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1. IEPEYEHb IINTAHUPYEMBbIX PE3YJIbTATOB OBYYEHUA no
AACHUIIJIMHE, COOTHECEHHBIX C ILTAHUPYEMBIMH PE3YJIbTATAMHA
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. lenrbocBOEHUS TUCUHUILIMHBI

Llenbro OCBOCHMUS TUCIIUILINHBI SIBJISICTCS:

-popmupoBanue y o0yJarmuxcs obmenpodeccuoHaIbHBIX KOMTICTCHIIHIIG
001aCMUOOKYMEHMUPOBAHUSL  YUEMHbLX, OMYEMHbIX U AHATUMUYECKUX Onepayuil 6 cucmeme
YApasieHust npeonpusimuem u 3@HekmueHo20 UCNOb308AHUSL €20 PeCyPCOos.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yYeHHUsI N0 THCHHUIIJIMHE

Kon n Kon n Ilinanupyemsie pe3yabTaThbl 00y4eHHUs 110 JUCHHUILIHHE OcHoBaHue
HAHMEHOBAHWE | HAHMEHOBA (IIC) *ms
KOMITeTeHIHH HHe npodeccuona

HHIMKaTOpa JIBHBIX
JOCTHKEHHST KOMITETEHIHI
KOMIIeTeHIH
u
OIIK-4. NOIIK-4.1. | 3uaer:
Criocobex JleMoHCTpH | TpeOOBaHMS K COCTABJICHHIO JOKYMEHTOB IO BUJaM B pa3pese GpyHKuuii
mpeaiaraTh pyer YIIPaBJICHUS 1 OCHOBBI OpraHU3alnH JOKYMEHTO000pOTa;
9KOHOMMYECK | 3HAHMS B MOPSIIOK BEJICHUS IEJIONTPOU3BOACTBA; CTAHAAPTH YHU(DUIIMPOBAHHOM
uu obmnactu CUCTEMBI OPraHU3aLMOHHO-PACIOPSAAUTEIbHON JOKYMEHTAUH, EJUHYIO
(uHaHCOBO YIPAaBICHU | CUCTEMY TEXHOJOTMYECKOU JOKYMEHTalUH,
00OCHOBaHHBI | 5 IIOCTAHOBJICHHS, PACIIOPSKEHNUSA, IIPUKA3bl, METOJUYECKHE U HOPMATUBHbBIE
e NPEANPUAT | MaTepUalIbl 10 OPraHU3aluy, HOPMUPOBAHUIO U OILIATE
OpraHu3aluo | HEM U TPY/[a;HOPMaTUBHBIE [IPABOBLIE AKThl, METOJAUYECKUE MATEPHUAIIBI 110
HHO- 3¢ QEKTUBH | BOIIPOCAM OpraHU3aLUK yIIPABICHHUS IPOU3BOICTBOM, IIPON3BOICTBEHHOTO
yIpaBJIEeHYEC | Oro IUIAHUPOBAHM U YIIPaBIEHHUS IIPOM3BOACTBOM, Y4CTa U aHAIM3A

KM€ PELLIEHUsI | HUCIOJB30B | Pe3ylbTaTOB MPOU3BOACTBEHHO-X03IMCTBEHHOM €A TEIBHOCTH
B aHMs eTo Ymeer:

npodeccuoHa | pecypcon IPUMEHUTD [OJIyYE€HHbIE 3HAHUS U1l IPABUJIBHOIO COCTABIIEHUS U
JIbHOM odopMIICHHS yTIPaBICHUYECKUX JOKYMEHTOB
JIeSITENIBHOCTH ®opmupoBats 0a3y JaHHBIX U pa3padaThIBaTh OPraHU3AIOHHO-

YIpaBJIeHYECKYIO JOKYMEHTAIHIO C UCTIOIb30BAHIEM COBPEMEHHBIX
TEXHOJIOTHH 3EKTPOHHOTOJIOKYMEHTO000pOoTa

Baageer:

HaBBIKAMHU COCTaBJICHHSI OCHOBHBIX YIPaBICHYECKUX JOKYMECHTOB;
HaBbIKaMH pa3pabOTKH NPEUIOKEHNUH 10 PAlMOHAIN3AN CTPYKTYPHI
YIIPaBIEHUS TPOU3BOICTBOM B COOTBETCTBHH C LIENSIMH U CTpaTEerHei
OpTaHM3aINH, JEHCTBYIOIINX CUCTEM, (JOPM M METOJIOB YIpaBlICHUS
MIPOM3BOJICTBOM, 110 COBEPIIIEHCTBOBAHUIO OPTraHU3aIIMOHHO-
pacmopsauTeNbHON JOKYMEHTAI[MH U OpraHu3aluu JOKyMEeHT0000poTa, 1Mo
BHE/IPEHUIO TEXHUUECKUX CPEJCTB 00paboTKN MH(OpMAIH,
MEPCOHATBHBIX KOMITBIOTEPOB U CeTel, aBTOMATH3UPOBAHHBIX PabOUINX
MECT;

HaBBIKAMU OpraHU3anyy paboTHI IO
COCTaBJIEHHUIONIOJIOKEHUHOCTPYKTYPHBIXIIOAPA3AeIeHUAX (0T IeTaX, [IeXax)Ip
OM3BOJCTBEHHONOPraHu3aluy, JOKHOCTHBIX HHCTPYKIUI
paboTHHKaM,00ecIeYeHNEBHECEHUSIBHUXHEOOX O IMMBIXU3MEHEHMHUIOTIONH
eHHH

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOTPAMMBI

JlucuunimHa OTHOCUTCS K 9acTd, (POpMUPYEMOIl yJaCTHHKAMHU 00pa30BAaTEIbHBIX OTHOIICHUN,
braoka 1. Jlucrurmumuael (Momynu) mporpammbel OakanaBpuata (B.1.0.040061mmenpodeccroHanbHbIH
MOJYJIb).




3. CTPYKTYPAU COAEPKAHUE JUCHUITJIMHBI

3.1. O0beM M CTPYKTYpPa AUCHHUIJIHHBI

OO6mas Tpy10EMKOCTh TUCIUIUIMHBI cocTaBisier _3  3.e. (__108 Yac.), UX pacrpeaciicHue
0 BHJIaM pa0boOT U ceMecTpaM MPECTaBICHO B Ta0JIHIIE.
Buabl yueOHBIX 3aHATHI U pad0THI 00yYaIOLIUXCS TpyaoeMKoOCTh, Yac
Oo0mast TpyA0eMKOCTh AMCHMIIJIMHBI, 4ac 108
KonrakTHas padoTra o0yyawimuxcs ¢ npenoaaBaTejieM 1o BUIaM 36/12
Y4eOHBIX 3aHATHII (Bcero), B T.4.:
3aHATHS JIEKIIHOHHOT0 THIA (JICKIIUH) 16/ 6
3aHATHSI CEMHHAPCKOIO THIIA (CEMHHAPDI, TPAKTHICCKHIE 3aHATHUS, 20/6
MIPAKTUKYMBI, KOJUIOKBIYMbI ¥ HHBIC aHAJIOTHYHBIC 3aHSTHU )
JlabopaTopHble padoThl - /-
CamocTosiTeJibHasi padoTa Bcero, B T.4.: 72 /92
CaMonoAroToBKa Mo TeMam (pasienam) JUCIUILTHHBI 72/ 92
BeinosiHeHHE KypcOBOTO MPOEKTa /KypCOBOW paboThI -/-
KoHTpoJb (4ackl Ha IK3aMeH, 3a4€T) -/ 4
IIpome:xyTOYHAS aTTeCTAMA Judd.zauer

[Mpumeuanue: -/- 06vem 4acos coOMeemcmeeHHo st OUHOU, OUHO-3A0HHOU POopM 0OyUeHUs

JlMcuuIuInHa peannu3yeTcs MOCPeACTBOM MPOBEIEHHUs] KOHTAaKTHONW padoThl ¢ 00y4arolUMHCS
(BKJIFOUAs TIPOBEJICHHUE TEKYILETO KOHTPOJISI YCIIEBAEMOCTH ), CAMOCTOSITEILHON pabOThI 00yUJaromnXCst
U IPOMEXYTOYHOM aTTeCTalluu.

B mnpomecce ocBoeHUs JIUCUUIUIMHBI MOKET IPUMEHSTHCS JIIEKTPOHHOE OOy4YeHHE W
JMCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTUH.

B nponecce ocBoeHus TUCHUILUIMHBI oOydaroluecs 00ecreyeHbl JOCTYNOM K 3JIE€KTPOHHOM
UH(POPMALIMOHHO-00pa30BaTENIbHOM Cpeie U IIEKTPOHHO-OUOINOTEYHBIM CUCTEMAM.

3.1. Coaep:xanue AMCUUIIUHBI, CTPYKTYPHPOBAaHHOE N0 TeMaM

Inanupyembie Buabl yue0HoI padoThl
pesyabTarhl KoHTakTHas padora i SN
OCBOCHHUSI: o - v - 5 I TeKy[:uem
KOJL 9
(dopmupyemoii g =2 g = & S KOHTPOJISt
HaumeHoBaHMeE PA3/Ie]I0B, TEM == T = s \e 2
KOMIIETEHIIUH U = ® S g = E g S S (Ha“MeHOBaHHe
HHIUKATOPBI § 5 g = § g5 S = OLEHOYHOTr'0
JAOCTHKEHUS % = g 2 § g cpeacrsa)
KOMIIeTeH I = = 2 = 2 @
OIIK-4, TEMA 1. Jlokymenr u  cucremsl | 1/0
HNOIIK-4.1. JOKYMEHTALUH
ConepxaHue JEKINU:
1.JToKkyMeHTHpPOBAHHUE: OCHOBHBIE TIOHATHS M
TEPMHHBI.  Buabpl  JOKYMEHTOB H  HUX
KJIacCHU(UKAITHS.
2.CocTaB HOPMAaTHBHO-METOIMYECKOW Oa3bl
JIOKYMEHTHPOBaHHS YIIpaBICHIECKON
NeATETTLHOCTH. Xapaxrepucri
3.I'ocymapcTBEHHBIE CTaHIaPThI Ha ka YC OP]I:
b
JIOKYMEHTAIMI0 Y HUDUITUPOBAHHBIC CHUCTEMbI TecTHpOBAHHE
JIOKYMEHTAITHH. Ob6mepoccuiickue
KIIACCU(UKATOPHI TEXHUKO-)KOHOMHUYIECKOH |
colMaabHON HH(POPMAIIHH.




MOATOTOBKA

Ipaktuueckoe 3amstue Ne 1. JIOKyMEHT U 1/0 IIOKJIa10B

CHCTEMBI IOKYMEHTAITIH

CamocrositenbHas padora. 5/5

TEMA 2. YrpaBiieHuecKasl JOKYMECHTAIIHS 1/0

CopeprxaHue JEKIHH:

1. TpeboBaHUS K COCTaBICHHUIO U O(DOPMIICHHIO

JIOKYyMEHTOB, (opMyJsp-o0paser], COCTaB u

pacroyIoKeHNEe PEKBU3UTOB.

2.OCHOBHEBIC MOJIOKCHUS o

JIOKYMEHTHUPOBAHUIO YIIPABICHYECKOU

JIeATETLHOCTH. brnanku u (dhopMmaThI

JTOKYMEHTOB.

3.TpeboBaHMsI K TEKCTaM JIOKyMEHTOB. SI3bIK U

CTWIh JOKyMeHTa IlonroroBka TEKCTOB C

WCTIONB30BAaHNEM  KOMITBIOTEPHOTO  IaKeTa

nporpamm MicrosoftOffice.

lpaktuueckoe 3anstne Ne 2YmpaBieHUYecKas 1/0 TToaroroska

JIOKYMEHTAITUS TEKCTOB c
HCITIOJI30BaH
HeM
KOMITBIOTEPH
Oro IakeTa
mporpamMm
MicrosoftOff
ice,
TECTUPOBAHU
e

CamocrosiTenbHas padboTa. 77 IMOATOTOBKA
JTOKJIa0B

TEMA 3. CocraBienne u odopmieHue | 4/2

OCHOBHBIX JIOKYMEHTOB
CognepxaHue JEKLIUU:

1. [IpaBuna cocraBieHus u 0pOpMIICHHS
OCHOBHBIX OpraHN3aIMOHHO-TIPABOBBIX
JIOKYMEHTOB: yCTaBa, IOJIOJKEHHS,
WHCTPYKIINH, TOTOBOPA, KOHTPAKTA.

2. [IpaBuna cocraBieHus u 0poOpMIICHHS
OCHOBHBEIX PAaCTHOPSIUTEIFHBIX JTOKYMEHTOB:
MpUKa3a U PaciopsHKEHUS.

3. [IpaBuna cocraBieHus u opopMIICHHS
OCHOBHBIX CIPaBOYHO-UH()OPMAIMOHHBIX
MIOKYMEHTOB: aKTa, CIIPaBK{, MPOTOKOJIA,
CIY)KEOHOU, MOKIATHOW U OOBSCHUTEIBHON
3aI1COK.

4 [paBuna cocraBnenus u 0hOPMIICHUS
JIOKYMEHTOB JTTIHOTOITPOUCX OXKICHUS:
oOpareHne 1Mo HaiiMy Ha pa0oTy; HaIUCaHUE
pe3oMe IS TOCTyIUIeHHs Ha paboTy 1o
KOHKYpCY; 3asBJIEHHE O TpueMe Ha paboTy;
aBToOMOrpadus; XapaKTepUCTHKA; 3asBIICHUC
0 IepeBojie, O NPEIOCTABICHUH OTIYCKa U T.
1.
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Ipaxktrueckoe 3amsatue Ne 3CocTaBieHHE | 6/2 CocrapneHune

o(opMIIEHHE OCHOBHBIX JOKYMEHTOB OCHOBHBIX
OpraHu3aHoH
HO-
pacnopsauTel
BHBIX
JOKYMEHTOB

CamocrosTensHas pabora. 13/13 | Cocrasnenue
TanKu
«Jleno» u3
OCHOBHBIX
OpTraHU3aIo
HHO-
pacropsiaute
JIBHBIX
JIOKYMEHTOB

TEMA 4.0Opranu3anus JOKyMeHT0000poTa 2/0

CopnepxaHue JEKLUU .

1.Opranmnzamus JOKYMEHTO00O0pOTA.

Bxopdmuii  TOKyMEHTONOTOK. BHyTpeHHMi

JOKYMEHTOTIOTOK. VYuer o0beMa

JIOKyMEHT0000pOTA.

2.0praHu3alioOHHOE  IMMOCTPOSHUE  CITY>KOBI

JIeJIOTIPOU3BOICTBA.

lpaktuueckoe 3anstme Ne  4OpraHusanus 1/0 CocraBnenue

JIOKyMEHT0000pOTa cXeM
BXOJISIIIETO,
HCXO/IAIIETO
u
BHYTPEHHETO
JIOKYMEHTOII
OTOKa,
TECTUPOBAHH
e

CamocrostensHas pabora. 5/5 MOJArOTOBKA
JTIOKJIAI0B

TEMAS.Cuctematu3anus JOKYMEHTOB 1/0

CopepxaHue JEKIINH -

1.06mue TpeOOBaHUS K CHUCTEMAaTH3allUU

JTOKYMEHTOB U (h)OPMHUPOBAHUIO JICTI.

