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1. HEPEYEHbD INJIAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
JUCHUIIVIMHE, COOTHECEHHBIX C [IJIAHUPYEMBIMU PE3YJIbTATAMUAU
OCBOEHMSA OBPA3OBATEJBHOM ITPOI'PAMMBI

1.1. lleab ocBOeHUsT TUCUUILJIUHBI.
[{enbr0 OCBOSHUS TUCIIUTUTHHBI SIBIISICTCS .
- (dopmupoBanue y oOydarommxcs oO0menpodecCHoHaIbHbIX KOMIIETCHIIMH B 00JacTH

TOCTUHUYHOHN U peCTopaHHOﬁ JACATCIIbHOCTH

B COOTBCTCTBHU C HOPMATHBHBIMUA Tpe60BaHI/I5IMI/I K

OpraHu3aly JOKYMEHTO000pOTa B pa3pese QyHKIMNA yIpaBICHHS.

1.2. llepeyeHb MIIaHUPYEMbIX Pe3yJIbTATOB 00yUYeHH s N0 TUCIUITIUHE

Koa u HaumeHoBaHue

Koa u HaumMeHoBaHue

Ianupyemble pe3yJibTaThl 00y4eHHsI 110

KOMIIETeHIUH HHIUKATOpA JAUCIMILIMHE
JOCTHKEHHUSI
KOMIETeHIUH
OIIK-6. Criocoben HNOIIK-6.3 3HaeT: METOI0JIOTUYECKUE U OpTraHU3aMOHHO-
TIPUMEHSTD OOecnieyuBaeT MIPaBOBBIC ACTICKTHI ACIOMPOU3BOICTBA; CTPYKTYPY
3aKOHOJATEIbCTBO JIOKYMEHTOOOOPOT B | OCHOBHBIX BHJIOB YIIPABICHYCCKHUX TOKYMCHTOB;
Poccuiickon COOTBETCTBHH C CHOCOOBI U METOIBI BEACHUS U ONITUMU3AIINHN

Deneparui, a HOpPMaTUBHBIMU JIOKYMEHT0000poTa

TaKXKe HOPMBI TpeOOBAHUAMHU YmMmeert: obecrieunBarh JOKYMEHTOOOOPOT Ha
MEXTyHapOJHOTO HPEINpHUSITUIX CepBHCa

npaBa Ipu Baaneer: npakTHUeCKUMH HaBBIKAMU
OCYILECTBICHUH obecrieueHns JOKyMEHTO000pOTa OpraHu3annii
npodeccrnoHaNbHOM cepsl TOCTENPUUMCTBA U OOLIECTBEHHOTO
JESTEIbHOCTH MUTAHUS B COOTBETCTBUU C HOPMATUBHBIMU

TpeOOBAHUAMI.

2. MECTO JUCHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM IMPOI'PAMMBbBI

JucnumimHa oTHocuTcs K o0sa3aTenbHoi yactu brioka 1. JucuuminHel (MOIyNn) IpOrpaMMBl
6axanaspuata (b.1.0.28. O6menpodeccnoHaIbHbII MOYIIb).

3. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIMHBI

3.1. O0beM H CTPYKTYpPa AUCHHUIIHHBI

OOrrast TpyA0EMKOCTh AMCHMILIMHBI cocTaBisieT_3 3.e. (108 wac.), ux pacmpeneneHue Mo
BUZaM pabOT M ceMecTpaMm IMPeJICTaBICHO B TaOIHIIE.

Bujabl y4eGHbIX 3aHATHH M PA00THI 00y4aI0IMXCS TpyaoeMKoOCTh, Yac
O0mas TPyA0eMKOCTh JUCHHMILIHHBI, 4aC 108
KonrakTHas padora o0y4amuxcs ¢ npenojasarejieM 1o BUam 46/12
yueOHbIX 3aHATHIl (BCero), B T.4.:
3aHSATHUS JIEKIMOHHOT0 THNA (JIEKIIUK) 18/ 4
3aHSATHS CEMHHAPCKOro TUMNA (CEMUHADBI, TPAKTUYECKHE 3aHSITHSI, 28/8
MIPAKTUKYMBI, KOJUIOKBIYMBI ¥ HHBIC aHAJIOTHYHBIC 3aHSTHU)
J1a0opaTOpHBIE PAGOTHI - /-
CamocrosiTe1bHasi padoTa BCero, B T.4.: 62 /92
CaMonoAroToBKa 1o teMam (pasjienam) JUCIUIITMHBI 62/ 92
BrinmoiHeHHe KypcoBOro IPOEKTa /KypcoBoii paboThl -/-
KoHTpoJb (4acel Ha IK3aMeH, 3a4eT) -4
IIpome:xkyTOUHAs aTTeCTALMA JuddepennnpoBannblii 3a4eT

[Mpumeuanue: -/- 06vem wacos coomeemcmeeHHo 0Jis OYHOU, 3A0UHOU POpM 0OVUeHUs

JlMcuuIuIiHa peanu3yeTcs MOCPEACTBOM MPOBEACHHUS KOHTAaKTHOW paboThl ¢ 00yJarOIUMHUCS
(BKJTIOUAs POBEJICHUE TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH ), CAMOCTOSITEILHON PabOThI 00yJaroITuXCst
U IIPOMEKYTOUHOH aTTECTALUH.




B mpomecce OcCBOeHHS JAWCHUIUIMHBI MOXXET HPUMEHSTBCS OJJICKTPOHHOE OOydYeHHE U
JUCTAaHIIMOHHBIC 06pa3OBaTCJIBHBIe TCXHOJIOTHUH.
B mpormecce ocBoeHUs TUCHUILIMHBI OOy4arommecs o0ecledeHbl JOCTYIOM K AJICKTPOHHON
UH(POPMALIMOHHO-00pPa30BaATEIBHOM Cpe/ie U AIEKTPOHHO-OUOINOTEYHBIM CUCTEMAM.

3.1. Conep:kaHnue TUCHUIIMHBI, CTPYKTYPHPOBAHHOE 10 TeMaM

ILnannpyembie
pe3yabTaThl

Buapl yueoHo# padoThl

KonraktHas padora
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ho MllioneMoﬁ § E“ 2 § E“ E E ;?)l;);?:;;
Kompnerszl]unnn HaHMCHOBAHNE PA3AEIOB, TeM = E é e ; = = E § (HanMeHOBaHHe
HHIUKATOPBI E. % g = ; E ? 2 - OLIEHOYHOTr'0
ROCTHAREHHS % lg v g © E ; cpeacTBa)
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OIIK-6, TEMA 1. JIOKyMEHT U CUCTEMBI 1/0
HOIIK-6.3. JTOKyMEHTALUK

CopepxaHue JEKINU:

1.JlokyMeHTHpOBaHKE: OCHOBHBIE MOHSATHS H

TEpMUHBI. Bunel  JOKyMEHTOB M HX

KITACCU(UKAITHSL.

2.CocTtaB HOPMATHBHO-METOTUYECKON 0a3bl

JOKYMEHTUPOBAHUS YIpaBJICHYECKOM

JeSITEbHOCTH.

3.I'ocymapCTBEHHBIE CTaHAAapThI Ha

JOKYMEHTAlM0 YHU(UIMPOBAHHBIE CHCTEMbI

JOKYMCHTAIIHH. O6uiepoccuiickue

KJIACCU(UKATOPHI TEXHUKO-9KOHOMHUYECKOH |

coluansHON HH(pOpMAIIHH.
YeTHbiid

Tpaxtuueckoe 3ausatue Ne 1. JIokyMeHT u 2/0 0mpoc 1o

CHCTEMBI JIOKYMEHTAIIUH TEME,
TECTHUPOBAHU
e

CamMocrosiTenbHas paboTa. 5/5
MOJTrOTOBKA
JIOKJIaJI0B

TEMA 2. YrpaBiieHueCKast JOKYMEHTAIIHs 2/0

ConepxaHue JEKINU:

1.TpeGoBaHuUs K COCTaBICHUIO W O(hOPMIICHHIO

JOKYMEHTOB, (opMymsip-oOpaszer, cocraB Hu

pacroioxKeHne peKBU3UTOB.

2.OCHOBHEIE TMTOJIO’KEHUS 1o

JOKYMEHTHUPOBAHUIO yIpaBlieHYECKON

JeSITeTbHOCTH. bnanku 17§ dopmarsl

JIOKYMEHTOB.

3. TpeboBaHus K TEKCTaM JOKYMEHTOB. SI3bIK U

CTHib JOoKyMeHTa lloaroroBka TEKCTOB C

UCIIOJIb30BaHUEM  KOMITBIOTEPHOTO  TIaKeTa

nporpamm Microsoft Office.

Tpaxtuueckoe 3ausatue Ne 2 YIIpaBieHUeCKas 2/0 VYcrHbIi

JOKYMEHTaLHs orpoc,
TECTHPOBaH

ne




717

CamocTosTeabHas pa60Ta. IIOATOTOBKA
JTOKJIAJIOB
TEMA 3. CocraBienue u odopmienue | 4/2
OCHOBHBIX JIOKYMCHTOB
ConeprxaHue JEKIUU:
1. IlpaBuna COCTaBIICHHS u
opopMIIeHUSI OCHOBHBIX OpTaHU3AIMOHHO-
MPaBOBBIX JIOKYMCHTOB: yCTaBa, MOJIOKCHUS,
WHCTPYKIIMH, JOTOBOPA, KOHTPAKTA.
2. IlpaBuna COCTaBJICHHS u
0(OpMIICHUSI OCHOBHBIX PaCIOPSIUTEIHHBIX
JIOKYMEHTOB: MPUKa3a U PacCloOpsHKEHUS.
3. IlpaBuia COCTaBIICHHS u
odopMIeHUS OCHOBHBIX CIIPaBOYHO-
UH(OPMAIIMOHHBIX JIOKyMEHTOB: aKra,
CIIpaBKH, IPOTOKOJA, CITyKEOHOH, MOKIaTHOM
1 00BSCHUTETHHON 3aITHCOK.
4  TlpaBuna COCTaBJICHHS u
o opMIICHUS JIOKYMEHTOB JINYHOTO
MPOUCXOXKJEHUS: OOpalleHnue Mo HaiiMy Ha
pabory; HaIMcaHue pe3rome VTSI
MOCTYIJICHUS Ha pabdoTy IO KOHKYpPCY;
3asBJIEHWE O TmpueMe Ha  pabory;
aBToOmMoOrpadus; XapakTepUCTHKA; 3asBICHUE
0 TepeBoJie, O MPEJAOCTABICHUM OTIYCKA U T.
0.
[Tpaktnueckoe 3ausatue Ne 3 CocTaBieHHE U 6/2 Cocrasiienue
o opMIIEHHE OCHOBHBIX JOKYMEHTOB OCHOBHBIX
OpraHu3aImo
HHO-
pacnopsiaute
JIBHBIX
JAOKYMCHTOB,
TECTUPOBAHU
€
CamocrosiTenbHas padboTa. 12/13 CocragiieH
Ve TIarKu
TIeIo U3
OCHOBHBIX
OpraHu3anu
OHHO-
pactopsiiuT
€JIBHBIX
JIOKYMEHTO
B
2/0
TEMA 4. Opranuzanus T0KyMeHTOo000poTa
CopepxaHue JeKIUH -
1.Opranuzamnus JIOKYMEHTO000pOTA.
Bxopsimuii  nokymeHTONnoToK. BHyTpeHHUM
JIOKYMEHTOIIOTOK. Vuer o0beMa
JIOKyMEHT0000pOTa.
2.0praHu3alldOHHOE  MOCTPOCHHUE  CIIYXKOBI
JIEIIONPOU3BO/ICTBA.
Ipaktuyeckoe 3austie Ne 4 Opranuzanust 2/1 Ycrabii




I[OKYMGHTOO6OPOT3

orpoc,
TECTUPOBaH
ne

CamocrosTenpHas paboTa.

