamleHWH,  4acTo
BCTPEYAIOIIMXCS B KOMMEPUECKHUX MUChMaX.

3.  ®DopMBl KOMMEPYECKHX ITHCEM:




cOop uwH(pOpMaMKU O JCIOBOW aKTHBHOCTH,
pecriektabenbHOCTH QUPM; TPEITIOKEHUS H
OTKJIOHEHHE TIPEITIOKEHUH U JIp.

4.  OcobenHocTH KOMMEpPUYECKOH
KOPPECTOHICHITHH Ha AHTJIHHACKOM,
(hpaHIly3cKOM W HEMEIKOM S3BIKax (S3BIK
BBIOMPACTCS 110 KEJTAHUIO CTYJICHTA).

2/1 VeTHBIH
ompoc,
Ipaxtuueckoe 3austre Ne8 . IlpaBuna u hopmbl
KOMMep‘IeCKOﬁ IIEPEITUCKU C 3apy6e)KHI>IMI/I COCTAaBJICHU
napTHepamMu e [IUCEM Ha
WHOCTPAaHHO
M SI3BIKE
CamocrosTensHas padora. 4/10 | Cocrasien
v MuchMa
3apyOeKHO
My
HapTHEPY
TEMA 9. KoppecnoHaeHuys, CBA3aHHasi C
MIPOBEJICHUEM MTEPUOTNUECKUX MEPOIIPHUSITHUH,
Y TIpoYasi KOPPECIOHACHIINSA
CoaepxkaHue JEKLINU:
1.006pa3ubl BapruaHTOB JICIOBBIX [TUCEM,
CBSI3aHHBIX C IIPOBEJICHUEM TIEPUOTUICCKUX 1/0
MEPOIPUATHH: HHPOPMAITMOHHO-PEKIAMHBIE
MUChMa, TUChMa-HAaIOMUHAHMUSL.
2. CocraBieHue TEJIErpaMm,
TenekcoB U (pakcoB. OCHOBHBIC COKpPAIICHUS,
WCIIOJI3yEMbIC TIPH  COCTABJICHUU TEJErpaMM
U TEJIEKCOB.
3. CocraBienre ¥ OTHpaBKa MUCEM
yepe3 DJJIEKTPOHHYIO IMOYTY B JIOKaJbHOM
BBIYMCIIUTEIBLHOM CETH.
2/1 VeTHbIN
ompoc,
Ipakruueckoe 3ausTue Ne9 Koppecnonaenuus, COCTAaBJIEHU
CBsI3aHHas C INIPOBECACHUEM MEPHUOINICCKUX € IpoYHx
MEPONPUATUHN, U IPOYAst KOPPECTIOHACHIUS JOKYMEHTO
B
CaMocrosiTenbHas paboTa. 3/10 CocrasieH
ue
nH(popMaIu
OHHO-
PEKJIaMHBIX
MHUCEM
TEMA 10. Opranuzanus paboTsI ¢
JIOKyMEHTaMH, 210

COACPKAIIUMH KOH(l)I/I,E[CHL[I/IaJ'IbHBIC




CBEJICHUSA

CopaepxaHue JeKLUU:
1. Opranmzanus

KOH(HICHIIUATEHOTO JIEJIOTPOU3BOJICTBA.
CocTaB  HOPMATHUBHO-METOIMYECKON  0a3bl
KOH(HICHIIUATEHOTO JIEJIOTPOU3BOJICTBA.

Porb  ®w  MecTo  KOH)UICHIHATEHOTO
JICIIONIPOU3BOJICTBA B OOCCIICUCHUM 3allUThI
KOH(UACHIIMATBHON HH(pOpMany.

2. Co3nanue u yaeT
KOH(UICHIMATBHBIX  JIOKYMEHTOB, TIOPSI0K
obOpareHus c KOH(HICHINATbHBIMU
JOKYMEHTaMH.

3. CxeMa mpOXOXACHUS JOKYMEHTa
MPU CO3/IaHUU, PETUCTPAIMM U BU3UPOBAHUU,
nepegavya  KOH(PUACHIUAIBHBIX JOKYMEHTOB
BHYTpH opraHuzanud. Cxema MNpOXOXKICHHUS
BXOJISIIMX M MCXOIANINX KOH(PHUICHIIUATBHBIX
JIOKYMEHTOB.

2/0 CocraBiieH
Hne CXeM
IMpaktuaeckoe 3austue Nel0 Opranuzanus MIPOXOXKIECH
paloThI C JOKYMEHTaMH, us
coJiep KalliuMHU KOH(UICHIUATbHbIC BXOJAIINX
CBEJICHHUS u

HCXOIAIINX
KOH(DUICHIT
HaJIbHBIX
JIOKyMEHTO
B

CaMocrosiTenpHas paboTa. 3/10 IMOArOTOBKA
JOKJIaJI0B

UTOro | 16/ | -/- | 20/ | 72/92
6 6

[Mpumeuanue: -/- 06vem uacos coomeemcmeeHHo 0 OYHOU, 3A0YHOU POPM 0OYUeHUS




4. METOAJUYECKHME VYKA3AHUA [JI1 OBYYAIOIUXCA IO OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuiiHa peanu3yeTcs MOCPEACTBOM IPOBEICHUSI KOHTAKTHOM paboThl ¢ 00yYaromUMHUCs
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHTHOW PabOThl, MEXKIMYHOCTHOW KOMMYHHKAIIMH, TIPUHATHS PEIICHHN,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIICAOBAHUH, IMPOBOJAUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

[IpenoaBaHye AUCIUILUIMHBI BEIETCS ¢ MPUMEHEHUEM CIICAYIOIIUX BHOB 00Pa30BaTeJbHBIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUECHKHM 3HAHWI, YMEHHI, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIICTCHIUH 10
JTUCIUTUTMHE TIPUMEHSIETCS OaUIbHO-PEUTHUHIOBAasl CHUCTEMa KOHTPOJSI M OICHKH YCIIEBaGMOCTH
CTyZIeHTOB. B OCHOBY Oa/UIbHO-PEHTHHTOBON CHCTEMBI TOJIOKEHBI NPHHIUIBI, B COOTBETCTBHU C
KOTOpbIMH (DOPMHUPOBAHHUE PEUTHUHTA CTYIEHTa OCYIIECTBISETCS B XOJ€ TEKYHIETO KOHTPOJIS
ycrieBaeMocTH. MakcuManbHOe KOJM4ecTBo 0amioB B cemectpe — 100.

4.2. MeTonuyeckue yKa3aHUs Ui OOy4YAIOIIMXCA MO OCBOEHUIO JMCUUILUIMHBI Ha
3aHATHAX JEKIIMOHHOI'0 THIIA
JIeKIMOHHBI KypC MpEaIonaraeT CUCTEMaTU3UPOBAHHOE H3JI0KEHHUE OCHOBHBIX BOIIPOCOB
TEMaTUYeCKOro IulaHa. B Xoje JEeKIMOHHBIX 3aHATUH PACKpBIBAIOTCS 0a30Bble BOINPOCHI B paMKax
KaKIO0W TeMbl JUCHUIUIMHBI. O003HaYar0TCs KIHOYEBBIE aCMIEKThI TEM, a TAK)KE JIEJIal0TCs aKIEHTHI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JlekuMOHHBIE  3aHATHS  NPOBOAATCS B NOTOYHOM  ayAMTOPUHM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeZieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEIUIEKT-KapT.
OTtnenpHBbIE TEMBI ITPeIaraloTcs Uil CaMOCTOSATENbHOIO N3YUYEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
NPAKTUUYECKUM 3aHSATUSIM U BBINOJIHEHUS 3aJlaHUl  CaMOCTOSTENbHOM paboThl, a Takxke K
MEPOIIPUATHAM TEKYILETO KOHTPOJISA YCIIEBAEMOCTH U IIPOMEXYTOYHOU aTTECTALUHU 110 AUCLIUIUIMHE.

4.3. Meroanyeckue yKa3aHusi Ui OO0Y4YalOIIMXCSl MO OCBOEHHI0 JAUCHHUILUIMHBI Ha
JIadopaTopHBIX padoTax ( He MPeIyCMOTPEHbI Y4eOHBIM MJIAHOM)

4.4. Meronnyeckue YyKa3aHusi Ui OOYYalOIIMXCSl 1O OCBOEHHI0 JAUCHHUILUIMHBI Ha
3aAHATHUAX CCMUHAPCKOI0 THIA/ HA MNPAKTHYICCKUX 3AHATUAX

[IpakTuueckue (CeMHUHApPCKHUE) 3aHATHUS TPEICTABISAIOT COOOM JeTanu3aluio JEKIHOHHOTO
TEOPETUYECKOT0 MaTepHalia, MPOBOIATCS B IEJAX 3aKPEIUICHUS Kypca M OXBaTBIBAIOT BCE OCHOBHBIC
pa3nensl. OCHOBHOW (opMOIl TMPOBEACHHUS CEMHUHAPOB M TMPAKTUYECKUX 3aHATHI SBISETCA
obcyxaeHne Harbosee MPOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTACIBHBIM TEMaM, a TaKKe PEIICHUE
3a/1a4 v pa30op MPUMEPOB U CUTYAIUH B ayAUTOPHBIX YCIOBHUSX.

[TpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00yJaIrONUXCsl 00€CTIEUNBAOT:
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- IPOBEPKY U YTOUHEHUE 3HAHUM, TTOJTYUYCHHBIX HA JICKIUAX;

- IOJTyYeHHE YMEHUI U HAaBBIKOB COCTABIICHHS JOKJIAJ0B M COOOILEHHH, 00CYkKIEHUS BOIIPOCOB
1o y4eOHOMY MaTepHary JUCIUTIINHBI,

- MOJBEICHUE UTOTOB 3aHATHUU IO PEUTHHIOBOM CHUCTEME, COIVIACHO TEXHOJOTHMYECKOW KapTe
JMCITUTUINHEL.

[IpakTudeckue 3aHATHS OPraHU3YIOTCS, B TOM 4uCiIe B (popMe NMPaKTHYECKOH IMMOATOTOBKH,
KOTOpasi MpeIycMaTpUBAET ydacTHe OOYYaIOIIMXCS B BBIMOJTHEHHUU OTIEIBHBIX 3JEMEHTOB pPadoT,
CBSI3aHHBIX ¢ OyayIei mpodeccHoHaNbHON NesITETbHOCTBIO.

4.5. MeToanuyecKkue YKa3aHusl M0 CAMOCTOATEIbHOM padoTe 00yJaronuxcst

CamocrosrenbHas paboTa 06ecreunBaeT MOAr0TOBKY 00y4aroImIerocs K ayAUTOPHBIM 3aHATHIM
U MEpONPUATUAM TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallMd MO M3Y4aeMOH JUCIUIUIMHE.
Pe3ynbTaThl 3TOM MOATOTOBKH MPOSBISIOTCS B AKTUBHOCTH 00YYArOIIErocsl Ha 3aHATUSAX U B KAUECTBE
BBIMIOJTHEHHBIX MPAKTUYECKUX 3aJJaHUI U IpYruX GOpM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHasi paboTa CTYI€HTOB BKJIIOUYAET:

1. U3ydenue yueOHON TUTEpaTyphl IO KypCy.

2. [TonroToBKa JOKIJIAIOB M HAYYHBIX CTATCH

3. Pabory ¢ pecypcamu HTepHET 351eKTpoHHAs OMOINOTEKa, KOHCYIIBTAHT ILIIOC

4.CocTaBiieHHE€ OCHOBHBIX OPTaHM3alMOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB C COOTBETCTBUU
¢ 'OCTP 7.0.97-2016 mo Temam mpakTuueckux padot Ne3,7,8,9

5. TloAroToBKy K TECTHPOBAaHUIO TIO TeMaM Kypca 1,2,4

6. [TonroToBKY K IpOMEXKYTOUYHOM aTTECTAIIMH 110 KYPCY TUCIUIUIUHBI.

[Ipu BbIONIHEHWHM 3aJaHUN IS CAaMOCTOSATENIbHOM pabOThl PEKOMEHAYeTCs MpopadboTKa
MaTepuaoB JEKIUH MO KaXKA0H IPOHICHHON TeMe, a TaKKe U3ydeHHEe PEKOMEHIYeMON JTUTEepaTypHl.

Jis  oOywaromuxcs 1O 3a04HOM (opMe OOy4YeHHS CaMOCTOSITENIbHAS padoTa SBISETCS
OCHOBHBIM BHJIOM Y4eOHOI J1eATeIbHOCTH.

