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1. HEPEYEHbD INJIAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
JUCHUIIVIMHE, COOTHECEHHBIX C [IJIAHUPYEMBIMU PE3YJIbTATAMUAU
OCBOEHMSA OBPA3OBATEJIBHOM ITPOI'PAMMBI

1.1. Llenp ocBOEHMS JUCIUATUIMHEL.
[{enbr0 OCBOSHUS TUCIIUTUTHHBI SIBIISICTCS .
- (dopmupoBanue y oOydaronmxcs oO0menpodecCHoHaIbHbIX KOMIIETCHIIMH B 00JacTh

yIpaBiIeHUS

1.2. llepeyeHb MIIaHUPYEMbIX Pe3yJIbTATOB 00yUeHH S MO TUCIUIITTHHE

cepoil KUIHMITHO-KOMMYHAJIBHOIO XO34HCTBA B COOTBETCTBHMM C HOPMAaTHBHBIMU
TpeOOBaHUSAMH K OpraHU3allu JOKyMEHT0000poTa B pazpe3e (PyHKIUI yrpaBiIeHus.

Kon n HaumeHoBanue | Koa u HanMeHOBaHue Inanupyemble pe3yjbTaThl 00yUeHHUs 110 OcHoBanmne (IIC)
KOMITETEHIUH HHIHKATOPA JUCHUTIIHHE * 1L
JMOCTHIKEHHUST mpodeccnoHaIbHBIX
KOMITETeHIHH KOMITETCHITHI
OIIK-6. Ciocoden | MOIIK-6.3 3HaeT: TpeOOBaHMUS K COCTABIICHUIO JOKYMEHTOB
NPUMEHSATH B OGecmeyuBaer 0 BUIaM B paspe3e (GpyHKIMiA ynpaBIecHHs U

npo¢ecCHOHANIBHON | JOKYMEHTOOOOPOT B | OCHOBBI OpPraHM3aIMU JOKYMEHTO000pOTa;
JIeSTENIBHOCTH COOTBETCTBUU C HOPSAJOK BEIEHUS JIEJOIPOU3BOJCTBA; CTAHAAPTHI
HOpPMAaTHBHBIE HOpPMaTUBHBIMU YHU(GHUIMPOBAHHONH CHUCTEMBl OpraHMW3allMOHHO-
MPaBOBBIE AKTHI B TpeOOBaHMIMH pacnopsouTeNnbHOM — JTOKYMEHTAallud,  €IUHYI0
cdepe cepsuca cucTeMy TEXHOJIOTUYECKOH JOKYMEHTaIUH,
MOCTaHOBJIEHNH, PacoOpsKEHHUS, MPHKA3bI,

METOIMYECKHE ¥ HOPMATHBHBIE MaTepHaibl II0
OpraHM3aly, HOPMHPOBAaHHWIO W OIUIATE TPYIa;
HOpPMAaTHBHBIC TIPaBOBBIC AaKTBI, METOJMUYECCKHE
MaTepHabl o BOTIpOCaM OpraHu3aIyu
yIOpaBJIeHUs TPOU3BOJCTBOM, NMPOU3BOACTBEHHOTO
IUTAHUPOBAHUA M YNpPaBJICHHUS IPOU3BOICTBOM,
ydeTa W aHalM3a pe3yJabTaTOB MPOU3BOIACTBEHHO-
XO3SIIICTBEHHOH A€ATEIbHOCTU

YMeer: mpUMEHHUTH TOTy4YE€HHBIC 3HAHUS IS
MPaBHJILHOTO COCTABJIEHUS U 0(OPMIICHUS
YIIpaBIEHYECKUX JIOKyMeHTOB; dopmupoBats 0a3y
JTAaHHBIX U pa3pabaThIBaTh OpraHU3AIMOHHO-
YIIPaBICHYECKYIO TOKYMEHTALUIO C
HCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHH
3JIEKTPOHHOT'O IOKYMEHT0000pOoTa

Buaaneer: HaBBIKAMH COCTABJICHUS OCHOBHBIX
YIpaBIEHYECKUX JOKYMEHTOB; HABBIKAMHU
pa3paboTKH MpeIIoKEeHUH 10 paroHATH3AIIH
CTPYKTYpBI YIPaBJICHUS IPOU3BOJCTBOM B
COOTBETCTBHH C IIETISIMH U CTpaTeruen
OpTaHM3aIH, JEHCTBYIOINX CUCTEM, (GOpM 1
METOJIOB YIIPABIEHUS IPOU3BOJACTBOM, IO
COBEpPILIEHCTBOBAHHUIO OPraHU3alIOHHO-
pacnopsauTeNnbHON JOKyMEHTAMK U OpraHU3aluu
JIOKyMEHTO0000pOTa, 10 BHEAPEHNIO TEXHUUECKUX
cpeacTB 00paboTKH MH(GOPMALNH, TEPCOHAIIBHBIX
KOMIIBIOTEPOB H CETeH, aBTOMaTH3UPOBAHHBIX
pabounx MecT; HaBBIKAMHU OpTraHU3alKy pabOTHI IO
COCTABJICHUIO II0JIO)KEHUN O CTPYKTYPHBIX
TOJIpa3/IeIeHIX (OTAeTax, IeXax)
MIPOM3BOICTBEHHOHOPTraHN3aINH, JOJKHOCTHBIX
WHCTPYKIMI paboTHUKAM,00ecTiedeHe BHECCHHUS B
HHUX HEOOXOJMMBIX W3MEHEHHUH U JONOJIHEHUH
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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 CTPYKTYpPa AUCHMIIHHBI

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

Buabl yueOHBIX 3aHATHH U padoTHI 00yYaI0OIIUXCS TpyaoeMKoOCTh, Yac
Oo0mast TpyA0eMKOCTh AMCHMIIJIMHBI, 4ac 108
KontakTHas padoTa o0yyamuxcs ¢ NpernoaapareieM o 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)
JIa60paTOpHBbIE PaGOThI - /-
CamocTosiTesibHasi padoTa Bcero, B T.4.: 72 /92
CaMonoAroToBKa Mo TeMam (pasjienam) JUCIUILTHHBI 72/ 92
BeimosiHeHHE KypcOBOTO MPOEKTa /KypCOBOH PaboThI -/-
KoHTpoJb (4ackl Ha IK3aMeH, 3a4€T) -/ 4
IIpome:xyTOUYHAS aTTECTALMA Judd.zauer

[Ipumeuanue: -/- o6vem uacoe coomeemcmeeHno OJisi OYHOU, 3A0UHOU PopM 0OVUeHUs

JlMcuuIuInHa peanusyercs MOCPeACTBOM MPOBEIEHHUsI KOHTAaKTHONW paboThl ¢ 00y4arolUMHCS
(BKJTFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIbHON pabOThI 00yUJaromuXCst
Y TIPOMEKYTOYHOU aTTECTALINH.

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

B nponecce ocBoeHus TUCHUILUIMHBI OOydaromiuecss o0ecreyeHbl JTOCTYHNOM K 3JIEKTPOHHOM
UH(POPMALIMOHHO-00pa30BaTENIbHOM Cpeie U IIEKTPOHHO-OUOINOTEYHBIM CUCTEMAM.

3.1. Coaep:xanue AMCUUIIUHBI, CTPYKTYPHPOBAaHHOE M0 TeMaM

Inanupyembie Bujabl yue6Hoii paboThI
Pe3yILTATHL KonrakTnasi pagora |
O0CBOEHUS: E e ®opmbI
e s[5 [2g |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.JToKyMEHTHpPOBAHHUE: OCHOBHBIE TIOHATUS H
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-DKOHOMUYECKON M
coluaabHON HH(POPMALIHH.

IMpaxtrueckoe 3ausatue Ne 1. JJokyMeEHT U
CHCTEMBI TOKYMEHTAIINN

1/0

CamocrosTenpHas paboTa.

5/5

VcrHbrit
OTIpOC O
TeMe,
TECTHPOBAaHU
e

MHOJATrOTOBKA
JIOKJIAI0B

TEMA 2. YnpaBieH4ecKasi JOKYMEHTalHs
CogepxaHue JEKLINU:

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

2.0OCHOBHBIC TMTOJIOKEHUS 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 3anstue 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 OpraHHM3aIMOHHO-
MPaBOBBIX JIOKYMEHTOB: yCTaBa, IOJIOKEHUS,
WHCTPYKIIUH, IOTOBOPa, KOHTPAKTA.

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

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

4  llpasmia COCTaBIICHHS "
odopmIIeHHS JIOKYyMEHTOB JTUYHOTO
MPOUCXOXKJICHHS: OOpalieHne 1Mo HalMy Ha
paboty; HaIMcaHue pestome IE
MOCTYIJICHUS Ha paboTy IO KOHKYPCY;
3asBJIGHHE O  OpuemMe Ha  paboTy;
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-
pacropsiiutT
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 ()OPMHUPOBAHUIO JICI.

2.Cocragnenne 3aroJIOBKOB el H

YCTAaHOBJIICHHE  CPOKOB  XpaHEHus  Jedl.

Homenknatypa nen. ApXuBHOE XpaHEHHE

JIOKYMEHTOB M JIEI.

TMpaktuueckoe 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  COBPEMECHHBIX  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 CO3IaHUS JOKYMEHTOB onpoc
CamocrositensHas pabora. 12/12 | nmoproroBka
JIOKJIa/10B
TEMA 7. JlenoBble 1 KOMMEpPUYECKUE NUChMa
ConepxaHue IEKINU:
1. Knaccudukanmss 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 3anstre 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 IHCEM:




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. KoppecnoHneHuys, CBI3aHHasi 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 TeJerpamm,
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 INPOBECACHUEM NEPHUOINICCKUX € 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'ILHLIG




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 MCXOISANINX KOH(PHUICHIUATBHBIX
JIOKYMEHTOB.

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

HCXOIAIINX
KOH(DUICHIT
HaJIbHBIX
JIOKyMEHTO
B

CamMmocrosiTenpHas 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 pPeKOMeH AU mno O0CBOEHHIO JUCHUILINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuInHa peannu3yeTcs MOCPEACTBOM MPOBEICHHS KOHTAaKTHOW pabOThl ¢ 00yJarOmUMHUCS
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[lpu mnpoBeneHnM Y4eOHBIX 3aHSATHA 10 JUCHUIUIMHE OOECHeUMBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHTHOW Pa0OThI, MEKIMYHOCTHON KOMMYHHKAIIUU, IPUHSTUSL PEIICHUH,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAJIM3 CUTYalluid 1 IMHUTAIIMOHHBIX MOJIEIICH, MpernoaBaHnue JUCIUIUTHHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIEAOBAaHHHA, IPOBOJUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeATeIbHOCTH BBIMTYCKHUKOB U MOTpeOHOCTEN paboTonareneit).

[IpenoaBaHye AUCIUIUIMHBI BEIETCS ¢ IPUMEHEHUEM CIICAYIOIIUX BHIOB 00pa30BaTeJbHBIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMmarronnsie Texuonorun: Miro, Google-nokymenTtsl, Zoom

JInsi OUECHKH 3HAHWHA, YMCHHI, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIICTCHIIMU IO
JTUCIUTUTMHE TIPUMEHSIETCS OaUIbHO-PEUTHUHIOBAasl CHUCTEMa KOHTPOJSI M OICHKH YCIIEBaGMOCTH
CTyZIeHTOB. B OCHOBY Oa/UIbHO-PEHTHHIOBOW CHCTEMBbI MOJOKEHBI TPHHIMUIIBI, B COOTBETCTBUH C
KOTOpbIMH ()OPMHUPOBAHHUE PEHTHHTA CTYIEHTA OCYIISCTBISETCS B XOJIE TEKYIIEr0 KOHTPOJIS
ycrieBaeMocTH. MakcuManbHOe KOJM4ecTBo 0amioB B cemectpe — 100.

4.2. MeTonuyeckue yKa3aHUs Ui OOy4YAIOIIMXCA MO OCBOEHUIO JMCUUILUIMHBI Ha
3aHATHAX JEKIHOHHOI0 THIIA
JIeKIMOHHBIN KypC MpPEanoJiaraeT CHUCTEMaTHU3MPOBAHHOE H3JI0)KEHHE OCHOBHBIX BOIPOCOB
TEMaTU4YeCKOro IulaHa. B Xozae JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCS 0a30Bble BOINPOCHI B paMKax
KaKIO0U TeMbl JUCHUIUIMHBI. O003HAaYar0TCs KIIFOYEBBIE aClIEKThI TEM, a TAKXKE JIENAI0TCs aKIEHThI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JIeKuMOHHBIE  3aHSTUA  NPOBOAATCA B IMOTOYHOW  ayAUTOPHUM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYETCS KOHCIEKTHpPOBaHHME Y4YeOHOro MaTepuala.
B03M0>XHO BeZicHHE KOHCIIEKTa JIEKIUI B BUJI€ MHTEIIIEKT-KapT.
OTtnenpHBbIE TEMBI MTPEIaraloTcs Uil CaMOCTOSATENBHOIO U3YUYEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
NPAKTUUYECKUM 3aHSATUSM U BBINOJIHEHUS 3aJaHUi  CaMOCTOSTENbHOM paboThl, a Takxke K
MEPONPUATHUIIM TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U IPOMEKYTOUYHON aTTECTALUU IO TUCLUIUINHE.