2/5

MMOATOTOBKA
JIOKJIaI0B

TEMAS. CuctemMaTu3aius JOKYMCHTOB
CopepxaHue JEKIIUU -
1.00mme TpeOoBaHUS K CHUCTEMaTH3AIlUH
JIOKyMEHTOB U (h)OPMUPOBAHUIO JICTI.
2.CocraBiienue 3ar0JIOBKOB nen u
YCTAaHOBJIICHHE  CPOKOB  XpaHEHus  Jell.
Homenknatypa nen. ApXxuBHOE XpaHEHHE
JIOKYMEHTOB H JIE.

1/0

[paxtnueckoe 3austre Ne 5. CucTemMaTuzanus
JIOKYMEHTOB.

2/0

VcrHbBIN
oTpocC

CaMocTosTenpHas pa60Ta.

8/8

MMOATOTOBKA
JIOKJIaI0B

TEMA 6. CoBpeMEHHBIE CTIOCOOBI U TEXHHUKA
CO3J1aHHs JOKYMEHTOB

CopepxaHue JEKIINH -

1. Cpencrra OPI'TEXHHUKH,
UCIIONIb3yeMbIe  HA  aBTOMATU3HPOBAHHOM
paboueM MecTe CIeHUATNCTa U PYKOBOIUTEIS.
Knaccudukanust cpeiacTB OpraHU3al[HOHHOM
TEXHUKH  JJII  COBPEMEHHBIX  O(UCHBIX
TEXHOJIOTUH.

2. Konuemnius AIEKTPOHHOTO
oduca.

3.  KowmmbiotepHble TEXHOJIOTHH
obecrieueHus yIpaBIeHUSCKON AeATEIbHOCTH:
MHTETPUPOBAHHBIH MakeT mporpamm Microsoft
Office.

1/0

Ipakruyeckoe 3ansitie Ne 6 . CoBpeMEHHbBIE
CrocoObl ¥ TEXHUKA CO3/IaHMS JOKYMEHTOB

2/0

VY cTHBIN
ormpoc

CamocrosTenbHas paboTa.

10/12

MOJATOTOBKA
JIOKJIaJI0B

TEMA 7. JlenoBble 1 KOMMEpPYECKHE TUChMa

ConepxaHue JEKINN:

1. Kiaccudukamuss u  CTpyKTypa
JICIOBBIX TUCEM PeKBU3WUTHI MHChMA U UX
pacronoxenue. CrangaptHeie  ¢pasbl  H
BBIPAKCHHS.

2. OOpasupl BapuUaHTOB JEJIOBBIX

IIHUCEM! HI/ICLMa-HpOCB6LI, IHCbMa-OTBCThI

2/1




(oTka3sl), COTPOBOUTEIHHBIC IMChMa,
MUChMa-TIOATBEPIKICHUS, rapaHTHIHHBIE
MUChMa.
[paktuueckoe 3ansatue Ne 7 JlenoBbie 4/2 CocrasneH
KOMMEpPYECKHUE MIChMa ne
JICJIOBBIX U
KoMMepuec
KHX THCEM
CamocrositenpHas pabora. 10/12 | CocraBnen
W€ JICTIOBBIX
UceM
TEMA 8. [IpaBuiia 1 hopMBI KOMMEPIECKOM
TIEPETIMCKHU C 3apyOeHBIMU TApTHEPAMHU
CopepxaHue JEKINU:
1. Jlekcuka u CTHIIb
KOPPECTIOHICHIINH, oOIIenTpUHSATHIE B
MEXIYHAPOIHOM H JIEIOBOM MHpe. THITOBBIC
(hpassr u MOJIC3HBIC BBIPXKCHHUS,
HeoOXoquMmble Tipu  cocraeienun nmcem | 2/0
3apy0OexHOMY TIapTHEPY.
2. ChoMcoKk  COKpalleHHH,  4YacTo
BCTPEUAIOIIMXCS B KOMMEPUECKUX MUChMaX.
3. ®DopMBI KOMMEpPYECKHUX MHCEM:
cOop wHpOpMaAMKH O MAENOBOW aKTHBHOCTH,
pecriektabenbHOCTH  (QUPM; TPEATIOKCHUST H
OTKJIOHEHME NTPEIJIOKEHUM U Jp.
4.  OcobeHHOCTH KOMMEPYECKOH
KOPPECIOHACHITH Ha AHTJIUHCKOM,
(paHIy3cKOM ¥ HEMEIKOM S3bIKax (S3BIK
BEIOMpAeTCs 10 KEJIAHUIO CTY/ICHTA).
4/1 VeTHbIN
orpoc,
Ipaktuyeckoe 3anstue Ne8 . [IpaBuna u popmsl
KOMMepHeCKOﬁ TMEPEITUCKU C Sapy6e)KHI)IMI/I COCTAaBJICHU
MapTHEPAMH € MMceM Ha
WHOCTpPaHHO
M SI3BIKE
CamocTosTenbHas pabora. 4/10 | CocraBnen
He nuchMa
3apyOexkHO
My
napTHepy
TEMA 9. KoppecnioHieH11us1, CBSI3aHHAs C
MTPOBEJICHUEM MTEPHOMUECKUX MEPOIIPHUATHH,
Y TIpoYasi KOPPECTIOHACHIINS
1/1

Conepxanue JeKINUN;

1.00pa3ubl BapuaHTOB JEIOBBIX [TUCEM,
CBA3aHHBIX C MPOBEIECHUEM NMEPHUOINUECKHUX




MCpOHpHHTHﬁZ I/IH(l)OpMaL[I/IOHHO-pGKJ'IaMHLIG
IMHUCbMa, IIMCbMa-HallOMUHaHUA.

2. CocraBienue TEJIerpaMm,
TenekcoB U (pakcoB. OCHOBHBIC COKpAICHUS,
UCTIOJb3yEeMbIC MPH COCTABICHUH TeJIErpaMM
U TEJIEKCOB.

3. CocraBieHre ¥ OTIpaBKa MUCEM
gyepe3 IJCKTPOHHYIO IIOYTy B JIOKAJIbHOU
BBIYMCITUTEIBHON CETH.

2/1 VerHbI
orpoc,
[paxtuueckoe 3anstue Ne9 KoppecnonieHius, COCTABJIEHU
CBSI3aHHAS C TIPOBEICHUEM MTEPHOIUUSCKUX € TIPOoYnX
MEPOIPUITUH, U TTPOYAst KOPPECIIOHACHIIUS JIOKYMEHTO
B
CamocrosTensHas padora. 2/10 | CocraBien
ne
nH(pOopMaIn
OHHO-
PEKIaMHBIX
IIHACEM
TEMA 10. Opraauzanus paboThI ¢
JIOKYMEHTaMH,
CoJIep KaIIMMU KOH(UICHIMATBHBIC 2/0
CBEIECHUS
ConepxaHue JISKIUH:
1. Opranuzamnus
KOH(UICHIIUATBHOTO JIEIONIPOU3BO/ICTBA.
CocTaB  HOPMAaTHBHO-METOJUYECKOW  0a3bl
KOH(HICHIIUATEHOTO JIEJIONPOU3BOJICTBA.
Poib u MECTO KOH(UICHIIUATBHOTO
JICNIOTIPOU3BOJICTBA B O0CCIICUCHUM 3allUThI
KOH(UACHIIMATBHON HH(pOpMany.
2. Coznganue u y4er
KOH(QUIACHIUAIBHBIX JIOKYMEHTOB, IOPSIOK
oOpareHus C KOH(UICHITUATbHBIMH
JIOKYMEHTaMH.
3. Cxema IpOXOXKJIEHUS JOKYMEHTa
MPH CO3/IaHWH, PETUCTPALMU M BU3HPOBAHUH,
nepenaya KOH(PUACHIUAIGHBIX JOKYMEHTOB
BHYTpH opranm3anuu. Cxema IpPOXOXICHUS
BXOJISIIIMX M MCXOSAIINX KOH(PUICHIIUAIEHBIX
JTOKyMEHTOB.
2/1 CocraBieH
M€ CXEM
IMpaktuueckoe 3ausatue NelO0 Opranm3arus HPOXOKIEH
paboTHI C TIOKyMEHTaMH, us
coJiepKaliuMy KOH(PHUICHIIUAIEHEIC BXOJISIINX
CBEIECHUS u
HCXOIAINX

KOH(UICHIT




HaTbHBIX
JIOKYMEHTO
B
CamMocrosiTenbHas paboTa. 2/10 [IOITOTOBKA
JIOKJIaI0B
UTOro | 18/ | -/- | 28/ | 62/92
4 8

[Ipumeuanue: -/- 06vem uacos coomeemcmeenHo 0 OUHOU, 3A04HOU opm 00yUeHUs




4. METOAJUYECKHME VYKA3AHUA [JI1 OBYYAIOIUXCA IO OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mue MeToJuYecKHue pPeKOMeHIaluu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

JlMcuuIuinHa peannu3yeTcs MOCPEACTBOM IPOBEIECHUS] KOHTAaKTHOW paboThl ¢ 00yYarOIUMUCS
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEIIbHON paOOThI 00yUJarOIIUXCsI
U IPOMEXKYTOYHOH aTTECTAIUH.

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHTHOW Pa0OThI, MEKIMYHOCTHOH KOMMYHHKAIIMU, TIPUHSITHS PEUICHUHN,
JHUJEPCKUX KauecTB (BKIIIOYAsl POBEJICHUE MHTCPAKTUBHBIX JICKIIUH, IPYIIOBBIX TUCKYCCUH, POJIIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pe3yJabTaTOB HAYYHBIX HCCICAOBAaHHH, IPOBOJUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATETLHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboToIaTesneil).

[IpenoaBaHye AUCIUIUIMHBI BEIETCS ¢ MPUMEHEHUEM CIICIYIOUINX BHIOB 00Pa30BaTeJbHBIX
TEeXHOJIOTHii:

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYyaINN;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

JInsi OUECHKHM 3HAHWI, YMEHHI, HABBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMIICTCHIIMH 10
JTUCIUTUTMHE TIPUMEHSIETCS OaUIbHO-PEUTHUHIOBAasl CHUCTEMa KOHTPOJSI M OICHKH YCIIEBaGMOCTH
CTyZIeHTOB. B OCHOBY Oa/UIbHO-PEHTHHTOBON CHCTEMBI TOJIOKEHBI NPHHIUIBI, B COOTBETCTBHU C
KOTOpbIMH ()OPMHUPOBAHUE PEHTHUHTA CTYIEHTa OCYIIECTBISACTCS 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
JIeKIMOHHBIN KypC MPEIIoNaraeT CHUCTEMATU3UPOBAHHOE H3JIOKEHUE OCHOBHBIX BOIIPOCOB
TEMaTU4YeCKOro IulaHa. B Xozae JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCS 0a30Bble BOINPOCHI B paMKax
KaKIO0W TeMbl JUCHUIUIMHBI. O003HaYar0TCs KIHOYEBBIE aCMIEKThI TEM, a TAK)KE JIEJIal0TCs aKIEHTHI Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JlekuMOHHBIE  3aHATHS  NPOBOAATCS B NOTOYHOM  ayIUTOPUUM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xxome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeZieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEJUIEKT-KapT.
OTtnenpHBbIE TEMBI MTPEIaraloTcs Uil CaMOCTOSATENBHOIO U3YUYEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMA SBISIOTCS ONOPHOW OCHOBOW Ui MOJATOTOBKM OOydYaroUmIMXcs K
NPAKTUUYECKUM 3aHSATUSIM U BBINOJIHEHUS 3aJlaHUl  CaMOCTOSTENbHOM paboThl, a Takxke K
MEPOIIPUATHAM TEKYILETO KOHTPOJISA YCIIEBAEMOCTH U IIPOMEXYTOYHOU aTTECTALUU 110 JUCLIUILIMHE.