Jlia obecrnieueHus: CaMOCTOATENbHOW pabOThl OOYYaIOUIMXCS HCIOIb3YETCs 3JIEKTPOHHBIN
yueOHbIi Kypce, coznannbiii B OMMOC ynuBepcureTta http://sdo.tolgas.ru/

5.  YYEBHO-METOIMYECKOE U HWH®OPMAIMOHHOE OBECIIEYEHHE
JUCIHHUIIVINHBI

5.1. IlepeyeHb OCHOBHOI W /JONOJIHUTEIbHON y4eOHOUH JIMTepaTypbl, HeOOXOAMMOM JIsl
OCBOCHUS THCLHMILINHBI

Best muteparypa, BKIIIOYEHHAsm B JIaHHBIA TE€PEYCHb, IMPEICTABICHA B BHJE AIIEKTPOHHBIX
pecypcoB B 3ieKTpoHHON Oubnuoreke ynusepcurera (3bC). Jlutepatypa, ucnonb3yemas B He4aTHOM
BU/JIE, IIPEJICTaBJIEHAa B HaAy4YHOI OMOIMOTEKe yHUBEpcUuTeTa B 00beme He MeHee 0,25 3K3eMIUIIpoB Ha
OJIHOTO 00yYaroerocs.

OcHoBHas1 IUTEpaTypa
1. Kpiokosa, H. II.
JIOKyMEHTHpOBaHHE YIIPABICHICCKOH MEATETHHOCTH : y4el. TocoOue It CTYACHTOB BY30B 110
Hanpasienuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymenT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsicmiee o6pazoBanue - bakamaspuar). - URL: https://znanium.com/read?id=359359
(mata obpamenus: 05.02.2021). - Pexxum goctymna: mist aBTopu3. nmonb3osareneil. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TeKCT : IIEKTPOHHBIH.

2.Kupcanosa, M. B.

Kypc nemonpounsBojactea. JlokymeHTallMOHHOE OOeCTiedeHUE yrpaBieHus ; yue0. mocoOure it By30B
no HampasyieHusM moarot. 38.03.01 "Dkonomuka", 38.03.02 "MenemxkMeHT" KB pUKAIISL
(cremnens) «bakanaBp» / M. B. Kupcanosa, FO. M. Akcenos ; HoBocu6. roc. yH-T 5JKOHOMUKH U YTIp. -
6-e u3z., ucop. u jgom. - Jlokyment read. - Mocksa : UH®PA-M, 2020. - 257 c. - (Briciiee
obpasoBanue - bakanaspuar). - Kpart. cios.-cripas. - Kpart. cinoB. TepmunoB. - URL:
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https://znanium.com/read?id=358180 (mara obpamienus: 18.01.2021). - Pexxum goctyma: 11 aBTOPH3.
nonb3oBareneid. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 31eKTPOHHBIN.

3. OcHOBBI 1€JI0NPON3BOJACTBA : y4uel. mocodue A1 By30B 1o Hampasienuto noarot. 38.03.01
"OxoHomuKka" (kBanupukaius (crenens) "6akanasp') / A. M. Acanues, . 1. Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucnp. u jgon. - Jlokyment read. - Mocksa : UHOPA-M, 2021. -
146 c. - (Bricuiee oOpa3oBanue - bakanaBpuar). - [Ipum. Bomp. k sk3ameny. - Kpar. TepmMuHOII. CIIOB. -
URL: https://znanium.com/read?id=374319 (nata obpamenus: 08.04.2021). - Pexxum gocryna: s
aBTOpH3. oyib3oBaTene. - ISBN 978-5-16-108215-7. - TekcT : 31MeKTpOHHBIH.

JlonmoJIHUTeIbHAS JIUTepaTypa

4. Y4eOHO-MeTOoAMYECKOoe MocoOue mo quciuiinie "JlokyMeHTHPOBaHUE yIIPaBJIeHYeCKOH
AeATeIbHOCTU" : 17151 CTy/IeHTOB HarpaBieHus noArotT. 38.03.01 "OxkoHoMuka"HanpaBIeHHOCTH,
npoduiiei "IKoOHOMHKA IPeaAnpuaTuid u opr.", "byxrant. y4er, ananus u ayaut", "Kommeprus",
HanpasieHus noarot. 38.03.04 "Toc. u myHunuI. ymp." HampaBaeHHOCTH, podwis "T'oc. U MyHUIIHII.
ymp.", HanpaBneHus noarot. 27.03.02 "Vap. kadectBoM" HarpaBiIeHHOCTH, ipoduiis "Yp.
KayeCTBOM B [IPOU3B.-T€XHOJ. cucTteMax", HanpasieHus noarot. 38.03.02 "MenemxmeHT"
HanpaBlieHHOCTeH, mpodueii "Menemxkment opr.", "Ymp. MaiasiM 6uzHecoM", "OUHAHCOBBIH
MeHeKMeHT", "Y1ip. npoektamu", HanpasiaeHus noArotT. 43.03.02 "Typusm" HanpaBiIeHHOCTH,
npoduns "TexHon. u opr. Typorepar. u Typareurt. yciyr", HanpasieHus noAarotT. 43.03.01 "Cepsuc"
HarpaBJIeHHOCTH, pod s "Opr. mepeBo30K U ymp. Ha TpaHcI.", HanpasineHusro moarot. 10.03.01
"Uudopm. 6e3omacHoCTh" HampaBieHHOCTH, Mpoduid "Opr. U TEXHOIOTHS 3auThl uHGOpM.",
Hanpasienus moarot. 43.03.03 "T'octuHuy. en0" HanpaBIeHHOCTH, Tpoduitst ""ocTHHUY. 1
pectopan. aestensHocTh" / [ToBOIK. roc. yH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad. "OxoHomuka u
ymp." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment Adobe Acrobat. - Tonmesitta : [IBI'YC,
2019. - 1,47 MB, 116 c. - IIpun. - URL.: http://elib.tolgas.ru/publ/Metod DUDb_B_31.01.2019.pdf
(mata oopamienus: 19.11.2020). - Pexxum mocrymna: s aBTopus. mojbs3oBarenei. - 0-00. - Tekcr :
JJIEKTPOHHBIN.

5. Y4eOHO-MeTOAMYecKoe Mocodue o JucuumninHe " J[okyMeHTHPpOBaHHe YIIPABJIeHYeCKOM
aesTeabHOCTU" : 17151 cTyeHTOB criennanbHocTH 38.05.02 "Tamox. Aeno" HanmpaBIeHHOCTH,
npoduns "Tamox. mnatexu" / [loBomk. roc. yH-T cepuca (PI'BOY BO "IIBI'YC"), Kad.
"Oxonomuka u ymp." ; coct.: A. H. Kapa, A. B. Kosrynenko. - Jlokyment Adobe Acrobat. - Toneartu
:[IBI'YC, 2019. - 1,45 MB, 115 c. - IIpun. - URL:

http://elib.tolgas.ru/publ/Metod_DUDb_TD 31.01.2019.pdf (nara obpamienuns: 19.11.2020). - Pesxxum
Jnoctyna: sl aBTopu3. nmonb3oBateneit. - 0-00. - Tekct : aeKTpOHHBIH.

6. Murean, U. H.
JloxymMeHTHpOBaHHE yIIpaBiIeHYeCKOH aesTenbHocTu. Kypce nekiuit : yue6. mocooue / Y. H. Murens ;

Poc. akan. o6pazoBanus. - 3-e u3., crep. - Mocksa : dnunta [u ap.], 2014. - 198 c. : Tabmn. - [Ipu. -
ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekct : HEMOCPEICTBEHHBIMH.

7. Ky3nenos, U. H.

JenonpousBoacTBo. JlokyMeHTalIMOHHOE 00ecIIedeH e YIpaBIeH s : crpaB. mocobue aist By3oB / U.
H. Ky3nenos. - PocroB-na-Jlony : ®enukc, 2014. - 396 c. : Tabin. - (CrnpaBounuk). - [lepeuenn
HOPMAaTUBHBIX akTOB. - ISBN 978-5-222-23094-7 : 278-00. - TekcT : HemOCpeICTBEHHBIH.

HOpMaTl/lBHO-HpaBOBble AKThbI

1. Koncrutynus Poccuiickoit @enepanun (mpuHATa BCEHApOAHBIM rojocoBanueM 12.12.1993 c
W3MEHEHUsIMU, OJOOpPEHHBIMH B XoJe obmepoccuiickoro rosocoBanusi 01.07.2020) . - Tekcr :
snekrpounsii / Koncymbrant Ilmroc : caiit. — URL: http://www.consultant.ru (mata oGpamicHwust:
26.04.2021).
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2. I'OCT P 7.0.97 — 2016 «Cucrema crangapToB Mo HHQOpMAIMH, OHOIHMOTEYHOMY MEIY.
Opranu3aiuoHHO-PACTIOPAIUTENbHAS AoKyMeHTanus. TpeOoBanuss K O(QOPMIICHHIO JOKYMEHTOB)
(BBeneH B geiictBue ¢ 01.07.2018 r.)

3. ®@enepanpubiii 3akoH oT 27.07.2006 Ne 149-®3 (pen. 28.07.2012) «O6 wunHdpopmanuu,

UH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3aIIUTE HHPOPMAITHI.

4, ®enepanbubiid 3aK0H 0T 06.04.2011 Ne63-D3 (pea. 10.07.2012) «OO6 31eKTPOHHON MOATIHCH

5. ®enepanbubiii 3akoH ot 10.01.2002 Nel-®3 (pen. 08.11.2007) «O6 »snexTpoHHOH HQPPOBOI
IO IITUCI.

6. ®enepanpHbii 3akoH oT 27.12.2002 Nel84-®3 (pem. 03.12.2012) «O TexHUYECKOM
PEryJIpOBAHUN .

7. ®enepanbubiii 3ak0oH OT 22.10.2004 Nel25-®d3 (pea. or 11.02.2013) «O06 apxuBHOM Jiele B
Poccniickoit denepanum».

8. ®@enepanbHblii 3ak0H OT 21.07.1993 No5485-1 (B pen. 08.11.2011) «O rocynapcTBeHHOH TaliHEe».

9. ®enepanbHeIii 3ak0H OT 29.07.2004 Ne98-D3 (pen. ot 11.07.2011) «O komMMepUecKoii TaitHE.

10. ITocranoBnenue IlpaButensctBa PO ot 17.06.2004 (pen. 24.03.2011) Ne 290 «O denepanpsHOM
ApPXUBHOM areHTCTBE.

11.IlpaBuna mnpeocTaBiIeHUS ychayr TenerpagHoi  CBs3u, yTBepkIeHbl [locTtaHOBIEHUEM
[TpaButensctBa Poccuiickoit @enepaunu ot 15 ampens 2005 r. Ne 222 (8 pen. 31.01.2012).

12.«'OCT P 7.0.8-2013. HanmonanwHbiii crangapt P®. Cucrema cranmapToB mo WHGOpPMAIWH,
OMOMMOTEYHOMY M U3JATENIbCKOMY Jeny. Jlenompous3BOACTBO W apXuBHOE Jeno. TepMuHBI U
OTIPEICTICHUS.

13. «OK 011-93. OOmepoccuiickuii KJIacCH(PHUKATOp YIPaBICHUYECKOW IOKyMEHTAIum» (YTB.
[TocranoBnenuem I'occrannapra P® ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).
14. «['ocynapcTBeHHass cucreMa JIOKyYMEHTAllMOHHOro oOecriedeHust ynpasiieHus. OCHOBHbIE

nosiockeHus. OO0mue TpeOoBaHUS K JOKYMEHTaM M CiIy)k0aM JOKYMEHTallMOHHOI'O OOecreYeHMsI»
(omobpena kosmnerueit ['maBapxusa CCCP ot 27.04.1988, Ilpukas I'maBapxuBa CCCP ot 23.05.1988
Ne33).

5.2. IlpogeccuonaibHbie 0a3bl JaHHBIX, HHGOPMALMOHHO-CIIPABOYHBbIE CHCTEMBbl,
HHTEPHET-PecypcChl

1. eLIBRARY.RU : nayuynas snexTpoHHas Oubnmoreka : cat. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mata oOpamenus: 09.02.2021). — Pexum npoctyma: IJjisi 3aperuCTpuUp.
MOJIb30BaTese. — TEeKCT: 2JIEKTPOHHBIMN.

2. TAPAHT.RU : undopm. — npaBoBoii noprai : [caiit] / OOO «HIIIT «I"APAHT-CEPBUC». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara oopamienuss 09.02.2021). - Tekcr :
JJIEKTPOHHBIN.

3. Koncynprant IImoc : cnpaBounas nmpaBoBas cucrema : cailt / 3A0 «Koncynprantllmtocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mata o6pamenus 09.02.2021). - Tekcr :
JJIEKTPOHHBIN.

4. DOnexkTtpoHHas OubimoreyHas cucreMa IIOBOJKCKOro TrocyIapCTBEHHOTO YHUBEPCUTETA
cepsuca : caiit / ®I'BOY BO «[IBI'YC». — Tonbsttn, 2010 - . - URL. : http://elib.tolgas.ru
(mata oOpamenus 09.02.2021). - Pexum mocTyma: s aBTOpHU3. Moyb3oBareneil. - TekcT :
JJIEKTPOHHBIN.