2.CocraBienue 3aroJI0OBKOB Jien u

YCTAaHOBJICHME  CPOKOB  XpaHEHWs el

Homenkmarypa gen. ApXwBHOE XpaHCHHE

JTOKyMEHTOB U /eI

Ipaktuueckoe 3austue Ne 5. CucreMaruzarivist 1/0 CocraBnenue

JIOKYMEHTOB. HOMEHKIIATY
pHI Jen

CamocrostensHas pabora. 8/8 MOJITOTOBKA
JTIOKJIaI0B

TEMA 6. CoBpeMeHHbIe crocoObl U Texuuka | 1/0

CO3J1aHusl JOKYMEHTOB
CopnepxaHue JEKLUU .

1. CpencTBa OPITEXHHUKH, UCTIOIH3yEeMbIe
Ha aBTOMATH3MpPOBAaHHOM pabodyeM MecTe
CIIEINAITUCTA u PYKOBOJMTEISL.
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Knaccugpukanus cpeiacts opraHH3alMOHHON

TEXHUKH  JUI1  COBPEMEHHBIX  O(HUCHBIX

TEXHOJIOTHH.

2. Konnenmus 3NEKTPOHHOTO

odwuca.

3. KomnbroTepHbie TEXHOJIOTHH

o0ecrieyeHus1 yrnpaBleHUECKON NesSTeIbHOCTH:

MHTETPUPOBAHHBII MaKeT porpamMm

MicrosoftOffice.

IMpaktiueckoe 3amstme Ne 6. CoBpeMEHHbIE 1/0 Cocrapnenne

CIOCOOBI M TEXHUKA CO3/IaHUS JOKYMCHTOB HHCTPYKIIUH
1o
JIOKYMEHTHUPO
BaHUIO
YIPaBJIEHYECK
oit
JCATCIBHOCTHN

CamocrosiTenpHas paboTa. 12/12 | noaroroBka
JTOKJIAJIOB

TEMA 7.Jles10Bble 1 KOMMEPYECKUE ITUCHMA

CogepxaHue JEKINU:

1. Knaccudukammss ©  CTpyKTypa

JISIOBBIX THCeM PeKBU3WTHI MHChMAa W UX

pacronoxenne. CraHmapTHele  ¢pasbl  H

BBIPAKECHHUSL. 2/0

2. OOpa3mpl BapuUaHTOB JEIOBBIX

MUCEeM:  THChMa-MPOChOBI, MHUCHMAa-OTBETHI

(oTKa3sl), COTPOBOJUTEIHHBIE MUChMa,

MUChMa-TIOATBEPKICHUS, rapaHTHIHbIE

MUChMa.

[Mpaktnueckoe 3amsatne Ne 7 JleroBble W 4/2 Cocrasienue

KOMMEpPUYECKHUE MIChMa JIEIIOBBIX U
KOMMEpPYECK
UX ITHCEM

CamMocrosiTenbHas paboTa. 12/12 | CocraBienue
JIEIIOBBIX
MTHUCEM

TEMA 8.IIpaBuna u ¢GOpMBI KOMMEPUECKOU

TIEPETIMCKHU C 3apyOeKHBIMU TTApTHEPAMHU

CognepxaHue JEKLIUU:

1. Jlekcuka M CTWIIH KOPPECTIOHACHIINH,

OOIIETIPUHSATHIE B MEXKAYHAPOIHOM U JEITOBOM

mupe. TumoBeile ¢pa3el ©  TOJE3HBIC

BBIPaXECHHSI, HEOOXOJMUMBIE TIPH COCTaBJICHHUU

MUCeM 3apy0eKHOMY MapTHEPY.

2. Crnncox COKpAIIEHHH, HacTo |4

BCTPEYAIOMINXCS B KOMMEPUECKUX MAChMaX.

3. @opMBI KOMMEPUYECKHUX MHCEM: cOOp

MHPOpPMAMK O  JIEJOBOM  AKTUBHOCTH,

pecriektabenbHOCTH (QUPM; TPEATIOKEHUS H

OTKJIOHEHHE TPEJITIOKEHUHN U Ap.

4, Ocobennoctu KOMMEPYECKOM

KOPpECTIOHACHIINN Ha AHTTIUIICKOM,

(GpaHIly3cKOM M HEMEIKOM sI3bIKaxX (s3bIK

BBIOMpAETCS 110 KEJIAHUIO CTY/ICHTA).

Ipaxtuyeckoe 3ansarue Ne8. IlpaBuna u Gopmer 2/1 CocraBienue

KOMMEPUYECKOH IEPerncKi ¢ 3apyOeKHBIMU MUCEM Ha

MapTHEpaMH WHOCTPaHHO

M SA3BIKC




CamocrositenbHas pabora. 4/10 | CocraBnenue
UChMa
3apyOeKHOM
y apTHEPY

TEMA 9.KoppecnoHneHus, CcBsi3aHHas C

MPOBEJICHUEM TIEPHOAMYECKUX MEPOTPHUSITHIA,

Y TIpoYasi KOPPECTIOHACHIIUS

Copaepxanue JeKIUU:

1.006pa3mel  BapUaHTOB  JICTIOBBIX  ITHCEM,

CBS3aHHBIX C TMPOBEICHUEM IIEPUOTUIECKHIX

MEPONPUATUH:  WHGOPMAIIMOHHO-PEKIIAMHBIE

MUChMa, THChMa-HATOMUHAHUSI. 1/0

2. CocTaBrneHue Tenerpamm, TEIEKCOB U

(hakcos. OcHOBHBIE COKpAIICHHS,

UCTIOJIB3yEMBIC TP  COCTABIICHUU TEJIETPaMM

1 TETIEKCOB.

3. CocTaBlieHUE U OTIIPaBKa MUCEM UYepe3

3JIEKTPOHHYIO IO4Ty B JIOKQJIbHOM

BBIYHCITUTEIHHON CETH.

Ipaxruaeckoe 3amstue Ne9 KoppecnonaeHuus, 2/1

CBs3aHHAs C IMPOBEJACHHEM NEPUOINICCKUX Cocrasiienue

MEPOIPUATHH, U TTPOYast KOPPECIIOHACHIIUS MIPOYMX
JTOKYMEHTOB

CamocrosTenpHas pabora. 3/10 | CocraBnenue
UHPOPMAIHO
HHO-
PEKIaMHBIX
MUCEM

TEMA 10.Opranuzanust paboThI c

JIOKyMEHTaMH, CoJlepIKaIIuMHA

KOH(UICHIINATBHEIE CBEICHHS

Conepxanue JeKINU;

1. Opranuzamus 2/0

KOH(UACHIINATBHOTO JIeIOTIPON3BOICTRA.

CocTaB  HOPMATHUBHO-METOIMYECKON  0a3bl

KOH(UACHIIUATBHOTO JIEJIONPOU3BOICTBA.

Pounp u MECTO KOH(UACHIINATBHOTO

JISIIONIPON3BOJICTBA B OOECTICUEHUH 3allUTHI

KOH(UACHIIMATBHON HH()OpMAIIUU

2. Co3zpanue " yder

KOH(UACHIMAIBHBIX JIOKYMEHTOB, TOPSIOK

obpareHus C KOH(HUICHIIUATBHBIMU

JIOKYMEHTaMH.

3. Cxema MpOXOXIEHUS JOKYMEHTa

IPH CO3/aHUHU, PETUCTPALMU M BU3UPOBAHUH,

nepeaaya  KOH(PHUACHIHMAIBHBIX JIOKYMEHTOB

BHYTpH opranmzanuu. Cxema MpOXOXICHUS

BXOJSIIIMX M MCXOSAIINX KOH(PUICHIIUAIEHBIX

JIOKYMEHTOB,

Mpaktuueckoe 3amstme NelO0  OpraHuzanus 2/0 Cocrasienue

paboTBl ¢ JOKYMEHTaMH, COJIEPKaIINMU CXeM

KOH(UICHIIMATIBHbIC CBEICHHS MIPOXO0XKICHU
ST BXOJISIIIIAX
u
UCXOSIIUX
KOHQUACHIIN
AIBHBIX
JIOKYyMEHTOB

CamocrosTensHas paboTa. 3/10 | moaroroBka

JIOKJIAZ0B




HUTOI'O 16/ | -/- | 20/ | 72/
6 6 92

[Mpumeuanue: -/- 06vem uacos coomeemcmeenHo O OUHOL, OUHO-3A0YHOUGOPM 0OYUeHUs.




AMETOJUYECKHE VYKA3BAHUA [JIA OBYYAKOIIUXCSA 110 OCBOEHHIO
JUCIHUIIVINHBI

4.1. Oo0mrue MeTOoJHYeCKHEe pPeKOMeHIauu mno OCBOEHHIO JUCIUIIJINHBI,
o0pa3oBaTejibHbIe TEXHOJIOTHH

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

[Ipu mnpoBeneHuM Y4eOHBIX 3aHATHA 10 JUCHUIUIMHE OOECICUUBACTCS pA3BUTHE Y
00y4aromuXxcsi HABBIKOB KOMAaHTHOW Pa0OThI, MEKIMYHOCTHON KOMMYHHKAIIUU, IPUHSTUSL PEIICHUH,
JHUJEPCKUX KauecTB (BKIIIOYAsl IIPOBEJCHUE HHTCPAKTUBHBIX JICKIUH, IPYNIIOBBIX THUCKYCCHI, POJIEBBIX
UTp, TPEHUHTOB, aHAIM3 CUTYalluid 1 MIMUTAIIMOHHBIX MOJEIICH, MPEernogaBanne JUCIUTUIMHBL B (hopMme
Kypca, COCTaBJICHHOIO Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIEAOBAaHHHA, IPOBOJUMBIX
YHUBEPCHTETOM, B TOM YHCJIE€ C Y4YETOM PETHOHAIBHBIX OCOOCHHOCTEH MpPOodeCCHOHATBLHON
JIeSATEILHOCTH BBIITYCKHUKOB U MOTPEOHOCTEHN paboTomaTesneil).

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

-0aJITbHO-PEUTHHIOBAsI TEXHOJIOTHSI OIICHUBAHUS;

- 9JIEKTPOHHOE O0yUEHUE;

- mpo0eMHoe 00yUYeHHE;

- pa300p KOHKPETHBIX CUTYAIIHIA;

- uHdopMaronnsie Texuosorun: Miro, Google-gokymenTsi, Zoom

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

4.2.MeTtoauueckue YyKa3aHusl A O0ydalImMXcsl MO OCBOEHHI0 JMCUMUIUIMHBI Ha
3aHATHAX JEKIIMOHHOI'0 THIIA
JIeKIMOHHBI KypC MpEaIonaraeT CUCTEMaTU3UPOBAHHOE H3JI0KEHHUE OCHOBHBIX BOIIPOCOB
TEMaTU4YeCKOro IulaHa. B Xozae JEeKIMOHHBIX 3aHATUH PAaCKpBIBAIOTCS 0a30Bble BOINPOCHI B paMKax
KaKIO0U TeMbl JUCHUIUIMHBI. O003HAaYar0TCs KIIFOUYEBBIE aClIEKThI TEM, a TaKXKe JEJal0TCs aKIIEHThl Ha
HaunOoJiee CI0XKHbIE U BaXKHbIE MOJIOKEHHSI H3y4aeMOro MaTepHara.
JIekuMOHHBIE  3aHATHS  NPOBOAATCS B NOTOYHOW  ayIUTOPUUM C  NPUMEHEHHEM
MYJIbTUMEAMMHOTO MpOoeKTopa B BUJe yueOHOM npe3eHtanuu uiau B DMMOC yHuBepcureTa.
B Xome NeKUMOHHBIX 3aHATUH  PEKOMEHIYeTCS KOHCIEKTHpPOBaHME Y4YeOHOro MaTepualia.
B03MOXHO BeZieHHE KOHCIIEKTa JIEKI[UI B BUJI€ UHTEIUIEKT-KapT.
OTtnenpHBbIE TEMBI MTPEIaraloTcs Uil CaMOCTOSATENBHOIO U3YUYEeHUS (KOHCTIEKTUPYIOTCS).
Marepuanbl JEeKIHMH SBISIOTCS ONOPHOW OCHOBOW Ui MOATOTOBKH OOydYaroIuxcs K
MPAKTUYECKUM 3aHATUSM / 71a00paTOpHbIM pabOTaM M BBINOJHEHUS 33JaHUA CaMOCTOSATEIbHOU
paboThI, a TaKKe K MEPOIPUATHAM TEKYILEro KOHTPOJISI YCIIEBAEMOCTH M IPOMEXKYTOUHOI aTTecTaluu
10 TUCLMIUIMHE.

4.3. Meroanyeckue yKa3aHusi Ui OOYYAIOIMXCSl 1O OCBOEHUIO JIUCHHUIUIMHBI HA
JIa00paTOPHBIX padoTax ( He MPexyCMOTPeHbl Y4eOHbIM IIAHOM)

4.4. Meroanyeckue yKa3aHusi Ui OOYYalOIIMXCSl 1O OCBOEHHI0 JAUCHHUILUIMHBI Ha
3aHATHUAX CEMUHAPCKOr0 THNA/ HA MPAKTHYECKUX 3aHATHAX

[IpakTuueckne (CeMHUHApPCKHUE) 3aHSATHUS TMPEICTABISAIOT COOOM JeTaln3alui0 JIEKIIMOHHOTO
TEOPETUYECKOT0 MaTepuaia, IPoOBOAATCA B LENAX 3aKPEIUIEHUs Kypca U OXBAaThIBAlOT BCE OCHOBHBIE
pasnenbl. OCHOBHOW (OpMOIl TMPOBENCHUS CEMHUHAPOB U MPAKTUYECKUX 3aHITHHA SIBISETCS
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oOcyxeHue Hanbosee MpoOIEMHBIX U CIOKHBIX BOIPOCOB IO OTJEIBbHBIM TEMaM, a TaKkKe pelieHue
3a/1a4 v pa30op MPUMEPOB U CUTYAIUH B ayAUTOPHBIX YCIOBHUSX.

[TpakTrueckue (cCeMHUHAPCKUE) 3aHATHS 00yJaIONUXCsl 00€CIIeUNBAOT:

- MPOBEPKY U YTOUYHEHUE 3HAHUM, MTOJTYYECHHBIX Ha JICKIUIX;

- IOJIy4eHHE YMEHHUI U HAaBBIKOB COCTABJICHUS JOKJIA0B U COOOIICHUI, 00CYKIECHHUS BOIPOCOB
10 Y4eOHOMY MaTepuany JUCHUIIINHBL,

- TIOJIBEJICHNE UTOTOB 3aHATUN MO PEHUTHHIOBOW CHCTEME, COTJIACHO TEXHOJOTHYECKOW Kapre
JUCLUTITUHBI.

[IpakTuueckue 3aHATUS OPraHU3YIOTCS, B TOM 4ucie B (opMe IpaKTHUECKOH MOATOTOBKH,
KOTOpasi MpeIyCMaTPUBACT y4acThe OOYYArOIIMXCS B BBHIMOTHCHHH OTIEIBHBIX 3JIEMEHTOB paboT,
CBSI3aHHBIX ¢ OyayIIeil mpodeccuoHaNbHON ACSITETbHOCTHIO.