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

4.4. Meronnyeckue yKa3aHusli Ui O0Y4YalOIIMXCSl MO OCBOEHUIO JUCHHUILIMHBI HA
3aAHATHUAX CECMUHAPCKOI0 THIA/ HA MNPAKTHYICCKUX 3AHATUAX

[IpakTuueckue (CeMHUHApPCKHUE) 3aHATHUS TPEICTABISAIOT COOOM JeTanu3aluio JEKIHOHHOTO
TEOPETUYECKOT0 MaTepHalia, MPOBOIATCS B IEJAX 3aKPEIUICHUS Kypca M OXBaTBIBAIOT BCE OCHOBHBIC
pasnenbl. OcCHOBHOW (oOpMOI TMPOBEACHHUS CEMHUHAPOB U MPAKTUYECKUX 3aHATHH SIBISIETCS
obcyxaeHne Harbosee MPOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTACIBHBIM TEMaM, a TaKKe PEIICHUE
3a/1a4 v pa30op MPUMEPOB U CUTYAIUH B ayAUTOPHBIX YCIOBHUSX.

[IpakTrueckue (ceMHUHAPCKUE) 3aHATHS 00yJaIOMUXCsl 00€CTICUNBAIOT:
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- IPOBEPKY ¥ YTOUHEHUE 3HAHUM, TOJTYYCHHBIX HA JICKIUSIX;

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

- MOJIBEICHUE UTOTOB 3aHATHUN 0 PEUTHUHIOBOM CHUCTEME, COIIACHO TEXHOJOIMYECKOW 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 YKa3aHus M0 CAMOCTOSITeJIbHOM padoTe 00yyarouuxcsi

CamocrosrenbHas paboTa 06ecreunBaeT MOAr0TOBKY 00y4aroImIerocs K ayAUTOPHBIM 3aHATHIM
U MEpONPUATUAM TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallMd MO M3Y4aeMOH JUCIUIUIMHE.
Pe3ynbTaThl 3TOH MOATOTOBKH MPOSBISIOTCS B AKTUBHOCTH OOYYAIOIIETOCS HA 3aHATUSAX M B KAYECTBE
BBIMIOJTHEHHBIX MPAKTUYECKUX 3aJJaHUI U IpYruX GOpM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHasi paboTa CTYI€HTOB BKJIIOUYAET:

1. U3ydenue yueOHON TUTEpaTyphl IO KypCy.

2. [TonroToBKa JOKIJIAIOB M HAYYHBIX CTATCH

3. Pabory ¢ pecypcamu MHTepHET 3/1eKTpOHHAsi OMOINOTEeKa, 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 MpOMEKYTOUYHOM aTTECTALIMU MO KYPCY JUCIUILINHBL.

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

Jis  oOywaromuxcss 1O 3a04HOM ¢opMe OOYy4YeHHS] CaMOCTOSTENbHAs padoTa SBISIETCS
OCHOBHBIM BHJIOM Y4eOHOI J1eATeIbHOCTH.

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

5.  YYEBHO-METOIMYECKOE U HWH®OPMAIMOHHOE OBECIIEYEHHUE
JUCIHHUIIVINHBI

5.1. IlepeyeHb OCHOBHOI W /JONOJIHUTEIbHON y4eOHOUH JIMTepaTypbl, HeOOXOAMMOM JIsl
OCBOCHMS JHCIUIIIHHBI

Bces JUTEpaTrypa, BKIKOUCHHAA B )IaHHI)II\/JI NEpeUCHb, MPEACTABJIICHA B BUAC JJICKTPOHHBIX
pecypcoB B 35eKTpoHHON Oubnuoreke yHusepcurera (9bC). JlutepaTypa, ucnonb3yemas B e4aTHOM
BU/JIE, IIPEJICTaBJIEHAa B HaAy4YHOI OMOIMOTEKe yHUBEpcUuTeTa B 00beme He MeHee 0,25 3K3eMIUIIpoB Ha
OJIHOTO 00yYaroerocs.

OcHoBHaA nuTepartypa

1. KprokoBa, H. M.

JIOKyMEeHTHpOBaHHE YIIPABICHYECKOH NEATETLHOCTH : yued. TocoOue I CTYACHTOB BY30B IO
Hanpasienuto 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymenT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsiciiee o6pazoBanue - bakamaspuar). - URL: https://znanium.com/read?id=359359
(mata obpamenus: 05.02.2021). - Pexxum goctymna: mist aBTopus. nmonb3osareneit. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TeKCT : IIEKTPOHHBIH.

2.KupcaHoBa, M. B.

Kypc nenonpousBoactsa. JJokyMeHTaIlMOHHOE O0ECTIeUeHUE YIIPaBICHHUS : yuel. mocoOue /Iy By30B
o HanpasieHusM noarot. 38.03.01 "Oxonomuka", 38.03.02 "MenexkMeHT" KBaTHUpUKAIUS
(cremensn) «OakanaBp» / M. B. Kupcanosa, FO. M. AkcenoB ; HoBocu6. roc. yH-T 9KOHOMUKH U YTIP. -
6-e u3m., ucnp. u gom. - Jlokyment read. - Mocksa : UHOPA-M, 2020. - 257 c. - (Beiciiee
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obpasoBanue - bakanaspuar). - Kpar. cios.-cripas. - Kpart. cinoB. repmunoB. - URL:
https://znanium.com/read?id=358 180 (mara obpamenus: 18.01.2021). - Pexxum gocTyma: 1Jis aBTOpU3.
nosib3oBareneit. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 37IeKTPOHHBII.

3. OcHOBbI AeNONPOU3BOACTBA : yucO. mocodue /It By30B IO HanpasieHuo moArotT. 38.03.01
"OxoHomuKka" (kBanupukaius (ctenens) "6akanasp') / A. M. Acanues, . 1. Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucnp. u jgon. - Jlokyment read. - Mocksa : UHOPA-M, 2021. -
146 c. - (Bricuiee oOpa3oBanue - bakanapuar). - [Ipum. Bomp. k sk3ameny. - Kpar. TepmMuHOII. CIIOB. -
URL: https://znanium.com/read?1d=374319 (nata o6pamenusi: 08.04.2021). - Pexxum gocryna: s
aBTOpH3. mosb3oBarenei. - ISBN 978-5-16-108215-7. - Tekct : 31eKTpOHHBII.

[ononHutenbHasa autepartypa

4. YyebHO-MeTOAMUECKOe nocobue no gaucumnamHe "[JOKyMeHTUpOBaHue
ynpaBJ/ieH4YeCKOW AeATeNIbHOCTU" : JIjis CTYICHTOB HampasiieHus moarot. 38.03.01
"JKOHOMUKA""HAMPABICHHOCTH, poduiiell "IKOHOMUKA MpeanpusaTHii u opr.", "byxrant. yuer,
ananu3 u ayaut", "Kommepuus", nanpasnenus noarot. 38.03.04 "T'oc. u myHunumn. ymop."
HarpasieHHOCTH, podwisa "['oc. u myHuun. ymp.", Hanpasierus noarot. 27.03.02 "Yup.
KauecTBOM' HaIpaBJICHHOCTH, TpodwIst "Y1Ip. KAYeCTBOM B IIPOU3B.-TEXHOJI. CHCTeMax",
HanpasiieHus moarot. 38.03.02 "MenemkMeHT" HampaBIeHHOCTEH, mpodwiel "MeHepKMeHT opr.",
"V1p. masibiM 6u3zHecoM", "@UHAHCOBBIN MeHEHKMEHT", "YIp. MpoeKTaMu'", HaIpaBJIeHUS ITOTOT.
43.03.02 "Typusm" HanpaBiaeHHOCTH, poduist "TexHOI. U Opr. Typorepar. ¥ TypareHT. yciayr",
HanpasneHus noarot. 43.03.01 "Cepsuc" nHanpasnenHoctu, npodums "Opr. nepeBo3oK U yIp. Ha
TparciL.", HanpasieHusro moarot. 10.03.01 "Mudopm. 6e30macHOCTS" HANPaBIEHHOCTH, TPOGUISL
"Opr. u TexHonorus 3auTsl HHGopM.", HanpaBaeHus noAroT. 43.03.03 "T'octunuy. nemno"
HarpasieHHOCTH, podwis "['ocTuHMY. U pecTopaH. aesaTenbHOCTh" / [I0BOIK. Toc. YH-T cepBHca
(®I'bOY BO "TIBI'YC"), Kad. "Oxonomuka u ynp." ; coct.: A. H. Kapa, A. B. Korynenko. -
Hoxyment Adobe Acrobat. - Tonwsittu : [IBI'YC, 2019. - 1,47 MB, 116 c. - IIpun. - URL:
http://elib.tolgas.ru/publ/Metod_DUDb_B 31.01.2019.pdf (nara obpamienus: 19.11.2020). - Pesxxum
noctyna: s apropu3. monb3oBatenei. - 0-00. - Tekcer : 2IeKTpOHHBIH.

5. YueOHO-MeTOAMUYECKOe MOcoOHe o auciumiuHe "JlokyMeHTUpOBaHHe yIIPABJIeHYeCKO
AeATEJBHOCTH" : U1 CTyZEeHTOB crenuanbHOoCTH 38.05.02 "Tamoxk. fneno" HarpaBlIeHHOCTH,
npoduist "Tamox. mmatexu" / [ToBomk. roc. yH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad.
"JxoHoMuKa u ynp." ; cocT.: A. H. Kapa, A. B. Korynenko. - JlokymenT Adobe Acrobat. - TonpsaTTH
: [IBI'YC, 2019. - 1,45 MB, 115 c. - IIpun. - URL:

http://elib.tolgas.ru/publ/Metod DUDb_TD 31.01.2019.pdf (nara odpamenus: 19.11.2020). - Pexxum
noctyna: s apropu3. monb3oBatenei. - 0-00. - Tekcr : 2JIeKTpOHHBIH.

6. Murenb, U. H.
JlokyMeHTHupOBaHuE yrpaBiIeHUeCKol nesrenpbHocTH. Kypc neknwii : yue6. mocodue / M. H. Murens ;

Poc. akan. o6pa3oBanus. - 3-¢ u3., cTep. - Mocksa : ®munHTa [1 ap.], 2014. - 198 c. : Tadu. - [Ipwn. -
ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekct : HENOCPEACTBEHHBIH.