5. DnekTpoHHO-OMONMHMOTEYHass cuctema Znanium.com : caiit / OOO "3HAHUYM". — Mockga,
2011 - . - URL: https://znanium.com/ (mata ob6parenus 09.02.2021). - Pexum goctyma: s
aBTOPU3. MOJIb30BATEINICH. - TEKCT : AJEKTPOHHBIN.
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6. DnexTpoHHO-OMOMMOTEeuHas cucreMa Jlaus : caitr / OOO "OBC JIAHB". - Mocksa, 2011 - . -
URL: https://e.lanbook.com/ (nara obpamenus 09.02.2021). - Pexxum mocrymna: ajisi aBTOPH3.
[IOJIB30BAaTENEH. - TEKCT : AJIEKTPOHHBIN.

5.3. [IporpammHoe obecnieyenune

HNudopmannonnoe obecrieueHne y4eOHOrO Mporecca MO AUCHUIUIMHE OCYIIECTBISIETCS C
UCIIOJIb30BAHUEM  CJIC/IYIOIIEr0 IPOrPaMMHOr0  oOecriedeHus] (JIMLEH3HMOHHOTO H  CBOOOIHO
PacIpoCTpaHsIEMOro), B TOM YHCJIE OTEYECTBEHHOTO POM3BOCTBA.

Ne HauMeHnoBanue YcaoBus gocryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CeTH YHUBEpCUTETA (JIULEH3NOHHbBIN
JIOTOBOD)

2 Microsoft Office U3 BHYTPEHHEH ceTH yHUBepCUTEeTa (JIMLIEH3UMOHHBIH
JIOTOBOD)

3 KoncynprantlIimroc U3 BHYTPEHHEH ceTH yHUBepCUTETa (JIMLIEH3UMOHHBIH
JIOTOBOD)

4 C10 MOODLE U3 1000 TOYKH, B KOTOPOW UMEETCSI IOCTYI K CETH

WHuTepHeT (JIMIEH3MOHHBIN 10r0BOP)

6. OMMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM 151
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA IO AUCIUAIIJIMHE

[Tomemienust mpencTaBisiloT co00il yuyeOHbIe ayAUTOPUH AJISi IPOBEACHUS YUIE€OHBIX 3aHSITHH,
IOPEIYCMOTPEHHBIX Y4YeOHBIM IUIAaHOM M pabodell mporpaMMod JUCLMILIMHBI, OCHAIllEHHbIE
000py/1I0BaHNEM M TEXHUYECKUMH CPEICTBAMU O0YyUEHUS.

3aHATUSA JIEKIMOHHOIO THNA. Y4YeOHble ayAWTOPUM JUIs 3aHITUH JIEKIMOHHOTO THIIA
YKOMILIEKTOBAaHbI MEOENIbIO M TEXHUUYECKUMHU CPEeICTBaMU O0YyUEHUs, CIIY KALlUMU JJIs1 IPEICTaBICHUS
yueOHoI nHdopMaIK (CTallMOHApHbIE UM NTEPEHOCHBIE HAOOPbI IEMOHCTPALMIOHHOT'O 000PY0BaHUS
(mpoexTop, 3KpaH, KOMIIbIOTEP/HOYTOYK), ydeOHO-HarysIHble mnocoOus (Mpe3eHTaluu MO0 TeMaM
JeKIHii), oOecreynBaomue TeMaTHYeCKUe WIUTIOCTPAIlMM, COOTBETCTBYIOIIME TaHHON mIporpamme
JTUCIUIUINHBI.

3aHATHS CEMUHAPCKOr0 THNA. Y4YeOHbIE ayIUTOPUM JUIS 3aHATUI CEMUHApCKOTO THIIA
YKOMILIEKTOBAaHbI MEOENIbIO M TEXHUUYECKUMHU CpPeICTBaMU O0YyUEHUs, CITY KALlUMU J1JIsl IPEICTaBICHUS
yueOHoI nHpopMaIK (CTallMOHAPHbIE UM NTEPEHOCHBIE HAOOPbI IEMOHCTPALMOHHOTO 000PYI0BaHUS
(mpoexTop, 3KpaH, KOMIbIOTEP/HOYTOYK).

IIpome:xxyTounast arrecraums. J[nf mnpoBeneHUs NPOMEKYTOUYHOM aTTECTallMM IO
JUCLUIUINHE HCIIOJIB3YIOTCS KOMIIBIOTEPHBIE KJIACCHI, OCHAILEHHBIE KOMIIBIOTEPHON TEXHHUKOH C
BO3MOXXHOCTBIO TMOJKIIOUEHUS K ceTu VIHTepHeT u obecredeHHeM J0CTyrna B 3JIEKTPOHHYIO
nH(pOPMAIMOHHO-00Pa30BaTENbHYIO  CpEIy  YHUBEpCHUTETa  W/WiIW  ydeOHBble  ayJUTOPHUH,
YKOMIUIEKTOBAaHHBIE MEOEINIBIO U TEXHUYECKUMH CPEJCTBAMU O0yUYEHHS.

CamocrositesibHass pabGora. [loMmemeHnus [ CcaMOCTOSTENBHOW palbOThI  OCHAIICHBI
KOMIIBIOTEPHON TEXHUKON C BO3MOXHOCTBIO IOAKIIOUEHHA K ceTu «VHTepHET» M JOCTyNnoOM K
ANIEKTPOHHOM  WMH(OpPMAIMOHHO-00pa30BaTENbHOM  Ccpele  yHHBepcuTeTa. Jlns  opraHuzaruu
CaMOCTOSITENIbHOW PaboThl 00YUYaIOIIMXCS UCTIONB3YIOTCS:

KOMITBIOTEPHBIE KJIACChl YHUBEPCUTETA;

6ubnuoTteka (MeaMasai), UMeroIIas MecTa JUIsi 00yJaroIuXxcs, OCHAIIEHHbIE KOMITBIOTEPaMH C
JIOCTYTIOM K 6a3aM JaHHBIX U ceTH VIHTepHeT.

JJIeKTpOHHasi HH(OpManMOHHO-00pa3oBaTeqbHass cpeaa yHuBepcurera (JUOC).
Kaxnapiii oOywaromuiics B TE4YeHHE BCEro Imepuoaa oO0y4deHHs oOecnedyeH WHIWBUIYaIbHbIM


http://www.garant.ru/
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HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHON MH(OpMallMOHHO-00pa30BaTeNIbHOM Cpe/ie YHUBEPCUTETA
(OUOC) http://sdo.tolgas.ru/ u3 nroboW TOYKH, B KOTOPOH HMMeEeTcs AOCTYyNl K HH(OPMALUOHHO-
TEJIEKOMMYHUKAIIMOHHOM ceTH "MHTepHeT", Kak Ha TEpPUTOPUN YHUBEPCUTETA, TAK U BHE €€.

OUOC ynuBepcurera 00eCreunBaeT:

JOCTYyl K Y4eOHBbIM IUIaHaM, pabo4yuM MporpaMMaM JTUCHHUIUIMH (MOAYJeil), MmporpaMMam
MPAKTUK, ODJICKTPOHHBIM Yy4YeOHBIM W3JIaHUSAM U JJICKTPOHHBIM 00pa30BaTEIBHBEIM pecypcam,
YKa3aHHBIM B pab04MX MporpaMMax JTUCHUIUIMH (MOIyJIeil), mporpaMMax MpakTuK;

(hopMUPOBaHHE AIEKTPOHHOTO MOPTQOINO 00YUAIOMIErOCs, B TOM YHCIIE COXpaHEHUE ero padoT
U OLIGHOK 32 3TH pabOTHI.

B cnyuae peanuzanuu o6pa3oBaTeabHON IPOrpaMMbl C IPUMEHEHUEM 3JIEKTPOHHOTO 00y4YeHHs,
JTUCTAHIIMOHHBIX 00pa3oBarenbHBIX TexHOMOorui DNOC MONMOTHUTENHEHO 00ECTICYNBACT:

¢dukcanuo xoma oOpa3oBaTENBLHOrO Mpoliecca, Pe3yJbTaTOB MPOMEKYTOUHOM aTTecTaluu U
pe3yJIbTaTOB OCBOCHHSI 00pa30BaTEIbHON IPOTPAMMBI;

MpOBeJIeHUE YUEOHBIX 3aHATHH, MPOLIEYp OLIEHKH Pe3ylbTaToB 00y4eHHsl, peanu3alns KOTOPhIX
NPEeyCMOTPEHA C TPUMEHEHHEM DJJICKTPOHHOrO OOydYeHHUs, JUCTAHIMOHHBIX 00pa30oBaTEJIbHBIX
TEXHOJIOTHH;

B3aMMOJICHCTBUE MEKy YUaCTHUKAMU 00pa30BaTEIILHOTO MIPOIECCa, B TOM YHCIIC CHHXPOHHOE U
(WIIM) acCHHXPOHHOE B3aMMO/ICHCTBHS OCPEACTBOM ceTH "MHTepHeT".

7. OCOBEHHOCTH OPI'AHU3ALIUU OBYYEHUA  JJIA JIMIL C
OI'PAHUYEHHBIMU BO3MOXKHOCTAMMU 3IO0POBbS U UHBAJINIOB

[Ipu HeoOxomammocTu paboyas MporpaMma AWUCLHMIUIMHBI MOXET OBITh aJanTUpOBaHA IS
obecrieyeHnss 00pa3oBaTENBFHOTO TPOILECCAa WHBAIUIOB M JIMI[ C OTPAHUYEHHBIMH BO3MOKHOCTSMHU
3JI0POBBSI, B TOM YHCIIE JJISl AUCTAaHIIMOHHOTO oO0y4eHus. [y aToro tpedyercsi 3asBIEHHE CTYACHTa
(ero 3aKOHHOTO TIPEACTABUTENS) W 3AKIIOUYEHHE IICHXOJIOTO-MEIUKO-TIEarorniyecKo KOMHCCUHU
(IIMIIK).

B ciydae HeoOXomuMOCTH, 00yJarOIIMMCS M3 YMCIIA JIMI C OTPAHWUYCHHBIMUA BO3MOXXHOCTSIMH
310poBbsl (MO 3asBIEHUIO OOydaromerocs) a s HWHBAIWJOB TaKKe€ B COOTBETCTBUU C
I/IHI[HBPI)IyaHI)HOfI HpOFpaMMOﬁ pea6I/IJ'II/ITaHI/II/I HHBaJIMAA, MOTYT IpCiiaratbCa CICAYIOINE BAPHUAHTDBI
BOCTIPUATHS yueOHOM MH(OpMAIMK ¢ y4€TOM UX WHAMBHUIYANbHBIX NCUXO(PU3MUECKUX OCOOCHHOCTE,
B TOM YHUCJIC C TPUMCHCHUCM DJICKTPOHHOI'O 06yquI/1$[ U JUCTAaHIIMOHHBIX TEXHOJIOTHH:

- JUId JIML C HapyLIEHUsMM 3pEHMs: B MeYaTHOM (GopMe yBeIMYeHHbIM WIpudToM; B dopme
AJIEKTPOHHOIO JIOKYMEHTa; B (popme aynuodaiina (mepeBo] yueOHbIX MaTepHalioB B ayauodopmar); B
neyaTHOH Qopme Ha sA3blke bpaing; HWHIMBUAYalbHbIE KOHCYJIBTALlMM C  TPHUBJICYECHUEM
Tn@nocypﬂonepeBozmnKa; WHIWBUIYAJIBbHBIC 3aIaHUA 1 KOHCYJIbTalllH.

- AU JUI] ¢ HapyLIEHUsMM cllyxa: B meyaTHOH (opme; B (opMe 3JIEKTPOHHOTO JIOKYMEHTA;
BUJACOMATCpHAIIbI C CY6TI/ITpaMI/I; HHIUWBUIYAJIbHBIC KOHCYJIbTalun C IMPUBJICYHCHUEM
CYpJIOTIepEBOJUNKA; UHANBUYAIbHBIE 3aJJaHNUS U KOHCYJIbTALUH.

- JUId JIMIl C HapyUICHUSIMH OIOPHO-JBUTAaTEIbHOIO ammapara: B IeyaTHoH ¢opme; B (popme
3IIEKTPOHHOI'O IOKYMEHTa; B (hopMe ayanodaiina; MHIUBUIYaIbHbBIE 3alaHUS U KOHCYJIbTAIUH .

