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1. HEPEYEHbD INJIAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
AUCHUIVIMHE, COOTHECEHHBIX C IUIAHUPYEMbBIMU  PE3YJbTATAMHU
OCBOEHUSA OBPA3OBATEJIbBHOU ITPOI'PAMMBbI

1.1. Ileab ocBOEHUS M CIUTNIUHBI

[{enbr0 OCBOSHUS TUCIIUTUTHHBI SIBIISICTCS .
- (dopmupoBanue y oOydaronmxcs oO0menpodecCHoHaIbHbIX KOMIIETCHIIMH B 00JacTh
yIpaBJICHUS  TOCYNApCTBEHHBIMH M  MYHHIUIAIGHBIMA  TpeanpusaTusiMu,  dddekruBHOrO

UCTIOJIB30BAaHUS X PECYpPCOB Ha 0a3e MPUMEHEHHs AJIEKTPOHHOTo JOKyMeHToobopoTa 1 CMOB .

1.2. llepeyeHb MIIaHUPYEMbIX Pe3yJIbTATOB 00yUeHH S MO TUCIUIITTHHE

Koa u HaumMeHoBanue
KOMIIETCHIMH

Koa u HaumeHoBanue
HHAUKaTOpa
JOCTHKCHUS KOMIIETCHIMH

IL1anupyemble pe3yJbTATHI 00yYeHHsI 110
JUCIMILTHHE

OIIK-7. Cnocoben
OCYLIECTBIITH
BHYTPUOPraHU3aLMOHHBIE
1 MEXKBCIJOMCTBCHHBIC
KOMMYHUKAINH,
obecreunBaTh
B3aNMOJICHICTBHE OPTaHOB
BJIACTH C TPakJaHaAMH,
KOMMEPYECKUMHI
OpraHU3aIIMHY,
WHCTUTYTaMH
Tpa)XTaHCKOT'O OOIIECTBa,
CcpeACTBaMU MacCOBOM
nHdopmanuu

HOIIK-7.1. [Tpumensier
TEXHOJIOTHH
BHYTPHOPTaHU3ALMOHHBIX
U MEKBEOMCTBEHHBIX
KOMMYHUKalLUH, B TOM
YHCIIe ¢ UCTI0JIb30BaHUEM
3JIEKTPOHHOTO
JOKyMEHTO000pOTa 1
CMDB;

HOIIK-7.2. [Tpumensier
TEXHOJIOTHH
B3aUMOJCHCTBUS OPraHOB
BJIACTH C I'pakJaHaMH,
KOMMEpPYECKUMHU
OpraHu3alMiIMHy,
UHCTUTYTaMH
rpa)kIaHCKOTO OOIIEeCTBa,
CpeACTBaMHU MacCOBOM
HHpOpMAIIH.

3uaer:

TpeGOBaHUs K COCTABICHUIO
JIOKYMCHTOB I10 BHJIaM B pa3pese
(GyHKIUN YIIPaBICHUS U OCHOBBI
OpraHu3aIfu J0KYMEHTO000pOTa;
MOPSIIOK BEJICHUS JICTONPOU3BO/ICTRA,
CTaHIAPTH YHUPHUIUPOBAHHON
CHCTEMBI OPTaHU3AIHOHHO-
pacopIaIUTeIbHON JOKYMECHTAIIH,
eINHYI0 CUCTEMY TEXHOJIOTHIECKOM
JOKYMCHTAITUH,

TTOCTAHOBJICHHUS, PACTIOPSIKCHHUS,
MPUKAa3bl, METOIMYCCKUE U
HOPMATHUBHBIC MATECPHUAIBI 10
OpraHu3aliy, HOPMUAPOBAHUIO U
oriate Tpy/a; HOPMATHBHBIC TPABOBBIC
AKTBI, METOTUYCCKUE MATEPUAIIBI 10
BOMPOCAM OPraHHU3alUH YIIPABICHHUS
MIPOU3BOJICTBOM, IIPOU3BOACTBEHHOTO
IUTAHUPOBAHUS U YIIPABICHHUS
MIPOU3BOJICTBOM, y4eTa M aHAIN3a
pe3yIbTaToOB MPOU3BOICTBEHHO-
XO3SIUCTBEHHOM AESITEIbHOCTH
Ymeer:

NPUMEHHTH TIOTyYCHHbBIC 3HAHUS JIJIS
NPaBUJIIBHOTO COCTABJICHUS H
oopmiteHHs yrpaBlieHYECKUX
JIOKYMEHTOB

®dopmuposath 6a3y JaHHBIX U
pa3pabaTbIBaTh OpraHU3AIIOHHO-
VIIPaBICHISCKYIO JOKYMEHTAIIHIO C
HCTIOJb30BaHUEM COBPEMEHHBIX
TEXHOJIOTHH 3JIEKTPOHHOTO
JOKYMEHT0000poTa

Baapeer:

HABBIKAMHU COCTABIICHHS OCHOBHBIX
YIPaBJICHYECKAX JOKYMCHTOR;
HABBIKAMH Pa3pabOTKH MPEITIOKEHHUM
10 PAIMOHAIM3AINH CTPYKTYPBI
yIpaBJICHUS MPOU3BOICTBOM B
COOTBETCTBHH C IIEJSIMH U CTpaTeruei
OpTaHU3aIH, ICHCTBYIOIINX CHCTEM,
(hopM 1 METOIOB YIIpaBICHUS
MIPOU3BOJICTBOM, TI0
COBEPILICHCTBOBAHHIO
OPraHU3AIMOHHO-PACTIOPSTUTECIBHOMN
JOKYMEHTAITUH U OpTaHH3aIHN
JOKYMEHT0000pOTa, IO BHEIPEHUIO




TEXHHUYECKUX CPEICTB 00paboTKH
“H(pOPMAIIUH, IEPCOHATBHBIX
KOMIIBIOTEPOB U CETEH,
ABTOMATH3MPOBAHHBIX pab0OUnX MECT;
HABBIKAMH OPTaHM3AIUH PaOOTHI IO
COCTaBJICHHIO TIOJI0KEHHUH O
CTPYKTYPHBIXIIOAPA3IEIICHHUIX
(oTmemax, miexax) MPOU3BOICTBEHHON
OpraHu3aIH, JOJKHOCTHBIX
HWHCTPYKIUI paboTHUKaM,00eCcTIeucHIEe
BHECEHUS B HUX HEOOXOIUMBIX
U3MEHEHUH U JJOTIOJTHEHU N

2. MECTO JUCIATIJIMHBI B CTPYKTYPE OBPA3OBATEJIbHON TIPOTPAMMBI

JluciumiinHa OTHOCUTCS K 9acTd, (POpMHUPYEeMOI ydacTHUKaMU 0Opa30BaTEIIbHBIX OTHOIICHHH,
broka 1. Jluciuminael (MOIy ) porpamMMbl 6akaiaBpuara ( O6menpodeccHoHaTbHbIA MOIYJIb).

3. CTPYKTYPA U COAEP) KAHUE JUCIHUIIJINHBbI
3.1. O6beM M CTPYKTYpPa JHCHUITHHBI

OO11ast TpyA0EMKOCTh JUCIUILIMHBL cocTaBisier _3  3.e. (__108  wac.), ux pacnpenencHue
10 BUJaM pabOT U CeMECTpaM MPE/CTABICHO B TaOJIHIIE.

Buanbl yueOHbIX 3aHATHI U Pa00THI 00y4aI0IIUXCS TpyaoemMKoCTh, Yac
OO61as TPYA0EMKOCTh THCIHILIAHBI, YaC 108
KonrakTHasi padoTa 00y4yaromuxcsi ¢ NpenojgaBarteieM 10 BUIaM 36/12
Y4eOHBbIX 3aHATHIl (Bcero), B T.U.:
3aHATHS JIEKIMOHHOr0 THNA (JICKIIHH) 16/ 6
3aHSITHSI CEMHHAPCKOI0 THNA (CEMHHAPHI, PAKTHICSCKHE 3aHATHUS, 20/6
NPAKTUKYMBbI, KOJJIOKBHYMBI M HHBIC aHAJIOTHYHBIC 3QHSTHS)
JaGopaTopHblie pagoThl -/-

CamocTosiTeTpbHasi pad0Ta BCEro, B T.4.: 72192
CaMoIoAT0TOBKA 110 TeMaM (pasjesiaM) JUCIUTLTHHBI 72/ 92
BEINonHeHNEe KypCOBOTO MPOEKTa /KYpCOBOil paboTh -/ -
KoHTpoJb (4ackl Ha IK3aMeH, 3a4eT) -4
IIpomexyTouHas aTTecTauus Audd.3auer

[Mpumeuanue: -/- 06vem uacos coomeemcmeenHo 0Jist OYHOU U OYHO-3A0UHOU hopM 0OyUeHUs

JucuunnnHa peanu3yeTcsl MOCPEeICTBOM IPOBEICHHS] KOHTAKTHOM padOThl ¢ 00yJarouMHUCs
(BKJTFOYAsI MPOBEICHNE TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH ), CAMOCTOSATEIHLHON paboThl 00YJarOIIUXCS

Y IPOMEKYTOUYHOM aTTECTAIUH.

B mnmponecce OCBOCHUA JUCHUINIMHBI MOXKET MTPHUMCHATHCS 3SJICKTPOHHOC O6y‘IeHI/IC n

JUCTaHIIMOHHBIC O6pa3OBaTeJ'II)HI)Ie TCXHOJIOTHH.

B mporecce ocBOEGHHSI TUCHMIUIMHBI O0y4aroluecss 00ecredeHbl JTOCTYIIOM K 3JIEKTPOHHOM
MH(pOpPMallMOHHO-00pa30BaTeIbHON cpeie U AJIEKTPOHHO-OUOIMOTEYHBIM CHCTEMAM.




3.1. Conep:xkaHue TUCHMIINHBI, CTPYKTYPUPOBAHHOE M0 TEMaM

IInannpyembie
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OIIK-7, TEMA 1. JIOKyMeHT U CUCTEMBI 1/0
HNOIIK-7.1, JOKYMEHTALUH
HOIIK-7.2 CopeprxaHue JEKIHH:
1./TokxyMeHTHpOBaHKE: OCHOBHBIC TOHSITHS H
TEPMHHBI.  Buabpl  JOKYMEHTOB U  UX
KJIaccuUKaIHs.
2.CocTtaB HOPMATHBHO-METOJIUYECKON Oa3bl
JIOKYMEHTHUPOBaHWSI yIPaBICHYECKOM
JICSATSIILHOCTH.
3.'ocynapcTBeHHBIC CTaHIapPThI Ha
JIOKYMEHTAIIMIO Y HUDUITUPOBAHHBIE CUCTEMBI
JIOKyMEHTaL1U. Obmepoccuiickue
KIacCU(UKATOPhI TEXHUKO-9KOHOMHYECKON U
connagbHON MHPOPMAIIHH.
YcrHbli
[Mpaktuueckoe 3austue Ne 1. JIokyMeHT U 1/0 Ompoc mo
CHCTEMBI JIOKYMEHTAITUH TCMC,
TECTUPOBAHU
i p
CamocrositenbHas pabora. 5/5
MOJIrOTOBKA
JIOKJIaJI0B
TEMA 2. YrpaBieHuYecKas TOKyMEHTaIUs 1/0
ConeprxaHue JCKIHU:
1.TpeboBaHus K COCTABJICHUIO B O(OPMIICHHIO
JIOKYyMEHTOB, (popMyJsip-oOpasel], CoCTaB H
PacIoioKeHUE PEKBU3UTOB.
2.0OcHOBHBIE TTOJIOKEHUS o
JIOKYMEHTUPOBAHHUIO YIPaBJICHUECKOM
JIeSITeTIbHOCTH. bnanku 17} (dbopmartsr
JIOKYMEHTOB.
3.TpeboBaHus K TEKCTaM JOKYMEHTOB. SI3bIK U
CTHJIb JOKyMeHTa IloaroToBka TEKCTOB C
WCTIONb30BaHMEM  KOMITBIOTEPHOTO  IaKeTa
nporpamm Microsoft Office.
Ipaktuyeckoe 3ausTie Ne 2 YTpaBiieHUECKast 1/0 Ycrubiit
JIOKYMEHTAI[HS oI11poc,
TeCTUPOBaH
ue
CamocrosiTenbpHas padbora. 717 MOATOTOBKA
JIOKJIJIOB
TEMA 3. CocraBienue u odopmienue | 4/2
OCHOBHBIX JIOKYMEHTOB
CozepxaHue JEKLIUU:
1. [Ilpasuna COCTaBJICHHS u




0opOpMIICHUST OCHOBHBIX OpTraHU3aIMOHHO-
MPAaBOBBIX JIOKYMEHTOB: YCTaBa, IMOJIOXKEHUS,
WHCTPYKIINH, JOTOBOPa, KOHTPAKTA.

2. [TIlpaBuna COCTaBJICHHS u
0(QOpMIIEHUSI OCHOBHBIX PACIIOPSIUTEIHLHBIX
JIOKYMEHTOB: MPHKa3a U PacTOPsDKEHUSI.

3. IlpaBuia COCTaBJICHHS u
o opMICHUS OCHOBHBIX CIIPaBOYHO-
WHPOPMAIIMOHHBIX JIOKYMEHTOB: aKTa,
CIIPaBKH, MPOTOKOJIA, CIIYKEOHOM, TOKIaTHOH
1 00BSCHUTENHHOU 3aITHCOK.

4  IlpaBmra COCTaBIICHHS u
odopmIeHUSI JOKYMEHTOB JUYHOTO
MPOUCXOXKJCHUS: OOpallleHue 1o HaliMy Ha
paboty; HaIUCaHue pestome JUTS
MOCTYIUICHUsI Ha paboTy MO KOHKYPCY;
3asiBJIGHHE O  TpuemMe Ha  pabory;
aBToOMOrpadus; xapakTepUCTHKA; 3asBICHUC
0 MepeBoJie, O MPEJOCTABICHUU OTIyCKa H T.
0.

Ipaktueckoe 3amatue Ne 3 CocTaBlIeHHE H 6/2 Cocrapnenue

odopMIIeHHE OCHOBHBIX JJOKYMEHTOB OCHOBHBIX
OpraHu3anuo
HHO-
pacropsiaire
JIbHBIX
JOKYMCHTOB,
TECTUPOBAHU
e

CamocTosTensHas pabora. 13/13 | Cocrasien
W€ ManKu
TeTIo U3
OCHOBHBIX
OpraHu3anu
OHHO-
pacnopsaut
€JIbHBIX
JTOKYMEHTO
B

2/0
TEMA 4. Opranu3zanus JOKyMeHTo0o0opoTa
CopepxaHue JeKITUH .