7. Ky3sHeuos, U. H.

Henonpon3BocTBo. JlokyMeHTallMOHHOE O0ecriedeHne yrpaBieHus : CpaB. mocoodue st By30B / U.
H. Ky3nernos. - PoctoB-Ha-/lony : ®enukc, 2014. - 396 c. : Tabmn. - (CnpaBounuk). - [lepeuenn
HOPMAaTUBHBIX aKkToB. - ISBN 978-5-222-23094-7 : 278-00. - TekcT : HEenocpeACTBEHHBIH.
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HopmaTuBHO-ipaBoOBbIE AKTHI

1. Koncrurynus Poccuiickoit @enepanuu (IpUHATa BCEHApPOAHBIM rosiocoBanuemM 12.12.1993 ¢
M3MEHEHHSIMHU, OI00pEHHBIME B X0/ie obuiepoccuiickoro ronocosanus 01.07.2020) . - Tekcer :
anektpounsii // Koncynprantllmoc : caiit. — URL: http://www.consultant.ru (zata obpareHmus:
26.04.2021).

2. TOCT P 7.0.97 — 2016 «Cucrtema cTanaapToB 110 HHGOPMAIIH, ONOIMOTEUHOMY JIETY.
OpraHu3alioOHHO-PACIIOPAIUTENbHAS JoKyMeHTaus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOB
(BBenen B neiicteue ¢ 01.07.2018 1.)

3. DenepanbHeblil 3ak0H OT 27.07.2006 Ne 149-D3 (pen. 28.07.2012) «O6 nundopmanuu,
UH()OPMAIIMOHHBIX TEXHOJIOTHUAX M O 3aIIUTE HHPOPMALIHN.

4, ®enepanbubiid 3aK0H 0T 06.04.2011 Ne63-D3 (pea. 10.07.2012) «OO6 31eKTPOHHOU MOATTHCH
5. ®enepanbupiii 3ak0H OT 10.01.2002 Nel-d3 (pen. 08.11.2007) «O06 snexTpoHHOU U poBOH
MOJITTHUCI.

6. @enepanbhblii 3ak0H OT 27.12.2002 Ne184-D3 (pea. 03.12.2012) «O TexHUYECKOM
PEryIUPOBAHUN) .

7. ®enepanbhblii 3akoH OT 22.10.2004 Ne125-D3 (pen. ot 11.02.2013) «O6 apxuBHOM Jeiie B
Poccuiickoit denepanuimny.

8. ®enepanbhblii 3ak0H OT 21.07.1993 No5485-1 (B pen. 08.11.2011) «O rocynapcTBeHHOI TaliHEe».
9. ®enepanbhblii 3akoH 0T 29.07.2004 Ne98-D3 (pen. ot 11.07.2011) «O xommepueckoii TaitHe.
10. ITocranoBnenue [IpaButensctBa PO ot 17.06.2004 (pen. 24.03.2011) Ne 290 «O
®DenepalibHOM apXUBHOM areHTCTBEY.

11.TTpaBuna nmpenocTaBiICHUs YCIyT TelerpagHOi CBsI3U, YTBEpKaeHbI [locTaHOBIEHHEM

[IpaButenscTBa Poccuiickoit deneparuu ot 15 anpenst 2005 r. Ne 222 (B pen. 31.01.2012).

12.«I'OCT P 7.0.8-2013. HatimonanesHsbii crangapt PO. Cucrema craHmapToB 1Mo HHPpOpMaIum,

O6MOIMOTEYHOMY U M3/1aTENIbCKOMY Jey. J{enonpon3BoACTBO U apXuBHOE Ae0. TepMUHBI 1

OIIPEICIICHUS.

13. «OK 011-93. Obmepoccuiickuii KinaccupuKaTop yrnpaBIeHU€CKOH JOKyMEHTaum» (yTB.
[TocranoBnenuem ['occranmapta P® ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).

14. «I"ocynapcTBeHHas cuCTeMa JOKYMEHTAIMOHHOTo o0ecrieueHus ynpaBieHus. OCHOBHbIE
nojoxenus. OOue TpeboBaHM K JOKYMEHTaM U cIyk0aM IOKyMEHTallMOHHOTO
obecnieuenus» (onoOpena koyuteruei I'maBapxusa CCCP ot 27.04.1988, IIpuka3 ['naBapxusa
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. — npasoBoii noptan : [caiit] / OO0 «HIII «I'APAHT-CEPBUCY». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara ob6pamenust 09.02.2021). - TekcT :
3JIEKTPOHHBIMN.

3. Koncynprantllmoc : cnpaBounasi npaBoBasi cucrema : cait / 3A0 «Koncynbrantllmoc». —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mara oopamenus 09.02.2021). - Tekcr :
AJIEKTPOHHBIN.

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-OMONMMOTEeUHass cuctema Znanium.com : caiit / OOO "3HAHUYM". — Mockga,
2011 - . - URL: https://znanium.com/ (mata o6parenus 09.02.2021). - Pexum mocrymna: s
aBTOpU3. MOJI30BATEIIEH. - TEKCT : AIEKTPOHHBIN.

6. DnexTpoHHO-OMOMMOTEeuHas cucreMa Jlans : caitr / OOO "OBC JIAHb". - Mocksa, 2011 - . -
URL: https://e.lanbook.com/ (nata ob6parienust 09.02.2021). - Pexum poctymna: s aBTOPH3.
IIOJIB30BaTENEH. - TEKCT : AJEKTPOHHBIN.

5.3. IlporpammHoe obecnieueHue

NudopmannonHoe obecriedeHre y4eOHOro mpolecca MO AUCHUILIMHE OCYIIECTBISETCS C
UCTIOJIB30BAaHUEM  CJEAYIOLIEr0 MPOrpaMMHOTO obOecrieueHus: (JMIEH3MOHHOTO W CBOOOIHO
pacmnpocTpaHsieMoro), B TOM YHCII€ OT€YECTBEHHOT'O IIPOU3BO/ICTBA!

Ne HaunmeHoBanue YcaoBus focryna

n/n

1 Microsoft Windows U3 BHYTPEHHEH CeTH YHUBEpCUTETA (JIULIEH3UOHHBII
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

WurepHeT (IMIICH3UOHHBIN TOrOBOD)

7. OMUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIs
OCYHECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA ITO JUCIIUITJIMHE

[TomemieHust npeAcTaBisAOT co00 yuyeOHbIE ayIUTOPUU JJISl MIPOBENEHUS YUEOHBIX 3aHATHI,
IOPEIYCMOTPEHHBIX Y4YeOHbIM IUIAaHOM M pabodell mporpaMMol JUCIMIIMHBI, OCHAIlEHHbIE
000py/1I0BaHUEM M TEXHUYECKUMHU CPEICTBAMU OOyUEHUS.

3aHATUSA JIEKIMOHHOIO THNA. Y4YeOHble ayAWTOPUM JUIs 3aHSATUH JIEKIMOHHOTO THIIA
YKOMILIEKTOBAaHbI MEOENbIO M TEXHUUYECKUMHU CpPeICTBaMU O0yUEHUs, CITY KAllUMU J1JIs1 IPEICTaBICHUS
yueOHoI nHpopMaIK (CTallmOHapHbIE UM IEPEHOCHBIE HA0OPhI IEMOHCTPALIMIOHHOT'O 000PY0BaHUS
(mpoexTop, 3KpaH, KOMIIbIOTEP/HOYTOYK), ydeOHO-HarysIHble nocoOus (Mpe3eHTaluu MO0 TeMaM
JeKIHii), oOecreynBaomue TeMaTHYeCKUe WIUTIOCTPAIlMM, COOTBETCTBYIOIIME NaHHOH mIporpamme
JTUCIUIUIAHBI.

3aHATHS CEMUHAPCKOr0 THNA. Y4YeOHbIE AayIUTOPUM JUIS 3aHATUI CEMHUHApCKOTO THIIA
YKOMILIEKTOBaHbI MEOENIbIO M TEXHUUYECKUMHU CPEeICTBaMU O0YyUEHUs, CITY KAllUMU J1JIsl IPEICTaBIECHUS
yueOHoIl nHpopMaIiK (CTallMOHAPHbIE UM MTEPEHOCHBIE HAOOPbI IEMOHCTPALIMOHHOTO 000PYIOBaHUS
(IpoexTop, 3KpaH, KOMIbIOTEP/HOYTOYK).

IIpome:xxyTounast arrecraums. J[nf mnpoBeneHUs NPOMEKYTOUYHOM aTTECTallMH IO
JUCLUIUINHE HCIIOJIB3YIOTCS KOMIIBIOTEPHBIE KJIACCHI, OCHAILEHHBIE KOMIIBIOTEPHON TEXHHUKOH C
BO3MOXXHOCTBIO TMOJKIIOYEHHUsT K ceTH HHTepHer M oOecriedeHHeM JOCTyla B 3JIEKTPOHHYIO
UHPOPMALIMOHHO-00pa30BaTeNbHYI0  CpeAy  yHHUBEpCUTeTa  W/WiIM  y4yeOHble  ayIUTOPHH,
YKOMILIEKTOBaHHbIE MEOEIIbIO U TEXHUUECKUMHU CPECTBAMU O0yUEHHUS.

CamocrosiTeibHasi pabora. IlomemeHuss Uit CaMOCTOATENBHOM pabOThl  OCHAIIEHBI
KOMIIBIOTEPHONM TEXHUKOH C BO3MOXHOCTHIO MOAKIIOUEHUS K ceTd «VIHTepHeT» U JOCTyNnoM K
ANIEKTPOHHOM  HMH(pOpPMAIIMOHHO-00pa3oBaTeIbHOM  cpelne  yHHMBepcurera. [l  opraHusanuu
CaMOCTOSITEIbHON pabOThI 00yUYarOIIMXCS UCTIOIB3YIOTCS:

KOMIIBIOTEPHBIE KJIaCChl YHUBEPCUTETA;
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OoubnroTeka (Mearas3ai), UMEIoIIast MecTa i 00yJaronIuXxcsi, OCHAIIEHHBIE KOMITHIOTEPaMH C
JOCTYTIOM K 0a3aM JaHHBIX U ceTH VIHTepHeT.

JJIeKTPOHHAasi HMH(OPMANMOHHO-00pa3oBarejJbHast cpeaa yHuBepcutrera (QUOC).
Kaxnaplii oOydaromuiics B TEYEHHE BCEro Tepuoaa oOydeHHs O00eCnedeH WHIWBHYaTbHBIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHON MH(OPMallMOHHO-00pa30BaTEeNIbHOM Cpelie YHUBEPCUTETA
(OUOC) http://sdo.tolgas.ru/ u3 nroboOW TOYKH, B KOTOPOH HMMeEETCs JOCTYNl K HH()OPMALUOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTH "MHTepHeT", KaKk Ha TEpPUTOPUN YHUBEPCUTETA, TAK U BHE €€.

OUOC ynuBepcurera 00eCreunBaeT:

JOCTynl K Y4eOHBIM IUIaHaM, pabo4yuM MporpaMMaM JTUCHHUIUIMH (MOAYJeil), MmporpaMMam
MPAKTUK, OJJIGKTPOHHBIM Yy4YeOHBIM H3JIaHUSM W 3JIEKTPOHHBIM 00pa30BaTENIbHBIM pecypcam,
YKa3aHHBIM B pa004MX MporpaMMax JTUCIHUIUTHH (MOIyJeH ), mporpaMMax MpakTuK;

(hopMUpOBaHHE AIEKTPOHHOTO MOPTQPOINO 00YUAIOLIErocs, B TOM YHCIIE COXpaHEHHE ero padoT
Y OLICHOK 32 3TH PaOOTHI.