[IpakTrueckass MOATOTOBKA IMPEAyCMATPUBACT: COCTABJICHHE OCHOBHBIX OpPraHU3AIllMOHHO-
pacnopsauTesbHbIX JOKyMEHTOB ¢ coorBeTcTBUU ¢ ['OCTP 7.0.97-2016 1o TemaM mpakTHYECKHX
pabot Ne3,7,8,9

4.5. MeToanueckne yKa3aHus Mo caMOCTOSITeJIbHOI padoTe o0y4aromuxcs

CamocrosTenbHas paboTa 00ecreunBaeT MOATOTOBKY 00yUYaroImIerocs K ayAUTOPHBIM 3aHSATHIM
U MEpONPUATUAM TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallMd MO M3Y4aeMOM UCIUIUIMHE.
Pe3ynbTaThl 3TOM MOATOTOBKH MPOSBISIOTCS B AKTUBHOCTH 00YYArOIIErocsl Ha 3aHATUSIX U B KAUeCTBE
BBIMIOJTHEHHBIX MPAKTUYECKUX 33aJJaHUM U IpYruX GOpM TEKYIIEro KOHTPOJIS.

CamocrosiTenbHast paboTa CTyJIEHTOB BKJIFOYAECT:

1. U3ydenue yueOHON TUTEpaTyphl IO KypCy.

2. [TonroToBKa JOKIJIAIOB M HAYYHBIX CTaTCH

3. [loaroroBka pedeparon

4. Paboty c pecypcamu IHTepHET, 31eKTpOHHAs OMOIMOTEKa, KOHCYJIBTAHT TUTIOC

5.CocraBneHne OCHOBHBIX OpPTaHU3AI[MOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB B COOTBETCTBUH
¢ 'OCTP 7.0.97-2016 1o Temam mpakTuueckux padot Ne3,7,8,9

6. IToaAroToBKY K TECTHPOBAaHUIO TIO TeMaM Kypca 1,2,4

7. IloAroToBKY K MPOMEXYTOUHOI aTTeCcTalluy 10 KypCy TUCIHUIINHBI.

[Ipu BBIIONIHEHUM 3aJaHUN IS CAaMOCTOSATENBHOW pabOThl PEKOMEHAYeTCs MpopadboTKa
MaTepHaJIoB JEKIHMHA M0 KaX /10 MpOoiAeHHON TeMe, a TaKXKe N3yYeHUEe PEKOMEHyeMO JIUTepaTyphl.

Jnst oOyvaronuxcsi Mo OYHO-3a049HOM (opMe OOyUeHHsI caMOCTOATENbHAs padoTa SIBIAETCS
OCHOBHBIM BHJIOM Y4€OHOM e TeTbHOCTH.

Jlisa obecrnieueHus: CaMOCTOATEIbHOW pabOThl OOYYarOUIMXCS HCIOIb3YETCs 3JIEKTPOHHBIN
yueOHbIH Kype, coznannbiii B OMMOC ynusepcurera http://sdo.tolgas.ru/

5.  YYUEBHO-METOIMYECKOE MW HWH®OPMAIIMOHHOE OBECIIEYEHHUE
JUCIHUIIVINHBI

5.1. IlepeyeHb OCHOBHOII W /JONOJIHUTEJIbHON y4eOHOUH JIMTepaTypbl, HeOOXOAMMOM 1Jisl
OCBOCHMS JMCIUIIIHHBI

Best muteparypa, BKIIOYCHHAss B JIaHHBIA TI€PEUYCHb, IMPEJICTABICHA B BUJE DJICKTPOHHBIX
pecypcoB B 37eKTpoHHOI 6ubmoteke yHuBepcurera (3bC). Jluteparypa, ucnonbp3lyeMas B e4aTHOM
BU/JIE, IIPEJICTaBJICHAa B Hay4YHO OMOMMoTEeKe yHUBepcuTeTa B 00beme He MeHee 0,25 3K3eMIUIIpoB Ha
0JTHOTO 00yYaroIerocs.

OcHoBHas JuTepaTypa
1.Kprokosa, H. II.
JIOKyMEeHTHpOBaHHE yIIPaBICHYCCKOH NEATETHLHOCTH : yue0. TocoOue It CTYACHTOB BY30B 110
Hanpasienuio 38.03.01 "Menemxment" / H. I1. Kprokosa. - JlokymenT read. - Mocksa : UHOPA-M,
2019. - 267 c. - (Bsiciiee obpazoBanue - bakamaspuar). - URL: https://znanium.com/read?id=359359
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(mara obpamenus: 05.02.2021). - Pexxum moctyma: nist aBropu3. mosb3oBateneid. - ISBN 978-5-16-
003134-7. - 978-5-16-100463-0. - TekcT : IMEKTPOHHBIH.

2.KupcanoBa, M. B.

Kypc nenonpousBoactea. JJokyMeHTaIMOHHOE O0ecIieueHUE YIIpaBlIeHuUs : yueb. mocoOue st By30B
o HanpasieHusM noarot. 38.03.01 "Oxonomuka", 38.03.02 "MeHemxkMeHT" KBaTM(PUKALIHAS
(cremensn) «OakamaBp» / M. B. Kupcanosa, FO. M. AkcenoB ; HoBocu0. roc. yH-T 9KOHOMHUKH U YTIP. -
6-e u3 ., ucnp. u gom. - Jlokyment read. - Mockpa : UHOPA-M, 2020. - 257 c. - (Briciiee
obpasoanue - bakanaspuar). - Kpar. cinos.-cripas. - Kpart. cnos. tepmunos. - URL:
https://znanium.com/read?1d=358180 (mara obpamenus: 18.01.2021). - Pexxum noctyma: njis aBTOpH3.
nonb3oBareneid. - ISBN 978-5-16-006789-6. - 978-5-16-104755-2. - TekcT : 31eKTPOHHBIH.

3.0OCHOBBI 1€eJ10NMPOU3BOACTBA © yueld. mocoOue /s By30B 110 HarpaBieHuo noarot. 38.03.01
"OxoHomuKka" (kBanupukaius (crenens) "6akanasp') / A. M. Acanues, . 1. Muponosa, E. A.
Kocapesa, I'. I'. BykoBuu. - 2-¢ u3., ucnp. u jgon. - Jlokyment read. - Mocksa : UHOPA-M, 2021. -
146 c. - (Beicuiee oOpa3oBanue - bakanaspuar). - [Ipum. Borp. k sk3aMeny. - KpaT. TepMUHOII. CIIOB. -
URL: https://znanium.com/read?id=374319 (nara obpamenus: 08.04.2021). - Pexxum mpocrymna: s
aBTOpH3. oyib3oBaTene. - ISBN 978-5-16-108215-7. - TekcT : 31eKTpOHHBIH.

JlonoIHUTeIbHAS JTUTEpaTypa

4. YueOHO-MeTOAUu4YeCcKoe nocodue no nucuumniute "JlokyMeHTUpOBaHHe YIIPaBJIeHYeCKOM
AesATeIbHOCTU" : 17151 CTy/IeHTOB HarpaBieHus nmoAroT. 38.03.01 "OxkoHoMuka"HanpaBIeHHOCTH,
npoduneit "IxoHoMuKa TpeanpudaTuil u opr.", "byxrant. y4er, ananus u ayaut", "Kommeprus",
HanpasyieHus noarot. 38.03.04 "T'oc. u myHuuuI. ymp." HanpaBiaeHHOCTH, poduiis "['oc. 1 MyHULIUIIL.
ymp.", HanpaBneHus noarot. 27.03.02 "Yup. kadyecTtBoM" HarpaBiIeHHOCTH, ipoduiis "Yp.
KayeCTBOM B IIPOU3B.-T€XHOJI. cucreMax", HanpasieHus noarot. 38.03.02 "MenemxmeHT"
HarpasieHHocTel, mpoduiieit "MenempxkMeHT opr.", "Yp. ManbiM 6u3HecoM", "OUHAHCOBBII
MeHeKMeHT ", "Y1ip. npoektamu", HanpasiaeHus noArotT. 43.03.02 "Typusm" HanpaBiIeHHOCTH,
npodwis "TexHo. U opr. Typonepar. u TypareHt. yciuyr'", Hanpasienus noarot. 43.03.01 "Cepsuc"
HamnpaBlIeHHOCTH, ipoduiist "Opr. nepeBo30K U ynp. Ha TpaHcI.", HanpasneHustonoarot. 10.03.01
"Uudopm. 6e30macHOCTh" HaNIpaBIeHHOCTH, Tpoduiis "Opr. U TEXHOIOTHS 3alUTh HHOPM.",
HanpasyieHus noarot. 43.03.03 "T'octuHny. neno" HanpaBieHHOCTH, npoduis "['ocTunny. u
pectopad. aestensHocTh" / [ToBOMK. Toc. yH-T cepBuca (PI'BOY BO "IIBI'YC"), Kad. "Dxonomuka u
yap." ; coct.: A. H. Kapa, A. B. KoBrynenko. - Jlokyment AdobeAcrobat. - ToassatTu : [IBI'YC,
2019. - 1,47 MB, 116 c. - TTpu. - URL: http://elib.tolgas.ru/publ/Metod_DUDb_B_31.01.2019.pdf
(mata oopamenus: 19.11.2020). - Pexxum goctyma: muist apropu3. monb3oBareneit. - 0-00. - Teker :
JJIEKTPOHHBIN.

5. YueOHO-MeTOAMYECKOE Moco0ue Mo AucHMIInHe "JJOKyMeHTHPOBaHHE yIIPaBJIeHYeCKOM
AesTeJbHOCTH" : IS CTyIeHTOB crienanbHocTh 38.05.02 "Tamox. neno" HanpaBiIeHHOCTH,
npodmis "Tamox. mnarexu" / [ToBomk. roc. yH-T cepsuca (PI'BOY BO "IIBI'YC"), Kag.
"OxoHomuka u ymp." ; coct.: A. H. Kapa, A. B. KoBryrenko. - Jlokyment AdobeAcrobat. - Tonmbartu :
[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
JO0CTyMa: it aBTopu3. nosb3oBareineit. - 0-00. - TekcT : 371eKTpOHHBIH.

6. Mureas, . H.

JloxymeHTHpOBaHHE yIIpaBileH4YeCKoH AesTenpbHocTH. Kypce nekmuii : yae6. mocobue / Y. H. Murens ;
Poc. akazn. oOpa3oBanus. - 3-e U3, crep. - Mocksa : dnunra [u ap.], 2014. - 198 c. : Tabn. - [pu. -
ISBN 978-5-9765-1799-8. - 978-5-9770-0778-8 : 247-00. - Tekcr : HEMOCPEACTBEHHBIMH.
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7. Ky3nenos, U. H.

Jenornpon3BoactBo. JloKyMeHTaIllMOHHOE 00ecieueHne YIpaBJIeHus : CrpaB. mocoodue ass By30B / U.
H. Ky3nenos. - PoctoB-Ha-/lony : ®ennkc, 2014. - 396 c. : Tabn. - (CipaBoyHuK). - [lepeueHn
HOpPMAaTUBHBIX aKkToB. - ISBN 978-5-222-23094-7 : 278-00. - TekcT : HemocpeACTBEHHBIM.

HopmaTuBHO-ipaBoOBbIE AKThI

1. Konctutynus Poccuiickoit @enepanuu (IpUHSTa BCEHAPOAHBIM rojocoBanueM 12.12.1993 c
W3MEHEHUSMH, OAOOpPEHHBIMH B XoJe obmepoccuiickoro rosocoBanuss 01.07.2020) . - Tekcr :
snekrpounsiii //Koncynerantllmoc : caiit. — URL: http://www.consultant.ru (mara oGpamieHus:
26.04.2021).

2. I'OCT P 7.097 — 2016 «Cwucrema cranaapTtoB 1o HHpOpMAIHH, OUOIMOTEYHOMY ACIy.
OpranuzaloOHHO-pacopAIuTeNbHAsS AoKyMeHTanus. TpeboBaHus K OQOPMIIEHHIO JOKYMEHTOB)
(BBeneH B aeiicteue ¢ 01.07.2018 1.)

3. ®@epnepanbubiii 3akoH ot 27.07.2006 Ne 149-®3 (pen. 28.07.2012) «O6 wundopmammm,

PIH(i)OpMaI_II/IOHHBIX TCXHOJOIUAX U O 3alIIUTC I/IH(1)OpMaI_II/II/I».

4. ®enepanbubiii 3ak0H 0T 06.04.2011 Ne63-D3 (pen. 10.07.2012) «O06 3neKTpOHHON MOIMUCHY

5. ®enepanpubiii 3akoH 0T 10.01.2002 Nel-®3 (pea. 08.11.2007) «O6 snexktpoHHON HUDPOBOH
MOJTTUCI.

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

7. ®enepanpHbiii 3ak0H OT 22.10.2004 Nel25-®3 (pen. ot 11.02.2013) «OO6 apxuBHOM [eje B
Poccuiickoit denepanumny.

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

9. ®enepanbhblii 3ak0H 0T 29.07.2004 Ne98-D3 (pea. ot 11.07.2011) «O kommepueckoit TaiiHe.
10.ITocranoBnenue IlpaButensctBa PO ot 17.06.2004 (pen. 24.03.2011) Ne 290 «O denepaibHOM
ApPXUBHOM areHTCTBE.

11.1lpaBuna mnpenocTaBiIeHUs ycayr TesnerpaHoi  cBA3M, yTBepkaeHbl [locTaHoBieHuEM
[TpaButensctBa Poccuiickoit @enepauuu ot 15 ampens 2005 r. Ne 222(8 pen. 31.01.2012).

12.«'OCT P 7.0.8-2013. Hammonanbubiii crangapt P®. Cucrema craHmapToB Mo WHGOpMAIUH,
O6MONMMOTEYHOMY M H3JATEIbCKOMY Jedy. Jlelnonmpou3BOACTBO M apXUBHOE Jeno. TepMuHBl U

OTIpeieIeHUs ».
13. «OK 011-93. OO6mepoccuiickuii KiIacCU(pHUKATOp YHNpPaBICHUYECKOM JOKyMEeHTarun» (yTB.
[TocranoBnenuem ['occranmapta P® ot 30.12.1993 Ne 299) (pen. ot 12.12.2012).

14.  «locynapcTBeHHass cHUCTeMa JOKYMEHTAllMOHHOro oobecneueHust yrmpaBieHus. OCHOBHBIE

nojoxenus. OOme TpeOOBaHUS K IOKYMEHTaAM M CIyX0aM JOKYMEHTAIlMOHHOTO OOECTeYEeHUs»
(omobpena komnerueit I'maBapxua CCCP ot 27.04.1988, Ilpukas ['maBapxuBa CCCP ot 23.05.1988
Ne33).

5.2. IIpogeccuoHanbHble 0a3bl [JaHHBIX, HH(POPMANMOHHO-CIIPABOYHbIC CHCTEMBI,
HHTEPHET-Pecypchl

1. eLIBRARY.RU : nayunas snektpoHHass Oubnmorteka : caiit. — Mocksa, 2000 - . - URL:
https://elibrary.ru (mata oOpamenus: 09.02.2021). — Pexum npoctyma: Il 3apeTUCTPHUD.
MOJIb30BaTeNe. — TEeKCT: JEKTPOHHBIMN.

2. TAPAHT.RU : undopm. — npaBoBoii nopran : [caiiT] / OO0 «HIII «I"APAHT-CEPBUC». —
Mocksa, 1990 - . - URL: http://www.garant.ru (mara ob6pamenus 09.02.2021). - TekcT :
3JIEKTPOHHBIMN.
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3. Koncynbrantllmtoc : cnpaBounas npaBoBasi cuCrema : caiit / 3AO «Koucynsrantllmocy. —
Mocksa, 1992 - . - URL: http://www.consultant.ru (mata o6pamenus 09.02.2021). - Tekcr :

AJIEKTPOHHBIN.