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

4.4. Meronnyeckue YyKa3aHusi Ui OOYYalOIIMXCSl 1O OCBOEHHI0 JAUCHHUILUIMHBI Ha
3aAHATHUAX CECMUHAPCKOI0 THIA/ HA MNPAKTHYICCKUX 3AHATUAX

[IpakTuueckue (CeMHUHApPCKHUE) 3aHATHUS TPEICTABISAIOT COOOM JeTanu3aluio JEKIHOHHOTO
TEOPETUYECKOT0 MaTepHalia, MPOBOIATCSA B IENIAX 3aKPEIUICHUS Kypca M OXBaTHIBAIOT BCE OCHOBHBIC
pa3nensl. OcCHOBHOW (oOpMOI MPOBENCHUS CEMUHAPOB U MPAKTUYECKUX 3aHITHHA SIBISETCS
obcyxaeHne Harbosee MPOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTACIBHBIM TEMaM, a TaKKe PEIICHUE
3a/1a4 v pa3z0op MPUMEPOB U CUTYAIUH B ayUTOPHBIX YCIOBHUSX.

[TpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00yJaIrONUXCsl 00€CTIEUNBAOT:
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- IPOBEPKY ¥ YTOUHEHUE 3HAHUM, TOJTYYCHHBIX HA JICKIUSIX;

- MOJIyYCHHE YMEHHI U HABBIKOB COCTABJICHUS JJOKJIAJIOB U COOOIICHUN, OOCYKICHHSI BOIIPOCOB
1o y4eOHOMY MaTepHary JUCIUTIINHBI,

- MOJBEICHUE UTOTOB 3aHATHUU IO PEUTHHIOBOM CHUCTEME, COIVIACHO TEXHOJOTMYECKOW 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 CAMOCTOATEIbHON padoTe 00yUyaronuxcsi

CamocrosrenbHas paboTa 06ecreunBaeT MOAr0TOBKY 00y4aroImIerocs K ayAUTOPHBIM 3aHATHIM
U MEpONPUATUAM TEKYIEro KOHTPOJIA U MPOMEKYTOYHOW aTTeCTallMM MO HU3ydaeMOW JUCLHUILIMHE.
Pe3ynbTaThl 3TOH MOATOTOBKH MPOSBISIOTCS B AaKTUBHOCTH 00YYarOIIErocsl Ha 3aHATUSAX U B Ka4eCTBE
BBIMIOJTHEHHBIX MPAKTUYECKUX 3aJJaHUI U IpYruX GOpM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHasi paboTa CTYI€HTOB BKJIIOUYAET:

1. U3ydenue yueOHON IUTEpaTyphl O KypCy.

2. [TonroToBKa JOKIJIAIOB M HAYYHBIX CTATCH

3. Pabory ¢ pecypcamu HTepHET 25eKTpoHHAsI OMOIMOTEeKa, KOHCYIBTAHT ILTIOC

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 IpOMEXKYTOYHOM aTTECTALIMU MO KYPCY AUCIHUILIAHBL.

[Ipu BbIONIHEHWHM 3aJaHUN IS CAaMOCTOSATENIbHOM pabOThl PEKOMEHAYeTCs MpopadboTKa
MaTepuaoB JEKIUH MO KaXKA0H IPONHICHHON TeMe, a TAKKe U3ydeHHEe PEKOMEHIYEeMON JTUTepaTypHl.

Jist o0yyaromuxcs 1Mo OYHO-3a0YHON (hopMe OOydeHHUs] caMOCTOsITeNbHasi paboTa SIBISETCS
OCHOBHBIM BHJIOM Y4eOHOI J1eATeIbHOCTH.

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

5.  YYUEBHO-METOIJMYECKOE MW HWH®OPMAIIMOHHOE OBECIIEYEHHUE
JUCIHHUIIVINHBI

5.1. IlepeyeHb OCHOBHOI W /JONOJIHUTEJIbHON y4eOHOUH JMTepaTypbl, HeOOXOAMMOM JIsl
OCBOCHMS JMCIUIIIHHBI

Bces JUTEparypa, BKIKOUCHHAsA B )IaHHI)II\/JI NEpEUCHb, MPEACTABJICHA B BHUJC OJJICKTPOHHBIX
pecypcoB B a5eKTpoHHON Oubnnoreke yHusepcureta (ObC). JlutepaTypa, ucnonabszyeMas B Ie4aTHOM
BU/JIE, IIPEJICTaBJICHAa B Hay4YHOI OMOIMoTEeKe yHUBepcuTeTa B 00beMme He MeHee 0,25 K3eMIUIIpoB Ha
OJIHOTO 00yYaroLerocs.

OcHoBHaAa nuTepartypa

1. KprokoBa, H. I.

JIOKyMEHTHPOBaHUE YIIPABICHUECKOI NS TENbHOCTH © y4e0. HOcoOHe s CTYACHTOB BY30B I10
Harpasienuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymeHT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsiciiee oopazoBanue - bakanaspuar). - URL: https://znanium.com/read?id=359359
(mata oopamenus: 05.02.2021). - Pexxum goctyma: st aBTopu3. monb3osareneii. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TekcT : 2IEKTPOHHBII.

2.KnpcaHoBa, M. B.
Kypc nemonpounsBojactBa. JlokyMeHTallMOHHOE OOeCIedeHUE yrpaBiIeHus : y4e0. mocooue st By30B
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o HanpasieHusM noarot. 38.03.01 "Oxonomuka", 38.03.02 "MenemxkMeHT" KBaTM(PUKAIIHAS
(cremensn) «OakanaBp» / M. B. Kupcanosa, FO. M. AkcenoB ; HoBocu6. roc. yH-T 9KOHOMUKH U YTIP. -
6-e u3n., ucnp. u gom. - Jlokyment read. - Mocksa : UHOPA-M, 2020. - 257 c. - (Beiciiee
obpasoanue - bakanaspuar). - Kpar. cios.-cripas. - Kpart. cnos. tepmunos. - URL:
https://znanium.com/read?1d=358180 (mara obpamenus: 18.01.2021). - Pexxum noctyma: ajis aBTOpH3.
nonb3oBareneid. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 31eKTPpOHHBIH.

3. OCHOBbI 4€N0ONPON3BOACTBA : yueO. mocoOue i BY30B 110 HarpasieHuto nmoarot. 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. - (Briciiee oOpa3oBanue - bakanaBpuar). - [Ipum. Bomp. k sk3ameny. - Kpar. TepmMuHOII. CIIOB. -
URL: https://znanium.com/read?id=374319 (nata obpamenus: 08.04.2021). - Pexxum pocryna: s
aBTOpH3. oyib3oBaTene. - ISBN 978-5-16-108215-7. - TekcCT : 31eKTpPOHHBIH.

LononHutenbHasa nuteparypa

4. YyebHO-MeTOAMUECKOE Nocobue no aucumnamHe "[JOKyMeHTUpoBaHue
ynpaBJ/ieH4YeCKOW AeATeNIbHOCTU" : JIjis CTYICHTOB HampasiieHus noarot. 38.03.01
"JKoHOMUKA""HAMPABICHHOCTH, poduiiell "IKoHOMUKA Mpeanpusatuil u opr.", "byxranr. yuer,
ananu3 u ayaut”, "Kommepuus", nanpasnenus noarot. 38.03.04 "T'oc. u mynunum. ymp."
HanpaBlieHHOCTH, Tpodwuist "T'oc. u MyHunumi. ynp.", HanpasiaeHus noarot. 27.03.02 "Ymp.
KauecTBOM'" HANPaBICHHOCTH, PO "YIIp. Ka4eCTBOM B IIPOU3B.-TEXHOJ. CUCTeMax",
HarpasjeHus moaroT. 38.03.02 "MenemkMeHT" HanpaBIeHHOCTEH, Tpoduiei "MeHeKMeHT opr.",
"V1p. maneim OuznecoM", "®uHAHCOBBIA MeHEDKMEHT", "YTIp. mpoekTaMu'", HarpaBJIeHHsI TOATOT.
43.03.02 "Typusm" HanpaBneHHOCTH, poduist "TexHOoI. U Opr. Typorepar. u TypareHT. yciyr",
HanpasieHust noarot. 43.03.01 "Cepsuc" HanpaBneHHOCTH, TIpod st "Opr. mepeBo30K U yIp. Ha
TpaHnci.", HanpasieHusro noarot. 10.03.01 "Mudopm. 6e30nmacHOCTh" HANTPABAECHHOCTH, MPOGUIIST
"Opr. u TexHoJIOTHS 3auThl uHPopM.", HanpaBieHnus noarot. 43.03.03 "T'octunuy. neno"
HamnpaBleHHOCTH, Tpod st "I'OCTHHHUY. U pecTopaH. aesTenbHOCTh" / [loBOIK. TOC. YH-T cepBuca
(®T'BOY BO "IIBI'YC"), Kag. "Oxonomuka u ymp." ; coct.: A. H. Kapa, A. B. KoBryHesnko. -
Joxyment Adobe Acrobat. - Tomesitta : [IBI'YC, 2019. - 1,47 MB, 116 c. - ITpun. - URL:
http://elib.tolgas.ru/publ/Metod DUDb B 31.01.2019.pdf (nata obpamienus: 19.11.2020). - Pexxum
Jnoctyna: s aBTopu3. nmonb3oBateneit. - 0-00. - Tekct : aneKTpOHHBIH.

5. Y4eOHO-MeTOAMYecKoe Mocodue no JucuuiiiuHe " J[okyMeHTHpOBaHHe YIIPaBJIeHYeCKOi
aesTeabHOCTU" : 17151 cTyeHTOB criennanbHocTH 38.05.02 "Tamox. aeno" HanmpaBIeHHOCTH,
npoduns "Tamox. mnatexu" / [loBomk. roc. yH-T cepBuca (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 (nata o6pamenus: 19.11.2020). - Pexum
noctyna: sl apTopu3. monb3oBateneit. - 0-00. - Tekcr : aIeKTpOHHBIH.

6. Murenb, U. H.
JlokymeHTHpOBaHUE yIIpaBleHYeCcKol aesTenbHocTu. Kypc nekmuii : yue6. mocooue / Y. H. Murens ;

Poc. akazn. oOpa3oBanus. - 3-e U3, crep. - Mocksa : dnunra [u ap.], 2014. - 198 c. : Tabn. - [pu. -
ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekcr : HEMOCPEICTBEHHBIH.

7. KysHeuos, WU. H.

JenonpousBoacTBo. JlokyMeHTalIMOHHOE 00eCTIeYeHre YIIpaBIeHHS : cripaB. mocobue ass By30B / U.
H. Ky3nenos. - PocroB-na-/lony : ®enukc, 2014. - 396 c. : Tabin. - (CrpaBounuk). - [lepeuenn
HOPMAaTUBHBIX akTOB. - ISBN 978-5-222-23094-7 : 278-00. - TekcT : HemocpeCTBEHHBIN.
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HopmaTuBHO-ipaBoOBbIE AKTHI

1. Koncrurymus Poccuiickoit deneparuu (mpuHsITa BCEHApOIHBIM rosiocoBanuem 12.12.1993 ¢
M3MEHEHUSMH, 000PEHHBIMH B X071 o01iepoccuiickoro ronocoBanus 01.07.2020) . - Tekcr :
anektpounsii // Koncynprantllmoc : caiit. — URL: http://www.consultant.ru (zata obpareHwus:
26.04.2021).

2. TOCT P 7.0.97 — 2016 «Cucrtema cTanaapToB 110 HHGOPMAIMH, ONOIMOTEUHOMY JIETY.
Opranu3annoHHO-pacTopsAAUTEIbHAS JOKYMEHTAIHs. TpeboBaHus K 0(OPMICHHIO TOKYMEHTOBY
(BBenen B aeiictBue ¢ 01.07.2018 r.)

3. ®enepanbubiii 3aK0H 0T 27.07.2006 Ne 149-D3 (pex. 28.07.2012) «O6 undpopmanmu,

UH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3aIIUTE HHPOPMAITHI.

4. ®enepanbubiid 3aK0H 0T 06.04.2011 Ne63-D3 (pea. 10.07.2012) «O06 31eKTPOHHOM MOATUCH
5. ®enepanbubiii 3akoH 0T 10.01.2002 Nel-D3 (pea. 08.11.2007) «O06 s1exkTpoHHOM HUdpOoBOH
IO ITTCI.

6. ®enepanphbiii 3akoH OT 27.12.2002 Nel184-D3 (pen. 03.12.2012) «O TexHUYECKOM
PETYIUPOBAHUN .

7. ®enepanbhblii 3aK0H OT 22.10.2004 Ne125-D3 (pen. ot 11.02.2013) «O06 apXxuBHOM JeIie B
Poccniickoit denepanum».

8. ®enepanbhbii 3ak0H 0T 21.07.1993 Ne5485-1 (B pen. 08.11.2011) «O rocymapcTBeHHOM TaitHE».
9. ®denepanbHeIii 3ak0H OT 29.07.2004 Ne98-D3 (pen. ot 11.07.2011) «O koMMepUecKoii TaitHE.
10. ITocranoBnenwue [IpaButenscrBa PO ot 17.06.2004 (pexn. 24.03.2011) Ne 290 «O
®enepalibHOM apXHUBHOM areHTCTBEY.