8. OLHEHOYHBIE MATEPUAJIbI (®OHJA OLIEHOYHBIX CPEACTB) AJs1
TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U TIPOMEXYTOUYHOM ATTECTAIIUU

8.1. Omnucanue moKa3aTejeili W KpPUTEPHEB OIEHUBAHUS KOMIETeHUHUH Ha
Pa3JIHYHBIX dTANaxX X GOPMHUPOBAHNS, ONTMCAHUE LKA OLCHUBAHUA

JUis OLEHKM 3HAaHUM, YMEHUH, HAaBBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETEHIMH IO
TUCITUIIIMHE TPUMEHSETCS OalIbHO-PEHTHUHIOBas CHUCTEMa KOHTPOJS W OIIGHKH YCIEBaeMOCTH
CTy/IeHTOB. B OCHOBY OayuIbHO-PEHTHHTOBOM CHCTEMBI IOJOKE€HBI MPHHITUIBI, B COOTBETCTBUH C
KOTOPBIMH (DOPMUPOBAHHE PEUTHHTA CTYyJEHTa OCYIIECTBISACTCS B XOJA€ TEKYIIEro KOHTPOIs
ycneBaeMocTd. MakcumanbHOe KosmdecTBO O0amioB B cemectpe — 100.
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IIkaja oueHKH pe3yJabTaTOB OCBOEHHS AUCHUIIJIMHBI, C(POPMHPOBAHHOCTH Pe3yJIbTATOB

o0yueHust
®opma npoBeeHNs IIIxanbl OLEHKH YPOBHS
NPOMEKYTOYHOM c¢(hopMHPOBAHHOCTH IxaJja oeHKH YPOBHS 0CBOECHMS THCIUNIHHBI
aTTecTaluu pe3yJabTaTOB 00yUeHHs
VYposHeBas mkana | 100 6anpHas 100 6ambHast 5-0aypHas mKana, HemuddepeHm
OLIEHKU mKana, % mkana, % b depeHmpoBanHas pOBaHHas
KOMIICTCHIMI OlIeHKa/0aJu1 OLICHKA
Hueppepenyuposannviii |  MTOMOPOTOBBIH HIKe 61 HUxe 61 «HEYIOBIICTBOPUTEIBHOY / HE 3aYTECHO
3auem 2
MOPOTOBBIH 61-85,9 61-69,9 «yIIOBJICTBOPHUTEILHOY / 3 3a4TEHO
70-85,9 «xopomoy / 4 3a4TEHO
TOBBIILICHHBIH 86-100 86-100 «OTIMYHOY / 5 3a4TEHO

Ilo wroram Tekylied yCHeBa€MOCTH CTYIEHTY MOXET ObITh BBICTABJI€HA OLIEHKAa II0
NPOMEXYTOYHOH aTTecTallid B COOTBETCTBUM 3a HaOpaHHBIMH 3a cemectp Oamiamu (o
HaKOMUTEJIbHOMY pedTuHry). CTyaeHTraMm, HaOpaBIIMM B X0JI€ TEKYILLEro KOHTPOJI YCIEeBAEeMOCTH 10
quciuminie ot 61 1o 100 6amioB ¥ BBINOJIHUBIIMM BCE 00s3aTelbHbIE BUABI 3allllAaHUPOBAHHBIX
y4eOHBIX 3aHATHM, MO PELIEHMIO IpernojaaBatreiss 0e3 MPOXOXKAECHUS MPOMEKYTOUHOW aTTecTaluu
BBICTABJISIETCS OLIEHKA B COOTBETCTBUU CO LIKAJION OLIEHKH PE3YJIbTaTOB OCBOEHUS IUCLUILINHBI.

PesyabraTr 0O0ydenusi cumraercss CGOPMHPOBAHHBIM (NMOBBIIICHHBIH YPOBEHb), €CIU
TEOPETUYECKOE COJEpKAHUE Kypca OCBOEHO IIOJHOCTBIO; IMPH YCTHBIX COOECENOBAHUSAX CTYIEHT
UCUEPIIBIBAOIE, IOCIEeI0BaTEIbHO, YETKO M JIOTMUECKH CTPOMHO H3yaraeT ydyeOHbI Marepua;
CBOOOZHO CHpaBJsE€TCS C 3ajadyaMu, BONpPOCAMM U JPYTMMM BHMJAMHU 33aJaHUl, TpeOyrouux
IIPUMEHEHUs 3HAHUM, UCIOJIB3YeT B OTBETE JONOJIHMUTEIBHBIM MaTepuall; BCE IPEAYCMOTPEHHBIE
paboueil y4eOHOM mporpaMMoil 3aJaHMsI BBIIOJHEHbBI B COOTBETCTBUM C YCTAHOBJIEHHBIMU
TpeOOBaHUSAMH, CTYJEHT CIIOCOOEH aHAJM3UPOBaTh IOJIYYEHHBIE pPE3YJIbTaTbl; HPOSBIISET
CaMOCTOSITEJIbHOCTb TPU BBIIIOJHEHUH 3aJaHHM, KaueCTBO MX BBIIIOJHEHUS OLICHEHO YMCIIOM 0alioB
or 86 o 100, 4TO COOTBETCTBYET IOBBIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH Ppe3yJIbTaTOB
00y4eHwusI.

Pesynbrar o00y4eHusi cumrTaercsi CQOPMHMPOBAHHBIM (IIOPOrOBBLIH YPOBEHb), €CIIH
TEOPETUYECKOE COJEpKAHUE Kypca OCBOEHO IOJHOCTBIO; MpPHU YCTHBIX COOECENOBAaHUSAX CTYAEHT
MOCJIEI0BATENbHO, YETKO M JIOTMYECKH CTPOMHO u3jaraer y4eOHBIH MaTepual; CIpaBiseTcs ¢
3a7layaMM, BONpOCaMM W JAPYTUMHU BHUJAAMU 3aJaHuil, TpeOyloIIMX NpUMEHEHUs 3HaHWM; Bce
IpeyCMOTpEHHBIe pabouelt yueOHOM mporpaMMoil 3adaHusi BBIIOJIHEHBI B COOTBETCTBUH C
YCTAaHOBJIEHHBIMU TpPEOOBaHUSIMH, CTYJIEHT CHOCOOEH aHaJIU3UpOBATH IIOJIyYEHHBIE pPE3YJIbTaThl;
IPOSIBIISIET CaMOCTOSITENIbHOCTh TPU BBHINOJHEHUM 3a/aHUN, KayeCTBO WX BBINOJIHEHUS OLEHEHO
yuciaoM 6amioB ot 61 g0 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(HOPMHPOBAHHOCTH
pe3yabTaToOB OOYUEHHS.

PesyabraTr 00y4yeHHsi cuuTaercsi HeC(POPMHPOBAHHBIM, €CJIM CTYIEHT IPU BBINOJIHEHUH
3alaHuil HE JIEMOHCTPUpPYET 3HaHUM Y4eOHOro Mmarepuana, JONYCKaeT OMIMOKH, HEYBEpEHHO, C
OOJNBIIMMH  3aTPYAHEHUSIMH BBINIOJHIET 3aJaHus, HE JEMOHCTPHUPYET HEOOXOIUMBIX YMEHUH,
KayeCTBO BBHIMIOJHEHHBIX 3aJaHUM HE COOTBETCTBYET YCTAHOBJIEHHBIM TPEeOOBaHMSIM, KaueCTBO MX
BBITIOJIHEHHSI OIICHEHO YHCIIOM 0ayioB HUXKE 61, 4TO COOTBETCTBYET IOIIOPOTOBOMY YPOBHIO.

@opMBbI TEKYIEr0 KOHTPOJISl YCIIEBAEMOCTH

(I)Oprl TEKYIIEro KOHTPOJIs KomnuectBo | KommuecTtBo 6anmmoB | Makc. BO3M. KOJI-BO
KOHTPOJIBHBIX | 3a 1 KOHTp. TOUKY 6amoB
TOYCK
Hoxnazn 5 2 10
TecTupoBaHue 10 TEMaM JIEKIUMOHHBIX 3aHITUN 3 5 15
Cocrasnenne ocHOBHBIX OP TOKyMeHTOB (I1arka — JIejo) 12 5 60
TBopueckuii pedTHHT (yuacTue B KOH(EPEHIUIX, 1 15 15
ONTUMITHAAX H T.IL.)
JlomomHUTETbHBIC OAJUTBI 32 aKTUBHOE H3YYCHUE
JIUCITUTUTAHBI
u Jip.




17

HToro no nucuuiiuge \ 100 6as10B

Cucrema OLICHHUBAaHUsA npeacTaBjicHaA B SJICKTPOHHOM y‘le6HOM Kypce 1o JUCHUITIINHE
http://sdo.tolgas.ru/.

8.2. TumoBble KOHTPOJbHbIE 3aJaHHsl WM HHble MaTepuaabl s TEKYIIEIO
KOHTPOJIAA YCIIEBAEMOCTHU

TeMbl 10KJI210B

1. HopmaruBHO-ipaBOoBasi 6a3a COBPEMEHHOT0 JOKYMEHTUPOBAHUSI YIIPaBICHYECKON
NS TEIbHOCTH.

2. Cnenuduka opraHu3aiy JOKyMEHTAlMOHHOTO 00eCIeYeH s yIpaBIeHYECKON
JESITEIbHOCTH B FOCY/IapCTBEHHBIX YUPEKICHUSAX.

3. Oco0OeHHOCTH OpraHu3alUKi JOKYMEHTHPOBAHUS YIIPABICHUECKON JAEATEIbHOCTH Ha MaJbIX
MPEATPUITHSIX.

4. B03MOXXHOCTHU UCIIOJIb30BaHMS COBPEMEHHOM O(MCHON TEXHUKH B OITUMH3AIIMA
JTOKYMEHTO000pOTa OpraHu3aIlHH.

5. Hcropus cTaHOBIICHUS U Pa3BUTHS IOKYMEHTAIIMOHHOTO 00eCIeYeHHsl YIpaBIeHUs B
Poccun.

6. B03MOXXHOCTH HCIIOJIB30BaHUS CHEIUAIN3UPOBAHHBIX IPOTPAMM ISl OCYIIECTBICHHS
JTOKYMEHTAILIOHHOTO 000pOTa B COBPEMEHHOM OpraHn3aIyy.

7. CraHgapTel B 00JIaCTH yIIPaBJICHUS TOKYMEHTaMHU.

8. Permamenrarus cocraBa KOH(PHICHIIMAIbHBIX CBEICHUI U JOKYMEHTOB.
9. OducHbIe MPOrpaMMHBIC CHCTEMBI.

10. OGmauHBIe OPUCHL.

8.2.1. TunoBble 3aJaHUA K MPAKTHYECKHM (CEMHMHAPCKUM) 3aHATUAM

Ilpakmuueckoe 3anamue 1.

Ochosnasi  yenv  3awAmus:  3aKpEIUIGHHE  TEOPETUYECKMX 3HAaHUM 10  BOIpOcaM
JIOKYMEHTUPOBAHUS YIPABICHYECKOU IEATEIbHOCTH: U3YYEHUE OCHOBHBIX JJIEMEHTOB HOPMAaTHBHO-
METOIMYECKOW 0a3bl JOKYMEHTHUPOBAaHUS YIPABIEHYECKOW JN€ATEIbHOCTH, 3TAlOB CTAHOBIIEHUS
JIeNoNpon3BoicTBa B Poccuu, CynHOCTH YHU(UKALMU U CTaHIApTU3AILUH B JEJIONPOU3BOICTBE.

Bomnpocs! 11 ycTHOro 00Cy ) aeHus:

1. Yto Takoe JOKYMEHT U KaKOBBI €ro GyHKIUN?

2. Yto Takoe AETONPOU3BOICTBO U JOKYMEHTUPOBAHHOE 0OeCIIeUeHUe YIpaBiIeHUs?

3. Kakue aransl cTaHOBIIEHUS TIEPEKIIIO IETONPOoU3BoACcTBO B Poccun?

4. Yo Takoe «cUCTeMa JOKYMEHTAIMN» U «YHU(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTALUN»?
5. B uem 3akmmroyaeTcs CyTh YHU(DHUKAIUN U CTAaHAAPTU3AIIMN B JIETONPOU3BOJICTBE

Ilpakmuueckoe 3anamue 2.

Ocnosnas yenv 3auAmMusA: 3aKpEIUICHWE 3HAHWM OTHOCHTENBHO TpaBMWIl  O(POPMIICHHS
pekBU3UTOB, 3akperuieHHbIX [OCT P 7.0.97 — 2016, u 6;1aHKOB TOKyMEHTOB.

Bompocs! my1st ycTHOTO 00CYX)ACHUS
1. Kakoo naznauenune ['OCT P 7.0.97 — 2016?
2. KakoB coctaB pexBu3uToB, onpenensieMbix ['OCT P 7.0.97 — 20167
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3. YUro mpeacTaBisieT coOoi OJaHK JOKyMeHTa?

4. KakoBbl TpeOOBaHUS K HM3TOTOBIICHUIO, YYETy, UCIOJIB30BAHUIO U XPAaHEHHUIO OJIAHKOB C
BocrpousBeneHueM [ocymapctBeHHoro rtepba Poccuiickoit denepanun u repOoB  CyOBEKTOB
Poccuiickoit deneparun?