4. DnekTpoHHas OuOmHOTeYHass cucTemMa I[IOBOIDKCKOTO TOCYIapCTBEHHOIO YHHBEPCHUTETA
ceppuca : caidr / OI'BOY BO «IBI'YC». — Tomesarru, 2010 - . - URL.
http://elib.tolgas.ru(nara o6pamenus 09.02.2021). - Pexum jgocryma: Juis  aBTOPHS3.

IIOJIB30BaTENEH. - TEKCT : AJEKTPOHHBIN.

5. DnekrpoHHO-OMONMoOTeUHast cuctema Znanium.com: caiit / OOO "3HAHUYM". — Mockaa,
2011 - . - URL: https://znanium.com/ (mata o6parenus 09.02.2021). - Pexum mocrymna: s
aBTOPH3. NOJIb30BATENEH. - TEKCT : AIEeKTPOHHBIN.

6. DnexkrpoHHO-OMONMHMoTeuHas cuctema Jlanp : caidit / OO0 "ObC JIAHbB". - Mocksa, 2011 - . -
URL.: https://e.lanbook.com/ (mata o6parmienust 09.02.2021). - Pexxum gocTyma: i aBTOPH3.
M0JIb30BaTeNe. - TEeKCT : AEKTPOHHBIN.

5.3. [IporpammHoe obecnieyenune

Nudopmannonnoe obecneueHrneydeOHOronporecca 10 IUCIHHUILIMHE OCYIIECTBISETCS C
HCIOJIb30BaHUEMCIIETYIOIIETONPOTrPAMMHOT000eCIeYeHH ST (JIMIEH3MOHHOTO u cB0O0OIHO
pacIpoCTpaHseMOro), B TOM YUCJI€ OTE€YECTBEHHOIO TPOU3BOJICTBA!

Ne HaunmeHoBanue YcaoBus gocryna

n/n

1 MicrosoftWindows U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JIULEH3MOHHBII
JIOTOBOD)

2 MicrosoftOffice U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JTUIIEH3UOHHBII
JIOTOBOP)

3 KoncynsrantlIntoc U3 BHYTPEHHEH CeTH yHUBEpCUTETA (JTUIEH3UOHHBII
JIOTOBOP)

4 CJ10 MOODLE 13 JIF0OOM TOYKH, B KOTOPOI MMEETCS JOCTYH K CEeTH

WHTepHeT (JIMIIEH3MOHHBIN I0r0BOP)

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

[TomerieHust npencTaBisioT co00il yuyeOHble ayIUTOPUM AJIS MPOBEACHUS YUEOHBIX 3aHATH,
IPEyCMOTPEHHBIX y4eOHBIM IUIAHOM U paboyeil mMporpaMMoil JUCHUIUIMHBI, OCHAILEHHbIE
000pyIOBaHUEM U TEXHUYECKUMU CPEICTBAMH OOyUEHHUS.

3aHATHSA JIEKIIHOHHOIO THNA. Y4eOHble ayAUTOPUM [UIS 3aHATUN JIEKIMOHHOIO THUIA
YKOMIUIEKTOBaHBI MeOENbI0O U TEXHUYECKUMHU CPEACTBAMH 00YUEHUS, CIYKAIUMHU JUI TPECTaBICHUS
yaeOHol nH(popmaIuu (CTarlmoOHapHbBIE WK MIEPEHOCHBIE HAOOPHI IEMOHCTPAITMOHHOTO 000PYI0BAHUS
(IpOEKTOp, IKpaH, KOMIBIOTEP/HOYTOYK), ydeOHO-HArisaHble mocoOus (Mpe3eHTaluu 10 TeMaM
JeK1ui), oOecreunBaoe TeMaTHYeCKHe WIUTIOCTPAIK, COOTBETCTBYIOLIUE ITaHHOM IpOrpaMme
JUCLUIUIAHBI.

3aHATHSA CeMHMHAPCKOro Tuma. Y4eOHble ayAUTOPUM JUIsl 3aHATHIl CEMHHApCKOro THUIa
YKOMIUIEKTOBAaHBI MEOENIbIO U TEXHUYECKUMHU CPEICTBAMH 00yUEHHUsI, CITY KALTUMHU 151 IPEACTaBICHUS
yaeOHoi nH(popMaIuu (CTarmoHapHbBIE WM IEPEHOCHBIE HA0OPHI IEMOHCTPAITMOHHOTO 000PYI0BAHHUS
(IpoeKTOop, 9KpaH, KOMIIbIOTEP/HOYTOYK).

IIpome:xxyTounast arrecraums. J[nf mnpoBeaeHUs NPOMEKYTOUYHOM aTTECTallMM IO
JUCLIUIUINHE HCIIOJIB3YIOTCS KOMIIBIOTEPHBIE KJIACChl, OCHAILEHHBIE KOMIIBIOTEPHON TEXHHUKOH C
BO3MOXXHOCTBIO TOJKIIOYEHHs] K ceTu HHTepHeT u obecrneyeHHeM JoCTylma B JIIEKTPOHHYIO


http://www.consultant.ru/
http://elib.tolgas.ru/
http://www.garant.ru/
http://www.garant.ru/
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nH(pOpPMAITMOHHO-00Pa30BaTENbHYIO  CpeIy  YHUBEpCUTETa  W/WIM  ydeOHBbIE  ayJUTOPHUH,
YKOMILIEKTOBAaHHBIE MEOEIIbIO M TEXHHUECKUMU CPECTBAMU O0yUSHUS.

CamocrosiTesibHass paGora. [loMmemeHnus s CcaMOCTOSTENBHOW paOOThI  OCHAIIEHBI
KOMIBIOTEPHOM TEXHUKOW C BO3MOKHOCTBIO MOJKIIOUECHHS K ceTu «IHTepHET» M HOCTYIIOM K
JNEKTPOHHOUW  MHGPOPMAIMOHHO-00pa30BaTeNbHOM  cpene  yHuBepcuTera. [l opraHuzanuu
CaMOCTOSITENILHON pab0Thl 00YJYAFOIIMXCS UCTIONB3YIOTCS:

KOMITBIOTEPHBIE KJIACChl YHUBEPCUTETA;

oubnuoreka (Meauasai), UMEIOIIAs MecTa Uil OO0y4aroIluXcs, OCHAIIEHHBIE KOMIIbIOTEpaMH
CAOCTYIIOM K 6a3aM JIJaHHBIX U ceTu VHTepHeT.

DJIeKTPOHHAas HH(POPMALMOHHO-00pPa30BaTeIbHAs cpeaa YHHBeEpCHTETA
(OUOC).Kaxapiio0ydarmuicsIBTe4eHUEBCETONeproaa00 yaeHIA00eCIIeUeHUH I BU Ty IbHBIMHE OT P
AHUYCHHBIM JIOCTYTIOM K OJJIEKTPOHHOH WH(OPMAaIMOHHO-00pa30BaTEILHON Cpelle yYHUBEPCHUTETa
(OUOC)http://sdo.tolgas.ru/uz ar060#f TOUKHM, B KOTOPOM HMEETCA AOCTYN K HH(DOPMAIHOHHO-
TEJIEKOMMYHUKalMOHHOM ceTH "MHTepHeT", Kak Ha TEppUTOPUU YHUBEPCUTETA, TaK U BHE €€.

OUOC yHuBepcuTeTa 00eCreynBacT:

JIOCTYym K Y4eOHBIM IUTaHaM, pabo4yMM TporpaMMaM JUCIHHUIUIMH (MOMyJel), mporpaMmMam
MPAKTUK, OJJIGKTPOHHBIM Yy4YeOHBIM H3JIaHUSAM U JJIEKTPOHHBIM 00pa30BaTEIbLHBIM pecypcam,
YKa3aHHBIM B pa004MX MporpaMMax JTUCIUIUTHH (MO ), TporpaMMax MpakTuK;

(hopMUpOBaHHE AIEKTPOHHOTO MOPTQOINO 00yUaAIOUIErocs, B TOM YHCJIe COXpaHEHHE ero padboT
Y OLIEHOK 32 3TH pabOoTHI.

B cnyuae peanuzanuu o6pa3oBareabHON IPOrpaMMbl C IPUMEHEHUEM 3JIEKTPOHHOTO 00y4YeHHS,
JTUCTAHIIMOHHBIX 00pa3oBaTelbHBIX TexHOMOorui DNOC MONMOTHUTETHEHO 00ECIICYNBALT:

¢bukcanuio xoma oOpa30BATENBLHOTO MpOIECCa, Pe3yIbTaTOB MPOMEKYTOYHOW aTrTecTaluu U
pe3yabTaTOB OCBOCHHS 00pa30BaTEIbLHON IPOrPAMMBI;

MPOBEJICHUE YUCOHBIX 3aHATHH, MPOLICYP OLICHKH PE3yJIbTaTOB 00YUCHUsI, Peaiu3alns KOTOPhIX
IPEeyCMOTPEHAa C TMPUMEHEHHEM JJIEKTPOHHOrO OOy4eHHs, AMCTAHIMOHHBIX 00pa30oBaTeNbHBIX
TEXHOJIOTHIA;

B3aMMO/ICHCTBIE MEXKY YUaCTHUKaMU 00pa30BaTEIbHOTO IIPOIECCa, B TOM YHCIIE CHHXPOHHOE U
(unu) acHHXpPOHHOE B3aUMOJAEHCTBUS 1ocpeacTBoM ceTH "MuTepuer".

7. OCOBEHHOCTH OPI'AHU3ALINA OBYYEHUA  JIA JIMIQ C
OT'’PAHUYEHHBIMH BO3MOKHOCTAMMU 3JOPOBbS 1 UHBAJINIOB

[Ipu HeoOxoaumocTu pabodas HporpamMma JUCHUUIUIMHBI MOXET OBbITh aJanTHpoBaHa s
oOecrieyeHns 00pa30BaTENBHOIO Mpollecca MHBAIMIOB M JIMII C OTPAHUYEHHBIMH BO3MOKHOCTSMHU
3/10pOBbs, B TOM YHCII€ JUIsl IUCTAaHIIMOHHOTrO 00ydeHus. [[ist aToro tpeOyercs 3asBiIeHHE CTYIEHTa
(ero 3aKOHHOIO MpPEACTaBUTENS) W 3AKIIOUYEHHE ICHUXOJIOr0-MEIUKO-TIEarornyeckol KOMHCCUU
(IIMIIK).

B ciydae HeoO6xoquMoCTH, 00y4JaroOIUMCs U3 YUCIIA JIMI C OTPAaHUYEHHBIMU BO3MOXHOCTSIMH
310pOBhsi (IO 3asBIEHUIO OOyd4aromerocs) a s HWHBAJIUJIOB TakXKe B COOTBETCTBUU C
WH/IMBUYaJIbHON MTPOrpaMMoil peaObuInTaluy MHBAIU/IA, MOTYT MpEAaraThCsl caelyromue BapuaHThl
BOCHIpUATHS yueOHOU HH(OPMALINY C YUETOM MX UHIUBUAYAIbHBIX ICUXOPU3NIECKUX 0COOEHHOCTEH,
B TOM YHCJIE C IPUMEHEHHEM HJIEKTPOHHOI'0 O0YUYEeHHUS U TUCTAHIIMOHHBIX TEXHOJIOTUH:

- JUIsl UL C HapyUIEHUSIMH 3PEHHUS: B MeYaTHOM (opMe YBETMYEHHBIM HIpUPTOM; B (popme
3IIEKTPOHHOT'0 IOKYMEHTa; B opMme ayauodaiiia (nmepeBos yueOHbIX MaTepuaioB B ayauodopmar); B
neyatHoil Qopme Ha s3pike bpaiinsg; uUHIMBHUIYyaTdbHBIE KOHCYJIBTAllMM C IPUBJICYECHUEM
TU(IIOCYPIOTIEPEBOAUNKA; MHIUBUAYATbHBIC 33/1aHUS M KOHCYJIbTAIUH.

- JUId JIMIl C HapyUICHUSIMHU CyXa: B Me4yaTHoH (opme; B (opMe 3JIeKTPOHHOTO JTOKYMEHTa;
BUJEOMATEpHaIbl C  CyOTUTpaMH;  WHAMBHUIYalbHblE  KOHCYJAbTAllUM C  TNPUBJICYCHUEM
CYpAOINEpEeBOIUNKA; MHAWBHIyalIbHbIE 3a/IaHUSI U KOHCYJIbTALlUU.

- JUIS UL C HapyIIEHUSIMM OIOPHO-IBUIaTeNbHOIO ammapara: B nedaTHoil ¢gopme; B (hopme
AIIEKTPOHHOTO JOKYMEHTa; B popMme ayaunodaiina; HHIWBUyaIbHbIE 3aJaHUSI U KOHCYJIbTAIlUU.
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8.OHEHOYHBIE MATEPHAJIBI (®OHA OLEHOYHBIX CPEIACTB) JJIsA
TEKYIEI'O KOHTPOJIAA YCIIEBAEMOCTHUU NTPOME KYTOYHOU ATTECTALIUAN

8.1. Onucanme mnoka3zatejeli W KpUTepHeB OIEHHBAHUS KOMIIETEHI[MI Ha
Pa3JIMYHBIX 3Tanax uX GopMHUPOBAHNSI, ONTUCAHUE IIKAJ OLleHUBAHUS

JIJIs OLlEHKM 3HAaHWH, YMCHHH, HAaBBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMITCTECHI[UH II0
TUCITUIIMHE TPUMEHSETCS OaIbHO-PEHTHHIOBasS CHCTEMa KOHTPOJS W OICHKH YCIEBAEMOCTH
CTYICHTOB. B OCHOBY OalIbHO-pPEHTHHIOBOM CHCTEMBI ITOJIOXKCHBI HMPHHIHUIIBI, B COOTBETCTBHU C
KOTOPBIMH (DOPMHUPOBAHHE PEUTHHTA CTyIEHTA OCYIIECTBISCTCS B XOJ€ TEKYIIETO KOHTPOJIS
ycneBaeMocTd. MakcumanbHOe KosmdecTBO O0amioB B cemectpe — 100.

IlIxana oeHKH pe3yJbTaTOB 0CBOCHUSA TUCHUIIINHBI, C(l)OpMHpOBaHHOCTH pe3yJbTaToB

00y4eHust
®opma npoBeeHHs IIxanpl OLIEeHKH YPOBHS
MPOMEKYTOIHOM chopMHpPOBAHHOCTH IIIxana oeHKH YPOBHS 0CBOEHHUS JUCHUTINHBI
aTTecTaluu Pe3yJabTaTOB 00yUeHHS
VYposueas mkana | 100 6ampHas 100 GanpHas 5-0amnpHas mKama, Henug GepeHnn
OLICHKU nikana, % nikana, % nu dhepeHIIpoBaHHAs poBaHHas
KOMIIETEHIIUI OIleHKa/0aJut OIIeHKA
Jugppepenyuposannviii JIOTIOPOTOBBIN HIKE 61 HIKe 61 «HEYIOBIICTBOPHUTEIHHOY / HE 3a4TEHO
3adem 2
TTOPOTOBEIH 61-85,9 61-69,9 «YIOBJIECTBOPUTEIHHOY / 3 3a4TEHO
70-85,9 «xopomioy / 4 3a4TEHO
MOBBIIIEHHBIN 86-100 86-100 «OTIHYHO» / 5 3a4TEHO

[lo wutoram Tekyuieil ycleBaeMOCTH CTYAEHTY MOXET ObITh BBICTaBJIIEHA OLIEHKA IIO
IPOMEKYTOUHOI aTTecTallid B COOTBETCTBMM 3a HaOpaHHbIMH 3a cemectp Oamwiamu (1o
HAaKONUTENbHOMY pelTUHry).CTyieHTaM, HaOpaBLIMM B XOJI€ TEKYILEro KOHTPOJIS yCIIEBAEMOCTH IO
mucuuiuinHe oT 61 1o 100 GanoB M BBIMOJHUBILIUM Bce 00s3aTeNIbHBIE BHJIbI 3aIVIAHMPOBAHHBIX
y4eOHBIX 3aHATUH, MO PELIEHUIO MpernojaBaTesis 0e3 MPOXOXKICHHS MPOMEKYTOYHON aTTecTaluu
BBICTABJISIETCS OLIEHKA B COOTBETCTBUHU CO IIKAJIOW OLEHKH PE3yJIbTaTOB OCBOCHUS AUCLUIUIMHBI.