1.Opraam3anus JIOKyMEHTO000poTA.

Bxomammii  nokymMeHTONOTOK. BHyTpeHHHi

JTOKyMEHTOIIOTOK. VYyer o0bema

JIOKyMEHT0000pOoTa.

2.0praHu3aiioHHOE  MOCTPOCHUE  CIIY>KOBI

JIEIIONPOU3BO/ICTBA.

Tpaxtuueckoe 3anstue Ne 4 OpraHu3aust 1/0 YcTHBIN

JIOKYMEHTO000pOTa oTIpoc,
TECTUPOBaH

nue




CamocrosiTenbHas paboTa.

5/5

MHOJATrOTOBKA
JIOKJIaI0B

TEMADS. Cucremaru3aiis JOKYMEHTOB
ConeprkaHue JIEKINN .
1.06mue TpeboBaHUS K CHCTEMAaTH3AIHNH
JIOKYMEHTOB U (h)OPMHUPOBAHUIO JIETI.
2.CocraBnenue 3aroJIOBKOB nen u
YCTaHOBJIEHWE  CPOKOB  XpaHEHHsS  Jedl.
Homenknatypa nen. ApXuUBHOE XpaHEHHE
JIOKYMEHTOB U JIEJ.

1/0

IMpakruueckoe 3austre Ne 5. Cucremaruzanus
JIOKYMEHTOB.

1/0

YcTHBIN
orpoc

CamocrositenbHas padora.

8/8

MOArOTOBKA
JIOKJIaI0B

TEMA 6. CoBpeMeHHBIE CTIOCOOBI U TEXHUKA
CO37aHHs JOKYMEHTOB

CopeprxaHue JeKIHH .

1. Cpencrsa OPI'TEXHUKH,
UCTIONIb3yeMbIE ~ HAa  aBTOMATH3HPOBAHHOM
pabouem MecTe crieruaIncTa U pyKOBOTUTEIIS.
Knaccubukanus cpeiacTs oOpraHHU3alMOHHON
TEXHUKH  JUI1  COBPEMEHHBIX  O(UCHBIX
TEXHOJIOTH.

2.  Konnenmus 3JIEKTPOHHOTO
oduca.

3. KowmmbloTepHble TEXHOJIOTUU
obecrieyeHus1 yrpaBleHUECKON JIeSTeIbHOCTH:
HHTETPUPOBAHHBIH makeT mporpamm Microsoft
Office.

1/0

[Ipaktuueckoe 3ausatue Ne 6 . CoBpeMEHHBIE
CIoCcOOBI ¥ TEXHUKA CO3/IaHUS JOKYMEHTOB

1/0

YcrHbIN
onpoc

CaMocrosiTenbHas paboTa.

12/12

MHOATrOTOBKA
JIOKJIaI0B

TEMA 7. JlenoBble 1 KOMMEPYECKUE TUCbMa

CogaepxaHue JEKLIUU:

1. Kiaccudukamuss u  CTpyKTypa
JIENIOBBIX THCEM PEKBU3UTHI MHUChMa M UX
pacrionoxenne. CranmaptHele  ¢pasbl  H
BBIPAKCHHS.

2. OOpa3upl BapHaHTOB JIEJIOBBIX
MUCEMA-TIPOCKOBI,  TTMChMa-OTBETHI

COTIPOBOIUTEIBHBIE MUCHbMa,
rapaHTUHHBIE

HHCEM:
(oTKa3bl),
HChMa-TIOITBEPIKACHUS,
NHChMA.

2/0

Ipakruueckoe 3austre Ne 7 JeoBbie u
KOMMEpUYECKUE MUChbMa

4/2

CocTaBieHn
ne




JIETIOBBIX
KOMMepJec
KHX IHCEM
CamocrositenbHas padora. 12/12 CocraBiieH
ue JIENOBBIX
HceM
TEMA 8. [IpaBuiia 1 opMBI KOMMEPIECKOM
MEPENHCKH C 3apyOeKHBIMH MTapTHEPAMH
ConeprkaHue JICKIHN:
1. Jlekcuka u CTHJIb
KOPPECTIOHICHIIH, OOIIeTIPHHATEIC B
MEXKIYHApOIHOM M JISJIOBOM MHpe. THIOBbIE
(hpassr u MOJIC3HBIC BBIPXKCHHUS,
HeoOXoauMble TIpu  cocrapienud nmcem | 1/0
3apy0e)KHOMY TIapTHEPY.
2. ChoMmcoKk  COKpalleHHH,  4YacTo
BCTPEYAIOMINXCS B KOMMEPYECKHX MMUCbMaXx.
3. ®opMBI KOMMEPYECKHX ITHCEM:
cOop uH(pOpMaNMKU O JCJIOBOW aKTHBHOCTH,
pecrniekTabenbHOCTH (UPM; TPEATIOKESHHUS U
OTKJIOHEHHE TIPEUIOKESHUH U Jp.
4.  OcobeHnHocTH KOMMEpPUYECKOH
KOPPECIOHACHIINH Ha AHTJIHHCKOM,
(hpaHIly3cKOM ¥ HEMEIKOM S3BIKax (S3BIK
BEIOHpAeTCs 10 KEJIaHUIO CTY/ICHTA).
2/1 VCTHbIi
orpoc,
[paxtnyeckoe 3austue Ne8 . [IpaBuia u Gopmsl
KOMMEPYECKOH MEPETNCKH C 3apyOeKHBIMH COCTaBJICHH
napTHepamu € MMceM Ha
MHOCTPaHHO
M SI3BIKE
CamocrosTensHas pabora. 4/10 | Cocrasien
ue mIchkMa
3apyOexkHO
My
napTHepy
TEMA 9. KoppecnoHieH11sl, CBA3aHHAs C
MPOBEIEHNEM EPHOANYECKUX MEPOTIPUSTHH,
U TIpoYasi KOPPECTOHACHIIHS
CopaepxkaHue JeKLUU:
1/0

1.006pa3ibl BapHaHTOB JICTOBBIX ITUCEM,
CBSI3aHHBIX C NMPOBEJICHUEM TIEPUOIMUECKIX
MEpOTNPUITHI: HH(POPMAIIMOHHO-PEKIaMHBIC
MHUCHbMa, MMChMa-HaIOMUHAHHA.

2. CocraBieHue TEeJNerpamm,
TenekcoB U (pakcoB. OCHOBHBIC COKpAICHUS,
UCIIOJIb3YEMbIC TIPH COCTABJIICHUH TeJerpaMMm




U TEJIEKCOB.

3. CocraBieHre ¥ OTIpaBKa MUCEM
yepe3 DIEKTPOHHYIO TIOYTy B JIOKAJBHOW
BBIYHUCIUTEILHOM CETH.

2/1 VerHBI
ompoc,
[paxruueckoe 3anstre Ne9 KoppecnonieHus, COCTABJIEHU
CBSI3aHHAsI C IIPOBEICHUEM IIEPHOIUUCCKUX e Pounx
MEPOIPUATHH, U TIPOYAst KOPPECIIOHACHIIUS JIOKYMEHTO
B
CamocrosTensHas padora. 3/10 | CocraBnen
ue
nHpopMaIu
OHHO-
PEKIaMHBIX
IHCEM
TEMA 10. Opraanzanus paboThI ¢
JIOKYMCHTaMH,
coJiepKaIluMU KOH(PHUICHIIUAIbHEIC 2/0
CBEIECHUS
CoaepxkaHue JEKLNU:
1. Opranuzamnus
KOH(UACHIIUATBHOTO JIEIONIPOU3BOICTRA.
CocTaB  HOPMATHUBHO-METOIMYECKON  0a3bl
KOH(HICHIIUATEHOTO JIEJIONPOU3BOJICTBA.
Poib u MECTO KOH(UICHIIUATBHOTO
JICTIONIPOM3BOJICTBA B OOCCIICUECHUM 3alllUThI
KOH(UACHIINATBHON HH(pOpMany.
2. Coznganue u y4er
KOH(QUIACHIUAIBHBIX JIOKYMEHTOB, IOPSIOK
oOpareHus C KOH(UICHITUATEHBIMH
JIOKYMECHTaMH.
3. Cxema HmpOXOXKJIEHUS JOKYMEHTa
NpU CO3J[AHWH, PETHCTPAIMM U BU3UPOBAHHH,
nepefaya KOH(DUICHIMATBHBIX JTOKYMEHTOB
BHYTpH opranm3anuu. CxemMa IpOXOXICHUS
BXOJIAIIMX M MCXOIANINX KOH(PHUICHIIHAIBHBIX
JIOKYMEHTOB.
2/0 CocraBieH
M€ CXEM
IMpaktuueckoe 3ausatue NelO0 Opranm3arus HPOXOKIEH
paboTHI C TIOKyMEHTaMH, us
coJiepKaliuMy KOH(PHUICHIIUATEHEIC BXOIAIINAX
CBEICHUS u
HCXOIAINX
KOH(UICHIT
HaJIbHBIX
JIOKYMEHTO
B
CamocrosTenbHas padora. 3/10 IMOJTOTOBKA
JTOKJIAJIOB
UTOro | 16/ | -/- | 20/ | 72/92
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[Ipumeuanue: -/- 06vem uacoé coomeemcmeeHHo st OUHOU U OUYHO-3A0HHOU POopM 0OyUeHUs



4. METOAJUYECKHME VYKA3AHUA [JI1 OBYYAIOIUXCA IO OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

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

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXcsi HABBIKOB KOMAaHHOW Pa0OThI, MEKITMYHOCTHONH KOMMYHUKAIIUHU, IPUHSTUS PEILICHHH,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJIEHHOIO Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIICAOBAaHHUH, IMPOBOIMMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

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

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OI[CHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUECHKH 3HAHWHA, YMCHHI, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIICTCHIIMU IO
JTUCIUTUTMHE TIPUMEHSIETCS OaJUIbHO-PEUTHUHTOBAasl CHUCTEMa KOHTPOJS M OICHKH YCIIEBaGMOCTH
CTyZIeHTOB. B OCHOBY Oa/UIbHO-PEHTHHTOBON CHCTEMBI TOJIOKEHBI NPHHIUIBI, B COOTBETCTBHU 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 JEKIIMOHHOI'0 THIIA
JIeKIMOHHBI KypC MpEaIonaraeT CUCTEMaTU3UPOBAHHOE H3JI0KEHHUE OCHOBHBIX BOIIPOCOB
TEMaTUYeCKOro IulaHa. B Xozae JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCA 0a30BbIE BOIPOCHI B pamKax
KaKIO0W TeMbl JUCHUIUIMHBI. O003HaYar0TCs KIHOYEBBIE aCMIEKThI TEM, a TAK)KE JIEJIal0TCs aKIEHTHI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JIekuMOHHBIE  3aHATHS  NPOBOAATCS B NOTOYHOW  ayIUTOPUUM C  NPUMEHEHHEM
MYJIbTUMEAUMHOTO MpOoeKTopa B BUJe yueOHOM npe3enTauuu uin B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeZieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEIUIEKT-KapT.
OTtnenpHBIE TEMBI ITPEIaraloTcs 1l CAaMOCTOSTENIBHOTO U3Y4YEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
MPAKTUYECKUM 3aHATUSM / 71a00paTOpHbIM pabOTaM M BBINOJHEHUS 33JaHUA CaMOCTOSATEIbHOU
paboThI, a TaKKe K MEPONPHUATHAM TEKYILEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTecTalliu
10 TUCLMIUIMHE.

4.3. Meroanyeckue YyKa3aHusi Ui OOYYAIOIIMXCSl 1O OCBOEHUI0 JAUCHHUILUIMHBI Ha
JIa00paTOPHBIX padoTax ( He MPexyCMOTPeHbl Y4eOHbIM IIAHOM)

4.4. Meroanueckue YyKa3aHusi AJsi 00yYAIOUIUXCS IO OCBOEHUIO UCHUILIMHBI Ha
3aHATHAX CEMHHAPCKOI0 THIIA/ HA NPAKTHYECKHUX 3aHATHAX

[IpakTuueckue (CeMHUHApCKHUE) 3aHATUS MPEICTABIAIOT CO0OM JeTanu3aluio JIEKIHOHHOTO
TEOPETUYECKOI0 MaTepHala, IpPOBOAATCS B LIENAX 3aKPEIUIEHUs Kypca M OXBaThIBalOT BCE OCHOBHBIE
pa3nenbl. OCHOBHOM (opMOIl MNpOBEAEHHUS CEMUHApPOB U MPAKTUYECKUX 3aHATUN SBISETCS
oOcyxneHue HamOosiee MPOOJEMHBIX M CIOKHBIX BONPOCOB MO OTHACIBHBIM TEMaM, a TaKke
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COCTaBJICHUE OCHOBHBIX OPraHH3AIIMOHHO-PACTIOPSIUTEIBFHBIX TOKYMEHTOB M pa30op MPHUMEPOB U
CUTYalluil B ayTUTOPHBIX YCIOBHSIX.

[IpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00YJaAIOMUXCsl 00CCTICUHBAIOT:

- IPOBEPKY M YTOYHEHHUE 3HAHUH, TOJIyYCHHBIX Ha JICKIUSX;

- MOJTyYSHHE YMEHUI M HABBIKOB COCTABIICHHSI TOKJIAJ0B ¥ COOOIIEHHH, 00CYKIEHUS BOIIPOCOB
1o yyeOHOMY MaTepuaty AUCHUILTUHBL;

- IOJTyYCHHE YMEHUI M HABBIKOB COCTABIICHHSI OCHOBHBIX YIIPABICHYECKHX JIOKYMEHTOB B
cootBercTBUM ¢ TpeboBanusmu YC OPI 1 I'CHOY;

- TIOJ[BEJICHUE MTOTOB 3aHSATHI MO PEHTHHTOBOW CHCTEME, COTJIACHO TEXHOJOTHMUYECKOW KapTe
JVCIIATUTAHBI.

[IpakTuyeckue 3aHATHA OPraHU3YIOTCS, B TOM 4HUCIe B (OpPME MPaKTHUYECKOW MOATOTOBKH,
KOTOpasi MpeayCMaTpUBaeT ydacThe OOy4aroIIMXCsl B BBIMOJIHEHUH OTIENIBHBIX 3JIEMEHTOB paloT,
CBSI3aHHBIX ¢ OyayIei mpodeccuoHaNbHON AesITETbHOCTBIO.