5. Kakue MexXCcTpouHble HHTEPBaIbl IPUMEHSIOTCS IPU 0(hOPMIIEHUN PEKBU3UTOB?

6. Kakue pazmepsl Oymaru paspenieHbl K IpUMEHEHHUIO B ACIOMPOU3BOICTBE?

7. Kakue pa3mepsl 1oJel UCOJIb3YIOTCS B JOKYMEHTaX?

8. Kakue criocoObl mpruMeHsI0TCs pH 0(OpMIICHUH 1aT?

9. Kak ohopMIIIIOTCSI B TOKYMEHTaX TaOJIUIbI U BHIBOIbI?

IIpakmuueckoe 3anamue 3.

Ocnosnas yenb 3aHAmMuUs . 3aKpCINICHUEC TCOPCTHYCCKUX 3HAHUM 1O BOIIpOCaM COCTAaBJICHUA U
O(i)OpMJ'IeHI/IH OCHOBHBIX JOKYMCHTOB M IIPAKTHYCCKOC MPHUMCEHCHUC ITOJTYUCHHBIX 3HAHUM B mponecce
pa3pa60TKH HCKOTOPBIX BHAOB OPraHU3allMOHHO-IIPABOBBLIX, PaCIOPAAUTCIIbHBIX, CIIPABOYHO-
PIH(bOpMaI_II/IOHHBIX JAOKYMCHTOB U JOKYMCHTOB JIMYHOI'O ITPOUCXOKIACHUA.

Bomnpocs! 11 ycTHOro 00CyKaeHus:

1. Kakue 10KyMEeHTBI OTHOCSTCS K OpraHu3allMOHHBIM?

2. B yem 3akioyaercsi 0COOEHHOCTh O(hOpPMIIEHHUS 3aroJIOBKa K TEKCTY B OpraHM3allMOHHBIX
JIOKyMEHTax?

3. Koraa oprannzanuoHHble JOKYMEHThI IPUOOPETAIOT IOPUIUUECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OpraHU3a[MOHHBIX JJOKYMEHTax?

5. Kak nonro neicTByeT OpraHM3allMOHHBIA JTOKYMEHT? MOXHO JIM BHOCUTh W3MEHEHHS B
TEKCT OPraHU3aL[MIOHHOTO IOKyMeHTa?

6. Kakue cBelleHus JOIKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKoil LebI0 CO3/1at0TCS TUIIOBBIE U IPUMEPHbBIE OPTaHNU3allMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TeKcTa MoJjIokeHust 00 opranuzanuu?

9. B 4em cocTOUT pa3inyMe TaKUX JOKYMEHTOB, KaK IITaTHOE paclHMCcaHue M CTPYKTypa,
LITaTHasl YUCIEHHOCTh?

10. [loueMy JOMKHOCTHAs HWHCTPYKLHS HE COCTaBIseTCS I KaTErOpUM  CIy>KaIux
«pykoBoauTenn»? UTo AOMKHO COAEPKATHCS B TEKCTE KaKI0T0 pa3/ielia JOHKHOCTHOW HHCTPYKIUN?

11. Kakme Buabsl OpraHM3alMOHHO-PACHOPSIUTEIBHBIX JIOKYMEHTOB  OTHOCATCA K
pacnopsAUTEIbHBIM?

12. Tlouemy pacniopsiiuTeabHble JOKYMEHTBI OTHOCSITCS] K IIPABOBBIM aKTam?

13. Korpa pacnopsiiuTeNbHbIE JOKYMEHTHI BCTYNAIOT B CHILY?

14. Kak paznuuatorcs 1o cepe 1eicTBUs pacropsiAuTeNbHbIE JOKYMEHTHI?

15. Yto siBNIsI€TCS OCHOBAHUEM ISl paCOPAJUTEIIBHOTO T0KYMEHTa?

16. Kak cTpouTcsi TEKCT pacnopsiAUTEILHOTO JOKYMEHTa?

17. Kakue opransl IpUHUMAIOT IOCTAHOBJICHHE?

18. B xakoii ¢hopMe U3Jat0TCs COBMECTHBIE PAaCHOPSAUTENbHbBIE JOKYMEHTHI?

19. 1o kakuM BOmpocaM M3/1aI0T PACHOPSHKEHUS U yKa3aHHs?

20. Kakue TOKyMEHTbI OTHOCATCS K FPYIIIE CIIPaBOUYHO-UH(POPMAIIMOHHBIX ?

21. Ha xakux 6aHkax opOpMIISIOTCS CIIPaBOYHO-UH(OPMAIIHOHHBIE JOKYMEHTHI?

22. Kakue ObIBatOT BHJIBI IPOTOKOJIOB, M Y€M OHH OTIUYAIOTCS APYT OT Apyra?

23. Kax oopmitsieTcst BHELIHS TOKJIaHAs 3aMucKa?

24. YT0 BXOJUT B COCTaB KaJPOBOH IOKYMEHTAIIAN?

25. Kakast TokyMeHTalus UCIOJIb3YyeTCs IPpU prueMe Ha padboty?

26. Kakumu noxkymeHTaMu 0opMIIIeTCs IepeBo] paboTHUKA?

27. KakoB cocTaB IOKyMEHTAIMH, UCIIOJIb3YEeMOM TIPU YBOJBHEHUH PAOOTHUKA?

28. KakoBbl ocobeHHOCTH 0(DOPMIICHHS TIPUKA30B 110 JUYHOMY COCTaBy?

Ilpakmuueckoe 3anamue 4.
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3aoanus ona cocmasnenuss npUKA308 NO OCHOBHOU 0esIMeNbHOCMU NPEeONnPULMUsL
1.CocraBbTe mpuKa3 reHepaibHOro aupekropa Hemyonuunoro AO «Kopmer» 00 n3MeHeHHH
rpaguka paboOTHl CHYKalUX OTHaela OyxraaTepuu. B KOHCTaTHUpYyIOIIEH 4YacTH YKaXUTE Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKU HadaJbHUKa OTAena. B
pacnopsiANTEILHON YacTu 00paTUTe BHUMAaHUE HAa OPraHU3alMi0 CBEPXYPOYHOH paboThl B CyOOOTHHE
JTHU U NIPEJIOKEHUS 10 UX OIUIaTe.

2.  CocraBbTe mnpuka3 nupektopa HemyOamuHoro AO «CepBHC» O BBIILIATE JEHEKHBIX
CpEeACTB Ha KOMaHAMPOBOYHBIE pacxo/ibl yuacTHUKaM Beepoccuiickoro ¢opyma. JleHexxHbie cpencTpa
JOJIKHBI OBITh BBIIJIAYEHBI U3 PE3EPBHOrO (POH/A OIIAThI TPYJa B pa3Mepe IBYXCOT pyOuseii B 1eHb U
THICSIUM PyOJIel Ha TPAHCTIOPTHBIE PACXO/IBI.

3. CocraBpTe  TpHUKa3 O  BHECEHMHM HW3MEHEHMH B  INTaTHOE  paclHCaHUe
ITAO «ITnams» B cBsA3M C miepenayeii o0beKTa Ha 00CITYKUBaHUE BO BHEBEJJOMCTBEHHYIO OXpaHYy.

4.  CocraBbTe IPUKa3 FeHEPATLHOTO JUPEKTOpa (PUPMBI O JIUIICHUH TPEeMuUH 3a anpenb 2015
rona B pasmepe 20% paboTHHKOB oTAena MapkeTunra MammHa A.B., Cenosa I1.0. 3a Henamexariee
UCTIOJIHEHUE CBOMX JIOJDKHOCTHBIX 0053aHHOCTEH W HAPYIICHUE UCTIOIHUTEILCKONW JUCIUTUIHHBI.

5.  CocraBbTe NpuUKa3 reHepasbHOro AupekTopa (upmbl 0 HakazaHuu Boautens I[lerposa
A.B. Ha ocHOBaHuU akTa ouleHKu noBpexaeHnit apTomoominst BA3 1110 roc. Ne E9QO9MB B pesynbrare
JOPO’KHO-TPAHCIIOPTHOTO TpouciiecTBus. Hakazanue He0OXOIMMO MPOU3BECTU MyTeM OObBSIBICHUS
CTPOTOro BBIFOBOpa M YJEpXKaHUS W3 3apa0OTHOM IUIAThl BOAMTENS JIEHEKHOW CYMMBI B pa3Mmepe
15000 (maTu THICAY) pyOIei.

6. Cocrabre mpuka3 gupexropa [IAO «Xpom» 0 mpeMupoBaHHH paOOTHUKOB (PMHAHCOBO-
skoHoMuueckoro otaena MBanosoit A.C., Kypuarosa f.K., Mensmosoi FO.. u Cokonosa E.H. 3a
ydacTue B exeromHnom ¢opyme «TexHomormn u dSKoHOMHKay». [Ipemus Bbeymaercs u3 Qonma
MaTepuaIbHOro MoolpeHus B pazmepe 50% exeMecsIIHOro JOIKHOCTHOTO OKJIa/1a.

7.CocraBbTe puKka3 00 0053aTeTbHOM POXOKJICHUN KyPCOB IO MOBHIIIEHUIO KBATH(DUKAIUT
cekperapeil [IAO «IIpomm» B nepuoa ¢ 17.05.2015 mo 17.08.2015 no

Ilpakmuueckoe 3anamue 5.

3aoanus ona cocmaenenusi CNpaBoOYHO-UHDOPMAYUOHHBIX OOKYMEHMOB:

1. CocraBbTe noknagHyro 3anucky Oyxrantepa Tumommuoil M.II. rmaBHoMy Oyxranrepy
¢upmbl «Pyoun» bubuuey ILII. o mpousBenennoil Tumommuoit M.II. mpoBepke BbINOIHEHUS
npukaza aupekropa ¢upmsl ot 00.00.0000 Ne 92 «O cocrossHUM OyXrajaTepckoro ydera Ha
CTpOUTENbCTBE 0a3bl OT/AbIXA B paiioHe OOCcKoro Mopsi». B npukase ObulM yKa3aHbl KOHKPETHBIE CPOKU
JUKBUJALUU HEJOCTaTKOB, OOHapyXeHHbIX B ceHTa0pe 2014 rona. B noxiagHo# 3amMcke JOIKHO
OBITh OTMEUEHO BBIMOJIHEHHE BCEX IMYHKTOB IPHMKAa3a, 3a HCKIIOUEHHEM IYHKTOB 00 OpraHu3aiuu
pPaBHOMEPHOMN eXXeJHEBHOM cllaun paboYMMHM HapsA0B Oyxranrepuu. BoisBieHo, uTo 25 okTs0ps ObLIO
caaHo Toibko 35,2% Bcex HapsaoB. OcranbHble Hapsbl cianbl 1 HOsi0ps. [lo rpaduky cpok caaun
MOCJIEAHUX HapsAI0B 3a MPOILJIBIA MECSL] YCTAaHOBJIEH IIEPBOT0O YHCIIA CIEIYIOIIEro Mecsla.

2. CocraBbTe JOKJIAJHYIO 3aIUCKY TJIABHOTO OyXrajirepa JUPEKTOpY 00 HTOrax paboThI 1O
LEHTpaIM3alii pacyeToB ¢ pabounmu u ciuyxamumu Bl 3aBona. LlenTpanuszanus pacueToB jaana
BO3MOKHOCTh TIEPEBECTH Ha JAPYTylH0 paboTy MATh OyXrajaTepoB II€XOB, YMEHBIIUTH OIIMHMOKU B
pacyerax ¢ paboO4YMMHU U CIY>KallUMH, YCHWJIUTh KOHTPOJb 32 pacxojoBaHHEeM (OHIOB 3apabOTHOM
wiatel. B 3akimtoyeHre HeoOX0MMO MOCTaBUTh BOIPOC O MPEMUPOBAHUU PAOOTHUKOB OyXTajaTepuu U
BII, oGecneunBaromux Mepexo] Ha HNEHTPAJIM30BaHHBIM pacueT 3apabOTHOM IJIaThl 1O 3aBOJY.
OcTanbHble TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3. CocraBbTe JOKIAJHYIO 3aMUCKy CeKpeTaps-pedepeHTa pyKOBOIUTENIO MPEANpHUsITUsS 00
yrepe CrenanoBeiM [.M. muceMa-3anpoca, IOCTYNMBILIErO B aIpeC MPEANPUATHS IBa MeCsIa Ha3al.

3aoanus ona cocmasnenuss 00OKYMeHMO8 TUUHO20 NPOUCXOHCOCHUSL:

1. Hammmurte mpuka3 reHepaibHOTO TUPEKTOpa aknuoHepHoro obmectBa «/uO» o mpueme
Bac Ha pabory OyxraiarepoM (IKOHOMHCTOM, MEHEPKEPOM, IMPOrpaMMHUCTOM, AAMHUHUCTPATOPOM
TOCTHHHUIIHI).