Pesyabrar 00ydyeHuss cuurtaercss cGOpPMHPOBAHHBIM (MOBBILIEHHbIH YPOBEHb), €CIHU
TEOPETUYECKOE COJIEep’KaHHE Kypca OCBOEHO IOJHOCTBIO; MPU YCTHBIX COOECEIOBAaHUSX CTYAEHT
MCYEPIBIBAIOIE, TOCIEI0BAaTENbHO, YETKO M JIOTUYECKH CTPOWHO H3JaraeT Yy4eOHbI Marepual;
CBOOOJTHO CHpaBJsIeTCs C 3ajladyaMHd, BONpPOCAMHU M JPYTMMH BHJAMHU 3a/laHuil, TpeOyroImx
IIPUMEHEHNs 3HAHWM, HCIOJIB3yeT B OTBETE JOMNOJHUTEIBHBIM MaTepuain; BCE IPEIyCMOTPEHHBIE
paGoueil ydeOHONH mpOrpaMMoi 3aJaHHUs BBIIOJIHEHBI B COOTBETCTBUUM C YCTaHOBJIEHHBIMU
TpeOOBaHUSIMU, CTYAEHT CHOCOOEH aHaJU3UpOBATh IOJYYEHHbIE PE3YJbTaThbl; IPOSIBIISIET
CaMOCTOSITENIbHOCTh NIPU BBIMOJIHEHUH 3a/1aHUH, KaYeCTBO MX BBIMOJIHEHUS OLIEHEHO YHCIOM 0aslioB
or 86 g0 100, 9TO COOTBETCTBYET MOBBIIIEHHOMY YPOBHIO C(HOPMUPOBAHHOCTH pPE3YJIbTATOB
o0OyueHusl.

Pesyabrar o00yueHuss cuyuraercsi cGOpMHPOBAHHBIM (IIOPOrOBBIii YPOBEHBb), €CIU
TEOPETUYECKOE COJIEpP’KaHHE Kypca OCBOEHO TOJHOCTBIO; MPU YCTHBIX COOECEIOBAaHUSX CTYAEHT
MOCJIEI0BATENbHO, YETKO W JIOTUYECKHM CTPOWHO H3JlaraeT y4eOHBI Marepuai; CIpaBisieTcs ¢
3aJayaMy, BONPOCAaMH W JPYTMMH BHJAMH 3aJaHUl, TpeOYIOUIMX TNPUMEHEHUS 3HaHUM; Bce
MpEeayCMOTpEeHHBIE pabodeil y4eOHOW TporpaMMoOi 3aJaHHUsl BBIMOJHEHBI B COOTBETCTBHU C
YCTQHOBJICHHBIMH TPEOOBAHUSAMH, CTYICHT CIHOCOOEH aHAIM3MPOBATH TOIYYEHHBIE PEe3yJIbTaThl;
MPOSIBJISIET CaMOCTOATENBHOCTh IPH BBINOJHEHUM 3a/aHHUM, KAa4eCTBO HMX BBINOJHEHUS OLIEHEHO
yuciaoM OamioB ot 61 g0 85,9, 4TO COOTBETCTBYET MOPOrOBOMY YPOBHIO C(HOPMHPOBAHHOCTH
PE3yIHTATOB O0yUCHHUS.

PesynbraTr 00yueHHMsi cuuTaercsi HeC()OPMHMPOBAHHBIM, €CJIM CTYIEHT NPU BBINOJIHEHUH
3aJaHUil He JIEMOHCTPUPYET 3HAHUIl y4eOHOro Mmarepuana, AOMYCKaeT OUIMOKH, HEYBEpEHHO, C
OONBIIMMH  3aTPYAHEHUSMH BBINIOJHIET 3aJaHus, HE JEMOHCTPHUPYET HEOOXOIUMBIX YMEHHUH,
Ka4eCTBO BBIMOJHEHHBIX 33/laHUl HE COOTBETCTBYET YCTAHOBJIEHHBIM TpPeOOBaHMSIM, KadeCTBO MX
BBINOJIHEHHS OLIEHEHO YMCIIOM 0aioB HUXKe 61, 4TO COOTBETCTBYET 1OMOPOrOBOMY YPOBHIO.
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@®opMbI TEKYylIEr0 KOHTPOJIS yCIeBaeMOCTH

(Doprl TeKymero KOHTpO.ﬂﬂ KomnuectBo KoanuectBo 6amios Makc. BO3M. KOJI-BO
KOHTPOJIBHBIX 3a | KOHTp. TOUKY 6aiioB
TOYCK
JToKIa 5 2 10
TectupoBaHue 0 TeMaM JICKIIUOHHBIX 3aHATUN 3 5 15
Cocrasiienne ocHOBHBIX OP J0KyMeHTOB (Tmamka — Jejio) 12 5 60
TBopueckuii pedTHHT (Y4acTHE B KOHPECPCHIIUSX, 1 15 15

OJIUMITUAAAX U T.I1.)

JlomoTHUTETbHBIC OAJUTBI 32 AKTUBHOE H3Y4YCHUE
JACLIMILIAHEI

u JIp.

HToro no pucuuiJivie 100 6aa10B

Cucrema OLICHNBAHU npeacTaBjIi€Ha B OJICKTPOHHOM y‘IC6HOM Kypce 10 JUCHUIIIINHE
http://sdo.tolgas.ru/.

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

8.2.1. TeMbl J1OKJI210B

1. HopmaruBHO-ipaBoBasi 6a3a COBPEMEHHOI'O JOKYMEHTHPOBAHUS YIIPABICHYECKON
JIEATEIILHOCTH.

2. Cnenuduka opraHu3aiy JOKyMEHTAllMOHHOTO 00eCIeUeH s YIpaBIeHYeCKON
JESATEIILHOCTH B TOCY/IaPCTBEHHBIX YUPEHKICHUSX.

3. OcobeHHOCTH OpraHu3aly JOKYMEHTUPOBAHUS YIIPABICHUECKOHN 1eATeIbHOCTH Ha MaJIbIX
MPETPUATHSIX.

4. B03MOXHOCTH HUCIIOJIb30BAHUS COBPEMEHHOM 0(DHCHOI TEXHUKHU B ONITUMHU3ALIUN
JOKYMEHTO00O0pOTa OpraHU3aIiH.

5. Hcropust cTaHOBIICHUS U Pa3BUTHS TIOKYMEHTAIIMOHHOTO 00eCTeYeHHsl YIpaBIeHUS B
Poccun.

6. B03MOXXHOCTH HCIOJIB30BaHUS CHEIUAU3UPOBAHHBIX MPOTPAMM JJIsI OCYIIECTBICHUS
JOKYMEHTAIMOHHOTO 000pOTa B COBPEMEHHOU OpraHu3aIny.

7. CranaapTsl B 007aCTH yIpaBIeHUS JOKYMEHTaMH.

8. Pernamenrtanus coctaBa KOH()HICHITMAIBHBIX CBEJICHUI U JOKYMEHTOB.

9. Oducuble mporpaMMHbIE CUCTEMBI.

10. OGmauHbIe OPUCHL.

8.2.2. Tunossble 3a1aHUA K MPAKTHYECKUM (CEMHMHAPCKUM) 3aHATUSIM

IlIpakmuueckoe 3anamue 1.

OcHnosnasa  yenb  3aHAmMuUA:  3AKPEIUICHHE  TEOPETHMYECKUX  3HAHMNW 1O  BONpOCaM
JOKYMEHTUPOBAHUS YIPABICHUYECKOU JEATEIbHOCTH: U3YYEHUE OCHOBHBIX JJIEMEHTOB HOPMATHUBHO-
MEeTOIMYEeCcKOl 0a3bl JOKYMEHTHUPOBAaHHUS YIPABIEHUYECKOW JNEATEIbHOCTH, 3TAllOB CTAHOBIICHUS
JIeNoNpor3BoIcTBa B Poccuu, CynHOCTH YHU(UKALMY U CTaHIapPTU3AUH B JEJIONPOU3BOICTBE.

Bonpocul 011 06cysrcoenus:

1. Yto Takoe JOKYMEHT U KaKOBBI €ro QyHKIUU?

2. Yro Takoe JeNonpou3BOACTBO U JOKYMEHTHPOBAHHOE 00ECTIeUeHNEe YIIPaBICHUS?
3. Kakue 3Tanbl CTaHOBJICHUS TTEPEKUIIO ACIONMPOU3BOACTBO B Poccun?
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4. YTo Takoe «CUCTEMa JOKYMEHTAIIMN» U «yHU(PUITMPOBAHHAS CUCTEMA JOKYMEHTAITUN»?
5. B gem 3akmrodaercs CyTh YHU(UKALMK U CTAHJAPTU3AINU B JEIIOTPOU3BOICTBE

Ilpakmuueckoe 3anamue 2.

OcnosHas  yenv 3auAmMuUA: 3aKpEIUICHWE 3HAHWNA OTHOCHUTENBHO TPABWI  O(POPMIICHHS
pekBU3HUTOB, 3akperuieHHbIX ['OCT P 7.0.97 — 2016, u 6;1aHKOB IOKYMEHTOB.

Bonpocul ons ob6cyscoenus:

1. KakoBo naznauenue ['OCT P 7.0.97 — 20167

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

3. Yto npexacrasisier coOoi OJaHK T0KyMeHTa?

4. KakoBbl TpeOOBaHUSI K M3TOTOBIICHUIO, YYETy, UCIOJB30BAaHUIO U XPAaHEHUIO OJIAHKOB C
BOCTIpou3BeeHHeM | ocynapctBeHHoro repba Poccuiickoit Qenepammun u repOOB  CyOBEKTOB
Poccuiickoii ®enepannu?

5. Kakue MexXCTpoYHbIE HHTEPBAJIBI IPUMEHSFOTCS IPU 0(h)OPMIICHUN PEKBU3HUTOB?

6. Kakue pazmepsl Oymaru paspelieHsl K IpUMEHEHHUIO B AeIOMPOU3BOACTBE?

7. Kakue pazMepsl oJiel UCIOIb3YIOTCS B IOKYMEHTAX?

8. Kakue criocoObl mpUMEHSIOTCS MTPU 0pOpMIICHUHN 1aT?

9. Kak oopmiisitoTcst B JOKyMEHTAaX TaOJIUIIBI ¥ BRIBOJIBI?

Ilpakmuueckoe 3anamue 3.

Ocnosnas yenb 3aHAmus. 3aKpCIICHUC TCOPECTHYCCKUX 3HAHUM 10 BOIIpOoCaM COCTAaBJICHHUA U
Oq)OpMJ'IeHI/IH OCHOBHBIX JOKYMCHTOB U IPAKTUYCCKOC MPUMCHCHUC ITOJYUCHHBIX 3HAHHUU B mpounecce
p33pa6OTKI/I HCKOTOPBIX BHUAOB OpPraHU3allMOHHO-IIPABOBBLIX, PpPaCloOPAAUTCIIBHBIX, CIIPABOYHO-
I/IHq)OpMaI_II/IOHHBIX JOKYMCHTOB U JOKYMCHTOB JIMYHOI'O MTPOUCXOKIACHU.

Bonpocul ona 06cysrcoenus:

1. Kakue 10KyMEeHTBI OTHOCSTCS K OpraHu3allOHHBIM?

2. B yem 3akio4aercssi 0COOEHHOCTh O()OPMIIEHHUS 3arojioBKa K TEKCTY B OpPTraHU3aI[MOHHBIX
JIOKyMEHTax?

3. Koraa opranuzaimoHHble TOKYMEHTBI IPUOOPETAIOT FOPUIHMUECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OpTraHU3AL[MOHHBIX JJOKYMEHTax?

5. Kak nmonro melcTByeT OpraHM3allMOHHBIM AOKYMEHT? MOJHO JIM BHOCHUTH M3MEHEHMS B
TEKCT OPraHU3aI[IOHHOTO IOKyMeHTa?

6. Kakue cBelleHUs JOIKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKo! LENBI0 CO3/Iat0TCS TUIIOBBIE U TPUMEPHBIE OPTraHU3alMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TeKCTa MojokKeHust 00 opranuzanuu?

9. B 4yem cocTOUT pa3inyMe TaKuX JOKYMEHTOB, KaK IITaTHOE pAaclucaHUe U CTPYKTYypa,
LITaTHasl YUCIEHHOCTh?

10. TloueMy HAOMKHOCTHAS MHCTPYKLIHS HE COCTABISAETCS [UJI KATErOpUM  CIyKalluxX
«pykoBoauTenn»? UTo AOMKHO COAEPKATHCS B TEKCTE KaXKI0T0 pa3jiena JOKHOCTHOM HHCTPYKLIUU?

11. Kakme Buabl OpraHW3alMOHHO-PACHOPSIUTENBHBIX JIOKYMEHTOB  OTHOCSTCA K
pacnopsAUTEIbHBIM?

12. Tlouemy pacnopsiAUTEIbHbIE TOKYMEHTHI OTHOCSTCS K TPABOBBIM aKTam?

13. Korna pacnopsiiuTeNbHbIE JOKYMEHTHI BCTYNAIOT B CHILY?

14. Kak paznuuatorcs 1o cepe neicTBUs pacrnopsiiuTeNbHble JOKYMEHTbI?

15. Yto siBNIsi€TCS OCHOBAHUEM JUIsl pACIIOPSAAUTENBLHOTO TOKyMEHTa?

16. Kak cTpoUTCsl TEKCT pacHOPSAUTENBLHOTO TOKYMEHTA?

17. Kakue opransl IpUHUMAIOT IOCTaHOBJIEHHE?
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18. B xako# (hopme U31aI0TCS COBMECTHBIE PACTIOPSAIUTEIBHBIC IOKYMEHTHI?
19.ITo xkakuM BompocaM M3/1al0T PACIIOPSDKEHUS U YKa3aHUs?

20. Kakne moOKyMeHTBI OTHOCSITCS K TPYIITIEe CIPaBOYHO-UH(POPMAITMOHHBIX ?

21. Ha xakux GaHkax opOpMIISIOTCS CIIPaBOYHO-UH()OPMAIIIOHHBIE IOKYMEHTHI?
22. Kakue ObIBaOT BHJIBI IPOTOKOJIOB, U Y€M OHH OTJIMYAIOTCS APYT OT Apyra?
23. Kak odopmitsieTcst BHELIHSS TOKJIaHAS 3aMMCKa?