4.5. MeToanyecKkue YKa3aHus M0 CaMOCTOAITEIbHOI padoTe o0y4yarommuxcst

CamocrosTenbHas paboTa obecrieunBaeT NOArOTOBKY 00yYaroIerocst K ay JMTOPHBIM 3aHSITUIM
U MEPONPHUATHSAM TEKYIIEro KOHTPOJII M MPOMEKYTOYHOW aTTECTAlMH MO M3y4aeMO#l IUCIUIUIMHE.
Pe3ynbrarhl 3TON MOATOTOBKH MPOSBISIOTCA B aKTUBHOCTH OOYYAIOLIErOCsl Ha 3aHATHSIX U B KaueCcTBe
BBINTOJIHEHHBIX MTPAKTUYECKUX 3aIaHUI U APYTHX POPM TEKYIIETO KOHTPOJIS.

CaMocTosiTenbHast paboTa CTYJACHTOB BKIIFOUYAET:

1. U3yuenue yueOHOM TUTEpATyphI IO KYpCY.

2. [TonroroBka JOKJIa0B U HAYYHBIX CTaTeH

3. Paboty ¢ pecypcamu HTepHET 31€KTpOHHAs OMOITNOTEKA, KOHCYIBTAHT ILTIOC

4.CocraBieHre OCHOBHBIX OPTaHU3AlMOHHO-PACTIOPSIAUTEIBHBIX TOKYMEHTOB C COOTBETCTBUU
¢ 'OCTP 7.0.97-2016 1o Temam mpakTuaeckux padot Ne3,7,8,9

5. TloaroToBKy K TECTUPOBAHUIO 1O TeMaM Kypca 1,2,4

6. IToAroToBKY K MPOMEKYTOYHOM aTTECTAIIUH 110 KYPCY ITUCIUILINHEL.

[Ipy BBIMOJIHEHUM 3aJaHUN I CAMOCTOSITEIBHOM paboThl pPEKOMEHIyeTcsl MpopadoTka
MaTepHaJIOB JIEKINHI MO KaKJI0M IPOHJICHHON TEME, a TAK)KE U3YYEHHE PEKOMEH1YEMOM JINTEpaTyphl.

Jns oOyyaromuxcs 1Mo O4YHO-3a04HOM (opMe 0OydeHHUs: caMoCTosiTeNbHas paboTa sIBIIsSETCS
OCHOBHBIM BHJIOM Y4EOHOH NIESTETHHOCTH.

s oOecrieueHHs] CaMOCTOSITENbHOW pabOThl OOYYaroIUXCsS HCHOJIB3YETCS AJIEKTPOHHBIN
yaeOHbIi Kypc, coznannbii B DMMOC ynuBepcutera http://sdo.tolgas.ru/

5. YYEBHO-METOJMWYECKOE W HWH®OPMAIMOHHOE OBECNEYEHHUE
T CHUTIIMHBI

5.1. IlepeyeHb OCHOBHOH W JONOJIHHUTEAbHON y4eOHOH JIMTepaTypbl, HCOOXOAMMOH JIsi
OCBOCHMS IMCIUIIHHBI

Besi nuteparypa, BKIIIOYEHHAss B JIaHHBIA IE€peYeHb, MPEJACTaBlI€HAa B BHJIE AJIEKTPOHHBIX
pecypcoB B 3ekTpoHHON Oubmmoteke yHuBepcurera (ObC). Jluteparypa, ucnonb3zyemas B e4aTHOM
BUJIE, NIPE/ICTaBlIeHa B Hay4yHOU OMOIMOTEeKe yHUBepcuTeTa B o0beme He MeHee (0,25 HK3eMIUISIpOB Ha
OJTHOTO 00YyYaroImerocs.

OcHoBHasi IMTEepaTypa
1. Kpoxosa, H. II.
JIoKyMeHTHpOBaHHE YIPaBIEHUYECKOH NeATEIbHOCTH : yuel. mocobue /Ui CTYACHTOB BY30B 110
Harpasienuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymenT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsiciiee oopa3oBanue - bakanaspuar). - URL: https://znanium.com/read?id=359359
(mata oopamenus: 05.02.2021). - Pexxum goctymna: muist aBTopu3. monb3opareneii. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TekcT : 2MEKTPOHHBIH.
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2.Kupcanosa, M. B.

Kypc nenonpousBoactsa. JJokyMeHTaIlMOHHOE OOECTICUeHUE YIIPABJICHUS : yuel. MocoOue s By30B
no HanpasieHusM noarot. 38.03.01 "Oxonomuka", 38.03.02 "MenemxkMeHT" KBaTM(PUKALIHS
(cremensn) «OakamaBp» / M. B. Kupcanosa, FO. M. AkcenoB ; HoBocu0. roc. yH-T 9KOHOMHUKH U YTIP. -
6-e u3 ., ucnp. u gom. - Jlokyment read. - Mocksa : UHOPA-M, 2020. - 257 c. - (Beicmiee
obpasoBanue - bakanaspuar). - Kpar. cinos.-cripas. - Kpart. cnos. tepmunos. - URL:
https://znanium.com/read?1d=358180 (mara obpamenus: 18.01.2021). - Pexxum noctyma: njis aBTOpH3.
nonb3oBareneit. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 31eKTPOHHBIN.

3. OcCHOBBI /1€JIONPOU3BOACTBA : yuel. mocodue /1 By30B 10 HampapiieHuto moarot. 38.03.01
"JxoHomuka" (kBanudukanus (crenens) "6akanasp") / A. M. Acanues, U. 1. Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucrp. u jgom. - Jlokyment read. - Mocksa : UHOPA-M, 2021. -
146 c. - (Beiciiee oOpa3oBanue - bakanaBpuar). - [Ipum. Bomp. k 3x3aMeny. - Kpar. TepMUHOJIL. CIIOB. -
URL: https://znanium.com/read?1d=374319 (nata o6pamenus: 08.04.2021). - Pexxum gocryna: s
aBTOpH3. mosp3oBarenei. - ISBN 978-5-16-108215-7. - Tekct : 31eKTpOHHBIH.

JlonoIHUTEIbHAS JIUTepaTypa

4. YueOHO-MeTOoAu4YeCcKoe nocodue no nucuumniute "JlokyMeHTUpOBaHHe YIIPaBJIeHYeCKOM
AesATeIbLHOCTU" : 7151 CTy/IeHTOB HarpaBieHus noArot. 38.03.01 "DxoHnoMuka"HanpaBIeHHOCTH,
npoduneit "IxoHoMuUKa IpeanpusTuil u opr.", "byxrant. yder, ananus u aynut", "Kommepuus",
HanpasyieHus noarot. 38.03.04 "I'oc. u myHuuuI. ynp." HanpaBiaeHHOCTH, poduiis "['oc. 1 MyHHULIUII.
ymp.", HanpaBneHus noarot. 27.03.02 "Yup. kauecTBoM" HanpaBiIeHHOCTH, ipoduiis "Yrp.
KayeCTBOM B IIPOU3B.-T€XHOJ. cucTreMax", HanpasieHus noarot. 38.03.02 "MenemxmeHT"
HanpaBlieHHOCTeH, npoduei "Menemxkment opr.", "Yop. Mansim 6usHecoM", "DOUHAHCOBBIIH
MeHeKMeHT", "Y1ip. npoektamu", HanpaBieHust noarot. 43.03.02 "Typusm" HanpaBieHHOCTH,
npoduns "TexHol. u opr. Typorepar. u Typareut. yciyr", HanpasiaeHus noarot. 43.03.01 "Cepuc"
HarpaBJIeHHOCTH, pod s "Opr. mepeBo30K U ynp. Ha TpaHcn.", HanmpasiueHusro moarot. 10.03.01
"Uudopm. 6e30macHOCTh" HarpaBIeHHOCTH, Tpoduiis "Opr. ¥ TEXHOJIOTUS 3aIUThl HHPOPM.",
HanpasyieHus noarot. 43.03.03 "T'octuHny. neno" HanpaBieHHOCTH, npoduis "['octuHny. n
pectopan. aestensHocTh" / [ToBOIK. Toc. yH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad. "DxoHomuka u
yrp." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment Adobe Acrobat. - Tonbsittu : [IBI'YC,
2019. - 1,47 MB, 116 c. - TTpu. - URL: http://elib.tolgas.ru/publ/Metod_DUDb_B_31.01.2019.pdf
(mata obpamenus: 19.11.2020). - Pexxum goctyma: st apropu3. monb3oBareneit. - 0-00. - Teker :
JJIEKTPOHHBIN.

5. Y4eOHO-MeTOoAMYecKoe Mocodue o JucuumninHe " J[okyMeHTHPpOBaHHe YIIPABJIeHYeCKOMH
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. KoBrynenko. - Jlokyment Adobe Acrobat. - Tonpartu
:[IBI'YC, 2019. - 1,45 MB, 115 c. - IIpun. - URL:

http://elib.tolgas.ru/publ/Metod DUDb TD 31.01.2019.pdf (nata ob6pamenus: 19.11.2020). - Pexum
noctyna: sl apTopu3. monb3oBateneit. - 0-00. - Tekct : aIeKTpOHHBIH.

6. Mureas, . H.
JlokymeHTHpOBaHHE YIIpaBiIeHYeCKOH aesTenbHocT. Kypce nekiuii : yue6. mocooue / Y. H. Murens ;

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

7. Ky3nenos, U. H.

JenonpousBoacTBo. JlokyMeHTalIMOHHOE 00eCTIeUeHHEe 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 : HemoCpeICTBEHHBIH.
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HopmaTuBHO-ipaBoOBbIE AKTHI

1. Konctutynus Poccuiickoit @enepanuu (IpUHATa BCEHAPOAHBIM rojocoBanueM 12.12.1993 c
U3MECHEHHSIMU, OJIOOpEHHBIMH B Xoze oOmepoccuiickoro ronocoBanusi 01.07.2020) . - Tekcr :
snexkrpounsiii // Koucynasrantllmoc : caiit. — URL: http://www.consultant.ru (mara oGpamicHwust:
26.04.2021).

2. I'OCT P 7.097 — 2016 «Cwucrema crtanaapTtoB 1o HHGpOpMAIHMH, OUOIMOTEYHOMY MACIYy.
OpraHu3anroHHO-PaCIIOPAIUTEIbHAs JOKyMEHTaus. TpeOoBaHus K O(GOPMIICHHIO JTOKYMEHTOB)
(BBeneH B aeiicteue ¢ 01.07.2018 1.)

3. ®epepanpbiii 3akoH oT 27.07.2006 Ne 149-®3 (pen. 28.07.2012) «O06 wunbpopmamnumy,
UH()OPMAIIMOHHBIX TEXHOJIOTHSIX M O 3aIUTE HHPOPMALIHN.

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

5. @enepanpubiii 3akoH 0T 10.01.2002 Nel-®3 (pen. 08.11.2007) «OO6 snekTpoHHON 1HU(POBOI
MOJITTHUCI.

6. ®enepanpHblii 3akoH oT 27.12.2002 Nel84-®3 (pen. 03.12.2012) «O TexHHUYECKOM
PEryIUpPOBAHUN) .

7. ®enepanbHbiii 3ak0oH 0T 22.10.2004 Nel25-®3 (pex. ot 11.02.2013) «O6 apxuBHOM [ene B
Poccuiickoit denepanuiny.

8. ®enepanbhblii 3ak0H OT 21.07.1993 No5485-1 (B pen. 08.11.2011) «O rocynapcTBeHHOI TaliHEe».

9. ®enepanbhblii 3akoH OT 29.07.2004 Ne98-D3 (pen. ot 11.07.2011) «O xomMMepueckoii TaltHE.

10. ITocranosnenue IlpaBurensctBa PO ot 17.06.2004 (pen. 24.03.2011) Ne 290 «O denepansHoM
ApPXUBHOM areHTCTBE.

11.1lpaBuna mnpenocTaBiIeHUs ycayr TeserpaHoi  cBA3M, yTBepkIeHbl IlocTaHoBieHuEM
[IpaBurtensctBa Poccuiickoit deneparuu ot 15 anpenst 2005 r. Ne 222 (8 pen. 31.01.2012).

12.«I'OCT P 7.0.8-2013. Hammonaneubiii cranmaptr P®. Cucrema craHmapToB 1Mo WH(POpPMAIWH,
OMONMMOTEYHOMY M H3JATEIbCKOMY Jely. Jlelnonmpou3BOACTBO M apXUBHOE Jeno. TepMUHBl U
OIIPEICIICHUS.

13. «OK 011-93. O6umepoccuiickuii Ki1acCU(pHUKATOp YIpaBIeHUYECKOH TOoKyMeHTauuu» (yTB.
[TocranoBnenuem ['occranmapta P® ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).
14.  «locynapcTBeHHass cHUCTeMa JOKYMEHTAllMOHHOro obecneueHust yrpaBieHus. OCHOBHBIE

nojoxenus. OOmme TpeOOBaHUSA K JOKYMEHTaM M CIyk0aM JOKYMEHTAI[MOHHOIO OOeCreyeHMs»
(omobpena komnerueit I'maBapxua CCCP ot 27.04.1988, Ilpuka3 I'maBapxuBa CCCP ot 23.05.1988
Ne33).

5.2. IIpogeccuonanbHbie 0a3bl JaHHBIX, HHAOPMANMOHHO-CIIPABOYHBIC CHCTEMBI,
HHTEPHET-Pecypcehl

1. eLIBRARY.RU : nayunas snexTpoHHas OubOnuoreka : caiit. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mara oOpamenus: 09.02.2021). — Pexum pgocTyma: Ais 3aperUCTPUp.
MOJIb30BaTeNe. — TEeKCT: EKTPOHHBIMN.

2. TAPAHT.RU : undopm. — npasooii noptan : [caiit] / OO0 «HIII «I'APAHT-CEPBUC». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara ob6pamenust 09.02.2021). - TekcT :
3JIEKTPOHHBIMN.

3. Koncynprantllmtoc : cnpaBounasi npaBoBasi cucrema : caiit / 3A0 «Koncynbrantllmocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara oopamenus 09.02.2021). - Tekcr :
3JIEKTPOHHBIMN.

4. DnexTpoHHas OubOinoTreyHas cuctema IlOBOKCKOrO TrocyaapCTBEHHOTO YHUBEPCHUTETA
cepsuca : caiit / ®I'BOY BO «IIBI'YC». — Toaesrtu, 2010 - . - URL. : http://elib.tolgas.ru
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(mata oOpamenus 09.02.2021). - Pexum mocTyma: Ijis aBTOpHU3. Mosb3oBareneil. - Tekcr :
JJIEKTPOHHBIN.