11.IIpaBuna npenocTaBieHus yCiIyr TenerpagHoi cBsi3u, yrBepkaeHbl [locTanoBieHuEM

ITpaButensctBa Poccuiickoit @enepaunu ot 15 ampens 2005 r. Ne 222 (8 pen. 31.01.2012).

12.«’'OCT P 7.0.8-2013. HarmonaneHslii cranaapt PO. Cucrema cTaHnapToB 10 HHPOPMAIIHH,

O6MOIMOTEYHOMY U M3/1aTeNIbCKOMY Jiey. [lenonpon3BoCTBO 1 apXUBHOE /1e710. TepMUHBI U

OTIpeieIeHUs ».

13. «OK 011-93. Obmepoccuiickuii KiracCUpUKATOp yIpaBIeHUYECKOH JOKYMEHTAITUI» (YTB.
[TocranoBnenunem I'occrannapra PO ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).

14. «I'ocymapcTBeHHas cucTeMa IOKYMEHTAllMOHHOTO obecrieueHus ynpasieHuss. OCHOBHbIE
noJsioskeHus. O01me TpedoBaHus K TOKYMEHTaM U CIIy:K0aM JIOKyMEHTallHOHHOTO

obecnieuenus» (onodpena koyierueit ['maBapxusa CCCP ot 27.04.1988, Ilpuka3s ['maBapxuBa
CCCP ot 23.05.1988 Ne33).

5.2. IIpogeccuoHanbHble 0a3bl [JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIC CHCTEMBI,
HHTEPHET-PecypcChl

1. eLIBRARY.RU : nayunas snextpoHHass Oubnmoreka : caiit. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mara oOpamenus: 09.02.2021). — Pexum gocTyma: Ui 3aperucTpHp.
MOJIb30BaTese. — TEeKCT: 2EKTPOHHBIMN.

2. TAPAHT.RU : undopm. — npasosoii noptan : [caiit] / OO0 «HIII «I'APAHT-CEPBUC». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara oopamenus 09.02.2021). - Tekcr :
JJIEKTPOHHBIN.

3. Koncynprantllitoc : cnpaBounas npaBoBast cuCrema : caT / 3A0 «Koucynbrantllmocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara o6pamenus 09.02.2021). - Tekcr :
JJIEKTPOHHBIN.


http://www.consultant.ru/
http://www.garant.ru/
http://www.consultant.ru/
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4., DOnexktpoHHas OubOimoreuyHas cucreMa IlOBOMKCKOro TroCyIapCTBEHHOTO YHUBEPCUTETA
cepsuca : caiit / ®I'BOY BO «[IBI'YC». — Tonbsttu, 2010 - . - URL. : http://elib.tolgas.ru
(mata oOpamenus 09.02.2021). - Pexum mocTyma: Ijs aBTOpU3. Mojib3oBareneil. - Tekcr :
AJIEKTPOHHBIN.

5. DnexkTpoHHO-OMONMHMOTEeYHas cucteMa Znanium.com : caiit / OOO "3HAHUYM". — Mockaa,
2011 - . - URL: https://znanium.com/ (mata o6parenus 09.02.2021). - Pexum mocrymna: s
aBTOPU3. II0JIB30BATENEH. - TEKCT : AIIEKTPOHHBIN.

6. DnexTpoHHO-OMOMMOTEeuHas cucreMa Jlans : caiitr / OOO "OBC JIAHB". - Mocksa, 2011 - . -
URL: https://e.lanbook.com/ (nara obpamenus 09.02.2021). - Pexxum mocrymna: ajsi aBTOPH3.
IIOJIB30BaTENEH. - TEKCT : AJIEKTPOHHBIN.

5.3. IlporpammHoe obecnieueHue

HNudopmanmonnoe obecrieueHne y4eOHOTrO Iporecca IO IUCHUILIMHE OCYIIECTBISETCS C
UCIIOJIb30BAHUEM  CJIEAYIOIEro IPOrpaMMHOr0 oOecnedeHus (IMIIEH3MOHHOTO U CBOOOJHO
pacnpoCTpaHsIeMoro), B TOM YHCJIE OT€YECTBEHHOTO IPOU3BOJICTBA:

Ne HaunmeHoBanue YcaoBus focryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIULEH3MOHHBII
JIOTOBOD)

2 Microsoft Office U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIULEH3MOHHBII
JIOTOBOD)

3 Koncynsrantlntoc U3 BHYTPEHHEHN CeTH yHUBEpcUTeTa (JIMLIEH3MOHHbIN
JIOTOBOD)

4 C10 MOODLE U3 000N TOYKH, B KOTOPOH UMEETCSI TIOCTYH K CETH

WNurepuer (JIMIIEH3MOHHBIN JI0TOBOP)

6. OMUCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJUMOM JIJIs
OCYHECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA ITO JUCIIUITJIMHE

[Tomerienust npencTaBisAioT coboil yueOHble ayAUTOPUM IJIs NMPOBEACHUS YUYEOHBIX 3aHATHH,
IPEyCMOTPEHHBIX y4EOHBIM IUIAaHOM U paboyeil mMporpaMMoil JUCHUIUIMHBI, OCHAILEHHbIE
000pyJIOBaHUEM U TEXHUYECKUMHU CPEICTBAMH OOyUEHHUS.

3aHATUSA JIEKIMOHHOTO THMA. YUYeOHbIE ayAWTOPUH JUIS 3aHSATUH JIGKIMOHHOTO THIIA
YKOMILIEKTOBAaHbI MEOENIbI0 M TEXHUYECKHUMH CPEICTBAMU O0YUEHUs, CIIYKAIIUMU JJIsl IPEICTaBICHUS
yaeOHoM nH(popmaIuu (CTalmoHapHbBIE WK MEPEHOCHBIE HAOOPHI IEMOHCTPAITMOHHOTO 000PYI0BAHUS
(IpoeKTop, IKpaH, KOMIBIOTEP/HOYTOYK), ydeOHO-HarisaHble mocoOus (Mpe3eHTaluu MO0 TeMaM
JeK1ui), o0ecreurnBalie TeMaTUYeCKHe WILTIOCTpAllMM, COOTBETCTBYIOLIME IaHHOM IpOrpaMme
JUCITUTIAHBI.

3aHATHSA CeMHMHAPCKOro Tuma. Y4eOHble ayAUTOPUM JUIsl 3aHSATUIl CEMHHApCKOro THUIa
YKOMILIEKTOBAaHbI MEOENbIO M TEXHUYECKUMH CPEICTBAMU O0YUEHUs, CITYKAIIUMU JIJIsl IPEICTaBICHUS
yaeOHoM nH(popMaIuu (CTarmoHapHbBIE WIIH TIEPEHOCHBIE HAOOPHI IEMOHCTPAITMOHHOTO 000PYI0BAHHUS
(IpoeKTOop, 9KpaH, KOMIIbIOTEP/HOYTOYK).

IIpomexyrounas arrecramusi. /{1 nOpoBedeHMsT NPOMEXYTOUHOM —aTrTecTaluu IO
TUCIUIUINHE HCIOJIb3YIOTCS KOMIIBIOTEPHBIE KJIAcChl, OCHAILEHHBIE KOMIBIOTEPHONM TEXHUKOW C
BO3MOXHOCTBIO MOJKIIOUYEHUS K ceTu VHTepHeT M obecredeHHeM JA0CTyla B 3JIEKTPOHHYIO
nH(pOPMAIMOHHO-00Pa30BaTENbHYIO  CpeIy  YHUBEpCHUTETa  W/WiIM  ydeOHBbIe  ayJUTOPHUH,
YKOMIUIEKTOBAaHHBIE MEOEINIBIO U TEXHUYECKUMHM CPEJCTBAMU O0yUYEHHS.

CamocrosiTeibHasi pabora. IloMemeHuss Juisi CaMOCTOATENBHOM pabOThl  OCHAIECHBI
KOMIIBIOTEPHONM TEXHUKOH C BO3MOXHOCTHIO TMOAKIIOUEHHS K ceTH «VHTepHeT» M JOCTyNnoM K
AIIEKTPOHHOM  MH(pOPMAIIMOHHO-00pa3oBaTeIbHOM  cpene  yHHBepcuTeTa. [l  opraHuszanuu
CaMOCTOSITEIbHON pabOThI 00yUYaIOIIMXCS UCTIOIB3YIOTCS:


http://elib.tolgas.ru/
http://www.garant.ru/
http://www.garant.ru/

15

KOMIIbIOTEPHBIE KJIaCChl YHUBEPCUTETA;

O6ubnuoreka (Meanasai), UMEoIas MecTa JUIsi 00yJarouXcsl, OCHAIIEHHBIE KOMITBIOTEPaMH C
JOCTYIIOM K 0a3aM JaHHBIX U ceTH MHTepHeT.

DJIeKTpOHHasi HH(OpManMOHHO-00pa3oBaTeqbHass cpeaa yHuBepcurera (JQUOC).
Kaxnplii oOydarouuiics B TedeHHE BCEro Inepuoja oO0ydeHus oOecreueH WHIUBUAYAIbHBIM
HEOTPaHMYEHHBIM JOCTYIIOM K 3JIEKTPOHHOU MH(OPMAIIMOHHO-00pa30BaTeIbHON Cpelie YHUBEPCUTETA
(DUOC) http://sdo.tolgas.ru/ u3 a1000# TOUKH, B KOTOPOH HMMEETCS AOCTYH K HH()OPMAI[HOHHO-
TEJIEKOMMYHUKaLMOHHOM ceTH "MHTepHeT", Kak Ha TEppUTOPUU YHUBEPCUTETA, TaK U BHE €€.

OUOC ynuBepcuteTa 00eCreynBacT:

JOCTYI K Y4eOHBIM IUIaHaM, pabo4yMM IporpamMmaM JIUCLMILIMH (MOXyJeil), Imporpammam
NPaKTUK, OJJIEKTPOHHBIM Y4YeOHBIM M3JaHUAM U DJICKTPOHHBIM 00pa3oBaTENbHBIM pecypcam,
yKa3aHHbIM B pabouux MporpamMmax JAUCLUILIMH (MOJYJei), IporpaMMax MpakTHK;

(hopMUPOBaHHE AIEKTPOHHOTO MOPTQOINO 00yUAIOMIETOCs, B TOM YHCJIE COXPAaHEHHE €ro padoT
Y OLICHOK 32 3TH PabOTHI.

B cnyuae peanuzanuu o0pazoBaTeIbHON MPOrpaMMbI ¢ IPUMEHEHUEM 3JIEKTPOHHOTO 00yueHHUs,
JMCTaHIIMOHHBIX 00pa3oBaTesibHbIX TexHonoruii SMOC 10noaHUTEIbHO 00eCIeYnBaeT:

¢bukcanio xoma 00pa3oBaTENBHOTO MPOIECCa, PE3YNIbTATOB MPOMEKYTOYHOH aTTECTAllMUd W
pe3ybTaTOB OCBOEHUS 00pa30BaTeIbHOM POrpaMMBbl;

MpOBE/ICHNE YICOHBIX 3aHITHH, POLEAYP OLCHKH PE3yabTaTOB O0YUYCHHUS, PeaTH3aIis KOTOPhIX
IOPEIyCMOTPEHAa C NPUMEHEHHUEM 3JIEKTPOHHOIO OOY4YeHHs, IUCTAHLMOHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTHIA;

B3aUMOJICHCTBHE MEX/y YYaCTHUKaMU 00pa30BaTebHOIO MPOIecca, B TOM YUCIE CHHXPOHHOE U
(M) acCHHXPOHHOE B3auUMOAEUCTBUS rocpeacTBoM ceTH "MHTepuer".

7. OCOBEHHOCTH OPI'AHU3ALINA OBYYEHUA  JIA JIMIQ C
OI'PAHUYEHHBIMU BO3MOKHOCTAMMU 3JOPOBbSA 1 UHBAJINIOB

[Ipu HeoOxommmocTH pabouas TporpamMma IUCIHUIUTMHBI MOKET OBITh aJanTHpPOBaHA IS
oOecrieyeHns 00pa30BaTENBLHOIO Mpollecca MHBAINIOB M JIMII C OTPAaHUYEHHBIMH BO3MOKHOCTSMHU
3JI0pOBBsI, B TOM YHWCIIE U TUCTAaHIIMOHHOTO 0OyueHwms. [y aToro TpeGyeTcs 3asBICHUE CTYACHTA
(ero 3aKOHHOIO MpPEACTaBUTENS) W 3AKIIOUYEHHE ICHUXOJIOr0-MEIUKO-TIEarornyeckol KOMHCCUU
(IIMIIK).