24. Yto BXOJUT B COCTaB KaJIPOBOM JIOKYMEHTAIIUN?

25. Kakast TOKyMeHTaI1sl UCTIONB3YETC s P IprueMe Ha padboTy?

26. Kakumu moxkymeHTaMu 0opMIIIeTcs mepeBoj] paboTHUKA?

27. KakoB coCcTaB JOKyMEHTAIIUH, UCIIOIh3yeMOH MPU YBOJIHHEHUH paOOTHUKA?
28. KakoBbl ocobeHHOCTH 0(DOPMIICHHS TIPUKA30B I10 JIAYHOMY COCTaBYy?

IlIpakmuueckoe 3anamue 4.
3aoanus ona cocmasnenus npUKAaz08 no OCHOBHOU 0esAMenbHOCU NPEONPUAMUSL
1.CocraBpTe npHKa3 reHepanbHOro aupexkropa HemyonuuHoro AO «Kopmer» 006 m3meHeHuu
rpaduka paboOThl CIyKallMX oOTxena Oyxrantepuu. B KoHCTaTtupyromed uacTH yKaKuTe Ha
NPOM3BOJICTBEHHYIO HEOOXOAMMOCTh ¥ HAJIMYME JOKJIAJHOW 3alMCKU HadalbHUKAa OTAena. B
pacropsauTenbHON YacTH 00paTuTe BHUMaHKWE HA OPraHM3aLUI0 CBEPXYpOUHOU paboThl B CyOOOTHHE
JTHU U NIPEJIOKEHUS 110 UX OIUIaTe.

2. CocraBbre mnpuka3 aupexropa HenyonuuHoro AO «CepBuc» 0 BbIIUIATE JIEHEKHBIX
CpeACTB Ha KOMaH/AWPOBOYHBIEC PAcXo/bl yaacTHHUKaM Bcepoccuiickoro ¢opyma. JleHexxHbIe cpeicTBa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 pe3epBHOrO (OHa OILIaThl TPyJa B pa3Mepe ABYXCOT pyOiiell B IeHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIE PACXOIBI.

3. CocraBpTe  TpHKa3 O BHECEHMM W3MEHEHHWH B  INTaTHOE  pacIHCaHHe
ITAO «Ilnams» B cBsi3u ¢ nepenadeii 00bekTa Ha 00CITY)KMBaHUE BO BHEBEIOMCTBEHHYIO OXPaHYy.

4.  CocraBbTe IPUKa3 reHEPATLHOTO JUPEKTOpa (GUPMBI O JTHIICHUH TPeMuH 3a anpensb 2015
ronaa B pasmepe 20% paboTHHKOB oTAena MapkeTuHra Mammnaa A.B., Cenora I1.0. 3a HeHauiexkaiee
MCIIOJTHEHUE CBOUX JIOJKHOCTHBIX 00S3aHHOCTEH U HapyIIEHUE UCIIOJHUTENIbCKON AUCIUIIIINHBIL.

5. CocraBbTe NpHKa3 reHepaibHOTO JUpeKkTopa GUpMBI 0 HakazaHuM BoauTens Ilerposa
A.B. Ha ocHOBaHuUHU aKTa olleHKu noBpexaeHnit aBToMmoomtst BA3 1110 roc. Noe E9Q0O9MB B pesynbrare
JIOPOXHO-TPAHCIIOPTHOTO MpouciecTBus. Hakazanue HeoOXOIUMO MPOU3BECTH IyTeM OOBSBICHUS
CTPOTOro BBIFOBOpa M YIEpXKaHUS W3 3apaOOTHOM IUIaThl BOAMTENS JIEHEKHOW CYMMBI B pa3Mmepe
15000 (matu THICSY) pyOIeH.

6.  CocraBbre mpuka3 aupekropa [IAO «Xpom» 0 mpeMupoBaHHH paOOTHUKOB (PHAHCOBO-
skoHomuyeckoro otaena Meanosoit A.C., KypuaroBa f.K., Menbmosoit FO.11. u Cokonosa E.H. 3a
yuactue B exerogHoMm ¢opyme «TexHomorun u 3KOHOMHUKa». IIpemust Bbimaercs u3 Qonaa
MaTepuaabHOro nooupeHus B pazmepe 50% exeMeCSIIHOTO TOJKHOCTHOTO OKJIAa.

7.CocraBbTe nprKa3 00 0053aTeIbHOM MTPOXOKICHUH KYPCOB IO MOBBIILIEHUIO KBAU(UKALIUU
cekperapeit ITAO «IIpomm» B mepuon ¢ 17.05.2015 nmo 17.08.2015 no

Ilpakmuueckoe 3anamue 5.

3aoanus ona cocmaenenusi CNpaBOUHO-UHDOPMAYUOHHBIX OOKYMEHMOB:

1. CocraBbTe nokmagHyro 3amucky Oyxrantepa Tumommuoi WM.II. rmaBHOMYy Oyxrantepy
¢upmbl «Pyoun» bubuuey ILII. o mpousBenennoit Tumommuoit WM.II. mpoBepke BBINOTHEHUS
npukaza aupekropa ¢upmsr ot 00.00.0000 Ne 92 «O cocrossHUM OyXrajaTepcKoro ydera Ha
CTpOUTENbCTBE 0a3bl OT/AbIXa B pailone OO6ckoro Mopsi». B npukasze Obui ykazaHbl KOHKPETHBIE CPOKH
JMKBUJALUU HEJOCTaTKOB, OOHapyXeHHbIX B ceHTA0pe 2014 ronma. B noxiagHo# 3ammcke JOIKHO
OBITh OTMEUEHO BBIMOJIHEHHE BCEX IMYHKTOB MpPHKa3a, 3a HCKIIOYEHHEM IYHKTOB 00 OpraHu3aluu
pPaBHOMEPHON €XeJHEeBHOH cllaun paboYMMHM HapsA0B Oyxranrepuu. BoisBieHo, uTo 25 okTs0ps ObLI1O
caaHo Toibko 35,2% Bcex HapsaoB. OcranbHble Hapsabl cianbl 1 HOsOps. [lo rpaduky cpok caauu
MOCJIEAHUX HApAI0B 3a MPOILJIBbIA MECSI] YCTAaHOBJIEH IIEPBOT0O YHCIIA CAEAYIOLIETO MeCsIa.

2. CocTaBbTe JOKJIAIHYIO 3alMCKy TJIaBHOTO OyXrajnTepa IUPEKTOpy o0 uTorax paboThl IO
[EHTpaIU3allii pacyeToB ¢ pabounmu u ciayxkamumu B[ 3aBona. LlenTpanuszanus pacyeToB jaaia
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BO3MOXXHOCTh TE€pPEBECTH Ha JpYrylo paboTy MATh OyXraiaTepoB I[I€XOB, YMEHBIIMTH OIIUOKHA B
pacyerax ¢ pabo4YMMHU U CIIY>KallMMH, YCHWJINTh KOHTPOJb 32 pacxofoBaHHEeM (POHIOB 3apabOTHOMA
iatel. B 3akimtoueHre He0OX0AMMO MOCTaBUTh BOIPOC O MPEMHUPOBAHUU PAOOTHUKOB OyXTajaTepuu U
BII, oOecreunBammux MNepexoa Ha LEHTPATU30BAHHBIA pacyeT 3apabOTHOM IUIaThl IO 3aBOJY.
OcTaJibHbIEe TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3. CocraBbTe IOKJIAIHYIO 3aIUCKy CEKpeTaps-peepeHTa PYyKOBOIUTEIIO MPEANPHUSATHSI 00
yrepe CtenanobiM .. nucbma-3amnpoca, MOCTYIUBIIETO B aapec MPeaNpusaTHs IBa Mecsla Ha3as.

3a0anus onsa cocmasnenus OOKYMEHMO8 TUUHO20 NPOUCXOHCOCHUSA!

1. Hanummure npukas reHepajbHOrO JUPEKTOpa akiuoHepHoro obmectBa «IuO» o mpueme
Bac Ha pabory OyxraiaTepoM (PKOHOMHCTOM, MEHEKEPOM, IMPOrPaMMHUCTOM, AAMHHUCTPATOPOM
TOCTHHHUIIBI).

2. CocraBbTe Tpuka3z 00 OCBOOOXIeHWUH Bac oT paboTel B gupme «OpOuta» B CBI3U C
nepee3 oM Ha HOBOE MECTOKUTEIbCTBO.

3. CocraBbTe TpuKa3pl: a) 0 mpuemMe Ha pabory Oyxranrtepom HBanomoit WN.IL; 6) 00
yBoibHeHMU MBanoBoit W.II. mepeBonme B Apyryro opraHuzanuioo. [[pyrue pekBUZUTBHI YKAKHUTE
CaMOCTOSITENTBHO.

4. CocTaBbTeXapaKTePUCTUKY-PEKOMEHIAIMI0O Ha pabOTHUKA BaIIero MPEINPHUATHS IS
MOCTYIUICHUS €T0 B aCIUPAHTYPy TONBATTUHCKON aKaJIeMHH YIIPABICHUS.

5. Hamummre 3asBieHue o npeaocTaBIeHIN BaM aJIMUHUCTPATUBHOTO OTIYCKA [0 CEMEHHBIM
00CTOSITENILCTBAM.

6. Hamummre aBroOuorpaduio u pesrome, HeoOXoauMBbIE U 0GOPMIICHHS TOKYMEHTOB MpU
MOCTYIJICHUU Ha paboTy.

7. Odopmure 3anmuck B TPYAOBOH KHUXKKE 00 YBOJIIbHEHUH Bac: a) 0 COOCTBEHHOMY KeJIaHHIO; 0)
B CBSI3U C JIUKBHJIAIIMEH TIPEIIIPHUSTHS; B) B CBSI3U C HECOOTBETCTBUEM TPEOOBAHUSAM, TIPEIBIBISICMBIM
K BBITIOJTHSIEMOU paboTe, BCIEACTBHE HEJOCTATOUHON KBATH(DUKAIIH.

Ilpakmuueckoe 3anamue 6.
OcHognas yenv 3awsamus: TPUOOPETEHHWE MPAKTUYECKUX HABBIKOB 1O (OPMHUPOBAHUIO
MH(}OPMaLIMOHHO-TIOUCKOBOI CHUCTEMBI NPEATIPUATHS.

Bonpocul ons oocyscoenus:

1. Yro Takoe MAOKYMEHTOOOOPOT M  KaK  OCYIIECTBIAETCS  MoAcYeT  oO0beMa
JIOKyMeHTOoOOopoTa?

2. Kakue noToku TOKyMEHTOB IPUHSATO pa3inyaTh B COCTaBE JOKyMEHT0o0OopoTa?

3. KakoBbI OCHOBHBIE 3Tambl ¥ MPUHIUITEI OPTaHU3AINH JJOKYMEHTO000poTa?

4. Kakast KOppecnoHAEHIUS He TOJIeKUT BCKPBITHIO?

5. Kak momxHBI OBITH pacrpeneieHbl JOKYMEHTBI IMPH IPEeIBAPUTEIBHOM PACCMOTPEHHUH
JIOKYMEHTOB?

6. Uto Takoe perucrparys JOKyMEHTOB U KaKOBa €€ OCHOBHAS I1JTh?

7. Kakue 10KyMEHTBI HE MOAJIEeKAT perucTpanuu?

8. Kak peructpupyrorcst OTBeTHBIC TOKYMEHTHI?

9. Kak popmupyercs perucTpaiuoHHbII HOMEP COBMECTHOT'O JOKYMEHTa?

10. C kakoii neipio co37aeTcsl B OpraHu3anuyd HHPOPMAITMOHHO-TIONCKOBasi cucTemMa?

11. Kto ocymiecTBiIsieT B OpraHu3aldd KOHTPOJb HCIOJNHEHHs JoKyMmeHToB? KakoBa ero
ens?

Ilpakmuueckoe 3anamue 7.

OchosHnas yenvb 3auAmMus: 3aKpeIUIEHUEe TEOPETUYECKUX 3HAHUI 110 BOIPOCY CUCTEMAaTH3alMH
JOKYMEHTOB M (DOPMUPOBAHMIO JIEJI Ha MPEIIPUATHH.

Bonpocwi 0na obcysrcoenus:
1. Kakwue TpeGoBaHUs NPEABSIBISIOTCS K (DOPMHUPOBAHUIO APXUBOB MPEATPUSITHS?
2. Kak nomxkHbl ObITh 0()OpMIIEHBI Jieia I IIepeadu B apXuB?
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3. Uro mpencrapiuser coboi aemno?
4. Yto Takoe HOMEHKJIATypa JIen?

Ilpakxmuueckoe 3anamue 8.
OcHosnas yenv 3auAmusA. TPUOOPETCHUE TMPAKTUYECKHX HABBIKOB I10 HCIOJIb30BaHUIO
OPTTCXHUKH B IIPOUCCCC COCTABJIICHUA U O(bOpMHeHI/IH JOKYMCHTOB.

Bonpocwt ons obcyscoenus.

1. Tlepeuncnure CpeAcTBa OPITEXHHUKH, UCIOJIb3yeMble HA aBTOMATH3MPOBAHHOM pabouem
MEeCTe CHEeNHAINCTA U PYKOBOANUTEIIS.

2. UYto mpencraBisier cOO0H KOHIICTIHS AJIEKTPOHHOTO oduca?

3. Omummre Ha3HayeHHWE W (QYHKIMOHAJIbHBIE BO3MOKHOCTH HWHTETPHPOBAHHOTO MaKeTa
nporpamm MicrosoftOffice.

4. Ilepeuncnure u JaliTe XapaKTEPUCTUKY CPEIICTB COCTABICHUS M M3TOTOBJICHHUS TEKCTOBBIX
¥ TaOJINYHBIX JOKYMEHTOB.

5. llepeunciaure M pgaiTe XapakTEPUCTUKY CPEACTB KOMUPOBAHUS W THUPAKHUPOBAHHS
JOKYMEHTOB.

6. Ilepeuncnure u gaiiTe XapakTEPUCTUKY CPEICTB MHUKPOTPApHH.

7. llepeuncnaure W paiTe XapaKTEPHCTUKY CPEACTB (U3NYECKOH OOpabOTKM HOCHUTENeH
JOKYMEHTOB.

8. [Ilepeunmcnaure ™ jgaldTe XapaKkTEepUCTHKY CpPEACTB  BHYTPU- W BHEO(DUCHOH
TPaHCIIOPTHPOBKHU JIOKYMEHTOB, CBSI3H M KOMMYHHKALIUH .

9. UYro mpencraBimsier coboil oducHas medbenr u obopynoBanue? Ilepeuncnure BUABI
oducHoit Mebenu 1 000pyIOBaHUS.

IIpakmuyeckue 3a0anusi:
1. OdopmuTh OCHOBHBIC BHIbl YIPABICHYCCKUX [JOKYMEHTOB C  HCIOJIb30BaHHEM
KOMITBIOTEpA U MHTETPUPOBAHHOTO makeTa mporpamm MicrosoftOffice.

Ilpakmuueckoe 3anamue 9.

Ocnognas yensb sanamusi: NTpUOOpPETEeHHE MPAKTUUYECKUX HABBIKOB pa3paboTKu M o(opmileHus
JIEIOBOM  KOPPECTIOHJIEHIIMM; M3Y4YeHUE S3bIKa W CTHISA CIYXEeOHBIX JOKYMEHTOB,HAaBBIKOB
cocTaBJIeHUs! U 0(hOpPMIIEHUS JIETIOBOM KOPPECTIOHIEHIIMU Ha aHTJIMMCKOM, (DpaHITy3CKOM U HEMELKOM
A3bIKAX.