5. DnekTpoHHO-OMONMMOTEYHass cuctema Znanium.com : caiit / OOO "3HAHUYM". — Mockga,
2011 - . - URL: https://znanium.com/ (mata o6parienus 09.02.2021). - Pexum moctymna: s
aBTOPU3. II0JIB30BATENIECH. - TEKCT : AIIEKTPOHHBIN.

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

5.3. IlporpammHoe obecnieueHue

NudopmannonHoe obecriedeHre y4eOHOro mpolecca MO AUCHUILIMHE OCYIIECTBISIETCS C
UCTIOJIB30BAaHUEM  CJEAYIOLIET0 IPOrpaMMHOTO oOecrieueHus: (JMIEH3MOHHOTO U CBOOOJHO
pacmnpocTpaHsieMoro), B TOM YHCII€ OT€YECTBEHHOT'O IIPOU3BO/ICTBA!

Ne HaunmeHoBanue YcaoBus focryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JTULEH3MOHHBII
JIOTOBOD)

2 Microsoft Office U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIULEH3UOHHBII
JIOTOBOD)

3 Koncynsrantlntoc U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIULEH3MOHHBII
JIOTOBOD)

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

WHuTepHeT (JIMIIEH3MOHHBIN 10r0BOP)

6. OMUCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bl, HEOBXOJIUMOM JIJIs
OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA ITIO JUCIIUITJIMHE

ITomerienust npencTaBisiioT coboil yuyeOHble ayIUTOPUM AJIS MPOBEACHUS YUYEOHBIX 3aHITHH,
NPEIYCMOTPEHHBIX YYEOHBIM IUIAHOM H pabodeld MporpaMMON JTUCIMIUIMHBI, OCHAIEHHBIE
000pyIOBaHUEM U TEXHUYECKUMHU CPEICTBAMH O0OyUEHHUSL.

3aHATUA JIEKIMOHHOIO THMA. Y4YeOHbIE ayAWTOPUH JUIS 3aHSATUH JIGKIMOHHOTO THIIA
YKOMILIEKTOBAaHbI MEOENbIO M TEXHUYECKUMHU CPEICTBAMU O0YUEHUsI, CIIYKAIIUMU JJIsl IPEICTaBICHUS
yaeOHOM nH(popmaIuu (CTalmoHapHbBIE WK MIEPEHOCHBIE HAOOPHI IEMOHCTPAIITMOHHOTO 000PYI0BAHUS
(IpoeKTop, IKpaH, KOMIBIOTEP/HOYTOYK), y4eOHO-HArNsIHble mocoOus (Mpe3eHTaluu MO0 TeMaM
JeK1ui), o0ecreunBalie TeMaTUYECKHe WILTIOCTpAllMM, COOTBETCTBYIOLIME JaHHOM IpOrpaMme
JUCITUTIAHBI.

3aHATHA CeMHMHAPCKOro TUMNAa. Y4eOHble ayAUTOPUM JUIsl 3aHATHUI CEMHHApCKOro THUIa
YKOMILIEKTOBAaHBI MEOENbIO M TEXHUYECKHUMHU CPEACTBAMU O0YUCHUS, CITYKAIUMHU AJIs TPEICTaBICHHUS
yaeOHoi nH(popMmaIuu (CTarmoHapHbBIE WIIH TIEPEHOCHBIE HAOOPHI IEMOHCTPAITMOHHOTO 000PYI0BAHUS
(IpoeKTOop, 9KpaH, KOMIIbIOTEP/HOYTOYK).

IIpome:xxyTounast arrecraums. J[nf mnpoBeneHUs NPOMEKYTOUYHOM aTTECTallMH IO
JUCHUIUIMHE HCHOJb3YIOTCS KOMIBIOTEpHBIE KJIACcChl, OCHAI[EHHbIE KOMITBIOTEPHOH TEXHHKON C
BO3MOXXHOCTBIO TMOJKIIOYEHHUs] K ceTH HHTepHeT M obecriedyeHHeM JOCTyna B 3JIEKTPOHHYIO
UHPOPMALIMOHHO-00pa30BaTeNbHYI0  CpeAy  yHHUBEpCUTeTa  W/WiIM  y4yeOHble  ayIUTOPHH,
YKOMILJIEKTOBaHHbIE MEOEIIbIO U TEXHUUECKUMHU CPEICTBAMU O0yUEHUSI.

CamocrosiTeibHasi pabora. IlomemeHuss Uit CaMOCTOATENBHOM pabOThl  OCHAIIEHBI
KOMIIBIOTEPHONM TEXHUKOH C BO3MOXHOCTHIO MOAKIIOUEHUS K ceTH «VHTepHeT» U JOCTyNnoM K
AJIEKTPOHHOM  HMH(pOpPMAIIMOHHO-00pa3oBaTeNbHOM  cpene  yHHMBepcurera. [l opraHu3anuu
CaMOCTOSITEIbHON pabOThI 00yUYarOIIMXCS UCTIOIB3YIOTCS:

KOMITBIOTEPHBIE KJIACChl YHUBEPCUTETA;


http://www.garant.ru/
http://www.garant.ru/
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OoubnroTeka (Mearas3ai), UMEIoIas MecTa il OOyJaronIuXcsi, OCHAIIICHHBIE KOMITBIOTEPAMH C
JOCTYTIOM K 0a3aM JaHHBIX U ceTH VIHTepHeT.

JJleKTPOHHAsi HMH(OPMAINMOHHO-00pa3oBarejbHast cpena yHuBepcurera (IUOC).
Kaxnaplii oOydaromuiics B TEYEHHE BCEro Tepuoaa oOydeHHs O00eCnedeH WHIWBHYaTbHBIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHON MH(OPMallMOHHO-00pa30BaTeNIbHOM Cpe/ie YHUBEPCUTETA
(OUOC) http://sdo.tolgas.ru/ u3 nroboOW TOYKH, B KOTOPOH HMMeeTcss JOCTYN K HH(OpMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTH "MHTepHeT", KaKk Ha TEpPUTOPUN YHUBEPCUTETA, TAK U BHE €€.

OUOC ynuBepcurera 00eCreunBaeT:

JOCTyll K Y4eOHbIM IUIaHaM, pabo4yuM mporpamMmaM JUCHHUIUIMH (MOAylsel), ImporpaMmmam
MPAKTUK, OJJIGKTPOHHBIM Yy4YeOHBIM HW3JIaHUSAM U BJIEKTPOHHBIM 00pa30BaTelIbHBIM pecypcam,
YKa3aHHBIM B pa004MX MporpaMMax JTUCIHUIUTHH (MOIyJeH ), mporpaMMax MpakTuK;

(bopMUpOBaHHE AIEKTPOHHOTO MOPTQOINO 00yUYaIOUIerocsi, B TOM YHCJIe COXpaHEHHE ero padboT
Y OLICHOK 32 3TH PaOOTHI.

B cnyuae peanuzanuu o6pa3oBareabHONM IPOrpaMMbl C IPUMEHEHUEM 3JIEKTPOHHOTO O0y4YeHHs,
JTUCTAHIIMOHHBIX 00pa3oBarenbHBIX TexHOMOorui DNOC MONMOTHUTENHEHO 00ECTICYNBACT:

¢bukcanuo xoxa oOpa3oBATENBLHOTO MpOIECcCca, Pe3yIbTaTOB MPOMEKYTOYHOW aTrTecTaludl U
pe3yIabTaTOB OCBOCHHS 00pa30BaTEIbHON IPOrPAMMBI;

MPOBeJICHUE YUEOHBIX 3aHATHH, MPOLIETYP OLIEHKH Pe3ylIbTaTOB 00yUeHHs, peau3alns KOTOPhIX
MpPEeAYyCMOTpPEHa C MPUMEHEHHEM DSJEKTPOHHOTrO OOy4YeHHMs, IHUCTAHIUOHHBIX O00pa30BaTEIIbHBIX
TEXHOJIOTHH;

B3aUMOJICHCTBUE MEXKY YYaCTHUKaMH 00pa30BaTEIbLHOTO MPOIIECCa, B TOM YUCIIE CHHXPOHHOE U
(WIIM) aCHHXPOHHOE B3aMMO/ICHCTBHS TOCPEACTBOM ceTH "MHTepHeT".

7. OCOBEHHOCTH OPI'AHU3ALIUU OBYYEHUA  JJIA JIMI C
OI'PAHUYEHHBIMHU BO3MOXKHOCTAMMU 3JOPOBbs U UHBAJINIOB

[Ipu HeoOxomammocTu paboyas MporpaMma AWCLMIUIMHBI MOXET OBITh aJanTUpOBaHA IS
oOecrieyeHus O6pa3OBaTeJ'II)HOFO mnmponecca MHBAJIWAOB U JIUI C OrpaHUYCHHBIMHU BO3MOKHOCTAMH
3/10pOBbsI, B TOM UHUCIIE Ul JUCTaHIMOHHOrO oOyueHus. [y aToro tpeGyeTcs 3asBieHUE CTYAEHTA
(ero 3aKOHHOTO TIPEACTABUTENS) W 3AKIIOUYEHHE TIICHXOJIOTO-MEIUKO-TIEarOrHiecKo KOMHCCHHU
(IIMIIK).

B ciydae HeoOXomuMOCTH, 0OYyJAIOMIMMCST M3 YMCIIA JIUI C OTPAaHMYCHHBIMHA BO3MOYKHOCTSIMH
310poBbsl (MO 3asBIEHUIO OOyyaromerocs) a s HWHBAIWJOB TaKKe€ B COOTBETCTBUU C
HHI[HBH}IyaHBHOﬁ nporpaMMoﬁ p€a6I/IJ'II/ITaHI/II/I HWHBaJIWZa, MOT'YT NpeayIaratbCsa CJICAYIOINEC BapUaHThI
BOCIIPHATHS yueOHOM MH(OpMAIMK ¢ yU€TOM UX MHIUBUIYaJIbHBIX ICUXOPU3UIECKUX OCOOCHHOCTEH,
B TOM YHUCJIC C TPUMCHCHUCM DJICKTPOHHOI'O 06yquI/1$[ 1 JUCTAaHIIMOHHBIX TEXHOJIOTHH:

- JUId JIMLl C HapyLIEHUsIMU 3pEHMs: B MeYaTHOM (GopMe yBelIMuYeHHbIM WpudToM; B dopme
AJIEKTPOHHOIO IOKYMEHTa; B (popme aynuodaiina (mepeBo] yueOHbIX MaTepHalioB B ayauodopmar); B
neyaTHOH Qopme Ha sA3blke bpaing; WHIMBUAYalbHbIE KOHCYJIBTALlMM C  TPHUBJICYECHUEM
Tn@nocypﬂonepeBozmnKa; WHIWBUIYAJIbHBIC 3a1aHU U KOHCYJIbTAllUuH.

- JJIS I ¢ HapyIIEHMSMM Cllyxa: B meyaTHOH (opme; B (opMe 3IIEKTPOHHOTO JTIOKYMEHTA;
BHUJACOMATCpHAIIbI C CY6TI/ITpaMI/I; HHIUWBUIYAJIbHBIC KOHCYJIbTalun C MMPUBJICYCHUEM
CYpJIOTIEPEBOJUNKA; UHANBUIYAIbHBIE 3aJJaHNUS U KOHCYJIbTALIUH.

- JUIS JIUI] C HapyUICHUsIMH ONOPHO-JBUTAaTEIbHOrO ammapara: B reyaTHOH ¢opme; B (popme
3IIEKTPOHHOI'O IOKYMEHTa; B (hopMe ayanodaiina; MHIUBUIYaIbHbBIE 3aJlaHUS U KOHCYJIbTAIUH .

8. OLHEHOYHBIE MATEPUAJIbI (®OHJA OLIEHOYHBIX CPEACTB) AJs
TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U TIPOMEXYTOUYHOM ATTECTAIIUMA

8.1. Omnucanue moKa3aTejeili W KpPUTEPHEB OIEHUBAHUS KOMMNETeHUHiIl Ha
Pa3JIHYHBIX 3TANaxX UHX GOPMHUPOBAHNS, ONTMCAHUE LKA OLCHUBAHUA

JUis OUEHKH 3HaHUM, YMEHUH, HAaBBIKOB M YpPOBHS C(HOPMHUPOBAHHOCTH KOMIIETEHIMH IO
TUCITUIIMHE TPHUMEHSETCS OaTbHO-PEHTHUHTOBAsT CHUCTEMa KOHTPOJS W OIICHKH YCIIEBAEMOCTH
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CTYACHTOB. B OCHOBY OaJTbHO-PEHTHHIOBOI CHCTEMBI TTOJIOKEHBI MPHUHIUIBI, B COOTBETCTBHU C
KOTOpBIMH (OPMHUPOBAHHWE PEUTHHTA CTYIEHTa OCYLIECTBISETCS B XOJ€ TEKYLIEro KOHTPOJISA
ycneBaeMocTd. MakcumanbHOe KosmdecTBO 0amioB B cemectpe — 100.

IIxana omeHKH pe3yJbTaTOB 0CBOCHUA TUCHUIIIMHBI, C(l)OpMHpOBaHHOCTI/I pe3yjbTaToB

00y4eHust
®opma npoBeeHHs [IIxanpl OLIEeHKH YPOBHS
MPOMEKYTOIHOM chopMHpPOBAHHOCTH IIIxana oeHKH YPOBHS 0CBOEHHUS JUCHUTINHBI
aTTecTaluu pe3yJIbTAaTOB 00y4YeHusl
VposueBas nikana | 100 GanpHas 100 6anbHast 5-0annpHast mKana, Henuddepenm
OLICHKU mkana, % mKana, % i hepeHIpoBaHHAs poBaHHas
KOMIICTEHIIU I OIleHKa/0aut OIICHKA
Jugpepenyupoeanmwiii JIOTIOPOTOBBI HIKe 61 HIKe 61 «HEYIIOBIICTBOPHUTEIHHOY / HE 3a4TEHO
3ayem 2
TTOPOTOBEIH 61-85,9 61-69,9 «YIOBIICTBOPUTETBHOY / 3 3a4TEHO
70-85,9 «xopormioy / 4 3a4TEHO
TTOBBIIICHHBII 86-100 86-100 «OTIHYHO» / 5 3a4TEHO

[lo wutoram Tekyuieil ycleBaéMOCTH CTYAEHTY MOXET ObITh BBICTaBJIIEHA OLIEHKA IIO
IPOMEKYTOUHOI aTTecTallid B COOTBETCTBMM 3a HaOpaHHbIMH 3a cemectp Oamwiamu (1o
HAKOMUTEIbHOMY pedTuHTy). CTyneHTaM, HaOpaBIIMM B XOJI€ TEKYIIETO KOHTPOJIS YCIEBAEMOCTH TI0
mucuuiuinie oT 61 1o 100 GanyoB M BBIMOJHUBIIMM Bce 00s3aTeNIbHbIE BHJIbI 3aINIAHMPOBAHHBIX
y4eOHBIX 3aHATUH, MO PELIEHUIO MpernojaBaTesiss 0e3 MPOXOXKICHHsI MPOMEKYTOUHON aTTeCTaluu
BBICTABJIICTCS OLICHKA B COOTBETCTBUH CO LIKAJION OLICHKH PE3YJIbTaTOB OCBOEHUS IUCLUIIIMHBI.