B ciydae HeoOxo1uMoCTH, 00y4YaroOIUMCs U3 YUCIIA JIMI C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU
3710pOBhsl (IO 3asBJIEHWIO OOyd4aromerocs) a Jjs WHBAJIUJOB TakKe B COOTBETCTBUU C
WH/IMBUYaJIbHOW MTpOrpaMMoil peaObunTalui MHBAJIN/A, MOTYT MpeAIaraThCs caelyromue BapuaHThl
BOCIIPUATHS Y4eOHON MH(POPMAIIUU C YIETOM MX HHAUBUAYATBHBIX MCUXO(PU3UIECKUX OCOOECHHOCTEH,
B TOM YHCJIE C TPUMEHEHUEM SJIEKTPOHHOTO 00yYeHHS U TUCTAHLIMOHHBIX TEXHOJIOTUH:

- JUI JIAI C HapyIIEHWSIMH 3PEHHS: B NEYaTHOH (QopMe yBelIWmdeHHBIM mpudToM; B dopme
3JIEKTPOHHOI'0 IOKYMEHTa; B ¢opMme ayauodaiiia (nmepeBos yueOHbIX MaTepuaioB B ayauodopmar); B
nedyaTHOH (Qopme Ha s3blke bpaiing; WHIWBUAYyalbHBIE KOHCYJIBTAlMM C TPUBJICYCHUEM
TU(IIOCYPIOTIEPEBOAUNKA; MHIUBUAYATbHBIC 33/1aHUSI M KOHCYJIbTAIMH.

- JUId JIMIl C HapyUICHUsIMH CiyXa: B Me4aTHOM (opme; B (opMe 3JIEKTPOHHOIO JIOKYMEHTA;
BUJEOMATEpHaIbl C  CyOTUTpaMH;  WHAMBHUIYyalbHble  KOHCYJAbTAllUM C  INPUBJICYCHUEM
CYpZIOTIEPEBOTUNKA; WHANBUIYAIbHBIC 3a]JaHUS U KOHCYJIbTAIINH.

- JJIS ULl C HApyLIEHUsIMU OINOPHO-ABUIaTeNbHOIO almapara: B meyaTHoil ¢opme; B dopme
AIIEKTPOHHOTO JIOKYMEHTa; B (hopMe ayanodaiisia; HHINBUIYaTbHBIE 3aIaHUS H KOHCYIIbTAIIHH.

8. OLHEHOYHBIE MATEPUAJIbI (®POHJ OHEHOYHBIX CPEACTB) JJIs1
TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH U ITPOMEXYTOUYHOU ATTECTALIUN

8.1. OnucaHue moOKa3aTeseil W KpUTEPUEB OLEHUBAHUS KOMIIETEHUMI Ha
Pa3JMYHBIX 3Tanax ux GopMHPOBAHMS, ONIMCAHNE LKA OLleHUBAHUS
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JIJIs OLlEHKHM 3HAHWH, YMCHHH, HABBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMITCTECHIIMH IIO
TUCITUIIIIMHE TPUMEHSETCS OalIbHO-PEHTHHIOBas CHUCTEMa KOHTPOJS W OICHKH YCIEBAEMOCTH
CTYICHTOB. B OCHOBY OaJUTbHO-pPEHTHHIOBOM CHCTEMBI ITOJIOKCHBI MPHHIIUIBI, B COOTBETCTBHH C
KOTOPBIMH (DOPMHUPOBAHHE PEUTHHTA CTYyIEHTa OCYIISCTBISCTCS B XOJA€ TEKYIIErOo KOHTPOJIS
ycneBaeMocTd. MakcumanbHOe KosmdecTBO O0amioB B cemectpe — 100.

IlIxana oeHKH pe3yJbTaTOB 0CBOCHUSA TUCHUIIINHBI, C(l)OpMI/IpOBaHHOCTH pe3yJabTaToB

o0y4eHust
®opma npoBeIeHHs IIkanpl OLIEeHKH YPOBHS
MPOMEKYTOIHOM chopMHpPOBAHHOCTH IIIxana oeHKH YPOBHS 0CBOEHHUS JUCHUTINHBI
aTTecTalun pe3yJIbTATOB 00y4YeHusl
VpoBHeBas nikana | 100 6anpHas 100 6anbHast 5-0annpHast mKana, Henuddepenm
OLICHKU mKana, % mkana, % i hepeHIpoBaHHAs poBaHHas
KOMIICTEHIIU I OIleHKa/0aut OIICHKA
Jugpepenyupoeannwiii JIOTIOPOTOBBII HIKe 61 HIKe 61 «HEYIIOBIICTBOPHUTEIHHOY / HE 3a4TEHO
3ayem 2
TTOPOTOBEIH 61-85,9 61-69,9 «YIOBIETBOPUTEIHHOY / 3 3a4TEHO
70-85,9 «xopomioy / 4 3a4TEHO
MOBBIIICHHBII 86-100 86-100 «OTIHYHO» / 5 3a4TEHO

[lo wutoram Tekyuieil ycleBaéMOCTH CTYAEHTY MOXET ObITh BBICTaBJIIEHA OLIEHKA IIO
IPOMEKYTOUHOI aTTecTallid B COOTBETCTBMM 32 HaOpaHHbIMH 3a cemectp Oamwiamu (1o
HAKOMUTEILHOMY pedTuHTY). CTyneHTam, HaOpaBIIM B XOJ€ TEKYIIETO KOHTPOJIS YCIEBAEMOCTH 110
mucuuiuinHe oT 61 1o 100 GanyoB M BBIMOJHUBILIMM Bce 00s3aTeNIbHBIE BHJIbI 3aINIAHMPOBAHHBIX
y4eOHBIX 3aHATUH, MO PELIEHUIO MpernojaBaTesiss 0e3 MPOXOXKICHMS MPOMEKYTOUHON aTTeCTaluu
BBICTABJIIETCS OLIEHKA B COOTBETCTBUU CO LIKAJION OLIEHKH PE3YJIbTaTOB OCBOEHUS AUCLUILINHBIL.

PesyabTraT 00yueHusi cuuraercsi c(pOPMHPOBAHHBIM (NOBBILICHHBbI YPOBEHb), €CIU
TEOPETUYECKOE COJIEep’KaHHE Kypca OCBOEHO IOJHOCTBIO; HPU YCTHBIX COOECENOBAaHUSX CTYAEHT
MCYEpIBIBAIOIE, IIOCIEI0BAaTENIbHO, YETKO M JIOTMYECKHM CTPOMHO M3/1araeT y4eOHbIM Marepuan;
CBOOOJHO CHpaBJsIeTCs C 3ajladyaMd, BONpPOCAMHU M JPYTMMH BHJAMHU 3a/laHuil, TpeOyromx
IIPUMEHEHNs 3HAHWM, WCIOJIB3yeT B OTBETE JOMNOJHUTEIBHBIM MaTepuai; BCE IMPEIyCMOTPEHHBIE
paboueil ydeOHONH mporpaMMoi 3aJaHHsl BBIIOJIHEHBl B COOTBETCTBUM C YCTaHOBJIEHHBIMHU
TpeOOBaHUSIMU, CTYJAEHT CHOCOOEH AaHaJU3UPOBATh IOJYYEHHbIE PE3yJIbTaThl; IPOSIBIISIET
CaMOCTOSITENIbHOCTh NIPU BBIMOJIHEHUH 3a/1aHUH, KaYeCTBO MX BBIMOJIHEHUS OLIEHEHO YHCIOM 0aslioB
or 86 g0 100, 9TO COOTBETCTBYET MOBBLIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH pPE3YJIbTATOB
o0OyueHusl.

Pesyabrar o00yueHusi cuyuraerci cGOpPMHPOBAHHBIM (IIOPOrOBBINi YPOBEHb), €CIHU
TEOPETUYECKOE COJEPKAaHME Kypca OCBOEHO IIOJHOCTBIO; IPU YCTHBIX COOECENOBAaHUSX CTYAEHT
[OCJIEI0BATEIbHO, YETKO M JIOTMYECKM CTPOWHO u3jaraeT y4eOHBbIH MaTepuall; CIpaBisieTcs C
3a7layaMM, BONpOCAaMM U JPYrUMHU BHUAAMU 3aJaHuil, TpeOyloIIMX NpUMEHEHUs 3HaHWM; Bce
IpeyCMOTpEeHHbIe pabouelt yueOHOM mporpaMMoil 3adaHusi BBIIOJIHEHBI B COOTBETCTBUH C
YCTAaHOBJIEHHBIMU TpPEOOBaHUSIMH, CTYJIEHT CHOCOOEH aHalIU3UpPOBAaTh IOJYyYEHHBIE pPE3YJbTaThl;
IIPOSIBIISIET CaMOCTOATEIBHOCTh IIPU BBIIIOJIHEHUM 3aJaHHUM, KAa4eCTBO MX BBIIOJHEHUS OLIEHEHO
yucioM OamioB oT 61 no 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(HOPMHUPOBAHHOCTU
pe3ysIbTaToOB O0yUEHHUS.

Pe3yabrar 00y4eHHMss cuMTaercsi Hec(OPMHMPOBAHHBIM, €CIU CTYACHT IPU BBITOJIHEHUU
3aJaHUii HEe JIEMOHCTPUpPYET 3HaHUIl ydeOHOro marepuaia, JAOMYCKAaeT OIMIMOKH, HEYBEPEHHO, C
OONBIIMMU 3aTPyJHEHUSMHU BBINOJHSAET 3aJaHUSA, HE JIEMOHCTPUPYET HEOOXOIUMBIX YMEHHUH,
Ka4eCTBO BBHIMOJHEHHBIX 33/laHUl HE COOTBETCTBYET YCTAHOBJIEHHBIM TpeOOBaHMSIM, KadeCTBO MX
BBITIOJTHEHUS OLIEHEHO YHCIIOM OallyioB HUKE 61, UTO COOTBETCTBYET IOIOPOTOBOMY YPOBHIO.

@®opMbI TEKYlIEr0 KOHTPOJIS yCIeBaeMOCTH
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(I)Oprl TEKYIIero KOHTPOJIs KomnuectBo KomanuecTBo 6autoB | Makc. BO3M. KOJI-BO
KOHTPOJIbHBIX 3a | KOHTp. TOUKY 6aiioB
TOYEK
Hoxnan 5 2 10
TecTupoBaHHe O TEMaM JICKITUOHHBIX 3aHSATHUI 3 5 15
Cocrasiienne ocHOBHBIX OP J10KyMeHTOB (Tmamka — Jejio) 12 5 60
TBopueckuii peHTHHT (Y4acTHE B KOHPECPCHIIUSAX, 1 15 15
OJTUMITHAJIAX H T.IL.)
JlomoHUTETbHBIC 0AJUTBI 32 AKTUBHOE M3YUYCHUE
JACLIMILIAHEI
U JIp.

HToro no pucuuiJivie 100 6aa10B

Cucrema OLICHMUBAHUA  MPEACTABJICHA B  3JICKTPOHHOM y‘Ie6HOM Kypce 10 JUCHHUIUIMHC

http://sdo.tolgas.ru/.

8.2. TumnoBble KOHTPOJIbHbIe 3aJaHuA WM HHble Matepuaabl a1 TEKYIIEI'O

KOHTPOJISA YCIIEBAEMOCTHU

TeMbl 10KJI210B

1. HOpMaTI/IBHO-HpaBOBaH baza COBPCMCEHHOI'O NOKYMCHTHPOBAHUS ynpaBHquCCKOﬁ
JACATCIIBHOCTH.

2. CHCLII/I(I)I/IKEI OopraHu3anvv JOKYMCHTAIITMOHHOTI'O obecrieueHus ynpaBnqueCKOﬁ
ACATCIIBHOCTH B TOCYAAPCTBCHHBIX YUPCKIACHUAX.

3. Ocobennoctu opraHu3aniu JOKYMCHTHUPOBAHU ynpaBnqueCKOﬁ ACATCIBbHOCTH Ha MaJIbIX

NPEATPUITHIX.

4. B03MOXHOCTHU UCIIOJIb30BaHUS COBPEMEHHOMN O()MCHON TEXHUKH B ONITHMHU3AIUH
JTOKYMEHTO000pOTa OpraHu3aIlHH.

5. Hcropust cTaHOBIICHUS U Pa3BUTHS IOKYMEHTAIIMOHHOTO 00eCTIeYeHHsl YIpaBIeHUS B
Poccun.

6. B03MOXXHOCTH UCIIOJIB30BaHUS CIIEIMANTN3NPOBAHHBIX TPOTPAMM ISl OCYIIECTBICHHUS
JTOKYMEHTAIHOHHOTO 000pOTa B COBPEMEHHOM OpraHn3aIyy.

7. CranaapTbl B 00JIaCTH yIPaBIICHHUS TOKYMEHTAMHU.

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

10. OGmauHBIe OPUCHL.

8.2.1. TunoBsble 3a1aHUA K MPAKTHYECKUM (CEMHMHAPCKUM) 3aHATUSIM

Ilpakmuueckoe 3anamue 1.

OcHosHas yeiob B3AHAMUAL. 3aKpCIICHUEC TCOPCTUUCCKHUX 3HAHHH 10 BOIIpocaM
JAOKYMCHTHPOBAHUSA ynpaBHquCCKOﬁ ACATCIIbBHOCTU: M3YUYCHHUEC OCHOBHBIX J3JICMCHTOB HOPMATHUBHO-
MGTO}II/I‘IeCKOI\/II 0a3nl JOKYMCHTHUPOBAHUSA ynpaBnqueCKoﬁ JCATCIIBHOCTH, 3TallOB CTaHOBJICHUSA

ACJIONIPOU3BOJACTBA B POCCI/II/I, CYHIHOCTHU YHI/I(I)I/IKaI_II/II/I U CTaHAapTU3alluu B ACIIOIIPOU3BOACTBE.