Bonpocul ona 06cysrcoenus:

1. Pacckaxxute, B yeM OTJIMUUS OPUIIHMATIBHO-/IEI0BOTO CTHIIS OT JPYTHX.

2. [IpuBeauTe yacTo BCTpevarouuecs abOpeBHaTypsbl CIIOB.

3. KakoBbl cTpyKTypa popMyiisipa U COCTaB PEKBU3UTOB JI€JI0BOT0 HChMa?

4. KakoBbl 0cOOEHHOCTH 0(OPMIIEHUS J1€II0BOM KOPPECIIOHICHIIMY B aHIJIOSN3bIYHBIX CTpaHax?

5. KakoBbl ocobeHHOCTH 0(OPMIICHHSI 1eTTOBOM KOPPECTIOHACHITMHN Ha (GPAHITY3CKOM SI3BIKE?

6. KakoBbl 0cOO€HHOCTH OOPMIICHHS IEIOBON KOPPECTIOHICHIINN Ha HEMEIIKOM SI3bIKE

Ilpaxmuueckue 3a0anus:

1. CocraBbre nmcbMmo-u3Bemenne AO«Okocan» AO «llapTHep» 0 HpUUMHAX 33AEPIKKH
MOCTaBOK MalllH U 000py10BaHUS.

2. CocraBbTe NHUCHMO-TIPUIJIAIICHUE OPraHU3allMOHHOTO KOMHTETa «OKCHOLEHTP» C
NPEUIOKEHUEM  TIOCETUTh  MEXIYHAPOJHYI  CIELHAIN3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUaibHBIX W TOIUIMBHO-DHEPIETUYECKUX PECYPCOB B CTPOUTENBCTBE M IPOMBILUIEHHOCTH.
BricTaBka mpoXoauT B MaBUIIbOHE BHICTABOYHOTO KoMIuiekca Ha KpacHoi [Ipeche.

3. CocraBpre rapantuitnoe mnuceMo IIAO «Oxocan» I[IAO «IIporpecc» 00 okazaHuu
TEXHUYECKOHN IMOMOIIM B pa3zpaboTke paboumnx dyeprexxeid HacocHOU ctanmuu. [TAO «Dkocan» MpocuT
IPOM3BECTH ATY pabOTy HEMOCPEACTBEHHO Ha IJIOMIA IKE.
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4. CocTaBbTe MUCHMO-OTBET MPE3UACHTY PoccHiickO-aMepHKaHCKOW TOProBOi manaTtbl AHHE
JIlxoncon (ampec: TheMarketplace—Towerll, 3025 SouthPackerRoadSuite 735, Aurora. Colorado
80014, USA303-745-0757 FAX 303-745-0776). B mucbMe yKaKuTe Ballld yCIOBUS COTPYTHUYECTBA.

5. CocraBpre nmuceMo OOO «OnBuko» rocnoguHy XbiocToHy B JlonnoH (P3pokc baHk) ¢

HalilOMMHaHHUEM BBIIIOJHUTL 3daKa3d Ha II0CTaBKYy KOMIIBIOTEpa

«OPTIMA 133». B ciuyuae

HCBBITIOJITHCHHUA 3aKas3a CJIICAYCT BbIPA3UTh HpOCL6y BCPHYTH HAIIPABJICHHLIC NCHCIKHBIC CPCACTBA.

Ilpakmuueckoe 3anamue 10.
OcHosnas yenvb  3aHAMUAL

COCTaBJICHUA U 0(1)OpMJICHI/ISI JCJIOBBIX IIMCEM,

an06peTeHHe TCOPECTHYCCKUX M TPAaKTHUYCCKHUX HABBIKOB

CBA3aHHBIX C TIPOBCACHHUCM ICPUOJUUCCKUX

MepOHpHHTHﬁ, TEJICTpaMM, a TaKXKEC COCTaBJICHHA W OTIPAaBKHU IMHCEM UYCPE3 JJICKTPOHHYIO IIOYTY B

JIOKQJILHOUW BBIYMCIIUTEILHON CETH.

Ipaxmuyeckue 3a0anus:

1. Hamwmmmure pCKJ'IaMHO'I/IH(l)OpMaHI/IOHHOG IMUCbMO JICJIOBBIM IIApTHEpaAM C IIPUIIAIICHUCM

IPUHSTH y4acTUue B KOHPEPEHLIUU.

8.2.3.TunoBblie TeCTOBLIE 3agaHus mo TeMaMm 1,24

Tema l.I[OKyMeHT U CUCTEMbBI JOKYMECHTAIlUH

Bonpoc

BapI/IaHTBI OTBCTa

1. loxymeHT - 310

a) MarepuanbHblii 00BEKT, HCIIOJIb3YEMbIH
JUISL  3aKpeIUieHHsT W XpaHEHHsT Ha HeM

peUeBOi, 3BYKOBOM U H300pa3UTEIbHOMN
uHpopMaun

b) 3adukcupoBaHHas Ha MaTepHAILHOM
HocuTene WHQOpMalMs ¢ PEeKBU3UTAMH,

MIO3BOJISIOIINME €€ UICHTH(PHUIINPOBATH

c) bnank ¢popmara A4

d) CrangapTHbIit JIUCT Oymaru,
coJiepKaliil Kakyo-1160 HHpOpMaLuu

2. Jlenonpou3BOICTBO- 3TO

a) Cucrema XxpaHeHHsI JOKYMCHTOB

b) CocraBnenue T0KyMEHTOB

C) JloKyMEHTHpOBaHHE U
paboThI ¢ JOKyMEHTaMU

OpraHu3aIus

3. VYkaxure, Kakue CHUCTEMbl JTOKYMEHTAIlUH
BBIJCIISIOT.

a) DyHKIMOHAJBHBIC U OTPACIIEBbIC
b) OrpacneBbie 1 MEKXOTpACIEBbIC
C) DyHKIHMOHAIBHBIC H MEKOTPACIICBBIC

4.HopMaTHBHO-TEXHUYECKHI JIOKYMEHT,
YCTaHABIMBAIOIMN KOMIUIEKC HOPM, IpaBui,
TpeOoBaHUII K OOBEKTY M  YTBEPXKIAaeMBbIi
KOMIIETEHTHBIMU OpPTaHaMy — 3TO:

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

5. Uem ompenensieTcs COCTaB YNPaBIECHUYECKHUX
JOKYMEHTOB B OpraHHM3allHu:

a) DyHKIMIMU OpPraHU3AIHH
b) TlopsakoM permieHHs — yInpaBICHUYECKUX
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BOIIPOCOB

C) HopmaTuBHBIMHU aKTamMu

d) OO6beMoM U XapaKTEpOM B3aUMOCBS3EH C
JIPYTUMH OpraHU3anusIMU

Tema 2. yl'lpaB.]'leH‘leCRaﬂ AOKYMEHTalud

Bomnpoc BapuanTs! oTBeTa
1.HazoBute ¢opmaTtel Oymaru, pas3pelicHHbIC a) Al
JUTst 0(OPMIICHHS JIETIOBBIX JOKYyMEHTOB b) A3
c) A4
d) AS
2.  YKaxuTe  CBOWCTBAa  YIpPaBICHYCCKOU a) AIpecHOCTh
uHbOpMaLun b) KparkocTs TekcTa
C) OduumnanbHbIi XapakTep
d) ToYHOCTH M3IIOKEHHMS
3. Kakoro poma OnaHKM WCHONB3YIOTCS ISt a) briank nrceMa opraHuzanun
o(HIINATBHO-ICIIOBON TIEPETTHCKH b) BiaHk nmuchMa CTPYKTYpPHOTO
MOIpa3IeICHUS
C) bnank nuchMa TOHKHOCTHOTO JIMIA
4. @opmynsip - 3TO a) Pa3HOBUIHOCTH JIETIOBOrO MHChMA
b) CoBOKyIMHOCTH PEKBH3UTOB

0pUIIHATEHOTO TUChMA
S3b1KkOBas hopMyIa, HCTIOIb3yeMast B
JIEJIOBOM MHCHbME

5.Kakoit mpudt sBisgercs OCHOBHBIM MpHU
odopmieHnn gfokymenTa ¢ nomouisko I1K:

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

Tema 4. Opranusanusi J0KyMeHT0000pOTa

Bomnpoc

BapI/IaHTBI OTBCTa

1. JlokyMeHTOOO0pOT — 3TO:

a) JIBwkeHue JOKYMEHTOB B OPraHU3aIlUH C
MOMEHTa TOJIYYEHUS] WIM CO3JaHUS JI0

3aBEpIICHUS]  UCIOJHEHHS,  OTIPABKH
azmpecary WU HalpaBlICHUU Ha XpaHEHHE
B JIEJIO

b) JIBmxeHue JOKYMEHTOB MEXTY
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OpraHu3asIMu
JIBro>KeHUe JIOKYMEHTOB MEXIy
Opra"u3aruen u OopraHamu

roCyJ1apCTBEHHOM BJIACTH

2. KakoBa ocHOBHas 3ajJada I[OKYMCHTOO60pOTaZ

a)
b)

C) IMPAMOTOYHOCTH B IBHUKCHHUH JOKYMECHTOB

6BICTpOTa B JIBHMKCHHNHU JOKYMCHTOB
MaKCuMuU3alus JOKYMCHTOIIOTOKA

3.B HOMeHKIaTypy el BKIIIOYaITCs

a)
b)

c)

BCE JIeJIa OPTaHU3alMH, )KYPHAIIBI
perucTpanmy, CupaBoYHbIe KAPTOTEKU
BCE BXOJSLINE, UCXOJAIINE U
BHYTPEHHUE JIOKYMEHTBI OpraHU3al1H
Jena M JOKYMEHThl  OpraHM3alvH,
KOTOpBIE OTHOCATCA K paboTe ¢ KaapaMu
B OpraHu3aluu

4. Kakoe u3 HIXKE IIPpUBCACHHBIX YTBep)KﬂeHHfI
SABJIACTCA BEPHBIM

Homenknarypa nen paspabaTbiBaeTCs
MOCJIie  CO3JIaHWs ~ OpPTraHM3alud |
JIEHCTBYET OECCPOUHO

Homenkmarypa pgen  paspabaTbiBaeTCst
1ocjae  CO3JMaHWsl ~ OpraHu3almuu |
©XKEroJTHO MePEyTBEPIKAACTCS
Homenknarypa gnen paspabaTbhiBaeTCs
MOCJIie  CO3JIaHWs ~ OpPraHM3alud |
NepeyTBEPKAACTCS OJMH Pa3 B IATh JIET

5.Uto oTHOCHUTCA K cpeacTBaM JSJICKTPOHHOI'O
KOIMMPOBAaHUA JOKYMCHTOB!

a)
b)

c)
e)

Puzorpad

[Ipenep

Kcepokc

Ckanep

®paHKupoBaJIbHAS MALIMHA

8.3. Tumnosbie KOHTPOJIBHBIE 3aJaHUusd HWJIH HHbBIE MaTepuajJdbl JIJd IPOBECIACHUNA

MPOMEXYTOYHOM ATTECTALIUU

®dopma IpoBeAEHUST MPOMEKYTOUHOM aTTeCTalluu IO JUCLUIUIMHE: Ouggpepenyuposannviit
3auemB (hopMe KOMITBIOTEPHOTO TECTUPOBAHUS WJIM 10 pe3yIbTaTaM HaKOIMUTEIbHOIO peHTHHTA .
YcTHo-tuchMeHHast (opMa MO 3K3aMEHAI[MOHHBIM OHJIeTaM MpearoiaraeTcs, Kak MpaBuIIo,

JJIS clady aKaJeMHYeCKOM 3a0KEHHOCTH.

Ilepeyenb BONPOCOB U 3aJaHMI 1JIs1 HOATOTOBKH K AM(pepeHupoBaHHOMY 3a4eTy (OIIK-4:

HOIIK-4.1):

=

I[OKYMCHT " CUCTEMbI NOKYMCHTAINH.
BI/II[I)I AOKYMCHTOB U UX K.]'IaCCI/I(bI/IKaHI/IH.

N

3. CocraB HOpMaTHBHO-MeTOI[quCKOﬁ 0a3bl AOKYMCHTHPOBAHUA ynpaBﬂqueCKoﬁ

JIEeSITENLHOCTH.

4. TocyngapCTBEHHBbIE CTaHAAPTHI HA JOKYMEHTALIMIO.
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11.
12.

13.

14.

15.

16.
17.

18.
19.

20.
21.
22.
23.

24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.

35.

36.
37.
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YHudumpoBaHHbIe CUCTEMBI JoKyMeHTauu. OOMEepoCcCuicKuii KitlacCu(pruKaTop TEXHUKO-
HKOHOMHYECKON U COIMATBHON MH(OPMAIIHH.

VYnpasnenyeckas fokymeHTanus. TpeOoBaHUS K COCTaBICHHUIO U 0()OPMIICHUIO
JOKYMEHTOB, (hopMyIsip-o0pasel, cocTaB U pacrooKeHue pEeKBU3UTOB.

OCHOBHBIE TIOJ0XKEHUS 10 TOKYMEHTUPOBAHUIO YIIPABICHUYECKON AEATEIbHOCTH.
Biianku u popmMaThl JOKYMEHTOB.

TpebGoBaHUs K TEKCTaM JOKYMEHTOB. SI3BbIK U CTUIIb JOKYMEHTA.

. HOI[I‘OTOBKa TCKCTOB C UCIIOJIB30BAHUCM KOMIIBIOTCPHOT'O MMAKCTa IporpaMm

MicrosoftOffice.

Cocraienue u opopmIIeHHE OCHOBHBIX JIOKYMEHTOB.

[IpaBuna cocraBiieHus U 0(OPMIICHUSI OCHOBHBIX OPTraHU3allMOHHO-TIPABOBBIX IOKYMEHTOB:
yCTaBa, MOJIOKEHUSA, HHCTPYKIUH, JOTOBOPA, KOHTPAKTA.

[TpaBuna cocraBienus U 0hOpMIICHUS OCHOBHBIX PACIOPSAIUTEIbHBIX JOKYMEHTOB: IIPUKa3a
Y pacloOpsIKEHHUS.

[TpaBuna cocraBiieHus U 0OPMIICHHS OCHOBHBIX CIIPABOYHO-UH(POPMALMOHHBIX
JIOKYMEHTOB: aKTa, CIIPaBKH, MPOTOKOJIA, CIIY)KCOHOH, JOKIIATHOW ¥ 00BSIC HUTSILHON
3aIUCOK.

[TpaBuina cocraBiieHust 1 0QOPMIICHUS TOKYMEHTOB JINYHOTO TIPOUCXOXK/ICHUS: 00paIeHne
10 HaiiMy Ha paboTy; HamUCaHUE pe3toMe JIJIs OCTYIUICHHS Ha paboTy MO KOHKYPCY;
3asBJICHUE O IMpueMe Ha paboTy; aBToOMorpadus; XapakTeprucTHKa; 3asBIICHUE O TIEPEBOJIE, O
MPEJOCTaBICHUH OTITYCKa U T. II.

Opranuzanus J0KyMeHT0000poTa.

Bxoaamuii JOKyMeHTONOTOK. BHYTpeHHUN TOKYMEHTOMOTOK. Y4eT o0beMa
JTOKYMEHTO000pOoTA.

OpraHu3annoHHOE MTOCTPOCHHE CIYKOBI IEITONMPOU3BOICTBA.