Pesyabrar 00yueHusi cuuraercsi c(pOPMHPOBAHHBIM (NOBBILICHHBI YPOBEHB), €CIU
TEOPETUYECKOE COJEpKaHHE Kypca OCBOEHO IOJHOCTBIO; IPU YCTHBIX COOECEIOBAaHUSX CTYAEHT
MCYEPIBIBAOIE, IOCIEI0BATENbHO, YETKO M JIOTMYECKHM CTPOWHO M3/1araer ydeOHbI Marepual;
CBOOOJHO CHpaBJsIeTCs C 3ajlayaMd, BONpPOCAMU M JPYTMMH BHJAaMHU 3a/laHuil, TpeOyromx
IIPUMEHEHUs 3HAHWM, UCIOJIB3YeT B OTBETE JONOJHUTEIBHBIM MaTepuas; BCE IPELyCMOTPEHHBIE
paboueil yueOHONH mporpaMMoi 3ajJaHUsl BBIIOJHEHbBI B COOTBETCTBUHM C YCTaHOBJIEHHBIMHU
TpeOOBaHUSIMHU, CTYAEHT CHOCOOEH AaHaJU3UpOBATh IOJYYEHHbIE PE3YJbTaThbl; IPOSIBIISIET
CaMOCTOSITENIbHOCTh MIPU BBIMOJIHEHUH 3a/1aHUH, KaYeCTBO MX BBIMOJIHEHUS OLIEHEHO YHCIOM 0aslioB
or 86 g0 100, 9TO COOTBETCTBYET IOBBIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH PE3YIbTATOB
o0OyueHusl.

Pesyabrar o00yueHuss cyuraercsi cGOpMHPOBAHHBIM (IIOPOrOBBIii YPOBEHBb), €CIHU
TEOPETUYECKOE COJIEp’KaHHE Kypca OCBOEHO IOJHOCTBIO; MPU YCTHBIX COOECEIOBAaHUSX CTYAEHT
IIOCJIEI0BATEIBHO, YETKO M JIOTMYECKM CTPOWHO u3j1araeT ydeOHBIM MaTepuall; CIpaBiseTCcs C
3a7layaMM, BONpOCaMM U JAPYTUMHU BHUJAAMU 3aJaHuil, TpeOyloIIMX NpUMEHEHUs 3HaHWM; Bce
IpeyCMOTpEHHbIe pabouelt yueOHOM mporpaMMoil 3aJaHus BBIIOJIHEHBl B COOTBETCTBUH C
YCTAaHOBJIEHHBIMU TpPEOOBAaHUSIMH, CTYJIEHT CHOCOOEH aHAIW3UpPOBaTh IOJIYyYEHHBIE pPE3YJIbTaThI;
IPOSIBIISIET CaMOCTOSITEJIBHOCTh IIPU BBINOJHEHMM 3a/JaHUM, KadeCTBO HX BBINOJIHEHHS OLEHEHO
yucioM OamioB oT 61 1o 85,9, 4TO COOTBETCTBYET HOPOTrOBOMY YPOBHIO C(OPMUPOBAHHOCTU
pe3ysIbTaToOB OOyUEHHUS.

Pe3yabrar 00y4eHuss cuMTaercsi HecOpPMHMPOBAHHBIM, €CIM CTYACHT NPHU BBITOJIHEHUU
3aJaHUii HEe JIEMOHCTPUpPYET 3HAaHUI yueOHOro Marepuana, JOMYCKaeT OIIMOKH, HEYBEPEHHO, C
OONBIIMMU 3aTPyJHEHUSMHU BBIMOJHSAET 3aJaHUSA, HE JIEMOHCTPUPYET HEOOXOIUMBIX YMEHUH,
Ka4eCTBO BBHIMOJHEHHBIX 3a/laHUil HE COOTBETCTBYET YCTAHOBJIEHHBIM TpeOOBaHHIM, KadeCTBO HX
BBITIOJTHEHUSI OLIEHEHO YHCIIOM 0alljioB HUKE 61, 4TO COOTBETCTBYET JOMIOPOIOBOMY YPOBHIO.

@PopMBbI TEKYylIEr0 KOHTPOJIS YCIEBAEMOCTH

(I)OprI TEKYIIero KOHTPOJIs KomaectBo KonmuecTBo 6amioB Makc. BO3M. KOJI-BO

KOHTPOJIBHBIX 3a 1 KOHTp. TOUKy 6amoB
TOYCK
JToKma 5 2 10
TecTupoBaHUe MO TeMaM JICKITMOHHBIX 3aHATHN 3 5 15
Cocrasnenue ocHOBHBIX OP TOKyMeHTOB (Iarka — JIejio) 12 5 60
TBopueckuit pedTHHT (ydacTre B KOHQEPEHIHSIX, 1 15 15
OJINMITHAAAX U T.I1.)
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JlomoHUTEIbHBIC OAJUTBI 32 AKTUBHOE H3YYCHUE
JICTIATUTAHBI
U JIp.

HToro no xucuuninie 100 6aa10B

Cucrema OLCHUBAHUA  MPEACTABJICHA B  3JICKTPOHHOM y‘{e6HOM Kypce 10 JUCHUIIIIMHE

http://sdo.tolgas.ru/.

8.2. TunoBble KOHTPOJIbHBbIE 3aJaHusl WM HHbIe MaTepuaJbl i TEKYIIETI'O KOHTPOJISL

YCIIEBAEMOCTH

Tembl 10KJI210B

1. HOpMaTI/IBHO-HpaBOBaH baza COBPECMCHHOI'O NOKYMCHTHPOBAHUS ynpaBHqueCKOﬁ
JACATCIIBHOCTH.

2. CHeI_II/I(bI/IKa opranu3alu JOKYMCHTAIITMOHHOI'O obecreyeHus ynpaBnqueCKOﬁ
ACATCIIBHOCTH B TOCYAAPCTBCHHBIX YYPCIKIACHUAX.

3. Ocobennoctu opraHu3aliu JOKYMCHTHUPOBAHU ynpaBnqueCKOﬁ ACATCIIbHOCTH Ha MaJIbIX

HNPEATPUITHSIX.

4. B03MOXXHOCTH UCIIOJIb30BaHMS COBPEMEHHOM O(UCHON TEXHUKH B ONITUMH3AIIMN
JTOKYMEHTO000pOTa OpraHu3aIlHH.

5. Hcropus cTaHOBIICHUS U Pa3BUTHS TIOKYMEHTAIMOHHOTO 00eCIieYeHHsl YIpaBIeHUS B
Poccun.

6. B03MOXXHOCTH HCIIOJIB30BaHUS CIICIIMANTN3NPOBAHHBIX IPOTPAMM ISl OCYIIECTBICHHUS
JTOKYMEHTAIHOHHOTO 000pOTa B COBPEMEHHOI OpraHn3aIyy.

7. CranaapTbl B 00JIaCTH yIpaBICHHS TOKYMEHTAMHU.

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

10. OGmaunBIe OPUCHL.

8.2.1. TunoBble 3aJaHUA K NPAKTHYECKHM (CEMHMHAPCKUM) 3aHATHAM

IIpakmuueckoe 3anamue 1.

Ocnosnas yeiob 3AHAMUAL: 3aKpCIICHUEC TCOPCTUUCCKHUX 3HAHUH 10 BOIIpocaM
JAOKYMCHTHPOBAHUSA ynpaBnquecxoﬁ ACATCIIbBHOCTU: M3YUYCHHUEC OCHOBHBIX J3JICMCHTOB HOPMATHUBHO-
MGTO}IH‘I@CKOﬁ 0a3nl JOKYMCHTHUPOBAHUSA ynpaBnqueCKoﬁ JACATCIIBHOCTH, 3TallOB CTAaHOBJICHUA

ACJIONIPOU3BOJACTBA B POCCI/II/I, CYHIHOCTU YHI/I(I)I/IKB.I_[I/II/I U CTaHAapTU3alluu B ACIIOIIPOU3BOACTBE.

Bonpocs! 1151 yCTHOTO 00CYKIeHUs:

1. Yto Takoe JOKYMEHT U KaKOBBI €ro GyHKIHU?

2. Yto Takoe AEIONPOU3BOICTBO U JOKYMEHTUPOBAHHOE 00eCIIeUeHNE YIpaBIeHUs?

3. Kakue aransl cTaHOBIIEHUS TIEPEKIIIO 1ETONPOU3BOACTBO B Poccun?

4. Yo Takoe «cUCTeMa JOKYMEHTAIMI» U «YHU(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTALUN»?
5. B uem 3akmrouaeTcs CyTh YHU(DHUKAIIUN U CTAaHAAPTU3AIIUN B JIETONPOU3BOJICTBE

Ilpakmuueckoe 3anamue 2.
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OcHosnas yenvb 3aHamuA: 3aKpeIUICHUE 3HAHWH OTHOCHTENBFHO TPaBHI OQGOPMIICHUS
pexBu3nToB, 3akpemieHHbXx 'OCT P 7.0.97 — 2016, u 61aHKOB JOKYMEHTOB.

Bomnpocsl 111 yCTHOTO 00CYyXKIeHUSA

1. KakoBo naznauenune ['OCT P 7.0.97 — 20167

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

3. Yro mpeacraBisieT co0oi OJaHK TOKyMeHTa?

4. KakoBbl TpeOOBaHUS K HM3TOTOBIICHUIO, YYETy, UCIOJIB30BAHUIO U XPAHEHUIO OJIAHKOB C
Bocrpou3BeneHueM [ocymapctBeHHoro rep6a Poccuiickoit denepaun u rep0oB CyOBEKTOB
Poccuiickoit ®enepannu?

5. Kakue MeXCTpOovHbIE HHTEPBAIbl IPUMEHSIOTCS MTPU 0(GOPMIICHUN PEKBH3UTOB?

6. Kakue pazmepsl Oymaru paspelieHbl K IpUMEHEHHUIO B AeONpPOU3BOACTBE?

7. Kakue pazMepsl 0JIeH UCIOIb3YIOTCS B IOKYMEHTAX ?

8. Kakue criocoObl mpUMEHSIOTCS TPU 0OPMIICHUH J1aT?

9. Kak oopmiisitorest B JOKYMEHTaX TaOJIUIIBI U BEIBOJIBI?

Ilpakmuueckoe 3anamue 3.

OcHoéHas yenv 3auamus. 3aKpEIUICHNE TEOPETUUECKUX 3HAHMW 110 BOIIPOCAM COCTaBJICHUS U
0(OpMIIEHHS OCHOBHBIX JOKYMEHTOB U MPAaKTHUECKOE MPUMEHEHHE MOJIyYEHHBIX 3HAHUI B Ipoliecce
pa3pabOTKW HEKOTOPBIX BHJIOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSAUTENIBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB U JOKYMEHTOB JINYHOTO ITPOUCXOKICHUS.

Bomnpocsl 111 yCTHOTO 00CYXKI€HUSA

1. Kakue TOKyMEHTBI OTHOCATCS K OpraHU3alMOHHbIM?

2. B yewm 3akioyaercsi 0COOCHHOCTh O(hOpPMIICHHUSI 3aroJIOBKa K TEKCTY B OpPraHM3alMOHHBIX
JOKyMEHTax?

3. Korna opranusanyioHHble JOKYMEHTBI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpoUTCs TEKCT B OpraHU3aL[MOHHBIX JJOKYMEHTax?

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

6. Kakue cBesieHus1 JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX JOKYMEHTOB?

7. C KaKo LEebI0 CO3/1at0TCS TUIIOBBIE Y IPUMEPHBIE OPTaHNU3ALlMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MojoKeHus 00 opranu3anuu’?

9. B 4eM cOCTOMT pa3MyMe TaKUX JOKYMEHTOB, KaK IITAaTHOE PACIUCAaHUE U CTPYKTYpa,
HITaTHAasl YUCIEHHOCTh?

10. TloueMy JOOMKHOCTHAsT HHCTPYKLHS HE COCTaBISETCS M KaTETOPHUM  CIIY’KaIUX
«pykoBoauTesn»? UTo AOIKHO COAEpkKAThCs B TEKCTE KayKJ0T0 pas/ielia JOHKHOCTHOW HHCTPYKLIHUN?

11. Kakue BuOpl OpPraHU3alUOHHO-PACHOPSOUTENBHBIX JOKYMEHTOB  OTHOCATCA K
pacnopsIUTENbHBIM?

12. ITouemy pacniopsiAuTeNbHBIE JOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Korpa pacnopsiiuTenbHble JOKYMEHTBI BCTYNAKOT B CHITY?

14. Kak paznuuatotcs 1o chepe AeWCTBUS paclopsIIUTENbHbIE JOKYMEHTHI?

15. Yro sBnsieTCS OCHOBAaHUEM JUISl PACIOPSAUTENIBHOIO TOKYMEHTa?

16. Kak cTpouTCsi TEKCT pacopsiAUTEIBLHOTO JOKYMEHTA?

17. Kakue opranbl IpUHUMAIOT IIOCTAHOBIICHHE?

18. B kakoii ¢popme n3at0TCsl COBMECTHBIE PACTIOPSIUTENbHBIE JOKYMEHTHI?

19. o kakuM BOTIpOCaM H3/aI0T PACTIOPSHKEHUS M yKa3aHHs?

20. Kakue 1OKYMEHTbI OTHOCSTCS K IPYIIIE CIPaBOYHO-UHPOPMALMOHHBIX?

21. Ha xakux GaHKax oOpMIISIOTCS CIIPaBOYHO-HH(DOPMAIIHOHHBIE IOKYMEHTHI?

22. Kakue ObIBalOT BU/IbI IPOTOKOJIOB, M YEM OHM OTIUYAIOTCS JIPYT OT Apyra?

23. Kak odopmisieTcst BHEIIHSA JOKJIaHas 3anucka’?

24. Yto BXOJUT B COCTaB KaIPOBOI TOKyMEHTALIUU?
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25. Kakas moxymeHTaIus UCIIONb3yeTCs IPH MprueMe Ha padboTty?