Bomnpocs! 11 ycTHOro 00Cy ) AeHus

1. Yto Takoe JOKYMEHT U KaKOBBI €ro GyHKIHU?

2. Yto Takoe AETONPOU3BOICTBO U JOKYMEHTUPOBAHHOE 0OECIIeUeHIE YIIPaBICHUs?

3. Kakue 3Tansl CTaHOBJICHUS IEPEKUIIO IEIOIPOU3BOACTBO B Poccuu?

4. Yo Takoe «cucTeMa JOKYMEHTAIMI» U «YHU(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTALUN»?
5. B uem 3akmouaercs CyTh YHU(GHUKAMK U CTaHAAPTU3ALNHN B I€TOIPOU3BOJICTBE
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Ilpakmuueckoe 3anamue 2.

OcnosHas yenv 3auAmMuUsA: 3aKPEIUICHWE 3HAHWM OTHOCHTENBHO TPaBMWII  O(POPMIICHHS
pexkBu3HUTOB, 3akperuieHHbIX ['OCT P 7.0.97 — 2016, u 6;1aHKOB IOKYMEHTOB.

Bomnpocs! 11 ycTHOro 00CYyXIeHUs:

1. Kakoo naznauenune ['OCT P 7.0.97 — 20167

2. KakoB cocTaB pekBu3uToB, onpenenseMex 'OCT P 7.0.97 — 20167

3. Yro npeacraBisieT coOoi 0aHK JOKyMeHTa?

4. KakoBbl TpeOOBaHUSI K M3TOTOBJICHHIO, YYETYy, HCIIOJb30BAHHIO M XPAHEHHUIO OJAHKOB C
BocrpousBeeHeM [l ocynapctBeHHoro repbOa Poccuiickoit ¢enepanuun u rep6oB CyOBEKTOB
Poccuiickoit deneparun?

5. Kakue MexcTpOoUYHble HHTEPBaIbl IPUMEHSIOTCS U 0)OPMIIEHUU PEKBU3UTOB?

6. Kakue pazmepbl Oymaru pa3pemieHsl K IPIMEHEHHIO B JIEJIONPON3BOACTBE?

7. Kakue pazMepsl 1oJieilt UCI0Ib3YIOTCS B JOKYMEHTax?

8. Kakue criocoObl mpruMeHsIoTCs Tpu 0(OpMIICHUH 1aT?

9. Kak opopmisitoTcst B JOKyMEHTaX TaOJIHULIbI U BEIBOIbI?

Ilpakmuueckoe 3anamue 3.

OcHoéHas yenv 3auamus. 3aKpeIUICHNE TEOPETUUECKUX 3HAHMM 110 BOIIPOCAM COCTaBJICHUS U
0(OpMIIEHHS OCHOBHBIX JOKYMEHTOB U IPAaKTHUECKOE MPUMEHEHHE MOJIyYEHHBIX 3HAHUH B Ipoliecce
pa3pabOTKW HEKOTOPBIX BHJIOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSAUTENIBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB U JIOKYMEHTOB JIMYHOTO IPOUCXOKICHUSI.

Bormpocs! 1y1st ycTHOTO 00CYX)aeHUs

1. Kakue 1OKyMEHTBI OTHOCSTCS K OPraHU3allHOHHBIM?

2. B yem 3axitouaeTcsi 0COOEHHOCTh O(OPMIIEHHUSI 3arojOBKa K TEKCTY B OpraHU3allMOHHBIX
JIOKyMEHTax?

3. Korna opranmzanoHHbIe TOKYMEHTHI TPHOOPETAIOT FOPUTUIECKYIO CUITY?

4. Kak cTpOUTCs TEKCT B OpraHU3aL[MOHHBIX JJOKYMEHTax?

5. Kak monro nedcTByeT OpraHu3allMOHHBIM JOKYMEHT? MOXKHO JI1 BHOCHUTh M3MEHEHHUS B
TEKCT OPraHU3aL[MOHHOIO TOKyMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKoM LEebI0 CO3/1at0TCS TUIIOBBIE Y IPUMEPHBIE OPTaHNU3ALMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MmojoKeHus 00 opranu3anuu’?

9. B 4eM cOCTOMT pa3MyMe TaKUX JOKYMEHTOB, KaK IITAaTHOE PACIUCAHUE U CTPYKTYypa,
HITaTHasi YUCIEHHOCTh?

10. IloueMy JOMKHOCTHAsT HHCTPYKLMS HE COCTaBIAETCS Ul KaTErOpUM  CIIy)KaluX
«pykoBoauTenn»? UTo AOMKHO COAEpKAThCs B TEKCTE KaKJI0T0 pa3fieia JOHKHOCTHOW HHCTPYKINUN?

11. Kakue BuIOBl OpPraHU3aLMOHHO-PACIOPAIUTENBHBIX  JOKYMEHTOB  OTHOCATCS K
pacnopsIUTENbHBIM?

12. ITouemy pacniopsiiUTENbHBIE JOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Korpa pacnopsiiutenbHble JOKYMEHTHI BCTYNAKOT B CHITY?

14. Kak paznuuatotcs 1o chepe AelCTBUS pacopsIIUTENbHbIE JOKYMEHTHI?

15. Yro sBnsieTCS OCHOBAaHUEM JUIsl PACIIOPSAUTENIBHOIO TOKYyMEHTa?

16. Kak cTpouTCsi TEKCT pacoOpsAUTEIBLHOTO TOKyMEHTa?

17. Kakue opransl IpUHUMAIOT TOCTaHOBJIEHHE?

18. B kakoii ¢popme n31at0TCsi COBMECTHBIE PACTIOPSIUTENBHBIE JOKYMEHTHI?

19. 1o kakuM BOTIpOCaM H3/aI0T PACTIOPSHKEHUS M YKa3aHHs?

20. Kakue JOKYMEHTBI OTHOCSTCS K IPYIIIE CIPaBOYHO-UHPOPMALMOHHBIX ?
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21. Ha xakux OmaHkax oOpMIIIIOTCS CIPAaBOYHO-MH(GOPMAITMOHHBIC JJOKYMEHTHI?
22. Kakue ObIBalOT BUJIBI POTOKOJIOB, M U€M OHU OTIUYAIOTCS APYT OT Apyra?

23. Kak odopmiisercst BHEIIHIS JOKJIaIHAS 3amucKa?

24. Yto BXOJUT B COCTaB KaIPOBOI TOKYMEHTALIUU?

25. Kakas moxymeHTaIus UCIIOIb3yeTCs IPH MprueMe Ha padboTy?

26. Kakumu nokymeHTamu ohopMisieTcs mepeBoi paboTHuka?

27. KakoB cocTaB JOKyMEHTAIUH, KCTIOJIb3yeMOW MPU YBOJLHEHUH PAOOTHHUKA?
28. KakoBbl ocobeHHOCTH 0OPMIICHHSI TPUKA30B 10 TUIHOMY COCTaBY?

IlIpakmuueckoe 3anamue 4.
3adanus ona cocmasnenus nNPUKA308 no OCHOBHOU 0esAMenbHOCU NPEONPUAMUSL
1.CocraBbTe mpHKa3 reHepaibHOro aupekropa Hemyonuunoro AO «Kopmer» 00 m3MeHeHHH
rpagpuka paboOThl CIyKallMX oOTAena Oyxraatepuu. B KoHcTaTtupyromed uacTH yKaKuTe Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKM HadalbHUKAa OTAena. B
pacropsauTenbHON YacTu 00paTuTe BHUMaHKUE HA OpraHU3alMI0 CBEPXYPOUYHOM paboThl B CyOOOTHME
JTHH Y TIPEJIOKESHHS TI0 UX OTLIaTe.

2. CocraBbre mnpuka3 aupextopa HenyomuuHoro AO «CepBuc» 0 BbIIUIATE JIEHEKHBIX
CpeACTB Ha KOMaHAMPOBOYHBIE PacxXo/ibl yaacTHHKaM Beepoccuiickoro ¢opyma. JleHexxHbIe cpencTBa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 pe3epBHOrO (OHA OILIaThl TPyJa B pa3Mepe ABYXCOT pyOiiell B IeHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIE PACXOIBI.

3.  CocraBpTe HpHKa3 O  BHECEHMHM H3MEHEHMH B  IUTaTHOE  pacluCaHUe
[TAO «[Inams» B cBsI3U C mepeaadeii 00beKTa Ha 00CTY)KUBAHUE BO BHEBEJIOMCTBEHHYIO OXPaHYy.

4.  CocraBbTe IPUKa3 FeHEPAIbLHOIO JUPEKTOpa (GUPMBI O JIUIICHUH IPeMuH 3a anpensb 2015
roja B pazmepe 20% paboTHukoB oTaena mapketuHra Mammna A.B., Cenosa I1.0. 3a HeHannexaiee
UCIIOJIHEHUE CBOMX JOJDKHOCTHBIX 0053aHHOCTEH U HapylIeHUEe UCTIOIHUTENbCKOW JUCIUIUIMHBI.

5.  CocraBbTe NpHUKa3 reHEpaJbHOro AuWpeKTopa (upmbl 0 HakazaHuu Boaurtens I[lerposa
A.B. Ha ocHOBaHMM aKkTa oleHKU noBpexaeHuit apTomoOmnst BA3 1110 roc. Ne E909MB B pesynbrate
JIOPOKHO-TPAHCIIOPTHOTrO TNpouciiecTBus. HakazaHnne HEoOXO0IMMO NMPOU3BECTU NMYTEM OObBSIBICHUS
CTPOrOro BBITOBOpA U YAEp)KaHUS W3 3apabOTHOW IJIAThl BOAMTEINS JIEHEKHOM CyMMBI B pa3mepe
15000 (maTy THICAY) pyOIei.

6. CocraBbre mpuka3 aupexropa [IAO «Xpom» 0 npeMupoBaHUM paOOTHUKOB (PMHAHCOBO-
skoHoMHueckoro otaena Meanosoit A.C., KypuatoBa f.K., MensmoBoit FO.U. u Cokonosa E.H. 3a
yyacTue B exerogHom ¢opyme «TexHonmorun M sSKoHOMHKay». [Ipemus Bbiaercs u3 Qonzaa
MaTepuaIbHOro MooupeHus B pazmepe 50% exeMecsIYHOro J0KHOCTHOTO OKJIa/1a.

7.CocraBbTe npuKa3 00 0053aTeIbHOM MPOX0XKICHUH KYPCOB MO MOBBIIIEHUIO KBATH(PUKALIUU
cekperapeit ITAO «IIpomm» B nepuon ¢ 17.05.2015 no 17.08.2015 no

Ilpakmuueckoe 3anamue 5.

3a0anus ona cocmasnenus CHpagoyHO-UHGOPMAYUOHHBIX OOKYMEHMOE:

1. CocraBbTe AokIaAHylo 3anmucky Oyxraiarepa Tumommuoit W.II. rmaBHOmy Oyxranrepy
¢upmel «Pyoun» bubuueBy ILII. o mpousBenenHoit Tumommuoi WM.II. mpoBepke BBINONTHEHUS
npuka3za aupekropa ¢upmel or 00.00.0000 Ne 92 «O cocrosHUM OyXralaTepcKkoro yuyera Ha
CTpouTeNbcTBE 0a3bl OT/AbIXa B pailoHe O6ckoro Mopsi». B npukase ObUIHM yka3zaHbl KOHKPETHBIE CPOKU
JUKBHJIAIUN HEJIOCTATKOB, OOHapyxeHHBIX B ceHTs0pe 2014 roma. B mokmamHO# 3amuicke JOJDKHO
OBITh OTMEUEHO BBITIOJHEHHE BCEX IMYHKTOB MpPHKa3a, 3a MCKIIOYEHHEM IYHKTOB 00 OpraHu3aluu
pPaBHOMEPHON eXeTHEBHOM cauu pabounMu Hapaa0B Oyxranrepun. BoisiBieHo, uTo 25 okTa0pst ObLIO
cnaHo Tonbko 35,2% Bcex HapanoB. OctanpHble Hapsaabl cianbl 1 HOosOps. Ilo rpaduxy cpok caaum
MOCTIEAHUX HApSJI0B 3a MPOILIbIA MECSI] YCTaHOBJIEH EPBOI0O YKCIA CIEIYIOIIEro Mecsa.

2. CocraBbTe JOKIAJHYIO 3alMCKy TJIABHOTO OyxraiaTepa JUPEKTOpy 00 uTorax paboThl 10
LHEHTpaJIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoma. LlenTpanuzauus pacueroB jaana
BO3MOXHOCTh IE€PEBECTH Ha JPYIyl0 paboTy MATh OyXrajTepoB II€XOB, YMEHBIIMTh OLIMOKH B
pacueTax ¢ pabOYUMHU U CIyXKalllUMH, YCUJIUTh KOHTPOJIb 3a pacxojoBaHueM (OHAOB 3apabOTHOI
iatel. B 3akiiroueHne HEOOX0IMMO MOCTABUTH BOIPOC O MPEMHUPOBAHUU PAOOTHUKOB OyXTralTepuu U
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BIl, oGecreunBarommx Mepexoa Ha IEHTPATU30BaHHBIA pacdeT 3apabOTHON ILIaThl IO 3aBOJY.
OcTanbHbIe TaHHBIC YKAXKUTE CAMOCTOSITEIIBHO.