B cnyuae peanuzanuu o6pa3oBareabHON IPOrpaMMbl C IPUMEHEHUEM 3JIEKTPOHHOTO 00y4YeHHs,
JTUCTAHIIMOHHBIX 00pa3oBarenbHBIX TexHOMOorui DNOC MONMOTHUTENHEHO 00ECTICYNBACT:

¢bukcanuo xoma oOpa3oBATENBLHOTO MpPOLIeCca, Pe3yIbTaTOB MPOMEKYTOUHOM aTTecTaluu U
pe3yIabTaTOB OCBOCHHS 00pa30BaTEIbHON IPOrPAMMBI;

MpOBeJIcHUE YUeOHBIX 3aHATHH, MPOLIETYP OLIEHKH Pe3yIbTaTOB 00y4eHHs, peaau3alns KOTOPhIX
MpEeAyCMOTpPEHa C MPUMEHEHHEM DJJEKTPOHHOTO OOy4YeHHUs, IUCTAHIMOHHBIX 00pa30BaTeIbHBIX
TEXHOJIOTHH;

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

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

[Ipu HeoOxomammocTu paboyas MporpaMma AWCLMIUIMHBI MOXET OBITh aJanTUpOBaHA IS
obecrieyeHnss 00pa30BaTENBFHOTO TPOIECCa WHBAIUIOB M JIMI[ C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3/10pOBbsI, B TOM UHUCIIE Ul JUCTaHIMOHHOrO oOyueHus. [y aToro tpeGyeTcs 3asBieHUE CTYAEHTA
(ero 3aKOHHOTO TIPEACTABUTENS) W 3aKIIOUYEHHE TIICHXOJIOTO-MEIUKO-TIEarOrHiecKod KOMHCCHHU
(IIMIIK).

B ciydae HeoOX0muMOCTH, 00yJarOIIMMCS M3 YUCIIA JIMI C OTPAHUYCHHBIMUA BO3MOXXHOCTSIMH
310poBbsl (MO 3asBIEHUIO OOyyaromerocs) a s HWHBAIWJOB TaKKe€ B COOTBETCTBUU C
HHI[HBHHyaHBHOﬁ HpOl"paMMOI\/’I pea6I/IJ'II/ITaIII/II/I HHBaJIMAA, MOTYT IIp€iiaratbCa CICAYIOINE BAPHUAHTDBI
BOCTIPUATHS yueOHOM MH(OPMAIMK ¢ y4€TOM UX WHAMBHUIYATbHBIX NCUXO(PU3MUECKUX OCOOCHHOCTE,
B TOM YHUCJIC C TPUMCHCHUCM DJICKTPOHHOI'O 06yquI/1$[ 1 JUCTAaHIIMOHHBIX TEXHOJIOTHH:

- JUId JIMLl C HapyLIEHUsIMM 3pEHMs: B MEeYaTHOM (GopMe yBeIMYeHHbIM WpudTOoM; B dopme
AJIEKTPOHHOIO IOKYMEHTa; B (popme aynuodaiina (mepeBo] yueOHbIX MaTepHalioB B ayauodopmar); B
neyaTHOH Qopme Ha sA3blke bpaing; WHIMBUAYalbHbIE KOHCYJIBTALlMM C  TPHUBJICYECHUEM
Tn@nocypﬂonepeBozmnKa; WHIWBHUIYAJIbHBIC 3aIaHUA 1 KOHCYJIbTalllH.

- 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.

- JUId JIUI] C HapyLUIEHUSIMU OMOPHO-JBUTATEIbHOrO ammapara: B reyaTHoH ¢opme; B (popme
3IIEKTPOHHOI'O IOKYMEHTa; B (hopMe ayanodaiina; MHIUBUIYaIbHbBIE 3aJlaHUS U KOHCYJIbTAIUH .

9. OUHEHOYHBIE MATEPUAJIbI (®OHJA OLIEHOYHBIX CPEACTB) AJs
TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U TIPOMEXYTOUYHOM ATTECTAIIUMA

9.1. Onucanue moKa3aTejeii W KpPUTEPHEB OIEHUBAHUS KOMIETeHUHH Ha
Pa3JIHYHBIX 3TANaxX UHX GOPMHUPOBAHNS, ONTMCAHUE LKA OLCHUBAHUA

JUis OUEHKH 3HaHUM, YMEHUH, HAaBBIKOB M YpPOBHS C(HOPMHUPOBAHHOCTH KOMIIETEHIMH IO
TUCITUIIIMHE TPUMEHSETCS OaIbHO-PEHTHHIOBas CHUCTEMa KOHTPOJS W OICHKH YCIEBaEMOCTH
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CTYACHTOB. B OCHOBY OaJTbHO-PEHTHHIOBOI CHCTEMBI TTOJIOKEHBI MPHUHIUIBI, B COOTBETCTBHU C
KOTOPBIMH (DOPMUPOBAHHE PEUTHHTA CTyJEHTa OCYIIECTBISETCS B XOJAE TEKYIIEro KOHTPOIsS
ycneBaeMocTd. MakcumanbHOe KosmdecTBO 0amioB B cemectpe — 100.

IIxana oeHKH pe3yJbTaTOB 0CBOCHUSA TUCHUIIINHBI, C(l)OpMI/IpOBaHHOCTH pe3yJbTaToB

00y4eHust
®opma npoBeeHHs [IIxanpl OLIEeHKH YPOBHS
MPOMEKYTOIHOM chopMHpPOBAHHOCTH IIIxana oeHKH YPOBHS 0CBOEHHUS JUCHUTINHBI
aTTecTaluu pe3yJIbTAaTOB 00y4YeHusl
VposueBas nikana | 100 6anpHas 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 «YIOBIETBOPUTEIHHOY / 3 3a4TEHO
70-85,9 «xopormioy / 4 3a4TEHO
TTOBBIIICHHBII 86-100 86-100 «OTIHYHO» / 5 3a4TEHO

[lo wroram TeKkymed yCHeBaeMOCTH CTYJICHTY MOXKET OBITh BBICTAaBIICHA OIICHKA II0
IPOMEKYTOUHOI aTTecTallid B COOTBETCTBMM 3a HaOpaHHbIMH 3a cemectp Oamwiamu (1o
HAKOMUTEIILHOMY pedTuHTY). CTyneHTaM, HaOpaBIIMM B XOJI€ TEKYIIETO KOHTPOJIS YCIEBAEMOCTH TI0
mucuuiuinie oT 61 1o 100 GanyoB M BBINOJHUBIIMM Bce 00s3aTelbHbIE BHUJIbI 3aIUIAHUPOBAHHBIX
y4eOHBIX 3aHATUH, MO PELIEHUIO MpernojaBaTesiss 0e3 MPOXOXKICHHsI MPOMEKYTOUHON aTTeCTaluu
BBICTABJIIETCS OLIEHKA B COOTBETCTBUHU CO LIKAJION OLIEHKH PE3YJIbTaTOB OCBOEHUS IUCLUIIIMHBI.

PesyabraT 00yueHusi cuuraercsi c(pOPMHPOBAHHBIM (NOBBIIIEHHBIN YPOBEHb), €CIU
TEOPETUYECKOE COJEpKaHHE Kypca OCBOEHO IOJHOCTBIO; IPU YCTHBIX COOECEIOBAaHUSX CTYAEHT
MCYEPIBIBAIOIE, IOCIEI0BATEIbHO, YETKO M JIOTUYECKH CTPOWHO H3y1araeT ydeOHbIM MaTepual;
CBOOOJHO CHpaBJSIETCs C 3ajJayaMd, BONPOCAMU M JPYTMMH BHJAAMHU 33JaHUM, TpeOYIOLIMX
IIPUMEHEHUs 3HAHWM, UCIOJIB3YeT B OTBETE JONOJHUTEIBHBIM MaTepuas; BCE IPELyCMOTPEHHBIE
paboueil yueOHONH mporpaMMoi 3aJaHHsl BBIIOJIHEHBl B COOTBETCTBUM C YCTAaHOBJIEHHBIMHU
TpeOOBaHUSIMU, CTYAEHT CHOCOOEH AaHaJU3UpOBATh [OJYYEHHBIE PE3yJbTaTbl; IPOSBISET
CaMOCTOSITENIbHOCTh MIPU BBIMOJIHEHUH 3a/1aHUH, KaYeCTBO MX BBIMOJIHEHUS OLIEHEHO YHCIOM 0aslioB
or 86 g0 100, 9TO COOTBETCTBYET MOBBLIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH PE3YJIbTATOB
o0OyueHusl.

Pesyabrar o00yueHuss cyuraercsi cGOpMHPOBAHHBIM (IIOPOrOBBIii YPOBEHBb), €CIHU
TEOPETUYECKOE COJIEep’KaHHE Kypca OCBOEHO IOJHOCTBIO; MPU YCTHBIX COOECEIOBaHUSX CTYAEHT
NOCJIEI0BATENIBHO, YETKO M JIOTMYECKM CTPOWHO u3j1araeT ydeOHbIM MaTepuall; CIpPAaBISAETCS C
3a7layaMM, BONpOCaMM U JAPYTUMHU BHUJAAMU 3aJaHuil, TpeOyloIIMX NpUMEHEHUs 3HaHWM; Bce
IpeyCMOTpEeHHbIe pabouelt yueOHOM nporpaMMoil 3adaHus BBIIOJIHEHB B COOTBETCTBUH C
YCTaHOBJIEHHBIMU TpPEOOBaHUSIMH, CTYJIEHT CHOCOOEH aHaIM3UpPOBAaTh IOJYyYEHHBIE DPE3YJbTaThl;
IPOSIBIISIET CaMOCTOSITEJIBHOCTh IIPU BBINOJHEHMM 3a/JaHUM, KadeCTBO HX BBINOJIHEHHS OLEHEHO
yucioM OamioB ot 61 no 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(HOPMHUPOBAHHOCTH
pe3ysIbTaToOB OOyUEHHUS.

Pesyabrar 00y4eHuss cuMTaercsi HecOpPMHMPOBAHHBIM, €CIM CTYACHT IPU BBITOJIHEHUU
3aJaHUii HEe JIEMOHCTPUpPYET 3HAaHUI yueOHOro Marepuana, JOMYCKaeT OIIMOKH, HEYBEPEHHO, C
OONBIIMMU 3aTPYJHEHUSMHU BBINOJIHSAET 3aJaHUs, HE JEMOHCTPUPYET HEOOXOIMMBIX YMEHHH,
Ka4eCTBO BBHIMOJHEHHBIX 33/laHUl HE COOTBETCTBYET YCTAHOBJIEHHBIM TpeOOBaHMSIM, KadeCTBO MX
BBITIOJTHEHUSI OLIEHEHO YHCIIOM 0alljioB HUKE 61, 4TO COOTBETCTBYET JOMIOPOIOBOMY YPOBHIO.

@PopMBbI TEKYylIEro KOHTPOJIS YCIIeBAEMOCTH

(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 pedTHUHT (ydacTre B KOHQEPEHIHIX, 1 15 15
OJINMITHAAAX U T.I1.)
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JlomoHUTEIbHBIC OAJUTBI 32 AKTUBHOE H3YYCHUE
JICTIATUTAHBI
U JIp.

HToro no pucuuiJivie 100 6aa10B

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

http://sdo.tolgas.ru/.