26. Kakumu nokymeHTamMu oopMirsieTcs mepeBoj] paboTHUKa?

27. KakoB cocTaB JOKyMEHTAIUH, KCTIOJIb3yeMOW MPU YBOJILHEHUH PAOOTHHUKA?
28. KakoBbl 0coOeHHOCTH 0(pOpMIICHHS IPUKA30B TI0 JINYHOMY COCTaBYy?

Ilpakmuueckoe 3anamue 4.
3aoanus ons cocmasnenus NPUKaz08 no OCHOBHOU 0eAMeNbHOCIU NPeOnPUAMUsL
1.CocraBbTe mpuKa3 reHepaibHoOro aupexropa HemyoaumyHoro AO «Kopmer» 00 n3MeHeHUH
rpadpuka paboOThl CIyKallMX oOTxena Oyxrantepud. B KoOHCTaTupyromied uacTH yKaKUTe Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKU HadaJbHUKAa OTAena. B
pacropsauTenbHON YacTu 00paTuTe BHUMaHKUE HA OPraHU3alMI0 CBEPXYPOUYHOM paboThl B CyOOOTHHE
JTHU U NIPEJIOKEHUS 10 UX OIUIaTe.

2. CocraBbre mnpuka3 aupexropa HenmyoamyHoro AO «CepBuc» 0 BbIIUIATE JIEHEKHBIX
CpEeACTB Ha KOMaHAMPOBOYHBIE pacxo/ibl yuacTHUKaM Beepoccuiickoro ¢opyma. JleHexxHble cpencTpa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 pe3epBHOrO (OHa OILIaThl TPyJa B pa3Mepe ABYXCOT pyOiiell B IeHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIE PACXOIBI.

3. CocraBpTe  NIpHUKa3 O  BHECEHMHM H3MEHEHMH B  IUTaTHOE  pacluCaHHe
[TAO «[Inams» B CBsI3U C mepenaayucii 00beKTa Ha 00CTY)KUBAaHUE BO BHEBEJIOMCTBEHHYIO OXPaHYy.

4.  CocraBbTe IPUKa3 FeHEPAIbLHOIO JUPEKTOpa (GUPMBI O JIMIIEHUH IpeMuu 3a anpensb 2015
roja B pazmepe 20% pabotHukoB oTaena mapkeruHra Mammuna A.B., Cenosa I1.0. 3a HeHannexaiee
UCIIOJIHEHUE CBOMX JOJDKHOCTHBIX 0053aHHOCTEH U HapylIeHWEe UCTIOIHUTENIbCKOW JUCHUIUIMHBI.

5.  CocraBbTe NpHUKa3 reHEpaIbHOro AupeKTopa (upmbl 0 HakazaHuu Boaurtens I[lerposa
A.B. Ha ocHOBaHMM akTa oleHKU noBpexaeHuit apTomoominst BA3 1110 roc. Ne E909MB B pesynbrate
JIOPOKHO-TPAHCIOPTHOIO MpoucecTBus. HakazaHnue HeoOXOIMMO IPOU3BECTU MYTEM OObBSIBICHUS
CTPOroro BBITOBOpA U YJAEp)KaHUS W3 3apabOTHOW IJIAThl BOAMTEINS JIEHEKHOM CyMMBI B pa3mepe
15000 (msiT! THICSY) pyOIeH.

6.  CocraBbre nmpuka3 gupexropa [IAO «Xpom» 0 npeMupoBaHUM paOOTHUKOB (PMHAHCOBO-
skoHoMuueckoro otaena Meanosoit A.C., Kypuartosa f.K., MensmoBoit FO.U. u Cokonosa E.H. 3a
yyacTue B exerogHom ¢opyme «TexHonmornn u sSKkoHOMHKay». [Ipemus Bbliaercs u3 (Qonzaa
MaTepuaIbHOro MooupeHus B pazmepe 50% exeMecsqHoro JOKHOCTHOTO OKJIa/ia.

7.CocraBbTe npuKa3 00 00513aTeIbHOM MPOXO0KJICHUN KYPCOB IO MOBBIIIEHUIO KBATU(DUKALUU
cekperapeit ITAO «IIpomm» B nepuon ¢ 17.05.2015 no 17.08.2015 no

Ilpakmuueckoe 3anamue 5.

3a0anus ona cocmasnenus CpagoyHO-UHGOPMAYUOHHBIX OOKYMEHMOB:

1. CocraBbTe AokIaAHyro 3anmucky Oyxrainrepa Tumommuoit M.II. rmaBHOMy Oyxrantepy
¢upmel «Pyoun» bubuueBy ILII. o mpousBenenHoir Tumommuoi W.II. mpoBepke BBINONIHEHUS
npuka3za aupekropa ¢upmel or 00.00.0000 Ne 92 «O cocrosHUM OyXraiaTepckoro yuyera Ha
CTpoUTENbCTBE 0a3bl OTAbIXA B paiioHe OOckoro Mopsi». B npukase 0bUIM yKazaHbl KOHKPETHBIE CPOKH
JUKBHJIAIUN HEJIOCTATKOB, OOHapy»eHHBIX B ceHTsI0pe 2014 roma. B moxmamHO# 3amuicke JOJDKHO
OBITh OTMEUEHO BBITIOJHEHUE BCEX IMYHKTOB MpPHKa3a, 3a MCKIIOYEHHEM IyHKTOB 00 OpraHu3aluu
PaBHOMEPHOM €XeTHEBHOM c1auu pabounMu Hapaa0B Oyxranrepuu. BoisiBieHo, 9To 25 okTA0pst ObLIO
cnano Tonbko 35,2% Bcex HapanoB. OcTanbHble Hapsaabl cianbl 1 HOosOps. Ilo rpaduky cpok caaum
MOCTIEAHUX HApSJI0B 3a MPOILIbIA MECSI YCTaHOBJIEH NIEPBOI0 YHCIIA CIEIYIOIIEro Mecsa.

2. CocraBbTe JOKJIQJHYIO 3alMCKy TJIABHOIO OyXrainTepa JUPEKTOpy 00 uTorax paboThI IO
HEHTpaJIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoma. LlenTpanusauus pacueroB jaana
BO3MOXHOCTh IE€PEBECTH Ha JPYIYyl0 paboTy MATh OyXTajTepoB II€XOB, YMEHBIIMTH OLIMOKH B
pacueTax ¢ pabOYUMHU U CIyXKalllMMH, YCUJIUTh KOHTPOJIb 3a pacxojoBaHueM (OHAOB 3apabOTHOI
iatel. B 3akiroueHne HEOOX0IMMO MOCTaBUTH BOMPOC O MPEMUPOBAHUU PAOOTHUKOB OyXTralTepuu U
BIl, oGecmeunBarommx TMepexoa Ha IEHTPATU30BAHHBIA pacdyeT 3apabOTHON IIIaThl IO 3aBOJY.
OcTasibHbIE JaHHBIE YKAXXHUTE CAMOCTOSITENIBHO.

3. CocraBbTe IOKIAJHYIO 3alUCKy CEeKpeTaps-pedepeHTa PyKOBOIUTENIO MPEANPHITHS 00
yrepe CrenanosbiM .M. nucbMa-3anpoca, HOCTYIHUBIIETO B apec NPEANPUATH 1Ba MecCsa Ha3as.
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3aoanus ona cocmaegnenus OOKYyMeHMO8 TUYHO20 NPOUCXOHCOCHUS!

1. Hanmmure mpukas reHepajbHOrO AUPEKTOpa akIMoHepHoro obmectBa «IuO» o mpueme
Bac Ha paboTy OyxraiatepoM (SKOHOMHCTOM, MEHEIXEPOM, MPOTPAMMHUCTOM, AIMHUHUCTPATOPOM
TOCTHHHUIIBI).

2. CocraBbTe mnpuKa3z 00 OCBOOOXKIEHMH Bac OT paboTel B (upme «OpOuta» B CBSA3U C
nepee3 ;oM Ha HOBOE MECTOKUTEIBCTBO.

3. CocraBbTe TpHKa3bl: a) O INpueMe Ha pabory Oyxranrepom HMBanosoit WN.IL.; 6) 00
yBosibHeHUU MBanosoi M.II. mepesoxe B napyryro opraHusanuioo. Jlpyrue peKBHU3UTBHI YKaXUTE
CaMOCTOSITENILHO.

4. CocraBbTe XapaKTEPUCTHUKY-PEKOMEHJALMI0O Ha pabOTHHKA Ballero MPEANpPUATHS JUIS
MOCTYIUICHUS €T0 B aCUPAHTYPy TONBATTUHCKON aKaJeMHUH YIIPABICHHUS.

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

6. Hanummmre aBTOoOMOTrpaduio u pe3rome, HeOOXOAUMBIE 11 OPOPMIIEHUS JOKYMEHTOB MIPH
MOCTYIUICHUHU Ha padoTy.

7. OdopMurte 3amuck B TPYAOBON KHUXKKE 00 YBOJbHEHUH Bac: a) IO COOCTBEHHOMY KEJIaHUI0; 0)
B CBSI3U C JIUKBHJIAIIUEH IPEIIIPHUSITHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSAM, TIPEIBABISICMBIM
K BBITIOJTHSIEMOM paboTe, BCIeACTBUE HEAOCTATOYHOM KBATH(PHUKAIIH.

Ilpakmuueckoe 3anamue 6.

OcHognas yenv 3awsamus: TPUOOPETEHHWE NPAKTHUYECKUX HABBIKOB 1O (HOPMHPOBAHHIO
WH(OPMAIIMOHHO-TIONCKOBOIM CHCTEMBI IIPEATPHUSITHS.

Bomnpocsl 111 yCTHOTO 00CY:KIeHUS:

1. UYro Takoe [OKYMEHTOOOOPOT W  KaK  OCYIIECTBISETCS  MojcuyeT  oObema
JTIOKyMEHTO0000poTa?

2. Kakue noToku JOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBe JOKYMEHT0o0OopoTa?

3. KakoBbI OCHOBHBIE 3Talbl ¥ IPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppeCIOHACHIIUS HE MOJUICKUT BCKPBITUIO?

5. Kak nomxHbl OBITH pacrpeneieHbl JOKYMEHThl MpU IpeABapUTEILHOM PAaCcCMOTPEHHH
JIOKYMEHTOB?

6. Uro Takoe perucrpanus JOKYMEHTOB U KaKOBa €€ OCHOBHAS L1EJIb?

7. Kakue JOKyMEHTBI HE TIOJIeKaT pEerucTpauu?

8. Kak peructpupyrorcs OTBETHBIC TOKYMEHTHI?

9. Kaxk dhopmupyercs perucTpalioOHHbIH HOMEP COBMECTHOTO TIOKyMeHTa?

10. C kakoii menpro co37aeTcs B OpraHu3aIiuid HHPOPMAIIMOHHO-TIOUCKOBAs cUcTeMa?

11. Kto ocymiecTBisieT B OpraHU3alldd KOHTPOJh HCHONHEHHUs nokymeHToB? KakxoBa ero
1emnn?

Ilpakmuueckoe 3anamue 7.

OcHosHnas yenv 3aHAmus: 3aKpeIyieHne TEOPETUUECKUX 3HAHUW MO BOIPOCY CUCTEMATH3aLUU
JIOKYMEHTOB ¥ ()OPMHUPOBAHUIO JI€TT HA TIPEATPUATHH.

Bonpoch! 1J1s1 YCTHOTO 00CY KIeHUSI:

1. Kaxkue TpeboBaHUS NPEABABISIOTCS K (YOPMHUPOBAHHUIO APXUBOB MPEATIPUSATHS?

2. Kax nomkHbI OBITH 0hOPMIICHBI JeTa IS TIepelaud B apXuB?

3. Uro nmpencrasinseT coboit neno?

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

Ocnosnast yenv 3ansamus: TPHOOPETEHUE TPAKTHYSCKUX HABBIKOB I10 HCIOJIH30BAHUIO
OPTTEXHUKHU B MPOLIECCE COCTABICHUS U OPOPMIICHUS TOKYMEHTOB.

Bomnpocsl 111 yCTHOTO 00CyKI€HHSA
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1. TIlepeuncnure cpeicTBa OPrTEXHHUKH, UCIOJIb3yeMble HAa aBTOMAaTH3MPOBAHHOM paboyem
MeCTe CIEeUUAINCTa U PYKOBOJUTEIIS.

2. Yro mpencraBiseT coOOW KOHIIETIHUS 3JIEKTPOHHOTO odrca?

3. OnumuTte Ha3HayeHHWE M (DYHKIMOHAJIBHBIE BO3MOXXHOCTH WHTETPUPOBAHHOTIO IIaKeTa
nporpamm Microsoft Office.

4. Tlepeuncnute U JalTe XapaKTEPUCTUKY CPEICTB COCTABICHUS U M3TOTOBJICHUS TEKCTOBBIX
U TaOJINYHBIX JOKYMEHTOB.

5. [llepeuncnaure W paiiTe XapakTEPUCTHKY CPEACTB KOMUPOBAHHUA W THPAKUPOBAHHS
JIOKYMEHTOB.

6. Ilepeuncnure u naiite XapakTEpUCTUKY CPEACTB MUKPOTrpapuH.

7. llepeuncnure W paiTe XapaKTEPUCTUKY CPEACTB (U3NYECKOH OOpabOTKHM HOCHTENEH
JIOKYMEHTOB.

8. [Ilepeuncnaure w©  jgaliTe XapakTEepUCTHKY CpPEACTB  BHYTPU- U BHEO(DHUCHOH
TPAHCHOPTUPOBKH JOKYMEHTOB, CBA3H U KOMMYHHUKALIHH.

9. UYro mpencraBmsier coboil oducHas mebenbr u obopynoBanue? Ilepeuncnure BUAbI
oducHoi Mebenu 1 000pyAOBaHHUS.

Ipakmuueckue 3a0anusi:
1. OdopMuTh OCHOBHBIE BHJbl YIPABICHYECKHMX JOKYMEHTOB C  HCIOJb30BaHUEM
KOMITBIOTEPA U HHTErPUPOBAHHOIO makera mporpamm Microsoft Office.
Ilpakmuueckoe 3anamue 9.

OcnosHas yenv 3aHAmus; PUOOPETCHNE MPAKTHUYECKUX HABBIKOB Pa3pabOTKH M O(POPMIICHHS
JICTIOBOW  KOPPECTIOHJICHIIMN;, HW3y4CHUE S3bIKa W CTWISA CIYKEOHBIX JOKYMEHTOB, HAaBBIKOB
COCTaBJICHUS U OPOPMIICHHS €TI0BOI KOPPECIIOHCHIINY Ha aHTJIMHCKOM, (PpaHITy3CKOM M HEMELKOM
SI3bIKaX.