3. CocTaBbTe JOKJIAIHYIO 3aMHCKY CEKpeTaps-pedepeHTa PyKOBOIUTEINIO MPEINPHUATHS 00
yrepe CrenanoBeiMm .. mrcbMa-3amnpoca, TOCTYIMUBIIETO B apec MPEANPHUITH IBa MecCsIa Ha3al.

3aoanus ons cocmasnenusi OOKyMeHmMO8 TUYHO20 NPOUCXOHCOCHUS:

1. Hanwmmwre mpukas reHepajbHOrO JUPEKTOpa akIMoHepHOro obmectBa «IuO» o mpueme
Bac Ha paboTy OyxraiarepoM (SKOHOMHCTOM, MEHEIKEPOM, MPOrPaMMHUCTOM, AAMHHHCTPATOPOM
TOCTHHHUIIBI).

2. CocraBbTe mpuka3z 00 OCBOOOXKIEHMH Bac OT paboTel B (upme «OpOuta» B CBSA3U C
nepees3 oM Ha HOBOE MECTOXKUTEIbCTBO.

3. CocraBbTe mpuKa3pl: a) 0 mpuemMe Ha pabory Oyxrantepom HMBanomoit W.IL; 6) 00
yBoibHeHMU MBanoBoit WM.II. mepeBonme B Apyryro opranuzanuio. [[pyrue pekBUBUTHI YKAKHUTE
CaMOCTOSITENTBHO.

4. CocraBbTe XapaKTEPUCTHKY-PEKOMEHJALMI0 Ha pab0OTHUKA BAlllero MPEANPUATUS IS
MOCTYIUICHUS €70 B aCUPAHTYPy TONBATTUHCKON aKaJeMHUH YIIPABICHHUS.

5. Hamummre 3asBieHue 0 NpeaoCcTaBICHUHN BaM aJIMUHUCTPATUBHOTO OTITYCKa [0 CEMEHHBIM
00CTOSITENILCTBAM.

6. Hamummre aBroOuorpaduio u pesrome, HeoOXoIUMBIE g 0GOPMIICHHS] JOKYMEHTOB MPH
MOCTYIIJICHUU Ha paboTy.

7. Odopmure 3amuck B TPYAOBON KHUYKKE 00 YBOJIbHEHUH Bac: a) [0 COOCTBEHHOMY JKEJIaHHI0; 0)
B CBSI3U C JIUKBHJIAIIMEH TIPEIIIPHUSTHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSAM, TIPEIBIBISCMBIM
K BBITIONTHSIEMOM paboTe, BCIEACTBHE HEJJOCTATOUYHOUN KBATH(DHUKAIIH.

Ilpakmuueckoe 3anamue 6.

OcHognas yenv 3awsamus: TPUOOPETEHHWE NPAKTHUYECKUX HABBIKOB MO (HOPMHPOBAHHIO
WH(OPMAIMOHHO-TIONCKOBOI CHCTEMBI IIPEATPHUSITHS.

Bormpocs! 11st yeTHOTO 00CYX)ACHUS

1. Yro Takoe MAOKYMEHTOOOOPOT M  KaK  OCYIIECTBIAETCS  MojacyeT  o0bema
JTOKyMeHTOoO0OopoTa?

2. Kakue noToku TOKyMEHTOB MPUHSATO pa3InyaTh B COCTAaBE JOKyMEHT0000poTa?

3. KakoBbI OCHOBHBIE 3Talbl ¥ IPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppecnoHAEHIUS He TOJIeKUT BCKPBITHIO?

5. Kak momxHBI OBITH pacrpeneseHbl JOKYMEHTBI MPH IPEIBAPUTEIBHOM pPACCMOTPEHHUH
JIOKYMEHTOB?

6. Yro Takoe perucTpanus JOKYMEHTOB M KaKOBa €€ OCHOBHAS I1€JTb?

7. Kakue J0KyMEHTBI HE MOAJIEeKAT pErucTpauun?

8. Kak peructpupyrorcs OTBeTHBIC TOKYMEHTHI?

9. Kak popmupyercs perucTpaliioHHbII HOMEp COBMECTHOTO JJOKYMEHTa?

10. C kakoii menpio co3aeTCs B OpraHu3aIiui HHPOPMAIIMOHHO-TIONCKOBAs cUcTeMa?

11. Kro ocymiecTBisieT B OpraHu3alliil KOHTPOJb MCIOMHEHHs JokyMeHTOB? KakoBa ero
ens?

Ilpakmuueckoe 3anamue 7.

OcHosHas yenv 3aHAmMus. 3aKpEIIEHNe TEOPETUUYECKUX 3HAHUW MO BOIMPOCY CHUCTEMAaTH3aluu
JIOKYMEHTOB ¥ ()OPMHUPOBAHUIO JI€TT HA TIPEATPUATHH.

Bonpocs! 1u1st ycTHOTO 00CyKIeHUS -

1. Kakwue TpeOoBaHuUS NPEIBIBISIOTCA K POPMUPOBAHUIO APXUBOB TPEIIPUSITHS?
2. Kak 10omkHbI ObITh 0)OPMIICHBI Jie1a IS TIepeadu B apXHuB?

3. Yro mpencrasinseT coboit neno?

4. Yto Takoe HOMEHKJIATypa JIen?

Ilpakmuueckoe 3anamue 8.
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Ocnosnas yeib 3AaAHAMUA. HpI/IO6peTeHI/IC IMPAKTUYCCKUX HABBIKOB II0 HCIIOJIB30BAHUIO
OPTTCXHUKHU B MPOUCCCC COCTABJIICHUA U O(I)OpMHCHI/IH JAOKYMCHTOB.

Bomnpocs! 11 ycTHOro 00CyKACHUS:

1. TIlepeuncnure cpeicTBa OPITEXHHUKH, UCHOJIb3yeMble Ha aBTOMATH3MPOBAHHOM paboueM
MeCTe CIEeIUAINCTa U PYKOBOJUTEIIS.

2. Yro mpencraBiseT coOOW KOHIIETIHSA 3JIEKTPOHHOTO odrca?

3. Onumunrte HazHaueHUWe M (YHKIMOHAJIbHBIE BO3MOXHOCTH HHTETPUPOBAHHOIO IIaKeTa
nporpamm Microsoft Office.

4. Tlepeuncnute U AaiiTe XapaKTEPUCTUKY CPEICTB COCTABJIEHUS U U3TOTOBJICHUS TEKCTOBBIX
U TaOJINYHBIX JTOKYMEHTOB.

5. [Ilepeuncnaure u paiTe XapakTEpPUCTUKY CPEACTB KONUPOBaHHUA W THPAKUPOBAHMS
JIOKYMEHTOB.

6. Ilepeuncnure u naiite XapakTepUCTUKY CPEACTB MUKPOTrpapuH.

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

8. [Ilepeunmcnaure w© pgaldTe XapakTEpPUCTHKY CpPEACTB  BHYTPU- W BHEO(DHUCHOUH
TPAHCHOPTUPOBKH JOKYMEHTOB, CBA3H U KOMMYHHUKAIIHH.

9. UYro mpencraBnsier coboil oducHas medbenr u obopynoBanue? Ilepeuncnure BUIBI
oducHoi Mebenu 1 000pyAOBaHHUS.

Ipakmuueckue 3a0anusi:
1. OdopMuTh OCHOBHBIE BHJbl YIPABIEHYECKUX JOKYMEHTOB C  HCIIOJIb30BAHUEM
KOMITBIOTEPA U HHTErPUPOBAHHOIO makera mporpamm Microsoft Office.
Ilpakmuueckoe 3anamue 9.

Ocnognas yensb sanamus: NTpUOOpPETEHHE MPAKTUUYECKUX HABBIKOB pa3pabOTKU M o(opMmileHus
JIeIOBOM  KOPPECHOHJCHIIMY; M3y4eHHE S3blKa M CTHJIA CIY)KEOHBIX JOKYMEHTOB, HAaBbIKOB
cocTaBieHUs! U 0(hOPMJIICHUS JI€I0BOI KOPPECIOHIEHIIUN HA aHTJIMMCKOM, (PpaHIly3CKOM U HEMELKOM
A3bIKAX.

Bomnpocs! 11 ycTHOro 00Cy>KAeHuU:

1. Pacckaxxute, B yeM OTIMUUS OPUIIHATIBHO-/IEI0BOIO CTHIIS OT JPYTHUX.

2. [IpuBeauTe yacTo BCTpevaromuecs abOpeBHaTypsl CIOB.

3. KakoBbl cTpyKTypa GpopMyiisipa U COCTaB PEKBU3UTOB JIEJIOBOTO NKcbMa?

4. KakoBbl 0cOOEHHOCTH 0(OPMIIEHUS JI€II0BON KOPPECTIOHICHIIMY B aHTJIOSI3bIYHBIX CTpaHax?

5. KakoBbl oco6eHHOCTH 0(DOpMIICHUS AEIOBOM KOPPECTIOHECHIINN Ha (DPAHITY3CKOM SI3bIKE?

6. KakoBbl 0cOO€HHOCTH O(OPMIICHHSI JEIOBON KOPPECTIOHICHIIMN Ha HEMEILIKOM SI3bIKe

Ipakmuyeckue 3a0anus:

1. CocraBbre nucemo-uzBemenne AO «Jkocan» AO «llapTHep» 0 HpUYMHAX 3a7EPKKH
MOCTaBOK MalllMH U 000py/10BaHUS.

2. CocraBbTe NHUCHMO-TIPUIJIAIICHHE OPraHU3allMOHHOTO KOMHUTETa «OKCIOLEHTP» C
IPEJUIOKEHUEM  TIOCETUTh  MEXIYHApOJHYI  CIEUUATM3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUalibHBIX W TOIUIMBHO-DHEPIE€TUYECKUX PECYPCOB B CTPOUTENBCTBE M IPOMBILUIEHHOCTH.
BricTaBKa mpoXoauT B MaBUIIbOHE BBICTABOYHOTO KomIuiekca Ha Kpacnoit [Ipeche.

3. CocraBpre rapantuitnoe mnuceMo ITAO «Oxocan» ITAO «IIporpecc» 00 oxazaHUM
TEXHUUYECKOH MOMOIIM B pa3paboTke pabouux yeprexei HacocHoM cranuuu. [TAO «Dkocan» npocur
MPOM3BECTH ATY pabOTy HEMOCPEACTBEHHO Ha IJIOIIA/IKE.

4. CocTaBbTe MUCHMO-OTBET Mpe3uJIeHTy Poccuiicko-aMepuKaHCKOM TOproBoi manaTsl AHHE
Jxoncon (anpec: The Marketplace — Tower 11, 3025 South Packer Road Suite 735, Aurora. Colorado
80014, USA 303-745-0757 FAX 303-745-0776). B nucbMe yKakuTe BaIlld YCIIOBUS COTPYTHUYECTBA.



5. CocraBbre mucbMo OO0 «OnBuko» rocnoauHy XbeocToHY B JloHmoH (P3pokc baHk) ¢

HAallOMHMHAHWCM BBIIIOJHUTL 3dKa3d Ha IIOCTABKY KOMIBIOTCpa

«OPTIMA 133». B cnyuae

HEBBITMOJIHEHMSI 3aKa3a CJIEIyeT BHIPA3UTh MPOChOY BEPHYTH HAIIPaBJICHHbIE IEHE)KHbBIE CPEACTBA.

Ilpakmuueckoe 3anamue 10.
OcHognas yenv 3auamus:

IIPUOOPETEHUE TEOPETUYECKUX M IPAKTUUYECKHX HABBIKOB
COCTaBJIEHUS U O(OPMIIEHUS JIEJIOBBIX IHCEM,

CBA3aHHBIX C IIPOBECACHHUEM IICPUOJUYCCKUX

MEPOIIPUATHM, TEJIErpaMM, a TAKKE COCTABICHUS U OTIPABKHU IHCEM 4Yepe3 JJIEKTPOHHYIO IOYTY B

JIOKAJILHOU BBEIYMCIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

1. Hamwmmmure pCKJ'IaMHO'I/IH(l)OpMaHI/IOHHOG IMUCbMO ACJIOBBIM IIAapTHEpaM C IPUITAlICHUEM

NPUHATH Y9aCTHE B KOH(PEPEHIIHUH.