2. CocraBbTe mnpukaz o0 OCBOOOXKIEHMHM Bac OT paboTel B ¢upme «Opbuta» B CBI3U C
nepees3 oM Ha HOBOE MECTOXKUTEIbCTBO.
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3. CocraBbTe TIpUKa3bl: a) O TmpueMe Ha padory Oyxramrepom HMBanosoit WN.IL.; 6) 00
yBosibHeHUU [Banosoii M.II. mepesoxe B napyryro opraHusanuo. Jlpyrue peKBHU3UTBHI YKaXUTE
CaMOCTOSITENILHO.

4. CocraBbTe XapaKTEPUCTUKY-PEKOMEHJAIMI0O Ha paOOTHHUKA BaIlIero MPEIIPUATHS IS
MOCTYIICHUS €r0 B aCIUPAHTYPy TONBATTUHCKON aKaJeMHUH YIIPABICHHUSI.

5. Hanummure 3asBIeHHE O MPEIOCTABICHUN BaM aIMUHUCTPATUBHOTO OTITYCKA 10 CEMEHHBIM
00CTOSITENTECTBAM.

6. Hanummure aBTroOHOTpaduio u pesrome, HeOOXOUMbIe sl OPOPMIICHHS JOKYMEHTOB TPH
MOCTYIUIEHUU Ha paboTy.

7. OdopmuTe 3anmuch B TPYJAOBOW KHMIKKE 00 YBOJLHEHHH Bac: a) IO COOCTBEHHOMY JKEJIaHUIO; 0)
B CBSI3M C JIMKBUJAIUEH NPEANPUSITHS; B) B CBSI3U C HECOOTBETCTBHEM TPEOOBAHUSAM, IPEABABISIEMBIM
K BBITIOJTHSIEMOM paboTe, BCIeACTBHE HEJOCTATOUYHOM KBATH(PHUKAIUH.

Ilpakmuueckoe 3anamue 6.

OcHognas yenv 3awsamus: TPUOOPETEHHE NPAKTHUYECKUX HABBIKOB MO (HOPMHPOBAHUIO
UH(POPMALMOHHO-TIOMCKOBOM CUCTEMBI ITPEIIPUSATHSL.

Bormpocs! 1y1st yctHOTO 00CYX)ACHUS

1. UYro Takoe [OKyYMEHTOOOOPOT W  KaK  OCYIIECTBISETCS  TOJCYeT  oObeMa
JTIOKyMeHTO0000poTa?

2. Kakue noToku JOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBe JOKYMEHTOoOOopoTa?

3. KakoBbI OCHOBHBIE 3TaIlbl U MIPUHIIAITE OPTaHU3AINN JOKYMEHTO000pOoTa?

4. Kakast KOppeCIOHICHIIUS HE MOJUICKUT BCKPBITUIO?

5. Kak nomkHBI OBITH pacHpene’eHbl JOKYMEHTHI TPH IMPEABAPUTEIHBHOM PACCMOTPCHHH
JIOKYMEHTOB?

6. Yro Takoe perucrpanus JOKYMEHTOB U KaKOBa €€ OCHOBHAS LEJIb?

7. Kakue JOKyMEHTHI HE TOJIeKAT pEerucTpanuu?

8. Kak peructpupyrTcst OTBETHBIC JOKYMEHTHI?

9. Kak dhopmupyercs perucTpalioOHHbIH HOMEP COBMECTHOTO TIOKyMeHTa?

10. C kakoii menpio co37aeTCs B OpraHu3aIiui HHPOPMAIIMOHHO-TIOUCKOBAs cUcTeMa?

11. Kto ocymiecTBisieT B OpraHuU3alldd KOHTPOJh HCHONHEHHUs nokymeHToB? KakoBa ero
1emnn?

Ilpakmuueckoe 3anamue 7.

OcHosHnas yenv 3aHAmus: 3aKperjieHue TEOPETUUECKUX 3HAHUW MO BOIMPOCY CHUCTEMAaTH3aluu
JIOKYMEHTOB ¥ ()OPMHPOBAHUIO JI€]T HA TIPEATPUATUH.

Bormpocs! 1y1st ycTHOTO 00CYX)aeHus

1. Kakue TpeOoBaHUS MPEIBSIBISIOTCS K (POPMUPOBAHUIO APXUBOB NPEATPUITHS?

2. Kak 10mKkHBI ObITh 0DOPMIICHBI JieJ1a IS IIepejadu B apXHuB?

3. Uro mpenctasinseT coboit neno?

4. Yto Takoe HOMEHKJIATypa JIen?
Ilpakmuueckoe 3anamue 8.

Ocnosnas yenv 3ausmus; TIPUOOPETEHHE NPAKTUYECKUX HABBIKOB I10 HCITOJIH30BAHUIO
OPTTEXHHUKH B TIPOLIECCE COCTABICHHS U O(OPMIICHHUS IOKYMEHTOB.

Bomnpocs! 11 ycTHOTo 00CyKACHUS:

1. Tlepeuncnure CpeAcTBa OPITEXHHKH, HCIIOJIB3yeMble Ha aBTOMAaTH3WPOBAHHOM pabodyeM
MECT€ CIEeHUANTNCTa U PYKOBOIUTEISL.

2. UYto mpencraBisieT cOO0H KOHIICTIIHS JIEKTPOHHOTO odrica?

3. Onwumurte Ha3HaueHHE W (YHKIMOHATBHBIE BO3MOXHOCTH HWHTETPHPOBAHHOTO IMaKeTa
nporpamm Microsoft Office.
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4. Tlepeuncnute U AaiiTe XapaKTEPUCTUKY CPEICTB COCTABJIEHUS U N3TOTOBJICHUS TEKCTOBBIX
¥ TaOJINYHBIX JTOKYMEHTOB.

5. [Ilepeuncnaure u paiTe XapakTEpPUCTUKY CPEACTB KONUPOBAaHHUA U THPAKUPOBAHMS
JIOKYMEHTOB.

6. Ilepeuncnure u naiite XapakTEpUCTUKY CPEACTB MUKPOTrpapuH.

7. llepeuncnure W palTe XapaKTEPUCTUKY CPEACTB (U3NYECKOH OOpabOTKM HOCHUTENeH
JIOKYMEHTOB.

8. [Ilepeuncnaure wu  jgaldTe XapakTEepUCTHKY CpPEACTB  BHYTpU- U BHEO(DHUCHOH
TPAHCHOPTUPOBKH JOKYMEHTOB, CBA3H U KOMMYHHUKALIHH.

9. UYro mpexacraBmsier cobOoii oducHas mebenb u obopyaoBaHue? Ilepeuncnure BUIBI
oducHoit Mebenu 1 000pyaOBaHUS.

IIpakmuyeckue 3a0anusi:
1. OdopmuTh OCHOBHBIE BHIBI YIPABICHYCCKHX JOKYMEHTOB C  HCIOJIB30BAaHUEM
KOMITBIOTEpA U MHTETPUPOBaHHOrO 1makera nmporpamm Microsoft Office.
Ipaxkmuueckoe 3anamue 9.

OcHognas yensb 3anamus: NpUOOpPETEHHE MPAKTHUYECKUX HABBIKOB pa3pabOTKu U oQOpMIICHUS
JIEJIOBOM  KOPPECIOHCHIINK, W3yYCHHWE SI3bIKa W CTHJISA CIIY)KEOHBIX JIOKYMCHTOB, HAaBBIKOB
cocTaBleHUs U 0(hOPMIICHUS JIEIOBOI KOPPECIOHICHIIUN HA aHTJIMICKOM, (PpaHIly3CKOM U HEMELKOM
S3bIKAX.

Bonpocs! 11t yCTHOro 00CyX1eHUs:

1. Pacckaxkute, B 4eM OTJIMYMS OUIMATIBHO-/IE€I0BOTO CTHIIS OT APYTHX.

2. IlpuBenute yacTo BCTpeuaromuecs ab0OpeBUaTyphl CIOB.

3. KakoBbl cTpyKTypa hopMysasipa U COCTaB PEKBU3UTOB AEJIOBOT0 Nuchma?

4. KakoBbI 0cOOEHHOCTH 0(OPMIICHUS JIEIIOBOW KOPPECIIOHICHIINY B AHTJIOS3bIYHBIX CTpaHax?

5. KakoBbl 0cOO€HHOCTH OQOPMIICHHSI JEIOBON KOPPECIOHICHIIMU Ha (PPAHILY3CKOM SI3bIKE?

6. KakoBbl 0c0O€HHOCTH 0(OpMIIEHHS 1€710BOM KOPPECTIOHCHIIMN Ha HEMEIIKOM SI3bIKE

Ilpakmuyeckue 3a0anus:

1. CocraBbre nucbmo-uzBemieHne AO «Oxocan» AO «llapTHep» O HpUYUHAX 3aJEPKKU
MOCTaBOK MAIIMH U 000pYy10BaHMUS.

2. CocraBbTe NUHUCHMO-TIPUTJIANICHHE OPraHU3AIMOHHOTO KOMHTETa «ODKCIOUEHTP» C
NPEUVIOKEHUEM  MOCETUTh  MEXAYHAPOJHYIO  CHEIHMAIM3UPOBAHHYIO  BBICTAaBKY  «DKOHOMHUS
MaTepUaibHBIX W TOIUIMBHO-3HEPT€TUYECKUX PECYpCOB B CTPOUTENHBCTBE M IPOMBILIIEHHOCTH.
BbicTaBka mpoXoAuT B MaBUIbOHE BHICTABOYHOTO KoMIuTiekca Ha Kpachoit IIpecHe.

3. CocraBere rapantuitHoe mmuceMo I[TAO «Oxocan» I[TAO «IIporpeccy 00 oxazaHUH
TEXHUYECKOH MOMOIIM B pazpaboTke pabounx yepTexxeil HacocHo# ctanuuu. [TAO «Dxocan» npocut
IIPOU3BECTH 3Ty pabOTY HEMOCPEACTBEHHO Ha IIJIOUIAJIKE.

4. CocraBbTe MUCHMO-OTBET Mpe3uieHTy Poccuiicko-aMepuKkaHCKON TOProBoil manaTsl AHHE
Jlxoucon (agpec: The Marketplace — Tower 11, 3025 South Packer Road Suite 735, Aurora. Colorado
80014, USA 303-745-0757 FAX 303-745-0776). B nucbMe ykakuTte Balllll YCIOBUS COTPYTHUYECTBA.

5. CocraBbre muceMo OOO «OnBuko» rocnoAnHy XbiocToHy B JloHaoH (®apokc bank) c
HAallOMMHAaHUEM BBINOJHUTH 3aKka3 Ha mnocraBky Komnelorepa «OPTIMA 133». B caydae
HEBBITMOJIHEHMSI 3aKa3a CJIEeIyeT BHIPA3UTh MPOChOy BEPHYTH HAIlpaBJICHHbIE IEHE)KHbIE CPEICTBA.

Ilpaxmuueckoe 3anamue 10.

OcHoguass yenvb 3auamus: TPUOOPETEHHWE TEOPETUYECKHMX M MPAKTHUYECKUX HABHIKOB
COCTaBJICHUS W O(GOPMIICHHUS JEIOBBIX TIUCEM, CBS3aHHBIX C TIPOBEICHHUEM TEPUOTUICCKUX
MEpOTPUATHI, TEJIErpaMM, a TAK)KE€ COCTABJIEHUS W OTIPABKU MHUCEM YE€pe3 SJIEKTPOHHYIO MOUTYy B
JIOKAJIbHOW BBIYMCIUTEIBHON CETH.

Ipakmuyeckue 3a0anus:
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1. Hanummre pexiaMHO-MH(QOPMAIIIOHHOE MUCHMO JAENOBBIM MapTHEpPaM C MpUTIIAIICHHEM

NPUHATH Y9aCTHE B KOH(PEPEHIIUH.