9.2. TunoBble KOHTPOJIbHbIEe 3aJaHuA WM HHble Matepuaabl M TEKYIIEI'O

KOHTPOJIA YCIIEBAEMOCTHU

Tembl 10KJI210B

1. HopmaruBHO-ipaBoBas 6a3a COBPEMEHHOT0 JOKYMEHTUPOBAHUS YIIPaBIECHYECKON
NESTEIbHOCTH.

2. CHeI_II/I(bI/IKa opranu3aluvu JOKYMCHTAIITMOHHOI'O obecreyeHus ynpaBnqueCKOﬁ
ACATCIIBHOCTH B TOCYAAPCTBCHHBIX YUPCIKIACHUAX.

3. Ocobennoctu opraHu3aniu JOKYMCHTHUPOBAHU ynpaBnqueCKOﬁ ACATCIBbHOCTH Ha MaJIbIX

NPEATPUITHIX.

4. B03MOXHOCTHU UCIIOJIb30BaHMS COBPEMEHHOM O(UCHON TEXHUKH B ONITUMH3AIMA
JTOKYMEHTO000pOTa OpraHu3aIlHH.

5. Hcropust cTaHOBIICHHUS U Pa3BUTHUS JOKYMEHTAIMOHHOTO 00ECTIeYeH s YIIPaBICHUS B
Poccun.

6. B03MOXXHOCTH HCIIOJIB30BAHUS CIICIMAIN3UPOBAHHBIX IPOTPAMM ISl OCYIIECTBICHHUS
JTOKYMEHTAIIOHHOTO 000pOTa B COBPEMEHHOH OpraHn3aIyy.

7. CraHgapTbl B 00JIaCTH YIIPaBJICHUS TOKYMEHTAMHU.

8. Permamenrarus cocraBa KOH(GHICHIIMATbHBIX CBEJICHUHN U JOKYMEHTOB.
9. OducHbIe MPOrpaMMHBIC CHCTEMBI.

10. OGmauHBIe OPUCHL.

9.2.1. TunoBble 3aJaHUA K NPAKTHYECKUM (CEMHMHAPCKUM) 3aHATUSIM

IIpakmuueckoe 3anamue 1.

Ocnosnas yeiob 3AHAMUAL. 3aKpCIICHUEC TCOPCTUUCCKHUX 3HAHUH 10 BOIIpoCcaM
JAOKYMCHTHPOBAHUS YHpaBﬂqueCKOP’I ACATCIIbBHOCTHU: HN3YUCHUC OCHOBHBIX 3JICMCHTOB HOPMATHUBHO-
MCTO)II/I‘IGCKOI\/'I 0asnl JOKYMCHTHUPOBAHUSA praBHeH‘{eCKOfI JACATCIIBHOCTH, 3TallOB CTaHOBJICHUA

ACJIOIIPOU3BOJACTBA B POCCI/II/I, CYHUIHOCTU YHI/ICI)I/IKaI_[I/II/I U CTaHAapTU3alluu B ACJIOIIPOU3BOACTBE.

Bomnpocs! 11 ycTHOro 00CyKAeHuUs

1. Yto Takoe JOKYMEHT U KaKOBBI €ro GyHKIHU?

2. Yto Takoe AEIONPOU3BOICTBO U JOKYMEHTUPOBAHHOE 00eCIIeUeHNE YIpaBIeHUs?

3. Kakue aransl cTaHOBIIEHUS TIEPEKIIIO IETONPOon3BoAcTBO B Poccun?

4. Yo Takoe «cUCTeMa JOKYMEHTAIMI» U «YHU(PHUIIMPOBAHHAS CUCTEMA TOKYMEHTALIUN»?
5. B ueM 3akmroyaeTcs CyTh YHU(DHUKAIIUN U CTAaHAAPTU3AIUN B JIETONPOU3BOICTBE

Ilpakmuueckoe 3anamue 2.
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OcnosHas yenvb 3auAmMuUA: 3aKpEIUICHWE 3HAHWM OTHOCHTENBHO TpPaBMWII  O(POPMIICHHS
pekBu3nUTOB, 3akperuieHHbIX ['OCT P 7.0.97 — 2016, n 6;1aHKOB TOKYMEHTOB.

Bonpocs 1u1st ycTHOro 00CyKIeHUS:

1. KakoBo naznauenue ['OCT P 7.0.97 — 20167

2. KakoB coctaB pexBu3uToB, onpenensieMbix ['OCT P 7.0.97 — 20167

3. Yto npexacrasisier coOoi OJaHK TOKyMeHTa?

4. KakoBbl TpeOOBaHUSI K HM3TOTOBJICHHUIO, YYETy, UCIOJb30BAaHUIO M XPaHEHUIO OJIAHKOB C
Bocrpou3BeneHueM [ocymapctBeHHoro rep6a Poccuiickoit denepanun u rep0oB CyOBEKTOB
Poccuiickoit deneparun?

5. Kakue MexcTpouHble HHTEPBAJIbI MPUMEHSIOTCS ITPH 0(hOPMIICHUH PEKBU3UTOB?

6. Kakue pazmepsl Oymaru pasperieHsl K IpUMEHEHHIO B JIETONPOU3BOACTBE?

7. Kakue pa3mepsl oJel UCOJIb3YIOTCS B JOKYMEHTaX?

8. Kakue criocoObl mpuMeHsI0TCs Tpu 0(OpMIICHUH 1aT?

9. Kak oopmisitorcs B JOKyMEHTaX TaOJIUIbI U BHIBOJBI?

Ilpakmuueckoe 3anamue 3.

OcHoenas yenv 3auamus. 3aKpEIUICHNE TEOPETUYECKUX 3HAHMM 110 BOIIPOCAM COCTAaBIEHUS U
0(OpMIIEHHS OCHOBHBIX JOKYMEHTOB U MPAaKTHUECKOE MPUMEHEHHE MOJIyYEHHBIX 3HAHUI B Ipoliecce
pa3pabOTKW HEKOTOPBIX BHUJIOB OPraHU3allMOHHO-TIPABOBBIX, PACHOPSAUTENIBHBIX, CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB U JOKYMEHTOB JINYHOTO ITPOUCXOKICHUS.

Bormpocs! 1y1st ycTHOTO 00CYX)AeHus

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 JOKYMEHTaX?

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

6. Kakue cBesieHuUs JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKo LEebI0 CO3/1at0TCS TUIIOBBIE Y IPUMEPHBIE OPTaHNU3ALIMOHHBIE TJOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MojoKeHus 00 opranu3anuu’?

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

10. TloueMy JOOMKHOCTHAsT HHCTPYKLHS HE COCTaBISETCS M KaTETOPHUM  CIIY’KaIUX
«pykoBoauTesn»? UTo JOMKHO COAEPKATHCS B TEKCTE KaXKI0T0 pas/ena JOHKHOCTHOW HHCTPYKIUN?

11. Kakue BHIBl OpPraHU3aLMOHHO-PACHOPAJUTENBHBIX  JOKYMEHTOB  OTHOCATCA K
pacnopsIUTENbHBIM?

12. ITouemy pacniopsiAuTeNbHBIE JOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Koraa pacnopsiiuTenbHble JOKYMEHTBI BCTYNAIOT B CHITY?

14. Kak paznuuatotcs 1o chepe AeWCTBUS paclopsIIUTENbHbIE JOKYMEHTHI?

15. Yro sBnsieTCS OCHOBAaHUEM JUIsl PACIIOPSAUTENIBHOIO TOKYyMEHTa?

16. Kak cTpouTCsi TEKCT pacopsiAUTEIBLHOTO JOKYMEHTA?

17. Kakue opranbl IpUHUMAIOT IIOCTAHOBIICHHE?

18. B kakoii hopme n31at0TCsI COBMECTHBIE PACHIOPSIUTENBHBIE JOKYMEHTHI?

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

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

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

22. Kakue ObIBalOT BUABI IPOTOKOJIOB, M YEM OHM OTIUYAIOTCS IPYT OT Apyra?

23. Kak odopmisieTcst BHEIIHSA JOKJIaHas 3anucka’?

24. Yto BXOJIUT 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 ocobeHHOCTH 0OPMIICHHSI TPUKA30B 10 TUIHOMY COCTaBY?

Ilpakmuueckoe 3anamue 4.
3aoanus ons cocmasnenus NPUKaz08 no OCHOBHOU 0eAMeNbHOCIU NPeOnPUAMUsL
1.CocraBbTe mpuKa3 reHepaibHoOro aupekropa HemyonumyHoro AO «Kopmer» o0 n3MeHeHUH
rpa¢puka paboOThl CIyKallMX oOTAena Oyxraatepuu. B KoHcTaTtupyromed uacTH yKaKuTe Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh M HAJIWYME JOKJIAJHOW 3alMCKU HadaJbHUKAa OTAena. B
pacropsauTeNbHON YacTu 00paTuTe BHUMaHUE Ha OPraHU3alMio CBEPXYPOUYHOM paboThl B CyOOOTHHE
JTHU U NIPEJIOKEHUS 10 UX OIUIaTe.

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

3.  CocraBpTe  NHpHUKa3 O  BHECEHMHM H3MEHEHMH B  IUTaTHOE  pacluCaHue
[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 Mammna A.B., Cenosa I1.0. 3a HeHannexaiee
UCIIOJIHEHUE CBOMX JOJDKHOCTHBIX 0053aHHOCTEH U HapyIIEeHWE UCTIOIHUTENIbCKOW JUCHUIIIINHBI.

5.  CocraBbTe NpHUKa3 reHEpaIbHOro AupeKTopa (upmbl 0 HakazaHuu Boaurtens I[lerposa
A.B. Ha ocHOBaHMM aKkTa oleHKU noBpexaeHuit apTomoominst BA3 1110 roc. Ne E909MB B pesynbrate
JIOPO’KHO-TPAHCIOPTHOIO IpouctecTBus. HakazaHnue HeoOX0IMMO 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., KypuaroBa f.K., Mensmosoit FO.U. u Cokonosa E.H. 3a
yyacTue B exerogHom ¢opyme «TexHonmornn u sSKkoHOMHKay». [Ipemus Bbliaercs u3 (Qonzaa
MaTepuaIbHOro MooupeHus B pazmepe 50% exeMecsIYHOro J0KHOCTHOTO OKJIa/1a.

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 OOKYMEHMOE:

1. CocraBbTe AokIaAHyro 3anmucky Oyxrainrepa Tumommuoit M.II. rmaBHOMy Oyxrantepy
¢upmel «Pyoun» bubuueBy ILII. o mpousBesennoit Tumommnoi W.II. mpoBepke BBINOIHEHUS
npuka3za aupekropa ¢upmel or 00.00.0000 Ne 92 «O cocrosHUM OyXraiaTepckoro yuyera Ha
CTpoUTENbCTBE 0a3bl OTAbIXA B pailoHe OOckoro Mopsi». B npukase 0bU1M yka3zaHbl 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
PaBHOMEPHOW €XeTHEBHOM cauu pabounMu Hapaa0B Oyxranrepuu. BoisiBieHo, 4To 25 okTa0pst ObLI1O
cnaHo Tonbko 35,2% Bcex HapanoB. OcTanpHble Hapsaabl cianbl 1 HOsOps. 1o rpaduky cpok caauu
MOCTIEAHUX HApSJI0B 3a MPOILIbIA MECSI YCTaHOBJIEH NIEPBOI0 YHCIIA CIEIYIOIIEro Mecsa.