TUOBLIE TECTOBLIE 3adaHusA Mo TeMam 1,24

Tema 1. JIOKyMEHT H CHCTeMbI IOKYMEHTALNH

Bomnpoc

Bapuants! oTBeTa

1. JlokymeHT - 310

a) MarepHaiabHbIii 00BEKT, MCIOJIb3YeMBbIii
JUISL  3aKpeIvIeHUsT M XpaHEHWsT Ha HEM

peueBoi, 3BYKOBOM U M300pa3uTesbHON
uH(popManuu

b) 3adukcupoBaHHas Ha MaTepUAIBLHOM
HocuTene uHGpoOpMalMs C PEKBHU3UTAMU,

HO3BOJISIFOLIIMHE €€ UICHTH(DUIIMPOBATH

c) bnank popmara A4

d) CrannmapTHbIit JUCT Oymaru,
coJiepKalluil Kakyro-1n6o nHpopmanuu

2. J1enonpou3BOJICTBO - 3TO

a) Cucrema XpaHeHHs JOKYMEHTOB

b) CocraBneHue TOKYMEHTOB

C) JlokyMeHTHpOBaHHE |
paboThI C TOKyMEHTaMH

opraHu3anus

3. YKEDKI/ITC, KakKue CHUCTEMbl OOKYMCHTAI[UU
BBIACIIAOT.

a) OyHKIMOHAJBHBIEC H OTPACIIEBbIC
b) OtpacneBbie U MEKOTpACICBBIE
C) DyHKIHOHAIBHBIE M MEKOTPACIIEBBIE

4. HopmatuBHO-TeXHUYEeCKUI JIOKYMEHT,
YCTaHABJIMBAIOIIUN KOMIUIEKC HOPM, TpaBui,
TpeOOBaHUH K OOBEKTY U  yTBEp)KIaeMbIi
KOMIIETEHTHBIMU OpPTaHaMU — 3TO:

a) Ceprudukar
b) Cranmapt
C) JluneHsus
d) Wuctpykiust

5. Uem ompenensiercss COCTaB yNPaBIEHYECKUX
JOKYMEHTOB B OPTaHU3aLUU:

a) DOyHKIUSIMHU OpraHU3aIN

b) TlopsiakoM pemieHUsl yIpaBICHUECKUX
BOIIPOCOB

C) HopmaTuBHBIMHU aKTamMu

d) O6beMOM U XapaKTepOM B3aUMOCBS3EH C
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JIPYTMMH OpraHu3alusIMu

Tema 2. YnpaBiieHYecKasi JOKYMeHTAUUSA

Bomnpoc

BapI/IaHTBI OTBE€Ta

1. HazoBute ¢opmaTtsl Oymaru, pasperieHHbIC
U1 0pOpMIIEHHS JETIOBBIX JOKYMEHTOB

a) Al
b) A3
c) A4
d) A5

2. VYkaxure CBOMCTBA

uHpopmanuu

YIPABJICHYECKOU

a) AIpecHOCTh

b) KparkocTs TekcTa

€) OduumnanbHbIl XapakTep
d) ToYHOCTH M3ITOKEHHS

3. Kakoro poma OnaHKM HCHONB3YIOTCA IS
opHULIHaTBEHO-1ETT0OBOM NEPETUCKU

a) bBuaHk nuceMa opraHu3anuu

b) BiaHk nmucemMa CTpyKTYypHOTO
HO/pa3IeICHUsI

C) bnank nuceMa JOHKHOCTHOTO JIUIIA

4. ®opmymsip - 3TO

a) Pa3sHOBUAHOCTH JEIOBOTO MHChMA

b) CoBOKYITHOCTH PEKBU3UTOB
o(UIHaTBHOTO TUChMa

C) SI3bikoBast popMyIia, HCIOIB3yeMast B
JICTIOBOM TTHChME

5. Kakoit mpudt sBIsSETCS OCHOBHBIM TpHU
odopmiieHnn JoKymeHTa ¢ momorsio [TK:

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

Tema 4. Opranusanusi 10KyMeHT0000poTa

Bomnpoc

BapwnanTs! oTBeTa

1. TokyMeHT0000pOT — 3TO:

a) I[BI/I)KCHI/Ie JAOKYMCHTOB B OpraHu3anuu C
MOMCHTa IIOJYUYCHUA HWIIN CO3JaHUA 10

3aBEpIICHUS]  WCIOJHEHHS,  OTIPABKH
ampecary WU HAlpaBJICHUN Ha XpaHCHHE
B JICJIO

b) JIBwxkenue JOKYMEHTOB MEXITy
OpraHH3alUsIMH

c) /[BmwxeHue JOKYMEHTOB MEXIY
opraHusanuein u opraHamu
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roCyJ1IapCTBEHHOM BJIACTH

2. KakoBa OCHOBHas 3a/1aya IOKyMEHTO000poTa: a)

b)

6BICTp0Ta B JIBUKCHHUU JOKYMCHTOB
MaKCUMuU3alnus JOKYMCHTOIIOTOKA

C) IpsAMOTOYHOCTH B ABHKCHUU JJOKYMCHTOB

3.B HOMEHKIaTypy JieN BKIFOYatoTCs a)
b)

c)

BCC ACJIa OpraHu3aluvu, )KypHaJbl
peructpanmu, CripaBO4YHbIC KAPTOTCKHU
BCC BXOJAIIUEC, UCXOOAINUE U
BHYTPCHHUEC NTOKYMCHTBI OpraHru3alun
Jciia u AOKYMCHTBIL opraHusanuu,
KOTOPBIC OTHOCATCA K pa60Te C KaJpaMH
B OpraHu3anuu

4. Kakoe M3 HM)KE NPHUBEIEHHBIX YTBEPKICHUMN a)
ABJIIETCS] BEPHBIM

Homenknarypa gen  paspabarbiBaeTcs
1OCJIe  CO3JaHdsl ~ OpraHu3alud |
JeficTByeT 6ecCpoyHO

Homenknarypa gen  paspabarbiBaeTcs
IOCJIE  CO3JaHMs  OpraHu3alud |
€KETO/THO TTepeyTBEPIKAACTCS
Homenknarypa gen  paspabarbiBaeTcs
1OCJIe  CO3JaHdsl ~ OpraHu3alud |
nepeyTBEPKAAETCS OAMH Pa3 B ISATh JIET

5410 OTHOCHTCA K CPEICTBAM DIJIEKTPOHHOTO a)
KOMHUPOBAHHUS JTOKYMEHTOB: b)
c)
d)
€)

Puzorpad

[Ipenep

Kcepoxkce

Ckanep

®paHKHpOBaNbHAsA MalIMHA

8.3. TumnosBble KOHTPOJIbHBIC 3aJaHUdA WJIMX HHbBIC MaTepHajJabl JJf MNPOBCACHUSA

MMPOMEXYTOYHOM ATTECTAIIIA

dopma npoBeEHUS NPOMEXYTOUHOM aTTeCTalluu N0 AWCLUMILIMHE: Oughgpepenyuposannsiil
3a4yeT B (opMe KOMIBIOTEPHOTO TECTUPOBAHUS WUJIM I10 pPe3yNbTaTaM HaKOMHUTEIbHOTO pEHTHHTIA.

Ilepeyenb BONPOCOB M 3aJaHM /151 NOATOTOBKH K AH(pPepeHupoBaHHOMY 3a4yeTy (OITK-6:

HOIIK-6.3):

1. JIOKyMEHT u CHCTEMBI JJOKYMEHTAITUH.
Bunbsl TOKyMEHTOB M UX KJIaccuHUKaIus.

N

3. CocraB HOPMAaTUBHO-METOAMUYECKON 0a3bl JOKYMEHTHPOBAHHUS YITPABICHUECKOM

ACATCIIBHOCTH.
FOCYJIapCTBeHHI)Ie CTaHAAapThl HA TOKYMCHTAIUIO.

ok

SKOHOMMYECKOH U COIMaIbHON HH(OPMALINH.

YHUpHUUIHPOBaHHBIE CUCTEMBI TOKyMeHTanuu. O01epoccHiickuii Kiraccu(pukaTop TEXHUKO-

6. YmpaBieHueckas JOKyMeHTalus. TpeOoBaHUs K COCTABICHHUIO U 0(DOPMIICHHUIO
JOKYMEHTOB, (GOopMysip-oOpasell, COCTaB M PACMOJI0KEHUE PEKBU3HUTOB.

~

8. bnanku u ¢popmaThl TOKYMEHTOB.

OCHOBHBIE NOJIOKEHUS IO JOKYMEHTUPOBAHUIO YIIPAaBIECHUECKONW AEATEIBHOCTH.
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9. TpeGoBaHus K TEKCTaM JOKYMEHTOB. SI3BIK U CTUJIb TOKYMEHTA.

10.IToAroTOBKA TEKCTOB C UCIOJIb30BAHHEM KOMIBIOTEPHOTO MakeTa nporpamm Microsoft
Office.

11. CocraBnenue u ohpopMiIeHHE OCHOBHBIX JIOKYMEHTOB.

12. TIpaBuna cocrapiieHus: 1 0()OPMIICHHSI OCHOBHBIX OPraHU3allMOHHO-IIPABOBBIX JOKYMEHTOB:
yCTaBa, I0JIOXKEHUS, THCTPYKLIMH, 10TOBOPA, KOHTPAKTA.

13. IIpaBuna coctapiieHuss ¥ 0HOPMIICHUS OCHOBHBIX PaCHOPSAUTEIbHBIX JIOKYMEHTOB: IIPUKa3a
U PaCIOpSKEHUS.

14. IIpaBuna cocraBieHus 1 0()OPMIICHHUSI OCHOBHBIX CIIPABOYHO-MH(DOPMALIMOHHBIX
JJOKYMEHTOB: aKTa, CIIpaBKH, IIPOTOKOJIA, CIyKeOHOH, TOKIaqHOW U OOBSACHUTEIbHON
3aIHUCOK.

15. IIpaBuna cocrabiieHus U 0hopMIIEHHUS TOKYMEHTOB JIMYHOT'O IPOUCXOXKACHUS: oOpalleHne
110 HaiiMy Ha paboTy; HallMCaHUE PE3IOME JIJIS OCTYIUIEHUS Ha paboTy 110 KOHKYPCY;
3asBJIEHUE O IpUEMe Ha paboTy; aBTOOMOrpadus; XapakTepUCTHKA; 3asBICHUE O IIEPEBOJE, O
IPEIOCTABIEHUH OTIYCKA U T. II.

16. Opranuzanus 10KyMeHTO000pOTA.

17. Bxoasumuii 1OKyMEHTONOTOK. BHYTpeHHUI TOKYMEHTONOTOK. Y4eT o0beMa
JOKyMEHTO0000poTa.

18. Opranu3anMOHHOE TOCTPOCHUE CITYKOBI IeTONMPOU3BOICTBA.

19. Cucremarusanus gfoKkymeHToB. OO1IMe TpeOOBaHUS K CUCTEMATU3alUN JOKYMEHTOB U
(bopMHUPOBAHUIO JCII.

20. CocraBneHue 3arojoBKOB /1€ U YyCTaHOBJIEHHUE CPOKOB XpaHEHUS Jedl.

21. Homenkiatypa fen. ApXUBHOE XpaHEHHE JOKYMEHTOB H eIl

22.CoBpeMeHHbIE CIOCOOBI U TEXHHUKA CO3/1aHUS IOKYMEHTOB.

23. CpencTBa OPITeXHUKH, HCIIOJIb3YeMbIe Ha aBTOMAaTH3HPOBAHHOM pab0yeM MECTE CIEeIHAaINCTa
U pYKOBOJIUTEIIS.

24. Knaccudukanus cpeacTB OpraHu3allMOHHON TEXHUKH JJISI COBPEMEHHBIX O(DHUCHBIX
TEXHOJIOTHUM.

25. Konnenmus 351eKTpoHHOTO odrica. KoMmbloTepHBIE TEXHOJIOTHHA 00eCTICYCHHUS
YIPaBJICHYECKOW JISSITENIbHOCTU: HHTETpUpOBaHHkbIi makeT nporpamm Microsoft Office.

26. [lenoBbIe 1 KOMMEpYECKHE TUCHMA.

27.Knaccuduxanus u CTpyKTypa JeI0BbIX MHceM. PEKBU3UTHI MHCbMa U UX PACIIONOKEHHE.

28. CranmapTHbie (pa3bl U BEIPAKEHUS.

29. O0pa31bl BApHAHTOB JIEIOBBIX MMUCEM: MUCbMA-NIPOChObI, MHCbMa-OTBETHI (OTKAa3bl),
COIIPOBOJIMTENFHBIC TIMCbMA, MMChMA-TIOITBEPKACHNUS, TapaHTHITHBIE TUChMA.

30.IIpaBuna u GopMbl KOMMEpUYECKON MEPENMUCKH € 3apyOeKHBIMH MapTHEPAMHU.

31.Jlexkcuka U CTHIIb KOPPECTIOHICHITNH, OOIIENPUHSATHIE B MEKITYHAPOTHOM H JISIIOBOM MHpE.

32. TunoBsle Gpa3bl ¥ NOJIE3HBIE BBIPAXKEHUS, HEOOXOIMMBIE IIPU COCTABICHUN ITHUCEM
3apyOe)KHOMY TIapTHEDPY.

33. Cnucok COKpalleHHi, 4acTO BCTPEYAIOLINXCS B KOMMEPUYECKUX MUChbMax.

34. ®opMbI KOMMEPYECKHX MHCeM: cOOp HH(POPMAITUH O IEITOBON aKTHBHOCTH,
pecriekTabeabHOCTH (GUPM; MIPEIOKEHUS U OTKIIOHEHHUE MPEI0KEHUI U p.