THIOBEIE TECTOBLIE 3adaHuA M0 TeMam 1,24

Tema 1. I[OKyMeHT U CUCTEMbI JOKYMECHTAlUU

Bomnpoc

BapI/IaHTBI OTBETa

1. loxymeHT - 310

a) MarepuanabHblii OOBEKT, MCIOJIb3YEeMBbIii
JUIsL 3aKpeIUICHWs M XpaHEHWsT Ha HEM

pedeBol, 3BYKOBOW W U300pa3UTEIbHON
uHpopmarun

b) 3adukcupoBaHHass Ha MaTepUAILHOM
HocuTene uWHGpoOpMAIMs C  PEKBHU3UTAMU,

MTO3BOJISTFOIIMMH €€ UICHTU(UIINPOBATH

c) bnank ¢popmara A4

d) CrangapTHbIit JIUCT Oymaru,
coJieprKallnil Kakyro-1u6o nHdopmanuu

2. J1enonpou3BOJICTBO - 3TO

a) Cucrema XpaHEHHS TOKYMCHTOB

b) CocraBiaeHue TOKYMEHTOB

C) JloKyMEHTHUpOBaHUE U
paboThI C JOKyMEHTaMU

OpraHu3aIus

3. VYkaxuTe, Kakue CHCTEMbI JIOKyMEHTAlUH
BBIJICIISAOT!

a) DyHKIMOHAJBHBIC U OTPACIICBbIC
b) OtpacieBsie 1 MEKOTpACIICBBIC
C) DYHKIMOHAIBHBIC H MEXKOTPACIICBBIC

4. HopmaTtuBHO-TEXHHUECKUI JIOKYMEHT,
YCTaHABJIMBAIOIIMN KOMIUIEKC HOPM, IIpaBull,
TpeOOBaHUI K OOBEKTY M  YTBEpXKIaeMbIi
KOMIIETEHTHBIMU OpPTaHaMy — 3TO:

a) Ceprudukar
b) Cranmapt
C) Jlunensus
d) Hucrpykuus

5. Yem OIPECACIACTCA COCTAaB YHPABJICHYCCKUX
JOKYMCHTOB B OpraHu3alnu:

a) OYHKIMSIMH OpraHUu3aIiN

b) TlopsakoM perieHHst  yIpaBICHUECKUX
BOIIPOCOB

c) HopmaruBHBIME aKTaMH

d) OObeMOM U XapaKTepOM B3aUMOCBS3EH C
JPYTUMH OpTraHU3ausIMU

Tema 2. YnpaB/jieHUeCKasi JOKYMEHTAL U

Bomnpoc

BapI/IaHTLI OTBC€Ta

1. HazoBute dopmarbel Oymaru, pa3peiicHHbBIC
JJISL Oq)OpMJ’IeHI/ISI ACJIOBBIX TOKYMCHTOB

a) Al
b) A3
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c)
d)

A4
AS

2. YKaxuTe  CBOWCTBa  yINpaBJIEHYECKOU
uHpopMaun

AnpecHOCTh

Kparkoctb Tekcra
OdunmanbHpIi XapakTep
TOYHOCTB U3JI0KEHUS

3. Kakoro pona OnaHKM HCIOJNB3YIOTCSA IS
OUITATEHO-IETIOBOM TIEPETUCKU

bnank nucema opraHusanuu

bilaHK MceMa CTPYKTYpHOTO
NOIpa3ieIICHUs

biriaHK nucpMa JOJKHOCTHOTO JIMLA

4. @opmynsip - 3TO

Pa3HOBHAHOCTH /1€I0BOTO MUCHMA
COBOKYITHOCTb PEKBU3UTOB
oumampHOrO MMCHMa

S3piKOBast hopmyIa, UCIIONIb3yeMast B
JIETIOBOM TIHChME

5. Kakoii mpudrt sABISETCS OCHOBHBIM IIpU
odopmiieHnn JoKymMeHTa ¢ momorisio [1K:

a) Times New Roman 12
b)Times New Roman 14
c)Arial 12
d)Arial 14

Tema 4. Opranun3anusi J0KyMeHT0000poTa

Bomnpoc

BapwnaHnTs! oTBeTa

1. JlokyMeHTOOOO0pOT — 3TO:

a)

b)

JIBrm>KeHre TOKYMEHTOB B OpTraHHU3alMH C
MOMEHTa TOJYYEHHsS] WIM CO3JaHUS JI0
3aBEpUICHUS]  UCIOJHEHUS,  OTIPABKU
azpecaTy WJIA HallpaBJICHUU HA XpaHEHUE
B JIEJI0

JIBH>KeHue JIOKYMEHTOB MEXKIY
OpraHu3aIUsIMHA

JIBr>xeHue JIOKYMEHTOB MEKY
Opra"u3aruen u opraHamu

roCy1apCTBEHHOW BJIACTH

2. KakoBa oCHOBHas 3aJ1a4ya JJOKyMEHTO000pOTa:

a)
b)

6I)ICTp0Ta B JIBUKCHHUU JOKYMCHTOB
MaKkCuMuU3anus JOKyMCHTOIIOTOKA

C) OpsAMOTOYHOCTH B ABHKCHUHN JJOKYMCHTOB

3.B HOMeHKIaTypy A€l BKIFOYAIOTCS

a)
b)

BCE JIe1a OPTaHU3aIliH, KYPHAJIBI
pEerucTpaluu, CipaBOYHbIE KAPTOTEKU
BCE BXOJIAIIME, HCXOMAIINIE U

BHYTPEHHUE JTOKYMEHTHI OpraHu3aluu
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C) nmema W  JOKYMEHTHl  OpraHH3alHH,
KOTOpBIE OTHOCATCS K paboTe ¢ Kaapamu
B OpraHu3aluu

4. Kakoe W3 HMXE NMPHUBEICHHBIX YTBEPKIACHUN a) Homenkmatypa gen  paspabarbiBaeTcst
SIBJISIETCS] BEPHBIM [IOCJI€  CO3JaHUsl ~ OpraHu3aluud U

nefcTByeT 6eccpouHO

b) Homenknarypa nen pa3pabarbiBacTcs
1ocjae  CO3[aHHWs  OpraHM3alid |
©KEroJHO MePeyTBEPKAACTCS

c) Homenkmarypa nen pa3pabaTbIBacTCst
1ocjae  CO3[aHHs  OpraHu3alid |
HIepeyTBEPXKIACTCSI OJIMH Pa3 B ISITh JIET

5.Ur0 OTHOCHTCS K CPEICTBAM 3JIEKTPOHHOIO a) Pusorpagd

KOIMPOBAHUS JIOKYMEHTOB: b) lpenep
c) Kcepoke
d) Ckanep

e) dpaHKHpOBAIbHAS MAIlIUHA

8.3. Tumnosbie KOHTPOJIBHBIE 3aJaHUsl HWJIH HHBIC MaTepHajbl [IJdA IIPOBECIACHUNA

IMPOMEXXYTOYHOM ATTECTALIUH

@dopma IpoBEACHUS MPOMEKYTOUHOM aTTECTALlUU IO TUCLHMILUIMHE: Ougdhepenyuposannviil

3a4eT B q)opMe KOMIIBIOTCPHOI'O TCCTUPOBAHUA WJIN I10 PE3YyJIbTaTaM HAKOIMUTEIIbHOT'O peﬁTHHFa.

Ilepeyennb BONpPoCOB U 3aaHui 1Jisl NOATOTOBKH K AH(pdepeHuupoBanHomy 3auery (OITK-6:

™=

o

© o~

11.
12.

13.

14.

HOIIK-6.3):

JIOKYMEHT M CHCTEMBI JOKYMEHTALMH.

Bunbl 1OKyMEHTOB M UX KiIacCU(PUKAIUS.

CocTaB HOPMAaTUBHO-METOMUECKON 6a3bl JOKYMEHTUPOBAHUS YIIPABIEHUYECKOI
JeSITeNIbHOCTH.

I'ocynapcTBeHHbIE CTaHAAPTHI HA JOKYMEHTALUIO.

YHu¢uuupoBaHHble cucTeMbl JOKyMeHTauu. O01epoccuiickuii kitaccupukaTop TEXHUKO-
HKOHOMHMUYECKON U COLMATbHON MH(OPMAIIHH.

VnpasneHdyeckas JokymeHTanus. TpeOGoBaHUsS K COCTABIECHUIO U O()OPMIICHUIO
JOKYMEHTOB, (hopMyIsip-oOpasel, cocTaB U paclojioKeHue peKBU3UTOB.
OCHOBHBIE MOJIOKEHUS MO0 JOKYMEHTUPOBAHUIO YIIPaBIECHUECKONU AEATEIbHOCTH.
brnanku u ¢popmaThl JOKYMEHTOB.

TpebGoBaHus K TEKCTaM JOKYMEHTOB. SI3bIK U CTHJIb JOKYMEHTA.

.IloAroToBKa TEKCTOB C HCHOJb30BaHUEM KOMIIBIOTCPHOT'O IMaKE€Ta MporpaMmm Microsoft

Office.

Cocranenue u ohopmIIEHUE OCHOBHBIX JIOKYMEHTOB.

[IpaBuna cocraBiaeHus u 0PopMIICHHSI OCHOBHBIX OPTaHU3AI[MOHHO-TTPABOBBIX TOKYMEHTOB:
yCTaBa, MOJIOKEHUS, MHCTPYKIMHU, TOTOBOPA, KOHTPAKTA.

[IpaBuna coctaBiaeHus u 0PopMIICHHSI OCHOBHBIX PACTIOPSIUTEIBHBIX JOKYMEHTOB: TIPUKa3a
U paclopsiKEHUs.

[IpaBuna cocraBiienust 1 0(hOPMIIEHUSI OCHOBHBIX CITPAaBOYHO-UH(POPMALIMOHHBIX
JOKYMEHTOB: aKTa, CIIPaBKH, MPOTOKOJIA, CITYKEOHOM, TOKITaTHON U O0BICHUTEIHLHOM
3aIHMCOK.
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15. [IpaBmita cocraBieHus 1 0(hOpMIICHUS TOKYMEHTOB JTUYHOTO MTPOUCXOXKICHHS: 00paleHne
1o HaiiMy Ha paboTy; HaNMCaHUE Pe3lOMe JJIs MOCTYIICHUS! Ha paboTy 10 KOHKYPCY;
3asBJIEHUE O IpUEMeE Ha paboTy; aBToOMOorpadus; XxapakTepUCTUKA; 3asiBIECHUE O IEPEBOJE, O
NPEOCTaBICHUH OTIYCKA U T. II.

16. Opranu3anus 10KyMEeHTO000pOTa.

17. Bxoaamuii TOKYMEHTONOTOK. BHyTpeHHUI JOKYMEHTONOTOK. Y4eT o0beMa
JOKYMEHT0000poTa.

18. OpranuzanMOHHOE TOCTPOEHUE CITYKOBI eTOMPOU3BOICTBA.

19. Cucremarusanus gokymeHToB. O01IMe TpeOOBaHUSA K CUCTEMATU3aLUH JOKYMEHTOB U
(OopMHPOBAHUIO AEII.

20. CocraBneHue 3aroj0BKOB JIeJ U yCTAaHOBJICHUE CPOKOB XPaHEHUS eIl

21. Homenkuatypa fesl. ApXMBHOE XpaHEHHE JOKYMEHTOB U Jedl.

22. CoBpeMEeHHBIE CIIOCOOBI M TEXHHUKA CO3/1aHUS JIOKYMEHTOB.

23.CpencTBa OprTeXHUKH, HCII0JIb3YEMbIE HA aBTOMaTU3MPOBAHHOM paboueM MeCTe CHelHaIncTa
U pYKOBOJIUTEIIS.

24. Knaccudukanuus cpeacTB OpraHu3alMOHHON TEXHUKH JJIsl COBPEMEHHBIX O()UCHBIX
TEXHOJIOT .

25. Konnenuusi 31ekTpoHHOro oduca. KoMbeloTepHble TEXHOJIOTMH 00eCIeUeHHS
YIIPaBICHYECKOM JIeATEIbHOCTH: MHTETPUPOBaHHBIN makeT nporpamm Microsoft Office.

26. JlenoBble 1 KOMMepYECKHE TUChMA.

27. Knaccudukanus U CTpyKTypa JIeIOBBIX MHCceM. PEKBU3UTHI MHChMA M UX PACIIONIOKEHHE.

28. CtannaptHblie ¢pa3bl ¥ BBIPAKCHUS.

29. O0pa3ubpl BApUaHTOB JICTIOBBIX IMHCEM: TUChMA-TIPOCHOBI, MMCbMAa-0TBETHI (OTKAa3bI),
COIIPOBOJIUTEIIbHBIE TMCbMA, TMChMAa-II0ATBEPKACHUS, FTapaHTHUIHbIE TUChMA.

30.IIpaBuna u GopMbI KOMMEPUYECKON MEPEMHUCKH € 3apyOeKHBIMH MapTHEPAMHU.

31.Jlexkcuka U CTUIIb KOPPECTIOHICHIIMH, OOILENPUHATHIE B MEXKIYHAPOJHOM H JICJIOBOM MHpE.

32. TurnoBsIe (Gpa3bl U MOJIE3HBIC BRIPAKEHHSI, HEOOXOIUMBIE TIPU COCTABICHHH THUCEM
3apyOeKHOMY MapTHEPY.

33. Crnmcok CoKpalieHHi, 9acTO BCTPEYAIONINXCS B KOMMEPUYECKMX MHChMaX.

34. ®opMbl KOMMEpPUYECKHX MHUceM: cOop MH(pOpMaIUK O J1eJI0BOM aKTUBHOCTH,
pecnekTadbenbHOCTH (GUPM; NPEUIOKEHNS U OTKIIOHEHHE MPEAIOKEHUN U JIp.