2. CocraBbTe JOKJIQJHYIO 3allUCKy TJIAaBHOIO OyXrainTepa JUPEKTOpy 00 uTorax paboThl IO
HEHTpaJIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoga. Llentpanusanust pacdyeTroB gana
BO3MOXHOCTh IE€PEBECTH Ha JPYIYyl0 paboTy MATh OyXTajTepoB II€XOB, YMEHBIIMTH OLIMOKH B
pacuetax ¢ pabOYUMHU U CIYXKalllUMH, YCUJIUTh KOHTPOJIb 3a pacxojoBaHueM (OHAOB 3apabOTHOI
iatel. B 3aki1roueHne HEOOX0IMMO MOCTaBUTH BOIPOC O MPEMUPOBAHUU PAOOTHUKOB OyXTralTepuu U
BIl, oGecmeunBarommx TMepexoa Ha IEHTPATU30BAHHBIA pacdyeT 3apabOTHON IIIaThl IO 3aBOJY.
OcTasibHbIE JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

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

1. Hanmmure mpukas reHepajbHOr0 AUPEKTOpa akIMoHepHoro obmectBa «IuO» o mpueme
Bac Ha paboTy OyxraiatepoM (SKOHOMHCTOM, MEHEKEPOM, 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 [Banosoit M.II. mepeBome B aApyryro opraHusaunuio. Jlpyrue peKBU3UTBI YKaXUTE
CaMOCTOSITENILHO.

4. CocraBbTe XapaKTEPUCTHKY-PEKOMEHJALMI0 Ha pab0OTHUKA BAlllero MPEANPUATUS IS
MOCTYIUICHUS €T0 B aCUPAHTYPy TONBATTUHCKON aKaJeMHUH YIIPABICHHUS.

5. Hamummre 3asBieHue o NpeJocTaBIeHUU BaM aJIMUHUCTPATUBHOTO OTIYCKA 110 CEMEHHBIM
00CTOSITENILCTBAM.

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

7. OdopMurte 3amuck B TPYAOBON KHUXKKE 00 YBOJbHEHUH Bac: a) IO COOCTBEHHOMY KEJIaHUI0; 0)
B CBSI3U C JIMKBHJIAIIMEH TIPEIIIPHUSITHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSAM, TIPEIBSIBISICMBIM
K BBITIONTHSIEMOM paboTe, BCIEACTBHE HEJOCTATOUYHON KBATH(DHUKAIIH.

Ilpakmuueckoe 3anamue 6.

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

Bormpocs! 1y1st yeTHOTO 00CYX)ACHUS

1. UYro Takoe [OKYMEHTOOOOPOT W  KaK  OCYIIECTBISETCS  MojcuyeT  oObema
JTIOKyMeHTO0000poTa?

2. Kakue noToku JOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBe JOKYMEHT0o0OopoTa?

3. KakoBbI OCHOBHBIE 3Talbl U MPUHIIMITBI OPTaHU3AIUHU TOKYMEHTO00O0pOoTa?

4. Kakast KOppeCIOHACHIIUS HE MOJUICKUT BCKPBITUIO?

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

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

7. Kakue J0KyMEHTBI HE MOAJIEKAT PEruCTpauun?

8. Kak peructpupyrorcs OTBETHBIC TOKYMEHTHI?

9. Kak popmupyercs perucTpaliioHHbII HOMEp COBMECTHOTO JOKYMEHTa?

10. C kakoii menpio co37aeTCs B OpraHu3aIiui HHPOPMAIIMOHHO-TIONCKOBAs cucTeMa?

11. Kro ocymiecTBiasieT B OpraHu3alldd KOHTPOJb HCIOJHEHHS AOKyMmMeHToB? KakoBa ero
1enb?

Ilpakmuueckoe 3anamue 7.

OcHosHnas yenv 3anAmus. 3aKperyieHne TEOPETUUYECKUX 3HAHUW MO BOIMPOCY CHUCTEMAaTH3aluu
JIOKYMEHTOB ¥ ()OPMHUPOBAHUIO JI€TT HA TIPEATPUATHH.

Bonpocs! u1st ycTHOTO 00CyKIeHUs -

1. Kaxkue TpeboBaHUs NPEABIBISIOTCA K HOPMUPOBAHUIO APXUBOB MPEATPUATHS?

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
OPITEXHUKHU B MPOLIECCE COCTABICHUS U OPOPMIICHUS TOKYMEHTOB.

Bomnpocs! 11 ycTHOT0 00CyKACHUS:
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1. TIlepeuncnure cpeicTBa OPrTEXHHUKH, UCHOJIb3yeMble Ha aBTOMATH3MPOBAHHOM paboueM
MeCTe CIEeUUAINCTa U PYKOBOJUTEIIS.

2. Yro mpencraBiseT coOOW KOHIIETIHUS 3JIEKTPOHHOTO odrca?

3. Onumure Ha3Ha4eHWE M (DYHKIMOHAIBHBIE BO3MOXXHOCTH WHTETPUPOBAHHOTO TIaKeTa
nporpamm Microsoft Office.

4. Tlepeuncnute U JalTe XapaKTEPUCTUKY CPEICTB COCTABJICHUS U M3TOTOBIICHHS TEKCTOBBIX
U TaOJINYHBIX JOKYMEHTOB.

5. Ilepeuncnaure u paiiTe XapakTEPUCTHKY CPEICTB KOMUPOBAHHUS W THPAKUPOBAHUS
JIOKYMEHTOB.

6. Ilepeuncnure u naiite XapakTEpUCTUKY CPEACTB MUKPOTrpapuH.

7. llepeuncnure W paiTe XapaKTEPUCTUKY CPEACTB (U3NYECKOH O0OpabOTKM HOCHUTENeH
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 mporpamMm Microsoft Office.
Ilpakmuueckoe 3anamue 9.

OcnosHas yenv 3anamus; IPUOOPETEHNE TMPAKTUIECKUX HABBIKOB Pa3pabOTKU M OPOPMIICHHS
JIeIOBOM  KOPPECHOHJCHLIMY; M3y4eHHE S3blKa M CTHIA CIY)KEOHBIX JOKYMEHTOB, HAaBbIKOB
COCTaBJICHUS U OPOPMIICHHS AETOBOM KOPPECTIOHICHIINY Ha aHTJIMHCKOM, (PpaHIy3CKOM M HEMELKOM
A3bIKAX.

Bompocs! 1u1st ycTHOTO 00CyXKIeHUS:

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

2. [IpuBeaure yacTo BCTpevarouuecs abOpeBHaTypsl CIOB.

3. KakoBbl cTpykTypa popMyJiisipa 1 COCTaB pEKBU3UTOB JI€JI0BOIO MUChMa?

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

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

6. KakoBbl 0cOO€HHOCTH O(OPMIICHHS I€IOBOM KOPPECTIOHICHIIMN Ha HEMEIIKOM 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
IOPEUIOKEHUEM  TIOCETUTh  MEXIYHAPOJHYK  CIEHUAIM3UPOBAHHYIO  BBICTaBKY  «ODKOHOMHUS
MaTepUaIbHBIX W TOIUIMBHO-DHEPIETUYECKUX PECYPCOB B CTPOUTENBCTBE M IPOMBILUIEHHOCTH.
BricTaBKa mpoXoauT B MaBUIIbOHE BBICTABOYHOTO KomIuiekca Ha Kpacnoit [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 nuceMe yKakuTe BaIlll YCIIOBUS COTPYTHUYECTBA.

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

Ilpakmuueckoe 3anamue 10.
Ocnosnas yenv 3anAmus: TPUOOPETEHWE TEOPETUYECKUX W MPAKTHYECKHX HABBIKOB
COCTaBJICHUA H O(I)OpMJIeHI/ISI ACJIOBBIX TIIMCEM, CBA3AHHBIX C TMPOBCACHHUCM IICPUOJUYICCKUX
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MEpONPUATHI, TEJIErpaMM, a TaKKE€ COCTABJICHUS M OTHPABKU IMHUCEM 4Yepe3 AJIEKTPOHHYIO MOYTY B
JIOKQJILHOUM BBIYMCIIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

1. Hanummre pexiaamMHO-HH(GOPMALMOHHOE MUCHMO JEJIOBBIM NAapTHEPAM C IpHUIJIAILIEHUEM
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
pedeBOl, 3BYKOBOM W HW300pa3sHTEIbHOU
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 XxpaHeHHsI JOKYMCHTOB

b) CocraBnenue T0KyMEHTOB

C) JIoOKyMeHTHpOBaHWE W  OpTaHU3AIUs
paboThI ¢ JOKyMEHTaMU

3. VYkaxuTe, Kakue CHCTEMbl JOKyMEHTAlUH a) DyHKIMOHAJBHBIC U 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) JluueHsus

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 JOKYMeHTAIUs
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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 HCIOJNB3YIOTCS IS
opHUIIHaTBEHO-IET0OBOM MEPETUCKU

a) bBuaHk nrceMa opraHu3anuH

b) BiaHk nucema CTpyKTYypHOTO
HO/Pa3IeICHUS

C) bnank nmuckbMa JOHKHOCTHOTO JIUIA

4. @opmynsip - 3TO

a) Pa3HOBHAHOCTH JETOBOTO MHCHMA

b) CoBOKYIMHOCTH PEKBU3UTOB
0(HIHATEHOTO MTUChMa

C) SI3bikoBas hopmyia, 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]  WCIIOJHCHHS,  OTIPAaBKH
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) makcumm3aIMs JOKYMEHTOIOTOKA
C) IPSMOTOYHOCTh B IBHIKCHUU JIOKYMEHTOB
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3.B HOMeHKIaTypy el BKIIIOYaloTCs a) BCe Jena OpraHu3allyu, KypHabl

PETHCTPAIMH, CTPABOYHBIC KAPTOTEKU

b) Bce BXomsIIME, HCXOIAIINE U
BHYTPEHHHUE JJOKYMEHTHI OpraHU3aluu

C) mema W JOKYMEHTHI  OpraHHM3aluH,
KOTOpBIE OTHOCATCS K paboTe ¢ Kajapamu
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 MepeyTBEePKAACTCS

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

5410 OTHOCHTCSA K CpPEICTBAM 3JIEKTPOHHOIO a) Pusorpad

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

e) dpaHKHpOBAIbHAS MAIlIUHA

9.2. Tunosbie KOHTPOJIBHBIC 3aJaHUsl HWJIH HHBbBIEC MaTepHuajadbl IJd IPOBCIACHUNA

MPOMEXYTOYHOM ATTECTALIUA

@dopma IpoOBEAEHUS MPOMEKYTOUHOM aTTeCTalluu IO JUCLUIUIMHE: Oughepenyuposannviit

3a4€T B (I)OpMe KOMIIBIOTCPHOT'O TCCTUPOBAHUA WM I10 PE3YyJIbTaTaM HAKOIMUTEIIbHOTO peﬁTHHFa.

Ilepeyennb BonpocoB U 3ajaHui /151 NOATOTOBKH K Au(depeHunpoBanHomy 3auetry (OIK-6:

N

Ea

© o~

11.
12.

HOIIK-6.3):

JIOKyMEHT U CUCTEMBI JOKYMEHTALUU.

Bunbl 1OKyMEHTOB M UX KJIacCU(PUKAIUS.

CocTaB HOPMAaTUBHO-METOMUECKON 6a3bl JOKYMEHTUPOBAHUS YIIPABIEHUECKOI
JIEATEIbHOCTH.