35. OcobeHHOCTH KOMMEPUYECKOH KOPPECTIOHICHIINY Ha aHTIIMICKOM, (PpaHITy3CKOM B HEMEIIKOM
A3bIKaX (S3bIK BBIOMpAETCs 1O KETAaHUIO CTYICHTA).

36. CocraBiieHue 1 OTIIPaBKa MMChMa Yepe3 dIEKTPOHHYIO TOUTY 3apy0eKHOMY TTapTHEPY.

37.KoppecnoHaeHIIMs, CBsI3aHHAs C IPOBEJCHUEM MEPUOIUUECKUX MEPOIPUATHIA, U Tpovast
KOPPECIOHICHIHSI.

38. OOpa3ibl BAPHAHTOB JIEIOBBIX MHCEM, CBS3aHHBIX C IPOBEACHUEM NEPHOANYECKIX
MEPOTIPUATHIA: THPOPMAIIMOHHO-PEKIIAMHBIC TICbMa, MAChMa-HAITOMUHAHHS.

39. CocraBienue TejaerpaMmm, TeaekcoB U GpakcoB. OCHOBHBIE COKPALICHHUS, HCIIOJIb3YeMbIE ITPH
COCTaBJICHUH TEJIETPaMM U TEJIEKCOB.

40. CocraBieHue 1 OTIIPaBKa IMHUCEM Yepe3 AEKTPOHHYIO OUTY B JIOKAJIbHOW BEIYUCIUTETLHON
CETH.

41. Opranuzanusi paboThl C JOKYMEHTaMH, COJICPKAIIMMU KOH(PUICHIINATbHbBIE CBEICHUSI.
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42. Opranuzanus KOHQUIECHIIMATBLHOTO JeIONPOU3BOICTBA.

43. CocTaB HOPMAaTUBHO-METOAMYECKON 0a3bl KOH(DUICHIIUAIBHOTO JIEIONPOU3BOICTBA.

44, Ponb 1 MeCcTO KOH(GUICHITUATHLHOTO JCJIONPOU3BOACTBA B 00ECIICUCHNUN 3aIIUTHI
KOH(UICHIMATEHOW HH(DOPMALIHH.

45. Co3nanue u yueT KOH(UICHIIMAIBHBIX IOKYMEHTOB, TIOPSIOK 0OpaIieHus ¢
KOH(UICHIIMATLHBIMHA JJOKYMEHTAMHU.

46. Cxema MpOXO0XKJICHUS JOKYMEHTA IPH CO3JIaHUH, PETHCTPAIlMK U BU3UPOBAHUH, Iepeaada
KOH(UICHIIMATBHBIX JOKYMCHTOB BHYTPU OpPTaHHU3AITHIH.

47.CxeMa IpOXO0XKICHUS BXOAIIMX U HCXOASIIUX KOH(DUICHIIHATBHBIX JOKYMEHTOB.

IIpuMepHBIi TeCT JJIs1 UTOTOBOr0 TECTUPOBAHMS |

1. IoKyMeHT — 3TO:
e) MarepuanbHblii OOBEKT, MCIOJIb3YEMBIH IS 3aKPCIUICHHS U XPaHCHUS Ha HEM pPEYCBOM,
3BYKOBOW U M300pa3uTEIbHON HHPOPMALIUU
f) 3aduxcupoBaHHas Ha MaTepHAILHOM HOCUTEIEe HHOOPMALHS C PEKBH3UTAMH, O3BOJISIOIIMU
ee UICHTU(UITPOBATD
g) bnank ¢popmara A4
h) CranmapTHbiii TUCT OyMaru, coepKauuii KaKyo-1100 HHHOpMaIUio

2. 1enonpon3BOACTBO — 3TO:
d) Cucrema xpaHeHHUS JOKYMEHTOB
e) CocraBiicHHE JTOKYMCHTOB
f) JlokymeHTHpOBaHME ¥ OpraHu3anus paboThl ¢ JOKyMEHTaMU

3. YkaxuTe, KaKie CUCTEMbI JJOKYMEHTALUH BBIACISIOT:

d) ®yHKUHOHAIBHBIC M OTPACICBBIC

e) OrpacneBbie 1 MEXKOTPACIICBbIC

f) ®yHKIMOHATBHBIC U MEXKOTPACIICBbIC
4. HopMaTHBHO-TEXHUYECKHI JOKYMEHT, YCTAaHABJIMBAIOLIMN KOMIUIEKC HOPM, HIPaBHJI, TPEOOBaHUH K
00BEKTY ¥ YTBEPIKIaeMbIil KOMIIETCHTHBIMH OPTaHAMH — 3TO:

e) Ceprudukar

f) Crangapt

g) Jlumensus

h) Wucrpykuums

5. UeM onpeznensieTcs cocTaB yIpaBJI€HYECKUX JOKYMEHTOB B OpraHU3alNM:
e) DyHKIUSIMHU OpraHU3aIHU
f) Tlopsimkom perieHus yrnpaBieHYECKUX BOIPOCOB
g) HopmaTuBHBIME aKTamMu
h) OOGbeMoM u XapaKTepOM B3aUMOCBS3EH C IPYTUMH OpraHU3aAUIMH

6. HazoBute dopmarel Oymaru, pa3pemeHHbie 171t 0QOPMIICHHS JIETOBBIX JOKYMEHTOB:
e) Al
f) A3
g) A4
h) A5
7. B Kakux ciaydasix IpUBOJSAT COKpAIICHHOE HAMMEHOBAHNE OPTaHU3AIIIH:
a) Ecnu oHa sBIIIeTCS aBTOPOM JJIOKYMEHTA
b) Ecnu oHO 3aKkperieHO B YUpEAUTEIbHBIX TOKYMEHTaX
C) Ecnu y opranu3zanuu uMeroTcsi QUIHAIIbI, TEPPUTOPUATBLHBIC OT/ICICHHS, TPECTABUTEIbCTRA
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8. SIBysieTcst T HOMEp cueTa OpraHu3aIuy B OaHKe 00s13aTeIbHBIM 2JIEMEHTOM pekBu3uTa 08:

a) /Jla
b) Her

9. SBnaroTcs In YHUBCPCAJIBHBIC CJI0OBA MHOI'O3HAYHBIMH:

10.

11.

12.

13.

14.

15

16.

17.

18.

a) /Jla
b) Her

YKaxuTe CBOWCTBA YIIPaBICHYECKON HH(POPMAIIHH:
€) AIpecHOCTh

f) Kparkoctb Tekcta

0) OdunuansHblii XapakTep

h) To4HOCTH U3TOKECHUS

YupenuTenbHbIi JOTOBOP CONEPHKUT:

a) XapakTepHCTHKY IpeaMera, [esieil U IPUHIMIIOB IS TEIbHOCTH OpraHu3aliu
b) JlomKHOCTHO# M YUCIICHHBIN COCTAB OpraHU3aIH

c) IlpaBa u 00s3aHHOCTH y4peauTeINei

d) CocraB ¥ KOMIIETCHIIHIO OPTAaHOB YIIPABJICHHS

e) Cpok AeicTBUsI U MOPSIIOK MPEKPALICHHS JOr0BOPa

SIBnsercs mu IIpHUKa3 00513aTeNIbHBIM K HCIOJIHEHHIO JJI1 BCEX pa60THI/IKOB ,HaHHOﬁ OopraHu3alnuu:

a) la
b) Her

Kak m3saraercst TEKCT pacriopsAuTEIbHOM YaCTH PaclopPAAUTEIbHBIX JOKYMEHTOB:
a) B mpocurenbHoii hopme

b) B noBenurensHO# hopme

€) B ykasarenbHoit hopme

Ha xakoMm 651aHke 0OpMIISIOTCS paciopsIUTENIbHbBIE IOKYMEHTBI:
a) Ha obmiem 6ianke

b) Ha 6nanke nucsma

€) Ha GnaHke KOHKPETHOTO BUJIa TOKyMEHTA

. PaCHOp}II{I/ITeJ’IBHHC JAOKYMCHTHI BCTYIIAKOT B CUITY:

a) I[locne ux yTBepKACHUS

b) C moMenTa UX MOAMUCAHUS
c) Ilocne ux cormacoBaHus

d) Tlocie ux omyOIUKOBaHUS

Pesrome — at0:

a) Kparkas uadopmarust o cebe, cocTaBieHHas MPETEHACHTOM Ha BAKAHTHOE MECTO.

b) Omnwucanue OCHOBHBIX 3TarioB TPYAOBOW JEATEILHOCTH, COCTABJIICHHOE MPETEHACHTOM Ha
BaKaHTHOE MECTO.

¢) HWudbopmarus B XpOHOJIOTHYESCKOM TIOPSIIKE MPEICTABICHHIA MTPETEHICHTA Ha BAKAHTHOE MECTO
0 CBOEM >KU3HEHHOM IyTH U PO eCcCHOHATN3ME.

YT0 SIBISIETCS] OCHOBAHUEM ISl M3AHUS [IPUKA3a O TIpreMe Ha pabory:

a) VYcTHOE pacropsKeHHe PyKOBOAUTENS OpraHUu3aluu

b) TlucebmeHHOE pacmopsKEHHE PYKOBOIUTEINS OPraHU3aluK

c) TlomnucaHHOE PYKOBOJHUTEIIEM OPTaHU3AIINH 3asBICHUE O IPUEME Ha PaboTy

[TpenbaBnsieTcs aM TPyAOBask KHIDKKA IPpU 0pOpMIIEHHN Ha paboTy MO COBMECTUTEILCTBY:



19.

20.

21.

22.

23

24.

25.
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a) Ma
b) Her

3anuchIBAIOTCS JIM B3BICKAHUSI ¢ PAOOTHHKA B €T0 TPYJOBYIO KHIKKY:

a) Ja
b) Her

JIoKyMeHTO00O0pOT — 3TO:

d) JIBmkeHHe TOKYMEHTOB B OpraHU3aIMHd C MOMEHTA MOJyYCHHUS WA CO3/IaHMs JI0 3aBEPIICHUS
UCIIOJTHEHUS, OTIIPABKHU a[pecaTy WM HAIIPaBICHUH HA XpPaHEHHUE B JICJIO

e) JlBmxeHue JOKYMEHTOB MEX/y OPraHU3alUsIMU

f) JIBmwkeHHe TOKYMEHTOB MEXy OpraHH3alueii U OpraHaMy TOCYIapCTBEHHOM BIIaCTH

KakoBa ocHOBHas 3a/1a4a JOKYMEHTOO0OpOTa:
C) OBICTPOTA B IBUKCHHH JOKYMEHTOB

d) MakcHMHU3aluUs JOKYMEHTOIOTOKA

€) UpPSIMOTOYHOCTh B IBUIKCHHHU JIOKYMECHTOB

B HOMEHKNaTypy J1€1 BKIIFOYAKOTCS:

d) Bce mena opraHu3alyu, KypPHAIbI PETUCTPALIMHU, CIIPABOYHBIC KAPTOTEKU

E) BCC BXOOAIIUEC, UCXOAAINE U BHYTPCHHNUEC JOKYMCHTBI OpraHu3alun

f) nmena u MOKyMEHTBI OpraHM3alUK, KOTOPbIE OTHOCATCS K paboTe ¢ KaJpaMu B OpraHu3aluu

. Kakoe n3 Hrke MMPUBCACHHBIX YTBep)K,I[eHI/Iﬁ SABJIACTCA BEPHBIM:

d) Homenknarypa nen pa3padarbiBaeTcs MOCIIE CO3/IaHMsI OPraHU3alUy U JICHCTBYET 0ECCPOUHO

e) Homenkmarypa nen pa3pa0arbiBaeTcs [OCIE CO3JAHUS OPraHU3alldd ¥ ©KErOIHO
HepeyTBEPIKIACTCS

f) Homenknatypa nen pa3pabarbiBacTCsi MOCIE CO3JAHUsI OPraHM3alMH M IEepeyTBEpKIaeTCs
OIWH pa3 B IIATHb JICT

YTO OTHOCUTCS K CPEICTBAM BIICKTPOHHOTO KOITHPOBAHUS JOKYMCHTOB:
f) Pusorpad

g) UWpenep

h) Kcepokc

i) Ckanep

J) ®paskupoBanbHas MalInHA

Kakoit mpu¢r siBnsiercss OCHOBHBIM ITpHU 0pOpMIIEHUH JOKyMeHTa ¢ moMorsko I1K:
a) Times New Roman 12

b) Times New Roman 14

c) Arial 12

d) Arial 14

Ilonupr1it (I)OHII OLICHOYHBIX CPCACTB IJId IMPOBCACHUA HpOMCXCYTOQHOﬁ arrecralu pasMCeuICH

B 0OaHKe BOIIPOCOB OAJIEKTPOHHOro yueOHoro Kkypca gucuumuinael B OUWOC  yHuBepcuteTa
http://sdo.tolgas.ru/, a Takke XpaHuTCs B OyMaKHOM M (MJIM) SJIEKTPOHHOM BHJE Ha Kadenape-
pa3paboTUuKe.