35. Oco0eHHOCTH KOMMEPYECKON KOPPECTIOHCHIIMU Ha aHTJIMHCKOM, (DPaHIly3CKOM U HEMELIKOM
A3bIKax (SI3bIK BBIOMPAETCS MO YKEJIAHUIO CTYJIEHTA).

36. CocraBieHue U OTIIpaBKa MUChbMa Yepe3 3JEKTPOHHYIO MOUTY 3apy0eKHOMY MapTHEPY.

37.KoppecnoHaeHIus, CBSI3aHHAS C IPOBEJICHUEM TTIEPUOMUECKUX MEPOTIPUSTHIMA, M TTpOYast
KOPPECTIOHICHIIHSL.

38. OOpa3ipl BAPHAHTOB JIEIOBBIX IMHUCEM, CBA3aHHBIX C TPOBEJICHUEM MTEPHOINIECKUX
MEpONPUATHIA: HHPOPMALIMOHHO-PEKIIAMHBIE TMCbMA, MChMa-HAalIOMUHAHMSL.

39. CocraBienue TenerpaMmm, TeJaekcoB U GpakcoB. OCHOBHBIE COKPAILICHHS, UCIIOIb3yeMbIe TIPH
COCTaBJIEHUH TEJIETPAaMM U TEJIEKCOB.

40. CocraBiieHHE U OTIIPaBKa ITHCEM Yepe3 MIEKTPOHHYIO TTOUTY B JIOKATEHOW BEIYUCITUTEILHON
CETH.

41. Opranuzanuus paboThl ¢ TOKYMEHTaMHU, COJIEPKalIUMU KOH(PHICHIIUATbHbBIE CBEICHNUS.

42. Opranu3zanus KOH(UACHIIUAIBHOTO AeIONPON3BO/ICTBA.

43. CocTaB HOPMAaTUBHO-METOAMYECKON 0a3bl KOH(DUICHIIMAIBEHOTO JEIOTPON3BOICTBA.

44.Ponb 1 MECTO KOH(UICHIIMAIBHOTO JIEIONPOU3BOICTBA B 00ECIICUEHUH 3aIUTHI
KOH(pHUICHIIMAITBHON HH(DOpMAITUH.

45.Co3nanue 1 yyeT KOH(PUASHIIMATBHBIX JOKYMEHTOB, TOPSI0K 00paleHus ¢
KOH(HICHIIHATHHBIMHU IOKYMEHTAMHU.

46. CxeMa NpOXOXKAECHUS TOKyMEHTa MIPU CO3/IaHUM, PETUCTPAllUi U BUSUPOBAHUY, IIepeayua
KOH(HICHIIHATHHBIX JJOKYMEHTOB BHYTPH OpraHU3aIlHH.

47.CxeMa IpOXOKICHUS BXOAAIIMX U UCXOSIIUX KOH(PHUIEHIIMATIbHBIX JOKYMEHTOB.
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IIpuMepHBIii TecT A1 HTOTOBOI0 TECTHPOBAHMA

1. JlokyMeHT — 3TO:
e) MarepuanbHblii O0OBEKT, MCHOJB3YEMbI Ul 3aKPEIUICHHUS W XPAHCHHsS Ha HEM PEYeBOIA,
3BYKOBOH M M300pa3zuTesIbHOW HHPOpMALIUU
f) 3adukcupoBanHasi Ha MaTepuaLHOM HOCHTENE UH(OPMALIUS C PEKBU3UTAMH, [TO3BOJISIOIIUMHU
ee UIeHTU(UIPOBATh
g) bnank dpopmara A4
h) CrangapTHslil 1ucT Oymaru, coaepxariuii Kaky-1m00 HHGOpMAIHIO

2. Jlenonpou3BOACTBO — 3TO:
d) Cucrema xpaHeHUs JOKYMEHTOB
e) CocraBieHHe JOKyMEHTOB
f) doxyMmeHTHpOBaHUE U OpraHU3aLus padoThI C JOKyMEHTaMH

3. Ykaxure, KaKue CUCTEMbI JOKYMCHTAIIUH BBIICIISIOT:

d) ®yHKIHMOHAJBHBIC K OTPACIIEBbIC

e) OrpacieBbie U MEKOTPACIEBbIC

f) ®yHKIHOHATBHBIE U MEKOTPACIICBbIC
4. HopMaTUBHO-TEXHUUYECKUN IOKYMEHT, YCTaHABJIMBAIOIINN KOMILIEKC HOPM, MpaBuil, TpeOOBaHUMN K
00BEKTY M YTBEPI)KIAAEMbIil KOMIIETCHTHBIMH OPTaHAMH — 3TO:

e) Cepruduxar

f) Cranmapr

g) Jlunensus

h) Wucrpykuus

5. Uem omnpeznensieTcsi COCTaB YIPaBICHYECKUX JOKYMEHTOB B OpraHU3allUu:
e) DyHKIMSIMHU OpraHU3aINN
f) TlopsakoMm pelieHus yrpaBIeHUYECKUX BOIIPOCOB
g) HopmaTuBHBIMHU aKTamMu
h) OO0beMoM 1 XapakTepoM B3aMMOCBSI3€i C APYTUMH OpraHU3aLUsIMU

6. HazoBute opmatsl Oymaru, pazpeuieHsble 11 0hopMIIeHUs AeTOBbIX JOKYMEHTOB:
e) Al
f) A3
g) A4
h) A5
7. B kakux ClIydadXx MpUBOJAAT COKPAIICHHOC HAUMCHOBAHUEC OPraHU3aluu:
a) Ecnwu oHa siBisieTcst aBTOPOM JIOKYMEHTA
b) Ecnu 0HO 3aKperuieHo B yUpeaUTENbHBIX JOKyMEHTaX
c) Ecnu y opranu3zanuu uMeroTcsi pUIHAIIbI, TEPPUTOPUATBLHBIC OTICICHHUS, TPECTaBUTEIbCTBA

8. SIBysieTcs I HOMEp cueTa OpraHu3aIuy B OaHKe 00s13aTeTbHBIM 2JIEMEHTOM pekBu3uTa 08:

a) /Jla
b) Her

9. SBnAr0TCS 1M YHUBEPCATBHBIE CJI0BA MHOTO3HAYHBIMH

a) /Jla
b) Her

10. Ykaxure cBoiicTBa ynpasiieH4ecKoi HH(pOpMaluu:
e) AzpecHOCTb
f) Kpartkocts TekcTa
g) OdununansHbIi XapaKTep
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12.

13.

14.
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16.

17.

18.

19.

20.
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h) To4HOCTH U3IOKECHHUS

YupenuTenbHblid 10TOBOP COJAEPHKUT:

a) XapakTepHCTUKY IpeaMeTa, Ie/ici U IPUHIUITOB JACATEIbHOCTH OPraHU3aIiK
b) JIOJDKHOCTHOM M YMCACHHBIM COCTaB OpraHU3aIiy

c) IlpaBa u 00sI3aHHOCTH yupeaAUTEICH

d) CocraB ¥ KOMIIETEHI[HIO OPTAaHOB YIIPABJICHHSI

e) Cpok JIeHCTBHS U MOPSIOK MPEKPAIICHHUS J0r0BOpa

SIBnseTcs nu IIpHUKa3 00s13aTeNIbHBIM K HCIOJHEHHIO JJIs1 BCEX pa6OTHI/IKOB ﬂaHHOﬁ OpraHu3anuu:

a) /Jla
b) Her

Kak m3saraercst TEKCT pacriopsIuTENIbHOM YaCTH PacopPAANTEIbHBIX JOKYMEHTOB:
a) B mpocurenbHoii hopme

b) B noBenurenbHO# hopme

€) B ykasarenbHoil hopme

Ha xaxom Gnanke ohopMIISIFOTCS paciopsANTENbHBIE JOKYMEHTHI:
a) Ha oOmiem Omanke

b) Ha 6nanke nucema

€) Ha GnaHke KOHKPETHOTO BU/Ia JOKyMEHTA

. PaCHOpH,I[I/ITCJ'IbHBIC JAOKYMCHTHI BCTYIIAKOT B CUITY:

a) Ilocne ux yrBepKaeHUS

b) C moMeHTa UX MOAMUCAHUS
c) Ilocne ux cormacoBaHus

d) Ilocne ux omyOIMKOBAHHUS

Pe3rome — 3T0:

a) Kparkas uadopmariust o cebe, cocTaBieHHast TPETEHACHTOM Ha BAKAHTHOE MECTO.

b) Omucanue OCHOBHBIX 3TAllOB TPYAOBOM JAEATCIBHOCTH, COCTABJIEHHOE MPETEHACHTOM Ha
BaKaHTHOE MECTO.

c) Hudopmarrs B XpOHOJIOTHUECKOM TOPSIKE MPEACTABICHHUH MPETEHICHTa Ha BAKAHTHOE MECTO
0 CBOEM >KU3HEHHOM MYTH U NMPOeCcCHOHATH3ME.

Yto SIBISIETCSI OCHOBAHUEM JUUTSL M3/IAHUS ITPHUKa3a O IpUeMe Ha paboTy:

a) YcTHOE pacnopshKeHHe PyKOBOAUTENS OpraHUu3alum

b) TlucepmeHHOE pacropsKEHHE PYKOBOIUTEINS OPraHU3alluK

c) IlomnucaHHOE PYKOBOJHUTEIIEM OpPTraHU3AIlnH 3asBICHUE O IPUEMe Ha paboTy

[TpenbsaBnsieTcs aM TPyAOBask KHIKKA IpU 0(popMIIEHNHN Ha paboTy MO COBMECTUTENLCTBY:

a) Ma
b) Her

3anuChIBAIOTCS U B3BICKAHUS C pa60THI/IKa B €TO TPYAOBYIO KHUKKY:

a) Jla
b) Her

JlOKyMeHTO000pOT — 3TO:

d) JIBmkeHue TOKyMEHTOB B OpraHU3allMU C MOMEHTA MOJIYYCHHUS WK CO3/IaHHsI JI0 3aBEPIICHUS
VCIIOJIHEHMS, OTIIPABKU aipecaTy WK HAlPpaBICHUN HAa XPAHEHUE B JIETI0

e) JIBmkeHue JOKYMEHTOB MEXIy OPraHU3aIlUsIMU

f) IBmwxeHne MOKYMEHTOB MEXIy OpraHH3alUei U OpraHaMy TOCYIapCTBEHHOW BIIACTH
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21. KakoBa ocHOBHas 3a7a4a JOKYMEHTO000pOTA!
C) OBICTPOTA B IBMKEHHH JOKYMEHTOB
d) makcuMu3alMs JOKYMEHTOIIOTOKA
€) OpSAMOTOYHOCTh B IBH)KCHHHU TOKYMEHTOB

22. B HOMEHKJIaTypy A€ BKIIOYAIOTCS:
d) Bce mena opraHu3anny, KYPHAIbI PETHCTPALIMH, CIIPABOYHBIC KAPTOTCKH
€) BCe BXOSIIKE, HCXOASAIINE U BHYTPEHHUE TOKYMEHThI OpraHnu3aIiu
f) nena u TOKYMEHTBI OpraHU3aI|H, KOTOPBIC OTHOCATCS K paboTe ¢ KaJpaMu B OpraHU3aiuu

23. Kakoe 13 HI>Ke NPUBEJACHHBIX YTBEPKIACHUM SIBISECTCS BEPHBIM:
d) Homenkinarypa nen pa3pabarbiBaeTcs IOCIIE CO3/IaHMsI OpPraHU3alny U ICHCTBYET 0ECCPOYHO
e) Homenkmarypa gen pas3paOaThiBaeTCs IMOCIE CO3JaHUS OpPraHU3aldd U €XKErOIHO
nepeyTBepKIacTCs
f) HomenxiaTypa gen pa3paOaThIBAaeTCS IMMOCIC CO3/aHKs OPraHU3alMd M IEPEYTBEPIKIACTCS
OJIVH pa3 B MATh JIET

24. Y10 OTHOCHTCS K CPEACTBAM DJIEKTPOHHOTO KOIMMMPOBAHUS JIOKYMEHTOB:
f) Pusorpad
g) Lpenep
h) Kcepoxkc
1) Ckanep
J) ®pankupoBaibHas MallHHA

25. Kakoit mpudT sBisieTcss OCHOBHBIM MpU 0OpMIIEHUH JOKYMeHTa ¢ momoribio [1K:
a) Times New Roman 12
b) Times New Roman 14
c) Arial 12
d) Arial 14

[TonmHbIN QOHA OLIEHOUHBIX CPEJICTB JUIS MIPOBEACHUS MPOMEXYTOYHOM aTTECTAllUU pa3MelleH
B 0OaHKe BOIIPOCOB AJIEKTPOHHOro yueOHoro kypca gucuumuinael B OUMOC  yHuBepcutera
http://sdo.tolgas.ru/, a Takkxe XpaHuUTCs B OyMaKHOM M (MJIM) SJIEKTPOHHOM BHJIE Ha Kadenape-
pa3paboTyuke.