I'ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTALUIO.

YHudunupoBaHHble cucTeMbl JoOKyMeHTauu. O61epoccuiickuii kiaccuukaTop TeXHUKO-
HKOHOMHYECKON U COIMATbHON HH(OPMAIIHH.

VnpasneHuyeckas JokymeHTanus. TpeGoBaHMUs K COCTABIECHUIO U O()OPMIICHUIO
JIOKYMEHTOB, (hopMyIsip-o0pasell, cocTaB U pacloioKeHUe PEKBU3UTOB.
OCHOBHBIE OJT0KEHUS IO TOKYMEHTUPOBAHHIO YIIPABICHUYECKON AEATEIbHOCTH.
brnanku u ¢popmaThl JOKYMEHTOB.

TpebGoBaHus K TEKCTaM JOKYMEHTOB. SI3bIK U CTHJIb JOKYMEHTA.

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

Office.

COCTaBJ'IeHI/Ie u O(I)OpMJ'ICHI/IC OCHOBHBIX JOKYMCHTOB.

HpaBHna COCTABJICHUA U O(l)OpMJ'IeHI/IH OCHOBHBIX OpFaHI/ISaHI/IOHHO -HpaBOBBIX )IOKYMGHTOBZ
ycTaBa, IIOJIOKEHHUSI, MHCTPYKIIUH, TOTOBOpPA, KOHTPAKTA.
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13. IlpaBuna coctaBieHus: 1 0pOPMIICHUSI OCHOBHBIX PACTIOPSAUTENbHBIX TOKYMEHTOB: I1pHKa3a
U PaCIOpsKEHUS.

14. TIpaBuiia coctaBieHus U 0HOPMIICHUSI OCHOBHBIX CIIPaBOYHO-MH(GOPMAIIMOHHBIX
JIOKYMEHTOB: aKTa, CIIPaBKH, MPOTOKOJA, CIIY)KEOHOH, TOKIIATHON 1 0OBSICHUTEIHHON
3aMMCOK.

15. IIpaBuna cocraBieHus: 1 0HOPMIICHHS TOKYMEHTOB JINYHOT'O MTPOUCXOXKACHUs: oOpalieHne
10 HaiiMy Ha paboTy; HamUCaHuE pe3toMe JIJIs MOCTYIUICHHUS Ha paboTy M0 KOHKYPCY;
3asiBJICHUE O MIpHeMe Ha paboTy; aBToOMOrpadus; XapaKTEpPUCTUKA; 3asiBICHUE O IEPEBOJE, O
MPEeI0CTaBICHUU OTITYCKa U T. II.

16. Opranu3anus 10KyMEeHTO000pOTa.

17. Bxoaamuii JTOKYMEHTONOTOK. BHYTpeHHU I TOKYMEHTOIIOTOK. Y4eT o0bema
TOKYMEHTO000poTa.

18. OpranuzanMOHHOE TOCTPOEHUE CITYKOBI eTOMPOU3BOICTBA.

19. Cucremaruzanus nokymeHToB. O01ue TpeboBaHus K CUCTEMATH3aIH IOKYMEHTOB U
(GhOpMUPOBAHHUIO JIEI.

20. CocraBneHue 3arojoBKOB JIe]l U YCTaHOBJICHUE CPOKOB XpaHEHUS JIeTl.

21. Homenkiatypa fes. ApXUBHOE XpaHEHHE JOKYMEHTOB H eIl

22. CoBpeMeHHbIE CTIOCOOBI U TEXHHUKA CO3/IaHUS JOKYMEHTOB.

23. CpencTBa OPITEXHUKH, HCIIOJIb3YeMbIe Ha aBTOMAaTH3HPOBAHHOM pab0yeM MECTE CIEeIHaIiCTa
U PYKOBOJIUTESL.

24. Knaccudukanus cpeacTB OpraHu3alluOHHON TEXHUKH JUISI COBPEMEHHBIX O(PHCHBIX
TEXHOJIOTHUM.

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

26. [lenoBbie 1 KOMMEpYECKHE THUCHMA.

27.Knaccudukanus U CTpyKTypa JIeIOBbIX MHceM. PEKBU3UTHI MUChMA U UX PACIIONIOKEHUE.

28. CranmapTHbie (pasbl U BEIPAKEHUS.

29. O0pa31pl BapUaHTOB JICJIOBBIX IMHUCEM: MMChMa-TIPOCHObI, MMChMa-OTBETHI (OTKAa3bI),
COIIPOBOJIMTENFHBIC TIMCbMA, MMChMAa-TIOITBEPIKACHNUS, TapaHTHITHBIE TUCHMA.

30.IIpaBuna u Gopmbl KOMMEpUYECKON NEPENHUCKH € 3apyOexKHBIMU MAPTHEPAMHU.

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

32. TunoBsle Gpa3bl U NOJIE3HBIE BBIPAXKEHUS, HEOOXOIMMBIE IIPU COCTABICHUH ITHUCEM
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 KOPPECTIOHICHIINY Ha aHTIIMHCKOM, (DPAHITY3CKOM U HEMEIIKOM
A3bIKaX (S3bIK BBIOMpAETCs 1O KETaHUIO CTYACHTA).

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

37.KoppecnoHeH1Ms, CBsI3aHHAs C POBEJICHUEM MEPUOJUUECKUX MEPONPUATHIA, U Tpovast
KOPPECIOHICHIHSI.

38. OOpa3ibl BAPHAHTOB JICIOBBIX IMHUCEM, CBA3aHHBIX C IPOBEACHUEM MTEPUOANYECKUX
MEPOTIPUATHIA: THPOPMAIIMOHHO-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 CBEICHUS.

42. Opranuzanus KOHQUICHIIMATHEHOTO JISITOPON3BOICTRA.

43. CocTaB HOPMAaTUBHO-METOAMYECKON 6a3bl KOH(DUIEHIIUAIBHOTO JIEIONPOU3BOICTBA.

44 Ponb 1 MecTO KOHGUIEHITNATHLHOTO JACIONPOU3BOICTBA B 00ECIICUEHUH 3aIIUTHI
KOH(HIEHIIMATBHON HH()OPMAIIHH.

45. Co3nanue 1 yuet KoH(QUACHIHATBHBIX JOKYMEHTOB, OPSAOK OOpaleHus ¢
KOH(pHICHIIMATILHBIMHU TJOKYMEHTAMHU.
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46. Cxema npoxokJIeHUs JOKYMEHTa MIPH CO3JIaHUU, PETUCTPALlK U BUSUPOBAHUH, 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) 3adukcupoBanHast Ha MaTepUaIbLHOM HOCHTENIE HH(OPMALIUS C PEKBU3UTAMH, [TO3BOJISFOIIUMHU
ee UICHTU(UIPOBATD
0) bnank ¢popmara A4
h) CranmapTHblii THCT OyMaru, coaepKaniuii Kakyo-au00 nHhopMaIHio

2. J1enonpou3BOACTBO — 3TO:
d) Cucrema xpaHeHHUS JOKYMEHTOB
e) CocraBiicHHE JTOKYMCHTOB
f) JlokymeHTHpOBaHME ¥ OpraHM3anus paboThl C JOKyMEHTaMU

3. YkaxuTe, KaKue CUHCTEMbI JOKYMEHTAIIUHU BBIICIISIOT:

d) ®yHkUMOHAILHBIC H OTPACICBBIC

e) OrtpacieBble U MEKOTPACIICBBIC

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

e) Ceprudukar

f) Crangapt

g) Jlumensus

h) Wucrpykums

5. UeM onpeznensieTcs coCTaB yIpaBJI€HYECKUX JOKYMEHTOB B OpraHU3allNM:
e) DyHKIHUSIMH OpraHU3alUH
f) Tlopsimkom perieHus yrnpaBieHYECKUX BOPOCOB
g) HopmaTHBHBIMH aKTaMH
h) OO0beMoOM u XapaKTepoM B3aUMOCBSI3EH C IPYTUMH OpraHU3aUIMH

6. HazoBute dopmarsl Oymaru, pa3pemieHHbie 111 0QOPMIICHHS JIETOBBIX 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 JTOKyMEHTaX
¢) 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 YHUBEPCAIBHBIE CJI0BA MHOTO3HAYHBIMMU:

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 YUCIICHHBIN COCTaB OPraHU3aIuH

c) IlpaBa u 00S3aHHOCTH yUpeIUTEICH

d) CocraB 1 KOMIIETCHIIHIO OPTaHOB YIIPABJICHHS

e) Cpok JeHCTBHS U TOPSIOK MPEKPAICHHS JOrOBOpa

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

a) la
b) Her

Kax m3saraercst TEKCT pacropsiIuTeNIbHOM YaCTH PaciopsAAUTEIbHBIX JOKYMEHTOB:
a) B mpocurenbHoii hopme

b) B noBenurensHO# hopme

€) B ykasarenbHoit hopme

Ha xaxom Gnanke ohopMIISIFOTCS pacliopsANTENbHBIE 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 omyOIUKOBaHUS

Pe3rome — 3T0:

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

b) Omucanue OCHOBHBIX STAlOB TPYAOBOM JAEATEIBLHOCTH, COCTABJICHHOE MPETEHACHTOM Ha
BaKaHTHOE MECTO.

c) HWudopmarus B XpOHOTIOTHIECKOM TOPSIIKE MPEICTABICHHI IPETEHICHTA HAa BAKAHTHOE MECTO
0 CBOEM >KU3HEHHOM MyTH U MPOdeCCHOHATH3ME.

YT0 SIBISIETCSI OCHOBAHUEM TS M3IAHUS [IPUKa3a O TIPHeMe Ha paboTy:

a) VYcTHOE pacropsKeHHe PyKOBOAUTENS OpraHUu3aluu

b) TlucebmeHHOE pacmopsKEHHE PYKOBOIUTEINS OPraHU3aluK

c) TlommucaHHOE PYKOBOJHUTEIIEM OPTraHU3AIINH 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



20.

21.

22.

23

24.

25.
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JIoKyMeHTO00O0pOT — 3TO:

d) JIBmkeHue TOKYMEHTOB B OpraHU3aIlMH C MOMEHTA MOJIyYCHUS WIIA CO3/IaHMs JI0 3aBEPIICHUS
HCIIOJIHCHU A, OTIIPABKH aApCCaTy UJIK HAIIPABJICHUU HAa XPAHCHUC B JCJIO

e) JIBmxkeHue JOKYMEHTOB MEXy OPraHU3aIllUsIMU

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

KaxoBa ocHOBHas 3a/1a4a JJOKyMEHTO000pOTA!
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, UCXOAAINNE U BHYTPCHHNUEC JOKYMCHTBI OpraHu3alun

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

. Kakoe n3 Hrke MMPUBCACHHBIX YTBep)KI[CHI/Iﬁ SABJISACTCS. BEPHBIM:

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

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

f) Homenkiatypa nen pa3pabarbhiBacTCsi MOCIE CO3JAHUS OPraHU3alUH U IEPEyTBEPIKIACTCS
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 0OaHKe BOIPOCOB AJIEKTPOHHOrO yueOHoro kypca mgucuuminael B OWOC  yHuBepcutera
http://sdo.tolgas.ru/, a Takke XpaHuTcs B OymMa)kHOM H (WJIM) DJIEKTPOHHOM BHJE Ha Kademape-
pa3paboTUHKe.