Cucrematu3zanus A0kyMeHTOB. O01mure TpeOoBaHMs K CHCTeMaTU3alui JOKYMEHTOB U
(bopMHUPOBAHUIO JCII.

CocraBneHue 3aroJoBKOB JIeJl U YCTAHOBJIEHUE CPOKOB XPaHEHHUS JIET.

Homenknarypa nen. ApxuBHOE XpaHEHHE TOKYMEHTOB U JIE.

CoBpeMeHHbIe cTOCOObI U TEXHHUKA CO3/IaHUS JOKYMEHTOB.

CpencTBa OprreXHUKH, UCTIOJIb3YeMbIe Ha aBTOMAaTU3UPOBAHHOM pab0dyeM MECTE CIIEeIMAINCTa
1 PYKOBOJUTENS.

Knaccudukanms cpeacts opraHu3aliliOHHON TEXHUKU JIsI COBPEMEHHBIX O(PUCHBIX
TEXHOJIOTHM.

Konnenmus snekrponHoro oduca. KommnberorepHbie TEXHOIOTHU 00ecTIeueHus
yIPaBICHYECKOM AeATEILHOCTH: HHTETPUPOBaHHBIN makeT nmporpamMm MicrosoftOffice.
JlenoBbIe 1 KOMMEPYECKHE TUCHMA.

Knaccudukanus u cTpykTypa J1e710BbIX MHceM. PEKBU3UTHI TUChMa U UX PACTIONIOKEHUE.
CrannaptHble (ppa3bl U BEIPAKEHUS.

OO0pa3ipl BapuaHTOB JAETOBBIX MHCEM: MTUCHEMA-TIPOCHObI, MUCbMA-OTBETHI (OTKA3HI),
COTIPOBOJUTENHHBIC MUChMa, MUChMA-TIOITBEPKACHUS, TApaHTUWHBIE TTUCHMA.

[TpaBuna u GopMbl KOMMEPUECKON EPEMUCKH C 3apyOSKHBIMU MTAPTHEPAMHU.

Jlexcrka u CTHIIb KOPPECTIOHACHITNH, OOIICTIPUHSTHIE B MEXIYHAPOHOM U JIEJIOBOM MHPE.

TunoBble Gpa3bl U MOJIE3HBIE BEIPAKEHUS, HEOOXOIUMBIE MPU COCTABICHUH MTHUCEM
3apyOeKHOMY TIapTHEPY.

Cnucok COKpallleHHid, YaCcTO BCTPEYAIOLIUXCSl B KOMMEPUYECKUX MUChMaX.

DopMBI KOMMEPYECKUX TTHUCEM: COOp MH(OPMAITUH O JIETTOBOM aKTUBHOCTH,
pecniekTabenbHOCTH (UPM; IPEATIOKEHUS U OTKIIOHCHHE TIPEITIOKEHUH U 1.

Oco0GeHHOoCTH KOMMEPUYECKOM KOPPECTIOHACHIIMY Ha aHTIINICKOM, (PpaHIly3CKOM U HEMEIIKOM
S3BIKaX (SI3BIK BRIOMPAETCS IO JKEIAHUIO CTY/ICHTA).

CocraBneHnue 1 OTIpaBKa MMCbMa Yepe3 AIEKTPOHHYIO MOYTY 3apyOe)KHOMY apTHEPY.
Koppecnonienuus, cBsi3aHHas ¢ MPOBEACHUEM NEPUOINUYECKUX MEPOTIPUATUN, U TTpoUast
KOPPECIIOHICHLIUS.
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38. OOpa3ipl BAPHAHTOB JIEJIOBBIX ITHUCEM, CBA3AHHBIX C TPOBEICHUEM ITEPUOTNIECKUX
MEPONPHSITHIA: UH()OPMAIIMOHHO-PEKIAMHBIE MICbMa, TUChMa-HATIOMUHAHMUSL.

39. CocraBneHue TejaerpaMm, TeaekcoB U (hakcoB. OCHOBHBIE COKpAIEHUs, UCTIOIb3YEMbIE MTPH
COCTaBJICHUH TEJIETPaMM U TEJIEKCOB.

40. CocraBiieHue 1 OTIPaBKa MHCEM Yepe3 AMEKTPOHHYIO MTOUTY B JIOKAIbHON BBIYUCIUTEIHHON
CETH.

41. Opranusanus paboThl C JOKYMEHTaMU, COAepKAIIUMU KOH(UIECHIINATbHBIE CBEICHUS.

42. Opranuzanus KOHQHUICHIHATIHHOTO JIEIOIPOU3BO/ICTBA.

43. CocTaB HOPMAaTUBHO-METOANYECKON 0a3bl KOH(MUICHIINAIBLHOTO J1eJI0IPOU3BOICTRA.

44, Ponb M MECTO KOH(PHUICHIIUATHHOTO JACIOTPON3BOICTBA B 00ECIICYCHUH 3aIIUTHI
KOH(pHICHIMAIBHON HH(OpMAITUH.

45. Coznianue U y4eT KOH(pHUICHINATbHBIX JOKYMEHTOB, OPSI0K OOPAICHNUS C
KOH(UICHIIMATEHBIMA JOKYMEHTaMHU.

46. Cxema MpoXoKISHHUs JOKYMEHTA IPU CO3JaHUH, PErHCTPAlluU U BUBHPOBAaHUH, TIepeaaya
KOH(UICHIIMATBHBIX JOKYMEHTOB BHYTPU OpraHU3aIl1H.

47. Cxema MpOXOXKICHUS BXOISIINX W UCXOAIINX KOHPUICHINATHHBIX TOKYMEHTOB.

HpuMeprli/i TECT AJII UTOrOBOI'0 TECTUPOBAHMSI .

1. JoxymeHT — 3T0:
e) MarepuanbHblii 00BEKT, MCHOJB3YEMbIH JUIS 3aKPEIUICHHS W XPAHCHHs Ha HEM PEYeBOH,
3BYKOBOH M M300pa3zuTesibHOW HHPOpMALIUU
f) 3adukcupoBanHas Ha MaTepUaIbHOM HOCHTENE UH(OpPMALIUS C PEKBU3UTAMH, MTO3BOJISIFOLIMMU
ee UIeHTU(UIMPOBATh
g) bnank dpopmara A4
h) CrangaptHslii tucT Oymaru, coaepxarinii Kakyr-1m00 HHGOpMAIHIo

2. 1enonpou3BOACTBO — 3TO:
d) Cucrema xpaHeHHS JOKYMEHTOB
e) CocraBieHne JOKyMEHTOB
f) JoxyMeHTHpOBaHUE U OpraHU3aus paboThI C JOKyMEHTaMH

3. Ykaxure, KakKue CUCTEMbI JOKYMCHTAIIUH BBIICIISIOT:

d) ®yHKIHOHATBHBIC U OTPACIICBbIC

e) OrpacieBbie U MEKOTpaCIEBbIC

f) ®yHKIMOHATIBHBIC U MEXKOTPACICBbIC
4. HopMaTHUBHO-TEXHUUYECKUN TOKYMEHT, YCTaHABJIMBAIOIINNA KOMILUIEKC HOPM, IpaBuil, TpeOOBaHU K
00BEKTY M YTBEPIKIaeMbIil KOMIIETEHTHBIMH OPTaHAMH — 3TO:

e) Ceprudukar

f) Cranpapr

g) Jluuensus

h) Wucrpykums

5. UemM ompenensieTcs cCoCTaB yIpaBICHUECKHUX JOKYMEHTOB B OpraHU3alluu:
e) DyHKIMSIMHU OpraHU3aINN
f) Tlopsimkom perieHus yrnpaBIeHYECKUX BOIPOCOB
g) HopmaTuBHBIMHU aKTaMu
h) OO0beMOM H XapaKTepoM B3aUMOCBSI3€H C IPYTUMH OpTraHU3alUIMH

6. HazoBute opmatsl Oymaru, pazpeuieHnble 11 0hOpMIICHHUS AETOBbIX TOKYMEHTOB:
e) Al
f) A3
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g) A4
h) A5

7. B kakux ciaydasx NpUBOJSAT COKpAIlEeHHOE HAMMEHOBAaHUE OPTaHU3allNU:

a) Ecnu oHa siBisieTcst aBTOPOM JIOKYMEHTA
b) Ecnu oHO 3aKperieHO B yYpEIUTENbHBIX TOKYMEHTaX
c) Ecnum y opranuzanuu uMeroTcsi GUiIMalibl, TeppUTOPUATIBHBIC OTIACICHUS, PEICTABUTEIILCTBA

8. SIBnsieTcs T HOMEp cueTa OpraHU3alkK B 0aHKE 00s3aTeIbHBIM JIEMEHTOM pekBu3uTa 08!

a) Ma
b) Her

9. SIBAstOTCS M YHUBEPCAIBHBIE CII0OBA MHOTO3HAYHBIMHU:

10.

11.

12.

13.

14.

15.

16.

a) la
b) Her

VYkaxuTe CBOHCTBA yIpaBIeHYECKOH HHOpMAaIH:
€) AIpecHOCTh

f) Kparkocts TekcTa

g) OdwunmansHblii XapakTep

h) TouHOCTPH U3NOXKEHHUS

YupenuTenbHbIi JOTOBOP CONECPHKUT:

a) XapakTepHCTHKY IpeaMeTa, ieeil U MPUHIIUIIOB IeITeIbHOCTH OpraHu3aluu
b) JlomKHOCTHO# M YUCIICHHBIN COCTAB OpPraHU3aIK

c) IlpaBa u 00sI3aHHOCTH yupeAUTEICH

d) CocraB 1 KOMIIETCHIMIO OPraHOB YIPABICHHUS

e) Cpok JelCTBUS U OPSIOK MPEKPAIICHHS JOrOBOpa

SIBmsercs mu IpuKas 00513aTeNIbHBIM K MCIOJTHESHHIO JJIs1 BCEX pa6OTHI/IKOB I[&HHOfI opraHu3annu:

a) la
b) Her

Kax mn3maraercst TEKCT pacropsiIUTEIbHOM YaCTH PaCOPSAUTEIbHBIX JOKYMEHTOB:
a) B mpocurenbHoit hopme

b) B moBenurensHON Gopme

€) B ykasarenbHOit hopme

Ha kakom 6saHke 0hOpMIISIOTCS pacOpsIIUTENbHBIE TOKYMEHTHI:
a) Ha oOmiem Omanke

b) Ha Gnanke mucbMa

€) Ha Gianke KOHKPETHOTO BH/IA JIOKyMEHTA

PacniopsiauTenbHbIE JOKYMEHTBI BCTYMAIOT B CHUTY:
a) Tlocie ux yTBepKICHHUS

b) C momenTa UX MOAMUCAHUS

c) Ilocre ux cormacoBaHus

d) Ilocne ux onyOIMKOBAHHMS

Pe3rome — 3T0:

a) Kparkas uadopmarus o cebe, cocTaBlieHHas MPETEHACHTOM Ha BAKAHTHOE MECTO.

b) Omnwcanne OCHOBHBIX 3TalOB TPYAOBOHM JEATCIHHOCTH, COCTABJIIEHHOE MPETEHJAECHTOM Ha
BaKaHTHOE MECTO.

€) Hudopmariiust B XpOHOJIOTHYECCKOM TOPSIIKE MTPEACTABICHHI TPETEHIEHTa Ha BAKAHTHOE MECTO
0 CBOEM JKM3HEHHOM MyTU U TPOoeCCHOHATH3ME.
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YT0 SIBISIETCS. OCHOBAHUEM ISl M3aHUS IPUKA3a O IpreMe Ha pabory:

a) YcrHOe pacnopsuKeHUe PYKOBOIUTEINS OpraHu3alnum

b) TlucemeHHOE pacropsHKEHUE PYKOBOIUTENSI OpraHU3alnu

c) TloamucanHOe PyKOBOJHUTEIEM OPTraHU3AIMHN 3asBICHUE O TpUeMe Ha paboTy

[IpenbsBaseTcs U TPyAOBask KHUXKKA MpU 0(OPMIICHUH Ha pabOTy MO COBMECTUTEIILCTBY:

a) /Jla
b) Her

3anuchIBarOTCS JIM B3BICKAHHS C pa6OTHI/IKa B €I'0 TPYAOBYIO KHMNIKKY:

a) Ma
b) Her

JlokyMeHTO060pOT — 3TO:

d) JlBmxeHue JOKyMEHTOB B OPraHU3AIMK C MOMEHTA IOJIyYCHUS UM CO3J[aHUs JI0 3aBEPIICHUS
VCIIOJIHEHMS, OTIIPABKH aJpecaTy WX HAlPaBJICHUHU HA XPaHEHUE B JIEJI0

e) JIBmxeHue JOKYMEHTOB MEX/y OpraHU3alUsIMU

f) JIBrmxeHue JOKYMEHTOB MEXAY OpraHHU3alieil 1 OpraHaMu rocyJapCTBEHHON BIACTH

KakoBa ocHOBHas 3a/1a4a JOKyMEHTOO00pOTa:
C) OBICTPOTA B JABMIKCHHH JOKYMECHTOB

d) makcuMu3aIMs JOKYMEHTOIOTOKA

€) MPSIMOTOYHOCTH B JBM)KEHUH JJOKYMCHTOB

B HOMEHKIIATypy el BKIFOYAI0TCS:

d) Bce nena opraHu3anyy, KypHAIbI PErUCTPALINH, CIIPABOYHBIC KAPTOTCKH

€) Bce BXOJSIIINE, HCXOSIINE U BHYTPEHHHE TOKYMEHTbBI OpraHH3aIuH

f) 1nena m MOKYMEHTBI OpraHHM3aIuH, KOTOPBIE OTHOCATCS K PaboTe ¢ KapaMH B OpraHH3aluH

Kakoe u3 Huxe NpuBeCHHBIX YTBEPKACHUM SBISETCS BEPHBIM:

d) Howmenknarypa jaen pa3pabaTbIBaeTCs IOCIIE CO3/IaHUs OPraHU3aIMK U ACHCTBYET OECCPOUHO

e) Homenkmatypa gen pa3paOaThiBacTCs IOCIE CO3JaHUSl OpPraHU3AlMd M ©KETOJHO
nepeyTBepKIacTcs

f) HomenxiaTypa gen pa3paOaThIBacTCsl MMOCIE CO3/IaHHs OpPraHU3alMU M TEPEyTBEPIKIaeTCs
OJIUH pa3 B MATh JIET

YTo OTHOCHUTCS K CPEICTBAM 3JICKTPOHHOTO KOMTUPOBAHHS JJOKYMEHTOB:
f) Pusorpad

g) Ulpenep

h) Kcepoxkc

1) Ckanep

J) ®pankupoBanbHas MallHHA

Kakoii mpudrt siBnasieTcss 0CHOBHBIM IIpu 0opMIIeHHH JJOKyMeHTa ¢ nomosio [1K:
a) TimesNewRoman 12

b) TimesNewRoman 14

c) Arial 12

d) Arial 14

[TonHbIN (OHA OLIEHOUHBIX CPENCTB JUIsl IPOBEACHUS IPOMEXKYTOUHON aTTEeCTALlUU pa3MeElleH
0aHKe BONPOCOB HIIEKTPOHHOrO Yy4yeOHoro kypca pgucuuiuimael B DMOC  yHHBepcuTeTra
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http://sdo.tolgas.ru/, a Takxe XpaHutcsa B OymMakHOM u (WIHM) DSJCKTPOHHOM BHJE Ha Kademape-
pa3paboT4uKe.