Bomnpocsl 111 yCTHOTO 00CYyKIeHHSA:

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

2. [IpuBeaure yacTo BCTpevarouuecs abOpeBHaTypsl CIOB.

3. KakoBbl cTpyKkTypa popMyJisipa U COCTaB PEKBU3UTOB JIEJIOBOT0 NKcbMa?

4. KakoBbl 0cOOEHHOCTH 0(OPMIIEHUS JIeII0BON KOPPECTIOHICHIIMY B aHTJIOS3bIYHBIX CTpaHax?

5. KakoBbl oco6eHHOCTH 0(hOpMIICHUS AEIIOBOM KOPPECTIOHECHIINN Ha (DPAHITY3CKOM SI3bIKE?

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

Ipaxmuueckue 3a0anus:

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

2. CocraBbTe NUCHMO-TIPUIJIALLICHUE OPraHU3allMOHHOTO KOMHTeTa «ODKCHOLEHTP» C
IPEUIOKEHUEM  TIOCETUTh  MEXAYHApOJHYI  CIELUUAIM3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUaIbHBIX W TOIUIMBHO-DHEPIETUYECKUX PECYPCOB B CTPOUTENBCTBE M IPOMBILUIEHHOCTH.
BricTaBKa mpoXoauT B MaBUIIbOHE BHICTAaBOYHOTO KomIuiekca Ha Kpachoit [Ipeche.

3. CocraBpre rapantuitnoe mnuceMo ITAO «Oxocan» ITAO «IIporpeccy 00 oxazaHUH
TEXHUUYECKOH MOMOIIHM B pa3paboTke pabounx yeprexei HacocHoM cranuuu. [TAO «Qkocan» npocur
IPOM3BECTH ITY pabOTy HEMOCPEACTBEHHO Ha IJIOIIA IKE.

4. CocTaBpTe MUCHMO-OTBET Mpe3uJIeHTy Poccuiicko-amMmepuKaHCKOW TOproBoi manaTtsl 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 BaIllly YCIIOBUS COTPYTHUYCCTBA.

5. CocraBbre muceMo OOO «OnBuko» rocnoanHy XbiocToHy B JloHmon (®apokc bank) c
HAallOMMHAHUEM BBINOJHUTH 3aka3 Ha MocTaBKy Kommbilorepa «OPTIMA 133». B cnydae
HEBBITIOJTHEHUS 3aKa3a CleyeT BbIPa3uTh NPOChOy BEPHYTh HAIIPABJICHHBIE JCHEXKHbBIE CPEJICTBA.

IlIpakmuueckoe 3anamue 10.
Ocnosnas yenv 3anAmus: TPUOOPETEHWE TEOPETUYECKUX W MPAKTHYECKHX HABBIKOB
COCTaBJICHUA H O(I)OpMJIeHI/ISI ACJIOBBIX TIMUCEM, CBA3aHHBIX C IIPOBCACHUCM TICPUOAUYCCKUX
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MEpONPUATHI, TEJIErpaMM, a TaKKE€ COCTABJICHUS M OTHPABKU IMHUCEM 4Yepe3 AJIEKTPOHHYIO MOYTY B
JIOKQJILHOUM BBIYMCIIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

1. Hanumwure pexiaamMHO-HH(GOPMALIMOHHOE MUCHMO JEJIOBBIM NAapTHEPaM C IpUIJIallleHUEM
NPUHATH Y9acCTHE B KOH(PEPEHIIHUH.

Tunosbie TeCTOBBIE 3aMaHua 1o TeMam 1,24

Tema 1. I[OKyMeHT U CUCTEMbI JTOKYMEHTAllUH

Bomnpoc BapuanTsl oTBeTa

1. loxymeHT - 310 a) MarepuaiabHblii O0BEKT, MCIOJIb3YEeMBbIid
JUISL  3aKpeIuieHHsT W XpaHEHHsT Ha HeM
peUeBOil, 3BYKOBOM U H300pa3UTEIbHOMN
uHpopmauu

b) 3adukcupoBaHHass Ha MaTepUAILHOM
HocuTene HH(OpMalMs C PEKBU3UTAMH,
MTO3BOJISTFOIIIMMU €€ HICHTU(DUITUPOBATH

c) bnank ¢popmara A4

d) CrangapTHbIit JIUCT Oymaru,
coJieprKalluil Kakyro-1u6o nadopmanuu

2. Jlenonpou3BOJICTBO - 3TO a) Cucrema XpaHEHHS TOKYMCHTOB

b) CocraBnenue T0KyMEHTOB

C) JIoOKyMeHTHpOBaHWE W  OpTaHU3AIUs
paboThI ¢ JOKyMEHTaMU

3. VYkaxuTe, Kakue CHCTEMbl JOKyMEHTAlUH a) DyHKIMOHAJBHBIC  OTPACIICBbIC
BBIJICIISAOT! b) OtpacieBsie 1 MEKOTpACIICBBIC
C) DyHKIHMOHAIBHBIC H MEKOTPACIICBBIC

4. HopmaTtuBHO-TEXHHUECKUI JIOKYMEHT, a) Ceprudukar

YCTaHABJIMBAIOIMN KOMIUIEKC HOPM, IIpaBui, b) Cranmapt

TpeOOBaHUI K OOBEKTY M  YTBEPXKIAaeMbIi C) JluueHnsus

KOMIIETEHTHBIMU OpPTaHaMy — 3TO: d) Wuctpykims

5. Uem ompenensieTcsi COCTaB YMPaBICHYECKHX a) DyHKIMIMHU OpraHU3aINU

JIOKYMEHTOB B OpTaHU3alNU: b) Tlopsakom pelieHUs YIpaBIeHYECKUX
BOIIPOCOB

C) HopMaTHBHBIMHU aKTaMH
d) OOBeMOM M XapaKTepoM B3aMMOCBSI3EH ¢
JIPYTMMH OpraHU3alusIMu

\ Tema 2. YnpaB/jieHUeCKasi JOKYMEHTAUS
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Bomnpoc

Bapuantsl oTBeTa

1. HazoBute ¢opmarel Oymaru, pa3peiicHHbBIC
JUTsE 0()OPMIICHHUS JIETIOBBIX JOKYyMEHTOB

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

2. Vkaxure CBOMCTBA

uHpopManun

yIpaBICHYECKOMN

a) AIpecHOCTh

b) KparkocTh TekcTa

€) OduimansHbIii XapakTep
d) Tod4HOCTH M3II0KCHHS

3. Kakoro pona OnaHKM HCIONB3YIOTCSA IS
opHUIIHaTBEHO-IET0OBOM MEPETUCKU

a) bBuaHk nrceMa opraHu3anuH

b) BiaHk nucema CTpyKTYypHOTO
HO/pa3IeICHUsI

C) bnank nmuckbMa JOHKHOCTHOTO JIUIA

4. @opmynsip - 3TO

a) Pa3HOBHAHOCTH JETOBOTO MHCHMA

b) CoBOKYIMHOCTH PEKBU3UTOB
0(HIHATEHOTO MTUChMa

C) SI3bikoBas Gopmyia, HCIOIB3yeMast B
JIETIOBOM MTHCHME

5. Kakoit mpudrt sABISETCS OCHOBHBIM TIpU
odopmiieHnn JoKymeHTa ¢ momorisio [TK:

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

Tema 4. Oprannzanusi J0KyMeHTO0000poOTa

Bonpoc

BapI/IaHTBI OTBCTAa

1. JlokyMeHTOOOO0pOT — 3TO:

a) JIBwkeHue JOKYMEHTOB B OPraHU3aIlUH C
MOMEHTa TOJIYYEHUs] WIM CO3JaHUs 10

3aBEpIICHHUS  WCIOJHEHHS,  OTIPABKU
ajzipecaTy WU HalpaBJICHUU Ha XPaHCHHE
B JIEJIO

b) JBumxeHue JIOKYMEHTOB MEXITy
OpraHu3aIUsIMH

c) JlBmwxeHue JIOKYMEHTOB MEXTY
Opra"u3aluen u OpraHamu

rocyAapCTBEHHOM BIIACTH

2. KakoBa OCHOBHas 3ajJ1a4ya JOKyMEHTO000pOTa:

a) OBICTPOTA B JABWKCHHH JOKYMEHTOB
b) makcummH3aIMs JOKYMEHTOIIOTOKA
C) IPSMOTOYHOCTh B IBHIKCHUU JIOKYMEHTOB
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3.B HOMeHKIaTypy el BKIIIOYaloTCs a) BCe Jena OpraHu3allyu, KypHabl

PETHCTpAIMH, CIIPABOYHBIC KAPTOTEKH

b) Bce BXomsIIME, HCXOIAIINE U
BHYTPEHHHUE JJOKYMEHTHI OpraHU3aluu

C) mema W JOKYMEHTHI  OpraHHM3aluH,
KOTOpBIE OTHOCATCS K paboTe ¢ Kaapamu
B OpraHu3aliu

4. Kakoe W3 HMXE NMPHUBEIECHHBIX YTBEPKIACHUN a) Homenkmatypa gen pa3pabarbiBacTcs
SIBJISICTCS] BEPHBIM [IOCJ€  CO3JaHusl  OpraHu3aluud U

neicTByeT 6eccpovHO

b) Homenknarypa nen pa3pabarbiBacTcs
1ocjae  CO3[aHHWs  OpraHu3alid |
©KEroJHO MePeyTBEPKIACTCS

c) Homenkmarypa nen pa3pabaTbIBacTCst
1ocjae  CO3[aHHs  OpraHM3aliu |
THIepeyTBEPXKIACTCS OJIMH Pa3 B ISITh JIET

510 OTHOCHTCSA K CpPEACTBaM 3JIEKTPOHHOIO a) Pusorpad

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

e) dpaHKHpOBAIbHAS MAIlIUHA

8.3. Tumnosbie KOHTPOJIbBHBIE 3aJaHUsd HWJIH HHBIC MaTepHajbl [IJdA IPOBECIACHUNA

MPOMEXYTOYHOM ATTECTALIUA

@dopma NpoBeJeHNs MPOMEXKYTOYHOM aTTeCTalM 10 JUCLMILIMHE. Oughepenyuposannviit

3auem B (I)OpMe KOMIIBIOTCPHOT'O TCCTUPOBAHUS UJIH 110 PE3YJIbTaTaM HAKOIIUTCIIBHOT'O peﬁTHHl"a.

™
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11.
12.

Ilepeyenb BONpocoB Ui MOATOTOBKH K AU(GepeHIHPOBAHHOMY 3a4€Ty
(OIIK-7: UOIIK-7.1, UOIIK — 7.2):

JIOKyMEHT M CUCTEMBI JOKYMEHTALMH.

Bunpl 10KyMEHTOB U MX KiIacCU(pUKaIUS.

CocTaB HOpMaTUBHO-METOJUYECKON Oa3bl JOKYMEHTUPOBAHUS YIIPaBICHUECKON
JeATEIbHOCTH.

l'ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTALUIO.

YHUpHUUIHPOBaHHBIE CUCTEMBI TOKyMeHTanuu. O01epoccHiickuii Kiraccu(pukaTop TEXHUKO-
SKOHOMMYECKOH U COIMalibHON HH(pOpMaLUH.

VYnpasieHuyeckas JokyMeHTanus. TpeOGoBaHUs K COCTABICHHUIO U O(POPMIICHUIO
JOKYMEHTOB, (hopMyJIsip-00pasel, cocTaB U pacloioKeHUE PEKBU3UTOB.
OCHOBHBIE NOJIOKEHUSA MO JOKYMEHTUPOBAHHUIO YIIPAaBIECHUECKON AEATEIBHOCTH.
brnanku u popMarsl TOKYMEHTOB.

TpeboBaHus K TeKCTaM JOKYMEHTOB. SI3BIK U CTHJIb JOKYMEHTA.

TloaroroBka TEKCTOB ¢ MCIOJIb30BaHUEM KOMITBIOTEPHOTO makeTa mporpamm Microsoft

Office.

Cocranenue n 0opMIIEHHE OCHOBHBIX JJOKYMEHTOB.

HpaBHna COCTaBJICHHUA N Oq)OpMHCHI/IH OCHOBHBIX OpTraHU3allMOHHO-IIPABOBLIX JOKYMCHTOB!
yCTaBa, MOJIOKEHHU S, THCTPYKIUH, IOTOBOPA, KOHTPAKTA.
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13. IlpaBuna coctaBieHus: U 0POPMIICHUSI OCHOBHBIX PACTIOPSAUTEIbHBIX TOKYMEHTOB: MTPUKa3a
U PaCIOpsKEHUS.

14. TIpaBuiia coctaBieHus U 0HOPMIICHUSI OCHOBHBIX CIIPaBOYHO-MH(GOPMAIIMOHHBIX
JIOKYMEHTOB: aKTa, CIIPaBKH, POTOKOJIA, CITY)KEOHOU, TOKIAAHONW U 0OBSICHUTEILHON
3aMMCOK.

15. IIpaBuna cocraBieHus: 1 0HOPMIICHHS TOKYMEHTOB JINYHOT'O MTPOUCXOXKACHUs: oOpalieHne
10 HaiiMy Ha paboTy; HamMcCaHuE pe3toMe JIJIs OCTYIUICHHUS Ha paboTy M0 KOHKYPCY;
3asiBJICHUE O IIpHeMe Ha padoTy; aBToOMOrpadus; XapaKTEpPUCTUKA; 3asBICHUE O TIEPEBOJE, O
MPEeI0CTaBICHUU OTITYCKa U T. II.

16. Opranu3anus 10KyMEeHTO000pOTa.

17. Bxoaamuii TOKYMEHTONOTOK. BHyTpeHHUI JOKYMEHTONOTOK. Y4eT o0beMa
TOKYMEHTO000poTa.

18. OpranuzanMOHHOE TOCTPOEHUE CITYKOBI eTOMPOU3BOICTBA.

19. Cucremaruzanus nokymeHToB. O01ue TpedoBaHus K cUCTeMaTH3aluu JOKYMEHTOB U
(GhOpMUPOBAHHUIO JIEI.

20. CocraBneHue 3arojoBKOB JIeJl U YCTaHOBJICHUE CPOKOB XpaHEHUS JIeTl.

21. Homenkiatypa fes. ApXUBHOE XpaHEHHE JOKYMEHTOB H eIl

22. CoBpeMeHHbIE CTIOCOOBI U TEXHHUKA CO3/IaHUS JOKYMEHTOB.

23.CpencTBa OprTeXHUKH, UCIIOJIb3YeMbIE Ha aBTOMAaTH3UPOBAHHOM paboueM MecTe CIeIHaliuCTa
U PYKOBOJIUTESL.

24. Knaccudukanus cpeacTB OpraHu3aliOHHON TEXHUKH JISI COBPEMEHHBIX O()UCHBIX
TEXHOJIOTHUM.

25. Konnenmus 31eKTpoHHOTO odrica. KoMmbloTepHbIe TEXHOJIOTHHA 00eCTICYCHUS
yIPaBICHYECKOM JAeATeIbHOCTH: HHTErPUPOBaHHbIH makeT mporpamm Microsoft Office.

26. [lenoBbie 1 KOMMEpYECKHE THUCHMA.

27.Knaccudukanus ¥ CTpyKTypa JeNOBbIX MMceM. PeKBU3HUTHI MHCbMa U UX PACIIONOKEHHE.

28. CranmapTHbie (pasbl U BEIPAKEHUS.

29. O0pa31pl BApUaHTOB JICJIOBBIX IMHUCEM: MMChMa-TIPOCHObI, MMChMa-OTBETHI (OTKAa3hI),
COIIPOBOJIMTENFHBIC TIMCbMA, MMChMAa-TIOITBEPIKACHNUS, TapaHTHITHBIE TUCHMA.

30.IIpaBuna u GopMbl KOMMEpUYECKON MEPENUCKH ¢ 3apyOeKHBIMH MapTHEPAMHU.

31.Jlekcuka U CTHIIb KOPPECTIOHICHITNH, OOIIENPUHSATHIE B MEKITYHAPOIHOM H JISIIOBOM MHpE.

32. TunoBsle Gpa3bl U NOJIE3HBIE BBIPAXKEHUS, HEOOXOIUMBIE IIPU COCTABICHUN ITHCEM
3apyO0e)KHOMY TIapTHEDPY.

33. Crnucok COKpallleHH, 4acTO BCTPEYAIOLINXCSA B KOMMEPUYECKMX MHChbMax.

34. ®opMbI KOMMEPYECKHX MHCeM: cOop HH(pOpMAIUK O IEITOBOW aKTUBHOCTH,
pecriekTabeabHOCTH (GUPM; MPEUIOKEHUS U OTKIIOHEHHUE MPEI0KEHUH U Ip.

35. OcobeHHOCTH KOMMEPYECKOH KOPPECTIOHICHIIMY Ha aHTJIIMHCKOM, (DPAHITY3CKOM U HEMEITKOM
A3bIKaX (S3bIK BBIOMpAETCs 1O KETaHUIO CTYACHTA).

36. CocraBiieHue 1 OTIIPaBKa MUChMa Yepe3 dIEKTPOHHYIO TOUTY 3apy0eKHOMY MTapTHEPY.

37.KoppecnoHieH1us, CBsI3aHHAs C IPOBEJICHUEM MEPHOMUECKUX MEPONIPUATHH, U Tpoyast
KOPPECIOHICHIHSI.

38. OOpa3ibl BAPHAHTOB JICIOBBIX IMHUCEM, CBA3aHHBIX C IPOBEACHUEM MTEPUOANYECKUX
MEPOTIPUATHIA: THPOPMAIMOHHO-PEKITAMHBIC TICbMA, MAChMa-HAITOMUHAHHS.

39. CocraBienue Tejaerpamm, TeiaekcoB U (pakcoB. OCHOBHBIE COKPALICHHUS, HCIIOJIb3YeMbIE MTPH
COCTaBJICHUH TEJIETPaMM U TEJIEKCOB.

40. CocraBieHue 1 OTIIPaBKa MUCEM Yepe3 MEKTPOHHYIO OUTY B JIOKAJIbHOW BEIYUCIUTEEHON
CETH.

41. Opranuzanus paboThl C TOKYMEHTaMH, COJIEpKAIIMMU KOH(DUICHIINATbHbIE CBEACHUS.

42. Opranuzanus KOHQUICHIIMATHEHOTO JISITOPON3BOICTRA.

43. CocTaB HOPMAaTUBHO-METOAMYECKON 6a3bl KOH(DUIEHIIMAIBHOTO JIETONPOU3BOICTBA.

44, Posb 1 MeCcTO KOH(GUICHITUATHEHOTO JACJIONPOU3BOACTBA B 00€CTICUSHNUN 3aIIUTHI
KOH(HIEHIIMATBHON HH()OPMAIIHH.

45. Co3nanue 1 yuet KoH(QUACHIHATBHBIX JOKYMEHTOB, OPSAOK OOpaleHus ¢
KOH(UICHIIMATLHBIMHA JOKYMEHTAMHU.
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46. Cxema npoxokJIeHUsl JOKYMEHTa MPH CO3/IaHUU, PETUCTPallK U BUSHPOBAHUH, Ilepeiadya
KOH(UICHIIMATBHBIX JOKYMEHTOB BHYTPU OpTaHHU3AITHH.
47.CxeMa NpoX0xKIeHUS BXOJIAIINX U HCXOAAIIUX KOH(DUIECHIINATIBHBIX JOKYMEHTOB.

IIpuMepHBIi TeCT JJIs1 UTOTOBOr0 TECTUPOBAHMS |

1. IoKyMeHT — 3TO:
e) MarepuaibHblii O0BEKT, MCHOJB3YEMbIH Ul 3aKPEIUICHHUS W XPAHEHHs Ha HEM PEYeBOiA,
3BYKOBOW U M300pa3uTEIbHON HHPOPMALIUU
f) 3adukcupoBanHas Ha MaTepUabLHOM HOCHTENIEC HH(OPMALIUS C PEKBU3UTAMH, [TO3BOJISIOIIUMHU
ee UICHTU(UIPOBATD
0) bnank ¢popmara A4
h) CranmapTHblii THCT OyMaru, coJepKaiiuii Kakyro-a1u00 nHhopMaIuio

2. J1enonpou3BOACTBO — 3TO:
d) Cucrema xpaHeHHUS JOKYMEHTOB
e) CocraBiicHHE JTOKYMCHTOB
f) JlokymeHTHpOBaHME ¥ OpraHu3anus paboThl ¢ JOKyMEHTaMU

3. YkaxuTe, KaKue CUHCTEMbI JOKYMEHTAIIUHU BBIICIISIOT:

d) ®yHkUMOHAILHBIC H OTPACICBBIC

e) OrtpacieBble U MEXKOTPACIICBBIC

f) ®yHKIMOHATBHBIC U MEXKOTPACIICBbIC
4. HopMaTHBHO-TEXHUYECKUI TOKYMEHT, YCTAHABJIMBAIOIINI KOMIUIEKC HOPM, IIPaBHII, TpEOOBaHUH K
00BEKTY ¥ YTBEPIKIaeMbIil KOMIIETCHTHBIMH OPTaHaMH — 3TO:

e) Ceprudukar

f) Crangapt

g) Jlumensus

h) Wucrpykums

5. UeM onpenensieTcs cOCTaB yIpaBJI€HUYECKUX JOKYMEHTOB B OPraHU3aINU:
e) DyHKIHUSIMH OpraHU3alUH
f) Tlopsimkom perieHus yrnpaBieHYECKUX BOPOCOB
g) HopmaTuBHBIMH aKTamu
h) OO0beMoOM u XapaKTepoM B3aUMOCBSI3EH C IPYTUMH OpraHU3aUIMH

6. HazoBute dopmarsl 6ymaru, pa3pemnieHHblie 111 0hOpPMIICHHS IeTTOBBIX JOKYMEHTOB:
e) Al
f) A3
g) A4
h) A5
7. B Kakux ciydasix IpUBOJSAT COKPAIICHHOE HAMMEHOBAHUE OPTraHU3AIINU:
a) Ecnu oHa siBIIsIeTCS aBTOPOM JIOKYMEHTA
b) Ecnu oHO 3aKkperieHO B YUPEAUTEIbHBIX TOKYMEHTaX
¢) Ecnu y opranuzaiuu UMEIOTCs (pUIHAIBI, TEPPUTOPHATILHBIE OTACICHHUS, MPEICTABUTEIHCTBA

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

a) /Jla
b) Her

9. SBnAr0TCS 1M YHUBEPCATBHBIE CJI0OBA MHOIO3HAYHBIMH

a) /Jla



10.

11.

12.

13.

14.

15

16.

17.

18.

19.
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b) Her

YKaXuTe CBOMCTBA yNpaBlIeHYECKON HH(OpMAIUH:
€) AIpecHOCTb

f) Kpartkocts TekcTa

g) OdunuansHbIi XapakTep

h) To4HOCTH U3IOKECHHUS

YupeauTeabHblid TOTOBOP COACPIKUT:

a) XapaKTepHCTUKY IpeaMeTa, He/eii U MPUHIUIIOB AEATEIIbHOCTH OPraHH3aIHK
b) JdomkHOCTHOW M YUCIIEHHBIH COCTAB OPraHU3aIUH

c) IlpaBa u 00S3aHHOCTH yUpeIUTEICH

d) CocraB 1 KOMIIETCHIIHIO OPTaHOB YIIPABJICHHS

e) Cpok IelCTBHS U MOPSIOK MPEKPAIeHUs J0roBopa

SIBnsercs mu IIpHUKa3 00513aTeNIbHBIM K HCIOJIHEHHIO I BCEX pa6OTHI/IKOB ,HaHHOﬁ OpraHu3anu:

a) la
b) Her

Kax m3saraercst TEKCT pacriopsAuTeNIbHOM YaCTH PaclopsAAUTEIbHBIX JOKYMEHTOB:
a) B mpocurenbHoii hopme

b) B noBenurensHO# hopme

€) B ykasarenbHoit hopme

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

b) Ha 6nanke nucema

€) Ha GnaHke KOHKPETHOTO BU/Ia JOKyMEHTA

. PaCHOp}I,I[I/ITCJ'IBHBIC JAOKYMCHTHI BCTYIIAKOT B CUITY:

a) I[locne ux yTBepKaCHUS

b) C moMenTa UX MOAMUCAHUS
c) Ilocne ux coraacoBaHus

d) Tlocie ux omyOIUKOBaHHUS

Pe3rome — 3T0:

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

b) Omnucanue OCHOBHBIX 3TAllOB TPYAOBOM AEATCIBLHOCTH, COCTABJIEHHOE MPETEHACHTOM Ha
BaKaHTHOE MECTO.

c) Wudopmarus B XpOHOIOTHIECKOM TMOPSIKE MPEICTABICHHI MPETEHICHTa Ha BAKAHTHOE MECTO
0 CBOEM >KU3HEHHOM MyTH U MPOdeCCHOHATH3ME.

YT0 SIBISIETCS] OCHOBAHUEM ISl M3aHUS TIPUKA3a O TIpreMe Ha pabory:

a) VYcTHOE pacropsKeHHe PyKOBOAUTENS OpraHUu3aluu

b) TlucebmeHHOE pacmopsKEHHE PYKOBOIUTEINS OPraHU3aluK

c) TlomnucaHHOE PYKOBOJHUTENIEM OpPraHU3alluy 3asBICHUE O IPUEME Ha paboTy

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

a) Ma
b) Her

3anmMChIBAIOTCS JIU B3BICKAHUS C pa6OTHI/IKa B €TO TPYAOBYIO KHUKKY:

a) Jla
b) Her
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21.

22.

23

24.

25.
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JIoKyMeHTO00O0pOT — 3TO:

d) JIBmkeHue TOKYMEHTOB B OpraHU3aIlMH ¢ MOMEHTA TOJIYYCHHUS WM CO3aHUsI 0 3aBEPIICHUS
HCIIOJIHCHU A, OTIIPABKH aApCCaTy UJIK HAIIPABJICHUU HAa XPAHCHUC B JCJIO

e) JIBmxkeHue JOKYMEHTOB MEXy OpraHU3aI[UsIMU

f) JIBmkeHue TOKYMEHTOB MEK/y OpraHU3aIieii U OpraHaMu TOCYAapCTBCHHOM BIacTh

KaxoBa ocHOBHas 3a/1a4a JOKyMEHTO000pOTA:
C) OBICTPOTA B IBMKCHUH JOKYMEHTOB

d) mMakcuMHU3aIHsA JOKYMEHTOIIOTOKA

€) OpPSAMOTOYHOCTH B JIBHKCHHHU JIOKYMEHTOB

B HOMEHKNaTYypy 1€ BKIFOYAKOTC:

d) Bce menma opraHu3alMy, KypPHAIbI PETUCTPALMHU, CIIPABOYHBIC KAPTOTEKU

E) BCC BXOOAIIUC, UCXOAAIINE U BHYTPCHHNUEC JOKYMCHTBI OpTraHHu3allun

f) nmena u MOKyMEHTBI OpraHM3alUK, KOTOPbIE OTHOCATCS K padOTe ¢ KaJpaMu B OpraHU3alluu

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

d) Homenknarypa nen pa3padaTbiBaeTcs MOCIIE CO3/IaHMsI OpPraHU3alny U JICHCTBYET 0ECCPOYHO

e) Homenkmarypa Jnenm paspabarhiBacTcsi IOCJAE CO3JAHUSI OPraHM3allMd U CKETOIHO
HepeyTBePIKIACTCS

f) Homenknartypa nen pa3pabarbiBacTCsi MOCIE CO3/AHUsI OPraHH3alMH M IEepeyTBEPXKIaeTCs
OIWH pa3 B IIATHb JICT

YTO OTHOCUTCS K CPEICTBAM BIICKTPOHHOTO KOITHPOBAHUS JOKYMCHTOB:
f) Pusorpad

g) Mlpenep

h) Kcepoxkc

i) Ckanep

J) ®paskupoBanbHas MalInHA

Kakoii mpu¢r siBnsercss o0CHOBHBIM IIpU 0pOopMIIEHHHN JOKyMeHTa ¢ moMorisio T1K:
a) Times New Roman 12

b) Times New Roman 14

c) Arial 12

d) Arial 14

ITonHbIit (1)0HI[ OLCHOYHBIX CPCACTB IJId ITPOBCACHUA HpOMC)KYTOLIHOI\/‘I arTecral pasMCIICH

B 0aHKe BOIIPOCOB AJIEKTPOHHOrO yueOHoro Kkypca mgucuuminael B OWOC  yHuBepcutera
http://sdo.tolgas.ru/, a Takke XpaHuTcs B OymMa)kHOM u (WJIM) SJIEKTPOHHOM BHJE Ha Kademape-
pa3paboTUHKe.



